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Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 8 8 JacoB
2 IIpaxTryeckue 3aHATUA 10 10 4acoB
3 Bcero aymuTopHbIX 3aHATHN 18 18 4acoB
4 CamocTosiTenbpHas padboTa 122 122 9acoB
5 Bcero (0e3 ax3aMeHa) 140 140 4acoB
6 IToxroroska u caada 3ayera 4 4 4acoB
7 OOGm1as Tpy10EMKOCTh 144 144 4acoB
4.0 3.E.

KontponsHubie paboThl: 6 cemectp - 1
3auéT C OLIEHKOMU: 6 cemecTp
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
nporokot Ne 10 ot « 27 » 11 2019 r

JINCT COI'TTACOBAHU A
Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-
peHa u onoOpeHa Ha 3acefdaHuu Kadenpbl MeHeKMEHTa «

Ne ;

PazpaboTuuk:

K.3.H.. IOLEHT Ka(. MEHEKMEHTa
TYCVYP

3aBenyromuii odecrieunBaroen kag.
MenemxMenTa

K. H. AxkceHoBa

M. A. Adonacosa

Pabouast mporpaMma qUCHUIIIMHBI COTJIacOBaHa ¢ (paKkyJIbTETOM U BhITyCKaromel kadenpoii:

Hexan 3uB®

3aBenyromnuii BeITycKaroIen kag.
MenemxkMeHTa

OKCIEPTHI:

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)

Z[OLICHT Ka(l) CApPbIl MCHC/ZKMCHTA
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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

Juctumnuna «JlokymeHTanmonHoe obecrnieueHue yrnpapineHus nepconanom» (b1.B.3.J1B.3.1) ot-
HOCHTCS K 010Ky 1 (BapuaTHBHAs 4acTh).

[TpenmecTBYIONMMEI JUCIUILTHHAME, (POPMUPYIOIIMMHU HAa4YalbHBIC 3HaHUS, sBIsIOTCS: WHDOD-
MaIlMOHHBIE TEXHOJIOTHH B yIpaBiIeHHH, [IpakTrka 1Mo moJydeHuIo IEPBUYHBIX MPOPECCUOHATBHBIX YME-
HUU Y HAaBBIKOB, PernaMeHTaius u HOpMUpOBaHUE TPy/a.

[TocnemyromuMu AUCIUTUTMHAME SIBJISTFOTCSI: 3aIlliTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadoTHI,
BKJIIOYasl MOJATOTOBKY K MPOILEAYPE 3aIIUTHI U MPOLEAYpPY 3alIUThl, MOTHUBAIUSA U CTUMYJIUPOBAHUE TPY-
JIOBOM nesTebHOCTH, [IpakTka 1mo moaydeHuto mpo¢eCcCuOHaIbHBIX YMEHHH 1 OTbITa MPOodheCCHOHANb-
HOM 1eSITeNIbHOCTH, YTIpaBiIeHUE MePCOHATIOM OpraHu3aluy, YIPaBICHUE PECYPCAMMU.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBL HapaBiieH Ha (POPMUPOBAHUE CIEAYIOINUX KOMIETEHIUI:

— TIK-12 3HaHueM OCHOB pa3pa0OTKMU W BHEAPEHUS KAJPOBOW M YIPABICHUECKON HOKYMEHTa-
LI1H, ONITUMHU3ALMH JOKYMEHTO000pOTa U CXeM (DYHKIIMOHAJIBHBIX B3aUMOCBA3EH MEXY MOJPa3eIeHHs -
MU, OCHOB pa3pa0OTKU U BHEIPEHUS MPOLEAYp PEryIHMpPOBAHUS TPYIOBBIX OTHOIICHUH U COMPOBOXKIAIO-
el JOKYMEHTALUY;

— IIK-13 ymeHueM BecTH KaJpoBO€E AEIONPOU3BOICTBO U OPraHU30BbIBATh ApXUBHOE XpaHEHHE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU C JIEHCTBYIOIIMMU HOPMAaTHBHO-IPAaBOBBIMM aKTaMM, 3HaHUEM
OCHOB KaJIpOBOM CTaTUCTHKH, BJIaJICHUEM HaBbIKAMM COCTABJICHUS KaJpPOBOI OTYETHOCTH, a TAKXKE HABBI-
KaMM O3HAKOMJICHMsI COTPYIHUKOB OPraHU3alUU C KaApPOBON JOKYMEHTALUEH U JEHCTBYIOLIMMU JIOKAJIb-
HbIMU HOPMAaTHBHBIMU aKTaMH, yMEHHE 00€CIIeUNTh 3alIUTy IEPCOHAIBHBIX JaHHBIX COTPYIHUKOB;

B pesynbpTare u3ydeHus: IUCIUILITMHBI 00YJaIOMIUNACS TOJKEH:

— 3HaTth CucTeMbl JOKyMEHTallUH, KJacCU(UKALMIO JOKYMEHTOB KaJ{pOBOM CIIyObl OpraHusa-
1M, BUJBI, HA3HAUYCHHE U COCTAaB KaJIPpOBOM JOKYMEHTAIMH; TpeOoBaHus 3aKoHoaTenbecTBa PO conepxa-
IIMX HOPMBI TPYAOBOIO IIpaBa OTHOCALIECHCS K AEATEIIBHOCTU KaJpOBOM CIIy>KObI; OCHOBBI pa3pabOTKU U
BHEJPEHUS MIPOLEAYP PEryIUPOBaHUS TPYAOBbIX OTHOIIEHUN U CONPOBOKIAIOIIEH TOKyMEHTAlUU; METO-
JUKH O3HAKOMJICHUS COTPYJHHMKOB OPraHU3aluU C KaJAPOBOW JOKYMEHTALUEH U JNCHCTBYIOIIUMH JIOKAJIb-
HBIMH HOPMAaTHBHBIMU aKTaMH; CIIOCOOBI 3aIIUTHI IIEPCOHAIBHBIX TaHHBIX COTPYIHUKOB M3MEHUTD

— yMeTb Pa3pabarbiBaTh U BHEIPATh KaJpPOBYIO U YIPABIECHYECKYIO JOKYMEHTALUIO OpraHu3a-
IIUH; COCTABIATh MU OQOPMIIATH YIPABICHUYECKYIO TOKYMEHTALUIO, JTOKYMEHTALMIO COIMPOBOKAAIOIIYIO
TPY/AOBBIE MIPOLIECCHI; MPUMEHATH HOPMBI TPYJOBOI'O MPaBa U HOPMATUBHYIO METOANYECKYIO JOKYMEHTHI B
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YaCTH, OTHOCSIIUXCS K ACSITENTFHOCTH KaJpOBOM CIYKObI U KaAPOBOTO JEIOMPOU3BOJICTBA; OPTaHU30OBBI-
BATh APXUBHOE XPAHEHHE KaJPOBBIX JOKYMEHTOB B COOTBETCTBUH C JEHCTBYIOLIMMU HOPMATHBHO-IIPABO-
BBIMH aKTaMH; 00€CTICYUTh 3aIUTY MEPCOHATBHBIX JTAHHBIX COTPYIHUKOB

— BJaJeThb METO/JaMHU BEJCHHS AEIONPOU3BOJICTBA B KaIpOBOIl Cilyk0e; METOAaMU ONTHUMH3a-
UU JTOKYMEHTOO00pOTa U cXeM (YHKIIMOHAIBHBIX B3aUMOCBS3EM MEXIy MOJpa3/eleHUsIMHU OpraHu3a-
[[UU; TEXHOJIOTHEH COCTABIICHUS ¥ OPOPMIICHHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUs MPOLETyp PETyIHMpPOBaHMS TPYAOBBIX OTHOIIEHUN U COMPOBOXKIAIOUICH TOKYMEHTa-
[MU; TIPABUJIAMH COCTABJICHHUS HOMEHKJIATYpPBI JIeJl ¥ MOATOTOBKU JOKYMEHTOB JIJIsi XpaHEHUsI B apXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHUS COTPYIHU-
KOB OpraHHU3alliy ¢ KaJpOBOM JOKYMEHTALUEH U ACUCTBYIOIUMH JOKATbHBIMH HOPMATUBHBIMU aKTAMU;
HABbIKAMU COCTAaBJICHUS KaJPOBBIX JOKYMEHTOB C HCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, o0Opa-
OOTKHM M XpaHEHHS JOKYMEHTOB B JICKTPOHHOU opme

4. O0beM QUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTaBIIsAeT 4.0 3a4eTHBIX €AMHUIIBI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos Cemectpsl

6 cemecTp

AynuaTopHbIe 3aHATHS (BCETO) 18 18
Jlexuun 8 8
[IpakTuueckue 3aHATHS 10 10
CamocTosiTenbpHas padboTa (Bcero) 122 122
[IpopaboTKa JTEKIIMOHHOTO MaTepuaa 88 88
CamocTosTenpHOe H3ydeHne TeM (BOIpOCoB) 10 10
TEOPETUYECKOM YyacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 18 18
BrInonHeHne KOHTPOJIBHBIX paboT 6 6
Bcero (6e3 sx3amena) 140 140
IToaroroBka u caada 3adera 4 4
OO61ast Tpy10eMKOCTb, 4 144 144
3auernble EauHunb! 4.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3znesnl JUCHUIIMHBI 1 BUALI 3AHATHHI
Pa3zaenbl nMCUMIUIMHBI U BUJIBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
4acoB
[Ipak. Cam. dopmupyemble
Ha3zBanus pa3ienoB AUCHUILTUHBI Jlek., u (Ge3
3aH., 4 | pa0., 4 KOMIETEHIIUH
9K3aMEH
a)
6 cemecTp
1 IIpenmer, conepxaHnue U 3a1adu Kypcea. Jo- 1 0 12 13 [K-12, ITIK-13
KyMEHTOOOOPOT U JIeJIONPOU3BOJICTBO B IIPO-
(heccHoHANIBHOM IeATEeTPHOCTH
2 IIpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JJOKY- 1 0 2 3 IK-12, ITIK-13
MEHTAIlMOHHOTO 00ecTeueH s yIpaBIieH!
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3 Ilonsitue nokyMmeHnta. CBOMCTBA JOKYMEHTA. 2 4 24 30 TIK-12, I1K-13
Knaccudukarnus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBaHusi K 0POPMIICHHUIO TOKY-
MEHTOB
4 CucteMbl 1oKyMeHTOB. CoCTaBlIeHHE U 2 2 24 28 IIK-12, I1K-13
odopmIleHHE YITPABICHYECKUX U KaJ[POBBIX
JIOKYMEHTOB
5 Opranuszanust paboThl C JOKYMEHTaMH. 1 4 30 35 [K-12, TIK-13
dopMUPOBAHUE U TEKYILIEE XPAHEHHE JIOKY-
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaade
B apXUB
6 DIIEKTPOHHBIN TOKYMEHTOOOOPOT, KITH04e- 1 0 30 31 [K-12, TIK-13
BbIE€ TIOHATHS, OCHOBHbIE KOHIIEIIIIUU
Hroro 3a cemectp 8 10 122 140
Hroro 8 10 122 140
5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUIM) PUBEICHO B TabmuIie 5.2.
Tabmuua 5.2 — ComepkaHue pa3ienaoB TUCIUILIKH (TI0 JICKITHSIM)
CopeprxaHue pa3esioB TUCHUILTUHEL (110 | TpynoemkocTs, | DopMuUpyemblie
Ha3Banus paznenos Aep pasil AHC ( PYA ’ PMHPY
JICKITUSIM) q KOMITETEHIIUU
6 cemecTp
1 IIpenmer, ITonsTHe, Neny U 3a1a41 U3y4aeMOU JUCLIU- 1 [TK-12, ITK-13
CoJIep KaHMe ¥ 3a7]aud | IUTMHBI. Pa3BUTHE M CTAaHOBIICHUE JIEJ0-
Kypca. npousBojcTBa B Poccun. Opranuzanus ne-
JIoKyMEHTOOOOPOT U | JIONTPOU3BOICTBA HA MPEANPUITHIX. 3HAUC-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIpaB-
npo¢eCcCuoHATBHOM JICHUS
NeATETbHOCTH Vrtoro 1
2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaMpoBaHue, HOpMa- 1 IK-12, TTK-13
HOPMAaTUBHBIE OCHOBBI | TUBHO-TIPABOBAsi U METOIMYECKAsi OCHOBA
JOKYMEHTAIIMOHHOTO | IOKYMEHTAllMOHHOTO O0eCTIeUeHus! yIpaBiie-
obecrieueHus Hus. CylIHOCTb, HANpPaBJIEHUS U BUJIBI TOCY-
yIpaBIeHH JAPCTBEHHOTO PETYIUPOBAHUS JOKYMEHTA-
[IMOHHOTO O0ECIIEUEeHHsI YIIpaBICHUs, HA3HA-
YyeHHe, 0COOEHHOCTH U COOTHOIIEHHE HOP-
MaTHUBHO-TIPABOBOT'0 U METOJIMYECKOTO Pery-
nupoBaHusi. CocTaB U CTPYKTypa HOPMATUB-
HOM, IPaBOBOM U METOJIMYECKON OCHOBBI J0-
KYMEHTAIIHOHHOTO 00eCIieueHus yrpanie-
HUS1, HAIIMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOJIMYECKUX TOKYMEHTOB. YHU(U-
Kalusl ¥ CTaHIapTU3AIIHSL.
Hroro 1
3 [lonsitue noxkymenTa. | TpeboBanus k OnankaMm qokyMeHTOB. [lops- 2 IK-12, TIK-13
CBoiicTBa TOKyMEHTa. |OK pa3paboTku O6maHkoB. O0mue TpedoBa-
Knaccudukanus HUS K IOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokymeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcobeHHOCTH
JIOKyMEHTA. odopMIIEHUST OT/ICTBHBIX PEKBU3UTOB.
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TpeboBaHus K Uroro 2
o opMIIEHUTIO
JIOKYMEHTOB
4 Cucrembl [TpaBuiia opopmiteHUsT JOKYMEHTOB, COCTaB 2 [K-12, TIK-13
JIOKYMEHTOB. Y Ha3HAueHUE pEeKBU3UTOB. Poib 1 BUIBI
CocraBnenue u yIpaBieH4YECKUX JOoKyMeHTOB. CocTaB, pac-
odopmiieHue MOJIOKEHHE U IIPaBmiia 0POPMIICHUS] PEKBU-
yIpPaBICHUYECKUX U 3UTOB OT/EJIBHBIX BUJOB OPraHU3allMOHHO-
KaJpOBBIX JOKYMEHTOB |[IPaBOBBIX, PACHIOPSAUTEIBHBIX U UH(OPMa-

LIUOHHO-CIIPABOYHBIX IOKYMEHTOB. 3Haue-

HUE KaJIPOBBIX TOKYyMEHTOB. COCTaB U BUJIBI

JIOKYMEHTalMU I10 JUYHOMY cocTaBy. [Ipa-

BUJIA UX COCTaBJIeHUS. YHUDUIIUPOBAHHbIE

¢dopmbl toxkymeHToB. [Ipukas. Odopmienue

npuema Ha paborty. [lepeBoxa Ha apyryio pa-

oory. [IpenocraBienue otmycka. YBoJbHE-

Hue ¢ paboTsl. JInuHoe 3asBieHue. Xapakre-

puctuka. CoCTaBHbIE YAaCTH XapaKTEPUCTH-

K4, IpaBuiia opopmieHus

Hroro 2
5 Opranuzanus pabotsl | [ToHATHE «TO0KYMEHTOOOOPOT» U €r0 pa3BH- 1 ITK-12, ITK-13
C IOKYMEHTaMHU. tue. OCHOBHBIE MTpaBUJIa OpraHU3auH JI0KY-
dopmupoBaHuE U MEHTO000pOTa B opranu3auuu . Homenkna-
TEKyIllee XpaHEeHHUE Typa aen. [lopsiiok cocTaBieHus U yTep-
JIOKYMEHTOB. KJCHHUSI HOMEHKJIATYpBl J€Jl. YCTaHOBIIEHUE
[Toaroroska CPOKOB XpaHeHus esl. DopMUpOBaHKE U
JIOKYMEHTOB K odopmienue nen. [lopsaok nepenaun 10Ky-
repeaye B apxuB MEHTOB Ha XpaHEHHE B apXUB.

Hroro 1
6 DIEeKTpOHHbIN OCHOBHBIE 33/1a4U OpPTraHU3aINH JJICK- 1 IIK-12, I1K-13
JIOKYMEHTOOOO0POT, TPOHHOTO JIOKyMEHT0000poTa. CUCTEMBI
KJIIOYEBbIC TOHSTHS, ANEKTPOHHOTO JoKyMeHToobopora CO/I.
ocHOBHbIE KoHIeNuH | OcobennocT opranuzanuu CIJ1. Cuctembl

3JIEKTPOHHOTO IOKYMEHTO000pOTa, IIpe/I-

craBiicHHbIE B Poccun.

Hroro !
Hroro 3a cemectp 8

5.3. Pa3nenbl AUCHUILUIMHBI U MEKIMCIUIITIMHAPHBIE CBSI3H ¢ 00ecneYnBalOIMMHM (TPeIbI Y IHMH)

U o0ecneynBaeMbIMH (NOCJASAYOMIUMHU) JUCHUATIIMHAMEA

Paznenbl quctUIIMHB ¥ MEKIUCIUILTHHAPHBIC CBS3H C 00CCTICUMBAOIIMMEU (TIPEABIAYIIMMU) U

o0ecrneynBaeMbIMH (ITOCIEIYIOMIMMHI) TUCHUTUTMHAMH MIPEICTaBICHbI B Tabuie 5.3.

Tabmuma 5.3 — Pa3aensl IMCIMIUIMHBI U MEKIMCIUTUIMHAPHBIC CBS3U

HaunmenoBanmue JUCHUITIINH

No pa3nenoB qaHHOM MUCIMIUIAHEL, I KOTOPBIX HEOOXOIUMO
U3yueHHe 00eCTIeUMBaIONIUX U 00€CTeYNBaeMbIX JUCIIUILTHH

1 2 3 4 5 6
[IpeamecTByromue TUCIUTITUHBI
1 MadopManinoHHbIC TEXHOJIOTHH B n n n n . "
YIPaBJICHUH
2 IIpakTuka 1o NoJy4YeHUIO MePBUYHBIX + +
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npodeccHOHABHBIX YMEHUN U HABBIKOB

3 PernameHnTanus 1 HOpMUPOBAHUE TPY-
Ja

+

[Tocnenyromue TUCIUIIITUHBI

1 3amuTa BEIMYCKHON KBaNU()UKAIIMOH-
HOM paboThI, BKIIIOYas MMOJTOTOBKY K
IIPOLIEAYPE 3aIUUTHI ¥ IPOLEAYPY 3aLH-
TBI

2 MotuBanus U CTUMYJIMPOBAHUE TPY-
JIOBOM JEATEIBbHOCTH

3 [IpakTuka 1o noydeHuto npodeccuo-
HaJIbHBIX YMEHHUH U OIbITa podeccuo- +
HaJBHOU NeITENbHOCTH

4 YnpaBlieHH€e NepCOHAIOM OpraHu3a-
AN

+ -

5 Vnpasnenue pecypcaMu + +

5.4. CooTBeTCcTBHE KOMIIETEHINI, (POPMHUPYEMBIX NIPH H3YYCHUHU AUCUMIIMHBI, 1 BU/0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPHU WM3YYEHUH IWUCIHUIUIMHBI, W BHIOB 3aHATHA
npezcTaBiIeHo B Tabmuue 5.4.
Ta6muma 5.4 — CoOTBETCTBHE KOMIIETEHIINN, (DOPMUPYEMBIX NIPU M3YUYECHUH JAUCIUTUINHBI, U BUIOB 3aHS -
TUH

Kommnerenun Bung! 3ausTuit

@DopMBbI KOHTPOJIS
u Jlek. [Ipak. 3aH. Cam. pa6.

IK-12 + + + KontponpHas pabora, 3ammuTa oT-
yera, [I[poBepka KOHTPOJIBHBIX
pabot, Onpoc Ha 3aHATUSAX, BbI-
CTyIUIeHHe (IO0KJIaT) Ha 3aHATHH,
Tecrt, 3auét ¢ onenkoi, OTYET IO
MPAaKTUYECKOMY 3aHSATHIO

IIK-13 + + + Kontponsnas padora, 3ammura ot1-
yera, [I[poBepka KOHTPOJIBHBIX
pabot, Onpoc Ha 3aHATUAX, BbI-
CTyIUIeHHe (IO0KJIaT) Ha 3aHATHH,
Tecrt, 3auét ¢ onenkoi, OTYET MO
MPAaKTUYECKOMY 3aHSATHIO

6. UnTepakTUBHBIE MeTOABbI M (GOPMBI OPraHU3aALMU 00yYeHH s
He npenycmorpeno PVYII.

7. JJaGopaTtopHbie padoThI
He npenycmotpeno PVYII.

8. IIpakTuyeckue 3aHATUSA (CEMUHAPDHI)
HanMeHnoBaH#e MPakTUUECKUX 3aHATUN (CEMHHAPOB) MPUBEACHO B Tabmmie 8. 1.
Tabmuna 8.1 — HammeHoBaHKME MPaKTHYECKUX 3aHATHIA (CEMHHAPOB)

HanMenoBaHue nMpakTHYeCKUX 3aHATUN Tpynoemkocts, | DopmMupyemoie
Haspanwus pasznenos

(cemuHapoB) q KOMITCTCHITHI
6 cemecTp
3 Ilonsarue noxymenTa. | TpeboBanwms k 6laHkaMm 1oKymeHTOB. [losro- 2 IIK-12, TIK-13

CBolicTBa IOKyMEHTA. |TOBKA K COCTAaBJIEHHIO JOKYMEHTOB. CXeMbl
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Knaccudukarus
nokymeHTa. CTpykTypa

pacronoxenus: JokyMeHTOB. CocTaBjeHHE
bopmymsipoB JokyMeHTOB. OOmHil OIaHK.

JIOKYMEHTA. bnank xoHKpeTHOTO BUJa TOKyMeHTa. biank
TpeboBanus x UChMa.
ohopmeHHIo OO6mme TpeboBaHus K 0(QOPMIICHHUIO TEKCTa 2
KYMEHTOB
JOKYMCHTO otuera. OpopmiieHnE TUTYIEHOTO JIUCTA, PH-
CYHKOB, Ta0JIUII, CIIUCKA UCIIOJIb3YEMbIX HC-
TOYHHKOB
Hroro
4 Cucrembl [IpaBuiia coctaBienust U ohopMIIeHHs opra- [TK-12, I1K-13
JIOKYMEHTOB. HU3ALMOHHO-PACTIOPSTUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJOKEHUE, IITATHOE paCIHCa-
oopmienue HUE, UHCTPYKIUS, IPUKa3, PaCHOpsKEHUE,
YIOPaBJICHUYECKUX U | pelIeHne, IPOTOKoJ, noctaHosneHue) [pa-
KaJIpOBBIX JOKYMEHTOB | BUJIa COCTaBJICHUs U opopmiieHus: HHPpopMa-
LIMOHHO-CIPABOUHBIX JIOKYMEHTOB (J1€J10BOE
MUCHMO, JIOKJIAJHAS U CIy)eOHas 3aluCcKu,
aKT, CIIpaBKa, u JIp. )
Hroro
5 Opranu3anus [IpaBuna coctaBiaeHuss 1 0POPMIICHUS KaIpO- IK-12, TIK-13
paboThI ¢ BOIl IOKyMEHTaLlUU (3asBJICHUE, XapaKTepu-
JIOKYMEHTaMHU. CTHKa, aBToOMOrpadus, pe3rome, MpUKa3bl 1o
@DopMHpOBaHUE U |JUYHOMY COCTaBY, TPYAOBOM TOTOBOP
TeKylllee XpaHEeHHe | (KOHTPAKT O Ha3HAYCHUH Ha JOJKHOCTH),
JIOKYMEHTOB. JMYHAs KapTouka pabOTHHKA, Tabelb yyeTa
[TonroroBka pabouero Bpemenu u ap. ) Homenkiarypa
TIOKYMEHTOB K nen. Buasl HoMeHknaTypbl. @opMHpPOBAHUE
nepegaye B apxuB | Aedl.
Hroro 4
Hroro 3a cemectp 10

9. CamocrosiTesqibHas pabdora

Bunel camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIMH IPEICTABICHbI B

Tabimie 9.1.
Tabmura 9.1 — Bugbel caMoCTOSTEIbHOM paboThI, TPYIOEMKOCTh B (DOPMUPYEMbIE KOMIIETCHIHH
Bunasl camocrositensHol | TpynoemkocTs, | DopMupyembie
HasBanus pasnenos g PyA ’ PMHDPY @OopMBI KOHTPOJIS
paboThI q KOMIETEHITUN
6 cemecTp
1 IIpenmer, CamocTosTeNIbHOE U3yYe- 10 ITIK-12, I1IK-13 | BeicTynnenue
COJIEpP)KaHKE U HUE TeM (BOTIPOCOB) TEO- (moka) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTH Kypca TuH, 3a4€T C OLICH-
JlokymMeHTO000pOT TIpopaGoTKa IEKIHOHHO- 9 KOH, O;Ipoc Ha 3aHs-
u THSAX T
ro Marepuala » 1€C
JIEJIONPOU3BOICTBO
B Hroro 12
npodeccruoHaIbHON
NESTENIbHOCTH
2 IIpaBoBbIe U [IpopaboTka JIEKITMOHHO- 2 IK-12, [IK-13 |3a4€T c oLeHKOMH,
HOPMAaTHBHbIE ro Marepuaina Omnpoc Ha 3aHATHX,
OCHOBBI Wroro 9 Tect
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JTIOKYMEHTAI[HOHHOT
0 obecrieyeHus
yIpaBIeHH
3 IlonsTue [ToaroroBka kK nmpakTuye- 10 IIK-12, I[IK-13 |3a4€T ¢ OLCHKOI,
JOKYMEHTA. CKUM 3aHATHUSIM, CEMHHA- Omnpoc Ha 3aHATHSX,
CaoiicTBa pam Otuer 1o npaxkTuye-
?{OKyMeHTa' [TpopaboTka neKIrOHHO- 14 %KOMY 3AHATHIO,
naccuuKanms T
accuukarl ro MaTepuasa ec

JOKYMEHTA.
CrpyKTypa Hroro 24
JOKYMEHTA.
TpeboBanus k
0 OpMIICHHUIO
JIOKYMEHTOB
4 CucreMbl BrinosiHeHrE KOHTPOJIB- 6 IIK-12, I[TK-13 |3a4éT ¢ OLCHKOM,
JTOKYMEHTOB. HBIX padoT Kontponpshas pabo-
CocraBieHue 1 TTOArOTOBKA K MpAKTHE- 4 Ta, OHIP[OC Ha 3aHs-
oQopmierme CKHM 3aHATHAM, CCMHHA- THiX, HpoBepka
YIPaBICHUYECKUX U pam KOHTPOIBHBIX padorT,
KaJpOBBIX Tect
JIOKYMEHTOB [TpopaboTka JIEKITMOHHO- 14

ro MaTepuasa

HToro 24
5 Opranu3zanus [ToaroroBka k mpakTuye- 4 IIK-12, IIK-13 |3a4éT c OIeHKOM,
paboThI ¢ CKHUM 3aHSTUSIM, CEMHUHA- KontponwsHhas pado-
JIOKYMEHTaMH. pam Ta, Onpoc Ha 3aHs-
dopMupoBaHUE U ITpopaGoTKa JTeKIHOHHO- 26 Tusax, IIpoBepka ;
TEK XpaHEeHU KOHTPOJIBHBIX T.

eKyIIee XpaHeHue | Marepuaa OHTPOJI pabor,

JIOKYMEHTOB. Tect
IToagroroska Hroro 30
JIOKYMEHTOB K
repeaaye B apXuB
6 DeKTPOHHBIN [TpopaboTka neKInOHHO- 30 [IK-12, TIK-13 |3amura oTuera,
JOKYMEHTOOOOpOT, |T0 MaTepuasa Ormpoc Ha 3aHATHSAX,
KJIFOUEBBIC MOHATHA, | pr - 30 Tect
OCHOBHBIC
KOHUENIUU
Hroro 3a cemectp 122

[ToaroroBka u cjaya 3a- 4 3auéT C OLIEHKOU

qyera
Hroro 126

10. KypcoBoii npoekTt / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBas cucremMa JJisi OlleHKH YCIIeBAeMOCTH 00yYAIOIIUXCS
PeliTnHroBas cucrema He UCIOJIb3YETCS.

12. YueOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecnieyeHue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa
1. Joponwuna, JI. A. Opranuzaiusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu-
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Ha, B. C. UpurukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum noctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (mgara oopamenus: 08.06.2021).

2. Hamwmonaneuseiii cranmapt PO I'OCT P 7.0.97-2016 "Cuctema cranmapToB 1mo uHGOPMAIIHH,
OMOIMOTEYHOMY M M3JaTeNbcKoMy Aeny. OpraHu3almoHHO-pacIoOPsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUS K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa MO0 TEXHUYECKOMY peryiiu-
poBaHut0 U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTponHbiit pecypc]: — Pexum mocryma:
https://docs.cntd.ru/document/1200142871 (mata o6pamenwns: 08.06.2021).

3. Kysnenos, U. H. JlokymeHTallmoHHOE 0OecTedeHue YIpaBIeHHs MEPCOHATIOM [ DIEKTPOHHBIN
pecypc]: y4eOHHMK ¥ TIPaKTUKyM I mpukiagnoro o6akanaspuara / M. H. Kysnenos. — M. : M3garens-
ctBO Opaiit, 2019. — 520 c. — (Cepus : bakanasp. [Ipuknannoit kypc). — ISBN 978-5-9916-4000-8.
— Pexum goctyma:  https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-personalom-
426321 (nara obpamenus: 08.06.2021).

12.2. lonostHUTEILHAS JTATEPATYpPa

1. OoOpa3zoBarenbublit cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYeCKHE IO HAIpaBiie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM I'yMaHUTapHOTo npoduist. Obuue TpedboBaHus U mpaBuiia ohopM-
neHust [DnekTpoHHbIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (mara o0-
pamenusi: 08.06.2021).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIMOTEYHOMY U U3AATEIThCKO-
My Aeny. Jlenonpon3BoACTBO U apXUBHOE /e10. TepMUHbI U onpenenenus [DnekTpoHHslii pecypc]: — Pe-
skuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 08.06.2021).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypc]: YuebHoe mocobue / JI. U. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (nara o6pamenus: 08.06.2021).

12.3. YueOHO-MeTOAHIECKHE ITOCOOUS

12.3.1. O0s3aTeibHbIE y4eOHO-MeTOAHUYEeCKHE M0CO0Us

1. OOumii u AMEKTPOHHBIN JOKYMEHTOO00OPOT [DNIEeKTPOHHEIHN pecypc]: Meroaudeckoe mocooue
10 JTa0OpaTOPHBIM 3aHATUSIM M CAMOCTOSTENbHOU paboTe mis ctyneHtoB HampasiaeHuit 080200.62 «Me-
HemkMenT, 080100.62 «3Jxonomuka» / K. H. AxkcenoBa - 2014. 40 c. — Pexum pocryma:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 08.06.2021).

2. Jlenonpou3BOACTBO [DNEKTPOHHBIN pecypc]: YueOHO-MeToauyecKoe Mocooue A MOAroToB-
KU K PAaKTUYECKUM 3aHITHSIM U camocTosTeabHol paboTsl / A. B. Kypenkos - 2018. 15 ¢. — Pexum 110-
ctyna: https://edu.tusur.ru/publications/7822 (nata obpamenus: 08.06.2021).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMSA JIs1 JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS U
MHBAJIMI0B

Y4eOHO-MeTOqMUECKHe MaTepratbl ISl CAMOCTOSTEIBHON M ayTUTOPHOW paboThl 00ydYarommxcs
U3 YHCiIa JIUI C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI 1 MHBAIMIOB MPEAOCTABISIOTCS B (OopMaXx,
aIalITUPOBAHHBIX K OTPAaHMYSHHUSIM UX 3/I0POBbsSI M BOCIIPUATHUS HH(DOpMAITHH.

JI1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHus:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBETMICHHBIM MIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIMEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

JI1s1 1ML ¢ HAapyIIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (popme.

12.4. IIpodeccuonaibHbIe 0a3bl JAHHBIX U MH(GOPMALIMOHHBIE CTIPABOYHBbIE CHCTEMbI

1. eLIBRARY.RU - Kpynneiimuii poccuiickuii nHpopManvoHHbIH mopTajl B 001acTH HAyKH,
TEXHOJIOTHH, MEIUIIMHBI U 00pa3oBanms. Pexxum noctymna: www.elibrary.ru;

2. TAPAHT - Cuctema «'”APAHT)» npenocTaBisieT 10CTym K (eaepalbHOMY U pETrHOHATIBHOMY
3aKOHOJIATEIbCTBY, KOMMEHTAPHSIM M Pa3bsICHEHUSAM U3 BeAylIux npodeccronanbHeix CMU, kauTaM u
OOHOBJISIEMBIM SHIMKIONEIUSAM, TUIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOM MpPaKTUKE, MEXIyHAPOIHBIM
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JIOTOBOpaM U APYroil HopMaTuBHOW HHpOpManun. Pexxum goctyna: www.garant.ru;

3. Koucynerantllntoc - Cucrema «KoncynbranTllnmtocy — Han€XHbIM MOMOIIHUK I MHOTHX
CIEIAIMCTOB: FOPUCTOB, OYXTaNTEPOB, PYKOBOIUTENCH OpraHu3aluii, a TaKXkKe JJIs CIEeIHATUCTOB TOCY-
JIApPCTBEHHBIX OPraHOB, YYEHBIX M CTYICHTOB. B HEl COAEpKUTCS OrpOMHBIM MAacCHMB MPaBOBOM U CHpa-
BOuHOM nH(popMarmu. Pexxum nocrymna: www.consultant.ru

13. MaTtepuaibHO-TEXHMYECKOE 00ecneuyeHue JTUCIUILJIMHBI U TPedyeMoe MPorpaMMHoe
ob0ecreueHue

13.1. O6uue TpedGOBaHNA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecrie4eHHI0
AUCHMILTUHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOEe U POrPAMMHOe o0ecrneyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlist ipoBeieHus! 3aHSATUH JICKITMOHHOTO TUTIA, TPYIIIOBBIX M MHIWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIIETO KOHTPOJISI U MPOMEKYTOYHOW aTTECTAI[UU HCITONIB3YeTCs yueOHas ayTUuTOPHUS ¢ KOJTMYECTBOM TI0-
CaJIOYHBIX MeCT He MeHee 22-24, 000opyIoBaHHAs JOCKOW M CTaHAApTHOH ydueOHOI mebenbro. MMmeroTes
JIEMOHCTPAIIMOHHOE 000PYIOBAaHUE U YU4€OHO-HATIIATHBIE TTOCOOMsI, 00€CTIEUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPAIIMHU 10 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOE U NIPOrPAMMHOe o0ecnedyeHue JAJisi NPAKTHYECKUX 3aHATHil
Brrancnurensnas nadoparopus / KommbroTepHbIii Kiace
yueOHas ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAaKTUYECKOrO TUTA, ydeOHas ayauTopus Ui Mpo-
BEJICHHS 3aHITHIA Ta00OPaTOPHOTO THUIIA
634045, Tomckas obmacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.
Onucanune uMeroIerocs 000py10BaHUs:
- [I5BM DX6100M (9 mit.);
- [I5BM INTEL CORE 2 DUO (6 mT.);
- MarautHo-MapKepHas J0CKa;
- Kommutekt crienmanusupoBanHoi yueOHOW MebOenu;
- PaGouee mecto npenogaBares.
[IporpamMmmMHoe obecnieueHue:
— 1C:Ilpennpusitue 8
— 7-Zip
— FoxitReader
— Google Chrome
— Microsoft Access 2013 Microsoft
— Microsoft Project 2013
— Microsoft Visio 2013
— Microsoft Windows 7 Pro
— Mozilla Firefox
— OpenOftice
— KoncynwranT [lmroc

JlabGopatopust rpymnmnoBoro mnpoekTHoro oOyueHus '"Jlaboparopusi COIMATBHO-IKOHOMHUYECKUX
npobiem"

yueOHas ayTuTOpHsl IJIsl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YIeOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA 1a00paTOPHOTO THMA

634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 503 ay.

Ornucanue UMerIerocs 000pyI0BaHUS:

- [I5BM KOMIICTAP (12 mur.);

- MarautHo-MapKepHas J0CKa;

- Kommutekt cienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto npenogaBarens.

[IporpamMmHoe obecnieueHue:

— 1C:Ilpennpusitue 8
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- 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. MaTrepuaJibHO-TEXHHYECKOE H NIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOATeIbHON PadoThI
s camocTosATENbHOM pabOThl MCIONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIBIOTEPHBIE KJIacchl),
PacToJI0KEeHHBIE 110 aJipecam:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckast o6nacTb, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnanna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTtb, . Tomck, Bepimmauna ynuia, 1. 74, 207 aya.

CocraB 000pyI0BaHUSA:

- yueOHast MmeOerb;

- kommnbroTepsl kiacca He Huke [I9BM INTEL Celeron D336 2.81Tw. - 5 mit.;

- KOMITHIOTEPHI MOAKIIOYEHBI K ceTu «MHTepHEeT» U 00eCreunBaloT JAOCTYN B JIEKTPOHHYIO HH-
dbopMaImoHHO-00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO 00ECTICYCHUS:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;

- Google Chrome.

13.2. MatepuajbHO-TeXHHYeCKOe o0ecriedyeHre TUCIUTIINHBI IS JIUI C OTPAHUYeHHBIMHA
BO3MOKHOCTSIMH 310POBbSl 1 HHBAJIN/10B

OcBoeHME NUCUUIUIMHBI JIMIAMU C OTPAHUYEHHBIMU BO3MOYKHOCTSMHU 3/I0pPOBbS U MHBAIMJAMU
OCYILECTBIISIETCS C UCIOIb30BAHUEM CPEJCTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYEHUS.

[Tpu 3aHATHAX ¢ 0OyUYaAIOLIUMUCS ¢ HAPYIIEHHSIMH CJIyXa [IPETyCMOTPEHO UCIIOIb30BaHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUUYECKUX CPEACTB IpUeMa/nepena-
4K yaeOHOH nH(pOpMaHY B TOCTYIHBIX (hopMax, MOOMIBHON CHCTEMBI MPETIOIaBaHHS [Tl 00YJatOITIXCSI
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM CHCTEMBbl. YueOHas aymuTopHus, B KOTOPOW 3aHUMAIOTCS
oOydJaromyecsi ¢ HapylIEeHHEM ClIyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOH, ayAMOTEXHUKOH, BUICO-
TEXHUKOM, IJIEKTPOHHOU JOCKOH, MYJIbTUMEIUMHON CUCTEMON.

[Tpu 3aHATHAX C 0OYYAIOLUIMMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BaHUE B
JIEKIIMOHHBIX U Y4EOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX OOBEKTOB (HaIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P TIOMOIIHA BUACOYBEINIUTEICH 11 KOM(POPTHOTO IIPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS QbTEpHATUBHBIC YCTPOHCTBA BBO/IA MH(OPMAIIMK U IpYTHE TEXHHUYECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMalu B AOCTYHHBIX (popMax, MOOMIIBHOW CHCTEMbl OOY4eHUs [UIs JIIoJel ¢ UHBaA-
JUAHOCTBIO.
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14. Ouenoqnme MaTepuaJdbl H METOAUYECCKHUEC PCKOMECHAAIUHA 110 OPraHu3aliuu U3y4cHus
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jnis onleHKH cTenieHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUUIUIMHON
KOMIICTCHITUI MCTIOJIB3YIOTCS OLIEHOYHBIE MaTepUalibl B COCTARBE:

14.1.1. TecToBBI€ 3a7aHUA

1. late onpeneneHne JOKyMEHTHPOBAHUIO:

a) JIoKyMEHTHpPOBaHUE — 3TO MPOLECC CO3AaHUSI U OPOPMIICHUS JOKYMEHTOB;

b) lokyMeHTHpOBaHUE — 3aMCh HHPOPMAITMH HA HOCUTEIE 110 YCTAHOBJICHHBIM TPaBUIIaM;

¢) JlokyMeHTHpOBaHUE — 00ecIedeHne CBOEBPEMEHHOI0 U IPABUIBHOTO CO3/1aHUs IOKYMEHTOB;

d) JokymeHTHpOBaHHWE — 3amuch MHGOPMAIMKA HA PA3JIMYHBIX HOCHUTENSX IO YCTAHOBJICHHBIM
MIpaBHUIIaM.

2. Jlate onpeneneHrue T0KyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCUPOBAHHAS HA MAaTepUAIbHOM HOCHTENEe MH(POPMAIHS C PEKBU3UTAMH,
MO3BOJISTFOIIUMH €€ HIICHTH()UITUPOBATE;

b) ZlokyMeHT — 3T0 3a(hUKCUpOBaHHAs HA HOCUTENE UHPOPMALUS C PEKBU3UTAMHU, TTO3BOJIIOLIUMHU
ee UIeHTU(UIUPOBATh;

¢) JIokyMeHT — 3T0 MaTepuaJIbHbI HOCUTENb ¢ UH(pOpMaLUeH, TO3BOJISIONINN ee HACHTUDHUIUPO-
BaTh;

d) oxymeHT — 310 cioco0 ¢pukcanuu HHPOPMaIUH.

3. Yto Takoe opuIHaNbHbIN TOKYMEHT?

a) OpunuansHeli TOKYyMEHT — JOKYMEHT, CO3JJaHHBI OpraHU3aIfel, JOKHOCTHBIM JIUIIOM WU
rpakIaHUHOM, O(OPMIICHHBIN B YCTAaHOBJICHHOM TOPSIIKE;

b) OdunmanbHbIl JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBIA AJIS Mepelaul IpyroMy JHIy OpHU-
JTMYECKAMU WITH (PU3HYECKUMHU JTUIIAMU B YCTAHOBJICHHOM TIOPSIIIKE;

¢) OpuuuanbHbIM TOKyMEHT — TIOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM TOPSIIKE JJIS1 MHOTOKPAaTHOTO HCIIOJIh30BaHUSI.

d) Her npaBuibHOTO 0OTBETA

4. Yrto TaKkoe 3JeKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(OpMAIMs KOTOPOro MpeaHa3HaueHa s nepeaa-
YH IPyroMy JIHILY;

b) DIeKTpOHHBIM JOKYMEHT — 3TO O(QHUIMAIbHBIN JTOKYMEHT, MIPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, MH(opMals KOTOPOro MpeACTaBiIeHa B AIEKTPOH-
HOM opwme;

d) DaeKTpOHHBIH JOKYMEHT — 3TO O(pHUHMAIBHBIM TOKYMEHT, NPEJCTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero MoAnMCcaHus TODKHOCTHBIM JIMIIOM B TIOPSIZIKE, YCTAHOBJICHHBIM 3aKOHOJATEIIECTBOM
PO.

5. Yro npencraiusier coboit opopmiieHue JOKyMeHTa?

a) OdopmiieHNE JOKYMEHTA — 3TO IIPOCTABJICHUE HA JTOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHUE TOKYMEHTA, MONMMCAaHNE JOKYMEHTA,

¢) OdopmieHne JOKyMEHTa — 3TO MPOCTABICHHE PEKBU3UTOB JUIsl OPraHU3allMU ONEPaTUBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBuibpHOTO OTBETA.

6. Uto npencrapisier cob0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucremoit JOKyMEHTallMK IOHUMAETCSl COBOKYITHOCTb JJOKYMEHTOB, IIPEAHA3HAYCHHBIX IS
00eCTIeYeHNsI U PETYIMPOBAHUS ACATEIBHOCTH OPTraHOB BJIACTH, YUPEKACHUH, IPEANPUATHI U OpraHu3a-
LM

b) Cucrema MOKyMEHTAIIMU TIPEACTABISIET COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
1O MpU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, CeEepbl IeATENbHOCTH, €IUHBIX TPEOOBAHUH K HX
0hOopMITICHHIO;

c¢) Cucrema JOKyMEHTAIMU MPEICTABIsAET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIEHO OTPAXKACTCS IEATEIBHOCTh OTPACIIH TOCYIAPCTBEHHOTO yIIPABICHUS;

d) Cuctema noKyMeHTalMU NPEACTaBIseT COOON COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
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O MPU3HAKAM Ha3HA4YeHUs1, CPEPHI IeATEIHLHOCTH U SIMHBIX TPeOOBaHU K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSIUTEIBHOTO TOKYMEHTa?

a) OTO coIIaCOBaHUE JOKYMEHTA, NOANMCAHUE JOKYMEHTA;

b) 310 U3yUyeHHE yIpaBIEHYECKOr0 BONPOCa, MOJrOTOBKA MPOEKTAa PACTIOPSIUTENBHOTO JOKYMEH -
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3yYeHHE YIPaBJIEHYECKOro BOIMpOCAa M MOATOTOBKA MPOEKTAa PACIOPSIAUTEIHHOIO JIOKY-
MEHTAa;

d) Oto M3yueHWe yIpaBIECHYECKOTO BOMpoca, chepbl NeATeTbHOCTH, CIUHBIX TpeOOBaHUU K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

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

b) B npenenax mecsiia, HO OTJAEIBHO OT MPUKA30B MO JTUYHOMY COCTABY;

¢) [oapsia B npenenax GpuHaHCOBOIO 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 WU TIPOCTABJICHHS rpuda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra oQUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHMU3AIIMs -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIIAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIUI[AMU, CTICIIUATTUCTAMH,

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

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacopsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsuTeIbHOM.

11. Kakoil TOKyMEHT COCTaBJISAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OObsicHUTEIbHAS 3aITHCKA.

12. Ha xakomM JOKyMEHTE HE YKa3bIBAE€TCS Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaCTCSl 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 MPOCTABISACTCS:

a) ['ocymapcTBennslii repo PO;

b) 'ep6 cyonekra PO;

¢) sMbsemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKA3, CTPYKTypHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monoxkeHue, ycras, akT, CTPYKTypHas U IITaTHAsl YUCICHHOCTh, MHCTPYKIIMSI, IOTOBOD;

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

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

15. JIBm>keHue JOKYMEHTOB B OPraHMU3alMM C MOMEHTA UX CO3JIaHUs WM MOITY4YEeHHUs 10 3aBepliie-
HUS UCTIOH30BAHMSI UM OTIPABKU HA3BIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) OOpaboTKOI JOKYMEHTOB;
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d) Peructpanueii noxymeHTa.

16. Peructparuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

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

b) Homenkarypa e — 370 cUCTEMaTU3MPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTAaHOBJIEHHOM MOPSIKE;

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

d) Her nmpaBunsHOTO OTBETA

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

a) Co BTOPOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apaOCKUMU Iudpamu;

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

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

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

19. Kakue cBeneHus coaepkarcsi B TpyIOBOM KHUKKE?

a) TpynoBasi KHMKKa OTHOCUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEITUATBHBIN CTaK PaOOTHI;

b) TpynoBasi KHMXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MEepPCOHANA MPEANPHUSATHS, KOTO-
pasi 3aBOJIUTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa TPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJCPKAIIUX CBEICHUS O
pabOTHUKE;

d) Het nmpaBunbpHOTO OTBETA.

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

a) OpraHu3allMOHHBIM JOKYMEHTAM MPEATPUITHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIITPUATHUS;

C) TOKyMEHTaM IO JJUYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEAIPUSITHS.

14.1.2. TeMmbl KOHTPOJILHBIX padoT

1. ABToMaTH3anus AETONPOU3BOJICTBA: OCHOBHBIE IPEUMYIIIECTBA U HEPELICHHbIE TPOOIEMBI.

2. ®aKTOpBI, TOPMO3AIINE BHEIPEHUE IIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

3. O630p oteuyectBeHHbIXx COJl M ux QyHKUMOHANbHBIE Xapakrepuctuku (Motus, NauDoc,
OPTiMA-Workflow)

4. O630p orteuectBeHHbIX COJl u ux QyHKMoHaNbHBIe Xapakrepucthku (I'pan-Zok, [eno, 30-
nyuka, EBOPAT]lokymMeHTO060POT)

5. Knaccuduxkanus aBTOMaTU3UPOBAHHBIX CUCTEM JIEIIONPOU3BOCTBA.

6. Ponp crienmanucra-n1oKkymMeHTOBea B BeiOope u BHeApenun COJ,

7. InTepHeT-ipueMHast: OIbIT BHEAPEHUS] CUCTEMBI 00pabOTKH 00palieHuii rpax/iaH, IoCTyIak-
HIMX Yepe3 OPUINaIbHbII CalT.

8. DPPeKTUBHOCTD yIpaBlieHHs W NMPUMEHEHHUE CUCTEM aBTOMAaTH3allUU JEJIONpPOM3BOJCTBA U
AJIEKTPOHHOT'O IOKYMEHTO000pOTA.

9. DneKTpOHHBIN TOKYMEHTOOOOPOT B OpraHax rocy/1apCTBEHHOH BIIACTH.

10. OnbIT aBTOMaTU3alMKU (PYHKUUN MOJTOTOBKH, COTJIACOBAHMSI, PETUCTPAllMM U PACCBHLIKUA HOP-
MaTUBHBIX MPABOBBIX AKTOB MCIOJHUTENIBHBIX OPTaHOB TOCYJAPCTBEHHOM BIacTH cyObeKkToB Poccuiickoit
®enepallii 1 OpraHOB MECTHOTO CaMOYIIPABIICHUSI.

11. MexBe1oOMCTBEHHBIH 3JEKTPOHHBINA JOKYMEHTOOOOPOT MpHY MPEACTABICHUN TOCYIapCTBEHHBIX
Y MYHULUTNAIbHBIX YCIYT B 3JIEKTPOHHOM BUJE.

12 AHanu3 npeuMyILecTB 3JIEKTPOHHOTO JOKYMEHT0000poTa nepes OyMaKHbIMU

13 IIpoGaembl BHEIPEHUS CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

14 OcoOeHHOCTH XpaHEHHsI ANEKTPOHHBIX JJOKYMEHTOB, JICKTPOHHBIN apXUB JIOKYMEHTOB.

15 Cucrtembl 3JIEKTPOHHOTO IOKYMEHT0000poTa B PD: cocTosiHNEe U epCIIeKTUBbI

16 Cucremsbl ynpasieHHs OpraHM3allMOHHBIMU (OHM3Hec) mpoueccamu B P®: coctosiHMe U mep-
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CIIEKTHBBI.

17. CuctemMbl MOJECIMPOBAHUS OPTaHU3AIMOHHBIX MTPOLECCOB: MPUMEPhl IPUMEHEHUS.

18. Madopmaruzanus opranos [MY PO.

19. aTepHET nMpeacTaBUTEILCTBA OPraHoB (heaepalbHON BIACTH U CyObeKTOB PD

20. CucteMbl UHTEJUIEKTYaJIbHOTO aHaIN3a JaHHBIX

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

22. DddexTrBHBII OyMaKHBI JOKYMEHTOOOOPOT: yIpaBiIeHUE JOKyMEHTaMM, KOMIAKTHOE Xpa-
HEHHE M COYETaHUE C CUCTEMaMH 3JIEKTPOHHOTO JOKyMeHTooOopoTa mo texHomornn "WALLER System-
Registraturen"

23. O0GecrieyeHue IEKTPOHHOTO JOKYMEHTOO00POTa MEXKTy OpraHaMu TOCYIapCTBEHHON BJIACTH

24 "Enunoe okHO" Ui JOKYMEHTO000pOTa C rOCYyAapCTBEHHBIMU OpraHaMu

25. 3auem HaM HyxeH ctanaapt [SO 15489, u kak ero MOKHO UCTOB30BaTh

26. Opranu3anus 3JeKTPOHHOTO apXHBa JJOKYMEHTOB U yIpPaBJIeHHE HOPMATUBHO-CITPABOUYHOMN UH-
dbopmanmeit B cucTeMax TOKyMEeHTO000poTa

27. OducHble ycTpoiCcTBa M0 00paboTKe KOHPUACHIMATHLHOU WH(GOPMAIIUN: HOBBIE BO3MOXKHO-

cru"

28. IIpobnembl peanu3anuy TPOSKTOB BHEAPESHHSI CHCTEM 3JIEKTPOHHOTO TOKYMEHTO000pOTa.

29. IIpoGnembl cO3MaHUsI CHCTEM 3allMIIEHHOTO JOKYMEHTO000poTa

30 Pomp ayrenTudukanmmu B OpraHu3aldd 3alIUTHl JOKYMEHTOOOOPOTa IMPH HCIOJIB30BAHUU
OTKPBITBIX CETEH CBA3U

31. FOpuauveckue mpobdaeMpl AIEKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. TemsbI gOoKI20B

TeMbl 17151 KOHTPOJISI CAMOCTOSATEIBHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS rOCYJApPCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakTHhka opranu3anuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyrapcTBax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBU3uTHI CTONO1I0BOM (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTaBIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YesloOBeKa U O0ILeCcTBa.

7. MeTopl uccleIoBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpHYeCKas 1 pakTU4ecKas [ICHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUS.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gopmymnspa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThl, HOpMaTHUBHbIE MaTepuanbsl X VI — Havana XX B.

13. 3akoHO/aTENIbHBIE AKThl 1 HOPMAaTUBHBIE JOKYMEHTHI PO.

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU IOKYMEHTOB
U UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEAIPUATHS

17. Opranusanus paboThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMHU

20. oxyMeHTO000pOT B MH(OPMAITMOHHOM 00€CTICUEHUHN YIPABJICHUS B €TO COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIlbl U MPUHLUIBI PAOOTHI COTPYAHUKOB CIIYKO JOKyMEHTAllMOHHOTO obecreye-
HUS C BXOJSIIUMHU, UCXOSIIMMU U BHYTPEHHUMH YIIPABJIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM IEKTPOHHOI'0 JOKYMEHTOOOOpOTA. MpecTaBIeHHbIX B Poccuu u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUsSI CUCTEM DJIEKTPOHHOTO JIEJIONPOU3BOICTBA U JOKYyMEHTO000pOoTa

25. IloHsiTE NIEpCOHANIBHBIX JAHHBIX.

26. JlIokyMEeHTUpOBaHUE TIpUeMa IpaxkJiad Ha paboTy. 3. CTpyKTypa NepCOHAIbHBIX JaHHBIX.

27. JlokymMeHTHpOBaHHE MpHeMa Ha padOTy PYKOBOJSAIIETO COCTaBa, CICIHAIMCTOB, HAYYHBIX W
JPYTUX KaTeropuil pabOTHUKOB.
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28. JlokyMeHTHpOBaHUE MpUeMa Ha paboTy NI, (YHKIHMOHAIbHbBIE 005 3aHHOCTH KOTOPHIX CBSI3a-
HBI C BJIaJIeHHEeM KOH(QUIECHITNATLHON HHPOPMAITHECH.

29. IlnanoBas kaapoBasi JOKyMEHTaLusl.

30. CocTaB TOKyMEHTOB, HCOOXOUMBIX ISl pUeMa Ha padoTy.

31. KoHTposb 1OCTOBEPHOCTH NEPCOHAIBHBIX JOKYMEHTOB.

32. JlIokyMEeHTHpOBaHHUE TIEPEBOJIa COTPYIHUKOB HA IPYTyIO PaboTYy.

33. JIoKyMEHTHPOBAaHHUE MPOLIEAYPHI MOOIIPEHUS paOOTHHUKA.

34. YyeTHast OKyMEHTaLHSI.

35. JIokyMeHTUPOBaHUE MPOIIETYyPhl MPUMEHEHHSI TUCITUTUIMHAPHOTO B3BICKAHUSI.

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

37. JIokyMEeHTUPOBaHUE MPOIICTypPhl YBOJLHEHUS 110 HHUITMATHBE PAOOTHHKA.

38. OTueTHas ¥ OTYETHO-CIPABOYHAS JOKYMEHTALIHS.

39. JIokyMeHTHUpOBaHUE MPOIIETyPhl YBOJBLHEHUS TI0 HHUITMATHBE Pab0TONATENS.

40. ITonsiTue nepcOHANBHBIX TaHHBIX. CTPYKTypa NEPCOHATbHBIX JaHHBIX.

41. Ilpuka3 o0 yBOJIbHEHUU PaOOTHUKA.

42. OcobeHHOCTH YBOJIBHEHUSI paOOTHHKA, 00JAJArOIIEro 3HaHUEM KOH(HIEHIIMATbHONH HH(OP-
MAaIui OpraHu3allNu.

43. ®opMHUpPOBAHUE JIMYHOTO JIEJIA.

44. ITnanoBas KaapoBas JOKyMEHTaLIUS.

45. BeneHnue 1 XpaHEHUE JTUYHOTO JIea.

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTHe, 1IENN U 3a]1a4l U3yd4aeMOU AUCHUILIMHBL. Pa3BuTHE U CTaHOBICHUE AETIONPOU3BOJICTBA B
Poccun. Opranmzanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBJIeHUs

[ocynapcTBeHHOE perympoBaHie, HOPMAaTHBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH -
OHHOTO o0ecredeHus: ynpasiaeHus. CyIHOCTb, HANPaBICHHUS U BUJIbI TOCYIAPCTBEHHOTO PETYIUPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICUCHHUsI YIpaBJICHUS, Ha3HAaYeHHE, OCOOEHHOCTH M COOTHOIICHHWE HOpMa-
TUBHO-IIPAaBOBOT'0 M METOAWYECKOro peryiaupoBanus. COCcTaB M CTpYKTYpa HOPMAaTUBHOM, PaBOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAITMOHHOTO 00ECTICUeHHs YIPaBJICHHUS, HAIIMOHAIBHBIX M JIOKAJIBHBIX HOP-
MaTUBHO-METOIMYECKHX JTOKYMEHTOB. YHU(DUKAIMA U CTaHAApTU3ALIKS.

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3paborku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, H3TOTOBJISIEMBIM C IOMOIIBIO TEXHHYECKHX cpelacTB. OcoOEHHOCTH O(OpMIIEHUS OTAEIBHBIX
PEKBU3UTOB.

[TpaBuna opopmieHus JOKyMEHTOB, COCTaB M Ha3HaueHHE PEKBU3UTOB. Poib M BUABI yHpaBieH-
YECKUX JOKYMEHTOB.

CocTas, pacroyioxeHue 1 mpaBsuia 0popMIeHHs] pEKBU3UTOB OTIEIbHBIX BUJIOB OPraHU3alMOHHO-
MPaBOBBIX, PACTIOPSAUTENBHBIX H HH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

3HaueHue KaJIpoBbIX JOKyMEHTOB. COCTaB M BUJIbI TIOKYMEHTALIMU IO JTUYHOMY cocTaBy. [IpaBuia
WX cocTaBjieHHS. YHUUIHUpPOBaHHBIE (opMbl HOKyMeHTOB. [Ipukas. OdopmieHue npuema Ha padoOTy.
[TepeBon Ha apyryro padorty. [IpenocraBnenue ormycka. YBojabHeHue ¢ paboThl. JInuHoe 3asBieHue. Xa-
paktepuctruka. CocTaBHBIC YaCTH XapaKTEPUCTHKH, IPaBUIa OQOPMIICHHUS

[TonsiTHE «AO0KYMEHTOOOOPOT» U ero pazButhe. OCHOBHBIE ITPAaBUJIa OPraHU3ALUU JOKYMEHTO000-
pora B opranm3anmu . Homenknatypa aen. [lopsaok cocTaBieHHs U yTBEPKIACHUS HOMEHKIATYPHI JIEI.
VYcranoBneHre CpOKOB XpaHeHus jien. @opMupoBanue U opopmIIeHHE Jell.

[opsimok mepenaun TOKyMEHTOB Ha XpaHEHUE B apXUB.

OcCHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHtoobopota COJl. Ocobennoctu opranuzanuu COJI. CucteMbl JIEKTPOHHOTO JOKYMEHTOO00pOTa,
npezcrasieHHble B Poccuu.

14.1.5. Bonpochl 17151 MOATOTOBKYU K MPAKTHYECKUM 3aHATHSM, CEMUHApaM
TpeboBanus k GraHkaM JOKyMeHTOB. [10roToBKa K COCTaBICHNIO JOKYMEHTOB. CXEMBI pacmoio-
xeHus: JokyMeHToB. CoctaBieHue GpopMysaspoB nokymMmeHToB. OOmuii 61aHk. braHK KOHKpETHOro BHUIa
JOKyMeHTa. brank muceMma.
O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmileHHE TUTYABHOTO JIHCTA, PUCYHKOB,
TaOJIUI, CIIMCKA MCIOJIB3YEMBIX HCTOYHUKOB
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14.1.6. Bonipocs! 115 3a4éTa ¢ OLeHKOMH

1. JIOKyMEHT M €ro MeCTO B CUCTEME YIIPABIICHUS

[\S)

(8]

N

. HopmatuBHO-MeTOIMYECKHIE aKThI, PETJIAMEHTUPYIOIINE CO3aHue U O(POPMIICHHE IOKYMEHTOB.
. JlokyMeHTOBeIeHNEe KaK HayqdHasl TUCIUIUINHA: OOBEKT, MPEIMET, OCHOBHBIC METO/IBI.

. [lonsiTue «uHpOpMaLHs» U €T0 pa3BUTHE.

5. IloHsiTHE «TOKYMEHT» U €r0 Pa3BUTHE.

6. O0me u yacTHbie GYHKIIUU JOKYMEHTA.

7. CiocoObl TOKYMEHTUPOBAHMS M KX Pa3BHUTHE.

8. IloHsTHE Cily’keOHOT0 JOKYMEHTUPOBAHUS U TPEOOBAHUS K IOKYMEHTAM.

9. Ilopsnok perynupoBaHusi, COIJIACOBaHUS U MOANMUCAHUS YIIPABICHUECKUX JOKYMEHTOB.

10.

11.

12.

13.

14.

CynrHocTh YHU(DUKAIMY ¥ CTaHAaPTU3AINHT YIPABICHYSCKUX JOKYMEHTOB.
[TpaBuna opopmieHus CITyKEOHBIX TOKYMEHTOB.

PexBU3UTHI U UX MpeTHA3HAYCHHE.

OO0mme TpeOoBaHuUs K TOKYyMEHTHPOBAHHUIO YIIPABICHYECKOHN IS TEITLHOCTH.

Cocra, conepkaHie U 0COOCHHOCTH peayin3aliii TPeOOBaHUHM K PACTIONOKEHUIO U oopMmIIe-

HUIO PCKBU3HUTOB NOKYMCHTOB.

15.

16.

CrpyKkTypu3anus TEKCTOB yIPABIEHYECKUX JOKYMEHTOB.

Bunpl yHU(DUITMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OQOpMIICHHS Tpa(apeTHOTo TEKCTa, AaHKEThI

U TaOJIULIBL.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

TpeboBaHus K COAEPKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX IOKYMEHTOB.

OpraHu3annoOHHO-pacopsAuTeNbHas oKyMeHTanusa. OCHOBHBIC BHBI YIPABICHUECKUX JO-

NudopmanmonHo-cpaBouHas JokyMeHTanust. OCHOBHBIC BUIBI
[IpaBuna u cTuIb HaMKMCaHUs AEJIOBOTO MUChMA.

Bunrsl nemoBoro nuceMa.

Oco0eHHOCTH TIEPETHCKH ¢ MHOCTPAHHBIMH MTAPTHEPAMH.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00PaOOTKH.
Perucrpanus 1OKyMEHTOB.

KOHTp OJIb UCITOJTHCHUA JOKYMCHTOB.
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26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

Homenknarypa nen u ux popMupoBaHHe.

Odopmienue aen.

XpaHeHue Jel U MOpsAA0K CAaYU UX B apXHB.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT B HH(OPMAIIMOHHON CHCTEME OpraHU3allH.
TepMuHONIOTHS, UCTIONB3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO0O0POTA.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYrpaBieHue 3JeKTPOHHBIMU JTOKYMEHTaMHU.

Knaccugukamus cuctem 3JIeKTpPOHHOTO JOKYMEHT0000pOTa.

[Toaxomap! K CO31aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUS! CUCTEMbl aBTOMATH3AlIHH.

[Tpo6eMbI TPaBoOTo PeryaupoOBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

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

ucnosHeHus 1okymeHToB (ACKU /).

39.

40.

41.

42.

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

OO6mas kinaccuuKaIys CUCTEM JIEKTPOHHOTO TOKYMEHTOO0OpOTA.

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTEepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIME BO3MOXKHOCTSIMU 3JI0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHU -
TEJIbHBIC OLICHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS JIJIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI U HUHBAJIUIOB

Kareropun Bunbl 10NOAHUTETBHBIX OLEHOYHBIX @DopMBbI KOHTPOJISI U OLIEHKU
00y4aroLXCst MaTepHasoB pe3ynbTaToB 00y4eHUs

C napyueHusmMu
ciyxa

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

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEpKa

C napymenussimu | CobecenioBaHme IO BOIpocaM K 3a4eTy, | [IpenMyIecTBeHHO YCTHas POBEpKa

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHbIE | [IpenMylecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [Ipenmy1iiecTBEHHO MPOBEPKA
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06I_HGM6,Z[I/II_[I/IHCKI/IM pa60TLI, BOIIPOCHI K 3a4€TYy, METOAAMM NCXOO N3 COCTOAHUA
IOKa3aHHUAM KOHTPOJIbHBIC pa6OTLI, YCTHBIC OTBEThI 06yqa}01uer0c;1 Ha MOMCHT IIPOBCPKU

14.3. MeTtoauueckue peKoMeHAAIMHI M0 OLeHOYHBIM MaTepHAaJIaM JIsl JUI ¢ OTPAHUYEHHbIMHU
BO3MOKHOCTSIMHU 3/10POBbSI U HHBAJIN/I0B

Jis aMIl ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMaTPUBACTCS J10-
cTymnHas ¢popMa NpeoCTaBIeHUS 3aJaHU OIIEHOYHBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHo# (opme;

- B Ie4aTHO! (hopMe ¢ YBETUUYEHHBIM LIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 33/1aHUS BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUs C UCIIOJIb30BAaHUEM CYpPIOIIEPEBOA.

Jluam ¢ OrpaHMYeHHBIMH BO3MOXHOCTSIMU 3/I0pOBbsI M MHBAIMJAM YBEIMYUBAETCA BpeMs Ha
MOJIrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakKuX 00y4aromuxcs MperycMaTpiuBaeTcsl TOCTYII -
Hast (popMa npeoCcTaBICHHs OTBETOB Ha 3a/1aHus, & UMEHHO:

- MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBIEHNE OTBETOB YCTHO.

[Iponienypa oreHUBaHUS PE3yIbTATOB OOYYEHHS JIMII C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
Bbsl M MHBAJIMJOB IO JUCLUIUIMHE MpelycMaTpUBaeT MpeocTaBleHue HHpopManun B popmax, aJanTH -
POBaHHBIX K OTPAaHHYCHHUSAM UX 370POBBS 1 BOCIIPUATHS HH(POPMALINN:

JL1s1 1M1 ¢ HApyIIeHUsIMM 3PeHust:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B [le4aTHON (hopMe yBETUYEHHBIM HIPUPTOM.

JI1s1 1M1 ¢ HApyIIeHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOu (popme.

JI1s1 1M1 ¢ HApyIIeHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou opme.

[Tpy HEOOXOMUMOCTH /TS JIUI] C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU 3/I0POBbS U MHBAJIUI0OB TPOILIE-
Jlypa OLICHUBAHMsI PE3yNIbTaTOB 00y4EHUsI MOXKET POBOAUTHCS B HECKOIBKO ITAIOB.
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