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1. MACIHOPT PABOYEM NPOT'PAMMBI JUCILUILIUHBI
TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O6n1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

Pabouast mporpamma sBISIETCS 4aCThIO OCHOBHOU MpodeccruoHanbHOM oOpa-
3oBaTenbHOM mporpammbl CIIO nmo cnernumansHocTy 38.02.03 OneparnmonHas nesi-
TEIBHOCTH B JIOTUCTHUKE.

Pabouas mporpamma paspaborana Ha ocHoBe TpeboBanuit ®I'OC CIIO, ¢
YUETOM TOTy4aeMOi CHEeIHaTbHOCTH.

1.2. MecTO IMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrPpaMMbl:

Jucuuminna «/lokyMeHTanmonHoe odecrnedeHue B mpodhecCuOHAIbHOU Jies-
TEJIBHOCTH» OTHOCHUTCS K OOIIENPOPECCHOHAIBHOMY LHKIY MNpOodecCHuOHANbHON
IOATOTOBKH.

1.3. [lnanupyembie pe3yabTAaThl 0CBOCHUS IUCHUILIHMHBI

B pe3ynbpTaTe 0CBOCHUS TUCIUTIIUHBI 00YUYaIOMIUNACS TOJDKEH:

3HaTk:

MOHATHUE, TICJIN, 33/1a9U ¥ TIPUHIIHAITBI ICJIONIPON3BOJICTBA;

OCHOBHBIC TTOHSTHUS JOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPaBICHMUS;

CUCTEMBI IOKYMEHTAITMOHHOTO 00ECTICYeHHS YIIPABICHUS;

KJ1acCU(UKAITUIO TOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO 1 O(DOPMIICHHUIO TOKYMEHTOB;

OpraHu3alii0 JOKYMEHTO0OOpoTa: mpueMm, o0paboTka, perucTpanus, KOH-
TPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATypa Je

YMeTs:

0o(OpMIISITH TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHBHOM 0a3ol, B T.U.
UCIOJIb3YsI ”H(OPMAIIMOHHBIE TEXHOJIOTHH;

YHU(PUIIUPOBATH CUCTEMBI JOKYMEHTAITUY;

OCYIIECTBIISITh XPAaHEHUE U TTOUCK JJOKYMEHTOB;

OCYIIECTBJISATH aBTOMATU3AINIO 00PabOTKH TOKYMEHTOB;

MCIIOJIH30BaTh TEICKOMMYHHUKAITMOHHBIE TEXHOJOTUH B AJIEKTPOHHOM JOKY-
MEHTO000pOTE

PC3YJIBTaTOM OCBOCHUA JUCHUIIIIMHBI JOJIXKHBI OBITh CCI)OpMI/IpOBaHBI KOMIIC-
TCHIINU:

OK 01. BriOupatb croco0sl pemieHust 3a7a4 mpoecCuoHaIbHON AeITebHO-
CTH IPUMEHUTEJILHO K Pa3IUYHBIM KOHTEKCTaM;



OK 02. Ucnosib30BaTh COBPEMEHHBIE CPEJCTBA OMCKA, aHATIM3a U UHTEPIIpE-
Tauuu HHGOpMAaIMK U UHPOPMALIMOHHBIE TEXHOJOTUH JJI BBITIOJIHEHUS 3a]1a4 MTPO-
beccrnoHanbHOU AEATENBHOCTH;

OK 03. IlnanupoBaTh U peau30BbIBaTh COOCTBEHHOE MPO(PECCHOHATIBHOE U
JUYHOCTHOE Pa3BHUTHE, MPEANPUHUMATEIBCKYIO JAEATEILHOCTh B MPOPECCHOHAD-
HOM cepe, UCTI0Ib30BaTh 3HAHUS TI0 TTPABOBOM U (PMHAHCOBOW TPAaMOTHOCTH B Pa3-
JIMYHBIX )KU3HEHHBIX CUTYAIUsIX;

OK 04. DddexTrnBHO B3aMMOICHCTBOBATh M PAabOTaTh B KOJUICKTUBE U KO-
MaH/IE;

OK 05. Ocy1iecTBasiTh YCTHYIO U MUCbMEHHYI0O KOMMYHHUKAIMIO Ha TOCY1ap-
CTBEHHOM s3bIke Poccutickoit deaepariuu ¢ yueToM 0COOCHHOCTEN COIMAILHOTO U
KYJbTYPHOTO KOHTEKCTA;

OK 09. ITonb3oBaThcsi MPOQPECCHOHAIBHON JOKYMEHTAIlMel Ha Tocyaap-
CTBEHHOM M MHOCTPAHHOM SI3bIKaX.

IIK 1.1. OcyiiecTBasATh COMPOBOXKACHUE, B TOM YUCIIE JOKYMEHTAIIMOHHOE,
MPOLEAYPHI 3aKYTIOK.

ITIK 1.3 Ocy1iiecTBasiTh JOKyMEHTAIIMOHHOE COMIPOBOKJICHUE CKIAICKUX OTIe-
panuii.



2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI
1OKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA»

2.1 O0bemM TUCHUNIMHBI U BBl Y4eOHOH padoThl

JJIA OYHOM (popMBI 00yYeHUA

Bun yuebnol paboThl Obvem ua-
co8
VYyeOHas nesaTeIbHOCTD (BCETro) 52
Y4eOHbIe 3aHATHS 00yJaronierocst (BCero) 46
B TOM YHCIJIC:
JIEKIIAN 30
MIPAKTUYECKHUE 3aHITHSI 16
CamocTtosTenpHas pabora o0yuaromierocs (Bcero) 6

[Tpomexxyrounas arrectanus B popMe KOMIUIEKCHOTO audQepeHIMpOBaHHOTO 3a4eTa




2.2 TemaTu4yecKHii JIaH U COAEPKAHNE TUCUMILIUHBI «/[0KyMeHTAIIMOHHOE 0O0eciieYeHue YyIpaBJIeHus»

JUIs1 OYHOM (hOpMBI 00YUICHUS

HaumenoBanue Conep:xanue y4e0OHOro MaTepuaJsa, NpakTu4eckue padoTbl, CAMOCTOsITeIbHAs padoTa Oo0bem
pa3aesioB U TeM o0yyarmuxcst 4acoB
3 cemecmp

Pa3znen 1. Opranusanusi J0KyMeHT0000POTA HA NMpeANPUATHH | 16/-/2

Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia

JLlokyMeHT U cu- 3HavYeHHE U COJIEPKaHNe JUCIUTUTHMHBI «JloKkymMeHTarmonHoe obecrieuenue yrnpasieHus». [lonstue Tep-

cTeMa J10KyMeHTa- MUHOB «JJOKYMEHT», «I0KYMEHTHPOBAHUEY, «TOKyMEHTAlMOHHOE 00ecreueHNne yrpaBieHUs». Y HUPH- 2

wnu Kalusl ¥ CTaHAapTU3AIMH YIIPABICHYECKUX JOKYMEHTOB.
Knaccudukanus nokyMmeHToB opranuzanui. OyHKINYA JOKYMEHTOB. 2
[TonsTHE U COCTaB PEKBU3UTOB JOKYMeHTa. CXeMBbI pacmoiokeH sl peKBU3UTOB. [loHsTHE U BU/IBI ONlaH- )
KOB JIOKyMeHTOB. HopMaTtnBHO-1IpaBOBOE 0O€CTI€UeHNE JIET0NPON3BO/ICTBA.

Tema 1.2. Opranusza- | CoagepkaHue yueOHOro MaTepuaJa

Ml JOKyMenT0000- | [IOHATHE W IPHHIMIBI OPraHu3auru J0KymMeHToobopoTa. CocTaB u yyer odbeMa JOKyMEHTO000poTa

pOTa Ha mpenpusi- npeanpusTaii. Opranuzaius paboThl ¢ BXOJAIIEH, UCXOAAIIEeH U BHYTPEHHEHW gokyMmeHTamueil. Kon- 4

THH TPOJIb UCTIOJTHEHUSI JOKYMEHTOB.
Pabota ¢ BHyTpeHHUMHU TOKyMeHTaMu. ba3bl JaHHBIX JJIs XpaHEHUs JTOKYMEHTOB. 3aKOHO/ATEIbHbIE 2
aKThl U HOPMAaTUBHO-METOANYECKUE JOKYMEHTBI [0 apXUBHOMY XPAaHEHHUIO IOKYMEHTOB.
PaGora c 3ampocamu. PaboTa ¢ 31eKTpOHHBIMU TOKYMEHTAMHU. 2
CamocrosiTesibHas padoTa. V3ydeHrne HOpMaTHBHO-METOAMYECKOM 0a3bl, perynupymoiei paboTy ¢ 11o- )
KYMEHTaMH.

Paznen 2. Buabl 10KYMEHTOB U MOPAT0K PadOThI ¢ HUMHU 34/16/4

Tema 2.1.

Conep:xanue yueOHOro MaTepuaJia




Oprasu3zanmoHHo- OpranuzanoHHbIE JOKYMEHTBI — YCTaB, yYpEIUTENIbHBIE JAOrOBOD, MOJIOKEHHE. PacnopsauTenbHble
pacnopsiiuTe/bHble | JOKYMEHTBI — IIPUKA3, PaCIOPSDKEHUE, YKa3aHUE, TIOCTAHOBJICHHUE, PEIIEHUE, HHCTPYKLHUSA, MPOTOKOII. 4
AOKYMEHTbI CrpaBo4HO-MH(OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3amlucka, OObSACHUTENbHAs 3aIlluCKa, akT,
CIpaBKa, cIyXeOHble M1MCchbMa
IIpakTnueckoe 3ansaTue Ne 1. CocraBiienne u ogopmiieHHe pacOpsKeHH 2
IIpakTuyeckoe 3anaTue Ne 2. CocraBiieHHe U 0(popMJIeHUE 1eJT0BbIX THCEM 4
IIpakTnueckoe 3ansaTue Ne 3. OdopmiieHne CIpaBoK, JOKJIAJIHOMN U CiIy:KeOHOM 3aNIMCKH, aKTa. 2
Tema 2.2. Coaep:xanue yueOHOro MaTepuaJia
Kagposas noxkymen- | JlOKkyMEeHTUpOBaHHUE TPYJOBbIX MpaBoOTHOIIEHUH. CocTaB M 0COOEHHOCTH OPOPMIICHHS JOKYMEHTOB 110 5
TaNMsA JIMYHOMY COCTaBY.
KommiekroBanue nuyaoro nena. ABroonorpadus. Pesrome. 3asBnenue o nmpueme Ha padboty. [1pukassl 4
1o TMYHOMY cocTtaBy. llITaTHOe pacnucanue.
IIpakTuyeckoe 3ansaTue Ne 4. OdopmiieHne NPUKA30B MO0 TUYHOMY COCTABY. 2
IIpakTnuyeckoe 3ansaTHe Ne S. OopmileHne TPYAOBOIo A0roBOpa, NPHUKAa3a o0 NpueMe Ha padory, 5
opopmJIeHHE TPYAOBOH KHUKKH.
Tema 2.3. Coaep:xaHue yueOHOro MaTepuaJa
JorosopHo-npaso- [Tonstust noroBopa. Bunel noroBopoB. O0s3aTeNbHbIE PEKBU3UTHI 10roBOpoB. [IpaBuna opopmiienus
Basi JOKyMeHTauus | goroBopos. [IpaBuna odopmiienus: npeTeH3noHHbIX nruceM. @opMyIisip HCKOBOTO 3asBIEHMS, TpeOOBa- 2
HUS K €r0 0 OPMIICHHIO.
3aKOHOJATENbHbIE KTl © HOPMATUBHO-METOANYECKHUE JOKYMEHTBI IO TOTOBOPHBIM JOKYMEHTaM. 2
IIpakTnyeckoe 3ansaTHe Ne 6. OdopmiieHne 10ropopa KyImjin-npoaaxu 2
IpakTuyeckoe 3anaTue Ne 7. Oopmiienne u 06padoTKa NpeTeH3UOHHBIX MUCEM 2
CamocrositeabHas padora. M3yuenue cucremsl YCJ; YCOP/I. 4
Komnuexcusblii nug¢epeHnpoBaHHbIN 3a4eT 2
Bcero: 52

OcBocHue JAUCTUITIINHBI MOXXCT OBITH pCain30BaHO C IIPUMCHCHUCM JJICKTPOHHOI'O O6y‘—IeHI/Iﬂ, JAUCTaHIIMOHHBIX 06pa3OBa—
TEJILHBIX TEXHOJIOTHMM B COOTBETCTBHUU C JIOKAJIbHBIMU HOPMATHBHBIMHU aKTaMH yHI/IBepCI/ITCTa



3. YCJIOBUS PEAJIMBALIIMU INCHUTIJIMHBI
«1OKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

3.1. TpeGoBaHusA K MUHUMAJIbHOMY MaTepPHAJIbHO-TEXHHYECKOMY olec-
Ne4YeHH 0

TpeboBaHus K peanu3any JUCITUTUINHBI

— y4eOHBII KaOMHET «9KOHOMUKH OPTaHU3AIHI

OcHamieHHoCTh yueOHOTO Kabuneta (oOGopymoBanue): Ilocamounsie mecta
JUTSE OOYJArOIIUXCS TI0 KOJIMYECTBY 00yJaroIuxcs, pabodee MeCTo Mperno aBaTes,
J0CKa yueOHasl, IepCOHAIBHBIN KoMmbioTep 11, skpaH, MpoeKTop, MIakaThl, yaeOHO
— METOIMYeCcKas TOKYMEHTAIIHSI.

3.2. UndopMaunoHHoe odecnevyeHne 00yueHust

Jl1s1 peanuzaiiuu nporpamMmbl OMOIMOTEUHbINA (GOH Y HUBEPCUTETA UMEET Tie-
YaTHBIE W/ WK AJIEKTPOHHBIE 00pa3oBaTeIbHbIE U MH()OPMALIMOHHBIE PECYPCHI:
e brikoBa, T. A. JlokyMeHTallMOHHOE OOecreueHrue ynpaBieHusl (JIeI0mpou3BO/I-
cTBO) : yueOHoe nmocodbue / T.A. brikoa, T.B. Ky3nenona, JI.B. Cankuna ; moj o01.
pen. T.B. Ky3nenoBoii. — 2-e uzj., nepepad. u gomn. — Mockpa : UTHOPA-M, 2021.
— 304 c. + Jlon. matepuaisl [DnekTpoHHBIN pecypc]. — (Cpennee npodeccruoHatb-
Hoe oOpazoBanue). — ISBN 978-5-16-013913-5. - Tekcr : anekTpoHHBIN. — Pexxum
noctyma: https://znanium.ru/catalog/document?id=360476
o AunexkceeBa, T. B. JlokymeHTallnuoHHOE 0OecrieueHue ynpapieHus : yaeOHuk / T.
B. Anekceesa, O. A. CtpaxoB. — Mocksa : YauBepcuteT «Cuneprusi», 2020. — 132
c. — ISBN 978-5-4257-0402-3. — TekcT : 3JeKTPOHHBIN // DICKTPOHHBIN pecypc
nudpoBoii o6pazoBarenpHOM cpenpl CIIO PROFo6pa3oBanue : [caiiT]. — Pexum
nocryma: https://profspo.ru/books/101344.
e JlokxymenTtanmonHoe oOecriedeHue ympasieHus. CoctaBieHue U odopmiieHHe
JIeJIOBBIX JOKYMEHTOB : yueoHoe mocooue mius CIIO / cocraBurenu E. 1. bamma-
koBa. — 2-¢ m3a. — CapartoB, Mocksa : [IpodoOpazoBanue, At [Ilu Ap Menua,
2024. — 144 c. — ISBN 978-5-4488-2168-4, 978-5-4497-3412-9. — TekcT : anek-
TPOHHBIA // DJEKTpOHHBIA pecypc uUPpoBoi obOpaszoBarenbHOM cpeasl CIIO
PROFo6pa3oanue : [caiit]. — URL.: https://profspo.ru/books/142218
e KysHnernona, U. B. JlokymeHTalimoHHOe oOecriedeHre yrpaBieHus : yaeOHOe Mo-
cooue i CITIO / Y. B. Kysnernona, I'. A. Xavarpsua. — 3-e uza. — Caparos : [Ipo-
dhobpazoBanue, 2024. — 168 ¢. — ISBN 978-5-4488-1051-0. — TekcT : 251eKTPOH-
HBIM // DNEeKTPOHHBIN pecypc mudpoBoi oopazosatenbHO cpeasl CIIO PROFob6pa-
3oBanue : [caiit]. — URL: https://profspo.ru/books/135470
e ApacnanoBa, B. A. JlokymeHTaIlmoHHOE OOeCIeYeHUe yIpaBieHHUs : y4eOHO-
MpakTHYEeCKOe mocodue B cxemax, Tabnuiax, oopasnax / B. A. ApacnadoBa. — 3-¢

m3a. — Cypryr : CypryTCKHil rOCyIapCTBEHHBIN IMEIarorM4ecKuii YHUBEPCUTET,
2019. - 240 c. — ISBN 978-5-93190-385-9. — TekcT : 2JIeKTpOHHBIN // DIEKTPOHHBIN



https://znanium.ru/catalog/document?id=360476
https://profspo.ru/books/101344
https://profspo.ru/books/142218
https://profspo.ru/books/135470

pecypc uudporoit oopazosarensHoii cpenbl CIIO PROFoGpasoBanue : [caiiT]. — Pe-
*uM poctyna: https://profspo.ru/books/94291

o Uypununa, 1. B. CamocTosrenbHas paboTa oOy4aronuxcsi: METOAMYECKHE
ykazanuss / WM. B. Uypummma. — VYxta : Msa-eo YI'TY, 2024. — URL:
http://lib.ugtu.net/book/42397/

CoBpeMeHnHbIe npodeccuoHaIbHbie 0a3bl JaHHBIX U HH(POPMAIMOHHBIE CIIpa-
BOYHBIE€ CUCTEMBI:

- Buytpennss snexkrporHo-oubimoreunas cuctema YI'TY (BOBC YVI'TY);

- ObC ZNANIUM.COM;

- Pecypcel Hayunoii oubmmorexku (Hb) TUY;

- Pecypcel anextponnoi 6udimorexu (9b) YTHI'Y;

- Pecypcbl HayuHO-TexHHuyeckoi Oubnamoreku PI'Y Hedtn m raza (HUY)
umenn .M. I'yOkuHa;

- T'ocynmapcTBennas napopManmonHas cucreMa «HanmonaapHast 7IEKTPOH-
Hast OMOJIMOTEKaY;

- CereBas anektpoHHas 6ubamoreka «9bC «Jlanby;

- DBC IOPAUT;

- 9P [1OC «PROFo6pa3zoBanue;

- YuuBepcurerckas nadopmarnuonnas cucreMa POCCUSA (MurerpupoBaH-
Hasl KOJUICKIUSI PECYPCOB I TyMaHUTAPHBIX UCCIEIOBaHUM).


https://profspo.ru/books/94291
http://lib.ugtu.net/book/42397/

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHHUA
JUCHUITIIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB-
JIEHU ST

4.1. KoHTpPOJIb M OlleHKA Pe3yJbTATOB OCBOCHHUSl JUCHMILUIMHBI 0CY-
IIEeCTBJSIETCS B IIPOLIECCE MPOBEICHUS TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U IIPO-
MEKYTOYHOM aTTECTALUU.

Htorosoit ¢popmoii MpoMeKyTOUHOM aTTecTauu sABiseTcs auddepeHupo-
BAHHBIN 3a4YeT.

®opMbI ¥ BUBI TEKYLIET0 KOHTPOJISI YCIIEBAEMOCTH
[IpoBenenue ycTHOro (PpOHTAIBHOIO U MHJIMBUIYaIbHOTO OIPOCA, BHIIIOIHE-
HUS IPAKTUYECKUX 3aJJaHUM, TECTUPOBAHUSA, @ TAKXKE BBINOJHEHUS O0YHYArOIIUMUCS

HWHIWBUAYAJIbHBIX W I'PYIIIIOBBIX 3aﬂaHHﬁ.

Metoasbl (popmbl) MpoBeeHUSI IPOMEKYTOYHOM aTTECTALUU

HuddepeHnmpoBaHHbIN 3a4€T MPOXOAUT B YCTHOUM (opme

4.2 Pe3yJabTaThbl 0CBOCHHS IV CHUILIHHBI

Pe3ynbTaTe!
(ocBOEHHBIE dopmsbI U Me-
npodeccno- OcHOBHbIE ITOKa3aTeNH TOmb  KOH-
AT HbIC 3HaHus, yMEHUS OLIEHKU pe3ysbTaTa (KpHUTe- Tpons "
pHUH OLIEHUBaHU)
KOMIIETEH- OLIEHKHU
00509
IIK 1.1. Ocy- | 3nanus: — nemMoHCTpupyeT 3HaHus | Onenka pe-
IIECTBIISATh — TpeOOBaHUs 3aKOHOJATeNb- | TPeOOBaHUI  3aKOHOAATENb- | 3yJIbTATOB
COIIPOBOXKIE- | CTBa U CTBa U BBITTOJTHEHUS
HUE, B TOM | HOPMAaTUBHBIX MPABOBBIX aK- | HOPMATUBHBIX MPA-BOBBIX aK- | MPAKTHYe-
9Hcie JIOKY- | TOB, TOB, CKUX  3aHs-
MEHTALMOH- | PErYIHUPYIOLINX NesITeNb- | PErYIUPYIOUMX  Jes-Teslb- | THH.
HOE, TIpoIle- | HOCTh B cepe HOCTB B chepe Onenka pe-
Iypbl  3aKy- | 3aKyNOK; MOPAJOK COCTaBlie- | 3aKyINOK; MOpPSJIKa COCTaBle- | 3yJIbTaTOB
TTOK HUS HUS BBITTOJTHEHUS
3aKYNOYHOH IOKyMEHTAllUM | 3aKyIIOYHOM JOKY-MEHTAIlll | CaMOCTOsI-
TEJIbHOW pa-
Ymenusa: — JeMOHCTPUpPYET YyMeHHE | OOTHI
— oopMIsATh GopMBbI IEpBUY- | OopopmIIATE ¢GopMbl mepBuY- | OLeHka Te-
HBIX JIOKYMEHTOB JJSi OCY- | HBIX JOKYMEHTOB ISl OCY- | CTUPOBaHUS
IIECTBJICHUSI TPOLIEAYPHI 3a- | MIECTBICHUS Tpoueaypbl 3a- | OmeHka ycrt-
KYIOK; ONpeAessTh MOTPed- | KYyMOK; ONpeneniaTh MoTped- | HOro ompoca
HOCTH B MaTE€pHAaJbHBIX 3ala- | HOCTH B MaTepUANbHBIX 3aria-
cax ans obecredeHus Jes- | cax Juig oOecrieueHHs Jes-
TEJIbHOCTU OpPraHU3aINH TEJIbHOCTU OpPraHU3alNH
IIK 1.3. Ocy- | 3unanusa: — JIGMOHCTpUpPYET 3HaHus cu- | OueHka pe-
IIECTBIISATh cTemMa JOKyMeH-T000O0poTa Ha | 3yJbTaTOB
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JTIOKYMEHTa-

IIMOHHOE CO-
MPOBOXK/IE-

HHE  CKJIal-
CKMX oOllepa-
U

— CcHCTeMa JOKyMEHTO0000-
pora Ha
CKJIaZIE;
HUA
CKJIQJICKOM JOKYMEHTAIIH;
00s13aTeNIbHBIE PEKBU3UTHl U
HOPSIIOK

3aMOJHEHHSI CKIIAJICKUX JIOKY-
MEHTOB

IOpAJOK COCTaBJIC-

Ymenus:

—  0hOpMIATH  JOKYMEHTHI
CKJIAJICKOTO y4YeTa; COCTaB-
JSTh W 3aIOJHITH THIIOBBIC
(bOpMBI CKIIAJICKUX JOKYMEH-
TOB, KOHTpPOJIMPOBaTh Ipa-
BUJIBHOCTD COCTaBJICHUS
CKJIQJICKUX JOKYMCHTOB

CKJIaJie; TOpsAKA CO-CTaBlIe-
HUA

CKJIAJICKOH JTOKY-MEHTaIHH;
00s13aTeNIbHBIE PEK-BU3UTHI U
HOPSIOK

3aIIOJIHEHUSI CKJIag-CKUX JI0-
KyMEHTOB

— JIEMOHCTPHPYET yMCHHE
0pOpPMITSTH JTIOKYMEHTBI
CKJIaZICKOTO y4YeTa; COCTaB-
JSTh W 3aMOJHSTH THIIOBBIC
(bOpMBI CKITAJICKUX JOKYMEH-
TOB, KOHTpPOJIMPOBaTh Ipa-
BUJIHOCTb COCTaBJICHUSI
CKJIaJICKUX JOKYMEHTOB

BBITIOJTHCHUS
MpaKkThye-
CKHX  3aHsd-
THH.
OneHka Te-
CTUPOBAHUS
Ouenka ycrt-
HOT'O Ompoca

®opMbI U
PesynpTathl OcHOBHbIE OKA3aTeNN
METOBI KOH-
(ocBOEHHBIE O0IINE KOM- 3HaHMs, YMEHUS OLIEHKH pe3yJibTaTa (Kpu- OIS 1
TTETCHIINH ) TEPUU OLICHUBAHUS) P
OILICHKH
OK 01. Bwibupars cmo- | 3nanus: Onenka pe-
coOBbl pelleHus 3ajad | — MOHATHE, LIeNH, 3a- | — AEMOHCTPUPYET 3HaHHE | 3YJIbTATOB
npodeCCHOHANBHON Jesl- | TauW W TPUHIIMIIGI Je- | eiei, 3aad ¥ MPHUHIU- | BBITIOJTHEHUS
TEJIbHOCTH IPUMEHH- | JIOIPOU3BOJICTBA; OB JIJIOTIPOU3BO/ICTBA; | MpaKTHye-
TENBHO K  pa3IMYHBIM CKUX  3aHs-
KOHTEKCTaM. Ymenus: — JEMOHCTPHUpYET yMe- | THil.
— odopMIsATh NOKY- | HHE OQOPMIATH JOKY-
MEHTALMI0 B COOTBET- | MEHTAIlMI0 B cOOTBeT- | OLeHKka Te-
CTBHH C HOPMATHBHOH | CTBUM C HOPMAaTHUBHOW | CTHPOBAHUS

0a30i, B T.4. UCIIOJIb-

0a30ii, B T.4. HCIOJNb3Ys

3ys UH(OpMAIIMOHHBIE | MHPOPMALIMOHHBIE — TEX-
TEXHOJIOTUHU HOJIOTHH,
OK 02. Hcnonb3oBarh | 3HaHus: — OCHOBHBIE | — IEMOHCTPUPYET 3HAHUE

COBPEMEHHBIE  CPENICTBA
MOMCKa, aHaln3a U UHTe-
npeTanuy MHGopMau u
nH(OpPMAaLIMOHHBIE — TEX-

MOHATHSI JJOKYMEHTa-
IIMOHHOTO o0ecreye-
HUS yIIPaBICHUS

OCHOBHBIX IOHSITHH, IPH-
MEHSAEMBIX IIPU OpPraHHU-
3allMd  JJOKYMEHT0000-
poTa Ha NPEaNPUITHY;

HOJIOTUM 71l BBINOJIHE- | Vmenus:

HUs 3agad npodeccuo- | — YHUQPUIMPOBATH | — JAEMOHCTPUPYET YyMe-
HaJIbHOM AEATEIbHOCTU | CUCTEMBI HUEe YHU(ULIHPOBATH CHU-

JOKYMEHTAI1 CTEMBI JOKYMEHTAII1

OK 03. IInanupoBath " | 3Hanus:

pean30BbIBaTh c0o0- | - cucTeMBI JOKYMEHTa- | — IEMOHCTPUPYET 3HAHHUE
CTBEHHOE  mpodeccro- | IMOHHOTO OOecTede- | CHCTEeMbl JTOKYMEHTAIIH-
HaJIbHOE M JIMYHOCTHOE | HUS YIPaBJICHUS OHHOTI'O obecrieyeHus
pa3BuTHe, NpeaIpruHuMa- yIpaBJICHHUS;

TCIILCKYIO JOCATCIILHOCTD

Ymenusa:

Onenka ycr-
HOTO onpoca
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B npodecCuOHATbHON
cdepe, HCIIOJIb30BATh
3HAaHUS 10 TPABOBOH H
(uHAHCOBOW TI'PaMOTHO-
CTH B Pa3IMYHBIX KH3-
HEHHBIX CHUTYaIHUsIX

- OCYHICCTBJIATH
XpaHCHUC W  IIOUCK
JOKYMCEHTOB

— JE€MOHCTPHUpPYET yMe-
HUE OCYIIECTBISTh Xpa-
HEHHUE U MOUCK JOKYMEH-
TOB

TPOHHOM OOKYMCHTO-

OK 04. DddexruBHo B3a- | 3nanus: Onenka pe-
MMOJICHCTBOBATh M pabo- | — KIIAaCCU(PUKAIIUIO I0- | — IEMOHCTPUPYET 3HAHUE | 3YJIHTATOB
TaTh B KOJUIEKTUBE U KO- | KYMEHTOB; KJIacCU(UKALUUU  JOKY- | BBIIOJTHEHHUS
MaH/1e MEHTOB MpaKTH4e-
Ymenus: CKMX  3aHsl-
— OCYIIECTBIISATh | — JEMOHCTPHPYET yMe- | THH.
aBTOMATHU3AIIHIO HUE OCYIIECTBIATH aBTO- | OlleHKa Te-
o0paboTku MaTh3anrio  00pabOTKH | CTUPOBAHHS
JIOKYMEHTOB JIOKYMEHTOB Onenka ycr-
HOTO OMpoca
OK 05. OcywmectBusats | 3nanus: Ouenka pe-
YCTHYI0O W THCHBMEHHYIO | — TpeOOBaHMS K CO- | — IEMOHCTPHUPYET 3HAHUE | 3yJIhTATOB
KOMMYHHKAIIUIO HA TOCY- | CTaBIEHUI0 U 0(opM- | TpeOOBaHMI K COCTaBlie- | BHIMOJTHEHHUS
JApCTBEHHOM $i3bIKe Poc- | JIEHHIO TOKYMEHTOB HUIO U OQOPMIICHHIO JIO- | TIpaKTHYe-
cuiickoit denepauuu ¢ KYMEHTOB CKUX  3aHs-
y4eToM  ocoOeHHOCTeH | Ymenus: THMN.
COLIMAJILHOTO U KYJNbTYpP- | — UCIIOJNIB30BATh TEle- | — JAEMOHCTPUPYET YyMe-
HOTO KOHTEKCTa KOMMYHUKAIIMOHHBIE | HUE HCHOJB30BaTh Tene- | OueHka Te-
TEXHOJOTHH B DJJI€K- | KOMMYHUKAIIUOHHBIE CTHPOBaHUS

TCXHOJIOTUU B JSJICKTPOH-

AapCTBCHHOM u
CTPaHHOM $3bIKaX

HHO-

npueM, oopaboTka, pe-
TUCTpalus, KOHTPOJIb,

XpaHEHHE  JOKYMEH-
TOB,  HOMEHKJaTypa
hi(Sh)

Ymenus:

— OCYUIECTBIISITh PETH-
CTPallMI0  KOHTPOJIA
HCIOJTHEHUS JOKY-
MEHTOB

obopoTe HOM JJOKyMEHT0000pOTe
OK 09. Ilonw3oBarbes | 3nanus:
npoeCCHOHATILHON  JI0- | — OPraHU3aIfio JIOKY- | — IEMOHCTPUPYET 3HAHHUE
KyMEHTAI[Me Ha TOCy- | MEHTO00OopoTa: OpraHu3aIli  JTOKyMEH-

TO0OOpOTA: MpHEM, 00pa-
00TKa, perucrparus,
KOHTPOJIb, XpaHEHHUE J0-
KYMEHTOB, = HOMEHKJIa-
Typa Jen

— JEMOHCTPHUPYET yMe-
HUE OCYIIECTBISTh PETH-
CTpallMI0 KOHTPOJS HC-
MOJIHEHUS JOKYMEHTOB

Onenka ycr-
HOT'O onpoca

4.3. OieHOYHbIE U METOANYECKHE MATEPHABI

IIepeyeHsb TeopeTHYECKHUX BONPOCOB K 1M PepeHUMPOBAHHOMY 3a4eTy

1. KakoB mpenMeT TOKyMEHTAIMOHHOTO O0ECTICYCHUS YIIPABICHUS?
2. Kak cBsi3aHO TOKYMEHTAIIMOHHOE O0ECIIeYeHUE YIPaBIEHUS C JOKYMEH-
TOBEJICHUEM, JICJIONPOU3BOJICTBOM, APXUBOBEJACHUEM?
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3. Kakyto posib urpaer JoKyMeHTaIllMOHHOE 00ecTeueHre B YIPABICHUH CO-
BPEMEHHBIMU OpTaHU3aLUSAMU?

4. Kakue HOpMaTUBHO-TIPABOBBIE AKTHI PETYIUPYIOT JOKYMEHTALIMOHHOE
oOecrieueHue ynpapiieHus?

5. KakoBa mpakTudeckasi 3HaUMMOCTh Y4€OHOM TUCIUIUTUHBI «I0KyMEHTa-
LIMOHHOE 00ECTIEUeHNE YIIPABICHUS»?

6. Kakoil 00beM U cofepkaHne UMEIOT NOHATHS «MH(DOpMALUD» U «ITOKY-
MEHT»?

7. Kakyro pons urpaet undopmarius B obecreueHnn 3h(HEeKTUBHOTO yIIpaB-
aeHus?

8. KakoBbI HICTOYHHMKY TIOJIyYECHHUS YIIpaBIeHYECKON HHpopMaun?

10. YTo Takoe «cuctemMa JOKyMEHTAlUN» U «yHU(UIUPOBAHHAS CUCTEMA
JOKYMEHTaUN»?

11. Kakue BuIbl ynpaBiaeHUECKUX JOKYMEHTOB BKJIIOUaeT B ce0st Y Hupuu-
pPOBaHHAasl CUCTEMA OPraHU3ALMOHHO-PACTIOPAAUTENBHON JOKYMEHTALUH ?

12. KakoBo naznauenne ['OCT P 7.0.97-20167

13. IToHATHE: «PEKBU3UT» JOKYMEHTA.

14. Yto Takoe NOCTOSHHBIE U IEPEMEHHBIE PEKBU3UTHI OPTAHU3AILIMOHHO-
pPacCIoOpSAAUTEILHON JOKYMEHTALIVY ?

15. KakoB cocTaB NOCTOSIHHBIX U IEPEMEHHBIX PEKBU3UTOB OPTaHU3ALIN-
OHHO-PACIIOPSAANUTEIBHON JOKYMEHTAIUH ?

16. Kakre peKkBU3UTHI UCITOJIB3YIOTCS B 3ar0JIOBOYHOM YaCTH OpraHU3alln-
OHHO-PACHOPSAAUTENBHBIX TOKYMEHTOB?

17. Kaknie peKBU3UTHI UCIIOJIB3YIOTCS B COAEPKATENBHOM YaCTH OpraHu3alu-
OHHO-PACTIOPSAAUTENBHBIX JTOKYMEHTOB?

18. Kakue peKkBU3HUTHI UCTIONB3YIOTCS B 0(OPMIISIOLIEH YaCTH OpraHu3alu-
OHHO-PACTIOPSAAUTENBHBIX TOKYMEHTOB?

19. KakoBbl TpeOoBaHus K O(OPMIICHUIO TPUKA30B [0 OCHOBHOM JI€SITEIBLHO-
CTH?

21. Kak odpopmuTts pernienne?

22. Kak oopMUTb MOCTAaHOBJICHHE?

23. YUto coboit mpeacranisier YcraB opranuzanuu? KakoBel OCHOBHbBIE Tpe-
OOBaHUS K €ro COCTaBIICHUIO U 0(hOPMIICHHUIO?

24. Kak opopmurts [Tonoxkenue 06 oTaesne uiM ciry>x0e opranusaruu?

25. Kak opopMuth mraTHoe pacnucanue?

26. Kakue TpeOoBaHus IPEABABISIOTCA K OQPOPMIICHHIO JOTOBOPA, KOH-
Tpakta?

27. YTto Takoe MHCTPYKIIMSI, KAKOBO €€ cojiepKaHue u opopmieHue?

28. Kakue tpeOoBaHUs MPEABIBISIOTCS K 0POPMIICHUIO TPOTOKOIA?

29. Kak 0opMuUTh TOKIAJAHYIO, CIIY>)KEOHYIO U OOBSICHUTEIBHYIO 3aITUCKH?

30. KakoBbl cOBpeMEHHbIE TPEOOBaHUS K S3bIKY U CTUJIIO YIIPaBICHUECKUX
JIOKYMEHTOB?

31. U3 kakux 4acTel CKJIaJIbIBAETCsl JOKYMEHTOOOOPOT OpraHu3aiumn?

32. KakoBbl 3Tarsl paboThl C BXOASIIIMMHU JOKYMEHTAMU?
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33. Kak ctpoutcs paboTa ¢ HCXOIAIIUMH TOKYMEHTaMu?

34. KakoBa TexXHOJOTHsI pabOThI C BHYTPEHHUMHU JIOKYMEHTaMu ?

35. Kakue 3a1aun TOKyMEHTO000pOTa pellaeT perucTpanus J0KyMeHTOB?

37. KakoB nopsiIoK perucTpauyy ynpaBjieHYEeCKOro J0OKyMeHTa?

38. Kakue cymecTByOT BUIbI KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB?

40. Kak ocyniecTBisieTcs CUCTEMATU3ALMS U XpaHEHUE TOKYMEHTOB B Opra-
HU3ALHUH?

41. Yro Takoe 1eno, ¢ TOUKM 3peHust JoKkymeHToBeaeHus? [lpusenure npu-
MEpBI €1, XPAHIIIMXCSA B OpraHu3aluu.

42. PackpoiiTe coepKaHue OHITHS «HOMEHKIIaTypa nem». Kakoe 1omxk-
HOCTHOE JIMIIO B OpraHu3aliy OTBEYAET 3a COCTABJIEHUE U BBEJCHUE B JICUCTBUE
HOMEHKJIATypBbI J1eJ1?

43. KakoBbl peKBU3UTHI HOMEHKIIATYPHBI €717

44. KakoBa coziepKaTeiibHasi 4aCTh HOMEHKIIATYPBI 1717

45. Kakue npu3HaKky 3aBeJICHUS JieJia UCTIONb3YIOTCS IPU (POPMUPOBAHUU
nen?

46. KakoB 0CHOBHOM TTpUHITUT ()OPMHUPOBAHUS JOKYMEHTOB B jiefia?

477. Kakue HopMaTUBHBIE TPEOOBAHMS HEOOXOUMO COOMIOAATh IPHU POPMHU-
poBaHuUU aen’?

48. Uto Takoe sKCnepTr3a HEHHOCTU JOKYMEHTOB, U KaKUE JTIOJKHOCTHBIE
JULA B OpraHU3alliy 3aHUMAIOTCS €€ IPOBEACHUEM?

50. Yto sABIISIETCA PE3YIABTATOM ITPOBEAEHHUS SKCIIEPTU3BI IEHHOCTH JTOKY-
MEHTOB OpraHu3auu’?

51. Kak ocymecTBisieTcst IOArOTOBKA JI€7 K apXMBHOMY XPaHEHHIO B COBpE-
MEHHBIX OpraHu3anusx?

52. Kakue T0KyMEHTbI BXOJAT B COCTAaB JJOKYMEHTAIIUH I10 Kaapam?

53. Urto Takoe TpyAOBOUM KOHTPAKT?

54. KakoBbI OCHOBHBIE U JOTIOJIHUTENIBHBIE YCIOBUS TPYIOBOIO KOHTpaKTa?

55. Ha xako¥ cpoK MOKET OBITh 3aKJIIOYEH TPYAOBOM KOHTPAKT?

56. Uto takoe nuuHas kaptouka Gopmel T-2? Kakas undopmarus pukcupy-
€TCSI B HEM?

57. KakoBbI ITpaBUJIa 3aNIOJIHEHUS U XPAHEHUS JINYHBIX KapTOUYEK?

58. Kakue nericTBusi PUKCUPYIOTCS B MIPUKa3ax Mo Kajapam?

59. KakoBbI CPOKHM XpaHEHUS MTPUKA30B?

60. Uto Takoe nmuuHoe neno? Kakue T0KyMEHTBI BXOJAT B €r0 COCTaB?

61. KakoB nopsgok GopMHUpPOBAHUS U XPAaHEHUS TNYHBIX A€’

62. KakoBbI ITpaBuJia 3all0JIHEHHS TUTYJIBHOTO JINCTA TPYAOBOM KHUXKKHN?

63. Kakue cBefeHust o pabOTHUKE (PUKCUPYIOTCS B €0 TPYIOBON KHIKKE?

64. Kak xpaHsTCs Tpy10OBbI€ KHHKKH, U BEACTCS UX y4eT?

Kpurepuu onieHuBaHusi 0TBETOB HA BONPOCHI (3aJaHUs) K
aupdepeHIMPOBAHHOMY 3a4eTy

«OTIIMYHO» — YETKUC U KOHKPETHLIC OTBETBI HA TCOPCTHUYCCKHUEC BOIIPOCHI
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«XOpOoHI0» — MOJHOCTBIO PACKPBITEI TCOPETUUCCKUE BOIIPOCHI; HE3HAYNUTCIIb-

HbIE OITMOKHU B (DOPMYITUPOBKE MOHSATHUH;
«YJOBJIETBOPUTEIHHOY» — HETIOJIHBIE OTBETHI HA TEOPETHUECKUE BOMPOCHI

«HEY/I0BJIETBOPUTEIIBHO» — HEINPaBWIBHBIE OTBETHl HA TEOPETHUUYECKHE BO-
IPOCHI

HepequL METOAUIECCKUX M MHBIX TOKYMEHTOB, pa3p360TaHHbIX nmeagarornve-
CKHUM paﬁoTHHKOM, AJIA odecreueHus 06p33OBaTeHLHOﬁ ACATCJIbHOCTH

1. MGTOI[I/I‘IGCKI/IC PCKOMCHAANMUHU 110 IIPOBCACHUIO ITPAKTUICCKUX 3aHSTUU
2. MCTOI[I/I‘K?CKI/IE? YKa3aHHA 110 BBIIIOJIHCHHUIO BHC&YI{HTOPHOﬁ CaMOCTOSITEIILHOM

paboThI
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