MWHOBPHAYKH POCCHH
(eaepanbHOe rocyfapcTBeHHOE OX0/)KeTHOE 00pa3oBaTe/IbHOE YUpeXX/ieHHe BBICIIero 00pa3oBaHMsI
«BbasTuiickuii rocyaapcTBeHHbIi TexHuueckuil yausepcuter «BOEHMEX» um. [I.®. YcruHoBa»
(BI'TY «BOEHMEX» um. [I.®. YcTuHOBA)

YTBEPXIAIO
[IekaH ¢axynsTeTa

IImarko A. 1.
(mopmuck) [o17(0]
« » 20__

PABOYAS ITPOI'PAMMA ANCHOUITVINHBI
JTOKYMEHTHUPOBAHWE YITPABJIEHYECKO! NEATE/IBHOCTU

Hanpas/ienue/cneniaabHOCTb NO/rOTOBKHU

38.03.05 Bu3snec-undopmaruka

Cnenuanusanusa/mpoduib/mporpaMmma Yrnpags/ieHHe TeXHO/I0TMAMH MCKYCCTBEHHOr0 HHTe/IJIeKTa

MmoAroTOBKH

YpoBeHb BbICIIEr0 00pa3oBaHUA

bakasnaBpuar

®opma obyueHus OuHo-3a04yHas
®DaKy/IbTeT P MexayHapoAHOro NPOMBINIEHHOT0 MeHe/DKMeHTa U KOMMYHHUKaI[UH
Beinyckaromasn kadeapa P1 MEHE/DKMEHT OPTAHU3AIIN
Kadepgpa-pa3paborunk padoueii P1 MEHE/DKMEHT OPTAHU3ALTIA
NPOrpaMMbl
A YACHI (1o HaMuuK0 BU/IOB 3aHSTHH) o
5 E’ ﬁ AYJUNTOPHBIE 3AHATUSA CAMOCTOATE/TbHASA PABOTA B
o= (@) T
I | C =
o |SE| ¥ = = = = 2 |3 =
O | © |oH | d = | E5 | % g 4 = » O
20§ §3 % g E BEEE g £ £ oEE i
2 el x = =) = o
75 = = > xR = 5 He | 2
= B o < = Q H Q
o [ [ o 25| A - ant 9 ) ==} = Q QX
5 i /A = o | &< = o) ) A
& e >
=% 2 28 | 2 S | g | &3 E
) = A N =
T2 = = > ) ) =
o K9 X 4 @
@)
3 5 3 108 34 17 0 17 74 0 0 74 3a4.

Cankr-TTetepOypr

20

26218




JIUCT COI'J/IACOBAHUA

PABOYAS ITPOT'PAMMA COCTABJ/IEHA B COOTBETCTBMM C TPEBOBAHUAMMU ®EJNEPA/IBHOI'O
T'OCYJAPCTBEHHOI'O OFPA30OBATEJ/IBHOI'O CTAH/JAPTA BBICIIET'O OBPA3OBAHUS (#T'OC BO)

38.03.05 BusHec-uH(opmaTnKa

rog Habopa rpymsl: 2024
IIporpammy cocTaBui:

Kadegpa P1 MEHE/DKMEHT OPTAHU3ALIA
Banenko Anekcangpa CepreeBHa, CTaplIMi Mperno/aBaTesb

[porpamMma paccMOTpeHa
Ha 3acefiaHuy Kadepbi-pa3paboTurka
pa6oueii nporpammer P1 MEHE/DKMEHT OPTAHU3AIINN

3aBexyroumii kKadeapoii HImarko A.[., #.3.H., ipod.

ITporpamma paccMoTpeHa
Ha 3ace/lJaHWU BBIMyCKaroiei Kadeapbl

P1 MEHE/IDKMEHT OPTAHN3AIIN

3aBepnyroumii kadezapoii [lmatko A /L., A.3.H., ipog.




PABOYAS ITPOI'PAMMA ANCHUIIVINHDBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHUYECKOWM JEATE/ILHOCTHU

Pa3pesnbl paboueii mporpaMMsI

1. HEJIN OCBOEHUA OIVNCLHUTTJIVHBI

2. MECTO ICIUIIJINHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA U COOEP)XAHUE NUCHNUITJINHBI

4. ®OPMBI KOHTPOJIAA OCBOEHNVA AVNCHUTIJIMHBI

5. YYEBHO-METOJUYECKOE N UHOOPMAIIVMOHHOE OBECIIEYEHME OVCLAITJIMHBI
6. MATEPAJIBHO-TEXHNYECKOE OBECITIEUEHUME NVICIIUITJINHBI

ITpunoxenus K padouyeii mporpaMme JUCLMILUIMHBI
o TIpunoxkenue 1. AHHOTaIUst paboueit porpamMmmbl

e [Ipunoxenue 2. TexHonoruu u GOpMbI 0OyUEHHS
e [Ipunoxxenue 3. ®OHABI OLIEHOYHBIX CPE/ICTB



1. OE/I1 OCBOEHUA JUCLHUIL/TMHbI

Llem,}o OCBO€HHUA OVCHUIITIMHBI AB/IAETCA Cl)OpMI/IpOBaHI/IE c1eyromux KOMHeTEHL[I/Ii‘IZ

ICK-10 — criocobHOCT, K OpraHW3aldd W YIpaBjieHHi0 WH(OPMAIL[MOHHO-TeXHOJOTHUeCKUMU CepPBHCAMH,
CHICTEMaMHU IeKTPOHHOTO JOKYMeHTOO00pOTa ¥ TUIATeXXHBIMU CUCTEMaMU

@®OopMHPOBaHKIO KOMIETEHLMI CY>KUT JOCTYDKEHHe CIeYIOLIMX Pe3y/IbTaToB 00pa3oBaHUs:
IICK-10

3HAHUSA:

- CTaHAAPTHl YHUGHILMPOBAHHOH CHCTEMBI OPTaHH3aLMIOHHO-PACIIOPSJUTETBHON JOKyMeHTariy;

- CyleCTBYOIIMe YHU(ULPOBaHHbIE CUCTEMBI JOKYMeHTallly;

- TeopeTHMYeCKWe OCHOBBI M 3aKOHOMEDHOCTU JOKYMEHTAlL[MOHHOTO o0ecrieueHusl yrpaBlIeHueCcKon
ZesITeTbHOCTH;

- TEXHOJIOTHIO Pa3paboTKK M TpaBuia O(OPMJIEHHS OpraHM3alMOHHO-TIPABOBBIX, PACIIOPSAUTENBHBIX U
MH(OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB;

- 3aKOHOJaresibHble, HODMAaTUBHbIE U TIPABOBbIE AaKThl, peIJIaMeHTUPYIOIHe JOKYMEeHTHPOBaHHe
yTIpaB/ieHue CKOU e TeTbHOCTH;

- TpebOBaHMS K COCTaB/lIeHHIO, OGOPM/IEHHIO YHU(MUIMPOBAaHHOW CHCTEMBI OpraHH3alOHHO-
pacnopsAUTeNbHON JOKYMeHTal|Y;

YMeHusi:

- CJTyIIaTh, BOCTIPUHUMATE JOKYMEHTHYI0 MH(OPMALMIO C YIeTOM KY/BTYPHBIX U SI3BIKOBBIX pa3/Idumii;

- COCTaBJIAITH JOKYMEHTBI B COOTBETCTBUH C TPeOOBaHMAMU YHU(HLIPOBAHHON CHCTEMBI OpraHHW3ariOHHO-
pacrnopsAUTeNbHON JOKYMeHTaL|Y;

- BBIIB/IATh COCTaB HEOOXOAUMBIX JOKYMEHTOB B KOHKPETHOH yIIpaB/IeHueCcKOH CUTYaluy;

- CUCTeMaTH3HPOBaTh U 0000111aTh JOKYMEHTHYI0 HH(OPMAIHIo, TOTOBUTE CITPABKH, 0030DHI;

- pepepupoBaTh, pejlakTUPOBATh, peLieH3UPOBaTh TEKCTh;

- paboraTb C HOPMAaTMBHOH, CIelMaJbHOM M 3aKOHOJATeNbHOW JIMTepaTypol /s TIPaKTHUeCKOTo
MpYMeHeHUsI TIPY CO3/IaHUU ¥ 0(pOPM/IEHUU JOKYMEHTOB;

- pa3pabarhbIBaTh MPOEKTHI JIOKYMEHTOB;

HABbIKU:

- B/Ia/IeTb 3aKOHOZATeNbHBIMH akTamMu PP B cdepe nHoOpMaly U [JOKyMEHTaLMOHHOTO obecrieueHUs
yTIpaB/eHus], yka3aMu U pacriopsbkeHussMu [Ipesugenrta P®, nocranosnenusmu [IpaButensctBa PO, HopMaTuBHO-
MPaBOBbIMKM akTamMu (e/iepajbHbIX OPraHoB, B 00/aCTU /IOKyMEHTHUPOBAHUS YIPABIE€HUECKON [esTe/bHOCTH,
rOCyAapCTBeHHbIMM CTaHAApPTaMH Ha [JOKYMEHTHI, YHHU(UIMPOBAaHHBIMH CHCTEMaMM Ha MAOKYMEHTalud u
00111epoCCUACKUMU KTacCH(UKaTOpaMH TeXHUKO-9KOHOMHUECKOW U COLMaTbHOW MH(OPMaLIUH;

- ACIIO/Ib30BaHUsI COBPEMEHHBIX CTIOCOO0B U TEXHOJIOTHI CO3aHusl JOKyMEHTOB;

- TpUMEHEHWs METOJOB KOMITbIOTEPHBIX TexHosorui 1o cbopy, obpaboTke, Tmepefaud, aHamU3a
JOKYMeHTHOW nH(bopMaLuy;

- /]aNTHPOBaTh K KOHKPETHBIM YCJIOBHSIM M HWCIIOb30BaThb IPOTPaMMHBIE TPOJYKTHI AJIsI COCTaB/eHUs],
ocopMIIeHHsT OpraHU3aL{MOHHO-PACIIOPSIAUTETBHON JOKYMEHTAlMK U OpraHu3alivy JOKyMeHToob0poTa;

- CAMOCTOSITE/ILHOTO IPHUOOpPEeTaTh HOBBIE 3HAHWH, UCIIO/IB3Ys COBPEMEHHbBIE 00pa30BaTe/IbHbIE TEXHOIOTHH.



2. MECTO JUCIHIMIIIMHbI B CTPYKTYPE OOII BO

Muciynmna JOKYMEHTUPOBAHUE YITPABJIEHUECKOU JTEATE/IBHOCTMU sensiercs
IOUCLIMIIMHON 06s13aTeIbHON YacTy 6/10Ka 1 mporpaMmbl IOATOTOBKH 110 HarpasieHuo 38.03.05 BusHec-
uHpopmamuxa.

CopepxaHue  JUCLMIVIMHBL  SB/SIETCS  JIOTMYECKUM  TpogopkeHwem  aucuuruiiH:  JEJIOBBIE
KOMMYHUKAIIUA, 3KOHOMWUKA TIIPEAIIPUATHUA, BBEJEHUE B HWH®OPMAIIMOHHLBIE
TEXHOJ/IOT'UN.

Cofep)xaHve [IWCLUIVIMHBI ~ SIB/ISIETCSI OCHOBOM  Jyii  ocBoeHuss aucuuruivdH:  YIIPABJIEHUE
IMPOEKTAMMN.

Hpe,[[BapI/ITEIILHLIE KOMIIeTeHL1H, CCbOpMI/IPOBaHHI:Ie y o6yqa}omeroc;1 A0 HaydaJ/ia U3ydyeHus JUCLUTIIIMHbI:

¢ OIIK-4 — CriocobeH NOHUMAaTh PUHLMITEI paboThl THPOPMALIMOHHBIX TEXHOJIOTHUH; UCTIOJh30BATh
uH(OpMaIIMIO, METO/IBI M TTPOrPaMMHbIe Cpe/ICTBa ee cOopa, 00paboTKU U aHamu3a AJ1si UH(OPMaIOHHO-
aHa/IMTUUe CKOW TIOAeP)KKY TIPUHSTHS yIIpaB/eHueCKHX pelleHu

e OIIK-5 — criocobeH opraHM30BbIBaTh B3aUMO/IEMCTBHE C KITMEHTAMH 1 ITapTHepaMy B MPOL{eCCe peleHus
3a/,a4 yIipaB/ieHus! )KU3HeHHBIM LIMK/I0M MH(OPMAaLIMOHHBIX CUCTeM U UH(OPMaLMIOHHO-KOMMYHHUKAL[MOHHBIX
TeXHOJIOTUH

o TIK-91 — criocobeH K KOMMYHHKALIUM W KOOTIEPAI[iH B LIWMPOBOM Cpe/ie, UCTIOMb30BAHUIO Pa3/TMUHBIX
LM(POBBIX CPeJCTB, MTO3BO/ISIIOLIUX BO B3aUMOJEeHCTBUY C APYTUMH JIObMU JOCTUraTh ITOCTaB/IeHHbIX Lieeld

e [TK-94 — crniocobeH K yrpaB/yieHur0 UH(opMariyei 1 JaHHbIMH, TIOUCKY UCTOUHUKOB MH(MOPMAL[UU U JaHHBIX,
BOCTIPUSITHIO, aHAJTM3Y, 3alIOMUHAHUIO U Iepefaue HH(GOPMALK C UCTI0/Ib30BaHNeM IIM(POBBIX CPE/CTB, a
TaK>Ke C TIOMOIIIBI0 aJITOPUTMOB TIpU PaboTe C MOMYYeHHBIMU U3 Pa3/IMUHbIX UCTOUHUKOB JAHHBIMHE C IIe/ThI0
3(peKTUBHOrO UCII0/1b30BaHUS NIOJTyUeHHOU MH(OpMaLK [J1s1 pellieHHs 3a/iau

¢ YK-10 — CrniocobeH npuHUMaTh 000CHOBaHHbIE 3KOHOMUYECKHUe PellleHHs B Pa3MUHbIX 00/1acTsix
JKU3He/leATeIbHOCTU

¢ YK-3 — Crioco6eH 0OCyIIeCTB/STh COMAIbHOE B3aUMO/IEMCTBHE W Peai30BbIBaTh CBOKO POJIb B KOMaH/Ie

e YK-4 — CniocobeH oCyIIieCTB/ISTh [|e/I0BYI0 KOMMYHHKALIMIO B YCTHOH 1 MMCbMEHHOH (popmax Ha
roCyJapCcTBeHHOM si3blke Poccuiickoit @efjepariiy 1 MHOCTpaHHOM(BIX) sI3bIKe(ax)



3. CTPYKTYPA U COAEP)XAHUE JNUCHUIL/INHDBI

OO6r1mas TPy0eMKOCTh AUCIUIIMHEI COCTaB/sieT 3 3.e., 108 .

3.1. Coaeprxanue (AMAAKTHKA) AMCLUTIMHbBI
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Pa3pen 1. YnpaBneHueckas 1 oHCHas1 AeATeTbHOCTD. 1.1. Ba30Bble MOHATHS yIpaB/IeHYeCKOH
3 5 JlesiTebHOCTU. 1.2. XapaKTepUCTHKY yIIpaB/ieHuecKoi 1 opucHOH AestenbHOCTH. 1.3. ITpobemsl 12 4 2 2 8 11
opraHu3aLy oGHUCHO /iessTeIbHOCTH.
Pa3aen 2. OCHOBHBIE OHATHSA JOKYMEHTHPOBaHHA yIIpaBIeHUecKoi fesTe/TbHOCTH. 2.1.
3 5 JIOKyMEHT U ero XapakTepuCTHKH. 2.2. YripaBnieHre JoKyMeHTaMH. 2.3. CucremMa yrnpas/ieHUst 10 2 2 0 8 11
JIOKyMEeHTaMH.
Paspen 3. BIaHKHU U COCTaB PeKBU3MTOB yNPAB/IeHYeCKHX JOKYMeHTOB. 5.1. Obiiue
3 5 Tpe6GoBaHMs K 1OPHAUUYECKOH cule U 0OPMIIeHHUIO JOKYMeHTOB. 5.2. TpeGoBaHust K 0OPM/IEHHIO 1 3 0 3 8 1
yrpaB/ieHuYeCKHX JOKYMeHTOB. 5.3. BlaHK JOKyMeHTa 1 ero pa3sHOBHAHOCTH. 5.4. OcobeHHOCTH
0(hOPM/IEHNsE MHOTOCTPAHUYHBIX JJOKYMEHTOB.
Paszpen 4. Hopmar! p 6asa JOKyMeHTHP ynpaB/ieHueCKoH /leATe/IbHOCTH.
3.1. O6ujas xapakTepiCTHKa HOPMaTUBHO-TIPaBOBOH 6a3bl JOKyMEHTHPOBAHHS yHpaB/eH e CKoi
3 5 fesitenibHOCTH. 3.2. TTpaBoBasi 6asa JOKyMeHTHPOBAHHS YIIpaB/IeHueCKOH esTebHOCTH. 3.3. 13 3 3 0 10 11
CraH/apThl B JOKyMEHTHPOBAHUH YTIPaB/IeHUeCKol JlesTebHOCTH. 3.4. HopMaTHBHbIe TpaBoBble
aKThl MEXXBE/IOMCTBEHHOT'0 U Be/JOMCTBEHHOIO XapaKTepa.
Paspen 5. OcoGenHocTy oopmiieHHs Haubo/Iee pacNpoOCTPaHEHHbBIX BU/I0B
3 5 opraHu P PAAMTE/IBHBIX J0KyMeHTOB. 6.1. IIpoTokonsl. 6.2. AKThL. 6.3. 13 5 1 4 8 12
Jlokna/iHble 1 00bSCHUTE/bHBIE 3aMNCKH, 3asiB/IeHNs], CIIpaBKH. 6.4. PacropsauTebHbie
JOKyMeHTHI. 6.5. OpraHu3aLjiOHHO-TIPaBOBbIE JOKYMEHTHI.
Paspen 6. Cucremsl JoKymeHTanuu. 4.1. O61iepoCcCHiicKre CHCTEMBI JOKyMeHTaLuu. 4.2.
3 5 YHuHIMpoBaHHbIe CHCTEMBI yIIPaB/IeHIeCKOH JOKyMeHTaluu. 4.3. YHIGUIUPOBaHHbIE (OPMBL 10 2 2 0 8 11
OTpac/IeBO JJOKyMEeHTaLiH.
Paspen 7. IlnceMenHas KoppecnosjeHuus. 7.1. Tenerpammsl. 7.2. TeneoHHOrpaMMsl. 7.3.
®Dakcorpammel. 7.4. CooblijeHns 3/1eKTPOHHO# 1ouThl. 7.5. TT1ckMa, CBA3aHHbIe C
3 5 pacrnpoctpaHeHneM nHdopmaru. 7.6. [TicbMa, CBsi3aHHbIe ¢ 06paleHHsIMH 110 TIOBOAY TeX M/ 12 4 2 P 8 1
WHBIX AeiicTBuit. 7.7. [TucbMa-oTBeThl. 7.8. [TMcbMa TpeTeH3MOHHOTO XapakTepa. 7.9. ITucema,
CBsi3aHHBIE C BHIPOXKeHHeM BHMMaHUA 1 yuacTus. 7.10. PekomeH/jaTe/lbHbIe ¥ COMPOBOJUTE/bHbIE
MHMCbMa.
Paspen 8. Opranusanus gokymeHToo6opora. 8.1. ITonsite JoKymeHToobopoTa. 8.2.
3 5 XapakTepucTHKH JoKyMeHToo60poTa. 8.3. Drarsl okymMeHToo60poTa. 8.4, Opranusanys paborsl 13 5 2 3 8 1
C1y>KObl JOKyMeHTALMOHHOro o6ecrieuenus yrnpasnenus. 8.5. OpraHn3alus paboTsl
KOH(HIeHL{MaIbHBIMH JJOKYMEHTaMH.
Paspen 9. JlokyMeHTHpoBaHHe PaboThI ¢ mepcoHasioM. 9.1. Komriekc KaJpoBoii
3 5 JlokyMeHTaLuH. 9.2. JIokyMeHTHpOBaHHe rprHeMa Ha pa6oty. 9.3. JJoKyMeHTHpOBaHHe TepeBoa 14 6 3 3 8 1
COTPYAHHKOB Ha /Ipyryio pabory. 9.4. [lokyMeHTHPOBaHIe MOOLIPeHHs PAGOTHUKOB 1 HaIOXKeHHs
IMCLIMTUIMHAPHBIX B3bICKaHHiL. 9.5. [JOKyMeHTHpOBaHHe YBO/IbHEHHst pabOTHHKA.
Bcero 3a 5 cemecTp 108 34 17 17 74 100
Bcero no juciuninHe 108 34 17 17 74 100
3.2. AyIUTOPHBIN MPAKTHKYM
N Oo0newm,
[
i HOMep U HAMUMEHOBAHUE pa3/ie/id JUCIUIIMHbI Tema MNPpAaKTU4Y€eCKOro 3aHATHUHA ayA.
yacoB

Pazgen 1. YnpaBneHueckasi v opucHasi 1eATeIbHOCTb.

N3 Ne2. OcpopmiieHre CTPYKTYPEI

OpraHu3saLu
2 Paszgen 3. byiaHku U COCTaB peKBU3UTOB N3 Nel. OdbopmiieHre 61aHKOB 3
yIpaB/IeHYeCKUX JOKYMEHTOB. OpraHu3aLiy.

Pazpen 5. OcobeHHOCTH odopmieHHs: Haubosee
pacIrpoCcTpaHeHHbIX BU/IOB OPraHU3aliOHHO-
PaCIOpsSIAUTeNbHBIX JOKYMEHTOB.

N1 3 Ned. Pa3paboTka 1 oopmieHne
OpraHW3aLMOHHO-PaCIIOPSAAUTe/TbHBIX
JJOKYMEHTOB.

Paspen 7. ITuceMeHHass KOppeCIOHeHIus.

N3 Ne5. OcpopmneHue nucem.

Pa3pen 8. Opranu3anus JOKyMeHTO0O0pOTa.

orzene

N3 Neb6. OcbopmiieHwe mosoxKeHust 06

Pa3znen 9. [JokymeHTHpOBaHMe pabOTHI C IEPCOHATIOM.

N3 Ne3. OcopmiieHre LITaTHOTO
pacricanusl.

Bcero 3a 5 cemecTp

17

3.3. CamocronaTe/nbHas padora crygenra (CPC)

Ne Homep u HauMeHoBaHue pa3jena
JUCLUIIIMHBI

Copep)xaHue yueOHOro 3afaHust

Oo0neMm,
JacoB

1 |Pa3zmen 1. ¥npaBneHuecKasi M oHCHas

6

Yiny6nénHoe usyueHue u pedepupoBaHre CrieraabHON
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[leATeNbHOCTb. JIUTepaTyphl, TEKL[MOHHOTO MaTepurara o BOIpocam
paszena; BbinonHeHue M/13; noarotoBka K
[IMarHOoCTHUeCKOH paboTe U 3a4eTy.
Paszien 2. OCHOBHbIE OHATHS Yrny6nénHoe u3ydyeHue 1 pedeprupoBaHue CrIel[HaTbHON
: . |/MTeparypsl, JIEKLIMOHHOIO MaTepuaJa 110 Borpocam
JIOKyMeHTHPOBaHHs yIIpaB/IeHYeCKOU N 8
OSTOLHOCTH pazzerna; MOArOTOBKA K IMarHOCTUYECKOH pabote u
A ) 3auery.
Pasyjen 3. BaHKy 1 COCTaB Yry6néHHOe U3yueHue U pedeprupoBaHue CrelHaTbHON
) JIMTepaTypkl, JTeKLIMOHHOI0 MaTepurasa 10 BOIIpocam
PEKBU3UTOB yIPaB/I€HYECKUX 8
OKVMEHTOB pasfena; BeinosiHeHue MJ13; mogroToBKa K
AOKY ) UArHOCTHYeCKOU paboTe U 3aueTy.
Pasen 4. HopmatusHo-npasosas 6asa YinybnénHoe u3yueHue u pedepupoBaHre CrieLraabHON
) - |/MTeparypkl, IEKLIMOHHOTO MaTepuaria 1o Borpocam
JIOKYMEHTHPOBaHUs yIipaB/jieHueCKon o 10
el
OSTOIEHOCTH pasfesnia; MOATOTOBKA K AMAarHOCTUYeCKol paboTte u
A ) 3ayery.
Paszgen 5. OcobenHocTu odopmiieHust | YiiybaéHHOe u3yueHue U pedeprpoBaHue CIieljiaIbHOM
A y Y I
HanboJiee pacrpoCTPaHeHHBIX BUAOB  |JIUTEPaTyPhl, TeKIMOHHOTO MaTepyasa o BOmpocaM 8
OpraHU3aL[MOHHO-PACIIOPSIAUTEIBHBIX  |paszena; BeinmosHeHue M/13; moaroToBka K
JIOKYMEHTOB. [IMarHOCTHUeCKOol paboTe U 3a4eTy.
YrnybnénHoe u3yueHre U pedeprupoBaHue CITel[HaTbHON
JIUTepaTyphl, JEKL[MOHHOTO MaTepuara o BOIpocam
Pasgen 6. Cuctemsbl JOKyMeHTaLUHU. patypel, . P N P 8
$
paszierna; MOAroTOBKa K JMarHOCTUYeCKOH pabote u
3ayeTy.
Yrny6nénHoe u3ydeHue 1 pedeprupoBaHue Criel[HaTbHON
Pazpen 7. IlucemeHHast JIUTEPaTyphl, TEKLMOHHOTO MaTepurara o BOoIpocam 8
KOpPeCIIOH/IeHLUsl. paszena; BbinonHeHue M/13; noarotoBka K
JUArHOCTHUeCKOU paboTe U 3aueTy.
Yrny6néHHOe U3yueHue U pedeprupoBaHue CrelHaTbHON
Pa3pen 8. Opranusanys JINTepaTyphl, JTIeKLIMOHHOIO MaTepuasa 110 BOIIpocam 8
IOKyMeHTO00OopoTa. pasfena; BeinosHeHue M J13; moAroToBKa K
IUarHOCTHYeCKOU paboTe U 3aueTy.
YinybnénHoe u3yueHue U pedeprupoBaHue CrieLraabHOM
Pasznen 9. [lokyMeHTHUpOBaHKe pabOThI [TUTEpPaTyphl, TEKIMOHHOTO MaTepyasa o BoImpocaM 8
C IIepCOHAIOM. paszena; BemosiHeHue M/13; mogroToBka K
TUArHOCTUYEeCKOU paboTe U 3aueTy.
Bcero 3a 5 cemecTp 74
4. ®OPMbI KOHTPOJIA OCBOEHUA INCIIUII/INHBI
CEMECTP HEJE/IN CEMECTPA
1 2 3 4 5 7 8 9 |10 11 12 13 14 | 15 |16| 17
KlIloc,
KTloc KTloc Klloc KTloc KTloc KTloc Bomp.
5 KTloc ’KTloc ’KIToc| P ’KIloc ’| AP|KTIlIoc ’KTloc ’KIToc| AP
nIi3 U113 A nii3 nri3 A nrIi3 nii3 A 3auy,
3au.

YcnoBHbIe 0003HAUEHYST:
[P — muarHocTHUecKas paboTa;
KIIoc — KOHTpOJIb IIOCeIaeMOCTH;

WII3 — uHavBUAyanbHOe TIpaKTAYeCKOe 3a/laHuE;

Borp. 3au — Bonpocsl K 3avery;
3a4. — 3a4eT.

TeKyMii KOHTPOJIb YCIIeBaeMOCTH CTYI€HTOB ITPOBOAUTCS B AUCKPETHBIE BpeMeHHbIe NHTEPBAJIbI B
cleyromux Gopmax:

[IUarHoCTHUecKast paboTa;

KOHTPOJTb TTOCEeI[aeMOCTH;
WH/UBH/Iya/IbHOE MTPAKTHUUECKOe 33/IaHUE,;
BOTIPOCHI K 3aUeTy.

ITpoMexyTouHas aTTecTanys POBOAUTCS B hopmax:

3ayer.
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5. YYEBHO-METOAMYECKOE Y1 TH®OPMAIIMOHHOE OBECITIEUEHUE
JACHUTITNHBI

5.1. OcHoBHas MTeparypa o JUCLIUIIIVHE:

1. . K. KopHees, A. B. ITiwenko, B. A. Maiypiies. . [JokymMeHTHpPOBaHHe yTpaBeHYeCKOH /e Te/IbHOCTH.
Mocksa: FOpatirt, 2022, 351. pec.

5.2. [lonomHuTeNbHAas IMTepaTypa 10 JUCLUIUIVHE:
He Tpebyercsi.
5.3. Ilepyogrueckyre U3LaHUS:
1. ABTomMaTHU3aLMs NPOLIECCOB YIIpaB/IeHUS;
2. Kagposoe pieno;

3. ConmasbHble U F'yMaHUTapHbIE 3HAHHUS.

5.4. TlepeueHs pecypcoB HH(POPMALIMOHHO-TeIEKOMMYHHUKALMOHHOM ceTH "VIHTepHeT", He0OXOAUMBIX /s
OCBOEHHUS AVCLIUIUIMHBI, 3/1eKTPOHHBIE OMOIMOTEYHbIe CUCTEMBI:

1. https://urait.ru/book/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470 — Kopnees . K.,
[Menko A. B., Maiypues B. A. JlokyMeHTUpOBaHue yIipaBJeHueCKo 1eaTeTbHOCTU — KYITUTh, UATaTh
oHJlakH. «FOpakiT».

CoBpeMeHHbIe TTPodeCcCUOHATbHbIe 0a3bl JAHHBIX:
1. https://rusneb.ru — HarionanbHast anekrporHast bubmoreka (HOB);
2. https://cyberleninka.ru/ - HayuHast snekTpoHHast bubmioTeka « KubepieHuHKa»;

http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBasi 371eKTpoHHast 6ubnmoreka Poccuiickoro doHga
(byHIaMeHTaIbHBIX UCCIIeJ0BAHUM.

VHdopMaLiioHHbIe CITPaBOYHbIE CUCTEMBI:
1. Texakcriept — ViHbOpMaIMOHHBIN ITOPTaT TEXHUUECKOTO PeryivMpoBanus: HopMbl, ipaBuia, cTaHjapThl PO;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - 5] 'OCTog
cobcrBenHo# rereparuu BI'TY "BOEHMEX" um. [I. ®. YcTuHOBa;
3. http://www.consultant.ru/- Koncynsraatllaroc- nHbOpMaLMOHHBIM MTOpTas NPaBoOBOM MH(POPMaLIWH.
5.5. TTporpamMMHoe obecrieueHue:
1. Microsoft Office.

5.6. lndopmalioHHbIe TeXHOJIOTHH:

B3auMogeticTBHe ¢ obyuarotmmucs nocpeacteom SMOC Moodle BI'TY «BOEHMEX» um. 1.®. YcTHHOBa.



6. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUWE ATUCHOUII/INHDBI

6.1. JlekijuoHHBbIE 3aHATHA:

CTIeL[MaT3UpOBaHHbIe TPeOOBaHKUS 0 000PY/[0BaHUIO OTCYTCTBYIOT; ayIUTOPHS C TOCAJI0UYHBIMUA MeCTaMH T10
KOJIMYeCTBY CTYZE€HTOB; [JO0CKa.

6.2. IlpakTHYeckue 3aHATHS:

1. ITpoekTop;
2. Microsoft Office.

6.3. ITpouee:

1. pabouee MeCTO TiperofiaBareisi, OCHAIleHHOe KOMITBEOTEPOM C [JOCTYTIOM B VIHTepHeT;
2. pabouue MecTa CTY/I€HTOB, OCHAIL|eHHbIE KOMITBIOTEPaMU C I0CTYIIOM B VIHTEepHET, peAHa3HaueHHbIe /715
paboTHI B 2/1eKTPOHHOM 00pa3oBaTeibHON cpefe.



IIpunoxenue 1
K paboueii nporpaMme JUCHMIIMHBI
JOKYMEHTHUPOBAHMUE YIIPAB/IEHYECKOMU JESITEJIBHOCTH

AnHoTanmsa paboueii nporpaMMsI

Ouctynuda  JJOKYMEHTHUPOBAHUE YIIPABJIEHUECKOHN JEATE/JIBHOCTU  sensercs
IUCLIUTUTHHON 00sA3aTe/IbHOM 4YacTH O/oka 1 mporpaMmbl MOATOTOBKM TO HampawieHnto 38.03.05 Bu3sHec-
uHpopmamuka. JucuunivuHa peanusyeTcs Ha (akynsTeTe P Mexx/yHapoJHOrO NMPOMBIIIEHHOTO MeHe[)KMeHTa U
koMMmyHuKaiuu BI'TY "BOEHMEX" um. [I.®. Ycrunosa kadepoit P1 MEHE/DKMEHT OPTAHU3ALIVUA.

HucnuriivHa HarlesieHa Ha (pOpMUpOBaHUE KOMnemeHyuil:
I[ICK-10 crnocobHOCTb K OpraHu3alii W YIpaBleHH0 HHGOOPMAIlMOHHO-TEXHOIOTHUECKUMH CEepBHCAMH,
CUCTeMaMH 3/IeKTPOHHOTO JOKYMEHTO000POTa U TJIaTeXKHBIMUA CHCTEMaMH.

Cofep>xaHWe [UCLMIIMHBI OXBaThlBaeT KpYr BOIIPOCOB, CBSI3aHHBIX C OpraHu3aluell yrpasjaeH4YecKoro
JOKyMeHTo000pOoTa, TeopeTHYeCKHe OCHOBBLI POJIM [OKYMeHTa W MH(GOpPMaluy B yIIpaBjeHUecKOM MpOLiecce, ero
pa3BUTHH, CHCTeMax JOKyMeHTallH, a TakKke COBpPeMeHHble TpeOOBaHWs, IpeJbsB/seMble K COCTAB/IEHHIO,
o(hOpMIIeHHIO, [BIKEHMIO M 00paboTKM [JOKyMeHTOB. PacKphIBAalOTCS BOIPOCHI 3aKOHOMEPHOCTH o6pa3oBaHMUs
JOKYMEHTOB, CHOCOObI WX CO3faHWs, (YHKLMM, CBOMCTBA, CTPYKTypa AOKYMEHTa, TPUHLWIBI OpraHW3alLiu
JOKyMeHTo0O0opoTa.

ITporpaMmoii AUCIUIUTUHEL TIPEyCMOTPEHBI C/Ie/IyIoIIe BUABI KOHTPOJIS:

TeKyIHii KOHTPOJ/Ib YCIIEBAeMOCTH CTYIE€HTOB NIPOBOAWTCS B IMCKPETHBIE BpeMeHHbIe MHTEPBa/Ib B
cnenyroimx hopmax:
e MarHocTHUecKas pabora;
e KOHTDOJIb MTOCEI[aeMOCTH;
e WHAMBHU/YyalbHOE MPaKTUYeCcKoe 3a/laHue;
* BOIPOCHI K 3aUeTy.

ITpomexyTouHas arTecTanus IIPOBOJUTCS B popMax:
e 3aueT.

OO1miasi  TPYZIOEMKOCTb OCBOEHWSI AWCLMITIMHBI cocTaBisier 3 3.e., 108 u. TIporpamMmoli AMCLMITIMHBL

MpeyCMOTPeHbI JIEKLMOHHbIe 3aHsTus (17 4.), mpakTiyeckue 3aHsatus (17 4.), camocTosiTesibHast paboTa CTyaeHTa
(74 q).
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IIpunoxenue 2

K paboueii nporpaMme JUCLHMIIMHBI
JOKYMEHTHUPOBAHUE YITPAB/IEHYECKOU JEATE/IBHOCTU

TEXHOJ/IOI'MU 1 ®OPMbI OBYUYEHUSA

PekomMeHpiaIiuy o 0CBOEHUIO AMCIUILUIUHBI /ISl CTyAeHTa

TpyzoeMKOCTb OCBOEHHUsI AUCLMIUIMHBEI cocTaBiseT 108 4., u3 HUX 34 4. ayIUTOPHBIX 3aHATHH, U 74 u.,

OTBe/IeHHBIX Ha CaMOCTOSITeIbHYI0 paboTy CTyeHTa.

PeKOMEH,Z[aL[I/II/I Mo pacripenejaeHruro y‘—IE6HOF0 BpE€ME€HU T10 BHUAAM CaMOCTOSITe/TbHOMN paGOTbI H pasjejiaMm

TUCLIUTUTUHBI TTPYBe/IeHbI B TabiuIie.

KoHTposib 0CBOEHMS AVCLMIUIMHBI TIPOU3BOAUTCS B COOTBETCTBUM C ITon0OXKeHHEM O TeKylleM, pyOe>KHOM
KOHTPOJIE yCIIeBaeMOCTH U ITPOMEXKYTOUHOM aTTeCTaldy 00yUatouXCsl.

@dopMbI KOHTPOJISL U KPUTEPHH OLleHUBAHUS MPUBeZeHBI B IPUIoKeHUH 3 K Paboueii mporpamme.

HaumeHoBaHue padoTbI Pekomenpyemas 1ureparypa pr;u:gxzxoc*rb,
Paspen 1. YnpasiieHueckas U opucHas1 esiTeTbHOCTD.
Yrny6néHHoe u3yueHue u pedeprupoBaHUe . K. Koprees, A. B. ITenko, B. A.
crelivajbHOM JIMTepaTyphl, TeKLIMOHHOIO MaTepuyasa o Mauypres. . JloKyMeHTUpOBaHHe 8
BOMpOCaM pasfiefia; Bbllo/HeHre V/]3; moAroToBKa K [yrpaB/ieHYeCcKoU JesiTe/TbHOCTH: MocKBa:
TUarHOCTHUeCKOU paboTe U 3aueTy. FOpaiit, 2022 (1)
Wroro no pasgeny 1 8

Pazaen 2. OCHOBHBIE IOHATHA JOKyMEHTHPOBaHHA yNPaB/IeHYeCKOil /jeATeTbHOCTH.

YrmybnénHoe u3yueHue u pedeprupoBaHe
CTIeL{Ma/IbHOM JIMTepaTyphl, JIEKIIMOHHOTO MaTepHasa o

N. K. Koprees, A. B. ITienko, B. A.
Mawypues. . JJoKkyMeHTUpOBaHHe

BOMpOCaM pasfiefia; MoJroTOBKa K IUarHOCTUUeCKOM yIpaB/ieHuecKoi fesiTelbHOCTA: MocCKBa: 8
paboTe u 3aueTy. FOpaiir, 2022 (2)

Wroro no pa3geny 2 8

Pa3pen 3. biiaHku M COCTaB PeKBU3UTOB yIIPpaB/IeHYeCKHX JOKYMEHTOB.

Yry6néHHOe U3yueHue U pedeprupoBaHUe . K. Koprees, A. B. ITienko, B. A.
crnelivajbHOM IMTepaTyphbl, TeKLMOHHOTO MaTepuasa 1o Maiuypres. . JloKyMeHTHUpOBaHUe 8
BOMpOCaM pasfiefia; BbilosHeHre /] 3; moaroToBka K [yrpaB/ieHUeCcKoU JesiTe/TbHOCTH: MocCKBa:
[IMarHOCTHUeCKOol paboTe U 3a4eTy. FOpaiiT, 2022 (5)

Nroro no pa3geny 3 8

Paspen 4. HopmaTuBHO-TIpaBoBast 0a3a JOKyMEeHTHPOBAHHUs YIPAaB/IeHYECKOH AesiTeTbHOCTH.

YrnybnéHHoe u3yueHue u pedeprupoBaHre . K. Koprees, A. B. ITienko, B. A.
crieLiajbHOM TMTepaTyphl, 1eKLIMOHHOTO marepuaa ro MamypueB.u. JokymeHTHpOBaHUe 10
BOIIPOCaM pasfie/ia; IOAr0TOBKA K JUarHOCTUYe CKOU yIIpaB/IeHueCKOu JesiTe/IbHOCTH: MockBa:
paboTe u 3aueTy. FOpaiiT, 2022 (3)

Wroro no pa3peny 4 10

Pazpes 5. OcobenHocT odopmireHHsT HanGo/1ee pacnIpoCTPaHeHHBIX BH/I0B OPraHH3a{10HHO-
PacHopsiAUTEeNbHBIX [0KYMEHTOB.

YrnybnénHoe n3ydeHue U pedeprpoBaHie
CTeTMaTbHOM TUTepaTyphl, TeKIIOHHOTO MaTeprasia 1o

W. K. KopHees, A. B. ITmenko, B. A.
Mamypues. . [loKkyMeHTHpOBaHHe

BOIIpOCaM pa3sfeia; BbironHeHue V/13; moaroroBka K
IUarHOCTHYeCKOU paboTe U 3aueTy.

BOIIpOCaM pasfiesa; BbirosiHeHre M /13; moAroToBKa K |yIipaB/ieHuecKoit iesiterlbHOCTH: MocKBa: 8
[MarHOCTHYECKOM paboTe U 3aueTy. FOpaiir, 2022 (6)
Wroro o pasgeny 5 8
Pa3paen 6. CucremMbl AOKYMeHTALMHU.
YrmybnéHHoe u3yueHre U pedepupoBaHye W. K. KopHees, A. B. ITmenko, B. A.
crieliaIbHOM JInTepaTyphbl, TeKLIMOHHOTO MaTepuaa 1o Matuypues. . JloKyMeHTHpOBaHUe 8
BOIpOCaM pasfie/ia; IoJroTOBKa K JMarHOCTUYeCKON ylpaB/ieHYeCKOU [iesTesIbHOCTU: MoCKBa:
pabote u 3auery. FOpaiir, 2022 (4)
Wroro no pasgeny 6 8
Pa3gen 7. IlucbMeHHass KOppeCHOHJeHIUSA.
YrnmybnéHHoe u3yueHve U pedepupoBaHye . K. Koprees, A. B. ITenko, B. A.
crieliaIbHOM JInTepaTyphbl, TEeKLIMOHHOTO MaTepurasa o Matuypues. . JloKyMeHTHUpOBaHUe 8

yTIpaB/jeH4YeCcKol JesiTe/TbHOCTU: MOCKBa:
FOpaiiT, 2022 (7-9)

11
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Wroro no paspeny 7

Paspen 8. OpraHu3zanus JOKyMeHT0000poTa.

YrinybnénHoe n3ydeHue u pedeprpoBaHie
CIerManbHOM TMTepaTyphl, TeKLIOHHOTO MaTeprasia 1o

W. K. KopHees, A. B. ITienko, B. A.
Mamypues. . [JoKkyMeHTHpOBaHHe

BOTIpOCaM pasfiefia; BbinosiHeHre /] 3; moAroToBKa K [yTpaB/ieHYeCcKoM JesTeTbHOCTH: MoCKBa: 8
[MarHOCTHUYECKOM paboTe U 3aueTy. FOpaiit, 2022 (10-12)

Wroro no pasgeny 8 8

Pazpen 9. JokymMeHTHpOBaHHE PadOTHI C IEPCOHAJIOM.

YrmybnéHnHoe u3ydeHve U pedepupoBaHye W. K. KopHees, A. B. ITienko, B. A.
crieliaIbHOM JIUTepaTyphbl, TeKLMOHHOTO MaTepuasa o Maiuypues. . JloKyMeHTHpOBaHUe 8
BOTIpOCaM pasfesa; BbirosiHeHre M /13; moAroToBKa K |yIipaB/ieHuecKoit esiTerlbHOCTH: MocKBa:
[MarHOCTHUYECKOM paboTe U 3aueTy. FOpaiir, 2022 (14)

Wroro no pasgeny 9 8
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IIpunoxenue 3
K paboueii nporpaMme JUCLHHMIIMHBI
JOKYMEHTHUPOBAHMUE YIIPAB/IEHYECKOMU JESITEJIBHOCTH

OOHJ OEHOYHBIX CPEJNCTB

DOoH/I, OLIEHOYHBIX CPECTB, [T03BO/SIOIINE OLIEHUTEL Pe3y/IbTaThl 00yUeHH s 10 JAHHOH AMCLUIUIMHE, BKIIOYAIOT B
cebs:

e MarHoCTUYecKas paborta

*  KOHTPOJIb MIOCEIAEMOCTH;

e BOMPOCHI K 3aUETY;

e WH/MBHIya/bHOE MTPAKTHUECKOE 3a/[aHue;
e 33ueT.

Kpurepuu onieHUBaHUSA

JuarHocrnueckasi paéora
JuarHoctryeckasi pabota npoBogutcs B popme Tecta B OUOC Moodle:

e [IpU [IPaBU/ILHOM OTBeTe MeHee ueM Ha 60% BOIIPOCOB - He aTTecTaLus;
* [IpY MPaBWILHOM OTBeTe Ha 60% BOMpOCOB 1 HoJiee - aTTeCTalus.

KonTpoab nocemaemoctu
[Iwuanazon 6amnos ot 0 go 10.
Basibl 3a rocelaeMoCTb ayZIMTOPHBIX 3aHATUN PacCUMTHIBAIOTCS 10 (opMyIie:
B3I1=KII3/KA3x%10,
rae B3I1 — 6as 3a rocerrjaeMocthb, KI13 — KO/IMUeCTBO MOCEIIeHHbIX 3aHATHH, KA3 — KO/THUeCTBO ayUTOPHbBIX
3aHATHUI.
Pe3ynbrar OKpyI/isieTcsl K HaMMeHbIIeMY 3HaYeHUIO.

Ecu ctygeHT npornycTun 3aHaTe(us1) 10 YBaXKUTETbHOW MPUYKHE, TO 0aIbl 3a MOCEIIaeMOCTh ayIUTOPHBIX
3a@HATUI paCcCUUTHIBAIOTCA 10 (hopMmyrie:

B3IM=(KI13-KIIP3)/(KA3-KIIP3)x10,

rze B3I1 — 6annbl 3a noceriaemocts, KI13 — komMyecTBO MoceleHHbIX 3aHATHH, KA3 — KoM4ecTBO ayIUTOPHBIX
3aHsTUl, KITP3 — Ko/MuecTBO MPOMYILEHHBIX 10 YBaXKUTEIbHON NPUUMHE 3aHSTUH.

Pe3ynbraT OKpyI/IsieTcs 0 LieJIoro Yyuc/ia K HauMeHbll1eMy 3HaueHHIO.

[lepeueHb yBa)KUTebHBIX IPUYMH MIPUBEJEH B MOC/IeAHeH pefakLvy TIOJIOKeHUsT 0 TIPOMEeXKYTOUHOM aTTecTaluu U
TeKyll]eM KOHTpOJIe yCIIeBaeMOCTH YHUBEPCUTETA.

Bonpocs! K 3a4eTty
1. ba3oBble MOHATHS yTIpaBIeHYeCcKO esiTe/IbHOCTU: CUCTeMa, CBOMCTBA CUCTeMBI, 00Iasi cxeMa U
CTPYKTypa CUCTeMbI yrpaB/ieHus;
. [ToHsiTHe 1 XapaKTepUCTUKK yTpaBieHYeCKol U 0(pUCHOM [iesiTe/TbHOCTH;
. [IpocTpaHCcTBeHHbIE XapaKTePUCTUKH 0(UCHON AesaTeTbHOCTH;
. BpemeHHbIe XapaKTepUCTUKN O(UCHOU AesTeIbHOCTH;
. KappoBeie xapakTepucTHKN OGUCHOM /1esITeTbHOCTY;
. JJOKyMeHT U ero XapakTepuCTHKH;
. YripaBneHue JOKyMeHTaMU;
. CucreMa ynpaB/ieHUsl JOKyMeHTaMy;
. Buzibl HOpMaTMBHO-TIPaBOBBIX JOKYMEHTOB U UX ONpefie/ieHusT;
0. ITpaBoBas 6a3a JOKyMEHTHPOBAHUS YTIpaB/IeHUeCKOU AeATeTbHOCTH;
1. OO61IepOCCHIiCKHEe CUCTEMBI IOKYMEHTALUY;
12. YHuduippoBaHHble CUCTeMbI YIIpaB/ieHuUeCKOM JOKyMeHTal[|Y;
13. TlonsitHe TeserpamMmel. Buapl u ocobeHHOCTH 0(hOpPMJIEHHS U OTIIPABKH TeJIerpaMM;
14. Tlonastue Tenedonorpammel. OcobeHHOCTH 0hOpMIIEHUS U OTITPAaBKY TesleOHOTrpaMm;
15. TTonsTHe akcorpamMmbl. Oco6eHHOCTH O(OPM/IEHHUS U OTTIPABKH (haKCOrpaMm;
16. DnekTpoHHas 1ouTa. PeKBU3UTHI COOOLIEHUST 3/IEKTPOHHOM MOUTHI U 0COOEHHOCTH UX 0(OPMIIEHHS;
17. TIuceMa, cBsi3aHHBIe C pacrpocTpaHeHHeM HHPOPMaLU: BUABI 1 0COOEHHOCTH UX 0 OpPMIIeHNS;
18. TTuceMa, CBsi3aHHBIE C 0OpaILeHUsMHU T10 TIOBOAY TeX WM MHBIX JeUCTBUMA: BUIBI U 0COOEHHOCTH UX
opopmiieHus;
19. TTrcbMa-0TBeThI: BU/BI K 0COOEHHOCTH UX 0(OPMIIEHNUS;
20. TTricbMa MpeTeH3MOHHOTr0 XapaKTepa: BUAbI U 0COOEHHOCTH UX 0(hOPMIIEHHST;
21. TInckMa, CBsI3aHHBIE C BBIPayKeHWEM BHUMAHUS U YUaCTHST: BUALI 1 0COOEHHOCTH UX 0OPMITEHHST;
22. PekoMeH/iaTe/IbHbIE ¥ COTTPOBOUTE/BHBIE TIMCHMA: XapaKTePUCTUKA U 0COOeHHOCTU 0(hOpMJIeHNS;
23. XapaKkTepuCTHKU U 3Tarlbl JOKYyMeHT0060pOoTa;

R, OO WN
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24. KoMrisiekc KaZipoBoi JOKYMeHTaLUU: TIJIaHOBast JOKyMeHTaLlus;

25. KoMmriiekc KaZjpoBoi JOKyMeHTaLM{: OpraHy3aljMOHHO-TIPaBOBast JOKYMeHTallUs;

26. Komriiiekc Ka/ipoBOi JOKYMeHTaL[M1: TilepCOHaMbHast JOKyMeHTalus;

27. KoMmrisiekc KaZipoBoii J0KyMeHTaLUy: JOrOBOpPHast JOKyMeHTaLus;

28. Komrisiekc KaZipoBO# JOKYMeHTaLUU: PacriopsAuTenbHast JOKyMeHTaLus;

29. Komrisiekc Ka/[poBoit JOKYMeHTALMK: yueTHas KaJipoBasi JOKyMeHTalUsl;

30. Komruiekc KaZipoBol JOKYMEHTAL[|MU: JOKyMEHTALIYs 110 YUeTy UCTI0/Ib30BaHUs pabouero BpeMeHH U PacueToB C
TepCOHaJIOM IO OryiaTe TPyAa;

31. Komrisiekc KaZipoBoi JOKYMeHTaLUU: OTYeTHasi U OTUeTHO-CIpaBOYHasi JOKyMeHTalus;

32. IoKkyMeHTHPOBaHHe TIpreMa COTPYAHHUKA Ha paboTy;

33. JlokyMeHTHpOBaHKe TiepeBoia COTPYAHNUKA Ha APYTyio paboTy;

34. [ToKymMeHTHpOBaHMe TIOOIIPeHUsT PAOOTHUKOB U HAJIOXKEHUST AUCLITTMHAPHBIX B3bLICKAHUIM;
35. JloKyMeHTHpOBaHUe YBOJbHeHHUsS pabOTHHKA.

NuguBuayanbHOe MpaKTHUECKOe 3a/jaHue

WupuBuayanbHOe AomaiiHee 3aganye Nel "Pa3paboTka 6/1aHKOB opranu3aiuu’. [Inamna3oH oreHKu oT 0 7o
5 6a/10B. MakcHMaIbHOEe KOJIHUeCTBO 6ajijioB CTaBUTCS TIpH ycioBuu craun /13 BoBpems 1 6e3 ormbok. 3a
KaKIYI0 HeJIeM0 MMPOCPOUYKH CHUMaeTcs 1 6as. 3a Kakayro uteparuto (TIOTbITKY) CAauu paboThl, KpoMe TepPBOH,
canMaetcs 1 6amt. Pabora o yCMOTpeHHUIO TIpero/jaBatesisi MOXKeT ObITh MPUHSATA C OIIMOKaMU, eCTA UX
KOJIMYECTBO COCTAB/ISIET He OoJiee TpPex, HO MPH 3TOM 3a KaXKAYH0 OIIUOKY cHUMaeTcs 1 6at.

WupuBupyansHoe foMaiiHee 3agaHue Ne2 "TIpoekTrpoBaHue U odopmiieHre CTPYKTYPbl opraHu3anuu’. [Iuana3oH
orieHKH ot 0 710 5 6anoB. MakcumasbHOe KosmuecTBo 6a/iioB CTaBUTCS NTpY YCI0BUM caun V113 BoBpemst 1 Ge3
oMb0K. 3a K&XKIYI0 HeJleJTro MPOCPOUKY cHUMaeTcst 1 6ant. 3a KaKayro uTepaluro (MOMbITKY) Coaud paboThl,
KpOMe IepBoH, cHuMmaeTtcsi 1 6aut. Pabora 1o yCMOTPeHHIO TIpernofaBaresisi MOKET ObITh TIPUHATA C OLIMOKaMHU,
€CJTM UX KOJIMUEeCTBO COCTaBJisieT He Oojiee TpeX, HO TIPH 9TOM 3a KaKAYIO OMMOKY cHuMaeTcs 1 6ast.

WupuBugyansHoe fomMaiiiHee 3aganue Ne3 "TIpoekTrpoBaHre U odopmiieHHe IITaTHOrO pacnucanys”. JuanasoH
otieHkH ot 0 0 10 6as1oB. MakcrMaibHOE KOTHUeCTBO 6a/jioB CTaBUTCS TP ycioBuu caaun /13 BoBpems 1 6e3
oumboK. 3a KayKAYIO He/leto IPOCPOUKY cHuMaeTcsi 1 6an. 3a Kakayro urepanuio (TIOTBITKY) ciaui paboThl,
KpOoMe TiepBoi, cHumaeTcst 1 6at. PaboTa 1o yCMOTPeHHIO MperofAaBaTesist MOXKET ObITh TIPUHATA C OIIHOKaMH,
eCJTU UX KOJIMYeCTBO COCTaBJIsieT He Oosiee TpeX, HO MPY 3TOM 3a KaXK/YI0 OIIMOKY cHUMaeTcst 1 Gani.

WnapuBuayansHoe goMariHee 3aganre Ned "OdopMieHre opraHU3ald0HHO-PaCIIOPSIAUTE/TBHBIX TOKYMEHTOB" .
[uarason oreHku ot 0 1o 15 6anmoB. MakcuMaabHOe KOMYeCTBO 0asiyioB CTaBUTCS TP yCI0BUK caauu /13
BOBpeMs U 6e3 ommMO0K. 3a KaXXIyI0 HeJieJTio MPOCPOUKH CHUMaeTCs 1 6asul. 3a KKyt UTepaluio (TOMbITKY)
caun paboThl, KpoMe repBoH, cHUMaeTcsi 1 6ani. PaboTa 1o yCMOTpeHHIO TperofiaBaresisi MOXKET ObITh MPUHSATA C
oumbKamMu, ec/i UX KOJIMYeCTBO COCTaBJIsieT He Oosiee Tpex, HO MPH 3TOM 3a KaXKAyr0 oumbOKy cHuMaercs 1 6art.

WupuBuayanbHOe goMariHee 3aganue Neb "Odopmienue muceM'. [uara3oH otjeHKH ot O 10 7 6asiios.
MakcuMasbHOe KOJTMUeCTBO OaijioB CTaBUTCS MPU yCI0BUM cjauu V13 BoBpeMs 1 6e3 OIHO0K. 3a KaXKIY0
HeJleJTi0 TIPOCPOUKU CHUMaeTcst 1 6an. 3a KaKAyro ureparuio (TIOMbITKY) clau paboThl, KpoMe TepBOi, CHUMAaeTC st
1 6ann. PaboTta o yCMOTpeHHIO TperojaBaTesisi MOKeT OBbIThb PUHSTA C OIIMOKAMH, €C/TA UX KOJTMUeCTBO
cocTaBsieT He H6osiee Tpex, HO TIPU 9TOM 3a KaXkKAyt0 OIMOKy cHuMaeTcs 1 6as.

WuauBugyanbHOe AoMaliHee 3agaHre Ne6 "Pa3paboTka 1 odopMieHue monoykeHus: 06 oraese". Jluarna3oH OL[eHKH
ot 0 1o 18 6annoB. MakcuMasibHOe KOJTHUeCTBO OaljioB CTaBUTCS TP ycioBuu caaun M3 BoBpems 1 6e3 ommbOok.
3a KaXK/IyI0 He/Ieo TIPOCPOUKY cHUMaeTcst 1 6ai. 3a Kaxkayro utepariuio (TIOMbITKY) cjauu paboThl, Kpome
riepBoii, cHumaetcsi 1 6as1. PaboTa o yCMOTpPeHHIO Mperno/aBaTesisi MOXKeT ObITb TIPUHSTA C OIIMOKaMU, eCd UX
KOJIMUECTBO COCTAB/IsIET He Dojiee Tpex, HO TIPU ITOM 3a KaXK/yI0 OIInOKy cHumaercst 1 6asm.

3auer
3aueT 1Mo AWCIUITIMHE BLICTAB/ISIETCS TIPH Habope cTyzeHToM MUHUMYM 60 6anoB u3 100 MakcuMaibsHO
BO3MOXXHBIX K MOMEHTY OKOHUYaHUsI CeCCUHU.

[Ipy HeBBINOMHEHUH YKa3aHHOTO BhILLIE YC/IOBHUS, CTYAEHT 10/DKeH BBIIOJIHUTG U CZlaTh 1ecTb VIHAUBUya bHbIX
MpaKTHYeCKUX 3aJaHHH, ITpelyCMOTPEHHBIX paboyueii mporpaMMoit JUCLUIUIMHBI, TT0C/Ie YeTO OH JOMyCKaeTcs K
c/iaye TeopeTUYeCKOro 3ayeTa.

3aueT BK/TIFOYaeT B cebsi OTBETHI Ha TeopeTHUeCKKe BOmpochl. OLieHKa «3auTeHO» BBICTABJISETCS:

- TIpY pa3BepHYTHIX U TOUHBIX OTBETax Ha 2 TeOpeTUYeCKUX BONPOCa U JOIOJHUTEe bHbIE BONPOCHI IIPeIo/aBaTesis;
- TIPY TOYHOM U TIOJTHOM OTBeTe Ha 1 TeopeTHueCKHi BOMIPOC C AOMYIIeHreM OIMO0K ¥ HETOUHOCTeH MPH OTBETe Ha
2 TeopeTUYeCKUl BOIIPOC.

O1leHKa «He 3auTeHO» BBICTAB/ISIETCS [IPU HellPaBU/IbHBIX OTBETaX Ha TeOpeTHyeCcKHe BOMPOCH! (KOrza JaHHbIM
CTYIeHTOM OTBeT Ha KaK/bIii BOIIPOC Co/lep>KUT MeHee ueM 60% MpaBUILHOTO OTBETA).
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IMTacriopt dhoHAa O1[eEHOYHBIX CPEZICTB

KYPC

CEMECTP

AyauTopHbIe
3aHATHUSA B
KOHTaKTHOM

¢opme

HaumeHoBaHue pa3fiesioB 1
JUJaKTHYEeCKHUX e/JHHHL]

BCEI'O

BCEI'O
Jlekuun
IIpakTHUeckue

3aHATHUA

CamocTosaATe/IbHaA
pabora cTyaeHToB

®dopmupyemas
KoMIieTeHusA, %

IICK-10

HANMMEHOBAHUWE
OLIEHOYHOI'O CPEJJCTBA

Pa3gen 1. YnpaB/iieHueckas u

12 4 2 2
oducHasi 1eATe/IbHOCTD.

Bomnpoce! K
3ayery,
KonTposb
NOCeIaeMOCTH,
WNupuBuayansHoe
TIpakTHU4ecKoe
3a/laHue

Pa3pen 2. OcHOBHBIE IOHATHSA
AOKYMEHTHPOBaHUsA 10 2 2 0
ynpas/jieH4ecKoH AeATeTbHOCTH.

11

Bomnpocs! K
3ay4ery,
KoHTposib
NOCelaeMOCTH

Pa3pen 3. byjiaHKM U COCTaB
PEeKBH3HUTOB YIIpaB/IeHYeCKHX 11 3 0 3
AOKYMEHTOB.

11

Bomnpocs! K
3ay4ery,
WNupuBrpyansHOe
TpakTHUYeCcKoe
3ajaHue,
KonTposb
NocelaeMoCT!

Pa3pen 4. HopmaTiBHO-IpaBoOBast
0a3a AOKYMeHTHPOBaHHUS 13 3 3 0
ynpaB/IeHYeCKOH {eATeTbHOCTH.

10

11

Bomnpocs! K
3a4ery,
KonTposb
NOCelaeMOCTH

Pazpen 5. OcobeHHOCTH
odopmiieHus Haubo1ee
pacnpocTpaHeHHbIX BU/I0B 13 5 1 4
OpraHu3anoHHO-

pacnopsAuTe/lbHbIX [JOKYMEHTOB.

12

Bomnpocel k
3auery,
WNupuBypyansHOe
MpakTHU4ecKoe
3ajaHue,
KonTposib
NOCeIaeMOCTH

Pazpen 6. Cucremsl foKkymeHTanmu.| 10 2 2 0

11

Bomnpocs! K
3ay4ery,
KonTtposnb
NocelaeMoCTH

Pazpen 7. IlucbmenHas
KOppeCnoH/eHIusl.

12 4 2 2

11

KonTposib
M0CeIaeMOCTH,
Bomnpocsl K
3a4ery,
WNupuBuayansHoe
TMpaKTUYecKoe
3a/laHue

Pa3pen 8. Opranusanus

AOKYMEeHT0000poTa. 13 > 2 3

11

NupuBuayansHoe
TpakTHUYecKoe
3a/iaHue,
KonTtposns
TOCel|aeMoCTH,
Bomnpoce k
3aueTy

15
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WNupuBuayansHoe

TpakTU4YecKoe
3aJjaHue,
Paszpen 9. lokymMeHTHpOBaHHe 14 6 3 3 8 1 KoHTpO/b
PpaboThI C mepCcoHaIoM.
10CelaeMOCTH,
Bormpocsl k
3aueTy
Bcero 3a 5 cemecTp 108 | 34 | 17 17 74 100
Bcero o gucun/iHe 108 | 34 17 17 74 100
16 26218




Kpurtepuu oneHuBaHus

IICK-10
Bonpocbl omkpbimozo muna:
Ne 1 IMepeurcMTe CUCTEMHbIE CBOMCTBA 0ObEKTa
Ne 2 UTO0 Takoe SHTPOMUSI CUCTEMBI?
Ne 3 INepeunciuTe CBOMCTBA CUCTEMBI YIIpaB/IeHUs
Ne 4 UTo Takoe ynpasjieHUYeCKast JesTe/IbHOCTh?
Ne 5 Uro Takoe opuCHas AeaTeTbHOCTh?
Ne 6 INpyiBeuTe TPY OCHOBHBIE IPYIIITbI XapaKTePUCTHK O(UCHOMN /lesiTeTIbHOCTH
Ne 7 UTo Takoe JOKYMeHT?
Ne 8 HasoBuTe Tpy OCHOBHBIE 1|e/IM COXPAHEHUS JOKYMEHTOB
Ne 9 Kakvie Tp KOMITOHEHTa TIPUCYTCTBYIOT B JIFOOOM JJOKyMeHTe?
Ne 10 Uro Takoe yrpas/ieHue JOKyMeHTaMu?
Ne 11 UTo Takoe crcTeMa yIipaB/ieHUs JOKyMeHTaMU?
Ne 12 Yro Takoe ZIOKyMEHTO060pOT?
Bonpocbl 3akpbimozo muna:
Ne 1 Hns nponeccos ynipasnenust HE xapakrepHa:

e HEr>HTPONUIiHAs HAPaBIeHHOCTh

e OpUeHTaIYs Ha CTabMIM3aLHI0 YIIpaB/sieMoro Tporiecca

e SHTPOIMIHAS HalpaB/lIeHHOCTb

e OpHeHTalVsI Ha Pa3BUTHe U YCJIOXKHEHMe YIIPaB/sieMOoro rporecca

Ne 2 (DYHKuHeﬁ peiarouiero 3jieMeHTa ynpaBnﬂ}omeﬁ YaCTU CUCTEMBI YIIpaB/I€HUA ABJIAETCA:

¢ (OpMHUpOBaHUe YITPaB/ISAIOLIEro BO3eHCTBUS Ha YIIpaB/isieMbli TTPOLIecce

e B YIIpaB/sIOLel YaCTU CUCTeMBI yTIpaBJIeHHs] pellatoliii 3/leMeHT OTCYyTCTBYeT
e OlleHKa 3HaueHU# IMapaMeTpPOB YIIPAB/SIEMOTrO Mporjecca

e JIOBeZleHMe YIIPAB/ISIIOIIET0 BO3/IEHCTBHS /10 YITPaB/IsieMoro mpoLjecca

Ne 3 DyHKIMel U3MepUTeTbHOTO 3/IeMEeHTa YIPABJISOIe YaCTH CUCTEMBI YIIPaB/IeHUs]
SIBJIAETCS:

e [10Be/ileHUe yMpaB/sIoLero BO3AeHCTBUS 10 yIpaB/sgeMoro rnpolecca

e B YIpaB/sOLel 4YaCTU CUCTeMbI yTIpaB/IeHUs] U3MepUTe/IbHbIA 3/1eMeHT OTCYTCTBYeT
e (hopMHpOBaHUe YIIPaB/IsIOLIero BO3/eMCTBYUS Ha yIpaB/isieMbli Ipoliecc

e OL|eHKa 3HaueHul N1apaMeTpoB yNpaBs/sieMoro nporiecca

Ne 4 DyHKLMeN UCITOTHUTETBHOTO 3/1eMeHTa YIpaB/sioLLeii UuacTh CUCTeMbI YIIpaB/IeHu s
SIBJISIETCSI:

e (hopMHpOBaHUe YIIPaB/ISIOIIEro BO3/eMCTBIUS Ha yIpaB/sieMbli Ipoliecc

e B yIpaB/IAOLIel YaCTH CUCTeMBbI yIIpaB/leH!s! UCTIO/HUTE/BHbIM 3/1IeMeHT OTCYTCTBYeT
e OL|eHKa 3HaueHUH IlapaMeTpoB yIIpaB/sieMoro npoljecca

e [0Be/leHMe YIPaB/ISIIOLIEro BO3ZeNHCTBYS 10 yNIpaB/sieMOoro npoLecca

Ne 5 YKakuTe, B KAKOU 110C/1e/l0BaTe/IbHOCTH KOMIIOHEHTOB CHCTeMBbI YIIpaB/ieHUsl IIPOXOAUT
uH(OPMaLYs IPY pean3alii eAUHUYHOTO YIIpaBieHueCckoro [UKa?

e pelIaoluii 3/1IeMeHT — UCTIOJTHUTEIbHBIN 3/IeMeHT — U3MePUTe/IbHBIN 37IeMeHT
® U3MepUTe/bHbIN 3/IeMEeHT — UCTIO/IHUTE/IbHBIN 3/IeMeHT — pellatolivii 3/ileMeHT
 UCIIOJTHUTE/IbHBIN 37IeMeHT — Pellatoliil 37ieMeHT — U3MepUTe/bHbIN 3/1eMeHT
* LCTIOJIHUTE/IbHBIN 371eMeHT — U3MepUTeJIbHbIN 3/1eMeHT — pellatoliui 3/leMeHT
¢ U3MepUTe/IbHBIM 37IeMeHT — pellatoluil 37leMeHT — UCTIOTHUTe/IbHBIN 37IeMeHT
e DpelaroIuil 37IeMeHT — U3MePUTe/IbHBIN 37IeMeHT — UCTIOJTHUTE/IbHBIN 37IeMeHT

Ne 6 [17151 IUCKpeTHBIX yIpaB/isieMbIX IPOLECCOB MOAXOAUT creAytolas popMyniupoBKa (BepHO
WU HeBEepHO):

«Ynpas/ieHuecKasi [iesiTeJIbHOCTh OCYIIeCTBIISIETCS] C OTHOCUTE/IBHO Hen3MeHHON
MHTEHCUBHOCTBIO B TEUEHHE BCEro meproya (GyHKLIMOHUPOBAHHs YIIPAB/ISEMOTO MpoLiecca
0e3 repepeIBOB».

Ne 7 [lns1 HerpepBIBHBIX YIIPAB/ISEMBIX MIPOLIECCOB TIOAXOAHUT CIeAyoIas (opMy/IMpOBKa (BEPHO
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Ne 8

Ne 9

Ne 10

Ne 11

Ne 12

Ne 13

Ne 14

W/ HEBEPHO):

«¥YnpaByieHuecKas JiesTe/IbHOCTh OCYILeCTB/ISIETCSI B paMKax SIBHO BbIpDa)KeHHbIX
VHTepBajI0B BDEMEHU C YeTKO OIlpe/ie/leHHbIMY MOMEHTaMU Hauasa U OKOHYaHUsl, [IpUYeM B
pa3/MuHbIX MHTEpBasax ee UHTEHCUBHOCTb pa3/ivyHa (BK/IOYas U HY/eBYH0), a BCA
TI0CJTe/{0BaTeIbHOCTD 3THX UHTEPBAJIOB YK/Ia/IbIBAeTCs B OOIIYIO J/TUTEILHOCTD

(D YHKL[MOHMPOBaHMsl YIIpaB/IsieMOro IpoLjecca.

Pa3paboTka crcTeMbI MEPOTIPUSITHH /151 pa3zie/ieHus 3aJad Ha OTAe/bHbIe BBl PabOT
MIPYMEHUTE/TBHO K LieJIIM U 3aflauaM O(pUCHOH [lesiTe/IbHOCTY TpeJTioiaraeT:

 pacripefie/ieHHe COBOKYITHOCTH 3a7iad, paboT, Mporieyp U ornepanuii mo
COOTBETCTBYIOIIMM MPOCTPAHCTBEHHBIM KOMIIOHEHTaM (CTPYKTYpPHBIM
To/ipasfiesieHrsiM) C TIoc/ieiyrolijel uX KOHILleHTpalell U UHTerpaiuei C 1je/bio
s¢dekTUBHON peanv3alu

¢ HeoOXOAVMYI0 KBaM(UKAIIMOHHYO TIOAJEPIKKY COCTaBa 3a/jay, paboT, poLiefyp U
oreparuii “H(GOPMAIMOHHOTO 06C/TYKMBaHUs yTIPaB/IeHUeCKON 1esITe/TbHOCTU

e Ompe/iesieHHe BCETO COCTaBa KOHKPETHBIX (PyHKIMIM HHGMOPMAIIMOHHOTO
00CTy>KUBaHUS YIIPAaB/IeHUECKOH /1eATeTbHOCTH B PAMKAX ee KOHKPETHBIX
TPOCTPAHCTBEHHBIX ¥ BDEMEHHbBIX XapaKTepUCTHK, BbiieJieHHe COOTBETCTBYIOLIMX
3ajay, paboT, Tpoleyp U orepariyii C yueToM MOC/IeA0BaTeTbHOCTH UX BBITOTHEHUS
Y B3aUMOCBsizeid

e OmpefiesieHHe ee COZlepyKaHMs Kak Ipoljecca, obecrieurBaroiiero 3GppekTuBHy 0
peasii3aLyio yIipaBJieHueCKon JessTe/lbHOCTU B paMKaX KOHKPETHOUM CUCTeMbl
yrpaB/ieHust

Kak cooTHOCATCSI NOHATUS «yTIpaBJ/ieHUeCKast JesaTellbHOCTb» U «O(UCHas 1eATelbHOCTb» ?

¢ OHHU HHKAK He CBsA3aHbI

® STHU MOHATHA COBIAAAIOT 10 CBOEMY COAEPKAHUIO

® Cogep>xaHue praBHEHCKOﬁ AeATe/IbHOCTH OIpeAesIAeT CoAgep KaHne Oti)PICHOi/‘I
AeATe/IbHOCTHU

B cocras ynpasnsitoiei uactu cuctembl yripasienust HE Bxopsr:

¢ HCITO/THUTEe/ILHBIN 3JIEeMEeHT
e yIIpaBJisieMblid 3/1eMeHT

¢ KOHTPOJIUPYeMbIii 3/IeMeHT
L4 H3MEPHTEHLHLIfI SJIeMeHT
e pellaroLUi 31eMeHT

Kakoe CBOMCTBO [JOKyMeHTa 03Ha4yaeT JJ0CTOBEPHOCTb ero PEKBU3UTOB?

® JdYyTEHTUYHOCTb

® NOCTOBEPHOCTb

® TIpUTOAHOCTE AJid UCII0/Ib30BaHWSA
¢ dHOHMMHOCTb

Kakoe cBOICTBO JOKyMeHTa 03HayaeT ero MoJHOTY U HEU3MEHHOCTh?

* [IOCTOBEPHOCTb
e TIPUTOAHOCTH JJIsl UCIIO/Ib30BaHHUs
¢ BceoO1asi JOCTYIHOCTb

* 1[eJIOCTHOCTh

Kakoe CBOMCTBO IOKYMeHTa O3Ha4yaeT [10/IHOEe ¥ TOUHOe [Ipe/iCTaB/lIeHNe B ero CO/lep>KaHuU
0TOOpa)kaeMbIX PeIIeHHH, 1eTeTbHOCTH U (haKTOB?

® JdYyTEHTUYHOCTb

® NOCTOBEPHOCTb

® TIPUI'OAHOCTD [I/id MCII0/Ib30BaHUA
¢ AHOHHMMHOCTH

Kakoe cBoiicTBO AOKyMeHTa O3Ha4ddeT BO3MO)XHOCTDL OIIpeAe/IMTh MeCTOHAXO0XAeHre

JOKyMeHTa (JIOKa/IM30Barh), IOJIyYUTh K HEMY AOCTYTI, BOCIIPOU3BECTH U
WHTEpIIPeTUPOBATh ero coJep kaHue?
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® JdYyTEHTUYHOCTb

® NOCTOBEPHOCTb

® TIPUTI'OAHOCTD [IJId WCII0/Ib30BaHWA
¢ AHOHHMMHOCTH

Ne 15 Ha uro HarpaB/eHbI pa3paboTKa v peanu3aLysi CUCTeMbI MPABUI 110 YTIPaB/IeHHI0
JOKyMeHTamu?

e Ha rapaHTHUpPOBaHUe TOTO, UTO AOKYMEHTBI YHUUTOXKAIOTCSI WU TTePeJaoTCs Ha
XpaHeHWe B COOTBETCTBUU C yCTAHOB/IEHHOM MpoLieaypoi

e Ha rapaHTHpOBaHHe TOTrO, YTO MHPOPMAL[MOHHbIE CUCTEMBI U TEXHOJIOTHH,
obecrieurBarolIyie yIpaBlaeHueCcKyto JesTe/bHOCTb, CO3/al0T COOTBETCTBYOLIVE
JIOKYMEeHTBI

e Ha CO3/laHKe COTPYJHUKAMU JOKYMEHTOB B COOTBETCTBHH C YIIPaBIeHUe CKUMU
MOTPeOHOCTAMU U TIPOLIECCAMH, T.e. Ha afieKBaTHOe (YUKCUPOBaHUE B JOKyMEHTaX
yTIpaBJieHYeCcKo JlesiTe/IbHOCTH, B KOTOPOI OHU Y4aCTBYIOT

¢ Ha obecrieueHue BceoOIIel JOCTYITHOCTH K IOKyMEHTUPOBAaHHOMN WH(OpMaLin

e Ha rapadTHUpOBaHue 00ecrieueHust COXPAaHHOCTH JOKYMEHTOB B TeUeHHe BCETo
repuo/ia UxX Mojie3HOro MpUMeHeHuUs1 He TObKO CaMoi opraHu3alyeii, Ho U
BHEIIIHUMH 3alHTepeCcOBaHHbIMK CTOPOHAMH (apXUBHbIE YUPEXX/eHus,
WCCIIe/jOBaTe, ayJUTOphl)

Ne 16 Yro oTHOCHTCS K TpeOOBaHUSM K CHCTeMaM YTIpaB/ieHHs JOKYMeHTaMu?

e cHuCTeMa Z0JDKHA obecrieurBaTh 3G QeKTUBHBIE TPOLIeAYPhI XpaHEHUS U, TTPU
HeoOX0JUMOCTH, YHUUTOXXEHHUS JOKYMEHTOB

* CHCTeMa J0/DKHA 00ecreurBaTh BCEOOIINI AOCTYI K JOKYMEHTHPOBaHHOM
nHpopMalmu

e cHuCTeMa J0/DKHA 00eCcreurBaTh HEM3MEHHOCTh CBOWCTB JOKYMEHTOB TIPH JTFOOBIX
M3MeHeHUsIX B cucTeMe (M3MeHeHUe (OpMaTOB XpaHeHUs 1 TIpefCcTaB/IeHusl, TIepeXof
Ha HOBYIO ITPOrpaMMHO-aIIapaTHyo 11aTdopMy, 3aMeHa WK paciliupeHue
TIPUK/IaJHBIX TIPOTPaMM U T.I1.) ¥ @Ke TIPU MPeKpaljeHnH ee GyHKIIMOHUPOBAHUS

e CHuCTeMa J0JDKHA 00eCreunBaTh Ha/leXKHbIe 1 3P (eKTUBHBIE CPe/ICTBA XPAHEHUS U
(bu3nyecKoit 3alUThl JOKYMEHTOB

* CHCTeMa J0/DKHA 00ecrieurBarh CBOeBpeMeHHbIe, 3QeKTUBHbIe U Oe30MmacHbIe
Cpe/iCTBa AOCTYTIA, IIOMCKA W UCTIO/Tb30BaHUs JOKyMEHTOB

No 17 HopmaruBHo-11paBoBasi 6a3a JOKyMeHTUPOBAHHS YIIPaB/IeHUECKOH [eATe/IbHOCTH BK/TIOUAeT
B cebs:

e 7106pOBOJILHO NTPHUMeHsIeMble KOZIeKChI TIOBeAeHHUS U STUKH

e TIpaBU/Ia peKOMeH/IaTeIbHOTO XapaKTepa, OTpakarolje JOCTIKeHHs B 06/1acTH
JlesITelIbHOCTY OpraHu3aliuy

e 3aKOHbI MU HOPMaTHBHbIE AKThl, pery/MpYIOLL{1e yIpaBaeHYeCcKylo CPely B LieIoM U B
crierrUeCcKUX OTPacssix

e TPAAWLVOHHO CJIOKUBILHECS Y TOTO WM MHOTO pabOTHHKA Mpe/CTaBIeHHS O
npaBuiax o(popmieHUs: JOKYMEHTOB

e CTaHJAPTHI NIPAKTUUECKOH JesTelbHOCTH OpraHu3alii

Ne 18 UTO OTHOCUTCSI K CBOMCTBAM CUCTEMBbI YIIpaBIeHUs TOKyMeHTaMU?

¢ BceoOII[asi JOCTYITHOCTh IOKYyMEHTOB

e obecrieyeHre BCeCTOPOHHOCTH (KOMIUIEKCHOCTH) YTIPAB/IeHNS JOKyMEHTaMH Ty TeM
OXBdTd BCeX BHU/I0OB [eATe/IbHOCTH, BCEX (l)OpMaTOB npeacTaB/ieHUda JaHHbIX B
JIOKyMeHTaXx, BceX BU/I0B HOCUTeslell nH(opMaLiuu

e [I0/IHAasl aBTOMATHU3ALIMs BCEX MpoLieayp 00paboTKU JOKYMEHTOB

¢ obecrieueHye 11eJIOCTHOCTH U e[IMHCTBA BCeM COBOKYITHOCTH /IEHCTBUI U TIPOLIEYP T10
YIIpaB/IEHHUIO JOKYMEHTaMU

¢ obecrieueHre HaIE>KHOCTU YTIPaBJIeHUsI JOKYMEHTaMH, T.e. CIIOCOOHOCTH [TUTEIbHO
Y MPaBUJIBHO OCYIIeCTBJ/IATh CO3[ldHHe, MCII0/Ib30BaHKE U XpaHeHHe JOKYMEHTOB B
COOTBETCTBUM C YCTAaHOB/IEHHBIMU IIPOLieypaMu

¢ obecrieueHre BCeX CBOWCTB IOKYMEHTOB

¢ obecrieyeHre COOTBETCTBHS BCEX IEHCTBUI 110 yTIPaB/IeHUI0 JOKyMEeHTaMHU
yCTaHOB/IEHHBIM TPeOOBaHUAM (BHELTHUM U BHYTPEHHUM)
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