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Hamnpasnennocts (mpoduis): «HbOPMATHOHHEIH CEPBUCH
Pabouas nporpamMma AUCIUILIHHEL «/{eI0IPOH3BOICTBOY

[IporpammycocraBuii(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHMS AUCUMIUIMHBI (MOZYIIA), IO UX JKEIAHUIO pa3padaThiBaeTCs aalTHPOBaHHAs K OTPaHUYEHHSIM UX 370pOBbs pabouas

MporpaMMa JUCHUTUTHHEI (MOYIIA).

PabouasnporpaMMa uCIUIITHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBEHHBIH 00pa30BaTebHBII CTAHAAPT BBICIIEr0 00pa30BaHus — OaKalaBpHaT 110 HAPABICHHUIO TOATOTOBKU
43.03.01 CepBuc, yTBep K ICHHBIH nprKa3oM MuHucTepcTBa 00pasoBanus 1 Hayku Poccuiickoit denepanun ot 8 urons 2017 r. Ne 514

COCTaBJICHA HAa OCHOBAHUHU yqe6H0ro IJ1aHa:

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

yTBepkaeHHoro YuéneiM coeroM CI'CITY ot 30.08.2019 mporokoin Ne 1

Pa6ouas mporpamma oro0peHa Ha 3aceanuu Kadeapsl

YnpasieHus, cepBHCHBIX TEXHOJIOTU U IKOHOMUYECKOI0 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

Hauanenuk YOIT

il H.A. TomanuHa
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Hamnpasnenue noxrorosku: 43.03.01 Cepsuc
Hanpaenennocts (mpoduis): «HMOpMAILMOHHBII CEPBHCH
PaGovast mporpamMma JUCIMILIHHBI «J{eI0mpOH3BOACTBO»

1. HEJIN U 3AJIAYY OCBOEHUS JUCLIUILIMHBI (MOYJIST)

Hesab nzyyenusi qucuumiannbl: copmuponats 3aganabie OITOIT BO acnekTbl KOMIETEHIMH.
3agauu U3y4yeHHs AMCHUTIMHBI. COOPMUPOBATH 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3yIbTAThI
O6J1acTh NpoecCHOHAIBLHOM JesITeIbHOCTH:

06 CBs13b, MH(MOPMALIMOHHBIE 1 KOMMYHHKAIIMOHHBIE TEXHOJIOTHH;

07 AIMUHHCTpATHBHO-YIpaBlcHUECKas U O(DUCHAS ACATEILHOCTh

40 CxBo3HBIE BUJIbI TPO(HECCHOHATIBHOM NIESTEIHHOCTH B IPOMBIIIICHHOCTH

2. MECTO JUCIHUATIIMHBI (MOJYJISI) B CTPYKTYPE OBPA30BATEJIbHOM ITPOT'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| AucuuminHbl (MOIYJIM) U PAKTUKH, I KOTOPBIX 0CBOEHHE IAHHOM THCHMILIHHBI (MOAYJI51) HEOOXOAUMO KAK
npeAecTBYIONee:

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

3. KOMIETEHL[MA OBYYAIOIIETOCSl, ®OPMUPYEMBIE B PE3YJILTATE OCBOEHHUS AN CLIMITINHBI
(MOZYJIS)

YK-4. Cioco0eH oCyliecTBJIATH A€JI0BYI0 KOMMYHHKALUIO B YCTHOI M MUCbMEeHHOI ¢opMax Ha rocy1apCTBEHHOM SI3bIKe
Poccuiickoii @eaepannu 1 HHOCTPAaHHOM(bIX) sI3bIKe(aX)

YK-4.1. Beioupaert Ha rocyAapcTBeHHOM U HHOCTPAHHOM(bIX) A3bIKe(aX) KOMMYHUKATHBHO NpHeMJIeMble CTHJIbL 1€10BOr0
001ennsi, BepdajabHble H HeBepOaJIbHbIe CPEACTBA B3AUMOAeHCTBHS C MapTHEPAMHU

3HaeT: 0COOCHHOCTH U CTHIM O(GHLUAILHO-IEIOBBIX TEKCTOB, IpaBuia 0GOPMIIEHUS J1€JI0OBOTO MUChMA; MPAaBUIA COCTABICHUS U
oopmIIeHHsT yIpaBIeHIECKHX JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI OQUIHATEHBIX JOKYMEHTOB).

YK-4.2. Ucnoab3yeT nHGOPMAIHOHHO-KOMMYHUKAMOHHbIE TEXHOJOTHHU NPH MOUCKe He00X01uMoii nHGopMauu B mpoiecce
peleHusi pa3JIHYHBIX KOMMYHHKATHBHBIX 33124 HA IOCYAaPCTBEHHOM M MHOCTPAHHOM(BIX) si3bIKe(aX)

3HaeT: mpaBmiIa COCTABICHISI M 0(OpMIICHHS YIPABICHUYECKHX JOKYMEHTOB IIPH HCIIOIh30BAaHHN TEXHUUECKHX CPEACTB.

YK-4.3. Bener ae/10BY10 nepenucKy, yYUTHIBask 0COOEHHOCTH CTUJIMCTHKH O(PMIHAILHBIX H Heo(pUIMANBLHBIX MHUCEM,
COIMOKYJBTYPHbIE pa3ju4iusi B GopMaTe KOPPeCHOHIEHIIMN HA TOCYJAPCTBEHHOM U HHOCTPaAHHOM(BIX) A3bIKe(aX)

3HaeT: NpU3HAKU U QYHKIUHN JOKYMEHTA; CTPYKTYpPYy CHUCTEM JIOKYMEHTALUH; COCTaB YHUDHULIUPOBAHHOI CUCTEMBI JOKYMEHTAIUH.
VYMeeT: BECTH JEI0BYIO IEPENUCKY; UCIO0JIb30BATh HAOOP PEKBU3UTOB JTOKYMEHTA, OTPAKAIOLIUH €ro 0OCOOEHHOCTU U HAa3HAUYCHUE;
CHCTEeMaTH3UPOBATh JOKYMEHTBI 110 BU/IAM YIIPABIEHUECKOH eITeIbHOCTU (OCHOBHAS A€ATEIBHOCTD, paboTa 10 INYHOMY COCTaBY U
T.JI.); HCHONB3ys HWHGPOPMANMOHHBIC TEXHOJOTWY, MOATOTABINBATh ITyONWYHOE BBEICTYIDIGHHE: TeMa, IIONCK MaTepHaa,
apryMEHTHUPOBAaHUE, HAYAJIO0, pa3BEPTHIBAHUE U 3aBEPLICHUE.

OIIK-2. Crioco6eH ocylecTBJIsITh OCHOBHbIE GYHKIMH YIIPABJIEHUS CEPBUCHOI 1eATeIbHOCTHIO

OIIK-2.2. Ucnoab3yeT 0CHOBHBIE METO/AbI U NPHeMbI IJIAHUPOBAHUS, OPraHU3AIUH, MOTHBALIMU U KOOPAMHAIIUH
JIesITeJILHOCTH MPeANPUsITUi (moaApa3aeiennii) npeAnpusaTHii cgepbl cepBuca Win Apyrux cepax, B KOTOPbIX HEOOXOTUMO
OCYIIECTBJICHHE CEPBHCHOI AesiTeJbHOCTH

3HaeT: TpeGOBaHUS K IOJIyYEHUIO (II0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCHUMOCTb, JOCTOBEPHOCTD), IEPEPAOOTKE U XPAHEHUIO
nH(opMaIK; OCHOBHBIE METOABI, CIIOCOOBI U CPECTBA MONTYUYESHUs], XPaHEHUs U NepepaboTKU HHPOPMALUH; COBPEMEHHbIE METOIbI
nepeBoja HHQOPMANUH B yIpaBIeHUECKUE JOKYMEHThL: COCTaBICHNE PACTIOPSHKEHUH, TPUKA30B, HHCTPYKINH U APYTHX
YIIPaBJIEHUECKUX JOKYMEHTOB; TpeOOBaHUs K pallMOHAIBHON OpraHu3anuy padoThl ¢ JOKYMEHTAaMU B YCIOBHAX UCIIOIb30BaHUS B
anmapare yIpaBJIeHNs OPTaHM3AMOHHON M BEIYHUCIUTEIBHON TEXHIKH; KaHAJBI JOBEICHUS HHGOPMAITUHI IO COTPYIHUKOB
OpraHu3alyu.

VYMeeT: npuMeHss NporpaMMHOE OOecCleueHHe, CO3[aTh YNPAaBICHUYECKHE JOKYMEHTHI B TPaJULMOHHBIX M aBTOMAaTH3HPOBAHHBIX
TEXHOJIOTHSX; Ha OCHOBE IPOTrPaMMHOTO oOOecHedyeHHUs KIacCHUUUPOBATh M CHCTEMAaTHU3UPOBATh JOKYMEHTHl Ha CTaJUU HX
00pabOTKM W XpaHEHHUs; OpPraHM30BaTh ITOKYMEHTOOOOPOT HA TIPEANPHATHH, HCIIONB3ys OCHOBHBIC O(UCHBIE IPOTPAaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocymiecTBisaTh apXWBHPOBaHHWE YHPABICHYECKUX JTOKYMEHTOB C TOMOIIBIO
KOMIIBIOTEPHBIX ~IPOrpaMM; IOJATrOTaBIMBATh JOKYMEHTbl K XPaHEHHUIO, HCHONb3ys OCHOBHBIE O(UCHbIE IPOrPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

OIIK-6. Cnnoco0eH NpuMeHsITh B NPO(heccHOHAJIbHOI JesiTeJIbHOCTH HOPMaTHBHBIE IPABOBbIEe aKThI B cepe cepBuca
OIIK-6.1.0cymecTB/IAeT NOUCK U PHMEHsAET He00X0AMMYI0 HOPMATHBHO-NIPABOBYI0 JOKYMEHTALMIO /Il JeATeIbHOCTH B
u30paHHoii npodeccuonaIbHOI chepe
3HaeT: yCTPOUCTBA CO3AaHUsl JIIEKTPOHHOH ylpaBieHYecKOoH HHHOPMaLUH, 3JEKTPOHHBIE CIIPABOYHBIE CIIyKObI (BUIEOTEKA,

TEJIETEKCT, TeJeaBTorpad), KaHaJIbl ¥ CETH 3JIEKTPOHHON IOUTHI UI AOBEACHUS HHGOPMAIMHU 10 TOAYMHEHHBIX.
YMeeT: aHaIU3UpoBaTh 3aKOHOJATENILCTBO U IPAKTUKY €r0 MPUMEHEHHs A7l paboThl ¢ YIpaBIeHUECKOH JOKyMeHTalel.
OIIK-6.2.Co0.11012¢eT 3aK0H01aTeNbCcTBO Poccniickoii Penepanyu o nperocTaBieHuu yCJIyr

3HaeT: HOPMBI ITpaBa U HOPMAaTUBHO-NIPABOBbIE AKTbI, PETYIUPYIOIIHME B3aUMOOTHOILIEHHS OPraHU3alui U KOHTPOJIUPYIOLINX
OpraHOB; JIEHCTBYIOIIME TOCYAAPCTBEHHBIE HOPMATHBHO-METOUYECKUE TOKYMEHTHI, PETIAMEHTHP YIOIHUE JEATEIbHOCTD
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opraHu3aluil cepBHCa.
Ymeer: o6ecniednTh COONI0IEHNE JOKYMEHTOB JIEHCTBYIOIEMY 3aKOHOJATEIbCTRY.

OIIK-6.3.06ecnieunBaeT JOKYMEHTO00OPOT B COOTBETCTBMU ¢ HOPMATUBHBIMHU TPeOOBAHUAMHU

3HaeT: BUIBI yIPABIEHUECKOH TOKYMEHTALNH; 00IIe TpeOOBaHUS K COCTABICHHUIO YIIPABICHIECKUX JOKYMEHTOB (TIOJI0XKEHUS,
JIOJDKHOCTHOM MHCTPYKIMHU paOOTHHKA, IITATHOTO PACIIMCAHUS U T.JI.), HOPSIOK BHECEHUS] U3MEHEHH Ii; aJITOPUTM IOATOTOBKU
pacnopsaIuTenbHON TOKyMEHTAlllH, COTJIACOBAaHUS U BU3UPOBAHUS.

Ymeer: GpopMHpPOBATh NAKET JOKYMEHTOB, OTPAXKAIOLIMX JEATEIIbHOCTh OPraHU3aliy B COOTBETCTBHH C HOPMaTUBHBIMH
TpeOOBaHMAMH KOHTPOJIUPYIOIINX OPTaHOB U HOPMATHBHO-METOJUYECKUMH JOKyMEHTaMH; 0OpMIISTE U COCTaBIATh
yHpaBJeHYECKHE JOKYMEHTHI: IIPUKa3bl, IPOTOKOJIBI, TOKJIAAHbIE U OOBSICHUTEIbHBIE 3aIIUCKU, CIIPABKH, CIY)KeOHbIE MMHChMa, aKThI;
OCYILECTBIIATh PErUCTPALIMIO BXOAALIEH U HCXOAIIEH TOKyMEHTALUH.

Brnaneer: TexHonorueil opranu3aiyy AeJI0NpOU3BOACTBA IPH NPHEME Ha BAKAHTHYIO JJOJDKHOCTb.

4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOAYJIs)

Kon HanmeHoBaHue pa3/e10B H TeM /BHJ 3aHATHSA/ Cemectp | Yacos |MHTepakT.
3aHSATHS
Paznea 1. [lesionpou3BOACTBO, €ro 3aKOHOJATeJbHOe W HOPMATHBHO-METOAHYECKOe
peryJimpoBaHue
1.1 |HopmaTuBHO-3aKOHOIaTEIbHBIE OCHOBBI CUCTEMBI Jesonpon3BocTa /Cp/ 9 30 0
Pa3nen 2. TexHoJioruu BegeHusi 1eJONPOU3BOICTBA B OPTaHU3AIMHU, YIPeKIeHUI
2.1 | JdokymeHT0000OpOT B Opranu3anuu /Jlex/ 9 1 0
2.2 |Jdoxymenroobopot B opranuzanuu /Ip/ 9 1 0
2.3 |TexHonoruu BegeHus aenonpousBoactsa /Cp/ 9 30 0
Pasnen 3. CoctaBienne u opopmiieHHe JOKYMEHTOB B OPraHU3aIMH
3.1 |OcHoBHble TpeOoBaHMA K OQOPMICHUIO  YIPAaBICHYECKHX  (OPTaHU3ALMOHHO - 9 1 0
pacnopsaNTENbHBIX) TOKyMeHTOB. COBpEMEHHOE JIET0BOE MUCHMO /JIek/
3.2 |Cospemennoe nenosoe mucbmo /Ip/ 9 1 1
3.3 |OpraHuzanuoHHbIe JOKYMEHTBI, UX cocTaBleHue u opopmieHue /JIex/ 9 1 1
3.4 |OpranmzanmoHHbIe JOKYMEHTHI, X cocTaBlieHne u opopmirerne /IIp/ 9 2 2
3.5 |PacrnopsuTenbHBIE JOKYMEHTHI, MX COCTaBieHue 1 oopmienwe /Jlex/ 9 2 1
3.6 |PacnopsauTenbHble JOKYMEHTHI, UX cocTaBieHue U odopmuenue /IIp/ 9 1 1
3.7 |MHbopMannoHHO-CIpaBOYHbIE JOKYMEHTBI, HX cocTaBieHue U opopmieHue /JIex/ 9 1 1
3.8  |MHbopmannoHHO-CIpaBOYHBIC JOKYMEHTHI, HX cocTaBieHuie U odopmierue /TIp/ 9 1 1
3.9 |Kanpogast nokymenTauus /Jlex/ 9 1 1
3.10 |Kagposas noxymenranus /TIp/ 9 2 1
3.11 |Cocrasienue u ohopMIICHHE TOKYMEHTOB B opranu3aiuu /Cp/ 9 30 0
Pa3nen 4. Homenkiaartypa e
4.1 |OOmue TpeOoBaHUS K CHCTEMaTHU3allMM JOKYMEHTOB M (hopMmHpoBaHuio nen. [loaroroka 9 1 0
JIOKYMEHTOB K apXHBHOMY xpaHeHuro /JIex/
4.2  |O6mue TpeboBaHMs K CHCTEMATH3AIMH JJOKYMEHTOB M (popmupoBanuio nei /IIp/ 9 2 0
4.3  [IoprotoBka JOKYMEHTOB K apXuBHOMY XpaHeHu:o /I1p/ 9 2 0
4.4 |Homenknarypa nen oprarmsarmu /Cp/ 9 30 0
3auger ¢ oneHkoi /3auerCOn/ 9 4 0

5. OueHo4YHbIe U MeTOAUYECKHE MATEPHAJIBI 0 TUCHHUILINHE (MOAYJIIO)

5.1. Conep:xanne ayIMTOPHOI padoThI O IMCHUILINHE (MOLYJIIO)

9 cemecTp, 4 JeKINHU, 6 MPAKTHYECKUX 3aHATHIH
Pazgen 2. TexHoJiornu BegeHns Ae10NPON3BOACTBA B OPraHU3alluM, YUPeKICHHH
Jlexuus Ne 1 (1 yac)
JIoKyMeHTOO0OpOT B OpraHu3aluu
Bompoce! u 3aganHust:
OCHOBHBIE 3TallbI JABWXXCHUS JOKYMCHTOB B OpraHHU3alluH.
Perucrpanus v MHIEKCAIHs TOKYMEHTOB.
KonTtposs 3a ucnonnennem 1okymeHToB. CpoKH HCIIOJHEHUS TOKYMEHTOB.
O0paboTKa UCMONMHEHHBIX M OTIPABISIEMBIX JOKYMEHTOB.
AHanu3 CTpyKTypsl JOKyMEHTO00O0pOTa.
Merto[pl yueTa B COKpaIleHns] TOKYMEHTO000pOTa.
OpFaHI/I?)aHI/Iﬂ PaMOHAJIBHOTO ABMKCHUA JOKYMEHTOB BHYTPU NPCATIPUATHUA.
IIpaxruueckoe 3ausTue Ne 1 (1 gac)
JIoKyMeHTOO0OpOT B OpraHu3aliu

Nog,rwbhE

BOHpOCI)I U 3aJIaHus:

1. Bo3HuKHOBEHHE 1 pa3BUTHE AETONPOU3BOACTBA B yupexxaeHusx Poccun XVI— XVII BB.
2. OCHOBHBIE YePThl ¥ OTJINYUS AETONPOU3BOACTBA B yupexaeHusx Poccun XVIII B. o1 genonpouns3BoacTsa NpeaniecTBYOLErO
Hepuoa.
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Jenonpou3BoacTBo B yupexaeHusx Poccun XIX — nauana XX B.
CraHOBJIEHUE U Pa3BUTHE JEJIONPOU3BOJCTBA B COBETCKUX FOCYIaPCTBEHHBIX YUPEKICHHSIX.
Opranuzanys ciyx0bl JOKYMEHTAIIMOHHOTO 00ecleYeH sl YIIPaBIeHHs Ha COBPEMEHHOM JTarle.
Pa3nen 3. CocTaBiieHue u opopMieHHe JOKYMEHTOB B OPraHU3aluu
Jlexuus Nel (1 ygac)
OcHoBHbIE TpeOOBaHUS K OOPMIICHUIO YIIPABICHYECKUX (OPTaHU3aLMOHHO - PACIIOPSAIUTENbHBIX) TOKyMEeHTOB. COBpeMeHHOE
JIeTI0BOE MUCBMO

akrw

Bompocs! u 3apanmst:

[IpaBuna oopmieHNs JOKYMEHTOB IIPU HCIIOJIb30BaHUH TEXHUUECKUX CPE/ICTB.

Enunbie TpeOoBaHUs K OJIaHKaM JJOKYMEHTOB.

CocTaB peKBU3UTOB OPTaHU3ALMOHHO - PACTIOPSAIUTEIBHBIX JOKYMEHTOB.

PexBu3nTH comepkaTenbHOM YaCTH TOKyMEHTA.

PexBu3uth! oopmitstoniel 4acTH JOKYMEHTA.

JlenoBoe mUCHMO KaK CPEACTBO CBSI3U OPTaHM3ALINH.

SI3BIK ¥ CTHITb O(HUIUATBHBIX ITHCEM.

CrpykTypa nrcbMa. OCHOBHBIC TPEOOBAHHUS K TEKCTY.

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

Ipakruueckoe 3ausTre Ne 1 (1 gac)

CoBpeMEHHOE JIeI0BOE MMUCHMO

©ooNoO~wNE

Bompocs! u 3amanwst:
Onpenenure NOHATHE ODUIUATEHOTO JIEJIOBOTO MMCEMA. [IpUBEUTE IPUMEPHI.
Oxapakrepu3yiTe 0COOCHHOCTH S3bIKA M CTHIIA O(QUIHATBEHO-IETIOBBIX TEKCTOB.
Omnpenenure CTPYKTYpy MUCbMa.
CdhopmynupyiiTe nmpaBuia oHopMIICHHS ETOBOTO MUChMa
Tpeu1oXKuTe aNrOPUTM COCTABICHUS TEKCTOB CITY)KCOHBIX MHCEM.
Jlexrust Ne 2 (1 gac)
OpraHu3aIMOHHbIE JOKYMEHTEI, KX COCTaBJICHUE 1 0(OPMIICHHE

agrwnE

Bompocs! u 3amanwst:
O0mue TpedoBaHNS K OpPraHU3alMOHHBIM JOKYMEHTaM.
VcraB npeanpusTus.
JloIKHOCTHAS! MHCTPYKIHSL.
Ionoxenue.
IlTatHOE pacnucaHue.
CTpyKTypa TOKYMEHTOB U UX cofeprxkanue. [IpaBiia o(opMIeHHs OpraHU3aHOHHBIX JOKYMEHTOB.
[pakruueckoe 3ansTre Ne 2 (2 gaca)
OpraHu3aIMOHHbIE JOKYMEHTHI, HX COCTaBICHUE 1 0(OPMIICHHE

SN

BOHpOCLI " 3aJIaHUsA:

1. Onpezaenure NOHATUE OPraHU3ALMOHHBIX TOKyMeHTOB. [IpuBeauTe npuMepsl.

2. Chopmynupyiite oOmme TpeOOBaHUS K COCTABICHHIO OPTaHW3AllMOHHBIX JOKYMEHTOB (3Tambl MOJATOTOBKM H TOPSIOK
odopmiIeHus).

3. Iepeuncnure TpeOOBaHMS K COCTaBICHHIO YcTaBa Hpennpusars. JaiTe comep aTelbHYI0 XapaKTepHCTHKY OCHOBHBIX
paszenoB Ycrasa.

4. Iepeuncaure TpeOOBaHMS K COCTABICHHUIO JOIDKHOCTHOH MHCTPYKIMH. JlaiiTe comepkaTeIbHYIO XapaKTePHCTHKY OCHOBHBIX
Ppa3ziesioB MHCTPYKIIHN.

5. Chopmynupyiite mpaBuiia 3aM0JIHEHNS X 0DOPMIICHHS INTATHOTO PACIIACAHUSL.

Jlexuus Ne 2 (1 yac)
PacriopsimuTensHbBIE JOKYMEHTHI, X COCTaBICHHE U 0(pOopMIeHHE
Bomnpocs! u 3aganus:
IIpukassl, uUX BUIBL.
IIpaBuna odopmieHUs IPUKA30B.
OCo0eHHOCTH COCTaBIICHUS IIPUKA30B 10 OCHOBHOH JEATEILHOCTH U IIPUKA30B 110 JUYHOMY COCTaBY.
OCoOEHHOCTH B COCTAaBIECHUH 3ar0JI0BKOB M ()OPMYIUPOBOK KOHCTATUPYIOIIEH YacTH.
CxeMa IOCTPOEHUS! PACHOPAAUTENBHON YacTH.
IIpaBuna BU3MpOBaHMUS, HOANUCAHHUS M PETUCTPALIIH.
CpOoKy UCIIOJHEHUS M BPeMsl JOBEJEHUS [0 UCIIOJIHUTEINCH.
IMpaktudeckoe 3anstue Ne 3 (1 gac)
PacnopsiurenpHble JOKYMEHTBL, UX COCTaBICHUE U O(OPMIICHHE

NogohrwhNE

Bomnpocs! u 3ananust:
1. MaiiTe MOHATHE PACHIOPSIIUTENbHBIX JOKYMEHTOB, U3/JaBA€MbIX Ha OCHOBE NPHHLUIA eAMHOHAaYanus. [IpuBequre npumMepsl.
2. ﬂaﬁTC TMOHATUEC PACIIOPAAUTCIIBHBIX JOKYMCHTOB, U3JaBaCMbIX Ha OCHOBC NMPUHIINIIA KOJJICTUAJIBHOCTH. HpI/IBC}II/ITC IIPUMCEPHI.
3. ChopmymupyiiTe TOPSIOK MOATOTOBKU PACHIOPSAUTENBHBIX JOKYMEHTOB.
4. ChopMynupyiiTe anropuT™ COCTaBICHUS IIPUKA30B 10 OCHOBHOH JEATEIHHOCTH U JMYHOMY COCTaBY M BBIIMCOK U3 NIPHUKA3a.
5. ChopmynupyiTe alrOpUTM COCTABIICHHS IOJHOTO U COKPAIIEHHOTO MTPOTOKOJIOB.
Jlexuus Ne 3 (1 yac)

WndopmanmoHHO-CrIpaBO4YHbIE JOKYMEHTBI, UX COCTaBlIeHHE U 0(opMIIeHHE
Bomnpocs! 1 3aganus:
1. CocrasieHue u 0(hoOpMIICHHE CIIPABOK, JOKJIAIHBIX, CIY)KEOHBIX 1 00BSICHUTEIbHBIX 3aIHCOK.
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2. TpeOoBaHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.
IIpaxruueckoe 3ansTue Ne 3 (1 vac)
WudopmanrioHHO-CTIpaBOYHbIE JOKYMEHTHI, X COCTaBJICHUE 1 0(OpMIICHHE
Bomnpocs! U 3ajaHusL:

1. Hasosure Buap! HHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB U ONPEEINTE X Ha3HAUCHHUE.

2. [epeuncnuTe cocTaB U PacHoOI0KEHUE PEKBU3UTOB HH(POPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB 110 BHaM.

3. Cdopmynupyiite npaBuia (OpsAIOK COCTaBICHUS M 0OPOPMIICHNUS ) HHPOPMAITHOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Omnpenennure Ha3HaYeHWE AaKTOB B JesATesNbHOCTH mpeanpustus. Chopmynupyiite mpaBuna (HOPSAOK COCTaBICHUS U

oopMIICHHST) aKTOB.
Jlexuus Ne 3 (1 yac)
KazapoBast jokyMeHTanus
Bompocs! u 3amanmst:
CocTaB U BUJIbI IOKYMEHTAIMH TI0 IAYHOMY COCTaBY.
YuuduuupoBanHsie GOPMBI JOKYMEHTOB.
IMpuka3s: opopmieHue Ha paboTy, IEPEBOJ Ha APYTYIO PabOTY, MPEIOCTABICHHE OTIIYCKa, YBOJILHEHHE C PA0OTHI.
JlugHOeE 3asiBICHNE: €r0 Pa3HOBHIHOCTH, OCOOEHHOCTH HAIHCAHUSL.
XapakTepUCTHKA: COCTABHBIC YaCTH, MPaBUIIa 0POPMIICHUSL.
Ipaktuueckoe 3ansTre Ne 4 (2 vaca)
KazapoBsast JoKkyMeHTanus

agrwnE

Bompocs! u 3amanwst:

TpynoBble JOroBopa: Ha3HaueHHE, COIepKaHKE, IPaBUIa COCTABIICHHUS U 0(OPMIICHHSI.

3asBIICHUS: BUABI, Ha3HAUCHNUE, IPABHIIA COCTABICHHUSI.

TIpukasbl 0 TUYHOMY COCTaBY: PEKBU3UTHI, TOPSAIOK COCTABICHUS H OPOPMIICHUSI.

TpynoBble KHIDKKH: Ha3HAUEHHE, PaBHiIa 0()OPMIICHHS.

JInunble kapTouku (Gopmbl T-2 1 TUUHBIE J1eNa: Ha3HAYCHUE, IPaBUIIa 0()OPMIICHHS.

Pa3nen 4. Homenkiarypa e
Jlexuus Ne 4 (1 yac)
OO0mue TpeOGoBaHMS K CUCTEMATU3alNH JOKYMEHTOB B (hOPMHUPOBAHHMIO Jiell. [I0roToBka TOKYyMEHTOB K apXUBHOMY XPaHEHHUIO
Bomnpocs! 1 3aganus:
Buabl HOMEHKIIATYpHI €.
OCOOCHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI JIeJI OPTaHU3alllH.
Tlopsinok cocTaBIIeHUS OTIUCH  JIEI.
DKcrnepTu3a HEHHOCTH JIOKYMEHTOB.
OpraHu3anys HOATOTOBKH JOKYMEHTOB K apXHBHOMY XPaHEHHIO.
TToaroToBka JOKyMEHTOB K YHHUTOXEHUIO.
Ipakruueckoe 3ansTre Ne 5 (2 gaca)
OO0mmue TpeOoBaHMs K CHCTEMAaTU3aINH JOKYMEHTOB 1 ()OPMUPOBAHHIO

agrwnE

ok wnhE

Bomnpocs! u 3ananus:

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

2. OxapakTepusyiiTe CUCTEMBI YIPABICHUYECKUX JOKYMEHTOB. [10 KakoMy IpU3HAKY BBIJEICHBI CUCTEMbI JOKYMEHTAIUN?
IpuBenure mpuMepsl JOKYMEHTOB MO KaXKI0W CUCTEME YIPaBICHIECKUX TOKYMEHTOB.

3. Oxapakrepusyiite CTpYKTypy AOKYMEHTa (TIOCTOSHHBIC U IEPEMEHHbIC PEKBU3HUTHI, IPOJIOJIBHOE U YTIIIOBOE PACIIOIOKECHUE
PEKBHU3HUTOB).

4, Cdopmynupyiite oOume npasuia opopMIICHNS YIPaBICHYECKUX (OPraHU3alMOHHO-PACIIOPSAUTENBHBIX) TOKYMEHTOB

5. Packpotiite pekBU3UTHI Ci1y:keOHbIX JoKyMeHTOB cornacHo [OCT P 7.0.97-2016) «TpeboBaHus kK 0pOPMIICHUIO JOKYMEHTOBY.
6. Cdopmynupyiite npaBuina oHopMIICHHUS] PEKBU3UTOB IOKYMEHTOB, PErJIaMEHTHPYEMbIE TOCYIapCTBEHHBIM CTaHIAPTOM

(TOCT P 7.0.97-2016) «TpeGoBanus K OPOPMIICHHIO TOKYMEHTOBY).

Ipakruueckoe 3ansTre Ne 6 (2 gaca)

HomeHknaTypa gen opranusanuu

Bomnpocs! u 3ananus:
1. JaiiTe onpenesneHne HOMEHKIATYPhI A€.
2. JlaiiTe NOHATHE NPUMEPHOM U TUIIOBOM HOMEHKJIATYpHI Aei. OXapakrepu3yire NpUMEHEHUE PAa3IMYHbIX BUAOB HOMEHKIIATYPHI ACI.
3. Ilepeunciure TpeOOBAHUS K CUCTEMATU3ALUH 3aT0JIOBKOB €], HHAEKCY JIe]l B HOMEHKIIAType
4. Packpoiite 5Tans! pa3pab0TKH HOMEHKJIATYPHI e
5. Ilpusepute anropurm nesitenbHoctu DK,

5.2. Conep:xanue caMocTOsITeIbHON PadoThI 1O AW CUMIINHE (MOIYTI0)

Conep:xaHue 00s13aTeJIbLHOI CAMOCTOATEIHHOH Pa0oTHI MO TUCHHUILINHE

HpOlIyKTl)l JEeATCJIBbHOCTH

Ne n/m TeMbl IHCIHUIITIHHBI Coaep:kaHue caMOCTOATEIbHOI PadoThI
1 HopmaruBHo-3akoHonaTenbHble | M3yueHne coBpeMEHHBIX HalpaBIeHUH U IMucemennass pabota — Ha OCHOBE
OCHOBBI CHCTEMBI (hopM TOKYMEHTAIIOHHOTO 00eCTICUeH s aHalusa COBPEMEHHBIX
JI€JIONPOU3BOCTBA ynpaBJleHUs HarnpaBJIEeHUH u bopm

JIOKYMEHTAILIMOHHOTO 00ecrieueHus
yIOpaBieHUs pa3padoTaTb MOAENb
opranmzanuu  JIOY  KOHKpeTHOM
OpraHu3aIu
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2 TexHonorun BeZieHus1 | M3ydenue mpaBui coctaBneHus U opopmiienust | IlucemenHas pabora — paspaboTka
JIeIOIPOU3BOJICTBA YIPaBICHYECKUX JOKYMEHTOB (S3BIKOBBIC MOJIEITH OpraHu3aluu
(hopMysbl 0PUIIHATBEHBIX TOKYMEHTOB); JIOKYMEHT0000poTa o
PAaIOHAIILHON OpraHU3aIMK PAOOTHI C MPE/UTOKEHHBIM BUIaM IOKYMEHTaM
JOKYMEHTaMH B yCIOBHSAX HUCIIOJIB30BAHUS WIH ONPE/ICNICHHBIM 00YJaIOIIIMCS
OPraHU3aLHOHHON U BEIMHUCIHTEIBHON TEXHUKH | CAMOCTOSTEIBHO
3 Cocrasinenue u oopMieHHE N3y4yenune ocobeHHocTel YCTHOH u | IlucbmenHast paboTa — cocTaBiIeHHUE
JOKYMEHTOB B OpraHH3aIu MICEMEHHON ITyOIMYHON peyn; maKera JOKYMEHTOB UL
TpeOoBaHMII K OGOPMIICHHIO M BEJCHHUIO | MOATOTOBKH M O(OPMIICHUS IpUEMa
JNOKYMEHTAllNM, CBS3aHHOM C BHEAPCHHEM | KaHIWAATa Ha BaKaHTHYIO
TEXHOJOTHYECKHUX, ITIPOAYKTOBBIX WHHOBAIWH | JOJKHOCTE.
WM OPTAaHU3AIMOHHBIX M3MEHEHUH, KaIpaMHu U
UX JIBOKCHHEM C KaJIpaMH U MX JIBIDKCHHEM
4 Howmenknarypa nen Uzyuenue tpeOoBanuii Kk mepepaborke wu | [luceMenHas pabora — pa3paboTka
OpraHu3aIuu XpaHCHUIO HH()OPMAIINY; nporiecca COCTaBJICHUS
OCHOBHBIX METOJIOB, CIIOCOOOB W CPEACTB | HOMEHKJIATYphl JAel KOHKPETHOMH
XpaHeHHss W mepepabOTKM  WH(POPMAIMH; | OpraHU3AIUU
KIaccudukanyn u CHCTeMaTH3aluu
JOKYMEGHTOB Ha CTaAuM HX 00pabOTKH W
XpaHEHWUS,;
APXUBHPOBAHHS YIPABICHYSCKHX JOKYMCHTOB
C MMOMOIIBIO KOMITBIOTEPHBIX IIPOTPaMM
Coaep:xaHue caMOCTOSITEIbHOI padoThHI MO TUCHUNIHHE HA BHIOOP
Ne n/n TeMbl JHCIHUILTHHBI Cojep:kaHHe caMOCTOSATENbHOI PaGoThI MpoxyKTBI AesiTeLHOCTH
1 HopmarusHo — Uzyuenue TpeOOBaHMiA coBpeMmeHHbIX | [TucemenHas pabora — Ha ocHoBe
3aKOHOJJaTeNIbHbIE OCHOBBI 3aKOHOMATCNIBHBIX, HOPMATHBHBIX aKTOB U | H3yYCHHS TpeOoBaHUH
CHCTEMBI JICIONIPOU3BOICTBA HOPMAaTHBHO-METOANYECKHUX JIOKyMEHTOB, | COBPEMEHHBIX  3aKOHOJATENbHBIX,
PErIaMEeHTUPYIOIUX  BOIPOCH  OPTaHH3alM{ | HOPMAaTHBHBIX aKTOB u
JIOKyMEHTAIlHOHHOTO obecrieyeHus] | HOPMAaTHBHO-METOHIECKIX
JIeATeIbHOCTU JIOKYMEHTOB, PETJIAMEHTUPYIOIINX
BOITPOCEI OpTaHM3aIU
JIOKyMEHTAIIMOHHOTO 00ecredeHus
JIeSITebHOCTH HaIncaTh
AQHATUTHYECKYIO paoory,
PaCKpPHIBAIOIIYIO ClleIyronue
BOIIPOCBL:
. Lenu TOCYAapCTBEHHOTO
perymuposanus 10Y
. Hebunnmms MOHATHUH
«IEeNONPOU3BOJICTBOY u
«IOKYMEHTallUOHHOE o0ecreueHue
yIIpaBJICHHEY.
. XapakTepucTuka
3aKOHOJATENFHBIX M HOPMAaTHBHBIX
aKTOB, pEeraMeHTUPYIOIUX
Bonpocsr IOY
e JlokanbHbIE HOPMATHUBHBIC AaKThI
Kak  OpraHM3allMOHHAas  OCHOBa
JIeTIONPOU3BO/ICTBA
* [Ipob6nems! perymuposanust JJOY
2 TexHonoruu BeicHUs Nzyuutsb KpUTEpUN paunoHanbHOM | ITncemenHas paboTa - BBIIBHTH
JEJOTIPOU3BOJICTBA OpTaHM3allM¥ JTOKYMEHTOOOOpOTa IO THUIaM | MPOOJEeMBl OpraHH3allid JBIKCHUS
JOKYMEHTOB OpraHuU3alunu JAOKYMEHTOB BHYTPU NPEANIPUATHA U
000CHOBAaTh  MpPENIOKEHHs 1O
COBEPIIICHCTBOBAHUIO
JIOKYMEHT0000poTa
3 Cocrasnenue u opopmieHue N3yunuts cnocoObl co3maHus ynpaBieHueckux | Ilucebmennas  pabora — B
AOKYMEHTOB B OpraHusanuun JOKYMCHTOB B TpaaulIUOHHBIX n l'[pe}l.]'[O)KeHHOﬁ praBHCquCKOﬁ
ABTOMATU3UPOBAaHHBIX TEXHOJOTHIX cutyanud OQOPMHUTh M COCTaBHTh
COOTBETCTBYIOIINE
yIpaBlIeHYECKUE JOKYMEHTHI
4 Howmenknarypa nen Nzyunth IpaBUIa apxuBupoBanus | Ilucomennass pabora - CocTaBUTH

OopraHusalvn

YIPaBICHYECKUX JOKYMEHTOB C IIOMOIIBIO
KOMITBIOTEPHBIX IIPOrpaMM

OnMChr Ha JAcjia (HOCTO?IHHOI"O u
BPEMEHHOTO XpaHCHU,
MoJJIC)Kalmuye c1avye B apxXmuB
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5.3.006pa3oBaTte/ibHbIE TEXHOJIOTHH

I[Ipn  opraHu3amuu  W3y4eHWs  AWCHMIUIMHBI ~ OyIyT  HCHOJNB30BAaHBl  CleAylomue  0o0pa3oBaTelbHBIE  TEXHOJOTHH:
UHPOPMAIIIOHHO-KOMMYHHUKAIIMOHHbIE ~ TEXHOJOTWH, TEXHOJOTHsS OpraHM3allid  CaMOCTOSATENFHOM  paboThl, TEXHOJIOTHUS
pedaekcuBHOTO 00YUYEHUS, TEXHOJIOTUS MOIYJIFHOTO 00Y4EHHS, TEXHOJIIOTHS HTPOBOTO 00YUEHUSI, TEXHOJIOTUH IPYIIIOBOH THCKYCCHH,
MHTEPAKTUBHBIE TEXHOJIOTHH, TEXHOJIOTUS IPOOJEeMHOro OOy4YeHHs, TEXHOJIOTHS OpraHu3alud y4eOHO-HCCIIeI0BaTEeNbCKON
JIeSATeIbHOCTH, TEXHOJIOTHSI IPOEKTHOTO 00YUEHHSI, TEXHOJIOTHS PA3BUTHS KDUTHUECKOTO MBIIUICHHSI.

5.4. Texyuuii KOHTPOJIb, IPOMEKYTOUHBINH KOHTPOJIb H MPOMEKYTOYHASI aTTeCTALMS

BannsHO-peiiTuHTrOBast KapTa AUCHUILIMHBL 0)OPMIICHA KaK IPUIIOKEHHE K paboueil mporpaMMe JIUCIUIUIHHBL
@®oHJ OLEHOYHBIX CPEACTB JUIA IPOBEACHMS NMPOMEXYTOUHOH aTTecTalud 00yJaromuXCs M0 AUCHUILIMHE O(QOPMIICH OTAEIBHBIM
JIOKYMEHTOM.

6. YHAEBHO-METO/JNYECKOE H THOOPMAIIMOHHOE OBECIIEYEHWE

6.1. PexoMeHayeMasiuTepaTypa

6.1.1. OcHoBHasIIUTEpaTYypa

ABTOpBI, cocTaBuTeny | 3ariaBue, CChUIKA Ha AJIEKTPOHHYIO OHOIMOTEYHYIO CUCTEMY W3narenbcTBo, roj
JI1.1  |T'puntepr, A.C. JlokyMeHTalnOHHOE 00eCIICUeHUE YIIPABICHHS : YISOHHK / Mockga : FOuutu-/ana, 2017
A.C. T'punt6epr, H.H. I'op6aués, O.A. MyxameTiinHa.
URL:
https://biblioclub.ru/index.php?page=book _red&id=684757
JI1.2  |Poroxun, M.IO. Jlenonpoun3BoACTBO: Kype JIeKLUH : yueOHoe rocobue / Mocksa ; bepiun :
M.IO. Poroxun Hupexr-Menmna, 2014
URL.: https://biblioclub.ru/index.php?page=book&id=253702 .
JI1.3  |JloBueBa, M.B. VYmpasneHue mepcoHaIoM: TEOPHsI U IPAKTHKA. Mockaga : IIpocmekt, 2014

JletonpoU3BOJICTBO B KaJIPOBOIA CiTyk0e : yueOHO-IIPaKTHYECKOE
nocobue / M.B. JloBuesa, E.H. T'ankuna, E.B. I'yposa ; pex.

A .S KubaHoB.

URL.: http://biblioclub.ru/index.php?page=book&id=449586.

6.1.2. lonoJIHUTeIbHASINTEPATYPA

ABTOpBI, COCTaBUTENH | 3arjaBue, CChUIKA Ha JICKTPOHHYIO OHOJIMOTCUHYIO CHCTEMY VI31aTesbCTBO, IO
JI2.1  [I'po3osa, O.C. HenomnpousBoactso : yueoHoe nocobue / O.C. I'po3ora ; pen.  |IToBOIDKCKHUI rocyaapCTBeHHbBIH
JI.C. XypaieBa; [ DneKTpoHHBIH pecypc]. - TEXHOJIOTHYECKHUI
URL_: http://biblioclub.ru/index.php?page=book&id=439196.  |ynmsepcurer. - Homkap-Ona :
IrrTy, 2015
JI12.2  |Kosuna, E.C. Jenonpoun3BoAcTBO : yueOHO-MeToAnYECKOe mocodue / Mockaa : Tupexr-Menua, 2013.

E.C. Ko3una. - [DnekTpoHHBIH pecypc]. -

URL: http://biblioclub.ru/index.php?page=book&id=141469
JI2.3  |Poroxwun, M.1O. Jlenonmpou3BOACTBO B KaJIpoOBOH ciyx0e : yueOHo-npakTHyeckoe|Mockea ; bepiuH :
nocobue / M.IO. PoroxuH. - 3-e u3a., nepepad. u jgor. - Hupexr-Menua, 2014.
[DnexTponHsIii pecypce]. -

URL: http://biblioclub.ru/index.php?page=bhook&id=253703.

6.2 IlepeyeHb MpOrpaMMHOro odecrevdeHust

- Acrobat Reader DC

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

- GIMP

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

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Ilepeyenb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM, MPOdeccHOHAIbHBIX 0623 JaHHBIX

- OBC «YHuBepcuTerckas OnbInoTeKa OHIIANH

- basel mansbIX Springer eBooks

- 1C:UTC I[TPOD BY3

- CIIC «I"’APAHT-AHanutux»

- CIIC «Koncynbrant-ITntocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJIA)

7.1|HaumeHoBaHuUE CIIEIMAIBHOTO MOMEIIEHHS: TOMEIIEHHE Ul CAMOCTOSTEIbHONW paboThl, UnTalbHBIHN 3a1.
OcHamenHocTb: [TK-411T. ¢ BO3MOXHOCTBIO TOAKITIOUEHHS K ceTH «VIHTepHeT» 1 00ecrieueHneM A0CTYIA B SJIEKTPOHHYIO
nHpopManmoHHo-00pa3osarenbhyto cpeny CI'CITY, ITucbmenHnslii cton-4 mr., [lapra-2 mr.

7.2|HanmeHoBaHMe CIIENUAIBHOTO TIOMEIIEHHUS: yaeOHas ayANTOpys 71 IPOBEACHHS JIEKIIMOHHBIX 3aHATHH, IPAKTHUECKUX
3aHATHH, TPYNIIOBBIX KOHCYJIBTAMH, HHAMBHUIYAIBHBIX KOHCYJIBTAIMH, TEKYILIETr0 KOHTPOJIsI, IPOMEXYTOYHOM
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aTTecranuu, YueOHas ayauropus. OcHaieHHOCTh: MenoBas gocka- 1r., Kommiekr yueOHol MeOenu, HOyTOyK,
IIPOEKIMOHHOE 000pyJ0BaHHE (MYJIBTUMEIUIHBIA IPOSKTOP ¥ SKPaH).

8. METOAUYECKHE YKA3AHUS IO OCBOEHHUIO JUCHHUIIJIMHBI (MOYJIS)

Pabora Hazx TeopeTHYECKUM MaTepUallOM IPOUCXOIUT KPAaTKO, CXEMAaTUYHO, MOCIIEA0BATEeIbHO (PUKCUPOBATH OCHOBHBIE MOJIOKEHNS,
BBIBOJBI, (OPMYIHUPOBKH, OOOOLICHHS; ITOMEYATh Ba)KHBIE MBICIH, BBIIENSATH KIIOUEBBIE CIIOBAa, TepMHUHBL IIpoBepka TEpMHHOB,
MOHATHI C MOMOIIBIO SHIMKIIONEANHN, CIOBapeil, CIIPAaBOYHUKOB C BBIMHMCHIBAHUEM TOJIKOBAaHHW B TeTpaab. OO03HAUUTH BOMPOCHI,
TEPMUHBI, MaTepHai, KOTOPBIH BBI3bIBAET TPYAHOCTH, IIOMETUTh U MOIBITAThCS HAWTH OTBET B PEKOMEHJyeMo#l jureparype. Ecim
CaMOCTOSITELHO HE YAaeTCs pa3o0paThes B MaTepurale, Heo0X0JuMo chOpMYIHPOBATEH BOIIPOC U 3aJaTh MIPENOAaBaTENIO.
IIpopaboTka paboyeii mporpaMMbl AUCHUILINHEL, YAEIs 0c000e BHUMAaHHE LIEISIM U 33/1a4aM, CTPYKTYPE U COACP>KaHUIO TUCIIUILINHBL.
KoHcnektupoBaHye HCTOYHUKOB, IIOJTOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM, IPOCMOTP PEKOMEHIyeMOH JINTepaTyphl, paboTa ¢
UH()OPMAIIOHHBIMH UCTOYHUKAMH B Pa3HBIX opmaTax.

Taxke B mpolecce M3y4eHHs! TUCHUIUIMHBI METOANYECKHE PEKOMEHAAIMN MOTYT OBITh M3/IaHbl OTAEIHGHBIM JOKYMEHTOM.
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Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kype 5 Cemectp 9
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 3aKOHOJATEIBHBIX M HOPMATHBHEIX AaKTOB, PErIaMEHTHPYIOIINX
Bompocel JJOY

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

* [IpoGnemsl perynupoBanus 10Y

Kputepun oreHkw.

1. PackphITBl OCHOBHBIE 3JIEMEHTHI aHAIUTHYECKOH paboThl (mo 1 Gammy 3a KaxIblit
apTyMEHTHUPOBaHHEIH OTBET)

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

HopMaTHBHO — 3aKOHOJATENIbHBIC OCHOBBI CHCTEMBI
JeTIOTPON3BOCTBA

O0pazoBaTenbHBIE PE3YIIBTATHL:

YMeeT: UCHOoNb30BaTh HA0OP PEKBU3UTOB 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 u3yueHust coBpeMeHHBIX HanpasieHuit u gopm OV npemiokuTs CBOO
Mojens opranuzanuu 10V (B BUAe Npe3eHTALUH [TPOCKTA).

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

1. BeiOpano yupexieHue (npeanpusaTue) i 1eMoHcTpaiuu opranuzanun J10Y.

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

3. OGocHOBaHa HEOOXOAMMOCTh H3MEHEHui (mocrosHcTBa) opranuzauuu JOY B
BBIOPaHHOM YYpEKACHUH (TIPEATIPUATHH).

4. IIperoskena cBos Mojenb opranuzanuu JJOVY.

5. Mognenb odopmiieHa B BUi€ IPE3EHTALIMH TPOEKTA.

OO0pazoBaresibHbIE PE3YIbTATHL:

3HaeT: MpH3HaKK U (QYHKIUH TOKYMEHTa; CTPYKTYPY
CHCTEM JOKYMEHTAllUH; COCTaB YHU(PHUIMPOBAaHHOH
CHCTEMBI JOKyMEHTAIINH, 3HAST: YCTPOICTBA CO3AaHHUs
3JIEKTPOHHOMN yIpaBJIeHUECKOI UHPOPMAIUH,
SNIEKTPOHHBIE  CIIPAaBOYHBIE CIyXOBI (BHIEOTEKa,
TENEeTEeKCT,  TeneaBrorpad), KaHadbl U CETH
JNIEKTPOHHOM MOYTHI ISl JOBEACHUSI HHDOPMAHU 10
IIOJYUHCHHBIX.

YMmeer: cucteMaTu3upoBaTh JIOKYMEHTBHI 110 BHJaM
yIIpaBJIeHYECKOM JIeATSIIbHOCTH (ocHOBHas
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JeSITEeIbHOCTh, paboTa Mo JIMYHOMY COCTaBY H T.X.);
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, CIOCOOBI M CPENICTBA MTOTYIEHHS, XPAaHSHUS 1
4acTH4 nepepadoTKu HHPOPMAaLUH; COBPEMEHHBIE METOIbI
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 HUCIIOJIB30BaHHUA B allliapare
(cTpyKTypa) IIpeaMeTa YIpaBJICHUS OPraHU3AIMOHHON U BEIYUCIUTEIHLHON
(aB7ICHNS) TEXHHUKH; KaHaJbl JOBeICHHS HHOOPMALIUH 10
JlaHa XapakTepucTuka 2 bama 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 IIPOIrpaMMHOI'0 obecrnieyeHust
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 ACIOIPOU3BOICTBA
CoBepLICHCTBOBaHHE JTOKYMEHTOOOOPOTa: OpraHu3anus palMoOHATBHOro JBIKeHUs | OOpazoBaTeNbHBIC 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 yupexaeHue (IpennpusTie) Uil JeMOHcTpanuy opranu3anuu 10V, TeneaBTorpad), KaHalbl U CETH 3JIEKTPOHHON MOYTHI
2. Onucana cucremMa JJOKYMEHT0000pOTa B BHIOPAHHOM YUPEKICHUH (MIPEATIPHUSITHH ). JUISL IOBEIEHHUS MHPOPMAIMH J0 TTOAYHHEHHBIX.
3. IIpoaHanu3upoBaHbl OCHOBHEIE 3TAIbI ABHKEHHS JOKYMEHTOB B OpTaHU3aIINH. YMeeT: aHATM3UPOBATh 3aKOHOIATENBCTBO U IPAKTUKY
4. PackpbIThl OCHOBHBIC HEJOCTAaTKM OpraHM3alMU JOKYMEHTOOOOpoTa (0OOCHOBaHA | €ro MNPUMEHEHHs i1 paboOThl C YIPABJICHYECKOH
9 PEKTHBHOCTH UCTIONH3YEMOH 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; JieficTByOIIHE

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 MOJENb OpraHU3alUHM  JOKyMEHTOOOOpoTa (MCIONB3ys MaTepuaibl | 3HaeT: BUIBI yIIPABICHYECKOH JOKyMEHTAIMH; 00mume

KOHKPETHOTO NPEINpPUATHS WIK COOCTBEHHYIO Pa3paboTKy) 10 OJHOMY U3 BBIOpaHHBIX
HaNpaBIeHUi IBIKCHUS TOKYMEHTOB (IBIKCHHE BXOMAIINX ITOKYMEHTOB, MCXOJISIIHUX
JIOKyMEHTOB, BHYTPEHHUX JOKYMEHTOB). BbInonHsas 3ajaHue HEOOXOIMMO ONpENEeNUTh
COCTaB JIODKHOCTHBIX JHII, YYacTBYIOIIUX B 0OpabOTKEe W HCIIOTHCHHH IOKYMEHTOB;
U3Y4YUTh CXEMBbl JIBIDKCHUS JIOKYMEHTHBIX IIOTOKOB opraHusanuu. CocTaBUTh
oIeporpaMMy JABIDKEHHs JOKyMeHTOB. OmeporpaMma BXOIAIINX JOKYMEHTOB JOJDKHA
OTpaxkaTh IepeMelleHIe JOKYMEHTOB OT MOMEHTA IpHeMa 10 HOALIMBKY UX B JIEJI0 [OCIIe
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 A0 MOJIINBKU B JEJI0.

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 oreporpamMMa IBIKCHHS JOKYMCHTOB C YYETOM CTAaHIApTHOH CXEMBI
JBIKEHUSI 110 BHIOPAaHHOMY HaIllpaBJIECHHUIO.

5. IIpeutoxeHbl BApHAHTHI ONITHMHA3AINHY JIBIDKECHHS JOKYMEHTOB B OPTaHU3AIHH.

MaTepHuaibl

TpeOOBaHMSI K  COCTABJICHHIO  YIPABICHYECKHUX
JIOKYMEHTOB (TIOJIOKEHUS, JODKHOCTHON MHCTPYKIIUU
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  TpeOOBaHHUSIMU
KOHTPOJIHPYIOIUX OpraHoB 171
HOPMaTUBHO-METOIUYECKUMHU JIOKyMEHTaMHU;
oopMIISITH u COCTaBJIATh yIpaBJIeHIECKHE
JIOKYMEHTBI: TPHKa3bl, MPOTOKOJBI, AOKIAIHBIE U
OOBSCHUTENbHBIC 3alMCKH, CIPAaBKU, CIyXKeOHbIE
MUChMa, aKThI; OCYIIECTBISTH pETHUCTPAIHIO
BXOJSIIEN U UCXOAIEH TOKYMEHTAINH.
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 Gamna 1 Gamn 0 6annoB
Ilepeuncnens! Bce 2 Gamna 1 Gamn 0 6annoB
COCTABIISIOIIHE 3TeMEHTHI
(ctpykTypa) mpeamMera
(stBIEHUS)
JlaHa XapakTepucTuKa 2 Gamna 1 Gamn 0 6ayutoB
COCTABIIIOIINX HIIEMEHTOB
(cTpyKTypbl) IpeaMeTa
(stBIICHMS)

O0COOCHHOCTH M CTHJIH O(UIHATBHO-ICIOBBIX TEKCTOB,
mpaBmia OQOpPMIEHHS IEJIOBOrO NHChbMa; MpaBHIA
CoCTaBieHHsT ®  O(GOPMIICHHS  YIPaBICHYCCKUX
JIOKYMEHTOB  (SI3bIKOBbIC (D OPMYJIBI  O(HUIIUATBEHBIX
JIOKYMEHTOB),

3HaeT: mpaBWia COCTaBIEHHA W OQOPMICHHS
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
UCTIOJIHEHHEM. B pacnopsiiuTenbHOM 4acTH oOpaTWTe BHHMAaHHE PYKOBOAUTENCH Ha
MOBBIIICHHE TPEOOBATEIBHOCTH K pabOTHUKAM B YacTH paboThI ¢ JOKyMeHTamu. JlaiiTe
3aJjaHie COTPYAHMKY, OTBEUAalOIEMy 3a JAEeNONpPOHM3BOJACTBO, pa3paborarh Mephl IO
VIAYYIICHUIO 3TOH pabOTHI.

Kputepun ouenku (BbInoJIHeHHE KAKI0r0 KpUTepus ouenuBaetcs B 1,5 6anna, ecian
BBINOJIHEH MOJIHOCTBIO, B 1 0211, ec/id BbINOJHEH YACTHYHO).

1.IlpukazopopmieH Ha OJlaHKE OpTaHM3AaLMU W COAEPKAT CIIEAYIOIIUE PEKBU3UTHI:
HaMMEHOBaHHE OpraHU3alliH, HAUMEHOBAHUE BUJA TOKYMEHTA, JaTa, PeruCTPalIOHHBIN
HOMEp, MECTO COCTABJIEHHS, 3arOJI0OBOK K TEKCTY, OTMETKAa O KOHTPOJE, TEKCT, HOMUCH,
BU3BI COTJIACOBAHUS M 03HAKOMJICHHSI, OTMETKA 00 UCTIONHUTENE (TP HEOOXOAUMOCTH).
2. B xoHcTartupyromei yactu oTpaxeHsl (akThl U COOBITHSA, MOCTYKHBLINE OCHOBAHUEM
JUTSL N3TaHHS TIPHKa3a.

3. B pacnopsauTenbHON YacTH yKa3aHbl IIPEANUCHIBAEMbIE 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™ oopMIiIeHHs MpUKas3a.

Cocranenue 1 0popMIICHHE JOKYMEHTOB B
OpraHU3aluu

OOpazoBaresibHbIE PE3YIbTATHL:

VMeer: BECTH [EJOBYIO MEPEIHCKY; HCIIOIb30BaTh
HA0Op PEKBU3UTOB J[OKYMEHTA, OTPAKAIOLIMI €ro
OCOOCHHOCTM W  HA3HAYCHHE; [OATOTaBIHMBAThH
myOJIMYHOE BBICTYIUICHHE: TeMa, IOMCK MaTepHaia,
apryMEHTHUpPOBaHWE, HAYano, pa3BepThIBAHHE U
3aBeplICHHE

KontponsHOE MeponpusaTHe 10 pa3eny 3

IIpumep 3apanusi: Ha marepuane mzBectHoro Bam mpeanpusitust mpoaeMOHCTpUpyHTE
peaM3aluio TEXHOJIOTUH OpPTaHU3alMK JIEJIONPOU3BOJICTBA IIPH NPHEME HAa BaKAHTHYIO
JIOJDKHOCTb.

Kputepun oneHku (BbINOJHEHNE KAXKIOT0 KPUTEPHUs oleHnBaerca B 1 6asi, eciau
BBITIOJTHEH MOJHOCTHIO, B (0,5 0a/1a, ecJIi BBINMOJIHEH YaCTUYHO).

1. OnucaHa cUTyallss M3MEHEHHS JeATeNIbHOCTH OpTaHW3allu{, OTpaXkKaroluas
HE00XOAMMOCTh TIPUBJICYCHHUSI HOBBIX COTPYIHUKOB;

2. CdopmynupoBaH nepedeHb TpeOOBaHHUI K BAKAHTHOW J0JKHOCTH;

3. CocraiieHa IMYHOCTHASA cenuduKanus st 0T00opa HYKHBIX COTPYIHHKOB;

OO0pa3oBarenbHbIC PE3yIbTATHI:

VYMeer: TpUMEHAA IpOrpaMMHOE — oOecHedeHwe,
co311aTh YIpaBJICHYCCKUC JOKYMEHTBI B
TpPaJUIFOHHbIX H AaBTOMAaTH3HPOBAHHBIX TEXHOJIOTHSAX;
Ha OCHOBE MIPOTrPaMMHOTO obecrieyeHus
KJIacCH(DUIMPOBATh U CUCTEMATU3UPOBATH TOKYMEHTBI
Ha CTaguu MX 0OpaOOTKH W XpaHEHUs; OpraHU30BaTh
JOKyMEHTOOOOPOT Ha TNPEINpUATHH, HCIOJb3Ys
OCHOBHBIC oducHbIe MPOTPAMMBI:
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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.;
OCYILECTBJIAITh  APXHBHPOBAHHE  YIIPABICHYECKUX
JAOKYMCHTOB C IMOMOIIBIO KOMIBIOTCPHBIX IIPOTPAMM;
NOATOTAaBJIMBATh JOKYMCHTHI K XPAaHCHUIO, UCIIOJIb3Y
OCHOBHBIC oducHsle MPOTPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

ITpoMeKyTOUYHbIH KOHTPOJIb (KOJIMUECTBO OAJLIOB)

Texymmii KOHTPoJIb 10 pasaeiay «Homenkiatypa gemn»

1 | Ayautophas pabora

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

2 | CamoctrosTenbHas paboTa (00s13aTeIbHbIC
(hopmb)

IIpumep 3aganus:

Harmrmmte pa3BepHYTHIH 0TBET Ha TeMy: «OCOOSHHOCTH COCTABIICHISI HOMEHKIIATYPEI JIeT
OpraHU3aLun».

Kpurepuu oneHKu: ¢M. BBIILE.

Homenknarypa fen opraHu3alnum

O0pazoBaresbHbIE PE3YIbTATHL:

3HaeT: NpU3HAKU U (YHKLUUH JIOKYMEHTa; CTPYKTYpY
CHCTEM JOKYMEHTAalllH; COCTaB YHU(DHIMPOBAHHON
CHCTEMBI JOKyMEHTalluy, 3HaeT: yCTpoiicTBa cO3AaHUs

JNIEKTPOHHOM YIIpaBIeHYECKOI nHOpMaIUH,
9JIGKTPOHHBIE  CHpPaBOYHBIE CIYXObl  (BHIEOTEKA,
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,
MOJUICKAIIHE ClIaue B apXUB — Ha BBIOOP). OnpeneuTh 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 COrJIaCOBAaHUU DTUX ,Z[OKyMCHTOB.

4, CocTaBlieHa UTOTOBasI 3aIUCh.

5. BHyTpeHHss OMUCH MOAMUCAHA COCTABUTENIEM.

OOpazoBaresibHbIE PE3YIbTATHL:

VYMeeT: TmpuMeHss TporpaMMHOe  oOecrieyeHue,
cO37aTh yIpaBJICHYECKHUE JIOKYMEHTBI B
TPaJANIMOHHBIX U ABTOMaTH3UPOBAHHBIX TEXHOJOTHAX;
Ha OCHOBE MIPOrpPaMMHOTO obecrieyeHus
KIacCU()UIMPOBATH U CHCTEMATU3UPOBATH TOKYMEHTBI
Ha CTaguu MX 0O0paOOTKH U XpaHEHUs; OpraHU30BaTh
JOKyMEHTOOOOPOT Ha TPEINPHATHH, HCIONB3Ys
OCHOBHBIE oducHsle MPOTPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u nmp.;
OCYIICCTBJIATH aApXUBHUPOBaHUC yHnpaBJICHYCCKUX
JOKYMEHTOB C TIOMOILBIO KOMITBIOTEPHBIX IIPOTPaMM;
MIOJTOTABIMBATh JOKYMEHTHI K XPaHEHUIO, HCIIONb3YS
OCHOBHBIE oducHsle NPOTrPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

KontponsHOE MeponpusaTHe 1o pa3eny 3

IIpumep 3aganus:

OO0pa3oBaresbHbIE PE3YIbTATHL:

CocTaBUTh HOMEHKIIATYPY JIeJl KOHKPETHOH OpraHu3aluu Ymeer: mpuMeHss OporpaMMHoe — obecredeHue,
Kpurepun oneHku (BBINONHEHHE KaXXIOTO KPUTEPHsS OLIEHMBaeTcs B 2 Oajula, €CJM | CO3JaTh YIPaBJICHYCCKUC JIOKYMEHTBI B
BBITIOJTHEH TIOJTHOCTBIO, B | 0ail1, €Ciu BBITOIHEH YaCTHYHO). TPaJAUIMOHHBIX U ABTOMAaTH3UPOBAHHBIX TEXHOJOTUSX;
1. BriOpano yupexaenue (IpeanpusTie) sk COCTaBJICHHSI HOMEHKIIATYPBI JIEII. Ha OCHOBE MPOrPaMMHOTO obecrieyeHus
2. [IpencraBneHo  IITaTHOE paclmUcaHWe ISl ONPENENCHUS  CTPYKTYPHI | KIacCH(HIMPOBATh U CUCTEMATH3UPOBATH JOKYMEHTHI
HOMEHKJIATyPBbI JIEII. Ha CTaaAuu UX 00pabOTKM M XpaHEHHsI; OPraHU30BaTh
3. 3anonHeHsl rpadbl TAOIHIBI OCHOBHOM YaCTH HOMEHKJIATYPHI Jell. JOKYMEHTOOOOPOT HAa NPEINpPHATHU, HCIOJB3Ys
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4. IpuBeieHa UTOTOBAs 3aIMCh O KATETOPHUSIX U KOJIUYCCTBE 3aBE/ICHHBIX JIEJ. OCHOBHBIE oucHbIe POrPaMMBI:
5. Howmenkmarypa yTBepKaeHa PYKOBOAUTEIEM OpPTaHU3AIHH. MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYIIECTBIIATh  ApXUBHPOBAHHE  YIPABICHYECKUX
JIOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOrPaMM;
MO/ITOTABIMBAThH JJOKYMEHTBI K XPaHEHHIO, HCIIOJIb3YsI
OCHOBHBIE obucHsie [POTPAMMBI:
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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