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1.Henu, 327241 U IVIAHMPYEMbIe Pe3yJbTAThI 00y4YeHUsI M0 TUCIHUIIMHE.

Heapb yueoHoit quctmmiuabl «CuctemMsl 0hOpMIICHUS YIIPABICHYECKUX MTPOILECCOBY

COCTOUT B O3HAKOMJICHHH CTYIACHTOB C TOPSAKOM TIOATOTOBKH H  OGOPMIICHUHU
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB Kak 0a30BOr0 IMpoliecca B peain3aluu
BCEX YIpaBICHUYECKUX QYHKIUH.

K ocHOBHBIM jagadaM OCBOCHHA JUCIHHUIIJINHBI «Cucremsl Oq)OpMJIeHI/I}I
YHPABIICHUYCCKHUX ITPOUCCCOB» CIICAYCT OTHCCTH:

- HN3Y4YCHHUC OCHOBHBIX MOJIOKECHUM u CTaHAApTOB I10
JOKYMCHTHUPOBAHUIO ynpaBJIqueCKoﬁ ACATCIIBHOCTH,

- O3HAKOMIJICHHUC C COBPCMCHHBIMU CIT0CO0aMM M TEXHUKOM CO30aHU

JOKYMEHTOB,

- - BbIpa0OTKa MPAKTHYECKOTO HAaBbIKA B Pa3padOTKE OCHOBHBIX

CITYKEOHBIX
JeATEIIbHOCTb,

JAOKYMCHTOB, PCHNIAMCHTHUPYIOIIUX YIIPaBICHYCCKYIO

- OBJIAICHUC IIPpUCMAMH W HaBbIKaMH pa6OTBI C pPa3IMYHbIMH

JIOKYMEHTaMH,
MPENNPUATUH.

paHHOHaHBHOﬁ opraHnmu3alnun IIOKYMGHTOO60pOTa Ha

OOyuenne 1o guctuiuimHe «CUCTeMbl OQOPMIICHHUS YIPABICHUECKUX MPOIIECCOBY

HarnpasJIeHO Ha (POPMUPOBAHUE Y OOYUAIOIIMXCS CIAEAYIOIUX KOMIETEHIMMI:

VYK-4. CnocobeH ocyiecTBIsATh
JIeNIOBYI0 KOMMYHHKAIIHIO B
YCTHOW U MMCbMEHHOH (opmax
Ha roCy/lapCTBEHHOM SI3bIKE
Poccuiickont @enepannu u
WHOCTPaHHOM (BIX) SI3bIKE (aX)

NYK-4.1. VYuutsiBaeT 0COOCHHOCTU pi (N (0):10) 71
KOMMYHHUKAITMU Ha TOCY/IapCTBEHHOM M HHOCTPaHHOM
A3bIKaxX B 3aBUCUMOCTU OT 0COOEHHOCTEH BepOaIbHbIX U
HEBEepPOAIBbHBIX CPEICTB OOIIECHUS

NYK-4.2. YMeer BecTr 0OMEH J1€7I0BOM HH(pOpMaIie B
YCTHOM U MUCbMEHHOU (popMax Ha roCyapCTBEHHOM U
WHOCTPAHHOM S3BbIKaX C y4€TOM CBO€OOpa3usi CTUIIMCTUKU
opUIMATHHBIX U HEOPHUITHATHHBIX TTUCEM, a TAKKE
COIMOKYJIETYPHBIX paznuuuii B dbopmare
KOPPECITOHACHITNH

NYK-4.3. Bemonaser mnepeBon mpodeccHoHaTbHBIX
TEKCTOB C WHOCTPAHHOIO f3bIKa Ha TOCYHapCTBEHHBIN
a3plk PO wm ¢ rocymapcrBeHHOro s3pika P® Ha
WHOCTPAHHBIN

2. MecTo IMCUUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl
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Huctuminaa «CucteMbl oQopMIIeHHS YIPABIEHYECKUX IMPOLIECCOBY» OTHOCUTCSA K 4YacTH
TUCITUTUTNH (opMUpyeMasi y9aCTHUKAMHU 00pa30BaTeIbHBIX OTHOIIICHUN

]_II/ICHHHJII/IHa «Cucremsl O(I)OpMJIeHI/ISI YIIPABJICHUYCCKUX IIPOICCCOB» B3aNMMOCBA3aHaA
JJOTUYCCKHU U COACPKATCIIBHO - MCTOAUYCCKHU CO CIACAYIOIUMHU NTUCHUILIIMHAMU OIl:

— Onenka 3pPeKTUBHOCTH CUCTEM YIIPABICHUSI OM3HECOM;
— VYnpasneHnue Ou3HeC-polLeccaMu OpraHu3aluy;

- AHanuTHYECKHE MHCTPYMEHTHI YIIpaBlIeHUs OM3HECOM;

3. CrpykTypa u conepxanne JTUCHUILIHHbI

OO61mast TpyI0€MKOCTh TUCHUILIINHBI COCTaBIseT 2 3aueTHbIX(e) enuuuli(bl) (72 yaca).

3.1 Buabl yueOHoi1 pad0THI 1 TPYI0EMKOCTh

(o hbopmam o0OydeHUs)

3.1.1. Ounas dpopma oOydeHUs

Ne KoanuecTBoO CemecTpnl
/i Bupa yueOHoii padoThI YACOB p
1 | AyauTopHbie 3aHATHSA 36 36
B ToMm uucae:
1.1 | Jlexkuun 18 18
1.2 | CemuHapckue/mpakTU4ecKue
3aHATHUS
1.3 | JlaGoparopHbie 3aHATHS 18 18
2 | CamocrosiTeqibHasi padora 36 36
3 | IIpoMeskyTOYHAA aTTECTALUSA
3auet/aud.3auer/3K3aMeH JK3aMeH JK3aMeH
Hroro 72 72

3.2 Temaruveckuii NJjaH U3y4eHus AUCHUITUHBI

(mo hopmam 0OyyeHus)



3.2.1. Ounas dhopma oOyueHUs

TpynoemkocTs, yac
g AAyml:s:T()Sszm pmaﬁoTa - E
N Pasnenbl/TeMbl M =t 285w Ew § A
] NHCUMILTHHbI 5| §8E| 2E| 22| B&
n/n S| EEZ| €3 £E2| £¢8
S28 88 23| ¢°
(PNt g “ e = =
O E = = 8
1.1 | Tema 1. JlokymeHTHpOBaHHE 2 2 4
YIPaBIECHYECKOU JEATEIbHOCTH
1.2 | Tema 2. Cucremsl 2 2 4
yIpaBIEHYECKON TOKyMEHTallUuU
1.3 | Tema 3. HopmaruBHO-ipaBoBast 2 2 4
0a3a JOKYMEHTUPOBAHUS
YIpaBICHYECKON JEATEIbHOCTH
1.4 | Tema 4. Bunpl ynpaBieH4€CKOMI 2 2 4
JIOKYMEHTAIIMH U TIPaBUja e
ohopMIICHUS
1.5 | Tema 5. Opranu3zanus TeKyuiei 2 2 4
paboThI C TOKyMEHTaMHU
1.6 | Tema 6. Ciy>xeOHast 1 1eyioBast 2 2 4
KOPPECHOHICHIIUS
1.7 | Tema 7. OcoOeHHOCTH KaJIpOBOI 2 2 4
JIOKyMEHTaLUH
1.8 | Tema 8. Cucremaruzanus u 2 2 4
XpaHEHHE IOKyMEHTOB
1.9 | Tema 9. ABTroOMaru3npoBaHHbBIE 2 2 4
CUCTEMBI M TEXHOJIOTUH
JIOKYMEHTAIIMOHHOTO
oOecrieueHus yrnpapieHus
Hroro 72| 18 18 36

3.3 Conepxanue TUCUMILTHHbI

Tema 1. JlokyMeHTHpPOBaHUE YIIPABJIEHYECKOM AeATEILHOCTH

[IpobGneMbl opraHu3alud JOKYMEHTUPOBAHUS YIIPABICHUECKOM EATEIbHOCTH.
[lonsiTue  ympaBieHYECKOW  JAesITeNbHOCTH. JlOKymMeHTalmoHHOe  obOecreueHue
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ynpasnenud. [lonstie qokymenTta. XapakTepucTUku JokyMmeHTa. Cucrema ynpapieHus
nokymentamu. Knaccudukaropsl. DopMysispsl.

Tema 2. Cucrembl ynpaBjieHYeCKOH JOKyMEHTALUH
Oo1epoccuiickue CUCTEMBI YIpaBJICHYECKON JIOKyMEHTAI1H.
OObmerocynapcTBeHHbIE  CHCTEMBbI  AOKyMeHTanuu. CTaHAapThl  yIpaBIE€HYECKON
NOKyMeHTanuu. OyHKIIMOHAIBHBIE CUCTEMBI TIOKyMEeHTaluu. KoprioparuBHble CUCTEMBI
nokymeHTanuu. OTpaciaeBble CUCTEMBl JTOKyMEHTAllMU. YHU(ULIMPOBAHHBIE CUCTEMBbI
YIPaBICHYECKON JOKYMEHTALMK.  YHU(PUUUPOBAHHbBIE bopMbI
OTpAaCIIEBOU TOKYMEHTALIUH.

Tema 3. HopmaTuBHO-nipaBoBasi 0a3a JIOKYMEHTHPOBAHHS YIIPABJICHYECKOM
e TeTbHOCTH

XapakTepucTuka HOPMaTHUBHO-IIPAaBOBOM 0a3bl JOKYMEHTUPOBAaHHUS
yIOpaBlIeHYECKOM pesTenbHOCTH.  HopmaruBHO-mpaBoBas 0asza JTOKYMEHTHUPOBAaHHUS
yrpaBiieHuYecKkol aeTaibHOCTH B PD. OcHOBBI HHpOpMamoOHHOTO npasa. denepaabHblii
3akoH "O06 nundopmaiuu, THGOPMALMOHHBIX TEXHOJIOTUSAX U O 3aluTe HHQOpMauu'" ot
27.06.2006 Ne 149-03, ®denepanbublii 3akoH "OO0 apxuBHOM Jene B Poccuiickoit
@enepanuun" ot 22.10.2004 Ne 125-®3, depepanbhblii 3akoH "OO 3JIEKTPOHHOU
noanucu" ot 06.04.2011 Ne 63-®3. CrangapThel B JOKYMEHTUPOBAHUU YIIPABICHYECKOU
JNEATEIbHOCTU. TEeXHUUECKUN PEITIAMEHT.

Tema 4. Buabl ynpasiieH4eCKoO# JOKYMEHTALMU U IIpaBuJia ee 0popMiIeHUs

Ocobennoctn  odopmileHHsS YNPaBIEHYECKUX JIOKYMEHTOB. TpeboBaHus K
0(pOpMIICHUIO YIIpaBIECHYECKUX TOKyMeHTOB. OdopMieHue opUIraibHbIX JOKYMEHTOB.
"TocymapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO O0ECTICUEHUS YIIPABICHUS.

OcobeHHocTr 0pOpMIIEHUSI OPTraHU3ALMOHHO-PACTIOPSAUTENBHBIX IOKYMEHTOB.

Tema 5 Opranuszanusi Tekyueit padoTsl ¢ JOKYMEHTaMH.

[Tonsitue  nmoxymentoobopora. Opranuzauus JoKyMeHTooOopora. Ilotoku
KOppECHOHJCHIIMH.  Peructpanus M KOHTPOJIb MCIOJHEHUs JOKyMeHTOB. Cmyx0a
JOKYMEHTAIIMOHHOTO o0ecrieueHus ynpapieHus. OyHkuuonan ciuyxxost JJOY.

Tema 6 Ciary:keOHasi U 1eJI0Basi KOPPECHOHACHIMS.



Buapl ciy>xeOHOM U 1€JI0BOM KOPPECIOHAEHIIUU. Pa3HOBUAHOCTH CITY>KEOHBIX U
JIEJOBBIX MHCEM: TpeOOBaHUE, PEKOMEHJATEIbHOE, HANOMUHAHUE, 3ampoc M Jp.
[TpaBoBas 6a3a paboThI ¢ oOpareHusMu rpaxaad. JKamoda. O6pamenwne. [lTeturms.

Tema 7 OcoO0eHHOCTH KAAPOBOH 1OKYMEHTAIIUM.

OcobenHoctr opranu3anuu padoTel ¢ mepcoHanoM. OCOOEHHOCTH PadOTHI
KaJIpoBOM CIy)KOBbI. Buapl kampoBoii moKymeHTaIruu. J[OKyMEHTHI IO TEpPCOHAIY.
OpranuzaiuoHHO-TIpaBOBasi  JOKyMEHTauus. PacnopsauTenbHass — JOKYMEHTALIUS.
JIOKyMEHTUpOBaHUE y4Ye€Ta M OTUETHOCTU MO KaapaM. CTaTUCTHYECKHE KapTOUKH.
JlomkHOCTHBIE KapTouku. Opranu3zanus padoTsl ¢ KOHOUACHIUAILHBIMU JOKYMEHTAMHU.

Tema 8 Cucremaruzanus 1 XpaHeHUue JOKYMEHTOB.

Opranusaiusi ONEpPaTUBHOIO XPAHEHUS JIOKYMEHTOB. OO0ue MOPUHIUIIBI
dbopmupoBanusi Aen. JlokyMeHTalbHbIH M apxuBHbIM ¢GoHA opranu3anuid. OneHka
3HAYUMOCTH JOKYMEHTOB. DKCIIEPTHU3a JOKYMEHTOB. XpaHEHUE e U JOKYMEHTOB. Cpoku
xpanenust. OQopMiieHHE 17 epe]l XpaHEHUEM. 3aBEPUTEIIbHAS 3aIIUCh.

Tema 9 ABTOMATH3HPOBAHHBIE CHCTEMbI M TEXHOJIOTHH IOKYMEHTAIIMOHHOTO
o0ecneyeHHsl yNpaBJIeHHS.

OcobenHoCTH dBTOMATU3UPOBAHHBIX CHCTCM u

TEXHOJIOTUH JOKYMEHTAMOHHOTO 0OecreueHus ynpasieHus. KoMIbIOTEpHbIE CUCTEMBI
Y TEXHOJIOTUM CO3/1aHMs JOKYMeHTOB. [Iponpuerapubie cucteMbl. CBOOOAHBIE CHCTEMBI.
[ITa6nonsl. Makpockl. [lopsimok co3maHusi aBTOMaTU3UPOBAHHBIX CHCTEM YITPaBICHUS
JIOKyMEHTaMH. Ocobennoctu POCCUNCKOU ABTOMAaTHU3UPOBAHHOMN CHUCTEMBI
JOKYMEHTALIMOHHOTO o0ecneueHus ynpasineHus. OcHoBHble 3anaun ACJLOV.

3.4 Temarunka ceMMHAPCKUX/MIPAKTHYECKHUX U JA00PATOPHBIX 3aHATHI

3.4.1. CemuHapcKkue/MpaKTHYECCKHUE 3AHATHS

Tema 1. JlokymeHTHpOBaHME YIIPABICHYECKOM CemuHapckoe

JIESITeIbHOCTH 3ausTue 1

Tema 2. CrucreMsl yIIpaBIeHYECKOW TOKyMEHTAUU CemuHapckoe
3aHATHE 2

Tema 3. HopmatuBHO-1IpaBoBasi 6a3a J0KyMEHTHPOBAaHUS CemuHapckoe
yIPaBIEHYECKOH ESITEIbHOCTU 3aHsATHE 3




Tema 4. Buael ynpaBineHuecKol JOKyMeHTalUuu U npasuia | CemuHapckoe
ee o(hopMIIEHUS 3aHsTHe 4

Tema 5. Opranuzanus Tekyuen paboTsl ¢ JOKyMEHTaMH Cemunapckoe
3aHATHE 5

Tema 6. CiryxeOHast 1 JiesioBasi KOpPECIOHACHIUS Cemunapckoe
3aHsATHE 6

Tema 7. OcoOeHHOCTH KapOBOMl TOKyMEHTAlUU Cemunapckoe
3aHsATHE 7

Tema 8. CrucreMaruzanus 1 XpaHEHUE TOKYMEHTOB CemuHapckoe
3aHATHE 8

Tema 9. ABTOMaTn3upOBaHHBIE CUCTEMBI U TEXHOJIOTHH CemuHapckoe
JOKYMEHTAI[MOHHOTO 00€CTIeUeH I YIIPABICHUS 3aHsaTHE 9
4, Y4eOHO-MeTOAUYeCKOe U HHPOPMALIHOHHOE o0ecIiedeHue

4.1 OcHoBHas JiUTEpPaTYpa

1. CoupunonoBa, E. A. Cosznganue crapranoB : y4eOHMK aia By30B / E. A.

CnupugonoBa. — MockBa : MsparensctBo [Opaiit, 2021. — 193 c. — (Bricuee
obpazoBanue). — ISBN 978-5-
534-14065-1. — Texkct : anexTpoHHbIH // OOpa3oBarenbHas mwiargopma KOpailT [caiiT]. —

URL: https://urait.ru/bcode/467740

4.2 JlomoJIHUTEJbHAA JUTEPATYyPA

1. Kymosa, E. B. busnec-nnanupoBanue : yueOHUK U MMPAKTUKYM Jj1st By30B / E.
B. Kynuosa, A. A. CrenanoB. — Mocksa: U3znarensctBo Opaiit, 2021. — 435 ¢c. —
(Beiciiee oOpaszoBanue). — ISBN 978-5-9916-8377-7. — TekcT : 3IEKTPOHHBIN //
Oo6pazoBarensHas maardgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469221

2. [lepenepa, XK. C. AHanu3 ciMsHUI U NOMIOIIEHUH : ydyeOHOe mocoOue asis
By30B / XK. C. Ilepenepa, A. B. ®enopos. — Mocksa : M3narensctBo FOpaiit, 2021. — 140
c. — (Bricmee obpazoBanue). — ISBN 978-5-534-14819-0. — Tekcrt : 21neKTpOHHBIH //

O6pazoBarenpHas miargopma FOpaiit [calit]. — URL: https://urait.ru/bcode/481972

4.3 DuaekTpoHHbIe 00pa3oBaTebHbIE PECYPChI
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1. IIpy n3yd4eHUH TUCUUIIMHBI IPEAYCMOTPEHO Hctonb3oBanue JOPa «Cuctemsl
o(opMIIeHUS YIIPaBIEHYECKUX MPOLIECCOBY:
https://online.mospolytech.ru/course/view.php?1d=9897

5.  MarepuajibHO-TeXHHYECKOE o0ecrneyeHue

AynuTtopusi Afs JEKIMOHHBIX M CEMHHApCKUX 3aHATUH obmero ¢onma. Cromsl
yuyeOHBbIE CO CKaMbsIMU, ayJIUTOpHAsl JIOCKA, MEPEHOCHON MYJIBTUMEIUNUHBIN KOMILJIEKC
(mpoekTop, MPOEKIMOHHBIN 3KpaH, HOYyTOYK). PaGodyee MecTo npemnoaBaress: CTo, CTYIL.

6. MeTozmquKne PERKOMEHAAIINH

6.1 MeToauueckue peKOMEHIANUH JIJIs1 MPENoAaBaTeJIsl 0 OPraHu3aIlun
o0yueHmust

[Ipezentanus (OT aHIIMHCKOrO CJOBa - NPEJICTaBIEHUE) — 3TO HAOOp LIBETHBIX
KapTUHOKCIIAMIOB Ha OIpPEAEJIEHHYI0 TEMY, KOTOPBIA XpaHUTCA B (pailjie CrenHalbHOIO
¢dopmara c pacummpenuem PP. Tepmun «mpeseHtauus» (MHOTAA TOBOPAT «ClalA-QUIBEMY»)
CBSI3BIBAIOT, IIPEXKIE BCEro, C MHPOPMALIMOHHBIMU U PEKJIaMHBIMU (PYHKUIUSMU KapTHHOK,
KOTOPBIE€ PACCUMTAHbI Ha ONPEAEIICHHYIO KATErOpHUIO 3pUTeNel (Moab30BaTeNei).

YroObl Mpe3eHTalMsl XOpOIIO BOCHPUHUMANACh CIYIIATEISIMA W HE BbI3bIBajia
OTpHUILATEIbHBIX 3MOIMM (ITOJCO3HATEIbHBIX WM BIIOJIHE OCO3HAHHBIX), HEOOXOAMMO
coOronath paBuiIa ee 0(hOpMIICHUS.

[TpesenTanus npeanonaraeT codeTaHue HH(POpPMALMK pa3IUYHBIX THUIIOB: TEKCTa,
rpa@uueckux U300paK€HUM, MY3bIKaJbHBIX M 3BYKOBBIX J(P(EKTOB, aHUMALUH U
BuneopparMmeHToB. Iloaromy HE0oOXOIMMO YYUTHIBaTh CHEUU(UKY KOMOWHHUPOBAHUS
¢dbparmeHToB MHMOPMALIMK pa3IUYHBIX THUIOB. Kpome Toro, opopmieHue u JeMOHCTpaIus
KaXJ0ro U3 MEpPEUUCICHHBIX THIOB HHMOpPMALMM TAKXKE MOAYUHSAETCS ONpEeAeICHHBIM
npaBuiaMm. Tak, Hampumep, AJIS TEKCTOBOW MH(GOpMAlLMHU BaXXeH BbIOOp wmIipudTa, I8
rpaguueckoi — SPKOCTb M HACBIIIEHHOCTh IIBETA, JJI1 HAWJIYYIIEr0O UX COBMECTHOIO
BOCHPUATHS HEOOXOJUMO ONTUMAJIbHOE B3aUMOPACIIONIOKEHHUE Ha CIIaie.

[ToMuMO TIPaBUIBLHOTO PACTIONIOKEHUS TEKCTOBBIX OJIOKOB, HY)KHO HE 3a0bIBaTh U 00
UX COJEp)KaHMM — TeKcTe. B HEM HHM B KOEM ciyyae HE JOJDKHO COAEp>KaThCs
opdorpadpuuecknx ommbok. Takke ciemayeT y4uThIBaTh OOIIME MpaBujiia OQopMIICHHUS
TEKCTA.

[Tocne co3ganus mpe3eHTaluu U ee oQopMiIeHHUs, HEOOXOIUMO OTPENEeTHUPOBAThH €
MOKa3 U CBOE BBHICTYIUICHHE, TPOBEPHUTH, KaK OyJIeT BBIMIAACTHh MPE3CHTALMs B 1IEJIOM (Ha
AKpaHE KOMIIbIOTEpa WJIM MPOEKIIMOHHOM JKpaHe), HACKOJIbKO CKOPO M aJIeKBaTHO OHAa
BOCIIPUHUMAETCA M3 pPa3HbIX MECT ayJuTOpUHU, IPU PA3HOM OCBEIIECHHUU, IIYMOBOM
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COIIPOBOXICHHUHN, B 06CTaHOBKC, MaKCHUMAJIbHO HpI/I6JII/I)K€HHOI>’I K pC€ajlbHbIM YCIOBHUAM
BBICTYIIJICHH.

6.2 MeTOI[l/I‘IeCKI/Ie YKazaHud QJ1sd oﬁyqamumxm 10 OCBOCHHUIO TUCHUIIIMHbBI

Jlekuust — CHCTEMAaTHYeCKO€, MOCIEA0BATEIbHOE, MOHOJOTUYECKOE H3JI0KEHUE
npernojaBaresieM y4eOHOro Marepuasa, Kak MpaBUjo, TEOpeTHYecKoro xapakrepa. [lpu
MOJITOTOBKE JIEKIIMH TIpernoAaBaresib pyKOBOJACTBYETCA padoueld mporpaMMon AUCIUILIUHBI.
B mpouecce mekumii peKOMEHIYETCS BECTH KOHCIEKT, YTO MO3BOJIUT BIIOCJIEACTBHU
BCIIOMHUTH M3y4EHHBIN y9eOHBIN MaTepHrall, TOMOJIHUTH COAEPKaHUE TIPH CAMOCTOSTEITLHOM
paboTe ¢ IuTepaTypoid, MOJITOTOBUTHCS K SK3aMEHY.

Crnenyet Takke oOpaniarth BHUMaHUE Ha KaTeropuu, GopMyIUpOBKH, paCKPHIBAIOIIINE
COJIEpKAHUE TEX WJIM MHBIX SIBJICHUM U MPOIECCOB, HAYYHBIE BBIBOABI U MPAKTUUYECKUE
PEKOMEHIAIIUU, TTOJIOKUTEIBHBIN OMBIT B OPATOPCKOM HUCKYycCTBe. JKenareabHO OCTaBUThH B
paboYMX KOHCIIEKTaX MOJisA, Ha KOTOPBIX JIeJaTh MIOMETKU U3 PEKOMEHIOBAHHOW JIUTEPATYPHI,
JOTIOHSIONIME MaTepua MPOCITYIIAaHHON JEKIHUU, a TaKkKe MOJYEPKHUBAIONIUE 0COOYIO
BKHOCTh T€X WJIU UHBIX TEOPETUUECCKUX MOTOKEHUM.

BBIBOI[BI IO JICKOWH IIOABITOXHUBAIOT PA3MBINUICHUSA IIPCIIOAABATCIIAA 110 yqe6HBIM
BOIIpOCaM. HpeHOILaBaTGJIB INPpUBOAHUT CIIMCOK HCIIOJIB3YCMBIX H PCKOMCHIYCMBIX
HCTOYHUKOB JIs1 H3YUYCHHA KOHKpCTHOﬁ TeMbl. B KOHIIC JICKIMH 06yqaloumecs1 HUMCIOT
BO3MOXHOCTB 3aJ1aTb BOIIPOCHI IMPCIIOAAaBaATCIIIO IO TEMCE JICKIIUU. HpI/I YTCHHUU J'ICKL[HIZ I10
JAUCHUILIMHE MOT'YT UCIIOJIb30BaTLCA JICKTPOHHBIC MYHBTHMGHHﬁHBIe IIPC3CHTAIHNH.

MeTtoanueckue ykazanus s 00y4Jaromuxcsi Ipu paboTe Ha CEMUHApe

CeMmuHapbl peaiau3ylTCs B COOTBETCTBUM C pPabOYMM y4eOHBIM IIJJAHOM TpHU
MOCJIE0BATEIbHOM HM3YyYCHUU TEM JUCHUMIUIMHBL. B Xolle MOATOTOBKM K CEeMHHapam
o0yyaroleMycsi PpPEKOMEHAYETCS H3y4YUTh OCHOBHYIO JIUTEPATypy, O3HAKOMHUTHCA C
JOTIOTHUTENIBHON JIUTEPaTypoil, HOBBIMU MYOJUKAUSIMH B TEPUOAUYECKUX HU3TAHUSAXK:
KypHanax, razerax u T.A. lIpu 3TOoM cienyeT yyecTb pPEKOMEHJALMM MPEernoaaBaTess U
TpeOoBaHUsI yueOHON Mporpammbl. PekomMeHayeTcs: Takke AopaldaThiBaTh CBOW KOHCIIEKT
JIEKIUU, JieJlas B HEM COOTBETCTBYIOIIME 3alMCU W3 JIUTEpaTypbl, PEKOMEHIOBaHHOM
MpernojaBaTesieM U MPeayCMOTPEHHON yueOHoM mporpammoit. CiaenyeT moIrOTOBUTh TE3UCHI
JUTSI BBICTYTUICHHM 110 BCeM y4eOHBIM BOIIPOCAaM, BBIHOCUMBIM Ha CEMUHAP.

[TocKoIbKY aKTUBHOCTh OOYYaloIIerocs Ha CEMUHAPCKUX 3aHSATUSX SBISETCS
MPEAMETOM KOHTPOJI €ro MPOABUKEHUSI B OCBOCHHM Kypca, MOJTOTOBKA K CEMUHAPCKUM
3aHATHSAM TpeOyeT OTBETCTBEHHOTO OTHOIIEHHWS. Ha MHTEpaKTMBHBIX 3aHATUSIX CTYICHTHI
JTOJKHBI TIPOSIBIISITh aKTUBHOCTb.

Metoanueckue ykazaHus Ui OOyYarolUXCsl MO OpPTaHU3AIMH CaMOCTOSTEIbHON

paboTHI
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CamocrosTenbHas paboTa 00y4aronIMXcsl HalpaBJIeHa Ha CAMOCTOSTENIbHOE U3yUEeHUE
OTIENHHOU TEMBI Y4eOHOU AuCIUIUTMHBL. CaMOCTOSITeNTbHAsS paboTa SBIsSETCS 00s3aTeTbHON
UIA  KaXAO0ro oOydYaromierocs, e€e oObeM M0 ormpeneisercss y4eOHbIM 1aHoM. [lpu
CaMOCTOSATENIbHON paboTe CTYIEHT B3aUMOJACHCTBYET C PEKOMEHJOBAaHHBIMH MaTepuaiaMu
Opy y4acTUM TpernojaBaresisi B BUAC KOHCYJIbTalUi. J[J1s BBIMOIHEHUS CaMOCTOSATEIbHOM
paboThI iperycMoTpeHo MeToaudeckoe o0ecredeHre. NMeKTPOHHO -ONOINOTEIHOM CHCTeEMa
(anexTpoHHas OMOIMOTEKA) YHUBEPCUTETA 00ECIIEUMBAET BO3ZMOKHOCTDh WHIUBUTYaIbHOTO
JOCTyIa Ka)KJI0ro oOydaromierocs U3 Jro0OW TOYKH, B KOTOPOH UMeEETCS TOCTYI K CETH
HNutepHer.

7. DoH1 OLIEHOYHBIX CPEICTB

7.1 MeToabl KOHTPOJISI U OLICHUBAHUS Pe3yJIbTATOB 00y4YeHHs

IHoka3arenb ypoBHsi CGOPMHUPOBAHHOCTH KOMIIETEHIIH

Cucrema oopmiieHHs yIpaBJIeHYeCKUX MPOLECCOB

DI'OC BO 38.03.02 «MeHexKMEHT»

B nponecce 0cBOCHUS JaHHOH TUCHUILIMHBI CTYICHT (OPMHUPYET U JEMOHCTPUPYET CJICAYIONINE KOMIeTeHIHH:

KOMIIETEHIIUU IlepeyeHb KOMIIOHEHTOB TexHoJi0rust dopma Crenenu ypoBHeii
(popmMupoOBaHUS |OLIEHOYHOIO [OCBOEHHS
KOMIIeTeHI U cpeacTBa** |KoOMIeTeHIU

NH- | ®@OPMYJIUPOB-

JEKC | KA
YK-4 [nocoben MYK-4.1. YunursiBaeT JICKITHS, JIC, T,D ba3oBblil ypoBeHb -
OCYILECTBIATh 0COOCHHOCTH JIeTIOBOH CaMOCTOsITeITbHAS crioco6eH MoArOTOBUTh
I1EI0BYIO KOMMYHHKAIMHU Ha paborta, IOKYMEHTBI JJIs
KOMMYHHKAIIAIO B |[TOCYapCTBEHHOM H CEMMHAPCKHE CO37aHHsI HOBBIX
YCTHOU U MHOCTPAaHHOM sI3bIKax B 3aHATUS [peapPUHUMATENbCKUX
MUCHMEHHON 3aBUCHUMOCTH OT CTPYKTYp
(bopmax Ha 0coOeHHOCTEH BepOaIbHBIX U IloBbIIeHHBIH
rOCyIapCTBEHHOM |HEBEPOATBHBIX CPEICTB YPOBEeHb
si3bIKe Poccuiickoii |0OImeHus - opmupoBars 1
Denepauuu u MYK-4.2. YMeeT BecTH 00OMEH COBEPIICHCTBOBATH
WHOCTPAaHHOM (BIX) |1€7I0BO¥ HH(pOpMAITUCH B IOKyMEHTAIIHIO C
sI3bIKE (aX) YCTHOW ¥ TIMCBMEHHON YIETOM COONIO/IEHHS
(hopMmax Ha TOCYIapCTBEHHOM IIpaB 1 HHTEPECOB
M THOCTPAHHOM S3BIKaX C AKIIUOHCPOB U
Y4eTOM CBOe0Opa3us MHBECTOPOB.

CTHITUCTUKA O(QUITUABHBIX U
HEO(DUIHATBHBIX ITUCEM, a
TaK)Ke COIMMMOKYIBTYPHBIX
pa3nunii B popmare
KOpPECHOHAEHIINU

MYK-4.3. BoinonHsieT nepeBo
mpodecCHOHATBHBIX TEKCTOB C
WHOCTPAHHOTIO sI3bIKa Ha
roCyl1apCTBEHHBIN A3bIK PO u
C TOCYAapCTBEHHOTO SI3BIKA

P® Ha nHOCTpaHHBII
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7.2 Illkana u KpUTEPUU OLIEHUBAHMS Pe3yJILTATOB 00y4eHUsI

[Ixane1 OLCHUBAHHA PC3YJILTATOB HpOMG)I(YTO‘{HOfI arrcCrTailu U UX OIMMCAaHHC:
(Dopma npomeafcymoqnoﬁ ammecmauuu. 3auem.

[IpomexxyTouHast arrecranus oOydaromuxcs B Qopme 3auéTa TPOBOIUTCS IO
pe3yiibTaTaM BBITIOJIHEHUSI BCEX BHUIOB y4eOHOW pabOoThI, MPETyCMOTPEHHBIX YYCOHBIM
MJIAHOM 110 IAHHOW JUCHIMIUIMHE (MOYIIIO), TPU ATOM YUUTHIBAIOTCS PE3yIbTaThl TEKYILETO
KOHTPOJISI YCIIEBa€MOCTH B TeueHue cemectpa. OIlleHKa CTENEHU JOCTUXKEHUS
00y4JaromyUMHCs TIAHUPYEMBIX PE3YJIBTaTOB OOY4YEHHS MO JUCHHUIUIMHE (MOIYJIIO)
MIPOBOJIUTCS TIPEIOAaBaTesieM, BEAYIIIUM 3aHATHS IO JUCIUIUIMHE (MOIYII0) METOJI0M
SKCHEPTHOM OLEHKHU. [Io UuToram mpoMeXKyTOYHOW aTTECTALlMU BBICTABISIETCSA «3a4TEHO»
TN «HE 3a4TCHOY.

K npomesicymounou ammecmayuu 00Onyckaomcs moibKo Cny0eHmsl, 8blNOJIHUGUILE
6ce BUObL YUeOHOU pabomobl, NpedycMompeHHvle pabdoyell NPocpammol. no OUCYUNIUHE
«Cucmemvl  opopmaeHUus YNPAGIeHUeCcKUX NpoYecco8y (MPouiu NpoMe’CymoUHblil
KOHMPOIlb)

HlIkana
OLICHUBAHUSA

Onucanue

BeimonHnensl Bce BUIBI  y4eOHOW pabOThI, IPEAYCMOTPEHHBIC
y4eOHBIM T1aHOM. CTYJIEHT IEMOHCTPUPYET COOTBETCTBUE 3HAHUM,
YMEHUM, HaBBIKOB, MPUBEACHHBIM B TaOMUIlaX TMOKa3areneu,
OTICPUPYET MPUOOPETECHHBIMUA 3HAHUSAMH, YMCHHUSMH, HaBBIKAMH,
MPUMEHSIET UX B CUTYallUsIX MOBBIIICHHONW CIOXKHOCTH. [Ipu 3TOM
MOTYT OBITH JONYIICHbI HE3HAYUTEIbHBIE OIIMOKH, HETOYHOCTH,
3aTpyJHEHUS MIPU AHATUTUYECKUX OMNEepaIusix, NepeHoce 3HaHUuM U
YMEHUM Ha HOBBIE, HECTAHIAPTHBIE CUTYaIINH.

3auTeHo

He Bemmonnen oawd wunu Oosnee BUIOB y4ueOHOU pabOTHI,
MPEeIyCMOTPEHHBIX y4eOHBIM IIaHOM. CTyAeHT JIEeMOHCTPUPYET
HETIOJTHOE COOTBETCTBUE 3HAHMM, YMEHH, HABBIKOB, PUBEICHHBIM
He saureno | ® TabnMIax mokasarenei, I[OHYCIfaIOTCSI SI:I,a‘{I/ITCJ'IBHBIe OIIHUOKH,
NPOSIBISIETCST  OTCYTCTBUE 3HAHUHM, YMEHHH, HABBIKOB IO PSAy
nokaszaTesiei, CTYACHT HCIBITHIBAET 3HAYUTENIbHbIC 3aTPyTHEHUS
NpU OTIEPUPOBAHUM 3HAHMSIMH U YMEHUSIMHU TPU HX MEpPEHOCE Ha

HOBBIC CUTYaAllUU.
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7.3 OueHouHbIE CPEACTBA

Hepequb OICHOYHBIX CPEACTB MO INCIUIIINHE

«CucremMsl O(l)OpMJIeHHﬂ YHPaBJICHYECCKUX MMPOLIECCOB»

IlepeyeHb OLIEHOYHBIX CPeACTB MO AUCHUIIMHE «CHucTeMbl 0hopMiIeHHs

yIpaBJIeHYeCKHX MPOLECCOB»

HanmenoBanue [IpencraBnenue
OLIEHOYHOTO OLIEHOYHOT'O CPEJICTBA B
Ne Kparkas xapakrepucTuKa OL[EeHOUHOTO
CpeiCcTBa dOC
OoC CpeAcTBa
[Tpomykt CaMOCTOSTENIbHON paboThI
CTy/ICHTA, MIPEACTABIISIIONTU I coboi
Joxkian, nyoJau4HOe BBICTYIIJICHUE 1o T
1 coobIeHme HPEACTABICHUIO MOJIYYEHHBIX PpEe3ylIbTaToB CMB gOKHaHvOB’
(1C) pereHust ONPENEIICHHOMN COOOICHIH
y4eOHOMPaKTUYECKOH, ydeOHO-
HCCJIEI0BATENBCKOW MIIM HAYYHOU TEMBI
Cucrema CTaHJapTU3UPOBAHHBIX 33/1aHU,
Tecr MO3BOJISIONIAs aBTOMAaTH3UPOBATh .
2 . @DOH/ TECTOBBIX 331aHUI
(T) IIPOLIEYPY U3MEPEHUs YPOBHS 3HAaHUU U
yMeHUHoOy4aronierocs.
CpencTtBo KOHTpOJIS, OpPraHM30BaHHOE Kak
crnenuanbHasg ~ Oecela  MeJarorMyeckoro
YeTHbli onpoc paboTHHKa ¢ OOy4arolmuMMcs Ha TEMBb,
. . Bormpocsl k ycTHOMY
3 cobecenoBaHue, CBSI3aHHBIE C W3Yy4aeMOW NUCHMIUIMHOW, U
onpoc
(YO/C) pacCuMTaHHOE Ha BbISICHEHHE o0bema pocy
3HaHUI OOyYaloIerocs MO ONpeeIeHHOMY
paszeiny, Teme, npobieMe  T.II.
4 | 3auér Urorosas popma onieHku 3HaHMM. B BbICIINX Bomnpocsr k 3auéry

(3)

y4eOHBIX 3aBEACHUSIX TIPOBOJSTCS BO BpeMs
SK3aMEHAIIMOHHEIX CECCHH.
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14.

15.

16.

17.
18.
19.
20.

21.

Bormpocs! k 3a4€Ty 10 TUCUUIIIIMHE
«Cucrembl  oopmileHHsl  ynpaBJeHYeCKMX IpoieccoB»  (HopMUpOBaHUE
komrerennuu YK-4

[Ipenmer wu3yueHHUs AUCHMUILIUHBI «/lokymMeHTHpOBaHHE YIpaBICHUYECKOW U
NpeANPUHUMATEIBCKOMN AEITEILHOCTI.

KoHnTposb ucnionHeHust JTOKyMEHTOB. PeKBU3UT «OTMETKA O KOHTPOJIEY.

[TpaBwmia opopmienus pekBu3UTOB «Ipud yrBepxkaeHus» u «I'pud cormacoBaHus».
[TpaBuna opopmiennst pekBU3UTOB «JlaTa» u «PeructparmoHHbI HOMEPY.
PexBusur «Axapecar» u ero 0COOEHHOCTH.

PexBU3UTHI «3aroyoBOK K TEKCTY» U «MECTO COCTABJICHUS WIIN U3IaHUS JOKYMEHTA.
dopmynsp-o6paszen; B coorBercTBUU ¢ [[OCT P 6.30-2003.

Ocob6enHocTtu pekBusnTa «OTMETKA O MPUITIOKEHUI.

PexBusutel «Ilognuck» n «OTTHCK IeUaTm».

PexBusur «TekcT», TpeOoBaHUS K OPOPMIICHHIO TEKCTA JOKYMEHTA.

PexBusut «Pe3omonus» u ero 0COOCHHOCTH.

PexBu3uTHI aBTOpa JOKyME
VYaudukamus AOKyMeHTOB. locymapcTBeHHass cHCTEMa JOKYMEHTAIIMOHHOTO
oOecrieueHHs yIpaBICHUS.

HopmaTuBHO-METONMYECKHE  MAaTEpUAIIbI, perIaMEHTUPYIOILIHE padory
C JTOKYMEHTaMH.

Haiite onpeeNeHUs OCHOBHBIM TIOHSITUSIM: «JIeTIOPOU3BOICTBOY,
«IOKYMEHTOO00POTY, «TOKYMEHT», «JIOKYMEHTUPOBAHHE.

OcHoBHBIE TpeOOBaHUA K OGOPMIICHHIO KYypCOBOW pPabOThI, MUIIJIOMHOW PaOOTHI.
YMETh:

CocraBbTe OJIaHK C IPOIOJIBHBIM PACIOJI0KEHUEM PEKBU3HUTOB.
CocraBbTe OJIaHK € YIJIOBBIM PAcIONI0KEHUEM PEKBU3HUTOB.
BHyTpeHHEee U BHENIHEE COIIaCOBAaHUE JOKYMEHTA.

OcobeHnHoctu COCTABJICHHS 17§ opopMiIeHUs
UH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

OcobenHoctn  cocTaBieHuss W OGOpMIICHHUS 3apyOeKHOM KOPPECIIOHACHIIHH.

BJIAJIETD:
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22.
23.
24.

25.
26.

217.
28.
29.
30.
31.
32.

33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.

46.

47.
48.

49.
50.

TpebGoBanus Kk oopmiieHUIO OJIaHKOB JOKYMEHTOB.
OnummTe ciry>ke0HbIE OTMETKH, TTPOCTABIISIEMbIE Ha IOKYMEHTE.
TpeboBaHusi K COCTAaBICHUIO U O(DOPMIICHUIO PACTIOPSTUTEIBHBIX JOKYMEHTOB.

TpeboBaHUsT K COCTaBICHUIO U O(POPMIICHUIO OPTraHU3AI[MOHHBIX JIOKYMEHTOB.
TpeboBaHusi K COCTaBICHHUIO U O(GOPMIICHUIO TOKYMEHTOB KOJUIETHAIBHBIX OPTaHOB
YIPABIICHHUS.

TpeboBaHus K COCTABIECHUIO U O(POPMIICHUIO AETIOBOTO UChMA.

TpeOoBaHus K COCTAaBICHUIO U O()OPMIIEHHUIO TOKYMEHTOB I10 IUYHOMY COCTaBY.
Oco6eHHOCTH AOTOBOPA KYIUTU-TIPOJAKU.

Oco0OeHHOCTH COCTaBIEHUS TPYAOBOIO JIOTOBOPA.

Opranu3zanus paboThl ¢ KOHPUIEHIUATbHBIMU TOKYMEHTAMHU.

[Topsimox paboThI ¢ OOpalEHUSIMU TPAXK/IaH.

Hctopusi BOSHUKHOBEHUS U PA3BUTHUS YIIPABICHUYECKOU JOKYMEHTAIIMU
PekBusur «Axapecar» u ero 0cOOEHHOCTH.

PekBU3UTHI «3arojloBOK K TEKCTY» U «MECTO COCTABICHUS WM U3IAHUS IOKYMEHTA.
dopmynsp-o6paszen; B coorBercTBUU ¢ [OCT P 6.30-2003.

BHyTpeHHEee 1 BHEIIHEE COITIaCOBAaHUE TOKYMEHTA.

OcobenHoctu pekBu3uTa «OTMETKA O MPUITOKEHUNY.

PexBuzuthl «Ilogmuce» n «OTTUCK ITEYaTH).

PexBusut «Tekcty, TpeboBaHus K 0hOPMIICHUIO TEKCTA JOKYMEHTA.

PekBuzur «Pe3ontonus» u ero 0cOOeHHOCTH.

PexBu3UTHI aBTOpa JOKYMEHTA.

TpeboBaHUsT K COCTaBICHUIO U OPOPMIIEHUIO PACIOPAIUTEIBHBIX JOKYMEHTOB.
TpeOoBaHMs K COCTABJICHUIO U O(DOPMIICHUIO OPraHU3aI[MOHHBIX TOKYMEHTOB.

Ocobennoctu COCTaBJICHHS u oopMIIeHUS
UH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

TpeboBaHUsI K COCTaBICHHUIO U O(DOPMIIEHHIO JOKYMEHTOB KOJIJIETMAJIbHBIX OPTaHOB
YIPABIICHUS.

TpeboBaHMs K COCTABICHUIO U 0OPMIICHUIO JIETIOBOTO MTHUCHMA.
Oco0OeHHOCTH coCTaBieHUS U OpopMIIeHHS 3apyOEKHON KOPPECTTOHACHIIUH.

TpeGoBaHus K COCTaBICHHIO U O(OPMIICHUIO TOKYMEHTOB TI0 JINYHOMY COCTABY.
VHudukanus JOoKyMeHTOB. l[OcymapcTBeHHass CHCTeMa JOKyMEHTAIIHOHHOTO
o0ecrnieueHus yrpaBieHuUsI.
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51.

52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.

64.
65.

66.
67.
68.
69.

70.
71.

72.

73.
74.
75.
76.
77.

HopmaruBHO-MeTOMYECKHE  MaTepualbl, pernamMeHTupylommue  pabory
C JOKYMEHTaMH.

dopMupoBaHHE JIC.

[TonroToBka JOKYMEHTOB K apXHBHOMY XPaHCHUIO.
OdopmiteHre e MOCTOSTHHOTO CPOKa XPaHEHUS.
CocTaBbTe aKT.

CocTtaBbTe IMIPOTOKOJT 3aCeIaHus.

CocTaBbTe BBITTMCKY U3 MMPOTOKOJIA 3aCEIaHusl COOpaHUSI.
CocTaBrTe AeJI0OBOEC MUCEMO.

CocTaBbTe ITUCbMO — OTBET.

CocTtaBbTe rapaHTHHHOE TTHCHMO.

CocTaBbTe ITPUKa3 MO0 OCHOBHOM JIEATEILHOCTH.
CocTtaBbTe BBIIIUCKY M3 ITPHKa3a 110 OCHOBHOM JIeATEIIBHOCTH.
CocTaBbTe 00BSICHUTEILHYIO 3aITUCKY.

CocTaBbTe JOKIAIHYIO 3aIKCKY.
CocraBbTe BHELIHIOW CIPaBKY, BBIJAHHYIO B JIOMOYyNIpaBiieHHUH O Bamem Mecte
YKUTEIBCTBA.

CocraBbTe CIy’eOHYIO JOBEPEHHOCTb.

CocraBbre OJIaHK C MPOJOJIbHBIM PACIOJI0KEHUEM PEKBU3UTOB.
CocraBbTe OJIaHK C YITIOBBIM PACHOJIOKEHUEM PEKBU3UTOB.
OnummTe city>ke0Hble OTMETKH, IPOCTABIsIEMbIE Ha IOKYMEHTE.

TpebGoBanus K ohopMIICHUIO OJTaHKOB JOKYMEHTOB.

Peructpamus Bxoasmmx JOKyMEHTOB. Dopma >KypHaJla PEruCTpalMK BXOMISIIAX
JIOKYMEHTOB.

Peructpanus wucxomsmux mokymMeHTOB. Dopma KypHajla PETHCTPAINHA WCXOMSIINX
JTIOKYMEHTOB.

Peructpanus BHyTpeHHUX JOKYMEHTOB. Dopma sxypHaia BHYTPEHHUX JTOKYMEHTOB.
Homenknarypa nen opranuzanuu. [IpaBumia ee cocraBienus u 0hopMIICHUS.
KoHTponb ucomHEHUST TOKyMEHTOB. PekBM3UT «OTMETKA O KOHTPOJIEY.

[TpaBuna opopmennst pekBuzntoB «l pud yrepxnenus» u «I'pud cormacoBanus».

[TpaBuna opopmiiennst pekBu3UTOB «Jlata» u «PeructparmoHHbIii HOMEp.
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N o g s~ b oE

10.

11.

12.

13.

14.

15.
16.
17.
18.
19.
20.

21.
22,

23.

Bonpocel J151 YCTHOIO onpoca no gucuumninie «CucremMsbl O(IJOpM.]'IEHI/IH

yIpaBJjieHYeCKHUX npoueccoB» popmupoBanue komnerenuuu yYK-4

UTto Takoe en0npou3BOACTBO?

Yro Takoe JOKyMEHTUPOBaHUE?

Yro BKITIOUAET B ceOsi opranu3aiysi paboThl ¢ JOKyMEHTaMu?
Yem xapaKkTepr30BaIOCh MPUKA3HOE JEIONPOU3BOJCTBO?
Yem xapaKTepr30BaIOCH KOJUIEHKCKOE JIETIOMPOU3BOACTBO?

Yem XapaKTCPU30BaAJIOCh UCITOJTHUTCIIBHOC I[GJ'IOHpOI/ISBOI[CTBO?

YeMm XapakTepu30BaJIOCh HALMOHAJIBHOE JAEIONPOU3BOACTBO mocie OKTAOpbCKOit
peBomonyu 1917 r.?

YeMm xapakTepu30BaIOCh HAITMOHAIBHOE AENONPOU3BOACTBO B 1970-¢€ rr.?

Urto npeacrapisroT codoit ocHoBHBIE mosoxeHus ET'CI?

UeM XapakTepu30BaJIOCh HAIMOHAIBHOE JAECIONPOU3BOJCTBO B MOCTCOBETCKUN
nepuona?

Kakue BOIIPOCHI peraMeHTupyeT  YHU(UIMPOBAHHAS cucTemMa
OpPTraHU3alMOHHOPACTOPSAUTEIBHON JOKYMEHTAUN?

Kakue BOITPOCHI perIaMEeHTUPYET AnpOoM dbopm
OpraHU3alMOHHOPACTIOPSAUTENBHBIX TOKYMEHTOB?

Kaxkue BOIIPOCHI  pErIaMEHTHUPYIOT MeTouueckue  peKOMEHAAlMu 10
COCTAaBIICHUIO U MPUMEHEHUIO HOMEHKJIATyp A€l OpraHu3aluil, TPUMEPHBbIX U
TUMOBBIX HOMEHKJIATYp Jei?

Kakue Bompochl permaMeHTHPYIOT MeToauYecKre PEKOMEHIAMH 110 0()OPMIICHHUIO
o0110kex nen?

Urto Takoe ciyxba [JOY?

Kakue ocHOBHBIE PyHKIIMH OcyIlIecTBIsIET ciy:x0a JIOY?

Kakue cyiiecTByroT opraHu3alioHHbIE (OPMBI AETONPOU3BOICTBA?
Yem xapakTepu3yeTcs LIeHTpallM30BaHHas (popma 1eTonponu3BOACTBA?
Yem xapakTepu3yercs IeleHTpaIn30BaHHas (opma IeI0npon3BoOACTBA?
Yem xapakrepusyeTcsi cMelanHas (opMa J1eJI0pou3BOACTBA?

Kto B opranu3anyy HCCCT OTBETCTBCHHOCTD 34 I[GJ'IOHpOI/BBOI[CTBO?

Kakum oOpa3oM ocymiecTBisieTcsl HaA30p 3a COOJIOACHUEM 3aKOHOJATENbCTBA IO
apXHWBHOMY JI€JTy U BEJICHUIO JI€JIONPOU3BOACTBA?

Kakum 00pa3oM ocCymiecTBiseTcs TOCYJapCTBEHHBIM HaI30p 3a COONIOICHHEM
3aKOHO/IaTENbCTBA 10 apXHUBAM U JI€TONPOU3BOACTBY ?
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24,

25.

26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,

46.
47.

48.

49,
50.

Kakoit JoOKyMeHT 10KeH pa3padboTaTh pyKOBOAUTEIb TPOBEPSIEMOM OpraHu3alii Ha
OCHOBaHHHM aKTa U MPEATUCAHUS?

KTo ocyiecTBisieT KOHTPOJIb 32 CBOEBPEMEHHBIM BBIIIOJIHEHHEM MEPONPHSTHIA,
YKa3aHHBIX B IPEINUCAHUN?

Korma MoxeT ObITh HAJIOXKEHO aAMUHUCTPATUBHOE B3bICKaHUE?
Yrto Takoe TOKyMEHT?

Uro Takoe kinaccudpuKanus T0KyMeHTOB?

[To xakuM npu3HaKaM KJIACCUDUIMPYIOTCS JOKYMEHTHI?

Kak moxymeHTHI Ki1laccu(pUIIUPYIOTCS MO croco0y pukcanuu nadopmanuu?
Kak mokymMeHThI K1acCuGUITUPYIOTCS IO CONEPIKaHUIO?

Kak 1oKyMeHThI K1accu(puUUpyrOTCs 0 HAMMEHOBAHUIO?

Kak 1oxyMeHThI Ki1accu(puuupyroTcs 1o BUgam?

Kak 10KyMeHThI K1acCu(pUUUPYIOTCS MO CTENEHU CI0XKHOCTU?
Kak 10KyMeHThI K1acCU(pUUUPYIOTCS 10 MECTY COCTABICHHUS?
Kak 1okyMeHThI Ki1accu(UUUpPyIOTCS IO CTENEHU [IACHOCTH?
Kak 1okyMeHThI Ki1accu(uUUpyIOTCs IO IOPUANUECKOM cusie?
Kak 10KyMeHThI K1acCu(pUUUPYIOTCS MO CTaIUsAM CO3JaHus?
Yrto Takoe konus?

Ha xakue BUIBI JeNATCS KOUU MO CrIOco0y yI0CTOBEpEeHuUs?
YT0 OTHOCUTCS K Pa3HOBUIAHOCTSM KOITUNA?

UYrto Takoe oTmyck?

Yo Takoe BBINKMCKA U3 JOKYMEHTA?

Urto Takoe ny0iaukar?

Urto Takoe yHudukamms?

Uro siBnsieTcs 1enbio YHuGUKaIum?

To siBnsieTCSs OCHOBHOM 3a7au€il COBEPILIEHCTBOBAHUS COJCPMKAHUS TOKYMEHTA MPHU
yHUpUKAITIN?

Uro sBnsieTcs OCHOBHOW 3a/adeil COBEPIICHCTBOBAaHUS (POPM JTOKYMEHTOB TIPH
yHUpUKAITIN?

UTto Takoe yHUPUIIMpOBaHHAS CUCTEMA JOKYMEHTALINH?

Uto Takoe yHU(UIMPOBAHHAS CHUCTEMa OPTraHU3alMOHHO-PACTIOPSIUTEIbHON
JOKYMEHTALINU? 51. Kakue cymecTByloT yHU(PUIIUPOBAHHBIC CUCTEMBI
JOKYMEHTALINU?

Kpurepuu oueHku:
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- OLICHKA «3a4YTEHO0» BBICTABIISICTCS CTYAEHTY, €CJIM OH IMPAaBWIbHO U Pa3BEPHYTO
OTBEYAJl HA 3aJlaHHBIE BOIPOCHI C OMOPON HA Y4eOHYIO M JOMOJHHUTEIbHYIO JIUTEPATypy,
JEMOHCTPHUPOBAJI YMEHUE aHAJIM3UPOBATH COBPEMEHHOE COCTOSIHIE MTPOOIEMBI, CTPEMIICHHE
JIOTUYECKH OIPEACIIEHHO U MOCIIEA0BATEIbHO U3JI0KUTH CBOM O0TBET. [Ipu 3TOM MOTYT OBITH
JOMYIIECHbl HE3HAYUTENbHbIE OINMOKHA, HETOYHOCTH, KOTOPbIE OH MOXET HCIPaBUTh
CaMOCTOSITEJIBHO WJIM IIPU KOPPEKIUHU IIPENOIABATEIIEM.

- OLICHKA «HEe 3a4YTEeH0)» BBICTABISIETCSA CTYIAECHTY, €CJIM OH HENPAaBUJIBbHO OTBEYAJ Ha
3aJJaHHbIE BOITPOCHI MJIM BOBCE HE 0TBEYAJ HAa HUX. OOyJaronuiicss JeMOHCTPUPOBAII 3HAHUS,
YMEHUsI, HABBIKH HUMHCE NOPO208020 YPO6HA B COOTBETCTBUU C MPUBEICHHBIMU B TAOIUIIE
KPUTEPUSIMU OLICHUBAHUS KOMIIETECHIIUH.

Tembl 1okJI210B M0 JUcHUIIMHE «CHcTeMBbI 0(popMIIEHHS YIIPABIEHYECKUX
NPOLIECCOB»

(popmupoBanmne komnereHuun YK 4)

1. [ToHsiTHE 1ETONPOU3BOJCTBA U UCTOPUS €r0 PA3BUTHS
2. OCHOBHBIE HOPMATHBHBIE JJOKYMEHTBHI, PEITIAaMEHTUPYIOIIKE AEIOPOU3BOICTBO 3.
OpranuzanuoHHbie (HOPMBI JEIONPOU3BOJCTBA U OTBETCTBEHHOCTH 32

HapyLIEHUE 3aKOHOJATEIbCTBA 110 JECJIONPOU3BOACTBY U aPXUBHOMY JIEITy

4. JIOKyMEHT B JI€JI0MPOU3BOACTBE, €10 (PYHKIIMH U MPU3HAKHU KJIacCU(UKALINU
VHudukanus u ctanaapTU3alus ynpaBieHYeCKUX JOKYMEHTOB
[TonsiTHE O Gi1aHKaX TOKYMEHTOB, CHOCOOBI PACHOJI0KEHUS PEKBU3UTOB OJIAHKA, BUJIBI
OJaHKOB

7. IToHsiTHE O PEKBU3HUTAX, COCTAB PEKBU3UTOB

8. Cocrasnenue u 0popMIIEHUE OPTraHN3aLUOHHBIX JOKYMEHTOB

9. CocraBienue u opopmiIeHUE pacopsSIUTENbHBIX JOKYMEHTOB

10.  CocraneHue U 0pOpMIIEHHE CIIPABOYHO-MHPOPMALIMOHHBIX IOKYMEHTOB

11.  CocraBneHue U oQpopMIEHUE TOKYMEHTOB 110 JUYHOMY COCTABY

12.  JIoKyMEHTOOOOpOT: OCHOBHBIE TMOHATUS, OOBEM, MPUHLMUIBI PaAUOHAIBHOU

OpraHu3alMH, STAIbI
13.  OOpaboTka BXOIAIIUX TOKYMEHTOB
14.  OOpaboTka UCXOASAIIMX U BHYTPEHHUX JOKYMEHTOB
15.  Cucremaruzanus JOKyMEHTOB
16. dopmMUpOBaHUE JET

17. Odopmnenue nen
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18. XpaHEeHUE TOKYMEHTOB

Kpurepuu oueHku 1oxkaaga

Ne| Kpurepunii Onenka
OTIL. XO0p. YAOBIL. HEY/IOBIL.
1 | Crpykrypa | B B noknane OpnHa u3 |B noknane He
AOKJiaaa JOKJIanac NPUCYTCTBYIOT TPU | CMBICJIIOBBIX IIPOCICIKHUBACTC
MPUCYTCTBYIOT CMBICJIOBBIE YaCTH, | yacTei 9 HATHUKe
CMBICJIOBBIC YaCcTH, | HecOaaHCUPOBaHH B JIOKJIA/E | CMBICTIOBBIX
cOalaHCUPOBaHH bI€ 110 00bEMY OTCYTCTBYET .
ble IO 00BEMY Hacre
2 | Cognepxanue | Conepxanue Conepxanue He B | Conepxkanne He CojepkaHue He
JOKJIaaa OTpa)aeT CyThb IIOJIHOM Mepe B IIOJIHOM M€pe | OTpa)kacT CyTh
paccMmarpuBaeM Ol | OTpakaeT CyTh OTpaXkaeT CyTh | paccMaTpuBaeM
poOJIeMbI U paccmarpuBaeMol | paccMaTpuBaeM | Ol MPOOJIEMBI
OCHOBHBIE pOoOIeMBbI UITH Oif MpOOJIEMbI U | WJIM OCHOBHBIE
MOJTy4YeHHbBIE OCHOBHBIE OCHOBHBIE MOJTy4YeHHbBIE
pe3yJbTaThl MOJTyYCHHBIC MOJIYYCHHbBIC pe3yNIbTaThl
pe3yJIbTaThl pe3yJIbTaThl
3 | Baageuue CryaeHt CryneHT Bnazeer Crynent CryneHt He
MaTepHUaoM | MOJTHOCTHIO M3JlaraeMbIM HEIOCTAaTOYHO | BiaJieeT
BJIa/IeeT MaTepHuaiom, CBOOOITHO U3JIaraéMbIM
U3JIaraeéMbIM OpUEHTHpYETCS B BJIaJIeeT MarepHuaom,
MaTepuaiom, npoliieme, U3JaraéMbIM cnabo
OPUEHTHUPYETCSI B | 3aTpyAHSETCS B MaTepHaiom, OPUEHTHUPYETCSI
npobieme, OTBETax Ha cinabo B IIpobieme
CBOOOIHO OTBEYAET | HEKOTOPHIE OPUEHTUPYETCS
Ha BOIIPOCHI BOIIPOCHI B Ipo0Osieme
4 | CootrBerctB | U3noxeHHBIH N3noxeHHbIi B uznoxennom | M3m0keHHBIN
ue TeMe Marepual MaTepuall COIEPKUT | MaTeprae Marepuan B
MOJIHOCTBIO AJIEMEHTHI, HE MPUCYTCTBYET HE3HAYUTEIHHO
COOTBETCTBYET COOTBETCTBYIOIIIME | OOJbIITIOE i cTeneHu
3asBJICHHON TeMe | TeMme KOJIMYECTBO COOTBETCTBYET
JJIEMEHTOB, HE | TeMe
MMEIOTIINX
OTHOIIIEHUE K
TeMe

IIpuMep TecTOBOIO 3aIaHUA VISl KOHTPOJISI 3HAHUH MO aucHuiiniae «CucremMbl
oopwiieHns ynpasiaeHdeckux npoueccos» B popmare GIFT nas 3arpysku B LMS
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(popmupoBanue komneteniun YK-4)

1. Kakoii TOKyMEHT MPEACTaBIACT COOOM aKT, ONPEACIISIIONINNA MOPSI0K 00pa30BaHusl,
CTPYKTYPY, PYHKIIMHU, KOMIETEHIMIO, 00S3aHHOCTH ¥ OPTaHU3aIMI0 pabOThl OpPraHOB
yIpPABIICHUS?

-TI0JIOKEHUE
-pacropsiKeHHe

-MHCTPYKLIHH

2. Kakoii TOKYMEHT SIBIIIETCSA aKTOM OpraHa BJIACTH, IPUHUMAEMbIM JIJISl pa3peLIeHUs]
OIIEPaTUBHBIX BOIPOCOB?

-IOJIO’KEHUE
-pacnopsKeHHE

-MHCTPYKLIHH

3. Kakoif mokyMeHT mpeAcTaBiseT OO0 TOKYMEHT, pEeryIupyIOLIiii OpraHn3alioHHbIE,
TEXHOJIOTUYECKUE, (PMHAHCOBBIE U MP. CTOPOHBI AEATEIbHOCTH YUPEXKICHUM,
OpraHu3aluii?

-TI0JIO’KEHUE

-pacnopsiKeHue

-MHCTPYKLIHH

4. Kakoe 13 KJII0UeBbIX CBOICTB IOKyMEHTA XapaKTepU3yeTCsl TEM, YTO 00ECIIeurnBaeT
0053aTeIbHOCTD €r0 TPUMEHEHUS JJI BCEX YUYACTHUKOB YIPABIEHYECKOM 1€ATEIbHOCTH,
a TAKXE CIIY>)KUT JI0Ka3aTeJIbCTBOM MOJJIMHHOCTH COZIEP KAILEHUCs B TOKYMEHTE
uHdopmarun?

-IOpUAMYECKas cuia

-IOpUANYECKasi 3HAYMMOCTBD -FOPUINYECKAs
aKTyaJIbHOCTb

5. Kakoe u3 KJ1104eBbIX CBOMCTB JOKYMEHTA XapaKTepU3yeTCs TEM, UTO 00eCIIeurBaeT
MOATBEPIKICHHUE JICJIOBOM JIEATEIBHOCTH JIMOO COOBITUM JIMYHOTO XapakTepa?

-IOpUINYECKasl CHIIA

-IOpUINYECKasi 3HAYMMOCTh
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-IOPUINYCCKas aKTyaJIbHOCTb

6. JlenoBast unpopmaniys, HapuMep, CBEACHUS O COCTOSTHIUHM 0aHKOBCKHX CUETOB,
uHbOpMaIHs O KPEAUTax, MiIaHbl MHBECTUIUH, TOJTOBbIE 0053aTeIbCTBA U TIP.

paccMarpuBaeTCcs 0OBIUHO KaK:
-KOH(pHICHIIMAIbHAS
-0011e10CTyTHAs

-HECYILIECTBEHHAs

7. Kondunaenmnuanpbayo nHGOPMAIHIO OPTaHNU3aIUN CTAPAIOTCS:
-3aIIUTUTh
-pa3riacuTh

-HAaKOITUThH

8. JIOKyMEeHTOM, yCTaHABIMBAIOLUM O0s13aTeNIbHbIE JJIsl IPUMEHEHUSI U UCTIOTHEHUS
TpeOOBAHUS K TAKUM OOBEKTaM TEXHUYECKOTO PETYITHPOBAHUA KAK 3[JaHUs, COOPYKECHHUS,
IIPOLYKIIMS, IIPOLIECCHI IPOU3BOICTBA, XPAHEHM, IEPEBO3KH, pEATIM3aLMU U TIP.,
SABJISIETCA:

-TEXHUYECKUMN PENNIAMEHT
-TEXHUYECKUM CTaHIAPT

-TeXHUYECKas yHUPUKaus

9. [IpuBenenue K eAMHOOOpa3HOM cucTeMe uiu GopMe ITO:
-CTaHAapT
-CTaH/IapTU3ALINS

-yHH UK

10. JleATenpbHOCTH MO YCTAHOBICHUIO IPABHUI M XapaKTEPUCTHK B IIEIIAX MX
J10OPOBOJIBHOTO MHOTOKPAaTHOTO MCIIOJIb30BaHNsl, HAIPaBJICHHAs HA JOCTUKECHHE
YIOPSI0YEHHOCTH B cpepax MPOU3BOJCTBA M OOpAIICHUS MTPOAYKIIMU 1 TIOBBIIIICHHUE
KOHKYPEHTOCIIOCOOHOCTH MPOAYKIIMHU, PAOOT MIIH YCIIYT, 3TO:

-CTaHAapT
-CTaHJapTU3aLUs

-yHUpUKaIs
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11. TlonoxeHus, Kacarolrecs Kak pa3pabOTKH TOKyMEHTOB U BBEJICHUS UX B
JOKYMEHTOOOOPOT, TaK U X 00pabOTKH U Iepeayll Ha XpaHEeHUE, YCTaHABIUBAIOTCA B:

-HMHCTPYKIHHU I10 OCIIOIIPOU3BOACTBY
-B 3aKOHOAATCJILCTBC

-TCXHUYCCKOM PCIIIaMCHTC

12. BepHo nm yTBEp)KICHHE, YTO TOCYAApPCTBEHHBIC CTAHIAPTHI B 007IaCTH
JOKYMEHTAI[MOHHOTO 00€CTICUCHHsI YIIPABICHUS BBITOIHSIOT LEBIN Pl QYHKITHHA, TaK
KaK HampapJIeHbI HA UCIIOIH30BAHUE PA3HOOOPA3HBIX TEXHUUYECKUX CPEIACTB 00padOTKH
JIOKYMEHTOB, KOTOPBIE TECHO CBSI3aHBI C TIPOIIECCAMU, KACAIOITIMHUCS TEXHHUECKOTO
pa3BuTHUs 001IEeCTBA?

-4, BEPHO

-HET, HE BEPHO -3aBUCUT
ot cutyaunu Kpurepun
OLICHKU:

Ormmmuro - ot 90% mo 100% mnpaBunbHbIX OTBETOB; Xopowmo - oT 75% mo 90%
IIPABWJIBHBIX OTBETOB; YHOBIETBOPUTENIBHO - OT 55% no 75% mpaBWIBHBIX OTBETOB;
HeynosnerBopurenbHo - MmeHee 55% npaBUIIbHBIX OTBETOB.
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