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1. IlepedeHb MJIaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpOQecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanmaBpuaTa OOYyYaroOIMICS MOJDKEH OBJIAACTh CHCAYIOIIMMH pe3ysbTaTaMd OOy4deHHUs IO
JUCLUIUINHE «J[OKyMEHTUPOBaHUE YIIPABIEHYECKOU NEATEIBHOCTHY

Kon u HaumeHoBaHue NuaukaTopsl 10CTHKEHUSI KOMIIETeH MU
KOMIIETeHIH

I1K-3. Criocob6en pazpadatsiBath, | MITK-3.1. CiocoGeH onmuchiBaTh OM3HEC-TIPOIIECCHI C YUETOM

pealn30BbIBaTh U OLIEHUBATh pHUCKa, IPOBOJNUTH KAYECTBEHHYIO U KOJIMUECTBEHHYIO

3¢ (HeKTUBHOCTH MEPONIPUATUN OLICHKY PHCKOB.

10 BO3JIEHCTBUIO HA PUCK HNIIK-3.2. CiocobeH 000CHOBBIBAaTh MEPOIPHUSATHS 10

peanuzanuu Hu(pPOBBIX BO3JICHCTBUIO HA PUCKU U YNPABIATH UX pean3anuei.

peLICHU. NIIK-3.3. CnocobeH mNpoBOAUTb MOHUTOPUHI CHCTEMBI
yIOpaBIEHUS PHUCKaMH, aKTyaJlHU3UPOBAaTh KapThl PUCKOB IIO
OM3HEC-TIpoIIeccaM 1 HalpaBJICHUsIM OU3Heca.

2. Mecto aucunminHbl B ctpykrype OITOIT
VyeOnas aucuumiauHa b1.B.12 «JlokyMeHTUpOBaHUE YIIPaBICHUYECKON J€ATEIbHOCTH
OTHOCHUTCS K 4YacTd, (OPMHPYEMOH YyYacTHHUKaAMH OOpa30oBaTEIbHBIX OTHOIIEHWH, nukia b.l
«JlucuunumuHbl (MOLYIH)».

3. O0beM AUCHHUILINHBI B 324€THBIX e IMHUIIAX C YKA3aHHEM KOJHYeCTBA aKaJeMHYeCKHUX
4acoB, BbIJIeJIEHHBIX HA KOHTAKTHYI PatoTy 00y4aloImuxcs ¢ npenoaaBareiemM (Mo BHaamM
3aHATHH) M HA CAMOCTOSITEIbHYIO Pa00Ty 00yUYaKOIIUXCS

OOmass TpynoeMKocTb (00BEM) IUCHMIUIMHBL «JlOKyMEHTHpOBaHHE yHpaBICHUYECKON
NESITeIbHOCTH» COCTABISAET 4 3aUeTHbBIC €JMHUILIBIL.

O0béM IMCUMILUIMHBI 10 BUAAM Y4eOHBbIX 3aHATHI (B Yacax) — 04HO-3204HasA (popma

o0yueHust
Buj yuyeoHoii pa6oThl Beero Cemectper

4acos 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToM yncie: - - -
Jlexnuu 20 20 -
[TpaxTueckue 3ansatus (I113) 20 20 -
Cemunapsi (C) - - -
JlaGopatopusbie pabotsl (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B ToM uucne: - - -
Kypcogoii mpoekt (pabota) - - -
Konrponbnas padora - - -
Pedepar 10 10 -
[ToaroToBKa K MPAaKTUYECKUM 3aAHATHAM 48 48 -
TecTtupoBanue 10 10 -
Bun npoMexyTodHOM arTecTaluy — 3K3aMeH 36 36 -
OO011ast TpyA0EMKOCTh Yac / 3a4. el. 144/4 144/4 -

4. ConepskaHue QM CHUTIINHbBI



4.1. Paznenbl JMCHUIIMHBI M TPY10E€MKOCTD 110 BUIAM Y4eOHBIX 3aHATHI

Paznena/rema
JAucuunamHbl

Oo0masn
TPYAO0EMKOCTh

Buabl yueOHbIX 3aHATHIH, BKJIKOYAS
CaMOCTOSITEIbHYIO Pa0oTy 00y4arouuxcs, 4ac

KonTakTHas padora
CamocrosiTe/ib-

=
&
e
=
S

NpaKTHYeCKUe Hasi padoTa

Jlexnuu
3aHATHSA o0yuawuuxcst

Bsenenue. Tema 1.
JlokymeHTupOBaHue
YIIPaBJICHYECKOM
nestenbHOCTH. TpeboBaHus
K ohopMIICHHIO
JIOKYMEHTOB

Tema 2. Cuctema
OpraHU3aIMOHHO-
pactopsIUTEIILHON
JIOKYMEHTAIIUH.

10

Tema 3.
JIOKyMEHTUPOBaHHE
TPYAOBBIX
ITPABOOTHOIICHHIA.

10

Tewma 4. JloroBopHO-
MpaBoOBasi JOKYMEHTAIHUSI.
JIOKyMEHTBI
BHEITHEOKOHOMUYECKOU
JESITEJIbHOCTH.

Tema 5. Texnomornn
JIOKYMEHTAallHOHHOTO
o0ecrnieueHus ynpaBiIeHusl.

10

Tema 6. Cuctemsl paboThI C
KOH(HIEHIINATbHBIMU
JOKYMCHTAMM.

10

Tema 7. ApxuBHoe
XpaHeHue. DKcnepTusa
LIEHHOCTH JIOKYMEHTOB.

Tema 8. [lyTn BHenpeHUs
aBTOMaTH3MPOBAHHBIX
CUCTEM
JOKYMEHTAI[HOHHOT'O
oOecrnieuyeHus ynpaBIeHUs

10

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPAXKHO-3aKA3HBIX
ABTOMATHU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAlMOHHOTO
oOecrnieueHus ynpaBiIeHHs

10.

Tema 10. Kputepun
aHaImM3a
aBTOMATU3MPOBAaHHBIX
CUCTEM




w2
= °:’ Buabl y4eOHbIX 3aHATHI, BKIIOYAS
g ; CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac
Ne Pasgen/Tema S 8
n/n I[HCIIHHJII/IHBI E KonTakTHan paGOTa
= CamocTosiTe Ih-
Bcero NpaKkTHYeCKue Has paboTa
Jlekuun
3aHATHSA 00y4aromuxcst

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiaeHUs
11. | Tema 11. Aranus

XapaKTEPUCTUK

ABTOMATU3UPOBAHHBIX 9 ) ) 5

CHCTEM

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiaeHuUs
12. | Tema 12. Onenka

3¢ (HEeKTHBHOCTH BHEAPEHUS

aBTOMaTH3UPOBAHHBIX

CHCTEM ’ 10 3 2 >

JOKyMEHTAallMOHHOTO

o0ecrieyeHns yrpaBIeHUs
Bcero 108 20 20 68
IK3aMeH 36 - - -
HTroro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
BBenenue

CoBpeMeHHBII dTam  OOHIECTBEHHOTO PAa3BHUTHS, XapaKTEPU3YIOUIMHCS yriryOieHuem
SKOHOMHMUYECKUX CBSI3€H U POCTOM B3aMMO3aBHCHUMOCTH T'OCYIapcTB, OOBEKTHUBHO OOYCIOBIMBAET
HEMPEPHIBHOE BO3pacTaHUE POk HH(GOPMAIIUH B COITMATBFHOM U TEXHUYECKOM TIPOIECCE, B PEIICHUN
rio0anbHbeIX 1pobieM. JIoCcTH)KeHUs HayyHO-TEXHHYECKOro Iporpecca BO MHOIHMX OTpacisx
o0ecTeyrsii BO3MOXXHOCTh TPAKTHYECKOW peanu3anuu uaeu (popMHUpPOBaHUS MHPOPMALUOHHOTO
o01iecTBa.

B Hactosimee Bpemst HWH(OpMAIUS paccMaTpPUBAETCS KaK pecypc, KOTOPBIH, Kak |
TPaJULMOHHBIE DPECYpChl: TPy, DSHEPrusi, TOJE3HbIe MCKOMAeMble, - MOXHO J0OBIBATH,
nepepadaTbiBaTh, HCIOIB30BATh M PACHpPOCTpaHsaTh. OJHUM M3 HaAMpaBICHUN HCIOIb30BaHUS
WH(GOPMAITMOHHBIX U KOMMYHHKAITHOHHBIX TEXHOJIOTUH B JIEATEIHHOCTH OPTaHOB T'OCY1apCTBEHHOM
BJIACTH, OpraHu3alMii W  NOPEIIPUSATHH  ABISIETCS  Pa3BUTHE  CUCTEMBI  AJIEKTPOHHOTO
JIOKYMEHTO00O0pOTa, CTaHJApTOB JEJIONPOU3BOACTBA M  JOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEPILICHCTBOBAHUS TPAJAUIMOHHOTO JIEIIONIPOU3BOJICTBA OOYCIIOBIMBACTCS HEOOXOIUMOCTHIO
NOBbIIIEHUS 3()(HEKTUBHOCTH YIPABIEHUYECKOH IEATEIbHOCTH, YCKOPEHUS ABM)KEHHS TOKYMEHTOB B
OpraHu3alliyi, YMEHBIICHHUS TPYJOEMKOCTH 00paboTkm 1MokymeHTOB. Co3qaHHas Ha OCHOBE
MEPCIIEKTUBHBIX HHPOPMAIIMOHHBIX TEXHOJIOTUN aBTOMATU3UPOBAHHAS CHCTEMa JeIOMPON3BOICTBA
JOJKHA IIOBBICUTH JleﬁCTBeHHOCTB YHpaBJICHUA 3a cyeT O6p330BaHI/I$I €AUHOI'O
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH()OPMAIMOHHOTO TPOCTPAHCTBA, MJAIOIIETO  IOJB30BATEISAM
cpenctBa 3P heKTHBHOI COBMECTHOM pabOTHI C JOKYMEHTaMHU B JTIOOOM MECTE U B JTF000€ BpeMs.

[Ipenmer U CTpyKTypa MUCHMIUIMHBI «J[OKyMEHTUPOBAHHE YHPABICHUYECKON AESTETHHOCTH.
Pomp  gokymeHToOO0OpOTa B yNpaBICHWHM ~ NPEANPUATHEM.  3HAUEHHUE  JTUCIUIUTAHBI
«/IOKyMEHTHpOBaHHE YIPABICHYECKON JEATENbHOCTHY» B IOATOTOBKE CIEIMANIUCTa B 001acTH
MeHeKMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAITMOHHOTO 00ECTICUCHUSI YITPABIICHUSL.

Tema 1. JlokyMeHTHpPOBaHHUE YIIPABJICHYECKOM AesiTeJbHOCTH. TpedoBaHus Kk
0(p)OPMJICHHIO TOKYMEHTOB.



l'ocynapcTBeHHas cucremMa JOKyMeHTalMoHHoro obecnieuenus ympasienus (I'CAOVY) - cBox
NpaBW, YCTaHABIMBAIOIIUE €AWHBIE TPEeOOBaHUSA K JIOKYMEHTHPOBAaHMIO YIIPABIEHYECKON
JEATETIbHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha MPEINPHATHAX Pa3IWYHBIX OpraHu3a-
IIMOHHO-TIPaBOBbIX (hopM. CocTaB yIpaBieHUECKUX JOKyMEHTOB. [IoHATHE cHCTEM IOKyMEHTalUH.
QOyHKIMOHAIBHBIE M OTPACIEBBIE CHCTEMbl JOKYMEHTAIMM. YHUQHUKAIUS M CTaHAApTU3ALMSA
YIIPaBJIEHUECKUX JOKYMEHTOB. PernaMeHTanuss JOKyMEHTUPOBAaHHS YIIPABICHYECKON J1esTEeIbHOCTH.
[TocrosiHHbIe 1 TEpeMEHHbBIE PEKBU3UTHI U IPaBiIa UX oopmiteHHs. bianku 1 popmMaTsl JOKyMEHTOB.
@opmynssp — oOpasel; JIOKyMeHTa. YTJIOBOE U TPOAOJIbHOE DPACIOJIOKEHUE PEKBU3UTOB.
YuaudunupoBanHas ¢popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alOHHO - PACTIOPAIUTEIbHON TOKYMEHTAIN Y.

Cucrema OPJI. OcoOeHHOCTH U XapaKTEPHBIC YePThl OPraHU3aIMOHHO-TIPABOBBIX JTOKYMEH-
toB. CocraBienue M O(QOpPMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JIOJDKHOCTHAsI MHCTPYKLHMS, NPaBHia BHYTPEHHETO TPYIOBOI'O PacrlopsKa, IITATHOE PACHUCAHUE,
MOJIOXKEHHUE O CTPYKTYPHOM TIO/Ipa3ACICHUH.

PacniopsiqurenbHas qokyMmeHnTauus. [IpuHIMObI cOCTaBlIeHus, CTaiuy OArOTOBKH, BU3UPOBaHUS
U TIOINMCAHUS PACTIOPSAUTEIBHBIX JOKyMeHTOB. CocTaBiieHne U o(hopMIICHHE PACTIOPSAUTEIBHBIX
JIOKYMEHTOB: ITPUKa3bl, PACMIOPSHKEHUS, IOCTAaHOBIICHUS, YKa3aHHUs, PEILICHHUS.

CnpaBoyHO-MH(OPMAIIMOHHBIE JJOKYMEHTBI: aKT, JOKJIamHas (Cay)keOHas) 3ammcka, CIpaBKa,
IPOTOKOJI, CBOJKA, Ciy:keOHOoe MmucbMO. OcoOEHHOCTH O(OpMIICHHUS, PA3HOBUIHOCTU M HOPSIOK
coctaBieHusi akToB. [lopsloK cocTaBleHHs AaKTOB CBEPKUM pacyeToB MEXAYy JeOUTOpaMu U
kpequropamu. [IpaBuia npoBeAeHHs COBEIIAHMH KOJUISTMAIbHBIX OPraHoB, COCTABJIEHUE U
oopmIIeHHE TIPOTOKOIIA.

Cuy>xeOHble icbMa. Kitaccugukanuyst KoppecioH1eHIIMT; MHULIMATHBHAS U OTBETHAs JIEJIOBast U
KOMMepUecKast. SI3bIK ¥ CTHITB IENTOBOM KOppECTIOHIeHIH. TUIIOBBIE U Tpad)apeTHBIE IETIOBBIC ITMChMA.
MHunuaTiBHBIE U OTBETHBIE CITy>KeOHble nucbMa. [Iuchbma 3ampockl 1 MMChbMa OTBETHI OpraHU3aLii-
KpeauTopoB. THIIOBbIE rapaHTUIHbBIE TICbMa OT OpraHu3aluii (rapaHToB)

[TnanupoBanue AeATEIbHOCTH YUPEKACHHS - BayKHEHIas QyHKLUS yIpaBIeHus, O3BOJISIOIAs
cienath paboTy YUPSKIACHUS MaKCUMAIBLHO ddekTrBHON. OCOOCHHOCTH TUIAHOBBIX JIOKYMEHTOB.
[TnaHoBbIe TOKYMEHTBI: IUIaH, NEePCIIEKTUBHBIH IJIaH, MporpaMma, rpaduk, CXeM reHepasibHas cxema.
OrtpacneBble TIaHBl W TIpOrpamMMbl. DOpMBI OTYETHOH JOKyMeHTaruu. OT4deTHas W OTYETHO-
CIPaBOYHAs JOKYMEHTALIHS.

Tema 3. JlokyMeHTHpPOBaHHe TPYAOBBIX MPABOOTHOLIEHMIi

JlokyMeHTupoBaHHe PaboThI ¢ mepcoHaIoM. [IoHATHE M CTPYKTypa NMEpCOHAIbHBIX JaHHBIX.
TpeboBanus k 00paboTKe U Nepenade NepcoHaIbHbBIX JaHHbIX. CTPYKTypa KaJpoBoi U (hOpMaLIMOHHO
- JIOKYMEHTAI[MOHHOM CHCTeMbl. XapaKTepPUCTHKA KOMIUIEKCOB KaJpOBOH  JIOKyMEHTALUH.
YuaudunupoBanHbie (GOpPMBI MTPUKA30B MO0 JTHYHOMY COCTaBy. JlOKyMeHTalusi 1Mo ydery pabodero
BPEMEHH M PacyeToB C MEPCOHATIOM M0 oruiate Tpyaa. [IpaBuna BeneHus TpyaoBbIX KHIDKEK. CocTaB
NpoLeayp U JOKYMEHTHPOBAHUE INpHEMa, MEpPeBO/A, YBOJIbHEHMS nepcoHana. [Ipoliecc 3amuThl
NEePCOHATBHBIX JJAHHBIX B KaJIpoBOil ciry>k0e. OCOOEHHOCTH XpaHEH!s! KaJApOBOH JOKYMEHTALUH.

Tema 4. loroBopHo-nipaBoBasi 10KyMeHTALMSA.
JIOKYMEHTBbI BHELLIHEIKOHOMUYECKOH JeATeIbHOCTH

OcoOenHoctu coctaBieHuss U odopmieHus 10roBopoB. PasHoBuaHOCTH 10roBopoB. Co-
rinamenue. KonnekTuBHbIM 10roBop, Tpy10BOi J0roBop. JloroBop NOCTaBKU, apeH/Ibl, OKa3aHUs YCIIYT.
PexBH3HUTHI TOTOBOpA 1 MPABUIIA X PETUCTPAIINH.

JlokyMeHThI, O(OpMIISIOIIME BHEIIHETOProBble cienku. Crenudukanyuym, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckasi mepenncka BO BHEITHEIKOHOMUYECKOW NesTeIbHOCTH. HasHadueHue n
o(hopmIIeHHEe KOMMEPUECKUX TTHCEM B 3apyOeKHOI MpaKTHKE.

[Iperensuonnsie nokyMeHTHL JKanoObl, oOpaleHus, MpeiokeHus rpaxiaaH. Jleronpous-
BOJICTBO 10 TUCbMEHHBIM OOPAILICHUSM TPAXK/IaH.

Tema 5. TexHo10ruu T0KYMEHTALMOHHOI'0 00ecIeYeHUs1 YIIPABJICHUA
Opranmzanust 1okymMeHTooOopota. [loHsTHEe 1TOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KAueCTBEHHBIE XapaKTEPHCTHKH. TEXHOJIOTMU OOpabOTKH BXOISIINX, BHYTPEHHHX W HWCXOMISIIHAX
JNOKyMeHTOB. OnTuMu3zanus JOKymMeHTooOoporta. Perucrparms nokymeHtoB. dopmbl M mpaBuiia
peructparmi. KoHTponb UCTONHEHUS AOKyMeHTOB. DyHKINH, 3amaddl W 1enu KoHTposst. Cpoku
5



UCIIOJIHEHUSI JOKYMEHTOB. EnuHbIE W JeTaJbHO perjlaMeHTHPOBAHHBIE TMpaBuia paboThl €
YIPABICHYECKUMH JOKYMEHTAMU B OPTaHU3ALIH.
Tema 6. Cuctema padoThl ¢ KOH(pHICHINAIBLHBIMH JOKYMEHTAMH

Pernamenranus coctaBa KOH(UAECHUMAIBHBIX CBEICHUH M JOKYMEHTOB. IloTOkM KOHOU-
JICHITNAIBHBIX IOKYMEHTOB. TexHoaornueckas cucrema 00padoTKi KOH(PHUICHIINATBHBIX JIOKYMEHTOB.
dopMupoBaHue, 0pOpMIIEHHE U XpaHEHHE JIeJT, COAEPKAIUX KOH(PHICHIUATbHbIE CBEICHUSL.

Tema 7. ApXxuBHOe XpaHeHNHU JOKYMEHTOB. JKCIIEPTH3a IEeHHOCTH 10KYMEHTOB

OnepaTtuBHOE, TEKyIleE U ITOCTOSHHOE XpaHEHUE JOKyMEHTOB. CHucteMarusalnys JOKyMEHTOB.
[Tpunnuner dopmupoBanus aen. OdopmieHue M BeleHME HOMEHKIATyphl jAen. Tunosble U
WH/JMBUyalbHbIE HOMEHKJIATypbl ned. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHja opranu3ay. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [IpuHuunmnb
Y KPUTEPUH OLIEHKH 3HAUUMOCTH. DKCIIEPTHbIE KOMUCCHHU.

Tema 8. IlyTu BHepeHUs1 ABTOMATU3UPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI'0 00ecIieYyeH s yIpaBJIeHHs.

CoBpeMeHHble 0(UCHBIE HHPOPMALMOHHbIE TeXHOoNoruu. Ctpareruu pa3paboTKu pean3alun
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHI B YIPaBICHYECKOH AesTenbHOCTH. Llenn cozmanus u
BHEJIPEHHSI KOMIUIEKCHBIX CHCTEM aBTOMATH3aLUM JOKYMEHTAllMOHHOIO O00ECHEeYeHUs! YIpaBIeHUs.
OyHIaMeHTaIbHbIC TIPHHIHITBI CO3/IAHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUSHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-32AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus

OcoOEHHOCTH COBPEMEHHOIO pbIHKA MPOrpaMMHBIX CHUCTEM B 00JacTM aBTOMAaTU3alUU
JIETIONPON3BOACTBA U IOKYyMEHT0000poTa. COCTAB THITOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX IPOTPAMM
O aBTOMAaTH3allUM JIOKYMEHTALMOHHOrO obecrieueHus ympaBieHus. CTpyKTypHas cxema
AaBTOMAaTU3UPOBAHHONW CHUCTEMBbl JOKYMEHTALIMOHHOIO OOECIIEYEHUs] YIIPABJICHUS OpraHU3aluu.
B03MOXHOCTH CHCTEMBI IOJIHOCTBIO PEAIM30BaTh MYJIBTUMEIUACPENY Ul XPAaHEHUS Pa3IM4HOIO
poa MPUIIOKEHUH, TOMOIHEHWH M WUTIOCTPAaUid K AOKyMeHTaM ((oTo-, ayauo-, BUIeo(opMaTsl).
XapaKkTepuCTUKa OCHOBHBIX aBTOMAaTHU3UPOBAHHBIX CHUCTEM JIOKYMEHTAL[MIOHHOTO O0eCHedYeHHs
yIIpaBJICHHUSI.

Tema 10. Kpurepun ananmsa aBTOMaTU3UPOBAHHBIX CHCTEM
JOKYMEHTALIMOHHOI'0 00ecriedyeHNs yIPaBJIeHMs.

AHanmn3 aBTOMAaTH3MPOBAHHON CUCTEMBI JIOKYMEHTALMIOHHOIO OOECHeYeHHs YNpaBiIeHUs Ha
OCHOBE (YHKUMOHAJIBHBIX cHcTeM. [IpuBeneHHble K €OMHOMY BUAY (QYHKIHOHAJIbHBIE CXEMBI
ABTOMATHU3UPOBAHHBIX CHUCTEM JOKYMEHTAllMOHHOTo oOecredeHus ynpasieHus. Kpurepun oneHku
ABTOMATU3UPOBAHHON CHCTEMBI JOKYMEHTAIMOHHOTO 00ECTIEYEeHUs! yIIPaBICHHUS.

Tema 11. AHa/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTALHOHHOTO
olecrieyeHus1 ynpaBJieHUsI

Meponpusatiss MO BbIOOpPY CHUCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOTO OOeCIeueHust
ynpasineHus.  OCHOBHBIE  KaueCTBEHHbIE  IMapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KonmuuectBeHHbIE 9KCIUTyaTallMOHHBIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JIOKYMEHTAlIMOHHOTO obOecrnieueHrst ynpanieHus. CpaBHUTENbHBI aHalIW3 aBTOMATU3UPOBAHHBIX
CHCTEM JIOKyMEHTAIIMOHHOT0 00eCHeYeH sl yIpaBICHHUSI.

Tema 12. Ouenka 3¢p(peKTUBHOCTH BHEIPEHHUS] ABTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTALIMOHHOTI'0 00ecrieYeHNs yIPaBJIeHHs

OxoHoMuueckast 3(p(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIMIOHHOTO
obecrieyeHus: ympaBiIeHHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAs OleHKa 3(pQeKTa OT NPOBEACHUS
MEPONPHUATHI IO aBTOMATH3aUK MH(OPMAIIMOHHOTO OOecreyeH s OpraHu3alui. MeTouKu pacuera
3(p(heKTUBHOCTH TO BHEIPEHUIO ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOTO OOECIeUeHUs
yIIpaBJICHUSI.

4.3. IIpakTnyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA

3ansatue 1. | Tema 2. CucremMa OpraHu3alMOHHO-PACTIOPSIUTENIBHOM TOKYMEHTAIHH.
3ansitue 2. | Tema 3. JIOKyMEHTHPOBAHKE TPYIOBBIX IPABOOTHOMICHHIA.
3ansTue 3. Tema 5. TexHonoruu JOKyMEHTAIIMOHHOTO O0ECTIEUEHNUs YIIPABICHHS.




3ansarue 4. Tema 6. CucteMsl pa60T1>1 C KOH(I)I/IIICHL[I/IEUIBHLIMI/I JOKYMCHTaMHM.

3ansitre S. Tema 8. IlyTn BHEIpeHNs] aBTOMAaTU3UPOBAHHBIX CHUCTEM JJOKYMEHTAlMOHHOTO
obecriedeH s yTpaBIeHUs

3ansite 6. | Tema 9. OCHOBHBIE KIIaCChl THPAKHO-3aKa3HBIX aBTOMATH3UPOBAHHBIX CHCTEM
JOKYMEHTAIIIOHHOTO 00ECIIeUeHNs! YIIPaBICHUS

3ansrue 7. Tema 10. Kputepun ananmza aBTOMaTH3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO
o0ecrieueHus yrpaBlIeHUs

Bansitre 8. | Tema 11. AHanm3 XapakTEPHCTUK aBTOMATH3HPOBAHHBIX CHCTEM JIOKYMEHTAIMOHHOTO
obecreueHus yrnpasieHus

3anstue 9. Tema 12. Onerka 3 GeKTUBHOCTH BHEIPEHUSI aBTOMATU3UPOBAHHBIX CHCTEM
JOKYMEHTAIIIOHHOTO 00ECIIeUeHNS! YIIPaBICHUS

5. Y4eOHo-MeTOoAMYeCcKOEe U HH(POPMALMOHHOE 00ecreyeHue JUCIHILIMHBI

1. ITaBnosa, P. C. [JoxymentanuonHnoe odecrieuenue ynpasienus / P. C. [1aBmoBa. — 2-e
u3l., crep. — Cankr-IlerepOypr : Jlanp, 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr :
JICKTPOHHBIH // Jlanb : AJIEKTPOHHO-OUOTHOTETHAS cUcTeMa. — URL:

https://e.lanbook.com/book/310175

2. Opra#uzanuss ¥ TEXHOJIOTHS JIOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIPaBICHUS
anekTpoHHoe yuebHoe mocobue / coct. C.E. Mumenun ; MunucrepctBo o0pa3oBaHUs U HayKu
Poccuiickoit  ®eneparuu, dDenepanbHOE TOCYAapCTBEHHOE  OIOKETHOE 00pa3oBaTEIbHOE
yupexxJieHue Bbiciiero odpa3zoBanusi «KemepoBckuii rocyqapCcTBEHHBI YHUBEPCUTET», NHCTUTYT
uctopuu u ap. - Kemeposo : KemepoBckuii rocynapcrBeHHblii yHuBepcurer, 2017. - 478 c. -
buGnuorp. B KH. - ISBN 978-5-8353-2149-0 ; -
URL: http://biblioclub.ru/index.php?page=book&i1d=481592

5.2. JlonosiHMTEIbHAS JIUTEPATypa

1. Kyrymesa, T. B. JlokyMeHTallmoHHOE OOecIieueHue yrnpasieHus : yueonoe mocodue / T.
B. KyrymeBa. — PoctoB-Ha-/lony : ®enukc, 2023. — 238 c. — ISBN 978-5-222-38586-9. —
Tekcr:  onexkrponHsni// Jlamp @  2NeKTpoHHO-OmOmMorewnass  cucrema. —  URL:
https://e.lanbook.com/book/318845

2. SlaxoBuy, L. A. Jlemonpou3BoACTBO B KaJpoBoi ciyx0e : yueOnuk / 111 A. AnkoBud. —
MockBa : IOnnTu-/lana, 2017. - 161 o : CXEM., TaOlII. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JInneH3noHHOE MPOrpaMMHoOe odecredyeHue

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mnpodeccMoHAIbHBbIE 0a3bl JaHHBIX W HHPOPMAIUOHHbIE
CIPaBOYHbIE CHCTEMbI
1. KomnerotepHble HHPOpMAIIMOHHO-TIpaBoBbIe cucteMbl «KoHcynbTanT» http://www.consultant.ru
, «[apanT» http://www.garant.ru
2. OdunmanbHbI UHTEPHET-TIOPTAN TpaBoBoM nHpopManuu http://pravo.gov.ru
3. Cnyx6a TeMaTH4YeCKNX TOJIKOBBIX cioBapeii http://www.glossary.ru/
4. lleHTp KOMITETEHIIMX IO BOTIPOCaM JIOKyMEHTAIIHOHHOTO 00ECTICYCHHUSI YIIPABIICHHS H apXUBHOTO
nena, « QHIMKIONEANs 1eI0nponu3BoacTBay http://www.edou.ru/enc/
5. Hayunas snextponHas 6ubnuoreka http://www.elibrary.ru
6. ObC «YHuBepcuteTckas 6nbianoTeka onnaitn» https://biblioclub.ru/index.php
7. OnexTpoHHO-0MOIMoTeYHas cuctema «Jlanp» https://e.lanbook.com/
8. AIMHUHHMCTPAaTUBHO-YIIpaBI€HUECKUH moprai http://www.aup.ru/

6. MaTtepuaibHO-TEXHUYECKOe o0ecneyeHne I CHUITUHbI


https://e.lanbook.com/book/310175
http://biblioclub.ru/index.php?page=book&id=481592
https://e.lanbook.com/book/318845
http://www.consultant.ru/
http://www.garant.ru/
http://pravo.gov.ru/
http://www.glossary.ru/
http://www.edou.ru/enc/
https://biblioclub.ru/index.php
https://e.lanbook.com/
http://www.aup.ru/

1. JlexunoHHasi ayguTOpHs, ayJUTOpPHs IJi1 TPYNIOBBIX M HWHAMBUAYAJIbHBIX KOHCYJIbTallUH,
OCHAIIICHHAas KOMIUIEKTOM MeOenu il y4eOHOro mpoliecca, Y4eOHOW TOCKOW, MEepCOHATBHBIM
KOMITLIOTCPOM, IJIa3MEHHOH ITaHEbIO.

2. Aymutopus i IPOBEICHHS MPAKTHUYECKUX U CEMUHAPCKUX 3aHATUH, TEKYIIEro KOHTPOJIS U
MIPOMEKYTOYHOM aTTeCTalliy, OCHAIIEHHAs KOMIUIEKTOM MeOelu i y4eOHOro mpoiecca, yaeOHoi
JOCKO#, IEPCOHATIBHBIM KOMIBIOTEPOM, TNIA3MEHHOMN TTaHENbIO.

3. AyauTopus Uisl cCaMOCTOSITENIbHOM pabOThl CTYAEHTOB, OCHAILlEHHAs KOMILJIEKTOM MeOenu s
y4eOHOTo Tmporecca, y4eOHOW JOCKOHW, TEePCOHANBHBIMH KOMITBIOTEPAMU C BO3MOXKHOCTBIO
MOJIKITFOUCHUS K ceTh «MIHTepHET» M IOCTYIIOM K 3JIEKTPOHHON MH()OPMAIIMOHHO-00pa30BaTeIbHOM
cpene YHuUBEpCUTETa.

7. MeToauuecKue PCKOMEHIAUH IO OPraHu3aliuv U3YyYCHUHA TUCHUIIJINHBI

7.1. MeToanuyeckue peKOMeHIAI U MPenoaBaTesiio

JlanHblid paszen HacTosmied pabGoueidl mporpamMMbl TNpeAHA3HAYEH M HAYMHAIOMIUX
npernojaBatesnieil ¥ CreluaiicTOB-IPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOW paboThlI.

JucuunimHa  «JlOKyMEHTHpOBaHUE  yOPABIECHYECKOM  JESITEIBHOCTH»  SABISETCA
JTUCIUILIMHON, hopMupyromiel y 00yJyaronmxcsi 4acTuYHo npodeccuonansuyro kommnerenuuto [1K-
3. B yci0oBUSIX KOHCTPYHPOBaHMSI 00pa30BaTENIbHBIX CUCTEM Ha MPUHIMIIAX KOMIIETEHTHOCTHOIO
MOoAX0Aa MPOU30LUIO KOHUENTYyaJIbHOE W3MEHEHUE POJM MpernofaBaTeis, KOTOPBIM, HapALy C
TPaIUIIMOHHON POJIBIO HOCUTENS 3HAHUM, BBITIOIHAET (PYHKIUIO OpPraHU3aTopa HayYHO-OUCKOBOU
paboTel OOyuarolerocsi, KOHCYJIbTaHTa B MpoOLEAypax BbIOOpa, 0OpaOOTKHM M WHTEPIPETALMU
uH(popMaLnu, HEOOXOAUMOMN sl IPAKTUYECKOT0 AEUCTBUS U albHEHNILIEro pa3BUTHUS, YTO JOJKHO
0053aTeNbHO YUUTHIBATHCA MPU MPOBEACHUHN JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATUH 110 TUCIUILTHHE
«JlOKyMEHTHPOBAaHHE YIIPABICHUYECKOUN IEATEIBHOCTI.

[IpenogaBanue  TeopeTudyeckoro  (JIEKIMOHHOTO)  Marepwaia 1O  JUCIHILINHE
«JlOKyMEHTUpOBaHHE  YNPABICHUYECKOW  JCATEIBHOCTH»  OCYIIECTBISETCI  HAa  OCHOBE
MEXIUCIUIUIMHAPHOW HMHTErpalMd W YETKMX MEXIHUCLUMIUIMHAPHBIX CBSI3éM B paMKax
00pa3oBarebHON MporpaMmMsbl U yueOHoro 11ana 1o Harnpasiennio 38.03.02 MeHeKMeHT.

[TonpoOHOE conep:kaHHWe OTHENbHBIX Pa3feNioB TUCHUILUIUHBI  «JlOKyMEHTHUpOBaHUE
YIPaBJIEHYECKOH IEeATEIFHOCTHY paccMaTpuBaeTcs B 1.5 pabodeil mporpaMMBel.

Mertoauka onpeaeaeHuss UTOTOBOTO CEMECTPOBOI'O PeUTHHTa 00yUaroIerocs Mo JUCIUILIIMHE
«JlokymMeHTHpOBaHHE YIPaBICHUYECKON JesTenbHOCTH» TMpeactaBieHa B coctae POC 1o
TUCITUIIMHE B T 8 paboueil mporpaMMBel.

[TpriMepHBbIE BapHaHThI TECTOBBIX 3aJaHUN JJI TEKYIIEro KOHTPOJIS U MEepeuYeHb BOIPOCOB K
9K3aMeHy O AMCLUIUIMHE TaK)XKe MPEeCTaBJIeHbI B I1 8 paboueil mporpamMmsl.

[lepeueHr OCHOBHOM M JIOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOIUMBIX B XOJi€ NpPENoJaBaHHs JUCHUIUIUHBI «J[OKyMEHTHpOBaHHME YIpPaBICHYECKON
JeATeTLHOCTHY, TPHUBENEH B .8 HacTosImel paboueir mporpammsbl. [IpemonmaBarento criemyet
OpPUEHTHPOBATh 00YUAIOIIUXCS HAa UCIOJIb30BaHNE MIPU MOATOTOBKE K MPOMEXKYTOUYHOM aTTecTaluu
OpPUTHHAJILHOM BEPCUU HOPMATHUBHBIX TOKYMEHTOB, IEHCTBYIOIIMX B HACTOSIIEE BpEMSI.

7.2. MeToanyeckue yKa3zaHus 00y4arommuMcs

[Tonyyenue yriayONeHHBIX 3HAaHMH MO JUCHMIUIMHE JOCTUIaeTcsl 3a CYeT aKTUBHOU
CaMOCTOSITENIbHON paboThl oOyuaromuxcs. Boiaensemble yachl 11€71eco00pa3Ho MCIOJIb30BaTh IS
3HAaKOMCTBA ¢ Yy4e€OHOH M Hay4yHOW JUTEepaTypoil 1o mpolieMaM AMCLUUIUIMHBL, aHAJIM3a HayYHBIX
KOHIIEIIINN.

B paMkax TUCHMITIMHBI IIPEyCMOTPEHBI pa3inyHble (POPMbI KOHTPOJIS YPOBHS JOCTHIKEHUS
00y4aroIMMUCS 3asiBICHHBIX HHANKATOPOB OCBOEHUS KOMMEeTeHIUH. Dopma TeKyIero KOHTPOJIs —
aKkTUBHas paboTa Ha MPAKTUYECKUX 3aHATUAX, MOATOTOBKA pedepara u TecTupoBaHue. dopmoii
MIPOMEXKYTOUYHOTO KOHTPOJII MO JaHHOW AUCHMIUIMHE SIBISETCS SK3aMEH, B XOJ€ KOTOPOro
OLIGHUBACTCS YpPOBEHb JIOCTHXKEHUS OOydYalOUIMMHUCS 3aABICHHBIX HHIAMKATOPOB OCBOCHHUS
KOMIIETECHITNH.

MeTondyeckue ykazaHus 10 OCBOEHUIO JUCIUIINHBL.




JIEKIIMOHHBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJCpKAHUEM HACTOsIIed paboueit
IPOTrpaMMBbl U IIPEACTABISIIOT COO0M N3TI0KEHUE TEOPETUUECKUX OCHOB TUCIUILINHBI.

[Tocemienue TEKIMOHHBIX 3aHATUH SIBJISETCS 003aTEIbHBIM.

KoHcnektupoBaHne JEKIMOHHOIO MaTrepuaja JOIYCKaeTCsl KaK INHCbMEHHBIM, TaK U
KOMITBIOTEPHBIM CIIOCOOOM.

PerynsapHoe moBTOpeHHE MaTepuaa KOHCIIEKTOB JIEKIIMH 10 KaKIOMY pasZelly B paMKax
HNOJATOTOBKHM K TEKyIIMM (opMaM aTTeCTAllMU 1O AUCHUIUIMHE SIBJISETCS OAHUM M3 BaXXHEUIIHX
BUJIOB CAaMOCTOSITEIbHON pabOThl CTYAEHTa B TEUCHUE CEMECTpa, HEOOXOIMMOMN JUIsl KaueCTBEHHOM
IIOATOTOBKU K IIPOMEKYTOYHOH aTTeCTalUH 110 JUCLHHUIIIMHE.

IIpoBeneHne NPAKTUYECKUX 3aHATUM 110 IUCHUILIMHE «/JOKyMEHTUPOBaHUE yIIPaBICHYECKOMN
JEeSITeIbHOCTH» OCYLIECTBISIETCA B CIEAYIOUIMX opMax:

— aHaIM3 TPaBOBOM 0a3bl, peEriaMEeHTUPYIOUIEH eATEIhbHOCTh OpPTraHM3aIMi Pa3IUIHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM;

— OIpoC MO MaTepualiaM, PacCCMOTPEHHBIM Ha JIEKIUAX U M3YYCHHBIM CaMOCTOSITEIBHO IO
PEKOMEHI0BaHHOM JTUTEepaType;

— PCHICHUC THUIIOBBIX PACUYCTHEBIX 3aJa4 I10 TEMaM;

— aHaIu3 ¥ 00CYXXJICHUE MPAKTUUECKUX CUTYaIlui IO TEMaM.

[Tocemienne NpakTUYECKUX 3aHIATHI U aKTUBHOE Y4acTHE B HUX SIBISICTCS 0053aTEIbHBIM.

HOIIFOTOBKa K IPaKTUYCCKHUM 3aHATUAM O6$I321TCJII)HO BKJIIOYAET B ceOst N3YUYCHUC KOHCIICKTOB
JICKIIMOHHOTO MaTepualia 1 PeKOMEHIOBAaHHOW JTIUTEPaTyphl Ui aIeKBaTHOTO TTOHUMAaHUs YCIOBUSA
U crioco0a perieHusl 3aJaHni, 3alIaHUPOBAHHBIX MPEMoAaBaTesieM Ha KOHKPETHOE MPAKTHIESCKOE
3aHATHE.

MeTOZII/ILIeCKI/IC YKa3aHuia 110 BBIITOJTHECHUIO PaA3JINIHBbIX d)ODM BHG&V[LHTODHOﬁ
CaMOCTOSITENLHON pabOThI

I/I?:VLIGHI/IG OCHOBHOH M HOHOHHHTGHBHOﬁ JJUTCPATYPBI, a TAKXEC HOPMATHUBHO-IIPABOBLIX
JIOKYMEHTOB IO AMCLUIUIMHE MPOBOIUTCS HA PETYJSIPHOI OCHOBE B pa3pese KaxJOoro pasjeia B
COOTBCTCTBUH C NPHUBCACHHBIMU B .5 pa60qel71 nporpamMmmbl pCKOMEHAAIUAMUA IJId ITOATOTOBKU K
MPOMEXKYTOUHOH  arTecTaliud 1O  JAUCHUIUIMHE  «J[OKyMEHTHpOBaHHE  yIpaBIEeHYECKON
nesTesibHOCTH». CIUCOK OCHOBHOM M JIOTIOJIHUTEIBHON JINTEPATYPhl U 00A3aTEIbHBIX K U3yUEHUIO
HOPMATHUBHO-TIPAaBOBBIX JOKYMEHTOB M0 AWCLUMIUIMHE TpUBENeH B 1.7 Hacrosieid paboueit
mporpaMMal. CnenyeT OTAaBaTh MPCANOUYTCHUC M3YUCHUIO HOPMATHBHBIX JOKYMCHTOB IIO
COOTBETCTBYIOIIUM pa3zjieiaM JUCHUIUIMHBI IO CPABHEHUIO C X aIallTUPOBAHHON MHTEpHpETalnei
B y4eOHOM JUTEpaType.

Pemienue 3agau B paspes3e pa3fenoB AUCHMUILUIMHBL «/OKYMEHTHpPOBAHHE YIPABICHUYECKOU
JESTEILHOCTH SIBIISIETCS] CAMOCTOSITENIbHOM paboToi oOyyarorierocst B popMe JOMAIIHETO 3a1aHUS
B ClIydasaX HEAOCTATKAa ay ATMTOPHOTO BPEMCHU Ha MPAKTUYCCKUX 3aHATHAX I pCIICHUS BCEX 3aaa4,
3aIUIAHUPOBAHHBIX MPENOoAaBaTeNeM, MPOBOAAIINM MPAKTUYECKUE 3aHATHUS IO TUCLHUTUIMHE.

MGTO}II/ILIGCKI/IG YKa3aHUA 110 IIOJAT'OTOBKE K HDOMG)KVTO‘-IHOI\/'I aTTeCTalluu

[IpomexxyTouHast arrecTtauus 0O JUCHUILIMHE «/[OKyMEeHTHpOBaHUE YIpaBIECHUYECKOMN
JESTEIbBHOCTH» MPOXOIUT B (opMe 3k3aMeHa. [IpumepHBIi nepedyeHb BOIPOCOB K AK3aMEHy IO
JUCUUIIIMHE «J[OKYMEHTHUpOBaHUE YIPAaBICHUYECKON AESITENIbHOCTU» U KPUTEPUU OLICHKU OTBETA
06yqa}0mer00ﬂ Ha DJK3aMCHE [JIA ueneﬁ OLCHKHU JOCTWMIKCHUA 3asBJICHHBIX HWHAWKATOPOB
c(hOpMUPOBAHHOCTH KOMIIETEeHIIMI TpuBeneHbl B coctape POC mo aucuunianHe B 1 8 paboueit
MpOrpaMMBEI.

OOyyaromuiicst JOMyCKaeTcsl K MPOMEKYTOUHOM aTTeCTAIlUU [0 JUCIHUILTUHE HE3aBUCHUMO OT
PE3yJIbTaTOB TEKYIIETO KOHTPOJIS.

8. ®oHI OLIEHOYHBIX CPEACTB MO0 AUCHHUILIMHE

8.1. IlepeyeHb KOMIETEHIHI ¢ yKa3aHMeM 3TanoB X (OPMHPOBAHUS B INpoLecce
OCBOCHUS AMCUMILINHBIL. @OPMBI KOHTPOJI (POPMHUPOBAHUSA KOMIIETEHIH I



Koa u NHaukaTopsl JOCTHKEHUS JTansl
HAUMEHOBaHHe KOMIIeTeHIINH (popmupoBanus
. DopMa KOHTPOJIA
KOMITeTeHI Ul (pa3neJnl
JUCHMILJIMHbI)
ITIK-3. Criocoben HIIK-3.1. Cnocobeu
pa3zpabaThIBaTh, OTIMCBIBaTh OM3HEC-TIPOIIECCHI C
pean30BBIBATH U y4eTOM PUCKA, IPOBOIUTH
OLIEHUBATh Ka4eCTBCHHYIO U .
[TpomexxyTOUHBIN
3P PEKTUBHOCTD KOJIMYECTBEHHYIO OLIEHKY
N KOHTPOJIb:
MEPOTIPUSTHH 1O PHCKOB.
o DK3aMeH
BO3JIEHCTBUIO HA HIIK-3.2. Cnocoben Texymuii
PHUCK peaTu3aiuu 000CHOBBIBATH MEPOTIPUITHS KOH”}[] oIl
(G POBBIX 10 BO3JICHCTBHUIO HA PUCKH o 02 a ) Tewmsr 1-12
pelIeHU. Y YIIPABIIATh UX peau3alueii. I E -
NIIK-3.3. Criocoben P i
MIPOBOJIUTH MOHUTOPHHT SQHATHAX,
P pedepar;
CUCTEMBI YIIPaBJICHUS
TECTUPOBAHUE
pHUCKaMH, aKTyaJTu3upOBaTh
KapThl PUCKOB 110 OU3HEC-
Iporieccam M HarpaBJICHUSIM
ousHeca.

8.2. [loka3aTeu U KpUTEPUH OLEHUBAHUS KOMIETEHIUI MPU U3YYeHHH THCIHUIIHHBI,
ONMKCaHNeE IIKAJI OIeHUBAHUS

8.2.1 Kpurepun olleHKM 0TBeTa Ha IK3aMeHe

(bopmupoBanue komnerenuu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UITK-3.3)

«5» (oTaM4HO): O0OydYamIIUics JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
IIPAKTUYECKHE HABBIKH, BJIAZICET TEPMUHAMH, JI€JA€T apryMEHTUPOBAHHbBIE BBIBOJbBI U 0000IIEHNUS,
IPUBOJIUT MPUMEPHI, NTOKA3bIBAET CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEUbl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOYHSIOLINE BOIIPOCHI.

«4» (xopomo): oOyyaromuics JIEeMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMA,
NpPaKTUYEeCKHE HABBIKHU, BJIaJIeeT TEPMUHAMM, JeJIaeT apryMEHTHPOBAaHHBIE BBIBOJIBI U 0000IICHMS,
IOPUBOAUT IMPHUMEpPHI, MOKa3bIBaeT CBOOOJHOE BIIAJCHWE MOHOJIOTMYECKOH PEeuyblo, HO IPU ITOM
JIeNlaeT HECYyIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CaMOCTOSTEIbHO WM TpU
HE3HAUYUTEIIbHON KOPPEKIUU IIPEIOJaBaTEIIEM.

«3» (ynoBJIeTBOPHUTEJIbHO): O0yUaIOLIUICS AEMOHCTPUPYET HErNIyOOKHE TEOPEeTHYECKHE
3HaHMS, MposBIAET cinabo cOopMUpOBaHHBIE HABBIKM aHalW3a SBJIEHUH U IPOLECCOB,
HEJ0OCTATOYHOE YMEHHE JEJIaTh apryMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJNUTH IPUMEPSHI, TOKA3BIBAECT
HE JO0CTaTOYHO CBOOOJHOE BIJIAJIEHUE MOHOJIOTMYECKON peublo, TEPMHMHAMH, JOTHYHOCTBIO U
MOCJIEI0BATEIbHOCTBIO HM3JI0KEHUS, JAeNaeT OIMUOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO IpPHU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUYaIOMIUNACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETA, OTCYTCTBHUE INPAKTUYECKUX HABBIKOB, HE YMEET JENaThb apryMEHTUPOBAHHBIC
BBIBO/IbI ¥ TPUBOJIUTH IPUMEPHI, TOKA3bIBAET CJIa00€ BiIaJeHUE MOHOJIOTHYECKON peubto, HE BIIAEET
TEPMUHAMH, TMPOSBIAET OTCYTCTBHE JIOTMMHOCTH M ITOCJIEIOBATEIBHOCTH W3JIOKEHUS, JEIaeT
OIIMOKH, KOTOpPbIE HE MOXKET HCIPABUTh Ja)Xe MPU KOPPEKIMH MpEenojiaBaTesieM, OTKa3bIBaeTCs
OTBEYaTh Ha JIONOJHUTEIIBHBIE BOIIPOCHI.

8.2.2 Kputepnu oueHKH padoThl 00y4aromerocsi Ha NPaAKTHYECKUX 3aHSITUSX
(popmupoBanue komnerennuu [1K-3, unaukaropsr UITK-3.1, UI1K-3.2, UTIK-3.3)
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«5» (OTJM4YHO): BBINOJHEHBl BCE IPAKTUYECKHE 3aJaHus, MPEIyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATUAMHU, OOydJaroUuiics 4eTKO U 0e3 omMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIIPOCHI, aKTUBHO pa0bOTaJl Ha MPAKTHYECKUX 3aHATHIX.

«4» (X0po1110): BBIIIOJIHEHBI BCE PAKTUYECKUE 3a/1aHUs, IPEAYCMOTPEHHBIE IPAKTUYECKUMU
3aHATUAMH, OOYYarOIIMICS ¢ KOPPEKTHPYIOIMMH 3aMEYaHUsAMHU MPENoJaBareis OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO pab0Tal Ha NPAKTUYECKUX 3aHATUSAX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIIOJHEHBl BCE NPAKTHYECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
NPAaKTUYECKMMHU 3aHATHSAMM C 3aMEYaHUsIMH IpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMHU.

«2» (Heya0BJIETBOPUTEJIBbHO): 00yYaIOLUICS HE BBIITOJHNI WU BBINOJIHWI HEMPABUIBHO
NPaKTUYECKHE 3aaHus, IPEyCMOTPEHHBIC TPAKTUYECKUMH 3aHATHAMM; 00yUJaIOIIMKACS OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepum ouenku pedepara
(popmupoBanue komnerenun [1K-3, naaukaropsr UI1K-3.1, UTIK-3.2, UT1K-3.3)

«5» (oTIMYHO): TeMa pedepara akTyaJdbHa M PACKPBITA MMOJIHOCTHIO; pedepaT MOArOTOBICH
B YCTaHOBJICHHBIH CPOK; O()OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHHUS pedepara cOOTBETCTBYIOT
NPEIbABISIEMBIM TPEOOBAaHMSIM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIINOIHEH CAMOCTOSTEIBHO,
IPUCYTCTBYIOT COOCTBEHHBIE OOOOIIEHMS, 3aKIIOUEHHs] U BbIBOJbI; IIOATOTOBIEH JOKJIAJ,
u3jaraeMblii 6e3 UCIOIb30BaHUs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyallbHa, HO pacKpbiTa HE IOJIHOCTBIO; pedepaT
HOJTrOTOBJIEH B YCTAHOBJIEHHBIH CpOK; odopMieHHE, CTPYKTypa M CTHJb H3JIOKEeHHs pedepara
COOTBETCTBYIOT NPEIbIBISIEMbIM TpPeOOBaHUAM K O(OPMIIEHUIO JOKYMEHTA; pedepar BHIIOJIHEH
CaMOCTOSITENILHO, TIPUCYTCTBYIOT COOCTBEHHBIE 000OIICHHMS, 3aKITFOUEHHS U BBIBOJIBI; TIOJTOTOBJICH
JIOKJIaJl, U3J1araeMblii C UCIOIb30BAHUEM OIIOPHOTO KOHCIIEKTA.

«3» (Y10BJIeTBOPUTEJIBbHO): TeMa pedepara akTyajlbHa, HO PacKpbiTa HE IOJHOCTHIO;
pedepar MOArOTOBIEH C HApyILIEHUEM YCTAHOBJIIEHHOI'O CpOKa MpPEJCTaBICHUS; OQOpMIICHHE,
CTPYKTYpa M CTHUJIb W3JIOXKEHHUs pedepaTa HE B IOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMBIM
TpeOOBaHUAM K O(POPMIICHHUIO JIOKYMEHTa; B 11€J0M pedepar BBIMOIHEH CAMOCTOSTEIbHO, OJJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAaHHMM 0€3 CChIJIOK Ha MCTOYHHMKH; MOJATOTOBJIEH JIOKJIAJA, N3JIaraeMbli
C MCIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJIbHO): TeMma pedepara akTyallbHa, HO HE pacKphITa; pedepar
MOJIFOTOBJIEH C HapyIIEHWEM YCTaHOBJIEHHOTO CpOKa IMpeACTaBICHUs; 0pOpMIIEHHE, CTPYKTypa U
CTHJIb M3JI0XKEHHS pedepaTa HE COOTBETCTBYIOT IMpPENbSBISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JIOKYMEHTa; B pedepare 0ueBUIHO HAIMYME 3HAUNTENBbHBIX 00BEMOB 3aMMCTBOBAaHUH 0€3 CCHIIOK Ha
VCTOYHUKU; JOKJIAJ] HE TOJATOTOBJIEH.

8.2.4. Kputrepuu ouieHKH TeCTHPOBAHMS
(popmupoBanue komnerenuuu [1K-3, nunagukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

TecTnpoBaHue OLIEHMBAETCSI B COOTBETCTBUU C MPOLIEHTOM IPABWIBHBIX OTBETOB, JTAHHBIX
00yyaromuMcs Ha BOIIPOCHI TECTA.

CrangapTHas 1IKajga COOTBETCTBUS Pe3yJIbTaTOB TECTHUPOBAHUS BHICTABIIAEMON OayibHOU
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xoporto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
- «yIOBIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;
- ot 0 10 55% TPaBUIBHBIX OTBETOB — «HEYIOBJIETBOPHUTEIILHOY»
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«5» (OTJIMYHO): TECTUPYEMBIH IEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKUE 3HAHUS, BIIA/ICET
TEPMUHAMH U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearnpoBaTh Ha BONIPOCHI TECTA.

«4» (X0po1I0): TECTUPYEMBIil B IIEJIOM JIEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS,
BiIajiceT OOJBIIMHCTBOM TEPMHHOB M 00JaJaeT CIIOCOOHOCTBIO OBICTPO pearupoBaTh HA BOIPOCHI
TecTa.

«3» (YIOBJIETBOPHMTEJIBHO): CHCTEMHBIC TEOPETUYECKHE 3HAHHMA Y TECTHPYEMOTO
OTCYTCTBYIOT, OH BJIa/Ie€T HEKOTOPHIMH TEPMHHAMH M Ha BOIPOCHI TECTa Pearupyer JOCTATOYHO
MEJUICHHO.

«2» (HeyIOBJIETBOPHTE/IBHO): CHCTEMHBIC TEOPCTUYECKUE 3HAHUS y TECTUPYEMOTO
OTCYTCTBYIOT, TS PMHUHOJIOTHEH OH HE BJIAJCET U Ha BOIPOCHI TECTA PEarupyeT MeIJICHHO.

8.2.5. HroroBoe coorBercTBHE OAJNJBHOM IIKAJbI OIEHOK M  YPOBHeM
c(hopMHPOBAHHOCTH KOMIIETEHIMH M0 TUCHUILINHE:
YpoBenb

chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIINHU

TEOPETUYECKOE COJIEPKAHNE U TPAKTUUECKHUE HABBIKU T10
S JIUCUUIUIMHE OCBOEHBI MMOJIHOCTHIO;
Bricokunii BCE MPEAYCMOTPEHHBIC IPOTPaMMOi 00y4eHUS yIeOHbIC

(oTmaE0) 3aJ]aHus BBITIOJTHEHBI Ha BHICOKOM YPOBHE;
KOMIIETCHIMHU c(hOPMHUPOBAHBI
TEOPETUUECKOE COEPKAHNE U TPAKTHUECKHUE HABBIKU 10
JTUCIUIIIIUHE OCBOEHBI ITOJIHOCTHIO;
Cpe i «» BCE MPEIYCMOTPEHHbIE TPOrpaMMOi 00yUYeHHUs yueOHbIe
(xoporo) 3aJaHUs BBITTOJIHEHBI c HE3HAYUTEIbHBIMU

3aMEYaHUSIMU;
KOMITETEHIIMH B 11EJIOM C(HOPMHUPOBAHBI
TEOPETUYECKOE COJACPKAHWE W MPAKTUYECKUE HABBIKH
[0 JUCLMIUIMHE OCBOCHBI YaCTHYHO, HO MPOOENsl He

HOCSIT CYIIECTBEHHOTO XapaKTepa;
YV 10BIETBOPUTENBHBIN «3» OOJIBIITMHCTBO NIPELyCMOTPEHHBIX IporpamMMoi

(Y1OBIIETBOPUTENHHO)
o0yueHHsT ydeOHBIX 3ajad BBINOJHEHO, HO B HHUX

MUMEIOTCS OLIHOKWY;
KOMITETEHIIMU cQOPMUPOBAHBI YACTHIHO
TEOPETUIECKOE COJIEPKAHUE U MPAKTHYECCKHIE HABBIKU MO
JUCLUIUIMHE HE OCBOCHBI;
OOJIBIIMHCTBO IPEayCMOTPEHHBIX porpaMMon
00y4eHus1 yueOHBIX 3aJIJaHUi TUOO HE BBIIIOJHEHO, JIN0O
COJICPKUT TPyObIe OITHOKH;
JOTIOJTHUTENbHASL ~ CaMoCTOsITelNbHAs  paboTa  Hax
MaTepHajJoM He MPUBOJHUT K KaKOMY-THOO 3HAUUMOMY
MOBBIIIICHHUIO KaYeCTBa BHITIOJIHEHHS yUeOHBIX 33 JaHNH;
KOMIIETCHIIMU HE ChOPMHUPOBAHBI

«2»

HeynosnerBoputenbHblit
(HEeyTOBIIETBOPUTEIHHO)

8.3. Meroanyeckne Marepuaabl (TUIOBble KOHTPOJIbHbIC 3aaHNsI), ONpelesonue

pe3yabTaThl 00y4eHUs MO IMCHHUILIHHE, COOTHECEHHbIE ¢ HHINKATOPAMH J0CTHKEHUSI

KontponbHble 3a1aHus, TPUMEHSIEMbIE B paMKaX TEKYILEro KOHTPOJISI U MPOMEKYTOUHOM
aTTECTAIlMU 0 JTUCUUILIMHE, HOCSIT YHHUBEPCAIbHBIN XapaKTep W MPeaycMaTpPUBAIOT BO3MOXKHOCTh
KOMIUIEKCHOW OIIEHKM BCero Habopa 3asBIEHHBIX [0 JaHHOW JWCIUIUIMHE WHAUKATOPOB
c(hOpMUPOBAHHOCTH KOMIICTCHITUH.

8.3.1. Tekymuii KOHTPOJIb (Pad0Ta HA NPAKTUYECKUX 3AHATHAX)
(popmupoBanue komnerennuu [1K-3, unaukaropsr UITK-3.1, UI1K-3.2, UTIK-3.3)

IIpumeps! 3aJaHNi NJIs1 NPAKTUYECKUX 3aHATHI
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3aodanue 1.

[IpencraBeTe, uTo BBl paboTaeTe B KOMIaHUM PYKOBOAMTENEM OTAeNa Mpoaax. Bam Heobxoanumo
COCTaBUTh JOJKHOCTHYIO MHCTPYKIIMHM Ha BAKAHTHYIO JIOJDKHOCTh — MEHEKEpa OT/ieIa IPOJaxK.
CdopmynupyiiTe OCHOBHBIE pa3/Aeibl JOKHOCTHON MHCTPYKIMU: KBaJTU(UKALIMOHHbIE TPEOOBaHUS,
JOJKHOCTHBIE O0SI3aHHOCTH, OTBETCTBEHHOCTH, IpaBa W B3aMMOOTHOIICHHUS. Odopmure
JOJIKHOCTHYIO HHCTPYKIIHIO CO BCEMH HEOOXOAMMBIMHU PEKBU3UTAMU JIAHHOTO JIOKYMEHTA.
3aodanue 2.

Heo0xoaumo 3anonuuTts lllTaTHOE pacnucanue B COOTBETCTBUU C TPEOOBAHUSIMHU, TIPEIbIBISIEMBIMU
K OpraHu3alMOHHO-PACHOPSAIUTENbHBIM JoKyMeHTaM (YHuduuupoBanuas ¢opma IllratHoro
pacnucaHus MpUIaraeTcs)

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

[IpencraBeTe, uTo BBl paboTaere B oTHee KaApOB opraHu3anuu. Bam HE0OXOAMMO MOATOTOBUTH
MIPOEKTHI KAAPOBBIX TOKYMEHTOB

l. Ha ocHoBaHuu 3aKiIFOU€HHOIO TPYAOBOIO J10oroBopa o npueme Meanosa M.M. Ha noimkHOCTH
MEHe[Kepa B Ballly OpraHu3aIiio ohOpMUTE MPHUKa3 10 JIMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yaudunmpoBannoi popme T Ne 1).

2. CoctaBbTe W OPOPMUTE XAPAKTEPUCTUKY HA COTPYIHHUKA OTJETa KaapoB, MOAIMHCAHHYIO
PYKOBOJUTENEM JAaHHOTO CTPYKTYpHOTO mojpasnenenus. Opranuzanuio, GpamMumuu paOOTHUKOB
YKQKUTE CAMOCTOSITEIIBHO.

3. CoctaBbTe U 0dOpMUTE 3asBICHHE O MEPEBOJAE Ha APYTyI padoTy, B KOTOPOM YKaKHUTE
CTPYKTYpHOE TMOJApa3JIeICHue, JOJDKHOCTh, TPU HEOOXOJAMMOCTH — OCOOGHHOCTH B pabote
(HemonHbIN paboumii neHb, MmoyacoBas oruiata). Ha ocHOBaHWU 3asBIEHHS COCTaBbTE MPHUKA3 IO
yaudunupoBanaoit popme T Ne Sa

3aoanue 4.

4.1. CocraBbTe pacnops’KeHUe pyKOBOAUTENS 00 OpraHU3alMy JeKypCTBa B pa3IHUYHbIE T1HU C 31
nexkabpss 2020 roma mo 10 smHBaps 2021 roma. Ilpemmoxute 3am. aupekropa mo AXY
(aIMUHUCTPAaTUBHO-XO34UCTBEHHAs! 4acTh) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 go 17-00 u
MPOBEPUTH U ONeuaTaTh Bce Cly)eOHble momemieHus. OOsHKUTE MOATOTOBUTH HA YTBEPXKIECHUE
rpadpuk nmexypctBa 1m0 31 gexabps. OpraHuzanuio ¥ (GamMHIMU JTOJDKHOCTHBIX JIMI[ YKAKHTE
CaMOCTOSITEIBHO.

4.2. B cooTBeTCTBUU ¢ YHHUPUIIUPOBAHHOW (POpMOI MpHKa3za O MOOMIPEHUH PAOOTHUKA 3aTIOJIHUTE
BCE HEOOXOAMMBIE PEKBU3UTHI, BKJIIOUAs TIOIITUCH.

8.3.2 Tekymuii koHTpOJb (MOATOTOBKA pedepara)
(popmupoBanue komnerenuu [1K-3, unankaropst UI1K-3.1, UTIK-3.2, UT1K-3.3)
Ilpumepnas TemaTuka pegeparos:
1. JlIokyMeHTallMOHHOE 0OecTieyeHNe yIpaBIIeHUs, €ro 3a1a4u, QYHKIIH.
2. Hopmarusnsle fokymeHTsl (I'C/IOY, I'OCTh1). [lonsiTHe cTangapTH3alMy U YHU(PHUKAIHUH.
3. Knaccudukanus J0KyMEHTOB.
4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.
5. TpeboBaHuUs K TECTY TOKYMEHTA.
6. bnank. Buzp! 61ankoB. TpeOoBaHus k 6;1aHKaM JIOKYMEHTOB.
7. OpraHu3allHOHHBIE TOKYMEHTHI.
8. PaciopsaurenpHble JOKYMEHTHI. [Iprka3bl 1o OCHOBHOM AesATENbHOCTH. PacniopskeHus.
9. UndopMmaninoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKaaHbIie, 00bsICHUTENbHBIC 3anmiCcKu. CIpaBKH.
10. AkThbI, ux Buabl. COCTaBICHUE aKTOB.
11. IIpoTokomsl 3acexanwii, coBemanuid. [lomHas u kpatkas GopmMbI MPOTOKOJIA.
12. JlenoBas nepenucka.
13. JIoKkyMEeHTHpPOBAaHKE MPOLECCOB IBMKEHUS KaJIPOB.
14. IIpukassl 110 IMYHOMY COCTaBY.
15. JInunoe 3asBneHue. BeaeHue INUHBIX KapTOYEK.
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16. TpynoBoii 1orosop.

17. Benenue TpynoBbiXx KHUKEK. ODopmMiIeHHE TUYHBIX JET.

18. Texunonorust paboTsl ¢ JOKyMeHTaMu. OpraHu3alys JOKYMEeHTO000pOoTa.
19. PerucTpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

21. Homenkiarypa nen. Cucremaruzanus aein. @opMupoBaHue Ael.

8.3.3 Texkyuuii KOHTPOJIb (TECTUPOBAHME)
(popmupoBanue komnereniun [1K-3, naaukaropst UI1K-3.1, UTIK-3.2, UTIK-3.3)

IIpuMepsI TeCTOBBIX 3a1aHUI
PacnopsiguresibHbIe JOKYMEHTBI, 0TPAKAOIIHME Pe3yJabTAT KOJJICrHaIbHOM 1esiTeJJbHOCTH
[ mpuka3, pacriopspkeHHe
[] pacnopsbkeHue, ykazaHue
[ nocraHoBICHHUE, PEIIEHUE
M mpoTokoi, aKkT
[ noroBop, ycTaB, COrjanicHue
OcCHOBHBIE PEKBU3HUTHI JOKYMEHTA
M TekcT, OTMETKA O IPHIOKEHHU
TEKCT, OTMETKA O MPUJIOKEHUH, AaTa, UHJIEKC, 3aT0JIOBOK K TEKCTY
TEKCT, TpU( YTBEPKACHHUS, TTOIIUCH, IICYATh
TEKCT, 3ar0JIOBOK K TEKCTY, MOJIHUCH, Ipu( coraacoBanus, Tpud yTBepk ACHUS, Ie4YaTh
TEKCT, OTMETKA O MPUIIOKCHUH, TPpU( COTITACOBaHMS, BU3BI COTJIACOBAHMUS, TPU(] YTBEPKICHUS
TEKCT, ajipecat, rpud yTBep>KIeHHsI, BU3bI COTIACOBAHUS, MTOIHICH, [1eYaTh
HopMaTuBHBIN 10KYMEHT, perjJaMeHTHPYIOIIUH TpeOoBaHUsA K 0GOpMIIEHHI0 JOKYMEHTOB
0011ero aAMMHUCTPATUBHOIO ynpasJjenus (OP/I)
[J TOCT P 51141-98
L] TOCT 6.10.5-87
M T'OCT P 7.0.97-2016
L] ErCaoy
[ MHCTpYyKIHS 1O IEIOMPOU3BOCTBY
AKT ¥ «rpu( yTBep:KIeHHU
aKT BCETJ]a YTBEP)KIAETCS PYKOBOIUTEIIEM OpraHU3aIuu
aKT YTBEP>KAAETCS BBILIECTOSIINM OPraHOM YIIpaBiIeHUS
YTBEPKIAIOTCS TOJIbKO HEKOTOPHIE BUJIBI AKTOB
aKT HE UMeeT «Trpuda yTBEpKIACHUS
aKT YTBEPKIAETCs, B 3aBUCUMOCTHU OT pPELIEHUsI PYKOBOJICTBA OPraHU3alluU
aKT yTBEPHK/IAeTCs, B 3aBUCUMOCTH OT BBIIIECTOSIIIETO OpraHa yIpaBleHUs
Cpoxk aeiicTBHS OPraHU3aMOHHO-TIPABOBLIX IOKYMEHTOB
[J OT 0AHOTO 110 MATH JIET
[ 10 MOMEHTa UX OTMEHBI
[J mo Tpex et
] mo mecaru ner
[V 10 BBe/IeHHsI HOBBIX B3aMEH YCTaPEBIIUX
MarepuanbHblii  HOCHTeIb HWH(POPMANUM O COOBITHAX M SBJICHHAX O0OBEKTHBHOM
AEeMCTBUTEJIbHOCTH U MbICJIUTEIbHOM 1eATEJIbHOCTH YeJI0BeKa - 3TO...
Ipasunvnvie sapuanmol omeema: JOKYMEHT; [lokyMeHT; HOKYMEHT;
KoMmiekec MeTo10B ¥ MPoLeccoB padoThl ¢ JOKYMEHTAMH, OCYIIECTBJIsIeMblil MpeANnPUsiTHEM
MPHU BBINOJHEHUM UM CBOMX (PYHKIMH - 3TO ....
[] moKyMeHTalMOHHOE 00eCIICUCHHE yIpaBICHUS
M nenonpou3BoaCTBO
[] cucrema 1O0KyMEHTAITUH
[] moxyMeHTHpOBaHUE
[J moxymMeHTOO00OpOT

ooogod

OO d
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[] MOKyMEHTHpPOBAaHUE YIIPABICHUECKON JACATEIbHOCTH
JoxymeHThl Kjaaccupuuupyrorest mo rpudy Ha ...
OpPUTHHAIIBI, KOITUU ¥ MOJTUHHUKA
BHEIIHNE U BHYTPEHHUE
WHIUBUAyaTbHbBIC, TUTIOBBIC U TpadapeTHbIE
PYKOIIHMCHBIE, TEYaTHBIE U AIEKTPOHHbBIE
OpraHMU3alMOHHBIE, PACIIOPSIUTEIbHBIE, CIIPABOYHBIE
M xoH(HICHIMATBHBIE, OTPAHMYEHHOTO JOCTYIIA U OTKPBITOTO ITOJIL30BAHMUS
IHocaenoBaTe ILHOCTH U3JI0KEHUS MOJI0KEHUI Y cTaBa npeanpusaTust
o0IIKe TOT0KEHUS
CBeZIeHHsI 00 YCTaBHOM KaruTasie
OpraHU3allMOHHO-TIPABOBBIE OCHOBBI J€ATEIBHOCTH OpPraHu3alun
OpraHbl YIIPaBJICHUS U KOHTPOJIS, UX KOMIIETEHIIUS
MpaBUJIa BEJCHUS yUETa U OTYETHOCTH B OPTraHU3aLUuU
MOPAZIOK pactpeeneHus npuobu U popMupoBanue HoHI0B
0c00bIe BOTIPOCHI JESITEILHOCTH OPraHU3aluu
YCIIOBUS peOpraHu3alluy 1 JIMKBUIALUU
Jrtansbl padoThl ¢ BHYTPEHHUMH JOKYMEHTAMHU
MOJIy4eHUE yKa3aHus Ha pa3paboTKy JOKYMEHTOB
pa3paboTKka mpoeKTa JOKYMEHTa
COTJIaCOBaHUE MPOEKTA JOKyMEHTa
KOPPEKTHPOBKA TIOKYMEHTa, €r0 0(popMIICHHE
MOANKCAHUE, YTBEPKICHHE
perucTpanys 1 THPAKUPOBaHUE
JIOBEJICHUE /10 UCTIOTHUTENEH
KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTA
MIPUEM UCIIOJIHEHHOTO TOKYMEHTA, CHATHE C KOHTPOJIS
10: Tekyiiee apXUBHOE XpaHEHHUE
KoHTpoJib HCTIOJITHEHUSI JOKYMEHTA OPpraHu3yert
M cayxba I0Y
[l pykoBOAMTENIHN BCEX PAHTOB
L] cekperapuar
L] cmyx0a KOHTPOIS
[] ompeneneHHOE HOKHOCTHOE JIUIIO
[] pyKOBOAMTENb NPEATPUITHS
OcHoBaHMeM Uil IPeAbSIBJIEHUS NPETEH3UH SIBJISIIOTCSH JOKYMEHTHI
[V xoMMepuecKuii akT, cepTU(HKAT KauecTBa, JOr0BOpP, aKT IPUEMKH TOBapa, TpeOOBaHUS
[] ceprudukar kauecTBa, J0roBOp, aKT MPUEMKH TOBapa, TPeOOBAHHUS
[] kKoMMepuecKHii akT, cepTu(HUKaT KauecTBa, akT MIPUEMKHU TOBapa, TpeOOBaHHMS
[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TPEOOBAHUSI
K HeperncTpupyemMbIM OTHOCSTCSI IOKYMEHTBI
M uwHOpMANMOHHBIE MarTepHaibl, PEKJIaMHbIE M IO3JPABUTEIBHBIE MMUCHMa, [POTPAMMEI
CEeMMHApOB, COBEIaHUH, KOH(pEpEeHIHi
[Vl komuu HOPMATHUBHEBIX JOKYMEHTOB, IOCTAHOBIIEHHS U PACTIOPSIKEHHSI FOCYIaPCTBEHHBIX OPTaHoB,
OOBSICHUTENbHBIE 3aITUCKU
[] ciyxeOHBbIE 3aUCKH, TUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI
[] pekiaMHbIC IPOCIEKTHI, TPOTOKOJIBI KOJUIETHATIBHBIX OPTaHOB, CIIPABOYHBIEC MATEPUAIIbI, TITAHBI,
MPOTPaMMBI, CBOJIKH, OTYCTHI
[] muchMa BbICIIEH MHCTAHIIMU, TPEOOBAHMUS, NCKH, IPETECH3UH, KOJUICKTHBHBIC JJOTOBOpa
CooTBeTcTBHE ITANOB NOATOTOBKH YNIPABJEHYECKUX PellleHUi cTAAUAM padoThl
aHaM3 TMPOOJEeMHON cuTyalu, (HOpMHUpPOBAaHHE CTaAMs pa3pabOTKU pelieHUs
LIeJIeH, OLIEHKA MPEMOYTEHUI PEIICHHI
OLIEHKa pacroylaraéMoro BpPEMEHM, OIpeAeJeHHe MOATrOTOBUTENbHAS CTaaus
HEO0OXOIMMBIX PECYPCOB

ooood
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dopmupoBaHHe  KpuUTepueB  BbIOOpa, BbIOOp  cTaaus BHIOOpA pelieHus
eIMHCTBEHHOTO PEIICHUS
OpraHu3alisl BBIOJHEHHUS pEIIeHHs, aHAIW3 W  CTaus peau3aliy MPUHATOTO PEIICHUS
OLICHKA JOCTUTHYTOTO Pe3yJibTara
IMocnenoBaTebLHOCTh JTANOB MOATOTOBKH YNPABJIEHYECKHX pellleHuii, BXOASIIHUX B COCTAB
MOJATOTOBUTEJbHOM CTAMU M CTAAMH Pa3pad0OTKM peleHust

0NN AW -

BBISIBJIEHHME U ONMCAHNE IPOOJIEMHOM cUTyaluu
OLICHKA pacIojaraéMoro BpeMeH!
orpeJiesieHue He0OOXOAUMBIX PECYpPCOB

aHaIu3 MpoOJIEMHON CUTYaIHH

(bopmupoBaHue 1eneit

OIpeIeJICHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB PELICHUN

OLICHKA ITPEATIOYTEHUN PEILICHUN

Craguu aHaiuM3a aJbTEPHATHB M BbIOOpPa NPOrPaMMHOIO MPOAYKTA AaBTOMATH3AIUH

1:

2:

3:

AW~

RSO EURS

JTOKYMEHT0000pOTa
CocraBiieHre nepeyHs NpeabsIBIsSeMbIX OCHOBHBIX ()YHKIIMOHATBHBIX U CHCTEMHO-TEXHUYECKHUX
TpeOOBaHUH K KOPIIOPATUBHOMN CHCTEME aBTOMATHU3AIMH JOKYMEHTO000pOoTa
Bri6op cucrembl BecoBBIX KO3 (uUIIMEHTOB (0a/IOB) WM PaHXUPOBAHHUE JJISI DKCIICPTHOM
OIICHKH
OneHka MporpaMMHBIX MPOTYKTOB C TOUKU 3PEHUS MPEABABIIEMbIX OCHOBHBIX (DYHKIIHOHATBHBIX
TpeOOBAaHUN M CHCTEMHO-TEXHHUECKUX XapPAKTCPUCTUK
Ot6op mporpaMMHBIX MPOAYKTOB, YAOBIETBOPSIONIUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CUCTEMHO-TEXHUYICCKUM KPUTECPHUIM
OneHka aflanTaluOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OTbop TpOrpaMMHBIX MPOIYKTOB, YIOBJICTBOPSIIONIMX KPUTEPHUSIM aJalTal[MOHHBIX
BO3MOXHOCTEH
CpaBHUTEIIbHAS OIICHKA 3aTpaT, CBS3AHHBIX C MPUOOPETCHHEM W BHEIPCHHEM IMPOrPAMMHBIX
MIPOIYKTOB
OrneHka ombpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB peIyTamuu (UPMBI-
pa3paboTunka
Br16op mporpaMmmMHOT0o 00ecriedeHHs Isl CHCTEMBI aBTOMATH3AIUH JIOKYMEHTO000pOoTa

8.3.4. [IpoMe:xkyTOUHBIIT KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue komnerenuuu [1K-3, nnagukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

IIpumepHBIE BONPOCHI K IK3aMEHY
Oranbl JOKyMEHTHPOBAHUS IPOU3BOJICTBEHHO - X031 CTBEHHOH J1€ATEIbHOCTH.
TexHOI0rHus JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.
[Topsinok cocTaBieHust U OPOPMIICHUS PacTIOPSIAUTEIbHON JOKYMEHTALUH.
Cnyx0a JOKyMEHTAIl[MOHHOTO o0ecredeHus yrpapieHus. TpeOoBaHUS K OpraHU3aIMH CUCTEMBI
JIOKYMEHTO000pOTa.
TpeboBanus kK GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.
[Topsimox BBeZeHMsI B IEHCTBUE MPAaBUI BHYTPEHHETO TPYIOBOTO paclopsiaKa.
JIOKyMEHTHPOBAaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM YKOHOMHUYECKOU EATEIBHOCTH.
[TonroroBka JOKYMEHTOB K C/1a4ye B apXUB.
Knaccudukanus pexsuzuros no 'OCTY P 7.0.97-2016 «Cucrema cranaapToB o HHGoOpMaluy,
OUOIMOTEUHOMY M U3JaTeNIbCKOMY Jiely. OpraHu3aliOHHO-PacopsANTENbHAS TOKYMEHTALS».

. Pa3BuTHE 3J1I€KTPOHHOI0 TOKYMEHTO000POTa B OpraHU3aIUH.
11.
12.
13.
14.

[InaHOBO-OTYETHAS JOKYMEHTALMS.

ABTOMaTH3a1Ms 1ETIONPOU3BOJICTBA.

Crny>x0a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIMK Ha IPEIIPUSITUH.

[ToHATHS O TOKYMEHTaX, cioco0ax JOKYMEHTHPOBAHUS, HOCUTENAX HH(pOpMaUU U QyHKIHIX
JIOKYMEHTA.
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22.
23.
24.
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30.
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42.
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44.
45.
46.
47.
48.
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50.
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53.
54.
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56

57.
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59.

60.

61
62

[IpaBumna opopmiieHHs U BbIJA4X KO JTOKYMEHTOB.
Opranu3anus onepaTuBHOIO XpaHEHUs I0KYMEHTOB.
DKcrnepTu3a eHHOCTH JIOKYMEHTOB.
[TpaBuna cocraBieHus 1 0pOpMIICHUS] HOMEHKIIATYPbI JIEI.
[Tpu3Haku knaccu(pukauu HOMEHKIIATYPBI €.
Kputepuu oieHKH JOKYMEHTOB.
CucteMbl TOKYMEHTALUH 110 INYHOMY COCTaBY.
OcobenHoctu 0(hopMIIEHUS JINYHBIX JOKYMEHTOB.
Cuctemsl 4 GOpMBI JOKYMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAI[HH.
CmyxeOnple 3anmucku. TpeboBaHus K 0hOpMIICHHIO.
OCHOBBI 3aKOHO/IaTENbCTBA 110 APXUBHOMY JEITY.
CocraBieHnue 1 0pOopMIICHUE CITyKEOHBIX ITHUCEM.
PexuMbl XpaHeHHs! TOKYMEHTOB.
Omnuce aena. [IpaBuna popMupoBaHue JOKYMEHTOB Ha apXMBHOE XpaHEHHUE.
Poinb 10KyMEHTAIIMOHHOTO 0OECIIeYeHUs YIIPABICHHUS B COBPEMEHHOM OpraHU3aIiH.
OCHOBHBIE XapaKTE€PHbIC YEPThl OPraHU3aLMOHHO-IIPABOBON JOKYMEHTALUH.
. PernmaMenTanus 10KyMEHTallMOHHOTO 00ECTIEYEHUS! YIIPaBJICHUS.
. CocraB u oopmIICHHE PACHOPSAUTEIBHON JTOKYMEHTALUH.
. TexHomnorust paboThI ¢ KOH(PpUICHINATBHBIMHA JOKYMEHTAMH.
CocraBieHue 1 0popMIIEHHE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
Crpykrypa odopMiIeHUS TOJKHOCTHBIX HHCTPYKLUH.
Opranuzanus KOHTPOJISI UCIIOJTHEHHUS JIOKyMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIA.
[Topsimox cocraBieHuss ¥ OQOPMIICHHSI TaOJIUI] U PUCYHKOB B HAYYHO-HCCIIEIOBATEIHCKOM
oTyYere.
Opranuzanus paboThl ¢ JOKyMEHTAMH.
IIpaBuna opopmiIeHHs TPUIIOKESHHUH.
[onsaTue o noxkymenToobopore. DopMbI perucTpanyuu JOKyMEHTOB.
CocraBnenue 1 opopMIIeHUE TOTOBOPOB.
®iiaroBoe ¥ NMpoJI0JIbHOE PaCIOI0KEHNE PEKBU3NUTOB.
YupenuTenbHble JOKYMEHThI OpPraHU3aIIH.
OreHKa 3HAYMMOCTH JOKYMEHTOB M CPOKH MX XPaHEHHUSI.
TpeboBanust, npeabaBiIsieMble K TEKCTaM JOKYMEHTOB.
. CocTaB opraHu3aiioHHO- ITPABOBBIX JOKYMEHTOB.
@DopMbl perucTpaiu JoKyMeHToB. [opsaok perucrpanuu.
. Texnonorus paboTsl ¢ KaAPOBOM JOKyMEHTaLUEH.
. CocraB ¥ CTpyKTypa HITaTHOT'O pacHHCaHUS.
CocTaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM MO/Ipa3AeICHUN OpraHU3aI|H.
. bmanku u popmarter JOKyMEHTOB.
. 3a7auy ¥ MyTH BHEJPEHUS aBTOMAaTU3UPOBAHHOIN CHUCTEMBI TOKYMEHTAIIMOHHOIO 00ecreueHHs
yTIpaBJICHUS
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBieHuUs
OKcIUTyaTallMOHHbIE XapaKTEPUCTUKU aBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALMOHHOTO
oOecrnieyeHust ypaBieHus
TexHOoJOrMM MPOrpaMMHON peanu3ali aBTOMaTHU3UPOBAHHOM CHCTEMBbl JOKYMEHTALMOHHOTO
oOecrnieyeHust ypaBieHus
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO obOecreueHus
yTIpaBJICHUS
. CocraBnenue 1 opopmIICHHE TPUKA30B II0 OCHOBHOMH JI€ATETLHOCTH.
. OcobeHHOCTH BBHIOOpA CUCTEMBI ABTOMATH3AIIUH.
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63. CtpaTerun BHEApPEHHs] aBTOMATH3HMPOBAHHOM CHCTEMBl JTOKYMEHTAIIMOHHOTO O0OecreueHHs
yIIpaBICHUS.
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