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PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
NTOKYMEHTHUPOBAHUE B ®U3NUYECKOM KY/IBTYPE U CITIOPTE

HamnpasyieHnue/cnenaaibHOCTb 49.03.01 dusnueckas KyJabTypa
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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)

49.03.01 ®usnueckas Ky/abTypa
rog, Habopa rpynrbl: 2024

IIporpamMmmMmy cocTaBuiI:

Kadenpa O5 ®U3NYECKOE BOCIIUTAHUE U CITIOPT
ConoBbéB Muxaun MakcumoBUY, K.Te/I.H., JOLIEHT

[Tporpamma paccMOTpeHa
Ha 3ace/jlaHUM Kadeapbl-pa3paboTurKa
paboueii mporpammel 05 PU3NYECKOE BOCIIUTAHUE U CITIOPT

3aBenyromuii kadenpoii 3uHoBbeB H.A., K.e[1.H., AOLI.

[Tporpamma paccMOTpeHa
Ha 3aceJJaHUM BBITyCKatolleit Kadeapsl

05 ®PU3NYECKOE BOCIIUTAHUME " CIIOPT

3aBepaytoimii Kadeapoii 3uHosseB H.A., K.1ief.H., A01I.




PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JTOKYMEHTHUPOBAHUE B ®U3NYECKOW KYJIBTYPE U CITOPTE

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:

ITICK-1.02 — crioco6HOCTh OCYIIEeCTBISATh PYKOBOZCTBO, KOOPAWHAIWIO, KOHTPOJIb U aHAU3 [IeITeTbHOCTH
(bM3KYBTYPHO-CIIOPTUBHOM OpraHu3aluiu

DOpMHUPOBaHHIO KOMITETEHI[UH CITY>KUT JOCTKEHUE CJIeIyIOLIUX Pe3y/IbTaToB 00pa30BaHus:
IICK-1.02

3HAHUS:

OCHOBBI JIOKYMEHTHUPOBAHUS B (DU3KY/IETYPHO-CIIOPTUBHOM OpraHU3ariii; HOPMaTUBHO-TIPABOBLIE aKThI
Y CTaHAAPTHI, PErylupyIoLe AOKYMEHTAlMi0 B 007acTH (U3MUeCKOW KYJABTYPbI W CIIOPTa; TPOLeAYpHI
Be/IeHUs, XpaHeHWss U 00pabOTKY [JOKYMEHTAI[UH; OpraHU3al[usl JOKYMEHT0000pOTa; MPUHIIMUITLI TTOATOTOBKH
OTYEeTHOU JIOKyMeHTallM U aHaJTUTUYeCKUX JIOKYyMEHTOB;

YMEHUs1:

OCYIIeCTBASTh TPaBWJIBHOE U CBOeBpeMeHHOe OdopM/ieHre [JOKYMEHTOB B COOTBETCTBUM C
HOPMaTHBHBIMU TPebOBaHHMSIMH; KOOPJUHHUPOBAThL paboTy 10 CO3[jaHMIO0, BeJIEHHI0 U XPaHEHHUIO JOKYMeHTalun
B CIIOPTUBHOW OpraHM3alliy; KOHTPOJMPOBaTh COO/MIOfE€HHe CTaHAApTOB WM DeINaMeHTOB TIpH BeeHWH
JIOKYMEHT0000pOTa; MPOBOJUTh aHa/IU3 JOKYMEHTAI[UH [/ TIOATOTOBKHM OTUETOB M TIPUHATHS YIIPABIeHUECKUX
pellleH’H; PYKOBOAWTL TIpOllecCcaMy JOKYMEHTHPOBAaHUS W o0ecrieuMBaTh WX COOTBETCTBUE TpPeOOBAHUSAM
3aKOHO/IaTe/bCTBa;

HaBbIKU:

B/aJiIeHe COBPEMEHHBIMU METOflaMU U  TeXHOJOTHSIMUA BeJIeHUs] [[OKYMEeHTOOOOpOTa, HAaBBIKU
opranu3auuu 3QQeKTUBHOTO JO0KYMeHTO00OpOTa M KOHTPOJS 3a ero COOJFJeHHeM; COCTaB/ieHWe W aHau3
OTYETHOM /IOKyMeHTalud; CrocoOHOCTh KOODAWHUPOBAaTh pabOTy  COTPYAHUKOB, 3aHMUMAFOILUXCS
JIOKYMEHTHPOBaHUEM.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

Iuctunmisaa JOKYMEHTUPOBAHUE B ®U3NUYECKOM KY/IBTYPE U CITOPTE seisercs
TUCLIMTUTUHON YacTH, (popMHUpyeMoii yuaCTHUKAMH 00pa3oBaTe/IbHBIX OTHOILIEHUH 6;10Ka 1, mporpaMmbl
MOATOTOBKM 10 HarpasyieHUr0 49.03.01 dusuueckas Kyabmypd.

CogepxaHue OUCLIMIUIVHBI SB/ISETCS JIOTUYeCKUM IpogospkeHveM aucuuiivH: OPTAHU3ALIAA U
YIOPAB/IEHUE B C®EPE ®U3NYECKON KYJIBTYPbI WM CIIOPTA, YIIPABJIEHUE
ITEPCOHAJIOM B ®N3KY/IbTYPHO-CITIOPTUBHOUM OPTAHU3AIIVUN.

CopeprkaHue AVCLUATIIUHBI SIBJISIETCS OCHOBOM /IJi1 OCBOEHUS [AUCLIUIIVH: I/IHHOBAI_[I/IOHHBIIZI
MEHE/OKMEHT B ®M3NYECKOMU KYIBTYPE MW CIIOPTE, CTPATE'MYECKHNHA
MEHEJUKMEHT B ®PU3NYECKOU KYJIBTYPE U CIIOPTE.

[TpesBapuTebHBLIE KOMITETEHI[H, COPMHUPOBAHHBIE Y 00yUarOIIErocs /10 Hauasia U3yueHus TUCLIATUTAHBL:

¢ TICK-1.01 — CrniocobeH obecrieurBaTh METOAMUECKOE COITPOBOXK/IEHHE ITPOEKTHOT0, OTOOPOUYHOTO,
TPEHUPOBOYHOTO M 06pa30BaTe/TbHOTO TIPOLIECCOB, OCYIIECTB/ISATh KOHTPO/Ib B 00/1acTH (hri3ndeckoi
KYJ/IbTYDBI ¥ CIIOpPTa

¢ TICK-1.02 — CriocobeH 0CyIIeCTBIATh PYKOBO/ICTBO, KOOPAMHAILIWIO, KOHTPOJIb U aHATU3 JeATeTbHOCTH
(bU3KyIBETYPHO-CTIIOPTUBHOW OpraHU3alviu



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/seT 4 3.e., 144 u.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI
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Paspen 1. Opranusanus ynpaB/ieHUeCKO¥H iesiTe/IbHOCTH U ee HH(opManHoHHOH
4 7 nopAepxKH. 1.1. YnpaeneHueckas 1 opucHast JesTeNbHOCTb. 1.2. OCHOBHBIE TIOHSTHS 21 6 6 0 15 15
IOKYMEHTHPOBaHHs1 yTpaB/ieHuecKoi AesitensHOCTH. 1.3. HopmaTuBHO-TIpaBoBast 6asa
JI0OKYMEHTHPOBaHHsl yTipaB/ieHuecKoi JestebHOCTH. 1.4. CHCTeMBbl JOKyMeHTaLH.
Paauen 2. OCHOBHBIE BH/IbBI H CUCTEMBI ynpaBnquecxoifl AOKYMEHTAaIlUH U NMpaBuJia ee
4 7 ocgopmenns. 2.1. braHKM ¥ cOCTaB PeKBU3UTOB yIpaB/ieHUeCKHUX JJOKyMEeHTOB U IpaBu/ia UX 25 10 6 4 15 15
odopmienus. 2.2. OcobenHoctn odopmeHust Hanboslee paCpOCTPaHEHHBIX BH/IOB
OpraH13aLOHHO-PACIIOPAAUTE/IbHBIX JOKYMEHTOB.
Paspen 3. CnyxebHas u Ae/0Bast KoppecrnoHjeHuus. 3.1. [TucbMeHHasi KOPPeCIIOH/IeHLIHsI.
4 7 3.2. KoppecniongeHuysi, epefaBaemast 1o KaHajaam 371eKTpocBsi3y. 3.3. Buzsl u 21 6 4 2 15 15
PasHOBHIHOCTH CTy)KeOHBIX U /IJIOBBIX ITHCEM.
Pa3pen 4. Opranusanus TeKyniei pa6ors! ¢ gokymeHTam. 4.1, Opranusariys
4 7 JI0KyMeHTo060poTa. 4.2. Peructparyst U KOHTPOJIb UCTIONHEHHUST JOKYMEHTOB. 4.3. 25 10 6 4 15 15
OpraHu3aLoHHOe MOCTPOeHKe CITy)KOb! JOKYMEHTaLMOHHOT0 06ecrieueH st yrpaB/ieHus.
Paspen 5. Oco6eHHOCTH OpraHH3aIUH JIOKA/ILHBIX CHCTEM PaboThI ¢ JOKyMeHTaMu. 5.1.
4 7 Opranu3anyst paboTsl ¢ obpaieHusiMU rpaxkaH. 5.2. [lokyMeHTHpoBaHHe paboTh ¢ 23 8 4 4 15 15
repcoHasioM. 5.3. OpraHu3saisi paboTs! ¢ KOHGU/AEHIIMATbHBIMHU JJOKYMEHTaMH.
Paspen 6. Cucremarusanusi M OpraHi3aijis ornepaTHBHOr0 XpaHeHHUs J0KyMeHTOB. 6.1.
4 7 O6ue NpUHLKUB GOPMHUPOBAHHS €1, CHCTEMATH3aLs U yUueT JOKYMEHTOB OpraHu3aLiiy. 22 7 4 3 15 15
6.2. O1jeHKa 3HaUMMOCTH JJIOKyMEHTOB U OIpefie/ieHHe CPOKOB X XpaHeHHUs. 6.3. XpaHeHue
JIOKyMEHTOB U JieJl.
Pa311en 7. ABT()MaTl/Bl/lpOBﬂHHLle CHCTeMbI H TEXHO/IOTHH JOKYMEHTAIlHOHHOI'0
4 7 obecrieueHus ynpasyienus. 7.1. KoMIbloTepHble CUCTeMbI ¥ TEXHONIOTUH CO3/IaHUSE 7 4 4 0 3 10
JIOKyMEHTOB. 7.2. ABTOMaTH3MPOBaHHbIE CHCTEMbI JJOKyMEHTALMOHHOT0 00ecreyeHust
yIpaBJIeHus.
Bcero 3a 7 cemecTp 144 51 34 17 93 100
Bcero no agucuuninHe 144 51 34 17 93 100
3.2. AyATOPHBII NPaKTUKYM
Oo0nemMm,
Ne | Homep 1 HanMeHOBaHuUe pas3/jesia
Tema NMPAKTHYECKOIr'o 3aHATUA ayj.
n/n AUCIIMIIYTUHBI
qacoB
bnanku 1 coctaB PEKBU3UTOB YyITIpaB/IEHUECKUX
1 |Pa3men 2. OCHOBHBIE BU/IBI U 2
o AOKYMEHTOB U IIpaBWJla UX O(bOpMJ'IEHI/IH.
CHUCTEeMBI yIIpAB/I€EHYE€CKOU 0cob 6
5 JIOKYMEHTAL|H 1 TIpaBU/Ia ee CODEeHHOCTHU O(bOpMIIEHI/IH HaunooJiee 5
O(bOpM]'IEHI/IH. PacIipoCTPpaHEHHBIX BH/J0B OPraHKW3dlJMOHHO-
pacropsaanTe/IbHbIX JOKYMEHTOB.
ITncemeHHas KoppecnioseHIUs. KoppecrioHaeHus
Paszen 3. Cnyxeb6Hast U JieyioBas PP ACHI pp ACHLIA,
3 repeZiaBaeMasi 10 KaHajiaM 371eKTPOCBs3U. Bubl u 2
KOppeCITOHAeHLIMA.
Pa3sHOBHUAHOCTHU C]'IY)K€6HI:IX " 0e/I0BBIX IMUCEM.
4 OpFaHI/BaLII/Iﬂ ,Z[OKyMEHTOO60pOTa. PeFHCTpaHHH n 2
Pa3gen 4. Opranu3aifus Tekyliljeli  |KOHTDOJIb UCIIOJTHEHUS JOKYMEHTOB.
5 paboTEI € IOKyMeHTaMH. OpraHu3alOHHOE TTOCTPOEHUE CITY>KObI 7
AOKYMEHTALIMOHHOI'O obecrieueHus yIipaBJ/IeHHS.
Opranusaipsa paboThel ¢ 00paIeHUsMU T dH.
6 |Pasmen 5. OcobeHHOCTH P LA P pati DA 2
I[OKYMEHTI/IPOBEIHHE pa6OTbI C I1epCOHaJ/IOM.
OpraHu3alyu JIOKa/IbHbIX CUCTEM 0 6
7 pa6 OTBI C JOKYMEeHTaMH. PraHKr3alida pa0OThI C KOHCl)I/I,IIEHL]I/Ia]'ILHLIMI/I )
AOKYMEHTaMHU.
O61Me NpUHIUIE] POPMUPOBAHUS JeT
8  |Pa3gen 6. Cucremarusauus u HHE TIDUHL (popwrp AT, 2
CUCTeMaTU3alvd U yUeT JOKYMEHTOB OpraHMU3dluu.
OpraHu3alys oriepaTuBHOI0 0
9 XpaHeH!s JJOKyMEeHTOB. 11€HKd 3HAYMMOCTH JOKYMEHTOB U OIlpeJie/ieHure 1
CPOKOB X XpPdHEHUH. XpaHEHI/IE‘ AOKYMEHTOB U [eJl.
Bcero 3a 7 cemectp 17
3.3. CamocrosiTennbHas pabdora crygenta (CPC)
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Ne Homep u HauMeHOBaHUe pa3jesia AUCHUIINHbBI Cojep)xaHue yueGHOro 3ajaHus Otmewm,
n/n p pa3jiesia fuciy Aep y A 4acoB
Pa3gen 1. Opranusaijusi yrpaBjieHueCKOu YrnybneHHoe U3yueHUe AUJAKTHUE CKUX
1 |#eATensHOCTU U ee MHPOPMAIIMOHHOM eIHUL] pa3ziesia 1o peKOMeH/1yeMoi 15
MO ePIKKU. JiTeparype
Pa3gen 2. OcHOBHbIE BUBI U CUCTEMBI Yrny6neHHoe U3yueHWe AUAKTHUE CKUX
2 |ympaBsieHueCKol JJ0KyMeHTallUy U MpaBusia ee e/IMHUL] pa3ziena Mo peKoMeHyeMoin 15
ot opMIeHus. JIUTeparype
Pasen 3. CrysxeGHast 1 Aenosas Yrnyb6neHHoe U3yueHue AAMAAKTHUeCKHX
3 eZIMHUL] pa3zesia 1o peKoMeH1yeMoun 15
KOppeCIOoH/IeHLHSI.
JiTeparype
Pa3gen 4. Opranu3sauus Tekyujeld paboTbl ¢ YryGIeHHoe u3yderme AMAAKTIECCKIX
4 e[JVHUL] pa3jiesna 1o PeKOMeHyeMOoH 15
JIOKyMeHTaMHU.
JuTeparype
Pasznen 5. Oco6eHHOCTH OpraHU3al|y JIOKAIbHBIX YrnyGrenHoe usyuenue AUAKTIHECKIX
5 e[JVHUL] pa3jiesna 1o PeKOMeHyeMOHr 15
cucTeM paboThI C JOKYMEHTaMHU.
JuTeparype
Yrny6neHHOe U3yueHHe AUJaKTHUe CKUX
Paszpen 6. Cucremarrsanus 1 OpraHa3anus o
6 eZIMHUL] pa3zesia 1o peKoMeHlyeMou 15
OTepaTUBHOTO XPaHeHUs IOKYMEHTOB.
JuTeparype
Pa3nmen 7. ABTOMaTH3UpOBaHHbIE CUCTEMBI U Yrny6neHHOe U3yueHHe JUJaKTHUe CKUX
7  |TeXHO/IOTHMH IOKYMEHTAIIMOHHOTO o0ecriedeHusl  |eIMHUI] pa3/iesia 1o PeKOMeHyeMOM 3
YIIpaB/IeHUSI. JuTeparype
Bcero 3a 7 cemectp 93
4. ®OPMbI KOHTPOJISI OCBOEHUSA TNCLUIIVINHBI
CEMECTP HEJEJ/IN CEMECTPA
1234 5 (6| 7 (8 9 (10| 11 |12/13/14| 15 |16 17
KIToc|[IP|3azan |KIToc|/IP|3azan KTToc|ip| Tecm KIloc, iggpﬁgmaq, 3anan,

YcnoBHble 0003HaYeHUSI:

P — nuarHocTuueckasi paboTa;
KIIoc — KOHTpOJIb NOCeIaeMoCTy;
3aJiaH — 3a/laHue;

Tect — Tecr;

Bonp.lud.3au — Bonpock! K AnddepeHLIPDOBAaHHOMY 3aueTy;
Iud. 3au. — quddepeHIMPOBaHHBIN 3aueT.

TeKymuil KOHTPOJIb YCIIeBaeMOCTH CTY|eHTOB IIPOBOJUTCS B JUCKPETHbIE BpeMeHHbIe NHTePBaJIbl B
cnenyromux dhopmax:

[IMarHoCTUYecKasi pabora;

KOHTPOJIb TIOCEIIaeMOCTH;

3ajlaHue;

TeCT;

BOIIPOCHI K AU epeHI[IPOBAaHHOMY 3aueTy.

ITpomexxyTouHasi aTTecTamys MPOBOAUTCS B (hopmax:
IuddepeHIMPOBaHHBIN 3a4erT.
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5. YYEBHO-METOJIMYECKOE 1 THO®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas JiMTeparypa no JUCLUILIMHE:

1. A.T. Ceprees. . YTipaB/ieHre KaueCTBOM 00pa30oBaHUsl. [JOKyMeHTUPOBaHKe CHCTeM MeHePKMeHTa
KauecTtBa. Mocksa: FOpaiit, 2022, a51. pec.

2. B. A. ApacnaHoga. . [JokymeHTainoHHoe obecrieuerue ynpaenenus. Cypryt: CypI'TIY, 2019, s. pec.

3. I.T. Abynapase, 1. B. BeinpsbkkuHa, B. M. Macsioea. . [IoKyMeHTal[MOHHOe 0becrieueHre yrpaB/ieHHs
riepcoHasioM. Mockga: FOpaiit, 2022, 371. pec.

4. 1. K. KopHees, A. B. ITienko, B. A. Mauypies. . [JoKkyMeHTHpOBaHKe YIIpaBJieHUYeCKOU [1esiTeIbHOCTH.
Mocksa: FOpaiir, 2022, 1. pec.

5. T. A. Ka3akeBuy, A. 1. Tkamuu. . [lokyMeHTOBefieHue. [l0KyMeHTal[MOHHbIN cepBrc. Mocksa: FOpaiir,
2022, an. pec.

5.2. [ononHuTe/bHas MTeparypa 1o AUCLUILIIHE:
He Tpe0OyeTcs.

5.3. Ilepuoguueckue U3gaHus:
He TpeOyroTCS.

5.4. TlepeueHb peCcypcoB HH(POPMAI[MOHHO-TEIEKOMMYHHUKAIIMOHHOMN ceTy "VIHTepHeT", HeOOXOAUMBIX J1/1sT
OCBOEHUS! TUCLIATUIMHBI, 3/IeKTPOHHbBIE OMO/THOTEUHbIE CUCTEMBI:

. http://e.lanbook.com — DBC JlaHs;

. http://library.voenmeh.ru — ®yHnamenTansHas 6ubmoreka BI'TY «BOEHMEX» um. [J.®. YcTrHOBa;

. https://urait.ru — I'mapHast — Obpa3oBarenbHas riardopma FOpaliT. /1711 By30B U CCy30B.;

. Kopuees, U. K. [JoKyMeHTUPOBaHe yTpaB/ieHYeCKOM /IesTeTbHOCTH : yueOHUK f71s By30B / U. K.
KopHnees, A. B. ITenko, B. A. MaryprieB. — 3-e u3f., iepepab. u fon. — Mocksa : M31aTesCcTBO
FOpaiit, 2024. — 438 ¢. — (Bwniciiee obpa3zoBanue). — ISBN 978-5-534-16001-7. — Tekcr :
3JIeKTPOHHBIN // Obpa3oparesbHas miardopma FOpaiT [caiir]. — URL: https://urait.ru/bcode/536393;

5. Kazakesuy, T. A. [JokymeHTOBeZieHHe. [JOKyMeHTallMOHHBIN CEPBUC : YUeOHUK U TIPaKTUKYM AJIs By30B /
T. A. KazakeBuu, A. 1. Tkanuu. — 2-e u3f., UCTIp. U Aom. — Mocksa : M3garenscTBo FOpatit, 2024, —
167 c. — (Bbiciee obpasopanue). — ISBN 978-5-534-06273-1. — TeKCT : 3/1€KTPOHHBIH //
OG6pas3oBaresnbHas riatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538386;

6. Ceprees, A. I. YripaBieHue KaueCTBOM 00pa3oBaHusA. [JOKyMEHTHPOBAHUE CUCTEM MEHePKMEeHTa
KauecTBa : yueOHoe nocobue g5t By30B / A. I. CepreeB. — 2-e u3[., UCTIp. U Aom. — MoOCKBa :
M3parenscrBo FOpaiit, 2024, — 158 c. — (Baicinee obpa3oBanue). — ISBN 978-5-534-12322-7. —
TekcT : anekTpoHHbIM // Obpa3oBarenbHas miatrdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/542919;

7. Abynazge, [1. I. [lokyMeHTallMOHHOe 00ecriedeHre YIpaB/IeH!s TIePCOHAJIOM : YUeOHHK U MTPaKTUKYM

ans By3os / 1. T. Abynazze, U. b. BoimpsbkkuHa, B. M. MacnoBa. — 3-e u3g,., nepepa6. u jom. —

Mockea : UzparensctBo FOpaiit, 2024, — 374 c. — (Beiciiee obpa3oBanue). — ISBN 978-5-534-

16669-9. — Tekcr : 3nekTpoHHbIH // Obpa3oBarentHas iardopma FOpaiir [caiit]. — URL:

https://urait.ru/bcode/536724.

A WN -

CorpeMeHHbIe podeccroHabHbIe 0a3bl JAHHBIX:

1. https://rusneb.ru — HarjuoHansHas 3/ekTpoHHas 6ubmoreka (HOB);

2. https://cyberleninka.ru/ - HayuHast s/ekTpoHHas 6ubmoreka « KubepieHHHKa»;
http://www.rfbr.ru/rffi/ru/library - TTonHoTekcTOBast 3/1eKTpoHHast bubroTeka Poccutickoro douia
(byHIaMeHTa/TbHBIX UCC/IeA0BaHUH.

VHdopmaLoHHbIe CIIPaBOYHBIE CHCTEMBI:

1. Tex3kcriept — MIHGOpMaIMOHHBIM MTOPTaT TeXHUUEeCKOTO peryiupoBanusi: HopMbl, mpaBu/ia, CTaHAAPThI
PO;

2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Iltemid=457 - /] I'OCTos
cobcrBenHoi reHepauyu BI'TY "BOEHMEX" um. []. ®. YcTuHOBa;

3. http://www.consultant.ru/- Koncynerantlntoc- nH(OpMalioHHbI# [TOpTaa paBoBOM MH(MOPMAaLUH.



5.5. TIporpamMmMHoOe obecrieueHue:
He Tpe0yeTcs.
5.6. 'Hopmal[ioHHbIe TEXHOIOTHH:

B3auMoyielicTBue ¢ obyuaronumucs nocpenctBom SMOC Moodle BT TY «t BOEHMEX» um. [I.®. YcTHHORBA.



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:

CTIeL[aTM3UpOBaHHbIe TpeOOBaHUs 10 000PYZAOBaHUIO OTCYTCTBYIOT; ayAUTOPUS C TTOCAZOUHBIMU
MecTaMU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

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.
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ITpunoxenue 1
K paboueli mporpaMme JUCIHTLUTHHBI
JOKYMEHTUPOBAHUE B ®PU3NYECKOU KY/IBTYPE U CIIOPTE

AnHoTanusa paboueii nporpaMMsl

Iucipnmida JOKYMEHTUPOBAHUE B ®U3NUYECKOM KY/IBTYPE U CIIOPTE spnsercs
JUCLUIIMHON YacTH, (JOpMHPYeMOH yYaCcTHHMKaMH 00pa3oBaTe/IbHBIX OTHOIIEHHH 0/10Ka 1, mporpaMmbl
TIO/ITOTOBKM 110 HaripaBieHuto 49.03.01 dusuueckasn Kyabmypa. JucuyrinvHa peanusyetrcs Ha (akynbsrete O
EcrectBenHoHayunbiii BI'TY "BOEHMEX" wm. [O.®. YcrunoBa Kadempoit 05 ®OU3NUECKOE
BOCIIMTAHUE U1 CIIOPT.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
TICK-1.02 criocobHOCTh OCYIECTBASTh PYKOBOJCTBO, KOODJHWHAIMIO, KOHTPOJIb W aHAIW3 JIeATeNbHOCTH
(bU3KYIBTYPHO-CTIOPTUBHOM OpTraHU3al[|H.

CojiepkaHue AUCLUMIUIMHBI OXBaThIBaeT KPYT BOIPOCOB, CBSI3aHHBIX C M3yueHWeM TPUHIIMIIOB U MeETO/0B
BeJIEHUsS] JIOKyMEHTallid B  (PU3KYJIBTYPHO-CTIOPTHBHBIX OpPraHU3alysAX, HOPMATHBHLIX TpeboBaHWN K
oopmieHHI0 JIOKyMEHTOB, OpraHu3aruedl J0KyMeHTO00OpOTa, a TakkKe COBPEMEHHBIMU TEXHOJIOTHUSIMU
3JIEKTPOHHOTO JJOKYMeHT0000opoTa.

[TporpamMmMoii JUCIUITIMHEI TTPe[yCMOTPEHBI CJIe/IyIOIIie BHABI KOHTPOJIA:

Tekyluid KOHTPO/Ib YCIIeBAaeMOCTH CTY/IEHTOB MPOBOJUTCS B IMCKPETHBIE BDEMEHHbIE UHTEPBAJIbI B
cnenyromumx dhopMax:
e HArHOCTUYECKasi paboTa;
e  KOHTPOJb [TOCEIaeMOCTH;
e 3a/1aHUe;
* TecT;
e BOMpOCHI K uddepeHIIMPOBaHHOMY 3aueTy.

ITpomesKyTouHasi arrecTarjusi IIPOBOAUTCS B hopMax:
e uddepeHIMPOBaHHBIN 3aYerT.

OOmias TPyZ0EMKOCTh OCBOEHHUSI [UCLMIUIMHBI cocTaBiseT 4 3.e., 144 u. TIporpaMMoW JUCIUMJIHHEL

TpeyCMOTPeHbI JIeK[IMOHHbIe 3aHATHs (34 4.), mpaktudeckue 3aHsaThs (17 4.), camocTositenbHast paborta
ctyzeHta (93 u).
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IIpuioxenue 2

K paboueli mporpaMme qUCIHTUTHHBI
JOKYMEHTUPOBAHUE B ®PU3NYECKOU KY/IBTYPE U CIIOPTE

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUSA

PekoMeH/Jaliy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMIIMHEI cocTaBgeT 144 4., u3 HUX 51 4. ayJUTOPHBIX 3aHATUM, U 93 u.,
OTBe/IeHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeH/IalIMM  TI0  pacrpe/ie/ieHHI0  yueOHOrO BpeMeHHW M0 BH/]AM CAMOCTOSITE/TBHOM paboThl |
pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI TIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTpOJIe yCI1eBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcs.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUS TPYBe/ieHbl B TPUIoKeHHH 3 K Paboueii mporpamme.

HaumeHoBaHue padoThI Pexomenjiyemas 1ureparypa pr;u:;w;xocm,
Pa3pen 1. Opranu3anus ynpaB/ieHUeCKOoH JeATeTbHOCTH U ee HH()OPMaLIOHHOM MO ePIKKH.
T. A. KazakeBuu, A. . Tkanuu. . JJoKkyMeHTOBeZieHUE.
Viny6riensoe uzydeHne JOKyMeHTallMOHHbIN clspBHC:lMOCKBa: FOparit, 2022
AMAKTIHCCIX EIMHML DASACAA N. K. KopHrees, A. B.(l_]II]?_IBeEIl-IK()), B. A. Mawypues. . 15
10 peKOMeH/lyeMoi iuTepaType o .
JoKyMeHTHpOBaHYe yIipaB/eHueCKOU [1esiTeIbHOCTH:
Mockga: FOpaiit, 2022 (Pa3zgen 1)
Wrtoro no pasgeny 1 15
Pa3pen 2. OcHOBHBIE BUABI ¥ CHCTeMbI yIIpaB/IeHUeCcKo# [JOKyMeHTallu4 U npaBuia ee oopMieHus.
YrnybieHHoe u3yueHue N. K. Kopnees, A. B. [Tienko, B. A. Mamypues. .
[UaKTUYeCKUX eJUHUL] pa3jena [JloKymeHTHpOBaHMe yTIpaB/ieHUeCKO! JeaTellbHOCTH: 15
10 peKOMeHyeMoit JinTeparype Mockga: FOpaiit, 2022 (Pa3gen 2)
Wroro o pasgeny 2 15
Pazgen 3. Ciy)xe0Hasi ¥ Je/I0Basgi KOPPECIOH/AEHI{HSA.
N. K. Koprees, A. B. ITiuenko, B. A. Mamypies. .
YrybneHHOe U3yuyeHue [JoKymeHTHpOBaHMe yTIpaB/ieHueCKOU JesTelTbHOCTH:
JUJAKTUUeCKUX eUHUL] paszesa Mockga: FOpaiit, 2022 (Pa3gen 3) 15
10 peKOMeH/lyeMOl JTuTepaTrype B. A. ApacnaHoga. . [JoKyMeHTaIlMoHHOe obecrieyeHre
ynpasnenusi: Cypryt: CypI'TIY, 2019 (Pa3zen 5)
Wroro no pasgeny 3 15
Pazgen 4. Opranu3anus TeKyued padoThl € JOKyMeHTaMH.
N. K. Koprees, A. B. [Tienko, B. A. Mamypies. .
OKYMEeHTHpOBaHHe yIpaBieHYeCcKol [esTeTbHOCTH:
YrnybrenHoe usyuenue oy MI())CKBEIZ H)ypal;lT, 2022 (Pa3,qun 4)
AUAAKTIHEECKIX EIMHMI| Pasjie/a A.T. Ceprees. . YrpaB/ieH1e KaueCTBOM 00pa3oBaHUsl. 15
0 peKOMeH/lyeMoii iuTepaType i
JoKyMeHTHpOBaHHe CUCTEM MeHe)KMeHTa KaueCTBa:
Mockga: FOpaiit, 2022 (I'naBa 4)
Wrtoro mo paspeny 4 15
Pa3gen 5. Oco0eHHOCTH OPraHU3aLMH JIOKA/IBbHBIX CHCTEM Pa0d0ThI C JOKyMeHTaMH.
YrnybieHHoe u3yueHue N. K. Koprees, A. B. ITirenko, B. A. Mamypies. .
[UIaKTUYeCKUX eJUHUL] pa3jena [loKymeHTHpOBaHMe yIIpaB/ieHUeCKO! JeaTellbHOCTH: 15
10 peKOMeH/lyeMoii iuTepaType Mocksa: FOpaiit, 2022 (Pa3gen 5)
Wrtoro no pasgeny 5 15
Paspen 6. Cucremaru3anus 4 OpraHu3ainys oOnepaTUuBHOr0 XpaHeH!sl J0KYMEHTOB.
N. K. Koprees, A. B. ITienko, B. A. Mamypies. .
OKYMEHTHpPOBaHue YIIpaBJeHuYeCKOU JiesiTebHOCTH:
Yrnybrenroe nsyverne o M(P;CKBEIZ I-gpaII)?IT, 2022 (Pa3/:£n 6)
AMAGKTUEECKIX CIVHML] Pasiena . T. Abynagze, U. B. Bempsokkuna, B. M. Macsiosa. . 15
10 peKOMeH/yeMOM JiTeparype
JokymMeHTarioHHOe obecrieueHre yripaBaeHust
nepcoHasioM: Mockgsa: FOpaiit, 2022 (Tema 5)
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Wroro no pasgeny 6

| 15

Pa3,qen 7. ABTOM&TPBPIPOB&HHLIE CHUCTEMbBI M1 TEXHO/IOTHUHU JOKYMEHTAL{MUOHHOI'0 ob0ecneueHus

ynpaB/IeHUsI.
YrybneHHOe U3yueHye N. K. Koprees, A. B. [Tienko, B. A. Mamypies. .
IUIAKTUUeCKUX eUHUIL] pa3zesia JoKyMeHTHpOBaHWe yTipaBeHueCKOM /lesTeTlbHOCTHU: 3
10 peKOMeHJyeMOit JInTeparype Mockga: FOpaiit, 2022 (Pa3zgen 7)
Uroro no paspeny 7 3
13 26037




IIpunoxenue 3
K paboueli mporpaMme JUCIHTLUTHHBI
JOKYMEHTHUPOBAHUE B ®U3NYECKOU KY/IBTYPE U CIIOPTE

®OH/] OODEHOYHBIX CPEICTB

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

e UarHocTuueckas pabora

* TeCT;

e KOHTDOJIb MTOCEIIaeMOCTH;

e BOMpPOCHI K U depeHITMPOBaHHOMY 3aueTy;
e 3ajlaHue;

e uddepeHPOBAHHBIN 3a4erT.

KpuTepuu oneHUBaHUS

JuarHocrnueckas pabora
HOuarnoctryeckasi pabora ripoBoauTcs B popme tecta B SOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee yeM Ha 60% BONPOCOB - He aTTecTalys;
 TIpY NpaBUILHOM OTBeTe Ha 60% BOIIPOCOB U Oosiee - aTTecTanysl.

Tect

[ln1st IosTyyeHust OLjeHKH HeoOX0[UMO OTBETHTh ITPaBH/IBHO He MeHee ueM Ha 60% BompocoB. TecT
cogepxxurt ot 10 go 20 Borpocos. KomuecTBo 6a/ioB OmnpeziesisieTcsi B COOTBETCTBUM C TEXHOJIOTUUECKOH
KapToM JUCLIUIIIUHEL.

KonTpoas nocemaemocTtu

KonmuecTBo 6asioB orpeieisieTcsi B COOTBETCTBUU C TEXHOIOTHUECKON KapTOi AUCLIATUIMHBI.
OrtpaboTarh NpornyleHHoe 3aHsTHe MOKHO I10 COIVIACOBaHHIO C MpernoziaBaresieM, He0OX0AUMO I10CETUTh
KOHCY/BTALUIO 110 JUCLIUTIZIMHE U BBITIOJHUATE 3a/laHue TeKyIllero KOHTposs B opMe OTBeTa Ha OJJMH BOIPOC K
3auéTy.

Bonpocsl k guddepeHurpoBaHHOMY 3aueTy
1. [ToHATHE U OCHOBHBIE XapaKTepUCTHKHU yTIpaB/ieHUeCKO! JieaTelbHOCTH.
. Ponb 1 3HaueHne opUCHOM JesTeNbHOCTH B OpraHM3alliy yIIpaB/eHusl.
. OcHoBHBIe TIp06JIEMBI OpraHU3aui OUCHOMN /IeTeTBHOCTH U TTYTH UX PEIIeHUs.
. OCHOBHBIe NPUHLUIBI JOKYMEHTUPOBAHUSI YIIPaBlIeHYECKOW JesiTeIbHOCTH.
. Bmusinne nH(OpMaLIMOHHBIX TEXHOJIOTUH HAa OUCHYIO [1eSITeNbHOCTb.
. [loHaTre foKyMeHTa U ero 1opujuueckas Cuia.
. OcHoBHbIe TpeOOBaHUs K 0QOPMIIEHHIO YTIPaBIIeHUYeCKHUX JOKYMEHTOB.
. Buzib 651aHKOB yTipaBieHYeCKHX JOKYMEHTOB U UX 0COOEHHOCTH.
. OcobennocTr 0hopMIIEHHST MHOTOCTPAaHWYHBIX J0KYMEHTOB.
0. ITpaBuna oopmsieHNsI IPOTOKO/IOB U aKTOB.
1. Bu/ibl MUCbMEHHOUN KOPPECTIOH/IEHIIUU U CITIOCOOBI ee JOCTaBKH.
12. dopmatbl Oymaru f71si MUCbMEHHOW KOPpeCIIOHZeHLUH.
13. INopsiiok oopMieHus TeerpaMM U TereOHOTpaMM.
14. TIpumeHeHue pakcorpaMM U 3/IeKTPOHHOMN TIOUTHI B /IeJIOBOM TTePerucKe.
15. Busibl C1y»kKeOHBIX 1 1€/I0BbIX TTHCEM.
16. TToHsATHE OKYyMEHTOOHOPOTA 1 €r0 XapaKTePUCTHKH.
17. Drariel 06pabOTKH MOCTYMAIOIIeH KOppeCIoH/eHLHH.
18. ITopsioK nepesiauy JOKYMEHTOB B CTPYKTYPHBIE 110/[pa3/ie/ieHusl.
19. OpranHu3anys JOKyMeHTO000pOoTa UCITOJTHUTEIS.
20. MeToabl ONTUMH3AL[UHM JOKYMEHTO000pOTa.
21. TIpaBoBas 6a3a paboThI C 0OpaIleHHUSAMU FPaXKIaH.
22. TpeboBaHus 10 0OPMIIEHHIO U 00paboTKe 0OpaITieHuH rpaskiiaH.
23. Peructpanyist 1 KOHTPOJIb 32 paCCMOTpeHHeM oOpallieHHi rpaX/jaH.
24, OcHOBHBIE BU/IbI KAJPOBOU [JOKYMEeHTaL1H.
25. IokyMeHTHPOBaHKe TIpreMa Ha paboTy U MepeBo/ia COTPYAHUKOB,
26. TIpuHumIEl GOpMHUPOBAHUSA el U CUCTeMaTH3alus JOKYMEeHTOB.
27. OdopmieHre 1 BefieHre HOMEHK/IATYPhbI Je.
28. OueHka 3HaUMMOCTH JOKYMEHTOB U OIpeJeieHre CPOKOB UX XpaHEeHUSI.
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29. JkcrepTy3a LIeHHOCTH I0KyMEHTOB U [1eTe/IbHOCTb 3KCIIePTHBIX KOMUCCHH.

30. ITopsiZoK OrepaTUBHOrO XpaHeHUs! JOKYMEHTOB Y UCTIO/THUTEIEeH.

31. ToHsTHeE 1 33/laul aBTOMAaTH3MPOBAHHBIX CHCTEM JOKYMEHTAL[MIOHHOTO 00ecrieyeHus!.
32. OCHOBHBbIe XapaKTepUCTUKH aBTOMAaTU3UPOBAHHBIX CUCTEM YyIIpaB/ieHUs! JOKyMeHTaMU.
33. IIpo6ieMbl MHTETpaLiK IPOrPAMMHBIX CPEICTB 00pab0TKH JOKYMEHTOR.

34. OducHble TIPOrpaMMHBIE CUCTEMBI U X BO3MO>KHOCTH.

35. TIpuMeHeHYe 00/TauHbIX TEXHOJIOTHH B YTIPAB/IeHUH JJOKYMEHTaMH.

36. Ponb cTaHAapTH3aLvu B JOKYMEHTHPOBAaHUY yTIpaB/IeHYeCKON JieaTelTbHOCTH.

37. OcHoBHBIe (PYHKIMU CTY>KOBI JOKyMEHTALIMOHHOTO 00ecrieueHust yIipaB/ieHusl.

38. HopmaruBHO-IIpaBOBBIe aKThl, pery/vpyolue J0KyMeHTHUPOBaHNe B yIIpaBIeHUH.
39. TIpuHLMTBI paboThl C KOHOH/EHLIHATEHBIMA JOKYMEHTaMH B OpraHH3aliu.

40. Cnioco6sI noBbIILeHNsT 3G (eKTUBHOCTH paboThI € yrpaBIeHUeCKUMH JOKYMEHTaMH.

3agaHue
KonvuecTBo 6a//10B M KDUTEPUH OLIEHUBAHUS OTNPEIE/ISIFOTCS B COOTBETCTBUM C TEXHOJIOTMUECKOH
KapToi AVCIUTTUHEL.

JuddepennypoBanHbIii 3aueT

1. MakcumasnbHasi 001jas cymma 6ansioB B ceMectp — 84 Gana, T.e. 00yUarOLUACS 3a CEMeCTP MOXKET
JIOCTUYB pe3yJibTaTa, TI03BOJISIFOLIEro MOMYYUTh OLIeHKY «3auTeHO-YIOBIeTBOPUTETBHO» HITH «3auTeHO-
XOpOIII0» 0e3 y4acTHs B IPOMEXKYTOUHOU aTTecTalfuu. s oTyueHu s OI[eHKU «3au4TeHO-yI0B/IETBOPUTETBHO»
HeobxoZiMo HabpaThb oT 51 710 74 6asoB, [/ OLEHKH «3auTeHO-X0pOoIo» - oT 75 1o 84 6amioB. MeHee 51
6asiia — OIjeHKa «He 3auTeHO».
2. Ilpu npoBeJieHNH MTPOMEXXYTOUHOM arTecTaluu B ¢opMe AuddepeHIIMPOBaHHOTO 3auéTa CTyIeHTY BbIaeTcs
OuseT, COCTOAIINM U3 TPEX BOMPOCOB. [/is TIO/TyueHNs! OL[eHK! «3auTeHO-0T/IMYHO» CTYAEHT JJ0/DKeH
MPaBUJILHO OTBETUTH Ha TPY BOTIPOCA U3 OuieTa U OlUH JOTIONMHUTEBbHBINA BOTIPOC. JI/Is OLIEHKH «3auTeHO-
XOPOIIIO» CTYAEHT ZI0JDKeH MPABUIbHO OTBETUTH Ha TPH BOTIPOCa U3 OWseTa WM Ha JiBa BOTIpOCa U3 Ousera u
OfIVH JTOTIOJTHATE/TLHBIN BOMPOC. [I71s1 OIIeHKH «3auTeHO-Yy/I0B/IETBOPUTETLHO» CTY/IEHT JTO/KEH TIPAaBU/IbHO
OTBETUTh Ha /[Ba BOMPOCA U3 OW/ieTa WM O/IMH BOTMIPOC 13 OUieTa U OfIVH JIOTIO/IHUTE/BHBIN Borpoc. Bo Bcex
OCTasbHBIX C/TyyasiX CTYZeHT To/TyuaeT OL[eHKY «He 3auTeHO».
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Pazgen 1. Opranu3anus Tecr,
o Kontposns

yIpaB/ieHYeCKOol HocelaemocTi

4 7 |meATe/IbHOCTH U ee 21 6 6 0 15 15 ’

- Borpocsl K
MHGOpMAIHOHHO nuddepeHIIPOBaHHOMY
MOA/IePIKKU.

3aueTy
Tecr,
Pa3aesn 2. OcHOBHBIE BH/IbI KoHTposib
H CHCTeMBbI TOCeIIaeMOCTH,

4 7 |ynpaBieHueckou 25 | 10 6 4 15 15 Bonpocs! K
JOKYMeHTaL4 U mpaBu/ia nmuhbepeHIMPOBaHHOMY
ee oopmiieHus. 3ayery,

3agaHue
Tecr,
KonTtposns
Pazpen 3. CnyxedHas u MOCeIaeMOCTH,
4 7 |memoBas 21 6 4 2 15 15 Bomnpocs! K
KOppeCnoHAeHI{HA. nudbepeHIIPOBAHHOMY
3ay4ery,
3agaHue
Tecr,
KonTposnb
Paszgen 4. Opranusanus MOCeIaeMOCTH,
4 7 |TekymieH paboThI C 25 | 10 6 4 15 15 3ajaHue,
JOKyMeHTaMH. Boripocsl k
nuddepeHIIPOBaHHOMY
3aueTy
Tecr,
Pazpen 5. OcobeHHOCTH Kowrpors
TOCEIaeMOCTH,

4 - |OPTaHHM3aLHH IOKANBHBIX | o 8 4 4 15 15 3aanme,
cucTeM padoThI ¢
AOKyMeHTaMHM. Boripocer k

nuddepeHIIIPOBaHHOMY
3aueTy
Tecr,
Pazpgen 6. KonTposnb
Cucremaru3anus u TOCeIaeMOCTH,

4 7 |opranu3anusa 22 7 4 3 15 15 3asiaHue,
OnepaTHBHOr0 XpaHeHHs Bormpocei k
AOKYMEHTOB. IuddepeHIIIPOBaHHOMY

3aueTy
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Tecr,

Pa3pen 7. Kontposb
ABTOMAaTHU3UpPOBaHHbIE MoCeIaeMOCTH,

7 |cucTeMbl M TEXHOJIOTUU 7 4 4 0 3 10 3aziaHue,
JOKYMeHTaLNOHHOT0 Boripocsl K
o0ecrneueHusl ynpaB/ieHUs.. nuddepeHIIIPOBaHHOMY

3aueTy
Bcero 3a 7 cemecTp 144 | 51 | 34 17 93 100
Bcero no gucuuIinHe 144 | 51 | 34 17 93 100
17 26037




Kputepuu oneHuBaHus

IICK-1.02

Bonpocbl omKkpbimoz2o muna:

Ne 1l KakoBbl 0CHOBHBIE 3Tarbl pa3paboTKU U YTBEPXK/|eHUs] YCTaBa OpraHy3alyn?

Ne 2 Kakuie BU/IbI pacriopsiiuTe/IbHbIX JOKYMEHTOB CYIeCTBYIOT U KaKOBa UX POJ/Ib B
yIIpaB/IeHUU OpraHu3aLuen?

Ne 3 Kakue Tpe6oBaHMs NIpebsABISIOTCS K 0()OPM/IEHHIO [JO/DKHOCTHBIX HHCTPYKLUH 1
KakKoBa UX CTpyKTypa?

Ne 4 Kax ocyiiectBisieTcst Kinaccupukaiyst JOKYMEHTOB B [1e/I0TIPOM3BOACTBE U KaKKe BU/ibl
K/1accuUKalyi Cy1ecTByOT?

Ne 5 KakoBbI 0CHOBHBIe NPUHLIMITBI OPraHU3aLiu XpaHeH!sl U apXUBUPOBaHUs [JOKYMEHTOB B
opraHusanuu’?

Ne 6 Kakue 3Tars! BK/IFoUaeT B cebsi poriecc MofAroTOBKY 1 IPOBeZieHHst coOpaHus B
opraHu3aLuy, 1 Kak o)opmIsieTcsi ero poToKosI?

Ne 7 Kakue JOKyMeHTBI OTHOCSITCSI K OpraHW3allMOHHbIM, U KaKOBBI X 0COOEHHOCTU?

Ne 8 Kakue Tpe6oBaHMs NpebsABIISIOTCS K XPAaHEHHUIO U yUeTy CeKPeTHBIX JOKYMEHTOB B
OpraHu3alun?

Ne 9 KakoBb! 0CHOBHbIE PUHLUIILI 0(POPMIIEHUS e/I0BbIX ITUCeM, U KaKie PeKBHU3UTHI OHU
JIOJDKHBI COZleprKaTh?

Ne 10 Kax oprann3oBarh npoliecc apXMBUPOBaHUs1 JOKYMEHTOB B KPYITHOI OpraHu3alyy, 1
KaKye HOPMAaTUBHBIE aKThI PEVIAMEHTHUDPYIOT 3Ty eATe/TbHOCTD?
Bonpocbl 3akpbimo2o muna:

Ne 1 Yro BK/IIOUAET B CeOsl MOHSATHE "OKyMeHTal[MOHHOe o0ecrieueHye yripaB/ieHus " ?

A. OdopmieHre JOTOBOPOB U COTJIAIIIEHUH.
B. Co3ganue v XxpaHeHHe JOKYMEHTOB.
C. Bepnenue kajpoBoOro yyera.
D. Pa3paboTKa U yTBepsKZeHe OIOIKETOB.
Ne 2 Kakoti JoKyMeHT onpe/ie/isieT IpaBa U 00s13aHHOCTH PaOOTHUKOB B OpraHU3aLyin?

A. IIpaBuia BHyTPeHHEr0 TPYAOBOI0 pacropsi/Ka.
B. YcraB opranusaumu.
C. Io/DKHOCTHAs! MHCTPYKLMSI.
D. KomnieKTUBHBIH 10TOBOP.
Ne 3 UTO M3 nepeurceHHOr0 OTHOCUTCS K PeKBU3UTaM JJOKymMeHTa?

A. IeuaTs Oopranvsanyu.

B. Homep TesiepoHa opranusaiuu.
C. Afipec 31eKTpOHHOM MOYTHI.

D. Jlororurn xoMnaHuu.

Ne 4 Kakast uadopmarius obs3aresibHa [171sl BK/IIOUEHUS B PaCTIOPSIUTe/TbHbIE TOKYMEHTHI?

A. Jlara co3faHusl JOKYMEHTa.

B. CreneHb CEKpeTHOCTH JOKyMEHTa.
C. Cornacrie pabOTHHKOB.

D. ®uHaHcoBoe 060CHOBaHHE.

Ne 5 Kakue JOKyMeHTBbI OTHOCATCS K pacropsijuTe/bHbIM?

A. TIpOTOKOJIBI U YCTaBBL.
B. IIpukassl U pacriopsoKeHUs.
C. ®uHaHCOBbIE OTYeTHI.
D. JlutieH3uu u cepTudyKaThl.

Ne 6 Yro BK/IIOYaEeT B cebsi porjecc apXMBUPOBaHUS JOKyMEHTOB?

A. CopTupoBKa, Karajorusanys, repejaua B apXus.

B. BHecenue fiaHHBIX B 6a3y JaHHbIX.

C. YHuuUTOXeHuUe yCTapeBIIUX JOKYMEHTOB.

D. CocraBnenue crvcka COTPYZAHUKOB, UMEIOLMX JOCTYII K apXUBY.

Ne 7 Kakast uadopmarius obs3aresibHa 17151 BK/IFOUEHHUS B TIPOTOKOJT COOpaHUs?
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A. CriucoK y4aCTHUKOB U I0BECTKa JHS.
B. [ata cnenyrouiero cobpaHusi.
C. ®1HaHCOBBIM OTYeT 3a MPOLLIbII TOf.
D. OTueTsI BCex COTPYLHUKOB.
Ne 8 Kaxkoii 13 foKymMeHTOB HeoOX0AuM [/1s1 OCyILleCTB/IeHHUsI KOHTPOJIS 3@ BBITIOJIHEHHEM
pacropsiKeHH?

A. TInan-rpaduk.
B. AKT npuema-niepesjauul.
C. Tlpukas.
D. XXypHan peructparyu.
Ne 9 UTo 13 nmepeurceHHOr0 OTHOCUTCS K (PYHKLMSIM [1e/IONPOU3BOACTBA?

A. IloaroToBKa v OTIpaBKa OTYETOB B HAJIOTOBYH) MHCIEKLIUIO.
B. Opranu3sanys 1 BefjeHHe TIepenycKHy.
C. 3ak/roueHue J0roBOPOB C [apTHEPaMHU.
D. IlpoBeneHvie iHBeHTapU3aLu.
Ne 10 YTo U3 nepeurc/JIeHHOro 0THOCUTCA K (DYHKI[USIM /Ie/IONPOU3BO/ACTBA B
opraHu3anum?

A. BefieHue OyXraaTepckoro yueTa.

B. Cucremaru3anusi JOKyMeHTOB.

C. Pa3paborka cTpartervv npogax.

D. Onienka 3¢ ¢deKTHBHOCTH ITepCoHaria.
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