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

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBAaHUE YIIPABICHUYECKOMN Jes-
TEIBHOCTH» SIBJSIETCS (DOPMHUpOBAHHE KOMIUIEKCA 3HAHUNA 00 OpraHU3allMOHHBIX,
HAay4YHBIX M METOAMYECKHX OCHOBAX JNOKYMEHTHPOBAHHS YIPABICHUYECKOU Jesi-
TETBHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpPUATUS C UC-
II0JIb30BAaHUEM COBPEMEHHBIX aBTOMAaTH3UPOBAHHBIX TEXHOJIOTMI B YCIOBMSX WH-
HOBALIMOHHOT'O Pa3BUTHS.

3agauM AMCUMIIMHBI

— (opmupoBaHuE YMEHUHN U HABBIKOB B 00JIACTH CO3/1aHUS YIIPABICHUECKUX
JIOKYMEHTOB, 00JIaAAI0MIUX IOPUINUYECKON CHIION U CTIIOCOOHBIX C B YCIYKUTh (-
(PEKTUBHBIM MEXaHHW3MOM pEaIM3alMy YIPABICHYECKUX PELICHUH, a TAKXKE MOIY-
YEHUE 3HAHUI O NPHUHIMIAX PAlMOHAIBHONW OPraHU3aluu padOThl C JOKyMEHTaMU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOTO (POHIA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITY>KObI MPEANpPUATUN, YUPEXKICHUNH U OpraHu3aluil B
YCIIOBUSAX PeaJIM3allii UHHOBALIMOHHBIX PEILICHUM;

— YCBOCHUE OCHOBHBIX HOPMATHMBHO-METOJMYECKUX MATEPUAIOB IO JOKY-
MEHTHPOBAHUIO YHIPABIECHYECKOU ACATEIBHOCTH; CYLIECTBYIOIIMX CTAHIAPTOB IO
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(DUIIMPOBAHHBIX
CUCTEM TOKYMEHTALWU;

— (OpMHUpPOBAaHUE HABBIKOB COCTABIICHHUSI M PEIAKTHPOBAHUSA CIYKEOHBIX
JIOKYMEHTOB B COOTBETCTBHM € HOBbIMU poccuiickumu I'OCTamu.

2 llepeyeHb IJIAHMPYEMBIX Pe3yJbTATOB 00yUeHHSs 1O aHuC-
HUIVINHE, COOTHECEHHBIX C IUIAHMPYEMBIMH pPe3yJibTAaTaAMH OCBOe-
aua OIIOII BO

B pesyiabTaTe 0CBOCHUS IMCUMILIMHBI GOPMHUPYIOTCH CJeAYIOLIHEe KOM-
NeTeHUNH:

[1K-8 — BnageHneM HaBbIKAMHU JOKYMEHTAJIBHOTO OQOPMIICHUS PEIICHUN B
YIOPABJICHUH OMNEPAIMOHHON (TIPOM3BOJICTBEHHOW) AEATENbHOCTHIO OpraHu3alui
IIPY BHEAPEHUU TEXHOJOTHYECKUX, MPOAYKTOBBIX MHHOBAIIMN WJIM OpPTraHU3alAOH-
HBIX U3MCHECHUH,

I1K-11 — BnajgeHueM HaBbIKAMU aHaIW3a WHOOpPMaMKU O (PYHKIIMOHUPOBA-
HUU CHUCTEMbI BHYTPEHHETO JIOKYMEHTOOOOpOTa OpraHu3alliuM, BeAeHUs 0a3 aaH-
HBIX TI0 Pa3jJM4HbIM TOKa3aTessiM U (GOopMUpPOBaHUs MH(GOPMAIIMOHHOTO olecrie-
YEHHS YYaCTHUKOB OPTraHU3alMOHHBIX TPOEKTOB;

[IK-20 — BnajgeHWeM HaBBIKAMH TIOJTOTOBKM OpPTaHU3AIMOHHBIX H
pacnopsSIUTEIbHBIX  JIOKYMEHTOB, HEOOXOJUMBIX JIJII  CO3/aHUS  HOBBIX
MPEINPUHUMATENBCKUX CTPYKTYP.



3 Mecro nucuumiinnbl B crpykrype OITIOITI BO

«JIOKyMEHTHPOBAHUE YIPABJICHYECKON IEATCIBLHOCTU» SIBIACTCS JUCIUII-
muHoi BapuatuHoOM yactu OIIOIT BO noaroroBku oOydaromuxcs 1Mo Hampasiie-
Huto 38.03.02 MeHeHKMEHT, HalpaBieHHOCTh « IHHOBAIlMOHHBIM MEHEIPKMEHT.

4 OobeM quCHMILTHHBI (72 yaca, 2 3a4eTHBIC €IUHHMIIbI)

O0OBeM, yacoB

Bunpl yue6HOM paboTh
Ounas 3aoyHas

KonrakTHasi padora 49 7
B TOM YHCIIE:
— ayJIUTOpHAs 1O BUAaM y4eOHBIX 3aHATUN 48 6

— JIEKI[UHA 26 2

—— IPAKTUYIECKUE 22 4
—— BHEayIMTOpHAas 1

— 3a4eT 1
CamocrositesibHas padora 23 65
Hroro no nucuuninae 12 12

B TOM 4HCJIe B (hOpME MIPAKTUICCKON TTOITOTOBKU

5 Conep:xkanue JUCUUILIAHBI

[To nToram n3y4aemoi TUCHUIUTUHBI O0y4YaOIMHUECs CIAI0T 3a4eT.
Jlucuumimaa u3ydaercs Ha 3 Kypce, B 5 ceMecTpe 1o yuyeOHOMY IUIaHy O4-
HOU (popmbl oOyueHwus, Ha 4 Kypce, B 8 cemecTpe Mo yueOHOMY TUTaHY 3a04HOU

dbopmMbI 0O0yUCHHUS.

CopepxaHue u CTPYKTYpa JUCUMUILJIMHBI 110 04HOH opme 00yueHust

Buabl yueOHol padoThl, BKJIIOYas CAMO-
CTOSITEJILHYIO Pa00Ty CTYJA€HTOB U TPY/0-
% E e€MKOCTh (B Yacax)
Ne E i = B TOM B TOM
) Tema. < Yyuclie B YyucIie B
n/ g5 g Camo-
I OCHOBHBIE BOITPOCHI S 2| 5 ek dopme | [Ipaktu- | dhopme JU
e § O MPAKTU- | YEeCKHUE | MPAKTH-
o = TR eckoit | samsTas | weckoit | o brad
q
paborta
MOJTO- MIOATO-
TOBKH TOBKH
BBe;[e}me B HHCIIHH.T[I/I]—[y: )IORy- HK'S
MEHT B CHUCTEME YIIPpaABJICHUA
1 ynp MK-11| 5 | 2 - - - 1
IIpenmMer, 3amaun, CTPyKTypa JucC- K-20
IUIUIAHBL. JoxymMeHTupoBanue ]




Buabl yueOHol padoThl, BKJIOYAsA CAMO-
CTOSITE/IbHYI0 Pa0oTy CTY/IEHTOB U TPY/I0-
€MKOCTB (B Yacax)

CrpaBka Kak OCHOBHOW JOKYMEHT
JTAaHHOTO Tuma. JJoKyMeHTHUpOBaHUE
KOJIJIETHaIbHOM JESITEILHOCTH.
JloknamHele W OOBSICHHTEIbHEIE
3aIUCKH. 3asBICHUE.

I1K-20

2 S
Ne = = | & B TOM B TOM
o/ Tema. =38 qycie B HMCHE B |
OcHOBHBIE BOIIPOCHI E ° | 3 ¢dopme | [Ipaktu- | bopme
1| = s | O |/lex CTOSI-
&3 MPAKTU- | YECKUE | IPAKTH-
S = | yeckoit | sansTus | deckoit | ow oA
paborta
MOJr0- MOAr0-
TOBKHU TOBKHU
YIIPaBIEHYECKOH  JEeSTeNbHOCTH,
opranm3anus paboThl C JIOKyMEH-
tamd. OCHOBHBIE HCTOPHYECKHE
ATaNbl Pa3BUTHUS JIEJIONPOM3BOICTBA
B Poccuu.
Yuundukauusa U CTaHIAAPTH3ALUSA
ynpaBJieHYeCKHX TOKYMEHTOB
VHupukanuss © CTaHAApTH3ALUL.
Yuudukanus F0KyMeHTOB 10 (dhop-
Me u cocTaBy. Yumdukarus Oy-|IIK-8
2 |maxHbix QopmartoB (A3, A4, AS,|TIK-11| 5 | 2 - - - 1
Ab6). K-20
OKIIO, OKVY/], OKOHX. Tocy-
JApCTBEHHAs] CHCTEMa JOKyMEHTa-
IIMOHHOTO OO0CCIICUeHMsI yIpaBJe-
Hus (I'CAOY).
OcHoBHbIe mnpaBwia odopmiie-
HUSl yNPaBJIEHYECKHX JOKYMeH-|[TK-8§
3 |P _|TIK-11| 5 | 2 - 2 - 1
QopMyislp JOKyMeHTa. THUIIOBOM TIK-20
dopmymsip nokymenrta. dopmysip-
oOpa3zer]. PEKBU3UT TOKyMEHTa.
Oco0eHHOCTH  COCTaBJIeHUSI H
oopMiIeHHS] OPraHU3ALHOHHO-
pacnopsIuTeJbHBIX IOKYMEHTOB
Opranu3auoHHO-
pacnopaauTeiibHad AOKYMCHTaAlH. HK-8
4 |Opranmsaumonnsie  nokymentsr [IIK-11| 5 | 2 - 2 - 2
Pacropsinurensapie  gokymeHTsl. | [TK-20
JIOKyMeHTI/IpOBaHI/Ie WHHOBAITUOH-
HBIX TpOIecCOB. JlOKyMEHTHpOBa-
HHE Pa3pa0dOTKH U peann3aliy UH-
HOBAallMOHHBIX ITPOCKTOB.
Oco0eHHOCTH  COCTaBJIEHUS U
opopmiieHnst CIIPABOYHO-
HH(POPMANHOHHBIX H CPABOYHO-
AHAJIMTHYECKHX IOKYMEHTOB
CripaBo4HO-NH(POPMALIMOHHBIE  J10- | [TK-8
5 |KYMEHTBL CrpaBouHO- | 11pe_11 5| 2 ) 5 ) 5
AHAJIUTHYCCKUC HTOKYMCHTEIL.




Buabl yueOHol padoThl, BKJIOYAsA CAMO-
CTOSITE/IbHYI0 Pa0oTy CTY/IEHTOB U TPY/I0-
€MKOCTB (B Yacax)

2 S
Ne = = | & B TOM B TOM
o/ Tema. =38 qycie B HMCHE B |
I OcHOBHBIE BOIIPOCHI E ° | 3 ek ¢dopme | [Ipaktu- | bopme CTOs
=z | © IpPaKTU- | YECKHE | IPaKTHU-
S = | yeckoit | sansTus | deckoit | ow oA
paborta
MOJr0- MOAr0-
TOBKHU TOBKHU
Cay:xedHasi KOppecHoOHIeHIUS
CityxeOHast KOPPECIIOHICHIIHSI.
PasHOBMIAHOCTH J€IOBBIX ICEM. | [TK-8
6 Jlornueckast cxema pacmomOKCHUA | r1rc_11 5| 2 ) 5 ) 5
uHQOpMaIMK B MUChbMax. Mexay- [IK-20
HapoAHble nucbMa. JJOKYyMEHTHI IO
JUYHOMY COCTaBy. JlOKyMEHTHpO-
BaHUC MHHOBAIIMOHHBIX peIlIeHHﬁ.
JIOKYMEHTBI 10 JIUYHOMY COCTABY
U BelleHHe KaJApOBOil JOKyMeHTa-
HUH
JIOKyMEHTBI 10 JIMYHOMY COCTaBYy K-8
7 |(mepconany). MK-11] 5 | 2 ; 2 i 2
TpymnoBoil KOHTpakT (IIOTOBOP).
[Ipukasbl MO JMYHOMY COCTaBY H [1K-20
KaApOBLIC IIPUKA3bl, HUX OTJIWYUA.
Pe3rome kak HOBBI BUJA TOKYMEH-
Ta.
TpeGoBaHUsI K TEKCTY T0KYMEHTA
Jlornueckas cTpykTypa TEKCTa JIO-
KyMeHTa. PyOpukamnms texcra. Tu- K-8
8 MMUYHBIE OIIMOKH B opraHu3zanuu HK'].]. 5 2 _ 2 _ 2
TEKCTa CIIY)XEOHBIX JIOKYMEHTOB.
Kitaccugpukanusi TeKCToB 1mo pas- [1K-20
JUYHBIM NpUHIMIAM. VHHOBaIK B
(dbopMHpPOBaHNH JOKYMEHTOB.
SI3bIK M CTWIbL CJIYKeOHOT0 0-
KyMeHTa
SI3bIK M CTUIB CIyKEeOHBIX JOKY-
MEHTOB. Od¢unmansuo-nenosoii | [TK-8
9 |dyskumonanpueii cruib. Okerpa- [[IK-11| 5 | 2 - 2 - 2
JIMHTBUCTUYECKHE Tpu3HaKu ctiis. | [TK-20
WudopmaTtuBHOCTF ©  JTAaKOHHWY-
HOCTH KaK KOHKYPUPYIOHIIUE XapakK-
TEPUCTUKH TEKCTOBOTO JIOKYMEHTA.
Opranmzanusi padéoTsl ¢ JIOKY-
MEHTaMH
JokyMeHT0000pOT W JIOKYyMEHTO- K-8
10 |moToKH (B‘)'(O,Z[HH_II/II/I, MCXOMAMNH, | e 11| 5 | 9 ) 5 ) 5
BHyTpeHHHi). [loHsATHE «0OBEM
MoKyMeHTooOopoTay.  CTpyKTypa [K-20
JOKyMEHTO00OpOTa TPEIIPHUSTHSL.
WNHHOBaINM B JOKYMEHTO000pOTE.
Cucremaruzanust aoxkymenTo u|I1K-8
1 XpaHeHHe K-11 5|2 . 2 } 2




Buabl yueOHol padoThl, BKJIOYAsA CAMO-
CTOSATEIbLHYI0 padoTy CTYACHTOB U TPY/10-
% = €MKOCTB (B Yacax)
Ne = E = B TOM B TOM
/ Tema. =38 qycie B qucie B i
1 OcCHOBHBIE BOPOCHI S e | 3 o I1 - Camo
S 2|53 pMme paktu- | dhopme
1| = s | O |/lex CTOSI-
&3 MPAKTU- | YECKUE | IPAKTH-
S = | yeckoit | sansTus | deckoit | ow oA
paborta
MOJr0- MOAr0-
TOBKH TOBKH
CucremaTu3amnus nokymenTos. | [TK-20
['pynmupoBka JTOKYMEHTOB B Tep-
BHYHBIC KOMILICKCHI. [MonsTHe
«zaenoy. [IpuHIUIEl HOpMHUPOBAHHS
nen. HomeHnkiatypa gen npennpu-
atus. llepegaya 1OKyMEHTOB B ap-
xuB. VIHHOBauuu B 00JIaCTH CHCTE-
MAaTU3alAU JOKYMEHTOB.
Opranu3anus 1eJ0Npou3BOICTBA
B YUp€KIEeHUU
CTpyKTypHBIE HO/Ipa3IeieHus,
OCYLICCTBIISIFOIIME JIOKYMEHTO0000- K-8
pOT B yupexacHuM. JlOKYMEHTHI,
12 periaMeHTupyrmue pabory B yd- HK-1115 1 2 ) 2 i 2
pexaenun. MHCTPYKIMs MO Jeo- [1K-20
npou3BoacTBy. OpraHusaiys aeno-
IPOU3BOJICTBA B YCIOBHUSIX WHHOBA-
LIMOHHOTO Pa3BHUTHs MPEAPHSITHSI.
Hcnosab3oBanne  cOBpPeMEHHBIX
WHHOBAIIMOHHBIX  KOMIbIOTEP-
HBIX TEeXHOJIOTHil B JIOKYMEHTO-
o0opoTe yupe:KIeHHWil, mpeanpu-
SITUI, OpraHU3auM i
KoMIbroTepHbIe TEXHOIOTHH [0~
IPOU3BOJICTBA B AHTUKPH3HCHOM
yIpaBJICHHH, élenn, 3ajaun, Ha- |[1rc.g
npasieHus. OCHOBHBIC MOHSTHS
13 UHDOPMALMOHHBIX ~ TEXHOJIOTHH. HK-11)5 ) 2 ) 2 i 2
O0630p OCHOBHBIX TIPOIPAMMHBIX T1K-20
npoaykrtoB: Microsoft Windows;
Microsoft Office (sxmouaer Word,
Excel, PowerPoint). MuHoBauoH-
HbIC CHCTEMHBIC W HPHUKIAOHBIC
HpOrpaMMHBIE CPEJICTBa aBTOMATH-
3MPOBAHHOTO padouero mecra. AB-
TOMaTHU3aIHS TOKYMEHTO000pOTA.
Hroro [ 26 | - 22 - 23

CopaepxaHue u CTPYKTYpPa TUCUMILIMHBI 110 3204HOH popMe 00yueHus




Buabl yueOHoi1 padoThl, BKJIOYAs CaMO-
CTOSITE/IbHYI0 Pa0oTy CTY/IeHTOB U TPY/0-
e€MKOCTb (B Yacax)

Z S
Ne = = | & B TOM B TOM
o/ Tema. =8 2 YHCIIC B YHCHEB |
OcHOBHBIE BOIPOCHI E ° |3 ¢dopme | Ilpaktu- | dpopme
1| 2 s |o|/lex I i | cros-
=3 paKTH YECKHUE | PAKTHU
S = W yeckoit | samstns | weckoit | o oo
pabora
MOJTr0- MOJAro-
TOBKH TOBKHU
BBeleHne B AUCHMILIHHY: J1OKY-
MEHT B CHCTeMe YNpaBJeHus
[Ipeamer, 3amaum, CTPYyKTypa IUC-
LUTLTAHEL Jloxymentuposanue | [1K-8
1 |ympaBnenveckoit — gestensHocTH, [[IK-11 | 8 | - - - - 4
opranm3anms padboTel ¢ JokyMeH-| [TK-20
tamd. OCHOBHBIE HCTOPHYECKHE
3Tambl Pa3BUTHS IEIONPOU3BOICT-
Ba B Poccun.
YHuudukauua u craHaapTusanus
ynpaBJieHYeCKHX TOKYMEHTOB
YHudukanus ¥ CTaHIApTHU3ALMA.
VYHudukanus  JOKYMEHTOB IO
dopme u coctaBy. Yaudukarus |ITK-8
2 |O6ymaxHbIX GpopmartoB (A3, A4, AS,|TIK-11 | 8 | - - - - 4
A6). ITK-20
OKIIO, OKYJ, OKOHX. Tocy-
JIApCTBEHHAs] CHCTEMa JIOKYMEHTa-
[IMOHHOTO OOECIICYCHUS yTpaBiie-
Hus (I'CHAOY).
OcHoBHBIe mpaBuiaa odgopmie-
HUSL YNPABJIEHYECKHX TOKYMEH- [T _g
3 |2P  |TIK-11 | 8| 1 - 1 - 4
QopMynsip JOKyMeHTa. TUIOBOM
dopmynsap nokymenra. opmyisip- IK-20
oOpa3zer]. PEKBU3UT TOKyMEHTa.
Oco0eHHOCTH COCTaBJIeHUS W
oopM/ieHUs] OPraHU3ALNOHHO-
pacnopsIMTeJbHBIX IOKYMEHTOB
Opranu3auoHHO-
pacropsauTenbHas nokymenranmus. | [1K-8
4 |Opranumszamuonnbie  gokymentsl. |[IK-11 | 8 | - - 1 - 4
Pacniopsigutensubie  gokymeHTHI. | [TK-20
ZIOKyMeHTI/IpOBaHI/Ie MHHOBAITMOH-
HBIX IporeccoB. JloKyMeHTHpOBa-
HUE pa3paboTKU M peaTu3aiyl nH-
HOBAallMOHHBIX ITPOCKTOB.
Oco0eHHOCTH COCTABJICHHS H
opopmiieHnst CIIPABOYHO-
MHPOPMANHOHHBIX U cnipaBouHo- | [1K-8
S5 |aHAAUTHYECKUX TOKYMEHTOB [IK-11 | 8| - - - - 4
CripaBouHO-MH(OPMAIIMOHHBIE T1K-20
JOKYMEHTHI. CrpaBouHO-
AHAJIUTHYCCKUC JOKYMCHTEIL.




Buabl yueOHoi1 padoThl, BKJIOYAs CaMO-
CTOSITE/IbHYI0 Pa0oTy CTY/IEHTOB U TPY/0-
e€MKOCTb (B Yacax)

2 S
Ne = = | & B TOM B TOM
o/ Tema. =8 2 qycie B YHCHEB |
I OcHOBHBIE BOIPOCHI E ° |3 ek ¢dopme | Ilpaktu- | dopme N
=z |© IpaKTU- | YeCKUe | IpaKTH-
S = W Geckoit | samstns | weckoit | o oo
pabora
MOJATr0- MOJATr0-
TOBKH TOBKH
CrpaBka Kak OCHOBHOW JOKYMEHT
JaHHOTO TUMa. JJoOKyMeHTHpOBaHuUe
KOJIJICTHATTbHO M JIeSITEIIBHOCTH.
Jloknamuaele W OOBSICHHTENLHBIC
3aMyCcKU. 3asBIICHUE.
Cay:xe0Hasi KOppecOHIeHIS
CrnyxeOHast KOPPECTIOHACHITHSL.
Pa3HOBHIHOCTH JIETOBBIX TIHCEM. K-8
6 Jlornueckast cxeMa pacmoNIOKEHUS nK-11 181 - ) ) ) 4
uHpOpMaIUK B MUChbMax. Mexmy-
HapOJHBIC MUChMa. JJOKYMEHTHI 1O T1K-20
JUYHOMY cocTaBy. JlOKyMeHTHpO-
BaHUC MHHOBAIIMOHHBIX peIHCHHﬁ.
JIOKYMEeHTBI M0 JUYHOMY COCTa-
BY U BelleHHEe KaIpOBOH J0KY-
MEHTAMH
JIOKYMEHTBI 10 JTUYHOMY COCTaBY K-8
7 |lnepeorary). MK-11 |8 | - : 1 : 5
TpynoBoil KOHTpakT (ZOTOBOP).
[IpuKassl 10 JMYHOMY COCTaBy M I1K-20
KaJIpOBbIC TMPUKA3bl, MX OTIUYMSI.
Pe3toMe kak HOBBIM BUJ JOKYMEH-
Ta.
TpeOGoBaHHsA K TEKCTY JOKYMEH-
Ta
Jlornueckas CTpykTypa TekcTa Jo-
KyMEHTA. Py6puxamus Texcra. | [TK-8
8 |Tumuunbie omubku B opranuzanuu |[IK-11 | 8 | - - - - 6
TeKCTa CIyXeOHBIX JOoKyMeHTOB.| J[TK-20
Knaccudpukanus TekcToB 1O pas-
JUYHBIM TpUHIMNaM. WHHOBanWU
B ()OPMHUPOBAHUH JOKYMEHTOB.
SI3bIK M CTWJIbL CJIY:KeOHOr0 10-
KYMeHTa
S3BIK U CTHIBb CIYKEOHBIX IOKY-
MEHTOB. OdunuansHO-1eI0BOM I1K-8
9 |dyskumonanbHeli cTHib. Dkcrpa- |[[TK-11 | 8 | - - - - 6
JMHIBUCTUYECKUE Tpu3Haky cTuii. | [1IK-20
WudopmMaTuBHOCTE ¥ JTAKOHWY-
HOCTb KaK KOHKYPHUPYIOLIUE Xapak-
TEPUCTHKH TEKCTOBOTO JIOKYMEHTA.
Opranmzanus padoTel ¢ JAOKY- K-8
10 Egi;ﬁg:mo%pm U JOKYMEHTO- 1_1{[1?1210 81 - ) i i 6

MOTOKH (BXOMSINNN, HMCXOJSIIHH,




Tema.
OCHOBHBIE BOIIPOCHI

dopmMupyemblie
KOMIIeTeHIIUN

Cemectp

e€MKOCTb (B Yacax)

Buabl yueOHoi1 padoThl, BKJIOYAs CaMO-
CTOSITE/IbHYI0 Pa0oTy CTY/IEHTOB U TPY/0-

Jlex
805041

B TOM
YuclIc B
dhopme
MPAKTH-
yecKoi
IIOJITO-
TOBKH

[IpakTu-
YECKUE
3aHATUA

B TOM
YHCIIC B
dbopme
MIPAKTH-
yecKoi
IMOJITO-
TOBKH

Camo-
CTOSI-
TeIbHAas
pabora

BHyTpeHHmiT). [lonaTtne «o0BemM
JokyMeHToobopotay.  CtpykTypa
JIOKYMEHT0000pOTa TMPEAIPHSITHSI.
WHHOBaIMK B TOKYMEHTOO00POTE.

11

CucremaTu3anuss 10KyMeHTOB M
HX XpaHeHHe

CucremaTtusanus JOKYMEHTOB.
I'pynmmpoBka JOKYMEHTOB B Iep-
BUYHBIE KOMIUIEKCHI. [Tonstue
«geno». IlpuHnumner ¢opmupoBa-
HUA  JIeTl. Homenknatypa nen
npeanpustus. Ilepenada noxkymeH-
TOB B apxuB. MIHHOBanuu B obnac-
TH CUCTEMAaTU3alluN TOKYMEHTOB.

[1K-8
[1K-11
I1K-20

12

Opranu3zanusi /1eJIONPOU3BOACT-
Ba B YUpeKIeHUH

CTpyKTypHEIE moipa3aeieHus,
OCYIIECTBIISIONINE JTOKyMEHT0000-
pPOT B y4peKIeHUU. J{OKyMEHTHI,
periaamMeHTupyonie paboTry B yu-
pexneHun. WHCTpyKIuUS 1O J1eno-
npou3BoAcTBY. OpraHuzanus e-
JIONpOMU3BOACTBAa B YCJIIOBUAX HWH-
HOBAIIMOHHOT'O Pa3BUTHS TIPEIIPHU-
ATHSL.

[1K-8
I1K-11
I1K-20

13

Hcnonn3oBaHHe  COBpPeMEHHBIX
WHHOBAIMOHHBIX  KOMIBIOTEP-
HBIX TEXHOJIOTHIi B JOKYMEHTO-
00opoTe yupe:xIeHuil, mpeanpu-
SITUI, OpraHU3auM i
KommbloTepHbIE TEXHOJOTHH Jie-
JIOTIPOU3BOJICTBA B aHTUKPHU3UCHOM
VIOpaBACHUM, LEIHM, 3a1adyd, Ha-
IIpaBJICHUS. OCHOBHBIE ITOHITHSA
WH(POPMAITMOHHBIX  TEXHOJIOTHH.
O0630p OCHOBHBIX TPOTPAMMHBIX
npoaykro: Microsoft Windows;
Microsoft Office (Bkmrouaer Word,
Excel, PowerPoint). MuHoBanuoH-
HbIC CHUCTCMHBIC W TPHUKIAOHBIC
MpOrpaMMHBIC CPEJICTBA aBTOMATH-
3UpPOBAHHOTO pabouero mecra. AB-
TOMaTHU3aIHS TOKYMEHTO000pOTA.

[1K-8
[1K-11
I1K-20

Hroro

65
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6 IlepeyeHb yueOHO-MeTOAUYECKOT0 OOecleYeHUus AJs CamMo-
CTOSITEJILHOM PadOTHI 00YYAIOLIUXCS 10 JUCHMUIIJINHE

1. JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEIBHOCTH: METOJ. yKa3aHHs
110 TIPOBEJICHUIO MPAKTUYECKUX 3aHATHH, OpraHU3aIlMd CAMOCTOSITEJIbHOM U Hay4-
HO-MCCJIEA0BATEILCKOM padOThI sl 00yJaromMXcsl IKOHOMUYECKOTo (paKynbpTeTa
no HarpaByieHuto nmoAarotoBku 38.03.02 Menemxment/ coct. A. B. Iloru6enes. —
Kpacuomap : Kyol'Ay, 2019. - 36 c¢c — Pexum jgocryna:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1 .PD
F

/ ®oH/I OILIEHOYHBIX CPEICTB JJisl MPOBeIeHHUs TPOMEKYTOUHOM
arTecTaluu

7.1 IlepeyeHb KOMIIETEHUMH ¢ YKa3aHUEM JITanoB ux ¢GopMupoBaHusi B
npouecce ocsoenust OITIOITI BO

Otanbl GOpMUPOBAHUS U POBEPKH YPOBHS C(HOPMUPOBAHHOCTU KOMIIE-

Howmep cemecTpa*
TEHIMI MO0 AUCHUIUIMHAM, TpakTHKaM B npoliecce ocoenus OI1OIT BO

[1K-8 — BnaieHneM HaBBIKAMH JIOKYMEHTAJIHLHOTO O(OPMIICHHSI PEIICHUN B YIIPABJICHUH OTIepa-
[IUOHHOM (IIPOU3BOJICTBEHHO) AESITEIFHOCTHIO OPraHU3aluii IPU BHEPEHUU TEXHOJIOTUY e-
CKHX, TPOJIYKTOBBIX MHHOBAIIMM MJIM OPTraHU3AIIMOHHBIX H3MEHECHUN

3 YrpasiieHre Ka4eCTBOM

[TpakTiKa 1o Mmoyiy4eHuto npodeccuoHaIbHBIX YMEHHUN U OTbITa podec-
CUOHAJIbHOW J1€ATEIbHOCTH

VYnpasieHue onepaoHHoN (IIPOU3BOJACTBEHHON) ESTEITbHOCTHIO

YrpasieHre B arponpOMBIIIIEHHOM KOMIUIEKCE

Jlokymenmuposanue ynpasien4eckoul 0esmenbHoCmu

HpeI[ILI/IHJ'IOMHaH IPpaKTHUKa

(ocojoro|o b~

3amuTa BITYCKHON KBaJM(UKAMOHHON pabOThI, BKJIIOYas MOATOTOBKY K
3allUTe U MPOLENYPY 3aIUTHI

[1K-11 — BageHneM HaBbIKaMH aHAJIN3a HHPOPMALUU O GYHKIIMOHUPOBAHUH CUCTEMbI BHYT-
PEHHET0 T0KyMEHTO000pOTa OpraHu3alni, BeAeHNs 0a3 JaHHBIX [0 Pa3IUYHbIM M10Ka3aTesIM U
dbopmHpoBaHUs HHPOPMALIMOHHOTO 00ECTeYeH s YUaCTHUKOB OPraHU3aIlMOHHBIX TPOEKTOB

4 [TpakTHKa MO MOTYYEHUIO TPOPECCHOHATIBLHBIX YMEHUI U OIbITa Ipodec-
CHOHAJILHOW JESTEIbHOCTH

I/IH(I)OpMaLII/IOHHLIC TCXHOJIOTMHU B MCHCIDKMCHTC

Hokymenmuposanue ynpasnenyeckoul 0esimeabHocmu

HPCIIZ[I/IHJ'IOMHEUI IMPAKTHUKaA

(oo |O1 O

3amuTa BBIMTYCKHOW KBAU(DHUKAIIMOHHOW paboThI, BKIIOYAs MOATOTOBKY K
3aIUTE W TIPOLIETYPY 3alTUThI

[1K-20 — BriaieHneM HaBbIKaMH MTOATOTOBKH OPTraHU3allMOHHBIX U PacTIOpAIUTEIbHBIX JOKYMEH-
TOB, HEOOXOJAUMBIX Ul CO3J]aHMsI HOBBIX MPEINPUHUMATEIBCKUX CTPYKTYP

Jokymenmuposanue ynpasnenyeckoul 0esimeabHocmu

OpFaHI/BaHI/Iﬂ HpeﬂHpHHHMaTCHBCKOﬁ ACATCIIBHOCTHU

OpFaHI/BaHI/IOHHO-praBHqueCKaH IIpaKTUKa

[ecioplNerRl &)

IIpepumuiomHas mpakTuka

11
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Howmep cemecTpa™

Oranbl GOpMUPOBAHUS U POBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMITE-
TEHUUN 10 AUCIUIUIMHAM, NpaKkTHKaM B nporiecce ocsoenust OI1IOIT BO

8

3amuTa BBITYCKHOM KBaJIM(DUKAIIMOHHOM paboThl, BKIIIOYAs MOATOTOBKY K
3alUTE U IPOLENYPY 3ALUTHI

* HOMEp ceMecTpa COOTBETCTBYET 3Tany (OPMHUPOBAHUS KOMIIETEHIHH

7.2 Onucanne mokasartejieii U KpUTepHeB OLEHUBAHMSI KOMIETEHIUIt
Ha pa3jJMYHBbIX dTanax ux (pOpMHPOBaAHUSI, ONMMHCAHUE IIKAJIbI OIeHHBAHUS

[Inanupyemsblie
pe3yabTaThl OC-
BOCHMS KOMIIC-
TeHIMH (MHIWKa-
TOPBI IOCTHXKEHUS
KOMITCTCHITHH )

YpoBEeHb OCBOEHHUS

HEYIOBJICTBOPHU-
TEIBHO
(MUHUMAaTBHBIN
HE JIOCTHTHYT)

YIIOBIIETBOPHU-
TETHHO
(MUHMMAaTB-
HBI{, TOPOro-
BBII)

XOPOILIO
(cpennuit)

OTJINYHO
(BBICOKMIT)

OreHounoe
CPEICTBO

K-8 — BiageHneM HABBIKAMHU [JOKYMEHTAJIBLHOr0 OGOpMJeHUS] pelleHUH B yNpaBJieHHMH

BHeJIpeHUH

Pedepar, moknan,
acce, HaydHast
JACKYCCHS,
KOHTPOJIbHAsS
paborta, keiic-
3aJIlaHue, TeCT,
BOIIPOCHI U 3a]a-
HHUS VIS TPOBEIe-
HUS 3a49eTa

ONepPauMOHHONM (MPOM3BOACTBEHHOH) [€ATEJIbHOCTHI0 OPraHu3auMi npu
TEXHOJOTHYICCKHUX, ITPOAYKTOBBLIX I/IHHOBaHI/Iﬁ HJIH OPraHUu3allMOHHBIX H3MeHeHM i
3HaTh: Oparmentaproe | Hemonubeie npen- | ChopmupoBan- | ChopmupoBan-
— IMopsagok pa3paboT- | IPEACTaBICHUE O | CTABICHHUSA O IO- |HBIE, HO COJEp- |HBIE CHCTEMAaTH-
ki ¥ odopMieHHs |TOPANKE paspa- | paake paspadoT- |iKallue OTHAeNb- | YeCKHE IIPEeJICTaB-
TEXHMYECKOW  TOKy-|OOTKM U oQopM- |k H odopmile- | HblE TpoOeTIBI | ICHUS O TOPSAKE
MEHTALIMM W BEJCHUA |JICHUS TEXHWYE- | HUS TEXHUYECKOH | IPEACTABICHUE O | pa3paboTKu "
JIEIONPOU3BOICTBA CKOH  JIOKyMEH- | JOKyMEHTAIlUH H |TOpsiAKe paspa- | opopmileHHs Tex-
— CrangapThl yHH(U- | TALHMH U BEJICHHUA | BEACHU  JIENO- | GOTKM U 0pOpM- | HAYECKOH  JOKY-
IIMPOBAHHOM CHCTEMEI | IENONPOU3BO/- | IPOM3BOACTBA,  |JICHHS TEXHHUYE- | MCHTALMHK W BEJe-
OpPTaHU3aIHOHHO- CTBa, CTaHAApTax | CTaHAApTaX YHHU-|CKOM JOKYMEH-|HHS JAEJIONpOU3-
PaCIIOPSIUTETBHOI yHUGHUUIMPOBaH- | (QUIMPOBAHHOW |TalMM W BelEHHMS | BOJCTBA, CTAHIAp-
JOKYMEHTAIUH, efH- | HOH CHCTEMBI | CHCTEMBI ~ Opra- | AeJIONpPOU3BOJ- |TaX YHUPHLIHUPO-
Hag CHUCTEMa TEXHO- | OPTaHM3alMOH- | HU3aI[MOHHO- CTBa, CTaHJAPTax | BAHHOH CHCTEMBI
JIOTHYECKOM JI0Ky- | HO- pacriopsiiuTenb- | yHUGUIMPOBaH- | OpraHU3alMOHHO-
MEHTAIUH pacnopsiiuTelib- |HOW JOKyMEHTa- | HOi CHUCTEMBI | pacTIOPSINTEb-
— JlokyMeHTanbHOE | HOM JIOKYMEHTA- | IHH, €IMHOM | OpraHM3allMOH- |HOH  JJOKyMEHTa-
obopmienne  pee- | K, €/INHOM | CHCTeME  TEXHO- | HO- LM, eIUHOM CHC-
HUH BHEIPEHHs CHC- |CHCTEME TEXHO- |JOTHYECKOH  JI0- | paCIOPS/UTENb- | TeME  TEXHOJIOI!-
TeM  kadecTBa B |JIOTHUECKOH J10- | KyMEHTAIWH; HOH JOKyMEHTa- | 4eCKOH JOKYMEH-
yIpaBieHHH  orepa- | KyMCHTAIIH; JOKYMEHTAJIEHOM | INH, €/INHOM | TallM; JTIOKyMEH-
LIMOHHO#  (Ipon3Bo- | AOKYMCHTAIbHOM odopmiIeHUN CHUCTEME TEXHO- | TAIbHOM O(OpM-
CTBEHHOI)  JIesITeNb- odopMIeHUH pelleHnid  BHe- | JIOTMYECKOM J10- |JIGHUH  pelIeHUH
HOCTBIO OpraHu3anuii | PCUICHHHA  BHe- | IPCHMs  CHCTEM | KyMEHTALUK; BHEJPEHHUsI  CHC-
JPEHHsT  CHCTEM | KayecTBa B | IOKyMEHTaJILHOM |T€M KauecTBa B
KavecTBa B | yIIpaBlieHUH odopmieHHH YIPaBJICHUH OIle-
YIIPaBICHUU OTIEPALlMOHHOW | pemIeHnH  BHE- | pallMOHHOHW (IIpo-
OTepaliMOHHON | (MPOM3BOJCTBEH- |IPEHHUS  CHUCTEM | U3BOACTBEHHON)
(mpousBozcT- HOH) JeaTeNbHO- | KauyecTBa B | IEATEIILHOCTHIO
BEHHOW) Jiesi- | CThIO  OpraHu3a- | ynpaBlIeHUU OpraHM3aIui
TEJNBHOCTBIO  Op- | Uil OINepanroHHON
TaHU3aINH (Mpou3BOICTBEH-
HOM) JeATeNbHO-
CTBIO OpraHu3a-
005051
YmMmers: Oparmentaproe |Hecucremaruue- |B nenom ycneu- | ChopMupoBaHHoe
— ®opMupoBartb ymeHrne ¢GOopMH- |CKoe TpHUMeEHe- |HOe, HO cofaep- |ymMeHue  GopMu-
0a3y maHHBIX W pas- | POBaTH 0a3y | HUe YMEHHH | Kaimee OTAelb- | poBaTh 0a3zy aaH-
pabaTeiBaTh  OpraHu- | JaHHBIX U paspa- | GopMUpoBaTh HblE po0eIB | HBIX U pa3pabdaTsl-
3alIMOHHO yIpaBjeH- | 6aThiBaTh Opra- |6a3y HaHHBIX | |yMeHHe (OpMH-|BaTh OpraHM3AIM-
HHU3aLMOHHO paspabaTbIBaTh | pOBaTh 0a3y |OHHO  yIIpaBJeH-
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[Inanupyemble

YpoBEeHb OCBOEHUS

PE3YIbTATHI OC- YIOBIIETBOPH-
BOCHUS KOMIle- | 1CYAOBICTBOPH- TeJIbHO OneHouHOE
TEJIBHO XOPO1IIO0 OTIINYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- N N CpPEACTBO
(MUHUMATIHHBIHA . (cpenumii) (BBICOKHIA)
TOPBI DOCTUIKCHHA He ,[[OCTI/IFHyT) HbIN, H?pOFO-
KOMITETCHITIH) BBIN)
YEeCKyl0 JOKyMEHTa- | yIpaBJICHYECKYIO | OpPraHW3allMOHHO |aHHBIX U pa3pa- | YeCKyI0 JOKYMEH-
IIUIO C MCIIOJIBb30BaHHU- | JOKYMEHTALMIO C | YIPaBJICHYECKYIO | 0aThIBaTh  Opra- | TAllMI0 C HCIOJb-
eM COBPEMCHHBIX | HCTIOJIb30BAHUEM | JOKYMEHTALMIO C | HU3ALHOHHO 30BaHUEM COBpE-
TEXHOJIOTHH 3JIEK- | COBPEMEHHBIX HCTIONIB30BAHUEM | YIPABICHYECKYIO | MEHHBIX TEXHOJIO-
TPOHHOTO  JOKYMEH- | TEXHOJIOTHH COBPEMEHHBIX JOKYMEHTAINIO C | THH 3JIEKTPOHHOTO
To00OpOTA 3JIEKTPOHHOTO TEXHOJIOTUI UCTIONB30BAaHUEM | TOKYMEHTO000pO-
— PazpabareiBaTh JOKyMEHTO0000- | 3JIEKTPOHHOTO COBPEMEHHBIX Ta; pa3pabaTbIBaTh
OpTaHH3aI[IOHHO- poTta;  paspada- | TOKyMEHTO000- |TEXHOJOTHi OpraHMU3aI[MOHHO-
TEXHMYECKYIO U Opra- | ThIBaThb OpraHH- |poTa;  pa3paba- | IMEKTPOHHOIO TEXHHYECKYI0 U
HHU3aLHOHHO- 3aI[HOHHO- THIBAaTh OpPTraHU- | JIOKYMEHTO000- | OpraHu3alMOHHO-
SKOHOMHMYECKYIO JI0- | TEXHHYECKYIO | | 3aIIHOHHO- porta;  pa3paba- | IKOHOMHYECKYIO
KyMeHTauuio (rpau- | OpTaHH3allMOH- | TEXHHYECKYI0 | |ThIBaTh OPraHH- | JOKYMEHTAIIUIO
KA paboT, HHCTPYK- | HO- OpraHU3aIlOH- | 3allMOHHO- (rpaduku  pabor,
MM, IUIAHBI, CMETHI, | 3JKOHOMHYECKYIO |HO- TEXHUYECKYIO U | MHCTPYKLIUH, ILIa-
OXO[UKETBI, TEXHHUKO- | JOKYMEHTALMIO |3KOHOMHYECKYIO |OpTaHHM3al[iOH- |HBI, CMETHI, OOf-
3KOHOMHUYECKHUE (rpaduxu paboT, | JOKYMEHTAIMIO | HO- JKEThI, TEXHHKO-
000CHOBAaHMS, 4YacT- | KHCTPYKIIHH, (rpadmkm paboT, | FIKOHOMUYECKYIO |3KOHOMHUECKHUE
HBIC TEXHHUYECKHUE | IUIAHBL,  CMETBL, | HHCTPYKIIUH, JOKYMEHTAIlHI0 | 0OOCHOBAHUS,
3aaHMsl) M COCTaB- | OIOJDKETBI, TeX- |IUIaHBl, CMETHL, | (rpaduku padoT, | YaCTHBIE TEXHUYE-
JATh ylpaBJjieHye- | HUKO- OIOJDKETBI, TeX- | MHCTPYKIIHH, CKHE 3aJaHus) W
CKYI0 OTYETHOCTL II0 | 9KOHOMHMYECKHE | HUKO- IUIAHBI,  CMETBHI, | COCTaBIISTH
YTBEPKACHHBIM (hop- | 000CHOBaHUS, SKOHOMHUECKHE |OIO/KeTHI, TeX- | yIpaBICHYECKYIO
MaM YacTHbIE TEXHH- | 000CHOBaHUS, HHKO- OTYETHOCTh o
YEeCKUE 3aJaHMsl) |4aCTHbIE TEXHHU- | 9KOHOMUYECKHE |YTBEPIKACHHBIM
u COCTaBIIATh | UeCKHUE 3aJaHus) | 000CHOBaHUS, dbopmam
YIIPaBIECHYECKYIO | U COCTaBJIATh | YACTHBIE TEXHU-
OTYETHOCTh O | yIIPABJIEHYECKYIO | YECKHE 3a/IaHMs)
YTBEPXKICHHBIM | OTYETHOCTH IO [H COCTaBIIATh
thopmam YTBEPXKJICHHBIM | YIIPaBICHYECKYIO
¢dbopmam OTYETHOCTh IO
YTBEP K/I€HHBIM
bopmam
Baaners: OtcyrcTBue Ha- | @parmenrapHoe |B nemom ycmeni- | YememHoe u cuc-
— Co3maHue  yImpaB- | BBIKOB CO3[IaHMS | BTaJ€HHEC HABHI- |[HOE, HO HECHUC- | TeMaTHIECKOe
JIEHYECKHUX JIOKYMEH- | YIIPABICHUECKHX |KaMH  CO3aHHUs | TeMaTHIECKOe BJIaJICHUE  HaBBI-
TOB, obnaaromux | JOKyMEHTOB, yIPaBJICHYECKUX |BIIQJICHUE HAaBbl-|KAMH  CO3J[aHUs
IOPUIMYECKON  CUIIOH | 00najaromumx JIOKYMEHTOB, KaMH  CO37IaHUsl | yIpaBJIeHYECKUX
U CIOCOOHBIX  CITy- | FOPHIMIECKOM o0Jafaronx VIpaBICHYECKUX |TOKYMEHTOB, 00-
KUTb  3(P(EKTUBHBIM | CHIIOH M €IOCO6- | FOPUAMYECKOH JIOKYMEHTOB, JTaJaloUuX  [OpH-
MEXaHM3MOM  peallu- | HbIX CITy’KHTh | CHJIOH M c1Ioco0- | 00Iagaronmx JMYECKOH CHIION 1
3auMM  yrpabieHde- | 9OQEKTUBHBIM | HBIX CITY>KHUTB | OPHIAMIECKON CIIOCOOHBIX  CIIy-
CKUX pelIeHHI ME€XaHU3MOM 3¢ PEKTUBHBIM CHJION M c1oco0- | uTh  3ddexTus-
— JIoKkyMeHTanpHOe peanuzanun MEXaHH3MOM HBIX CITy’KUTB | HBIM MEXaHU3MOM
opopmieHne  pere- | YIPABICHYECKUX | pean3aluu 3 hexTHBHBIM peanu3anuu
HUIl B yIpaBieHuH | PEUIEHUH; JIOKY- | YIPABJIEHYECKHUX | MEXaHU3MOM YIPaBICHYECKUX
ONEpalMOHHOM  (IIpo- | MCHTAIIBHOTO pelleHuid; JI0KY- | peau3aiu peuieHuit;  J0Ky-
M3BOJICTBEHHOI) Jes- | 0QopmiIeHus MEHTaIILHOTO YIPaBICHYECKUX | MEHTAJIBHOTO
TENbHOCTBIO OpraHu- | PelIeHHH B | opopMIIeHUS pelieHnii; JO0Ky- | ohopMIIeHUS pe-
3alUii IpY BHEIPEHUH | YIIPABICHHN peuieHui B | MEHTAJILHOTO IIEHUI B yIpas-
TEXHOJOIHYECKHUX, OIIEPAIlMOHHON | yIIpaBJIECHUH odopmiteHust JEHUH  Olepary-
TIPOYKTOBEIX ~MHHO- | (TIPOHM3BOACT- OIIEPAllMOHHON | pelIeHU B | OHHOH (TIPOM3BOA-
BallMil MM OpraHu3a- | BEHHOM) niesi- | (MpOM3BOJICTBEH- | yIIPaBICHUHU CTBEHHOH)  mes-
[IMOHHBIX U3MEHEHMi |TEIbHOCTBIO Op-|HOH) JeATelbHO- | OIEepalMOHHOW | TEIBHOCTBIO  Op-
TaHW3allMH  TIpH |CTHIO OpraHm3a- | (IPOM3BOJACTBEH- |TaHM3aLUi  TpHU
BHEJIPEHUM TeX- | IMH IpU BHEJpe- | HOM) JAesTeNbHO- | BHEAPEHUH  TeX-
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[Inanupyemble

YpoBEeHb OCBOEHUS

pe3yJILTaTI>I OC- HEVIOBICTBODI YIOBIIETBOPH-
BOCHHA KOMIIC- YA p TEJIbHO
TENLHO XOPOIIIO OTJINYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA HBLL ODOLO (cpenumii) (BBICOKHIA)
TOPBI IOCTUAKECHUS | OCTHTHYT) ) vp
KOMIICTCHITHH ) BbIH)
HOJIOTHYCCKUX, HUMU TCXHOJIOTU- | CTBIO OpraHU3a- | HOJIOTUYCCKUX,
MPOAYKTOBBIX YEeCKHUX, MNPOAYK-|LUi NpU BHEApe- | IPOTYKTOBBIX
I/IHHOBaHI/Iﬁ HUJIA | TOBBIX HWHHOBA- | HUU TCEXHOJIOI'U- I/IHHOBaHI/II\/’I HIIn
OpPTraHW3aINOH- | WM OPTaHH- | YeCKHUX, IMPOAYK- | OpTraHU3AIIMOHHBIX
HBIX U3MEHEHUN 3allMOHHBIX H3- | TOBBIX WHHOBA- | ©3BMEHEHUN
MEHEHUM LUH WIM OpTraHu-
3allMOHHBIX u3-
MCHEHHMI

OneHouHOE
CPEelICTBO

IMK-11 — BaageHMeM HAaBBIKAMHM aHaJM3a HHPopMauuu 0 (GYHKUHOHHPOBAHMH CHCTEMbI
BHYTPEHHEr0 J0KyMeHT0000p0Ta OpraHu3anmy, BeJeHUus: 023 JaHHBIX N0 PA3JHYHBIM N0Ka3a-
TeassM U GopMupoBaHusa MHGOPMALHOHHOIO oO0ecleYeHHs] YYACTHHKOB OPraHU3alMOHHBIX

NMPOEKTOB
3HaTh: @®parmentaproe | Hemomueie mpen- | Chopmuposan- | Chopmuposan- Pedepar, moxman,
— Tlopsmok  paspa- | IPEACTABIEHHE O |CTABJIEHUS O IIO- |HbIE, HO COJEp- |HBIE  CUCTEMATH- |ICCE, HaydHas
60TKH W ohopMIIeHHUS |TOPSJKE  paspa- | pAAKe pa3paboT- |KallMe OTAElNb- |YeCKHe HNPEJCTaB- | AUCKYCCHs,
TEXHMYECKOW  JOKy- |00TKM U odopM- [k Hu odopmiie- | HblE npoOeIbI | JIGHUST O TOPSIKE | KOHTPOJIbHAS
MEHTAlMM U BEJACHU |ICHUS TeXHHUe- | HUs TEXHUYECKOH | yMeHHe 0 Mopsia- | pa3paboTKu u | paboTa, Kelic-
JICJIOTIPON3BOACTBA CKOW  JIOKyMeH- | JOKyMEHTAIlMHd | |Ke pa3paboTku W |odopMileHHs] TeX- |3alaHue, TECT,

— CraHgapThl yHu- |TalliM U BEJICHHSA | BEICHUS  JIENIO- | 0hOpMIICHHUS HUYECKOW  JOKY- | BOIIPOCHI H 3a]a-
(uIMpoBaHHOH  cHC- | ACNONPOU3BO/- | IPOM3BOACTBA; | TEXHUYECKOMH MEHTAallUU M BEJe- | HUS AT IPOBEe-
TeMbl OpraHW3AINOH- | CTBA; CTAHIAPTAX | CTAHAAPTAX YHH- | JOKYMEHTAUMH U |HUA  JAEJIONPOM3- | HUs 33a4€Ta

HO- yHAOGUIMPOBaH- |(UIMPOBAaHHOW |BEeNEHMS  JeJIO- | BOJACTBA; CTAHIAp-
pacnopsauTeIbHOM HOH CHCTEMBI | CHCTEMBI ~ Opra- | IpOM3BOJICTBA;  |TaX yHHU(PHUIUPO-

JIOKYMEHTAIUH, eJIH- | OPTaHU3AUMOH- | HU3aLHUOHHO- CTaHAApTaxX yHU- |BAHHOH CHCTEMBI

Hasg CHCTeMa TeXHO- | HO- pacriopsituTenb- | GUIMPOBAHHON | OpraHU3aIMOHHO-

JIOTHYECKOM JIOKY- | PACTIOPS/TUTENb- | HOW JOKYMEHTA- | CHCTEMBI  Opra- | PACTIOPSIUTENb-

MEHTAIU! HOW JOKyMEHTa- | I[H, eJUHAs CHUC- | HU3AI[MOHHO- HOH JOKyMEHTa-

—  OCHOBBI JOKyMeH- | MM, €IMHas CUC- | TeMa TEXHONOTH- | PACIIOPS/NTENb- | LMK, CIMHAS CHC-

TOOOOpOTa W  JIOKY-

TeMAa TCXHOJIOI'U-
YECKOU

4ECKOH JIOKY-

HOM JOKyMeHTa-

TEMa TCXHOJIOIU-
YECKOM JOKyMEH-

MEHTALHOHHOTO JIOKY- | MEHTAIlMM; OCHO- | ITUH, €JHHAs CHUC-
obecrieucHus MEHTAIlMH; OCHO- |BaX JOKYMEHTO- |TeMa TEXHOJIOTH- |Tal[id;  OCHOBax
— TexHonornu, Me-|BaX HOKYMEHTO-|000pOTa M JIOKY- [ 4ECKOH JIOKY- | JOKyMEHT0000pO-
Tomel M Meromuky | ©00POTa M JIOKY- | MCHTALlMOHHOTO | MCHTALIUK; OCHO- (T W JOKyMCHTa-
poBecHNs aHamu3a | MEHTAIHOHHOTO obecrnieueHus; BaX JIOKYMEHTO- | IMOHHOTO  oOec-
¥ cucTeMarm3amuy | O0CCICUCHNUS; TEXHOJIOTHSIX, 000poTa M JIOKY- |I€UeHHs; TEXHO-
JOKyMCHTOB M uH- | TEXHOIIOTHSIX, METO/IaX M METO- | MEHTAI[HOHHOTO |JIOTHSIX, METOIax
dopmarmu METOAAaX U METO- | AMKE MIPOBEACHU | 00eCTIeUeHHUS; U METOJHKE Mpo-

JUKe  TIPOBEJe- |aHATNW3a M CHC- | TEXHOJOTHSIX, BEJCHUS aHaNM3a

HUS aHaJIW3a M| | TeMaTU3aluu METOZax U METO-|H  CHCTeMaTu3a-

CHCTEMAaTH3alliy | AOKYMEHTOB U | JWKE MPOBEACHUS | IUM JOKYMEHTOB

JIOKyMEHTOB | | HHGOpMAaIuu aHanmW3a W CHUC- | 1 HHPOpMAIUU

nHpOpPMALTTH TEeMaTH3aluH

JIOKYMEHTOB U
nHdopmanuu

YMmern: ®parmentaproe |Hecucremarnue- |B nenmom ycmem- | ChopMupoBaHHoe
— ®opmuposarts yMeHHe (GOpMH-|CKOe TpHMEHe- |[Hoe, HO cojep-|ymeHue (opmu-
0a3y HmaHHBIX W pa3- | POBaTh 6azy | Hue YMEHHH | Kallee  OT/AeNb- | poBaTh 0a3y JaaH-
pabaTelBaTh OpraHu- | JaHHBIX W pa3pa- | GopMHUpoBaTh HbIE mpo0ets | HBIX M pa3padaTsl-
3alIMOHHO yIpaBjeH- | 0aTbiBaTh  opra- |6a3y JaHHBIX M |ymMeHHe (OpMH-|BaTh OpraHM3aIM-
YECKYyl JOKyMEHTa- | HU3allMOHHO pa3pabaTeIBaTh | poBaTh 6a3y |oHHO  ympaBieH-
LU0 C UCIIOJIb30BAHHU- | YIIPABICHUECKYIO | OPTaHU3AIMOHHO | JAHHBIX W pa3pa- | YecKylo JTOKyMeH-
eM COBPEMEHHBIX | JOKYMEHTAIIMIO C | yIIPaBJIEHYECKYIO | 6aThIBaTh — Opra- | TallUI0 C HCIOJb-
TEXHOJIOTHH 3JIeK- | ICTIOJIBh30BaHNEM | JOKYMEHTAIHIO C | HH3AaIIHOHHO 30BaHHEM COBpe-
TPOHHOIO  JIOKYMEH- | COBPEMEHHBIX HCTIOb30BaHUEM | YIPABICHYECKYIO | MEHHBIX TEXHOJIO-
To00OpOTa TEXHOJIOTH COBPEMEHHBIX JIOKYMEHTALUIO C |TUil 2JIEKTPOHHOTO
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YpoBEeHb OCBOEHUS

pe3yJILTaTI>I OC- HEVIOBICTBODI YIOBIIETBOPH-
BOCHHS KOMIIE- YA p TENBHO
TENLHO XOPOIIIO OTJINYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA HBLL ODOLO (cpenumii) (BBICOKHIA)
TOPBI IOCTUAKECHUS | OCTHTHYT) ) vp
KOMITETCHITIH) BBIN)
— Ob6ecneynBaTh 3JIEKTPOHHOT O TEXHOJIOTHH UCIIONIb30BAaHUEM | TOKYMEHTO000pO-
JOKYMCHTAllTUOHHOC ,HOKyMeHTOO60- QJICKTPOHHOT'O COBPEMCHHBIX Ta, O6eCHe‘II/IBaTL
CONPOBOXIEHHE BbI- | POTA; 00ECNEeYH- | JOKyMEHTO000- | TEXHOJIOTHH JOKYMEHTAIHOH-
X0oa KaHOWZATa Ha|BaTb JNOKYMEHTa- | poTa; 00ecney- | 3JIEKTPOHHOIO HOE CONpPOBOXKIE-
paboTy W mepeMelle- | IMOHHOE COMNpO- | BaTh JOKYMEHTa- | JOKYMEHTOO00- |HHME BBIXOJA KaH-

HUS TIepCOHAa
—  OdopmusaTs
KYMEHTBI TI0 BOIIPO-
cam obecrieyeHus
KaJpOBBIMU pecypca-
MH, HEOOXOUMEBIE
JUIS  TIPEIOCTABICHUS
B  TOCYAapCTBECHHbBIC

no-

OpraHbl, TMpodeccHo-
HallbHBIE COIO3BI |
Ipyrue  TNpeAcTaBH-

TENbHBIE OpTaHbl pa-
OOTHHKOB

— AHanu3upoBaTh
JOKyMEHTBl M Tepe-
HOCHTh HMH(OPMALUIO
B UH(OpMaIMOHHbIE
CHUCTEMBI M 0a3bl JaH-
HBIX O KaHJuIaTax
— Pabotats cC
(hopMaIMOHHBIMHU
cucteMaMu M 0azamu
JaHHBIX TI0 BOIIPOCAaM
obecrieueHnst  Iepco-
HaJloM, BEJCHUIO MO-
UCKa M yueTa KaH/u-
JIaTOB Ha BaKaHTHBIE
JoJDKHOCTH  (TIpodec-
CHH, CTIELIUAIEHOCTH)
— Ob6ecne4ynBaThb
JIOKyMEHTaI[HOHHOE
COIPOBOKACHHE
OLICHKH M aTTeCTalnu
HepcoHaa

— Odopmusate  mo-
KyMEHTBI 110 BOIIPO-
caM OLEHKH W aTTe-
CTalud  TepCOHAIIA,
NpeIoCTaBIsieMble B
rOCyZapCTBEHHBIE
oprasel, Tpodeccuo-
HallbHbIE COIO3BI U
JIpyrue  IpeacTaBH-
TEeNIbHBIE OpTaHbl pa-
OGOTHUKOB

— Bectu yuer u pe-
THCTPALMIO JOKYMEH-
TOB B MH(OPMAIMOH-
HBIX CHCTEMax M Ha
MarepuanbHbIX HOCHU-

HUH-

BOJK/ICHHE BBIXO-
Jla KaHaujaaTa Ha
pabory m mepe-
MEIIEeHUs T1epco-
Haja; 0(pOpMIISTh
JOKYMEHTBI IO
BompocaM obec-
MEeYeHUsT KaJpo-
BBIMH  pecypca-
MH, Heo0XoIu-
MBIE IS [IPEI0C-
TaBICHUS B TO-
CyJapCTBEHHBIC
oprassl, ipodec-
CHOHAJIbHBIE
COIO3BI M Jpyrue
NPe/ICTaBUTEIb-
HBIE OpraHbl pa-
OOTHMKOB; aHa-
JU3UPOBaTh  J10-
KyMEHTBI U TIe-
PEHOCHUTD WH-
hopmarmro B
HHPOPMALINOH-
HBIE CHCTEMBI U
0a3pl JAHHBIX O
KaHJUaTax;
paboTath ¢ WH-
(hopmaroHHbI-
MH CHCTEMaMH U
6asaMM  HTaHHBIX
o BOIPOCaM
obecrieueHUs
MEPCOHATIOM,
BEJICHUIO TIOKMCKA
U ydeTa KaHIH-
JlaToOB  Ha  Ba-
KaHTHBIE  JOJIXK-
HoctH (Tipodec-
CHH, CIIeLHAaJb-
HOCTH); obecte-
YUBaTh JIOKyMEH-
TallMOHHOE  CO-
MIPOBOXKICHUE
OLICHKH W arTe-
CTallMM TIepCOHa-
na;  odopmisATh
JIOKyMEHTBl IO
BOIIPOCAM  OLICH-
KA M aTTecTaluu
MepcoHasa, Impe-

LHOHHOE COMpO-
BOXK/ICHHE BBIXO-
Ja KaHaujaaTa Ha
paboty u mepe-
MEIEHUsT Tepco-
Hana; oopMIITh
JOKYMEHTBI  TI0
BorpocaMm obec-
MeYeHNs1 KaJpo-
BBIMH  pecypca-
MH, HeoOXoIu-
MBI JUIs TIpeoc-
TaBJICHUS B rOCY-
JIAPCTBEHHBIC
opransl, npodec-
CHOHAJIbHBIE
COIO3BI M JpyTHe
MIPEACTaBUTEIb-
HBIE OpraHbl pa-
OOTHHKOB;, aHa-
JIM3UPOBATh  J10-
KYMEHTBl U TIe-
peHOCUTD WH-
(dbopmarmro B
HHPOPMALIHOH-
HBIE CHCTEMbI H
0a3pl JTaHHBIX O
KaHUIaTax;
pabotath C WH-
(hopMaIMOHHBI-
MH CHCTEMaMH U
0asaMM JTaHHBIX
1o BOIPOCaM
obecriedeHus
MEPCOHATIOM,
BEICHHUIO TONCKa
U ydera KaHju-
JaTOB  Ha  Ba-
KaHTHbIE  JIOJDK-
HocTH (Tpodhec-
CHH, CIeUUalb-
HOCTH); obecrie-
YHBATh JOKYMCH-
TallMOHHOE  CO-
IIPOBOXK/ICHUE
OLICHKH W aTTe-
CTallM TepCcoHa-
na;  opopMIIATH
JOKYMEHTBI  TI0
BOIMpPOCAaM  OIICH-
KA U aTTeCTaluH

porta; obecnedn-
BaTh JIOKyMEHTa-
IIMOHHOE COIIPO-
BOJK/ICHHE BBIXO-
Ja KaHIuaaTa Ha
paboty u mepe-
MEIIEHUs] Tepco-
Hana; oopMIIsTh
JIOKYMEHTBI ~ TIO
BompocaM obec-
HeYeHuss Kaapo-
BBIMH  pecypca-
MH, HeOoOXOomH-
Mble IS IPeaoc-
TaBJICHUSI B TOCY-
JlapCTBEHHBIE
oprassl, mpodec-
CHOHAJIbHBIE
COIO3BI M JIpyrue
NPe/ICTaBUTEb-
HbIC OpraHbel pa-
OOTHHKOB, aHa-
JM3UPOBATh  JI0-
KyMEHTBI W Tie-
PEHOCHTb UH-
dopmanmio B
HHPOPMAILMOH-
HBIE CHCTEMBI U
6a3sl JAaHHBIX O
KaHIuiaTax; pa-
6otats ¢ uH)OP-

MaIlMOHHBIMHU
CHUCTEMAMH u
0aszaMM  TaHHBIX
o BOIpPOCaM
obecreyeHus
MIEPCOHAIIOM,

BEJICHUIO TOHCKA
n Yyd€Ta KaHIu-
JaToB Ha  Ba-
KaHTHBIE  JOJIK-
Hoctu  (mpodhec-
CuUH, Cchoenuaib-
HOCTH); obecrie-
YHBATh JTOKYMEH-
TalMOHHOE  CO-
NPOBOX/ICHHE

OLCHKM M arTe-
CTallMd TepCoHa-
ma;  opopMIIATH
JOKYMEHTBl 1O

ounaTa Ha pabory
U TepeMeleHHs
MIepCOHAIa;
oopmisITE HOKY-
MEHTBI 110 BOHPO-
caMm obecrieyeHus
KaJIpOBBIMH  pe-
cypcaMu, Heo0Xo-
JUMBIC ISl TIpe-
JOCTaBJICHUS B
roCyIapCcTBEHHbIC
oprausl, mpodec-
CHOHAJIbHBIE COIO-
301 W JApYyrue
HPE/ICTABUTEIb-
HBIE OpraHbl pa-
OOTHHKOB; aHaJIH-
3UpOBaTh  JOKY-
MEHTBl U IEPeHO-
cuth  uHpOpMa-
om0 B wH(popMa-
LHOHHBIC  CHCTe-
MBI W 0a3pl JaH-
HBIX O KaHAWja-
Tax; paboTath C
HHPOPMALIHOH-
HBIMH CHCTEMaMH
u 0azamMH JTaHHBIX
no BOITpOCaM
obecriedeHus 1ep-
COHAJloM,  Beje-
HUIO TIOMCKa H
ydera KaHIUIAaTOB
Ha BaKaHTHBIC
JOJDKHOCTH  (TIpO-
¢deccun,  crenu-
anpHOCTH); o0bec-
NeYyuBaTh  JOKY-
MEHTaIlMOHHOE
COMNPOBOXK/ICHHE
OLEHKH U aTTe-
CTali TepCcOHa-
ma;  opOpMIIATH
JOKYMEHTBI o
BOIIPOCAaM OILICHKH
u aTTeCTALUN
nepcoHaia, Ipe-
JOCTaBJIIEMbIE B
rOCYAapCTBEHHBIE
oprassl, mpodec-
CHOHAJIbHBIE COIO-

OneHouHOE
CPEelICTBO
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[Inanupyemble
pe3yabTaThl OC-
BOCHHSI KOMIIE-
TEeHIUHU (MHIUKa-
TOPBI TIOCTH>KEHUS
KOMITETCHITIH)

YpoBEeHb OCBOEHUS

HEYIOBIICTBOPH-
TEIEHO
(MUHUMATIHHBIHA
HE JOCTUTHYT)

YIOBJIETBOPH-
TEIBHO
(MuHUMATTB-
HBIH, TOPOro-
BBIH)

XOpOILIO
(cpenumii)

OTJIINYHO
(BBICOKHIA)

TEJNSAX
— Opranu3oBbIBaTh
XpaHeHHEe JOKyMEH-
TOB B COOTBETCTBHH C
TpeOOBAaHUAMH  TPY-
JIOBOTO 3aKOHOJa-
TenbcTBa Poccuiickoit
®Qenepauii U J0-
KaJbHBIMH aKTaMH
OpraHu3aIu

— PaGorats ¢
(hopMaIOHHBIMH
cucreMamMu 4 0azaMu
JAHHBIX TI0 BOIIPOCaM
MIPOBE/ICHUS OLICHKU U
aTTeCTallud TEPCOHA-
Ja, BEOCHHUIO YydYeTa
KaHANJATOB Ha Ba-
KaHTHBIE JOJDKHOCTH

HUH-

JIOCTaBJIsIEMbIE B
roCyJapCTBEH-

HbIC OpraHHl,
npogeccroHab-
HBIE COIO3Bl W
Ipyrue IpeacTa-
BUTEINIbHBIC Opra-
HBI pabOTHHKOB,
BECTH Y4YeT U
PETUCTPALHIO

JIOKYMEHTOB B
nHpopMannoH-

HBIX CUCTCMaX U
Ha  MarepHajb-
HBIX HOCHTEJISIX;
OpraHU30BHIBATH
XpaHeHHE JOKy-
MEHTOB B COOT-
BETCTBUH C Tpe-

nepcoHaja, mpe-
JOCTaBJIIEMbIE B
roCcyJapCTBeH-

HBIE OpraHHl,
po¢eCCHOHATb-
HBIE COIO3Bl U
Ipyrue Tmpencra-
BUTEJIBHBIE Opra-
HBl PaOOTHUKOB;
BECTH YyYeT W
PETHCTPALHIO

JIOKYMEHTOB B
nH}opManmoH-

HBIX CHUCTEMaX H
Ha  MaTepuajb-
HBIX HOCHTEIIIX;
OPraHU30BHIBATH
XpaHeHHe JIOKY-
MEHTOB B COOT-

BOIIPOCAM  OLIEH-
KA M aTTeCTaluH
HepcoHana, Ipe-
JOCTaBIsIeMbIE B
rocyIapcTBeH-

HbIE OpraHHl,
npodeccroHab-
HBIE COIO3BI U
Jpyrue npencTa-
BUTEJIbHBIE Opra-
HBl Pab0OTHUKOB;
BECTH YYeT W
PETUCTPALIHIO

JOKYMEHTOB B
WHPOPMALINOH-

HBIX CHCTEMax M
Ha  MaTepuajb-
HBIX HOCHTEIIX;
OpraHU30BHIBATH

351 W JpYyTHUe
MPEJICTABUTEIIb-

HBIE OpraHbl pa-
OOTHHKOB, BECTH
yUeT M perucTpa-
OUI0 JOKYMEHTOB
B uH(pOpMaImoH-
HBIX CHCTEMax H
Ha MaTepUAITbHBIX
HOCHUTEIIAX; Opra-
HU30BbIBATH xpa—
HCHHC }IOKyMeH-
TOB B COOTBETCT-
BUU C TpeboBa-
HUSIMH TPYIOBOTO
3aKOHO/aTelIbCTBA
Poccuiickoit  de-
Jepaii A JIO-
KalbHBIMH aKTaMHU

(mpodeccuu, cmeru- | OOBaHUSAMH TPY- | BETCTBMH C Tpe- | XPAHEHHE [JIOKY- | OPTaHU3AINY;
ATBHOCTH) JIOBOTO  33aKOHO- | OOBaHHMSIMH TPY- | MEHTOB B COOT-|paboTaTth C WH-
naresnbcTBa Poc- | 1OBOTO  3aKOHO- | BETCTBHU C Tpe- | GOpMALIOHHBIMU
cuiickoii  ®ene- | narenscTBa Poc- | 0oBaHMSAMHU Tpy- | cucTeMaMu H 0a-
pauuy U JoKaib- | cuiickol ~ deje- | JOBOTO  3aKOHO- |3aMH JIaHHBIX [0
HBIMH  aKTaMH | palliil U JIOKallb- | faTenbcTBa Poc-|BompocaM IpoBe-
OpTaHM3aIH; HBIMH akTamu | cuiickoi  Pene- | 1eHUS OLEHKH U
paboTtath ¢ WH- |OpraHU3aLuMy; pauuy M JOKalb- | aTTECTallud  Iep-
(hopManoOHHBI- | paboOTaTh C WH- | HBIMU aKTaMH | COHaJa, BEICHHIO
MH CHCTEMaMH M | QOPMALMOHHBI- | OpraHU3aLNH; ydeTa KaHIuIaToOB
06a3aMy IaHHBIX |MH CHCTEMaMH | |paboTaTb C WH-|Ha BaKaHTHbIE
o BoOIpocaM | 6a3zaMy  JaHHBIX | POpMALMOHHEI- | IOJDKHOCTH  (TIpo-
MIPOBEICHUS o BOIIpOCaM | MU cucTeMaMu H | eccun, — creru-
OLICHKU U aTTe- | IPOBEIACHUS 6a3aMM JaHHBIX | ATBHOCTH)
CTallUM TEpCOHA- |OIEHKH U aTTe- |IIo BOIIpOCaM
na, BEJICHUIO | CTAI[MM TIEPCOHA- | IPOBEICHUS
ydera KaHAWAA- |Ja, BEJICHUIO | OIICHKH M aTTe-
TOB Ha BAaKaHT-|ydeTa KaH/AWAA- |CTAIlUU IepCOHa-
HblE JIOJDKHOCTH |TOB Ha BaKaHT- |Jia, BEJICHHIO
(mpodeccun, HBIE JIOJDKHOCTH | y4eTa KaHAWAA-
crieaibHoCTH) | (Ipodeccun, TOB Ha BaKaHT-
CIEIHAIBHOCTH) |HBIE JOJDKHOCTH
(mpodeccun,
CTIEITUAILHOCTH)
Baaners: OtcyrctBue Ha- | @parmentapHoe |B memom ycmem- | Ycememmoe u cuc-
— PaspaboTka mpen- | BBIKOB pa3paloT- |BlaJieHHE HAaBhI- |HOE, HO HECHC- | TEMaTHYECKOEe
JIOKEHUM 110 pamnmo- |Ka INPEeAsIoKeHui | KaMu pa3paboTKa | TeMaTHIeCKOe BIIAJICHUE  HAaBBI-

HallM3alUl  CTPYKTY-
pbl YIpaBlIeHHUsT TPO-
U3BOJCTBOM B COOT-
BETCTBHH C LEISIMH U
CTpaTeruel opraHu-
3aIUd, AEHCTBYIOUINX
cucreM, GopM H Me-
TOJOB  YIpaBJICHUS
MPOU3BOJICTBOM,  TIO

0  paruoHaIU-
3add  CTPYKTY-
pPBI  YHpaBJICHUS
MPOU3BOJICTBOM
B COOTBETCTBUHU C
LeNnsMU U CTpa-
Terued OpraHu-
3allMH, neicT-
BYIOIIUX CHCTEM,

NIPEAJIOKEHUH 110
PpaIMoHaIH3aIHN
CTPYKTYPHI

yIpaBJIeHUs

MIPOU3BOJICTBOM B
COOTBETCTBHH C
LensMU U CcTpa-
Terneyd opraHu-
3alluu, JIeicT-

BJIAACHHUC HAaBBbI-
KaMHu pa3paboTka
HIPENIOKEHUI 110
palMoHaIU3aluu
CTPYKTYPBI

yIpaBlIeHUs

MPOU3BOJICTBOM B
COOTBETCTBUHM €
LHEeNsIMU U CTpa-

KaMH pa3paboTka
NPEAJIOKEHUN IO
palHOHATH3ALUH
CTPYKTYPBI

yIpaBJICHUs TpO-
H3BOJICTBOM B
COOTBETCTBHU  C
LEIsIMA U CTpaTe-
rHedl  opraHusa-

OneHouHOE
CPEelICTBO
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YpoBEeHb OCBOEHUS

pe3yJILTaTI>I OC- YIOBIIETBOPH-
BOCHMS KOMITe- | TCYAOBICTBOPH- TEJILHO
TEIBHO XOPOIIIO OTJINYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA . (cpenumii) (BBICOKHIA)
TOPBI JOCTHIKECHUA He JIOCTHTHYT) HbIH, HQPOFO-
KOMIICTCHITHH ) BbIH)
COBCPUICHCTBOBAHUIO (bOpM U METOIOB | BYIOIIIUX CHUCTECM, TEerueu OpraHu- | iuu, ,Z[eflCTByIO-
OpraHn3alMoOHHO- yrpaBJICeHUA q)OpM n MCTOOOB | 3a11MH, ﬂeﬁCT- mux CHCTECM,
pacnopsauTeIbHON IIPOU3BOJCTBOM, |yNpaBICHUS BYIOIIIUX CHCTEM, |(popM U METOIOB
JOKYMEHTAIlMH M Op-|II0 COBEPIIEHCT- | IPOM3BOJACTBOM, |(OpM M METOIOB | yIpaBICHUS IIPO-
TaHU3aluu Z[OKyMeH- BOBAaHHUIO opra— 110 COBCpH.IeHCT- praBHeHI/IH HU3BOJCTBOM, 10
T0060p0Ta, II0 BHE- | HU3AIIMOHHO- BOBAHUIO opra- | I(pOU3BOACTBOM, COBEPIICHCTBOBA-
,IIpCHI/I}O TEXHUYCCKUX paCHOpﬂ,HI/ITCJIL— HU3AITUOHHO- 110 COBepH.IeHCT- HHUIO OpFaHI/IBaHH-
cpencTB  0OpabOTKH |HOW JOKYMEHTa- | paCOPsANTENb- | BOBAHHIO  Opra- | OHHO-
I/IH(l)OpMaI_[I/II/I, nepco- (M U opraHusa- HOU JOKYMCHTA- | HU3allMOHHO- pacrnopsaauTeb-
HaJIbHBIX KOMIIBIOTC- | MU JOKYMEHTO- |IIMM WU OpraHusa- | pacropsaauTeiib- HOH JAOKYMCHTa-

pPOB U ceTeil, aBTOMa-
TU3UPOBaHHBIX pabo-
YHX MECT

— AnHamu3  mporiec-
COB  ITOKYMEHT0000-
poTa, JOKaJIbHBEIX J0-
KYMCHTOB IO BOIIPO-
cam obecrieyeHHS
TIEPCOHATIOM

— Benenune uHbOp-
Mali O BaKAHTHBIX
JIOJKHOCTSX (mpo-
deccusx, crenuaib-
HOCTAX) W KaHAHIA-
Tax

— JloKyMeHTaluoH-
HOE COIIPOBOKICHUE
KaHAMJATOB Ha 0JTa-
nmax TIOWCKa, TPHUBIIE-
YeHWs, Mmoadopa H
oTOOpa mepcoHasa Ha
BaKaHTHbBIC  JOJDKHO-
ctu (podeccuu, crie-

[IUAIBHOCTH), UH-
dbopmupoBaHHEe KaH-
JMJaTOB O pe3yJibTa-
Tax orbopa

— Broinonnenune Tpe-
OoBaHWII TIO XpaHe-
HUIO HMHGOpPMaIMU O
pesynbTatax  o0yde-
HUS, aJanTauud |
CTaXXMPOBKH, pPa3BH-
TUSL U TIOCTPOCHUS
npodeccnoHaTbHOMI

Kapbepbl epcoHasa

obopoTta, 1Mo BHe-
JIPEHHI0  TEXHHU-
YEeCKUX CpPEeICTB
00pabOTKH  WH-
dopmarmu, nep-
COHAIIbHBIX KOM-
IBIOTEPOB M CE-
TeH, aBTOMAaTH-
3MPOBAaHHBIX pa-
Oounx MECT;
aHajM3a mpolec-
COB JIOKyMEHTO-
obopora, J0-
KaJIbHBIX  JIOKY-
MEHTOB 10 BO-
mpocaMm obecrre-
YEeHUs] TIePCOHa-
JoMm; BE/ICHUSA
nHpOpPMAUH O
BaKaHTHBIX
JIOJDKHOCTSIX
(mpodeccusix,
CHENHATbHOCTSX)
M KaHOUJaTax;
JIOKyMEHTaI[OH-
HOTO COIPOBOX-
JICHUST KaHIua-
TOB Ha JTamax
MIOWCKA, TPHBIIE-
4eHus, moaoopa
u oTOOopa mepco-
Hajla Ha BaKaHT-
HblE JIOJDKHOCTH
(mpodeccun,
CIIEITUAILHOCTH),
nHpOpPMHPOBa-
HHE KaH/IW/IaTOB
0  pesyibTarax
0oTOOpa; BHIMOJI-
HeHusi TpeboBa-
HUI 1O XpaHe-
HUIO  WHpOpMa-
MM O pe3ylbTa-
Tax  oOydeHwus,
ajlanTaniu u
CTaXXHPOBKH,

UM JTIOKYMEHTO-
obopora, 1Mo BHE-
JPEHUI0  TEeXHH-
YECKUX CPEICTB
00paboTKH  WH-
¢dopmarmu, mep-
COHAJIbHBIX KOM-
IIBIOTEPOB M Ce-
TCH, aBTOMAaTH-
3MpOBaHHBIX pa-
60unx MECT;
aHanM3a mpolec-
COB JIOKyMEHTO-
obopora, J10-
KaJIbHBIX  JIOKY-
MEHTOB MO BO-
mpocam  obecre-
YEeHUsI TIePCOHa-
JI0M; BEACHUS
nHpOpPMALIUU O
BaKaHTHBIX
JIOJDKHOCTSIX
(mpodeccusix,
CHELHANBHOCTSX)
U KaHJujarax;
JIOKyMEHTAI[MOH-
HOTO COIPOBOX-
JICHUSI KaHIua-
TOB Ha 3Tamax
IIONCKa, HpUBIIE-
YeHus, mnoaodopa
u otbopa mepco-
Halla Ha BaKaHT-
HBIE JIOJDKHOCTH
(npodeccun,
CIEHANBHOCTH),
nHPOPMHPOBa-
HUE KaHIHUJAaTOB
0  pe3ynbTarax
oTOOpa; BHIMOJI-
HeHus TpeboBa-
HUI 1O XpaHe-
HUIO  HMH(OpMa-
MM O pe3yJbTa-
Tax  OOy4eHws,
ajlanTanyun u

HOM [JOKyMEHTa-
MM U OpraHu3a-
MU JTIOKYMEHTO-
oboporta, Mo BHe-
JIPEHHUI0  TEXHH-
YECKHX CPEACTB
00paboTKH  WH-
dopmanmm, mep-
COHAJIbHBIX KOM-
MBIOTEPOB M Ce-
TCH, aBTOMAaTH-
3UPOBAaHHBIX pa-
0oumx MECT;
aHanm3a Ipolec-
COB JIOKYMEHTO-
obopora, J10-
KaIbHBIX  JIOKY-
MEHTOB IO BO-
mpocam  obecre-
YeHUs] TepCOoHa-
JoMm; BEACHUS
nHpOpPMALUH O
BaKaHTHBIX
JIOJDKHOCTSIX
(mpodeccusx,
CHENHATbHOCTSAX)
W KaHIuaaTax;
JIOKyMEHTaIHOH-
HOTO COIPOBOX-
JICHUS] KaHAWAA-
TOB Ha JTamax
MIOUCKa, HpUBIIE-
4eHus, Toadopa
1 oTOOpa mepco-
Hajla Ha BaKaHT-
HbIE JIOJKHOCTH
(mpodeccun,
CIIEITUAILHOCTH),
nadopmupoBa-
HHE KaHJHUJaToB
0  pesyibTaTrax
oTOOpa; BBITOJ-
HeHusi TpeboBa-
HUI 1O XpaHe-
HUIO WHpOpMa-
MM O pe3yibTa-

UM W OpraHuza-
OUH  JIOKYMEHTO-
obopora, 1O BHe-
JPEHUI0 TeXHHUYEe-
CKUX CpEeACTB 00-
pabotku  mH(DOP-
Maluy, nepco-
HaJIbHBIX KOMIIb-
IOTEPOB U CeTell,
ABTOMAaTH3HPO-
BaHHBIX paboumx
MECT; aHaiM3a
HPOLIECCOB  JIOKY-
MEHTO0000pOTAa,
JIOKAJIBHBIX JOKY-
MEHTOB IO BOHPO-
caM obecriedeHus
MIepCOHAJIOM;  Be-
neans wH(poOpMa-
MM O BaKaHTHBIX
JOJDKHOCTSIX
(mpodeccusix,
CIELHANBHOCTSX)
u KaHJU/1aTax;
JIOKyMEHTAI[MOH-
HOTO  COIPOBOX-
JeHUS  KaHIuJa-
TOB Ha JTamax
TIONCKa, TIPHUBIIE-
YeHus1, mondopa u
otbopa nepcoHana
Ha BaKaHTHbIE
JOJDKHOCTH  (TIpO-
tdbeccuun, cmenu-
AIIBHOCTH), WH-
(dhopmupoBaHme
KaH/IM/IaTOB 0
pesyipTatax  oT-
0opa;  BBINOJNHE-
HUSL  TpeOOBaHMH
10 XPaHEHHIO WH-
¢dopmarn 0 pe-
3ynpTatax o0yde-
HUS, ajanTaldy u
CTa)XHPOBKH, pa3-
BUTHS M TIOCTPOE-

OneHouHOE
CPEelICTBO
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YpoBEeHb OCBOEHUS

PE3YIbTATHI OC- HEVIOBICTBODI YIOBIIETBOPH-
BOEHUSI KOMIIE- ya p TEJILHO
TEJNHEHO XOPOIIIO OTIIMYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA . (cpenumii) (BBICOKHIA)
TOPBI JOCTHIKEHUS | . focTHrHyT) HBIH, TOPOTO-
KOMIICTCHITHH ) BbIH)
pa3BUTHA U 1O- | CTAXKUPOBKH, Tax O6yquI/Iﬂ, HUA r[pocbeccno—
CTpOCHUA po- | pasBUTUA U 1O- | aJallTalluu M | HAJIbHOM Kapbephbl
(ECCHOHANBHOW | CTPOEHHS  MPO- | CTAKUPOBKH, nepcoHana
Kapbephl MEPCO- | PeCCHOHANBHON | pasBUTHS | TO-
Hana Kapbepbl TMEPCOo- | CTPOEHUs  Mpo-
Hala (beccroHaIbHOM
Kapbepbl  MEPCO-
Hana

OneHouHOE
CPEelICTBO

IIK-20 — B1ageHueM HABBIKAMH

MEHTOB, HEOOXOAMMBIX JJIf CO3J1a

NMOJArOTOBKM OPraHU3AIMOHHBIX U PACHOPSIAUTEIbHBIX J0KY-
HHSI HOBBIX NPeIIPHHUMATEIbCKUX CTPYKTYP

3HaTh:

—Ilopsanok pa3paboT-
KA ¥ ohopMIIeHUs
TEXHUYECKOH  JIOKY-
MEHTaIllUd U BEACHUS
JIEJIOTIPON3BOACTBA
—Cranpaptel  yHUH-
IIMPOBAaHHON CHCTEMBI
OpTaHM3aI[IOHHO-
pacnopsauTeNbHON
JOKyMEHTAIlNH, €IH-
Hasg CHCTEMa TEXHO-
JIOTUYECKON JIOKY-
MEHTaluU
—IMopsimox pa3zpaboT-
KH " 0(hOpMIECHUSA
OpPTraHU3AI[MOHHBIX U
pacropsaIuTeIbHBIX
JIOKyMEHTOB, HE00XO-
JUMBIX U CO3JaHUS
HOBBIX TNpEANpHHUMA-
TEIILCKUX CTPYKTYP

®parmeHTapHOE
MPE/ICTaBICHUE O
HopsJKe  paspa-
60Tk 1 0hopM-
JICHUSI TeXHUYe-
CKOH  JOKyMEH-
TallMU U BeJCHUS
JIETIONPON3BOI-
CTBa; CTaHAApTax
yHIPHUIUPOBaH-
HOM CUCTEMBI
OpTaHM3aIOH-
HO-
pacnopsiuTelb-
HOHl JOKyMEHTa-
LMK, eIMHasl CUC-
TEeMa TEXHOJIOTH-
YECKOU JIOKY-
MEHTAlluU;  I0-
psnke paspabot-
ku u odopmie-
HUSI OpTaHM3aIy-

Henonueie npen-
CTaBICHHUA O TIO-
psanke pa3paboT-
ku u odopmie-
HHUS TEXHUUYECKOM
JOKYMCHTAIIUH U
BEJICHUA  JeJlo-
TIPOU3BOJICTBA;
CTaHIApTaxX YHH-
¢$unmpoBaHHON
CHCTEMBI ~ Opra-
HU3AI[OHHO-
pacopsIuTeh-
HOM JOKyMEHTa-
WY, CIUHAS CHC-
TeMa TEXHOJIOTH-
YeCcKou JIOKY-
MEHTAIUH,  I0-
psanke pa3paboT-
ku u odopmIe-
HUSl OpTaHU3allH-
OHHBIX W Pacmo-

Cdopmuposan-
HBIE, HO CcOJep-
JKalllie  OTHeNb-
HBIE npoOebI
MpeJCTaBICHUE O
MOpsiAKEe  paspa-
60oTKH U odopM-
JCHUSI TEXHHUYe-
CKOM  JOKYMEH-
Talluu ¥ BEICHUS
JIETIONPON3BO/I-
CTBa; CTaHJApTax
yHIPHIIPOBAH-
HOM1 CHCTEMBI
OpraHHU3alloH-
HO-
pachopsiiuTelib-
HOM JOKyMEHTa-
LMK, eANHAas CHC-
TE€Ma TEXHOJIOTH-
YeCKOUu JIOKY-
MEHTalluy;  1O-

Cdhopmuposan-

HBIE  CHCTEMaTH-
YeCKUe Mpe/ICTaB-
JCHUsI O TOpsIKe
pa3paboTku u
odopmIICHUS TEX-
HUYECKOW  JIOKY-
MEHTAalluu M BEJe-
HUSL  JICTIONPOM3-
BOJICTBA; CTaHAAp-
TaX YHHUQHUIHAPO-
BaHHOM CHCTEMBI
OpTaHM3aIIMOHHO-
pacropsiIuTeb-

HOM  JIOKyMEHTa-
MM, eJMHas CHC-
TeMa TEXHOJIOTH-
YECKOM JOKyMEH-
TalKu;  MOpsIKe
pa3paboTku "
odopmieHHs Op-
TaHU3aIMOHHBIX U

OHHBIX M PacIio- | pSJUTEIBHBIX psinke pa3paboT- | pacTIopsANTEIb-
PSIUTENBHBIX JIOKyMEHTOB, KH W odopmie- |[HBIX JTOKYMEHTOB,
JIOKYMEHTOB, HEOOXOUMBIX HUSl OpPTaHU3aIM- | HEOOXOIUMBIX JUIS
HEOOXOTUMBIX TUIs CO3JIaHMS | OHHBIX M PACIO- | CO3JAaHHUSI  HOBBIX
JUIs CO3/1aHUs | HOBBIX TIPEAIPHU- | PSAUTEIBHBIX npeanpuHIMa-
HOBBIX TPEIINPHU- | HIMATEIbCKUX | JOKYMEHTOB, TEJICKUX  CTPYK-
HUMATENbCKUX | CTPYKTYP HEOOXOTUMBIX TYp
CTPYKTYD JUIs CO3JaHus
HOBBIX HpeaIpu-
HUMAaTEIbCKUX
CTPYKTYp
Ymersn: ®parmentaproe |Hecucremarnue- |B nenmom ycmem- | ChopMupoBaHHoe
— ®opmuposarts yMeHue (GOpMH-|CKOe TpHMEHe- |[Hoe, HO cojep-|ymeHue (opmu-
0a3y JaHHBIX W pa3- | pOBaTh 6azy | Hue YMEHHH | Kallee  OT/AeNb- | poBaTh 0a3y JaaH-
pabarelBaTh OpraHu- | JaHHBIX U pa3pa- | GopMHUpOBaTh HBIE mpo0ets | HBIX M pa3padaTsl-
3alMOHHO yIIPaBJIcH- | 0aThIBaTh  Opra- |6a3y JaHHBIX U |yMeHHE (QOpMHM-|BaTh OpraHM3allu-
YECKyl JIOKyMEHTa- | HU3allMOHHO pa3pabaTbIBaTh | poBaTh 6a3y |OHHO  yIIpaBJIEH-
LU0 C MCIIOJIb30BAHHU- | YIIPABICHUECKYIO | OPTaHU3AIMOHHO | JAHHBIX U pa3pa- | YecKylo JTOKyMEeH-
eM COBPEMEHHBIX | JOKYMEHTAIIMIO C | yIIPaBJIEHYECKYIO | 6aThIBaTh  Opra- | Tallul0 C HCIOJb-
TEXHOJIOTHH 3JIeK- | ICTIOJIBh30BaHUEM | JOKYMEHTAIHIO C | HU3AIIMOHHO 30BaHUEM COBpeE-
TPOHHOTO  JIOKYMEH- | COBPEMEHHBIX HCTIOJb30BaHUEM | YIPABIEHYECKYIO | MEHHBIX TEXHOJIO-
To00OpOTa TEXHOJIOTHH COBPEMEHHBIX JIOKYMEHTALUIO C | Uil 2JIEKTPOHHOTO
— PaspabarsIBath 3JIEKTPOHHOTO TEXHOJIOTHH UCIIONIb30BAaHUEM | IOKYMEHTO000pO-

Pedepar, moxman,
scce, HaydHast
JTUCKYCCHS,
KOHTPOJIbHAS
paborta, Keiic-
3aJ1aHKe, TECT,
BOTIPOCHI U 3a/1a-
HUS JJIS IPOBE/IC-
HH 3a4€eTa
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YpoBEeHb OCBOEHUS

PE3YIbTATHI OC- YIOBIIETBOPH-
BOGHHUSI KOoMITe- |1 oy/IOBICTBOpH- TEJIBHO
TEJIBHO XOpOLIO OTJIMYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA . (cpenumii) (BBICOKHIA)
TOPBI JOCTHIKECHUA He JIOCTHTHYT) HbIH, HQPOFO-
KOMIICTCHITHH ) BbIH)
OpraHU3aI[MOHHO- JIOKYMEHT0000- | 3JIEKTPOHHOTO COBPEMCHHBIX Ta; pa3pabaThIBaTh
TEXHUYECKYIO U Opra-|pora; pa3pada- | JOKyMEHT0000- |TEXHOJOTHI OpraHu3aIMOHHO-
HU3AI[HOHHO- THIBaTh OpraHH- |poTa;  pa3pada- | 3TEKTPOHHOTO TEXHHYECKYI0 |
SKOHOMHYECKYI0  [10- | 3aIIMOHHO- TBIBaTh OPTaHU- | JOKyMEHTO000- | OpraHM3aIMOHHO-
KyMEHTAaImio (rpadu- | TEXHUYECKYIO | | 3aIlHOHHO- pora;  pa3paba- | SKOHOMHIECKYIO
KA paboT, HWHCTPYK- | OpraHU3aIMOH- |TEXHUYECKYI0 H |THIBATh OpPTaHH- | JOKYMEHTAIIHIO
W, IUIAHBI, CMETEHI, | HO- OpraHU3aIlOH- |3alHOHHO- (rpadukm  pabor,
OIO/KETBI, TEXHHKO- | IKOHOMHYECKYIO |HO- TEXHUYECKYI0 M | MHHCTPYKIINH, IUIa-
3KOHOMHYECKHE JIOKYMCHTAIIUIO | SKOHOMHUYECKYI0 | OpraHM3allMOH- |HBI, CMETHI, OrO-
o0ocHOBaHUsA, 4YacT-|(rpaduku paboT, | JOKYyMEHTAIUIO | HO- JKETBI, TEXHHUKO-
HbIE TEXHUYECKHE | KHCTPYKIIHH, (rpaduku paboT, | FKOHOMHUYCCKYIO | IKOHOMHUCCKUEC
3a11aH1/1$1) H COCTaB- | IIJIaHBbI, CMCTHI, I/IHCprKI_[I/II/I, JIOKyMeHTaI_II/IIO O6OCHOBaHI/IH,
IATh yrpaBjeH4e- | OI0/KEeThl, TeX- |IUIaHbl,  CMETHI, | (rpaduku padoT, | YacTHBIE TEeXHHYE-
CKYI0 OTYETHOCTb IIO | HUKO- OIOJDKETBI, TeX- | MHCTPYKIIMH, CKHE 3aJaHus) U
YTBEPKICHHBIM  (POp- | IKOHOMHUECKUE | HUKO- IUIaHbI, CMETHI, | COCTABIIATh
MaM 000CHOBaHMS, SKOHOMHYECKHE | OIOKETHI, TEX- | yIpaBICHICCKYIO
— PaspabarbiBaTh | YaCTHBIE TEXHH- | 0OOOCHOBAHMS, HUKO- OTYETHOCTH o
0(OpMIATH  OpraHu- | 4ECKME 3aJ[aHHA) |9aCTHBIE TEXHH- | SKOHOMHMYECKHE | yTBEPIKICHHBIM
3alMOHHBIE ¥ PAacCIo- | U COCTAaBIIATH | 9YeCKHE 3aJaHUs) | 000OCHOBAHUS, ¢dbopmam; pazpada-
pﬂ}IHTeHLHLIe ,HOKy- praBﬂqueCKyIO nu COCTABJIATH | YaCTHBIC TCXHU- | ThIBATH U O(I)OpM-
MCHTHI, HCO6XO[[I/IMI)IG OTUYCTHOCTH 10 ynpaBnqueCKon YCCKUC 3aZ[aHI/IH) JIATH OpFaHI/I3aI_[I/I-
JUIsL CO3aHHUA HOBBIX yTBep)KI[eHHI)IM OTYCTHOCTH o | 1 COCTABJIATH | OHHBIC U pacno—
MPEANPUHUMATEIb- dbopMmam; paspa- | yTBEPKICHHBIM | yIIPABJICHUCCKYIO | PAUTEIBHBIC J0-
CKUX CTPYKTYP 6aTbeIBaTh u | dopMam; paspa-|OTYETHOCTb IO | KYMEHTBI, HE00-
odopmisiTh  Op- | GaTHIBATH U | yTBEPKACHHBIM | XOIUMBIC s
TaHW3alMOHHBIE | 0pOPMIIATH  Op- | popMaM; pa3pa- |CO3JaHUs HOBBIX
u pacriopsiu- | TaHH3alMOHHBIC | OATHIBATH 1 | IpeIpuHIMA-
TENbHBIE  JIOKY- | U pactopsau- | o0hopMIIATE  Op- | TEABCKUX  CTPYK-
MEHTHI, HE00XO- | TeNpHBIE  JIOKY- | TAHW3AIMOHHBIE | TYyp
IAMBIE JUISL CO3- | MEHTHI, HE00XO- |H pacropsIu-
JIaHHS HOBBIX | TUMBIC UIA CO3- | TEIBHBIE  JOKY-
Hpe}:[HpI/IHI/IMa- JaHUs HOBBIX | MCHTBI, HCO6XO-
TEIBCKUX CTPYK- | IpEAIPUHUMA- JHAMBIE [IJIs1 CO3-
TYp TEIBCKUX CTPYK- | JaHUsA HOBBIX
Typ IpeAnpUuHIMa-
TEIBCKUX CTPYK-
TYp
Baanern: OrcyrctBue Ha- | @parmentapHoe |B nenom ycneu- | YenemHoe u cuc-
—O6ecricueHne  cos- [BPIKOB o0Oecrede- | BIaJEHHE HABBI- | HOE, HO HECHC- | TEMAaTHYECKOE
JAHUS KauecTBEHHOi [HHAT CO3JIaHud |KaMu obecreue- | TeMaTHYeCKoe BIIaJICHHE  HAaBBLI-
HOPMATHBHO- KayeCTBEHHOM HUS CO37aHMs | BIaJICHHWEe HaBbI- |KaMH  oOecriede-
MeToHuecKoii  Gaspl [HOPMATHBHO- KaueCTBEHHOM KaMH oOecrieue- | HUsS CO3JIaHMs
IUIAHMPOBAHUS U Tpo- [METOIMYECKOT HOpPMaTHBHO- HUSA CO3/aHHS | KAYECTBEHHOMN
BEJICHUS  KOMILIEKC- 0a3bl TUTAHUPOBA- | METOUIECKON Ka4eCTBEHHOM HOpPMAaTUBHO-
HOTO SKOHOMHYECKo- [HA M HpoBese- |0a3pl  INIAHUPO- | HOPMATHBHO- METOUYECKOU
ro aHamusa mpous- [HHA KOMIUIEKCHO- | BAHUS W TIPOBE- METOINYECKON 6a3pl IUTAaHUPOBa-
BOJICTBEHHO- TO 3KOHOMUYC- | ACHUA KOM- 68.3])1 HHaHHpO— HUA N HpOBe)IeHI/Iﬂ
XO3AHCTBEHHOH jesi- |CKOTO  aHAIM3a | INICKCHOTO KO- | BaHWs M IPOBE- | KOMIUIEKCHOTO
TeJILHOCTU 0praHH3a- HpOHSBO}lCTBeH- HOMHYECCKOI'O JCHUS KOM- | DKOHOMHUYECCKOTO
M,  oTcrexusamue [HO aHalu3a TMPOU3- | IUIGKCHOTO JKO- | aHAJlM3a  MPOU3-
ee  cBOEBpeMeHHOro [XO3AMCTBEHHON | BOICTBEHHO- | HOMHUECKOrO BOJCTBEHHO-
OGHOBJICHHS JIEATEIIBHOCTH XO3SMCTBEHHON |aHANMM3a MPOM3- | XO3AHCTBEHHON
—Toarotoska  opra- OpTaHU3aIHH, JIESITEIIbHOCTH BOACTBEHHO- | IeATEIBHOCTH
HM3AIMOHHBIX W pac- OTCJIC)KUBAHUE €€ | OpTaHU3AIIHY, XO3SUCTBCHHOW | OpraHU3aIUH,
HOPA/HTENBHBIX  JI0- CBOECBPEMCHHOTO | OTCJIC)KMBAHUE €€ | JCITEIIEHOCTH OTCIIC)KMBAHHUE €e

OneHouHOE
CPEelICTBO
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YpoBEeHb OCBOEHUS

PE3YIbTATHI OC- HEVIOBICTBODI YIOBIIETBOPH-
BOEHMS KOMIIE- ya p TEJILHO
TEIEHO XOpOIIO0 OTJIINYHO
TEeHIUHU (MHIUKa- .| (MuHHMaIb- o o
(MUHUMATIHHBIHA HBLL ODOLO (cpenumii) (BBICOKHIA)
TOPBI JOCTHXNEHUS | o 1o eryryyr) » TIop
KOMIICTCHITHH ) BbIH)
KYMCHTOB, HE00X0- O6HOBJ'IeHI/IH; CBOCBPCMCHHOI'O | OpraHu3aluu, CBOCBPCMCHHOT'O
JUMBIX IJId CO3JaHUs (MMOATOTOBKU  Op- O6HOBJ'ICHI/I$[; OTCJIC’)KUBAHUC €C O6HOBJ'ICHI/ISI; noa-
HOBBIX IPEANIPUHNAMA- TAaHU3aITHOHHBIX TIOATOTOBKH  OpP- | CBOEBPEMEHHOI'O |TOTOBKH OpraHHU-
TENbCKUX CTPYKTYp || pacTiopsiIy- | TaHH3alIMOHHBIX | OOHOBIICHUS; 3aIMOHHBIX "
TENBHBIX  JIOKY- | ¥ pacropsau- | IOATOTOBKH  Op- | paCIOPSITUTEIh-

MEHTOB, HE00XO-
JUMBIX JUISL CO3-
JTAHUS HOBBIX
npenpUHIMA-
TENBCKUX CTPYK-
Typ

TENBHBIX  JOKY-
MEHTOB, HEO0XO-
JUMBIX JUISL CO3-
JaHUs HOBEIX
TpeIpUHIMA-
TEJIbCKUX CTPYK-
Typ

TaHU3aIHOHHBIX
u pacnopsiau-
TENBHBIX  JIOKY-
MEHTOB, HE00XO0-
JUMBIX JIJIST CO3-
JaHUus HOBBIX
NpeAnpuHUMa-
TENBbCKUX CTPYK-
Typ

HBIX JIOKYMEHTOB,
HEOOXOAUMBIX IS
CO3MaHMs HOBBIX
MpeIpUHIMA-
TENBCKUX  CTPYK-
Typ

OneHouHOE
CPEelICTBO

7.3 TunoBble KOHTPOJIbHbIE 33JaHUSA WJIM HWHbIE MATepPHAJIbI, HE00XO-
AUMbIe J1JIsl OLlEHKU 3HAHWH, YMEHNH, HABBIKOB M ONbITA JIeSITeJILHOCTH, Xa-
PAKTEePU3YIOIIUX ITAaNbl (POPMUPOBAHUS KOMIIETEHIIMH B Npolecce 0CBOEHUS
o0pa3oBaTeIbHOM MPOTrPaMMBbI

Tembl pepepaToB (mpuBeAEeHBI HIPUMEPbI)

1. CoBpeMeHHbIE apXHUBHbBIC TEXHOJIOTHHU.
2. Kiaccudukanusi JOKyMEHTOB, HOMEHKJIATypa A€ U KOMIIEKTOBAHUE ap-

XHBa.

3. KommekroBanue apxuBa JOKYMEHTaMHU, apXHUBHAs OMHUCH JI€T MOCTOSH-
HOTO U JI0JITOBPEMEHHOTO XPAaHEHUS

4. CoBpeMEHHBII MPOrPaMMHO-TEXHUYECKUI KOMIUIEKC oduca.

5. Cpenctsa cBsizu (TenedoH, Tenedakc, Tenerpad, MEKTPOHHAS [10YTA).

6. Knaccudukanus marepuanbHBIX HOCHUTENEH JOKYMEHTHPOBAHHON WH-

dbopmanuu.

7. Uctopus Oymaru u OyMa)xxHOTO MPOU3BOJICTBA.
8. CoBpeMeHHbIE MaTepUalbHble HOCUTENIN JOKYMEHTUPOBAHHON MH(pOpMa-

ouu.

9. Perucrparusi, KOHTPOJIb UCTIOJHEHUS TOKYMEHTOB
10. Knaccudukaruss MatepuaibHbIX HOCHUTENICH JTOKYMEHTUPOBAHHOW WH-

dbopmarmm.

11. Ucropus 6ymaru u 6yMa>KHOTO MPOU3BOJICTBA.
12. OcobeHHocTH AocTyna K KOHPUACHIIMATBHBIM JIEKTPOHHBIM JTOKYMEH-

TaM.

13. Opranu3zaiiusi COBEIIaHHM, CUMIIO3MYMOB, KOHTPECCOB
14. HeoOxouMble MEpOIPUSATUS MO MOJATOTOBKE MPOBEECHUS COBELIAHUM,
CUMII03MYMOB, KOHIPECCOB
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15. CocraBneHue TEKCTOB CIIy>KEOHBIX JOKYMEHTOB

16. SI3bIk U CTUIIb CIYKEOHBIX JOKYMEHTOB. OcoOeHHOCTH O(dUIMATBHO-
JICJIOBOTO CTHJIS.

17. Hanbonee ynotpebisembie cokpaieHus ciioB. OgopmieHue naT U 4u-
Cell B JOKYMEHTaX.

18. Knaccudukamnuss MaTepuanibHBIX HOCUTENICH JOKYMEHTHPOBAHHON WH-
dbopmanuu.

19. Ucrtopus 6ymaru u OyMa)KHOTO POU3BOJICTBA.

20. CoBpeMeHHbBIE MaTepUaIbHBIC HOCUTETH TOKYMEHTHPOBAHHOW HHGOP-
MaI.

TeMbl 10KJ1210B (IPUBEAEHBI IPUMEPDbI)

. O01IMe NpUHIMITBI OpTraHU3AIMK IOKYMEHTHPOBAHUS Ha TPEITPUSTHH.

. DOpMUpPOBaHHE U TEKYIIEE XPAHECHUE AEI.

. Meponpusrus o 3amure JOKyMeHTHOU HH(OpMaIuu.

. I'pynmel yripaBieHYeCKUX TOKYMEHTOB.

. I'pynmel ynmpaBiaeHYeCKUX IOKYMEHTOB.

. HazHaueHue u coctaB opraHu3allMOHHON JOKYMEHTALINH.

. [Tonoxxenue 06 otnene npeanpustus. JJoHKHOCTHBIE HHCTPYKIIUU PaboT-

~NOoO oIk WwN -

HUKOB.

8. Opranu3anroHHbIE JOKYMEHTHI MPEANPUATHNA Pa3IUYHBIX OpTaHU3aIlH-
OHHO-TIPABOBBIX (HOPM.

9. [Ipoueaypa u3aaHus pacoOPsIAUTEIHHBIX TOKYMEHTOB.

10. Pa3HOBHIHOCTH TIPUKA30B.

11. OcobGennocTu opopmiIeHHS TOKYMEHTOB, U3JaBAEMbIX B YCIOBHSIX KOJI-
JIETUAJILHOCTH.

12. CocraBnenue u opopmMiIeHUE TOKYMEHTOB, N3/1aBa€MbIX Ha OCHOBE €71-
HOHAYAJHA.

13. Tlpuémpl 3amUTHl JOKYMEHTHPOBAHHON MH(MOPMAIMU OT HECAaHKIIMOHU-
POBAHHOTO JIOCTyTa

14. HazHaueHue u COCTaB CIPaBOYHO-UHPOPMAIIMOHHON TOKYMEHTAIIUH.

15. Ha3zHauenue u cocTaB CpaBOYHO-aHAIMTUYECKON JOKYMEHTAIIUH.

16. IIpaBuna opopmieHus Teaerpamm, TeaedoHorpamm, Gpakcorpamm.

17. Haznauenue u 0cOOEHHOCTH O(OPMIICHHS AETOBBIX MTHCEM.

18. Ha3zHaueHnue U cOCTaB JJOKYMEHTOB IO JIWYHOMY COCTaBY MPEATPUSTHS
AIIK.

19. 3ammTa TaHHBIX U OCHOBBI KOMITBIOTEPHON O€30MMacHOCTH.

20. Ucnonb30BaHuE 2JEKTPOHHBIX JOKYMEHTOB B JISJIONIPOU3BO/ICTBE.

Tembl 3cce (MpuBeIeHbI NPUMeEPHI)

1. [Tonsitue nokymentoo6opora. CXemMbl TOKYMEHTOOOOpOTa. YUeT U KOJIH-
YECTBEHHBIE XapaKTEPUCTUKH IOKYMEHTOO0OPOTA.
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2. CogepxaHue ynpaBlieHYeCKUX (PyHKIMHA U BUIBI pabOT B JOKyMEHTAI[U-
OHHOM OOeCTieueHHH yIPaBICHUs OPraHU3aIHEH.

3. Buapl opraHu3aliMOHHBIX CTPYKTYP B JTOKYMEHTAIIMOHHOM OOECTIeueHHU
yIIpaBJICHUs] OPTaHU3aIMel B 3aBUCUMOCTH OT 00beMa IOKyMEHTO000poTa.

4. OcHOBHBIE 3a/1au¥l CIYKObl TOKyMEHTALlMOHHOIO 00€CIeYeHNs yIpaBJiie-
Hus. OpraHu3anoHHasl CTPYKTypa CiayxkObl. @YHKIINU, BBIIOIHIEMBIE CTPYKTY -
HBIMU TIOAPA3/ICIICHUSIMH CITYKOBI.

5. CocraB 1 pyHKIUU PYKOBOJUTENEH U CIIEIUANNUCTOB CIyx)Obl. Opranuza-

usl TpyAa pabOTHUKOB CIY>KOBI U MX pabodux MECT. YKPYIMHEHHbIE HOPMAaTHBBI
BPEMEHH 110 1EJIONPOU3BOICTBEHHOMY OOCITYKHBaHUIO.

6. MucTpyKIKs 1O AETONPOU3BOACTBY. TUNOBasi, MpUMepHasi U KOHKpPETHAS
MHCTPYKIUS 1O JEJIONPOU3BOCTBY.

7. CocTaB TUIIOBOM MHCTPYKIUH T10 JIEIONPOU3BOJCTBY B MUHUCTEPCTBAX U
BEJIOMCTBAaX U CYLIECTBO €€ ITYHKTOB.

8. HopmaTuBHO-IpaBOBBIE aKThl U JPYyTru€ HOPMATUBHO-METOJUYECKHUE J0-
KYMEHTBI OpraHOB T'OCYJIapCTBEHHOM BJIACTH U MECTHOT'O CaMOYIIPABIICHUS, PETY-
JUPYIOIIME JOKYMEHTAMOHHOE O0ECIIeUeHUE YIIPaBICHHUS.

9. OcHoBHBIC ATambl pa3BUTHs AenonpousBoicTBa B Poccum mo 1917 r.
[Ipuka3zHoe nenonpons3BoACTBO. Koiexckoe nenonpons3BoACcTBO. McmomHuTenb-
HOE JIEJIONPOU3BOCTBO.

10. Hcropust nenonmpou3BOJCTBA B TOJbI COBETCKOM BIIACTH - OCHOBHBIC
sTansl pa3BuTUs. OpraHu3allMOHHOE U HOPMATUBHOE 00EeCIIeYeHUE AEIOPOU3BOI-
cta B CCCP.

TemMbl HAyYHBIX JUCKYCCHI (KPYTIJIBIX CT0JIOB) (IpMBeAeHbI PUMeEPHI)

. Knmaccugukanus opraHu3aliioHHO-pacopsSAUTEIbHON JOKYMEHTAIU Y.
. PaciopsaurenbHble JOKYMEHTBI.
. DNEKTPOHHO-IIU(PPOBAs MOAIUCH.
. Cioco0s! 3amuThl THGOPMAIIHH.
. [loHsITHE «TallHBI» B IPKYMEHTUPOBAHUH.
. CTaguu noATroTOBKU PacHoOpAIUTEIbHBIX JOKYMEHTOB.
. OpraHu3alvOHHbIE TOKYMEHTHI.
. JoxymentupoBanue B EBpazdC.
. Hayunble HanpaBieHusi COBEPILIEHCTBOBAHUS JOKYMEHTUPOBAHUS.
10. Ludpoas 35eKTpOHHAS MOAIHUCH.
11. Craguu NOoArOTOBKHU PacOPSAUTENbHBIX TOKYMEHTOB.
12. OpranuzanoHHbIe JOKYMEHTHI.
13. OcHOBBI OpraHu3aIy J0KyMEHTO000pOTa.
14. CoBpeMeHHBIN JEKTPOHHBINA JOKYMEHTOOOOPOT.
15. MexayHapoiHble CTaHIapThl JOKYMEHTOB.

©Ooo~NOoO UL, WN -
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3agaHus 11 KOHTPOJILHOI padoThl (IPUBeAECHBI PUMeEPbI)

Bapuanr 1

1. Packpoiite Bce peKBU3UTHI CIYKEOHBIX JOKYMEHTOB. Pacckaxure 00 ux
PaCIoJIOKEHUU Ha TIOKYMEHTE U 0(pOPMIICHUHU.

2. CocTaBbTe MPOTOKOJI 3aCENAHUS NHBEHTAPU3ALMOHHON KOMHUCCHH 3aBOJA
ra3zoBoil anmnaparypsl, Ha KOTOPOM paccMaTpHUBAJICS BOIIPOC O pe3yjbTaTaX MHBEH-
tapu3auuu 1o ckiuagy Nel BcmomoratenbHbIX MaTepuasioB. Ha 3acenanum ObLIO
MPUHATO OCTAHOBJIEHHE 00 YTBEPKIECHUU PE3YIbTATOB MHBEHTAPU3AIMKU U OTHE-
CEHMS 3a CUET 3aBEAYIOLIErO CKJIAJIOM HEAOCTaYd BCIIOMOTATEIbHBIX MATEPUAJIOB
B cyMMe 365 ThIC. py0., a TaKKe€ 3a4UTaHbl CIIMYUTENbHAS BEJOMOCTb 110 CKIIATy
Nel u oOBsicHUTENBHAS 3aMKCKa 3aBEAYIOLIEro ckiagaoM. OcTanbHbIE TaHHBIE OII-
peAeNuTe O CBOEMY YCMOTPEHHUIO.

3. CocraBbTe CIIpaBKy O BETUYMHE CpeHEl 3apabOTHOM IIaThl 3a TOM, JJIs
MOJIYYEHHS] KOMIICHCAIlMU HA OIUIaTy Xuibs. OCTaIbHBIE TAHHBIE YKAXKUTE CaMo-
CTOSITEJILHO.

Bapuanr 2

1. Packpoiite mnoHsATHE IOKYMEHTOBEICHHME KaK Hay4Has IUCIUILIINHA:
dbopmupoBaHue, MPEIMET, METO/IbI, COJCPKAHNE U B3aUMOCBS3b C APYTHUMU U C-
UTUTAHAMH.

2. OOoCHYHTE MOHSATHE POJIb «JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKUIMM JOKYMEHTA).

3. Pemnte 3amanue. Jlenonpou3BOACTBEHHAs Cllyx0a OOIIecTBa ¢ OrpaHu-
YEHHOW OTBETCTBEHHOCTHIO «N-CKHUM JTMKEPOBOIOYHBINA 3aBOJI», UCXOAS U3 COO0-
pakeHUl MpecTHKHOCTU (upMeHHoro Osanka OOiecTBa, pa3MecTH/ia Ha HEM
n300pakeHne, cxoaHoe ¢ pucyHkoMm ['ocymapcrBennoro repoa Poccutickoit dene-
paiuu, KOTOpoe MOKHO NMpuHATH 3a aMbOseMy OOO. CBuaeTenbcTBa Ha perucTpa-
IIUIO ATOT'0 U300paxKeHUs! 00IIECTBO HE MOJIyYalIo.

Hackonbko nmpaBoMepHo Takoe odopmiieHre Onanka? Kakue Mepbl aiMUHU-
CTPaTUBHOW OTBETCTBEHHOCTU HeceT pykoBojcTBO OOO? I[loaTBepauTe CBOW BbI-
BOJI CCBUIKOM Ha 3aKOHO/IATEIIbHbIE aKTHI.

Keiic-3aganus (mpuBeAeHbI NIPUMeEpPbI)

Keiic-3aganue 1.

[Ipomno 3acenanre MHBEHTAPU3ALMOHHOW KOMHUCCHUM 3aBOJa Ta30BOM arma-
paTypsbl, HAa KOTOPOM pacCcMaTpUBAJICA BOMPOC O pe3yJibTaTaX WHBEHTAPU3ALMU 110
ckiaxy Ne 2 BcrioMoratenbHbIX MaTepuaioB. Ha 3acemanuu ObUIO MPUHATO MOCTA-
HOBJICHHE 00 YTBEPXKICHUH PE3yIhbTaTOB MHBEHTAPH3AIMA U OTHECEHUS 3a CUEeT
3aBEYIOLIEr0 CKJIAJ0M HEJIOCTauYd BCIOMOTATENIbHBIX MAaTEepUajoB B cymme 365
TBIC. py0., a TAK)KE 3aYUTAHBI CIMYUTEIbHAS BEIOMOCTh 1O ckiamy Ne 2 u oObsic-
HUTEJIbHAS 3aIMCKa 3aBEYIOIIETO CKIIAIOM.

1. Kakoli TOKYMEHT COCTaBJISIETCS 110 UTOTaM 3aceaHUii KOMHCCHUI Pa3HOTO
pona?
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2. Kakue peKkBU3HUTHI JOJKEH BKIIFOYATh JaHHBINA JOKYMEHT?
3. CKOIBKO CTPYKTYPHBIX YaCTEW OH MPEANoJiaraeT?
4. Kakue axTuyeckue JaHHBIEC TOJKHBI ObITh BHECEHBI B ATOT JJOKYMEHT?

Keiic-3aganue 2.

B crpoutensHom koomnepatuBe «CTpoiicepBuc» Obul 0OHApykeH (pakT He-
MPaBUJILHOTO HCIIOJIb30BAaHUS CTPOUTENBHBIX OTXOA0B. I[Ipu mpoBepke pabOThI
CKJIajia MIJIOMATEPHAIOB YCTAHOBIICHBI (haKThI OTITYCKA B KOTEIBHYIO JJISI CIKUTA-
HUSI OTXOJIOB MHJIOMATEPUAIIOB JUIMHHOM cBbIlIe 20 cM. B pacnopsaaurtensHoOn dac-
TH CIEAYeT MPEIJIOKHUTh 3aBEIYIOIIEMY CKIIAJOM OpPraHn30BaTh paboTy MO peanu-
3allMA OTXOJI0B YaCTHBIM JIULIAM.

1. Kakoi JOKYMEHT IO3BOJUT PErIAMEHTUPOBATh OTIYCK CTPOUTEIBHBIX
MaTepruaioB?

2. Kakue nmyHKTBI 1OJDKHBI OBITH B IAHHOM JIOKYMEHTE 00513aT€ITbHBIMU ?

3. CKOJBKO MOJKHOCTHBIX JIUI[ JOJKHBI ObITh OTBETCTBEHHBIMU 3a HCIIOJI-
HEHHE JIAHHOTO JOKyMEHTa?

4. Kakue peKBU3HTHI JOJKEH BKIIFOYATh JaHHBINA JOKYMEHT?

5. CKOJBKO CTPYKTYPHBIX YaCTeW OH Mpeanoniaraet?

6. Kakue akTrdeckue g1aHHbIC JOKHBI OBITh BHECEHBI B 3TOT JIOKYMEHT?

TecTbl (MpUBeEAEHBI IPUMEPbI)

1. T'apanTuiiHOE MUCHMO MPEICTABISAET COOOIM:

a) JOKYMEHT, COOOIIAIONINA O MPUOIMKEHUH, YCKOPEHUH, UCTEUEHUH CPOKa
HCITOJIHCHHUS KaKoTro-11u00 NEeHCTBUS

0) TOKYMEHT, COAEPIKALMI TPUTJIAlIeHHEe Ha MEPOTIPUSITHE

B) JIOKYMEHT, B KOTOPOM TapaHTHUPYETCs OIuIaTa BBHITOJIHEHHON paOOThI WU
MpeIoCTaBlIeHUE Yero-Iu00 (paboThl, MOMEIIEHUS U T.J.)

') JOKYMEHT, TOATBEPKIAIOIINN MOJTy4YeHHUE IIEHHOCTEN

2. JlaliTe onpenesieHUE JOKYMEHTA:

a) MaTepuabHBIA 00BEKT C MH(pOpMalren, 3aUKCUPOBAHHON CO3TaHHBIM
YeJIOBEKOM CIIOCcO00M, i €€ repeadyn BO BpEMEHHU U MPOCTPAHCTBE

0) COBOKYITHOCTh PEKBU3UTOB O(PUIIMATLHOTO MUChMa

B) CTaHapTHOE PACIIOIOKEHNE MaTepHraa

I') TEKCT

3. Haiite onpeaenenue hopmyiisipa-odpasia:

a) COBOKYITHOCTh PEKBHU3UTOB JICJIOBOTO MTUChMa

0) COBOKYITHOCTh PACIIOJIOKEHHBIX B OMPECICHHOW MOCIEeI0BATEILHOCTH
PEKBU3UTOB, MPUCYIINX BCEM JTOKYMEHTaM OTMPEIEICHHOM CUCTEMBbl JOKYMEHTa-
107078

B) COBOKYITHOCTh PEKBU3UTOB MIPUKaA3a

') COBOKYITHOCTh PEKBHU3HUTOB aKTa
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4. Jlata nokymeHTa 0(hOpMIISIETCSI CIICTYIOIITIM 00pa3oM:
a) 1 pespans 1997

0) 1 dberpasst 97 1.

B) 01.02.97 1.

r) 01.02.97

5. JlaTa ToKyMeHTa OTOOpaskaeTcs Kak:

a) aTa ero MOAIMMUCAHUS, IPUHSATHS

0) 1aTa ero COCTaBJICHUS

B) JaTa €ro IOJIUCAHUs, IPHUHATHS, YTBEPXKIACHHS, COCTABJICHHUS, JjaTa CO-
OBITHS

I) 1ata COObITUS

6. KakuM CBOWCTBOM MOXHO OXapaKTepHU30BaTh HAIMYHUE Y JIOKYMEHTa He-
OTHEMJIEMBIX CllaraeMbIX, 0€3 KOTOPBIX OH CYIIIECTBOBATH HE MOKET:

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTH

B) CTPYKTYPHOCTB

I') BEpHOTO BapHaHTa OTBETa HET

7. JlenoBble mucbMa OOBIYHO 3aKaHYMBAIOT (PpazaMu:
a) B COOTBETCTBUHM C Baiiieit mpocs00ii ...

0) C YBOXKCHUEM ...

B) HAMHU paccMOTpEHbI Bamm npeaioxxenus . ..

T) B CBS3H ...

8. Jlemonpon3BOICTBO XapaKTEPU3yETCsI KaK:

a) MpaBWIbHOE OPOPMIICHUE TOKYMEHTOB

0) opranuzaiys JOKyMEHTO000pOTa B YUPEIKICHUU

B) COBOKYITHOCTh JOKYMEHTOB, OTPA)KAIOIIUX YIPABJICHUECKYIO ICSTEITb-
HOCTh YUPEKICHUS

I') COBOKYITHOCTh Pa0OT MO JTOKYMEHTHUPOBAHUIO JCSITEIBHOCTH YIIPABICHUS
Y TI0O OpPTaHU3aIuU TOKYMEHTOB B YUPEKICHUU

9. JleaTenbHOCTh ammapaTa YIpaBJICHUsS, OXBATHIBAIOIIAs BOMPOCH JTOKY-
MEHTHPOBAHUS M OPraHU3alMN pabOThI C JOKYMEHTaAMHU:

a) IOKYMEHTallMOHHOE 00eCrieYeHUe YIpaBIeHuUs

0) crangapTU3aLus

B) EI'C/1

') CUCTEMA JOKYMEHTAIINU

10. JlokymMeHT, 3aKpeIuIsIoINi JOJDKHOCTHOW M YHMCJICHHBIM COCTaB Mpe.-
MpUATHUS C yKazaHueM (oHJ1a 3apabOTHOM TIIATHI:

a) NOJKHOCTHAS UHCTPYKIIUS

0) yctaB
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B) MOJIOKEHUE
I') IITATHOE paclucaHue

11. JoxkymeHT, (PUKCHUPYIOUIUNA X0]1 00CY>K/ICHHsI BOIIPOCOB U MPUHSATUS pe-
IIEHUI Ha COOpaHUsX, 3aCeTaHUAX, COBEIIAHUAX U T.II.:

a) OOBSICHUTEIbHAS 3aITMCKa

0) JTOKJIaTHasl 3aIiCKa

B) aKT

I') IPOTOKOJ

12. Ykaxure, kakas QyHKIHSA OTHOCUTCS K OOIIMM (DPYHKIHSAM JOKYMEHTA!
a) OOIIEeKyJIbTYpHAas

0) nHpopManroOHHas

B) IIpaBoBast

I') YIOPSI0YMBAOLIIAS

13. YKa)KHTC, KaK JOJDKHO IIPOUCXOOUTDb ACIICHUC JOKYMCHTOB!
a) Ha poAbl, ITIOABHUALIL, IIOAPOAbI, PA3HOBUJIHOCTHU

6) Ha poAbl, BUAbI, IIOABHUALI, PA3HOBUJIHOCTHU

B) Ha BUABI, IIOABUABI, pPa3HOBUIHOCTH, POABLI

F) Ha MMOoABUABI, IIOAPOABLI, Pa3HOBUAHOCTH

14. lokyMeHTaIllMOHHOE 00ECIICUCHHE YIIPABIICHUS 3aKITI0UaTCS KaK:

a) MPOIECC YCTAHOBJICHUS U MPUMEHEHUS MPaBWI C LEJIbI0 YIOPSI0UYCHUS
JEATEIIBHOCTH B JIEJIONPOU3BOJICTBE

0) mesTeNBHOCTh arapara yIpaBJICHHs, OXBaThIBAIOIIAs BOMPOCHI JOKY-
MEHTHUPOBAHUS M OpraHU3aluu PabOThI C TOKyMEHTaMHU

B) COBOKYMHOCTh JIOKYMEHTOB, PUMEHIEMBIX B OMpeaesieHHOM cdepe nes-
TEJIbHOCTHU

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (POPMYJISi-
POM JOKYMEHTa

15. EI'C/] MoxkHO accMaTpuBaTh Kak:

a) COBOKYIMHOCTh PEKBU3UTOB, YCTAHOBJIICHHBIX B COOTBETCTBUU C (POPMYJIsi-
POM JIOKyMEHTa

0) KOMIUIEKC OCHOBHBIX TOJIOKEHHM, OMPEACNISIIONIUX U PEriaMeHTUPYIO-
IIUX OpraHU3aIMIo0 TOKYMEHTAIIMOHHBIX MPOIECCOB Ha MPEANPUITHI

B) COBOKYITHOCTh JIOKYMEHTOB, IIPUMEHSIEMBIX B OMpEACIICHHOU cdepe aes-
TEJILHOCTU

) AeSTEIBLHOCTD anmnapara ynpaBiIeHUs, OXBAaThIBAIOIAsl BOMPOCHI JOKYMEH-
TUPOBAHUS U OPTaHU3aIUU PabOTHI C TOKyMEHTaMHU
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Bomnpocel 1 3axaHust A5 IPOBeIeHUs] IPOMEKYTOYHOI0 KOHTPOJIS

Komnemenyus: enadenuem Hagvikamu OOKYMEHMAIbHOZO OpopMieHus pe-
WieHUll 8 YNpaesieHuu onepayuoHHol (Mpou300CMBEEeHHOLL) 0esiImelbHOCHbIO 0Pea-
HU3aYull npu 6HeOPeHUU MeXHOI02UYEeCKUX, NPOOYKMOBLIX UHHOBAYUL UTU OP2AHU-
sayuonnoix usmenenuil (I11K-8)

Bonpocul k 3auemy:

1. Ponb 1oKyMeHTUPOBAHHOW WH(OPMAITUHU B YIIPABICHUN MIPEATIPUITHEM.

2. PazrpanunueHune TEpPMUHOB <«JIOKYMEHTHPOBAHHE YTMPABICHUECKON es-
TEIBHOCTH», «JIOKyMEHTALMOHHOE OOecredeHrue yMpaBiIeHHs (IEIOMPOU3BOACT-
BO)», «TJOKYMEHTOBEICHUEY, YIIPABICHHUE JOKYMEHTaMM.

3. Opranuzanust U CTPyKTypa CIy»KObl JOKYMEHTAIIMOHHOTO 00eCIeYeHUS
yIPABJICHUS HA TPEIIPUITHH.

4. DBomronus crocoOoB co3aaHus TOKYMEHTOB.
CymHoCTh U QYHKIIMH TOKYMEHTA.
[TonsiTue, GyHKIMK U TPABOBOE 3HAYCHHE YIIPABICHYECKOTO JTOKYMEHTA.
Knaccudukanus 10KyMeHTOB.
OcHoBHbIE TPEOOBaHUS K KAUECTBY YIPABJIEHYECKOTO JOKYMEHTA.

9. CocraB u CTpyKTypa HOPMATUBHO-TIPABOBOM 0a3bl JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpasieHus B PO.

10. denepanpbHOE 3aKOHOMATEIBCTBO B 00MacTH PabOTHI ¢ JOKYMEHTHPO-
BaHHOU MH(pOpMaIuen.

11. HopmaTuBHO-METOIUYECKUE TOKYMEHTHI B c(epe ACIONPOU3BOICTBA U
OpraHU3aIK APXUBHOTO XPaHEHHS TOKyMEHTOB.

12. Ucnionbp30BaHNe WHCTPYMEHTOB KJacCH(PHUKAIUHN, YHH(PUKAIUNA U CTaH-
JapTU3allUY B JIEJIONPOU3BOCTBE.

13. Knaccudukatopsl TEXHHUKO-3KOHOMUYECKON W COIMaIbHONW HH(OpMa-

)
6.
7.
8

107078

14. YaudunmpoBaHHbIE CUCTEMbI JOKYMEHTAINK B PO.

15. AnpOoMbl yHHUPUITUPOBAHHBIX (HOPM TEPBUYHON YUETHOU JTIOKYMEHTa-
1107078

16. TabGens u anpbOOM yHHPUITUPOBAHHBIX (HOPM TOKYMEHTOB TIPEATPUITHS.

17. T'ocynapctBennbie cranaaptel PO B cdepe nenonponsBoacTsa.

18. 3nauenue u ocHoBHble nonoxkenus ['OCT P UCO 15489-1-2007 «CHU-
BUJI. Yopasnenue nokymentamu. O61ue TpeboBaHus»

19. MexnyHapoHble CTaHIapThl B 001acTH pabOThl ¢ YNPABIEHYECKOHN J10-

KYMEHTAILUEH.
20. OcunoBubie TpeboBanusi [[OCT P 6.30-2003 «YHubuuupoBaHHbBIE CHC-
TEMbl ~ JOKYMEHTalMM.  YHUPUIUpPOBAHHAs  CHCTEMa  OpPraHHU3allOHHO-

pacnopsAIUTEILHON TOKYMEHTAIMW» K OGOPMIICHHUIO YIPABICHYECKUX JTOKYMECH-
TOB.

21. CymHOCTh U BUJIBI OJTAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPTraHU3AIMOHHO-PACTIOPSIUTENBHBIX J0-
KYMEHTOB.
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23. CoctaB 1 0pOopMIIEHHE PEKBU3UTOB OJIaHKA JOKYMEHTa

24. CoctaB u opopMIIeHUE PEKBU3UTOB, ONPEACISIONINX IOPUANIECKYIO CH-
Ty TOKyMEHTA.

25. CocTaB 1 oopMIIEHUE PEKBU3UTOB, OMPEICIISIONINX IBUKECHUE U OTpa-
Karomux oOpaboTKy M UCIOIHEHUE TOKYMEHTa (IeONpOU3BOIACTBEHHBIX OTMeE-
TOK).

Ilpakmuueckue 3a0anus 011 nposedenus 3auema (NPuUedeHvl NPUMeEPLL):

3aoanue 1.

B centsi6pe 2018 r. ObUTO CO37]aHO OTKPHITOE aKIIMOHEPHOE 0011ecTBO «JIu-
nep». LtatHelil coctaB 3T0# opranu3aunu — 456 paboTHHKOB. B mratHoe pacnu-
caarie OAQO ObLIN BKIIOYEHBI TOJDKHOCTH 3aBEAYIOIIETO KaHIEIApUEH U ceKpeTa-
psl TEHEPAJIbHOTO IUPEKTOPA.

Ha xoro u3 HUX A0TKHA OBITH BO3JI0KEHA 00SI3aHHOCTh OpraHU3aLuH CITyK-
ob1 IOY B OAO «Jlunep»?

3aoanue 2.

B pesynbpraTe peopraHmsanuu 3aKpbITOr0 aknuoHEpHOro obmectBa «Ko-
MaHJI0p» YHUCIEHHOCTh IITaTHOI'O COCTaBa CTPYKTYPHBIX NOJIPA3JEICHUN YBEIIH-
YUJIach B/ABOE. BblI0 MpUHATO perieHne npeodpa3oBaTh 0OIMN OTAEN B yIpaBlie-
Hue aokymeHrtarronnoro oo6ecneuenus (Y0O). Cozmanue YJIO mpenmonaraer
pacmvpenue QyHKUui 1 3aaa4 ciyx0b1 JIOY, co3nanue B Hell CTPYKTYpPHBIX MOA-
pa3/iesIeHU ¥ YBEJIMYEHHUE ITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxet ObITh cTpykTypa YO u ee mraTHblil coctaB? OObACHUTE 1ie-
J€COO0PA3HOCTh MPEAJIaraeMoil CTPYKTYpPHI, MOSICHAS HEOOXOAUMOCTh CO3JIaHUs
KaXJIOr0 CTPYKTYPHOI'O MOJpa3IeJICHNs U BBEAEHUA B IITaT pykoBoauteneu Y10,
CHEUATNCTOB U TEXHUYECKUX HCTIOTHUTENECH.

Komnemenyus: eénadenuem nagvikamu ananuza ungopmayuu o QyHKYUOHU-
POBAHUU CUCMEMbl 8HYMPEHHE20 OOKYMEHMO0O0pOma Opeanu3ayuu, 6eoenus 6a3
OAHHBIX NO PA3NUYHBIM NOKA3AMENIM U POpMUPOBAHUS UHDOPMAYUOHHO20 0bec-
newenust y4acmHuKko8 opeanu3ayuornsix npoekmos (I1K-11)

Bonpocul k 3auemy:

1. OcHoBHBbIE TPEOOBAHMS K TEKCTY YIPABIEHYECKOTO JOKYMEHTA.

2. lloHsiTEe M OCHOBHBIE (POPMATHI JIEKTPOHHBIX JOKYMEHTOB.

3. DnektpoHHas HUGpPOBas MOANUCH KAaK PEKBU3UT 3JIEKTPOHHOTO JOKY-
MEHTA.
CyImHOCTb U COCTaB METaJaHHBIX JOKYMEHTA.
OuudpoBaHue Kak Crocod co3aaHus IEKTPOHHOTO TIOKYMEHTA.
OCHOBHBIE IPYIIIBI U BUABI YIIPABICHYECKUX JOKYMEHTOB.
JIOKyMEHTBI, MOIATBEPKAAIOLIME OPraHW3alMOHHO-IIPABOBOM  CTaTycC
NPEANPUATHS U €0 TOCYJAPCTBEHHYIO PETUCTPALUIO.

8. Ilonstue, GyHKIIMY U BUIBI OPTAHU3AIMOHHBIX JJOKYMEHTOB.

9. Muccus Kak OpraHu3aluOHHBIN TOKYMEHT TIPEANPUSITHA.

No ok
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10. Konexc KOpropaTUBHOM 3TUKM OpraHU3allyu: 11eJIb CO3/IaHusl, CoAepKa-
HUE.

11. YupenutenbHbIe JOKYMEHTHI MPEANPUATHS (YyCTaB, MOJOXKEHHE 00 opra-
HU3AIlMH, YIYPEAUTEIbHBINA TOTOBOP): 3HAYCHHE, MpaBUiia COCTAaBJICHUS B O0(opm-
JICHHSL.

12. Ha3HaueHue u TUTIOBAsl CTPYKTYpPA TMOJIOKEHHUS O CTPYKTYPHOM TOJpas3-
JICJICHUH.

13. JomxHOCTHAS MHCTPYKLHUA: LENU U 33J]a4l CO3/IaHusl, CTPYKTypa, Mmopsi-
JOK pa3pabOTKH U 0POPMIICHUS.

14. CtpykTypa ¥ mTaTHas YUCIEHHOCTb, IITATHOE PACIUCaHUE: COAEpKa-
HUE, MOPSIIOK COCTABICHUS B 0)OPMIICHHUS.

15. MHCTpyKIIMKM OpraHu3alliOHHO-METOINYECKOTO0 Ha3HAUYEHUS: CYIIHOCTH,
OCOOCHHOCTH COCTaBJICHUS, BUIEL.

16. IlpaBuia kak OpraHU3aIlMOHHBIN TOKYMEHT: IOHSATHE, BUJIBI.

17. UHcTpyKuMsl MO JEJIONPOU3BOACTBY: 3HAUEHHUE, COJAEpKaHUE, MOPSI0K
COCTaBJICHUS U O(OPMIICHHUS.

18. Opranu3anioHHbIE JOKYMEHTBI, pErJaMEeHTHPYIOIINE YIIpaBieHue Ous-
HEC-TIPOLIECCaMU.

19. loxymeHTalusi CUCTEMbl MEHEIKMEHTA KaueCTBA.

20. JloroBop: TUIIbI, BUIbI, TPEOOBaHUS K COACPKAHUIO U O(hOPMIICHHUIO.

21. CyurHoCTb 1 KIacCH(PHUKAIUS PaCIOPATUTENbHBIX JOKYMEHTOB.

22. OCHOBHBIE 3Talbl U3/IaHUS PACTIOPSIUTEIBHOTO JOKYMEHTA.

23. Ilpuka3 Mo OCHOBHOM JESATEIbHOCTH: MOHITHE, MIPaBUJIa COCTABICHUS U
o opMIICHHUSI.

24. PaciopspkeHHs M YKa3aHHs: Ha3HaYeHHE, OCOOCHHOCTH COCTABIICHUS H
o opMIICHHUSI.

25. [locTaHoBIIEHUS W pElICHUs: Ha3HAYeHHE, OCOOCHHOCTH COCTABJICHUS U
oopMIIEHUS.

Ilpaxkmuueckue 3a0anus 011 nposedenus 3auema (RPUeOeHvl NPUMeEPLL):

3aoanue 1.

Nucnexrop obmero oraena 3A0 «Kpyro3op», oTBeHaroIuil 3a BeACHHUE Jie-
JIOTIPOM3BOJICTBA IO OOpAIIeHUsIM TpaxaaH, (popMupoBasia B OJHOM JieJie 3asBiie-
HuUs paboTHUKOB 3AO U rpaxkjaH, He padOTaONIMX B JAHHON OpraHU3aluu.

[TpaBuibHO 1 oHa noctynana? Kak Hamo hopMupoBath Aena, cojepraiiie
oOpalieHus rpaxaan, 1 opopMIISITh UX JJIs IEPeIavu B apXUB OpraHU3aluu?

3aoanue 2.

[Ipu odopmiieHnn aen s nepeadyd B apXUB OpPraHMU3alMH, COACPIKAIIUX
oOpallieHusl TpaXKJiaH, CPOK XpaHEHHUsI KOTOPHIX, B COOTBETCTBUU C HOMEHKJIATypOi
JIeJ, COCTaBIISI TATH JIET, MHCIIEKTOP OOIIEro OT/eNna, OTBEUAIOIIUN 3a JEIONpo-
W3BOJICTBO IO OOpAIIeHUSIM TPpaKJaH, TPOCMOTPEIT BCE Jielia MOJIMCTHO, BHIHYII BCE
METAJUTMYECKUE KPEIUICHUS, IPOHYMEPOBAJl BCE CTPAHUIIbI MOCEPEAUHE TeJIeBOU
pYy4KOii, 0pOopMUIT BHYTPEHHIOIO OMUCH U JIMCT-3aBEPUTENh JIea, TOMECTHI JOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOMIyI0 ['OCTYy.
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[IpaBunbHO 1 mocTynuia uHcekTop? Kakue TpeboBaHus PEAbSBIISIIOTCS K
o(OpMIICHUIO JEJ, COAepIKAIIUX OOpaIeHus TpakKaH, i epeaayd B apXuB Op-
ra"Husanuu’?

Komnemenyus: enadenuem Hagulkamu nOO20MOBKU OPSAHU3AYUOHHLIX U
PacnopsoumenbHblx  OOKYMEHmMO8,  HeoOXO0O0UMblX Ol CO30AHUSL — HOBbIX
npeonpunumamenvckux cmpykmyp (I1K-20)

Bonpocul k 3auemy:

1. TIporokoun: mMoHSATHE, TOPSATOK COCTABICHUSA U OPOPMIICHUS.

2. Hasznauenue, Buapl u TmpaBwia oQOpMICHUS HHPOPMAIMOHHO-
CHPAaBOYHBIX TOKYMEHTOB.

3. JlenmoBble muchMa: Ha3HAUEHUE, KJIacCU(UKALNS, CTPYKTypa U PEKBU3U-
TBI.

4. DnexTpOHHbIE MHUCbMa U BEO-JOKYMEHTBI: OCOOCHHOCTH COCTABJICHUS,
o(opmIleHUs U IPUMEHEHUS B YIIPABICHYECKOU NEATEIbHOCTH MPEANPUSATHUS.

5. JloknanHble, ciykeOHblE U OOBSICHUTEIbHBIC 3AIIMCKU: Pa3INyus, BUbI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

6. AKTBI: Ha3HaYEHHUE, CTPYKTYPa, HOPAIOK 0HOpMIICHUS.

7. ChopaBKu: CyUTHOCTb, BUABI U 0OpMIICHHE.

8. JlokyMeHTHI IO TPYJOBBIM OTHOIICHHUSIM: COCTaB, OCOOCHHOCTH COCTaB-
JeHust 1 0POopMIICHUS.

9. JloKyMeHTBI O OCHOBHOM JIESTEIBHOCTH MPEATPHUATHS OTPACIIH.

10. [TonsiTHe, OCHOBHBIC XaPAaKTEPUCTHKU U KIACCHU(PUKAIUS TOKYMEHTO-
obopora.

11. Opranuzaiiusi palmoHaILHOTO JOKYMEHTOO00pOTa HA MPEATPUSTUH.

12. Tlopsinok MpOX0KIEHUSI BXOASIIEr0, HCXOISAIIEr0 U BHYTPEHHETO JI0KY-
MEHTOIIOTOKOB B OpraHU3aluu.

13. Peructpanuss JOKYMEHTOB: Ha3Hau€HHE, IMpaBUia, PErUCTpallMOHHBIE
dbopmbl 1 HOPMBI peTUCTpaIUH.

14. Opranu3zarus nHGOPMAIIMOHHO-CIIPABOYHON paOOThI HA IPEANPHUSATHUH.

15. Opranuzanusi CUCTEMbl KOHTPOJISI MCIOJIHEHHUS JAOKYMEHTOB Ha Mpe[-
MPUSTHH.

16. Cpoku XxpaHeHUs YIIPaBICHUYECKUX TOKYMEHTOB.

17. OnepatuBHOE U ApXUBHOE XPAHEHHUE IOKYMEHTOB.

18. Iporeaypa sKCHEepPTU3bI IEHHOCTU IOKYMEHTOB.

19. Tlopsimok odopmieHuUs el U Mepeadyd JOKYMEHTOB Ha apXMBHOE Xpa-
HEHHE.

20. OcoOEHHOCTH XpaHEHHUS PJEKTPOHHBIX IOKYMEHTOB.

21. Tlopsii0K YHUUTOKEHHUS JOKYMEHTOB C UCTEKITUMHU CPOKAMU XPaHEHHUS.

22. llenu, 3amauM ¥ HampaBleHUS AaBTOMATHU3AlMM JOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBIeHUs.

23. Cuctempl aBTOMATH3aIlMK JIEJOMPOU3BOJICTBA W JIOKYMEHTOO0OpOTa
(CAJl) Ha mpeanmpusiTuu: OCHOBHBIE TPEOOBAHUS, OPTaHHU3AIMSI BHEPECHMUS, TTEeP-
CTHIEKTUBBI Pa3BUTHUA.
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24. TexHOIO0TUY 3alUThHI TOKYMEHTHON HH(GOPMAIINKA HA IPEATPUSITHH.
25. Co3nanue 3(p(HeKTUBHOM CUCTEMBI yIpaBieHUs JOKYMEHTaMH Ha Ipe]i-
NPUSTHH.

Ilpakmuueckue 3a0anus 01 npoeedenus 3auema (RPuUGeOeHvl NPUMepPbL):

3aoanue 1.

Yucnennsit coctaB padbotHukoB OO0 «Cupuye» - 15 denosek. B cTpykry-
pe olmiecTBa 00pa30BaHO TPU (PYHKIIMOHATBHBIX MOIPA3ACICHUs: CEeKpeTapuar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YIIpaBiie-
HUS Y KaJIpOBOU J€ATEIbHOCTH; OyXraaTepusi U FOPUINYECKUA OTAEII.

OcranbHble paOOTHUKU BXOJST B COCTAB IPyMI, CPOPMUPOBAHHBIX B COOT-
BETCTBHM C HAIPaBJIEHUSMH OCHOBHOM NEATEIbHOCTH MPEANPUATHS, HAIPHUMED,
rpyIIa no pexjiaMe, rpymnma no NoAroTOBKE TEXHUYECKOW TOKYMEHTAlUU, IPyIIa
DKCIIEPTOB U Ap. [ pyIIIBI HE SBIAOTCSA CTPYKTYPHBIMH NOAPA3/ICICHUSIMH U HE 3a-
KPEIUICHBI YTBEPAKICHHBIM IITATHBIM PAaCIIUCAHHUEM.

Kakyro kimaccupukalnoHHyI0 CXeMy HOMEHKJIATYpbl JIe] CIe1yeT PEKOMEH-
JI0BaTh JUIsl JaHHOTO 00111ecTBa?

3aoanue 2.

B TeueHue rona y mpeAnpusaTUsS NOSBUIMCH HOBBIE HAIPABIICHUS €r0 Jes-
TEJIbHOCTH W HOBBIE MapTHephl. Kak ciaencTBue 3TOro, MOSBWIOCH 3HAYUTEIBHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBLIM MPETyCMOTPEHBI JEHCTBYIO-
€ HOMEHKJIATYPOU JIEI.

PykoBoguTens npeanpustus CBOMM IMpHUKa3oM o0s3ai cityx0y 10V BHecTH
M3MEHEHHUS] B HOMEHKJIATYpy Jied. B uTore 3To CBENOCh K COCTABIEHUIO B CEPEINHE
rojla HOBO HOMEHKJIATYpPHhI JI€], KOTOPYIO 3aHOBO YTBEPJUI PYKOBOAMUTEIb Npe-
TIPUATHS.

HackosbKo mpaBOMEpPHBI IEUCTBUS, PEANPHUHITHIE PYKOBOJICTBOM U CITyXK-
ooii 1OV npennpustua? beuia 11 B JaHHOM cliydae HEOOXOAMMOCTh MepepadoTKH
HOMEHKJIATyphlI JI€JI, U Kakue TpeOOBaHUSI COCTABIIEHUSI HOMEHKIIATYPHI €] CIey-
€T YYUTBIBaTh, 4YTOOBI N30€raTh MOJIOOHBIX CUTYaIIHA?

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

KoHTpoib 0CBOEHMSI TUCHUIUIMHBI U OIIEHKAa 3HAHUIN 00YyYaronuxcs mpous3-
Boautcs B coorBeTcTBUH ¢ [1m KyOoI'AY 2.5.1 «Tekyuunii KOHTpoJb ycrieBaeMOCTH
U TIPOMEXXYTOUHOM aTTeCTalluyi 00yJaroImuXCsi».

Kpurepusimu ouenku pedepara sBISIOTCS: HOBU3HA TE€KCTa, 0OOCHOBaH-
HOCTH BHIOOpA MCTOYHHUKOB JIUTEPATYPHI, CTETIEHb PACKPBITUS CYITHOCTH BOIIPOCA,
coOtoIeHus TpeOOBaHMI K 0OPOPMIIEHUIO.

OreHka «OTJIMYHO» — BHITIOJHEHBI BCE TPEOOBAaHUSA K HalMCaHUIO pedeparta:
o0o3HaveHa mpodJieMa U 000CHOBaHA €€ aKTyaJIbHOCTh; CJeIaH aHaIU3 Pa3IMIHbIX
TOYEK 3PEHUS Ha pacCMaTPUBAEMYIO IIPOOJIEMY | JIOTHYHO M3JI0KEHa 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 HM3JIOXKE-
HUM MaTepuaya; OTCYTCTBYET JIOTHYECKas TMOCIIeIOBATEILHOCTh B CYXKICHUSAX; HE
BBIIEpKaH 00bEM pedepaTa; IMEIOTCS YIyIeHUs! B 0pOpMIICHUH.

OreHKa «yJAOBJIETBOPUTEIBbHO» — HMCIOTCSI CYIIIECTBEHHBIE OTCTYIUICHUS
oT TpeboBaHMil K pedeprupoBaHnio. B 4aCTHOCTH: TeéMa OCBEIeHA JTUIITh YaCTUYHO;
JOMYIIEHBI (haKTHUEeCKUE OMMOKHN B COAEpKaHuH pedepara; OTCYTCTBYIOT BBIBO-
TIBL.

OrneHka «Heya0BJIeTBOPUTEIbHO» — TeMa pedepara HE pacKpbiTa, oOHa-
PYKHBaeTCs CYIIECTBEHHOE HEMMOHMMAaHUE MPOOIeMbl WK pedepar He MpeacTaB-
JICH BOBCE.

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

OrneHka «OTJIMYHOY» CTaBUTCS, €CJIM BBIIIOJIHEHBI BCE TPeOOBaHUS K HAMKCA-
HUIO JI0KJana: o0o3HaueHa mpodieMa U 00OCHOBaHA €€ aKTyallbHOCTb; CIEJIaH
aHaJIn3 Pa3JINYHBIX TOUEK 3PEHMSI HA pacCCMATPUBAEMYIO IIPOOJIEMY U JIOTUYHO M3-
JOXKeHa COOCTBEHHAs MO3UIMS; C(HOPMYIUPOBAHBI BBHIBOJBI, TEMa PACKPHITA IMOJI-
HOCTBIO, BBIIEpKAH 00bEM; COOMIOICHBI TpeOOBaHMSI K BHEIIHEMY O(OPMIICHHIO.

OreHka «XOpoIL0» — OCHOBHBIE TPeOOBaHMS K JOKJIAAy BBITIOJHEHBI, HO
IIPU 3TOM JOMYIIEHbI HEAOYETH. B 4acTHOCTH, UMEIOTCS HETOUYHOCTH B M3IIOXKE-
HUM MaTepuaia; OTCYTCTBYET JIOTHYECKas MOCIeI0BATEILHOCTh B CYXKACHUSAX; HE
BbIIEpKaH 00bEM pedepaTa; UMEIOTCA YIYIEHUS B 0(DOPMIICHHH.

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

OrneHka «Hey10BJIeTBOPUTEIbHO» — T€Ma JI0KJIaja He pacKphiTa, OOHapy-
KUBAETCS CYIIECTBEHHOE HEMOHHMMaHUE MpoOJIeMbl UM JOKJIAJ HE MPEACTaBIICH
BOBCE.

Kpurtepuu oueHuBaHus BbINOJIHEHUS 3CCe

OueHka «OTJMYHO» — BBICTABIIETCS CTYACHTY, MOKAa3aBIIEMY BCECTOPOH-
HUE, CHUCTEMaTHU3UPOBAHHBIC, TJIYOOKHWE 3HAHUSI MPOOJEMHBIX BOIPOCOB ACCE U
YMEHHUE YBEPEHHO MPUMEHSATh UX HA MPAKTUKE MPU PEIICHUM KOHKPETHBIX 3a/1ady,
CBOOOJ/IHOE U MPaBUILHOE 0OOCHOBAHHUE MPUHSTHIX PEIICHUM.

OneHka «X0pouIo» — BBICTABIISIETCS CTYJICHTY, €CJIM OH TBEPJO 3HAET MaTe-
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 YCTPAHUTh C MOMOLIBIO JOMOJIHU-
TEJIbHBIX BOIIPOCOB MPENOIABATEIS.

OneHka «ya0BJIETBOPUTEIBLHO0» — BBICTABISICTCS CTYJEHTY, MOKa3aBIIEMY
(dbparMeHTapHbIi, Pa3pO3HEHHBIH XapaKTep 3HAHWM, HEJOCTATOYHO MPABUILHBIC
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bopMyIpOBKH 0a30BBIX MOHATHIA, HAPYIIEHUS JIOTUIECKON MOCIEI0BATEILHOCTH
B M3JI0’KEHUH MTPOTrPaMMHOTO MaTepurasna, HeOOXOAUMBIMU JUIsl JaidbHENIero ooy-
YEHUSI U MOXKET MPUMEHSTh MOJyYeHHbIE 3HAHUS 10 00pa3ily B CTaHJAPTHOU CH-
Tyaluu.

OneHka «HeyA0BJIETBOPUTEIbHO» — BBICTABISIETCS CTYAECHTY, KOTOPBIA HE
3HAeT OOJIbIIIEH YaCTH OCHOBHOTO COJIEpPKaHUSI BEBIHOCUMBIX Ha KOHTPOJIBHYIO pa-
00Ty BOMPOCOB T€M AUCIHUIUIMHBI, TOMyCKaeT TpyObie OMMOKU B (GOpMYITHUPOBKAX
OCHOBHBIX TOHSITUA M HE YMEET UCMOJIb30BATh MOJYYEHHbIC 3HAHUS MPU BBINOJ-
HEH 3CCe.

KpurepusiMmu oueHKH NOBeJAeHUs] TMCKYCCHHU SIBISIIOTCS: TOUYHOCTH apry-
MEHTOB (HCIOJIb30BaHNE TPUUUHHO-CIICACTBEHHBIX CBS3eH); yeTkas (GopMyIupOB-
Ka apryMEHTOB U KOHTPAapTyMEHTOB; OCTYIMHOCTH (IIOHATHOCTH) W3JIOKEHUS; JI0-
TMYHOCTh (COOTBETCTBHE KOHTPAPIYMEHTOB BBICKAa3aHHBIM apryMeHTaM); KOp-
PEKTHOCTH UCIIOJIb3YEMOI TEPMUHOJIOTUN C HAYYHOUM TOUYKHU 3peHUs (IPaBIUBOCTb,
JIOCTOBEPHOCTh, TOUHOCTh ONPEIEIICHUN); yJauHas Iojaya marepuaia (3MOLuo-
HAJIbHOCTh, WIUTIOCTPATUBHOCTD, YOEIUTEIBHOCTD); OTJEIEHUE (PAKTOB OT CyObeK-
TUBHBIX MHEHUIl; MCIOJb30BaHUE MPUMEPOB (ApPTyMEHTHPOBAHHOCTbH); BHJICHUE
CYTH NpOOJIEMbl; YMEHUE OPUEHTUPOBATHCS B MEHSIOLIEHCS CUTYallUH; KOPPEKT-
HOCTb 10 OTHOIIEHUIO K ONIOHEHTY (TOJIEPAaHTHOCTh, YBaXKEHUE APYTUX B3IJIS/IOB,
OTCYTCTBHE JINYHOCTHBIX HAMaJI0K, OTKa3 OT CTEPEOTHUIIOB, PA3KUTAIOIINX PO3HD U
HEIPUS3Hb).

OrneHKa «OTJIMYHO» CTABUTCS, €CIIM apTyMEHTHI MPUBOAUIINCH MO CYIIECT-
BY, KpaTKO JJAKOHUYHO, C MCIOJIh30BAaHMEM HEOOXOIMMON TEPMHHOJOTHH, B TO-
HATHOM M nocTynHou (opme; hopma nogaun MHGOPMALIMK COOTBETCTBYET €€ CO-
JIepKaHUIO; BIIaJilcHUe BHUMAaHUEM ayJUTOPUH, KOPPEKTHOE W YBAXKHUTEIHLHOE OT-
HOILIEHUE K OCTaJbHBIM yYaCTHUKAM JUCKYCCHUU; B BHICTYIIJICHUH (DAKTHI OT/IE€JICHbI
OT COOCTBEHHOI'O MHEHUS; MCIIOJIb30BAaHHE NMPUMEPOB; BUACHHUE CYTH IPOOJIEMBI;
YMEHHE OPUEHTUPOBATHCS B MEHSIOLIEICS CUTYaIUH.

OrneHKa «X0pOII0» CTaBUTCA, €CIIU apTyMEHTHI IPUBOJUINCH 10 CYIIECTBY,
HO ObUIM OTKJIOHEHHUS OT CYyTH BOIIPOCA, MPU apTryMEHTalUU MIPUCYTCTBOBAIIN J10JI-
r've BCTYIUICHUS U MOSICHEHUs, HE TpeOyromre He0OX0AMMOCTH; UCIIOJIb30BAHKE B
peur TepMUHOJIOTUH, dopMa Mmojayr MHPOpPMAIMK HE Bcerja Oblla yMECTHA, B
CBSI3M C YEM TEpPsUIOCHh BIAJCHHE BHUMAHHEM ayIUTOPWH, KOPPEKTHOE U YBaXKU-
TETHHOE OTHOIIEHUE K OCTAIBHBIM YYaCTHUKAM JUCKYCCHUU; B BHICTYIUICHUU (aK-
ThI CMEUINBAINCH C COOCTBEHHBIM MHEHUEM, YTO MOPOXKIATI0 CIIOPHI.

OreHKa «y/AOBJIETBOPUTEIBHO» CTABUTCS, €CIIM CTYJIEHT HE OPHEHTUPYET-
Csl B CHTYyallil WIH OPUEHTUPYETCS HE TIOJTHOCTHIO, HE MOXET IPUBECTU apTyMEH-
THI Ha MTOCTABJICHHBIE BOIIPOCHI, a TAK)KE HE TIOKA3bIBACT YMEHUE BECTH TUCKYCCHIO
B COOTBETCTBYIOIICH (popMme.

OneHka «HeyI0BJeTBOPHUTEIbHO» CTAaBUTCS, KOT/Ia CTYAEHT OTKa3aJcs
y4acTBOBATh B IUCKYCCUU 10 IPUYMHE HE3HAHUS MaTepHaa.

Kpurepuu oneHKy 3HAHUN IPU HANIMCAHUM KOHTPOJIbHOI PadoThI
OrneHKka «OTJIMYHO» — BBICTABISIETCS OOyYaroIIeMycsi, TIOKa3aBIIeMy BCe-
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CTOPOHHHUE, CHUCTEMAaTH3UPOBAaHHBIC, TITyOOKHE 3HAaHHS BOMPOCOB KOHTPOJIBHOM
paboOThl U YMEHUE YBEPEHHO NIPUMEHSTh UX HA MPAKTUKE MPU PELIEHUH KOHKPET-
HBIX 337a4, CBOOO/IHOE U MTPaBUIIBHOE OOOCHOBAHUE MPUHSATHIX PELICHUM.

OrneHKa «X0poII0» — BBICTABISIETCS] 00yUaroLEMYCsl, €CJIM OH TBEPJIO 3HAET
MaTepHuall, FpaMOTHO U IO CYIIECTBY U3JIaraeT €ro, yMeeT IPUMEHSTh [OJy4YECHHbIE
3HAHMS Ha MPAKTUKE, HO JOIYCKAeT B OTBETE WM B PEIIECHUU 3a7a4 HEKOTOPHIC
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOILBIO TONOJHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yAOBJIETBOPUTENIbHO» — BBICTABISETCS OOydaromeMycsi, MoKa-
3aBIIEMY (pparMEHTapHBIN, pa3pO3HEHHBIN XapaKTep 3HAaHUM, HEIOCTATOYHO Mpa-
BUJIbHBIE (POPMYITUPOBKH 0a30BbIX MOHATUMN, HAPYIIECHUS JIOTUYECKON MOCIe0Ba-
TEJIBHOCTH B U3JIOKEHUH ITPOTPaMMHOI0 MaTepuania, HO IPHU 3TOM OH BIIAJEET OC-
HOBHBIMH MOHSTUSIMUA BBIHOCHUMBIX Ha KOHTPOJIbHYIO PabOTy Te€M, HEOOXOIUMBIMH
JUIS JalibHEHIIero oOy4eHus U MOKET IPUMEHATh MOJyYEHHbIE 3HAHUS 110 00pa3-
11y B CTAaHJApTHOM CUTYyal1U.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — BBICTABISETCS 00yJaronemMycs, KOTo-
pBIii HE 3HaeT OOJIbLIEH YacTh OCHOBHOTO COJAEPKaHUSI BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BOIPOCOB T€M JUCLHILIMHBI, JOIYCKAaeT rpyoble OomnOKU B (popMyiu-
pPOBKax OCHOBHBIX IIOHATHUH U HE YMEET HMCIOJIb30BATh IIOJYYECHHbIE 3HAHUSA IPU
PELIEHUH TUIIOBBIX ITPAKTUYECKUX 3a/1a4.

Kpurepuu oneHuBaHus BBINOJIHEHUS KellC-3aIaHN I

Pe3ynbTaT BBINOJHEHHSI KEUC-3a1aHUSI OLICHUBACTCS C YYETOM CIICIYIOIINX
KPUTEPHUEB:

— MOJHOTA NPOPa0OTKU CUTYALINH;

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBH3HA U HEOPJUHAPHOCTH MPEJACTABICHHOTO MaTepuaia 1 pelieHui;

— TEPCHEKTUBHOCTh U YHUBEPCAIHHOCTh PEIICHMUIA;

— YMEHHUE apryMEHTHPOBAHO 0OOOCHOBAThH BEIOPAHHBIN BapUAHT PEIICHUSI.

Ecnu pe3ynbrar BINOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAYEHHOMY
KPUTEPHUIO CTYICHTY IPHCBAUBAETCA OAMH Oai (3a Kaxawlid kputepuit mo 1 6ai-
y).

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

Orenka «xopouio» — nmpu Habope B 4 6anna.

O1ieHKa «y/10BJIETBOPUTEIBbHOY» — ITpU Habope B 3 Oaa.

OrieHKa «HEeYA0BJETBOPHUTEILHOY» — IIPU HAOope B 2 Oasuia.

KpuTtepun onieHKu 3HAHUH NMPU MPOBeIeHUN TECTHPOBAHUS

OreHKa «OTJIMYHOY» BBICTABIISICTCS MPH YCIOBUU NPABUIHBHOTO OTBETA CTY-
JICHTa HEe MeHee ueM Ha 85 % TeCTOBBIX 3aJaHU;

OreHKa «XOPOII0» BBICTABISAETCA MPU yCIOBUU MPABWIBHOTO OTBETA CTY-
neHTa He MeHee yeM Ha 70 % TecTOBBIX 3aJaHui;

OreHKa «y/10BJIETBOPUTEIbHOY» BBICTABIISCTCS MPU YCIOBHH MPABIIBHOTO
OTBETA CTYAEHTa HE MeHee ueM Ha 51 %;
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OneHKa «HeyIOBJIETBOPHUTEIbHO» BBICTABISCTCS MPU YCIOBUM TMPABUIIb-
HOT'O OTBETAa CTyJeHTa MeHee yeM Ha 50 % TeCTOBBIX 3aJJaHUM.

Pe3ynbTaThl TEKyIEro KOHTPOJIS HCHOJB3YIOTCS IPH MPOBEACHUU MPOMeE-
JKyTOUHOMU aTTeCTAIUH.

KpuTtepun onieHKH 3HAHMA PU NPOBeEIEHUN 3a4€Ta

OneHka «3a4TeH0» — JIaH TOJHBINA, Pa3BEePHYTHIM OTBET Ha MOCTABICHHBIN
BOMPOC, MOKa3aHa COBOKYMHOCTh OCO3HAHHBIX 3HAHUI 00 OOBEKTE, MPOSBISAIO-
miasicsi B CBOOOJHOM ONEPUPOBAHUU TOHATUSMHU, YMEHUH BBIACIUThH CYIIECTBEH-
HbI€ U HECYILECTBEHHbIE €r0 MPU3HAKU, NPUYMHHO-CIIEICTBEHHbIE CBA3U. MoOryT
OBITH JTOMYIIEHBbI HEAOYETHl B ONPEIEICHUU MOHATUM, UCIIPABICHHBIE CTYIEHTOM
CaMOCTOATEIFHO B IPOLIECCE OTBETA.

OueHka «He 3a4TeH0» — JOIMYyLIeHbl TpyOble OUIMOKM MpU ONpPEAEIICHUN
CYIIHOCTH PaCKpbIBa€MBbIX ITOHATUM, TEOPHil, SBJICHUN, BCIEACTBUE HEIIOHUMAHHUS
CTYJIEHTOM HX CYIIECTBEHHBIX M HECYIIECTBEHHBIX IIPU3HAKOB U CBsA3€il. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. Y MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUS 0000IIEHHBIX
3HAHMI HE ITOKA3aHO.

8 IlepeyeHb OCHOBHOW U JONMOJHUTEILHON yueOHOI JuTepaTy-
pbI

OcHoBHas yyeOHasi iMTEeparypa

1. KupcanoBa, M. B. Kypc nenonpousBoacTBa: JOKYMEHTALIMOHHOE OOec-
neueHue yrpaniieHus: yaeoHoe nocooue / M. B. Kupcanona, FO. M. AkceHoB. — 6-
y u3A., ucnp. u gomn. — MockBa: HOPA-M, 2020. — 257 c¢. — Pexum poctyna:
https://znanium.com/catalog/product/1088888

2. KprokoBa, H. II. JlokymeHTHpOBaHHE YMpPABICHUYECKONU NESITEIbHOCTH:
yue0. mocodue / H. I1. KprokoBa. — M.: UHOPA-M, 2019. — 268 ¢. — Pexxum noc-
tyma: https://znanium.com/catalog/product/991955

3. [Nanacenko, 0. A. JlokymeHTHpOBaHHE YIPABICHYECKON EATEITHHOCTH:
VYuebnoe nocodue / FO.A. ITanacenko. — Mockpa: PUUOP, 2018. - 138 c.: — Pexum
nocryma: https://znanium.com/catalog/product/927448

JonosHuTeIbHAS YUeOHAs JJUTepaTypa

1. beixoBa, T. A. JlokyMeHTalluOHHOE oOecriedeHre yrnpaBiaeHus (AeI0mpo-
n3BOACTBO): yueOHoe nmocobue / T. A. beikora, T. B. Ky3nenona, JI. B. Cankun;
o o6ml. pea. T. B. KysnemnoBoit. — 2-¢ uza., nepepad. u gomn. — Mocksa: MH-
OPA-M, 2022. — 304 C. — Pexum JOCTyTIA:
https://znanium.com/catalog/product/1863409

2. Imutpuena, JI. U. JlokymeHTanmoHHOE oOecreueHne ympaBiIeHYECKON
nestenpHOCTH: yueOHoe mocooue / JI. U. JImutpuena, 1. B. Py3aeBa. — HoBocu-
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oupck: M3p-eo HITY, 2019. - 100 c¢c. — Pexum pgocryna:
https://znanium.com/catalog/product/1869277

3. Ilerymko, H. E. JlokymeHTalimoHHOE oOecrieueHrue yrpaBieHus : yueOHO-
metoaudeckoe mocooue / H. E. Tlerymko. — Munck : BI'VKHU, 2020. — 165 ¢. —
Pexxum moctyna: https://e.lanbook.com/book/176019

4. PaznopoxHsiii, A. A. JIOKyMEHTUpOBaHHUE YMPABICHYCCKON EATECIbHO-
ctu: yue6. [Tocobue / A. A. Pazmopoxusiii. — M.: UHOPA-M, 2018. — 304 c. —
Pesxxum noctyna: https://znanium.com/catalog/product/969585

O Ilepeyenn pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIMOH-
Hoil ceTn «AHTEpHET»

Ilepeuens ObC
Ne HaumenoBanue Tematuka Cceblika
1. | Znanium.com YHuBepcaibHas
2. | IPRbook YHuBepcaibHas
3. | ObpazoBarenbubiii moptan Kyol'AY | YauBepcanbHas

IIepeuenp MHTEpHET CAalTOB:

«Poccwuiickuii )KypHaiI MeHeKMeHTay https://rjm.spbu.ru

Bukunenus — cBoOojHas sHUUKIIONEIUS [DIEKTpOHHBIA pecypc]|: Pexum
noctyna: https://ru.wikipedia.org/wiki/

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

Kypnan «l'eHepanbHbIi OUPEKTOP. YTNPABICHUE NPOMBINUIEHHBIM IpPEJ-

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

Kypnuan «MeHeKMEHT U OHM3HEC-aAMUHUCTpUpoBaHue» http://www.mba-
journal.ru/

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

KypHuan «JKOHOMHKA U MEHEIKMECHT CHUCTEM  YIIPaBJICHUS»
http://www.sbook.ru/emsu/

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

KypHan AenonpousBojACTBA U JIOKYMEHTOOOOpPOTa Ha NPEANPUSTHU
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-
dokumentooborota-19-m8

Kypnan MeHeKMEHT CEerOJTHS https://grebennikon.ru/journal-
6.html#volume2020

DIIEKTPOHHBIN JKypHal «Y1pasieHue NPEONPUATHEMY

https://e.management.mcfr.uz/promo.aspx

36


https://znanium.com/catalog/product/1869277
https://e.lanbook.com/book/176019
https://znanium.com/catalog/product/969585
https://znanium.com/
http://www.iprbookshop.ru/
https://edu.kubsau.ru/
https://rjm.spbu.ru/
https://ru.wikipedia.org/wiki/Заглавная_страница
file:///C:/Users/Administrator/Downloads/Журнал
http://iso-management.com/
https://panor.ru/magazines/generalnyy-direktor-upravlenie-promyshlennym-predpriyatiem.html
https://panor.ru/magazines/generalnyy-direktor-upravlenie-promyshlennym-predpriyatiem.html
http://www.mba-journal.ru/
http://www.mba-journal.ru/
http://www.zhuk.net/
http://www.sbook.ru/emsu/
http://expertsouth.ru/magazine/
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-dokumentooborota-19-m8
https://www.sekretariat.ru/article/211328-jurnal-deloproizvodstva-i-dokumentooborota-19-m8
https://grebennikon.ru/journal-6.html#volume2020
https://grebennikon.ru/journal-6.html#volume2020
https://e.management.mcfr.uz/promo.aspx

10 MeToaguueckne yKazaHud JJs1 00y4alOIMUXCH M0 OCBOCHUIO
TUCUMILIHMHBI

1. JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEIBHOCTH: METOJ. yKa3aHHs
110 TTPOBEJICHUIO MPAKTUYECKUX 3aHATUIN, OpTaHU3AI[Md CAMOCTOSITEIbHOM U Hay4-
HO-MCCJIEA0BATEILCKOM padOThI sl 00yJaromMXcsl IKOHOMUYECKOTo (paKynbpTeTa
no HarpaByieHuto moaroroBku 38.03.02 Menemxment/ coct. A. B. ITlorubenes. —
Kpacuomap : Kyol'Ay, 2019. - 36 c¢c — Pexum jgocryna:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1 .PD
F

OcBoeHne TUCHUTUIUHBI 00YYArOITUMHUCS TPOU3BOJUTCS B COOTBETCTBUU C
JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMU:

— IIn Ky6I'AY 2.2.4 «DoH] OLICHOYHBIX CPENICTBY;

— IIn Ky6I'AY 2.5.18 «Opranuzaius o0pa3oBaTebHON JESITEIBHOCTH 10
nmporpaMmam OakajgaBpuaTay;

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

11 IepeyeHb MH(OPMANMOHHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX
IPH OCYNIIECTBJIEHNH 00pPa30BaTeJIbHOIO Mpolecca mo AUCHHUILIHHE,
BKJIIOYAS nepeyeHb NMPOrpaMMHOI0 o0ecneveHust "
UH(OPMAIHOHHBIX CIIPABOYHBIX CHCTEM

NupopmanmoHHble TEXHOJIOTHH, UCIIOIb3YEMbIE TIPH OCYIIECTBICHUN 00pa-
30BaTEIBLHOTO TPOIIEcca IO AUCIUTIIINHE, TTO3BOJISIIOT:

— obecrnieunTh B3aUMOJCHCTBUE MEXKIY Y4YaCTHHKaMH 0Opa3oBaTEIbLHOTO
mporiecca, B TOM YUCJIe CHHXPOHHOE W (WJIM) aCHHXPOHHOE B3aMMOJICHCTBUE TIO-
cpeactBom cetu «MHTEepHETY;

— (uKCHpPOBaTh X0 00Pa30BATEIBHOTO IMPOIIECCa, PE3yIbTaTOB MPOMEKY-
TOYHOM aTTEeCTAIllM{ IO JHWCIUIUIMHE W PE3yJIbTaTOB OCBOCHHUS 00pa30BaTEIIbHON
IPOTPaMMBbI;

— OpraHW30BaTh MpoIeCC OOpa3oBaHUs IMyTEM BHU3yalM3alldU H3y4aeMOM
uH(OpMAITUU TTOCPEJICTBOM UCTIOIB30BaHUS TTPE3CHTAIINN, yUeOHBIX (DUITEMOB;

— KOHTPOJHMPOBATH PE3YIbTAThl O0YUEHUSI HA OCHOBE KOMITBIOTEPHOTO TeC-
THPOBaHUSI.

[lepeyens JIMIIEH3MOHHOTO MPOTPAMMHOI0 00€CTIeUeHHUs

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepannoHHas CHCTEMa

2 Microsoft Office (Bxmtouaer Word, Excel, Power- | [TakeT opHCHBIX TIPUIOKESHUH
Point)

3 Cucrema tectupoBanust INDIGO TectupoBanue
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[lepeuenb npodeccroHanbHbIX 0a3 JaHHBIX

HBIX CUCTEM

U MH(OPMAIMOHHBIX CIPaBOY-

Ne HaumeHoBaHue Temaruka JIeKTPOHHAS MOYTA

1 | Hayunas sjnekTpoHHas | YHHBEpcalbHas https://www.elibrary.ru/defaultx.asp
o6ubmmoreka eLibrary

2 | I'apant [IpaBoBas http://www.garant.ru/

3 | Koncynpsrantlliroc ITpaBoBas http://www.consultant.ru/

12 MarepuajibHO-TEXHUYECKOe oOecrieyeHue OOy4YeHUS I10
aucHuImInHe 1 jaun ¢ OB3 u uHBaJIu10B

BxonHas rpynma B TiaBHBIM y4yeOHBIH KOpPIyC OOOpYyJIOBaH MaHIyCOM,
KHOIIKOW BBI30Ba, TAKTHJIbHBIMU TAa0JIMYKAMH, ONIOPHBIMU NOPYYHSIMH, MPEayNnpe-
KIAOIMMMH 3HAKAMU, JOCTYITHBIM PACIIMPEHHBIM BXOJOM, B KOPITYCE €CTh CIICIIH-
albHO 00OpYJIOBaHHAs CaHWTapHAas KOMHarta. JlJig mepeMeleHuss MHBAIMIOB U
JIOB3 B nomenieHnn UMeETCs NEPEABUKHON I'yCEHUYHBIN cTyneHbKkoxox. Kopmyc
OCHAIIEH IPOTUBONOKAPHON 3BYKOBOW U BU3YyaJIbHOM CUTHAJIU3ALUEN.

Ne | HaummeHnoBanue yueOHbIX | HanMeHoBaHHe momelIeHU# A npoBefeHus | Ajapec (MECTOMOJIOKEHHUE) MO-
1/ | TpexMeroB, KypcoB, AUC- BCEX BHJOB YUEOHOM AEATEIBHOCTH, TIpEy- | MELICHHH JJIs MPOBEICHUS BCEX
I | OUIUIMH (MOIyJel), Mpak- | CMOTPEHHOW y4eOHBIM IUIaHOM, B TOM YMCIIE, | BHJOB yueOHOH NesITeIbHOCTH,
TUKH, AHBIX BUJOB y4e0- | IOMEMICHHUH IS CAMOCTOATEIIFHON PadoTHI, C MPEeIyCMOTPEHHON y4eOHBIM
HOW JEATeNEHOCTH, Ipe- yKazaHHEM IepeYHs OCHOBHOTO 000pyIOBa- IUTAaHOM (B CITydae peai3aiuu
JYCMOTPEHHBIX YICOHBIM | HHSA, y4eOHO-HATIATHBIX TOCOOWH U UCTIONB- | 00pa30BaTENFHBIX IPOTPaMM B
IUTaHOM 00pa30BaTeIFHON 3yeMOr0 IIPOTPaMMHOTO 00eCIIeUeHUS ceTeBoil popMe TOTONTHUTENB-
TIPOTPaMMEI HO YKa3bIBaeTCs] HANMCHOBAHHE
OpraHu3aIie, C KOTOPOH 3a-
KITFOUYEH JIOTOBOD)
1 2 3 4
JlokyMeHTHUpOBaHUE Iomemienne Ne221 I'VK, mnomans — 101m% | 350044, KpacHomapckwmii Kpaid,
1 yIpaBJeHUYECKOMN Jiesi- | ocagouHBIX MecT — 95; yueOHast ayiuTopus | r, Kpacaomap, yi. um. Kanuau-
TENbHOCTU JUIS TIPOBEJICHUS 3aHATHH JEKIMOHHOTO THIIA,

3aHATUM CEMHUHApPCKOTO THIIA, KypCOBOTO MPO-
eKTHPOBaHUS (BBIIIOJHEHUS KypCOBBIX paboT),
TPYNIOBBIX M HHIUBUAYaJIbHBIX KOHCYJIBTa-
UM, TEKYIIEro KOHTPOJS W MPOMEXYTOUHOH
aTTecTallly, B TOM YHCIIE JUIT 00YJaIOIINXCs C
uHBaIMIHOCTRIO 1 OB3

TEXHUYECKUE CpelNcTBa OOydYeHHs, HaOOPHI
JIEMOHCTPAIIMOHHOTO 000PYIOBaHUS U yuel-
HO-HAISITHBIX MOCOOMH (HOYyTOYK, MPOEKTOP,
9KpaH), B T.4 Ui 0OyYarOIMUXCS ¢ MHBAIHI-
Hocteio 1 OB3;
nporpammuaoe  obecmeuenne:  Windows,
Office;

CIeNMANN3UPOBaHHass MeOenb (ydeOHas moc-
Ka, ydeOHast Mebenb), B T.4 [uIst Uil 00ydaro-
MMXCs ¢ HHBAIMAHOCTRIO 1 OB3.

TTomemenne Nell4 300, mmomans — 43m2;
MTOCAZI0YHBIX MECT — 25; ydeOHast ayJuTopus
JUTSL TIPOBEJICHUS 3aHSATHH CEMHUHAPCKOTO TH-
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Ne | HammenoBaHue y4eOHBIX
1/ | TpexMeToB, KypcoB, IHC-
m | oUIoTaH (MOIyiel), mpak-
THKH, HHBIX BUIOB y4e0-
HOM e TENbHOCTH, IIpe-
JYCMOTPEHHBIX y4EOHBIM
IUTaHOM 00pa30BaTeNBFHON

HaumeHnoBaHue noMeeHuit 1uist MpoBeIeHUs
BCEX BUJIOB YUCOHOI AEATEILHOCTH, IPEay-
CMOTpPEHHOH y4eOHBIM IIAHOM, B TOM YHUCIIE,
MTOMEIICHUH I CAMOCTOSATEIIEHON paboTHI, C
yKa3aHHEeM IIepedHs] OCHOBHOTO 000pynoBa-
HUS, y9eOHO-HATILIHBIX IIOCOOUH M NCTIONb-
3yeMOro IpOrpaMMHOT0 00eCIIeUeHHS

Anpec (MECTONON0XKEHHUE) HO-
MELICHHH ISl IPOBENICHUS BCEX
BUJIOB Y4eOHO AeATSIBHOCTH,
HPEeIyCMOTPEHHON y4eOHBIM
IDTAaHOM (B CITydae peai3anuu
00pa3oBaTeIbHBIX IPOTrPaMM B
ceTeBoil popMe TOMONTHUTENB-

IporpaMMbl HO YKa3bIBa€TCs HAUMCHOBAHUC
Oopranuszanuu, ¢ KOTOpOﬁ 3a-

KIIFOYEH JIOTOBOP)

1 2 3 4

Ia, KypcOBOTO MPOCKTUPOBAHHUS (BBITOTHCHUS
KYpCOBBIX paboOT), IPYNIIOBBIX W HHIWBHIY-
QIBHBIX KOHCYJBTALUH, TEKYIIET0 KOHTPOJIS U
MPOMEKYTOUHON AaTTeCTallid, B TOM UHCJIE
JUTSL 00YYarOIINXCsl C HHBATHIHOCTRIO 1 OB3

CTeIUATM3UpOBaHHass Mebenb (ydueOHas Joc-
Ka, yaeOHas mMeOenp), B TOM 4Hcie It o0y-
JaroImuxcs ¢ HHBauaHocTeio 1 OB3

13 OcoOenHocTu opranm3anuu oOydenuss jgun ¢ OB3 nu
HHBAJIM/10B

Jlns uaBanuaoB v aull ¢ OB3 MoXeT u3MEHATHCS 00BEM AUCIUIIIIUHBI (MO-
ZyJisl) B 4acax, BbIIEJICHHBIX HA KOHTAKTHYIO paboTy 00ydaromerocs ¢ npemnojiaBa-
TeneM (1o BUJaM YYEOHBIX 3aHSTUI) U Ha CaMOCTOATENIbHYIO paboTy oOyyaroiiie-
rocs (Ipu 3TOM HE YBEIUYMBAETCS KOJIMYECTBO 3aUETHBIX €IUHUL, BBIICICHHBIX
HA OCBOCHHE JTUCIIUTLIINHBI).

@DOH/IbI OLICHOYHBIX CPEJICTB AANITUPYIOTCS K OTPAHUUYEHUSM 3I0POBBS U
BOCIIPUATHUS HH(GOPMAIIH 00yUYatOIIUMHUCS.

OcHoBHBIE (DOPMBI TIPEACTABICHUS OIIEHOYHBIX CPEICTB — B MeYaTHOM (op-
Me WK B (hOpMe AJIEKTPOHHOTO JOKYMEHTA.

(Doprt KOHmpoJiia U OUeHKu pe3yjibmamoeé 06vuemm UHBAUO08 U JUuY C

OB3

Kareropun
CTYJIEHTOB C
OB3 u nunBa-
JIUTHOCTHIO

®dopma KOHTPOJIS M OLIEHKU PE3yIbTaTOB 00yUeHuUs

C napywenuem
3peHus

— YCTHas NpOBEpKa: TUCKYCCUH, TPEHHHTH, KPYTJble CTOJBI, coOeceqoBa-
HUS, YCTHBIE KOJUIOKBUYMBI U JIP.;

— C HCINOJIb30BaHMEM KoMmmbloTepa U crneuuaibHoro I10: pabora ¢ anek-
TPOHHBIMU 00pa3z0oBaTEIbHBIMH pECypcaMH, TECTHUpPOBaHUE, pedeparsl, Kyp-
COBbIE MPOEKTHI, TUCTAHIIMOHHBIE (DOPMBI, €CIIH MO3BOJIIET OCTPOTA 3PEHUS -
rpadudeckue paboTsl U 1p.;

IIPY BO3MOKHOCTH MHUCbMEHHAs MPOBEpKa ¢ MCIOJIb30BaHUEM pellbepHO- TO-
4yeyHOH cucTeMbl bpaiiis, yBennueHHOro mpudTa, HCIOJIb30BaHUE CIICH-
QJIbHBIX TEXHUYECKUX CPEACTB (THUQPIOTEXHUYECKUX CPENICTB): KOHTPOJbHBIE,
rpaduueckue paboThl, TECTUPOBAHUE, JOMAIIHUE 3aJaHUs, 3CCE, OTUYETHl U
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Ap-

C Hapywenuem | — TUChbMEHHAs MPOBEPKA: KOHTPOJbHBIC, TpadudecKkue padoThl, TECTUPOBA-
cnyxa HUE, JOMAIIHUE 3a/IaHusl, ICCE, TMCbMEHHBIC KOJUIOKBUYMBI, OTYETHI H JP.;

— C HCIIOJIb30BAaHMEM KOMIBIOTEpa: padoTa ¢ 3JEKTPOHHBIMH 00pa3oBa-
TEJBHBIMH PECcypcamu, TeCTUpOBaHHE, pedeparhl, KypCOBBIC MPOEKTHI, Tpa-
¢dugeckue paboThI, TUCTAHIIMOHHBIC (DOPMBI U JI.;

IpH  BO3MOXKHOCTH YCTHasi TPOBEPKA C KCIOJIB30BAHUEM CIEIHaTbHBIX
TEXHUUYECKUX CPEICTB (ayIHOCPEICTB, CPEACTB KOMMYHHKAIIUHU, 3BYKOYCH-
JMBAFOIEH ammaparypbl U JIp.): TUCKYCCHH, TPSHUHTH, KPYIJIbIE CTOJIBI, CO-
OecenoBaHMs, YCTHBIC KOJJIOKBUYMBI U JIP.

C Hapywenuem | — TUCbMEHHAs MPOBEPKA C UCHOJIB30BAHUEM CHelHANbHBIX  TEXHHUYe-
ONnopHO- CKHX CPEJCTB (aJIbTEPHATUBHBIX CPEJICTB BBOJA, YIPABJICHUS KOMIBIOTEPOM
o0gueamenvbHo20 | U Ip.): KOHTPOJIbHBIE, rpaduueckue paboThl, TECTUPOBAHUE, JOMAIIHUE 3a/1a-
annapama HUS, 3CCE, MUCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— ycTHas MIPOBEPKA, C UCIIOJIb30BAHUEM CHElHANbHBIX  TEXHUYe-

CKUX CpeACTB (CpeACTB KOMMYHHUKAILMN): AMCKYCCUHU, TPEHUHIH, KPYyTjble
CTOJIbI, cOOeCeI0BaHNUs, YCTHbIE KOJJIOKBUYMBI U JIp.;

C MCIIOJIb30BaHUEM KOMIIbIOTEpa U crienuanbHoro [10 (anpTEpHATHUBHBIX
CpeACTB BBO/IA U yIIpaBJIEHUs] KOMIIBIOTEPOM U Jp.): pabora c
AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYpCaMH, TECTHPOBAaHUE, pedepatsl,
KypCOBbI€ NPOEKTHI, rpaduuecKue paboThl, TUCTAaHIIMOHHBIE (OPMBI
IIpeNoYTUTENbHEE 00YyUalOIMMCS, OTPAaHUYEHHBIM B IEPEBUKEHUH U JP.

AnanTtaunusi npoueaypbl NpoBeeHUsI MPOMEKYTOUHOM aTTecTaluM IJsl
naBaauaoB u jgun ¢ OB3:

B xone npoBeaeHus MPOMEXYTOUHOW aTTeCTalluU IPETyCMOTPEHO:

— TpeabsBIeHNE 00yUYaIOMUMCS TIEYaTHBIX U (UJTK) SJIEKTPOHHBIX MaTepHa-
J0B B (popmax, alaniTUPOBAHHBIX K OTPAHUYEHUSIM UX 3[J0OPOBBS;

— BO3MOXXHOCTb TOJIb30BAaThCA WHANBUAYAIbHBIMU YCTPOWCTBAMHU M Cpe-
CTBaMH, TIO3BOJISIONIUMH aJaTUPOBATh MaTepUaibl, OCYIIECTBISATh MPUEM U TIe-
penayy nH(OPMAIUY C YIETOM UX UHINBUAYATBHBIX OCOOEHHOCTEH;

— yBeJIMYEHUE MPOJAOIDKUTEIBHOCTH MPOBEICHNUS aTTECTALINH;

— BO3MOXHOCTb IPHUCYTCTBUSI aCCHUCTEHTa U OKa3aHUs UM HEOOXOJUMOU
noMOUIM (3aHATh paboyee MeCTo, MePeaBUTraThCs, TPOUUTATh U O0POPMUTH 3aja-
HUE, 00IIAThCS C MPENOJaBATEIIEM).

@opMBbI MPOMEKYTOUHOM aTTECTALNH JJI1 MHBAIUIOB U Jnl ¢ OB3 momx-
HBl YYUTHIBATh WHAMBHIYAIbHbIE U MCUXO(PHU3UIECKHE OCOOCHHOCTH O0ydJarole-
rocsi/ooyuaromuxcs mo AOIIOIT BO (ycTHo, mucbMeHHO Ha Oymare, MUCbMEHHO
Ha KOMITIbIOTEpE, B (POpME TECTUPOBAHUS U T.I1.).
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CHCI[I/Ia.]'ILHbIe ycioBus, o0ecmeuynBaeMblie B npouecce mpenogaBaHusd
AUCHHUIIIINHBI

Cmv@enmbl C HapyuiernuAmMuU 3PDEHUA

— TIpeAOoCTaBICHUE 00Pa30BATEIILHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare, T03BOJISIIOINIEM MTEPEBOIUTH IUIOCKOTIEYATHYI0 HH(OPMAITHIO B ayIhab-
HYIO WIH TaKTWIBHYIO (OpMY;

— BO3MOKHOCTh HCIIOJIb30BAaTh WHJWBUAYAJIbHBIE YCTPONCTBA M CPEACTBA,
MO3BOJIAIOIIME ANANTUPOBATh MAaTEPHUabl, OCYIIECTBIATh IPUEM U Tepeaadyy HH-
dbopmanyu ¢ y4eToM UHANBUYATbHBIX OCOOCHHOCTEW U COCTOSTHUS 310POBbS CTY-
JICHTA;

— TIPEAOCTABICHUE BO3MOXKHOCTHU MPEIKYPCOBOTO O3HAKOMJIEHUS C COJEP-
YKaHHEM Y4eOHOUM JUCHUIUIMHBI M1 MAaTEPUAJIOM 10 KYPCY 3a CUET pa3MeIleHHs WH-
dbopmaluu Ha KOPIOPaTUBHOM 00pa30BaTEILHOM MOPTAJIE;

— HCTOJB30BaHUE YETKOTO U YBEJIMUYEHHOTO MO pa3mepy mpudra u rpadu-
YECKUX OOBEKTOB B MYJIbTUMEAUINHBIX MTPE3CHTAIUAX;

— HCTOJB30BaHUE MHCTPYMEHTOB <JIyIay, «IIPOKEKTOP» MpU padoTe ¢ HH-
TEPAKTUBHOM JIOCKOM;

— 03BYYMBaHHUE BU3yaJIbHON MH(pOpMAIUH, MPEICTABICHHON 00yYaromumMcs
B XOJIC 3aHATHUM;

— ofecrnieyeHne pa3aTOUYHbIM MaTE€pUaIoM, NyOIUPYIOIIUM HH(POpPMAIIHUIO,
BBIBOJIUMYIO Ha KPaH;

— HaJIMYWe TOJAMUCEH U OMMCAHUS Y BCEX UCIOJIb3YEeMbIX B Ipoliecce 00y-
YEHUSI PUCYHKOB U MHBIX T'papuyecKuX 0OBEKTOB, YTO JAET BO3MOKHOCTH IMepe-
BECTH MHUCHbMEHHBIN TEKCT B ayAUAJIbHbIN,

— obecnieueHue 0coOOro peueBOro pekuMa MPernoJaBaHus: JICKIUU YUTa-
I0TCSI TPOMKO, pa300pUMBO, OTUETINBO, C Tay3aMU MEXY CMBICTIOBBIMH OJOKaMHU
uHdopmaruu, o0ecreynBaeTCs WHTOHHPOBAHUE, MOBTOPEHHUE, aKIIEHTHUPOBAHUE,
npouIIaKTHKa pacCeMBaHUs BHUMAHUS;

— MUHHMH3AIMUS BHEITHETO IIyMa M OOecCIieueHne CIOKOMHON ayaualibHON
00CTaHOBKU,;

— BO3MOKHOCTb BECTH 3aIlUCh Y4eOHOU MHGOpPMAIUU CTYACHTAMU B yA00-
HOU 11 HUX dopme (ayauanbHO, ayAUOBU3YyalIbHO, HA HOYTOYKE, B BUE TIOMETOK
B 3apaHee MOATOTOBJIEHHOM TEKCTE);

— YBEIMYEHUE JIOJM METOAOB COIMATBLHOW CTUMYJNSIMHU (0OpalieHue BHU-
MaHUs, aneJUIsAusa K OTPAaHNYCHUSIM TI0 BPEMEHU, KOHTaKTHBIE BUJIBI paboT, TPyTI-
MOBBIC 3aIaHUS U JIP.) HA MIPAKTUYECKUX U JIA0OPATOPHBIX 3aHATUSIX;

— MUHUMHU3HPOBAHUEC 3aJaHUi, TPeOYIONIMX AaKTUBHOTO HCIIOJIb30BAHUS
3pUTEJIBHOM MaMSITU U 3pUTEJIbHOTO BHUMAHUS,

— TPUMEHEHHE TMOATAHOW CUCTEMBbl KOHTPOJS, 00Jiee 4YacThlii KOHTPOJb
BBITIOJTHEHHUS 3aJaHUMN JIJI1 CAMOCTOSTEILHON PaOOTHI.
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Cmvdeumbl C HapyuieHuamu onopno—OBuzamerbnozo annapama

(MaJIoOMOOMWJIbHBIE CTY/IEHThI, CTYAE€HThI, UMeIolIie TPYAHOCTH MepeaBuKe-
HHSI M IATOJIOTHIO BEPXHUX KOHEYHOCTEM)

~ BO3MOXHOCTb HCIIOJIH30BATh CIEIMAIBHOE IPOrPAMMHOE OOECIICUEHHE U
crieruaibHOoe 000pYJ0BAaHUE U MTO3BOJISIONIEE KOMIICHCUPOBATh JBUTATEIbHOE Ha-
pylieHue (KOISICKH, XOIyHKH, TPOCTH U JIp.);

~ MPEIOCTaBICHUE BO3MOKHOCTH MPEIKYPCOBOIO O3HAKOMIIEHHS C COJIEp-
XKaHUEeM y4yeOHOW MUCIUIUIMHBI U MaTEpUajoM MO Kypcy 3a CYET pa3MelleHusl UH-
(dopman Ha KOPIOPATUBHOM 00pa30BaTEIbLHOM IIOPTAJIE;

~ TMPUMEHEHHE JOMOJHUTENbHBIX CPEACTB aKTUBU3AIMH TPOIIECCOB 3aIo-
MUHAHUS U TIOBTOPCHUS,

~ OTOpa Ha OTPECIICHHBIC U TOYHBIC TTOHSITHS,

WCIIOJIb30BAHUE JJI WIUTFOCTPAIIMN KOHKPETHBIX TPUMEPOB;

~ MPUMEHEHHE BOIPOCOB JIJIi MOHUTOPUHTA IIOHUMAaHUS;

paszesieHrne U3y4aeMoro MaTepuana Ha HeOOJIbIINE JIOTHYeCKue OJI0KH;
YBEJIMYEHHUE JI0JIM KOHKPETHOIO MaTepuaia U COOMIOACHUE MPUHIINIA OT
IPOCTOTO K CJI0KHOMY IIpH OOBSICHEHUHU MaTepuaa;

~ HaJUYue YETKOM CUCTEMBI M JITOPUTMA OPTaHU3AIUU CaMOCTOSITEIIbHBIX
paboT U MPOBEPKHU 33aJaHUI C 00s13aTEIBHON KOPPEKTUPOBKON 1 KOMMEHTAPHIMH;

~ YBEJIMYEHUE JI0JM METOAOB COLMAIBHOW CTUMYJIALMH (0OpaiieHrue BHU-
MaHUs, alNeNsaus K OTPaHUYCHUSAM 110 BpEMEHHU, KOHTAKTHBIE BUABI paboT, Tpym-
MOBBIE 3aJIaHUS AP.);

- obecnieueHue OECIPENsATCTBEHHOTO J0CTyIa B MTOMEIIEHUS, a TAKXKe TMpe-
ObIBaHUS HUX;

~ HaJIMYUE BO3MOXXHOCTH HCIOJB30BaTh WHJUBHUAYyaJIbHBIE YCTPOWUCTBA U
CPEICTBA, MO3BOJISIONINE 00ECTIEYUTh pealn3aliio IProHOMUYECKUX TPUHILIUIIOB U
kKoMdopTHOE TTpeObIBaHKE HAa MECTE B TEUCHHE BCEro Meproja yuéonl (110ICTaBKH,
CHeLMAJIbHBIEC MOAYIIKH U Jp.).

Cmyoenmol ¢ HAPYUWICHUAMU CIYXA
(rayxmue, cjaadocablmanime, o3 AHOOTJIOXIIIHE)

— TIpeaocTaBIeHUE 00pPa30BaTEIbHOTO KOHTEHTA B TEKCTOBOM JJIEKTPOHHOM
dbopmare, MO3BOJISIIOLIEM MEPEBOAUTH ayIHAIbHYIO (HOPMY JICKIIMH B TIJIOCKOIIE-
YaTHYI0 MH(POPMALIUIO;

— HaJU4Yue BO3MOXKHOCTH UCIIOIb30BaTh HHAWBUIYaTbHbBIE 3BYKOYCHUJIH-
BAIOIIME YCTPOMCTBA U CYPAOTEXHUYECKHE CPEICTBA, MO3BOJSIONIME OCYIIECTB-
JSATH TIPUEM U Tiepenayy WHGOPMAIIUH;, OCYIIECTBISATh B3aUMOOOPATHBIN TIEPEBOT
TEKCTOBBIX U ayauodaitioB (OJOKHOT Il PEYeBOrO BBOJA), a TaK)Ke 3alUCh U
BOCIIPOU3BEIEHNE 3pUTEIIHHON HHGOPMAITUH.

— HaJW4YMe CHUCTEMbI 3aJlaHHi, O0EeCIEeUMBAIOIIUX CHUCTEMaTH3aINI0 BeEp-
OaJIbHOTO MaTepualia, ero CXxeMaTUu3alyio, IePeBO ] B TaOIUIIbI, CXEMBbI, OTIOPHBIE
TEKCTBI, TJIOCCAPHUI;
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— HAJIMYWE HATJISIHOTO COMPOBOXIACHHUS HW3y4aeMoro marepuaia (CTpyK-
TYpHO-JIOTHYECKUE CXEMBbI, TaOJUIIbI, TpauKu, KOHIIEHTPUPYIOIIKE U 00001Iat0-
e HHGOPMaIIHIO, OTIOPHBIE KOHCIIEKTHI, pa3aTOYHbIN MaTepuan);

— HaJIU4Yue YETKON CHUCTEMBI M aJrOpPUTMA OPTaHMU3AIUU CAMOCTOSITEIIbHBIX
paboT ¥ IPOBEPKH 3aqaHUI C 005A3aTEIHHON KOPPEKTUPOBKOW U KOMMEHTAPHUSIMH;

— obecrieueHNe MPAKTUKU OMEPEeKAroIeT0 YTSHHsI, KOrja CTYIACHTHI 3apa-
Hee 3HAKOMSTCSl C MAaT€pUaIOM U BBIACISAIOT HE3HAKOMBIEC M HETIOHATHBIE CJIOBA U
(dbparMeHTshI;

— 0COOBIN peueBOMl peKUM pabOThI (OTKAa3 OT JJIMHHBIX (pa3 U CI0XKHBIX
MPEIIOKEHHM, XOpOIIasi ApTUKYJIISIUSA; YETKOCTh U3JI0KEHUS], OTCYTCTBUE JIMIITHUX
CJIOB; TIOBTOpeHUE (pa3 0e3 U3MEHEHUS CIOB U MOPSAAKA UX CIIEOBaHUS;, obecIie-
YEHUE 3PUTEIHHOTO KOHTAKTa BO BPEMSI TOBOPCHHS W UyTh 00JIe€ MEJICHHOTO
TEMITa PEYH, UCITOTH30BAHNE €CTECTBEHHBIX KECTOB M MUMUKH);

— 4€TKOEe COOJIIOJICHUE allTOpPUTMAa 3aHATHUS U 3aJaHUN JJI1 CAMOCTOSTENb-
HOM paboThl (Ha3pIBAaHUE TEMbI, TTOCTAHOBKA II€JIM, COOOIICHHE U 3alKCh ILIAHA,
BBIJICJICHHE OCHOBHBIX TMOHSATUN W METOJOB MX H3YUYCHUS, yKa3aHHE BUJOB Jies-
TEJILHOCTH CTYJIEHTOB U CIIOCOOOB MPOBEPKH YCBOCHUSI MaTepuaia, ClioBapHas pa-
6ora);

— coOmrozieHue TpeOOBaHU K MPEAbIBIsIEMbIM YU4€OHBIM TEKCTaM (pa3OuB-
Ka TEKCTa Ha YaCTH; BBIJICICHUE OMOPHBIX CMBICIOBBIX MMYHKTOB; HCITOJIh30BAHUE
HaIJISIHBIX CPEJCTB);

— MHUHUMU3ANWS BHEITHUX [ITyMOB;

— MPEIOCTaBICHUE BO3MOKHOCTH COOTHOCHUTH BepOaIbHBIN U TpaduuecKuii
MaTepHuat, KOMIUIEKCHOE MCIOIb30BaHNE MUCHbMEHHBIX U YCTHBIX CPEJCTB KOMMY-
HUKAIMK TpU paboTe B TPyIIIE;

— COYETAaHME Ha 3aHATHUSIX BCEX BUJOB PEUEBOM NEATETHLHOCTH (TOBOPEHUS,
CIIyIIaHUs, 9YTCHUSI, TUChMa, 3pUTEILHOTO BOCIIPHUATHS C JIUIIa TOBOPSIIETO).

Cmyodenmbal ¢ npoUUMU UOAMU HAPYULEHUTL
(LI ¢ HapymieHUsIMHU peun, 3200/1eBAHUSA IHAOKPHUHHOM, HEHTPAJIbLHOU
HEPBHOM U CEPAECYHO-COCYAMCTOM CUCTEM, OHKOJIOTHYEeCKHe 3200/ 1eBAHUA)

— HAJIMYME BO3MOXHOCTH MCIOJb30BATh WHAWBUIYAIbHBIE YCTPOMCTBA M
CpEeIICTBa, TMO3BOJISIONINE OCYIIECTBIISATh MPUEM U Tiepeiady nH(pOpMaIuu;

— HAJIMYUE CHUCTEMBI 3aJlaHHii, 00ECIeUMBAIOIINX CHUCTEMATHU3AINIO Bep-
OaJIbHOTO MaTepualia, ero CXxemMaTu3aluio, MepPeBO B TAOIHUIIbI, CXEMbI, OITOPHBIC
TEKCTBI, TJIOCCAPHU;

— HaJIMYME HAIJISITHOTO COMPOBOXKIACHUS N3y4aeMOIr0 MaTepraia;

— HaJIM4KMe YETKOW CHUCTEMBI U alITOPUTMa OPTaHU3ALUHN CAMOCTOSITEIbHBIX
paboT ¥ IPOBEPKH 3aqaHUI C 005S3aTEIbHON KOPPEKTUPOBKOM U KOMMEHTAPHUSIMH;

— of0ecreyeHne MPaKTUKUA OTEPEKAIOINIET0 YTEHUs, KOT/Ia CTYACHTHI 3apa-
HEE 3HAKOMSITCSA C MaTE€pPUaIOM U BBIACIISIIOT HE3HAKOMBIE M HEMOHSTHBIE CIIOBA U
(bparMeHTsl;
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— TPEIOCTABICHUE BO3MOXKHOCTH COOTHOCHUTH BepOaIbHBIN U TpaduuecKuid
MaTepuai; KOMIUICKCHOE MCTIOJIh30BAaHUE MMCHMEHHBIX U YCTHBIX CPEICTB KOMMY-
HUKaIIMU TIpy paboTe B TPyIIIE;

— COYETaHWE Ha 3aHATHSAX BCEX BUIOB PEUYCBOM JCSITENHLHOCTU (TOBOPEHUS,
CIIyIIaHUS, YTCHUS, TUChMa, 3pUTEITLHOTO BOCIIPHUSITHS C JIUIIA TOBOPSIIETO);

— TpeaocTaBiIeHUEe 00pa30BaTEILHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare;

— TMPEAOCTaBICHUE BO3MOXKHOCTH TMPEIKYPCOBOTO O3HAKOMIICHUSI C COJEp-
KaHUEM y4eOHOW TUCITUIUIMHBI M MaTEPUajIoOM 1O KypcCy 3a CUET pa3MeIleHus WH-
dbopMaruu Ha KOPIOPaTUBHOM 00pa30BaTEIHFHOM TIOPTAIS;

— BO3MOXXHOCTh BECTH 3alliCh Y4eOHOW MH(OpPMAIMU CTyJACHTAMH B yI100-
HOM 1y HUX ¢dopme (ayanalibHO, ayJIMOBU3YaJbHO, B BUJE MTOMETOK B 3apaHee
MIOJTOTOBJIEHHOM TEKCTE).

— TMPUMEHEHHE ITOATAITHOM CHCTEMBI KOHTPOJIA, 0O0Jiee YacCThIii KOHTPOJIb
BBITIOJIHEHUS 3aJJaHUM NI CAMOCTOSITEIIbHON paOOThlI,

— CTUMYJUPOBAHHUE BHIPAOOTKHU Y CTYICHTOB HABBHIKOB CAMOOPTaHU3AINH U
CaMOKOHTPOJIS;

— HaJIMYWE Tay3 JJIs OTIbIXa U CMEHBI BUIOB JICATCILHOCTH 110 X0y 3aHs-
THS.
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