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1. HEJIX OCBOEHUS TUCHUILIVHBI

OcHOBHON  weIbI0  AMCHMINIHHEBI «/lokymMeHTHpOBaHHEe  ympaBJeHuYecKoii
REATEILHOCTHY  SBJIACTCS (OPMHPOBAHME y CTYNEHTOB HABHIKOB JOKYMEHTHPOBAHHSA M
OpraHu3alHy paboThl € JOKYMEHTAMH B MpoLecce OCYWIECTBIIEHHS HMMH YIPaBICHYECKUX
byuxumii.

OCHOBHBIMH 331a4aMH IHCHMIIHHBI ABISIOTCS:

- M3YYCHHEC OCHOBHBIX MOHATHH JOKYMEHTALHOHHOIO 00ECIeYeH s YIIPaBIIeHHS;

- O3HaKOMHUTb CTYICHTOB C OCHOBHBIMH BHIAMH HOPMAaTHBHBIX JOKYMEHTOB,
CO31aBaE€MBIX MM IPUMEHSAEMBIX B OpraHH3alNH;

- (opmupoBaHHe yMeHHiT 0DOPMICHHS OCHOBHBIX BHIOB HOPMaTHBHBIX JOKYMEHTOB;

- OSHAKOMHTB CTYICHTOB C IOPSIKOM HCIO/NBb30BAHMS HOPMATUBHOM TOKYMEHTAIIHH B
PaMKax JIeJI0BOro OOMIEHHS], [yOIMYHBIX BBICTYIUICHHUH, IPOBEICHUS NIEPEroBOPOB, COBEIAHMM,
OCYUIECTBIICHHS I€I0BOH TIEPEITHCKH U MOANEPKHBAHUS SIEKTPOHHBIX KOMMYHHUKaIHH;

- M3YHCHHE NPHHUMIIOB OPraHU3alHiH JI0KyMEHTO0G0pOTA B OpraHU3aIHH.

2. MECTO JUCIUIIJIMHBI B CTPYKTYPE OIIOII BO

Hucnunimuaa  B1.B.JIB.7 «JIOKyMEHTHPOBAHUE  YIIPABIEHYECKOH  JeSTeTbHOCTH)
OTHOCHTCS K JHCLUIUIMEE 1o BeIOOpY (/IB.7) Bapuarusroit yactu (B1.B) Groka 1 (b1) OIIOIL.
I'myGokoe ycBoenne wmarepuana obecnevMBaeTcs COYETAHHEM ayUTOPHBIX 3aHATHH H
CaMOCTOSITE/IbHOH pabOThl CTYJEHTOB C nuTepatypoil. OCHOBHBIM BHJIOM Y4YeOHBIX 3aHSTHH IO
M@HHOH JIMCIMILIHHE ABJSIOTCS JIEKIHOHHBIE M NPAKTHYECKHE 3aHSATHA, W3ydenne mucHUIINHBL
AL CTYNIEHTOB 3a04HON (opMBI OOYUCHHSI OCYIIECTBIAETCS B TEUCHHUE OIHOIO cemecrtpa. Ilo
AUCLHILINHE OCYIIECTBIIACTCS IPOMEIKYTOYHAS aTTecTauus B hopMme sK3aMeHa.

Juctmmivna sBsercs 6asolt IS M3YYEHHS! JAUCIMILTHE «MenemxMmenT», «Ynpasienue
npoextamu», «HopmaTiBHOe ofecriedeHne ynpasieHus mpoeKTaMu» 1 ap.

3. KOMIIETEHIIMH OBYYAIOLIET OCSl, ®OPMHUPYEMBIE B PE3V.IBTATE
OCBOEHMUS TMCHUILIMHBI (MOIYJIS)

[Tpouecc usyuenns nucHUNIHHEBl «JI0KyMEHTHPOBAHHE YIIPABICHYECKON AESTEIbHOCTIY
HanpasJIeH Ha (OPMHPOBAHKE CIIEIYIOIMX KOMITETEHIIHH:

o0menpogeccHOHANLHBIE KOMIIETEHIHH:

OIIK-1 BraneHHeM HaBbIKAMM IOHMCKA, AHATHM3a M MCIOIB30OBAHUS HOPMATHUBHEIX U
MPaBOBBIX TOKYMEHTOB B CBOCH NPODECCHOHANBHOM JeITETbHOCTH,

IIK — 7 - BraneHHeM HaBBIKAMH IO3TAITHOTO KOHTpPOJI peanH3auuyd OU3HEC-IIJIaHOB H
YCIOBHH 3aK/TIOYaeMbIX COTNALICHAH, IOTOBOPOB M KOHTPAKTOB, YMCHHEM KOOPAMHUPOBATEH
ACATE/IPHOCTD  HCIOJHUTENEH € TMOMOIIBIO METOAMYECKOTO HHCTPYMEHTApHs peanu3amnun
YIPABJICHYECKHX PEIICHHH B 001acTH (DYHKIMOHATBHOTO MEHEIKMEHTA IS JNOCTHIKCHHUS
BBICOKOH COINIaCOBAHHOCTH IPH BBUIOJIHEHUH KOHKPETHEIX [POEKTOB pabot

[1K — 8 - BraenneM HaBBIKaMH JOKYMEHTAIBHOTO O(OpMIIEHHS PELICHHUH B YIIpaBICHAN
ONEPAllMOHHOW  (IIPOU3BOJACTBEHHOH)  JEATENBLHOCTH OpraHH3allidi  TIPH  BHEAPEHHUH
TEXHOJIOTHYECKHX, TIPOYKTOBBIX HHHOBALIHH HIIM OPraHU3allMOHHBIX H3MEHEHHH

[IK — 11 - BrageHneM HaBBIKAMH aHATH3a HH(pOpMaluK 0 GYHKIHOHUPOBAHUH CHCTEMBI
BHYTPCHHETO JIOKYMEHTOOOOpOTa OpraHH3aliH, BeNCHHS 0a3 [aHHBIX 110 Pa3IHYHBIM
nmokasatensiM ¥ GopMHpoBaHHS — MHPOPMALMOHHOTO  OOECHEeYeHHS Y4aCTHHKOB
OpraHU3alHOHHBIX IIPOEKTOB

[IK — 20 - BnaneHneM HaBBIKAMH MOATOTOBKH OPraHH3ALMOHHBIX H pacropsauTeTbHBIX
AOKYMEHTOB, HEOOXOXUMBIX /ISl CO3/IaHHS HOBBIX TIPeNPHHHMATENbCKAX CTPYKTYp



Tabmuua 1

IL1anupyemble pesyabTaThl 06y4eHns M0 ANCHATIINHE

Kon [lnanupyembie pesyabTaTbl 06yuen
Coaep:xaHue KoMneTeHUHH pY PEIYRET 06y4enus
KOMIETeHLUHH no JHCUHILIHHE
3HaTh:
31 (OIIK-1) HopmatuBHBIe H paBoBbIe HNOKYMEHTBI B
CBOEH NpodhecCUOHANBHOI e TeNEHOCTH
32 (OINK-1) — OcHOBHbIE METOILI TOHCKA HOPMaTHBHBIX U
MPaBOBbIX AKTOB
BJIaICHUEM HaBbIKAMHU MOUCKA, | YMeTh:
aHATM3a U UCTIOJb30BaAHHA V1 (OIIK-1) ocyuiecTsnsTh NoOUCK, aHaIU3 1
OTK-1 HOPMATHBHBIX W MPaBOBbIX HCTIONB30BAHHE HOPMATHBHBIX M MPABOBBIX 10KYMEHTOB
JOKYMEHTOB B CBOEH ¥2 (OIK-2) aHanu3uposath HOPMaTHBHBIE W MPaBOBbIE
npodeccHOHATLHOI AOKYMEHTBI, CBA3aHHbIE CO CBOEH npodeccHoHanbHOI
HeATellbHOCTH NEATENBHOCTBIO
Bnagers:
B1 (OIIK-1) HaBbikamu NOKMCKa, aHallh3a U HCNOJIL30BAHUS
HOPMAaTHBHBIX H MPaBOBLIX TOKYMEHTOB B CBOEi
NPOQECCHOHANLHOM AEATENLHOCTH, B T.4. B IOHCKOBO-
CMPaBOYHBIX CHCTEMAX
3uarTs:
3 1 (ITK-7) 6a3oBble YCN0BUS 3aKIHOYAEMbIX cornalueHu,
AOTOBOPOB H KOHTPAKTOB 111 1OCTHKEHUSA BLICOKOM
COrIacoBaHHOCTH MPH BbIMOJHEHHH KOHKPETHBIX MPOEKTOB
3 3 (TIK-7) MeToAMKM KOHTPOJIS M peain3aumny GU3Hec-
BJlaIeHHEM HaBblKaMu
MO3TanHOro KOHTPOIs i
7 ’ro {i 3 4 (TIK-7) 6az0Bble ycnoBHS 3aKITIOYaEMbIX cornalieHui,
peanusauuy GH3HEC-1JIAHOB U
CIIOBHH 3aKII04aeMbIX i St o
C(fl“.]‘lail[eHHﬁ oroso. = 3 5 (IIK-7) meToauueckuii MHCTPYMeHTapHii peanusaumu
i ax‘m‘aﬂ MGHPIIJEM YNpaBI€HYECKHX PELICHHH B 00/1aCTH (yHKIHOHATLHOTO
— JJHHEJ osam: yeﬂTEJlLHOCTb MEHEKMEHTa U1l IOCTH:KEHHA BBICOKOM COrnacoBaHHOCTH
P P G MPH BBINOJIHEHHH KOHKPETHBIX POEKTOB U paboT
HCMOJTHHUTENEH ¢ MOMOLLBIO
IIK -7 YMeTb:
METOAMYECKOTO
¥ 1 (TIK-7) nosTanHo KOHTPOAHPOBATH PeanU3ALIMIO
HHCTPYMEHTapus peanuzaluuu =
i YCIOBHH 3aKNI0YaeMBIX COrNalleHHit, 10roBOpPOB
YNpaBJIeHYECKUX peleHHi B
KOHTPAaKTOB 1 IOCTHKEHMS BBICOKOI COracOBaHHOCTH
obsacT PyHKUNOHAILHOTO
MpH BBINOJHEHUH KOHKPETHBIX MPOEKTOB
MEHEUKMEHTA AN NOCTHHKEHUS e
J1 :
BLICOKO# COrIacOBAHHOCTH MpH x
B1 (ITK-7) HaBblkamMy MO3TanHoro KOHTpons peanuzaumu
BBINOJHEHUH KOHKPETHBIX =
YCIIOBHH 3aK/IH0YaEMbIX COMIALLIEHNUIT, 10rOBOPOB H
MpOCKTOB U pabor A
KOHTPAaKTOB [l JOCTHKEHUSA BbICOKOI COrTacOBaHHOCTH
[IpH BBINOJIHEHMH KOHKPETHBIX MPOEKTOB
B2 (ITK-7) HaBbikaMu N03TaNHOr0 KOHTPONA peann3aLmum
OM3HEC-TIIaHOB M YCIOBHI 3aK/IHOYaeMBbIX cornauieHuii,
OOTOBOPOB H KOHTPAKTOB
3HaTh:
3 1 (ITK-8) 6a3oBble mpaBuaa 10KYMEHTAILHOTO
0OpMICHHS peleHUH B ynpaBieH HH onepauoHHOMH
(MPOM3BONCTBEHHOI) EATENLHOCTH OPraHN3aLIK npH
BJIa[IeHHEM HaBbIKAMM | BHEIPEHMM TEXHOJIOTHUYECKUX, MPOAYKTOBBIX MHHOBALIMIA
NOKYMEHTaIbHOTO O(OpMIIeHHs | MW OPraHU3alMOHHbLIX H3MEHEHMI
peLLeHuii B YNpaBJeHHH | YmeTh:
OMepaLnoHHOM ¥ 1 (IIK-8) nokymeHTansHo 0hopMasTh peiieHus s
MK — 8 (npousBoacTeeHHOI) YNpaBJieHUH OMepauHOHHOM (MPOH3BOACTBEHHOI)
JIeSITeNbHOCTH OpraHu3alui | NeATe/bHOCTH OPraHu3aLMK MPU BHEIPEHUHN
npu TEXHONOTMYECKHX, MPOAYKTOBBIX HHHOBALMiT UITH
HH TEXHONIOrHYECKHX, | OPraHU3aUMOHHBIX H3MEHEHHH

NPOAYKTOBbIX HMHHOBALUMH MK
OpraHM3auHOHHBIX H3MEHEHH

Bnajets:

B 1 (ITK-8) HaBeIkamMH 10KyMEHTaNLHOTO O(OpMIEHNUS
PeleHHH B yNpaBieHUH OTepaLHOHHOI
(MPOM3BOICTBEHHOIA) AEATENLHOCTH OPraHH3aLUK npu
BHEAPEHHH TEXHOMOTHYECKHUX, MPOLYKTOBbIX HHHOBALIU
WIH OPraHW3aLlHOHHbIX H3MEHEHHI




3HarTh:
3 1 (ITK-11) BuakL, COCTaB H CTPYKTYPY AOKYMEHTOB,
OTPaXaloLUNX CUCTEMY BHYTPEHHETO JOKYMEHT00G0poTa
OpraHu3alnH, OpraHoB rocyJapcTBEHHOTO W
MYHHUMIAJ]bHOTO YIIpaBIeHMs
BIaJ€HHEM HaBblKaMM aHanusa | Ymerb:
HHpOpMaLHH 0 | ¥V I (ITK-11) ymeTb paccuuTbIBATH OCHOBHbIE TIOKA3aTeNH,
(pYHKUMOHMPOBaHHH  CHCTEMBI | HEOGXOAMMBIE IS peanu3aLnm OpraHH3alHOHHbIX
BHYTPEHHETO MPOEKTOB
JNOKyMeHTooOOpoTa ¥V 2 (TITK-11) ocyutecTBnsTh BbIGOP HHOPMALMOHHBIX
I[IK-11 opraHusauuy, BesieHus 6a3 | cpeacts ans ux 06paboTKU B COOTBETCTBHH ¢
OaHHBIX o PasnMYHBIM | MOCTaBJICHHOI 3a0a4ell, aHAIU3UPOBATH Pe3yJIbTaThI
nokasaTenaM W (GOPMHUPOBAHHA | PacyeToB M 0GOCHOBLIBATH MOJyYeHHbIE BBIBOLBI I
HH(OPMAaLNOHHOTO NPHHATHUS YNPaBIEHYECKHX PEILEHNMI
obecneyenus YYaCTHHKOB | Bnagern:
OpraHU3aLUOHHbIX MPOEKTOB B 1 (TTIK-11) HaBbikamu ananu3a uHdopmaLmu,
HCTI0/1b3YEMOH B MPOLECCE YNPaBeHHs, IITaHHPOBAHMS H
NPOrHO3UPOBAHMUA, PeAIM3ALHN OPTaHU3aLIMOHHBIX
NpoeKToB
B 2 (TIK-11)npuemamu ynpasieHus onepaunoHHoii
0eATe/IbHOCTLIO OpraHu3auuit
3HaTh:
3 1 (TIK-20) TMnoBbIe OpraHu3alMOHHbIE W
pacnopAnUTE IbHbIE TOKYMEHTBI
3 2 (TTK-20)HopmaTHBHbIE JOKYMEHTHI,
pernaMeHTHpYIOLLHE MOPAAOK CO3/1aHHA HOBBIX
BaJeHHeM HaBBIKaMH :
MPEeANPHHUMATELCKHX CTPYKTYP
MOArOTOBKH OPraHH3alHOHHBIX
" pacnopsaanTelbHbIX Yoo
TK - 20 AN s M- Wi ¥ 1 (TIK-20) roToBUTb THNOBBIE OPraHH3ALMOHHbBIE 1
Y s bl an
PacnopAaHTeNbHbIE TOKYMEHTHI
CO31aHuA HOBbIX
¥ 3 (I1K-20) BbIpakaTh apryMeHTHPOBAHHOE MHEHHE O
NpeAnpHHAMATENBCKUX
CTPYKTYp JOCTOBEPHOCTH (PMHAHCOBOIi OTYETHOCTH OpPraHU3aLlH
Bhagers:
B I (ITK-20) HaBbIKaMu NMOArOTOBKH THHOBBIX
OpraHM3aLMOHHBIX U PaCNOPALHTENbHBIX JOKYMEHTOB,
HEeOOXOAMMBIX /U151 CO3AaHUs HOBbIX
NpeanpUHUMATENbCKHX CTPYKTYP

4.  CTPYKTYPA M COAEPKAHHUE JIMCIHMUILIMHBI (MO/Y.IS])

Kypc paccauran Ha 6 wacoB seKuuii, 6 uacoB mpakTHYeckuX 3aHsTHH u 141 wuac
camocToATeNbHOM paboThl. Beero 5 3auerssie exunmust (180 gacos). ITpomesxyTounas arrecranus B
(opme sx3amena mpesycmoTpena B 9 cemectpe.

Tabmmmua 2
O0beM AuCUHHIIHHBI
Bu yueGHbIX 3ansTH : O6bem ,EIHCIJHI'(I:JIHHM, yac.
CAMOCTOSITE b 6ota cero shiserp
. EWAKIEETI TS S sk 11234 5[6]7][8] 5 J[w ]2
3aounan popma ooyuenun
KonTakTHas pa6ora ofyuarommxcs ¢ 6 6
npenoaaBsaTejieM, B TOM YHCJIe:
JIEKLIHOHHOTO 6 6
nabopartopHbie paboTel
MPaKTHYECKOro 3aHATUS 6 6
CamocTosTenbHasi padora cryaenta (CPC) 141 141
ITpomeskyTounas aTrecranus 3 3
O6was Tpynoemkocts (uac. /3.e.) | 180/5 180/5




Tabmuua 3

CTpyKTypa MHCHHIIHHbI
Bunbt yue6Hoit paGoTsl, BK0uas y?c?;::ﬁ “r:::;ﬁqel:o
CaMOCTOATE/NbHYIO paboTy CTYIEHTOB paGoTEI, KOHTpOS
ol H TPYIOEMKOCTE (B yacax) & yCrieBaeMocTH
o § NPUMEHEHH (o Heoeaam
Ne Passien (Tema) 3| 3 " o eM cemecmpa),
n/n JHUCLIHTITAHBI b = £ 2 E MHTEPaKTH ¢opma
“l 8| E|88|g¢z ZE| & BHBIX TPOMEKYTOYH
=2 g 2 5 i 2| g é & i METOI0B o
2| £3 g & Eg £ | (Buacax/ | arrecraumu
= = < %) (no
cemecmpam)
1 | Beenenwue B 9 1 5 0,5/50
«IOKyMeHTHpOBaHHe
YNpaBIeH4YECKOi OeATeIbHOCTH
2 | OcHoBHbIE BHIbI 9 1 2 17 1,5/50
YIPaBIEHYECKHX J0KYMEHTOB
3 | OcHoBHble TpeGOBaHUS K 9 2 2 17 2/50
0(OPMIIEHHIO YIIPABAEHYECKHX
NOKYMEHTOB
4 | Co3naHue W npeacTasieHue 9 2 2 17 2/50
npeseHTauuit
5 | OcHOBHbIE BUAbI YMEKTPOHHBIX | 9 17
JIOKYMEHTOB
6 | Cnyxba nenonpoussoactsa B 9 17
OpraHu3aunm
7 | Opranusauus paGoTs ¢ 9 17
JOKYMEHTaMH
8 | HenonpousBoacteo no nudyHomy | 9 17
cocTaBy
O | Homenknatypa nen. 9 17
IToaroroBka 10KYMEHTOB A5
XpaHeHHUs B apXxuBe
Bcero 6 6 Kp 141 6/50 DOk3ameH (27)
Kp- konmpoasvuas paboma
Tabmua 4
Conep:xanue THCHHILTHHBI
Koael 3YH
Nen/m | HaumenoBaHue Tem Conepxanne Tem Ko (B cooTBeTCT-
KOMIeTeHLUHH BHM ¢ TaGu. 1)

Tema 1 | BBenenue B MMousitue gokymenta. CyiHOCTb OIK — 1 31 (OIK-1),
«JIOKYMEHTHPOBaHH | AOKYMEHTHPOBAHHS YNPaBICHUECKOH MK - 20 32 (OIIK-1),
oe OGECﬂequHe AeATeNbHOCTH. (OCHOBHBIE MTOHATHA Vi (OI‘[K_]),
YIIPaBJIeHYECKOi JIOKYMEHTHPOBaHHA YNpaBIeHYECKOM V2(OIIK-1),
S LHGETi AedaTenbHOCTH. [IoKyMEHT 1 HH(opMaLHs, B1(OMK-1,

D®opmynap aokymenTa. KOpuanueckas cuna 31 (ITK-20)
IOKyMeHTa, THIOMOrus JOKYMEHTOB, - (HI{-QO),

Tema2 | OcHOBHbIE BHIbI Knaccu(ukaumsa HOPMATUBHBIX 10KYMEHTOB, OIK -1 31 (OIK-1),
YNPaBJIEHYECKHX OpraHH3aLHOHHO-PACTIOPS ANTEILHBIE 10KYMEHTHI, MK-11 32 (OIIK-1),
ROKyMeHTOB mHHaHCOBG-ﬁ)’XFﬂ.HTCPCHaﬁ JAOKYMEHTAaLHA. y ] (OHK,] ),

Hayq HO-TEXHHYECKAA JOKYMEHTALIMA. YZ(OHK-] ),
HopmarusHas npasosas okymexTauns. Tpyaosas B1(OTK-1)
nokyMeHTauus. OTHeTHO-CTATHCTHYECKHE 31 (MK-1 ])’
JAOKYMEHTEL. ﬂpoenuaﬂ JOKYMEHTALMA.

Tema 3 | OcHoBHbIE [Topsigok  DOKYMEHTHPOBaHMS  YNPaBICHYECKOI OIK - 1 31 (OIK-1),
TpeGOBaHHn K JACATEABHOCTH. YHHQHUKAUKA © CTaHapTH3alHA TIK -8 32 (0]‘[}(_ 1),
ocopmaeHHio YNpaBieH4YecKUX N0KymeHToB. Buawl Gnaukos. MK -11 V1 (OIK-1),
yIIpaBIeHUeCKHX OCHOBHBIE  PEKBHM3WTHLI  10KYMeHTOB. [Topsiok MK - 20 V2(OIIK-1),
JI0KyMEHTOB ;I_ORrOTOBKH 1 0(OPMIICHHS MPOEKTOB IOKYMEHTOB, B1(OTIK-1),

HPAKHPOBAHHE JOKYMCHTOB. nDpﬂ,ﬂOK 31 {HK-S}
OIIJOPMIISH HA OTIEAbLHBIX BHI0B HOPMATHBHLIX 2
JOKYMEHTOB, CDBPEMCHHOG JEN0BOE  [MHCBMO. 3] (I—'[K-l l)




Koael 3YH

Nen/n | Haumenosauue tem Conepxanune rem Ko (B cooTBeTCT-
KOMMNETeHUHH BuH ¢ Tabu. 1)
IlpaBuna Benenus 1€10B0# nepenuckH. 31 (I1K-20)

Tema 4 | Cosnanue u OCHOBHBIE 10KYMEHTBI CO3/1aBaeMBble 1718 MK -7 31 (IK-7)
npeJcTaBieHue OCYUICCTBACHUS 1EI0BOro 00LLIEHUS U MPOBEISHHS MK -8 34 (1IK-7)
npeseHTaLmii 1yOAUYHBIX BBICTYIUIEHHH B OpraHu3aumrm. Bunsi MK — 20 31 (TIK-8)

npeseHTauuii. [opanok cosnanus 6ushec- V1 (TK-8)
npe3eHTaumi. UucTpyMeHTsl NpoBeaeHUs 1e10BbIX B1 (IIK-8)
NyGAMYHBIX BBICTYIIIEHMIT, l:lopsﬂox V3 (TTK-20)
HPEACTABNEHHS Npe3eHTalHit.

Tema 5 | OcHOBHbIE BU b TToHATHE 2NEKTPOHHOTO TOKYMEHTA. MK -11 31 (TK-11)
JIEKTPOHHBIX Knaccuukaius 31eKTPOHHBIX 10KYMEHTOB. MK-20 V2 (TK-11)
OKYMEHTOB DIeKTPOHHBIE JIOKYMEHThI B PAMKAX 3/IEKTPOHHBIX BI (TIK-11)

KOMMYHHKaLuii. PaGoTa ¢ anekTpoHHbIMK 31 (TTK-20)
lokymeHTaMH. [Topsaok nepeBoa 3neKTpoHHOI V1 (IIK-20)
AokymeHTalUKK B OymaicHyio hopMy u 0GpaTHo,

DOH H1EKTPOHHBIX TOKYMEHTOB OPraHH3aLuH. Y3 (I1K-20)
OGecneuenue upopmauroHHoii GezonacHocTu npu BI (TIK-20)
pabore ¢ 3AEKTPOHHBIMHK J0KYMEHTAMH.

Tema 6 | Cnyx6a [lopsinok opranmsaumn W paboTel OTAENOB je- OIK -1 31 (OIIK-1),
JENONMpOM3BOACTBA B | JONPOH3BOACTBA B opraHusaumsax. Llenn m sanaum MK-17 32 (OHK-]),
OpraHHM3aLuK cnyxObt J1Y. @yukuun cayxost JY. [lpaa u MK - 11 V1 (OIK-1),

OTBETCTBEHHOCTL  cayxObl  J1Y. [Mopsanok V2(OIIK-1)
B3auMoaeHcTBHs ciyOb 1Y ¢ Apyrumu B l(Ol‘IK-]),
CTPYKTYPHBIMH MOAPA3AEICHHIMH. 31 (TIK-7) ’
33 (TIK-7),
34 (TTK-7),
35 (TIK-7),
V1 (IK-7),
B1 (IIK-7),
B2 (IIK-7)
V1 (TTK-11)
BI (TIK-11)
B2 (IIK-11)

Tema 7 | Opranusauus [lopsigok npuema  JokymeHToB.  Peructpauns, OIK -1 31 (OI1K-1),
paboTi ¢ HarpaBleHHe W pacCMOTpeHHe  BXOZAALEH MK-7 32 (OIK-1),
NOKyMeHTamu KoppecrioHaeHuud,  [lopsiok  noarotoBku M MK-11 V1 (OIK-1),

PErHCTpaurH HCXOAAHX H BHYTPEHHHX YZ(OH K- 1 ),
AOKyMEHTOB. Yuer o0bema jokymeHnTooGopora. BI(OMK-1)
Op]"ﬁHH'S&I_lHSl KOHTPOJIA HCNOJTHEHHA JOKYMEHTOB. 31 (I'[K-?) ’
33 (INK-7),
34 (TIK-7),
35 (IIK-7),
V1 (IIK-7),
B1 (IK-7),
B2 (TTK-7)
V1 (TIK-11)
Bl (ITK-11)
B2 (TTIK-11)

Tema 8 | [denonpoussoacreo 3HaueHue Ka1poBbIX J0KYMEHTOB. BHibl KaapoBbIix OIIK -1 31 (OIIK-1),

N0 THYHOMY cocTaBy | 10KyMeHTOB. Tpynoso# noroeop. 32 (OIIK-1),
HoxymeHTau1oHHOE 0hopMIEHHE TPHEMA Ha V1 (OIK-1),
paboty. Tpyaosas kumika. JIndHas kaprouxa. V2(OIK-1),
Jluunoe aeno corpyannka. [opsnok xpauenms B1(OIK-1).
KalPOBbIX JOKYMEHTOB.

Tema 9 | Homenknarypa nen. Cocrasienue HOMEHKIATYPh Aen. DopMUPOBAHHE OIK -1 31 (OI1K-1),
Toaroroska v oopmnenne aen. Buasl peectpos. Dkeneprusa 32 (OIIK-1),
JOKYMEHTOB 11715 LeHHOCTH nokymeHToB. [Topsiok nepemaun jaen B V1 (OIK-1),
XPaHCHHA B apxuBe apPXHB. nOHCKOBbIe CHCTEMBI MO JOKYMEHTaM, VZ(OHK"I),

B1(OIK-1).




5. OBPA3OBATEJIbHBIE TEXHOJIOTUH

JlenoBas Urpa — METO UIMUTALUK NIPUHSATUS PEIEHHs B PA3JIMYHBIX POU3BOACTBEHHBIX
CHTYaIHUsIX, OCYIIECTBIIAEMBIX 110 3alaHHBIM NIPaBUIIaM I'PYNINO I0Aeil B IHATOTOBOM PEXKUME,
AKTHBHOE CPeICTBO 00YYEHHUSI.

Jluckycens — popma y4ebHO# paboTh, B paMKax KOTOPOM BEICKa3bIBAOT CBOE MHEHHUE 10
BOTIPOCY, TMOCTAaBICHHOMY TpenojaBateneM. IlpoBeneHHe gUCKyccHil  IOApasyMeBaeT
CaMOCTOSTE/IbHBIA IIOATOTOBHTENBHBIA 3Tall B BHJE HANMHMCAHHA 3CCE, TE3UCOB, pedepara mo
NPEUIOKEHHOMY BOIIPOCY.

€TOJ KelC-CTauu — 00ydYeHHe, IPU KOTOPOM CTYIEHTHI U MpPenoaaBaTelld y4acTBYIOT B
HETIOCPEICTBEHHOM OOCYKIEHHH [eTOBOH CHTyallHM WM 3aJadd, B3STOM M3 IPaKTHKH
peanbHOro (YHKIHMOHMpYIOIlero npeanpustias. OCHOBOM Ui CO3[aHMsl KeHCOB SBISIOTCS
JaHHbIE KOHKPETHBIX mpeanpuatuii, a uMmMeHHo: OO0 «BC3 «Texuukan, OAO «BIIO
«Toumar», OO0 «AmbuTye», OAO «ABanrapa», OAO «Dnekrpokabens», OAO «CBsi3HOIN» U
Ip., & TaK)Ke MaTepHajbl NEPHOANYECKOH MeyaTH, a HMEHHO, CTAaThH XXypHaIoB «MHHOBanuU»,
«PHUCK», «IIpobiaemMbl Teoprn ¥ NPAKTHKH YIpaBIeHHs», « DKOHOMHYECKHH a3y, « DKO»,
«MeHeKMEHT HHHOBAIHIY» | JIp.

6. OLIEHOYHBIE CPEJICTBA JIUISI TEKYIIEIO KOHTPOJISI YCIEBAEMOCTH,
MMPOMEXYTOYHOM ATTECTAIINM I10 UTOT'AM OCBOEHUSI
JUCHUIIJINHBI 1 YYEBHO-METO/JMYECKOE OBECITEYEHUE
CAMOCTOSTEJBHOM PABOTHI CTYIEHTOB

6.1. Ilepeuennb y4e6HO-MeTOIHIECKOTO 00ecedeH sl A CAMOCTOATEIbHON PadoTh
00y4aloHXCH M0 JHCUHILIHHE
Tpynoemkocers  camocroATenbHOH — pabOTBI  CTYAEHTOB MO0 JAMCHHUILIAHE
«JIoKyMEHTHpOBaHHE YIIPaBICHYECKOI AeSTeNbHOCTUY cocTaBseT 141 yac.

Tabnuua 5
Bonpocbl 0414 camocmosmenbHo20 uzyvyeHus
T::fl:l Bonpocel, BbIHOCHMBIE HA CAMOCTOSATE/ILHOE H3YYEHHE Koa-Bo uacos
1 OcCHOBHbIE CTaHAAPThI, NPUMEHAEMbIE NPH CO3JAHUS JOKYMEHTOB B OpPraHH3aliuy, =)
2 Opranusauus paboTsl cekpeTapa-pedepeHTa B OpraHusaumy. 17
3 3aKkoHONATeNbHbIE AKThl O JOKYMEHTHPOBAHHOI MH(OPMALIHU C OrpaHHUYEHHBIM 17
JOCTYTIOM.
4 OcHOBHBIE METO/1bl 3AIIMTB HHYOPMALIMH B OPraHU3aLHH, 17
5 Basbl JaHHbIX, HH(POPMALIMOHHO-CIPABOYHBIE U OMCKOBBIE CHCTEMBI 17
6 Opranusauns padoTsl 31€KTPOHHOro GHOIHOTEYHOro (JOHIA B OPraHU3aiini, 17
7 Llenu 1 3a1a4u co3nauus HOHIA Ha INEKTPOHHBIX HOCHTENSX. 17
8 ABTOMAaTH3HPOBAHHbIE CUCTEMbI 0OPaGOTKH IOKYMEHTOB B OpraHU3aLliu 17
9 ABTOMAaTH3HPOBAHHbIE CHCTEMbl KOHTPOIIS 32 UCTIOJHEHHEM NOKYMEHTOR 17
Hroro: 141

Tembl KOHTPOJIBLHBIX PAGOT MO AUCHHILIHHE
«/loKYMEHTHPOBaHHE YIIPABJIEHYECKOM eATEIbHOCTH»
1. OcHOBHBIE CTaHIAPTHI, IPUMEHSIEMBIE IIPH CO3/IaHHUs JOKYMEHTOB B OPraHU3AIMH.
2. Opranun3zanus paGoTsl cekpeTapsi-pedepeHTa B OpraHu3aliH.
3. 3akoHOJATENBHBIE AKTHI O JOKYMCHTHPOBAHHON HH(POPMAIIMH C OrpaHHYEHHBIM
JOCTYIIOM.
4. OcHOBHBIE METOIBI 3aIUTHl HHYOPMALIMU B OPraHU3alliH.
5. ba3spl 1aHHBIX, HHQOPMALIMOHHO-CIIPABOYHEIE U MOMCKOBBIE CHCTEMBI
6. Opranusauus paGoThl ANEKTPOHHOTO GUEIHOTEYHOrO POHIA B OpPraHU3aluy
7. Lenn u 3agauu co3nanus HoHIA HA ITEKTPOHHBIX HOCHTENSX.



8. ABTOM&TH?.HpOBaHHble CHCTEMBI 06p860TKH JOKYMEHTOB B OpraHu3allii
9. ABTOM&TH3HPOB3HHBI€ CHCTEMBI KOHTPOJIA 34 HCITOJTHEHHEM JOKYMEHTOB

6.2. ®oHJ OLIEHOYHBIX CPeICTB VISl NPOBeJeHHS MPOMEKYTOYHOH ATTeCTALMHN

[TpomerxyTounas

arrecranusa

00y4alOmuXCcs MO JHCIUILTHHE
CTYAEHTOB 10 JHUCLHIUINHE

«JlokyMeHTHpOBaHHKE

YIIPaBIECHYECKOM AEATEIBHOCTHY MPOBOAMTCS B COOTBETCTBHHM C Y4eOHBIM IIaHOM B ¢opme
sk3ameHa B 9 cemectpe. CTyIOeHTBl JONMYCKarOTCA K 3K3aMeHy I10 AUCHMIUIMHE B Cllydae
BBINNOJIHEHHUA UM yqeﬁﬂoro I[Jj1aHa 110 JUHCLHMIIIMHE. BBIIIOJIHCHHA BCCX 3a)1a1-m171 H MGpOHpHE’I’Hﬁ,
MPEeLyCMOTPEHHBIX IPOTPaMMOi AUCIIHTUIAHBL.

6.3. [lepeyennb KOMIIETEHIUHI ¢ YKAa3aHHEM 3TanoB X GopMHpPOBAHHUS B mpolecce
OCBOeHHA 00pa30BaTe/ILHOH NPOrpaMMbl

Xole HpOMC)K}’TO‘-IHOi"I aTTeCTaluu OCYILIECTBIIACTCA KOHTPOJIbL  OCBOCHHA
KOMIIETEHIIUI B COOTBETCTBHHU C 3TAllaMH UX QJOpMHpOBaHI/IH.
Jranbl d](lpMHpOBaHllH KOMIIETeHLIHH B X0/1e H3Y4YeHH s AMCUHILIHHBI
«lIoncymemuponauue YIIpaBJIEHYECKOH AeATEIbHOCTHY
Tabmuma 6
Ne n/n | HanmeHoBaHme Tem CopnepixaHue Tem Ko o
KOMMETEHUHH

Tema 1 | Beenenue B [TousTue nokymenta, CyIIHOCTb JOKYMEHTUPOBAHHOTO 00ecredeH s OIIK -1
«JlokyMeHTUpOBaH | YTPaBICHYECKOH AeATeIbHOCTH. OCHOBHBIC MOHATHS MK — 20
Hoe obecneuyeHue JNOKYMEHTHPOBAHHOTO 00eCNedeHHs YNPaBIeHYeCKoH AesTebHOCTH.
yIpaBeH ecKOit HokymeHT 1 undopmauus. Qopmynsp nokymenra. lOpuanueckas cuna

JnokyMmeHTa, TUNoNOrus 10KyMEHTOB,
JeATE/ILHOCTH

Tema 2 | OcHOBHBIE BHIBI Knaccuukanns HOpMaTHBHBIX JOKYMeHTOB, OpraHu3alnoHHO- OIK -1
yMpaBaeH4YeCKHX pacnopsaauTebHble 10KYMeHThl. @HHAHCOBO-0yXranrepckas MK -11
JIOKYMEHTOB JokymenTauua. Hay4uHo-Texuuyeckas nokymenrauns. HopmarHsHas

npaBoBas JoKyMeHTalus. Tpyaoeas qokymeHTauus. OTyeTHo-
CTATHCTHYECKHE JOKYMEHTBL, [TpoeKkTHAs JOKYMEHTALMA,

Tema 3 | OcHoBHBIE [lopsinok  AOKYMEHTHpOBaHMS VMPABIEHYECKOH  JEATENBHOCTH. OIIK -1
TpeGoBaHua K Vuuukauus W cTaHIapTH3aLMA YIPABNEHYECKHX AOKYMEHTOB. Buasl MK-8
odopmienHio OnankoB. OCHOBHBIE PEKBU3HTHI I0KYMEHTOB. [1OpAIOK MOArOTOBKM H MK —11
YIpaBeHYeCKUX O(OPMIIEHHS TPOEKTOB 1OKYMEHTOB. THPaKMPOBaHHE JOKYMEHTOB. MK — 20
LOKYMEHTOB [Topﬁﬂox oopmIeHHsT OTIENBHBIX BHIOB HOPMATHBHBIX JOKYMEHTOB.

CospemeHHoe AenoBoe nuckMo. [TpaBuia BeeHHs 1e10BOH NepenuckH.

Tema 4 | Co3nanue u OCHOBHBIE JOKYMEHTEI CO3/1aBaeMble 1718 OCYILECTBACHHA Je/0BOr0 MK-7
MpencTaBieHHE obLieHus ¥ NpoBeaeHHS MyGAMYHBIX BLICTYIUIEHHH B OpraH|3aLmu. MK -8
npe3eHTauuit Buapl npesentaumii. [lopanok cosnanus GusHec-npeseHTaLui. MK — 20

WHetpyMeHThI NpoBeeH s IeN0BbIX MyGIHUHBIX BBICTYIINCHHH,
[TopsiioK NpeacTaBNeHHs NPe3eHTalHii..

Tema 5 | OcHOBHBIE BHIBI Ionsitue 3nekTporHOro nokymenTa. Knaccudukauus 31eKTpOHHBIX MK -11
3JIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHbIE IOKYMEHTBI B PAMKAX IEKTPOHHBIX [K-20
OKYMEHTOB KOMMYHHKaLMH. PaboTa ¢ aneKTPOHHEIMU JoKyMeHTaMH. [Topsaaok

nepeBo/ia ANeKTPOHHOMH JoKyMeHTaulK B OymaxHy1o opmy K oBpaTtHo.
DOH/1 INEKTPOHHBIX JOKYMEHTOB opraHusaunu. Obecneyenme
uHpopmaunonHoit GesonacHocTH Mpu paboTe ¢ ITEKTPOHHBLIMH
JIOKYMEHTaMH.

Tema 6 | Cnyxba [opsnok opraHusauMd ¥ paboTel  OTAENOB  IENOTIPOM3BOICTBA B OI1K - 1
nenonpoussoacTa | Opranusaunsx. Llemm u sanauu caykGoi J10Y. @ynkumun cyx6er 10V, 1K =7
B OpraHu3aluu [lpaBa u oteercTBeHHOCTE caykObl JIOY. [lopazok B3aumoaeiicTBuA MK-11

cayxosl JIOY ¢ apyrumu
CTPYKTYPHBIMH [0Jpa3i1eleHUAMH.

Tema 7 | Opranuzaums [lopsnok npuemMa JOKYMEHTOB. Perucrpaums, HanpasleHHE W OIlK -1
paboThl ¢ paccMOTpeHHe BXoasulel koppecnonaeHuMH. [lopsaok noaroToBku u MK -7
JOKyMEHTaMH PErHCTPALMH HCXOAALIMX M BHYTPEHHMX JIOKYMEHTOB. Yuer ofmema MK-11

noKymeHTo000poTa. OpraHu3aLus KOHTPOS HCMONHEHHS JOKYMEHTOB.

Tema 8 | Jleaonpon3BOACTBO | 3HAYEHHME KAIPOBBIX TOKYMEHTOB. BUIlbI KAAPOBLIX JOKYMEHTOB. OIK -1




Koabi
Ne n/m | HanmMeHOBaHHE TEM CopaepxaHue TeM bl
1o JUYHOMY Tpy0Boii 10roBop. JJOkyMeHTalHOHHOE OOpMIEHUE NIPHEMA Ha
cocTaBy paGoty. Tpymosas kHikka. JluuHas kaprouka. Jlnunoe aeno
coTpyaHHKa. T10pAR0K XPAHEHHS KaAPOBBIX 10KYMEHTOB.
Tema 9 | Homenxnarypa nen. CocrapieHie HOMEHKIATYphl aei. QopMupoBaHne U OQOpMICHHE el OIMK -1
[MoaroroBka Bubl peecTpoB. DKCMepTH3a LeHHOCTH 10kyMeHToB. [lopsnok nepenayu
JIOKYMEHTOB /15 nen B apxus, [TOUCKOBBIE CHCTEMBI [0 JOKYMEHTAM.
XpaHEeHHs B apxuBe

6.4. Onucanue NoKaszaTeell M KpUTEPHEB OLICHUBAHHS KOMIIETEHIHI HA PasJHYHbIX
yTanax ux GOPMHPOBAHHS, ONHCAHHE IIKAJ ONCHHBAHHS

TaGmuna 7

IoKka3aTeH H KPHTePHH OLeHHBAHHS KOMIIETEHIHIH 110 3Tanam X GOpMHPOBAHUS

HauMeHOBaHHe TeM Kot komnes Koawl 3YB —— Kpnrcpun Ouenka
TeHLHI OLEHHBAHHA OLEHHBAHHS

Bsenenue B OINK -1 [31(OIIK-1),| Bompocel | OueHxa «oTnuyHO» |OTIHYHO
«JIOKyMEHTHpPOBaHH MK -20 |32 (OIIK-1), | Ha 9k3ameHe | BLICTABIAETCA CTYHEHTY,
oe obecnevyeHue V1 (OI1K-1), 1-7 ecny OH ray0oKo M MPOYHO
yTpaBJieH4eCcKoMH V2(OIK-1), YCBOMI nporpaMMHblii
JEATEILHOCTH B1(OIK-1, Marepuall, MCYepIbIBAIOLIE,

31 (I1K-20), nocneJ0BaTeNbHO, YeTKO H

32 (IK-20) JIOTHYECKH CTPOIiHO
OCHOBHbIE BHIbI OIIK -1 |31 (OIIK-1), | Bonpocsl Ha | H3araeT €ro Ha 3K3aMEHE,
yNpap/IeHYECKHX K- 11 32 (OIK-1),| ak3ameHe | ymeeT TECHO YBA3bIBATH
NOKYMEHTOB V1 (OIK-1), 8-14 TEOPUID €  MPAKTHKOI,

V2(0IK-1), ¢Bo0OAHO crpaBnseTcs ¢

B1(OIIK-1), 3ajayaMu, BOTMPOCAaMH H

31 (TIK-11) APYrUMH BUIAMH
OcHoBHbIE OINK -1 |31 (OIK-1),| Bonpocer | MpUMEHEHHA 3HAHHH,
TpeboBaHHA K MK-8 32 (OIIK-1), | Ha 3k3ameHe | MPHYEM HE 3aTPYAHSETCHA C
0hOpMIEHHIO MK-11 |¥1 (OIK-1), 15-23 OTBETOM npu
YApaB/ieHYECKUX MK -20 | Y2(OIIK-1), BHIOM3MEHEHUN  3a[aHHHA,
NOKYMEHTOB B1(OIK-1), npaBuibHO  00OCHOBBIBAET

31 (MK-8), NPUHATOE PELUEHHE.

31 (IMK-11)

31 (ITK-20) Ouenka «xopoiuoy | Xopouo
Co3znaHue U MK-7 31 (TIK-7) Bonpocsl | BbICTABIACTCS CTYIEHTY,
npeacTaBleHHe [TK-8 34 (ITK-7) |Ha3k3ameHe | €M OH  TBEPIO  3HACT
npe3eHTauui MK -20 31 (ITK-8) 24-28 Martepuan, rpamoTHO H MO

V1 (ITK-8) CYLLECTBY M3/araeT €ro, He

Bl (I‘[K-S) nonyckas CYLIECTBEHHBIX

V3 (IK-20) HeTOYHOCTEH B OTBETE Ha
OCHOBHBIE BH/IbI [MK-11 31 (ITK-11) | Bonpocst | BOMPOC, NpaBHILHO
3JIEKTPOHHBIX [MK-20 V2 (TMK-11) | Ha 3x3ameHe | MPHMEHACT TCOPETHYECKHE
JOKYMEHTOB B1 (TTK-1 1) 20-35 MOJIOKEHUA MNpPH peLICHHH

31 (T1K-20) NpPaKkTHYECKUX BOMPOCOB H

V1 (TK-20) 3anad, Blajeer

V3 (TIK-20) Heo0X0AMMBIMH  HAaBbIKAMH

B1 (I1K-20) " npueMamu uxX
Cayx6a OMNK-—1 |31 (OIIK-1),| Bonpocs | BbIMOIHEHH.
[EJIONPON3BOACTBA B MK -7 32 (OI1K-1), | Ha 5K3ameHe
opraH13zauuu MK-11 |V (OIIK-1), 36-40 Ouenka Y noBneTBopuTe

V2(OI1K-1), «YIOBJIETBOPUTENBHON bHO

Bl (OHK- l)‘ BLICTABNACTCA CTYICHTY,

31 (IK-7), eciM OH MMEET 3HaHud

33 (TK-7), TOJILKO OCHOBHOTO

34 (TIK-7), marepuaia, HO He YCBOMI

35 (T1K-7), ero Jertaneil, JoOMyckaer

v1 (TIK-7), HETOYHOCTH, HEIOCTaTOYHO

B1 (IK-7), MpaBHIbHbIE

B2 ([1K-7) (HOpMYITMPOBKH, HApPYILIEHHS

V1 (ITK-11) JIOTHYECKO




HaumeHnoBaHue Tem KO’E'I_ZL':I?{;M- Koawi 3YB g;:“l_la::;::[: 055:;:5::“ Ouenka
B1 (ITK-11) MoCJ1e10BaTe/IbHOCTH B
B2 (ITK-11) M3/10KEHUU MNPOTPAMMHOIO
Mmarepuana, HCTBITHIBAET
3aTpyaHEHUA npu
BBIMOJIHEHHH TMPAaKTHYECKHX
Opranusauus OINK-1 |31 (OIIK-1),| Bonpock | paGor.
paoTsl ¢ MK-7 32 (OIIK-1), | Ha 3K3ame
HDOKYMEHTaMu IMK-11 |V1(OIIK-1),| ue41-45 | Ouenka Heynoenersopur
Y2(OI1K-1), «HEYIOBJIETBOPUTEJIBHO» eJILHO
BI(OIIK-1), BBICTAaBNAETCH CTYIEHTY,
31 (T1K-7), KOTOPBIii He 3HaeT
33 (TIK-7), 3HAYUTELHOH 4acTH
34 (I1IK-7), NporpaMMHOro MaTepuana,
35 (IK-7), JIOMYCKAeT CYIIeCTBEHHbIE
V1 (ITK-7), OWMKOKK, HEYBEPEHHO, C
B1 (TTK-7), OOMBIINMH  3aTPYAHEHHAMM
B2 (TIK-7) BbIMOJIHAET  MpakTHYECKHE
V1 (TIK-11) pabotel.  Kak  mpasuno,
Bl (ITK-11) OLEeHKa
B2 (TTK-11) «HEYIOBIIETBOPUTEJILHO»
Henonpoussoacteo OINK-1 |31 (OIlIK-1),| Bonpockl | cTaBuTCA CTYZIEHTaM,
Mo JTMYHOMY 32 (OIIK-1), Ha KOTOpbIE He MOTyT
cocTaBy Y1 (OIIK-1),| sk3ameHe | MPOAOKUTL 00yueHHe Oe3
Y2(OIIK-1), 46-53 JIOMOJIHUTENbHBIX — 3aHATHH
B1(OITK-1). no COOTBETCTBYHOLLEH
Homenknatypa aen. OIK -1 |31 (OIIK-1),| Bonpocsl e
[Toaroroska 32 (OI1K-1), Ha
JOKYMEHTOB 1115 V1 (OIIK-1),| 3k3amene
XPpaHeHHA B apXHBe VY2(OI1K-1), 54-59
B1(OIIK-1).

6.5. TunoBbie KOHTPO/IbLHbIE 32JAHHS HJIH HHbIE MATEPHAJBI, HEOOX0AUMBIE ISl OLEHKH
3HAHHH, YMEHH, HABBIKOB H (HJIH) ONBITA IeSITETbHOCTH, XAPAKTEPH3YIOIIHX TAIbI
¢opmupoBanus KOMNeTeHIHIT B poLecce 0CBOeHHs 00pa30BaTe bHOM nporpamMmeli

Bonpocer k sx3ameny no aucunninne «JJoKyMeHTHPOBaHHE YNPaBICHYECKOMH
AeATeLHOCTHY

1. ITonsTue mokymeHTa.

2. CymHoCTh TOKYMEHTHPOBAHHOIO 00ECTIeUeH s YIIPABIEHYECKON AeSTebHOCTH.

3. OCHOBHBlE ~ MOHATHSI  JOKYMEHTHPOBAHHOIO  OOECNEYEHHS  YIPaBICHYECKOM
JEATETBHOCTH.

4. TokymeHT u HHGOpMALHS.

DopMyIIsIp TOKYMEHTA.

IOpunnueckas cuna nokymenra.

Tunonorus 10KyMeHTOB.

Knaccupukanuss HOpMaTHBHBIX TOKYMEHTOB.
OpraHH3aLHOHHO-PACIOPSJUTENbHBIE JOKYMEHTHL.

10. ®unancoBo-Gyxranrepckas JOKyMEHTAIHS.

11. Hay4no-Texnudveckas JOKYMEHTaIHs.

12. Oprann3aurOHHO-IPaBOBAs JOKYMEHTALIHH: YYPEAMTETbHBIH JOTOBOp, YCTaB,
NoJI0XkKeHHe 00 OpraHu3aluM, CTPYKTYpa H LITATHas YMCIEHHOCTD, MOJIOKEHHE O CTPYKTYPHOM
NOJpa3AeIeH|H, IITaTHOE PACIIHCAHKE, TODKHOCTHAS HHCTPYKLIUA.

13. OT4YETHO-CTATUCTHYECKUE JOKYMEHTHI.

14. IlpoexkTHast JOKyMEHTAII}S.

15. Tlopsnox TOKyMEeHTHPOBaHHS YIIPABIEHYECKON AEeATEIbHOCTH.

00 N oL



16. VHu}ukanus u craHfapTH3aLus YIPaBIeHYECKUX JTOKYMEHTOB.

17. Bunp! O51aHKOB.

18. OcHOBHbBIE PEKBH3UTHI JOKYMEHTOB.

19. Ilopsanok NoAroTOBKH U 0OPMIIEHHS IPOEKTOB JOKYMEHTOB.

20. TupaxupoBaHHe JOKYMEHTOB.

21. Tlopanok odpopMiIeHHS OTACIBHBIX BHIOB HOPMATHBHBIX JOKYMEHTOB.

22. CoBpeMeHHOE JeJI0BOe IMUCHMO.

23. IlpaBuna BeileHUs JeTOBOM MEPEITHCKH.

24. OCHOBHBIE JOKYMEHTBI CO3/laBaeMble IJIs OCYLIECTBIEHHS JIEJ0BOr0 OOLICHHS H
IpOBEICHUS MyOIMYHBIX BBICTYILIEHHH B OpraHHU3alliH.

25. Bunsl npe3eHTaluii.

26. Ilopsiok co3nanus Gu3Hec-Mpe3eHTaluii.

27. VHCTpyMEHThI POBEICHHUS IEIOBBIX yOJIHYHBIX BEICTYTLICHHIA.

28. Tlopsnok npencTaBieHus Ipe3eHTaLui.

29. IlonsTre 3NEKTPOHHOIO JOKYMEHTA.

30. Knaccudukanus sMeKTpOHHBIX JOKYMEHTOB.

31. DneKTpoHHBIE JOKYMEHTHI B paMKax 3JI€KTPOHHBIX KOMMYHHKALHI.

32. Pabora ¢ 3;1eKTPOHHBIMH JOKYMEHTAMH.

33. Ilopsnok IepeBosia 3NEKTPOHHOM JOKYMEHTAIHH B OyMaxHy10 GopMy u 06paTHO.

34. @oHJ >IEKTPOHHBIX JOKYMEHTOB OpraHU3alku.

35. ObGecneuenue uHPOpPMAMOHHONW Oe30macHOCTH NpH paboTe ¢ 3IEKTPOHHBIMH
JOKYMEHTaMH.

36. Tlopsaox opranu3auuu u paboTs! OTAENOB AENONPOU3BOJCTBA B OPraHM3aLHsiX.

37. Lenu u 3apaun ciyxoer JJOV.

38. ®Oyuxuuu cayxos1 IOV,

39. IlpaBa u oTBeTCTBEHHOCTH CIy)0b1 JIOY.

40. Tlopsmok B3aumoneiicTBus ciayx0sr IOV ¢ apyrumu

CTPYKTYPHBIMH [TOPa3ICTICHUAMH.

41. Tlopsnok npueMa JOKYMEHTOB.

42. Perucrpauus, HanpapjieHHe U PACCMOTPEHHE BXOAAIIEH KOPPECTIOHACHIINH.

43. Tlopsiziok MOArOTOBKM ¥ PErMCTPAIlMH HCXOSIIMX U BHYTPEHHHX JOKYMEHTOB.

44. Yuyer o0beMa JOKyMEHTOO0OPOTA.

45. Opranu3anus KOHTPOJIS UCIIOJIHEHUS TIOKYMEHTOB.

46. 3HaueHue KaJPOBHIX JOKYMEHTOB.

47. Bunel KaJIpoBBIX JOKYMEHTOB.

48. Tpynosoii norosop.

49. JlokymeHTallHOHHOE 0(OpMIIEHHE TIpHeMa Ha paboTy.

50. TpynoBast KHHKKA.

51. JInunas xaprodyka.

52. JInunHoe eNo coTpyIHHKA.

53. Ilopsimok XpaHeHHs KaapOBhIX JOKYMEHTOB.

54. CocraBiieHHe HOMEHK/IATYPBI 1€l

55. ®opmupoBanie u 0hOpMIIEHHE HEIL.

56. Bunsl peectpos.

57. DKcnepTu3a HEHHOCTH JOKYMEHTOB.

58. Ilopsinok mepenayu Jies B apXUB.

59. IloHCKOBBIE CHCTEMBI 0 JOKYMEHTAM.

6.6. MeTroauueckHe MaTepHaJIbl, ONpeIes0NHe NPOLEIYPhl ONEHHBAHNUS 3HAHMIA,
b
YMEHHIi, HABBIKOB H (WJIH) ONBITA JeSITEIbHOCTH, XaPAKTEPH3Y OIIHX dTAMNbI
(popmMupoOBaHHS KOMIIETEeHUHH



Ok3ameH TmpuHEMaer Jiektop. OIlleHKa 3HAHHH CTYZEHT2 HA OK3aMeHe HOCHT
KOMIUIEKCHBIN XapakTep u ONpeaesseTCs ero:
- OTBETOM Ha 9K3aMeHe;
B y4eOHBIMH JTOCTHKEHHAMH B CEMECTPOBBIH TIEPHOLL.
3HaHWs, YMEHHsI, HABBIKA CTY/CHTA [IPU IIPOBEAECHHH YCTHOIO 9K3aMEHa 110 JUCHHUILIAHE
OLIEHHBAIOTCSI 1o CHCTEME: «OTITHYHOY, «XOpOoLIOy, «yIOBJIETBOPHTETHEHOY,
«HEYIOBJIETBOPHTENEHO». OCHOBOH IS ONpeieNeHHs OLUEHKH CIy)KHT YPOBEHb YCBOEHHUS
CTYZCHTAMH MaTepHaa, IpeIyCMOTPEHHOTO JaHHOi# paboyeit mporpaMMoi.

OuneHuBanue CTYAEHTA HA 3K3aMeEHe 10 JUCHHILIHHE
«/IoKyMeHTHPOBaHHe YIIPABJIeHYeCKOH 1eATeJIbHOCTH»
OugeHka TpeboBanusa K 3HAHUAM
OueHka «OTIH4YHOY BBLICTABIAETCA CTYJEHTY, €C/IH OH rIy0OKO H MPOYHO YCBOMJ MPOrpaMMHbIA
MaTepHasl, MCUepMbIBatolle, Mocien0BaTeNbHO, YeTKO M JOFHYECKH CTPOHHO HM37naraeT ero Ha
«OTan4HO»  PK3aMeHe, YMEeT TECHO YBA3bIBATH TEOPHIO C NMPAKTHKOH, CBOOOAHO crpaBifeTcs ¢ 3a1ayaMu
BOMPOCAMMU W APYTMMH BHIAMH MPHUMeHeHUs 3HAHUI, NpUYeM He 3aTPYAHSEeTCS ¢ OTBETOM MPH
Lmﬂoumenennu 3aJaHui, NpaBUILHO 0DOCHOBBIBACT NPUHATOE PeLIEHHE.
OLEHKa «XOPOLIO» BBICTABIAETCA CTYAEHTY, €CIH OH TBEPJO 3HAET MarepHall, rpaMOTHO M Mg
CYILECTBY W3NaraeT ero, He [0MyCKas CYLIECTBEHHBIX HETOYHOCTell B OTBETe Ha BOMPOC,
MPaBHILHO MPUMEHAET TEOPETHYECKHE MONIOKEHHA NP PEeLIeHHH MPAKTHYECKHX BOMPOCOB H
3ajay, BlageeT HeoOOXOMMbIMH HaBbIKAMH M IPHEMAaMH HX BBITIOJIHEHHS.
OLEHKa «yIOBJETBOPUTENLHO» BLICTABIACTCA CTYAGHTY, €CIIM OH WMEeT 3HaHWA TONbKQ
«Y IOBNIETBOPUT POCHOBHOTO MaTepHana, HO HE YCBOHMJ €ro AeTaneil, NOMyCKaeT HETOYHOCTH, HEA0CTAaTOYHO
eJLHOY npaBuibHbIe (OPMYJIUPOBKM, HApyLUEHHs JOTHYECKOH MOCNeA0BaTENbHOCTH B HM3JIOKEHHH
MpOrpaMMHOI0 MaTepHana, HCTbIThIBAST 3aTPY AHEHUA NPH BBIMIONHEHHH NPAKTHYECKHX padoT.
OueHKa «Hey0BIeTBOPHTENILHOY BBICTABIAETCS CTYIAEHTY, KOTOPBIH HE 3HAeT 3HAYUTENbLHON
4acTH MPOrpaMMHOrO Martepuala, [OMYCKAaeT CYIIECTBEHHbIE OLHMOKH, HEYBEPEHHO, C
OONBIIMMK 3aTPYJIHEHHSAMH BBINONHAET nNpakTHdeckne pabotbl. Kak mpaBuio, oLeHka
«HEYIOBJIETBOPHTENLHO» CTABHTCA CTY/IEHTaM, KOTOpbIe HE MOTYT NPOAOIKHTL 00yueHHe Oe3
HOTIOJIHUTENIbHBIX 3aHATHH 10 COOTBETCTBYIOIIEH TUCLIMTIIHHE.

«Xopolo»

«HeynosneTsop
MTENBHON

6.7. Meroauyeckue yKasaHus JUIsi 00y4arIHXCs 110 0CBOSHHIO JHCIHILTHHBI

OOyuenue no pucuummMHe «JlOKYMEHTHPOBAHHE YIPABICHYECKOH AeATENEHOCTHY
NpeAroaraeT U3y4YeHHe Kypca Ha ayAUTOPHBIX 3aHATUAX (JIEKLIUU U NPaKTHYECKHUE 3aHATHA) U
CaMOCTOSATEILHON paboThl CTYIEHTOB. [IpakTuueckue 3aHATHUS JMCLUILTHHBI
((ﬂORyMeHTHpC!BaHPIe pr&BJ'IEH‘IECKOﬁ ACATCIIBHOCTHY IPECANOJIaraloT HX I[IPOBEACHHE B
pasnTMYHBIX (QOpMax ¢ LEJIbI0 BBIABICHHS MOJNYYEHHBIX 3HAHHM, YMEHHH, HABBIKOB H
KOMIIETEHLIUH.

C nenblo oGecneyeHHus YCHENIHOrO OOy4YeHHs CTYAESHT JOJKEH TOTOBUTHCS K JIEKIMH,
MOCKOJIbKY OHa ABJIAETCS BaKHeHel GopMoit opranu3anuu y4eGHoro rnpoiecca, HOCKOIbKY:

- 3HAKOMHT C HOBBIM Y4e€OHBIM MaTepUaioM;

- pasbscHsAET ydeOHBIE 3]IEMEHTHI, TPYAHBIE A/ TOHUMAaHHUS,

- CHCTeMaTu3upyeT y4eOHbIH MaTepual;
OpPHEHTHpYeT B yueOHOM npolecce.

Iloozomoexa K siexyuu 3aKI049aeTCs B CIeIyIOLIEM:

- BHHUMATEJIbHO IIPOYHUTANTE MaTepHal Npeablaylei JeKIH;

- y3HaiiTe TeMy NpeAcTOslLIeH JeKUUH (M0 TeMaTH4ecKoMy IIaHy, Mo MHOpMalun
JIEKTOpa);

- O03HAKOMBTECH C YYeOHBIM MaTEPUAIOM IO Y4eOHUKY U y4eOHBIM MOCOOHSIM;

- I[OCTApaMTech YACHHTH MECTO H3y4aeMOH TeMbl B CBOei mpodecCHOHAIBHON
HOJTOTOBKE;

- 3alHUIMTE BO3MOXKHBIE BOIIPOCHI, KOTOPBIE BBI 3a/1aJUTE JIGKTOPY Ha JIEKIHH.
Iloozomoeka Kk NDAKMUYECKUM 3AHAMUIM.




- BHHUMAT@IbHO TIpOYHTAHTe MaTepHal JIEKUMH  OTHOCSIIMXCS K JIAHHOMY
MPAKTHICCKOMY 3aHATHIO, O3HAKOMbBTECh C Y4eOHBIM MaTepHAIOM [10 y4eOHHKY U y4eOHBIM
OCOOHSM;

- BBIIUIIATE OCHOBHBIE TEPMUHEI;

~  OTBCTLIC HA KOHTPOJILHBIE BOMPOCHI 110 3aHSTHSIM, TOTOBBTECH NaTh Pa3BepHYTHI
OTBET Ha K&X/IbIH U3 BOIPOCOB;

= YACHHUTE, Kakue yueOHble DJI€MEHTHI OCTAINCh JUIS BAC HESCHBIMH H nocrapaiTech
TIOTYYHTE HA HUX OTBET 3apaHee (10 CEMHHAPCKOTO 3aHATHA) BO BPeMS TEKYLIHX KOHCYJIbTAIU
Iperno/iaBareis;

- TOTOBHTBCS MOXHO WHIMBHIYalbHO, N@paMH HIH B COCTABE MATOH TIpyIbL,
NOC/ICIHUE ABNSIOTCS 3P PEeKTUBHBIME (hopMaMH paGOTHL.

Hoozomoexa x _sksameny. Texymumit KOHTPOJIb O/DKHBI CONPOBOKAATh pediiexcus
Y9acTus B HMHTCPAKTHBHBIX 3aHATHAX M OTBETHl HA KIFOYEBBIE BOMPOCH 110 U3YYEeHHOMY
marepuany. MTOroBei  KoHTpome 1o Kypey ocyulecTBisercs B Qopme oTBera
Ha 5K3aMCHALMOHHbIE BONPOCHL. B caMom Havalte yueGHOro Kypca HEOOXOIMMO MO3HAKOMUTECS
CO cleyIomen y4eOHO-MeTOANYECKON A0KyMEeHTaIHeH:

- IIpOrpamMMoH JUCHHUILIHHEL,

= TCPEYHEM 3HAHUH U YMEHHH, KOTOPBIMH CTYACHT JOJIKCH BIIAETh;

- TeMaTHYeCKMMHU IUIaHAMH 3aHATHH;

- KOHTPOJIbHBIMH MEPONPHATHAMH;

- Y4eOHMKOM, Y4eOHBIMU [OCOOUSIMH 1O TUCLMILIMHE, A TAKIKE 3JIEKTPOHHBIMH

pecypcamu;

- IepevyHeM 3K3aMeHaLHOHHBIX BOIIPOCOB.

[locne 3TOro MOMKHO COPMHPOBATBCS YETKOE npescTaBieHre 00 o0beMe U XapakTepe
3HAHUH WM YMCHHH, KOTOPBIMH Hago OyJeT OBNajeTh 10 AMCHMILIHHE. CHCTEMATHYECKoe
BBITOJIHEHNE y4eOHO! paboThl Ha 3aHSATHAX TO3BONHT YCIEIIHO OCBOMTE JUCLHUIUIMHY U CO3/aTh
Xopouryio 6a3y aJs caauu sK3aMeHa.

7. YYHEBHO-METOJAUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHHE
JAUCHHUIIJIHHBI (MOY JIST)

a) OcHoBHas IHTEpaTypa

1. Kaybman H.1O. JlokymeHTHpOBaHMe yIIpaBieHUecKoH NesTelbHOCTH [DnexTporubIH
pecypc]: yuebHoe nocodue/ Kaypman H.FO.— DJEKTPOH. TEKCTOBbIE AaHHbIe.— OMCK: OMCKuii
FOCYIapCTBEHHBIH  MHCTHUTYT  cepBuca, 2014— 177 c¢—  Pexum Jocrtyma:
http://www.iprbookshop.ru/26681.— 9BC «IPRbooksy

2. Kpiokosa H.II. [lokymeHTHpOBaHHEe YNPaBJICHYECKOH OeATENbHOCTH: YueOHOe
nocobue / H.II. KpiokoBa. - M.: UHOPA-M, 2014. - 268 c.: 60x90 1/16. - (Bslciee
obpazosanue). (nepemier) ISBN 978-5-16-003134-7

3. Ilpuxoneko A.H. JIokyMEHTHPOBaHHE YIIPABIEHYECKOH AeSTeTbHOCTH [DneKTpOHHBII
pecypc]: yueGHoe nmocobue/ Ipuxonsko A.H.— DiekTpoH. TeKcToBbIe naHHble.— CII6.: CankT-
IlerepOyprekuii rocymapcTBeHHbIH apXHTEKTYPHO-CTPOUTENBHBI yuuBepcuter, 9bC ACB,
2013.— 270 ¢.— Pexum pocrymna: http://www.iprbookshop.ru/26872.— 3BC «IPRbooks»

0) Jononuure bHast AuTEPaTYpa

1. Enannesa, O. II. JlokymeHTamuoHHOe OGecreueHHe YIIPABJIEHHS B COILHAIBHO-
KyJTbTyPHOM CEPBUCE M TypHu3Me [DneKTpoHHBI pecype] : yueGuuk / O. I1. Enannepa. — 3-e
U3, mepepab. u gon. — M. : ®JIMHTA : HOY BIIO «MIICY », 2014. — 360 c. - ISBN 978-5-
9765-1551-2 (®JIMHTA ), ISBN 978-5-9770-0780-1 (HOY BITO «MIICY »)

2. Uepnoma C.I'. JlokyMeHTamHOHHOE obecIeueH e ynpaBieHus [DIeKTPOHHBIH
pecypc] : y4e6. mocobue / Hosocub. roc. arpap. yH-T, JKoH. ¢ak.; coct. C.I'. YepHoBa. —
HosocubGupck: 3om0toit konoc, 2014. - 106 c.



3. bynar P. E. JloxymenTanuonHoe obecriedeHune yrnpasieHus IepcoHanoM: YueGHoe
nocobue / P.E. Bynar. - M.: HUL] UHOPA-M, 2015. - 234 c.: 60x90 1/16 + ( Jom. mar.
znanium.com). - (Bsiciuee o6paszosanue: bakanaspuar). (nepemser) ISBN 978-5-16-010318-1

4. Tymmna W. A. JlokyMeHTalMOHHOE OO€CHeUeHre YIpaBIeHUS B COLMAIBHO-
KyJIbTYPHOM cepBHCe U TypusMme: YuebHoe mocobue / I'ymmua U. A., 3aiinesa H. A. - M.:
Ansdpa-M, HUL] MHOPA-M, 2015. - 240 c.: 60x90 1/16 (ITepernér 7BL]) ISBN 978-5-98281-
152-3

5. [Ilanos U. A. JlokyMeHTallMOHHOE OOECIeYeHne BHYTPHBY30BCKOTO MEHEIKMEHTA:
Mownorpagus / U.A. ITanos, C.JI. Pesuuxk. - M.: HUL] UH®PA-M, 2016. - 110 c.: 60x90 1/16. -
(Hay4nas mbicib) (O6mnosxka) ISBN 978-5-16-011366-1

B) HHTepHET-pecypebI

1. http://www.countries.ru/library.htm [lenonpousBoactso.

2. http://imp.rudn.ru/ffec/cult-index.html - @enepanbHbii (oHI y4eOHEIX KypcoB.
Jlenonpou3BoacTBO.

8. MATEPHAJIbHO-TEXHHYECKOE OBECIIEYEHUE AUCIUTLIAHBI
(MOJLYJIST)

Jnst obecnieyenust 06pa3oBaTeIBHOIO MpOLECCa 10 AMCLMILIMHE HHCTHTYT PAcIoiaraet
CIeNYIOLICH MaTepHabHO-TEXHHUECKOH 0a30i, obecreynBaromeil NMpoBeIeHHE BCEX BHIOB
JUCHUIUIMHAPHON M MEXIUCUMIIMHAPHOM TTOATOTOBKY, IIPEXYCMOTPEHHBIX YUEOHBIM MIAHOM H
COOTBETCTBYIOLIMX JACHCTBYIOIIUM CAHUTAPHBIM H MPOTHBOINOKAPHEIM IIPABUIIAM M HOPMAM:

- JISKIIHOHHBIE ayJIUTOPHH, 000PYIOBaHHEIE BHICONPOSKIIHOHHBIM 000pYIOBaAHHEM UTS
Mpe3eHTalUH, CPEACTBAMH 3BYKOBOCIIPOM3BEIEHHS, DKPAHOM M HMMEIOLIME BBEIXOJ B CETh
HUHTepner;

- IOMEIIECHUS JUIs IIPOBEJCHUs INPAKTHYECKHX 3aHATHH, 00OpyIoBaHHBIE y4eOHOM
MeOeIbIo;

- Oubnmoreka, MMeromas MecTa IS CTYJAEHTOB, OCHALIEHHBIE KOMIBIOTEPAMH C
JOCTYNOM K 0a3zaM JaHHBIX U ceTd HTepHerT;

- KOMIIBIOTEPHbIE KJIACChI ¢ KOMILIEKTOM IHIEH3HOHHOTO MPOrpaMMHOTO 00ecreyeHus
Microsoft Office, «Koncynprantllmocy.
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