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JINCT COI'JIACOBAHUA

PABOYASA ITPOI'PAMMA COCTABJ/IEHA B COOTBETCTBMU C TPEBOBAHUAMMU ®EJEPAJIBHOI'O
I'OCYJAPCTBEHHOI'O OBPA3OBATEJ/IbBHOI'O CTAH/JAPTA BBICIIEI'O OBPA3OBAHMSA (®I'OC BO)

38.03.01 DxoHOMHKa

roz Habopa rpynmbr: 2024
[Iporpammy cocrasuit:

Kadbezspa P1 MEHE/DKMEHT OPTAHU3ALIU
Banenko Anekcanzgpa CepreeBHa, CTapIlMii peno/iaBaTeib

ITporpamMmMa paccMoTpeHa
Ha 3aceJjaHUY KadeapbI-pa3paboTurka
paboueii mporpammel P1 MEHE/DKMEHT OPTAHU3AITUN

3aBenyromuii kadeapoii HImarko A. ., [.3.H., Tipod.

IIporpamma paccmoTpeHna
Ha 3ace/IaHWU BbIMyCKarollei Kadeapbl

P4 DOKOHOMUKA, OPTAHU3AIVA 1 YITPABJIEHUE ITPON3BOACTBOM

3aBenytoiuii Kadezapoi suenko B.I1., A.T.H., ipod.




PABOYASA ITPOI'PAMMA JUCHAIIINHBI
JTOKYMEHTHUPOBAHUE YIIPAB/IEHUECKOH JEATE/IBHOCTU

Pa3gensi paboueii mporpaMmMel

1. HEJIM OCBOEHNWA JUCHUIIIIMHBI

2. MECTO JUCIHUIIJIMHEI B CTPYKTYPE OOIT BO

3. CTPYKTYPA 1 COOEPXXAHUWE JUCHUIIIVHEI

4. ®OPMBI KOHTPOJIA OCBOEHUA JUCLIUTIIIVHBI

5. YYEBHO-METOUYECKOE 1 MTHO®OPMALIMOHHOE OBECIIEYEHUE NVUCHUITIIMHBI
6. MATEPUAJIBHO-TEXHUYECKOE OBECITEYUEHUVE NVCLHUITJIMHBI

IIpunokeHus K padodei mporpaMMe AUCLHIUTHHBI
o [Ipunoxenue 1. AHHOTaIWs paboueli TpOrpaMMBI

o TIpunoxenue 2. TexHonmoruu U GopmMbl 00yUIeHUsT
o TIpunoxenue 3. POH/IBI OLEHOUHBIX CPEZCTB



1. HE/IX OCBOEHUA JNCHUIL/IMHbBI

Llesibr0 OCBOEHUST JUCLIUITIMHEI SIB/IsieTCsT (YOPMUPOBaHMe C/IeyIOIIHX KOMITETeHIIHI:

OTIIK-2 — cr1iocobHOCTh OCyIIecTBIsATL cO0p, 06paboOTKy M CTaTUCTUYECKUI aHaMu3 JaHHBIX, HEOOXOAUMBIX IS
pelleHys TI0CTaB/IeHHBIX YKOHOMUUECKUX 3a7iad

DOpPMHUPOBAHUIO KOMIIETEHIUH CITYXKUT JJOCTIDKEHUE CJIe/IYIOIIUX Pe3y/IbTaToB 00pa30BaHuUs:
OIIK-2

3HAHUA:

- CTaH/JapThl YHUHULIMPOBAHHOM CHUCTEMbI OPraHM3al[MIOHHO-PACIIOPSIAUTETLHON JOKYMEeHTALiY;

- CyleCTBYHOLMe YHU(ULMPOBaHHbIE CUCTEMbI JOKYMeHTalllY;

- TeopeTHUeCKHe OCHOBBI M 3aKOHOMEPHOCTH [JOKYMEHTAIlMOHHOTO obecredyeHHs yIpaB/ieHYeCKOH
[esITeNIbHOCTY;

- TEXHOJIOTHIO pa3pabOTKU U TMpaBuia OGOPM/IEHUs OPraHW3al[iOHHO-TIPABOBBIX, PACIOPSAUTEIbHBIX U
HMH(OPMaLIOHHO-CIIPABOYHBIX [JOKYMEHTOB;

- 3aKOHOZaTe/bHble, HOPMAaTHMBHbIE U IIpaBOBble aKThl, perVlaMeHTHUPYHOIMe [OKyMeHTHpPOBaHHUe
yIpaB/leHUeCKOM JlesiTe/IbHOCTH;

- TpeboBaHWs K COCTaB/leHWIO, O(OPMJIEHUIO YHU(PHULUPOBAaHHOW CHUCTEMBI OpPraHU3alMOHHO-
pacropsiiuTe/IbHON JOKYMeHTaLuy;

YMeHusl:

- C/TyIIaTh, BOCIIPUHUMATH JOKYMEHTHYIO0 HHPOPMALMIO C YUeTOM KY/IbTYPHBIX U SI3bIKOBBIX Pa3/IHuMii;

- COCTaB/ISATb JAOKYMEHTHI B COOTBETCTBHH C TPeOOBaHUSIMU YHU(MUIIMPOBAHHOMN CUCTEMBI OpraHU3alMOHHO-
pacropsiiuTeIbHON JOKYMeHTaL1y;

- BBISIBJISITH COCTaB HEOOXOAUMBIX JIOKYMEHTOB B KOHKPETHOH yTIpaB/ieHYeCKOW CUTyaLuy;

- CUCTeMaTHU3UpOBaTh U 00001[aTh JOKYMEHTHYI0 UH(pOPMALIHIO, TOTOBUTDL CIIPABKU, 0030D5I;

- pepeprpoBaTh, pefAKTHPOBATh, pelleH31POBaTh TEKCThI;

- paborate C HOPMAaTMBHOM, CITe[ManbHONW M 3aKOHOZATENBHOW JIUTepaTypo [yisi MpaKTU4IeCKOro
TIPUMeHeHUs TIPY CO3AaHUM U 0()OPMIIEHUH JIOKyMEeHTOB;

- pa3pabarbIBaTh MPOEKTHI IOKYMEHTOB;

HABbIKU:

- BMIaJIeTb 3aKOHOZATeNbHbIMKM akTamu P® B cdepe nHOpPMaLUM U [JOKYMEHTALMOHHOTO O0OeCreueHust
yIipaBJ/ieHUs], yKazaMu U pacriopsbkeHusamu [Ipesnaenta P®, nocranosnenusimu I1paBurtensctBa PO, HOpMaTUBHO-
TPaBOBBIMU aKTaMu (hefiepasbHBIX OpPraHoB, B 00/7aCTW JOKYMEHTHPOBAaHHUS YIIpaB/eHUeCKOW JesTe/bHOCTH,
rOCY/lapCTBEHHbIMU CTaHJapTaMM Ha JOKYMEHTbI, YHU(PULMPOBAHHBIMKU CHUCTeMaMM Ha [OKYMeHTaluu WU
001ePOCCHIICKIME K/TaCCU(PUKAaTOPaMy TeXHUKO-IKOHOMUYECKOW U COLMaIbHON HH(OPMaLUH;

- UCII0/Ib30BaHUSI COBPEMEHHBIX CITOCOO0B M TEXHOJIOTHH CO3[aHUs JOKYMEHTOB,;

- TIpUMeHEeHUs] MeTO/IOB KOMITBIOTEPHBIX TeXHosorwid 1o cbopy, o0paboTke, Tepefauud, aHasM3a
JOKyMeHTHOH UH(popMaLy;

- aanTUpPOBaTh K KOHKPETHBIM YC/IOBUSM U HCII0/b30BaTh MPOrpaMMHbIE MPOAYKTbI [/l COCTaBJeHUS,
oopmieHHsT OpraHU3al[MOHHO-PACTIOPSANUTETBHON I0KYMEHTALUK U OPTaHU3al[uK JOKYMEeHTO000pOTa;

- CaMOCTOSITEJILHOTO TpUoOpeTaTh HOBbIe 3HAHWM, WCIIONB3ys COBpPeMeHHbIe 00pa3oBaTesbHbIE
TeXHOJ/IOTUH.



2. MECTO JMCIIUIIVIMHBI B CTPYKTYPE OOII BO

Iuciymmiaa JOKYMEHTUPOBAHUE YITPABJIEHUYECKOM JAEATE/IBHOCTH sinseTcs
IUCLIUIIMHON 00sA3aTe/IbHOM YacTH 0yioKa 1 mporpaMMebl MOArOTOBKM 110 HanpaesieHuto 38.03.01 DkoHoMuka.

CopepxaHve  UCLMIUIMHBI ~ SIBASIETCA  JIOTUUeCKUM  Tipofo/bkeHueM  gucuuriiuH:  JAEJIOBBIE
KOMMYHUKAIINA, 3KOHOMUKA IIPEAITPUAATNS, BBEJEHUE B VH®OPMAIIMOHHBIE
TEXHOJIOT'A.

Copep)kaHue [UCLMIUVIMHBI ~SIBJISIETCST OCHOBOWM MJii  ocBoeHusi aucuuruividH: OPTAHUW3AINSA
IMPOM3BOACTBA HA ITPEAIIPUATIAN, YIIPABJIEHUE ITPOEKTAMM.

Hpe,qBapHTeanme KOMIIeTeHILIH, Cd)OpMI/IpOBaHHbIE y O6yanOLL[6FOCH [10 HadaJ/la U3y4yeHus JUCLHUIITIMHBI:

¢ OIIK-6 — CriocobeH NOHMMAThb MPYHLUITEL pabOTHI COBPEMEHHBIX MH(OPMALMOHHBIX TEXHOIOTHH U
WCTI0/Ib30BaTh UX /IS pelleHus 3afiad NpodeCCUOHANTBHON AesTeTbHOCTH

¢ TTIK-91 — criocobeH K KOMMYHUKALIMK ¥ KOOTIepaljuy B LIUGPOBOH cpejie, UCTI0Ib30BaHUIO Pa3/IMYHBIX
LIM(POBLIX CPe/CTB, [TO3BOJISAIOIINX BO B3aUMO/eHCTBHY C IPYTUMH JIFOAbMH JOCTUraTh TOCTaBIeHHBIX
Lesei

¢ [1K-94 — criocobeH K yripaBneHHt0 HHGOPMAIMel U JaHHBIMH, TIOMCKY UCTOYHHUKOB HHQOPMaLUH 1
JJAHHBIX, BOCTIDUSATHIO, aHa/ M3y, 3alIOMHUHaHMIO U Tepejjade HH(OPMaLUH C UCIIOIb30BaHHeM 11(POBBIX
CPeJiCTB, a TAKXKe C TIOMOIIBI0 alrOPUTMOB NP paboTe C MOIyYeHHBIMU U3 Pa3/IMUHbIX HCTOYHUKOB
JAHHBIMH C LiesIbl0 3((deKTUBHOIO UCMOIb30BaHUS MOTyUeHHON NHhOPMaLMK [JIs1 pellleHus 3a/ad

¢ TICK-1.4 — CriocobeH cobpars 1 ITpoaHaIM3uPOBaTh NCXOAHBIE AaHHBIE, HEOOXOJUMBIE /IS pacueTa
5KOHOMMYECKUX U COLIUaTbHO-9KOHOMHUUECKUX T0KAa3aTeslel, XapaKTepr3yoLUX AesTe/IbHOCTb
XO3SIHCTBYIOLINX CyOBEKTOB

¢ YK-3 — CriocoGeH 0CyIIleCTB/IATh COLMaNbHOE B3aUMO/eHCTBHIE U PeaIM30BbIBaTh CBOIO POJIb B KOMaH/e

¢ YK-4 — CriocobeH 0CyIIeCTBIATh AeM0BYI0 KOMMYHHUKALUIO B YCTHON M MUCbMeHHOW (opMax Ha
rocyZapCTBeHHOM si3bIKe Poccuiickoit Deziepaliu u MTHOCTpaHHOM(BIX) s13bIKe(ax)



3. CTPYKTYPA 1 COAEPXXAHUE JUCIOUITI/INHbI

OO6111ast TPYA0EMKOCTh AUCLMITIMHBI COCTaB/sieT 3 3.e., 108 u.

3.1. Copepxanue (AMAAKTUKA) JUCLHUILIMHbBI

KYPC

CEMECTP

HaumeHoBaHue Ppa3fesioB ¥ JUJAKTUYECKHUX eJTUHHUL]

BCEI'o

AyauTOpHEIE 3aHATHSA

B KOHTaKTHOIA

bopme

BCEI'o

Jlekuuu

ITpakTHyeckue
3aHATHA

CamocTosaTeTbHasA
paboTa cTyaeHTOB

dopmupyemas
KoMmeTeHIus, %

OIIK-2

Paspen 1. YnpaBieHueckas 1 opucHasi AesiTe/IbHOCTD. 1.1. Ba3oBble MoHATHS
yIIpaB/IeHueCKOM JesTeNbHOCTH. 1.2. XapaKTepUCTHKY YIIpaBieHYecKoi 1 0QHCHOH
nesTebHOCTH. 1.3. TIpo6ieMbl opraHU3aLuy 0QUCHOM AesTebHOCTH.

13

N

—_
=

Paspes 2. OcHOBHbIe IOHATHA JOKYMEHTHPOBaHHsA YNPaB/IeHYeCKOH esiTe/IbHOCTH. 2.1.
JIOKyMEeHT 1 ero xapakTepuCTHKH. 2.2. YnpasjieHue JoKyMeHTamu. 2.3. CucTeMa yrpab/ieHus.
JIOKyMEeHTaMHu.

10

11

Paspen 3. B/IaHKH M COCTaB PeKBH3HTOB YIIPaB/IeHYECKHX JOKYMEHTOB. 5.1. Obwiye
Tpe6oBaHKs K I0PUNUYECKOH Crile U 0pOPM/IEHHIO JOKYMeHTOB. 5.2. TpeboBauus K
0(hOpMI/IEHHIO yTIpaB/IeHueCKHX JOKYMeHTOB. 5.3. baHK JOKyMeHTa U ero pasHOBH/HOCTH. 5.4.
Ocob6eHHOCTH 0()OPM/IEHHST MHOTOCTPAHHUUHBIX /IOKYMEHTOB.

11

11

Paspen 4. HopmaTtusHo-nIp 6asa A0OKyMeHTH ynpaBJieHYecKoi
peaTenbHOCTH. 3.1. O611jas XapakTepUCTHKa HOPMaTHBHO-TIPAaBOBO# 6a3bl JJOKyMEHTHUPOBaHHS
yTIpaB/IeHUeCKoii AesTenbHOCTH. 3.2. [IpaBoBast 6a3a JOKyMeHTHPOBAHUS yIIpaB/IeHYeCKOH
nesitenbHOCTH. 3.3. CTaH/apThl B JJOKyMEHTUPOBAHUH YIIpaB/IeHYeCKO# JiesTeNIbHOCTH. 3.4.
HopmaTuBHbIe paBoBble aKThl MeXXBEJOMCTBEHHOTO U BeJOMCTBEHHOIO XapaKTepa.

13

10

11

Paspen 5. OcoGeHHocTH odopmieHHst Hanbosiee pacCIPOCTPAHEHHBIX BU/0B
OpraHM3aljMOHHO-PACTIOPAAUTENbHBIX JOKyMeHToB. 6.1. [IpoTokosbl. 6.2. AKThL 6.3.
JloK/aZiHble ¥ 0ObSICHUATE/IbHBIE 3aITMCKH, 3asiBNeHNs, CIIpaBKu. 6.4. PacropsiiuTesbHbIe
JIOKyMeHTbI. 6.5. OpraHu3aljiOHHO-NIPABOBbIe /JOKyMeHTbI.

13

12

Pa3zpen 6. Cucrems! foKymeHTanu. 4.1. OG1iepoCccHiickie CHCTeMbI JOKYMeHTaLuu. 4.2,
YHU(ULMPOBaHHbBIE CHCTEMbI YIPaB/IeHUeCKOH oKyMeHTaluu. 4.3. YHuduLrpoBaHHbie HOPMBI
OTpAC/IeBOH /JOKYMeHTal|H.

10

11

Paspen 7. [lucemenHas KoppecnionjeHuus. 7.1. Tenerpammsl. 7.2. TenedoHHOrpamMMel. 7.3.
@akcorpammsl. 7.4. CoolLLeHus 3/IeKTPOHHOM MoYTEL. 7.5. ITrckMa, CBsi3aHHbIe C
pacripocTpanenreM uHdopmauu. 7.6. [Tucbma, cBsi3aHHbIe ¢ 00palLieHHUsIMU 10 TIOBOAY TeX WK
WHBIX JledcTBUM. 7.7. ITiuceMa-oTBeTsl. 7.8. IlicbMa npeTeH3HOHHOTO XapakTepa. 7.9. ITiuceMa,
CBf3aHHBIE C BbIPa)KeHHeM BHUMaHUs U ydacTus. 7.10. PekomeH/jaTe/IbHble 1
COTMPOBO/MTE/IbHbIC NHChMA.

12

11

Paspen 8. Opranusauus AoKymenTooGopora. 8.1. [ToHsitie fokyMeHTooGopora. 8.2.
XapaKkTepHCTHKM JOKyMeHTOOo60poTa. 8.3. DTankl JoKkyMeHTo060poTa. 8.4. OpraHusaryst
paboTsI C1y»KObI JOKyMEHTALMOHHOT0 0GecrieyeHust yrpae/eHust. 8.5. OpraHu3salyst paboTsl
KOH(HIeHI[a/IbHBIMU [JIOKYMEHTaMH.

13

11

Pazpgen 9. [lokymeHTHpoBaHue paboTsl ¢ mepcoHanom. 9.1. Komruieke KagpoBoit
JokymeHTaluu. 9.2. JlokyMeHTHpOBaHKe rpreMa Ha paborty. 9.3. JJoKyMeHTHpOBaHHe TepeBoya
COTPYAHHKOB Ha Apyryto paboty. 9.4. [IokyMeHTHpOBaHHe MOOLIPeHNs: PAGOTHUKOB 1
HAJIOKeHHs! JUCLTIMHAPHBIX B3bICKaHHUiA. 9.5. [JOKyMEeHTHPOBaHHe YBOJIbHEHHs! PabOTHHKA.

13

11

Bcero 3a 5 cemecTp

108

34

17

17

74

100

Bcero mo gucuuninHe

108

34

17

17

74

100

3.2. AyAMTOpHBIil PAKTHKYM

Ne
n/n

HOMep W HAMME€HOBAHHE pa3jejia JUCIIUIT/INHbI

Tema MNPAKTHYECKOIr'0 3daHATUA

Oo0nemMm,

ayp,.
JacoB

Pasgen 1. YnpaBneHueckast U opucHasi 1esITeTbHOCTb.

N3 Ne2. OpopmieHue CTPyKTyphbI
OpraHusalyu

Paspen 3. biianku ¥ COCTaB PEKBU3UTOB
yIpas/ieHu4e CKUX JOKYMEHTOB.

N3 Nel. OcopmiieHue 671aHKOB
OpraHu3aIuu.

Pa3pen 5. OcobeHHOCTH 0dopMmieHUs: Haubosee
pacrnpoCTpaHeHHbIX BUI0B OpraHr3aloHHO-
PacIiopsIUTeIbHBIX JOKYMEHTOB.

N/13 Ned. Pa3paboTka 1 odopmieHne
Opra’u3alMOHHO-PaCIopAUTebHbIX
IOKYMEHTOB.

Paspen 7. IluceMeHHast KOppeCIIOH/|eHLMS.

N3 Ne5. OpopmreHue nucem.

Pa3pen 8. Opranusanus JOKyMeHTo000poTa.

oTzene

N/ 3 Ne6. Opopmiienrie momokeHusi 06

N[ 3 Ne3. OdopmiieHre IITaTHOTO

6 |Pa3gen 9. lokymeHTHpOBaHKE PabOTHI C TIEPCOHAIOM. 3
a Foxy P p P pacnucaHust.
Bcero 3a 5 cemecTp 17
3.3. CamocTrosiTesibHasA pabora crygenta (CPC)
Ne Homep u1 HanMeHOBaHue pasjeia O0bem,
Cojep;kaHue y4e0HOro 3afaHUsA
n/n JUCLIUTTHHBI 4acoB
1 |Pa3gen 1. ¥YnpaBneHdeckas U oducHas | YrayO1eHHOe u3ydyeHre v pedeprpoBaHue CrielaabHOU 8

6

26213




esITe/IbHOCTb. JIUTepaTypsbl, JIEKIMOHHOTO MaTepuasa Mo BorpocaM
paszena; BeinoaHeHue M/13; moAroToBKa K
[TMarHOCTUYeCKOM paboTe U 3aUeTy.
Paszien 2. OCHOBHBIE TIOHATHS Yrny6nénHoe n3yueHue u pepeprpoBaHue CrieljraabHON
2 oK MEH:[‘I/I oBAHs VIIDasTeHueckod [TATEPATYPbL, EKLHOHHOTO MaTepHasa o Borpocam 8
AGHTYEIII:HOCI')T " yrip pasfesna; TOATOTOBKA K JUArHOCTHYEeCKOM paboTe 1
A ’ 3aUeTy.
Paszen 3. BAHKH 1 COCTAR Yrny6néHHoe n3yueHre U pedepupOBaHie CrielaaTbHON
3 EK§I/IBI/I'1:OB DABTEHYECKIX JIATepaTypsbl, JIEKLJMOHHOIO MaTepuasa o BOIpocaM 8
p oK MeHTOBy P pa3fena; BeirosHeHue M/13; MoAroToBKa K
AOKY ’ [TUAarHOCTHUUECKOM paboTe U 3aUeTy.
Pasen 4. HopmaTuBHO-npasoBas Gasa Yrny6néHHoe u3yueHue U pedeprpoBaHye CIIeI[UaTbHON
4 o EH'TH OBAHMSL VIIbaBeHueckoi | TEPATYPbL JIEKLMOHHOTO MaTepyasa ro Bornpocam 10
AeHTB EIII:HOCI:’)[I/I yrip pasfesia; TIoATOTOBKA K JUArHOCTHYeCKoi paboTte 1
A ’ 3aueTy.
Pazznen 5. OcobeHHocTH odopmleHHs |YraybE€HHOe U3ydyeHre U pedeprpoBaHue CrielaabHON
5 HauboJsiee PacIipOCTPaHEHHBIX BUIOB  [TUTEpaTyphl, JIEKIMOHHOTO MaTepuaJia Mo BOMpocaM 8
OpraHv3alMOHHO-PACIIOPSAAUTENBHBIX (pa3zena; BoirosiHeHWe /1 3; moaroToBka K
IOKYMEHTOB. [IMAarHOCTHYEeCKOM paboTe U 3aUeTy.
YrnybnéHHoe u3yueHue u pedeprpoBaHUe Criel[HaTbHON
6  |Paszen 6. Cuctems! oKyMeHTaLM JIUTepaTyphbl, JIEKIMOHHOTO MaTepuasa Mo BopocaM 8
) " |pa3gesna; moAroTOBKA K AMArHOCTHUECKOM paboTe u
3aueTy.
YrnybnénHoe n3yueHue U pepepupoBaHue CrielraabHON
- Pazpen 7. [TucbmeHHast JIUTepaTyphbl, JIEKIMOHHOTO MaTepuasa o BorpocaM 8
KOppeCHOHEeHIUSI. paszena; BeinoaHeHue M/13; moAroToBKa K
[TMarHOCTUYEeCKOM paboTe U 3aUeTy.
Yry6néHHoe n3yueHre U pedepupoOBaHie CrielaaTbHON
8 Paspen 8. Opranusanys JINTeparypsl, JeKLJMOHHOI'0 MaTepuaJia 1o BOIpocaMm 8
MOKyMeHT00bO0opoTa. pa3jena; BeirnoHeHue M/13; MoAroToBKa K
[TUarHOCTHUYECKOM paboTe U 3aUeTy.
Yrny6nénHoe n3yueHue U pedeprpoBaHUe CIiel[HaTbHON
9 Pasgen 9. [lokymeHTHpOBaHWe PabOTHI |JTUTEPATYPHI, IEKITMOHHOTO MaTeprasa 0 BOIpocam 8
C [IepCOHAaJIOM. pa3sgzea; BeinosiHeHue V13; moaroToBka K
[TUAarHOCTHYECKOM paboTe U 3aUeTy.
Bcero 3a 5 cemecTp 74
4. DOPMbI KOHTPOJISA OCBOEHHUA ANCLHUIL/INHBI
CEMECTP HEJAEJ/IL CEMECTPA
1 2 3 4 5 |6 7 8 9 |10 11 12 13 14 15 |16| 17
Bormp.
nri3 KIloc UrIi3 KlIloc KIloc KTIloc 3au
5 KTloc ’|KTToc ’|KIToc| AP ’|KTToc ’| AP|KIToc ’|KTToc ’KIToc| AP ’
KIloc AII3 A KIIoc HII3 A nII3 HII3 A KTloc,
3au.
YcioBHbIe 0603HAUEHUS:
e JIP — muarHocTHYeckas paboTa;
¢ KlIoc — KOHTpO/b MTOCeIaeMOCTH;
e UII3 — nHauBUAYyaNbHOE IPaKTUYeCKoe 3a/laHue;
¢ Borp. 3au — BONpOCH! K 3a4eTy;
® 33y. — 3ayeT.
TekyIuii KOHTPOJ/Ib YCII€BaeMOCTH CTYJeHTOB TIPOBOJUTCS B ITUCKPETHbIE BpeMeHHbIe UHTepBasbl B
crenyromuyx Gopmax:
e HArHOCTHYecKas pabora;
e KOHTDOJb MOCEIaeMOCTY;
e UHAWBU/yaJIbHOE TIPaKTUUeCKOe 3a/laHue;
e BOIPOCHI K 3a4eTy.
IIpomexyTouHasi arTecTalus MPOBOAUTCS B JopMax:
e 3aueT.
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5. YYEBHO-METO/JMYECKOE 1 TH®OPMAIIMIOHHOE OBECIHEUEHUE
MCIUATTAHBI

5.1. OcHoBHas MTepaTypa 1o SJUCLUIIINHE:

1. U. K. KopHees, A. B. ITiienko, B. A. Mamypues. . JlokyMeHTHpOBaHue yIIpaB/ieHYeCKOH J1eTeTbHOCTH.
Mockga: HOpaiit, 2022, 351. pec.

5.2. TonoynHWTeTbHAS IUTEPATypa Mo JUCLUTIIMHE:
He TpebyeTcs..
5.3. Ileprognueckyrie U3aHUs:

1. ABTOMaru3aLys IPOLIeCCOB YIIPaB/IeHus;
2. Kapposoe peno;
3. CouyarnbHble ¥ TyMaHUTapHbIe 3HAHUS.

5.4. TlepeueHb pecypcoB UH(GOPMaI[MOHHO-TeJIEKOMMYHHUKAIIMOHHOU ceTH "VIHTepHeT", HeoOXOAUMBIX /IS
OCBOEHUS JUCLUTUTUHBI, 3IEKTPOHHbLIE OMO/IHOTEUHbIE CHCTEMBI:

1. https://urait.ru/book/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470 — Kopuees U. K.,
[Muenko A. B., MaiuypueB B. A. [lokyMeHTUpOBaHWe yrpaBieHYEeCKOH JeaTeTbHOCTH — KYIIUTh, UATaTh
OHJ/IakiH. «FOpaiT».

CoBpeMeHHbIe MpoteccroHanbHble 0a3bl JAHHBIX:

1. https://rusneb.ru — HarironanbpHast asekTpoHHas 6ubmvoreka (HOB);

2. https://cyberleninka.ru/ - Hayunas ssmektpoHHas 6ubnmoreka « KubepieHUHKa»;
http://www.rfbr.ru/rffi/ru/library - TTonHoTekcTOBast 3yieKTpoHHasi bubuoTeka Poccuiickoro dhoHza
(byHAaMeHTaTbHBIX UCC/Ie/JOBAaHMM.

VHdopMaliioHHbIe CIIpaBOYHbIE CUCTEMBI:

1. TexakcnepT — MH(OpMaLIMOHHBIN TIOPTal TeEXHUUECKOTo perynrMpoBaHusi: HopMmel, paBuia, craHzapTel PO;

2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - 51 [OCTos
cobctBenHo reHeparuu BI'TY "BOEHMEX" um. [I. ®. YcTHHOBS;

3. http://www.consultant.ru/- Koncynsrantllatoc- nHbOpMaI[MOHHBIM MTOpTas MpaBoBoi HHGOPMaIIUH.

5.5. TIporpaMmMHoOe obecrieueHue:

1. Microsoft Office.

5.6. HbopMaloHHbIe TeXHOJ/IOTHH:

B3auMoyielicTBre ¢ obOyuarorumucs nocpeactsoM SVIOC Moodle BI'TY «BOEHMEX» um. [I.®. YcTrHOBa.



6. MATEPUAJ/IBHO-TEXHNMYECKOE OBECIIEYEHUWE JUCIUIIVINHBI

6.1. JlekijioHHbIE 3aHATHUA:

CrienqraJIn3upoOBaHHbIE Tpe60BaHI/IH 1o O60py,ZLOBaHI/I}O OTCYTCTBYIOT; ayJUTOPHsA C IMTOCAA0UYHBIMH Me€CTaMK1
10 KOJIMYECTBY CTYyAEHTOB; AO0CKA.

6.2. IlpakTHueckue 3aHATHUSA:

1. IIpoekTop;
2. Microsoft Office.

6.3. Ilpouee:

1. pabouee MecTO IperiofaBareJisi, OCHaI[eHHOe KOMITBIOTEPOM C ZOCTYTIOM B VIHTEpHeT;
2. paboune MecTa CTYAE€HTOB, OCHAII[eHHbIE KOMITBIOTEPAMHU C IOCTYIIOM B IHTEpHeT, rpeAHa3HaYeHHBIE JIIst
paboThI B 37IeKTPOHHOM 00pa30BaTesibHOM cpefie.



IIpunoxenue 1
K paGoueii mporpamMme JIHCIUILTHHBI
JOKYMEHTHUPOBAHMUE YITPABJIEHYECKOU JEATE/TIBHOCTU

AnHoTanus paéoueit nporpamMmel

Oucipnvia  TJOKYMEHTHUPOBAHUE YIIPABIEHUECKON JEATEIBHOCTU seasercs
JNUCLIUIIMHOYN 00si3aTe/IbHOW uacTu O1oka 1 mporpamMMbl MOATOTOBKU MO HarpaeiaeHuto 38.03.01 DkoHomuka.
[ducuuruiiHa peanusyeTcst Ha (akynsreTe P MeXIyHapoZHOTO TIPOMBILIIEHHOTO MeHe)KMeHTa U KOMMYHHKaLUK
BI'TY "BOEHMEX" um. [].®. Yctunosa kadezpoit P1 MEHE/DKMEHT OPTAHU3ALIUN.

MucuurnvHa HateneHa Ha popMUpPOBaHUE KOMNemeHyuli:
OTIK-2 crnocobHOCTh OCYIIeCTBAATh COOp, 00PabOTKY M CTAaTUCTUUECKWM aHa/U3 JIaHHBIX, HEOOXOAUMBIX /IS
pelieHrs 10CTaB/IeHHbIX S KOHOMHWYECKHX 3a/ay.

CopiepkaHyie  UCIMIUTMHBI OXBAaTHIBAET KPYr BOTPOCOB, CBSI3aHHBIX C OpraHM3aIuell yrpaB/leHYeCKOro
JOKyMeHT0060pOTa, TEOPEeTHUECKHEe OCHOBBI PO/M JOKYMEHTa U MH(OPMAIMU B YIIPABI€HYECKOM TIPOLIECCE, o
pa3BUTHH, CHCTEMaxX [OKYMEHTAl[ud, a TAaKXe COBPeMeHHble TpebOBaHUs, TPEeIbsIBISEMble K COCTAB/IEHMUIO,
oopmsieHHIO, BIKEHUIO U 0OpabOTKU [JOKYMEHTOB. PacKpbIBarOTCSl BOMPOCHI 3aKOHOMEPHOCTH 00pa30oBaHUs
JIOKYMEHTOB, CIOCOObI WX CO37IaHMsi, (YHKIMH, CBOWCTBA, CTPYKTypa /JOKYMEHTA, TMPHHIWITEI OpraHu3al[iu
IOKyMeHTOOOOpOTa.

ITporpaMMoi AUCLIMIIMHEI [IPeSyCMOTPEHB! C/leAyIoILYe BU/{bl KOHTPOJIA:

Tekyiuii KOHTPOJIb YCIIeBaeMOCTH CTY/[€HTOB ITPOBOJWTCS B TUCKPETHBIE BpeMeHHbIe HHTEPBA/IBI B
cnepyromux opmax:
e JMarHocTHueckas pabora;
¢ KOHTPOJIb TIOCEIaeMOCTH;
e WHAWBUJIYaAJbHOE TPAaKTUUeCKOe 3aflaHue;
e BONPOCHI K 3a4eTy.

IIpoMexyTouHas arTecTalus POBOAUTCA B (hopmax:
e 3auerT.

OO01iast  TPYIOEMKOCTb OCBOEHUS AUCIUIUIMHBI cocTaBmseT 3 3.e,, 108 u. IIporpaMMoi AWCIMITIMHEI

TIPeyCMOTPEHBI JIEKLIMOHHBIe 3aHsThs (17 u.), mpakTrueckue 3ausaTus (17 4.), camocTosiTesibHas paboTa CTyaeHTa
(74 4).

10



IIpunoxenue 2
K paGoueii mporpamMme JIHCIUILTHHBI
JOKYMEHTHUPOBAHMUE YITPABJIEHYECKOU JEATE/TIBHOCTU

TEXHOJIOTHN 1 ®OPMbI OBYUEHUA

PEKOMEH].IHI.[I/II/I 0 OCBO€HHUI0 JUCLIUIIIMHBI /I CTyA€HTd

TpynoeMKOCTb OCBOEHUSI JUCLMIUIMHBI cocTaBsieT 108 4., U3 HUX 34 4. ayAUTOPHBIX 3aHATUM, U 74 u.,
OTBEJIEHHBIX Ha CAMOCTOSTE/IbHYIO PaboTy CTyAEHTa.

PekoMeH/JaLIMK 110 pacIipe/ieNieHH0 yueOHOro BpeMeHU M0 BU/IaM CaMOCTOSITe/IbHON paboThl U pa3szesiam
JOVICLIUTI/TVHBI TIPUBe/IeHbI B Tab/vLe.

KoHTponb ocBoeHMs AUCLMIUIMHBI TIPOU3BOAUTCS B COOTBETCTBUU C Ilo/Io’KeHHeM O TeKylleM, pyOe>KHOM
KOHTDOJIE YCTIeBae€MOCTH ¥ TTPOMEKYTOUHOU aTTeCTalii 00yUaroIuxcs.

@®opMBbI KOHTPOJISI ¥ KDUTEPHH OLIEHWBAHUS TIPUBE/IeHbI B PUIOXKeHHH 3 K Paboueli mporpamme.

HaumeHoBaHHe padoThI Pexomenpayemas nureparypa prm:{?éKOCTb’
Pa3pen 1. YnpaBieHuecKas ¥ opucHasi AesiTe/IbHOCTb.

Yrny6néHHoe u3yueHue U pedeprupoBaHre . K. Koprees, A. B. [Tienko, B. A.
CreLMasbHON JIUTepaTyphl, JIEKLIUOHHOTO MaTepuasa Mauypues. . [lokyMeHTUpOBaHUe 8
TI0 BOIIpocaM pasziena; BbirosHeHue V1/13; nofroToBka yrpaB/ieHueCKOW JesiTeJIbHOCTU:
K JJMarHOCTUUECKOH paboTe U 3aUeTy. Mockga: FOpaiit, 2022 (1)

Wroro no pasgeny 1 8

Pa3gen 2. OcHOBHBIe NOHATHSA AOKYMEHTHPOBaHMs YIIPaB/IeHUYeCKOoil jesaTe/IbHOCTH.

YrnybnéHHoe u3ydeHue U pedeprpoBaHye N. K. Kophees, A. B. ITiieHko, B. A.
CreLiMa/JbHOW ITepaTyphl, JIEKLIMOHHOTO MaTepuasia 5 Mauuypues. . ﬂoFyMeHTHpOBaHHe 8
T10 BOMpOCaM pas/fiesia; NOAroTOBKA K AUarHOCTUYeCKOU yIpaB/leH4YeCKOM JleITe/IbHOCTH:
paborTe U 3aueTy. Mockga: FOpaiit, 2022 (2)

Wroro no paszgeny 2 8

Paspen 3. b1aHKU U COCTaB PeKBU3UTOB yIIpaB/IeHYECKUX JOKYMEHTOB.

YrnybnéHHoe u3ydeHue U pedeprpoBaHye . K. Kophees, A. B. ITienHko, B. A.
CrieLiMa/IbHOW JIUTepaTyphl, JIEKLIUOHHOTO MaTepHuasia Mamypues. . [JokymMeHTUpOBaHue 8
10 BOMpPOCaM pasfiena; BeinoaHeHue 1/13; nmoaroroBka yIIpaBJieHU€eCKOM [1esiTe/IbHOCTH:
K JIMarHOCTHUeCKO paboTe U 3aUeTy. Mockga: FOpaiit, 2022 (5)

Wroro no pasgeny 3 8

Paspen 4. HopmaTuBHO-NIpaBoBasi 0a3a JJOKyMeHTHPOBAaHHS YIPaB/IeHYeCKOH /|esiTeIbHOCTH.

YrnybnénHoe u3yueHue u pedeprpoBaHue . K. Koprees, A. B. [Tienko, B. A.
CreLMalbHON JIUTepaTyphl, JIEKLUOHHOTO MaTepuasia 5 Marypues. . ﬂoFyMeHTHpOBaHHe 10
T10 BOIIpOCaM pasfiesa; IIoAr0TOBKA K JUarHOCTUYe CKOU ynpaB/ieHue CKOU JesiTeJIbBHOCTH:
pabore u 3aueTy. Mockgsa: FOpaiit, 2022 (3)

Wroro no pasgeny 4 10

Paspen 5. OcodenHoctu odopmieHHsI Hanbo/Iee pacpoCTPaHeHHBIX BUOB OPraHU3anHoHHO-
pacnopsiiuTe/1bHbIX JOKYMEHTOB.

Yrny6nénHoe n3yueHue u pedeprpoBaHue . K. Koprees, A. B. ITiienko, B. A.
CreLMabHOU JIUTepaTyphl, JIEKLUOHHOTO MaTepuasia Maiuypues. . [IoKyMeHTUpOBaHUe 8
10 BOMpOCaM pasfiena; BeinoaHeHue M/13; moarotoBka yIIpaBJieHUeCKOM J1esiTe/IbHOCTH:
K IMarHOCTHYECKOU paboTe U 3auery. Mockga: FOpaiit, 2022 (6)
Wroro no pasgeny 5 8
Pazpgen 6. Cucrembl AOKYMEHTAaI[UH.
YrnybnéHHoe usyueHue v peeprupoBaHue . K. Koprees, A. B. ITenko, B. A.
CreLMabHOU JIUTepaTyphl, JIEKLIUOHHOTO MaTepHrasia Maituypuies. . [loKyMeHTUpOBaHHe 8
T10 BOTIpOCaM pas/iesia; MOAroTOBKa K AUarHOCTHYeCKOU yTIpaB/ieHUeCKOH JiesiTe/TbHOCTH:
pabote 1 3auery. Mockga: FOpaiir, 2022 (4)
Wroro no pasgeny 6 8
Pazpgen 7. [IncbmeHHasi KOppecnoH/eHIUA.
YrnybnénHoe u3yueHve u peeprupoBaHye N. K. KopHees, A. B. [Tienko, B. A. 8
CreLiMa/bHOW JIUTepaTyphl, JIEKLIUOHHOTO MaTepuasa Mauypues. . [lokyMeHTUpOBaHUe
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T10 BOIlpocaM pasziena; BoirosHeHue V/13; noaroroska yTIpaB/ieHUeCKOH JiesiTe/TbHOCTH:
K JMarHOCTHUEeCKOH paboTe U 3aUeTy. Mockga: HOpaitt, 2022 (7-9)

Wroro no pasgeny 7 8

Pazgen 8. Opranu3zanus JOKyMeHT0000poTa.

Yrny6néHHoe u3yueHue U pedeprupoBaHye . K. Koprees, A. B. [Tienko, B. A.
CrieLiMa/bHOM JIUTepaTyphl, JIEKLIUOHHOTO MaTepUasa Maiuypues. . JJoKkyMeHTUpOBaHUe 8
T10 BOTpOCam paszena; BbirnonHeHye MJ/13; nogrotoBka yhpaB/ieHueCKOW JesiTeJIbHOCTU:
K JMarHOCTUUECKOH paboTe U 3aUeTy. Mockga: FOpaiit, 2022 (10-12)

Wroro no pasgeny 8 8

Pazgen 9. lokyMeHTHPOBaHHe PadOTHI C IEPCOHAIOM.

YrnybnéHHoe u3ydeHue U peheprpoBaHUe . K. Kophees, A. B. [TiieHko, B. A.
CrieLiMa/JbHOW ITepaTyphl, JIEKLIUOHHOT'O MaTepuasia Maiuypues. . JoKyMeHTUpOBaHUe 8
T10 BOTIpOCaM paszena; BeinoaHeHue 1/13; noaroroBka yIIpaBJieHU€eCKOM [1esiTeIbHOCTH:
K JMarHOCTUUEeCKOH paboTe U 3aueTy. Mockga: FOpaiir, 2022 (14)

Utoro nio pasgeny 9 8
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IIpunoxenue 3
K paGoueii mporpamMme JIHCIUILTHHBI
JOKYMEHTHUPOBAHMUE YITPABJIEHYECKOMU JEATE/TIBHOCTU

®OH/J OHEHOYHbBIX CPEJCTB

cI)OH'Z[ OLIEHO‘—IH])IX Cpe'Z[CTB, HO3BO]'I$H-OU.II/I€ OHEHHTB pEBYHBTaTI)I O6yq8HI/I${ T10 ,Z[aHHOﬁ ,E[I/ICL[I/IHJH/IHE, BK/TFOUAIOT B
cebs:

e JUarHocTuyeckas pabora

*  KOHTPOJIb MOCEIIaeMOCTH;

*  BOIIPOCHI K 3aUeTy;

e UHJUBH/Yya/bHOE MPAaKTUUECKOE 33/|aHHE;
e 3avyer.

KpuTtepuu onjeHUBaHHUSA

JuarHocruuyeckasi padora
HuarHoctuueckast pabora mpooautcs B opme tecta B SVIOC Moodle:

¢ IIpY NIPaBUJIBHOM OTBeTe MeHee yeM Ha 60% BOIIPOCOB - He aTTeCTaLys;
 TIpY TIPaBUJILHOM OTBeTe Ha 60% BOMpocoB U boree - aTTecTaLys.

KoHnTpoas nocemnjaemoctn
Huarason 6a/utoB ot 0 1o 10.
Banel 3a noceliaeMoCThb ayAUTOPHBIX 3aHATHI pacCUUTHIBAOTCS 110 (hopmysie:
B3IT=KII3/KA3x%10,
rae B3I1 — 6asbl 3a noceijaeMocTb, KI13 — KOJTMUYECTBO MOCELEHHBIX 3aHATHH, KA3 — KOIMUeCTBO ay[IUTOPHBIX
3aHATUH.
Pesynbrar oKpyr/sieTcsi K HaMMeHbIIEeMY 3HAYEHUIO.

Ecnu cTyneHT npomnycTun 3aHstre(Usi) TI0 YBaKUTETBHOM NPUUMHE, TO 0asiyibl 32 IOCEIaeMOCThb ayJUTOPHBIX
3aHSATUNA PacCUMTHIBAIOTCS TI0 popMyIie:

B3IM=(KII3-KIIP3)/(KA3-KIIP3)x10,

rae B3I — 6asbl 3a noceijaeMocTh, K13 — KOJIMUYeCTBO MOCEIeHHBIX 3aHTHH, KA3 — KOUUeCTBO ay[JUTOPHBIX
3aHsTU, KITP3 — Ko/MueCTBO MPOIYIeHHBIX 110 YBayKUTEIbHOM ITPUUNHEe 3aHSATUH.

Pe3synbrar OKpyIvIsieTcs [0 11e/10ro YKc/a K HauMeHbIIeMy 3HaueHUIO.

[TepeueHb yBa)KUTebHBIX PUUKH TNIPYBE/IEH B MOC/IeAHEeN pelakLiiy TIOJI0XKeHHs O IPOMEeXXYTOYHOM aTrTecTaliuu U
TeKyIL[eM KOHTPOJIe yCIIeBaeMOCTH YHUBEPCUTETaA.

Bonpocsl K 3auety
1. Ba3oBble IOHATHS yTIPABIeHUECKOM JeATeTbHOCTH: CUCTEeMa, CBOWCTBA CUCTEeMBI, 001asi cxema U
CTPYKTypa CUCTeMBI yIIpaB/IeHNs];
2. IToHsiTHe M XapaKTepUCTHKH YIIpaBIeHYeCKOU 1 0(hUCHOM [1eSTeTbHOCTH;
3. IIpocTpaHCTBeHHbIE XapaKTePUCTUKU O(UCHOU JiesaTeNbHOCTY;
4. BpeMeHHbIe XapaKTepUCTUKU O(PHCHOH [iesiTe/IbHOCTH;
5. KayipoBbie XapakTepuCTUKU 0(pUCHOM /1esiTe/TbHOCTH;
6. JJOKyMeHT U ero XxapakTepuCTHKY;
7. YipaBiieHue JOKyMeHTaMu;
8. Cucrema ynpaB/ieHUs1 JOKyMeHTaMU;
9. Bu/ibl HOpMaTUBHO-TIPABOBBIX JOKYMEHTOB U UX OIIpe/e/IeHus;
10. ITpaBoBas 6a3a JOKYMEHTUPOBAHUS yTIPABIEHUECKOH AesATeTbHOCTH;
11. Obuiepoccuiickye CUCTEMBI IOKyMeHTaLIWH;
12. YuuduuupoBaHHbIe CUCTEMBI YIIPaBieHUeCKOU JOKyMeHTaLuuy;
13. TTousTHe TenerpaMmbl. Buzibl 1 0C00eHHOCTH O(OPMIIEHUS U OTIIPABKU TEJIErPaMM;
14. Tlousiue TestedoHorpaMmbl. OCOOEHHOCTH OGOPMIIEHUS M OTIIPABKH TeiehoHOrpamMM;
15. Ionsitue dakcorpammel. OcobeHHOCTH 0QOpPMIIEHNS U OTIIPABKU (aKCorpamm;
16. DnekTpoHHast 1ouTa. PeKBU3UTEI COOOIIeHHs 3/1eKTPOHHOM MOUTHI B 0COOEHHOCTH X 0(OPMIIEHMS;
17. TTucbMa, CBsI3aHHbBIE C PacIpOCTPaHEeHUEM UH(OPMALUK: BU/IbI 1 0COOEHHOCTH UX 0(hOPM/IEHHUS;
18. ITucbMa, cBsi3aHHBIE € 0OpaIeHUSMH T10 TIOBOAY TeX WM MHBIX AeHCTBUI: BU/IbI U 0COOEHHOCTH UX
ojopmeHus;
19. ITnceMa-0TBeTHI: BUZBI 1 0COOEHHOCTH UX 0(hOpMIIeHHS;
20. TTrcbMa TIPeTeH3MOHHOTO XapaKTepa: BUALI U 0COOEHHOCTH UX 0hOpMIIEHHS;
21. ITnceMa, cBs3aHHBIE C BHIDA)KEHHEM BHUMAaHUS U yUacTHUs: BUZBI U 0COOEHHOCTH UX 0opMIIeHHS;
22. PekoMeHJaTe TbHbIE ¥ CONTPOBOJMTE/BHBIE TIChMa: XapaKTePHUCTHKA U 0CO0eHHOCTH 0()OPMIIEHHS;
23. XapakKTepyCTUKH U 3Tarbl JOKyMeHT0000poTa;
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24. KoMIuiekc Ka/jpoBoi JOKyMeHTaL[|U: [17IaHOBast JOKyMeHTaLlus;

25. Komruiekc KaZipoBoi IOKyMeHTaLUW: OpraHU3aliMOHHO-TIPaBOBasi JOKyMeHTaLlus;

26. Komruiekc KaZipoBoi JOKyMeHTaLUW: TlepCOHabHas JOKyMeHTaLs;

27. Komriekc KaipoBOM JOKyMeHTal[uu: IOTOBOPHasi JJOKyMeHTalLus;

28. Komruiekc Ka/poBOM JOKYMeHTaL[UU: PaclopsiAuTe/IbHasl JOKyMeHTaLus;

29. Komruiekc KaZipoBoi IOKyMeHTALUW: yueTHasi KaipoBasi JOKyMeHTaLUs;

30. KoMruieKkc KajipoBOl JOKyMEHTAIUK: JOKYMEHTAIUs TI0 YUEeTy UCIMO0JIb30BaHus pabouero BpeMeHU U pacyeToB
C IIepCOHAaJIOM 10 OIJiaTe TPYZa;

31. Kommniekc KapoBoii JOKyMeHTalM1: OTYeTHasi ¥ OTUeTHO-CIIPABOUHAsH JOKyMeHTaLUs;

32. JlokymMeHTHpOBaHMe TprieMa COTPYJHHUKa Ha pabory;

33. JloKyMeHTHPOBaHUe MePeBO/ia COTPYAHMKA Ha IPYTyio paboTy;

34. JTokyMeHTHPOBaHUe TOOIIPeHus] PAOOTHUKOB 1 HAalIOXKeHUs! AUCLIMTIIMHAPHBIX B3bICKAHHIA;
35. JloKyMeHTUPOBaHHe YBOJILHEHUsT PaOOTHHKA.

NupuBuyaibHOe IPAaKTHYECKOe 3alaHue

WupueuayansHoe gomaiiHee 3aganue Nel "Pa3paboTka 6aHkoB opranu3anuu'. Iuarna3oH oueHku ot 0 10
5 GannoB. MakcuManbHOe KOJTMUeCTBO 0asioB CTaBUTCS MpH ycioBur caaur V13 Bopems u 6e3 ommbok. 3a
Ka)XJYI0 He/Ie/o POCPOUKHM CHUMaeTcs 1 6asl. 3a KaKyro UTepalyio (TOMBITKY) cjaun paboThl, KpoMe TepBoH,
canmMaetcs 1 6an. Pabota 1o yCMOTPEHUIO Tpero/jaBaresist MOXKeT OBbITh IPUHSTA C OIIHMOKaMU, eCTi UX
KOJIMYECTBO COCTABJIAET He Dosiee TPeX, HO TIPH 3TOM 3a KaXX/YI0 oIuOKy cHumMaeTcst 1 6ast.

NupauBuayansHoe foMaliiHee 3a1aHue No2 "TIpoekTupoBaHue U 0popmiieHHe CTPYKTYPbI OpraHu3anum’.
[Muana3oH orjeHky ot 0 o 5 H6anoB. MakcuManbHOe KOJIM4eCTBO OasioB CTaBUTCS MPH yCIOBUM cfjaur /13
BOBpeMs U 0e3 OIIMOOK. 3a KaXK/YI0 He/lesto MPOCPOYKY CHUMaeTcs 1 6asut. 3a KaKAyro nTepaluro (TIOTbITKY)
c7ilauul paboThl, KpoMe TepBoi, cHuMaetcst 1 6ani. PaboTa o ycMOTpeHHIO TIperiofjaBaTesist MOXKET ObITh TIPUHSTA C
oIMOKaMH, eCJTi MX KOJIMUeCTBO COCTaB/IsieT He Oosiee Tpex, HO ITPU 3TOM 3a KaXKAYI0 OIIMOKY cHuMaeTcst 1 6arn.

WuauBuayansHoe goMaliiHee 3a7aHue Ne3 "TIpoekTrpoBaHue v odopmiieHHe IITaTHOTO pacnucanus’. Jluana3oH
oueHku ot 0 g0 10 6a1oB. MakcHMabHOE KOJTHUeCTBO Oa/IIOB CTaBUTCS MTPU YCI0BUM caauu /13 BoBpeMs u 6e3
OIIMOOK. 3a KaXK/YIO He/IeJTi0 MPOCPOUKY CHUMaeTcst 1 6a/t. 3a Kaxkyro utepaiuto (MOMbITKY) cjaun paboThl,
KpOMe TiepBoii, cHumaeTcst 1 6as1. Pabora 1o yCMOTpeHHIO MperofaBaresisi MOXKeT ObITh MPUHSTA C OIIMOKaMHU,
eCJIM UX KOJIMUeCTBO COCTaB/sieT He Oosiee TpeX, HO TIPY 3TOM 3a KaXK/yro oMKy cHuMaeTcst 1 6ant.

WnpvBupyansHoe foMariHee 3aanne Ned "OdopmMieHre opraHi3aliOHHO-PaCTIOPSIUTeTBHBIX JOKYMEHTOB"
uama3soH orjeHKH oT 0 g0 15 6anioB. MakcMMaabHOe KOJTMUeCTBO 06a/yioB CTaBUTCS TIPY YC/IOBUM caaun 113
BOBpeMs 1 0e3 OIMOO0K. 3a KaXK/YI0 He/leTto MPOCPOYKY CHUMaeTcs 1 6asu. 3a KaKAyro nTepaluro (TIOTBITKY)
c7iaur paboTbl, KpoMe 11epBoi, cHuMaetcs 1 6ann. Pabora o ycMOTpeHHIO TIperiofjaBaTesist MOKET ObITh TIPUHSATA C
omMOKaMH, eC/I UX KOJIMUeCTBO COCTaB/IsIeT He Doree TpeX, HO NP 3TOM 3a KaXXIYI0 OIMOKy cHUMaeTtcs 1 6an.

WupuBuayansHoe goMariHee 3aganue Ne5 "Odopmienue nmucem". [Tuarna3oH otieHKH oT 0 10 7 6asios.
MakcuManbHOe KOJIMUeCTBO 0asijioB CTaBUTCS MpU ycioBuu ciaun V13 BoBpems u 6e3 oiubok. 3a KKy
He/IeJT0 MPOCPOYKK CHUMaeTcst 1 6asut. 3a Kaxkyro uTepaiuto (MOMbITKY) caaur paboThl, KpOMe TIepBOM,
cHuMaetcs 1 6asu1. Pabota Mo ycMOTpeHuUIO TIpero/iaBatesisi MOXKeT OBbITh IPUHSTA C OLIUOKaMH, eC/TH UX
KOJTMUECTBO COCTABJIsIET He 6osiee TpeX, HO TIPH 3TOM 3a KaKAYIO0 OINOKY cCHUMaeTcst 1 6asut.

VuavBuayansHoe goMaliiHee 3agaHre Ne6 "Pa3zpaboTka 1 ohopmiieHne mojokeHust 06 otaese"”. [lhana3oH OL[eHKH
ot 0 o 18 6a/mnoB. MakcuManbHOe KOJIMUeCTBO 6ajijioB CTAaBUTCS MPH yCioBuU ciauu V13 BoBpems u 6e3
oboK. 3a KXy He/Ie/I0 TPOCPOUKY CHUMaeTcst 1 6asul. 3a KaXKAyro UTeparfuio (TOTBITKY) C/laui paboThI,
KpOMe TiepBoi, cHumaeTcst 1 6as1. PaboTa 1o yCMOTpEeHHIO MpernofaBaresisi MOXeT ObITh MPUHSTA C OIIMOKAMHU,
€CJ/IM UX KOJIMUeCTBO COCTaBJIsIeT He OoJiee Tpex, HO TIPU 3TOM 3a KaXKZyI0 OIIMOKY CHUMaeTcst 1 6as.

3auert
3aueT 10 JUCLIMTUIMHE BBICTAB/ISIETCS TIPH Habope cTyaeHToM MUHUMYM 60 6a/u10B 13 100 MakcHMabHO
BO3MOKHBIX K MOMEHTY OKOHYaHH$ CeCCUHU.

[Tpy HeBBINOIHEHUY YKa3aHHOTO BbIIIe YCIO0BUS, CTY[EHT J0JDKeH BBINOIHUTE U CaTh 11ecTb MHAMBUya bHbBIX
TIPAKTUYeCKUX 3a/JaHUM, TPeTlyCMOTPEHHBIX paboueil TpOrpaMMOi AUCIIUTUTHHEI, TTOCJIe Yero OH IOy CKaeTCs K
c/laye TeOpeTUUeCcKoro 3ayera.

3aueT BKJ/IIOUaeT B cebsi OTBETHI Ha TeopeTHuecKue Bompockl. OlieHKa «3auTeHO0» BbICTABJISeTCS:

- TIPY pa3BepHYTHIX U TOUHBIX OTBeTaxX Ha 2 TeopeTUueCKUX BOMPOCA U JOTIO/IHUTE/IbHbIE BOTIPOCHI
rpernojaeare’is;

- TIPY TOYHOM U TIOJTHOM OTBeTe Ha 1 TeopeTHueCcKHii BOMPOC C JOMYIIeHUeM OLIMOO0K U HETOUHOCTEH TPU OTBETe
Ha 2 TeopeTUYeCKuil BOIpoC.

OLjeHKa «He 3auTeHO» BBICTaB/ISIETCS NP HellpaBW/IbHBIX OTBETax Ha TeopeThueCKUe BOMPOCH (Kora JaHHbIN
CTYZIeHTOM OTBeT Ha KaK/bli BOIIPOC COZlep>KUT MeHee yeM 60% MpaBU/IbHOTO OTBETA).
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[MacriopT ¢oH/a OL[EHOUHBIX CPEeJCTB

KYPC

CEMECTP

HaumeHoBaHMe pa3fiesioB U
AUJAKTUYECKHUX eJUHULY

BCEI'O

AypuTopHBIe

3aHATHUA B

KOHTAKTHOH

¢opme

BCEI'O

JleKuuu
IIpakTHueckue

3aHATHUA

CamocroarelbHasa
padoTa cTyqeHTOB

dopmupyemas
KoMIeTeHIus, %

OIIK-2

HAVMEHOBAHUE
OIIEHOYHOTI'O CPE/ICTBA

Pazgen 1. YnpaBiieHueckas u
oducHasA AeATeTHHOCTD.

13

Bormpoce! K
3ayery,
KoHTpons
[0CeIlaeMOCTH,
WNupuBnyansHoe
MpaKTUueCcKoe
3ajaHue

Pazfen 2. OcHOBHbBIE IOHATHA
JOKYMEeHTHPOBaHUA
yIpaB/ieHYeCKOH JeATe/TbHOCTH.

10

11

Bormpoce! k
3ayery,
Koutpons
NOCeIaeMOCTH

Pazpen 3. biianku 1 cocTaB
PEKBHU3HWTOB yIIPaB/JIeHYeCKHX
JIOKYyMEeHTOB.

11

11

Bomnpocer K
3ayery,
WupuBryansHoe
MpaKTUUeCKoe
3a/jaHue,
Kontposs
Mocen|aeMoCTH

Paszgen 4. HopmaTuBHO-TIpaBoOBas
0a3a JOKYMeHTHPOBaHHUS
yIpaB/ieHYeCKOH JeATe/IbHOCTH.

13

10

1

Bonpocer k
3ayery,
KonTpons
NOCelaeMOCTH

Pa3gen 5. OcobeHHoCTH
odopmienus Hanboiee
PacnpoCTpaHeHHbIX BH0B
OpraHu3anuoOHHO-
PacopsAUTe/NbHbBIX JOKYMEHTOB.

13

12

Bornpoce! k
3ayery,
VnpuBunyansHoe
MpaKTU4YeCKoe
3a/laHue,
Koutpons
NOCeIaeMOCTH

Pazgen 6. Cucremsbl
JOKyMeHTAaI{MH.

10

11

Bomnpocer K
3aueTy,
Koutpons
MoCeIaeMOCTH

Pazpgen 7. IlucbMeHHas
KOpPPeCHoH/IeHIH.

12

11

Koutpons
0CellaeMOCTH,
Bompocer k
3ayery,
VnpuBunyansHoe
TpaKTUYeCKoe
3afaHue

Pazgen 8. Opranusanus
JAOKyMeHToo0opoTa.

13

11

WNupuBryansHoe
MpaKTUUeCKoe
3a/laHue,
Kontposbs
rocellaeMoCTH,
Bomnpocer K
3a4eTy

16

26213




WNupuBryansHoe

TpaKTUUeCKoe
3aJjaHue,
Pazgen 9. [lokyMeHTHpOBaHUe 13 5 2 3 8 1 KoHTpos
paboThI C MEPCOHAIOM.
roceliaeMoCTH,
Bomnpoce K
3aueTy
Bcero 3a 5 cemecTp 108 | 34 17 17 74 100
Bcero no guciunanHe 108 | 34 17 17 74 100
17 26213




Kputepun oneHuBanus

OIIK-2
Bonpocbl omkpbimoz2o muna:
Ne 1 UTo Takoe SHTPONUS CUCTEMBI?
Ne 2 Uto Takoe yrnpas/ieHUecKasi 1esiTeJIbHOCTb?
Ne 3 Yro Takoe oducHas 1esTeTbHOCTE?
Ne 4 [IpuBeauTe TPU OCHOBHBIE IPYMIILI XapaKTEPUCTUK O(PHUCHOM J1esiTe/IbHOCTH
Ne 5 UTo Takoe JOKyMeHT?
Ne 6 HazoBuTe Tpu OCHOBHBIE 1jeJI1 COXPaHeHUs JOKYMEHTOB
Ne 7 Kakwie Tpy KOMITIOHEHTA NIPUCYTCTBYIOT B TI0O0OM JJOKyMeHTe?
Ne 8 Uto Takoe yrpas/ieHHe [JOKYMeHTaMu?
Ne 9 Yro Takoe cuCTeMa yIIpaB/IeHus JOKYMeHTaMUu?
Ne 10 Yro Takoe JOKyMeHTO060poT?
Ne 11 [TepeuncvTe CUCTEMHBIE CBOMCTBa 0ObeKTa
Ne 12 [lepeuriciviTe CBOMCTBA CUCTEMBI yIIpaB/IeHUS
Bonpocbl 3akpbimozo muna:
Ne 1 s npoueccos ynpasnenvs HE xapakrepHa:

e HErsHTPOMNUIHAas HallpaB/l1eHHOCTh

e OpHeHTAaLUs Ha CTAaOMIM3aLMI0 YTIPAB/IeMOro TpoLiecca

e SHTPOIHMIHAs HalpaB/JIeHHOCTh

e OpUeHTals Ha pa3BUTHeE U YCIOXKHEHHe YIIpaB/IsieMoro IpoLiecca

Ne 2 OyHK1Mel pelIarolero s/eMeHTa ypas/sitoleld yacTh CUCTeMbI YIIpaB/IeHHUs SIB/ISeTCS:

(hopmMHpoOBaHMe yNpaB/IsOLIero BO3ZelCTBUS Ha yIpaB/sieMblid [IpoLiecc

e B YIpaB/AIOI{EN YaCTH CUCTeMbI YIIpaB/IeHHs pellaloliyil 371eMeHT OTCYTCTBYET
OlleHKa 3HaueHW} IapaMeTpoB YIpaB/isieMoro fpotiecca

e J0BeJieHue yIpaB/IsoLlero Bo34elCTBYs 0 yIIpaB/IseMoro npolecca

Ne 3 ODyHKLMEeNH U3MePUTEeIBbHOI0 3/1eMeHTa yrpas/siolleld YacTh CUCTEMBbI YIIPaBJIeHUS
SIBJIIETCH:

e Jl0BeJieHue yTIpaB/IsoLlero Bo3elCTBYsA 10 yIIpaB/IsieMoro npoljecca

e B yMpasJsitOLleld YaCTU CUCTeMBI YIIpaB/IeHUs] U3MePUTE/IbHbIN 5/1IeMEeHT OTCYyTCTBYET
(hopMupOBaHMe yIIpaB/ISIOLEro BO3/eHCTBIS Ha yTIPaB/sieMbli MpoLiecc

OlleHKa 3HaYeHW} apaMeTpoB YIpaB/isieMoro fpoliecca

Ne 4 DyHK1Mel UCITOTHUTETBHOTO 3/1eMeHTa YIpaB/Isollel YacTh CUCTeMBI YIIpaB/IeHHUs
SIBJISIETCSL:

¢ (hopMHUpOBaHUe YIIPaB/ISIOIETO BO3/I€HCTBHUS Ha yIPAB/ISEMbIH MPOLIeCC

* B YIPaB/ISIOIEH YaCTH CUCTEMbI YIPaBJIeHHs! UCTIOTHUTETBHBIA 3/IeMeHT
OTCYTCTBYET

e OLIEHKA 3HAUEHMIi [TApaMEeTPOB YIPABJISIEMOrO MpoLiecca

e JIOBeJieHHe YIIPaBJISOIIero BO3AelCTBYS /10 YIIPaB/sieMOoro npolecca

Ne 5 YKakuTe, B Kakoi NocC/1e/j0BaTe/IbHOCTU KOMIIOHEHTOB CUCTEMbI yIIpaB/IeHHs] IPOXOJUT
vH(popMaLys NPy peany3aliiy eJUHHYHOTO yTIpaBIeHueCcKoro [yukKia?

pema}omm‘/’l 371IEMEHT — HUCITOTHUTEe/IbHBIN 3/1eMeHT — I/ISMepI/ITEJII:HHﬁ 3JIeMEeHT
HBMEPHTEHLHLII‘;I 3/IEMEHT — UCIIOJTHUTEeIbHBIA 3/IeMEeHT — pema}ou_u/n‘/'l 3JIEMEeHT
WCIIO/THUTE/ILHBIN 3/IEMEHT — pema}oLLu/If/i 3JIEMEeHT — I/IBMQPI/ITEHLHLII‘/JI 3JIEMEHT
WCIIO/THUTE/IbHBIN 3/IEMEHT — I/IBMEpI/ITEHLHHﬁ SJIEMEHT — pema}omﬂﬁ 3JIEMEHT
I/IBMepI/ITEHI:Hblﬁ 3JIEMEHT — pEH_IEl}OIJ_[I/Iﬁ 3/IeMEHT — UCTIOJIHUTETbHBIA 37IeMEeHT

PeIIaloIINi 3/1eMeHT — U3MePUTeSTbHBIN 37IeMeHT — UCTIOTHUTETBHBIA 3/IeMeHT
Ne 6 711 MUCKPETHBIX YIIPaB/IsieMbIX ITPOLIeCCOB TOAXOAUT Cieytolias (OpMyTUPOBKa (BepHO
W/ HEBEPHO):
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Ne 7

Ne 8

Ne 9

Ne 10

Ne 11

Ne 12

Ne 13

«¥YTpaB/neHuecKast ZIeATebHOCTb OCYIIECTBIISIETCS] C OTHOCUTETbHO HeM3MeHHOU
WHTEHCHMBHOCTBIO B T€YEHME BCETO II€EpHUOJa CIJYHKHI/IOHI/IPOBEIHI/IH Yy1ripaBJ/iieMOro rporecca
0e3 mepeprIBOB».

151 HeTIpepBIBHBIX YTIPaB/IsieMbIX MPOLIECCOB TIOAXOAUT creayroiast opMyIUpOBKa
(BepHO WM HEBEPHO):

«¥YmpaBieHuecKasi 1esiTe/TbHOCTh OCYIeCTB/ISIETCSI B paMKaX SIBHO BBIPayKEHHBIX
VMHTepBa/IOB BpeMeHH C YeTKO Ofpe/ie/ieHHBIMA MOMEHTaMH Hauaja U OKOHUaHUs], IpuueM
B Pa3/IMUHBIX UHTEpBa/lax ee UHTEHCUBHOCTh pa3/MyHa (BK/I04ast U HYJIEBYIO), a BCS
M0C/Ie/IOBATeTLHOCTh 3TUX MHTEPBAJIOB YK/IAALIBAETCS B OOIIYIO AJTUTETBHOCTD
(YHKLIMOHUPOBAHKS YIIPAB/ISIeMOTO TIPOLIeccay.

Pa3paboTka cucTeMbl MEPOTIPUSATHEA /IS Pa3/ieieH s 3a/1auU Ha OT/ie/IbHbIE BU/bI paboT
TIPUMEeHUTEILHO K Lie/IsIM U 3a/jauaM 0UCHOM esTe/IbHOCTH Mpe/Tioaraer:

e pacripefieJieHle COBOKYITHOCTY 3a/iad, paboT, IpoLieiyp 1 oIiepaLjyii 1o
COOTBETCTBYIOLMM IPOCTPaHCTBEHHBIM KOMIIOHEHTaM (CTPYKTYPHBIM
TI0Zipa3zesieHrsiM) C TIOC/IeIyoleld MX KOHIeHTparyel U HHTerpaLyei C [[eJbio
3¢ heKTUBHOM peanm3ariyu

* HeoOXOANMYIO KBa/M(HKALMOHHYIO MOA/IeP>KKY COCTaBa 3a/ad, padoTt, npouesyp 1
orieparuii “HHOPMALIMOHHOTO 00OCTY>KUBAHUS yTIPABI€HUECKOH JesTeTbHOCTH

e OIIpefiesieHre BCero COCTaBa KOHKPETHBIX (PYHKIMH MH(OPMAIIOHHOTO
00CTy)KMBaHUsI yTIpaB/ieHUeCKOH [iesTe/IlbHOCTH B PaMKaX ee KOHKPETHBIX
MPOCTPAHCTBEHHBIX U BpEMEHHBIX XapaKTePUCTHK, BblJe/leHHe COOTBETCTBYIOLIMX
3azad, paboT, TIpoLie/[yp 1 OTepaL{iii C yUeToM I0C/Ie/[0BaTeTbHOCTH MX BBITTOJTHEHHS
Y B3aUMOCBsI3eit

* ormpeJeseHNe ee COZlep>KaHus Kak IpoLecca, obecrieunBaromniero 3¢ ekTHBHY0
peanu3aLiio yrpaBieHuecKo! esiTe/IbHOCTH B paMKaX KOHKDeTHOM CHCTeMBI
yTIpaB/IeHUs

Kak coOTHOCSTCS TIOHSTHS «yIlpaB/ieHYeCKasa AeATe/IbHOCTb» U «OCbI/ICHaH ﬂeHTEJ]bHOCTL»?

¢ OHU HUKaK He CBSI3aHbI

e 3TH MOHATHS COBMAJAIOT IO CBOEMY COZEP>KaHUI0

 CofiepKaHHe YIIpaB/IeHCKOH [iesTe/IbHOCTH OTIpe/iesisieT cofiepykaHue o(huCHON
JedaTe/IbHOCTH

¢ cofiepXaHue O(bUCHOMU AesiTe/IbHOCTH MOTHOCTBIO ONpejesisieT CofepykaHne
yIpaB/IeHCKOU JiesITellbHOCTH

B cocraB yripaBnsitonieit yactu cucteMsl yrpasnenus HE Bxogsrt:

* HCIIO/THUTE/IbHBIN 371eMeHT
e ympaB/sieMblii 371eMeHT

* KOHTPOJIMPYEMBIH 3/1eMeHT
e 13MepUTe/IbHBIN 371eMeHT
¢ pelIaloIINil 3/1eMeHT

Kakoe CBOWCTBO JIOKyMeHTa 03HauaeT J0CTOBEPHOCTh €r0 PEKBU3UTOB?

® JAyTEeHTHYHOCTb

® JOCTOBEPHOCTH

® TMPUIrOAHOCTE AJisd UCIIO/Ib30BaHWsA
¢ AdHOHHMMHOCTH

Kakoe cBoi#icTBO AOKYMEHTA O3HAYa€T ero rnojiHoTy U HEeU3MeHHOCTh?

¢ JIOCTOBEPHOCTb
e TIPUTOHOCTB /IJIs1 UCTIOTb30BaAHMS
¢ BCeoOII1ast JOCTYITHOCTh

* 1]eJIOCTHOCTb

Kakoe CBOWCTBO [IOKyMeHTa 03HAUaeT T0/THOe U TOUHOE TIPe/ICTAB/IEHUE B €r0 COfIePXKAHUU
oToOpaXkaeMbIX pelleHud, AeATelbHOCTH U (PaKTOB?

® JAyTEeHTHYHOCTb

19



® JTOCTOBEPHOCTH
® TIpUTOAHOCTB AJid UCIT0J/Ib30BAHUA
¢ dHOHHMMHOCTHb

Ne 14 Kakoe cBOHCTBO JOKyMeHTa 03HauaeT BO3MO)KHOCTB OIIPeZieITh MeCTOHAXO0K/jeHHe
JIOKyMeHTa (JT0Ka/IM30Barh), MOJIYYUTh K HEMY JOCTYTI, BOCTIPOM3BECTH U
VHTepIIPeTUPOBAaTh ero cofiepyKaHue?

® AyTEHTUYHOCTb

® JTOCTOBEPHOCTH

® TIpUIOAHOCTB AJid UCIT0J/Ib30BAHWA
¢ AdHOHHMMHOCTH

Ne 15 Ha uTo HampassieHb! pa3paboTKa 1 peanu3aliisi CUCTeMBbI IIPABHUI 110 yIIPaBJIeHHIO
JOKYMEHTaMu?

e Ha rapaHTHPOBAHHE TOTO, UTO JJOKyMEHTHI YHUUTOXKAIOTCS WU TTePe/IafoTCsl Ha
XpaHeHue B COOTBETCTBHH C YCTAaHOB/IEHHOM NpoLieypout

e Ha rapaHTHpOBaHHe TOr0, YTO MH(OPMaL[MOHHbIE CUCTEMbI U TEXHOJIOTHH,
obecrieunBaroIie yIpaBIeHuYeCKYo /1esTelTbHOCTh, CO3/Ial0T COOTBETCTBYHOLIHe
JIOKYMEHTBI

e Ha CO37laHHe COTPYJHUKAMH JOKYMEHTOB B COOTBETCTBUU C yTIpaBjieHue CKUMHU
MOTPeOHOCTSIMU U TIPOLIeCCaMH, T.e. Ha afleKBaTHOe (PUKCUPOBaHUe B JIOKYMeHTax
yIipaBJieHueCKOU JiesiTe/IbHOCTU, B KOTOPOUM OHU yUaCTBYIOT

* Ha obecrieueHHe BceoOLIell JOCTYITHOCTH K JOKyMeHTUPOBaHHOH HH(OpMaLm

¢ Ha rapaHTHpOBaHHe 00ecrieueHrs1 COXPAHHOCTH JOKYMEHTOB B TeUeHHe BCEro
Nepro/a X I0e3HOro MpUMeHeHHs He TOJIBKO CaMOl opraHu3alyeil, Ho U
BHEIITHUMH 3alHTepeCOBaHHBIMH CTOPOHAMU (apXUBHBIE YUPeXeHHs,
WCCIIeI0BaTesNH, ayJUTOPhI)

Ne 16 YTo oTHOCHTCS K TpeOOBaHMSM K CHCTeMaM yTIpaBJieHus] JOKyMeHTaMu?

e cHcTeMa [Jo/DKHa obecrieunBath 3¢ GeKTHBHBIE TIPOLIeYPHI XpPaHeHUs U, TIPH
HeO6XO,Z[I/IMOCTI/I, YHUUTOXXE€HHSA JOKYMEHTOB

* CucTeMa [Jo/DKHa 00ecrieunBaTh BCeOOIINI ZOCTYI K JOKyMeHTUPOBaHHON
vHbopMalu

e CHCTeMa [J0/DKHa 0becrieuynBaTh HEM3MEHHOCTb CBOMCTB JOKYMEHTOB TIPH JIFOOBIX
W3MeHEHHsIX B cucTeMe (M3MeHeHHe ()OpMaTOB XpaHeHUs U Mpe/ICTaBIeHUs], TIepPexo/]
Ha HOBYIO TIPOrpaMMHO-arapaTHyo 1/1aT(opMy, 3aMeHa WK pacliipeHye
MIPYKJIa/IHBIX NIPOrPaMM U T.I1.) ¥ JlaKe MpH NpeKpallieHUH ee (pyHKLIMOHUPOBaHMS

* CuCTeMa [Jo/DKHa 00eCreunBaTh HaZie>KHbIe ¥ 3(eKTHBHBIE CPeJICTBA XPaHEHUS U
¢bu31ve KOl 3alUTHI JOKYMEHTOB

e cucTeMa JJo/DKHa 00ecrieunBaTh CBOeBpPeMeHHbIe, 3(h(eKTHBHBIE U Oe30macHble
CpeJiCTBa /IOCTYTIa, TIOVCKA U VICTIOb30BaHMs JJOKYMEHTOB

Ne 17 HopmarueHo-1ipaBoBasi 6a3a JOKYMeHTUPOBAHUS YIPABIeHUeCKOU JeATeTbHOCTH
BKJTFOYAeT B ceOst:

e 10OPOBO/ILHO MTPUMeEHSIEMbIE KOZIEKChI TIOBE/IEHUS U ITUKU

e TIpaBWIa PeKOMeHZAaTebHOTO XapaKTepa, OTpakarolijie AOCTIKeHUs B 0b1acTi
JlesiTe/TbHOCTU OpraHu3aliuy

e 33aKOHbI U HOPMaTHBHbIE aKThl, Pery/IMpYIOL1e yIpaBieHueCcKy CpeJy B LieJioM U B
crielii(hUe CKUX OTPacyIsix

¢ TPA/IUIMOHHO CJIOXKHUBIIHECS Y TOTO WM UHOTO pabOTHUKA TPe/ICTAaB/IeHNUs O
npaBuax opopMIeHHs JOKYMEHTOB

e CTaH/apThl IPaKTUUeCKOH /lesiTe/IbHOCTH OpraHr3aluu

Ne 18 YTO OTHOCUTCS K CBOMCTBAM CUCTEMBI yTIpaB/IeHUs] JJOKyMeHTaMuU?

e BCeoOIIas JOCTYIMHOCTb JOKYMEHTOB

¢ obecrieueHre BCeCTOPOHHOCTHU (KOMIIEKCHOCTH) YTIpaB/ieHUs JOKyMeHTaMU Ty TeM
OXBaTa BCeX BU/IOB JleATe/IbHOCTH, BCceX (hOpMaToB Mpe/iCTaBIeHUs] JaHHbIX B
IOKyMeHTaX, BCeX BUJJOB HOCUTeJIel nH(MOpMaLuu

e TIO/THAasi aBTOMATHU3allUs BCeX MpoLeayp 00paboTKU JOKYMEHTOB

¢ o0ecrieueHue L{eIOCTHOCTU ¥ €TUHCTBA BCel COBOKYITHOCTH AeHCTBUI U IpoLieAyp
T10 YTIpaB/IeHUIO JOKyMEeHTaMU
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obecrieueHre HaJiE)XHOCTY YIPaB/IeHUs JOKYMEHTaMy, T.e. CIOCOOHOCTH JJ/IUTEe/IHEHO
Y IPaBWIBHO OCYLLECTBJISITh CO3/jaHHe, UCI0/Ib30BaHUe 1 XpaHeHNe JOKYMEHTOB B
COOTBETCTBUH C YCTAHOBJ/IEHHBIMU NPOLIeZlypaMu

obecrieueHre BCeX CBOMCTB JOKyMEHTOB

obecrieueHre COOTBETCTBUSI BCEX JIeHCTBUM 110 yIIpaB/IeHHIO JOKyMeHTaMH
yCTaHOB/IEHHBIM TPeOOBaHUAM (BHEIIHUM M BHYTPEHHNM)
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