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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MpUOOPETEHUE CTYACHTAMH TEOPETUYCCKUX 3HAHWM M MPAKTHUYECKUX HABBIKOB B O0JIACTH KaJIpoO-
BOTO MEHE/PKMEHTa U CUCTEMBI JJOKyMEHTAI[MOHHOTO O0ECIeYeHHs KaJpOBBIX CIIY:KO, 03HAKOMJICHHE C
JTIOKYMEHTaMH, UCIIOJIb3yEMbIMHU B YIIPaBJICHUHU TIEPCOHAIIOM OpPraHU3alluH, MTOJTYICHUE TPAKTUICCKUX Ha-
BBIKOB T10 CO3JJAaHHIO 1 00pa0OTKE ITUX TOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  chopMHPOBAThH y CTYICHTOB YETKOE TPEJCTABICHUE O HEOOXOAMMOCTH U POJIU KaJIPOBOTO JI0-
KYMEHTHPOBAHUS B OpraHU3aIUAX JIIOOBIX GOopM COOCTBEHHOCTH;

— obecreunTh TIIyOOKOE YCBOSHHE CYNTHOCTH TPOIECCOB JEIOMPOU3BOJCTBA MO JTHYHOMY CO-
CTaBy;,

—  O03HAaKOMHUTH CTYJCHTOB C OOIIUMU MpaBUIAMH COCTABIICHUS M BEICHUS YIPaBICHUYECKOH J10-
KYMCHTAIIMH TPUMECHHUTEIHHO K KaJJpOBOI padoTe;

—  OBJAJETh METOJUKOW pa3pabOTKU BCEX BUIOB KaJpOBBIX JOKYMEHTOB M UX MPaBUJIBHOTO
0o OpMIICHUS U XPaHCHHS,

—  OPHUEHTUPOBATHCA B CHUTYAIUSIX, TPEOYIOIIMX H3JaHUS COOTBETCTBYIOIIMX KAJAPOBBIX JIOKY-
MEHTOB;

—  OCBOWTH MPOBEJEHHUE MPOIEAYP, CBA3AHHBIX ¢ 0OPMIICHUEM JBM)XCHHS KaJ[pOB, B3AaMMOOT-
HOIICHHUSIMU aIMUHHUCTPALMA M TIEPCOHAJIA, MOPSIKOM BEACHHS O3HAKOMJICHHS COTPYIHHUKOB OpPTaHM3a-
LMY C KaJpOBOW JOKYMEHTAIUEN U IEUCTBYIOIIUMHU JTOKATbHBIMH HOPMATUBHBIMU aKTaMHU.

2. MecTo mucuuiiiuebl B cTpykrype OITOII

JuctumnuHa «JlokyMeHTalmoHHoe obecnedenne ynpasieHus nepconaiom» (b1.B./IB.5.1) otHo-
cutcs K 670Ky 1 (BapuaTtuBHas 4acTh).

[TpenmecTBYIONMMEI JUCIUILTHHAME, (POPMUPYIOIIMMHU HAa4YalbHBIC 3HaHUS, sBIsIOTCS: WHDOD-
MAaIIMOHHBIE TEXHOJOTUH B YIIpaBJICHUH, KOMIIBIOTEpHBIE TEXHOJIOTUH B YIIPABIECHUH NIEPCOHATIOM, MOTH-
Ballisl U CTUMYJIUPOBAHUE TPYAOBOW NEATENBHOCTH, [IpakTHka 1Mo MmoMy4eHUI0 MEPBUYHBIX Mpodeccro-
HaJbHBIX YMEHHUI W HaBBIKOB, [IpakTHka 1o moxy4eHuto mpodeccnoHaIbHBIX YMEHUHA U ombITa mpodec-
CHOHAJIBHOM JIESITENBHOCTH, PernmamenTanus 1 HOpMUPOBaHUE TPY/Ia.

[TocnemyromuMu AUCIUTUTMHAME SIBJISTFOTCS: 3aIlldTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadoTHI,
BKJIIOYAs MOATOTOBKY K MPOLEAYPE 3alUThI U NPOLEAYPY 3alUThI, YIIPaBIECHUE IIEPCOHAIIOM OpraHu3a-
UM, YTIPABJICHUE PECYPCAMU.

3. TpeGoBanus K pe3yJibTaATaAM OCBOEHMS JUCHMILTHHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMHUPOBAHUE CIEAYIOINX KOMIICTSHIUI:

— TIK-12 3HaHmMeM OCHOB pa3paOOTKH W BHEAPEHUS KAJAPOBON W YIPABICHUECKOW TOKYMEHTA-
[[UU, ONTUMU3ALUN JOKYMEHTO000pOTa 1 cxeM (PYHKIIMOHABLHBIX B3aMMOCBSI3EH MEXTy MTOApa3IeIICHUS -
MU, OCHOB pa3pabOTKU U BHEAPEHUS MPOLETYp PEryIMpOBaHUs TPYIOBBIX OTHOIIEHUN M COMPOBOXKIAIO-
el JOKYMEHTAallNH;

— [TIK-13 yMeHueM BeCTH KaJpOBOE JEJIONPOU3BOICTBO U OPraHU30BBIBATh APXUBHOE XPaHEHUE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU C JEHUCTBYIOIIMMU HOPMATHBHO-IPABOBBIMH aKTaMM, 3HAaHHUEM
OCHOB KaﬂpOBOfI CTaTUCTHUKHU, BJIaJCHUCM HaBblIKaMH COCTAaBJICHUA KaﬂpOBOfI OTYCTHOCTH, a TAKXKC HAaBbI-
KaMU O3HAKOMJICHUSI COTPYJHHKOB OpPraHU3alliu C KaJpOBOW TIOKyMEHTAallMed U IeHCTBYIOIIUMU JIOKAJIb-
HBIMW HOPMAaTHBHBIMU aKTaAMH, YMCHUC OGGCHC‘II/ITB 3aIIUTYy NCPCOHAJIIBHBIX JaHHBIX COTPYAHUKOB,

B pe3ynbraTe u3ydeHus JUCIUILIMHBI 00Y4aIOIUICS TODKEH:

— 3HaTh CHUCTEMBI TOKYMEHTAIIUH, KIACCUPUKAIIUIO TOKYMEHTOB KaJIpOBOM CITYKObl OpraHm3a-
IIUY, BUJIbI, HA3HAYEHHE U COCTAB KaJIpOBOM JOKyMEHTalUU; TpeOoBaHUs 3akoHOaTeNbecTBa PO comepika-
X HOPMBI TPYJIOBOTO MpaBa OTHOCSIIEHCS K JACATEIHbHOCTU KaAPOBOU CIYKObI; OCHOBBI Pa3pabOTKH U
BHEPEHUS MPOLEAYP PEryIUpPOBaHUS TPYAOBbIX OTHOIICHUNA U CONMPOBOXKIAIOIICH TOKyMEHTAIlUU; METO-
JIMKY O3HAKOMJICHMS COTPYIHUKOB OPIaHM3aLUU C KaJIpOBOW JOKYMEHTALMEN U NEUCTBYIOIUMHU JIOKAJIb-
HBIMH HOPMaTUBHBIMU aKTaMH; CIIOCOOBI 3alUThHI IEPCOHANIBHBIX JAHHBIX COTPYAHUKOB U3MEHUTD

— ymeTh Pa3pabareiBaTh ¥ BHEAPATH KAIPOBYIO U YIIPABICHYECKYIO JIOKYMEHTAIIUIO OpTaHHU3a-
IIUH; COCTABIATh M OQOPMIISTH YIPABICHUYECKYIO TOKYMEHTAIUIO, TOKYMEHTALUIO COMPOBOXKIAIOIIYIO
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TPYHOBBIE IIPOLIECCHI; IPUMEHATh HOPMBI TPYAOBOIO IIPaBa U HOPMAaTUBHYIO METOAUYECKYIO TOKYMEHTHI B
YaCTH, OTHOCSIIUXCS K JESTEIbHOCTH KaJpOBOM CIy Obl U KapOBOTO AEIONPOU3BOJICTBA; OPraHU30BBI-
BaTh apXUBHOE XPAHEHUE KAJPOBBIX JOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOLUMU HOPMATUBHO-IIPABO-
BBIMH aKTaMH; 00E€CTIEYUTh 3aIUTY IEPCOHATBHBIX TJAHHBIX COTPYIHHUKOB

— BJAJeTh METOJAaMHU BEACHUS AEIONPOU3BOJICTBA B KAJIPOBOW CIyxk0e; MEeToJaMH ONMTHMHU3a-
UM JIOKyMEHTOO0OpOTa U cXeM (YHKIMOHAIBHBIX B3aMMOCBS3EH MEXKIy MOAPA3/IEICHUSIMH OpTraHu3a-
[[UU; TEXHOJIOTHEH COCTaBJIeHUsI U OPOPMIICHHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUS MPOLETYp PETYIMPOBaHMS TPYAOBBIX OTHOIIEHUN U COIPOBOXKIAIOLIEN TOKYMEHTa-
L1Y; IPABUJIAMHM COCTABJICHHUS HOMEHKJIATYPBI JI€Jl U MOATOTOBKU JOKYMEHTOB JIJIsl XpPAaHEHUsSI B ApXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHS COTPYIHU-
KOB OpraHM3allU C KaJApOBOM JOKYMEHTALUEW U JACHCTBYIOIIUMH JOKAIbHBIMH HOPMATUBHBIMU AKTAMMU;
HaBBIKAMU COCTABJICHUS KaJPOBBIX JOKYMEHTOB C HCIOJH30BAaHHUEM KOMITBIOTEPHBIX TEXHOJIOTHH, 00pa-
OOTKHU M XpaHEHUS JOKYMEHTOB B JIEKTPOHHOM dopme

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI1 padoThI
OO01ast TpyI0€MKOCTb JUCLUIUINHBI cOCTaBiseT 6.0 3aUeTHBIX €IMHMILIBI U IIPECTaBIeHa B Ta0Iu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunel yueOHO nesTeNbHOCTH Bcero yacos CemecTpsl

7 cemecTp 8 cemecTp

AynuTopHble 3aHATUSA (BCETO) 24 12 12
Jleknun 8 4 4
[IpakTrueckue 3aHATHS 16 8 8
CamocrosTenpHas paboTa (BCero) 188 96 92
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 114 36 78
CamocrosaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 30 30 0
TEOPETHYECKON 4acTH Kypca
[ToaroToBka K MpakTUUYECKUM 3aHATHUSM, 38 30 8
ceMHuHapam
BrinonHeHne KOHTPOJIBHBIX paboT 6 0 6
Bcero (0e3 ax3aMeHa) 212 108 104
IloaroroBka u caada 3adera 4 0 4
OO6miast TpyI0€MKOCTb, 4 216 108 108
3auetHble EauHub! 6.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3znesnsl JUCHUIIMHBI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJBI 3aHATUN TTPUBECHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
4acoB
[Tpak. Cam. dopmupyembie
Haspanus pa3aenoB IUCIUTUIMHBI Jlek., u (Ge3
3aH.,4 | pab., 4 KOMITETEHITNH
9K3aMEH
a)
7 cemecTp
1 Ilpenmer, conepkanue u 3agauu Kypca. [o- 1 0 40 41 [K-12, TIK-13
KYMEHTOOOOPOT U JIETIONPOU3BOJICTBO B IIPO-
(heccHoHANIBHOM IeATEeTPHOCTH
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2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 1 0 12 13 [K-12, TIK-13
MEHTAIIMOHHOTO 00€CTIeYeHNsI YIIPaBICHU
3 Ilonsitue nokymenra. CBOMCTBA JOKYMEHTA. 2 8 44 54 IIK-12, I1K-13
Knaccudukanus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBanus K 0pOPMIICHUIO JTIOKY-
MEHTOB
Hroro 3a cemectp 4 8 96 108
8 cemecTp
4 Cucremsbl 1okyMeHTOB. CocTaBlieHUE U 2 4 32 38 [K-12, TIK-13
odopmIleHHE YITPaBIEHYECKUX U KaJIPOBBIX
JIOKYMEHTOB
5 Opranu3zanusi paboThl C JOKYMEHTaMH. 1 4 30 35 [IK-12, TIK-13
DopMHUpPOBaHKE U TEKYILEE XPAaHEHHUE JJOKY-
MeHTOB. [loaroroBka JOKYMEHTOB K Iepeaaue
B apXUB
6 DIEKTPOHHBIN TOKYyMEHTOOOOPOT, KITFoue- 1 0 30 31 [K-12, ITIK-13
BBIC ITOHATHUS, OCHOBHBIC KOHIICTIIINN
Hroro 3a cemectp 4 8 92 104
Hroro 16 188 212
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JTEKIIUSAM)
Copneprkanue pa3ienoB TUCIUILINH (TIO0 JIEKIMSIM) IPUBEAICHO B Tabmuiie 5.2.
Tabmuia 5.2 — Coneprkanue pa3faenoB JUCHUIUIAH (IO JICKIHSIM)
Copneprxanue paszznenoB quctuminiel (mo | Tpynoemkocts, | @opmupyemblie
HazBanus pazzaenos Aep pasil AHCH ( Py ’ PMHPY
JICKITUSIM) q KOMITETEHITUU
7 cemecTp
1 IIpenmer, IlonsTHeE, NENK U 3a1a44 U3y4aeMOU JUCLIU- 1 [TK-12, I1K-13
coJiepaHue U 3aJlaud | IJIMHBL. Pa3BUTHE U CTaHOBJICHUE JEIIO-
Kypca. npousBojcTBa B Poccun. Opranuzanus jie-
JIokyMeHTOOOOpOT U | JIOMPOU3BOJICTBA HA MPEANPHUATHSIX. 3HAUE-
JIEJIONPOU3BOJICTBO B |HME U MECTO JOKYMEHTOB B CUCTEME YIPaB-
npodeccruoHaIbHON JICHUS
JESTEIbHOCTH Vitoro 1
2 IIpaBoBeble 1 I'ocynapcTBeHHOE peryaupoBaHue, HOpMa- 1 ITK-12, ITK-13

HOpMaTI/IBHble OCHOBBI
JIOKYMEHTAIIHOHHOTO
oOecrieueHust
yIpaBIeHH

THUBHO-IIPAaBOBAasl U METOJNYECKAsT OCHOBA
JIOKYMEHTAI[HOHHOT'O 00ecIeueHus! yrpanJie-
Husi. CylIIHOCTb, HANPaBJIEHUS U BUJIbI FOCY-
JIAPCTBEHHOT'O PEryJIMPOBAaHUs TOKYMEHTA-
IIMOHHOT'0 O0ecreyeHus yrpaBiieHus, Ha3Ha-
4yeHHe, 0COOCHHOCTH U COOTHOILIEHHE HOP-
MaTHUBHO-IIPABOBOI'0 M METOIMYECKOIO PEry-
aupoBaHus. CocTaB U CTPYKTypa HOPMATUB-
HOM, IPaBOBOM U METOJIMYECKON OCHOBBI J0-
KyMEHTAIIMOHHOTO 00ecIieueH sl yrnpanie-
HUS, HAllMOHAJIBHBIX U JIOKAJIbHBIX HOpMa-
TUBHO-METOJIMYECKUX JOKYMEHTOB. YHH(HU-
KalMs U CTAHIApTU3ALIMSL.

Hroro
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3 Tlonsarue nokymeHnTa. | TpeboBanus k 61aHkaM 1oKymMeHTOB. [Tops- IK-12, TTK-13
CBoiicTBa TIOKyMEHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
nokymeHTa. CTpyKTypa | b0 TEXHUUECKUX cpeacTB. OCOOEHHOCTH
JOKYMEHTA. 0 OpMIIEHHUS OTJENIBHBIX PEKBU3UTOB.
T
peboBaHus K Vitoro
0 OpMIICHHUIO
JIOKYMEHTOB
HUroro 3a cemectp
8 cemecTp
4 Cucremsl [TpaBuna opopmieHus JOKYMEHTOB, COCTaB ITK-12, ITK-13
JIOKYMEHTOB. Y Ha3Hau€HUe peKBU3UTOB. Poib 1 BUIbI
CocraBnenue u yIpaBiIeHUYECKUX JOKyMeHTOB. CocTaB, pac-
odopmiieHue MIOJIOKEHHE U IIpaBuiia OPOPMIICHUS PEKBU-
YIPABJICHUYECKUX U 3UTOB OT/AEJbHBIX BUJOB OPTraHU3ALUOHHO-
KaJIPOBBIX JJOKYMEHTOB | IPABOBBIX, PACTIOPSAUTEIHHBIX U HHPOpMA-
LIMOHHO-CIIPABOYHBIX IOKYMEHTOB. 3Haue-
HUE KaJIpOBBIX TOKyMEHTOB. COCTaB U BU/IbI
JIOKyMEHTalUu 10 JINYHOMY cocTaBy. [Ipa-
BUJIA UX COCTaBJIEHUS. YHU(DUIIUPOBAHHbIE
¢dopmbl tokymeHToB. [Ipukas. Odopmienue
npuema Ha pabory. [lepeBoxa Ha apyryio pa-
6oty. [IpenocraBieHue oTmycka. YBojibHe-
Hue ¢ paboThl. JInuHoe 3asBiieHne. Xapakre-
puctuka. CocTaBHbIC YAaCTH XapaAKTEPUCTHU-
KU, IpaBuiia opopmieHus
Hroro
5 Opranuszanus padotsl | [IoHATHE «TOKYMEHTOOOOPOT» M €T0 Pa3BH- IK-12, TIK-13
C IOKYMEHTaMHU. tue. OCHOBHBIE ITpaBUJIa OpraHU3aluu J10KY-
dopmupoBaHUe U MeHTO00OpoTa B opranuzauuu . Homenkia-
TEKYILlee XpaHEHHUE Typa aen. [lopsinok coctaBieHus U yTep-
JIOKYMEHTOB. YKJACHUSI HOMEHKJIATyphl Jiell. YCTaHOBIICHUE
[Toaroroska CPOKOB XpaHeHus aeil. DopMUpPOBaHKE U
JIOKYMEHTOB K odopmitenue aen. [lopsaok nepenauu 10Ky-
nepegayve B apxuB MEHTOB Ha XpaHEHHE B apXUB.
Hroro
6 DJIEeKTPOHHBIN OCHOBHBIE 3a]1a41 OpTraHU3aIUH JIEK- [K-12, TIK-13
JOKYMEHTO000pOT, TPOHHOT'O IOKYMEHT0000poTa. CHCTEMbI
KJIFOUEBBIE TIOHSITHS, AJIEKTPOHHOTO JO0KyMeHTooO0opoTa CO/I.
ocHoBHbIe KoHIenuH | Ocobennoctu opranuzanuu CO/1. Cucremsr
AJIEKTPOHHOTO JIOKYyMEHTO0000pOTa, Mpe-
craBlieHHbIe B Poccun.
Hroro
Hroro 3a cemectp
Hroro

5.3. Pa3eqbl AMCUMINIMHBI M MEKIMCUMININHAPHBbIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrieynBaeMbIMHU (IOC/TEAYIOIMMH) THCHUIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUTMHAME TIPE/ICTaBlIeHbI B Tabmuie 5.3.
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Tabmuua 5.3 — Pa3nenbl IUCIUTUTHHBI B MeXANCIUILTMHAPHBIC CBSI3U

No pa3nenoB JaHHOM NUCHMIUIAHGL, I KOTOPBIX HEOOXO0IUMO
HanMeHOBaHME TUCIHMILINH U3yueHue 00eCIeunBaroUX U 00eCeYnBaeMbIX JUCIUILTUH

1 2 3 4 5 6

HpC,Z[HICCTBYIOIJ_II/IC JAUCITUITIINHBI

1 UndopmaninoHHbIe TEXHOJIOTUU B

- - - - - +
YIPaBICHUH

2 KoMnbroTepHbIE TEXHOJIOTUH B yIIpaB- n N N N N N
JICHUU TIEPCOHAIIOM

3 MO}“I/IBaHI/IH Y CTUMYJIMPOBAaHUE TPY- n N N L N
JIOBOM J€STEIBbHOCTH

4 TIpakTuKa 1o MOJIyYE€HHUIO IEPBUYHBIX . .

npo¢eCcCroHaIBHBIX YMEHUH U HABBIKOB

5 IlpakTuka 1o noyy4yeHuro npopeccuo-
HaJIbHBIX YMEHUH U OIbITa IIpodeccro- +
HAaJIbHOM EATEIIBHOCTH

6 Pernamenranus 1 HOpMUPOBAHUE TPY-
na

+

[Tocnenyromuye TUCITUTITUHBI

1 3amura BbIMYCKHON KBaTU(UKALNOH-
HOW paboTHhI, BKJIIOYAst MOJI'OTOBKY K

+ + +
MPOLEAYPE 3aIUThI U IPOLEAYPY 3allH-
THI
2 YnpagiieHHe IEPCOHATIOM OpraHu3a- n n
nZ0st
3 VhpaBieHue pecypcamu + +

5.4. CooTBeTCcTBHE KOMIIETEHIUIi, POPMHUPYeMBbIX TPU U3YYEeHUH TUCHMIIUHBI, 1 BUI10B 3aHATHII
CoOTBeTCTBHE KOMITETEHIMH, (OPMUPYEMBIX NPH W3yYEHUU IUCHUIUIMHBI, W BUIOB 3aHATHH
IpeJCcTaBIeHo B Ta0nuue 5.4.
Tabma 5.4 — CooTBeTCTBHE KOMIETEHINH, POPMUPYEMBIX MPU W3yYSHUH JAUCIMIUIMHBI, ¥ BUJIOB 3aH-
THHN

KoMmmnerenuu Bungw! 3ausaTuit

@DopMBI KOHTPOJIS
" Jlek. [Ipak. 3aH. Cawm. pa6.

IK-12 + + + KonTponsHnas padora, 3ammura oT1-
yeta, [I[poBepka KOHTPOJIBHBIX
pabort, Onpoc Ha 3aHATUSIX, BbI-
CTyIUIeHHe (AOKJIaT) HA 3aHATHH,
TecT, 3auéT ¢ onenkor, OTYET MO
MPaKTUYECKOMY 3aHSITHIO

IIK-13 + + + KonTponbHas paboTa, 3ammra ot-
yeta, [I[poBepka KOHTPOIBHBIX
pabot, Onpoc Ha 3aHATUAX, BbI-
CTyIUIeHUe (JOKJIaT) Ha 3aHATHH,
Tecrt, 3auét ¢ onenkoi, OTYET MO
MPaKTUYECKOMY 3aHSITHIO

6. UnTepakTuBHBIC MeTOABI M (POPMBbI OPraHU3ANMHU 00yUECHHUS
He mpenycmotpeno PVYII
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7. JIaGopaTtopHbie padoThI

He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDI)
HaumeHoBaHMe NpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeneHo B Tabnuue 8.1.
Tabmuua 8.1 — HaumeHoBaHME NPAaKTUYECKUX 3aHATUHN (CEMHUHAPOB)

HanmeHnoBaHnue npaktnueckux 3aHiatuid | Tpynoemkocts, | Dopmupyemsbie
Ha3zBanus paznenos
(cemuHapoB) q KOMITETEHITUU
7 cemecTp
3 Ilonsarue noxkymenTta. | TpeboBanus k 6iaHkaMm 1okymeHTOB. [loaro- 4 [K-12, TIK-13
CBoiicTBa IOKYMEHTa. |TOBKa K COCTAaBJICHUIO TOKYMEHTOB. CXeMbl
Knaccudukanus pacnosioxeHus JokyMmeHToB. CocTaBieHue
nokymeHTa. CTpykTypa | hopMyssipoB JoKyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. brnank KoHKpeTHOTO BUJa JOKyMeHTa. briank
TpeboBanus MUChMa.
MJICHU
o(opmerio OO6mme TpeboBaHus K 0(hOPMIICHHUIO TEKCTa 4
OKYMEHTOB
JIOKYM ordyeta. OopmieHe TUTYIBHOTO JIUCTA, PU-
CYHKOB, Ta0JIUII, CIIUCKA UCIIOJIb3YEMbIX HC-
TOYHUKOB
Hroro 8
Hroro 3a cemectp 8
8 cemecTp
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 4 IK-12, TIK-13
JIOKYMEHTOB. HU3AIIMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEH-
CocraBnenue u TOB (yCTaB, MMOJIOKEHHUE, IITATHOE pacluca-
odopmiieHue HUE, UHCTPYKIIUS, IPUKa3, paclopsKEHUE,
yIpaBIeHUYECKUX U pelieHue, NpoTokod, nocraHosnenue) [pa-
KaJpOBBIX JJOKYMEHTOB | BUJIa COCTaBJICHUS U opopmiieHus: HHPopMa-
[{MOHHO-CIPABOYHBIX JIOKYMEHTOB (J1€JI0BOE
MUCHMO, JTOKJIATHAS U CIyXeOHas 3aliCKH,
aKT, CIpaBKa, u JIp. )
Hroro
5 Opranuzanus [TpaBuna coctaBneHus u 0hopMIICHUS KaJipo- ITK-12, ITK-13
paboThl € BOM JJOKyMEHTAIWH (3asBJICHUE, XapaKTepH-
JIOKYyMEHTaMH. CTHKa, aBTOOMOTpadus, pe3rome, MPUKa3bl 1Mo
dopMupoBaHue U JMYHOMY COCTaBY, TPYAOBOM TOTOBOP
TEKylIee XpaHEHUE (KOHTPAKT 0 Ha3HAYCHHUH Ha JOJKHOCTH),
JIOKYMEHTOB. JMYHAas KapTouka pabOTHHKa, Tabeb yueTa
[ToaroroBka pabouero Bpemenu u ap. ) Homenknarypa
JIOKYMEHTOB K nen. Buasl HomenknaTypsl. DopMupoBaHuE
repeaaye B apXuB Jie.
Uroro 4
Hroro 3a cemectp
Hroro 16

9. CamocTrosiTe1bHasi padoTa

Bunasl camoctosiTenbHO paboThl, TPYAOEMKOCTh U (hOpMUpPYEMble KOMIIETEHIIUU MTPEICTABICHbI B

Tabymite 9.1.
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Tabmuma 9.1 — Busiel caMOCTOSTENBHON padOThI, TPYIOEMKOCTh M (JOPMHUPYEMbIE KOMIIETCHIIUN

JIOKYMEHTOB K
repeade B apxuB

Bunpl camocrosarensHoi | TpynoemkocTs, | @opmupyemblie
HasBanus paznenos A PYA ’ PMHUPY DopMBbI KOHTPOJIS
paboThI q KOMITCTCHITUHU
7 cemecTp
1 IIpenmer, CamocTosTeNIbHOE U3yYe- 30 I1IK-12, IIK-13 | BeicTynnenue
COJIEpIKaHHE U HUE TeM (BOTIPOCOB) TE€O- (moksam) Ha 3aHs-
3a/1a4M Kypca. pETUYECKOM YacTu Kypca THUH, 3a4ET C OIICH-
KyMEHT T Ko, Om Ha 3aHs-
HoxymenToobopo [IpopaboTka JIeKITMOHHO- 10 OH, OT poc Ha 3a
1 ro MaTepuasa THiX, lect
JIETIOTIPON3BOICTBO
B HToro 40
npo¢ecCuoHATBHOM
JeATeIbHOCTH
2 IIpaBoBsle U [IpopaboTka JeKInOHHO- 12 [TK-12, I1IK-13  |3auéT c oneHKoMH,
HOPMATHBHbIE ro MaTepuasa Ornpoc Ha 3aHATUSAX,
HOBEI Tect
OCHO Htoro 12 cc
JIOKYMEHTAI[MOHHOT
0 obOecricueHUS
YIpPaBJICHU
3 Iloustue [ToaroroBka k mpakTuye- 30 IIK-12, IIK-13 |3a4€T c O1leHKOMH,
JIOKYMEHTA. CKHM 3aHSATHSIM, CEMUHA- Ormpoc Ha 3aHATHUSX,
CaoiicTBa pam Otuer 1o mpakThye-
KyMEHTA. KOMY 3aHSTH
io yMeHTa [TpopaboTka JTeKIHOHHO- 14 "CF OMy 34 10,
naccuduKaIus ro Matepuaia ecT
JIOKYMEHTA.
JIOKYMEHTA.
TpeboBaHus K
o opMIIEHUTIO
JIOKYMEHTOB
Hroro 3a cemectp 96
8 cemecTp
4 CucreMbl BrinosHeHne KOHTPOJIIb- 6 IIK-12, ITK-13 |3a4éT ¢ OLEHKOI,
JIOKYMEHTOB. HBIX padoT KontponwsHas pabo-
TaBJIEHUE U Ta, On Ha 3aHs-
Cocrasenne IToaroroBka K mpakTuye- 4 3,0 1?{ 0C Ha 34
oQopurerme CKHM 3aHATHSAM, CCMHHA- THiX, Hpobepka
YIPABJICHUYECCKUX U pam KOHTPOJIBHBIX PaboT,
KaJpOBBIX Tect
JIOKYMEHTOB [TpopaboTka JTeKIMOHHO- 22
ro MaTepuasa
Htoro 32
5 Opranuzauus [ToaroroBka Kk npakTuye- 4 IIK-12, I[IK-13 |3a4éT ¢ OLeHKOM,
paboThl C CKHM 3aHSATHSIM, CCMHUHA- KonTponsnas pado-
JIOKYyMEHTaMH. pam Ta, Onpoc Ha 3aHs-
dopMupoBaHUE U THaX, IlpoBepk
OPMHPOBAHHC [TpopaboTka JIEKITMOHHO- 26 » LIPOBCPKA 5
TEK XpaHCHU KOHTPOJIBHBIX Pa0oT.
CKYLLEE XpAHCHUC | 1, marepuana OHTPO pabot,
JIOKYMEHTOB. Tect
IloaroroBka Hroro 30
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6 DNIEeKTpOHHBIN [TpopaboTka JIEKITMOHHO- 30 IIK-12, [IK-13 |3amura otyera,
JIOKYMEHTOOOOpOT, |0 MaTepuasa Ormpoc Ha 3aHATHUSX,
KJIFOYEBBIE MIOHATHS, | pr. o 30 Tect
OCHOBHBIE
KOHILIETIIUU
Hroro 3a cemectp 92
[ToaroroBka u cnava 3a- 4 3auéT C OLIEHKOM
gyeTa
Hroro 192
10. KypcoBoii npoekTt / kypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLIEHKHU YCIIeBAeMOCTH 00y4aromuxcst
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAM4YeCKOEe M HHGOPMALMOHHOE o0ecieyeHre JUCHMIITIHHbI

12.1. OcHoBHas JuTEpaTypa

1. Hoponuna, JI. A. Opranu3anus U TEXHOJOTHs JTOKYMEHTALMOHHOTO OOecreueHHs ynpasJe-
HUs [DNeKTpOHHBIN pecypc]: yueOHUK U MPaKTUKYM JUIs akajeMmudyeckoro 6akanaspuara / JI. A. JlopoHu-
Ha, B. C. UpurukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axkanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum moctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara obpamenus: 17.05.2020).

2. Hammonanenseiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema cTannapToB 1o HH(GpOpMAIHH,
OMOIMOTEYHOMY M M3JaTeNbcKOMy Aeny. OpraHn3alMoHHO-PACIOPSINTENbHAS TOKyMeHTaus. TpedoBa-
HUS K 0OpMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepabHOr0 areHTCTBA M0 TEXHUYECKOMY perysH-
poBanuto U MeTposoruu oT § nexadbps 2016 r. N 2004-ct) [DnextpoHHbIN pecypc]: — Pexum pocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 17.05.2020).

3. Kysnenos, 1. H. JlokymMeHTanimoHHoe obecriedeHne ynpaBieHus epcoHaioM [ DIeKTPOHHBIN
pecypc]: yueOHHUK M MPaKTUKyM Ui npukiaaHoro O6akanaspuata / U. H. Ky3snenoB. — M. : U3narens-
ctBo Opaiit, 2019. — 520 c. — (Cepus : bakanasp. [Ipuknannoit kypc). — ISBN 978-5-9916-4000-8.

— Pexum JocTyna: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-
1E2AEO0B0861D/dokumentacionnoe-obespechenie-upravleniya-personalom (nmara oOpareHus:
17.05.2020).

12.2. lonoiHuTEIbHAS JIUTEpPaTypa

1. O6pazoBarenbubiii cranaapT By3a OC TYCYP 02-2013. PaGoTsl cTyaeHUECKHE TT0 HaIpaBJIe-
HUSIM TIOATOTOBKU U CIEIMATLHOCTSAM TyMaHuTapHoro npogpwis. O6mue TpedoBaHus U npaBuia ohopm-
neHus [DnekTpoHHBIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (gara o0-
pamenusi: 17.05.2020).

2. TOCT P 7.0.8-2013. Cuctema ctaHaapToOB M0 HHPOPMAIUK, OUOITHOTEYHOMY U M31aTEIbCKO-
My zeny. J{e1onpou3BoJACTBO U apXUBHOE /1e710. TepMUHBI U oTnpeieieH s [ DNeKTpOHHbIN pecypc]: — Pe-
kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 17.05.2020).

3. JenompousBoAcTBO [DnekTpoHHBI pecype]: YueoHoe mocooue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 17.05.2020).

12.3. YueOHO-MeTOAHIECKHE ITOCOOUS

12.3.1. O0s3aTe/ibHbIE Y4eOHO-METOAMYeCKHEe MOCOOUs
1. OOuwmii 1 MEKTPOHHBIN JOKYMEHTOOO0POT [DIIeKTpOHHBIN pecypc]: Meroauueckoe mocodue
1o Ja00paTOPHBIM 3aHATUSM U CAMOCTOSTEIbHOU pabdore Ans cTyneHToB HampasieHuit 080200.62 «Me-
HemkmenT»y, 080100.62 «JOkxonmomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara o6pamenus: 17.05.2020).
2. Jlenmonpou3BOACTBO [DIIEKTPOHHEIN pecypc]: Y4eOHO-MeTOquIecKoe MmocoOue sl IOATOTOB-
KU K TPAaKTUYECKUM 3aHITHSIM U camocTosTebHoU paboTsl / A. B. Kypenkos - 2018. 15 ¢. — Pexum 110-
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ctyna: https://edu.tusur.ru/publications/7822 (nata obpamenus: 17.05.2020).

12.3.2. YueOHO-MeTOAMYECKHE TOCOOHS /ISl JIML C OTPAHMYEHHBIMH BO3MOXKHOCTSIMHU 3/10POBbS U
HHBAJINI0B

Y4eOHO-METOIMUYECKUE MaTepHallbl sl CAMOCTOSTENILHON M ayAUTOPHOW pabOThl 00ydaroIuxcs
W3 YUCa JUIl C OTPAHMYCHHBIMUA BO3MOXKHOCTSIMH 3I0POBBSI M1 HHBAJIHJIOB MIPEIOCTABIIAIOTCS B (hopMax,
aJaNTHPOBAHHBIX K OTPAHUYCHUSM UX 3/I0POBbS U BOCIPUATHUS UHPOPMAIIHH.

JLJist I ¢ HAPYIIeHUSIMU 3PeHusI:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JLJ1s1 JIMI ¢ HAPYIIEHUSIMHU CJIyXa:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

JLJ1st I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeJILHOTO anmapara:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

12.4. IIpoeccuonaibHbie 6a3bl JAHHBIX U HH(GOPMAILIMOHHBIE CTIPABOYHBbIE CHCTEMbI

1. eLIBRARY.RU - Kpynneiimuii poccuiickuii nHpopManvoHHbIH nopTajn B 001acTH HAyKH,
TEXHOJIOTUU, MEIUITUHBI 1 00pa3oBaHus. Pexxum noctyna: www.elibrary.ru;

2. TAPAHT - Cuctema «'”APAHT)» npenoctaBisieT 10cTym K (eaepalbHOMY U pErHOHATIBHOMY
3aKOHOZATEIbCTBY, KOMMEHTAPUSAM U pa3bsCHEHUSM U3 Beayliux npodeccuoHanbubix CMU, kHuram u
OOHOBJISIEMBIM SHIMKIONEIUSAM, TUIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOM MpPaKTUKE, MEXyHAPOIHBIM
JIOTOBOPaM U APYyroil HopMaTUBHON HHpopManuu. Pexum noctyna: www.garant.ru;

3. Koncynprantllmoc - Cucrema «KoncynbranTllntocy — HagéxHbI NOMOIIHUK JUIsI MHOTHX
CHEIHAJIMCTOB: IOPUCTOB, OYXTaJTEPOB, PyKOBOJIUTENEH OpraHu3aluii, a TaKkKe JJis CIEelHaIuCTOB Iocy-
JAPCTBEHHBIX OPraHOB, YYEHBIX U CTYJIEHTOB. B HEl COOEpKUTCS OrpOMHBIN MacCHB IPAaBOBOW U CIIpa-
BOuHOM nH(popmanuu. Pexxum gocryna: www.consultant.ru

13. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHrne JUCHUILIMHBI U TpedyeMoe MporpaMMHoe
o0ecneyenne

13.1. O0uue TpedGOBaHUSI K MATEPHATbHO-TEXHMYECKOMY U MPOrPaMMHOMY 00eCeYeHH 0
AUCHHUILIMHBI

13.1.1. MaTepuaibHO-TEXHMYECKOE M MPOrpaMMHOe olecriedeHne IS JTeKIIMOHHBIX 3aHATHI
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJAbTALUH, TE-
KYILEro KOHTPOJIS U MPOMEXKYTOUHON aTTeCTAllMU UCTIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOITMUECTBOM I10-
CaJI0YHBIX MECT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHoIl meOenbio. MMeroTes
JIEMOHCTpalMOHHOE 000pyA0BaHNHE U yueOHO-HAITIIIHbIE TOCOOMs, 0OecIeunBaroIie TeMaTHYeCKue Ui-
JIOCTPALMHU IO JIEKLIMOHHBIM pa3jieiaM JUCIUIUINHBI.

13.1.2. MaTepuaJbHO-TEXHUYECKOE H NPOrPaMMHoOe o0ecnedyeHne VI NPAKTHYeCKUX 3aHATHI

JlaGopatopust TpymmoBoro mnpoekTHoro oOydenus '"JlaGoparopus COIMATBHO-IYKOHOMHYECKUX
npobiem"

yueOHasi ayuTOpHsl 1715l IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
BE/ICHUS 3aHATUHN JJaOOPATOPHOTO TUTIA

634045, Tomckast o6mactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 ayn.

Onwucanue uMeronierocs 000pyI0BaHuUs:

- [I1IBM KOMIICTAP (12 mr.);

- MarHuTHO-MapKepHast 10CKa;

- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.

[IporpamMmmMHoOe obecrnieueHue:

— 1C:IIpennmpustue 8

- 7-Zip
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— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lroc

Brruncnurensnas naboparopus / KomnbroTepHBbIii kitacc

yueOHas ayTUTOPHs i1l IPOBEACHHSI 3aHATHI TPAKTUYSCKOTO TUTIA, YIeOHAsT ayUTOPHS JUIS IIPO -
BEJICHUS 3aHITHIA 1aO0OPaTOPHOTO THUMA

634045, Tomckast obmactsb, T. Tomck, ya. KpacHoapmetickast, 1. 146, 505 ayz.

Ornucanue UMEIIErocs 000pyIOBaHHUS:

- [I1I5BM DX6100M (9 mit.);

- [I5BM INTEL CORE 2 DUO (6 mIT.);

- MaranTHO-MapKepHas T0CKa;

- Kommnekr cnenuanuzupoBanHoi yueOHOI Mmebenu;

- PaGouee mecTo mpermoaBares.

[TporpamMHOe obecrieueHue:

— 1C:IIpenmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lroc

13.1.3. MarepuajibHO-TEXHUYECKOE ¥ MPOrPaMMHOe o0ecrneuyeHue 1Jisl CAMOCTOSITeIbHON padoThI
s camocTOsATENbHOM pabOThl MCMONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIBIOTEPHBIE KJIacchl),
PacIoJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHast MmeOerb;

- komnsroTepsl kinacca He Hke [IDBM INTEL Celeron D336 2.81'T. - 5 miT.;

- KOMIBIOTEPHI MOJKIIOUYEeHBI K ceTH «/HTepHeT» U 00eCreYnBaroT JOCTYI B DJIEKTPOHHYIO WH-
(hopManMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[lepeueHs MPOrpaMMHOTO 00ECTICYECHUSI:

- Microsoft Windows;

- OpenOftice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;
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- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOecreyeHre TUCUMIIIMHBI JJIS JIMI C OrPAHMYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMM BO3MOXXHOCTSMH 370POBbS U HHBAJIHMJIAMU
OCYILECTBIIAETCS C UCIIOIB30BAHUEM CPEIACTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYUIEHHSIMH CJIyXa [IPEeIyCMOTPEHO UCIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKHX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuu B JOCTYMHBIX (hopMax, MOOUILHOM CUCTEMBI IIPENOIaBaHus 11 00yJaroIXCs
C MHBAJIHMIHOCTHIO, MOPTATUBHON MHIYKIIMOHHOW CUCTEMBI. YdeOHas ayIuTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEeM cllyxa, 000pylIoBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHUKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOMU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMHM [IPETyCMOTPEHO UCIIOJIb30BaHUE B
JCKIIMOHHBIX U y4EOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX 00OBEKTOB (HaIIpUMep, TEKCTa
HAa JIOCKE WM CJIaif/la Ha 3KpaHe) MpU MOMOIIY BUACOYyBETUUUTENCH 151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 0O0y4YaIOLIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeJIbHOIO alnapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOICTBA BBOAA MH(OPMAIIUU U IpYrHe TEXHUUECKHE CPe/ICTBA IprueMa/mepe-
naun yuyeOHOM MHPOpPMau B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepHuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3y4CHUA
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIICTCHITUI MCTIOJIB3YIOTCS OIIEHOYHBIE MaTepHalibl B COCTABE:

14.1.1. TecToBbIe 3a7aHUA

1. Jlate onpenenenue JOKyMEHTHPOBAHUIO:

a) JIoKyMEeHTHpOBaHUE — 3TO MPOLECC CO3AaHUSI U OPOPMIICHUSI JOKYMEHTOB;

b) JlokymeHTHpOBaHHE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;

¢) JlokyMeHTHpOBaHUE — 00ecTIedeHne CBOEBPEMEHHOT0 U IPABUIBHOTO CO3/1aHUs IOKYMEHTOB;

d) JlokymeHTupOBaHHE — 3amuCh MH(OPMALKMU Ha PA3IUYHBIX HOCHUTENISX MO YCTaHOBJICHHBIM
IpaBUIIaM.

2. Jlate onpeneneHre TOKyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCHUpPOBAHHAS HA MaTepHAIbHOM HOCHTENEe MH(POPMAIHS C PEKBU3UTAMH,
MO3BOJIAIOIIUMU €€ UICHTUPUIINPOBATH;

b) ZlokyMeHT — 3T0 3a(h)UKCUpOBaHHAsI HA HOCUTENEe UHPOPMAIUS C PEKBU3UTAMHU, TTO3BOJISIOLIMMHU
ee UJIeHTU(UIUPOBATH;

¢) JIokyMeHT — 3T0 MaTepualIbHBI HOCUTENb ¢ HH(OpMaLUeH, TO3BOJIIONINNA ee HACHTUDHUIHPO-
BaTh;

d) oxymeHT — 310 ciocol ¢pukcanuyu HHPOPMaIIH.

3. Yto Takoe opuIHaNbHbBIN TOKYMEHT?

a) O¢punuanbHbli TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOHKHOCTHBIM JIMLIOM WIIH
rpaxaAaHUHOM, 0()OPMJIEHHBIN B YCTaHOBJIEHHOM IOPSIKE;

b) OdunmanbHbI JOKYMEHT — JOKYMEHT, NTpeIHa3HAYCHHBIA JJIs Mepelaul IpyroMy JHIY IOpHU-
JTUYECKUMU WK (U3NYECKUMU JIUIIAMU B YCTAHOBJICHHOM MOPSIKE;

¢) OpuuranbHbIA TOKyMEHT — TOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINA U YIOCTOBEPEHHBIH B ycTa-
HOBJIEHHOM TOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIOIb30BAHMS.

d) Her npaBuibHOTO OTBETA

4. YT0 TaKoe 3IEKTPOHHBIN TOKYMEHT?

a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMAIMs KOTOPOTo MpeHa3HaueHa A nepeaa-
YU IpYroMy JIUILY;

b) DIeKTpOHHBIM JOKYMEHT — 3TO O(QHIMAIbHBIN TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, MH(opMalus KOTOPOro MpeACTaBiIeHa B AIEKTPOH-
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HOH (opme;

d) DneKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, MPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero moANUCAaHus JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOMATEIIECTBOM
PO.

5. Uto npencrasinseT coboit opopmieHre J0KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MMPOCTABJICHUE HAa TOKYMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmieHne T0KyMEeHTa — 3TO COTJIACOBAHHE JOKYMEHTA, MMOAMMCAHUE TOKYMEHTA;

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTABICHHE PEKBU3UTOB JJISi OPTaHU3ALMM ONEPATUBHOIO
MOKCKA TOKyMEHTOB;

d) Her nmpaBunsHOTO OTBETA.

6. Uto npencraBisieT coboil cuctemMa JOKyMEHTaIuu?

a) ITox cucremoii TOKyMEHTAI[M! TOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEeIHA3HAYEHHBIX JJIs
o0ecreveHus 1 peryIupOBaHUs ACATEILHOCTA OPTaHOB BIACTH, YUPEKIACHUHN, IPEIIPUITUIA U OpTaHn3a-
LM

b) Cucrema qOKyMEHTAIIUH MPEACTABISET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX
[0 MpHU3HAKaM TMPOUCXOXKIEHUS, Ha3HAUEHUs, BUAa, cpepbl NeATeIbHOCTH, €AUHBIX TPEOOBAaHUN K HX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMH TPECTABIIAET COOON KOMILIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KO-
TOPBIX TIOCTIEAOBATEILHO OTPAXKAETCS NEATEIHHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABJICHUS,

d) Cucrema JOKyMEHTAallMH MPEACTABISET COOONH COBOKYIHOCTh TIOKYMEHTOB, B3aUMOCBSI3aHHBIX
0 MPU3HAKAaM Ha3HA4YeHUsl, CPEPHI ICATEIHLHOCTH U SIMHBIX TPeOOBaHU K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSAIAUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHe ynpaBIeHYECKOr0 BOIPOCa, MOJrOTOBKA MPOEKTa PACTIOPSIIUTENHHOTO JOKYMEH -
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMPOCAa M MOATOTOBKA MPOEKTAa PaCHOPSAUTEIHHOIO JIOKY-
MEHTAa;

d) DOTo M3yueHue yIpaBIECHYECKOTO BOMpoca, chepbl MeATeTbHOCTH, €IUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Benetcst Hymepanusi IpyuKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsIKy ¢ MOMEHTa CO3/IaHUs OpPTraHU3allii, HO OTIEIHHO OT MPUKA30B IO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTAEIBHO OT MPUKA30B M0 JTUYHOMY COCTABY;

c¢) [oapsia B npenenax puHaHCOBOIO ro/la, COBMECTHO € MPHUKAa3aMU 10 JUYHOMY COCTaBY;

d) [Mompsin B mpenenax GUHAHCOBOTO rojia, HO OTAEIHHO OT MPHUKA30B 10 JIMYHOMY COCTaBY.

9. Kak ocymiecTBiIsieTcs coriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYIIECTBIISICTCS TyTeM BU3UPOBAHUS WM TIPOCTABJICHHS rpruda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMH OpTaHHU3AIIHs -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIUI[AMU, CTICIIHATTUCTAMH,

d) JlokyMeHTBI BCTYNalOT B CHJIy C MOMEHTA UX COTJIACOBAHMS U JIOBEACHUS J0 CBEJICHUS MCIIOJ-
HUTEJIS.

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

¢) OCHOBHOM U paclopsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsuTeIbHOM.

11. Kaxoil TOKyMEHT COCTaBJIAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OOBsicHUTEIbHAS 3aITHCKA.

12. Ha xakoM JOKyMEHTE HE YKa3bIBAE€TCSl Ha3BaHHUE BUJA JOKYMEHTA?
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a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BAaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoToKOIa HE yKa3bIBaeTCsl HA3BaHHUE BUA TOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MUchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,

d) Ha Gmanke pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha GnaHkax TOKyMEHTOB HETOCYIAPCTBEHHBIX CTPYKTYP MPOCTABISCTCS:

a) ['ocymapctBennslii rep0 PO;

b) 'ep6 cyonekra PO;

¢) sM0semMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTYpHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monokeHue, ycras, akT, CTPYKTypHas U IITaTHAsI YUCICHHOCTh, MHCTPYKIIMS, IOTOBOD;

C) MOJIOKEHHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, J10-
TOBOD;

d) monosxeHue, ycTaB, periiaMeHT, CTPYKTYPHAsI U IITaTHAS YUCICHHOCTh, MHCTPYKITUS, JIOTOBOP.

15. JIBm>keHue JOKYMEHTOB B OPraHMU3alMi C MOMEHTA UX CO3JIaHUs WM MOJTY4YEeHHUS 10 3aBepliie-
HUS UCTIOH30BAHMSI UM OTIPABKU HA3BIBACTCS:

a) JlokymMeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii fokymeHTa.

16. Peructparnuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYyMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEANPHUITHH;

b) Homenkmarypa ien — 370 cUCTEeMaTU3UPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIET C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To JOKYMEHTHI, TPEOYIOIIe UCTIOTHEHHST,

d) Her nmpaBunsHOTO OTBETA

18. B nokymenTtax, ohOpMJICHHBIX Ha ABYX U 0OJee TUCTaX HOMEpa CTPaHUI] MPOCTABIISIOTCS. . .

a) Co BTOPOIf CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apabCKUMU Iudpamu;

b) Co BTOpO#i CTpaHHIIBI TOCEPEIMHE BEPXHETO MOJIA JIMCTa apabCcKuMu Iudpamu;

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JTUCTa apabCcKuMu 1udpamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTPAHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. Kakue cBeneHust coaepkarcsi B TpyI0BOM KHUKKE?

a) TpynoBasi KHI>KKa OTHOCUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEITUATBHBIN CTaXK PaOOTHI;

b) TpynoBasi KHUXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy ME€PCOHANA MPEANPHUSATHS, KOTO-
pasi 3aBOJIMTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MMOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa TPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJACPKAIIUX CBEICHUS O
paboOTHUKE;

d) Het nmpaBunbpHOTO OTBETA.

20. AkTbl, muchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:

a) OpraHu3allMOHHBIM JOKYMEHTAM MPEATPUATHS;

b) pacriopsiANTEIbHBIM JOKYMEHTAM TPEIITPUSITHS;

C) TOKyMEHTaM 10 JJUYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. TeMmbl KOHTPOJILHBIX padoT
1. ABTOMaTH3anus AETOMPOU3BOJICTBA: OCHOBHBIEC IPEUMYIIIECTBA U HEPELICHHbIE TPOOIEMBI.
2. ®aKkTOpBI, TOPMO3AIINE BHEIPEHUE IIEKTPOHHOTO IOKYMEHTOO0O0pOTA.
3. O630p oteuectBeHHbIXx COJl M ux ¢yHKUMOHaANbHbIE Xapakrepuctuku (Motus, NauDoc,
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OPTiMA-Workflow)

4. O630p oreuectBeHHBIX COJ] n ux dyHkumonansHbie xapakrepuctuku (I'pan-Zlok, emo, 30-
aymika, EBOPAT/lokymenT0000pOT)

5. Knaccudukanus aBToMaTu3MpOBaHHBIX CUCTEM JI€JIONPOU3BO/ICTBA.

6. Ponp cienmanucTa-n1okyMeHToBea B BeiOope u BHenpernu CO/I.

7. aTepHeT-IpueMHas: ONBIT BHEAPECHHS CUCTEMBI 00paOOTKH OOpalleHui TpakaH, MOCTyHaro-
HIUX Yepe3 OPUIHATBHBIN CaT.

8. D¢ (deKTUBHOCTh YIpaBICHUS W TNPUMEHEHUE CHCTEM aBTOMATH3allMM JEJIONPOU3BOJICTBA U
AIIEKTPOHHOTO JOKYMEHT0000pOTA.

9. DNEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHax rocyIlapCTBEHHOM BIACTH.

10. OnpbIT aBTOMaTU3aNMK (PYHKIUN MOATOTOBKH, COTJIACOBAHMSI, PETHCTPAIIMHN M PACCBHIIKUA HOP-
MaTHUBHBIX TIPABOBBIX aKTOB MCIOJHUTEIBHBIX OPTaHOB TOCYIApPCTBEHHOM BIACTH CyOBeKTOB Poccuiickoit
®denepanv 1 OPraHoB MECTHOTO CaMOYIIPABIICHUSI.

11. MexBeTOMCTBEHHBIH 3JIEKTPOHHBIN TOKYMEHTOOOOPOT NPH MPEICTABICHUN TOCYIaPCTBEHHBIX
¥ MYHUIIUTIATBHBIX YCIYT B SJIEKTPOHHOM BUJIE.

12 AHanu3 MpeuMyIIecTB AMEKTPOHHOTO JOKYMEHTO000pOTa Tiepe OyMaK HbIMHU

13 IIpo6nembl BHEAPEHUSI CUCTEM AJIEKTPOHHOTO JIOKYMEHTO000pOTA.

14 OcobGeHHOCTH XpaHEHUS MIEKTPOHHBIX TOKYMEHTOB, SJICKTPOHHBIN apXUB JIOKYMEHTOB.

15 Cucrembl 7IEKTPOHHOTO JOKYMEHT0000poTa B PD: cocTosiHUE U TEPCIIEKTUBBI

16 Cuctembl ympaBJIeHHs] OpraHH3allMOHHBIMU (OM3HeC) mporeccamu B PD: cocTtosiHue W mep-
CIIEKTHBBI.

17. CuctemMbl MOJECIIMPOBAHUS OPTraHU3AIMOHHBIX MTPOLECCOB: MPUMEPhI IPUMEHEHUS.

18. Madopmaruzanus opranos [MY PO.

19. aTepHeT nMpeacTaBUTEILCTBA OPraHoB (eaepaibHON BIACTH U CyObeKTOB PD

20. CucteMbl HHTEJUIEKTYaJIbHOTO aHaIN3a JaHHBIX

21. I'eoundopmarmonnsie cuctemsl. [lepcnektrBsl B PO.

22. DddexTuBHbII OyMaKHBI JOKYMEHTOOOOPOT: yIpaBiIeHUE JOKyMEHTaMM, KOMIAKTHOE Xpa-
HEHHE M COYETaHUE C CUCTEMaMH DJIEKTPOHHOTO JOKyMeHTooOopoTa mo texHomornn "WALLER System-
Registraturen"

23. O0GecrieyeHue IEKTPOHHOTO JOKYMEHTOO00POTa MEXKTy OpraHaMu TOCYIapCTBEHHON BIIACTH

24 "Enunoe okHO" Ui JOKYMEHTO000pOTa C rOCyAapCTBEHHBIMU OpraHaMu

25. 3auem HaM HyxeH ctanaapt [SO 15489, u kak ero MOKHO UCTIOJB30BaTh

26. Opranu3zanus 3JeKTPOHHOIO apXHBa JJOKYMEHTOB U YIPaBJI€HHE HOPMATUBHO-CIIPABOUYHOMN UH-
dbopmanmeit B cucteMax JOKyMEHTO000poTa

27. OducHble ycTpoiCcTBa M0 00paboTKe KOHPUACHIHATHLHOW WH(GOPMAIIUN: HOBBIE BO3MOXKHO-
cru"

28. IIpobnembl peanu3anuy IPOSeKTOB BHEAPSHHSI CHCTEM 3IIEKTPOHHOTO TOKYMEHTO000pOTa.

29. [IpoGnembl co3MaHUsI CHCTEM 3alUIIEHHOTO JOKYMEHTO000poTa

30 Pomp ayreHTu(duKanmuu B OpraHU3aldd 3alIMTHl JOKYMEHTOOOOPOTa TMPH HCIOJIB30BAHUU
OTKPBITBHIX CETEH CBSA3U

31. FOpugudeckue mpobdaeMbl AIEKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. TembI 10K12/10B
TeMbl 17151 KOHTPOJISI CAMOCTOSATEIHHOIO U3yYEHHS TEM TEOPETUUECKON YacTu Kypca
1. McTopust pa3BUTHS rOCYJApPCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA
2. [IpakThka opranuzanuu AeJ0NPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa
3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyapcTBax J{peBHero mupa
4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHCTEMBI JIe10Npon3BocTBa B Poccuu.
5. PexBu3uTHI CTONO1I0BOMN (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTaBIIMECS B
JIOKyMEHTaX HaIllUX JHEH.
6. Posib JOKyMeHTa B KHU3HH YesloOBeKa U O0ILeCcTBa.
7. MeTopl uccieIoBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.
8. HayuHo-ncTOoprueckas 1 pakTu4ecKkasi IeHHOCTh JOKYMEHTA.
9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUSL.
10. BnusiHue Hay4HO-TEXHUYECKON PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.
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11. Pa3zButHe popmynspa TOKyMeHTa.

12. 3akoHOaTENbHBIE aKThl, HOpMaTUBHBIE MaTepuasibl X VI — Havyama XX B.

13. 3akoHOATENBHBIE aKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxamnus v cTaHaapTA3AIMS YIIPABICHYECKUX TOKYMEHTOB.

15. FOpuanueckast cuna JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJBI) TOKYMEHTOB, KOIIUU TOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE MPEIPUATHSL

17. Opranuzaiust paboOThI ¢ BXOJAIIUMHU JOKYMEHTAMH

18. Opraamzanus padoThl ¢ UCXOSIIIUMHU JOKYMEHTAMH

19. OcobenHocTH Opranu3auu paboThl ¢ BHYTPEHHUMH JOKYMEHTAMH

20. JIokyMeHTO000pOT B MHPOPMAITIOHHOM 00ECTICYCHUH YIPABIICHHSI €70 COCTABHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U MPUHIMIBI Pa0OTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJSIIMMU, UCXOJSAIIUMHU U BHYTPECHHUMU YIPABIEHYECKUMU JOKYMEHTAMH.

22. O030p OCHOBHBIX CHUCTEM 3JIEKTPOHHOTO IOKYMEHTOOOOPOTA. MpeIcTaBleHHbIX B Poccuu u 3a
pyOeKOM.

24. AHanu3 BHEIPEHUS CUCTEM AJIEKTPOHHOTO JCIIONPOU3BOICTBA U JOKYMEHTOO00pOTA

25. [loHsiTHE IEPCOHANBHBIX JIAHHBIX.

26. JlokyMeHTHpOBaHUE TIpreMa Tpaxaad Ha padboty. 3. CTpyKTypa nepcoHaIbHBIX JaHHBIX.

27. JIokyMEeHTHUpOBaHHUE MpHeMa Ha paboTy PYKOBOJSIIETO COCTaBa, CICUUATNCTOB, HAYYHBIX U
JIPYTUX KaTeropuii pabOTHUKOB.

28. JlokyMeHTHpOBaHUE MIpUeMa Ha paboTy NI, (YHKIMOHAIbHbBIE O0s3aHHOCTH KOTOPBIX CBSI3a-
HBI C BJIaJIecHHEeM KOH(UIECHITHATLHON HHPOPMAIIHECH.

29. IlnaHoBas kaapoBasi JOKyMEHTaLusl.

30. CocTaB TOKyMEHTOB, HCOOXOUMBIX ISl pUeMa Ha padoTy.

31. KoHTposb 1OCTOBEPHOCTH NEPCOHAIBHBIX JOKYMEHTOB.

32. JlIokyMEeHTHpOBaHHUE TIEPEBO/Ia COTPYIHUKOB HA IPYTyIO PaboTYy.

33. JIoKyMEHTHPOBAaHHUE MPOLIEAYPHI MOOIIPEHUS paOOTHHUKA.

34. YyeTHast IOKyMEHTaLHSI.

35. JlokyMeHTHpOBaHUE NPOLEAYPbl MPUMEHEHUS AUCIIUTUIMHAPHOTO B3bICKaHUS.

36. JlokymMeHTanus 1o y4ery pabouero BpeMeHH! U PacueToB C MIEPCOHATIOM IO OIUIaTe Tpy/a.

37. JIokyMEeHTUPOBAaHUE MPOIICTyPhl YBOJBLHEHUS TI0 MHUITNATHBE PAOOTHHKA.

38. OTueTHas ¥ OTYETHO-CIPABOYHAS JOKYMEHTALIHS.

39. JIokyMeHTHUpOBaHUE MPOIIETyPhI YBOJBLHEHUS 10 HHUITMATHBE PabOTONATES.

40. ITonsiTue nepcOHANBHBIX TaHHBIX. CTPYKTypa NEPCOHATbHBIX JaHHBIX.

41. Ilpuka3z 00 yBOJIbHEHUU PaOOTHHUKA.

42. OcobeHHOCTH YBOJIBHEHUSI paOOTHHMKA, 00JAArOIIEro 3HaHUEM KOH(HICHIIMATbHONH HH(OP-
Malliy OpraHu3aIiu.

43. ®opMHUpPOBAHUE JIMYHOTO JIEJIA.

44. ITnanoBas KaapoBasi JOKyMEHTaLIUs.

45. BeneHnue 1 XpaHEHUE JTUYHOTO JIea.

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTHe, 1IENN U 3a]1a4l U3yd4aeMOl AUCHUILIMHBL. Pa3BuTHE U CTaHOBICHUE AETIONPOU3BOJICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

[ocynapcTBeHHOE perympoBaHie, HOPMAaTHBHO-TIPABOBAs M METOJMYECKasi OCHOBA JJOKYMEHTAI[H-
OHHOTO oOecredeHus: ynpasiaeHus. CyIHOCTb, HANPaBICHHUS U BHUJIbI TOCYIAPCTBEHHOTO PETYINPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICUCHHUsI YIpaBJICHUS, Ha3HaYeHHWE, OCOOEHHOCTH M COOTHOIICHHWE HOpMa-
TUBHO-IIPAaBOBOT'0 M METOAWYECKOro peryiaupoBanus. CoCcTaB M CTPYKTYpa HOPMAaTUBHOM, PaBOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAITMOHHOTO 00ECTICUeHHs YIPaBJICHHUS, HAIIMOHAIBHBIX M JIOKAJILHBIX HOP-
MaTUBHO-METOIMYECKHX JTOKYMEHTOB. YHU(DUKAIMA U CTaHAApTU3ALIUA.

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3paborku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, H3TOTOBJIIEMBIM C IOMOIIBIO TEXHHYECKHX cpelacTB. OcoOEHHOCTH O(OpMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

[TpaBuna opopmieHuss JOKyMEHTOB, COCTaB M Ha3HaueHHE PEKBU3UTOB. Poib M BUABI yHpaBieH-
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YECKHX JIOKyMEHTOB.

CocTas, pacroyioxeHue 1 mpasuiaa 0popMIIEHHs] pEKBU3UTOB OTIEIbHBIX BUJJOB OPraHU3alMOHHO-
MPaBOBBIX, PACTIOPSAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

3HaueHHe KaJpoBbIX JOKyMEHTOB. COCTaB M BUJIbl JOKYMEHTALMHU TI0 JUYHOMY cocTaBy. [IpaBuiia
UX COCTaBJeHUs. YHU(UIMpoBaHHBIE (opMbl HOKyMeHTOB. [Ipuka3. OdopmieHue npuema Ha padoTy.
[TepeBon Ha mpyryro pabory. [IpenocraBienue ormycka. YBoiabHEHHE ¢ paboThl. JIMuHOE 3asBiieHne. Xa-
pakTepuctrka. CocTaBHBIC YaCTH XapaKTePUCTUKH, IPaBUIa OPOPMIICHHUS

[TonsiTHE «AO0KYMEHTOOOOPOT» U ero pazButHe. OCHOBHBIE ITPAaBUJIa OPraHU3aALUU JOKYMEHTO000-
pora B opranuzanmu . Homenknatypa aen. [lopsaok cocTaBieHHs U yTBEP)KIACHUS HOMEHKIATYpPHI Je.
VYcraHoBieHHE CPOKOB XpaHeHus jen. @opMupoBanue U opopMIIeHHE Jell.

[opsimok nepeaayn JOKyMEHTOB Ha XpaHEHHUE B apXMB.

OCHOBHBIE 33/1a4l OpPraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHnToobopora COJl. Ocobennoctu opranuzanun C3J]. CucreMbl 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa,
npeacTaBiieHHbIe B Poccun.

14.1.5. Bonipochbl il NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEeMUHAPaM
TpeOoBanus k O1aHkaM JOKyMeHTOB. [10IroToBKa K COCTaBIEHUIO TOKYMEHTOB. CXeMbl pacroio-
KeHHs 1oKyMeHTOB. CocTaBieHue GpopmyisipoB 10KyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro Bujaa
JIOKyMeHTa. biiank nuceMma.
O61ue TpeboBanus k odopmieHHIo Tekcta otyeta. OQopmiieHue TUTYIBHOIO JINCTA, PUCYHKOB,
TaOJIM1I, CIIUCKA UCTIOJIb3YEMbIX HICTOUYHUKOB

14.1.6. Bonipocs! 115 3a4éTa ¢ OLeHKOM
1. JIOKyMEHT U €ro MeCTO B CUCTEME YITPABICHHS

[\

. HOpMaTI/IBHO-MeTOI[I/ILIGCKI/IC AKTBI, PCTIIAMCHTHUPYIOIIUE CO3AaHNEC U O(l)OpMJ'IeHI/Ie JOKYMCHTOB.

(98]

. I[OKYMGHTOBeﬂeHI/Ie KaK HaydHasd JUCIHUILINHA: O6’beKT, mpeaAMET, OCHOBHBIC MCTO/IbI.

N

. [lonsiTre «uHpOpMaLHs» U €T0 pa3BUTHE.

5. IloHATHE «JIOKYyMEHT» U €ro pa3BUTHE.

6. O0mMe u yacTHbIe GYHKIIUU JOKYMEHTA.

7. CriocoObl TOKyMEHTUPOBAHUS U UX Pa3BUTHE.

8. IlonsTue ciy:xe0HOro JOKYMEHTUPOBAHUS U TPEOOBAHUS K JIOKYMEHTAM.

9. Ilopsinok perynmpoBaHusi, COITIACOBaHUS U MOANMUCAHUS YIIPABICHUECKUX JOKYMEHTOB.
10. CymHocTh yHU(DUKAIMY U CTaHAAPTU3ALUHU YIIPABICHYECKUX IOKYMEHTOB.

11. TIpaBwiia oopmiieHUs CITYKEOHBIX JOKYMEHTOB.

12. PexkBU3UTHI U UX MIPEIHA3ZHAUYCHHUE.

13. O6mwme TpeboBaHUS K TOKYMEHTHPOBAHUIO YIIPABICHYECKOMN IEATEITLHOCTH.

14. Cocras, conepkanue U 0COOEHHOCTH peain3anuu TpeOOBaHHUM K pacroiIokeHuo U oopmiie-
HUIO PEKBU3HUTOB JJOKYMEHTOB.

15. CtpyxTypH3anus TEKCTOB YIIPaBIEHYECKUX TOKYMEHTOB.

16. Bunsl yau(pHUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH O0(OopMIICHHS TpadapeTHOro TeKCTa, AaHKETHI
Y TaOJIULIBL.
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17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

TpeboBaHus K COAEPIKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX IOKYMEHTOB.

OpraHu3ainoOHHO-pacopsAuTeNbHas ToKyMeHTanusa. OCHOBHBIC BHBI YIPABICHUECKUX JO-

HNudopmanmonHo-cripaBoyHast JoOKyMeHTaIus. OCHOBHBIE BUIbI

[IpaBuia u CTUIIb HANIMCAHUS JIETIOBOTO MHCHMA.

Bunsl nemoBoro nuceMa.

Oco0eHHOCTH IePENUCKH ¢ MHOCTPAHHBIMU ITAPTHEPAMHU.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00PaOOTKH.

Perucrpanus 1OKyMEHTOB.

KoHTpoJib UCTIONHEHNS JOKYMEHTOB.

Homenknarypa nen u ux popMupoBaHHe.

Odopmienue aen.

XpaHeHue Jel U MOpsAA0K CAaYU UX B apXHB.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT” B MH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.
TepMuHONOTHS, UCTIONB3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO00POTA.
3agaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYrpaBieHue 3JeKTPOHHBIMU TOKYMEHTaMHU.

Knaccugukamus cuctem 3J1eKTpPOHHOTO JOKYMEHT0000pOoTa.

[Toaxomap! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMaTH3AlIHH.

[Tpo6aeMbl TPaBOTo peryaupoBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U 0CcO0EHHOCTH MMOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHBIX CHUCTCM KOHTPOJIA

ucnoHeHus 1okymeHToB (ACKU /).

39.

40.

41.

42.

CucTeMbl AIEKTPOHHOTO JOKyMeHTooOopoTa. O6mme monoxenus. Haznagenus CO/I.
OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO JIOKYMEHTOO0OpOTA.
OCHOBHBIE TEXHOJIOTHH pabOTHI ¢ JokyMeHTamu B COJI.

OO6mas kinaccuuKamys CUCTEM JIEKTPOHHOTO TOKYMEHTOO0O0pOTA.
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14.2. TpeGoBaHHs K OLCHOYHBIM MATEPHAJIAM JJISl JIUI] C OTPAHHUYCHHBIMHU BO3MOKHOCTAMH

310POBbS U HHBAJINI0B

st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTOIHU -
TeJbHbIE OLIEHOYHbIE MaTepHUaIIbl, IEpeUeHb KOTOPBIX YKa3aH B Tabnuue 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU

3JI0pPOBbsI 1 HHBAJIHJIOB

Kareropuu
00y4arommxcs

Bup! JONOTHATEBHBIX OIEHOYHBIX
MaTepuaioB

@®OopMBI KOHTPOJISL U OI[CHKH
pe3yabTaTOB 00yUCHUS

C napyueHusmMu
ciyxa

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOTHI

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C HapymeHHIMHU
3peHus

CobecenoBanue 1Mo BOIpOcaM K 3a4eTy,
OIPOC 0 TEPMHHAM

[TpenMyIIeCTBEHHO yCTHAs TIPOBEPKa
(MHIUBUYaTbHO)

C napyueHusMu
OIIOPHO-
JIBUTATEIILHOTO
armapara

Perienue qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITENIbHBIE PabOTHI, BOIIPOCHI K
3a4eTy

HpeI/IMyIJ_[eCTBCHHO JUCTaHIIMOHHBIMHA
METOAAMU

C orpaHUYEHUSIMH I10
00LIEMETUIIMHCKUM
MOKA3aHUSM

TecTbl, MICEMEHHBIE CAMOCTOSTENLHEIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI, YCTHBIE OTBETHI

[IpenmyecTBEHHO TPOBEPKa
METO/IaMU UCXOS U3 COCTOSIHUS
o0ydJaromierocst HA MOMEHT ITPOBEPKHU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jnis nui ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMa MpeoCTaBICHUS 3aJaHUH OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBETHMUYEHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABJICHUE 3a/1aHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI M MHBAIHMIAM YBEIHMYUBACTCS BpEMs Ha
HOJ'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TakKUX 00y4aroIuXcs MpeycMaTpuBaeTCsl JOCTYII -
Hast popmMa MpeoCTaBICHHS OTBETOB HA 3a/1aHUs, @ IMEHHO:

- IUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl 1 MHBAIHJIOB IO JUCUUIUIMHE TPEIyCMaTPUBACT MPEIoCTaBIeHne HHopManuy B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 i1 ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JList M1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JLst M1 ¢ HapyLIeHUsIMU OIIOPHO-ABUTaTeJILHOIO0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

ITpn HEOOXOMUMOCTH TS JIUL] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOLIE-
Jypa OILICHUBAHUSI PE3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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