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1. IlepevyeHb NIaHNPYEMBIX Pe3yJbTATOB H3y4YeHHUS TUCHUILIMHbI, COOTHECEHHBIX €
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bHON MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CIEAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10
JMCIUIUTNHE «/{0OKyMEeHTHpOBaHHE YIIPaBICHYECKON AEATEITLHOCTI

Kox v nanmenoBanue NHaukaTopbl 10CTHXKEHUS] KOMIIETEH MU
KOMIIeTeHI M

[TK-3 Crioco6eH ocyIecTBIsATh [TIK-3.1. [IpumeHsieT cOBpeMEHHbIE METO/IbI U MO
CTPAaTETUYECKOE U TAKTUUYECKOE yIpaBlIeHUS] THBECTHIIMSIMH B LIEJISIX MAaKCHUMU3AIHH
yhpaBiieHUE MPoIleccaMu B CTOMMOCTH Ou3Heca

OpraHu3anyuu [1K-3.2. Pa3zpabarbIBaeT U peaqn3yeT KOMILUIEKC MEPOIIPUITHI
1o obecrieueHnU Y3HHEKTUBHOCTH (PUHAHCOBO-X035HCTBEHHOM
JESTEIIbHOCTH YIIPABIISIEMOW KOMITAHUH TI0 KITFOUEBBIM
MOKa3aTessim

[1K-3.3. O060cHOBBIBaeT pe3ynbTaThl pelieHus
CTpaTEernyecKux U OMEePATUBHBIX YIPABICHUYECKHUX 3a/1a4 U UX
BIMSHUE HA pPE3yibTaThl JCATEIBHOCTH OpraHu3alluid B
TEKYIIeH U JOJITOCPOYHOI MEPCIEKTUBE

2. Mecto mucuunjnibl B ctpykrype OITIOII
VYyeOnas aucuuminuHa b1.B.12 «JlokyMeHTHpOBaHUE YIPaBICHUYECKON 1eATEIbHOCTH
OTHOCUTCS K 4acTH, GopMuUpyeMoil yuyaCcTHHKaMH oOpa3oBaTelbHbIX OTHOLICHMH, mukma b.1
«JIncuuIuIHbl (MOJTYIJIH )».

3. O0beM AUCHUNJIMHBI B 324€THBIX eIMHUIIAX ¢ YKA3aHHEM KOJIHYeCTBA aKaJeMHUYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalouuxcs ¢ npenojaasareieM (Mo BUaamM
3aHATHIA) U HA CAMOCTOSAITEJIbHYI0 padoTy 00yYaromuxcst

OOmast TpynoeMKoCTh (00beM) IUCHMIUIMHBI «/OKyMeHTHpOBaHUE yNpaBIeHYECKOH
JIESITEIbBHOCTHY COCTaBISeT 4 3a4eTHbBIE €IUHULIBI.

O0béM IMCHMNJIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049Has popMa

o0yueHust
Bua y4eOHoii padoThI Beero Cemectpet

4yacoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToMm umcne: - - -
Jlexmun 20 20 -
[TpakTuueckue 3austus (I13) 20 20 -
Cemunapsi (C) - - -
Jlaboparopubie paboTsl (JIP) - - -
CamocrosiTejibHasi pa6oTa (Bcero) 68 68 -
B Tom uucne: - - -
KypcoBoii mpoekT (pabota) - - -
KoHnTtponbhas padota - - -
Pedepar 10 10 -
[ToaroToBka K MPaKTUYECKUM 3aHITHSIM 48 48 -
TectupoBanue 10 10 -




Bun npomexyTOYHOM aTTecTaluy — 3K3aMeH 36

36 -

OO01mmast Tpy0eMKOCTh Jac / 3a4. e]l. 144/4

144/4 -

4. ConepskaHue QU CHUATINHbBI

4.1. Pa3nennbl IMCHUIIMHBI M TPYA0EMKOCTD 110 BUAAM Y4eOHbIX 3aHATHI

Ne Pa3zgen/Tema

Buabl yueOHbIX 3aHATHH, BKJIOYAS
CaMoOCTOSITeIbHYIO PadoTy o0y4arouuxcs, 4ac

Oo6masn
TPYAOEMKOCTH

n/n JIMCIMILTHHBI KonTakTHas padora

CamocrofTeNab-

o]
&
@
g
=

JICKIIUH
3AHATHUSA

NpaKTHYeCKHue Has padora

00yyauuxcs

1. Beeneuue. Tema 1.
JlokymeHTHpoBaHue
yIpaBleHYeCKON
JesTeNIbHOCTH. TpeboBaHus
K 0(hOpMIICHHIO
JIOKYMEHTOB

2. Tema 2. Cucrema
OpTraHU3aIMOHHO-
pacrnopsiIuTeIbHON
JIOKYMEHTAITHH.

10 3 2

3. | Tema 3.
JlokymeHTupoBanue
TPYIOBBIX
IIPaBOOTHOLIEHUH.

10 3 2

4. Tewma 4. JloroBopHO-
MpaBoBasi JOKyMEHTAIHSI.
JIOKyMEHTBI 8 3 -
BHEIITHEIKOHOMMYSCKOM
JIeSITeIIbHOCTH.

5. Tema 5. Texnonoruu
JIOKYMEHTAllMOHHOTO 10 3 2
oOecnieueHus ynpaBIeHUsl.

6. Tema 6. Cuctemsl pabOTHI C
KOH(pHICHIIMATEHBIMU 10 3 2
JIOKYMEHTaMHU.

7. Tema 7. ApxuBHOE
XpaHeHHne. DKCIepTu3a 8 3 -
IIEHHOCTH JTOKYMEHTOB.

8. | Tema 8. Ilytn BHenpeHus
aBTOMATH3UPOBAHHBIX
CUCTEM 10 3 2
JIOKYMEHTAIUOHHOTO
oOecrnieyeHust yIpaBJIeHuUs

0. Tema 9. OcHOBHBIC KIIACCHI
THPaXHO-3aKa3HBIX
ABTOMATHU3UPOBAHHBIX
CHCTEM
JIOKYMEHTaIlMOHHOTO
obecrieueHus yrnpaBiIeHUs

10. | Tema 10. Kpurepuu 8 2 1




w2
- °:’ Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g ; CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCSl, Yac
Ne Pasgen/Tema S 8
n/o I[I/ICIII/IHJ'[I/IHBI E KonTakTHas paﬁoTa
= CamocTosiTe]Ih-
Bcero F— NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

aHanusa

ABTOMAaTHU3UPOBAHHBIX

CHCTEM

JIOKYMEHTAITMOHHOTO

o0ecrnieueHusl yIpaBjIeHuUs
11. | Tema 11. Ananus

XapaKTEPUCTHUK

aBTOMAaTH3HUPOBAHHBIX

CHCTEM ’ 9 2 2 5

JTOKYMEHTallMOHHOT'O

oOecrnieyeHusl yIpaBJieHus
12. | Tema 12. Ouenka

3 PeKTUBHOCTH BHEAPEHUS

ABTOMAaTU3UPOBAHHBIX 10 3 2 5

CHCTEM

JTIOKYMEHTAIMOHHOTO

obecrieueHus yrnpaBiacHUs
Bcero 108 20 20 68
OK3aMeH 36 - - -
HUroro 144 20 20 68

4.2. ConepxaHue pa3esioB QU CHUILIHHBI
Beenenne

CoBpeMeHHBIII 3Tanm  OOLIECTBEHHOI'O Pa3BUTHUS, XapaKTEepU3YIOLMicA  yriryOieHuem
HYKOHOMHYECKUX CBSI3€H M POCTOM B3aUMO3aBHCHMOCTH T'OCYJapCTB, OOBEKTUBHO O0YCIOBIMBAET
HEMpephIBHOE BO3pacTaHWE pPOJIM HMHGOPMAIMM B COLMAIBHOM M TEXHHUYECKOM IIpolecce, B
pemeHnr TI00ambHBIX TpoOseM. JlOoCTHKEHUS HayYHO-TEXHHYECKOTO Mporpecca BO MHOTHX
oTpacisix oO0ecreyuan BO3MOXKHOCTh MPAKTUYECKOM peanu3anuu Hujaed  (HopMupoBaHUS
MH(pOPMaLMOHHOTO 00IIEeCTBA.

B Hactosmee Bpems HH(OpMalus paccMaTpUBaeTCs Kak pecypc, KOTOpBIH, Kak |
TPaTUIIMOHHBIE PECYpCBl: TPYA, DJHEPrus, TIOJNE3HbIE WCKOMaeMble, - MOXHO JOOBIBATH,
nepepadarbiBaTh, HCIOJNb30BaTh M pacnpocTpaHsaTb. OIHUM M3 HaMpaBiIeHUH HCIOJIb30BAHUS
UHPOPMAITMOHHBIX ¥ KOMMYHHUKAITHOHHBIX TEXHOJIOTHH B JEATEIEHOCTH OPTaHOB TOCY/IapCTBEHHOM
BJIACTH, OpraHU3alMil M  TNpeIupusTHid  SABISETCS  Pa3BUTUE  CHCTEMBI  AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa, CTaHJAPTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTyalbHOCTh
COBEPILEHCTBOBAHUS TPAJAULIMOHHOTO JIJIONPOU3BO/ICTBA OOYCIIOBIMBACTCS HEOOXOIUMOCTHIO
NOBBIIIEHHS Y()(HEKTUBHOCTH YIIPABICHYCCKON NESITETHPHOCTH, YCKOPEHUS JIBIKEHHS IOKYMEHTOB B
OpraHu3allii, YMEHBIICHUS TPYJOEMKOCTH 00paboTku JokyMeHTOB. Co3qaHHas Ha OCHOBE
MEPCIICKTUBHBIX WHPOPMAIIMOHHBIX TEXHOJIOTHIA aBTOMAaTH3UPOBAaHHAS CHCTEMA JIEIIOTPOU3BOJICTBA
JOJDKHA ~ TOBBICUTH  JCWCTBEHHOCTh  YNpaBIGHHs 32  cueT  oOpa3oBaHHs  €IUHOTO
JOKyMEHTOOPHUEHTUPOBAHHOTO MH(OPMAIIMOHHOTO IPOCTPAHCTBA, [AIONIETO  II0JIb30BATEINISM
cpeacTBa d3pPEeKTUBHON COBMECTHOM pabOThI ¢ JOKYMEHTaMH B JIIOOOM MECTE U B JII0O0E BpeMs.

[Ipenmer u CTpyKTypa AMCHMIUIMHBI «JOKyMEHTHpOBaHME YNpaBIEHUECKON IEATEITEHOCTH.
Ponms  nmokymeHTOOOOpPOTa B YNPaBICHUM  MPEANPHUATHEM.  3HAYCHHE  JTUCLUIUIHHEI
«JloKyMEHTHpOBaHHE YNPAaBICHUECKON NESITEIBHOCTH» B IOATOTOBKE CIIEIMAINCTa B O0OJIACTH
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MeHeKMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO 00ECTICUCHUs! YIIPABICHUSL.
Tema 1. [lokymMeHTHPOBaHME YIIPABJIEHYECKOH NesATeJbHOCTH. TpedoBanus Kk
0(p)OPMJICHHIO JOKYMEHTOB.

I'ocynapcTBeHHas cuctema JOKyMeHTanoHHOTro obecriedenus ympasienus (I'CJIOY) - crox
NpaBW, YCTAaHABIMBAIOIIUE €AWHBIE TPEOOBaHMS K JIOKYMEHTHPOBAHMIO YIIPABICHYECKON
JEeATeIbHOCTH M OpraHu3aluy paboThl ¢ JOKYMEHTAMU Ha MPEINpUSATHAX PA3IHYHBIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopMm. CocTaB yIpaBieHYECKUX TOKYMEHTOB. [IOHATHE CHCTEM IOKYMEHTAIUH.
OYHKIMOHAIBHBIE U OTpacjeBble CHCTEMbl JOKyMEHTAllMU. YHU(UKAUUS W CTaHAapTU3ALUs
YIPaBICHYECKUX JOKYMEHTOB. PeriiamMenTanys JOKYMEHTHUPOBAHUS YIIPABIECHYECKON JIEATEIIbHOCTH.
[TocrosiHHBIE W TIEpeMEHHBIE PEKBU3HTHI W TpaBwia HX odopmieHus. bnanku u  ¢dopmarsl
TOKyMeHTOB. DopMyiisip — obpasell JOKyMeHTa. YTJIOBOE U MTPOI0JILHOE PACIIONOKEHUE PEKBU3UTOB.
Yuuguumposannas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEHTALMH.

Cuctema OPJ/]. Oco0eHHOCTH U XapaKTepHbIE YePTHl OPraHU3alMOHHO-TIPABOBBIX JTOKYMEH-
TtoB. CocraBieHue u OQOPMIICHHE OCHOBHBIX OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKILIMS, IIPaBUjIa BHYTPEHHETO TPYIOBOIO PACHOPS/KA, IITATHOE pacluCaHue,
MIOJIOKEHUE O CTPYKTYPHOM MO/Apa3ACICHUN.

PacniopsaurensHas poxkymeHtanust. [IpuHIMOBL cocTaBlieHHs, CTaJUM MOATOTOBKH, BU3MPOBA-
HUS ¥ TIOANUCAHUS PACHOPSAUTENBHBIX TOKYyMeHTOB. CocTaBiieHHEe U O(OPMIIEHUE PaCIOPSIH-
TEJIbHBIX JJOKYMEHTOB: ITPUKA3bl, PACIOPSKEHNUS, IOCTAHOBJICHUS, YKa3aHUs, PELLICHUSI.

CripaBo4HO-MH(OPMALIMOHHBIE JOKYMEHTBI: aKT, JOKIagHas (cioyxeOHas) 3amucka, CIpaBKa,
NPOTOKOJI, CBOJKA, Ciy)keOHOe mucbMo. OcoOEHHOCTH O(OPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
cocTaBieHusi akToB. [lopsOK cocTaBleHHsS AaKTOB CBEPKHM pacyeToB MEXAYy JeOUTopaMu U
Kkpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJJIETMAIBHBIX OPraHoB, COCTaBJICHHE U
oopmIieHre MpoTOKOIA.

Cayxebnble ucbMa. Knaccudukaiys KOppecrioHIeHIIMN; WHUIMATUBHAS U OTBETHAs JIeJIoBas
U KOMMepyecKas. SI3bIK W CTWIb JIeIOBOM KOppecnoHeHUUH. TurnoBble U TpadapeTHble /1e0BbIe
nucbMa. VMHUIMATHBHBIE U OTBETHBIE CIy)KeOHble muchbMa. IluMcbMa 3ampockl W MHCbMa OTBETHI
OpraHu3alui-KpeMTOpoB. TUIOBbIE rapaHTUIHbIE TUCbMa OT OpraHU3aLi (rapaHTOB)

[InannpoBaHue AeSTENBHOCTH YUPEKACHUS - BaKHENIAs QYHKLUS YIPaBICHUS, TO3BOJISIOLIAs
crenarb paboTy yupeXIeHHs MakCHUMalibHO 3¢ ¢eKTUBHOM. OCOOEHHOCTH IUTAHOBBIX JIOKYMEHTOB.
[TnaHOBbIE JOKYMEHTHI: IU1aH, IEPCIIEKTUBHBIN IJ1aH, IporpaMmma, rpagyk, CXeM reHepajibHas cxema.
OrtpacneBble 1ulaHbl U nporpamMMbl. DOpMBI OTUETHOW JOKyMeHTalMu. OTYeTHass U OTYETHO-
CHpaBOYHAast JOKyMEHTALHS.

Tema 3. JlokyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOIICHHI

JlokymMeHTupoBaHuEe paboThl ¢ nepcoHanoM. [IoHATHE M CTPYKTypa MEepCOHATBHBIX JAHHBIX.
TpeGoBanus k 00pabOTKe U Nepeade NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKyMEHTAllUOHHON CHUCTeMBbL. XapaKTepUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIHH.
YuaudunmpoBanHeie (HOpMBI MPUKA30B [0 JTUYHOMY COCTaBy. JIOKyMEHTalusl 10 ydeTy pabodero
BpPEMEHH UM PacueToB € MEPCOHANIOM IO oriare Tpyaa. [IpaBuna BeneHus Tpya0BbIX KHIKEK. CocTaB
NpoLEAyp U JOKYMEHTHUPOBAHHE INpPHEMA, MEPEBO/A, YBOJIBHEHMS NepcoHana. [Ipouecc 3ammTel
MEPCOHANBHBIX JJAHHBIX B KaJIpoBoi ciryk0e. OCOOEHHOCTH XpaHEHUs KaJIpOBOM JJOKYMEHTALIH.

Tema 4. J/loroBopHO-TIpaBOBasi JOKyMEHTALMSA.
JloKyMeHTbI BHEIITHEIKOHOMHUYECKOM 1eITeIbHOCTH

OcobeHHocti cocTaBiaeHUs U OoQopmileHHs J10roBopoB. PaszHoBumHOCTH n0roBopoB. Co-
rnamenne. KoJuleKTUBHBIN JOTOBOp, TPYJOBOM 10roBoOp. JlOroBOp MOCTaBKH, apeHIbl, OKa3aHUs
yciyr. PEKBU3UTEI JOrOBOpa M PaBUJIa UX PETHCTPALH.

JIOKyMeHTBI, O(QOPMIISIOIIME BHEIIHETOproBble caenku. Crenu@ukanuy, KOHOCAaMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEHTHEOKOHOMUYECKOHN JesTenpHOCTH. HazHaueHue u
odopmIIeHIE KOMMEPYECKHX ITUCEM B 3apyOeKHOM MPaKTHKE.

[Iperensnonnble JOKyMeHTHI. KanmoObl, oOpamieHus, NpeiokeHHs rpaxkaad. Jlemomnpous-
BOJICTBO I10 TUCbMEHHBIM OOpAIIeHUsIM IpaskaaH.

Tema S. TexH0JIOTHH TOKYMEHTALMOHHOI0 00ecreyeHs1 yIPaBJIeHH

Opranuzanust  1oKkymeHTooOopoTa. [loHATHE TOKYMEHTOOOOpOTa, €ro KOJMYECTBEHHBbIE U
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KAQUECTBEHHBIC XAPAKTEPUCTHKU. TEXHONOTWH OOpaOOTKM BXOISIIMX, BHYTPEHHHX M HCXOISIIMX
JNOKyMeHTOB. OntuMu3zanus JOKyMeHTooOoporta. Perucrparms nokymeHToB. Dopmbl M IpaBuiia
peructpaunu. KoHTpoiab MCHONHEHUS NOKyMEHTOB. DYHKIMM, 3a7a4d U Lead KOHTposs. Cpoku
UCIIOJIHEHUSI JOKYMEHTOB. EnuHble M JeTaqbHO perylaMeHTHpOBAaHHbIE IpaBWia padoThl C
YIPaBIEHYECKUMHU IOKYMEHTAMU B OpPraHU3aLUH.

Tema 6. Cucrema padoThbl ¢ KOHPHAEHIUAILHBIMHA JOKYMEHTAMHU

Pernamenranus coctaBa KOH(WAECHIMAIBHBIX CBEICHUH M JOKYMEHTOB. lloToku KoH)H-
JEHIUAIbHBIX JOKYMEHTOB. TexHoyiornuyeckas cucreMa oOpa0OTKM KOH(MHICHUUAIbHBIX JOKY-
MeHToB. dopmupoBaHue, oQOpMIIEHHME U XpaHEHUE [ell, COJAEpPXKAIIMX KOH(UAEHIMAIbHbIC
CBEJICHUSL.

Tema 7. ApxuBHOE XpaHEHUHU JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH IOKYMEHTOB

OmnepaTuBHOE, TEKYIIEE U IIOCTOSIHHOE XpaHEHUE JOKyMeHTOB. CucremMaTusalys J0KyMEHTOB.
[Tpunnuner dopmupoBanus aen. OdopmieHue U BeIEeHHME HOMEHKIATyphl jAen. Tunosble |
WH/IMBUyalbHblE HOMEHKJIATypbl nen. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHja opranu3auy. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [TpuHuumnb
Y KPUTEPUH OLIEHKH 3HAUUMOCTH. DKCIIEPTHbIE KOMUCCHHU.

Tema 8. IlyTu BHepeHUs1 ABTOMATU3UPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI'0 o0ecrieyeHNs1 yIpaBJieHHsI.

CoBpeMmeHHble 0(uCHBIE HHPOPMALMOHHbIE TeXHONOoruu. CTpareru pa3paboTKu pean3aluu
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOIUN B YIIPABIEHUYECKOHN JesTenbHOCTU. Llenu co3nanus u
BHEJIPEHHS KOMIUIEKCHBIX CHCTEM aBTOMATH3allMM JOKYMEHTAllMOHHOIO O00ECHeYeHUs! YIpaBiIeHUs..
OyHIaMeHTalIbHbIC TIPHHIHITBI CO3/IAHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUSHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-32AKA3HBIX ABTOMAaTH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs yIpaBJieHus

OcoOEHHOCTH COBPEMEHHOIO pbIHKA MPOrpaMMHBIX CHUCTEM B O00JacTM aBTOMAaTU3alUU
JIETIONPOM3BOACTBA M JIOKyMeHTooOOpoTa. (COCTaB THIOBBIX BO3MOYKHOCTEH KOMITBIOTEPHBIX
nporpaMM IO aBTOMAaTU3allui JIOKYMEHTAIIMOHHOTo obecrieueHust ynpasieHus. CTpyKTypHasi cxema
AaBTOMAaTU3UPOBAHHOW CHUCTEMBl JOKYMEHTAIIMOHHOIO OOECIEYEeHUs] YIPaBIEHUS OpraHU3alluu.
B03MOXHOCTM CHCTEMBI TOJIHOCTBIO PEATM30BaTh MYJIBTUMEIUACPENY Ul XPAaHEHUS Pa3IM4HOrO
polia IPWIIOKEHUH, JOMOIHEHUH M WLTIOCTpalui K JokyMeHTaMm ((oTo-, ayano-, BuaeopopMars!).
XapaKkTepuCTUKa OCHOBHBIX AaBTOMAaTHU3UPOBAHHBIX CHUCTEM JIOKYMEHTAI[HIOHHOTO O0eCredYeHHs
yIIpaBJICHHUS.

Tema 10. Kpurepnn anaiuza aBTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOT'0 00ecriedyeHNs1 yIpaBJIeHMs.

AHanmu3 aBTOMAaTH3MPOBAHHON CHUCTEMBI JIOKYMEHTALMOHHOIO OOECHEYEeHHs YNpaBiIeHUs Ha
OCHOBE (YHKUIMOHAJIBHBIX cHcTeM. [IpuBeneHHble K €OMHOMY BUAY (QYHKIHOHAJIbHBIE CXEMBI
aBTOMATHU3UPOBAHHBIX CHUCTEM JOKYMEHTAllMOHHOTo oOecriedeHus ynpasieHus. Kpurepun oneHku
ABTOMATU3UPOBAHHON CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeYEeHUs! yIIPaBIeHHUS.

Tema 11. AHA/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrnieyeHust ynpapjieHust

Meponpuatiss MO BbIOOPY CHUCTEM aBTOMATH3aLUHM JOKYMEHTAllMOHHOTO OOeCIeueHust
ynpasineHus. OCHOBHbIE  KaueCTBEHHbIE  IMapaMeTphl  (YHKIMOHAIBHBIX  XapaKTEPHUCTHK.
KonnuectBeHHbIE IKCILUTYaTallMOHHbIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JOKYMEHTALIMOHHOTO obecrieueHnst ynpanieHus. CpaBHUTENbHBIA aHAIW3 aBTOMATHU3MPOBAHHBIX
CHCTEM JJOKYMEHTAIIMOHHOT0 00eCIeYeH sl yIIPaBICHHUS.

Tema 12. Ouenka 3¢p(peKTHBHOCTH BHEAPEHHUS] ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOI'0 00ecreyeHNs yIpaBJIeHHs

OxoHomuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIHIOHHOTO
o0OecrieyeHnsl ympaBiIeHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAsl OleHKa 3(pQeKTa OT MPOBEACHUS
MEpPOIPUSITHI 10 aBTOMATH3alMi MH()OPMALMOHHOTO 00ecrieyeHHsl opraHn3atyd. MeTonuku pacyera
3((heKTUBHOCTH TO BHEIPEHUIO ABTOMATU3MPOBAHHBIX CHCTEM JIOKYMEHTAIIHIOHHOTO OOECIICUeHUs
YIIPABIICHHUS.



4.3. llpakTHyeckue 3aHATHA / 1aOOpPaTOPHbIE 3aHATUS

Tema 2. CucteMa opraHn3aliOHHO-PacOPSIINTEIBHON JOKYMEHTALH.

Tema 3. JlokyMeHTHPOBaHHE TPYJOBBIX IPABOOTHOLIECHUH.

Tema 5. TexHomoruu JOKYMEHTAIIMOHHOI'O obecnieueHus YIIpaBJICHUA.

Tema 6. Cucrembl paboThl ¢ KOH(UISHINATHHBIMU JJOKYMEHTaMU.

A B I A

Tema 8. I1yTr BHEpEHHST aBTOMATH3UPOBAHHBIX CHCTEM JOKYMEHTAIIIOHHOTO 00ECTICUeHUS
YIIPABJICHUS

6. Tema 9. OcHOBHEBIC KJIacChI TUPAKHO-3dKA3HbIX ABTOMATH3HPOBAHHBIX CHCTEM
JOKYMCHTAIITMOHHOI'O obecrieyeHus YIIPaBJICHUA

7. Tema 10. Kpurepuu ananisa aBTOMaTH3UPOBaHHBIX CHCTEM JOKYMEHTAIIMOHHOTO 00ECTIEUeHHUS
yIIPaBJICHUS

8. Tema 11. AHanu3 XxapakTepUCTUK aBTOMaTU3UPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOT'O
o0OecrieueHuns ypaBieHHs

9. Tema 12. Onenka 3¢h¢heKTUBHOCTH BHEIPEHUSI aBTOMATU3UPOBAHHBIX CUCTEM

JAOKYMCHTATUOHHOT'O o0ecIieyeHus YIIpaBJICHHUS

5. YueOHOo-MeTOoAMYeCKOE U HH(POPMALIMOHHOE 00ecedyeHue JUCIHILIMHBI

1. [TaBnoBa, P. C. [lokymeHnrannonnoe obecnieuenne ynpasinenus / P. C. [TaBmoBa. — 2-¢
u3l., crep. — Cankr-IlerepOypr : Jlans, 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr :
JICKTPOHHBIH // Jlanb : AIIEKTPOHHO-OUOTHOTEUHAS CUCTEMA. — URL:
https://e.lanbook.com/book/310175

2. Oprauzanss H TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOECHeueHUs] YIpaBIICHHUS
3NIeKTpoHHOe yuyeOHoe mocobue / coct. C.E. Mumenun ; MuHucTepcTBO 00pa30BaHUs U HayKU
Poccuiickoit  ®eneparnu, DenepanbHOE TOCYAapCTBEHHOE OIOKETHOE 00pa3oBaTEIbHOE
yupexJieHue BbIciiero obpa3zoBanusi «KeMepoBckuil rocyaapCcTBEHHBIM YHUBEPCUTET», NHCTUTYT
uctopuu u 1ap. - Kemeposo : KemepoBckuii rocynapctBeHHblil yHuBepcutet, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0 : -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEILHAS JJUTEpPaTypa

1. Kyrymesa, T. B. JlokymeHTanronHoe odecriedeHue ymnpasieHus : yaeonoe nocooue / T.
B. KyrymeBa. — PoctoB-Ha-/lony : ®enunke, 2023. — 238 c. — ISBN 978-5-222-38586-9. —
Texcr:  snextpoHHsiii /  Jlamb  :  3leKTpoHHO-OMONMoOTewyHass  cuctema. —  URL:
https://e.lanbook.com/book/318845

2. SlaxoBuy, 111. A. Jlemonmpou3BoACTBO B KaaApoBo ciryxOe : yueOnuk / 1. A. SakoBud. —
Mockga : KOnuTu-/lana, 2017. - 161 c. : cxeM.,  Ta0m. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIuleH3MOHHOEe MPOrpaMMHoOe o0ecrevyeHne

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mnpodeccHOHATbHBIE 0a3bl JAaHHBIX W HHGOPMAIUOHHbIE
CIPaBOYHbIE CHCTEMbI
1. KomnroTepHble HTHPOPMAIIMOHHO-TIPABOBbIE cUCTEMBbI «KOHCYIbTaHT»
http://www.consultant.ru, «["apanT» http://www.garant.ru.

2. OdurmanbHbIi HHTEPHET-TIOPTAN TpaBoBoi nHGopmanuu http://pravo.gov.ru.

3. Ciyx0a TeMaTHYECKUX TOJKOBBIX ciioBapeit http://www.glossary.ru/

4. lleHTp KOMITETEHIIMU IO BOTIPOCaM JIOKYMEHTAIIHOHHOTO 00ECIICYCHHUST YIIPABICHHS U aPXUBHOTO
nena, « JHIMKIIone1us nenonpousBoactea» http://www.edou.ru/enc/

5. Hayunas snextponHas oubnmmroreka http://www.elibrary.ru

6. ObC «YHuBepcuteTckas oubianoteka onnaiia» https://biblioclub.ru/index.php

7. Hayunas snektponnas oubnmoreka «KubepJlennnka» https://cyberleninka.ru/
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8. AIMHHUCTpAaTUBHO-YIpaBlieHYecKuid mopran http://www.aup.ru/

6. MaTepI/IaJILHO-TeXHH'leCKOC o0ecneyeHue AUCHUIIIMHBI

1. JlexunoHHasi ayJuTOpHs, ayJUTOpPHUs Jid TPYNIOBBIX M HHIAUBUAYAIbHBIX KOHCYJIbTALUM,
OCHAIlIEHHasi KOMIUJIEKTOM MeOenu Juid ydyeOHOro mporecca, y4eOHON JOCKOM, MepCOHAIbHBIM
KOMIIBIOTEPOM, IJIa3MEHHOH aHEJIbIO.

2. Aynuropus Uil NPOBENEHUS NMPAKTUYECKUX UM CEMMHAPCKUX 3aHATUHM, TEKYLIErO KOHTPOJSA U
IPOMEKYTOUYHOM aTTeCTAIlH, OCHAIIEHHAs] KOMIUIEKTOM MeOenH sl y4eOHOro mporiecca, yaeOHoH
JIOCKOH, IEPCOHAJIBHBIM KOMITBIOTEPOM, IIJIa3MEHHOU MTaHENbIO.

3. Ayaurtopus Uil CaMOCTOSITEIbHON pabOThl CTYAEHTOB, OCHAIICHHAS KOMIUIEKTOM MeOenH s
yuyeOHOro mnpouecca, y4eOHOW JOCKOHM, IEepCOHANbHBIMM KOMIIBIOTEpPAMH C BO3MOXKHOCTBIO
HOJKIIIOUEHUS K ceTh «MHTepHEeT» U IOCTYIIOM K 3JIEKTPOHHON HH(OPMAIIMOHHO-00pa30BaTeIbHON
cpele YHHUBEpCUTETA.

7. MeToau4yeckue peKOMeH/IAllMHU 110 OPTraHU3AUNU U3yYeHU s TUCHUTLTMHBI

7.1. MeToauyecKue peKoOMeHIAIUH MPeNnoiaBaTesio

Jlanublii paszznen Hacrosmed padodei mporpaMMbl MpEJHA3HAUYEH JJIsi HAaYHWHAIOIIUX
npenoaaBaTeneil u CrelualicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENoaBaTeIbCKONU PaboThI.

HucunnimHa  «JlOKyMEHTHpOBaHUE  yOPABIECHYECKOM  NIESITEIBHOCTH»  SABJISETCA
TUCIUILINHON, hopMupyromiel y o0yyaronmxcs 4acTuyHo npodeccrnoHanbuyio komnerenmnuto [1K-
3. B ycnoBusX KOHCTpYHpOBaHHS OOpa30BaTEIBHBIX CHUCTEM Ha MPHUHIMIIAX KOMIICTEHTHOCTHOTO
MOAX0Aa MPOU30LUIO KOHUENTYyaJIbHOE W3MEHEHUE POJM MpernofaBaTeis, KOTOPBIM, HapALy C
TPAIUIIMOHHON POJILIO HOCHUTENS 3HAHWH, BHITIOIHICT (DYHKIIMIO OPTaHU3aTOPa HAYYHO-TIOUCKOBOM
paboThl OOyuarolerocsi, KOHCYJIbTaHTa B MpOILEAypax BbIOOpa, 0OpaOOTKM M WHTEPIpETAINH
uHpopmaIuu, HeOOXOAUMOM I MPAKTUIECKOTO JACHCTBUS U JAIbHEHUIIIETO pa3BUTHUSA, YTO JOHKHO
00s3aTeNIbHO YYHUTHIBATHCS TMPU TPOBEACHUM JICKIIMOHHBIX W TPAKTHUECKHX 3aHATUH TIO
JTUCIUTIINHE «J{OKYMEHTUPOBAHUE YIPABICHUECKON IEATETLHOCTH.

[IpenogaBanne  TeopeTudeckoro  (JIEKIMOHHOTO)  Marepwala 1O  JUCIHUILINHE
«JlokyMeHTHpOBaHWE  YNPABIECHYECKONW  JCSITEIIBHOCTH»  OCYIIECTBISIETCS  Ha  OCHOBE
MEXIUCIUIUIMHAPHOW MHTETpalud W YETKUX MEXJIMCLUMIUIMHAPHBIX CBSI3€M B paMKax
00pa3oBaTeNbHOM MporpaMMbl M yaeOHOTo miaHa o HanpasieHuio 38.03.02 MeHnekMeHT.

[TonpoOHOE conep:kaHHWe OTHENbHBIX pPa3feNioB  TUCHUILUIUHBI  «JlOKyMEHTHUpOBaHUE
yIpaBIe€HYECKON AESITEILHOCTH» paccMaTpUBaeTcs B 1.5 paboueld mporpaMMel.

MeTtoauka onpeaeneHnss UTOTOBOTO CEMECTPOBOT'0 PEHTHHTa 00yJaroIIerocs Mo JUCIUILTHHE
«JlokyMeHTHpOBaHUE YIPABIEHYECKON JIeATeNbHOCTU» TMpeacTaBieHa B coctae DOC mo
TUCITUIIMHE B T 8 paboueit mporpaMMBbl.

[IpumepHBIC BapruaHTHI TECTOBBIX 3aJaHUM JIJI TEKYIIETO KOHTPOJIS U TIEPEUYCHb BOIPOCOB K
9K3aMEHy MO JUCIHILTUHE TaK)Ke MPEJCTABICHBI B T § paboueil mporpamMmBbl.

[lepeyeHr OCHOBHOW | JOTMOJMHUTEIBHOW JIUTEPATYphl M HOPMATUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ TMpernojaBaHusl TUCIUIUIUHBI «J[OKyMEHTHpOBaHUE yTpaBICHUYECKON
JeATeTLHOCTHY, TPHUBENEH B M.8 HacTosmiew pabodeir mporpammbl. [IpemomaBarento ciemyeT
OpPUEHTUPOBATH OOYYAIOIINUXCS HA UCMOJIb30BaHUE NP MOJATOTOBKE K MPOMEXKYTOUHOUN aTTeCcTalluu
OPUTMHAJILHON BEPCUH HOPMATUBHBIX JIOKYMEHTOB, JCHCTBYIONIUX B HACTOSIIEE BPEMS.

7.2. MeTtoauyeckue yKazaHus 00y4a0muMcs

[Tonyyenue yriayONeHHBIX 3HAHMH MO JUCHMIUIMHE JOCTUTAaeTCsl 3a CYeT aKTUBHOU
CaMOCTOSITeNbHON paboThl oOyuaromuxcs. Beigensemble gachl 11e1eco00pa3Ho MCIOJIb30BaTh IS
3HAKOMCTBA C Yy4e€OHOH M HAay4HOW JUTEpaTypoil 1o mpolieMaM AMCUUIUIMHBL, aHAJIM3a HaYYHBIX
KOHIIEIIINI.

B paMkax TUCHMITIMHBI MIPEyCMOTPEHBI pa3iuyHble POPMBI KOHTPOJIS YPOBHS JOCTHIKEHUS
00y4aroIyMUCs 3asBIECHHBIX MHIUKATOPOB OCBOEHMsI KoMneTeHuil. dopma TeKyIIero KOHTpOIs —
aKTUBHas paboTa Ha MPAKTUYECKUX 3aHATUAX, MOATOTOBKA pedepara u TecTupoBaHue. Dopmoii
IIPOMEXYTOYHOTO KOHTPOJI IO JAaHHOW JWCLMILIMHE SBISAETCA D5K3aMEH, B XO0J€ KOTOPOro

8


http://www.aup.ru/

OILICHHUBACTCA ypOBGHL JOCTHUIKCHUA 06y‘-IaIOH_II/IMI/IC$I 3aABJICHHBIX I/IHI[I/IKaTOPOB OCBOCHU
KOMIIETECHIINH.

MCTOZ[I/I‘-IGCKI/IG YKa3aHUA 110 OCBOCHHUIKO AU CHUIIJINHEIL.

JIekIMOHHBIE 3aHATH TPOBOASATCS B COOTBETCTBHHU C COJEP)KAaHMEM HAcTosAIleH pabodeit
HpOI‘paMMBI 158 HpeI[CTaBJISIIOT CO6OI71 HN3JI0KCHUC TeOpeTI/I'-IGCKI/IX OCHOB NJUCHHUIIJIMHBI.

ITocerienre NEKIIMOHHBIX 3aHATHH SIBJISETCS 00513aTEIbHBIM.

KOHCHCKTI/IpOBaHI/Ie JICKIITUOHHOTI'O MaTepI/IaJIa HOHyCKaeTCSI KaK IIMCBMCHHBIM, TaK H
KOMITBIOTEPHBIM CITOCOOOM.

PerynspHoe moBTOpeHHE MaTepHaia KOHCIEKTOB JICKIIMHA MO KaXJAOMYy pasliely B paMKax
IIOATOTOBKH K TeKyH_II/IM (1)OpMaM arrecraguu 1Mo AUCHUIIIIMHE ABJISICTCA OAHHUM H3 BB,)KHCFIH.IHX
BHJIOB CAMOCTOSITEIILHON pabOTHI CTYJIEHTA B TEUEHUE CEMECTPa, HEOOXOMMOM ISl KAYeCTBEHHOM
IIOATOTOBKHU K HpOMC)KYTOqHOﬁ arTeCcTaluy 110 JUCHUIIIINHE.

[IpoBeneHNEe NPAKTHYESCKUX 3aHIATHH MO TUCHUILINHE «/[OKyMEHTHpOBaHUE yIIPaBICHUYCCKOM
JESITEIILHOCTHY OCYIIECTBIISICTCS B CIICAYIOIMUX opMax:

— aHanu3 MNpaBoBOM 0a3pl, perjJaMEHTUPYIOUIEH JAEATeNbHOCTh OpraHu3aluil  pa3IuyHbIX
OpraHU3alMOHHO-TIPABOBBIX (OPM;

— OMpoC IO MarepualaM, PAaCCMOTPEHHBIM Ha JEKUUSX M H3YYCHHBIM CaMOCTOSATEIBHO IO
PEKOMEHIOBAHHOM JIUTEPATYPE;
— PCHICHUC THUIIOBBIX PACUCTHLIX 3aJa4 I10 TEMaM,

— aHanM3 ¥ 00CYXICHHE MPAKTHUECKUX CUTYAIUil 110 TeMaM.

[Tocemnienne MpakTUYECKUX 3aHATUM U AKTUBHOE YYaCTHE B HUX SIBJISIETCS 00s13aTEIbHBIM.

[TonroroBka K MPaKTUYECKUM 3aHATHSAM 005S3aTeNbHO BKIIOYAeT B ce0s H3ydeHue
KOHCIIEKTOB JICKIIMOHHOTO MarTepuaja W pPEKOMEHJIOBAHHOW JIUTEpaTyphl Ui aJCKBATHOTO
MOHMMAHUSA YCIOBUS U crmoco0a pelieHus 3aJaHuii, 3aIUIaHMPOBAHHBIX NIPErojaBaTesieM Ha
KOHKPETHOE MTPaKTUYECKOE 3aHITHE.

MeTonuueckre — yKa3aHHs 10  BBINOJHEHUIO  Pa3iW4YHBIX  (HOpM  BHeayJAUTOPHOMN
CaMOCTOSITENIbHON pabOThI

W3yueHrne OCHOBHOW W JIONOJHUTEIBHOW JUTEPATYpbl, a TaKK€ HOPMATUBHO-IPABOBBIX
TOKYMEHTOB TI0 JTUCHHUIUIMHE MPOBOJUTCS Ha PEryJsipHOM OCHOBE B pa3pe3e KaxJoro pasieia B
COOTBETCTBUU C MPUBEIECHHBIMU B 1.5 pabouell mporpaMMbl PeKOMEHIAIUSAMU AJis MOATOTOBKH K
MPOMEKYTOUHOM  aTTECTallMd 10  JUCHUIUIHHE  «JlOKYMEHTHpOBaHHWE  yIPaBJICHUECKOU
nesTenbHOCTH». CIUCOK OCHOBHOW M JTOTIOHUTEIBHOU JIUTEPATYPhl U 00S3aTeNbHBIX K U3yUYEHHUIO
HOPMATHBHO-TIPABOBBIX JOKYMEHTOB MO JAMCIMIUIMHE TPUBEACH B II.7 HACTOSIIEH padodeit
nporpammbl.  ClienyeT OTAaBaTh MPEANOYTEHUE H3YYCHHI0 HOPMATHMBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3jenaM JUCIHUIUIMHBI 10 CPAaBHEHMIO C UX aIallTUPOBAHHON MHTEpIpETaLnei
B y4eOHOM JUTEpaType.

Pemienue 3ajau B pa3pese pa3leioB IUCHMIUIMHBI «/{OKyMEHTHpOBaHUE YIPABIECHYECKON
JIESATEITLHOCTHY SIBJISIETCSI CAMOCTOSITEIBHON paboTol oOydJarorierocs B GopMe TOMAITHETO 3aIaHHS
B CJlyyasx HEJOCTaTKa ayJUTOPHOIO BPEMEHHM HA MPAKTHUUECKUX 3aHATUSAX MJIs1 PEIICHUs] BCEX
3aj/1a4, 3arJIaHUPOBAHHBIX TIPETIOIaBaTeieM, TPOBOISAIIAM MTPAKTUUECKHUE 3aHATHS 110 AUCIUTUIMHE.

Meroanyeckue yKka3aHus 1o MOArOTOBKE K MPOMEXYTOYHOM aTTecTaluu

[IpomexxyTouHast arrecTtanus 1O JUCHUILIHHE «J[OKyMeHTHpOBaHUE YIIPaBIECHYECKOMN
JESTENILHOCTH» TMPOXOIUT B dopMe dKk3aMmeHa. [IpumepHBIil mepedeHb BOMPOCOB K AK3aMEHY IO
JUCIUIINHE «J[OKyMEHTHpOBaHUE YIIPABICHUYECKOW JESITEIBHOCTH» W KPUTEPUU OIICHKH OTBETA
oOydaromierocss Ha »5K3aMeHe JUIs Iielied OIEHKM JIOCTHKEHUS 3asiBICHHBIX HHIUKATOPOB
chopMupoBaHHOCTH KoMMeTeHIu npuBeaeHbl B coctabe OC mo auciurumae B 1M § padodeit
MIPOrpamMMBlI.

OOyyaromuiicst AOMyCcKaeTcsl K MPOMEKYTOYHOM aTTeCTalluy [0 JUCLUILIUHE HE3aBUCHUMO OT
PEe3yIbTATOB TEKYIIETO KOHTPOJIS.

8. DoHJ 01IEHOYHBIX CpeacCTB 1O JTUCHUIIJIUHE



8.1. IlepeyeHbr KOMMETEHIHII ¢ yKa3aHHeM JITanmoB uUX (GopMHPOBaHHS B MpoIllecce
OCBOCHUS TMCHUIUINHBI. POpMBbI KOHTPOJIsSt GOPMUPOBAHNMSI KOMIIETEHIM A

Kon u NHauKaTopbl 10CTHXKEHUS JTansl
HAHMeHOBaHUe KOMIIeTEeHIIUH ¢opmupoBanus
. ®opma KOHTPOJIA
KOMIeTeH Uit (pa3neJibl
JUCHMILJIMHbI)
ITK-3 Cniocoben [TK-3.1. IIpumensier
OCYIIECTBIISITh COBpPEMEHHbBIE METO/IbI U
CTpaTEruuecKoe u MOJICJTH YIIPaBIICHUS
TaKTHYECKOE WHBECTUIMSMH B LIEISAX
yIpaBICHUE MaKCHMHU3AIHMHA CTOUMOCTH
mpoleccamMu B ousHeca .
[TIpomMexyTOUHBII
OpraHu3aLuu [1K-3.2. Pa3zpabaTbiBacT u
KOHTPOJIb:
pean3yeTr KOMILIEKC
o HK3aMeH
MEPOTPHUATHHA 110 00ECTICUCHUN .
Texymmui
s dexTuBHOCTH (PUHAHCOBO-
9 . KOHTPOJIb:
XO039MCTBEHHOM J1€ATEIbHOCTH 1-12
. OTpocC Ha
YIOpaBIsieMO KOMITAaHUU TIO
MPAKTUYECKHUX
KITFOUEBBIM TOKA3aTeIIsIM S
I1K-3.3. O60ocHOBBIBaEeT V
pedepar;
PE3yJIbTAThI PEIICHUS
TECTUPOBAHUE
CTpaTEeruyecKux 1
OTICPATUBHBIX YIPABICHUECKUX
3a]a4 U UX BIUSHUE HA
PE3yJIbTATHI JeATSIIEHOCTH
OpraHu3aIy B TEKYIIeH U
JIOJITOCPOYHOU NTEPCIEKTHBE

8.2. [loka3aTe/in ¥ KPUTEPHHU OLleHUBAHUS KOMIIETEHIUA NMPH M3yYeHUH TUCHMIIUHBI,
ONUCaHMe HIKAJ OLleHUBAHUS

8.2.1 Kpurepuu olleHKH 0TBeTa HAa IK3aMeHe

(bopmuposanue kommerenimu [1K-3, unmukaropsr UITK-3.1, UTIK-3.2, UTIK-3.3)

«5» (oTaM4HO): OOydYaIUHCS JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JIeJaeT apryMEHTUPOBAHHbIE BBIBOABI U 0000IIEHNUS,
IPUBOJIUT MPUMEPHI, NOKa3bIBA€T CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEubl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOUHSIOLINE BOIIPOCHI.

«4» (xopomo): oOyyarouuiicss JOEMOHCTPUPYET MpPOYHBbIE TEOPETUYECKUE 3HAHMS,
NPaKTUYEeCKHE HABBIKH, BIaJIeeT TEPMUHAMH, JeJIaeT apryMEHTUPOBAaHHBIE BBHIBOJIBI M 0000IIeHN,
IOPUBOJAUT IMPHUMEpPHI, MOKa3bIBae€T CBOOOJIHOE BIIAJCHHWE MOHOJIOTHYECKOM PEeuyblo, HO IPU ITOM
JIeNlaeT HeCyIeCTBeHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CaMOCTOSTEIBHO WM TpU
HE3HAUYUTEIIbHON KOPPEKIUU IIPEIOJaBaTEIIEM.

«3» (Y10BJIETBOPUTEJIBHO): O0YUYaIOIMIUIACSI JEMOHCTPUPYET HETTyOOKHE TEOPETHUYECKHE
3HaHUA, NposBIsSeT ciabo chopMUpPOBaHHBIE HABBIKM aHalu3a SBJIEHUH U TMPOIIECCOB,
HEJIOCTATOYHOE YMEHHE JENNaTh apryMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJIUTH IIPUMEPHI, TOKA3BIBAET
HE JO0CTaTOYHO CBOOOJHOE BIJIAJIEHUE MOHOJIOTMYECKON peublo, TEPMHHAMH, JOTHYHOCTHIO U
MOCJIEIOBATEIbHOCTBIO HM3JI0KEHUS, JeNaeT OIMMOKU, KOTOpble MOXET HCIPAaBUTh TOJBKO IpPU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUYaIOMIUNACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETA, OTCYTCTBHUE INPAKTUYECKUX HABBIKOB, HE YMEET JEJaThb apryMEHTUPOBAHHBIC
BBIBOJIbI U TPUBOJUTH HPHUMEPHI, MOKa3bIBaeT Cj1a0oe BIIAJEHUE MOHOJIOTMYECKOM peublo, HE
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BJIa/Ic€T TEPMUHAMH, IPOSBIAET OTCYTCTBUE JIOTUYHOCTU M IIOCIENOBATEIBHOCTH H3JI0KEHUS,
Jenaer oumHuOKM, KOTOphIE HE MOXKET HWCHOPAaBUTh Jake IPH KOPPEKIMH IpPEeroaBaTeieM,
OTKa3bIBAE€TCSI OTBEYATH HA JOIOJIHUTEIbHBIE BOIIPOCHI.

8.2.2 Kputepuu oneHKH patoThl 00y4aKOIIerocsi Ha MPaAaKTHYECKUX 3aHSITUSIX
(bopmupoBanue komnerenimu [1K-3, uamukaropsr UTIK-3.1, UTIK-3.2, UTIK-3.3)

«5» (OTJMYHO): BBIMOJHEHBl BCE MPAKTHYECKHE 3a/laHusl, MPEJyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATUAMHU, OOYUaIOUIUIiCS 4eTKO U 0e3 OmIMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO pabOTall HAa IPAKTHUECKUX 3aHATHSX.

«4» (Xopomio): BBINOJHEHBl BCE IMPAKTUYECKUE  3aJaHUsl, MPEAyCMOTpPEHHbBIC
MPAKTUYECKUMH 3aHSATHSIMH, 0OyYaroluiics ¢ KOPPEKTUPYIOIIMMHU 3aMEYaHUsIMHU MperoaaBaTess
OTBETHJI Ha BCE KOHTPOJIbHBIC BOTIPOCHI, IOCTATOYHO AaKTUBHO pa0d0OTAT HA PAKTUYCCKHUX 3aHSATHUSX.

«3» (Y10BJIETBOPUTEJIBHO): BBIIIOJHEHBI BCE MPAKTUYECKUE 3aJaHUS, MPEIyCMOTPEHHbBIC
MPaKTUYECKUMH 3aHATHUSIMU C 3aMEUaHUSMM TIPErojaBaress; OO0ydaroIMiics OTBETHJ Ha BCE
KOHTPOJIbHBIE BOITPOCHI C 3aMEUYaAHUSIMH.

«2» (Heya0BJIETBOPUTENbHO): 00yUYaIONIUICS HE BBITOJHUI WM BBIMOIHWI HEMPAaBUIBLHO
MPAKTUYECKHUE 3a/IaHusl, TPEIyCMOTPEHHbIE MPAKTUYECKUMHU 3aHATUSAMU; OOYYarOIIMICS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMU HJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOTIPOCHI.

8.2.3 Kputepuu ouenku pedepara
(bopmuposanue komnereniuu I[1K-3, uaaukaropsr UIIK-3.1, UTIK-3.2, UTIK-3.3)

«5» (oTyIM4HO): TeMa pedepaTa akTyalbHa U PACKpbITa MOJIHOCTBIO; pedepaT MoAroTOBIEH
B YCTaHOBJIEHHBIH CPOK; O(OpMIIEHHE, CTPYKTypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
HpeabaBIsEMbIM TpeOOBaHUAM K O(OPMIIEHUIO JTOKYMEHTa; pedepar BHINOIHEH CaMOCTOSTENBHO,
IPUCYTCTBYIOT COOCTBEHHbIE OOOOIIEHUS, 3aKIOYEHHUS U BBIBOJBI, IMOJATOTOBIIEH JIOKJaJ,
U3JIaraeMblii 0e3 NCIOoJIb30BaHUsl OMIOPHOIO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKpblTa HE IOJIHOCTBbIO; pedepar
MOJIFOTOBJIEH B YCTAHOBIIEHHBIM CPOK; OQOpMIIEHHE, CTPYKTypa M CTUJIb H3JIOKEHHs pedepara
COOTBETCTBYIOT INpPEIbSABIIEMbIM TPeOOBAHUAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BbINOJIHEH
CaMOCTOSITENIbHO, MIPUCYTCTBYIOT COOCTBEHHBIE 000OIIEHNUS, 3aKIIOUEHHSI U BBIBOJIbI; TIOATOTOBIIEH
JIOKJIaJl, U3J1araéMblii ¢ UCIIOJIb30BAHUEM OITOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHMTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJIHOCTHIO;
pedepar MOArOTOBIEH C HApyIIEHHEM YCTAHOBJIIEHHOIO CpOKa MpPEJCTaBICHUS; OQOpMIICHHE,
CTPYKTypa M CTHJIb U3JIOXKEHHUS pedepara HE B MOJHOW Mepe COOTBETCTBYIOT IPEIbSABISEMBIM
TpeOoBaHUSAM K O0(OPMIICHUIO JOKYMEHTA; B LI€JIOM pedepaT BHIIOIHEH CAMOCTOATENbHO, OJIHAKO
OUYEBHHO HAJIMYKME 3aUMCTBOBAHMN 0€3 CChUIOK Ha MCTOYHMKH; MOJATOTOBJIEH JTOKJa/, U3JlaraeMblil
C UCIOJIb30BaHUEM OMOPHOTO KOHCIIEKTA.

«2» (HeylOBJIETBOPUTEJIBHO): TeMa pedepara axkTyanbHa, HO HE pacKphITa; pedepar
MOJTrOTOBJIEH C HAapYIIEHWEM YCTAaHOBJIEHHOTO CpOKa NpeACTaBieHHUs; opopMIIeHHE, CTPYKTypa U
CTHJIb M3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT NMPEIbSBISAEMBIM TPeOOBaHUSAM K O(OPMIICHUIO
JIOKYMEHTa; B pedepare 04eBUIHO HATUYME 3HAYUTEIbHBIX 00BEMOB 3aMMCTBOBAaHHMM 0€3 CCBHUIOK
Ha UCTOYHMKH; JOKJIa/] HE TIOJTOTOBJIEH.

8.2.4. Kputepuu olleHKH TeCTUPOBAHUSA
(bopmuposanue kommnereniwu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UTIK-3.3)

TectupoBaHue OLIEHUBAETCS B COOTBETCTBHM C MPOIIEHTOM IMPAaBHJIBHBIX OTBETOB, JaHHBIX
00y4aromuMcst Ha BOIIPOCHI TECTa.
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CrangapTHas mIKajga COOTBETCTBHS Pe3yJIbTaTOB TECTHUPOBAHUS BBICTABIIEMON OaIbHOU
OIICHKE:
- «OTJIMYHO» - CBBILIE 85% MPaBUIbHBIX OTBETOB;
- «xopowoy» - ot 70,1% 1o 85% npaBUIBHBIX OTBETOB;
- «YJOBJIETBOPUTEIBLHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;

— oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJIMYHO): TECTHPYEMBIIl IEMOHCTPUPYET CUCTEMHBIEC TEOPETUUECKUE 3HAHUS, BIAICET

TePMHHAMHU U 00J1a/1aeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI TECTA.

«4» (X0pomI0): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETUUECKUE 3HAHMUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TEecTa.

«3» (YyIOBJIETBOPHMTEJIbHO): CHUCTEMHBIE TEOPETUYECKHE 3HAHUS y TECTUPYEMOIO
OTCYTCTBYIOT, OH BJIaJI€T HEKOTOPHIMU TEPMHUHAMU U HA BOIPOCHI TECTA PEarupyer JOCTATOYHO
MEJIEHHO.

«2» (HeyI0BJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO
OTCYTCTBYIOT, TEPMHHOJIOTHEN OH HE BJIa/ICET M HAa BOIIPOCHI TECTA pearupyeT MeJICHHO.

8.25. MWrToroBoe cooTBeTCcTBHE Oa/UVIbLHOW WIKAJBI OLEHOK M  YpPOBHeii
c()OPMHPOBAHHOCTH KOMIIETEHIWIi 110 JUCHMILIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka ITosicHeHnue
KOMIIETEHIIM U

TEOPETUUECKOE COACPKAHNE M MPAKTUYECKHE HABBIKU 10

S JUCLHUIIIIMHE OCBOEHBI IOJIHOCTHIO;

Bricokuii ) BCE TPEIyCMOTPEHHBIE MPOrpaMMoil oOyueHHs ydeOHBbIE
3a/1aHuUs BBIITOJIHEHBI HA BBICOKOM YPOBHE;

KOMITETEHIIMU chOPMHUPOBAHBI

TEOPETHYECKOE COAEp)KaHWE U MPAKTUYECKHE HAaBBIKU IO
JTUCIUIIITNHE OCBOEHBI ITOJIHOCTHIO;

BCE MPELyCMOTPEHHBIE NpOorpamMmoil oOyueHus ydyeOHbIE
3aJJaHus BBITTOJHEHBI C HE3HAYUTEIbHBIMI 3aMEYaHUAMU;
KOMITETEHIIMH B 11EJIOM C(hOPMHPOBAHBI

«4y

Cpenmii (xoporo)

TEOPETUYECKOE COAEPIKAHNE M NMPAKTUYECKHE HAaBBIKH IO
JUCLUIUIMHE OCBOEHBI YaCTUYHO, HO NPOOENbl HE HOCST
VY noBnersopu- «3» CYILIECTBEHHOI'O XapaKkTepa;

TEJIbHBII (YAOBIETBOPUTENBHO) |OOJBIIMHCTBO MPEIYCMOTPEHHBIX MPOTPaMMOM 00yUYECHHUS
y4eOHBIX 3a/1a4 BHIIIOJHEHO, HO B HUX UMEIOTCS OLIHOKY;
KOMITETEHIIMU cQOPMUPOBAHBI YACTHIHO

TEOPETUYCCKOC COACPKAHUE U IMPAKTHUCCKUE HABBIKU I1I0
JUCIUIIINHE HE OCBOEHBI;

OOJIBIIMHCTBO MPEAYCMOTPEHHBIX HPOrpaMMOi O0y4eHust
y4eOHBIX 33/1aHuil MO0 HE BBIOIHEHO, JHOO COJEPKHUT
rpyOble ommMOKy;

JIOTIOTHUTENbHAS caMmocTosiTelbHass ~ paboTa  Haj
MaTepHajoM HE MPHUBOAUT K KaKOMY-THOO 3HAYMMOMY
TTOBBINICHUIO Ka4€CTBA BBITIOJIHCHUA yqe6H51x 3a11aH1/1171;
KOMIIETCHIIMU HE ChOPMUPOBAHBI

Heynosnersopu- «2»
TEJTHHBIN (HEyIOBIIETBOPHUTEIHHO)

8.3. Metoanyeckue MaTepuajbl (THIOBbIe KOHTPOJbHbIE 3aJaHNsA), ONpeesiioune

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKECHHA

KoHTposbHbIE 3a1aHNs, IPUMEHSAEMbIE B PaMKaX TEKYILIEro KOHTPOJII U MPOMEKYTOUHON
aTTeCTalllU MO JUCLMIUIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep M MPEAyCMaTPUBAIOT BO3MOXKHOCTh
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KOMIUIEKCHOW OIIEHKM BCEero Habopa 3asBIEHHBIX [0 JAaHHOW JUCIUIUIMHE WHAUKATOPOB
c(hOpMHUPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Tekyuuii KOHTPOJIb (PA00OTA HA MPAKTHYECKUX 3AHATHAX)
(bopmupoBanue komnerenimu [1K-3, uamukaropsr UITK-3.1, UTIK-3.2, UTIK-3.3)

IIpumeps! 3aJaHNH NJIs1 NPAKTHYECKUX 3aHATHI
3aoanue 1.
[IpencraBeTe, uyTo BBl paboTaeTe B KOMIIAHMHM PYKOBOJUTEIEM OT/ENa MpoJax. Bam HeoOXoanmo
COCTaBUTb JJOJDKHOCTHYIO HHCTPYKIMM Ha BAKAHTHYIO JOJDKHOCTh — MEHEXKepa OT/Aesa IPOAaXK.
ChopmynupyiiTe  OCHOBHBIE  pasfesibl  JOJDKHOCTHOM — MHCTPYKIHMH:  KBaJM(UKAIIMOHHBIC
TpeOOBaHUs, JOJKHOCTHBbIE OOS3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa U B3aMMOOTHOLLICHMSI.
OdopmuTe AOHDKHOCTHYIO HHCTPYKIIMIO CO BCEMH HEOOXOJUMBIMH PEKBU3UTAMH JTaHHOTO
JIOKYMEHTA.
3aoanue 2.
Heo6xonumo  3amosnnuth IlltatHoe pacnucaHue B COOTBETCTBUM C  TpeOOBaHMSAMH,
NPEIbSBISIEMBIMH K OPTaHU3AIMOHHO-PACHIOPSAUTENBHBIM JoKyMeHTaM  (YHubuImupoBaHHas
¢dopma LllTaTHOrO pacnucaHus NpUIIAraeTcs)
3anonHs0TCS BCE PEKBU3UTHI.
3aoanue 3.
[IpencraBbTe, uTo BBl paboTtaere B oTaene KaapoB opraHu3anun. BaMm HE0OX0IUMO MOATOTOBHTH
IPOEKTHI KaJAPOBBIX JOKYMEHTOB
1. Ha ocHoBaHMM 3aKIIFOYEHHOIO TPYAOBOIO J10orosopa o npueme Meanosa .M. Ha nomxkHOCTD
MEHeJ[Kepa B Ballly OpraHu3aluio ohopMuTe MpHUKa3 1o JIMYHOMY COCTaBy O IpHeMe Ha padoty (I1o
yauduuupoBanaoit popme T Ne 1).
2. CocraBbTe U 0(pOpMHUTE XapAKTEPUCTUKY Ha COTPYAHUKA OTIeNa KaapOB, MOJMMCAHHYIO
PYKOBOJUTENIEM JaHHOIO CTPYKTypHOro mnojpaszaeneHus. OpraHusanuio, Gamuwing paOOTHUKOB
YKaXHUTE CAMOCTOSITENIBHO.
3. CocraBbTe U 0pOpMUTE 3asBICHHE O MEPEBOJAE Ha APYTyl padoTy, B KOTOPOM YKa)KHUTE
CTPYKTYpPHOE MOJpa3/ieieHue, JAO0JDKHOCTh, NpU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HemonHbIN pabounii neHb, moyacoBasi oruiata). Ha ocHOBaHMM 3asBIEHUSI COCTaBbTE MPHKA3 IO
yauduuupoBanHoit popme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacnopsiKeHHE PYKOBOAMUTENS 00 OpraHM3aluy JeXKypCcTBa B MPa3IHUYHBIE JHU C
31 nexabps 2020 roma mo 10 suBaps 2021 roma. Ilpemnoxute 3am. aupekropa no AXY
(aIMUHUCTPATUBHO-XO3MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 go 17-00 u
NPOBEPUTh U OledaTaTh BCe CIy)keOHble momerneHus. OOskUTe MOJIrOTOBUTH HAa YTBEP)KICHUE
rpaduk nexypcrBa no 31 nmekabps. Opranumzanuio u (GamMuiuk JTOJDKHOCTHBIX JIHI] YKaKHUTE
CaMOCTOSITENIBHO.
4.2. B COOTBETCTBUHU C YHHU(PHUIIUPOBAHHOU (POPMOI MprKa3a O MOOMPEHUH pabOTHUKA 3aTTOJTHUTE
BCE HEOOXOMMbIE PEKBU3UTHI, BKIIIOUAs TOIUCH.

8.3.2 Texkymuii KOHTPOJIb (MOATOTOBKA pedepara)
(bopmuposanue komnereniuu [1K-3, naaukaropst UITK-3.1, UTIK-3.2, UTIK-3.3)

IIpumepHas TemaTuka pedeparos:

1. JlokyMeHTallMOHHOE 0OecrieueHue YIpaBiIeHus, €ro 3a7auu, (pyHKIUH.

2. Hopmatusnbie nokymeHTsl (I'CAOY, TOCTHhI). [ToHATHE cTaHAapTH3ANNU U YHH(DUKAINH.
3. Kinaccugukanus TOKyMEHTOB.

4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpaA, UX OPOPMIICHHE.

5. TpeOoBaHuUs K TECTy JOKYMEHTA.

6. briank. Buaer 61ankoB. TpeboBaHus K OJ1aHKaM JOKYMEHTOB.

7. Opranu3anOHHbIE JOKYMEHTBHI.

8. PacnopsiautenbHbie JOKYMEHTHI. [IprKa3bl MO OCHOBHOM esTENbHOCTU. PacniopspkeHus.
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9. MadopMaIimoHHO-CIIPaBOYHBIE TIOKYMEHTHI. JloKIaiHbIe, 00BsICHUTENbHBIEC 3aiCKU. CIIpaBKH.

10. AxTh1, ux Buapl. CocTaBICHHE aKTOB.

11. TIpoTtokonsl 3acenanwii, copemanuii. [lomHas u kpaTkas GOpMbI IPOTOKOJA.
12. [IenoBas nepenucka.

13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl MO TUYHOMY COCTaBY.

15. JInunoe 3asBneHue. Benenue JIMUHBIX KapTOYEK.

16. TpynoBoii 10roBop.

17. Benenue TpynoBbiXx KHMKEK. OQopMiIeHUE JIMUHBIX JE.

18. Texnomorust paboThI ¢ ToKyMeHTaMu. OpraHu3aius JOKyMEHT0000poTa.
19. Peructpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

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

8.3.3 Tekymuii KOHTPOJIb (TeCTUPOBaHMUE)

(bopmupoBanue kommnerenimu [1K-3, unmukaropsr UIK-3.1, UTIK-3.2, UTIK-3.3)

IIpumepbl TecTOBBIX 3a1aHUH

PaCI'lOpﬂIlI/ITeJIbHI)Ie AOKYMEHTDI, OTPAKAIOIIHUE PE3YJIbTAT KOJIJIETHAJIbHOM 1eATeJbHOCTH

[ npukas, pacropspKeHue

[] pacnopsbkeHue, ykazaHue

M mocraHoBICHUE, peleHHE

M mporokou, akt

[ moroBop, ycTas, cornaiieHue

OCHOBHBIE PEKBU3HTHI JOKYMEHTA

M Tekct, OTMETKA O MPUIIOKEHUH

TEKCT, OTMETKa O MPHJIOKECHUH, J1aTa, UHICKC, 3aT0JIOBOK K TEKCTY
TEKCT, rpu() YTBEPKICHHUS, ITOIIHCH, [1€9aTh

ooood

TEKCT, ajipecaT, rpud yTBEp>KICHUsI, BU3bI COTJIACOBAHMSI, OJIITUCH, TIeYaTh

TEKCT, 3ar0JI0OBOK K TEKCTY, OJIHICH, IpU( coraacoBanus, rpu¢ yTBEpkACHUS, Ie4YaTh
TEKCT, OTMETKA O IPUJIOKEHUH, IpU( COTrIaCOBAaHUs, BU3bI COTTIACOBAHMSL, TPUQ YTBEPKIACHUSL

HopmaTuBHBII JOKYMEHT, perjaMeHTHPYIOIHi TpeOoBaHHs K O(OPMIICHHMIO TOKYMEHTOB

0o0u1ero aaMuHNUCTPaTUBHOrO ynpasJjenusi (OP/I)
L] TOCT P 51141-98
[J TOCT 6.10.5-87
M T'OCT P 7.0.97-2016
L] ErC0oy
[ MHCTpYKIUS 1O IEIOMPOU3BOACTBY
AKT u «rpud yTBep:KIeHHUD)
aKT BCETJIa YTBEP)KIAETCSI PYKOBOIUTEIIEM OpTraHU3aIiN
aKT YTBEP>KAAETCS BBILIECTOSIINM OPraHOM yIpaBiICHUS
YTBEPKIAFOTCS TOJILKO HEKOTOPHIE BUJIBI AKTOB
aKT HE UMeeT «TpHda yTBEPKICHUS
aKT yTBEP)KIA€TCS, B 3aBUCUMOCTH OT PEIIEHUS PYKOBOJICTBA OPTaHHU3AIIUN
aKT yTBEPKIAETCs, B 3aBUCUMOCTHU OT BBILIECTOSIIETO OpraHa yrnpaBleHUs
Cpok neiicTBUSI OPraHU3aLMOHHO-NIPABOBLIX IOKYMEHTOB
[] OT OmHOTO 110 MATH JIET
M 10 MOMEHTA UX OTMEHEI
(] mo Tpex neT
[l no mecaru ner
[V 10 BBe/ieHHs HOBBIX B3aMEH YCTAPEBIINX
MarepuajbHblii  HOCHTEIb HHPOPMALUMM O COOBITHAX M SBJEHHMSX
AeHCTBUTEJIbHOCTH U MBICJTUTEILHOI 1eATEJIbHOCTH YeJO0BEKA - ITO...
lIpasunvrvie sapuanmor omeema: JOKYMEHT; JlokyMeHT; TOKYMEHT;

O d

00LEeKTHUBHOM
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Kommieke MeT010B U mpoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLEeCTBJIsIeMbIii MpeInpusaTHEM

NPHU BHINOJHEHUU UM CBOUX PYHKIUIA - ITO ....

[] nokymeHTauoOHHOE 0OecIieueHNEe YIpaBICHUS

M nenonpomu3BoaCTBO

[] cucrema gJOKyMEHTAIIUH

[] moxymeHTHpOBaHHUE

[J moxymMeHTOo00OpOT

[l moxyMEHTHpOBaHHUE YIPABICHYSCKON e TEILHOCTH

JoxkymeHThl KjIaccupuuupyrorcesi no rpudy Ha ...

OPHUTHHAJIBI, KOTIMU U MOAJTHHHUKA

BHEIIIHUE U BHYTPEHHUE

WH/IMBU/yalIbHbIE, TUIIOBBIC U TpadapeTHbIe

PYKOIIUCHBIE, IEUYATHBIE U AJIEKTPOHHbIE

OpraHU3aIMOHHBIC, PACTIOPAIUTEIbHBIE, CIPABOYHBIC

M xoHumCHIMATBHBIE, OTPAHUYEHHOTO AOCTYIIA U OTKPBITOrO MOJIB30BAHHS

IMocenoBaTeLHOCTh M3JI0KEHHS MOJIOKEHUH Y cTaBa NpeAnpUsiTHs

o0111e MOoI0XKEeHUs

CBEICHHSI 00 YCTAaBHOM KaIuTase

OpraHU3alMOHHO-IIPABOBBIE OCHOBBI JESATEILHOCTH OpraHU3aluu

OpTaHBbI YIPaBICHUS U KOHTPOJIS, UX KOMIETECHITUS

IIpaBUJIa BEJICHUS yUeTa U OTYETHOCTH B OpraHU3aLuu

MOPSIOK pacnpeeneHus MpuObLIH U (opMHUpOBaHUE POHIOB

0c00bIe BONPOCHI JESATEILHOCTH OpraHU3aLuN

© YCIIOBHS PEOPTaHMU3ALNN U JTUKBUIALUN

3Tam>1 padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMH

. TIONyYeHHE yKa3aHHs Ha pa3paboTKy JTOKyMEHTOB

pa3paboTka NpoeKTa JOKyMEHTa

COTJIACOBAHUE MPOEKTA JTOKyMEHTA

KOPPEKTHPOBKA IOKYMEHTa, €ro o(opMIIeHUE

MOJITUCAHNE, YTBEPKICHHUE

perucTpanus 1 THpa)XKUpOBaHUE

JIOBEICHUE JI0 UCTIOTHUTEICH

KOHTPOJIb UCIIOJTHEHUS JOKYMEHTa

. TIpHeM HCIIOJIHEHHOTO IOKYMEHTA, CHSTHE C KOHTPOJIS

10 TEKYIle€ apXUBHOE XpaHEHHE

KoHTpo/b HCIOJIHEHUST JOKYMEHTA OPraHu3yeT

M cayxba JOY

[] pykoBOAMTEIH BCEX PAHTOB

L] cekperapuar

(] cimyx6a KOHTpOJIs

[ ompeneneHHOE DOHKHOCTHOE JIUIIO

[] pykoBOAMTENH MPEANPHSITHS

OcHoBaHMeM Uil IPeAbSBJICHUS NPETEH3UH SIBJSIIOTCSH J0KYMEHTHI

[V komMMepueckuii akT, cepTU(UKAT Ka4ecTBa, JJOroBOp, aKT IPUEMKH TOBapa, TPEOOBaHUS

[] ceprudukar kauecTBa, JOroBOp, aKT MPUEMKH TOBapa, TPEOOBAHHUS

[] komMMepueckuii akT, cepTU(HUKAT KauecTBa, akT IIPUEMKH TOBapa, TpeOOBaHUs

[] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TpeOOBaAHUS

K HeperncTpupyemMbIM OTHOCSITCSI IOKYMEHTBI

M uwHpOpMAaNMOHHBIE MarTepHaibl, PEKJIAMHBIE M MO3PABUTEIBHBIC MHUCHhMa, MPOTPAMMEbI
CEMHHAPOB, COBEIIaHUM, KOH(PEPECHITHI

M  Kkomumu HOPMATHBHBIX JOKYMCHTOB, MOCTAHOBJIICHHUS M PACIOPSIKEHUS TOCYIAPCTBEHHBIX
OpraHoB, OOBSICHUTENbHBIE 3aITUCKU

[] cimy>xeOHBIE 3aIUCKH, MTUCbMA, TEJIETPaMMBbI, (haKCOrpaMMBI

[] pekinaMHbIe HPOCHEKTHI, MPOTOKOJBI KOJUICTHAIBHBIX OPraHOB, CIIPaBOYHBIC MaTEPHAIIBI,
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IJIaHBI, IPOrpaMMBbl, CBOAKH, OTYCTHLI

[] muchbMa BBICIICH MHCTAHIIUH, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOPa
CooTBeTcTBHE 3TANOB MOATOTOBKH YIPaBJIeHYECKUX pelleHHii cTagusiM padoThl

aHamM3 MPOOJIEMHOW CcUTyanuu, (OPMUPOBAHHE CTaJusl pa3padOTKU PEUICHUs

L[eJIeH, OLIEHKA IIPEAIIOYTCHUM pelIeHui

OLICHKa pAacIojlaraéMoOro BPEMEHH, OIPEICICHUE IOATOTOBUTEIbHAS CTaIUs
HEO0OXOUMBIX PECYPCOB

dbopMupoBaHHE  KpPUTEpUEB  BbIOOpa, BBIOOpP CTaaus BhIOOpA perIeHUs
€/IMHCTBCHHOTO PEIICHHUSI

OpraHu3alysl BBIOJHEHUS PELICHHs, aHAIU3 W CTaAHs peajH3aly MPUHATOTO PELICHHUs
OIIEHKA JJOCTHTHYTOTO pPe3yjbTara

IMocnenoBaTebLHOCTh JTANOB MOATOTOBKH YNpPaBJEHYECKMX pelleHHii, BXOASAIIHX B COCTAB
HOIIFOTOBI/ITBJILHOI/[ CTAUM U CTAJAMHU Pa3padOTKU pelieHust

XN TAEXNE

BBISIBJICHUEC U OIIMCAHUC Hp06H€MHOI/I CUTyalluu
OLIEHKA PacriojaracMoro BpeMeHH
orpeieieHne HeOOXOIMMBIX PECYypCOB

aHau3 MPOOJIEMHOM CUTYaIHH

(dbopMupoBaHHE TeNIeH

OIpeJIeJICHUE OTPAaHUYCHUN

pa3paboTKa BapHaHTOB PEIICHUI

OLICHKA TPEANOYTECHHUIA PEIICHUN

CTaIlI/II/I aHa/Iu3a aJbTCPHATHUB M BblﬁOpa NMporpaMMHOro ImpoayKra aBToOMaTU3alluu

1:

a

AOKYMEHTO0000poTa
CocraBieHne epedHs IPeIbIBIIEMbIX OCHOBHBIX ()YHKIIMOHAIBHBIX U CHCTEMHO-TEXHIUYECKUX
TpeOOBaHUI K KOPIOPATUBHON CUCTEME aBTOMATHU3ALUHU IOKYyMEHTO000pOTa
Bb16op cucrembl BecoBBIX K03(@uIMEeHTOB (0amioB) WM pPaHKUPOBAHHUE AJI AKCHEPTHOM
OLICHKHU
OneHka MNporpaMMHBIX HPOAYKTOB C TOYKH 3pEHHUS MPEAbABISEMBIX OCHOBHBIX
(YHKIMOHATIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHUUECKUX XaPaKTEPUCTUK
OT60op mpOrpaMMHBIX MNPOAYKTOB, YAOBIETBOPSIOIIMX BHIOPAaHHBIM (PYHKIHMOHAIBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUAM
OneHka aanTalluoOHHBIX BO3MOKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OT0op mpOrpaMMHBIX MPOAYKTOB, YAOBJIETBOPAIOUIMX KPUTEPHUSIM aJalTallMOHHBIX
BO3MO>KHOCTEHN
CpaBHUTeNbHAs OLIEHKA 3aTpaT, CBSI3aHHBIX C NPUOOpPETEHHEM U BHEAPEHHEM HPOTrPAMMHBIX
IPOJYKTOB
OrneHka omnplTa MPUMEHEHHsS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pemyTaluu (UPMBbI-
pa3zpaboTunka
Br16op nporpaMMHoro odecrieueHust Juisi CUCTEMbI aBTOMATH3aIMH JJOKYMEHTO000pOTa

8.3.4. IIpoMesKyTOUHBII KOHTPOJIb (BONPOCHI K IK3aMEHY)
(bopmuposanue kommnerenimu [1K-3, unmukaropst UITK-3.1, UTIK-3.2, UTIK-3.3)

IIpumepHbBIe BOMPOCHI K IK3aMEeHY
Dranbl JOKyMEHTUPOBAHUS POU3BOJICTBEHHO - XO3SIMCTBEHHOH J1eATETHhHOCTH.
TexHoorust TOKyMEHTAlMOHHOTO 00eCIIeYeHUs yIPaBICHHUSI.
[Topsimok cocTaBieHust U OPOPMIICHUS PACTIOPSAUTEIHHON JOKYMEHTAITHH.
Cry>x0a JIOKyMEHTAIIMOHHOTO 00ecIIeueH s yIpaBiieHus. TpeOoBaHUs K OPraHU3aIiNA CHCTEMBI
JIOKYMEHTO000pOTA.
TpebGoBanus kK HOPMUPOBAHMIO LI B JICTOMPOU3BOICTBE.
ITopsimok BBeEHUS B IEHCTBUE NIPABUII BHYTPEHHETO TPYAOBOI'O PACIIOPSIKA.
JloKyMeHTHpOBaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM SKOHOMHUYECKOM A TEIbHOCTH.
IloaroroBka JOKYMEHTOB K C1a4€ B apXUB.
Knaccudukammss pexsusutoB mo ['OCTY P 7.0.97-2016 «Cucrema cTaHmapToB IO
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S7

uHpopMaIMy, OUOTHMOTEYHOMY M HU3AATENbCKOMY Jieny. OpraHn3anioHHO-PACHOPSIUTEIbHAS
JOKYMEHTALUSD).
Pa3BuTHE 371€KTPOHHOrO0 JOKYMEHTOOOOPOTA B OpraHU3al1u.
[1naHoBO-OTYETHAS JOKYMEHTAIHS.
ABTOMAaTH3aLHUs ACIIONPOU3BOACTBA.
Cny>x6a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIIMH Ha IPEIIPUSITUH.
[lonaTuss o0 MOOKyMEHTax, crocobax TOKYMEHTHPOBAHHUS, HOCHUTEISIX uHboOpMaUd U
GYHKIUAX TOKYMEHTA.
[IpaBuia opopmiieHHs 1 BbIIaYl KOMUM JOKYMEHTOB.
Opranu3zanys onepaTUBHOIO XpaHEHUsS JOKYMEHTOB.
DKcnepTu3a HEHHOCTH T0KYMEHTOB.
[TpaBuna cocraBieHus: 1 0(OpMIICHUS HOMEHKJIATYPHI JIe.
[Ipu3naku kinaccupuKauu HOMEHKIATYPBI Jell.
Kpurepun o1ieHKH 10KyMEHTOB.
CucreMbl JOKYMEHTAIIUU 110 TUYHOMY COCTaBY.
OcobenHocT 0OPMIICHHSI IMIHBIX TOKYMEHTOB.
Cucremsl U (HOPMBI TOKyMEHTOB.
OCHOBHbIE IOTOKU JOKYMEHTALIUH.
Crny>xebnble 3anucku. TpeboBanus K 0hoOpMICHHIO.
OCHOBBI 3aKOHO/1aTENbCTBA 110 APXUBHOMY JEITY.
CocraBnenue u opopmiieHHE CITyKeOHBIX TTHCEM.
Pexxumbl XpaHeHus: JOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb 1oKyMeHTalMOHHOTr0 00ecreueHus ypaBIeHUsl B COBPEMEHHON OpraHHU3al|H.
OcHOBHbIE XapaKTEpHbIE YEPThl OPraHU3aLMOHHO-TIPABOBON JOKYMEHTAIIUH.
PernamenTanus JOKyMEHTallMOHHOTO OOeCTIeueHHs YIIpaBIeHHUS.
CoctaB 1 opopmileHHE PACTIOPAAUTEIBHON JOKYMEHTAIUH.
TexHonorust paboThl ¢ KOHPUACHINATBHBIMU JOKYMEHTaMH.
CocraBienue 1 opopMIIeHHE aKTOB
Odopmutensckue pexBu3nUTh. COCTaB pEeKBU3UTOB JIOKYMEHTOB.
CrpykTypa oopMIIeHUS TOTKHOCTHBIX HHCTPYKLUH.
Opranu3zanys KOHTPOJISI UCIIOJIHEHUS TOKYMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIA.
[Topsnox cocraBiaeHust U odopmieHUs TaOIUI U PUCYHKOB B HAy4YHO-HCCIIEOBATEIHCKOM
oTuerTe.
Opranu3zanus paboThl ¢ TOKyMEHTaMH.
[IpaBuna opopmiIeHHs MPUIOKESHHH.
[Tonstre o nokymeHTOo000pOTE. DOPMBI pErHCTPALIUU TOKYMEHTOB.
CocraBnenue 1 opopMIIeHHE TOTOBOPOB.
®aroBoe ¥ MpoJI0JIbHOE PaCHOI0KEHNE PEKBU3UTOB.
VY4upeaurenbHble JOKYMEHTBI OpraHU3aLUu.
OneHka 3HaYMMOCTH IOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanust, npeabaBiIsieMbIe K TEKCTaM JOKYMEHTOB.
CocTaB oprann3alnoHHO- TPABOBBIX JOKYMEHTOB.
®opMbl peructpannu Jo0KyMeHToB. [lopsiok peructpanuu.
Texnonorus paboTsl ¢ KaAPOBOM JOKyMEHTaLIUEH.
CocTaB ¥ CTpyKTypa HITaTHOTO pacluCaHUs.
CocTaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0GeHHOCTH TOJIOKEHHUS O CTPYKTYPHOM TOAPa3ACICHUN OPTaHU3aIIH.
bnanku u hopMaTel TOKYMEHTOB.
3amaun U MyTH BHEIPEHUS aBTOMATU3UPOBAHHON CHCTEMbI JOKYMEHTAIMOHHOTO 00eCIeueHus
yIpaBlIeHUs
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMAaTHU3MPOBAHHBIX CHUCTEM JOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBicHUs
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58. DKcIuTyaTallMOHHBIE XapaKTePUCTHKU aBTOMATHU3UPOBAHHON CHCTEMBI JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHUs

59. TexHONOTUU MPOTrPAMMHON pean3aluyd aBTOMAaTU3UPOBAHHONW CHCTEMBI JOKYMEHTAIIHOHHOTO
o0ecrieueHHs yIpaBJICHUS

60. Kpurepuu aHanmm3a aBTOMATH3UPOBAHHON CHCTEMBI JOKYMEHTAI[MOHHOTO OOECIICUCHHS
yIpaBJICHUS

61. CocraBienue u 0pOpPMIICHHE TPUKA30B TI0 OCHOBHOMH JI€ATEIHHOCTH.

62. OcobOeHHOCTH BBIOOpa CUCTEMBbI aBTOMATHU3AIUH.

63. Crpateruu BHEApPEHHsS aBTOMATH3UPOBAHHON CHUCTEMBI JIOKYMEHTAIIMOHHOTO OOeCIedeHUs
yIpaBIeHUS.
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