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PaGouas nporpamMma aucuMMIMHb «/lOKYMEHTHpOBaHHE YrpaB/ieHYecKo
ACATENBHOCTHY paspaGotana wa ocHose ®I'OC BO 38.03.02 Menepxmenr,
YTBEPKACHHOIrO npuKazoMm Munncrepersa Hayku M Boicwero obpazoBaHus
Poccuiickoit Menepaumnu 12 asrycra 2020 r. Ne 970,

ABsTOp: ,
A.3.H., npodeccop M B.A. Becnianbko

Pabovas nporpamma 00CyX/ieHa M PeKOMEeHI0BaHa K YTBEPK/CHHIO pellieHHeM
kadenps! ynpassenns u MapkeTuHra ot 10.04.2023 r., nporokon Ne 19.

3asenytoumit kadeapoii / = 4

A.3.H., npodeccop — A.B. Tonmayes

Paboyas nporpamma onobpena wa 3acenammm METOJIHYECKOH KOMHCCHH
SKOHOMHYECKOro (akynbrera, mpotokon ot 10.05.2023 r. Ne 11.

Ilpencenarens o
METOJHYECKOH KOMMCCHH /

A.3.H., npodeccop 4‘ A.B. Tonmaues

PykoBoaurens
OCHOBHOH mnpodeccHoHanbHOM

obpa3oBate/bHOI NporpaMMsl /
K.3.H., JOUEHT /g M. I'. Uanosa




1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBaHUE YIIPABICHUYECKON Jes-
TEIBHOCTH» SIBJSIETCS (DOPMHUpOBAHHE KOMIUIEKCA 3HAHUNA 00 OpraHU3allMOHHBIX,
HAayYHBIX M METOJIMYECKHX OCHOBAX JIOKYMEHTHPOBAHUS YIPaBICHUYECKOW es-
TETBHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpUATUS C HUC-
II0JIb30BAHUEM COBPEMEHHBIX aBTOMAaTHU3UPOBAHHBIX TEXHOJIOTHI B YCIOBMSX WH-
HOBALIMOHHOT'O Pa3BUTHS.

3agauM QIMCUMIIMHBI

— (opmupoBaHuE YMEHUHN U HABBIKOB B 00JIACTH CO3/1aHUS YIIPABICHUECKUX
JIOKYMEHTOB, 00JIaAal0MUX IOPUIUIECKON CHIION U CIIOCOOHBIX C B YCIYKUTh (-
(PEKTUBHBIM MEXaHHU3MOM pEaIM3alUy YIPABIECHYECKUX PELIECHUH, a TAKXKE MOIY-
YEHUE 3HAHUI O IPHUHIMIAX PAalMOHAIBHONW OPraHU3alUu PadO0ThI C JOKyMEHTaMHU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOTO (POHIA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITY>KObI MPEANpPUATUN, YUPEXKICHUNH U OpraHu3aluil B
YCIIOBHSIX PEANIM3alMi MHHOBALMOHHBIX PEIICHUN;

— YCBOEHHE OCHOBHBIX HOPMATHMBHO-METOJUYECKHUX MATEPHAIOB IO JIOKY-
MEHTHUPOBAHUIO YIPABIECHYECKON NIEATEIbHOCTH; CYIIECTBYIOIIMX CTaHAAPTOB IO
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(DUIIMPOBAHHBIX
CUCTEM JOKYMEHTAIIHH;

— (OpMHpPOBAaHUE HABBIKOB COCTABIICHHSI M PEIAKTHPOBAHUSA CITYKEOHBIX
JOKYMEHTOB B COOTBETCTBHM ¢ HOBbIMU poccuiickumu I'OCTamu.

2 llepeyeHp IUIAHUPYEMBIX pe3yJabTATOB O00y4YeHHMS] IO
AUCHMILVINHE, COOTHECEHHBIX ¢ IUIAHUPYEMBIMH PpPe3yJibTaTaMHu
ocsoenusi OIIOII BO

B pe3yJabTaTe ocBOeHHS THCHUILTUHBI (OPMHUPYIOTCS cieayonue KoM-
neTeHunu:

OIIK-2. Cnocoben ocymecTBIsTh cOop, o0pabOTKy W aHadW3 AaHHBIX,
HEOOXOJOUMBIX JJIi pEIIeHUs TIOCTaBJICHHBIX YIPaBJIEHYECKUX 3a4ay, C
UCIIOJIb30BAaHUEM  COBPEMEHHOIO  HMHCTPYMEHTapus M  UHTEIUIEKTYaJbHBIX
UH(GOPMALMOHHO-aHATUTUYECKUX CUCTEM.

3 Mecto nucunmuiuibl B cTpykrype OIIOII BO

«JlOKyMEHTUPOBAaHHE YNPABIEHYECKOW AEATEIBHOCTH» SBISETCS JOUCLH-
winHou o6s3arensHol yact OITOIT BO nmoarotoBku oOydaroumuxcsi o Hampas-
nennto 38.03.02 MeHemKMEHT, HanpaBiIeHHOCTh «IIpOW3BOICTBEHHBIN MEHEIXK-
MEHT.



4 OobeM TUCHMILIHHBI (72 yaca, 2 3a4eTHBIE €IUHMIIBI)

O0OBeM, yacoB

Bupl yue6HOM paboTh
Ounas OuHo-3a04Has

KonTakTHas padora 35 15
B TOM YHCIIE:
— ayIMTOpHAs 10 BUJAM Y4EOHBIX 3aHATHH 34 14

— JICKLIUU 18 6

—— NpaKkTHYECKUe 16
—— BHEAyIMTOpHAs

—3ay4er
CamocrosiTejibHas padoTa 37 57
HUToro no aucuuninHe 72 72

B TOM 4HCJIC B (I)opMe HpaKTquCKOﬁ IIOATOTOBKH

5 Conep:xanue JUCUUILIAHBI

[To uToram n3y4yaemMoi TMCHUILTMHBI O0Y4YaOIIHUECs CAAIOT 3a4eT.
JucuuniauHa u3ydaercs Ha 2 Kypce, B 3 ceMecTpe 1o yueOHOMY IJIaHy O4-
HOW (popmbl 0OyueHus1, B 3 ceMecTpe 1o y4eOHOMY IJIaHy OYHO-3a0YHOM (OpMbI

oOyJeHus.

Conep:kanue ¥ CTPYKTYpPa IMCHUIIMHBI 10 09HOI (popMe 00yueHus

Bunsbl yueOHo#i paGoThl, BKJIIOYAsi CAMOCTOS-
TeJIbHYIO Pa0doTy CTYIe€HTOB M TPY10eMKOCTh
% = (B yacax)
S
= 5| = B TOM B TOM
SE|S
Ne Tema. o3 quCcIe B qucie B
=3 | = Camo-
n/n OCHOBHBIE BOIIPOCEHI 52| 2| ek ¢dopme | Ilpaktu- | dopme cros
2z | ¢ IPAaKTH- | YecKHe | MpaKTH-
& 2 LUH . . | TenpHas
YeCKOH | 3aHATUS | UYECKOU
pabora
oJIro- MOJro-
TOBKH TOBKH
BBenenne B IHCHMIUIMHY: JOKY-
MEHT B cHCTeMe YIPaBJIeHMsI
[Ipenmer, 3agaum, CTPyKTypa IucC-
LUTUTAHBL. JlokyMeHTHpOBaHHE
1 |ympaBneHueckoir  gesitenbHocTH, | OIIK-2 | 3 1 - - - 2
opraHuzanus paboTbl C JIOKYMEH-
tamu. OCHOBHBIE HWCTOPHYECKHE
3Tambl Pa3BUTHUS JIEJIONPOM3BOICTBA
B Poccun.
YHudukanus U cTaHAAPTH3ANMA
ynpaBJieHYeCKHX TOKYMEHTOB
VYaudukanuss W CcTaHAApPTHU3AIUSL.
2 | Yaudukauus goxkymeHToB no ¢op-|OIIK-2| 3 1 - - - 2
Me H cocraBy. YHuukamus Oy-
MaxHbIX QopmatoB (A3, A4, AS,
A6).
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Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

B TOM
qucie B
dopme
MPaKTH-
4ecKoi
MOJIro-
TOBKH

IIpaktu-
YECKHE
3aHATUA

B TOM
qucie B
hopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAs
pabota

OKIIO, OKV]J, OKOHX. Tocy-
JapCTBEHHAsl CHCTEMa JOKYMEHTa-
IIMOHHOTO O0EeCTeUYeHHs YIpaBiie-
nus (CCAO0Y).

OcHoBHbIE TpaBWiIa odopmiie-
HUSl YNPABJEHYECKHX [TOKYMEH-
TOB

®opMynsip AOKyMeHTa. TumoBoi
¢dbopmynsap noxkymenra. Dopmysip-
obpasel. PEekBU3UT TOKYMeEHTa.

OIIK-2

Oco0eHHOCTH  COCTABJIEHMSI U
o(popMiIeHUSI OPraHU3ALMOHHO-
pacnopsAUTEIbHBIX IOKYMEHTOB
Opranu3amuoHHO-
pacnopsiiuTeNbHAs JTOKYMEHTAITHSI.
Opranu3aioHHbIe JIOKYMEHTBHI.
PaCHOpHI{I/ITGHLHbIC JOKYMCHTEIL.
I[OKYMCHTI/IPOBaHI/IC WHHOBAaIlMOH-
HBIX TIporieccoB. JloKyMeHTHpoBa-
HUE pa3pabOTKH U pealn3aiiy MH-
HOBAIlMOHHBIX ITPOCKTOB.

OIIK-2

OcoOeHHOCTH  cOCTaBJICHHS W
oopMieHHs CIIPaBOYHO-
HH(OPMALIMOHHBIX U CIPABOYHO-
AHAJINTHYECKUX TOKYMEHTOB
CrnpaBouHO-MH()OPMAIIMOHHBIE 10-
KYMEHTBI. CrnpaBouHo-
aHAJIMTUYECKHE JIOKYMEHTBHI.
CrpaBka Kak OCHOBHOH JOKYMEHT
JNaHHOTO Tuna. JlOKyMEHTHpPOBaHHE
KOJUIETHATILHOU JeaTenbHoCTH. J[o-
KIaJHple W OOBSICHUTENbHBIE 3a-
MUCKHU. 3asIBICHHUE.

OIIK-2

Cay:xeOHasi KOppeCIOHACHIMS

CnyxebHas KOPPECTIOH/ICHIIHSI.
Pa3HOBHIHOCTH [€MOBBIX IIHCEM.
Jlornueckas cxema pPacroJIOKEHHS
nH(popMaIuu B mHchMax. Mexmy-
HapoJHble nuchMa. JIOKyMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BaHNEC MHHOBAITMOHHBIX pemeHHﬁ.

OIIK-2

JIoKyMeHTBI 110 JIHYHOMY COCTABY
U BeJeHHE KaAPOBOii JOKyMeHTa-
{7001

JIOKyMEHTBI MO JIMYHOMY COCTaBYy
(mepconaiy).

TpynoBoit

KOHTPAkKT (JIOTOBOD).

OIIK-2
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pabota

[Ipuka3pl O JIUYHOMY COCTaBy H
KaJpOBBIC TPHKA3bl, WX OTIWIHS.
Pesrome kak HOBBIM BUA TOKYMEH-
Ta.

TpedoBaHusA K TEKCTY T0KYMEHTAa
S3bIK U CTWIb CJIYyXKeOHOro [10-
KyMeHTa

Jlornueckas CTpyKTypa TeKcTa AO-
KyMeHTa. SI3BIK U CTHJIb CIyXeO-
HbIX JOKyMeHTOB. OdunuanbpHo-
JIEJIOBOM (DYHKITMOHATIBHBIA CTHIIb.
OKCTPaIMHIBUCTHUECKUE MTPU3HAKU
cruns. MTHPOPMAaTHBHOCTD U JIAKO-
HUYHOCTh KaK KOHKYpHPYIOIIHe
XapaKTePUCTUKU TEKCTOBOI'O IOKY-
MEHTA.

OIIK-2

CucreMaTusauusi J0KYMEHTOB W
HX XpaHeHue

Cucremarusanus JIOKYMCHTOB.
I'pynnupoBka JOKYMEHTOB B IIEp-
BUYHBIC KOMIIJIICKCHI. HOHHTI/IC
«aemno». [TpuHnumne! GopMUpOBaHUS
nen. Homenknarypa jaern npeanpu-
stus. Ilepenaya 1OKyMEHTOB B ap-
xuB. IHHOBanuu B 00J1aCTH CHUCTE-
MAaTH3alM{ TOKYMEHTOB.

OIIK-2

10

Opraau3anusi 1eJONpou3BOACTBA
B YUpeKIeHUH

CTpyKTypHBIE MoJIpa3AeIeHus,
OCYIIECTBJISIONIHE JOKYMEHTO000-
pOT B yUpexJIeHUH. JIOKyMEHTHI,
periaMeHTupyronme — pabory B
yupexneHun. MHcTpyknus mo ne-
JIOITPOU3BO/ICTBY. Opranu3arnus
JICJIONPOU3BOJICTBA B YCJIOBUSIX WH-
HOBAIIIOHHOTO Pa3BUTHUS TIPEATPH-
SITUSL.

OIIK-2

11

Hcnonb3oBaHue  COBpEeMEHHBIX
HHHOBALMOHHBIX  KOMIbIOTEp-
HBIX TEXHOJOTHH B JOKYMEHTO-
000poTe yupesKaeHuid, npeanpus-
THIH, OpraHU3anui

KoMnproTepHble TEXHOJIOTHU JIENO0-
MIPOM3BOJACTBA B AHTHKPU3HCHOM
YIpaBIeHUH, TEeNH, 3a/1a4w,
HanpasiieHus. OCHOBHBIE TOHSTHA
WHGOPMALMOHHBIX  TEXHOJIOTHI.

OIIK-2




Buabl yue6Hoi paGoThl, BKIWOYAsi CAMOCTOS-
TeJILHYIO PadoTy CTYI€HTOB H TPY/10eMKOCTh

-5}
= (B yacax)
Z = | = B TOM B TOM
=55
Ne Tewma. 22 8 4yHucIie B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI E e |3 ek ¢dopme | Ipaktu- | dopme cTos
s = © MPaKTH- | YECKUE | MPaKTH-
& 2 105071 . . | TembHas
YECKOW | 3aHATHA | YECKOi
pabota
MOJIr0- MOJIr0-
TOBKHU TOBKHU
O030p OCHOBHBIX TIPOTPAMMHBIX
npoaykroB: Microsoft Windows;
Microsoft Office (Bxmrouaer Word,
Excel, PowerPoint). MuHoBanuoH-
HbI€ CHCTEMHBIE W TIPUKJIAJHBIC
MPOrpaMMHBIC CPEACTBA aBTOMATH-
3MPOBAHHOTO pabouero mecra. AB-
TOMaTH3aIHs JOKYMEHTO000pOoTa.
Htoro 18 - 16 - 37

ConepskaHue U CTPYKTYpPa JUCHMILIMHBI 10 0YHO-32049HOI ¢opme 00yUe-

HUA
Buasbl yueOHo#i paboThl, BKJIIOYASI CAMOCTOSI-
TeJbHYIO PA0OTY CTYI€HTOB U TPYA0EMKOCTh
g = (B yacax)
2=
= = | & B TOM B TOM
Ne Tema. SECI qucye B YHCIE B | o
n/n OCHOBHBIE BOIIPOCEHI E e |3 T dopme | Ilpaktu- | dopme
22 | O npakru- | weckue | mpaktu- | 0T
o = I yeckoit | samamusa | weckoit | on o
OJITO- MOJIro- patora
TOBKHU TOBKH
BBeneHue B AMCHMIUIHHY: JOKY-
MEHT B CHCTeMe yIpaBJIeHus
IIpenmer, 3agaum, CTpyKTypa JucC-
[UTUTAHBL. JlokyMeHTHpOBaHwe
yhopaBiieHYecKoi  gesitenbHocTH, |OIIK-2 | 3 - - - - 4
| |opraHnsaLus paboThl C JOKyMEH-
tami. OCHOBHBIE HWCTOPHUYECKHE
ATarbl Pa3BUTHs IEJIOMPON3BOICTBA
B Poccun.
YHaudukanusa U cTaHgapTU3ALMSA
ynpaBJieHYeCKHX TOKYMEHTOB
YHubukamuss © CcraHAapTH3AISL.
Yaudukanus J0KyMeHTOB 10 dop-
Me H cocraBy. YHudukamus Oy-
2 |maxnbix (opmaroB (A3, A4, AS5,|OIIK-2| 3 - - - - 4
Ab).
OKIIO, OKY, OKOHX. Tocy-
JapCTBEHHAsl CHCTeMa JOKyMEHTa-
LHUOHHOTO oO0ecreueHus YIpaBJe-
uus (I'CHOY).
3 OcHoBHBIe mpaBWwia odgopmie- OnK-2 | 3 1 ) 1 ) 4
HHUSl YNPAaBJIEHYECKHX JOKYMEH-
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OCHOBHBIE BOTIPOCHI

dopmupyemble
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hopme
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4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAs
pabota

TOB
@opMysisip AOKyMeHTa. TumnoBoi
¢dopmynsap mokymenra. Gopmynsp-
obOpasel. PekBU3UT JOKYMEHTA.

Oco0eHHOCTH  CcOCTaBJIEHHUS U
oopmiieHus1 OPraHM3alUOHHO-
pacnopsiauTeJbHbIX JOKYMEHTOB
Opranu3anuoHHO-
pacnopsiiuTeNnbHAs JTOKYMEHTAITHSI.
OpFaHI/I3aHI/IOHHLIe JOKYMCHTEIL.
PaCHOpHILI/ITGHBHI)IC JOKYMCHTEIL.
JlOKyMeHTHpOBaHHE WHHOBAIHOH-
HBIX TporeccoB. JlOKyMEHTHpOBa-
HUE pa3pabOTKH U pean3aliy MH-
HOBAIIOHHBIX IPOEKTOB.

OIIK-2

OcoOeHHOCTH  cOCTaBJICHHS W
o(popMIeHHS CIIPABOYHO-
HH(OPMALMOHHBIX U CIIPABOYHO-
AHAJUTHYECKUX I0OKYMEHTOB
CrnipaBouHO-HH()OPMAIIMOHHBIE J10-
KYMEHTBI. CrnpaBoyHoO-
aHATMTUYECKUE JOKYMEHTBHI.
CrpaBka Kak OCHOBHOH JOKYMEHT
JaHHOTO Tuna. JJokyMeHTHupoBaHUE
KOJUIETHAJILHOU JeaTenbHOoCTH. J[o-
KJIaZHele W OOBSICHUTENbHBIE 3a-
MMCKU. 3asBIICHHE.

OIIK-2

Cay:xe0Hasi KOppeCcHOHIEeHIUS

CayxebHas KOPPECHOHICHIIHA.
Pa3HOBHIHOCTH [1€OBBIX IIHCEM.
Jlornyeckass cxeMa pacroIOKEHUS
WHpOpPMAILIUK B MHCbMax. Mexuy-
HapoJHbIe MUCbMa. JIOKyMEHTBI 110
JUYHOMY cocTaBy. JlOKyMEHTHpO-
BaHUE MHHOBAIITMOHHBIX pemeHHﬁ.

OIIK-2

JlOKYMEHTBI 110 JTUYHOMY COCTaBY
U BelleHHe KaJPOBOi 1OKyMeHTa-
1(7001

JIOKyMEHTBI 10 JINYHOMY COCTaBY
(mepconaiy).

TpynoBoit KOHTpakT (IOTOBOD).
[Ipukasel O JMYHOMY COCTaBy H
KaJIpOBbl€ TNPUKa3bl, UX OTJINYMSL.
Pesrome kak HOBBIM BUA TOKYMEH-
Ta.

OIIK-2

TpedoBaHus K TEKCTY T0KYMEHTa
S3bIK U CTWIb CJIYKeOHOro J10-

OIIK-2
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OCHOBHBIE BOTIPOCHI
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(B yacax)

Jlex
107070

B TOM
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qucie B
hopme
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4eCKOU
MOJIro-
TOBKH

Camo-
CTOSI-
TeNbHAs
pabota

KYMEHTa

Jlormdeckas cTpykTypa TekcTa HO-
KyMeHTa. SI3bIK M CTHJIb CITyKeO-
HBbIX JOKyMeHTOB. OdunumanbpHo-
JeN0BOM (DYHKITMOHATIHHBIN CTHIIB.
OKCTPaTUHTBUCTUYECCKUE MTPU3HAKU
ctiiiss. HPOPMATUBHOCTL ¥ JIAKO-
HUYHOCTh KaK KOHKYpPHPYIOIIHE
XapaKTePUCTUKH TEKCTOBOTO JOKY-
MEHTA.

Cucremaruzanms AOKYMEHTOB W
UX XpaHeHHUe

CI/ICTCMaTI/I?;aHI/Iﬂ JOKYMCHTOB.
I'pynnupoBka JOKYMEHTOB B IIEp-
BUYHbBIE KOMIUICKCHI. [onsitue
«aenoy. [Ipunnuner popmupoBanus
nen. Homenknartypa pen npennpu-
stus. Ilepenaya 1OKyMEHTOB B ap-
xuB. VHHOBanuu B objactu cucre-
MaTHU3aliU JOKYMEHTOB.

OIIK-2

10

Opranan3anus 1eJONpPOU3BOACTBA
B YUpe:KIeHUH

CTpyKTypHBIE MoJIpa3AeIeHus,
OCYIIECTBJISIONINE JOKYMEHTO000-
pOT B yUpexJIeHUH. JIOKyMEHTHI,
pernmamMeHTupyromme  padory B
yupexaeHuu. HMHcTpyknusa no ne-
JIOITPOU3BO/ICTBY. Opranu3arnus
JIEIONPON3BOJICTBA B YCIOBUSIX WH-
HOBAIIIOHHOTO Pa3BUTHUS TIPEATPH-
SATHA.

OIIK-2

11

Hcnoab3oBaHue  COBPEMEHHBIX
HHHOBALMOHHBIX  KOMIbIOTEP-
HBIX TEXHOJIOTHIl B JTOKYMEHTO-
000poTe yupe:kaeHuil, npeanpus-
THI, OpraHu3auuni

KommnbrorepHble TEXHOJIOTHH JIEJI0-
MMpoOn3BOJICTBA B AHTUKPHU3HNCHOM
yIpaBJICHHH, eIy, 3aj1a4u,
HanpasieHus. OCHOBHBIE MOHSTHA
MH(OPMAITMOHHBIX TEXHOJIOTUH.
O0630p OCHOBHBIX MPOTPAMMHBIX
npoxaykroB: Microsoft Windows;
Microsoft Office (sxmouaer Word,
Excel, PowerPoint). MunoBammoH-
HBIE€ CHCTEMHBIE W TPHUKIATHBIE
pPOrpaMMHBIE CPEJCTBA aBTOMATH-

OIIK-2




Buasbl yueOHoi#i paGoThl, BKJII0YAsi CAMOCTOSI-
TeJbHYI0 Pa00Ty CTY€HTOB U TPYA0EMKOCTh
-5}
B Yacax
o] E ( )
Z = | = B TOM B TOM
=55
Ne Tewma. 22 8 4yHucIie B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI E e |3 ek ¢dopme | Ipaktu- | dopme cTos
s = © MPaKTH- | YECKUE | MPaKTH-
g 105071 . . | TembHas
S YeCKOW | 3aHATHA | YECKON
pabota
MOJIr0- MOJIr0-
TOBKHU TOBKHU
3UPOBAHHOTO pabdodero Mecra. AB-
TOMaTH3aIHs JOKYMEHTO000pOoTa.
Hroro 6 - 8 - 57

6 IlepeyeHb yueOHO-MeTOAUYECKOI0 OOecleYeHUus Js CaMo-
CTOATEJIbHOM PadoThl 00YYAKOIIMXCS M0 JUCIHUTIIHHE

N. T'. UBanoBa JlIOKyMEHTHPOBAHHE YIPABIECHYECKOU AEATEIBHOCTH: METO/,.
ykazanus / coct. W. I'. UBanoBa. — Kpacnomap: Kyol'AY, 2021. — 77 c. — Pexxum
noctyna: https://edu.kubsau.ru/mod/resource/view.php?id=10227

/ @OH OLIEHOYHBIX CPEACTB VISl MPOBeIeHNs MPOMEKYTOYHO
aTTecCTAlUU

7.1 IlepeyeHb KoMIEeTEeHUMI ¢ YKa3aHHeM TanoB uX (JOPpMUPOBAHNS B
npouecce ocsoennsi OITIOITI BO

Otansl GOpMUPOBAHUS U IPOBEPKH YPOBHS CHOPMUPOBAHHOCTU KOMIIE-

Howmep cemectpa™
P P TEHIMI M0 AMCHUIUIMHAM, TpakTHKaM B nporecce ocBoenus OI1OIT BO

OIIK-2. CniocoGeH ocyecTBIATh cOop, 00pabOTKy 1 aHaJIN3 TaHHBIX, HEOOXOIUMBIX JUIS pe-
IICHUS TIOCTABJICHHBIX YIPABIEHYECKUX 33144, C UCIIOJIB30BAHUEM COBPEMEHHOTO HHCTPYMEH-
Tapus ¥ MHTEJJIEKTYaJIbHBIX MH()OPMAITMOHHO-aHATMTHYECKUX CHCTEM

1 WNnpopmarnka

Marematuka

=
N

O3HakoMHUTEIIbHAS PAKTUKA

Crarucruka

MapkeTuHr

AHaJN3 CUCTEM YIIPaBICHUS

Hokymenmuposanue ynpasnenyeckoul 0esimeabHoCmu

[{udposble 1 MHPOPMAIMOHHBIE TEXHOJIOTHH B MEHEPKMEHTE

praBJ’ICHI/IC PpUCKAMU

O NP WWWWIN

DdrHaHCOBBIA MEHEIKMEHT

8 BrimonHeHune u 3amuTa BeITYCKHOW KBAIM(DUKAIIMOHHOM paboThI

* HOMep ceMecTpa COOTBETCTBYET 3Tany (OPMUPOBAHHS KOMIETEHLIUU
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7.2 Onucanne moka3zaTejieil W KpUTepUEeB OLEHUBAHUS KOMIETEeHIHIt
HA Pa3jIMYHBbIX dTanax ux GopMupoBaHUs, ONMCAHUE IIKAJIbI OLEHUBAHUSA

[TnanupyemMbie pe3yiib-
TaThl OCBOECHHS KOMIIE-
TEHIUHU (MHIAKATOPHI
IOCTHOKEHHS KOMIIE-
TEHIINH )

YpoBeHb OCBOCHUS

YIOBJIETBOPH-

HEY/I0BJICTBOPH-
TEIHHO
TEHHO
.| (MHHUMAaIB-

(MUHUMATHHBIHA N

HBIIA, TOPOTO-
HE JIOCTUTHYT) %

BBII)

XOPOIIIO
(cpemuutii)

OTJIIMYHO
(BBICOKMIT)

OneHouHoe
CPEelCTBO

OIIK-2. CnocodeH ocymiecTBJIATH cO0P, 00padoTKY M aHAJM3 JAHHBIX, HEOOXOTUMBIX /IJIsI peLIeHUst
MOCTABJIEHHBIX YIIPABJIeHYECKHX 32124, C HCIO0Jb30BAHUEM COBPEMEHHOI0 HHCTPYMEHTAPHUS M HHTEJI-

JICKTYaJbHbIX mul)opMaunonﬂo—aﬂaﬂnanecxnx CHCTEM

WHauKaTopsl JTOCTHKEHUS
KOMIIETEHIIUH

OIIK-2.1.

3HaeT MeToABI cOopa, 00-
pabOTKM W aHauM3a JaH-

HBIX, HCOOXOIUMBIX IS
pelIeHusl ynpaBIeHYECKUX
3a7la4 U COBPEMEHHbIE MH-
TEJJIEKTyaJIbHO-
ITOMCKOBBIE CHCTEMBI
OIIK-2.3.

VYMeer BBHIOHMpATE W HC-
MOJIB30BaTh  aJIeKBAaTHBIE
CoflepKaHnio  mpodeccHo-
HaJIbHBIX 3aJa4 MCETObI
00paboTKU ¥ aHaTU3a JaH-
HBbIX.

OIIK-2.5.
Bnaneer HaBbikaMu M Me-
TOJAMH  CTATUCTUYECKOM

00pabOTKN W WHTEIUICKTY-
aIpHOTO aHanm3a uHpop-
Maluy, HEOOXOAUMOHN ISt
NPUHATHS  000CHOBaHHBIX
OpTaHM3aI[IOHHO-
YIIPaBIEHYECKUX
HUH.

pere-

YpoBeHb 3HaHUI
HIDKE MUHH-
MaJBHBIX Tpebo-
BaHUM, HMEIINA
MECTO  TpyObie
OLINOKH

IIpu  pemenuu
CTaHJapTHBIX
3amad HE TMpoAe-
MOHCTPHUPOBAHBI
OCHOBHEIC ~ yMe-
HUS, UMEIA Me-
CTO rpyOBIe
OIIINOKH, HE
MIPOJIEMOHCTPH-
poBaHbl 0a30BbIC
HABBIKH

MuHnumanbsHo

JIOIYCTUMBIH

YpOBEHb 3HaHUH,
JIOTIYIIEHO MHO-
ro HerpyOBIX
ommbok.  Ilpo-
JIEMOHCTPHPOBA-
HBI OCHOBHEBIE
YMCHUS, PEIICHBI
TUTIOBEIC 3a/Ia4H.
Nwmeercs MuHU-
MaNbHBIA HabOp
HaBBIKOB TUTS
pelIeHus  CTaH-
JTApTHBIX 3a]ad C
HEKOTOPBIMHU

HeloueTaMu

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM

nporpamMme Moj-
TOTOBKH, JIOIIY-
IIEHO HECKOJBbKO
HerpyOBIX OIIU-
6ok. IIpomemon-
CTPHUPOBaHbl BCE
OCHOBHBIC ~ yMe-
HHS1, pCLICHEI BCE
OCHOBHBIC 3aj1a-
YU ¢ HETpyOBIMHU
omuOKaMu, TPo-
JIEMOHCTPHPOBA-
HBI 0azoBbIe
HaBBIKK TPU pe-
HICHUN CTaH-
JIApTHBIX 33724

YpoBeHb 3HaHUIT
B 00BEME, COOT-
BETCTBYIOIIEM
nporpaMMe IoJi-
TOTOBKH, 0e3
omubok.  IIpo-
JIEMOHCTPHPOBA-
HBl BCE OCHOB-
HBIE YMEHHUS,
pelieHsl Bce Oc-
HOBHBIE 3a7a4H C
OTICIIBLHBIMU
HECYIECTBEH-
HBIMH  HEJOoYe-
TaMH, [Ipone-
MOHCTPHUPOBAHbBI
HaBBIKH IIPU pe-
HICHUU HECTaH-
JapTHBIX 3a1a4

Pedepar, mo-
KJIa]1, 3cce,
Hay4Has JuC-
KyccHs,
KOHTPOJIbHAS
paborta, Keiic-
3aJjaHue, TeCT,
BOIIPOCHI 1 3a-
JIaHUSI IS TIPO-
BEJICHHS 3a4UeTa

7.3 TunoBble KOHTPOJIbHbIE 33JaHUS WJIM HHbIe MATepHaJbl, He00XO0-
JAUMBbIe J1JI5l OLleHKU 3HAHWH, YMEHNH, HABBIKOB M ONBITA AeATeJIbHOCTH, Xa-
PAKTEPHU3YIOIIHX 3TAaNbl (POPMHUPOBAHUSI KOMIIETEHI[UI B Mpolecce 0CBOCHUS
00pa3oBaTeJIbHOM NPOrPaAMMBbI

Komnemenyus: Cnocoben ocywecmenams coop, 0opabomky u anaius OaH-
HbIX, He0OXO0UMbBIX OJisl peuleHusi NOCMABIeHHbIX YNPAGIeHYeCKUX 3a0ay, ¢ Uc-
NONb308AHUEM COBPEMEHHO20 UHCIMPYMEHMAPUs U UHMELIeKMYAlbHbIX UHDOpMA-
yuonno-ananumuyeckux cucmem (OI1K-2)

Tembl pedpepaToB (mpuBeAeHBI IPUMEPbI)

1. CoBpeMeHHbIE apXUBHbBIE TEXHOJIOTHUHU.
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2. Knaccudukanus TOKyMEHTOB, HOMEHKJIATypa JIe]1 M KOMIUIEKTOBaHUE ap-
XUBA.

3. KommuiekToBaHue apxuBa JIOKYMEHTaMU, apXUBHAs OMHUCH €] MOCTOSH-
HOTO U JIOJITOBPEMEHHOTO XpaHEHUs

4. CoBpeMEHHBIN MPOrPaMMHO-TEXHUUECKUI KOMIUIEKC oduca.

5. Cpenctsa cBsizu (TenedoH, Tenedakc, renerpad, 3MeKTpOHHAS 10YTA).

6. Kimaccudukanuss MarepuaibHbIX HOCHUTENEH JIOKYMEHTUPOBAHHOM WH-
dbopmanmm.

7. Uctopust Oymaru u 6yMa)xHOTO ITPOU3BO/ICTBA.

8. CoBpemMeHHbIE MaTepuaIbHbIE HOCUTENN JOKYMEHTHPOBAHHOW MHpOpMa-
1107078

9. Peructpanusi, KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB

10. Knaccudukanuss maTepuanbHBIX HOCUTENEH JOKYMEHTHPOBAHHON WH-
dbopmaruu.

11. Uctopus 6ymaru u 6yMa>KkHOTO ITPOU3BOICTBA.

12. OcobenHocTH ocTyna K KOH(OUICHIMAIBHBIM 3JEKTPOHHBIM JTOKYMEH-
TaM.

13. Opranuzanus coBeuaHuii, CHMIIO3UYMOB, KOHTPECCOB

14. Heo6xonuMble MEpOTNpUSATHS MO MOJATOTOBKE IMPOBEICHUS COBELIAHMIH,
CUMIIO3MYMOB, KOHIPECCOB

15. CocTaBieHue TEKCTOB CIIyKEOHBIX TOKYMEHTOB

16. S3bIK ¥ CcTUIBb CIYX)EOHBIX AOKYMEHTOB. OcoOeHHOCTH OQHIMAIBHO-
JICJIOBOTO CTHJIS.

17. Haubonee ynotpebiisiemble cokpaiienusi cioB. OdopmieHue 1at u 4u-
cell B JOKYMEHTaXx.

18. Knaccudukamnmsi mMaTepuanbHBIX HOCUTENEH JOKYMEHTHPOBAHHON WH-
dbopmarmu.

19. Uctopus 6ymaru u 6yMa>KHOTO ITPOU3BOICTBA.

20. CoBpeMeHHbIE MaTepualbHbie HOCUTETU TOKYMEHTHUPOBAHHOU HHGOP-
Malluu.

TeMbl 10KJ1a10B (IPUBEAEHbI IPUMEPDI)

. O0uMe NpUHIMIBI OPTaHU3ALMH TOKYMEHTUPOBAHUS Ha TPEIPUATHH.

. DOpMUPOBaHKE U TEKYIIEE XPAHEHUE AEN.

. Meponpusarus no 3amure JOKyMEHTHOU HH(OpMaIuu.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. HazHaueHue u coctaB opraHn3allMOHHON JOKYMEHTALUH.

. [lonoxxenue 06 otaene npeanpusaTusi. JJomKHOCTHBIE HHCTPYKLIUK paboT-

~NoO ok~ WwN

HUKOB.

8. OpranuzanoHHbIE JOKYMEHTHI MPEANPUATHNA Pa3IUYHBIX OpraHU3AIlU-
OHHO-TIPABOBBIX (HOPM.

9. [Iponiemypa u3gaHust pacCOPSAIUTENBHBIX TOKYMEHTOB.

10. Pa3HOBHUIHOCTH MTPHUKA30B.
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11. Ocobennoct oopMiICHHS JOKYMEHTOB, U3/1aBa€MbIX B YCIOBHUSIX KOJI-
JIETHAIBHOCTH.

12. CoctaBnenue 1 opopmieHHE TOKyMEHTOB, U3/1aBa€MbIX Ha OCHOBE €/1H-
HOHAYaJIusl.

13. [Tpuémsl 3amUThl JOKYMEHTUPOBAHHON MH(POPMALMU OT HECAHKIIMOHU-
POBAaHHOTO JOCTYTIA

14. Ha3znaueHue 1 cocTaB CIpaBOYHO-UH(POPMALIMOHHOMN TOKYMEHTAIINH.

15. Ha3zHauyeHue u cocTaB CIpaBOYHO-AHATUTUYECKON JOKYMEHTALIUH.

16. [IpaBuna opopmieHus Teaerpamm, TeaedoHorpamm, Gpakcorpamm.

17. Ha3znauenue u ocoOeHHOCTH 0(hOPMIICHHUS JISTOBBIX TTHUCEM.

18. Ha3nauenue u cocTaB JOKYMEHTOB IO JUYHOMY COCTaBY MPEAIPUATHS
ATIK.

19. 3amuTa JTaHHBIX ¥ OCHOBBI KOMIIBIOTEPHOM 0€30IMacHOCTH.

20. Vcnionb3oBaHMe 3JEKTPOHHBIX TOKYMEHTOB B JIEJIONPOU3BOICTBE.

Tembl 3cce (MpUBeAeHBI IPUMEPbI)

1. Ilonarue nokymeHTO000pOTa. CXEMBI JOKYMEHTOOOOpPOTA. YUET U KOJU-
YECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO0O0POTA.

2. ConepxaHue ynpaBJIeHYECKUX (PYHKIMH U BUIBI pabOT B JOKYMEHTAIU-
OHHOM O0ECTICUCHUH YIIPABJICHUS OpTaHU3aIHCH.

3. Bunpl opraHM3aiioHHBIX CTPYKTYP B JOKYMEHTAIlMOHHOM OO€CTICUYCHHUH
yIpaBIeHUS OpTaHU3aluel B 3aBHCUMOCTH OT 00beMa JOKyMEHTO000poTa.

4. OCHOBHBIE 33/1a4d CIY>KObI JOKYMEHTALIMOHHOTO OOECIIE€UYEeHHsI yIIpaBJe-
Husl. OpraHu3anMoHHas CTPYKTypa CiaykObl. DYHKINH, BBITIOIHIEMBIE CTPYKTYP-
HBIMHU TTOJIPA3/ICIICHUSIMU CITYKOBI.

5. CocTaB u (PyHKIIMU PYKOBOJUTEJIEH U CIIEIUATUCTOB CIy>KObl. Opranusa-

IUs Tpy/la paOOTHUKOB CIY>KObI U WX pabo4YMX MeCT. YKPYIHEHHbIE HOPMATHUBBI
BPEMEHU TI0 JIETIOMPOU3BOJICTBEHHOMY OOCITYKUBAHHUIO.

6. HCTpYKIIUS 110 JEJIONPOU3BOICTBY. THIIOBAs, MpUMEPHAs U KOHKPETHAsI
WHCTPYKIIMS TIO JIEJIONTPOU3BO/JICTBY.

7. CocTaB TUIIOBOM MHCTPYKILMH IO JACJIONPOU3BOJICTBY B MUHUCTEPCTBAX U
BEJIOMCTBAX U CYILECTBO €€ MYHKTOB.

8. HopMaTuBHO-TIpaBOBBIC aKThl M JIPyTHe€ HOPMATUBHO-METOAMYECKHUE JI0-
KYMEHTBI OPraHOB IOCY/IapCTBEHHOM BJIACTU M MECTHOI'O CaMOYIPABJICHUS, PEry-
JUPYIOIIUE JOKYMEHTAIIMOHHOE 00eCIIeUeHHE YIIPABIICHMUS.

9. OcHOBHBIE ATamnbl pa3BUTHS JejonpousBoicTBa B Poccum mo 1917 r.
IIpukaznoe aenonpou3BoAcTBO. Kosiexkckoe aeaonpou3BoACTBO. VICIOTHUTENb-
HOE JIeJIONPOU3BOICTBO.

10. Hcropus melOnpoOM3BOJCTBA B T'OJBI COBETCKON BJIACTH - OCHOBHBIC
sTanbl pa3BuTus. OpraHu3alioHHOS U HOPMAaTHBHOE 00CSCIIeUeHNE JISIONIPOU3BOI-
crBa B CCCP.
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TemMbl HAyYHBIX JUCKYCCHI (KPYIJIBIX CTOJIOB) (IpMBeAEHbI IPUMeEPHI)

. Kinaccudukanust opranuzanmoHHO-paciopsIMTEIbHON TOKYMEHTAIUH.
. PactiopsimuTenbHble JOKYMEHTHI.
. DIIEKTPOHHO-IUGPOBAs OJIHUCH.
. CriocoObl 3aIuThl HH(GOPMAITUH.
. [lonsiTHe «TaillHBI» B APKYMEHTHUPOBAHUHU.
. Craguu mOATrOTOBKYU PacoOpSIUTENbHBIX JOKYMEHTOB.
. OpranuzanroHHbIE JOKYMEHTHI.
. JoxymenTtupoanue B EBpa3zdDC.
. HayuHnble HampaBiieHUs COBEPIICHCTBOBAHUS JOKYMEHTHPOBAHUS.
10. Hudposas >5eKTpoHHAS TTOITUCH.
11. Craguu NOArOTOBKH pacloOpsAUTEIbHBIX JOKYMEHTOB.
12. Opranu3aiioHHbIE JOKYMEHTHI.
13. OcHOBBI OpraHu3aIyy J0KyMEeHTO000poTa.
14. CoBpeMeHHBI! NEKTPOHHBIN JOKYMEHTOOOOPOT.
15. MexayHapoaHble CTaHIAPThI TIOKYMEHTOB.

O©CoO~NOO U WN -

3amaHus )i KOHTPOJIbHOI Pa0doThI (IPUBeEIeHbI PUMEPHI)

Bapuant 1

1. Packpoiite Bce peKBH3UTHI CIIy>)KEOHBIX JOKYMEHTOB. Pacckaxurte 00 ux
PacoJIOKEHUH HA TOKYMEHTE U O(POPMIICHUH.

2. CocraBbTe MPOTOKOJ 3aCEIAHMsI MHBEHTAPU3AIMOHHON KOMUCCUU 3aBOJAA
ra3oBOH armapaTyphbl, Ha KOTOPOM paccMaTpHUBAJICs BOIIPOC O pe3yjbTaTaX MHBEH-
Tapu3auuu no ckiaay Nel BcmomorarenbHbix MarepuanoB. Ha 3aceganuu Obuio
IPUHATO MOCTAaHOBJIEHHE 00 YTBEPKACHUU PE3yIbTaTOB MHBEHTAPU3aLlMU U OTHE-
CEHHS 3a CUET 3aBEAYIOLIEro CKJIAJIOM HEAOCTaud BCIIOMOTATEIbHBIX MATEPUAJIOB
B cymMme 365 ThIC. py0., a TaKKe 3aUMTaHbl CIMYMTENIbHAS BEIOMOCTb IO CKJIaLy
Nel u oObsicHUTEnbHas 3amucKa 3aBeAyroLero ckiagoM. OcTanbHblE JaHHBIE
OIIPEJENIUTE 110 CBOEMY YCMOTPEHHMIO.

3. CocraBbTe CIIpaBKy O BEITUYMHE CpeaHEl 3apabOTHOM IIaThl 3a TOM, JJIs
NOJIYYEHHUS] KOMIIEHCALlMM Ha OIUIaTy *wibs. OCTalbHbIE JaHHBIE YKAXKUTE CAMO-
CTOSITEJIBHO.

Bapuant 2

1. Packpoiite MOHSATHE AOKYMEHTOBEICHHWE KaKk HaydHas IUCIUIUIMHA:
dbopMupoBaHue, MpeaMeT, METOJIbI, COACPKAHNE M B3aMMOCBS3b C IPYTHMH JIHC-
UTITAHAMM.

2. OOoCHYHTE MOHSATHE POJIb <JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKIIMU JOKYMEHTA).

3. Pemmre 3amanue. JlemonponsBoicTBeHHAs Cy>K0a oOIIecTBa ¢ OrpaHu-
YEHHOW OTBETCTBEHHOCTHIO «N-CKHIl JTHUKEPOBOJOYHBINA 3aBO/I», UCXOMS U3 COO0-
pakeHUi TpecTwKHOCTH ¢GupMeHHoro Onmanka OOmiecTBa, pa3MecTHiia Ha HEM
n3o00paxkeHne, cxoaHoe ¢ pucyHkom ['ocymapcrBennoro repoa Poccutickoii dene-
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paiuu, KOTopoe MOKHO NMpUHATH 3a aMOaemy OOO. CBunerenbcTBa Ha perucTpa-
IIUIO ATOI'0 N300paxKeHMsI 00IECTBO HE MOJIYyYalIo.

Hackonbko npaBoMepHo Takoe opopmieHue Onanka? Kakue mepbl agMUHU-
CTPAaTUBHOW OTBETCTBEHHOCTH HeceT pykoBoacTBo OOQO? IloaTeBepaute cBOW BbI-
BOJI CCBUIKOM Ha 3aKOHOAATENbHBIE aKThI.

Keiic-3aganus (mpuBeaeHbl IPUMEPHI)

Keiic-3aganmue 1.

[Ipouwno 3aceranne MHBEHTAPU3ALMOHHON KOMHUCCUHU 3aBOJIa Ta30BOM amIa-
paTypbl, HA KOTOPOM paccMaTPUBAJICA BOIIPOC O pe3yJibTaTaX MHBEHTAPU3AIUU MO
ckiamay Ne 2 BcrmoMoraTenbHBIX MaTepuaioB. Ha 3acemanuu ObLIO MPUHATO IMOCTA-
HOBJICHHE 00 YTBEPKICHUM PE3yIhbTaTOB MHBEHTAPH3AIMA U OTHECCHUS 3a CUET
3aBEQYIOLIEr0 CKJIaJOM HENOCTAYHd BCIIOMOTATENIbHBIX MAaTE€pUaioB B cymme 365
ThIC. py0., a TAaK)Ke 3aYUTaHbl CIMYUTENbHAS BEIOMOCTh MO ckiamy Ne 2 u oObsc-
HUTEJIbHAS 3aMKMCKa 3aBEYIOLIETO CKIIA0M.

1. Kakoli TOKYMEHT COCTaBIISIETCS 110 UTOTaM 3aceJaHuii KOMHUCCHUI Pa3HOTO
pona?

2. Kakue peKkBU3HTHI JOJKEH BKIFOYATh JAHHBINA JOKYMEHT?

3. CKOJIBKO CTPYKTYPHBIX YaCTEHl OH MPEIoIaracT?

4. Kakue (hakTrueckue JaHHbIE JOJKHBI ObITb BHECEHBI B 3TOT TOKYMEHT?

Keiic-3ananmue 2.

B crpoutensHoM koomnepatuBe «CTpoiicepBUc» Obul 0OHApYyXeH (PakT He-
MPAaBWJIBHOTO HCMOJB30BAHUSI CTPOUTEIBHBIX OTX0N0B. IIpu mpoBepke paboThI
CKJIaJla MUJIOMATEepUaIoB YCTAaHOBJEHBI ()aKThl OTITYCKA B KOTEIBHYIO JIJISI CXKUTa-
HUS OTXOJIOB MUJIOMAaTepuanoB JIMHHON cBhilie 20 cM. B pacnopsaurenbHoi ya-
CTH CJIEAyeT MPEMIOKHUTh 3aBEAYIOIIEMY CKIIaIOM OpPraHU30BaTh pabOTy MO pea-
JU3alUy OTXOJI0B YACTHBIM JIUIIAM.

1. Kakoili TOKYMEHT IMO3BOJIMT PErJIaMEHTHUPOBATH OTIIYCK CTPOUTEIbHBIX
MaTepuanoB?

2. Kakue myHKTHI JOHKHBI OBITH B IAHHOM JJOKYMEHTE 00513aTeIbHBIMU?

3. CKOJBKO MOJDKHOCTHBIX JIUI[ JOJKHBI ObITh OTBETCTBEHHBIMU 3a WCIIOJI-
HEHHUE JAHHOTO JOKyMeHTa?

4. Kakne peKkBU3UTHI JOJHKEH BKIOYATh JAHHBIN JOKYMEHT?

5. CKOJBKO CTPYKTYPHBIX YaCTE€W OH MPEAINOoIaraet?

6. Kakue ¢akTuiyeckue n1aHHbIC TOJKHBI ObITh BHECEHBI B 3TOT IOKYMEHT?

TecTbl (MpUBeAEHBI NPUMEPbI)
1. lapanTHiftHOE TMCHMO TIPENICTABIIAET COOOM:
a) IOKyMEHT, COOOIIAIOIINNA O TPUOIMKEHNH, YCKOPEHUH, HICTEYEHUH CPOKa

WCITOJIHEHUSI KAKOTO-TM00 JeHCTBUS
0) TOKyMEHT, COAEP KAl IPUTTIAIIICHHE Ha MEPOTIPUSITHE
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B) IOKYMEHT, B KOTOPOM r'apaHTUPYETCS OILIaTa BBIMOJIHEHHOW paOOThl WIIH

MpeoCTaBIeHNE Yero-1u0o (padoThl, MOMEIIEHUS U T.1.)

') TOKYMEHT, MOATBEPKIAFOITUH MTOTyYeHUE [ICHHOCTEH

2. JlaliTe onpeiesieHUEe JOKYMEHTA:
a) MaTepHAIbHBIN 00BEKT ¢ MHpOpMaIMeH, 3aUKCUPOBAHHON CO31aHHBIM

YCJIOBCKOM CHOCO6OM, JJIIs1 e€ nepcaadyu BO BpEMCHHU U IIPOCTPAHCTBC

0) COBOKYITHOCTh PEKBHU3HUTOB O(UIIMATIEHOTO TUCHhMa
B) CTaHJIaPTHOE PACIIOJIOKEHNE MaTepraa
') TEKCT

3. Naiite onpenenenne Gopmyisipa-odpasia:
a) COBOKYITHOCTb PEKBHU3UTOB JEIOBOr0 MUChMa
0) COBOKYITHOCTH PACIIOJIOKEHHBIX B OMPEJEICHHONW MOCIEA0BATEIIbHOCTH

PCKBU3UTOB, IIPHUCYINIUX BCCM AOKYMCHTaM OHpGI[GJ'IGHHOﬁ CUCTCMBI NOKYMCHTA-

LU

B) COBOKYIIHOCTBb PCKBU3HUTOB IIPHUKA3a
F) COBOKYIIHOCTb PCKBU3UTOB aKTa

4. lata nokymeHTa o(hopMIISIETCSI CIIETYIOIIIM 00pa3oM:
a) 1 pespans 1997

0) 1 dbeBpasst 97 1.

B) 01.02.97 r.

r) 01.02.97

5. laTa toKkyMeHTa OTOOpa)kaeTcs Kak:

a) J1aTa ero MOoANMCaHUs, IPUHATHS

0) J1aTa ero CoOCTaBJICHUS

B) JaTa €ro MOJIUCAaHMs, PUHATHUS, YTBEPKICHUS, COCTABIICHUS, AaTa CO-

OBITHS

I') 1aTta COOBITHS

6. KakuMm CBOIICTBOM MOXHO OXapakTepHU30BaTh HAJIMYUE y JTOKYMEHTa

HECOTBEMIIEMBIX CJIaracMabIX, oe3 KOTOPBIX OH CYHICCTBOBATHL HC MOXKCT!

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTD

B) CTPYKTYPHOCTb

') BEpHOTO BapuaHTa OTBETa HET

7. JlenoBbie muchMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBeTCTBHHU ¢ Barmeii mpocr00ii ...

0) C yBaXKCHUEM ...

B) HAMHU PacCMOTPEHbI Barm npenioxkeHus . ..

) B CBA3M ...
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8. J1enonpon3BoACTBO XapaKTepU3yeTCs Kak:

a) MpaBWIbHOE O(hopMIIEHHE TOKYMEHTOB

0) opranuzaius JOKyMEHTO000pOTa B yUPEKICHUH

B) COBOKYITHOCTHh JIOKYMEHTOB, OTP)KAIOIINX YIPABICHUYCCKYIO ACSITEIb-
HOCTb YUPEKICHUS

I') COBOKYITHOCTh PabOT MO JOKYMEHTHPOBAHUIO JCATCIEHOCTH YIPABICHHUSI
Y TI0 OpTaHHU3AINH JOKYMEHTOB B YUPEIKICHUH

9. JleaTenpHOCTH ammapaTa YIpaBJICHUS, OXBAaTHIBAIOIIAs BOMPOCH JIOKY-
MEHTHPOBAHUS M OPraHU3alnu pabOThI C JOKYMEHTAMHU:

a) TOKYMEHTalMOHHOE 00ECIIEYeHUE YIIPaBICHUS

0) cranmapTU3aIUs

B) EI'C/]

I') CUCTEMA JIOKyMEHTAllUU

10. JIokymMeHT, 3aKpeIUISIOIMNA JOJDKHOCTHOW M YHMCJICHHBIM COCTaB Mpej-
OpUATHUS C yKazaHueM (oHJ1a 3apabOTHOM TIJIaThI:

a) JIOJDKHOCTHASI MHCTPYKIIUS

0) ycTtaB

B) TIOJIO)KCHHE

T) IITAaTHOE pacluCcaHue

11. JlokyMeHT, puKCHpYIOIUH X0A 00CYX IEHUSI BONPOCOB U MPUHATHUS pe-
HIEHUI Ha COOpaHMSIX, 3aCEIaHNUSX, COBEIIAHUIX U T.I1.:

a) OOBSICHUTEIbHAS 3aIIMCKa

0) MOKJIagHas 3amucKa

B) aKT

') IPOTOKOJ

12. Ykaxute, kakass QyHKIHUS OTHOCUTCS K OOIIMM (DYHKITUSAM TOKYMEHTA!
a) OOIIeKyJIbTYpHAas

0) nHbOpPMaITMOHHAS

B) IIpaBoOBast

I') YIOPSI0YMBAIOILAs

13. Ykaxure, Kak TOIKHO MMPOUCXOAUTH JICJICHUE TOKYMEHTOB:
a) Ha POJIbI, MOJIBUBI, TOAPO/IbI, PA3HOBUIHOCTU

0) Ha poJIbl, BUbI, TOJABU/IbI, PA3HOBUIHOCTU

B) Ha BUJIbI, TOJABU/IbI, PA3HOBUIHOCTH, POJIbI

T') Ha MOJBUBI, TOAPOIbI, PA3HOBUIHOCTH

14. JlIokyMeHTaIMOHHOE O0eCIeYeHUE YIPaBICHHUS 3aKITI0YaTCs KaK:

a) MpoueccCC yCTAHOBJICHUS U MPHUMCHCHHA IMpaBUJI C TCJIbIO YIOPAIOYCHHA
ACATCIBHOCTH B JCIIOIIPOU3BOIACTBC
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0) JesATenbHOCTH ammapara yNpaBJeHHs, OXBATHIBAIOLIAs BOIMPOCHI JOKY-
MEHTUPOBAHUS U OPraHu3aluu paboThl C JOKyMEHTaMHU

B) COBOKYMHOCTb JIOKYMEHTOB, IPUMEHIEMBIX B OIpe/esieHHOH cdepe nes-
TEJIbHOCTU

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (POPMYJIsi-
POM JOKyMEHTa

15. EI'C/] MoxHO accMaTpuBaTh Kak:

a) COBOKYITHOCTh PEKBHU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHHU C (DOpMyIIsi-
POM JTOKyMEHTa

0) KOMIUJIEKC OCHOBHBIX TOJIOKCHHUH, OMPEICISIONNX W PETIaMeHTHPYIO-
X OPTraHU3aINI0 JOKYMEHTAIIMOHHBIX MPOIIECCOB HA MPEITPUITHN

B) COBOKYITHOCTH JIOKYMEHTOB, IPUMEHIEMBIX B OIMpPEACIICEHHON cdepe mes-
TEJILHOCTH

I') IeATEILHOCTH armapaTa yrnpaBJeH!s, OXBaThIBAIOIIAsl BOMPOCH! JOKYMEH-
TUPOBAHUS U OPraHU3aluU pabOThI C TOKyMEHTaMU

Bomnpocs! 1 3a1aHus 11l MPOBEACHUS] IPOMEKYTOYHOI0 KOHTPOJIS

Komnemenyus.: Cnocoben ocywecmenams coop, 00pabomky u anaiu3 OaH-
HbIX, HeoOXOO0UMbIX Ol peulenus NOCMABIEHHbIX YNPAGIeHYyecKux 3aoad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMEJLIeKMYalbHblX UHGOpMa-
yuonno-ananumuyeckux cucmem (OIIK-2)

Bonpocui k 3auemy:

1. Ponb moKyMEHTUPOBaHHOW WH(DOPMAITUHU B YIIPABICHUN MIPEATIPUITHEM.

2. PasrpanuyeHue TEPMUHOB «IOKYMEHTHUPOBAHUE YIPABICHUYECKON Jesi-
TEJIBLHOCTH», «JIOKYMEHTAI[MOHHOE OO0eCreYeHre ympaBieHus (JAeT0nporu3BOI-
CTBO)», «JIOKYMEHTOBEJICHUEY, «YTPABICHUE JTOKYMEHTaAMM.

3. Opranmzaius U CTPYKTypa CIyKObl TOKYMEHTAIIMOHHOTO O0eCIeUeHus
YIPABJICHHS HA MPEITPUITHH.

4. DBoronus CriocoO0B CO3aHUS JIOKYMEHTOB.

5. CymHocTh ¥ PYHKITMU TOKYMEHTA.

6. IlonsTue, pyHKIIMU U TIPABOBOE 3HAYCHUE YIIPABICHUECCKOTO TIOKYMEHTA.

7. Knaccudukanus JOKyMEHTOB.

8. OcHoBHbIE TpeOOBaHMUS K KAUECTBY YIPABIECHYECKOTO JOKYMEHTA.

9. CocraB U CTpyKTypa HOPMaTUBHO-TIPABOBOM 0a3bl JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpasieHus B PO.

10. denepanbHOE 3aKOHOJATEIBCTBO B 00JIACTU PaOOTHI C JOKYMEHTHUPO-
BaHHOU WH(MOpMaIei.

11. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI B cpepe JEeTOnmpOor3BOJICTBA U
OpraHu3alliy aPXUBHOTO XpPaHEHUS JOKYMEHTOB.

12. Vicnonb30BaHre MHCTPYMEHTOB KiIacCHU(pUKAINK, YHU(PUKAIMA U CTaH-
JapTU3aIUU B JEIOMPOU3BOICTRE.
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13. Knaccugukatopbl TEXHUKO-?KOHOMUYECKOW U COIMAIbHOM HH(OpMa-
1002078

14. YuaudunyupoBaHHBIC CUCTEMBI IOKYMEHTaIuu B PO.

15. Anp060MbI YHUGUIIMPOBAHHBIX (OPM TEPBUYHOM YUETHON TOKYMEHTa-
1007078

16. TaGenb u anbO0M YHU(PHUIIUPOBAHHBIX (DOPM JOKYMEHTOB MPEITIPUITHS.

17. T'ocynapctBennbie crannapthl PO B cdepe nenonponsBoacTna.

18. 3nauenue u ocHoBHbie monoxkeruss [[OCT P MCO 15489-1-2007 «CHU-
BU/I. Yupasnenue nokymentamu. OOmue TpeOoBaHUs»

19. MexayHapoaHble CTaHIapThl B 00JacTH pabOTHI ¢ yNpaBICHUECKOH J10-
KYMEHTALAEH.

20. OcnoBubie TpeboBanuss ['OCT P 6.30-2003 «YHuduupoBaHHble CHU-
CTEeMbl  JOKyMEHTallMu. YHUQUIUPOBAHHAs  CHCTEMa  OPraHU3alMOHHO-
pacnopsiIUTENTLHON JTOKYMEHTaUuW» K O(QOPMIICHHIO YNPABIEHYECKUX JOKYMEH-
TOB.

21. CymHOCTh ¥ BUBI OJJAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPraHU3AIMOHHO-PACTIOPSIUTENBHBIX J0-
KYMEHTOB.

23. CoctaB 1 oopMIIeHHE PEKBU3UTOB OJIaHKA TOKYMEHTA

24. CoctaB u 0(opMJICHHE PEKBU3UTOB, ONPEACIISIOMNX IOPUIUIECKYIO CHU-
7Ty JOKYMEHTAa.

25. CoctaB u ohopmiIeHHE PEKBU3NUTOB, ONPEACIISIONINX ABUKCHUE U OTpa-
XKaroumx o0paboOTKy M HCIOTHEHHWE JOKYMEHTa (JIeJIOMpOU3BOJICTBEHHBIX OTMeE-
TOK).

26. OcHOBHBIE TpeOOBaHUS K TEKCTY YIPABIEHYECKOTO JOKYMEHTA.

27. TloHsATHE ¥ OCHOBHBIC (JOPMATHI SJIEKTPOHHBIX JOKYMEHTOB.

28. DnexTpoHHas MUQPPOBasi MOAMKUCH KaK PEKBU3UT AJIEKTPOHHOTO JOKY-
MEHTA.

29. CyIIHOCTh M COCTAaB METaJIaHHBIX JOKYMEHTA.

30. OnudpoBanue kak crocod co3aaHus IEKTPOHHOTO JOKYMEHTA.

31. OcHOBHBIE TPYMIIBI U BUIBI YIIPABICHUYECKUX TOKYMEHTOB.

32. JIoOKyMeHTBI, TOATBEPKIAIOIINE OPraHU3aAIMOHHO-TIPABOBOM  CTaTyC
OPEIPUSITUS U €r0 TOCYJapCTBEHHYIO PETUCTPALIUIO.

33. [lonsTne, GyHKIINN U BUIBI OPTAaHU3AIMOHHBIX JOKYMCHTOB.

34. Muccus Kak OpraHU3alMOHHbBIN TOKYMEHT MPEATPUSTHSL.

35. Kozekc KopmopaTuBHON 3TUKH OPTaHU3AIMH: 1IEIb CO3/aHUS, COACPKa-
HUE.

36. YupenurenabHble JOKYMEHTBI NpeanpusTHs (ycTaB, OJIOkKEeHHE 00 opra-
HU3AllMU, YYPEAUTEIbHBINA TOTOBOP): 3HaYCHHE, MpaBUiia COCTaBIeHUS U 0hopM-
JICHUSL.

37. Ha3zHaueHnne v TUTIOBAsi CTPYKTYpa MOJOKEHUS O CTPYKTYPHOM TO/Apa3-
JICJICHUN.

38. JlomxHOCTHAST MHCTPYKITUS: TIEJIM U 3a/1a4d CO3/IaHMsl, CTPYKTypa, Mmopsi-
JIOK pa3paboTku U 0hOPMIICHUS.
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39. CTpykTypa U LITaTHasg YUCICHHOCTb, IITATHOE PACIHCAHUE: COJEpKa-
HUE, TOPSAOK COCTABICHUS U O(DOPMIICHHUS.

40. MHCTpYKIIMK OpPTraHU3aIllMOHHO-METOAMYECKOTO HA3HAYEHUS: CYLIHOCTD,
0COOEHHOCTH COCTaBJICHUS, BUJIBI.

41. [IpaBuiia Kak OpraHU3alUOHHBIN IOKYMEHT: MTOHSATHE, BUIBI.

42. UHCTpyKIMS 1O JEeJO0NPOU3BOCTBY: 3HAYEHHUE, COAEpKAHUE, MOPSIOK
COCTaBJICHUS U O(DOPMIICHHS.

43. Opranu3aloOHHbIE TOKYMEHTHI, PETIAMEHTUPYIOIIUE yIpaBlieHue Ous3-
HEC-TIPOLECCAMH.

44, JlTokymMeHTalusl CUCTEMbl MEHEI)KMEHTA KaueCTBa.

45. JloroBop: THUIBI, BU/bI, TPEOOBAHUS K COACPKAHUIO U O(hOPMIICHUIO.

46. CymHOCTb ¥ KJ1accu(UKaIUs pacCIOPSAUTEIbHBIX TOKYMEHTOB.

47. OCHOBHBIE ATaNbl U3/1aHUS PACTIOPSIUTEIBLHOTO JOKYMEHTA.

48. IIpuka3 o0 OCHOBHOH JI€ATENbHOCTH: MOHATHUE, NIPaBUIa COCTABIICHUS U
oopMIIECHUS.

49. PacniopsKeHHMsl U yKa3aHUS: Ha3HAuY€HUE, OCOOEHHOCTU COCTaBJICHUS U
oopMIIECHUS.

50. IlocraHoBiEHUS U pElLIEHUS: HA3HAYEHHE, OCOOCHHOCTH COCTaBJICHUS U
oopMIIECHUS.

51. IIpoTOKOI: MOHATHE, TOPSIIOK COCTABICHUS U OQOPMIICHHUSL.

52. Haznauenne, BuAbl ©W TpaBwiIa OQOpMIICHUS HHPOPMAITMOHHO-
CTIPaBOYHBIX TOKYMEHTOB.

53. JlenoBble mUchMa: Ha3HAUCHUE, KiIacCU(UKAIMs, CTPYKTYpa U PEKBU3H-
THI.

94. DNeKTpOHHBIE MUCbMA U BEO-TIOKYMEHTBI: OCOOCHHOCTH COCTaBJICHUS,
oopmIieHUsI U TPUMEHEHUS B YIIPABICHUYECKOM IeATETHbHOCTH MPEATPUSATHSI.

55. Jloknaanblie, ClyKeOHbIE U OOBSICHUTEIIbHBIC 3aIMCKU: PA3JINUKs, BUJIBI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

56. AKTBI: Ha3HAUYECHHE, CTPYKTYPA, MOPSTOK OPOPMIICHUS.

57. CripaBKu: CYIIHOCTb, BUIBI U 0(OPMIICHHE.

58. JIoKyMEHTBI 110 TPYJOBBIM OTHOIICHHSIM: COCTaB, OCOOEHHOCTH COCTaB-
JeHust U opopMIICHUS.

59. JIokyMeHTBI IO OCHOBHOM J1€ATEIbHOCTH NPEAIPUATHS OTPACIIH.

60. [lonsTHE, OCHOBHBIC XAPAKTEPUCTUKUA U KIACCU(PUKAIUA TOKyMEHTO-
obopora.

61. Opraauzarys parmoHaIFHOTO JOKYMEHTOO00pOTa Ha IPEAPUITHH.

62. Tlops10K IPOXOKACHUS BXOSIIETO, UCXOASIIETO U BHYTPEHHETO J0KY-
MEHTOIIOTOKOB B OpTraHU3aIliH.

63. Peructpanus MOKyMEHTOB: Ha3HAau€HHWE, MpaBWiA, PETUCTPAIIMOHHBIC
dbopmbl 1 HOPMBI PETUCTPAITUH.

64. Opranuzarust HOOPMAITMOHHO-CITPABOYHON PabOTHI HA IPEATPUSITHH.

65. Opranusanusi CUCTEMbl KOHTPOJI HCHOJIHEHHUS IOKYMEHTOB Ha Mpe[-
MPUSTHH.

66. Cpoku XpaHEeHUs YIPaBICHYECKUX TOKYMEHTOB.

67. OnepaTUBHOE M ApXUBHOE XpaHEHUE JOKYMEHTOB.
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68. [Iponemypa sKCIepTH3BI IEHHOCTH TOKYMEHTOB.

69. Ilopsnok opopMieHHs 1e1 U Nepefayu T0KyMEHTOB Ha apXUBHOE Xpa-
HEHHUE.

70. OcOOEHHOCTH XpaHEHHUs FIEKTPOHHBIX IOKYMEHTOB.

71. TIopsii0K YHUUTOKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKaMH XPAHEHUS.

/2. llenu, 3amauM W HamNpaBiIeHUS aBTOMATHU3alMM JIOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBIeHUs..

73. Cuctempl aBTOMATH3aIlMK JIEJIOTPOU3BOJICTBA W JIOKYMEHTOOOOpOTa
(CAA) Ha npeanpusTUU: OCHOBHBIE TPEOOBAaHUS, OPraHU3aLMsl BHEAPEHUS, MEp-
CHEKTUBBI PA3BUTHUA.

74. TexHONMOTUY 3aIIMUTHI TOKYMEHTHON HHPOPMAIIK HA TIPEIIPUSITUH.

75. Co3nanue 3(h(PeKTUBHON CHCTEMBI YIPABIEHUS JOKYMEHTAaMHU Ha Tpe.l-
OPUSTUU.

Ilpakmuueckue 3a0anus 011 nposedenus 3auema (RPUeOeHvl NPUMEPLL):

3aoanue 1.

B centsi6pe 2018 r. ObUIO CO371aHO OTKPHITOE aKIIMOHEPHOE 00111ecTBO «JIu-
nep». llltatHelil coctaB 3ToM opranu3anuu — 456 paboTHUKOB. B mratHoe pacnu-
canue OAQO ObUTH BKIIIOUEHBI JOJHKHOCTH 3aBEYIOIIETO KaHIIEIsIpUEH U CeKpeTa-
PA T€HEPaIbHOTO JUPEKTOPA.

Ha xoro u3 HuX 05kHA OBITH BO3JI05KE€HA 003aHHOCTh OPTaHU3AINH CITYXK-
os1 IOY B OAO «Jlunep»?

3aoanue 2.

B pesynbrate peopraHuzanuu 3aKphITOr0 akiuoHepHoro obmectBa «Ko-
MaHJIOp» YMCJIECHHOCTh IITATHOTO COCTaBa CTPYKTYPHBIX MOApa3/CICHUNA yBEIH-
Yujack BJIBOC. bbII0 MpUHATO perieHre mpeodpa3oBaTh OOMIMM OTAEH B yIpaBlie-
Hue nokyMeHtarmonHoro ooOecmeueHus (YJ1O). Cozmanune YJIO mpeamomnaraer
pacmmpenue QyHkiui u 3aaa4d ciyx0b1 JIOY, co3nanue B He#l CTPYKTYPHBIX MOJ-
pasziesieHui ¥ YBETMYEHHUE IITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxxet Ob1Th cTpykTypa YO u ee mraTHbiil coctaB? OObICHUTE 11e-
JI€COO0Pa3HOCTh MPEAJIaraeMoil CTPYKTYPHI, MOSICHAS HEOOXOIUMOCTh CO3/IaHUs
KaXXJIOr0 CTPYKTYPHOI'O MOJIpa3/IeJICHHs U BBeAEHU B IITaT pykoBoaurenen Y 1O,
CHEUHUAIMCTOB U TEXHUYECKUX UCIIOTHUTENEH.

3aoanue 3.

Nucnekrop obmiero otaena 3A0 «Kpyro3op», oTBevaromuii 3a BeACHUE Jie-
JIOTIPOM3BOJICTBA MO OOpAIIeHUsIM TpaxaaH, (popMupoBasia B OJHOM JIeJie 3asBiie-
Hus paboTHUKOB 3AO U rpaxkaH, He padOTAIOIIMX B JAHHON OpraHU3aluu.

[TpaBuibsHO 1 oHa noctynana? Kak Hamo hopMupoBath Aena, cojepraiiie
oOpaitieHust rpaxkaad, 1 oOpMIISITh UX JJIS Mepe/ladd B apXUB OpraHu3aiuu’?

3aoanue 4.

[Ipu odopmiieHnn aen s nepeavyr B apXuB OPTaHMU3AIUH, COACPIKAIIIX
oOparieHus Tpaxaad, CPOK XPaHEHHS KOTOPBIX, B COOTBETCTBUU C HOMEHKIIATYpOi
JIeJ, COCTaBIISI TMATH JIET, MHCIIEKTOP OOIIEro OT/eNna, OTBEUAIONIUN 3a JEIOIpo-
M3BOJICTBO IO OOpAIeHUSIM TPakKJaH, TPOCMOTPEIT BCE Jielia MOJMCTHO, BHIHYII BCE
METAJTMYECKUE KPEIUICHUs, TPOHYMEPOBAJl BCE CTPAHUILIBI MOCEPEAUHE T'eJIeBOU
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pYUKOil, 0pOpMIII BHYTPEHHIOIO OIMKCH U JIUCT-3aBEPUTENb Jela, IOMECTHI JIOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOIIYI0 ['OCTYy.

[IpaBunpHO 11 noctynuia uHcnektop? Kakue TpeGoBaHus IPEIbABISIOTCS K
oQOpMIICHUIO JIe]l, CoAep KaluX oOpalleHus rpakaH, Ui nepeaadyu B apXuB Op-
ra"Hu3anuu’?

3aoanue 5.

Yucnennsit coctaB pabotHukoB OO0 «Cupuycy» - 15 denosek. B cTpykry-
pe obmiecTBa 00pa3oBaHO TpH (PYHKIIMOHATIBHBIX TOAPA3ACIICHUS: CEKpeTapHar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YIIpaBiie-
HUS Y KaJIpOBOM J€ATEIbHOCTH; OyXraaTepus U IOPUANYECKUI OTAEN.

OcTtanbHble paOOTHUKU BXOJAT B COCTAB T'PYII, CPOPMUPOBAHHBIX B COOT-
BETCTBHM C HAIMpPaBJICHUSMH OCHOBHOW NEATEIHLHOCTH TMPEANPHUATHS, HAIIPUMED,
rpynna mno pekjiame, rpymma Mo MoAroTOBKE TEXHUYECKON TOKYMEHTAIlMH, TpyIa
AKCIIEPTOB U Jp. ['pYIIBI HE SABISIIOTCSA CTPYKTYPHBIMU MOAPA3/ICICHUSIMH U HE 3a-
KpEIUJICHBI YTBEP KICHHBIM IITATHBIM PACITUCAHUEM.

Kakyro knaccupukaimoHHy0 cXxeMy HOMEHKJIATYphI JIed CIeAyeT peKOMEH-
JIOBATh JJI JAaHHOTO oO0I1ecTBa’?

3aoanue 6.

B Tedenue rojga y npeanpusTUs MOSBWINCH HOBBIC HAIPaBJICHUS €ro Jes-
TEJILHOCTH W HOBbIE MapTHEphl. Kak cieicTBUE 3TOTO, MOSBWIOCH 3HAUUTEIILHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpbIE HE OB MPEAyCMOTPEHBI ACHCTBYIO-
€ HOMEHKJIATYPOU JIEI.

PykoBoguTens npeanpustus CBOMM IMpHUKa3oM o0s3ai cityx0y 10V BHecTH
WU3MEHEHUS] B HOMEHKJIATYPY Jie]l. B uTOre 3T0 CBENOCH K COCTABIEHUIO B CEPEIUHE
roJia HOBO HOMEHKJIATYpHhI JI€], KOTOPYIO 3aHOBO YTBEPJUI PYKOBOAMTEINb Npe-
TIPUATHS.

Hackonbko mpaBoOMEpHBI IEUCTBUS, PEAIPUHITHIE PYKOBOJCTBOM U CITYXK-
oot 1OV npennpusitua? beuia 11 B JAHHOM ciiydae HEOOXOUMOCTh IEpepabOTKu
HOMEHKJIATYpHI ]I, U KaKue TpeOOBaHUSI COCTaBJICHUS HOMEHKIIATYPHI JeJ CIey-
€T YYUTBIBaTh, 4YTOOBI N30€raTh MOJIOOHBIX CUTYaIIHA?

7.4 Meroauyeckue MaTepHuajbl, OINpeaesilOUmIie  MPOUEAYPbI
OLCHUBAHUS 3HAHWUN, YMEHUI, HABBIKOB, XaPaKTEPHU3YKIIHUX ITAIbI
¢GopmupoBaHusi KOMIETEHIIMA

KoHTposib 0CBOEHUS AMCIUIUIMHBI U OLIEHKA 3HAHUN 00YyJarouuxcsi mpou3-
BoauTcsi B cooTBeTcTBUU ¢ [Im KyOI'AY 2.5.1 «Tekymuit KOHTPOIb yCIEBAEMOCTH
¥ TIPOMEKYTOYHOM aTTeCTallu 00YUJaIOIUXCS.

Kpurepusimu ouenku pedepara sBISIOTCS: HOBU3HA TE€KCTa, 0OOCHOBaH-
HOCTH BHIOOpA MCTOYHHUKOB JIUTEPATYPHI, CTEIIEHb PACKPBITHS CYIITHOCTH BOIIPOCA,
coOtoIeHus TpeOOBaHMI K 0OPOPMIIEHUIO.

OreHka «OTJIMYHO» — BHITIOJHEHBI BCE TPEOOBAaHUSA K HalMCaHUIO pedeparta:
o0o3HaveHa mpodJieMa U 000CHOBaHA €€ aKTyaJIbHOCTh; C/IeJIaH aHaJIU3 Pa3IuYHbIX
TOYEK 3PEHUS Ha pacCMaTPUBAEMYIO IPOOJIEMY | JIOTUYHO M3JI0’KeHa COOCTBEHHAs
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MO3UIIKS;, CPOPMYIUPOBAHBI BBIBOJIBI, TEMa PACKPhITa TMOJHOCTHIO, BBIIACPKAH
00bEM; coOJI0ICHBI TPEOOBAHUSI K BHEIIIHEMY O(DOPMIICHHIO.

OreHKa «XOpoII0» — OCHOBHBIE TpeOoBaHUS K pedepaTy BBHIMOIHEHBI, HO
IIPU 3TOM JIOMYIIEHBI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3IIOXKE-
HUM MaTepuaya; OTCYTCTBYET JIOTHYECKas TMOCIIeIOBATEILHOCTh B CYXKICHUSAX; HE
BBIIEpKaH 00bEM pedepaTa; IMEIOTCS YIyIeHUs! B 0pOpMIICHUH.

OreHKa «yJAOBJIETBOPUTEIbHO» — HMEIOTCS CYIICCTBCHHBIE OTCTYIUICHUS
oT TpeboBaHMil K pedeprupoBaHnio. B 4acTHOCTH: TemMa OCBeIleHa JTUITh YaCTUYHO;
JOMyYIIEHBI (haKTHYEeCKUE OMMOKHN B COAEpKaHuH pedepara; OTCYTCTBYIOT BBIBO-
TIBL.

OrneHka «Heya0BJIeTBOPUTEIbHO» — TeMma pedepara HE pacKpbiTa, oOHa-
PY)KHBaeTCs CYIIECTBEHHOE HEITOHUMaHUE MPoOJIeMbl Win pedepaT He MpeCTaB-
JIeH BOBCE.

Kpurepusimmu omeHKH AOKJAJA SBISIOTCS: HOBH3HA TEKCTa, 0OOCHOBaH-
HOCTb BbIOOpa UCTOYHHUKOB JIMTEPATYpPhl, CTENIEHb PACKPBITUS CYIIIHOCTH BOIIPOCA,
coOto/IeHus TpeboBaHmit K 0POPMIICHHIO.

OrneHkKa «OTJIMYHOY» CTAaBUTCS, €CJIM BBIIOJIHEHBI BCE TpeOOBaHUS K HAMKCA-
HUIO JI0KJana: o0o3HaueHa mpodiemMa U O00OCHOBaHA €€ aKTyaJbHOCTb; CHEJIaH
aHaJIn3 Pa3JINYHBIX TOUEK 3PEHMSI HA pacCCMATPUBAEMYIO IIPOOJIEMY U JIOTUYHO M3-
JOXKeHa COOCTBEHHAs MO3UIMS; C(HOPMYIUPOBAHBI BBHIBOJBI, TEMa PACKPHITA IMOJI-
HOCTBIO, BBIIEpKAaH 00bEM; COOIOICHBI TpeOOBaHMSI K BHEIIIHEMY O(OPMIICHHIO.

OrmeHka «XOpoIl0» — OCHOBHBIE TPeOOBaHMS K JOKJIAAy BBITIOJHEHBI, HO
IIpU 3TOM JOMYIIEHbI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOUYHOCTH B H3IIOXKE-
HUU MaTepuaia; OTCYTCTBYET JIOTHYECKasi MOCIEA0BATEIbHOCTh B CYXKICHHX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTCA YIYIEHUS B 0(DOPMIICHHH.

OrneHka «yAOBJIETBOPHTEIbHO» — MMEIOTCSI CYIIECTBEHHbBIE OTCTYIJICHUS
oT TpeOoBaHUil. B yacTHOCTH: TemMa OCBElIeHA JUIIb YaCTUYHO; JOMYIIEHbI (Pak-
TUYECKHE OIIMOKH B COIEPKAHUU JJOKJIaJa; OTCYTCTBYIOT BBIBOJIBI.

OrneHka «HeyI0BJIeTBOPUTEIBLHO» — TeMa JI0KJIaja He pacKphiTa, OOHapy-
KUBAETCS CYIIECTBEHHOE HEMOHHMMaHuE MpoOJIeMbl UM JOKJIAJ HE MPEACTaBIICH
BOBCE.

Kpurtepuu oueHuBaHus BbINOJIHEHUS 3CCe

OueHKka «OTJUYHO)» — BBICTABJISECTCS CTYICHTY, MOKAa3aBIIEMYy BCECTOPOH-
HUE, CUCTEMAaTHU3UPOBAHHBIC, TJIyOOKHE 3HAHUS TPOOJEMHBIX BOIMPOCOB ACCE U
YMEHUE YBEPEHHO MPUMEHSTh UX HA MPAKTUKE MPU PEIICHUM KOHKPETHBIX 33/1ad4,
CBOOOJ/IHOE U MPaBUILHOE 0OOCHOBAHHUE MPUHSTHIX PEIICHUM.

OneHka «X0pouo» — BBICTABIISIETCS CTYJICHTY, €CJIM OH TBEPJO 3HAET Mare-
pUaJl, TPAMOTHO M MO CYIIECTBY HM3JIara€T €ro, ymeeT NMPUMEHATH MOJIyYCHHbBIE
3HAHUS Ha MPAKTHUKE, HO JOMYCKAET B OTBETE WJIM B PELIICHUU CUTYallMOHHBIX 3a-
Jlad HEKOTOPbIE HETOYHOCTH, KOTOPBIE MOXKET YCTPAHHUTh C MOMOLIBIO JOMOJIHU-
TEJIbHBIX BOIIPOCOB MPENOIABATEIS.

OneHka «ya0BJIETBOPUTEIBHO» — BBICTABISIETCS CTYJEHTY, MOKa3aBIIEMY
dbparMeHTapHbIi, pa3pO3HEHHBIH XapaKTep 3HAHWM, HEJOCTATOYHO IMPABUIIBHBIC
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bopMyIpOBKH 0a30BBIX MOHATHIA, HAPYIIEHUS JIOTUIECKON MOCIEI0BATEILHOCTH
B M3JI0’KEHUH MTPOTrPaMMHOTO MaTepurasna, HeOOXOAUMBIMU JUIsl JaibHENIero ooy-
YEHUSI U MOXKET MPUMEHSTh MOJYyYEHHbIE 3HaHUS 110 00pa3ily B CTAHIaPTHOU CUTY-
aluu.

OneHka «HeyA0BJIETBOPUTEIbHO0» — BBICTABISIETCS CTYACHTY, KOTOPBIA HE
3HAeT OOJIbIIIEH YaCTH OCHOBHOTO COJIEpKaHUSI BEBIHOCUMBIX Ha KOHTPOJIBHYIO pa-
00Ty BONPOCOB T€M AUCIUIUIMHBI, TOMyCKaeT TpyObie omuOKU B HOpMyIUpPOBKAX
OCHOBHBIX MOHSITUA M HE YMEET UCMOJIb30BATh MOJYYEHHbIC 3HAHUS TIPU BBIMOJI-
HEH 3CCe.

KpurepusiMmu oueHKH NOBeJAeHUs] ITMCKYCCHH SBISIIOTCS: TOYHOCTH apry-
MEHTOB (HCIOJIb30BaHNE TPUUYNHHO-CIICACTBEHHBIX CBSI3eH); ueTkas (GOopMyIUpOB-
Ka apryMEHTOB U KOHTPAapTyMEHTOB; IOCTYIHOCTb (IOHATHOCTH) U3JI0KEHUS; JIO-
TMYHOCTh (COOTBETCTBHE KOHTPAPIYMEHTOB BBICKa3aHHBIM AapryMEHTaMm); KOp-
PEKTHOCTH UCIIOJIb3YEMOI TEPMUHOJIOTUN C HAYYHOUM TOUYKHU 3peHUs (IPaBIUBOCTb,
JIOCTOBEPHOCTh, TOUHOCTh ONPEIEIICHUN); yauHas Iojaya marepuaia (3MOIuo-
HAJIbHOCTh, WIUTIOCTPATUBHOCTD, YOEIUTEIBHOCTh); OTJEIEHUE (PAKTOB OT CyOBEK-
TUBHBIX MHEHUIl; MCIOJb30BaHUE MPUMEPOB (ApPTyMEHTHPOBAHHOCTbH); BHJICHUE
CYTH NpOOJIEMbl; YMEHUE OPUEHTUPOBATHCS B MEHSIOLIEHCS CUTYallUH; KOPPEKT-
HOCTb 10 OTHOIIEHUIO K ONIOHEHTY (TOJIEPAaHTHOCTh, YBAKEHUE JPYTUX B3TJISA0B,
OTCYTCTBHE JINYHOCTHBIX HAMaJ0K, OTKa3 OT CTEPEOTHUIIOB, PA3KUTAIOIINX PO3HD U
HEIPUS3Hb).

OrneHka «OTJMYHO» CTaBUTCS, €CIM apryMEHTHl MPUBOAUIIHNCH MO CYIIIEe-
CTBY, KPaTKO JIJAKOHUYHO, C MCIIOJIb30BAaHHEM HEOOXOAMMON TEPMHUHOJIOTHH, B T10-
HATHOM M nocTynHou (opme; hopma nogauyn MHGPOPMALIMK COOTBETCTBYET €€ CO-
JIepKaHUIO; BIIaJICHNE BHUMAHUEM ayIUTOPWH, KOPPEKTHOE W YBAKHUTEIHHOE OT-
HOILIEHUE K OCTaJbHBIM yYaCTHUKAM JUCKYCCHUU; B BHICTYIIJICHUH (DAKTHI OT/IE€JICHbI
OT COOCTBEHHOI'O MHEHUS; MCIIOJIb30BAaHUE MPUMEPOB; BUACHUE CYTU MPOOJIEMBI;
YMEHHE OPUEHTUPOBATHCS B MEHSIOLIEICS CUTYaIUH.

O1eHKa «X0pOII0» CTaBUTCA, €CIIU apTyMEHTHI IPUBOJUINCH 10 CYIIECTBY,
HO ObUIM OTKJIOHEHHUS OT CYTH BOIIPOCA, MPU apTryMEHTalUU MIPUCYTCTBOBAIN J10JI-
r've BCTYIUJICHUS U MOSICHEHUs, He TpeOyrolire Heo0X0JMMOCTH; UCTIOIb30BaHUE B
peur TepMUHOJIOTUH, ¢opMa mojaun MHQPOpPMallUd HE Bcerja Obljla yMECTHa, B
CBSI3M C YEM TEPsUIOCHh BIAJCHHE BHUMAHHEM ayIUTOPWH, KOPPEKTHOE U YBaXKU-
TETbHOE OTHOIIEHUE K OCTAIBHBIM YYaCTHUKAM JUCKYCCHU; B BHICTYIUICHUU (aK-
THI CMEUINBAINUCH C COOCTBEHHBIM MHEHUEM, YTO MOPOK/IATI0 CHIOPHI.

OreHka «yA0BJIeTBOPUTEIBLHO» CTABUTCS, €CIIM CTYJIEHT HE OPHEHTUPYET-
Csl B CHTYyallil WM OPUEHTUPYETCS HE TIOJTHOCTHIO, HE MOXKET IPUBECTU apTyMEH-
THI Ha MTOCTABJICHHBIE BOIIPOCHI, a TAK)KE HE TIOKA3bIBACT YMEHUE BECTH TUCKYCCHIO
B COOTBETCTBYIOIICH (popMme.

OrneHka «HeyI0BJEeTBOPHUTEIbHO» CTABUTCS, KOTJIa CTYAEHT OTKa3aJcs
y4acTBOBATh B IUCKYCCUU 10 IPUYMHE HE3HAHUS MaTepHaa.

Kpurepuu oneHKy 3HAHUN IPU HANIMCAHUM KOHTPOJIbHOI PadoThI
OrneHka «OTJIMYHO» — BBICTABISIETCS 00y4YaroIeMycsi, TTOKa3aBIIeMy Bce-
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CTOPOHHHUE, CHUCTEMATH3UPOBAHHBIC, TIIyOOKHE 3HAHHSA BOMPOCOB KOHTPOJBHOM
paboOThl U YMEHUE YBEPEHHO NIPUMEHATh UX HA MPAKTUKE MPHU PEIICHUU KOHKPET-
HBIX 337a4, CBOOO/IHOE U MTPaBUIIBHOE OOOCHOBAHUE MPUHSATHIX PELICHUM.

OrneHka «X0poII0» — BBICTABISIETCS] 00yUaIOLEMYCsl, €CJIU OH TBEPJIO 3HAET
MaTepHuall, FPaMOTHO U IO CYIECTBY MU3JIaracT €ro, yMeeT IPUMEHATH I10JyYEHHBIE
3HAHMS Ha MPAKTUKE, HO JOIYCKAeT B OTBETE WM B PEIIECHUU 3a7a4 HEKOTOPHIC
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOILBIO TONOJHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yA0BJIETBOPUTENbHO» — BBICTABISECTCS OOydaromeMycsi, MOKa-
3aBIIEMY (pparMEHTapHBIN, pa3pO3HEHHBIN XapaKkTep 3HAHUM, HEIOCTATOYHO Mpa-
BUJIbHBIE (POPMYITUPOBKH 0a30BbIX MOHATUMN, HAPYIIECHUS JIOTUYECKON MOCIe0Ba-
TEJIBHOCTH B U3JIOKEHUH ITPOTPaMMHOI0 MaTepuana, HO IPU 3TOM OH BIIAJEEeT OC-
HOBHBIMH MOHSTUSIMU BHIHOCUMBIX Ha KOHTPOJIBHYIO paboTy TeM, HEOOXOAMMBIMU
JUIS JalibHEHIIero oOydyeHus U MOXKET IPUMEHSATh MOJIy4YeHHbIE 3HaHUS 110 00pa3-
11y B CTAaHJApTHOM CUTYyal1U.

OrneHka «Heya0BJIeTBOPUTEIbHO» — BBICTABISETCS 00y4aronemMycs, KOTo-
pBIi HE 3HaeT OOJIbLIEN YacTh OCHOBHOTO COJEP>KaHUs BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BOIPOCOB T€M JUCLHILIMHBI, JOIIyCKaeT rpyOble OLIMOKHU B (hOpMYIIH-
pPOBKax OCHOBHBIX IIOHATHUH U HE YMEET HMCIOJIb30BATh IIOJYYECHHbIE 3HAHUSA IPU
PELIEHUH TUIIOBBIX ITPAKTUYECKUX 3a/1a4.

Kpurtepuu oneHuBaHus BHINOJIHEHUS KellC-3aJaHUH

Pe3ynbTaT BBINOJHEHHS KEHC-3a1aHUSI OLIEHUBACTCS C YYETOM CIIEIYIOIINX
KPUTEPHUEB:

— MOJHOTA NPOPadOTKU CUTYAIINH;

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBH3HA U HEOPJUHAPHOCTH MPEJACTABICHHOTO MaTepuaia 1 pelieHui;

— TEPCIIEKTUBHOCTh M YHUBEPCATLHOCTh PEIICHUI;

— YMEHHE apryMEHTHPOBAHO 00OOCHOBATh BRIOPAHHBIN BapUAHT PEIICHHUS.

Ecnu pe3ynbrar BINOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAUYEHHOMY
KPUTEPUIO CTYACHTY MPUCBAUBACTCS OAWH Oai (3a KaXIaplii Kputepuid mo 1 6an-
y).

OreHKa «OTJIMYHOY» — TP Habope B 5 6aIOB.

Orenka «xopouo» — npu Habope B 4 6aia.

OlieHKa «y10BJIETBOPUTEIBbHOY» — IpU Habope B 3 Oaa.

O1nieHKa «HEeYA0BJIETBOPUTEILHO» — IIPU Habope B 2 Oasia.

KpuTtepun onieHKu 3HAHUH NMPU MPOBeIeHUN TECTHPOBAHUS

OlleHKa «OTJUYHO» BBICTABIISCTCS MIPU YCIOBUH MPABUILHOIO OTBETA CTY-
JICHTa HEe MeHee ueM Ha 85 % TeCTOBBIX 3aJaHUl;

OlieHKa «XOPOIIOY BBHICTABIISACTCS MPU YCJIOBUHM MPABUILHOTO OTBETA CTY-
nenTa He MeHee yeM Ha 70 % TeCTOBBIX 3aJaHui;

OreHKa «y/A0BJIETBOPUTEIbHO» BBICTABIISICTCS TIPU YCIOBHH MPABIIIBHOTO
OTBETA CTyAEHTa HE MeHee ueM Ha 51 %;
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OneHKa «HeyIOBJIETBOPHUTEIbHO» BBICTABISECTCS MPU YCIOBUM TMPABUIIb-
HOTO OTBETa CcTyJeHTa MeHee yeM Ha 50 % TeCTOBBIX 3aaHUM.

Pe3ynbTaThl TEKyIEro KOHTPOJIS HMCIOJIB3YIOTCS TPH MPOBEJACHUU MPOMeE-
JKyTOUHOMU aTTeCTAIUH.

Kpurepun oneHKy 3HAHWI NPHU NPOBEICHUM 324€Ta

OneHka «3a4TeH0» — J1aH IOJIHbIM, pa3BEpHYTHIN OTBET HA IOCTaBJICHHBIH
BOTIPOC, MOKa3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUI 00 00BEKTe, MPOSIBIISIONIA-
ACs B CBOOOJITHOM OINEPUPOBAHUU MOHATUSMHU, YMEHHUU BBIJCIUTH CYIIECTBEHHBIC U
HECYIIECTBEHHBIE €r0 NMPH3HAKH, MPUYUHHO-CIEACTBEHHBIE CBA3U. MOryT OBITH
JOMYUIEHBl HEIOUETHI B ONPEIECICHUH MMOHATUN, UCIIPABICHHBIE CTYJJEHTOM CaMoO-
CTOSITEJIBHO B IIPOLIECCE OTBETA.

OrneHka «He 3a4TEHO» — JOMYIIEHbI TPyOble OIIMOKU TMpPH ONpeAeTIeHUH
CYIIHOCTH PaCKpbIBa€MBbIX ITOHATUM, TEOPHil, SBJICHUN, BCIEACTBUE HEIIOHUMAHHUS
CTYJIEHTOM HX CYIIECTBEHHBIX M HECYIIECTBEHHBIX IPU3HAKOB U CBsA3Ei. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUSI 0000IIEHHBIX
3HAHMI HE ITOKA3aHO.

8 IlepeyeHb OCHOBHOM U JONMOJHUTEILHON yueOHOI JuTepaTy-
pbI

OcHoBHas yueOHasi iMTEeparypa

1. KupcanoBa M. B. Kypc nenonpousBoacTsa: JTOKyMEHTAlMOHHOE o0ecIie-
YeHue yrpasieHus: yueoHoe nmocodue / M. B. Kupcanosa, FO. M. AkceHoB. — 6-y
u3a., ucnp. u gon. — MockBa: HOPA-M, 2020. — 257 c. — Pexum pocrymna:
https://znanium.com/catalog/product/1088888

2. KprokoBa H. II. JlokymeHTHpOBaHHE YIPaBICHYECKON MESITEIbHOCTH:
yue0. mocobue / H. I1. KptokoBa. — M.: UHD®PA-M, 2019. — 268 c. — Pexxum no-
cryna: https://znanium.com/catalog/product/991955

3. [Tanacenko, FO. A. JlIokyMEeHTUPOBAHHE YIIPABICHYECKON JCATEIBHOCTH:
VYuebnoe nocodue / FO.A. ITanacenko. — Mockpa: PUUOP, 2018. - 138 c.: — Pexum
nocryma: https://znanium.com/catalog/product/927448

JonosHuTebHAs ydeOHAs quTEepaTypa

1. beixoBa T. A. JlokyMeHTallmoHHOE OOecredeHre yIrpaBJIeHHs (JeI0mpo-
n3BOACTBO): yueOHoe nmocobue / T. A. beikora, T. B. Ky3nenona, JI. B. Cankun;
noxa o6ml. pea. T. B. Ky3nemnoBoit. — 2-¢ uza., nepepad. u gomn. — Mocksa: UH-
OPA-M, 2022. — 304 C. — Pexum JOCTyTIA:
https://znanium.com/catalog/product/1863409

2. Imutpuena JI. U. JlokymeHTallMuOHHOE OO€CIEUYEHHUE YIPABICHUECKOM
nestenpbHOCTH: yueOHoe mocooue / JI. U. JImutpuera, U. B. PyzaeBa. — HoBocu-
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https://znanium.com/catalog/product/1863409

oupck: M3p-eo HITY, 2019. - 100 c¢. — Pexum pocryna:
https://znanium.com/catalog/product/1869277

3. mutpuena, JI. M. JlokyMeHTallMOHHOE OOECIICUCHHE YIIPABICHUECKOM
JeATeNIbHOCTH : yueOHoe nocodue / JI. . JImutpuena, U. B. Py3aeBa. — HoBocu-
oupck : U3a-so HI'TY, 2019. — 100 c. Tekcr : aneKTpoHHBIA. — Pexxum nmocrtymna:
https://znanium.com/catalog/product/1869277

4. Tlerymko, H. E. JlokymeHTallMOHHOE 00ECIIeUeHHUE YIIPaBJICHHS : y4eOHO-
metoauueckoe mocodbue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. —
Pesxxum noctyna: https://e.lanbook.com/book/176019

5. Paznopoxubiii A. A. JIOKyMEHTHPOBaHUE YIPABICHYECKON NEATEIbHO-
ctu: yue6. [Tocodue / A. A. Pazmopoxnsrii. — M.: UHOPA-M, 2018. — 304 c. —
Pesxxum noctyna: https://znanium.com/catalog/product/969585

O [lepeyennb pecypcoB HH(POPMAIUOHHO-TEJTEKOMMYHHUKAIUOH-
Ho#l ceTu «HTEpHET»

Ilepeuens ObC
Ne HaumenoBanme YpoBeHnb 1ocTyna CcbLika
1. | Znanium.com WuTepHer noctyn
2. | U3narennctBO «JIaHb» WNurepuer nocryn
3. | FOpaiit WNHuTtepHer noctyn
4. | IPRbook WuTepHer noctyn
5. | O6pazoarenpubiii noptan Kyol'AY | Hutepner goctyn

[Tepeuenb MHTEpHET CAaTOB:

«Poccuiickuii xKypHal MeHeKMeHTa» https://rim.spbu.ru

Buxkunenuss — cBoOOAHAas SHUMKIONEAUS [DIEKTPOHHBIN pecypc]: Pexum
noctyna: https://ru.wikipedia.org/wiki/

Kypuan <MANAGEMENT) http://iso-management.com

Kypuan «l'eHepanbHblii JUPEKTOP. YNPABICHUE MNPOMBIIUICHHBIM IIPEJ-

TIPUSTACM) https://panor.ru/magazines/generalnyy-direktor-upravlenie-
promyshlennym-predpriyatiem.html

Kypnan «MeHemKMEHT U OHM3HEC-aAMUHUCTpUpoBaHue» http://www.mba-
journal.ru/

Kypnan «Ynpasienue kommanueii» http://www.zhuk.net

)KypHan «IKOHOMHKA n MCHECIXKMCHT CUCTEM YHPaBJIICHUS
http://www.sbook.ru/emsu/

Kypnan «xcnepttOI» http://expertsouth.ru/magazine/

Kypnan pgenonpous3BoACTBA W JOKYMEHTOOOOpPOTa Ha MNPEANPUITHH
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-
dokumentooborota-19-m8

Kypnan MeHnemKMeHT CEerO/IHs https://grebennikon.ru/journal-
6.html#volume2020
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DNEeKTPOHHBIN KypHa «YnpasneHune HPEINPUATAEM
https://e.management.mcfr.uz/promo.aspx

10 MeToanueckue yKa3zaHusl JJisi 00y4alouUXcsl M0 OCBOEHHIO
TUCHUILIAHBI

N. I'. BanoBa JIoKyMEHTUPOBAHUE YIIPABICHUYECKOMN IESITEIBHOCTH: METO/.
ykazanus / coct. U. I'. UBanoBa. — Kpacnonap: KyoI'AY, 2021. — 77 c¢. — Pexxum
nocryma: https://edu.kubsau.ru/mod/resource/view.php?id=10227

OcBoeHME NUCIUIUIMHBI O0YYarOIUMHUCS TTPOU3BOJUTCS B COOTBETCTBUU C
JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMU:

— IIn Ky6I'AY 2.2.4 «DoH]1 O1IEHOYHBIX CPEICTBY;

— IIn Ky6I'AY 2.5.18 «Opranuszanus o0pa3oBaTebHON AESITEIBHOCTH 10
nmporpaMmam OakajiaBpraTay;

— ITn KyoI'AY 2.5.29 «O dopmax, MeTOJIax U CPEJCTBaX, MPUMEHSIECMBIX B
y4eOHOM MpolLecce»;

11 Iepeyenb MHMOPMANMOHHBIX TEXHOJIOTHI, HCIOJb3yeMbIX
IPH OCYLIECTBJICHUU 00PA30BATEJIBLHOIO MPOLECcCa M0 TUCHUILINHE,
BKJIIOYAS nepeYyeHb IPOrPaAaMMHOI0 odecneueHust U
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

NudopmarimoHHbie TEXHOJIOTHH, UCTIONB3yEeMbI€ TIPH OCYIIECTBIEHUN 00pa-
30BaTEJILHOTO Mpoliecca MO AUCHUIUIMHE, MO3BOJIAIOT: 00€CIEeYnTh B3aUMOJEH-
CTBUE MEXIY YYaCTHHUKAMHU 0Opa30BaTENbHOrO MPOLECCA, B TOM YUCIE CUHXPOH-
HOe W (WJIM) ACMHXPOHHOE B3auUMOJEHCTBHE, MocpeacTBoM cetu «HHTepHeTy,
(bukcupoBaTh X0 00pa30BaTEILHOrO Mpoliecca, pe3yJbTaTOB MPOMEKYTOUHOM aT-
TECTAIMU N0 TUCIMIUIMHE U Pe3yJIbTaTOB OCBOCHUS 00pa30BaTeNIbHOW IMpOTpam-
MBI; OpPraHU30BaTh MPOIECC OOpa3oBaHUs MYTEM BHU3yalIU3allMU HU3y4aeMOW HWH-
dbopmalnuu mOoCPeICTBOM HCIOIB30BaHUS MPE3CHTAIUM, YUeOHBIX (PUIBMOB; KOH-
TPOJIUPOBATH PE3YyIbTAThl 00yUEHHS Ha OCHOBE KOMITBIOTEPHOTO TECTUPOBAHMUSI.

ITepeuens nuuen3nonHoro 110

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepannroHHas CHCTEMa

2 Microsoft Office (Bxmtouaer Word, Excel, Power- | [TakeT opUCHBIX TIPUITOKESHUH
Point)

3 Cucrema tectupoBanus INDIGO TectupoBanue

[lepeuennr npodeccroHanbHbIX 0a3 JAAaHHBIX U MH(DOPMAIMOHHBIX CIPaBOY-
HBIX CUCTEM
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HaunmenoBanue pecypca

YpoBeHb A0CTyIa

Ccrlika

Koncynperant [lnroc

HNHutepHer noctyn

http://www.consultant.ru/

["apanTt

HutepHet goctyn

http://www.qarant.ru/

WIN|F-
W N[

Hayunas snexktpoHHas 6ubiauoreka

eLibrary

HNHutepHer noctyn

https://www.elibrary.ru/

12 MarepuajibHO-TeXHHMYECKOEe oOecriedyeHue st 00y4eHus:
10 JUCHMILJINHE

HJIaHI/IpyeMBIe IMOMCHICHUA IJIsI ITPOBCACHUA BCCX BUIOB y‘-I€6H0ﬁ ACATCIIb-

HOCTH

Ne

HawnmenoBanue y4e0-

Haunmenopanue HOMGIIIGHI/If/'I AJIg IpOBe-

Anpec (MECTOMON0XKEHUE)

/I | HpIX IIPEAMETOB, Kyp- JIEHVSI BCEX BUIOB YIeOHOM JesITeThHO- TOMEIICHUH JISl IPOBEICHHS
COB, TUCIMIUTHH (MO- CTH, TIPETYCMOTPEHHOM y4eOHBIM IJ1a- BCEX BUJIOB yueOHOH siesl-
nyJseit), IPaKTUKH, HOM, B TOM 4HcJIe, TOMENIEHUH Uil camo- | o/ tPHOCTH, HPESAyCMOTPCH-
o o HOW y4eOHBIM TUTAHOM (B
WHBIX BUJIOB y4eOHOM CTOSTEIBHON pabOThI, C YKa3aHUEM IIe-
ciIydae peanu3aiuu o0pas3o-
NESITeNbHOCTH, IPEAy- | PEeYHs OCHOBHOTO 000pYyIOBaHMs, yueo-
o BAaTCJIbHBIX IPOrpaMM B CECTC-
CMOTPEHHBIX Y4EOHBIM | HO-HArJISIHBIX OCOOMH U UCTIONB3YEMO- | oo (hopMe JIOTTOTHHTETBHO
I1aHOM 00pa3oBa- r'0 IPOTPaMMHOTO 00ecTICUeHNUs yKa3blBaeTCA HAHMEHOBAHHE
TCJIbHOU IIPOTPpaMMbl OpraHu3anuu, ¢ KOTOpou 3a-
KIIFOYEH JIOTOBOD)
1 2 3 4
1. JlokymMeHTHpOBaHUE [Tomemenne Ne402 DK, mocagouHbix 350044, KpacHonapckuii
yIpaBieHuecKou faesi- | mect — 50; momans — 60,8 M yaeo- Kpaii, r. Kpacronap, yi. um.
TEITHHOCTH Hasl ayJUTOPHS JUTA TTPOBEICHUS 3aHATHI Kamaruna, 1. 13

JIEKIIMOHHOTO THUIIa, 3aHITHH CEMUHAP-
CKOTO THIIa, KypCOBOTO MPOSKTUPOBAHUS
(BBITIOJTHEHUS KyPCOBBIX PadoT), TPYIIIO-
BBIX ¥ HHAWBUAYAIBHBIX KOHCYIbTALIUH,
TEKYIIero KOHTPOJIS U MPOMEKYTOUHON
aTTecTaluy.

CHeMaIN3UpOBaHHas MeOelb (yueOHas
JIOCKa, yueOHast MeOelb);

TEeXHUYECKHE CPe/ICTBa 00ydeHus, Habo-
PBI ISMOHCTPAIIMOHHOTO 000PYI0BaHUS U
yueOHO-HATISTHBIX TOCOOUiA (HOYTOYK,
MPOEKTOP, KPaH);

JoCTyII K ceTth «HTEepHETY;

JOCTYI B AJIEKTPOHHYIO 00pa3oBaTellb-
HYIO Cpelly YHHBEPCHUTETa;
nporpammHoe obecriederue: Windows,
Office.

ITomemenue Ne305 DK, mocagounbix
mect — 30; mromans — 41,7m?; Jlabopa-
TOpHsI MEHEJDKMEHTA U MapKETHHTA.
TEXHUYECKUE CPEACTBA O0YUCHHS
(KOMIIBIOTEp TIEPCOHANBHBIN — 4 IT.);
HAOOPBI JEMOHCTPAIIIOHHOTO 000pY/10-
BaHUs U y4eOHO-HAITISAHBIX TOCOOHH
(HOYTOYK, TPOEKTOP, IKpaH);
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n/a

HawnmenoBanue y4e0-
HBIX [IPEIMETOB, Kyp-
COB, TUCIHILINH (MO-
IyJei), MpaKkTHKH,
VHBIX BUJIOB yueOHOI
NeSITENBHOCTH, TIPETy-
CMOTpPEHHBIX y4eOHBIM
IJIaHOM 00pa3oBa-
TEJIbHOU MPOTrpamMMbl

HanmenoBanue moMernieHuii As1s mpoBe-
JICHUSI BCEX BUIOB yUeOHOM JeaTeNbHO-
CTH, TIPEIYCMOTPEHHON y4eOHBIM IJ1a-
HOM, B TOM YHCJI€, IOMEILEHUH JIJIsl CaMO-
CTOSITEEHOM PabOTHI, C yKa3aHUEM IIe-
pPEeYHS OCHOBHOTO 000pyAOBaHUS, yaeo-
HO-HAIJISAHBIX TIOCOOHI U UCTIONIB3YeMO-
r'0 IPOrPaMMHOT0 00eCIeYeHHs

Anpec (MECTOMON0XKEHUE)
TIOMEILECHUH IS IPOBEICHUS
BCEX BHIOB yueOHOM aes-
TENBbHOCTH, MPETyCMOTPEH-
HOW y4eOHBIM IUTAaHOM (B
cilydae peaau3anuy o0pa3o-
BaTEJIbHBIX IPOTPAaMM B CETE-
BOW (hOopMe JTOTIOTHUTETHHO
yKa3bIBaeTCsl HANMEHOBAHUE
opraHu3sanuy, ¢ KOTOpoil 3a-
KIIIFOYEH JIOTOBOD)

2

3

4

J0CTyI K ceTH «HTepHeT;

JOCTYII B 2JIEKTPOHHYIO HH()OPMAIIMOHHO-
00pa30BaTeIbHYIO CPEly YHHUBEPCUTETA;
nporpammHoe obecriedeHue: Windows,
Office

crenranu3npoBanHas Meoens (yueOHas
J0CKa, yueOHast MeOelb).

ITomemenue Ne211 HOT, momanps —
19,3M%; momereHue s XpaHCHUS U
MPO(QUIAKTHIESCKOTO 00CTYKUBaHUS
y4eOHOTO 000PYHOBaHUSI.

CIUIMT-cUcTeMa — | ImT.;
XOJIOMMIBHUK — 1 1T,

TEXHUYECKUE CPEACTBA OOYUCHHS

(Mpy — 1 mr,;

npoexTop — 1 wr.;

KOMITBIOTEP MEPCOHANBHBIN — 2 IT.);
nporpamMMHoe obecrieueHue: Windows,
Office, INDIGO.

ITomemenue No211a HOT, mocamouHbIX
mect — 30; momans — 47,1 M2; ome-
LICHUE JUI CAMOCTOSITEIbHON PabOTHI
00yJaronmxcsl.

KOHJIUIIMOHEP — 2 TIIT.;

TEXHUYECKUE CPEACTBA OOYUCHUS
(mpuHTEp — 2 TIT.;

3kpaH — 1 mrT.;

npoektop — 1 mr.;

cereBoe 00opynoBaHue — 1 mT.;

uon — 1 mr.;

KOMITBIOTED MEPCOHATBHBIA — 6 IIT.);
JOCTYH K ceTH «/HTepHeTY;

JOCTYH B JIEKTPOHHYIO HH(OPMAIMOH-
HO-00pPa30BaTEIIbHYIO CPENY YHUBEPCH-
TETa;

CHelUuaIN3upoBaHHas MeOenb (yueOHas
Me0en);

[IporpammHuoe obecrieuenue: Windows,
Office, cnennann3upoBaHHOE JHULECH3H-
OHHOE M CBOOOJTHO PacpoCTpaHsIieMoe
porpaMMHoOe obecrieueHue, PeTyCMOT-
peHHOE B paboueil mporpamme
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