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Kpanmuduxarus O0axanasp

Dopma 00yaeHHS o4Hast

OO0w1as Tpy10eMKOCTh 43ET

YacoB no yueOHOMY TUTaHY 144 Buner koHTpONST B cemecTpax:
B TOM 4YHUCIJIE! 3a4€Thl C OLEHKOMN 7

ayJIUTOPHBIE 3aHATUS 58

camMocCTosITeNIbHas paboTa 86

Pacnpeaenenne YacoB JUCHUILIMHBI IO CEMeECTPpaM

Cemectp(Kypc.Homep cemectpa Ha kypce) 7(4.1) Hroro
Bun 3ansaruit VII | PITA | VIT | PTIJ
Jlexuuu 22| 22 | 22| 22
TpakTHyeckue 36| 36 | 36| 36
B TOM umcIie HHT. 14 14 | 14| 14
Wroro ayn. 58 | 58 | 58 | 58
KonTakrnas pabora 58 | 58 | 58 | 58
Cawm. pabora 86| 86 | 86 | 86
Hroro 144 | 144 | 144 | 144




Hampasnenue noaroroBku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMs IPpOGIISIME IOJTOTOBKH)
Hamnpasnernocts (mpoduis): «OxoHomuka» u «HbopmaTHkay
Paboyast mporpamMma JUCLIMILINHBI «J{eI0onpor3BOACTBO»
IIporpammy cocraBuii(u):

Pesyn Csernana FOpreBHa

[pu HanmMuuKM 00YJAIOIIMXCS U3 YHCIIA JIUI C OTPAHWNYEHHBIMU BO3MOXKHOCTAMHE 37J0POBbSI, KOTOPEIM HEOOXOAUM OCOOBII HOPSIOK
OCBOCHHS IUCIMIUIMHBI (MOLYJIS), TIO MX JKEJIAHHUIO pa3pabaThiBaeTCs aJlalTHPOBAHHAS K OTPAaHHYSHUSIM X 3/10pOBbs paboyast
porpaMMa JUCIMIUIMHEL (MOIYJIS).

Pabouast nporpamMma AUCIHUIUINHEL

Jles10npou3BOACTBO

paspabotana B cootBercTBUM ¢ PI'OC BO:!

®denepanbHBIil TOCYIapCTBEHHBI 00pa30BaTENBHBINA CTAaHAAPT BBICIIETO 00pa30BaHus — OaKkajaBpHaT IO HAIPABJICHUIO OATOTOBKH
44.03.05 IMenaroruueckoe oOpazoanue (¢ IByMs IpOoQUISIMUA TOATOTOBKH). Y TBEpK/IeH Mprka3oM MuHHUCTEpCTBa 00pa3oBaHue U
Hayku Poccuiickoit @eneparuu ot 22 deppains 2018 r. Ne 125

COCTaBJICHA HAa OCHOBAHUH yqe6H0r0 IJ1aHa:

Hanpasnenue noxrorosku: 44.03.05 Ilenaroruueckoe odpasoBanue (¢ AByMs IPOGUIIMHU IOJIOTOBKH)
Hanpasnennocts (mpodunp): «xoHOoMuKa» U «HDOpMaTHKAY

yTBepxeHHoro YuénsiM coBeroM CI'CITY ot 31.08.2020 npotoxon Ne 1.

Pabouast nporpamMma o00peHa Ha 3aceJaHuH KadeIpbl

YnpasieHus, cCepBUCHBIX TEXHOJIOTHii 1 IKOHOMUYECKOro 00pa3oBaHus

TIpotokoi ot 25.08.2020 r. Ne 1
IlepeyrBepikieHa Ha OCHOBaHUM peleHus Yuenoro cosera CI'CITY
IIporokomn 3aceqanns Yuenoro coBera CI'CITY ot 25.02.2022 1. No7.

3aB. kademnpoit JI.U. Oumman

Haganpuuk YOIT

el H.A. lomannna
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Hamnpagnenue noarorosku: 44.03.05 INegaroruueckoe oOpa3oBanue (C AByMst IPOGHISIMU ITOJTOTOBKHU)
Hanpasnennocts (mpoduis): «OxoHoMuka» 1 «MHbopMaTHKa»
Paboyast nporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJIM U 3AJIAYY OCBOEHUSI JUCLIUTIIMHBI (MOLYJIST)

Heab n3yyenust qucuumianHbl: copmupoats 3aaannbie OITOIT BO acnekThl KOMIIETEHIIUHA.
3agayu u3yyeHUs AUCHUIIMHBI. CPOPMUPOBATH 3aIUIAHUPOBAHHBIE 00pa30BaTEIILHBIE PE3YIbTATHI
Qobaacth npodeccuoHanbHoi aesTeabHocTH: 01 OOpasoBaHue 1 HayKa

2. MECTO JUCUMILIUHBI (MOJY.JI81) B CTPYKTYPE OBPA30BATEJIBHOM ITIPOI'PAMMBbI
Iy (pasnen) OI1: — [B1.B

2.1|Tpe60|32um;| K NMpeJIBapUTeJbHOI NOATOTOBKE 00y4alomerocs:
CozeprkaHue AUCIMIUIMHBI 0a3UpYyeTCsi Ha MaTepHalle: CIeyIOIHX TUCIUTUINH!
OCHOBBEI MEHEDKMEHTA B 00pa30BaHUU
Pycckuit sI3bIK B KybTypa peun
MeTonbl DPUHATHS PEHICHUI
2.2| AucuumiMHbl (MOAYJIM) U MPAKTHKH, IJIsI KOTOPHIX 0CBOEHHE TAHHOM THCHUIJINHBI (MOIYJIsl) HEOOX0TNMMO KaK
npefuiecTBYIOLIee:
OCHOBBI TPYJIOBOT'O IIpaBa
VYnpasieHue o0pa3oBaTebHBIM IPOLECCOM B 00pa30BaTeIbHON OpraHu3aIiu

3. KOMIIETEHL{Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

ITIK-4 Crioco0HOCTh y4acTBOBAThL B Pa3padoTke M peajJu3alii IPOrpaMMbl Pa3sBUTHS 00pPa30BaTeIbHON OPraHU3alMH 1
aHaan3e 3ppeKTHBHOCTH 3aHSITHI U MOAXO0A0B K 00Y4eHHIO U BOCIIUTAHUIO
IIK-4.1 3naeT: 3aKOHOMEPHOCTH OCYIIECTBJIEHHUSI OPraHN3ALMOHHO-YIPABJIEHYECKOii eTeJLHOCTH B 00pa30BaTeIbHOI
OpraHM3aluy U YIPaBJIeHHH 00pa30BaTebHbIM IPOLeccoM

3Haer:

HOPMBI TIpaBa ¥ HOPMAaTHBHO-IIPABOBBIE AaKThl, JEHCTBYIOLIME TOCYJapCTBEHHbIC HOPMAaTHBHO-METOAMYECKHE JIOKYMEHTBHI,
perynupyronye B3aUMOOTHOUIEHUsI 00pa30BaTEIbHOIO YUPEXKJICHUS U KOHTPOJIUPYIOUIMX OPraHoB, TpeOOBaHUSA K OpraHU3aluu
JETONPOM3BO/ICTBA, IPaBHIa 0(OPMIICHHS, BEACHHS 1 XpaHEHHUS TOKYMEHTAlUH, CBI3aHHON C BHEIPEHHEM TEXHOJOTHUECKHUX HIIN
OPTaHM3aLMOHHBIX U3MEHEHHUH, KaJjpaMH U UX JBI)KEHHEM; CTPYKTYPY CHCTEM JOKYMEHTAllUU B 00pa30BaTEIbHOM YUPEKICHUM;
NpaBUJia COCTAaBICHUS M O(QOPMIICHHS YIPaBIEHUYECKHX JOKYMEHTOB (S3BIKOBBIE (GOPMYIBl OQHIMAIBHEIX JTOKYMEHTOB);
0COOEHHOCTH YCTHOH MyOIMyHON pevr; TpeOOBaHUS K MOJIYYCHHUIO (TIOJIHOTa, CBOEBPEMEHHOCTh, HE3aBUCUMOCTb, JOCTOBEPHOCTB),
nepepabOTKe W XpaHEHHI0O HH(GOPMAIMH; OCHOBHBIE METOMBI, CHOCOOBI M CPEJACTBa IIOJNyYeHHUs, XpaHEHUS W mepepaboTKu
uH(opMaLuy; COBPEMEHHBbIE METOJbl IepeBoja HMH(OpMAalUU B YIPaBICHUYECKHE JOKYMEHTBI: COCTABIEHHE PAacCHOPsDKEHUi,
NPUKa30B, WHCTPYKIMH M JAPYTUX YHOPABICHYECKHX IOKYMEHTOB; TpeOOBaHUS K pAIMOHAIBHOW OpraHu3amud padoTHl ¢
JOKyMEHTaMH B 00pa30BaTeIbHOM YYPESKACHHM IIPH HUCIOJIB30BAaHUU B ammapaTe YHOpaBIeHUS OPraHU3alMOHHOW U
BBIYHCIIATENIPHON TEXHUKH;, KaHaJbl IOBENeHHS WH(POpPMAIMU 10 COTPYIHHKOB; YHH(UIHMpOBaHHBIE (OPMBI 00pabOTKH
uHpopmanuy; UHGOPMAIIMOHHBIE TEXHOJIOTHH, UCTIOIb3yeMbIe TP cOope, 00paboTKe, XpaHEHUH U 3alUTe HHGHOPMALIIH; KaHAIIbI
Y CETH DJICKTPOHHOM MOYTHI JIs TOBEIECHHS HHOOPMALMH 10 IO TYNHEHHBIX.

IIK-4.2 YMeeT: ocymiecTBJIATH AeiiCTBUS 10 CTPATErH4eCKOMY, IPOEKTHOMY M ONIEPATUBHOMY YIIPABJIECHHIO
o0pa3oBaTeJbHOI Opranu3aiueil 1 00pazoBaTeJJbHBIM MPOLECCOM B Heil

VmMmeer:

(bOopMHUPOBATH MAKET JTOKYMEHTOB, OTPAXKAIOLINX JEITEIbHOCTh 00PA30BATENFHOTO YUPESXKICHHS B COOTBETCTBHU C HOPMATHBHBIMH
TpeGOBaHUSAMHU KOHTPOIHUPYIOIIMX OPraHOB M HOPMATHBHO-METOJANYECKUMH JOKYMEHTAMH; 00ECIICUUTh COOII0ICHHE JOKYMEHTOB
JEHCTBYIOIEMY 3aKOHOAATENIbCTBY; MPUMEHSISI MPOrPaMMHOE 00eciedeHne, CO3/1aTh YIPaBICHYECKHE JOKYMEHTHI B TPAANIIHOHHBIX
U aBTOMATH3MPOBAHHBIX TEXHOJIOTMAX; HA OCHOBE IPOIPAMMHOTO OOECIICUCHHs KIACCH(DUIMPOBATh U CHCTEMATH3MPOBATH
JOKYMEHTHI Ha CTQANU MX 00pabOTKU M XpaHEHUs; OPraHN30BaTh JOKyMEHTOOOOPOT B 00pa30BaTEIbHOM YU PEKACHUH, HCIOTb3YS
ocHOoBHEIE o¢ucHBle mporpammer: Microsoft Office Word, Microsoft Office Excel um ap.; ocymiecTBisTh apXuBHpOBaHUE
yIPaBJIEHIECKUX JOKYMEHTOB C MOMOIIBIO KOMITBIOTEPHBIX MPOTPaMM; MOATOTABIHBATH JOKYMEHTBHI K XPaHEHHIO, HCHONb3Ys
ocHoBHEIE oducHBIe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; cucremarnsnpoBaTh JOKYMEHTHI [0 BHIAM
yIPaBJIEHIECKOH JIEATENHHOCTH B 06pa30BaTeNbHOM yUpeKAeHHH (OCHOBHAsS JEATENbHOCTD, paboTa Mo JUYHOMY COCTaBY H T.I.);
UCIIONB3Ys. MHGOPMALMOHHBIC TEXHOJIOTUH, IPOCKTHPOBATh OJNAHKA M YHH()UIUPOBaHHBIC (DOPMBI JOKYMEHTOB; HCIIOJIB30BAThH
TEXHUYECKHE CPEICTBA M JIOKAIBHBIC CETH B JOKYMCHTAallHOHHOM OOCCICYEHHH YYacCTHHKOB OOpa30BaTENLHOTO MpOLEcca;
[PUMEHSATh METOJbl ONTUMH3ALMH JOKYMEHTOIIOTOKOB B 00pa30BaTENbHOM YYPEKACHUH IOCPEICTBOM HCIIOJIb30BaHHS
KOPIIOPATHBHBIX HH(POPMAIMOHHBIX CHCTEM; OCYLIECTBIATh KOHTPOJIb 3a pealn3alieil yIpaBIeHISCKHX PEUICHHH MOCPEICTBOM
KOPIOPAaTUBHBIX HH()OPMAIIMOHHBIX CTPYKTYP.

4. CTPYKTYPA U COJIEP’)KAHME JUCIHUIIIMHBI (MOLY.JI5T)

Kon HanmeHoBaHue pa3e10B U TeM /BHJ 3aHATHSA/ Cemectp | YacoB (MHTepakrT.
3aHATH
a1

Paznen 1. HeJ'lOl'II)OI/BBOZ[CTBO, €ro 3aKOHOAATECJIbHO0C€ U HOPMATHBHO-METOANIECKOE

peryJanpoBaHue
1.1 [HopmaTtuBHO — 3aKOHOJIATEJIbHBIC OCHOBBI CUCTEMBI ACJIONPON3BOCTBA /JIeK/ 7 2 0
1.2 |HopMaTHBHO — 3aKOHOJATEIbHbIE OCHOBBI CHCTEMBI JIeJIoNpou3BocTBa /I1p/ 7 2 0
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1.3 [HopmatuBHO — 3aKOHOJIaTEIbHBIC OCHOBBI CUCTEMBI Aienonpon3BoacTea /Cp/ 7 21 0
1.4 [Cucremsl nokymentanuu. Ctannaprusaims U yHuduKaus 1okyMmeHToB /JIex/ 7 2 0
1.5 |Cucremsl fokymeHtanuu. Crangaptusaiyst 1 yaudukarms gokymentos /IIp/ 7 4 0
Pa3nen 2. TexHOJ0THY BeleHNSI 1eT0NMPON3BOCTBA B OPraHH3AINH, YIPeKIeHHH
2.1 |doxymentoo6opot B opranusaituu /JIex/ 7 2 1
2.2 |HdoxymeHtooboport B opranusauus /IIp/ 7 4 1
2.3 |Texuonoruu BemeHwms aenonpoussoxacTsa /Cp/ 7 21 0
Paznen 3. CocraBjieHne U opopmiieHne JOKYMEHTOB B OPraHU3aluu
3.1 [OcHoBHBIE TpeOOBaHMS K ODOPMIICHHUIO YIIPABICHYESCKHUX (OPTaHU3AIHOHHO - 7 2 0
pacopsIMTENbHBIX) TOKYMEHTOB /JIek/
3.2 |OcHoBHbIE TpeOOBaHUS K OQOPMIICHUIO YIIPABICHYECKUX (OPraHU3alMOHHO - 7 4 0
pacnopsaUTeNbHbIX) JoKyMeHTOB /I1p/
3.3 |CoBpemenHoe aenoBoe mucbMo /Jlex/ 7 2 1
3.4 [CoBpemenHoe menoBoe mucsMo /TIp/ 7 4 1
3.5 |OpraHusanoHHbIE JOKYMEHTHI, HX cocTaBieHue U opopmienue /JIex/ 7 2 1
3.6 |OpranusannoHHbIE JOKYMEHTHI, UX cocTaBienue u opopmienne /I1p/ 7 4 1
3.7 |PacmopsiurensHble JOKYMEHTHI, HX COCTaBlieHne U opopmirerne /Jlex/ 7 2 1
3.8 [PacmopsiiuTensHbIC TOKYMEHTHL, HX cocTaBieHue 1 opopmienue /Ip/ 7 4 1
3.9 |MudopmaimioHHO-CIIpaBOYHBIC JOKYMEHTHI, HX cOCTaBlieHHE 1 opopmienue /JIex/ 7 2 1
3.10 [MudopmarmoHHO-CIIpaBOYHBIC TOKYMEHTHI, X cocTaBieHue u opopmienue /IIp/ 7 4 1
3.11 [Kapposas moxymenranus /Jlex/ 7 2 1
3.12 [Kapposas moxymenrarst /TIp/ 7 2 2
3.13 [CocraBnenue u opopmiieHre TOKyMEHTOB B opranuzaimu /Cp/ 7 22 0
Paznen 4. Homenkiaarypa nes
4.1 |O6ume TpeOoBaHMs K CHCTEMATU3aIlMH JJOKYMEHTOB U (opMupoBanuto aen /Jlex/ 7 2 0
4.2 |O6mwme TpeboBaHms K CHCTEMATH3AIMN TOKYMEHTOB 1 opmuposanuio aei /TIp/ 7 2 0
4.3 |IToxroroBka JOKYMEHTOB K apXHBHOMY XpaHeHHI0 /JIek/ 7 2 0
4.4 |IToxroroBka JOKYMEHTOB K apXMBHOMY XpaHeHHIo /IIp/ 7 2 0
4.5 |Homenkiarypa nen opranusanuu /Cp/ 7 22 0
5. OueHoYHbIEe U METOANYECKHE MATEPHAJIBI O TUCHHUILIHHE (MOIYJII0)
5.1. Conep:xanue ayTMTOPHOI padoTHI MO TUCHHUILIHHE (MOIYJTIO0)
7 cemectp, 11 nexknuii, 18 npakTHYECKNX 3aHATHI
Pa3nen 1. [lesonpon3BoacTBo, €ro 3aK0OHOAaTeJIbHOE H HOPMATHBHO-METOANYECKOE PeryTHpPOBaHHE
Jlextust Ne 1 (2 gaca)
HopmaTuBHO — 3aKOHOAATEIbHBIE OCHOBBI CUCTEMBI JICJIONPOU3BOJICTBA
Bompocs! u 3aganus:
1. Hcropus ynpaBieHUs U ASIONPOU3BOACTBA.
2. HopMaTuBHBIE TIpaBOBBIE AaKTHl (eJepajbHBIX OPraHOB HCIOJHUTENBHON BIIACTH, DPEIIAMEHTHPYIOIIHE BOIPOCHI
JIOKYMEHTAI[IOHHOTO 00ECIICYCHHSI.
3. T'ocynapcTBeHHBIE CTaHOAPTHI HAa BEICHNUE JOKYMEHTAIINH.
Ipakrudeckoe 3ansTre Ne 1 (2 gaca)
HopmaTHBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI JIEJIONPOU3BOJICTBA
Bomnpocs! 1 3apanust:
1. BosHukHOBeHME U pa3BUTHE A€I0NPOU3BOACTBA B yupexaeHusx Poccun XVI — XVII Bs.
2. OcCHOBHBIC 4YepThl M OTJIWYUS JeJonpou3BoAcTBa B yupexnaeHusx Poccum XVIII B. ot nenmompousBoacTsa
MIPEAIIECTBYIOLIETO EPHOAa.
3. JenonpousBoactso B yupexaeHusx Poccun XIX — nauana XX B.
4. CraHOBJIEHHE U Pa3BUTHE JEIONPOU3BOJICTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEKICHHUIX.
5. Opranuzanus ciryX0bl TOKYMEHTAI[HOHHOTO 00eCTICUeHNs! YIIPABJICHHUs Ha COBPEMEHHOM JTaIle.

Jlexuus Ne 2 (2 yaca)
Cuctemsl okymenTaunu. CranaapTu3anyst 1 yHUQHUKALUsI TOKYMEHTOB
Bomnpocs! u 3apanust:
CymHoCTh MOHATHUS «J{OKyMeHT».
JoxymeHT kak cuctema. CBoiicTBa nokymeHTa. [Ipu3naku nokymenTta. OyHKIIMN TOKYMEHTA.
CucreMbl JOKyMEHTALUH.
Crangaptuzanus 1 yHUGUKaLUsI JOKyMEHTOB.
YHUPUUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIIHUH.
[Mpaktuydeckue 3ansatust Ne 2-3 (4 gyaca)
Cuctemsl nokymenTaunu. CranaapTu3anyst 1 yHUQHUKaLUs T0KyMEHTOB

arONE

Bormpocsr u 3aganus:

1. JlokyMeHT: orpeiesieHle, CBOMCTBA, (PYHKIIHUH.

2. Crannapruszaius 1 yHU(DUKAIHs JJOKYMEHTOB.

3. OcHoBHble (enepasibHble 3aKOHBI M HOPMATHBHO-METOJMYECKHE JIOKYMEHTHI, DPErJIaMEHTHPYIOLME IpaBuia paboTel ¢
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JIOKYMEHTUPOBAHHOM HHPOPMAITHCH.
4. Tlonstue u KIaccu(pHUKAIUA TOKYMEHTO000pOTa IIPEATIPHUSTHS.
5. O0ume NpUHIMIBI OPTaHU3AMH PAHOHATBHOTO JOKYMEHTO000pOTa Ha MPEAPUSITHH.
6. DTambl IBIKCHUS BXOASIIETO, HCXOJUIIIEr0 M BHYTPEHHETO JOKYMEHTOIIOTOKOB Ha PEITPUSTHH.
7. Peructpanyst JOKyMEHTOB (BXOSIINX, HCXOASAIINX, BHYTPEHHUX): 3HAUCHHUE, TIpaBuiIa, GOpMEI.
8. O6beM U rpaduk 10KyMEeHTO000pOTa.
9. 3HauCHNE U TEXHOJIOTHS OCYIIECTBICHHS KOHTPOJIS HCTIONHEHNS JIOKYMECHTOB.
Pa3gen 2. TexHOJI0THY BeeHNS 1eT0NMPON3BOACTBA B OPTAaHH3AINH, YIPeKIeHHH
Jlexuus Ne 3 (2 gaca)
JIOKyMEHTO00OpOT B OpraHu3aIluu
Bompocs! n 3aganus:

1. OCHOBHBIC 3Tanbl JBIKEHHUS JOKYMEHTOB B OpraHU3allUH.
2. Perucrparnus u nHaEKCANUs TOKYMEHTOB.
3. Kontposs 3a ucrionHenueM JoKkyMeHTOB. CpOKH MCIIOJIHEHHS JOKYMEHTOB.

[paktuueckue 3ansatust Ne 4-5 (4 gaca)
JIoKkyMeHTOO0OPOT B OpraHU3aLHH
Bonpocs! 1 3aanust:

1. O06paboTKa MCIIOIHSHHBIX U OTIPABJISAEMBIX JOKYMCHTOB.

2 AHaNIHU3 CTPYKTYPBI TIOKYMEHTOO00pOTA.

3. MeToap! yueTa U COKpalIeHUs TOKYMEHTO000pOTa.

4 OpraHuzaiys paroHAIFHOTO ABHKEHHS JOKYMEHTOB BHYTPH MPEINPHUATHS.

Pa3geun 3. CocraBiienne u opopmiieHHe TOKYMEHTOB B OPraHA3aIHH
Jlexiust Ne 4 (2 yaca)
OcHoBHBIE TPeOOBaHUA K 0(OPMIICHIIO YIIPaBIeHUECKUX (OpPraHU3alHOHHO - PACHOPSAIUTENBHBIX) JOKYMEHTOB
Bormpocs! 1 3agaHus:
IpaBuna oopMIIeHNS JOKYMEHTOB IIPH UCIONB30BAHIH TEXHHIECKHUX CPEICTB.
Enunble TpeOOBaHMS K OJaHKaM JTOKYMEHTOB.
CocTaB peKBH3UTOB OPTaHU3AIMOHHO - PACTIOPAAUTENBHEIX JOKYMEHTOB.
PeKBH3UTEI COJEPIKATEIBLHOM YaCTH JOKYMEHTA.
PexBHU3UTHI 0OPMIIIONIEH JaCTH JOKyMEHTA.
IMpakTuueckue 3anatus Ne 6-7 (4 gaca)

OcHoBHBIE TPeOOBaHUSA K 0(OPMIICHIIO YIIPaBIeHUECKUX (OpPraHU3alHOHHO - PaCHOPSAIUTENBHBIX) JOKYMEHTOB

Bomnpocs! u 3ananus:

agrONE

1. HasoBuTe OCHOBHBIE BHIBI JOKYMECHTOB, IIPUBEINTE HX KIACCH(DUKALHIO.

2. OxapakTepu3yiTe CUCTEMBI YIPaBICHYECKUX JOKYMEHTOB. I10 KakoMy IPHU3HAKY BBIAEIEHBI CUCTEMbI JOKYMEHTAIUN?
[IpuBeauTe npuMepsl JOKYMEHTOB I10 KaX/101 CUCTEME yIPaBIEHUECKUX JOKYMEHTOB.

3. OxapakTepu3yiite CTPYKTypy HOKyMEHTa (IOCTOSIHHBIC U [IEPEMEHHbIE PEKBU3HTHI, IIPOIOJIBHOC M YIIIOBOE PACIIONIOKEHUE
PEKBU3UTOB).

4. Coopmynupyiite 061ue npaBuia 0pOPMICHHS YIIPABICHISCKUX (OpraHU3aOHHO-PACTIOPSAUTEIBHbIX) TOKYMEHTOB

5. Packpoiite pekBu3uTHI CitykeOHbIX JoKyMeHTOB corsiacHo [OCT P 7.0.97-2016) « TpeGoBanus k 0(opMIICHHIO
JIOKYMEHTOBY.

6. Coopmynupyiite nmpaBuia 0GopMICHUS PEKBU3UTOB JOKYMEHTOB, PETJIaMEHTUPYEMbIE FOCYIapPCTBEHHBIM CTaHAAPTOM

(TOCT P 7.0.97-2016) «TpeboBauus K 0(OPMIIEHHIO TOKYMEHTOBY).
Jlexuus Ne 5 (2 yaca)
CoBpeMeHHOE JeTI0BOE HCHMO
Bomnpocs! 1 3apanust:

1. JlenoBoe MUCbMO KaK CPEeJCTBO CBA3M OpTaHU3alU.

2 SI3BIK U CTHIIb OUITHATBHBIX TTHCEM.

3. Crpykrypa nucbMa. OCHOBHBIE TPEOOBAHHUS K TEKCTY.

4 CocraBieHe TEKCTOB CITYKEOHBIX UCEM: CONIPOBOANUTEILHOE, FAPAHTUIHHOE, PEKJIaMHOE, TIChMO-OTBET.

[Ipaktuueckue 3ansatust Ne 8-9 (4 gaca)
CoBpeMeHHOE J1€J10BOE MMUCHMO

Bompocs! u 3aganus:
Omnpenenure NoHATHE O(GUIMANBEHOTO AETI0BOro MUckMa. [IpuBeanTe npuMepsl.
Oxapakrepusyiite 0COOEHHOCTH SI3bIKa U CTHIIS O(HUIMATBHO-/IEJIOBBIX TEKCTOB.
Onpenenure CTPyKTypy MUChMa.
Coopmynupyiite mpaBuia oopMIIeHUS JeTOBOTO MICbMa
TIpenyoxuTe aIrOpuTM COCTABICHUS TEKCTOB CIIYKEOHBIX MTHCEM.

Jlexuus Ne 6 (2 gaca)

OpraHu3anoHHbIe JOKYMEHTHI, HX COCTaBICHHE U 0(OpMIICHHE

arwbE

Bompocel 1 3a1aHus:

OO6u1re TpeOOoBaHUs K OPraHU3alMOHHBIM IOKYMEHTaM.

VYcraB npeanpusiTus.

JlomKHOCTHAS! HHCTPYKIHUS.

Ilonoxenne.

[ITaTHOE pacnucaHue.

CTpyKTypa JIOKYMEHTOB U HX cofepskanue. IIpaBnia odopMiIeHns OpraHu3alliOHHbIX JOKYMEHTOB.

ocoukrwhE
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[paktuueckue 3ansatust Ne 10-11 (4 gaca)
OpraHu3aiuoHHbIC JOKYMEHTBI, UX COCTABJICHUE U 0(DOpMIICHHE
Bomnpocs! u 3aanust:

1. Omnpenenure NOHATHE OPTAHW3ALMOHHBIX TOKYMEHTOB. [IpuBeauTe mpuMepsl.

2. Cdopmynupyiite obuie TpeOOBaHHS K COCTABICHHIO OPraHW3AIlMOHHBIX IOKYMEHTOB (3Tamlbl MOATOTOBKH M IMOPSIOK
odopmnenus).

3. Iepeuncnure TpeOOBaHMS K COCTaBJICHHIO YcCTaBa Mpeanpustus. JlaiTe colnepKaTelbHYIH XapaKTEPHCTHKY OCHOBHBIX
pasznenoB Ycrasa.

4. Iepeuncnute TpeOOBaHMS K COCTABJICHHIO [OJDKHOCTHOM WMHCTPYKIMH. JlaiiTe coJepiKaTe/bHYI0 XapaKTePUCTHKY
OCHOBHBIX Pa3/IeJIOB HHCTPYKIIUH.

5. CdopmynupyiiTe mpaBuia 3a0IHEHUS 1 0QOPMIICHHSI IITATHOTO PaCIIMCAHUS.

Jlexuus Ne 7 (2 gaca)
PacriopsimurensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE
Bompocs! n 3aganus:
IIpukassl, ux BUABL.
IIpaBuna oopmieHUs IPUKA30B.
OCOOEHHOCTH COCTaBIICHHUS TPUKA30B 10 OCHOBHOM JEATENLHOCTH U MPUKA30B 110 JUMYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIECHUH 3ar0JI0BKOB U ()OPMYIUPOBOK KOHCTATUPYIOLIEH YacTH.
Cxema MmoCTpOoeHHsI paCOPSIAUTEIHHON YacTH.
IpaBuiia BUSHPOBAHMS, TIOJIIIMCAHNS U PETHCTPALIUHL.
CpOKH UCTIONHEHHS M BpeMsI JOBEJCHUS 10 HCTIOJTHUTEIEH.
[paktuueckue 3ansatust Ne 12-13 (4 gaca)
PacmiopsimurensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE

NogkrwhE

Bonpocs! 1 3aanust:
1. MaiiTe NOHATHE PACHOPSIUTEIBHBIX IOKYMEHTOB, H31aBa€MbIX Ha OCHOBE NPUHLUIA eAnHOHAYanus. [IpuBegure npumepsl.
2. JlaliTe MOHATHE PACHOPSIIUTEIbHBIX TOKYMEHTOB, N3/[aBAEMbIX HA OCHOBE MPHUHIUIA KOJUIETHAILHOCTH. [IprBeuTe IpUMEpHI.
3. Chopmynupyiite MOPSI0K MOATOTOBKH PACTIOPAAUTENBHBIX JJOKYMEHTOB.
4. CopmynupyiTe anropuTM COCTaBICHHUS IPHUKA30B IO OCHOBHOM AEATEILHOCTH U INYHOMY COCTaBY M BBIIMCOK U3 MPUKa3a.
5. ChopmymupyiiTe anropuT™ COCTABICHHS TOJHOTO U COKPALIEHHOTO MPOTOKOJIOB.
Jlexiust Ne 8 (2 yaca)

HHdopManmoHHO-CIpaBOYHBIE JOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE
Bomnpocs! u 3ananus:
1. Cocrapnenue 1 0opMIIeHUE CIIPABOK, JOKJIATHBIX, CITY)KEOHBIX H OOBSICHUTENBHBIX 3aIUCOK.
2. TpeOoBaHHUs K COCTABICHUIO 1 O(OPMIICHUIO aKTOB M IPOTOKOJIOB.

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

HHdopManmoHHO-CIpaBOYHBIE JOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE

Bormpocs! u 3aganust:

1. HazosuTe BHABI HHOOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB H OTIPEIENUTE X Ha3HAUCHHE.

2. IlepeuncnuTe COCTaB U PACIOIOKEHHE PEKBU3UTOB HH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB 110 BU/IAM.

3. CoopmynupyiiTe npaBiIa (IOPALOK COCTABICHUS U 0(OopMITeHNST) HHQOPMAMOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Omnpenenure Ha3HA4eHHE akTOB B JeATeldbHOCTH Hpexnpustus. ChopMmynupyiite mpaBuwia (HOPSIOK COCTaBICHUS U

odopMIIeHHS) aKTOB.
Jlexuus Ne 9 (2 yvaca)
KaznpoBast qokyMeHTaIust
Bomnpocs! 1 3apanust:
CocraB ¥ BUABI JOKYMEHTALMH 110 ITYHOMY COCTaBY.
YaupuuupoBaHHble GOPMBI JOKYMEHTOB.
TIpuka3: opopmiieHne Ha paboOTy, MEPEBO Ha IPYTyI0 paboTy, MPEAOCTaBICHUE OTITYCKA, YBOJIBHEHUE C pabOTHI.
Jlu4HOe 3asiBICHHE: €0 Pa3HOBHIHOCTH, OCOOCHHOCTH HAIMCAHUSL.
XapaKkTepuUCTHKA: COCTaBHBIC YaCTH, MPaBUIIa 0POPMIICHUSL.
Ipakruueckoe 3ausiTue Ne 16 (2 gaca)
KaznpoBast qokyMeHTaLust

agrONE

Bomnpocs! u 3ananust:
TpyaoBble 1OroBopa: Ha3HAUYEHHE, COJCPIKAHUE, TIPABUIIA COCTABIICHUS U O(OPMIICHHSI.
3asBiICHMs: BU/IBI, HA3HAYCHHE, IPABUIIA COCTABIICHHS.
IIprkassl M0 JIMYHOMY COCTaBY: PEKBH3UTHI, TIOPSAOK COCTABICHHS H 0OPMIICHUSL.
TpynoBble KHIDKKY: Ha3HAUEHHE, PaBHUiIa 0)OPMIICHHS.
JIngnble kapTouku hopmbl T-2 U THYHBIE eNa: Ha3HAYCHHE, TPaBIiIa 0QOPMIICHUSL.
Pa3znen 4. Homenknartypa gen
Jlexuus Ne 10 (2 vaca)
O06ume TpeOoBaHMS K CHCTEMATU3AIMK TOKYMEHTOB B (DOPMHUPOBAHUIO JIEIT

arONE

BOHpOCLI U 3alaHus:

1. Bunst HOMeHKNIATYpHI Aei.
2. OcoOEHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI JIeJI OpraHU3altu.
3. Tlopsimok cocTaBiIeHUs! ONKMCHU JIE.
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[Ipaxruueckoe 3ansiTue Ne 17 (2 gaca)
O6mme TpeOoBaHHS K CHCTEMATH3AIMH JJOKYMEHTOB 1 (DOPMHUPOBAHUIO JIEIT
Bomnpockl 1 3ajaHus:
1. JaiiTe onpenenenne HOMEHKIATYPHI €.
2. JlaiiTe MOHITHE TPUMEPHON M TUTIOBON HOMEHKIATYpHI Jei. OxapakTepu3yiiTe MPUMEHEHHUE Pa3IMIHBIX BUIOB HOMECHKIATYPHI
Jen.
3. ITepeuncnure TpeOOBaHHS K CHCTEMATH3aLlUH 3aT0JIOBKOB JIEN, HHAEKCY JIell B HOMEHKJIAType
4. Packpoiite 3Tambl pa3pabOTKH HOMEHKIIATYPhI JeT
9. llpuBenute anroput™m AesrensHocTH DIIK.
Jlexuus Nell (2 yaca)
IMoaroroBka TOKyMEHTOB K apXUBHOMY XPaHEHHUIO
Bormnpockl 1 3ajaHus:
1. DkcnepTu3a HeHHOCTH TOKYMEHTOB.
2. OpraHu3aiys HoArOTOBKH JOKYMEHTOB K apXHBHOMY XPaHECHUIO.
IIpaktudeckoe 3anstie Ne 18 (2 gaca)
IToAroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHUIO
Bormpocsr u 3aganus:
IToAroTOBKA TOKYMEHTOB K YHHUITOXKCHHIO.

5.2. Conep:xanue caMoCTOATEILHON PaGoTHI MO AMCHUIIIIMHE (MOIYJIIO)

Conep:xaHue 00513aTe/IbHOM CAMOCTOATE/ILHOI PadOTHI IO JUCHUILIMHE

Ne . IIpoayKThl nesiTETLHOCTH
w/n TeMbl TUCHUTLTHHBI Conep:xaHue caMOCTOSITETbHON padoThI
1 HopmaruBHo-3akoHOnaTenbHbIe | M3ydueHHe coBpeMeHHBIX HampaBieHuid u ¢opm | [Tucemennas pabota — Ha
OCHOBBI CHCTEMBI | JOKYMEHTAIIMOHHOTO 00ECIeYeHUsI YIIPaBICHHS OCHOBE aHallM3a COBPEMEHHBIX
JIeTI0IPOU3BOJICTBA HarpaBJICHHH u dhopm
JOKyMEHTAMOHHOTO
obecrieyeHust yIIpaBJIeHUS
paspaboratb MOJIENb
opraam3annu JJOY koHKpeTHOM
OpraHu3aluu
2 Texnonoruu Beienns | M3ydenue mpaBwir coctaBineHus u odopmiienus | [lucemeHHas pabora -
JIeTIONPOU3BOJICTBA yIpaBIeHYECKUX JIOKYMEHTOB (s13bIKOBBIE | pa3paboTka MOJIETH
(hopMyITBl 0(UIHATEHBIX JOKYMEHTOB); OpraHu3alHu
palnroHaIbHON OpraHu3aluu padoTs C | IOKyMeHT000opoTa o
JOKYMEHTaMH B  YCIIOBHUSX  HCIIOJIb30BAaHUS | MPEIUIOKESHHBIM BUJIAM
OpFaHMSaLlPIOHHOﬁ M BBIYHMCINUTEIBHON TEXHUKH JOKYMEHTaM nin
OIIPEACIEHHBIM O0YUJarOLIIHMCSI
CaMOCTOSITETIBLHO
3 CocraBnenne u odopmiienne | M3yueHue ocobeHHOCTEH ycTHOH M mHchbMeHHOH | ITucemeHHas pabota -
JIOKYMEHTOB B OpraHu3aiuu yOINMYHON peun; COCTaBJICHUE raKkeTa
TpeOboBaHWN K OQOPMIICHHIO ¥  BEACHHIO | JOKYMEHTOB JUIS HOATOTOBKH H
JIOKYMEHTALlMK,  CBS3aHHOH C  BHeApeHueM | odopMiieHus rnpuema

TEXHOJIOTHYCCKUX, MPOAYKTOBBIX WHHOBALUN WA KaHaugara Ha BAaKaHTHYIO
OpraHn3alOHHBIX H3MCHGHHﬁ, KaapaMu W HUX | JOJDKHOCTB.
JABWKCHUEM C KaJIpaMU U UX OBHXKCHHUEM

4 Homenknarypa nen | U3ydenne T1pebGoBaHuii k nepepaborke U | IlucemeHHas pabota -
OpTaHM3aLNU XpaHEeHHIO HH(OPMALIUH; pa3paboTka npoiiecca
OCHOBHBIX ~METOJOB, CHOCOOOB U CPEIACTB | COCTaBICHUS  HOMEHKJIATYpBI
XpaHeHHs H  TepepaboTku  uH(oOpMauuy; | Aesl KOHKPETHOW OpraHu3aluu
KIaccu(UKauyd U CUCTEMATU3aLUU JOKYMEHTOB
Ha CTaJuM UX 00pabOTKHU U XpaHEeHNUS,
apXMBUPOBAHUs YIPaBICHUYECKUX JOKYMEHTOB C
MIOMOIIBI0 KOMIIBIOTEPHBIX MPOTPaMM

Coaep:;kaHue caMOCTOSITeIbHOI padoThI MO IMCHUNJINHE HA BHIOOP

Ne N IIpoaykThl AesITEIbHOCTH
w/n TeMbl IMCHUIIMHBI Copep:kaHue caMOCTOSITeJbHOMH PaGoThl
1 HopmaTuBHO-3ak0oHOnaTenbHble | M3yueHue TpeboBaHuil coBpeMeHHbIX | Ilucemennas pabora — Ha
OCHOBBI CHCTEMBI | 3aKOHOJATENBbHBIX, HOPMATHBHBIX AaKTOB U | OCHOBE W3y4eHUS TpeOOBaHUH
JIEJI0IPOU3BOJICTBA HOPMAaTUBHO-METOAUYECKUX JOKYMEHTOB, | COBPEMEHHBIX
pErIaMEHTUPYIOIMX ~ BONPOCHl  OPraHM3alluy | 3aKOHOAATENbHBIX,
JIOKyMEHTAllUOHHOT0 00ECHEeYeHUs AEATENbHOCTH | HOPMAaTUBHBIX aKTOB u
HOPMAaTHBHO-METOAUYECKHX
JOKYMEHTOB,
PErIaMEHTUPYIOLMX  BOIPOCHI
OpraHu3aluu
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JOKYMEHTAIMOHHOTO
obecrieueHus JIeITEILHOCTH
HaIucarh AQHATNTHIECKYTO
paboty, PACKpPBIBAIOIIYIO
CIIETYFOIIIHE BOTIPOCHL:

e Ilenu  rocyaapCTBEHHOTO

perymupoBanus JOY

o Hedununus MOHATHIA
«JIeJIOTIPOU3BOJICTBO U
«JIOKYMEHTAIIHOHHOE
obecrieyeHue yrpaBICHHEY.

. XapakrepucTruka
3aKOHOJIaTEeNIbHBIX u
HOPMAaTUBHBIX aKTOB,

pErIaMeHTUPYIOIUX  BOIPOCHI
J0Y

* JloxkanpHble HOpPMAaTHBHBIE
aKThl KaK OpraHuM3alliOHHas
OCHOBA JIEJIONPOU3BOACTBA

e TIpoOnembl perynupoBaHHS

JA0Y

2 Texnomoruu BeZicHUs | V3yuuTh KpUTEpHH pallioHalbHOW opranu3aiuu | [TuceMeHHas pabota - BriaBUTH
JIeTI0IPOU3BOJICTBA JOKyMEHTO00OpOTa 10 THIAM JOKYMEHTOB | NPOOJIEMBI OpraHu3aIuU
OpTaHU3aINI IBIDKEHUS JTOKYMEHTOB BHYTPH
OpeanpusTis u  00OCHOBAThH
TIPE/IOKEHNUS o
COBEPLICHCTBOBAHUIO
JIOKYMEHT0000poTa
3 CocraBnenne u odopmwieHue | M3yunTb cnocoObl co3naHus ympaBieHueckux | Ilucemennas pabora — B
JOKYMEHTOB B OpraHH3aI[HH JIOKYMEHTOB B TPaIULIHOHHBIX U | TpeIoKeHHON
ABTOMATHU3UPOBAHHBIX TCXHOJIOTHUAX praBJ’ICH‘{eCKOf/’I CUTyalluu
odopMHUTH u COCTaBHUTh
COOTBETCTBYIOLINE
YIPABJICHYECKHE TOKYMECHTBI
4 Howmenknarypa nen | U3yduth npaBuiIa apxuBupoBaHus | [IucpMeHHas pabora -
OpraHHu3aluH YINpaBICHYECKHX  JOKYMEHTOB ¢ mnomomblo | CocTaBUTh ONMCh Ha  Jeja

KOMIIBIOTEPHBIX IPOTPpaMM

(IIOCTOSITHHOTO ¥ BPEMEHHOTO
XpaHeHHUs, OJIeXKaIlUe cllaue B
apxuB

5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH

IMpu opranu3anuy U3y4eHUs JUCHUIUIMHBI OYAYT UCHOIb30BaHbI CIEAYIONE 00pa3oBaTe/IbHbIE TEXHOIOTUU:
MH(POPMAIOHHO-KOMMYHHUKAI[OHHbBIE TEXHOJIOTHH, TEXHOJIOTHS OPTaHU3AIIH CAMOCTOSTEIIBHON PabOTHI, TEXHOJIOTUS
pediaekcuBHOro 00yUeHHUS, TEXHOJIOTUS MOAYIBHOTO 00y4eH s, TEXHOIOTHSI UTPOBOTO 00YUEHHMsI, TEXHOJIOTHU TPYNIIOBOH
JICKYCCHH, UHTEPAKTHBHBIE TEXHOJIOTHHU, TEXHOJIOIHS IPOOIEMHOro 00y4eHH s, TEXHOIOTHsl OpraHu3alul
y4e0HO-HCCIIEOBATEILCKON AEITEIbHOCTH, TEXHOIOTHsI HPOEKTHOTO 00YUCHHUS], TEXHOJIOTHS Pa3BUTHSI KPUTHUECKOTO MBIIIICHUSL.

5.4. Texymmii KOHTPOJIb, IPOMEKYTOYHbII KOHTPOJIb M IPOMEKYTOYHAS ATTECTALUS

BannpHO-peiiTrHroBast KapTa AUCHUILIMHBL 0OpPMIIEHA KaK NPHIIOKEHNE K paboueil mporpaMMe JIUCIUIUIUHBL.
®DOoH/1 OLIEHOYHBIX CPEJICTB LIS POBEICHNS IPOMEKYTOUHOM aTTECTAlMU 00YUYaIOIIUXCs 110 TUCIUIUIMHE 0(OPMIICH OTICIbHBIM

JIOKYMEHTOM.
6. YYHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECIIEYHEHUE
6.1. Pexomenayemas iuTepatypa
6.1.1. OcHoBHast TMTEpPaTYypa
ABTOpHI, 3aryiaBue, CChUIKA Ha AJIEKTPOHHYIO OUOIMOTEYHYIO CUCTEMY W3natenbcTBO, TOX
COCTaBHUTENN
JI1.1 |I'punbepr, JokymeHTanmoHHoe obecrneueHue ynpasienus : yueOHuk / A.C. I'pundepr,|Mocksa : FOuuTH-/ana, 2017
A.C. H.H. I'op6aués, O.A. MyxameTimHa.
URL.: https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2 [Poroxum, Jlenorpou3BoaCTBO: Kype Jiekuuii : yuebnoe nocodue / M.1O. Poroxun Mocksa ; bepnun : lupekt-
M.IO. URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Menaua, 2014
6.1.2. JlononHuTeIbHAS JUTEpPATYpa
ABTOpHI, 3aryaBue, CChUIKA Ha AJIEKTPOHHYIO OUOIMOTEYHYIO CUCTEMY WznarenbcTBO, TOX
COCTABUTENN
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JI2.1 [Tposzosa, O.C. |[enonpousBoactBo : yueObnoe mnocobue / O.C.I'pozoBa ; pexn. JI.C.|IToBomxckuit
XKypasnesa; [OnexTpoHHbIH pecypc]. -|rocynapCTBEHHBIH
URL: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTHIECKHIA
yHuBepcuTeT. - Homkap-Oua :
Nrry, 2015
JI2.2 |Ko3una, E.C. [[lemomnpousBoactBo : ydeOHO-Meromuueckoe mocodue / E.C. Kosuna. -|[MockBa : Jlupekr-Menua,
[OnexrpoHHbIH pecypc]. -|2013.
URL.: http://biblioclub.ru/index.php?page=book&id=141469
JI2.3 |Poroxus, JlenonpousBoACTBO B KaJpoBoi ciyx0e : yueOHO-IIpakTHdeckoe nocodue /|Mocksa ; Bepiun : Jupekrt-
M.1O. M.IO. Poroxus. - 3-¢ u3f., nepepad. u gomn. - [DeKTpoHHBIA pecype]. -|Menua, 2014.
URL: http://biblioclub.ru/index.php?page=book&id=253703.

6.2 Ilepeuens mporpaMMHOro oéecneveHust

- Acrobat Reader DC

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

- GIMP

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

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Ilepeuyenb nHGPpOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, MPO(ecCHOHATBHBIX 023 JAHHBIX
- OBC «YHuBepcuterckas OMOIMOTEKa OHIIAWHY
- ba3pl nannbIx Springer eBooks
- IC:UTCITPOD BY3
- CIIC «I'”APAHT-AHanuTk»
- CIIC «Koucynprant-Ilorocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCITUITJIMHBI (MOY JIST)

7.1|HaumeHOBaHHUE CIIEIMAIBHOTO MOMEIICHHS: TOMEIICHHUE JUIsl CAMOCTOSITEbHON paboThl, UnTanbHbIi 3a1. OCHAIICHHOCTH!
ITK-41mT. ¢ BO3MOXXHOCTBIO TTOAKIIOYEHHs K ceTH «HTepHeT» 1 obecriedeHreM A0CTYIa B 3IEKTPOHHYIO
nHpopMaloHHo-00pa3oBarensHyto cpeny CI'CITY, IucbMmeHHslH cTon-4 mrt., [Tapra-2 mr.

7.2|HammeHOBaHNE CIIEHANTBHOTO TOMEIICHNS: y9eOHas ayJUTOPHS JUTS IPOBEACHNUS IEKIIMOHHBIX 3aHATHH, IIPAKTHIECKAX
3aHATUI, TPYNIIOBBIX KOHCYIbTAlUM, HHAUBULYaIbHBIX KOHCYJIBTALMH, TEKYIIEro KOHTPOJIS, IPOMEKYTOUHON
aTTecTanuy, Y4eOHas aynuToprs. OcHameHHOCTs: MenoBast focka-1mrt., Kommekt yae6HOM Mebenn, HOyTOYK,
IIPOEKIHOHHOE 000pyA0BaHUE (MYIbTUMEIUNHHBIN IPOEKTOP U SKPaH).

8. METOAUYECKHUE YKA3AHMS IO OCBOEHUIO JUCIHTUIIJIMHBI (MOY JIST)

PaboTa Hax TeoOpeTHYECKUM MaTEPUAIOM IIPOUCXOAUT KPATKO, CXeMaTHYHO, MOCJIE0BATEILHO (PMKCHPOBATh OCHOBHBIC MOJIOKEHMUS,
BBIBOIBI, ()OPMYJIUPOBKH, 00OOIICHHUS; TOMEYATh BaXKHBIC MBICIIH, BBIIENATH KIFOYEBBIC CJIIOBA, TEPMHUHBL [IpoBepka TEPMHHOB,
MOHATHIA C MOMOIIBIO YHLIUKIONEIUH, CIIOBAPE, CIIPABOYHUKOB C BBIMHCHIBAHUEM TOJKOBaHUH B TeTpanb. OO03HAUYNTH BOIPOCHI,
TEPMUHBI, MaTE€PHall, KOTOPBIA BBI3BIBAET TPYAHOCTH, TIOMETUTH U TOMBITATHCS HAWUTH OTBET B peKOMEHAyeMol iureparype. Eciam
CaMOCTOSITEIILHO HE yJaeTcs pa3o0paThcs B MaTepuae, Heo0X0auMo chOpPMYIIMPOBATh BOMIPOC M 33J1aTh MPEIOAaBaTelto.
[IpopaboTka paboueli mporpamMmbl AWCHWIUIMHEL, YAENss 0CO0O€ BHHMAaHHWE IENsIM W 3ajadaM, CTPYKTYpe H COAEPIKaHUIO
nucrumuinHel. KoHCnekTupoBaHWe HCTOYHHKOB, MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIPOCaM, MPOCMOTP PEKOMEHIYEeMO N
JUTEepaTypsl, paboTa ¢ HHGOPMAIIMOHHBIMH HCTOYHUKAMU B Pa3HBIX (hopMaTax.

Taxoke B mporiecce H3y4eHus TUCIUTUINHBI METOIUIECKIE PEKOMEHIAIINH MOTYT OBITh U3JJaHbl OT/IEBHBIM JOKYMEHTOM.
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Hanpagnernocts (npoduib): «xoHomuka» 1 «MHpopmMaTHKa»
Pabouvast nmporpamMma JUCLHMILINHBI «J{eI0ompor3BOACTBO»

[Ipunoxxenune
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAIBEHOE KOJHYECTBO MakcumaibHoe
0asioB KOJIMYECTBO OAJIIOB

HanmeHoBaHue pa3nena: «/leJionpou3BoACTBO, €ro 3aKOHOIaTeJIbHOE M1 HOPMATHBHO-METOTNYECKOE PEryJINPOBaHUE»
Texynmii K OHTPOJIb 110 paszey:
1 AynutopHas paborta - -
2 CamocrosrenbHasi paboTa (cnelnuaibHble 00s3aTelIbHbIE (POPMBL) 3 6
3 CamocrosrenbHas pabora (crenuaibHble OpPMBI Ha BEIOOD) 5 8
KoHTpoapHOE MepornpusThe 1 opazzaeny 1 4 6
ITpoMeKyTOUYHBII KOHTPOJIb 12 20
HaunmeHnoBaHue pa3nena: «TexHOI0rnu BeeHUsI JeJIONPOU3BOACTBA B OPraHU3AINM, YIPEKIEHUI»
Texymuil KOHTPOJIb IO pa3aeny:
1 AynmutopHas paborta - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cnenyaisHble OpMBI Ha BEIOOD) 6 12
KoHTpoJIbHOE MEPOTIPHUSITHE IO pa3zieny 2 4 6
[TpoMeKyTOUYHBII KOHTPOJIb 13 24
HanmenoBaHue paznena: «CocraBiieHne u 0popmieHne JOKYMEHTOB B OPraHH3alUN»
Texymuit KOHTPOJIb TIO pa3feny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cneuyaibHble OpMbI Ha BEIOOD) 4 6
KoHTpobHOE MEpOTIpHSTHE 10 pa3ieny 3 4 5
[IpoMexXyTOUHBIIi KOHTPOJIH 11 17
Haunmenosanue pasnena: «Homenkiaarypa gein»
Tekymuil KOHTPOJIb MO pa3Aeny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast pabora (crenuanbHble 00s3aTelbHbIe HOpMBbI) 3 6
3 CamocrosTenbHas pabora (crenuaibHble GOpPMbI Ha BEIOOD) 5 5
KoHTposbHOE MeponpusiTHe 10 pazaeny 4 5 8
ITpoMeKyTOUYHBIH KOHTPOJIb 13 21
[TpomesxyTouHas aTTecTanus (10 BCEM pa3Jiesam) 49 80
3ayer ¢ OLEHKOM 7 20

HWroro: 56 100

Bubl KOHTPOJIS I [epeyeHp WK IpUMeEPHI 3aJaHUH, KPUTEPHUHU OLICHKH ¥ KOJMYECTBO 0aJIIOB | Temb! ju1st u3yuenns 1 06pa3oBaTEIBHBIC PE3y/IbTATHI
Texkymuii KOHTPOJIb N0 pa3aey «/leJonpon3BoACTBO, €ro 3aKOHOAaTeJIbHOE H HOPMATHBHO-METOIHYECKOE PeryIHPOBaAHHE»
1 | AyauropHas pabota -
2 | CamocrostenbHas padora (00s3aTenbHbIe [Mpumep 3ananus: HopmaTtuBHO — 3aKOHOIATEIbHBIE OCHOBBI CHCTEMBI
(dhopmel) Hanumurte pa3BepHyTHI OTBET Ha TeMy: «JIOKYMEHT M ero ()YHKIUIY. JIeIONPOU3BOJICTBA
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Kpurepuu oleHKH.

Kpurepuii / Ouenka Brimonuen Berimon He
MOJTHOCTBIO HEH BBITIOJTHEH
JacTHY
HO
PackpbITO OCHOBHOE TIOHSITHE 2 Gaya 1 6amn 0 6ayioB
Iepeuncnensl Bce 2 Gaya 1 6amn 0 GaymioB
COCTaBJISIIOIIUE DIICMEHTBI
(cTpykTypa) nmpenmera
(s1BICHMSA)
JlaHa XapakTepuCTHUKa 2 Gaya 1 6amn 0 GayioB
COCTABJISIOIIUX HJIEMCHTOB
(cTpyKTYpBHI) IpeaMeTa
(s1BIICHMS)

O6pa3oBaTenbHBIEC Pe3yTbTaTHI:

3HaeT: 0COOCHHOCTU U CTUIM O(UIMATBHO-IEIOBBIX
TEKCTOB, IMpaBHua OGOPMICHHS IEIOBOTO IHCHMA;
IpaBuUiIa COCTaBJIEHUS u odopmieHust
YIPaBICHIECKUX JOKYMEHTOB (SI3BIKOBBIE (hOPMYIIBI
ouIMaNbHBIX JTOKYMEHTOB).

3HaeT: TMpaBuMIa COCTABICHUS U  O(QOPMICHHSA
YIPaBIEHUECKUX JOKYMEHTOB IIPU MUCIIOIb30BAaHUU
TEXHUYECKUX CPE/ICTB.

3HaeT: IpU3HAKU U PyHKIUH JOKYMEHTa; CTPYKTYPY
CHCTEM JHOKYMEHTAI[IH; COCTAaB yHH()UIIUPOBAHHON
CHCTEMBbI JOKYMEHTALUH.

3 | CamocrosTenbHas paboTa (Ha BEIOOD)

IMpumep 3amanms:l. U3yuuTh TpeOOBaHHS COBPEMEHHBIX  3aKOHOJATEJIBHBIX,
HOPMATUBHBIX aKTOB M HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB, PEriIaMEeHTHPYIOLIHX
BOIIPOCHI OpPraHU3allMM JOKYMEHTALMOHHOTO oOecredyeHus nesTenbHocTH. Ha ocHoBe
COOpaHHBIX MaTepUaliOB HANKCATh aHAJIHTHYECKYI0O paboTy, pPacKpBIBAIOIIYIO
CJIeLyIOIINE BOIIPOCHIL:

* [{en rocymapcTBeHHoro perynupoBanus JOY

o JlepuHUIMS TOHITUH «ACIONPOHU3BOACTBO» U «IOKYMEHTAIMOHHOE O0ecreueHue
yIpaBiIeHHE».

* XapaKTepucTHKa 3aKOHOAATENILHBIX W HOPMATHBHBIX aKTOB, PETIaMEHTHUPYIOIIHX
Bonpocsr IOY

* JlokanbHbIe HOPMATHBHBIC aKThl KaK OPraHU3alMOHHAsi OCHOBA JEJIONPOU3BOICTBA

* [Ipobnems! perymupoBanust JOY

Kpurepun onenku.

1. PackpbITEl OCHOBHBIE JJIEMEHTHI aHAJTUTHYECKOW padoThl (mo 1 Gamry 3a KasKAblid
apryMEHTUPOBAHHBIN OTBET)

2. TlpennoxeHsl BapuaHThl perieHuss npodiem perymupoanus JIOVY. (1-3 Oamna B
3aBUCUMOCTH OT 00OCHOBAaHHOCTH NPEJIOKEHHOTO PEIICHUS]).

HopmatnBHO — 3aKoHOIATEIbHBIE OCHOBBI CHCTEMBI
JIeIONPOU3BO/ICTBA

O0pazoBaTenbHBIE PE3YIbTATHL:

YMeeT: UCTIONb30BaTh HAOOP PEKBU3UTOB JOKYMEHTA,
OTpaXaIOIUil ero OCOOCHHOCTH M Ha3HAueHME,
CHUCTEMAaTH3UpOBaTh  JOKYMEHTBl IO  BHJAAM
yIIPaBJIEHUECKOM JeATeIbHOCTU (ocHOBHas
JIeSITeNIbHOCTD, pad0Ta 110 JMIHOMY COCTaBY H T.1.)

KontponsHoe meponpusTue 1o paszeny 1

[Ipumep 3amanus:

Ha ocHoBe u3yueHust coBpeMeHHbIX HampasiieHui u Gpopm 1OV npeanoxuTs CBOIO
Mozenb opranuzanuu JOY (B Buze Ipe3eHTally IPOEKTA).

Kputepun oneHKH (BBIIOJHEHHE KaXKIOTO KPUTEpHWsl OLEHMBAaeTcs B 2 Oama, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B | Oal1, €ciu BBIIOIHEH YACTHYHO).

1. BeiOpaHo yupexaeHue (MpeanpusTue) Ais 1eMoHcTpaunu opranuzanuu J0Y.

2. Onucana cucrema opranuzanyu JJOY B BBIOpaHHOM YUpeKIeHUH (MPEATPUITUH).

3. O6ocHoBaHAa HEOOXOAMMOCTb M3MEHEHMH (TmocTosHCTBa) opraHmzamuu 1OV B
BEIOpAaHHOM yUPEXACHUH (TIPEATIPUSTHH).

4. IIperioskena cBos Mojenb opranusanuu JJOVY.

5. Mozens odopMiieHa B BUIE IPE3SHTALNH IPOSKTA.

OO6pa3zoBaTenbHbIE PE3yIbTAThL:

3HaeT: NpU3HaKku U QYHKIMU JOKYMEHTa; CTPYKTYPY
CHCTEM [JOKYMEHTAallUW; COCTaB YHH(DUUHMPOBAHHOM
CHCTeMBl  JIOKyMEHTalluu, 3HaeT:  yCTpPOMHCTBa
CO3JaHUs 3JIEKTPOHHOM YIIpaBIE€HYECKO
nH(OpMaIK, SJIEKTPOHHbIE CIIPABOYHBIE CIYKOBI
(BUzIEOTEKA, TEJIETEKCT, TeseaBTorpad), KaHaiabl U
CeTH  ICKTPOHHOM  MOYTHl 1  JOBEICHUS
UH(POPMAIUH IO TOYHHEHHEIX.

YMeeT: cucTeMaTH3UPOBaTh JOKYMEHTHI IO BHAAM
yIpaBIeHYECKOH JeATeIbHOCTH (ocHOBHas
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JIeSITebHOCTh, paboTa MO JTMYHOMY COCTaBy W T.1.);
UCTIONB3Ys] HHPOPMAMOHHbIE TEXHOIOTHH.

ITpoMeXyTOUHBIN KOHTPOJIb (KOJHYECTBO OAJLIOB)

TeKlelI/[i/i KOHTPOJIb IO pasaeay «TexHO0JIOTHN BeJeHUus JAEJOMPOU3BOJICTBA B OPTaHU3AMH, YIPECKICHUN»

1 | AyauropHas paboTa - JIoOKyMEHTO00OPOT B OpraHU3aliU
2 | CamocrositenbHas padoTta (00s3aTenbHbIC [Tpumep 3axanus: TexHOJIOTHH BEJICHUS ACTIOPOU3BOJICTBA
(hopmbr) Hamummre pa3BepHyTHIH OTBET Ha TeMy: «OCHOBHBIE JTaITbl IBUKEHHUS TOKYMEHTOB B OO0pa3oBatenbHble PE3yIbTATHI:
OpraHu3aIHuny. 3HaeT: TpeOoBaHMS K OJTYYCHHUIO (TIOJIHOTA,
Kpurepnn oneHKu: CBOEBPEMEHHOCTbD, HE3aBUCHMOCTb, JOCTOBEPHOCTH),
Kpurepuii / Ouenka Brinmonnen Beimon He nepepaboTKe U XpaHEHHIO HH(OpPMAIMK; OCHOBHBIE
MIOJTHOCTBIO HEH BBITIOJTHEH METOJIBI, CIIOCOOBI M CPE/ICTBA TIOTYUESHNUS, XPAaHESHHS
JacTHY U niepepaboTKH HH(OPMAIIMK; COBPEMEHHBIE METO/IbI
HO nepeBoaa HHOOPMALUH B YIpaBICHIECKHE
PackpbITO OCHOBHOE TTOHSTHE 2 Gayuta 1 6amn 0 6ayutoB JIOKyMEHTBI: COCTaBJICHUE PACTIOPSIKEHUH, IPUKA30B,
WHCTPYKIHH U APYTUX YIPaBICHUISCKHX
[lepeuncnens! Bce 2 damia 1 Gayn 0 6atoB JOKYMEHTOB; TPeOOBaHHsI K PALlHOHAIIbHOM
COCTABJIAIONIME DJIEMEHTHI OpTaHU3aLH PaOOTHI C TOKYMEHTaMHU B YCIOBHIX
(CprKTypa) npenmMeTra HCII0JIb30BaHUA B allliapaTe YIpaBJICHUA
(ABNICHU) OPTaHU3ALMOHHON U BEIYUCIUTENFHOM TEXHUK;
Jlana xapakTepucTHKa 2 Gamna 1 Gamn 0 6annoB KaHaIbl I0BEJCHUA HHPOPMALIHH 10 COTPYAHUKOB
COCTaBIISIOMINX YJIEMEHTOB OpraHu3anuy.
(CTPYKTYpBI) IIpeaMeTa YMeeT: npUMeHss IporpaMMHoe obecredeHue,
(stBICHMS) CO31aTh yIpaBIeHYECKHE TOKYMEHTHI B

TPpaAUIUOHHBIX 1 aBTOMAaTHU3UPOBAaHHBIX
TEXHOJIOTUSIX; HA OCHOBE IIPOrPaMMHOT0O
obecrieueHys K1acCu(UIUPOBATh U
CHCTEMAaTH3HPOBATh JOKYMEHTHI Ha CTa[HU HX
00pabOTKK U XpaHEHHUs; OpraHU30BaTh
JIOKyMEHTOOOOPOT Ha MPEINPUATHAH, HCIIOIB3YS
OCHOBHBIE O(HCHBIE IPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
OCYHICCTBJIATH apXUBUPOBAHUE YIIPABJIICHYCCKUX
JOKYMEHTOB C IIOMOIIBIO KOMITBFOTEPHBIX
nporpamMM; MOATOTaBJINBATL JOKYMEHTHI K
XPaHEHHIO, UCIOJIb3YsI OCHOBHBIE O(UCHBIE
nporpammsr: MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.

3 | CamocrosrenbHas paboTa (Ha BEIOOD) [Tpumep 3amanus: TexHoNOTHM BENEHUS AETIONPOU3BOICTBA
CoBepLICHCTBOBaHHE JTOKYMEHTOOOOpOTa: OpraHM3alysl paluoHaIbHOro JABWKeHMs | OOpasoBaTelbHBIE PE3yIbTaThl:
JIOKYMEHTOB BHYTPH IPEANIPUATHS. 3HaeT:  ycTpoiicTBa  CO3MaHMA  3JEKTPOHHOMN
Kputepun orneHKH: (BBIIOJHEHHE Ka)XJIOTO KPUTEPHs OLEHHBaeTCcs B 2 Oajuia, €ClM | yInpaBJIeHUYECKOU uHpOpMaInH, JJIEKTPOHHEIE
BBITIOJTHEH TIOJTHOCTBIO, B | 0aJlI, €CiU BBIIOIHEH YaCTHYHO). CIpaBoYHbIE  CIYXKOBI  (BHUIEOTEKa,  TENETEKCT,
1. BeiOpaHo yupexaeHue (MpeanpusTue) As 1eMoHcTpannu opranusaiuu JJOY. TeneaBTorpad), KaHalbl U CETHU AJIEKTPOHHOM MOYTHI
2. Onucana cucreMa JOKYMEHT0000poTa B BHIOPAHHOM YUPEXKICHUH (IPEANPHUITHH). JUTSL TOBeIeHHs] HH(POPMAIIMH [0 IO TYNHEHHBIX.
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3. TIpoaHanu3upOBaHbl OCHOBHBIC ATAIIbI JBHKCHHS JOKYMEHTOB B OpTaHU3aIINH.

4. PackpbIThl OCHOBHBIC HEIIOCTATKH OpPTraHU3allMH IOKYMEHT000opoTa (00OCHOBaHA
3 HEKTHBHOCTD UCIIOIB3YEMOU CXEMBI IOKYMEHTO000pOTA).

5. TlpemtoxkeHbl CMOCOOBI COKPAIICHHS JAOKYMEHTOOOOPOTa C LIENBI0 COKpALICHHUS
BPEMCHU JIBHKCHUSI JOKYMEHTOB B OpTaHU3aIINH.

YMeer:  aHaIU3UpOBAThH
OPaKTUKy €ro HpUMEHEHHs

YIPaBJIEHYECKOHW JOKYMEHTALUEN.
3HaeT: HOPMBI [IpaBa ¥ HOPMATHBHO-TIPABOBBIE AKTHI,
PETyIUpYIOLINE B3aMMOOTHOIIEHHUA OpPraHU3alUHd U

3aKOHOJATENICTBO U
s paboThl ¢

6. Jlama oOHEHKa peaJbHOCTH MPCIOKCHHBIX BapHAaHTOB  PAlMOHAIM3ALHMH | KOHTPOJIHPYIOIIUX OpraHoB; JeHCTBYIOLIHE

JIOKYMEHT0000pOTa. roCyIapCTBEHHBIC HOPMATHBHO-METOINIECKHE
JNOKYMEHTBI,  PCTJIAMCHTUPYIOIIHE  JESITCIBHOCTh
OpraHM3allHil cepBuca.
YMeer: o0ecneydTh  COOJIOJICHHE JIOKYMEHTOB
JISWCTBYIOIIIEMY 3aKOHOJIATEIIbCTRY.

KoHTponbpHOE MeponpHsTHE 110 pa3aeny 2 ITpumep 3aganus: OO0pa3oBarenbHbIe PE3YIIbTATHI:
CocTaBuTh MOJETb OpraHM3alMd JOKYMEHTOOOopoTa (HCHONB3ys Marepuanbl | 3HaeT: BUAbI yIPaBICHISCKON JOKYMEHTAIIUI, O0IIHe

KOHKPETHOTO MPEIIPHUITHS WU COOCTBEHHYIO pa3pabOTKy) MO OJHOMY M3 BHIOPaHHBIX
HANpaBJIeHUH JBYXKEHUS TOKYMEHTOB (IBMKEHHE BXOJSIIMX JTOKYMEHTOB, HCXOJSIINX
JIOKyMEHTOB, BHYTPEHHHUX TOKYMEHTOB). BBIIONHSS 3aJaHue HEOOXOMUMO OIIPEIeIHTh
COCTaB JIOJDKHOCTHBIX JIMI], YYaCTBYIOIIUX B 0OpaOOTKEe M HCIOJHEHUH JIOKYMEHTOB;
M3YIUTh CXEMBl JBIDKCHHS JOKYMEHTHBIX IIOTOKOB opraHm3anuu. CoCTaBHTh
oreporpamMMy JBIDKCHHs TOKyMEHTOB. OmeporpaMma BXOASIINX JOKYMEHTOB JOJDKHA
OTpaXkaTh NepeMelIeHre JOKYMEHTOB OT MOMEHTa IpHeMa JI0 MOIIMBKY UX B JIENIO ITOCiIe
3aBeplieHus UcroiHeHns . OneporpaMma UCXOAAIINX JOKYMEHTOB JIODKHA OTPaXkaTh
nepeMeIeHne JOKyMEHTOB OT MOMEHTa MOATOTOBKH UX MPOEKTOB /IO OTIIPAaBKH HX U3
yupexxaenus. OmeporpaMMa IBIDKCHHS BHYTPEHHHX JOKYMEHTOB — OT MOMEHTa
TMOATOTOBKU MMPOCKTA JOKYMEHTA A0 NOAIINBKHA B JICJIO.

KpuTepun oneHkn (BbINOJHEHNE KAXKI0T0 KPUTEPHsI OllEHUBaeTcs B 2 0ajiia, ecan
BBINOJIHEH NOJTHOCTHI0, B 1 02171, ec/1i BBINOJIHEH YACTUYHO).

1. Ommcana MoJenb OpraHHM3allMUd JOKYMEHTOOOOpoTa (HCHONB3Ysl MaTepHAIIbI
KOHKPETHOTO MPENPUITHS MU COOCTBEHHYIO pa3paboTKy).

2. OnpeneneH cOCTaB JODKHOCTHBIX JIMI, YYacTBYIOIINX B 00Opa0OTKe W HCIIOJHEHHU
JIOKYMEHTOB.

3. IlpencraBieHbl CXeMBI ABMKEHHS TOKYMEHTHBIX IOTOKOB OpPraHU3amuH.

4. CocraBiieHa omeporpaMma [BIDKCHHUSI TOKYMEHTOB C Y4ETOM CTAHJAPTHOW CXEMBI
JBIDKSHUSI TI0 BEIOpaHHOMY HaIpaBJIeHHIO.

5. Hpe,I[J'IO)KCHbI BapHaHThI ONITUMU3alIUN IBHXKCHUS JOKYMCHTOB B OpraHU3aliu.

TpeOOBaHUS K  COCTaBICHUIO  YIPaBICHYECKUX
JIOKyMEHTOB (II0JIOKEHUs], JOIKHOCTHOIM HHCTPYKIIMU
pabOTHHKA, INTATHOTO PACIHCAHHSA U T.X.), TOPSIOK
BHECCHUS HM3MEHEHHMH;  alTOPUTM  IOJTOTOBKH
pacTopsAAUTENIFHON JIOKYMEHTAIMH, COTJIACOBAHUS U
BU3HPOBAHMSI.

Ymeer: (hopMupoBaTh MaKeT JIOKYMEHTOB,
OTPaXAIOIIUX  JEATeIbHOCTh  OpraHu3allud B
COOTBETCTBHM C HOPMATHBHBIMH TpPeOOBaHHAMHU
KOHTPOJMPYIOIIUX  OpPraHoB U HOPMaTHBHO-
METOAMYECKUMH  JIOKyMEHTaMu; OoQopMIiATH U
COCTaBJISATh YIIPABJICHYECKHE OKYMEHTBI: INPHKas3bl,
IIPOTOKOJIBI, TOKJIAHbIE U OOBSCHUTEIbHBIC 3aMUCKY,
CIIPaBKH, CIy)KeOHbIE MHCHbMa, aKThI, OCYIIECTBIAThH

perucTpanuo BXOJAIIEH u HcXozsImen
JIOKYMEHTAIHH.
Bnaneer: TEXHOJIOTHEN OpraHHu3alu

JACJIONPOMU3BOACTBA IIPpU MNPHUEME Ha BaKAHTHYIO
JOJIDKHOCTD.

[TpomeKyTOUYHBII KOHTPOJIb (KOJNYECTBO OAJITIOB)

Texyuii KOHTPoJIb 10 pa3aeny «CocraBieHue U

oq)opMne}me JOKYMEHTOB B OpraHu3amum»

1 | AyauropHas pabora

CoBpeMEHHOE J1eJI0BOE IMUCHMO

OpraHu3aloHHbIE JTOKYMEHTBI, X COCTaBICHHE U
odopmnenne. PacnopsauTenbHbIe JTOKYMEHTBI, HX
CoCTaBJIeHHE U 0hOpMIICHUE
NudopmarrioHHO-CrIpaBOYHbIE
COCTaBJIeHHE U O0hOpMIICHHE
Kanposas nokyMeHTanus

JOKYMEHTBI, ux
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2 | CamocrosTenbHas padboTa (00s3aTeIbHbIe
(hopmbr)

IIpumep 3apanus:

Hanwumure pa3BepHyThI oTBeT Ha TeMmy: «OOmme TpeOoBaHUs K OGOPMIICHHIO
OpTaHM3aIMOHHBIX JIOKYMEHTOBY.

Kpurtepun onenku:

Kpurepnii / Onenka Beimonnen Beimon He
HOJTHOCTBIO HEH BBITIONTHEH
JacTHY
HO
PackpbITO 0OCHOBHOE NOHATHE 2 Gamna 1 Gamn 0 6annoB
Ilepeuncnensl Bce 2 Gamna 1 Gamn 0 6annoB
COCTABJISAIOIIHE YJICMEHTHI
(ctpykTypa) nmpeamMera
(stBICHMS)
Jlana xapakTepucTHKa 2 Ganna 1 Gamn 0 6annoB
COCTaBISAIONINX SIEMEHTOB
(cTpyKkTypbl) IpeaMeTa
(s1BICHMS)

CocraBieHne 1 opopMIIeHHE TOKYMEHTOB B
OpTaHHU3aLIH

OO0pa3oBaTebHbIE PE3YIIBTATHL:

3Haer:

OCOOGHHOCTH ¥ CTHIM  O(UIMAIBHO-IETOBBIX
TEKCTOB, MpaBmia OGOPMIIEHHS [EJIOBOTO MNHCHMA;
HpaBuIIa COCTaBJICHHS " oopmireHUs
YIPaBIEHUYECKUX JTOKYMEHTOB (SI3BIKOBBIE (HOPMYJIBI
OoUIHAIBHBIX JOKYMEHTOB),

3HaeT: MpaBWiIa COCTaBICHUS H  OQOPMIICHHUS
YIPaBJICHICCKUX JOKYMEHTOB IIPH HCIOJIb30BAHHU
TEXHHYECKUX CPEJICTB.

3 | CamocrosTenbHas padboTa (Ha BBIOOD)

IIpumep 3ananus: CocraBsre npuka3 o0 urorax pabotel ¢ JokymeHTamu B 2012 1. B
OAO «Ponuna». B KoHCTaTtupymomeid 4acTH yKa)KUTE€ Ha HU3KYH TpeOOBaTelbHOCTH
PYKOBOIUTEINEH IToapa3ieNieHnii K KaueCTBY MOATOTOBKH JOKYMEHTOB U KOHTPOJIS 33 HX
UCTIOJIHEHHEM. B pacnopsauTensHONH 4YacTH oOpaTHTEe BHHMAaHHE PYKOBOAWTENEH Ha
MOBBIIICHHE TPEOOBATEIHLHOCTH K pa0OTHUKAM B YacTH paboThl ¢ JokyMeHTaMu. [laiite
3aJjaHue COTPYAHHUKY, OTBEUAIOLIEMY 3a JAENONPOHM3BOACTBO, pa3paboTarb Mephl IO
VIIYYIISHHIO 3TOH PabOTHI.

Kputepun omeHkn (BbINOJTHEHHE KAKI0T0 KpUTepusi oneHusBaercss B 1,5 6asia,
€CJIM BbINOJIHEH MOJHOCTBIO, B 1 62111, €C/1d BBINOJIHEH YACTUYHO).
1.IMpukazopopmiern Ha ONaHKE OpraHM3allMd M COACPKAT CICAYIOIIUE PEKBH3UTHI:
HaVMEHOBaHHE OpraHU3ally, HAMMEHOBaHUE B JJOKYMEHTA, J1aTa, PEerHCTPalliOHHbIA
HOMEp, MECTO COCTABJIEHUS, 3aT0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT, MOIHUCH,
BU3BI COTJIACOBAHUS U 03HAKOMJICHHSI, OTMETKA 00 UCTIONHUTENE (IPU HEOOXOAUMOCTH).
2. B xoHCTaTHpyroLel 4acTu OTpaXkKeHbl (haKThl U COOBITHUS, MOCTYKHUBIINE OCHOBAHUEM
JUTSL I3aHHS TIPHKa3a.

3. B pacnopsanTenbHOMN 4acTH yKa3aHbl IPEANUCHIBAEMbIE PACIIOPIUTENbHbIE 1eHCTBUS
(3amaHusl, MOpYdYeHHs); HAUMEHOBAHWE NOJDKHOCTEH, (aMWiIMM W WHULIWAIBI JIUIL,
KOTOPBIM ITOPYYEHO BBIIIOJTHCHUEC SallaHI/Iﬁ HJIK KOTOPBIC ABIAIOTCA OTBETCTBCHHBIMU 3a
BBITIOJTHEHUE MTPUKa3a; CPOK UCTIONHEHHS IPUKa3a.

4. CobmtozieH anroput™ opopMIIeHHs TPUKa3a.

Cocrasnenre u 0hopMIIeHHE TOKYMEHTOB B
OpraHu3alun

OO0pa3oBarenbHbIe PE3YIIbTATHL:

YMeeT: BeCTH JEJOBYIO MEpENUCKy; HCIONb30BaTh
Ha0Op PEKBH3HUTOB MOKYMEHTA, OTPAXKAIOMIHUI ero
OCOOCHHOCTHM M  Ha3HA4YeHHWE, MOJr0TaBINBATh
myOJIM4HOE BBICTYIUICHHME: Te€Ma, MOMCK Marepuaina,
apryMEHTUpOBaHHME, Hayajo, pa3BepThIBAHHE U
3aBepIICHHE

KonTponbsHOE MeponpusiTHe 1o pazaeny 3

[pumep 3aganus: Ha marepuane usBecTHoro Bam npennpusitusi mpoaeMOHCTpUpyHTe
peaM3alnio TEXHOJIOTHH OpraHU3alluy JeJONPON3BOICTBA IIPH NMPHUEME Ha BAaKaHTHYIO
JIOJDKHOCTb.

Kputepun onenku (BbINOJIHEHNE KAXKI0T0 KpUTepus onennBaercs: B 1 6amwn, ecan
BBINOJIHEH MOJHOCTHIO, B (0,5 6aJ1a, ecji BHINOJHEH YACTHYHO).

OO6pa3zoBaresbHbIC Pe3yIbTaThI:

YMeeT: TpUMEHssT MporpaMMHOe —oOecredeHHe,
co3ziate yIIpaBIeHIECKIE JOKYMEHTBI B
TpaaAuIIUOHHBIX n ABTOMAaTU3NPOBAHHBIX
TEXHOJIOTHSIX; Ha OCHOBE OPOrpaMMHOTO
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1. OmnucaHa cuTyauuss U3MEHCHHUS NESATENBHOCTH OPTAHHM3AIMH, OTpaXKarolas
HEOOXOANMOCTD MPUBIICYECHHUS HOBBIX COTPYIHHKOB;

CthopmynupoBaH nepedeHs TpeOOBaHU K BAKAHTHON JTOJDKHOCTH;
CocraBiieHa IMYHOCTHAS crieU(UKAINS [UII 0TOOpa HYKHBIX COTPYAHUKOB;
BHeceHbI H3MEHEHUSI B THITOBYIO JIOJDKHOCTHYIO HHCTPYKIIHUIO,

Paspaborana ¢popma aHKeThl Ha BAKaHTHYIO JJOJDKHOCTh U (pOpMa OIL[CHOYHOTO
JIACTA,

CocrapieH nmpuka3 1 0pOpMIICH TPYA0BOM JOTOBOP

7. OdopmiteHBI TUYHOE NS0, THYHAs KapTO4Ka U TPYIOBask KHIKKA,

agrwn

S

obecrieueHus KJIacCU(UIUPOBATH 5 ¢
CUCTEMATU3UPOBAThE HOKYMCHTBI Ha CTaauud HX
06pa6OTKI/I u XpaHCHUA, OpraHu3oBaThb
JIOKYMEHTOOOOPOT Ha MPEANPHATHH, HCHOIb3Ys
OCHOBHBIC oucHele MporpaMMBI.
MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYHICCTBJIATH aApXUBHUPOBAaHUC YIpaBJICHYCCKUX

JIOKYMEHTOB € IIOMOLIBI0O KOMIIBIOTEPHBIX IIPOIPaMM;
MOATOTAaBIMBATh JOKYMEHTHI K XpPaHCHHIO, UCIIOJIb3YS
OCHOBHBIE oducHbIC NpOrpaMMBbl:
MicrosoftOfficeWord, MicrosoftOfficeExcel u sp.

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

Tekyumii kouTpoas no pasaeny «Homenkiaarypa

JAECJD>

1 | Aynuropnas pabota

O0mue TpeboBaHNs K CUCTEMAaTU3aLUHl JOKYMEHTOB
U GOPMUPOBAHHIO JETT
IToAroToBKa JOKYMEHTOB K aQpXHBHOMY XPaHCHHIO

2 | CamocrositenbHas padoTta (00s3aTenbHbIC
(hopmeI)

[Ipumep 3amanus:

Hanummure pa3BepHyThIii 0TBET Ha TeMy: «OCOOCHHOCTH COCTABICHHS HOMEHKJIATYPHI
JIeT OpTaHHu3aIiny.

Kpurepuu oueHku: CM. BbILIE.

Homenknarypa nen opraHu3alum

OO0pa3oBaTenbHbIE PE3YIIBTATHIL:

3HaeT: Npu3HaKkd U QYHKINH TOKYMEHTA; CTPYKTYPY
CHCTeM JOKyMEHTAIUH; COCTaB YHU(DUIMPOBAHHON
CHCTeMBl  JOKYMEHTAalWH, 3HaeT:  YCTpPOMCTBa
CO3JaHUs 3JIEKTPOHHON yIpaBIeHYECKOM
HHPOPMAITUH, DJICKTPOHHBIC CIIPABOYHBIC CIIYKOBI
(BUIEOTEKA, TEJIETEKCT, TeseaBTorpad), KaHaibl U

CeTH  DJEKTPOHHOH  TOYTHl UL JIOBEACHHUS

MHPOPMAIMH 10 TOAYNHEHHBIX.

3 | CamocrositensHas paboTa (Ha BHIOOD) [Mpumep 3amanns::COCTaBUTH ONUCH Ha Jeia (MOCTOSHHOTO M BPEMEHHOTO XPaHEeHH, OGpa3zoBaTeNbHbIC Pe3yIbTATHI:
HOJJIeXKALIHE CAAYe B apXUB — Ha BEIOOP). OIpeneInTh OCICA0BATEILHOCT VYMeeT: mpUMeHsss [pOrpaMMHOe  ofecredeHwe,
PACIIOJIOKEHHMS JIeTI B OIMCH, COCTaB JOJDKHOCTHBIX JIII, IPUHIMABIINX yIaCTHE B co31aTh YIIPaBJICHICCKHE JTOKYMEHTBI B
COCTaBJICHNH, BUSUPOBAHUHU U COINIACOBAHUU 3THUX JOKYMCHTOB TpaaAulIUOHHBIX n ABTOMATU3HMPOBAHHBIX
KpuTeprn oLeHKH (BBINONHEHHE KaKI0TO KpUTEPHs oLeHnBaeTcs B 1 Gam). TEXHOJIOTHSIX; Ha OCHOBE TPOrPaMMHOTO
1. CocraBieHa onuch Ha Aena. obecrieueHus KJIacCU(UIUPOBATH u
2. OrnpepeneHa MmociIe0BaTeIbHOCTD PACTIONOKEHHS eI B OTIHCH. CHCTEMAaTH3MpOBaTh JOKYMEHTHl Ha CTamud WX
3. OmpepeneH cocTaB JOJDKHOCTHBIX JIMII, TPUHAMABIINX YYacTHE B 00paboTKu " XpaHEHHSL; OpraHu30BaTh
COCTaBJICHNH, BUSUPOBAHUHU U COTIACOBAHUU 3THUX NOKYMEHTOB. }IOKyMCHTOO60pOT Ha TPCANPUATHH, HCTIOJIB3YA
4. CocraBneHa HTOTOBas 3aIHCh. OCHOBHBIE oducHsle HPOrpaMMBI:
5. BHYTpeHHss OITHCh MOANMKMCAHA COCTABUTEIICM. MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
OCYILIECTBIATh ~ APXMBHPOBAaHHE  YNPaBICHYECKHX

lIOKyMCHTOB C ITOMOILIBIO KOM]’[B}OTeprIX nporpaMM;
noAroTaBJIMBAaTh JOKYMEHTHI K XpaHCHUIO, UCIIOJIb3YA
OCHOBHBIC oducHsle MnporpaMMal:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

KonTponbsHOE MeponpusiTHe 10 pazaeny 3

ITpumep 3ananus:

CocTaBUTh HOMEHKIJIATYPY /Il KOHKPETHOM OpraHu3alyu

O0pa3oBaTenbHbIC PE3YIbTATHL:
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KpI/ITepI/II/I OLCHKH (BI)IHOJ'IHCHI/IC KaXXJa0ro KpuTepust OLCHUBACTCA B 2 63..1'1)'[3, €ClIn

BBITIOJIHEH TIOJTHOCTBIO, B 1 GaJI, eCii BBIIIOJHEH YaCTHYHO).

1. Bribpano yupexaeHue (MpeanpusITHe) U COCTABICHUS HOMEHKIIATYPBI JeJ.
2. IlpencraBieHo  [ITAaTHOE  pACIHCAHUE JUIL  OMNPEACICHUS  CTPYKTYpHI
HOMCHKJIATYPHI JICI.

3. 3arnosiHeHbI rpadbl TA0IUIBI OCHOBHOW YaCTH HOMEHKJIATYPHI [

4. IIpuBeeHA HTOTOBAS 3AMUCH O KATErOPHSX U KOJNYECTBE 3aBEACHHBIX JICTL.

5. HomeHknaTypa yTBep>AeHa PYKOBOJUTENEM OpTaHU3aLNU.

VYMeeT: mpuMeHssT IporpaMMHOe oOOecIedeHHe,
CO31aTh YHIpaBJICHYCCKUE JOKYMEHTBI B
TpaaAuLIUOHHBIX u ABTOMATU3HUPOBAHHBIX
TCXHOJIOTHUAX, Ha OCHOBC IIporpaMMHOTO
obecrieueHus KJIacCU(UIUPOBATH 5 ¢
CUCTEMATU3UPOBAThL HOKYMCHTBI Ha CTaauud HX
06pa6OTKI/I u XpaHCHUS; OpraHu3oBaThb
JIOKYMEHTOOOOPOT Ha MPEANPHATHH, HCHOIb3Ys
OCHOBHBIC oucHele MporpaMMBI.
MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYHICCTBJIATH ApXUBHUPOBAHUEC YIpaBJICHYCCKUX
JOKYMEHTOB C ITOMOIIBIO KOMIIBIOTEPHBIX IIPOTPaMM;
MOATOTaBJIMBATh JOKYMEHTHI K XpPaHCHHIO, NUCII0JIb3YS
OCHOBHBIE oducHbIC IIPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

HpOMC)KyTO‘{HaH aTrecrauus

HpeJICTaBJ'IeHLI B (1)0H,Z[C OLCHOYHBIX CPCACTB IJId HpOMe)I(yTO‘lHOﬁ aTTeCTaly 110 JUCHUIIIINHE
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