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1. [lepeyeHpb MUIAHUPYEMBIX Pe3yJIbTATOB H3Y4YeHHS AUCHUIIIHHBI, COOTHECEHHBIX €
NJIAHUPYEMbIMH Pe3yJIbTATAMH 0CBOCHHS 00pPa30BaTeIbHO MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOH TNpodecCHOHANBHOW 00pa30BaTENbHON MPOTPaMMEI
OakanmaBpuaTa OOYYarOIIMICS JOJDKEH OBJAACTh CICAYIOIIMMH pe3yJibTaTaMd OOYy4eHHs IO
JUCLMIUIMHE  «J/IOKyMEHTUPOBAHME  YIPABICHYECKOW  JEATEIBbHOCTH TOCYAApCTBEHHOW U
MYHULMIAIBHONU CITYKOBI»:

Koa 1 HauMeHoBaHue KOMIIeTeH Ui NuHaukaTopbl 10CTHKEHUS] KOMIIETEHIMH
[1K-3 Cnocoben yuacTBOBaTh B HNIIK-3.3 Cnocoben ocytiecTBisITh cOop, 00padoTKYy,
OCYIIIECTBIICHUU y4eT W aHaJIU3 TaHHBIX, TOKYMEHTAIIHOHHOE
KOHTPOJIsI KaueCTBa UCTIOJHEHUS obecrnievueHue AJis perieHus 3aaa4d B chepe
YIPaBICHYECKUX roCyJJapCTBEHHOTO M MYHHIIMTIAIIBHOTO YITPaBICHUS
pEeLICHUI U OCYLIECTBICHUN

aIMUHUCTPATHBHBIX

MIPOLIECCOB

2. MecTo nucuuiuiaiabl B cTpykrype OIIOIT
VYyebnas mucrumumHa b1.B.11  «/lokyMeHTHpOBaHWE yIpaBICHUYECKOW AESITEIBHOCTH
TOCYy/IapCTBEHHOW M MYHHUIIUIAIBHOMN CIIyKObD» OTHOCHUTCS K YacTH, (popMupyeMol y4acTHUKAMHU
o0Opa3oBaTenbHbIX OTHOIIEHUH, uKIa b.1 «/luctumnuaet (Moxynn)y.

3. O0beM JUCHUIIMHBI B 324€THBIX ¢INHUIAX ¢ YKA3aHMEM KOJIUYeCTBA aKaIeMHUYeCKUX
4acoB, BbIJeJIEHHBIX HA KOHTAKTHYIO padoTy 00y4aloIIMXCcH ¢ npenojaBaresiemM (10 BUIaM
3aHATHI) U HA CAMOCTOSITEJILHYI0O PA00Ty 00y4aouXcs

OO6mass TpyAOeMKOCTh (00BEM) IUCHMIUIAHBI «J[OKyMEHTHpOBaHWE YINpaBICHYECKON
ACATCIIbHOCTHU FOCYI[apCTBeHHOﬁ )41 MYHI/II_[I/IHaHLHOI\/II CJ'Iy)K6I>I» COCTAaBJISIET 3 3a4YETHEIE CAUHUIIBI.
O0bEM TUCUMIIMHBI 10 BUAAM Y4eOHBbIX 3aHATHH (B Yacax) — 04HO-3a04Hasi popma

o0yueHust
Buj yuyeOHoii paboThI Beero Cemectpht

4acoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 16 16 -
B toMm uucne: - - -
Jlexnun 8 8 -
[Ipaktuueckue 3ausarus (I113) 8 8 -
Cemunapsl (C) - - -
Jlaboparopusie paboTsl (JIP) - - -
CamocTosiTesibHasi padoTa (Bcero) 92 92 -
B ToMm unce: - - -
Kypcogoii npoekt (pabota) - - -
Pacuerno-rpaduueckue paboTsl - - -
Pedepar 8 8 -
[ToaroroBka K MPakKTUYECKUM 3aHATUAM 76 76 -
TectupoBanue 8 8 -
Bun npomexxyTouHOM aTTecTanuu — 3a4€T
OOw1ast TpyA0EMKOCTb 4Yac / 3a4. efl. 108/3 108/3 -




4.1. Paznenbl JUCUMIIIIMHBI M TPY,

4. Copepikanue TUCHUNIMHBI

A0E€MKOCTh 10 BHAaM Y4eOHbIX 3aHATHI

Pa3nen/rema
JncuunianHbl

Oomasn
TPYAOEMKOCTH

Buabl y4eOHBIX 3aHATHH, BKIIOYAS
CaMOCTOSITeIbHYIO PadoTy 00y4aromuxcs, 4ac

KonraktHas pa6ora
CamocrosiTe/b-

NMpaKTHYECKHe Hasi padoTa

JEeKIUU
3aHATHSA o0yyarmmxcs

Bsenenne. Tema 1.
JlokyMeHTHupOBaHuE
yIpaBIeHYECKOM

eI TEIbHOCTH
rOCyJapCTBEHHON U
MYHHIIUTIATEHOU CITYKOBI.
TpebGoBanus k
0OpPMIICHHUIO IOKYMEHTOB

E
B | o
-
=]

1 - 6

Tema 2. Cucrema
OpTraHU3aIOHHO-
pacrnopsiAuTeIbHON
JIOKyMEHTAIUU.

Tema 3.
JloxkymeHnTupoBanue

TPYAOBBIX
MPABOOTHOIIECHUM.

10

Tema 4. JToroBopHO-
MpaBoOBasi JOKyMEHTAIUSI.
JloxyMeHTBI
BHEITHEAKOHOMHYECKOM
JESITEIbHOCTH.

Tema 5. TexHonorun
JIOKYMEHTAIMOHHOTO
obecrieyeHus ynpaBIeHUsI.

Tema 6. Cuctemsl pabOTEHI €
KOH(UICHIINATEHBIMA
JIOKYMEHTaMH.

10

Tema 7. ApxuBHOE
XpaHEHHEe. JKCIepTUu3a
LEHHOCTHU JTOKYMEHTOB.

Tema 8. [lyTu BHenpeHus
aBTOMATU3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIlMOHHOT O
oOecrneyeHust ynpaBieHus

10

Tema 9. OCHOBHBIE KJIACCHI
THPaXHO-3aKa3HBIX

10




Buabl yueOHBIX 3aHATHI, BKIIOYAS
CaMOCTOSITEJIbHYIO Pa00Ty 00y4arouuxcs, 4ac
Ne Pa3nen/Tema
n/n JAucumnianHbl

KonrakTHas padora

O0masn
TPYAOEMKOCTH

CamocrosiTe/b-
NpaKTHYeCKUe Has pa0orta
3aHATHA o0yyaommxcst

=]
)
)
H
=

JIEKIIUH

ABTOMATHU3UPOBAHHBIX
cUCTEM
AOKYMCHTAITUOHHOT'O
oOecrieyeHust ynpaBieHuUs

10. | Tema 10. Kpurtepuu 9 1 - 8
aHaIM3a
aBTOMAaTU3UPOBAHHBIX
CHCTEM
AOKYMCHTAIIUOHHOT'O
o0ecrieueHHs ynpaBlIeHUsS

11. | Tema 11. Ananus 9 - 1 8
XapaKTePUCTHK
ABTOMATH3UPOBAHHBIX
CUCTEM
JOKYMEHTAIMOHHOTO
o0ecrieueHHs yIpaBJICHUS

12. | Tema 12. Onenka 9 - 1 8
3¢ (HeKTHBHOCTH BHEAPEHUS
ABTOMATH3HPOBAHHBIX
CUCTEM
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBieHUs

Bcero 108 8 8 92

3auer - - -

HTroro 108 8 8 92

4.2. Conep:xaHue pa3ieioB IMCHUILTHHbBI
BBenenne

CoBpeMeHHBI 3Tam  OOIIECTBEHHOTO Pa3BUTHS, XapaKTEPU3YIOUIMICS — yriyOIeHHeM
SKOHOMHUYECKUX CBS3€H M POCTOM B3aMMO3aBHCHUMOCTH TOCYAApCTB, OOBEKTUBHO OOYCIOBIIMBAET
HEMpephIBHOE BO3pACTaHHE POJNHM HHPOPMAIMM B COMHUAIBHOM U TEXHHYECKOM IIpoliecce, B
peHIeHI/II/I FJ'IO6aJ'II)HI)IX np06neM. I[OCTI/DKGHI/IH Hay‘-IHO-TCXHI/I‘IGCKOFO HpOFpGCC& BO MHOTHUX
oTpacisx OOeCleynwaIrM BO3MOXKHOCTh IPAKTHUYECKOW peaau3alud ujaed  (HOopMUPOBAHHS
MH(OPMaLIMOHHOTO O0IIECTBA.

B mHacrosmiee Bpems HHpOpMAIMS paccMaTpUBAeTCs KaK pecypc, KOTOpbI, Kak U
TPaJAMIIMOHHBIE PECYPChl: TPYyHA, OJHEPrus, TOJIE3HbIE WCKOMAeMble, - MOXHO JOOBIBATh,
nepepadaTbiBaTh, HUCMIOJIB30BaTh M pacmnpocTpaHsTb. OJHUM U3 HaIPaBICHUN HCHOIB30BAHUS
I/IH(bOpMaHI/IOHHBIX 158 KOMMYHI/IKaHI/IOHHI)IX TCXHOJ’IOFI/Iﬁ B ACATCIIBHOCTHU OpFaHOB FOCYI[apCTBeHHOfI
BJIACTH, OpraHM3alMii W  TPEANPHUATHN  SBISICTCS  Pa3BUTHE  CHCTEMBI  3JIEKTPOHHOTO
JIOKyMEHTOO0OpOTa, CTaHAAPTOB JIEJIOMPOU3BOJICTBA M JIOKYMEHTOOOOpOTa. AKTYallbHOCTh
COBEpIICHCTBOBAHUS TPAAUIIMOHHOTO JIETOMPOU3BOACTBA OOYCIOBIUBACTCS HEOOXOIUMOCTBHIO
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MOBBIIICHHS 3PPEKTUBHOCTU YNPABICHYECKON EATEIBHOCTH, YCKOPEHUS JBUKCHUS TOKYMEHTOB B
OpraHu3allM, YMEHBLICHHUS TPYIAOEeMKOCTH 00paboTku 1okyMeHTOB. Co3qaHHasi Ha OCHOBE
MEePCIIEKTUBHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUN aBTOMATU3UPOBAaHHAS CUCTEMA JIEIONPOU3BOICTBA
JOJDKHA ~ TIOBBICHTH  JIGHCTBEHHOCTh  YIpAaBJIGHUS 33  cyeT  O0pa3oBaHUS  €JUHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH()OPMALIMOHHOTO MPOCTPAHCTBA, JAAIOIIETO IOJb30BATENISIM
cpeacTBa A3pPEeKTUBHON COBMECTHOM PabOTHI C IOKYMEHTaMH B JIIOOOM MECTE U B JII0O0E BpEeMsl.

[Ipenmer u CTpyKTypa IUCHMIUIMHBI «J{OKyMEHTHpOBaHUE YyHpPaBICHUYECKON AEATETLHOCTI.
Ponp  nmokymMeHTOOOOpPOTa B YNPaBICHUM  MPEANPUATHEM.  3HAYCHHE  TUCLUIUIMHBI
«JlokyMeHTHpOBaHNE YIPABICHUYECKOW JESITENbHOCTH» B IOATOTOBKE CIEHHUaINCcTa B 00JacTu
MeHepKMeHTa. COBpeMEHHOE COCTOSIHUE JTOKYMEHTALMOHHOTO 00ECTICUeHUs! YIPaBICHUS.

Tema 1. lokyMeHTHpPOBaHNe YIIPABJIEHYECKOI eSITeIbHOCTH TOCYAAPCTBEHHOMN 1
MYHHIMNAJIbHOH c1y:k0b1 . TpedoBanus kK 0)OpMIICHHIO JOKYMEHTOB.

['ocynapcTBeHHasi cuctema JOKyMeHTalmoHHoro obecnieuenust ynpasienus (I'CAOVY) - cBox
NpaBWJ, YCTAHABJIMBAIOIIME €MHBIE TPeOOBAaHMA K JIOKYMEHTHPOBAHHMIO YIPAaBICHYECKOU
NEeSTeIbHOCTH W OpraHu3aluu  paboThl C JOKYMEHTaMHM Ha MPEANpHUATUSX —Pa3IMYHbIX
OpraHu3allMOHHO-TIPaBoOBbIX (opM. CocTaB ymHpaBlIeHYECKHX JOKyMeHTOB. IloHsATHE cucteM
NOKyMeHTauuu. QOYHKIMOHAIbHBIE M OTpacieBble CHUCTEMbl JOKyMEHTAlMU. YHUUKAIUS U
CTaHIAPTU3ALUSA YIPaBJIEHUECKUX JIOKYMEHTOB. PernamenTanus JIOKYMEHTHPOBAHUS
yIpaBlieHUECKOH J1esTeIbHOCTH. [I0CTOsSTHHBIE U TepeMeHHbIe PEKBU3UTHI U MTPaBUiIa X 0(hOpMIICHUSL.
brnanku u Qopmarel nokymentoB. dopmynsip — oOpasen JOKyMeHTa. YTJIOBOE M IPOIOJIBHOE
pacmoyiokeHre PEKBU3UTOB. Y HU(UITUpOBaHHAS (DopMa TOKyMEHTa.

Tema 2. CucremMa OpraHu3anuoOHHO - PACHIOPSIANTEIbHON JOKYMEHTALMH.

Cucrema OPJI. OcoOeHHOCTH H XapakTEpHbIE HYEPThl OPraHU3aIMOHHO-TIPABOBBIX
nokymMeHToB. CocraBrneHne U O(OpMIICHHE OCHOBHBIX OPraHW3allMOHHO-TIPABOBBIX JOKYMEHTOB:
yCTaB, JOJDKHOCTHAsi WHCTPYKIMS, TpaBWiia BHYTPEHHETO TPYJIOBOIO paclopsiika, LITaTHOE
pacnucaHue, MOJI0KEHNE O CTPYKTYPHOM IOAPA3IEICHNN.

PacniopsiaurenvHast  nokyMeHTanus.  [IpyUHIMIBI  COCTaBIeHUS, CTaAuUd  IOJTOTOBKH,
BU3UPOBAHMSA U TOJMMCAHUS PACTIOPSANTENBHBIX JOKyMeHTOB. CocraBieHne U odopmiieHHe
pacropsAUTENIbHBIX JOKYMEHTOB: IIPUKA3bl, PACHIOPSHKEHNUS, TOCTAHOBIICHHS, YKA3aHHS, PEILICHHUS.

CrnipaBouHO-MH(POPMAITMOHHBIE TOKYMEHTHI: aKT, MOKJIaJHas (CoykeOHas) 3ammcKa, CIIpaBKa,
MPOTOKOJ, CBOJKA, CIIy’)keOHOoe THChbMO. OcoOeHHOCTH O(OpMIICHHS, PA3HOBUIAHOCTH U TOPSIOK
cocTaBiieHHs1 akTOB. [lOpsOK COCTaBIEHUs] aKTOB CBEPKHM pPACUYETOB MEXay JeOuTopamMu U
kpeautopamu. llpaBuna mpoBeneHUs] COBEIIAHUM KOJUIETHANbHBIX OPraHOB, COCTAaBIICHHE U
oopmIieHrE IPOTOKOTIA.

Cayxebnble icbMa. Knaccudukanys KOppecroHIeHIIMY; UHUIIMATUBHAS U OTBETHAS J1EJI0Bas
U KoMMepuecKasi. SI3bIK M CTWJIb JIETOBOM KOppecToHAEHIMHU. TuroBble M TpadapeTHbie JeJI0BbIe
nucbMa. VHUIMATUBHBIE U OTBETHBIE CIyXeOHble muchMa. [lucbma 3ampochl M MUCbMa OTBETHI
OpraHu3ali-KpenTopoB. TUNIOBbIE rapaHTHIHBIE TMCbMA OT OpraHnu3alyii (rapaHTOB)

[InanupoBaHue NESTENBHOCTH YUPEKACHUS - BaKHEHIAs GYHKIUS YIPaBICHUs], TO3BOJISIONIAs
cienath paboTy YUPEKICHUS MAKCUMATLHO d(P¢ekTrBHOW. OCOOEHHOCTH TUIAHOBBIX JTOKYMEHTOB.
[1nanoBbIE TOKYMEHTHI: IJIaH, IEPCIIEKTUBHBIN MJ1aH, porpaMma, rpaduk, CXeM reHepajibHasi cXxema.
OrtpacneBble IulaHbl U MporpamMMbl. PoOpMBl OTUETHOW JOKyMeHTarMu. OTueTHass M OTYETHO-
CrpaBOYHAas JOKyMEHTAIHSL.

Tema 3. JlokyMeHTHPOBaHUE TPYAOBBIX PABOOTHOLLCHMIT

JlokymeHnTupoBanue paboTsl ¢ nepcoHaioM. [loHATHE U CTPYKTypa MEpCOHATBHBIX JaHHBIX.
TpeboBanus k 06paboTKe U Mepeaade NepcoHAbHBIX JaHHBIX. CTPYKTypa KaapoBoi U (hOpMaLIMOHHO
- JOKYMEHTallMOHHOM CHUCTEMBL. XAapaKTEPUCTHKAa KOMIUIEKCOB KaJpOBOM JOKYMEHTAalWU.
YuuduuupoBaHabie (pOpMBI MPUKA30B MO JTUYHOMY COCTaBy. JlokyMeHTarus mo y4etry pabouero
BpPEMEHH M PAaCUeTOB C MEPCOHAIOM N0 omuiare Tpyaa. [IpaBuia BeaeHus: Tpy10BbIX KHIKEK. CocTaB
MpoLeyp W IOKYMEHTHPOBAHHE TpHeMa, MEepeBOia, yBOJbHEHHs MepcoHana. [Iporecc 3ammre
MEPCOHANBHBIX JAaHHBIX B KaJipoBoi ciry:k0e. OcOOEHHOCTH XpaHEHUs KaJlpOBOM JOKYMEHTALH.

Tema 4. /loroBOpHO-IPaBOBasi TOKYMEHTALMA.
JloKyMeHTbI BHEIITHEIKOHOMHUYECKOH 1eATeIbHOCTH
OcobeHHOCcTH  cOCTaBieHUST U O(OpPMIICHHS JOTOBOPOB. Pa3HOBHIHOCTH JOTOBOPOB.
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Cornamenre. KomnekTuBHBINA JOTOBOp, TPYIOBOM JOroBop. JlOroBOp MOCTaBKH, apeHIbl, OKa3aHUS
yciyT. PeKBH3UTHI JOrOBOpA U MPaBUJIa X PETUCTPALIUH.

JlokyMeHTBI, OQOPMIISIONINE BHEIIHETOproBble crenku. Crnenudukanuy, KOHOCAMEHTHI,
KOHTpakTel. KoMMepueckasi nepenyicka BO BHEIIHE3KOHOMUYECKOHN neATenbHOcTH. HasHaueHue u
odopmIieHHE KOMMEPUYECKHIX MHCEM B 3apyOeKHOM IMPaKTHKE.

[Iperensuonnble  AOKyMeHTHL. — JKanmoObl,  oOpalleHus,  HpPEIOKEHUS  TpakIaH.
Jlenonpou3BOACTBO MO MUCHMEHHBIM 0OpaILEHUAM IPakIaH.

Tema 5. TexHoJI0rnu JOKYMEHTAIIMOHHOT0 00ecrieYeHUs yIPaBJICHUS

Opranmzanust 10KymeHTooOopoTa. [loHsTHE ITOKYMEHTOOOOpOTa, €ro KOJUYECTBEHHBIE U
Ka4eCTBEHHBIE XapPAKTECPUCTHKHU. TEeXHONOrWu OOpabOTKM BXOMSIIMX, BHYTPEHHUX W HCXOJSIIHX
nokyMeHToB. Ontumuzanus J0KyMeHTooOopoTa. Peructpamusi noxkymeHTOB. QOpMBI U TMpaBHia
peructpary. KoHTponb HMCHONHEHUS NOKyMEHTOB. DYHKUMH, 3afaud U 1eau KoHTpois. Cpoku
WCIIOJTHEHUSI JOKyMEHTOB. EjuHBIE U JeTaJbHO perjaMeHTUpOBAaHHbIE TIpaBHia paboOThl C
YIIPaBJICHYECKUMU JJOKYMEHTaMH B OpraHNu3alnH.

Tema 6. Cucrema padoTbl ¢ KOHPHUIEHIMATbHBIMA JOKYMEHTAMU

PernamenTtammss coctaBa  KOH(QUWACHIMATBHBIX CBEACHUH ©  JOKyMEHTOB. [loTOokmM
KOH(UICHIMATBHBIX JOKYMEHTOB. TEXHOJIOTHYEeCKass CUCTeMa OOpaOOTKH KOH(DUIEHITHATLHBIX
nokyMmeHToB. DopMmupoBaHue, opOpMIICHHE M XpaHEHUE JIell, COIAep)KaIlMX KOH(UAECHIMAIbHBIE
CBEJICHUSL.

Tema 7. ApxuBHOe XpaHEHNH JOKYMEHTOB. JKCIIEPTH3a LIEHHOCTH I0KYMEHTOB

OnepaTuBHOE, TEKYyIlee U MMOCTOSIHHOE XpaHEHHE TOKyMeHTOB. CHucTeMaTu3ausi JOKYMEHTOB.
[punnuner ¢opmupoBanus aen. OdopmieHHe M BeleHHE HOMEHKIATypbl jAel. TurmoBble U
WHAMBUyaJbHbIE HOMEHKIATyphl Aei. Omucu nen. DopMbl HCIOIB30BaHHUS JOKYMEHTOB U3
apxuBHOTO (hoHaa opranuzanuy. OLUeHKa 3HAYMMOCTH JJOKyMEHTa M CPOKOB MX XpaHeHus. [IpuHIumbI
Y KPUTEPUU OLICHKH 3HAYUMOCTHU. DKCIEPTHBIE KOMUCCHH.

Tema 8. IlyTn BHegpeHHsI ABTOMATH3MPOBAHHBIX CHCTEM
AOKYMEHTAIMOHHOTI'0 00ecrieyeHusl yIpaBJieHus1.

CoBpemenHble oucHbIe HHPOPMALMOHHbIE TeXHONOrHu. CTpareruu pa3paboTKu peau3aluu
COBpPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTUI B ynpaBieH4YecKoil nestenbHocTy. Llenu co3nanus u
BHEJIPEHHsI KOMITJICKCHBIX CHCTEM aBTOMATH3allMU JOKYMEHTAlIMOHHOTO OOECIeUeHUs YIpaBICHUSI.
@OyHnaMeHTalIbHbIE TPUHIUITBI CO3/IaHHUS CUCTEM MH()OPMAIIMOHHOTO 00eCTICUEHHSL.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-3AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTAIMOHHOT'0 00ecrieyeHNs1 yIpaBJieHus

OCOOEHHOCTH COBPEMEHHOTO pBhIHKA MpPOrpaMMHBIX CHCTEM B O00JacTH aBTOMAaTH3aIUU
JIeNIONIPOM3BOACTBA M JIOKyMeHTooOopoTa. CoOCTaB THUIOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX
MporpamMM MO aBTOMAaTHU3AIMU JOKYMEHTALMOHHOTO oOecniedeHust ynpasieHus. CTpyKTypHasi cxema
aBTOMATU3UPOBAHHONW CHUCTEMBl JOKYMEHTAIIMOHHOTO OOECHEeYEeHUsl YIPaBJICHUS OpraHU3allvu.
B03MOXHOCTH CHCTEMBI IOJHOCTBIO PEAIM30BATh MYJIbTUMENUACPENY ISl XPAHEHHS Pa3IUIHOIO
poJia TIPIIOKEHUH, TOMOJHEHUH W WILIIOCTPAIi K JoKyMeHTaM ((oTo-, ayauo-, Buaeopopmarhl).
XapaKkTepucTUKa OCHOBHBIX aBTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAIIHIOHHOTO OO0ECHeYEeHUs
yIpaBJICHHUS.

Tema 10. Kputepuun anajin3a aBTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTAILMIOHHOTI'0 00ecrieyeHNsl ypaBJieHHs.

AHanmu3 aBTOMATHU3WPOBAHHOW CHUCTEMBI JOKYMEHTAIIMOHHOTO OOECTIEYEeHUs YIIPaBJICHUS Ha
OCHOBE (DYHKIIMOHAIBHBIX CHCTeM. lIpuBeneHHbIE K €IMHOMY BHIY (DYHKIMOHAJIBHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHUCTEM JOKYMEHTAIMOHHOTO obecreyeHus: yrnpaBieHus. Kputepuu orneHku
aBTOMAaTU3UPOBAHHON CUCTEMBI JOKYMEHTALMOHHOTO 00ECIEYEHNS YIIPABIICHHS.

Tema 11. AHAJIM3 XapAKTEPUCTHK ABTOMATHU3HPOBAHHBIX CHCTEM IOKYMEHTALIMOHHOIO
o0ecrieyeHus1 ynpaBJieHUsl

MepormpusaTisi 1m0 BBIOOPY CHCTEM aBTOMATH3AllMM JIOKYMEHTAIMOHHOTO OO0eCreueHHs
ynpaBineHus.  OCHOBHbIE  KaueCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPHUCTHK.
KonuuectBeHHbIe 9KCIUTyaTallMOHHBIE napameTpbl aBTOMATU3UPOBAHHOU CUCTEMBI
JOKYMEHTALIMOHHOTO obOecnieueHus: ynpanieHus. CpaBHUTENbHBIA aHAIN3 aBTOMATU3MPOBAHHBIX

CHUCTEM JOKYMCHTALIMOHHOT'O obecrieyeHus YIpaBJICHU.
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Tema 12. Onenka 3¢(peKTHBHOCTH BHEAPEHUs] ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIMOHHOI'0 00ecrieYeHus1 yIpaBJIeHUs
OkoHoMHYecKast H(P(HEKTHBHOCTh BHEPEHNS aBTOMATH3MPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO
obecrieyeHysl ympaBJIeHUs — 3TO KOJIMYECTBEHHAs] CTOMMOCTHasi OIEHKa 3(@dexTa oT MpoBeAeHUSI
MEpOIPHATHI TT0 aBTOMATH3AMK HHPOPMAIOHHOTO 00ECIeueHNs OpraHu3anii. MeToauKu pacdera
3 PEKTHBHOCTH IO BHEAPECHHUIO aBTOMATH3MPOBAHHBIX CHCTEM JIOKYMEHTAIMOHHOTO O0eCHeYeHUs
YIIPaBICHHS.

4.3. IlpakTnyeckue 3aHsATHS / 1a00paTOPHbIE 3aHATHSA

Tema 2. CucreMa opraHi3alMOHHO-PACTIOPSATUTENILHON TOKYMEHTALIH.

Tema 3. JIokyMEHTHPOBAHUE TPYAOBBIX TPABOOTHOLICHHH.

Tema 5. TexHONIOrUH JOKYMEHTAIIHOHHOTO OOECIICYEeHHUS YTIPABIICHHUS.

Tema 6. Cucrembl paboTbI ¢ KOHPHIECHINATBHBIMUA JOKYMEHTAMH.

el el B I

Tewma 8. [Tyt BHEIpEHHST aBTOMATU3UPOBAHHBIX CHUCTEM JJOKYMEHTAIIOHHOTO 00ECIICUCHHS
yIIpaBJIeHUs

6. Tema 9. OcHOBHBIE KJIaCCBI THUPAKHO-3aKA3HbIX ABTOMATU3UPOBAHHBIX CUCTEM
JAOKYMCHTATMOHHOTI'O obecrieyeHus YIIpaBJICHUSA

7. Tema 10. Kputepru anami3a aBTOMaTH3UpOBAaHHBIX CUCTEM JOKYMEHTAIIMOHHOTO OOecrieYeH s
yIpaBJIeHUs

8. Tema 11. AHanu3 xapakTepUCTUK aBTOMATHU3UPOBAHHBIX CUCTEM TJOKYMEHTAIIMOHHOTO
obecrieueHHs yIipaBICHUS

9. Tema 12. Ouenka 3 QpeKTUBHOCTH BHEIPEHUSI aBTOMATU3UPOBAHHBIX CHCTEM
JOKYMEHTALMOHHOTO 0OecTIeYeHs! yIpaBICHUS

5. YueboHO-MeTOoAMYECKOE M HH(OPMALIMOHHOE 00ecieueHue JUCIIUIIMHBI

5.1. OcHoBHas1 IUTEpaTypa

1. Kabamos, C. 0. Jlenonpou3BoACTBO M apXUBHOE J€J0 B TEPMUHAX M ONPEACICHUAX:
yaeonoe nocodue / C. }0. Kabamos, U. I'. Achannusaposa. — 3-e u3z., crep. — Mocksa: @JIMHTA,
2018. — 295 c. — Pexum JIOCTYyTIa: o MOJIMHKCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=69168

2. Opra#m3anusi ¥ TEXHOJOTHS JOKYMEHTAllMOHHOTO OOECIEeUYCHHs YIPABJICHUS:
37eKTpoHHOE yueOHoe mocobue / coct. C.E. Mumennd; MuHHCTEpCTBO 00pa3oBaHUS M HAYKH
Poccuiickoit ®enepamuu, DexepanpbHOoe TrocynapcTBEHHOE OIOKETHOE 00pa30BaTENIbHOE
yupexkIeHue BhICIIEro oOpazoBaHusi «KemMepoBCKU TOCYAapCTBEHHBIM YHUBEPCUTET», HCTUTYT
uctopuu u 1p. - KemepoBo: KemepoBckuii rocyaapcTBeHHbl yHUBepcureT, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0; -
URL: http://biblioclub.ru/index.php?page=book&id=481592

5.2. JlonoJiHMTEILHAA JIUTEPaTypa

1. Jlenonmpous3BOACTBO M JIOKYMEHTAllMOHHOE oOecreueHHe TOCYIapCTBEHHOM U
MYHUIIATIAIEHOMN CITYKOBI: MpakTuKyM: [16+] / aBT.-cocT. }O. B. Muptomkuna Ceepo-KaBkazckuit
¢denepanpublii  yHuUBepcuter. — CraBpomnonbs: CeBepo-KaBkaszckuii ®DenepaibHbIl YHHBEPCUTET
(CK®Yy), 2016. — 115 c¢: Tabn. — Pexum pgocTtyma: 1O  TOAMHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=458925

2. SlakoBuy, I1I. A. Jlemonpou3BoACTBO B KapoBoi ciayxOe: yueOnuk / . A. SAakoBuu. —
Mockaa: IOnuTH-/laHa, 2017. — 161 c.: CXEM., TaoI. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. J/IunieH3M0OHHOE NMPOrpaMMHOe oOecredeHue
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007




5.4. CoBpeMenHble npodeccnoHanbHble 0a3bl JAaHHBIX W HH(OPMALMOHHBIE

CIIPaBOYHbIE CHCTEMBbI

1. KommberoTepHbie nHOOPMAITMOHHO-TIPABOBBIE CUCTEMBI « KOHCYIbTaHT
http://www.consultant.ru , «["apanT» http://www.garant.ru
OdunmanbHpI HHTEPHET-TIOPTAN MPaBOBOM MH(pOpMaIuu http://pravo.gov.ru
AJIMUHHCTpPAaTHUBHO-YIIPaBICHUECKHUI mopTai http://www.aup.ru/
[TopTan rocymapcTBEHHOM TpakTaHCKOM CITy»ObI https://gossluzhba.gov.ru
Hayunas snexktponnas 6ubnunoreka http:// www.elibrary.ru
OBbC «YHuBepcuTeTckas 6ubanorexka oHyan» https://biblioclub.ru/index.php

SRR

6. MaTepuaibHO-TeXHUYECKOE o0ecriedeHne TN CHUTITUHbI

1. JIekuMoHHas ayIUTOpPHUs, AyAUTOPUS sl TPYNIOBBIX U MHAMBUIYaTIbHBIX KOHCYJbTAIHM,
OCHAIIIEHHas] KOMIUIEKTOM Mebenu s y4eOHOro mporiecca, y4eOHOW JOCKOH, MepcoHaIbHBIM
KOMIIBIOTEPOM, TJIA3MEHHOM MaHENbIO.

2. AyauTtopust s IpOBeIEeHHs MPAKTUYECKUX M CEMUHAPCKUX 3aHATHH, TEKYIIET0 KOHTPOJIS
U TPOMEKYTOUHOM aTTeCTallMM, OCHAIIEHHAas KOMIUIEKTOM MeOenu i ydeOHOro mporecca,
y4e0HOI JOCKOM, TePCOHATLHBIM KOMITBIOTEPOM, TIIa3MEHHON MAHENbIO.

3. Ayauropus 1l caMOCTOSITENbHOM pabOThI CTYI€HTOB, OCHAILIEHHAsl KOMILJIEKTOM Mebenn
Ui y4eOHOro mporiecca, yueOHOM TOCKOH, NMEepCOHAIbHBIMM KOMIBIOTEPAMH C BO3MOXKHOCTBIO
MOJKIIOYEHUS K ceTU «MIHTEpHeT» U 10CTYNOM K 3JIEKTPOHHOH MH(OPMAIIOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

7. MeToauyecKue peKOMEHIANMHU 10 OPraHU3aAUMN U3yYeHUs TUCHUILINHBI

7.1. MeToan4eckne peKOMeHAAIUH NPENoiaBaTe/II0

JlanHbIi paszmen HacTosmed paboyelt mporpaMMmbl TpEAHA3HAYCH I HAYMHAFOIINX
IperoiaBaTesieil ¥ CIenualuCTOB-IIPAKTUKOB, HE MMEIOIUX OIbITA MPENoIaBaTeIbCKONW PaOOTHI.

HucuuminHa «JloKyMEHTHpOBaHUE YIPABICHUECKON AEATEIbHOCTH TOCYIJApCTBEHHOW M
MYHUIIUNATBHON CIIy>KObD» (opMHpYyeT y oOydaromuxcsi KoMrmoHeHThl kommeTeHuuu I1K-1. B
YCIOBHUAX KOHCTPYHPOBaHUS 00pa30BATENbHBIX CHCTEM Ha MPHUHIUNAX KOMIIETEHTHOCTHOIO
MO/IX0JIa TPOMU3O0LII0 KOHIENTYyaJIbHOE W3MEHEHHE pOJM IPENoJaBareis, KOTOPBIM, Hapsay c
TPaJULIMOHHON POJIBbIO HOCUTENS 3HAHUM, BBIMONHAET (PYHKIUIO OpraHu3aTopa Hay4HO-OUCKOBOH
paboTbl 0Oyuaromierocs, KOHCYJbTaHTa B TMpOLEAYpax BbIOOpa, 0OpabOTKM W HHTEpHpeTaluu
nHpOpMaLKU, HEOOXOIUMOM I IPAKTUYECKOTIO ACHCTBUS U NaJIbHENIIErO Pa3BUTHSL, YTO JOKHO
0053aTeNIbHO  YYUTHIBATbCA NPU TPOBEJIEHHM JIEKIMOHHBIX M MPAKTUYECKHX 3aHATUH I10
JUCIMIUIMHE  «JOKYMEHTHUPOBAaHUE  yIPABIECHYECKOW  ACATEIBHOCTH TOCYIAapCTBEHHOM H
MYHUIUTATIBHON CITY>KOBI».

[IpenonaBanne  TeopeTMdyeckoro  (JIGKIMOHHOIO)  Marepuaiga [0  JAUCUUILIMHE
«JlOKyMEHTHpOBAaHUE YIPABICHYECKON MNEATEIBHOCTH TOCYJAapCTBEHHOM M MYHHUIUIIAIbHOU
CIIy’)KOBD» ~ OCYIIECTBISICTCA HAa OCHOBE MEXKIUCUMIUIMHAPHOM MHTErpalMM M YETKHX
MEXIUCIMIUTMHAPHBIX CBA3€H B paMkax 0Opa30BaTENbHOW IMporpaMmbl M y4eOHOro IUIaHa MO
HanpasieHuto 38.03.04 ['ocyiapcTBEHHOE M MyHULIMIIATIBLHOE YIIPaBJICHHUE.

[lonpobHoe coaepxkaHHWE OTHENBHBIX pa3feNoB AMCUUIUIMHBL  «JlOKyMEHTUpOBaHHE
yIPaBIECHUYECKON JEATENIbHOCTH T'OCYJapCTBEHHON M MYHMIIMIIAIBHON CIY>KOBD» paccMaTpUBaeTCA
B 11.4.2 paboueii mporpaMMmel.

MeTtouka onpeieseHuss UTOTOBOTO CEMECTPOBOTO PEUTUHIa 00YyYaroIIerocs Mo JUCILUILINHE
«/lokyMeHTHpOBaHHE yNPABIECHYECKON JACSITEIBHOCTH TOCYJapCTBEHHOW M MYHULMIAIBHON
ciyk0b» npencrasieHa B coctape @OC no AUCHUIUIMHE B I1.8 HacTosIel pabouell porpaMMBl.

[IpumepHble TeMbl pedepaToB M BapUaHThl TECTOBBIX 3aJaHUM JAJS TEKYIIErOo KOHTPOJIS U
IepeyeHb BONPOCOB K 3a4€Ty MO AUCUUILINHE npezcTaBieHbl B coctaBe @OC no qucuumiuHe B 1.8
HacTosIIeH paboueil mporpamMmel.

[lepeueHb OCHOBHOM M [OMOJHUTEIBHOM JIUTEPAaTypbl M HOPMATHBHBIX JIOKYMEHTOB,
HEOOXOAMMBIX B XOJie IMpEernojaBaHus AUCLUUIUIMHBI «JlOKyMEHTUpOBaHHE YIIPaBICHUECKON
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JESTENIbHOCTH TOCYAApCTBEHHOW W MYHULUMNANBHOW CIyXObl», TpUBENEH B I.5 HACTOSIICH
paboueii mporpammsl. [IpenonaBaTentio ciaenyeT OpUEHTHPOBATh O0YYAIOIIUXCsl Ha HCIIOIb30BaHHUE
IIPY OJITOTOBKE K MPOMEXKYTOYHOM aTTeCTALIMM OPUTMHAIBHOW BEPCUM HOPMATUBHBIX JIOKYMEHTOB,
JEHCTBYIOIMX B HACTOSILIEE BPEMSI.

7.2. MeToan4eckne yKazaHHus 00y4a0IIuMCs

OOyuenne 10 AuCUUIUIMHE «JlOKYMEHTHpOBAaHUE  YIPAaBICHUYECKOH  J1€ATEIbHOCTH
TOCYyapCTBEHHOW M MYHHUIIMTIAIBHON CIYXKOBD» TperoaraeT M3ydeHHe Kypca Ha ayJaHTOPHBIX
3aHATUAX U B XOJ€ CaMOCTOSITENIbHON pabOThl. AyIUTOPHBIE 3aHATHUS MIPOXOJAT B (hopMe JIEKIUN U
MpakTHIeckux 3aHsTuil. CamocTosTensHas paboTa BKIIOYAET Pa3sHOOOPA3HbIN KOMIUIEKC BUIOB U
(dhopm paboThl 00yUAIOIITIHUXCSI.

JIJis yCTIeNTHOTO OCBOEHUS COJEPIKaHUS JUCHUTUTHHBI U JOCTHIKEHUS TMOCTABJICHHBIX IleNieil
HEe00XOUMO TIO3HAKOMUTBCS CO CIEAYIOIUMH JOKYMEHTaMH: BBIMHCKOW M3 Y4eOHOro IjiaHa 1o
JAaHHOW  TUCHUIUIMHE, OCHOBHBIMHU TMIOJIOKCHHUSMH pabouyell  MmporpaMMbl  JUCIMILTAHBI,
KaJleHJAApHbIM  y4eOHO-TEMaTHYECKUM IUJIAHOM JUCHMIUIMHBL. JIaHHBI MaTepual MOXKET
MIPEICTaBUTh MIPEToAaBaTellb Ha BBOJHOW JIEKIIUU UM CAMOCTOSITETIFHO O0YUYaIONIHIICs UCTIONb3yeT
JaHHBIC JIOKAJTbHON MH(OPMAITMOHHO-OMOIMOTEYHOM CUCTEMBI Y HUBEPCUTETA.

Crnenyet 00paTuTh BHUMAHUE HA CIIUCOK OCHOBHOW M JTOTIOTHUTEIHHON JTUTEPATyPhl, KOTOpas
MMeeTCs B JIOKaIbHON MH(GOPMallMOHHO-OMOINMOTEYHON cucTeMe Y HUBEpCUTETA, Ha Ipe/jiaraeMbie
mpernojaBaTesieM pecypchl HWHPOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOW cetn «HTepHeT». Ota
nH(popmaIrsa HeoOXoauMa IS CAaMOCTOSTEIHFHOM pabOThl 00yJarONIerocs.

[Ipyn moAroTOBKE K ayJWTOPHBIM 3aHATHSIM HEOOXOJAMMO MOMHUTH OCOOCHHOCTH KaX IO
(hopMBI ero MpoBECHUS.

IloaroroBka k aexuu

C nenpbio obecrieyeHus yCHemHoro 00y4eHus: 00y4aronuiicst JOMKeH TOTOBUTHCS K JIEKLIUH,
KOTOpas sBJSIEeTCS BaKHEHIIeH (opMOii opraHu3auy yueOHOro mporecca, IoCKOIbKY:

3HAKOMHUT C HOBBIM Y4EOHBIM MaTepHAIIOM;

pa3bACHSET YUEOHBIE SJIEMEHTHI, TPYIHBIC JJIsl TOHUMAaHWS;

CUCTEMAaTU3UpYyeT yueOHBI MaTepHa;

OpPUEHTHPYET B y4eOHOM Mporiecce.

C >TOH NenkIo:

BHUMATEIHHO MPOYHUTANTE MaTepUal MPEAbIAYIICH TEKINN;

03HAKOMBTECh C YyYE€OHBIM MaTepUAJIOM IO YYCOHHKY M Yy4EeOHBIM MOCOOUSM C TEMOM
MPOYUTAHHOM JIEKIIUU;

BHECHUTE JIOTIOJIHEHUS K TIOJYYEHHBIM paHee 3HAHUSAM [0 TeMe JIEKIIMH Ha MOJISIX JIEKIMOHHON
TETpajIu;

3aMUIINTe BO3MOXKHBIE BOMPOCHI, KOTOPBIE BBl 3a/1aJUTE JIEKTOPY Ha JIEKLUUHU [0 MaTepuaity
HU3yYEHHOM JIEKLINH;

MOCTAPAUTECH YSICHUTh MECTO M3y4aeMOU TEMbI B CBOEH MOJITOTOBKE;

y3HANTE TeMy MPEICTOSIIEH JSKIUH (10 TEMAaTHYECKOMY IUIaHy, 10 HHPOpPMAIINH JIEKTOpa) U
3anuiuTe UH(pOpMaIHIo, KOTOPOil BBl BiajieeTe 0 JaHHOMY BOIIPOCY.

[ToaroToBKa K CEMUHAPCKUM 3aHSATHSIM

CrnenyeT pasyMHO OpraHM30BBIBaTH PabOTy MO MOATOTOBKE K CEMHHApCKOMY 3aHsATHIO. K
TeMe KaXXIOro CeMUHapa AaéTcs OMpeIeNEHHBIM IJIaH, COCTOSIIUNA W3 HECKOJIBKUX BOMPOCOB,
PEKOMEHAYETCS CITUCOK JIMTEPATyPhI, B TOM YHCIIE, U 00s3aTenbHO. PaboTy ciemyer opranu3oBartb
B TaKO MOCJIe0BATEIbHOCTHU

MIPOYTCHUE PEKOMCH/IOBAHHBIX TJIaB U3 PA3IMYHBIX YICOHHUKOB;

03HAKOMIJICHHE C OCTAJIbHOM pEeKOMEHAOBAHHOM ITUTEPaTypoil U3 0053aTEIHHOTO CITUCKA;

YTEHUE U aHAJIN3 KaKI0TO UCTOYHUKA (JIOKYMEHTA).

[Ipexae Bcero, cneayeT 03HAKOMHUTBCS ¢ METOJIMYECKUMH YKa3aHUSAMH K KaXXJI0My CEMUHApY.
Crnenyet ysCHUTh 3HAUCHHE T€X apXaWYHBIX U HE3HAKOMBIX TCPMHUHOB, UYTO BCTPEUAIOTCS B TEKCTE.
[ToaroToBbTE OTBETHI HA Ka)Abl Bompoc miaaHa. Kaxpoe monoxkeHWe OTBETa MOATBEPKAACTCS
(eciiu dopma ceMuHapa 3TO MPEAyCMATPUBAET) BBIIEPKKON M3 JokymMeHTa. [loAroToBKY ciemyer
OTpa3uTh B BUJE IUJIaHA B CIEUMAIbHOW TETpaaud MOATOTOBKH K ceMuHapaMm. Ha cemuHapckom
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3aHSTUU TPUBETCTBYETCA Jo0as (opma BOBICUEHHOCTH: ydacTUE B OOCYKIACHHUHU, TOTIOTHEHHUS,
KpUTHKA - BCé, qTO 1MIoMoracrT 60.]166 IMMOJIHOMY U ACHOMY INOHUMAaHHIO Hp06JI€MBI.

Pesynpratel paboThl Ha ceMHMHape IMpEenojaBaTeNlb OLCHUBACT U YYHUTHIBAET B XOJE
MIPOBEACHUS TEKYLIEH aTTeCTALUH.

[IpomexxyTouHas arrecranusi IO JUCHUIUIMHE «JlOKyMEHTHpOBaHME yMpaBICHUYECKON
NeSITeIbHOCTH TOCY/JapCTBEHHOW W MYHHMUMIANBHOW CIykOb» mNpoxoauT B (opme 3auera.
[IpumepHBIil TepedeHb BOMPOCOB K 3a4eTy MO IUCHUIUIMHE «J{OKYMEHTHpPOBAHHUE YIPABICHYECKON
JESITeIbHOCTH TOCYNAapCTBEHHOH M MYHHUIMIIAIBHOM CIYXObD» W KPUTEPUM OIICHKH OTBETa
oOydaromierocss Ha 3a4deTe JUIsl LeJeil OLEHKU JOCTHUKEHHsI 3asBICHHBIX WHIUKATOPOB
c(hOpMUPOBAHHOCTH KOMITETEHIIMH TipuBesieHbl B cocTaBe @OC mo AMCHUIUINHE B I1.8 HACTOSIIEH
paboueii MporpaMMBI.

OOyuaronuiicst TOMyCKaeTcs: K MPOMEKYTOUHOM aTTECTAllMU MO AUCHUILIMHE HE3aBHCUMO OT
PE3yNbTAaTOB TEKYILIETO KOHTPOJIS.

8. ®oH O1IEHOYHBIX CPEACTB MO JUCUUILIHHE

8.1. IlepeyeHb KOMIETEHIHWI ¢ yKa3aHMeM J3TanoB WX (OPMUPOBAHHUS B Npolecce
OCBOCHMS TUCHUILINHBI. POPMBI KOHTPOJIs (hOPMHUPOBAHUSI KOMIIETeHIHIT

Kon u NuaukaTopsl JTansl
HaMMeHOBaHMe AOCTHKEHUS ¢popmupoBanus
. PDopMa KOHTPOJIA
KOMIIeTeHI U KOMIIeTEeHIIUH (pa3nensl
JUCIMTIJIMHBI)
[1K-3 Cnocoben HIIK-3.3 Criocoben
y4acTBOBaTh B OCYILECTBIIATE COOP, .
IIpomexyTo4HbIN
OCYLIECTBIICHUU 00paboTKy, y4eT u
KOHTpOJIb: 3a4€T
KOHTPOJISl KauecTBa aHAJIN3 1aHHBIX, .
Texyuuii KOHTPOJIb:
UCTIOJTHEHUS JOKYMEHTAIMOHHOE
OIPOC Ha MPAKTHYCCKUX 1-12
yIpaBIEHYECKUX o0ecrieueHue A
. 3aHATUSX;
pelLeHuii u peleHus 3a1a4 B cepe
edepart;
OCYILECTBIICHUH roCyJJapCTBEHHOI'O U pedepar;
TECTUPOBaHUE
aJIMUHUCTPATUBHBIX | MyHHIUIAIBHOTO
OPOLCCCOB YIPaBICHUA

8.2. [loka3aTe/ i U KpUTEPUH OLEHUBAHUS KOMIIETEHIMIT MPU H3y4YeHUHN TUCHUTIHHBI,
ONMHCaHNe MIKAJ OLeHUBAHUSA

8.2.1 Kputepum oieHKHM 0TBeTa Ha 3a4eTe

(popmupoBanue komnerenuuu [1K-3, nungukatop UIIK-3.3)

«324YTEHO»

00yJaromuncs JIEeMOHCTPUPYET CUCTEMHBIE TEOPETHYECKUE 3HAHMS, TPAKTHUECKUE HABBIKH,
BJIaACCT TCPMHUHAMHU, OCIACT APTYMCHTHUPOBAHHBIC BBIBOABI U O606HI€HI/I$I, OPHUBOAUT IIPHUMCEPHEIL,
MTOKa3bIBAaeT CBOOOIHOE BJIaJIEHUE MOHOJIOTUYECKOM pedbto U CIIOCOOHOCTH OBICTPO pearupoBaTh Ha
YTOYHSIFOIIIIE BOIIPOCHI.

00yJaroUIMiCS IEMOHCTPUPYET HMPOYHBIE TCOPETHUECKHE 3HAHMWS, NMPAKTUYECKUE HABBIKH,
BJaJieeT TEPMHUHAMH, JIETAeT apryMEHTHPOBAHHBIC BBIBOJIBI W OOOOIICHMS, NPUBOAUT TPHMEPHI,
MOKa3bIBaeT CBOOOJHOE BIIaJICHHE MOHOJIOTMYECKOHW PeUblo, HO TIPH 3TOM JIeNIacT HECYIIECTBEHHBIC
OIIMOKY, KOTOpBIE OBICTPO HCIPABISET CAMOCTOSATEIBHO WIIM IMPHU HE3HAUYUTEIBHOW KOPPEKIIUU
MIPEToIaBaTeNeM.

00yyJaromuics JAEMOHCTPUPYET HETrNIyOOKHE TEOPETHUYECKUE 3HAHWsA, MPOSBIAET Cl1adbo
cOpMHpOBAHHBIC HABBIKM AaHaJHM3a SBJICHWHA M IPOLECCOB, HEIOCTATOYHOE YMEHHE [eNaTh
apryMEHTHPOBAHHBIC BBIBOJBI M TPHBOAWUTH HPUMEPHI, MOKA3bIBAET HEIOCTATOYHO CBOOOIHOE
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BIAJCHUE MOHOJIOTMYECKOM pPEYbl, TEPMUHAMH, JIOTUYHOCTBIO U  IIOCJIEN0BATEIBHOCTBIO
U3JI0KEHHUS, JIeJaeT OUIMOKH, KOTOPbIE MOXKET UCIPABUTh TOJIBKO MPU KOPPEKLUH MPENOAABATEIIEM.

«HE 324TEeHO0»

00yJaromuicss JEeMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX OCHOB MpPEIMETa, OTCYTCTBUE
[IPAaKTUYECKUX HABBIKOB, HE YMEET JeJaTh apryMEHTUPOBAHHBIC BBIBOJBLI U IIPUBOAUTH IIPUMEDHI,
MOKa3bIBaeT ciadoe BiIaJEHUE MOHOJOTMYECKOW peublo, HE BIIAJAEET TEPMHUHAMM, IMPOSIBIISIET
OTCYTCTBHUE JIOTMYHOCTH U TOCJIEJOBATEIBHOCTU M3JI0KEHUS, JIENAeT OIMOKH, KOTOPble HE MOXET
HCIIPABUTh JAXKE IIPU KOPPEKLMUU IPENOAABATEIEM, OTKA3bIBACTCSA OTBEYATh HA JOIOJHUTEIbHBIC
BOIIPOCBL.

8.2.2 Kputepuu oueHKH padoThbl 00y4ar0LIerocsi Ha MPaAaKTHYECKUX 3aHATUSAX
(popmupoBanue komnerenuuu [1K-3, nnaukatop UIIK-3.3)

«5» (OTJIMYHO): BBIIOJHEHbl BCE IPAKTUUYECKUE 3aJaHus, MPEIyCMOTPEHHBIE
MPAKTUYECKUMHU 3aHATHAMHU, OOYYaIOIIUiics 4eTKO M 0e3 OImMOOK OTBETHJI Ha BCE KOHTPOJIbHBIC
BOIPOCHI, aKTUBHO PadOTalI HA MPAKTHYECKUX 3aHATHIX.

«4» (Xopomio): BBIIOJIHEHBl BCE MPAKTUYECKUE  3aJaHMsl, IPEAYyCMOTPEHHbBIE
MPaKTUYECKUMHU 3aHATHSAMH, 00y4arolmuiicss ¢ KOPPEKTHPYIOMIMMH 3aMEYaHUsIMU IpernojaBaTelis
OTBETHWJI Ha BCE KOHTPOJIbHBIE BOIPOCHI, JOCTATOYHO aKTUBHO pad0Tas Ha MPAKTUUECKUX 3aHATHUSIX.

«3» (YAOBJIETBOPUTEJIBHO): BBINOJIHEHbl BCE MPAKTUUYECKUE 3aJaHUS, MPEAyCMOTPEHHbIE
NPAKTUYECKMMHU 3aHATHAMHM C 3aMEYaHMsAMHU NpenojaBaTess; oOydaroIluiicsi OTBETHJ Ha Bce
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMHU.

«2» (HeyAOBJIETBOPUTEJIBHO): 00yUaIONINICS HE BBIMOJIHWI WM BBITOJIHUAI HEMPAaBUIBHO
MPAaKTUYECKHE 3aJaHMs, NPEAYyCMOTPEHHBIE MPAKTUYECKUMHU 3aHATHIMU; OOYUYaAIOIIMKACS OTBETHII
Ha KOHTPOJIbHBIE BOMIPOCHI C OIMOKaMU MM HE OTBETHJI HA KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepuu ouenku pedepara

(bopmupoBanue komnerennun [1K-3, nanukatop UITK-3.3)

«5» (oTIM4HO): Tema pedepaTa aKkTyanbHa U PACKPBITAa MOJTHOCTHIO; pedepar MoAroTOBICH
B YCTaHOBIICHHBIH CPOK; oopmiieHHE, CTPYKTypa M CTHIIb M3J0XKEHHS pedepara COOTBETCTBYIOT
NPEIbSBISEMBIM TPEOOBAaHUAM K O(OPMIICHUIO JJOKYMEHTa; pedepar BHIIOIHEH CaMOCTOSTEIBHO,
MPUCYTCTBYIOT COOCTBEHHBIE OOOOIIEHUS, 3aKIIOYCHHUS U BBIBOABI;, TOJATOTOBIICH JOKJIA,
M3NaraeMelii 6e3 HCIOJIb30BaHUS OTIOPHOTO KOHCIIEKTA.

«4» (xopomo): tema pedepara akTyanbHa, HO pAacKpbiTa HE TIOJHOCTBIO; pedepar
MOJITOTOBJICH B YCTAHOBJICHHBIM CPOK; OQOpPMIICHHE, CTPYKTypa M CTHIb H3JIOXKEHHS pedepara
COOTBETCTBYIOT TPEIBSIBIIEMbIM TpeOOBaHUSAM K O(OPMIICHHIO AOKYMEHTA; pedepar BBIIOIHEH
CaMOCTOSITENIHO, MTPUCYTCTBYIOT COOCTBEHHBIE 0000IIEHUS, 3aKITIOYEHHUS U BBIBOJbBI; MOATOTOBIIECH
JIOKJIaJ], U3JIaraeMblii C UCTIOIb30BAHHEM OMIOPHOTO KOHCIIEKTA.

«3» (Y10BJI€TBOPUTEJIBbHO): Tema pedepara akTyaabHa, HO PACKphITa HE TOJTHOCTHIO;
pedepar MOATOTOBIEH C HApPYIICHHEM YCTAHOBIECHHOIO CpOKa MpEICTaBICHUS, O(OpMIICHUE,
CTPYKTypa M CTWUJIb U3J0XKEHHUS pedepaTa HE B IOJHOM Mepe COOTBETCTBYIOT MHPEIbSBISEMBIM
TpeOOBaHUSAM K O(POPMIICHHIO TOKYMEHTA; B LEJIOM pedepar BBIMOIHEH CAMOCTOSTENIHFHO, OJJHAKO
OYCBUIHO HAJINYUC 3aMMCTBOBAHHUI 0€3 CCHUIOK Ha HCTOYHUKMH, ITOATOTOBJICH AOKJIand, H3J1aracMbIi
C MCTIOJIb30BAHUEM OITOPHOTO KOHCIIEKTA.

«2» (Hey/lOBJIETBOPHUTENbHO): TeMa pedepara akTyalbHa, HO HE pPacKphiTa; pedepar
MOATOTOBJIEH C HAapyUIEHHEM YCTAaHOBJIEHHOTO CPOKa MpEeICTaBICHUS; opopMIleHHE, CTPYKTypa U
CTHIIb M3JIOKEHHs pedepaTa HE COOTBETCTBYIOT MPEIbSBISEMBIM TPEOOBAHUAM K O(OPMIICHHIO
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AOKYMCHTA; B pe(bepaTe O4YCBUIHO HAJIM4YMC 3HAYUTCIIbHBIX 00BEMOB 3aMMCTBOBAaHHI 0€3 CCHUIOK
Ha UCTOYHHUKH, JOKJIad HC IMOATOTOBJICH.

8.2.4. Kputepun ouieHKH TeCTHPOBAHMS
(bopmupoBanue komnerennuu [1K-3, nanukatop UITK-3.3)

TectupoBaHKe OLEHMBAETCS B COOTBETCTBUU C IPOLIEHTOM INPABWJIBHBIX OTBETOB, JAHHBIX
00yyaroImuMcs Ha BOIIPOCHI TECTA.

CrannmapTHas IIKaja COOTBETCTBHS PE3yJIbTATOB TECTUPOBAHHS BBICTABIIIEMOW OalIbHOM
OLICHKE:!
- «OTJINYHO» - CBBIIIE 85% MpaBUIIBHBIX OTBETOB;
- «xopomo» - ot 70,1% 1o 85% npaBuiIbHBIX OTBETOB;
- «YIOBIIETBOPUTENBHO» - OT 55,1% 10 70% mpaBUIBHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEILHO
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHMSI, BIIAJIEET

TepPMUHAMHU U 00J1aJ]a€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (XOpOIII0): TECTUPYEMBIil B IIEJIOM JIECMOHCTPUPYET CUCTEMHBIC TEOPSTUICCKIE 3HAHMUS,
BJIaficeT OOJBIIMHCTBOM TEPMHUHOB M 00JIQJIaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YIOBJIETBOPHUTEJBHO): CHCTEMHBIE TEOPETHUECKHE 3HAHUA Y TECTHPYEMOIO
OTCYTCTBYIOT, OH BJIaZACCT HCKOTOPBIMU TCPMHUHAMH M Ha BOIIPOCHI TCCTA pPCarupyeTt AJOCTATOYHO
MEJICHHO.

«2» (Hey10BJIETBOPUTEIbHO): CHCTEMHBIC TEOPETUYCCKUE 3HAHUSA Y TECTHPYEMOTO
OTCYTCTBYIOT, TEPMHHOJIOTUEH OH HE BIIaJICET U Ha BOMPOCHI TECTAa PearupyeT MEIJICHHO.

8.2.5. MHrorosoe coorBercTBHEe OANJIBHON  IIKAJAbl OHEHOK M  YPOBHeH
c()OpMHPOBAHHOCTH KOMIIETEHIMI N0 TMCHHUILJIMHE:

YpoBeHb
copMUPOBAHHOCTH Ouenka IMosicHenne
KOMIEeTEeHINHU

TEOPETUYECKOE COMIEPKaHUE M MPAKTHUYECKUE HABBIKU IO
TUCIIUTIIIHE OCBOEHBI MTOTHOCTHIO;

Bricokuii 3aureHo BCE MPEAYCMOTPECHHBIE MPOrpaMMoi OOydeHHs ydeOHBIC
3a/1aHUA BBITIOJIHEHBI HA BBICOKOM YPOBHE;

KOMIIETEHIIUU CHOPMHUPOBAHBI

TEOPETUUECKOE COACPKAHNE U MPAKTUYECKHE HABBIKU IO
JTUCIMITIINHE OCBOEHBI MTOJIHOCTHIO;

Cpennuit 3auTeHo BCE MPENLyCMOTPEHHBIE MPOrpaMMoil oOyueHHs ydyeOHBbIE
3aJIaHUs BBIIIOJHEHBI C HE3HAYUTEIbHBIMU 3aMEYaHUSIMU;
KOMITETCHITUH B 1IEJIOM CQOPMHUPOBAHEI

TEOPETHUECKOE CONEPIKAHUE M MPAKTHUECKUE HABBIKU IIO
JUCLUIUIMHE OCBOEHBI YaCTUYHO, HO MPOOENbl HE HOCAT
Y nosneTBopH- 3auTeno CYIIECTBEHHOTO XapaKkTepa;

TEJIbHBII OOJIIIIMHCTBO TIPEyCMOTPEHHBIX MPOTPaMMO 00yYEeHUS
yueOHBIX 3324 BBIIIOJIHEHO, HO B HUX UMEIOTCS OLINOKH;
KOMIIETeHIMH chOPMHUPOBAHBI YACTHYHO

TEOPETHUECKOE COJCPIKAHNE U MPAKTHYCCKHE HABBIKU IO
JUCHUIIIMHE HEC OCBOCHBI,

OOJIBIIMHCTBO MPEIYyCMOTPEHHBIX MPOTPaMMOiN 00ydYeHUS
He 3auteno yUeOHBIX 3aaHuii THOO0 HE BBITIOJIHEHO, JIUOO COACPKUT
rpyOBIC OIIHOKH;

JIOTIOJTHUTEIIbHAS CaMOCTOSITEeIbHAS pabota HaJI
MaTepraIoM HE MPHUBOJUT K KAKOMY-THOO 3HAYMMOMY

Heynosnersopu-
TeJIbHBIN
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MOBBIIICHUIO KAYECTBA BBITIOJHEHHS YISOHBIX 33 /JaHHI,
KOMIIETEHIINU He CHOPMHUPOBAHBI

8.3. Meroauveckue MarepuaJbl (TUNOBble KOHTPOJIbHBbIE 3aaHUA), ONpeaessiionue

pe3yabTaThl 00y4eHHs MO JMCUUILIHHE, COOTHECEHHbIE ¢ HHAMKATOPAMH J0CTHKEHUS

KonTponbHble 3a1aHus, IpUMEHsEMbIE B paMKaxX TEKYIIETro KOHTPOJISI U MPOMEXYTOUHOU
aTTeCTalUy 10 IUCLHUILIMHE, HOCSAT YHUBEPCAIBHBIN XapaKTep U MPEAYCMATPUBAIOT BO3MOXKHOCTD
KOMIUIEKCHOM OLIEHKM BCEro Habopa 3asBICHHBIX [0 JAaHHOW JWUCUMIUIMHE HHIWKATOPOB
c(hOpPMUPOBAHHOCTH KOMITETEHITHIA.

8.3.1. Texkymmii KOHTPOJIB (Pa00Ta HA NPAKTHYECKHUX 3AHATHSX)
(bopmupoBanue komnerennuu [1K-3, nanukatop UITK-3.3)

IIpuMepsbl 3a1aHuii 1J151 NIPAKTHYECKUX 3aHATHI
3aoanue 1.
[IpencraBbte, uto Bhl paboTaeTe B KOMIaHUKM PYKOBOJUTENEM OT/AeNa mpodax. Bam HeoOxoamumo
COCTaBUTH JODKHOCTHYIO MHCTPYKIIMH HA BAKAHTHYIO JOJKHOCTh — MEHEKEPA OTIENA TPOJAXK.
ChopmynupyiiTe OCHOBHBIE pa3/ieibl JOKHOCTHOW MHCTPYKLMU: KBAIM(UKAIIMOHHBIE TpeOOBaHUS,
JOJDKHOCTHBIE  O0SI3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aUMOOTHOILCHHUS. Odopmure
JOJKHOCTHYIO MHCTPYKIMIO CO BCEMH HEOOXOIUMBIMHU PEKBU3UTAMH JJAHHOTO TOKYMEHTA.
3aoanue 2.
Heobxonumo  3amonuute  llltaTHoe  pacmucanue B COOTBETCTBUM C  TpeOOBAHUAMH,
MPEIBSIBISEMBIMA K OPTaHHU3AI[MOHHO-PACTIOPSAUTEIBHBIM JOKyMeHTaM (YHuUIIMpOBaHHAS
dhopwma llITaTHOTO pacMcaHus MpHUIATacTCs)
3aIoHSIOTCS BCE PEKBU3UTBHI.
3aoanue 3.
[IpencraBbre, uTo BBl paboraere B oTHeNe KaJapoB opranu3anui. Bam Heo0X0AMMO MOATOTOBHUTH
MIPOEKTHI KaJAPOBBIX TOKYMEHTOB
1. Ha ocHOBaHUU 3aKII0OYEHHOTO TPYIOBOIO J0roBopa o npueMme Meanosa .M. Ha nomKkHOCTH
MEHEKepa B Ballly OpraHu3annio opopMuTe Mpukas mo JUIHOMY COCTaBy O MpHUeMe Ha paboTy (1o
yaupumpoannoit popme T Ne 1).
2. CoctaBbTe U 0GOPMUTE XApAKTEPUCTUKY Ha COTPYJIHUKA OTAeNa KaJpoB, MOIMHCAHHYIO
PYKOBOJIUTENIEM JaHHOTO CTPYKTYpHOro mnojpaszzaeneHus. Opranuzanuio, GpaMuiuym paOOTHHKOB
YKa)XHUTE CAMOCTOSITENBHO.
3. CocraBbTe U 0POpPMHUTE 3asiBICHUE O MEPEBOJE HAa JPYTyI0 paboOTy, B KOTOPOM YKaKUTE
CTPYKTYpPHOE TMOJpa3JeieHue, TO0JDKHOCTh, TPHU HEOOXOAUMOCTH — OCOOEHHOCTH B paboTe
(memonHbIN paboumii neHb, MovacoBas orara). Ha ocHOBaHMHU 3asBIIEHUSI COCTaBbTE MPHUKA3 IO
yaupummpoannoit popme T Ne Sa
3aoanue 4.
4.1. CoctaBbTe pacnopsiKEHHE PYKOBOJIUTEN 00 OpraHu3allvu JeXKypcTBa B MPa3IHUYHBIE JHU C
31 nexabps 2020 roma mo 10 smBaps 2021 roma. [lpeanmoxkute 3am. nupektopa mo AXY
(aIMUHUCTPAaTUBHO-XO3UCTBEHHAsl 4acTh) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 mo 17-00 u
MIPOBEPUTH U OIeyvaTaTh Bce cly:keOHble momelnieHus. OOsHKUTe MOATOTOBUTH HA YTBEPKIACHHE
rpadpuk nexypcrBa 10 31 gexabps. Opranuwzanmuio ¥ (GaMmiIuu JTOJDKHOCTHBIX JIMIl YKAXKHTE
CaMOCTOSITENILHO.
4.2. B cootrBeTcTBHH ¢ YHU(DHIIMPOBAHHON (OPMOM MpHKa3a O MOOUIPEHUN PpaOOTHUKA 3aIOTHHUTE
BCE HEOOXOAMMBIE PEKBU3UTHI, BKIIFOUYAs TIOIMTUCH.

8.3.2. Texkymmii KOHTPOJIb (IOATOTOBKA pedepara)
(popmupoBanue komnerenuuu I1K-3, nnaukatop UIIK-3.3)
IIpumepHbIe TeMbl pedepaToB
IIpumepHas TemaTHKa pedepaTos:
1. JlokyMeHTalMOHHOE O0eCTIeYeHre YIIPaBICHHUS, €T0 3a/1a4d, PYHKIIUH.
2. Hopmarusnsle gokymentsl (I'CJIOY, 'OCTr1). [TonsiTHe cTangapTH3alMy U YHU(PHUKALHH.
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3. Knaccudukanust JOKyMEHTOB.

4.PeKBU3HTHI YIIPABICHYECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, NX 0POpMIICHHE.

5. TpeboBaHMsI K TECTY TOKyMEHTA.

6. bnank. Buast 6nankoB. TpeboBanus k O1aHKaM TOKYMEHTOB.

7. Opranu3aioOHHbIE JOKYMEHTHI.

8. PacnopsaurenpHble JOKYMEHTHI. [IprKa3bl 10 OCHOBHOM JesATeNbHOCTH. PacniopskeHus.

9. UadopManimoHHO-CTIpaBOYHBIE TOKYMEHTHI. JloKIaHbIie, 00bsICHUTENbHBIC 3anUCKH. CTIpaBKHU.
10.

11

AxTpl, nX BUabl. COCTaBICHHUE aKTOB.

. [IpoTtokonel 3acenanuii, copemanuii. [loaHas u kpaTkast GopMbl TPOTOKOIA.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

JenoBas nepenucka.

JIOKyMEHTUPOBaHUE MPOLECCOB JBUKEHUS KaJIpPOB.

IIpukasel 10 TMYHOMY COCTABY.

JInunoe 3asBneHuE. BeneHne TMYHbBIX KapTOYeK.

TpynoBoii 10roBop.

Benenue TpynoBbix kHmxkek. OdopMiieHHe TUUHBIX Jell.

Texnonorus paboTsl ¢ fokymMeHTamu. Opranu3zanus JOKyMEHT0000poTa.
Peructpanus 10KyMeHTOB.

KoHTpoiib ucnonHeHus: JOKyMEHTOB.

Howmenknarypa agen. Cucrematuzanusd neil. QopMupoBaHUE JEI.

8.3.3. Texkymuii KOHTPOJIb (TeCTUPOBAHME)

(popmupoBanue komnerenimu [1K-3, unnukarop UIIK-3.3)
IIpumeps! TeCTOBBIX 3aIaHUI
IIpuMepbI TeCTOBBIX 3aIaHUI

PaCHOpﬂI[I/ITe.]ILHLIe JOKYMEHTBI, OTpakaoumue pe3yabTart KOJUIETHAJIbHOM JeATEeJbHOCTH

U
U
M
M
U

NPUKa3, pacropsiKeHNe
pacnopsbKkeHue, yKa3aHue
MOCTaHOBJICHUE, PEIICHUE
IPOTOKOJI, aKT

JIOTOBOP, YCTaB, COTJIAIIICHNE

OcHOBHbBIEC PEKBU3HTBI JIOKYMEHTA

M
(]

U
U
U
U

TEKCT, OTMETKA O NPUIIOKCHUH

TEKCT, OTMETKA O IIPWIOKEHUH, 1aTa, UHIEKC, 3aT0JI0BOK K TEKCTY

TEKCT, Ipu( yTBEP>KACHUS, IOANNCH, [1€4aTh

TEKCT, 3ar0JIOBOK K TEKCTY, MMOJIUCH, TpU( COTracoBaHus, rpu¢ yTBEpKACHUS, 1eYaTh

TEKCT, OTMETKa O MPUJIOKEHUHU, Tpr( COTIIacCOBaHUs, BU3bI COINIACOBaHMUS, IpU( yTBEPKICHHS

TCKCT, aapccCar, I‘pI/I(l) YTBCPIKACHUSA, BU3LI COITIACOBAHUA, IOANNCH, [ICYATH

HopMaTuBHBIH JOKYMEHT, perjaMeHTHPYIOIIUil TpeOoBaHMs K O0(OPMIIEHHIO JTOKYMEHTOB

U
U
M
U
U

o01mero aAMMHUCTPAaTUBHOTO ynpasjaeHusi (OP/I)
I'OCT P 51141-98

I'OCT 6.10.5-87

I'OCT P 7.0.97-2016

EIrCaAoy

WHCcTpyKIus 10 AEI0NPOU3BOACTBY

AKT M «Tpu( yTBepKIEHHD)

OO0

aKT BCErJa YTBEPKIAETCA PYKOBOJIUTENIEM OpraHn3aluu

aKT YTBEPKIAETCS BBILLIECTOSIIIUM OPraHOM YIIPaBJICHUS

YTBEPKIAOTCS TOJIBKO HEKOTOPBIE BUJIBI AKTOB

aKT He UMeeT «rpuda yTBEpPKIACHUD)

aKT yTBEPKJAETCs, B 3aBUCUMOCTH OT PELIECHUs PYKOBOJICTBA OpraHU3aluN
aKT YTBEPKAAETCs, B 3aBUCUMOCTH OT BBILIECTOSIIETO OpPraHa yIpaBiIeHHUs

Cpoxk neilcTBUSI OPraHU3aANUOHHO-TIPABOBBIX IOKYMEHTOB

(]

OT OJHOI'O A0 ITATH JICT
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M 110 MOMEHTA X OTMEHEHI

L] mo Tpex net

] mo mecaru ner

M 10 BBe/IEHHS HOBBIX B3aMEH YCTapPEBIINX

MarepuajibHbIii HOCHTEJb HHMOPMANUM O COOBITMSIX U SIBJEHUSAX O0bEKTHBHOM
AefiCTBUTEILHOCTH M MBICJUTEIbHOI 1eATeIbHOCTH YeJ0BeKa - ITO...
Ilpasunvrvie sapuanmor omeema: JOKYMEHT; JlokyMeHT; OKYMEHT;
Kommuieke MeT010B U Po1eccoB padoThl € JOKYMEHTAMM, OCYIIeCTB/IsAeMblil NpeANpUsiTHEM
MPH BHINOJHEHUH UM CBOUX PyHKUMUIH - ITO ....

[l noKyMEHTallMOHHOE 00eCIeYCHUE YIIPaBICHHUS

M nenonpousBoOACTBO

L] cucrema JOKyMEHTAIUH

[] moxymeHTHpOBaHHE

L] moxymeHTOOOOpOT

[] nokyMeHTHpOBaHHE YIPABICHYECKON ACATEIBHOCTH

JoKyMeHTHI KiIaccu(puuupyoTes o rpudy Ha ...

L] opuruHasbl, KOMKUK ¥ MOJTHHHUKA

L] BHemIHWE U BHyTPEHHHE

L] unauMBUIyasbHBIC, TUIIOBBIC U TpadapeTHbIC

L] pykomucHbIe, MeYaTHbIC U 3JICKTPOHHBIC

[] opraHu3aiuoOHHBIC, PACTIOPSIIUTEIbHBIC, CIPABOYHBIC

M koH(pUICHIMAIbLHBIE, OTPAHUYEHHOTO JOCTYIIA U OTKPBHITOTO MOJIb30BaHMs
IMocsenoBaTeJIbHOCTD U3JI0KEHHSI MOJ0KEHU Y cTaBa npeanpusiTus
00IIHMe MOTOXKEHUS

CBEJICHHs 00 YCTaBHOM KaruTase

OpTraHU3aIOHHO-TIPABOBBIC OCHOBHI JIEATEIIHPHOCTH OPTaHU3aluN
OpraHbl YNIpaBiICHUs U KOHTPOJIS, UX KOMITETEHIUS

MpaBuJIia BEJCHUS Y4eTa U OTYETHOCTU B OPTaHU3AINH

MOPSIIOK pactipeiesieHus MpuobL U hopMUpOBaHKE (POHIOB

0c00bIe BOMPOCHI IEATEILHOCTH OpraHU3aluu

YCIJIOBUSI pEOpraHu3alliy U JIMKBUIALUN

JTansl paéoThbl ¢ BHYTPEHHUMH 10KYMEHTAMH

MOJTyuyeHHUe yKa3zaHus Ha pa3paboTKy TOKyMEHTOB

pa3paboTka mpoeKTa JOKyMEHTa

CorjacoBaHUE MPOEKTa JOKyMEHTa

KOPPEKTHPOBKA TOKYMEHTa, €ro o(opMIIeHUE

MOJIMTMCaHNEe, YTBEPKICHHE

perucTparys u THPaKUPOBAHHE

JOBEJICHUE /10 UCTIOJTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA

IIPUEM HCIIOJIHEHHOTO TOKYMEHTA, CHATHE C KOHTPOJIS

10: Tekyliee apXUBHOE XpaHEHUE

KoHTpoJib HCTI0/IHEHHSI JOKYMEHTA OPpraHu3yeTt

M cnyx6a I0Y

L] pykoBOAMTENN BCEX PAHTOB

[J cekperapuar

L] ciyx0a KOHTpOJIs

L] ompeneneHHOE JOHKHOCTHOE JIUIIO

L] pykoBOAMTENb MPEAIPUATHS

OcHoBaHMeM /1Sl IPeAbSIBJIEHUS MPETEH3UN SABJIAIOTCH JOKYMEHTbI
M komMMepuecKuii akT, cepTU(UKAT Ka4eCTBa, JJOTOBOP, aKT IIPUEMKH TOBapa, TpeOOBaHUSI
[J ceprudukar kauecTBa, JOrOBOpP, aKT MPUEMKH TOBapa, TPEOOBAHHS

L] xoMMepuecKHii aKT, cCepTHU(UKAT Ka4eCTBa, aKT IPUEMKH TOBapa, TPEOOBaAHHUS
[J ceprudukar kauecTBa, akT MPHUEMKH TOBapa, TpeOOBaHMUS

A R

\OOO\IQ\SJ_I-BMNM
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K HeperncTpupyeMbIM OTHOCSITCS JOKYMEHTBI

|

|

U
U

O

MHPOPMALIMOHHBIE MaTepualibl, PEKJIAMHBIE M IO3/ApPaBUTEIbHBIC IHCbMa, MPOrPaMMbI
CEMUHAPOB, COBEIIAHMM, KOHPEPECHITHI

KOIMM HOPMATHUBHBIX JOKYMEHTOB, IMOCTAaHOBJICHHUS W PACHOPSDKEHUS TOCYAapCTBEHHBIX
OpraHoB, OOBSICHUTEIbHBIC 3AITHCKN
CIIy>KeOHBIE 3alUCKHU, TUChMa, TeJIerpaMMBbl, (pakcorpaMmbl
pEKJIaMHBIE IPOCTIEKTHI, IIPOTOKOJIBI KOJUIETHATIBHBIX OPTaHOB, CPABOYHBIC MAaTepHAaIbl, IIIAHBI,
MIPOTpaMMBbl, CBOJIKH, OTYETHI
N¥ChMa BhICIIEH HHCTAHINH, TPEOOBAaHMS, ICKH, IIPETEH3UH, KOJUIECKTHBHBIE I0TOBOPA

CooTBeTcTBHE ITANOB MOJATOTOBKH YNPABJEHYECKHUX PellIeHUi cTagusiM padoThl

aHanu3 TPOOJIEeMHOW cHTyanud, (OPMHUPOBAHHWE CTaaMsl pa3paOOTKU PEIICHUS

LIeJIEH, OLICHKA MTPEANIOYTEHUN PEILICHUI

OIICHKAa paclojiaraéMoro BPEMEHH, OIpe/lesieHHe IOATOTOBUTEIbHAS CTAIMs
HEO0OXOUMBIX PEeCypCoB

dbopMHupoBaHHEe  KpPUTEpUEB  BbIOOpa, BBIOOP CTaaus BHIOOpA pEIICHUS
€IMHCTBEHHOTO PELICHUS

OpraHu3alys BBINOJHEHHs] pELICHUs, aHalu3 M  CTaus peaau3aliy MPUHATOrO PEeIIeHUs
OILIEHKA JIOCTUTHYTOTO pe3yJbTaTa

IlocsienoBaTeIbHOCTH JITANOB MOATOTOBKH YNPABJIE€HYECKHUX pelleHUil, BXOASIINX B COCTaB
MOJAITOTOBUTEJILHOM CTA/IMU U CTATUM Pa3padOTKH pellleHus

0NN AW -

BBISIBIICHHE U ONMCaHKUE POOIEMHOM CUTyaluu
OLIEHKA pacIoJlaraéMoro BpeEMEHH
oIpeJieIeHne HeOOXOUMBIX PECYpPCOB

aHanmu3 IpoOJIEeMHON CUTyaIH

dbopMupoBaHueE HIETEH

OIIpeJIeJICHUE OTPaHUYCHUN

pa3paboTka BapMaHTOB PELICHUN

OLICHKA MIPEATIOYTEHUN PEILICHUI

Craamu aHaaM3a aJbTEPHATMB H BbIOOpPa NPOrPaMMHOIO MPOAYKTA AaBTOMATH3ALUH

1.
2.

AOKYMEHT0000poTa
CocraBiieHne nepeyHs IpeabsIBIsIeMbIX OCHOBHBIX ()YHKIIMOHATIBHBIX U CHCTEMHO-TEXHHUYECKUX
TpeOOBaHUI K KOPIIOPATUBHOM CHCTEME aBTOMATU3AIUN JOKYMEHTO000pOoTa
Bri6op cuctembl BecoBbIX Kod(duimeHToB (0amioB) WM paH)KUPOBAHUE I SKCIEPTHOM
OIICHKH
OueHka MOporpaMMHBIX MPOAYKTOB C TOYKH 3pEHUS MPEAbIBISAEMbIX OCHOBHBIX
(YHKIMOHATBHBIX TPEOOBAHUI U CUCTEMHO-TEXHHUECKUX XapaKTEePUCTUK
OT6op mporpaMMHBIX MNPOAYKTOB, YAOBIETBOPSIOUINX BBIOPAHHBIM (PYHKIMOHAIBHBIM U
CUCTCMHO-TCXHUUCCKHUM KPUTCPUAM
OrneHka aanTalioOHHBIX BO3MOXXHOCTENH OTOOpAaHHBIX MPOAYKTOB
OT100op mpPOrpaMMHBIX MPOAYKTOB, YAOBJIECTBOPSIOUIMX KPUTEPHSIM aJalTallMOHHBIX
BO3MOKHOCTEN
CpaBHUTENbHAS OICHKA 3aTpaTt, CBSA3aHHBIX C MPUOOPETEHHEM U BHEIPEHHEM IPOTPAMMHBIX
MIPOJYKTOB
OrneHka oOmbpITa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB pEmyTaluu (HUPMbI-
pa3paboTunka
Br16op nporpammHoro obecreyeHust Ij1sl CHCTEMbI aBTOMATU3alluu JOKYMEHTO000pOTa

8.3.4. [IpoMe:KyTOYHBII KOHTPOJIb (BONPOCHI K 324€TYy)
(popmupoBanue komnerenuuu I1K-3, nnaukatop UIIK-3.3)

IIpuMepHbIe BONPOCHI K 3a4eTy

TexHon0rusa JOKYMEHTAMOHHOTO 00eCIeueH sl yIIPaBICHUS.
[Mopsimok coctaBieHust 1 0POPMIICHHS PACTIOPAIUTEIBHOM TOKYMEHTALINH.
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3. Cnyx0a MOKyMEHTallMOHHOTO o0ecrieueHus ynpasieHus. TpeOoBaHUs K OpraHu3aliy CUCTEMBI

JIOKYMEHT0000pOTA.

TpebGoBanust kK GOPMHUPOBAHMIO JCIT B JICTOTMPOU3BOJICTBE.

[Topsanox BBeAEHUS B I€HICTBUE NIPAaBUJI BHYTPEHHETO TPYI0BOTO paclopsiaka.

JIOKyMEHTUPOBAHHE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSM SKOHOMUYECKOHN ACSATEIBHOCTH.

IloaroroBka JOKYMEHTOB K C/au€ B apXUB.

Knaccudukanms pexuzutoB o 'OCTY P 7.0.97-2016 «Cucrema cTanaapToB 1o HHGpOpMaIu,

OUOIMOTEUHOMY M M3JaTeNNbCKOMY feny. OpraHn3alioHHO-PacIOPsIINTEbHAS TOKYMEHTAIUS.

9. Pa3BuTHE 2JIEKTPOHHOTO JOKYMEHTOOOOpPOTa B OpraHU3aIINH.

10. ITnaHOBO-OTYETHASI TOKYMEHTALIUA.

11. ABTOomMaru3anus AeJIONPOU3BOACTBA.

12. Cnyx6a KOHTPOJIS BeICHHUS KaIpOBOM JOKYMEHTAIIMH HA MPEATIPUIATHH.

13. TlonsTus O MAOKyMEHTaX, cCrocobax TOKYMEHTHPOBAHHUS, HOCHUTEISAX uHbopMaluu u
(GYHKIMSAX TOKYMEHTA.

14. TlpaBuna opopmieHHUS U BbIIaYX KOMIUHA JOKYMEHTOB.

15. Opranusanus onepaTuBHOIO XpaHEHUsI IOKyMEHTOB.

16. DxcnepTu3a IEHHOCTH JOKYMEHTOB.

17. TlpaBuna coctaBieHus U OQPOPMICHHUSI HOMEHKIIATYPbI JIEII.

18. ITpu3Haku kiaaccupuKaiu HOMEHKIATYPHI eIl

19. Kpurepuu oueHKH JOKYMEHTOB.

20. Cucrembl 1OKYMEHTALMM 110 JIMYHOMY COCTaBYy.

21. Ocobennoctr 0(hOpMIICHHUS JTUIHBIX JOKYMEHTOB.

22. Cuctemsbl 1 HOPMBI TOKYMEHTOB.

23. OcCHOBHbIE IOTOKH IOKYMEHTALIUH.

24. Cnyxebnble 3anucku. TpeboBaHus K 0POpMIICHUIO.

25. OCHOBBI 3aKOHOJATENILCTBA 110 ADXUBHOMY JIEITY.

26. CocraBiienne u 0OpMIICHHE CITy>KEOHBIX ITHCEM.

27. PexxuMbl XpaHEHHsI JOKYMEHTOB.

28. Omnwucek nena. [IpaBmita popmupoBaHue JOKYMEHTOB Ha apXHUBHOE XpaHEHUE.

29. Posib JOKyMEHTAIIMOHHOTO O0ECTIeYeHH s YIIPABICHHs B COBPEMEHHOI OpraHu3aliy.

30. OcCHOBHBIE XapaKTEpHbIC YEPTHI OPraHU3aMOHHO-ITPABOBOM TOKYMEHTALIUH.

31. Pernamenranus 10KyMEHTAIlMOHHOTO 00ECIICUEeHNUS YIIPABICHHUS.

32. CoctaB u oopMiIeHUE PACTIOPSTUTEIHHOM JTOKYMEHTAIUH.

33. Texnonorust paboThl ¢ KOH(PUICHIUATHHBIMA JOKYMEHTAMHU.

34. CocraBnenue u opopMICHUE aKTOB

35. Odopmurensckue pekBU3UTHL. COCTaB PEKBU3UTOB JTOKYMEHTOB.

36. CtpykTypa oopMIICHHS TOKHOCTHBIX HHCTPYKITHM.

37. Opranusanusi KOHTPOJIS UCIIOHEHNS JOKYMEHTOB.

38. CocraBienue u opopMiIeHHE TPOTOKOIIA.

39. Ilopsmok cocTtaBieHUss U OQOPMIICHHS TAaOMUI] U PUCYHKOB B HAYYHO-HCCIEIOBATEIHCKOM
oTUeTe.

40. Opranuzanust paboThI C TOKYMEHTaMHU.

41. IlpaBuna opopMeHUs TPUITOKEHUH.

42. Tlonsatue o fokyMeHTooOopoTe. DOpPMBI PETUCTPALIUU TOKYMEHTOB.

43. CocraBnenue u oopMIIEHUE JOTOBOPOB.

44. ®naroBoe M NPOAOIBLHOE PACIIOI0KEHUE PEKBU3UTOB.

45. YupenurenbHble TOKYMEHTbI OpraHU3aliHy.

46. OueHka 3HAYUMOCTH TOKYMEHTOB U CPOKU UX XPaHEHUSI.

47. TpeboBaHus, NpeabsBISIEMbIE K TEKCTaAM IOKyMEHTOB.

48. CocTaB OpraHU3alMOHHO- MPABOBBIX IOKYMEHTOB.

49. ®opwmsbl peructpaiuu 10KyMeHToB. [lopsaok peructpanuu.

50. TexHonorwust paboOTHI ¢ KaApPOBOIl TIOKyMEHTALIUEH.

51. CocTtaB u CTpyKTypa IITaTHOTO PacHUCaHUsI.

52. CoctaB HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

S A
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53.

54
55

56.
57.
58.
59.
60.

61.
62.

OCo0eHHOCTH TOJIOKEHHUS O CTPYKTYPHOM MOJpa3AeICHUN OpTaHH3alnH.
. brnanku u popmatbl JOKyMEHTOB.
. 3amaun ¥ MyTH BHEIPEHUs] aBTOMATU3UPOBAHHOIN CHCTEMBI JOKYMEHTAIIHOHHOTO 00ECTICYeHNUS
yIpaBICHUS

OCHOBHBIE KJIACCHI THPAXHO - 3aKa3HBIX ABTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTAIIHOHHOTO
o0ecrieyeHns yrpaBiIeHUs
OKCIUTyaTallMOHHBIE XAPAKTEPUCTHKHA aBTOMATH3MPOBAHHOM CHCTEMBI JIOKYMEHTAIIMOHHOTO
o0ecrieyeHns ynpaBiIeHUs
TexHonmornu MporpaMMHON peann3alii aBTOMAaTH3UPOBAHHOW CHCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHns ynpaBieHUs

Kpurepun anamm3a aBTOMaTH3MPOBAaHHOW CHCTEMBI JIOKYMEHTAI[HOHHOTO OOeCTIeUeHHs
yIpaBICHUS

Cocrasnenne u oopmiieHHE TPUKA30B IO OCHOBHOH JIESITEITBHOCTH.

OcobOeHHOCTH BBIOOpPA CUCTEMBI aBTOMATU3AIIHH.

CrpaTternn BHEAPCHHS aBTOMATH3WPOBAHHOW CHCTEMBI JIOKYMEHTAIIMOHHOTO OOECTIeYEeHUS
yIIPaBJICHUSL.
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