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1. ACHIOPT IMPOI'PAMMBI YYEBHOM JTUCIIUILJINHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEHEHUME YIIPABJIEHUSA

1.1. ObaacTh npuMeHeHHus1 padoyeil NporpaMmbl

PabGouas mporpamMmma y4eOHON MUCIUIUIMHBI SIBJSETCS YaCThIO MPOTrpaMMBbI
CpeaHero MnpodecCHOHANIBHOTO O00pa3oBaHMs — IPOTPaMMbl  IMMOJATOTOBKHU
crenanuctoB cpeanero 3BeHa (manee — OII CITO — IIIICC3) B cOOTBETCTBUU €
®I'OC no cnennansHocTH 38.02.03 OnepanioHHas AESTEILHOCTD B IOTUCTHUKE.

1.2. Mecto y4yeOHo# nucuuiiuebl B cTpykrype IHHIICC3
JucuumiuHa BXOIUT B NPOodEeCCHOHANbHBIA Y4EeOHBIM IIMKI, B COCTaB
obmenpodeccHoHaTbHBIX JUCITUTUIHH.

1.3. Heau wu TpeOOBaHMS K Ppe3yJbTaTaM OCBOCHUSA Y4YeOHOH
TUCHMILTAHBI:

W3yuyenne AWCHMIUIMHBI  HampaBieHO Ha  ¢GOpMHUpOBaHUE  OOLIUX
KOMITETCHITUH, BKIIOYAIONIUX B ce0s CITOCOOHOCTB:

OK O01. Beibupare crnocoObl pemieHus 3a7ad  MnpodecCHuoHaANTbHOU
JEATEIIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM;

OK 02. Hcnonb30oBaThb COBPEMEHHBIE CpPEACTBA IIOMCKA, aHAIW3a U
WHTEpHpeTanuu nHGOpMauu 1 UHPOPMAIIUOHHBIE TEXHOJIIOTUH JISI BHITTOJTHEHUS
3a/1a4 poheCCUOHAIBHOU JIeSITEIbHOCTH;

OK 03. IlnanupoBaTh U peaiu30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBHOE U
JUYHOCTHOE pa3BuUTHE, MpeANPUHUMATEIIbCKYIO NEATEeIbHOCTD B
npodeccuoHabHOU cdepe, UCTION30BaTh 3HaHUS 10 (PMHAHCOBOW IPaMOTHOCTH B
Pa3JIMUHBIX )KU3HEHHBIX CUTYaIUsIX;

OK 04. D¢ddexktuBHO B3auMoAeHCTBOBaTH M pabOTaTh B KOJUJICKTHBE U
KOMAaHJIE;

OK 05. OcyumecTBisiTh YCTHYI0O M NUCbMEHHYKO KOMMYHHUKAIlMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanuu ¢ ydeToM 0COOCHHOCTEH
COIIMAJILHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. TIlonb3oBaThcsi  mpodecCUOHATBHOM  JOKYyMEHTAlMedl  Ha
roCyJJapCTBEHHOM Y MHOCTPAHHOM SI3bIKaX;

IIK 1.1. OcyiiecTBasiTh CONPOBOXKIECHUE, B TOM YUCIE JOKYMEHTAIHOHHOE,
MPOIIEAYPHI 3aKYTIOK.

I[IK 1.3 OcymectBisiTh AOKYMEHTAIMOHHOE COIPOBOXKICHUE CKIIAJACKHUX
OTIEepaLUH.

B pe3ynbraTe 0CBOSHUS TUCIUIUITMHBI 00yJarOITUNACS I0KEH yMeTh:

—~ OdopMIIATh TOKYMEHTAIIUIO B COOTBETCTBUH C HOPMATHBHOM 0a30i, B
T.4. UCTIOJB3YsI HH(OOPMAITMOHHBIC TEXHOJOTUH;

— YHU(PUIIUPOBATH CUCTEMBI IOKYMEHTAITUH;

— OCYIIECTBIISATh XpaHEHNE U TIOUCK JOKYMEHTOB;

— OCYIIECTBJISATh  aBTOMATHU3AIMI0 0OpaOOTKH JOKYMEHTOB;



—~ UCIIOJIb30BaTh TEJICKOMMYHHUKAIIMOHHBIC TEXHOJIOTUUB 3JIEKTPOHHOM
JTOKYMEHTO000pOoTE

B pe3ysbrare 0OCBOCHHUS AUCIUTUIMHBI O0YYArOIIUNCS TOJIKCH 3HAThH:

— NOHATHE, IIEJIN,  3aja4u Y TIPUHIIUIIBI JICJTOTPOU3BOICTBA;

— OCHOBHBIC MTOHSTHS JOKYMEHTAIMOHHOTO 00SCIICUCHHMSI YITPABICHUS;

— CHCTEMBI JTOKYMEHTAITMOHHOTO obecrieyeHus yIpaBJICHUS;
KJIacCU(UKALUIO JOKYMEHTOB;

—~ TpeOOBaHUS K COCTABICHHUIO ¥ 0()OPMJICHHIO JIOKYMCHTOB;

— OpraHu3alHI0 JTOKYMEHTOO0OpOTa: mpueM, o0paboTka, perucrparus,
KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKJIATypa JIeJ

1.4, KoanuyecTBO 4YacoB Ha OCBOEHHE TMPOrpaMMbl Yy4eOHOM
TUCUMILIHHBI:

MakcumanbHON yueOHOM Harpy3ku o0ydarorierocs: 84 yaca, B TOM YHCIIE:
00s13aTeIBHOM ayAUTOPHOM yueOHOW Harpy3ku oOyyvaromierocs 74 yaca,
CaMOCTOSTENIbHOM paboThl 0OyyJatomerocs 4 vaca;

IPOMEXKYTOUYHAs arTecTanus 6 4acos.



2. CTPYKTYPA U COJIEP)KAHUE YYEFHOM JUCIUILIAHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Bun yueOHo# padoThI Oovem uacos

MaxkcumajibHasi y4aeOHast Harpy3Ka (Bcero mo mporpaMme JUCIHILIAHBI) 84
O0s13aTesIbHAsI Ay IUTOPHAsI YueOHasi Harpy3Ka (Bcero) 74
B TOM YHCJIE!

JIEKLHMH, YPOKH 54
NPAKTUYECKHUE 3aHATHS 20
CamocrosiTesibHasi padoTa 00y4arinerocs 4
[TpomexyTouHas arTecTanus Mo AUCHUILTHHE B (hopMe dK3aMeHa 6




2.2 TemaTn4yecKkuii JIaH U cofep:kanue yuyeOHoi qucuunannbl OI1.04 JlokymMeHTaMOHHOE o0ecniedeHre yIpaBJieHus!

uHpopmanuu B
COLIMAIbHO-
IKOHOMHYECKHX

npoueccax

uH(popMaluuy,
uH(pOpMalMOHHAs,

nHpopMaTuzauuu W 3amure HHPopMaun».OYHKIUH JOKYMEHTOB:

KOMMYHUKAaTHBHAsA, ColnUaIbHasd, KYJIbTYypHas, YIpPaBJICHUCCKaAd,

MIPaBOBas, UCTOPUYECKAS U PYTHE, X XapaKTePUCTHKA.

Conep:kanue y4eOHOro marepuaja, JadOpaTopHble W MNpaKkTH4Yeckue 3aHaATHs, | O0beM |YpoBeHb HaumenoBanue
HaumeHoBaHue | caMocTosiTeIbHAsA padota olOyuamomerocs, KypcoBasa padora (IpoeKT) (eciu | 4acOB |(OCBOEHHS pas3jiesos
pa3/iesioB H TEM | npedycMompeHsi), HHble BUABI y4eOHOii padoThl B COOTBETCTBHH C y4eOHbIM U TeM
IVIAHOM
1 2 3 4
Pazoen 1. /lokymenmupoeanue ynpasieHueckoil 0esamenbHocmu OK 01, OK 02,
Tema 1.1 Coaep:xxanue yueOHOro MaTepuaJia 2 1 OK 03, OK04,
IIpeamer, neau | 3HadyeHUE U COJACpXKAHUE JUCIUIUIMHBI W €€ MEXIPEIMETHBIC CBS3UM C JIPYTUMH OK 05, OK 09,
3agaum yyeOHoOM | mucruuimHamu. Vcropust pasutus jaenonpomsBojactBa B Poccmm. CoBpeMeHHOE 2 11K.1.1, IIK.1.3
AUCHHUILUIMHBI. | COCTOSIHUE JIOKYMEHTALMOHHOro oO0ecrnedyeHus ynpasiieHus. (OCHOBHbBIE IOHSTHS:
JIOKYMEHT, JOKYMEHTOBEICHHE, HOKyMEHTAIlMoOHHOe oOecredeHue ymnpasierus (IOVY).
HopmartusHo-mpaBoBas 6aza JIOY.
Tema 1.2 Copepxanue yueOHOIro Mmarepuasa 4 1
JlokymeHTbl M | JIOKyMEHTHpOBaHME: TOHATHE, Ha3HAu€HHE, OCHOBHbIE CHOCOOB.. MaTepualibHble 4
Croco0bI HocuTenu uHpopMmanuu. Krnaccudukanus HTOKyMEHTOB MO crnoco0y H3rOTOBIIEHUS,
AOKYMEHTHPOBAH| MPOMCXOXKJEHUIO, COAEPKAHWIO, HAMMEHOBAHWI0O M JPYrUM [puU3HaKaMm. Bumsl
us JOKYMEHTOB: TEKCTOBBIE, IpadUuecKue, MallMHOYUTaeMble, (OTOIOKYMEHTH. BrusHue
HTII na noxymMeHT u noxkyMeHtupoBaHue. denepanbHblii 3ak0H «Ob 351€eKTpOHHON
mudposoi moxnucu». OOmepoccuiickue knaccuduraropsl (OKY I, OKIIO), ux xparkas
XapaKTepUCTHKA.
Tema 1.3 Copaepxxanue y4eOHOIro MaTepuasa 2 1
Poub Pons mHGOpManmu B cormuanbHO-3KOHOMHUYECKHX Tporeccax. denepanpHbiii 3akoH «O0 2




OK 01, OK 02,
OK 03, OKO04,

OK 05, OK 09,
[1K.1.1, IIK.1.3

Tema 1.4 Conep:kanue y4eOHOT0 MaTepuasa 2
Yuupukanua v | YHuuKanus M CTaHIApTU3alMs JOKyMEHTauuu: MoHsTHe. CHUCTeMbl JAOKYMEHTALMH: 2
CTAaHAAPTH3AUMUSA | IOHATHE, Npu3Haku. OyHKIMOHAIBHBIE M OTpacieBbleé CHCTEMBbl JOKYMEHTAlHH.

AOKYMEHTOB. | MexoTpacieBble CUCTEMBI JOKYMEHTALIUH.

Tema 1.5 Copepxxanue yueOHOIro MaTepuasa 2

CucremMsl YauduuupoBaHHas cucTtemMa JOKyMeHTanuu: MoHsTHe. CocTaB yHUGUIMPOBAHHBIX 2
JAOKYMEHTAIMH | CUCTEM JOKYMEHTALMU: OPraHU3alOHHO-PACHOPSAUTENIbHAS, OTYETHO-CTATUCTHYECKas,

nepBUYHAsA, ydeTHas, puHaHcoBas U Ap. HanuoHanbHble CTaHIapThI, BXOAALIME B COCTaB
YHUDUIUPOBAHHBIX CUCTEM JIOKYMEHTAILUH.
Tema 1.6 Coaep:xanue yueOHOro MaTepuaJia 10
PexBusutbl 1 | PexBusur, popmynsp TOKyMEHTa, THIIOBOH (hopmyisip, popmymsip obpaser, Tabens Gopm 4
0J1aHKH JIOKYMEHTOB, aIbO0OM dopM  yHHPUUIHMPOBAHHBIX  JOKYMEHTOB: NIOHSATHE,
JOKYMEHTOB xapakrepuctuka.lIlpaBuna odopmieHns pEeKBU3UTOB OJlaHKa M HMX PACIHOJOXKEHHs Ha
cTaHgapTHoM (opmate Oymaru, pasmepbl nojneil. @Dopmyssp-oOpaszen; TpyHIbI
JOKYMEHTOB, IMpHHAJUIeKAIMX ogHON cucreme.llpoexkTupoBanue OJaHKOB JOKYMEHTOB
opranu3zaiuu. Coctas, opopMiIeHHE, U3TOTOBJIEHUE, XpaHEHHE OJaHKOB OpraHU3aLUH.
bnank noxymeHTa: MoHsATHE, Ha3HAYEHUE, BUIbI OJIaHKOB (00U, OaHK MHMCbMa, OJaHK
KOHKPETHOI0 BUJa 1oKkymMeHTa). CocTaB, 0popMIIEHHE PEKBU3UTOB OJIaHKA.
IIpakTuyeckoe 3anaTue Nel: PacrionoxeHnue pekBU3UTOB Ha Jiucte popmara A4 B 2
COOTBETCTBUU c I'oCT «YHupuIupoBaHHas CUCTEMa  OpPraHHU3alMOHHO-
pacropsAaUTeNbHON JOKYMEHTAIII) .
IIpakTnyeckoe 3ansaTue Ne2: [IpoekTupoBanue 01aHKOB OpraHU3AIHH. 2
CamocrosiTeibHasi padota o0yuyarommuxcs Nel: PaspaboTars cxemy KinaccupuKaiuu 2
JIOKYMEHTOB T10 Pa3IHYHBIM PU3HAKAM.
Tema 1.7 Conep:xanue yueOHOro MaTepuaJia 8




Opranu3anuoHHO

pacnopsiiuTeIbH
ble IOKYMEHTbI

Opranu3aMOHHO-PACTIOPAAUTEIFHBIE JIOKYMEHTBI: MOHSATHE, Ha3HAuYeHHE, OCHOBHBIC
BU/Ibl  (OpraHu3aliOHHBIC, paCIOPSAUTENbHbIC, CIpaBouHble). OpraHu3anuOHHBIC
JOKYMEHTBI: yCTaB, IOJIOXKECHUE, CTPYKTypa W INTaTHas YHUCJIEHHOCTb, INTaTHOE
pacnucaHue, MpaBuia, JOJDKHOCTHAS WMHCTPYKIHS, VX Ha3HaYeHUe, XapaKTepHCTUKA U
coctaB. TpeOoBanus K OQOPMIICHHIO, TOPANOK YTBEpXKAeHUs. PacmopsauTenbHbie
JOKYMCHTBI: ITOCTAHOBJICHHUEC, IIPHUKA3 (HO OCHOBHOM ACATCIIBHOCTH W IO JIMYHOMY
coCTaBy), ykaszaHwe, pemieHue. Mx HasHaueHue, TpeboBanus K odopmiieHuto. T
JOKYMEHTOB: ITOJUTMHHHUK, AyOIHMKaT, KONHs, BHITHCKA. VX Ha3HaYeHue.

IIpakTuyeckoe 3ansitue Ne3: CocraBieHue u odopmileHHE MPUKA30B IO OCHOBHOM 2
JESTENIbHOCTH U JIMYHOMY COCTaBY U BBIITUCOK U3 HHX.
CamocrtosiTeibHass padora oOyuyarommxcest Ne2: CocTaBUTh CPaBHUTEIbHYIO TaOIMILY: 2
Buap! JOKyMEHTOB 10 Ha3HAYEHUIO, COIEPIKAHHIO U O()OPMIICHHIO.
Tema 1.8 Conep:xanue yueOHOIro MaTepuaJia 6
CunpasoyHo- CripaBo4HO-MH(OPMAIIMOHHBIE JJOKYMEHTBI: CIIy>)KEOHbIE MUChbMA, CIIPAaBKH, IOKJIaJIHBIE, 2
HHQOPMALIMOHHBI| CIy)KeOHblE, OOBSCHUTENbHbIE  3allUCKU, IPOTOKOJBI, aKThl, 3asBiIeHHA. MXx
€ JOKYMEHTBI | XapaKTepHCTUKa, TpeOOBaHUS K 0(POPMIICHHUIO.
IIpakTnuyeckoe 3ansatue Ne4: CocraBneHne u odopmieHHe HH(DOPMAIMOHHO- 2
CIIPaBOYHOM IOKYMEHTAIIUH.
IIpakTuyeckoe 3ansitue NeS: Cocrapienue u 0opMIIEHUE TPOTOKOJIOB 2
Tema 1.9 Copepxanue yueOHOro MmaTepuasa 4
Kommepueckne | Kommepueckue mnucbma, KOHTpakThl. Kiaccuduxanms xommepueckux nucem. Odepra 2
NnucbLMa, (mpemioxkeHue) — oTBeT Ha odepTy (akuent). TUnoBbie GOpPMBI KOMMEPUYECKUX MHCEM.
KOHTPAKThI [Tucbma o mepeBOo3Ke, JOCTaBKE W CTPAXOBaHUU TIpy30B. [IpeTeH3MOHHO-MCKOBas
JOKYMEHTAITHSI.
IIpakTuyeckoe 3ansitue Ne 6: CocraBieHue U opopMIEHHE MNPETEH3MOHHO-UCKOBOM 2
JOKYMEHTAIIU!
Tema 1.10 Copepxanue yueOHOIro MaTepuasa 10

OK 01, OK 02,
OK 03, OK04,

OK 05, OK 09,
[MK.1.1, IK.1.3




JdorosopHo-
npaBoBasi
AOKyMeHTaIusl

JlokyMeHTupOBaHuE TPYAOBBIX NpaBooTHOIIEHUH. CocTaB U 0COOEHHOCTU O(POPMIICHUS
JTOKYMEHTOB IO JHM4YHOMY cocTaBy. KommiekroBanue Tu4HOro jaena. ABroOuorpadus.
Pestome. 3asBnenue o mnpueme Ha paboty. [Ipukasel mo muyHomy cocrtaBy. LlltatHoe
pacnucaHue.

IIpakTnyeckoe 3ansaTue Ne 7: OopmieHne 10ropopa KyImim-poIaxu

IIpakTnyeckoe 3ansaTue Ne 8: OpopmieHne u 06padboTKa MPETEH3UOHHBIX THCEM

IIpakTuyeckoe 3auaTueNe9: OdopmieHue NpuxoaHbIe opaepa s opopmIiIeHUs IpruemMa
MaTepuaoB Ha CKJIaj

Pazoen 2 Opzanuzayusn pabomel ¢ 0OKyMeHmamu

T B OpraHnM3anusx

Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia
Cayx6a 1OY B | Cnyx6a JIOY B opraHumzanusx: LeiIH, 3aJadd, Ha3HA4YeHHWe, (YHKIUU, THUIIOBBIE
OPraHM3auMAX | CTPYKTYpbI, JOJKHOCTHOM coctaB. Pernmamenranus padorsr CLHOY.
Tema 2.2 Coaep:xxanue yueOHOro MaTepuaJia
JoxyMeHnTo060po| J{okyMeHTOOOOpOT: MOHATHE, OOIIME MPHHLMUIBI OpraHU3alUU JOKYMEHTOOOOpOTa, €ro

CTPYKTypa, HEO0OXOAMMOCTh Yydera o0bema JoKyMeHTooOopora. HopmaTuBHBIE
JIOKYMEHTBI, perJIaMeHTUPYIOIINE OpraHU3aIUIo JOKYMEHTO000pOoTa

Tema 2.3

Conep:xxanue yueOHOro MaTepuaJia

Perncrpanus
AOKYMEHTOB U
CIIOCOOBI X

Perucrpanuss JOKYMEHTOB: MOHSATHE, LEIH, 3a/a4d, MECTa PErUCTPAllUd DPA3TUYHBIX
KaTteropuit nokymeHToB. Cuctema u (opMmbl perucrpauuu (KypHajbHas, KapTOYHas,
aBTOMATH3UpPOBaHHAs), UX JOCTOMHCTBa M HejocTarku. Ilokasarenu, BBOOUMBIE B

OTHPaBKH peructpaniioHHble  (GopMbl. OCOOEHHOCTH pPETHUCTpPAllMK BXOMALIMX, HCXOMALIMX U
BHYTPEHHUX JOKyMeHTOB. CIIoCOOBI OTIPABKU TOKYMEHTOB (TpaJWLIMOHHbBIHN, C TOMOIIBIO
tenedoHa, ¢pakca, MHTEpHETA.

Tema 2.4 Conep:xxanue yueOHOro MaTepuaJia

Konrtpoun KoHTponb HCIONIHEHUS JOKYMEHTOB: IIOHATUE, Ha3HaueHue, BUAbL. [IpuHIMIBI

HCIOJTHEH U Oopra"u3anuu KOHTposs. CpOKH NCIIOJIHEHUS: TUIIOBON. IHIMBHyaIbHBIN.
AOKYMEHTOB TexHonorust BeAEHUS KOHTPOJSA. AHalIM3 MCIOJIHEHHSA JOKYMEHTOB B OpraHHU3allMH.

B3auMocBs3p  perucTpanui  JOKYMEHTOB U WH(GOPMAIMOHHO-CIIPABOYHOH palOTHI.
Opranusanys padoTel ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.

10




JIOJDKHOCTHBIC JIMIA, OCYIICCTBIISIFOIME PETHCTPAIlUI0, KOHTPOJIb HWCIOJIHEHUS, WX
(GYHKIMH U TIpaBa.

Tema 2.5
Homenkiarypa
e

Conep:kanue y4eOHOT0 MaTepuaJia

Homenknarypa nen: nmoHstue, 3Ha4eHue s Kiaccu(UKauuu JOKYMEHTOB, ONEPAaTHBHOTO
XpaHEHUsT M MUX IPENApXUBHOM IOATOTOBKM. Buael Homenkiatyp aen. Ilopsgox
cocTaBlieHUs, O(OPMIICHUS, YTBEPXKJIEHUS M TNPUMEHEHHUS KOHKPETHOH HOMEHKIIATYpPbI
nen. [Topsanok GpopMupoBanus nei.

Tema 2.6
Opranu3anus
XpaHeHust
HCIOJHEHHBIX
JOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

Opranu3zanus  XpaHeHMs  MCIOJHEHHbIX  JOKYMEHTOB. OCHOBHbIE  TpeOOBaHUS
HOPMAaTHUBHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOIINX JAHHBINA dTaIl

JOKyMeHTOo0OopoTa. OTBETCTBEHHOCTh 3@ COXPAHHOCTh JIOKyMEHTOB. Ilopsiiok
COCTaBIJICHUS, O(OPMIICHUS, YTBEPKICHHS M MPUMEHEHHs KOHKPETHOW HOMEHKJIATYPHI
Jed.

Tema
2.79kcnepTusa
IEHHOCTEeH
AOKYMEHTOB

Conep:xxanue yueOHOro MaTepuaJa

IlonsATHe M Ha3HAYEHUE DKCIEPTU3bl LIEHHOCTEH NOKYMEHTOB. IIpuMHIMINBI U KpuUTepuun
OINpECIEHUsI HAy4YHOU, UCTOPUYECKOM M NPAKTUYECKOW LIEHHOCTH JOKyMEHTOB. Cpoku
XpaHEHUs! JOKYMEHTOB.

Tema 2.8
IHopsaok
nepenayvu e B
apXuB MJIM HA

Conep:xxanue yueOHOro MaTepuaJia

Ilopsimok mepepgaum eyl B apxXWB WIM Ha YHUYTOXKEHHME JOKyMeHTOB. IlpaBuia
oopMIIeHHs WM COCTaBJIEHHMsS OMMCH Jei. Perucrpamus JTOKYMEHTOB, MOAJIEKAIINX
nepeJadyy B apXyB. DTallbl IPOLIECCa YHUUTOKEHHS TOKYMEHTOB, X PETUCTPALIUSL.

YHHYTOKeHHE

Tema 2.9 Copaepxxanue y4eOHOIro MaTepuasa

Kanposasn JlokyMeHTupOBaHUE TPYAOBBIX NpaBooTHOIEHUH. CocTaB U 0COOEHHOCTH O(POPMIICHHUS
AOKYMEHTAlUsl | JIOKYMEHTOB IO JMYHOMY cocTaBy. KomIiuiekToBaHMe JMYHOrO nena. ABroduorpadus.

Pestome. 3asBnenne o mpueme Ha pabory. llltatHoe pacniucanue

IIpakTnyeckoe 3ansitue Ne 10: OdopmiieHne Tpya0BOro J0roBopa, MpuKaza o mpueme
Ha paboTy, opopmIIeHHE TPYAOBOM KHUKKU

Pazoen 3. Komnvromepusayus 00KyMeHmMayuoHH020 00ecneuenus ynpaeieHus
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Tema 3.1 Conep:kaHue y4eOHOT0 MaTepuaJia
Komnbrorepusan | Komnerorepuzanus JIOY Ha npeanpusartuu, 3HAYCHHE, TEPCIEKTUBBI  Pa3BUTHSL. 4
us UcnonwzoBanue IIK B opranumszauuu pabotel ¢ gokymeHTamu. CoOCTaBHbIE YacTH
JOKYMEHTALMOHH| KOMIIBIOTEPHOTO AEJIONPOU3BOJICTBA: aBTOMATU3UPOBAHHBIA cOOp, 00paboTKa, XpaHEeHHEe
oro odecrneYeHns | JOKYMEHTAIUH, IPEJOCTaBICHIE pPa3HOOOpa3HOi HH(pOpMAITIH.
ynpaBjeHHs HAa | DJEKTpPOHHAs II0YTa: IIOHATUE, Ha3HAueHHE. THUMBl CUCTEM DBJEKTPOHHOM MOYTHI
npeanpuaTHd | (100anbHbIe, KOPIIOPATUBHBIE), UX KpaTKas
XapaKTepUCTHKA. XpaHEHHWE JIOKYMEHTOB B OJJIEKTpOHHOW moute. MHopmanuoHHO-
crpaBoYHasi paboTa B YCIOBHIX MPUMEHEHUS KOMIBIOTEPHBIX TEXHOJIOTHI.
IIpomexyToOUHAS aTTECTALMA-IK3aAMEH 6
84

HToro mo tucuuInHe
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3. YCJOBUS PEAJIM3AIIMN ITPOTPAMMbBI YYEFHOM JUCIUTLINHBI

3.1. TpebGoBanusi K MUHMMAJIbHOMY MATEPHATBLHO-TEXHUYECKOMY 00eCIeYeHUI0
YueOHO# JUCHMILUTHHBI

Peanmuzanmss mporpaMmbl  TUCHMILIMHBI  TpeOyeT HaIWuus  KaOWMHETa
JOKYMCHTAITAOHHOTO  OOECICUCHUSI  YIpPABJICHHWS JUISI TIPOBEICHHUS  3aHITHH
JEKIIMOHHOTO THMA, TMPAKTHYECKUX 3aHATHH, B TOM YHUCJIE TPYIIOBHIX,
WHIUBUTYyaIbHBIX, MMACHhbMEHHBIX, YCTHBIX KOHCYJbTAlU, TEKYIIETO KOHTPOJS |
MIPOMEKYTOUHOM aTTECTAIIHH.

O6opynoBanue:

- pabouee MecTo Mperno aBaTes;

- cIeNWaM3UpOBaHHAs  MeOenb  (CTONBI, CTyJdbS IO  KOJUYCCTBY
oOyyJaromumxcs);

- IOCKa YYeHHUYEeCKasl.

TexHauyeckue cpencTBa 00ydeHus:

- KOMIIbIOTEP (HOYTOYK);

- MYJbTUMEIUNHBIN ITPOCKTOP, IKPaH.

YueOHo-HATNISIIHBIE  TOCOOMS:  IUTaKaThl, Y4eOHO-HAIJISAHBIE IOCOOMS,
oOecrieunBarOIIMEe TEMaTHUUYECKME  WJUIIOCTpallMM 1O  pabodeil  mporpamme
JTUCITUTIIMHBL, B TOM YHCIIe, BUIEO-ayH0 MaTepHajIbl, KOMITBIOTEPHBIC TTPE3CHTAIINN.

KowmmproTep UMEET JOCTYI K JJICKTPOHHO-OMOIMOTECYHBIM CHCTEMaM,
BBIXOJ] B TJ00ambHYIO CeTh MHTEpHET, OCHAIIECH JHUIEH3MOHHBIM MPOrPaMMHBIM
oOecIieueHuEM.

3.2.  YuyeOHO-MeTOOAMYeCKOe  oOecrmeyeHHe M HMHGPOPMALMOHHOE
o0ecneyeHue peaju3aluu y4eOHOM JUCHUIIINHBI

HopmaTuBHO-ipaBoBbI€ aKThI

1. ®enepanpubiii 3akoH Ne 125-®3 or 22.10.2004 «O6 apxuBHOM jene B
Poccuiickon @enepauumny;

2. ®enepanbubiii 3akoH Ne 53-D3 ot 01.06.2005 «O rocyaapcTBEHHOM A3BIKE
Poccuiickon @enepauumny;

3. ®enepanbubiii 3ak0H Ne 63-D3 ot 06.04.2011 «O06 351€KTPOHHONTIOATIHCH;

4. ®enepanbbiii 3akoH Ne 149-d3 or 27.07.2006 «O6 wunpopmanuu,
UH(GOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aIUTe UHPOPMALII;

5. TOCT P 7.0.97-2016 Cucrema cranmapToB 10 uH(pOpmaIuwy,
oubimoreunoMmy u  um3garensckomy  geny  (CHUBU).  OpraHuzanuoHHO-
pacrnopsAuTenbHas ToKyMeHTanus. TpeboBanus kK 0(hOpMIICHUIO TOKYMEHTOB.

OcHoBHbIE yUeOHbIe U3TaHUS

6. Joponuna, JI. A. JIokyMeHTallMOHHOE O0eCrieYeHUE yIpaBiIeHUs : Y4eOHUK
W TPaKTHUKyM JUisl  CpeAHero  mnpodeccuoHanbHoro  obpazoBanusa / JI. A.
Hoponuna, B. C. UputuxoBa. — Mocksa: U3narensctBo IOpaiit, 2018. — 233 c.

7. lllyBanoga, H.H. JloxymeHTaunoHHOE oOecrnieueHue
yIOpaBieHUs: Y4YEOHMK M  MPaKTUKyM [UIsl  CpPeAHEro  mpodecCHOHATBbHOTO
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obOpazoBanus, H.H.lllyBanoBa. — 2-e uzn. — Mocksa: M3gatensctBo FOpaiit, 2020.
— 265 c.

8. Kopuees, U. K. JlokymMeHTaIlMOHHOE 0O€CTIeUeHHUE YIPABICHUS: YYCOHUK U
MPaKTUKYM i cpenHero npodeccuonansuoro oopazosanus / U. K. Kopuees, A. B.
[Tmenko, B. A. Mamypues. — 2-e uzj., nepepad. u gon. — Mocksa: 3aaTenscTBo
FOpaiit, 2021. — 384 c. — (Ilpodeccuonansnoe odpazosanue). — ISBN 978-5-534-
05022-6.

JlonoJIHUTeIbHbIE y4eOHbIe U3TaAHUS

9. Jlenonpon3BOACTBO: y4eOHOE TMOOOMEe I CpPeaHero MpodheCcCHOHATBLHOTO

obpazoBanus, O.C. I'pszHoBa. - MockBa M3narensctBo FOpaiit, 2020. — 265 ¢. —
(ITpodeccuonanpuoe oOpazoBanue). — ISBN 978-5- 534-08211-1. — Tekcr:
DIICKTPOHHBIN Il 9BC FOpaiit [caiiT]. — URL.:

https://urait.ru/viewer/deloproizvodstvo-453970#page/2

10. KyznenoB, M. H. JlokyMeHTanMOHHOE OOECIEUYCHHE YIPABICHUS
MEPCOHANIOM: y4YeOHUK M TMPAKTUKYM JJisi CPeAHero mnpodhecCUOHATBLHOTO
obpazopanus / U. H. Ky3nenoB. — Mocksa : M3narensctBo FOpaiit, 2019. — 521 c.
— (Ilpodeccuonanpuoe odpazopanue). — ISBN 978-5-534-04451-5.

11. KyznemnoB, M. H. [loxkymeHTanmoHHOe OOECHEUYEHHUE YIpaBICHUSI.
JIOKyMEeHTOOOOpOT M JACIIONPOU3BOJCTBO : YYECOHUK U MPAKTHUKYM JUISI CPEIHETO
npodeccronansHoro oopazosanus / M. H. Ky3snenos. — 3-e uzg., nepepa0. u Jo1.

— Mocksa: U3zmarensctBo Opaiit, 2021. — 462 c. — (IIpodeccronanpHOE
obpazoBanue). — ISBN 978-5-534-04604-5.

HNHuTepHeT-pecypcsnl

12.  Caiit Bcee o nenonpousBojctse http://delo-ved.ru/

13. Tlopran Cailt cekperaps u oduc-MeHeIKepa
https://www.sekretariat.ru/

14, TAPAHT.PY. NudopmarnimonHo-npaBoBoi  mopTan
http://www.garant.ru/

15. Caiit cnpaBounoituHbopmarmonnoi cucrembl  «KoncynbrantIlmocy.
Pesxum noctyna: http://www.consultant.ru

Metoauueckue yKazaHusi I o0y4aloumuxcsi 10 OCBOEHHIO
TUCHUNITIHHBI

16. Meroanueckue yKazaHuUs s OOYYAIOIIMXCS IO  BBITIOJIHEHHUIO
MPaKTUYECKUX padOT.

17. Metoauueckue ykazaHus JJIsi 00YUYaIOIIMXCS MO BBITTOJHEHUIO 3aJJaHUM
CaMOCTOATEIbHON pabOTHI.
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOU

JUCHUIIIAHBI

4.1. ®opMbI U METOAbI KOHTPOJISI M OLIEHKHU Pe3yJIbTATOB 00y4eHUs

PesyabTaTsl 00yyeHus

@DopMbI U METOAbI KOHTPOJISI M
OlleHKH pPe3y/IbTATOB 00y4eHus!

Obwue Komnemenyuu:
OK 0l. BseiOupath cmocoObl  pemieHuss — 3agad
npoecCHOHANBHOM  IEeATENBHOCTH TMPUMEHUTENBHO K
Pa3IMYHBIM KOHTEKCTaM;
OK 02. HMcnons3oBaTh COBPEMEHHBIE CpEJICTBA IOUCKA,
aHaiu3a U UHTEPHpETALUN nH(pOpMaITUU u
WH(OPMAILIMOHHBIE TEXHOJOTUHU JJIsl BBIMIOJHEHUS 3a7ad
poeCCUOHAIBHON e TEIHHOCTH,
OK 03. IlmanupoBaThb W peaTU30BBIBATH COOCTBEHHOE
pohecCuoHAIBbHOE u JMYHOCTHOE pa3BUTHE,
peIPUHIMATETbCKYIO JeSITeNIbHOCTD B
npodeccHOHaIbHON cdepe, HCIONb30BaTh 3HAHUS 110
(uHAHCOBOWH T'PaMOTHOCTH B Pa3IUYHBIX KUIHEHHBIX
CUTYaIHUsX;
OK 04. DddextuBHO B3ammojeiicTBOBaTh U pabOTaTh B
KOJJIEKTUBE U KOMaH/IE;
OK 05. OcymecTBiATh yYCTHYI0O U IIHCBMEHHYIO
KOMMYHUKAIMIO HA TOCYJAapCTBEHHOM s13bIke Poccuiickoin
@denepau ¢ y4e€TOM OCOOCHHOCTEH COLMAJIBHOTO U
KYJIbTYPHOTO KOHTEKCTa,
OK 09. ITonp30BaTbCs npodeccnoHaNbHOM
JOKyMEHTalMell Ha ToCylIapCTBEHHOM W HWHOCTPaHHOM
A3BbIKaX.
Ilpogpeccuonanvnvie komnemenyuu:
[IK 1.1. OcymiecTBiaTh CONPOBOXIAEHUE, B TOM YHUCIE
JIOKYMEHTAIlMOHHOE, NMPOLIETypPhl 3aKYTIOK.
IK 1.3 Ocy1iecTBasTh JOKYMEHTALlHOHHOE
COIPOBOKICHHE CKIIAZICKUX ONEpaLUi.
B pesynpTare OCBOEHHS JUCIHUIUIMHBI OOyYaroUIuiics
JOJIKEH yYMeTh:
- OdopMnsaTh OKYMEHTAIMI0 B COOTBETCTBHH C
HOPMAaTUBHOW 0a30ii, B T.4. UCHONB3Ysl MHGOPMAIMOHHBIE
TEXHOJIOTHH;
— YHUPHUIIPOBATH CHCTEMBI IOKYMEHTAIIUH;
- OCYUIECTBJISITh XPAHEHHUE U MOUCK IOKYMEHTOB;
- OCYUIECTBISAThaBTOMATU3ALINIO 00paboTku
JIOKYMEHTOB;

- HCIIOJIb30BaTh TEJICKOMMYHUKAIIHOHHBIE
TEXHOJIOTUHUB 3JIEKTPOHHOM JJIOKYMEHTO000pOTE
B pesymprare OCBOCHHS MUCHUIUIMHBI OOYyYarOIIHIACS
JIOJKEH 3HATh:
— MIOHSITHE, LENH, 3a/1a4u U TIPUHITUTIBI

Texkynui KOHTPOJIb:

- OMPOC YCTHBIN U MUCbMEHHbIN
(MHOMBH YA bHBIN U (PPOHTATBHBIN);
- TECTUPOBAHUE;

- BBITTOJIHEHUE MMCbMEHHOM PadOTHI;
- BBITIOJIHEHUE MTPAKTUYECKON pabOTHI

(MHIUBUIyaTbHAS M TPYIIIOBAs
dbopma paboThl);

OrneHka pe3ynbTaToB BHIMOTHEHUS
CaMOCTOSITEIILHOM PabOTHI

[TpomexxyrouHnast arrectanus B popme
—KOMIUIEKCHOTO 9K3aMeHa (4 cemectp)

MeToa mpoBeneHUs MPOMEKYTOUHOMN
aTTecTaluu 4 ceMecTpa: BBIOJTHECHUE
KOMILJIEKCHOIO 3aJaHusI
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JIeTIONPOU3BO/ICTBA;

- OCHOBHBIC IIOHATHUA AOKYMCHTAIIUOHHOTI'O
oOecrnieueHus ynpaBIcHUS;

- CHCTeMBl  JOKYMEHTALMOHHOTO  OOecredeHus
YIIPaBJICHUS; KJIACCU(UKALNIO JTOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U OQOPMIICHUIO
JIOKYMEHTOB;

- OpraHHU3aLUI0 JIOKyMEHTOO000pOTa: pueM,
o0paboTka, perucTpanus, KOHTPOJIb, XpaHeHHue
JOKYMEHTOB, HOMEHKJIaTypa e

4.2. ®oH/ OLIEHOYHBIX CPEACTB /JIs POBeIeHUsI POMEKYTOUHOM

arrecranmumn oﬁyqamnmxca o JUCHMUIIIMHE

IMoka3aTenn U KPUTEPUU OLCHUBAHUS KOMIIETEHIMH

Ilokazarenu wu KPpUTCpHH OLCHHWBAHUWA KOMHeTeHHHﬁ,

OLICHHUBAHMHA COACPIKATCA B IIPUTOKCHUHA 1.

KoHTposbHBIE H TECTOBBIC 3aJaHUSA
KonTponpHbIE 3a1aHKUs COAEPKATCS B IPUIIOKEHUN 1.

MeToauyeckue MaTepHuabl

OIMMCAaHUEC IIKaJa

MGTOI[I/ILIGCKI/IC MaTCpuaiibl, OIIPCACIIAIOMUC ITPOUCAYPhI OLUCHUBAHUA 3HaHHﬁ,

YMEHUH, XapaKTepu3ylIux (HOPMUPOBAHHE KOMIETEHIIUH,

MPUJIOKEHUH 1.

cojepxarcs B
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IIpunoxenne 1

KoHTpo/IbHO-011eHOYHBbIE Cpe/ICTBA
JJIS1 IPOBe/IeHUs] IPOMEKYTOUYHOM ATTECTANMHU 10 JUCIUIJIMHE
OI1.04 loxkymeHTallMOHHOE O0ecrieuyeHHue yIpaBJIeHUus

1.1. dopma npoMe:KyTOYHOI ATTECTAIMHU: SK3aMCH KOMILICKCHBIN (4 cemecTp).

1.2. Cucrema OLCHUBAHUSA PE3YJbTATOB BBINOJIHCHUS 3agaHni

OneHuBaHue pe3yabTaTOB BBINOJIHEHUS 33JaHUN IPOMEKYTOYHON aTTECTAllMM OCYILECTBIISETCS Ha
OCHOBE CJICYIOIINX PUHIUIIOB:

JOCTOBEPHOCTH OIICHKH — OIICHHWBAETCS YPOBEHb C(OPMHPOBAHHOCTU 3HAHUM, YMEHHUH,
IPAaKTUYECKOI'0 OMbITa, OOIIMX M MPO(ECCHOHAIBHBIX KOMIIETEHIMH, MPOAEMOHCTPUPOBAHHBIX
00y4aroIUMUCS B XOJI€ BBIIIOJIHEHUS 3aJaHUS;

aICKBaTHOCTU OLIEHKU — OLICHKA BBINIOJHEHUS 3aJaHUH JOJDKHA MPOBOJUTHCS B OTHOILLIECHUNU
TeX KOMIIETEHIIHIA, KOTOpbIe HEOOX0MUMBI 1151 3(p(PEeKTUBHOTO BHITIOTHEHUS 3a/1aHUS;

HA/IeKHOCTH OLEHKM — CHCTE€Ma OLICHMBAHUS BBINOJIHEHUs 3aJaHUi JOJDKHA 00JanaTh
BBICOKOM CTENEHbIO YCTOMYMBOCTHU IPH HEOJHOKPATHBIX OLEHKaX YpPOBHS C(HOPMHPOBAHHOCTU
3HaHUH, YMEHHH, TPAKTHUYECKOTO OIBITa, OOMMX U MPOPECCHOHATBHBIX KOMIIETCHIIUN
o0y4aromuxcs;

KOMIUIEKCHOCTH OLIEHKM — CHCTEMAa OLICHHBAHUS BBIIIOJIHEHUS 3aJaHUN JOJDKHA ITO3BOJISATH
MHTErPaTUBHO OLIEHUBATh O0IIKE U MPO(hecCHOHATIbHbIE KOMIIETCHIIMN 00YJatOIUXCs

OOBEKTHBHOCTH OIICHKH — OIICHKA BBHIMOJHEHUS KOHKYPCHBIX 3a/JaHUil JOJDKHA OBITH
HE3aBUCHUMOI 0T 0coOeHHOCTeH MNpo(pecCHOHATbHON  OpUEHTAUUMU WIM  I[peIHOYTeHUH
IIPEenoAaBareliel, OCYIECTBIAIOMMUX KOHTPOJIb WIH aTTECTALMIO.

IIpy BBINONHEHMM MpOLEAYpP OLECHKU 3aJaHUM HCIOJB3YIOTCS CIELYIOIIHE OCHOBHBIC
METO/BI:

- METOJ] pacueTa epBUYHBIX 0aIJIOB;

- METOJ1 pacueTa CBOJHBIX OAJIIOB.

Pe3ynpTaThl BBIMOJIHEHMs 33/laHUIl OLIEHUBAIOTCA B COOTBETCTBMM C pa3pabOTaHHBIMHU
KPUTEPUSIMH OLICHKH.

Hcnonb3yercs naTubamuibHas mKajia Ui OLleHUBaHUS Pe3yIbTaTOB O0yUCHHUS.

[lepeBoa nsATHOAUIBPHOM IIKAJIBI yU€Ta PE3yJIbTAaTOB B MATHOAIILHYIO OIIEHOYHYIO HIKAY:

Ounenka KonuyectBo 0a/1510B, Ha0paHHBIX 32 BbINOJHEHHE
TEOPEeTHYECKOT0 W  MPAKTH4YeCKOro 3aJaHusl,
cpeaHuii 62,171 10 UTOraM aTTecTaluu

O1ieHKa 5 «OTIMYHOY 4,6-5
OneHka 4 «xopouoy 3,6-4,5

OreHka 3 «yJOBIICTBOPUTEITHHO 3-3,5

Onenka 2 «HEeyJOBIETBOPUTEIBHO» <29

1.3. KOHTpPOJILHO-0LIEHOYHBIE CPeICTBA
1.3.1 3ananmue:
1.OTBETUTH HA BOMPOCHI.
2. BBIIOTHUTH MPAaKTUYECKOE 3aJJaHHUE.
IIpumepHBbIe BONPOCHI AJI51 IK3aMeHa
1. TlepeuncnuTh OCHOBHBIC 3HAUCHUS U COICPKAHUE JUCIIUTLITHBIL.
2. OOBSICHATD MEXKIIPEAMETHBIC CBSI3H C IPYTUMU TACITUTUTHHAMH.
3. Uctopust  pasButus  nenompousBojcTBa B Poccuum.  CoBpeMeHHOE  COCTOSHUE
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JOKYMEHTAI[MOHHOTO O0ECTICUEHUS yIIPABICHHMSI.

4. Pa3bsiCHUTD OHATHE YHUDUKALMS U CTaHJAPTU3ALUs JOKYMEHTAIUH.

5. CucTemMbl JOKyMEHTAIMU: TIOHITHE, IPU3HAKHY.

6. OyHKIMOHATbHBIE U OTPACIIEBbIE CUCTEMbI JOKYMEHTALIUH.

7. MexoTpacieBble CUCTEMBI JOKyMEHTAIIUH.

8. O0BsicHUTHh TOHATHE - PekBU3HUT, GOpMYJSp AOKYMEHTA, THIOBOW (GopMyIsp, GopMyIsp
oOpa3zern, Tabenb popM TOKYMEHTOB.

9. Aanp60M hopM yHH(PUIIMPOBAHHBIX JOKYMEHTOB: TIOHATHE, XapaKTEPUCTHKA.

10. Cnyx06a JIOY B opranuzanusix: ueiu, 3aJ1auu, Ha3HaueHue, PyHKIUU, TUIIOBbIE CTPYKTYPHI,
JOJDKHOCTHOM COCTaB.

11. Permamenrarnus padotet C/IOY.

12. HopmaTuBHBIE TOKYMEHTHI, pEriaMeHTUPYIOIINE OPraHNu3aLUI0 JOKYMEHTO000pOTa.

13. Peructpanus JOKYMEHTOB: MOHSTHE, LENH, 33Jayd, MECTa PErucTpaluu pa3IudyHbIX
KaTeropuil JOKYMEHTOB.

14. Cucrema u ¢dopMbl perucTpanuu (KypHaJlbHas, KapTO4yHas, aBTOMAaTU3UPOBaHHAs), MX
JOCTOWHCTBA U HEJJOCTATKH.

15. Homenknarypa aen: HOHATHE, 3HAYEHUE IJIS KiIacCU(UKAIMU JOKYMEHTOB, OIIEPaTHBHOTO
XpaHEHUs ¥ UX TPEJApPXUBHON MOATOTOBKH. BHIbI HOMEHKIIATYp eI

16. [Topsinox  coctaBneHusi, oQopmIeHUs, YTBEPKACHUS U MPUMEHEHHUS KOHKPETHOM
HOMEHKJIATYPHI JIell.

17. Tlopsanox popmupoBaHus aei.

18. Opranuzanus XpaHeHUs HCIIOJTHCHHBIX JIOKYMEHTOB.

19. OcHoBHBIE TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB, PETJIaMEHTHUPYIOIIMX JAaHHBIM ATam
JOKYMEHTO000pOTA.

20. OTBETCTBEHHOCTh 32 COXPAHHOCTh IOKYMEHTOB.

21 JIokyMeHTOOOOpOT: MOHSATHE, OOIIUE MPUHIUIBI OPTaHU3AMMHA JOKYMEHTO00OpOTa, €ro
CTPYKTYypa, HEOOXOAUMOCTh y4eTa 00beMa IOKyMEHTO000poTa.

IIpumepHble npakTHUYECKHE 3aJaHUA:

3aganme 1. CoctaBbTe 0oOmMIA OnaHK M ONaHK MUCbMa MPEANPHUATHS MPHU YIIIOBOM
pacIoyIoKEHNH PEKBU3UTOB OJIaHKA.

Ha3Banue mnpeanpusTus, €ro OpraHU3allMOHHO-TIPABOBYIO (OPMY U PEKBU3UTHI
UCIOJIB3YHTE IO CBOEMY YCMOTPEHHUIO.

3ananme 2. CocraBbTe 001U Gs1aHK M OJaHK MUCbMa MPEIIPUATHS MIPH MPOIOIEHOM
PacIoyIOKEHNH PEKBU3UTOB OJIaHKA.

Ha3Banue mnpeanpusTus, €ro OpraHU3allMOHHO-TIPABOBYIO (OPMY U PEKBU3UTHI
UCIOJIB3YHTE IO CBOEMY YCMOTPEHHUIO.

3apanme 3. CoctaBbTe MpHka3 00 uTorax pabotrel ¢ fokymeHTamu B 2018 r. B OAO
«Asdkcy. B xoHCTaTHpyrolel 4yacTu yKaXXUTe Ha HU3KYI0 TPeOOBaTEIbHOCTh PYKOBOAUTENEH
MO/IPA3JENIEHNI K KAa4eCTBY IOJArOTOBKM JOKYMEHTOB M KOHTPOJIIO 332 MX HCHOJHEHHEM. B
pacnopsAMTEeNbHOM  YacTW  oOpaTuTe BHUMaHME  PYKOBOJAWUTEIEH Ha  MOBBIIICHHE
TpeOOBaTENILHOCTH K PabOTHUKAM B YacTH paboTHl C JoKyMeHTaMmu. JlaiiTe

3ajlaHue pabOTHMKY, OTBEYAIOLIEMYy 3a JIEJONPOMU3BOJACTBO, Ha pa3pabOTKy Mep o
YIAY4IIEHUIO 3TOH paboThI.

3ananme 4. CocraBbTe NPHKA3 O IepeBO/Ie HAa pabOTy BHYTPU OpraHU3aIHu.

3aganme 5. Hamummre mnpoekr mnpukaza no OAO «Oxkcuag» o0 wurorax
JOKYMeHTanbHOU peBu3nu padotsl mpennpusitus ¢ 01.02.2018 mo 01.09.2018. B akre peBuzuun
3a(hMKCUPOBaHBI CIEAYIOIIME HEJAOCTATKU: HE YIOPSIOUEH yYeT JIUYHOIO COCTaBa, HEKOTOPhIE
muuHble aena U TP HaxonsTcsd B 3alyIIEHHOM COCTOSHUM; Y 3aBEAYIOLIETO CKJIaJ0M METAIIOB
[TerpoBa JI.H. okazanuch u3nuiiku auctoBoi ctanu (320 Kr) U HeaocTaya CTAIbHOW JIEHTHI
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(85 xr); nmomyckaercs HEOOOCHOBAaHHOE CITUCAHME YIMAKOBOYHON Oymaru, rBo3ied M 3amacHbIX
qacTeil Il peMoHTa 00OpYAOBaHUs; B MEXaHMYECKOM LieXe JOMYIIEH Mepepacxo]l Ipumos B
koiuuecTBe 60 Kr; 3aBeqylOIIUM CKIaACKuM Xo3siiictBoM I1.U. SIkoBieBbIM HECBOEBPEMEHHO
OTIpy’K€Ha ITOCTaBLIMKaM BO3BpaTHas Tapa, 3a 4TO 3aBOJOM yIuiayeH mrpag B cymme 1,5 Thic.

py0. Ipyrue pekBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

1.3.2. Kputepuu oueHKH

KpnTepml OLHECHKHU PE3YyJbTATOB BbLINIOJHCHUSA TEOPETHIECCKOI0
3aJaHusA

Baibel B COOTBETCTBUH C
KPUTEPUSIMHU OLICHKHU

MakcuMaJbLHBINA 0211

— 1,0 6aaa
1 | HemoHcTpupyeT riyOOKOe€, MOJHOE 3HAHUE W TMOHUMaHHUE 1,0
IpOrpaMMHOrOMaTepuara.
[TocnenoBarenbHO, CaMOCTOSTENBHO PAacKpbIBA€T OCHOBHOE
CoJIep>KaHuEeBOIIPOCA.
BbIBOIBI apryMeHTHPOBaHBI, OCHOBAaHBI HAa CaMOCTOSITEIBHO
BBIMIOJTHEHHOM aHaln3e, 00001EHUH TaHHBIX.
UeTko W BEpHO JaHBl OMpEIENICHHs MOHATHH M HAyYHBIX
TepMHHOB. JlaeT BepHbIE, CaMOCTOSITENIbHbIE OTBEThl Ha
BOIPOCBHI.
2 | JeMoHCTpUpYeT HEOCTATOYHO TIyOOKOE€, MOJHOE 3HAHHE U 0,6
MOHMMAaHHE IPOrPaMMHOT0 MaTepuaa.
HenoctaTouHo  mocienoBaTelibHO, HO  CaMOCTOSITENBHO
PacKpbIBa€T OCHOBHOE COZEpKaHHUE BOIIPOCa.
BbiBOIbI  OCHOBaHBI Ha CaMOCTOSITENIbHO BBINOJTHEHHOM
aHayin3e, OOOOIIEHUM [aHHBIX, HO B OTHENBHBIX CIydasx
HE/I0CTaTOYHO apryMEHTHPOBAHBI.
HepmoctatouHo 4eTKo ¥ BEPHO JaHBI ONMPEEICHUS TOHATHI 1
HaYYHbIX TEPMHUHOB.
[Ipu oTBere Ha BONPOCHI JIOMYCKAE€T HECYIIECTBEHHBIE
OLIMOKH, KOTOPbIE MOYKET UCIIPABUTH CAMOCTOSITEIIBHO.
3 | JleMoHCTpUPYET B OTHEIBHBIX BOIPOCaX, HETIYOOKOE 0,3
BJIaJICHHE 3HAHUSAMHUIIPOIPAMMHOI'0 MaTepHaa.
Wznaraer nporpamMmHbIi MaTepuan (QpparMeHTapHO,HE BCerja
IIOCJIEI0BATENBHO.
JlomyieHbl OIMOKN U HETOYHOCTHB  HCIIOJIb30BAaHUH
Hay4YHOU TEPMUHOJIOT HH.
[Tpu oTBeTE Ha BONPOCHI JONYCKAET HETOYHOCTH.
4 | CTyneHT JEMOHCTpPHpPYET HE3HaHME M  HEIOHUMaHUE 0
IporpaMMHOrOMaTepHara.
OcHOBHOE cofiepkaHne y4eOHOro MaTepHasa He pacKphITo;
JOTMYIIEHbI TPyOble OMMOKH B OMpPEACTICHUH TMOHSITHH, MPHU
UCIIOJIb30BAaHUU TEPMUHOJIOTHH.
3arpysHseTcss OTBEYaTh Ha  BOMPOCH, TP  OTBETE
JIOMTYCKAET CepPhEe3HBICOMINOKH.
Kpurtepuu oieHKH K NPAKTHYECKHM bajei 3a
3a/IaHUSAM KpuTEpHH
OLIeHKH
1 OTBeT Ha BONIPOCHI MaxkcumajibHbII
oaJsa - 1,5 6a1a
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BepHo 1 MOIHO JaHbl OTBETHI HA BCE MOCTABICHHBIE BOIIPOCHI. 1,5
B  norumueckoM pacCykIE€HMHM W pEIIEHWH HeT OMHOOK,
CUTYallMOHHAsl 33/1a4a pelieHa palioHaIbHbIM CIIOCOOOM.

ITomy4eH npaBUIIbHBIN OTBET.

SlcHo onucaH crnocob penieHust CUTyallMOHHON MPOOJIEMBI.

BepHo, HO HE TIOJTHO JJaHBI OTBETHI HA BCE IIOCTABJIEHHBIE BOIIPOCHI 1,0
OTBETHI B LIEJIOM BEPHBI.

B noruueckoM pacCyXIe€HMHM U PEUICHUU HET CYIIECTBEHHBIX
OIMOOK, HO CHUTYal[MOHHAas 3ajaya pelieHa HEONTUMAIbHBIM
CrocoOOM WJIM JIONMYyIIEHO He Ooiee JABYX HE3HAUYMTENIbHBIX
OIINOOK.

[IpoOnema  cUTyallMOHHOW  3a/Jayd  BBISBJICHA,  pELICHUE
COOTBETCTBYET YCJIOBHUSM CUTYAIlMOHHOM 3a/1a4u.

BepHo 1 1oyiHO JaH OTBET HA 3aJaHHE 0,6
B normueckoM paccykI€HHH U  pElIeHUH HeT OMIHOOK,
CUTYalLlMOHHAs 3a/1a4a pelleHa paloHaIbHBIM CIIOCOOOM.

ITonydeH npaBUIIbHBIN OTBET.

SlcHo onucaH coco0 peneHus: CUTyallMOHHON MTPOOJIEMBI.

BEpPHO, HO HE MOJIHO JIaH OTBET HA 3a/IaHHE 0,3
B nornueckom paccyXIE€HUUM U PELIEHUH HET CYIIECTBEHHBIX
OmMOOK, HO CHUTYallMOHHAs 3aJaya pelleHa HEeONTUMaIbHbIM
CIocoOOM WM JONYLIEHO He 0ojee JBYX HE3HAYUTEIbHBIX
OIINOOK.

[IpoGnema  cUTyallMOHHOM  3aJladyd  BBIABJIICHA,  pEILICHUE
COOTBETCTBYET YCJIOBHUSIM CUTYAIMOHHOW 3a/1auu.

OTCyTCTBYET OKOHYATENbHBIM BapUaHT pEIICHUs CUTYallMOHHON 0
3a/1auun.

Pemenne HeBepHOE WIIM OTCYTCTBYET.

1.4. MarepuanbHO-TeXHHYeCKOe olecreyeHHe [Jisi TNPOBeJeHUs IPOME:KYTOYHOM
aTTecTaluu

ATTGCTaI_II/ISI MMpOBOAUTCH B KaOuHeTe JAOKYMCHTAITUOHHOT'O obecneueHUs YIpaBJICHUA

1.5. YueOHo-mMeToauyeckoe U HUHpoOpMALMOHHOEe o0ecneyeHue sl TPOBeIEHUs
NMPOMEKYTOYHOM aTTeCTAlUN
HopMaTuBHO-nIpaBoOBbIE AKTHI

1. Oenepanbhbiii 3akoH Ne 125-®3 or 22.10.2004 «O6 apxuBHOM Jene B
Poccniickoit denepanuny;

2. @enepanbubiii 3akoH Ne 53-d3 ot 01.06.2005 «O rocynapcTBEHHOM SI3bIKE
Poccniickoit denepanuny;

3. ®enepanbhblil 3akoH Ne 63-D3 ot 06.04.2011 «OO6 251eKTPOHHON TOITUCHY;

4, Oenepanbubiii 3akoH  Ne  149-®d3 ot 27.07.2006 «O6 wHpOpMarwH,
UH(GOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aIUTe HHPOpMAIHN;

5. ['OCT P 7.0.97-2016 Cuctema cTanmapToB 1Mo HHGOpManuu, ONOIMOTEIHOMY U

mznarensckoMy  neny  (CUBUJL). OpraHu3anoHHO- — pacnopsAUTENbHAs — JIOKYMEHTALIMS.
TpeboBanus kK 0HOPMIIEHUIO TOKYMEHTOB.

OcHoBHbBIE y4eOHbIe H3AHUS

6. Hoponuna, JI. A. JlokymMeHTallMOHHOE O0ecrieueHre YIpaBJIeHUs : YYeOHUK U
OpakTUKyM JuId  cpegHero  mpodeccuoHambHoro  obpaszoBanus / JI. A. [loponuna, B. C.
Uputuxosa. — Mocksa: U3narensctBo IOpaiit, 2018. — 233 c.

7. [ITysamnosa, H.H. JlokyMeHTalMoHHOe OOecleYeHne YIpaBICHHUS:
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y4eOHHMK W TPaKTHKYM JUIs CpefHero mpodeccuoHaibHoro odbpasosanusi, H.H.IllyBanosa. — 2-e
nu3a. — Mocksa: M3parensctBo FOpaiit, 2020. — 265 c.

8. Kopnees, U. K. JlokymeHTanioHHOE 0OecrieueHre YIpaBiIeHUs: YI€OHUK U MPAKTUKYM
s cpeaHero npodeccronansHoro odpaszosanus / M. K. Kopueer, A. B. ITmenko, B. A. Mamrypiies.
— 2-e m3xa., mepepad. m gom. — MockBa: MzmarensctBo IOpaiir, 2021. — 384 c. —
(ITpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-05022-6.

JlonoTHUTE/IbHBIE YYeOHbIe H3TaHUS:

9. Jlenonpon3BoACTBO:  ydeOHOe mooOue I cpeaHero  mpodecCHOHaIbHOTO
obpaszoBanusi, O.C. I'pssnoBa. - MockBa W3parensctBo [Opaitr, 2020. — 265 c. —
(TIpodeccronansuoe odpazobanue). — ISBN 978-5- 534-08211-1. — Tekcr: anexrponnsiii // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/viewer/deloproizvodstvo-453970#page/2

10. Ky3nemno, M. H. JlokymMeHTanmoHHOE oOO€cCIeUeHUE YIPaBJICHUS IEPCOHAIIOM:
y4eOHUK W TPaKTHKYM Ui cpegHero npodeccruonansHoro obpazoBanus / M. H. Ky3nemo. —
Mocksa : U3natensctBo IOpaiit, 2019. — 521 ¢. — (IIpodeccrnonanbroe oopazoBanue). — ISBN
978-5-534-04451-5.

11.  Kyznenos, U. H. JlokymeHTannonHoe obecrieyeHue ymnpasieHus. JJokyMeHToo00poT
U JICJIIONIPOU3BOJICTBO : YYCOHUK U MPAKTHKYM Ul CPEIAHEro nmpodeccHoHaaIbHOro odpasoBaHus /
U. H. Ky3nenoB. — 3-e uzja., nepepad. u Aor.

— Mockga: M3narensctBo HOpaiit, 2021. — 462 c. — (IIpodeccronaibHOe 00pa3oBanue).
— ISBN 978-5-534-04604-5.

HNHuTepHeT-pecypcsl

12. Caiit Bee o nenonpoussoactse http://delo-ved.ru/

13.  Tlopran Cailt cekperaps u oduc-MeHemKepa
https://www.sekretariat.ru/

14. TAPAHT.PY. UndpopmanmonHo-npaBoBoi nopranhttp://www.garant.ru/

15.  Caiit cnopaBouHOW MH(OPMAIIMOHHONW  CHUCTEMBI «Koncynpranr  Ilmocy.
Pexxum nmoctyna: http://www.consultant.ru

Metoaunyeckue YKa3aHHA A o0yyarommxcst no OCBOCHHIO
AUCHHUILINHBI

16.  Meroandeckue yka3zaHus 1Jis 00y4aromUXcs MO BBIMOJIHEHUIO TPAKTUYECKUX paboT.

17. Meroauueckue yKazaHus Uil OOy4aroUmIMXCs IO  BBINOJIHEHUIO  33JaHUMN

CaMOCTOSITENIbHONU PabOTHI.

21


https://urait.ru/viewer/deloproizvodstvo-453970%23page/2
http://delo-ved.ru/
https://www.sekretariat.ru/
http://www.garant.ru/
http://www.consultant.ru/

