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1. IIEJIU ¥ 3AIAYY OCBOEHMSI TMCLHUILTAHBI (MOLY.JIST)

[enp xypca — 06ecrieynTh NOArOTOBKY CTYIEHTOB K COCTABJICHUIO U O(OPMIICHHIO OPraHU3allMOHHO — PacloOpsAUTEIbHBIX
JIOKyMEHTOB Kak 0a30BOMY IPOILECCY NPH peaau3aliy yIpaBIeHIeCKX (yHKIUH B pHHAHCOBO-IKOHOMHYECKUX MTOIPA3IETCHIIX
MIPENPHUITHUS.

Kypc npennonaraer HoArOTOBKY CTYIEHTOB K PEIICHHIO CIEIYIOMUX 3a1ad MPpo(hecCHOHAIBHOM A TeIbHOCTH:

AHAJIMTUYCCKAsA, HAYIHO-UCCJICJOBATEIIbCKAA ACATCIbHOCTD:

IIOUCK I/IH(i)OpMaI_[I/II/I I10 NOJIYYE€HHOMY 3aJ1aHU1O, C60p " aHaJIM3 JaHHBIX, HeO6XOZ[I/IMI)IX JUISL IPOBEACHNS KOHKPETHBIX
OKOHOMHYECCKHUX PACUYECTOB,

MOATOTOBKA HH()OPMALIMOHHBIX 0030POB, AHATUTHIECKHX OTYETOB;

IIPOBEJCHNE CTAaTUCTUIECKUX 00CIeIOBaHNH, OIIPOCOB, AHKETHPOBAHUS U MIEPBIUYHAsI 00pa0OTKA X PE3YIIbTATOB;

Ob6nacth IPOheCCHOHANBHON NeITEILHOCTH BBITYCKHHKOB, OCBOMBIINX IIPOrpaMMy OakaiaBpuara, BKIOYACT: SKOHOMHYECKHE,
(HHAHCOBBIC, MAPKETHHTOBBIE, TPOM3BOICTBEHHO-O)KOHOMHYECKUE U aHATUTHYSCKUE CITY>KObI OpraHu3alMil pa3iinyHbIX OTpaciei,
cdep u hopm COOCTBEHHOCTH; (PHHAHCOBBIC, KPEIUTHBIC M CTPAXOBBIC YUPEIKACHHUS, OPraHbl FOCYJAPCTBEHHON U MYHHIMIATBEHOM
BJIACTH; aKaJIEMUUECKUE U BEJJOMCTBEHHbIC HAYIHO-HCCIICIOBATEIBCKUE OPTaHU3AIMH; YUPEKICHHS CHCTEMBI BBICIIIETO H CPEITHETO
po¢)eCCHOHANBLHOTO 00pa30BaHuUs, CPETHETO 00IIEro 0Opa3oBaHUsl, CHCTEMBI IOTIOHUTEIBHOTO 00pa30BaHHUI.

O6bexTamMu IpodecCHOHATBLHOM JIESITeIbHOCTH BBIITYCKHUKOB, OCBOMBIIHX IpOrpaMMy OakanaBpHarta, sSBISIOTCS IIOBEICHHE
XO3SMCTBYIOIIMX areHTOB, UX 3aTPaThl U Pe3yNIbTaThl, QYHKIMOHUPYIOIINE PHIHKH, GUHAHCOBBIE U HHPOPMAMOHHbIE TIOTOKH,
IIPOU3BOJICTBEHHBIE ITPOIIECCHI.

2. MECTO JUCHHUTIIIUHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Huka (paznen) OIT: |Bl.B.ILB.08

2.1|Tpe603mﬂm K NPeIBAPUTEIbHOI MOATOTOBKE 00y4YaIOLIEerocs:

CopeprxaHrie JUCIHIDINHEI 0a3upyeTcs Ha MaTepHae:

UnrepHeT-TexHONMOTNH B GUHAHCOBOH nesrenpHOcTH/KopnopaTuBHble HH)OPMAIIOHHBIE CHCTEMBI B GHHAHCOBOM CEKTOPE

OCHOBEI MCHCXKMCHTA

Mertonbl NPUHATHA PELICHUI

[IpaBoBOE perynupoBaHie TPYAOBBIX OTHOLICHHUH B (UHAHCOBO-?KOHOMHUYECKHX MTOpa3IesIeHHUsIX IpenpusaTist/ TpynoBoe
3aKOHOZATEJILCTBO B YIPABJICHUH MIEPCOHANIOM (PUHAHCOBO-?)KOHOMUYECKUX MOPA3/ICIICHUN TPEATIPUATHS

Pycckwuit sI3bIK 1 KybTypa pedn

2.2| AucuunianHbl (MOIYJIM) U NPAKTUKH, JJIs1 KOTOPbIX 0CBOEHHE TaAHHOMH TUCHUILIMHBI (MOIYJIs1) HEOOX0AMMO KaK
npeaecTByoIiee:

BI/ISHCC-HHaHI/IpOBaHI/IC B q)HHaHCOBOfI JACATCIbHOCTHU

[IpoekTrpoBanue OM3HEC-TPOLIECCOB B (PUHAHCOBO-3KOHOMUYECKUX MOJPA3ACICHUSIX MPEANPHITUS

TexHomoruu (I)I/IHaHCOBOFO cepBHCa

VipaBneHue MpoeKTaMy B (PHHAHCOBO-3KOHOMHUYECKIX MOAPA3ACNCHUIX HPeANpUsITH/ MeToIbI MPOEKTHOTO YIPABICHUS B
(MHAHCOBO-9KOHOMHYECKUX MOIPA3AEIECHUSIX IPEIIPUATHUS

3. KOMIIETEHL{IM OBYYAIOIIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCLUATIIMHBI
(MOJYJIs)

TMIK-4: cnioco0HOCTHI0 HA OCHOBE ONHCAHNS YIKOHOMHUYECKHUX NMPOILECCOB U SABJIEHUH CTPOUTH CTAHIAPTHbIE TEOPEeTHYECKUE H
IKOHOMeTpHYeCKHe Mo/IeJIM, AHAJU3MPOBATH U CO/lep;KaTeIbHO HHTEPNPETHPOBATH MOJIYYeHHbIe Pe3yIbTaThI

3HaTh:

TpeOOBaHUs K MOJIy4eHUIO (TIOJIHOTA, CBOEBPEMEHHOCTh, HE3aBUCUMOCTD, IOCTOBEPHOCTS), IEpepaboTKe U XpaHEHUIO HH(OpMaLIH;
OCHOBHBIC METO/IBI, CTIOCOOBI ¥ CPEJICTBA ITOTYUYCHHS, XPaHEHH U IIepepadoTkn HH(QOPMAILIH; COBPEMEHHBIE METO/IBI ITEPEBOA
nH(opMaIy B yIpaBIeHYECKHE JOKYMEHTBI: COCTABIECHUE PACIOPSHKEHUM, IPUKA30B, MHCTPYKIUI U IPYTUX YIPAaBICHUYECKUX
JOKYMEHTOB; TpeOOBaHUSA K PaI[IOHANIBHOI OpraHn3aliy paboTH C JOKYMEHTaMH B YCJIOBHUSIX HCIIOIBb30BAHUS B alllIapaTe yIpaBIeHHs
OPTaHMU3AIIMOHHOHN U BHIYUCIUTENBHON TEXHUKH; KaHAJbI JOBEACHNS HHPOPMALUH 10 COTPYIHUKOB OPTaHU3AIMH; JEHCTBYIONIHNE
TOCyIapCTBEHHBIE HOPMATHBHO-METOANYECKHE JOKYMEHTEI, perTTaMeHTHPYIONIHE JOKYMEHTHPOBAHHE YIIPABICHICCKOH
JIeSITENILHOCTH; CTPYKTYPY CHCTEM AOKYMEHTALMH; IIPaBUIa COCTABICHUS U O(OPMIICHUS YIIPABICHUECKUX JOKYMEHTOB (SI3bIKOBBIC
(bopMyITs! 0QUIHATEHBIX JOKYMEHTOB); OCOOCHHOCTH YCTHOI! MyONNYHON pedr; HOPMBI ITpaBa M HOPMAaTHBHO-IIPAaBOBEIE AKTHI,
perynupyonye B3auMOOTHOILICHHUS OPTaHW3AIMU U KOHTPOIUPYIOLIUX OPTraHoB; ACHCTBYIOIINE FOCYAapCTBEHHbIE
HOPMATHBHO-METOAUYECKUE JOKYMEHTBI, pErIaMEHTUPYIOLIME JIESITENIbHOCTh OpraHU3aluii; TpeOOBaHUs K OpraHu3aluu
JIeNIONPOU3BOICTBA, TIpaBMiIa 0(OPMIICHHS, BEICHHUS 1 XPaHSHUS JOKYMEHTAINH, CBSI3aHHOHN ¢ BHEAPEHHEM TEXHOIOTHUECKUX,
IPOJYKTOBBIX HHHOBALMI WM OPraHU3alMOHHBIX U3MEHEHUI, KaJpaMH U UX ABMXXEHHEM (IPHEMOM, IIEPEBOIOM, TPYIOBOI
JIeSITeIbHOCTBIO U YBOJIbHEHHEM PaOOTHUKOB); yHU(pUIMpoBaHHBIE HOPMBI 00paboTKH HHPOpMannK; HHPOPMAIIMOHHBIE TEXHOJIOTHH,
UCIIOJIb3yeMble IpU cOope, 00paboTKe, XpaHEHHUU U 3alUTe HHPOPMALUK; YCTPOICTBA CO3JAHUS JIIEKTPOHHON YIpaBICHUECKOMH
nH(opMaIHy, 3NeKTPOHHbIE CIIPABOYHBIE CIIY)KObI (BUIEOTEKA, TEJIETEKCT, TeeaBTorpad), KaHaubl M CETH JIEKTPOHHOM MOYTHI UIs
JOBeIeHHsT HH(OPMAIUH 10 TT0JYMHEHHEIX.

YMeTh:




BECTH JICTIOBYIO MIEPENHCKY NPU PeaTH3alliyl MPOU3BOICTBEHHOTO MpoLecca Ha MPeAIPHATHH; 0(QOPMIIATE H COCTABIIAT
YIPaBIEHUYECKHUE JOKYMEHThL: IIPUKAa3bl, IPOTOKOIbL, JOKIAJHbIE U OOBSICHUTEIIbHbIE 3AlIUCKH, CIIPABKY, aKThI, TPYA0BbIE KOHTPAKThI
(moroBopa), MPUKA3kI IO TUYHOMY COCTaBY; O(OPMIISITH TPYHAOBbIE KHIDKKH, THIHBIC KAPTOUKH, TUIHBIE JIeI1a; TOTb30BaThCs
YHUGHULIUPOBAHHBIMU JOKYMEHTaMU; IOr0TaBIUBATh IIyOJMUHOE BEICTYILIEHUE; AaHAIU3UPOBATh 3aKOHOAATENbCTBO U IPAKTUKY €T0
HIPHMEHEHUS; pOPMUPOBATH MAKET JOKYMEHTOB, OTPaXKAIOIINX AEATEIbHOCT OPraHN3aliH B COOTBETCTBHU C HOPMATHBHBIMHU
TpeOOBaHUSIMU KOHTPOJIUPYIOIUX OPraHOB U HOPMAaTUBHO-METOAUUECKUMH JOKYMEHTaMU; 00€CIIeUnTh COOM0IEHHE JOKYMEHTOB
JeHCTBYIONEMY 3aKOHOATeNbCTBY; IPUMEHSS IPOrPaMMHOE 00eCTIeUeH e, CO3/1aTh yIpaBIeHIeCKHe JOKyMEHTHI B TPAAUIINOHHBIX H
aBTOMATH3UPOBAHHBIX TEXHOJIOTHUSX; HA OCHOBE IIPOrPaMMHOI0 oOecreueH s KilacCUULUPOBaTh U CUCTEMAaTU3UPOBATh JOKYMEHTBI
Ha CTaJ1 uX 00pabOTKH M XpaHEHHUs; OPTaHM30BaTh JOKYMEHTOOOOPOT HA MIPEINPHUATHH, HCTIONb3Yysl OCHOBHBIE O(PUCHBIE
nporpammsl: Microsoft Office Word, Microsoft Office Excel u 11p.; ocylecTBIsAT apXUBUPOBAHUE YIPABIEHUECKUX JOKYMEHTOB C
MOMOIIBI0 KOMITBIOTEPHBIX IIPOrPaMM; ITOrOTaBINBATE JOKYMEHTHI K XPaHEHHIO, ICIOB3YsI OCHOBHBIE O(HCHBIE TPOrPAMMBL:
Microsoft Office Word, Microsoft Office Excel u ap.; cucteMaTu3upoBaTh JOKYMEHTHI 10 BUJIaM YIPaBIEHYECKOH esTENbHOCTU
(OCHOBHasI IEATENBHOCTh, paboTa 110 IMYHOMY COCTaBY H T.JI.); UCIIOJIB3YS HH(POPMALIMOHHBIC TEXHOJIOTHH, IPOCKTUPOBATh OJIAHKH U
yHUGHLIUPOBaHHBIE (POPMBI IOKYMEHTOB; UCIOIb30BaTh KOPIOPATUBHBIE HH()OPMALMOHHBIE CUCTEMBI /IS BBIOIHEHUS
TEXHOJOTHIECKHUX ONeparuii mo o6paboTke HHPOPMAINH; HCIOIB30BaTh TEXHUUECKIE CPEACTBA 1 JIOKATbHBIE CETH B
JIOKyMEHTAaIlUOHHOM 00€CIeUeHUH IEPCOHAIA OPraHU3alUu1; IPUMEHATh METO bl ONTUMM3AIMU JOKYMEHTOIIOTOKOB IIOCPEACTBOM
HCIIONB30BAHMUS KOPHOPATUBHBIX HH(POPMAIIMOHHBIX CUCTEM HA MPEINPHATHH; OCYIIECTBIATH KOHTPOIIb 32 peann3anneit
YIPaBIEHUECKUX PELICHUH IOCPEICTBOM KOPIOPATUBHBIX HH(GOPMALIMOHHBIX CTPYKTYP.

Baagers:

TEXHOJIOTHUEH OQ)OpMHeHI/ISI JAOKYMEHTAIIUU ITPU MPHUEME€ Ha BAKaHTHYIO JOJDKHOCTbD.

B pe3yabTaTe ocBOeHHUS TMCHUILTUHEI (MOAYJs1) 00y4yarolmmiics 10J:KeH

3.1|3ﬂan,:

TpeOGOBaHUs K IOJIy4EeHUIO (II0JTHOTA, CBOEBPEMEHHOCTh, HE3aBUCUMOCTb, IOCTOBEPHOCTS), IEPepaboTKe U XPAHEHUIO HH(OpMAaLIHY;
OCHOBHBIC METOJIBI, CTIOCOOBI ¥ CPE/ICTBA IIOIYUCHNUS, XpPaHEHNUS U IepepaboTky HHOpPMANUH; COBpEeMEHHbIC METOBI IIEPEBOIa
uH(opMaIK B yIpaBIeHYECKHE JOKYMEHThI: COCTAaBIEHUE PACIOPSHKEHUM, IPUKA30B, MHCTPYKIUH U IPYTHX YIIPABIEHUECKUX
JOKyMEHTOB; TpeOOBaHUA K PAI[IOHANIBHOI OpraHN3aliy padoTH C JOKYMEHTaMH B YCIOBHUSX HCIIOIb30BAaHUS B allliapaTe yIpaBIeHHs
OpraHU3allMOHHON U BBIUUCIUTEIBHON TEXHUKY; KaHaIbl JOBEICHUS HHPOpMALUK 10 COTPYIHUKOB OpraHU3aluY; JeHCTBYIONIHE
TOCyIapCTBEHHbIE HOPMATHBHO-METOANYECKHE JOKYMEHTHI, peTTTaMeHTUPYIONIHEe JOKYMEHTHPOBAHIE YIIPABICHIECKOH
JIeATeNILHOCTH; CTPYKTYPY CHUCTEM JOKYMEHTALUH; IPaBUJIa COCTABICHUS U O(OPMIICHUS YIIPABIEHUECKUX JOKYMEHTOB (S3bIKOBBIE
¢bopMyITs! 0QUIMATEHBIX JOKYMEHTOB); 0OCOOCHHOCTH YCTHO ITyONNYHON pedun; HOPMBI IpaBa M HOPMAaTHBHO-IIPABOBEIE AKTHI,
perynupymomuye B3auMOOTHOILICHUS OPraHU3allMU U KOHTPOJIUPYIOUIUX OPTraHoB; AEHCTBYIOIINE FOCYIapCTBEHHbIE
HOPMAaTHBHO-METOANYECKIE JOKYMEHTHI, pETTIAMEHTHUPYIOIIHE JIeITeIbHOCTh OPTaHU3aIHiA; TPeOOBAHMS K OPTaHH3AINI
JIeNIONPOU3BO/ICTBA, IIpaBUiIa 0(OPMIICHHS, BECHHS U XPaHEHUS JOKYMEHTAIUU, CBSI3aHHOH! ¢ BHEAPEHHEM T€XHOIOTUUECKHUX,
HPOAYKTOBBIX HHHOBAIIMH MM OPTaHW3alMOHHBIX H3MEHEHHH, KaJpaMH U UX IBIKEHHEM (IPHEMOM, IEPEBOIOM, TPYAOBOH
JIeSITeNILbHOCTBIO U YBOJIbHEHHEM PaOOTHUKOB); yHU(UIIMpOoBaHHBIE (HOPMBI 00pabOTKH HHPOpMaLUK; HHOPMALIMOHHBIE TEXHOJIOTUH,
UCTIONIb3YyeMbIe Ipu cOope, 00paboTKe, XpaHEHUH U 3alUTe HHPOPMAIIUK, YCTPOMCTBA CO3MaHUS AINEKTPOHHOHN YIIpaBICHUECKON
uH(opMaIyy, 3NeKTPOHHbIE CIIPABOYHbIE CIIYKObI (BHIEOTEKA, TEIETEKCT, TelleaBTorpad), KaHanbl ¥ CETU IEKTPOHHOI MOYTHI IS
JoBeJeHHs HHOPMAIUH 10 IO JYMHEHHEIX.

3.2|YMeTb!

BECTH JICTIOBYIO TMEPEIHCKY MPH PEeaATHU3aIUH MPOU3BOCTBEHHOTO MPOIIECca Ha MPEANPUATHN; 0DOPMIIATH U COCTABIIATH
YIIpaBJICHYECKUE JOKYMEHTHI: IPHKa3bl, IPOTOKOJBI, TOKIAIHBIC U OOBICHUTEIBHBIC 3AIUCKH, CIIPABKH, aKThI, TPYIOBbIE KOHTPAKTHI
(moroBopa), MPHUKa3bl MO JTMIHOMY COCTaBY; 0QOPMIIATH TPYIOBbIE KHUKKH, TMIHbIE KAPTOUKH, JINUHBIC JeJ1a; MOIb30BAThCS
YHU(DUIUPOBAHHBIMHU JOKYMEHTaMH; IOArOTABIMBATh MyOJIMYHOE BBICTYILUICHHE; aHAIN3UPOBAThH 3aKOHOJATEIBCTBO U PAKTHKY €T0
MpUMEHEHUsT; HOPMUPOBATH MAKET TOKYMEHTOB, OTPAXKAIONIHUX JCATSIbHOCTh OPTAaHU3AIMH B COOTBETCTBHU C HOPMATHBHBIMH
TpeOOBaHUSMH KOHTPOIHMPYIOIINX OPTaHOB U HOPMATHBHO-METOIMYECKIMHE JTOKYMEHTaMH; 00ECIICUNTh COOIIOICHHE JOKYMEHTOB
NEWCTBYIONIEMY 3aKOHOIATEIbCTBY; IPUMEHSISI IPOrPaMMHOE 00ecTieueH e, CO3/IaTh YIPaBICHUSCKUE JOKYMEHTHI B TPAJAUIIHOHHBIX H
aBTOMATHU3MPOBAHHBIX TEXHOJOTHSX; Ha OCHOBE IIPOrPaMMHOTO 00eCIeYeH s KIaCCU(PUIIMPOBATh H CUCTEMATH3UPOBATh JOKYMEHTBI
Ha CTaJIMU UX 00pabOTKHU M XpaHEHHS; OPraHU30BaTh JOKYMEHTOOOOPOT Ha MPEANPUSITUH, HCIIOIb3Ys OCHOBHbBIE O(UCHBIE
nporpammsl: Microsoft Office Word, Microsoft Office Excel u nip.; ocyiiecTBisTh apXuBUPOBaHUE YIPABICHYECKHUX JOKYMEHTOB C
MOMOIIIBI0 KOMITBIOTEPHBIX MPOTPaMM; ITOITOTABIMBAThH JOKYMEHTBI K XPAaHEHHIO, HCTIOJIB3Ysl OCHOBHBIE O(HUCHBIC TPOTPAMMBI:
Microsoft Office Word, Microsoft Office Excel u ap.; cucremMaTu3upoBaTh JOKYMEHTHI 110 BUaM YIIPABJICHUCCKON JCATCILHOCTH
(ocHOBHasI AEATEIBHOCTD, paboTa MO JINYHOMY COCTaBY H T.]I.); UCTIOJIB3Ys HHPOPMAITHOHHBIE TEXHOJIOTHH, POSKTUPOBATH OJAHKH U
YHUGHUIUPOBaHHBIE POPMBI TOKYMEHTOB; MCIIOIb30BaTh KOPIOPAaTHBHBIE MH()OPMAIMOHHBIE CUCTEMBI JJISl BBITOJTHEHHS
TEXHOJIOTHYECKUX OTepaInii Mo 06padoTke HHPOPMAIIUH; UCTTOIH30BATh TEXHUUECKUE CPEACTBA U JIOKAIHHBIE CETH B
JIOKYMEHTAIIMOHHOM 00eCIIeYeHnH NepCoHaa OpraHi3aliy; TPHMEHITh METOIbI ONTUMH3AIHH TOKYMEHTOIIOTOKOB ITOCPEACTBOM
HCIIOb30BAHMUS KOPIOPATHUBHBIX HH)OPMAIIMOHHBIX CHCTEM Ha MPEANPUATHH; OCYIIECTBISATH KOHTPOJb 3a pealn3anne
YIPaBICHIECKUX PELICHHH TOCPEICTBOM KOPIOPATHBHBIX MH)OPMAIIHOHHBIX CTPYKTYP.

3.3|B.11311en,:

TEXHOJIOTUEH O(l)OpM_]'[CHI/IH JOKYMCHTAIUU ITPU MPHUEME Ha BAKaHTHYIO JOJDKHOCTb.

4. CTPYKTYPA H COJAEP KAHUE JUCHUIIJIMHBI (MOY JIA)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ 3aHATUS/ Cemectp / | YacoB | HuTepakT.
|_saHATHA Kvoc




Pa3gen 1. le10npon3BoACTBO B (PHHAHCOBO-IKOHOMHYECKHX IOAPA3TeTeHAAX
NpeINpUsITHS, ero 3aKOHOJATeIbHOe H HOPMATHBHO - METOAMYECKOe
peryJimpoBaHue
1.1 HopmatnBHO — 3aKOHOAATENIbHBIE OCHOBBI CHCTEMBI JIEIONPOU3BO/IcTBA /JIek/ 7 2 0
1.2 HopMaTHBHO — 3aKOHOZATENbHBIE OCHOBBI CUCTEMBI JeNonpou3BocTsa /Cp/ 7 10 0
13 Cucrtems! JokyMeHTanuy. CTanaapTH3aus 4 yHUpHUKays J0KyMeHTOB. /JIek/ 7 0
14 Cucremsl fokymeHTanuu. Ctanaaprusanus u yHudukanus 1okymentos. /TIp/ 7 2 2
15 Cucremsl JokymeHTanuu. CTaHAapTH3alus U yHUPUKAIKs J0KyMeHTOB. /Cp/ 7 10 0
1.6 KonrponbHoe Meponpusitue no moayito 1 /Ilp/ 7 2 0
Pa3znes 2. Texnos1oruu BeieHUs 1eJIONPOU3BOACTBA B OPraHU3aLUH,
yUpeRIeHHH
2.1 JokymeHnToo00poT B opranu3aiuu /Jlex/ 7 2 0
2.2 HokxymMeHTo000pOoT B opranuzauu /IIp/ 7 2 2
2.3 HokyMeHTo060poT B opranuzamnuu /Cp/ 7 8 0
24 OcHoBHbIe TpeOOBaHUS K OPOPMIICHUIO YIIPaBICHYECKUX (OPraHU3aIMOHHO - 7 2 0
PacIOPsSIUTEIEHBIX) TOKyMEHTOB /JIex/
2.5 OcHoBHBIE TpeOOBaHUs K 0QOPMIICHHIO YIPaBIeHYECKUX (OpraHU3aIl[MOHHO - 7 4 4
pacropsAUTENLHBIX) TOKyMeHTOB /T1p/
2.6 OcHoBHbBIe TpeOOBaHUS K OPOPMIICHUIO YIIPaBICHYECKUX (OPraHU3aIMOHHO - 7 8 0
pacIopsIUTEIbHBIX) TOKyMeHTOB /Cp/
2.7 CoBpeMeHHoe Jie5I0Boe MUCchbMO /JIex/ 7 2 0
2.8 CoBpemenHoe aenoBoe nucbMo /TIp/ 7 4 4
2.9 CoBpemenHoe fe10Boe mrcbMo /Cp/ 7 8 0
2.10 KontponbsHoe Meponpusitie mo Moayto 2 /TIp/ 7 2 0
Paznen 3. CocTaBieHue u opopMieHHe JOKYMEHTOB B OPraHU3anuu
3.1 OpraHu3aloHHble JOKYMEHTBI, UX COCTaBleHue U odopmieHue /Jlex/ 7 2 0
3.2 OpraHu3aiuoHHbIe TOKYMEHTBI, UX cocTaBieHue u opopmienue /I1p/ 7 4 4
3.3 OpraHu3anoHHbIe JOKYMEHTBI, UX cocTaBieHue u odpopmienue /Cp/ 7 10 0
3.4 PacnopsinurensHble JOKYMEHTBI, UX cocTaBieHue 1 opopmienue /Jlex/ 7 2 0
35 PacniopsimutesnbHbIe JOKYMEHTBI, UX cocTaBlieHuHe U opopmienue /TIp/ 7 4 4
3.6 PacniopsiautenbHbIe TOKYMEHTHI, UX cocTaBlieHue 1 opopmienue /Cp/ 7 4 0
3.7 WudopMmarioHHO-CIIpaBOYHbIE JOKYMEHTBHI, HX cocTaBieHue 1 odopmienue /Jlex/ 7 2 0
3.8 HudpopmamoHHO-CIIpaBOvHbIC JOKYMEHTBI, UX COCTaBlicHHe U opopmienue /T1p/ 7 4 4
3.9 HHudpopMalmoHHO-CIIpaBOYHbIC JOKYMEHTHI, HX COCTaBlieHre u opopmienue /Cp/ 7 6 0
3.10 Kanposas nokymenTauus /JIex/ 7 2 0
3.11 Kanposas noxymentanus /TIp/ 7 4 0
3.12 Kanposas noxymenTanus /Cp/ 7 6 0
3.13 KoutponsHoe Meponpustie mo Mmoayio 3 /TIp/ 7 2 0
Paznen 4. Homenkiaatypa aes opranu3auuu
4.1 O6mue TpeOoBaHHs K CHCTEMATH3AIH JOKYMEHTOB U (hopMupoBanuto nein /JIex/ 7 2 0
4.2 OO61ue TpeOoBaHHS K CHCTEMATH3aIMK JOKYMEHTOB 1 (hopmupoBanuto nen /Cp/ 7 8 0
4.3 IMoaroroBka JOKyMEHTOB K apXUBHOMY XpaHeHHUIo /JIex/ 7 2 0
4.4 IMoaroroBka JOKyMEHTOB K apXUBHOMY XpaHeHuto /Cp/ 7 8 0
4.5 KouTtponbsHoe Meponpustie mo Moayto 4 /TIp/ 7 2 0

5. OneHoYHbIC H METOAUYECKHE MAaTePHAJIbI 10 AUCHHILINHE (MOYII0)

5.1. Conep:xanne ayIMTOPHOI padoThI MO IMCHUILINHE (MOIYJII0)

Jlexmusa 1. Tema: «HopmMaTHBHO — 3aKOHOIATENBHBIE OCHOBBI CHCTEMBI JIEJIONTPOU3BOICTBAY.

Bomnpocsr:

1. Mcropus ynpaBiieHHs U 1€JIOIPOU3BO/ICTBA.

2. HopmaTtuBHBIE IPaBOBBIE aKTHI (heiepaabHBIX OPTaHOB UCTIOJHUTEIBHON BIIACTH, PEIITaMEHTHPYIOIIIE BOIPOCHI
JIOKYMEHTAI[IOHHOTO 00eCIeyeHusI.

3. l'ocynapcTBeHHBIE CTAaHAAPTHI HA BEACHHE JOKYMEHTAIUH.

Jlexnust 2. Tema: «Cuctemsl fokyMmeHTanuy. CTaHAAPTH3AUMS U YHUPHUKAIHS JOKYMEHTOBY.

Bomnpocsr:

1. CymHocTb noHATHS «JJoKyMeHT».

2. JIOKyMeHT Kak cucrema.




3. CBoiicTBa, NpU3HaKK U QYHKIMU TOKYMEHTA.

4. CucreMbl JOKYMEHTALHH.

5. Crangapru3zanus 1 yHUUKAIKS JOKYMEHTOB.

6. YHU(UIIPOBAaHHbIE CUCTEMBI JOKYMEHTALUU.

Jlexmus 3. Tema: «JJokyMeHTOOGOPOT B OpraHU3aIIANY

Bomnpocsr:

. OcHOBHBIE dTanbl IBMKEHHUS JOKYMEHTOB B OpraHU3aIUH.

. Perucrpanus u unaexcanusi JOKyMeHTOB.

. Kontposns 3a ucronsennem 1okyMeHTOB. CpOKH MUCHOJTHEHUS JOKYMEHTOB.

. O6paboTKa UCIOIHEHHBIX U OTIPABISIEMbIX JJIOKYMEHTOB.

. AHanmu3 CTPYKTYpHI JOKYyMEHTO000pOTA.

. MeToabl ydeTa U coKpalieHus JOKyMEHTO000poTa.

. Opranu3zanys palliOHaJIBHOTO ABHKEHUS IOKYMEHTOB BHYTPH NIPEAIPHUATHSL.

Jlexuus 4. Tema: «OcHOBHBIE TpeOOBaHHA K O(OPMICHUIO YIPABIEHIECKUX (OPraHU3aLUOHHO - PACIIOPSIUTENbHBIX) JOKYMEHTOBY
Bompocsr:

1. IIpaBuna opopMiIeHUS JOKYMEHTOB IIPU UCIIOIb30BAaHUU TEXHUUECKHUX CPEACTB.

2. Enunble TpeboBaHMs K OJlaHKaM JOKYMEHTOB.

3. CocraB peKBU3UTOB OPraHU3ALMOHHO - PACIIOPSAUTENbHBIX JOKYMEHTOB. PEKBU3UTBI COEPIKATENbHOM YacTH TOKYMEHTA.
4. PexBu3UTHI 0OPMIISIONICH YaCTH TIOKYMEHTA.

Jlexmusa 5. Tema: «CoBpeMeHHOE 1€7I0BOE ITHCHMO»

Bompocsr:

1. lenoBO€ MMCHMO KaK CPEACTBO CBA3U OpraHU3aluil.

2. SI3BIK ¥ CTHIIb OQHUIHATBHBIX THCEM.

3. Ctpykrypa nuceMa. OCHOBHbIE TPEOOBaHUS K TEKCTY.

4. CocTaBieHHE TEKCTOB CITyKEOHBIX ITHUCEM: CONIPOBOIUTENBHOE, TapaHTHITHOE, PEKIIAMHOE, ITHCHMO-OTBET.
Jlexuust 6. Tema: «Opranu3aiioHHbIE JOKYMEHTBI, UX COCTaBJI€HHE U 0(OPMIICHHUE)

Bompocsr:

1. OOuiue TpeOoBaHUS K OPTaHU3AIMOHHBIM JOKYMEHTAM.

2. YcTaB npeanpusaTys.

3. JomKHOCTHAS HHCTPYKITHSL.

4. Ilonoxenue.

5. llltaTHOE pacmmcanme.

6. CTpyKTypa 1 UX COAEpIKaHHe.

7. llpaBuna ux opopMIICHHUS.

Jlexuust 7. Tema: «PacnopsigurenbHble JOKYMEHTBI, UX COCTaBICHHE U 0(QOPMIICHUE»

Bompocsr:

1. ITpuxa3el, ux Bunsl. [IpaBuna opopmieHus.

2. OcoGEeHHOCTH COCTABIICHHS IPUKA30B 110 OCHOBHOM AEATEIBHOCTH M MPUKA30B 110 JIHIHOMY COCTaBY.

3. OcobeHHOCTH B COCTABJICHUH 3ar0JIOBKOB U (YOPMYIHUPOBOK KOHCTATUPYIOIIESH YacTu.

4. Cxema IOCTPOEHUS PacIOpSAAUTENLHOM YacTu.

5. IlpaBuiia BU3MpPOBaHUsl, NOANUCAHNUS U PETUCTPALIMH.

6. CpoKku MCHIOJHEHUs U BPEMS IOBEJICHUS 10 UCIIOIHUTENEH.

Jlexuust 8. Tema: «MHbOpMaIIOHHO-CIPAaBOYHbIE JOKYMEHTHI, UX cOCTaBlIeHUe U odopmieHue» Bonpocst:
1. CocraBnenue u 0(OpMIIEHHE CIIPABOK, TOKJIATHBIX, CITyKEOHBIX X OOBSICHUTEIHHBIX 3aITUCOK.

2. TpeOoBaHHUs K COCTABJICHUIO 1 OOPMJIICHUIO aKTOB M IIPOTOKOJIOB.

Jlexmsa 9. Tema: «KanpoBas tokymeHTaIus»y

Bomnpocsr:

1. CocraB 1 BU/Ibl JOKYMEHTAIIUH 110 INYHOMY COCTaBY.

2. YuuduiupoBaHHble (HOPMBI JOKYMEHTOB.

3. IIpuka3: opopmieHre Ha paboTy, IEPEBO HA IPYTYIO paboTy, MPEeIOCTaBICHNE OTITYCKa, YBOJIbHEHHE C pabOTHI.
4. JIuyHOoe 3asBJICHUE: €r0 Pa3HOBUIHOCTH, OCOOCHHOCTH HAIIMCAHUS.

5. XapaKTepHCTHKA: COCTABHBIE YaCTH, PaBUIIa 0(OPMIICHUSL.

Jlexuust 10. Tema: «O0mue TpeOoBaHUS K CUCTEMAaTU3aLUU JOKyMEHTOB ¥ ()OPMUPOBAHMIO J1eJ1» Bompockl:
1. Bupl HOMEHKIIATYypBI JIEI.

2. Oco0EHHOCTH COCTaBICHUSI HOMEHKIIATYPhI A€ OpraHUu3aluy.

3. Ilopsimok cocTaBlieHHs OIUCH eIl

Jlexuus 11. Tema: «IloaroroBka JOKYMEHTOB K apXUBHOMY XPaHEHHIO»

Bomnpocsr:

1. DkcnepTH3a LEHHOCTH JOKYMEHTOB.

2. OpraHu3zaiys HOArOTOBKY JJOKYMEHTOB K apXHMBHOMY XPaHEHHIO.

3. IloaroroBka JOKYMEHTOB K YHUYTOKEHHUIO.

[Ipaktuueckoe 3ansaTuel.

Tema: «HopmaTuBHO — 3aKOHOAATENbHBIE OCHOBBI CHCTEMBI JI€IOTIPOU3BOICTBAY

[Tnan.

1. Bo3HMKHOBEHHE U pa3BUTHE JENONPOU3BOACTBA B yupexaeHusax Poccun XVI— XVII BB.

2. OCHOBHBIE YEPTHI U OTIMYMS JEIONPON3BOACTBA B yupekaeHusx Poccuu X VIII B. oT nenonpon3BoicTBa NpeAIECTBYIOLETO
rnepuosa.
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3. demonponsBoacTBo B yupexaenusx Poccun XIX — nagama XX B.

4. CtaHOoB/IEHME U PAa3BUTUE AEIONPOU3BOACTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEKICHUSIX.

5. Opranuszanus ciryKObl JOKYMEHTALIOHHOTO 00ECTIeYeHHs YIPaBICHUS Ha COBPEMEHHOM dTalle.

ITpakTuyeckoe 3ansATHE 2.

Tema: «Cuctemsl nokymeHTarmu. CTaHAapTU3ANUS U YHUPHUKALUS JOKYMEHTOB.

[Inasn.

1. JlokyMeHT: oTpeielicHre, CBOUCTBA, (DYHKIHH.

2. Cranpapru3anys ¥ yHU(PUKAUs JOKYMEHTOB.

3. OcHoBHEIE denepanbHble 3aKOHBI 1 HOPMAaTHBHO-METOANYECKHE JOKYMEHTHI, peTJIaMeHTHPYIOLIHE IPaBuia paboTHI ¢
JIOKyMEHTUPOBaHHON HH(popMarueil.

4. TlonsaTre u K1accuUKaUs JOKYyMEHTO000POTa PEIPUITHSI.

5. OO01ye IpUHIMIIBL OPraHU3aLUH PALIMOHAIBHOIO JOKYMEHTO000pOTa Ha NPEANPUATHY.

6. DTanbl ABWKEHHS BXOSIIETO, HCXOSIIEr0 U BHYTPEHHET0 JOKYMEHTOIIOTOKOB Ha MPEIIPHSTHH.

7. Peructpanusi TOKyMEHTOB (BXOAALINX, UCXOJISAIINX, BHYTPEHHHX): 3HAUE€HHE, IIpaBuiia, HOpMBI.

8. O0beM u rpaduK TOKyMEHTOO0O0POTA.

9. 3HayeHHEe U TEXHOJIOIUS OCYIECTBIICHUS KOHTPOJISI UCIIOTHEHHS JOKYMEHTOB.

[IpakTuueckoe 3ansaTue 3.

Tema: «CoBpeMEHHOE A€I0BOE ITHUCHMOY

[Tnan

1. Ompegnenute noHATHE 0(ULIUATBHOTO AeJI0BOro nuchMa. [IpuBegure npumepsl.

2. OxapakrepusyiiTe 0COOCHHOCTH SI3bIKA U CTHIIS O(UIMATIBHO-EIOBBIX TEKCTOB.

3. Onpenenute CTPyKTYypy MUCHMa.

4. ChopmymnupyiiTe npaBuia oGpopMIICHHS JSI0BOTO MUCHMa

5. Ilpeanoxure aaropuT™M COCTABIICHUS TEKCTOB CIIY>KEOHBIX ITHCEM.

[IpakTuaeckoe 3ansTue 4.

Tema: «OcHoBHBIE TpeOOBaHUS K 0QOPMIICHUIO YIIPABIEHUYECKUX (OPraHU3alMOHHO - PACHOPAIUTEIbHBIX) JIOKYMEHTOBY»

[Tnan

1. HazoBuTE OCHOBHBIEC BHIBI TOKYMEHTOB, IPHBEANTE UX KJIACCUPHUKAIIHIO.

2. OxapakrepusyiiTe cucTeMsl yIpaBlIeHUECKUX JOKYMEeHTOB. 1o kakoMy IpuU3HaKy BBIIECICHBI CUCTEMBI JokyMeHTaruu? [Ipusenure
MIPUMEpPHI TOKYMEHTOB 10 Ka)KJOH CHCTeMe YIPaBICHYECKHX JOKYMEHTOB.

3. OxapakTepu3yiTe CTpyKTYpy JOKyMeHTa (IIOCTOSHHbIE ¥ IEPEMEHHBIE PEKBU3UTBI, IPOJOJIBLHOE U YTIIOBOE PACIIOJIOKEHHUE
PEKBHU3UTOB).

4. Copmynupyiite oOmne npaBuia oGpopMIICHHUS YIPaBICHYECKUX (OpraHu3alMOHHO-PACHOPSIIUTEIbHBIX) JOKYMEHTOB

5. PackpoiiTe peKBU3UTHI CITy)KeOHBIX T0KyMeHTOB coracHo ['OCT P 7.0.97-2016) «TpeGoBanus kK 0OpMIICHHIO TOKYMEHTOBY.
6. Chopmynupyiite npaBuna ohopMIECHHS PEKBU3UTOB J0KYMEHTOB, PErJIaMeHTHpYeMble rocyaapcTBeHHbIM cTanaaptoM (I'OCT P
7.0.97-2016) «TpeboBanus kK 0OPMICHUIO JTOKYMEHTOBY).

IIpakTuueckoe 3ansATHE 5.

Tema: «OpraHu3anoOHHbBIE TOKYMEHTHI, HX COCTaBJIeHHe 1 0QOopMIICHUEY.

[Inan

1. OmpepenuTe MOHATHE OPraHU3aNUOHHBIX TOKyMEHTOB. [IpuBeuTe MpuMepHI.

2. Copmynupyiite oOmme TpeOOBaHUS K COCTABICHUIO OPraHU3alMOHHBIX JOKYMEHTOB (JTAllbl MOJATOTOBKU M MOPSIOK
o(opMIICHHS).

3. ITepeuncnure TpeOOBaHHS K COCTaBICHUIO Y CcTaBa NpeanpusTus. Jlaiite cogepkaTelbHyI0 XapaKTepUCTHKY OCHOBHBIX Pa3JieoB
VYcraga.

4. Ilepeunciure TpeOOBAHUS K COCTABICHUIO IOJDKHOCTHOM MHCTpYKIHU. [laiiTe conepikaTenbHyI0 XapakTepUCTHUKY OCHOBHBIX
pa3nenoB HHCTPYKIIHH.

5. Chopmynupyiite npaBuiia 3aMoJIHEHHS U 0POPMIICHHUS IITATHOTO PACIIHCAHUSL.

[pakTuyeckoe 3ansTHE 6.

Tema: «PacniopsaurenbHble JOKYMEHTBI.

[Inasn.

1. aiiTe NOHATHE PACHIOPSIUTEIBHBIX JOKYMEHTOB, U31aBa€MbIX Ha OCHOBE NPUHLUIA eAMHOHAaYanus. [IpuBegure npumepsl.
2. JlaiiTe MOHATHE PACTIOPSANTEIBHBIX JOKYMEHTOB, U3/1aBaeMBIX Ha OCHOBE IPHHIHIIA KOJUIETHAIBHOCTH. [IpuBeanTe MpuMepEbI.
3. Chopmynupyiite OpAI0K MOATOTOBKH PACTIOPAAUTENLHBIX JJOKYMEHTOB.

4. ChopMynupyiiTe aIrTOPUTM COCTaBJICHHUS IPUKA30B 10 OCHOBHOM JEATENHHOCTH U IMYHOMY COCTaBY M BBIIIICOK U3 MPHKa3a.
5. Chopmynupyiite alropuT™M COCTaBJICHHS MOJTHOTO U COKPALICHHOTO MPOTOKOJIOB.

[IpakTnueckoe 3aHsaTHE 7.

Tema: «HGOPMALMOHHO-CIIPABOYHBIC TOKYMEHTBI».

[Tnan

1. HazoBuTe BUIBI HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB H ONPENENUTE UX Ha3HAUCHHE.

2. Ilepeunciure cocTaB U PacloNoKeHHE PEKBU3UTOB HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB MO BUIAM.

3. Chopmymupyiite npaBmia (MOPSIOK COCTaBICHUS U 0popMIIeHNS ) HHHOPMAIIHOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. OnpenenuTe Ha3HAUCHUE AKTOB B JeATeIbHOCTH npennpuatus. ChopmynupyiTe npaBuia (MOPsIOK COCTABICHUS U 0(OPMIICHHS)
aKTOB.

[Ipaktuueckoe 3ansTue 8.

Tema: «/lenonpon3BOACTBO 110 JUIHOMY COCTaBY»




IInan

1. TpynoBble 10roBopa: Ha3HAYCHHE, COJIEPKAHUE, [TPABUIIA COCTABICHHUS U O(OPMIICHHUS.
2. 3asgBneHus: BUIBI, HA3HAYEHHUE, IPABUJIA COCTABICHHUSL.

3. Ilpuka3ssl 11O JINYHOMY COCTaBY: PEKBU3HTBHI, TIOPSIOK COCTaBICHUS U 0(OPMIICHHS.

4. TpynoBble KHW)KKH: Ha3HAYCHHE, TPaBUiIa 0POPMIICHHUSI.

5. JInunbie kapTouku Gpopmel T-2 u TMYHBIE Aeja: Ha3HAYCHHE, IpaBUiIa 0POpMIICHUS.

[IpakTiaeckoe 3aHsaTHE (CeMHHApPCKOE) 9.
Tema: «Homenknarypa nem»

[Tnan

1. [laiiTe onpezencHe HOMEHKIATYPHI eI,

2. Omnpepenurte MOHATHE TPUMEPHON M TUITOBOW HOMEHKIATYPHI Ael. OxapaKkTepu3yiTe IpUMEeHEHUE Pa3INYHbIX BUIOB

HOMCHKIJIaTYphI ACJI.

3. ITepeuncnure TpeOOBaHHS K CHCTEMATH3aLlUH 3aT0JIOBKOB JIEN, HHAEKCY JIell B HOMEHKJIaType

4. Packpoiite 3Tansl pa3pabOTKH HOMEHKJIATYpPHI JIe
9. llpuBenute anroput™m AesrensHOocTH DIIK.

5.2. Conep:xanue caMoCTOSITeIbHOI padOTHI 1O AMCUUIINHE (MOAYJIIO)

CopeprxaHue 0053aTeIbHOM CaMOCTOSATEIBLHOM PabOThI CTY/ICHTOB

Ne CopepkaHue CaMOCTOSTEIbHON paOboThI Tponyxrer
- TeMbl TUCHUTITNHBI CTYIEHTOB
n/m JIeSITEeNIbHOCTH
1 Monyns 1. HenonpousBoacteo B | M3ydeHue coBpeMeHHbIX HampapieHuidl | [lucbmeHHass pabora — Ha
(hMHAHCOBO-?KOHOMHYECKUX n  (opM TOKyMEHTaMOHHOTO OCHOBE aHaJIu3a COBPEMEHHBIX
HOApa3IeIeHUsIX MIPENPHSTHUS, ero | oOecrie4eHus yrpaBlICHHS HanpaBlIeHUH U dhopm
3aKOHOJATEIbHOE W HOPMAaTUBHO - JIOKYMEHTAIIMOHHOTO
METOJMUYECKOE PEryIUpOBaHUE obecrieyeHust yIpaBJICHUs
paspaboratb MOJIeITb
OpraHu3aluu A0y
KOHKpPETHON OpTraHn3alun
2 Mopyms 2. Texnomornn  BemeHust | VM3ydeHue mpaBuII COCTaBIEHUS U ITucemennast pabora -
JIeTIOIPOU3BOJICTBA B OpraHu3ainuy, | opopMIEHHs yIPaBICHUYECKUX paspaboTka MOJEeNu
YUpEXIEeHUH JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI OpraHu3anuu
ouManbHBIX JOKYMEHTOB); JOKyMEHT0000pOTa 1o
panroHANBEHOM OpTaHU3aLUH PAOOTHI ¢ | IPEIOKSHHBIM BUJIAM
JOKYMEHTaMH B YCIIOBHSIX JIOKYMEHTaM WIH
HCIOJIb30BAHNS OPraHU3ALMOHHON U OTIpe/IeNICHHBIM CTYICHTOM
BBIYMCIINTEIIbHOM TEXHUKHU CaMOCTOATCIIBHO
3 Monysb 3. CocraBienue u ohopMIIeHHE Wsydyenne ocobennocteit yctHoit u | [ImcemenHas pabora -
JIOKYMEHTOB B OpraHu3aiuu INMCHbMEHHOH MyONnu4HON peuy; COCTaBJICHUE rnakeTa
TpeOoBaHUl K 0(OPMIICHUIO U BEACHHUIO | JOKYMEHTOB JJIS MOATOTOBKU U
JIOKyMEHTAalUH, CBSI3aHHOM ¢ | odopmiieHus npuemMa
BHEPCHHEM TEXHOJIOTHUECKHX, | KaHAMJaTa Ha  BaKaHTHYIO
IPOAYKTOBBIX I/IHHOBaLlI/Iﬁ Ui JOJIXKHOCTbD.

OpraHru3alfMOHHBIX HBMSHCHI/IPII, KaJapaMu
U HUX OBWXCHHUEM C KaJapaMHu U HUX
JBHMOKCHUCM

4 Monyne 4. Homenkarypa gen W3yuenune TpeboBannii k nmepepadorke u | [ImcemenHas pabora -
OpraHu3alyu XpaHEHHIO HHPOPMALINY; paspaboTka nporiecca
OCHOBHBIX  METO/OB, CIIOCOOOB M | COCTaBJI€HHS  HOMEHKJIATYpBhI
CPEICTB XpaHeHHss M 1epepaboTKH | Jed KOHKPETHOW OpraHu3aluu
uHpopmanuy;  KiaccupuUKanmmu U
cUCTeMaTH3allMd  JOKYMEHTOB  Ha
CTaJuM UX 00pabOTKM U XpaHEHUS;
apXMBUPOBAHMUS YIpaBICHYECKUX
JOKYMEHTOB c MTOMOILBIO
KOMIBIOTEPHBIX MPOTPaAMM
CopepxaHue caMOCTOSTENbHON pabOTHI 110 TUCIMIUIMHE Ha BHIOOD CTy/EeHTa
Ne CopepxaHue caMOCTOSTETEHON Hpomyxrer
n/m Temet mucrmnHHL paboThI CTYAEHTOB
JIeSITeIbHOCTH
1 Monyns 1. Jlenonpous3BoacTBO B N3yuenne TpeboBanuii | [Tucemennas pabora — Ha ocHoBe m3ydeHHst
(hMHAHCOBO-3KOHOMHYECKHX COBPEMEHHBIX  3aKOHOJATENbHBIX, | TpeOOBaHMI COBPEMEHHbIX 3aKOHOIATENbHbIX,
MOJIPa3ICNICHUSX PEANPHUSTHS, €r0 | HOPMATHUBHBIX aKTOB U | HOPMATHUBHBIX aKTOB u
3aKOHOJaTeIbHOE U HOPMATHBHO - | HOPMAaTUBHO-METOJIUYECKUX HOPMAaTHUBHO-METOIUYECKUX JIOKYMEHTOB,
METOMYECKOE PEryINPOBaHUE JIOKYMEHTOB, PETJIAMEHTUPYIOIIUX | PErjJaMEHTHUPYIOMIUX BOIPOCHI OpraHU3alUU
BOIIPOCHI OpraHu3aly | JTOKYMEHTAI[HOHHOTO obecrieyeHus
JIOKYMEHTAIIMOHHOTO 00ECHeUeHHUs | AESATENbHOCTH  HANMCaTh  aHAIUTHYECKYIO




JACATCIIbHOCTHU

pabory,

BOIIPOCHL:
* Ilemn rocyaapCTBEHHOIO peryaHpOBaHUS
J0Y

* JlebuHUIIUS TIOHATHH «JIEIONPOU3BOICTBOY
u «JIOKYMEHTAIIHIOHHOE obecrieueHue
yIIpaBJICHHUE).

* XapakrepucTuka

HOPMAaTHBHBIX aKTOB,
Bompocel JOY

+ JlokanbHBIE HOPMATHBHBIE AaKTHI  Kak
OpraHU3allMOHHAs OCHOBA AEJNONPOU3BOACTBA
* [Ipo6aemsl perynaupoBanust 10Y

PACKpPBIBAIOIIYIO CIIelyIoIne

3aKOHOJATENbHBIX |
periaMeHTUPYIOINX

OpraHu3aluu

YIPaBIEHYECKUX JOKYMEHTOB C
MIOMOMIBIO KOMIIBFOTEPHBIX
IporpamMm

2 Mognyns 2. Texnonoruu BeaeHus | M3yuuth kpurepuu panuoHanbHoi | IlucbmenHas paGoTa — BbIABUTH IpoOIEMBI
JIeTIOTIPON3BOICTBA B OPTaHM3AINY, | OPTaHM3alUM  JOKYMEHTOOOOpOTa | OpraHM3aliM ABIDKEHHS TOKYMEHTOB BHYTPH
YUPEXICHUU IO TUIAM JOKYMEHTOB OpPraHU3aluy | MPEANpPUATUS U 0O0CHOBATH NPEUIOKEHUS 110

COBEPIICHCTBOBAHHIO JOKYMEHT0000pOTa

3 | Moaynms 3. CocraBnenne wu | M3y4yurs CrocoO0bI co3nanus | [IuceMenHas pabora — B mnpemnoxeHHOMH
odopmieHHe  JOKYMEHTOB B | YIPaBIGHYECKHX JIOKYMEHTOB B | yINpaBICHUECKOH cuTyauuu O(QOpMHUTH U
OpraHu3alnuu TPagULIHOHHBIX 1 | COCTaBUTb COOTBETCTBYIOIIUE

aBTOMATU3UPOBAHHBIX yIpPaBIEHYECKUE JOKYMEHTEHI
TEXHOJIOTUSX
4 | Monyns 4. Howmenknarypa pnen | M3yunTs npaBuia apxuupoBaHus | ITuceMenHas paboTta - CocTaBUTh OIMCh Ha

Jiena (MOCTOSHHOTO M BPEMEHHOT'O XpaHEHHMs,
HOJJIeXkKAIINE CAade B apXUB

5.3.006pa3oBaTte/ibHbIE TEXHOJIOTUH

[Mpu opranm3ayy H3y4eHUs TUCHUIUTHHBI OYAYT UCIOIb30BaHbI ClieNyIomue 00pa3oBaTeIbHbIE TEXHOJOTHH:
MHPOPMAMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH, TEXHOJIOTHSI OpPraHU3allui CaMOCTOSTEIbHON paOOThI, TEXHOJIOTHS
pediaekcUBHOTO 00yUEeHHUS, TEXHOJIOTHS MOIYIEHOTO 00y9IeHH s, TEXHOJIOTHSI HTPOBOTO OOYIEHHsI, TEXHOJIOTHU TPYIIIOBON
JTUCKYCCHH, HHTEPAKTUBHBIE TEXHOJIOTHH, TEXHOJIOTHUS ITPOOJIEMHOro 00y4eHHUs], TEXHOJIOTHS OpraHU3aluu
y4eOHO-HCCIIeIOBATENbCKON JISSITEIbHOCTH, TEXHOJIOTHS TPOEKTHOTO 00YYEHHsI, TEXHOJIOTHS Pa3BUTHSI KDHTHUECKOTO MBIILICHHSI.

5.4. Tekyuuii KOHTPO.Ib, MPOMEKYTOUHBIH KOHTPOJIb H MPOMEKYTOUHAS ATTECTAIUS

BanibHO-pedTHHIOBas KapTa AUCHUILUIMHEI 0(hOpMIIeHa KaK NPUIOKEHHE K paboueil mporpaMMe JUCIUIUINHEIL.
DoHT OIIEHOYHBIX CPEJICTB IS IPOBEICHHS TPOMEKYTOTHOH aTTECTAI[MN 00YJarOIIMXCS 110 TUCIUILIIHHE 0)OPMIIEH OTIeIbHBIM

JIOKYMEHTOM.
6. YYHEBHO-METOAUYECKOE U TH®OPMALIMOHHOE OBECIIEYEHUE
6.1. Pexomennyemas qutepatypa
6.1.1. OcHoBHas JUTEpaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue Wzparenscrso,
JI1.1 |bapuxun A.b. Jlenonpon3BoACTBO B JOKYMEHTOOOOPOT Mockga :
http://biblioclub.ru/index.php?page=book&id=89671 KHuKHbIH MuD,
2008
JI1.2 |A.C. I'punbepr, H.H. I'op6aués, O.A. JloKyMEHTallMOHHOE 00eCIeueHNe YIPaBICHUs: yUeOHUK M.:
MyxaMmeTIHa URL:http://biblioclub.ru/index.php?page=book&id=115031 [FOuuTn-/lana,
2015
JI1.3  |Poroxun M.1O. Jlenonpou3BoACTBO: KypcC JEeKLHUH: yaeOHoe mocodue Mocksa ; bepnun
http://biblioclub.ru/index.php?page=book&id=253702 : lupext- Menua,
2014
6.1.2. lonoiHUTEIbHAS TUTEPaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue Wznarenscrso,
JI2.1 |bapuxun A.b. KanpoBoe 1enonpon3BoACTBO : MpakTHYECKoe mocodue Mocksa :
http://biblioclub.ru/index.php?page=book&id=89682 KHukHbIH MuD,
2009
JI12.2 |Kynses H.H. JlokyMeHTOBeIeHHEe: yueOHHK Mocksa : Jloroc,
http://biblioclub.ru/index.php?page=book&id=84880 2011
JI2.3 |I'pososa O. C. JenonpounsBoacTBo: yuebHoe mocodue Womkap-Ona:
http://biblioclub.ru/index.php?page=book&id=439196 IrTy, 2015




J12.4 |Ko3una E.C. Jlenonpou3BOACTBO : y4eOHO-METOANYECKOE ocoOue Mockaa :

http://biblioclub.ru/index.php?page=book&id=141469 Hupekr-Menua,
2013
JI2.5 |JloBueBa M.B. VYmpasrneHue nepcoHaIoM: TEOPHS U MPAKTHKA. Mockaa :
Jlenonpoun3BoCTBO B KaJpOBOii ciryx0e : IIpocnekr, 2014

y4eOHO-MIPAKTHIECKOE TIOCOOHE

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

6.2 Tlepeyens MPOrpaMMHOTO ofecnedyeHns

- 1C:IIpeanpustue 8. KoMmiekT a1 00y4eHus BBICHIMX U CPEAHUX YUeOHBIX 3aBEJCHUM

- Acrobat Reader DC

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

- GIMP

- Microsoft Access 2016, 2019

- Microsoft Office 2016 Professional Plus (ITaket mporpamm Word, Excel, Access, PowerPoint, Outlook, OneNote, Publisher)

- Microsoft Office 365 Pro Plus - subscription license (12 month) (ITaket mporpamm Word, Excel, Access, PowerPoint, Outlook,
OneNote, Publisher, Skype for Business, OneDrive, SharePoint Online)

- Microsoft Project 2016, 2019

- Microsoft Visio 2016, 2019

- Microsoft Windows 10 Education

- Microsoft Windows 7/8.1 Professional

- XnView

- ABTOMaTH3MpOBaHHAs CHCTEMa YIpaBJieHHUs perHoHaIbHO# cucteMoit oopasoBanus (ACY PCO) «CereBoii ['opoa. O6pa3zoBanue»

- Apxusarop 7-Zip

- [IporpammHas cuctema aiist 0OHApY>KEHHUS TEKCTOBBIX 3aMMCTBOBAHHH B yIEOHBIX U HAYYHBIX pa0doTax «AHTUILIaruaT.BY3»

- Cucrema OusHec-MonenupoBanus Business Studio 4.0

6.3 Ilepevyenb MHGPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

- Elsevier (6a3a manusix «Freedom Collection» u komtekiin anekrponnsix Kaur «Freedom Collection eBook collectiony,
HAIMOHAIbHAS MMOJIMUCKA HA TIOJIHOTEKCTOBBIE PECYPCHI)

- SCOPUS wmsparenscrsa Elsevier

- SpringerNature (HanuOHaJIbHAS MOJUCKA Ha IOJIHOTEKCTOBBIE PECYPChI)

- ba3a maHHBIX MEXyHAPOHBIX HHIIEKCOB Hay4YHOTO IuTHpoBaHus Web of Science

- BJ1 «Polpred.com. O630p CMM»

- YUC POCCHA

- OBC «E-LIBRARY.RU»

- 9bC «PYKOHT» (Konrekctym)

- OBC «YHuBepcurerckas OubIroTeKa OHIAWH

- OBC «FOPANT» (Komnekius JlereHjapHbie KHUTH)

- 1C:UTC ITPO® BY3

- NudopmarmonHo-obpa3oBartenpHas nporpamma «Pocmerom»

- CIIC «I'’APAHT-AHanutuk»

- CIIC «Koncynprant-Ilmocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCITUITJIMHBI (MOY JIST)




HaumeHoBaHue crieliuaabHOTO MOMEIICHHS: TOMEIICHHUE Il CAMOCTOSITEIbHONW paboThl, UuTanbHbii 3a71. OCHAIICHHOCTD:
TIK-4mr., [Ipunrep-1mr., Tenedon-1mr., [Tucemennslit cton-4 mr., [Tapra-2 mwr.

HaumenoBaHue crieriuanbHOrO MOMEIIEHH: yueOHas ayIMTOPHUs sl TPOBEICHUS 3aHATHH JIEKIIMOHHOTO THIIA,
MPAKTHIECKUX 3aHATHH, HHIUBUAYATIbHBIX KOHCYIbTAlU, TPYIIIOBEIX KOHCYIbTAlNi, TEKYIIEr0 KOHTPOJIS,
MIPOMEXYTOYHOH aTTecTauuy, YuyeOHas ayauropus. OcHaieHHOCTh: KoMruiekT yueOHoi Mebenu, MenoBasi J0cka, HOyTOyK,
MPOEKIIMOHHOE 000pyI0BaHKEe (MYJIbTUMEIHIHBIA IPOCKTOP M IKPaH).

8. METOAUYECKHE YKA3AHMUS I10 OCBOEHHIO JUCIUITIJIMHBI (MOAYJIST)

Mertoaudeckie peKOMEHIALNH IS IperojaBaTeell 1 CTyIeHTOB 10 OpraHU3alluy H3YYeHHUS JUCIUILUTAHB

Y4eOHble 3aHATHA CTPOATCS C YYETOM TOTO, YTO TEOPETHYECKHE 3HAHMUS, M0Jy4aeMble CTYIGHTaMHU B XO/I€ JICKIIMOHHBIX 3aHATHH, Ha
MPAKTHIECKUX 3aHATHAX IPOPaOaTHIBAIOTCS Ha MPUMEPE KOHKPETHBIX I CMOICIMPOBAaHHBIX opranu3anuii. Ha nmpakrnaeckux
3aHATHAX POPMUPYIOTCS S3bIK U CTHIIB €JI0BOTO MHCbMa, OTpabaThIBAIOTCS PAaBUIIAa COCTABICHUS U 0(pOPMIICHUS Pa3InYHbIX
YIIPaBIEHIECKUX JOKYMEHTOB. K MpaKTHYeCKUM 3aHATHAM CTYIESHTHI TOTOBSTCS, aHATN3UPYS MaTepHaIbl JIEKINH, yaeOHBIX ITOCOOMIt
U crienuajbHyto Jureparypy. C ydeToM IeH U 3a/1a4 Kypca 3aHATHS CO CTYICHTaMU NPOBOATCS (POHTAIBLHO, MHAMBUIYAIBHO U B
MHUKpOTpyImax mo 4-6 4enoBex.

PazpaboraHHbIe 3a7aHNsI HA KOHTPOJIBHBIE MEPOIIPUATHS, BKIIOYAIONINE B €051 KPUTEPHUU OLEHKH BBIIOJIHEHHS 331aHus,
o0ecreynBaloT LeeHAPaBISHHYIO MOJrOTOBKY CTY/ACHTOB K OBJIAJACHHIO 3alaHHBIMH 00pa30BaTeIbHBIMH pe3yiibTaTaMu. MTorosas
OIIEHKa KauecTBa C(OPMHUPOBAHHBIX 00Pa30BATENBHBIX PE3YJIbTATOB OCYLIECTBIISIETCS B COOTBETCTBUHU C PEUTHHIOM CTY/ICHTA.
Texymmid, MPOMEKXYTOUHBIA U UTOTOBBIA KOHTPOJIIb 10 TUCHHUIUIMHE «J]eIonpon3BoICTBO B JMHAHCOBO-IKOHOMHYECKHX
MOJIpa3IeNICHUSX MPEIIPHUITHSD OCYILECTBISETCS B COOTBETCTBUH ¢ OaITIbHO-PEHTHHTOBON KapTOM.

WITOTOBEII KOHTPOJIB 110 Y4EOHOH AUCUUILTHHE «J{eIonpon3BOICTBO B (PHHAHCOBO-YKOHOMHYECKUX TTOIPa3AeIeHIX MPEANPUITAD
MPOBOJUTCS B BUJE TU(PepeHInPOBAHHOTO 3a4eTa B MUCBMEHHOH (QopMme.




IIpunoxenue

BaniapHO-peHTHHTOBas KapTa AUCHUILIHHEI «/{enonpon3BoACTBO B (PMHAHCOBO-OKOHOMHUYECKUX MOAPA3ACICHISIX IPEATIPUITHSN

Bun koHTpOIS MuHHEMATEHOE KOJMYECTBO 0AJIIOB MakcHManbHOE KOIHYECTBO OAIUIOB

Mopnyns 1. Jlenonpon3BoAcTBO B pUHAHCOBO-PKOHOMHUYECKHX MOPA3ACICHUAX IPEIIPHUSITHS, €T0
3aKOHOJIATENIFHOE M HOPMATHBHO - METOJIMYECKOE PEryIMPOBAHIE
TekyImuii KOHTPOJIb IT0 MOJTYITIO 12 20
1 AynuropHast paboTa - -
2 CamocrosiTenbHas paboTa (crnenuaibHble 00si3aTebHbIe (HOPMBI) 3 6
3 CamocrostenbHas padoTa (cnenuanbHble GopMbl Ha BEIOOP CTYICHTA) 5 8
KoHTpoIbHOE MEPOTIPUATHE IO MOTYJIIO 1 4 6
Mopnyns 2. TexHomorun BeACHUS JSTOMPOU3BOJICTBA B OPTaHU3ALNH, YIPEKICHUN

. 13
Texymumii KOHTPOJIb IO MOAYJIIO 24
1 AyautopHast paboTa - -
2 CamocrosiTenbHas paboTa (crnenuaibHble 00s3aTeIbHbIe (HOPMBI) 3 6
3 CamocrositenbHas pabora (crnenuaibHble OPMBI Ha BRIOOD CTYICHTA) 6 12
KOHTpOJIbHOE MEPONIPHATHE IO MOAYIIIO 2 4 6
Monyinb 3. CocraBieHue U opopMIIeHHE TOKYMEHTOB B OpraHU3aIMN

. 11
Texymmii KOHTPOJIb IO MOAYITEO 17
1 AynutopHas pabota - -
2 CamocrositenbHas padoTa (crenuanbHble 00s3aTenbHble GopMbl) 3 6
3 CamocrositenbHas pabora (cnenuaibHble OPMBI Ha BRIOOD CTYICHTA) 4 6
KOHTpOJIBHOE MEPONPHATHE TI0 MOAYITIO 3 4 5
Monyns 4. Homenknarypa zen

. 13
Tekymuidi KOHTPOJIB IT0 MOJYITIO 21
AynuropHas padoTa - -
CamocrositenbHas padoTa (crenuanbHble 00s3aTenbHble GopMbl) 3 6
CamocrosTenbHas paboTa (crnenuaibHbie OPMBI Ha BEIOOD CTYICHTA) 5 5
KoHTpoJIbHOE MeponpusTHE 110 MOAYJIIO 4 5 8
ITpoMesxyTouHast aTTecTalys (0 BCEM MOIYIISIM) 49 80
3auer ¢ oleHKOH (MprubaBKa K pe3yJIbTaTy MPOMEKXYTOYHOTO KOHTPOJIS HE MOXKeET ObITh Oosiee 20 6ayuioB)
HUTtoro: 56 100




Bun xonTpons

ITpumeps! 3a1aHK, KPUTEPHU OLICHKU
¥ KOJIMYECTBO 0ajioB

Temsl U1 U3ydeHus
1 00pa3oBaTeNIbHBIC PE3YIIBTATHI

Moayib 1. [1enonpou3BoJCTBO B (PHUHAHCOBO-

9KOHOMUYCCKUX TMOAPA3ZACIICHUAX MPCANPUATHSA, €r0 3aKOHOAATCIbHOC M1 HOPMATUBHO - MCTOAUYCCKOC PEryJIMPOBAHNC

Texymuit KOHTPOJIb IO MOAYITIO

Tema 1. HopmaTtuBHO-3aKOHOJATENFHBIE OCHOBBI CUCTEMBI
JIeNIONIPOU3BO/ICTBA
Tema 2. Cucremsl jokyMeHTanuu. CTanaapTH3anus 1 yHUQUKAIHS

JJIOKYMEHTOB.
1 | CamocrosrensHas paboTta Ipumep 3aganus: 3HATh:
(cnenuanbHble 00s3aTenbHble popMbl) | Hamummre pa3BepHyThI 0TBET Ha TeMy: «J{OKYMEHT U €r0 (QyHKIUM. - JEUCTBYIOIUE TIOCYNapCTBEHHBIE HOPMATHBHO-METOAUYECKUE
Kpurepuu oneHku. JIOKYMEHTBI, periaMeHTUpYoIne JIOKYMEHTHPOBaHUE
Kpurepuii / Onenka Brimonnen Beimon He yIpaBJIEHYECKON JIEeATENBHOCTH; - JelicTByIoImHMe
MIOJIHOCTBIO HEeH TOCYIapCTBEHHBIE ~ HOPMAaTUBHO-METOJUYECKUE  JIOKYMEHTBHI,
YaCTHY | BHINOJHEH perlaMeHTHPYIOIIUE JeSITeIbHOCTh OpraHu3alui;
HO - CTPYKTYpY CUCTEM JOKYMEHTAllUY;
PackprITO OCHOBHOE TTOHSTHE 2 banna 1 Gamn 0 6anoB - TpaBWia COCTABNCHHA M OGOPMICHHA  YIPAaBICHICCKHX
JOKYMEHTOB (IOCyJapCTBEHHbBIE CTAHIAPTHI HA TOKYMEHTALIHIO).
TlepencieHyl Bee 2 Ganna 1 6amn 0 GaIIoB -HOPMBI IIpaBa U HOPMATUBHO-IIPABOBBIE aKThI, PErYIUpPYIOLIUE
COCTABISIIONIAE SIEMEHTHI B3aMMOOTHOIICHUS OPTaHU3AIMH U KOHTPOJIUPYIOIIUX OPTaHOB;
(cTpykTypa) mpeamera
(stBIICHMST)
Jlana xapakrepucTuka 2 Gamma 1 Gamn 0 GayuioB
COCTaBJIAIOIIUX 3JIEMEHTOB
(CTpyKTYpHI) IpeaMeTa
(stBIICHMST)

3 | CamocrosrenbHas paboTa
(ctienmanbHBIE GOPMBI HA BHIGOD
CTYJICHTA)

IMpumep 3ananus:1. U3yunTs TpeOOBaHUS COBPEMEHHBIX 3aKOHOJATENIBHBIX,
HOPMATUBHBIX  aKTOB W  HOPMATUBHO-METOJMYECKHX  JOKYMEHTOB,
pEernaMeHTUPYIOIIMX  BONPOCHI  OPraHM3alMd  JOKYMEHTAallMOHHOTO
obecrieyeHus nesTeNlbHOCTH. Ha ocHOBe COOpaHHBIX MaTepHaIOB HAIUCATh
AQHAJTUTHYECKYIO PabOTy, PaCKPBIBAIOLIYIO CIEAYIOLINE BOIPOCHL:

« [lenn rocymapcTBenHoro perymuposanus JJOY

o JlebuHHULNS TOHATHHA «IEIOMPOU3BOJACTBO» U «IOKYMEHTALMOHHOE
oOecreyeHne ypaBieHUeY.

*  XapakTepucTHMKa  3aKOHOJATENbHBIX M  HOPMAaTHBHBIX  aKTOB,
pernmameHTHpymUX Borpocsl JOY

* JlokanpHble HOpPMAaTHBHBIE aKThl KaK OpraHM3allMOHHAash OCHOBa

JEOTIPOU3BOJICTBA
* [IpoGnems! perynupoanus JJOY
Kpurepnu oneHkH.
1. PackpbIThl OCHOBHBIE 3JIEMEHTHI aHATUTHYECKOW paboThl (o 1 Gamry 3a
Ka)K/bIii apryMEHTHPOBaHHBI OTBET)
2. IlpennoskeHsl BapuaHThI penieHus npoodseM perynuposanus JOY. (1-3

OaJu1a B 3aBHCHMOCTH OT 00OCHOBAHHOCTH NPEAJIONKEHHOI'O pGIHeHI/Iﬂ).

YMETB:
- aHAJIM3MPOBATh 3aKOHOJATENILCTBO U NPAKTHKY €TO IIPUMEHEHHS.




KoHTponbHOE MeponpHUATHE 10 MOIYIO 1

ITpumep 3apanus:

Ha ocHoBe n3yueHHst COBpeMEHHBIX HanpasieHuid u popm JJOY
CIPOEKTUPOBATh MoJienb opranuzanuu IOV (B Buae Npe3eHTalUU IPOEKTa)
JU1s1 PUHAHCOBO-3KOHOMUUECKUX HOAPa3eICHUl IpeAnpusTust

Kpurepun orieHKH (BBITOTHEHHE Ka)KI0TO KPUTEPHs OlleHNBaeTcs B 2 Oaa,
€CIIM BBIIOJIHEH NIOJHOCTBIO, B 1 OaJll, €ClIU BBIIOJIHEH YaCTUYHO).

1. BeiOpano yupexaeHue (MpeanpusaTue) JUisl IEMOHCTPAIMH OpraHH3aluu
HOVY.

2. Omucana cucrema opranuzaimu JIOY B BbIOpaHHOM YYpEKICHUU
(mpeanpusitun).

3. Ob6ocHOBaHa HEOOXOJUMOCTh HM3MEHEHHH (TOCTOSIHCTBA) OpTraHU3AIMU
JOVY B BEIOpaHHOM y4pexIAeHUU (IPEIIPUITHH).

4. Ilpennosxena cBost Mmoenb opranm3anmu JJOY.

5. Mogens oopMieHa B BUJE NPE3EHTALUH IPOEKTA.

3HATb:

-TpeOOBaHMs K  TOJNy4eHUIO (MOJHOTA, CBOEBPEMEHHOCTb,
HE3aBHCUMOCTh, JIOCTOBEPHOCTH), MepepaboTKe U XpPaHEHHIO
nHpOpMaIIHH.

YMETh:

- IPOCKTUPOBATh OJNAHKK W  YHHQDUIHMPOBAHHBIE  (OPMBI
JOKYMEHTOB;

- aHAJM3UPOBATh 3aKOHOJIATENILCTBO U MPAKTUKY €r0 MPUMEHEHHS;
- obecrieynTh  COOJIOJICHHUE JIOKYMEHTOB  JICHCTBYIOIIEMY
3aKOHOJIATEIIbCTRY.

[TpoMeKyTOUYHBII KOHTPOJIb

Moayne 2. TexHOIOTHN BEACHUS JEIONPON3BOICTBA B OPTaHN3ANNH, YIPEKICHUN

Texymuii KOHTPOJIb IO MOAYJIIO

Tema 3. JIokyMEHTOOOOPOT B OpraHU3aluU

Tema 4. OcHoBHBIE TpeOOBaHUS K 0(OPMIICHHIO YIPABICHIECKUX
(OpraHU3AIOHHO - PACTIOPSAUTENBHBIX) JOKyMEHTOB

Tema 5. CoBpeMEeHHOE JeJI0BOE MMUCHMO

1 | CamocrosrensHas pabota
(cnenuanbHble 00s13aTeIbHBIE HOPMBI)

[Ipumep 3ananus:

Hanwummure pa3BepHyThIid 0TBET Ha TeMy: «OCHOBHBIE 3Tallbl JIBUKCHUS
JOKYMEHTOB B OpTaHHU3aIHN».

Kpurepuu onieHkH:

Kpurepnii / Ouenka Brimmonaen Brimon He
HIOJIHOCTBIO HEH
YaCTHY | BBIMOJHEH
HO
PackpriTo ocHOBHOE TIOHATHE 2 Gamma 1 Gamn 0 6ammoB
Ilepeuuncnens! Bce 2 Ganna 1 Gamn 0 6annoB
COCTAaBJISIIOIINE DIIEMEHTEI
(cTpykTypa) npeaMera
(stBNIeHMS)
Jlana xapakTepucTuKa 2 Ganna 1 Gamn 0 6annoB
COCTaBIISIIOIINX 3JIEMEHTOB
(cTpyKTypBl) IpeaMeTa
(stBNICHUS)

3HATh!

-[IpaBUIa COCTaBJICHUS ¥ 0OpMIICHUS YIIPABIECHUECKUX
JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI ODUIIHANTEHBIX JOKYMEHTOB);

- OCHOBHBIE METOJIBI, CIOCOOBI U CPEACTBA IOJyIeHUs, XPAHSHHUS H
nepepaboTKu HHPOPMALINY;

- TpeOOBaHUs K PALMOHATIBHON OpraHu3auu paboTl C
JOKYMEHTaMH B YCIIOBHSX HCIIOJIB30BAHMS B alapaTe yIpaBIeHHs
OpraHU3alMOHHON U BBIYUCIUTEILHOW TEXHUKHY;

- KaHaJIBl TOBEJCHUS NHPOPMAIIHH 10 COTPYIHUKOB OpTaHH3aLUH.
WH(QOPMALIMOHHBIE TEXHOJOT'MH, UCIOJIb3yeMble TIpH  cOope,
00paboTke, XpaHEHWH W 3aIuTe WHOOPMALUM;,  yCTPOWCTBA
CO3/laHMsl  DJEKTPOHHOM  yNpaBIEHYECKOH uHpopmanumy,
JJIEKTPOHHBIE CIPABOYHBIE CIY)KOBI (BHIEOTEKa, TEICTEKCT,
TeneaBTorpad), KaHaJNbl M CETH OJICKTPOHHOW TOYTHI IS
JOBeieHHsT HH)OPMALMH 10 MO TINHEHHBIX;

3 | CamocrosrensHas paboTa
(cnenmanbHbIe POpMBI HA BEIOOD
CTYJICHTA)

[Tpumep 3aganus:

CoBepIIeHCTBOBaHHE JOKYMEHTOOOOPOTa: OpTaHW3alUs PaIOHAIIBHOTO
JBIDKEHHS JOKYMEHTOB BHYTPH MPEIIPUSTHS.

Kpurepun orieHKu: (BBIMIOTHEHNE KAXKI0TO KPUTEPUS OIICHUBaeTCs B 2 6asuia,
€CJIM BBITIOJIHEH MTOJIHOCTBIO, B 1 0aji, €CIM BBITIOJHEH YACTHYHO).

1. BeiOpano yupexaenue (IpennpusTue) A IeMOHCTPAUN OpraHU3aIiui

YMETh:

- I0JIb30BaThCS YHU(UIMPOBAHHBIMU JOKYMEHTAMU;

- Ha OCHOBE IPOIPaMMHOI0 O0ECIEYEHUs KIacCHPHUIUPOBATH U
CHCTEMATH3UPOBAaTh JOKYMEHTHl HA CTaiUH HX OOpabOTKH H
XpaHeHus,

- OpraHU30BaTh JOKYMEHTOOOOPOT Ha HPEIIPHATHH, HUCIONB3Ys




HOVY.

2. Ommcana cucrteMa JOKYMEHTOOOOpPOTa B BBIOPAaHHOM YYPEKICHUH
(mpeanpustun).

3. TIIpoaHanu3upoBaHEI
OpraHM3aIvy.

4. PacKkpBITEI OCHOBHBIC HEJIOCTaTKH OpraHH3alMU JOKYMEHTOO0OpoTa
(o6ocHOBaHA 3QPEKTUBHOCTH MCIIOIB3YyEMON CXEMBI JOKYMEHTO000POTa).

5. IlpemnoxeHbl cHOCOOBI COKpaIIeHHs ITOKYMEHTOO0OpOTa C IelbIo
COKpaIIeHHs BpeMEHH ABWKEHHS JOKYMEHTOB B OPTraHU3alUH.

6. JlaHa orieHKa pealbHOCTH MPEJIOKEHHBIX BapUAHTOB PAIlMOHATH3AIUH
JIOKYMEHT0000pOoTa.

OCHOBHBIC DJTallbl JABWXXCHHUSA HJOKYMCHTOB B

ocHOBHbIE oO¢ucHble nporpammbl: Microsoft Office Word,
Microsoft Office Excel u np.;
- TPHMEHSATH METOAbl ONTHMH3AIMH  JOKYMEHTOIIOTOKOB

TOCPEACTBOM HCIIOJIb30BaHUS KOPIIOPATUBHBIX I/IH(i)OpMaIlI/IOHHLIX
CHUCTCM.
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Ipumep 3amaHus:

CocTaBHUTh MOJIENb OPraHU3AINH JOKYMEHTO000pOTa (HCTIOIb3ys MaTePHAIbI
KOHKPETHOTO TIPEANPHATHS WIN COOCTBEHHYIO pa3pabOoTKy) IO OJHOMY H3
BBIODAHHBIX HAIPaBICHHUI JABIDKCHHS JOKYMCHTOB (IBI)KCHHE BXOJISIIUX
JOKYMEHTOB, HCXOSIIUX JOKYMCHTOB, BHYTPEHHHUX JOKYMEHTOR). BBIMOnHss
3a/1aHHe HEOOXOAUMO OTIPEIeNIUTh COCTaB JOIDKHOCTHBIX JIMII, YIaCTBYIOIINX
B 00paboOTKe W MWCIIOJIHCHUM JOKYMCHTOB; H3YYUTh CXEMBI IBHKCHHS
JTOKYMEHTHBIX MOTOKOB opraHm3anui. COCTaBHTh OIEpOrpaMMy ABIDKCHHS
JnokyMeHTOB. OrneporpaMma BXOISAIIUX JOKYMEHTOB JOJDKHA OTpakaTh
HepeMelieHre JOKYMEHTOB OT MOMEHTa IpHeMa IO TOJIIMBKH HUX B JEN0
Hociie 3aBeplieHHs HchoynHeHus. OneporpamMma HCXOMIIMX JOKYMEHTOB
JOIDKHA OTpakaTh MepeMeleHNe JOKYMEHTOB OT MOMEHTa MOATOTOBKH HX
HPOSKTOB IO OTHNPAaBKM HMX U3 ydpexaeHus. Omeporpamma IBIKCHUS
BHYTPEHHUX JOKyMEHTOB — OT MOMEHTa IIOATOTOBKH TIPOEKTa JOKYMEHTa JI0
HOAIINBKH B AEJO.

Kputepun oreHKH (BBIITONHEHHE KaXJI0T0 KPUTEPHUs OLICHUBAeTCs B 2 Oaina,
€CJIM BBITIOJTHEH MOJHOCTBIO, B 1 0allI, ecii BBIIOTHEH YaCTHIHO).

1. Omnwmcana MoJeIb OpraHU3alUM  JOKyMEHTO00OpOTa  (MCHONB3YS
MaTepHaIsl KOHKPETHOTO TPEATIPUSTHS UM COOCTBEHHYIO pa3paboTKy).

2. OmpeneneH cOCTaB JODKHOCTHBIX JIMI, YYacTBYIOIIMX B 00paboTke U
UCIIONTHEHUH! JOKYMEHTOB.

3. HpCLlCTaBJ'IeHbI CXEMBbI IBMKCHHUA JOKYMCHTHBIX ITIOTOKOB OpraHu3aluu.

4. CocraBneHa oreporpamMmMa JBIDKEHHS JOKYMEHTOB C y9€TOM CTaHIapTHOM
CXEMbI IBHXKCHUA T10 Bbl6paHHOMy HarpaBJICHUIO.

5. TpemnoxkeHBl BapHaHTH ONTHMH3AIUM JBIDKCHHA JOKYMEHTOB B
OpraHHU3aIMH.

YMETb:
- ICIOJIb30BaTh KOPIIOPATHBHBIC MH(MOPMAIMOHHBIC CHCTEMBI IS
BBINOJHEHUS.  TEXHOJOTMYEeCKUX omepaiuil 1o  oOpaboTke

KaJpoBOH HHPOPMALINH;

- HUCTONB30BaTh TEXHUYECKUE CPEACTBA U JIOKAJbHBIE CETH B
JOKYMEHTAI[MOHHOM 00ECIICUCHNH [IePCOHAa OPraHH3alHu;

- OPUMEHATh METOAbl  ONTUMH3AIUH  JIOKYMEHTOMOTOKOB
MOCPEICTBOM HCIIOIb30BaHUSI KOPIIOPATHBHBIX HH()OPMAIIHOHHBIX
CHCTEM;

- OCYIIECTBIISITH KOHTPOJb 38 pealn3aldeil YIpaBIeHYECKUX
pelieHuil  MOCPEACTBOM  KOPHOPATHBHBIX — MH(MOPMAI[HOHHBIX

CTPYKTYD.

[IpomMexyTOUHBI KOHTPOJIb

Monyib 3. Cocranenue u 0oopMIIeHHE TOKYMEHTOB B OpraHU3aliy

Texymuii KOHTPOJIb IO MOAYIIIO

Tema 6. Opranu3zalMOHHBIE JOKYMEHTBI, UX COCTABICHUE U
odopmiieHue

Tema 7. PacnopsmutenbHbIe JOKYMEHTEI, HX COCTaBICHHUE U
odopmiieHue

Tema 8. NH(opMarMOHHO-CIIPAaBOYHBIE JOKYMEHTHI, HX
cocrapieHne U oopMIICHHE

Tema 9. KagpoBas fokyMeHTalMsl




1 | CamocrostenpHas pabora
(crienasibHbBIC 00s3aTENbHBIE HOPMBI)

[Ipumep 3aganus:

Hamummre pa3BepHyTHIH OTBET Ha TEMY:
0(OPMJIICHUIO OPraHU3aLMOHHBIX JOKYMEHTOBY.
Kpurepun ouieHKH: CM. BBIIIE.

«O6mue TpeboBaHUS K

3HATB!

- 0COOCHHOCTH YCTHOM MyOJIMYHON pPEUH.

- TpeOOBaHMS K OpraHU3alUd JEJIONPOU3BOJCTBA, MpPaBUIIa
oopmiieHus1, BEICHHUS U XPAHCHUS JOKYMECHTAIIMHU, CBSI3aHHOW C
BHEJIPEHHEM TEXHOJIOTHYECKUX, MPOAYKTOBBIX HMHHOBAIMH WIIH
OpPraHM3al[MOHHBIX WM3MCHEHUH, KaJpaMd H UX JBIKCHUEM
(mpuemMoM, TepeBOIOM, TPYIOBOH NESITEIFHOCTEIO U YBOJILHEHUEM
pabOTHHKOB);

- yHudunupoBaHHbie popMbl 00pabOTKH KapoBOW HHPOPMAIIUHY;
- COBPEMEHHBIE METO/IBI ITEPEBO/Ia HH(OPMAIMH B YIPABICHUSCKIE
JOKYMEHTBI: COCTABIEHHE PACIIOPSDKEHUH, IPUKA30B, HHCTPYKIIUHA
U IPYTUX YIPaBICHYSCKUX JTOKYMEHTOB;

3 | CamocrosrenpHas pabota
(cmierrasibHbIC (OPMBI HA BBIOOD
CTYJICHTA)

IMpumep 3ananus: CocraBbTe IpHKa3 00 UTOrax pabOThl ¢ JOKYMEHTaMU B
2012 . B OAO «Pommna». B xoHCTaTHpyOMEH 9acTH yKaKATE HAa HU3KYIO
TpeOoBaTeIbHOCTh PYKOBOAUTENEH NMOApa3eNIeHUuil K KauecTBy MOATOTOBKU
JOKYMEHTOB M KOHTPOJIA 32 UX MCHOJHEHHEM. B pacnopsanTensHO# yacTu
oOparuTe BHUMaHUE PYKOBOAUTENEIl Ha MOBBINIEHUE TPeOOBATEILHOCTH K
paboTHHKaM B YacTé paboTHI ¢ HoKyMeHTamHu. JlaiiTe 3amaHue COTPYIHUKY,
OTBEUAIOLIEMY 3a JEJIONPOU3BOACTBO, pa3paboTaTb MEphl MO YIyUIICHUIO
9TOH pabOTHI.
Kpurepun oneHku (BBIIOJHEHUE KaXIOTO KpPUTEpHs oOlleHHBaercs B 1,5
0ata, eciy BBIITOJHEH MOJTHOCTHIO, B 1 0aJlI, €CIM BBIIIOIHEH YaCTUYHO).
1.ITpukasodopmien Ha OnaHKe OpraHU3allUM M COJAEPXKAT CIICLYyIOIIue
PEKBU3UTHI: HAMMEHOBAHNE OpraHU3alliH, HAaMMEHOBaHHE BUAA JOKYMEHTa,
JlaTa, peruCTPalluOHHBIM HOMEp, MECTO COCTaBJICHHUS, 3ar0JOBOK K TEKCTY,
OTMETKa O KOHTPOJIE, TEKCT, IOJIIKCh, BU3bI COITIACOBAHHS U O3HAKOMJICHHS,
OTMeTKa 00 UcroyHUTeNe (TIPH HEOOXOIUMOCTH).

2. B xoHcTaTupylomei yacTu oTpaxkeHbl (akThl U COOBITHS, MOCTYXKUBIINE
OCHOBaHHEM [T U3/1aHUs MTPHUKaA3a.

3. B  pacnopsgurenpHOM <~ 4yacTH  yKa3aHbl  IIPEIINMCHIBaEMble
pacropsauTeNbHbIe  ACUCTBHA  (3afaHus, IOPYy4YeHHs); HaMMEHOBaHHE
JOJDKHOCTEH, (haMUIINKM M MHULIUAIIBI JIUL, KOTOPLIM IIOPYYCHO BBIIIOJIHEHUE
3aJJaHUi WK KOTOPBIE SIBJISIOTCS. OTBETCTBEHHBIMH 32 BBIIIOJHEHHUE ITPHUKA3a;
CPOK UCTIOJIHEHUS TIPHUKa3a.

4. CobmronieH anroputM o(GopMIICHUSI IPUKa3a.

YMETb:
- IOATOTaBIIMBATh ITyOINYHOE BHICTYINICHHUE;

- IPUMEHsS IIPOrpaMMHOe 00ecIedeHue, CO3aTh yIpaBIeHIeCKHUe
JOKYMEHTBl B  TPaJUIMOHHBIX M  aBTOMAaTH3HPOBAHHBIX
TEXHOJIOTHUSIX;

- CHCTEMaTH3MpOBaTh JOKYMEHTHI IO BHJAM YIIPaBIEHUYECKOU
JeATeNIbHOCTU (OCHOBHAsl JEATeNIbHOCTh, PaboTa IO JINUHOMY
COCTaBY U T.JI.); UCTIONB3Ysl HH)OPMALIMOHHbIE TEXHOJIOTHH,

- BECTH [EJOBYI0 MEpenucKy; O(GopMIATH M COCTABILITH
yIpaBiIeHYeCKHe JOKYMEHTHI: IPUKa3bl, IPOTOKOJIBI, JOKJIAJAHbIE U
OOBSICHUTENILHBIC 3aITUCKH, CIIPABKH, aKTbI, TPYAOBbIE KOHTPAKTHI
(moroBopa), MpHUKa3kI 10 JINYHOMY COCTaBY; 0(OPMILITE TPYIOBbIE
KHWKKH, JTHYHbIE KAPTOYKH, INYHBIC eTa.

- (opmHpOBaTh MaKeT NOKYMEHTOB, OTPAXKAIOUIMX IEATEILHOCTH
OpraHu3allil B COOTBETCTBMHM C HOPMAaTHUBHBIMH TPEeOOBAaHUAMHU
KOHTPOJHMPYIOLIMX OpPraHoB M  HOPMAaTHBHO-METOJIUYECKUMHU
JOKYMEHTaMHu

KonTtponsHoe meponpusTue 1mo Moy 3

Ipumep 3amanms: Ha wmatepmane wu3BecTHoro Bam mpexnpusTus
IIPOJIEMOHCTPHUPYHTE peanuzaruio TEXHOJIOTHH OpraHu3aluu
JIeJIOTIPOM3BOCTBA NPU TIPUEME Ha BAKAHTHYIO JJOJDKHOCTb.
Kputepun orieHkH (BBIIIOJHEHUE KaXKIOTO KPUTEPHs OLleHUBaeTcs B 1 Oai,
€CITH BBITNOJIHEH MTOJTHOCTHIO, B 0,5 Oasuta, eciii BBIIIOIHEH YaCTUYHO).
1. OnucaHa cuTyauuss HM3MEHEHUs JCSITEIbHOCTH OpTaHU3alllH,
oTpaXkaroniasi He0OXO0IUMOCTh NPHUBJICYCHUS] HOBBIX COTPYIHUKOB;
2. CdopmynupoBaH nepedeHb TpeOOBaHUIT K BAKAHTHOW JOJKHOCTH;
3. CocraBlieHa JIMYHOCTHAs crenudukamms amsi oTdopa HYKHBIX

BJIAJIETh:
TEXHONOTHEH oOo(OopMICHUS MAOKYMEHTaUIMM TIpU IpUeMe Ha
BaKaHTHYIO JOJKHOCTb.




COTPYIHUKOB;

4. BHeceHsI HI3MEHEHNS B THIOBYIO JJOIDKHOCTHYIO HHCTPYKITHIO;

5. PazpaboTana opma aHKETbl Ha BaKaHTHYIO JOJDKHOCTb U (opma
OLIEHOYHOTO JIUCTA,

6. CocTaBiieH npuka3 1 0popMIIeH TPYAOBO# JOrOBOP

7. OdopMIIeHBI TMYHOE JeTI0, INYHAsl KAPTOYKA M TPYAOBasi KHIDKKA;

[TpoMexyTOUHBII KOHTPOJIb

Monyinb 4. HomeHKIIaTypa Je

Texymuit KOHTPOJIb IO MOIYITIO

Tema 10. O6muue TpeOOBaHMS K CHCTEMATH3AIMN JIOKYMEHTOB H
(hopMHUPOBaHHIO JIeIT
Tewma 11. [TogroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHIO

1 | CamocrostensHas padora
(crienrasibHBIC 00s3aTENbHBIE (HOPMBI)

[Ipumep 3aganus:

Hanummre pa3BepHyThIi OTBeT Ha TeMmy: «OCOOCHHOCTH COCTaBJICHHUS
HOMEHKJIATYpPhI JeJ1 OPTaHNU3AIHN.

Kpurepun oLeHKH: CM. BBIIIE.

3HATh!

- TpeboBaHHA K TIOMy4eHHIO (TIOJIHOTA,
HE3aBHCUMOCTh, JIOCTOBEPHOCTBD),
uH(popManuy;

- OCHOBHBIE METOIBI, CIIOCOOBI U CPE/ICTBA MOITYUCHUS, XpaHEHHS 1
nepepabOTKU HHPOPMALUY;

CBOCBPEMEHHOCTB,
nepepaboTke W XPaHCHHUIO

3 | CamocrosrenbHas paboTa
(crierrasibHBIC (HOPMBI HA BBIOOD
CTY/IEHTA)

[Mpumep 3ananus: CocTaBUTh ONKCH Ha Aena (IOCTOSHHOTO U BPEMEHHOTO
XpaHeHHUs1, MOAJIeKAIINE cAade B apXuB — Ha BEIOOp cTyneHTa). OnpenenuTsb
I0CJIEI0BATEILHOCTD PACIIONOKEHUS JIEN B OIHCH, COCTAB JIOJKHOCTHBIX
JIAL, IPUHUMABIINX YYacTHE B COCTABICHUH, BU3UPOBAaHHU U COTIIACOBAaHUHU
9THX JOKYMEHTOB

Kpurepun orieHkH (BBITOJIHEHHE KaXIOTO KPUTEPHUs OLIeHUBAeTCs B 1 6asm).
1. CocTaBieHa OIiCh Ha Jiena.

YMETh!

-Ha OCHOBE NPOTPAMMHOTO O0ecHedYeHus] KIacCUPHUIUPOBaTh U
CHUCTEMaTH3HpOBAaTh JIOKYMEHTHl Ha CTaAud HX 00paboTKH U
XpaHEHHUS;

- OCYLIECTBISITh aPXUBUPOBAHHUE YIPABICHYECKHX TOKYMEHTOB C
TIOMOIIBIO KOMIIBIOTEPHBIX IIPOTPaMM;

- IOATOTaBJIMBATh JOKYMEHTHI K XPAaHEHUIO, UCIIOJIb3Ys] OCHOBHbBIC

2. OmnpezesneHa mocie0BaTeIbHOCTh PACIONI0XKEHHS JeJT B OTIHCH. oducHeie nporpammbl: Microsoft Office Word, Microsoft Office
3. OmnpeneneH cocTaB JOJDKHOCTHBIX JIHL, IPUHAMABIINX yIaCTHE B Excel u np.
COCTaBJICHUHU, BUSUPOBAHUHN U COTJIACOBAHHU 3TUX NOKYMCHTOB.
4. CocraBieHa UTOroBast 3aIHCh.
5. BHYTpeHHSs1 ONUCh MOAMUCAHA COCTABUTENIEM.

KonTtponbsHoe Meponpusitue o  Mozyiro 4

[Ipumep 3aganus:
CocTaBUTh HOMEHKJIATYPY /€71 KOHKPETHOW OpraHu3alun
Kpurepun orieHKH (BBITOTHEHHE KaXKI0TO KPUTEPHs OlleHHBaeTcs B 2 Gaiuia,
€CJIM BBITMOJIHEH MOJHOCTHIO, B 1 GaJijI, €CJTM BBITIOJIHEH YaCTUYIHO).
1. BriOpano yupexaeHue (IpemnpusTHe) IS COCTABICHHUS
HOMEHKJIATypbl €.
2. IlpencraBiieHO IITATHOE PACIHCAHUE JUIS ONIPEAEIEHHS CTPYKTYPHI
HOMEHKJIATypbl €.
3. 3amosHeHsI rpadbl TAOTUIIEI OCHOBHOM YaCTH HOMEHKIIATYPHI e
4. TlpuBeneHa UWTOrOBas 3aluCh O KATErOPHSIX M KOJWYECTBE
3aBEJICHHBIX JIEII.
5. HomenknaTypa yTBepK/€Ha PYKOBOAUTENIEM OpPraHU3aLMH.

YMETb:

-Ha OCHOBE IPOTPaMMHOI0 00ecCHedYeHUs KIacCUPUIUPOBATh U
CHCTEMATH3MPOBaTh JOKYMEHTHl HA CTaAUH HX O0OpabOTKH H
XpaHEHHUS;

HpOMe)KyTO‘IHaSI aTTreCTauusa

IpencraBieHo B pOHAE OLECHOYHBIX CPEACTB LIS IPOMEKYTOTHOM
aTTecTallMy O AUCLMILINHE







