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Coaep:xanue (pabovasi nporpamMmma)

Mecto nucuuniauHbl B ctpykrype Ol

[Tnanupyemsble pe3yabTaThl 00yueHHs 10 JUCHMIUIMHE, 00eCeunBaroLIie JOCTHKEHIE
IUTAHUPYEMBIX PE3YJIbTaTOB O0YUYECHHS O IPOrpamMMe

O0BeM u BUIBI YIeOHOU pabOThI
Coneprxkanue TUCIMUILTAHBI
MartepuanbHO-TEXHHUECKOE U YIeOHO-METOINIECKOE 00ECIIEUCHHIE TUCIUTILINHBI

®DOoH/T OIIEHOYHBIX CPEJICTB 0 JUCIUILUINHE

Crp.



Lenpt0o u3ydeHHs OUCHMIUIMHBI  SBIETCS  (OPMHUPOBAHME pe3yIbTaTOB  OOYUYCHHMS,
o0ecneunBaroInX JOCTH)KEHNE TUIAHUPYEMBIX PE3yJIbTaTOB OCBOCHHS 00pa30BaTeIbHON MPOrPaMMBI.

1. MecTo aucuuninnbl B cTpykrype OII

JlucuuiuinHa DIEKTPOHHBIA JJOKYMEHTOOOOPOT BXOHWT B BAPUATUBHYIO YaCTh (IUCIHMILIHHA IO
BbIOOPY) O10ka b1.[lucuunmuab! (MO )

[IpenmecTByromyie MUCHMILIMHBI IO CBSI3AM KOMIIETCHIMU: J[eJoBble KOMMYHUKAIUH,
Yupasinendeckue pemienus, ConnaabHO-TICUXO0I0THUSCKUNA TPEHUHT, AYIUT U KOHTPOJUIMHT MIEPCOHAIA,
KopriopaTuBHbie HH(MOPMAIIMOHHBIE CUCTEMbI , MapKkeTHHT, byxrantepckuii yuer

2. Ilnanupyemblie pe3y/ibTAaThbl 00y4eHHUA MO JMCHUILINHE, o0ecneYnBaIOIe JOCTHKEHH e
IUIAHUPYEMBIX Pe3yJIbTATOB 00yYeHHUsI M0 MPporpaMmme

W3yuenne OUCUMIUIMHBI DJICKTPOHHBIM JOKYMEHTOOOOPOT B 00pa3oBaTelIbHOH Iporpamme
HalpasJIeHO Ha (OPMHUPOBAHUE Y O0YHAIOIUXCS CIEAYIOUIMX KOMIIETECHIIUMI:

IIpodeccnonanbubie komnerennuu (ITK):
[1K-8 - BnaseHneM HaBbIKAMU JOKYMEHTAJIBHOTO O(OPMIICHHSI PELLICHUH B YIIPABICHUH ONEPALlMOHHOM
(pOU3BOICTBEHHOI) NEATENBHOCTH OpraHU3aluil Py BHEJPEHUN TEXHOJIOTUYECKUX, TPOTYKTOBBIX
VHHOBAIMM WM OPraHU3allMOHHBIX U3MEHEHHUH

IInanupyemsie  (Il1aHupyemble pe3yJibTaThbl 00yYeHHs M0 JUCHHUILINHE
pe3yibTaThl
00y4eHus1 1o
nporpamMme
TIK-8 3HaTh VYMeThb Braxers
(MMETh HaBbIKN)
I1K831: npaBuna [IK8yl: opranuszoBeiBaTh |[IK8BI1: HaBbIKamMu co3manus
COCTaBJICHUS, JOKYMEHTOOOOPOT Ha JOKYMEHTOB, COZIep KaIllnX
odopmieHus u IpeanpusTHH (B LeJIU IPeANPUITUS
ONEPATUBHOTO OpraHH3allN); (opranuzanuu); co3iaHus
XpaHEHUs CHUCTEMATHU3UPOBATh JOKYMEHTOB, COZIEp KaIuX
yIpaBICHUYECKUX BXOJIAIIYIO, UCXOJSIIIYIO U |AaHHbIE 7S pa3pabOTKU U
JIOKyMEHTOB BHYTPEHHEIO peanu3annuy CTpaTeruu
JOKYMEHTALUIO MpeanpusaTHs (OpraHU3aIum);
MIPEPUATHS CO3/1aHUS JOKYMEHTOB C
(opranuzanmn); HCMOJIb30BAHUEM
IpyNIUPOBaTh B JI€a CTaHJApTHBIX MIPOrPaAaMMHBIX
OTJIeNIbHbIE KaTErOpUH MIPOJYKTOB; UCITOJIb30BAHUS
JOKYMEHTOB C Y4€TOM HOMEHKJIATypHbI JI€1 B
CPOKOB UX XpaHEHUs JIOKYMEHTO00O0pOoTE Ha
peAnpUsTHH (OpraHU3alnn);
aApXMBHOTO XpaHEHUSI
JOKYMEHTOB NPEANpUATUN
(opranuzanuu); TpyMnIupOBKU
JIOKYMEHTOB I10
HOMEHKJIaType
ITK832: npaBuina [IK8y2: npumensats Merons! |IIK8B2: HaBblkamu u
COCTaBJICHUS U Y IPOrpaMMHBIE CpPEJICTBAa  |IpHEeMaMU B3aUMOJEHCTBUS
oopmienus 00paboTKH AETOBOM Cco ciry>)x6amu
CITyKeOHOI nH(popManuu; WH(POPMAITMOHHBIX
JIOKyMEHTAllUH, HCII0JIb30BAaTh COBPEMEHHBIE |TEXHOJIOTHI, NUCII0JIb30BaHUS
COOTBETCTBYIOILIHE METO/Ibl OpraHu3aluu KOPHOPaTUBHBIX
HOPMAaTHUBBI U TUTAHUPOBAHHUS MH(POPMAIIMOHHBIX CUCTEM
CTaHAapThl IpU OTIepaIMOHHON
BHEJIPEHUN MIPOU3BO/ICTBEHHOM )
TEXHOJIOTUYECKUX, JEeSITeIbHOCTH




MPOAYKTOBBIX
WHHOBAILIUU WA
OpTraHU3aIMOHHBIX
W3MEHEHHUH

[1K-11 - BnageHreM HaBbIKaMU aHAIKU3a MHPOpPMALMK O GYHKIIMOHUPOBAHUU CUCTEMbl BHYTPEHHETO
JIOKYMEHTO000pOTa OpraHu3aluy, BeJeHHs 0a3 JaHHBIX [0 PA3JIMYHBIM [TOKA3aTesIM U (HOPMUPOBAHHS
nH(}OPMaIMOHHOTO 00eCIeUYeHNs YYaCTHUKOB OPraHU3allMOHHBIX MPOEKTOB

[Inanupyembie  ([l1aHupyeMble pe3yJbTAThI 00yUYeHHs MO TUCIHUTLINHE
pE3yNbTATHI

00y4eHus 1o

nporpamme

T1IK-11 Bnanerts

3HaTh

YMmern

(MMETh HABBIKH)

[1IK1131: Bo3aMoxHOCTH
Y TPaHULIbl TPUMEHEHUS

[IK11yl: npoBoauTh aHAIU3
uHpOpMaIHU O

IIK11B1: meTomamu
MIPUMEHEHHUSI CPEJICTB

IPOrPaMMHOTO (GYHKIIMOHUPOBAHUU IPOrpaMMHOr0 00eCeueHHUsI
o0ecreyeHns aHaIu3a 1 [CUCTEMbl BHYTPEHHET O aHaJIM3a U KOJIMYECTBEHHOTO
Ka4eCTBEHHOI'O JOKYMEHTO000poTa MOJICJIUPOBAHUSI CUCTEM
MOJIEJIMPOBAHUS CUCTEM |OpraHU3alMK U BeJCHUH 0a3 |yIpaBiieHUs, HAaBbIKaMH HX
yIpaBJICHUS JAHHBIX OLIEHKHU MX 3P PeKTUBHOCTH
[TK1132: npuHIuUIs! [IK11y2: BeIABIATH [1IK118B2: HaBbIKaMu
dbopmupoBaHus TEH/ICHIIUY U3MEHEHMSI HOCTPOEHUS MOJIeIei
MH(OPMaLMOHHOTO COLIMAIIbHO- IKOHOMHYECKHX [MH(OPMAIIMOHHBIX CHCTEM,
o0ecrieueHus nokasaresei; paboTraTtb ¢ [COOTBETCTBYIOIIHUX
Y4aCTHUKOB HOPMAaTUBHO-TIPAaBOBOM COBPEMEHHOMY COCTOSIHUIO
OpraHU3alMOHHBIX JOKyMEHTaIeiH; UH(POPMALIMOHHBIX
IIPOEKTOB OpPUEHTUPOBATHCS B CUCTEME |TEXHOJIOTUI U OTPEOHOCTAMHU
HCTOYHHUKOB, YYaCTHHUKOB

PeryIUpYIOIUX
OTHOILICHMS,
CKJIaJIpIBatomecs B cepe
OCYILIECTBIICHUS
NeSITeIbHOCTH OpraHu3alluy,
¢dbopmHpoBaTh
MH(OPMALIMOHHBIN OaHK
JTAHHBIX

OpraHru3allMOHHBIX ITPOCKTOB

3. O0beM U BUABI y4eOHOIl padoThI
Y4eOHbIM MJIaHOM MPEeyCMaTPUBAIOTCA CIIEYIOIINE BU/IbI Y4€OHOM paboThI IO TUCHUIUINHE!
Ounas ¢popma 00y4eHuUs1

. Bcero yac/ 3.e.

Buabl yueOHoii padoTnl Com 8
KonTakTHas paboTa, B TOM 4ncCie: 49.15/1.37
3aHATHSA JIEKIIMOHHOIO TUIIA 16/0.44
3aHSATHS] CEMUHAPCKOTO THUTIA 32/0.89
WunuBuayanpaas kontaktHas padota (MKP) 0.15/0
I'pynnoBas koHtakTHas padota (I'KP) 1/0.03
CamocrosiTenpHas paboTa, B TOM YHCIIE: 49.85/1.38
IIpomexyTouHas aTTecTanusl 9/0.25
Bua npomexyTo4HON arTecTanyu:
3auer 3au
O61mmas TpynoeMKocTh (00beM yacTu 00pa3zoBaTebHOMN
nporpamMmsl): Yacsl 108
3a4yeTHbIe €ANHUIIBI 3




3a04Has popma

. Bcero gac/ 3.e.

Buabl yueOHoii padoThI Comt 8
KonrakTHas paboTa, B TOM YHUCIIE: 13.15/0.37
3aHsATUS JEKIIMOHHOTO TUTIA 4/0.11
3aHATHS CEMUHAPCKOTO THTIA 8/0.22
WupuBuayanbHas koHTakTHas pabota (MKP) 0.15/0
I'pynnoBast kontaktHas padota (I'KP) 1/0.03
CamocrosiTenpbHas paboTa, B TOM YHCIIE: 91.85/2.55
[TpomesxyTouHas arTecTanus 3/0.08
Bua npoMexxyTouHOM aTTecTaluu:
3ayer 3au
OO61mast TpynoeMKocTh (00beM gacTu 00pa3oBaTeIbLHON
nporpammsl): Yacer 108
3adeTHbIe €IMHUIIBI 3

4. Conep:xkanue TUCHUNTIHHBI

4.1. Pazoenvt, memuvl OUCUUNTUHDL U 6UObL 3AHAMUIL:

Temarnueckuii njaan JUCHUITIIMHBI ONEeKTPOHHBIN I[OKVMGHTOO6ODOT IMpCACTaBJICH B Ta6n1/1ue.

Pa3zngeiibl, TeMBI JUCHHMILINHBI M BUABI 3aHATHI

Ounasi gopma 00yueHust

KonTakTHas padora = Ilnanupyembie
3angarus § pe3yJabTaTrhbl
CEMHUHAPCKOIo é « Oﬁyqe}ll/lﬂ B
HaumeHnoBanue TeMbl = AL S 2| cooTHomenuu c
Ne /i = . A~ el =S8
(pa3aesa) AMCUUNJINHBI 2 o= = Z| = pe3yJbTaTamu
o = B = ~ | o = 6
= g B S 00y4eHus 1Mo
23 = o0pazoBaTebLHOI
= © nporpaMmme
TIK&31, ITK832,
[TK8y1, T1K8y?2,
JIoKyMEHTBI B cUCTEME T1IK8B1, IIK8B2,
L EI'CH 8 16 24.9 [IK1131, [IK1132,
[K11yl, [IK11y2,
ITIK1181, I[1K1182
TIK&31, I1K832,
[TK8y1, T1K8y?2,
Opranu3zanus T1IK8B1, IIK8B2,

2 JTIOKyMEHT0000pOoTa U 8 16 24.95 [IK1131, [IK1132,
TEXHOJIOTUS [IK11yl, IIK11y2,
JIETIONPOU3BOJICTBA [IK1181, ITK1182
KoHTpOoJh 9
Hroro 16 | 32 | 015 | 1 |49.85

3aouHasi popma
KonrtakTHas pabora = ILl1anupyemsle
3ansarus ‘é pe3yJabTaThbl
CEMHHAPCKOTO E - o0yueHHsI B
HaumeHoBaHMe TeMbl = LLLL = 5| coorHomenun ¢
Ne n/mt = ) > el B8
(pa3nena) IMCHMIIMHBI Z 5o = 2| 2 pe3yJabTaTamMu
) =B = | o =
= g g S o0y4eHus MO
23 s oGpa3oBaTeILHOI
= © nporpamme




[1K831, I1K832,
[IK8yl, ITK8y2,
1 JIoKyMEHTBI B cUCTEME 2 4 45.8 IIK8s1, IIK8B2,
- |EI'CH © [TIK1131, TIK1132,
[IK11yl, ITIK11y2,
[IK1181, I[1K1182
[1K831, I1K832,
Opranuzanus [1IK8y1, I1K8y2,
JIOKYMEHTOO000pOTa 1 I1K8B1, ITK8B2,
2. TEXHOJIOTHS 2 4 46.05 1IK1131, I1K1132,
JIETIONPOU3BOJICTBA [IK11yl, ITIK11y2,
[IK1181, I[1K1182
KoHnTtposb 3
Hroro 4 | 8 | 015 [ 1 [91.85
4.2 Cooepicanue pazoenos u mem
4.2.1 KontakTHas padora
TemaTnka 3aHATHH JEKIIMOHHOT0 THIIA
HaumenoBanue
Bua 3ansarusa
Neni/m TeMbl (pa3aesia) « | TemaTnka 3aHATHSA JEKIMOHHOI0 THIIA
JIEKIIUOHHOT0 THUIA
AUCHHILIMHBI
1. JIEKIUA BBenenne B 1e10npon3BOJICTBO
TIOKYMEHTHI B TIEKITHST HoxymenTtsl B cucteme ET'CJ]
cucteme ETCJT f— I(Egcg%l;neHHe u opopmIieHIE TOKYMEHTOB TIO
Opra"u3aiuoHHO-PACTIOPSAUTEIbLHEIC
JreriA I[(?KYMCHT]I;[I b o
2. Cocrasiienue 1 0pOopMIICHUE CITYKEOHBIX
Opranuzanus JleriA HceM
JOKYMEHTO000pOoTa U JIEKIU PaboTa ¢ TokyMeHTam¥ 110 JIMYHOMY COCTaBYy
TEXHOJIOTHS JR— HomeHkatypa e 1 9KCrepTr3a eHHOCTH
JEJIONPOU3BO/ICTBA JOKYMEHTOB
JICKIIHUA OpFaHI/I3aHI/I${ ):[OKYMGHTOO60pOTa

*JIeKIIUY 1 WHBIe y4eOHbIe 3aHATHS, IIPelyCMaTPUBAIOIINE TIPEUMYIIIECTBEHHYIO Ilepeiady y4eOHoi nHpopManun
negarortd€CKuMmn pa60THI/IKaMH OopraHu3anu U (I/IJ'II/I) JIMaMu, NpruBJICKACMbIMU OpFaHI/ISaI_II/Ieﬁ K peajn3annn
00pa3oBaTeIbHBIX MPOrPaMM Ha UHBIX YCIOBHUAX, 00YUAIOIIUMCS
TemaTnKa 3aHATHH CEMHHAPCKOI0 THIIA

HanmeHnoBanue
Buna 3ansitus TemaTuka 3aHATHA CEMUHAPCKOI0
Neni/m TeMbl (pasaeJia) o
CEMHMHAPCKOI0 THIIA THIIA
AU CIMIITTHHbBI
1. npakTHYecKoe 3aHATHe |BBelneHue B 1e10npOon3BOJICTBO
JIOKyMEHTBI B npaktuueckoe 3ansatue | lokymentsl B cucteme EI'CJ]
cucreme EI'C/] CocraBneHue U 0popMIICHHE TOKYMEHTOB
MPaKTUYECKOE 3aHATHE
o ['OCTy
OpraHu3anoHHO-PACTIOPAANTEIbHBIC
MPaKTUIECKOE 3aHsATHE
JIOKYMEHTBI
2. CocraBienue u oopMIIEHHE CITy>KEOHBIX
MPaKTUIECKOE 3aHsATHE
Opranuszanus ceM
Pabota ¢ 1oKyMeHTamMH 110 JINYHOM
JIOKyMEHTO000pOTa 1 MPaKTUYECKOE 3aHATHE HOKY Y
TEXHOJIOTHUS cocraBy
JIeT0IPOU3BOICTBA HPAKTHYECKOE 3AHTHE Homenknartypa nen u 3KcrnepTr3a HeHHOCTH
JIOKYMEHTOB
npakTH4IecKoe 3aHATHe |Opranusanusi JOKyMEeHT0000poTa
**  ceMHHapbl, TPAKTUYECKHE 3aHATHS, NPAKTUKYMBI, J1a0OpaTOpHBIE pPAaOOTHI, KOJUIOKBUYMBI W WHBIE

AHAJIOTUYHBIC 3aHATHUA

HNunas koHTakTHas padora




ITpu nposenennn yueOHbIX 3ausATHI CI' DY obecneunBaeT pa3BuTHE y 00Y4aIONIIMXCS HABBIKOB
KOMaHJHON paboThl, MEKIMYHOCTHOM KOMMYHUKAIUHM, MPUHATHUA PpEIICHUH, JMACPCKUX KauecTB
(BKJIIOYAs IPU HEOOXOJMMOCTH MTPOBEACHNE HHTEPAKTUBHBIX JIGKLIUH, TPYIIOBBIX AUCKYCCUH, POJIEBBIX
UT'p, TPEHUHIOB, AHAJIM3 CUTYalluil 1 UMUTALMOHHBIX MOJEIIEH, TPeNnoAaBaHue TUCHUILIMH (MOIysIel) B
dopMe KypcoB, COCTAaBIICHHBIX Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIICAOBAHUH, MPOBOJUMBIX
OpraHu3alyeil, B TOM YHCIIe ¢ yYETOM PEerHOHAIbHBIX 0COOEHHOCTEH PO ecCHOHATBHON AEATEIbHOCTH
BBIIIYCKHHUKOB U IIOTpeOHOCTEN paboToaaresei).

@opMbl U METO/bI IPOBEAECHUS HMHOM KOHTAKTHOH palOoThl npuBeIeHbl B MeToauuecKux
yKa3aHHIX 110 OCHOBHOM MpodeccHoHanbHOM 00pa30BaTeIbHOM MpOrpamMme.

4.2.2 CamocTosiTeJibHasi padoTa

HanmeHnoBanue TeMbl (pa3aeia .
Neni/n (pasnena) Bua camocrositeJibHOM padoThI ***
JTUCIHUILINHEI
- IOATOTOBKA JOKIAa
1. JlokymenTsl B cucteme EI'C/] " AoKIaR
- TECTUPOBAHUE
9 Opranuzanus J0KyMeHT0000poTa 1 - IOATOTOBKA JOKIIA/1a
' TEXHOJIOTHS IEJIONPOU3BOJICTBA - TECTUPOBAHUE

*** caMocCTOsITENbHAST padOTa B CEMECTpe, HalFCaHNE KypCOBBIX paboT, MOKIIAZ0B, BHIIIOJHEHNE KOHTPOIBHBIX
pabot

5. MaTrepuajibHO-TeXHUYECKOE ¥ YUeOHO-MeTOAnYeCcKoe o0ecrevdeHne 1 CIUTITHHbI

5.1 JIuteparypa:

OcHoBHas JIUTEpaTypa

1.KazakeBuy, T. A. JlokymeHtoBeaeHue. JlIOKyMeHTAIMOHHBIN CEPBUC : YYEOHUK M MPAKTUKYM
Ut pukiaaHoro 6akanaspuata / T. A. Kazakesuu, A. U. Tkannd. — 2-e u3 ., ucnp. u gon. — Mocksa
: UsparensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [Ipukmnagnoii kypc). — ISBN 978-5-534-06273-
1. — Texkcrt : anexrpounsiii / IBC Opaiit [caiit]. — URL: https://biblio-online.ru/bcode/437480

Jlono/iHuTeIbHAS JIUTEPaTypa

1.Ky3nenos, U. H. JlokymeHTanmoHHoe oOecrnieyeHne yIpaBieHHUs NEpCOHANIOM : y4eOHUK U
MpaKTUKyM i TpukiaagHoro O6akanaBpuarta / M. H. Ky3nemoB. — Mocksa : U3parensctBo FOpaiiT,
2019. — 520 c. — (baxanaBp. Ilpukmamnoit kypc). — ISBN 978-5-9916-4000-8. — Texkct
anektponnsiii // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/426321

52 Hepeqeﬂb JIMICH3UOHHOT0 IPOrpaMmMHOTo 06ecneqelmﬂ

1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus
(Word, Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word, Excel,
Access, PowerPoint)

5.3 CoBpeMenHble MpogeccHoHAIbHBIE 023bI JAHHBIX, K KOTOPbIM 00ecneYynBaeTcs 10CTYI
00yYarIuXCcs

1. [IpodeccuonanpHas 6a3a naHHbBIX «HPOPMAITMOHHBIE CHCTEMBI MUHHCTEPCTBA SKOHOMHUYECKOTO
pasButus Poccuiickoit @enepanuu B cetn Murepuer» (Ilopran «Odunnansuas Poccusy -
http://www.gov.ru/)
2. IlpodeccuonanbHas 6a3a qaHHbIX «PUHAHCOBO-?KOHOMHYECKHE MoKa3arenan Poccuiickoit
Ddeneparuny (Odurnanbuelii caiit MunnctepeTBa punancos PO - https://www.minfin.ru/ru/)
3. IlpodeccuonanbHas 6a3a qanHbIX «OdunuansHas cratuctukay (OpuunanbHbI callT
denepanbHOil CITy:KObI FTOCYAapCTBEHHOM cTaTUCTUKH - http://www.gks.ru/)

5.4. NupopMallMOHHO-CTIPABOYHbIE CHCTEMbl, K KOTOPbIM oOO0ecreYnuBaeTca JA0CTYI
00yYarIuXcs

1. CnpaBouHno-npaBoBas cuctema «Koncynprant ITmroc»

2. Crnpasouno-npaBoBas cucrema «I’APAHT-Makcumym»



5.5. CnenuajbHbIe IOMEICHUSA

Y4eOHble ayAUTOPUH IS TPOBEICHUS
3aHATUH JICKUMOHHOTO THUIIA

KommiekTsl yueHnueckoit Mmedenu
MynbMeIUIHBIN TPOEKTOP

Jlocka
OKpaH

Y4eOHble ayIUTOPUU AJISl TPOBEICHUS
MPaKTUYECKUX 3aHATUH (3aHATUI
CEMHHApPCKOro THUIA)

KomruiekTsl yueHnueckoi Mmedenun
MyibMe IUIHBIA IPOEKTOP

Jlocka
OkpaH

KOMHBI-OTepBI C BBIXOJOM B CCTh <<HHTepHCT>> n

OUNOC CI'DY

VY4eOHble ayIUTOPUH JJIs TPYNIOBBIX U
WHJUBUTyaJIbHBIX KOHCYJIbTAIINMA

KowmrmiekTsl yueHnueckoit medenu
MyibMe IUIHBIA IPOEKTOP

Jlocka
OkpaH

KOMHBI-OTCpLI C BBIXOJOM B CCTH «I/IHTepHeT» n

OUNOC CI'DY

VY4eOHble ayAUTOPUH JUI TEKYLIET0 KOHTPOJIS
Y IIPOMEKYTOUYHOH aTTeCTALlUU

KommuiekTsl yueHn4eckoi mebenu
MyibMe TUIHBIA TIPOEKTOP

Jlocka
OKpaH

KOMHBI-OTCpLI C BBIXOIOM B CCTH ((I/IHTCpHeT» n

OUNOC CI'DY

[Tomemienus 111 caMoCTOSATENBHON pabOThI

KomruiekTsl yueHnueckoit meoenun
MyinbMeIUIHBINA TPOEKTOP

Jlocka
OKpaH

KOMHBI-OTCpLI C BBIXOJOM B CCTH «I/IHTepHeT» n

SOUNOC CI'DY

HOMGIIIGHI/ISI JJI1 XpaHCHUA U
npoUTAKTHIECKOTO 00CTYKUBAHUS
000pyTIOBaHUS

KommuiekTs! cenuanu3upoBaHHON MeOenH ISt
XpaHeHus: 000pyA0BaHUS

J1y1st mpoBeIeHMSI 3aHTHH JIEKIIMOHHOTO THUTIA UCTIOIB3YIOTCS IGMOHCTPAIIMOHHOE 000pyI0BaHNE
U yueOHO-HaTJIsHbIE TOCOOUS B BUE IPE3EHTAIIMOHHBIX MAaTEPUaIOB, 00ECIIEUNBAIONINX TEMATHUECKHE

WTIOCTPAIUH.

6. @oH/1 OLIEHOYHBIX CPEACTB MO AUCHUIINHE DJIEKTPOHHBII T0KYMEHT0000pOT:
6.1. KOHTpo/IbHbIe MEPONPUSITHS 110 TUCIUTIIMHE

dopmMa KOHTPOJIA OTmeruth
Buj xonrpos HY’KHO€ 3HAKOM
«+»

Tekymuii KOHTPOJIb O1neHKa TOKJIaI0B +

Y CTHBIN/IMCEMEHHBIH OMPOC -

TectupoBanue +

[IpakTrueckue 3agaun -
O1eHKa KOHTPOJIBHBIX padoT (JUIst 3a04HOM

(hopMbI 00ydeHHsT) ]

IIpomeKyTOUHBINM KOHTPOJIb 3auer +

Ilopsiaok mnpoBeAeHHs MEPONPHUATHH TeKyllero H
onpenaeasierca Meroau4ecKUMM YKa3aHUSIMHU 110 OCHOBHOI npogeccuoHaJIbHOM 00pa3oBaTeIbHOI
NporpamMmMe BbiclIero 00pa3oBaHusi, yTBepkIeHHbIMH Y4eHbIM coBeToM @®I'BOY BO CI'9Y Nel)

ot 29.04.2020r.

MPOMEKYTOYHOI0 KOHTPOJIsA



6.2. Ilmanupyemble pe3yabTaThl 00yUYeHHs N0 JUCHUILINHE, 00ecneYHBalOLIUe JOCTHKEHU e
IUIAHNPYEeMBbIX pPe3yJIbTaTOB 00y4eHusl 10 porpaMmme

IIpogeccnonanbubie komnerennuu (ITK):
[1K-8 - Bm1ameHreM HaBbIKaMU JOKYMEHTAITHHOTO O(DOPMIICHUS PEIICHHUH B YITPaBICHUHN OTICPAIIMOHHON
(IpOU3BOICTBEHHOI) NEATENBHOCTH OpraHU3aluii IpY BHEPEHUN TEXHOJIOIMUECKUX, IPOTYKTOBBIX
WHHOBAIIMI WM OPraHu3allMOHHBIX U3MEHEHHH

[Inanupyemsie  |[lnanupyemMblie pe3yJbTaThl 00yUeHHs MO TUCHUILINHE

pe3yJIbTaThl

00y4eHust 1o

mporpaMme
3HaTL VYMeThb Brapets

(MMeTh HABBIKH)

[Toporosbiii I1K831: npaBuna [IK8yl: opranuzoBsiBaTh |I[IK8B1: HaBbIKamMu co3aaHus
COCTaBJICHUS, JOKYMEHTOO0O0POT Ha JOKYMEHTOB, COZIEp KaIllnX
odopmIiieHUs U MpeanpusaTHH (B LEJU PEeANPUATHS
ONEPaTUBHOTO OpraHu3allvm); (opranu3zanun); Co31aHus
XpaHeHUs CUCTeMAaTU3UPOBATh JOKYMEHTOB, COJIepIKAIIUX
yIpaBiIeHYECKUX BXOJIAIIYIO, UCXOJSIIYIO U |AaHHbIE 7S pa3padOTKU U
JIOKYMEHTOB BHYTpPEHHEIO peanu3aiuy CTpaTeruu

JOKYMEHTALUIO OpeanpusITUs (OpraHu3aliumn);
MIpeANPUATHS CO3/1aHUS TOKYMEHTOB C
(opranuzanun); UCIIOJIb30BaHUEM
TpyNIUpOBaTh B Jeja CTaHJIaPTHBIX MPOTPAMMHBIX
OTJIE/IbHbIE KaTErOpUH IPOAYKTOB; UCIIOJIb30BaHUS
JIOKYMEHTOB C Y4€TOM HOMEHKJIaTypHI JIE]T B
CPOKOB UX XpaHEHUs JOKYMEHTO000pOTE Ha
NPEANPUIATHH (OpPTraHU3aIiH);
apXMBHOT'O XPaHEHUS
JOKYMEHTOB MPEANPUATHN
(opranuzanuu); TpyNnIupPOBKU
JIOKYMEHTOB I10
HOMEHKJIaType

[ToBeimennsiii  |IIK832: mpaBuiia [IK8y2: mpumensats Merons! |IIK8B2: HaBblkamu u
COCTaBJICHUS U U IpOrpaMMHBIE CpPEJICTBAa  |IpHUEMaMU B3aUMOJEHCTBUS
oopMIIeHHUS 00paboTKH AEeNOBOM CO ciy)0amu
CITyKeOHOI nH(pOopManuu; UH(POPMaITMOHHBIX
JIOKyMEHTAllUH, HCIIOJIb30BAaTh COBPEMEHHBIE |TEXHOJIOTUH, NUCTIOJIb30BaHUS
COOTBETCTBYIOILIHE METO/]Ibl OpraHu3aluu KOPITOPATUBHBIX
HOPMATHUBHI U TJTAHUPOBAHUS UH(GOPMAIIMOHHBIX CUCTEM
CTaHAapThl IpU OTepaIMOHHON
BHEJIPEHUN MIPOU3BO/ICTBEHHOM )

TE€XHOJIOTHYECKHUX, JeSITeIbHOCTH
IPOIYKTOBBIX

VHHOBAIMWA WIN

OpraHU3aIMOHHBIX

VW3MEHEHUH

[1K-11 - BrageHreM HaBBIKaMU aHajIM3a UH(GOPMAIMK O PYHKIIMOHUPOBAHUH CUCTEMBI BHYTPEHHET O
JIOKYMEHTO000pOTa OpraHu3aIiy, BeJIeHUs 0a3 TaHHBIX 0 Pa3IMYHBIM [TOKa3aTelsIM U (OPMHUPOBAHUS
UH(POPMALIMOHHOTO 00eceueH s YIaCTHUKOB OPraHU3allMOHHBIX TPOEKTOB

[Tnanupyemsie  |IliaHupyemMble pe3yJbTAThl 00YUeHHUsI IO TUCHHILIHHE
pe3yNbTaThI
o0OyueHus 1o
nporpamme

Bnanets

3HaTh YMets
(MMeTh HaBBIKN)




[Toporosbiii

[1IK1131: Bo3aMoOKHOCTH
nu FpaHI/II_[BI HpI/IMeHeHI/ISI

[IK11yl: mpoBoauTh aHATHU3
uHpOpMaIUU O

IIK11B1: meTomamu
MIPUMEHEHHUSI CPEJICTB

IPOrPaMMHOTO (GYHKIIMOHUPOBAHUU IIPOrpaMMHOT0 00ecreueHus
oOecrieyeHHs aHaIu3a U |CHCTEMbl BHYTPEHHETO aHaJIM3a U KOJIMYECTBEHHOTO
Ka4eCTBEHHOI'O JTOKYMEHTO000poTa MOJIEIIUPOBAHUSI CUCTEM
MOJICIIMPOBAHMSI CUCTEM |OpraHU3aIMK U BeleHIH 0a3 [yrpaBiieHus, HABBIKAMU UX
yIpaBJICHUS JAHHBIX OLIEHKHU MX 3P PeKTUBHOCTH
[oBpiennpiid  (I1K1132: npuHLumnel [IK11y2: BeIABIATH [1IK118B2: HaBbIKaMu
(bopmupoBaHus TEH/ICHLIUY U3MEHEHMSI IIOCTPOEHUS MOJIeIel
UH(POPMALIMOHHOTO COLMAIIbHO- IKOHOMHYECKHX [MH(OPMAIIMOHHBIX CHCTEM,
obecrieueHus nokaszaresei; paboTaTtb ¢ [COOTBETCTBYIOIIHUX
Y4aCTHUKOB HOpPMAaTUBHO-IIPaBOBOM COBPEMEHHOMY COCTOSIHUIO
OpraHU3alMOHHBIX JOKyMEHTaIUeH; MH(POPMALIMOHHBIX
IIPOEKTOB OpPUEHTUPOBATHCS B CUCTEME |TEXHOJIOTUN U TOTPEOHOCTAMHU

HCTOYHUKOB,
PeryIupyIOIuX
OTHOIIICHWSI,
CKJIapIBaromecs B cepe
OCYIIECTBIICHHS
JeSITeIbHOCTH OpTaHU3aIiH,
dhopmupoBaTh
MHGOPMAIMOHHBIA OaHK
JTAHHBIX

Y4aCTHHKOB
OpraHru3allMOHHBIX ITPOCKTOB

6.3. IlacmopT OLIEHOYHBIX MATEPHAJIOB

Ne n/m | HammeHoBaHUe TeMBbI Koutpoanpyemsbie Bua xouTpoJsi/ucnosib3yemMble
(pa3neina) IUIAHMpYyeMble OLIEHOYHbIE CPeICTBA
AMCUUTIMHBI pe3yabTaThbl 00y4eHust
B COOTHOIIEHHH C
pe3yJbTaTamu Texkymmi IIpoMexxyTOYHBIH
00y4eHus1 mo
nporpamMmme
1. HoxymenTtsl B cucteme [I[TK831, T1K832, [IK8yl1, |Ouenka goxianos
ETC/[ [1K8y2, IIK881, IIK8B2, |TectupoBanue
IIK1131, IIK1132, 3auer
[IK11yl, [IK11y2,
[IK1181, ITK1182
2. Opranuzanus [IK831, [TK832, I1IK8y1, |Ouenka nokiagos
nokymentoobopora u  |I[IK8y2, I1IK8g1, I[IK8B2, |TectupoBanue
TEXHOJIOTHSA [IK1131, I1K1132,
JEJIONPOU3BOJICTBA [IK11yl, [IK11y2, 3auer
[IK1181, ITK1182

6.4.0neH0YHbIC MaTEePHAJIBI VI TEKYLIEr0o KOHTPOJIS

IlpuMepHasi TeMaTHKA I0KJIA10B

Paznen nucuunjanHbI

Tembl

JlokymMeHTHI B cucTeMe
EICa

1. HCJ'II/I HU3YUCHUS U 3ala4U KypcCa ACIIOIIPOU3BOACTBA, OIIPCACIICHUC

JIeNONpOU3BOACTBAa.  PoNb  JOKYMEHTAalMOHHOTO  oOecredyeHus: B
yIpaBJICHUH.

2. Kparkag  XapakTepuCTHKa  IPHKA3HOTO,  KOJJIEKCKOTO U
HCIIOJIHUTEIIBHOTO

Jenonpoun3BoacTea B Poccun.




3.HopmaruBHO-11paBoBoOE obecrieyeHne NEeSATEIbHOCTH CITyK0
JIeNIOTIPOU3BO/ICTBA,

CTPYKTYpa M COJEpXKaHHe HWHCTPYKUIUHU IO JeNONPOU3BOACTBY Ha
HPENPUSTHH.

4. TlonsiTHe «IOKyMeHT», ero (ynkius. Kinaccupukanus 10KyMEHTOB 110
OCHOBHBIM NPU3HAKAM

5. [lonsitue «pexBu3uT». [locTosiHHBIE U IEpeMEHHbIE PEKBU3UTHI.

6. XapakTepucTHKa PEKBU3UTOB 3aroJIOBOYHOM YaCTH JOKYMEHTa, HUX
MepeveHb U TpeOOBaHUS K 0(DOPMIICHHIO.

7. XapakTepucTHKa PEeKBU3UTOB COJAEPKATEIBHOM YacTU AOKYMEHTa, UX
MepeveHb U TpeOOBaHUS K 0()OPMIICHHIO.

8. XapakTepucTHka pEeKBU3UTOB OGOPMIIAIONICH YacTH AOKYMEHTA, HUX
nepeveHs U TpeboBaHus K 0pOPMIICHHIO.

9. brank TOKyMeHTa, BHJIbI OJJAHKOB OPTaHU3aIMOHHO-PACTIOPSANTEIBHBIX
JIOKyMeHTOB. TpeboBaHus k Gi1aHKam, pa3Mepbl 110J1eil OJIaHKOB.

10. Opranu3annMoHHBIE JOKYMEHTHI, NX Ha3HaueHHE U pojb. OCHOBHBIC
BUJIBI U OOMIHE MTPaBUIa OPOPMIICHHS.

11. OOmas xapakTepuCTHKa AOKHOCTHOM MHCTpyKIuu. OmnpeneneHue,
CTPYKTypa COAEpKaHUsl, MOPSA0K OPOPMIICHUS U OCHOBHBIC PEKBU3UTHI
JIOKYMEHTA.

12. llItatHoe pacnucanue. OO1Ias XapaKTepUCTUKA TOKyMEHTa; (hopMa
UCIIOJTHEHUS, CTPYKTYpa COJepKaHUs, MOPAI0K 0(hOPMIICHHS U PEKBU3UTHI
JIOKYMEHTA.

13. PacniopsiauTenbHbIE JOKYMEHTHI, UX HA3HAYSHHUE U POJIb B YIIPABICHHH.
OCHOBHBIE BU/IBI pAaCTIOPSIIUTEIBHBIX JOKYMEHTOB M O0IIHME TIpaBuIa
odopmIteHHUs.

14. Tlpuka3 mo OCHOBHOW JesTenbHOCTH. CTpyKTypa TEKCTa MpHKa3a,
MOPSIIOK €ro pa3paboTKH W mpaBmiia 0(OPMIICHUST PEKBU3UTOB. Brimucka
U3 TIpUKa3a.

15. Pacniopspkenue. CTpyKTypa TEKCTa, IpaBuia opopMIICHHS
PEKBU3UTOB.

16. Yka3zanue. OO011as XxapakTepucTUKa TIOKyMEHTa, CTPYKTypa ero TEeKCTa,
HOPSI0K U OCOOCHHOCTH 0(hOPMIIEHHUSI, PEKBU3UTHI YKa3aHHUS.

17. NudpopmaninoHHO-CIIPaBOYHbIE JOKYMEHTHI, UX Ha3Hau€HHE U poJib B
ynpasieHun. IlepedeHb OCHOBHBIX BUAOB MH()OPMAIIMOHHO-CIPABOYHBIX
JToKyMeHTOB. O0mire TpeboBaHus K 0POPMIICHHUIO.

18. Akt. O0mIas xapakTepUCTHKA JOKYMEHTA, CTPYKTYpa TEKCTa, MOPSIOK
pa3paboTKu U 0POPMIICHUST PEKBU3UTOB aKTa.

19. TIportokon. OOmas xapaKTepUCTUKA MPOTOKOJIA, CTPYKTypa TEKCTa,
MOPSIOK Pa3paboTKH U 0pOPMIICHHS PEKBHU3UTOB IIPOTOKOJIA.

20. JHoxnamnasi, oOBsicHHTeNbHas 3amucka. OOmas XapakTepHCTHKa
JIOKYMEHTOB, MOPSA0K 0(POPMIICHHS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

21. CopaBka. Bunel copaBok OOmias xapakTepuCTHKa JOKYMEHTa,
PEKBU3UTHI CIIPABOK, 0COOEHHOCTH O(hOPMIICHUSI.

1. CnyxebOHoe mucbeMo. Bunel nucem. CTpykTypa, HOpSAOK OPOPMIICHHUS,
TpeOOBaHUS K MMUCbMY, PEKBHU3UTHI HUCHMA.




Opranusanus 2. Tenerpamma u TenedgonorpamMmma. O0mas XxapakTepUCTHKA TOKYMEHTOB,
JOKYMEHTO000pOTa U

TEXHOJIOTHUS
AENONpPOU3BOJCTBA 3. JIOKyMEHTBI 1O JIHYHOMY cocTaBy. llepedeHp [TOKyMEHTOB.

nopsI0K 0hopMIIeHUST PEKBU3HUTOB.

OCO0EeHHOCTH ATUX IOKYMEHTOB.

4. OdopmiieHue KapOBIX MPUKA30B, BBIIHCKA U3 IPUKA3a.

5. O opmiieHue 3asBICHUS, aBTOOHOTpaduu, XapaKTEPUCTUKHU, PE3IOME.
6. TpynoBas kumxka. [IpaBuna opopmiieHHs TPYAOBBIX KHIKEK.

7. HomeHkmatypa Jenn Ha npeanpusaTuu, GopMupoBaHue U ohopmiieHue
Jed.

8. [ToaroroBka TOKYMEHTOB Ha apXUBHOE XPaHCHHE.

9. Opranu3zanusi ¥ 0COOCHHOCTH MPUEMA TTOCETUTENICH PYKOBOIUTEIIEM.
10. ITopsimok paboThl C MUCEMEHHBIMU OOpAIICHUSIMHU TPAK/IaH.

11. IToaroToBka 1 06CITy>KHBaHUE COBEIIAHHH.

12.  JlokymeHnTo000poT. =~ OCHOBHBIE  3Tambl  JIOKYMEHTOOOOpOTA.
TexHomorust paboThl ¢ BXOASIIMMH JOKYMEHTAMH.

13. Texnomorust 00pabOTKN BHYTPEHHUX M UCXOISIINX JTOKYMEHTOB.
14. Peructpanusi TOKYMEHTOB ¥ KOHTPOJIb CITOJHEHHSI JOKYMEHTOB

3a)lamm OJIA TCCTI/IPOBaHI/IH no AMCUMIIJIMHE IJIA OHCHKHN C(l)OpMI/IPOBaHHOCTI/I KOMHeTeHII]/Iﬁ (mln
20, max 50 + CCBLIIKY HA 9INOC c TecTaMH)
https://Ims2.sseu.ru/course/index.php?categoryid=514

Jenonpou3BoacTBO 3TO-...

-COBOKYITHOCTh pa0oT MO TOKYMEHTUPOBAHUIO YIIPABIEHUYECKOM NESTEIIbHOCTH

YUPEXKICHUHN U 110 OPTaHU3ALMHU B HUX JTOKYMEHTOB

-ohopmIiIeHHE IO YCTaHOBJICHHBIM MpaBUiiaM UH(POpPMAIIUU, HEOOXOAMMOM st

OCYILIECTBJIEHHUS YIIPABIECHYECKUX JACHUCTBHI

-TPOIECCHI, OTHOCSIINECS K 3aMUCH HHPOPMAITTH

-paboTa ¢ JOKyMEHTaMHU B COOTBETCTBUU C TPEOOBAHUSMHU JICHCTBYIOIINX 3aKOHOATEIHHBIX aKTOB
Y HOPMaTUBHO-METOJUYECKUX MaTEPUAIOB

Xon 060y)KI[eHI/IH BOIIPOCOB U PCHICHUS, IPUHUMACMBIC Ha 3aCCAAHUAX KOJUICTUAJIBHBIX OPraHOB,
COBCTax, CO6paHI/I$IX, COBCHIaHUAX (bPIKCI/Ipy}OTCSI B:

-aKTax

-0TycCTax

-[IPpOTOKOJIaX

-JOKJIagax

CobmntoieHne euHbIX TpaBU 0(popMIIeHUsI JOKYMEHTOB 00eCTIe ynBaeT:

-Ka4€CTBEHHOE COCTABIICHUE IOKYMEHTOB, IOPUINUYECKYIO CUITY JJOKYMEHTOB

-IOPUINYECKYIO CUITY JOKYMEHTOB, ONEPATUBHOCTh U KAYECTBEHHOE COCTABIICHUE JOKYMEHTOB,
OpraHu3aIio OBICTPOTO MOWCKA JOKYMEHTOB, aKTHBHOE UCIOJIb30BaHne DBM mipu cocTaBieHnun
JIOKYMEHTOB

-IOPUIAYECKYIO CUITY JOKYMEHTOB, OIIEPATUBHOE COCTABIICHUE JOKYMEHTOB

-OpraHu3alnio OBICTPOTO MOKMCKA JOKYMEHTOB, UX IOPUINYECKYIO CHITY

bmank JJIs1 BHCIIHUX JOKYMCHTOB BKIIFOYACT PCKBU3UTHI:



-5M0ieMa peanpusTHs, ero aapec

-5M0sIeMa peIpHUsITHs, €r0 HAUMEHOBAaHKE, TOYTOBBIN a/pec, HOMEP KOHTAaKTHOTO TenedoHa, Aarta u
HOMEp JAOKyMEHTa

-Ha3BaHUE MPEANPUATHS, €TO IOUYTOBBIN ajpec, 1aTa U HOMEp MUChMa

-Ha3BaHUE MPEANPHUATHS, SMOJIeMa, HOMEp KOHTaKTHOTO TejedoHa

JIyist HanTydInero NOHMMAaHUS CMBICTIA IOKYMEHTa HanOoJiee 3HAYMMYIO YacTh HY)KHO pa3MellaTh:
-B HayaJe TeKCTa

-B CEpeIMHE TEKCTa

-B KOHIIE TEKCTa

-HE UMeeT 3HAYCHUS

ITpaBoBoii cTaryc pabOTHHUKA OPraHU3alMK PETrIIaMEHTHPYETCS:
-II0JI0’KEHUEM O CTPYKTYPHOM IOJpa3/IeJICHUN

-[IPUKA30M 10 OCHOBHOM JESTEIBHOCTH

-I0JKHOCTHOM MHCTPYKIUEN

-IIPUKA30M I10 JINYHOMY COCTaBYy

K OpTraHHU3allMOHHBIM JOKYMCHTAM OTHOCATCA:

-IIPUKa3bl 110 OCHOBHOM AEATEIIBHOCTH, YCTaB, IITATHOE PACIIMCAHUE, TO/DKHOCTHBIE HHCTPYKLIMU
-yCTaB, CTPYKTypa U LITATHAs! YACIECHHOCTD, IITATHOE PACIIMCAHUE, IPaBUIIa BHYTPEHHETO PACIIOPAAKA,
JOJDKHOCTHBIE HHCTPYKLIUU

-yCTaB, IPUKA3bI [10 TUYHOMY COCTaBY, IIPUKA3bl 10 OCHOBHOU JEATEIBbHOCTH, AKThI, IPOTOKOJIBI
-aKTbl, TPOTOKOJIBI, YCTaB, YUPEAUTEIbHBIA JJOTOBOP, MPUKA3bI [0 TMYHOMY COCTaBY, OyXraJlTepCcKue
OTYETHI

JlaToii BCTyIIeHUs IpUKa3a B CUILY SIBJISIETCS:

-J1aTa ero o()oOpMIIEHUs CeKpeTapeM

-J1aTa ero MOANUCaHus PYKOBOIUTEIEM

-JlaTa JOKYMEHTa, Ha OCHOBAaHUHU KOTOPOTo 0opMIIsieTcs IpHUKa3
-JlaTa BBEICHUS €0 B JEHCTBUE, YKa3aHHAs B TEKCTE

B TekcTe mpoTokoia KpaTkoit OpMBbl YKa3bIBarOTCSL:

-MHULMAIBI U (paMUIMK TpeceaTens, CeKpeTaps U NPUCYTCTBYIOIINX, a TAK)Ke MHULIUAIIBL, (PaMHUITUN U
JOJKHOCTH JINL, IPUTJIAIEHHBIX HAa COBEILIAHUE

-CIIHCOK MPHUCYTCTBYIOIINX, pACCMAaTPUBAaEMbIe€ BOIIPOCH U MPUHSATHIE PELICHUS

-CIIHCOK MPUCYTCTBYIOLINX, TOPSIKOBBII HOMEpP BOIIPOCa MO MOBECTKE JIHS, 3ar0JI0BOK K JIOKJIany,
dbamMuIMM JOKJIaJYMKOB U BBICTYNAIOUINX B MOPSAIKE UX BBHICTYIIIICHUS

-HOMEp MPOTOKOJIa, MECTO COCTABIIEHHUS, 3aT0JIOBOK K TEKCTY, TEKCT (IIOBECTKA JIHS, CIyIIAH,
MOCTaHOBWJIM ), IOJITUCH

Kakum nokymMeHTOM oQopMIIsieTcs CMCaHnue MaTepruaioB?
-aKTOM

-IIPUKA30M 10 OCHOBHOM JEATEIBHOCTH

-IIPOTOKOJIOM

-pacropsKEHUEM PYKOBOAUTENS IIPEANIPUATUS



JIoKyMeHTOM, COJIepKaluM OOCTOSTETFHOE U3II0KEHUE BOMPOCA, OTPAKAIOIIETO MPOU3BOICTBEHHYIO
NEeSTEIbHOCTh OPTaHU3allNH, SIBISICTCS

-CIIpaBKa

-00BsICHUTEIIbHAS 3aIIICKa

-IIPOTOKOJT

-JIOKJIaIHast 3aIucKa

K mokymMeHTam Mo JTMYHOMY COCTaBY OTHOCSITCS:
-TpyJI0BbI€ KOHTPAKTHI, TPYIOBbI€ KHUXKKH, JTMUHBIC JIeJIa, 3asBJICHUS O IpUeMe Ha paboTy
-3as1BJICHHsI pAOOTHUKOB O MIPUEME U YBOJbHEHUH, pe3toMe, aBToOnorpadus

-JIMYHBIC [CJIa, TPYAOBBIC KOHTPAKTHI, IPHUKA3bI 11O J'I/C, TPYAOBBIC KHUXXKHU, INYHLIC KaPTOYKH, JIMLICBLIC
cdera 1o 3apaboTHOM miaTe
-3asiBJICHUS] paOOTHHUKOB O IPUEME U YBOJILHEHUH, PE3IOMe, aBTOOHOTrpadusi; TPYAOBbIE KOHTPAKTHI

[Tpu nmpueme coTpyaHIKa Ha pabOTy HEOOXOAUMO OOPMIICHHE CIECTYIOIUX JOKYMEHTOB:
-3asIBJICHHE COTPYIHUKA O MpUeMe, TPYI0BOU JOTOBOP (KOHTPAKT), IPUKA3 O 3aUUCICHUU
-3as1BJICHHE COTPYIHUKA O MpUeMe Ha paboTy, TpYJOBON KOHTPAKT

-[IPUKa3 O 3a4UCICHUN COTPYIHUKA Ha paboTy

-pe3ioMe, 3asBJICHHE COTPYAHMKA O IPHEME, TPYIOBOI 10roBOp (KOHTPAKT), IPUKA3 O 3a4MCICHUN

YeTkas OopraHu3anusa pa60TbI C JOKYMCHTaAMU H€O6X0)II/IM8 JJIA

-YHOPAL0YCHUSA UX PETUCTPALIMI

-IPaBWJIBHOT'O XPaHEHUS

-CO3/IaHUS ONITUMAJIbHBIX YCIIOBUHM JIs1 BCEX BUJIOB padOT C JOKYMEHTaMHU
-JIJI1 CBOEBPEMEHHOI'0 UX MCIOJIb30BaHUSA

BHyTpeHHME TOKYMEHTHI:
-pPETUCTPUPYIOTCS B I€HD TOCTYIUICHUS
-pETUCTPUPYIOTCS B EHD MOANUCAHUS
-HE PETUCTPUPYIOTCS

-pETUCTPUPYIOTCS B IEHb YTBEPKICHHUS

Kakne 1oKyMeHTBI OTHOCSTCS] K HEPETUCTPUPYEMBIM?

-paxcel, mUChbMa- 3aMpOCh

-I103/]paBUTEIIbHBIE TMCHbMA, TPUTIIAICHUS

-IIMCbMa-OTBETHI

-KOHTPAKThI U JOTOBOPA, HE COCTOSIBIIMECS MO KAaKUM JINOO MPUYUHAM

OcHoBHas OEJIb OpraHu3any KOHTPOJIA UCIIOJHCHHUSA - ...
-o0ecrieueHue CBOCBPEMCHHOI'O 1 KAYECTBCHHOT'O UCITOJTHCHUA TOKYMCHTOB
-o0ecneueHue COXPAaHHOCTH JOKYMCHTOB, YCTPAHCHUC BO3MOKHOCTH NOTCPb NOKYMCHTOB

-o0ecreueHue morcKa JAOKYMCHTOB B I/IH(I)OpMaLII/IOHHO-CHpaBOLIHLIX J1(521520,€
-IIPOBCPKAa CBOCBPCMCHHOI'O JOBCACHUA JOKYMCHTA 10 UCIIOJIHUTCIIA



Korga nokyMeHT cuuTaeTcs UCHOJHEHHBIM U CHUMAETCSI ¢ KOHTPOJIA?

-TI0CJIC MCIIOJIHCHUS 3aJaHUH

-II0CJIe COOOIIEHHUS PE3yIbTATOB 3aMHTEPECOBAHHBIM OPTraHU3aAlUSIM

-II0CJIE MPEIOCTABIECHUS TOKYMEHTUPOBAHHOT'O TOATBEPKACHUS HCIIOJIHEHUS
-KOT'/1a pe3yJIbTaThl UCIIOJTHEHUSI OTMEYEHBI HA UCIIOJITHEHHOM JJOKYMEHTE

[InanoBO-0TYETHBIE JOKYMEHTHI TPYNIUPYIOTCA B JieJia 10:

-HOMHHAJIbHOMY, aBTOPCKOMY, IIPEIMETHO-BOIIPOCHOMY M XPOHOJIOTHUYECKOMY ITPU3HAKAM
-IIPEAMETHO-BOIIPOCHOMY U XPOHOJIOTHYECKOMY IPU3HAKAM

-aBTOPCKOMY MPU3HAKY

-XpPOHOJIOTUYECKOMY ITPU3HAKY

[TpunokeHus K JOKyMEHTaM MOMELIAIOTCS B IEJI0

-B 3aBHCHUMOCTH OT JaThl UX YTBEPKIACHUS

-B 3aBHCUMOCTH OT JaThl COCTaBICHUS

-IIPUCOETUHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHH OTHOCSITCS
-(popMupYIOTCS B OTEIBHOE N0

B 3agaun SKCHCpTHOﬁ KOMHUCCHHU BXOJHNT:
'OT60p AOKYMCHTOB Ha XpaHCHHUEC NUJIK YHUUYTOXKCHUC
-IIPOBCIACHHC MCTOHHHGCKOﬁ u HpaKTquCKOﬁ pa6OTH I10 SKCIICPTHU3C HCHHOCTH JOKYMCHTOB

-IIOATOTOBKA JOKYMCHTOB K IIEpcaaiuc B FOCY,Z[apCTBeHHBII‘/‘I apxXuB
'OT60p H 1IoATOTOBKAa JOKYMCHTOB K IIEpCaaduc B FOC}’I[EI]:)CTBGHHBII‘/'I apXuB

B 3agaun apxuBa BXOJAT:

-OpraHu3alMOHHO-METOINYECKAast IIOMOILB 110 BEIEHUIO JEIIONPOU3BOACTBA

-IIPUEM, YYET, XPAHEHHUE TOKYMEHTOB, 3aKOHUYECHHBIX JIEJIONPOU3BOICTBOM

-TIpueM, Y4€eT, XpaHEHHE JOKYMEHTOB, 3aKOHYEHHBIX JIEJIONPOU3BOACTBOM; ~-MH(POPMAIIMOHHO-
cIpaBoOYHasi paboTa MO apXHUBHBIM IOKYMEHTaM MPeIPUATHS

-IPUEM, YYET, XPAHEHUE TOKYMEHTOB, 3aKOHUYEHHBIX JIEJIONPONU3BOJICTBOM JUIS UX JAJIbHENUIIErO
YHUYTOXEHUS

ITocne ucreueHus CpOKa UCIIOJB30BaAHUA JOKYMEHTA B ACJIOMPONU3BOJACTBEC OH IMMOAJICIKHUT!
-YHUYTOXKCHHIO

-nepe€aavuc B apxXuB, YHUUTOXKCHUIO UITHU HaﬂbHeﬁmeMy HCITIOJIB30BaHUIO

-Ca4ucC B YTHIIbCBIPBC

-Iepeaaluc B apxXus.

JlokyMeHTHI TiepearoTces B ['ocapxus
-TOJIKO Ha TTOCTOSIHHOE XpaHCHUE
-TOJILKO Ha BPEMEHHOE XpaHCHUE

-Ha TIOCTOSIHHOE ¥ BPEMEHHOE XpaHCHHE
-Ha JICTIO3UTAPHOE XPAHECHHE

JlokyMeHTBI, OTOOpaHHBIC B pe3yIbTaTe AKCIEPTU3HI B cOCTaB ApxuBHOTO (hoHa PD, oOpabareiBaroTCs
Y OIKCHIBAIOTCS TIOCTIE OKOHYAHHUU DKCIIEPTU3BI HE TTO3KE



-TpeX MECSIIEB
-OJJHOT'O Mecsila

-OJHOI'0 IroJa
-TPEX HEACTIb

6.5. OIIeHO‘lHLIe MaTepuaJbl 1Jid l'lpOMe)KyTO‘{HOﬁ aTTeCTallun

DoHp BOIIPOCOB JIJIAA IIPOBCACHUA IPOMEKYTOYHOI'O KOHTPOJISAA B (])opMe 3avgyeTa

Paznesa nucuunmiuabl - (Borpocsl

1. Mcropus passuTus qeaonpousBoicTsa B Poccun

. 3HaueHue CTaHJapTU3aLUU 1 YHHU(HKALUU JOKYMEHTOB

. 3nanue pexBusutoB mo 'OCTy P 6.30-2003

. Knaccuduxanus nokymeHToB

. [IpaBuina coctaBneHus TEKCTa JOKYMEHTOB

. JlaTh KpaTKyI0 XapaKTepPUCTUKY OPTaHU3aLOHHBIM TOKYMEHTaM

. VI3 kakux yacteil COCTOUT AOJKHOCTHASA UHCTPYKIIUS

. Buger npotokono. CocraBienue u opopMiieHHE TPOTOKOIOB

. JlaTh KpaTKyI0 XapaKTEpPUCTHKY PACIIOPSIIUTEIbHBIM JOKYMEHTaM
10. CocraBnenue u opopmieHrEe MPUKA30B 110 OCHOBHOM EATEIHHOCTH
11. CocraBnenue u opopmiICHHE TPUKA30B TI0 THYHOMY COCTAaBY

12. Kakue 10KyMEHTBI OTHOCSTCS K HH()OPMAMUHHO-CIIPABOYHBIM TOKYMEHTaM.
JlaTb KpaTKyro XapakTepUCTUKY

JIOKyMEHTBI B cUCTEME
EI'CA

O 0NN WN

. CocraBnenue u ohopMIIcHHE JOBEPEHHOCTH. BB TOBEpEHHOCTH.
. Buzpl u TpeboBanus K COCTaBICHUIO HOMEHKIIATYPHI JeIT.

. Opranmzanus KCrepTH3bl IEHHOCTH JIOKYMEHTOB.

. Opranmzanus J0KyMeHTO000pOTa B OpraHNU3aIHH.

. [Ipuém u nepBuuHast 06padOTKa TOKYMEHTOB.

. ®opMEBI perucTpanyy JOKyMEHTOB.

. Pabora ¢ koH(HIEHIINATPHBIMHU TOKYMEHTaMH.

. KonTtpons 3a ucronHennem JOKyMeHTA.

. [TuceMenHoe 1 ycTHOE obpaileHre rpaxaad. Buapl oOpameHus.
10. Odopmienue 1 BeieHUE TUYHBIX JI€] COTPYIHUKOB.

11. OdopmieHne u BeieHUE TPYIOBBIX KHIKEK.

Opranuzanus
JOKYMEHTO000pOTa U
TEXHOJIOT U
JIeITOTIPOU3BO/ICTBA

O©CoOoO~NOOOUTEWN -

6.6. Ikaabl 1 KPpUTEPHH OLEHUBAHHUS N0 (pOPMAM TeKYLIero KOHTPOJISA U NPOMEKYTOYHOM
arrecTauMu
IIxana 1 KpUTEPpUH OLCHUBAHUSA

Ounenka Kpurepun oneHuBanus 1Jisi MepONPUATHI KOHTPOJIA C
NPHMEeHEeHHeM 2-X 0a/17IbHOM CHCTEMbI
«3a4YTEHO» I1K831, ITK8yl, I1IK881, I1K1131, [IK11yl, TIK1181
«HE 32a4TEHO» Pe3ynbrarel 00yueHus: He ¢hOpMHUPOBaHbI HA IOPOTOBOM YPOBHE




