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Hanpasnenne noarorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
Paboyast mporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJI U 3AJIAYY OCBOEHUSI JUCLIUIIIMHBI (MOLYJIST)

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

08 ®uHAHCHI ¥ DKOHOMHKA,

40 CxBo3HbIC BBl PO(HECCHOHATIBLHO IESTEIHPHOCTH B IPOMBIIICHHOCTH

2. MECTO JUCIHMILTUHBI (MOJYJISI) B CTPYKTYPE OBPA30OBATEJIBbHOM ITPOTPAMMObI

Iuka (paszen) OI: [51.0.03

2.1|Tpe60|3amm K NpeIBapUTeJbHOI NOATOTOBKE 00y4Yalouerocs:

Coaep)l(aHHe JUCIHUIIIMHBI 633preTC${ Ha MaTepuajic:

OCHOBHI MCHEPKMEHTA B CCPBHCE

MertobI IPUHSTHS pelIeHUi

Pycckuii sI3bIK U KyJIbTypa pedn

IIpaBoBoe perymupoBaHue TPYIOBBIX OTHOIICHUN

2.2| AucuuIuIMHbI (MOAYJIM) U MPAKTHKH, IJISI KOTOPHIX 0CBOEHHE TAHHOM THCHUIINHBI (MOIYJIsl) HEOOX0INMMO KaK
npeaecTByoniee:

Oprasu3aiioHHOE IPOEKTHPOBAHUE B CEPBUCHOM JIEATEIHHOCTH

BI/ISHCC'HJ’[aHI/IpOBaHI/Ie

3. KOMIIETEHIIMX OBYYAIOIIEI'OCsl, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUITIJINHbBI
MOoAayJist)

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

YK-4.1. Bei0upaer Ha rocyAapcTBeHHOM U HHOCTPAHHOM(bIX) A3bIKe(aX) KOMMYHUKATHBHO NpHeMJIeMble CTHJIbL 1€10BOr0
o01ennsi, BepdajabHble H HeBepOaJIbHbIe CPEJACTBA B3AUMOAeHCTBHS C MapTHEPAMHU

3HaeT: 0COOCHHOCTH U CTHIIH OCbI/IL[I/IaJ'H)HO-IIeJIOBLIX TEKCTOB, ITpaBHJIa O(I)OPMJIGHI/IH ACJIOBOTO IMMCbMa; IIpaBUjIa COCTAaBJICHUA U
O(l)OpMJ'IeHI/IH YHOpaBJICHYCCKUX JOKYMEHTOB (HSLIKOBLIC (pOpMyJ'ILI 0(1)I/II_II/IaJ'[I)HI>IX I[OKyMeHTOB).

YK-4.2. Ucnoab3yeT nHGOPMAIHOHHO-KOMMYHUKAMOHHbIE TEXHOJOTHHU NPH NMOUCKe He00X0uMOoii nHGopManuu B mpoiecce
peleHusi pa3JIHYHBIX KOMMYHHKATHBHBIX 32724 HA IOCYAapCTBEHHOM M MHOCTPAHHOM(BIX) si3bIKe(aX)

3Haer: IpaBuJia COCTAaBJICHUSA U 0(1)OpMJ'[eHI/I$[ YIPaBJICHYCCKUX JOKYMCEHTOB ITPU MCIIOJIb30BAHUN TEXHUYCCKUX CPEACTB.

YK-4.3. Benet 1e10BY10 nepenucKy, y4uThIBasi 0COOEHHOCTH CTUIMCTHKH 0UIHAIBHBIX H HeO(PUIIMAIBHBIX MUCEM,
COIIMOKYJbTYPHbIE pa3ju4iusi B GopMaTe KOPPeCHOHIEHIIMN HA TOCYJAPCTBEHHOM U HHOCTPaAHHOM(BIX) A3bIKe(aX)

3HaeT: NpU3HAKU U QYHKIUHN JOKYMEHTA; CTPYKTYpPYy CHUCTEM JOKYMEHTALUH; COCTaB YHUGHULIUPOBAHHOI CUCTEMBI JOKYMEHTAIUH.
VYMeeT: BECTU JEI0BYIO IEPENUCKY; UCIO0JIb30BATh HAOOP PEKBU3UTOB JOKYMEHTA, OTPAKAIOLIUH €ro 0COOEHHOCTU U HAa3HAUYCHUE;
CHCTEeMaTH3UPOBATh JOKYMEHTHI I10 BU/IAM YIIPABIEHUECKON NeITeIbHOCTU (OCHOBHAS A€ATEIBHOCTD, paboTa 10 INYHOMY COCTaBY U
T.JI.); HCHONB3ys HWHGPOPMANMOHHBIC TEXHOJOTWY, MOATOTABINBATh ITyONWYHOE BEICTYIIGHHE: TeMa, IIONCK MaTepHaa,
apryMEHTUPOBAaHUE, HAYAJIO0, pa3BEPTHIBAHUE U 3aBEPLICHUE.

OIIK-2. Cnoco0eH ocyliecTBJISTh OCHOBHbIE (DYHKIIMH YIIPABJICHUSI CEPBHCHOI 1esITeTbHOCTHIO

OIIK-2.2. Ucnoab3yeT OCHOBHBIE METOAbI H NPHeMbI JIAHUPOBAHUS, OPTraHU3ALUH, MOTHBAIM Y U KOOPIAMHAIIUHA
JesITeJILHOCTH MPeANPUsITUi (moaApa3aeennii) npeAnpusaTHii cgepbl cepBuca Win Apyrux cepax, B KOTOPbIX HEOOXOTUMO
OCYHIECTBJICHHE CEPBHCHOI AesiTeJbHOCTH

3HaeT: TpeOOBaHUS K NOIYYESHUIO (II0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCHUMOCTb, I0CTOBEPHOCTS), EPEpadOTKE U XPAHEHUIO
nH(OpMAaINH; OCHOBHBIE METO/BI, CIIOCOOBI U CPECTBA MOIYYESHHUS, XpaHEHU U IepepaboTKy HHPOPMALUH; COBPEMEHHbBIE METOIbI
nepeBosia HHGpOpPMAaLUK B YIPABICHUYECKHE JOKYMEHTBI: COCTAaBIEHHE PACIOPSHKECHUM, IPUKA30B, MHCTPYKLUI U APYTrUX
YIpaBJIEHUYECKUX JOKYMEHTOB; TPEOOBaHUS K pallMOHAIBHOM OpraHu3ay paboTsl C JOKYMEHTaMH B YCIIOBHSIX MCIOJIb30BAaHUS B
arrmapare yrnpaBJICHUA 0pFaHPl3aLlPlOHHOﬁ M BBIYKCIUTEIILHOM TCXHHUKH, KaHaJIbl JOBCICHUA I/lHq)OpMaLlI/II/I A0 COTPYAHUKOB
OpraHu3aIHH.

VYmeerT: MPUMEHSAA NPOrpaMMHOC O6CCHC‘{€HI/IC, CO3IaTh YINPABJICHYCCKHUEC NOKYMCHTBHI B TPAAUIIMOHHBIX W aBTOMATHU3WUPOBAHHBIX
TEXHOJIOTHSIX; Ha OCHOBE MNPOTPaMMHOro obecredyeHus KIacCH(pUUIUpPOBATh M CHCTEMAaTU3UPOBATH JOKYMEHTHl Ha CTaJuM HX
00paboTKM M XpaHEHUs; OPraHW30BaTh NOKYMEHTOOOOPOT Ha MPEANPUATHH, HCHONb3Ys OCHOBHBIC O(HCHBIE MPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocymiecTBisaTh apXWBHPOBaHHWE YHPABICHYECKUX JTOKYMEHTOB C TOMOIIBIO
KOMITBPIOTEPHBIX ~TPOrpaMM; IIOATOTAaBIUBaTh JOKYMEHTbl K XPaHEHMIO, HCIIOJIb3Yysl OCHOBHBIE O(QUCHBIE NPOrpaMMBbIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

OIIK-6. Cnnoco0eH NpuMeHsITh B IPO(heccHOHAJIbHOI 1esiTeJIbHOCTH HOPMaTHBHBIE IPABOBbIEe aKThI B cepe cepBuca
OIIK-6.1.0cyimecTBjseT MOUCK U MPUMeHsIeT HE00X0AMMYI0 HOPMATHBHO-NIPABOBYI0 TOKYMEHTALMIO /ISl 1eATeIbHOCTH B
H30panHoii npodeccuoHaTbLHOII chepe
3HaeT: yCTpOoHcTBa CO3JaHMA JIEKTPOHHOH yIpaBieHYecKol HH(OpMaIiH, JIEKTPOHHbIE CITPABOYHBIE CIIYKOBI (BUIEOTEKA,

TEJIETEKCT, TeneaBTorpad), KaHaJIbl U CETH JJICKTPOHHOM MOYTHI AJIs TOBEeICHUs HH(OPMAIIMH 10 TTOTYHHEHHBIX.

YMeeT: aHaIM3UpOBaTh 3aKOHOIATEILCTBO M TPAKTUKY €ro MPUMEHEHHSI 11 pabOThI C YIPaBICHYECKOH TOKYMEHTAIHEH.
OIIK-6.2.Co0.11012eT 3aKk0HO01aTeIbCTBO Poccuiickoii @egepanuu o nperocTaBieHuu yCJayr

3HaeT: HOPMBI ITpaBa U HOPMATUBHO-NIPABOBbIE AKTbI, PETYIUPYIOIIHNE B3aUMOOTHOIICHHUS OPTaHU3al[uu U KOHTPOJIHPYIOLIUX

OPraHoOB; JIEHCTBYIOIINE TOCYAAPCTBEHHBIE HOPMATHBHO-METOJUUECKUE IOKYMEHTHI, PErIaMEeHTHPYIOIHIE NesITeIbHOCTh
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Hanpasnenne noarorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
Paboyast mporpamMma JUCLIMILINHBI «J{eIompor3BOACTBO»

opraHu3aluil cepBHCa.
Ymeer: o6ecniednTh COONI0IEHNE JOKYMEHTOB JIEHCTBYIOIEMY 3aKOHOJATEIbCTRY.

OIIK-6.3.06ecnieunBaeT JOKYMEHTO0G0POT B COOTBETCTBHU ¢ HOPMATHUBHBIMHU TPeOOBAHUMH

3HaeT: BUIBI yIPABIEHUECKOH TOKYMEHTALNH; 00IIe TpeOOBaHUS K COCTABICHHUIO YIIPABICHIECKUX JOKYMEHTOB (TIOJI0XKEHUS,
JIOJDKHOCTHOM MHCTPYKIMHU paOOTHHKA, IITATHOTO PACIMCAHUS U T.1I.), HOPSIOK BHECEHUS] M3MEHEHHI; aJrOPUTM IO ATOTOBKU
pacnopsaIuTenbHON TOKyMEHTAlllH, COTJIACOBAaHUS U BU3UPOBAHUS.

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

Brnaneer: TexHonorueit opraHu3aiyy AeJI0NpOU3BOICTBA IIPH NTPHEME Ha BAKAHTHYIO JTOJDKHOCTb.

4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HanmeHoBaHuUe pa3e/10B U TeM /BUJ 3aHATHS/ Cemectp | Yacos | MuTepakr.
3aHATHS
Pa3nen 1. [esonpon3BoacTBO, €ro 3aKOHOAATeJIbHOEe M HOPMATUBHO-METOAHYECKOe
peryJimpoBaHue
1.1  |HopmaTuUBHO — 3aKOHOJATEIIbHbIE OCHOBBI CHCTEMBI AEI0NpoH3BoACTBa /JIek/ 7 2 0
1.2 HopmaTuBHO — 3aKOHOaTENIbHBIE OCHOBBI CUCTEMBI Jieionpou3BoacTia /I1p/ 7 2 0
1.3 HopmaTrBHO — 3aKOHOJaTeNbHBIE OCHOBBI CHCTEMBI JienionpousBocta /Cp/ 7 22 0
1.4 CucrteMsl jokyMeHTanuy. CTanaapTH3alys 1 yHubUKays JoKyMeHToB /JIex/ 7 2 0
1.5 Cucrembl fokyMeHTanuy. CTaHmapTu3anys ¥ yHupUKams 1okymMeHTos /Ip/ 7 4 1
Pa3ges 2. TeXHOJI0THH BeleHHUs IeTONPON3BOACTBA B OPTaHH3AINH, YIPEKIeHHH
2.1  |doxymeHTOO60pOT B Opranusaruu /JIex/ 7 2 1
2.2 JlokyMeHT00060pOT B opranusaiuu /I1p/ 7 4 1
2.3 TexHosoruu BeneHus aejaonponssozactea /Cp/ 7 24 0
Pa3nen 3. CocTaBieHue u opopMieHue JOKYMEHTOB B OPraHu3anuu
3.1 OcHoBHBbIE TpeOOBaHUS K OGOPMICHHMIO YINPABIEHUECKUX (OPraHU3alMOHHO - 7 2 0
pacnopsANTENBHBIX) TOKYMEHTOB /JIek/
3.2 OcHoBHbIE TpeOOBaHUS K OGOPMIEHHMIO YINPABIEHUECKUX (OPraHU3aIlMOHHO - 7 4 0
pacropsAuTENbHBIX) ToOKyMeHTOB /I1p/
3.3 |CoBpemenHoe nienoBoe nmuchMo /Jlek/ 7 2 1
3.4 CoBpeMeHHoe Ae0Boe nrcbMo /Ip/ 7 4 1
3.5 OpraHu3alMoHHbIe TOKYMEHTBI, HX cocTaBJeHue u oopmienue /Jlek/ 7 2 1
3.6 OpraHu3aloHHBIE JOKYMEHTHI, HX COCTaBjieHne u oopmienue /IIp/ 7 4 1
3.7 PacropsiiuTesbHbIe JOKYMEHTBI, HX COCTaBJIeHHE U odopmieHue /JIex/ 7 2 1
3.8 PacniopsurensHble JOKYMEHTHI, X cocTaBlieHne u opopmirerne /Ip/ 7 2 1
3.9 MHbopMannoHHO-CTIPAaBOYHBIC TOKYMEHTHI, UX cocTaBieHue U odopmieHue. Kaapopas 7 2 0
JokymeHrams /JIex/
3.10 |MubopmanmoHHO-CIIpaBOYHbBIC JOKYMEHTHI, HX cocTaBiicHHe U odopmierune /TIp/ 7 2
3.11 |Kaxmposas mokymenrarmst /ITp/ 7 2 0
3.12  |CocraBnenue u opopmiieHHue TOKYMEHTOB B opranu3anuu /Cp/ 7 24 0
Pa3nes 4. Homenkaartypa gen
4.1 OO6uie TpeOOBaHHS K CHCTEMATH3allMd JOKYMEHTOB H  (OPMHPOBAHHUIO JCII. 7 2 0
IToaroroBka JOKyMEHTOB K apXUBHOMY XpaHeHHUIo /JIex/
4.2 OO61mme TpeOOBaHMS K CHCTEMATH3AIINH JJOKYMEHTOB M (hopMupoBanmio e /Ip/ 7 2 0
4.3 IloaroroBka JOKYMEHTOB K apXUBHOMY XpaHeHu:o /IIp/ 7 2 0
4.4 Howmenknarypa nen opranusanuu /Cp/ 7 24 0

5. OueHo4YHbIC M METOAHYECKHE MaTePHaJIbl 10 JMCHUILIMHE (MOLYJII0)

5.1. Conep:xanune ayAuTOpHOI padoThI MO JUCHUILIUHE (MOAYJIIO)

7 cemecTp, 9 ek, 16 npakTHYecKHUX 3aHATHI
Pa3nen 1. /le10npon3BoACTBO, €10 3aKOHOAaTeIbHOE 1 HOPMATHBHO-METOHYECKOE PeryJIHpoOBaHue
Jlexuus Ne 1 (2 vaca)
HopwmatuBHO — 3akoHOIaTENbHBIE OCHOBBI CUCTEMBI JIEJIOMPON3BOICTBA
Bomnpock! u 3aganus:

1. Hcropust yripaBiieHUs U ACTONPOU3BOICTBA.

2. HopmaruBHBIE I[IpaBOBBIC aKThl (eAEpaNbHBIX OPraHOB HCIOIHUTEIBHOW BIACTH, PENIAMEHTHPYIOUIAE BOIPOCHI
JIOKYMEHTAIIMOHHOTO 00eCIeYeHusI.

3. TocynapcTBeHHbBIE CTAHAAPTHI Ha BEACHUE JOKYMEHTALIH.
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hamnpasnernocts (mpoduis): « DHHAHCOBEIN CEPBUCH
Paboyast mporpamMma JUCLIMILINHBI «J{eIompor3BOACTBO»

Ipakruueckoe 3ansTre Ne 1 (2 gaca)
HopMaTHBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI JICJIONPOU3BOICTBA
Bompocs! u 3aganmst:

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

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

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

4. CTaHOBICHHE U Pa3BUTHE ACIOMPOU3BOJICTBA B COBETCKHX TOCYAAaPCTBCHHBIX YUPEKICHHSAX.

5. Oprasuzanus cryx0bl JOKYMEHTAIIMOHHOTO 00ECIICUCHHUs yIIPaBICHHS Ha COBPEMCHHOM 3Talle.

Jlexuus Ne 2 (2 gaca)
Cucremsl JokymeHTauuu. CtanaapTuianus 1 yHUQHUKaLIus TOKYMEHTOB
Bompocs! u 3amanmst:
CymHoCTh MOHATHUS «JJOKyMEHT».
JoxymenT kak cuctema. CBoiicTBa nokymenta. [Ipu3naku qokymenTta. OyHKIIMH TOKyMEHTA.
CucTeMbl JOKyMEHTALIUH.
Crangaptuzanus 1 yHHUKaIUs JOKyMEHTOB.
YHUQUUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIHH.
[paktudeckue 3anatust Ne 2-3 (4 gyaca)
Cucremsl fjokymeHnTauuu. CranaapTusanus 1 yHUQHUKALUs TOKYMEHTOB

agrwnE

Bompocs! u 3amanwst:
1. JIoKyMeHT: onpeJie/ieHue, CBOICTBa, (YHKLUH.
2. Cranaptusaiys U yHU(DUKAIUS JOKYMEHTOB.
3. OcHoBHBIC (enepalibHble 3aKOHBI W HOPMATUBHO-METOIWYECKHE JIOKYMEHTHI, pEerjJaMEeHTHPYIOUIME IpaBuia paboThl C
JOKYMEHTUPOBAaHHOW HH(pOpMAIIHEH.
4. lonsaTHe n KIaccuuKanys JOKYMEHTO000pOTa PEANPUATHS.
5. O01Ire NPUHIMIIE OPTaHU3aLIH PAIIMOHAIBHOTO JOKYMEHTO000pOTa HA MPEATIPUSITHH.
6. DOTanbl JBIKEHHUS BXOASIIECTO, HCXOASIIET0 U BHYTPEHHETO IOKYMEHTOIIOTOKOB Ha MPEIIPUSITHH.
7. Peructpanus TOKyMeHTOB (BXOASIINX, HCXOIAIINX, BHYTPEHHHX): 3HAUCHHE, MpaBmia, (JOPMBI.
8. O0beM U rpad K TOKYMEHTOO00POTA.
9. 3HayeHUe M TEXHOJIOTUS OCYIIECTBICHHSI KOHTPOJISI HCIIOIHEHHUS JOKyMEHTOB.
Paznen 2. Texnoioruu BeeHusI 1eJ10MPON3BOICTBA B OPraHU3aNHU, YUPeKIeHHU
Jlextust Ne 3 (2 gaca)
JIoOKyMEeHTO00O0pOT B OpraHu3aluu
Bompocs! u 3amanmst:

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

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

1. O0paboTKa UCIONMHEHHBIX M OTHPABISIEMBIX JOKYMEHTOB.

2. AHanM3 CTPYKTYpBI JOKYMEHTOO00pOTA.

3. Merto[pl yueTa u COKpaIleHns: TOKyMEHTO000poTa.

4. Opranuzaiys palyoHaIbHOTO ABWKEHHS JTOKYMEHTOB BHYTPH NPEAIIPUSITHS.

Pazgen 3. CocraBienne u opopmiieHHE JOKYMEHTOB B OPraHH3allH
Jlexiust Ne 4 (2 yaca)
OcHoBHBIE TPeOOBaHUSA K 0(OPMIICHIIO yIpaBIeHUSCKUX (OpPraHU3alHOHHO - PACHOPSAAUTEIBHBIX) TOKYMEHTOB
Bomnpocs! u 3ananus:
IpaBnna ohopMIICHUS JOKYMEHTOB IIPH UCIOJIB30BAHIN TEXHHIECKUX CPE/ICTB.
Enunble TpeOoBaHus K GiaHKaM JOKYMEHTOB.
CocTaB peKBU3UTOB OPraHU3ALMOHHO - PACIIOPSIUTENIBHBIX JOKYMEHTOB.
PexBu3uThI CofiepkaTeNbHON YacTH TOKYMEHTA.
PexBusuts! oopmiAtomieil 4acTH JOKYMEHTA.
IMpakTuueckue 3auatus Ne 6-7 (4 gaca)

OcHOBHBIE TPeOOBaHUS K 0pOPMIICHIIO yIpaBIeHUECKUX (OpraHU3alHOHHO - PaCHOPSAIUTEIBHBIX) JOKYMEHTOB

Bomnpocs! 1 3ananus:

agrwNE

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

2. OxapaxTepu3yiHTe CUCTEMBI YIPaBICHYECKUX JOKyMEHTOB. [10 KakoMy IPHU3HAKY BBILAEIEHBI CUCTEMbI JOKYMEHTALUH?
IpuBenute mpuMepsl JOKYMEHTOB MO KaXKIOW CUCTEME YIPABICHYSCKUX TOKYMEHTOB.

3. OxapakTepu3yiTe CTpYKTYpy AOKYMEHTa (TIOCTOSHHBIC 1 IEPEMEHHbIE PEKBU3HUTHI, IPOJOJILHOE U YIIIOBOE PACTIONOKEHHE
PEKBHU3HTOB).

4. Coopmynupyiite obmue npaBuia 0GOpMIICHHS YIIPaBICHYECKNX (OpraHU3aOHHO-PACTIOPSIUTENbHBIX) JOKYMEHTOB

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

6. Chopmynupyiite npaBuiia 0QpOpMIICHAS PEKBH3UTOB TOKYMEHTOB, PErIaMEHTHPYEMbIE TOCYAapPCTBEHHBIM CTaHIApTOM

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

1. JlenoBoe MUCbMO KaK CPEJCTBO CBSA3M OpTraHU3alUi.

2. SI3bIK ¥ CTHIIB O(UITHATIBHBIX TTHCEM.

3. CrpykTypa nucbMa. OCHOBHBIE TPEOOBAaHUS K TEKCTY.

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

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

Bompocs! u 3apanmst:
Omnpenenure NOHITHE OPUIMATBEHOTO JCTOBOT0 MUChMa. [IpUBeINTE IPUMEPHI.
Oxapaxrepu3yiTe 0COOCHHOCTH A3bIKA M CTHIA O(QUINATBHO-IETIOBBIX TEKCTOB.
Omnpenenure CTPYKTYPY MUChMa.
Cdopmynupyiite nmpaBuina oGopMIICHHS IEIOBOTO MUChMa
[peioKuTe aNropUTM COCTABIICHUS TEKCTOB CITY)KESOHBIX MHCEM.

Jlexuus Ne 6 (2 gaca)

OpraHu3aioHHbIe TOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE

arwnE

Bompocs! u 3apanmst:
OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.
VcraB npeanpusTus.
JIOIKHOCTHASE MHCTPYKIIHSL.
ITonoxenue.
IlTaTHOE pacnucaHue.
CTpyKTypa TOKYMEHTOB U HX cojiepkanue. [IpaBnia opopMIIeHHs! OpraHH3alHOHHBIX JOKYMEHTOB.
Ipaktuueckue 3ansatust Ne 10-11 (4 gaca)
OpraHu3anoHHbIe TOKYMEHTHI, HX COCTaBJIeHHE H 0(OpMIICHHE

ISEUENC N

BOI'[pOCI)I U 3aJ1aHus .

1. Ompenenure TOHATHE OPTAHU3AIMOHHBIX JOKYMEHTOB. [IpuBeuTe IPUMEpEL.

2. Coopmynupyiite obume TpeOOBaHHS K COCTABICHHIO OPraHW3alMOHHBIX JOKYMCHTOB (3TAambl MOATOTOBKH M IOPSIOK
odopmIIeHuS).

3. Iepeunciure TpeOOBaHMSA K COCTABICHUIO YCTaBa MpeanpusaThs. JlaiTe comepikaTeNbHYI XapaKTepPUCTHKY OCHOBHBIX
pazzenoB Ycrasa.

4. IepeuncnuTe TpeOOBaHNS K COCTABICHHUIO TOJDKHOCTHOH HHCTPYKIMH. JlaliTe colepKaTelbHy 0 XapaKTepPUCTHKY OCHOBHBIX
Pa3IenoB HHCTPYKITHH.

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

Jlexiust Ne 7 (2 yaca)
PacriopsmuTensHbIE JOKYMEHTHI, X COCTaBICHHE U 0(pOpMIEeHHE
Bomnpocs! u 3ananus:
IIpukassl, UX BUIBL.
ITpaBuna odopmieHUs IPUKA30B.
OCo0eHHOCTH COCTaBIICHUS IIPUKA30B 10 OCHOBHOH JEATEILHOCTH U IIPUKA30B 110 JUYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIEHUHM 3ar0JI0OBKOB U ()OPMYIUPOBOK KOHCTATUPYIOIIEH YacTH.
CxeMa NOCTPOEHUS! PACIOPAAUTENBHON YaCTH.
IIpaBuna BU3MPOBaHMUS, HOANUCAHUS U PETUCTPALIUH.
CpoKy UCIIOJIHEHMs M BpeMsl JOBEJEHUS 10 UCIIOJIHUTEICH.
Ipaktuyeckoe 3ansaTre Ne 12 (2 gaca)
PacriopsimuTensHBIE JOKYMEHTHI, MX COCTaBIEHHE U 0popMIICHHE

NoghrwhE

Bomnpocs! u 3apanust:
1. JlaiiTe MOHATHE PacHIOPSIUTETBHBIX JOKYMEHTOB, H3/1aBaéMbIX Ha OCHOBE IIPHHIINIIA eAMHOHAaYans. [IpuBeUTEe IPHMEPEL
2. )]aﬁTe TMOHATUEC PACIIOPAAUTECIIBHBIX JOKYMCEHTOB, U3JaBa€MbIX Ha OCHOBC IMMPUHIIUIIA KOJIJICTHAJIBHOCTH. le/lBCﬂI/ITC IMPUMEPHI.
3. Cchopmymupyiite HOPSAIOK IIOATOTOBKH PACIOPSIUTETBHBIX JOKYMEHTOB.
4. ChopMynaupyiiTe aNropuT™ COCTaBICHUS IPUKA30B 110 OCHOBHOH JEATEIBHOCTH U JMYHOMY COCTaBY M BBIIIMCOK U3 NIPHUKA3a.
5. Cchopmymupyiite alTOpUTM COCTABICHHUS MOJIHOTO M COKPAIIEHHOTO IIPOTOKOJIOB.
Jlexuus Ne 8 (2 vaca)
HHpopMaoHHO-CTIPaBOYHEIE JOKYMEHTHI, HX cOCTaBlIeHHe u oopmienne. Kagposas nokymeHTamm
Bomnpocs! 1 3ananus:
CocraBnerne 1 o(opMIeHHE CIIPABOK, JOKIIAJHBIX, CITyKEOHBIX X 00BSICHUTEIBHBIX 3aITHCOK.
TpeOGoBaHUS K COCTABICHHUIO U OOPMIICHUIO aKTOB M IPOTOKOJIOB.
CoctaB 1 BUIBI JOKYMEHTAIUH 110 TNIHOMY COCTaBY.
YaupuuupoBaHHble GOPMBI JOKYMEHTOB.
Ipukas: opopmiaeHne Ha paboOTy, IEPEBOX Ha APYTYIO paboTy, MPEIOCTABICHIE OTITYCKa, YBOIBHEHHE C PAaOOTEL
Jlu4HOe 3asiBICHHE: €0 Pa3HOBUIHOCTH, OCOOCHHOCTH HAlMCAHUSL.
XapakTepuCTHKA: COCTaBHBIC YaCTH, IPaBUiIa O(OPMIICHHS.
Ipaktudeckoe 3austre Ne 13 (2 waca)
HH(opManoHHO-CIIPaBOYHBIE JOKYMEHTEI, HX COCTaBIeHHE U 0popMIIeHHE

NogorwhE

Bonpocs! 1 3ananus:
1. HazoBute Buap! HHPOPMALMOHHO-CIPABOYHBIX JJOKYMEHTOB U ONPEJeIINTEe X Ha3HAUCHHUE.
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2. [TepeuncnuTe COCTaB U PacIONI0KEHHE PEKBU3UTOB HHYOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB I10 BHIAM.
3. Cdopmynupyiite nmpasuia (IOpsAROK COCTaBIeHU U 0opMiIeHNUsT) MHPOPMALMOHHO- CIIPABOUHBIX JJOKYMEHTOB.
4. Omnpenenure Ha3HaYCHUE aKTOB B JeATEIbHOCTH mpeanpusatus. ChopmymupylTe mpaBuia (MOPSOOK COCTABICHHS MU

0 OpMIICHHS) AKTOB.
Ipakruueckoe 3ausTre Ne 14 (2 yaca)
KanpoBas noxymeHTanus

Bomnpocs! 1 3aganus:

TpyznoBble 1OroBopa: Ha3HaUEHHE, COJCPIKaHUE, TIPABUIIA COCTABICHUS U 0OPMIICHHSI.

3asBneHUs: BUIbI, HA3HAYCHHUE, [TPABUIIa COCTABIICHHUSI.

IMpuxassl 0 INYHOMY COCTaBY: PEKBU3HUTEIL, TIOPSI0K COCTABICHHS K 0QOPMIICHUS.

TpynoBble KHMXKH: Ha3HauYCHHE, IpaBuia 0POpPMIICHUS.

JInunbie kapTouku Gopmbl T-2 U THUHBIC JIeNa: Ha3HAYCHHUE, TIPaBUIIa 0(DOPMIICHHS.

Pa3nen 4. Homenkaarypa nen
Jlexuus Ne 9 (2 gaca)
OO6ume TpeboBaHM K CHCTEMAaTU3alMK JOKYMEHTOB U (hopMUpoBaHuto Jie. I1oAroroBka JOKYMEHTOB K apXUBHOMY XpaHEHHUIO
Bompocs! u 3aganmst:
Busl HOMEHKIIATYpBI Jeil.
OCoOEHHOCTH COCTaBIICHUS! HOMEHKJIATYPHI 16T OpTaHU3aIHH.
Topsinok cocTaBleHUS OMUCH JAE.
DkcnepTu3a UeHHOCTH TOKYMEHTOB.
OpraHu3anys MoJAroTOBKU JIOKYMEHTOB K apXUBHOMY XPaHEHUIO.
IIpaktudeckoe 3anstie Ne 15 (2 gaca)
OO6ume TpeOoBaHMS K CHCTEMATU3AIMN JJOKYMEHTOB 1 ()OPMHUPOBAHUIO JIEJT

agrwdE

agrwnE

Bompocs! u 3amanmst:
1. [aiiTe onpenenenue HOMEHKIATYpHI €.
2. JlaiiTe moHATHE IPUMEPHOHN 1 TUITOBOW HOMEHKIATYPHI Aell. OXapakTepu3ylTe MIPUMEHEHNE Pa3INIHBIX BU0B HOMEHKIIATYPHI IeTI.
3. Ilepeuncnure TpeOOBaHUS K CUCTEMATU3aLUK 3aT0JIOBKOB €], HHAEKCY JIe]l B HOMEHKIIAType
4. Packpoiite 3Tamnsl pa3pabOTKH HOMEHKIIATYPHI A€
9. ITpuBepute anroputM aestenbHoct JIIK.
IIpakruueckoe 3ausTre Ne 16 (2 yaca)

[TonroToBka JOKyMEHTOB K apXUBHOMY XPaHEHHUIO
Bompock! u 3amanmst:
1. IToAroToBKa JOKYMEHTOB K YHHUTOXEHUIO.

5.2. Copep:xanue caMoCTOATEILHON PadOTHI O JHCHHUILIUHE (MOAYJIIO)

Conep:xaHue 00s13aTeJIbHOI CAMOCTOATEIHLHONH PadoThI MO TUCHHUILIHHE

Ne N IIpoayKThl AesiTETbHOCTH
u/n TeMbl IHCIHMIIIHHBI Copep:kanue caMOCTOATEIbHOM PadoThI
1 HopmaTuBHO-3akoHOaTeNbHbIe | V3ydyeHne COBpeMEHHBIX HampaBieHUd M | [IucbMeHHas paboTa — Ha OCHOBE aHAIU3a
OCHOBBI cucTeMbl | (OpM JOKYMEHTaIMOHHOTO OOECIICYEeHHs | COBPEMEHHBIX HANpaBIeHHH #  (opm
JEeI0NPON3BOJCTBA yIpaBJICHUs] JOKYMEHTallMOHHOT'O obecrieueHus
yIIpaBJIECHUA pa3paboTatb MoJ€eNb
OpraHu3alyu J0Y KOHKpPETHOH
OpraHu3aluu
2 TexHonorun BeaeHus | Vzyuenne mpaBun  cocraBieHus U | [IucemeHHas paboTa — pa3paboTka Moaenu
JeJI0NPOU3BOACTBA othopmieHnS YIPaBICHUYECKUX |OpraHM3allud  JOKYMEHTOOOOopoTa IO
JIOKYMEHTOB (SI3BIKOBBIE (GopMyIBl | IPEIOKCHHBIM BHIAM IOKYMEHTaM WU
o HIIMANBHBIX IOKYMEHTOB); OTpeIeICHHBIM o0yyaronumes

paHHOHaHBHOi/lI OopraHu3anuu pa6OTLI C | CaMOCTOATCIIbHO
JOKYMCEHTaMH B YCJIOBUSX MCIIOJIb30BaAHUSA
OpFaHHSaHHOHHOﬁ W BBIYMCIUTEILHOMN

TEXHUKH
3 CocraBnerne u odopmienne | M3ydeHnme ocoOeHHocTeil ycTHOW u | [lucbMeHHas pabota — cOCTaBJCHUE
JOKYMEHTOB B OpraHH3alluKl MMMCHMEHHOM MyOJINYHON peyn; MaKeTa JOKYMEHTOB JUis MOJTOTOBKUA M

TpeOoBaHMH K O(OpPMIIEHHIO W BeACHHIO | ohOopMIIEHHS TIpueMa KaHAugaTa Ha
JOKYMEHTAIIUH, CBI3aHHON C BHEJPEHHEM | BaKaHTHYIO JOJKHOCTb.
TEXHOJIOTHYECKHX, MIPOAYKTOBBIX
WHHOBAllMd ~ WJIM  OpPraHU3aIl[MOHHBIX
W3MEHEHUH, KaJipaMHU U UX JIBUKEHHUEM C
KaJpaMH M UX JBHKEHHEM

4 Homenxnarypa nen | M3ydenue TpeboBaHmii k mepepaborke u | Ilucemennas pabGora —  pa3paboTka
OpraHM3aluu XpaHeHHIo nHdopmanumy; mpolecca COCTaBICHUS HOMEHKIATYPBHI
OCHOBHBIX METOJIOB, CIIOCOOOB M CPEJICTB | JeJl KOHKPETHOW OpraHH3aIiH

XpaHeHHs U MepepaboTKH HH(OpMaluy;
KIacCUpUKAMM W CHCTEMaTH3alHu
JOKYMEHTOB Ha CTaJuM MX 00paboTKU u
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XpaHEHMS;
apXUBUPOBAHUS YIIPaBIEHYECKUX
JOKYMEHTOB C HOMOLIBIO KOMIIBIOTEPHBIX
IpOorpaMm
Conep:xkaHue caMOCTOSITeJbHOI padoThl 10 JUCHUILJINHE HA BbIOOD
No . IIpoxyKThI JeATETbHOCTH
i TemMbl AMCUHILIMHBI Conep:kaHne caMOCTOSATEJbHONH PaboThI
1 HopmaruBHo-3akoHOnaTenbHble | ©  V3yueHue TpeOoBaHuii coBpeMeHHbIX | [IucbmenHass pabGora — Ha ocHoBe
OCHOBBI CHCTEMBI | 3aKOHOJATENIbHbIX, HOPMAaTUBHBIX aKTOB U | U3y4yeHHs TpeOOBaHMH COBPEMEHHBIX
J€JI0IPOU3BOACTBA HOPMAaTHBHO-METOJUYECKUX [OKYMEHTOB, | 3aKOHOAATEIbHBIX, HODMATHUBHBIX aKTOB U
periIaMEHTUP YIOLIHUX BOIIPOCHI | HOPMAaTUBHO-METOJUUYECKUX JOKYMEHTOB,
OpraHu3aluu JIOKYMEHTAIIMOHHOI'O | PErIaMEHTUDPYIOLIHX BOIIPOCHI
obecrieyeHus AeATeIbHOCTH OpraHu3aluu JIOKyMEHTaIlUOHHOT'O
obecrieueHNss JIEATENBHOCTH  HAIHCAaTh
aQHAJIUTUYIECKYIO paboTy, paCKPBIBAIOLIYIO
CJIEIYIOIIUE BOIIPOCHI:
. Hemn roCyJapCTBEHHOTO
perymupoBanust JOY
o Hedunnnys THOHATUH
«IeJI0IIPOU3BOCTBOY u
«JIOKYMEHTAIIHOHHOE obecrieueHue
yIpaBJICHHEY.
» XapaKTepuCTUKAa 3aKOHOJATENBHBIX U
HOPMAaTUBHBIX aKTOB,
permameHTHpyOmMUX Borpocsr JJ0Y
* JlokanbHble HOPMAaTHBHBIE aKThl Kak
OpraHu3alliOHHAs OCHOBa
JEN0IPON3BOJCTBA
* [Ipo6sems! perynupoBanust JJIOY
2 TexHonorun BeJeHus | M3ydnth KpUTEPUU pauuoHanbHOH | ITucemenHass — pabGora -  BrisBUTH
JEJI0NPOU3BOACTBA OpraHM3allil  JOKYMEHTOOOOpOTa MO | MpOONEeMBI  OpPraHM3alUH  OBIKCHUS
TUIaM JOKyMEHTOB OpraHU3aluu JOKyMEHTOB BHYTPU MpPEANpPUATHS U
000CHOBATH MIPEUTIOKCHHUS 1o
COBEPIIEHCTBOBAHUIO JOKYMEHT0000pOTa
3 CocraBnenne u odopmienne | M3ydnts CTI0COOBI co3manus | [IncemeHHas pabora — B mpemnoxeHHO#
JOKYMEHTOB B OpraHM3aluu yIpaBIEHYECKUX JIOKYMEHTOB B | ympaBJeHUYecKoil curyanuu oGOpMUTH U
TPaJAULUHOHHBIX M aBTOMAaTHU3UPOBAaHHBIX | COCTAaBUTb COOTBETCTBYIOIIUE
TEXHOJIOTUSIX yNpaBlIeHYECKHE JOKYMEHTBI
4 Homenknarypa nen | U3yuurs IpaBUIa apxuBupoBanus | IluceMmenHas padota - COCTaBUTH OIMCH
opraHu3aluu YIPaBICHYECKUX JOKYMEHTOB C IIOMOILBIO | Ha Jena (IOCTOSHHOIO U BPEMEHHOIO
KOMITBIOTEPHBIX IIPOTPaMM XpaHeHus, [0JUIeXKallKe claue B apXUB

5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH

Ipm opraHm3anuy  W3y4eHHS  JUCHUIUIMHEI  OyQyT  WCIONB30BaHBl  CIENyIOIIHEe  O00pa30oBaTeNbHBIC  TEXHOJOTHH:
UH()OPMAIIIOHHO-KOMMYHUKAIIUOHHBIE ~ TEXHOJOTUH, TEXHOJOTHsS OpraHH3alldd CaMOCTOSITENIbHOM  palboThl, TEXHOJIOIUS
peduekcuBHOro O0OYYeHHMs, TEXHOJIOTHS MOIYJIbHOIO OOYYEHUs, TEXHOJOTUS UIPOBOro oOOy4eHHs, TEXHOJOTHM TIpYNIOBOH
JICKYCCHH, HMHTEPAKTUBHBIE  TEXHOJIOTHH, TEXHOJOTHS  NPOOIEMHOTO o0yueHus, TEXHOJIOTUS OpraHU3alN
y4e0HO-HCCIIEJOBATENbCKON AEeSITEIbHOCTH, TEXHOJIOT U IPOEKTHOTO 00YUEHHMs], TEXHOJIOTHSI Pa3BUTHUSI KPUTHUECKOTO MbIIUICHHUSI.

5.4. Texymmii KOHTPOJIb, IPOMEKYTOYHBII KOHTPOJIb M IPOMEKYTOYHAS ATTECTALUS

BannpHO-peiTHHTOBast KapTa AMCIUILTHHEI 0(hOopMIIeHa KaK PUIOKEHHE K padoyeil mporpaMMe TUCIUIUTHHEI.
®DOoH/T OIICHOYHBIX CPEJCTB JJISl MPOBEJCHHS MPOMEXKYTOUYHON ATTECTAMU OO0YYAIOLIMXCS MO JTUCHUIUIMHE 0(QOPMIICH OTACIbHBIM
JIOKYMEHTOM.

6. YAEBHO-METOAUWYECKOE 1 HHO®OPMAIIMOHHOE OBECIIEYEHHE

6.1. Pexomenyemas Jutepatypa

6.1.1. OcHOBHAs1 JUTEpPaTYpa

ABTOpBI, COCTABHTEIH 3ariaBue, CChUIKA Ha DJICKTPOHHYIO OHOIHOTEUHYIO CHCTEMY W3paTenscTBo, ros
JI1.1 |I'punbepr, A.C. JlokymMeHTannoHHOE o0ecTieueHue yIpaBlieHHs ;| y4eOHHK / Mocksa : FOnnTH-/laHa,
A.C. I'punGepr, H.H. T'op6auér, O.A. MyxaMmeTInHa. 2017
URL.: https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2 |Poroxwun, M.1O. Jlenonpou3BoACTBO: Kypc Jiekuuii : yueOHoe nocodue / M.FO. Poroxxun|Mockga ; bepuH :
URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Jlupekr-Menna, 2014
6.1.2. lonoJiHNTEIbHASIJINTEPATYPA
| Asropsi, cocrapurenn | 3ariaBue, CChUIKA Ha DJICKTPOHHYIO OHOIHOTEUHYIO CHCTEMY | WMsznarenscrro, rox

Crpanuua 8 u3 15



https://biblioclub.ru/index.php?page=book_red&id=684757
https://biblioclub.ru/index.php?page=book&id=253702

Hanpasnenne noarorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
Paboyast mporpamMma JUCLIMILINHBI «J{eIompor3BOACTBO»

JI2.1 |T'po3zora, O.C. Jenornpoussoacto : yueonoe nocobue / O.C. I'po3osa ; pen. JI.C. [MoBomxckuit
XKypasnesa; [DneKTpoHHBLH pecypc]. - roCyJapCTBEHHBII
URL.: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTMYECKHUit
YHUBEPCHTET. -
Momkap-Oma : IIT'TY,
2015
JI2.2 |Ko3uHa, E.C. JenonpousBoacTso : yuebHo-MeTonuueckoe nocoodue / E.C. Ko3una. - [Mocksa :
[DmexTponnsIif pecypc]. - Hupexr-Meana, 2013.
URL: http://biblioclub.ru/index.php?page=book&id=141469
J12.3 |Poroxwun, M.IO. J1enonpou3BOICTBO B KaPOBOH CIyXk0€ : yueOHO-TTPAKTHIECKOE Mockaa ; bepinn :
noco6ue / M.YO. Poroxxus. - 3-e u3z., nepepad. u Jo1l. - Jupexr-Menua, 2014.
[DmexTponnsIif pecypc]. -
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).

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Hepeqeﬂb HH(]]OpMaIIHOHHbIX CIIPABOYHLIX CUCTEM, IIpO(l)eCCl/IOHaJIle)lX 0a3 JAAHHBbIX

- OBC «YHuBepcuTerckas OMOIMOTEKa OHIIANHY

- Bbassl mannbix Springer eBooks

- 1C:UTC ITPOD BY3

- CIIC «I"’APAHT-AHanmutuk»

- CIIC «

«Koncynpranr-I1lmoc»

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE TUCHUIIJIMHBI (MOY JI)

7.1

HaumeHnoBaHue CrenUaibHOIO MOMELIEHHS: OMENIeHHE U1 CaMOCTOATEIbHON paboThl, YuTanpHbli 3ai1. OCHAILEHHOCTD:
TIK-4mT. ¢ BO3MOXHOCTBIO MONKIIOUeHHUs K cetn «VHTepHeT» u oOecleueHHeM JIOCTylla B JJIEKTPOHHYIO
uH(pOopMaIoHHO-00pa3oBaressHyto cpeny CI'CITY, ITucbMenHsbli cTon-4 wr., [Tapra-2 mr.

7.2

HanMmeHOBaHMe CIIEIMAIBHOTO MOMENICHUS: y4eOHas ayJuTOpHs IS NPOBEACHHS JISKIMOHHBIX 3aHATHH, MPAKTUYECKHX
3aHATHH, TPYNIIOBBIX KOHCYJIbTALUH, MHIUBUIYAIbHBIX KOHCYJIbTALUH, TEKYILEr0 KOHTPOJIs, IPOMEKYTOUHOM aTTeCTallly,
VuebHast ayautopus. OcHameHHOCTb: MenoBas mocka-lmr., Komruiekr y4deOHOH MeOenu, HOYTOYK, MpPOEKIHOHHOE

000pyoBaHKe (MYJIBTUMEIUHHBIN IPOEKTOP U SKpaH).

8. METOAUYECKHUE YKA3AHUS IO OCBOEHUIO JUCHHUIIJIMHBI (MOY JIST)

Pabora

IIpopad

HaJ TCOPCTUICCKUM MaTCpUaJIOM IMPOUCXOJIUT KPATKO, CXEMATHUIHO, ITOCIICA0BATCIBHO q)HKCHpOBaTb OCHOBHBIC ITOJIOKCHUA,

BBIBOZIBI, (DOPMYITHPOBKH, OOOOIIEHNMS; MOMEYaTh BAXKHBIC MBICIH, BBIICIATH KIIOYEBBIE CIIOBA, TEPMHHEL [IpoBepka TEpMIHOB,
HOHITUH ¢ TOMOIIBIO SHLIUKIONEAUH, ciloBapeil, CIIPaBOUYHUKOB C BBIIMCBIBAHMEM TOJKOBaHUI B TeTpagb. OO03HAUUTH BOIPOCHL,
TEpMUHBI, MaTepuall, KOTOPBI BbI3bIBAET TPYIHOCTH, IOMETUTh M IOMBITAThCSA HAHTU OTBET B PeKOMEHIyeMoil auteparype. Eciu
CaMOCTOATENBHO He yaeTcs pa3o0paTbcs B MaTeprale, Heo0XoquMo chOpPMYITHPOBAThH BOIPOC U 331aTh IIPEOIaBaTENIo.

oTKa paboyel Nporpammbl IUCLHUIUIMHBI, yIeNsisi oco0oe BHUMAaHME LENAM M 3aJadaM, CTPYKType U COJEpIKaHHIO

JUCHUIUINHEL. KOHCIEKTHpOBaHHE HCTOYHHKOB, TOATOTOBKA OTBETOB K KOHTPOJBHBIM BOIIPOCaM, IPOCMOTP PEKOMEHIYyeMO it
JIUTEpaTypbl, paboTa ¢ ”HPOPMAIIHOHHBIMM UCTOUHUKAMH B Pa3HBIX (popMaTax.
Taxke B mpoliecce M3y4eHHs! TUCHUIUIMHB METOINYECKHE PEKOMEHAAIIMU MOTYT OBITh M3JIaHbl OTAEIHEHBIM JOKYMEHTOM.
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[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAITBEHOE KOJIHYECTBO MakcumanbHoe
OamoB KOJIMYECTBO 0ayIoB

HaumeHoBaHne pa3fena: «/leJIONPOH3BOICTBO, €r0 3aKOHOAATEIbHOEe H HOPMATHBHO-METOINYeCKOe PeryJIHPOBAHHE)
Texymuil K OHTPOJIb [0 Pa3JeIy:
1 AynutopHas pabota - -
2 CamocrostenbHas pabota  (cnenuanbHble 00s3aTeNnbHbIE (POPMBI) 3 6
3 CamocrosiTenbHas paboTa (crnenuanbHbie POPMBI Ha BBIOOD) 5 8
KoHTposbHOE MEpOTIPHUSITHE 110 pa3ieity 4 6
IIpomexyTOUHBII KOHTPOJIb 12 20
HaunmeHoBaHue pa3nena: «TeXHOJTOTHH BeleHHs JeJIONPOU3BOICTBA B OPraHH3AIMH, YIPEKACHUN»
Texkymuii KOHTPOJIb IO pa3Aeny:
1 AynutopHas pabota - -
2 CamocrostenbHas pabora (cnenuaibHble 00s13aTeNnbHbIe (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHble OPMBI Ha BBIOOD) 6 12
KoHTposbHOE MEPOTIPHUSITHE TI0 pa3ieity 4 6
IIpomexyTOUHBII KOHTPOJIb 13 24
HaumeHoBaHue pa3nena: «CocraBieHne H 0(popMiIeHHE TOKYMEHTOB B OPraHU3aIII»
Texymuii KOHTPOIIb TIO pa3feny:
1 AyauTopHast paboTa - -
2 CamocrosrtenbHas pabota (crenuaibHble 00s13aTeNbHbIC (OPMBI) 3 6
3 CamocrositenbHas pabora (crieruanbHbie (OpMbI Ha BBIOOD) 4 6
KoHTponsHOE MeponpusTre TIo pa3aeny 4 5
TIpoMexyTOYHBII KOHTPOJIh 11 17
HaumenoBanue pasnena: «Homenkiiatypa gen»
Tekyumil KOHTPOJIb MO pa3ieny:
1 AyautopHast paboTa - -
2 CamocrostenbHas pabora (cnenuaibHble 00s3aTenbHbIe (OPMBbI) 3 6
3 CamocrosiTenbHas paboTa (crenuanbHbie POPMBI Ha BBIOOD) 5 5
KoHTposbHOE MeponpHATHE IO pa3ieny 5 8
TIpoMexyTOYHBIH KOHTPOJIb 13 21
IpomexyroyHas arTecrauusi (10 BCEM pasziesiam) 49 80
3ayeT ¢ OLEHKOM 7 20

HUroro: 56 100

Buibl KOHTPOJISI IlepeueHp WK MPUMEPHI 33JaHK, KPUTSPHHU OLCHKH U KOJIMYECTBO OaIOB Tembl 7151 M3y4deHHs ¥ 00pa30BaTe/IbHBIC PE3YIIBTATHI
Tekymuii KOHTPOJIL IO pa3fesy «/1eJonpon3BoCTBO, €r0 3aKOHO1aTeJIbHOE M HOPMATHBHO-MeTOJYeCKOe PeryIMpOBaHue»
1 | AynuropHas paborta -
2 | CamocrostensHas pabora (00s3aTeNbHBIE Ipumep 3amanus: HopMaTHBHO — 3aKOHOJATENbHBIE OCHOBBI CHCTEMBI
¢dopmeI) Hanummre pa3sBepHyThIi OTBET Ha TeMy: «JIOKyMEHT U €r0 (DYHKLIUIY. JICJIONIPOU3BOJICTBA
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Kpurepuu oneHku.

Kpurepuii / Ouenka Brimonuen Brimonuen He O0pazoBaTenbHbIE PE3YIIBTATHL:
MIOJTHOCTBIO YaCTUYHO BBIIOJIHEH 3HaeT: OCOOEHHOCTH W CTWIM OQUIHAIBLHO-AEIOBBIX
PackpbITO OCHOBHOE TOHSITHE 2 Oamia 1 Gayt 0 GaytoB TEKCTOB, NpaBuna oQpOpMIIEHHs JENOBOr0  IHChMA;
IMepeuncieHs BCE 2 Gamia 1 Gamn 0 GaoB MpaBUiia COCTaBJICHUS U O(GOPMIICHHUS YIpPaBICHYECKUX
COCTAaBJIAIOIINE 3JIEMEHTHI JOKYMEHTOB  (SI3BIKOBBIE  (OPMYJIBI  OQHIIMATBHBIX
(cTpykTypa) npeaMera JIOKyMEHTOB).
(saBHICHMS) 3HaeT: TOpaBUIA  COCTaBIeHHA U O(OpMICHHSA
Jlana XapaKTepHCTHKA 2 6ayuia 1 6amt 0 6aI0B YIpaBJIEHUYECKUX JOKYMEHTOB IIPH  HCIIOJIb30BaHUU
COCTaBJIIOIIUX ~ DJIEMEHTOB TEXHUYCCKUX CPCACTB.
(cTpyKTYpHI) npeaMera 3HaeT: NpU3HaKU ¥ (PYHKINUU JTOKYMEHTa; CTPYKTYPY
(ABTICHNS) CHCTEM JIOKYMEHTAIMH; COCTaB YHU(PHIIMPOBAHHON
CHUCTEMBI JIOKYMEHTAIUH.
3 | CamoctosTenbHas paboTa (Ha BIOOD) Ilpumep 3amamms:l. W3yunTh TpeOOBaHUS COBPEMEHHBIX 3aKOHONATENBHBIX, | HOpMaTMBHO — 3akOHOAATENbHBIE OCHOBBI CHCTEMBI
HOPMAaTHUBHBIX aKTOB u HOPMAaTHUBHO-METOANYECKUX JIOKyMEHTOB, | IEJIONPOU3BOACTBA

pEraMeHTUPYIOIIUX BOIIPOCHl OPTaHM3AIMK JTOKYMEHTAIIHOHHOTO OOecTeueHus
JearenbHocTH. Ha ocHOBe cOOpaHHBIX MaTepHUaJIOB HAIIMCATh AHATUTHUECKYIO PaboTy,
PaCKpBIBAIOIIYIO CIIEIYIOIIIE BOIIPOCHL:
* [lenu rocynapcTBeHHoro peryiuposanus JOY
» JlebWHUINS TIOHATHI «IEIOTPOM3BOICTBO» H «IOKYMEHTAIMOHHOE OOECIeUCHHUE
YIIpaBJICHUEY.
» XapakTepucTHKa 3aKOHOJATEIbHBIX M HOPMATHBHBIX aKTOB, PErJIAMEHTHPYIOLINX
Bompocel JJOY
» JlokanbHbIe HOPMATUBHBIC aKTHI KAK OPraHU3allMOHHAsl OCHOBA AEJIONPOU3BOICTBA
* [Ipo6nems! perynupoBanus JOY
Kputepuu ouenku.

1. PackpbITEl OCHOBHBIE AJIEMEHTHI aHAIUTHIECKON paboThl (o 1 Gamty 3a KaXkIblid
apryMEHTUPOBAHHBIN OTBET)

2. TIpemoxeHbl BapuaHThl pelieHus npobiem perynupoanus JOVY. (1-3 6amia B
3aBUCHMOCTH OT 00OCHOBAHHOCTH NPEJIOKEHHOTO PEILCHUs]).

O6pa3oBaTenbHbIC Pe3yIbTaThI:

YMeeT: HUCIOIb30BaTh HAOOp PEKBU3UTOB JOKYMEHTA,
OTpaXaloMUH ero OcoOCHHOCTH W  Ha3HA4YCHHE,;
CHCTEeMaTU3UPOBATh JOKYMEHTBI o BUJIaM
YIIPaBICHIECKON AEATENBHOCTH (OCHOBHAS AESATENBHOCTS,
paboTa o TMYHOMY COCTaBY U T.JI.)

KonTponbsaoe Meponpusitue no paszaeny 1

IIpumep 3ananus:

Ha ocHoBe u3yueHust cCoBpeMeHHbIX HampasieHui u Gopm 1OV npeanoxurs CBOO
Mozenb opranuzauuu JOY (B Buze Mpe3eHTalud IPOEKTa).

Kpurepun orneHky (BBIIOJHEHHE KaXOTO KPUTEpHs OLiCHUBaeTcs B 2 Oauia, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oal1, €ciu BBINOIHEH YACTHYHO).

1. BriOpaHno yupexaenue (IpeanpusTue) At AeMoHCTpauy opranmszamuu JOY.

2. Ommucana cuctema opranuzanuu 10V B BHIOpaHHOM yUpexaAeHHN (IPEAIPHUSITHH).
3. OGocHOBaHa HEOOXOAMMOCTh W3MEHEHHH (mocTosHCTBa) opranmsanuu JOVY B
BbIOPaHHOM YYpEKACHUH (IPEATIPUATHH).

4. IIperoskena cBos Mojenb opranuzanuu JJOVY.

5. Mozens odopMieHa B BUE IPE3EHTALUH IIPOEKTA.

OO6pa3oBaTeNbHbIE PE3yIbTAThL:

3HaeT: mpu3HaKM M (QYHKIUU JOKYMEHTa; CTPYKTYpY
CHCTeM JOKYMEHTAIlWH; COCTaB YHHU(HUIMPOBAHHOM
CHCTEMBl JOKYMEHTAallUH, 3HaeT: YCTpOHCTBa CO3MaHUS
3JIEKTPOHHOM yIIpaBJIE€HYECKO uHopMaLuH,
QJIEKTPOHHBIE  CIIPaBOYHBIC  CIYyXObl  (BHJAEOTEKa,
TEJIETEKCT, TeleaBTorpad), KaHajbl U CETU 3IIEKTPOHHOM
MOYTHI JUT 10BEACHHS HHGOPMAIMHU IO TOJYNHEHHBIX.
VMeeT: cHCTEMaTU3UpOBaTb JOKYMEHTHl II0 BHIAM
YIIPaBIEHUECKOH eITeNLHOCTH (OCHOBHAS AEATEIBHOCTD,
paboTa IO JNMYHOMY COCTaBy H T.J.); HCHONB3YS
UH(OPMAIIOHHBIE TEXHOJIOTHH.

TTpoMeKyTOYHBIH KOHTPOJIb (KOJMYECTBO OAIIOB)

TeKy[l_[l/Iﬁ KOHTPOJIb 110 pasaenay «TexHoyaoruun BEICHUS 1€JI0IPOU3BOACTBA B OPraHU3AlUM, YUPEKICHUN»
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1 | AyautopHas paborta - JIoKyMeHTO00OPOT B OpraHH3aIHH
2 | CamocrosTenbHas paboTa (00s3aTesbHbIC TIpumep 3ananus: TexHONMOTHH BEICHHUS ACTIOMPOU3BOJICTBA
(bopmbI) Hanumure pa3BepHyThIi OTBET Ha TeMy: «OCHOBHBIC 3Talbl IBHKECHHS TIOKYMEHTOB B | OOpa3oBaTesbHbIC pPe3yIbTaThl:
OpraHu3aIuny. 3HaeT: TpeOOoBaHUS K IOJIYYCHHUIO (TIOJIHOTA,
Kpurepun OlieHKH: CBOCBPEMEHHOCTH, HE3aBHCHMOCTb, JOCTOBEPHOCTH),
Kpurepuii / Ouenka Brimonuen Brimonuen He nepepaboTKe M XpaHEeHHIO HH(HOPMALIUH; OCHOBHBIE
MOJTHOCTBIO YaCTHYIHO BBIITOJIHEH METOJIBI, CIOCOOBI M CPEJICTBA TIOYUCHUS, XPAHCHHS U
PacKpbITO OCHOBHOE TIOHSATHE 2 6anna 1 6amn 0 6amoB nepepaboTky MH(OPMAIMU; COBPEMEHHBIE METOIbI
IepedncieHs: BCE 2 6amna 1 6amt 0 6aI0B nepeBoa HHOOPMAIIUK B YIPABICHYSCKHE JOKYMECHTHI:
COCTABJISIONINE SIIEMEHTBI COCTaBJICHUE PACIIOPSDKEHHH, IPUKA30B, HHCTPYKIUH 1
(cTpykTYpa) npeaMera JPYTHX YIPaBICHIECKUX JOKYMEHTOB; TPEOOBAHUS K
(s1BIICHHN) panMoOHATBFHOM OpTaHU3aLUH PaOOTHI C TOKYMEHTaMH B
Hana XapaKTepUCTHKA 2 Gamna 1 Gamn 0 6amtoB YCIOBIAX HCIIONB3OBAHNA B AIIIIApaTe yIpaBICHUs
COCTABISAIOMMX  3JIEMEHTOB OpTaHM3aLMOHHON U BEIYUCIUTENFHOM TEXHUKI; KaHaJIbI
(CTPYKTYpbI) npeaMera JOBeIeHHs HHGOPMAIIUH 10 COTPYAHUKOB OpPTaHU3aI[HH.
(s1BICHMS) YMeeT: npuMeHsis IporpaMMHOe o0ecTieueHne, co31aTh
yIpaBIeHIECKUE TOKYMEHTHI B TPATUIIMOHHBIX U
ABTOMATHU3UPOBAaHHBIX TEXHOJOTHAX; HA OCHOBE
HPOrPaMMHOT0 o0ecHedeH s KiIacCH(MUINPOBATh U
CHCTEeMaTH3UPOBATh TOKYMEHTHI HA CTaJH X 00pabOTKH
U XpaHEHUsI, OpraHU30BaTh JOKYMEHTOOOOPOT Ha
NPEANIPUSATHH, UCTIONIB3YS OCHOBHBIE O(QHCHEIE
nporpammsl: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.; ocymiecTBisTh
apXHMBUPOBAHUE YIIPABICHYECKUX TOKYMEHTOB C
MOMOLIBIO KOMITIBIOTECPHBIX MIPOrpaMM; MOATOTaBJINBATH
JIOKYMEHTHI K XpaHEHHIO, HCIIOJIb3YsI OCHOBHBIE O(MCHBIE
nporpammsl: MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.
3 | CamocTrosTenbHas paboTa (Ha BEIOOD) TIpumep 3aganus: TexHONOTHH BEICHUS ACIOMPOU3BOJICTBA

CoBepLIeHCTBOBaHHE IOKYMEHTOOOOPOTa: OpPTraHM3alUsl PAlOHAIBFHOTO JIBHKEHUS
JIOKYMEHTOB BHYTPH TIPEATIPUSATHSI.

Kpurepun oneHkH: (BBIIOJHEHUE KaXIOTO KPUTEPHs OLEHWBAaeTcs B 2 Oaiia, ecin
BBITMIOJIHEH IIOJIHOCTBIO, B 1 0ai1, eciu BBINOJHEH YaCTHYHO).

1. BoiOpano yupexienue (npeanpusTue) i 1eMoHcTpaiuu opranuzanuu J10Y.

2. Ommcana cucteMa JOKyMEHT0000pOTa B BEIOPAaHHOM YUPEXICHUH (TIPEAIIPUSITHH).
3. IlpoaHanu3upoBaHbl OCHOBHEIE 3TAIbl IBHKEHHS JOKYMEHTOB B OpTaHU3aIInH.

4. PackpbIThl OCHOBHBIC HEJOCTATKHA OpPraHU3aIMU JOKYMEHT000OpoTa (000CHOBaHA
3¢ PEKTHBHOCTH UCTIONH3YEMOM CXEMBI JOKYMEHTO000pOTA).

5. TIpemnoxxeHsl cocoObl COKpAIIEHHs NOKYMEHTOOOOPOTa € LEIbI0 COKpAICHUS
BPEMEHU JIBIKECHUSI JOKYMEHTOB B OpraHU3aIny.

6. JlaHa oOLEHKa pEaJbHOCTU IPEUIOKEHHBIX
JIOKyMEHT0000pOTA.

BAPUAHTOB  palMOHAIM3ALUU

O0pa3oBarenbHbIe PE3YIIbTATHI:

3Haer: yCTpoHcTBa CO3J1aHus JJIEKTPOHHOM
YIIpaBIEHIECKOM rH(pOpMaIHH, JIIEKTPOHHBIE
CIIpaBOYHbBIE CITY)KOBI (BuIeoTEKA, TEJIETEKCT,

TeneaBTorpad), KaHaIbl ¥ CETH JJIEKTPOHHOW MOYTHI IS
JTOBEJICHUST HH()OpMAIIMH JI0 IO TYNHEHHBIX.
YMeer: aHaATM3UPOBATh 3aKOHOATENBCTBO U MPAKTUKY €T0

OpUMEHEeHust 11 paboTel € yHpaBlICHYECKOH
JIOKYMEHTalUEeH.

3Haer: HOPpMBI IIpaBa W HOPMATUBHO-IIPABOBBIC AaKTHI,
perynupyomuye B3aUMOOTHOLIEHHS OpraHU3alud U
KOHTPOJHMPYIOLINX OpTaHoB; JIeHCTBYIOLIHE
rocylapCTBEHHbIE HOPMAaTHBHO-METOANYECKHE
JOKYMECHTHI, PETIIaMCHTHUPYIOIINE JCATCIBbHOCTD
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OpraHM3allMil cepBHUCa.
VYwmeer: 00€eCIIeunTh CcoOITIOIEHNE
JICWCTBYIOLIIEMY 3aKOHOJATEIbCTRY.

JOKYMECHTOB

KoHTposipHOE MEpOIpHATHE TO pa3aery 2

IIpumep 3aganus:

CocTtaBuTh MOJEIb OpPraHU3alM JOKYMEHT000O0poTa (MCIIONb3ys MaTepHalibl
KOHKPETHOTO MPEINPHATHS WIN COOCTBEHHYIO Pa3paboTKy) IO OJHOMY M3 BRIOPaHHBIX
HaIpaBJICHUH TBH)KEHUS IOKyMEHTOB (IIBUKEHUE BXOAAIINX JJOKYMEHTOB, HCXOISIIUX
JOKYMEHTOB, BHYTPEHHHX JOKYMEHTOB). DBrImomHss 3amaHne HEOOXOAMMO
OIIpEeNIeNITh COCTAB JIOJDKHOCTHBIX JIMII, YYaCTBYIOIIMX B 00pabOTKE W WCIIOJIHEHUU
JIOKYMEHTOB; H3YYUTb CXEMBbl JBIKCHHMS JOKYMEHTHBIX IIOTOKOB OpraHM3allUH.
CocTaBuUTh OIEPOTpaMMy JIBMJKEHHsS JOKyMeHTOB. OmeporpamMma  BXOISIINX
JIOKYMEHTOB JIOJDKHA OTpa)kaTh IEepeMelleHHe JTOKyMEHTOB OT MOMEHTa IpueMa JI0
MOJIIMBKY MX B JIEJO IOCJE 3aBepUICHUs] HcroiHeHus. OneporpaMma UCXOSMIINX
JIOKYMEHTOB JIOJDKHA OTpakaTh IepeMelIeHHe JOKYMEHTOB OT MOMEHTA IOArOTOBKU
UX MPOEKTOB JI0 OTIPABKH UX M3 yupexkaeHus. OneporpaMMa ABHKEHUS BHYTPEHHUX
JIOKYMEHTOB — OT MOMEHTa [OJITOTOBKH ITPOEKTa JOKYMEHTA 710 OIIUBKH B JEJIO.
Kputepun ouneHkn (BbIMOJHEHHE Ka:KA0T0 KpPUTepHs olleHUBaeTcss B 2 0aja,
€CJIM BBINOJIHEH MOJIHOCTBIO, B 1 0aJ11, ec/Ii BBINOJTHEH YACTUYHO).

1. Omucana Mozenb OpraHM3alli JOKYMEHTOOOOpOTa (MCHOJNB3Ys MaTepHalIbl
KOHKPETHOTO IPEIIPHUATHS WIIH COOCTBEHHYIO pa3padoTKy).

2. OmpezienieH cocTaB JODKHOCTHBIX JIMI, YYaCTBYIOIIUX B 00pabOTKe U UCTIOIIHEHUU
JIOKYMEHTOB.

3. [IpeacraBiieHbl CXEMbI JBH)KEHHS JOKYMEHTHBIX IOTOKOB OpPraHU3aI[UuH.

4. CocraBjeHa oneporpaMmma JBHKEHHsI JOKYMEHTOB C YY€TOM CTaHIAPTHOH CXEMBbI
JIBIKEHUS TI0 BBIOpAaHHOMY HaIlpaBJICHUIO.

5. HpC,HJ'IO)KeHbI BapHaHThI ONITUMU3AaUN ABMKCHHUSA JOKYMCHTOB B OpraHU3aiu.

O0pa3oBartenbHbIe PE3YIIBTATHI:

3HaeT: BUABl YNPaBIEHUYECKOH JIOKyMeHTaluu; oOLue
TpeOOBaHUs K COCTABIICHUIO YIIPABICHYECKUX JOKYyMEHTOB
(monoxeHus, JMOJDKHOCTHOM MHCTPYKIMU paOOTHHKA,
IITaTHOTO pAacIUCaHWsi M T.JI.), TOPSIOK BHECEHHS
U3MEHEHUl; alropuTM HOATOTOBKH PAaCHOPSAUTEIbHON
JIOKYMEHTAIUH1, COTJIaCOBAHUSA U BU3UPOBAHHUSI.

Ymeet: hopMUpPOBATh MAKET JOKYMEHTOB, OTPaXKArOLIUX
JIESTEIbHOCTh ~ OpraHW3allud B COOTBETCTBHHM  C
HOPMAaTUBHBIMU  TPEOOBAHUSIMU  KOHTPOJIHPYIOIIUX
OpraHOB M HOPMAaTHBHO-METOJMYECKUMH JIOKYMEHTaMU;
0opMIIATE U COCTABIATH YIPABICHUYECKHE NOKYMEHTBI:
NPUKAa3bl, MPOTOKONBI, AOKIAJHBIE W OOBSICHUTEIHHBIC

3alUCKH,  CHOpPaBKH, CIOyXeOHble  IMUChbMa,  aKTh;
OCYIIECTBIISITh PETUCTPALMI0 BXOMSIMIEH M HMCXOISIICH
JIOKYMEHTAIHH.

Brageer: TexHomormeld opraHW3aIH JEJIOMPOU3BOJCTBA
[pU TIpUeMe Ha BAKaHTHYIO JIOJDKHOCTb.

IIpoMeKyTOYHBIH KOHTPOJIB (KOJMYECTBO OAIIOB)

Tekywmuii KOHTPoJIbL 110 pasaeay «CocTapienne H 0popMIIeHUE JOKYMEHTOB B OPraHU3alllI»

1 | Aymutopnas pabota

CoBpeMeHHOe JIeNI0BOE MHCHMO

OpFaHI/I?)aHI/IOHHbIC JAOKYMEHTBI, HX COCTaBJICHHUC U
opopmienne.  PacmopsaurenbHble  TOKYMEHTBI,  HX
cocTaBieHHe U 0(opMIIeHHE
NH}popMaLIOHHO-CIIPaBOYHBIE
cocTaBieHHe U 0 opMIIeHHE
KanpoBast JokyMeHTaIHs

JAOKYMCHTEI, ux

2 | CamocrostensHas pabora (00s3aTeNbHBIE
¢dbopmer)

IIpumep 3aganns:

Hamumure pasBepHyTHIE 0TBeT Ha TeMmy: «OOmiue TpeGoBaHUS K OGOPMICHHIO
OPraHM3aIMOHHBIX JOKYMEHTOBY.

Kputepun onenku:

Kpurepwmii / Onenka Brimonnen Brinonnen He

HOJHOCTBIO JaCTHYHO BBINIOJTHCH
PackpbITO OCHOBHOE TIOHSITHE 2 6amna 1 Gamn 0 6atoB
IMepeuncnenst BCE 2 Gamna 1 G6amn 0 6amoB
COCTaBJISIIOIINE JJIEMEHTBI

Cocrasnenue 1 0(opMIICHUE JOKYyMEHTOB B OpraHU3aIuN
OO6pa3zoBaresbHbIC Pe3yIbTAThI:

3Haer:

0COOCHHOCTH WM CTHJIM O(HIIHATIBbHO-IEIOBBIX TEKCTOB,

npaBmia  OoQOpMIICHHS JETOBOTO MHChMa; IIpaBHia
COCTaBJICHHS u odopmnenust YIPaBIEHUECKUX
JOKYMEHTOB  (S3BIKOBBIC  (OPMYNIBI  O(QUIMATIBHBIX
JIOKyMEHTOB),

3HaeT:  IpaBWia  COCTaBIEHHA U OGOpMICHUS
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Hamnpasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
Paboyast mporpamMma JMCLIMILINHBI «J{eT0mpor3BOACTBO»

(ctpykTypa) npeaMera

(s1BIICHUS)

Hana XapaKTepUCTUKA 2 Gamna 1 6amn 0 6an10oB
COCTaBISIIOIINX  DIEMEHTOB

(cTpyKTYpBI) npeaMera

(stBIICHNS)

YIpaBJICHUYCCKUX  JOKYMCHTOB npu
TCXHUYCCKUX CPEIACTB.

HCIIOJIb30BaAHUH

3 | CamocrostensHas pabota (Ha BEIOOD)

ITpumep 3apanus: CocraBbTe IpuKa3 00 uTorax paboTsl ¢ JokyMeHTamu B 2012 . B
OAO «Ponmuna». B KOHCTaTUpyOIIEH YacTH YKaKUTE Ha HU3KYHO TPeOOBaTEIbHOCTD
PYKOBOIHTEIEH Moapa3IeNieHri K KadeCTBY IIOATOTOBKH JOKYMEHTOB U KOHTPOJIS 32 UX
UCTIOJIHEHHEM. B pacropsanTensHON 4acTH o0paTuTe BHUMaHHE PYKOBOIUTEIECH Ha
MOBBIIICHHE TPEOOBATEIHLHOCTH K PA0OTHUKAM B 4acTH paboTHI ¢ JOKyMeHTaMu. JlaiiTe
3aJjaHie COTPYIHMKY, OTBEYAIOLIEMY 3a JAENONPOU3BOJCTBO, Pa3paboTaTh MEpHI IO
VIAYYIICHUIO 3TOH pabOTHI.

Kpurtepun ouenkn (BbImoJIHeHHE KAMXKAOT0 KpUTepus ouenuBaercs: B 1,5 6amna,
€CJIM BBINOJIHEH MOJIHOCTBIO, B 1 0aJ11, ec/Ii BBINOJTHEH YACTUYHO).

1. ITpuxazodopmiieH Ha OaHKE OpraHU3aLUM U COJEPXKaT CIEAYIOUINE PEKBU3UTHI:
HaUMEHOBaHWE  OpraHM3alli{, HaUMEHOBaHWE  BHOA  JOKYMEHTa,  JaTa,
PEruCTPallMOHHBIH HOMEp, MECTO COCTaBJIEHMS, 3arojOBOK K TEKCTY, OTMETKa O
KOHTpOJIe, TEKCT, IMOJNUCh, BU3Bl COTJACOBAaHHMS W O3HAKOMIICHHS, OTMETKa 00
UCIIOJHUTENE (TIPU HEOOXOIUMOCTH).

2. B KoHCTarupyromei 4YacTh OTpakeHbl (akTBl W COOBITHS, MOCITY)KHUBIINE
OCHOBaHMEM JJIs U3/1aHUs TIPUKa3a.

3. B pacmopsauTeNpHOW YacTH YKa3aHBl NPEIIHCHIBAEMBIE PAaCHOPSIUTEIbHBIC
NeicTBUS (3aaHus, TOPYUYCHNS ); HAMMEHOBAHUE OJDKHOCTEH, (PaMUIIMK U MHULIHAJIBI

Cocrasnenue 1 0(OpMIICHUE JOKYMEHTOB B OpraHU3aIuN
OO0pazoBatenbHbIe PE3YIIbTATHL:

YMeeT: BeCTH AENOBYIO MEPETNCKY; UCIIOIb30BaTh HAOop
PEKBHU3UTOB JJOKYMEHTA, OTPAXKAIOUIN €r0 0COOCHHOCTH U
Ha3HAUeHHe; ITOATOTaBIMBATh IyOINYHOE BBICTYILICHHE:
TeMma, MOUCK Marepuaia, apryMEHTHPOBAaHHE, Hadvalo,
pa3BepTHIBAHUE U 3aBEpLICHHE

ML, KOTOPbIM IOPYYEHO BBIIOJHEHUE 3aJaHUHl MM KOTOpBIE SBILIOTCS
OTBETCTBEHHBIMU 3a BBIIOJIHEHUE [IPUKA3a; CPOK UCIIOIHEHUS IPUKa3a.
4. CobmozieH anroput™ 0(hOpMIICHHS TIPHKa3a.
KonTtponbHOE MeponpuaTHe 10 pa3leny 3 Ipumep 3apanusa: Ha  matepuane  u3BectHoro  Bam  mpemmpustus | OOpasoBaTeibHbIE pe3yIbTaThl:

MPOJIEMOHCTPUPYHTE PEATU3AIMI0 TEXHOJIOTHH OpPTaHU3alMU JeJIONPOU3BOCTBA MTPH
npHeMe Ha BAKAHTHYIO JIOJKHOCTb.

Kputepun ouenku (BbINOJHEHHE Ka}KA0ro0 KpuTepusi oueHuBaercs B 1 6ann,
€CJIM BBITIOJIHEH MOJHOCTBIO, B 0,5 0ajl1a, ecjin BBHINMOJHEH YaCTHYHO).

1. Onwcana cUTyalus U3MEHEHHs ASSTEIBHOCTH OPTaHU3aLUH, OTPAKAIOIIAs
HEOOXOANMOCTh NPUBJICUESHHS HOBBIX COTPYIHHKOB,;

2. CdopmynupoBaH nepedeHb TpeOOBaHUI K BAKAHTHOW JOJKHOCTH;

3. CocraBlieHa JIMYHOCTHash  chneuuukanus Ui 0TOOpa  HYXKHBIX
COTPYJIHUKOB;

4, BHeceHbl H3MEHEHUSI B THITOBYIO JJOJDKHOCTHYIO HHCTPYKIUIO;

5. Pazpaborana ¢opma aHKeTHl Ha BakKaHTHYIO JODKHOCTE M ¢opma
OLIEHOYHOT'O JIUCTA,

6. CocrapineH nmpuka3 1 0pOpMIICH TPYAO0BOH JOTOBOP

7. OdopmiteHBI IMYHOE JIeNI0, TINYHAsl KapTO4Ka U TPYIOBask KHIKKA,

VYwmeer: MNPpUMEHAA NPOrpaMMHOE O6GCH6‘IGHI/I6, CcO31aTh

yIOpaBI€HUYECKHE JOKYMEHThl B TpPAAULHMOHHBIX H
AaBTOMATH3MPOBAHHBIX  TEXHOJOTHAX; HA  OCHOBE
OpOrpaMMHOT0  OOecHedyeHuss KIacCU(QUUUPOBATh U

CUCTEMATU3UPOBATH JOKYMCHTHI Ha CTalUU UX 06pa6OTKI/I
nu XpaHCHUA; OpTraHU30BaTh ,E[OKyMeHTOO60pOT Ha
MpeaAnpuATUn, HCIIOJIB3YS OCHOBHBIC O(bl/ICHI)IC
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
A Jp.;, OCYIICCTBIATH apXMBHPOBAHUE YIPABJICHYECKUX
JOKYMCHTOB C IIOMOINBIO KOMIBHOTEPHBIX IIPOrpaMm;
MOATOTaBIMBATE JOKYMCHTBI K XpPaHCHUIO, HCIIOJIb3Yysd
OCHOBHBIE o¢ucHBIE mporpammel: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

ITpoMeXyTOYHBIH KOHTPOIIB (KOJIMYECTBO OAJIIOB)

Texymmii KOHTpPoJIb 10 pasneiay «Homenkaarypa gen»
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1 | AynuropHas pabota

OO01ue TpeOOBaHHS K CUCTEMATU3AUH JOKYMEHTOB H
(hopMHUpPOBaHUIO JIeI
IToAroTOBKA JOKYMEHTOB K apXHBHOMY XPaHEHHUIO

2 | CamocrosTenbHas paboTa (00s3aTebHbIC
dbopmbl)

IIpumep 3aganms:

Hanummure pa3BepHyThIi 0TBET Ha TeMy: «OCcOOEHHOCTH COCTABIICHNSI HOMEHKIIATYPHI
JieT] OpTaHU3ALINY.

Kputepuu ouieHKH: cM. BbIIIE.

Homenknarypa nen opraHu3anuu

OO0pa3oBaTeNbHbIE PE3YIIBTATHL:

3HaeT: NpU3HAKM W (QYHKIHH JOKYMEHTa; CTPYKTYPY
CHCTEM JOKYMCHTAIlUH; COCTaB YHU(UIMPOBAHHOM
CHCTeMBl JOKYMEHTAllM¥, 3HAeT: yCTPOWCTBA CO3JaHUS
3IIEKTPOHHOMN yIIpaBJIcHYCCKON uHbOpMaIHy,
QJICKTPOHHBIE  CIIPaBOYHBIC  CIYKOBbI  (BHJCOTEKA,
TENIETEKCT, TeleaBTorpad), KaHaJIBl U CETH ICKTPOHHON
TOYTHI JUTS I0BeAEHHs HHYOPMAIIMH 10 IO TYNHEHHBIX.

3 | CamoctosTenbHas padoTa (Ha BEIOOD)

TIpumep 3amanus:CoCTaBUTh OMKCH HA Jena (MOCTOSHHOTO M BPEMEHHOTO XpaHEeHHUS,
MOJJIeXKAIHE Cclaye B apXWB — Ha BBIOOp). OmpemenuTh IOCIEN0BATENLHOCTD
PAcCIONIOKEeHHUsI IS B OIMKCH, COCTaB JOJUKHOCTHBIX JIMII, IPUHUMABIINX y94acTHE B
COCTaBJIEHHH, BU3UPOBAHNUH U COTJIACOBAHUH THX JTOKYMEHTOB

Kpurepun olieHKH (BBIONHEHHE KaXKIOT0 KPUTEPHS OlleHuBaeTcs B 1 Gasm).

1. CocraBiieHa OIIUCH Ha Jelia.

2. Omnpenernena mocie0BaTeNbHOCTD PACIIONIOKEHHUS €T B OTIHCH.

3. OmpeneneH cocTaB  JODKHOCTHBIX —JIMI[, NPUHUMABIIMX y4acTHEe B
COCTaBJIEHHH, BU3UPOBAHUH U COTIIACOBAHUH THX JTOKYMEHTOB.

4, CocTaBiieHa UTOTOBast 3aIUCh.

5. BHyTpeHHSs OMKCH MOANNUCaHA COCTABUTENEM.

O0pazoBaTebHbIC PE3YIbTATHL:
VMeer: HpUMEHssl MPOrpaMMHOe OOecreyeHre, Co3/aTh

YIIpaBJICHUYCCKHUE  TOKYMCHTBI B TpaIULIMOHHBIX H
ABTOMATU3UPOBAHHBIX TEXHOJIOTHAX, Ha OCHOBC
MporpaMMHOI'0O obecreueHus KJ'IaCCI/I(i)I/IIlI/IPOBaTL u

CHUCTEMAaTHU3UPOBATh TOKYMEHTBI Ha CTAJMU UX 00pabOTKH
U XpaHCHHs; OpPraHW30BaTh JOKYMEHTOOOOPOT Ha
MpeanpusAaTuu, HCIIOJIB3Ys OCHOBHBIC 0(1)I/ICHI>I€
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
U JIp.; OCYIIECTBJIATh apXMBUPOBAHHUE YIPABICHYECKHX
JOKYMEHTOB C TIIOMOINBI0O KOMIBIOTEPHBIX IIPOrpaMM;
MOATOTaBJIMBATh JOKYMCHTBI K XpaHCHUIO, HCIIOJIb3Ys
OcHOBHBIE o¢ucHBIe mporpammel: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

KoHTponsHOE MeponpHsiTHE 110 pa3neny 3

IIpumep 3ananus:

CocTaBUTh HOMEHKIIATYPY JIeJl KOHKPETHOH OpraHu3aluu

Kpurepun orneHku (BBITOJHEHHE KaXIOTO KPHTEPHs OLEHUBAeTCs B 2 Gaiuia, ecin
BBINOJIHEH MOJIHOCTBIO, B 1 01, €CIIM BHINOJIHEH YaCTHYHO).

1. Bri6paHo yupexaeHne (IpeipusiTie) A5 COCTaBICHHS] HOMEHKIATYPbI JIe].
2. IIpencraBneHo INTATHOE pACIUCAaHHME ISl ONPEICICHHS CTPYKTYpBHI
HOMEHKJIATYPBI JEIL.

3. 3anonHeHsl rpadbl TaOIUIBI OCHOBHOM 4aCTH HOMEHKJIATYPHI eIl

4. ITpuBeneHa UTOrOBas 3aMHCH O KATETOPHUIX U KOJINYCCTBE 3aBEACHHBIX JIEIL.

5. Homenknarypa yTBep:k/ieHa pyKOBOJUTENIEM OpTraHU3alHH.

OO0pa3oBarenbHbIe PE3YIIbTATHI:
YMeeT: HpUMeHss NPOTpaMMHOE OOecleueHue, co3uaThb

YHOpaBJI€HUYCCKUE  JOKYMCHTBI B  TpaJULIUOHHBIX U
ABTOMATU3UPOBAaHHBIX TEXHOJIOTUAX, Ha OCHOBEC
nporpaMMHOIo obecrieueHust KJIaCCI/I(l)I/IL[I/IPOBaTL u

CHCTEeMAaTU3UPOBATh JOKYMEHTHI Ha CTaJUU UX 00paboTKU
W XpaHEeHHWs; OpraHU30BaTh JOKYMEHTOOOOpPOT Ha
HpeANpPUITHH, UCTIONB3YS OCHOBHBIE oducuele
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
U Jp.; OCYIIECTBIATh apXUBHPOBAHUE YIPABICHUYECKHX
JNOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX IPOTPaMM;
MOATOTAaBINBATh JOKYMEHTHl K XPaHEHHIO, HCIOJb3Ys
ocHoBHbIe oducusie nporpammbr: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

ITpoMeXyTOYHBIH KOHTPOIIB (KOJIMYECTBO OAJIIOB)

HpOMC)KyTO‘-IHa?I aTTeCTanus

HpeHCTaBHCHLI B (I)OH,HG OLCHOYHBIX CPEACTB IAJIA HpOMe)I(yTO‘IHOﬁ aTTeCTali 10 JUCIHUIIIINHE
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