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PaGouasi nporpamMa AucUMIUIMHEBL «JlOKyMCHTHpOBaHHE YNpaB/eHYECKOH
JieATeNbHOCTHY paspadorana Ha ocuose PI'OC BO 38.03.02 Menemxmenrt,
VTBEPKACHHOrO npukazom MunHCTepeTBa HayKH W Bhiciiero obpasosanus Poc-
cuiickoii Meneparmn 12 asrycra 2020 r. Ne 970.

ABTOp:

KaHi. 9KOH. HayK, IOUEHT T. 10. Yepenyxun

PaBouast nporpamma oOcykiueHa W peKoMeHA0BAHA K YTBEPKICHHIO pCLICHHEM
kadeapst ynpasienus u Mapketuura or 15.06.2021 r., nporokon Ne 20.

3apenyroummii kadeapoi \ WO re—
/ / I ="
I-p. 3KOH. HayK, npodeccop [~/  A.B. Toamayes

PaGouas nporpamma og00peHa Ha 3acelaHMi METOANYECKOH KOMHCCHH 3KOHOMM-
yeckoro (akyabrera, nporokon or 15.06.2021 r. Ne 12.

Ilpeacenarens 5 ——

METOAHYECKOH KOMHUCCHH . - A.B. Toamaucs
Jl-p. 9KOH. Hayk, rpodeccop

Pyxosoaurens
OCHOBHOW 11poheccHOoHANIBHOM
obpa3zoBaresbIoit nporpaMmasl

KaHJi. 9KOH. HayK, npodeccop %/"’"—Aﬂ Cokonona




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

Leab0 OCBOCHUS TUCUMIUIMHBI «/{OKYMEHTUPOBAaHUE YIIPABICHUYECKOMN Jes-
TEIBHOCTH» SIBISIETCS (POpMHpOBaHME KOMIUIEKCA 3HAHHM 00 OpraHM3allMOHHBIX,
HAay4YHBIX M METOAMYECKHX OCHOBAX JIOKYMEHTHMPOBAHHS YIPABICHYECKOU JEsi-
TETHHOCTH W OCHOBAaX OpraHU3aluu paboThl C JOKYMEHTaMH MPEINpUATUSA C HUC-
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 (-
(EKTUBHBIM MEXAaHHU3MOM pEaIM3alMy YIPABIECHYECKUX PELIECHUH, a TAKXKE MOIIY-
YEHUE 3HaAHUI O NPHUHIMIAX palMOHAIBHON OpraHu3aluu padoThl C TOKYMEHTaMU
U TpeOOBaHUAX K XPAHEHHUIO JOKYMEHTAIBHOTO (POHIA IPEANIPUATHUS;

— YCBOEHHE MPUHUUIIOB OpPraHU3allid JOKYMEHTOOOOpOTa U OpraHU3al|H
JIEJIONPOU3BOACTBEHHON CITy>KObl MPEANpUATUN, YUPEXKICHUNM U OpraHu3aluil B
YCIIOBUAX PeaJIM3allii UHHOBALIMOHHBIX PEILICHUN;

— YCBOCHUE OCHOBHBIX HOPMAaTHMBHO-METOJMYECKUX MATEPUAIOB IO JOKY-
MEHTHPOBAHUIO YHIPABIECHYECKONU ACATEIBHOCTH; CYIIECTBYIOIIUX CTAHIAPTOB I10
YIPABJICHUYECKOW TOKYMEHTAIlMU, XapaKTEPUCTUKU U COCTaBa YHU(ULIHUPOBAHHBIX
CUCTEM TOKYMEHTALWU;

— (opMHUpPOBAaHME HABBIKOB COCTABJICHUSI M PEIAKTHUPOBAHUSA CIYKEOHBIX
JOKYMEHTOB B COOTBETCTBHH C HOBbIMU poccuiickumu ['OCTamu.

2 llepeyeHb IUIAHUPYEMBIX pPe3yJabTATOB 00y4YeHHs] IO

AMCHMILJINHE, COOTHECEHHBIX C IIAHUPYEMbIMH Pe3yJbTATAMHU OC-
BoeHus OIIOII BO

B pe3yabTaTe ocBOeHHS TUCHUNIUHBI GOPMHPYIOTCS CAeAYIOIIHE KOM-
neTeHnu:

OIIK-2. Cnocoben ocymecTBiaATh cO0Op, 00pabOTKYy M aHalu3 JaHHBIX,
HCOOXOMUMBIX JUIA PCIICHHS IIOCTABJICHHBIX YIPABICHYECKUX 3aaad, C
UCIIOJIb30BAHUEM  COBPEMEHHOI'O  HMHCTPYMEHTapus M HHTCIUICKTYaJbHBIX
UHGOPMAIMOHHO-aHATUTHYECKUX CUCTEM.

3 Mecto nucunmuindbl B cTpykrype OIIOII BO

«JlokyMeHTHpOBaHUE YIPABIECHYECKON MESITEILHOCTHY» SIBISETCS AUCITUTI-
auHoM obs3aTenpHOM yactu OITOIT BO moaroToBky o0yyaromuxcs Mo Hampasiie-
Huto 38.03.02 MeHemKMEeHT, HanpaBIeHHOCTh « ITHHOBAITMOHHBIM MEHEIPKMEHT).

4 O0beM auCHMILINHBI (72 yaca, 2 3a4eTHBIC STUHUIIBI)
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Bunsl yueOHoI paboThI

O0beM, yacoB

Ounas OuyHo-3a04Has

KonrakTHasi padora 35 15
B TOM YHCIIE:
— ayIUTOpHAs 10 BUJAM YUEOHBIX 3aHATHI 34 14

— JIEKI[UHA 18 6

—— NPAKTUYECKUE 16 8
—— BHEAyIUTOpHAs

— 3a4er 1
CamocrosiTejibHas padoTa 37 57
Hroro nmo xucuuninHe 12 12

B TOM 4HCJIe B (hOpME MIPAKTUICCKON TTOITOTOBKU

5 Coaep:xanue TUCUUILIUHBI

[To uroram n3y4aemMoi IUCUUIUIMHBI O0yYaIOUIUeCs Cal0T 3a4eT.
JucuuninuHa u3ydaercs Ha 2 Kypce, B 3 ceMecTpe 10 yueOHOMY IUIaHy O4-
HOW ¢opMbl OoOyueHusi, Ha 2 Kypce, B 3 CeMecTpe Mo y4eOHOMY IUIaHy OYHO-

3a04HOM (POpMBI 0OyUEHUS.

CopepxxaHue u CTPYKTYpa JUCUMUILIMHBI 110 04HO# opme 00yueHust

Buapl yueOHo# padoThl, BKJIIOYAsA CAMOCTOS-
TeJILHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTH
g = (B yacax)
2=
= ¥ | = B TOM B TOM
SE|E
No Tewma. 22| 8 YHCIie B QMCIEB |
n/n OCHOBHBIE BOIIPOCHI =2 | 3 dopme | Ilpaktu- | dopme
25| 8| Jlex cTos-
&3 MPaKTH- | YeCKWe | MPaKTH-
& 2 1UH . . | TempHasd
YeCKOM | 3aHATHS | UYeCKOU
pabota
OJITO- MOJIro-
TOBKHU TOBKHU
BBenenne B IHCHMILIMHY: JAOKY-
MEHT B CHCTeMe YNpaBJIeHHsI
[penamer, 3agauu, CTPyKTypa JuC-
LUTUTAHBL. JokymMeHTHpOBaHuE
1 |ympaBneHueckoir  pgesitenbHocTH, | OITK-2 | 3 1 - - - 2
opraHuzanus paboThl ¢ JOKyMEH-
tami. OCHOBHBIE HCTOPHUYECKHE
3TaIlbl Pa3BUTHS JEONPOU3BOICTBA
B Poccuu.
YHaudukauusa u craHgapTuaums
yIpaBJjieH4YeCKHX JOKYMEHTOB
YHubukanuss © CcraHAapTH3aIVsL.
2 | Yaudukarms nokymeHtoB o ¢op-|OIIK-2 | 3 1 - - - 2
Me U cocraBy. YHu(ukanus Oy-
MaxHbIX QopmaroB (A3, A4, AS,
A6).




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoii paGoThl, BKIHOYAsi CAMOCTOS-
TeJIbHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

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

IIpaktu-
YECKHE
3aHATHUSA

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

Camo-
CTOSI-
TeNbHAsA
pabota

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

OcHoBHBIe mnpaBwia odgopmie-
HUSl YNPAaBJIEHYECKHX [TOKYMEH-
TOB

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

OIIK-2

Oco0eHHOCTH  COCTABJIEHMSI U
o(popMiIeHUSI OPraHU3ALMOHHO-
pacnopsAUTEIbHBIX IOKYMEHTOB
OpranuzaioHHO-
pacnopsiiuTeNbHAs JTOKYMEHTAITHSI.
Opranu3aioHHbIe JIOKYMEHTBI.
PaCHOpHI{I/ITGHLHbIC JOKYMCHTEIL.
HOKYMCHTI/IpOBaHI/Ie WHHOBAIIMOH-
HBIX TIporieccoB. JlokymeHTupoBa-
HHE pa3pabOTKH U pean3aiiy MH-
HOBAIlMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTAaBJIEHHSI H
oopMieHHs CIIPaBOYHO-
HH(pOPMALMOHHBIX U CIPABOYHO-
AHAJTUTHYECKHUX IOKYMEHTOB
CripaBoyHO-MH(POPMAIIOHHBIE  J10-
KYMEHTEI. CnpaBo4HO-
aHAIMTUYECKHUE JIOKyMEHTBHL.
CrpaBka Kak OCHOBHOH JOKYMEHT
JaHHOTO TumNa. JJOKyMeHTHpOBaHHE
KOJIJIETHAIBLHOM JICATCILHOCTH.
JoxmagHele W OOBSCHUTEIIBLHBIC
3aIIMCKU. 3asBIICHUC.

OIIK-2

Cay:xe0Hasi KOppeCcIOHACHIHS

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

OIIK-2

JloKyMeHTBI 110 JIMYHOMY COCTaBY
U BelleHHe KaJpPOBOi JOKyMeHTa-
UM

JIOKyMEHTBl IO JUYHOMY COCTaBY
(mepconaiy).

TpynoBoli  KOHTpPakT (IOTOBOP).

OIIK-2




/1

Tema.
OCHOBHBIE BOTIPOCHI

dopmupyemMble
KOMIEeTEeHIIH U

Cemectp

Buabl yue6Hoii paGoThl, BKIHOYAsi CAMOCTOS-
TeJIbHYIO PadoTy CTYIE€HTOB H TPY/10eMKOCTh

(B yacax)

Jlex
107070

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

IIpaktu-
YECKHE
3aHATHUSA

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

Camo-
CTOSI-
TeNbHAsA
pabota

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

TpeGoBaHUA K TEKCTY JOKYMEHTAa
S3bIK U CTWIb CJIYyKeOHOro J10-
KYMEHTa

Jlornueckas CTpyKTypa TeKcTa AO-
KyMeHTa. SI3BIK U CTHJIb CIyXeO-
HBIX JOKYMEHTOB. O(i)HuHaﬂbHo-
JIEJIOBOM (DYHKITMOHATIBHBIA CTHIIb.
OKCTPaIMHIBUCTHUECKUE MTPU3HAKU
cruns. MTHPOPMAaTHBHOCTD U JIAKO-
HUYHOCTh KaK KOHKYpHUpYIOLIHe
XapaKTePUCTUKU TEKCTOBOI'O IOKY-
MEHTA.

OIIK-2

CucreMaTusauusi J0KYMEHTOB W
HX XpaHeHue

CucreMaru3anus JIOKYMEHTOB.
I'pynnupoBka JOKYMEHTOB B IIEp-
BUYHBIC KOMIIJIICKCHI. HOHHTI/IC
«aesno». [puHnuns! GopMUpOBaHHUS
nen. Homenknarypa jaern npeanpu-
stus. Ilepenaya 1OKyMEHTOB B ap-
xuB. IHHOBanuyu B 00J1aCTH CUCTE-
MAaTH3alM{ TOKYMEHTOB.

OIIK-2

10

Opranmnsanus 1eJIONPOU3BOACTBA
B YUpe:KIeHUH

CtpyKTypHBIE NoJpa3eNeHHs,
OCYILIECTBIISIIOIINE JOKYMEHT0000-
pOT B yUpexJaeHUu. JIOKyMEHTHI,
pernameHTupyrone padbotry B yd-
pexnenun. MHcTpykuus mo naemno-
pou3BoACTBY. OpraHusanus JIeno-
IIpOU3BOJICTBA B YCJIOBUAX MHHOBA-
LIMOHHOTO Pa3BUTHUS NPEIIPUSATHS.

OIIK-2

11

Hcnoab3oBanne  cOBpeMEHHBIX
WHHOBAIIMOHHBIX KOMIIBIOTEP-
HBIX TEXHOJIOTHH B JOKYMEHTO-
00opoTe ydpe:KIeHMWid, Mpeanpu-
SITHI, OpraHU3anMi

KomnbroTepHbIE TEXHOJIOTHUU JENO-
MPOM3BOJCTBA B AHTUKPU3UCHOM
YIOpaBJICHUM, LENH, 3aJayd, Ha-
npaBieHusi. (OCHOBHBIE TOHITHA
MH(OPMAITMOHHBIX TEXHOJIOTHUM.
O030p OCHOBHBIX NPOTPAMMHBIX

OIIK-2




Buasbl yueOHoi#i paGoThl, BKJIIOYAsI CAMOCTOSI-
TeJbHYI0 Pa0OTYy CTYI€HTOB U TPYA0EMKOCTh
5}
= (B yacax)
2= | = B TOM B TOM
=515
Ne Tema. =22 8 4HCIIE B HHCIEB |
n/n OCHOBHBIE BOIIPOCHI ; 2|3 ek ¢dopme | Ilpaktu- | dopme cTost
S © MPaKTH- | YECKUE | MPaKTH-
& 2 105071 . . | TempHas
YECKOW | 3aHATHA | YECKOi
pabota
MOJIr0- MOJIr0-
TOBKHU TOBKHU
npoaykroB: Microsoft Windows;
Microsoft Office (sxmouaer Word,
Excel, PowerPoint). MuHoBanuoH-
HbIC CHUCTEMHBIC U TIPUKIIAJIHBIC
MpOrpaMMHBIE CPEACTBa aBTOMATH-
3MPOBAHHOTO pabouero mecra. AB-
TOMaTH3aIMs JOKYMEHTO000pOTa.
HUtoro 18 - 16 - 37

Conepskanue ¥ CTPYKTYpa AMCUMILIMHBI 110 0YHO-32049HOM (popMme 00y-
YeHust

Buabl yueOHo# padoThl, BKIKYAsi CAMOCTOSI-
TeJbHYIO Pa0OTy CTYJ€HTOB U TPY/I0€MKOCTH
2 = (B yacax)
2=
== = B TOM B TOM
=5 5
Ne Tema. ° | 3 qucie B 9HCIIE B
= C
/ O <) E aMo-
n/n CHOBHBIE BOITPOCHI S 2| 3| jex ¢dopme | [lpaktu- | dopme cros
2z | © IpaKTU4e- | YecKue | MpaKTHu-
g 1UH o . | TenpHas
S CKOH MOA- | 3aHATHA | YECKOH
pabora
TOTOBKH MO/TO-
TOBKH
BBenenue B IMCHUILIHHY: JAOKY-
MEHT B CHCTeMe yIpaBJeHusi
IIpenmer, 3agaum, CTpyKTypa Juc-
[UTUTHHEI. JloxymeHTHpOBaHNE
1 |ympaBnenueckoir — nesitenbHOCTH, |OIIK-2| 3 - - - - 4
opranm3anus paboThl C JOKyMeEH-
TamMu. OCHOBHBIE HCTOPUYECKUE
9TaIlbl Pa3BUTHA JIEJIONPOU3BOJICT-
Ba B Poccun.
Yundukauusa U cTaHAApTH3ANUA
yIpaBJieHYeCKHX JOKYMEHTOB
Yaudukanuss W CTaHAapTU3ALMSL.
Yaudukanust ~ JOKYMEHTOB MO
dopme u cocrtaBy. YHUPHKAIUS
2 |OymaxHsbIx popmatoB (A3, A4, AS,|OIIK-2| 3 - - - - 4
A6).
OKIIO, OKY/J, OKOHX. Tocy-
JApCTBEHHAs! CHCTEMa JIOKyMEHTa-
OUOHHOTO oOOecneueHus YIpaBJe-
aus (I'CHOY).
OcHoBHBIE mTpaBWiIa odopMie-
3 |HHsl ynmpaBieHYecKHX aokymeH-|OIIK-2| 3 1 - 1 - 4
TOB




/1

Tema.
OCHOBHBIEC BOTIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYASE CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

@opMynslp JOKyMeHTa. THIIOBOM
bopmynsap noxymenrta. opmyisip-
oOpasen. PekBU3UT 1OKyMEHTA.

Oco0eHHOCTH COCTaBJICHUSI H
oopm/IeHUs] OPraHU3ALMOHHO-
PacCHoOpsAMTe/IbHBIX IOKYMEHTOB
Opranu3aiuoHHO-
pacropsiauTeNnbHas JOKyMEHTaLus.
OpraHu3aiiOHHBIE  JOKYMEHTHI.
PaCHOpﬂI[I/ITCJ'H)HLIe OOKYMCHTEIL.
I[OKYMCHTI/IPOBaHI/Ie WHHOBAaIIUOH-
HBIX IporeccoB. JJOKyMEHTHUpOBa-
HHUE pa3pabOTKH M peann3alu UH-
HOBAalIMOHHBIX ITPOCKTOB.

OIIK-2

Oco0eHHOCTH COCTABJICHHUSI H
opopmieHust CIIPABOYHO-
HH(OPMANMOHHBIX U CIIPABOYHO-
AHAJIMTHYECKUX JOKYMEHTOB
CripaBouHO-MH(OpMAIIMOHHBIE
JIOKYMEHTBI. CrpaBo4HO-
AHAIUTUYECKHE JIOKYMEHTBI.
CrnpaBka Kak OCHOBHOW JOKYMEHT
JaHHOTrO Tuna. JlIoKkyMeHTHpOBaHUE
KOJUIETHAIbHON JIEATEIbHOCTH.
Hoknamaele W OOBSCHUTENHHBIE
3alHCKY. 3asiBIICHUE.

OIIK-2

Cayxe0Has KOppeCHOHICHIS

CrnyxeOHas KOPPECIIOHCHITHSL.
Pa3HOBUIHOCTH JIENOBBIX IIHCEM.
Jlornyeckas cxema pacHoIOKEHUs
uHQOpMaIK B MUCbMax. Mexy-
HapoJHble MUCbMA. JJOKYMEHTHI 1O
JUYHOMY cocTaBy. JloKyMeHTHpO-
BAaHUC MHHOBAITMOHHBIX pemeHI/Iﬁ.

OIIK-2

JIOKYMeHTBI N0 JUYHOMY COCTA-
BY U BelleHHEe KaJpOBOH [0KY-
MeHTALUN

JIOKyMEHTBI TI0 JTUWIHOMY COCTaBY
(mepconaiy).

TpynoBoil KOHTpakT (ZIOroBOp).
IIpukasel Mo JMYHOMY COCTaBy M
KaJpOBBIC MPHUKA3bl, UX OTIWIHS.
Pe3tome kak HOBBIM BUJI TOKYMEH-
Ta.

OIlIK-2

TpeGoBanusi K TEKCTY JIOKyMeH-
Ta SI3bIK M CTHJIb CJOY:KeOHOTO
JOKYMEHTA

OIIK-2




/1

Tema.
OCHOBHBIEC BOTIPOCHI

DopmMupyemble
KOMIIeTEeHINH

Cemectp

Buabl yueoHoii paGoThl, BKJIIOYASE CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh

(B yacax)

Jlex
107070

B TOM
YHCIIe B
hopme
MpaKTHYe-
CKOM moJi-
TOTOBKH

IIpakrtu-
YECKHE
3aHATUA

B TOM
qucie B
¢dhopme
MPaKTH-
4eCKOU
MOJIro-
TOBKH

Camo-
CTOS-
TeNbHas
pabota

Jlornueckas CTpyKTypa TEKcTa AO-
KyMeHTa. SI3bIK M CTHIIb CITyXeO-
HBIX JOKyMeHTOB. OdunmanpHo-
JICIIOBOYM (PYHKIIMOHATILHBINA CTHIIB.
OKCTPAIMHIBUCTUYECKUE IPU3HA-
ku crwid. WHDOPMATUBHOCTL |
JJAKOHUYHOCTh KaK KOHKYpPHUPYIO-
IIME XapaKTEPUCTUKU TEKCTOBOTO
JIOKYMEHTA.

CucremaTuzanyst 10KyMEHTOB H
HX XpaHeHHe

CucremaTtusanus JIOKYMEHTOB.
I'pynmupoBka JOKYMEHTOB B Iep-
BUYHBIE KOMIUIEKCHI. [onstue
«geno». llpunuuner ¢opmuposa-
HUA  JIel. Homenknatypa nen
npeanpusrud. [lepenaya noxymeH-
TOB B apxuB. MIHHOBamu B oOnac-
TH CUCTEMAaTU3allUN TOKYMEHTOB.

OIIK-2

10

Opranuzanusi /1eJIONPOU3BOACT-
Ba B YUpeKIeHUH

CTpyKTYypHBIE NOJIpa3ICIICHHUS,
OCYIIECTBISIONE JTOKYMEHT0000-
pOT B yUpexJaeHUH. JIOKYMEHTHI,
periaMeHTupyomue pabory B yu-
pexaeHun. WHCTpyKIuUs 1O Jaejo-
npou3BOACTBY. OpraHuzamus Je-
JIONpOMU3BOACTBA B YCJIIOBUAX HWH-
HOBAIMOHHOTO Pa3BUTHS MPETPH-
STHSL.

OIlIK-2

11

Hcnoabn3oBaHue  COBpPeMEeHHBIX
HHHOBAIIMOHHBIX  KOMIBIOTEP-
HBIX TEXHOJIOTHH B JIOKYMEHTO-
o0opoTe YyupeXIeHuil, mpeanpu-
SITUH, OpraHu3anmii

KommnbroTepHble TeXHOJOTWM Jie-
JIOTIPOM3BO/ICTBA B aHTHUKPU3UCHOM
yIpaBlieHUH, IIeTH, 3aJadd, Ha-
npasieHus. OCHOBHBIE TOHSTHS
MHQOPMALMOHHBIX  TEXHOJOTHUH.
O0630p OCHOBHBIX MPOTPAMMHBIX
npoaykro: Microsoft Windows;
Microsoft Office (Bkmrouaer Word,
Excel, PowerPoint). NMunoBammoH-
HblE CHCTEMHbIE U IPHUKJIAJHbIE
NpOrpaMMHBIE CPEJCTBa aBTOMAaTH-
3UpPOBAaHHOTO pabouero mecra. AB-

OIIK-2




Buabl yueoHoii paGoThl, BKJIIOYASE CAMOCTOSI-
TEJbHYIO Pa0OTy CTYJ€HTOB H TPY/10€MKOCTh
)
B yacax
o E ( )
= = | & B TOM B TOM
Ne Tema. =% 2 YHCIIE B qMCHEB |
n/n OCHOBHBIE BOIIPOCHI E e | 3 ek dbopme | [IpakTtu- | dopme cros
2z | © MpaKkTUYe- | YECKHe | MPaKTH-
S UK o . |TenpHas
S CKOM MMOJI- | 3aHATUS | YECKOM
pabota
TOTOBKH MOJIro-
TOBKH
TOMATH3aIIHS JJOKYyMEHTO000POTA.
Hroro 6 8 57

6 IlepeyeHb y4eOHO-METOAUYECKOTO0 OOecrevyeHHUs JJIs CaMoO-
CTOATEJIbHOM PadoThI 00YYaAKOIIMXCS MO JUCIHUTIIHHE

1. JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEILHOCTH: METOJ. yKa3aHHs
M0 MPOBEICHUIO MPAKTUYECKUX 3aHITUH, OpraHU3aliyd CaMOCTOSITEIbHON U Hay4-
HO-HMCCIIEIOBATEIBCKON pabOThI [l 00yYarONUXCsi SKOHOMUYECKOT0 (haKyabTeTa
no HanpasyieHuto noarotoBku 38.03.02 Menemxment/ coct. A. B. Tloru6enes. —
Kpacaomap : Ky6l'AY, 2019. - 36 c¢. - Pexum pgocryma:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1_.PD
F

/ ®oH OILIEHOYHBIX CPEICTB /Jisl MPOBeIeHNsI MPOMEKYTOYHOM
aTTecTaluu

7.1 IlepeyeHb KOMIIETEHUMI ¢ YKa3aHMEM 3TanoB UX (JOPMUPOBAHUS B
npouecce ocsoenust OITIOITI BO

Otanbl GOpMUPOBAHUS U IPOBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMIIE-

Homep cemecTpa*™
P p TEHIMI MO0 AMCUUIUIMHAM, TpakTHKaM B npoiiecce ocBoenust OITOIT BO

OIIK-2. CiocobeH ocymiecTBIsITh COOp, 00paboTKy M aHAIN3 JaHHBIX, HEOOXOAUMBIX JJIS pe-
[ICHUSI IOCTABJICHHBIX yIPABICHUECKUX 3374, C UCIIOJIb30BAHUEM COBPEMEHHOTO HHCTPYMEH-
Taprud U MHTCIICKTYAJIbHBIX I/IHCbOpMaHI/IOHHO-aHaJ'H/ITI/I'-IeCKI/IX CUCTEM

1 Nudopmaruka
1,2 MaremaTuka
2 O3HakoMHUTEIbHAS PAKTUKA
3 Craructuka
3 MapxkeTuHr
3 AHanu3 CUCTeM yIpaBICHUS
3 Jlokymenmuposanue ynpasieH4eckotl 0essmenbHoOCmu
4 [{udposbie 1 MHPOPMAIIMOHHBIE TEXHOJIOTHH B MEHEPKMEHTE
7 YrpaineHue pucKkaMu
8 DuHAaHCOBBIN MEHEIKMEHT
8 BrimmotHeHME ¥ 3a1UTa BRITYCKHOM KBaTU()UKAITMOHHOM pabOThI

* HoMep ceMecTpa COOTBETCTBYET dTany (OpMHUpPOBaHUS KOMIIETEHLIUN
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7.2 Onucanne mokasartejieii U KpUTepHeB OLEHUBAHMSI KOMIIeTEHIUIt
HA Pa3jJMYHBIX dTanax ux (pOpMHPOBaHUSI, ONMMHCAHUE IIKAJbI OIeHHBAHUS

[TnanupyemMbie pe3yiib-
TaThl OCBOEHHS KOMIIE-
TEHIUHU (MHIAKATOPHI
IOCTHIKEHHS KOMIIE-
TEHIINH )

YpoBeHb OCBOEHUS
OBJICTBOPU-
HEY/I0BJICTBOPH- A P
TEJNLHO
TEJNBHO XOPOIIO OTJIUYHO
.| (MuHUMANB- o o
(MUHUMATHHBIHA N (cpemuuii) (BBICOKMIN)
HBIiA, TIOPOTO-
HE JIOCTUTHYT) %
BBII)

OreHounoe
CPEICTBO

OIIK-2. Cnoco0eH ocyliecTBAATH cO0p, 00paGOTKY U aHAJIN3 AAHHBIX, HEOOXOIUMBbIX /ISl pelleHust
MOCTABJIEHHBIX YIPABJIEeHYECKHUX 32/124, C HCMOJIL30BAHHEM COBPEMEHHOT0 HHCTPYMEHTAPHUS U HHTEJI-

JICKTYAJbHBIX I/IH(l)OpMaHHOHHO-aHaJ’[HTH‘[eCKI/IX CHUCTECM

WNHAuKaTOphl JOCTIDKEHHS
KOMIIETEHIIUH

OIIK-2.1.

3raeT MeToABl cOopa, 00-
pabOTKM ¥ aHajM3a JaH-

HBIX, HCOOXOIUMBIX IS
pelIeHusl ynpaBIeHYECKUX
3a7la4 U COBPEMEHHbIE WH-
TEJUIEKTyallbHO-
MTOUMCKOBBIE CUCTEMBI
OIIK-2.2.

YMmeer BbIOMpAaTE H HC-
[0JB30BaTh  aJe€KBATHBIE
COJZIEPXKAHUIO TPOdecCcro-
HAJIBHBIX 3aJad  METOJbI
00paboTKH ¥ aHaNM3a JaH-
HBIX.

OIIK-2.3.

Bnaneer HaBbIKaMuU MeTO-
IaMH CTATHUCTHYECKON 00-
pabOTKM W HHTENJIEKTY-
aJbHOTO aHanm3a WHGOp-
Maluy, HeOOXOIUMOMN I
TOPUHATHS  00OCHOBaHHBIX
OpTraHU3AIOHHO-
YIpaBICHICCKAX PEIICHHHA

YpoBeHb 3HaHUI
HIDKE MHUHH-
MaJBHBIX Tpe0o-
BaHWH, HMEIIH
MECTO  IpyObie
OLINOKH

IIpu  pemeHun
CTaHJIapTHBIX
3a1a4 He Ipoje-
MOHCTPHPOBAHBI
OCHOBHBIE  yMe-
HUSI, UMEIU Me-
CTO rpyOBIe
OIIINOKH, HE
TIPOJICMOHCTPH-
poBaHbI 0a30BBIC
HaBBIKH

MuHumManbHoO

JIOIYCTUMBIH

YpOBEHb 3HaHUH,
JIOMTYIIEHO MHO-
ro HerpyObIX
omubok.  IIpo-
JIEMOHCTPHPOBa-
HBI OCHOBHEIE
YMEHWUS, PEIICHBI
TUIIOBBIE 3a/1a4H.
Nwmeercs MuHU-
MaNbHBIA HaOOp
HaBBIKOB TUTS
pelIeHus  CTaH-
JAPTHBIX 3a1ad C
HEKOTOPBIMHU

HeloueTaMHu

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM
porpamMme Moj-
TOTOBKH, JIOIIY-
IIEHO HECKOJbKO
HerpyOBIX OIIM-
6ok. IIpomemon-
CTPHPOBaHbI BCe
OCHOBHBIE ~ yMe-
HUS, PEIICHBI BCe
OCHOBHBIC 3aja-
YU ¢ HETpyOBIMU
omuOKaMu, Tpo-
JIEMOHCTPHPOBA-
HBI 0a30BBIC Ha-
BBIKM TIPH pellie-
HUM  CTaHJapT-
HBIX 32124

YpoBeHb 3HaHUI
B 00BEME, COOT-
BETCTBYIOIIEM
porpamMme II0A-
TOTOBKH, 6e3
omubok.  IIpo-
JIEMOHCTPHPOBA-
Hbl BCE OCHOB-
HbIE yYMEHUS,
pelieHsl Bce Oc-
HOBHBIC 337a49H C
OTIICTHHBIMU
HECYIIIeCTBCH-
HBIMH  HeJoYe-
TaMH, [pone-
MOHCTPHPOBaHBI
HAaBBIKA TIPU pe-
[IEHWH HECTaH-
JAPTHBIX 33724

Pedepar, mox-
Jaj, acce, Ha-
y4HAs JJUCKYC-
cus,
KOHTpOJIbHAsI
pabora, keiic-
3aJjaHue, TeCT,
BOIIPOCHI U 3a-
JIaHus ISl TIpO-
BEJICHMS 3aUeTa

7.3 TunoBble KOHTPOJIbHbIE 33JaHUA WM WHbIE MATepPHAJIbI, He00X0-
AUMbI€ J1JIsl OLlEeHKU 3HAHWH, YyMEHNH, HABBIKOB M ONbITA JAeSATeJIbHOCTH, Xa-
PAKTEPU3YIOIIUX ITaNbl ()OPMUPOBAHUS KOMIETEHIUH B Npolecce 0CBOEHUs
00pa3oBaTeIbHOM MPOrPaMMbI

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomxy u aHaiu3 OaH-
HbIX, He0OXOO0UMbIX Ol peulenus NOCMAGIeHHbIX YNPAGIeHYecKux 3aoai, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMEILIeKmYalbHblX UHGopMa-
yuonno-anarumuyeckux cucmem (OIIK-2)

Tembl pedpepaToB (NIpUBeAeHbI IPUMEPHI)
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1. CoBpeMeHHbIE apXUBHbBIE TEXHOJIOTUU.

2. Kinaccudukanusi JOKyMEHTOB, HOMEHKJIATypa A€l U KOMIUIEKTOBaHHUE ap-
XUBA.

3. KommuiekToBaHue apxuBa JIOKYMEHTAMU, apXUBHAs OMHUCH €] MOCTOSH-
HOTO U JIOJITOBPEMEHHOTO XPaHEHUs

4. CoBpeMEHHBIN MPOrPaMMHO-TEXHHUYECKUI KOMIUIEKC oduca.

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

6. Knaccudukanuss marepuanbHbIX HOCHUTEIEH JOKYMEHTHPOBAHHOW WH-
dbopmanmm.

7. Uctopust Oymaru u 6yMa)xHOTO MTPOU3BO/ICTBA.

8. CoBpemMeHHbIE MaTepuaIbHbIE HOCUTENN JOKYMEHTHPOBAaHHOW MHpOpMa-
ITUH.

9. Peructparusi, KOHTPOJIb HCTIOTHEHUS JOKYMEHTOB

10. Knaccudukarusi MatepuaibHbIX HOCUTENEH JTOKYMEHTUPOBAHHOM WH-
dbopmaruu.

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

12. OcobenHocTH ocTyna K KOH(OUICHIIMAIBHBIM 3JIEKTPOHHBIM JTOKYMEH-
TaM.

13. Opranuzanus coBeuaHuii, CHMIO3UYMOB, KOHTPECCOB

14. Heob6xonuMble MEpOTNPUSATHS MO MOJTOTOBKE IPOBEICHUS COBELIAHMM,
CHUMIIO3MYMOB, KOHTPECCOB

15. CocTaBieHue TEKCTOB CIIYKEOHBIX JOKYMEHTOB

16. S3bIk ¥ cTWIBb CIyXeOHBIX AOKYyMeHTOB. OcoOeHHOCTH OQHIMAIBHO-
JICIIOBOTO CTHJIS.

17. Haubonee ynotpebiisiemble cokpaienusi cioB. OdopmiieHue 1aT U 4u-
cell B JOKYMEHTaXx.

18. Knaccudukaruss MatepuaibHbIX HOCHUTENECH JTOKYMEHTUPOBAHHOW WH-
dbopmaruu.

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

20. CoBpeMeHHbIE MaTepualbHble HOCUTETU TOKYMEHTHPOBAHHOU HHGOP-
Malluu.

TeMbl 10KJ1a/10B (IPUBEAEHbI IPUMEPDbI)

. O0uue NpUHIMIBI OpTraHU3ALMK TOKYMEHTUPOBAHUS Ha TPEIPUSATHH.

. DOpMUpPOBaHHE U TEKYIIEE XPAHECHUE AEN.

. Meponpudarus 1o 3amure JOKyMEHTHOU nH(OopMaIuu.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. I'pynnsl ynpaBieHYECKUX TOKYMEHTOB.

. HazHaueHune u cocTaB OpraHn3alMOHHON JOKYMEHTALUU.

. [lonoxxenue 06 otaene npeanpusaTusi. JJomKHOCTHBIE HHCTPYKLIUK paboT-

~No ok, WwN

HUKOB.

8. Opranu3anuoHHbIe JOKYMEHTHI MPEANPHUSATHI pa3IUYHBIX OpraHu3allN-
OHHO-TIPABOBBIX (OPM.

9. [Ipoueaypa u3ganus pacnopsAUTEIbHBIX TOKYMEHTOB.
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10. Pa3HOBHIHOCTH TIPUKA30B.

11. OcobenHocTH 0OPMIICHHS TOKYMEHTOB, U3/1aBa€MbIX B YCIOBHUSIX KOJI-
JIeTHATBLHOCTH.

12. CocraBnenue u oopMIICHHE JOKYMEHTOB, N3/]JaBAEMbIX Ha OCHOBE €IH-
HOHAYaJIHSI.

13. IIpuémbl 3amUTH TOKYyMEHTUPOBAHHONW WHGOPMAIIUU OT HECAaHKIIMOHU-
POBAHHOTO JIOCTYTIA

14. Ha3HaueHue u cOCTaB CIPAaBOYHO-UHPOPMAIIIOHHON TOKYMEHTAIUH.

15. Ha3zHauyeHue u cocTaB CIpaBOYHO-AHAIUTUYECKON JOKYMEHTALIUH.

16. IlpaBuna oopmiieHus TenerpamMm, TeaehoHorpamm, Gakcorpamm.

17. Ha3nauenue 1 0coOeHHOCTH O(OPMIICHUS JEIOBBIX TUCEM.

18. Ha3nauenue u cocTaB JOKYMEHTOB IO JTUYHOMY COCTaBY MPEAIPUATHS
AIIK.

19. 3ammTa TaHHBIX U OCHOBBI KOMITBIOTEPHON 0€30IMacHOCTH.

20. Vcnionb3oBaHMEe 3JEKTPOHHBIX TIOKYMEHTOB B JIEJIONPOU3BOICTBE.

Tembl 3cce (MpUBeAEeHBI IPUMEPbI)

1. Ilonarue nokymMeHTO000pOTa. CXEMBI TOKYyMEHTOO0OpOTa. YUET U KOJIU-
YECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO0O0POTA.

2. CogepxaHue ynpaBlieHYeCKuX (PyHKIMH W BUIBI pabOT B JOKyMEHTAI[U-
OHHOM O00ECTICUCHUH YIIPABJICHUS OpTaHU3aIUCH.

3. Bunpl opraHM3aiiioHHBIX CTPYKTYP B JTOKYMEHTAllMOHHOM OO€CTIeueHUHr
YIPABJICHUS OPTaHU3aLMEN B 3aBUCUMOCTH OT 00beMa JOKyMEHTOO0O0pOTa.

4. OCHOBHBIE 331a4d CIYKObI JOKYMEHTALIMOHHOTO 00€cleueHus ynpanie-
Husl. OpraHu3aiMoHHas CTPYKTypa CiaykObl. DYHKIINH, BHITIOTHIEMbBIE CTPYKTYP-
HBIMHU [OJIPA3/ICIIEHUSIMU CITYKOBI.

5. CocraB 1 PyHKIIUM PYKOBOJMTENICH 1 CIICITUATUCTOB CIIyObl. Opranusza-

Us TpyJla paOOTHUKOB CIY>KObI U WX pabo4YMX MeCT. YKPYIHEHHbIE HOPMATHUBBI
BPEMEHU TI0 JIETIONPOU3BOJICTBEHHOMY OOCITYKHBAHHUIO.

6. MHCTpYyKITHS TIO JIeIO0NPON3BOACTBY. THIIOBAs, MpUMepHAas U KOHKPETHAs
WHCTPYKIIMS IO JIEJIONTPOU3BO/ICTBY.

7. CocTaB TUIIOBOW MHCTPYKIIMH IO JACJIONPOU3BOJICTBY B MUHUCTEPCTBAX U
BEJIOMCTBaX M CYIIIECTBO €€ MYHKTOB.

8. HopmaTuBHO-TIpaBOBbIE aKThl U JPYTrUe€ HOPMATHBHO-METOJUYECKHUE JIO-
KYMEHTBI OPraHOB I'OCY/IapCTBEHHOM BJIACTU M MECTHOI'O CaMOYIPABJICHUS, PEry-
JUPYIOITUE JOKYMEHTAIIMOHHOE 00ECIICUeHHE YIPaBICHUS.

9. OcHOBHBIE ATambl pa3BUTUS JAeNonpousBojacTBa B Poccum mo 1917 .
[Ipuka3znoe aenonpous3BOACTBO. Kosiexkckoe aenonpou3BoACTBO. McmomHuTeNb-
HO€ JI€JIONPOU3BOJICTBO.

10. Hcropust nenompou3BOJCTBAa B TOJBI COBETCKOM BIIACTH - OCHOBHBIE
sTanbl pa3BuTUsA. OpraHu3almOHHOE ¥ HOPMATUBHOE O0ECTIEYeHHE ACIOPOU3BOI-
ctBa B CCCP.
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TemMbl HAyYHBIX JUCKYCCHI (KPYIJIBIX CTOJIOB) (IpMBEACHbI IPUMeEPHI)

. Kimaccudukanus opraau3aiiioHHO-pacoOPSIUTEILHON JOKYMEHTAIHH.
. PacriopsimuTenbHBIE TOKYMEHTHI.
. DIIEKTPOHHO-IUGPOBAs OJIHUCH.
. CriocoObl 3aIuThl HH(GOPMAITUH.
. [loHsITHE «TaHBD) B IPKYMEHTUPOBAHHH.
. CTauu MOATOTOBKH PACTIOPSIUTEIBHBIX JOKYMEHTOB.
. Opranu3anuoHHbIC TOKYMEHTHI.
. JoxymenTtupoanue B EBpa3zdDC.
. Hayunpie HampaBiieHusI COBEPIICHCTBOBAHUS JOKYMEHTUPOBAHUS.
10. Hudposas >nmeKTpOHHAS TTOJITUCH.
11. Ctaguu MOATOTOBKH PACTIOPSANTEIBHBIX TOKYMEHTOB.
12. Opranu3aiioHHbIE JOKYMEHTHI.
13. OcHOBBI OpraHu3aluy JTOKYMEHTO000POTA.
14. CoBpeMEeHHBIN 3JIEKTPOHHBINA JOKYyMEHTOOOOPOT.
15. MexyHapoHbIe CTaHIaPThl JOKYMEHTOB.

O©CoO~NOO U WN -

3amaHus )i KOHTPOJIbHOI Pa0doThI (IPUBeEIeHbI PUMEPHI)

Bapuant 1

1. PackpoiiTe Bce peKBU3UTHI CIYKEOHBIX TOKYMEHTOB. Pacckaxute 00 Hx
pPacoJIOKEHUH HAa IOKYMEHTE U O(POPMIICHUH.

2. CocraBbTe MPOTOKOJ 3aCEIaHNs MHBEHTAPU3ALMOHHON KOMUCCHH 3aBOJIA
ra3oBoil anmnapaTyphbl, HA KOTOPOM pacCMaTpHUBAJICs BOIIPOC O pe3yjbTaTaX MHBEH-
Tapu3auuu 1o ckiaagy Nel BcmomoratenbHbIX MartepuanoB. Ha 3aceganum Obuio
IPUHATO NOCTAaHOBJIEHNE 00 YTBEPKACHUU PE3yIbTaTOB MHBEHTAPU3ALlMU U OTHE-
CEHHS 3a CUET 3aBEAYIOLIEro CKJIAJIOM HEAOCTaud BCIIOMOTATEIbHBIX MATEPUAJIOB
B cymmMme 365 ThIC. py0., a TaKKe 3aUMTaHbl CIMYUTENIbHAS BEIOMOCTb MO CKJIAay
Nel u oObsicHUTENbHAS 3amKcKa 3aBeAyIOLEro ckiaaaoM. OcTanbHble JaHHbIE OTI-
peneNnTe N0 CBOEMY YCMOTPEHUIO.

3. CocraBbTe CIIpaBKy O BETUYMHE CpeHEl 3apabOTHOM IIaThl 3a TOM, M
MOJTyYeHHUs] KOMIICHCAIIMM Ha OIUIaTy XKuibs. OcTajbHble JaHHBIE YKAKUTE CaMo-
CTOSITEJIBHO.

Bapuant 2

1. PackpoiiTe NOHSATHE IOKYMEHTOBEIEHHWE KaK Hay4dHas JUCUUIUIMHA:
dbopMupoBaHue, MpeaIMeT, METO/Ibl, COACpKaHNEe U B3aUMOCBS3b C APYTUMHU JIHC-
UTUTHHAMU.

2. OOoCHYHTE MOHATHE POJIb «JIOKYMEHTa» B COBPEMEHHOM OOIIECTBE
(pyHKIMM TOKYMEHTA).
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3. Pemnte 3amanue. Jlenonpon3BoACTBEHHAs ClIy:k0a 00IIeCcTBa C OrpaHuU-
YEeHHOM OTBETCTBEHHOCTHIO «N-CKHI JMKEPOBOJOYHBIN 3aBO/», UCXOJd U3 CO00-
paxeHu! NpPeCcTKHOCTU (upMeHHOro Onanka OOIiecTBa, pa3MecTHsia Ha HEM
n300pakeHue, CXoIHOe ¢ PUCYHKOM [ ocymaapctBeHHOro repoa Poccutickoit dene-
paluu, KOTOpoe MOKHO MPpUHATH 32 3MOsieMy OOO. CBuaeTenbCcTBa Ha pETUCTpa-
IIMI0 3TOTO U300pa’KeHUsI 0OIIECTBO HE MOIYyYalIo.

Hackonbko nmpaBoMepHo Takoe odopmiieHue Onanka? Kakue Mepbl aiMUHU-
CTPAaTUBHOW OTBETCTBEHHOCTH HeceT pykoBoacTBo OOQO? IloaTBepauTe CBOW BbI-
BOJI CCBUIKOM Ha 3aKOHOJATEIIbHBIE AKTHI.

Keiic-3aganus (mpuBeAeHbI IPUMeEpPbI)

Keiic-3ananmne 1.

[Ipouwno 3acenaHne MHBEHTApU3aLMOHHOW KOMUCCHH 3aBOJia ra30BOM ara-
paTyphbl, Ha KOTOPOM pacCMaTpHUBAJICS BOIIPOC O PE3yJIbTaTax UHBEHTAPU3aLUHU T10
ckiany Ne 2 BcoMmorarenbHbIX MaTepuaioB. Ha 3acenanuu Obl10 IPUHATO NOCTA-
HOBJIEHUE 00 YTBEP)KIEHUM PE3yJIbTaTOB MHBEHTAPU3allMM U OTHECEHHUS 3a CUET
3aBEAYIOLIEr0 CKJIAJIOM HENOCTAa4M BCIIOMOTAaTENIBHBIX MAaTepuajoB B cyMMe 365
TBIC. py0., a TaKXe 3a4UNUTaHbl CIMYUTENIbHAS BEAOMOCTb 10 ckiaxy Ne 2 u oObsc-
HUTEJbHAs 3alMCKa 3aBEIYIOLIETO CKIIAIOM.

1. Kakoi TOKyMEHT COCTAaBIIECTCS IO UTOraM 3aCeJaHu KOMHCCUM PA3HOTO
pona?

2. Kakue peKkBU3HTHI JOJKEH BKIIFOYATh JAHHBIN JOKYMEHT?

3. CKOJBKO CTPYKTYPHBIX YaCTE€W OH MPEAINONaraeT?

4. Kakue akTrueckue JaHHbIE JOJKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Keiic-3ananmue 2.

B crpourensHom koomepatuBe «CTpoiicepBuc» Obul 0OHapykeH (pakT He-
MPaBUJILHOTO WCIIOJIb30BAHUS CTPOUTENBHBIX OTXOZ0B. [lpu mpoBepke pabOThI
CKJIaJla MIUJIOMATEPUATIOB YCTAHOBIICHBI (PaKThl OTITYCKAa B KOTEIBHYIO JJISI CXKUTA-
HUS OTXOJO0B MUJIOMAaTepUaIoB IIUHHOM cBhilie 20 cM. B pacnopsauTensHOl yac-
TH CIIEyeT NMPEIJIOKUTh 3aBEIYIONIEMY CKIIaJIOM OPraHru30BaTh paboTy MO peaiu-
3aI[MU OTXOJI0B YACTHBIM JIUIAM.

1. Kakoif TOKYMEHT IMO3BOJIMT PETJIaMEHTUPOBAThH OTIIYCK CTPOUTEIbHBIX
MaTepruanoB?

2. Kakue myHKTBI JJOJDKHBI ObITh B JAHHOM JIOKYMEHTE 00s3aTeIbHBIMU?

3. CKOJIBKO JOJKHOCTHBIX JIUIL JIOJDKHBI OBITh OTBETCTBEHHBIMH 3a HCIIOJI-
HEHHME JAHHOTO JOKyMeHTa?

4. Kakne peKBU3UTHI JOJLKEH BKJIOYATh JAHHBIM TOKYMEHT?

5. CKOJBKO CTPYKTYPHBIX YacTeW OH Mpenoiaraet?

6. Kakue akTrdeckue JaHHbIC JOKHBI OBITH BHECEHBI B 3TOT JIOKYMEHT?

TecTbl (MpUBeEAEHBI NPUMEPbI)

1. l'apanTHiiHOE TUCHMO MPEICTABISET COOON:
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a) IOKyMEHT, COOOIIAIOIINN 0 TPUOIMKEHUH, YCKOPEHUH, HCTEYEHUH CPOKa

HCIIOJTHCHHUS KaKoro-amubo I[CﬁCTBPI)I

0) TOKyMEHT, COAEP KA IPUTTIAIICHHE Ha MEPOTIPUSITHE
B) IOKYMEHT, B KOTOPOM TapaHTUPYETCs OIjiaTa BHIIIOJHEHHON pabOThl UK

Mpe0CTaBICHNE Yero-1u0o (padoThl, MOMEIICHUS U T.1.)

') TOKYMEHT, MOITBEPKIAFOITUH MTOTyYeHUE IICHHOCTEH

2. JlaiiTe onpeesieHue JOKYMEHTA:
a) MaTepuaNbHBIA 00BEKT ¢ MH(pOpMaImen, 3aUKCUPOBAHHON CO3JaHHBIM

YeJI0BEKOM CIIOCO00M, /7Sl €€ mepeaayd BO BpEMEHHU U IPOCTPAHCTBE

0) COBOKYITHOCTh PEKBHU3HUTOB O(UIIHATIEHOTO TUChMa
B) CTaHJIaPTHOE PACIOJIOKEHNE MaTepraia
') TEKCT

3. Haiite onpenenenue Gopmyiisgpa-odpasiia:
a) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO MMHUChMa
0) COBOKYIHOCTh PACIIOJIOKEHHBIX B OMPEEICHHOW MOCIeA0BATEIIbHOCTH

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

R854

B) COBOKYIIHOCTB PCKBHU3HUTOB IIPpHKa3a
F) COBOKYITHOCTb PCKBHU3UTOB aKTa

4. Jlata tokyMeHTa opOopMIISIETCS CIAEAYIOITUM 00pa3oMm:
a) 1 pespans 1997

0) 1 dbespast 97 1.

B) 01.02.97 r.

r) 01.02.97

5. Jlata ntokymMeHTa 0TOOpakaeTcs Kak:

a) J1aTa ero NOANUCaHusl, IPUHSITHUS

0) 1aTta ero CoOCTaBJICHUS

B) JlaTa €ro MOJIMCaHUs, MPUHATHS, YTBEPKICHUS, COCTaBJICHUS, JaTa CO-

OBITHS

I') 1aTta COObITHUS

6. Kakum CBOMCTBOM MOXHO OXapaKTEpH30BaTh HAIMYHME Yy JOKYMEHTA He-

OTBEMIIEMBIX CJIara€MBbIX, oe3 KOTOPLIX OH CYIICCTBOBATb HC MOXKCT!

a) BEIIECTBEHHOCTh

0) aTpuOyTUBHOCTh

B) CTPYKTYPHOCTh

') BEpHOTO BapruaHTa OTBETA HET

7. JlenoBble mUChMa OOBIYHO 3aKaHUMBAIOT (PpazaMu:
a) B COOTBETCTBUU C Barieii mpocb0oii . ..
0) C yBaXKCHUEM ...
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B) HAMHU PacCMOTPEHBI Barm npeioxkeHus . . .
') B CBS3H ...

8. J1enompon3BoCTBO XapaKTepU3YeTCsl KaK:

a) MpaBWIbHOE O(hOpMIIEHUE TOKYMEHTOB

0) opranuzanus JOKyMEHTO000pOTa B yUPEKIACHUH

B) COBOKYITHOCTHh JIOKYMEHTOB, OTPKAIOUIUX YIPABICHUYECKYIO ICATEIb-
HOCTh YUPEKICHUS

I') COBOKYITHOCTh Pa0OT MO JTOKYMEHTHPOBAHUIO JCSITCIBHOCTH YIIPABICHUS
Y TI0 OpPTaHU3AIUHU TOKYMEHTOB B YUPEKICHUU

9. JledarenbHOCTh ammapaTa yHpaBJIEHUS, OXBATBHIBAIOIIAS BOIPOCHI JOKY-
MEHTUPOBAHUS U OpraHU3aluu PadbOThl C TOKYMEHTAMH:

a) TOKyMEHTallMOHHOE 00eCIICUeHNE YIIPaBICHMUS

0) crangapTU3aKsg

B) EI'CJ1

I') CUCTEMA JIOKyMEHTAllUU

10. JIokymMeHT, 3aKpeIUIsIOINA JOJDKHOCTHOW M YHMCIIEHHBIM COCTaB IMpe.-
OpUATHUS C yKa3aHueM (PoHJ1a 3apabOTHOM TIJIaThI:

a) IOJKHOCTHAsI MHCTPYKIIUS

0) ycraB

B) MOJIOKEHUE

T) IITAaTHOE paclucaHue

11. JlokyMeHT, pukcHpyroUmil Xoa 00CYXIEHUSI BONPOCOB U MPUHATHUS pe-
[IEHUH Ha COOpaHUsX, 3aCelaHuAX, COBEIIAHUAX U T.I1.:

a) oOBSICHUTEIbHAS 3aITMCKa

0) JTOKJIaTHas 3aIicKa

B) aKT

') IPOTOKOJ

12. Yxaxure, kakasi GyHKIIUS OTHOCUTCS K 0OIUM (DYHKITUSM JOKYMEHTA:
a) OOIIEKyJIbTypHAas

0) uadopmManoHHas

B) IIpaBoBast

I') YIOPSI0YMBAIOLLAS

13. YxaxuTre, Kak TOIKHO MTPOUCXOAUTH JICJICHUE TOKYMEHTOB:
a) Ha POJIbl, MOJIBUABL, TOAPO/IbI, PA3HOBUIHOCTHU

0) Ha poOJIbl, BUJIBI, TIOJIBUJIBI, PA3HOBUIHOCTH

B) Ha BUJbI, IOJBU/JIbI, PA3HOBUIHOCTH, POJIbI

') Ha TOJIBUbI, TOJPOJIbI, PA3HOBUIHOCTHU

14. TokyMeHTallMOHHOE 00ECIIEUCHHE YIIPABIICHUS 3aKII0UATCS KaK:
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a) MPOLECC YCTAHOBJICHUS M MPUMEHEHHUS MPABUI C LEJIbI0 YIOPSIOUYCHUS
NESTEILHOCTH B JIETIONPOU3BO/ICTBE

0) NeATeNnbHOCTh ammapara YIpaBJICHHs, OXBAThIBAIOIIAs BOIPOCHI JOKY-
MEHTHUPOBAHUS ¥ OPraHU3aluu PabOThl C JOKyMEHTaMHU

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

I') COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHH C (POPMYJIsi-
POM JIOKyMEHTa

15. EI'CZI MOXHO accMaTpuBaTh Kak:

a) COBOKYITHOCTb PEKBH3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C (popmyisi-
pPOM JJIOKYMEHTa

0) KOMIUIEKC OCHOBHBIX MOJIOKEHUH, OMPEACNAIOMNX U PErJaMeHTHPYIO-
IIMX OPTaHU3ALMIO TOKYMEHTALMOHHBIX MPOLIECCOB Ha MPEANPUATUI

B) COBOKYIIHOCTb JOKYMEHTOB, IPUMEHIEMBIX B OIpeNeIeHHON chepe nes-
TEIBHOCTH

I') JesATENbHOCTh almnapara yrnpaBieHHs], 0XBaTbIBaOIasi BOIPOCHI JOKYMEH-
TUPOBAHUS U OPTaHU3ALMU PabOTHI C TOKYMEHTAMU

BOHpOCLI U 3aIaHUs VIS MPOBEACHUA MTPOMEKYTOYHOI'0 KOHTPOJIA

Komnemenyus: Cnocoben ocywecmenams coop, 00pabomxy u aHaiu3 OaH-
HbIX, HeoOX0O0UMbIX Ol peulenus NOCMABNEHHbIX YNPAGIeHYecKux 3a0ad, ¢ uc-
NONb308AHUEM COBPEMEHHO20 UHCMPYMEHMApUsi U UHMELIeKMYalbHblX UHGOpMa-
yuonno-ananumuyeckux cucmem (OIIK-2)

Bonpocul k 3auemy:

1. Ponb noxymMeHTHUpOBaHHON MH(POPMAIMH B YIPABIECHUHU NPEAIPUITHEM.

2. Pa3rpaHnueHue TEpPMUHOB «JIOKYMEHTHPOBAHHE YIPaBICHUYECKOM mes-
TEIBHOCTHY, «JIOKyMEHTALMOHHOE oOecnedyeHue YNpaBiIeHUs (IeIONpPOU3BOICT-
BO)», «IJOKYMEHTOBE/ICHNE», YIIPaBICHUE JOKYMEHTaMMI.

3. Opranuzanust U CTPyKTypa CIyKObl JOKYMEHTAIMOHHOTO 00eCreYeHUs
yIpaBICHUS HA MPEATPUITHH.

4. DBorONMS CIIOCOOOB CO3JaHUs IOKYMEHTOB.

5. CymHocTb U PYHKIIMU TOKYMEHTA.

6. IlonsTue, pyHKIMHU U NPABOBOE 3HAYECHUE YIPABICHUECKOTO IOKYMEHTA.

7. Knaccuduxanus 10KyMEHTOB.

8. OcHoBHbIE TpeOOBaHMUS K KAUECTBY YIPABIECHYECKOTO JOKYMEHTA.

9. CocrtaB U CTpyKTypa HOPMATHUBHO-TIPABOBON 0a3bl JOKYMEHTAIIHOHHOTO
obecnieueHus ynpasieHus B PO.

10. denepanpbHOE 3aKOHOMATEIHCTBO B 00JacTH PabOTHI ¢ JOKYMEHTHPO-
BaHHOU nH(pOpMaLHEH.

11. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI B cpepe JEeTOnmpOr3BOICTBA U
OpraHu3aly apXUBHOTO XPaHEHHs TOKyMEHTOB.
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12. Ucnonb3oBaHNEe MHCTPYMEHTOB KJIacCH(pUKAIUU, YHU(PUKAIUU U CTaH-
JapTU3alUU B JIEIOMPOU3BOICTBE.

13. KnaccudukaTtopbl TEXHUKO-DPKOHOMHUYECKOM M COIMaibHONM HHGpOpMa-
1002078

14. YuaudunupoBaHHbIE CUCTEMBI JOKYMEHTAIuu B PO,

15. Anp060MbI YHUGUIIMPOBAHHBIX (OPM TEPBUYHOM YUETHOH TOKYMEHTa-
1007078

16. Tabenb u anbOOM YHUPUITUPOBAHHBIX (POPM JOKYMEHTOB MPEATIPUSATHSI.

17. T'ocynapcTBeHHble cTanaapTsl PO B cdepe aenonpon3BoaACTBA.

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

19. MexayHapoaHble CTaHIapThI B 00JacTH pabOTHI ¢ yIPaBICHYECKON 10~
KyYMEHTALAEH.

20. OcunoBubie TpeboBanusi OCT P 6.30-2003 «YHubuupoBaHHbIE CHC-
TEMbl ~ JOKYMEHTaluH.  YHU(PUUUPOBAHHAs  CHCTEMa  OpPraHHU3allOHHO-
paciopsAUTENbHON JOKYMEHTAUUW» K O(QOPMIICHUIO YNPABICHUECKUX JTOKYMEH-
TOB.

21. CymHOCTh U BUBI OJJAHKOB.

22. Knaccudukaiusi peKBU3UTOB OPraHU3aIlMOHHO-PACTIOPSIUTENbHBIX J0-
KyMEHTOB.

23. CoctaB 1 0opMIIEHHE PEKBU3UTOB OJIaHKA JOKYMEHTA

24. CoctaB u 0opMIICHHE PEKBU3UTOB, ONPEACIISIONINX FOPUINIECKYIO CH-
7Ty JOKYMEHTA.

25. CoctaB u oopMIIeHIE PEKBU3UTOB, OMPEICISIONINX IBIKEHUE U OTpa-
XKaronmx o0paboOTKy M HCTOJIHEHHE TOKYMEHTa (JeMONpOn3BOJACTBEHHBIX OTMeE-
TOK).

26. OcHOBHBIE TPEOOBAHUS K TEKCTY yIPABICHUYECKOTO TOKYMEHTA.

27. IloHsiTE M OCHOBHBIE (POPMATHI DIIEKTPOHHBIX JOKYMEHTOB.

28. DnexTpoHHas MUQPOBasi MOAMKUCH KaK PEKBU3UT SJIEKTPOHHOTO JOKY-
MEHTA.

29. CymHOCTh U COCTaB METaJaHHBIX JOKYMEHTA.

30. OnudpoBanue kak crocod co3aaHus IEKTPOHHOTO JOKYMEHTA.

31. OcHOBHBIE TPYIIIIBI U BUBI YIIPABICHUYECKUX JOKYMEHTOB.

32. JlokyMeHTBI, TOATBEPKAAIOIIME OpPraHU3allMOHHO-TIPABOBOM CTaTyC
IPEINPUITHS U €T0 TOCYapPCTBEHHYIO PETUCTPAIIHIO.

33. [lonsiTue, GyHKUMU U BUJBI OPraHU3AI[MOHHBIX JOKYMEHTOB.

34. Muccust Kak OpraHU3alMOHHBINA JOKYMEHT TPEIIPUSTHS.

35. Koziekc KOopmopaTuBHON 3TUKH OPTaHHU3AIMH: 1[EIh CO3/aHUS, COJACPKa-
HUE.

36. YupenurenbHbie JOKYMEHTHI IpeAnpusTus (ycTaB, OJI0kKeHHe 00 opra-
HU3alUHU, YUYpPEAUTEIbHBIA JOTOBOP): 3HaYEHHUE, MpaBUja COCTAaBIECHUS U OPOopM-
JICHHUSL.

37. HaznaueHue U TUIIOBasi CTPYKTYypa MOJOKEHHUS O CTPYKTYPHOM TOJIpa3-
JICJICHUN.
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38. Jlo;KkHOCTHAsS MHCTPYKIIHS: LIEAH U 3a/1a4l CO3aHUs, CTPYKTypa, Iopsi-
JIOK pa3pabOTKH U 0popMIICHUS.

39. CtpyKkTypa M IITaTHas YUCIECHHOCTb, IITATHOE PACIHCAHHUE: COJepiKa-
HUE, TOPSJIOK COCTABICHUS U O(DOPMIICHHUS.

40. UHCTpYKIIMK OpraHU3allMOHHO-METOAMYECKOTO HAa3HAYEHUS: CYLIHOCTD,
0COOEHHOCTH COCTAaBJICHUS, BUJIBI.

41. [IpaBuia Kak OpraHU3alMOHHBIN TOKYMEHT: TIOHSTUE, BUBIL.

42. IHCTpyKLKs IO JAETONPOU3BOJCTBY: 3HAYCHHE, COACpKAHHE, MOPSIOK
COCTaBIICHUS ¥ 0(OPMIICHHUS.

43. Opranu3aliOHHbIE TOKYMEHTHI, PETIAMEHTUPYIOIIUE yIpaBlieHUue Ou3-
HEC-TIPOLECCAMH.

44, JlTokymMeHTalusl CUCTEMbI MEHEI)KMEHTA KauecTBa.

45. JloroBop: THUIIBI, BUIbl, TPEOOBAHUS K COJIEPKAHUIO U 0OPMIICHUIO.

46. CymHOoCTb U Ki1accu(puKalus pacopsAUTEIbHBIX TOKYMEHTOB.

47. OCHOBHBIE 3TaIlbl U3/1aHUS PACHIOPSAUTEIBLHOTO JOKYMEHTA.

48. IIpuka3 o0 OCHOBHOM JI€ATENbHOCTH: MOHATHUE, NIPaBUIa COCTABICHUS U
oopMIIECHUS.

49. PacniopsikeHUsI U yKa3aHUsS: Ha3HAuY€HUE, OCOOEHHOCTU COCTAaBJICHUS U
oopMIIECHUS.

50. IlocraHoBiEHUS U pelLLIEHUs: HA3HAYEHHE, OCOOCHHOCTH COCTaBJICHUS U
odopMIICHHUSI.

51. [IpoToKOI: OHSTHE, OPSAOK COCTABIECHUS U OPOPMIICHUS.

52. Haznauenne, BuAsl ©W TpaBwia oOQopMIICHUS HHPOPMAIIMOHHO-
CTHPAaBOYHBIX TOKYMEHTOB.

53. JlenoBble mUchMa: Ha3HAUEHUE, KiIacCU(UKAINS, CTPYKTypa U PEKBU3H-
THBI.

54. DneKTpoHHBIE THUCHhMa U BEO-IIOKYMEHTHI: OCOOCHHOCTH COCTaBIICHUS,
oopmIIeHUsI U IPUMEHEHUS B YIIPaBICHUYECKOM 1eATeIbHOCTH NPEATNPUSATHSI.

55. JloknaaHble, ClyKeOHbIE U OOBSICHUTEIIbHBIC 3aIMCKU: PA3JINUs, BUJIBI,
HOPSZIOK COCTaBJICHUS U OPOPMIICHHUS.

56. AKTBI: Ha3HAUYECHHE, CTPYKTYpPaA, MOPSIOK OPOPMIICHUS.

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

58. JIOKyMEHTBI 10 TPYJAOBBIM OTHOIICHHUSIM: COCTaB, 0COOEHHOCTH COCTaB-
JeHust 1 oPOopMIIECHUSI.

59. JIokyMeHTBI IO OCHOBHOU €ATEIHHOCTH MPEANPUATHS OTPACIIH.

60. [TonsiTHe, OCHOBHBIE XapaKTEPUCTHUKUA U KiIacCUPUKAIMSA JOKYMEHTO-
obopora.

61. Opranuzanus paloOHaILHOTO JOKYMEHTO000pOTa Ha MPEANPUITHH.

62. Tlopsm0K IPOXOKACHUS BXOSIIETO, UCXOISIIETO U BHYTPEHHETO JTOKY-
MEHTOIIOTOKOB B OpraHU3aliu.

63. Peructpanus OKyMEHTOB: Ha3HAau€HHUE, IMpaBUia, PETUCTPALlMOHHBIC
dbopmbl 1 HOPMBI peTUCTPAITUH.

64. Opranuzaius ”HPOPMAIIMOHHO-CIIPABOYHOM pabOThl HA MPEANPUITHH.

65. Opranusanusi CUCTEMbl KOHTPOJII UCIOJHEHHs] JOKYMEHTOB Ha TMpe.-
MPUSTHH.

20



66. Cpoku XpaHeHUs yIPaBICHUYECKUX TOKYMEHTOB.

67. OnepaTUBHOE U apXUBHOE XpPaHEHUE JTOKYMEHTOB.

68. IIponenypa sKcrepTU3bl HEHHOCTU JOKYMEHTOB.

69. Ilopsnok odopMieHHs 1e1 U Neperavu T0KyMEHTOB Ha apXUBHOE Xpa-
HEHHUE.

70. OcOOEHHOCTH XpaHEHUs AIEKTPOHHBIX IOKYMEHTOB.

71. TIopsii0K YHUUTOKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKaMH XPAHEHUS.

72. llenu, 3amauM W HampaBlIeHUS aBTOMATHU3AIMH JOKYMEHTAIIMOHHOTO
oOecriedeHus yrpaBIeHHUs.

73. CuctemMpl aBTOMATH3aIlMK JICJIOMPOU3BOJICTBA W JIOKYMEHTOO0OpPOTa
(CAL) Ha npeanpusTUU: OCHOBHBIE TPEOOBAaHUS, OPraHU3alMsl BHEIPEHUS, MEep-
CTICKTUBBI PA3BUTHUA.

74. TexHONOTUY 3aIUThl TOKYMEHTHON HH(POPMALIMK HA IPEANPUITHH.

75. Coznanue >(pPeKTUBHON CUCTEMBl YIPABJICHUS JOKYMEHTaMH Ha Tpej-
HOPUSTUH.

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

3aoanue 1.

B cents6pe 2018 r. ObUIO CO371aHO OTKPHITOE aKIIMOHEPHOE 00111ecTBO «JIu-
nep». lltatHelil coctaB 3T0# opranu3anuu — 456 paboTHukoB. B mratHoe pacnu-
canue OAO ObUTM BKIIFOUEHBI JOJHDKHOCTH 3aBEAYIOIIETr0 KaHLEIsIpUEH U CEKpeTa-
psl TEHEPAJIbHOTO IUPEKTOPA.

Ha xoro u3 HuX J10kHA OBITH BO3JI0KE€HA 00S3aHHOCTh OPTaHU3aINH CITYXK-
on1 JIOY B OAO «JIunep»?

3aoanue 2.

B pesynbrate peopraHuzani 3aKphITOro akiuoHepHoro obmiectBa «Ko-
MaHJIOp» YMCJIECHHOCTh IITATHOTO COCTaBa CTPYKTYPHBIX MOAPA3JIEICHUN YBEIH-
YIIach BJIBOC. BbUIO MPUHATO peleHre mpeodpa3oBaTh OOIIMI OTACN B yIpaBiie-
Hue nokyMeHtarmonHoro ooOecrmeuenus (YJ1O). Cozmanue YJIO mpeamomnaraer
pacmpenue QyHkiui u 3aaa4d ciyx0b1 JIOY, co3nanue B Hell CTPYKTYpPHBIX TOJ-
pazziesieHuil U YBETUYEHHUE IITaTHOTO COCTaBa paOOTHUKOB.

Kaxoit moxxet ObITh cTpykTypa Y 1O u ee mtaTHbIi coctaB? OObSICHUTE 11e-
JI€CO00Pa3HOCTh MPEJIaraeMoil CTPYKTYPHI, MOSICHAS HEOOXOAUMOCTh CO3/IaHUs
KaXJIOr0 CTPYKTYPHOI'O MOJpa3/IeJICHNs U BBEAEHU B ITaT pykoBoauteneit Y10,
CHEIUAIMUCTOB U TEXHUYECKUX UCIIOTHUTENCH.

3aoanue 3.

Nucnexrop obmiero otaena 3A0 «Kpyro3op», oTBedaronnii 3a BeAcHUE Jie-
JIOTIPOM3BOJICTBA O OOpaIIeHUsIM TpaxaaH, (popMupoBasia B OJHOM JIeJie 3asBiie-
Hus paboTHUKOB 3A0 U rpaxk/iaH, He padoTarONIMX B JAHHON OpraHU3alluH.

[TpaBunsHO 11 oHa moctynana? Kak Hamo ¢hopMupoBaTth Jeia, ComepKaIine
oOparieHus rpaxaan, 1 opopMIISATh UX JJIs Iepeadr B apXUB OPraHU3aIun?

3aoanue 4.

[Tpu odopmiieHnn aen Ijs mepefavyd B apXuB OpPTaHHU3AIUH, COACPIKAIIIX
oOparieHus Tpaxaad, CPOK XPaHSHHsI KOTOPBIX, B COOTBETCTBUU C HOMEHKIIATYPOi
JIeJ, COCTaBIISI TMATH JIET, MHCIIEKTOP OOIIEro OT/erna, OTBEYAIOIIUA 3a JEI0pOo-
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U3BOJICTBO 1O OOpAILIEHUsIM TPaXKIaH, MIPOCMOTPEN BCE Jiea OTUCTHO, BBHIHYI BCE
METaJUIMYECKHe KPEIUICHHs], POHYMEpPOBaj BCE CTPaHUIIbl MOCEPEANHE TeJeBOM
PYUYKOM, OOpMHUIT BHYTPEHHIOIO OIMKUCh U JTUCT-3aBEPUTEID JIeIa, TOMECTUI JIOKY-
MEHTHI B 00J105KKY, cooTBeTcTBYIOMIYI0 ['OCTYy.

[IpaBunpHO 11 noctynuia uHcnekTop? Kakue TpeOoBaHUs MPEbBISIOTCS K
oQOpMIICHUIO JIe]l, CoAepKaluX oOpalleHus rpakaH, JIJIs epeaadyu B apXuB Op-
ra"Husanuu’?

3aoanue 5.

Yucnennsiii coctaB pabotHukoB OO0 «Cupuyc» - 15 yenosek. B cTpykry-
pe olmiecTBa 00pa30BaHO TpH (YHKIIMOHATBHBIX MOAPA3ACICHUs: CEeKpeTapuar, 3a
KOTOPBIM 3aKpEIUIeHbI (DYHKIIMHU MO0 JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YIpaBiie-
HUS U KaJIpOBOU J€ATEIbHOCTH; OyXraiaTepusi U FOPUINYECKUNA OTAEII.

OcTtanbHble paOOTHUKU BXOJAT B COCTAB T'PYII, CPOPMUPOBAHHBIX B COOT-
BETCTBUU C HAIIPaBJICHUSMU OCHOBHOW JEATEIBHOCTH NPEIIPUATHS, HAPUMED,
rpymnIa no pekjame, Tpymna 1o noAroToBKe TEXHUYECKON JOKyMEHTAIUH, TpyIina
AKCIEPTOB U Ap. ['pynmbl He ABIAIOTCA CTPYKTYPHBIMU NOJIpa3e/ICHUsIMU U HE 3a-
KpEIUIEHbI YTBEPKAEHHBIM IITATHBIM PACIIUCAHUEM.

Kakyro kimaccupukalnoHHyI0 CXeMy HOMEHKJIATYpbl J1e] CIe1yeT PEKOMEH-
JI0BaTh JUIsl JaHHOTO 00111ecTBa?

3aoanue 6.

B Teuenue roga y mpennpusTHs NMOSBIIMCH HOBBIE HANPAaBJICHUS €T0 JAes-
TETHHOCTH W HOBbIe mapTHepsl. Kak ciencTtBue 3TOTo, MOSIBUIIOCH 3HAUMTEIHHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBUIM MPEAyCMOTPEHBI ACHCTBYIO-
€ HOMEHKJIATYpOU JIEI.

PykoBoguTens npeanpusTis CBOMM IpHUKa3oM o0si3ai ciiyx0y 10V BHecTH
W3MEHEHHUsI B HOMEHKIIATypy JIe. B utore 3To cBEJI0Ch K COCTABIEHHUIO B CEPEINHE
rojila HOBOM HOMEHKJIATyphl J€JI, KOTOPYIO 3aHOBO YTBEPJAUI PYKOBOAMUTEIb MPeE-
MPUATHSL.

Hackonbko mpaBoMepHBI AEHCTBUS, TPEIIPUHATHIE PYKOBOJCTBOM U CITyXK-
oot 1OV npennpustua? beuia 11 B JaHHOM cliydae HEOOXOAMMOCTh MepepadoTKH
HOMEHKJIATyphl JI€JI, U Kakue TpeOOBaHUSI COCTAaBJICHUS! HOMEHKIIATYphI 1] CIeay-
€T YYUTHIBaTh, YTOOBI 30€raTh MOJOOHBIX CUTYaIIHA?

7.4 Meroauyeckne MaTepHuayibl, OINpeaesilOUIde  MPOUEAYPbI
OLCHUBAHUS 3HAHWUN, YMEHUI, HABBIKOB, XaPAKTEPHU3YIIIMX ITAIbI
¢bopmupoBaHusi KOMNIETEHIIMA

KoHTponb 0CBOEHMSI TUCIUIUIMHBI U OLIEHKAa 3HAHUM 00y4aroumxcs mpous-
Boautcs B coorBeTcTBUH ¢ [1m KyoI'AY 2.5.1 «Tekyuunii KOHTpoJIb ycrieBaeMOCTH
U TIPOMEXKYTOUHOM aTTeCTallui 00yJaroImUXCsi».

Kputepusimu onenku pedepara sBISIOTCS: HOBU3HA TEKCTa, 0OOCHOBAH-
HOCTh BHIOOpA MICTOYHHUKOB JIUTEPATYPHI, CTENIEHb PACKPBITHS CYIITHOCTH BOIIPOCA,
coOroieHusI TpeOOBaHUN K OPOPMIICHHIO.

OreHka «OTJIMYHOY» — BHITIOJHEHBI BCE TpeOOBAaHUS K HaNMCaHUIo pedeparta:
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o0o3HaueHa nmpobiieMa U 000CHOBaHA €€ aKTyalbHOCTD; CAENIaH aHaJIu3 Pa3INYHbIX
TOYEK 3PCHUS Ha pacCMaTPUBAEMYIO IIPOOJIEMY | JIOTUYHO M3JI0’KEHA COOCTBEHHAs
MO3UIHS; CPOPMYITUPOBAHBI BBIBOJBI, TEMa pPACKPHITA IMOJHOCTHIO, BBIJCPXKaH
00bEM; coOJI0ICHBI TPEOOBAHUSI K BHEIIIHEMY O(DOPMIICHHIO.

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

OrneHka «yAOBJIETBOPHTEIbHO» — HUMEIOTCS CYIIECTBEHHBIE OTCTYIICHUS
oT TpeOoBaHMil K pepepupoBanuio. B yacTHOCTH: TeMa OCBeIleHA JTUIIb YaCTHYHO;
JIOTYIIEHbI (haKTUYECKUE OIMUOKU B COJEp>KaHUU pedepara; OTCYTCTBYIOT BBIBO-
JTBL.

OrneHka «HeyI0BJIETBOPUTEIbHO» — TeMa pedepara HE pacKpbiTa, oOHa-
pPY’KUBaeTCsl CyIIECTBEHHOE HEMIOHMMAHUE MPOOJIeMbl WK pedepar He MpeCcTaB-
JIEH BOBCE.

KpuTtepusimu ouneHKH AOKJAAa SBISIOTCS: HOBHU3HA TEKCTa, 0OOOCHOBAH-
HOCTh BBIOOpA UCTOYHUKOB JIMTEPATYPHI, CTETICHb PACKPBITHSI CYIIIHOCTUA BOMPOCA,
coOtoieHus TpeboBaHmit K 0POPMIICHHIO.

OrneHka «OTJIMYHO» CTAaBUTCS, €CIIM BBIIOJIHEHBI BCE TPEOOBAaHMSI K HarmKca-
HUIO JIOKJIaJia: oO0o3HaueHa mpobiieMa U 00OCHOBaHA €€ aKTyaJbHOCTb, ClieNiaH
aHaAJIM3 Pa3IMYHBIX TOYCK 3PCHUS HA paccMaTpUBAEMYIO MPOOJIEMY U JIOTHYHO H3-
JIO’)KeHa COOCTBEHHAS TO3HITUS; CPOPMYIMPOBAHBI BBIBOJIBI, TEMa pacKphITa MOJI-
HOCTBIO, BBIJIEpKaH 00BEM; COOTIOIEHBI TpeOOBaHUs K BHELTHEMY 0(OPMIICHUIO.

OleHKa «XOpOIIO» — OCHOBHBIE TPEOOBaHUSI K JOKJIATy BBITIOJHEHBI, HO
IIPY ATOM JOMYIICHBI HETOUYETHI. B 4aCTHOCTH, MMEIOTCS HETOYHOCTH B M3JIOXKE-
HUW MaTepuaia; OTCYyTCTBYET JIOTHUECKasi TOCJIEeI0OBATEILHOCTh B CYXKJIEHUAX; HE
BbIIepKaH 00bEM pedepaTa; UMEIOTCS YIYIEHUS B 0(DOPMIICHHH.

OrneHka «yAOBJIETBOPUTEIbHO» — UMEIOTCSI CYIIECTBEHHBIE OTCTYIUICHUS
oT TpeboBaHUi. B yacTHOCTH: TeMa OCBEIeHA JIMIIIb YaCTUYHO; JOMYIIEeHbI (ak-
TUYECKHUE OMIMOKHU B COJIEPKaHUM JIOKJIaa; OTCYTCTBYIOT BBIBOJIBI.

OrneHka «Hey10BJIETBOPUTEIBLHO» — TeMa JIOKJIaJa HE pacKpbiTa, 0OHApY-
JKUBAETCS CYIIECTBEHHOE HEMOHMMAaHUE MPOOJIEeMbl WU JTOKJIAaJ] HE MPECTaBICH
BOBCE.

Kpurepuu oneHnBanusi BbINOJTHEHHUS 3CCe

OueHka «OTJMYHO» — BBICTABIIETCS CTYACHTY, MOKAa3aBIIEMY BCECTOPOH-
HUE, CUCTEMAaTU3UpPOBAHHbIE, IITyOOKHE 3HAHUS MPOOJIEMHBIX BOIPOCOB 3CCE U
YMEHHE YBEPEHHO NMPUMEHATh UX HA NMPAKTUKE MPU PEIICHUM KOHKPETHBIX 3a/ad,
cBOOO/IHOE U MPaBUIbHOE 0OOCHOBAHUE MPUHSATHIX PEIIECHU.

OneHka «X0poII0» — BBICTABIISIETCA CTYJEHTY, €CJIM OH TBEPAO 3HAET MaTe-
puain, rpaMOTHO M MO CYILIECTBY H3J1araeT €ro, ymeeT NPUMEHATHb IOJIyYCHHbIE
3HaHUS HA MPAKTUKE, HO JOIYCKAET B OTBETE WIM B PEIICHUU CUTYyalMOHHBIX 3a-
Jlady HEKOTOPbIE HETOYHOCTH, KOTOPBIE MOKET YCTPAHUTh C ITOMOLIBIO JONOJIHU-
TEJIbHBIX BOIIPOCOB MPENOaBaTENS.
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OrneHka «ya10BJE€TBOPHUTEIbHO» — BBICTABISIETCS CTYJEHTY, MOKa3aBIIEMY
(dparMeHTapHbIi, pa3pO3HEHHBIA XapaKTep 3HAHWN, HEAOCTATOYHO MpPABUIIbHBIC
(dopMyIHpPOBKH 0a30BBIX MOHATHH, HAPYIICHHUS JIOTUYECKON MOCIIEA0BATEILHOCTH
B M3JIO’KEHUH NPOTPaMMHOTO MaTepualia, HeOOXOAUMBIMU JIJIs AalibHEeHIero o0y-
YEeHUSI U MOXKET MPUMEHSTh MOJIydYeHHbIe 3HAHUs 10 00paslly B CTaHAApTHOM CH-
Tyaluu.

OreHKka «HeyA0BJIETBOPUTEIbHO» — BHICTABIISCTCS CTYJIEHTY, KOTOPBINA He
3HaeT OOJbIIEH YacTH OCHOBHOTO COJEP KaHMS BHIHOCHUMBIX Ha KOHTPOJBHYIO pa-
00Ty BOIPOCOB TE€M TUCIUIUIUHBI, JOMYyCKAET rpyOble OMHMOKH B (POPMYIUPOBKAX
OCHOBHBIX TMOHITHIA M HE YMEET HCIIOJIb30BaTh MOJTYYCHHbIC 3HAHUS MPHU BHITIOJ-
HEH 3Cce.

Kputepusimu ouieHKH NMoOBedeHHs] TUCKYCCHM SIBIISIIOTCS: TOYHOCTH apry-
MEHTOB (MCIIOJIb30BaHUE TTPUUUHHO-CIICICTBEHHBIX CBSI3€H); YeTKass (hopMyIupOB-
Ka apryMEHTOB U KOHTPAPTYMEHTOB; JOCTYMHOCTh (IOHATHOCTb) U3JIOKEHHUS; JIO0-
TMYHOCTh (COOTBETCTBHE KOHTPAPTYMEHTOB BBICKa3aHHBIM apryMEHTaM); KO-
PEKTHOCTb UCTIONB3YEMON TEPMHUHOJIOTUN C HAYYHOUM TOYKU 3pEeHHUs (TIPaBIUBOCTbD,
JIOCTOBEPHOCTh, TOYHOCTh OIPE/ACNICHUI); ylayHas IMojada Marepuana (dMOIMO-
HaJIbHOCTbh, WUTIOCTPATUBHOCTD, YOCIUTENBHOCTD); OT/EICHUE (PAKTOB OT CyOBEK-
TUBHBIX MHEHUH; HCIOJIb30BaHUE MPUMEPOB (APTYMEHTHUPOBAHHOCTH); BUICHUE
CYyTH TIPOOJIEMBI; YMECHUE OPHEHTHPOBATHCS B MEHSIOMICHCS CUTYaIlMH; KOPPEKT-
HOCTH TI0 OTHOIIICHHUIO K OTIMOHEHTY (TOJICPAaHTHOCTh, YBAXKCHHUE IPYTHUX B3TIISAIOB,
OTCYTCTBHE JIMYHOCTHBIX HAIMaJOK, OTKa3 OT CTEPEOTHIIOB, Pa3KUTAIOIINX PO3Hb H
HEIPUS3Hb).

OrneHKa «OTJIMYHO» CTAaBUTCS, €CIIM apTyMEHTHI MPUBOAMINCH 1O CYIIECT-
BY, KPaTKO JJAKOHUYHO, C MCIOJIb30BaHUEM HEOOXOIMMOW TEPMHHOJIOTHH, B TIO-
HSATHOM M noctymnHou (opme; hopma nogaun nHGOPMAIIMH COOTBETCTBYET €€ CO-
JIEp’)KaHUIO; BJIAJICHNE BHUMAHUEM ayJIUTOPUM, KOPPEKTHOE M yBAXKUTEIHHOE OT-
HOIIIEHUE K OCTAJIbHBIM YYaCTHUKAM JUCKYCCHH; B BBICTYIICHUN (DAKTHI OTACIICHBI
OT COOCTBEHHOT'O MHEHUS; HCIOJIb30BaHUE MPUMEPOB; BUJCHUE CYTH MPOOIEMBI;
YMEHUE OPUEHTUPOBATHCS B MEHSIOIICICS CUTYaIIUH.

OreHKa «XOPOI0» CTABUTCS, €CJIM apTyMEHThI IPUBOIUIIUCH 110 CYIIECTBY,
HO OBLITM OTKJIOHEHHS OT CYTH BONPOCA, MPU apTyMEHTAIUN TMPUCYTCTBOBAIHN J0JI-
r'Yi¢ BCTYIUICHUS W TIOSICHEHUS, HE TPEOYIOINE HEOOXOIUMOCTH; UCITOJIb30BAaHUE B
peun TepMuUHOJOTHH, dopMma ToAaur MHGOpPMalMK HE Bcerja ObUla yMECTHA, B
CBSI3M C YEM TEpsJIOCh BIAJCHUE BHUMAHUEM ayJIUTOPHUH, KOPPEKTHOE M YBaXKH-
TEJIHbHOE OTHOIIICHHWE K OCTAJbHBIM yYaCTHUKAM JIUCKYCCHH; B BBICTYIICHUU (aK-
Thl CMEIIMBAIMCH C COOCTBEHHBIM MHEHHUEM, YTO TIOPOKIAITIO CIIOPHI.

OreHKa «y/I0BJIETBOPUTEIBHOY» CTAaBUTCS, €CIIU CTYJICHT HE OPUCHTUPYET-
Csl B CUTYyaIlMH WJIM OPUEHTUPYETCS HE MOJTHOCTHIO, HE MOYKET MPUBECTH apTyMEH-
ThI Ha TIOCTABJICHHBIE BOMIPOCHI, a TAK)KE HE MTOKA3bIBACT YMEHHE BECTH JUCKYCCHUIO
B COOTBETCTBYIOIICH (popMme.

OrneHKa «HEYI0BJIETBOPUTEIBHO» CTABUTCS, KOT/IA CTYIAEHT OTKa3aycs
y4acTBOBaTh B IUCKYCCHUH MO MPUYMHE HE3HAHUS MaTepHaa.
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KpuTtepun onieHKH 3HAHMI NPU HANTHCAHUHM KOHTPOJIbHOM padoThl

OneHka «OTIIMYHO» — BBICTABIsIETCS OOydaroleMycsl, MoKa3aBIIeMy Bce-
CTOPOHHHUE, CUCTEMAaTU3UPOBAaHHBIE, TITyOOKHE 3HAHHS BONPOCOB KOHTPOJIBHOM
paboOThl U YMEHUE YBEPEHHO IPUMEHATh UX HA MPAKTUKE MPU PEIICHUU KOHKPET-
HBIX 3371a4, CBOOO/IHOE U MPaBUIIBHOE OOOCHOBAHUE MPUHSATHIX PELICHUM.

OneHka «X0poII0» — BBICTABISIETCSI 00yUaIOLEMYCsl, €CJIU OH TBEPJO 3HAET
MaTepHuaJl, FPaMOTHO U IO CYIECTBY MU3JIaracT €ro, yMeeT IPUMEHATH IT0JyYEHHBIE
3HaHUS Ha MPAKTUKE, HO JOMYCKAET B OTBETE WIM B PEIICHUHU 337a4 HEKOTOPBIE
HETOYHOCTH, KOTOPBIE MOXET YCTPAHUTH C IIOMOIIBIO JTOMOJIHUTEIBHBIX BOIIPOCOB
IIPEIOIaBATEIIA.

OrneHka «yA0BJIETBOPUTEIbHO» — BBICTABISIETCS OOydaromeMycsi, MoKa-
3aBIIEMY (PparMeHTapHbI, pa3pO3HEHHBIA XapaKTep 3HAHUW, HEJOCTATOYHO Mpa-
BUJIbHBIE (POPMYJIIMPOBKH 0A30BbIX MOHATUNA, HAPYLIEHUS JIOTHYECKOM MOCien0Ba-
TEJIBHOCTU B U3JIOKEHUU IIPOrpaMMHOI0 MaTepuaa, HO IIpU 9TOM OH BJIaJEeT OC-
HOBHBIMU MOHSATHSIMHU BBIHOCUMBIX Ha KOHTPOJIbHYIO PabOTy TeM, HEOOXOAUMBIMU
JUI JalibHEHIIero oOy4yeHuss ¥ MOXKET IPUMEHATh MOJIyYeHHbIE 3HAHUS 110 00pa3-
Iy B CTAH/IAPTHOM CUTYaLUU.

OrneHka «HeyA0BJIeTBOPUTEIbHO» — BBICTABISETCS 00yYaronemMycs, KOTo-
pBIii HE 3HaeT OOJIbLIEH YacTh OCHOBHOTO COJAEPKaHUSI BBIHOCUMBIX Ha KOHTPOJIb-
HYIO0 paboTy BOIPOCOB T€M JUCLHILIMHBI, JOIyCKaeT rpyOble OMIMOKHU B (hOpMYIIH-
POBKax OCHOBHBIX IMOHATHM W HE YMEET HCIIOJIb30BaTh IOJIYYEHHBIE 3HAHUS IMPU
PELIEHNH THUTIOBBIX MTPAKTUYECKUX 3a/1a4.

Kpurtepuu oneHuBaHus BbINOJHEHUS KeliC-3aIaHNH

Pe3ynbTaT BBINOJHEHHSI KEMC-3aJaHUSI OLIEHUBAETCS C YYETOM CIIEIYIOIINX
KPUTEPHUEB:

— TOJHOTA NMPOPa0OTKU CUTYAIINH,

— TIOJTHOTA BBITIOTHEHHUS 3aJJaHUs;

— HOBHU3HA U HEOPJAMHAPHOCTH MPE/ICTABICHHOTO MaTepualia U PelIeHU;

— TEPCIIEKTUBHOCTh M YHUBEPCATHOCTD PEIICHU;

— YMEHHE apryMEHTUPOBAHO 0OOCHOBATH BHIOPAHHBIN BapUAHT PEIICHMUS.

Ecnu pe3ynbrar BRIMOTHEHUS KeiC-3a]aHUsI COOTBETCTBYET 0003HAYEHHOMY
KPUTEPUIO CTYACHTY IPHCBAUBAETCS OAMH Oay (3a Kaxawlidi kputepuit mo 1 6ai-
ay).

OneHka «0TJIMYHO0» — IpU Habope B 5 OAIIOB.

OreHka «xopoio» — mpu Habope B 4 Gasia.

O1ieHKa «y10BJIETBOPUTEIBbHOY» — ITpU Habope B 3 Oaua.

O1eHKa «HEeYA0BJIETBOPHUTEILHOY» — IIPU HAOope B 2 Oasuia.

KpuTtepun onieHKu 3HAHUA NP MPOBeeHUN TECTHPOBAHUS

OlieHKa «OTJUYHO» BBICTABIISICTCS MIPU YCIOBUM MPABUIBHOIO OTBETA CTY-
JICHTa He MeHee yeM Ha 85 % TeCTOBBIX 3aJaHui;

OreHKa «XOPOII0» BBICTABIISCTCS MPHU yCIOBUW MPABWIBHOTO OTBETA CTY-
neHTa He MeHee ueM Ha 70 % TeCTOBBIX 3aJaHHI;
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OI_ICHKa «KYAOBJIETBOPHUTEJIbHO» BLICTABJICTCA IIPU YCIOBUH IIPABUIBHOI'O
OTBCTA CTYACHTA HC MCHCC UCM Ha 51 %;

OHCHK& CHEYAOBJECTBOPUTEJIbHO)» BLICTABIIACTCA IIPU YCJIOBHU IIpaBHUJIIb-
HOT'O OTBCTA CTYACHTAa MCHCC YCM Ha 50 % TecToBBIX SaﬂaHHﬁ.

PCBYJILTaTBI TCKYIICI'O KOHTPOJIA HCIIOJB3YIOTCA IIpU IIPOBCACHHUU IIPOMC-
H(YTOQHOﬁ aTTCCTallhu.

Kpurepuu ouneHkH 3HAaHUN NIPH NPOBEACHUH 3a4UeTa

OueHka «3a4TeH0» — JIaH IOJHbIA, Pa3BEPHYTHIM OTBET HA NMOCTABJICHHBIN
BOIIPOC, NOKa3aHa COBOKYMHOCTb OCO3HAHHBIX 3HAHUH 00 OOBEKTE, MPOSIBIISAIO-
mrasicsi B CBOOOIHOM ONEPUPOBAHUU TOHATHUSMHU, YMEHUH BBIACIUTH CYIIECTBECH-
HBIE Y HECYIIECTBEHHBIEC €TI0 NPU3HAKU, NMPUYUHHO-CIEACTBEHHBIE CBS3H. MOTyT
OBITh JOMYILIEHbI HEAOYETHl B ONPEIEICHUU MOHATUM, UCIIPABICHHbIE CTYIEHTOM
CaMOCTOSATEIIBHO B IIPOLECCE OTBETA.

OneHka «He 3a4TEHO» — JOIYIIEHbl I'pyOble OLIMOKU IMpPHU ONpeaAcIeHUU
CYIIIHOCTHU PaCKpbIBAEMBIX IIOHATUM, TEOPUH, SIBIICHUM, BCIECICTBUE HEIIOHUMAaHUs
CTYJIEHTOM UX CYLIECTBECHHBIX U HECYILIECTBEHHBIX IIPU3HAKOB U CBA3eU. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHUE PACKPBITh KOHKPETHBIE MPOSBICHUSI 0000IIEHHBIX
3HaHUU HE II0KAa3aHO.

8 IlepeyeHb OCHOBHOWM U JOMOJHUTEILHON yueOHOI JuTepaTy-
phI

OcHoBHas yueOHasi JIUTEpaTypa

1. beixoBa, T. A. JlokymeHTanimoHHOE obOecrieueHUe yrnpaBiaeHUs (ASIOMpo-
n3BOACTBO) : yueO. mocobue / T. A. beikoBa, T. B. Ky3nenona, JI. B. CankuHa ;
nox oo6mr. pea. T.B. Ky3nenoBoii. — 2—e usn., nepepad. u gorn. — M. : UTHOPA-M,
2020. — 304 c. + Jlom. matepualsl [DIeKTpOHHBIN pecypc]. — (Bricmee o6pa3oBa-
HHUE: bakamnaBpuar). Pexum JIOoCTyma:
https://znanium. com/cataloq/product/1078152

2. Ky3nenona, 1. B. JlokyMeHTHpOBaHUE yNPABICHYECKON NIEATEILHOCTH :
yaeOHoe nocobue mis 6akanaspoB / . B. Ky3nenosa, I'. A. XauarpsiH. — 2-e uzj.
— Mocksa : JlamkoB u K, A#t [Tu Op Menna, 2021. — 240 c. — Pexxum nmoctyma:
https://www.iprbookshop.ru/99364.html

3. Paznopoxubiid, A. A. JIOKyMEeHTHPOBAaHUE YIPABICHYECKON NEATEIbHO-
cTH : yueb. nmocodue / A. A. Paznopoxusiii. — M. : UHOPA-M, 2018. — 304 c. —
(Bricmiee 00pa3oBaHuUE: bakanaBpuar). — Pexum JOCTYyTIA:
http://znanium.com/catalog/product/969585

JonoaHuTtenbHasi ydeOHas quTEepaTypa
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https://znanium.com/catalog/product/1078152
https://www.iprbookshop.ru/99364.html
http://znanium.com/catalog/product/969585

1. Imutpuena, JI. M. JlokyMeHTalMoHHOE OOecreueHne ynpaBieHYeCKOU
JeATeNIbHOCTH : yueOHoe nocodue / JI. Y. JImutpuena, U. B. Py3aeBa. — HoBocu-
oupck : HoBocuOupckuit rocy1apcTBEHHbIN TeXHUYecKuil yHuBepcutet, 2019. —
100 c. — Peskum poctyma: https://www.iprbookshop.ru/98703.html

2. Kprokxosa, H. II. JlokymMmeHTHpOBaHUE YyMNpPaBICHYCCKONU JCATEIBLHOCTH :
yuebHoe mocobue / H. I1. Kprokora. - MockBa : UH®PA-M, 2019. — 268 c. —
(Breicuiee oOpazoBaHue: bakanaBpuar). — Pexum JOCTYTIA:
https://znanium.com/catalog/product/991955

3. [Tanacenko, FO. A. JIokyMEHTHPOBAaHHE YIIPABICHYCCKON IEATEIHHOCTH:
Yuebnoe mocodue / FO.A. ITamacenko. — Mocksa : PUOP, 2018. — 138 c.: — (Kap-
MaHHO€E yueOHoe nocobue). — Pexxum J0CTyna:
https://znanium.com/catalog/document?id=309085

O [lepeyennb pecypcoB HH(POPMAITHOHHO-TEJTEKOMMYHHKAIIUOH-
Ho#l ceTu «AHTEpHET»

Ilepeuens ObC
Ne HaunmenoBanmue TemaTuka Cceblika
1. | Znanium.com YHuBepcaibHas
2. | IPRbook YHuBepcaibHas
3. | O6pazoBarenbHbiii noprast Kyol'AY | YHuBepcanpHas

Ilepeuens MHTEpPHET CAalTOB:

«Poccuiickuii xypHai MeHeKMeHTay https://rim.spbu.ru

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

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

Kypnan «l'eHepanbHBIi JUPEKTOP. YTNPABIEHUE MPOMBINUIEHHBIM IpEJ-

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

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

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

)KypHan «DKOHOMHKA nu MCHCI)KMCHT CUCTEM YHPaBJIICHUS
http://www.sbook.ru/emsu/

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

KypHan AenonpousBOACTBA 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

DNEeKTPOHHBIN KypHal «YnpasneHune HPEIIPUATHEM

https://e.management.mcfr.uz/promo.aspx
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10 MeToanueckue yKa3zaHusl JJisi 00y4aloUUXcsl 10 OCBOEHMIO
TUCHUILIAHBI

1. JlokyMeHTHpOBaHHE YMPABICHYCCKON NEATCIBHOCTH: METOJ. yKa3aHHUs
10 MPOBEICHUIO MTPAKTHYECKUX 3aHITHH, OpraHu3aIlid CaMOCTOSTEILHON U Hay4-
HO-MCCJIEA0BATEILCKOM padOThI sl 00yJaromuXcsl IKOHOMUYECKOTo (haKynbpTeTa
no HarpanyieHuto nmoAaroroBku 38.03.02 Menemxment/ coct. A. B. Ilorubenes. —
Kpacuomap : Kyol'AYy, 2019. - 36 c¢ — Pexum pgocryna:
https://edu.kubsau.ru/file.php/123/MU_Dokumentir_uprav_dejat 524945 v1 .PD
F

OcBoeHne TUCUUILTMHBI 00YYArOIIMMUCS MPOU3BOJUTCS 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;

— IIn KyoI'AY 2.5.29 «O dopmax, METOJIax U CPEACTBAX, MPUMEHSIEMBIX B
y4eOHOM MpolLecce»;

11 Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOTHH, UCHOJb3yeMbIX
IPU OCYLIECTBJIEHNH 00pa30BaTeJbHOIO Mpouecca no JUCHUILIUHE,
BKJIIOYasi nepe4YeHb NPOrpaMMHOI0 o0ecnevyeHust U
HH(POPMALMOHHBIX CIIPABOYHBIX CUCTEM

WNHupopmalinoHHbIe TEXHOJIOTUH, UCIOIb3yEeMbIE NPU OCYLIECTBICHUN 00pa-
30BaTEJIBHOIO IMpoliecca Mo AUCLUUILIIMHE, TO3BOJISIOT: 00ECeUnTh B3aUMOJCHCT-
BHE MEXIy y4YaCTHUKaMU 00pa30BaTEIbHOIO Mpolecca, B TOM YHCIE CHHXPOHHOE
U (WIM) aCHHXPOHHOE B3aUMOJEHCTBHUE, MOCpencTBOM cetu «HTepHeT»; dpukcu-
poBaTh X0JI 00pa30BATENLHOIO Mpollecca, pe3yabTaTOB MPOMEKYTOUYHOM aTTecTa-
MU 0 AUCIUIUIMHE U PE3yJbTaTOB OCBOCHUSI 00pa30BaTEeIbHON MPOrPaMMBbI; Op-
raHU30BaTh MPOLECC 00pa30BaHus MyTEM BU3YyaIU3alUMKi U3ydaeMoil uHdopmanuu
MOCPEJICTBOM MCIOJIb30BaHUS Mpe3eHTalul, Y4eOHbIX (PUIBMOB; KOHTPOJIUPOBATH
pe3ynbTaThl 00yYeHUsI HA OCHOBE KOMIIBIOTEPHOTO TECTUPOBAHUS.

ITepeuens nuuen3uonnoro 10

Ne HaumeHoBaHue Kparkoe onucanue

1 Microsoft Windows OnepanuoHHas cHCTeMa

2 Microsoft Office (Bximtouaer Word, Excel, Power- | ITakeT opUCHBIX TIPUITOKESHUH
Point)

3 Cucrema tectupoBanust INDIGO TectupoBanue
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[lepeuennr npodeccroHanbHBIX 0a3 JAHHBIX U MH(DOPMAIMOHHBIX CIPaBOY-

HBIX CUCTEM

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-TeXHHYECKOE oOOecrieueHue sl 00y4eHusI
10 JUCHMILJIMHE

HJ'IaHI/IpyeMBIC IMOMCHICHUA IJIS ITPOBCACHUA BCCX BUIOB yq€6HOﬁ ACATCIIb-

HOCTH

Ne

HanmenoBaHue y4eGHBIX

HaumeHnoBanue nomenieHuil ais npoBeaeHUs

Anpec (MECTOMNONOKEHHUE)

n/n MIPEAMETOB, KypCOB, BCEX BHJIOB YUE€OHOMW JESTEIbHOCTH, IPEIy- NOMELICHUH JJIs TPOBENICHUS
JUCUMILUIMH (MOAYJEeH), | CMOTpPEHHOH y4eOHBIM IUIaHOM, B TOM YHUCIIE, BCEX BHUJIOB y4eOHOU niesi-
NPAKTHKH, MHBIX BUJIOB | MOMEIIEHHUH [l CAMOCTOSITENbHOM paboThl, ¢ | TEJILHOCTH, IPEAYCMOTPEH-
y4eOHON eI TebHOCTH, yKa3aHHEM IepevHs] OCHOBHOTO 000pyaoBa- HOI y4eOHBIM IIIaHOM (B

HPeyCMOTPEHHBIX HHS1, y4eOHO-HATIISIHBIX TOCOOHMH M HCIIOJIb- cllydae peainusaiuu oopaso-
y4eOHBIM IUIAHOM 00pa- 3yeMOT0 IIPOrPaMMHOT0 00ECIICUCHHUS BaTeNIbHBIX IPOrPaMM B ceTe-
30BaTeIBHON POrpaMm- BOH hopMe TOTIOTHUTENEHO

MBI YKa3bIBACTCsl HANMEHOBAHUE
OpraHusanuu, ¢ KOTopoil 3a-
KITFOUYEH JIOTOBOD)
1 2 3 4
1. JlokyMeHTHUpOBaHNE ITomemtenne Ne402 DK, mocafouHBIX MECT — 350044, KpacHomapckuii

YIPaBICHYECKOU Aesl-
TENbHOCTU

50; miomans — 60,8 M%; yuebHas ayauTopHs
JUIs TIPOBEJICHNUS! 3aHATHI JIEKIIMOHHOTO THIIA,
3aHATHUI CEMMHAPCKOTO TUIA, KYPCOBOT'O HPO-
eKTHUPOBaHUS (BBITIOJIHEHHUS KYPCOBBIX padoT),
TPYIIOBBIX U HHANBUYAIbHBIX KOHCYIIbTa-
LU, TEKYIIEro KOHTPOJIS U TPOMEXYTOUHOH
aTTecTalny.

CHeNHaNN3UpOBaHHast MeOenb (yueOHas 1oc-
Ka, yueOHas MeOep);

TEXHUYECKUE CpeACTBa 00yUYeHUsl, HaOOPBI
JIEMOHCTPALMOHHOTO 000pY/I0BaHUs U yueo-
HO-HATISITHBIX TTOCOOM (HOYTOYK, IPOEKTOP,
9KpaH);

Joctyn k cetu «HTepHET;

JIOCTYII B 3JIEKTPOHHYIO 00pa30BaTeIbHYIO
Cpeny YHUBEPCHTETA,;

nporpammuoe obecneuenue: Windows,
Office.

ITomemenne Ne305 DK, mocamodHBIX MECT —
30; mrormmans — 41,7m?; JlabopaTtopust Me-
HEDKMCHTA ¥ MAapKETHHTa.

TEXHUUYECKUE CPEJICTBA OOyUSHUS
(KOMITBIOTEP TIEPCOHANBHBIA — 4 IIT.);
Ha0OPBI IEMOHCTPAIIMOHHOTO 000PYAOBAHHUS
1 y4eOHO-HArJSAHBIX TOCOOUH (HOYTOYK,
IIPOEKTOP, FKPaH);

JOCTyI K cetu « HTEepHETY;

JIOCTYTI B 3JICKTPOHHYIO WH(OPMAIIMOHHO-

Kkpa#, r. KpacHogap, yi. um.
Kanununa, 13
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HaunmenoBanune yueOHBIX

HaumenoBanue nomeneHuit st IpoOBEACHUS

Anpec (MECTOTOIOKEHUE)

n/m MIPEAMETOB, KypCOB, BCEX BHJOB YU€OHON AESTEINBHOCTH, IPELY- TIOMEIIEHUH 111 TPOBENICHNS
JUCHIUIUTAH (MOJTyJIeH), CMOTPEHHOU y4eOHBIM IJIAHOM, B TOM YHCIIE, BCeX BHIOB yueOHOM aes-
MPaKTHKH, HHBIX BUIOB | MOMEIIEHUH ISl CAMOCTOSITEIEHOM paboThI, C TENBbHOCTH, PETyCMOTPEH-
y4e0HOI1 NesTeTbHOCTH, yKa3zaHHEM IepeYHs OCHOBHOTO 000pyIOBa- HOW y4eOHBIM TIJIAHOM (B

MIPEIyCMOTPEHHBIX HUS, y9eOHO-HATIISTHBIX TIOCOOUH M HCTIONh- clTydae peanu3aiin o0pas3o-
Y4eOHBIM IUTaHOM 00pa- 3yeMOro IpOrpaMMHOTO 00ECTICYeHNUS BaTENFHBIX IIPOTPaMM B CETe-
30BaTeNbHOMN MPOTpaM- BOW (hopMe TOTIOTHUTETHHO

MBI YKa3bIBaeTCsl HANMEHOBAHUE
opraHu3anuy, ¢ KOTOpou 3a-
KITFOUCH JIOTOBOD)
1 2 3 4

00pa30oBaTeIbHYI0 Cpe/ly YHUBEPCHTETA,;
nporpammuoe obecnieuenue: Windows, Office
crienuanu3upoBantas Mmedenb (yueOHas 10c-
Ka, yaeOHast MeOelh).

TTomemtenne Ne211 HOT, momans — 19,3M2;
MIOMEIICHUE JUIsl XPaHSHHUS 1 NPOpHIaKTHIC-
CKOTO 00CITy)KHBaHUS YIeOHOTO 000pyIOBa-
HHUSL

CIUIUT-CcUCTEeMa — 1 IIT.;
XOJIOAWIBHUK — 1 MIT.;

TEXHUYECKUE CPe/ICTBA 00yUeHUs

(My — 1 mr,;

npoekrop — 1 wr.;

KOMIBIOTEP MEePCOHATBHBIN — 2 IIT.);
mporpammHOe obecnieueHne: Windows,
Office, INDIGO.

Ilomemenne Ne211a HOT, mocamodsbIx MecT
— 30; mmomans — 47,1 MZ; IMOMEIIECHUE IS
CaMOCTOSTENIFHON paboTHI 00YJarOLTHXCS.
KOHJMIIMOHEp — 2 IIT.;

TEXHUYECKHE CPEeICTBA 0OYUEHUS

(mpuHTEp — 2 1WIT.;

9KkpaH — 1 mT.;

npoekrop — 1 wmr.;

cereBoe obopynoBanne — 1 mT.;

ubm — 1 mmr.;

KOMIBIOTEp MMEPCOHATBHBIN — 6 IIT.);
J0cTym K ceTn «MHTepHeT»;

JOCTYII B 3JICKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTEeNBHYIO CpEAy YHUBEPCHUTETA,
CIeMaNIn3upoBaHHast Mebenb (yueOHas Me-
0enn);

[Iporpammuoe obecnieuerne: Windows,
Office, cnenmanu3upoBaHHOE JINIIEH3NOHHOE
1 cBOOOJTHO pacIpocTpaHsIeMoe IIPorpaMMm-
Hoe obecreueHue, peyCMOTPEHHOE B pado-
yel nporpaMme
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