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JINCT COI'JIACOBAHUA

PABOYAS ITPOI'PAMMA COCTABJIEHA B COOTBETCTBHUA C TPEBOBAHUAMMU ®EJNEPAJIBHOI'O
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Kageapa P1 MEHE/DKMEHT OPTAHU3ALIN
Banenko Anekcangpa CepreeBHa, CTapIlii ITperofiaBaresib

IIporpamma paccMoTpeHa
Ha 3acefilaHuu Kadeapri-pa3paboTurka
paboueii mporpammel P1 MEHE/DKMEHT OPTAHU3AIINU

3aBenytomuii Kadeapoii [lImatko A. ., 4.3.H., pod.

[Tporpamma paccMoTpeHa
Ha 3ace/lJaHUU BbIITyCKaroleil Kadeapsl

P4 DKOHOMMKA, OPTAHU3AILIUA 1 YIIPAB/IEHUE ITPON3BOJCTBOM

3aBeytromuit Kadeznpoit Visuenko B.I1., f.1.H., ipod.




PABOYASA ITPOI'PAMMA ANCLHUIIVINHbBI
JTOKYMEHTUPOBAHUE YITPAB/TEHUECKOW JEATE/IBHOCTH

Pazpensl paboyeii nporpamMmsl

1. HEJIN OCBOEHUA OV CLIUITIIMHBI

2. MECTO IMCHUITIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA U COOEP)KAHUME NVCHUITJIMHEI

4. ®OPMBI KOHTPOJIA OCBOEHUA JUCHAITJINHBI

5. YYEBHO-METOAMYECKOE 1 THO®OPMAIIMMOHHOE OBECITEUEHUWE NVCHUIIJIMHEI
6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JVCIAIT/IVMHBI

IIpunoxenusi K padoueii mporpaMMe JUCHUIUIMHBI
o Ilpunoxxenue 1. AHHOTaUUs paboyeli MpoOrpaMMBl

o Ilpunoxkenue 2. TexHonoruu ¥ GopMel 00ydeHHst
o [lpunoxenue 3. @OHABI OL}EHOYHBIX CPE/ICTB



1. OE/IX OCBOEHUSA JUCIHUIT/IMHbI

Lenbio 0CBOEHUST JUCIUTIIVHEI SIB/IsieTCsT () OPMUPOBaHUe CIeYIOINX KOMITeTeHIIMN:

OTIK-2 — crocoOHOCThb OCYIeCTBATL CO0p, 00pabOTKY M CTaTUCTUUECKUI aHaIu3 JaHHBIX, HEOOXOAUMBIX [Iis
pemieHud NMOCTaB/JI€HHBIX SKOHOMHWYECKUX 3d/1d4

DOpMHUPOBAHMIO KOMITETEHLIMH CITY>KUT JOCTIDKEHHe CIeAyIOIMX pe3y/sTaToB 00pa3oBaHust:
OIIK-2

3HAHUSAL:

- CTaHJapThl yHUGULIMPOBAHHOM CUCTeMbI OpraHM3alliOHHO-PacIopsiUTeIbHON J0KYMeHTalluY;

- CyllleCTByIOI{Me YHUDULIMPOBaHHbIE CUCTEMbI JOKYMeHTallly;

- TeopeTHYeCKHe OCHOBBI M 3aKOHOMEDHOCTH [OKYMEHTAlL[IOHHOTO o0ecreueHusl yIpaB/ieHueckon
LesiTe/IbHOCTY;

- TeXHOJIOTHIO pa3paboTKu W IpaBu/ia O(QOpPM/IeHHs OpraHU3aljMOHHO-TIPABOBBIX, PACIIOPSIUTE/NBHBIX U
MH(OPMaLMOHHO-CIIPaBOYHBIX JJOKYMEHTOB;

- 3aKOHOAAaTe/lbHble, HOPMAaTHMBHbIe U IIPaBOBble AaKTbl, perVlaMeHTUPYHOLe [JOKYMeHTHPOBaHHWe
yTIpaB/ieHYeCKOH [leqTeIbHOCTY;

- TpeboBaHMSI K COCTaB/leHHIO, O(OPM/IEHNIO0 YHU(MHULIMPOBAHHON CHUCTEMBI OPraHM3alMOHHO-
pacnopsauTeNbHOMN JOKYMeHTaLUY;;

YMeHus:

- C/IyLIaTh, BOCIIPUHUMATh JOKYMEHTHYH0 NH(GOPMALIHIO C yUeTOM KY/IBTYPHBIX U SI3bIKOBBIX Pa3/IUUMi;

- COCTaB/sITh [JOKYMEHTbl B COOTBETCTBUM C TpeOOBaHUSMM YHU(PUIMPOBAHHOM  CHCTEMbI
OpraHM3aLI0HHO-PACIIOPAAUTEeBHOMN JOKYMeHTaL[|;

- BBISIBJISITH COCTAaB HEOOXOIUMBIX JOKYMEHTOB B KOHKDETHOM yTIpaBeHuYeCKOl CUTYaL[iH;

- CUCTeMaTH3UpOBaTh U 0000IIaTh JOKYMEHTHYIO HH(OPMALHIO, TOTOBUTB CITPAaBKU, 0030DHI;

- pepeprpoBaTh, PeAAKTHPOBATh, pELIEH3UPOBATh TEKCTHI;

- paboTaTb C HOPMAaTHMBHOW, CreLMaJbHOH W 3aKOHOAATe/NbHOW JIUTepaTypod /s TPAaKTHYeCKOTo
TIpYMeHeHUst TIPH CO3/JaHKH 1 0()OPMJIEHHH JOKYMEHTOB,;

- pa3pabaTbiBaTh MPOEKTHI IOKYMEHTOB;;

HABbIKU:

- B/IaZIeTb 3aKOHOZATeNbHBIMU akTamu P® B cdepe vHGOPMALMK U JOKyMEHTALMOHHOTO 0becrieyeHust
yIIpaBJIeHus, yKa3aMu U pacriopsbkeHusmu Ilpesunenra PO, nocranosnenusamu Ilpasurenscrsa P®, HopMaruBHO-
MPaBOBBIMU aKTaMHu (hefiepa/ibHBIX OPraHoB, B 00/aCTH [JOKYMEHTUPOBaHUsI YIPaBIeHUECKON [esTebHOCTH,
rOCyJapCTBEHHbIMU CTaH/apTaM{d Ha JO0KYMEHThl, YHM(HUIMPOBaHHBIMH CHCTeMaM{ Ha JOKYMEHTallud WU
00111epOCCUICKUMY K/lacCU(UKaTOpaMy TeXHUKO-3KOHOMHYECKOH U COLanbHON MHGOPMAaLIUHT;

- UCTI0/Tb30BaHKsT COBPeMeHHBIX CIOCOO0B M TEXHOJIOTHI CO3/aHusI JOKYMEHTOB,;

- TIpUMEeHEeHHSI MeTOZOB KOMIIBIOTEDHBIX TeXHOJOruii 1o cbopy, o6paboTke, mepegaud, aHaaM3a
JOKyMeHTHOM MH(bopMaluy;

- aJanTUpoBaTb K KOHKPETHBIM YCJIOBUSIM U KCIIO/Ib30BaTh MPOrpaMMHbIe NPOJYKTHI [JI COCTaB/IeHUs,
ohopMIeHHsT OpraHN3alOHHO-PACTIOPSIAUTE/TBEHON JOKYMeHTAL|Y U OpraHU3aLiy JOKYMeHTo000poTa;

- CaMOCTOAITeJILHOTO IpUOOpeTaTh HOBLIe 3HAHHWM, UCIIONB3ysl COBpeMeHHBle 00pa3oBaresibHbIe
TeXHOJIOTUH;.



2. MECTO JUCHOUIIVIMHBI B CTPYKTYPE OOII BO

Ouciumnmisa JOKYMEHTAPOBAHUE YITPABJIEHUECKOM JEATE/IBHOCTH sBnsieTcs
IUCLIUIIMHOM 00s13aTe/IbHOM yacTH 0/10Ka 1 mporpaMmbl MOITOTOBKY 10 Hanpae/ieHuto 38.03.01 DkoHomuka.

CogepxaHve  JUCLUIUIMHBI ~ SIBASIETCA  JloTMYecKuM  mipogo/pkeHnem  aucturuivH:  JJEJTOBBIE
KOMMYHUKAIIMU, 3KOHOMUKA IIPEAIIPUATHSA, BBEJEHUE B WH®OPMAIIMOHHLBIE
TEXHOJIOT'NA.

Copep>kaHie  UCLUIIZIMHBI ~ BJISSIETCS OCHOBOM Jisi  ocBoeHus auciviinH: OPTAHU3AILIAA
IMPOMU3BO/JACTBA HA IIPEAIIPUATUN, YIIPABJIEHUE ITPOEKTAMMN.

IMpesBapuTe/IbHBIE KOMIIETEHIIVMH, CHOPMUPOBAHHbIE Y 00yUarOILerocs 0 Havua/jia U3yUueHus! UCLUITIUHbL:

e OIIK-6 — CriocobeH roHUMaTh IPUHLMIBI paboThl COBpeMeHHBIX HH()OPMAI[IOHHBIX TeXHOIOTHA U
WCII0/b30BaTh UX [JIs1 pellleHus 3a/iau IpoQecCcroHalbHOMN 1esiTeIbHOCTH

¢ TIK-91 — criocobeH K KOMMYHHKALIMH ¥ KOOTIepariuy B [poBOi cpejie, UCTIONB30BaHUIO PA3/TNUHbIX
LM(POBBIX CPeJICTB, MO3BOSIOLMX BO B3aUMOZ,eMCTBUY C APYTUMHU JHOABMU J0CTUraTh NOCTaBIEHHBIX
esei

o TIK-94 — criocobeH k ymipaBieHn o HHGOpMaLpieil ¥ JaHHBIMH, TTIOUCKY MCTOYHHKOB WH(POPMALMHU U
JAHHBIX, BOCTIPUSITHIO, aHAJTH3Y, 3aTIOMUHAHHUIO U Tiepejade HH(OPMAL[|H C MCTI0/Tb30BaHNeM LIM(POBBIX
CpeJiCTB, a TaK)Ke C TIOMOIIbI0 aJITOPUTMOB TIPH paboTe C MOTyUYeHHBIMU U3 Pa3/IMUHbIX HCTOUHUKOB
JAHHBIMH C 11efbio 3()(eKTUBHOTO NCTI0/Ib30BaHUS TIOMyUeHHOW MH(OPMALH /IS PerlieHus 3a7ad

e TICK-1.4 — Criocoben cobparh 1 pOaHATM3UPOBATh UCXO/HBIE JaHHbIE, HEOOXOMMbIE I/ pacueTa
SKOHOMMYECKHX U COLMa/IbHO-5KOHOMUUEe CKUX MOoKas3aresel, XapakTepu3yLUX AesTeJbHOCTb
XO3SHCTBYIOLMX CyOBEKTOB

¢ YK-3 — CriocobeH 0CyIIeCTB/IATh COL[HATBHOE B3aUMO/IEMCTBHE U PEaTM30BbIBAaTh CBOIO POJ/ib B KOMaH/Ie

¢ YK-4 — CriocobeH OCyILIeCTBSATh AeM0BYI0 KOMMYHHKALIMIO B YCTHOM M MUCEMeHHOW opMax Ha
rocyfapCTBeHHOM si3bike Poccuiickoii @efiepaliii U MHOCTPAHHOM(bIX) s13bIKe(ax)



3. CTPYKTYPA U COAEPXKAHUE JUCIHUIT/IMHbI

OO0111ast TPYI0€MKOCTb AUCIMIIIMHBI COCTaB/sAeT 3 3.e., 108 u.

3.1. Copep:xanue (JUJAKTHKA) AUCHMILIMHbBI

KYPC

CEMECTP

HaumeHoBaHue Pa3fesioB M TUAAKTHYECKHX eJHHHL]

BCEI'O

AypuTopHBIe 3aHATHSA

B KOHTAKTHOH (

bopme

BCEI'O

Jlekuu

IIpakTHyeckue
3aHATHA

CamMocTosaTe/IbHass
paboTa cTyaeHToB

dopmupyemas
KoMmmeTeHuus, %

OIIK-2

Paspen 1. YnpaBieHueckasi H o) HCHas iesiTe/IbHOCTD. 1.1. Ba3oBble OHATHS
yrpaB/ieHUeCKO# JlesTeNIbHOCTH. 1.2. XapaKTepUCTHKM yTpaB/ieHueckoi 1 oprcHOI
nesire/ibHOCTH. 1.3. TIpo61ieMbl OpraHi3aLy 0(HUCHOIT JesTebHOCTH.

14

—_
jy

Paspest 2. OCHOBHBIE NOHATHA JOKYMEHTH ynpas. KOH /leATe/TbHOCTH. 2.1.
JIOKYMEHT U ero XapakTepuCTUKH. 2.2. YTipaBiieHte JoKyMeHTaMu. 2.3. CucTemMa yrnpap/eHus
JIOKyMeHTaMH.

10

11

Pa3zpen 3. B/IaHKH M COCTAaB PeKBH3HTOB yIIpaB/IeHYeCKHUX A0KYMeHToB. 5.1. Obmiue
Tpe6GOBaHMs K FOPHANUECKOH Crile i 0OPMIIEHHIO JOKYMeHTOB. 5.2. TpeGoBaHus K
0o(OpM/IeHHUIO yIIpaBIeHYeCKUX JOKyMeHTOB. 5.3. biaHK JoKymMeHTa U ero pa3HOBUAHOCTH. 5.4.
OcobeHHOCTH 0hOpM/IEHNSE MHOTOCTPaHUYHBIX [JOKYMEHTOB.

11

Paspen 4. Hopmar p 0asa JOKYMeHTH ynpaBJieHYecKoi
JeATeIbHOCTH. 3.1. Ob1iast XapaKTepHUCTHKa HOPMAaTHBHO-TIPaBOBOH 0a3bl JOKyMeHTHPOBaHHUsI
yrpas/ieH4Yeckoit festensHocTy. 3.2. [IpaBoBas 6a3a JOKYMEHTHPOBaHMS yIIpaBieHueCKOH
nesTenbHOCTH. 3.3. CTaHAapThl B JOKYMEHTUPOBAHNH YIIPaBIeHIeCKOil leTebHOCTH. 3.4.
HOpMBTV[BHLIE TIpaBOBbI€ aKThl MeXXBEJOMCTBEHHOI'O U BeJOMCTBEHHOI'O XapakKTepa.

14

11

Pa3zgen 5. OcoGenHocty opopmiieHns Hanbo/ee pacpoCcTpaHeHHbIX BUA0B
OpraHH3alHOHHO-PaCIIOPAANTE/TBHBIX JOKYMeHTOB. 6.1. IIpoToKo/bL. 6.2. AKTHL 6.3.
JloknaziHble ¥ 06bSCHUTE IbHBIE 3aMUCKY, 3asB/IeHUs, CipaBKU. 6.4. PacriopsijuTe/ibHble
JIOKYMeHTbI. 6.5. OpraHu3aL{IOHHO-TIPaBOBbIE JOKYMEHTbI.

11

12

Paspen 6. Cucrembl foKyMeHTanuu. 4.1. O61iepoccriickie CHCTeMbI JOKyMeHTaLHH. 4.2.
YHuULHPOBaHHbIE CUCTEMBI YIIPaB/IeHUeCKOH JOKyMeHTauu. 4.3. YHHUGULMPOBaHHbIE
(hOpMBI OTPAC/IeBO#t JOKyMEHTaL|H.

10

11

Paspen 7. IlucemeHHas Koppecnonpgenius. 7.1. Tenerpammel. 7.2. TenedoHHOrpammsl. 7.3.
@akcorpammsl. 7.4. CoobLLeHH s 3/IeKTPOHHOM 110uThl. 7.5. [TiCbMa, CBsi3aHHbIE C
pacnpocTpaHeHrneM nH$opmaruu. 7.6. ITucbMa, cBsi3aHHbIe ¢ 06palieHUs MK 10 TOBOAY TeX
WIM MHBIX fledcTBUiL. 7.7. [TncbMa-oTBeThI. 7.8. [I1cbMa peTeH3HMOHHOTO XapakTepa. 7.9.
TuceMa, cBA3aHHBIe C BbIpa)KeHHeM BHMMaHMs U yuactus. 7.10. PekomeH/aTelbHble 1
COIPOBO/IUTE/IbHBIE TIHChMa.

12

11

Paspgen 8. Opranusauus JoKymeHTooGopora. 8.1. [TonsiTre oKymMeHTooG0poTa. 8.2.
XapakTepucTHKH AOKyMeHTOOO0pOTa. 8.3. DTars! JoKyMeHToo60poTa. 8.4. OpraHusaryst
paGoTbI Cy»k6bl JOKyMEHTALIMOHHOrO obecreuenust yripasnenust. 8.5. OpraHusaryisi paboTs ¢
KOH(H/|eHIIa/IbHBIMHU JOKYMEHTaMH.

14

11

Paszpen 9. lokymeHTHpOBaHHe padoThi ¢ mepcoHaioM. 9.1. Komrieke kagpoBoit
JloKyMeHTaLuu. 9.2. JJoKkyMeHTUpOBaHHe rpyema Ha pabory. 9.3. JJoKyMeHTHpOBaHHe repeBo/ia
COTPYAHHMKOB Ha JIpyryio paboty. 9.4. [IoKkyMeHTHpOBaHHe MOOIPeHHst paGOTHUKOB 1
Ha/I0KeHUs! IMCLUITIMHAPHBIX B3bICKaHUH. 9.5. JJOKyMeHTUPOBaHHe YBOJIbHEHHs pabOTHHKa.

14

11

Bcero 3a 4 cemecTp

108

51

34

17

57

100

Bcero o AucyuninHe

108

51

34

17

57

100

3.2. AyAUTOPHBIM NPAKTUKYM

Ne
n/n

Homep u HaumeHOBaHMe pa3je/ia JUCHUITHHBI

Tema MNPAaKTHYE€CKOI'0 3aHATUA

Oo0nemMm,

ayp,.
JacoB

Paznen 1. YripaBneHueckasi U oucHas [iesiTe/IbHOCTb.

N3 Ne2. OcdopmieHre CTPYKTYpbI
OpraHu3salLuu

Pazznen 3. ByiaHKM U COCTaB PEKBU3UTOB
yTpaB/eHYeCKUX J0KYMEHTOB.

N3 Nel. OdopmieHure 6/1aHKOB
OpraHu3aLuu.

Paspen 5. OcobenHocTy odopmiieHus: Hanbosee

W13 Ned. Pa3paboTka 1 oopmiieHHe

3  |pacnpoCTpaHeHHBIX BU/IOB OpraHHU3aLiOHHO- OpraHu3alMOHHO-PaCHopsAUTe/bHbIX 4
pacrnopsiiuTebHbIX JOKYMEHTOB. IOKYMEHTOB.
4 |Paspen 7. IluceMeHHast KOppeCHOHAeHLA. W13 Ne5. OdopmieHre mmceMm. 2

Pasznen 8. Opranusarys 0KyMeHToobopoTa.

N 13 Ne6. OdopmiieHHe TIONOKEHHS 00
oTesne

Pazzgen 9. JJokyMeHTHPOBaHUe PabOTHI C IEPCOHATIOM.

W3 Ne3. OdopmiieHHe IITaTHOTO
pacnucaHusl.

Bcero 3a 4 cemecTp 17
3.3. CamocrosTenbHas pabora crygenrta (CPC)
Ne Homep 1 HauMeHOBaHUe pa3jena O0beMm,
Cojep>kaHue yueOHOTo 3a/[JaHHsA
n/n JUCLHMILIUHBI 4acoB

26209




Pazzen 1. YripaBneHueckas ¥ opucHas | YriyOnéHHOe n3yueHue U ped)eprpoBaHue CrieluanabHON 6
JleATeNbHOCTb. JIMTEepaTypsbl, IEKLIMOHHOIO MaTepuasa I10 BOIIpocam
paszena; BbinonHeHue V/13; moaroToska K
IMarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u pedepupoBaHue CrieluaabHON
Paspen 2. OcHOBHbIe MTOHATHS y Y pedepup !
. |[MTepatypsl, IEKLIMOHHOTO MaTrepuasa o BOIpocam
JOKYMEHTHPOBAHMSA yIIpaB/IeHUYeCKOU o 6
pazjiesna; MOArOTOBKA K AMAarHOCTUUECKOU paboTe U
AeAaTe/IbHOCTH. 3auery.
YrnybnénHoe uzyueHve u pedeprupoBaHUe CrielraabHON
Pa3gen 3. bnanku u coctaB y Y pedepup 5
JIUTepaTyphbl, JIEKLIMOHHOTO MaTepuasia o BOIpocam
PEKBU3UTOB YIIpaB/IeHUYeCKUX 6
paszena; BbimosiHeHre V/13; moAroToBka K
JAOKYMEHTOB. o
JMarHOCTUUeCKOH paboTe U 3aueTy.
YrnybnénHoe uzyueHve U peeprupoBaHue CIielaabHON
Pasznen 4. HopmaruBHO-TipaBoBast 6a3a y Y pedepup 1
< |[/IMTeparypsl, JIEKLIMOHHOIO MaTepHrasa I10 BOIIpocaMm
JOKYMEHTHPOBAaHUA yIIpaB/IeHuYeCKOU o 9
pasjiena; TIOATOTOBKA K AMAarHOCTHUECKOH paboTte 1
nesTesbHOCTH. saueTy
Pa3pen 5. OcobenHocTH ohopmiteHus |YrmyOnéHHOe u3yueHre U pedeprpoBaHue Criel[uaTbHOM
Hanbosee pacripoCTPaHeHHBIX BUIOB IUTEPATYPHI, IEKIIMOHHOTO MaTepyrasa 1o BOIpocam 6
OpraHMU3aljMOHHO-PacoOpSAUTe/IbHBIX (pa3zerna; BblnonHeHnue M/13; noaroroska K
JIOKyMEHTOB. JVarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u peepupoBaHye CrielraabHON
JIMTepaTypsbl, IEKLIMOHHOIO MaTepuasa 10 BOIIpocam
Pa3pen 6. CrcTeMbl JOKYMeHTaLUH. PaTYPbL, . P o P 6
paszjena; MoAroTOBKA K AMAarHOCTHUUECKOU paboTe U
3ayery.
Yrny6nénHoe usyueHve u pedepupoBaHue CrielraabHON
Pasgen 7. IluceMeHHas JIUTepaTypel, JeKLIMOHHOI'0 MaTrepura’a 10 BoIpocaM 6
KOppeCIOHIeHLs. paszena; BeinonHeHue V/13; moaroToBka K
JIMarHOCTUYEeCKOM paboTe U 3aueTy.
YrnybnénHoe usyueHve u pedeprupoBaHUe CrielraabHON
Paspen 8. Opranusanus JIUTepaTypsbl, TeKLIMOHHOTO MaTepuraJsa o BOIpocaM 6
TOKyMeHT0000poTa. pa3zena; BbimosiHeHre V/13; moAroToBka K
[MarHOCTUYeCKOH paboTe U 3aueTy.
YrnybnéHnHoe u3yueHve U peeprupoBaHue CIielaabHON
Pa3zpen 9. [lIokymMeHTHpOBaHHe PabOTHI |TUTEPATYPHI, JIEKIIMOHHOTO MaTepyrasa 1o BOIIpocam 6
C TIEPCOHAJIOM. pa3zena; BbimosiHeHHe V/13; moAroToBka K
TMarHOCTUYeCKOU paboTe U 3aueTy.
Bcero 3a 4 cemecTp 57
4. ®OPMbI KOHTPOJISA OCBOEHUSA INCITAIT/INHBI
CEMECTP HEJAEJ/IN CEMECTPA
1 2 3 4 5 [6] 7 8 9 |10 11 12 13 | 14 | 15 |16| 17
Bonp.
nri3 nri3 nri3 KIloc KTIloc KTIloc 3au
KTIloc ’|KIIoc > KIToc| AP ’|KIToc ’|OP|KIIoc ’|KIIoc ’|KToc| P ’
KIloc KIloc A KIloc UII13 A HII3 HII3 A Klloc,
3a4.

YcnoBHBIE 0003HAUEHHST:
e JTP — auarHocTuueckasi paboTa;
e KIloc — KOHTPO/Ib TIOCEIaeMOCTH;
o UII3 — unavBUyaibHOE NIPAKTHUeCKoe 3aZjaHue;
¢ Bormp. 3a4 — BONPOCHI K 3a4eTy;
e 3au. —3ayeT.

TeKyuii KOHTPOJIb yCIIeBaeMOCTH CTY/|eHTOB NPOBOJIUTCS B IMCKPETHbIE BpeMeHHble NHTEPBa/IbI B
crenyronmx GopMax:

JIMarHocThueckas pabora;

KOHTPOJIb MOCEIIaeMOCTH;
WHAWBUYya/IbHOE IIPDAKTUYEeCKOE 3a/laHHE,
BOTIPOCHI K 3aUeTy.

IIpomexyTouHasi aTTecTanys MPOBOAUTCS B popMax:

7
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5. YYEBHO-METOANYECKOE Y TH®OPMAIIMOHHOE OBECIIEUEHUE
TACHUATUIAHBI

5.1. OcHoBHas auTeparypa o AUCLUIIIUHE:

1. U. K. KopHees, A. B. ITiienko, B. A. MaypiieB. . JlokyMeHTUpOBaHUe yTIpaBieHueCcKo esaTe/TbHOCTH.
Mockga: HOpaiit, 2022, 351. pec.

5.2. [lononHWTeNbHAS IUTEpaTypa Mo JUCLUIIIVHE:
He TpebyeTcsl.
5.3. [lepuognyeckuie U3faHUS:
1. ABTOMAaTH3aLMA [IPOLIECCOB yIIPaB/IeHMs;
2. Kagposoe geno;

3. CouuanbHble U T'yMaHUTapHble 3HAHUA.

5.4. TlepeueHb pecypcoB HH()OPMAITMOHHO-TeIeKOMMYHUKAITHOHHOMN ceTy "VIHTepHeT", HeoOXOAUMBIX [IIst
OCBOEHUS JUCIUTIIHEI, 3/IEKTPOHHbIE OMO/IMOTeUHbIE CHCTEMBI:

1. https://urait.ru/book/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470 — KopHees U.
K., ITimenko A. B., Mamypiies B. A. JlokyMeHTHpOBaHWe yrpaBieHuUeCKOU JesiTelbHOCTH — KYIIUTh,
yuTaTh OH/MAkH. «FOpaliT».

CoBpemMeHHbIe TipodeccroHabHbIe 0a3bl JaHHbIX:

1. https://rusneb.ru — HainonanbHast snektponHasi 6ubmoreka (HOB);

2. https://cyberleninka.ru/ - Hayunasi snekrponHas 6ubmoreka «KubeprieHUHKa»;
http://www.rfbr.ru/rffi/ru/library - [ToTHOTeKCcTOBast 3/1eKTpOHHas 6ubmoTeka Poccutickoro donzia
(yHaMeHTaIbHBIX UCCITeI0BaHHIM.

WHdopmalmoHHbIe CIpaBOYHbIE CUCTEMBI:

1. TexskcriepT — VIHbOpMalLMOHHBIH 1TOpPTaI TEXHUYECKOTO perynupoBaHusi: Hopmel, paBusia, cTaHAapThl PO;

2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - B[] TOCTos
cobcrBeHHoM reHepauun BI'TY "BOEHMEX" um. [I. ®. YcTHHOBa;

3. http://www.consultant.ru/- KoncynerantIlmoc- nHbopMaloHHbIH 1TopTas MpaBoBo MH(OpMaLiH.

5.5. IIporpamMmMHoe obecrieueHue:

1. Microsoft Office.

5.6. 'HdopMaIiioHHbIe TeXHOJIOT U

B3auMozelicTBue ¢ oOyuatotrumucs nocpeacteoM DVIOC Moodle BI'TY «kBOEHMEX» um. I.®. YcTuHoBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUII/IMHbI

6.1. JIeKijuoHHbIE 3aHSATHS:

Criel[UaTM3upOBaHHbIe TpeboBaHMs 110 000PY/[0BaHUIO OTCYTCTBYIOT; ayAUTOPHS C TIOCAJI0YHBIMUA MeCTaMU
10 KOJIMYEeCTBY CTYZIeHTOB; [JOCKa.

6.2. IlpakTH4YecKye 3aHATHA:

1. IIpoexrop;
2. Microsoft Office.

6.3. IIpouee:

1. pabouee MecTO IIperofaBaresisi, OCHaIlleHHOe KOMIIBIOTEPOM C AOCTYTIOM B VIHTepHeT;
2. pabourie MecTa CTYZIeHTOB, OCHAIl[eHHbIe KOMITBIOTEPAMU C JOCTYTIOM B VIHTepHeT, ipeiHa3HaueHHbIe [JIist
paboThI B 3/1eKTPOHHOM 00pa3oBaTesibHOMN cpefe.
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IIpunoxenue 1
K paGoyeli MporpaMme JUCIUTLTHHBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

AHHoTanusa padouyei MPorpaMmel

Ouciynmisa  JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOW JEATE/IBHOCTU sBisercs
IUCLIUIIMHOY 00s13aTe/IbHOM YacTu 0/10Ka 1 mporpamMmbl MOJrOTOBKY 10 HarpaieHuto 38.03.01 DkoHomuka.
[ucuurivHa peanusyetcs: Ha ¢akynbTeTe P Me)kayHapoJHOTO MPOMBIIIIEHHOTO MeHeXKMeHTa U KOMMYHUKaIU
BI'TY "BOEHMEX" um. [1.®. YcruHosa kadezapoit P1 MEHE/DKMEHT OPTAHU3ALUN.

[ducuynivHa HaljesieHa Ha GOPMUPOBaHUe KOMNemeHYuli:
OTIK-2 crocoOHOCTb OCYIEeCTBIATL COOp, 00pabOTKY M CTaTUCTHUECKWM aHA/IU3 [AHHBIX, HEOOXOJUMBIX st
peleHrs rMoCTaB/JIe€HHBIX SKOHOMHWYECKUX 3a/iay.

Copiep)kaHuie [UCIMIUTHHBI OXBAaThIBA€T KPYr BOMpPOCOB, CBA3aHHBIX C OpraHu3allyell yIpaBlIeHUeCcKOro
JOKyMeHT0000pOoTa, TeopeTUYeCKHe OCHOBBI PO/ JOKYMEHTa U MH(OpPMAIMK B yIpaB/JeHYeCKOM IPOLIECCe, ero
Pa3BUTHH, CHCTEMAx [OKYMEHTAL[MM, a TakXe COBpPeMeHHble TpeDOBaHUS, TpeIbsAB/IsSEMble K COCTaB/IEHHIO,
0(hOpM/IEHHIO, ZIBIXKEHHIO U 00pabOTKU [OKYMEHTOB. PacKpbIBAaHOTCS BOIMPOCHI 3aKOHOMEPHOCTH 00pa3oBaHUsI
JOKYMEHTOB, CMOCOOBI WX CO37aHUs, (DYHKIMH, CBOWCTBA, CTPYKTYpa [OKYMEHTA, MPUHLIMIBLI OpraHu3aliuu
IIOKyMeHT00bopoTa.

ITporpamMMoi AUCLMITIMHBI IPeJYCMOTPEHBI C/IeIYOIIVE BHbI KOHTPOJIS:

TeKymuii KOHTPOJIb yCIIeBaeMOCTH CTY[|eHTOB MPOBOJIUTCS B AMCKPETHbIE BpeMeHHble HHTEPBa/IbI B
cnenyronmx GopMax:
e JMarHoctuueckast paboTa;
*  KOHTDOJIb TIOCEIIaeMOCTH;
® WHAWBUAYA/IbHOE ITPAKTUYECKOE 3a/laHHE,
e BOMPOCHI K 3aUeTy.

ITpomeKyToUHasi aTTeCTalMsA IIPOBOJUTCS B hopMax:
e  3auerT.

OOmiasi TPy/0EMKOCTb OCBOEHHUSI [JUCLMIUIMHBI cocTaBiseT 3 3.e., 108 u. TIporpamMMoii [JUCLIUTUTUHEI
MpeAyCMOTPEHBI JIeKIIMOHHbIe 3aHATHS (34 u.), mpaktuueckue 3aHatusi (17 4.), camocrosTenbHass paboTa
cryzaenTa (57 4).
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IIpunoxxenue 2

K paGoyeii IporpaMme JUCIHUTLTHHbBI
JOKYMEHTUPOBAHUE YIIPABJIEHYECKOU JEATE/IBHOCTH

TEXHOJ/IOTYN 1 ®OPMBI OBYUYEHUA

PekoMeH/JaLi¥ 110 OCBOEHHIO JUCIUIIMHBI /I CTyi€HTa

TpynoeMKOCTb OCBOEHUSI AUCLMIUIMHBI cocTaBiseT 108 u., u3 HUX 51 4. ayAUTOPHBIX 3aHATUH, U 57 u.,

OTBe/IeHHBIX Ha CaMOCTOSITeNIbHYI0 paboTy CTyzeHTa.

PeKOMEH,Z[aL[I/II/I Mo pacripe/iej1eHu0 y‘-IE6HOFO BpeéMeHHU 110 BHhaM CaMOCTOSITeTbHOM pa6OTLI " pa3nesjiaMm

JUCLIUTIIMHBI TIPUBEZIEHBI B Tabuile.

KoHTpo/ib 0CBOEHUS TUCLIMTTUHBI TIPOU3BOJUTCS B COOTBETCTBUU C TT0/I0KEHUEM O TEKYILEM, PyOeKHOM
KOHTPOJIe YCIIEBAEMOCTH Y TIPOMEXXYTOUHOM aTTeCTal[ui 00yUaroIUXCsl.

®opMBI KOHTPOJISI U KPUTEPHHU OL|eHWBaHWs TIPYBeZeHb! B ITPUIOKeHHH 3 K Paboueli mporpamme.

HaumeHoBaHue padoThl PexkomeHnjyemasi iuTeparypa prn?{?ZKOCTB’
Pa3pen 1. YnpaB/iieHueckas U opricHas e TeTbHOCTb.
Yrny6néHHoe u3yueHue u peepupoBaHue . K. Kophees, A. B. ITimenxko, B. A.
CreLidasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Maiuypiies. . [JoKkymMeHTHUPOBaHKe 6
TI0 BOTIPOCaM pa3ziesa; BeiroaHeHre M/13; noaroroeka yTIpaB/ieHUe CKOM /esTeIbHOCTH:
K IMarHOCTUUECKOM paboTe U 3aueTy. Mocksa: FOpaitr, 2022 (1)
Wroro no pasgeny 1 6

Pa3gen 2. OCHOBHBIE OHATHSA JOKYMEHTHPOBAaHHA yNIPAB/JIeHYECKOHU AeATeTbHOCTH.

Yrny6néHnHoe u3yueHue v pedeprpoBaHye
CreluaIbHOM TUTeparyphbl, TEKIIAOHHOTO MaTepraa

N. K. Kopnees, A. B. ITimenko, B. A.
Mauypues. . JIoKyMeHTHpOBaHUe

T10 BOTIPOCAM paszziesia; MOoAr0TOBKa K yTIpaB/ieHUeCKOM 1esTeIbHOCTH: 6
TUArHOCTUYeCKOU paboTe U 3aUeTy. Mockga: FOpaiit, 2022 (2)

Wroro no pasgeny 2 6

Paspen 3. biiaHkM M COCTaB PeKBH3MTOB yIIPaB/IeHYeCKHUX [JOKYMEHTOB.

Yrny6néHHoe u3yueHre v pedeprupoBaHe . K. Kopnees, A. B. ITimenko, B. A.
crieLianbHOM IMTepaTypsl, JeKIJMOHHOTO MaTepuasa Maiuypues. . [JokymeHTHpOBaHKe 6
T10 BOMIpOCaM paszziesia; BelnoaHeHye M/13; noaroroeka yrpaBieHYeCcKOU JiesITelIbHOCTU:
K JUarHOCTHUYeCKOU paboTe U 3aueTy. Mockga: FOpaiit, 2022 (5)

Wroro no pasgeny 3 6

Pa3pen 4. HopmaTuBHO-1IpaBoBas 0a3a JOKYMeHTHPOBAaHMA yIIPaB/IeHYeCKOH AesTeTbHOCTH.

YrnybnénHoe n3yueHue 1 pedeprpoBaHye
CreryanbHON TUTepaTypsl, IEKLHOHHOTO MaTeprana
TI0 BOTIPOCAM pa3fienia; MoJroToBKa K
TMarHOCTUYeCKOM paboTe U 3adeTy.

. K. Kopnees, A. B. ITimenko, B. A.
Mamypues. . JlokymeHTHpOBaHKe
yIIpaB/ieHYeCKOl eTeTbHOCTHU:
Mockga: FOpaiit, 2022 (3)

Wroro no pasgeny 4

9

Paspen 5. Oco6enHocTH ohopmieHHs Hanboslee pacpoCTPaHEHHBIX BH/I0B 0PraHU3alIOHHO-
PacnopsiiUTeIbHBIX JOKYMEHTOB.

Yrny6nénHoe usyueHue 1 peeprpoBaHue
CleliMabHON JIUTeparypel, JIEKLIMOHHOTO MaTeprana

H. K. Kopaees, A. B. ITienko, B. A.
Mamypues. . JlokymMeHTUpOBaHUe

CHEHHaHLHOﬁ JINTePAaTyphbl, IEKIITHOHHOT'O MaTepuradJiad

12

T10 BOIIPOCaM paszesia; BbirosiHeHue 1/13; noaroroeska yIIpaB/ieHYeCKOH eATeTbHOCTHU: 6
K IMarHOCTUUEeCKOH paboTe U 3a4eTy. Mocksa: FOpaiit, 2022 (6)
Wroro no pasgeny 5 6
Pazgen 6. Cucremsbl JOKyMeHTaI[UH.
YrnybnéHHoe u3yueHue u peeprupoBaHue N. K. Kophees, A. B. ITimenko, B. A.
CreLiMasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Mamypues. . ﬂoFyMeHTHpOBaHHe 6
T10 BOIIPOCaM pas/ie/ia; oAroTOBKa K ynpaB/ieHUeCKOU [1esTebHOCTH:
[TMarHOCTUYeCKOH paboTe U 3aUeTy. Mocksa: FOpaitr, 2022 (4)
Wroro no pasgeny 6 6
Pazpgen 7. [IncbMeHHas1 KOppeCcnOHAEHLUSA.
Yrny6néHHoe u3yueHue v peepupoBaHe . K. Kopaees, A. B. ITimenko, B. A. 6

Mauypues. . JIoKkyMeHTHpOBaHUe
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T10 BOIPOCaM pas/Zieia; BbinosHeHre VJ13; noaroToBka yTIpaB/ieHUe CKOM /esTeIbHOCTH:
K JMarHOCTUUECKOU paboTe U 3auerTy. Mockgsa: FOpaiir, 2022 (7-9)

Wroro no pasgeny 7 6

Pa3gen 8. Opranu3sarusi JOKyMeHT0000poTa.

Yrny6néHHoe u3yueHue v peepupoBaHe N. K. Kopnees, A. B. ITimenko, B. A.
creLiarbHOU IUTepaTypsbl, JeKLIMOHHOTO MaTepuasa Mamypues. . [lokymeHTHpOBaHNe 6
TI0 BOIIPOCaM pas/iesia; BbinoaHeHue VJ13; nosrotoska yIpaBieHUYeCcKOU JiesiTelIbHOCTU:
K JUarHOCTHYeCKOU paboTe U 3aueTy. Mockga: FOpaiit, 2022 (10-12)

Wroro no pasgeny 8 6

Pazgen 9. /loKkyMeHTHPOBaHHE PAaG0THI C IEPCOHAJIOM.

Yrny6néHHoe u3yueHre v pedeprupoBaHre N. K. Kopnees, A. B. ITimenko, B. A.
crielianbHOM IMTepaTypsl, JeKIJMOHHOIO MaTepuasa Mamypues. . JlokymeHTHpOBaHNe 6
T10 BOIIPOCaM pas/iesia; BbinosHeHre VJ13; nogroroska yIpaBieHYeCcKOU JiesTelbHOCTU:
K JMarHOCTHUeCKOM paboTe U 3auerTy. Mockgsa: FOpaiit, 2022 (14)

Wroro no pasgeny 9 6

13 26209




IIpunoxxenue 3
K paGoyeli MporpaMme JUCHUTLTHHbBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

®OH/] OIEHOYHBIX CPEJCTB

®DOoH/| OLIEHOYHBIX CPEZICTB, MO3BOJISOIHE OLIEHUTh Pe3yJIbTaThl 00yUeHuUs 110 JAHHOW JTUCLIMTUIUHE, BK/IIOUAKOT B
cebs:

e IUarHocTuyeckas pabora

*  KOHTDOJIb TIOCEIIaeMOCTH;

e BOIPOCHI K 3aU€TYy;

® UWHAUBHUAYA/IbHOE ITPAKTUYECKOE 3a/laHHE,
e 3ayerT.

Kpurepuu oneHMBaHusA

JuarHocruueckasi padbora
Iuarnoctuueckas pabora npoBogurcs B popme Tecta B SMIOC Moodle:

* TIpY IIPaBWIBHOM OTBeTe MeHee 4eM Ha 60% BOMNPOCOB - He arrecTaLys;
* [IpY TIpaBUIBHOM OTBeTe Ha 60% BompocoB 1 bojiee - aTTecTarys.

KoHTpoJb nocemaemMocTu
[Muara3on 6amoB ot 0 g0 10.
Bansnel 3a moceraeMoCTb ayJUTOPHBIX 3aHATUI paCCUUTBHIBAIOTCS 110 GopMyIie:
B3I1=KII3/KA3x10,
rae B3I1 — 6aiel 3a mocerrjaeMocTb, KI13 — Ko/mMueCcTBO TOCEITeHHBIX 3aHIThi, KA3 — KOTU4eCTBO ayJUTOPHBIX
3aHATHI.
Pe3synbTar OKpyrasieTcss K HaMeHbIlIeMy 3HaueHHIO.

Ecnu crygenTt nponyctil 3aHsaTHe(Hst) 10 YBOXUTEIbHOM [IPUUMHE, TO 0asIibl 3a TIOCEIaeMOCTh ayAUTOPHbIX
3aHSATUN PaCCUMTHIBAIOTCS 110 popmyrie:

B3IT=(KII3-KITP3)/(KA3-KIIP3)x10,

rae B3I1 — 6anel 3a moceraemMocTts, KI13 — komyuecTBO noceteHHBIX 3aHsATui, KA3 — KomiuecTBO ayMTOPHBIX
3aHsATUH, KI1P3 — Ko/inueCTBO NMPOMYLEHHBIX [10 YBAXKUTE/IbHOM [IPUYKHE 3aHATUI.

Pe3ynbTar OKpyI/sieTcs [0 11e/10r0 uuc/ia K HauMeHbIlIeMY 3HaueHHIO.

ITepeueHb yBa)KUTE/NbHBIX IPUUMH NIPUBEJEH B NOC/IEJHEN peJjaKLiMM MOJI0KEeHUS O IPOMEXXYTOUHOM arTecTaluy
U TeKyllleM KOHTpOJIe yCIeBaeMOCTH YHUBEPCUTeTa.

Bonpocsl k 3auery
1. Ba3oBble NOHATHS yIIpaBaeHUECKOH JlesTe/IbHOCTH: CUCTeMa, CBOMCTBA CUCTeMBI, 0011jasi cxema U
CTPYKTypa CUCTeMBbI YIIPaB/IeHNUS,;
. IlonsTre 1 XapakTepUCTHKU YIIpaB/lIeHUeCKON U O(UCHOH [leSTeNIbHOCTH;
. IIpocTpaHCcTBeHHbIe XapaKTePUCTUKU O(UCHOM JesATeTbHOCTY;
. BpeMeHHbIe XapaKTepUCTUKU O(UCHOM JleSITe/IbHOCTH;
. KazipoBble XxapakTepuCTUKU O(UCHOM J1esTeNIbHOCTH;
. [IOKyMeHT U ero xapakTepuCTHKU;
. YripaBsieHve JOKyMeHTaMW;
. CucreMa yripaB/ieHHs JOKYMeHTaMuy;
. Byl HOpMaTHBHO-TIPaBOBBIX JOKYMEHTOB U UX OIpeZie/IeHNsT;
0. ITpaBoBast 6a3a JOKyMeHTHPOBaHHS yIIpaB/ieHUeCKO! JIesTeTbHOCTH;
1. O61mepoccHiicKre CUCTEMBI JOKyMEeHTALIWH;
12. YHuduipoBaHHbIe CUCTEMBI YITPaBIeHUeCKON JOKYMeHTalWH;
13. ToHsiTHe TenerpamMMbl. Bugibl 1 0c06eHHOCTH 0QOPMIEHHS ¥ OTIIPABKH TeJierpaMm;
14. Tlonsitue TenedoHorpammel. OcobGeHHOCTH 0(OPMIIEHHS U OTIPABKU Tese(OHOTpaMM;
15. Tousitre dakcorpammbl. OcobeHHOCTH 0(OPMIIEHHS 1 OTIIPABKU (aKCOrpamMm;
16. DnekTpoHHAas MouTa. PeKBU3UTEI COOOILEHHS 3/IEKTPOHHOM MOUTHI M 0COOEHHOCTH WX 0 OPMIIEHHS;
17. TInuceMa, CBsi3aHHBIE C PaclipoCcTpaHeHHeM WH(OpPMaLWK: BUBI U 0COOEHHOCTH UX 0OpMIIeHNST;
18. ITrceMa, CBsi3aHHbIe C 00palleHUsSIMU TI0 TTOBOAY TeX W/IM MHBIX JAeHCTBUIA: BUABI M1 0COOEHHOCTH WX
oopmieHus;
19. IT1cpMa-0TBeTHI: BUABI U 0COOEHHOCTH UX 0)OPMIIEHNS;
20. ITvcbMa npeTeH31OHHOTO XapaKTepa: BUJBI U 0COOEHHOCTH UX 0()OPMIIEHNS;
21. ITucbMa, CBsI3aHHBIE C BEID&KeHNEM BHUMAHHS M yYacTyst: BUZIBI 1 0COOEHHOCTH UX 0GOPMIIEHHS;
22. PekoMeH/jaTeIbHbIE U COTIPOBOAWTE/IbHBIE ITMChMa: XapaKTepHUCTHKA M 0COOeHHOCTH 0OpMIIeHYS;

= OO UThA WN
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23. XapaKTepUCTHUKH U ITarbl JOKyMEHTO000pOTa;

24. KoMriieKkc KaipoBOM JOKyMeHTalUU: TI71aHOBasi JOKyMeHTaLIUs;

25. KoMriiekc KaipoBOi JOKyMeHTal[K: OpraHK3al[MOHHO-TIPaBOBast JOKyMeHTaLUs;

26. KoMmrinekc KaipoBoil JOKyMeHTaL|U: NTepCoHabHast JOKyMeHTaLUs;

27. KoMrisekc KaIpoBOM JOKyMeHTallU: JOrOBOPHasl JOKyMeHTAaLUsI;

28. KoMrisiekc KaipoBOM JOKyMeHTallU: PacropsiiuTe/ibHas JOKyMeHTaLus;

29. KoMriniekc KaipoBOM JOKyMeHTallUU: yueTHasl KaipoBasi JOKyMeHTaLlus;

30. Komriiekc KaZipoBoii IOKYMeHTaLWK: JOKYMeHTal¥s TI0 YUeTy UCIOIb30BaHUsI pabouero BpeMeHH U PacueToB
C TIepCOHAJIOM II0 OIljiaTe TPYZa;

31. Komruiekc KafipoBOi JOKyMeHTAaLMW: OTYeTHasi U OTYeTHO-CIIpaBOYHasl JOKyMeHTaLlus;

32. [ToKyMeHTHUpOBaHue MpHeMa COTPYAHUKA Ha paboTy;

33. [JokyMeHTUPOBaHKe epeBofia COTPYAHMKA Ha JIPYTYI0 paboTy;

34. JokyMeHTUPOBaHKe MOOIPeHHs PAOOTHUKOB U HaJIOXKeHHS TUCLITUTMHAPHBIX B3bICKAaHHIM;
35. [loKyMeHTHUpOBaHUe YBOIbHEHHST paOOTHHKA.

HWNuauBUayaibHOE NPaKTHYeCKoe 3afiaHue

VuauBuayanbHOe AoMaiiHee 3aaHue Nel "Pa3paboTka 6/1aHKOB opraHu3aiuu. [Iana3oH oleHKd oT 0
[0 5 6a10B. MakCcHUMaibHOe KOTMUeCTBO 6ajioB CTaBUTCS TIPU YCI0BUH cauu V13 BoBpems u 6e3 ommboK. 3a
KaKAYI0 He/le/Tio IPOCPOYKH cHUMaeTcs 1 6ait. 3a KaKayro uTepariuio (TIoMbITKY) ciaud paboThl, KpoMe TepBOH,
cHumMaetcsa 1 6an. PaboTa Mo yCMOTPEHHIO MperogaBaTesist MOXKET ObITh IPUHATA C OIIHOKAMH, eCJTU UX
KOJIMUECTBO COCTaBJIsIeT He Oojiee TpeX, HO MPH 3TOM 3a KaXKAYIO OIIMOKY cHUMaeTcs 1 6ast.

NupuBuayanbHoe AomaiiiHee 3agaHue No2 "TIpoekTrpoBaHye U oopMiieHUe CTPYKTYpPbl OpraHu3aiyun’.
[uara3on oneHku ot 0 g0 5 6awtoB. MakcuManbHOe KOJTMUeCTBO 0aJIIOB CTaBUTCA MPH yCioBuU caaun 1713
BOBpeMs U Oe3 ommboK. 3a KayKIyr0 HeJlesTo MPOCPOUKH cHUMaeTcs 1 6amt. 3a KKyt UTeparuro (TIOTNBITKY )
c/laum paboThI, KpoMe TIepBoi, cHUMaeTcs 1 6ayut. PaboTa 1o yCMOTpeHHIo MperofiaBatesist MOXKeT ObITh MPHUHSTA
¢ omnbKamMH, eIl UX KOJTHUECTBO COCTaB/IsIeT He Dosiee TpeX, HO MPY 3TOM 3a KaXKAyIo OIMOKy cHuMaetcs 1
Oan.

NupuBuayanbHoe gomaiiHee 3agaHue Ne3 "TIpoekTrpoBaHue U oopM/ieHHe ITaTHOTO pacnucanus’. Jluana3oH
otieHk# ot 0 10 10 6a/mmoB. MakcrManbHOe KOJTHUeCTBO 0a/lioB CTAaBUTCS TP yoioBuu caaur /13 BoBpems 1
0e3 omMbOoK. 3a KayKAyI0 HeJieJTro TIPOCPOYKH CHUMaeTcs 1 6asit. 3a KaK[yto uTeparyio (TIOTBITKY) CAaun
paboTkl, KpoMe MepBoH, cHuMaetcst 1 6as. PaboTa Mo yCMOTPeHHIO TIPernoaBaTessi MOXKeT ObITh MPUHSTA C
OLIMOKaMH, eCJTH UX KOJTMYECTBO COCTABNIsET He Dosiee TPeX, HO MPU 3TOM 3a KaXKAYH0 OHOKY cHuMaetcs 1 6a.

WnpuBnyansHoe foMaritHee 3aaare Ned "OdopmiieHre opraHH3aljMOHHO-PaCTIOpPSAANTETBHBIX JOKYMEHTOB' .
[Muana3oH oueHky ot 0 0 15 6anmo. MakcuManbHOe KOTMUecTBO 0aiioB CTaBUTCS MPU yCaoBuu caun U3
BOBpeMst U 6e3 omuboK. 3a KaXK/AyH0 HeJ|e/To MPOCPOUKU CHUMaeTcst 1 6at. 3a KaxKAyto UTepaiuio (TIOMbITKY )
cziaun paboThl, KpoMe TiepBoid, cHuMaeTcst 1 6ai. Pabora 1o yCMOTpPeHHIO MperojaBartesisi MOKeT ObITh TIPHHSITA
C oLIMOKaMM, eC/Ti UX KOJIMYEeCTBO COCTAB/IsIeT He OoJiee TPex, HO TIPH 3TOM 3a KaXKIYIO OLIMOKY cHUMaeTcs 1
basm.

WnpuBuyansHoe foMaliHee 3a7anre Ne5 "Odopmienne nvcem". [Iuana3oH oueHKy ot 0 1o 7 6anos.
MakcrmasnbHOe KOJIM4eCTBO 0aioB CTaBUTCS NP YCJI0BUY caauu V113 BoBpems 1 Oe3 omMO0K. 3a KaKAyt0
He/IeJII0 TIPOCPOUKU CHUMaeTcs1 1 6a. 3a KAyt uTepaluio (MOMbITKY) ¢/laud paboThl, KpOMe TIEPBOM,
canmaetcst 1 6at. PaboTa 1o yCMOTpeHHIO TperiofiaBaTesist MOXKeT OBITh MPUHSTA C OIIHOKAMH, eC/TH UX
KOJIMUEeCTBO COCTaB/isieT He Gosiee Tpex, HO MPH 3TOM 3a KaXK/yI0 OIIMOKY cHUMaeTcs 1 6asn.

VuavBuAyanbHOe AoMaliiHee 3agaHre Ne6 "Pa3paboTka v oopmieHre moioyKeHus o6 otese"”. JInana3oH
oteHk# ot 0 0 18 6amnoB. MakcuManbHOe KOTMUeCTBO Oa/lIoB CTAaBUTCS MPU yCioBuu caaur V13 BoBpeMsi 1
0e3 ommboK. 3a KaXKIyI0 He/le/to TIPOCPOUKY CHUMaeTcs 1 6ast. 3a KaKAyro uTepauyto (TOMbITKY) CAauu
paboThl, KpoMe TIepBoi, cHUMaeTcs 1 6amt. PaboTa 1o yCMOTpeHHIo MperofaBatesis MOXKeT ObITh MPUHSTA C
olIMOKaMu, eC/y X KOJTMYeCTBO COCTaBJIsieT He Bosiee TpeX, HO TIPH 3TOM 3a KaXK/IyH0 OLIMOKY cHuMaeTcst 1 6amt.

3auer
3aueT Mo JUCLIUIUIUHE BBICTAB/ISIETCS MPU Habope cTyzieHToM MUHUMYM 60 6as1oB u3 100 MakCUMabHO
BO3MOXHBIX K MOMEHTy OKOHYaHHA CeCCHUu.

ITpy HEBBITIOIHEHUN YKA3aHHOT'O BhILIE YC/IOBUSI, CTY/IE€HT J0/DKEH BBINOIHUTD U CIATh 11eCTh VIHAWBUYaTbHBIX
MPAaKTUUECKUX 33/JaHUH, TIPelyCMOTPEHHBIX paboueli MporpaMMoi TUCLIUTIIMHEIL, TIOCJIE Yero OH JOMYCKAeTCs K
c/laue TeOpPeTHUUEeCKOTo 3ayeTa.

3auet BK/IIOUAET B Cebst OTBETHI Ha TeOpeTHUeCcKre BOmpockl. OLIeHKa «3aUTeH0» BBICTABISETCS:

- TIpY pa3BepHYTHIX U TOUHBIX OTBETAX Ha 2 TEOPEeTUUYECKUX BOMPOCA U JIOTIOHUTE/TbHbIE BOITPOCHI
TIpero/iaBareJis;

- TIpY TOYHOM U TIO/THOM OTBeTe Ha 1 TeopeTHueCcKUii BOTIPOC C [IOMYIIleHHeM OIIMOOK ¥ HeTOUHOCTEH TPU OTBeTe
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Ha 2 TeopeTHUUeCKU BOTPOC.
OlleHKa «He 3aUTeHO» BBICTABJISETCS MPU HEMTPaBWILHBIX OTBETaX Ha TEOPETUYECKHE BOTIPOCHI (KOT/a AaHHbIH
CTYAEHTOM OTBET Ha KaXKZbI BOIIPOC COAEP>KUT MeHee ueM 60% TpaBUIBHOTO OTBETA).
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IMacmopT ¢oHzA OLIEHOYHBIX CPE/ICTB

KYPC

CEMECTP

HaumeHoBaHMe pa3/eioB U
JUAAKTHYECKHUX eJUHUIL]

BCETO

AyputopHbie
3aHATHA B
KOHTAKTHOU

¢opme

BCEI'O

Jlekipuu

ITpakTHueckue

3aHATHUA

CamMocroaTe/1bHasa

pabora cTyjgeHToB

dopmupyemas
KoMmIeTeHIusa, %

OIIK-2

HAVMEHOBAHUE
OIIEHOYHOI'O CPE/ICTBA

Paspen 1. YnpaBieHueckas U
oducHas [[eATeTbHOCTb.

14

Bompoce K
3ayery,
Koutponb
M0CeIlaeMOoCTH,
NupuBrayansHOe
TpaKkTUueckKoe
3alaHue

Pazpgen 2. OcHOBHbIE MOHSATHUS
JIOKyMeHTHPOBaHHUA
yIpaB/IeHYeCKOH AesiTe/IbHOCTH.

10

11

Bomnpocs! K
3a4ery,
Kontpois
roceniaeMoCcTy

Pa3pen 3. biiaHku ¥ cocTaB
PEKBU3UTOB YIIPpaB/I€EHUECKHUX
AOKYMEHTOB.

11

Bonpocs! K
3auery,
NupuBupyaneHoe
TIpaKTH4eCcKoe
3ajjaHue,
Kontposs
IoCelaeMoCTy

Paspen 4. HopmaruBHo-nipaBoBas
0a3a JOKyMeHTHPOBaHMS
yIpaB/IeHYeCKOH AesiTe/IbHOCTH.

14

11

Bonpocs! K
3auery,
Kontposs
NocelaeMoCT!

Paspgen 5. OcodeHHOCTH
odopmieHHs Hanbo/1ee
pacnpocTpaHeHHbIX BHAOB
OpraHu3aLoHHO-
PpacnopsiguTeIbHbIX JOKYMEHTOB.

11

12

Bonpocs! K
3a4eTy,
WupuBrayanbHOe
TpaKTUYecKoe
3ajaHue,
KonTposs
rocel|aeMOoCTH

Pazpen 6. Cucremsl
JIOKyMeHTaL{H.

10

11

Bompoce! K
3ayery,
Koutpons
roceniaeMoCTy

Pa3pen 7. IlncbmenHas
KOppeCcnoH/eHLUsl.

12

1

Koutponb
M0CeIaeMOCTH,
Bompoce K
3auery,
VupuBupyansHoe
MpaKTHU4ecKoe
3a/laHye

Pazpgen 8. Opranuzanus
JOKYMEHT0000poTa.

14

11

NupuBunyansHoe
TpaKTHUUecKoe
3ajjaHue,
Koutponb
MOCeIaeMOCTH,
Bompocer K
3ayeTy

17
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NupuBupyansHOe

NpaKTU4yecKoe
3ajaHue,
Pazpgen 9. /lokymMeHTHpOBaHUe 14 8 5 3 6 1 KoHTposs
paboThI C mepCcoHa/IoM.
MOCeIaeMOCTH,
Bonpocs! K
3aueTy
Bcero 3a 4 cemecTp 108 | 51 34 17 57 100
Bcero mo AuCIUILIHHE 108 | 51 34 17 57 100
18 26209




Kpurepuu oneHnBanus

OIIK-2

Ne 1
No 2
Ne 3
No 4
Ne 5
Ne 6
Ne 7
No 8
Ne 9
Ne 10
Ne 11
No 12

Ne 1

Ne 2

Ne 3

Ne 4

Ne 5

Ne 6

Bonpocbl omkpbimozo muna:

UTo Takoe SHTPONUS CUCTEMBI?

UTo Takoe yrpaB/ieHuecKasi JesiTeIbHOCTh?

Yro Takoe oducHas AesTeTbHOCTD?

[TpuBeauTE TPU OCHOBHBIE I'PYIIILI XaPAaKTEPUCTHK O(HCHOH [1esTe/IbHOCTH
Uro Takoe JOKyMeHT?

Ha3oBuTe Tpy OCHOBHBIE L1/ COXpaHeHUs JOKYMEHTOB
Kakue Tpu KOMITOHEHTa MPUCYTCTBYIOT B JTF0OOM JJOKyMeHTe?
Uro Takoe yripaB/ieHHe JOKYMEHTaMU?

Uro Takoe cucTeMa yIpasjieHUs JOKYMeHTaMu?

Yro Takoe JOKyMEHTOOO0pOT?

I[TepeuncivTe CUCTEMHBIE CBOHCTBA 00BEKTA

[NepeuricivTe CBOMCTBA CUCTEMBI YIIpaB/eHHUs

Bonpocbl 3akpbimo2o muna:

s npoueccos yripasyienuss HE xapakrepHa:

¢ HEersHTPONUIHAs HallpaB/JeHHOCTb

e OpUeHTAaLMs Ha CTabWU/IM3alyIo yIIpaB/sieMoro mporecca

¢ SHTPONUKHAS HANpPAaB/AeHHOCTh

e OpHeHTallWsl Ha pa3BUTHeE U YCI0KHeHHe YIIpaB/sieMoro npotiecca

DyHKI[MeN pellalollero 1eMeHTa yIIpaB/Isioilell YaCTy CUCTEMbI yTIpaB/IeHUs SIB/ISIeTCS:

(hopMHpOBaHHe YITPaBIISOIIEr0 BO3eMCTBYS Ha yIIPaB/IsieMblii ITporiecc

¢ B yNPaB/sOLEN YaCTH CUCTEMBI YIIpaB/eHHUs pellatoluil 3/1eMeHT OTCYTCTBYeT
* OL|eHKA 3HaueHWi apaMeTpOoB yIpaB/sieMoro Ipoliecca

e Jl0BeJieHMe YIIpaBJISIOLIero BO3elCTBYUS 10 yIIpaB/isieMoro npoliecca

DyHKI[MeN M3MepUTE/IBHOTO 3/IeMeHTa YIIPaB/Isiolel YaCTH CUCTEMBI YIIpaB/IeHUs
SIBJISIETCSL:

e JIO0Be/leHMe YTIPaB/ISIOIIEro BO3AeHCTBYS /10 YIIPAB/sIeMOro rporiecca

* B YIIPaBJISAOIIeH YaCTH CUCTEMBI YTIPABJIeHHS] U3MEePUTebHBIN 37IEMEeHT OTCYTCTBYeT
(hopMHpOBaHHe YITPABIISOIIETr0 BO3EMCTBYS Ha YIIPAB/sIeMbIii ITporiecc

¢ OIleHKa 3HaueHHH rapamMeTpOB YIPaB/IsIeMOro Mporjecca

ODyHKI[MEeN MCTIOMHUTE/IBHOTO 37IeMeHTa YIpaB/stolel YacTy CUCTeMBI YIIpaBIeHuUs
SIBJISIETCSL:

¢ (opmupoBaHUe yMPaB/SIOIIEro BO3eHCTBUS Ha YIIpaB/IsieMblid IPOLiecc

* B YIpaBJISAOLIEH YaCTH CUCTEMBI YIIPaBJ/IEHNS] UCTIOTHUTE/IbHBIN 3IEMEHT
OTCYTCTBYET

¢ OIleHKa 3HaueHHW rapamMeTpOB YIPaB/IsieMOro Mpoljecca

e JIOBe/leHUe YTIPaBJISIOIIEro BO3eHCTBYs /10 YIIPAB/sIeMOro rporiecca

YKa)KI/ITe, B KaKOM noc/ie10BaTe/IbHOCTHU KOMITOHEHTOB CUCTEMBI YIIpaB/I€EHWUA ITPOXOAUT
I/IH('bOpMElI_II/IH pU peain3aliv €JUHUYHOI0 yIipaB/I€eH4YeCKOro L[I/IKJ'Ia?

pelIarolyii 3/IeMeHT — UCTIOTHUTEIBHBIN 3/IEMEHT — U3MEPUTEeTbHBIN 3/IeMeHT
W3MepUTEIbHBIN 3/IeMEeHT — UCTIO/IHUTE/bHBIN 3/IeMeHT — pellaollyii 3/IeMeHT
WCTIO/THUTE/IbHBIN 37IeMeHT — pelllarolyii 3/ieMeHT — U3MepUTe/TbHbBIN 3/IeMeHT
WCTIO/IHUTE/IbHBIN 371eMEeHT — U3MepPUTEbHBIN 3/1eMEeHT — pellaloliii 3/IeMeHT
W3MepUTe/IbHBIN 37IeMeHT — pelliatollyii 3/IeMeHT — UCTIO/THUTe/TbHbIN 3/IeMeHT

pelLlaromIyii 3/1leMeHT — U3MepUTe/IbHBIN 3/1eMeHT — UCTIONHUTE/IbHBIN 37IeMeHT
1 AUCKPETHBIX YITPaB/sieMbIX TPOLIeCCOB TTOIXOANT CJIeAYIOIIast (hOpMYTUPOBKA (BEPHO
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WU HEeBEPHO):

«¥YTIpaBsieH4ecKas [|esiTelIbHOCTh OCYIIeCTB/ISIETCS] C OTHOCHUTE/IbHO HEM3MeHHOMH
MHTEHCHBHOCTBIO B TeUeHHe BCEro Tieproga (GyHKIMOHUPOBAHUS YIIPaB/IsieMOro rporjecca
6e3 riepepbIBOB».

Ne 7 17151 HeMpepBIBHBIX YIIPAB/ISIEMbBIX TIPOLIECCOB MOAXOAUT Cieytolias JOpMY/IMPOBKa
(BepHO WX HEBEPHO):

«YIpaB/eH4YecKas [esTe/IbHOCTb OCYLeCTB/ISIeTCsI B PaMKaXx SIBHO BbIpaKeHHbIX
VHTepBasIoB BpeMeHHU C UeTKO OTpefie/leHHbIMA MOMEHTaMH Haua/la i OKOHUaHHUs, IpUudeM
B Pa3/MUHbIX UHTepBajax ee MHTEHCUBHOCTh pa3/iMyHa (BK/IOYast U HY/IeBYI0), a BCS
TI0C/Ie/I0BaTe/IbHOCTE ATHX MHTEPBA/IOB YK/IaAbIBAaeTCsl B OOLIYIO A/IUTETBHOCTD
(YHKLIMOHMPOBaHUS YIIPaB/sieMoro Iporieccay.

Ne 8 Pa3paboTka cUCTeMbl MEPOTIPUSTH [1J1s1 pa3/ie/ieHus 3a/iau Ha OT/ie/IbHbIe BU/IbI PadoT
TIPUMEHUTE/TBHO K 11eJISIM U 33/jadaM O(HUCHO /IesITe/TbHOCTH TPeATo/iaraer:

¢ pacrpefieieHVe COBOKYITHOCTH 3afiau, paboT, mpoLesyp U orepaLuii mo
COOTBETCTBYIOIIUM TIPOCTPAaHCTBEHHBIM KOMITOHEHTaM (CTPYKTYPHBIM
TIofipa3zesieHrsiM) C ToC/IeyIoIlelt UX KOHLIeHTpalLyel U NHTerparyeil ¢ ebko
3¢ deKTUBHOM peanu3alun

¢ HeoOX0AUMYIO KBaMM(UKALMOHHYIO TIOJeP>KKY COCTaBa 3afiad, paboT, mpoLeayp u
oreparuii HHOOPMAIIMOHHOTO 00C/Ty)KUBAHUSI YTIIPABI€HUECKOU JIeATeTbHOCTU

e OrpefiesieHHe BCEro COCTaBa KOHKPeTHBIX QYHKLWH MH(OPMAIIMOHHOTO
o6cy)KMBaHuUs YIIpaB/IeHUeCKOU /IesITe/TIbHOCTH B PAMKAaX ee KOHKPETHBIX
MPOCTPAHCTBEHHBIX U BPEMEHHBIX XapAKTEPUCTHUK, BbI/IeIEHUE COOTBETCTBYIOIINX
3azad, paboT, MpoLeAyp U Orepariuii C yUeToM MOC/Ie/[0BaTeIbHOCTH UX
BBIMOJTHEHUSI U B3aUMOCBsI3eH

e ompejesieHre ee CoJep>KaHus Kak Iporiecca, 0becreunBaroiiero 3pGpeKTUuBHy0
pean3alyio yrpaBaeHYeCKOH /IesITeIbHOCTH B paMKaX KOHKPETHON CUCTEMBI
yTpaB/eHus

Ne 9 Kak cooTHOCATCS MOHATUSA «yIlpaB/ieHYeCKadA AedaTe/IbHOCTb» U «OCbI/ICHaH AQHTEHLHOCTL»?

¢ OHH HHKakK He CBSI3aHbI

* 3TH MOHITHUS COBMAZJAIOT 10 CBOEMY COZEPIKaHHIO

* CoflepskaHue YIpaBJIeHCKOH [eaTeTbHOCTU OTIpefienisieT cofiepskaHre opHrCHOM
JesaTeTlbHOCTH

¢ cofiep>kaHue O(pUCHOM [IeSTeIbHOCTH MOTHOCTBIO OTPE/IeISeT COflePXKaHUe
YTPAB/IEHCKOU JeATeTbHOCTH

Ne 10 B cocraB yripasisitortieit uactu cucteMsl yripasnenuss HE Bxopsr:

® VCTIO/THUTE/TbHBINA 3/1eMeHT
® yIpaB/sieMblii 5/IeMeHT

® KOHTPOJIMPYEMbIil 37IeMeHT
® 13MEepUTEe/bHBIN 3/1eMeHT
e peLUaloIIUi 37IeMeHT

Ne 11 Kakoe cBOWCTBO [JOKyMeHTa 03HauyaeT [JOCTOBEPHOCTb €r0 PeKBU3UTOB?

® AYTEHTUYHOCTb

® JNOCTOBEPHOCTHb

® TIPUTOAHOCTB AJ1d WCII0/Ib30BaHUSA
¢ AHOHHMMHOCTH

Ne 12 Kakoe cBOMCTBO JOKyMeHTa 03HayaeT ero MoJHOTY U HeM3MeHHOCTb?

¢ NIOCTOBEPHOCTb
* TIPUTOJHOCTB JIJIsl UCTIOJIH30BaHUS
BCeoO1I[ast ZOCTYTTHOCTh

* 1]eJIOCTHOCTh

Ne 13 Kakoe cBoiicTBO AOKYMEHTA O3HAYdET I10/THOE Y TOYHOE MpeACTdB/I€eHHE B €ro COAep>KaHNU
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0TOOpa’kaeMbIX PelIeHuH, 1eITe/IbHOCTH U (JaKTOB?

® JdYyTEeHTHYHOCTHb

* [JOCTOBEPHOCTb

® TIPUTOAHOCTB AJ1d UCII0/Ib30BaAHUSA
¢ AdHOHUMHOCTb

Ne 14 Kakoe cBOHCTBO JOKyMeHTa 03HayaeT BO3MOYXHOCTh OTpeie/IUTh MeCTOHAXOXKIeHUe
ZIOKyMeHTa (JIOKa/IM30Barh), MOIy4YUTh K HEMY [JOCTYII, BOCIIPOU3BECTH U
WHTepIIpeTUPOBaTh ero cofiepkaHue?

® JdYTEeHTHUYHOCTH

* [I0CTOBEPHOCTb

® TIPUTOAHOCTB AJid WCII0/Ib30BaHUSA
¢ AHOHUMHOCTBH

Ne 15 Ha uTo HaripaBnieHsl pa3paboTKa ¥ peanu3alyisi CUCTEMBI TIPABUJT TI0 YTIPAB/IeHHTO
JOKyMeHTaMu?

¢ Ha rapaHTHpOBaHHe TOT0, YTO JOKYMEHTbI YHUUTO)KAI0TCS W/ [1epesjatoTcs Ha
XpaHeHHe B COOTBETCTBHH C YCTAHOB/IEHHOM MPOLiefypoi

e Ha rapaHTHpOBaHHe TOr0, YTO NH(POPMaLJOHHbIE CHCTEMbI U TEXHOJIOTUY,
obecrieunBarolyie yIIpaBaeHUECKYI0 [esTellbHOCTb, CO34al0T COOTBETCTBYIOLINE
JIOKYMEHTBI

* Ha CO37jaHHe COTPYAHUKAMH JOKYMEHTOB B COOTBETCTBUM C yIIpaB/eHYe CKUMU
NoTpeOHOCTSIMY U TIPOLieccaMy, T.e. Ha a/ieKBaTHOe (pUKCcHpOBaHKe B JOKyMEHTax
yrpaB/ieH4YeCKO! JieaTellbHOCTH, B KOTOPOM OHU yYaCTBYHOT

¢ Ha obecrieueHre BceoOieli JOCTYITHOCTH K JOKYMEHTUPOBAHHOMN WH(OPMAaIiu

¢ Ha rapaHTHpOBaHUE O6ECHe‘—IEHI/IH COXPaHHOCTHU JOKYMEHTOB B T€UeHMEe BCero
rnepuoja Ux 1oJjie3HOro rpruMeHeHrs He TOJIBKO camoi opraHmauHef/i, HO 1
BHEIIHMMU 3aUHTepeCOBAHHBIMY CTOPOHAMU (apXUBHbIE YUPEXKEHUS,
WCC/eJOBaTe/u, ayJuTophbl)

Ne 16 YTO OTHOCHTCS K TPeOOBAHUSIM K CUCTEMaM YTpaB/IeHHs JOKyMEHTaMHU?

e cucrema fo/bKHa obecrieurBath 3¢ deKTHBHBIE MPOLeAYPhl XPaHEHHUS U, TIPU
HEoOXOAUMOCTH, YHUUTOKEHHS JOKyMEHTOB

e cucTema 0/DKHa 0becrieurBaTh BCeOOIHi ZOCTYT K JOKYMeHTUPOBaHHON
nHpopmaLmn

e cucrema 0o/DKHa obecrieunBaTh HEM3MEHHOCTb CBOMCTB IOKYMEHTOB ITPU JTFO0BIX
H3MeHeHUsIX B CUCTeMe (U3MeHeHHe (hopMaToB XpaHeHHs U NpejCcTaB/IeHus],
repexoj, Ha HOBYIO NIPOrpaMMHO-aNapaTHy o MaarthopMy, 3aMeHa UM pacluipeHue
TIPYKJIaJHBIX IPOTPAMM U T.I1.) ¥ [Ja’Ke TIPH MPeKpalljeHHnH ee (PyHKI[MOHUPOBaHHUS

e cucrema o/DKHa obecrieurBaTh HafiexXHble 1 3 deKTrBHbIe Cpe/iCTBa XpaHEeHUs U
(hr3rye Ko 3alUThI JOKYMEHTOB

e cucTema fopkHa obecrieunBaTh CBOEBpeMeHHbIe, 3 deKTUBHLIe 1 Ge30macHbIe
CpeJiCcTBa /I0CTYTIa, TIOMCKA U UCTI0/Ib30BaHUs JOKYMEHTOB

Ne 17 HopmatrBHO-TipaBoBasi 6a3a J0KyMeHTHPOBAHUS YIpaBeHUeCKO [1esTeTbHOCTH
BKJIIOUeT B cebs:

¢ 100pOBO/ILHO IIPUMEHsIEMbIE KOZIeKChI [I0OBeAeHUS U STUKU

e IIpaBU/Ia pEKOMeH/laTe/IbHOI0 XapakTepa, OTPakaroliye JOCTIDKeHHUs B 06/1acTu
JlesTe/IbHOCTH OpraHu3aLuu

* 3aKOHBI ¥ HODMAaTHBHbIE aKThl, Pery/MpYOLMe YIIpaBaeHuUeCKyl0 CpeJly B L|eJIOM U B
crie{urUeCKUX OTPACISIX

¢ TPAJWLMOHHO CJIOKUBIIHMECS Y TOTO VI UHOTO PabOTHMKA TIPe/ICTaB/IeHus O
rpaBwiax oopMyIeHHUs] JOKyMEHTOB

® CTaHJAPTHI NTPAKTHUeCKOH /IesITe/TbHOCTH OpraHu3aliu

Ne 18 UTO OTHOCUTCS K CBOMCTBAM CUCTeMBI YIIpABJIEHUS JOKyMEeHTaMU?
¢ BceoO1jast JOCTYIHOCTh JOKYMEHTOB

¢ obecreueHue BCeCTOPOHHOCTHU (KOM]'[]'IEKCHOCTI/I) y1ipaB/ieHHsA JOKYMEHTaMU IIyTeM
OXBdTd BCeX BHIOB AeATe/IbHOCTH, BCeX Cl)OpMaTOB rnpeacraB/ieHus AdHHBIX B
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[IOKyMEeHTax, BCeX BUZOB HOCUTeel uHpopmaum

TIOJTHAasi aBTOMaTU3alust BCeX Mporieayp 00paboTKy JOKyMEHTOB

obecrieueHye 11e/IOCTHOCTH Y e[JMHCTBA BCell COBOKYITHOCTH JIeWCTBUHN U TIPOLIEYP
T0 YTIPaB/IeHHIO JOKYMEeHTaMU

obecrieueHrie HaIEXXHOCTH YTIPABJIEHUS JOKyMEHTaMH, T.e. CTOCOOHOCTH JAJTUTETLHO
Y TIPAaBWILHO OCYIIEeCTBIATh CO3/jaH1e, UCTIOh30BaHNe U XpaHeHHe JOKYMEHTOB B
COOTBETCTBHUHU C YCTaHOB/IEHHBIMH MPOLeyPaMU
obecrieueHrie BCeX CBOMCTB /JOKYMEHTOB

obecrieueHrie COOTBETCTBUS BCEX AeHCTBUI M0 YIIPABIEHUIO IOKYMEeHTaMU
yCTaHOB/IEHHbIM TPeOOBaHUSIM (BHEILIHUM ¥ BHYTPEHHHM)
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