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1. Ilepeyenb NJIAaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl

B pamkax ocBoeHHS OCHOBHOM NpOQecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl

OakanmaBpuaTa OOYyYaroOIMICS MOJDKEH OBJIAACTh CHCAYIOIIMMH pe3ysbTaTaMd OOy4deHHUs IO

JUCHHUITIINHE «HOKYMGHTI/IPOBEIHI/IC ynpaBﬂqueCKoﬁ JACATCIIBHOCTH

Koa y HaumMeHoBaHHue KOMIIETECHIINIA

NHaukaTopbl J0CTHKEHUS] KOMIIEeTeHITHH

[TK-2 Cniocoben pa3zpaboTarh
3G PEKTUBHYIO CHCTEMY CTHMYJIUPOBAHUS
Tpy/a

NIIK-2.1 OcyiecTBisieT JOKYMEHTAallMOHHOE
obecreyeHrne CUCTEMBI OILIaThl TpyJa U
CTUMYJIMPOBAHUS IEPCOHAJIA

[1K-7 Cniocoben aHaiu3upoBarh,
IUTAHUPOBATh, OLICHUBATH AP (PEKTUBHOCTh
HCII0JIb30BAaHMsI KaJIPOBBIX PECYPCOB

NIIK-7.1 OcyiiecTBisieT KOHTPOJIb U
JOKYMEHTHPOBaHHUE yueTa [oKa3aTesel 1o Tpyay u
3apaboOTHOM maTe

2. MecTo nucuumiaudbl B cTpykType OITOII

VYueonas aucrummumHa b1.B.10 «JlokymeHTHpOBaHHE YIPaBIECHUYECKON JCATEIHHOCTHY

OTHOCUTCS K 4YacTh (HOpMHPYEMOH Yy4YaCTHHKAMH OO0pa30BaTeIbHBIX OTHOIICHWH Imkiaa b.l

«JIncuuIuIMHbI (MOJTYJIH )».

3. O0beMm AUCHUIIJIMHBI B 3A4Y€THBIX €IUHUIAX ¢ YKA3AHUEM KOJIUYIECCTBA aKAACMHUYECCKUX

4acoB, BblJIeJIEHHbIX HA KOHTAKTHYIO padoTy o0y4alomuxcs ¢ npenojasaresieM (1o BUIaM

3aHATHI) U HA CAMOCTOSATEJIbHYI0 padoTy 00yYaromuxcst

Obmass TpynoeMKOCcTh (00BEM) JUCIHUILIAHBI

((I[OKYMCHTI/IPOBaHI/Ie ynpaBnqueCKOﬁ

JACATCIIBHOCTHY COCTABJIACT 4 3a4yeTHBIC CAUHUIIBI.

O0béM IMCIMIJIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B Yacax) — ouHasi popma oOyueHust

. Bcero CemecTpsl
Buj y4eOHoii padoThI

4acoB 7 -
AyIuTOpHBIE 3aHATHS (BCEro) 72 72 -
B ToM ynce: - - -
Jlexum 36 36 -
[Mpaktuyeckue 3ansatus (I13) 36 36 -
Cemunapsl (C) - - -
JlaGopatopusie pabotsl (JIP) - - -
CamocrosiTesibHAast pa6oTa (Bcero) 36 36 -
B ToM uucne: - - -
KypcoBoii npoekt (paboTta) - - -
KonrtponsHas pabora - - -
Pedepar 10 10 -
[TonroroBka K MPaKTUYECKUM 3aHATHIM 16 16 -
TectupoBanue 10 10 -
Bua npoMexyTouHO arTecTaiiu — 3K3aMeH 36 36 -
O61mas TpyA0eMKOCTh Yac / 3a4. e]l. 144/4 144/4 -

O0bEéM IMCUMIIMHBI 10 BHAAM Y4eOHBIX 3aHATHI (B Yacax) — 04HO-3204Has (popma
o0yueHust

Buj yue6Hoii padoThl

CemecTpsl




Bcero 8 -

4acoB
AyauTopHbIe 3aHATHS (BCEro) 40 40 -
B Tom uucne: - - -
Jlexuun 20 20 -
[TpakTueckue 3arstus (I13) 20 20 -
Cemunapsl (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTejibHast pa6oTa (Bcero) 68 68 -
B Tom uucne: - - -
Kypcogoii mpoekt (pabota) - - -
KonrponbHas padora - - -
Pedepar 10 10 -
[ToaroroBka K MpakTUYECKUM 3aHITHUSIM 48 48 -
TecTtupoBanue 10 10 -
Bun npomexxyTOuHOM aTTecTaluu — 3K3aMeH 36 36 -
OO01mast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 -

4. Coep:xkanue TUCHUNTHHBI

4.1. Pa3nennbl 1MCHUILIMHBI U TPYA0EMKOCTDH 110 BHAaM Y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus

2
= § Buabl y4eOHbIX 3aHATHI, BKIIOYAS
g § CaMOCTOSITEJILHYIO Pa00Ty 00y4aroIMXCcs, 4ac
Ne Pa3aen/rema 8 ’§
n/n I[I/ICIII/IHJ'II/IHLI E KonTakTHas paﬁoTa
= CamocTosiTeb-
Bceero F— NMpaKkTHYeCKUe Hasi paboTa
3aHATHHA o0yyaromuxcs
1. Beenenue. Tema 1. 3 - 3
JIoKyMeHTHUpOBaHUE 7
YIIPAaBJICHYECKOU
nesTenbHOCTH. TpeGoBaHus
K 0(OpPMIICHHIO
JTOKyMEHTOB
2. | Tema 2. Cucrema 3 4 3
OpTaHN3aIHOHHO- 10
pacnopsAUTEeIbHON
JOKYMEHTAIUH.
3. | Tema 3. 3 4 3
JIoKyMeHTHUpOBaHUE 10
TPYIOBBIX
MIPAaBOOTHOILECHUM.
4. | Tema 4. JloroBopHO- 3 - 3
MpaBoOBast TOKYMEHTAIHSI. 8




n/n

Pa3zpen/rema
JAMcuunJIMHbI

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac

KonTakTHas padora

=]
)
@
g
=)

JEKIUN

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

JIOKyMEHTBI
BHEUTHEAKOHOMUYECKOU
JeSITENIbHOCTH.

Tema 5. Texnonoruu
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs..

10

Tema 6. Cuctemsl paboThI ¢
KOH(l)I/II[eHHI/IaJIBHLIMI/I
JTOKyMEHTaMH.

10

Tema 7. ApxuBHoe
XpaHeHHe. DKCIepTU3a
LIEHHOCTH JOKYMEHTOB.

Tema 8. [lyTu BHenpeHUs
aBTOMATU3HPOBAHHBIX
CUCTEM
JOKYMEHTAIUOHHOT'O
obecrieyeHus yrpaBiieHUs

10

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPAXKHO-3aKA3HBIX
ABTOMATU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAIMOHHOTO
oOecrnieueHus ynpapiaeHUs

10.

Tema 10. Kpurepun
aHaIn3a
aBTOMaTH3UPOBAHHBIX
CUCTEM
JOKYMEHTAIlMOHHOT'O
o0ecrnieueHus ynpapiaeHUs

11.

Tema 11. Ananus
XapaKTepUCTUK
aBTOMAaTH3UPOBAHHBIX
cHCcTeEM
JOKYMEHTAIHOHHOT'O
o0ecrnieueHus ynpaBiIeHUs

12,

Tema 12. Ouenka

3¢ PeKTUBHOCTU BHEIPEHUS
aBTOMATU3HPOBAHHBIX
CUCTEM

10




wa
= °:’ Buabl y4eOHBIX 3aHATHIH, BKIIOYAS
g ; CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac
Ne Paznen/rema 8 ‘§
n/n I[HCIIHHJII/IHBI E KonTakTHas paﬁoTa
= CamocrosiTesb-
Bcero F— NpaKkTHYeCKue Has paboTa
3aHATHSA 00y4aromuxcst
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHUs
Bcero 108 36 36 36
JK3aMeH 36 - - -
Hroro 144 36 36 36
OuHo-3a04Hasi popma oOyueHust
=
= o Buabl y4eOHbIX 3aHATHIH, BKIIOYAS
g § CaMOCTOSITEJILHYIO Pa00Ty 00y4aroIMXCcs, 4ac
Ne Pa3znen/Tema S :§
n/n JAucuuniamHbl E KonTakTHas paﬁoTa
= CamocrosiTe/b-
Bcero F— NpaKTHYEeCKHE Hasi padoTa
3aHATHS o0yuawuuxcst
1. Beenenue. Tema 1. 1 - 5
JlokymeHTupoBaHue 6
YIIPaBJICHYECKOU
nestenbHOCTH. TpeboBaHus
K 0 OpPMIICHHIO
JIOKyMEHTOB
2. | Tema 2. Cucrema 2 2 6
OpraHU3alMOHHO- 8
pacnopsiAUTENbHON
JIOKyMEHTAIWH.
3. | Tema 3. 2 2 6
JlokymeHTupOBaHue 8
TPYAOBBIX
MIPaBOOTHOLLIEHUH.
4. | Tema 4. JloroBopHo- 2 - 5
MpaBoOBasi JOKyMEHTaIUS. 7
JIOKyMEHTBI
BHEITHEOKOHOMUYECKOM
e TETFHOCTH.
5. | Tema 5. Texnonoruu 2 2 6
JIOKYMEHTAIlMOHHOTO 10
obecrieveHus ynpaBlIeHusl.




Pa3zpen/rema
JAMcuunJIMHbI

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac

KonTakTHas padora

=]
)
@
g
=)

JEKIUN

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

Tema 6. Cuctemsl paboThI ¢
KOH(UACHIMATbHBIMU
JTOKyMEHTaMH.

-
-

2

3

6

Tema 7. ApxuBHOe
XpaHeHue. JKcnepTusa
LIEHHOCTH JOKYMEHTOB.

Tema 8. [yt BHEnpeHUs
aBTOMATU3HPOBAHHBIX
cucTeM
JOKYMEHTAIUOHHOI'O
obecrieyeHus yrpaBiieHUs

11

Tema 9. OcHOBHEBIE KJ1ACCHI
TI/Ipa)KHO-?:aKaBHI)IX
aBTOMaTI/I?;I/IpOBaHHI)IX
CHCTEM
I[OKYMGHTaIII/IOHHOFO
oOecrieYeHUs yIpaBJICHUS

10.

Tema 10. Kputepuun
aHaim3a
aBTOMAaTH3MPOBAHHBIX
CUCTEM
JOKYMEHTAIlMOHHOT'O
oOecrnieueHus ynpaBiaeHUs

11.

Tema 11. Ananus
XapaKTepUCTUK
aBTOMaTH3UPOBAHHBIX
cCHCTEM
JTOKYMEHTAIHOHHOTO
oOecrnieueHus ynpaBiaeHUs

12.

Tema 12. Onenka

3¢ (HEeKTUBHOCTH BHEAPEHUS
ABTOMATHU3HPOBAHHBIX
cHCcTeEM
JOKYMEHTAI[MOHHOTO
o0ecrnieueHus ynpaBiIeHUs

Bcero

108

20

20

68

IK3aMeH

36

Hrtoro

144

20

20

68




4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
Beenenne

CoBpeMeHHBII 3Tam  OOIIECTBEHHOTO Pa3BUTHUS, XapaKTEPU3YIOUIMHCS  yriyOieHuem
HSKOHOMUYECKUX CBS3€H M POCTOM B3aWMO3aBUCHMOCTH TOCYIapCTB, OOBEKTUBHO OOYCIOBIMBACT
HETPEPHIBHOE BO3pACTaHUE POJIU HH(POPMALIMU B COLMAIBHOM M TEXHUYECKOM IPOLIECCE, B PEIICHUH
rno0anbHEIX TpoOsieM. JIoCTHXKeHHs HayYHO-TEXHHMUYECKOrO Mporpecca BO MHOTHX OTPacisix
o0ecreyrsii BO3MOXXHOCTh TMPAKTHYECKOW peanu3anuu ujaeu (popMHUpPOBaHUS MHPOPMALUOHHOTO
oOuiecTna.

B mnacrosmee Bpems wuH(pOpManus paccMaTpUBaeTCs KaK pecypec, KOTOPbIH, Kak |
TPaJUIMOHHBIE PECYpCBl: TPYA, DSHEPrus, TOJIE3HbIE MCKOMAeMble, - MOXHO J0OBIBATH,
nepepalaTbIBaTh, MCHONB30BaTh M pacnpocTpaHaTh. OAHUM W3 HANpPaBICHUH HCIHOIb30BAHUS
UH(POPMAITMOHHBIX 1 KOMMYHUKAIIHOHHBIX TEXHOJIOTHH B JEATEIbHOCTH OPTaHOB rOCYIapCTBEHHOM
BIACTH, OpraHu3aludii W  TOPeNnpusITHd  SBISIETCS  Pa3BUTHE  CHCTEMbBI  JJIEKTPOHHOTO
JOKYMEHTOO0OpOTa, CTaHJApTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEPIICHCTBOBAHMS TPAAUIMOHHOTO JIEJIONPOU3BOJACTBA OOYCIOBIMBACTCA HEOOXOIMMOCTBIO
NOBBIIIEHHUS 3()(HEKTUBHOCTH YIPABICHYECKOH EATEIBHOCTH, YCKOPEHUS ABIKEHHS JJOKYyMEHTOB B
OpraHM3ally, YMEHBIICHUS TPYJOEMKOCTH 00paboTKM 1oKyMeHToB. Co31aHHAas Ha OCHOBE
NEPCIEKTUBHBIX WH(POPMAIIMOHHBIX TEXHOJIOTHI aBTOMAaTH3MPOBAaHHAS CUCTEMA JIETIONPOU3BOICTBA
JOJDKHA ~ TOBBICHTH  JCHCTBEHHOCTh  YNpaBJeHUS 3a  cyeT  OOpa3oBaHUS  €JUHOIO
JOKYMEHTOOPUEHTHPOBAHHOTO HMH(DOPMAIIMOHHOTO TPOCTPAHCTBA, MJAIOIIETO  IMOJB30BATEISAM
cpencTBa 3pPEeKTUBHON COBMECTHOM pabOTHI C JOKyMEHTaMH B JIFOOOM MECTE U B JIF000€ BpEMsl.

[IpeaMeT W CTPyKTypa AMCHMIUIMHBI «J{OKYMEHTHPOBAaHHE YNPABICHYECKON NESTEILHOCTHY.
Pone  nmokymeHToOOOpoTa B YNpAaBICHUM  NPEINPHUATHEM.  3HA4€HHE  TUCIHILUIMHBI
«/loOKyMEHTHpOBaHHE YIPABICHYECKON JEATENFHOCTHY B TIOATOTOBKE CIIEIHMANIMCTa B 001acTu
MeHeDKMeHTa. COBpeMEHHOE COCTOSIHIE IOKYMEHTAIIMOHHOTO 00SCIIeYeHNS] YIIPaBIICHHSI.

Tema 1. JlokyMeHTHpPOBaHME yIIPaBJIeHYeCKOii 1essTebHOCTH. TpedoBanus Kk
o(popMITIEeHHIO IOKYMEHTOB.

l'ocynapcTBeHHas cucremMa JOKyMeHTarmoHHoro obecnieuenus ympasienus (I'CAOY) - cBox
NpaBWI, YCTaHABIMBAIOIINE €IUHBIC TpeOOBaHMS K JIOKYMEHTHPOBAHMIO YIPaBIEHUECKOU
NEATETIPHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha TPENNPHATHAX PA3IUYHBIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopMm. CocTaB yIpaBieHYECKUX JIOKyMEHTOB. [IoHATHE CHCTEM JOKyMEHTAIUH.
OyHKIMOHAIEHBIE M OTPACIEBBIE CHCTEMbI JTOKYMEHTAIlMH. YHUQHUKAIUS W CTaHAapTU3AIMS
YTIPaBJIEHUECKUX JOKYMEHTOB. PerimaMeHTanust JOKyMEHTUPOBaHUS YIPABICHYECKON J1esTEebHOCTH.
[TocrosiHHBIE 1 TepeMEHHbBIE PEKBH3UTHI U TIPaBHIIa HX 0 opMIiIeHHs. bianku 1 opMaTsl TOKyMEHTOB.
@opmynssp — oOpasel; JOKyMeHTa. YTJIOBOE U TPOAOJIbHOE PACIOJIOKEHHE PEKBU3UTOB.
YuudunmposanHas GopmMa T0KyMeHTa.

Tema 2. CucTeMa OpraHu3aliMOHHO - PACTIOPAAUTEIbHON JOKYMEHTAIUH.

Cucrema OPJI. OcoGeHHOCTH M XapaKTepHbIE YEPThl OPraHU3aIIMIOHHO-TIPABOBBIX JIOKYMEH-
ToB. CocraBieHue ¥ O(GOpMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHASE MHCTPYKIUS, TPaBHa BHYTPEHHETO TPYIOBOTO PACIOpPS/IKA, IITATHOE PACHHCAHUE,
HOJIOKEHHE O CTPYKTYPHOM TO/Ipa3ieeHNH.

Pacniopsiqurenbras qokyMeHTanust. [[puHIMIBI COCTaBIICHHUS, CTAIUH TTO/I'OTOBKH, BU3HPOBAHUS
U TOJTNHUCAHUS PaCTOpSAUTENIbHBIX J0KyMeHTOB. CocTaBiieHne U oopMIIeHHE PacopsAUTENbHBIX
JIOKYMEHTOB: ITPUKa3bl, PACTIOPSHKEHMST, TOCTAHOBIICHHUS, YKa3aHUS, PEIICHHSI.

CrnpaBo4YHO-MH(OPMAIIMOHHBIE JJOKYMEHTBI: aKT, JOKJIaaHas (ciay)keOHas) 3almMcka, CIpaBKa,
MPOTOKOJI, CBOJIKA, Ciy>keOHOe muchMO. OcoOEHHOCTH O(OpPMIICHHS, PA3HOBHUIHOCTH H TIOPSIOK
COCTaBJIeHUSI aKTOB. [lOpsIOK COCTaBJEHUs] aKTOB CBEPKUM pPACUYeTOB MEXIy JeOuTopamMu U
kpequropamu. [IpaBuia TpOBEACHWS COBENIAHWN KOJUIETHABHBIX OPraHOB, COCTAaBJICHUE U
oopmIieHre MPOTOKOIA.

Cuty>xe0HbIe iHchbMa. Kitaccngukanust KoppecioHIeHIINI;, HHUIIMATUBHAS U OTBETHAS JIEJIOBas U
KOMMepuecKast. SI3bIK ¥ CTHIIb JIeTIOBON KOppecoHieHIMH. TUoBkie 1 TpadapeTHbIE IeTIOBbIE UChMA.
VHuTMaTHBHBIE U OTBETHBIE CITy)KeOHbBIE MUChMa. [IrchMa 3arpockl ¥ TIMChMa OTBETHI OpraHU3aIlHii-
KpeAUTOpPOB. THUIOBBIE rapaHTUIHBIE IChMa OT OpPraHU3aIMi (TapaHTOB)

[TnanupoBaHue AEATEIBHOCTH YUPEKICHUS - BaKHEHIas (yHKIUS YIIPABICHHSI, TTO3BOJISIOIIAS
7



cienath paboTy YUpEKACHUS MaKCUMAIBHO dpdekTruBHON. OCOOEHHOCTH TUIAHOBBIX JTOKYMEHTOB.
[1naHoBBIE TOKYMEHTBI: IUIaH, NEPCIIEKTUBHBIN IJIaH, MporpaMma, rpauk, CXeM reHepasibHas cXeMa.
OrtpacneBble 1uIaHbl U nporpamMMbl. Dopmbl OTUETHOW JOKyMeHTanuMu. OTYeTHass W OTYETHO-
CIIPAaBOYHAs JOKYMEHTALYS.

Tema 3. JlokyMeHTHpPOBaHUE TPYAOBBIX NPABOOTHOLIECHMIT

JloKkyMeHTupoBaHUE PabOThI ¢ MepcoHaIOM. [IoHATHE U CTPYKTypa NEpCOHAIbHBIX JaHHBIX.
TpeGoBanus k 00pabOTKe U Nepeaaye NePCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKYMEHTallUOHHOM CHCTeMbl. XapaKTepPUCTHKA KOMIUIEKCOB KaJpOBOW JIOKyMEHTALUH.
VYHuuuypoBanHbsle (GOpPMbI IPUKA30B O JIMYHOMY cocTaBy. JlokymeHTalus Mo ydery pabouero
BPEMEHU UM PacueToB € NIEPCOHANIOM 110 oruiare Tpynaa. IlpaBuna Benenus TpyaoBbIX KHMKEK. CocTa
npouesyp U JOKyMEHTUPOBAaHHME IpHeMa, IepeBosa, yBOJIbHEHHs nepcoHana. Ilpouecc 3ammrsl
NEPCOHANIBHBIX JJAHHBIX B KaJIpOBOM Ciry:k0e. OCOOEHHOCTH XpaHEHUs KapOBOM JOKYMEHTALUH.

Tema 4. /loroBopHO-NIpaBoOBasi JOKYMEHTALMS.
JIOKyMeHTbI BHEIITHe3KOHOMHYEeCKOi1 1esITeJIbHOCTH

OcoOeHHocTy cocTaBiaeHUust U odopmiieHHs 10roBopoB. PaszHoBumHOcTH noroBopoB. Co-
nramenye. KoyuleKTBHBIN 0roBOp, TPYAOBOH JOr0BOP. JJOroBOp NOCTaBKH, apEH IblL, OKA3aHUs YCIIYT.
PexBU3UTBI JOroBOpa U MpaBuiia UX PErucTpaLyy.

JlokyMeHTBI, O(OpMIISIOIINE BHEIIHETOProBble caenku. Crenudukanyum, KOHOCAMEHTHI,
KOHTpakThl. KoMMmepueckasi nepenucka BO BHEIIHEIKOHOMUYECKOW nesTenbHOCcTH. Ha3Hauenue u
oopMiIeHIE KOMMEPUYECKUX ITUCEM B 3apyOEKHOM MPAKTHUKE.

[Iperensuonnble J0KyMeHTHI. JKanoObl, oOpaiieHus, NpemiokeHus rpaxaad. Jlenonpous-
BOJICTBO I10 TUCbMEHHBIM O0OpAIlIEHUSIM IPaskaaH.

Tema 5. TexHoJI0THN TOKYMEHTAIIMOHHOT0 00eceYeHus1 yIpaBJaeHus

Opranmszanust 1oKkymMeHTooOopoTta. [loHsTHE ITOKYMEHTOOOOpOTa, €ro KOJIWYECTBEHHBIE U
KAQUeCTBEHHBIEC XapAKTEPUCTHKU. TeXHOJIOrnu OOpaOOTKU BXOIAIIMX, BHYTPEHHMX M HCXOISIIMX
JNOKyMeHTOB. OnTuMu3zanmsi JOKyMeHTooOoporta. Permcrparmms mokymeHToB. Dopmbl M IpaBuiia
peructparu. KoHTponb ucnonHeHust AoKyMeHToB. DyHKIUM, 3a7aud U Lenu KoHTposisi. Cpoku
UCIIOJIHEHUST JIOKyMEHTOB. EJMHBIE M JI€TalbHO periaMEHTUPOBAaHHbIE IpaBUiIa paboOThl C
YIIPaBJIEHYECKUMHU JOKYMEHTAMU B OpraHU3ally.

Tema 6. Cucrema padoThl ¢ KOH(pHIEHINAIBLHBIMHA JOKYMEHTAMM

Pernamenranus coctaBa KOH(UAEGHIMAIBHBIX CBEJICHUH M JOKyMEHTOB. IloToku KoHOH-
JEHIIMAIBbHBIX TOKyMEHTOB. TexHonornyeckas cucreMa 00padoTKU KOH(PUICHIINAIBHBIX JOKYMEHTOB.
®opmupoBaHue, 0pOpMIIEHHE U XpaHEHHE JIEN, COAEpIKaIUX KOH(PHICHIINAIbHbIE CBEICHUS.

Tema 7. ApXxuBHOe XpaHeHNH JOKYMEHTOB. JKCIIEPTH3Aa IEeHHOCTH 10KYMEHTOB

OnepaTuBHOE, TEKYyIIEE U MTOCTOSHHOE XpaHEHUE JOKyMEHTOB. CHucteMaTusanys JOKyMEHTOB.
[Tpunuunel ¢opmupoBanus nei. OcdopmieHne M BeJEHHE HOMEHKIATypbl nen. TumoBble U
WH/IUBHyalbHbIE HOMEHKJIATypbl nen. Onucu nen. DopMel HCHOIB30BAHUSA JOKYMEHTOB W3
apxuBHOTO (oHAa opranu3zauuu. OneHKa 3HaYMMOCTH JIOKYMEHTA U CPOKOB UX XpaHeHus. [IpuHiumb
Y KPUTEPUH OLIEHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHHU.

Tema 8. IlyTu BHeApeHMsI ABTOMATHU3MPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOTI'0 00ecIeYeHNs yIPABJICHHS.

CoBpemeHHbIe O(uCcHbIE HH(GOPMALMOHHbIE TeXHONIOruu. CTparernuu pa3paboTKu peann3aliu
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3aLUHM JOKYMEHTAIIMOHHOTO OOECIeUeHUs YIpaBJIECHUs.
@OyHIaMeHTalIbHbIe PUHIHITBI CO3/IaHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUeHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-3aKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOI'0 00ecreyeHNs yIpaBJIeHHs

OcoOEeHHOCTH COBPEMEHHOIO0 pBHIHKA MPOrpaMMHBIX CHCTEM B OOJAacTH aBTOMAaTU3allU
JIETIONPOU3BOACTBA U IOKYyMEHT0000poTa. COCTaB THITOBBIX BO3MOXKHOCTEN KOMITBIOTEPHBIX IPOTrPaMM
[0 aBTOMAaTH3allMM JIOKYMEHTAI[MOHHOro obecrieyeHusi ympapieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OOecCredeHHsl YIpaBleHHUs OpraHu3allvu.
B03MOKHOCTH CHCTEMBI TOJHOCTBIO peaTM30BaTh MyJIbTUMEIUACPENY Ul XPaHEHUs Pa3IMdHOrO
pozia MPUJIOKEHUH, JOMOJHEHUH M WUTIOCTpAlMiA K JOKyMeHTaM ((oTo-, ayauo-, BUIeo(hOpMaThl).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO OOecreueHHs

8



yIIpaBICHUA.
Tema 10. Kpurepuu anaimm3a aBpToMATU3MPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOT0 00ecneyeHns1 yIpaBJieHns.

AHanM3 aBTOMAaTU3UPOBAHHOW CHCTEMbl JOKYMEHTALIMOHHOTO OOECIeUeHHUs YIpaBlIeHUs Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. llpuBereHHbIE K eIuHOMY BHIY (DYHKIMOHAJIBHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAI[MOHHOTrO olecrieueHus ympasieHus. Kpurepuu oreHku
aBTOMaTI/I3I/IpOBaHHOﬁ CHUCTEMbI IOKYMCHTAITUOHHOI'O O6€CH€‘-I€HI/ISI YIIpaBJICHUA.

Tema 11. AHAIU3 XapaKTEePUCTHK ABTOMATH3UPOBAHHBIX CHCTEM JIOKYMEHTALIMOHHOI 0
obecrieyeHus ynpaBJieHUs1

Meponpuatiss MO BBIOOPY CHUCTEM aBTOMATH3aLUH JOKYMEHTAllMOHHOTO OOECIIeUeHus!
ynpasieHus. OCHOBHbIE  KaueCTBEHHbIC  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KoanduecTBenHnie 9KCIUTYyaTalluOHHBIC napameTpbl aBTOMaTPI3PIpOBaHHOI>'I CUCTEMBI
JOKYMEHTALIMOHHOTO obecrnieueHrs: ynpanieHus. CpaBHUTENbHBI aHAIW3 aBTOMATHU3UPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOIO 00ECIIEUEHNS YIIPABIICHUSL.

Tema 12. Ouenka 3p(peKTUBHOCTH BHEAPEHUSI ABTOMATH3UPOBAHHBIX CHCTEM
JOKYMEHTAIMOHHOT0 00ecieYeHns yIPaBJIeHus

OxoHomuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIMIOHHOTO
o0OecrieyeHrsl ympaBIeHNUs — JTO KOJMYECTBEHHAs CTOMMOCTHAsl OIEHKAa 3(pQeKTa OT MPOBEACHHUS
MEPONPHUATHIA TIO0 aBTOMATH3AMK WH()OPMAIIMOHHOTO O0eCHeYeH s OpraHu3alu. MeToIuKK pacuera
Bq)q)CKTI/IBHOCTI/I 0 BHCAPCHHUIO ABTOMATH3HMPOBAHHBLIX CHCTEM AJOKYMCHTALIMOHHOI'O obecrieueHus
yIIpaBICHUS.

4.3. IlpakTuueckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA
Ounas ¢gopma 00yueHust

3ansatue 1. Cucrema opr: aHI/ISaI_II/IOHHO-paCHOPHI[I/ITeHLHOfl AOKYMCHTAaIUH.

3ansTue 2. JIo0kyMEeHTUPOBAHHUE TPYIOBBIX IIPABOOTHOLIEHHH.

3ansatue 3. TeXHOIOTUN JOKYMEHTAIMOHHOTO 00ECTICUeHHS yIIPaBICHUSI.

3ansrue 4. CucteMsl paboThl ¢ KOHPHICHIIMATEHBIME JTOKYMEHTAMHU.

3ansTue 5. [Tyt BHeIpeHUsI aBTOMAaTU3UPOBAHHBIX CHUCTEM JJOKYMEHTALMOHHOTO
obecrieyeHys1 yrpaBieHNs

3ansTe 6. OCHOBHBIE KJIACChl TUPAYKHO-3aKa3HBIX aBTOMaTU3MPOBAHHBIX CUCTEM
JIOKYMEHTAILIOHHOTO 00ECTIEUeHNs! YTIPaBIICHUS

3anstue 7. Kpurepun aHanm3a aBTOMaTH3MPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO
obecrieyeHns1 yrpaBieHNs

3ansaTHe 8. AHAIN3 XapaKTEPUCTUK aBTOMAaTU3UPOBAHHBIX CUCTEM JOKYMEHTALMOHHOTO
obecrieueHurs yrpaBieHUs

3anstue 9. Onenka 3pQeKTUBHOCTH BHEPEHUSI aBTOMaTU3UPOBAHHBIX CUCTEM

JIOKYMEHTAILIIOHHOTO 00ECTIEUeHNS! YIIPaBIICHUS

Ou4Ho-3204Has popma o0yueHHnst

3anstue 1. Cucrema opr aHI/IBaI_II/IOHHO'paCHopHI[HTeHLHOﬁ JAOKYMCHTAIUH.

3ansatue 2. [Jo0KkyMEHTHPOBaHUE TPYIOBBIX ITPABOOTHOILICHHH.

3anstue 3. TeXHOIOruu TOKyMEHTAllMOHHOTO 00ecieueH s yIpaBIeHUs.

3ansaTue 4. CucteMsl paboThl ¢ KOH(DUICHIIMATBHBIMU JJOKYMEHTaMH.

3ansaTue 5. [1yTu BHeIpeHNs aBTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO
obecrieueHus1 yIpaBIeHNs

3ansiTue 6. OCHOBHBIE KJIACChl TUPAYKHO-3aKa3HBIX aBTOMaTU3MPOBAHHBIX CUCTEM

JOKyMEHTAITHOHHOTO 00ECTICUeHHS! YIPABICHUS




3anstue 7. Kpurepun aHainisa aBTOMaTH3UPOBAaHHBIX CUCTEM IOKYMEHTAIIMOHHOTO
obecrieyeHys1 yIpaBIeHUs

3anstue 8. AHanM3 XapaKTepUCTHK aBTOMATU3UPOBAHHBIX CUCTEM JOKYMEHTAL[HIOHHOTO
obecreueHus ynpasieHus

3anstue 9. Onenka 3pPeKTUBHOCTH BHEJPEHUSI aBTOMAaTU3UPOBAHHBIX CUCTEM
JOKYMEHTAIIIOHHOTO 00ECIIeUeHHs! YIIPABICHUS

5. YueOHO-MeTOoAMYeCKOEe U HH(POPMALMOHHOE 00ecreyeHue JUCIHILIMHBI

5.1. OcHoBHasi JIuTEpaTypa

BacakoB, M. U. [lokymeHTalMOHHOE obOecrieueHue ympasienus : (JlemomnpousBoactso) :
yueOnuk / M. U. bacakoB. — 2-¢ uzn., ucim. u gomn. — PocroB-na-Jlony : ®enukc, 2013. — 352
c. : mn. — (Cpennee npodeccruoHaabHoe oOpa3oBaHue). — Pexum moctyna: mo mojnucKe. —
URL: https://biblioclub.ru/index.php?page=book&id=271490

Eroposa, JI. b. JlokymeHTtannoHHoe oOecrneueHue ynpapieHus (JloKyMeHTOBEICHUE.
OCHOBBI JIEJIONPOU3BOJICTBA): DIEKTPOHHOE yueOHOoe mocobue : yuye6Hoe mocodue / JI. b.
EropoBa. — Cankr-IlerepOypr : U0 CII6YTYuD, 2008. — 410 c. — ISBN 978-5-94047-
580-4. — Texkcr : 3nexTpoHHBIH // JlaHb : 31eKTpOHHO-OMOMMoTeunas cucrema. — URL:
https://e.lanbook.com/book/63757

Opranuzanys ¥ TEXHOJIOTHSI JOKYMEHTAIIMOHHOTO 00CCIICYCHHSI YIIPABJICHUS : SJICKTPOHHOE
yuebHoe mocobue : [16+] / coct. C. E. Mumenun ; KemepoBckuii rocyaapcTBEHHBIH
YHUBEPCUTET, WMHCTUTYT HUCTOPHH, TOCYJApCTBEHHOTO YIPABICHHUS M MEKIYHAPOTHBIX
oTHomeHui [u 1p.]. — KemepoBo : KemepoBckuii rocynapctBeHHbld yHuBepcutet, 2017, —
478 c. — Pexxum JOCTYTIA: o MTOATIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=481592

5.2. JlonoTHUTEIbHASI JIATEPATYPA
1. Kynmses, H. H. J[okxymenroBenenme : yueObnuk / H.H. Kynses, JI. H. Ypaiuos,

A.T. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBas yHuBepcurerckas 6ubmuoreka). —
Pexxum nmocryna: mo noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=84880

2. SluxoBuy, 1II. A. JlenonponsBoACTBO B KaapoBoi ciayxOe : yueOnuk / 1. A. SIHkoBuu. —

Mocksa : IOnutu-/lana, 2017. — 161 c. : cxem., Tabn. — Pexxum nocryna: mo moamnucke. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

=

5.3. JIulleH3MOHHOE MPOrpaMMHoe o0ecrevyeHne
Microsoft Windows 10 Pro
Microsoft Office 2007

5.4. CoBpeMeHHble Tnpo(eccHOHAILHBbIE 0a3bl [JaHHBIX M HH(OPMALHOHHbIE

CIIPABOYHBIC CUCTEMbI

1.

PO E

©oo~NoU

KomrmsroTepHabie HHPOPMaIMOHHO-TIPABOBEIE CHCTEMbI « KOHCYIbTaHT
http://www.consultant.ru, «["apant» http://www.garant.ru.

OdunmansHbIil HHTEPHET-MOPTAI NMPaBoBoOii HH(MopMarmu http://pravo.gov.ru.
Cayx0a TeMaTHYeCKHX TOJIKOBBIX cioBapeit http://www.glossary.ru/

LleHTp KOMIIETEHIMM MO BONPOCaM JOKYMEHTAI[HOHHOTO OOECIeYeHUs YIpaBICHHS W
apXMBHOTO Jieja, « DHIUKIIONEANs AeI0Mpon3BoacTBay hitp://www.edou.ru/enc/
Hayunas snexkrponnas oudnauoreka http://www.elibrary.ru

ObC «YHuBepcurterckas oudanoreka onnaita» https://biblioclub.ru/index.php
Hayunas snekrponnas 6ubnuoreka «KubepJlennnka» https://cyberleninka.ru/
AJIMUHHCTPAaTHBHO-YpaBiIeHYeCKU# mopTan http://www.aup.ru/

9BbC «Jlanp» https://e.lanbook.com/
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6. MaTepuajabHO-TeXHHYECKOE o0ecnevyeHue T CUUIIMHBI

1. JlexunoHHast ayguTOpHs, ayJUTOpPHs IJi1 TPYNIOBBIX M HWHAMBUAYAJIbHBIX KOHCYJIbTallUH,
OCHAIIICHHAas KOMIUIEKTOM MeOenu sl y4eOHOro mporecca, Y4eOHOW JTOCKOM, MepCOHATBHBIM
KOMIIBIOTEPOM, TUIA3MEHHOH TTaHEIBIO.

2. Aymutopus i IPOBEIEHHS MPAKTHUYECKUX U CEMUHAPCKUX 3aHATUH, TEKYIIEro KOHTPOJIS U
MIPOMEKYTOYHOH aTTecTalluy, OCHAIICHHAs KOMIUIEKTOM MeOeIu AJis y9eOHOro mpoiecca, yaeOHou
JOCKO¥, IEPCOHATBHBIM KOMIBIOTEPOM, TNIA3MEHHOMN TTaHENbIO.

3. Ayaurtopusi Ui CaMOCTOSITEJIbHON pabOThl CTYACHTOB, OCHAICHHAS KOMIUICKTOM MeOeIH st
y4eOHOro Tmporecca, y4eOHOW JOCKOHW, TEePCOHANBHBIMH KOMITBIOTEPAMU C BO3MOXKHOCTBIO
MOJKIIOUEHUS K ceTh «MIHTepHET» U IOCTYIIOM K 3JICKTPOHHON MH(OPMAIOHHO-00pa30BaTe/IbHOM
cpene YHUBepCHUTETA.

1. MeToauuecKue PCKOMEHIAUH MO OPpraHu3aliuv U3y4YCHUSA TUCHUIIJINHBI

7.1. MeTonnyeckne peKOMeHIalHH MPenogaBaTe o

Jlanublii pasfen Hacrosuiedl pabOodeld mporpamMmbl MpeqHA3HAYEH IS HAYMHAIOIIHUX
Iperno/iaBaTesiei U CIenuaIuCTOB-TIPAKTUKOB, HE MIMEIOIUX OIbITA PENoJaBaTeIbCKONH padOTHI.

HucuumnuHa  «/{OKyMEHTUpOBaHHE  YIPABICHYECKOW  JIEATENbHOCTH»  SIBISETCS
JTUCITUTUIMHON, (hopMupyrotIel y ooydarommxcst yactuaao komnerennuto [1K-2, TTIK-7. B ycnoBusix
KOHCTPYUPOBaHUSI 00pa30BaTeNbHBIX CHUCTEM HA TMPUHIMUIAX KOMIIETEHTHOCTHOTO IOAX0/a
MPOM30IILIO KOHIENTYAIbHOE N3MEHEHHE POJIH MPETI0AaBaTels, KOTOPbIi, HapsAy C TPaIuIIUOHHON
pPOJIBI0 HOCUTENSI 3HAHUM, BBINONHSAET (YHKUIMIO OpraHM3aTopa HAyYHO-TIOMCKOBOW pabOTHI
oOyJarorerocs, KOHCyJIbTaHTa B TIPOIEAypax BEIOOpA, 00pabOTKH U MHTEPIIPETAIINH HH(POPMAIIHH,
HEOOXOUMOM UI MPAKTHUECKOTO JCUCTBUS U JajbHEHIero pa3BUTHS, YTO JOKHO 00s3aTeIbHO
YUUTBIBATBCSl TPH MPOBEACHUU JICKIMOHHBIX W TPAKTUYECKUX 3aHATHH 10 JUCIHUTUIMHE
«JloxymMeHTHpOBaHNE yIPaBIECHUYECKON ACSITEILHOCTIY.

[IpenonaBanue  TEOpeTUYECKOro  (JEKIMOHHOIO)  Marepuajga 10  JAUCIUIUIMHE
«JlokyMeHTUpOBaHHE  YIPABICHYECKOM  AESITENbHOCTH»  OCYIIECTBIAETCS  HA  OCHOBE
MEKIUCIUAIUTMHAPHON HWHTETpalMd M YETKUX MEXAWCHUIUIMHAPHBIX CBA3€H B  paMKax
o0pa3oBaTeNbHON MIPOrpaMMbl U ydeOHOro 1uiaHa 1o HampasieHuto 38.03.02 MeHeKMEeHT.

[TonpoOHOE coaepkaHWE OTHENBHBIX pa3feiioB JUCHUIUIUHBI  «JlOKyMEHTHpOBaHHE
yIpaBIEHYECKOH J1eATEebHOCTIY paccMaTpuBaeTcs B 1.5 pabodeit mporpaMMsl.

MeTtoauka onpeeNeHusi H”TOTOBOTO CEMECTPOBOTO PEUTHHTA 00YYaIOIIEToCs MO TUCIUILIIHE
«/lokyMeHTHpOBaHUE YIPaBIECHUYECKOW JeATeNbHOCTU» MpenactaBieHa B coctae POC mo
JUCLIUILIMHE B T 8 pabouell IporpaMMBbl.

[TpumepHbIe TeMbl pedepaToB JUIs TEKYIIETO0 KOHTPOJIS U NepevyeHb BOIPOCOB K 3K3aMEHY IO
JTUCIUATUTMHE TaKXKe MPeCTaBlIeHBI B 11 § pabodeil mporpaMMBbl.

[lepeueHb OCHOBHOM M JOMOJHUTEIBHOM JUTEPaTypbl U HOPMATHUBHBIX JIOKYMEHTOB,
HEOOXOIMMBIX B XOJ€ NPENOJaBaHMs JUCIHUIUINHBI «JlOKyMEHTHpOBaHHE YIpPaBICHYECKON
NeSITeIbHOCTH», TMpHBEIeH B M.8 Hacrosmeidl paboueil mporpammsl. IIpemopaBaremto ciemyer
OpPUEHTHPOBATh 00YUAIOIINXCS HA UCIIOJIB30BAHNE TIPH MOATOTOBKE K MPOMEKYTOYHOM aTTeCTaluu
OPUTHHAIBHOW BEPCUU HOPMATHBHBIX JOKYMEHTOB, IEHCTBYIOIINX B HACTOSIIIEE BPEMSI.

7.2. MeTonnyeckue yKazaHusi 00y4awommumest

[Tomydyenue yrayOJeHHBIX 3HAHUW MO JUCHMIUIMHE JOCTUTaeTcs 3a CYeT AaKTUBHOMN
CaMOCTOSITENIbHONW paboThl oOyuarommxcs. Beinensemplie yachl 11e1eco00pa3Ho HCIIONIb30BaTh IS
3HAKOMCTBA C Y4EOHOW M HAyYHOW JUTEPATYpOM MO MpoOiieMaM AWCIUIUIMHBI, aHAIn3a HAy4YHBIX
KOHLIEITLIHM.

B pamMkax AUCHUTIIMHBI IPEAYCMOTPEHBI pa3undHbie (POPMBI KOHTPOJISI YPOBHS TOCTHKCHUS
00y4JarOIIMMUCS 3asiBICHHBIX WHINKATOPOB OCBOEHUS KOMMETeHIIUNH. Dopma TeKyIero KOHTPOJIS —
aKTHBHAasg paboTa Ha MPAKTUYECKUX 3aHATHUSAX, MOATOTOBKa pedepata u TectupoBanue. Popmoii
MIPOMEXKYTOUHOIO KOHTPOJS [0 JaHHOW AUCUMIUIMHE SBIIIETCA 3K3aMEH, B XOJ€ KOTOpPOIO
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OILICHHUBACTCA ypOBGHL JOCTHUIKCHUA 06y‘-IaIOH_II/IMI/IC$I 3aABJICHHBIX I/IHI[I/IKaTOPOB OCBOCHU
KOMIIETECHIINH.

MGTOZ[I/I‘-IGCKI/IG YKa3aHUA 110 OCBOCHHUIKO NUCHUITJIIMHEBIL.

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 pa0dOTHI CTYJIEHTA B TEUCHHUE CEMECTPa, HEOOXOAMMOM /ISl Ka4eCTBEHHOM
IIOATOTOBKHU K HpOMC)KYTOqHOﬁ arTeCcTaluy 110 JUCHUIIIINHE.

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

— aHanmM3 TMpPaBoOBOil 0a3bl, periiaMeHTUPYIOLIEH [eATeIbHOCTh OpraHu3alfil PpazIUYHbIX
OpraHU3aIMOHHO-TIPABOBBIX (POpM;

— OMpoC IO MarepualaM, PAaCCMOTPEHHBIM Ha JEKUUSX M H3YYCHHBIM CaMOCTOSATEIBHO IO
PEKOMEHIOBAHHOM JIUTEPATYPE;

— PCLICHHUC TUINOBLIX PACUYCTHLBIX 3a7a4 10 TEMaM,

— aHanM3 ¥ 00CYXIeHHE MPAKTHUECKUX CUTYaIUl 110 TeMaM.

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

[ToaroTroBKa K MPaKTUYECKUM 3aHITHIIM 00s3aTeNIbHO BKJIIOYAET B ce0s M3yUeHHE KOHCIIEKTOB
JIEKMOHHOI'0 MaTepHalia U PEKOMEHJ0OBAaHHOM JIMTEPATYPHI JI1 aJI€KBATHOIO IIOHUMAHHMS YCIIOBHS
U crocoba perieHus 3aJaHnid, 3alIaHUPOBAHHBIX MPEroAaBaTesieM Ha KOHKPETHOE MPaKTHUYEeCKOe
3aHATHE.

MeTonuueckre  yKa3aHMsl 10  BBINOJHEHUIO  Pa3iWyHbIX  (HopM  BHeayJAUTOPHON
CaMOCTOSITENILHON pabOThI

W3yueHne OCHOBHOU W JIONOJHUTEJIBHOW JUTEPATYPbl, a TAaKX€ HOPMATUBHO-IPABOBBIX
JIOKYMEHTOB 10 JMCUUIUIMHE MPOBOJIUTCS HAa PErYJSIPHON OCHOBE B pa3pe3e KaxJI0ro pasjelia B
COOTBETCTBUU C MPUBEIECHHBIMU B 1.5 paboueill mporpaMMbl PeKOMEHIAIUSAMU IJi MOATOTOBKH K
MPOMEXYTOYHOM  aTTeCTallMM 1O  JUCHUIUIMHE  «JIOKyMEHTHpOBaHUE  YIPaBICHYECKOU
nesTenbHOCTH». CIUCOK OCHOBHOM M JIOTIONHUTENBHON JINTEPATYPHI U 00S3aTENBHBIX K U3yUEHUIO
HOPMATHBHO-TIPABOBBIX JOKYMEHTOB MO MAHMCIMIUIMHE TPUBEACH B T./ HACTOSIIEH padoueit
nporpammbl.  ClienyeT OTAaBaTh MPEANOYTEHUE H3YYCHHI0 HOPMATHMBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3jiejaM JUCHUIIMHBI IO CPABHEHUIO C X aIallTUPOBAHHON MHTEpIpeTalnei
B y4eOHOM JUTEpaType.

Pemienue 3amay B paspe3e pa3fesioB JUCHUILIMHBI «J[OKyMEHTHpOBaHHE YIpaBICHUYECKOM
JESATETLHOCTHY SIBJISIETCSI CAMOCTOSITEIbHON paboTol oOydvaromerocs B GopMe TOMAITHETO 3a1aHHs
B CJIy4asix HEIOCTaTKa ay AMTOPHOTO BPEMEHU Ha NMPAKTHUUECKUX 3aHATHUAX JUIS pEeLIEHUs BCEX 3a/a4,
3aIUTAHUPOBAHHBIX MPETIOAaBaTeIeM, MPOBOISAIINM MPAKTUUCCKUAE 3aHATHS IO TUCIUTUINHE.

Metoanueckue ykazaHus 1o MOATOTOBKE K MPOMEXYTOYHOM aTTecTaluu

[IpoMexxyTouHast arrecTtanus 1O AUCUUIUIMHE «J/[OKyMEHTUpPOBAaHHUE YIIPABICHUYECKON
JESTENILHOCTH» MPOXOIUT B dopMe 3k3ameHa. [IpumepHBIi mepedyeHb BOMPOCOB K HK3aMEHy IO
JUCHUIUINHE «J[OKyMEHTUpOBaHUE YIPABICHUYECKOW NESITEIBHOCTU» W KPUTEPUU OLEHKU OTBETA
oOydaromierocss Ha O5K3aMeHe JUIs Iielied OIEHKM JIOCTHKEHHUS 3asiBICHHBIX HHIAWKATOPOB
chopMupoBaHHOCTH KoMMeTeHIu npuBeaeHbl B coctabe OC mo auciurumae B 1M § padodeit
MIPOrpamMMBlI.

OO0yJarmuiicss JOMYCKAeTCsl K MPOMEXYTOYHOM aTTECTAIlUHU MO JUCIHUIUIMHE HE3aBUCHUMO OT
pE3yIbTATOB TEKYIIETO KOHTPOJIS.

8. DoHJ OLIEHOYHBIX CpeaAcCTB MO TMCHUIIJINHE
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8.1. IlepeyeHb KOMIETEHUHWH ¢ yka3aHWeM JTanoB UX (GopMHPOBaHUS B mpouecce

OCBOCHUS TUCHUIUINHBI. POpMBbI KOHTPOJIst GOPMUPOBAHMSI KOMIIETEHIM i

Kon u NHaukaTopsl 10CTHKEHUS JTansl
HAUMeHOBaHUe KOMIIETeHIIUH ¢hopmupoBanus
N dopmMa KOHTPOJIA
KOMMeTeHIHit (pa3neJnl
JUCHMILJIMHbI)
[1K-2 Cnocoben HIIK-2.1 OcymectBiser
pa3paboTartb JOKYMEHTAIlMOHHOE .
[IpomexyTouHbIi
3¢ (eKTUBHYIO obecrnieueHre CUCTEMBI OTLIaThI KOHTPO
HTPOJIb:
CUCTEM TpyZa U CTUMYJIMPOBAHUS
Y Py YIHPp 9K3aMeH
CTUMYJTUPOBAHUS IepcoHaa .
Tekymmit
py7a KOHTPOJIb:
IIK-7 Ciocoben HIIK-7.1 OcymectBiser onpoc Ha ’ Temsr 1-12
aHAJIU3UPOBATH, KOHTPOJIb U
MPAKTHYECKUX
TUTAHUPOBATb, JOKYMEHTHUPOBaHUE yUueTa .
€HUBATh MoKasareJsei o Tpyay u SATBITIX,
0
A 9 ThyRy pedepar;
3¢ (HEeKTUBHOCTH 3apabOTHOM IJ1aTe
TECTUPOBAaHUE
UCIIOJIb30BaHUS
KaJIPOBBbIX PECYPCOB

8.2. Iloka3aTe/in U1 KPUTEPHHU OLleHUBAHUS KOMIIETEHINI NPY M3yYeHUH TUCHHILIUHBI,
OIMCAaHUe HIKAJ OLleHUBAHUA

8.2.1 Kputepuu olieHKH OTBETAa HA IK3aMeHe

(popmupoBanue komnerenuu [1K-2, [TIK-7., unaukaropsr UI1K-2.1., UTIK-7.1.)

«5» (oTaM4HO): O0OydYamoIIuics AEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKUE 3HaHMS,
NPaKTUYECKHE HABBIKH, BIIA/ICET TEPMUHAMH, JEJIaeT apryMEHTHPOBAaHHBIC BBHIBOJBI M 0000LIICHHUS,
IPUBOJIUT MPUMEPHI, NTOKA3bIBAET CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEUbl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOUHSAIOLIME BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
NPaKTUYEeCKHE HABBIKH, BIIaJIeeT TEPMUHAMH, JeJIaeT apryMEHTUPOBAaHHbIE BBIBOJIBI U 0000IIEHN,
IOPUBOJAUT MPHUMEpPHI, MOKA3bIBAET CBOOOJHOE BIIAJ€HUE MOHOJIOTMYECKOH peuyblo, HO MPH 3TOM
JIeJIaeT HECYIIECTBEHHbIE OIIMOKH, KOTOpble OBICTPO HCHPABISET CaMOCTOSATENbHO WIM TNpU
HE3HAYNUTEIIbHON KOPPEKIUH IPETIOJaBATEIIEM.

«3» (ynoBJIeTBOPHUTEJIbHO): O0yUaIOLIUICS AEMOHCTPUPYET HErNIyOOKHE TEOpEeTHUYECKHE
3HaHMS, TMpOsBIAET cinabo cOpPMUPOBAHHBIE HABBIKM AaHAJIW3a SBICHUM U  IPOLIECCOB,
HEJ0CTaTOYHOE YMEHUE JeNIaTh apryMEHTUPOBAHHBIE BHIBOJBI U IPUBOJUTH IPUMEPSHI, TTOKA3bIBACT
HE JI0CTaTOYHO CBOOOJIHOE BIa/IEHME MOHOJOIMYECKOM peublo, TEPMHMHAMH, JIOTHUYHOCTBIO U
MOCJIEI0BATEIbHOCTBIO HM3JI0KEHUS, JeNaeT OIMOKH, KOTOpble MOXET MCIPAaBUTh TOJIBKO MpU
KOPPEKILIMU IIPETIOAABATEIIEM.

«2» (HeylOBJIETBOPHUTEJIbHO): OOyUaIOLIUIICS JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE INPAKTUYECKUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBO/IbI U TPUBOJIUTH IPUMEPHI, TOKA3bIBAET CJIa00€ BiIaJeHUE MOHOJIOTHYECKON peubto, HE BIIaEeT
TEPMUHAMH, TMPOSBIAET OTCYTCTBHE JIOTMMHOCTH M ITOCJIEIOBATEIBHOCTH W3JIOKEHUS, JEIaeT
OLIMOKH, KOTOpbIE HE MOYKET HMCIPAaBUTh Jake MPU KOPPEKIMM IperojaBaTesieM, OTKa3bIBaeTCs

OTBCUATb Ha JOTIOJHUTCIIBHBIC BOIIPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4aomerocss Ha NPaKTHYEeCKUX 3aHATHSIX
(popmupoBanue komnereniuu [1K-2, IIK-7., uaaukaroper UT1K-2.1., UTIK-7.1.)

«5» (OT.]'[I/I'-IHO)I BBIITOJTHCHBI BCC IMPAKTUYCCKUC 3aaaHusd, npeaAyCMOTPCHHBIC
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NPaKTUYECKUMHU 3aHATUAMHU, OOydaroluiics 4eTKo U 0e3 omMOOK OTBETHJI Ha BCE KOHTPOJIbHBIC
BOIIPOCHI, aKTUBHO pa0bOTaJl Ha MPAKTHYECKUX 3aHATHIX.

«4» (X0pOo1110): BBIITOJIHEHBI BCE MPAKTUYECKUE 3a1aHUS, IPELYCMOTPEHHBIE IPAKTUUYECKUMHU
3aHATUSAMH, OOYYAIOMIMNCS C KOPPEKTUPYIOMIMMHU 3aMEUaHUSIMU MpPENoJiaBaTessi OTBETHI Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO pab0Tal Ha NPAKTUYECKUX 3aHATUSAX.

«3» (YAOBJIETBOPUTEJILHO): BBINOJHEHbl BCE MPAKTUYECKUE 33JaHUs, MPELyCMOTPEHHbIE
NPAaKTUYECKMMHU 3aHATHSAMM C 3aMEYaHUsMHU IpernojaBarens; oOydaroluiics OTBETWI Ha Bce
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMH.

«2» (HeyIOBJICTBOPUTEJIBHO): 00y4YarOUIUIiCA HE BBIIOIHMI WM BBIIOIHMUI HENPABUIBHO
NPaKTUYECKHE 3aaHuUs, IPEyCMOTPEHHBIC TPAKTUYECKIUMH 3aHATHAMM; 00yUJaIOIMIMNACS OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH WIJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kputepuu ouenku pedepara

(popmupoBanue komnereniuu [1K-2, IIK-7., uaaukaropsr UTTK-2.1., UTIK-7.1.)

«5» (oTIM4HO): TeMa pedepara akTyalbHa U PACKPBITa MOJIHOCTHIO; pedepaT HOArOTOBICH
B YCTaHOBJICHHBIH CPOK; O0()OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara COOTBETCTBYIOT
NPEIbABISIEMBIM TPEOOBAaHMSIM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIIOIHEH CAMOCTOSTEIBHO,
NPUCYTCTBYIOT COOCTBEHHBIE OOOOILICHHS, 3aKIIOYEHHWs W BBIBOJBI; ITOATOTOBIICH JOKJIAJ,
u3jaraeMblii 6e3 UCIOJIb30BaHUs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyalbHa, HO pacKpbiTa HE IOJIHOCTBIO; pedepar
HOJrOTOBJIEH B YCTAHOBJIEHHBIH CPOK; odopMieHHE, CTPYKTypa M CTHJIb H3JIOXKEeHHs pedepara
COOTBETCTBYIOT INpPEIbSABIIEMBbIM TPeOOBAHUAM K O(OPMIIEHUIO JOKYMEHTa; pedepar BbINOIHEH
CaMOCTOSITENIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUSHHS M BBIBOJIBI; TIOATOTOBIICH
JIOKJIaJI, M3J1araeMblii ¢ MCIIOJIb30BaHUEM OTIOPHOTO KOHCTIEKTA.

«3» (ynoBjeTBOpHTEIbHO): TeMa pedepara axkTyanbHa, HO PACKpHITA HE MOIHOCTHIO;
pedepaT MOATOTOBIEH C HAPYUICHWEM YCTAaHOBJICHHOTO CpOKa IpeICTaBlICHHs; O(opMIIeHHE,
CTPYKTYpa M CTHUJIb W3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMBIM
TpeOOBaHUAM K O(POPMIICHHIO JIOKYMEHTa; B 11€J0M pedepaTr BBINOJIHEH CaMOCTOSTEIbHO, OHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAHMM 0€3 CChIJIOK Ha MCTOYHHUKH; TOJTOTOBJIEH JOKJIAJA, N3JIaraeMbli
C MCIOJIb30BaHUEM OIOPHOT'O KOHCIIEKTA.

«2» (HeyaOBJIETBOPUTEJIBLHO): Tema pedepara axkTyanbHa, HO HE paCKphITa; pedepar
MOJITOTOBJICH C HAPYIICHWEM YCTAaHOBJICHHOTO CPOKa MpEICTaBJICHUS; 0)OpMIICHHE, CTPYKTYpa U
CTHJIb M3JI0XKEHHS pedepaTa HE COOTBETCTBYIOT IMpPENBSABISEMBIM TPEOOBAHUAM K O(OPMIICHHUIO
JOKYMEHTa; B pedepaTe 0OYeBHIHO HATMYHE 3HAUNTEILHBIX 00BEMOB 3aIMCTBOBaHMH 0€3 CCHUIOK Ha
WCTOYHUKH; JOKJIA HE MMOJIrOTOBJICH.

8.2.4. Kputepuu o1ieHKH TeCTHPOBAHUS
(bopmupoBanue kommeteniuu [1K-2, ITIK-7., unaukatopsr UT1K-2.1., UTIK-7.1.)
TecTupoBaHue OIIEHUBAETCA B COOTBETCTBUU C MPOLIEHTOM IMPABUIbHBIX OTBETOB, JAHHBIX
00ydaromMcst Ha BOIIPOCHI TeCTa.
CrangapTHas mIKajga COOTBETCTBHS Pe3yJbTaTOB TECTHUPOBAHUS BBICTABIAEMON OaIbHOU
OIICHKE:
— «OTIUYHO» - CBBILIE 85% MpPaBUIbHBIX OTBETOB;
- «xopomo» - ot 70,1% no 85% npaBUIBHBIX OTBETOB;
- «YIOBJIETBOPUTENTBHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;
- oT 0 10 55% NpaBUIbHBIX OTBETOB — «HEYIOBJIETBOPUTEIBHOY»
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«5» (OTJIMYHO): TECTUPYEMBIH IEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKHUE 3HAHUS, BIIA/ICET
TEPMUHAMH U 00JIaZiaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIIPOCHI TECTA.

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

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

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

8.2.5. HroroBoe cooTBeTcTBHE OA/LIbHOI  IIKAJbl OWEHOK M  YPOBHeil
c¢(hopMUPOBAHHOCTH KOMIIETEHIINH 10 TUCHHUILJINHE:
YpoBenb

chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIINHU

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

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

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

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

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

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

«2»

HeynosnerBoputenbHblit
(HEeyAOBJIETBOPUTEIHHO)

8.3. MeTonnueckne Matepuaibl (TUNOBbIe KOHTPOJIbHbIE 3a/IaHNS), ONpe/eisiiolue

pe3yJabTaThl Oﬁy‘leHI/lﬂ 10 JUCHUIIJIMHE, COOTHECECHHbIC ¢ UHAUKATOPAMU AO0CTUKCHUSA

KoHTponbHbIe 3a1aHus, TPUMEHsSEMbIE B paMKaX TEKYIIEro KOHTPOJS U MPOMEKYTOYHOU
aTTeCcTaluu 110 JUCHUIIIIMHE, HOCAT YHHBepCaHBHBIﬁ XapaKkTEep U MpeayCcMarpuBarOT BO3MOXHOCTDb
KOMIUIEKCHOW OIIEHKM BCero Habopa 3asBIEHHBIX [0 JaHHOW JUCIUIUIMHE WHAUKATOPOB
c(hOpMUPOBAHHOCTH KOMITETCHITHI.

8.3.1. Texkyuuii KOHTPOJIb (Pa6oTa HA MPAKTUYECKUX 3aAHATHUSX)
(popmupoBanue komnereniuu [1K-2, IIK-7., nuaaukaropsr UTTK-2.1., UTIK-7.1.)
IIpumeps! 3aJaHUH N/l NPAKTHYECKUX 3aAHATHI
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3aodanue 1.

[IpencraBeTe, uTo BBl paboTaeTe B KOMIaHUM PYKOBOAMTENEM OTAeNa Mpoaax. Bam Heobxoanumo
COCTaBHUTb JIOJDKHOCTHYIO HHCTPYKIIMM Ha BAKAHTHYIO TOJDKHOCTh — MEHEKepa OT/Aesa MPOoaaxK.
CdopmynupyiiTe OCHOBHBIE pa3ieiibl JOKHOCTHON MHCTPYKIMK: KBaU(UKAIIMOHHbIE TPEOOBaHMS,
JOJDKHOCTHBIE  O0S3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aMMOOTHOIICHHS. Odopmure
JOJIKHOCTHYIO HHCTPYKIIHIO CO BCEMH HEOOXOAMMBIMHU PEKBU3UTAMU JIAHHOTO JIOKYMEHTA.
3aodanue 2.

Heo0xoaumo 3anonuuts LlTaTHOE pacnucanue B COOTBETCTBUH C TPEOOBAHUAMHU, IPEIbABISIEMbIMU
K OpraHu3alMOHHO-PACHOPSAIUTENbHBIM JToKyMeHTaM (YHuduuupoBannas ¢opma IllratHoro
pacnucaHus MpUIaraeTcs)

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

[IpencraBeTe, uTo BBl paboTaere B oTHee KaApOB opraHu3anuu. Bam HE0OXOAMMO MOATOTOBUTH
MPOEKTHI KaJAPOBHIX JOKYMEHTOB

1. Ha ocHoBaHuu 3aKi1t04€HHOr0 TPYAOBOTO JA0oroopa o npueme Meanosa M.U. Ha nomxHOCTH
MEHe[Kepa B Ballly OpraHu3aIiio ohOpMUTE MPHUKa3 10 JIMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yaudunmpoBannoi popme T Ne 1).

2. CocraBbTe M 0(pOpMHUTE XapaKTEPUCTUKY Ha COTPYAHHKA OTJAETa KaJpOB, MOAMUCAHHYIO
PYKOBOJUTENEM JAaHHOTO CTPYKTYpHOTO mojpasnenenus. Opranuzanuio, GpamMumuu paOOTHUKOB
YKQKHUTE CAMOCTOSITEIIHHO.

3. CoctaBbTe U 0dOpMUTE 3asBICHHE O MEPEBOJAE Ha APYTyI padoTy, B KOTOPOM YKaKHUTE
CTPYKTYpPHOE TOJpa3/eeHue, JOIDKHOCTh, NPU HEOOXOJMMOCTH — OCOOCHHOCTH B pabote
(HemonHbIN paboumii neHb, MmoyacoBas oruiata). Ha ocHOBaHWU 3asBIEHHS COCTaBbTE MPHUKA3 IO
yaudunupoBanaoit popme T Ne Sa

3aoanue 4.

4.1. CocraBbTe pacopsiKEHUE PYKOBOAUTENS 00 OpraHu3allii A€KypCTBa B Ipa3JHUYHbIE JHU ¢ 31
nekabpss 2020 roma mo 10 smHBaps 2021 roma. Ilpemmoxute 3am. aupekropa mo AXY
(aIMUHUCTPATUBHO-XO34UCTBEHHAs! 4acTh) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 go 17-00 u
MPOBEPUTH U OMeuaTaTh Bce Cly)eOHble momemieHus. OOsHkUTe MOATOTOBUTH HA YTBEPXKICHUE
rpadpuk nmexypctBa 1m0 31 nexaOps. OpraHuzanuioo ¥ (QamMuiidd JOJDKHOCTHBIX JIMI[ YKAXKHTE
CaMOCTOSITENBHO.

4.2. B COOTBETCTBUHU C YHUPHUIIUPOBAHHOU (POPMOI MprKa3a O MOOMPEHUH pabOTHUKA 3aTIOJTHUTE
BCE€ HEOOXOMMBbIE PEKBU3UTHI, BKIIOUAs MOATMUCH.

8.3.2 Texkymmii KOHTPOJIb (MOATOTOBKA pedepara)
(bopmupoBanue komnetenuu [1K-2, ITIK-7., unaukatopsr UTTK-2.1., UTIK-7.1.)

I[IpumepHas TeMaTnka pedepartos:

1. lokyMeHTaIlMOHHOE 00ECTICUeHHE YIIPaBIEHUs, €ro 3a/1auu, QyHKIIUH.

2. Hopmartusnsle fokymeHTsl (I'C/IOY, I'OCTh1). [TonsiTHEe cTangapTH3alMK U YHU(PHUKAIHH.
3. Knaccugukarus 10KyMEHTOB.

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

5. TpeboBaHus K TECTY TOKyMEHTA.

6. bnank. Buzp! 61ankoB. TpeOoBaHus Kk 6J1aHKaM JIOKYMEHTOB.

7. OpraHu3allHOHHBIE TOKYMEHTHI.

8. PaciopsaurenpHble JOKYMEHTHI. [Iprka3bl 10 OCHOBHOM AeATENbHOCTH. PacniopskeHus.

9. UndopmaninoHHO-CTIpaBOYHBIE TOKYMEHTHI. JloKIaaHbIie, 00bsICHUTENbHBIC 3amiCKU. CIpaBKH.
10. AkThbI, ux Buabl. COCTaBICHUE aKTOB.

11. IIpoTokomsl 3acemanwnii, coBemanuid. [lomHas u kpatkas GopmMbI MPOTOKOIA.

12. JlenoBas nepenucka.

13. JIoKkyMEeHTHpPOBAaHKE MPOLECCOB IBMKEHUS KaJIPOB.

14. IIpukassl 110 IMYHOMY COCTaBY.

15. JInunoe 3asBneHue. BeaeHue INUHBIX KapTOYEK.
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16. TpynoBoii 1orosop.

17. Benenue TpynoBbiXx KHUKEK. ODopmMiIeHHE TUYHBIX JET.

18. Texnomorust paboTsl ¢ JokyMeHTaMu. Opranu3anus J10KyMeHTo000poTa.
19. PerucTpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

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

8.3.3 Tekymmii KOHTPOJIb (TECTHPOBAHKE)

(popmupoBanue komnereniuu [1K-2, [IK-7., uaaukaroper UT1K-2.1., UTIK-7.1.)

IIpuMepsI TeCTOBBIX 3aaHUI

PacnopsizutesibHbIe TOKYMEHTbI, OTPAKAIOLINeE Pe3Y/IbTAT KOJLIETHAIbHOI 1eITeIbHOCTH

[ mpukas, pacriopspkeHHe

[] pacmopsbkenue, ykasaHue

[ mocraHoBIICHUE, PEIIEHUE

M mpoTokoi, aKT

[ noroBop, ycTaB, COTJanicHue

OCHOBHbBIE PEKBH3UTHI JOKYMEHTA

M Tekcr, OTMETKA O MIPUIIOKEHUH

TEKCT, OTMETKA O [TPUJIOKECHUH, J1aTa, HHJCKC, 3ar0JIOBOK K TEKCTY
TEKCT, IpU( YTBEPKACHHUS, TO/UCH, IEYATh

ooogod

TCKCT, aaApecar, FpI/I(l) YTBCPKACHHNA, BU3bI COITIACOBAaHUS, ITIOAINUCH, [1€YATh

TEKCT, 3aroJIOBOK K TEKCTY, IOJAIUCH, I'pu cOriacoBaHus, rpu¢ yTBEp>KACHUs, 1eYaThb
TEKCT, OTMETKA O MPUJIOKEHUH, TPHU( COTIIacoBaHMs, BU3bI COTTIACOBAHUS, IPpU() YTBEPKICHUS

HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOIIMH TpeOoBaHHs K 0(OpM/IEHHI0 10KYMEHTOB

0011ero aAMMHUCTPATUBHOIO ynpasJjenus (OP/I)
1 TOCTP 51141-98
1 I'OCT 6.10.5-87
M I'OCT P 7.0.97-2016
L1 ErCaoy
[ MHCTpYyKIHS 1O IEIOMPOU3BOCTBY
AKT ¥ «rpu yTBep:KICHHUD)
aKT BCErJa YTBEPKIAAETCA PYKOBOJIUTEIEM OpTraHU3aluu
aKT YTBEP>KAAETCS BBILLIECTOSIINM OPraHOM YIpaBiICHUS
YTBEPKIAIOTCA TOJIBKO HEKOTOPBIE BUIbI aKTOB
aKT HE UMeeT «TpHda yTBEPKICHUS
aKT YTBEPKIAETCS, B 3aBUCUMOCTH OT PELIEHUS PYKOBOJICTBA OpPraHU3aAINU
aKT yTBEP:KAAETCs, B 3aBUCUMOCTH OT BBIIIECTOSIIETO OpraHa yIpaBJIeHHs
Cpok neiicTBUS OPraHU3aLMOHHO-NPABOBLIX IOKYMEHTOB
[] oT ogHOTrO /0 IIATH JIET
M 10 MOMEHTa MX OTMEHBI
[J mo Tpex et
] mo mecaru ner
[V 10 BBeIeHMSI HOBBIX B3aMEH YCTaPEBIIUX
MarepnanbHbiii  HOcHTeIb HHPOPMALUM O COOBITHAX M SIBJCHHAX
JAefiCTBUTEIbHOCTH U MBICJIMTEIbHOM 1eATeJILHOCTH YeJIoBeKA - 3TO...
Ipasunvnvie sapuanmol omeema: JOKYMEHT; [lokyMeHT; AOKYMEHT;

EEEEANY NN

00LEeKTUBHOM

Kommuiexke MeTo10B 1 nmpoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLIeCTBJIsieMblii NpeANpUATHEM

NPH BHINOJTHEHHH UM CBOMX PYHKIMIA - 3TO ....
[] moKyMeHTaIMOHHOE 0OeCTIeueHNE YIIPABICHHS
VI nenonpou3BOACTBO

[] cucrema 1O0KyMEHTAITUH

[0 mokymeHTHpOBaHHE

[J moxymMeHTOO00OpOT
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[] nokyMeHTHpOBaHHE YIPaBICHYECKOU JESTEIbHOCTH
JoxymeHThl Kjaaccupuuupyrorest mo rpudy Ha ...
OpPHUTMHAJIBI, KOTIUU U MOAJTMHHUKA
BHEIIIHUE U BHYTPEHHUE
WH/IMBUyalIbHbIE, TUIIOBBIC U TpadapeTHbIe
PYKOIIUCHBIE, IEUYATHBIE U AIIEKTPOHHbBIE
OpTraHU3aIMOHHbBIC, PACTIOPAIUTEIbHBIE, CIPABOYHBIC
M koH}umeHIMATBHBIE, OTPAHUYEHHOTO AOCTYIIA U OTKPBITOrO MOJIB30BAHHS
HOCJIeIIOBaTeJIbHOCTL U3J105KeHUS NOJI0KeHUI Y cTaBa npeanpusTus
. o0uIre moJoKeHHUs
CBe/leHUs 00 yCTaBHOM KaluTaje
OpTraHU3aIMOHHO-TIPABOBBIE OCHOBBI JICSATEILHOCTH OPraHU3aluu
OpraHsbl yIpaBJIeHUs] U KOHTPOJIS, UX KOMIETEHIUS
MpaBUJIa BEJCHUS yUETa U OTYETHOCTH B OPTraHU3aLUuU
HOPSAA0K pacupeseneHus npuoblIn U GopMUpoBaHUe POHIOB
0c00bIe BOTIPOCHI JESITEILHOCTH OPraHU3aluu
. YCIIOBHS PEOpraHU3aLUU U JTUKBUAALUN
3Tam>1 padoThI ¢ BHYTPEHHUMH JOKYMEHTAMH
. MOJIyYyeHME yKa3aHMs Ha pa3paboTKy JTOKyMEHTOB
pa3paboTKka mpoeKTa JOKYMEHTa
COI'JIACOBAHUE MPOEKTA TIOKyMEHTa
KOPPEKTHPOBKA TIOKYMEHTa, €r0 0(popMIICHHE
MOJITUCAHUE, YTBEPXKICHHUE
perucTpanys 1 THPAKUPOBaHUE
JIOBEJICHUE J10 UCIIOJTHUTENCH
KOHTPOJIb HCIIOJTHEHUS JOKYMEHTA
. IIPUEM HCIIOJIHEHHOT'O IOKYMEHTa, CHATHE C KOHTPOJIS
10 TEKyIllee apXUBHOE XpaHEHHUE
KoHTpo/1b HCIIOJIHEHNSI JOKYMEHTA OPraHu3yeT
M cayxba I0Y
[l pykoBOAMTENIHN BCEX PAHTOB
L] cekperapuar
L] cmyx6a KOHTpOIIS
[] ompeneneHHOE HOKHOCTHOE JIUIIO
[l pykoBOAMTENH MPEANPHITUS
OcHoBaHMeM Uil IPeAbSIBJIEHUS NPETEH3UH SIBJISIIOTCSH JOKYMEHTHI
M komMepueckuii akT, cepTH(UKAT Ka4ecTBa, JOrOBOP, aKT MPUEMKH TOBapa, TpeOOBaHHS
[] ceprudukar kauecTBa, JOroBOpP, aKT MPUEMKH TOBapa, TPEOOBaAHHUS
[ komMMepueckuil aKkT, cepTU(HKAT Ka4ecTBa, akT IPUEMKH TOBapa, TpeOOBaHUS
[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TPEOOBAHUSI
K HeperncTpupyemMbIM OTHOCSTCSI IOKYMEHTBI
M uwHOpMANMOHHBIE MarTepHaibl, PEKJIaMHbIE M IO3JPABUTEIBHBIE MMUCHMa, [POTPAMMEI
CEeMMHApOB, COBEIaHUH, KOH(pEpEeHIHi
[Vl komuu HOPMATHUBHEBIX JOKYMEHTOB, IOCTAHOBIIEHHS U PACTIOPSIKEHHSI FOCYIaPCTBEHHBIX OPTaHoB,
OOBSICHUTENbHBIE 3aITUCKU
[] cimyxeOHbIe 3aMUCKH, TUCbMA, TeIerpaMMbl, (pakcorpamMmbl
[l pekiamMHBIE TPOCIEKTHI, TPOTOKOJIBI KOJUIETHAIBHBIX OPTaHOB, CIIPABOYHBIE MAaTEPHAJIbI, TUIAHbI,
MPOTPAMMBI, CBOJIKH, OTYETHI
[l mucepMa BbICIIEH MHCTAHIIUH, TPEOOBAHUS, UCKH, IPETEH3UH, KOJUIEKTHBHBIC JIOTOBOPA
CooTBeTCTBHE ITANOB MOATOTOBKH YNPABJIEHYECKHX PelIeHnii CTagusiM padoThl
aHanmu3 MpoOJIeMHOW cuTyauuu, (HOpMUPOBAHME CTaJusl pa3pabOTKU pPELIeHUs
LIeJIeH, OLIEHKA MPEMOYTEHUI PEIICHHI
OLIEHKa pacroylaraéMoro BpPEMEHM, OIpeAeJeHHe MOATrOTOBUTENbHAS CTaaus
HEO0OXOIMMBIX PECYPCOB

ooood

NTAREXNE

“?P?E‘S?S’.":'?P:’!\.’!—‘
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dopmupoBaHHe  KpuUTepueB  BbIOOpa, BbIOOp  cTaaus BHIOOpA pelieHus
eIMHCTBEHHOTO PEIICHUS
OpraHu3alisl BBIOJHEHHUS pEIIeHHs, aHAIW3 W  CTaus peau3aliy MPUHATOTO PEIICHUS
OLICHKA JOCTUTHYTOTO Pe3yJibTara
IMocnenoBaTeIbLHOCTh JTANOB MOATOTOBKHU YNPAaBJEHYECKMX pelleHHii, BXOASIMUX B COCTaB
HOI{FOTOBI/ITBJILHOI/[ CTaJIMU M CTATMH Pa3padOTKH pelieHust

NI HREXNE

BBISIBJICHHUEC U OIIMCAHUC Hp06HeMHOI/I CUTyallun
OLICHKA pacIojaraéMoro BpeMeH!
orpeJiesieHue He0OOXOAUMBIX PECYpPCOB

aHaIu3 MpoOJIEMHON CUTYaIHH

(bopmupoBaHue 1eneit

OIpeIeJICHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB PELICHUN

OLICHKAa HpGI[HO‘-ITeHI/II/I peH_IeHI/II/I

CTazum aHaJM3a aJdbTEPHATHB M BbIOOPA NPOrpaMMHOIO MNPOAYKTa ABTOMATH3ALMH

1:

NS

LCoNo O

10.
11.
12.
13.
14.

JAOKYMEHT0000poTa
CocraBiieHHE TIEpEYHS TPEIBSBISEMBIX OCHOBHBIX ()YHKIIMOHAIBHBIX U CHCTEMHO-TEXHHUUECKUX
TpeOOBaHUH K KOPIIOPATUBHOMN CHCTEME aBTOMATHU3AIMH JOKYMEHTO000pOoTa

Bri6op cucreMbl BecoBBIX KOA((UIIMEHTOB (0a/IOB) WM PaHXUPOBAHHUE JJISI DKCIICPTHOM
OIICHKH

: OHeHKa MporpaMMHBIX HPOAYKTOB € TOYKH 3pCHUA TPCABABIACMBIX OCHOBHBIX (I)YHKI_[I/IOHaJ'ILHLIX

TpeOOBaHUIN U CUCTEMHO-TEXHUYECKUX XaPAKTEPUCTUK

Ot6op mporpaMMHBIX MPOAYKTOB, YAOBIETBOPSIONIUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPHUSIM
OneHka aflanTaluOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB

OTbop TPOrpaMMHBIX MPOIYKTOB, Y/IOBJICTBOPSIIONIMX KPUTEPUSIM aJlallTAIlMOHHBIX

BO3MOKHOCTEH

CpaBHHTENIbHAS OIIEHKA 3aTpaT, CBSA3aHHBIX C MPHUOOPETCHUEM M BHEAPEHUEM IPOTPAMMHBIX
MIPOJIYKTOB

OrneHka oOmbpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB peIyTaluu (UPMBI-
pa3paboTunka
Br160op nporpamMmmMHoro obecreueHus sl CUCTEMbI aBTOMATH3alUK JOKyMEHTO000pOTa

8.3.4. IIpoMe:RyTOUYHBII KOHTPOJIb (BOMPOCHI K YIK3aMeHY)
(bopmupoBanue kommeteniuu [1K-2, ITK-7., unaukatopsr UT1K-2.1., UTIK-7.1.)

IIpumepHBbIe BONPOCHI K IK3aMeHY
Oranel JOKyMEHTHPOBAHUS IPOU3BOJICTBEHHO - X031 CTBEHHOM 1€ATEIBHOCTH.
TexHosorust TOKyMEHTAallMOHHOTO 00eCreYeHNs yIpaBIeHUSI.
[Topsinok cocTaBieHust U OPOPMIICHUS PacTIOPSIAUTEIbHON JOKYMEHTALIH.
Cnyx0a JOKyMEHTAIl[MOHHOTO o0ecredeHus ynpasieHus. TpeOoBaHUS K OpraHU3alil CUCTEMbI
JIOKYMEHTO000pOTa.
TpeboBanus kK GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.
[Topsimox BBeZeHMsI B IEHCTBUE MPAaBUI BHYTPEHHETO TPYI0BOTO paclopsiaKa.
JIOKyMEHTHUPOBAaHKE IO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM YKOHOMHUYECKOU EATEIBHOCTH.
[TonroroBka JOKYMEHTOB K C/1a4ye B apXUB.
Knaccudukanus pexsuzuros no 'OCTY P 7.0.97-2016 «Cucrema cranaapToB o HHGoOpMaluy,
OUOIMOTEUHOMY M M3JaTeNIbCKOMY Jiely. OpraHu3aliOHHO-PacopsANTENbHAS TOKYMEHTALUS».
PazBuTHe 37€KTPOHHOTO JJOKYMEHTOO0OPOTa B OpraHU3alllu.
[1nanoBO-0TYETHAS JOKYMEHTAIHUS.
ABTOMaTH3a1Ms 1ETIONPOU3BOJICTBA.
Crny>x0a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIMK Ha IPEIIPUSITUH.
[ToHATHS O TOKYMEHTax, cnoco0ax JOKYMEHTUPOBAHMs, HOCUTENAX HHGPOopMaLuu U QyHKIHIX
JTIOKYMEHTA.
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.

32
33
34

35.
36.
37.
38.
39.
40.

41.
42.
43.
44,
45.
46.
47.
48.

49

50.

51
52

53.
54,

55
56

57.

58.

59.

60.

61
62

[IpaBumna opopmiieHHs U BbIJA4X KO JTOKYMEHTOB.
Opranu3zanys onepaTUBHOTO XpaHEHUs JOKYMEHTOB.
DKcnepTu3a HEHHOCTH TI0KYMEHTOB.
[TpaBuina cocraBiaeHus 1 0OpMIICHHUSI HOMEHKIIATYPbI JeI.
[Tpu3Haku knaccu(pukauu HOMEHKIIATYPBI €.
Kputepuu o1ieHKH 1OKyMEHTOB.
CucreMpl JOKYMEHTAIlUU 110 JUYHOMY COCTaBY.
OcoOenHoctu 0pOpMIICHHSI TNYHBIX JOKYMEHTOB.
Cucremsl U (HOPMBI TOKyMEHTOB.
OCHOBHBIE IOTOKU JOKYMEHTALIUH.
CmyxeOnple 3anmucku. TpeboBaHus K 0hOpMIICHHIO.
OCHOBBI 3aKOHO/IaTENbCTBA 110 APXUBHOMY JEITY.
Cocrasnenue u opopmiieHUE CITyKEOHBIX THCEM.
PexuMbl XpaHeHHs! TOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHue JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Poinb 10KyMEHTAIIMOHHOTO 0OECIIeYeHUs YIIPABICHHUS B COBPEMEHHOM OpraHU3aIiH.
OcHOBHbIE XapaKTepHbIE YEPThl OPraHU3alMOHHO-TTPABOBOM JOKYMEHTAIIHH.
. PernamenTanus 10KyMeHTallHOHHOT'O 00€CIIEYeHUsl YIIPABIEHUSI.
. CoctaB u oopmiieHHE PACTIOPSIUTEIHHON JTOKYMEHTAIIUU.
. Texnonorus paboThI ¢ KOH(UACHIIUAIEHBIMU JTOKYMEHTAMH.
Cocranenue u opopmiieHHuE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CtpykTypa ohopMIIECHHS TOJKHOCTHBIX HHCTPYKIUH.
Opranu3zanys KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIA.
[Topsimox cocraBieHuss ¥ OQOPMIICHHSI TaOJIUI] U PUCYHKOB B HAYYHO-HCCIIEIOBATEIHCKOM
oTuerTe.
Opranuzanus paboThl ¢ TOKyMEHTaMH.
[IpaBuna opopmiieHUs IPUIOKESHUH.
[onsaTue o noxkymenToobopore. DopMbI perucTpanyuu JOKyMEHTOB.
CocraBnenue 1 opopMIIeHUE TOTOBOPOB.
®iiaroBoe ¥ NMpoJI0JIbHOE PaCIOI0KEHNE PEKBU3NUTOB.
YupenuTenbHble JOKYMEHThI OpPraHU3aIIH.
OneHka 3HaYMMOCTH JOKYMEHTOB U CPOKH UX XPaHEHHUS.
TpeboBanust, npeabaBiIsieMble K TEKCTaM JOKYMEHTOB.
. CocTaB opraHu3anvoHHO- PAaBOBbIX JOKYMEHTOB.
@DopMbl perucTpaiu JoKyMeHToB. [opsaok perucrpanuu.
. Texnomnorus paGoThI C KaPOBON JOKYMEHTAIUEH.
. CocTaB ¥ CTpyKTypa IITaTHOI'O paclMCaHUs.
CocTaB HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM MO/Ipa3AeICHUN OpraHU3aI|H.
. bnanku u popmartsl TOKyMEHTOB.
. 3a7a4M ¥ MyTH BHEAPEHHs] aBTOMATU3HMPOBAHHOM CHCTEMBI JOKYMEHTALIMOHHOTO 00eCTIeYeHUs
yIpaBiIeHUs
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBieHuUs
OKCIUTyaTallUOHHbIE XapaKTEPUCTUKU aBTOMATU3MPOBAHHOW CHCTEMBI JIOKYMEHTAI[HOHHOTO
oOecrnieyeHust ypaBieHus
TexHOoJOrMM MPOrpaMMHON peanu3ali aBTOMaTHU3UPOBAHHOM CHCTEMBbl JOKYMEHTALMOHHOTO
oOecrnieyeHust ypaBieHus
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO obOecreueHus
yIpaBieHUs
. CocraBnenue 1 opopmieHHE IPUKA30B IO OCHOBHOM 1€ TENBHOCTH.
. OcobeHHOCTH BBIOOpA CUCTEMBI ABTOMATH3AIIUH.
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63. CtpaTerun BHEApPEHHs aBTOMATH3HMPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO OOecreueHHs
yIIpaBICHUS.
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