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JIUCT COI'JIACOBAHUA

PABOYAS ITPOI'PAMMA COCTABJIEHA B COOTBETCTBUH C TPEBOBAHUSMU ®ENEPAJIBHOI'O
T'OCYJAPCTBEHHOI'O OBPA3OBATE/IBHOI'O CTAHJAPTA BBICIIIET'O OBPA3OBAHUA (®I'OC BO)

38.04.02 MeHnepKMeHT
rog, Habopa rpynrbl: 2024

IIporpamMmmMmy cocTaBuiI:

Kadenpa P1 MEHE/JDKMEHT OPTAHU3AIINN
Crnenak Koncrantux bopucoBuy, [.3.H., mpodeccop

[Tporpamma paccMOTpeHa
Ha 3ace/jlaHUM Kadeapbl-pa3paboTurKa
paboueii nporpammel P1 MEHE/IDKMEHT OPTAHU3AIIUN

3aBenyromuii kadenpoii llmatko A.[., 1.3.H., ipod.

[Tporpamma paccMOTpeHa
Ha 3aceJJaHUM BBITyCKatolleit Kadeapsl

P1 MEHE/UKMEHT OPTAHUBALINN

3aBepaytommii Kadeapoii lImarko A.J., 1.3.H., ipod.




PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JTOKYMEHTHUPOBAHUE YITPABJIEHUECKOW JEATE/IPHOCTH

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

TICK-1.3 — crocobHOCTh OCyIeCTB/IAThL COOp M aHAMW3 [JaHHBIX 0 BHITIOTHEHUIO pa3pab0TaHHBIX TJIAHOB,
00paboTKy wWH(}oOpMaMu C TIOMOIIBbI0 COBPEMEHHBIX HMH(OPMAIMOHHBIX TEXHOJIOTHH, COCTaB/IEHUE
aHa/IUTUUECKOTO OTueTa

@®opMHPOBaHHMIO KOMIIETEHLUI CITYKUT JJOCTIDKEeHHE CIIeAYIOIIUX Pe3y/IbTaToB 00pa30BaHMsI:
IICK-1.3

3HAHUA:

a YpOBHe Ipe/iCTaB/IeHus], [IOHUMaHUs U BOCIIPOU3BeZIeHNUs:

MeTOZIbI U COBpeMeHHble WH(GOpPMalLMOHHbIe TEXHO/OTMM [/ aHa/lu3a HOpPMaTHUBHO-MeTO[uueCKUX
6a3bl, TpeOOBAHUS IOCYAAPCTBEHHBIX CTaHZAPTOB B 00/1aCTH [/1e/I0NPOM3BOACTBA, YHU(HULIMPOBAHHBIX CHCTEM
JIOKyMeHTaLM1 M KaaccU(UKaly JOKYMEHTOB II0 Ha3HayeHUIO W TPUHIUIAM TOATOTOBKU K O(QOpPMIIEHMUIO.
TexHosmorno pa3paboTKM W TpaBwWia OGOPM/IEHHS OPraHW3alMOHHO-TIPABOBBIX, PACHOPSAUTENBHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIX ~ JOKYyMeHTOB. OdopMiieHHe JOKYMEHTOB TIO0 TPYAOBBIM OTHOLIEHHSIM.
TexHoMOTHIO [OKYMEHTOOOOPOTa B OpraHW3aldd OT MOMEHTa TIOMyueHHsi CO37aHWs AOKyMeHTa [0 ero
WCIIOJIHEHUS, OTIIPABKY WU ClaY Ha XpaHeHVe B apXUB;;

YMEHuA:

TeopeTUYeCKue:

cobuparh, aHa/JM3MPOBATh W WHTEPIIPETHPOBaTh HEOoOXOAMMYI0 WH(OPMALMIO, COJEpIKalylocs B
pa3MMUHBIX (OpMax OTUETHOCTH M TPOYMX OTEUeCTBEHHBIX M 3apy0eXHBIX HCTOUHMKAaX, paborate C
HOPMAaTMBHOM, ClleL{ia/JbHON 1 3aKOHOZATe/IbHOW JIUTepaTypoii /1 MPakTUYeCKOTro NpUMeHeHUs TPU CO3/jaHuH
¥ 0hopMJIeHHH [JOKYMEHTOB, COIJIACHO TPeOOBAaHHUSIM TOCY/apPCTBEHHBIX CTAHAAPTOB, COCTaBy U TIOPSIIKY
pa3paboTKy JOKyMEHTOB, UCIIOMB3YIOIIMXCS B YIIPaBIeHUeCKOM [1esaTe/lbHOCTH

MpaKTHYeCcKue:

pa3paboTaTb TIPOEKTHI [OKYMEHTOB, alrOPUTMBbI JeHCTBUsS DPabOTHUKOB Ka/IPOBBIX CJIY>KO, TIpH
oopmsieHNH JOKYMeHTALWH 110 TMYHOMY COCTaBYy;;

HABbIKU:

B/aZleTb HaBbIKaMK cOopa ¥ 00pabOTKM HeOOXOAUMBIX JAHHBIX, HABBIKAMH aHa/M3a U WHTepPIpeTalyn
uH(opMaly, cofepiKalljeiicsi B Pa3IMYHBIX OTeYeCTBEHHbIX M 3apyOeXHBIX MCTOUHMKAX, B/afeTh
3aKOHOZaTeNbHBIMUA akTamMu PP B cdepe mHPopMaru U JOKYMEHTALIOHHOTO O0OecrieueHusi yIipaB/ieHus,
ykasamu U pacnopsokeHusamu llpesngenrta P®, mnocraHoBnenusmu IlpaButensctBa P®, HOpMaTUBHO-
MpaBOBLIMU aKTamu (pefiepasbHBIX OPraHOB, B 00/1aCTH JOKYMEHTHMPOBaHHSI YIpaB/ieHUECKOW [esiTe/IbHOCTH,
roCy/lapCTBeHHBIMU CTaHZapTaMH Ha [OKYMEHThbI, YHU(HIMPOBaHHBIMU CHUCTEMaMH Ha [OKYMeHTaluu M
00111epOCCHUICKMMU K/1aCcCU(UKATOPaMH TeXHUKO-IKOHOMHUYeCKON U COLMaabHOM MH(OpMaLuy;.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

Muciynmna JOKYMEHTUPOBAHUE YITPAB/TEHUECKOU JEATE/TBHOCTMU sinsietcs
JVCLIMTUTMHON YacTH, (hpopMHupyeMoli yuacTHHKAaMH 00pa3oBaTe/IbHBIX OTHOLIEHUH 6/10Ka 1, mporpaMmbl
TOATOTOBKHM 110 Hampas/eHuto 38.04.02 MeHnedscmeHm.

CogepxaHue [UCLMIUIMHBL SB/ISETCA JIOTUYeCKUM Tpogo/vkeHneM gucuuiuvivH: YIIPAB/JIEHUE
IMNEPCOHAJIOM OPIrAHU3AIINU, VYIIPABJIEHUECKASI DJOKOHOMUKA, YIIPAB/IEHUE
ITPOEKTAMMN.

CojepkaHWe  JUCLUIIMHBI ~ SIBJISeTCSI OCHOBOM  [Jisi  ocBoeHuss  gucuuiviiH:  TEOPUS
OPTAHN3AIINN N OPTAHN3AIIMOHHOE ITOBEJEHUE.

[penBapuTebHBIE KOMITETEHI[H, COPMHUPOBaHHBIE Y 00yUarOIerocs /10 Hauasia u3yueHus TUCLATUTAHBL:

¢ OIIK-4 — CriocobeH pyKOBOAUTD TIPOEKTHOM U TIPOIIECCHOM [1eSTe/TbHOCThIO B OPraHU3arivu ¢
WCTO/Ib30BaHHEM COBPeMEHHBIX TIPaKTHK YIIpaB/IeHUs], TUePCKUX U KOMMYHUKaTHBHBIX HABBIKOB,
BBISIB/ISITH U OL|EHMBATh HOBbIE PHIHOYHbIE BO3MOKHOCTH, pa3pabarbiBaTh CTPATeru CO3JaHus 1
Pa3BUTHS MHHOBALIMOHHBIX HalpaB/IeHUH [ieaTeTbHOCTH U COOTBETCTBYIOIIME UM OH3HeC-Mozenu
OpraHusanui

e TICK-1.1 — CnocobeH pa3pabaTbiBaTh CUCTEMY OIEPALMOHHOTO U CTPATern4eCKOro YIpaBIeHUs
[1IepCOHA/IOM OpraHu3aLuu

¢ TICK-1.2 — CriocobeH pa3pabaTbiBaTh U MPUMEHSITH METOALI 1 HHCTPYMEHTHI OTlepaTUBHOTO
/IaHMPOBaHMs, PellaTh TUIIOBbIE 33/la4u ONePaTUBHOIO YIIPaB/IeHUs

¢ YK-1— CnocobeH ocyI1eCTBISATh KpUTHUECKUI aHaIM3 TIPOOIeMHBIX CUTYallii HA OCHOBE CHCTEMHOTO
TMO/IX0/1a, BhIPA0AThIBAaTh CTPATETHIO IEUCTBUN

¢ YK-2 — CrniocobeH yripaB/sTh MPOEKTOM Ha BCEX 3Tarax ero KM3HEeHHOTO IUK/Ia

¢ YK-3 — CrniocobeH opraHU30BBIBaTh U PyKOBOAUTL Pab0OTOM KOMaH/bI, BEIpabarhiBasi KOMaHJHYIO
CTpaTeryio J/s JOCT)KeHUs MOCTaB/IeHHOH 1ie/Tl



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/sieT 3 3.e., 108 u.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI
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Pazpen 1. Ynpaeienueckas u opucHas JeaTe15HOCTb. OCHOBHbIE IOHATHS
JIOKyMeHTHPOBaHHs ynpaB/ieHYecKoi JeaTelbHOCTH. 1.1. Ba3oBble MoHATHS
2 3 yIipaB/eHueCcKOH AesiTe/bHOCTH. 1.2. XapaKTepUCTHKH yTpaB/ieHuecKod 1 0(HCHOM 26.5 1.5 0.5 1 25 25
nesitenbHOCTU. 1.3. TIpo6/1emMb! opraHu3aluy 0pUCHOI AesiTebHOCTH. 1.4. JIOKyMeHT U ero
XapakTepUCTUKU. 1.5. YripaBneHue fokymeHTaMu. 1.6. CricTeMa yripaB/eHHs JOKyMeHTaMU.
Pa3pen 2. HopmaTuBHO-NIp 0a3a J0OKyMeHTHP ynpas. KOH
eaATe/IbHOCTH. CucremMbl AOKYMEHTaLUuH. 2.1. OGLL[Hﬂ XapakTepuCTHKa HOpMaTHBHO-
paBoBOii 6a3bl JOKYMEHTHPOBAHKsI YIIPaB/IeHUeCKOM JesiteibHOCTH. 2.2. [TpaBoBast 6a3a
2 3 JIOKyMEHTHPOBAHHs1 yTIpaB/ieHueCKoH AesiTebHOCTH. 2.3. CTaHAApThI B JIOKYyMEHTUPOBAaHUH 26.5 15 0.5 1 5 5
ynpaB/Iquecmﬁ AedaTeIbHOCTHU. 2.4. HOpMaTl/lBHI)IE TIpaBOBEBI€ aKThbl ME)XBE€JOMCTBEHHOI'O 1 ) : :
BeJIOMCTBEHHOro Xapakrepa. 2.5. O61jepoccHiickue CHCTeMBI JOKyMeHTaLuH. 2.6.
YHuguLMpoBaHHbIe CUCTeMbI YIIPaB/IeHUeCKOH JoKyMeHTaluu. 2.7. YHUULPOBaHHbIe
Cl)OpMI)I 0Tpacne30171 AOKYMEHTaluN.
Paspen 3. Cucremsl JokymenTauuu. Ocobennocr opopmiieHust HauGosree
pacnpocTp IX BH/I0B OpraHusary PacnopAAUTe/IbHBIX JOKYMEHTOB. 3.1.
O61epoccHiickue CHCTeMBI JOKyMeHTaLuH. 3.2. YHU(HULIUPOBAHHbIE CHCTEMBI
yrpaB/ieHYeCcKol JoKyMeHTaLMu. 3.3. YHU(ULMpPOBaHHbIe (OpPMBbI OTpac/ieBoi
2 3 okyMeHTauuu. 3.4. O61ve TpeGoBaHMUS K IOPUANUECKOM Crle ¥ 0OPM/IEHHIO JOKYMEHTOB. 27.5 1.5 0.5 1 26 25
3.5. Tpe6oBanusi K 0h)OPM/IEHHIO YIIPaBIeHUECKNX JOKYMeHTOB. 3.6. BlaHK JOKyMeHTa 1 ero
pasHOBUAHOCTH. 3.7. OcobeHHOCTH 0()OPMJIEHHSI MHOTOCTPAaHUYHBIX JJOKYMEHTOB. 3.8.
TTporokosnbl. 3.9. Aktbl. 3.10. [ToknazHble 1 0ObSICHUTE/IbHBIE 3aITUCKH, 3asB/IEHHs], CIPABKH.
3.11. PacriopsiguTesibHble JOKYMeHTBI. 3.12. OpraHu3aljioHHO-[IPaBOBbIe JOKYMEHTBI.
Paspen 4. Opranusanusi JoKyMeHTooGopoTa. 4.1. Tenerpammsl. TesieOHHOrPaMMBbI.
®akcorpammel. 4.2 CoobijeHns 3meKTpoHHOM mouTsl. 4.3. Odopmienue mucem. 4.4. [Tonstre
2 3 ¥ XapaKTepHCTHKH JI0KyMeHT0060poTa. 4.5. Drarbl oKyMeHTo060poTa. 4.6. OpraHusars 27.5 1.5 0.5 1 26 25
paboThI C/y>XObI JJOKyMeHTaLMOHHOT0 obecrieueHys yrpapeHus. 4.7. KoMruiekc Ka/jpoBoit
JIOKYMEHTALMU.
Bcero 3a 3 cemecTp 108 6 2 4 102 100
Bcero no gucuun/inHe 108 6 2 4 102 100
3.2. AyAMTOPHBIA NPAaKTHKYM
Oo0neMm,
Ne Homep u HauMeHOBaHMe pa3jena
Tema NMPAKTHYE€CKOIr'o 3dHATHUA ayA.
n/n AUCIHHUII/TUHBI
gacoB
1 Pa3,qe11 1. YHpaBJIEquCKaH u OCl)I/ICHaS[ TGCTI/IPOBaHI/Ie T10 paszeiny. 0.5
AedaTe/IbHOCTh. OcHOBHBIE TTOHSATUS o
) JIOKYMEHTHPOBAHKsI YIIPaB JTeHYeCKOU HPOEKTI/IPOBBHI/IE OpraHMU3dllMOHHOU CTPYKTYDhI 0.5
JeSTeTbHOCTH. OpraHu3alru. Cucrema yIripaB/ieHHs JOKYMEHTaMU.
Pa3zpen 2. HopmaruBHO-TIpaBoBasi 6asa
3 A p P N TecTupoBaHue 110 pasjeny. 0.5
JOKYMEHTHPOBAHUA YIIPAB/I€HUECKON
[aesaTe/IbHOCTH. Cucremsbl o
4 OO111epOCCHIICKHE CUCTEMBI ZIOKyMEHTAI|H. 0.5
AOKYMEHTaLll1uN.
5 TecTupoBaHue 1o paszeny. 0.5
Paszpen 3. CucreMsl JOKyMeHTaLMK. 06 P = DAAETY.
NHCKHe CUCTeMbI KyMeHTallu.
OcobeHHOCTH 0hopMyIeHUsT HarboJiee I IHEPOCCHHUCKIE CHCTEMBI /IOKyMEHTALY
6 PacCripoCTpaHEHHBIX BUJ0B POEKTHPOBaHHE U OCbOpMJ'IEHI/Ie KapTong 05
OpraHM3aLIOHHO-PaCTIOPS/IUTENBHBIX OpraHu3alyu, EPOAO]IBHOFO " YIJIOBOT'O OJIaHKOB .
JIOKYMEHTOB. OpraHu3alyu. 1 IpOeKTHpPOBaHKE U O(l)OpM]'[EHI/Ie
Imcem.
7 TecTupoBaHue 1o paszeny. 0.5
IT KTHPOBaHNE U MJIeHHne IT1MceM.
Pazpen 4. Opranuzanys Hpoe poBaHue 1 0(opMIIeHHe MHce 5
) ,[[OKYMEHTOO6OPOTE:1. POEKTHPOBaHHE U OCbOpMJ'IEHI/Ie TI0J/I0’KeHHUd O 0.5
oTaere. HPOGKTI/IPOBaHI/Ie n OClJOpMJ'IEHPIE IITaTHOTO
pacrircaHus, KaJpOBbIX TOKYMEHTOB.
Bcero 3a 3 cemectp 4
3.3. CamocrosTennbHas pabdora crygenrta (CPC)
[ | I
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Ne Homep u HauMeHOBaHHe pa3jesa Copep)xaHue yueGHOro 3ajaHus Oo0nemMm,
n/n JAUCLMIITUHBI 4acoB
Pa3men 1. YripaBneHueckast ¥ obucHast YrnybnénHoe u3ydeHue U pepeprpoBaHye
|  |AeATENILHOCTE. OcHOBHBIe IOHATHUS CrieLlabHOM JIUTeparypsbl, JIEKLMOHHOIO 25
[OKYMEHTHPOBaHUs yIpaBieH4YeCcKOi MarepuaJia 110 Bonpocam pasfena 1;
JlesiTe/IbHOCTH. MOJrOTOBKA K TECTUPOBAHUIO U 3a4eTy.
Pazgen 2. HopmaTtuBHO-TIpaBoBasi 6asa YFJ'Iy6]'IéHHOS M3yueHne u peQepuposarvie
2 |IOKYMEeHTHPOBaHUS yIIpaBjieHueCKon CTCHHA/LHOM JIATEPATY DL, HeKqHOl_{HOFO 25
MarepuaJa 110 BOIpocaM pasgena 2;
JesaTebHOCTH. CHCTeMbl JOKYMeHTAaLH.
MO rOTOBKA K TECTUPOBAHUIO U 3aUeTy.
Pasgen 3. CucreMsl JOKyMeHTal N, YrnybnénHoe uzydyeHue v peeprpoBaHie
3 Ocobennoctu oopmiieHus: Haubosee crieLiManbHON IMTepaTyphl, JIEKLMOHHOTO 26
pacrnpocTpaHeHHbIX BU/I0B OpraHU3aljMOHHO- [MaTepyra’ia 110 BOIpocaM pasgena 3;
pacropsiiuTe/IbHbIX JOKYMEHTOB. MIOATOTOBKA K TeCTUPOBAHUIO U 3a4eTy.
YrnybnénHoe usyueHue u pedeprupoBaHrie
4  |Pa3gen 4. OpraHu3sanysi JOKyMeHTO000poTa. CrEHHA/ILHOM JIATEDATYDDL, neKuHOI'{HOFO 26
Marepua’ia 10 BOIpocam paspena 4;
MIOJrOTOBKA K TeCTUPOBAHUIO U 3a4eTy.
Bcero 3a 3 cemectp 102
4. ®OPMbI KOHTPOJISI OCBOEHUSA TNCLUIIJINHBI
CEMECTP HEJE/IM CEMECTPA
1} 2 |3] 4 |5/ 6|7 8 (9/10| 11 (12|13 14 |15| 16 17
3 Tect Tecr | |AP| | Tect | | AP | Tect Tect AP | Bomp. 3ay, 3au.

YcnoBHbIe 0003HAYEHUS:
e JIP — aparHOCTHUeCKasi paboTa;
e Tect — TecT;
Bomp. 3au — BOIIpOCH! K 3a4eTy;
¢ 3au. — 3aYeT.

TeKyIuii KOHTPOJIb YCIIEBAEMOCTH CTY/[eHTOB TIPOBOJJUTCS B JUCKPETHBLIE BpEMeHHbIE UHTEPBAJIb B
cnenyromx dpopmax:

JMarHoCTUYeckKas pabora;
TECT;
BOTIPOCHI K 3aUeTy.

IIpome)xyTouHas arTecTanusi IIPOBOJUTCS B (hopMax:

3a4yeTt.
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5. YYEBHO-METOJIMYECKOE 1 THO®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas JiMTeparypa no JUCLUILIMHE:

1. . K. KopHees, A. B. ITienko, B. A. Mamypies. . JJoKyMeHTHpOBaHHe yIpaBlIeHYeCKOU [esTeTbHOCTH.
Mockga: FOpaiiT, 2022, a51. pec.

2. W. H. Ky3HenoB. . [loKyMeHTaIlMOHHOE 00ecIieueHue yrpasjeHus nepcoHanoM. Mocksa: FOpaiit, 2019,
3J1. pec.

3. W. H. Ky3HeL0B. . JloKyMeHTaLMOHHOe obecrieueHue yrpasjieHus. JJoKkyMeHToo00poT 1
JenornpousBogcTBo. Mocksa: FOpaiit, 2022, s51. pec.

4. 1. YO. KpbuioBa. . [IoKkyMeHTHPOBaHUe yTripaBieHueckoi fgesrenbHocTH. CI16.: Busnec-mipecca, 2004, 5
3K3.

5. H. A. JIeicenko, b. FO. Cepbunosckuii, C. H. LlpeTkoBa. . [IoKyMeHTUPOBaHHe yIipaBieHYeCKOH
JleTeJIbHOCTU Ha MPeATpUsiTUU: [e0MPOU3BOACTBO U KoppecnoHaeHus. Poctos H/[: MapT, 2002, 5
3K3.

6. T. A. KazakeBuy, A. . Tkamuu. . [JokymeHTOBe/ieHe. [JoKyMeHTalMOHHbIN cepBUC. MockBa: FOpaitt,
2022, sn. pec.

5.2. JlorionHUTe/IbHAs IUTepaTypa Mo AUCLUIIIMHE:
1. H. I1. Kprokoga. . [lokyMeHTHpOBaHKe yIipaBaeHuecKol fesitenisHOCTA. M.: UH®PA-M, 2008, 3 3k3.
5.3. Ilepuoguueckue u3gaHus:

1. ABTOMAaTH3a1Ms MMPOLeCCOB YIIPaB/IeHUS;
2. KagpoBoe geno.

5.4. TlepeueHb peCypcoB UH(POPMAI[MOHHO-TEIEKOMMYHHUKAITMOHHOMN ceTy "VIHTepHeT", He0OXOAUMBIX /1/1sT
OCBOEHUS! TUCLIATUIMHBI, 3/IeKTPOHHBIE OMO/THOTeUHbIE CUCTEMBI:

1. https://library.voenmeh.ru — ®yHziameHTabHast 6ubnuoreka BI' TY « BOEHMEX» um. [1.®. YcTHHOBa];
2. https://urait.ru — O6pa3oBarenbHas ratdopma «FOpaiiT». [ By30B U CCy30B..

CoBpemeHHbIe TIpo¢eCccHOHabHBIe 0a3bl JAHHBIX:

1. https://rusneb.ru — HaivioHaibHast 3/1eKTpoHHast oubmoreka (HOB);

2. https://cyberleninka.ru/ - HayuHas s/ekTpoHHas 6ubmoreka « KubepieHHHKa»;
http://www.rfbr.ru/rffi/ru/library - TTonmHoTeKkcTOBast 3/1eKTpoHHast buboTeka Poccutickoro douia
(byHIaMeHTalbHBIX UCC/Ie[IOBAaHUT.

VHdopmalioHHble CIIpaBOYHble CHCTEMBI:
1. Texakcriept — MHbOPMaLMOHHBIN TIOPTa/ TEXHUYECKOTO pery/iupoBaHust: HopMel, mpaBuia, CTaHAapThI
P®D;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCTog
cobctBenHol reHepatyi BI'TY "BOEHMEX" um. []. ®@. YCTHHOBa;
3. http://www.consultant.ru/- Kouncynsraatllntoc- nvHGOpMaLlMOHHBIN TOPTas MPABOBOI WHGOPMALIUH.
5.5. IIporpaMMHOe 0becIieueHHe:
He TpeOyeTcsi.

5.6. I opmarioHHbIe TEXHOJIOTUH:

B3auMogelicTBre ¢ obyuaroumucs nocpegcteom SMOC Moodle BT TY «k BOEHMEX» um. [.®. YcTuHOBA.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. JleKijnoHHbIE 3aHATHSA:

CreLa/IM3UpOBaHHbIe TpeOOBaHus 110 000PYZAOBaHMIO OTCYTCTBYIOT; ayAUTOPHUS C TIOCAZOUHBIMU
MeCTaMHU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.2. IIpakTHyeckue 3aHATHA:

1. ITpoekTop;
2. lHTepakTHBHas J0CKa.

6.3. Ilpouee:

1. pabouee MecTo rperiofaBaress, OCHaIleHHOe KOMITBIOTEPOM C JJOCTYNoM B VIHTepHerT;
2. pabourie MecTa CTYA€HTOB, OCHaIL|eHHbIe KOMITBEOTEPAMU C JOCTYTIOM B VIHTepHeT, npe/jHa3HaueHHbIe
I paboThI B 57IEKTPOHHOM 06pa3oBaTeNbHOU cpejie.



ITpunoxenue 1
K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

AnHoTanusa paboueii nporpaMMsl

Iucipnmuda JOKYMEHTUPOBAHUE YITPABIEHUYECKOM JEATE/IBHOCTHU spnsercs
JUCLUIIMHON YacTH, (JOpMHPYeMOH yYaCcTHHMKaMH 00pa3oBaTe/IbHBIX OTHOIIEHHH 0/10Ka 1, mporpaMmbl
TOATOTOBKK 10 HampasieHuto 38.04.02 MeHedxcmenm. [ucLUIIIMHA peanu3yeTcs Ha Qakynbrete P
MexayHapoZHOrO TIPOMBILUIEHHOIO MeHepkMeHTa ¥ KoMMmyHuKauuu BI'TY "BOEHMEX" um. [I.®.
Ycrunosa kadenpoii P1 MEHE/DKMEHT OPTAHU3ALIVN.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
TICK-1.3 crocobHOCTh OCYIeCTBAST, COOpP W aHa/MW3 JIAHHBIX M0 BBITIOJHEHUIO0 pa3pabO0TaHHBIX TIIAHOB,
06paboTKy uWH(OpPMAIMU C TIOMOIIBI0 COBPEMEHHBIX WH(OPMAI[UOHHBIX TEXHOJOTHH, COCTaBIeHHEe
aHa/IMTUYeCKOro OTUeTa.

CopeprkaHre TUCHUIIMHBI OXBAaThIBaeT KPYT BOMPOCOB, CBSI3aHHBIX C JOKYMEHTHPOBAHKEM U C OpraHu3aleit
paboThI ¢ 0UIMATBHBIMU JOKYMEHTAMHU.

[IporpamMmoii JUCLUITIMHEI TTPelyCMOTPEHBI CJle/IyIollie BUABI KOHTPOJIA:

TeKyuii KOHTPOJIb YCIIEBAEMOCTH CTY/[eHTOB TIPOBOJJUTCS B JUCKPETHBIE BpeMEHHbIE NHTEPBAJIBI B
cnenyromux dhopmMax:
e MArHOCTUYECKas paboTa;
* TEcCT;
¢ BOIMPOCHI K 3aYeTy.

HpOMe)Ky'TOIIHaH dTTeCcTalUus ITPOBOAUTCA B (bopMaX:
® 3adyeT.

OO01jast TPyZI0EMKOCTh OCBOEHHSI AUCLUIUIMHBI cocTaBiasger 3 3.e., 108 u. TIporpamMMol AWUCIUTUTUHBI

MpeJyCMOTPEHBI JIEKIIMOHHbIE 3aHATHS (2 W.), TpakTUUecKwe 3aHATUSA (4 4Y.), caMmocTosTe/nbHas paboTta
cryzaenra (102 ua).
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IIpunoxenue 2

K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUA

PekoMeH/Jaliiy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBigeT 108 4., U3 HUX 6 4. ayAUTOPHBIX 3aHATUH, U 102 u.,
OTBe/|eHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeHzIalIK  TI0  pacripe/ie/ieHHI0  yueOHOTO BpeMeHU M0 BHJ]AM CAMOCTOSITE/TbHOM paboThl M
pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI IIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTPOJIe YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcsl.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUs TIPYBe/ieHbl B TPUIOKeHHH 3 K Paboueii mporpamme.

HaumeHoBaH#e padoThI

PekoMeHpyemasi 1uTeparypa

TpyRoeMKOCTB,
Jac.

Paszpes 1. YnpapieHuecKas 4 oducHasi feATeIbHOCTb. OCHOBHBIE IIOHATHSA A0KYMEHTHPOBaHUSA
ynpaB/ieH4YeCKOii /leATe/IbHOCTH.

Yry6néHHOE U3yueHue U
pedeprpoBaHye CrieljanbHON

T. A. Kazakeuu, A. W. Tkanuu. .
[oxkymeHToBeleHHe. [JOKyMeHTalliOHHbBIN CePBUC:
Mocksa: FOpaiit, 2022 (1,2)

/IATEPATYPBL, neKuHOHH?FO MaTepUana |y g Kopsees, A. B. ITiienko, B. A. Mamypues. . 25
T0 BOIIpocaM pasfiena 1; moAroToBka K .
TECTHDOBAHIIO 1 3aue JJoKymMeHTHpOBaHHe yTpaB/ieH4eCKOU
P B JesTenpHOCTH: Mockga: FOpaiit, 2022 (1,2)
Wroro no pasgeny 1 25

Pa3nen 2. HOpMaTI/lBHO-l'lpaBOBaH 0asa AOKYMEHTHUPOBAHUA ynpaBnenqecxoifl AeATe/IbHOCTH. Cucrembl

JAOKyMEeHTaLHH.

Yrny6néHHoe n3ydeHve u
pedeprpoBaHye crieraabHON

M. H. Ky3He10B. . [JoKyMeHTallMOHHOe
obecrnieueHue yripaBeHUs epcoHasoM: Mockga:
FOpaiit, 2019 (1,2)

/IUTEDATYPBL, JISKIMOHHOTO MATEPUATA |y -y Kopnees, A. B. ITmenko, B. A. Mamypues. . 25
10 BOTMIpOCaM paszesa 2; ToroToBKa K ,HOKyMeI,{THpOBaHHe ynl;aBneHHECKoﬁ
TECTHPOBAHMIO 1 3AUETY. JesTenpHOCTU: MockBa: FOpaiit, 2022 (2)

Wroro no pasgeny 2 25

Pazgen 3. Cucremsl foKymMeHTanuu. OcodeHHocTH 0hopMIeHHs Hanbo/iee pacIpPOCTPaHEHHBIX BUOB
OpraHU3aLOHHO-PACHOPSANTE/TbHBIX I0KYMEHTOB.

Yry6néHHoe U3ydeHre U
pedepupoBaHUe CrielaabHON
JIUTEepaTyphl, TEKLIUOHHOTO MaTepHara
TI0 BOIpocaM pasziesia 3; MOJroToBKa K
TeCTUPOBAHUIO U 3aueTy.

N. K. Koprees, A. B. ITiienko, B. A. Mamypies. .
JoKymMeHTHpOBaHMe yTpaBjieHueCKOM
nesitesibHOCTH: MockBa: FOpaiit, 2022 (2,3)

N. H. KysHeroB. . JJoKyMeHTaLlMOHHOE
obecrieueHue yrpasieHust. [IoKkyMeHTO000pOT U
Jenonpou3BozacTBo: Mocksa: FOpaiit, 2022 (2)
N. FO. Kpeuioga. . [JoKyMeHTHpOBaHKe
yrpaBieHueckon aestenbHocTr: CII6.: BusHec-
mpecca, 2004 (1,2,3)

H. A. Jlvicenko, b. FO. CepbunoBckuii, C. H.
IIBeTKOBa. . [JOKyMeHTHpOBaHHe yTipaB/ieH4eCKOU
JlesiITeJIbHOCTY Ha TIPeATPUSTUN: [e/I0NIPOM3BOJCTBO
1 koppecnoHgeHuus: Poctos v/[1: MapT, 2002

(1,2,3)

26

Wrtoro no pa3geny 3

26

Pazgen 4. Opranu3sanus A0KyMeHT0000poTa.

Yrny6néHHoe u3yueHue 1
pedepupoBaHUe CrieluaabHOMN
JIUTEPATYPhl, JIEKIIMOHHOTO MaTepuaa
10 BOTIPOCaM pasZiena 4; oAroToBKa K
TeCTHPOBAHUIO U 3aYeTy.

N. 1O. Kpsuioga. . [JokymeHTHpOBaHUe
yTmpaeJieH4Yeckoi fesitesbHOCTH: CII6.: BusHec-
npecca, 2004 (1,2,3)

H. I1. Kprokoga. . [lIoKkyMeHTUpOBaHue
ynpaBieH4Yeckoil festenbHoCTH: M.: UHDPA-M,

11
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2008 (3)

N. H. KysHewoB. . JJoKyMeHTaLlMOHHOE
obecrieueHue yrpaBieHust. [loKkyMeHTO000pOT U
JenonpousBozcTBo: Mocksa: FOpaiit, 2022 (3)
T. A. KazakeBuu, A. . Tkamuu. .

Mocksa: FOpaiiT, 2022 (2)

JoKyMeHTHpOBaHWe yrpaBieHueCKoi
nesitenbHOCTH: MockBa: FOpaiit, 2022 (3,4)

[okymeHToBejeHHe. [JOKyMeHTallMOHHbBIN CePBUC:

N. K. Kopnees, A. B. [Timenko, B. A. Mamypies. .

Wrtoro no pasgeny 4

26

12

24929




IIpunoxenue 3
K paboueli mporpaMme JUCHATTHHBI
JOKYMEHTHPOBAHME YIIPAB/IEHUECKOU JESATEJIBHOCTHU

®OH/J] OODEHOYHBIX CPECTB

®oH/[| O1[eHOYHBIX CPe/CTB, MO3BOJISIOIIHE OL[eHUThL Pe3y/IbTaThl 06yUeHH s 10 JaHHOM AUCIUIT/IMHE, BKIFOYAIOT
B ce0s:

e UarHocTUYecKas paborta

* TecCT;
e BOTPOCHI K 3aUeTy;
e 3aUeT.

Kputepuu oneHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SMOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee yeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBUILHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarysl.

Tect

1) PekBU3UT JOKYMEHTa — 3TO
a) ero OTJe/IbHBIN 3/IeEMEHT;
6) yacThb C/1y)keOHOTO TIUChMa;
B) UpMeHHbIH O/1aHK.

2) «/1en10mpou3BOACTBO» - 3TO:

a) CUCTeM XpaHeHUs JJOKYMEHTOB;

0) cocTaBneHue JOKyMEHTOB;

B) JOKyMeHTHPOBaHHe U OpraHu3aLyist paboThl C JOKyMeHTaMH.

3) B KakoM cnyyae npaBUIbHO 0(OpM/IEH PEKBU3UT «AJjpecaT»:
a) Iupextopy OOO «/[luzaitH-A»

B.A. JlaryauHo# 6) dupekTtopy HITJI

PycakoBy Bany ®enoposuuy

B) 301265, Tynbckast 061,

rto Jlunku, KupeeBckuii p-H,

yn. Cagosas, [. 5, kB. 12

O6pa3zuosy O.I1. 1) E.M. XKyk

yin. UypuHa, 1.14, k8.1,

r. HoBoypasibck,

CaepzyioBcKast 001., 624130

4) Kakum o06pa3om odopmiisieTcsi peKBU3UT «AZipecaT» B CIydae, eC/ivd IOKyMeHT afpecyeTcs: hu3nueCcKoMy
mauy? IlpuBeauTe npumep.

5) Kakum o6pa3oM oopMiIsieTCst PEKBU3UT «AJIpecar» B C/Iydae, eC/IU JOKYMEHT afIpecyeTcsl KOHKPETHOMY
JopkHOoCTHOMY vy ? [lpuBesuTe ripumep.

6) KakrM ob6pa3om odopMsieTcst pEKBU3UT «AJIpecaT» B Clyuae, ecjid JOKYMEHT aJipecyeTcsl OpraHu3alivu B
uesiom? IlpuBeauTe nprumep.

7) TIpu afipecoBaHUM YaCTHOMY (DH3HUeCKOMY JIMIY UHULIMAbI YKa3bIBAIOT:
a) nepen amuied;
0) mocsie paMuIum.

8) B xakom ciyuae rpaBUIBHO 0()OpMIIeH PeKBU3UT «IloAmuch»:
a) Pextop ITirenos I1.M. ITiieHoB

0) dupekTop 11KoJbl Ne 432 CrivifpiHa CrinribiHa @.1.

B) I'maBHbIi Oyxrantep BepeekuHa BepekuHa C.A.

Hupextrop MI'Y Boponos Boponos I1.B.

r) JupekTop mkossl Ne 45 noanuce FO.I'. [lemnHOB

HupexTop 1ikosbl Ne 56 moanvck M.U. PribkuHa
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1) Oupekrop mrkombl Ne 31 [TupekTop 1ikosisl Ne 87
Amuk A.A. Kwmypkuna O.I1.

9) B kakom ciyuae MpaBUILHO 0(hOpMIIeH PeKBU3UT «I10ATTHUCE» (BO BPEMSI OTCYT-CTBUS PYKOBOJUTEISI
JOKYMEHT TO/NIMChIBAETCS 3aMeCTUTe/IeM, HCTIOHAIOIUM 00513aHHOCTH PYKOBOZAWTETS):

a) 3a /Iupektopa A.N. CugopoB
(moxmuck ero 3ama [leTpoga)

6) [upekTop AWM. Cuzopos

(mopnuck ero 3ama [leTposa)

B) 1.0. nupekTopa O.M. Iletpos

(TMuHast TOATMCH 3aMeCTUTe IS AUPeKTopa)

10) B kakoM ciydae rnpaBUibHO oopmiieH peKBU3UT «OTMETKA 0 HAJTUUWH TIPUIOXKEHUSI», €C/TU B TEKCTE
comnpoBoguTenbHOro nricbMa HE yriomuHanock o npyioskKeHnu:

a) [Ipunoxenue:

1. Ionoxenrie 00 YrpaBieHWW PerMoHaIBLHOTO KPeAWTOBaHMS Ha 5 /1. B 1 9K3.

2. [IpaBur/a MoAroToBKYU 1 0(hopMiieHHs JOKYMEHTOB YTIpaB/ieHUsl perMoHaabHOT0 KpeAuTOBaHus Ha 7 /1. B 2
9K3.

6) ITpunoxkenue: Ha 6 /1. B 1 9K3.

11) B kakoM cytydae mpaBHUILHO O0(OPMIIEH PeKBU3UT «OTMeTKa 0 HaIMUMU TIPUIOXKEHUSI», eCJTH B TEKCTe
CONPOBOJUTEILHOIO IUCbMa YIIOMUHAIOCh O IPUJIOXKEHUU:

a) [MpunoxeHue:

1. TTonoxeHre 00 YIpaBjaeHUY PerMOHA/ILHOTO KPeJUTOBaHUsA Ha 5 J1. B 1 9K3.

2. [IpaBua MoAroTOBKYU 1 0hopMIeHHs JOKYMEHTOB YTIpaB/ieHUs! perMOHaIbHOTO KpeAUTOBaHus Ha 7 /1. B 2
9K3.

06) Ipunoxenue: Ha 6 /1. B 1 3k3.

12) C kakoii Lenbio Ha CTy»KeOHOM TTHCbMe YKa3bIBalOT (GaMUIKI0 U Tesie)OH UCTIOTHUTe-JIS:
a) [I71s1 OTIePAaTUBHOMN CBSI3U C UCTIONTHUTEJIEM;
0) /1S IPUAAHUS IOKYMEHTY FOPU/IUeCKOU CHJTBI.

13) Inan pabotsl nHCTUTYTa Ha 2004-2005 yueOHBIN ro7 yTBEPKJAeTCs PellieHneM TefaroruyecKoro CoBeTa.
B kakoM cityuyae NpaBWIbLHO 0(pOpPM/IEH PEKBU3UT «I pUQ yTBepKAeHUs JOKYMEHTa»:

a) YTBEPXKAIO Pemienvie negaroruueckoro coBeta ot 12.08.2004 1. Ne 14;

0) YITBEP)X/IEH Peinienvem nefaroruueckoro copeta ot 12.08.2004 Ne 14,

B) YTBEP)K/IEH Perienue nemarorudeckoro coBera ot 112.08.2004 1. Ne 14;

r) YITBEPXXEH Pemenuem negaroruueckoro coseta oT 12.08.2004 r. Ne 14.

14) TlepeuunciuTe cocTaBHbIe YacTy peKBU3uTa «I prd cormacoBaHus»
15) KakoBbI cocTaBHbIe UacTH peKBu3nTa «Bu3a coryacoBanusi»? Ilepeunciiire

16) PekBu3uT «I'prc cornacoBanusi» 0opMIISeTCs CieyoIM 00pa3om:
a) COIJIACOBAHO

Pektop ®@uHaHCOBOI akajeMUu

ripu [IpaButenscTBe Poccuiickoit Pesepariyin

Opnos C.B. Opnos

31.07.2020 6) PykoBoguTe b FOPUAMUECKOTO OT/ie/1a

CemeHrok A.B. CemeHIOK

31.07.2020

17) PekBu3sut «Bu3a cornacoBadusi» 0(hOpMIISIOT CJIe/IVIOIIUM 00pa3oM:

a) COIJIACOBAHO

Pektop ®uHaHCOBOI akafieMUu

nipu [IpaButenbctBe Poccuiickont ®enepaliyuu

Opios C.B. Opsios

31.07.2020 6) PykoBOgUTE b IOPUAMUECKOTO OT/e/1a

Cementok A.B. CemeHIOK

31.07.2020

18) C romoIIibo Kakoro peKBu3uTa 0hopM/IsieTCsT BHEIIIHee COTVIaCOBaHMe JOKYMeHTa:
a) BU3a COT/IaCOBaHUS;

6) rpuc cormacoBaHusl.
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19) C noMoIIpr0 KakoTo peKBU3UTa 0(hOPMIISIETCS COT/IaCOBaHHMe JOKYMeHTa BHYTPH Opra-HU3aluu:
a) BU3a COIJIaCOBaHUS;
0) rpud coracoBaHusl.

20) B kakoM cityuae npaBuWIbHO 0dopMiieH peKBU3UT «OTMeTKa O 3aBepeHUH KOTTHUM»:
a) Bepno: Unacniektop Otaena kKagpoB 3uHyeHko M.JI. 3uHUEHKO

6) Bepuo MHucniektop OTzena KazfpoB 3uHueHKO M.JI. 3uHUEeHKO

B) BepHo NHcnekTop OtAena kazpos 3uHueHKo M.JI. 3uHyeHko 25.12.2020 r.

r) BepHo Uncniektop Otzena kagpoB 3uHueHko M.J1. 3uHueHko 25.12.2020

1) BepHo Uncnektop OTAena KaipoB 3uHueHKo 3uHueHko M.JI. 25.12.2020

21) Kakvie peKBH3UTHI PacIiolaratoTcs B IpaBOM BepXHEM YITIy JOKYMEHTa:
a) HavMeHOBaHUe OpraHu3aluy;

6) rpud yTBEpXKIeHNS;

B) /laTa JOKYMEHTa;

') OTMeTKa 00 MCIIO/THUTEJTE;

1) MeCTO COCTaBJIeHUsI IOKyMeHTa.

23) K BujiaM OJIaHKOB OTHOCSITCSL:

a) 6yaHK CTy»kKeOHOTO TMCHMA;

0) 61aHK KOHKPETHOTO BUJia IOKyMeHTa;
B) 001U G/1aHK;

r) 671aHK CTPYKTYPHOTO MOApa3/ie/IeH s
1) IO/DKHOCTHOM O/1aHK;

€) BCe BBIIIENepeurc/IeHHbIE BU/IBL.

24) B KakoM c/lydae COCTaB/ISAIOT CIIMCOK-PaCcChIIKY?
a) ey yKa3sbiBaetcsi 6osiee 0fHOTO afpecara;

0) ecnu yka3bIBaeTCst O0jiee UeTHIPEX a/[PeCaTOB;

B) eC/IU yKa3bIBaeTcs Oosiee TISITH afipecaTos;

T) ec/v yKa3bIBaeTcsi bomee ZIByX afipecaTos.

25) PekBu3ut «HaumeHoBaHUe BUJa JOKyMeHTa» 0(OPMIISIOT:
a) MPOIUCHLIMU OyKBamu;

0) cTpouHBIMHU OyKBaMu;

B) MepBasi - poIMcHasi OyKBa, MOC/eyIOIIYe — CTPOUHBIE.

26) 3aueM B JIOKyMEHTaX BbIZIE/ISIOT C/Ty)KeOHbIe ToiA?

27) Omnipefienute, TPAaBUIBLHO JM YKa3aHbI pa3Mephl 1ojield CTy»keOHbIX JOKyMeHTOB. [1pu BhIsiB/IeHWH OIMOKA
HaMWIIMTe B TIPABOM YacTH TabMULBI TIPAaBW/IBHLIM BapUAHT OTBETA.

Pa3mepsl noneli, mm I1paBUIbHBINA OTBET

JleBoe — 25
ITpasoe — 20
Bepxnee — 20

Hwxuee - 20

28) CyiyecTByeT cefyrollee KOJMUeCTBO PEKBU3UTOB:
a) 29;
06) 30;
B) 31.

TecTrpoBaHue TIPOBOAUTCSA 110 TeMaM 1, 2, 3, 5, 6 1 7 pa3zenaM AuUCLUILIMHBL. B TecTe ro 20 Bompocos.
Kputepuu olleHUBaHUsI: TP BEPHOM OTBETe Ha BOIIPOC TeCTa NpocTasyseTcs 1 6asi, npu HeBepHOM — 0
6anoB.

MakcumasbHOe KOMuecTBO 6asiyioB 1o TecTaM cocTtaeiser 120.

[TpumephI TeCTOBBIX 3afjaHuii puBeZieHbl B Y MK AUCLIATLIMHBL.

Iy momycKa K 3aueTy CTYAEHT /I0/DKEH UMeThb 3a TeCTUPOBaHue He Hike 61 6amta (50% +1).

Bonpocs! k 3auery
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1. Ba3oBble MOHATHSA YIIPABI€HUECKOH JIesITeTbHOCTH: CUCTEMA, CBOMCTBA CUCTEMBI, 00I1asi cxema 1
CTPYKTypa CUCTeMBbI yIIpaB/IeHuUs];
. [loHATre 1 XapaKTepuCTHUKU yTipaB/ieHueCKOU U 0(pMCHOM 1eATebHOCTH;
. [IpocTpaHcTBEHHbIE XapaKTepPUCTUKU OUCHOM [iesITeTbHOCTH;
. BpemeHHbIe XapaKTepHUCTUKY OPUCHON esTe/TbHOCTH;
. KagipoBbie XapakTepucTUKY 0hHUCHOU JesiTeTbHOCTH;
. [JOKyMeHT U ero xapakTepUCTHKY;
. YripaB/ieHHe JOKyMeHTaMuy;
. Cucrema ympasrieHus JOKyMeHTaMy;
. BuJpl HOpMaTUBHO-TIPaBOBLIX JOKYMEHTOB U UX OIpe/ie/IeHUs;
0. TTpaBoBast 6a3a JOKYMeHTHPOBAHUs yTIPAaBIeHUYeCKOH /e TeTbHOCTH;
. O01IepOCCHIACKHE CUCTEMBI JOKYMEHTALINY;
. YHUGULIMPOBaHHBIE CUCTEMBI YIIPaBIeHueCKON TOKyMeHTall1H;
. [TonsiTre TenerpaMMel. BUbl U1 0c06eHHOCTH 0)OPMIIEHHUST M OTTIPABKH TeJIerPaMM;
14. Tlonsarue TenedoHorpaMmbl. OcobeHHOCTH 0OPMIIeHHS 1 OTTIPABKU Tesle)OHOTpaMM;
15. TTonsaTue dakcorpamMmmel. Oco6eHHOCTH OQOPMIIEHHS U OTIIPaBKU daKcorpamm;
16. DnekTpoHHast TiouTa. PeKBU3UTHI COOOIIEHNS 3/IeKTPOHHOM MOYTHI M 0COOEHHOCTH MX 0(OpMJIeHHS;
17. TTucbMa, CBSi3aHHBIE C pPacIpOCTpaHeHreM MH(GOPMAIK: BBl U 0CO0EHHOCTH WX 0hOpMJIeHHS;
18. TTuckMa, cBsi3aHHbIe ¢ 0OpaIeHUsIMHU TI0 TIOBO/LY TeX WM WHBIX IeHCTBUI: BUZIBI U 0COOEHHOCTH UX
odopmieHus;
19. ITrcbMa-0TBeTHI: BU/BI K 0COOEHHOCTH UX 0()OPMIIEHHS;
20. [TrucbMa NpeTeH3UOHHOTO XapaKTepa: BBl M1 0CO0eHHOCTH MX 0(OpMIeHHS;
21. ITnucbMa, CBsI3aHHBIE C BbIPayKeHHEM BHUMaHUS M yUacTHs: BUJBI 1 0COOEHHOCTH MX OOPMITEHHUSI;
22. PekoMeH/iaTeTbHbIE W COTIPOBOUTE/bHBIE THChMa: XapaKTepUCTHKA U 0CO0eHHOCTH 0(opMIIeHHST;
23. XapaKTepUCTUKU U 3Tarlbl IOKYyMeHTO000pOTa;
24. KoMriieKkC KaipOBOM JOKyMEHTALUU: TJIaHOBasl JOKYMEeHTaLlsI;
25. KoMmriekc KaZipoBoii JOKyMeHTallMy: OpraHU3aljiOHHO-TIpaBoBasi JOKyMeHTalUs;
26. Komriiekc KafipoBoi AOKyMeHTaluU: MiepCoHa/bHas JOKyMeHTalus;
27. KoMIuiekc KaZipoBoii JOKyMeHTallMu: J0r0BOPHas JOKYMEeHTaLYs;
28. KoMmruiekc KaZipoBoit JOKyMeHTaLMU: pacriopsiiuTe/ibHast JOKyMeHTaLlus;
29. KoMmriekc KaZipoBoii I0OKyMeHTalWK: yueTHasi KaipoBasi JOKyMeHTaLUs;
30. KoMIiieke KaJpOBOU JIOKyMEeHTAI[|U: JOKYMEHTAIUS 110 YUeTy UCTIOIb30BaHUS pabouero BpeMeHH U
pacueToB C MepPCOHA/IOM TI0 OIiaTe TPYAa;
31. Komriekc KaipoBOi JOKyMeHTaL[MK: OTUeTHasi ¥ OTUETHO-CIIPaBOYHasl JOKYMeHTaLUs;
32. JokymMeHTHpOBaHUe TpreMa COTPYAHUKa Ha pabory;
33. [IoKyMeHTHUPOBaHKeE TIepeBO/ia COTPYHHUKA Ha JIPYTyIo paboTy;
34. [JoKyMeHTHPOBaHKE MOOIIPeHuUs1 pabOTHUKOB U HAIOXKeHHSs! TUCLIMTTMHAPHBIX B3bICKAHUMH;
35. JIoOKyMeHTHPOBaHUE YBOJbHEHUs PAaOOTHHKA.

R OO UTh, WN

==
w N =

3auert

VITOroBbI KOHTPO/Ib 110 JUCLIMIIMHE TIPOXOAUT B (hopMe 3aueTa. [lomyck K 3aueTy oopmiIsieTcs: IpU
YCJIOBUU TOJIHOTO BBITIOIHEHUSI BCEX MePOTPUSTHM, Ipe/lyCMOTPeHHbIX rpahMKOM KOHTPOJIbHBIX
MepPONpHUATHH.
3ayeT BK/IFOYaeT B ce0si OTBET Ha TeOPeTHUECKHe BOIIPOCHI.
O1jeHKa «3auTeHO» BbICTaB/ISAeTCs:
- TIPU pa3BepPHYTHIX U TOYHBIX OTBETOB Ha 2 TeOpeTHUeCKUX BOIPOCa U JOTOJHUTe/bHbIE BOMPOCHI
TperofiaBareis;
- TIPH TOUHOM ¥ TIOJTHOM OTBeTe Ha 1 TeopeTHueCKHii BOIIPOC C JOMyLjeHneM OIIHO0K 1 HeTOUHOCTeH Ipu
OTBeTe Ha 2 TeOpeTUYeCKU BOMPOC.
O1jeHKa «He 3aUuTeHO» BBICTABJISIETCS MPU HENPaBU/IBLHBIX OTBETaX Ha TeOpeTHYeCKHe BOMPOCHI.
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[MacriopT doH/1a OLIEHOUHBIX CPeJICTB
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Pazpen 1. YnpaBnenueckas u oducHas Tect

? 3 ACATE/NHLHOCTD. OcHOBHBIE IOHATHUSA ) 2%5!| 15 | 05 1 75 25 |Bompocs!

JOKYMEeHTHPOBaHHS yNpaB/ieHUeCKou

K 3aueTy
JAeATe/TbHOCTH.
Pa3zaen 2. HopmaTuBHo-mipaBoBasi 6a3za Tect

? 3 |AOKYMEHTHPOBAaHHS yNPaB/IeH eCKOH 265! 15 | 05 1 75 25 |Bompocs!
JeAaTe/bHOCTH. CHCTEeMBI

K 3aueTy
AOKYMeHTaLiH.
Pazpgen 3. Cucremsbl JOKyMeHTalMH.
Oco0ennocTu ohopmM/IeHHA HauboIee Tecr,

2 3 |pacrpocTpaHeHHbIX BU/IOB 27.5| 1.5 | 0.5 1 26 25  |Bompocsl
OpraHu3alOHHO-PaCHOPAAUTEe/IBHBIX K 3aueTy
JAOKYMEHTOB.

Pazgen 4. Opranusanus Tecr,

2 | 3 Aen 2. p “ 27501505 | 1 | 26 25  |Bompocsl
AOKYMEHT0000poTa.

K 3aueTy
Bcero 3a 3 cemecTp 108 | 6 2 4 102 100
Bcero no guciuminHe 108 | 6 2 4 102 100
17 24929




Kputepuu oneHuBaHus

IICK-1.3

Bonpocbl omkpbimoz20 muna:

Ne 1l [aiiTe orpefiesieHre MOHATUIO «JOKYMEHT».

Ne 2 Ha3oBuTe 0CHOBHBIE BU/IBI JOKYMEHTALMOHHBIX TTOTOKOB.

Ne 3 HazoBute ocHOBHbIe BU/IbI MH(OPMALIMOHHO-CITPABOUHBIX [JOKYMEHTOB.

Ne 4 B uem pa3HMIIa TaKUX JOKYMEHTOB, Kak CTy»KeOHast 3armcKa, JOK/IaZiHask 3aricKa,
00bsICHUTE/TbHAS 3aTICKA U TIOSICHUTE TbHAs 3aricKa’?

Ne 5 UTo Takoe peksaMalys?

Ne 6 [aiiTe orpefeneHe MOHATHUIO «J€/I0TIPOH3BO/ICTBO».

Ne 7 [TatiTe onpe/iesieHye MOHATHIO «/JOKYyMEHTO0O0pOT».

Ne 8 B uem 3ak/1r0uaroTCs OCHOBHBIE 33/aUM apXyBa OpraHu3aLuu?

Ne 9 Kakvmu npaBuiamu ciiefyeT pyKOBOZCTBOBAThCS IIPU OpraHU3aliui XpaHeH!s
IIOKYMEHTOB U (hOpMHUPOBAHUH [JIe/T?

Ne 10 Kakast 0TBeTCTBeHHOCTH IIpe/lyCMOTPEeHa 3a HapylleHue IopsiKa [peCTaB/IeHNs
CTaTACTUUECKON MH(OPMAIK B OPTaHbI TOCY/IapCTBEHHON CTaTUCTUKA?
Bonpocsbl 3akpbimozo muna:

Ne 1 UTo Takoe JOKYMeHT?

A) D10 Kakoi-mMb0 MaTepuabHBIA HOCUTE/L C UH(MOpMaLyel, 06/1a jaroIui
ornpeie/IeHHbIMUA PEKBU3UTaMU

b) OT0 HemaTepuasbHBIM aKTUB OpraHy3aLn
B) D10 GymMaskHBII JIUCT C HAHECEHHBIM Ha HETO IeYaTHbIM TEKCTOM

I') 310 0OBEKT MaTepUaIbLHOTO MUPA, KOTOPBINA COAEPXKUT KaKyt0-T1u00 WHGMOPMaLHIO,
Heo0XoUMYI0 A1 pabouero mpoiiecca
Ne 2 UTo nogHUMAaETCs 1o/, ayTEeHTUUHOCTBIO JOKYMEHTa?

A) Bo3MO>KHOCTh B /TH000Y MOMEHT yCTaHOBUTb MECTOHAXOXK/IEHHE JOKYMEHTa U
BOCIIPOM3BECTH €ro

b) OtcyTcTBHe pOMyIIeHHBIX CTPAHUL] B JOKYMEHTe
B) CooTBeTcTBHe JOKYMEHTa 3asiBJIEHHOMY

I') Hanuune y fOKyMeHTa peKBHU3HUTOB
Ne 3 Kakoi1 U3 nepeuric/ieHHbIX JOKyMEHTOB OTHOCHUTCS K TPYIIIe NepCOHaMbHbIX
[JOKYMEHTOB?

A) Cny>xeOHOE TTICEMO
b) KonnekTuBHBIN AOrOBOP
B) IlltaTtHOe pacnivcaHue

I') TpymoBast KHKKa
No 4 C KaKkoi 1]eJTbI0 COCTAaBISIeTCS AOK/IaJHast 3armrcKa?

A) C yenbio noOy>xaeHust afpecara COBepILUTb Kakoe-T10o fieficTBre
B) C esbio nHMOOPMHUPOBAHKUS PYKOBOZUTEIS 0 X07le paboyero rporiecca
B) C 1je/1b10 pa3bsiCHeHsI IPUUMH HEUCITOJTHEHUSI CBOUX JIO/DKHOCTHBIX 00SI3aHHOCTEH

I') C gesnbro 3anpoca uHbopMaum
Ne 5 Kako¥i JOKyMeHT HCII0/b3yeTcst 7t GUKCaLK Xo7ia 00Cy>KAeHNsI BOTIPOCOB U TIPUHSITHS
pelIeHrH Ha 3ace/jaHusIX U cOOpaHusX?

A) CripaBka
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Ne 6

Ne 7

Ne 10

B) IIporokon
B) Pernament

I') Beinucka
JlokasibHbIe HOPMAaTHUBHBIE aKThHI 3TO

A) 3akoHbI cyonekToB Poccutickoii ®epepanyu
b) ®enepanbHble 3aKOHBI
B) HopmaTuBHO-TIpaBOBbIE JOKYMEHTHI, IPUHUMAaeMble KOHKPeTHOUW OpraHu3alyei

I') Cny>xebHble MUCbMa
HomeHknarypa e 310:

A) TOKyMeHT, UCTIONb3YeTCs /il aHa/Ti3a COCTaBa U yueTa JBIKEeHUS KaJpOB

b) crivcok 3arosioBKOB [ies1, 3aBOJAMMBIX B OpraHM3aliH, C yKa3aHHeM CPOKOB UX
XpaHeHUst

B) moKyMeHT onpeenstomyi GoHA OrIaThl TPy/ja pabOTHUKOB

I') criucok pabOTHUKOB OpraHU3aiiu
IepcoHaspHBIE JaHHBIE 3TO:

A) IOKyMeHTBI, TIO/[ITOTOB/IEHHBIe PAOOTHUKOM 10 3aZiaHui0 paboTozaTesst WK B CBSI3U C
BBIMOJTHEHHEM CBOMX JIOJDKHOCTHBIX 00s13aHHOCTeH

B)pe3ynbrarTel UHTE/UIEKTYaIBHOM JedaTelbHOCTH PabOTHHKA

B) sT0 ntobas nadopmaLysi, OTHOCSILASICS TPSIMO WM KOCBEHHO K OTpeie/IeHHOMY
(hr3ryecKoMy ULy

') cBepienust, 06/1a jaroNIe peasbHON WU MOTeHI[UaTbHON KOMMepUeCKOU 1[eHHOCThIO B
C/Ie[ICTBYE HEM3BECTHOCTH TPETbUM JIUL[aM

Odepra 3T0:
A) nipegocTaBneHye rapaHTHs OT/IATHI 110 JOTOBOPY

b) npeanioxxeHue 0 3aK/TIOUEHUH JJOTOBOPA O COTPY/IHUUECTBE C yKa3aHUeM OCHOBHBIX
JeTasiel cllenKu

B) npexBapurenbHas cTafus repey obparieHreM B apOUTPaKHBIH CyZ, 10 GakTy
HapylleHus yCJI0BUM J0roBopa

I') omuH U3 BapraHTOB 6s1aroflapCTBEHHOTO MHChMa

Kaxoil 13 nepeuniciieHHbIX JOKYMEHTOB OTHOCUTCS K IPYIIIe PaclopsjUTebHbIX
JIOKyMEHTOB?

A) Cny>xebHOe TTMCEMO
b) Ilpuka3s o mpueme Ha paboTy
B) IlITaTHOE pacnvcaHue

I') TpynoBast KHIKKa
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