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1. IHHEPEYEHDb IINIAHUPYEMBIX  PE3VYJIbTATOB OBYYEHUA o
JUCIHUIIVIMHE, COOTHECEHHBIX C [IJIAHUPYEMBIMU PE3YJIbTATAMMU
OCBOEHUS OBPA3OBATEJIBLHOM ITPOT'PAMMBI

Buja nessiTeJIbHOCTH BBINTYCKHUKA

JlucuurnmHa ~ OXBaThIBAET  KPYr  BONPOCOB,  OTHOCAIIMXCSA K  OpPraHU3alMOHHO-
YIIPaBIEHYECKOMY u SKOHOMMYECKOMY, MH(}OPMALMOHHO-aHAIUTUYECKOMY BHUJIAM
podeccuoOHaIIbHON JIeSTEIbHOCTH BBITYCKHUKA B COOTBETCTBHMM C KOMIETEHUUSIMH U BHJIAMU
NesITENbHOCTH, YKa3aHHBIMH B YYEOHOM ILJIaHE.

Henap aucuMmIMHBI — COCTOUT B  (OPMHUPOBAHMM M PA3BUTHUM Yy OOydYarOLIUXCS
podeccuoOHANbHBIX KOMIIETEHIIMI B 00JIaCTH JTOKYMEHTALIMOHHOTO OOECIeueHusl YIpaBJICHUS
IIEPCOHAJIOM, OBJIAJICHUE TEOPETHYECKUMHU 3HAHMWSAMHU M IPAKTUYECKUMU HABBIKAMM B JIAHHOM
o0yacTu U yMEHUEM NPUMEHSTh UX Ha IPaKTUKE.

3agaum AMCUMIIMHBI:
- 03HAKOMJIEHHE C OCHOBAMM KaJIpOBON CTATUCTUKU U OTYETHOCTH;
- O3HAaKOMJICHHE C METOJaMH pPa3pabOTKH W BHEIPEHHs] NPOLEAYp PEryJupOoBaHMs TPYIOBBIX
OTHOILIEHHN U COTIPOBOXKIAAIONIEH JOKYMEHTAILINH;
- IpHoOpeTeHne MPaKTUYECKHMX HABBIKOB BECTU KaJpPOBOE JAEJONPOU3BOACTBO U OPraHU30BHIBATH
apXMUBHOE XPAHEHUE KaJIPOBBIX TOKYMEHTOB;
- 03HAKOMJIEHHE C KOPIOPAaTUBHBIMU MH(POPMAITMOHHBIMU CHCTEMAaMHU.

Kon Conepxanue Ilepeyenb MIaHUPYEMBbIX Pe3yJIbTATOB
KOMIIeTeHIUH KOMIIeTEeHI M i 00y4eHMsI 0 TUCHUIINHE
1 2 3

OIIK- 8 CIIOCOOHOCTH UCIOJIB30BATh 3HATH:
HOPMATHBHBIE IIPABOBBIE AKTHI B — OCHOBHBIE TIOJIXOJTBI K pa3paboTKe
cBOEH MpodecCHOHATTbHON HOPMATHBHBIX IIPABOBBIX aKTOB B CBOECH
ACATECIIBHOCTH, aHAJIN3UPOBATH Ipo(heCCUOHANIBHON AEATEIIBHOCTU U
COLMAITBHO-3KOHOMUYECKUE aHaJIU3y COLMATBHO-DKOHOMUYECKHUE
pOOJIEMBI U IPOILIECCHI B po0sieM U IPOLECCOB B OPraHU3alllu;
OpraHu3sanuu, HaX04UTh — OCHOBHBIE CITOCOOBI HAXOXKACHHS
OPraHMU3alMOHHO-YIIPABJIICHYCCKUC M | opraHU3aliOHHO-YIIPABICHYECKUX U
SKOHOMUYECKUC PCIICHNA, SKOHOMUYECKHUX PEIICHHH, pa3padoTKu
pa3pa6aTBIBaTB AJITOPUTMBI UX AJITOPUTMOB HX pealln3allii;

pcain3an U rOTOBHOCTBIO HECTU YMeETh:

OTBETCTBEHHOCTD 34 X PE3YIbTATB | — pcroab30BaTh HOPMATUBHBIE TPABOBHIE
aKThl B CBOEH Ipo(hecCHOHabHOM
NesITeIbHOCTH, aHaTU3UPOBATh COLIUAIILHO-
HSKOHOMMYECKHE MTPOOJIEMBI U ITPOLIECCHI B
OpraHu3aluM, HAXOUTh OPraHU3allMOHHO-
yIpaBiIe€HYECKHE U SKOHOMHYECKHE
pelieHus, pa3padaTbiBaTh aITOPUTMbI UX
peain3alyy U FOTOBHOCTb HECTH
OTBETCTBEHHOCTb 32 UX PE3y/bTAThI;
BJIAJETh:

— HaBBIKaMH ITOATOTOBKH HOPMAaTHBHBIX
IIPAaBOBBIX AKTOB B CBOEH
po¢heCcCHOHATBHOM IeATeTLHOCTH U
aHaJIM3a COLUAIbHO-3KOHOMUYECKHE
1po0JIeM U IPOLECCOB B OPraHu3aluu

IMK-12 3HAHUE OCHOB  pPa3pabOTKH U | 3HATh:
BHEJPEHUSA KaJIpOBOM U | — OCHOBEI pa3pabOTKK ¥ BHEIPEHUS
YIPABJICHYECKOW  JIOKYMEHTAIMH, | KapOBOH M YIIPABJICHYECKOM




ONTHUMU3AIMH JOKYMEHTO000pOTa 1

CXeM (GyHKIIMOHAJIBHBIX
B3aMOCBSI3eH MEXTY
MOApa3/ICICHUSMH, OCHOB

pa3pabOTKU U BHEAPEHUS MPOLETYD
peryupoBaHus TPYIOBBIX
OTHOIIEHUA U COMPOBOKIAOIICH
TOKYMEHTAIIUU

JOKYMEHTAIUH, POLIELyp PETYIUPOBAHUS
TPYOBBIX OTHOIIECHUI;

yMeThb:

— 3(pexkTUBHO OpraHN30BLIBATH
JOKYMEHTOOOOPOT U B3aUMOCBSI3b MEXKTY
IO PA3ACIICHUSIMU;

BJIA/IETh:

— HaBBIKaMH MOATOTOBKH MPOLIETYP
pErylupoBaHus TPYJOBBIX OTHOILIEHUN U
CONPOBOXKIAKONIEN JOKYMEHTALIMU

IK-13 YMEHHE BECTH KaJpOBOE | 3HATh:
JCIIONIPOU3BOICTBO U | —OCHOBBI KaJIpOBOW CTaTUCTUKHU;
OPraHu30BbIBATh ApXMBHOE | yMeThb:
XpaHCHUE KaJpOBbIX NOKYMCHTOB B | — BeCTH KaJpPOBOE€ AEIONPOU3BOACTBO U
COOTBETCTBUU C JICHUCTBYIOIIMMH OpPraHNU30BBIBATh APXUBHOC XpaHCHUE
HOPMAaTUBHO-IIPABOBBIMHA aKTaMU, KaJpOBEIX JOKYMEHTOB,;
3HaHUEM OCHOB KaJIpOBOH | _ oGecrednTh 3alUTy IEPCOHATBHBIX
CTATUCTHKH, BJIaJICHUCM HABBIKAMH | [aHHBIX COTPYIHUKOB;
COCTaBJICHUSA KaJpoBOH | griamern:
OTYETHOCTH, a TAaKKC HABBIKAMM | — gappIKaMU COCTABJICHUS KaIpPOBOU
O3HAKOMJICHHUS COTPYIHHUKOB | oT4eTHOCTH;,
opranmusanuu ¢ Ka/IPOBOHl | — gappIkaMK 03HAKOMIICHHS COTPYIHUKOB
JIOKYMCHTALMeH U NCHCTBYIOLIMMU OpraHu3aluy ¢ KaJApOBOU IOKYMEHTAMEH
JIOKQJIbHBIMU HOPMATHBHBIMH | 11 1eifCTBYIOLIMMH JTOKAIbHBIMU
aKTaMH, YMEHHE 00eCIeunTh HOPMATHBHBIMU aKTaMH
3alIUTy TMEPCOHAIBHBIX JaHHBIX
COTPYIHUKOB
IIK-28 3HAHUE KOPIOPATHUBHBIX | 3HATH:
KOMMYHMKAIIMOHHBIX  KaHAJIOB UM | — KOPHOPATUBHBIC KOMMYHMKAI[MOHHBIC
CpEeICTB mepenayd HMH(GOPMAIMH, | KaHAIbI U CPEACTBA Iepeaadr HHPOPMAIHIH;
BJIAICHUC HaBbBIKAMHA YMETh:
MH(QOPMAIMOHHOTO  00eCTIeYeHust | — 3(eKTUBHO UCTIOIB30BATh
nponeccoB BHYTPCHHUX | kopropaTHUBHbIE HHOPMALIMOHHbIE
KOMMYHUKaIUK CUCTEMBI;
BJIAJIEeTh:
— HaBBIKAaMH MH(HOPMAITHOHHOTO
obecreueHust MpoIecCoB BHYTPEHHHUX
KOMMYHHUKaIUN
2. MECTO JUCHOUIUIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM
MNPOI'PAMMBI

Hucuurmmaa b1.6.35 JlokymeHTarmonHoe o0ecTieueHre yIpaBIeHUs IIEPCOHATIOM OTHOCUTCS K

0a30BOM YaCTH.

Huctunnuna JlokyMeHTaIMOHHOE OOecIieueHre YIpaBJiICHUsI TEPCOHAIOM Oa3upyercst Ha
SHAaHUAX, MOJYYCHHBIX IIPH U3YUYCHUU y‘~IG6HI)IX AUCHUIIIINH OCHOBBI YIIpaBJICHHUA IIEPCOHAIIOM U

Tpynosoe npaso.

OcHOBBIBasiCb Ha M3YyYEHHM YKa3aHHbIX AUCLUMIUIMH, JUCUUIUIMHA JOKyMEHTallMOHHOE
oOecriedeHHE YNPABIECHUs IIEPCOHAIOM IPEJACTAaBJIAET OCHOBY JJIi MTOrOBOM aTTecTaluu
oOyyaromuxcsa. Takoe CHCTEMHOE MEXIUCLUILUIMHAPHOE H3y4EHHE HAIPABJIEHO HA JOCTHXKEHHE
tpedyemoro ®I'OC ypoBHS MOATOTOBKH 10 KBalM(pUKaLUK OaKanasp.




3. PACOPEJEJEHUE OB BEMA JUCLHUIIJIMHBI

3.1. Pacnpenesnenne od0beMa AMCUMILIMHBI 10 (hopMaM 00yUeHuUst

Tpyooemkocmb OucyunIuHbl 8 Hacax
g ) v g Dopma
Dopma © g : g %’ Koumponvnas | npomesxcymou
o0yuenusn S S S §' - 2 3 paboma Hoil

g S S 2 S = § 3 S s ammecmayuu

o | § | 5| §| 5 |53|8¢§8)|¢5

S| S| 3| 2| 388|838

g 0| 8| T | 5 |58 FF|C]

1 2 3 4 5 6 7 8 9 10 11
Ounas 4 8 72 24 12 - 12 48 - 3a4er
3aoyHast 4 - 72 10 4 - 6 58 Kp 3aueT
3aouHan
(yckopennoe | 2 - 72 8 4 - 4 60 Kp 3a4eT
o0y4eHwue)

Ouno-
320uHast ) ) ) ) ) ) ) ) ) )

3.2. Pacnpenesnenne od0beMa JAMCUMIIMHBI 10 BUJAM YUeOHbIX 3aHATHIH U TPYA0EMKOCTH

¢ m.u. ¢ \Pacnpedenenue
Tpyoo- junmepakmughoi, no cemecmpam
Buo yueonvix sanamuii eMrocy AKIMUGHOMU,
(8cezo UHHOGA-
yacoe) UUUOHHOU 8
dopmax, (uac.)
1 2 3 4
I. KonrakTHas pa6oTra 00y4aoumuxcs ¢ NpenojaaBarejiemM 24 12 24
(Bcero)
TTexunu (JIk) 12 6 12
IMpaxtrnueckue 3austus (I13) 12 6 12
['pynmoBsie (MHAWBUIYaIbHBIE) KOHCYIbTALUN + - +
II.CamocTosiTesbHas padora (CP) o0yuaromuxcs (Bcero) 48 - 48
[ToAroToBKa K MPAaKTHYSCKUM 3aHATHAM 38 - 38
IToAaroToBka K 3a4eTy 10 - 10
I11. ITpomeskyTOYHAsE aTTECTALMS 3a4er + - +
OO01mas Tpy10eMKOCTh JIUCIUTLTHHBI Jac. 72 - 72
3a4. efl. 2 - 2




4. COAEP) KAHUE JUCHUIIJINHBI

4.1. Pacnpenesnenue pa3iejioB JMCHHMIIJIMHBI 10 BUIaM Y4eOHbIX 3aHATHH
- UIs1 0YHOH (popmBbI 00yUeHus:

Buowvl yueonvix 3anamuii,
BKJIIOUASL CAMOCHOAMENbHYIO

Ne Tpyooe pabomy odyuarouwguxca u
pas- Haumenosanue mpyooemkocms; (uac.)
MKOCHb
dena u pasoena u yuebnbvle 3anuamus camocm
) 0AmeJsibH
memol mema OuCYUNIUHDBL (wac,) — "
nexyuu cKue paboma
3auamusn | 00yuaio
wuxcs
1 2 3 4 5 6
1. JokyMeHTHpOBaHUE 36 6 8 22
1.1. OcHOBHbIE MTOHATHA U OTIPEIENICHNUS B
cootBerctBum ¢ ['OCT P 7.0.8-2013. 1 1 5 ]
Odopmienne aqMHHACTPATUBHBIX
nokymentoB ['OCT P 6.30-2003
1.2. Knaccudukaiys aiMUHICTPaTHBHBIX
JOKyMeHTOB. OpraHu3aiuoOHHO- 10 5 5 6
pacropsiuTeNbHbBIE U CIIPABOYHO-
HH(OPMAIMOHHBIC JOKYMEHTHI
1.3. JIOKyMEHTHI TI0 TUIHOMY COCTaBY 8 2 2 4
1.4. JIOKyMEHTHpOBaHHE JBUKEHUS IIEpCOHANA 7 1 2 4
2. JoxymeHTO0060pPOT 36 6 4 26
2.1. Opranu3aius JOKyMeHT0000poTa 8 2 - 6
2.2. ®opmupoBanue aen. Homenknarypa 9 1 2 6
2.3. Opranu3anus XpaHeHus Jel 9 1 2 6
2.4, DJIEKTPOHHBIN TOKYMEHTOOOOPOT. 10 ) i 2
Iudposas nmoanuch
HUTOI'O 72 12 12 48
AJ1s1 32049HOil () OpMBI 00yUeHH:
Buowvl yueonvix 3anamuii,
GKIIIOUAA CAMOCHOAMETbHYIO
Ne Tpyooe pabomy obyuarouwguxca u
pas- Haumenosanue mpyooemrkocmy; (uac.)
MKOCHb
denau paszoena u YyueodHble 3aHAmUS camocm
) 0AmeJsibH
memol mema OuCYUNIUHDBL (wac.) — "
nexyuu cKue paboma
3auamusn | 00yuaio
wuxcs
1 2 3 4 5 6
1. JoxkyMeHTHpOBaHuUE 34 2 4 28
1.1. OcHOBHbIE MTOHATHA U OTIPEIENICHNUS B
cootBerctBum ¢ ['OCT P 7.0.8-2013. 1125 0.25 1 10
Odopmienne aqMHHACTPATHBHBIX
nokymentoB ['OCT P 6.30-2003
1.2. Knaccudukaiys aiMUHICTPaTHBHBIX
JTOKyMEeHTOB. OpraHu3aiiioHHO- 75 0.5 1 6
pacopsAIUTENbHBIE U CIIPABOYHO- ’ ’
MH()OPMAIMOHHBIC TOKYMEHTHI
1.3. JIOKYyMEHTBI 110 JINUHOMY COCTaBY 8 1 1 6
1.4. JlokyMeHTHpOBaHNEe ABM)KEHHUS IlepcoHaa 7,25 0,25 1 6
2. JokymeHTO0000pPOT 34 2 2 30
2.1. Opranu3aius JOKyMeHT0000poTa 8 1 - 7
2.2. ®opmupoBanue aen. Homenknarypa 8,25 0,25 1 7
2.3. Opranu3anus XpaHeHus Jel 8,25 0,25 1 7




2.4, DJIEKTPOHHBIN TOKYMEHTOOOOPOT.
9,5 0,5 - 9
udposas nmoanuch
HUTOI'O 68 4 6 58
AJ1s1 32049HO0il popMBbI 00ydyeHHs (YCKOpPeHHOe 00y4eHue):
Buowvl yueonvix 3anamuii,
BKJII0UASL CAMOCHOAMENbHYIO
Ne Tpyooe pabomy odyuarouwguxca u
pas- Haumenosanue mpyooemkocms; (uac.)
MKOCHD
odenau paszoena u YyueOHble 3aHAMUA camocm
memul mema OuCYUNIUHDBL (ltt’lc.) I wm:lfl/lbn
nexyuu cKue paboma
sanamus | ©00yuaio
wuxcs
1 2 3 4 5 6
1. JokymMeHTHpOBaHHE 34 2 2 30
1.1. OcHOBHbIE MTOHATHA U OTIPEIENICHNUS B
cootBerctBum ¢ ['OCT P 7.0.8-2013. 10,75 0.25 0.5 10
OdopmiieHre aIMUHUCTPATUBHBIX
nokymentoB ['OCT P 6.30-2003
1.2. Knaccudukaiys aiMUHICTPaTHBHBIX
JIOKyMeHTOB. OpraHu3aiuoHHO- 9 0.5 0.5 ?
pacrnopaanuTEIIbHBIC U CIIPaABOYHO-
WH(POPMAITMOHHBIE IOKYMEHTHI
1.3. JIOKYMEHTBI 110 JINYHOMY COCTaBY 7,5 1 0,5 6
1.4. JlokymMeHTHpOBaHNE ABM)KEHHUS TIepcoHaa 6,75 0,25 0,5 6
2. JokymeHTO0000pPOT 34 2 2 30
2.1. Opranu3aius J0KyMeHT0000poTa 9 1 - 8
2.2. ®opmupoBanue aen. Homenknarypa 7,25 0,25 1 6
2.3. Opranu3anus XpaHeHus Jel 7,25 0,25 1 6
2.4, DJIEKTPOHHBIN TOKYMEHTOOOOPOT. 10,5 0.5 i 10
udposas nmoanuch
HUTOro 68 4 4 60
4.2. ConepxaHue TMCUMILUIMHBI, CTPYKTYPHPOBAaHHOE 10 pa3jejiaM U TeMaM
Buo
3aHAMUA 8
UHMEPaKm
Jov';ll) ::i; Haumenoeanue UBHOIL,
meMbL pazoena u memol Cooeprrcanue neKyuOHHBIX 3AHAMULL AKMUGHOIl,
OUCUUnIUHbL UHHOBAUUO
HHOIl
popmax,
(uac.)
1 2 3 4
1. JoxyMeHTHPOBaH -
ue

1.1.

OCHOBHBIE TOHSITUS
Y OTIPENCIICHUS B
COOTBETCTBHH C
I'OCT P 7.0.8-
2013. OdopmiieHure
aJMHHUACTPATHBHBIX
nokymentoB ['OCT
P 6.30-2003

OCHOBHBIE TIOHATHUS H ONPEICNICHUS B COOTBETCTBUU C
I'OCT P 7.0.8-2013 B yacTu JOKYMEHTHPOBAHMS.
Knaccugukanus aIMUHAICTPATUBHBIX JIOKYMEHTOB
[TpaBuna oopmiteHust aJIMUHUCTPATUBHBIX
nokymeHnToB B cootBerctBuu ¢ ['OCT P 6.30-2003.
PexBusuTsl (crangapToM ycranosiieHo 30)

DopMyIspel JOKYMEHTOB H UX COCTaB, B 3aBUCHMOCTH
OT BHJIA JIOKYMEHTA




2

3

4

Knaccudukarus
aJIMUHUCTPATHBHBIX
JIOKYMEHTOB.
Opranu3amoHHO-
pacropsiuTenbHbIE
U CIIPaBOYHO-
WH(pOPMAITUOHHBIE
JOKYMEHTBI

Bunet aJMUHHUCTPATUBHBIX JIOKYMEHTOB B
aJIMUHUCTPATUBHON cucTeMe. VX pEKBU3HUTHI, STalbl
MOJITOTOBKH.

OpraHn3amoHHO-pacTIOpAIUTEIbHBIE TOKYMEHTHI:

- OpraHu3alMOHHBIE (YCTaB, BCE BUABI WHCTPYKIUH,
TIOJIOKEHUS], PEerJaMeHThI);

- pacnopsauTenbHbIE (MPUKa3bl, BHIMKMCKA U3 MpHUKa3a,
pacnopsKeHus], TOCTAHOBJICHHUS, YKa3aHHS)
CrpaBouHO-HH(OpMAIIMOHHBIE JOKYMEHTHI (CIIpPaBKH,
JIOKJTaJTHBIE W CIY)KEOHbIE 3aIHCKH, OOBSCHUTENBHBIC U
MOSICHUTENIbHBIE 3aITMCKH, TPOTOKOJIbI)

JICKIIU -
BH3yalu3all
ns
(2 gaca)

1.3.

JloKyMeHTHI 110
JUYHOMY COCTaBY

HopmartuBHo-MeToqruecKast 0aza o
JOKYMEHTHPOBAHUIO TPYAOBOH JEATETHHOCTH;

JluuHble JOKYMEHTHI: 3asBICHUs, aBToOHOrpadus,
pe3roMe, paciucKa, 10BepeHHOCTb;

OCHOBHBIE JOKYMEHTHI TI0 JINYHOMY COCTaBY:

- TPYAOBOH JOTOBOP: BHIBI JOTOBOPOB, TOPSIOK
3aKITIOUEHISI, BCTYIUICHHE B CHITY, aHHYJIMPOBaHHE;

- JIMYHOE JIENO0: MOPSAOK (opMHUpOBaHHS, YCIOBHS H
CPOKH XpaHEHHUS;

- TMYHAs KapTOUKa paOOTHUKA: 3allOHEHHE, XPaHEHHE.
[Topsnok TpynoycTpoiicrsa.

JIOKYMEHTBI [UIS 3aKJIFOUEHHUS TPYAOBOTO JOTr0BOpA.
[puka3 o npueme Ha pabdoTy.

[epconanbHbIe faHHBIE paOOTHHUKA.

[IpenocraBnenne MEAUIIMHCKUX CIIPABOK.

CrpaBk# 00 OTCYTCTBHH CYJMOCTH.

XapaKTepUCTHKH, pEKOMEH AN "
pEeKOMeH IaTeIbHbIE MUChMA

JICKIIU -
BH3yalu3all
ns
(2 gaca)

1.4.

JIoKyMeHTHpOBaHU
€ IBUKEHUS
nepcoHaa

OcobeHHOCTH U3aHUs TIPUKA30B 0 JTHYHOMY COCTaBY;
HoxyMmeHTaius s oopmiieHus IBYKESHUS
HepcoHana:

- IEPEBO/] Ha APYTYIO paboTy, BUIBI IIEPEBOJIA;

- oopMIIeHHE CITY)KEOHBIX KOMaHIUPOB;

- YCIIOBUSL M TIOPSIIOK MPEIOCTABICHUS OTITYCKOB, BUJIBI
OTIYCKOB, UX ohopmiteHue;

- OTCTpaHEeHHue OT PaboThI;

- pacTopKeHHE TPYIOBOrO JOroBOpa (MHUIMATHBA
paboTHUKA M MHUIIMATHABA paObOTONATENS);

- TTOOIIPEHYS,;

- JUCHMIIVIMHAPpHBIC B3bICKaHHA,
aJITOPUTM JIEUCTBUI

TpynoBast KHMKKA:

- BeJICHUE 3aIucell, BHECEHHUE HCIIPABIICHUN;

- y4er U XpaHeHHE;

- BBIJIaYa BKJIbIIIA U TyOJIMKaTa

YuauduiupoanHbsie GOPMBI JOKYMEHTOB MO JTUYHOMY
COCTaBY

BHUJIbI B3BICKAHM,

JokymeHTO060pPOT

2.1.

Opranuzarnus
JIOKYMEHT0000pOoTa

OCHOBHBIE TIOHATHS U OnpeaciIcHrud B COOTBETCTBUH C
I'OCT P 7.0.8-2013 B yacTH 1OKyMEHTO00OpOTA.
OCHOBHBIC TIPUHIMIEI W TOPSJIOK OpraHU3aINU
JIOKYMEHT0000pOTa.

[pouenypsr nokymenToOO0pOTA:

- IpHEM | NIepBUYHAs 00paboTKa JOKYMEHTOB;

- PErucTpaius U pacCMOTPEHUE PYKOBOJICTBOM;

- JIOBEJICHUE 70 UCTIOTHUTENCH;

- 00paboTKa, MCIONHEHHWE JOKYMEHTOB, MOJTrOTOBKA

JICKIIU -
BH3yalu3all
nus
(2 gaca)




OTBETOB;
- OTIpaBKa JJOKYMEHTOB.

[Topsaok paccMOTPEHUs OTACIBHBIX O0paICHUM
rpaKaaH.

CpoKkH pacCMOTPEHHS TMCHbMEHHOT'0 00paIeHHS

2.2. ®opmMupoBaHue JlokyMeHTanbHbIH (OH]T OpraHu3annu. -
nen. Homenknarypa | Paspabotka M BeieHHWE HOMEHKIATYphl neil. Buisl
HOMEHKJIATYP, MOPSIIOK Pa3paOdOTKH U yTBEPIKICHHS.
Odopmnenue nen. CocTaBiIeHUE 3aTOJOBKOB JCI.
Cpoku  xpaHeHuss gen.  IlepeyeHb  THIIOBBIX
YIpaBIEHYECKNX apXHUBHBIX JIOKYMEHTOB

2.3. Opranuzarnus Opranu3arus TeKyIero XpaHeHus! e, -
XpaHEHUs JIe [MonroroBka JTOKYMEHTOB M Jell K Iepegadye Ha
apxuBHOe  XpaHeHuwe. [lomHOe M YacCTHYHOE
oopmiieHHe aer.

JKcrepTr3a HeHHOCTH JOKYMEHTOB.

AKTBI O BBIJICJICHUE JIE)T K YHHYTOKCHHIO.
Opranuzaiusi  TEKYIIEro  XpPaHSHHWs]  KaJpPOBBIX
JOKYMEHTOB

[ToaroroBka MTOKYMEHTOB IO JIMYHOMY COCTaBY JUIS
repeadr Ha apXMBHOE XpaHEHUE

2.4. ONeKTpOHHBIN OcobeHHocTH paboThI C NEKTPOHHBIMH JOKYMEHTaMHU. -
JOKyMEHTO000pOT. | OCHOBHEIE byHKINH cUCTeM ANIEKTPOHHOTO
Hudposast moAnucy | JOKYMEHTOOO0pOTa B OpraHU3AIINH:

- XpaHEeHHUEe U TIOUCK;

- IOJIEPIKKA JICNIOTPOU3BOJICTBA;

- MapIIpyTU3AIHS,

- aHAIMTHYECKUE OTUYETHI;

- nH(opManMoOHHAas 0E30MaCHOCTh;

- IONIOJTHUTENbHBIE crenuduyeckue QyHKIHH.
Cnennani3upoBanHbie TporpamMmusie cpenctsa (CO/I)
AJIEKTPOHHOTO JJOKYMEHTO00O0pOTA.

ONEeKTPOHHBI  JIOKYMEHTOO0OpOT € JIPYrUMH

OpraHu3aIllUsIMH.
OneKTpoHHAs MOAIHUCE. Buasr AIEKTPOHHBIX
momnucei. OOMacTH  MPUMEHEHHS  3JICKTPOHHBIX
HoaIcei

4.3. JlabopaTtopHbie padoThl
VY4eOHBIM MJIAHOM HE MPETyCMOTPEHO

4.4. [lpakTHyeckue 3aHATHS

Buo
3aHAMUA 8
UHmMepaKmue

Obvem Hoii,
(uac.) AKMu6eHoIl,

UHHO6AUUOHH
oii hopmax,

(uac.)

Homep
paszoena Haumenosanue mem npakmuueckux 3aHAmuil

n/n
OUCUUNIUHDL

MPOCKTHAs
2 EATENbHOCTD
(2 gaca)

OdopmiieHre 0J1aHKOBOH JTOKYMEHTAIIUH, THCEM
B coorBercTBuu ¢ ['OCT P 6.30-2003

Odopmienne opraHu3alioHHO- MPOSKTHAs
2 1. pacnopsAaIuTENbHON U CIIPaBOYHO- 2 JIeATETbHOCTh
MH(OPMAIMOHHOM TOKYMEHTALIUU (2 gaca)




MPOCKTHAs

3 1. OdopmiieHrE TOKYMEHTOB 110 JINYHOMY COCTaBY 2 NEeSITEIBHOCTh
(2 gaca)
4 1. JIOKyMEHTHpOBaHHE JBUKEHUS IIEpCOHANA 2 -
dopmupoBaHE HOMEHKIIATYPHI JIET
5 2. OpraHu3aluy 2 -

DopMHUpOBaHHE JIUYHOTO Aeja
Opranu3anus XxpaHeHus Jaen

nUTOoro 12 6

4.5. KoHTpoJbHbIE MEPONIPUSITUSA: KOHTPOJIbHAs padoTa /i1 3204HO0i popMbI 00yUeHu st
3a04HOii popMbI 00yueHHs (YCKOpPEHHOE 00y4eHue).

Ilenb BBIMOJIHEHUS: W3YyYEHHE U 3aKpEIUICHHE TEOPEeTHUECKUX 3HAaHUM U pa3BUTHE
MPAKTUYECKUX HaBBIKOB JIOKYMEHTALMOHHOTO 00ECIIeYeHUsI YIIPaBIEHUS IIEPCOHAIOM.

Temamuxa. BKIIOYAET JOKYMEHTHI pa3enoB JJokymentupoBanue u JJOokyMeHTOOO0POT.

CrpykTypa: KOHTpOJibHAsi paboTa BBINOJHSAETCS B BUJAE IMOSCHUTEIBHOM 3alHMCKH, KOTOpPas
COCTOUT U3 MPAKTUYECKOM YacTH, CIIUCKA MCIOJIb30BAaHHBIX UCTOYHUKOB (HE MEHEE 5 HCTOUYHUKOB
auTepaTypsl 3a nociueanue 3 ropa). Ilpakruueckas yacTh mpeanosaraeT MoAroTOBKY pa3iInyHBIX
aJIMMUHHUCTPATUBHBIX JTOKYMEHTOB, JOKYMEHTOB IO JUYHOMY COCTaBY, B TOM YHCJE C MOMOIIbIO
KOMIIBIOTEPHOM CIpaBOYHOM IpaBoBOM cucTeMbl «KoHcynpTaHTIImIOC» B COOTBETCTBUH C
MOJIyYUEHHBIM 33JaHMEM [0 BapuaHTaM. BapuaHTbl KOHTPOJbHOW pabOTHl  BBLAAIOTCS
[pernojaBaTesieM HHANBUAYAIBHO JJIs KaXA0ro 00y4yarouerocs.

Pexomenyemsiit o6bem: 10-15 crpanu.

Boigaua 3aganusi, npueM KOHTPOJIbHON paOOThl MIPOBOJUTCS B COOTBETCTBUM C KaJIEHJAPHBIM
y4eOHBIM rpapuKOM.

Ouenka Kpurtepuu ouieHKM KOHTPOJIbHOM padoThl
3a4TEHO COOTBETCTBUE TPEOOBAaHUSAM M0 CTPYKTYPHOMY COJEPKAHUIO U
o0beMy  paboTbhl;  NPaBWIBHOCTH  BBINOJHEHUS  3a/aHus,
COMPOBOXKIAIOIIETOCS] PUCYHKaMH, TaOlIMIIaMH, JUarpammamuy;
MIPaBUJILHOCTh pelieHus MPaKTUYECKUX 3a/laHui,
CaMOCTOSITEIIbHOCTD BBINIOJHEHUS; 0(opMIIeHHE pabOThl U CIHUCKa
MCIOJIb30BAHHBIX HCTOYHUKOB cOOTBEeTCTBYeT TpeboBaHusim CTII
1.4-01-2005; rpaMOTHOCTh, OTCYTCTBHE CTUIIUCTUYECKUX OIINOOK;
YBEPEHHOE BJIa/ICHUE MaTepUaioM IPU YCTHOM 3alUTe.
HE 3aYTEHO HECOOTBETCTBUE TPEOOBAHUSAM IO CTPYKTYPHOMY COJECPKAHUIO U
o0beMy paloThl; HEMPAaBUJIBHOCTb  BBINOJHEHMS  3a/laHus,
COMPOBOXKIAIOIIETOCS] PUCYHKaMH, TaOlIMIIaMH, JUarpammamu;
HaJluyue OUIMOOK B BBINOJHEHUHM MPAKTUYECKUX 3aJlaHUM;
OTCYTCTBHE  CAMOCTOSITEIbHOCTH  BBIIOJHEHUS;  OQOpMIeHUE
paboThl U CIHCKA UCTOJIb30BaHHBIX UCTOYHUKOB HE COOTBETCTBYET
tpedoBanusm  CTII 1.4-01-2005; Hamuuume CTUIMCTUYECKHUX
OLIMOOK; OTCYTCTBUE BJa/ICHUsI MaTEPUAJIOM IIPH YCTHOMW 3allluTe.
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5. MATPHIIA COOTHECEHUSA PA3JIEJIOB YUEBHOM JUCIUILIMHBI K ®OPMUPYEMBIM B HUX
KOMIIETEHIUAM U OLEHKE PE3YJIbTATOB OCBOEHUA JUCHUIIJINHBI

Komnemenyuu Komnemenuyuu Buo
Kon-eo )
N, naumenoeanue wacos OIIK IIK tcp, yac | yuedHbIX Ouenka
pazoenoe OuCHyUNIUHbL 8 12 13 28 komn. 3auAmMUN pe3yibmamos
1 2 3 4 5 6 7 8 9 10
1. JlokyMeHTHpOBaHHE 36 4 JIk, I13, CP 3a4er
2. JlokymeHTO000pOT 36 + + + + 4 JIk, 113, CP 3auer
6cezo uacos 72 18 18 18 18 3 24
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6. MNEPEYEHb VYYEBHO-METOAMYECKOI'O OBECHEYEHHUA OJIA
CAMOCTOATEJIBHOU PABOTHI OBYYAIOILIUXCHA IO JUCHUIIJIMHE

Jlenonpou3BOJCTBO U JIOKYMEHTALIMOHHOE 00eCleYeHHEe roCy1IapCTBEHHOM U MYHUIIUNIATbHON
cinyxObl @ mpakTukyMm / @enepanbHOE TOCYJAapCTBEHHOE aBTOHOMHOE 0Opa3oBaTesbHOE
YUpEXJIeHHE BBICIIEro MpodeccuoHanbHoro obpazoBanusi «Ceepo-KaBkasckuil (enepanbHblii
yHHUBEpcUTET», MuHHCTEpPCTBO 00pa3oBanus U Hayku Poccuiickoit @enepanuu ; aBt.-cocT. HO.B.
Mupromikutna. - CraBponons : CK®Y, 2016. - 115 c. : tabn. - bubmuorp.: c. 80. ; To xe
[DnexTpoHHbIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=458925 (24.10.2016).

7. IIEPEYEHb OCHOBHOM " JIONOJHUTEJHLHOW JIMTEPATYPHI,
HEOBXOJIUMOMU JIs1 OCBOEHUA JUCHHUIIJIMHBI

Konuuecmeo
Buo | sxzemnnapos | Obecneuen-
Ne Haumenosanue uzoanus 3an- 6 Hocmo
mus | Gubauomexe, (9K3./uen.)
mT.
1 2 3 4 5
OcHoBHas1 TUTEpPaTypa

L. Bacakos, M.U. JlokymeHTanimoHHOE 0OecreueHme
yrpasieHus: (eaonpon3BoACTBO) ;| yUCOHHUK /
M.U. bacakos. - 2-e u31., KCIL. U A011. - PocTtoB-H//] : JIk
®dennkc, 2013. - 352 ¢. : wi. - bubnuorp. B kH. - ISBN 978- I13 1 DP 1
5-222-20053-7 ; To xe [DneKTpoHHbIii pecypc]. - Cp
URL.: http://biblioclub.ru/index.php?page=book&id=27149
0

2. SAukopuy, [11.A. Jleaonpon3BoACTBO B KapOBOH CITyK0e :
yuebnuk / . A. flakoBud. - M. : FOuutu-/lana, 2015. -
161 c. - bubmumorp.: c. 112. - ISBN 5-238-01076-1 ; To xe gg 1 5P |
[DmeKTpOHHBIHA pecypc]. - CP
URL:http://biblioclub.ru/index.php?page=book&id=11902
1

3. CemennxuH, B. B. KagpoBoe nenonponsBoactso
[DnekTpoHHBIN pecypc] : yueOHoe mocodue / B. B.
CeMeHUXUH. - 2-¢ u3]1., iepepald. u 1o1. - Mockea : JIx
I'poccMenua; POCBY X, 2016. - 588 c. 113 1 2P 1
http://ecat.brstu.ru/catalog/Pecypcbi%20cB0601H0r0%2010 Cp
cryna/Cemennxun%20B.B.Kaaposoe%20me10mnpon3Boact
B0.Yueb.nocobue.2016.pdf

JlonotHUTEILHASI JINTEPAaTypa

4. Mengenera, O.B. OdopmieHre opraHu3auoOHHO-
pacropsAUTeNbHBIX JOKYMEHTOB : Jekiwst / O.B. JIx
Mengenesa. - 2-¢ U3, nepepad. u qon. - Mocksa ; bepnun I13 1 9P 1
: lupekr-Menua, 2018. - 79 c. Cp
http://biblioclub.ru/index.php?page=book&id=480166

5. Opranuzanys 1 TEXHOJIOTUS JJOKYMEHTAIIHOHHOTO
oOecrieueHus YIIpaBJICHHUS : 3JICKTPOHHOE y4eOHOe ocodure
/ coct. C.E. Murenus ; MUHUCTEPCTBO 00pa30BaHMsI U
Hayku Poccuiickoit @enepannu, enepanibHoe
rocyaapCcTBEHHOE OI0MKETHOE 00pa30oBaTEIbHOE gg 1 5P |
YUPEKICHHE BBICIIEro o0pa3oBanus «KemepoBckuii cp
roCyJIJapCTBEHHBIN YHUBEPCUTET», THCTUTYT UCTOPUU U JP.
- KemepoBo : KemepoBckuii rocyaapcTBeHHBIH
yauepcuter, 2017. - 478 c.
http://biblioclub.ru/index.php?page=book&id=481592

6. I'OCT P 6.30-2003 VYuudunupoBaHHBIE CHUCTEMBI JIx
JIOKYMEHTAI1H. YHudpunupoBaHHas cucremMa 213) 1 9P 1
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OpPTaHMU3aIIMOHHOT O-PACIIOPSAUTENBHON  JTOKYMEHTAI|H.
TpeboBanus k 0hOPMIICHHIO TOKYMEHTOB
CnpaBouyno-ipaBoBasi ~ cuctema  «Koncymnprantlinroc»
(JIokanmpHAS CETh By3a)

7. Meronnueckue pekomenaanuu no Baeapennio ['OCT P 6- T
30-2003 Hg 1 3P 1
CnpaBouno-ipaBoBasi ~ cuctema  «Koncymnbrantlinroc» CP
(JIokanmpHAs CEeTh By3a)
8. I'OCT P 7.0.8-2013 [demonpou3BOICTBO B apXUBHOE JIEIO. i1
TepMmuHBI 1 onpeaeneHns Hg 1 9P 1

CnpaBouyHo-ipaBoBasi ~ cuctema  «Koncymnprantllinroc» CP
(JIokanmpHAs CEeTh By3a)

8. IHEPEYEHb _ PECYPCOB NHP®POPMAIIMOHHO -
TEJEKOMMYHUKAIIMOHHOU CETU «MHTEPHET» HEOBXOIUMBIX JJIsA
OCBOEHUs JUCHUIIJIIUHBI

1.Onexkrponnslit kKaTanor oubauorexku bpl'y
http://irbis.brstu.ru/CGl/irbis64r_15/cgiirbis_64.exe?LNG=&C21COM=F&I121DBN=BOOK&P21
DBN=BOOK&S21CNR=&Z211D=.

2. OnekrponHas 6ubnuorexa bpl'y

http://ecat.brstu.ru/catalog .

3. DIEeKTPOHHO-OMOIMOTEYHAS CHCTEMA «Y HUBEPCUTETCKasl OnbiroTeka online»
http://biblioclub.ru .

4. DnexTpoHHO-0MOMMOoTEeuHas cuctema «M3narenscTBO «JlaHb»

http://e.lanbook.com .

5. Undopmannonnas cucrema "Enunoe okHO ocTyna k oOpa3oBaTelbHbIM pecypcam”
http://window.edu.ru .

6. Hayunas snexrponnast Oubnuoreka eLIBRARY.RU http://elibrary.ru .

7. YauBepcurerckas napopmanuonnas cucrema POCCUSA (YUC POCCHUA)
https://uisrussia.msu.ru/ .

8. HanmonanwsHas snexrponnas oubnuorexka HOb
http://xn--90ax2c.xn--plai’how-to-search /.

9. METOIUYECKUE YKA3AHUS JJIS1 OBYYAIOILIUXCSI MO OCBOEHHUIO
JUCHUTIINHBI

[IpuBeneHHbIE HIKE METOIUYECKHE YKa3aHUs PACKPHIBAIOT PABHOMEPHOCTh peKuMa yueOHOM
paboThI B TEYEHUE CEMECTpPa 0 M3YYEHHUIO TEOPETUYECKOI0 MaTepuaiia (peryispHas mpopaboTka
JEKIMOHHOTO MaTepHuajia), pUTMUYHOCTh pPEXKMMa YyuyeOHOW paboThl B TEUYEHHUE CEMECTpa II0
MOATOTOBKE K MPAKTHUUECKUM 3aHSITHUSIM, UX BBIIOJHEHHUIO, CAMOCTOSITENIbHBIN XapaKTep OCBOCHUS
M3y4aeMoOro MaTepuana, a TakXe IHOJIrOTOBKU K 3auery. lIpoexTHas [esTeNnbHOCTh B paMKax
MpaKTUYEeCKUX paldoT mpeamnojaraer pa3pabOTKy U aHalIM3 JIOKAJIbHOM JOKyMEHTAlUU
OpraHu3aium, NpUoOpPETeHNE HaBBIKOB CAMOCTOSITEIbHON paboThl, HOUCKA, aHaIN3a HHPOPMALH U
U3Y4EHUs HOPMATHBOB.

9.1. MeToauyeckue yka3zaHusi AJsi O0y4alOIMXCHA 1O BBIMOJHEHUI0 NPAKTHYECKHX
3aaaHui

IIpakTnueckoe 3ansTne Ne 1. OdopmieHue 0/J1aHKOBOH [OKYMEHTAllMM, INHCEM B
coorBercTBuu ¢ 'OCT P 6.30-2003

HCJ'IB 3aHATUA: H3YYUTb OCHOBHBIC HOPMATUBHBLIC JOKYMCHTHI, 6J'IaHKOByI-O JOKYMCEHTAIUIO,
HAaY4YHUTBHCA COCTABJIATH U O(bOpMJ'ISITB IIMChbMa.
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3aganue:
1. B cooTBeTcTBUU C MOJYYEHHBIM 33JaHUEM MOArOTOBUTH OJaHK OpraHu3aluu (IIpoJOJIbHBIA WU

YTJI0BO).
2. IloarotoBUTH MUCHMO C IPHIIOKEHUEM Ha OJIAHKE OpraHU3aIliH.
[ToAroTOBUTH OTBET € MPUIIOKEHUEM Ha MHUCHMO.
4. B npunoxeHusx opopMHUTh TaOJIUILy UIH PUCYHOK.

(98]

[Tops10K BEINOJIHEHUS !
N3yuuts 'OCT P 6.30-2003 u metoauyeckue pekoMmennaiuu o sueaperuto ['OCT P 6.30-2003
Y BBITIOJTHUTH 33JIaHUE.

dopma 0OTUETHOCTH:
[TucemenHoe oopmieHHE BBITIOTHEHHOTO 3a/IaHHUS.

3ajiaHus Ui CaMOCTOATEIbHON PaOOThI:

1. U3yunts GnaHkoByro fokyMmeHTaiuio B coorserctBuu ¢ ['OCT P 6.30-2003.

2. MByuuts Mmetoauueckue pekomenanuu no Baeapenuto 'OCT P 6.30-2003.

3. V3y4nTh peKBU3UTHI JOKYMEHTOB M UX PACIOJIOKEHHE MTPU MOTOTOBKE a/IMUHUCTPATHBHBIX
JTOKYMEHTOB.

4. N3yuuth GopMyIIsipbl aIMUHUCTPATUBHBIX TOKYMEHTOB.

PexoMeHngaInuy 1o BBITOJHEHHUIO 3aaHUI U IMOJATOTOBKE K MPAKTHYECKOMY 3aHSITHIO:

[Tpy OATOTOBKE M BBHITIOJHCHHUH MPAKTUYECKOTO 3aHATHS PEKOMEHIYETCS UCII0JIb30BaTh MaTepHal
nekuuii pasaena 1 «OcHoBHBbIE OHATHUS U omnpeaeneHus B cootBerctBuu ¢ ['OCT P 7.0.8.-2013.
Odopmnenue aaMuHuUCTpaTuBHbIX JokymeHToB ['OCT P 6-30-2003» wu sautepatypy,
MIPETIOKESHHYIO JUTSI H3Yy4eHUS TJAHHOHW JIUCIUATIINHEI.

PCKOMCHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 1 cornacno Tabnuie pasaena 7.
JononuurtensHas auteparypa: Ne 4-5 coryiacHo Tabmuiie pasaena 7.

KOHTpOJBHBIE BOIIPOCHI JIJISI CAMOIIPOBEPKU:

1. bnanku, nx BUIEI.

2. IlepeyeHb pEKBU3UTOB JOKYMEHTOB.

3. @opMyIspbl JOKYMEHTOB.

4. Ilepeuenb BHYTpUGUPMEHHBIX TOKYMEHTOB U MPaBUJjIa UX COCTABIICHUS.
5. IlonsiTHE M coEepKaHUE MOJIUTHKHA KOMITAHHUH.

IIpakTHyeckoe 3anaTHEe Ne 2. OdopMiieHHE OPraHU3ANMOHHO-PACIIOPAINTEIbLHOM 1
CIPAaBOYHO-UH(POPMALMOHHOM JOKYMEHTALMHU

Llenp 3aHATUA: H3YyYUTh OCHOBHBIE HOPMATHBHBIE JIOKYMEHTBI, BHJbl OpPraHU3aLOHH-
pacnpeauTenbHON U ClIPpaBOYHO-UH()OPMALIMOHHON JOKYMEHTAIMH, HAYYUThCS UX 0(OPMIISATS.

3aganue:
1. B COOTBETCTBHUHU C HOJ'IyLIeHHI)IM 3aJaHUECM ITIOATOTOBUTH HpO@KT OpFaHI/ISaIII/IOHHOFO )IOKYMGHTa

(1OKHOCTHAS UHCTPYKLUSA).

2. TloaroToBUTH MPOEKT PACHOPSIUTENBHOIO JOKYMEHTa (IpUKa3 MO OCHOBHOW JEATEIbHOCTH
OpraHu3aliK, BHITUCKA U3 IIPUKA3a).

3. IloaroToBUTH CHpPaBOYHO-MHGOPMALMOHHBIN JOKYMEHT (ciy:keOHas 3anucka, OObsICHUTENbHAs
3armucKa, CIpaBKa).
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[Tops10K BEINOJIHEHUS !
N3yuuts 'OCT P 6.30-2003 u metoauyeckue pekoMmennaiuu o sueaperuto ['OCT P 6.30-2003
Y BBITIOJTHUTH 33JIaHUE.

dopma 0OTUETHOCTH:
[TucemenHoe oopmiIeHHE BBITIOTHEHHOTO 3a/IaHHUS.

3aaHys Ul CaMOCTOATENbHON pabOoThI:

1. O3HaKoMHTbCS € KIacCU(PUKauel aIMUHUCTPATUBHO-YIIPABIEHYECKON TOKyMEHTalueH.

2. OsHakoMuUThCA ¢ KiIaccu(UKaMeld OpraHu3allMOHHO-PACIOPSIUTEIIBHON U CIIPABOYHO-
MH(OPMALIMOHHON JJOKYMEHTAIHEH.

3. U3yuuth coctaB GopMyIsipOB U PEKBU3UTHI OPraHU3allMOHHO-PACTIOPSIAUTEIBHON U CIIPABOYHO-
MH(OPMALIMOHHON JOKYMEHTAIIUH.

PexoMeH1a1iy 10 BBINOJIHEHUIO 3a/1aHUN U IOJTOTOBKE K IPAKTUYECKOMY 3aHATHUIO:

[Ipu noAroTOBKE M BHIMOJHEHUH MPAKTUYECKOTO 3aHATHS PEKOMEHAYETCsl CII0JIb30BaTh MaTepual
nexuun 2 pazgena 1 «Knaccubukauus agMHUHHCTPATUBHBIX JOKYMEHTOB. OpraHuU3alMOHHO-
pacnopsaUTeNbHbIe U CIIPAaBOYHO-UH(DOPMALIMOHHBIE JOKYMEHTBI» U JINTEPATYPY, NPEJIOKEHHYIO
JUIS U3YYEHUSI TaHHOM TUCIUIUINHBI.

PCKOMCHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 1 cornacno Tabnuie pasaena 7.
JononuurtensHas auteparypa: Ne 5-6 coriiacHo Tabnuiie pasaena 7.

KoHTpoJIbHBIE BOIIPOCHI LIS CAMOIIPOBEPKH:

1. Knaccudukanus agMUHUCTPAaTUBHO-YIIPABICHUYECKON JOKYMEHTAIIUH.
2. Buapl U CTpyKTypa OpraHU3allMOHHBIX JOKYMEHTOB.

3. Bunel 1 cTpyKTypa pacropsiiuTeNbHbIX JOKYMEHTOB.

4. Buspl v CTpYKTypa CIPaBOYHO-UH(DOPMALIMOHHBIX IOKYMEHTOB.

IIpakTHyeckoe 3anaTHe Ne 3. OdopMiieHHe JOKYMEHTOB 110 JIMYHOMY COCTaBYy

[{enb 3aHATHA: U3Y4YUTh OCHOBHBIE HOPMATHBHBIE JOKYMEHTBI, BHJbl JOKYMEHTOB IO JIMYHOMY
COCTaBY, U3yYUTh AJITOPUTM CO3JIaHUS, HAYUUTHCSA UX O(OPMIIATE.

3ajaHue:

1. B cooTBeTCTBMM € MOJYYEHHBIM 3a/laHUEM TIOJrOTOBUTH MPOEKT MPHUKa3a O IpueMe Ha padoTy.

2. [logroToBUTH NEpeyeHb NTOKYMEHTOB, HEOOXOAUMBIX Uil TPYAOYCTPONCTBA B OPraHU3alUIO B
COOTBETCTBUU C MOJTYYEHHBIM 3aJJaHHEM.

3. [loAroToBUTH MPOEKT IpHKa3a O MOOUIPEHNN PaOOTHUKA (AUCIUITIMHAPHOM B3bICKAHUM).

4. TloaroroBuTh mepeyeHb TOKYMEHTOB, HEOOXOAMMBIX MJI HM3JaHHUS IpUKa3a O MOOIIPEHUH
paboTHUKA (AMCUUIIMHAPHOM B3bICKAaHUH).

[Topsa10K BEINOJIHEHUS:
Nzyuuts 'OCT P 6.30-2003 u metoauyeckue pekoMmenaaiuu o sueaperuto ['OCT P 6.30-2003
Y BBITIOJTHUTH 3aJIaHUE.

dopma 0OTUETHOCTH:
[TucemenHoe oopmiIeHUE BBITIOTHEHHOTO 3a/IaHHUS.

3aJaHus 11 CAaMOCTOATEILHOM paOOThL:

1. O3HaKOMHTHCS IOPSIKOM TPYI0YCTPOICTBA.

2. 3y4uTh COCTaB NMEPCOHAIBHBIX JAHHBIX.

3. V3yuuTh nepedeHs JOKYMEHTOB, MPEIBSIBISIEMBIX PU TPYJI0YCTPOHCTBE.
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4. O3HakOMUTCS C IepedyHeM Mpodeccuil W JOKHOCTEH, MpU TPYAOYCTPOICTBE HA KOTOpHIE
TpeOyeTcst MPOXOKACHUE METUIIMHCKOTO OCMOTPA.

5. O3HakoMHUTCS C IepeyHeM Mpodeccuid U JOJDKHOCTEH, MPH TPYAOYCTPOMCTBE Ha KOTOpBIE
TpeOyeTcs IPe0CTaBICHUE CIIPAaBKU 00 OTCYTCTBUM CYJUMOCTH.

PCKOMCHHaHI/II/I 0 BBEITTOJHEHUIO 3aIaHUNA 1 IIOATOTOBKE K IMPAKTUYCCKOMY 3aHIATHUIO.

HpI/I MMOATOTOBKE M BBIITOJHCHUHU IMMPAKTUYCCKOTO 3aHATUA PCKOMCHAYCTCA UCIIOJIBb30BAaTh MaTCpUall
nekuuii 3 pasmena 1 «OdopmiieHHe MOKYMEHTOB 10 JIMYHOMY COCTaBy» W JIUTEpaTypy,
MPEJIOKEHHYIO JUISl U3YUYECHUS! JAHHOW TUCIUTIIINHBI.

PCKOMCHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 2-3 coracHo Tabnuile paszaena 7.
JononuurtensHas auteparypa: Ne 4-5 corytacHo Tabmuiie pasaena 7.

KoHTpOoJabHEIC BOIIPOCHI Ul CAMOIIPOBEPKH:

1. Buapl TOKYMEHTOB I10 JIMYHOMY COCTABY.

2. Buapl mOOUIpeHni U JUCHUIIMHAPHBIX B3bICKAHUM.

3. ANTOpUTM MOOIIPEHUS U HAJIOKEHUSI TUCIIUIUIMHAPHOTO B3BICKAHUS.
4. Buapl TMYHBIX JOKYMEHTOB.

5. IlepcoHanbHbIE JaHHBIE.

IIpakTuyeckoe 3ansaTHe Ne 4. JlokyMeHTHpOBaHNe IBUKEHUE MIEPCOHAJIA

uCJ'IB 3aHATUA: U3YYUTb OCHOBHBIC HOPMATHUBHBLIC NOKYMCHTBI, BUJbl NTOKYMCHTOB IIO ABWXCHUIO
IEpCoHaIa, U3YYUTHb AJITOPUTM CO3JaHUS, HAYIYUTHCA UX O(l)OpMJ'I?[TI)

3ajaHue:

1. B cooTBeTCTBHM C TOJIYYCHHBIM 33JJaHUEM TOJrOTOBUTH MPOEKT MpHKa3a O rnepeBoje paboTHHUKA
Ha JPYryio padoTy B OpraHU3alHH.

2. B cooTtBercTBHU C MMOJIYYCHHBIM 3aJaHWEM IIOATIOTOBUTH IPOCKT IIpHUKa3a 00 YBOJIbHCHUHA
paboTHHKA.

3. B coOTBETCTBUY C MOTYyYEHHBIM 33/IaHUEM IOJTOTOBUTH MPOEKT MPHKa3a 00 OTIyCKe pabOTHHUKA.

[Tops10K BEINOJIHEHUS:
N3yuuts TOCT P 6.30-2003 u metonuueckue pekomermanuu no sueaperuto ['OCT P 6.30-2003,
yueOHoe nocobue KagpoBoe /1e101por3BoICTBO U BBIIOJIHUTD 3a/1aHUE.

dopma 0OTUETHOCTH:
[TucemenHoe oopmiIeHNE BBITIOTHEHHOTO 3a/IaHHUS.

3ajiaHus Ui CaMOCTOATEIbHON PabOThI:

1. O3HaKOMHTBCS ¢ TOPSAJKOM MepeBoaa pabOTHUKA Ha IPYroe MecTo paboThl.
2. I3yuuTth BUABI ¥ MOPSIIOK YBOJIbHEHUS paOOTHUKA.

3. U3yuuthb BUIbI OTIIYCKOB.

4. I3yuuth NOPSAOK MPEJAOCTABICHUS OTITyCKA paOOTHHKY.

PexoMeH1a1iy 110 BBINOJIHEHUIO 3a/1aHUN U IOJTOTOBKE K NPAKTUYECKOMY 3aHATHUIO:

[Ipu nOAroTOBKE M BHIMOJIHEHUH MPAKTUYECKOTO 3aHATHS PEKOMEHAYETCsl CI0JIb30BaTh MaTepual
nexuuu 4 pasnena 1 «/lokymeHTHpOBaHME ABUXKEHHME NEPCOHATa» U JUTEPaTypy, MPEUI0KEHHYIO
JUIS U3Y4YEHUSI TaHHOM TUCIUIUINHBI.

PCKOMCHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 2-3 coriacHo tabnuiie paszaena 7.
JononuurtensHas auteparypa: Ne 4-5 coryiacHo Tabmuiie pasaena 7.
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KoHTposbHbIe BONPOCH! AJIs CAMOTIPOBEPKHU:

1. JoxymenTanus a1 opopMIIEHUs YBOJIbHEHUS paOOTHHUKA.
2. Bujbl OTITyCKOB.

3. JIOKyMEHTHI 10 HalpaBJICHUIO pa0OTHUKA B KOMAaHAUPOBKY.

IIpakTHyeckoe 3anaTHe Ne 5. @opMUpPOBaAHUE HOMEHKJIATYPBI e/l OPraHu3aluM.
®opMHpOBaHHE JTUYHOIO /11

[lenb 3aHATHS: U3YYUTh OCHOBHBIE HOPMATHUBHBIE JOKYMEHTBI, BU/Ibl HOMEHKIATYpP, 0(OpMIICHUE U
MOPSIIOK YTBEPKJIEHUSI HOMEHKIJIATYPBI JIeJ1, MOPsI0K (POPMUPOBAHUS JIUUHOTO JIeja.

3ajanue:

1. Ha ocHOBe THIIOBOI HOMEHKIATYPHI /1€ pa3paboTaTh NPUMEPHYIO HOMEHKIIATYpy OpraHu3aluu B
COOTBETCTBHUHU C 3a/IaHHCM.

2. ChopmupoBaTh JIMUYHOE 1€TI0 paOOTHUKA OpTraHU3aIUH.

[Tops10K BEINOJIHEHUS:
N3yaute TOCT P 7.0.8-2013, yueOnoe mocobme KaapoBoe Aemonmpou3BOACTBO, JEKIIMOHHBIN
MaTepHall ¥ BBIOJIHUTH 33JJaHHE.

dopmMa 0OTUETHOCTH:
[TucemenHoe opopmiIeHHE BBITIOTHEHHOTO 3a/IaHHUS.

3ajiaHus Ui CaMOCTOATEIbHON PabOThI:

1. O3HaKOMUTbCS ¢ BUJAMH U MOPSAIKOM YTBEPKIEHUS HOMEHKIIATYPhI JIEI.

2. O3HaKOMHTHCS B MOPSIAKOM O(POPMIIEHHUS JIE]1 B COOTBETCTBUU C HOMEHKJIATYPOH.
3. 3yuuth nopsaaok GopMHUpPOBaHUS TUIHOTO Jiesia pabOTHHUKA.

PCKOMGHI{&HI/II/I 0 BBEITTOJHEHUIO 3aJaHUNA U MNOATOTOBKE K IMTPAKTUYCCKOMY 3aHATHUIO.

HpI/I IMOATOTOBKE M BBINTOJIHCHUHU IMMPAKTUYCCKOTO 3aHATUA PCKOMCHAYCTCA UCIIOJb30BaTh MaTCpHal
nexkuuu 2 pasgena 2 «Popmuposanue nen. HoMmeHkimarypa» u jmreparypy, HpeUIOKEHHYIO JUIS
HU3YUCHUA I[aHHOﬁ JAUCHUIIIINHBI.

PCKOMGHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 2-3 coracHo Tabnwuiie pazaena 7.
JononuurtensHas auteparypa: Ne 7 cornmacHo Tabmiwuiie pasziena 7.

KoHTposbHbIe BONPOCH! AJIs CAMONIPOBEPKHU:

1. Buabsl HOMEHKIIATYpBI.

2. JInyHbIE M OCHOBHBIE JOKYMEHTHI 110 JUYHOMY COCTaBY.
3. TIlopsimox hopmMupoBaHust e7.

4. Topsanok hopMUpOBaHUS JTUYHBIX J1€] paOOTHUKOB.

IMpakTuyeckoe 3anaTre Ne 6. Opranuzanus XxpaHeHus JeJlL.
QGJ’[B 3aHATUA: U3YUUTh OCHOBHBIC HOPMATHBHBIC JOKYMCHTEI, IIpaBuJia TCKYIICTO XpPaHCHUA OCT U

MmopsAA0K nepeaadn ACI Ha apXUBHOC XPAHCHUC, BBIJCIICHUE ACT K YHUUYTOXCHHIO, CPOK XpaHCHH,
MOPAAOK XpaHCHUA JIMYHBIX JCII.
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3ajanue:

1. Ha ocHoBe panee pa3paboTaHHOW HOMEHKJIATYPHI /]l MOATOTOBUTH MEPEUYCHD TOKYMEHTOB IS
IMPOBCACHUA SKCIICPTHU3bI HCHHOCTU JOKYMCHTOB C YKa3aHUEM CPOKOB XpaHCHHA.

2. CocTaBuUTh aKT O BBIJCJICHUH ACJT K YHUUTOXKCHUIO.

[TopsaI0K BEINOJIHEHUS !
N3yaute TOCT P 7.0.8-2013, yueOnoe mocobme KaapoBoe menonmpou3BOACTBO, JCKIIMOHHBIN
MaTepHall ¥ BBITOJIHUTH 3aJJaHHE.

dopma 0TUETHOCTH:
[TucemenHoe oopmieHHE BBITIOTHEHHOTO 3a/IaHHUS.

3ajiaHus Ui CaMOCTOATEIbHON PabOThI:

1. O3HakoMuTbCs ¢ BUgamMu 0(popMiIeHHs Jiend (IIOJIHOE U YACTHYHOE).

2. O3HaKOMHTBCS C MOPSIKOM MTPOBEICHUS SKCIIEPTU3HI IIEHHOCTH IOKYMEHTOB.
3. V3y4nTh MOPAIOK YHUUITOKCHHUS JEII.

PexoMeH1a1ny 110 BBINOJIHEHUIO 3a/1aHUN U IOJTOTOBKE K IPAKTUYECKOMY 3aHATHUIO:

[Ipu nOArOoTOBKE M BHIMOJHEHUH MPAKTUYECKOTO 3aHATHS PEKOMEHAYETCsl UCII0JIb30BaTh MaTepual
nexuuu 3 pasnena 2 «OpraHu3anys XpaHEeHUs e» U JUTepaTypy, NPeUI0KEHHYIO 11 U3ydeHUs
JTAHHOW JUCLUILIUHBIL.

PCKOMGHHVGMBIG NCTOYHUKHU.
OcnoBHas nutepatypa: Ne 2-3 coriacHo Tabnwuiie pazaena 7.
JononuurtensHas auteparypa: Ne 8 cormacHo Tabmuie paszziena 7.

KoHTpOoJIbHBIE BOIIPOCHI LIS CAMOIIPOBEPKH:

1. Cpoxu xpaHeHHUs Jie.

2. I3y4nTh NOpAIOK OpraHu3aly TEKYIEro XpaHEeHUs J1e.

3. IOKyMEHTBI, COCTaBIIsIEMbIE TP IKCIIEPTH3E EHHOCTU JOKYMEHTOB.

9.2. MeToauueckue YKazaHuA 10 BBINNOJTHCHUIO KOHTpOJIbHOﬁ paﬁoTbl

KonTtponpHas paboTa mpemycMoTpeHa y4eOHBIM IIJIAHOM JJIsi 3a04HOM (OopMBl OOyUeHUS] U
3a04HOM (hopMBbI 00ydeHus (yckopeHHoe oOyueHue). Tema KOHTPOJIBbHOU pabOoThl OTpenessieTcs B
COOTBETCTBUM C HHJIUBUAYAIbHBIM BapUaHTOM OOy4aromerocsi, KOTOpbIA  BbIOMpaercs
00y4aroUMMCsl CaMOCTOSITENILHO U COTJIACYETCs C MPENo/IaBaTEIIeM.

CrpykTypa KOHTPOJIBHOM pabOThl BKIIIOYAET:

- TUTYJIbHBIN JIUCT;

- MPAaKTUYECKas 4acTh MO0 pa3/iesly JUCHUIUIUHBI «Jl0KyMEeHTHpOBaHUEY;

- CIIMUCOK MCIIOJIb30BAHHOM JTUTEPATYPHI.

[IpakTnueckass YacTh KOHTPOJBHOW pabOThl MpPEnANoyiaraeT MOJArOTOBKY  pa3iNYHbIX
aJIMMUHHUCTPATUBHBIX JIOKYMEHTOB, JOKYMEHTOB IO JMYHOMY COCTaBY, B TOM YHCII€ C IOMOUIbIO
KOMIIBIOTEPHOM CIpaBOYHOM IpaBoBOM cucTeMbl «KoHCynpTaHTIImIOC» B COOTBETCTBUH C
MOJIyYEHHBIM  33JlaHHEM [0 BapHaHTaM. BapuaHTbl KOHTPOJIBHONH pabOTBl  BbLAAIOTCA
IpernojaBaTesieM MHAUBUAYAJIbHO Ui Kakaoro odydaromierocs. IloarotroBka aiMUHUCTPaTUBHBIX
JOKYMEHTOB O0YyYaroIIMUiics BBIMOJHSIET MO0 OAHOMY KOHKPETHOMY HpPENNpPUITHIO (OpraHU3alun),
KaK MpaBUJI0O PaOOTHHUKOM KOTOPOTO YXKe SIBIsieTcsl oOydaromiuiicsi, Jubo eMmy Mpezaraercs
HCII0JIb30BaTh PEKBU3UTHI JIFOOOTO ACUCTBYIONIETO NpeanpuaTus. JJOKyMeHTHI 110 INYHOMY COCTaBy
JOJIKHBI OBITH TIOJITOTOBJIEHBI 110 TUIIOBBIM YHU(PUIIMPOBAHHBIM (OpMaMm.

[lepeueHb JOKYMEHTOB, KOTOPbIE HEOOXOAUMO MOATOTOBUTD:

1. Tlucpmo Ha O61aHKe OpraHU3alMK C MPHIOKEHUEM

2. OTBeT Ha MUCHMO C NMPUIOKEHUEM (B IPUIIOKEHUHN 0(POPMUTH TaOJIMLA WIH PUCYHOK)

3. TIpoexT AOKHOCTHOM MHCTPYKIIMH

4. IlpoekT mprKa3a 1o OCHOBHOM JEATEIHHOCTH OPraHU3allnH,
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5. Beinmcka u3 nprkasa 1o OCHOBHOM J€ATEIbHOCTH

6. Cimy>xeOHas 3amucka,

7. OObscHUTEIbHAS 3aIIKCKa,

8. CripaBka opraHuzain

9. [Ipukas o npueme Ha paboTy

10. ITpuka3 o mooupeHnu (AUCUUIUTMHAPHOM B3bICKAHUH)

11. IlpoexT mpukasa o nepeBojie pabOTHHUKA Ha APYryi0 paboTy B OpraHU3aluU
12. IIpoekt mpuka3a o0 yBOJIbHEHUH pabOTHUKA

13. IlpoekT mpukasza 00 oTIycke pabOTHHUKA

14. IIpumepHast HOMEHKJIATypa OpraHU3aluu

15. JIuunoe neno pabOTHUKA OpraHU3aluU

16. IlepeueHb TOKYMEHTOB Ui IPOBEJIEHUS IKCIIEPTU3bI LIEHHOCTHU JTIOKYMEHTOB
17. AKT O BBIJICJICHUH JI€] K YHUYTOKECHHIO

CHuCcOK WCIOJIb30BaHHBIX HMCTOYHUKOB JIOJDKEH B 00S3aTEIBHOM TIOPSIKE COAEPIKATh
HOPMATHBHYIO, Y4eOHYIO, METOIWYecKyro nutepaTypy. OH JODKEH BKIIOYaTh HE MeEHee 5
MCTOYHHKOB.

O6beM KoHTpoIbHOU paboThl — 10-15 cTpanull Tekcra.

[TonroToBneHHass KOHTpOJIbHAsh paboTa MOANEKUT oOs3arenbHOM 3ammre. [lpm 3ammre
paboThI, HEOOXOAMMO TPOJEMOHCTPUPOBATH YMEHHE TPAMOTHO W YETKO H3JIaraTb MaTepHal,
BBIJICIISISI OCHOBHBIC TIOJIOXKCHUSI.

Jlnsi TodydeHWs JOMycKa K 3amMTe OOYyJaroIIWiCs [OJDKeH ee CcIaTh Ha IPOBEPKY
npenogaBateno. B cimydae oOHapykeHusi ommOOK M HETOYHOCTEHW paboTa BO3BpaIaeTcs
oOyyJaromemycsi, KOTOPbIii TOJDKEH BHECTH COOTBETCTBYIOIIWE HCIIPABIICHUS M MOATOTOBHTHCS K
3anuTe.

Orenka 3a paboTy (3a4T€HO, HE 3aYTEHO) BBICTABJLIETCS Cpa3y MOCIE €€ 3alIUTHI ¢ YIETOM Kak
COJICpKAaHMS, TaK W YPOBHS 3aIIWTHL. 3allWIIEHHAs KOHTPOJIbHAs padoTa SBISETCS OIyCKOM
oOyuarolerocs K 3a4ery.

10. IEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT Ui, UCIOJIb3YEMBIX ITPU
OCYUECTBJIEHUU OBPA30OBATEJIBHOI'O ITPOLECCA 11O JUCHUIIJINHE

1. Microsoft Windows Professional Russian

2. Microsoft Office Russian

3. AnTuBHpYCcHOe nporpaMmmHoe odecnieuenue Kaspersky Security
4. CrpaBouHo-tipaBoBas cucrema «Koncynprant [Lirocy

11. OMUCAHUE MATEPUAJBHO-TEXHUYECKOM BA3bI, HEOEXOJINMOM
JJIS1 OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O NPOLECCA IO JMCIUIIVIMHE

3a151ur3u;l Haumenoeanue Ne JIk,
Tk, 173, ayoumopuu Ilepeuensv ocnoenozo od6opyoosanusn 113
CP...)
1 3 4 5
JIx Jleximonuas NurepakruBras qocka SMART Board 680i2/Unifl, JIk Ne 1-6
aynuropus WnrepaktuHelii mianmer Wacom PL-720, Kononku
(MyTHTUMETMHHBIH | \ficrolab Solo-7C, Hoyt6yk Samsung R610<NP-R610-
K1ace) FS08>, TeneBu3zop miazmennbrii Samsung 63 PS-
63A756TIM
113 JucnneiHorit Cucremusiit 610k AMD A10-7800 Radeon R7 (12 mir.), 13 NoNe
KJ1ace CHCTeMHBIH 6JI0K JUIS CTa00BHAALINX MOIb30BATENCH 1-6
AMD A10-7850K (1 mur.), Monutop Philips233
V5QHABP (13 mit.)
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Kp JucrnieHpIi Cucremubiii 6ok AMD A10-7800 Radeon R7 (12 i),

JUIA KJ1acc CucreMHBbIN 010K I8 CIa00BUAAILMX T10JIB30BaTENIEH
3a04HOI U AMD A10-7850K (1 wr.), Mouutop Philips233

yfg;;‘;“oﬁ V5QHABP (13 wr.)
bopmer UuransHBIHN 321 O6opynosanue 10 I1K i5-2500/H67/4Gb(monutop TFT19
oG yHeHHs Nel Samsung);
npuntep HP LaserJet P2055D
CP UuransHBIHN 321 O6opynosanue 10 I1K i5-2500/H67/4Gb(monutop TFT19

Nel

Samsung);
npuntep HP LaserJet P2055D
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Ipuiaoxenne 1

®OH/J OHEHOYHBIX CPEACTB AJI5s1 MPOBEJAEHUS
NPOMEXKYTOYHOU ATTECTALIUU OBYUYAIOLIUXCA IO JUCIUIITIMHE

1. Onucanue poHIa OLEHOYHBIX CPEACTB (MACIOPT)

Ne
KoMIIeTe Jaevent Paznen Tema DOC
— KOMIIETeHIIHH
1 2 3 4 5
OIIK- 8 |crmocoOHOCTh HCITOTB30BATh 1. 1.1. OcHOBHBIE TOHATHS U Bomnpocs! k
HOPMATHUBHBIC NIPABOBBIC aKTHI | JIOKYMEHTUPO | OmpelelieHus B COOTBETCTBHHU C 3ayery
B cBOeH Mpo()eCCHOHAIBHON | BaHHE I'OCT P 7.0.8-2013. Ne 1.1-1.11
JeATelIbHOCTH, aHAITN3HPOBATh Odopmienne
COIMATbHO-9KOHOMHYECKHE aJIMUHUCTPATHUBHBIX JOKYMEHTOB
MPOo0JIEMBI U TIPOIIECCHI B T'OCT P 6.30-2003
OpraHMu3aliK, HAXOJUTh 1.2. Knaccudukarms
OpraHU3aIHOHHO- aJIMUHUCTPATHBHBIX JOKYMEHTOB.
YOPaBJIEHYECKUE U OpraHu3auoHHO-
H9KOHOMHUYECKUE PEIICHHS, pacropsiuTeNbHbBIE U CIIPABOYHO-
pa3pabaThiBaTh aNTOPUTMBI UX WH(POPMAITMOHHBIE IOKYMEHTHI
peanu3anyy ¥ TOTOBHOCTBIO 2. 2.1. Oprannzanus Bomnpocs! k
HECTH OTBETCTBEHHOCTH 3a UX | JIOKyMeHT000 | JOKyMeHT00OopoTa 3ayery
pe3yAbTaThI OopoT Ne 1.12 -
1.20
TIK-12 | 3HaHHE OCHOB pa3pabOTKU U 1. 1.1. OcHOBHBIC TIOHSTHS U Bompockr! k
BHEJIPEHHs Ka/IPOBOi 1 JIOKyMEHTHPO | ONpE/IENCHUS B COOTBETCTBHH C 3ayery
YHPaBICHYCCKOH BaHUE I'OCT P 7.0.8-2013. Ne 1.1-1.11
AOKYMCHTAIUH, OIITUMU3ALNU O(I)OpMJIeHI/Ie
JIOKyMEHTO000pOTa H CXEM aJIMUHHUCTPATUBHBIX JOKYMEHTOB
(byHKUHOHATBHBIX T'OCT P 6.30-2003
B3aUMOCBSI3CH MEXIY 1.2. Knaccudukarms
TIONpasACTCHUAMH, OCHOB aJIMUHUCTPATHUBHBIX JOKYMEHTOB.
pa3paboTKU U BHEAPCHUS OpraHH3aIHOHHO-
HPOLEAYD PeryTHpOBAHHA pacropsiuTeNbHbIE U CIIPABOYHO-
TPYAOBBIX OTHOLUIEHUU U
CONPOBOKAONIEH UH()OPMAIHOHHBIE TOKYMEHTBI
JIOKYMEHTAIIHH 2. 2.1. Opranuzanus Bomnpocs! k
JlokyMeHT000 | TOKyMeHTo0o0OopoTa 3auery
opoT Ne 1.12 -
1.20
IIK-13 | yMeHHE BECTH KaJIpoBOe 1. 1.3. JIokyMeHTBI IO TUYHOMY Bomnpocs! k
AEOIPOU3BOJICTBO U JIOKyMeHTHPO | coCTaBy 3a4ery
OpraHH30BBIBATH APXUBHOC BaHUE 1.4. lokymeHnTupoBaHue No 2.1-
XPpaHCHHUC KaJIPOBBIX JIBIDKEHUS TTepcoHaia 2.17
AOKYMEHTOB B COOTBCTCTBUHM € | 9 2.2. ®opMupoBaHHe JIel. Bompocs! k
ACUCTBYIOIMMH HOPMATHBHO- | Jokymentoo6 | HoMenkmarypa 3a4ery
TIPaBOBLIMH aKTAMH, SHAHHCM | 5 oy 2.3. Opranmsanus xpaHenus gen | Ne 2.18-
OCHOB KaJIpOBO#l CTATUCTHKH, 219

BJIaICHUEM HaBbIKaMH
COCTaBJIEHUs KaJIpOBOM
OTYETHOCTH, a TAKKE
HaBbIKaMH O3HAKOMIJICHHUA
COTPYIHUKOB OpPraHU3aIHUU C
KaJIpOBOM JOKYMEHTalMe! 1
HeﬁCTByIOLHHMH JIOKAJIbHBIMHU
HOpPMAaTHBHBIMU aKTaMH,
yMEHHE 00eCIICUUTh 3aIIUTY
TNEPCOHAJIBHBIX JaHHBIX
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1 2 3 4 5
COTPYIHUKOB
TIK-28 | 3HaHHE KOPIOPATHBHBIX 2. 2.4, DneKTpOHHBIN Bompocet
KOMMYHHMKAI[HUOHHBIX KaHAJIOB | JlokyMeHT000 | mokymeHTooboport. Lndposas K 3a4eTy
U CPEe/ICTB Nepeaaun opoT MOJITUCH No 3.1-3.3
uHpOpMAaIIH, BlIaJICHUE
HaBbIKaMH WH(OPMAIIMOHHOTO
obecriedeHust MPOLeCCoB
BHYTPEHHHUX KOMMYHHKaAIUI
2. BOl'lpOCbI K 3a49€Ty
Ne Komnerenuun BOIMPOCHI K 3AUETY Ne y HamMeHOBaHuUe
n/n pa3nena
Kon Onpenesenune
1 2 3 4 5
OIIK- | cnocoOHOCTB 1. loxymeHnT. OCHOBHBIE TIOHATHUS U ONPEACTIEHHUSI:
8 HUCIIONb30BATh 2. Kitaccudukanuumsi aIMUHUCTPATHBHBIX
HOpMaTHUBHbBIC JOKYMEHTOB
TPABOBBIE AKTHI B 3. [IpaBuna odopmiteHNsT a IMUHUCTPATHBHBIX
CBOGH JIOKYyMEHTOB
o 4. PexBU3UTHI
npodeccHoHabHOM 5. ®opmynsipbl JOKYMEHTOB U HX COCTaB, B
ACATCIBEHOCTH, 3aBHCHMOCTH OT BUJIA JOKYMEHTA 1. JIokyMeHTHPOBaHKE
AHAJIN3UpOBATh 6. TpeboBaHust K 6JTaHKAM TOKYMEHTOB, BHIIBI
conaJIbHO- OJIaHKOB
SKOHOMHYECKHE 7. OpraHu3alOHHO-PAaCHOPs AUTENbHAS
po0JIeMBI U JOKyMEHTALHS
Hpolecch B 8. CnpaBouHO-MH(pOpPMALIMOHHAS JTOKYMEHTALS
OpraHu3aIuH, 9. JInuHBIE TOKYMEHTHI
1 HAXOIHUTb 10. OcHOBHBIE TOKYMEHTHI 110 TUYHOMY COCTaBY
* 11. OcoOEHHOCTH MPHUKA30B 10 JTUYHOMY COCTaBY
OpraHU3alNOHHO-
12. YHuduupoBaHHasie pOpMbI KaAPOBBIX
YIIPABIIEHYECKUE U
JIOKYyMEHTOB
SKOHOMHHECKHE 13. OcHOBHBIE TPOIIEAYPHI TOKYMEHTO000pOTa
PCHICHHA, 14. Tlops10K ¥ CPOKU PACCMOTPEHHS 0OpaILEHUH
paspabaTbIBaTh 15. Homenknatypa jei. Buabl, HOpsAmaok
aJICOPUTMBbI UX Pa3paboTKu U yTBEPIKIACHUS
peanusanuu u 16. Odopmitenue aen. CocraBiieHHE 3ar0JIOBKOB 2. JIoKyMEHTO0GOPOT
TOTOBHOCTBIO HECTH | A€
orBercTBennocThb 3a | 17- Cpoku XpaHeHus e
VX PE3yJIbTaThl 18. TloaroroBka TOKYMEHTOB U J€J K Niepeade Ha
apxuBHOE XpaHeHue. [loHOe 1 YacTHaHOe
odopmiieHHE e
19. DxcniepTu3a EHHOCTH TOKYMEHTOB
20. AIropuT™M YHHUYITOXKEHUS J1eJl OpraHu3aliuu
3HAaHUE OCHOB 1. loxymeHnT. OCHOBHBIE OHATHS U ONPEAETICHUS:
pa3paboTK 1 2. Knaccuguxanys aJMUHUCTPATUBHBIX
BHEIPEHHUS KaapoBoii | AOKYMEHTOB
W YIIpaBIIEHIECKON 3. [IpaBuna odopmiteHNsT a IMUHUCTPATHBHBIX
JIOKYMEHTaIINH, AOKYMCHTOB
ONTHMU3ALWUH 4. PexBU3UTHI
5. ®opmynsipbl JOKYyMEHTOB U HX COCTaB, B
JTOKyMEHTO000poTa U
2. | TK-12 | exent 3aBHCHMOCTH OT BHJIa JJOKyMEHTa 1. JlokymeHTHpOBaHME

(YHKINOHAIBHBIX
B3aUMOCBSI3EH MEXIY
MIOJ[pa3/IECIEeHUsAMH,
OCHOB pa3paboOTKH U
BHEJPEHUS IPOLEAYD
peryaupoBaHus
TPYAOBBIX OTHOLIEHUM

6. TpeOoBaHus K OJIaHKAM TOKYMECHTOB, BHIIBI
OJIaHKOB

7. Opranu3aioHHO-PACIIOps TUTENbHAS
JTIOKYMEHTAITUS

8. CripaBo4yHO-UH(pOpPMAIIMOHHAS JOKYMEHTAIINS
9. JInuHBIE TOKYMEHTHI

10. OcHOBHBIE JOKYMEHTBI 110 TIUYHOMY COCTaBY
11. OcoOeHHOCTH PHKA30B 110 JTUYHOMY COCTABY
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U COIIPOBOKAAIOILEN
AOKYMCHTAIUN

12. YHuduupoBaHHasie pOpMbI KaAPOBBIX
JIOKYyMEHTOB
13. OcHOBHBIE TPOIIEAYPHI TOKYMEHTO000pOTa
14. TTops 10K ¥ CPOKU pACCMOTPEHHSI 0OpaIICHHUIA
15. Homenxknartypa nen. Bujpl, mopsaok
Pa3paboTKu U yTBEPIKIACHUS
16. Odopmitenue aen. CocraBiieHHE 3ar0JIOBKOB
Jien
17. Cpoku xpaHeHus nien
18. IloaroroBka JOKYMEHTOB U JIeN K Ilepeaaye Ha
apxuBHOE XpaHeHue. [loHOe U YacTHaHOe
odopmiieHHE e
19. DxcniepTu3a EHHOCTH JOKYMEHTOB
20. AJITOpPUTM YHUUTOXKEHUS 1€ OpraHu3aluu

2. JTokymeHTO000pOT

YMEHHUE BECTU
KaJIpOBOE
JETIONPOU3BOICTBO U
OpraHHU30BbIBATH
apXMBHOE XpaHEHUE
KaJIpOBBIX
JIOKYMEHTOB B
COOTBETCTBUU C
JEUCTBYIOIUMHU
HOpPMaTHUBHO-
IIPaBOBBIMU aKTaMH,
3HAHUEM OCHOB
KaJIpOBON CTaTUCTHKH,
BIIaJICHUEM HaBbIKaMU

1. TpynoBo#t 1OroBop: BUIABI JOTIOBOPOB, MOPSAOK
3aKJIIOYEHHUS, BCTYIJICHUE B CUITY, aHHYJIUPOBAHUE
2. Jluunoe  jmeno  paOoOTHHKA:  IOPSIOK
(OpMUPOBaHUsI, YCIIOBHS M CPOKH XPaHEHHS

3. Jluunast kaprouka paOOTHHKa: 3aIOJIHEHUE,
XpaHeHue

4. Tlopsi0K TpynOycTpoiicTBa

5. JloxyMeHTBl JUIs 3aKJIIOYEHHUS TPYIOBOTO
JIOrOBOpa

6. [lepconanpHbIe JaHHBIE PAOOTHUKA

7. XapaKTepUucCTHKH, peKOMeHIaluu u

pEKOMEHIATENIbHBIC TTHChMa
8. JlokyMeHTaIus 1o JBUKEHUIO KaJpoB

9. IlepeBon Ha Ipyryro padoTy, BUIBI IIEPEBOAA
10. Oopmiienne ciry>keOHBIX KOMaHAUPOBOK

1. JlokyMeHTHpOBaHKE

3. | IIK-13 |cocraBieHus 11. VYcaoBus W NOPAAOK — MPENOCTABIECHHS
KaJIpOBO OTYETHOCTH, | orryckoB. Buubl OTIIYCKOB
a TAKXXC HaBbIKaMU 12. OrcrpaneHnue ot paboThI
O03HAKOMJICHU S 13. PacTopeHue TpyJ0BOro 10roBopa
COTPYJHUKOB 14. Tloompenus
OpraHu3aluu ¢ 15.  JlucuuruiuHapHble  B3BICKAaHUA, BHIBI
KaJpoBOH B3bICKaHH, aJITOPUTM JeHCTBUN
JOKYMEHTaIlUeH 1 16. TpynoBas KHWXKKa: y4eT U XpaHEHHE, Bbllaya
JICHCTBYIOIIUMU BKJIAJIBIIIA U TyOJTUKATa
TTOKATBHBIMHU 17. TpynoBas KHWXKKa: y4eT U XpaHEHHE, BHECEHHE
HOPMAaTHBHBIMU MCTIPABJICHUH
aKTaMH{, yMEHUE 18.0

.OpraHu3aiyst TeKyIIero XpaHeHus TMIHbBIX ey

obecreunTh 3Ty 19. IloxroToBKa JOKYMEHTOB I10 IUYHOMY cocTaBy | 2. JIokyMeHTOOOOpOT
TIEpCOHATIBHBIX JUTS TIEpEavl Ha apXUBHOE XpaHCHUE
JTAHHBIX COTPYIHUKOB
3HAHHE 1.0cHoBHBIE (DYHKITUHM CUCTEM JICKTPOHHOTO
KOPITOPaTHBHBIX JIOKyMeHTooOopoTa. Creluaan3upoBaHHbIC
KOMMYHMKAIIUOHHBIX | NPOrpaMMHBIC CPECTBA
KAHAJIOB H CPEJICTB 2. DJIEKTPOHHBIH JOKyMEHTO000POT C APYrUMHU
nepexayn OpraHU3aIUSIMH

4. |HKas uHpOpMaLuy, 3. DeKTpoHHas MOANKCH. BUbI 21eKTPOHHOMN 2. JloKyMeHT0060pOT

. BIaJCHHE HABBIKAMI nmofnucu. O0IacTH MPUMEHEHUS . ym Y

HH(POPMAITHOHHOTO
obecrieueHus
IIPOLIECCOB
BHYTPEHHUX
KOMMYHHUKaIUH
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3. Onucanue nmokasareJsieii U KpUTEpHeB OLEHUBAHUS KOMIIETEeHIHii

IlokazaTenu Ouenka Kpurepun
3HaThb: 3aureno | OrneHka «3a4TCHO» BBICTABJISIETCS
(OIIK- 8) 00yJaroIeMycs, €Ciii OH:
— OCHOBHBIE MTOJIXO/IbI K pa3paboTke - TIyOOKO YCBOWJI MaTepHaj, HCYEpPIbIBAIOIIC
HOPMATHBHLBIX ITPABOBLIX aKTOB B CcBOEH IIOJIHO, YE€TKO H JIOTHYECKH II0CIICIOBATCIBHO
npodeccHOHABHOM IeATENbHOCTH 1 ero u3Jaracr;
aHaJM3y COIMAIbHO-9KOHOMHYECKIE - 3HACT OCHOBBI Pa3pabOTKU M BHEAPCHHS
po0OJieM U MPOIIECCOB B OpPraHM3allly; KaJpOBOM M YIPABJICHYECKOW TOKyMEHTAIIHH,
— OCHOBHBIE CITOCOOBLI HAXOXKIEHUS KaJIpOBOM CTaTUCTHUKHU,
OpraHU3aIMOHHO-YITPABICHYECKUX H - BJIaJiceT HaBbIKaMM  HMH(OPMAIMOHHOTO
9KOHOMHYECKUX PEIIeHN, pa3pabOTKH obecrieueHus MPOIIECCOB BHYTPEHHUX
AITOPHTMOB MX Pealli3allluHg; KOMMYHUKAIIHL;
(IIK-12) - yMeeT BECTH KaJIpOBOE JACIONPOU3BOACTBO M
— OCHOBBI Pa3pabOTKU U BHEAPECHUS OpraHU30BbIBAThH apXHMBHOE XpaHeHHe,
KaJpOBOM M YIPABIECHYECKOMN 3 PEeKTUBHO OpPraHNU30BHIBATH
JOKYMEHTAINH, TIPOLIEAYP PEryTHPOBAHHUS JOKYMEHTOO0OPOT W  B3aUMOCBSI3b  MEXKIY
TPYAOBBIX OTHOIIEHUH; OApa3ACICHUAMM,
(ITK-13) - INpaBWIbHBIE OTBETHl HAa BONPOCHl K 3a4eTy
— OCHOBBI Ka/[pOBOIi CTATHCTHKI; cocrapisitor 70 % um Oornee oT oOmIero umcna
(TIK-28) 3aJIaHHBIX 00YYaIOIIEMYCSI.
— KOPIIOpaTUBHbIE KOMMYHHUKAI[1OHHBIE
KaHaJIBl I CPECTBA Mepeau MHOPMALHIL He OmleHka  «HE  3aYTCHO»  BBICTABISETCS
yMeTh: 3a4TeHO0 | OOy4aroUIeMycCs, eciu OH:
(OTIK- 8) - HE 3HAET 3HAYUTEIBHOU YacCTU IIPOrPaMMHOIO

— HCIOJIb30BaTh HOPMATHBHBIC TPABOBBIC
aKThl B cBOel TpodeccroHabHON
JEeATEIbHOCTH, aHAIM3UPOBATH COIHAIBHO-
KOHOMHUYECKHUE MPOOJIEMBI U TIPOIIECCHI B
OpraHu3allii, HAXOAUTh OPraHU3aIMOHHO-
YIPaBICHYECKUE U YKOHOMUYIECCKHE
pelieHus, pa3pabaThIBaTh aJrOPUTMBI UX
peanu3ayy U TOTOBHOCTh HECTH
OTBETCTBEHHOCTH 32 UX PE3YJIbTATHI;
(TIK-12)

— 3(}eKTUBHO OPraHU30BLIBATH
JIOKYMEHTO00O0POT 1 B3aMMOCBSI3b MSKIY
MO/IPa3IeeHUSIMHU;

(TIK-13)

— BECTH KaJIPOBOE JETIONPOU3BOJICTBO U
OpraHM30BbIBATh APXMBHOE XpaHECHHE
KaJIpOBBIX JOKYMEHTOB;

— o0ecrevnTh 3aIIUTy TTepCOHATBHBIX
JaHHBIX COTPYIHHUKOB;

(TTIK-28)

— 30} (}EKTUBHO KCIIOJIb30BAThH
KOpIOpaTUBHBIC HH(POPMALIMOHHBIC
CHCTEMBI;

BJIAJIETh:

(OIIK- 8)

— HaBBIKAMH TTOJI'OTOBKHA HOPMATHUBHBIX
IIPAaBOBBIX AKTOB B CBOEH
npoheCCHOHaIbHOMN ACATEILHOCTH U
aHaJM3a COUATbHO-OKOHOMUYECKHE
npobieM U nporneccoB B opranuzanuu (ITK-
12)

—  HaBBIKaMH

TOATOTOBKH  TIPOIEAYP

MaTepuana;
- JIONyCKaeT CYLIECTBEHHBbIC OMIMOKH B €ro
H3JI0KECHHY;

- YTAeTCsl B TEPMUHOJIOTUY;

- He BIaJeeT B IIOJHOM OOBbEMe HaBBIKAMH
COCTaBJICHHSI KaJApOBOW U  YIPABICHUYECKON
JOKYMEHTallMM, IPOLUEAYpP  PEryJHpOBaHUs
TPYIOBBIX OTHOLLEHUM.

OneHKa «He 3a4TEeH0» CTaBUTCS 00y4aroIUMCs,
HE OCBOMBIINM HEOOXOIUMBIX KOMITETCHIIUH.
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pEryIupoOBaHUS TPYAOBBEIX OTHOIICHUM H
COIPOBOYKJAOIIEH JOKYMEHTALUH

(IIK-13)

— HaBbIKaMM COCTaBJICHHS KaJpOBOI
OTYCTHOCTH;

— HaBBIKAMHU O3HAKOMJIEHUS COTPYIHHUKOB
OpraHM3allMM C KaJIpOBOW JTOKYMEHTALMEN 1

JEICTBYIOLMMU JIOKaJIbHBIMU
HOPMATHBHBIMU aKTaAMHU

(ITK-28)

- HaBBIKAMHU WHPOPMAITMOHHOTO
obecriedeHysl  MPOIECCOB  BHYTPEHHHX
KOMM YHUKALTUI

4. MeToanueckue MaTepuaJibl, ONPEACIHAIOINNE IpoHEeAypbl OUCHUBAHUA 3Hal—lﬂﬁ,
yMeHHﬁ, HABBbIKOB H ONIBITA J1€ATC/IBHOCTH

enb 1 3a1aun AUCUUIUIMHBL «/{oKyMeHTalMOHHOE 00eciedeHre YIpaBIeHUS IEPCOHATIOM
IpescTaBiIeHbl B paszjeine | Hacrosiieid pabouell mporpammbl. MecTo NUCHUIUIMHBI B CTPYKType
00pa3zoBaTeIbHON MPOTPaMMBbl TPEACTABICHO B pasneie 2 HacTosmed paboyell MporpamMMEL.
Pacrnipenenenne o6bema IMCHUIUIMHBI IO popMaM 0Oy4YeHHs ¢ yKa3aHUEM BUJOB YU€OHBIX 3aHITHH
MIPEACTABIICHO B pas3jiene 3 HacTosmeld padodeii nmporpammbl. CoaepskaHue JUCIUIUIMHBI YKa3aHO B
paszznene 4 Hacrosel padouel mporpaMMsl.

Nzydyenne nucruiumnbl «JIOKyMEHTAIIMOHHOE OOECIICUCHHE YIPABJICHHS TIEPCOHATIOM
IpelycMaTpuBaeT:

— JIeKUUU;

— MpPaKTUYECKHUE 3aHATHS;

— KOHTPOJBHYIO paboTy (st 0OydaroImuxcs 1Mo 3a09H0# Gopme);

— CaMOCTOATEIbHYIO paboTy 00y4darouXxcs;

— 3auer.

B xone ocBoenus paznena 1 «/lokymMeHTHpoBaHME» 00ydaroluecs TOMKHbI YICHUTD OHSTUS
U OIpeNeeHUs] JOKYMEHTUPOBAHUS aJMUHUCTPATUBHBIX JOKYMEHTOB, JOKYMEHTOB IO JIMYHOMY
cocTaBy, cQOPMHUPOBATH MPEACTABICHUE O BHUJAX YIPABIECHUECKON JOKYMEHTAllMH U Ipolieccax U
sTanax co3ganud. [IpruoOpecTu ombIT Mo pa3paboTKe yIpaBJIEHYECKON U KaJpOBOW JOKYMEHTAIUH.

B xoxe ocBoenms pazaena 2 «JlokymeHTOoO00pOT» OOyuaromuecs TOHKHBI CHOpMHpPOBATH
YEeTKOE MPEJCTaBI€HHE O JOKYMEHTOOOOpPOTe OpraHu3ally, KaJIpoBOM JOKYMEHTOOOOpOTE,
AJIEKTPOHHOM JTIOKYMEHTOOOOpOTE, B TOM YMCJIE CO CTOPOHHUMM OpraHu3auusMu. Yerko nmoHuMaTh
MOpAIOK (hOpMUPOBAHUS U UCTIOIB30BAaHUS TIOKYMEHTAILHOTO (DOH 1A OpraHU3alUH.

B mpouecce mnpoBeneHHS MNPAKTUYECKUX 3aHATHN MPOUCXOJMUT 3aKpPEIUICHHE 3HAHUIM,
(dbopMUpoBaHHE YMEHUN M HABBIKOB CO3JaHMSI aAMHUHHCTPATUBHBIX YIPABICHUECKUX JTOKYMEHTOB
JUI BBINIOJIHEHUSI TPO(ECCUOHATBHBIX (PYHKIMH JUIsl PEIIeHUs OpraHU3alllOHHO-YIIPABICHYECKUX,
AHAJIMTUYECKUX U KaJPOBbIX 3a]1ay.

CamocTosATenpHYI0 pad0Ty HEOOXOIMMO HAYMHATH C MPOPAOOTKH KOHCIEKTA JICKIUH,
0000111eHus, CUCTEMATHU3AIIUY, YIITYOJIEHUS. U KOHKPETU3alluU MOJIyY€HHBIX TEOPETUUECKUX 3HAHUN
C MCIIOJIb30BAaHUEM OCHOBHOM M JIOMOJIHUTENILHON JINTEPATYpPhl, a TAKKE PEKOMEHIYEMbIX PECYPCOB
1H(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu «IHTepHeT».

[Ipy u3ydyeHUH JUCLHUIUIMHBI HEOOXOJUMO UCIOJb30BaTh JUTEPATYpy, YKa3aHHYIO B
paszene 7, a TaKXkKe IepeueHb pPECypcoB HH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON CETH
«HTepHeT», MpEeCTaBICHHBIX B pa3jelie 8 HacTosALel pabouell mporpaMmmsl.

KoHcynpTanuu i CTyJI€HTOB 0 JUCUUIUIMHE MPOBOJAATCA B COOTBETCTBHH C IrpapuKOM
IIPOBEJICHUS] KOHCYJbTAllMi, IMpEACTAaBIEHHOM Ha CcTeHAe Kadeapbl, 3a KOTOpOil 3akperieHa
yKa3zaHHas AMCLUMIUIMHA. B mponecce KOHCylIbTallMM € MPENoJiaBareieM MpPOSICHATH BOMPOCHI,
TEPMUHBI, MaTepUaJl, BbI3BABIINN TPYIHOCTH IPU CAMOCTOSITENILHOM paboTe.

WNudopmanioHHble TEXHOJIOTUH, UCIIOIb3yEeMbl€ MPU OCBOCHUU TUCLUIUIMHBI, I€PEUNUCIICHBI
B pazzene 10 HacTosmieit pabodeit mporpaMMel.
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OneHka 3HaHWM, yMEHUH, HABBIKOB OCYIIECTBIISIETCA B IIpOLiEcCe€ IMPOMEKYTOUHOMN
aTTecTalud OOY4YaloIMXCsl MO AMCLUUIIIMHE, KOTOpas OCYIUECTBJSETCS B BHJIE€ KOHTPOJBHOU
paboTel u 3auera. Jlns oueHMBaHMS 3HAHWM, yMeHMM, HaBbIKOB Hcroisib3yeTcss DPOC mo
JUCLMILINHE, COACPIKAIIUE BOIIPOCHI K 3a4ETy.

[Io uToram BBINOJIHEHHBIX MHAMBUAYAJIbHBIX 3a/laHUN IMpernojaBaTellb OLEHUBAET YPOBEHb
3HaHWUM, yMEHUM, HaBbIKOB. OmucaHMe MOKa3zaTeled U KpPUTEPUEB OLIEHWBAHUS KOMIIETEHIUH,
c(OpMUPOBAHHBIX [0 UTOTAM W3YYEHHUS JUCLMIUIMHBI, IpeacTaBieHo B paszaene 3 [lpunoxenus 1
HacTosiel pabodeil mporpammbl. OCHOBHBIMHM OLICHOYHBIMH CPEJICTBaMU IPU IPOBEICHUU
MIPOMEXYTOUYHOM aTTeCTALlUU SIBJISIOTCS BOIIPOCHI K 3a4ETYy.
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Ipuioxenune 2

AHHOTAIUA
padoueii mporpaMmbl JTUCUMUIJIMHBI
JlokymMeHTallHOHHOE o0ecrieyeHue YIIPaBJIeHHs IIePCOHATIOM

1. Ilean u 3agaum AMCHUIIMHBI
Llenpto u3ydyeHHs] AMCUMIUIMHBL sBiseTCs (OPMUPOBAHME M pa3BUTHE Yy OO0y4arommxcs
podeccuoHAIbHBIX KOMIIETEHIIMI B 00JIaCTH JOKYMEHTALIMOHHOTO OOECIeueHusl YIpaBJICHUS
MIEPCOHAJIOM, OBJIA/ICHUE TEOPETHUUECKUMHU 3HAHUSMU M MPAKTUYECKMMHM HaBbIKAMU B JIaHHOM
o0yacTu U yMEHUEM NIPUMEHSTh UX Ha IPaKTUKE.
3ajayaMy U3y4EHUS TUCUUIUINHBI SBIISIOTCA:
- 03HAKOMJICHUE C OCHOBAMH KaJPOBOU CTATUCTUKU U OTYETHOCTH;
- O3HAaKOMJIEHHE C METOJaMH pPa3pabOTKU W BHEIPEHMs] IPOLEAYp PEryJupOoBaHHs TPYAOBBIX
OTHOILIEHHUN U COTIPOBOXKIAIONIEH JOKYMEHTALNH;
- IpHOOpeTeHne MPAKTUYECKUX HABBIKOB BECTU KaJpPOBOE JEJIOMPOU3BOACTBO M OPraHU30BBIBATH
apXUBHOE XPAHEHUE KaJIPOBBIX TOKYMEHTOB;
- 03HAKOMJIEHHE C KOPIOPAaTUBHBIMU UH(OPMALIMOHHBIMU CUCTEMAMHU.

2. CTpyKTYypa AUCHUIIHHBI
2.1. PacmpeneneHue TPyIOEMKOCTH TIO OTICIbHBIM BHJAM YYE€OHBIX 3aHSTHH, BKJIIOYast
CaMOCTOSITENIbHYIO paloTy: JeKimuid — 12 dacoB, NPaKTUYECKUX 3aHATHH — 12 dYacos,
caMOCTOsITeNIbHAs paboTa oOyyaromuxcs — 48 4acoB.

OO6mast TpyI0€MKOCTh JUCIHUIUIMHBI COCTaBJISIET 72 Yaca, 2 3a4eTHBIX CAMHHUII.

2.2. OCHOBHBIE Pa3aeNbl TUCITUTITNHBI:
1 — lIokyMeHTHpOBaHHUE.
2 — JloxymeHTOO0O0POT.

3. [lnanupyembie pe3yabTaThl 00y4eHUs (MepevyeHb KOMIeTeHIMi)

[Ipouecc n3yueHus: JUCUMILIMHBI HAIllpaBJIeH Ha OPMUPOBAHUE CIETYIOIIUX KOMIIETEHLUH!

OIIK-8 crnocoOHOCTh MCIIOJIb30BaTh HOPMATHBHBIE MPABOBHIE aKThl B CBOEH MIpO(eCCHOHAIbHOU
NEeSITeIbHOCTH, aHATU3UPOBATh COLIMATIbHO-IKOHOMUYECKUE MPOOIEMBI U TPOLIECCHI B OpraHU3aluy,
HaXOJUTh OPraHU3alMOHHO-YIPABJIEHYECKME U OSKOHOMHUYECKHE pelIeHus, pa3padaThiBaTh
QITOPUTMBI UX PEAIN3aLUU U TOTOBHOCTh HECTH OTBETCTBEHHOCTb 34 UX PE3YNIbTATHI;

[1K-12 3HaHue OCHOB pa3pabOTKW U BHEAPEHHUS KaJApPOBOM M yNpaBICHUECKOW IOKYMEHTAIHH,
ONTUMM3ALMK  JIOKYMEHTOO0OpoTa M  CcXeM  (YHKIMOHAJIBbHBIX  B3aUMOCBSI3EH  MEXKIY
MOAPA3JICICHUMH, OCHOB pa3pabOTKM M BHEAPEHUs IMPOLELyp pPEryJIupOoBaHUs TPYAOBBIX
OTHOILLIEHHUN U COTIPOBOXKIAIONIEH JOKYMEHTALNHY;

[IK-13 ymeHme BecTH KaapOBOE€ JEIIONPOU3BOACTBO M OPraHU30BBIBATH APXUBHOE XpaHEHUE
KaJpOBbIX JIOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIMMU HOPMATHBHO-IPABOBBIMU AaKTaMH,
3HAaHUEM OCHOB KaJpOBOM CTATHCTHKH, BJIAJICHUEM HAaBBIKAMH COCTABJICHHS KaJIPOBOM OTYETHOCTH,
a TaK)K€ HABBIKAMU O3HAKOMIICHMS COTPYIHHUKOB OpPraHM3alUy C KaJpOBOM JOKYMEHTAalMEW M
NEUCTBYIOUIUMHU  JIOKAJIbHBIMM  HOPMATUBHBIMM  aKTaMH, yMEHHE OO0ECleyuTh  3alluTy
MIEPCOHAIBHBIX TAaHHBIX COTPYAHUKOB;

[1K-28 3HaHMEe KOPIOPATUBHBIX KOMMYHUKAIIMOHHBIX KaHAJIOB U CPEJACTB Nepenadu nHpopmalui,
BJIaJICHUE HAaBbIKaMU MH(OPMALIMOHHOTO 00ECIIeUYeHHUs MTPOLIECCOB BHYTPEHHUX KOMMYHUKALIUH.

4. Bua npoMe:KyTOYHOM aTTeCTALMM: 3aueT.
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Ipuiaoxenne 3

Ilpomokon 0 0onoanenusax u u3MeHEeHUAX 6 padoueii npozpamme
nHa 20 __ -20 yueonwlil 200

1. B paGouyto mporpaMMy Mo IUCHUIUIAHE BHOCATCS CISAYIOIINE TOMOTHEHHUS:

2. B pabouyro nmporpamMmy Mo AUCIUTUTHHE BHOCSTCS CIEIYIONINE U3MEHEHUS:

[Iporokon 3acemanust kapenpnl Ne OT« __ » 20 r.,

azpabomuux,
(pasp

3aBenyromuii kadenpoit

(noonucs) (®.1.0.)
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[IporpaMmma cocTaBieHa B  COOTBETCTBUUM C  (peaepaibHbIM  TOCYIAapCTBEHHBIM
o0Opa3oBaTe/IbHBIM ~ CTaHAAPTOM  BbICHIEr0 00pa3oBaHHA IO  HAaIPaBICHUIO MOJATOTOBKU
38.03.03 Yupasnenue nepcoHanoM oT «14» mexadpst 2015 r. Ne 1461

s Habopa 2016 roaa: u yue6usiM mnanom ®I'BOY BO «bpl'V» mis 3a04HOM popmMbl 00ydeHUs
oT «25» ¢eBpanst 2016 r. Nel29, nns 3a0uyHoit (yckopeHHON) GopMbl 00yueHHUs OT «25» (eBpans
2016 T. Ne129

s Hatopa 2017 roaa: u yueOubiM mianoM GI'BOY BO «bpl'V» it ouHoM popmbl 00yueHus ot
«06» mapta 2017 r. Ne 125, nns 3a0uHOM (ycKopeHHOM) Gpopmbl 00yuenust ot «14» anpens 2017 r.
Ne 203

IIporpammy cocraBuI:

Kocskosa B.B., ct. npenonaBarens 6a3zoBoit kapenpst MuldT

Paboyas mporpamma paccMoTpeHa u yTBep KIeHa Ha 3acenanuu 0a3oBoit kadeapsr MullT

oT «19» nexabps 2018 r., mporokos Ne 8

W.o. 3aBenyromiero 6azoBoii kapeapoit MullT E.N. JlykoBHHKOBa
COI''TACOBAHO:

W.o. 3aBenyromiero Boimyckaromiei 6a3zosoit kadheapoit MulT E.N. JlykoBHHKOBA
JupexTop OnOIHOTEKN T.®. CotHuK

Pabouas nporpamma oyo0peHa Metoauueckoi komuccue akynprera Oy

oT «28» nexabps 2018 r., mpoTokos Ne 4

[Ipencenarens MeToMYECKON KOMUCCHU (PaKyIbTETa E.B. Tpane3nukoBa
COI''TACOBAHO:
HavanpHuk yue6GHO-METOAUYECKOTO YIIPaBIICHUS I'.II. HexxeBeny

Peruncrpannonnsriii Ne



