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1. IIEJIU M 3AJIAYH OCBOEHMSI IUCHUILIAHBI (MOY.JIST)

[enp xypca — 06ecrieynTh NOArOTOBKY CTYIEHTOB K COCTABJICHUIO U O(OPMIICHHIO OPraHU3allMOHHO — PacloOpsAUTEIbHBIX
JIOKyMEHTOB IIPH PeaIN3alUH yIIPpaBlIeHIeCKuX GYHKINH B GHHAHCOBO-IKOHOMHYECKUX MOAPA3ACTICHUIX MIPEATIPUITHSL

Kypc npennonaraetr HOArOTOBKY CTYIEHTOB K PEIICHHIO CIEAYIOINX 3a1a4 PpoQecCHOHaIbHON AeSTENbHOCTH:

AHAJIMTUYICCKAsA, HAYIHO-UCCJICJOBATEIIbCKAA ACATCIbHOCTD:

IIOUCK I/IH(i)OpMaI_[I/II/I I10 NOJIY4YCHHOMY 3aJIaHU1O, C60p 1 aHaJIM3 JaHHBIX, HeO6XOZ[I/IMI)IX JUISL IPOBEACHNS KOHKPETHBIX
OKOHOMHYECCKHUX PACYECTOB,

IOoATrOTOBKA I/IH(i)OpMaIII/IOHHLIX O630p0B, AHAJIUTHYCCKUX OTUCTOB,

MIPOBEJCHNE CTAaTUCTUIECKUX 00CIeIOBaHNH, OIIPOCOB, AHKETHPOBAHUS U NIEPBIUYHAsI 00pa0OTKA MX PE3YJIbTATOB;

Obnacth IPOheCCHOHANBHON IeITSILHOCTH BBITYCKHHKOB, OCBOMBIINX IIPOrpaMMy OakaiaBpuara, BKIOYACT: SKOHOMHYECKHE,
(brHAHCOBBIC, MAPKETHHTOBBIE, TPOM3BOICTBEHHO-O)KOHOMHYECKUE U aHATUTHYCSCKHE CITY)KObI OpraHu3allMil pa3iinyHbIX OTpaciei,
cdep u hopm COOCTBEHHOCTH; (PHHAHCOBBIC, KPEIUTHBIC M CTPAXOBBIC YUPEKACHHUS, OPraHbl FOCYJaPCTBEHHON U MYHHIMIATBEHOM
BJIACTH; aKaJIEMUUECKUE U BEJJOMCTBEHHBIC HAYIHO-HCCIICIOBATEIBCKUE OPTaHU3AIMH; YUPEKICHHS CHCTEMBI BBICIIIETO M CPEITHETO
po¢)eCCHOHANBLHOTO 00pa30BaHuUs, CPETHETO 00IIEro 0Opa3oBaHusl, CHCTEMBI IOTIOJHUTEIBHOTO 00pa30BaHHUSI.

O6bexTamMu podecCHOHANBHOM AESTEIbHOCTH BBIITYCKHUKOB, OCBOMBIIHUX IIPOrpaMMy OakaTaBpHaTa, SBISIOTCS HOBEICHHE
XO3SHMCTBYIOIUX ar€HTOB, UX 3aTPaThl U PE3YNIbTATh, (PYHKIMOHUPYIOIINE PHIHKY, (PUHAHCOBBIE U HH(POPMALUOHHbIE IIOTOKH,
IIPOU3BOJICTBEHHBIE IIPOLIECCHL

2. MECTO JUCHHUTIIIUHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

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

2.1|Tpe603mﬂm K NPeIBAPUTETbHOI MOATOTOBKE 00yYaIOLIEerocs:

CopeprxaHre JUCIHUIDINHBI 0a3upyeTcs Ha MaTepHae:

UnrepHeT-TexHONMOTMH B GUHAHCOBOH nesrenpHOCTH/KopnopaTuBHble HH)OPMAIIOHHBIE CHCTEMBI B GMHAHCOBOM CEKTOPE

OCHOBEI MCHCXKMCHTaA

Mertonbl NPUHATHA PELICHUI

Pycckuii s3Ik U KyJbTypa pedn

[IpaBoBOE perynupoBaHue TPYAOBBIX OTHOLICHHUH B (UHAHCOBO-?)KOHOMHUYECKHX MTOpa3IesICHHUIX IpenpusaTis/ TpynoBoe
3aKOHOZATEJILCTBO B YIPABJICHUH MIEPCOHANIOM (PUHAHCOBO-DKOHOMUYECKUX MOPa3ICIICHUN TPEATIPUATHS

2.2| JucuumianHbl (MOIYJIM) U NPAKTUKH, VIS KOTOPbIX 0CBOEHHE TAHHOM TUCHUILIMHBI (MOIYJIsl) HEOOXOAMMO KaK
npeauIecTByIonee:

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

HpOGKTI/IpOBaHI/Ie 6I/I3HeC-HpOHeCCOB B (I)I/IHaHCOBO-BKOHOMI/IIIeCKI/IX noapasaAC/ICHUAX MPECANPpUATHSA

TexHomoruu (I)I/IHaHCOBOFO cepBHCa

VYnpasieHue NpoeKTaMu B (PUHAHCOBO-?KOHOMUYECKHUX MOAPA3ACIEeHUIX IPeIPpHUsTUs/ MeToIbl IPOEKTHOTO YIIPABIEHUS B
(MHAHCOBO-?KOHOMHYECKHX MOAPA3ICNCHHUSAX TIPEATIPUSTHS

3. KOMIETEHLUY OB YYAIOIETOCS, ®°OPMUPYEMBIE B PE3Y.JIbTATE OCBOEHMSI U CLIUIIIAHBI
(MOJLYJIST)

MK-4: cniocoGHOCTHIO HA 0CHOBE OMUCAHMSI YIKOHOMUYECKUX MPOIECCOB M SIBJIEHHI CTPOUTH CTAHAAPTHBIE TEOPETHYECKHE U
IKOHOMETPHYECKHE MO/IETH, AHATM3NPOBATH H COIEPKATEILHO HHTEPNPETHPOBATDH MOJTYYeHHBIE Pe3yJIbTaThI

3HaTh:

HOPMAaTHBHO-TIPABOBEIE U 3aKOHOATENNbHEIE aKTHI, PETYIHPYIONIHE YIPaBICHUECKYIO IeITeTbHOCTh U KOHTPOIB 32 JICATETEHOCTHIO
opranusanuii B chepe aenonpouspoactsa; Tpedosanust [OCTa k opraHu3aiuu AeI0NpOU3BOACTBA, ITPaBUiIa 0HOPMIICHHS, BEICHHUS U
XpaHeHHs JOKyMEHTAIINH, CBA3aHHOH C TIPOM3BOCTBEHHON M KaJPOBOI AEATEIBHOCTHIO; YHHHIPOBAHHBIE (POPMBI JOKYMEHTOB;
nH(OpMAaIOHHBIE TEXHOJIOTHH, UCTIONIb3yeMble IIPH cOope, 00paboTKe, XpaHEHUH U 3aluTe HHPOpManuy; TpeOboBaHus K cO0py,
nepepaboTKe ¥ XpaHEeHHIO HH()OPMAIUK; CHOCOOBI M CPEICTBA MOTyIeHHs, XPaHEHHS 1 IepepaboTKH HH(POpMAIIH; TpeOOBaHNUS K
paLU/IOHaJ'IBHOﬁ Oopranm3annu pa6OTLI C IOKYMEHTAaMHU B YCJIOBUAX HUCIIOJIb30BAHUS B annapare yrpaBJICHUS OpFaHI/ISaI_H/IOHHOﬁ n
BBIYUCITATENBHON TEXHUKI; CIIOCOOBI TOBEIEHHS HH(POPMAIIUH 10 COTPYIHUKOB OPTaHHU3aUH. JeHCTBYIONINE TOCYIapCTBEHHBIE
HOPMATUBHO-MCTOANYCCKUEC NTOKYMEHTBI, PEIIIaMCHTHPYIOIINE pa60Ty C IOKYMCHTaMHU; BUIbI praBHqueCKOﬁ JOKYMCHTAIU,
IpaBMIIa COCTaBIICHHS W MIPUAAHUS IOPHIMICCKON CHIIBI YIIPABICHIECKAM JOKYMEHTAM.

Ymern:

0(OPMIIATE M COCTABIIATE YIIPABICHIECKHE JOKYMEHTHI: OpraHN3aOHHbIe, PACTIOPSAUTEIbHbIe, HH)OPMAOHHO-aHATHTHIECKHUE,
KaJpOBBIC; HCIONb30BaTh YHU(DUIIMPOBAHHBIE JOKYMEHTBI, OCYIIECTBIIAThH aHAIN3 IEHCTBYIONIEr0 3aKOHOAATENbCTBA, CBOEBPEMEHHO
KOPPEKTHPOBATh IPAKTUKY €r0 IPUMEHEHUS; GOPMUPOBATH NAKEThI JOKYMEHTOB, OTPAXKAIOIIUX 3aKOHHOCTb CO3JJaHUs U
JIeATEeNbHOCTH OpPraHU3aluK; O00ECIeunTh COOI0JeHHEe JOKYMEHTOB AHCTBYIOIEMY 3aKOHOATETbCTRY; (OPMUPOBATH
yIIpaBJICHIECKUE JOKYMEHTHI B TPAAUIMOHHBIX M aBTOMAaTH3UPOBAHHEIX TEXHOJOTHAX; HA OCHOBE OCHOBHBIX O()MCHBIX POTpaMM
OCYIIECTBIATH CUCTEMATH3AIMIO JOKYMEHTOB AJISI IIOATOTOBKH K XPaHCHUIO U C1aue B apXUB; CO3/1aBaTh OJAHKU U YHU(DHUIPOBAHHBIE
(OpMBI JOKYMEHTOB; UCIIOJIF30BaTh KOPIIOPATHBHEIE JIOKATBHBIE CETH JUIS ONTHMH3AINH PAOOTHI ¢ JOKyMEHTaMH, pa3pabaThIBaTh
JIOKyMEHTONIOTOKH JUTs1 3()(hEeKTUBHOCTHU peaIn3aliii YIPaBICHYECKHX PELICHHUH; OpraHU3aluu




KOHTPOJIbHBIX MEPOIPUATHH.

Baaners:

TEXHOJIOTHUEH Oq)OpMJ'ICHI/ISI JAOKYMCEHTAIITMOHHOTI'O COITPOBOXKACHUA IPOU3BOACTBEHHOI'O MJIK KaAPOBOI'O IIpoI1Iecca.

B pe3yabTaTe ocBOeHHSs JMCHUILIHHEI (MOAYJIs1) 00y4aloUIuiics 10/KeH

3.1|3H3Tb:

HOPMAaTHBHO-IIPABOBBIC U 3aKOHOIATEIbHbIC aKThI, PETYIHPYIOLIHNE YIPABICHYECKYIO IEITEIbHOCTh U KOHTPOJIb 33 ICATEIbHOCTHIO
opraHu3aimii B cdepe nenonpousBoctsa; tpedopanus 'OCTa k opranu3aiuy JAeI0IpOU3BOACTBA, PaBUIIa OPOPMIICHHUS, BEACHHS 1
XpaHeHHs JOKYMEHTAIIUH, CBS3aHHOM C IIPOM3BOICTBEHHON U KaIPOBOH ASSITEABHOCTHIO; YHH(HIHPOBAHHBIC (DOPMBI JOKYMEHTOB;
MH()OPMAIIOHHBIE TEXHOJIOTHH, HCIIONIb3yeMbIe TIpH cOope, 00paboTKe, XpaHSHHUHU | 3alllUTe HHPOPMAIUK; TpeOOBaHHS K cO0pY,
nepepaboTKe M XpaHEHUIO HH(OPMAIINH; CITIOCOOBI U CPEJICTBA MOTYUCHUS, XPAaHSHUS U TIepepaObOTKH HHPOPMAIUK;, TPeOOBaHHS K
paMOHATIBHON OPraHU3aHK PA0OThI C TOKYMEHTAMH B YCIOBHSX MCIIOJIb30BAHUS B allllapare YIPaBICHHUs OPraHU3alMOHHON U
BBIYUCIIATENBHON TEXHUKH, CIIOCOOBI TOBEICHHS HH(POPMALIMH A0 COTPYIHUKOB OPraHU3aLiH. ICHCTBYIOLINE TOCYIapCTBCHHBIC
HOPMATHBHO-METOINYECKHE TOKYMEHTBI, perlIaMEHTUPYIOLIHE paboTy ¢ JOKYMEHTaMH; BUIbI YIIPaBICHISCKON IOKYMEHTAIIHH;
MpaBHJIa COCTABJICHHS U TIPHIAHUS FOPHAMICSCKON CUIIBI YIIPABICHYSCKUM JOKYMEHTAM.

3.2|YMeTL:

0(OpMIIATE M COCTABIIATH YIIPaBIeHYECKNE JOKYMEHTHI: OpraHU3allHOHHbIE, PACTIOPSANTEIbHBIE, HH)OPMAIMOHHO-aHATUTHIECKHUE,
KaJJpOBBIE; UCIIOJIb30BAaTh YHU(PUIMPOBAHHBIE JOKYMEHTHI; OCYIIECTBIIATH aHAIU3 JEHCTBYIONIEr0 3aKOHOIATEIbCTBA, CBOEBPEMEHHO
KOPPEKTHPOBATh NPAKTUKY €ro MPUMEHEeHHNs; GOPMHUPOBATH MAKETHI JOKYMEHTOB, OTPAKAIOIINX 3aKOHHOCTH CO3TaHHS U
JIeSITeTIbHOCTY OpraHu3aluy; 00ecreduTh CoOI0IeHHE JOKYMEHTOB ACHCTBYIOIIEMY 3aKOHOAATENBCTBY; (POPMUPOBATH
yIIpaBJIeHIECKHE TOKYMEHTHI B TPaJHLIMOHHBIX U aBTOMAaTH3UPOBAHHBIX TEXHOJOTHX; HA OCHOBE OCHOBHBIX O(HCHBIX IIPOTPaMM
OCYILIECTBIISITh CHCTEMATU3AIMIO JOKYMEHTOB IS IIOAFOTOBKH K XPaHEHHUIO U Cllaue B apXUB; CO3/1aBaTh OJIAHKU U YHU(DUIIMPOBAHHbBIS
(OPMBI IOKYMEHTOB; UCIIOIB30BaTh KOPIOPATUBHBIE JIOKAIBHBIE CETH ISl ONITUMU3AIIMH Pa0OTHI ¢ TOKYMEHTaMH, pa3pabaTbiBaTh
JIOKYMEHTOIIOTOKH U1 3 QEKTUBHOCTH pean3alry YIPaBICHYECKUX PELICHUI; OpraHu3alii KOHTPOJIBHBIX MEPOTIPUSITH.

3.3|BJIaIIeTl>:

TEXHOJIOTUEH Oq)OpMJ'IGHI/IH JAOKYMEHTAIITMOHHOI'O COITPOBOXKACHUA IIPOU3BOJACTBECHHOI'O MJIK KaPOBOI'0O IIpoI1iecca.

4. CTPYKTYPA U COJEP KAHUE TUCIUIIJIMHBI (MOAYJIS)

Kon HauMeHoBaHMe pa3/1e/10B H TeM /BU/ 3aHATHSI/ Cemectp / | YacoB | HHTepakT.
|_saHsTHs Kvpc
Pasnea 1. lokymMeHTAIMOHHOE 0(pOpMIIeHHE B (PMHAHCOBO-DKOHOMHUYECKHX
noapasejieHUsIX NPeANpPHsTHS, €ro 3aKOHOAaTeJIbHOe M HOPMATHBHO -
MeTONYeCcKOe PeryJIHPOBaHHe
1.1 HopmaTrBHO — 3aKOHOJaTeNbHBIC OCHOBBI  JOKYMEHTAIIMOHHOTO 0(hOpMIICHHS B 7 2 0
(hMHAHCOBO-YKOHOMHYECKUX TOApa3AeieHusX npeanpustus /JIex/
1.2 HopMaTuBHO — 3aKOHOAATEIbHBIC OCHOBBEI  IOKYMEHTAI[MOHHOTO O(OPMIICHUS B 7 6 0
(hMHAHCOBO-PKOHOMHYECKUX TTOIpa3eeHusX npeanpustus /Cp/
1.3 Cucremsl okymeHTanuu. CTanaapTu3anus 1 yHUQUKAUsI TOKyMeHTOB. /JIek/ 7 2 0
1.4 Cucremsl fokymenTanuu. Ctanaaprusaims 1 yHudukaius qokymentos. /TIp/ 7 2 2
1.5 Cucremsl fokymenTanuy. CTannapTusanys 1 yHupUKaus J0KyMeHToB. /Cp/ 7 6 0
1.6 Konrponsaoe meponpusrue no monyimo 1 /IIp/ 7 2 0
1.7 KouTponsHoe Meponpusitue no moayito 1 /Cp/ 7 8 0
Paznen 2. TexnoJiornu BegeHus AeI10NPOU3BOACTBA B OPraHU3alum,
YUpeRIeHuu
2.1 JlokyMeHTO000POT B opranuzaruu /JIex/ 7 2 0
2.2 JlokymenToo0opot B opranu3zaiuu /I1p/ 7 2 2
2.3 JlokymeHnTo000pOT B opranu3aiuu /Cp/ 7 4 0
2.4 OcHoBHBIE TPeOOBaHUS K 0(OPMIICHHIO YIPaBICHIECKUX (OPraHU3aMOHHO - 7 2 0
PacIOpsANTENBHBIX) TOKYMEHTOB /JIek/
2.5 OcHoBHbIe TpeOOBaHUS K OPOPMIICHUIO YIPABIEHYECKUX (OPTaHU3AIMOHHO - 7 4 4
pacnopsauTeNbHBIX) JOKyMeHToB /I1p/
2.6 OcHoBHBIE TPeOOBaHUS K 0(OPMIICHHIO YIPaBICHIECKUX (OPraHU3aLMOHHO - 7 4 0
PAaCIIOPSANTENBHBIX) JOKyMeHTOB /Cp/
2.7 CoBpeMeHHOE JIeJI0BOe MTUChMO /JIek/ 7 2 0
2.8 CospemenHoe nenoBoe mucbmo /I1p/ 7 4 4
2.9 CospemenHoe aenoBoe miucsmo /Cp/ 7 4 0
2.10 KonrponsHoe MeponpusTue nmo moxyimio 2 /IIp/ 7 2 0
211 KontponsHoe MeponpusiTue 1mo Moayimo 2 /Cp/ 7 8 0
Pazgen 3. CocraBienne n opopmiieHHEe JOKYMEHTOB B OPraHU3alHHu




3.1 OpraHu3aluoHHbIE IOKYMEHTBI, UX COCTaBleHue u opopmienue /Jlex/ 7 2 0
3.2 OpraHu3alMoHHbIE TOKYMEHTBI, UX cocTaBieHue u ogpopmienue /I1p/ 7 4 4
3.3 OpraHu3aluoHHbIE JOKYMEHTBI, UX cocTaBjeHue u oopmienue /Cp/ 7 6 0
34 PacniopsimutenbHbIe JOKYMEHTBI, UX COCTaBleHHe 1 opopmieHue /Jlex/ 7 2 0
3.5 PacnopsinurenbHble JOKYMEHTBI, UX cocTaBiieHHe U odopmienue /TIp/ 7 4 4
3.6 PacnopsiurensHble JOKYMEHTBI, UX cocTaBieHue u opopmieHue /Cp/ 7 2 0
3.7 HHudpopMamoHHO-CIIpaBOYHbIC JOKYMEHTHI, HX COCTaBlicHHE 1 opopmieHue /JIex/ 7 2 0
3.8 HHudpopMalmoHHO-CIIpaBOYHbIC JOKYMEHTBI, UX cOocTaBlieHHEe U odopmienue /TIp/ 7 4 4
3.9 WHdopMaloHHO-CIIpaBOYHbIE JOKYMEHTBI, UX cocTaBiaeHue 1 opopmienue /Cp/ 7 4 0
3.10 Kanposas nokymenTanus /Jlex/ 7 2 0
3.11 Kanposas noxymentanus /TIp/ 7 4 0
3.12 Kanposas noxymenrarus /Cp/ 7 6 0
3.13 KonrponbsHoe Meponpustue 1no moayito 3 /Ip/ 7 2 0
3.14 KontponsHoe Mepornpustue mo Moy 3 /Cp/ 7 8 0
Paznen 4. Homenkatypa 1eJ1 opraHu3anuu
4.1 OO0mue TpeOoBaHMs K CUCTEMAaTU3aLUH JOKYMEHTOB U (popMuUpoBaHuto el /Jlex/ 7 2 0
4.2 O6ume TpeboBaHHS K CHCTEMaTHU3aIliK JOKYMEHTOB U opmupoBanuto nen /Cp/ 7 6 0
4.3 IToaroToBka TOKYMEHTOB K apXUBHOMY XpaHeHHO /JIex/ 7 2 0
44 IMoaroroBka JOKyMEHTOB K apXUBHOMY XpaHeHuto /Cp/ 7 6 0
45 KonrponbsHoe MeponpusTue 1no moayito 4 /Ip/ 7 2 0
4.6 KontponsHoe MepornpusTue no Mmoayto 4 /Cp/ 7 8 0

5. OuneHo4YHbIe U MeTOAUYECKHE MATEPHAJIBI 0 TUCHHUILINHE (MOIYTI0)

5.1. Copep:xaHue ayIuTOPHOIi paGoThI MO AMCUUTIIMHE (MOIYJII0)

Jlexmms 1. Tema: «HopMaTHBHO — 3aKOHOATEITBHBIE OCHOBBI CHCTEMBI JOKyMEHTAIIMOHHOTO 0(DOPMIICHHUS AESATENBHOCTH (PHHAHCOBO
-5KOHOMHUECKUX HOAPa3AeIeHUN NpeIpUsITUS».

Bompocsr:

1. Mcropus ynpasiieHHs U 1€I0IPOU3BOICTBA.

2. HopmartuBHBIe IpaBOBBIEC aKTHI (heAepaabHBIX OPTAaHOB HCIOJHATENFHON BIACTH, PETIaMEHTHPYIOIIHE BOIPOCH
JIOKyMEHTAIlHUOHHOTO 00eCIeYeHUs..

3. T'ocynapcTBeHHBIE CTaHIAPTHI HA BEIEHUE JOKYMEHTALUN.

Jlexmus 2. Tema: «Cucrtemsl fokymeHTanuu. CtanaapTusanys 1 yHUQUKALUs TOKYMEHTOBY.

Bomnpocsr:

1. CymHocTb noHATHS «OKYMEHT».

2. JIOKyMeHT KakK CUCTEMa.

3. CBoiicTBa, npU3HaKK U QYHKIMH JOKYMEHTA.

4. CucteMbl TOKyMEHTAITIH.

5. CrapnapTtusanus 1 yHU(UKAIK JOKYMEHTOB.

6. YHU(UIMpPOBaHHBIE CHCTEMBI JOKyMEHTAIINH.

Jlexuust 3. Tema: «ZlokyMEHTOO00POT B OpraHU3ALUI)

Bonpocsr:

. OCHOBHBIE 3Talbl JBMXEHUS JOKYMEHTOB B OpraHU3aIUU.

. Perucrpanus u uHaexcanust JOKyMEHTOB.

. KonTposs 3a ncnonsennemM 1okyMeHToB. CpOKH HCIOJIHEHUS JOKYMEHTOB.

. O6paboTKa HCTIONHEHHBIX U OTIPABIIAEMBIX JOKyMEHTOB.

. AHanu3 CTPYKTYpHI JOKYyMEHTO000pOTA.

. MeTozpl ydyera u cokpalieHus JOKyMEHTO000poTa.

. Opranuzanus panuoHaIbHOTO ABM)KEHUS JOKYMEHTOB BHYTPH HPEIIPHUATHSL.

Jlexmms 4. Tema: «OcHOBHEIE TpeOOBaHUS K O(OPMIICHHIO YIIPABICHIECKUX (OPraHU3AIMOHHO - PACTIOPSAUTENBHBIX) JOKYMEHTOB)
Bomnpocsr:

1. IlpaBuna opopMileHUs JOKYMEHTOB IIPU UCIIOIb30BAHUU TEXHUUECKHX CPEACTB.

2. Enunble TpeboBaHus K OJlaHKaM JOKYMEHTOB.

3. CocraB peKBU3UTOB OPraHU3ALLOHHO - PACIOPSAAUTENbHBIX JOKYMEHTOB. PEKBU3UTBI COAEPIKATENbHOM YacTH JOKYMEHTA.
4. PexBu3utsl oopMIIsroNiel 4acTH JOKYMEHTA.

Jlexuus 5. Tema: «CoBpeMEHHOE JIEIOBOE MHUCHEMOY

Bonpocsr:

1. lenoBO€ MMCHbMO KaK CPEACTBO CBA3U OpraHu3aluil.

2. SI3bIK ¥ CTHITH O(UIMANTBHEIX [THCEM.

3. Ctpykrypa nucemMa. OCHOBHbIE TPEOOBaHUS K TEKCTY.

4. CocTaBiieHHe TEKCTOB CIIyXeOHbIX IIUCEM: COIPOBOAUTENBHOE, FapaHTUIIHOE, PEKIIAMHOE, TUChMO-OTBET.

NN W=




Jlexnus 6. Tema: «OpraHu3aliMOHHBIC JOKYMEHTBI, HX COCTaBJICHHE U 0(OPMIICHHEY

Bomnpocsr:

1. OOuiue TpedoBaHMS K OPraHU3aLMOHHBIM IOKYMEHTAM.

2. YcTaB npeanpusaTHs.

3. JOmKHOCTHAS MHCTPYKITHSL.

4. Ionoxenue.

5. llltaTHOE pacmucanue.

6. CTpyKTypa U UX COAEpKAHUE.

7. llpaBuna ux opopMIICHHUS.

Jlexuus 7. Tema: «PacnopsgurenbHble JOKYMEHTBI, X COCTaBICHHE U 0()OPMIICHUE)

Bompocsr:

1. ITpuxa3el, ux Bunsl. [IpaBuna opopmiieHus.

2. OcoGEeHHOCTH COCTABIICHHS IPUKA30B [0 OCHOBHOM AEATEIBHOCTH U MPUKA30B 110 IUIHOMY COCTaBY.
3. Ocob6eHHOCTH B COCTaBJICHUH 3ar0JIOBKOB U (YOPMYIUPOBOK KOHCTATUPYIOIIEH 4acTu.

4. CxeMa IOCTpOEHUS paCIOPSANTEIHHOMN YacTH.

5. IIpaBuna BU3MpPOBaHUS, NOJNUCAHUS U PETUCTPALIHH.

6. CpOKH HCIIOJTHEHUS ¥ BPEMSI IOBEACHUS O UCTIOTHUTEIEH.

Jlexuus 8. Tema: «MH(OpMaOHHO-CIIPAaBOYHbIE JOKYMEHTHI, UX cOCTaBlIeHUE U odopmieHue» Bonpocst:
1. CocraBnenue u 0hOpMIIEHHE CIIPABOK, TOKJIAHBIX, CITY)KEOHBIX U OOBSICHUTENBHBIX 3aIUCOK.

2. TpeboBaHUs K COCTaBIEHUIO U 0()OPMIIEHHIO aKTOB U IIPOTOKOJIOB.

Jlexnus 9. Tema: «KagpoBast mokymMeHTaLUsD»

Bomnpocsr:

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

2. YuudurupoBaHHble (HOPMBI JOKYMEHTOB.

3. Ipuka3: oopmiieHHE Ha pabOTy, MEPEBO HA IPYTYI0 paboTy, IPEAOCTaBICHHE OTITYCKA, YBOJILHEHUE C PAOOTHI.
4. JIuuHOE 3asBJICHUE: €r0 PA3HOBUAHOCTH, OCOOCHHOCTH HAIIMCAHUSI.

5. XapaKTepHCTHKA: COCTaBHBIE YacTH, PaBuia 0(OpMIICHUSI.

Jlexmus 10. Tema: «O6uue TpeOOBaHHUS K CHCTEMATH3AIMH JOKYMEHTOB ¥ (QOpMHUpPOBaHHUIO Ae» Bormpock:
1. Buzbl HOMEHKIJIATYpHI A€l

2. OCOOEHHOCTH COCTABJICHHSI HOMEHKIIATYPBI JIeJI OpTaHU3aIUH.

3. ITopsiok cOCTaBNEHUS OIUCH e,

Jlexmms 11. Tema: «[loaroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHIO)

Bomnpocsr:

1. DxcnepTu3a EHHOCTH IOKyMEHTOB.

2. OpraHu3anus NOJAr0TOBKU JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

3. [loaroTroBKa JOKYMEHTOB K YHHUYTOKEHHIO.

IMpakTuyeckoe 3ansaTue 1.

Tema: «HopmaTuBHO — 3aKOHOAATENIbHBIE OCHOBBI CHCTEMBI JI€IOTIPOU3BOICTBA

[Tnan.

1. Bo3HuKHOBEHUE U pa3BUTHE NEIOMPON3BOACTBA B yupexaeHmsx Poccuu XVI — XVII BB.

2. OcHOBHBIE 4EPTHl U OTJINYUS AETONPOU3BOACTBA B yupexaeHusx Poccun X VIII B. 0T Aen0npon3BoACTBa NPEIIECTBYIOMETO
nepuosa.

3. denonpousBoacTBO B yupexxaeHusx Poccun XIX — nauana XX B.

4. CraHOBJIEHHE U pPa3BUTHE JIEJIONPOU3BOICTBA B COBETCKUX I'OCYJAPCTBEHHBIX YUPEKICHHAX.

5. Opranusanus ciy0bl JOKYMEHTALOHHOTO 00eCIeYeH s YIPaBICHUS Ha COBPEMEHHOM dTalle.
[IpakTuueckoe 3ansTHE 2.

Tema: «CucteMsbl nokyMmeHTanuu. CtangapTuzanus 1 yHM(pI/IKauml JIOKYMEHTOBY.

[Inasn.

1. JlokyMeHT: orpeiesieHle, CBOMCTBA, PYHKIIHH.

2. CranmapTu3anys ¥ yHUQHUKAHS TOKYMEHTOB.

3. OcHoBHBIE (eaepanbHbIe 3aKOHBI 1 HOPMAaTHBHO-METOANYECKHE JOKYMEHTHI, perJIaMeHTUPYIOLIHE IpaBuia padoThI ¢
JIOKYMEHTHPOBAHHOM HHPOPMAIHEH.

4. Ilonsarue u K1accupuKaus JOKyMEHTO000pOTa NPEIPUITHS.

5. O0ume NpUHIMIBI OPTaHU3aALIH PAIMOHATBHOTO JOKYMEHTO000pOTa Ha MPEATIPUSITHH.

6. DTamns! ABUIKCHHUS BXOIAIICTO, HCXOAAMICTO U BHYTPEHHETO JOKYMEHTOIIOTOKOB HAa NMPCATIPUATHUH.

7. Peructpanust TOKyMEHTOB (BXOAAILINX, UCXOJAIINX, BHYTPEHHHX): 3HAUE€HHE, IIpaBuiia, HOpMBI.

8. O6bveM U rpaduk 10KyMEHTO000pOTA.

9. 3HaueHNne U TEXHOJIOTHS OCYHICCTBJICHUA KOHTPOJIA UCIIOJIHCHUSA TOKYMEHTOB.

[Ipakruueckoe 3ansTHE 3.

Tema: «CoBpeMEHHOE J1€JI0BOE MMHCHEMOY

[Inan

1. Ompenenute MoHATHE 0UINATBLHOTO AEI0BOTO IHchMa. [IpuBeguTe mpuMepsl.

2. OxapakrepusyiiTe 0COOEHHOCTH sI3bIKa M CTHJIS O(UIHAIBHO-/IEJIOBBIX TEKCTOB.

3. Onpenenure CTPYKTYpy MUChMa.

4. CopmynupyiiTe npaBuiia ohopMIIEHHS eI0BOTO MUChMa

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

[Ipakruueckoe 3ansTHE 4.

Tema: «OcHOBHBIE TpeOOBaHUS K 0OPMIICHHUIO YIIPABIEHUECKUX (OPTraHU3aLMOHHO - PACHOPAUTEIbHBIX) TOKYMEHTOBY»




[Tnan

1. Ha3oBuTE OCHOBHBIE BUBI IOKYMEHTOB, IPUBEANUTE UX KIIACCU(PUKAIIHIO.

2. OxapakTepHu3yiTe CHCTEMBI YIPaBICHIECKUX TOKYyMEHTOB. [Io kakoMy nmpHu3HaKy BBIETICHBI CUCTEMBI ToKyMeHTaruu? [Ipusennure
IIPUMEPHI JOKYMEHTOB IO KXJJ0H CHUCTEME YIPaBICHYECKUX JJOKYMEHTOB.

3. OxapakTepu3yiTe CTPYKTYpy JOKyMeHTa (IIOCTOSIHHbIE M IEPEMEHHBIE PEKBU3UTHI, IPOJOIBLHOE U YIIIOBOE PACIIONIOKEHHE
PEKBU3UTOB).

4. Chopmymnupyiite obiune npapuia 0GpOpMIICHHUS YIPABICHYECKUX (OpraHU3aIHOHHO-PACIOPSIIUTEIBHBIX) TOKYMEHTOB

5. Packpoiite peKBU3UTHI Ci1y:ke0HbIX 10KyMeHTOB coriacHo 'OCT P 7.0.97-2016) «TpebGoBaHus K 0OPMIICHHIO TOKYMEHTOBY.
6. Chopmynupyiite mpaBuiia ohOpMIICHHS PEKBU3UTOB JJOKYMEHTOB, periaMeHTHpYeMble rocyaapcTBeHHbiM ctanaaprom (TOCT P
7.0.97-2016) «TpeboBaHus K 0()OPMIICHUIO TOKYMEHTOBY).

[IpakTiaeckoe 3aHsaTHE 5.

Tema: «Opranu3alMOHHBIE JOKYMEHTBI, UX COCTAaBJICHUE U O()OpPMIICHHUEY.

[Tnan

1. Onpenenure MOHATHE OPraHU3AIMOHHBIX TOKYMEHTOB. [IpuBeanTe mpumMepsl.

2. Chopmynupyiite obye TpeGOBaHUS K COCTABICHHIO OPTaHN3alMOHHbIX JTOKYMEHTOB (3Tallbl HOATOTOBKH U MOPSIIOK
odopmnenus).

3. Ilepeuncnure TpeOOBaHUS K COCTABICHUIO Y cTaBa nmpeanpustus. Jlaiite copepkaTeIbHy0 XapaKTepUCTHKY OCHOBHBIX pa3/IesioB
VYcraga.

4. Tepeuncnute TpeOOBAHMS K COCTABICHUIO JOJDKHOCTHOM HHCTPYKIMHK. J[aiiTe colepKaTenbHy0 XapaKTepUCTHKY OCHOBHBIX
pa3zaesnoB HHCTPYKIIHH.

5. Chopmynupyiite paBuiia 3amoHEHUS U 0POPMIICHHS IITATHOTO PACITHCAHUSL.

IMpakTudeckoe 3ansaTHE 6.

Tewma: «PactopsimurensHbBIE JOKYMEHTED).

[Inasn.

1. JlaiiTe mOHATHE PACTIOPSAUTENBHBIX JOKYMEHTOB, U3/1aBa€MBIX Ha OCHOBE MPUHIUIIA €AMHOHAYaIHs. [IpuBeinTe IPHMEpHI.

2. JlaliTe MOHATHE PACHOPSIIUTEIbHBIX TOKYMEHTOB, U3/IaBAEMbIX HA OCHOBE MPHUHIUIA KOJUIETHAIBHOCTU. [IprBeiTe IPUMEPHI.
3. Chopmynupyiite MOPSI0K MOATOTOBKH PACTIOPAAUTENBHBIX JJOKYMEHTOB.

4. ChopMynupyiiTe aIrOPUTM COCTABICHHUS MIPUKA30B 10 OCHOBHOM JEATENHHOCTH U IMIHOMY COCTaBY M BBIIIFCOK U3 IIPHKA3a.
5. ChopmynupyiiTe aIrOpUuTM COCTABIECHHS IIOJIHOTO U COKPAIIEHHOTO IPOTOKOJIOB.

[IpakTuaeckoe 3ansaTue 7.

Tema: «IHGOpMAIMOHHO-CIIPABOYHBIE JOKYMEHTBD.

[Tnan

1. HazoBuTe Buapl HH(GOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB H ONPEICIIUTE UX Ha3HAYCHUE.

2. Ilepeunciure cocTaB ¥ pacloNOKeHHE PEKBU3UTOB HH)OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB MO BHIAM.

3. Cdopmynupyiite npaBuna (IOPSIOK COCTaBICHUS U 0OpMIICHUS ) HHHOPMAIIMOHHO- CIIPaBOYHBIX JOKYMEHTOB.

4. Onpenenurte Ha3HAUYCHHE aKTOB B JiesTenbHOCTH npeanpusatus. ChopmynupyiiTe mpaBuia (MOPSI0K COCTABICHUS U OPOPMIICHN )
AKTOB.

[IpakTuaeckoe 3ansaTue 8.

Tema: «Jlenonpou3BoACTBO 10 JUYHOMY COCTaBY»

[Inan

1. TpynoBble 10rOBOpa: Ha3HAUCHUE, COAEPKAHNE, [IPABIIIA COCTABICHUS U O(OPMIICHUSL.

2. 3asBIeHUS: BUIbI, HA3HAYECHHUE, PABUIIA COCTABICHHUSL.

3. IIpuka3sl 10 JINYHOMY COCTaBY: PEKBH3HTBI, IOPSIOK COCTABICHUS U O(OPMIICHHSI.

4. TpynoBble KHIKKH: Ha3HAYEHHUE, TIPaBUIIa O(OPMIICHHUSI.

5. JInunsle kapTouku popmbl T-2 1 TUYHBIE eNla: Ha3HAYEHHE, IIpaBuiIa 0GOopMICHUS.

[pakTuyeckoe 3ansTue 9.

Tema: «Homenkiarypa nem»

[Inan

1. [aiite onpezneneHre HOMEHKIATYPHI eI,

2. [laiiTe TOHATHE MPUMEPHON M TUIIOBOI HOMEHKIATYPHI fen. OXapakTepu3yiTe MpUMEeHeHHE Pa3InIHbIX BHOB HOMEHKIIATYPHI Jel.
3. ITepeuncnure TpeOOBaHHS K CUCTEMATU3aLUH 3aT0JIOBKOB J€J, MHAEKCY JIe]l B HOMEHKIIAType

4. Packpoiite dTamsl pa3pabOTKH HOMEHKIIATYPBI IeJT

9. Ilpuenute anroput™ nesreiaproctu  OIIK.

5.2. Conep:xanue caMoCTOATEILHONH PadOTHI O JHCHHUILIUHE (MOAYJIIO)

CopneprxaHue 00513aTeIbHON CaMOCTOSATENbHOM paboThl CTYIEHTOB

Ne ConeprxaHue caMOCTOSITENIEHOM TpomyxTer
B TeMbl TUCHUIINHBL paboTHI CTYAEHTOB
n/n JIeATEIbHOCTU
1 | Moaynb 1. JokymeHTanuoHHoe | M3yueHue cCOBpEMEHHBIX ITucemeHHass paboTa — Ha OCHOBE
odopmnenue JIeSITeNIbHOCTH | HampaBleHU U1 (opM aHAIM3aCOBPEMEHHBIX  HANpaBJICHUN
(h1HAHCOBO-IKOHOMHYECKUX JOKYMEHTallMOHHOI'0 00eCIIeUeHUs u dbopM  TOKYMEHTAI[MOHHOTO
MOJpa3fAeNieHu!  MPEeANnpusiTHs, €ro | ynpaBieHUS obecrieyeHus
3aKOHOJATEIbHOE U HOPMAaTUBHO - ylpaBieHUspa3padoTaTh MoJ€eNb
METOAUYECKOE PEryJupoBaHue opraum3anm ~ JIOY  KoHKpeTHOMH
OpraHu3aluu
2 Monyns 2. Texnomoruu BeaeHus | M3yueHue mpaBuil COCTaBICHUS U IMucemennass pabora — pa3paboTka
JEJIONpPOU3BOACTBA B  OpraHu3auuu, | oGOpMIIEHUS YIPaBIEHYECKUX MoJenu OpraHu3aluu
YUPEKAECHUU JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI JIOKyMEHT0000poTa o
ouIMaNTbHBIX JOKYMEHTOB); IPEJIOKEHHBIM BHJAM JIOKYMEHTaM




paHHOHaJ’ILHOﬁ OopraHusanuu pa6OTI>I C
JOKYMCHTaMH B yCJIOBUAX
HUCIIOJIb30BaHUA OpFaHHSaHHOHHOﬁ u
BBIYMCIIUTEIILHON TEXHUKHU

W ONIpE€ACIICHHBIM
CaMOCTOSATECIIBHO

CTYJEHTOM

3 | Moaymns 3. CocraBienue u opopmienue | M3ydenue ocoOeHHocTeit ycTHOM U | [lucbMmeHHass paboTta — cocTaBiicHHE
JIOKyMEHTOB B OpraHHU3alUU IIUCbMEHHON MyOIMYHOH peun; nakera JOKYMEHTOB JUIS IOJIOTOBKH
TpeboBaHuii K  odopmileHHIO H | ¥ oOpMIICHHS MPUEMa KaHIUAaTa Ha
BEJICHUIO JOKYMEHTAIUU, CBSI3aHHOM C | BAKAHTHYIO JOJDKHOCTb.
BHEIPCHUEM TEXHOJIOTHUECKHX,
IIPOJIYKTOBBIX WHHOBAIH Win
OpraHU3allMOHHBIX U3MEHEHUi,
KaJpaMU U UX JIBWKEHUEM C KaJIpaMHU U
HX JBI)KEHUEM
4 | Monyns 4. Homenkiatypa aen W3yuyenue tpeboBaHuil k nepepaborke | IlucbmenHas pabGora — paspaboTka
OpraHu3aluu 1 XpaHEHUIO HHOPMAIIIH; npoiiecca COCTaBIICHUSA
OCHOBHBIX METOJIOB, CIIOCOOOB U | HOMEHKJIATYphl el  KOHKPETHOH
CPEICTB XpaHEHUS M TEPepadOTKH | OpraHU3aluH
nHpopMmanuy;  KlaccupuKaluu U
cUcTeMaTH3allud  JIOKyMEHTOB  Ha
CTaJuu UX 00pabOTKU U XpaHEHMUS;
apXUBUPOBAHUS yIpaBJIeHYECKUX
JOKYMEHTOB c HIOMOIIIBIO
KOMIBIOTEPHBIX IPOTPaMM
CopiepkaHue CaMOCTOSITEILHON pabOTHI 10 TUCIUILUIHHE Ha BHIOOD CTY/IEHTA
Ne CopnepxaHue caMOCTOATENLHON Hponyxrer
n/m Temet pacrmnTEL paboThI CTYACHTOB
JIeSITebHOCTH
1 | Moayns 1. Uzyuenue TpeboBanmii | [Iluchmennas pabora — Ha ocHOBe H3y4eHHS
JloKyMeHTallMOHHOE COBPEMEHHBIX 3aKOHOJATENbHBIX, | TPEOOBAaHUII ~ COBPEMEHHBIX  3aKOHOJATEIIbHBIX,
odopmIieHrE AeATETBHOCTH HOPMAaTHUBHBIX aKTOB U | HOPMATHUBHBIX aKTOB M HOPMAaTHBHO-METOANYECKUX
(bMHAHCOBO-9KOHOMHYECKUX HOPMAaTUBHO-METOAUYECKUX JIOKyMEHTOB, periaMeHTUPYIOIUX BOIIPOCHI
oJIpa3aeeHui JOKYMEHTOB, PErJaMeHTHPYIOIINX | OPTaHU3alHMH JIOKYMEHTAMOHHOTO oOecreueHus
IPEANPUSTHUS, €0 BOIIPOCHI OpraHM3allvy | AESATENbHOCTH HAIMCAaTh AHAIUTUYECKYI0 paboTy,
3aKOHOJATENIBHOE U JOKYMEHTAlIMOHHOTO 00eCTIeUeHHsI | PACKPHIBAIOIIYIO CIIEIYIOIIIE BOIIPOCKL:
HOPMAaTUBHO - METOJUYECKOE | JEATEIbHOCTH * [{enu rocynapctBeHHoro perynuposanus JJOY
peryiaupoBaHue e JlebuHHMIMA TOHATHHA <«IETONPOU3BOICTBO» U
«JOKyMEHTAllHOHHOE 00ECIIEUCHUE YIIPABICHHE).
. XapaxkTepucTuka 3aKOHOJaTENbHBIX u
HOPMATHBHBIX aKTOB, PETIIAMEHTHUPYIOIIHUX BOIPOCHI
JI(0)%
e JlokaspHble =~ HOpPMAaTUBHBIE  AKThI Kak
OpraHu3allMOHHAsl OCHOBA AEJIONIPOU3BOICTBA
* [Ipo6siemsl perynuposanus JIOY
2 Mopyns 2.  Texuomoruu | M3yuuts kputepuu panuoHansHoil | [lucbmennas — paGora  —BpiiBuUTE  mpoOiieMsl
BeJICHHS JETIONPOU3BOJCTBA B | OPraHU3alud JTOKYMEHTOOOOpOTa | OpraHM3allid  JBIDKCHHS JOKYMEHTOB  BHYTPH
OpraHU3alMH, YIPESKACHUU o TUIIaM JOKYMEHTOB | NMPEANpUATHS U O00OCHOBATH MPEMIOKEHUS IO
OpraHu3anuu COBEPIICHCTBOBAHUIO JOKYMEHTO000POTA
3 Monayne 3. Cocrarinenue u | M3yuuth  cmocoObl  co3manus | [lucbmenHass paGora — B mpeaioxeHHOM
odopmiieHHE TOKYMEHTOB B | YHIPABIEHUECKHX JOKYMEHTOB B | YIPaBJICHYECKOH CUTyalMu O(QOPMHUTH U COCTABUTH
OpraHu3alyuu TPaJUIIMOHHBIX U | COOTBETCTBYIOILIME YIIPABIEHUYECKUE TOKYMEHTHI
aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTUsAX
4 | Monyns 4. Howmenxnarypa | M3yuuts npaBuwia | [Iucemennas pabora - CoCTaBUTh ONMCh Ha Jena
JIe]l OpraHn3aluu apXMBHPOBAHUS YIPABICHYECKUX | (IOCTOSHHOTO u BPEMEHHOTO XpaHeHus,
JOKYMEHTOB c MIOMOUIBIO | TOJUICXKAIIHE CIaue B apXUB
KOMIIBIOTEPHBIX MIPOTpaMM

5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH

[Ipu opranu3zanny U3y4eHus JUCUUILUIMHBI OyTyT MCIIOIB30BAHBI CIIEAYIOIINE 00pa30BaTeIbHbIE TEXHOJIOTHH:
MHPOPMALMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH, TEXHOJIOTHSI OPraHU3allMi CAMOCTOSITEIbHON paOOThI, TEXHOJIOTHS
pedIIeKCUBHOTO 00yUeHHS, TEXHOJIOTHS MOIYJILHOTO 00Y4€HHs, TEXHOJIOTUS UTPOBOTO 00Y4EHHs, TEXHOJIOTUH IPYIIIOBOK
JTUCKYCCHH, HHTEPAKTUBHBIC TEXHOJIOTHH, TEXHOJIOTHSI TPOOJIEMHOTO 00YyUYEeHHUSI, TEXHOJIOTHSI OpTaHU3aI1N
y4eOHO-HCCIIEAOBATEIbCKON NeSTEIbHOCTH, TEXHOJIOTHsl IPOEKTHOr0 00YUYEHHSs], TEXHOJIOTHS PA3BUTHSI KPUTHYECKOTO MBIIIUICHUSL.

5.4. Texkymuii KOHTPOJIb, MPOMEKYTOUYHBII KOHTPOJIb H MPOMEKYTOYHAS ATTECTAIUSI




BamnbHO-pedTHHTrOBast KapTa AMCIUILUIMHEL 0hopMIIeHa KaKk IPHIIOKEHHE K padodel mporpaMMe TUCIUILUINHEL.
®DOoH/1 OLIEHOYHBIX CPEJICTB JUI NPOBEJCHUS IPOMEXYTOUHOM aTTeCTalMi 00y4JaroIuXCs 110 TUCIUIUIMHE 0(OPMIIEH OTIEIbHBIM
JIOKYMEHTOM.

6. YHEBHO-METO/JMYECKOE 1 TH®OPMAIIMOHHOE OBECHIEYEHHUE

6.1. Pexomenayemas autepatypa

6.1.1. OcHOBHAs1 TUTepaTypa

ABTODBI, COCTaBUTEIHN 3arnaBue W3narenscTBO, TOI
JI1.1 |bapuxun A.b. JenonpousBoACTBO U I0KYMEHTOO00pOT Mocksa : Kumxablit Mup, 2008
http://biblioclub.ru/index.php?page=book&id=89671
JI1.2 |A.C. T'punbepr, HH. [dokymMeHTaiinoHHOE oOecrieueHHEe yIpaBICHUs: YIeOHUK M. : IOnurtu-Jlana, 2015
T'op6aués, O.A. URL:http://biblioclub.ru/index.php?page=book&id=115031
Myxamermmna
JI1.3 |Poroxxun M.IO. Jenonpous3BoACTBO: KypcC JIEeKIUi: yueOHOe nocodue Mocksa ; bepnun : Jlupext-
http://biblioclub.ru/index.php?page=book&id=253702 Menua, 2014
6.1.2. lonoJIHUTebHAS JIUTEpaTypa
ABTOpPBI, COCTABUTEIH 3arnaBue W3natenscTBo, roj
JI2.1 |bapuxun A.b. KaznpoBoe 1enonpou3BoJCTBO : IPAKTHUECKOE ITocoOue Mocksa : Kumxnelit mup, 2009
http://biblioclub.ru/index.php?page=book&id=89682
JI2.2 |Kynses H.H. JloKkyMeHTOBe/IeHUE: YU4eOHUK Mockaa : Jloroc, 2011
http://biblioclub.ru/index.php?page=book&id=84880
JI2.3 |T'pososa O. C. Jlenonpoun3BoCTBO: yueOHOe mocodue Womkap-Oma: IITTY, 2015
http://biblioclub.ru/index.php?page=book&id=439196
JI2.4 |Ko3una E.C. Jlenonpou3BOICTBO : y4eOHO-METOANIECKOE TOCOOHUEe Mocksa : [lupexr-Menna,
http://biblioclub.ru/index.php?page=book&id=141469 2013
JI2.5 |JloBueBa M.B. VYnpasieHue nepcoHanoM: Teopus U npaktuka. Jlemonpoussonctso |Mocksa : [Ipocnekr, 2014

B KaJpOBOii City)0e : yueOHO-IPaKTHIECKOE TTOCO0He
http://biblioclub.ru/index.php?page=book&id=253703

6.2 IlepeyeHb MpOrpaMMHOro odecreveHust

- 1C:IIpennpustue 8. KoMmiekt a1 00y4eHus BBICIINX U CPEJHUX YUeOHBIX 3aBe/ICHUI

- 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) (ITaker 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 YIpaBJIeHUs PerHOHaIbHOM cucteMoii oopazoBanus (ACY PCO) «Cereoii ['opon. O6pazoBanue»

- Apxusarop 7-Zip




- [IporpammMHast cucrema Juist 0OHapY)KEHHUsI TEKCTOBBIX 3aMMCTBOBAHHI B y4eOHBIX U Hay4HBIX paboTax «AHTHIUIarnatT.BY3»

- Cucrema OusHec-MoaenupoBanus Business Studio 4.0

6.3 IlepeuyeHb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

- Elsevier (6a3a manmbix «Freedom Collection» u komtekitun anekrpounsix Kaur «Freedom Collection eBook collectiony,
HAI[MOHAIbHASI TIOJIIIUCKA HA MTOJIHOTEKCTOBBIC PECYPCHI)

- SCOPUS wmspnarenscrBa Elsevier

- SpringerNature (HanMOHAa bHAS TOANKCKA Ha TIOJIHOTEKCTOBBIE PECYPCHI)

- baza maHHBIX MEXYHAPOTHBIX UHIIEKCOB Hay4YHOTO IuTHpoBaHus Web of Science

- BJI «Polpred.com. O630p CMU»

- YIC POCCHUA

- OBC «E-LIBRARY.RU»

- OBC «PYKOHT» (KonTekctym)

- OBC «YHuBepcuterckas OUOIMOTEKa OHIIAWHY

- OBC «IOPAMT» (Komekius JlerenrapHble KHUTH)

- IC:UTCITPOD BY3

- MudopmaronHo-o6pa3oBarebHas nporpamma «Pocmeron»

- CIIC «I'’APAHT-AnanuTux»

- CIIC «Koucynprant-Ilmorocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JTUCHUIIJIMHBI (MOY JI)

HaumeHoBaHue CIIEIMaIbHOTO MOMEIICHHS: TOMEIICHHE I CAMOCTOSITEIbHONW paboThl, UuTanbHbii 3ai1. OCHAIICHHOCTD:
IIK-4mut., ITpuntep-1mr., Tenedon-1mr., [TuceMennslii cron-4 mr., [Tapra-2 mr.

HaunMeHoOBaHHe CTIEIMAIBFHOTO TOMENICHHS: yIeOHas ayIUTOPUS VTS IPOBEICHMS 3aHITH I JEKIHOHHOTO TUTIA,
OPAKTHYECKHUX 3QHATHUIL, TPYIIIOBBIX KOHCYIBTALMN, HHIMBUIYAIbHBIX KOHCYIIBTAINH, TEKYIIET0 KOHTPOJIS,
MPOMEXYTOYHOI aTTecTauny, YueOHas ayauropus. OcHaimeHHOCTh: Komiuiekt yueOHoit MeGenu, MennoBas 10cKa, HOyTOYK,
MPOEKIIMOHHOE 000pYA0BaHHE (MYIbTUMEAUAHBINA POSKTOP U KPaH).

8. METOAUYECKHE YKA3AHMS IO OCBOEHHIO JUCITUITIJIMHBI (MOAYJIS)

Meroaudeckue peKOMEHIALUN 110 OPraHU3alUK H3Y4YEHN TUCLHUIIINHBL

VueOHble 3aHATUSI CTPOSATCS C YIETOM TOTO, YTO TEOPETUUECKUE 3HAHUS, [I0Ty4aeMble CTYAEHTaMH B XO/I€ JIEKIIMOHHBIX 3aHATHH, Ha
MPaKTHYECKUX 3aHATHAX IPOPaOATHIBAIOTCS HA IIPUMeEpe KOHKPETHBIX HIIM CMOJCITHPOBAHHBIX OpraHu3anuii. Ha mpakTudaecknx
3aHATHAX (QOPMHUPYIOTCS A3BIK U CTHII JIEIOBOTO TMCHEMa, OTPa0aTHIBAIOTCS MIPABHIIA COCTABICHUS 1 O)OPMIICHHUS Pa3ITHIHBIX
YIIPaBIEHUECKUX JOKYMEHTOB. K IPaKTUUECKUM 3aHATUSAM CTYAEHTHI TOTOBSTCS, aHATU3UPYS MaTepHUalbl JIEKIHi, yueOHbIX TT0COOuit
U CTeNHaNIbHYIo TuTepaTypy. C ydeToM el 1 3a1a9 Kypca 3aHATHS CO CTYACHTaMH IPOBOAATCS (DPOHTAIBHO, HHAWBUIYAIBHO H B
MHUKpPOTPYIINax 1o 4-6 4eoBek.

Pa3paboTanHble 3aJaHUS Ha KOHTPOJIBHBIE MEPOIPHATHS, BKIIIOUAOIINE B Ce0st KPUTEPHHN OLICHKH BHITOTHEHUS 3aJaHH,
o0ecreunBaloT LeIeHAPABICHHYIO IOJTOTOBKY CTYACHTOB K OBJIAICHUIO 3alaHHBIMH 00pa30BaTeIbHBIMU pe3yIbTaTaMu. MTorosas
OIleHKa kKauecTBa c(hOPMHUPOBAHHBIX 00pa30BaTENBHBIX PE3YIBTATOB OCYIIECTBIAETCS B COOTBETCTBHHU C PEHTHHIOM CTY/IEHTA.
Texymuii, MPOMeXyTOUHbIH 1 UTOTOBBINA KOHTPOJIb 110 AUCHUILIHHE «J[OKyMEHTaIIMOHHOE 0OPMIICHHE eATeIbHOCTH (PUHAHCOBO-
HKOHOMHYECKHX MOAPa3ICNCHUH IPEANPHATHD) OCYIIECTBISACTCS B COOTBETCTBHH C OAIIBHO-PEHTHHTOBOI KapTOH.

WTOroBbIH KOHTPOJIB 110 Y4eOHOM ANCHUILTHHE «/I0KyMeHTaIlMOHHOE 0(OpMIEHHE NeITEIbHOCTH (PUHAHCOBO-3KOHOMHUUECKUX
HOAIpa3IeNICHUH TIPEeANPHATHSD) IPOBOJHUTCA B BUAe AU((HepeHINPOBAaHHOTO 3a4eTa B MIICHMEHHOH (hopMe.




[Ipunoxenue

BaﬂHBHO-peﬁTHHFOBaﬂ KapTa JUCHHUITIINHbBL ((Z[OKyMeHTaIII/IOHHOG O(l)OpMJ'IeHI/Ie JACATCIbHOCTHU (I)I/IHaHCOBO-Z)KOHOMI/I‘-IeCKI/IX nonpaweneﬂnﬁ MPEATNIpUATHUS

Bun konTpons MuHMMAJILHOE KOJMYECTBO OAIIIOB MakcuManbHOE KOJHYECTBO OaIoB
Monyins 1. JlIokyMeHTannoHHOe 0hopMIIeHHE ASSTSIBHOCTH (PHHAHCOBO-3KOHOMHUYECKUX ITOJIpa3/IeIeHHI
NPEANPHUSTHS, €T0 3aKOHOAATEIbHOE M HOPMAaTUBHO - METOANYECKOE PEryIUpOBAHNE
TekyImuii KOHTPOJIb IT0 MOJTYITIO 12 20
1 AynmutopHas pabora - -
2 CamocrostenbHas padoTa (crenuanbHble 00s3aTenbHble HOpMBbI) 3 6
3 CamocrostenbHas padoTa (crienuanbHble GOpMBbI Ha BEIOOP CTYIEHTA) 5 8
KoHTponapHOE MEponpHsaTHE IO MOIYIIIO 1 4 6
Moyyns 2. TeXHOJIOTHH BEACHHUS JIENONPON3BOICTBA B OPraHNU3ALNH, YIPEKICHHN
Texymmii KOHTPOJIb IO MOAYITEO 13 24
1 AynutopHas paboTa - -
2 CamocrostenbHas paboTta (crenuanbHblie 00s3aTeIbHbIe (HOPMBI) 3 6
3 CamocrosrenbHas paboTa (crenuanbHbie GOPMBI Ha BBIOOD CTYIEHTA) 6 12
KoHTponbHOE MeponpusTHe 110 MOAYJIIO 2 4 6
Monyinse 3. CocraBieHue U oopMIIeHAE TOKYMEHTOB B OpraHU3aIMH
Texymumii KOHTPOJIb IO MOAYJIIO 11 17
1 AynuropHas paboTa - -
2 CamocrostensHas padoTa (crenuanbHble 00s3aTenbHbIe GopMbl) 3 6
3 CamocrosTenbHas pabora (crenuanbHbie OPMBI Ha BEIOOD CTYICHTA) 4 6
KoHTponpHOE MeponpusiTHe M0 MOIYIIO 3 4 5
Monyns 4. Homenkinartypa zen
Tekymuii KOHTPOJIb IO MOJYJIIO 13 21
AynuropHas pabora - -
CamocrosTenbHas pabora (crenuanbHbie 00s13aTeIbHbIC (OPMBI) 3 6
CamocrositensHas padoTa (crenuanbHble GOpMBbI Ha BEIOOP CTYIICHTA) 5 5
KonTtponbsHoe Meponpusitue 1o Moxayito 4 5 8
[IpomesxyTouHas aTTecTanus (110 BCEM MOJYJISIM) 49 80
3aueT ¢ oleHKoH (mpubaBKa K pe3ysbTaTy MPOMEXKXYTOUYHOTO KOHTPOJIS HE MOXKeET ObITh OoJiee 20 6ayioB)
Uroro: 56 100




Bun konTpons

[Ipumepsr 3aanuii, KpUTEPUN OLIEHKH
U KOJIMYECTBO OaJIIOB

Tewmbl ans u3ydeHus
u 00pa3oBaTelbHbIE PE3YIIbTATHI

Monysb 1. JlokyMeHTalMoHHOE 0(hopMIIeHHE

JeATeNbHOCTH (PMHAHCOBO-OKOHOMHUYECKHX MOAPAa3IeNeHUI MPeANPHUATHS, er0 3aKOHOAATEIbHOE H HOPMATUBHO - METOANYECKOE PETYINPOBaHHE

Texymuit KOHTPOJIb IO MOAYITIO

Tema 1. HopmaTtuBHO-3aKOHOJATENFHBIE OCHOBBI CUCTEMBI
JOKYMEHTallUOHHOTO 0()OPMIIEHUS AEATEIbHOCTH
(MHAHCOBO-?KOHOMHYIECKHX TOIpa3IeIeHH IPeIIPUITHSL.

Tema 2. Cucremsl fokyMeHnTanuu. CTannapTu3anys 1 yHUpUKanus
JOKyMEHTOB.

1 | CamocrosrensHas pabora

(cnenuanbHble 00s13aTENbHBIE (HOPMBI)

[Ipumep 3ananus:
Hanummure pa3BepHyTHIH OTBET HA TeMY: «JIOKYMEHT U ero pyHKIHUN.
Kpurepun oueHku.

Kpurepwii / Ouenka Brinonzen Brimon He
IIOJTHOCTBIO HEH
yacTiy | BBIIOIHEH
HO
PackpbITO OCHOBHOE NOHATHE 2 Gamna 1 Gann 0 6anoB
Ilepeuucnens! Bce 2 Ganna 1 Gamn 0 6anoB
COCTAaBIISIIOIINE HIIEMEHTEI
(cTpykTypa) npeaMera
(stBIICHMST)
Jlana xapaktepucTuka 2 banna 1 6amn 0 6ayioB
COCTAaBJISAIOIIUX 3JIEMEHTOB
(CTpyKTYpHI) IpeaAMeTa
(stBIeHMS)

3HATh!

- HOPMAaTHBHO-TIPABOBBIE M  3aKOHOJATENbHBIC  AKTHI,
PEryIupyIolye YIpaBIeHUECKYIO NEATEIbHOCTh U KOHTPOIb 32
JeATeNbHOCTHIO OPTAaHU3ALUH B chepe IeTOIpPOU3BOICTBA;

- TpeboBanus 'OCTa k opraHu3anuu J1eI0npou3BOJICTBa, IPABUIA
othopMIIeHNS, BEICHUS U XPAHEHNUS JOKYMEHTAIINT;

- JEHCTBYIOIUE TIOCYIapCTBEHHbIE HOPMATHBHO-METOAUYECKUE
JOKYMEHTHI, PETTTaMCHTHPYIONIHE paboTy C HOKYMEHTaMH; BHJBI
YINPaBICHYECKOH JOKYMEHTAllMM; IIpaBWIa COCTAaBICHUS U
TPUIAHUS IOPUIIMTIECKON CHITBI YIIPAaBICHIECKIM JOKYMEHTAM;

CTyZIEHTA)

CamocrostensHas paboTta
(cnenuanbHble GOpMBI Ha BEIOOD

IMpumep 3ananus:1. U3yunTs TpebOBaHUS COBPEMEHHBIX 3aKOHOJATENIBHBIX,

HOPMATUBHBIX aKTOB " HOPMATHUBHO-METOAUYCCKUX JAOKYMCHTOB,

pEeraMeHTHUPYIOIINX  BOIPOCHI  OpraHU3aluU
obecnieyeHus aeaTeNlbHOCTH. Ha ocHOBe COOpaHHBIX MaTepUalioB HAIUCATh
AQHAJTUTHYECKYIO paboTy, PaCKPBIBAIOIIYIO CIIEYIOLIHE BOIPOCHI:

* llenu rocynapcrBeHHoro peryiauposanus J0Y

o JlebuHHULNSA TOHATHH «IEIOMPOU3BOJACTBO» U «IOKYMEHTALMOHHOE

obecrneucHue YIIpABJICHUEC) .

JAOKYMEHTAIIUOHHOI'O

+ XapakrepucTHKa  3aKOHOJATENBHBIX  H
pernaMeHTupyromux Bonpocsl JOY

e JlokanabHbIe HOPMATUBHBIC aKTbl KaK OpraHu3alluOHHas OCHOBa

HOPMATHUBHBIX aKTOB,

ACJIONTPOU3BOACTBA

YMETh!
- OCYLIECTBJIATh aHANM3 JEHCTBYIOIIETO 3aKOHOJATENbCTBA,
CBOEBPEMEHHO KOPPEKTHPOBATh NPAKTUKY €r0 IPUMEHEHNUS;




* [Ipo6nems! perynupoBanus JOY
Kputepuu oreHku.

1. PackpbIThl OCHOBHBIE 3JIEMEHTHI aHATUTHYECKOW paboThl (o 1 Gamry 3a
KaX/Iblii apryMEHTHPOBAHHBIN OTBET)

2. IlpenrnoskeHs! BapHaHTHI penieHus npobiieM perymuposanus JJOVY. (1-3
0asia B 3aBUCUMOCTH OT 00OCHOBAHHOCTH TPE/IJIOKEHHOTO PEIICHHS).

KonTponbsHOE MeponpusaTHe 10 MOAYyIo 1

[Ipumep 3aganus:

Ha ocHOBe n3y4eHus COBpeMeHHbIX HanpasieHuiin popm OV mpeanoxurs
cBOrO MoJielb opranuzanuu JJOY (B BUze MPE3eHTALNHU IIPOEKTA).

Kpurepun oneHk# (BBINOJIHEHHE KaXI0TO KPUTEPHUS OLICHUBaeTCs B 2 Oana,
€CIIM BBIIOJIHEH IIOJHOCTBIO, B 1 0aJl, €ClIU BBIIOJIHEH YaCTUYHO).

1. BeiOpano yupexaeHue (MpeanpusITue) JUisi IEMOHCTPAIMH OpraHH3aluu
HOVY.

2. Omucana cuctema opranuzaimu JIOY B BbIOpaHHOM YYpEKICHUU
(mpeampusTm).

3. ObGocHOoBaHa HEOOXOJMMOCTh HW3MEHEHUH (TIOCTOSIHCTBA) OpraHU3alUU
JOVY B BEIOpaHHOM yUpEXKICHUHU (TIPEIANPHSITHH).

4. IlpennosxeHa cBost Moenb opranm3arnmm JOY.

5. Mogens oopmiieHa B BUJE IPE3EHTALUH IIPOEKTA.

3HaTh:

- HOPMATHBHO-TIPABOBBIC U 3aKOHOJATEIbHBIC AKTHI,
PETYIUPYIONINE YIPaBICHUECKYIO AATSIBHOCTh U KOHTPOJIb 32
JeSATENBHOCTHIO OPTaHU3aLHUI B chepe AeT0NpPOU3BOICTBA,;

YMETb:

- OCYIIECTBIIATh aHAIIN3 JEHCTBYIOIETO 3aKOHOIAaTENbCTBA,
CBOEBPEMEHHO KOPPEKTHPOBATh IPAKTUKY €r0 IPUMEHEHUS;
(hopMHpOBATH NAKETHI TOKYMEHTOB, OTPAXKAIOIIUX 3aKOHHOCTb
CO3/IaHMs U AEATEIbHOCTH OpPTaHU3alHH;

IIpomesKyTOUYHBII KOHTPOIIb

MO)IyJ'II) 2. TexHoaoruu BCICHUS ICTIOINIPOU3B

OZICTBa B OpraHU3alluu, yIPCIKICHUN

Texymuit KOHTPOIIb IO MOIYITIO

Tema 3. JIokyMEeHTOOOOPOT B OpraHU3aluU

Tema 4. OcHoBHBIE TpeOOBaHUS K 0OPMIICHHIO YIPABICHIECKUX
(opraHU3AIOHHO - PACTIOPSAUTENBHEIX) TOKyMEHTOB

Tema 5. CoBpeMeHHOE JIelI0BOE MMHCHMO

1 | CamocrosrensHas pabora
(crermanbHbIe 00sI3aTeNbHbIE POPMBI)

IIpumep 3aganus:

Hanummre pa3sBepHyThIil OTBET Ha TeMy: «OCHOBHBIE 3Tallbl IBUXKEHUS
JOKYMEHTOB B OPraHU3aLlum».

Kpurepun onenku:

Kpurepwii / Ouenka Beimonsen Beimon He
HIOJIHOCTBIO HEH
yacTuy | BBIIOJNHEH
HO
PackprITO OCHOBHOE MOHATHE 2 Ganna 1 Gamn 0 6annoB
Ilepeuncnensl Bce 2 Ganna 1 Gamn 0 6annoB
COCTaBIISIOIIHE ICMEHTHI
(cTpykTypa) mpeaMera
(s1BeHU)

3HATh!
-TpeboBanus 'OCTa k opraHusanuu 1eI0IpOU3BOICTBA, IPABUIIA
othopMIIeHNS, BEJCHNUS ¥ XPaHEHHS JOKYMEHTAIHH, CBI3aHHOI ¢
IPOM3BOJCTBEHHOH U KaJpOBOI IEATEIbHOCTBIO;
yHUUIIPOBaHHEIE (GOPMEI JOKYMEHTOB; HH()OPMAIHOHHEIE
TEXHOJIOTUH, UCIOJIb3yeMble IIpU cOope, 00paboTke, XpaHEHUH U
3amuTe nHGopMaIny;

- TpeboBaHMsA K cOOpY, IMepepadoTke U XpaHSHUIO HH(OPMAIINH;
CIIOCOOBI U CPECTBA NOJIY4YEHHs], XPAaHEHUS U IepepaboTKu
uH(popManuy; TpeOOBaHUS K PallMOHATIBHON OpraHn3auu paboTsl
C JOKyMEHTaMU;

- croco0bl oBeieHNs HHPOPMALIUH A0 COTPYAHUKOB




JlaHa xapakTepuCcTHKa 2 6amna 1 Gamn 0 6annoB

COCTaBJISIIOIIUX 3JIEMEHTOB
(cTpyKTypBI) IpEeaMeTa
(stBIICHMST)

3 | CamocrosTenbHas paboTa [Ipumep 3aganus: YMETh!
(cnenuanbHble GOpMBI Ha BEIOOD COBEpIIEHCTBOBAHME JIOKYMEHTOOGOPOTA: OpPraHM3alls PalMOHANBLHOrO | - UCIONb30BaTh YHH(UINPOBAHHBIC JOKYMEHTBI
CTyZeHTa) JIBIDKCHNS IOKYMEHTOB BHYTPH TIPETPHSTHS. - UCHOJB30BaTh KOPIOPAaTHBHBIE  JIOKAIbHBIE CETH  JUIA
Kpurepnn oneHKH: (BBIIOJHEHNE KaXKI0T0 KPUTEPHS OLIeHUBaeTcs B 2 Oaa, ONTHMM3AUMM  PaGOTEL  C  JIOKYMEHTaMH, — pa3paGarhisarh
JIOKYMEHTOIIOTOKHU JULs s dexTuBHOCTU peanuzanuu
€CIIM BBIIOJIHEH IIOJHOCTBIO, B 1 0aJll, €ClIU BBIIOJIHEH YaCTUYHO). T —— pellleHUi,0praHM3AIHH KOHTPOJTBHBIX
1. Beibpano yupexaeHue (MpeanpusaTue) JUisl IEMOHCTPAIMK OpraHH3aluu MepOnpHSTHil
JOV.
2. OmmcaHa cucreMa JOKyMEHTOOOOpPOTa B BBIOPAHHOM YUPEXJICHUH
(mpeampusTHm).
3. TlpoaHann3upoBaHBl OCHOBHBIE OTalbl JBIDKCHHS [JOKYMEHTOB B
OpraHM3alIyu.
4. PackpbITBl OCHOBHBIE HEIOCTATKH OPTaHM3aIlMU JIOKYMEHT0000pOoTa
(o6ocHoBaHa 3P PEKTUBHOCTH UCHOIB3YEMOM CXEMbI JOKYMEHTO000pOTa).
5. IlpennmoxeHsl cHOCOOBI COKpAlleHUS JOKYMEHTOO0OpOTa C IEJbIo
COKpaIIeHHs] BpeMEHH JABWKEHHS JOKYMEHTOB B OPTaHU3alUH.
6. JlaHa olleHKa peaJlbHOCTU IPEAJIOKEHHBIX BapHAHTOB pallMOHAIM3ALUU
JOKYMEHT0000pOTa.
KoHTponpHOE MEpONIPHATHE 110 MOAYJIIO 2 [pumep 3amanus: YMeTb:

CocTaBUTh MOZIENb OPraHU3aLUK JOKYMEHTO000pOTa (MCHONb3Yys MaTepHAaIbI
KOHKPETHOTO TIPEANPHATHS HIN COOCTBEHHYIO pa3paboTKy) IO OJHOMY H3
BBIODAaHHBIX HAIpaBICHHUI JIBIDKCHHS JOKYMCHTOB (IBI)KCHHE BXOJIAIIHX
JOKYMEHTOB, HCXOSIIUX JJOKYyMEHTOB, BHYTPEHHHX JTOKYMEHTOB). BhImomHss
3a/1aHHe HEOOXOANMO OIIPEIeIIUTh COCTAB JOJDKHOCTHBIX JIMII, YIaCTBYIOIINX
B 00paboTKe M WCIIONHCHNH MOKYMEHTOB; H3YYHTh CXEMBI IBIDKCHHS
JOKYMEHTHBIX NOTOKOB OopraHu3anuy. COCTaBUTh OIEPOrpaMMy IBHKEHUS
ITokyMmeHTOB. OmeporpaMma BXONSAIINX JOKYMEHTOB IOIDKHA OTpaXkaTh
HepeMelieHre JOKyMEHTOB OT MOMEHTa IpHeMa IO TOJIIMBKH X B JEN0
Iocsie 3aBeplleHus] ucnoigHeHus. OmeporpamMma HCXOASIIMX IOKYMEHTOB
JOJDKHA OTpaXkaTh IepeMELeHUe JOKYMEHTOB OT MOMEHTA IOATOTOBKH HMX
IIPOEKTOB 0 OTIpPaBKH UX U3 yupexaeHus. OmneporpaMma JBHXKEHUS
BHYTPEHHHUX HOKYMEHTOB — OT MOMEHTA IOJTOTOBKU IPOEKTa JOKyMEHTa /10
HOAIINBKHY B AEJO.

Kputepuu oreHKH (BBIIONHEHHE KaXJI0T0 KPUTEPHUs OLICHUBACTCS B 2 Oaia,
€CJIM BBITMOJIHEH MOJHOCTHIO, B 1 GaJijI, €C/TM BBITIOJIHEH YaCTUYIHO).

- (opMHpOBaTh yrpaBieHYECKHE TOKYMEHTHl B TPAIUIMOHHBIX U
ABTOMATH3UPOBAHHBIX TEXHOJIOTHSX;

- HCIONb30BaTh  KOPIOPATUBHBIE  JIOKAJbHBIE CETH Ul
ONTHMU3aIMU  PabOTBl €  JOKyMEHTaMM, pa3pabaTbiBaTh
JOKYMEHTOIIOTOKHU Ui s dexTuBHOCTH peanu3anuu
YOPaBICHYECKUX  PELICHUH,  OpraHM3alii  KOHTPOJIBHBIX
MEpOIPUSATHH;




1. Omnmcana Mopmenb OpraHW3ald  JOKyMEHTO00OpOoTa  (MCHONB3Ys
MaTepHajIbl KOHKPETHOT'O TIPEANIPUSATHS WM COOCTBEHHYIO pa3paboTKy).

2. OmpeneneH COCTaB IODKHOCTHBIX JIMI, YYacTBYIOIIMX B 00paboTKe M
WCTIONTHEHUH TOKYMEHTOB.

3. IlpexncraBiieHbl CXeMBbI JIBMKEHHS JJOKYMEHTHBIX IIOTOKOB OpraHU3alIHH.

4. CocraBneHa oneporpaMMa JBIKEHHS JOKYMEHTOB C yIETOM CTaHAapTHOU
CXEMBI JIBIXKEHHUS 110 BHIOPAHHOMY HaIpaBJICHUIO.

5. IlpemntoxxeHpl BapuaHThl ONTHMHU3ALMK JBIDKEHHS JIOKYMEHTOB B

OpraHu3aIHH.

IIpomekyTOYHBII KOHTPOIIb

Monyib 3. CocraBienue u ohopMIICHHE JOKYMEHTOB B OpPTraHU3aIluK

Texymuii KOHTPOJIb IO MOAYIIIO

Tewma 6. OpraHu3aliMOHHbIE JOKYMEHTHI, UX COCTaBIICHHE 1
odopmnenue

Tema 7. PaciopsiiuTenbHBIE TOKYMEHTHI, UX COCTaBICHHE 1
odopmiieHue

Tema 8. MupopMalimoHHO-CIIpaBOYHBIE TOKYMEHTBI, HX
cocTaBlieHHE U 0(OpPMIICHHE

Tema 9. KagpoBasi foKkyMeHTaIHs

1 | CamocrosrensHas pabora
(crierrasibHBIC 00s3aTEIbHBIC (HOPMBI)

IIpumep 3aganus:
Hanmmmre pasBepHyThii oTBeT Ha TeMy: «OOmme TtpeOoBaHUs K
0(OpMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOBY.

Kpurepun orieHKH: CM. BBIIIE.

3HATh:

- BUJBI YIIPABICHIECKOH HOKYMEHTAIINH; IPaBUIIa COCTABICHUSI U
NpUaHNS IOPUANYECKON CUIIBI YIIPABICHUYECKUM JOKYMEHTaM;

- TpeboBanus 'OCTa k opraHu3anuu J1eIonpou3BOJICTBa, IPABUIA
odopmieHNs, BEeHUs. U XPAaHEHUs NOKYMEHTAallUU, CBSI3aHHOU C
TPOU3BOACTBEHHON u KaIpoOBOH JeATeIbHOCTHIO;

yHUGHUIHUPOBAaHHBIE (HOPMBI JOKYMEHTOB,

3 | CamocrosTenbHas paboTa
(crierrasibHbIe (HOPMBI HA BBIOOD
CTYJICHTA)

Ipumep 3amanus: CocraBeTe MpHKa3 00 UTOrax padOTHI ¢ JOKYMEHTaMH B
2012 . B OAO «Pomgmna». B xoHCTaTHpyIOmEel 9acTH yKaKATE Ha HU3KYIO
TpeOOBaTENILHOCTh PYKOBOJUTENICH MOAPA3/ICICHUI K Ka4YeCTBY MOJITOTOBKH
JOKYMEHTOB M KOHTPOJIA 32 UX MCHOJHEHHEM. B pacnopsanuTensHON yacTu
oOparuTe BHHUMaHHE PYKOBOAUTENEH Ha IOBBILIEHHE TPEOOBATENHHOCTH K
paboTHUKaM B 4acTu paboThl ¢ AOKyMeHTaMu. [laiiTe 3ajaHie COTPYAHUKY,
OTBEYAOUIEMY 3a JEJONPOU3BOACTBO, pa3padoTarh Mephl MO YIyUIIEHHIO
9TOU pabOTHI.

Kpurepun oueHkH (BBIIOJHEHHE KaXXAOTO KPHUTEpHs oleHuBaercs B 1,5
0ata, ecli BBIIIOJHEH MOJIHOCTBIO, B 1 Oajul, eciiy BHIMOJIHEH YaCTHYHO).
1.Ilpuxazodopmiien Ha OilaHKE OpraHU3allMd M COIEpXKaT CIeIyoLue
PEKBU3UTHI: HANMEHOBAHNE OpraHHU3alliK, HAMMEHOBAaHHE BUAA JOKYMCHTA,
JlaTa, perucTPalMoOHHBIII HOMEpP, MECTO COCTaBJICHHS, 3arojOBOK K TEKCTY,
OTMETKa O KOHTPOJIE, TEKCT, IOJIIHICh, BU3bI COIVIACOBAHUS U O3HAKOMJICHHS,
OTMETKa 00 UCHOoIHUTeNe (IIPH HEOOXOIMMOCTH).

YMETB!
-hOopMHpPOBaTh yHPaBICHYECKHE AOKYMEHTHI B TPAAULHOHHBIX U
ABTOMATH3HPOBAHHBIX TCXHOJIOTHSX;

- Ha OCHOBE OCHOBHBIX O(DHCHBIX I[POrpamMM OCYLIECTBISITh
CHCTEMATH3aIMI0 JOKYMCHTOB JUIS IOJrOTOBKH K XPaHCHUIO U
cliade B apXuB,;

- odopmiATh Hu

COCTaBJIATH  YHNPAaBJICHUCCKUEC JOKYMCHTBI:

OpraHu3aIOHHbIE, pacnopsauTenbHbIE,
UH()OPMALIMOHHO-aHAIUTUYECKUE,  KaJpOBbIE,  HCIOJIb30BaTh
YHUGHUIHUPOBaHHBIE TOKYMEHTEI,

- ofbecrneunth  coOJIOfEHHE  JTOKYMEHTOB  JICHCTBYIOIIEMY
3aKOHOJATEIbCTBY




2. B xoHcTarupyrolieit 4acTi oTpakeHbl (PaKThl U COOBITHS, MTOCITYKHUBIIHE
OCHOBaHHEM [T U3/1aHUS MTPHUKa3a.

3. B pacnopsagurensHOI yYKazaHbl  TpEANHCHIBacMbIe
pacropsiMTeNbHble  ACHCTBHS  (3afaHus, TOPYUYCHHs),
JOJDKHOCTEH, (paMUIIMK U MHULIAAIIBL JIWL, KOTOPHIM ITOPYYEHO BBIIIOJIHEHHE

qaCcTu
HAaMMCHOBAaHHC

3a/laHuil WM KOTOPBIE SIBJISIOTCS OTBETCTBEHHBIMH 32 BBIIOJIHEHHE IPHKa3a;
CPOK HCIIOJIHCHUS IIPHKA3a.
4. CobmozieH anroputM oQGopMIIeHUs IpUKa3a.

KoHTponbHOE MeponpusaTHE 110 MOIYIIIO 3

IIpumep 3agmanmsa: Ha
IIPOAEMOHCTPUPYHTE
JIeJIONPOU3BOJICTBA IPH IIPUEME HA BAKAHTHYIO 1OJKHOCTb.

Kpurepuu oneHky (BBIIOJIHEHUE KaXI0r0 KpUTEpHs olieHUBaeTcst B 1 Ga,

Mmarepuaje
peain3anuro

u3BecTHOro Bawm NPEANpUATUSL
TEXHOJIOTUHU OopraHusanuun

€CITH BBITIOJIHEH MOJTHOCTHIO, B 0,5 0asia, €Clii BBITIOIHEH YaCTUYHO).
1. OnucaHa cuTyaluss HM3MEHEHUS JCSITEIBHOCTH OpTaHU3al[hH,
oTpakarouiast He00X0AUMOCTh IIPUBJICYEHHUS] HOBBIX COTPYAHUKOB;

2. CdopmynupoBaH nepeyeHb TpeOOBaHUIT K BAKAHTHOW JOJKHOCTH,
3. CocTaBiieHa JTHYHOCTHAs crenuduKanus s 0TOopa HYKHBIX
COTPYIHHUKOB,;

4. BHeceHb! H3MEHEHHUS B THIOBYIO JOJDKHOCTHYIO HHCTPYKIIHIO;

5. Paspabotana ¢opma aHKeThl Ha BaKaHTHYIO JOJDKHOCTh M opma
OLICHOYHOTO JINCTA,

6. CocTaBiieH NpuKa3 1 0OopMIIeH TPYAOBO# JOTOBOP

7. OdopMiIeHBI THIHOE IETI0, JINYHAsT KAPTOYKA M TPYAOBas KHIKKA,

BJIIaACTh:

TEXHOJIOTHEH OQOPMIIEHHS TOKYMEHTalMOHHOTO COIPOBOKICHHS
MIPOM3BOJICTBEHHOT'O MJIH KaJIpOBOTO Ipoliecca.

ITpomeskyTOUYHBII KOHTPOIIb

Monyne 4. Homenkmarypa gen

Texymmii KOHTPOJIb IO MOAYJIIO

Tema 10. O0mue TpeOoBaHU K CUCTEMATU3aLUN JOKYMEHTOB U
(bopMHUPOBaHHUIO J1eT
Tema 11. TToarotoBka T0KyMEHTOB K apXUBHOMY XPaHEHHIO

1 | CamocrosrensHas pabora
(crernmanbHbIe 00sI3aTENbHBIE POPMBI)

IIpumep 3aganus:
Hammmmre pasBepHyTHII oTBeT Ha TeMy: «OCOOEHHOCTH COCTaBIICHHS
HOMEHKJIATYPhI [€]1 OPTaHU3aLuN».

Kpurepunu oneHku: cM. BbIIIE.

3HATh!
-TpeboBanus [OCTa k opranuzanuu AeJ0NpoU3BOACTBA, IPABUIA
othopMIIeHNs, BeICHUS U XpaHEHHS NOKYMEHTAI[HH, CBA3aHHOH C
NPOMU3BOJCTBEHHON U KaJpOBOI IEATEIbHOCTBIO;

- TpeboBaHus K cOopy, mepepaboTke M XpaHEHUIO WHGOpMAalHY;
CIocoObl M CpEACTBA IOJNYYEHUs, XpaHEHUs U HepepaboTKu
uH(popManuy;

3 | CamocrosrenpHas paboTta
(crierriasibHbIe (HOPMBI HA BBIOOD
CTYJICHTA)

[Tpumep 3apanus: CocTaBUTh ONKCH Ha Aesa (IOCTOSHHOTO U BPEMEHHOTO
XpaHeHus, MoJyIeKalIKe c/laye B apXyB — Ha BbIOOp cTyneHTa). Onpenenursb
MIOCJICI0BATEIBHOCTD PACIIONOKEHHS A€M B OTIUCH, COCTaB JOJKHOCTHBIX
JIULL, TPUHUMABIINX YYacTHUE B COCTABICHUH, BUSUPOBAHUH U COTTIACOBAaHUHU

YMETB:

- Ha OCHOBE OCHOBHBIX O(HCHBIX MPOTPaMM OCYIIECTBIATH
CHUCTEMATH3alUI0 JIOKYMEHTOB IJsi IOJArOTOBKM K XPAaHEHHIO H
clla4ye B apXus;




3TUX JOKYMEHTOB
Kpurepuu oLeHKY (BBIIOJIHEHUE KQXI0T0 KpUTEpUs OLieHUBaeTcs B 1 6amw).

1. CocraBjieHa ONKCh Ha JIea.

2. OmnpezerneHa Moclie0BaTeIbHOCTh PACTIONOKEHHS JIeT B OTIHCH.

3. OmnpezesneH cocTaB JODKHOCTHBIX JIMII, IPUHUMABIINX Y4acTHE B
COCTaBJICHUH, BU3UPOBAHUH U COTJIACOBAHUH 3THX JIOKYMEHTOB.

4. CocTaBiieHa HTOrOBas 3aIKCh.

5. BHyTpeHHSs OnKCh NOANKCaHa COCTABUTEIIEM.

KouTponsaoe MeponpusiTie mo  Moxayiio 4

[Ipumep 3ananus:

CocTaBUTh HOMEHKIIATYPY /1€ KOHKPETHOH OpraHnu3aIiu

Kpurepun oneHku (BBINOJIHEHHE KaXI0TO KPUTEPHUS OLIeHUBaeTcs B 2 Oaa,

€CJIM BBITIOJIHEH TTOJTHOCTHIO, B 1 0asu1, €CIIi BHIIIOJIHEH YaCTUYHO).

yupexzaeHue (mpennpusTHE) UIA  COCTaBICHHSA
HOMEHKJIATypPhI JeJL.

2. IlpencraBieHO ITAaTHOE PacIHCaHUE JUIS ONPEAEIEHHS CTPYKTYPHI

1. BsiOpano

HOMEHKJIATYPHI JIeTI.
3. 3BamonHensl rpadbl TAOIUIBI OCHOBHOW YaCTH HOMEHKJIATYPHI JEII.
4. TlpuBemeHa HWTOTOBasi 3aMUCh O KaTerOpHAX U KOJIUYECTBE
3aBEJICHHBIX JICII.
5. Howmenxkmarypa yTBepkeHa pyKOBOIUTEIEM OpPTraHN3aINH.

YMETb:
- (opMHupOBaTh yNpaBIEHYECKUE JOKYMEHTHI B TPAJULUOHHBIX U

ABTOMATU3UPOBAHHBIX TCXHOJOTHAX; - - Ha OCHOBE€ OCHOBHBIX
O(l)I/ICHI)IX InporpaMM OCYHIECTBIIATH CUCTEMATU3AUIO JOKYMEHTOB
JUISL IOATOTOBKHU K XpPAaHCHUIO U CIaYU€ B apXUB;

HpOMe)KyTO‘{HaH aTTecrauus

IpencrasieHo B pOHAE OLCHOYHBIX CPEACTB JUIS IPOMEKYTOTHOM
aTTEeCTAIMH [0 JUCHUILIAHE







