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Dopma 00yueHUs O0YHO-3204HAasI

OO0w1as Tpy10eMKOCTh 43ET

YacoB no yueOHOMY TUTaHy 144

B TOM YHCIIE:
ayJUTOPHbBIE 3aHATUSL 16

caMoCTOsITeNbHAs paboTa 128

Pacnpe)]e.ne}me YacCoB JUCHUIIJIMHBI IO CEMeECTpamM

BI/I,E[LI KOHTPOJIA B CEMECTpax:

3a4EThI C OLIEHKOM 9

Cemectp(Kypc.Homep cemectpa Ha Kypce) 9(5.1) Hroro
Bun 3ansaruit VII | PITJ | VII | PITJQ
Jlextun 6 6 6 6
IMpakTuyeckue 10| 10 | 10| 10
B toMm uncie uHT. 4 4 4 4
Uroro ayn. 16 | 16 | 16 | 16
KonrakrtHas pabora 16 | 16 | 16 | 16
Cam. pabora 128 | 128 | 128 128
Hroro 144 | 144 | 144 | 144




Hanpasnenue noaroroku: 38.03.01 DxoHomuka
Hamnpasnennocts (mpoduis): « DHHAHCH U KPETUT
Paboyast nmporpamMma JUCLIMILINHBI «J]eT0mpor3BOACTBO»
IIporpammy cocraBui(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHS AUCUMILIMHBI (MOAYJIS), O UX JKEJIaHUIO pa3pabaThiBaeTCs afalTHPOBaHHAS K OTPaHUUEHHUAM HX 370pOBbs paboyas
porpamMMa JUCLHIUIUHEI (MOILYJIsT).

Pabouas mporpaMma AUCIUIUTHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAAPCTBEHHBIH 00pa30BaTeNbHBII CTAHAAPT BBICIIEr0 00pa30BaHusI - 0aKalaBpHaT MO HAMIPABICHHIO TOATOTOBKU
38.03.01 Oxonomuka (mpuka3 MunoOpuayku Poccuu ot 12.08.2020 r. Ne 954)

COCTaBJICHA HA OCHOBAHUHA y‘IEGHOFO IJ1aHa:

Hampasnenue moarotosku: 38.03.01 DxoHomuka
Hamnpasnennocts (npo¢uib): « DUHAHCHL U KPETUT»

yrBepxkaeHHoro YuéneiM coeroM CI'CITY ot 28.10.2022 npotokoi Ne 4.

Pa6ouas nporpamma o700peHa Ha 3acelaHuH Kadeapsl

YnpaBieHusi, cCepBHCHBIX TEXHOJOTHIA U IKOHOMHYECKOT0 00pa30BaHus

[Iporoxom ot 30.08.2022 r. Ne 1.
3aB. kadpenpoii JI.N. dumiman

Hauansauk YOIT
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i H.A. JlomanuHa
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Hamnpagnenue nonroroku: 38.03.01 DxoHoMuKa
Hanpasnennocts (poduiib): « DUHAHCH U KPEIHT»
Pa6ouast nporpamMma JUCLUILIMHEI «J{eI0npon3BOACTBOY

1. HEJIM U 3AJIAYY OCBOEHUSI JUCLIUTIIMHBI (MOLYJIST)

Hesab nzyyenusi qucuumiannbl: copmuponats 3aganabie OITOIT BO acnekTbl KOMIETEHIMH.
3agauu U3y4yeHHs AMCHUTIMHBI. COOPMUPOBATH 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3yIbTAThI
Oo6JacTh npodeccuoHaIbLHOM nesiTeTbHOCTH: 08 DHHAHCH K IKOHOMUKA

2. MECTO JUCHUILJIUHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJILHOM IMTPOT'PAMMBbI

Iuk (pazzen) Ol [51.0.02

2.1|Tpe60|32um;| K NpeIBapUTeJbHOI NOATOTOBKE 00y4Yalomerocs:

CO)ICp)KaHI/IC JUCIHUTIIIINHBIL 6a3preTcs[ Ha MaTepuaje:

OCHOBBI MEHEIKMEHTA

MeTonbl NPUHATHS PEHICHUI

Pycckuii s13pIK U KyJIbTypa pedn

[IpaBoBoe perynmpoBaHue TPYIOBBIX OTHOIMICHUN

2.2|AucuumuiMHbI (MOAYJIM) H MPAKTHKH, IJIsl KOTOPHIX OCBOEHNE TAHHOI JHCHUIIMHBI (MOIYJIs1) HEOOX0IUMO KaK
npeaecTByoniee:

busnec-mannpoBanme

HpOH?;BO)ICTBCHHafI IIpaKTHUKa (HpeZ[Z[I/IHJ'IOMHaSI HpaKTI/IKa)

3. KOMIIETEHIINHN OBYYAIOINEI'OCS, @OPMUPYEMBIE B PE3YJIBbTATE OCBOEHUS TUCIIUITJINHbBI
MOoAayJist)

YK-4 CnocoGen ocyniecTBIATH /IeJIOBYI0 KOMMYHHUKAIMIO B YCTHOW M MUCbMEHHOH (hopMaxX HAa TOCy1apCTBEHHOM fI3bIKe
Poccuiickoii @enepanyu 1 HHOCTPaHHOM(BIX) sI3bIKe(aX)

YK-4.1 Boioupaet Ha rocy1apcTBEHHOM M HHOCTPAHHOM(BIX) fI3bIKe(aX) KOMMYHHKATHBHO NpHeMJIeMble CTU/Ib 1eJI0BOT0
001ennsi, BepdajabHble H HeBepOaJIbHbIe CPEJACTBA B3AUMOAeHCTBHS C MapTHEPAMHU

3HaeT: 0COOCHHOCTH M CTHIA O(I)I/II.II/IaJ'H:HO-IIeJ'IOBBIX TCKCTOB, IIpaBUJIa O(l)OpMJ'IeHI/IH JCJIOBOr0 IMMChbMaA; IIpaBUJia COCTABJICHUA H
O(l)OpMJ'[eHI/Iﬂ YHOpaBJICHYCCKUX TOKYMEHTOB (HSLIKOBLIC (bOpMyJ'[LI 0(1)I/II_II/IaJ'II>HI>IX Z[OKyMeHTOB).

YK-4.2 Ucnoab3yeT HH(POPMALMOHHO-KOMMYHHKAIIHOHHBbIE TEXHOJIOTHH NP MOUCKe He00X0AMMO HH(OpMALIMHU B Mpolecce
peleHusi pa3JIHYHBIX KOMMYHHKATHBHBIX 32124 HA FOCYJapCTBEHHOM U HHOCTPAHHOM(BIX) A3bIKe(ax)

3Haer: IpaBujia COCTAaBJICHUSA U 0(1)0pMJ'I€HI/I$[ YHOpaBJICHUYCCKUX JOKYMEHTOB IPU MCIOJIb3OBAHUU TEXHUYCCKNX CPCICTB.

YK-4.3 Bener 1€J10BYI0 IePeNUCKY, YYHTHIBasi 0COOEHHOCTH CTHIINCTUKH O(PUINAIBHBIX U Heo(pHIHATBHBIX MHCEM,
COIMOKYJIbTYPHBIE pa3inyus B (hpopMaTe KOPpPeCHOHIEHIINH HA TOCYIAPCTBEHHOM H HHOCTPaHHOM(bIX) sI3bIKe(ax)

3HaeT: NpU3HaKU U QYHKIUU JOKYMEHTA; CTPYKTYPY CUCTEM JOKYMEHTAllUH; COCTaB YHU(DUIIMPOBAHHOMN CHCTEMBI JOKYMEHTALUH.
YMeeT: BECTH NIENIOBYIO MEPENUCKY; HCIONb30BaTh HA0OP PEKBH3HTOB JOKYMEHTA, OTPAKAIONIMN €ro 0COOCHHOCTH M Ha3HauYeHUE;
CHCTEeMAaTU3UPOBATh JOKYMEHTBI [0 BUJIAM YIIPABIEHUECKOH AEATeIbHOCTH (OCHOBHAS JIESITEILHOCTh, paboTa 10 JUYHOMY COCTaBY U
T.J.); WCHOJNB3Yys WHGOPMAIMOHHBIE TEXHOJOTHH, IIOArOTABIMBATE ITyOJMYHOE BEICTYIUICHHE: TeMa, IIOUCK MaTepHala,
apryMeHTUPOBaHME, HA4aJl0, pa3BEPThIBAHNE U 3aBEPILECHHE.

OIIK-5 CriocofeH HCNO0/Ib30BATH COBpeMeHHble HH(OPMAIOHHbIE TeXHOJOTHH U IPOrpaMMHbIe CPeACTBA NPHU pelieHuH
npogecCHOHATbHBIX 32124

OIIK-5.3 OcyuiecTBjsieT AOKYMEHTO00OPOT ¢ MOMOIIbI0 COBpPeMeHHBIX HH(POPMAIMOHHBIX TEXHOJIOTHIl M MPOrPaMMHBIX
CpeacTB

3HaeT: yCTpOWCTBa CO3JaHUS AJIEKTPOHHOH YIpaBJIEHYECKOW HH(GOpMALMKU, 3JCKTPOHHBIC CIpPABOYHBIC CIYXObl (BUACOTEKA,
TEJIETEKCT, TeeaBTorpad), KaHaJbI ¥ CETH dJIEKTPOHHOU ITOYTHI IS IOBEICHNS HH(POPMALUK 10 MOJINHEHHBIX.

VYmeer: CUCTEMATU3NPOBATh JOKYMCHTHI 110 BUAaM praBJ’IeHHeCKOﬁ JACATCIBbHOCTH (OCHOBHaﬂ JCATCIIbHOCTD, paGOTa 10 JIMYHOMY
COCTaBy W T.JA.), UCIOJB3YSl MH(POPMAIMOHHBIE TEXHOJOTHMH, NPHMEHsSS NPOTpaMMHOE oOecnedeHHe, COo3AaTh YIpaBIeHUECKHE
JAOKYMEHTBI B aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUAX; HA OCHOBE IPOrpaMMHOI'0 O6CCHC‘{CHI/I$I KJ'IaCCI/I(l)I/IL[l/IpOBaT]) U CUCTCMAaTU3UPOBATH
JIOKYMEHTBHI HA CTaIMU UX 00paO0TKU U XpaHEHHUs; OPraHu30BaTh JJOKYMEHTOOOOPOT Ha MPEANPHATHH, HCIIONB3YsI OCHOBHBIE O(HCHEIE
nporpammsel: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocyImecTBIATh apXUBUPOBAHUE YIPABIEHUECKUX JOKYMEHTOB C
MOMOIIBI0 KOMITBIOTEPHBIX MPOTPaMM; ITOJATrOTABIMBATE AOKYMEHTHl K XpaHEHHIO, WCIIONb3Yys OCHOBHBIE O(QHCHBIE IPOTPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

4. CTPYKTYPA H COAEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

Kon HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ Cemectp | YacoB | HHTepaxT.
3aHATHS
Paznean 1. Jesionpou3BoacTBo, ero 3aKOHOJaTeJIbHOEe "
HOPMATHBHO-METOIHYECKOE PeryJTHpoBaHue
1.1 HopmatnBHO — 3aKOHOAATENILHBIE OCHOBBI CHCTEMBI Jiesionpon3BocTsa /Cp/ 9 32 0
Paznen 2. TexHOJOTMM BeleHHsl eJONPOM3BOACTBA B OpPraHU3aINM,
yUpexIeHuu
2.1 JlokyMeHT0000pOT B opranuzarmu /JIex/ 9 1 0
2.2 JlokyMeHT0000pOoT B opranmu3armu /IIp/ 9 1 0
2.3 TexHoJ0rHK BeJieHus Aenaonpon3BoscTaa /Cp/ 9 32 0
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Hamnpagnenue nonroroku: 38.03.01 DxoHoMuKa
Hanpasnennocts (poduiib): « DUHAHCH U KPEIHT»
Pa6ouast nporpamMma JUCLUILIMHEI «J{eI0npon3BOACTBOY

Pa3znen 3. CocraBiieHne u opopmiieHne JOKYMEHTOB B OPraHU3aluu
3.1 OcHOBHbIE TpeOOBaHUs K 0 OpMIICHUIO YIpaBJICHYECKUX 9 1 0
(opraHU3aIMOHHO-PACTIOPSANTENBHEIX) JTOKYMEHTOB. COBpPEMEHHOE JeNIOBOE
rrchMo /JIex/
3.2 CoBpemeHHoe jenoBoe mucbMo /Ip/ 9 1 0
3.3 OpraHu3alioHHbIE  JOKYMEHTBI, HMX  COCTaBlieHHE W  O(QOpMIICHHE. 9 0
PacniopsiiutenbHbIe JOKYMEHTBI, UX cocTaBlieHHe 1 opopmienue /Jlex/
3.4 OpraHu3airOHHbIEC JJOKYMEHTBI, HX cocTaBieHue u oopmienue /p/ 9 1 1
3.5 PacrniopsimutesbHbIe JOKYMEHTBI, HX cocTaBiieHue U odopmieHue /TIp/ 9 1 1
3.6 WrdopMaIioHHO-CIIpaBOYHbIE TOKYMEHTHI, HX COoCTaBjeHue u opopmienue /Jlex/ 9 1 0
3.7 WH}opMaloHHO-CIIPaBOYHbIE TOKYMEHTBHI, UX cocTaBiIeHue 1 opopmieHue /I1p/ 9 1 1
3.8 Kanposas nokymenTanus /Jlex/ 9 1 0
3.9 Kanposas noxymentartust /I1p/ 9 2 1
3.10 CocrapiieHue U 0(popMIICHUE JOKYMEHTOB B opranusaiuu /Cp/ 9 32 0
Pa3gen 4. Homenkiarypa ges
4.1 OO6ue TpeOOBaHUS K CHUCTEMATH3allMH JIOKYMEHTOB W ()OPMHPOBAHHUIO JICI. 9 1 0
IToroToBKa JOKYMEHTOB K apXUBHOMY XpaHeHH !0 /JIek/
4.2 O61mre TpeOGoBaHMs K CHCTEMATH3ANHN JOKYMEHTOB M (hopMupoBanmio e /Ip/ 9 1 0
4.3 IToaroroBka JOKyMEHTOB K apXUBHOMY Xpanenuio /I1p/ 9 2 0
4.4 Homenkiatypa nen opranusaiu /Cp/ 9 32 0

5. OueHoYHbIE H METOAMYECKHE MATEPHAJIBI M0 JUCIHUIIJINHE (MOIYJII0)

5.1. Conep:xanue ayTMTOPHOI padoThHI MO TUCHUILIHHE (MOIYJIIO0)

9 cemecTp, 3 JIeKIUH, 5 NPAKTHYECKUX 3aAHATHI
Pa3gen 2. TeXHOJOTHH BeeHNS 1€T0NMPON3BOACTBA B OPTaHH3ANMH, YUpeKAeHUH
Jlextust Ne 1 (1 gac)
JlokyMeHTOOOO0pOT B OpraHu3aLin
Bormpocs! 1 3agaHus:

1. OCHOBHBIE 3Talbl JBHKEHHUS JOKYMEHTOB B OPTaHU3ALIUH.
2. Peructpanust u uHIEKCALUS TOKYMEHTOB.
3. Kontpons 3a ucnonsennem 1okyMeHToB. CpOKH HCIOIHEHUS JOKYMEHTOB.

IMpakTuaeckoe 3ausatre Ne 1 (1 gac)
JIOKyMEHTO00OpOT B OpraHU3aIuu
Bomnpocs! u 3ananus:

1. O0paboTKa UCIIOIHEHHBIX U OTIPABIISIEMBIX JOKYMEHTOB.

2 AHanu3 CTpYKTYpBl IOKYMEHTO000pOTa.

3. Mertoabl yueTa U COKpaIleHus JOKyMeHT0000poTa.

4 Oprasuzanyst paloHaNbHOTO ABHXEHHS JOKYMEHTOB BHYTPU NPEINPUITHS.

Paznesn 3. CocraBjienne u opopmiaeHne 10KyMeHTOB B OPraHu3aluu
Jlexims Ne 1 (1 gac)
OcHoBHBIE TPeOOBaHHS K 0(OPMIICHHIO YIIPABICHIECKHX (OpraHH3alHOHHO-PACIIOPAANTEIBHBIX) TOKyMeHTOB. COBpEMEHHOE JIETI0BOE
IHCHMO
Bomnpocs! u 3ananus:
IMpaBumna ohopMIEHUS JOKYMEHTOB IIPU HCHONB30BAHUU TEXHUUECKUX CPEJICTB.
Enunbie TpeboBaHus K OJJaHKaM JOKYMEHTOB.
CocTaB PeKBU3UTOB OPTraHU3ALUOHHO - PACIIOPSIAUTEIBHBIX JOKYMEHTOB.
PexBH3HTHI comepkaTeNIbHOM YacTH IOKYMEHTa.
PexBu3UTH 0GOPMIISIOIIEH YaCTH TOKYMEHTA.
JlenoBoe MUCbMO KaK CPEeJCTBO CBA3HM OpraHU3aIN.
SI3BIK U CTHIIb OUIMANBHBIX ITHCEM.
Crpykrypa nucbMa. OCHOBHBIE TPEOOBAHUS K TEKCTY.
CocraBieHHe TEKCTOB CIIY>KEOHBIX MUCEM: CONIPOBOAUTENBHOE, FAPAHTUHHOE, PEKIIaMHOE, TICEMO-OTBET.
IMpakruyeckoe 3austre Ne 1 (1 gac)
CoBpeMEHHOE JIEI0BOE MMUCHMO

CoNoO~RWNE

Bomnpocs! u 3apanust:

Omnpeznenure MOHATHE OQUIHATBHOTO AeJI0Boro nucbkMa. [IpuBenure npuMepsl.

Oxapaktepusyiite 0cOOEHHOCTH S3bIKa ¥ CTHIISL O(DUIIHATIbHO-ICIOBBIX TEKCTOB.

Omnpenenure CTPYKTYpy MUCEMa.

Chopmynupyiite npaBuiia opopMIICHHS JEI0BOTO MUChMa

[peanoxuTe aaropuT™M COCTABICHUS TEKCTOB CITYKEOHBIX MTHCEM.

Jlexrmst Ne 2 (1 gac)

OpraHu3alOHHBIE JOKYMEHTBI, HX COCTaBJICHHE U o(popMiteHHe. PacriopsimuTelbHbIe JOKYMEHTBI, UX COCTaBICHUE U 0(OpMIICHHE
Bormpocsr u 3aganus:
1. O6ue TpeboBaHNs K OPraHU3allMOHHBIM JIOKYMEHTaM.

agrONE
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Hanpasnenue noaroroku: 38.03.01 DxoHomuka
HanpasnenHocts (npoduis): «OUHAHCH U KPEAUT»
Pa6ouast nporpamMma JUCLUILIMHEI «J{eI0npon3BOACTBOY

2. YcraB npeanpusTus.

3. JIOJDKHOCTHAS] MHCTPYKLIUSL.

4. [Monoxenue.

5. [TaTHOE pacnHcaHue.

6. CTpyKTypa JOKYMEHTOB U UX cofepxkaHue. [IpaBiia opopMIeHHsT OPraHU3aHOHHbBIX TOKYMCHTOB.
7. [puKasbl, UX BUIBL.

8. IMpaBuna ohopMIICHHS TPHKA30B.

9. OCoOEHHOCTH COCTABIICHHUSI IPUKA30B [10 OCHOBHOM IEATEIBHOCTH U [IPHKA30B 110 JINYHOMY COCTAaBY.
10. OCOOEHHOCTH B COCTABJICHUH 3ar0JIOBKOB U (HOPMYITHPOBOK KOHCTATHPYIOIICH YacTH.

11. Cxema IIOCTPOCHUS pacIopsAUTENIbHON YacTH.

12. IpaBuia BUSUPOBAHUS, TOAMUCAHUS H PETUCTPALHH.

13. CpOKH HCTIOJHEHUSI i BPEMsi JOBEICHHS 10 CTIOIHUTEIICH.

IMpakriyeckoe 3ansTre Ne 2 (1 gac)
OpraHu3aiuoHHbIC JOKYMEHTBI, UX COCTaBJICHUE U 0(DOpMIICHHE
Bomnpocs! 1 3aanust:

1. Omnpenenure MOHATHE OPraHU3AMOHHBIX JOKYMEHTOB. [IpuBequTe mpuMepsl.

2. Cdopmynupyiite oOmme TpeOOBaHUS K COCTABJICHUIO OPraHU3allMOHHBIX JOKYMEHTOB (3Tambl MOATOTOBKUA U IOPSIOK
oopmIICHuS).

3. [lepeuncnure TpeOOBaHHS K COCTAaBICHUIO YcTaBa npeanpustus. JlalTe coaepKaTelbHYI0 XapaKTePHCTHKY OCHOBHBIX
pasnenoB Ycrapa.

4. [epeuncnure TpeOOBaHUS K COCTABICHHUIO TOJDKHOCTHON MHCTPYKUMU. [laiiTe copepkaTebHyI0 XapaKTepUCTUKY OCHOBHBIX
pa3nenoB HHCTPYKIHH.

5. CdopmynupyiiTe mpaBuiIa 3al0JHEHUS U 0OPMIICHUS IITATHOTO PACIIHCAHHUS.

IMpakTraeckoe 3ausaTre Ne 2 (1 gac)
PacniopsimutenbHbIe JOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE
Bormpocsr n 3aganus:
1. aiiTe NOHATHE PACHOPSIUTEIBHBIX IOKYMEHTOB, H3/IaBaEMBIX HA OCHOBE IIPUHIUIIA eIMHOHAYanus. [IpuBeure npuMepsl.
2. JlaiiTe IOHATHE PACTIOPSAUTEIBHBIX JOKYMEHTOB, U3/1aBaeMBIX Ha OCHOBE MIPUHIHUIIA KOJUIeTHanbHOCTH. [IpuBenure mpumeps.
3. Chopmynupyiite MOpAI0K MOATOTOBKH PACIIOPSAUTENBHBIX JJOKYMEHTOB.
4. ChopMynupyiiTe aIrTOPUTM COCTABIICHUS IPUKA30B 110 OCHOBHO JEATEILHOCTH M JIMYHOMY COCTABY M BBIIIHCOK U3 ITPpUKa3a.
5. ChopmynupyiiTe aIrOpuTM COCTABICHHS IIOJIHOTO U COKPAIIEHHOTO IPOTOKOJIOB.
Jlexrust Ne 2 (1 gac)
MHupopMalnoHHO-CTIpaBOYHbIE JOKYMEHTBI, UX COCTaBJIEHHE U 0(OopMIICHHE
Bormpocsr u 3aganus:
1. Cocrapnenue u 0ohopMIIEHHE CIPABOK, JOKIAJHBIX, CIYKEOHBIX U OOBSICHUTEIBHBIX 3aIIHCOK.
2. TpeboBaHHS K COCTaBICHUIO U OOPMIICHUIO aKTOB M ITPOTOKOJIOB.
IMpakTraeckoe 3ausaTre Ne 3 (1 gac)
NudopmannoHHO-CIpaBOYHbIE JOKYMEHTBI, UX COCTaBICHUE U 0OPMIICHHE
Bompocs! n 3aganus:

1. Ha3zoBure BubI HHPOPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB U ONPEACIUTE UX Ha3HAUCHHE.

2. [epeunciuTe COCTaB M PaCIOI0KEHHE PEKBH3UTOB HHPOPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB 10 BUIIAM.

3. Cdopmynupyiite nmpaBuia (IIOpSIOK COCTaBICHHUS U 0(OPMIICHHS) HHPOPMALMOHHO- CIIPABOYHBIX JIOKYMEHTOB.

4. Omnpenenure Ha3HAuYeHHE aKTOB B AesTedbHoCTH npeanpusatus. Chopmymupyiite npaBmia (MOPSIOK COCTAaBICHUS U

0o(OpMIICHHS) AKTOB.
Jlexrust Ne 3 (1 wac)
Kanposas nokymeHTanus
Bompocs! n 3aganus:
CocTtaB u BUJbI JOKYMCHTAMH 10 JINIYHOMY COCTaBYy.
YHauuuupoBaHHble GOPMBI TOKYMEHTOB.
[puka3s: opopmieHue Ha paboTy, IEPEBOJI HA APYT'YIO paboTy, MPEIOCTaBICHHE OTIYCKA, YBOJIbHEHHE C paOOTHI.
JlnyHOE 3asiBIICHUE: €r0 Pa3HOBUIHOCTH, OCOOCHHOCTH HAITMCAHUSL.
XapakTepuCTHKa: COCTaBHBIC YaCTH, TIPABIIIA O(OPMIICHHS.
[Ipaxruueckoe 3ansTe Ne 3-4 (2 vaca)
Kanposas nokymeHTanus

arwbdE

Bomnpocs! u 3aganus:

TpynoBsle 1oroBopa: Ha3HaYeHHE, COJCPKaHUe, TIPABUIIA COCTABICHUS U O(OPMIICHHUSI.

3asBlIeHMs: BUJbL, HA3HAUEHUE, IPAaBUJIa COCTABICHHU.

IMTpukassl 10 TMYHOMY COCTaBY: PEKBU3UTEI, TIOPSAIOK COCTABIECHHS 1 O)OPMIICHUSL.

TpynoBBle KHIDKKA: Ha3HAYCHHE, IpaBmiia 0(OPMIICHUS.

JInynble kapTouku Gopmbl T-2 n TUYHBIE feNa: Ha3HAYEHHE, ITpaBuiIa 0GopMIeHUS.

Pa3nen 4. Homenkaartypa nen
Jlexrust Ne 3 (1 gac)

O6mrme TpeOOBaHUS K CHCTEMATH3AIHH JOKYMEHTOB X (pOpMUPOBaHUIO Jel. I1oroToBKa JOKyMEHTOB K apXHBHOMY XPaHEHHIO
Bomnpocs! u 3apanust:

arwbE

1. Bunb HOMEHKIIATYpHI .
2. OCOOGCHHOCTH COCTABJICHUS] HOMEHKJIATYPHI JIeJI OpraHU3alHu.
3. ITopsii0K COCTABJICHUS ONKCH JIEI.
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4. OKcnepTu3a LeHHOCTH JOKYMEHTOB.
5. OpraHuzanys MoAroTOBKU JIOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

IMpakTraeckoe 3austre Ne 4 (1 gac)

O6HII/I€ Tpe6OBaHI/I$I K CUCTeMaTu3alui JOKYMECHTOB U (bOpMI/IpOBaHI/I}O JCI

Bormpocsr u 3aganus:

1. IIafITe ONpeACICHNE HOMCHKJIATYPHBI ACII.

2. laiiTe mOHSATHE IPUMEPHOI U TUIIOBOM HOMEHKJIATYphI Jeil. OXapaKTepu3yiTe NpUMEHEHHE PA3IMYHbIX BUI0B HOMEHKJIATYPHI e,
3. ITepeuncnure TpeOOBaHHS K CHCTEMATH3ALUH 3aT0JIOBKOB /1€, HHAEKCY JIe]l B HOMEHKIIAType

4. Packpoiite 3Tansl pa3pabOTKH HOMEHKJIATYPHI J1e
5. Ilpuenute anroput™ nesreiaproctu DITK.

BOHpOCLI U 3alaHus:

IToaroroska JOKYMCHTOB K YHHYTOKCHHUIO.

[Ipakruueckoe 3ansTue Ne 5 (2 vaca)

[TonroToBka 1OKyMEHTOB K apXUBHOMY XpaHEHHUIO

5.2. Conep:xanne caMOCTONATEIbLHON PaGoThI MO AUCHMIJIMHE (MOAYJIIO)

Coaep:xaHue 00s13aTeJILHOM CAaMOCTOAATEIbLHOM PadoThI 0 AUCHUILIMHE

Ne n/m TeMbl IUCHHMILIAHBI Conep:kaHue caMOCTOSITeJIbHOI PadoThl IIpoayKThI 1esiITEILHOCTH
1 HopmarusHo — | U3yuenne coBpeMeHHbIX HampaBieHuil u | IlucemenHas pabora — Ha OCHOBE
3aKOHOJATeNIbHbIE OCHOBEI | GOpM JOKYMEHTAI[HOHHOTO OOeCHedYeHHs | aHajlh3a COBPEMEHHBIX HalpaBIeHUH U
CHCTEMBI yIIpaBJIeHUs (hopM IOKyMEHTallMOHHOTO 00ecIIedeH s
JIeTIONIPON3BO/ICTBA yIOpaBieHHs  pa3paboTaTh  MOJIENb
OpraHu3aluu A0V KOHKPETHOH
OpraHu3alyu
2 TexHonorun BejcHus | M3ydeHne  mpaBui  coctaBieHus — u | [luceMeHHas pabota — pa3paboTka
JIeTIONPOU3BOACTBA oopMIIeHUS YIIPABICHYECKUX JTOKYMEHTOB | MOAENU OpraHu3aluu
(s13BIKOBBIE bopmysl oUIMaNbHEIX | TOKYMEHTOOOOpOTa IO TPEIIOKEHHBIM
JOKYMEHTOB); PAIl[MOHAJbHOW OpraHM3alMu | BUAAM JOKYMEHTaM WJIU OIPEJeNICHHBIM
paboTBl C IOKyMEHTaMH B YCIOBHAX | 0OyJalOMNMCS CAMOCTOSTENHEHO
HCIIOJIb30BaHUS OpraHU3aIMOHHOM u
BBIUUCIIUTEIIEHON TEXHUKHU
3 CocrapneHue u | U3ydenne  ocobeHHocredd  yctHoM U | IlucbMmeHHas paboTra — cOCTaBICHUE
odopmIieHHEe TOKYMEHTOB | MMMCHbMEHHOM ITyOJIMYHON peud; TpeOOBaHUI | makeTa JOKYMEHTOB ISl MOJITOTOBKH U
B OpraHu3aluu K O()OPMIICHUIO U BEJCHUIO JOKYMEHTaluM, | opopMileHUs] INpHeMa KaHIuxara Ha
CBSI3aHHOM C BHEIPEHHUEM TEXHOJIOTUYECKUX, | BAKAHTHYIO JOJDKHOCTb.
MPOAYKTOBBIX HWHHOBaIMH WA
OpPraHU3allMOHHBIX W3MEHEHUH, KaJIpaMu U
UX IBMXKCHHUCM C KaJApaMu U UX IBUIKCHUCM
4 Howmenxmatypa nen | U3yuenme tpeboBanuit k mepepabotke u | Ilucemennas pabora — pa3paboTka
OpraHusanvu XpaHCHUIO l/lH(l)OpMaL[l/Il/l; OCHOBHBIX nponecca COCTaBJICHUS HOMCHKIIATYPbI
METO/IOB, CIIOCOOOB M CPEJICTB XpaHEHHs W | A€l KOHKPETHOH opraHu3aiiu
nepepaboTKu nHpopManuy;
KIIacCU(pHKaIHN u CHUCTEMaTH3alNH
JOKYMEHTOB Ha CTaJuM HX OOpaboTKu H
XpaHEeHUs; apXUBUPOBAHUS YIIPABJIEHUYECKUX
JOKYMEHTOB C IOMOIIBIO KOMIIBIOTEPHBIX
nporpaMMm
CoaeprxkaHue caMOCTOSITeIbHOM padoThI 1O M CHUIJINHE HA BHIOOP
Ne n/m TeMbl TUCHUTLIHHBI Conep:xaHue caMOCTOSITETbHON padoThI IIpoayKThI e TeJILHOCTH
1 HopmaTtusno — N3yuenue TpeOOBaHMIA coBpeMeHHBIX | [TucbMenHas pabota — Ha ocHoBe
3aKOHOOATCJIIbHBIC OCHOBBI 3aKOHOAATCJIbHBIX, HOPMATHBHBLIX aKTOB H U3Yy4YCHUA TpC6OBaHHI>’I COBPEMCHHBIX
CHUCTEMBI HOpPMATHBHO-METOMYECKUX  JIOKYMEHTOB, | 3aKOHOJATEJIbHBIX, HOPMAaTHBHbBIX aKTOB
ACJIONIPOU3BOACTBA PETIIAMCHTHUPYIOIUX BONPOCHI OpraHU3ainuu n HOPMATUBHO-METOAUICCKUX
JOKYMEHTALMOHHOTO obecrieyeHus! | AOKYMEHTOB, perIaMEHTUPYIOLIUX
JIeSITeIIbHOCTH BOIIPOCHI OpraHu3aluu
JOKYMEHTAIITMOHHOT'O O6GCHG‘{€HI/Iﬂ

ACATCIbHOCTHU HAITUCATh aHAJIUTUYCCKYIO

paboTy, pPacKphHIBAIOINYIO CIEAYIOLINE
BOTIPOCHI:

. Hemn rOCy/IapCTBEHHOTO
perynuposanus 10Y

. Jedunurys TIOHSITUI
«IeTOTPONU3BOJICTBOY u
«JIOKYMEHTAIIHOHHOE obecrieueHue
yIIpaBJICHHEY.

* XapakTepucTuKa 3aKOHOJATENIbHBIX M
HOPMATHBHBIX aKTOB,
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pernameHTupyomux Bonpocsr 10Y
» JlokanbHble HOPMAaTHBHBIE AaKThl Kak
OpraHU3allMOHHAs OCHOBa
JIeTI0IPOU3BOICTBA
* [Tpo6nems! perynuposanusi JIOY
2 TexHonoruu BeeHuA Wzyunts KpUTEpUU pauuoHanbHoi | IlucemenHas  pabora -  BbIABUTH
JeTONPOU3BOCTBA OpraHu3aluy JOKyMEHTOO0OpOTa IO TUIaM | IPOOJEeMbl  OpraHU3alUM  IBHXKEHUSA
JIOKYMEHTOB OpTraHU3alux JOKYMEHTOB BHYTPU MpEIIpUATHA HU
000CHOBATh IPEIOKEHUS o
COBEPILICHCTBOBAHUIO
JOKYMEHT0000poTa
3 CocragieHue u Uzyunth CrocoOBbI co3nanus | [lucemenHas pabora — B mpemiokeHHON
odopmIIeHUE JOKYMEHTOB | YIPaBICHYECKUX JIOKYMEHTOB B | yIpaBJeHUYeCKOH curyanuu opopMUTb U
B OpraHU3aluu TPaJUIMOHHBIX ¥ aBTOMATU3UPOBAaHHBIX | COCTABHUTH COOTBETCTBYIOIIIHE
TEXHOJIOTUSIX YIPaBIEHYECKUE JTOKYMEHTBI
4 Homenxkmnarypa gen W3yuuts TpaBUIa apxuBupoBaHus | [IuceMeHHas pabota - COCTaBUThH OIMKCH
opraHu3aluu YIPaBICHYECKUX JOKYMEHTOB C IIOMOINBIO | Ha Jena (IOCTOSHHOTO M BPEMEHHOIO
KOMIBIOTEPHBIX IPOTPaMM XpaHEHUs, 10 yIeXKallKe cClaue B apXUB

5.3.06pa3oBaTtesibHbIE TEXHOJIOTHHU

I[lpu  opraHuzauMum  W3y4eHHs  JAUCUUILIMHBI ~ OyqyT  HUCIOJB30BaHBI  CJeAylouie  00pa3oBaTElbHbIE  TEXHOJOTHH:
HH()OPMATMOHHO-KOMMYHHKAIIHOHHBIE ~ TEXHOJOTHH, TEXHOJOTHS  OpraHW3alldd  CaMOCTOSITENIbHOW  palOTBI, TEXHOJIOTHS
pedIiekcUBHOTO 00y4YeHHUs1, TEXHOJIOTHS MOAYJIEHOTO O0Y4EHUS, TEXHOJIOTHSI UTPOBOTO 00YYEHHUS, TEXHOJIOTUHU IPYIIIOBOM TUCKYCCUH,
WHTEPAKTHBHBIE TEXHOJOTHH, TEXHOJOTHS MPOOIEMHOro OOYy4eHHs, TEXHOJOTHS OpraHu3anud Yy4eOHO-HCCIIeOBaTEIbCKON
JIESITEIIbHOCTH, TEXHOJIOTHS IPOEKTHOT0 00y4YEeHNsI, TEXHOJIOTHSI PAa3BUTHA KPUTHYECKOTO MBIIUICHHUSI.

5.4. TeKleIHﬁ KOHTPOJIb, IIpOMe)KyTO'—lelﬁ KOHTPOJIb U IIPOMEKYTOYHAS aTTECTAllUA

bampHO-pedTHHTOBas KapTa AUCIUIUTHHEI 0(hopMIIeHa KakK MPIIoKeHHe K pabodeil mporpaMMe TUCIUILINHEL.
®DOoH/1 OLIEHOYHBIX CPEJICTB JUIS NPOBEJICHNS IPOMEKYTOUHOM aTTeCTallMy 00Y4aloNIMXCs 0 AUCHUILIHHE 0()OPMIIEH OTIEIEHBIM
JIOKYMEHTOM.

6. YHEBHO-METOANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHHUE

6.1. Pexomennyemas 1urepatypa

6.1.1. OcHoBHas auTEpaTypa

ABTODBI, COCTaBUTEIHN 3arnaBue W3 paTenbCcTBO, IO
JI1.1 |Tpunbepr, A.C. JlokyMeHTallMOHHOe obecnieueHune ynpasieHus : y4deOHuK /|Mocksa : FOuutu-/ana, 2017
A.C. I'punbepr, H.H. I'op6aués, O.A. MyxameTmuHa.
URL:
https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2  |Poroxwn, M.IO. Jlenompou3BOACTBO:  Kype Jekimid : ydyeOHoe mocobue /|Mocksa ; bepnuH :
M.IO. Poroxun Hupext-Menua, 2014

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

6.1.2. JlonotHUTEeTbHAS INTEPATYPA

ABTOPBI, COCTABUTEIH 3armaBue W3naTenbcTBO, rOI

JI2.1 |I'po3osa, O.C. Jenompoussoactso : yuebnoe nmocodue / O.C. I'po3ora ; pen. JI.C.|TToBOMKCKHI rOCyapCTBEHHbBIH
XKypasnesa; [OnexTponusIii pecypc]. -| T€XHOJIOTUYIECKUH yHUBEPCUTET.
URL.: http://biblioclub.ru/index.php?page=book&id=439196. - Momkap-Oma : IIFTY, 2015

JI2.2 |Ko3una, E.C. JenompousBoacreo  :  ydeOHo-MeToamdeckoe mocobue /|Mocksa : Tupexr-Meaua, 2013.
E.C. Ko3una. - [DnexTpoHHBIIT pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=141469

JI2.3  |Poroxun, M.IO. Jlenonpou3BOACTBO B KaapoBOH ciyx0e : ydeOHO-pakTHIeckoe|Mocksa ; bepnu :
nocobue / M.IO. Poroxwun. - 3-¢ wum3m., mepepab. u jmom. -|dupexr-Menua, 2014.
[OnexTponHsIit pecypc]. -

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

6.2 Ilepeuens mporpaMmMHOro obecreyeHust

- 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 Ilepeyens HH(POPMALMOHHBIX CIPABOYHBIX CHCTEM, TPO¢ecCHOHATBHBIX 023 JaHHbBIX

- OBC «YHuBepcurerckas OubIroTeKa OHIAWH

- Basel mannbIx Springer eBooks
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- IC:UTCIIPO® BY3
- CIIC «I'APAHT-AHanuTux»
- CIIC «Koncynbrant-ITmocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHE JUCHUIIJIMHBI (MOY JIS)

7.1|HanmeHOBaHMeE CIIENINATLHOTO IOMEIIEHHS: YaeOHast ayAUTOPUS IS TPOBEICHUS JIEKIIMOHHBIX 3aHATHH, TPaKTHYECKUX
3aHATU, TPYIIIOBBIX KOHCYJIbTAIN, HHANBUIYaTbHBIX KOHCYJIBTAIMM, TEKYIIEr0 KOHTPOJIS, TPOMEKYTOUHOM aTTeCTAlUH,
VYuebnas ayauropust. OcHalieHHOCTh: MenoBas gocka- 1 t., Komriekr yueOHoi MeOenu, HOyTOyK, MPOSKIIMOHHOE
00opynoBaHue (MYJIbTUMEIUHHBIA IPOSKTOP ¥ HKPaH).

7.2|HaumeHOBaHUE CIICIIMATIBHOTO TOMEIICHHS: IOMEIICHHUE [T CAMOCTOSITENBHOM paboThl, UnTanbHbIi 3a)1. OCHAIIEHHOCTD:
[MK-41mr. ¢ BO3MOXHOCTBIO OAKIIIOYEHUS K ceTH «VIHTepHeT» 1 o0ecriedeHueM JOCTYNa B 3JIEKTPOHHYIO
nHpOopMaIoHHO-00pa3oBarenbHyto cpeny CI'CITY, ITuceMenHslii cton-4 mr., [Tapra-2 mrT.

8. METOAUYECKHUE YKA3AHUSA IO OCBOEHUIO JTUCHUIIJIMHBI (MOY JIA)

PaboTa HaJ TEOPETHUECKUM MaTEepHaIOM HNPOMCXOAUT KPaTKO, CXEMAaTU4HO, IT0CIIEI0BATENbHO (PUKCUPOBATH OCHOBHBIE TTOJIOKEHHUS,
BBIBOJIBI, (OPMYIUPOBKH, OOOOLIEHHS; MMOMeUYaTh Ba)KHBIE MBICIIH, BBLAENATH KIIIOUEBBIE CIIOBA, TEPMHHBI. IIpoBepka TEpMHHOB,
MOHATHIA C TIOMOIIBIO PHIMKIONEIUH, CIOBapel, CIPABOYHUKOB C BBIINHCHIBAHUEM TOJIKOBAaHMH B TeTpaas. OO03HAYUTH BOIPOCHI,
TEPMHUHBI, MaTe€pHai, KOTOPbII BBI3bIBAET TPYIHOCTH, IOMETHTh W IOMBITaThCSI HAlTH OTBET B PEKOMEHAyeMoil smuteparype. Eciu
CaMOCTOSITENILHO HE YAaeTcsl pa300parThCs B MaTepualle, He00X0IUMO c(hOpMyIMPOBATh BOIPOC U 3aJaTh NIPEHOAABATENIO.
IpopaboTka pabodeii mporpaMMBbl AUCIUTUTHHEL, YAEISSI 0CO00€ BHUMaHHE LM | 3a]ja4aM, CTPYKTYPE U COJIep KaHHIO TUCIUILINHEI.
KoHcnexkTpoBaHue HCTOYHUKOB, MIOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, IIPOCMOTP PEKOMEHIyeMOM JIUTepaTypbl, pabora ¢
UH()OPMAMOHHBIME UCTOYHUKAMH B Pa3HBIX (hopMaTax.

Taxoke B polrecce H3y4eHus TMCIUIUIMHBI METOIMYECKUE PEKOMEHIAIIMK MOTYT OBITh U3JIaHbI OT/IEIBHBIM IOKYMEHTOM.
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IIpunoxxenne
BaibHO-peHTHHTOBas KapTa AUCIUILTHHBI «J{eI0npon3BOACTBO
Kypc 5 Cemectp 9
BuakoHTpoJIs MuHHIMaNBHOE KOJIHYECTBO MaxkcumaisHoe
OamoB KOJIMYECTBO 0ayIoB

HaunmenoBanue pazaena: «/eJIonpou3BoACTBO, €ro 3aKOHOAATeJIbHOE M HOPMATHBHO-METOANYECKOE PeryJIHpPOBaHHE»
Texymuil K OHTPOJIb [0 Pa3JeIy:
1 AynutopHas pabota - -
2 CamocrostenbHas paboTa  (cnenuanbHble 00s3aTeNnbHbIE (POPMBI) 3 6
3 CamocrositenbHas pabora (crenuanbHbie GOpMBI Ha BEIOOD) 5 8
KoHTpossHOE MeponpusTHe I opaszaeny 1 4 6
IIpomexyTOUHBII KOHTPOJIb 12 20
HaunmeHoBaHue pa3nena: «TeXHOTOTHH BeleHHS IeTONPOH3BOACTBA B OPTaHU3AIMH, YUPEKICHIN
Texkymuii KOHTPOJIb IO pa3Aeny:
1 AynutopHas paboTta - -
2 CamocrostenbHas pabota  (cnenuanbHble 00s3aTeNnbHbIC (POPMBI) 3 6
3 CamocrosiTenpHas pabota (crenuanbHbie GopMbl Ha BEIOOP) 6 12
KoHTposbHOE MEpOTIpHUSITHE 10 pa3aery 2 4 6
IIpomeskyTOUHBII KOHTPOIIb 13 24
HaumeHoBaHnue pa3nena: «Cocrapiennue H opopmiieHHe TOKYMEHTOB B OPraHA3alHN»
Texkymuil KOHTPOJIb IO pa3Aeny:
1 AyautopHast paboTa - -
2 CamocrosTenbHas pabora (crnenuaibHble 00s13aTeNbHbIC (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHbie OPMBI Ha BBIOOD) 4 6
KoHTposbHOE MEpOTIpHUsITHE 10 pa3aety 3 4 5
IIpomexyTOUHbII KOHTPOJIb 11 17
HaumenoBanmue pasaena: «Homenkiaarypa gemn»
Tekynui KOHTPOJIb MO pa3ieny:
1 AyautopHast paboTa - -
2 CamocrostenbHas pabota (cnenuanbHbie 00si3aTebHbIe (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHble OPMBI Ha BBIOOD) 5 5
KonTtponbHOE MeponpusaTHe o pasneny 4 5 8
TIpoMexyTOYHBIH KOHTPOJIb 13 21
ITpomexxyTouHas aTTecTaiys (0 BCeM MOIYISIM) 49 80
3ayeT ¢ OLEHKOM 7 20

HUroro: 56 100

Bunas! koHTpOIIS [TepeueHb WM NPUMEPHI 3aJaHNH, KPUTSPUU OLIEHKH U KOJIMUECTBO OaIoB TeMsl 1 U3yueHus 1 00pa30BaTENbHbIC PE3YIbTAThI

Tekymmii KOHTPOJIb 1O pa3aeiy «/leJonpPon3BoACTBO, €ro 3aKOHOIATE/IbHOE H HOPMATHBHO-METOINYECKOE PErYIHPOBAHUE»
1 | AynutopHas paboTa -
2 | CamoctostensHas padora (00s3aTeNIbHbIC Ipumep 3amanus: HopMaTHBHO — 3aKOHOZATEJbHBIE OCHOBBI CHCTEMBI
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(hopmbr)

Hanwumre pa3BepHYyTHIi OTBET Ha TEMY: «JIOKYMEHT H ero QyHKIHI.
Kputepuu onieHkH.

Kpurepuii / Ouenka Brimonuen Brimon He
HOJIHOCTBIO HEH BBITIOJTHEH
JacTu4
HO
PackpbITo 0OCHOBHOE OHATHE 2 Gamna 1 Gamn 0 6annoB
Iepeuncnensl Bce 2 Gaya 1 6amn 0 GayioB
COCTAaBJISAIOIIUE IIEMEHTBI
(cTpykTypa) mpeamera
(stBICHMSA)
JaHa xapakTepucTHKa 2 Gamna 1 Gann 0 6anoB
COCTABIIIOIINX HIIEMEHTOB
(cTpyKTypbl) IpeaMeTa
(stBIICHNS)

ACIONPOU3BOACTBA

OO0pa3oBaTenbHbIC Pe3yIIbTaThI:

3HaeT: 0COOEHHOCTH M CTWIH OQHINAIBHO-AEIOBBIX
TEKCTOB, TpaBwia O(GOPMIICHHUS JAEJIOBOTO IHChMA;
IpaBuiIa COCTaBJIEHUS " odopmIIeHUs
YIIPaBJICHUYECKUX JOKYMEHTOB (S3BIKOBBIC (DOPMYITBI
o(UIIHATIBHBIX TOKYMEHTOB).

3HaeT: TpaBWiIa  COCTaBICHUS M odopMieHHs
YIPaBJIEHUYECKUX JOKYMEHTOB HpPHU HCIIOJIb30BAHUH
TEXHUYECKUX CPE/ICTB.

3HaeT: MpU3HaKd U (PYHKIMU TOKYMEHTA; CTPYKTYPY
CHCTEM JIOKYMEHTAllUW; COCTaB YHH(DHUIUPOBAHHON
CHCTEMBI IOKYMECHTAIHH.

3 | CamocrositensHas pabota (Ha BEIOOD)

IIpumep 3amanms:l. M3yuuth TpeOOBaHMS  COBPEMEHHBIX  3aKOHOMAATENIbHBIX,
HOPMATHBHBIX aKTOB M HOPMATHBHO-METOJHYECKUX ITOKYMEHTOB, PErIaMEHTHPYIOIIHX
BOIIPOCHl OpraHU3allid JOKYMEHTallMOHHOTO oOecHeueHus nearenbHocTH. Ha ocHose
COOpaHHBIX MaTePHAJIOB HAITUCATh AHATUTHIECKYIO paboTy, paCKPHIBAIOIIYIO CIIETYIOIINE
BOIIPOCBL:

* [{en rocymapcTBeHHOTO perymupoBanus JOY

» JlepuHunus IOHATHH «AENONPOU3BOACTBO» U «JOKYMEHTAIlUOHHOE OOecIedeHue
yIIpaBJICHHEY.

+ XapakTepUCTUKAa 3aKOHOAATENbHBIX U HOPMATHUBHBIX AaKTOB, PETIaMEHTHPYIOLIUX
Bonpocsl JIOY

+ JlokanbHbIE HOPMATUBHBIC aKTHI KAK OPraHU3allMOHHAsl OCHOBA AEJIONPOU3BOICTBA

* [Ipo6nems! perynupoBanus JOY

Kputepuu ouenku.

1. PackpbITBl OCHOBHBIE DJIEMEHTBHI aHANMTHUYECKOH padoTel (mo 1 Oamty 3a KaxIblit
apryMEHTHUPOBaHHBINA OTBET)

2. IlpennoxxeHsl BapHaHTHl pelieHus npobiem peryaupoBanus JOVY. (1-3 Gamia B
3aBHCHMOCTH OT 00OCHOBAHHOCTH MPEITI0KEHHOTO PELICHHS).

HOpMaTI/IBHO — 3aKOHOJATCJIbHBIC OCHOBBI CHUCTCMbI
ACIONPOU3BOACTBA

O0pazoBaTenbHBIE PE3YIIBTATHI:

YMeeT: UcHoNb30BaTh HAOOP PEKBUZUTOB JOKYMEHTa,
OTpaKalOIIMi ero OCOOEHHOCTH ¥ Ha3HAUCHHE,
CHCTEMaTH3UPOBATh  JIOKYMEHTEI o BUJIAM
yIIpaBJIEeHYECKOI JIeSITeNbHOCTH (ocHOBHas
JeSITEeNIbHOCTh, paboTa Mo JIMYHOMY COCTaBY M T.JI.)

KonrponbsHoe MeponpusaTue 1o pasneny 1

IIpumep 3aganus:

Ha ocHoBe u3yuenust coBpeMeHHbIX HanpasieHuil u popm OV npemnioxuTh cBOO
Mojens opranuzanuu 10V (B BUAe Npe3eHTALUH [TPOCKTA).

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

1. BoiOpano yupexieHue (npeanpusaTie) Ui AeMoHcTpanuu opranuzanuu J0Y.

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

3. OGocHOBaHa HEOOXOAMMOCTh H3MEHEHui (mocrosHcTBa) opranuzauuu JOY B
BBIOPAHHOM YUPEKACHUH (IIPEAPUSITUH).

4. Ilpemyioxxena cBos Mozenb opranuzanuu JJ0VY.

5. Mogens odopmiieHa B BUE NPE3CHTALUH NPOEKTa.

OO0pazoBaresibHbIE PE3YIbTATHL:

3HaeT: MpHU3HAKU U (QYHKIUH JOKYMEHTa; CTPYKTYPY
CHCTEM JOKYMEHTAallUH; COCTaB YHU(PHUIMPOBAHHON
CHCTEMBI TOKYMCHTAIHN.

3Haer: ycTpoiicTBa CO3TaHMS 3JIEKTPOHHOMH
yIpaBJIEeHYECKON nHpOpMaLIUH, 3JIEKTPOHHBIE
CIpaBOYHbIC  CIOYXObl  (BUIEOTEKa,  TEJIETEKCT,

TeneaBTorpad), KaHalIbl U CETH 3JIEKTPOHHON MOYTHI
JUIs IOBeIeHHUS MHPOPMAIMH 10 MOYHHEHHBIX.

YMeer: cucTeMaTH3UpOBaTh JTOKYMEHTHI II0 BHIaM
YIpaBICHUECKOMN JIeSTENbHOCTH (ocHOBHas
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JeSITENIbHOCTh, paboTa Mo JUYHOMY COCTaBy M T.1.),
HCIOJIb3Ysl HHPOPMAIIMOHHBIC TEXHOJIOTUH.

TIpoMexyTOYHBII KOHTPOJIb (KOJUYECTBO OAIIIOB)

Texymmii KOHTPOJIb MO pasaeiy «TexHonorun Bes

CHUS 1CJIONTPOU3BOACTBA B OPTAHU3AIUHA, YUPCKIACHUN>

1 | AyautopHas pabora

JlokyMeHTO00OpOT B OpraHu3aiu

2 | CamocrosTenbHas paboTa (00s3aTeIbHbIC
(hopmbl)

IIpumep 3aganms:

Hanwummre pa3BepHyThIii 0TBET Ha TeMy: «OCHOBHBIE 3TaIlbl IBUKEHHUS JOKYMEHTOB B
OpTaHU3ALNNY.

Kputepuu ouenku:

Kpurepuii / Ouenka Brimonuen Brimon He
HOJIHOCTBIO HEH BBITIOJTHEH
qacTH4
HO
PackpbITO OCHOBHOE IOHATHE 2 Gamna 1 Gann 0 6annoB
Iepeuncnens Bce 2 Gaya 1 6amn 0 GaymioB
COCTABJISIOIINE 3IEMEHTHI
(cTpykTypa) mpeameTa
(s1BICHMSA)
JlaHa XapaKTepUCTHKA 2 Gaya 1 6amn 0 GaymioB
COCTABJIIOIINX IICMEHTOB
(cTpyKTYpBI) IpeaMeTa
(stBIICHUS)

TexHomoruu BeIeHUAS JCJIOIIPONU3BOACTBA

O0pazoBaresbHBIE PE3YIbTATHL:

3HaeT: TpaBWiIa COCTaBJICHUS M OQOPMIICHHA
yNpaBIeHYECKUX JOKYMEHTOB IPU HCIIOJIb30BaHUU
TEXHUYECKHUX CPEJICTB.

3HaeT: Mpu3Haku U QYHKIMH JOKYMEHTa; CTPYKTYPY
CHUCTEM JOKYMEHTAllUH; COCTaB YHU(PHIMPOBAHHOM
CHCTEMBI TOKYMEHTAIHH.

3 | CamocrosTenbHas padboTa (Ha BEIOOD)

IIpumep 3aganus:

CoBepIICHCTBOBAHIE JIOKYMEHTOO0OpOTA!
JIOKyMEHTOB BHYTPH IPEIIPHUITHUSL.
Kputepun oneHkw: (BBIIOMHEHHE KaXKAOTO KPHUTEpUs OICHUBaeTCS B 2 Oamia, eciu
BBITMIOJIHEH IIOJIHOCTBIO, B 1 0a1, eciu BBINOIHEH YaCTHYHO).

1. Beibpano yupexxaenue (IpeanpusTue) Uit JeMOHCTpannu opranu3anuu JOVY.

2. Omucana cucreMa JOKyMEHTO000POTa B BEIOPAHHOM YUPEXKICHHHU (IIPEAIPUSITUN).

3. IIpoananu3upoBaHEl OCHOBHBIE 3TAITBI IBIKCHHUS JOKYMEHTOB B OpTaHHU3aIlUH.

4. PackpbIThl OCHOBHBIE HEJOCTATKH OpraHu3allud JOKyMEeHT000opoTa (000CHOBaHA
3 QEeKTHBHOCTE UCIIOIB3YEMOH CXeMBI TOKYMEHTO000POTa).

5. TlpenmoxeHbl CHOCOOBI COKpAIEHUS JOKYMEHTOOOOPOTa C IIENbI0 COKpaICHUs
BPEMEHH JBIKCHIUS JOKYMEHTOB B OpTaHN3aINH.

opraHusanuvs panuOHAJIBHOIO JABHKCHUA

TexHOoIoTHYN BEeACHUS 1EI0NPOU3BOICTBA

OO0pazoBaresibHbIE PE3YIbTATHL:

VMeer:  opraHu3oBath  JOKyMEHTOOOOPOT  Ha
OPEINpPUSTHNA,  UCIOJb3ys  OCHOBHBbIE  O(QHCHbIE
MIPOTPAMMBI: MicrosoftOfficeWord,

MicrosoftOfficeExcel u np.

6. Jlana oOLeHKa pealbHOCTH MPEIJIOKEHHBIX BapHaHTOB  palMOHAIM3ALNN
JIOKYMEHTO000pOTa.

KoHTponsHOE MeponpHATHE TO pa3nery 2 IIpumep 3ananus: O6pa3oBaTenbHBIC PEe3yIbTaTHI:
CocraBuTh MOJENb OPraHU3alMH JOKYMEHTOO0OpOTa (MCIONB3ys MaTephansl | YMeeT:  OpraHu3oBaTh  JOKyMEHTOOOOpPOT  Ha
KOHKPETHOTO MPEANPUSITHS WM COOCTBEHHYIO pa3paboTKy) MO OAHOMY M3 BBIODAHHBIX | NPEANPHSATHH, HCIOJB3YsS  OCHOBHBIE  O(DHCHBIC
HaNpaBIeHUH JIBWKCHUS JOKYMEHTOB (ABIDKEHHME BXOJSIIMX JOKYMEHTOB, MCXOISMINX | HPOIPaMMBI: MicrosoftOfficeWord,

JOKYMEHTOB, BHYTPECHHHUX ,HOKyMeHTOB). Brimonnsis 3amanue H606X0,HI/IMO OIpeaACINTb

COCTaB JIOJDKHOCTHBIX JIMI], YYacCTBYHOIIUX B 00pabOTKE M MCHOJIHEHHUH JTOKYMEHTOB;

MicrosoftOfficeExcel u ap.
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U3YYUTh CXEMbl [BIDKCHHS [OKYMEHTHBIX IOTOKOB opranm3auun. CoOCTaBHTH
oreporpamMMy JBHXKEHHs TOKYMEHTOB. OreporpamMma BXOMISIIMX IOKYMEHTOB JOJDKHA
OTpakaTh IEPEMEILICHIE JOKYMEHTOB OT MOMEHTA IIPHeMa 10 HOAIINBKU UX B /IS0 [IOCIE
3aBeplieHus ucnonHeHus. OmneporpaMma HCXOMIIUX JOKYMEHTOB JOJDKHA OTPaXKaTh
HepeMEIICHHE TOKYMEHTOB OT MOMEHTa MOATOTOBKH HX IPOCKTOB OO OTIPABKH HX H3
yupexxaenus. OmneporpamMma JBHKCHHS BHYTPSHHHX JOKYMEHTOB — OT MOMEHTa
HOArOTOBKH IPOEKTa JOKYMEHTA J0 HO/IIIBKH B JIEJI0.

KpuTtepun oueHkH (BbINOJIHEHUE KAXKIOT0 KPUTEPHs OlleHHBaeTcs B 2 (allia, ecan
BBINOJIHEH MOJIHOCTBIO, B 1 6211, €cJIM BHINOJHEH YACTHYHO).

1. Omnucana Mojenb OpraHM3allMd JOKYMEHTOOOopoTa (MCHONB3ys MaTephalbl
KOHKPETHOTO MPENPHSITUS MU COOCTBEHHYIO pa3paboTKy).

2. OmpejierneH COCTaB JODKHOCTHBIX JIMI, YYaCTBYIOIIMX B 00pabOTKE W HCIIOIHCHUH
JIOKyMEHTOB.

3. IlpencraBieHbl CXeMBI JBIKCHHUS JOKYMEHTHBIX TOTOKOB OPTraHH3aIlHH.

4. CocrapieHa omeporpamMMa JBIXKCHHUsI JIOKYMEHTOB C y4YETOM CTaHIAPTHOU CXEMBI
JIBIDKCHUSI TI0 BBIOPAaHHOMY HAIIPABIICHUIO.

5. TIpeu1o)KeHbl BAPUAHTHI ONTUMH3AIMN IBUKSHHUS TOKYMEHTOB B OpraHH3aI|H.

TIpoMexyTOYHBIH KOHTPOJIb (KOJUYECTBO OAIIIOB)

Texymmii KoHTpoJIb M0 pa3neny «CocraBiaeHue H opopMieHHe JOKYMEHTOB B OPraHU3aluu»

1 | AynutopHas paboTa - CoBpeMEeHHOE JIeJI0BOC THCHMO

OpraHu3alMOHHbIE TOKYMEHTBHI, HX COCTaBICHHE H
othopmiienre. PacropsuTenbHbIE  OKYMEHTBI, KX
cocTapJeHHe U 0hOpMIICHUE
WH(bOpMaLMOHHO-CIIPABOYHBIE  JOKYMEHTBI,  HX
COCTaBJIeHHE U 0(OpMIICHHE

KazpoBast mokymeHTarms

2 | CamocrosrensHas padora (00s3aTeNbHbIC Tpumep 3aganus: CocraBnenne u  oQopMIIEHHE JOKYMEHTOB B
(hopmeI) Hanmumure pasBepHyThli oTBeT Ha TeMmy: «OOmme TpeOoBaHUS K O(GOPMIICHHIO | OpraHU3aLUH
OPTaHM3AIMOHHBIX TOKYMEHTOBY.
Kpurepun onenku: OO0pazoBaresibHbIE PE3YIbTATHL:
Kpurepwmii / Onenka BrimosaeH Beimon He 3HaeT: 0COOCHHOCTH W CTHIHM O(HUIHAIBEHO-IETOBBIX
HOJIHOCTBIO HEH BBIIIOJTHEH TEKCTOB, IpaBuia O(OPMIICHUS [EI0BOr0 IHChMA;
qacTH4 IIpaBuiIa COCTaBIICHUS u odopmneHus
HO YIIPABIEHUECKUX JIOKYMEHTOB (S3bIKOBBIE (DOPMYIIBI
PackppiTO OCHOBHOE MOHSATHE 2 6amna 1 Gamn 0 6ammoB O(QHIHATEHEIX JOKYMEHTOB),
3HaeT: TMpaBWiIa COCTaBIEHHA M OQOPMIICHUS
IepeurcieHsl Bce 2 6amia 1 6amt 0 6a710B YIPaBJIEHYECKUX JOKYMEHTOB HPHU HCIIOJIb30BAHUH
COCTaBJISIFOIINE JIEMEHTHI TEXHUICCKUX CPCLCTB.
(cTpykTypa) mpeamera
(siBIICHMSA)
Jlana xapakrepucTruka 2 6amna 1 Gamn 0 6ammoB
COCTaBJIAIOIINX >JIEMEHTOB
(cTpyKTYpBI) IpeaMeTa
(s1BIICHMS)
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3 | CamocrosTensHas pabota (Ha BEIOOD)

Ipumep 3apanus: CocraBbre MpuKa3 00 uTorax padoTsl ¢ Jokymentamu B 2012 . 8 OAO
«Pomuna». B KOHCTarupyloomed 4YacTH YKaXHTE Ha HU3KYI0 TpeOoBaTelbHOCTh
PYKOBOIUTENEH MoApa3aeleH!i K KayeCTBY IMOATOTOBKH JOKYMEHTOB M KOHTPOJIS 3a UX
UCTIOJIHEHHEM. B pacnopsiiuTenbHOM 4acTH oOpaTuTe BHHMaHHE PYKOBOAWTENEH Ha
MOBBINICHHE TPEOOBATEIBHOCTH K pabOTHUKAM B YacTH pabOThI ¢ JOKyMeHTamu. JlaiiTe
3aJlaHie COTPYJIHHKY, OTBEUAIOIIeMy 3a JeJIONPOU3BOJICTBO, pPa3padboTarh Mephl IO
VIAYYIICHHUIO 3TOH paboTHI.

Kputepun onenku (BbInoJiHeHHE Ka)KI0ro0 KpuTepusi oleHuBaeTtcs B 1,5 6ayuia, ecin
BBITIOJTHEH MOJHOCTBIO, B 1 0aJL1, eCJTH BBHINMOJTHEH YaCTHYHO).

1.IIpukasodopmiieH Ha OnaHKe OpraHU3alMd W COJEPIKAT CIEAYIOIIHE PEKBH3HTHIL:
HaVMEHOBaHME OpraHU3alliH, HAUMEHOBAHUE BU/A JOKYMEHTA, JaTa, PernCTPALIOHHBIN
HOMEp, MECTO COCTaBJIEHHs, 3arOJIOBOK K TEKCTY, OTMETKa O KOHTPOJE, TEKCT, MOIIHICH,
BU3bI COTJIACOBAHMS U O3HAKOMJICHHUSI, OTMETKa 00 UCHONHUTENE (P HE0OXOIUMOCTH).
2. B xoHcTaTtupyromei 9actd oTpakeHbl (HaKThl U COOBITHS, MOCTYKHBIIHE OCHOBaHHEM
JUTSL M3/1aHKs TIPUKa3a.

3. B pacnopsiauTenbHOM 9acTH yKa3aHbl MPEIIICHIBAEMbIE PACTIOPSANTEIbHBIE JeHCTBHS
(3amaHust, TMOpPYYCHHUsS); HAUMEHOBAaHHE JOJDKHOCTEH, (aMHIMM W WHHULIKANBL JIUIL,
KOTOPBIM MOPYUYEHO BBHIMOJHEHHUE 3aJaHUI HJIM KOTOPBIE SIBISIIOTCS OTBETCTBEHHBIMH 3a
BBINOJTHEHUE TPHKa3a; CPOK HUCIIOTHEHUS MPHKa3a.

4. CoburosieH aaroput™ oopMIICHHS IPUKa3a.

Cocrasnenue 1 0(popMIICHHE TOKYMEHTOB B
OpraHu3aIH

OOpazoBareslbHbIE PE3YIbTATHL:

VMeeT: BECTH MAENOBYIO IEPEIHHCKY; HCIIOIb30BaTh
Ha0bOp PCEKBU3WTOB JOKYMEHTA, OTPAKAIOMMUII ero
OCOOCHHOCTH ¥ Ha3HAueHHE; CHCTEeMaTH3UPOBATH
JIOKYMEHTHI 110 BUJIaM YIIPaBICHYECKOH NesTeTbHOCTH
(OCHOBHasI IEATENIBLHOCTD, PA0OTa 110 IMYHOMY COCTaBY
U T.JA.); UCIONB3ys HH(POPMAIMOHHBIC TEXHOJOTHH,
HOJArOTABIMBATh IyOJINYHOE BBICTYIUICHHE: TEMa,
MOMCK Marepuajia, apryMEHTHpOBaHHe, Hadalo,
pa3BepTHIBAaHUE ¥ 3aBEPLICHHE.

KOHTpoJIBHOE MEpOIPHATHE IO pasaeny 3

TMpumep 3aganns: Ha matepuane uzBectHoro Bam mpeanpusitusi mpoaeMOHCTPUPYHTE
pea3anroo TEXHOJIOTHH OPTaHU3alluH JICTONPOU3BOJICTBA MPH MPUEME Ha BAKAHTHYIO
JIOJDKHOCTb.

Kputepun oneHku (BbINOJHEHNE KAXKIOT0 KpuTepus oneHuBaercs B 1 6asui, ecaun
BbINIOJHEH MOJHOCTHIO, B (0,5 0a/1a, ec/i BHINMOJIHEH YaCTUYHO).

OOpazoBaresibHbIE PE3YIbTATHL:

VMeer: CHCTeMaTHU3MpOBAThH JOKYMEHTHI IO BHAAM
YIPaBJICHYECKOH JIeATEIEHOCTH (ocHOBHAs
JeSITeIbHOCTB, paboTa Mo JUYHOMY COCTaBY M T.I.),
HUCIIOJIb3Ys I/IHCI)OpMaLlI/IOHHbIe TEXHOJIOI'H,; TPUMCHS S

1. Omucana CHTyalMsi W3MEHEHHWs JASSTEIbHOCTH OpraHW3alMy, OTPaKalolas | MporpaMMHoOe obecredyeHne, co3AaTh ypaBiIeHIeCKUe
HCO6XOI[I/IMOCT]) MPUBJICYCHUSA HOBBIX COTPYAHUKOB; JAOKYMCHTBI B aBTOMAaTH3UPOBAHHBIX TEXHOJIOTUAX

2. CdopmynuposaH nepeueHb TpeOOBaHMH K BAKAHTHOM JIOJDKHOCTH;

3. CocraBiieHa JINUHOCTHAS crielM(UKaUs I 0TOOpa HYXKHBIX COTPYAHUKOB;

4. BHeceHbI H3MEHEHHs! B TUIIOBYIO TOJDKHOCTHYIO HHCTPYKIIUIO;

5. Pazpabotana gopma aHKETHl Ha BaKaHTHYIO JIOJDKHOCTb U (hOpMa OLIEHOUHOTO

aucra,

6. CocragineH nmpuka3 1 0pOpMIIEH TPYAOBOH JOTOBOP

7. OdopmiteHbI IMYHOE JeN10, JIMYHAs KAPTOUYKA H TPYI0Bask KHHKKA,

ITpomexkyTOUYHBII KOHTPOJIb (KOJIMUECTBO OaIoB)

Texymmii KOHTpOJIbL MO pasaenay «Homenkiarypa nen»

1 | AynutopHas paboTa

O6ume TpeboBaHUS K CUCTEMAaTH3aUN TOKYMEHTOB U
(hopMHpOBaHUIO NN
[TonroToBKa JIOKyMEHTOB K apXUBHOMY XPaHEHHUIO

2 | CamoctosrtensHas padora (00s3aTenbHbIE
hopmer)

IIpumep 3aganus:

Hanumure pa3pepHyThii 0TBET Ha TeMy: «OCOOEHHOCTH COCTaBIEHUSI HOMEHKIATYPBI €T
OpraHM3aLUn».

Kpurepuu oneHKu: cM. BBIILE.

HomenknaTypa nen opranuzanuu

OO6pa3zoBarenbHbIC PE3yIbTATHL:

3HaeT: MpU3HAKU U (QYHKIMM TOKYMEHTA; CTPYKTYpY
CHCTEM JOKYyMEHTAIlWH; COCTaB YHU(PHIMPOBAHHON
CUCTCMbI IOKYMCHTAIINH,
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3Haer: ycTpoiicTBa CO3aHUs 3JIEKTPOHHOK
YIpaBJICHYECKO nHdopmaruy, AIICKTPOHHBIC
CIpaBOYHBIC  CIOYXObl  (BHICOTEKa,  TEJETEKCT,

TeneaBTorpa(b), KaHallbl U1 CCTH SHCKTpOHHOﬁ IIOYThI
JJIA TOBCOCHUA I/IH(I)OpMaL[I/II/I J10 IMMOTYMHCHHBIX.

3 | CamocrostensHas pabota (Ha BEIOOD)

IIpumep 3amanus: CocTaBUTh ONKMCH Ha Jeiia (IIOCTOSTHHOTO W BPEMEHHOTO XpaHEHUs,
MoJyIeXalye clade B apXuB — Ha BbeIOOp). OmnpenenuTsh MOCIEN0BATENLHOCTD
PAcIONOKEeHUsI JIel B OMHCH, COCTaB JOJDKHOCTHBIX JIMI[, NPHHHMABIIMX y4YacTHE B
COCTaBJICHUH, BU3UPOBAHUH U COTJIACOBAHUH 3THX IOKYMEHTOB

Kputepuu onieHKH (BBIOJHEHUE KaXKI0TO KPUTEPHS OlicHUBaeTcs B 1 Gasun).

1. CocraBieHa onuch Ha Jena.

OOpazoBareslbHbIE PE3YJIBTATHL:

VYMeeT: CHCTEMaTH3MPOBATh JOKYMEHTHI II0 BHJAAM
yIPaBJICHYECKOH JeSTENbHOCTH (ocHOBHas
JeATEIBHOCTh, paboTa 10 JINYHOMY COCTaBY H T.I.),
UCHOJB3Ysl MHQOPMALIMOHHBIE TEXHOIOTUH; TIPUMEHSIS
IporpaMMHOE 00eCIIeueHUE, CO3aTh yIPaBICHUCCKUE

2. OmnpeeneHa NoCcIeA0BaTeNbHOCT PACIIONIOKEHHUS A€M B OIIUCH. JOKYMEHTBI B aBTOMaTU3UPOBAHHBIX TEXHOJIOTHUAX; Ha
3. OmnpeJeneH cocTaB AOJDKHOCTHBIX JIML, IPUHUMABIIUX y4acTHE B COCTABICHHH, | OCHOBE IIPOrpaMMHOIO obecreyeHust
BU3UPOBAHUU U COTNIACOBAHUM 3TUX JOKYMEHTOB. KITacCH(PUINPOBATh U CHCTEMATH3UPOBATh JOKYMEHTEI
4. CocraBiieHa HTOTOBas 3aIlUCh. Ha CTaauy uX 00pabOTKH U XpaHEHUs

5. BHyTpeHHss 0NKCh NOANUCAHA COCTABUTENEM.

KOHTpoJIBHOE MEpOIPHATHE IO pasneny 3

IIpumep 3aganus:

CocTaBUTh HOMEHKIIATYPY J1€1 KOHKPETHON OpTaHN3alnun

Kputepuu oneHku (BBINOJHEHHE KaXIOTO KPUTEpUS OLIEHUBAaeTcs B 2 Oajuia, eciiu
BEITIOJTHEH MOJTHOCTHIO, B 1 0a, eciu BRINIOTHEH YaCTHYHO).

1. BriOpano yupexxaeHue (IpeArnpusiTue) Uil COCTaBICHUS! HOMEHKIIATYpPhI Je]l.

2. IIpencraBneHo  IMITaTHOE  pacHHMCAHWE JUIL  ONpPEACNICHHS  CTPYKTYpHI
HOMEHKJIaTypHI Je.

3. 3amomHeHB! Tpadbl TAOTHIEI OCHOBHOM 9acTH HOMEHKIIATYPHI JeT.

4. IMpuBeneHa nToropas 3amuch O KaTErOPHUAX U KOJIHMUYECTBE 3aBEICHHBIX A€

5. HomeHkuaTypa yTBepx/ieHa pyKOBOJUTEIEM OpraHU3aluy.

OOpazoBaresibHbIE PE3YIbTATHL:

VYMeer: CHCTEeMAaTH3UPOBaTh MOKYMEHTHI MO BHAAM
yIpaBJIeHYECKOi JIeSITEIbHOCTH (ocHOBHas
JesATENbHOCTh, paboTa MO JINYHOMY COCTaBy H T.I.),
UCTIOJB3YsI HHPOPMAIIHOHHBIC TEXHOJIOTHHU; TIPUMEHSIS
porpaMMHoe 00ecIeueHne, CO30aTh yIPABICHUCCKIE
JIOKyMEHTBI B @aBTOMAaTU3UPOBAHHBIX TEXHOJOTHSIX; Ha
OCHOBE POrpaMMHOTO obecreueHust
KﬂaCCl/I(i)I/ILU/IpoBaT]) 1 CUCTEMATU3HUPOBATH JOKYMCHTBI
Ha CTaauH UX 0OpabOTKH W XpaHCHUsS; OPraHU30BaTh
JOKyMEHTOOOOPOT Ha MNPEINpUATHH, HCIOJb3Ys
OCHOBHBIC oucHbIe POrPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.;
OCYIIECTBIIATh  apXHBHPOBAaHHE  YIPABICHYECKUAX
JOKYMCHTOB C IMOMOIIBIO KOMIBIOTCPHBIX IIPOTPaMM;
MOoAroTaBJIMBATh JOKYMCHTHI K XpaHCHHUIO, UCIIOJIb3Ys
OCHOBHBIC oucHbIe POrPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

ITpomesxyTOoUYHBII KOHTPOJIb (KOJIMUECTBO OaIoB)

IIpomesxyTouHasi aTTecTarus

IIpencrapieHsl B (OHAE OLIEHOYHBIX CPEJICTB Ui IPOMEKYTOYHOM aTTECTALMH 10 JUCIUILITHHE
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