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Hanpasnenue noarorosku: 43.03.01 Cepuc
Hamnpasnennocts (mpoduis): «HbOPMATHOHHEIH CEPBUCH
Pabouas nporpamMma AUCIUILIHHEL «/{eI0IPOH3BOICTBOY

IIporpammy cocraBuii(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHS AUCLUILIMHBI (MOAYJIS), O UX JKEIaHUIO pa3pabaTbIBaeTCs aJanTHPOBAHHAS K OTPAHUYEHHSIM X 3JJ0POBbs pabouast

porpamMMa JUCLHIUIUHEI (MOILYJIsT).

PabouasnporpaMMa uCIUIITHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBEHHBIH 00pa30BaTeIbHBII CTAHAAPT BHICIIET0 00pa3oBaHus — GaKalaBpHaT 110 HANPABICHHUIO TOATOTOBKU
43.03.01 CepBuc, yTBep K ICHHBIH nprKa3oM MuHucTepcTBa 00pasoBanus 1 Hayku Poccuiickoit denepanun ot 8 urons 2017 r. Ne 514

COCTaBJICHA HAa OCHOBAHUHA y‘IEGHOFO IJ1aHa:

Hamnpasnenue noarorosku: 43.03.01 Cepsuc
Hamnpagsnennocts (npoduins): « MHGOpMAIIMOHHEIH CEPBUCH

yTBepxkaeHHoro YuéneiM coeroM CI'CITY ot 30.08.2019 mporokosn Ne 1

Pa6ouas mporpamma oro0peHa Ha 3aceanuu Kadeapsl

YnpasieHus, cepBHCHBIX TEXHOJIOTHI U IKOHOMUYECKOT0 00pa3oBaHus

ITpoTokois ot 27.08.2019 r.  Nel

IMepeyTBepxeHa Ha OCHOBaHUH peleHus ydeHoro cosera CI'CITY
[Iporokoin 3acemanus Yaernoro coera CI'CITY ot 25.02.2022 r. Ne7.
3aB. kapenpoii JI.. Oumman

Hauanpauk YOIT
<27 4
il H.A. lomanuna

Crpanuna 2 u3 16



Hanpasnenue noarorosku: 43.03.01 Cepuc
Hanpaenennocts (mpoduis): «HMOpMAILMOHHBII CEPBHCH
PaGovast mporpamMma JUCIMILIHHBI «J{eI0mpOH3BOACTBO»

1. HEJIX U 3AJAYHN OCBOEHUSA JUCIUITIJIMHBI (MOAYJIS)

Hesab nzyyenusi qucuumiannbl: copmuponats 3aganabie OITOIT BO acnekTbl KOMIETEHIMH.
3agauu U3y4yeHHs AMCHUTIMHBI. COOPMUPOBATH 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3yIbTAThI
ObaacTb npogeccHoHANIBHOI T1eATeTbHOCTH

06 Ces3b, HHPOPMALMOHHbIE U KOMMYHHKAIMOHHBIE TEXHOJIOTHH;

07 AAMMHHCTPATHBHO-YIIpaBJIeHYecKast H 0ucHas NesiTe1bHOCTh;

40 CxBo3HbIe BUbI IPO¢)eCcCHOHATBHON AesITeJbHOCTH B IPOMBIIICHHOCTH

2. MECTO JUCIHUATIIMHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJILHOM IMPOT PAMMBI

Huxn (pazgen) OIT: IBI.0.03

2.1| TpeGoBanusi k peaBAPHTETHLHO TOATOTOBKE 06YYAIOMIEIOCS:

CoJieprkaHre JUCIHMIUIMHBI 0a3upyeTcsi Ha MaTepHrae:

OCHOBEI MCHCJDKMCHTA B CCPBUCE

MeTozabl IPUHATHS PELIEHUI

Pycckuit s13bIK ¥ KyIbTypa peun

IIpaBoBOE peryaupoBaHue TPYIOBBIX OTHOIIEHUMH

2.2| AucuumianHbl (MOIYJIM) U NPAKTUKH, VIS KOTOPbIX 0CBOECHHE TAHHOM TUCHUILIMHBI (MOIYJIs]) HEOOX0AMMO KaK
npeAecTBYIONee:

OpraHI/I?:aI_II/IOHHoe IIPOCKTUPOBAHUC B CepBHCHOfI JACATCIIbHOCTH

busnec-nnannposanne

3. KOMIIETEHLIY OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

YK-4. Crioco0eH 0CylIecTBJSThH AeJI0BYI0 KOMMYHHKAIIUIO B YCTHOH U MUCbMEHHOH (opMax HA rocyJapcTBEHHOM SI3bIKe
Poccuiickoii @egepanyu 1 ”HOCTPAHHOM(bIX) I3bIKe(aX)

YK-4.1. BoiOupaeTt Ha rocy1apCTBEeHHOM U HHOCTPAHHOM(BIX) sI3bIKe(aX) KOMMYHUKATHBHO NpUeMJieMble CTUJIb 1eJ10BOT0
001IeHNs, BepOajbHbIe H HeBepOaJIbHbIe CPEACTBA B3AUMOICIHICTBHS € NapTHEPaAMHU

3HaeT: 0COOCHHOCTH U CTHIM O(pHUIUAIBHO-JENOBBIX TEKCTOB, IIpaBUia OGOPMIIEHUs JIEIOBOTO MUCbMA; IpaBUiIa COCTaBICHUS U
oopMIIeHHs yIpaBIeHIECKHX JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI OQUIHATEHBIX JOKYMEHTOB).

YK-4.2. Hcnoab3yeT HHGOPMALMOHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHH NIPH NOMCKe Heo0XoAuMoii MHpopManuu B Ipouecce
penieHusi pa3jJMYHbLIX KOMMYHUKATHBHBIX 32124 HA FOCYIapCTBEHHOM M HHOCTPaHHOM(bIX) A3bIKe(aX)

3HaeT: mpaBmiIa COCTABICHISI M 0(OpMIICHHS YIPABIEHUYECKHX JOKYMEHTOB IIPH HCIIOJIh30BAaHUN TEXHUUECKHX CPEACTB.

YK-4.3. Bener 1e/10BYI0 epenucKy, YYHThIBasi 0COO0EHHOCTH CTHIIMCTHUKH O0(pHIHMAJLHBIX H HeopUIMATBHBIX HCEM,
COIMOKYJIbTYPHBIE pa3nuus B (popmMaTe KOPPECHOHIEHIINH HA TOCYIAPCTBEHHOM U HHOCTPAaHHOM(BIX) sI3bIKe(aX)

3HaeT: NpU3HaKK ¥ QYHKIUHN JOKYMEHTA; CTPYKTYPY CHCTEM JOKYMEHTAIMH; COCTaB YHU(HUINPOBAHHON CHCTEMBI JOKYMEHTAIHH.
YMeeT: BecTH JeJI0BYIO IEPENUCKY; UCIOJIb30BAaTh HA0OP PEKBU3UTOB JOKYMEHTA, OTPAXAIOMIMN ero 0COOCHHOCTH U Ha3HAaueHUE;
CHUCTEMaTH3UPOBATh JOKYMEHTHI 110 BHJIaM YIPABJICHYECKOH NesITeIbHOCTH (OCHOBHAS IEATEIBHOCTD, Pa00OTa M0 IMYHOMY COCTaBy U
T.)J,.); HCIIOJIb3YyA I/IH(i)OpMaLlI/IOHHI)Ie TCXHOJIOTMH, IIOAroTaBJIMBATh l'ly6J'lI/I‘IH06 BBICTYIIUICHHUC: TEMa, IIOMCK Marepuala,
apryMeHTHPOBAHKE, HAYaJI0, pPa3BEPThIBAHHE U 3aBEpIICHUE.
OIIK-2. Crioco6eH ocylecTBJIsITh OCHOBHbIE GYHKIMH YIIPABJIEHUS CEPBUCHOI 1eATebHOCTHIO
OIIK-2.2. Ucnoab3yeT 0CHOBHBIE METO/IbI U MPHEMBI IJIAHUPOBAHHUS, OPTraHU3AaIUH, MOTHBAIUN H KOOPAUHALMHI
JAeATeILHOCTH NMpeNpPHATUI (IToapa3aeneHnii) npeanpusaTHii cgepol cepBuca WM Apyrux cepax, B KOTOPbIX HEO0X0AUMO
OCYLIeCTBJICHHE CePBHCHOI AesiTeJIbHOCTH

3HaeT: TpeGOBaHM K MOJTYYEHHUIO (II0JTHOTA, CBOEBPEMEHHOCTb, HE3aBUCUMOCTD, JIOCTOBEPHOCTD), NepepaboTKe U XPaHEHUIO
nH(opMaIK; OCHOBHBIE METOABI, CIIOCOOBI U CPECTBA MONTYyUYESHUs], XPaHEHUs U NTepepaboTKU HHPOPMALUH; COBPEMEHHbIE METOIbI
nepeBosia HHPOPMALUK B YIIPABICHYECKHE JOKYMEHTBI: COCTAaBJIEHHE PACTIOPSDKEHUH, IIPUKAa30B, HHCTPYKIHUN U IPYTHX
YIIPaBJIEHUECKUX JOKYMEHTOB; TpeOOBaHUs K pallMOHAIBHON OpraHu3anuy padoThl ¢ JOKYMEHTAaMU B YCIOBHAX UCIIOIb30BaHUS B
amrapare yrpaBJeHUs] OPraHU3a[HOHHON W BBIYMCIHTENLHON TEXHUKH; KaHaJIbI JOBEISHNST HHPOPMALIUK 1O COTPYIHUKOB
OpraHM3alINy.
YMeer: npuMeHsis NporpaMMHOe oOeclieueHHe, CO3JaTh YNpaBlICHYECKHE JOKYMEHTHl B TPAJAMIMOHHBIX M aBTOMAaTH3UPOBAHHBIX
TCXHOJIOTUAX; Ha OCHOBC IIPOTPaMMHOI0 obecrieueHus KHaCCI/Iq)I/IHI/IpOBaTB U CHUCTEMATHU3UPOBATH AOKYMEHTBI Ha CTaguU HX
00paboTKM M XpaHEHHUs; OPraHU30BaTh NOKYMEHTOOOOPOT Ha MPEANPHUSITUH, HCHONB3Ysl OCHOBHBIE O(UCHBIE NPOrPaMMBbL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocymiecTBIsTh apXWBHUpPOBAHKE YHPABIECHYECKAX JTOKYMEHTOB C TTOMOIIBIO
KOMIIBIOTCPHBIX  IIpOrpaMM; MOATOTaBJIMBATb JOKYMCEHTBI K XPaHCHHIO, MCIIOJbB3YsA OCHOBHBIC OCbI/ICHLIe porpaMmBsI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u np.

OIIK-6. Cnoco0eH NpHUMEeHATh B IPodeccHoHa/IbHO JesiTe/IbHOCTH HOPMATHBHbIE IPABOBbIE AKThI B cdepe cepBuca
OIIK-6.1.0cyuiecTB.IsieT NOUCK ¥ MPUMeHsieT He00X0MMYI0 HOPMATHBHO-NIPABOBYIO JTOKYMEHTALMIO LISl 1esITeJIbHOCTH B
u30paHHoii npodeccuonaIbHOI chepe
3HaeT: yCTPONUCTBA CO3AaHUSI HIICKTPOHHOH ynpaBieHYecKOH HHGOPMALUH, SJEKTPOHHBIE CIIPABOYHBIE CIIYKOBI (BUICOTEKA,

TEJIETEKCT, TelieaBTorpad), KaHAIBI ¥ CETH 3JIEKTPOHHOW MOUTHI JUTS JOBEACHHS NHQOPMALUH 10 MO TINHEHHBIX.
YMeeT: aHaIM3UPOBaTh 3aKOHOJATENILCTBO 1 MMPAKTUKY €r0 MPUMEHEHHS AJIsI PabOThI C YIpaBJICHYECKOH JOKyMEHTaIMEH.

OIIK-6.2.Co0.11012¢eT 3aK0H01aTeNbCcTBO Poccniickoii Penepanyu o nperocTaBaeHuu yCJayr

3HaeT: HOPMEI IIpaBa 1 HOPMATHUBHO-IIPABOBBIC AKThI, PETYJIHUPYIOIINE B3AUMOOTHOIICHW A OpraHnu3aliiyi 1 KOHTPOJUPYHOIIHUX
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Hamnpasnenue noxrorosku: 43.03.01 Cepsuc
Hamnpasnennocts (mpoduis): «HbOPMATHOHHEIH CEPBUCH
Pa6ouast mporpaMma JUCIUIIIMHEL «J]eI0npon3BOACTBOY

OpraHoOB; JIeHCTBYIOIINE TOCYAAPCTBEHHBIE HOPMATUBHO-METOJUUECKUE IOKYMEHTHI, PETIIaMEHTUPYIOIUE JeATEIbHOCTD
opraHuzanuii cepBuca.
YmeeT: 06ecrieunTs COOII0ACHIE JOKYMEHTOB ICHCTBYIONIEMY 3aKOHOAATEIbCTRY.

OIIK-6.3.00ecneynBaeT JOKYMEHTO000POT B COOTBETCTBHM ¢ HOPMATHUBHBIMH TPe0OBAHUSIMH

3HaeT: BUIbI YIIPaBJICHYECKOH IOKYMEHTalNH; 001ie TpeOOBaHUs K COCTABIICHHUIO YIIPABICHYECKHUX JTIOKYMEHTOB (TI0JIOKEHUS,
JIOJDKHOCTHOW MHCTPYKIUH PaOOTHUKA, IITATHOTO PACIIMCAHUS | T.1.), OPSIJOK BHECEHHS H3MEHEHHUH; alrOpUTM MOATOTOBKU
pacropsIuTeIbHOM TOKyMEHTAllUH, COTJIACOBAHUS U BU3UPOBAHUSI.

YmeeT: HopMHPOBATh MaKeT JOKYMEHTOB, OTPAXKAIOMINX AESTEILHOCTh OPIraHU3alMU B COOTBETCTBUH C HOPMATUBHBIMU
TpeOOBAHUSAMHU KOHTPOJIUPYIOIIUX OPraHOB ¥ HOPMaTHUBHO-METOINYECKUMU JIOKYMEHTaMH; OOPMIISTh U COCTABIIATH
yIpaBleHYeCKUe JOKYMEHTHI: IIPUKA3bl, IPOTOKOJIBI, JOKIaIHbIe M 00BSICHUTENbHBIE 3alIUCKH, CIIPAaBKH, CITy)KeOHBIE MUCbMa, aKThI;
OCYILECTBIIATH PErHCTPALUIO BXOAALICH U HCXOSIIEH TIOKyMEHTALUH.

Brnaneer: TexHonorrel opraiu3aiyy AeJI0NPOU3BOICTBA IPH TPUEME Ha BAKAHTHYIO JOJDKHOCTD.

4. CTPYKTYPA U COJEP’)KAHUE JUCIHUIIIMHBI (MOY.JI5T)

Kon HaumenoBaHue pa3iesoB U TeM /BUA 3aHATHUS/ Cemectp | YacoB | UHTepakT.
3aHSTHS
Pa3gen 1. Jle10mpon3BOACTRO, ero 3aK0HOJATeILHOE "
HOPMATHBHO-METOIHYECKOe PeryJIHpoBaHue
1.1 HopmaTruBHO — 3aKOHOATENIbHBIE OCHOBBI CHCTEMBI JIEIONPOU3BoicTRa /JIek/ 7 2 0
1.2 HopmaTrBHO — 3aKOHOAATENIbHBIC OCHOBBI CHCTEMBI JIesionpou3BocTea /I1p/ 7 2 0
1.3 HopmatrBHO — 3aKOHOAATEILHBIE OCHOBBI CHCTEMBI JienionpousBoacTsa /Cp/ 7 21 0
1.4 Cucremsl fokymeHTannu. Ctanmaptusaiys 1 yHuduKaius 1okyMmeHTos /JIex/ 7 2 0
1.5 Cucremsl fokymenTanuu. CTaHmapTH3aiys U yHuGUKaIws JokymenTos /Ip/ 7 4 0
Paznen 2. TexHosiorunm BeleHUsl [1eJONPOU3BOACTBA B OpraHu3aluM,
yUpeRIeHHH
2.1 JIOKyMeHTOO00pOT B opranusarmu /JIex/ 7 2 2
2.2 JlokyMeHT0000poT B opranuzarmu /IIp/ 7 4 2
2.3 TexHonoruu BeneHus aenonpoun3osctea /Cp/ 7 21 0
Pa3nen 3. CocraBiienne n opopMiIeHHe JOKYMEHTOB B OPTaHH3AIHH
3.1 OcHoBHBIe TpeOOBaHUS K O(GOPMIICHUIO YIPaBICHYECKUX (OPraHU3aLOHHO - 7 2 0
pacmopsIIUTENbHBIX) TOKYMEHTOB /JIek/
3.2 OcHoBHBIe TpeOOBaHUS K OG(GOPMICHUIO YINPABICHYECKUX (OpraHU3aI[MOHHO - 7 4 0
pactopsauTEeNIbHBIX) TOKyMeHTOB /I1p/
3.3 CoBpeMeHHOE JIETOBOE MHCHMO /JIek/ 7 2 2
3.4 CoBpeMeHHoe JesioBoe mucbMo /I1p/ 7 4 2
3.5 OpraHu3aloHHbIE JOKYMEHTBI, X COCTaBleHue u oopmienue /Jlex/ 7 2 2
3.6 OpraHu3anroHHbIe TOKYMEHTHI, MX cocTaBjieHue u odopmienwe /IIp/ 7 4 2
3.7 PacnopsiiitenbHble JOKYMEHTBI, HX cocTapieHue U odopmirerne /JIex/ 7 2 2
3.8 PacnopsiitenbHbIe JOKYMEHTBI, HX cocTaBieHue U ohopmieHue /TTp/ 7 4 2
3.9 MHupopMalmoHHO-CIIpaBOYHbIC JOKYMEHTHI, HX cocTaBlieHHe U odopmienue /Jlex/ 7 2 2
3.10 WHdopMalrioHHO-CIIpaBOYHbIE JOKYMEHTBI, UX cocTaBieHue 1 odopmienue /I1p/ 7 4 2
3.11 Kanposast noxymenTarust /Jlex/ 7 2 2
3.12 Kanposas noxymentanus /TIp/ 7 2 2
3.13 Cocragienue 1 0opMiIeHHE JOKYMEHTOB B opranu3anuu /Cp/ 7 22 0
Paznen 4. Homenkiarypa nen
4.1 O61me TpeboBaHHs K CHCTEMATH3aIK JOKYMEHTOB U (hopMupoBanuto aen /Jlex/ 7 2 0
4.2 OOr1me TpeOboBaHMs K CHCTEMATH3aINH JJOKYMEHTOB 1 (hopmupoanuio e /Ip/ 7 2 0
4.3 IToAroToBKa TOKYMEHTOB K apXUBHOMY xpaHeHu:o /JIex/ 7 2 0
4.4 IToAroToBKa TOKYMEHTOB K apXUBHOMY XpaHeHu1o /I1p/ 7 2 0
4.5 Howmenkiarypa gen oprauusanuu /Cp/ 7 22 0

5. OueHo4YHbIe 1 MeTOANYECKHE MATEPHAJIBI IO TUCHHUILINHE (MOIYJII0)

5.1. Conep:xanue ayIuTOpHOI padoThI MO JUCHUILIUHE (MOAYJ/IIO)

7 cemectp, 11 nexkuuii, 18 npakTHYecKnX 3aHATUH
Pa3pen 1. Jlesionpon3BoacTBO, €ro 3aK0OHOAaTeJIbHOE H HOPMATHBHO-METOANYECKOe PeryIMpoBaHne
Jlexuus Ne 1 (2 vaca)
HopmatuBHO — 3aKOHOaTeNbHBIE OCHOBBI CUCTEMBI JI€JI0NPOU3BOACTBA
Bomnpocs! u 3ananus:

1. HUcropus ynpasneHns u 1e10IpOU3BOJCTBA.

2. HopmaTtuBHBIE IpaBOBBIE aKTHl (elepaabHBIX OpPraHOB HCIOJHHUTEIBHOM BIIACTH, PETVIAMEHTUPYIOIINE BOIPOCHI
JIOKYMEHTAIIMOHHOTO 00ecreyeHusl.

3. T'ocynapcTBeHHbIE CTaHAAPThl HA BEJCHUE JOKYMEHTAIH.
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Hamnpasnenue noxrorosku: 43.03.01 Cepsuc
Hamnpasnennocts (mpoduis): «HbOPMATHOHHEIH CEPBUCH
Pabouas nporpamMma AUCHUILIHHEI «J{eI0IPOH3BOICTBOY

Ipakruueckoe 3ansTre Ne 1 (2 gaca)
HopMaTHBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI JIEJIONPOU3BOICTBA
Bompocs! u 3aganmst:

1. Bo3HUKHOBEHHE U pa3BUTHE AEIONPOU3BOACTBA B yupexaeHusx Poccun XVI— XVII BB.

2. OcCHOBHBIC YEpPTHI M OTIHYHUS JENONpoM3BojAcTBa B yupexneHusx Poccum XVIII B, or genonpousBojicTsa
IpeIIeCTBYIOIEro NepHoa.

3. JenonpousBoactso B yupeskaeHusax Poccuu XIX — nayana XX B.

4. CTaHOBICHHE U Pa3BUTHE ACIOMPOU3BOJICTBA B COBETCKHX TOCYAAaPCTBCHHBIX YUPEKICHHSAX.

5. Opra=uzanys cry0bl JOKYMEHTAIIMOHHOTO 00ECIICUCHHUs yIIPABICHHS Ha COBPEMCHHOM 3Talle.

Jlexuus Ne 2 (2 gaca)
Cuctemsl fjokymenTauuu. CtanaapTu3anis 1 yHUQHUKAIUs TOKYMEHTOB
Bompocs! u 3amanmst:
CymHoCTh MOHATHUS «JJOKyMEHT».
JoxymenT kak cuctema. CBoiicTBa nokymenta. [Ipu3naku qokymenTta. OyHKIIMH TOKyMEHTA.
CucTeMbl JOKyMEHTALIUH.
Crangaptuzanus 1 yHHUKaIUs JOKyMEHTOB.
YHUpUUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIHH.
[paktudeckue 3anatust Ne 2-3 (4 gyaca)
Cucremsl fokymeHnTaunu. CranaapTusanus 1 yHUQHUKALUs T0KYMEHTOB

agrwnE

Bompocs! u 3amanwst:
1. JIoKyMeHT: onpeJie/ieHue, CBOICTBa, (YHKLUH.
2. Cranaptusaiys U yHU(DUKAIUS JOKYMEHTOB.
3. OcHoBHBIE (enepanbHble 3aKOHBI M HOPMATHBHO-METOIMYECKHE JIOKYMEHTHI, pEerjJaMEeHTHPYIOUIME IpaBuia paboThl C
JIOKYMEHTUPOBaHHOW HH(pOpMAIHEH.
4. lonsaTHe n KIaccuuKanys JOKYMEHTO000pOTa PEANPUATHS.
5. O01Ire NPUHIMIIE OPTaHU3aLIH PAIIMOHAIBHOTO JOKYMEHTO000pOTa HA MPEATIPUSITHH.
6. DOTanbl JBIKEHHUS BXOASIIECTO, HCXOASIIET0 U BHYTPEHHETO IOKYMEHTOIIOTOKOB Ha MPEIIPUSITHH.
7. Peructpanus TOKyMeHTOB (BXOASIINX, HCXOIAIINX, BHYTPEHHHX): 3HAUCHHE, MpaBmia, (JOPMBI.
8. O0beM U rpad K TOKYMEHTOO00POTA.
9. 3HayeHUe U TEXHOJIOTHUS OCYIIECTBICHNS KOHTPOJIS HCIIOJHEHHS JOKYMEHTOB.
Paznen 2. TexnoJioruu BeeHusi AeJ10NMPOU3BOACTBA B OPraHU3alNU, YUPeKIeHUH
Jlextust Ne 3 (2 gaca)
JIoOKyMEeHTO00O0pOT B OpraHu3aluu
Bompocs! u 3amanmst:

1. OCHOBHBIE 3Talbl JBIKEHUS JOKYMEHTOB B OpraHU3allUH.
2. Peructpanus u nnaexcamys JOKyMEeHTOB.
3. Kontpons 3a ucronmnennem nokymMeHToB. CpOKH UCIIOTHEHUS JOKYMEHTOB.

IMpaktuueckue 3anatus Ne 4-5 (4 gaca)
JloKyMeHTOO0OpOT B OpTaHU3AIAN
Bomnpocs! u 3ananus:

1. O0paboTKa UCIONMHEHHBIX M OTHPABISIEMBIX JOKYMEHTOB.

2. AHanM3 CTPYKTYpBI JOKYMEHTOO00pOTA.

3. Merto[pl yueTa u COKpaIleHns: TOKyMEHT0000poTa.

4. Opranuzaiys paruoHaIbHOTO ABHKEHHS JTOKYMEHTOB BHYTPH NPEINPUATHS.

Pazgen 3. CocraBienne u opopmiieHHE JOKYMEHTOB B OPraHH3allH
Jlexiust Ne 4 (2 yaca)
OcHoBHBIE TPeOOBaHUS K 0(OPMIICHIIO YIPaBIEHUECKUX (OpPraHU3alHOHHO - PaCHOPSAAUTENBHBIX) JOKYMEHTOB
Bomnpocs! u 3ananus:
IpaBuna ohopMIICHNS TOKYMEHTOB IIPH UCIIONB30BAHIH TEXHUIECKHAX CPEICTB.
Enunble TpeOoBaHus K GiaHKaM JOKYMEHTOB.
CocTaB peKBU3UTOB OPraHU3ALMOHHO - PACIIOPSIUTENIBHBIX JOKYMEHTOB.
PexBu3uThI CofiepkaTeNbHON YacTH TOKYMEHTA.
PexBusuts! oopmiAtomieil 4acTH JOKYMEHTA.
IMpakTuueckue 3auatus Ne 6-7 (4 gaca)

OcHOBHBIE TPeOOBaHUS K 0pOPMIICHIIO yIIpaBIeHUECKUX (OpPraHU3alHOHHO - PaCHOPSAIUTEIBHBIX) JOKYMEHTOB

Bomnpocs! 1 3ananus:

agrwNE

1. HazoBute 0CHOBHBIE BHIBI JOKYMEHTOB, IPUBEIUTE HX KIACCH(OUKALIUIO.

2. OxapakTepu3yiHTe CUCTEMBI YIPaBICHIECKUX JOKYMEHTOB. [10 KakoMy IPU3HAKY BBIAEIEHBI CUCTEMbI JOKYMEHTAIUN?
IpuBenute mpuMepsl JOKYMEHTOB MO KaXKIOW CUCTEME YIPABICHYSCKUX TOKYMEHTOB.

3. OxapakTepu3yiTe CTpYKTYpY AOKYMEHTa (TIOCTOSHHBIE U IIEPEMEHHBIE PEKBU3UTEL, IPOAOILHOE U YITIOBOE PACTIOI0KEHNE
PEKBHU3HTOB).

4. Coopmynupyiite obmue npaBuia 0GOpMIICHHS YIIPAaBICHYECKHUX (OpraHM3aOHHO-PACTIOPSIUTENbHBIX) JOKYMEHTOB

5. PackpoiiTe pekBU3HTHI cIyXeOHBIX JokyMeHTOB coriiacHo ['OCT P 7.0.97-2016) « TpeboBanus k oopmiieHU0
JOKYMEHTOBY.

6. Coopmynupyiite mpaBuia oopMIICHUS PEKBU3UTOB JOKYMEHTOB, pETJIAMEHTUPYEMbIE TOCYIaPCTBEHHBIM CTaHAAPTOM

(TOCT P 7.0.97-2016) «TpeboBanust K 0GOPMIICHHIO TOKYMEHTOBY).
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Jlexuus Ne 5 (2 vaca)
CoBpeMEHHOE JIEI0BOE MMUCHMO
Bompocs! u 3aganmst:

1. JlenoBoe MUCbMO KaK CPEJCTBO CBSA3M OpTraHU3alUi.

2. SI3bIK ¥ CTHIIB O(UITHATIBHBIX TTHCEM.

3. CrpykTypa nucbMa. OCHOBHBIE TPEOOBAaHUS K TEKCTY.

4, CocraBieHHe TEKCTOB CIYXeOHBIX IHCEM: COIIPOBOAUTENILHOE, FApaHTUITHOE, PEKJIaMHOE, TTHCEMO-OTBET.

[paktudeckue 3anatust Ne 8-9 (4 gaca)
CoBpeMeHHOE JIeN0BOE MICHEMO

Bompocs! u 3apanmst:
Omnpenenure NOHITHE OPUIMATBEHOTO JETOBOTO MUCchMa. [IpuBeanTe IPHUMEPHI.
Oxapaxrepu3yiTe 0COOCHHOCTH A3bIKA M CTHIA O(QUINATBHO-IETIOBBIX TEKCTOB.
Omnpenenure CTPYKTYPY MUChMa.
Cdopmynupyiite npaBuia oHopMIICHHS IETOBOTO MUChMa
[peioKuTe aNropUTM COCTABIICHUS TEKCTOB CITY)KESOHBIX MHCEM.

Jlexuus Ne 6 (2 gaca)

OpraHu3aioHHbIe TOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE

arwnE

Bompocs! u 3apanmst:
OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.
VcraB npeanpusTus.
JIOIKHOCTHASE MHCTPYKIIHSL.
ITonoxenue.
IlTaTHOE pacnucaHue.
CTpyKTypa TOKYMEHTOB U HX cojepskanue. [IpaBnia ohopMiIIeHHs OpraHu3alnOHHBIX JOKYMEHTOB.
Ipaktuueckue 3ansatust Ne 10-11 (4 gaca)
OpraHu3anoHHbIe TOKYMEHTHI, HX COCTaBJIeHHE H 0(OpMIICHHE

ISEUENC N

BOI'[pOCI)I U 3aJ1aHus .

1. Ormpenenute TOHATHE OPTAHU3AIMOHHBIX JOKYMEHTOB. [IpuBeuTe IpUMEpBL.

2. Coopmynupyiite obume TpeOOBaHHMS K COCTaBICHHIO OPraHM3AIMOHHBIX JTOKYMEHTOB (ITAIbl MOJTOTOBKUA M IMOPSIOK
odopmIIeHuS).

3. Iepeuncnure TpeOOBaHHMSA K COCTABICHUIO YcTaBa NpeanpusaTus. Jladite comepkaTelbHYI0 XapaKTePUCTHUKY OCHOBHBIX
pazzenoB Ycrasa.

4. Iepeuncnute TpeOOBaHYS K COCTABICHUIO TOJDKHOCTHOH HHCTPYKIMH. [laiiTe colepkaTelIbHYI0 XapaKTePUCTHKY OCHOBHBIX
Pa3IenoB HHCTPYKITHH.

5. Coopmynupyiite nmpaBuiia 3al0IHEHUS U 0OPMIEHHS IITATHOTO PACIIUCAHUSL.

Jlexiust Ne 7 (2 yaca)
PacriopsimuTensHbIE JOKYMEHTHI, X COCTaBICHHE U 0(popMIeHHE
Bomnpocs! u 3ananus:
IIpukassl, UX BUIBL.
IIpaBuna odopmieHUs IPUKA30B.
OCo0eHHOCTH COCTaBIICHUS IIPUKA30B 10 OCHOBHOH JEATEILHOCTH U IIPUKA30B 110 JUYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIEHUHM 3ar0JI0OBKOB U ()OPMYIUPOBOK KOHCTATUPYIOIIEH YacTH.
CxeMa NOCTPOEHUS! PACIOPAAUTENBHON YaCTH.
HpaBMna BU3UPOBaHUs, IIOANIUCAHUA U PETUCTPALIHH.
CpoKy UCIIOJIHEHMs M BpeMsl JOBEJEHUS 10 UCIIOJIHUTEICH.
[paktuueckue 3ansatust Ne 12-13 (4 gaca)
PacriopsimuTensHBIE JOKYMEHTHI, MX COCTaBIEHHE U 0popMIICHHE

NoghrwhE

Bomnpocs! u 3apanust:
1. MaiiTe MOHATHE PACHIOPSIUTENBHBIX TOKYMEHTOB, U3JaBA€MbIX Ha OCHOBE NMPHHLIMIA eAMHOHAYauA. [IpuBeiuTe npumepsl.
2. [laiiTe MOHATHE PACTIOPSAAUTEIBHBIX JTOKYMEHTOB, U3/JaBAEMbIX HAa OCHOBE NMPHHIUIA KOJUIETHAIbHOCTHU. [IpuBeaTe MPUMEpHI.
3. ChopmymupyiiTe TOPSIOK MOATOTOBKU PACIIOPSIUTENBHBIX JOKYMEHTOB.
4. ChopMynupynTe aJrOpuT™M COCTABIICHHUS MPHUKA30B MO0 OCHOBHOM AEATEILHOCTH U IMYHOMY COCTaBY M BBHINHCOK U3 MPUKa3a.
5. ChopmynupyiTe alrOpUTM COCTABIICHHSI IOJIHOTO U COKPAIIEHHOTO MIPOTOKOJIOB.
Jlexuus Ne 8 (2 vaca)

HHdpopManmoHHO-CTIPaBOYHbIE JOKYMEHTHI, UX COCTaBJICHUE U 0(OpMIICHHE
Bomnpocs! 1 3ananus:
1. Cocrasienue u ohopMIIeHHE CIIPABOK, JOKIAIHbIX, CIIY)KEOHBIX 1 00BSCHUTEIbHBIX 3aIHCOK.
2. TpeOoBaHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.

[Ipaktuueckue 3ansatust Ne 14-15 (4 gaca)

MHpopMalnOHHO-CTIPaBOYHBIC JOKYMEHTBI, UX COCTaBJICHHE U 0(hOpMIICHHE

Bomnpocs! 1 3aganus:

1. HazoBuTe BuABI HHMOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB M OIPEICIUTE X Ha3HAUYCHHE.

2. INepeuncauTe cOCTaB U PacloNOKEHHE PEKBU3UTOB HH(POPMALHOHHO-CIIPABOYHbIX JOKYMEHTOB MO BHIAM.

3. Coopmynupyiite mpaBuia (IIOPSAIOK COCTaBIEHUS U 0popMiIeHHsT) HHPOPMAIMOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Ompenenure Ha3Ha4YeHHE aKTOB B JesTeldbHOCTH mpexnpusatus. ChopMmynmupyiite mpaBmna (HOPSAIOK COCTaBICHHS H

0pOpMIICHHST) aKTOB.
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Jlexuus Ne 9 (2 vaca)
KaznpoBast foKyMeHTaLust
Bompocs! u 3aganmst:
CoctaB ¥ BUJIbI IOKYMEHTAIMH TI0 IAYHOMY COCTaBY.
YuuduuupoBanHsie GOPMBI JOKYMEHTOB.
IMpuka3s: opopmieHue Ha paboTy, IEPEBOJ Ha APYTYIO PabOTY, MPEIOCTABICHHE OTIIYCKa, YBOJILHEHHE C PA0OTHI.
JIudHOE 3asIBJICHHE: €r0 Pa3HOBHIHOCTH, OCOOCHHOCTH HAIMCAHUSL.
XapaKTepUCTHKA: COCTaBHBIE YaCTH, IPaBUIIa 0QOPMIICHHSI.
[Ipaxruueckoe 3ausiTue Ne 16 (2 gaca)
KanpoBas nqokymenTanus

IS

Bomnpocs! 1 3aganus:
TpyznoBble 1oroBopa: Ha3HaUEHHE, COJCPIKaHUE, TIPABUIIA COCTABICHUS U 0OPMIICHHSI.
3asBneHUs: BUIbI, HA3HAYCHHUE, [TPABUIIa COCTABIICHHUSI.
IMpuxassl 0 INYHOMY COCTaBY: PEKBU3HUTEIL, TIOPSIO0K COCTABIECHHS M 0QOPMIICHUSL.
TpynoBble KHWKKH: Ha3HauYCHHE, IpaBuia 0POpPMIICHUS.
JInunbie kapTouku Gopmbl T-2 U THUHBIC JIeNa: Ha3HAYCHHUE, TIPaBUIIa 0()OPMIICHHS.
Paznen 4. Homenkaarypa e
Jlexuus Ne 10 (2 gaca)
OO6mye TpeOoBaHMS K CHCTEMATU3AIMK JOKYMEHTOB 1 (DOPMUPOBAHUIO JIEJT

agrwdE

Bompocs! u 3amanwst:

1. Bunsl HOMEHKIIATYpHI Jeil.
2. OCo0EHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI J1eJl OpTaHU3allH.
3. Iopsinok cocTaBleHUS ONUCH JIEl.

IIpaktudeckoe 3anstie Ne 17 (2 gaca)
OO6ume TpeOoBaHMS K CHCTEMATU3AIMU JTIOKYMEHTOB 1 ()OPMHUPOBAHUIO JIEJT
Bompocs! u 3amanwst:
1. JaiiTe onpenenenue HOMEHKIATYPHI €.
2. JlaifTe moHATHE IPUMEPHOHN 1 TUITOBOW HOMEHKIATYPHI Aell. OXapakTepu3ylTe MPUMEHEHNE Pa3INIHBIX BU0B HOMEHKIIATYPHI eI
3. Ilepeuncnure TpeOOBaHUS K CUCTEMATU3ALUK 3aT0JIOBKOB €], HHAEKCY Jie]l B HOMEHKIIAType
4. Packpoiite 3Tamnbl pa3pabOTKH HOMEHKIATYPHI A€
9. IlpuBenute anropur™ nesirenbroctu DITK.
Jlexrus Nell (2 gaca)
[TonroToBka JOKyMEHTOB K apXUBHOMY XpaHEHHUIO
Bompocs! u 3amanmst:
1. DKcrnepTu3a HeHHOCTH JIOKYMEHTOB.
2. Opranu3zanys MoAroTOBKU IOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
IIpaktudeckoe 3anstie Ne 18 (2 gaca)
HOZ[FOTOBKa JAOKYMEHTOB K apXUBHOMY XPaHCHUIO
Bomnpocs! 1 3aganus:
1. IloAroTOBKa JOKYMEHTOB K YHUUTOXKEHHUIO.

5.2. Conep:xanue caMOCTONATEIHLHON PaGoOThHI MO AUCHHUILJINHE (MOTYJIIO)

Conep:xaHue 00s13aTeJILHOM CAMOCTONATEIHLHON PadoThI MO AUCHUILINHE

Ne . IIpoayKThl JeATEIbHOCTH
wn TeMbl IHCIHMIITIHHBI Copep:kaHue caMOCTOATEIbHOM PadoThI
1 HopmaruBHO-3aKk0HOMaTeNbHBIE | [I3ydeHne COBpeMeHHBIX HampaBieHHH u | [InmcbMeHHas paboTa — Ha OCHOBE aHAIN3A
OCHOBBI cucteMsl | GopM ITOKYMEHTALMOHHOTO OOECIeueHMsl | COBPEMEHHBIX HAmpaBlIeHUH u  (opM
JEeJI0NPOU3BOACTBA YIIpaBIECHUS JOKYMEHTallUOHHOTO obecrieyeHust
yIIpaBJIeHUS pas3paborath MOJENb
OpraHu3aLu pi(0)% KOHKPETHOU
OpraHu3alyu
2 TexHonorun BeaeHus | Vzyuenne mpaBun  cocraBieHus U | [IucemeHHas paboTa — pa3paboTka Moaenu
JEJI0NPOU3BOACTBA odopmieHus yIpPaBICHUYECKUX |OpraHu3allMd  JOKYMEHTOOOOopoTa IO
JOKYMEHTOB (SI3BIKOBBIE (GOopMyIBI | IPEIOKCHHBIM BHIAM IOKYMEHTaM WU
oduManbHBIX JOKYMEHTOB); OIIPEEIEHHbIM o0y4aroImumcest

palMoHANFHOW OpraHu3alu paboThl € | CAMOCTOSATEIHLHO
JIOKYMEHTAMH B YCIIOBUSAX UCIIOIb30BAHUS
OpPTaHW3al[MOHHONM W  BBIYMCIUTENLHOMN

TEXHUKH
3 CocraBnenue u odopmieHue | M3yuenume ocoOeHHocTeit yctHoit u | [lucbmeHHass paboTa — coCTaBIICHHE
JOKYMEHTOB B OpraHH3alliu MTUCbMEHHOW MYOJIHMYHOH peun; MaKeTa JOKYMEHTOB Uil HOATOTOBKU H

TpeOoBaHUIl K O(OPMIICHUIO M BEICHUIO | OohOpMIICHHS MpHeMa KaHAugaTta Ha
JOKYMEHTAIIWH, CBA3aHHOI C BHEAPEHUEM | BaKAHTHYIO JOJDKHOCTb.

TEXHOJIOTHYECKUX, MPOTYKTOBBIX
MHHOBAlMH WM  OpPTaHM3alOHHBIX
M3MEHEHHH, KapaMH U UX ABWKEHHEM C
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KaJpaMu U UX JBUKEHHEM
4 Homenknarypa nen | M3ydenue tpeboBanuil k nepepaborke u | IlucbMennas paGora pa3paboTka
OpraHu3aluu XpaHeHHIo nHdopmManumy; mpoliecca COCTaBJICHUS HOMEHKIATYphl
OCHOBHBIX METOJIOB, CIIOCOOOB U CPEJCTB | JeJl KOHKPETHON OpraHu3aliuu
XpaHeHHs U TiepepaboTKu HMHPOpPMAIUH;
KIaccupUKalMy U CUCTEMaTU3aluu
JOKYMEHTOB Ha CTaJuM UX 00paboTKu U
XpaHEeHHUS;
apXMBHPOBAHUS YIIPaBIEHUYECKUX
JOKYMEHTOB C IIOMOIIbIO KOMITBIOTEPHBIX
IpOorpaMm
Conep:xaHne caMOCTOSITeJbHOI padoThl 10 JUCHUILJINHE HA BbIOOD
Ne . IIpoayKThl 1esiTeTbHOCTH
w/n TeMbl IMCHHMIITIHHBI Copep:kaHue caMOCTOATEIbHOH padoThI
1 HopmaTuBHO-3akoHOaTenbHble | *  M3ydenue TpeGoBaHui coBpeMeHHbIX | I[IlucbmenHas paGora — Ha ocHose
OCHOBBI CHCTEMBI | 3aKOHOJATENbHBIX, HOPMAaTUBHBIX AKTOB U | U3y4eHHs TpeOOBaHMH COBPEMEHHBIX
JIeJI0NIPOU3BO/ICTBA HOPMATHBHO-METOMYECKUX IOKYMEHTOB, | 3aKOHOJATEeJbHBIX, HOPMAaTHUBHbIX aKTOB U
periIaMEHTUP YIOLIHUX BOIIPOCHI | HOPMAaTUBHO-METOJUUYECKUX JJOKYMEHTOB,
OpraHu3anuu JIOKYMEHTAI[HOHHOTO | PErjlaMeHTHPYIOLIHX BOIIPOCHI
obecrieyeHust AesSTeIbHOCTH OpraHu3aluu JIOKYMEHTaIlLUOHHOTO
obecniedeHUsl JEATENbHOCTH  HAIHCATh
QHAIUTUYIECKYIO paboTy, paCKPBIBAIOLIYIO
CJICAYIOIINE BOIPOCHI:
. Lenu roCy1apCTBEHHOTO
perymupoBanust JOY
o Hedununnys THOHATUH
«JIeJIOTIPOU3BOJICTBO u
«JOKyMEHTAllUOHHOE obecrieueHue
YIIpaBJICHUEY.
* XapaxkTepuCTUKa 3aKOHOJATENbHBIX U
HOPMAaTHUBHBIX aKTOB,
periaMeHTupyoomux Bonpocel JOY
» JlokaspHblE HOpPMATHUBHBIE AKThl Kak
OpraHu3aliOHHas OCHOBa
JIeNIOIIPON3BO/ICTBA
* [TpoGnemsl perynuposanus JJOY
2 Texnonoruu BeaeHus | M3yuuts KpUTEpUHU paummonansHO# | [lmcemennass  pabora -  BrisiBuTh
JIeTIONPOU3BOACTBA OpraHm3aliy  JOKYMEHTOOOOpoTa IO | mpoOJeMbl  OpraHM3alMd  JBHXKCHUS
TUIaM JIOKyMEHTOB OpraHU3aluu JOKYMEHTOB BHYTPU TPEANPHUATHS U
000CHOBATh IIPE/ITIOKEHUS o
COBEPIIECHCTBOBAHUIO JOKYMEHTO000POTa
3 CocraBnenne u odopmienue | M3yuursb CHOCO0BI cozganus | [luceMenHas pabora — B mpemmosxeHHO#
JOKyMEHTOB B OpraHM3aluu YIIPaBICHYECKUX JOKYMEHTOB B | ympaBieHUYecKoil curyanuu oGOpMUTH U
TPaJUIMOHHBIX W ABTOMATHU3UPOBAHHBIX | COCTABUTh COOTBETCTBYIOIIUE
TEXHOJIOTUSIX YIPaBICHYECKUE JOKYMEHTBI
4 Homenxknarypa nen | M3yuurs npaBuiIa apxuBupoBaHus | [IucemenHas pabdota - COCTaBUTH ONHCH
OpraHu3aluu YIPaBICHYECKUX JOKYMEHTOB C IIOMOIIBIO | Ha Jena (IOCTOSHHOTO U BPEMEHHOTO
KOMIBIOTEPHBIX IPOTPaMM XpaHeHus, [0 UIeKAIIHe Clauye B apXUB

5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH

Ipu opraHu3ayy U3y4eHHs] TUCIUILIHHBI OyIyT UCIIOIB30BaHBI CIEAYIOINE 00pa30BaTelbHbIe TEXHOIOTHU:
UHPOPMAIIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH, TEXHOJIOTHSI OPraHU3alM1 CAMOCTOSTEIbHON paOOThI, TEXHOJIOTHS
pedIieKCUBHOTO 00yYEHsI, TEXHOJIOTHSI MOAYJIBHOTO OOYUEHHSI, TEXHOJIOTHSI HTPOBOTO OOYUYEHUSI, TEXHOJIOTUH IPYIITOBO#t
JTUCKYCCHHU, HHTEPAKTHBHBIC TEXHOJIOTUH, TEXHOJIOTHS POOIEMHOT0 00Y4EHHsI, TEXHOJIOTH I OpraHU3aIuN
y4eOHO-HCCIIeI0BATENbCKOM NEesITeIbHOCTH, TEXHOJIOT Ul IPOEKTHOTO O0YYEHUs], TEXHOJIOT Ul Pa3BUTHSI KDUTHYECKOTO MBIIUICHHSL.

5.4. Texymmii KOHTPOJIb, IPOMEKYTOYHbII KOHTPOJIb M IPOMEKYTOYHAS ATTECTALUS

bannbHO-pedTHHTOBas KapTa AUCHUILIMHEI 0(OpMIIeHa KaK MPHIoKEHHE K paboueil mporpaMMe JUCIUILINHEIL.
@DoHJ OLIEHOUHBIX CPEJCTB Ul IPOBEACHUS IPOMEXKYTOUHOM aTTeCTallul 00y4aloIUXCs 10 JUCHUIIINHE 0()OPMIIEH OTAEIbHBIM

JIOKYMEHTOM.
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6. YYHEBHO-METOANYECKOE I THOOPMAIIMOHHOE OBECIIEYEHHUE

6.1. PekoMeHayeMas JiuTepaTypa

6.1.1. OcHOBHas JUTEpaTypa

ABTODBI, COCTaBHTEIH 3arnaBue, CChUIKa Ha YJIKTPOHHYIO OMOIHOTEUHYIO CHCTEMY W3paTenscTBo, roj
JI1.1 |Tpunbepr, A.C. JIoKyMeHTalMOHHOE 00eCTICUeHUE YIIpaBJICHHS : YIeOHHK / Mockga : FOnuTH-/laHa,
A.C. I'pun6epr, H.H. I'op6aués, O.A. MyxameTuuHa. 2017
URL.: https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2 |Poroxun, M.IO. JenonpousBoacTBo: Kypc nekuuil : yueOHoe nmocodbue / M.IO. Poroxun|Mocksa ; bepiuH :
URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Jlupexr-Menua, 2014
JI1.3 |JloBueBa, M.B. Vipasnenue nepcoHagoM: TeOpHs u MpakTuka. JemonpousBoacteo B |Mocksa : [Ipocmekr,

KaJIpOBOH ciryx0e : ydeOHO-TIpakTHIeckoe mocodue / M.B. Jlopuera, (2014
E.H. Tankuna, E.B. I'yposa ; pea. A.5l. KubaHos.
URL: http://biblioclub.ru/index.php?page=book&id=449586.

6.1.2. JlonoJHATEIbHASIIATEPATYPA

ABTODBI, COCTaBHTEIH 3arnaBre, CChUIKa Ha QJISKTPOHHYIO OMOIHOTEUHYIO CUCTEMY W3paTenscTBo, roj
JI2.1 |'pozoBa, O.C. JenompousBoactso : yueonoe nocobue / O.C. I'pososa ; pen. JI.C. [ToBomxckuit
XKypapnesa; [ DnekTpoHHBIH pecypc]. - rOCyIapCTBEHHBII
URL: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTHYECKUt
YHUBEPCHTET. -
Vomrkap-Oma : TITTY,
2015
JI2.2 |Ko3uHa, E.C. Jenorpou3BoacTBo : yueOHo-MeToauyeckoe nocoodue / E.C. Ko3una. - [Mockaa :
[2mexTponHsIif pecypc]. - Hupexr-Menna, 2013.
URL.: http://biblioclub.ru/index.php?page=book&id=141469
JI12.3 |Poroxwun, M.IO. Jle1onpou3BoACTBO B KaJpOBOI city»k0e : yueOHO-IIpaKTUIEeCKOe Mocksa ; bepnun :
nocobue / M.IO. PoroxuH. - 3-¢ us., nepepad. u J01. - Hupekr-Menua, 2014.

[DnexrponHsIii pecype]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253703.

6.2 Ilepeyens mporpaMMHOro oéecrneveHust

- Acrobat Reader DC

- Dr.Web Desktop Security Suite, Dr.Web Server Security Suite

- GIMP

- Microsoft Office 365 Pro Plus - subscription license (12 month) (ITaket nporpamm Word, Excel, Access, PowerPoint, Outlook,
OneNote, Publisher, Teams, OneDrive, Yammer, Stream, SharePoint Online).

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Ilepeuenb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTeM, NPOodeccHOHAJbHBIX 023 JaHHBIX

- OBC «YHuBepcuTeTckas OnbIMoTeKa OHIIANH

- Basel mannbix Springer eBooks

- 1C:IUTC ITPOD BY3

- CIIC «I'APAHT-AHaauTHK»

- CIIC «KoncynpranT-ITmocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCITUITJIMHBI (MOY JIST)

7.1|HanmeHOoBaHMe cCIENUAIBHOTO IIOMEIICHHUS: TOMEIEHUE IJTsl CAMOCTOATENHHON padoThl, UnTanbHbIi 3a1. OCHAIIEHHOCTH:
TIK-4mT. ¢ BO3MOXKHOCTBIO MOJKITIOYEHHUS K ceTH «HTepHeT» 1 00ecrniedeHneM JOCTyMa B AJIEKTPOHHYIO
uHpOpMaIoHHO-00pa3oBarenbHyto cpeay CI'CITY, ITuceMenHslii cton-4 mr., [Tapra-2 mr.

7.2|HanmeHoBaHKe CHIENUAIBHOTO MIOMEIIEHHUS: yaeOHast ayIUTOPHS AJIsl IPOBEACHHUS JISKIIMOHHBIX 3aHATHH, IPAKTHYECKUX
3aHATHH, TPYNIOBBIX KOHCYJIbTAIIMH, HHIMBHUYalIbHBIX KOHCYJIBTAIMN, TEKYILIEr0 KOHTPOJIS, TPOMEKYTOYHOH aTTecTalluy,
VYuebnas ayauropus. OcHameHHOCTh: MenoBas gocka-11uT., Komriekt yueGHoi Mebenu, HOyTOyK, TPOEKIIMOHHOE
000pynoBaHKe (MYJIBTHMEINHHBIN IPOEKTOP U SKpaH).

8. METOAUYECKHUE YKA3AHUSA IO OCBOEHUIO JTUCHUIIJIMHBI (MOY JIS)

Pabora Haj TEOPETUYECKUM MAaTEPUATIOM MPOUCXOJUT KPATKO, CXeMaTHYHO, TIOCIIEI0OBATEIBHO (PUKCUPOBATh OCHOBHBIC MOJIOKEHUS,
BEIBOJIBI, (DOPMYIIHPOBKY, OOOOIICHHUS; MOMEUYaTh BaXKHBIE MBICIH, BBLICISATH KIIIOYEBBIE CIIOBA, TEPMUHBL [IpoBepka TepMUHOB,
MOHATHI C TIOMOIIBIO SHIMKJIONEHH, CIOBAPEH, CIPABOYHUKOB C BBITUCHIBAHUEM TOJIKOBaHHW B TeTpajab. O003HAYUTH BOIMPOCHI,
TEpPMHUHBI, MaTepHall, KOTOPbIH BBI3BIBAET TPYAHOCTH, IOMETUTh U MOMBITATHCS HANTH OTBET B PEKOMEHAYyeMOW nuteparype. Eciu
CaMOCTOSITEIILHO HE YAaeTCsl pa3o0paThes B MaTepualie, He00X0IMMO C(OPMYIIUPOBATh BONIPOC U 331aTh MPETOIaBATEIIIO.
IIpopaboTka pabodeit mporpaMMbl AWCHWIUIMHEL, yIeNss 0co00e BHUMaHHE IIeIsIM W 3aJadaM, CTPYKTYpe U COJIEp>KaHHUIO
nucturinHel.  KoHCIeKTHpoBaHWE MCTOYHMKOB, MOJTOTOBKAa OTBETOB K KOHTPOJBHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIyeMOM
TUTEepaTypsl, paboTa ¢ HHOOPMAIMOHHBIMI HCTOYHUKAMHU B pa3HbIX (popmarax.

Taxoke B rporecce M3y4eHHUs TUCIUTUIMHBI METOTUYECKUE PEKOMEH IAIIMK MOTYT OBITh W3JJaHbI OT/ICJIbHBIM JOKYMEHTOM.
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Hamnpasnenue noarorosku: 43.03.01 CepBuc
Hamnpasnernocts (mpoduis): «HGOpMAOHHEINA CEPBHCH
Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAITBEHOE KOJIHYECTBO MakcumanbHoe
OamoB KOJIMYECTBO 0ayIoB

HaumeHoBaHne pa3fena: «/leJIONPOH3BOICTBO, €r0 3aKOHOAATEIbHOEe H HOPMATHBHO-METOINYeCKOe PeryJIHPOBAHHE)
Texymuil K OHTPOJIb [0 Pa3JeIy:
1 AynutopHas pabota - -
2 CamocrostenbHas pabota  (cnenuanbHble 00s3aTeNnbHbIE (POPMBI) 3 6
3 CamocrosiTenbHas paboTa (crnenuanbHbie POPMBI Ha BBIOOD) 5 8
KonTponbHoe Meponpusitue 1 opaszzaeny 1 4 6
IIpomexyTOUHBII KOHTPOJIb 12 20
HaunmeHoBaHue pa3neia: «TexHOJOTHH BeJeHHsI IeJTONPOU3BOICTBA B OPraHU3AIMH, YIPEKISHHI»
Texkymuii KOHTPOJIb IO pa3Aeny:
1 AynutopHas pabota - -
2 CamocrostenbHas pabora (cnenuaibHble 00s13aTeNnbHbIe (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHble OPMBI Ha BBIOOD) 6 12
KoHTposbHOE MEpOTIpHUsITHE 10 pa3aery 2 4 6
IIpomexyTOUHBII KOHTPOJIb 13 24
HaumeHoBaHue pa3nena: «CocraBieHne H 0(popMiIeHHE TOKYMEHTOB B OPraHU3aIII»
Texymuii KOHTPOIIb TIO pa3feny:
1 AyauTopHast paboTa - -
2 CamocrosrtenbHas pabota (crenuaibHble 00s13aTeNbHbIC (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHble OPMBI Ha BBIOOD) 4 6
KoHTposbHOE MEpOTIpHUsITHE 10 pa3aeny 3 4 5
TIpoMexyTOYHBII KOHTPOJIh 11 17
HaumenoBanmue pasaeina: «Homenkiarypa aen»
Tekyumil KOHTPOJIb MO pa3ieny:
1 AyautopHast paboTa - -
2 CamocrosTenbHas pabota (cnenuanbHble 00si3aTebHbIe (HOPMBI) 3 6
3 CamocrosiTenbHas paboTa (crenuanbHbie POPMBI Ha BBIOOD) 5 5
KonTtponbHOE MeponpusaTHe o pasneny 4 5 8
TIpoMexyTOYHBIH KOHTPOJIb 13 21
IpomexyroyHas arTecrauusi (10 BCEM pasziesiam) 49 80
3ayeT ¢ OLEHKOM 7 20

HUroro: 56 100

Buap! koHTpOIIS I [TepeueHb WM NPUMEPHI 3aJaHUH, KPUTSPUU OLIEHKH U KOJIMYECTBO OaIoB I TeMsl 1 U3yueHus 1 00pa30BaTENbHbIC PE3YIbTAThI

Tekymmii KOHTPOJIb 1O pa3aeiy «/{eJIoNpPoH3BOACTBO, €r0 3aKOHOAATEJIbHOE H HOPMATHBHO-METOINYECKOE PETYIHPOBAHTE»
1 | AynutopHas paboTa -
2 | CamocrosiTenbHas padboTa (00si3aTebHbIC ITpumep 3ananus: HopmaTtuBHO — 3aKOHOJATEIbHBIE OCHOBBI CHCTEMBI
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(hopmb)

Hanwummure pa3BepHYyThIH OTBET Ha TEMY: «JIOKYMEHT U ero QyHKIHW».
Kpurepun onenku.

Kpurepnii / Onenka Beimonnen Beimon He
HOJTHOCTBIO HEH BBITIONTHEH
4acTHY
HO
PackpbITo 0OCHOBHOE OHATHE 2 Gamna 1 Gamn 0 6annoB
Ilepeuncnens! Bce 2 Gamna 1 Gamn 0 6annoB
COCTABIISIOIIHE 3IEMEHTHI
(ctpykTypa) mpeamMera
(stBIICHMS)
JaHa xapakTepucTHKa 2 Gamna 1 Gann 0 6anoB
COCTABIIIOIINX HIIEMEHTOB
(cTpyKTypbl) IpeaMeTa
(stBIICHNS)

ACJIONPOU3BOACTBA

OOpazoBaTenbHbIE PE3YIIBTATHIL:

3HaeT: 0COOEHHOCTH W CTWIH O(HIHAIBLHO-ACTOBBIX
TEKCTOB, MpaBWiIa O(MOPMIICHUS IEIOBOTO IHCHEMA;
npaBuiIa COCTaBJICHHS u oopmireHusI
YIPaBICHYECKUX JOKYMCHTOB (SA3BIKOBBIC (DOPMYIIBI
O(HITHATTBHBIX JIOKYMEHTOB).

3HaeT: mpaBmia COCTaBICHHI M O(OPMIICHUS
YIPABICHYECKUX JOKYMEHTOB IIPU HCIIOJIb30BAHUH
TEXHUYECKUX CPEJICTB.

3HaeT: NpU3HAKK U QYHKIHH JOKYMEHTA; CTPYKTYPY
CHCTEM JOKYMCHTAIMHU; COCTAB YHH(DUIUPOBAHHOM
CHCTEMBI IOKYMCHTAIHH.

3 | CamocrosiTensHas paboTa (Ha BEIOOD)

Ipumep 3amanms:l. V3yunth  TpeOOBaHMS  COBPEMEHHBIX  3aKOHOJATEIBHBIX,
HOPMATHBHBIX aKTOB M HOPMATHBHO-METOIWYECKHX NOKYMEHTOB, PEITaMEHTHPYIOIIHX
BOIPOCHI OpraHM3allMM JOKYMEHTAI[IOHHOTO obecriedeHHs nearenbHocTH. Ha ocHose
COOpaHHBIX MaTepHaNOB HAMCATh AHATUTHYECKYIO PAOOTY, PaCKPHIBAIONIYIO CIEAYIOIIUE
BOIPOCHL:

* Ilenu rocynapcTBeHHOro perynauposanus JOY

* JlebmHUINA TOHATHH «IETONPOU3BOACTBO» M «IOKYMEHTAMOHHOE obecIedeHne
yIIpaBJICHUEY.

+ XapaxkTepHCTHKa 3aKOHOJATENBHBIX M HOPMATHBHBIX AaKTOB, PErIaMEeHTHPYIONIUX
Bompocel JJOY

+ JlokarbHBIC HOPMATHBHBIE AKTHI KaK OPTaHU3AI[IIOHHAs OCHOBA JEJIOMPOM3BO/ICTBA

* [IpoGnemsl perynupoBanus 10Y

Kputepun oreHkw.

1. PackpbIThl OCHOBHBIE 3JIEMEHTBHI AHAIMTUUECKOH padoTel (mo 1 Oammy 3a KaxIblit
apTyMEHTHUPOBaHHEIH OTBET)

2. IlpemioxeHsl BapuaHThl perieHus npobiem perynuposanus JOVY. (1-3 Gamwia B
3aBHCHMOCTH OT 0OOCHOBAaHHOCTH MPEJIOKEHHOTO PEeIIeHHs).

HopMaTHBHO — 3aKOHOJATENIbHBIC OCHOBBI CHCTEMBI
JeTIOTPON3BOCTBA

O0pazoBaTenbHBIE PE3YIIBTATHI:

YMeeT: UcHoNb30BaTh HAOOP PEKBUZUTOB JOKYMEHTa,
OTpaKalOIIMi ero OCOOEHHOCTH W Ha3HAUCHHE,
CHCTEMaTH3UPOBATh  JIOKYMEHTEI o BUJIAM
yIIpaBJIeHYECKOI JIeSITeNbHOCTH (ocHOBHAs
JeSITEeNbHOCTB, paboTa 10 JIMYHOMY COCTaBy H T.JI.)

KonrponbHoe MeponpusaTHe 1o pazaeny 1

IIpumep 3aganus:

Ha ocHOBe H3y4eHus COBpeMeHHBIX HampaBiieHuid 1 popM JJOY mpemioxuTs CBOO
Mojens opranuzanuu 10V (B BUAe Npe3eHTALUH [TPOCKTA).

Kputepun oneHkn (BBINOJHEHHE KaXIOro KpUTEpHUs OLIEHMBaeTcs B 2 Oauia, eciu
BBITIOJIHEH IIOJIHOCTHIO, B 1 0ani1, eciu BBINOJHEH YaCTHYHO).

1. BoiOpano yupexieHue (npeanpusaTie) Ui AeMoHcTpanuu opranuzanuu J0Y.

2. Omucana cuctema oprauzanuu IOV B BHIOpaHHOM yUpexaeHUN (PEANPHUITUH).

3. OGocHOBaHa HEOOXOAMMOCTh H3MEHEHui (mocrosHcTBa) opranuzauuu JOY B
BBIOPAHHOM YUPEKACHUH (IIPEAPUSITUH).

4. IIperoskena cBos Mojenb opranuzanuu JJ0OY.

5. Mognenb odopmiieHa B BUi€ IPE3EHTALIMH TPOEKTA.

OO0pazoBaresibHbIE PE3YIbTATHL:

3HaeT: MpH3HaKK U (QYHKIUH TOKYMEHTa; CTPYKTYPY
CHCTEM JOKYMEHTAllUH; COCTaB YHU(PHUIMPOBAaHHOH
CHCTEMBI JOKyMEHTAIINH, 3HAET: YCTPOICTBA CO3IaHNUS
3JIEKTPOHHOMN yIpaBJIeHUECKOI uHpOpMALIUH,
SNIEKTPOHHBIE  CIIPAaBOYHBIE CIyXOBI (BHIEOTEKa,
TENEeTEeKCT,  TeneaBrorpad), KaHadbl U CETH
JNIEKTPOHHOM MOYTHI ISl JOBEACHUSI HHDOPMAHU 10
IIOJYUHCHHBIX.

YMmeer: cucteMaTu3upoBaTh JIOKYMEHTBHI 110 BHJaM
yIIpaBJIEeHYECKO JIeSITebHOCTH (ocHOBHAs
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JeSITEeNbHOCTh, paboTa M0 JUYHOMY COCTaBy M T.J.);
HCTIONIb3Ysl HHPOPMaMOHHbIE TEXHOJIOTHH.

ITpoMeKyTOUYHbIH KOHTPOJIb (KOJIMUECTBO OAJLIOB)

TeKyIlI]/Iﬁ KOHTPOJb 110 pasaejay «TexHoJI0ruM BeeHUsA JACJOIPOU3BOICTBA B OPTAaHU3AIUHA, YIPCKIACHUN)

1 | Aynuropuas pabora - JIOKyMEHTOOBOPOT B OpraHU3alUu
2 | CamocrosTenbHas paboTa (00s3aTeIbHbIC TIpumep 3ananus: TexHoIOTHH BEICHHS ACIOIPOU3BOICTBA
(hopmb) Hanwummure pa3BepHyThIi 0TBET Ha TeMy: «OCHOBHBIE 3TaIlbl IBUKEHHUS JOKYMEHTOB B OO6pa3zoBarenbHbIC Pe3yIbTAThI:
OpTaHM3aIANy. 3HaeT: TpeOOBaHMS K MOJyYCHHUIO (TIOJTHOTA,
Kpurepuu onenku: CBOEBPEMEHHOCTb, HE3aBUCUMOCTb, TOCTOBEPHOCTD),
Kpurepuii / Ouenka Brinmonnen Beimon He nepepaboTKe U XpaHEHUI0 HH()OPMAIHH; OCHOBHbBIE
MIOJTHOCTBIO HEH BBIMOJIHCH METO/IBI, CIIOCOOBI M CPENICTBA MOTYIEHHS, XPAHEHHS 1
4acTH4 nepepadoTKu HHPOPMALIMU; COBPEMEHHBIE METO/IbI
HO nepeBoaa HHGOPMALIUH B yIPaBICHIECKHE
PackpbITO OCHOBHOE MOHSTHE 2 Gayuta 1 6amn 0 GayioB JOKYMEHTBI: COCTAaBIEHUE PACIOPSIKEHHH, IPUKA30B,
WHCTPYKIHH U APYTUX YIPaBICHUYECKUX JOKYMEHTOB;
IlepeuncieHsl Bce 2 Gamia 1 6asmt 0 6217108 TpeOOBaHUs K pallMOHAILHOW OpraHU3aIiu padoThI ¢
COCTABJISIOIIME DJIEMEHTBI JOKYMCHTaMH B YCJIOBHUAX MCIIOJIB30BAHUA B allIrapare
(cTpyKTypa) IIpeaMeTa YIpaBJICHUS OPraHU3AIMOHHON U BEIYUCIUTEIHLHON
(aB7ICHNS) TEXHHUKH; KaHaJbl JOBeICHHS HHOOPMALIUH 10
JlaHa XapakTepucTuka 2 Gayuta 1 Gamn 0 6ayioB COTPYAHUKOB OpTaHU3aUH.
COCTABIISAIOIIMX SIEMEHTOB YMeeT: mpuMeHsis IporpaMMHoe obecrieueHue,
(CTpyKTYpEI) IpeaMeTa CO3/1aTh YIPABICHYECKHE JJOKYMEHTHI B
(stBIICHISN) TPaAUIHOHHBIX U aBTOMAaTH3HPOBAHHBIX

TCXHOJIOTUAX; HAa OCHOBE IPOIrpaMMHOTI'O obecnieueHus
KHaCCI/I(bI/IL[I/II‘)OBaTL U CUCTEMATU3NUPOBATH
JOKYMEHTHI Ha CTaJ1M UX 00paOOTKH U XpaHEeHUs,
OpraHu3oBaThb ,E[OKyMeHTOOGOpOT Ha NpeANpUATHUH,
UCIIOJIb3Ysl OCHOBHbIE O()UCHBIE IPOIPaAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYHICCTBJIATH apXUBHUPOBAHUC YIIPABJICHYCCKUX
JAOKYMCHTOB C MIOMOIIBIO KOMIIBIOTEPHBIX MIPOTpaMM;
oAroTaBJIMBAaTh JOKYMCHTBI K XpaHCHUIO, UCIIOJIb3Y s
OCHOBHBIC O(bI/ICHI)Ie nporpaMmal:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

3 | CamocrosTenbHas pabota (Ha BEIOOD) TIpumep 3ananus: TexHOIOTHH BECHHS JeIOTPOU3BOACTBA
CoBepLICHCTBOBaHHE JTOKYMEHTOOOOPOTa: OpraHM3alusl palHoOHANBHOTO JIBIDKeHUs | OOpa3oBaTeNbHBIC PE3YIbTATHI:
JIOKYMEHTOB BHYTPH NPEIAIPUATHUS. 3Haer: ycTpoiicTBa CO3J1aHus 3JIEKTPOHHOMN
Kpurepun oueHKH: (BBIMOJIHEHHE KaXIOTO KPUTEpHUs OLEHUBaeTcs B 2 Oajuia, Cl | yHmpaBIeHYECKOH nHdopmanuy, AIIEKTPOHHBIE
BBIMOJTHEH MOJTHOCTBIO, B 1 01, €CIIM BBIMOJIHEH YaCTHYHO). CIpaBOYHBIC  CIOYXObl  (BHIEOTEKa,  TEJCTEKCT,
1. Beibpano yupexnenue (IpeanpusTie) Ui JeMoHcTpauuy opranusaui J0VY. TeneaBTorpad), KaHalbl U CETH 3JIEKTPOHHON MOYTHI
2. Onucana cucremMa JJOKYMEHT0000pOTa B BHIOPAHHOM YUPEKICHUH (MIPEATIPHUSITHH ). JUIs IOBeIeHHUS MHPOPMAIMH 10 MOYHHEHHBIX.
3. IIpoaHanu3upoBaHbl OCHOBHEIE 3TAIbI ABHKEHHS JOKYMEHTOB B OpTaHU3aIINH. YMeeT: aHATM3UPOBATh 3aKOHOIATENHCTBO U IPAKTUKY
4. PackpbIThl OCHOBHBIC HEJOCTAaTKM OpraHM3alMU JOKYMEHTOOOOpoTa (00OCHOBaHA | €ro NPUMEHEHHs i paloOThl C YIPaBJICHYECKOH
9 PEKTUBHOCTH UCIIOIB3YEMOH CXeMBI JOKYMEHTO000POTa). JOKyMEHTAIUEH.
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5. IlpeanoxxeHbl cHocoObl COKpAlEHUs MOKYMEHTOO0OpOTa C LENbI COKpalleHUs
BPEMEHH JBIKEHUS TOKYMEHTOB B OpPraHHU3aINH.

3HaeT: HOPMBI IIpaBa U HOPMATHBHO-TIPABOBBIC aKTHI,
peryaupyouye B3aUMOOTHOLIEHUs] OpraHu3alud U

6. JlaHa OLEHKAa pealbHOCTH MPEAJOKEHHBIX BapUaHTOB  PAlMOHAIU3ALUHU | KOHTPOIHUPYIOLIMX OpraHoB; JeHcTByIOIIMEe

JOKyMEHT0000pOoTa. rOCy/IapCTBEHHEIE HOPMAaTHBHO-METOANYECKHE
JOKYMEHTBI,  pErIaMEHTUPYIOIHE  AEATENbHOCTb
OpraHMU3aluid CEPBHCA.
Ymeer: obecneduTb  COONIOAEHHE  JOKYMEHTOB
JCHCTBYIONIEMY 3aKOHOAATEIbCTBY.

KoHTposibHOE MEPOTIPHATHE TI0 pa3neny 2 IIpumep 3aganus: OO6pa3zoBareibHbIC Pe3yIbTAThL:
CocTaBUTh MOJIENb OpPraHM3alMHM JOKYMEHTOOO0OpOoTa (MCHONIB3Ys Marepuaisl | 3HaeT: BUIBI YIPABICHYECKOH JOKyMEHTAIMH; 00mue

KOHKPETHOTO NPEINpPUATHS WIK COOCTBEHHYIO Pa3paboTKy) 10 OJHOMY U3 BBIOpaHHBIX
HaNpaBIeHUi IBIKCHUS TOKYMEHTOB (IBIKCHHE BXOMAIINX ITOKYMEHTOB, MCXOJISIIHUX
JIOKyMEHTOB, BHYTPEHHUX JOKYMEHTOB). BbINOnHASA 3aaHHE HEOOXOAUMO ONpPENeIuTh
COCTaB JIODKHOCTHBIX JHI[, YYacTBYIOIIUX B 0OpabOTKEe M WCIIOIHCHUH JIOKYMEHTOB;
U3Y4YUTh CXEMBbl JIBIDKCHUS JIOKYMEHTHBIX IIOTOKOB opraHusanuu. CocTaBUTh
oIeporpaMMy JABIDKEHHs JOKyMeHTOB. OmeporpaMma BXOIAIINX JOKYMEHTOB JOJDKHA
OTpaxkaTh IepeMelleHIe JOKYMEHTOB OT MOMEHTa IIpHeMa 10 IOAIMBKY UX B JIEJI0 110CIe
3aBepiIeHns UcIonHeHHs. OmeporpaMma HCXOMSIINX JOKYMEHTOB JOIDKHA OTPaXaTh
HepeMeIleHue JOKYMEHTOB OT MOMEHTA HOJTOTOBKH UX IIPOEKTOB 0 OTIPAaBKU UX M3
yupexaenus. OrmeporpaMma IBIKCHHS BHYTPEHHHX JOKYMEHTOB — OT MOMEHTa
HOATOTOBKY MPOEKTa JOKYMEHTA 10 MOJIINBKU B JEJIO0.

Kpurtepun oneHkH (BbINOJHEHHE KAKI0T0 KpUTepUs OLleHHBaeTcs1 B 2 0ajLia, eciiu
BBINOJIHEH MOJHOCTBIO, B 1 02171, €CJIM BBINMOJHEH YaCTHYHO).

1. Omucana Mopenb OpraHu3allud JOKyMEHTOOOOPOTa  (UCHOIB3YS
KOHKPETHOTO TIPEANPHATHS WIN COOCTBEHHYIO Pa3paboTKy).

2. OmpeneneH cocTaB JOJDKHOCTHBIX JIML, YYacTBYIOIIUX B 00pabOTKE M HCIOJHEHUH
JOKYMEHTOB.

3. HpC,HCTaBHCHI)I CXEMbI IBMKCHHUS JOKYMCHTHBIX [TIOTOKOB OpTraHU3alluu.

4. CocraBieHa oreporpaMMa IBIKCHUS NTOKYMEHTOB C YYETOM CTAaHIApPTHOH CXEMBI
JBIKEHUSI 110 BLIOPAaHHOMY HaNpaBJIeHUIO.

5. IIpeutoxeHbl BApHAHTHI ONITHMHA3AINHY JIBIDKECHHS JOKYMEHTOB B OPTaHU3AIHH.

MaTepHabl

TpeOOBaHMSI K  COCTABJICHHIO  YIPABICHYECKHUX
JIOKyMEHTOB (IIOJIOXKEHUS, JODKHOCTHON HMHCTPYKIUU
paboTHHKA, IITATHOTO PACIHCAHUS U T.I.), MOPSIOK
BHECEHUS  M3MEHEHWH;  aJroOpuT™M  MOJITOTOBKH
pacnopsAuTeabHON JOKYMEHTALMH, COIJIACOBAHMS U
BHU3UPOBAHMUSL.

Vwmeer: ($hopmupoBaTH MaKeT JIOKyMEHTOB,
OTpaXKAOIIUX  JIEATEIHHOCTH OpTraHu3aII B
COOTBETCTBHM C HOPMAaTHBHBIMH TpPeOOBaHUSAMHU
KOHTPOJIHPYIOIUX OpraHoB 171
HOPMaTUBHO-METOIUYECKUMHU JIOKyMEHTaMHU;
oopMIISITH u COCTaBJIATh yIpaBJIeHIECKHE
JIOKYMEHTBI: TPHKa3bl, MPOTOKOJBI, AOKIAIHBIE U
OOBSCHUTENbHBIC 3alMCKH, CIPAaBKU, CIyXKeOHbIE
MUChMa, aKThI; OCYIIECTBISTh perucrpanuto
BXOJSIIEN U UCXOALIEH TOKYMEHTAIIH.
Bnaneer: TEXHOJIOTHEN
JIeNONPOU3BOICTBA MpU IpUEME Ha
JIOJDKHOCTb.

OpraHHu3alu
BAKaHTHYIO

ITpoMeXyTOYHBIH KOHTPOJIb (KOJIMYECTBO OAJIIOB)

TeKyIl.ll/Iﬁ KOHTPOJIb IO pa3aeinay «CocTaBjieHne U O(IIOI)MJ'IeHI(le AOKYMEHTOB B OpraHv3anum»

1 | Ayautophas pabota

CoBpeMeHHOE [1e7I0BOE NMHCHEMO

OpraHU3anMOHHEIE JOKYMEHTHI, HX COCTaBICHHE H
odopmienue. PacnopsimuTenbHbIE JOKYMEHTBI, HX
cocrapieHne U ohopMIICHHE
HudopmanmoHHO-cIpaBoyHbIe
COCTaBJICHHE U 0(OpMIICHHE
KanmpoBast mokyMeHTaIms

HAOKYMEHTBI, ux

2 | CamoctosrtensHas padora (00s3aTenbHbIE
hopmer)

Ilpumep 3axanus:

Hanummre pa3BepHyTHIi OTBET Ha TeMy:
OpPraHn3allMOHHBIX JOKYMECHTOB.

Kpurtepun onenkmn:

«O6mue TpeboBaHUS K O(GOPMICHHUIO

Cocrasnenue u opopmiIeHHE JOKYMEHTOB B
OpraHu3anun

OO0pa3oBaresbHbIE PE3YIbTATHL:

3Haer:
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Kpurepnii / Onenka Beimonnen Beimon He
HOJTHOCTBIO HEH BBITIONTHEH
4acTHY
HO
PackpbITo 0OCHOBHOE OHATHE 2 bamta 1 Gamn 0 6annoB
Ilepeuncnens! Bce 2 Gamna 1 Gamn 0 6annoB
COCTABIISIOIIHE 3TeMEHTHI
(ctpykTypa) mpeamMera
(stBIEHUS)
JlaHa XapakTepucTuKa 2 Gamna 1 Gamn 0 6annoB
COCTABIIIOIINX HIIEMEHTOB
(cTpyKTypbl) IpeaMeTa
(stBIICHMS)

O0COOCHHOCTH M CTHJIH O(UIHATBHO-ICIOBBIX TEKCTOB,
mpaBmia OQOpPMIEHHS IEJIOBOrO NHChbMa; MpaBHIA
CoCTaBieHHsT ®  O(GOPMIICHHS  YIPaBICHYCCKUX
JIOKYMCHTOB  (SI3bIKOBBIC (D OPMYJIBI  OPHIHAIBHBIX
JIOKYMEHTOB),

3HaeT: mpaBWia COCTAaBIGHUS U OGOPMIIECHHS
YIPABJICHYECKUX JOKYMEHTOB TPH HCIIOJIb30BaHUH
TEXHUYIECKUX CPECTB.

3 | CamocrosiTensHas paboTa (Ha BEIOOp)

IIpumep 3apanus: CocraBbTe puka3 00 utorax pabotsl ¢ fokymentamu B 2012 . B OAO
«Pomunaa». B KOHCTaTHpyoIed 4YacTH YKaKHTE Ha HHU3KYK) TpeOOBaTeIbHOCTh
pYKoBOIUTENeH MoApa3aeleH!i K KauecTBY MOATOTOBKH JOKYMEHTOB M KOHTPOJA 32 UX
UCIIOJIHEHHEM. B pacmopsanTenbHOH YacTH oOpaTHTe BHHMaHWE PYKOBOIMTENECH Ha
MOBBIIICHHE TPEOOBATEIBHOCTH K pabOTHUKAM B YacTH paboThI ¢ JOKyMeHTamu. JlaiiTe
3aJjaHie COTPYAHHKY, OTBEUAalOIEMy 3a MAENONpPOM3BOJACTBO, pa3paborarh Mephl IO
VIAYYIICHUIO 3TOH pabOTHI.

Kputepun onenku (BbInoJiHeHHE KAKI0r0 KpUTepus ouenuBaercs B 1,5 6amia, ecan
BBINOJIHEH MOJIHOCTBIO, B 1 0211, ec/id BbINOJHEH YACTHYHO).

1.IlpukazopopmieHn Ha OJlaHKE OpTaHM3AaLMU W COJEPHKAT CIEAYIOIINE PEKBH3HTHI:
HaMMEHOBaHHE OpraHU3alliH, HAUMEHOBAHUE BUJA TOKYMEHTA, JaTa, PeruCTPalIOHHBIN
HOMEp, MECTO COCTABJIEHHS, 3aTr0I0OBOK K TEKCTY, OTMETKa O KOHTPOJIE, TEKCT, IOAIHCH,
BU3BI COTJIACOBAHUS U 03HAKOMJICHHSI, OTMETKA 00 UCTIONHUTENE (TP HEOOXOJUMOCTH).
2. B xoHcTartupyromei yactu oTpaxeHsl (akThl U COOBITHSA, MOCTYKHBLINE OCHOBAHUEM
JUTSL N3TaHHS TIPHKa3a.

3. B pacnopsauTenbHON YacTH yKa3aHbl IPEANUCHIBAEMbIE PACTIOPAAUTENbHBIE JEHCTBHS
(3amaHus, TOpydYeHHUs); HaMMEHOBaHHE MOJDKHOCTEH, (QaMmiMu W WHHIHMANbl JIHII,
KOTOPBIM NOPYYCHO BBIITOJIHCHUEC 3a)1aH1/11‘/'1 WJIN KOTOPBIC SABJIAIOTCSA OTBETCTBCHHBIMU 3a
BBITIOJTHEHUE MTPUKa3a; CPOK UCTIONHEHHS IIPHKa3a.

4. CobmrozieH anroput™ oopmMIIeHHs PUKa3a.

Cocranenue 1 0popMIICHHE JOKYMEHTOB B
OpraHU3aluu

OOpazoBaresibHbIE PE3YIbTATHL:

VMeer: BECTH [EJOBYIO IEPEIHCKY; HCIOIb30BATH
HA0Op PEKBU3UTOB J[OKYMEHTA, OTPAKAIOLIMI €ro
OCOOCHHOCTM W  HA3HAYCHHE; [OATOTaBIHMBAThH
myOJIMYHOE BBICTYIUICHHE: TE€Ma, IIOMCK MarepHaina,
apryMEHTHUpPOBaHWE, HAYano, pa3BepThIBAHHE U
3aBeplICHHE

KontponsHOE MeponpusaTHe 10 pa3eny 3

IIpumep 3apanusi: Ha marepuane mzBectHoro Bam mpeanpusitust mpoaeMOHCTpUpyHTe
peaM3aluio TEXHOJIOTHH OPTaHMU3AlUK IEJIONPOU3BOCTBA MPHU MPHEME HA BAaKAHTHYIO

OO0pa3oBaresbHBIE PE3YJIBTATHL:
VYMeer: TpUMEHAA IpOrpaMMHOE — oOecHedeHwe,

JOJI’KHOCTb. CO371aTh yIIpaBJIeHYECKHE JOKYMEHTBI B
Kpurtepun oueHkHu (BbINOJTHEHHE KA:KA0ro KpUTepHsi oueHuBaercs B 1 6aJ1, ecau | TpaJAULMOHHBIX U aBTOMAaTH3UPOBAHHBIX TEXHOJIOTUAX;
BBINOJTHEH MOTHOCTBIO, B 0,5 6a/11a, ecTH BBINOJTHEH YACTHYHO). Ha OCHOBE HIPOrpaMMHOTO obecrieyeHust
1. Ommcana cuTyanuss W3MEHEHUsS NEATENbHOCTH OPTaHW3alliM, OTpakaromas | KIacCH(QUIMPOBATH U CHCTEMATH3UPOBATh JOKYMEHTHI
HEOOXOANMOCTD NPUBJICUECHHS HOBBIX COTPYIHHUKOB,; Ha CTaguu MX 0OpaOOTKH M XpaHEHUs; OpraHH30BaTh
2. CcdopmynupoBaH nepedeHs TpeOoBaHUi K BAKAHTHON TOJDKHOCTH; JOKyMEHTOOOOPOT Ha TNPEINpUATHH, HCIOJb3Ys
3. CocraBiicHa JITUHOCTHAS crienuuKanus Uit 0T00pa HYXKHbIX COTPYAHUKOB; OCHOBHBIE oucHbIe HPOTPAMMBI:

Crpannma 14 u3 16




Hamnpasnenue nonrorosku: 43.03.01 Cepsuc
Hamnpasnernocts (mpoduis): «HGOpMAOHHEINA CEPBHCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

4. BHeceHbl H3MEHEHUSI B THITOBYIO JIOJDKHOCTHYIO HHCTPYKIIHUIO,

5. Pa3paborana ¢opma aHKETH Ha BAKAHTHYIO JIOJDKHOCTB U ()OpMa OLIEHOYHOTO
JIACTA,

6. CocrapiieH nmpuka3 1 0pOpMIICH TPYAO0BOM JOTOBOP

7. OdopMIteHBI TUYHOE JIEII0, TMYHAs KapTO4Ka U TPYIOBask KHIKKA,

MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
OCYILECTBJIATE  AapXHBHPOBAHHWE  YIIPABICHYECKUX
JAOKYMCHTOB C IMOMOIIBIO KOMIBIOTCPHBIX IIPOTPAMM;
NOATOTAaBJIMBATh JOKYMCHTHI K XPAHCHUIO, UCITOJIB3YS
OCHOBHBIC oducHsle MPOTPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

ITpoMeKyTOUYHbIH KOHTPOJIb (KOJIMUECTBO OAJLIOB)

Texkymmii KOHTPOJIb 10 pasnenay «Homenkiaarypa nemn»

1 | Ayautophas pabora

OO6ume TpeOGoBaHUs K CUCTEMATU3AIMU JIOKYMEHTOB U
(hopMHpOBaHUIO JEIT
IToroToBKa TOKYMEHTOB K apXUBHOMY XPaHEHUIO

2 | CamoctrosTenbHas paboTa (00s13aTeIbHbIC
(hopmb)

IIpumep 3aganus:

Harmrmmmte pa3BepHYTHIH 0TBET HA TeMy: «OCOOEHHOCTH COCTABICHHS HOMEHKIIATYPEI JIeT
OpraHU3aLun».

Kpurepuu oneHKu: ¢M. BBIILE.

Homenkinatypa Jies1 opraHu3anuu

O0pazoBaresbHbIE PE3YIbTATHL:

3HaeT: NpU3HAKU U (YHKLUUH JIOKYMEHTa; CTPYKTYpY
CHCTEM JOKYMEHTAalllH; COCTaB YHU(DHIMPOBAHHON
CHCTEMBI JOKyMEHTalluy, 3HaeT: yCTpoiicTBa cO31aHUs

JNIEKTPOHHOM YIIpaBIeHYECKOI nHOpMaIUH,
9JIGKTPOHHBIE  CHpPaBOYHBIE CIYXObl  (BUAEOTEKa,
TENETEKCT, ~ TENeaBTorpad), KaHambl W CETH

SHCKTpOHHOﬁ IIOYThI AJId JOBCIACHUA HH(bOpMaLIPIPI J0
TTOJYMHCHHBIX.

3 | CamocrosiTensHas paboTa (Ha BEIOOD)

TIpumep 3aganus:CocTaBUTh ONMUCH Ha Jiena (IOCTOSTHHOTO M BPEMEHHOT'O XpaHEeHHUS,
MOJUICKAIIIHE ClIaue B apXUB — Ha BBIOOP). OnpenenuTh MociIeJ0BaTeIbHOCTh
PacIIoNIOKEeHHUS JIeN B OITUCH, COCTAB JOJDKHOCTHBIX JIULI, IPUHUMABIINX Y4acTHE B
COCTaBJICHUH, BU3UPOBAHUH U COTJIACOBAHUH 3THX JIOKYMEHTOB

Kputepuu onieHKH (BBIMOJHEHUE KAXKI0TO KPUTEpHS OLieHUBaeTcs B 1 Gaun).

1. CocTaBlieHa ONKCH Ha Jiejia.

2. OnpezeseHa nociea0BaTeIbHOCTh PACTIONOKEHHS e B OIHCH.

3. OnpeesieH COCTaB JODKHOCTHBIX JIUII, IPUHUMABIINX YYaCTHE B COCTABJICHHUH,
BI/ISI/IpoBaHI/II/I U COIJIaCOBAHUU DTHUX ZlOKyMCHTOB.

4, CocTaBlieHa UTOTOBasI 3aIUCh.

5. BHyTpeHHss OMUCH MOAMUCAHA COCTABUTENIEM.

OOpazoBareslbHbIE PE3YJIBTATHL:

VYMeeT: TmpuMeHss TporpaMMHOe  oOecrieyeHue,
cO37aTh yIpaBJICHYECKHUE JIOKYMEHTBI B
TPaJANIMOHHBIX U ABTOMaTH3UPOBAHHBIX TEXHOJOTHAX;
Ha OCHOBE MIPOrPaMMHOTO obecrieyeHus
KIacCU()UIMPOBATH U CHCTEMATU3UPOBATH TOKYMEHTBI
Ha CTaguu MX 0O0pabOTKH U XpaHEHUs; OpraHU30BaTh
JOKyMEHTOOOOPOT Ha TPEINPHATHH, HCIONB3Ys
OCHOBHBIE oducHsle MPOTPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u nmp.;
OCYIICCTBJIATH ApXUBHUPOBAHUC YIpaBJICHYCCKUX
JOKYMEHTOB C TIOMOILBIO KOMITBIOTEPHBIX IIPOTPaMM;
MIOJTOTABIMBATh JOKYMEHTHI K XPaHEHUIO, HCIIONb3YS
OCHOBHBIE oducHsle NPOTrPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

KontponsHOE MeponpusaTHe 1o pa3eny 3

IIpumep 3aganus:

CocTaBUTh HOMEHKIIATYPY €1 KOHKPETHOH opranu3anuu

Kpurepun oneHku (BBIIONHEHHE Ka)KAOTO KPHUTEpHs OLleHMBaeTcs B 2 Oamma, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oall, €ciu BBINOIHEH YACTHYHO).

1. BriOpano yupexxaenue (IpeAnpusiTue) Ui COCTaBICHNS! HOMEHKIIATYpPhI JIell.

2. IIpencraBneHo  IMITaTHOE  paclHMCAaHWE JUIL  ONpPENENICHUS  CTPYKTYpHI
HOMEHKJIATYPHI Je.

3. 3amoHeHBI Tpadbl TAOIHIEI OCHOBHOH 9acTH HOMEHKIIATYPHI e

OO0pa3oBarenbHbIC PE3yIbTATHI:

VYMeeT: TpUMEHsAA IpOrpaMMHOE — oOecHedeHwe,
co311aTh YIPpaBJICHYCCKUC JOKYMEHTBI B
TPaJAUIMOHHBIX U ABTOMAaTH3UPOBAHHBIX TEXHOJOTUSX;
Ha OCHOBE MPOrPaMMHOTO obecrieyeHus
KJIacCH(DUIMPOBATh U CUCTEMATU3UPOBATH TOKYMEHTBI
Ha CTaguu MX 0OpaOOTKH W XpaHEHUs; OpraHU30BaTh
JOKYMEHTOOOOPOT HAa NPEINpPHATHU, HCIOJB3Ys
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4. IpuBeieHa UTOTOBAs 3aIMCh O KATETOPHUSIX U KOJIUYCCTBE 3aBE/ICHHBIX JIEJ. OCHOBHBIE oucHbIe POrPaMMBI:
5. Howmenknarypa yTBepKaeHa PYKOBOAUTEIEM OpraHU3aIlHH. MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYIIECTBIIATh  ApXUBHPOBAHHE  YIPABICHYECKUX
JIOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOrPaMM;
MO/ITOTABIMBAThH JJOKYMEHTBI K XPAHEHUIO, HCIIOIb3YsI
OCHOBHBIE obucHsie MPOTrPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u np.

TTpoMexyTOYHBII KOHTPOJIb (KOJMYECTBO OAIIIOB)

HpOMe)KyTO'—IHafI aTTeCcTanus HpeﬂCTaBﬂeHH B Q)OHHC OLCHOYHBIX CPCACTB IJId HpOMe)I(yTO‘IHOﬁ aTTeCTalyi 10 JUCHUIIIINHE
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