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1. OE/IX OCBOEHUSA JUCIHUIT/IMHbI

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

OTIK-2 — crocoOHOCTh OCYIIeCTBAATh CcOOp, 00pabOTKy M aHanu3 AAaHHBIX [/ PelieHus 3azad B cdepe
yIIpaB/IeHus IIepCOHAIOM

OIIK-3 — criocobHOCTh pa3pabareiBaTh M OCYIIECTB/SITH MEPOIIPUSTHS, HalpaB/lIeHHble Ha pear3alyio
CTpaTervy yTIpaB/IeHUs] TEPCOHA/IOM, 00ecreunBaTh WX [JOKYMEHTAI[MOHHOE COTIPOBOXKAE€HWE W OIleHHBAaTh
OpraHU3allMOHHBIE U COLJHMa/IbHBIE TT0C/1eACTBUA

OIIK-4 — crnocobHOCTh MNPpUMEHATL COBPEMEHHbLIE TEXHOJIOTMM W METOAbl OII€PaTUBHOI'O YIIDABJIEHUSA
nepCcoHaioM, BECTHU JOKYMEHTALIMOHHOE COIMMPOBOXAEHWE U YUET

®opMHUPOBaHUIO KOMITETEHIUI CTY>KUAT JOCTIDKEHHe CIeIYIOLINX pe3y/ibTaToB 00pa30BaHuMs:
OIIK-2

3HAHUS:

- CTaH/AapThl YHU(PUIIMPOBAHHOM CUCTEMBI OPTaHN3al[MOHHO-PACTIOPSIAUTE/TLHON JOKYMEHTALINH;

- CyIeCTBYIOIIYE YHUDHUIIMPOBAHHBIE CUCTEMEI JOKYMEHTAl[1H;

- TEeOpeTUUeCKHe OCHOBbI W 3aKOHOMEDHOCTH J[IOKYMEHTALIMOHHOTO OOeCrieueHust yrpaBieHueCKo
IesTeTbHOCTH;

- TEeXHOJIOTHIO pa3pabOTKX W TpaBwia OGOPMJIEHHs OpPTraHM3al[MOHHO-TIPABOBBIX, PACTIOPSIUTENBHBIX U
nH(GOPMALIMOHHO-CITPaBOYHBIX JOKYMEHTOB;

- 3aKOHOfAaTe/lbHble, HOPMAaTWBHbIE U TIPAaBOBBIE aKThl, perVIaMeHTUDYIOI[He [JOKYMeHTHPOBaHUe
yTpaB/ieHYeCKOU JesITeTbHOCTH;

- TpebOBaHWsT K COCTABJEHUIO, OQOPM/IEHHIO YHUMDUIIMPOBAHHONW CUCTEMbI OpraHHU3aIlMOHHO-
pacCIopsiAUTeIbHOU AOKyMEeHTAaIUY;

YMeHus:

- CJTyIIaTh, BOCTIPUHUMATH JOKYMEHTHYI0 WHGOPMALIUIO C YUeTOM KY/IbTYPHBIX U SI3bIKOBBIX Pa3IAUMiA;

- COCTaB/STb JIOKYMEHTHI B COOTBETCTBUM C TpeDOBaHUSIMU  YHU(PUIMPOBAHHOW CHUCTEMbI
OpraHU3al[MOHHO-PACTIOPSIUTEILHON OKyMEHTAI[UH;

- BBISIBJISITH COCTAaB HEOOXOAUMBIX IOKYMEHTOB B KOHKPETHOM yIpaB/IeHYeCKON CUTYalUH;

- CUCTEMAaTH3UPOBaTh U 00001aTh JOKYMEHTHYIO HH(OPMAL[HIO, TOTOBUTh CIIPABKU, 0030PbI;

- pehepUpOBaTh, PeAAKTUPOBATh, PELIEH3UPOBATh TEKCTHI;

- paboraTb C HOPMAaTHMBHOW, CrelMaJbHOM U 3aKOHOJATeNbHOW JIUTepPaTypol AJis TPAaKTHUeCKOTo
TpUMeHEeHHst TIPH CO3/JaHKU U 0()OPMJIEHUH JOKYMEHTOB;

- pa3pabaTbiBaTh POEKTHI JOKYMEHTOB;

HABbIKU:

- BAaJeTh 3aKOHOJATeNbHbIMU akTamMu P® B cdepe MHPOpPMALMK U OKYMEHTALMOHHOTO ObecrieueHust
yTpaB/ieHus], yKa3amMu U pacriopsbkeHusimu [pesusenta P®, nocraHoneHusmu [IpaButenbcTea PO, HOpMaTUBHO-
MPaBOBLIMU aKTaMH (efiepasbHBIX OpPraHOB, B 00/1IaCTH [JOKYMEHTHPOBAHUS YIpaB/ieHUeCKOW /1esTelTbHOCTH,
rOCyJApCTBEHHbIMU CTaHJapTaMd Ha JOKYMEHThl, YHU(UIMPOBaHHBIMH CHCTeMaM{d Ha JOKYMEHTAallud W
0011]epOCCUICKUME KJTaCCU(PHUKATOPaMU TeXHUKO-3KOHOMUYeCKOW M COLIMaIbHOM MH(OpMaLn;

- ACTIONTb30BaHMsI COBPEMEHHBIX CTIOCO00B ¥ TEXHOJIOTHUIA CO3/1aHUs IOKYMEHTOB;

- TIpUMEHEeHWsT MeTO/IOB KOMITIOTEPHBIX TeXHOJIOTMH 10 cbopy, oOpaboTKe, TIiepesiaud, aHamM3a
JIOKyMeHTHOU nH(bopMaluy;

- alanTHpOBaTh K KOHKPETHBIM YCJIOBHSIM U HCTIOJIb30BaTh TPOTPaMMHbBIE TPOAYKTHI [JIsi COCTaBIIeHHUS,
oopmiIeHHsT OpraHU3aOHHO-PaCTIOPSIUTETbHON JOKYMEeHTaLWH ¥ OpPraHu3arii JOKyMeHT0000pOoTa;

- CaMOCTOATe/NILHOTO TIPHOOpeTaTh HOBble 3HAHWUM, WCIONB3ys COBpEMeHHbIe 00pa3oBaTe/bHbIe
TeXHOJIOTHH.

OIIK-3

3HAHUS:

- CTaHAApThI YHU(PUIIMPOBAHHOM CUCTEMBI OPTaHU3al[MOHHO-PACTIOPSINTEe/TLHON JOKYMEHTALIWH;

- CyIeCTBYIOIIYE YHUDHUIIMPOBAHHBIE CUCTEMEI JOKYMEHTAl[1H;

- TEeOpeTUUeCKHEe OCHOBbI W 3aKOHOMEDHOCTH J[IOKYMEHTALIMOHHOTO OOeCrieueHust yrpaB/ieHueCKon
IesITeNTbHOCTH;

- TEeXHOJIOTHIO pa3pabOTKX W TpaBwia OGOpPMJIEHUsS OpPTraHH3al[MOHHO-TIPABOBBIX, PACTIOPSIUTE/NBHBIX U
nH($OPMALIMOHHO-CITPaBOYHBIX JIOKYMEHTOB;

- 3aKOHOAAaTe/bHble, HOPMAaTHWBHbIE U TIPAaBOBbIE aKThl, perVIaMeHTUDYIOI[He [JOKYMeHTHPOBaHUe
yTpaB/ieHYeCKOU JesTeTbHOCTH;

- TpebOBaHWs K COCTABJEHUIO, O(GOPM/IEHHMIO YHUMDUIIMPOBAHHOW CUCTEMBI OpraHU3aIlMOHHO-
PachopsAAUTEIbHON JOKYMEHTal VY,

YMEHUsL:

- CJIyIlIaTh, BOCIPUHUMATD JOKYMEHTHYIO MH(GOPMALIUIO C YUETOM KY/IBTYPHBIX U SI3bIKOBBIX Pa3/TUUUA;



- COCTaB/STb JIOKYMEHTHI B COOTBETCTBUM C TpeDOBaHUSIMU  YHU(PUIMPOBAHHOW CHUCTEMBI
OpraHu3al[MOHHO-PACMOPSIAUTEe/IEHON JOKYMeHTallWY;

- BBISIBJISITH COCTAaB HEOOXOIUMBIX IOKYMEHTOB B KOHKPETHOM yTpaB/IeHuYeCKON CUTYaluH;

- CUCTEeMAaTH3MPOBaTh U 000011aTh JOKYMEHTHYIO HH(OPMALHIO, TOTOBUTh CIIPABKU, 0030pbI;

- pedeprpoBaTh, pelakTUPOBATh, peLieH3UpPOBaTh TEKCTHI;

- paboraTb C HOPMAaTHMBHOM, CrelMaJbHOM U 3aKOHOJATeNbHOW JIUTepaTypol AJis TPAaKTHUeCKOTo
TIpUMeHeHUs TIPY CO3[4aHUX U 0OPMJIEHUH JOKYMEHTOB;

- pa3pabaTbiBaTh POEKTHI JOKYMEHTOB;

HaBbIKU:

- BAaJieTh 3aKOHOJATe/NbHbIMUA akTamMu P® B cdepe MHPOpPMALMK U OKYMeHTALMOHHOTO obecrieueHust
yrpaB/eHus], yKasamu U pacropsbkeHussMu I1pesnaenta PD, nocranoBnenusivu [IpaBurensctBa PP, HopmaTtuBHO-
MpaBOBLIMK aKTaMH (efiepasbHBIX OpPraHoOB, B 00s1IaCTH [JOKYMEHTHUPOBAHUS YIIpaB/ieHYeCKOW /1esiTe/TbHOCTH,
rOCy/lapCTBeHHBIMM CTaHZAapTaM{d Ha J[OKYMEHTbI, YHU(PULIMDOBAaHHBIMM CHCTEMaMH Ha [JOKyMeHTaluu U
00I11epOCCUICKUMHU KJTaCcCU(HUKAaTOPaMH TeXHUKO-5KOHOMUYECKOH U COL[UaTbHOM HH(OPMAI[UH;

- UCIT0J/Ib30BaHVsA COBDEMEHHBIX Crioco00B U TeXHOJIOTUI CO3[aHus JOKYMEHTOB,

- TIpUMEHEHHWs MeTO/IOB KOMITBIOTEPHBIX TEeXHOJOTMM TI0 cOopy, 00paboTKe, Tiepefaud, aHaM3a
JOKyMEeHTHOH MH(pOpMaIuy;

- aJlalITUPOBATh K KOHKPETHLBIM YCJ/IOBUAM M UCIIO/JIB30BATH IIPOTPAMMHBIE IIDOAYKTHI AJji1 COCTAaBJ/IEHMS,
oopmyIeHHsT OpraHN3aOHHO-PaCTIOPSIUTebHON JOKYMEeHTALWH Y OpPraHu3aliii JOKyMeHT0000poTa;

- CaMOCTOATe/IbHOI'O HpI/IO6p6TaTb HOBLBIE 3H&HI/II‘/JI, HCII0/Ib3ysA COBPEMEHHBbIE O6pa3OBElTEIIbeIE
TeXHOJIOTUU.

OIIK-4

3HAHUA:

- CTaHAApThI YHU(PUIIUPOBAHHOM CUCTEMBI OPTaHM3al[MOHHO-PACTIOPSINTE/TLHON JOKYMEeHTALIWH;

- CyLLeCTBYIOIIYEe YHUDHUITMPOBAHHBIE CUCTEMEI JOKYMEHTAal[|H;

- TeopeTHYecKre OCHOBBI M 3aKOHOMEDHOCTH [JOKYMEHTAL[IOHHOTO O0ecrieueHusi YIpaBieHueckon
JesiTeNTbHOCTH;

- TEXHOJIOTHIO Pa3paboTKU W mpaBuia 0(OPMJIEHHS OpPraHU3alMOHHO-TIPABOBBIX, PACIOPSTUTENBHBIX U
nH($OPMAaLIMOHHO-CIIPaBOYHBIX JIOKYyMEHTOB;

- 3aKOHOAATe/bHBIe, HOpPMAarTHMBHBIE W IIpaBOBbIEe AaKThl, perVlaMeHTUpYIOLKe [JOKYMeHTHpOBaHue
yrpaB/ieHYeCcKOU JesaTelbHOCTH;

- TpebOBaHWs K COCTaBJIEHUIO, OQOPM/IEHHMIO YHUMUIIMPOBAHHOW CUCTEMBI OpraHU3aIlMOHHO-
pacriopsiAUTebHOM JOKyMeHTal[u;

YMeHUsL:

- CJIyILIaTh, BOCTIPUHUMATh JOKYMEHTHYIO0 HH(GOPMALIUIO C YUeTOM KY/IbTYPHBIX U SI3bIKOBBIX pa3IduUii;

- COCTaB/SATb JIOKYMEHTHI B COOTBETCTBUM C TpeDOBaHUSIMU  YHU(PUIMPOBAHHOW CHUCTEMBI
OpraHu3al[MOHHO-PaCHOPSIAUTEe/ILHON JOKYMeHTalluY;

- BBISIBJISITH COCTAaB HeOOXOAUMBIX IOKYMEHTOB B KOHKPETHOM yIpaBIeH4YeCKON CUTyaLuH;

- CUCTeMAaTH3MPOBaTh U 00001aTh JOKYMEHTHYIO HH(OPMALHIO, TOTOBUTh CIIPABKU, 0030pbI;

- pedeprpoBaTh, pelakTUPOBAaTh, peLieH3UpOBaTh TEKCTHI;

- paboTraTb C HOpPMAaTHMBHOW, CIelMaJbHOM U 3aKOHOJATeNbHOW JINTepaTypol AJisi TPAaKTHUeCKOTo
TIpUMEeHeHUsI TIPY CO3[aHUX U 0OPMJIEHUH JOKYMEHTOB;

- pa3pabaTbiBaTh POEKTHI JOKYMEHTOB;

HaBbIKU:

- BAaJieThb 3aKOHOJATe/NbHBIMUA akTamMu P® B cdepe MHPOpPMALMK U IOKYMeHTALMOHHOTO ObecrieueHust
yrpaB/ieHus], yKasamu U pacrnopsbkeHussMu I1pesnaenta PD, nocranoBnenusivu [IpaBurensctBa PP, HopmaTtuBHO-
MPaBOBLIMK aKTaMH (hefiepasbHBIX OpPraHoOB, B 00/1IaCTH [JOKYMEHTHUDOBAHUS YIIpaB/ieHYeCKOW /esiTe/TbHOCTH,
roCylapCTBEHHBIMM CTaHAapTaMUW Ha [JOKYMEHTEI, YHI/Iq)I/IL[I/IPOBaHHBIMI/I CUCTeMaMU Ha [JOKYMEHTalluh U
00I11epOCCUICKUMHU KJTaCcCU(DUKAaTOpaMH TeXHUKO-3KOHOMUUECKOH U COL[UaTbHOM WH(POPMAI[UH;

- UCTIO/Th30BaHUs COBPEMEHHBIX CTIOCOOOB U TEXHOIOTUI CO3IaHMST JOKYMEHTOB;

- TpUMEHEHWsT MEeTOJOB KOMITBIOTEPHBIX TEXHOJIOrMi 10 cOopy, o0paboTKe, mepejaud, aHanaM3a
JOKyMEeHTHOH MH(OpMaIuy;

- dZlalITUPOBAaTh K KOHKPETHLBIM YCJ/IOBUAM W UCIIO/JIb30BATH TIPOTPAMMHBIE IIDOAYKTHI AJji1 COCTAaBJ/IEHMS,
oopmsieHHsT OpraHM3aOHHO-PaCTIOPSAUTEBHON JOKYMEeHTALMH ¥ OpPraHu3alii JOKyMeHT0000poTa;

- CaMOCTOATe/IbHOI'O HpI/IO6p6TaTb HOBBIE 3H&HHﬁ, HCII0/Ib3ysA COBPEMEHHbIE O6pa3OBaTEIIbeIe
TeXHOJIOTHUHU.



2. MECTO JUCHOUIIVIMHBI B CTPYKTYPE OOII BO

Ouciumnmisa JOKYMEHTAPOBAHUE YITPABJIEHUECKOM JEATE/IBHOCTH sBnsieTcs
JIUCLIUIIMHOY 00s13aTe/IbHOM YacTH 0/10Ka 1 mporpaMmbl MOJTOTOBKY 10 HarpasiaeHuto 38.03.03 YnpaeneHue
nepcoHanom.

CogepxaHve  JUCLUIUIMHBI ~ SIBASIETCA  JIoTUUeCKuM  mipogo/bkenrem  auctmruivH:  [JEJTIOBBIE
KOMMYHUKAIINN, 3KOHOMUMKA IIPEAITPUATUSA, BBEJAEFHUWE B WH®OPMAIIMOHHBIE
TEXHOJIOT'NNA.

Coplep>kaHie  AUCLMIIIMHBL ~ SIB/ISETCS  OCHOBOM  Jjisi  ocBoeHus aucturuinH:  YIIPAB/JIEHUE
IMPOEKTAMMN.

IMpeBapuTe/IbHBIE KOMIIETEHLIMH, CHOPMUPOBAHHbIE Y 00yUarOILerocs 10 Havuajia U3yueHust AUCLUITIUHbL:

¢ OIIK-1 — CrniocobeH NpuMeHsATh 3HaHUsA (Ha TIPOMEKYTOUHOM YPOBHE) SKOHOMUUE CKOM,
OpraHMu3al[MOHHOM, yTIpaB/ieHueCKO#, COLIMOIOrMUeCcKoi U MCHUX0/I0THYeCKOW TeOpHi, pOCCUMCKOTO
3aKOHO/IaTeTbCTBA B UacTH paboThI C TIepCOHAJIOM TP pelleHnH ITpodeCCHOHAIBHBIX 3a/1au

e OIIK-6 — CriocobeH roHUMaTh IPUHLMIEI paboThl COBpeMeHHBIX HH()OPMAI[IOHHBIX TeXHOIOTHA 1
WICTIONTB30BaTh UX [iIs PellleHusI 3a/1au Mpo¢eCCHOHANBHOM [IeSITebHOCTH

¢ TTK-91 — cnocobeH K KOMMYHHKALIUU ¥ KOOTIepalu B UG POBOY Cpefie, UCIIOTb30BaHUIO Pa3/IMYHBIX
LM(POBBIX CPEZICTB, MO3BOJISIOIINX BO B3aUMO/EHCTBUH C APYTHMH JTIOABMH [OCTUraTh TOCTaBIeHHBIX
esiei

¢ ITK-94 — cniocobeH K yripaBieHUI0 WHQOpMaLel U JaHHBIMH, TIOUCKY UCTOYHUKOB MH(GOPMALIUK 1
[AHHBIX, BOCTIPUSITHIO, aHAJTM3Y, 3aTIOMUHAHHIO U Tiepejade HH(OPMaL[|H C UCTI0/Ib30BaHNeM LM POBBIX
CpeJICTB, a TAKXKe C TIOMOIL[BI0 aJITOPUTMOB TIPH paboTe € MOTyueHHBIMA U3 Pa3/IMUHbIX NCTOYHUKOB
JAHHBIMMU C Lienbio 3()(eKTUBHOTO NCTI0/Ib30BaHUS MOMyUeHHONW MH(OPMALUH [/ perlieHus 3azad

e [ICK-1.2 — CriocobeH npor3BOJUTE aHa/IN3 TI0Ka3aresiel fesTelbHOCTH CTPYKTYPHBIX M0/ paszieneHuH
OpraHU3aL{U 1 BBISIB/ISTH BO3MOXKHOCTH ONTHMU3ALUH yTIpaB/ieHYeCKUX pelleHnii B 00/1acTu
ye/ioBeYeCKUX peCcypcoB

¢ YK-3 — CrniocobeH 0CyIIeCTB/IATh COL[UATBHOE B3aUMO/IEMCTBHE U PEATU30BbIBAaTh CBOIO POJIb B KOMaH/Ie

¢ YK-4 — CrniocobeH 0CyIIIeCTB/ISATh [IeJIOBYH0 KOMMYHHUKALUIO B YCTHOM 1 MMCbMEHHOM (hopMax Ha
rocyzapcTBeHHOM si3bike Poccuiickoii ®efepaliyiv 1 HHOCTPaHHOM(bIX) sI3bIKe(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

HaumeHoBaHue Pa3fesioB M THAAKTHYECKHX eJHHHL]

CEMECTP

BCEI'O

AypuTopHBIe 3aHATHSA
B KOHTAKTHOH (

bopme

BCETO

Jlekuu

IIpakTHyeckue
3aHATUHA

CamMocTosaTe/IbHass
paboTa cTyaeHToB

dopmupyemas
KommnereHuus, %

OIIK-2

OIIK-3

OIIK-4

Paspen 1. YnpaBiieHueckasi H oHcHas iesiTe/IbHOCTD. 1.1. BazoBble

4 TIOHSATHS YTIpaB/IeHUeCKOH AesTenbHOCTH. 1.2. XapaKTepucTHKU
yIIpaB/IeHueCKoi 1 O(UCHOI fiesiteibHOCTH. 1.3. TIpo6ieMbl opraHu3aLun
0(hUCHOM [esITeTbHOCTH.

14

Ju
j

Pazpen 2. OCHOBHbBIE NOHATHSA JOKYMEHTHPOBAHHS yNPaB/IeHYeCcKoi
4 JlesiTeJIbHOCTH. 2.1. [IOKyMeHT U ero XapakTepUCTHKH. 2.2. YIIpaB/ieHHe
JloKyMeHTamu. 2.3. CucTema yrnpaB/ieHHs! JOKyMeHTaMH.

10

11

11

11

Pasjienn 3. B/laHKM ¥ COCTaB PeKBH3MTOB yNPaBAeHYeCKHX
JIOKyMeHTOB. 5.1. O61ijpie TpeGoBaHus K OPH/NUYECKOH CHie 1

4 ocopMIIeHHIO JOKYMeHTOB. 5.2. Tpe6oBaHust K 0popMiIeHHIO
yIIpaBieHYeCKUX JJOKyMeHTOB. 5.3. biaHK JoKymeHTa U ero
pasHOBUAHOCTH. 5.4. OcobeHHOCTH 0OPMIIEHHS] MHOTOCTPaHHUYHBIX
JIOKYMEHTOB.

11

11

11

Pa3pen 4. Hopmar 0a3a JOKyMeHTHP

ynpaB/ieHuYecKo# AeaTenbHOcTH. 3.1. Ob1jast XxapakTepucTHKa
HOPMAaTHBHO-TIPaBOBO# 6a3bl JOKYMEHTHPOBAHHsI yIPaB/IeHuYe CKOM

4 nesitenbHOCTH. 3.2. TIpaBoBas 6a3a JlOKyMeHTHPOBaHHS yTIpaB/ieHYeCKOH
nesirenbHOCTH. 3.3. CTaHZapThl B JOKYMEHTHPOBAHUH YIIPaB/IeHUeCKOH
JlesiTelbHOCTH. 3.4. HopMaTrBHble paBOBbIe aKThl Me)KBeJOMCTBEHHOTO U
BEJJOMCTBEHHOI'0 Xapakrepa.

14

11

11

11

Paspen 5. OcobenHocTH odopmiieHHs HanboJIee pacCIPOCTPaHeHHbBIX
BH/I0B OPraHH3AIHOHHO-PACTIOPSA/AUTETbHbIX JOKYMEHTOB. 6.1.

4 Iporokorsl. 6.2. AKThL 6.3. [JoK/1a/jHble U OOBSICHUTEIbHBIE 3aITUCKH,
3asiB/IeHus], CripaBKu. 6.4. Pacriopsiiute/nibHbIe JOKyMeHTBI. 6.5.
OpraHu3alOHHO-IPaBOBbIE [JIOKYMEHTbI.

11

12

12

12

Pa3zpen 6. Cucremb! AokymenTanuu. 4.1. O61jepoccuiickue CUCTeMbl
4 JIOKyMeHTaLuH. 4.2. YHU(ULMPOBaHHbIE CUCTEMBI yHpaB/eHueCKOH
JoKyMeHTaLuu. 4.3. YHU(UIpoBaHHble (JOPMBI OTpac/ieBoi
JIOKyMEeHTaL{1H.

10

11

11

11

Pazpen 7. IluceMeHHasi KoppecnioHaeHus. 7.1. Tenerpammel. 7.2.
TenedponHorpammel. 7.3. dakcorpammsl. 7.4. Coob1iieH:st 3/1eKTPOHHON
moutsl. 7.5. [TicbMa, CBsi3aHHBIE C pacrpocTpaHeHreM nHpopMauu. 7.6.
4 TTrceMa, CBsi3aHHbBIe € 06pALLeHHsIMH T10 TTOBOAY TeX WK HHBIX [AeHCTBHI.
7.7. Ilucema-otBeThl. 7.8. [IncbMa npeTeH3MOHHOTO XapakTepa. 7.9.
TInuceMma, cBsi3aHHBIE C BbIpaKeHHeM BHUMaHUA U ydyacTus. 7.10.
PexomMeH/jaTe/bHbIE H COTTPOBOAUTE/IbHBIE ITHChMa.

12

11

11

11

Paspen 8. Opranusanus JoKyMeHTooGoporta. 8.1. [ToHsaTHe
oKymMeHToOoGopoTa. 8.2. XapakTepHCTHKH JJOKyMeHToo6opoTa. 8.3.
4 Orarbl JoKyMeHTo06opoTa. 8.4. Opranu3sarys paboTsl CyKObl
JIOKYMEeHTaLIHOHHOro obecrieyeHust yrpas/eHus. 8.5. OpraHu3aLys
paboThI ¢ KOH(HEHIIMATBHBIMI JOKYMEHTaMH.

14

11

11

11

Paspgen 9. JlokyMeHTHpPOBaHMe PaGoThI ¢ mepcoHaom. 9.1. Kommiekc
KaJpoBOii JoKymMeHTauuu. 9.2. [IoKyMeHTHpOBaHHe rprueMa Ha paborty.
4 9.3. JlokyMeHTHpOBaHMe MepeBo/ia COTPYAHUKOB Ha /ipyryto pabory. 9.4.
JI0KyMeHTHpOBaHMe MOOLPeHHst paO0THHKOB 1 HAJIOXKeHHST
JUCLIUTIMHAPHBIX B3bICKaHUIL. 9.5. JIOKyMeHTHpOBaHKe YBOIbHEeHUsT
paboTHHKA.

14

11

11

11

Bcero 3a 4 cemecTp

108

51

34

17

57

100

100

100

Bcero o AucyuninHe

108

51

34

17

57

100

100

100

3.2. AyAMTOPHBIM NPAKTUKYM

Ne
n/n

Homep u HaumeHOBaHMe pa3je/ia JUCHUIIUHBI

Tema NPAaKTHYECKOI'0 3aHATUA

Oo0nem,

ayp,.
JacoB

Pa3nen 1. YripaBneHueckasi U opucHas [esiTe/IbHOCTb.

N3 Ne2. OcdopmieHre CTPYKTYpbI
OpraHu3sanuu

Pa3,qu1 3. bnaHku U cocTaB PEKBHU3HUTOB
y1ipaB/IeHUeCKHUX JOKYMEHTOB.

N3 Nel. OdopmiieHre 6/1aHKOB

OpraHU3alru.

Paspen 5. OcobeHHocTH odopmiieHus: Haubosee

W13 Ned. Pa3paboTka 1 oopmiieHre

3 |pacrpocTpaHeHHBIX BU/IOB OpraHM3alMOHHO- OpraHM3aLI0HHO-PaCHOPAAUTENbHBIX 4
pacropsiiuTe/bHbIX JOKYMEHTOB. IOKYMEHTOB.
4 |Paspen 7. IluceMeHHast KOppeCIOHAeHLA. W13 Ne5. OdopmieHre mmceMm. 2

Pazznen 8. Opranusarys JoKyMeHTo00OopoTa.

N3 Ne6. OdopmiieHHe TIONOKEHUS 006
oTesne

Pazzpen 9. [JokyMeHTHPOBaHUe PabOTHI C IEPCOHATIOM.

W3 Ne3. OdopmiieHHe IITaTHOTO

pacrircCaHus.

7
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Bcero 3a 4 cemecTp | 17 |
3.3. CamocTonTenbHas padora cryaenta (CPC)
Ne Homep u HaumeHoBaHMe pa3jena Oo0bem,
Copep>xaHue yueOHOT0 3a/JaHUSs
n/n JUCLUIIAHBI 4acoB
TybnéHHOe U3yyeHre U pepeprupoBaHue CrieliiajbHON
Yryb y 1
1 Paznen 1. YripaeneHueckasi 1 0pUCHas |JTUTEPATYPhI, JIEKIMOHHOTO MaTepHaJsia 1o Borpocam 6
esITeIbHOCTb. aszena; BBITIOJTHEHHE ; IOATOTOBKA K
nas
MarHOCTUYeCKoit pabote u 3auety.
6
Yrny6néHHoe uzyueHve u pedepupoBaHue CrielraabHON
Paspen 2. OCHOBHBIe MTOHATHSA y Y pedepup !
.. |[MTepaTypsl, IEKLIMOHHOTO MaTrepuasa o BOrpocam
2 |JOKYMEHTMPOBaHUsl yIipaBieHUYeCKOU o 6
OSTOBHOCTI pasjiesna; MOArOTOBKA K AMAarHOCTUUECKOU paboTe U
A ’ 3ayery.
Yrny6nénHoe u3ydyeHve v peepupoBaHe CITeI[aTbHON
Pazgen 3. bnanku u coctaB y Y pecpepyp 5
JIUTEepaTyphl, JIEKLIMOHHOTO MaTepuasa o BOIpocam
3 |peKBU3UTOB yrpaBieHuUeCKUX 6
OKVMEHTOB pa3zena; BbimosiHeHre V1 3; moAroToBka K
AOKY ' JMarHOCTUUeCKOH paboTe U 3aueTy.
YrnybnénHoe uzyueHve u pedeprupoBaHue CIielraabHON
Pa3znen 4. HopmatuBHO-TIpaBoBast 6a3za y Y pedepup H
< |[/IMTepaTypsbl, JIEKLIMOHHOIO MaTrepuasa I10 BOIIpocam
4  |IOKYMeHTHpPOBaHUS yIpaBjieHYeCKOU o 9
OSTOLHOCTH paszena; MOATOTOBKA K AMarHOCTHUeCKOU paboTe U
A ’ 3aueTy.
azgen 5. OcobenHocty odopmiieHust |YriyOnéHHOe U3ydyeHre U peeprupoBaHye ClieluaibHON
P 5. Ocob Yrny6
Han0oJ/iee pacipoCTpaHeHHBIX BUJOB |IUTepaTyphl, JEKL[MOHHOIO MaTepuasia o Bornpocam
5 0 6
OpraHU3aljMOHHO-PacoOpSAUTe/IbHBIX |pa3zena; BblnosHeHue M/13; nmoaroroBka K
IIOKyMEHTOB. MarHOCTUYeCKOM paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u peepupoBaHUe CrielaabHON
JIUTepaTypsbl, IEKLIMOHHOTO MaTepuasa o BOIpocam
6 |Pa3gen 6. Cucrembl JOKyMeHTaLUHN. patypbL, . P o P 6
pazjiena; MOArOTOBKA K AMAarHOCTUUECKOM paboTe u
3ayery.
Yrny6nénHoe uzyueHve u pedeprupoBaHue CrielraabHON
7 Paspen 7. IlucbmenHas JIUTepaTypel, JeKLUOHHOI'0 Marepyra’a 10 BoIIpocaM 6
KOppeCIIOHIeHLs. pa3zena; BbimosiHeHre V/13; moAroToBka K
[IMarHOCTUUECKOM paboTe U 3aueTy.
Yrny6nénHoe u3ydyeHve v peeprupoBaHe CITeI[aILHON
8 Paspen 8. Opranusanus JIATepaTypekl, TeKLIMOHHOT0 MaTrepyraJsa Mo BOMpocaM 6
TOKYMEeHT0000poTa. pa3zena; BbimosiHeHre V1 3; moAroToBka K
[MarHOCTUUeCKOH paboTe U 3aueTy.
YrnybnéHnHoe u3yueHve U pedeprupoBaHUe CIielaabHON
9 Pa3zpen 9. lokymMeHTHpOBaHHe PabOThI |TUTEPATYPHI, JIEKIIMOHHOTO MaTepyrasia 1o BOIpocam 6
C IIepCOoHaJIoM. paszena; BbionHeHye VJ13; moaroroska K
JVarHOCTUYeCKOl paboTe U 3aueTy.
Bcero 3a 4 cemecTp 57
4. ®OPMbI KOHTPOJISA OCBOEHUSA INCITAIT/INHBI
CEMECTP HEJEJ/IN CEMECTPA
1 2 3 4 5 [6] 7 8 9 |10 11 12 13 | 14 | 15 |16| 17
Bonp.
nri3 nrIi3 nri3 KIloc KTIloc KTIloc 3au
4 KTIloc ’|KTIoc ’ [ KTToc| AP ’|KTToc ’|OP|KIIoc ’|KIIoc ’|KToc| P ’
KIloc KIloc A KIloc UII13 A HII3 HII3 A Klloc,
3a4.

YcnoBHbIe 0003HAUEHUS:

TP — nuarHoctuueckasi paboTa;

KIloc — KOHTPO/BE TTOCEIaeMOCTH;

NII3 — unpuBuAyanpHOe TIpaKTAYeCKoe 3a/jaHue;
Borp. 3au — BOIPOCHI K 3a4eTy;

3a4. — 3auer.

Tekyuid KOHTPOJ/Ib YCIIEBAeMOCTH CTYAE€HTOB ITPOBOIUTCS B JUCKPETHBIE BpeMeHHbIe HHTePBallbl B
cnenyromux dpopmax:

8
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AWarHoCThu4ecCKas pa60Ta;

KOHTPO/JIb IMOCeIlaeMOCTH;
WHAWBWYyad/IbHOE IMPpAKTHUYeCKOoe 3a/iaHre;
BOIIPOCHI K 3d4eTy.

IIpomerKyToUyHasi aTTeCcTamMsA IPOBOJUTCS B (hopMax:
3auer.



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 TpebyeTcs..
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 — KopuHees U.
K., ITimenko A. B., Maiypiies B. A. JlokyMeHTHpOBaHWe yrpaBieHuUeCKOU JesiTeTbHOCTH — KYIIUTb,
yuTaTh OH/MAkH. «FOpaliT».

CoBpeMeHHbIe 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 — VIHbOPMaLMOHHBIH 1TOpTaI TEXHUYEeCKOTO peryiupoBaHusi: Hopmebl, rpaBusia, 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 1opTas MpaBoBoH MH(OpMarLiH.

5.5. IIporpamMmMHoe obecrieueHue:

1. Microsoft Office.

5.6. 'HdopMaIiioHHbIe TeXHOJIOT U

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

10



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUII/IMHbI

6.1. JIeKijuoHHbIE 3aHSATHS:

CreL[UaTM3UpOBaHHbIe TpeboBaHMs 110 000PY/[0BaHUIO OTCYTCTBYIOT; ayAUTOPHS C TIOCAJI0YHBIMUA MeCTaMU
T10 KOJIMYEeCTBY CTYZIeHTOB; JOCKa.

6.2. IlpakTH4YecKye 3aHATHA:

1. IIpoexrop;
2. Microsoft Office.

6.3. IIpouee:

1. pabouee MecTO TperoaBaresisi, OCHaIleHHOe KOMIIBIOTEPOM C AOCTYTIOM B VIHTepHeT;
2. pabourie MecTa CTYZIeHTOB, OCHaIlleHHbIe KOMITBIOTEPAMU C JOCTYTIOM B VIHTepHeT, ipeiHa3HaueHHbIe [Iist
paboThI B 3/1eKTPOHHOM 00pa3oBaTesibHOMN cpefe.
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IIpunoxenue 1
K paGoyeii IporpaMme JUCIHUTLTHHbBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IbBHOCTU

AHHoOTanusa padouyei MPorpaMmel

Ouciynmisa  JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOW JEATE/IBHOCTHU sBisercs
JIUCLIUIIMHOY 00sA3aTe/IbHON yacTu 6y1oka 1 mporpaMmbl MOArOTOBKU Mo Hanpaeienuto 38.03.03 YnpasneHue
nepcoHaiom. [ucuuruiviHa peanusyercs Ha akynbrere P MeXAyHapOAHOTO MPOMBIIIIEHHOTO MeHeI)KMeHTa U
koMMyHuKaiuu BI'TY "BOEHMEX" um. [.®. YctunoBa kadezapoii P1 MEHE/DKMEHT OPTAHU3AILINN.

[ucuynivHa HaljesieHa Ha GOPMUPOBaHUe KOMNemeHyuli:
OTIK-2 crioco6GHOCTD OCYIeCTBATE COOP, 00pabOTKY ¥ aHa/IM3 JAHHBIX /IS PelleHus 3aau B cepe yrpaBieHust
[1epCOHAJIOM;
OTIK-3 crocobHOCTh pa3pabaThiBaTh W OCYLIECTBISATH MEPOTPHUSITHS, HallpaB/eHHbIe Ha Peasu3alyi0 CTPaTeruu
yTpaB/ieHus epCoHaNoM, 00eCIeunBaTh X JOKYMEHTALIMOHHOE COTIPOBOXK/IEHNE U OL[eHUBAaTh OPraHU3alMOHHbIE
U COLMa/IbHble MOCIeCTBUS;
OIIK-4 crocobHOCTb MPUMEHSITE COBPEMeHHbIe TeXHOJIOTUHM M MeTOJbI ONepaTHBHOTO YIPAB/IeHHs [1ePCOHATIOM,
BeCTH JIOKYMEHTALMOHHOE CONPOBOXK/EHUE U yUeT.

Copep)kaHue [WCLUIUIMHBl OXBaThIBaeT KPYr BOIMPOCOB, CBSI3AHHBIX C OpraHM3al[eil yrpaBlIeHYeCcKoro
JOKyMeHTO000pOTa, TEOPETHUECKHE OCHOBBI POJIH JAOKyMEHTa U MH(POPMALIMK B yIIPaBIeHUECKOM TPOLIECCE, ero
Pa3sBUTHUH, CHUCTEMaX [AOOKYMEHTAaLlMW, a4 TakKXXe COBpeMEeHHbIe TPE6OBEIHI/IFI, npeabpdaB/sieMble K COCTaBJ/IEHHIO,
0(hOPMITEHHIO, JIBIKEHHIO ¥ 00pabOTKH [JOKYMEHTOB. PacKpbIBAHOTCS BOIMPOCHI 3aKOHOMEPHOCTH 06pa3oBaHUs
JOKyMEHTOB, CIOCOOBI WX CO3/aHus, (YHKIWH, CBOMCTBA, CTPYKTypa [JOKYMEHTa, NMPUHLWIBI OpraHU3aL{iH
JOKyMeHTO00bopoTa.

[TporpamMMoi AUCLMITIVHBI IPeJyCMOTPEHBI C/IeIyOIVie BUbI KOHTPOJIS:

TeKyIMii KOHTPOJIb YCIIeBAaEMOCTH CTY[EHTOB MPOBOAWTCS B JUCKPETHBIE BpeMeHHbIe MHTEPBAJIb B
cnenyiommx GopMax:
e JWarHocTHueckas pabora;
e KOHTPOJIb MOCEIaeMOCTH;
e WHMBHU/YaJbHOE MPAKTUYECKOE 3a/laHue;
e BOMpOCHI K 3aUeTy.

IIpoMe)xyToUHas aTTecTalus IPOBOAUTCS B opMax:
* 3aueT.

OOmiasi  TPyZI0eEMKOCTb OCBOEHHMSI [JUCLMIUIMHBI cocTaBisseT 3 3.e., 108 u. TIporpamMmoii [JUCLIUTUTHHEI
MpeAyCMOTPEHbI JIeKIIMOHHbIe 3aHATHS (34 u.), mpaktuueckue 3aHatusi (17 4.), camocrostenbHass paboTa
cryaenTa (57 4).
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IIpunoxxenue 2

K paGoyeli IporpaMme JUCIUTLTHHbBI
JOKYMEHTUPOBAHUE YIIPABJIEHYECKOU JEATE/IBHOCTH

TEXHOJ/IOTYN 1 ®OPMBI OBYUYEHUA

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

TpynoeMKOCTb OCBOEHUSI AUCLUMIUIMHBI cocTaBisgeT 108 u., u3 HUX 51 4. ayAUTOPHBIX 3aHATUN, U 57 u.,

OTBe/IeHHBIX Ha CaMOCTOSITeNIbHYI0 paboTy CTyzeHTa.

PeKOMEH,Z[aL[I/II/I Mo pacripeziej1eHuo y‘-IE6HOFO BpeéMeHHU 110 BHhaM CaMOCTOATeTbHOM pa6OTLI " pa3aesiamM

JUCLIUTIIMHBI TIPUBEZIEHBI B Tabuile.

KoHTpo/ib 0CBOEHUS TUCLIUTTUHBI TIPOU3BO/UTCS B COOTBETCTBUU C TT0/I0)KEHUEM 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 Pexkomenjyemasi iuTeparypa prn?{?ZKOCTB’
Pa3pen 1. YnpaB/iieHueckas U opricHas e TeTbHOCTb.
Yrny6néHHoe u3yueHue u peepupoBaHue . K. Kophees, A. B. ITimenxko, B. A.
CrieLidasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Maiuypiies. . JJoKkymMeHTHUPOBaHKe 6
TI0 BOTIPOCaM pa3ziesa; BeiroaHeHre M/13; noaroroeka yTIpaB/ieHUe CKOM /esTeIbHOCTH:
K IMarHOCTUUECKOM paboTe U 3auerTy. Mocksa: FOpaitr, 2022 (1)
Wroro no pasgeny 1 6

Pa3gen 2. OCHOBHBIE OHATHSA JOKYMEHTHPOBAaHHA yNIPAB/JIeHYECKOHU AeATeTbHOCTH.

Yrny6néHnHoe u3yueHue v pedeprpoBaHye
CreLUaIbHOM TUTepaTyphbl, TeKIIAOHHOTO MaTepraa

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

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.
criellanbHOM 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 TUTepaTypsbl, IEKLHOHHOTO MaTepyana
TI0 BOTIPOCAM pa3fienia; MoJroToBKa K
TUarHOCTUYeCKOM paboTe U 3adeTy.

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

WUroro no pasgeny 4

9

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

Yrny6nénHoe nsyueHue 1 peeprpoBaHue
CleliMabHON JIUTeparypel, JIEKLIMOHHOTO MaTeprana

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

CHEHHaHLHOﬁ JINTePAaTyphbl, IEKIITHOHHOT'O MaTepuradJiad

13

T10 BOIIPOCaM paszesia; BbirosiHeHue 1/13; noaroroBka 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 peepupoBaHue N. K. Kophees, A. B. ITimenxko, B. A.
CreLiMasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Mamypues. . ﬂoFyMeHTHpOBaHHe 6
T10 BOIIPOCaM pas/ie/ia; IoAroTOBKa K ynpaB/ieHueCKOU [1esTebHOCTH:
[TMarHOCTUYeCKOH paboTe U 3aUeTy. Mocksa: FOpaitr, 2022 (4)
Wroro no pasgeny 6 6
Pazpgen 7. [IncbMeHHas1 KOppeCcnOHAEHLUSA.
Yrny6néHHoe u3yuyeHve v peeprupoBaHre N. K. Kopnees, A. B. ITmenko, B. A. 6

Mauypues. . JIoKkyMeHTHpOBaHUe
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T10 BOIIpOCaM pas/Ziesia; BbinosHeHre VJ13; noarotoBka yTIpaB/ieHUeCKOM esTeIbHOCTH:
K JMarHOCTUUECKOU paboTe U 3auerTy. Mockgsa: FOpaiir, 2022 (7-9)

Wroro no pasgeny 7 6

Pa3gen 8. Opranu3sarusi JOKyMeHT0000poTa.

Yrny6néHHoe u3yueHre v pedepupoBaHye . K. Kopnees, A. B. ITimenko, B. A.
CrieLianbHOM UTepaTypsbl, JeKLIMOHHOTO MaTepuasa Mamypues. . [lokymeHTHpOBaHNe 6
T10 BOIIpOCaM pas/iesia; BbinonHeHre VJ13; nogrotoska yrpaB/ieHUYeCcKOU JiesiTelIbHOCTU:
K JMarHOCTHYeCKOU paboTe U 3aueTy. Mockga: FOpaiit, 2022 (10-12)

Wroro o paszgeny 8 6

Pazgen 9. /[loKkyMeHTHPOBaHHE PAGOTHI C IEPCOHAJIOM.

Yrny6néHHoe u3yueHre v pedeprupoBaHre . K. Kopnees, A. B. ITimenko, B. A.
criellanbHOM IMTepaTypsl, JeKIJMOHHOTO MaTepuasa Mamypues. . JlokymeHTHpOBaHNe 6
TI0 BOIIPOCaM pas/iesia; BbinonHenue VJ13; nogroroska yIpaBieHYeCcKOU JesaTelbHOCTU:
K JMarHOCTHUEeCKOM paboTe U 3auerTy. Mockgsa: FOpaiit, 2022 (14)

Wroro no pasgeny 9 6
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IIpunoxenue 3
K paGoyeli IporpaMme JUCHUTLUTHHbBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

®OH/] OIEHOYHBIX CPEJCTB

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

e IUarHocThyeckas pabora

¢ KOHTDOJIb TIOCEIIaeMOCTH;

e BOIMPOCHI K 3aUeTYy;

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

Kpurepuu onieHMBaHusA

JuarHocruueckas pabora
Iuarnoctuueckas pabora npoBogurcs B popme Tecta B SMIOC Moodle:

* TIpY IIPaBWJIBHOM OTBeTe MeHee 4eM Ha 60% BONPOCOB - He arrecTaLus;
* [IpY TIpaBU/IBHOM OTBeTe Ha 60% BompocoB 1 bojiee - aTTecTarys.

KoHTpoJb nocemaeMocTu
[Muara3on 6amoB ot 0 g0 10.
Bansel 3a moceraeMoCTb ayJUTOPHBIX 3aHSATUI paCCUUTBIBAIOTCS 110 GOpMyIIe:
B3I1=KII3/KA3x10,
rae B3I1 — 6aiel 3a mocerrjaeMocTb, KI13 — Ko/mMuecTBO TOCEIeHHBIX 3aHITHi, KA3 — KOTU4eCTBO ayJUTOPHBIX
3aHATHI.
Pe3synbTar oKpyrasieTcss K HaMeHbIlIeMy 3HaueHHIo.

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

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

rae B3II — 6anel 3a ocemaemMocTtsb, KI13 — kommiyuecTBO ToceleHHBIX 3aHsATui, KA3 — KomMuecTBO ayiMTOPHBIX
3aHsATUH, KI1P3 — Ko/inueCTBO NMPOMYLEHHBIX [10 YBAXKUTE/IbHOM [IPUYKHE 3aHATUI.

Pe3ynbTar OKpyI/sieTcs [0 11e/I0r0 uuc/ia K HauMeHbIleMy 3HauUeHHIO.

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

Bonpocsl k 3auery
1. Ba3oBble NOHATHS yIIpaBaeHUECKOH JiesTe/IbHOCTH: CUCTeMa, CBOMCTBA CUCTeMBI, 0011jas 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 [1esTeNIbHOCTH;
. [IOKyMeHT U ero xapakTepuCTHKU;
. YripaBsieHve JJOKyMeHTaMW;
. CucreMa yripaB/ieHHs JOKYMeHTaMuy;
. Buabl HOpMaTHBHO-TIPaBOBBIX JOKYMEHTOB U UX OIpeZe/eHusT;
0. ITpaBoBast 6a3a JOKyMeHTHPOBaHHS yIIpaB/ieHUeCKOU e TeTbHOCTH;
1. O61mepoccHiicKre CUCTEMBI JOKyMEeHTALIWH;
12. YHuduipoBaHHbIe CHCTEMBI YITPaBIeHUeCKOM JOKYMeHTalWH;
13. ToHsiTHe TenerpamMMbl. Bugibl 1 0c06eHHOCTH 0QOPMIEHYS ¥ OTIIPABKH TeJlerpaMm;
14. Tlonsitue TenedoHorpammel. OcoGeHHOCTH 0(OPMIIEHHS U OTIPABKHU Tesie(OHOTPaMM;
15. Tousitre dakcorpammbl. OcobeHHOCTH 0(OPMIIEHHS 1 OTIIPABKU (aKCOrpamMm;
16. DnekTpoHHAas MouTa. PeKBU3UTEI COOOILeHHSs 3/IeKTPOHHOM NOUTHI M 0COOEHHOCTH UX 0(OPMIIEHHS;
17. TInuceMa, CBsi3aHHBIE C PaclipoCcTpaHeHHeM WH(OpPMaLWK: BUBI U 0COOEHHOCTH UX 0OpMIIeHNST;
18. ITrceMa, CBsi3aHHbIe C 00palleHUsSIMU TI0 TIOBOAY TeX W/IM MHBIX JAeHCTBHNA: BUABI M 0COOEHHOCTH HX
oopmieHus;
19. IT1cpMa-oTBeTHI: BUABI U 0COOEHHOCTH UX 0)OPMIIEHHS;
20. ITvcbMa npeTeH31OHHOTO XapaKTepa: BUJBI U 0COOEHHOCTH UX 0()OPMIIEHNS;
21. ITucbMa, CBsi3aHHBIE C BEID&KeHNEM BHUMAHHS M yYacTysl: BUZIBI 1 0COOEHHOCTH UX 0OPMIIEHHS;
22. PekoMmeH/jaTe/IbHbIE U COTTPOBOAWTE/IbHBIE TTMChMa: XapaKTepHUCTHKA M 0COOeHHOCTH 0OpMIIeHYST;

= OO UTRA WN
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23. XapaKTepUCTHUKH U ITarbl JOKyMEHTO000pOTa;

24. KoMriieKC KaIpoBOM JOKyMeHTalUU: TI7IaHOBast JOKyMeHTaLIUs;

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

26. KoMmrinekc KaipoBoOil JOKyMeHTal|K: NlepCoHabHast JOKyMeHTaLUs;

27. KoMrisekc KaIpoBOM JOKyMeHTallU: JOrOBOPHasl JOKyMeHTAaLUsI;

28. KoMrisiekc KaipoBOM JOKyMeHTalUU: PacropsiiuTe/ibHas JOKyMeHTaLus;

29. KoMriniekc KaipoBOM JOKyMeHTallUU: yueTHasl KaipoBasi JOKyMeHTaLlus;

30. Komriiekc KaZipoBoii IOKYMeHTaLWH: JOKYMeHTalWs TI0 YUeTy UCIOIb30BaHuUsI pabouero BpeMeHH U PacueToB
C TIepCOHAJIOM II0 OIljiaTe TPYZa;

31. Komruiekc KaipoBOM JOKyMeHTAaLUW: OTYeTHasi U OTYeTHO-CIIpaBOYHas JOKyMeHTaLlusI;

32. [ToKkyMeHTHUpOBaHue MpHeMa COTPYAHMKA Ha paboTy;

33. [JokyMeHTUPOBaHKe TepeBo/ia COTPYAHMKA Ha JIPyTYI0 paboTy;

34. JokyMeHTUPOBaHKe MOOoI[PeHNs PAOOTHUKOB U HaJIOXKeHHS TUCLIMTUTMHAPHBIX B3bICKAaHHIM;
35. [loKyMeHTHUpOBaHUe YBOIbHEHHST paOOTHHKA.

HWNuauBUayaibHOE NMPaKTHYeCKoe 3afiaHue

VuauBuayanbHOe AoMaiiHee 3aaHue Nel "Pa3paboTka 6/1aHKOB opraHu3aiuu. [Iana3oH oleHKd oT 0
70 5 6a710B. MakCcHMMabHOe KOTMUeCTBO 6ajjioB CTaBUTCS TIPU YCI0BUH caaun V13 BoBpems u 6e3 ommboK. 3a
KaKAYI0 He/le/Tio IPOCPOYKH cHUMaeTcs 1 6ait. 3a KaKayro uTepariuio (TIoMbITKY) ciaud paboThl, KpoMe TepBOH,
cHumMaetcs 1 6an. PaboTa Mo yCMOTpPeHHIO MperojaBaTesist MOXKET ObITh MPUHATA C OIIHOKAMH, eCJTH UX
KOJIMUECTBO COCTaBJIsIeT He Oojiee TpeX, HO MPH 3TOM 3a KaXKAYIO OIIMOKY cHUMaeTcs 1 6ast.

NupuBuayanbHoe AomaiiiHee 3agaHue No2 "TIpoekTrpoBaHye U oopMiieHUe CTPYKTYpPbl OpraHu3aiyun’.
[uara3oH oneHku ot 0 g0 5 6a/wtoB. MakcuManbHOe KOJTMUeCTBO 0aJlIOB CTaBUTCA MPH yCioBUU caun 1713
BOBpeMs U Oe3 ommboK. 3a KKy HeJlesTto MPOCPOUKH cHUMaeTcs 1 6ant. 3a KAyt uTepanuio (TIOTbITKY )
c/iaum paboThI, KpoMe TIepBoi, cHUMaeTcs 1 6ayut. PaboTa 1o yCMOTpeHHIo MperofiaBatesis MOXKeT ObITh MPUHSTA
C omMbKaMH, eIl UX KOJTMUECTBO COCTaB/IsieT He Dosiee TpeX, HO MPY 3TOM 3a KaXKAyro OInOKy cHuMaetcs 1
Oan.

NupuBuayanbHoe gomaiiHee 3agaHue Ne3 "TIpoekTrpoBaHue U oopM/ieHHe ITaTHOTO pacnucanus’. Jluana3oH
otieHk# ot 0 0 10 6a/mmoB. MakcrManbHOe KOJTHUeCTBO 0aslioB CTAaBUTCS TTPHY yCsioBuu caaur /13 BoBpeMms 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 ObITb 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' .
[Muamna3oH oueHky ot 0 0 15 6anmo. MakcuManbHOe KOTMUecTBO OaiioB CTaBUTCS MPU yCaoBuu caaun U3
BOBpeMst U 6e3 omuboK. 3a KaXK/IyH0 HeJ|e/To MPOCPOUKU CHUMaeTcst 1 6at. 3a KaxKAyto UTepaiuio (TIOMbITKY)
cziaun paboThl, KpoMe TiepBoid, cHuMaeTcst 1 6ani. Pabora 1o yCMOTpPeHHIO MperojaBartesisi MOKeT ObITh TIPHHSITA
C oLIMOKaMM, eC/T UX KOJIMYEeCTBO COCTAB/IsIeT He Oosiee TPex, HO TIPH 3TOM 3a KaXKIYIO OLIMOKY cHUMaeTcs 1
basm.

WnpuBuyansHoe foMaliHee 3a7anre Ne5 "Odopmienne nvcem". [Iuana3oH oueHKy ot 0 1o 7 6anos.
MakcrmasnbHOe KOM4ecTBO 0asioB CTaBUTCS NP YCI0BUY caauu V113 BoBpemst 1 Oe3 omMOOK. 3a KaXKAyto
He/IeJII0 TIPOCPOUKU CHUMaeTcs1 1 6a. 3a KAyt uTepaluio (MOMbITKY) ¢/laud paboThl, KpOMe TIEPBOM,
canmaetcst 1 6at. PaboTa 1o yCMOTpeHHIO TperofiaBaTesist MOXKeT OBITh MPUHSTA C OIIHOKAMH, eC/TH UX
KOJIMUEeCTBO COCTaB/isieT He Gosiee Tpex, HO MPH 3TOM 3a KaXK/yI0 OIIMOKY cHUMaeTcs 1 6asn.

WnpuBuayansHoe fqoMaliiHee 3a1adue Ne6 "Pa3paboTka u oopmiieHre rosioxkeHust 00 otaesie". Tuana3oH
oteHk# ot 0 10 18 6amioB. MakcuManbHOe KOTMUeCTBO Oa/lioB CTABUTCS MPU yCioBuu caaur V13 BoBpeMsi 1
0e3 ommboK. 3a KaXKIyH0 Hefle/to TIPOCPOUKY CHUMaeTcst 1 6ast. 3a KaKAyro utepauyto (TOMbITKY) CAauu
paboThl, KpoMe TIepBo, cHUMaeTcs 1 6amt. PaboTa 1o yCMOTpeHHIo MperofaBaTesis MOXKeT ObITh MPUHSTA C
olMOKaMH, eC/y X KOJIMYeCTBO COCTaBJIsieT He Bosiee TpeX, HO TIPH 3TOM 3a KaXK/IyH0 OLIMOKY cHuMaeTcst 1 6ant.

3auer
3auer Mo JUCLIMIUIMHE BBICTAB/ISIETCS MPU Habope cTyeHToM MuHuMyM 60 6as1oB u3 100 MakCUMabHO
BO3MOXHBIX K MOMEHTy OKOHYaHHA CeCCHUu.

I1pu HeBBITIOJTHEHUM YKa3aHHOTO BhILLIE YCI0BUS, CTYLEHT JOJDKEeH BBINIOJHUTE U CAaTh 11ecTb IHAMBUYaTbHBIX
MPAaKTUUECKUX 33/JaHWH, TIPeIlyCMOTPEHHBIX paboueli MporpaMMol TUCLIUIIIMHEIL, TIOCJIE YEro OH JOTMYCKAeTCs K
c/laue TeOpeTUYeCcKoro 3aueTa.

3auet BK/IIOUAET B Ce0st OTBETHI Ha TeOpeTHUeCcKKe BOMpockl. OLIeHKA «3aUTeH0» BBICTABISETCS:

- [IpY pa3BepHYTHIX U TOYHBIX OTBETAX Ha 2 TEOPETUUECKUX BONPOCA U JONIO/IHUTE/IbHble BOIIPOCHI
TMpernojasare/is;

- TIpY TOYHOM U TIO/THOM OTBeTe Ha 1 TeopeTHueCcKUii BOTPOC C [JOMYIIleHHeM OIIMO0K ¥ 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
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Bompoce K
3ayerTy,
Pazpen 1. KonTtposs
2 4 |YupaBieHueckas U 14 8 6 2 6 11 11 11 | moceniaeMoCTH,
oducHas [[eATeTbHOCTb. WNnpuBuayanbHOe
TpaKTH4ecKoe
3ajjaHue
Pazpgen 2. OcHOBHBbIe
Bomnpocs! K
MOHATHUSA sauer
2 | 4 |gokymentmpoBaHus 10 4| 4] 0 6 | 11 | 11 | 1 Y,
” Kontpois
yIpaB/IeHYeCKOH
MOCeL[aeMOCTH
JleATeTbHOCTH.
Bonpocs! K
Pazpen 3. bianku u 3a4eTy,
COCTaB PeKBU3HUTOB VIsppBryanbroe
2 4 9 3 0 3 6 11 11 11 MpaKkTUyecKoe
yIpaB/ieH4eCKHX
OKyMEHTOB. 3a/1AHHE,
A Kontposs
roceljaeMoCTH
Paspen 4. HopmarusHo- Bompocs! K
npasoBas 6aza sauer
2 4 |ROKyMeHTHPOBaHHUA 14 5 5 0 9 11 11 11 Y,
” Kontposns
yIpaB/ieH4eCKOU
Nocel|aeMOCTH
JleATe/IbHOCTH.
Pa3gen 5. OcodeHHOCTH Boripocer i
3ayeTy,
odopmiieHust HaubosTee
acnpocTpaHeHHBIX WspuBrzya:Hoe
2 4 P 11 5 1 4 6 12 12 12 | mpakTthueckoe
BH/IOB 0praHu3aIjuoOHHO-
3ajaHue,
pacnopsiAuTe/IbHbIX
Kontposns
JIOKYMEHTOB.
Nocel|aeMOCTH
Bonpock! K
2 4 Pazpgen 6. Cucremsl 10 4 4 0 6 1 1 1 3aueTy,
JOKyMeHTanMH. Kontposns
MoCeL|aeMOCTH
Koutponb
TOCeIaeMOCTH,
Bormpocs K
2 | 4 ismzri'n?’;;"’:l‘;“““ 26| 4 26  1nlulu JaueTy,
PP ACHIIE. WnpuBuayanbHOe
TIpaKTUYecKoe
3ajjaHue
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NupuBupyansHOE
MpakTHuyeckKoe
3a/laHue,
4 (Paspen8.Opramwsamms |, | o | 5 | 3 | ¢ | 11| 11| 11 KOHTpOJTb
JOKyMeHT0o00opoTa.
MOCeIiaeMOCTH,
Bonpocs! K
3aueTy
NupuBunyansHoe
MpakTHuyeckKoe
Pazgen 9. 3ajlaHue,
4 |loKkyMeHTHpOBaHUe 14 8 5 3 6 11 11 11 KonTposs
PpadoThI C MepcoHaIoM. MOCeIaeMOCTH,
Bomnpocs! K
3ayeTy
Bcero 3a 4 cemecTp 108 | 51 34 17 57 100 | 100 | 100
Bcero no gucruninHe 108 | 51 34 17 57 | 100 | 100 | 100
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Kpurepuu oneHnBanus

OIIK-2

Bonpocbl omkpbimozo muna:

Nel MeTo/10/I0TUeCKYE Y OpPraHU3allMOHHBIE 0CHOBBI TIPOBe/IeHUs paboT 10 K/1aCCUBUKALUM
Y KOAWPOBaHUIO WHGOpMaLK, YHU(UKAL[UY JOKYMeHTallMl yCTaHOB/IeHbl B HOPMATHBAaX:

Ne 2 Uro Takoe Knaccu(pUKaTOpbl TEXHUKO-35KOHOMUUECKOM U COLManbHON MHpopMaLuu?

Ne 3 Kakuie Brl 3HaeTe TUIIbI K/1acCU(PUKATOPOB?

Ne 4 Uro Takoe YHUPULIMPOBaHHasK (popma JoKyMeHTa?

Ne 5 U3 yero cocToAT YHUGULIMPOBaHHbIE CUCTEMbI JOKyMEeHTaLun?

Ne 6 B uem pasHulla Me)Xly IepBUYHBIMU Y [IPOU3BOJHBIMU YYE€THBIMU JOKYMEHTaMU B
KOMILJIeKCe KaIpOBOM JOKyMeHTaluu?

Ne 7 Kakue TOTOKHU JOKyMEHTOB B COOTBETCTBUM C OOILETNPUHSATON TEPMUHOJIOTHEN 00pa3yoT
[IOKyMEHTOOOOPOT OpraHu3aLuu?

Ne 8 HopmarueHoO-11paBoBasi 6a3a JOKyMeHTHPOBAHHUS yTIPAaBIeHYeCKOM [esTeTbHOCTH
BKJ/IIOYaeT B cedst:

Ne 9 Kakue stanel B cootBeTcTBUM € ['CIOY BBIZIEIAOTCSA B MOPSIZKE ABUKEHUS JOKYMEHTOB B
OpraHu3anuu?

Ne 10 UTto BXOOUT B COCTaB TJIAHOBOM Ka/IpOBOM JOKYMEHTALIUU?
Bonpocbl 3akpbimoz2o muna:

Nel Kaxkas u3 npuBe/ieHHbIX ()OPMYJIMPOBOK OTpe/ieisieT MOHITHe «0(pULIMaIbHbIN
IOKYMEHT»?

¢ 3aduKCUpOBaHHAas Ha HOCHTeJle UH(OPMALUs C PEKBU3UTAaMHU, TIO3BOISIFOLIIUMU ee
UAEeHTU(UIMPOBATh

¢ CTPYKTYpPUPOBaHHas MH(pOpMaLys, 3aUKCUPOBaHHAs HAa HOCHUTeJIe

e NTOKYMEHT, COXpaHseMbIH WU TIO//IeXaIUH COXPAaHEHHIO B CU/TY €r0 3HaUMMOCTH
[T TPaKZiaH, 0011[eCTBa, roCcyapcTBa

e IOKYMEHT, CO3/IaHHBINA OpraHu3alyied, JO/DKHOCTHBIM JIULIOM WJTH TPaKAaHUHOM,
oopMIIeHHBIH B yCTaHOB/IEHHOM TIOPSIIKe

* HCrI0/b30BaHKe MHHOPMAIMIOHHOTO 00BbeKTa KaK JJ0Ka3aTesbCTBa,
TIOZATBEPXK/AFOIL[Er0 /1eI0OBYH0 aKTUBHOCTh

Ne 2 B cooTBeTCTBUM C UeM NpoOCTaB/sieTCsl 3HauUeHUe pekBu3uTa «Koj opraHusanym» Ha
O1aHKax MpeJTpUSTHI U OpraHu3aruii?

¢ OO01IepOCCUIICKUM KTaCCU(UKATOPOM OPraHOB B/IACTU U YTIPABJIEHUS
¢ OKIIO

e OOI1IepOCCHICKUM K/1aCCU(UKATOPOM TIPeANPUITUAN U OpraHH3aL[ydi
¢ OKOTY

Ne 3 3HaueHMs1 KaKUX PEKBU3UTOB JOKYMEHTA IIPeA0CTaB/IAOTCA HAa/JIOTOBbIMHA OpI‘aHaMI/I?

o UIeHTU(UKAI[MOHHBIN HOMep HaJIoToTIaTe bIHUKa/KO/ TIPUUMHBI TTI0CTAaHOBKY Ha
yuet (MHH/KIIIT)

* OCHOBHOMI roCcyJjapCTBeHHbIN pervctpaloHHbli Homep (OI'PH) ropuguyeckoro
mna

¢ xop opranusauuu (OKIIO unmu OKOI'Y)

e HavMeHOBaHWe OpraHU3al[uu

Ne 4 B cooTBeTCTBUM C yeM TMPOCTaBJ/IAETCA 3HAUEeHHEe PeKBM3KWTa «KO,E[ OpraHu3alyn» Ha
O/1aHKax OpraHoOB BJ/1IaCTU U yr[paB]'IEHI/IH?

¢ OOIIepOCCUICKIM K/TaCCU(HUKATOPOM OPTaHOB BJIaCTH U YTIPaB/IeHUS
¢ OKIIO

¢ OOIIepoCCHUICKIM KTaCcCU(HUKATOPOM TIPEATIPUSITUAN ¥ OpraHr3aL[uil
e OKOT'Y

Ne 5 Kaxoe nosnokenue HE ne)xut B 0CHOBe IOCTPOeHUs YHU(HLIMPOBAHHOMN CUCTEMBI
yIpaB/IeH4eCKOU JOKyMeHTaLuu?

® OXBAT BCEX BO3MOXXHBIX BHZIOB U Pa3HOBUAHOCTEH JIOKYMEHTOB BHe 3aBUCHMOCTH OT
cdeprl esITeNIbHOCTH, YPOBHS yTIpaB/ieHus], GOpMbI COOCTBEHHOCTH, HaLlMOHATEHOMN
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Y TOCY/IapCTBEHHOH MPUHA/IIEXKHOCTH
¢ perjaMeHTalysl COflePXKaHusl JOKYMEHTOB, BXO/SIIUX B KAXK/AYI0 CUCTEMY
¢ CK/IIOUEHHe U3 JOKyMEHTOB AyOIUPYeMBIX IaHHBIX, 8 TAKXKe TPaJUIIMOHHO
BKJIFOUaeMbIX B HUX JJAHHBIX, HO HE UCTI0/Ib3YEMBIX TIPH PellleHUH KOHKPETHBIX 3a/jau
¢ eanHOOOpa3sue NMoCTpoeHust PopM JOKyMEHTOB

Ne 6 Kakuie 13 mepeurcieHHbIX BUIOB JOKYMEHTAI[UHM BXO/JSAT B COCTaB YHU(PHIIMPOBAaHHOMN
CUCTEeMBI OpraHU3aI[MOHHO-pacopsaauTebHoN fokyMeHTauu (Y COP/I)?

¢ JJOKyMeHTaLus 110 paclopsiUTeIbHOM [lesiTeJIbHOCTH OpraHri3aLyy, NperpusaTUs
e [IOKyMeHTalys 110 peopraHu3aliui OpraHu3alyu, NpeAnpusTUs

¢ JTOKyMEHTAl[¥sl TI0 SMUCCHOHHO-KACCOBBIM U OHO/IKETHBIM OreparusiM OaHKOB

® OKyMeHTalYd 10 TPYAOBbIM OTHOLIEHUSIM

e (uHaHCOBas JOKYMeHTaLuUs

® TpPaHCIIOPTHAas BHEIIHETOPIoBasl JOKyMeHTaLs

Ne 7 Yem 00yC/IOB/IEHO HAJTUUKE OTPAC/IEBBIX YHUPHUIIUPOBAHHBIX CUCTEM [JOKYMEHTAL[UM?

® «BAKHOCTb» UJIU «3HAUMMOCTb» TOW WM UHOM OTpaciu

¢ 0cobble MeToZIbl 00PabOTKU 0Tpac/ieBoOl JOKyMeHTHPOBaHHOM HH(MOPMALN

¢ JIOTIO/IHUTENbHbIe TPeOOBaHUS K MHPOPMALUH J/1s1 PeLlleHNs TUITOBBIX U
yTipaB/ieHYeCKUX 3a/iau, He MpeyCMOTPeHHBIe B 00IePOCCHICKUX CUCTEeMaXx

¢ «cnenuduueckuii» XapakTep JesTelbHOCTH, [JIs1 pealr3aliy KOTOPoi U Oblia
cdopmMHpoBaHa Ta WM MHast OTPac/b X035HCTBa

Ne 8 HopmatueHO-TipaBoBasi 6a3a JOKyMeHTUPOBAHUS YIIPaBIeHUeCKOM /eI Te/TbHOCTH
BKJIIOUaeT B cebs:

¢ 1100pPOBOJIBLHO MTPHMeHsIeMbIe KOZIeKCHI ITOBeJeHHs U STHKH

e IIpaBU/Ia peKOMeH/laTe/IbHOIO XapaKTepa, OTpakatolye JOCTIKeHuUs B 00/1acTu
JlesITelIbHOCTH OpTraHU3aL{uu

¢ 33aKOHBI 1 HODMAaTHUBHBIE aKThI, PETy/IMPYIOILHe yIIPaBIeHUYeCKYI0 Cpe/ly B I1e/IOM U B
crieL{uye CKUX 0TPACAX

¢ TPaJULMOHHO CIO0KHUBLIMECS Y TOTO WM UHOTO PabOTHHKA Mpe/iCTaB/IeHus 0
rpaBmwiIax oopM/IeHHs] JOKyMEHTOB

e CTaHJAPTHI NTPaKTUUeCKOM /IesiTe/TbHOCTH OpraHu3aliu

Ne 9 [Ijist uero opraHu3ari He0OXOUMbI JJOKYMEHThI?

o 1is1 0DecreueHus MOJTHOM 3aHSTOCTU COTPYAHUKOB OPraHU3aL[iK II0CPEACTBOM
Co3/aHus ¥ 00pabOTKY [JOKYMEHTOB

e [IIs1 3AL[UTHI HHTEPECOB OPraHM3al||y U NIPaB ee COTPYJHUKOB M K/IMEHTOB, a TaKXKe
[IPYTUX 3aMHTEPECOBAHHBIX JIAL]

o 1is1 00ecreyeHust U JOKYMEHTAIbHOTO (PUKCUPOBAaHUS AOCTYDKEHHH U Pa3paboToK U
COOTBETCTBYHOIL[MX TIPAB Ha UHTE/IEKTYa/IbHYI0 COOCTBEHHOCTh OPraHU3aluH U ee
COTPY/IHUKOB

o i1 JOPMUPOBAHUS U COXPAHEHMUST KOPIIOPATUBHOM, MHAUBU/ya/IbHOM TaMSITH,
namsiTH obIIiecTBa

e ISl CIAUM B MPUEMHBIE TTYHKThI MaKy/IaTypPhl C 11e/IbI0 MOTyUeHuUst JOMOTHUTETLHOM
MpUOBLTH

e ISl JOKYMEHTAJIbHOTO (PMKCUPOBAHMUs I0KA3aTeTbCTB OCYIIeCTB/IEHUS /1€I0BOM,
JIMYHOM U 00I1IeCTBEHHOM /1eSTe/IbHOCTH OPraHU3alliU U ee COTPYJHUKOB BO BCEM ee
MHOTr000pa3uy ¥ OTJIMUUTE/IbHBIX 0COOEHHOCTSIX

e 1isl 00ecrieueHus 3alUThl U TIOAEPKKHU TPU BO3MOXKHBIX Cy/1e0HBIX
pa3bupaTensCTBax, CBSA3aHHBIX C [eATe/TbHOCTHIO0 OpraHu3alui

Ne 10 Hamurie Kakix peKBU3UTOB B COBOKYITHOCTH 00eCIieunBaoT I0PUANIECKYIO CHITY
JIOKyMeHTa?

e HavMeHOBaHMe ZOKyMeHTa ((hOpMBI) WK €ro KO,

e ajipecar [JOKyMeHTa

* MeCTOHaxO)XK/leHue OpraHy3aluu — Co37iaTe sl JOKYMeHTa UK ee MOYTOBbIN afipec

® TI0ANUCH (KOA) /ULIA, OTBETCTBEHHOTO 3a MPaBU/IbHOCTb U3TOTOBJIEHUS JOKYMEHT,
WM KOZ, (9/1eKTPOHHAs! TIOAMNUCH) JIULA, YTBEPAUBILLETO JOKyMEHT

® DerucTpalyOHHBIN HOMEp [JOKYMeHTa
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e JaTa JOKyMeHTa
¢ HaVMEHOBaHWE OPTraHU3aLIMU-CO3/ATe/Is JOKYMEHTa U ero Ko

OIIK-3
Bonpocbl omkpbimozo muna:
Nel [TepeunciuTe CUCTEMHBIE CBOHCTBA 00BEKTA
Ne 2 UTO Takoe 3HTPOIHUS CUCTEMBI?
Ne 3 ITepeuricivTe CBOMCTBA CUCTEMBI YIIPaB/EHHUs
Ne 4 UTo Takoe yrpaB/ieHuUeCcKasi AesiTeIbHOCTh?
Ne 5 [TpuBenuTe TPY OCHOBHBIE TPYIITBI XapaKTePUCTHUK O(HCHOM AesaTeTbHOCTH
Ne 6 Uto Takoe JOKYMEHT?
Ne 7 Ha3oBuTe Tpy OCHOBHBIE L1e/I1 COXpaHEeHUs! JOKYMEHTOB
Ne 8 Kakue Tpy KOMIIOHEHTA ITPUCYTCTBYIOT B JIFOOOM JOKyMeHTe?
Ne 9 Uro Takoe yrpas/ieHHe JOKYyMeHTaMU?
Ne 10 UYto Takoe cucTemMa yrpas/eHUs JOKYMeHTaMu?
Bonpocbl 3akpbimo2o muna:
Ne 1 s npoueccos ynpasnenus HE xapakTepHa:

* HEr3HTPONUKHAas HAlPaBIeHHOCTD

¢ OpHEHTALVs Ha CTabU/IM3aLUIo YIPaBIsieMOoro mporecca

* SHTPONMIiHAs HAIIPaBIEHHOCTh

* OpHeHTAalYs Ha pa3BUTHE U YCI0KHEHHe YITPaB/IsieMoro mpoLecca

Ne 2 ODyHKIMeN pellarollero 31eMeHTa yIpa/Isitollel YaCTU CUCTEMBI yIIpaB/IeHUs SIB/ISIeTCS:

(hopMHpOBaHUe YITPaBJISIOIIEr0 BO3EMCTBYS Ha yIIPaB/sieMblii ITporiecc

¢ B YIPaBJISAOIIeH YaCTH CUCTEMBI YTIPABJIEeHHS PelLaolii 37IeMeHT OTCYyTCTBYeT
¢ OIleHKa 3HaueHHi MapamMeTpOB YIIPaB/IsieMOro Mpoljecca

e JI0Be/leHMe YTIPaBJISIOIIEro BO3AeHCTBYS /10 YIIPAB/IsIeMOro rporiecca

Ne 3 DyHKIMe!N U3MepUTeLHOTO 3/IeMeHTa YITPaB/IsoIIeli YaCTH CUCTEMBI YTIpaB/IeHus!
SIBJISIETCST:

e JIO0Be/leHUe YTIPaBJISIOIIET0 BO3AeHCTBYS /10 YIPAB/ISIeEMOro Mporiecca

B YIIPaBJISAOIIeH YaCTH CUCTEMBI YTIPABJIEHUS] U3MEPUTE/bHBIN 37IEMEHT OTCYTCTBYeT
¢ (hopmupoBaHUe yMPaB/ISIOIIEro BO3I€HCTBUS Ha YIIpaB/IsieMblii IIPOLiecc

¢ OIleHKa 3HaueHW rapamMeTpOB YIpaB/sieMOro Mpoljecca

Ne 4 DyHKIMEH UCTTOTHUTETBHOTO 3/IeMeHTa YIPaB/IsIoIIel YaCTH CUCTEMBI YTIPaB/IeHuUs
SIBIISIETCSL:

¢ (opMrpoBaHUe YIIPABJISIOIIEr0 BO3AeMCTBIUS Ha yIIpaB/isieMbli IpoLiecc

e B YIPaB/SIOLEHN YaCTH CUCTEMBI YITPAB/IeHHUs UCTIO/THUTE/THHBIM 31eMeHT
OTCYTCTByeT

e OL|eHKa 3HaueHU rapaMeTpOB yIpaB/isieMoro poliiecca

e [IOBeJieHUe YIIPABJISIIOIIEro Bo3eCTBYUS 10 YIIpaB/sseMoro poliecca

Ne 5 YKaxute, B KaKou 11oc/1e10BaTe/IbHOCTHU KOMIIOHEHTOB CUMCTEMBI YIIpaB/I€EHKUA ITPOXOAUT
I/IHC];)OpMaL[I/IH Ipy peair3aliii eJUHUYHOI'O yIipaB/ieH4YeCKOro I_[I/IKJ'Ia?

® DeLUarOIIUI 37IeMeHT — UCTIOJIHUTEIbHBIN 37IeMeHT — U3MepUTE/bHbIN 3/IeMEeHT
® 3MEepUTE/IbHBIN 3/1eMEHT — UCTIOJTHUTE/TbHBIA 3/1eMeHT — pellaroLuil 3/iIeMeHT
® VCIIO/THUTE/IbHBINA 3/1eMEHT — PeLlarolvil 37IeMeHT — U3MepPUTE/bHBIN 3/IeMEeHT
® VICIIO/IHUTE/IbHBINA 3/1eMEHT — U3MEePUTEJTbHBINA 3/1eMeHT — pellaroLuil 3/iIeMeHT
® V3MEepUTEe/IbHBIN 3/IeMEHT — PeLlarol1il 37IeMeHT — UCTIO/IHUTE/IbHBIN 3/IeMEeHT
® peLUalOLUM 37IeMEHT — U3MEePUTEIbHBIN 37IeMEeHT — UCTIO/IHUTE/IbHBIN 3/IeMEHT

Ne 6 71 AUCKPeTHBIX YIIPaB/sieMbIX TPOLIeCCOB MOAXOAUT CieAyiolast opMyTUpOBKa (BEPHO
W/ HEBEPHO):

«YmpaB/eH4ecKasi esiTeIbHOCTb OCYIIeCTBISETCS C OTHOCUTEIbHO HEN3MeHHOH
WHTEHCUBHOCTBIO B TeUeHHe BCETo Teproa QyHKIMOHUPOBAHUS YIIPAB/ISIEMOTO MpoLiecca
6e3 TiepepbIBOB».

Ne 7 [171s1 HeTIpepBIBHBIX YIIPAB/IsieMbIX MPOLIECCOB MOAXOAUT CrIeAyoLiasi GopMy/IMpOBKa
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OIIK-4

(BepHO WM HEBEPHO):

«¥YTIpaBsieH4YecKas [|esiTelIbHOCT OCYIIeCTB/ISIeTCS] B PaMKaX SIBHO BbIPa’KEHHBIX
VHTepBaJIoB BpEMEHH C UeTKO OTpeZie/IeHHbIMA MOMEHTaMH Hauasla i OKOHUaHHUs, [IpUdeM
B Pa3MYHbIX UHTEepBajaX ee MHTEHCUBHOCTD pa3/iyHa (BK/IIOYast M HY/IEBYIO), a BCS
TOC/Ie/I0BaTeTbHOCTE STUX MHTEPBA/IOB YK/IaAbIBAaeTCs B OOLIYIO AJTUTETBHOCTD
(YHKLIMOHMPOBAHUS YTIPaB/sIeMOro IIpoLieccay.

Ne 8 Pa3paboTka cucTeMbl MePOTIPUSITH 117151 pa3zie/ieHus 3a/iad Ha OT/ie/TbHbIe BU/bI PadoT
TIPUMEHHUTe TBHO K 11eJIsIM U 3a/jadaM O(HCHOM /IesiTe/TbHOCTH TIPeATosiaraer:

1. pacripesiesieHrie COBOKYITHOCTH 3a/ia4, paboT, Mporiealyp U Onepalyii 1o
COOTBETCTBYIOIL[UM MTPOCTPAHCTBEHHBIM KOMITOHEHTaM (CTPYKTYPHBIM
roJpas/iesieHusiM) C ToC/IeIyollelt UxX KOHLIeHTpaL[el U UHTeTpaLyeit C 1[ebio
3¢ deKTHBHOM peanu3aliuu

2. HeoOXOIUMYIO KBaTM(DUKAIIMOHHYIO TIO/IEPXKKY COCTaBa 3a/ia4, paboT, mpoueayp u
orieparuii HHGOPMaIIMOHHOTO 0OC/Ty)KUBaHUSI YTIPABI€HUECKOU JIeaTeTbHOCTU

3. ompe/ie/sieHre BCErO COCTaBa KOHKPETHBIX (PYHKLUH MH(POPMALIMOHHOTO
o0C/Ty>KMBaHUs yTipaB/ieHuUeCKOU /IesiTe/TbHOCTH B PAMKaX ee KOHKPETHBIX
MPOCTPAHCTBEHHBIX U BPEMEHHBIX XapaKTEePUCTHK, BbI/Ie/IeHUe COOTBETCTBYIOIINX
3azad, paboT, MpoLeAyp U oreparuii C yUeToM MoC/e[0BaTeIbHOCTH UX
BBITTOJTHEHUSI U B3aUMOCBsI3eH

4. oripefiesieHue ee COfiep)KaHMs Kak Tpoliecca, obecreurBaroiiero 3 ¢eKTuBHyO
peas3alyio yIpaBaeHYeCcKoH /iesiTelbHOCTH B paMKaX KOHKPeTHOM CUCTeMBI
yTpaB/eHus

Ne S B cocraB yrnpasssitolei yactu cuctembl yrpasienuss HE BxofsT:

* VCTIO/THUTE/IbHBIN /1eMEeHT
¢ yMpaB/sieMbIl 37IEMEHT

¢ KOHTDOJIMPYEMBIii 37IEMEHT
* V3MEpUTE/IbHBIN 1eMEHT
¢ pellarolIuii 37IeMeHT

Ne 10 YTo OTHOCHUTCS K TPeOOBAHHUSAM K CUCTEMaM YIIpaBJIeHHUs JOKyMeHTaMH?

¢ cHCTeMa 0/DKHA obecrieunBath 3G QeKTUBHBIE TIPOLIeAYPhl XPaHEHHUS U, TTPU
HeoOXOJMMOCTH, YHUUTOKEHHs JOKyMEHTOB

¢ cHCTeMa 0/DKHA 00ecrieunBaTh BCeoOIIMi JOCTYT K JOKYMEeHTHPOBAaHHON
“H(OopMaLuu

¢ CHCTeMa I0/DKHA 00ecrieurBaTh HEM3MEHHOCTb CBOWMCTB IOKYMEHTOB I1pH JIFOOBIX
M3MeHeHUsIX B crcTeMe (M3MeHeHHe ()OpMaToB XpaHeHHs U NpeJCTaB/IeHus],
repexoZ Ha HOBYIO TIPOTrpaMMHO-aMIapaTHyIo M1athopMy, 3aMeHa I pacliipeHye
TIPYK/IaJHbIX POTPaMM U T.I1.) ¥ la’Ke NIPH NpeKpallieHnH ee (PyHKI[MOHUPOBaHHUS

¢ cHcTeMa 0/DKHA obecrieunBaTh HaZie>kHbIe U 3deKTUBHBIE CPeiCTBa XpaHeH!Us 1
(br3nueCcKoM 3allUThl JOKYMEHTOB

¢ cHcTeMa 0/DKHA obecrieunBaTh CBOeBpeMeHHEIe, 3¢ deKTHBHbIe U Oe30macHble
Cpe[CTBa AOCTYyIIA, TOVCKA ¥ UCIIOIB30BaHUs JOKYMEHTOB

Ne 11 YTo OTHOCHTCS K CBOWCTBAaM CHUCTEMBI YIIpaB/IeHUs JOKYMEHTaMHU?

¢ Bceo0I1jast JOCTYITHOCTh JIOKYMEHTOB

¢ obecrieueHre BCECTOPOHHOCTH (KOMILIEKCHOCTH) YIIPaB/IeHUs JOKYMEHTAMU Ty TeM
OXBaTa BCeX BU/IOB JIeSITe/TbHOCTH, BceX (hOpMATOB TIPeCTaB/IeHuUs JTaHHBIX B
IOKyMeHTax, BCeX BUIOB HOCUTe el nHbopMaLuu

 TI0/IHAasi aBTOMATU3aLUsI BCEX MpoLieyp 00paboTKY 10KYMEHTOB

¢ obecrieueHue 11eJI0CTHOCTH U eJUHCTBA BCEM COBOKYIHOCTH JIEMCTBUI U MIPOLIEAYD
T0 yTIpaB/IeHUIO JOKYMeHTaMut

¢ obecrieueHre HaZIEXKHOCTU YIIPaB/IeHUs JOKYMEHTAMH, T.e. CIIOCOOHOCTH JJTUTETbHO
Y TIPaBUJIbHO OCYIIeCTB/STh CO3/jaHKe, UCII0/b30BaHUe U XpaHeHHe JOKYMEeHTOB B
COOTBETCTBUU C YCTAaHOBJIEHHBIMU MpOLIeAypaMu

¢ obecrieueHrie BCex CBOUCTB JJOKYMEHTOB

¢ obecrieueHrie COOTBETCTBUS BCEX JeWCTBUM 110 YTIPABIEHUIO JOKyMEHTaMH
YCTaHOBJ/IEHHbIM TPeOOBaHUSIM (BHEIIHUM ¥ BHYTPEHHHM)
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Nel
Ne 2
Ne 3
Ne 4
Ne 5
Ne 6
Ne 7
Ne 8
Ne 9
Ne 10

Nel

Ne 2

Ne 3

Ne 4

Ne 5

Bonpocbl omkpbimozo muna:

Yro Takoe o¢uCHas e TeNbHOCTE?

YT0 Takoe JOKyMeHTOOOOpOT?

Kakoe cBOMCTBO JOKyMeHTa 03Ha4yaeT 0CTOBEPHOCTb €r0 PEKBU3UTOB?

Kaxoe CBOWCTBO JOKyMeHTa 03HayaeT ero MojHOTY ¥ HeM3MeHHOCTh?

Kaxoe CBOCTBO JOKyMeHTa O3HayaeT [10/IHOe U TOYHOe Tpe/iCTaB/IeHHe B ero CofepyKaHun
oToOpakaeMbIX PeIeHuH, AeTeTbHOCTH U (JaKTOB?

Kaxoe CBOMCTBO JOKyMeHTa 03HayaeT BO3MOKHOCTb OTIpeZle/IUTh MeCTOHaxoX/eHre
JIOKyMeHTa (JIOKa/I130BaTh), MOMyUYUTh K HEMY JOCTYTI, BOCIIPOH3BECTU U
VHTepIIpPeTUPOBAaTh €ro cofepkaHue?

Kak coOTHOCSTCS OHATUS «yIIpaB/ieHUeCKas esiTe/IbHOCTb» U «O(UCHas [1esITe/IbHOCTb»?
Ha uTo HaripaBnieHsl pa3paboTKa ¥ peau3aLyisi CUCTeMbI IIPaBUJT TI0 YTIPaB/IEHHUIO
JIOKyMeHTaMu?

UTo OTHOCUTCS K HOPMaTUBHOM ¥ HOPMaTHBHO-CIIPaBOYHOH JOKYMEHTAaL[M1 B KOMILIEeKCe
Ka/IpOBOM IOKyMeHTaLun?

Yro Takoe KO/IEKTUBHBIN 10rOBODP?

Bonpocb! 3akpbimozo muna:

['ne oTHOCHTe/BHO NOTHOTO HAaMMEHOBaHHS OpraHM3aliuy pasMellaeTcs B JOKyMeHTe ero
COKpallleHHbI} BapyaHT (eC/M OH UMeeTCs 1 oTpe/iesieH B yupeiuTe/bHbIX JOKyMeHTax)?

e crpaBa
¢ (JieBa
e HIDKe
e BbIIIIE

st kakux gokymeHntoB HE odopmisieTcst pekBu3nuT «HanmeHoBaHMe BH/ja JOKyMeHTa»?

® TIPOTOKOI
® aKT

¢ (akcorpamma
* TIpUKa3s

e JIOTOBOD

® TKICHEMO

Kakue crioco0Obl uhpOBOro HarMCaHWs 3HaUeHUsI PeKBU3UTA «[laTa» NpeJyCMOTPEHbI B
I'OCT P 6.30-2003 (O — uucno mecsita, MM — Homep Mecsita B rogy, [TTT — Homep
roza ot PoxxgectBa Xpucrosa)?

ITIT-MM-JI]]
MM/JLTTTT
TTTT.MM.I]I

IOMMITIT

Ha GaHKkax Kakux JOKyMeHTOB 00si3aTenibHO Hamnume ['epba Poccutickoit ®epeparium?

e Ha 0/1aHKax LIeHTPaIbHbIX OPraHoB (hefepabHON UCIIOHUTEIbHOM B/IaCTH, a TaKXKe
IUTUIOMaTUYeCKUX TIPeZCTaBUTE/ILCTB, KOHCY/IbCKUX YUPeXKIeHNH, MHBIX
oduIMaNbHBIX TIpe/CTaBUTeNbCTB Poccuiickoit defepaliyy 3a rpaHuliei

e Ha 6/1aHKax MpeIpUATHH, TIPUHA//IeXKAIUX TOCY[apCTBY

e Ha 6/1aHKax OpraHoOB rOCyAAPCTBEHHOM BIaCTH

e Ha 6naHkax IIpe3ugenTa Poccutickoli ®epepanuu, nanatel OeepasbHOTO
Cobpanus, ITpaButenbcTBa Poccuiickoit @eneparuu, BepxosHoro Cyza Poccuiickoi
®denepauyu

e Ha 0/1aHKax OpraHOB MEeCTHOTO CaMOYIIPaB/IeHHsT

ComnocTaBbTe HaMeHOBaHUE OpPraHM3dlJMOHHO-PACIIOPAANUTE/IBHOI'O JOKYMEHTa C €ro
ornpeaejeHrueM:

1 IOKYMEHT, a/ipeCOBaHHBIM PYKOBOJUTETI0 OPTaHU3aL[UU UK BhILIECTOSIIEMY OPraHy,
CcoiepyKalluii U3/I0KeHNe KaKoro-ibo BOMpOoca € BHIBOJAMU U MPEIOKEHUIMU

2 IOKYMEHT, aZipeCOBaHHbIN [[O/DKHOCTHOMY JIMLY, COAE€PIKaIl[|ii POCh0y paboTHHKA
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Ne 6

Ne 7

3 OKYMEHT, COCTaB/IeHHbBIH KO/I/IeTHA/TBHO, KOMUCCHEH, TIOCTOSTHHO JIeHCTBYIOIIeH WK
CIIeL[HaIbHO CO3JaBaeMON, COCTAR KOTOPOM yTBEP)KJAeTCS PACIIOPSJUTeIbHBIM
[IOKyMEHTOM PYKOBO/CTBA OPraHU3ALIiH [Jis1 [IOATBEPKIE€HHsI YCTAHOB/IEHHBIX (DaKTOB,
COOBLITHH, IeHCTBUH

4 MOKYMeHT, CofiepsKallliii OTMCcaHye U TTOATBepXKeHNe TeX UM WHBIX (PaKTOB WK
COOBITUH WK Y/I0CTOBEPSIIOIINI KaKOH-TM00 FOpUIUUeCKUH (hakT

A NOKJIAJHASA 3AIINCKA
b 3AABJIEHUE
B AKT

I' CITPABKA

ComnocTaBbTe HaUMeHOBaHUE OpPraHr3dlJMOHHO-PACIIOPAANUTE/IBHOI'O JOKYMEHTa C €ro
ornpeaejeHrueM:

1 [OKyMEHT, KOTOPbIH COMPOBOKAAET UK 0OBSICHSET OCHOBHOM JOKYMEHT (IIaH, OTUeT),
160 B KOTOPOM COTPY/IHHK OpTraHU3al[iK 00bsCHSIET (haKThI, MOCTYITKH, COOBITHS,
TIPUYWHBI HEBLITIOTHEHVSI KAKOTO-/TH00 TTOpyUeHws, HapyIIeH s TPYIOBON WK
TIPOM3BO/ICTBEHHOU AMCLIATUIMHBI

2 IOKYMEHT, aZipeCOBaHHbBIN JJO/DKHOCTHOMY JIMLTY, COAep Kall[iii pocb0y paboTHHKA

3 yrpaBieHueCcKri JOKYMEeHT, QUKCHUPYIOIINI X0 00CYy>KAeH!sI BOIIPOCOB U TPUHSTHS
pelleH’ HeCKOJIbKUMU JIMLaMU

4 JOKYMEHT, COZieprKalliiii pellleHus], HarlpaB/leHHbIE B CUCTEMe YIIpaB/IeHUsl CBEPXY BHU3,
T.e. OT PYKOBOZAUTeE/ISI OpraHM3aluy ero noJjUrHeHHbIM

A OFBACHUTEJIBHASA 3ATINCKA
b 3AABJIEHUE
B [TPOTOKOIJI

' PACTIOPSITUTEJIbHBIN IOKYMEHT
ComnocraBbTe HAMMEHOBaHUe PaCHOPSAUTEIBHOIO JOKYMEHTa C ero orpese/leHueM:

1 mpaBOBO# aKT, MPUHUMAEMBIH MPABUTETHCTBOM, BBICIIIUMHU M HEKOTOPBIMU
LIeHTpabHLIMUA OpTaHaMH KOJUIETUATIBHOTO YTIPaBJIEHHS TT0 OPraHHU3aI[MOHHBIM U JPYTHM
BOTIPOCAM, CBSI3aHHBIM C OCYIIIeCTBI€HHEM BLICITUMH OpraHaMU IOCyIapCTBEHHOMN B/IaCTH
CBOMX ITOJTHOMOUMH

2 pacropsAAUTENbHBIN JOKYMEHT KOJUIEKTUBHBIX PYKOBO/SILUX U COBEILaTe/IbHbIX OPraHOB
yUpeXeHUH, IpenpUsITUl, (GUpM, U31aBaeMbIi B 1[eJIIX pa3pelieHust Haubosiee BaXKHBIX
BOIPOCOB UX /IeSITeTbHOCTH

3 pacropsiiuTenbHbINA JOKYMEHT T10 BOMPOCaM, CB3aHHBIM C UCIIO/IHEHHUEM MPHKa30B,
MOCTaHOB/IEHWH, UHCTPYKLIUM, U3/laBaeMblii eIMHOJIMYHO PYKOBOJAWTEIEM OpraHu3aluu
WM ero 3aMeCcTHUTesIeM MIPeUMYILEeCTBEHHO I10 BOITpOcaM MH(pOpMaLiOHHO-MEeTOAUeCKOTO
XapakTepa

4 HpaBOBOﬁ dKT, H3,E[aBElEMbII>i €AUHO/IMYHBIMH DYKOBOAUTEIAMUA OpFaHPBaLIPIﬁ, JIMYHBIX
Cl)I/IpM, MUHHUCTEPCTB, OTAEJIOB U T.[. AJid pellleHHA OCHOBHBIX U OIepPAaTUBHBIX 3a[a4

5 paCHOpHﬂI/ITeI[beII‘/JI A OKYMEHT, I/IB,E[aBaEMI:Jﬁ €AVHO/IMYHO PYKOBOAUTE/IEM
KOJIU/IETHA/IBHOI'O OpraHa yIripaB/IeHHsA B Le/IAX pa3pelleHrs OTiepaTUBHBIX BOITPOCOB
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Ne 8

Ne 9

Ne 10

HOBCE,E[HQBHOI‘;I HpOI/I3BOACTBEHHO—XOBHﬁCTBEHHOﬁ 141 aAMHHHCTpaTHBHOﬁ AedaTe/IbHOCTH

A TIOCTAHOBJIEHUE
b PEINIEHNE

B YKA3AHUE

I' [TPUKA3

I PACIIOPSI)KEHUE
OTMeTKa /IJ1s1 aBTOMaTH4eCKOro TOUCKa JOKyMeHTa (MMsI M pacrionoxeHue (aiina ¢
9JIeKTPOHHOM KoTHel I0KyMeHTa) CTaBUTCS:

¢ B [IPOM3BOJILHOM MeCTe I1epBOro JIMCTa JOKyMeHTa
¢ Ha 00OpPOTHO¥ CTOPOHE MEepBOTO JICTA AOKYMEeHTa
¢ B IpaHUIlaX BePXHero MoJs JOKyMeHTa
¢ B I'paHUIIAX HWKHErO I10JIs1 JOKyMeHTa

YTO U3 MepeurcieHHOr0 BXOJUT B COCTaB CJIY>KeOHBIX JOKYMEHTOB, XapaKTePU3YHOIINX
npod)ecCUOHABHEIE, 1e/I0BbIe, MOPAJIbHbIE U JIMYHbIE KAUeCTBa PAOOTHUKA U He
NpeiHa3HAYEHHBIe ZJIS TIepeiaul STOMY PabOTHUKY?

e CIIpaBKa-00BEKTHUBKA

® aTTeCTalMOHHbIN JUCT
* XapaKTepHCTHKa

¢ HampaesieHHe Ha paboTy

YTO 13 MepeurciIeHHOT0 JO/DKHO 00s13aTe/IbHO COZepyKaThbCs B TPYLOBOM I0TOBOpe?

¢ cBefieHMs1 00 OTCYTCTBUU Y PabOTHHUKA CYAUMOCTH

* CBeJIeHVs O JlaTe U MeCTe POKZeHHUs pabOTHHUKa

¢ HaWMEHOBaHUe JI0/DKHOCTH, CIIeLMaTbHOCTH MPOGeCcCHH C yKa3aHHeM
KBa/mM(UKaLWK WM KOHKPeTHasi TPyAoBast GyHKIWS

¢ TipaBa 1 00s13aHHOCTU pabOTHHKA U paboTozaresns
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