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JINCT COI'JIACOBAHUA

PABOYAS ITPOI'PAMMA COCTABJIEHA B COOTBETCTBHUA C TPEBOBAHUAMMU ®EJNEPAJIBHOI'O
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IIporpamMmMy cocraBui:

Kageapa P1 MEHE/DKMEHT OPTAHU3ALIN
Banenko Anekcangpa CepreeBHa, CTapIlii ITperofiaBaresib

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

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

[Tporpamma paccMoTpeHa
Ha 3ace/lJaHUU BbIITyCKaroleil Kadeapsl

P1 MEHE/UKMEHT OPITAHU3BAIINN

3aBepyromuii Kadgenpoit [lImatko A /., 1.3.H., ipod.



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

Pazpensl paboyeii nporpamMmsl

1. HEJIN OCBOEHUA OV CLIUITIIMHBI

2. MECTO IMCHUITIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA U COOEP)KAHUME NVCHUITJIMHEI

4. ®OPMBI KOHTPOJIA OCBOEHUA JUCHAITJINHBI

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

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

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



1. OE/IX OCBOEHUSA JUCIHUIT/IMHbI

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

I[ICK-10 — crocobHOCTb K OpraHW3alyd W YIpaBjieHHI0 WH(OPMALMOHHO-TeXHOJIOTMYeCKUMH CePBUCAMY,
CHCTeMaMH 3/IeKTPOHHOTO JOKYMeHTO000pOTa U IJIaTeXXKHBIMHA CUCTeMaMHU

DOpMHUPOBAHMIO KOMITETEHLIMH CITY>KUT JOCTIDKEHHe CIeAyIOIMX pe3y/sTaToB 00pa3oBaHust:
IICK-10

3HAHUSAL:

- CTaHJapThl yHUGULIMPOBAHHOM CUCTeMbI OpraHM3alliOHHO-PacIopsiUTeIbHON J0KYMeHTalluY;

- CyllleCTByIOI{Me YHUDULIMPOBaHHbIE CUCTEMbI JOKYMeHTallly;

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

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

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

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

YMeHus:

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

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

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

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

- pepeprpoBaTh, PeAAKTHPOBATh, pELIEH3UPOBATh TEKCTHI;

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

- pa3pabaTbiBaTh MPOEKTHI JOKYMEHTOB;

HABbIKU:

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

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

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

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

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



2. MECTO JUCHOUIIVIMHBI B CTPYKTYPE OOII BO

Ouciumnmisa JOKYMEHTAPOBAHUE YITPABJIEHUECKOM JEATE/IBHOCTH sBnsieTcs
JIUCLIUIIMHON 00s13aTe/IbHOM YacTH 0/10Ka 1 mporpaMmbl MOJTOTOBKY 10 HarpasieHuto 38.03.05 Bu3sHec-
UHopmamuka.

CogepxaHve  JUCLUIUIMHBI ~ SIBASIETCA  JIoTUYeCKUM  mipogo/bkenrem  auctmruivH:  [JEJIOBBIE
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:

e OIIK-4 — Crioco6eH oHUMAaTh NPUHLUIILL paboThl HH(OOPMALIMOHHBIX TEXHOMIOIMH; UCII0/Ib30BaTh
nH(popMario, MeTobl U IIPOrpaMMHbIe cpeficTBa ee cbopa, 00paboTku 1 aHanu3a Ayisi ’H(POPMALIMOHHO-
aHa/IMTUUeCKOH MO/Jep>KKU MPUHATHS yIpaBieHYeCKUX pelleHuit

e OIIK-5 — criocobeH opraHU30BBIBATE B3aUMO/IEHCTBHE C KIIMEHTaMH M TTapTHePaMH B TIPOLIECCe PeLIeHHs
3a7iau yripaB/ieHNs )KU3HEeHHBIM LIMK/IOM MH(OPMAaI[MOHHBIX CHCTeM U MH(OPMAL[IOHHO-
KOMMYHHKaL[MOHHBIX TeXHOJIOTUI

¢ ITK-91 — cnocobeH K KOMMYHHKAL[UU ¥ KOOTIepaLvy B UG POBOY Cpefie, UCTIOTb30BaHUIO Pa3/IMYHBIX
LM(POBBIX CPEZCTB, MO3BOJISIOIIMX BO B3aMMO/EHCTBUH C APYTHMH JTIOBMH [OCTHUTraTh ITOCTaBIeHHBIX
esieit

¢ ITK-94 — cniocobeH K yrpaBieHUI0 HHQOpMaLuei U JaHHBIMH, TIOUCKY UCTOYHUKOB MH(GOPMALIUU 1
[AHHBIX, BOCTIPUSITHIO, aHAJTM3Y, 3aTIOMUHAHHUIO U Tlepejade HH(OPMaL[K C UCTI0/Ib30BaHNeM LM POBLIX
CpeJICTB, a TAKXKe C TIOMOIL[BI0 aITOPUTMOB TIPH paboTe C MOTyueHHBIMH U3 Pa3/IMUHbIX NCTOYHUKOB
JAHHBIMMU C Lefbio 3(h(eKTUBHOTO NCTI0/Ib30BaHUS MOMyUeHHONW MH(OPMAaLUH [/ pellieHus 3azad

¢ YK-10 — CriocobeH nmpUHUMaTh 060CHOBaHHBIE SKOHOMUYECKHE pellieH st B Pa3/IMYHbIX 00/1aCTsX
JKU3He/lesITe/IbHOCTU

¢ YK-3 — CrniocobeH 0CyIIeCTB/IATh COLUATBHOE B3aUMO/IEMCTBHE U PEaTU30BbIBAaTh CBOIO POJIb B KOMaH/Ie

¢ YK-4 — CrniocobeH 0CyIIeCTB/ISATh ZIeJIOBYH0 KOMMYHHUKALUIO B YCTHOM 1 MMCbMEHHOM (hopMax Ha
rocyzapcTBeHHOM si3bike Poccuiickoii ®efepaiiiv 1 HIHOCTPaHHOM(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

CEMECTP

HaumeHoBaHMe pa3/ie/10B U AMJAKTHYECKHX e[HHUIL]

BCEI'o

AypuTopHBIe 3aHATHSA

B KOHTAKTHOH (

bopme

BCEIr'o

Jlekyuu

IlpakTHUecKHue
3aHATHA

CamocrosaTebHas
pabora cTyeHToB

dopmupyemas
KoMmmeTeHuus, %

TICK-10

Pazpen 1. YnpasneHueckast u opHcHast ieiTeIbHOCTD. 1.1. Ba3oBble MOHATHS
yripaB/ieHUeCKO JlesTe/IbHOCTH. 1.2, XapaKTepUCTHKM yIpaB/ieHueckoi 1 oprcHoi
nesitenbHOCTH. 1.3. TIpo6rieMbl opraHu3aliii 0pUCHO# JesiTeNbHOCTH.

14

Ju
j

Pa3pen 2. OcHOBHBIe IIOHATHSA AOKyMeHTHPOBaHHA yNIPaB/IeHUYeCKOoH AeATeTbHOCTH. 2.1.
JIOKYMEHT U ero XapakTepuCTHKH. 2.2. YIipaBjieHe oKymMeHTaMu. 2.3. CucTemMa ynpap/aeHUs:
JIOKyMeHTaMH.

10

11

Paspen 3. B/laHKH M COCTaB PeKBH3HMTOB yNpaB/IeHYeCKHX JOKyMeHToB. 5.1. O61jue
TpeGoBaHUsI K IOPHAMUECKOi cile U 0OPMIIEHHUIO JOKyMeHTOB. 5.2. TpeGoBaHuUs K
0(hOpMJIEHHIO YTIpaB/IeHYeCKHX JOKYMeHTOB. 5.3. B/IaHK [JOKyMeHTa 1 ero pa3HOBHAHOCTH. 5.4.
Oco6eHHOCTH 0(OPMJIeHHsT MHOTOCTPAHUUHBIX JIOKYMEHTOB.

11

Paspen 4. Hopmar p 0asa JOKYMeHTH] ynpaBJieHYecKoit
AeATeIbHOCTH. 3.1. Ob1iast XapakTepUCTHKa HOPMAaTHBHO-TIPaBOBO# 6a3bl JOKyMEeHTHPOBaHHsI
yripaBieHuecKoi jiesitesibHOCTH. 3.2. TIpaBoBas 6a3a JOKyMeHTHPOBaHUsl yTpaB/ieHueCKOH
nesTenbHOCTH. 3.3. CTaHAapThI B JOKYMEHTUPOBAHNH YIIPaBIeHYeCKOil leTebHOCTH. 3.4.
HopmarKBHbIe NPaBOBbIe aKThl MEXBEJOMCTBEHHOT'O 1 BeJOMCTBEHHOTO XapaKTepa.

14

11

Paspen 5. OcobenHocTH odopmiIeHHs HanOO0/Iee PacIpOCTPAHEHHBIX BU/IOB
OpraHH3alMOHHO-PaCIOPAAUTE/TBHBIX JOKYMeHTOB. 6.1. IIpoToko/bL. 6.2. AKTHL 6.3.
JloknaziHble ¥ 06bSCHUTE bHBIE 3aMTUCKY, 3asB/IeHHs, CrIpaBKU. 6.4. PacriopsijuTe/ibHble
JIOKYMeHTbI. 6.5. OpraHu3aLjiOHHO-TIPaBOBbIE JOKYMEHTbI.

11

12

Pa3zpen 6. Cucrembl AokymeHTaruu. 4.1. O61jepoccuiickue CHCTeMbl JOKYMeHTaluu. 4.2.
YHUUIMpPOBaHHBIE CHCTEMBI yTIPaB/IeHueCKol JoKyMeHTaluH. 4.3, YHUDULIMPOBAHHbIE
(hOpMBI OTPAC/IeBO#t JOKyMEHTaLH.

10

11

Paspen 7. [TucbMeHHasi KoppecnoHAeHnus. 7.1. Tenerpammsl. 7.2. TenedoHHOrpamMmsl. 7.3.
@akcorpammbl. 7.4. CooBLeH s /IeKTPOHHOM 1ouThL. 7.5. [THCbMa, CBsSI3aHHbIE C
pacrpoctpaHeHreM HpopMaLuy. 7.6. IucbMa, cBs3aHHbIe ¢ 06paIeHUsAMH 110 TIOBOAY TexX
WY MHBIX JleficTBUiL. 7.7. TTncbMa-oTBeThl. 7.8. ITicbMa NpeTeH3MOHHOIo XapakTepa. 7.9.
IuceMma, cBA3aHHBIe € BbIpa)KeHHeM BHMMaHMs U yuactus. 7.10. PekomeH/jaTeibHble 1
CONpPOBOAHUTE/IbHbIE TIUChMA.

12

11

Paspen 8. Opranusanus JoKyMeHToo00poTa. 8.1. [ToHsiTHe foKyMeHTOOGOpOTA. 8.2.
XapakKTepUCTHKH JJ0KyMeHToo6oporTa. 8.3. Dtamnbl JoKkymMeHToo60poTa. 8.4. OpraHu3arus
paboTsl C1y>ObI JOKYMEHTALIMOHHOTO obecrieueHust yrpas/eHus. 8.5. OpraHusanust paboThbl ¢
KOH(H/|eHIIaIbHBIMI JOKYMEHTaMH.

14

11

Paspgen 9. JlokyMeHTHpPOBaHMe PaGoThI ¢ mepcoHanom. 9.1. Kommniekc KapoBoii
noKyMeHTaLuu. 9.2. JIoKkyMeHTHpOBaHHe MpreMa Ha paboty. 9.3. [IoKyMeHTHpPOBaHHe T1epeBoja;
COTPYAHHMKOB Ha Jpyryio paboty. 9.4. /IokyMeHTHpOBaHHe MOOIPeHNst pabOTHUKOB 1
HaJIOKeHUs IMCLIMTUIMHAPHBIX B3bICKaHUH. 9.5. JIOKyMeHTHpOBaHKe YBO/IbHeHHsl paboTHYKA.

14

11

Bcero 3a 4 cemecTp

108

51

34

17

57

100

Bcero o AucHUmnIMHe

108

51

34

17

57

100

3.2. AyAMTOPHBIM NPAKTUKYM

Oo0nem,

15(121 Homep u HaumeHOBaHMe pa3/e/ia JUCHUIIUHBI TeMa NpaKTUYECKOr0 3aHATHA aypa,.
4acoB
1 |Pasgen 1. YnpapnieHdecKasi U oHCHasi AeTe/TbHOCTD. V713 Ne2. Opopmermte CTpyKTypeI 2
opraHusaluu
2 Pa3pen 3. bnaHky 1 cOCTaB peKBU3UTOB N3 Nel. OdopmiieHre 6/1aHKOB 3
yTpaB/ieHYeCKUX JOKYMEHTOB. OpraHu3aLui.

Pazgen 5. OcobeHHOCTH 0hopMIIeHUsT Harbosiee

W13 Ned. Pa3paboTka 1 oopmiieHHe

3 |pacrpocTpaHeHHBIX BU/IOB OpraHM3alMOHHO- OpraHM3aLI0HHO-PaCHOPAAUTENIbHBIX 4
pacropsiiuTe/bHbIX JOKYMEHTOB. IIOKYMEHTOB.
4 |Paspen 7. IluceMeHHast KOppeCIOHAeHLA. W13 Ne5. OdopmieHre rmceMm. 2

Pazzgen 8. Opranusariys JoKyMeHTo00OopoTa.

otzene

N3 Ne6. OdopmiieHHE TIONOKEHUS 006

Pazpen 9. [JokyMeHTHPOBaHUe PabOTHI C TIEPCOHATIOM.

N3 Ne3. OdopMaeHHe IIITaTHOTO

pacCIrCaHMs.
Bcero 3a 4 cemecTp 17
3.3. CamocrosTenbHas pabora crygenta (CPC)
Ne Homep 1 HanMeHOBaHUe pa3jena O0beMm,
CojepxaHue yueQGHOro 3aaHUA
n/n JAVCIMILIHHBI JacoB

26216




Pazzen 1. YripaBneHueckas ¥ opucHas | YriyOnéHHOe n3yueHue U ped)eprpoBaHue CrieluanabHON 6
JleATeNbHOCTb. JIMTEepaTypsbl, IEKLIMOHHOIO MaTepuasa I10 BOIIpocam
paszena; BbinonHeHue V/13; moaroToska K
IMarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u pedepupoBaHue CrieluaabHON
Pa3zpgen 2. OcHOBHBIe [TOHATHS y Y pedepup !
. |[MTepatypsl, IEKLIMOHHOTO MaTrepuasa o BOIpocam
JOKYMEHTHPOBAHMSA yIIpaB/IeHUYeCKOU o 6
pazjiesna; MOArOTOBKA K AMAarHOCTUUECKOU paboTe U
AeAaTe/IbHOCTH. 3auery.
YrnybnénHoe uzyueHve u pedeprupoBaHUe CrielraabHON
Pa3gen 3. bnanku u coctaB y Y pedepup 5
JIUTepaTyphbl, JIEKLIMOHHOTO MaTepuasia o BOIpocam
PEKBU3UTOB YIIpaB/IeHUYeCKUX 6
paszena; BbimosiHeHre V/13; moAroToBka K
JAOKYMEHTOB. o
JMarHOCTUUeCKOH paboTe U 3aueTy.
YrnybnénHoe uzyueHve U peeprupoBaHue CIielaabHON
Pasznen 4. HopmaruBHO-TipaBoBast 6a3a y Y pedepup 1
< |[/IMTeparypsl, JIEKLIMOHHOIO MaTepHrasa I10 BOIIpocaMm
JOKYMEHTHPOBAaHUA yIIpaB/IeHuYeCKOU o 9
pasjiena; TIOATOTOBKA K AMAarHOCTHUECKOH paboTte 1
nesTesbHOCTH. saueTy
Pa3pen 5. OcobenHocTH ohopmiteHus |YrmyOnéHHOe u3yueHre U pedeprpoBaHue Criel[uaTbHOM
Hanbosee pacripoCTPaHeHHBIX BUIOB IUTEPATYPHI, IEKIIMOHHOTO MaTepyrasa 1o BOIpocam 6
OpraHMU3aljMOHHO-PacoOpSAUTe/IbHBIX (pa3zerna; BblnonHeHnue M/13; noaroroska K
JIOKyMEHTOB. JVarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u peepupoBaHye CrielraabHON
JIMTepaTypsbl, IEKLIMOHHOIO MaTepuasa 10 BOIIpocam
Pa3pen 6. CrcTeMbl JOKYMeHTaLUH. PaTYPbL, . P o P 6
paszjena; MoAroTOBKA K AMAarHOCTHUUECKOU paboTe U
3ayery.
Yrny6nénHoe usyueHve u pedepupoBaHue CrielraabHON
Pasgen 7. IluceMeHHas JIUTepaTypel, JeKLIMOHHOI'0 MaTrepura’a 10 BoIpocaM 6
KOppeCIOHIeHLs. paszena; BeinonHeHue V/13; moaroToBka K
JIMarHOCTUYEeCKOM paboTe U 3aueTy.
YrnybnénHoe usyueHve u pedeprupoBaHUe CrielraabHON
Paspen 8. Opranusanus JIUTepaTypsbl, TeKLIMOHHOTO MaTepuraJsa o BOIpocaM 6
TOKyMeHT0000poTa. pa3zena; BbimosiHeHre V/13; moAroToBka K
[MarHOCTUYeCKOH paboTe U 3aueTy.
YrnybnéHnHoe u3yueHve U peeprupoBaHue CIielaabHON
Pa3zpen 9. [lIokymMeHTHpOBaHHe PabOTHI |TUTEPATYPHI, JIEKIIMOHHOTO MaTepyrasa 1o BOIIpocam 6
C TIEPCOHAJIOM. pa3zena; BbimosiHeHHe V/13; moAroToBka K
TMarHOCTUYeCKOU paboTe U 3aueTy.
Bcero 3a 4 cemecTp 57
4. ®OPMbI KOHTPOJISA OCBOEHUSA INCITAIT/INHBI
CEMECTP HEJAEJ/IN CEMECTPA
1 2 3 4 5 [6] 7 8 9 |10 11 12 13 | 14 | 15 |16| 17
Bonp.
nri3 nri3 nri3 KIloc KTIloc KTIloc 3au
KTIloc ’|KIIoc > KIToc| AP ’|KIToc ’|OP|KIIoc ’|KIIoc ’|KToc| P ’
KIloc KIloc A KIloc UII13 A HII3 HII3 A Klloc,
3a4.

YcnoBHBIE 0003HAUEHHST:

TP — nuarHoctuueckasi paboTa;

KIToc — KOHTPO/Ib TIOCEIaeMOCTH;

WNII3 — unauByuayansHOe [IpakTUYeCcKoe 3a/jaHue;
Bonp. 3au — BONpoOCHI K 3a4eTy;

3a4. — 3aueT.

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

JIMarHocThueckas pabora;

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

IIpomexyTouHasi aTTecTanys MPOBOAUTCS B popMax:

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

5.1. OcHoBHas auTeparypa o AUCLUIIIUHE:

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

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

3. CouuanbHble U T'yMaHUTapHble 3HAHUA.

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

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

CoBpemMeHHbIe TipodeccroHabHbIe 0a3bl JaHHbIX:

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

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

WHdopmalmoHHbIe CIpaBOYHbIE CUCTEMBI:

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

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

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

5.5. IIporpamMmMHoe obecrieueHue:

1. Microsoft Office.

5.6. 'HdopMaIiioHHbIe TeXHOJIOT U

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



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUII/IMHbI

6.1. JIeKijuoHHbIE 3aHSATHS:

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

6.2. IlpakTH4YecKye 3aHATHA:

1. IIpoexrop;
2. Microsoft Office.

6.3. IIpouee:

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

AHHoTanusa padouyei MPorpaMmel

Ouciynmisa  JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOW JEATE/IBHOCTU sBisercs
IUCLIUIIMHOY 00sA3aTeIbHONH yacTH 0/ioka 1 mporpamMMbl MOATOTOBKM MO HarpasieHuto 38.03.05 Bu3sHec-
uHpopmamuka. ucuuruinHa peanusyetcs Ha (akynsreTe P MexXIyHapoAHOTO MTPOMEBIILJIEHHOTO MeHePKMeHTa U
kommyHuKaiuu BI'TY "BOEHMEX" um. [1.®. Yctunosa kadezapoii P1 MEHE/DKMEHT OPTAHU3AILINN.

[ducuynivHa HaljesieHa Ha GOPMUPOBaHUe KOMNemeHYuli:
TICK-10 cnocoGHOCTb K OpraHM3alid W YIpaB/ieHUI0 WH(GOPMALUOHHO-TEXHONOTMYEeCKUMHU CepBHCaMHU,
CHCTeMaMH 3JIEKTPOHHOTO I0KYMeHTO000pOTa M TUIaTeKHBIMH CUCTEMaMH.

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

ITporpamMMoi AUCLMITIMHBI IPeJYCMOTPEHBI C/IeIYOIIVE BHbI KOHTPOJIS:

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

ITpomeKyToUHasi aTTeCTalMsA IIPOBOJUTCS B hopMax:
e  3auerT.

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

K paGoyeii IporpaMme JUCIHUTLTHHbBI
JOKYMEHTUPOBAHUE YIIPABJIEHYECKOU JEATE/IBHOCTH

TEXHOJ/IOTYN 1 ®OPMBI OBYUYEHUA

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

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

OTBe/IeHHBIX Ha CaMOCTOSITeNIbHYI0 paboTy CTyzeHTa.

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

JUCLIUTIIMHBI TIPUBEZIEHBI B Tabuile.

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

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

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

Pa3gen 2. OCHOBHBIE OHATHSA JOKYMEHTHPOBAaHHA yNIPAB/JIeHYECKOHU AeATeTbHOCTH.

Yrny6néHnHoe u3yueHue v pedeprpoBaHye
CreluaIbHOM TUTeparyphbl, TEKIIAOHHOTO MaTepraa

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

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

Wroro no pasgeny 2 6

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

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

Wroro no pasgeny 3 6

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

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

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

Wroro no pasgeny 4

9

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

Yrny6nénHoe usyueHue 1 peeprpoBaHue
CleliMabHON JIUTeparypel, JIEKLIMOHHOTO MaTeprana

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

CHEHHaHLHOﬁ JINTePAaTyphbl, IEKIITHOHHOT'O MaTepuradJiad

12

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

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

Wroro no pasgeny 7 6

Pa3gen 8. Opranu3sarusi JOKyMeHT0000poTa.

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

Wroro no pasgeny 8 6

Pazgen 9. /loKkyMeHTHPOBaHHE PAaG0THI C IEPCOHAJIOM.

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

Wroro no pasgeny 9 6
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IIpunoxxenue 3
K paGoyeli MporpaMme JUCHUTLTHHbBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

®OH/] OIEHOYHBIX CPEJCTB

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

e IUarHocTuyeckas pabora

*  KOHTDOJIb TIOCEIIaeMOCTH;

e BOIPOCHI K 3aU€TYy;

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

Kpurepuu oneHMBaHusA

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

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

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

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

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

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

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

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

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

= OO UThA WN
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23. XapaKTepUCTHUKH U ITarbl JOKyMEHTO000pOTa;

24. KoMriieKkc KaipoBOM JOKyMeHTalUU: TI71aHOBasi JOKyMeHTaLIUs;

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

26. KoMmrinekc KaipoBoil JOKyMeHTaL|U: NTepCoHabHast JOKyMeHTaLUs;

27. KoMrisekc KaIpoBOM JOKyMeHTallU: JOrOBOPHasl JOKyMeHTAaLUsI;

28. KoMrisiekc KaipoBOM JOKyMeHTallU: PacropsiiuTe/ibHas JOKyMeHTaLus;

29. KoMriniekc KaipoBOM JOKyMeHTallUU: yueTHasl KaipoBasi JOKyMeHTaLlus;

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

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

32. [ToKyMeHTHUpOBaHue MpHeMa COTPYAHUKA Ha paboTy;

33. [JokyMeHTUPOBaHKe epeBofia COTPYAHMKA Ha JIPYTYI0 paboTy;

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

HWNuauBUayaibHOE NPaKTHYeCKoe 3afiaHue

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

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

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

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

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

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

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

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

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

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

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

KYPC

CEMECTP

HaumeHoBaHMe pa3/eioB U
JUAAKTHYECKHUX eJUHUIL]

BCETO

AyputopHbie
3aHATHA B
KOHTAKTHOU

¢opme

BCEI'O

Jlekipuu

ITpakTHueckue

3aHATHUA

CamMocroaTe/1bHasa

pabora cTyjgeHToB

dopmupyemasn
KoMImeTeHIusa, %

IICK-10

HAVMEHOBAHUE
OIIEHOYHOI'O CPE/ICTBA

Paspen 1. YnpaBieHueckas U
oducHas [[eATeTbHOCTb.

14

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

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

10

11

Bomnpocs! K
3a4ery,
Kontpois
roceniaeMoCcTy

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

11

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

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

14

11

Bonpocs! K
3auery,
Kontposs
NocelaeMoCT!

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

11

12

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

Pazpen 6. Cucremsl
JIOKyMeHTaL{H.

10

11

Bompoce! K
3ayery,
Koutpons
roceniaeMoCTy

Pa3pen 7. IlncbmenHas
KOppeCcnoH/eHLUsl.

12

1

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

Pazpgen 8. Opranuzanus
JOKYMEHT0000poTa.

14

11

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

17
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NupuBupyansHOe

NpaKTU4yecKoe
3ajaHue,
Pazpgen 9. /lokymMeHTHpOBaHUe 14 8 5 3 6 1 KoHTposs
paboThI C mepCcoHa/IoM.
MOCeIaeMOCTH,
Bonpocs! K
3aueTy
Bcero 3a 4 cemecTp 108 | 51 34 17 57 100
Bcero mo AuCIUILIHHE 108 | 51 34 17 57 100
18 26216




Kpurepuu oneHnBanus

IICK-10

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

Ne 1

Ne 2

Ne 3

Ne 4

Ne 5

Ne 6

Bonpocbl omkpbimozo muna:

[MepeuncivTe CUCTEMHBIE CBOMCTBA 0OBEKTA

UTO Takoe SHTPOMHUS CUCTEMBI?

[TepeuncivTe CBOMCTBA CUCTEMBI YIIpaB/IeHUS

Uro Takoe yripaB/ieHYeCKasl [esaTe/IbHOCTb?

Yro Takoe oducHas [eITebHOCTh?

[TpuBeauTE TPU OCHOBHBIE IPYIIITLI XapaKTEPUCTHK O(HCHOH /e Te/IbHOCTH
UTto Takoe JOKyMeHT?

Ha3oBuTe Tpy OCHOBHBIE Lle/IM COXpaHeHUs JOKYMEHTOB
Kakue Tpy KOMIIOHEHTA ITPUCYTCTBYIOT B JIFOOOM JJOKYMeHTe?
Uro Takoe yIipaB/ieHHe JOKyMEHTaMU?

Uro Takoe cucTeMa yIrpasjieHUs JOKYMeHTaMu?

Yro Takoe JOKYMeHTOOOOpOT?

Bonpocbl 3akpbimo2o muna:

s npoueccos yripasyienuss HE xapakrepHa:

¢ HEersHTPONUIHAs HallpaB/JeHHOCTb

e OpUeHTAaLMs Ha CTabWU/IM3alyIo yIIpaB/sieMoro mporecca

¢ SHTPONUKHAS HANpPAaB/AeHHOCTh

e OpHeHTallWsl Ha pa3BUTHeE U YCI0KHeHHe YIIpaB/sieMoro npotiecca

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

(hopMHpOBaHHe YITPaBIISOIIEr0 BO3eMCTBYS Ha yIIPaB/IsieMblii ITporiecc

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

e Jl0BeJieHMe YIIpaBJISIOLIero BO3elCTBYUS 10 yIIpaB/isieMoro npoliecca

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

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

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

¢ OIleHKa 3HaueHHH rapamMeTpOB YIPaB/IsIeMOro Mporjecca

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

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

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

¢ OIleHKa 3HaueHHW rapamMeTpOB YIPaB/IsieMOro Mpoljecca

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

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

° pe]_L[aIOI_L[I/Iﬁ 3/IEMEHT — HCIIO/IHUTE/IbHEIN 3/IeMEeHT — I/IBMEPI/ITEIILHLIﬁ SJIeMeHT
° I/IBMepI/ITEJII:.HI:Jﬁ 37IEMEHT — UCIIO/THUTE/IbHBIN 3/IEMEeHT — peLua}om;Hf/'I JJIeMeHT
® LICIIO/IHUTE/IbHBIN 3/IEMEHT — pema}oumﬁ JJIeMeHT — HBMEPHTEHLHLIﬁ JJIeMeHT
® LICIIO/THUTE/ILHBIN 3/IEMEHT — I/IBMepI/ITEII]:HLII\/‘I 3JIeMeHT — pema}oumﬁ 3JIeMeHT
° I/IBMepI/ITEJILHHﬁ 3JIEMEeHT — pema}omuﬁ 3/IeMEHT — HCIIO/IHUTE/IbHBINA 371eMEeHT
° pema}omﬂﬁ 3JIeMeHT — HBMQPHTEHLHLIFI 3/IeMEHT — HCIIO/THUTE/IbHBIN 37IeMEeHT

17151 MUCKPETHBIX YTIPAB/IsIeMbIX TIPOLIECCOB MOAXOAUT Clefytolasi GOpMYIMpOBKa (BepHO
W/ HEBEPHO):

<<y1'IpaB]'IEH‘-IECKaH AedATe/IbHOCTh OCYILIeCTB/IAeTCd C OTHOCUTE/IbHO HeH3MeHHOM
WHTEHCHUBHOCTBIO B TeUE€HNE BCEro rnepuoga CI)YHKL[I/IOHI/I[)OB{:IHI/IH yripaBJ/igseMoro rporecca
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Ne 7

Ne 8

Ne 9

Ne 10

Ne 11

Ne 12

Ne 13

Ne 14

6e3 repepnIBOB».
[1n1st HempepBIBHBIX YIIPABJIsSeMBIX TIPOLIECCOB MOAXOJUT CeAyomas hopMyITHpOBKa
(BepHO WM HEBEepHO):

«praB]'IEHLIECKaH AeATe/IbHOCTb OCYIIEeCTB/IAETCA B pPaMKAX SABHO BbIPA’>KEHHBIX

HWHTEPBA/IOB BpEMEHH C YETKO Oripe/ie/IeHHbIMM MOMEHTAMH Hd4aJ/ld 1 OKOHUYaHUA, TIpUYeM

B Pa3/IMYHbIX UHTEpBajiaX ee MHTEHCUBHOCTh pa3jMuHa (BK/ItOUasi U Hy/leByl0), a BCS
T0C/Ie[J0BaTe/IbHOCTh 3TUX UHTEPBAJIOB YKIIa/IbIBAeTCs B OOIIYIO [TUTeTbHOCTD
(YHKLMOHHMPOBaHUS yIpaB/isieMOro MpoLecca.

Pa3paboTka CUCTeMbI MEPOTIPUATHH [I/is1 pa3/ieNieHus 3a/iau Ha OT/ie/IbHbIe BU/IbI PAa0OT
TIPUMEHUTESTHHO K 1IeJIsIM U 3aZiadaM 0(pUCHOM AeATeTbHOCTY TIPeATIo/araeT:

* pacripe/siefieHrie COBOKYITHOCTH 3a7iad, paborT, Iporieayp 1 oreparyii 1o
COOTBETCTBYIOLIYM IIPOCTPAaHCTBEHHBIM KOMIIOHEHTaM (CTPYKTYPHBIM
rojpasziesieHusiM) C Noc/lelytolleii UX KOHLIeHTpaLell ¥ UHTerpalyeii C Le/bio
3¢ deKTHBHOI peanu3saluu

¢ HeoOX0AUMYI0 KBaM(HUKALMOHHYIO MTOAJEPIKKY COCTaBa 3azad, pabor, nmporeayp 1

orepanyii HHGOOPMAIIMOHHOTO 00CTY>KUBaHUSI yTIpaB/IeHUe CKOU JAeATeTbHOCTU
* orpejesieHHe BCETO COCTaBa KOHKPETHBIX (PYHKI[MM MH(OPMAL[IOHHOTO
00C/Ty)KBaHHsI yIIpaB/ieHUeCKOU /IesiTe/TbHOCTH B PAMKaX ee KOHKPETHBIX

TPOCTPAaHCTBEHHBIX U BDEMEHHBIX XdPaKTE€PUCTUK, BblJe/IeHNEe COOTBETCTBYIOILHUX

3a71a4, paboT, TpoLieyp U OTepaLyii C Y4eTOM MOC/IeA0BaTeNbHOCTH UX
BBIMOJTHEHUSI U B3aUMOCBsI3eH

e oOIpe/ie/ieHUe ee COJep)KaHus Kak mpoLecca, 00ecredrBaroiero 3pGeKTHBHYIO
peanu3aLuio yrpaB/ieHYeCcKoi AesiTelbHOCTH B PaMKaX KOHKPETHOW CHCTEMBI
yTpaB/eHus

Kax cOOTHOCATCS TTOHATHS «yTIpaB/ieH4YecKast |esTellbHOCTb» U «O(pUCHas JesTebHOCTb»?

* OHU HUKAaK He CBSI3aHbI

® 3TH MOHATHS COBIMAZIAOT 10 CBOEMY CO/IEPYKAHUIO

* COfiep)KaHue YIPaBJIEHCKOH [esaTeIbHOCTH OTIPeZie/sieT CofiepyKaHre oprCHOMH
ZIeSTe/IbHOCTH

B cocraB ynpasnsitoleii yactu cuctemsl yrpasienuss HE Bxogsr:

® VCTIO/THUTE/BHBIN 1eMeHT
¢ yIMpaB/sieMbIii 37IeMeHT

¢ KOHTDOJIMPYeMBI 37IeMeHT
* V3MepUTeNbHbBIN 1eMeHT
® pelaoluii 37IeMeHT

Kaxkoe cBOWCTBO JOKyMeHTa 03HayaeT JOCTOBEPHOCTh €T0 PeKBU3HUTOB?

® AYyTEHTUYHOCTb

® NOCTOBEPHOCTb

® TIpPUTOAHOCTB AJiA UCII0/Ib30BAHHA
¢ dHOHHMHOCTB

Kakoe cBoiicTBO AOKYMEHTA O3HAUdET €ro I0J/JIHOTYy 1 Heu3MeHHOCThb?

* I0CTOBEPHOCTD
® TIPUTOAHOCTB AJid UCII0/Ib30BaHUSA
¢ BceoOI1jasi JOCTYTHOCTh

® 1]1eJIOCTHOCTh

Kakoe cBoiicTBO JOKYMEHTA O3HA4adeT IMO/IHOE U TOYHOe IIpe/ICTaB/IeHNe B ero CoAep>KaHUn

0TOOpa’kaeMbIX PelIeHuH, 1eTe/TIbHOCTH U (JaKTOB?

® JdYyTEeHTHUYHOCTb

* [I0CTOBEPHOCTb

® TIPUTOAHOCTB AJ1d WCII0/Ib30BaHUSA
¢ AdHOHUMHOCTBb

Kaxoe CBOWCTBO JOKyMeHTa 03HayaeT BO3MOKHOCTb OTIPeZle/IUTh MeCTOHaxoXK/jeHre
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[IOKyMEHTa (JIOKa/M30BaTh), MOIYUYUTh K HEMY AOCTYII, BOCIIPOU3BECTH U
VHTEPIIPETUPOBATh €r0 COJIep>KaHue?

® JdYyTEeHTUYHOCTb

* [IOCTOBEPHOCTb

® TIPUTOAHOCTB AJ1d UCII0/Ib30BaHUSA
¢ AdHOHUMHOCTBb

Ne 15 Ha uTo HaripaB/ieHsl pa3paboTKa ¥ peau3aLyisi CUCTeMbI TIPaBUJT TI0 YTIPAB/IeHHIO
JOKyMeHTaMu?

¢ Ha rapaHTHpPOBaHMe TOTO, YTO JOKYMEHThI YHUUTOXKAFOTCS WJTH TIepe/JafoTCs Ha
XpaHeHNe B COOTBETCTBUH C YCTAHOB/IEHHOH MpoLieypou

* Ha rapaHTHpPOBaHMe TOTO, YTO MHPOPMALIMOHHBIE CUCTEMBI U TEXHOIOTHH,
obecrieunBaroIye yrpaBieHueCcKyro [1esTelbHOCTh, CO3al0T COOTBETCTBYIOIIVE
JIOKYMEHTbI

¢ Ha CO3/jaHre COTPYAHUKAMH JOKYMEHTOB B COOTBETCTBHUH C yTIpaBJieHYe CKUMH
NoTpeOHOCTSIMU U TIPOIieccaMy, T.e. Ha aZleKBaTHOe (PMKCHDOBaHHe B JOKYMeHTax
yIpaB/ieH4YeCKON [ieaTellbHOCTH, B KOTOPOM OHU y4aCTBYHOT

¢ Ha obecrieueHre BCceoOIel OCTYITHOCTH K JOKyMEHTUPOBAHHOM HH(bOPMaLUK

¢ Ha rapaHTHPOBaHHe 00ecreueHUs: COXPaHHOCTH I0KYMEHTOB B TeUeHHe BCEro
reprozia Ux IoJe3HOro TIPUMeHeHusT He TO/IbKO CaMOM opraHu3ariieid, Ho U
BHEIIIHMH 3alHTepeCOBaHHBIMY CTOPOHAMH (apXUBHBIE YUpesKAeHMs,
HCC/ej0BaTe/Nu, ayJuTOphbl)

Ne 16 YTO OTHOCHTCS K TPeOOBAHUSIM K CHCTEMaM yIpaBJIeHHs JOKyMEHTaMu?

e cucrema fo/bKHa obecrieurBath 3¢ GeKTHBHBIE MTPOLIeAYPH XPaHEHHUS U, TIPH
HEO6XO,E[I/IMOCTI/I, YHUUTOXEHWS JOKYMEHTOB

¢ CHCTeMa A0/KHA 00eCreunBaTh BCeoOIIMH JOCTYT K JOKYMEHTHPOBAaHHOH
vH(OpMaLH

e cucTema o/DKHa obecrieurnBaTh HEM3MEHHOCTD CBOMCTB IOKYMEHTOB ITpU JTFO0BIX
M3MeHeHMsIX B cHcTeMe (M3MeHeHHe (popMaToB XpaHeHHs ¥ TIpe/ICTaB/IeHus],
repexo/] Ha HOBYIO [TPOrpaMMHO-aNrapaTHyo 1iaTgopmy, 3aMeHa UK paciliupeHne
TIPUKJIAZHLIX TIPOTPAMM M T.I1.) ¥ [Ja’Ke TIPH TpeKpallieHnH ee GyHKIMOHUPOBAHUS

e CHCTeMa JI0/DKHA 0becrieunBaTh HafieXKHbIe U 3 deKTHBHbIE CPeiCTBa XpaHeHHUs U
(u3MUeCcKo 3alUThHI JOKyMEHTOB

¢ CHCTeMa I0/DKHA obecrieunBaTh CBOeBpeMeHHEbIe, 3(deKTHBHbIe 1 Oe30macHbIe
CpeJicTBa /I0CTYTIa, NOMCKA U UCTI0/Ib30BaHUs JOKYMEHTOB

Ne 17 HopmarueHoO-TipaBoBasi 6a3a JOKyMEHTUPOBAHUSI yIIPAB/IEHUECKOH eI TeIbHOCTH
BKJTFOUAeT B cebsi:

¢ 1100pPOBOJIBLHO MIPHMeEHsIeMbIe KOZIeKCHI ITOBeJeHHS U STUKH

¢ IIpaBU/Ia peKOMeH/aTe/IbHOIO XapaKTepa, OTpakatolye JOCTIKeHuUs B 00/1acTu
JlesITeNIbHOCTH OpTraHU3aLiuu

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

¢ TPaJULMOHHO CIOKHUBIIMECS Y TOTO WJIM UHOTO PabOTHMKA Mpe/iCTaB/eHus 0
rpaBuiax oopM/IeHHs] JOKyMEHTOB

e CTaHJAPTHI TPaKTUUeCKOM /lesiTe/TIbHOCTH OpraHu3aliu

No 18 UYTO OTHOCUTCS K CBOMCTBAM CUCTeMbI YIIPABJIEHUs JOKyMeHTaMU?

¢ BceoOIjast JOCTYITHOCTh JJOKYMEHTOB

¢ obecrieueHre BCeCTOPOHHOCTH (KOMIJIEKCHOCTH) YIIpaB/ieHUs IOKYMeHTaMH 1Ty TeM
OXBdTa BCeX BH/I0B JeATe/IbHOCTH, BCeX q)OpMaTOB npeacTaB/ieHUA JaHHBIX B
IOKyMeHTax, BCeX BUIOB HOCUTe el nHhOpMaluu

¢ TIOJIHAsl aBTOMATHU3aLUsl BCeX MPoLeAyp 00paboTKH JOKYMEHTOB

¢ obecrieueHe 11e/I0CTHOCTH U eJUHCTBA BCEM COBOKYTTHOCTH JIEMCTBHI U TIPOLIEAYD
10 YIIPaBJ/IEHUIO [JOKYMEHTaMu

¢ obecrieueHye Ha/|EKHOCTH yIIpaB/leHus! JOKYMeHTaMy, T.e. CHOCOOHOCTH J/IUTe/IbHO
U TMPaBUJ/IBHO OCYILECTBJ/IATEL CO3dHKUEe, NCI10/Ib30BaHME U XPaHEHNE JOKYMEHTOB B
COOTBETCTBMHU C YCTAaHOB/IEHHBIMU MPOLIeAYpPaMU

¢ obecrieueHre BCeX CBOMCTB JOKYMEHTOB
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¢ obecrieueHre COOTBETCTBUS BCEX JEUCTBUI 110 YTIPABJIEHHUIO JOKyMEHTaMHU
YCTaHOBJ/IEHHbIM TPeOOBaHUSIM (BHEIIHUM Y BHYTPEHHHM)
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