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PABOYASA ITPOI'PAMMA ANCLHUIIVINHbBI
JTOKYMEHTUPOBAHUE YITPAB/TEHUECKOW JEATE/IBHOCTH

Pazpensl paboyeii nporpamMmsl

1. HEJIN OCBOEHUA OV CLIUITIIMHBI

2. MECTO IMCHUITIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA U COOEP)KAHUME NVCHUITJIMHEI

4. ®OPMBI KOHTPOJIA OCBOEHUA JUCHAITJINHBI

5. YYEBHO-METOAMYECKOE 1 THO®OPMAIIMMOHHOE OBECITEUEHUWE NVCHUIIJIMHEI
6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JVCIAIT/IVMHBI

IIpunoxenusi K padoueii mporpaMMe JUCHUIUIMHBI
o Ilpunoxxenue 1. AHHOTaUUs paboyeli MpoOrpaMMBl

o Ilpunoxkenue 2. TexHonoruu ¥ GopMel 00ydeHHst
o [lpunoxenue 3. @OHABI OL}EHOYHBIX CPE/ICTB



1. E/I1 OCBOEHUA INCLHUIL/INHBI
Lenbio 0CBOEHUST JUCIUTIIVHEI SIB/IsieTCsT () OPMUPOBaHUe CIeYIOINX KOMITeTeHIIMN:

OTIK-2 — CrniocobeH ocCyiecTBaSITE cO0p, 00pabOTKY M CTaTUCTHUECKUN aHaau3 JaHHBIX, HEOOXOUMBIX [IIst
PEIIIeHUs TIOCTaB/IeHHBIX SKOHOMUYEeCKUX 3a/1au

®opMHUPOBaHUIO KOMITETEHIUI CTY>KUAT JOCTIKeHHe CIeIyIOLINX pe3y/IbTaToB 00pa30BaHMs:
OIIK-2

3HAHUS:

- CTaH/apThI YHU(PUIIUPOBAHHOM CUCTEMBI OPTraHU3aI[MOHHO-PACTIOPSIIUTe/TLHON JOKYMEHTALINH;

- CyIeCTBYIOIIME YHUDHUITMPOBAHHBIE CUCTEMEI JOKYMEHTAl[|H;

- TEeOpeTUUeCKHEe OCHOBbI W 3aKOHOMEDHOCTH [OKYMEHTALIMOHHOTO O00eCrieueHust yrpaB/ieHueCKon
JesITeNTbHOCTH;

- TEeXHOJIOTHIO pa3pabOTKX W TpaBWia OGOPMJIEHWs OpPraHM3al[MOHHO-TIPABOBBIX, PACTIOPSIUTENBHBIX U
MH(GOPMAaLIMOHHO-CIIPAaBOYHBIX JIOKYMEHTOB;

- 3aKOHOfATe/bHble, HOPMAaTWBHbIE U TIPAaBOBBIE aKThl, perVIaMEHTUDYIOI[He [JOKYMEeHTHPOBaHUe
yTpaB/ieHYeCKOU JesITeTbHOCTH;

- TpebOBaHWsT K COCTABJEHUIO, O(GOPM/IEHHI0O YHUMDUIIMPOBAHHONW CUCTEMBbI OpraHU3aIlMOHHO-
pacCIopsiAUTeTbHOM JOKyMEHTAINH;;

YMeHus:

- CJTyIIaTh, BOCTIPUHUMATH JOKYMEHTHYIO0 WHGOPMALIUIO C YUeTOM KY/IbTYPHBIX U SI3bIKOBBIX Pa3/IAUMiA;

- COCTaB/SATb JIOKYMEHTHI B COOTBETCTBUM C TpeDOBaHUSIMM  YHU(PUIMPOBAHHOW CHUCTEMBI
OpraHU3al[MOHHO-PACTIOPSIUTETLHON OKyMEHTAI[UH;

- BBISIBJISIT COCTAaB HEOOXOAUMBIX IOKYMEHTOB B KOHKPETHOM yIpaB/IeHYeCKON CUTYalUH;

- CUCTEMAaTH3UPOBaTh U 000011aTh JOKYMEHTHYIO UH(OPMAL[HIO, TOTOBUTh CIIPABKU, 0030DhI;

- pehepUpOBaTh, PeAAKTUPOBATh, PELIEH3UPOBATh TEKCTHI;

- paboraTb C HOPMAaTHMBHOM, CrelMaJbHOM U 3aKOHO/ATeNbHOW JIUTepPaTypol AJis TPAKTHUeCKOTOo
TIPUMeHEeHHs TIPH CO3/JaHKUU U 0()OPMJIEHUM JOKYMEHTOB;

- pa3pabaTtbIBaTh NPOEKThI JOKYMEHTOB;;

HABbIKU:

- BJaJieTh 3aKOHOJATe/NbHBIMU akTaMu P® B cdepe MHPOPMALMK U IOKYMEHTALIMOHHOTO ObecrieueHust
yTpaB/ieHus], yKa3amMu U pacriopsbkeHusimu [pesusenta P®, nocraHoneHusmu [IpaButenbcTea PO, HOpMaTUBHO-
MPaBOBLIMU aKTaMU (hefiepasbHBIX OpPraHOB, B 00/1IaCTH [JOKYMEHTUPOBAHUS YIpaB/ieHYeCKOW /1esTe/TbHOCTH,
rOCyJApCTBEHHbIMU CTaHJapTaMd Ha JOKYMEHThbl, YHU(UIMPOBAaHHBIMH CHCTeMaM{d Ha JOKYMEHTAallud W
0011]epOCCUIICKUME K/TaCCU(PHUKATOPaMU TeXHUKO-3KOHOMUYeCKOW M COLMaIbHOM MH(OpMaLn;

- ACTIO/Tb30BaHMsI COBPEMEHHBIX CTIOCO0O0B ¥ TEXHOJIOTHUIA CO3/1aHUs IOKYMEHTOB;

- TIpUMEHEeHUsT MeTO/IOB KOMITBIOTEPHBIX TEeXHOJIOTMA 10 cbopy, o0paboTKe, Tmepeiaud, aHanv3a
JIOKyMeHTHOU nH(bopMaluy;

- alanTHpPOBaTh K KOHKPETHBIM YCJIOBHSIM U HCTIO/Ib30BaThb TPOTPaMMHbBIE TPOAYKTHI [JIsI COCTaBIIEeHHUS,
oopmiieHHsT OpraHU3aOHHO-PaCTIOPSIUTeTbHON JOKYMEeHTALWH ¥ OpPraHU3alvi JOKyMeHT0000poTa;

- CaMOCTOATENIFHOTO TpuoOpeTaTs HOBble 3HAHWM, WCIIOB3ys COBPeMeHHble 0Opa3oBaTesbHbIe
TEXHOJIOTHH;.



2. MECTO JUCHOUIIVIMHBI B CTPYKTYPE OOII BO

Ouciumnmisa JOKYMEHTAPOBAHUE YITPABJIEHUECKOM JEATE/IBHOCTH sBnsieTcs
IUCLIUIIMHOM 00s13aTe/IbHOM yacTH 0/10Ka 1 mporpaMmbl MOITOTOBKY 10 Hanpae/ieHuto 38.03.01 DkoHomuka.

CogepxaHve  JUCLUIUIMHBI ~ SIBASIETCA  JloTMYecKuM  mipogo/pkeHnem  aucturuivH:  JJEJTOBBIE
KOMMYHUKAIIMU, 3KOHOMUKA IIPEAIIPUATHSA, BBEJEHUE B WH®OPMAIIMOHHLBIE
TEXHOJIOT'NA.

Copiep>kaHie  UCLUIIZIMHBI  BJISSIETCS OCHOBOM Jisi  ocBoeHus auciviinH: OPTAHU3AILIAA
IIPOU3BOJCTBA HA TIPEJIIPUSATUHN, YIPAB/JIEHUE IIPOEKTAMHM, BHYTPEHHUNI
KOHTPO/UIMHIT 1 AYJAUT, OCHOBBI BYXTAJITEPCKOI'O YUETA U AYAWUTA, OCHOBBI
TPYAOBOTI'O ITPABA, COLIMAJIBHO-O3KOHOMMNYECKASI CTATUCTHUKA.

IMpesBapuTe/IbHBIE KOMIIETEHLIMH, CHOPMUPOBAHHbIE Y 00yUarOILerocs 10 Hauaaa U3yueHus! AUCLUITIUHbI:

¢ OIIK-6 — CriocobeH MOHMMATh MTPUHITUIBI paOOTH COBPEMEHHBIX MHPOPMAI[OHHBIX TEXHOIOTUH 1
WCII0/Ib30BaTh UX [JI51 pellleHus 3a/iau IpoQecCcroHalbHOHN esiTeIbHOCTH

e [IK*-1.3 — CniocobeH aHa/M3UPOBaTh ¥ UHTEPITPETUPOBATL (PMHAHCOBYIO, OyXTaNTePCKYIO U HHYIO
MH(OPMALIFIO, COAePIKaLyIOCs B OTIeTHOCTH TIPeJTIPUSTHI Pa3IMUHbIX OpM COOCTBEHHOCTH,
OpraHu3saliii, BelOMCTB U UCII0/Ib30BaTh NOyYeHHble CBeJ|eHUs [J1s1 IPUHATHS yIIpaB/leHueCKUX pelleHnH
C YYeTOM MPaBOBbIX, aIMUHUCTPATUBHBIX U IPYTUX OrpaHUYeHUN

o TIK-1.4 — Crniocoben cobpath ¥ MpoaHaIM3UPOBaTh UCXO/HBIE JaHHbIE, HEOOXOAUMbIE [/ pacueTa
SKOHOMMYECKUX U COLMa/IbHO-5KOHOMUUE CKUX MT0Ka3aresel, XapakTepu3yOLUX JesTeJbHOCTb
XO3SHCTBYIOLX CyOBEKTOB

¢ ITK-94 — Crioco0eH K yrpap/eHHt0 HHbOpMaLeli ¥ JaHHBIMH, TIOUCKY UCTOUHUKOB MH(OPMau U
JAHHBIX, BOCTIPUSITHIO, aHAJTM3Y, 3aTIOMUHAHHUIO U Tlepejade HH(OPMaL[K C UCTI0/Ib30BaHNeM LM POBLIX
CpeJICTB, a TAKXKe C TIOMOIL[BI0 aJITOPUTMOB TIPH paboTe C MoTyueHHBIMA U3 Pa3/IMUHbIX NCTOYHUKOB
JAHHBIMMU C Liefbio 3((eKTUBHOTO UCTI0/Ib30BaHUS NOMyUeHHON MH(GOPMAaLUH [/ perlieHus 3aad

¢ YK-10 — CriocobeH nmpUHUMaTh 060CHOBaHHBIE 5KOHOMUYECKHe pellieHHst B Pa3/IMYHbIX 00/1aCTsIX
JKU3He/lesITe/IbHOCTU

¢ YK-3 — CrniocobeH 0CyIIeCTB/IATh COL[UATBHOE B3aUMO/IEMCTBHE U PEATU30BbIBAaTh CBOKO POJIb B KOMaH/Ie

¢ YK-4 — CrniocobeH 0CyIIeCTB/ISATh JIeJIOBYI0 KOMMYHHUKALIUIO B YCTHOM 1 MMCbMEHHOM (hopMax Ha
rocyzapcTBeHHOM si3bike Poccuiickoit ®efepalii 1 HHOCTPaHHOM(bIX) sI3bIKe(ax)



3. CTPYKTYPA U COAEPXKAHUE JUCIHUIT/IMHbI

OO0111ast TPYI0€MKOCTb AUCIMIIIMHBI COCTaB/sAeT 3 3.e., 108 u.

3.1. Copep:xanue (JUJAKTHKA) AUCHMILIMHbBI

KYPC

CEMECTP

HaumeHoBaHue Pa3fesioB M TUAAKTHYECKHX eJHHHL]

BCEI'O

AypuTopHBIe 3aHATHSA

B KOHTAKTHOH (

bopme

BCEI'O

Jlekuu

IIpakTHyeckue
3aHATHA

CamMocTosaTe/IbHass
paboTa cTyaeHToB

dopmupyemas
KoMmmeTeHuus, %

OIIK-2

Paspen 1. YnpaBieHueckasi H o) HCHas iesiTe/IbHOCTD. 1.1. Ba3oBble OHATHS
yrpaB/ieHUeCKO# JlesTeNIbHOCTH. 1.2. XapaKTepUCTHKM yTpaB/ieHueckoi 1 oprcHOI
nesire/ibHOCTH. 1.3. TIpo61ieMbl OpraHi3aLy 0(HUCHOIT JesTebHOCTH.

14

—_
jy

Paspest 2. OCHOBHBIE NOHATHA JOKYMEHTH ynpas. KOH /leATe/TbHOCTH. 2.1.
JIOKYMEHT U ero XapakTepuCTUKH. 2.2. YTipaBiieHte JoKyMeHTaMu. 2.3. CucTemMa yrnpap/eHus
JIOKyMeHTaMH.

10

11

Pa3zpen 3. B/IaHKH M COCTAaB PeKBH3HTOB yIIpaB/IeHYeCKHUX A0KYMeHToB. 5.1. Obmiue
Tpe6GOBaHMs K FOPHANUECKOH Crile i 0OPMIIEHHIO JOKYMeHTOB. 5.2. TpeGoBaHus K
0o(OpM/IeHHUIO yIIpaBIeHYeCKUX JOKyMeHTOB. 5.3. biaHK JoKymMeHTa U ero pa3HOBUAHOCTH. 5.4.
OcobeHHOCTH 0hOpM/IEHNSE MHOTOCTPaHUYHBIX [JOKYMEHTOB.

11

Paspen 4. Hopmar p 0asa JOKYMeHTH ynpaBJieHYecKoi
JeATeIbHOCTH. 3.1. Ob1iast XapaKTepHUCTHKa HOPMAaTHBHO-TIPaBOBOH 0a3bl JOKyMeHTHPOBaHHUsI
yrpas/ieH4Yeckoit festensHocTy. 3.2. [IpaBoBas 6a3a JOKYMEHTHPOBaHMS yIIpaBieHueCKOH
nesTenbHOCTH. 3.3. CTaHAapThl B JOKYMEHTUPOBAHNH YIIPaBIeHIeCKOil leTebHOCTH. 3.4.
HOpMBTV[BHLIE TIpaBOBbI€ aKThl MeXXBEJOMCTBEHHOI'O U BeJOMCTBEHHOI'O XapakKTepa.

14

11

Pa3zgen 5. OcoGenHocty opopmiieHns Hanbo/ee pacpoCcTpaHeHHbIX BUA0B
OpraHH3alHOHHO-PaCIIOPAANTE/TBHBIX JOKYMeHTOB. 6.1. IIpoToKo/bL. 6.2. AKTHL 6.3.
JloknaziHble ¥ 06bSCHUTE IbHBIE 3aMUCKY, 3asB/IeHUs, CipaBKU. 6.4. PacriopsijuTe/ibHble
JIOKYMeHTbI. 6.5. OpraHu3aL{IOHHO-TIPaBOBbIE JOKYMEHTbI.

11

12

Paspen 6. Cucrembl foKyMeHTanuu. 4.1. O61iepoccriickie CHCTeMbI JOKyMeHTaLHH. 4.2.
YHuULHPOBaHHbIE CUCTEMBI YIIPaB/IeHUeCKOH JOKyMeHTauu. 4.3. YHHUGULMPOBaHHbIE
(hOpMBI OTPAC/IeBO#t JOKyMEHTaL|H.

10

11

Paspen 7. IlucemeHHas Koppecnonpgenius. 7.1. Tenerpammel. 7.2. TenedoHHOrpammsl. 7.3.
@akcorpammsl. 7.4. CoobLLeHH s 3/IeKTPOHHOM 110uThl. 7.5. [TiCbMa, CBsi3aHHbIE C
pacnpocTpaHeHrneM nH$opmaruu. 7.6. ITucbMa, cBsi3aHHbIe ¢ 06palieHUs MK 10 TOBOAY TeX
WIM MHBIX fledcTBUiL. 7.7. [TncbMa-oTBeThI. 7.8. [I1cbMa peTeH3HMOHHOTO XapakTepa. 7.9.
TuceMa, cBA3aHHBIe C BbIpa)KeHHeM BHMMaHMs U yuactus. 7.10. PekomeH/aTelbHble 1
COIPOBO/IUTE/IbHBIE TIHChMa.

12

11

Paspgen 8. Opranusauus JoKymeHTooGopora. 8.1. [TonsiTre oKymMeHTooG0poTa. 8.2.
XapakTepucTHKH AOKyMeHTOOO0pOTa. 8.3. DTars! JoKyMeHToo60poTa. 8.4. OpraHusaryst
paGoTbI Cy»k6bl JOKyMEHTALIMOHHOrO obecreuenust yripasnenust. 8.5. OpraHusaryisi paboTs ¢
KOH(H/|eHIIa/IbHBIMHU JOKYMEHTaMH.

14

11

Paszpen 9. lokymeHTHpOBaHHe padoThi ¢ mepcoHaioM. 9.1. Komrieke kagpoBoit
JloKyMeHTaLuu. 9.2. JJoKkyMeHTUpOBaHHe rpyema Ha pabory. 9.3. JJoKyMeHTHpOBaHHe repeBo/ia
COTPYAHHMKOB Ha JIpyryio paboty. 9.4. [IoKkyMeHTHpOBaHHe MOOIPeHHst paGOTHUKOB 1
Ha/I0KeHUs! IMCLUITIMHAPHBIX B3bICKaHUH. 9.5. JJOKyMeHTUPOBaHHe YBOJIbHEHHs pabOTHHKa.

14

11

Bcero 3a 4 cemecTp

108

51

34

17

57

100

Bcero o AucyuninHe

108

51

34

17

57

100

3.2. AyAUTOPHBIM NPAKTUKYM

Ne
n/n

Homep u HaumeHOBaHMe pa3je/ia JUCHUITHHBI

Tema MNPAaKTHYE€CKOI'0 3aHATUA

Oo0nemMm,

ayp,.
JacoB

Paznen 1. YripaBneHueckasi U oucHas [iesiTe/IbHOCTb.

N3 Ne2. OcdopmieHre CTPYKTYpbI
OpraHu3salLuu

Pazznen 3. ByiaHKM U COCTaB PEKBU3UTOB
yTpaB/eHYeCKUX J0KYMEHTOB.

N3 Nel. OdopmieHure 6/1aHKOB
OpraHu3aLuu.

Paspen 5. OcobenHocTy odopmiieHus: Hanbosee

W13 Ned. Pa3paboTka 1 oopmiieHHe

3  |pacnpoCTpaHeHHBIX BU/IOB OpraHHU3aLiOHHO- OpraHu3alMOHHO-PaCHopsAUTe/bHbIX 4
pacrnopsiiuTebHbIX JOKYMEHTOB. IOKYMEHTOB.
4 |Paspen 7. IluceMeHHast KOppeCHOHAeHLA. W13 Ne5. OdopmieHre mmceMm. 2

Pasznen 8. Opranusarys 0KyMeHToobopoTa.

N 13 Ne6. OdopmiieHHe TIONOKEHHS 00
oTesne

Pazzgen 9. JJokyMeHTHPOBaHUe PabOTHI C IEPCOHATIOM.

W3 Ne3. OdopmiieHHe IITaTHOTO
pacnucaHusl.

Bcero 3a 4 cemecTp 17
3.3. CamocrosTenbHas pabora crygenrta (CPC)
Ne Homep 1 HauMeHOBaHUe pa3jena O0beMm,
Cojep>kaHue yueOHOTo 3a/[JaHHsA
n/n JUCLHMILIUHBI 4acoB

33580




Pazzen 1. YripaBneHueckas ¥ opucHas | YriyOnéHHOe n3yueHue U ped)eprpoBaHue CrieluanabHON 6
JleATeNbHOCTb. JIMTEepaTypsbl, IEKLIMOHHOIO MaTepuasa I10 BOIIpocam
paszena; BbinonHeHue V/13; moaroToska K
IMarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u pedepupoBaHue CrieluaabHON
Paspen 2. OcHOBHbIe MTOHATHS y Y pedepup !
. |[MTepatypsl, IEKLIMOHHOTO MaTrepuasa o BOIpocam
JOKYMEHTHPOBAHMSA yIIpaB/IeHUYeCKOU o 6
pazjiesna; MOArOTOBKA K AMAarHOCTUUECKOU paboTe U
AeAaTe/IbHOCTH. 3auery.
YrnybnénHoe uzyueHve u pedeprupoBaHUe CrielraabHON
Pa3gen 3. bnanku u coctaB y Y pedepup 5
JIUTepaTyphbl, JIEKLIMOHHOTO MaTepuasia o BOIpocam
PEKBU3UTOB YIIpaB/IeHUYeCKUX 6
paszena; BbimosiHeHre V/13; moAroToBka K
JAOKYMEHTOB. o
JMarHOCTUUeCKOH paboTe U 3aueTy.
YrnybnénHoe uzyueHve U peeprupoBaHue CIielaabHON
Pasznen 4. HopmaruBHO-TipaBoBast 6a3a y Y pedepup 1
< |[/IMTeparypsl, JIEKLIMOHHOIO MaTepHrasa I10 BOIIpocaMm
JOKYMEHTHPOBAaHUA yIIpaB/IeHuYeCKOU o 9
pasjiena; TIOATOTOBKA K AMAarHOCTHUECKOH paboTte 1
nesTesbHOCTH. saueTy
Pa3pen 5. OcobenHocTH ohopmiteHus |YrmyOnéHHOe u3yueHre U pedeprpoBaHue Criel[uaTbHOM
Hanbosee pacripoCTPaHeHHBIX BUIOB IUTEPATYPHI, IEKIIMOHHOTO MaTepyrasa 1o BOIpocam 6
OpraHMU3aljMOHHO-PacoOpSAUTe/IbHBIX (pa3zerna; BblnonHeHnue M/13; noaroroska K
JIOKyMEHTOB. JVarHOCTUYeCKOl paboTe U 3aueTy.
Yrny6néHHoe uzyueHve u peepupoBaHye CrielraabHON
JIMTepaTypsbl, IEKLIMOHHOIO MaTepuasa 10 BOIIpocam
Pa3pen 6. CrcTeMbl JOKYMeHTaLUH. PaTYPbL, . P o P 6
paszjena; MoAroTOBKA K AMAarHOCTHUUECKOU paboTe U
3ayery.
Yrny6nénHoe usyueHve u pedepupoBaHue CrielraabHON
Pasgen 7. IluceMeHHas JIUTepaTypel, JeKLIMOHHOI'0 MaTrepura’a 10 BoIpocaM 6
KOppeCIOHIeHLs. paszena; BeinonHeHue V/13; moaroToBka K
JIMarHOCTUYEeCKOM paboTe U 3aueTy.
YrnybnénHoe usyueHve u pedeprupoBaHUe CrielraabHON
Paspen 8. Opranusanus JIUTepaTypsbl, TeKLIMOHHOTO MaTepuraJsa o BOIpocaM 6
TOKyMeHT0000poTa. pa3zena; BbimosiHeHre V/13; moAroToBka K
[MarHOCTUYeCKOH paboTe U 3aueTy.
YrnybnéHnHoe u3yueHve U peeprupoBaHue CIielaabHON
Pa3zpen 9. [lIokymMeHTHpOBaHHe PabOTHI |TUTEPATYPHI, JIEKIIMOHHOTO MaTepyrasa 1o BOIIpocam 6
C TIEPCOHAJIOM. pa3zena; BbimosiHeHHe V/13; moAroToBka K
TMarHOCTUYeCKOU paboTe U 3aueTy.
Bcero 3a 4 cemecTp 57
4. ®OPMbI KOHTPOJISA OCBOEHUSA INCITAIT/INHBI
CEMECTP HEJAEJ/IN CEMECTPA
1 2 3 4 5 [6] 7 8 9 |10 11 12 13 | 14 | 15 |16| 17
Bonp.
nri3 nri3 nri3 KIloc KTIloc KTIloc 3au
KTIloc ’|KIIoc > KIToc| AP ’|KIToc ’|OP|KIIoc ’|KIIoc ’|KToc| P ’
KIloc KIloc A KIloc UII13 A HII3 HII3 A Klloc,
3a4.

YcnoBHBIE 0003HAUEHHST:
e JTP — auarHocTuueckasi paboTa;
e KIloc — KOHTPO/Ib TIOCEIaeMOCTH;
o UII3 — unavBUyaibHOE NIPAKTHUeCKoe 3aZjaHue;
¢ Bormp. 3a4 — BONPOCHI K 3a4eTy;
e 3au. —3ayeT.

TeKyuii KOHTPOJIb yCIIeBaeMOCTH CTY/|eHTOB NPOBOJIUTCS B IMCKPETHbIE BpeMeHHble NHTEPBa/IbI B
crenyronmx GopMax:

JIMarHocThueckas pabora;

KOHTPOJIb MOCEIIaeMOCTH;
WHAWBUYya/IbHOE IIPDAKTUYEeCKOE 3a/laHHE,
BOTIPOCHI K 3aUeTy.

IIpomexyTouHasi aTTecTanys MPOBOAUTCS B popMax:

7
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5. YYEBHO-METOANYECKOE Y TH®OPMAIIMOHHOE OBECIIEUEHUE
TACHUATUIAHBI

5.1. OcHoBHas auTeparypa o AUCLUIIIUHE:

1. U. K. KopHees, A. B. ITiienko, B. A. MaypiieB. . JlokyMeHTUpOBaHUe yTIpaBieHueCcKo esaTe/TbHOCTH.
Mockga: HOpaiit, 2022, 351. pec.

5.2. [lononHWTeNbHAS IUTEpaTypa Mo JUCLUIIIVHE:
He TpebyeTcsl.
5.3. [lepuognyeckuie U3faHUS:
1. ABTOMAaTH3aLMA [IPOLIECCOB yIIPaB/IeHMs;
2. Kagposoe geno;

3. CouuanbHble U T'yMaHUTapHble 3HAHUA.

5.4. TlepeueHb pecypcoB HH()OPMAITMOHHO-TeIeKOMMYHUKAITHOHHOMN ceTy "VIHTepHeT", HeoOXOAUMBIX [IIst
OCBOEHUS JUCIUTIIHEI, 3/IEKTPOHHbIE OMO/IMOTeUHbIE CHCTEMBI:

1. https://urait.ru/book/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470 — KopHees U.
K., ITimenko A. B., Mamypiies B. A. JlokyMeHTHpOBaHWe yrpaBieHuUeCKOU JesiTelbHOCTH — KYIIUTh,
yuTaTh OH/MAkH. «FOpaliT».

CoBpemMeHHbIe TipodeccroHabHbIe 0a3bl JaHHbIX:

1. https://rusneb.ru — HainonanbHast snektponHasi 6ubmoreka (HOB);

2. https://cyberleninka.ru/ - Hayunasi snekrponHas 6ubmoreka «KubeprieHUHKa»;
http://www.rfbr.ru/rffi/ru/library - [ToTHOTeKCcTOBast 3/1eKTpOHHas 6ubmoTeka Poccutickoro donzia
(yHaMeHTaIbHBIX UCCITeI0BaHHIM.

WHdopmalmoHHbIe CIpaBOYHbIE CUCTEMBI:

1. TexskcriepT — VIHbOpMalLMOHHBIH 1TOpPTaI TEXHUYECKOTO perynupoBaHusi: Hopmel, paBusia, cTaHAapThl PO;

2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - B[] TOCTos
cobcrBeHHoM reHepauun BI'TY "BOEHMEX" um. [I. ®. YcTHHOBa;

3. http://www.consultant.ru/- KoncynerantIlmoc- nHbopMaloHHbIH 1TopTas MpaBoBo MH(OpMaLiH.

5.5. IIporpamMmMHoe obecrieueHue:

1. Microsoft Office.

5.6. 'HdopMaIiioHHbIe TeXHOJIOT U

B3auMozelicTBue ¢ oOyuatotrumucs nocpeacteoM DVIOC Moodle BI'TY «kBOEHMEX» um. I.®. YcTuHoBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUII/IMHbI

6.1. JIeKijuoHHbIE 3aHSATHS:

Criel[UaTM3upOBaHHbIe TpeboBaHMs 110 000PY/[0BaHUIO OTCYTCTBYIOT; ayAUTOPHS C TIOCAJI0YHBIMUA MeCTaMU
10 KOJIMYEeCTBY CTYZIeHTOB; [JOCKa.

6.2. IlpakTH4YecKye 3aHATHA:

1. IIpoexrop;
2. Microsoft Office.

6.3. IIpouee:

1. pabouee MecTO IIperofaBaresisi, OCHaIlleHHOe KOMIIBIOTEPOM C AOCTYTIOM B VIHTepHeT;
2. pabourie MecTa CTYZIeHTOB, OCHAIl[eHHbIe KOMITBIOTEPAMU C JOCTYTIOM B VIHTepHeT, ipeiHa3HaueHHbIe [JIist
paboThI B 3/1eKTPOHHOM 00pa3oBaTesibHOMN cpefe.
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IIpunoxenue 1
K paGoyeli MporpaMme JUCIUTLTHHBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

AHHoTanusa padouyei MPorpaMmel

Ouciynmisa  JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOW JEATE/IBHOCTU sBisercs
IUCLIUIIMHOY 00s13aTe/IbHOM YacTu 0/10Ka 1 mporpamMmbl MOJrOTOBKY 10 HarpaieHuto 38.03.01 DkoHomuka.
[ucuurivHa peanusyetcs: Ha ¢akynbTeTe P Me)kayHapoJHOTO MPOMBIIIIEHHOTO MeHeXKMeHTa U KOMMYHUKaIU
BI'TY "BOEHMEX" um. [1.®. YcruHosa kadezapoit P1 MEHE/DKMEHT OPTAHU3ALUN.

[ducuynivHa HaljesieHa Ha GOPMUPOBaHUe KOMNemeHYuli:
OTIK-2 CniocobeH ocyiecTBisaTh c6op, 06pabOTKy M CTAaTUCTUUECKUM aHa/lU3 JIaHHbIX, HEOOXOOUMBIX [IIst
peleHrs rMoCTaB/JIe€HHBIX SKOHOMHWYECKUX 3a/iay.

Copiep)kaHuie [UCIMIUTHHBI OXBAaThIBA€T KPYr BOMpPOCOB, CBA3aHHBIX C OpraHu3allyell yIpaBlIeHUeCcKOro
JOKyMeHT0000pOoTa, TeopeTUYeCKHe OCHOBBI PO/ JOKYMEHTa U MH(OpPMAIMK B yIpaB/JeHYeCKOM IPOLIECCe, ero
Pa3BUTHH, CHCTEMAx [OKYMEHTAL[MM, a TakXe COBpPeMeHHble TpeDOBaHUS, TpeIbsAB/IsSEMble K COCTaB/IEHHIO,
0(hOpM/IEHHIO, ZIBIXKEHHIO U 00pabOTKU [OKYMEHTOB. PacKpbIBAaHOTCS BOIMPOCHI 3aKOHOMEPHOCTH 00pa3oBaHUsI
JOKYMEHTOB, CMOCOOBI WX CO37aHUs, (DYHKIMH, CBOWCTBA, CTPYKTYpa [OKYMEHTA, MPUHLIMIBLI OpraHu3aliuu
IIOKyMeHT00bopoTa.

ITporpamMMoi AUCLMITIMHBI IPeJYCMOTPEHBI C/IeIYOIIVE BHbI KOHTPOJIS:

TeKymuii KOHTPOJIb yCIIeBaeMOCTH CTY[|eHTOB MPOBOJIUTCS B AMCKPETHbIE BpeMeHHble HHTEPBa/IbI B
cnenyronmx GopMax:
e JMarHoctuueckast paboTa;
*  KOHTDOJIb TIOCEIIaeMOCTH;
® WHAWBUAYA/IbHOE ITPAKTUYECKOE 3a/laHHE,
e BOMPOCHI K 3aUeTy.

ITpomeKyToUHasi aTTeCTalMsA IIPOBOJUTCS B hopMax:
e  3auerT.

OOmiasi TPy/0EMKOCTb OCBOEHHUSI [JUCLMIUIMHBI cocTaBiseT 3 3.e., 108 u. TIporpamMMoii [JUCLIUTUTUHEI
MpeAyCMOTPEHBI JIeKIIMOHHbIe 3aHATHS (34 u.), mpaktuueckue 3aHatusi (17 4.), camocrosTenbHass paboTa
cryzaenTa (57 4).
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IIpunoxxenue 2

K paGoyeii IporpaMme JUCIHUTLTHHbBI
JOKYMEHTUPOBAHUE YIIPABJIEHYECKOU JEATE/IBHOCTH

TEXHOJ/IOTYN 1 ®OPMBI OBYUYEHUA

PekoMeH/JaLi¥ 110 OCBOEHHIO JUCIUIIMHBI /I CTyi€HTa

TpynoeMKOCTb OCBOEHUSI AUCLMIUIMHBI cocTaBiseT 108 u., u3 HUX 51 4. ayAUTOPHBIX 3aHATUH, U 57 u.,

OTBe/IeHHBIX Ha CaMOCTOSITeNIbHYI0 paboTy CTyzeHTa.

PeKOMEH,Z[aL[I/II/I Mo pacripe/iej1eHu0 y‘-IE6HOFO BpeéMeHHU 110 BHhaM CaMOCTOSITeTbHOM pa6OTLI " pa3nesjiaMm

JUCLIUTIIMHBI TIPUBEZIEHBI B Tabuile.

KoHTpo/ib 0CBOEHUS TUCLIMTTUHBI TIPOU3BOJUTCS B COOTBETCTBUU C TT0/I0KEHUEM O TEKYILEM, PyOeKHOM
KOHTPOJIe YCIIEBAEMOCTH Y TIPOMEXXYTOUHOM aTTeCTal[ui 00yUaroIUXCsl.

®opMBI KOHTPOJISI U KPUTEPHHU OL|eHWBaHWs TIPYBeZeHb! B ITPUIOKeHHH 3 K Paboueli mporpamme.

HaumeHoBaHue padoThl PexkomeHnjyemasi iuTeparypa prn?{?ZKOCTB’
Pa3pen 1. YnpaB/iieHueckas U opricHas e TeTbHOCTb.
Yrny6néHHoe u3yueHue u peepupoBaHue . K. Kophees, A. B. ITimenxko, B. A.
CreLidasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Maiuypiies. . [JoKkymMeHTHUPOBaHKe 6
TI0 BOTIPOCaM pa3ziesa; BeiroaHeHre M/13; noaroroeka yTIpaB/ieHUe CKOM /esTeIbHOCTH:
K IMarHOCTUUECKOM paboTe U 3aueTy. Mocksa: FOpaitr, 2022 (1)
Wroro no pasgeny 1 6

Pa3gen 2. OCHOBHBIE OHATHSA JOKYMEHTHPOBAaHHA yNIPAB/JIeHYECKOHU AeATeTbHOCTH.

Yrny6néHnHoe u3yueHue v pedeprpoBaHye
CreluaIbHOM TUTeparyphbl, TEKIIAOHHOTO MaTepraa

N. K. Kopnees, A. B. ITimenko, B. A.
Mauypues. . JIoKyMeHTHpOBaHUe

T10 BOTIPOCAM paszziesia; MOoAr0TOBKa K yTIpaB/ieHUeCKOM 1esTeIbHOCTH: 6
TUArHOCTUYeCKOU paboTe U 3aUeTy. Mockga: FOpaiit, 2022 (2)

Wroro no pasgeny 2 6

Paspen 3. biiaHkM M COCTaB PeKBH3MTOB yIIPaB/IeHYeCKHUX [JOKYMEHTOB.

Yrny6néHHoe u3yueHre v pedeprupoBaHe . K. Kopnees, A. B. ITimenko, B. A.
crieLianbHOM IMTepaTypsl, JeKIJMOHHOTO MaTepuasa Maiuypues. . [JokymeHTHpOBaHKe 6
T10 BOMIpOCaM paszziesia; BelnoaHeHye M/13; noaroroeka yrpaBieHYeCcKOU JiesITelIbHOCTU:
K JUarHOCTHUYeCKOU paboTe U 3aueTy. Mockga: FOpaiit, 2022 (5)

Wroro no pasgeny 3 6

Pa3pen 4. HopmaTuBHO-1IpaBoBas 0a3a JOKYMeHTHPOBAaHMA yIIPaB/IeHYeCKOH AesTeTbHOCTH.

YrnybnénHoe n3yueHue 1 pedeprpoBaHye
CreryanbHON TUTepaTypsl, IEKLHOHHOTO MaTeprana
TI0 BOTIPOCAM pa3fienia; MoJroToBKa K
TMarHOCTUYeCKOM paboTe U 3adeTy.

. K. Kopnees, A. B. ITimenko, B. A.
Mamypues. . JlokymeHTHpOBaHKe
yIIpaB/ieHYeCKOl eTeTbHOCTHU:
Mockga: FOpaiit, 2022 (3)

Wroro no pasgeny 4
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Paspen 5. Oco6enHocTH ohopmieHHs Hanboslee pacpoCTPaHEHHBIX BH/I0B 0PraHU3alIOHHO-
PacnopsiiUTeIbHBIX JOKYMEHTOB.

Yrny6nénHoe usyueHue 1 peeprpoBaHue
CleliMabHON JIUTeparypel, JIEKLIMOHHOTO MaTeprana

H. K. Kopaees, A. B. ITienko, B. A.
Mamypues. . JlokymMeHTUpOBaHUe

CHEHHaHLHOﬁ JINTePAaTyphbl, IEKIITHOHHOT'O MaTepuradJiad

12

T10 BOIIPOCaM paszesia; BbirosiHeHue 1/13; noaroroeska yIIpaB/ieHYeCKOH eATeTbHOCTHU: 6
K IMarHOCTUUEeCKOH paboTe U 3a4eTy. Mocksa: FOpaiit, 2022 (6)
Wroro no pasgeny 5 6
Pazgen 6. Cucremsbl JOKyMeHTaI[UH.
YrnybnéHHoe u3yueHue u peeprupoBaHue N. K. Kophees, A. B. ITimenko, B. A.
CreLiMasbHOM IUTepaTyphl, TeKIIMOHHOTO MaTepuasa Mamypues. . ﬂoFyMeHTHpOBaHHe 6
T10 BOIIPOCaM pas/ie/ia; oAroTOBKa K ynpaB/ieHUeCKOU [1esTebHOCTH:
[TMarHOCTUYeCKOH paboTe U 3aUeTy. Mocksa: FOpaitr, 2022 (4)
Wroro no pasgeny 6 6
Pazpgen 7. [IncbMeHHas1 KOppeCcnOHAEHLUSA.
Yrny6néHHoe u3yueHue v peepupoBaHe . K. Kopaees, A. B. ITimenko, B. A. 6

Mauypues. . JIoKkyMeHTHpOBaHUe
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T10 BOIPOCaM pas/Zieia; BbinosHeHre VJ13; noaroToBka yTIpaB/ieHUe CKOM /esTeIbHOCTH:
K JMarHOCTUUECKOU paboTe U 3auerTy. Mockgsa: FOpaiir, 2022 (7-9)

Wroro no pasgeny 7 6

Pa3gen 8. Opranu3sarusi JOKyMeHT0000poTa.

Yrny6néHHoe u3yueHue v peepupoBaHe N. K. Kopnees, A. B. ITimenko, B. A.
creLiarbHOU IUTepaTypsbl, JeKLIMOHHOTO MaTepuasa Mamypues. . [lokymeHTHpOBaHNe 6
TI0 BOIIPOCaM pas/iesia; BbinoaHeHue VJ13; nosrotoska yIpaBieHUYeCcKOU JiesiTelIbHOCTU:
K JUarHOCTHYeCKOU paboTe U 3aueTy. Mockga: FOpaiit, 2022 (10-12)

Wroro no pasgeny 8 6

Pazgen 9. /loKkyMeHTHPOBaHHE PAaG0THI C IEPCOHAJIOM.

Yrny6néHHoe u3yueHre v pedeprupoBaHre N. K. Kopnees, A. B. ITimenko, B. A.
crielianbHOM IMTepaTypsl, JeKIJMOHHOIO MaTepuasa Mamypues. . JlokymeHTHpOBaHNe 6
T10 BOIIPOCaM pas/iesia; BbinosHeHre VJ13; nogroroska yIpaBieHYeCcKOU JiesTelbHOCTU:
K JMarHOCTHUeCKOM paboTe U 3auerTy. Mockgsa: FOpaiit, 2022 (14)

Wroro no pasgeny 9 6
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IIpunoxxenue 3
K paGoyeli MporpaMme JUCHUTLTHHbBI
JOKYMEHTHUPOBAHUE YIIPAB/IEHYECKOMU JEATE/IBHOCTU

®OH/] OIEHOYHBIX CPEJCTB

®DOoH/| OLIEHOYHBIX CPEZICTB, MO3BOJISOIHE OLIEHUTh Pe3yJIbTaThl 00yUeHuUs 110 JAHHOW JTUCLIMTUIUHE, BK/IIOUAKOT B
cebs:

e IUarHocTuyeckas pabora

*  KOHTDOJIb TIOCEIIaeMOCTH;

e BOIPOCHI K 3aU€TYy;

® UWHAUBHUAYA/IbHOE ITPAKTUYECKOE 3a/laHHE,
e 3ayerT.

Kpurepuu oneHMBaHusA

JuarHocruueckasi padbora
Iuarnoctuueckas pabora npoBogurcs B popme Tecta B SMIOC Moodle:

* TIpY IIPaBWIBHOM OTBeTe MeHee 4eM Ha 60% BOMNPOCOB - He arrecTaLys;
* [IpY TIpaBUIBHOM OTBeTe Ha 60% BompocoB 1 bojiee - aTTecTarys.

KoHTpoJb nocemaemMocTu
[Muara3on 6amoB ot 0 g0 10.
Bansnel 3a moceraeMoCTb ayJUTOPHBIX 3aHATUI paCCUUTBHIBAIOTCS 110 GopMyIie:
B3I1=KII3/KA3x10,
rae B3I1 — 6aiel 3a mocerrjaeMocTb, KI13 — Ko/mMueCcTBO TOCEITeHHBIX 3aHIThi, KA3 — KOTU4eCTBO ayJUTOPHBIX
3aHATHI.
Pe3synbTar OKpyrasieTcss K HaMeHbIlIeMy 3HaueHHIO.

Ecnu crygenTt nponyctil 3aHsaTHe(Hst) 10 YBOXUTEIbHOM [IPUUMHE, TO 0asIibl 3a TIOCEIaeMOCTh ayAUTOPHbIX
3aHSATUN PaCCUMTHIBAIOTCS 110 popmyrie:

B3IT=(KII3-KITP3)/(KA3-KIIP3)x10,

rae B3I1 — 6anel 3a moceraemMocTts, KI13 — komyuecTBO noceteHHBIX 3aHsATui, KA3 — KomiuecTBO ayMTOPHBIX
3aHsATUH, KI1P3 — Ko/inueCTBO NMPOMYLEHHBIX [10 YBAXKUTE/IbHOM [IPUYKHE 3aHATUI.

Pe3ynbTar OKpyI/sieTcs [0 11e/10r0 uuc/ia K HauMeHbIlIeMY 3HaueHHIO.

ITepeueHb yBa)KUTE/NbHBIX IPUUMH NIPUBEJEH B NOC/IEJHEN peJjaKLiMM MOJI0KEeHUS O IPOMEXXYTOUHOM arTecTaluy
U TeKyllleM KOHTpOJIe yCIeBaeMOCTH YHUBEPCUTeTa.

Bonpocsl k 3auery
1. Ba3oBble NOHATHS yIIpaBaeHUECKOH JlesTe/IbHOCTH: CUCTeMa, CBOMCTBA CUCTeMBI, 0011jasi cxema U
CTPYKTypa CUCTeMBbI YIIPaB/IeHNUS,;
. IlonsTre 1 XapakTepUCTHKU YIIpaB/lIeHUeCKON U O(UCHOH [leSTeNIbHOCTH;
. IIpocTpaHCcTBeHHbIe XapaKTePUCTUKU O(UCHOM JesATeTbHOCTY;
. BpeMeHHbIe XapaKTepUCTUKU O(UCHOM JleSITe/IbHOCTH;
. KazipoBble XxapakTepuCTUKU O(UCHOM J1esTeNIbHOCTH;
. [IOKyMeHT U ero xapakTepuCTHKU;
. YripaBsieHve JOKyMeHTaMW;
. CucreMa yripaB/ieHHs JOKYMeHTaMuy;
. Byl HOpMaTHBHO-TIPaBOBBIX JOKYMEHTOB U UX OIpeZie/IeHNsT;
0. ITpaBoBast 6a3a JOKyMeHTHPOBaHHS yIIpaB/ieHUeCKO! JIesTeTbHOCTH;
1. O61mepoccHiicKre CUCTEMBI JOKyMEeHTALIWH;
12. YHuduipoBaHHbIe CUCTEMBI YITPaBIeHUeCKON JOKYMeHTalWH;
13. ToHsiTHe TenerpamMMbl. Bugibl 1 0c06eHHOCTH 0QOPMIEHHS ¥ OTIIPABKH TeJierpaMm;
14. Tlonsitue TenedoHorpammel. OcobGeHHOCTH 0(OPMIIEHHS U OTIPABKU Tese(OHOTpaMM;
15. Tousitre dakcorpammbl. OcobeHHOCTH 0(OPMIIEHHS 1 OTIIPABKU (aKCOrpamMm;
16. DnekTpoHHAas MouTa. PeKBU3UTEI COOOILEHHS 3/IEKTPOHHOM MOUTHI M 0COOEHHOCTH WX 0 OPMIIEHHS;
17. TInuceMa, CBsi3aHHBIE C PaclipoCcTpaHeHHeM WH(OpPMaLWK: BUBI U 0COOEHHOCTH UX 0OpMIIeHNST;
18. ITrceMa, CBsi3aHHbIe C 00palleHUsSIMU TI0 TTOBOAY TeX W/IM MHBIX JAeHCTBUIA: BUABI M1 0COOEHHOCTH WX
oopmieHus;
19. IT1cpMa-0TBeTHI: BUABI U 0COOEHHOCTH UX 0)OPMIIEHNS;
20. ITvcbMa npeTeH31OHHOTO XapaKTepa: BUJBI U 0COOEHHOCTH UX 0()OPMIIEHNS;
21. ITucbMa, CBsI3aHHBIE C BEID&KeHNEM BHUMAHHS M yYacTyst: BUZIBI 1 0COOEHHOCTH UX 0GOPMIIEHHS;
22. PekoMeH/jaTeIbHbIE U COTIPOBOAWTE/IbHBIE ITMChMa: XapaKTepHUCTHKA M 0COOeHHOCTH 0OpMIIeHYS;

= OO UThA WN
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23. XapaKTepUCTHUKH U ITarbl JOKyMEHTO000pOTa;

24. KoMriieKkc KaipoBOM JOKyMeHTalUU: TI71aHOBasi JOKyMeHTaLIUs;

25. KoMriiekc KaipoBOi JOKyMeHTal[K: OpraHK3al[MOHHO-TIPaBOBast JOKyMeHTaLUs;

26. KoMmrinekc KaipoBoil JOKyMeHTaL|U: NTepCoHabHast JOKyMeHTaLUs;

27. KoMrisekc KaIpoBOM JOKyMeHTallU: JOrOBOPHasl JOKyMeHTAaLUsI;

28. KoMrisiekc KaipoBOM JOKyMeHTallU: PacropsiiuTe/ibHas JOKyMeHTaLus;

29. KoMriniekc KaipoBOM JOKyMeHTallUU: yueTHasl KaipoBasi JOKyMeHTaLlus;

30. Komriiekc KaZipoBoii IOKYMeHTaLWK: JOKYMeHTal¥s TI0 YUeTy UCIOIb30BaHUsI pabouero BpeMeHH U PacueToB
C TIepCOHAJIOM II0 OIljiaTe TPYZa;

31. Komruiekc KafipoBOi JOKyMeHTAaLMW: OTYeTHasi U OTYeTHO-CIIpaBOYHasl JOKyMeHTaLlus;

32. [ToKyMeHTHUpOBaHue MpHeMa COTPYAHUKA Ha paboTy;

33. [JokyMeHTUPOBaHKe epeBofia COTPYAHMKA Ha JIPYTYI0 paboTy;

34. JokyMeHTUPOBaHKe MOOIPeHHs PAOOTHUKOB U HaJIOXKeHHS TUCLITUTMHAPHBIX B3bICKAaHHIM;
35. [loKyMeHTHUpOBaHUe YBOIbHEHHST paOOTHHKA.

HWNuauBUayaibHOE NPaKTHYeCKoe 3afiaHue

VuauBuayanbHOe AoMaiiHee 3aaHue Nel "Pa3paboTka 6/1aHKOB opraHu3aiuu. [Iana3oH oleHKd oT 0
[0 5 6a10B. MakCcHUMaibHOe KOTMUeCTBO 6ajioB CTaBUTCS TIPU YCI0BUH cauu V13 BoBpems u 6e3 ommboK. 3a
KaKAYI0 He/le/Tio IPOCPOYKH cHUMaeTcs 1 6ait. 3a KaKayro uTepariuio (TIoMbITKY) ciaud paboThl, KpoMe TepBOH,
cHumMaetcsa 1 6an. PaboTa Mo yCMOTPEHHIO MperogaBaTesist MOXKET ObITh IPUHATA C OIIHOKAMH, eCJTU UX
KOJIMUECTBO COCTaBJIsIeT He Oojiee TpeX, HO MPH 3TOM 3a KaXKAYIO OIIMOKY cHUMaeTcs 1 6ast.

NupuBuayanbHoe AomaiiiHee 3agaHue No2 "TIpoekTrpoBaHye U oopMiieHUe CTPYKTYpPbl OpraHu3aiyun’.
[uara3on oneHku ot 0 g0 5 6awtoB. MakcuManbHOe KOJTMUeCTBO 0aJIIOB CTaBUTCA MPH yCioBuU caaun 1713
BOBpeMs U Oe3 ommboK. 3a KayKIyr0 HeJlesTo MPOCPOUKH cHUMaeTcs 1 6amt. 3a KKyt UTeparuro (TIOTNBITKY )
c/laum paboThI, KpoMe TIepBoi, cHUMaeTcs 1 6ayut. PaboTa 1o yCMOTpeHHIo MperofiaBatesist MOXKeT ObITh MPHUHSTA
¢ omnbKamMH, eIl UX KOJTHUECTBO COCTaB/IsIeT He Dosiee TpeX, HO MPY 3TOM 3a KaXKAyIo OIMOKy cHuMaetcs 1
Oan.

NupuBuayanbHoe gomaiiHee 3agaHue Ne3 "TIpoekTrpoBaHue U oopM/ieHHe ITaTHOTO pacnucanus’. Jluana3oH
otieHk# ot 0 10 10 6a/mmoB. MakcrManbHOe KOJTHUeCTBO 0a/lioB CTAaBUTCS TP yoioBuu caaur /13 BoBpems 1
0e3 omMbOoK. 3a KayKAyI0 HeJieJTro TIPOCPOYKH CHUMaeTcs 1 6asit. 3a KaK[yto uTeparyio (TIOTBITKY) CAaun
paboTkl, KpoMe MepBoH, cHuMaetcst 1 6as. PaboTa Mo yCMOTPeHHIO TIPernoaBaTessi MOXKeT ObITh MPUHSTA C
OLIMOKaMH, eCJTH UX KOJTMYECTBO COCTABNIsET He Dosiee TPeX, HO MPU 3TOM 3a KaXKAYH0 OHOKY cHuMaetcs 1 6a.

WnpuBnyansHoe foMaritHee 3aaare Ned "OdopmiieHre opraHH3aljMOHHO-PaCTIOpPSAANTETBHBIX JOKYMEHTOB' .
[Muana3oH oueHky ot 0 0 15 6anmo. MakcuManbHOe KOTMUecTBO 0aiioB CTaBUTCS MPU yCaoBuu caun U3
BOBpeMst U 6e3 omuboK. 3a KaXK/AyH0 HeJ|e/To MPOCPOUKU CHUMaeTcst 1 6at. 3a KaxKAyto UTepaiuio (TIOMbITKY )
cziaun paboThl, KpoMe TiepBoid, cHuMaeTcst 1 6ai. Pabora 1o yCMOTpPeHHIO MperojaBartesisi MOKeT ObITh TIPHHSITA
C oLIMOKaMM, eC/Ti UX KOJIMYEeCTBO COCTAB/IsIeT He OoJiee TPex, HO TIPH 3TOM 3a KaXKIYIO OLIMOKY cHUMaeTcs 1
basm.

WnpuBuyansHoe foMaliHee 3a7anre Ne5 "Odopmienne nvcem". [Iuana3oH oueHKy ot 0 1o 7 6anos.
MakcrmasnbHOe KOJIM4eCTBO 0aioB CTaBUTCS NP YCJI0BUY caauu V113 BoBpems 1 Oe3 omMO0K. 3a KaKAyt0
He/IeJII0 TIPOCPOUKU CHUMaeTcs1 1 6a. 3a KAyt uTepaluio (MOMbITKY) ¢/laud paboThl, KpOMe TIEPBOM,
canmaetcst 1 6at. PaboTa 1o yCMOTpeHHIO TperiofiaBaTesist MOXKeT OBITh MPUHSTA C OIIHOKAMH, eC/TH UX
KOJIMUEeCTBO COCTaB/isieT He Gosiee Tpex, HO MPH 3TOM 3a KaXK/yI0 OIIMOKY cHUMaeTcs 1 6asn.

VuavBuAyanbHOe AoMaliiHee 3agaHre Ne6 "Pa3paboTka v oopmieHre moioyKeHus o6 otese"”. JInana3oH
oteHk# ot 0 0 18 6amnoB. MakcuManbHOe KOTMUeCTBO Oa/lIoB CTAaBUTCS MPU yCioBuu caaur V13 BoBpeMsi 1
0e3 ommboK. 3a KaXKIyI0 He/le/to TIPOCPOUKY CHUMaeTcs 1 6ast. 3a KaKAyro uTepauyto (TOMbITKY) CAauu
paboThl, KpoMe TIepBoi, cHUMaeTcs 1 6amt. PaboTa 1o yCMOTpeHHIo MperofaBatesis MOXKeT ObITh MPUHSTA C
olIMOKaMu, eC/y X KOJTMYeCTBO COCTaBJIsieT He Bosiee TpeX, HO TIPH 3TOM 3a KaXK/IyH0 OLIMOKY cHuMaeTcst 1 6amt.

3auer
3aueT Mo JUCLIUIUIUHE BBICTAB/ISIETCS MPU Habope cTyzieHToM MUHUMYM 60 6as1oB u3 100 MakCUMabHO
BO3MOXHBIX K MOMEHTy OKOHYaHHA CeCCHUu.

ITpy HEBBITIOIHEHUN YKA3aHHOT'O BhILIE YC/IOBUSI, CTY/IE€HT J0/DKEH BBINOIHUTD U CIATh 11eCTh VIHAWBUYaTbHBIX
MPAaKTUUECKUX 33/JaHUH, TIPelyCMOTPEHHBIX paboueli MporpaMMoi TUCLIUTIIMHEIL, TIOCJIE Yero OH JOMYCKAeTCs K
c/laue TeOpPeTHUUEeCKOTo 3ayeTa.

3auet BK/IIOUAET B Cebst OTBETHI Ha TeOpeTHUeCcKre BOmpockl. OLIeHKa «3aUTeH0» BBICTABISETCS:

- TIpY pa3BepHYTHIX U TOUHBIX OTBETAX Ha 2 TEOPEeTUUYECKUX BOMPOCA U JIOTIOHUTE/TbHbIE BOITPOCHI
TIpero/iaBareJis;

- TIpY TOYHOM U TIO/THOM OTBeTe Ha 1 TeopeTHueCcKUii BOTIPOC C [IOMYIIleHHeM OIIMOOK ¥ HeTOUHOCTEH TPU OTBeTe
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Ha 2 TeopeTHUUeCKU BOTPOC.
OlleHKa «He 3aUTeHO» BBICTABJISETCS MPU HEMTPaBWILHBIX OTBETaX Ha TEOPETUYECKHE BOTIPOCHI (KOT/a AaHHbIH
CTYAEHTOM OTBET Ha KaXKZbI BOIIPOC COAEP>KUT MeHee ueM 60% TpaBUIBHOTO OTBETA).
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IMacmopT ¢oHzA OLIEHOYHBIX CPE/ICTB

KYPC

CEMECTP

HaumeHoBaHMe pa3/eioB U
JUAAKTHYECKHUX eJUHUIL]

BCETO

AyputopHbie
3aHATHA B
KOHTAKTHOU

¢opme

BCEI'O

Jlekipuu

ITpakTHueckue

3aHATHUA

CamMocroaTe/1bHasa

pabora cTyjgeHToB

dopmupyemas
KoMmIeTeHIusa, %

OIIK-2

HAVMEHOBAHUE
OIIEHOYHOI'O CPE/ICTBA

Paspen 1. YnpaBieHueckas U
oducHas [[eATeTbHOCTb.

14

Bompoce K
3ayery,
Koutponb
M0CeIlaeMOoCTH,
NupuBrayansHOe
TpaKkTUueckKoe
3alaHue

Pazpgen 2. OcHOBHbIE MOHSATHUS
JIOKyMeHTHPOBaHHUA
yIpaB/IeHYeCKOH AesiTe/IbHOCTH.

10

11

Bomnpocs! K
3a4ery,
Kontpois
roceniaeMoCcTy

Pa3pen 3. biiaHku ¥ cocTaB
PEKBU3UTOB YIIPpaB/I€EHUECKHUX
AOKYMEHTOB.

11

Bonpocs! K
3auery,
NupuBupyaneHoe
TIpaKTH4eCcKoe
3ajjaHue,
Kontposs
IoCelaeMoCTy

Paspen 4. HopmaruBHo-nipaBoBas
0a3a JOKyMeHTHPOBaHMS
yIpaB/IeHYeCKOH AesiTe/IbHOCTH.

14

11

Bonpocs! K
3auery,
Kontposs
NocelaeMoCT!

Paspgen 5. OcodeHHOCTH
odopmieHHs Hanbo/1ee
pacnpocTpaHeHHbIX BHAOB
OpraHu3aLoHHO-
PpacnopsiguTeIbHbIX JOKYMEHTOB.

11

12

Bonpocs! K
3a4eTy,
WupuBrayanbHOe
TpaKTUYecKoe
3ajaHue,
KonTposs
rocel|aeMOoCTH

Pazpen 6. Cucremsl
JIOKyMeHTaL{H.

10

11

Bompoce! K
3ayery,
Koutpons
roceniaeMoCTy

Pa3pen 7. IlncbmenHas
KOppeCcnoH/eHLUsl.

12

1

Koutponb
M0CeIaeMOCTH,
Bompoce K
3auery,
VupuBupyansHoe
MpaKTHU4ecKoe
3a/laHye

Pazpgen 8. Opranuzanus
JOKYMEHT0000poTa.

14

11

NupuBunyansHoe
TpaKTHUUecKoe
3ajjaHue,
Koutponb
MOCeIaeMOCTH,
Bompocer K
3ayeTy

17
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NupuBupyansHOe

NpaKTU4yecKoe
3ajaHue,
Pazpgen 9. /lokymMeHTHpOBaHUe 14 8 5 3 6 1 KoHTposs
paboThI C mepCcoHa/IoM.
MOCeIaeMOCTH,
Bonpocs! K
3aueTy
Bcero 3a 4 cemecTp 108 | 51 34 17 57 100
Bcero mo AuCIUILIHHE 108 | 51 34 17 57 100
18 33580




Onenounblie MmarepuaJisl no gucnumaae JOKYMEHTUPOBAHUE YIIPABJIEHUECKOM
AEATE/IBHOCTU

OIIK-2 - CnocobeH ocyujecmeisimb c60p, 06padomky u cmamucmuuecKuii aHaau3 0aHHbIX, He0OX0OUMbIX
0151 pewieHusA NOCMAg/1eHHbIX IKOHOMUUECKUX 3a0ay

Ne 1 TIpouuTaiiTe TEKCT, BbIOEpUTE TIPABU/IBbHBIN OTBET U 3alUIINTE apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

qDYHKI_[HEﬁ HN3MEpHUTE/IbHOI'O 3/IEMEHTAa ynpaBnﬂ}oLu;ef/'I YaCTH CUCTEMBI YIIDABJ/IEHUS ABJISETCA:

e Jl0BeJleHHe YIpaB/IsIoILero BO3ZelCTBUS 10 yIpas/sieMoro rnpoliecca

e B yIpaB/sIOLel YacTH CUCTEMBI YIIpaB/IeHUs] U3MepPUTe/IbHBIN 3/1eMeHT OTCYTCTBYeT
e (hOpMHpPOBaHMe YTIPAB/ISIOIIEr0 BO3/IeMCTBHS Ha YIIpaB/sieMbli TpPoriecc

e OL|eHKAa 3HaueHWii IapaMeTpoB yIpaBs/IsieMoro rnpoliecca

Ne 2 TIpouuTaiiTe TEKCT, BbIOEpUTe TIPABU/IBHBIN OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

Kakoe CcBOICTBO [JOKyMeHTa 03HauaeT MMOJTHOe ¥ TOYHOE TPe/ICTaBJIeHHe B €T0 CO/lePXKaHUKM 0TOOpaykaeMbIX
pellieHuH, eaTebHOCTU U (aKTOB?

® dYTEHTUUYHOCTH

* [IOCTOBEPHOCTB

® TIPpUTrOAHOCTDL /i NCTI0/Ib30BaHUA
¢ AdHOHMMHOCTbD

Ne 3 TlIpouuTaiiTe TeKCT, BbIOepHUTe TIPABU/IBHBIN OTBET U 3alIUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

Kakoe cBO¥CTBO [JOKyMeHTa 03HauaeT BO3SMO>KHOCTh OTIPe/Ie/TUTh MeCTOHAX0XK/IeHHe TOKYMeHTa
(J10KanM30BaTh), MOTYYUTh K HEMY AOCTYTI, BOCTIPOM3BECTH ¥ MHTEPIIPETUPOBATh ero Co/iepyKaHue?

® dYTEeHTUUYHOCTHb

® NNOCTOBEPHOCTBb

® TIpPUTOAHOCTDB OJiA NCII0J/Ib30BAHKMA
¢ dHOHHMMHOCTBb

Ne 4 TIpouuTaiiTe TEKCT, BbIOEPHTE MPABU/IbHBIE OTBETHI U 3alMIIUTE apryMeHThbl, 000CHOBBIBAIOLIIHE BEIOOD
OTBETOB

Ha uTo HaripaBsieHbI pa3paboTKa ¥ peayn3aliyisi CUCTeMBI TTPABUJI 110 YIIPABIEHUIO TOKYMEHTaMU?

¢ Ha rapaHTUpPOBaHUE TOTO, YTO JOKYMEHTbI YHUUTOXXAKTCS UK TIepeJJatoTCs Ha XpaHeHue B
COOTBETCTBUU C yCTAHOBJIEHHOM TpoLIeIypoi

¢ Ha rapaHTHpPOBaHUeE TOTO, YTO UH(POPMALIMOHHbIE CUCTEMBI U TEXHOIOTHH, 00eCIeurBaroIye
yTIpaBIeHYeCKYIO JesATebHOCTD, CO3/[al0T COOTBETCTBYIOLIHE JOKYMEHTBI

e Ha CO3JjaHHe COTPYAHUKAMH JOKYMEHTOB B COOTBETCTBHH C yTIpaBJieHYeCKUMH MOTPeOHOCTIMU U
TpoLIeccamy, T.e. Ha ajieKBaTHOe (JUKCHUpPOBaHKe B JOKyMEeHTaX yIpaBlIeHueCKOH JesaTelbHOCTH, B
KOTOPOI OHH yUaCTBYIOT

¢ Ha obecrieueHne BceoOIIeil JOCTYITHOCTH K JOKYMEHTHPOBaHHOM WH(pOPMaLN

e Ha rapaHTHpOBaHMe 0becriedeHUs] COXPAHHOCTH JJOKYMEHTOB B TeUeHHe BCero Mepruosa ux
TI0JIe3HOTO TPUMEeHeHUsI He TOIbKO CaMOW opraHu3aliyield, HO ¥ BHEITHIMH 3alHTepeCOBAHHBIMU
CTOPOHAMU (apXUBHbBIE YUPEXEHVSI, UCC/Ie[OBATEITH, ayJUTOPEI)

Ne 5 TIpouuTaliTe TEKCT, BLIOEpUTE TIPABU/IbHBIE OTBETHI M 3alMIIIUTE apryMeHTbhI, 000CHOBBIBAIOIIIVE BHIOOD
OTBETOB

YTo OTHOCHUTCS K TPeOOBAHUSM K CUCTEMAaM YIIpaB/eHUs JOKYMEHTAMU?

* cucTeMa I0/DKHA obecreunBaTh 3G QeKTUBHEIE TIPOLeAYPBl XPaHEHHS 1, TIPH HE0OXOUMOCTH,
YHAYTOXKEHUSI JJOKYMEHTOB

e cHCTeMa JI0/KHA obecreurBaTh BCeOOIIMH JOCTYI K JOKYMEHTUPOBaHHOH WH(OopMaLyu

 cHCTeMa JI0/KHA 00ecreurBaTh HEM3MEHHOCTb CBOMCTB IOKYMEHTOB TpH JIFOOBIX M3MEeHEeHHUSIX B
cucreMe (M3MeHeHHe JOPMATOB XpaHEHHs U TIPe/[CTaB/IeH s, TIepexof Ha HOBYIO TIPOTPaMMHO-
armaparHyto 11ar¢opMy, 3aMeHa WM pacliipeHue MPUKIaZHbIX IPOrpaMM U T.I1.) U Aiaxke TIPH
ripeKparieHnH ee HyHKIMOHUPOBAHUS
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e CHuCTeMa JI0JDKHa 00ecreunBaTh HajleXXHbie U 3(pdeKTUBHbIE CPeJICTBA XpaHeHUs U pu3ndeCcKom
3alIUThI [JOKYMEHTOB

e cucTeMa JIoJbKHa 0becreurBaTh CBOeBpeMeHHEIe, 3(deKTHBHBIE U Oe30macHbIe CPeJiCTBa JOCTYIa,
TIOMCKA U UCTIO/Ib30BaHMUs JIOKYMEHTOB

Ne 6 TIpouunTaiiTe TEKCT, BbIOEPHTE MPABU/IBHBIE OTBETHI U 3allMILIUTE apryMeHThbl, 000CHOBBIBAIOLIIHE BEIOOP
OTBETOB

HopmatuBHO-TIpaBoBasi 6a3a JOKYMEHTHPOBaHUSI YIIpaB/ieHYeCKOU /1esITeTbHOCTH BKITIOUaeT B Cebst:

¢ 0O6pPOBOJIBHO TIPUMeHsIeMble KOZIeKChI TTOBe/IeHHSI U STUKU

e TIpaBWJIa peKOMEH/]aTe/IbHOTO XapaKTepa, OTPaXkalollye JOCTYKeHUs B 00/1aCTH [1esITe/TbHOCTH
OpraHu3alyu

¢ 3aKOHBI M1 HOPMaTHBHLIE aKThI, PETY/IUPYIOLHe YIIPAaBIeHUeCKYIO CpeJly B LIeJiOM U B
crielipye CKUX OTPacIsxX

* TPaZULMOHHO CIOKUBLIVECS Y TOTO WJIM UHOTO PabOTHMKA TIPe/ICTaB/IeHus O MpaBuiax oopMIeHuUs
JIOKyMEeHTOB

* CTaHJAPTHI IPAKTUYECKOH [1esITelTbHOCTH OpraHu3aLiu

Ne 7 TIpouuTaliTe TEKCT, BbIOEpUTE TIPABU/IbHBIE OTBETHI U 3alMIIIUTE apryMeHTbI, 000CHOBBIBAIOIIVE BHIOOP
OTBETOB

UTO OTHOCUTCS K CBOMCTBAM CUCTeMBI yIIpaB/IeHUs JOKyMeHTaMu?

e BceoOIjast JOCTYIIHOCTh JOKYMEHTOB

e obecrieueHre BCeCTOPOHHOCTH (KOMITJIEKCHOCTH) YTIpaBJIeHHs JOKYMeHTaMH ITyTeM 0XBaTa BCEX
BHIOB J1eATe/IbHOCTH, BCeX (bOpMaTOB TnpeacTaB/IeHUA JaHHBIX B JOKYMEHTAax, BCeX BU/0B
HocHTesel nHpOopMaLn

e TIO/THAsi aBTOMATH3aLMisl BCeX MpoLieAyp 06paboTKu JOKYMEHTOB

¢ obecreueHye 1jeJIOCTHOCTH Y €JUHCTBA BCEH COBOKYTTHOCTH JIEHCTBUH 1 MPOLIEAYP TI0 YIIPAaBIeHUIO
JOKyMeHTaMH

¢ obecrneueHre Ha/IEKHOCTH yTIpaB/ieHUs] JOKYMEHTaMH, T.e. CTOCOOHOCTH JI/TTeTbHO U TIPAaBUIIBHO
OCYIIeCTB/ISAThL CO3/jaHKe, UCTI0Nb30BaHKe U XpaHeHHe JOKyMeHTOB B COOTBETCTBUH C
YCTaHOB/IEHHBIMU MIPOLieZlypaMu

e o0ecreueHre BCeX CBOMCTB JOKYMEHTOB

e o0ecreueHrie COOTBETCTBUS BCeX AeHCTBHIA 10 YIIPaB/IeHHIO OKYMEHTaMH YCTaHOB/IEHHbIM
TpebOoBaHMSIM (BHELIHUM M BHYTPEHHHM)

Ne 8 TIpouwuTaiiTe TEKCT U yCTAHOBHUTE COOTBETCTBUE
Conocmasbme 8U0 OCHOBHbIX KAOPOBbIX OOKYMEHMO8 U UX onpedeseHue.

yIpaBJieHueCcKuit
JIOKYMEHT,
¢buKCcHpyOIMiA
X0[1 00CYy>KIeHUsT

1. 00BSICHUTE/TBHAS 3aTiCKa A. BoTIpOCOB U
TIPpUHATUA
pelleHui
HeCKOJIbKMMHA
JIALAMA

2. 3agB/IeHUe b. pokymeHT,
KOTOPbII
COTIPOBOYK/IAeT U/H
00BsICHSET
OCHOBHOM
JIIOKyMeHT (T/1aH,
oryer), 1160 B
KOTOPOM
COTPYIHUK
OpraHu3aluu
00BsicHsIeT (haKThI,
TOCTYTIKH,
COOBITHA,
TIPUYUHBI
HEBBITIOTHEHUS
KaKoro-moo
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TOPYYEeHUs,
HapyILIeHus
TPYZIOBOU UTH
TIPOU3BO/ICTBEHHOU
JTUCLIUTUTHHBI

[IOKYMEHT,
a/ipeCcoBaHHbBIN
TIO/DKHOCTHOMY
JIULLY, COZlepoKallUi
TPOCLOy
paboTHHKa

3. TPOTOKOJI B.

[IOKYMEHT,
cofiepyKalui
peleHus,
HarpaejieHHbIe B
cucreme
yTIpaB/eHus
CBepXy BHU3, T.e.
OT PYKOBOZAUTEJIS
OpraHU3aL[x ero
TOAYNHEHHBIM

4. pacmopsiiuTe/bHbIA JJOKYMEHT I.

5. cimy>kKeOHast 3arrcKa

Ne 9 TlpounTaiiTe TEKCT M YCTAHOBUTE COOTBETCTBUE
Conocmasbme HaUMeHO8AHUe pacnopAaoumeabH020 OOKYMEHmMd € e20 onpedeneHuem.

pacrnopsiiuTe TbHBIN
IOKYMEHT TI0
BOIIpOCaM,
CBSI3aHHBIM C
WCTIO/THEHHEM
TIPUKA30B,
[10CTaHOBJIEHUH,
HWHCTPYKLIUH,
W3/laBaeMbIi

" e IMHOJTMYHO
PYKOBOJUTEIEM
OpraHu3aLuy Win
€ro 3aMeCTHUTe/IeM
TIperMy1eCTBEHHO
T10 BOIIPOCaM
nH(MOpMaIMOHHO-
MeTOJ1UeCKOro
XapakTepa

1. ITocTtaHoBneHue A

pacropsiiNTe/TbHBIN
TIOKYMEHT,
W3/1aBaeMbIi
eIMHOTUYHO
PYKOBOAUTEIEM
KOJI/IerianbHOro
oprasa yrmpaBJieHus
B LIeJIsIX
paspellieHus
orepaTUBHbBIX
BOIIPOCOB
TOBCeHEeBHOM
TPOU3BOACTBEHHO-
X035 ICTBEHHOU U
a/IMUHUCTPAaTUBHON
JlesATeNbHOCTH

2. Perienne b.

3. Yka3anue B. npaBoBoii akr,
W3/IaBaeMbIi
€JVHOJINYHBIMHA
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PYKOBOAUTESIMU
opraHu3alui,
JIMYHBIX UpMm,
MUHHCTEPCTB,
OT/IEJIOB U T.[. AJIst
peLeHus
OCHOBHBIX U
OTIepaTHUBHBIX 3a/1au

PacCIopsAUTeNbHBIN
JIOKyMEeHT
KOJUTEKTHBHBIX
PYKOBOJSAIINX U
COBeIlaTeTbHBIX
OpraHoB

r yHPE)K,ZLEHI/II\/II:
TIPeATIPUSTHH,
(bupwm, r3aBaeMbIii
B I[eJIsiX
pasperreHus
Haubosiee BayKHBIX
BOTIPOCOB UX
ZesITe/TbHOCTH

4. [Tpukas

NpaBOBOM aKT,
TIPUHMMAaeMBbIil
TIPaBUTETbCTBOM,
BBICIIIMH U
HEKOTOPBIMH
L[eHTPaIbHBIMU
opraHamu
KOJIerHaibHOTO
yTIpaB/ieHus 1o

5. Pacrniopspxenue . opranusalvOHHbIM
Y IpyTUM
BOTIpOCaM,
CBSI3aHHBIM C
OCyll|eCTBIIeHeM
BBICIIIMH
opraHamu
roCyJapCTBeHHOM
B/IaCTU CBOMX
TIOJTHOMOYHH

6. Pernament

Ne 10 TTpouuTaiiTe TEKCT U YCTAHOBUTE TOC/IEJ0BATEILHOCTD
Kaxkoea nocinedosamenbHocmb 3manoe dokymeHmoobopoma?

3anuIiure COOTBETCTBYHIOILYIO IMOC/I€40BATE/IbHOCTD HHq)p CJ/ieBa HAripaBo 6e3 HpOGEHOB 1 TOYEeK.

1. [IpegBapuTe/TbHOE PACCMOTPEHHE JOKYMEHTOB Cty»k00i [JOY

2. Opl"aHI/BaL[I/IH ABVDKEHHS TOKYMEHTOB BHYTPH OpraHM3aliiH, BK/IFOUad OBeAeHre NOKYMEHTOB 10
WCIIOTHUTEIeN U rnpuaaHve }OpH,HquCKOﬁ CHJIbI TIPOEKTAM NOKYMEHTOB

3. O6paboTKa UCIIOTHEHHBIX U OTTIPaB/IsIEMbIX JOKYMEHTOB

4. SkcrieuIoHHas 06paboTKa JOKYMeHTOB, MOCTYIIAIOIIMX B OpraHU3aLiio, U GuKcalus camoro dakTa
WX TIOCTYTIeHHST

Ne 11 IIpouuTaiiTe TEKCT ¥ yCTAaHOBUTE M0OC/€/I0BaTeTbHOCTD
[IpouuTaiiTe TEKCT U yCTAaHOBUTE MOC/e[0BaTeIbHOCTh
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Kakoea nocinedosamenbHOCMb Waz208 8 mexHoa02Uu4ecKoll Yenouke pazpabomku u ymeepicoeHus
Op2aHu3ayUOHHO-NPagoesoli doKymeHmayuu?

3anuimTe COOTBETCTBYIOIIYIO MOC/Ie[0BaTeIbHOCTD LUdp c/ieBa Harpaero 6e3 Mpobe/ioB 1 TOUEK.
1. Pa3zpaboTKa KOHLIETILIMK JJOKyMeHTa

2. COop ¥ u3yueHHe pacropsijUTe/IbHON JOKYMeHTaL|K OpraHU3aliuy, Kacaromelicsi 00beKTa
peryiaMeHTaLuu

3. ComtacoBaHre KOHLETILMY C 3aUHTEePeCOBAHHBIMU [JOJPKHOCTHBIMU JTULIAMU
4. CorniacoBaHue (BU3MpOBaHUe) [TPOEKTa J0KYMeHTa

5. C6op u u3ydeHue [IeHCTBYIOLMX 3aKoHOAaTebHBIX 1 HITA, yTBep>KIeHHBIX TTOJI0KeHUH, UHCTPYKIH,
peKoMeHaLri U MeTOJMK, PaHee JefiCTBOBaBLUMX JOKYMEHTOB

6. IToarcanve, yTBepKAeHHe JOKYMEHTA, PacChlTKa, 03HAKOM/IeHHe PAOOTHHUKOB C ZIOKyMEHTOB TIOf
TIO/TIVCh

7. Cobece/ioBaHKe C PyKOBOJICTBOM U BeIyLMMH CIIEIUATMCTaMU C IIe/Ibl0 BbIACHEHUS] UX MHEHHUSI 10
TIOBOJIY COZiep>KaHust OyyIero JoKyMeHTa

8. O606H.[eHI/Ie " aHaJ/IM3 T10J/IyY€HHBIX OT3bIBOB, COCTAB/IEHKE OKOHUYATEe/IbHOT'O IMPOEKTa JOKYMEHTA

9. CocraBneHuve MpoeKTa JOKYMeHTa, PacChlIKa, TIoTyueHre 00paTHOM CBsI3U

Ne 12 TIpouuTaiiTe TEKCT, BbIOepuTe TIpAaBU/IbHBIE OTBETHI M 3alMIIIUTe apryMeHThl, 000CHOBBIBAIOIIIVE BLIOOP
OTBETOB

Umo u3 nepeuucaeHHO20 8X00UMm 8 cocmaes naaHogol Kaopogoli doKyMeHmayuu ?

3anuinmTe HoMepa BLIOpaHHBIX OTBETOB Oe3 MpoOesioB 1 TOUeK U 000CHOBaHMe BhIOOpa
1. mpaBu/Ia BHYTPEHHET0 TPYAOBOT0 PacropsiKa

2. rpadMK OTITYCKOB COTPYHUKOB

3. mITaTHOE pacrvcaHue

4. mosioxkeHue 00 OTZE/e KaipoB

Ne 13 TpouunTaiiTe TeKCT, BbIOEpHTE TPAaBU/IBHBIE OTBETHI M 3allMILUTEe apryMeHThbl, 000CHOBEBIBAIOLIME BEIOOP
OTBETOB

Kakue nomoku dokymeHmog 8 coomgemcmauu ¢ 06wjenpuHsimoll mepmuHono2ueli o6pazyiom
00KyMeHmoobopom opzaHuzayuu?

3anuiinTe HoMepa BbIOpaHHBIX OTBETOB Oe3 MpobesioB 1 ToueK U 000CHOBaHKe BbIOopa
1. TIOTOK BXOZsILel KOpPeCIoHAeHL[UH

2. IOTOK BHYTPEHHEeMH JOKyMeHTal[uK

3. IOTOK CO3/aBaeMbIX JOKYMEHTOB

4. TI0TOK YHUUTOXAeMBbIX TOKYMEHTOB

Ne 14 TIpouuTaiiTe TeKCT, BbIOepHUTe TIPABU/IBHBIN OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

qDYHKHHEﬁ HCIIOJTHUTE/IBHOI'O 3JIEMEeHTa ynpaBn;{}omeﬁ YdCTHU CUCTEMbI YIIPDABJIEHUSA ABIAECTCA:

¢ (hOpMHpPOBaHUE YTPABJISIOIIEro BO3/I€MCTBUS Ha YIIPAB/IsIeMbIH MPOIecc

e B YIIpaBJAONIEH YaCTH CUCTEMBI YTIPABJIEHUS] UCTIOIHUTEIbHBIN 3/IEMEHT OTCYTCTBYET
OLIeHKA 3HAYeHUI TTapaMeTPOB YIIPaB/IseMOro mpoiecca

e JIOBe/leHUe YTPABJISIOIEr0 BO3JEHCTBYS /10 YIIPAB/ISeMOro mporecca
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Ne 15 TIpouuTaiiTe TEKCT, BbIOEpUTE TIPABU/IBHBIN OTBET U 3alUIIKTE apryMeHThI, 000CHOBBIBAIOIIHE BHIOOD
OTBeTa

Ykakute, B KaKoH rnoc/1e0BaTe/IbHOCTU KOMIIOHEHTOB CUCTEMEI YIIDABJ/I€HWS ITPOXOAUT I/IHCIJOPMEILII/IH pu
peanur3alivii €eJUHUYHOI'O YIIpaB/JI€HUYeCKOTO L[I/IKJ'Ia?

pellaroLuii 5/IeMeHT — UCTIO/IHATE bHBIN 3/IEMEHT — U3MepUTEe/bHBIN 3/1IeMEHT
W3MepUTe/IbHBIM 37IeMeHT — UCIIOJTHUTE/IbHBIM 37IeMeHT — pelllatoluii /ieMeHT
WICIIOJTHUTE/IbHBIN 37IeMEHT — pellaroliil 5/IEMEHT — U3MepPUTE/bHBIN 3/1IEMEHT
WICTIOJTHUTEJIbHBIN 37IeMeHT — U3MepUTe/IbHBIN 37IeMeHT — pelliaoluil /ieMeHT
W3MepHUTe/IbHBIM 37IeMeHT — pelllarolyii 3/ieMeHT — UCTTOTHUTE TbHBIN 3/1IeMeHT

pellaroLuii 5/1IeMeHT — U3MepUTE/bHBIN 3/1EMEHT — UCTIOIHATEIbHBIN 3/1IeMEHT

Ne 16 IIpouunTaiiTe TEKCT, BEIOEPUTE MPABUIBHBIN OTBET U 3alUILUTe apryMeHThl, 000 CHOBBIBAIOILHE BEIOOD
oTBeTa

15 IUCKPEeTHBIX YITPaB/IsieMbIX TIPOIIeCCOB MOJXOAUT C/IeAyIoIast (hOPMYTUPOBKa (BEPHO UM HEBEPHO):

«¥YmpaeieHuecKasi 1esITe/IbHOCTh OCYIIeCTB/ISIETCS] C OTHOCUTETbHO HeM3MeHHOW NMHTEeHCUBHOCTHIO B
TeueHHe BCEero Neproja GyHKIMOHUPOBAHUS YIIPAB/IsieMoro rporjecca 6e3 rmepepuiBoB».

Ne 17 TIpouuTaliTe TEKCT, BbIOEpUTE TIPABU/IBHBIN OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

[17151 HeTIpepBIBHBIX YTIPAB/sIEMbBIX TIPOLIECCOB MOAXOAUT Ciefytolas GOpMy/IMpOBKa (BEpHO UK
HEBepHO):

«YrpaB/eHuecKast [|esITeJIbHOCTh OCYLeCTB/ISIeTCS B PAMKaXx SIBHO BhIp&)KeHHbIX UHTEPBA/IOB BPeMEHHU C
YeTKO OIpe/ie/leHHbIMU MOMEHTaMU Hauasa ¥ OKOHYaHus, IPUYeM B Pa3/IMUHbIX UHTepBajax ee
VHTEeHCUBHOCTb pa3/iMuHa (BK/IIOUasl U HyJIeBYH0), a BCS TI0C/1e[;0BaTe/IbHOCTb STUX UHTEPBA/IOB
YKJIaJbIBaeTCs B OOLIYIO J/TUTETBHOCTE QYHKIMOHMPOBAHWS YIIPAB/ISIEMOTO MPOLIeCCa».

Ne 18 TIpounTaiiTe TeKCT, BbIbepUTe TIPAaBU/IBHBINA OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

Pa3pa60TKa CHUCTEeMBI MepOHpI/IHTI/Iﬁ AJId pa3fe/ieHrs 3a/1d4 Hd OTAe/IbHbI€ BU/bI pa60T TIPUMEHHNTEJ/IBHO K
nessM 1 3ajia4yaM OQ)HCHOﬁ AeATe/IbHOCTHY IIpeAro/iaraeT:

* pacrpefie/ieHle COBOKYITHOCTH 3aziad, paboT, MpoLieAyp U Oeparyii o COOTBETCTBYIOIIUM
MPOCTPAHCTBEHHBIM KOMIIOHEHTaM (CTPYKTYPHBIM TIO/Ipa3/ie/IeHUsIM) C TIOCIeAYIOIeH UxX
KOHIIeHTpalyel U UHTerpalue c 1e/bio 3QGeKTUBHON peanu3ariyuu

¢ He0oOXOAVUMYIO KBaTM(PUKALMOHHYIO TIOAIEPXKKY COCTaBa 3aziad, paboT, Mporieayp U oreparyii
UH(OPMALIMOHHOTO 00CITY>KMBaHUS yIpaB/ieHueCKON /1esITe/TbHOCTH

e OMpe/iesieHHe BCETO COCTaBa KOHKPETHBIX (DYHKIMI MHQOPMAIIOHHOTO 00CTy>KUBAHUS
yTpaB/IeHYeCKOH [1esiTeIbHOCTH B paMKaX ee KOHKPEeTHBIX TIPOCTPAHCTBEHHBIX U BPEMEHHbBIX
XapaKTepUCTHK, BblJie/IeHre COOTBETCTBYIOIIMX 3a/iad, paboT, MpoLeAyp U oreparuii C yueToM
TM0C/IeZIOBaTeTbHOCTY UX BBHITIOTHEHUS Y B3aUMOCBsI3ei

e OMpejiesieHUe ee CofiepKaHus Kak Mpoliecca, o0ecreurBaroiero 3eKTUBHY0 peaan3ariio
yTIpaB/IeHYe CKOH [IesiTeIbHOCTH B paMKaX KOHKPeTHOM CHUCTeMBI yTIpaBJIeHus

Ne 19 IpouunTaiiTe TeKCT, BEIOEPHTE MPABUIIBHBIN OTBET U 3alTUILHITE apryMeHThl, 000 CHOBHIBAIOIL{HE BEIOOD
oTBeTa

Kak cooTHOCATCSI IOHATUS «yIIpaB/leHuecKas 1esiTe/IbHOCTb» U «0(hUCHas 1esITe/IbHOCTb» ?

e OHM HMKaK He CBsI3aHbl

* 5TU MOHSTHS COBIAZAIOT 10 CBOEMY COZieP>KaHHI0

* COJiep>KaHue YIpaB/IeHCKOH [iesiTeJIbHOCTH OMpe/iesisieT CofiepyKaHue O(prCHOM /iesITe/IbHOCTH

e cojep)kaHue O(hYCHOM JleATeIbHOCTH MOHOCTBIO OTIpejienisieT COZlepyKaHue yTpaB/eHCKOU
JlesITeTbHOCTH

Ne 20 TIpouuTaliTe TEKCT, BLIOEPUTE TIPABU/IbHBIE OTBETHI M 3alMIIIUTE apryMeHTbhl, 000CHOBBIBAIOIIIVE BLIOOP
OTBETOB

B cocTaB ynpaensitolieli uacty cucteMsl yripasieHus HE BxoasT:
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* UCITIOHUTETLHBIN 3/IEMEHT
e yIpaB/sIeEMbIA 31€MEHT

¢ KOHTPOJIUPYEMBIH 31€MEeHT
* U3MepUTe/IbHbBIN 31eMeHT
e pelIaloIni 31eMeHT

Ne 21 TpouunTaiiTe TEKCT, BEIOEPUTE MPABUIBHBIN OTBET U 3alUILHITE apryMeHThl, 000 CHOBHIBAIOILHE BEIOOD
oTBeTa

Kaxoe cBONCTBO ZIOKyMeHTa 03HauaeT [OCTOBEPHOCTb €r0 PEKBU3UTOB?

® JAYTEHTUYHOCTb

® NNOCTOBEPHOCTb

® TIpPUTOAHOCTD OJiAd NCIIOJ/Ib30BAHWA
¢ dHOHMMHOCTb

Ne 22 TIpouunTaiiTe TEKCT, BEIOEPHTE MPABUIIBHBIN OTBET U 3alTUILKITEe apryMeHThl, 000 CHOBBIBAIOIL[HE BEIOOD
oTBeTa

Kaxoe cBOWCTBO ZlIOKyMeHTa 03HauaeT ero I10/IHOTY U HeU3MeHHOCTb?

* [JOCTOBEPHOCTb
* TIPUTOJHOCTB Ji/I51 UCII0/IB30BaHUS
e BCeo01Iast JOCTYITHOCTh

* IIeJIOCTHOCTh

Ne 23 TpounTaiiTe TEKCT 1 3alMULINTe Pa3BepHYThI 000CHOBAHHBIN OTBET
Kakwuie Tpy KOMIIOHEHTaA IIPUCYTCTBYIOT B JIIOOOM [JOKyMeHTe?

Ne 24 TIpouunTaiiTe TEKCT U 3alULINTe Pa3BepHYTHI 000CHOBAHHBIN OTBET
UT0 Takoe SHTPONUS CUCTEMBI?

Ne 25 TpouunTaiiTe TEKCT U 3aMULINTe Pa3BepHYThI 000CHOBAHHBIN OTBET
Uto Takoe yrpab/jieHuecKast [|esiTeJIbHOCTh?

Ne 26 TIpounTaiiTe TEKCT M 3alIUIINTE Pa3BepPHYTHIA 0O0CHOBAHHEBIN OTBET
Uto Takoe o¢ucHas JesaTenbHOCTb?

Ne 27 TIpounTaiiTe TEKCT U 3alUIINTE pPa3BePHYTHIM 000CHOBAaHHLIN OTBET
INpuBesuTe TPU OCHOBHBIE TPYIIIILI XapaKTEPUCTUK O(PUCHOH [ieaTelbHOCTH

Ne 28 TIpounTaiiTe TEKCT U 3alUIINTE Pa3BePHYTHIH 060CHOBAaHHBIN OTBET
ITepeuncivTe CCTeMHbIe CBOWCTBA 00BEKTa

Ne 29 TpounTaiiTe TEKCT U 3aMULINTe Pa3BepHYThI 000CHOBAaHHBIN OTBET
Uro Takoe JOKYMeHT?

Ne 30 IIpouunTaiiTe TEKCT 1 3aMULINTe Pa3BepHYTHI 000CHOBAHHBIN OTBET
HasoBuTe Tpu 0CHOBHBIE 1]eJI1 COXpaHeHUsI I0KYMEHTOB

Ne 31 IpouunTaiiTe TEKCT U 3aMULINTe Pa3BepHYTHI 000CHOBAHHBIN OTBET
Uto Takoe cUCTeMa yrpaB/eHusl JOKyMeHTaMu?

Ne 32 TpouunTaiiTe TEKCT U 3aMULINTe Pa3BepHYThI 000CHOBAHHBIN OTBET
UYro Takoe JOKyMEHTOOOOPOT?

Ne 33 TlpounTaiiTe TEKCT M 3alUIINTE Pa3BePHYTHI 0O0CHOBAHHBIN OTBET
INepeunciure CBOMCTBA CUCTEMBI YIIPaB/IeHHUS

Ne 34 TIpouuTaiiTe TeKCT, BbiOepHUTe TIPAaBU/IBHBIN OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa

st mpoueccos yrnpasnenust HE xapakTepHa:

¢ Her 3HTpOHHﬁHaH HaripaB/JIe€HHOCTb

¢ OpHeHTalusd Ha CTa6I/IIII/138L[I/I}O yIipaB/isieMOoro mnponecca

° 3HTp0HHI>iHaH HaripaB/IeHHOCTb

¢ OpHeHTal[s Ha pa3BHUTHE U YC/I0OXKHeHKe YITpaB/IAeMOro riponecca

Ne 35 TlpounTaiiTe TEKCT ¥ 3alUIINTE Pa3BepPHYTHIA 0O0CHOBAHHBIN OTBET
UTo Takoe yrpas/ieHHe JOKyMeHTaMU?

Ne 36 TIpounTaiiTe TeKCT, BbibepHuTe TIPAaBU/IBHBIN OTBET U 3allUIIMTe apryMeHThI, 000CHOBBIBAIOIIHE BEIOOD
OTBeTa
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DyHKLMeN pellaroLLero 1eMeHTa yIpap/Istolleld YaCTU CUCTEMBbI yIIpaB/IeHUs SIBJISIETCS:

» (hOopMHpPOBaHMe YTIPABJISIOIIEro BO3/IeHCTBIS Ha YIIpaB/sieMbli MPoLiecc

B YIIPaBJISIIOIIEH YaCTH CUCTEMBI YTIPAB/IeH!s! PelIaloIInil 37IeMeHT OTCYyTCTByeT
¢ OlLIeHKA 3HaueHH MapamMeTpPOB YIPaB/sieMoro rporjecca

e JIOBe/leHre YTIPaBJISIOIEr0 BO3ZeHCTBYS /10 YIIPAB/IsIeMOro mporecca
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