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1 BBEOEHME K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb aucumnnuHbl: chopMmpoBaTh KOMIETEHLMN 0by4aroLLerocss B 0b6nactn Teopmm U NpakTUKM opraHvM3aumm
TEXHOMOIMN COBPEMEHHOMO AOKYMEHTALMOHHOIO obecneyvyeHns ynpaBneHunst ¢ LieSbio COBEPLLIEHCTBOBaHUSA AENONpPON3BOACTBA
B yupexaeHuax nobon npaBoBO opraHmM3aunoHHON hopmbl

1.2 3apaum gUCUUNNUHDI:

1. PaccMOoTpeTb BONPOCHI CTaHOBEHNST HALMOHANbHOM CUCTEMbI AENONPON3BOACTBA.

2. PackpblTb npuHUMNbI  pasBUTUS U PYHKLMOHMPOBAHMS COBPEMEHHOW TEXHOMOIMM  LOKYMEHTALUMOHHOIO
obecneyeHus ynpaBneHus.

3. MNokasaTtb 0COBEHHOCTU AeNCTBMA CNYXObl AOKYMEHTAUMOHHOro obecneyeHus ynpaBrieHWss B COBPEMEHHOMN
opraHusauuu.

4. N3yunTb COBPEMEHHYK 3aKOHOAATENbHYH, MPaBOBYK M HOPMAaTUBHYH 6asy, pernameHTupylowyio paboTty ¢
[OKYMEHTaMMm.

5. PaccmoTpeTb BONpoChl BAUSAHWS MHOPMaLUMOHHbBIX TexHonorni (CO[0) Ha coBeplueHCTBOBaHUE yrnpaBrieHYeCcKown
nestensHocTbio JOY

1.3 TpeboBaHuA K NpeaBapuTeNibLHOM NOAroToBKE OOy4aloLerocs:
MpenBapuTenbHas NOAroTOBKA NpeanonaraeT co3aaHne OCHOBbI Anst GOPMUPOBAHNST KOMMETEHLMIA, yYKa3aHHbIX B M.
2, PN U3y4EeHUN OUCLUMUMIINH:

WHopMaLoHHbIe OCHOBbI YNpaBneHus
Y4yebHasa npakTuka (03HakoMuTenbHasa npakTmka)

2 KOMMETEHUWU OBYYAIOLWLEIoCA, ®OPMUPYEMbBIE B PE3YJIbTATE OCBOEHUA OUCLIUMIINHDI

OlK-4: Cnoco6eH noHUMaTb NPUHLUNbI PaboTbl COBPEMEHHbIX UH(POPMALNOHHBLIX TEXHOJIOMMI U UCNONb30BaTb UX
AnsA pewweHnA 3agay npocgeccnoHanbHON AeATENbHOCTH.

3HaTb: NpaBuna 1 NpUHLWMbLI OpraHU3aumMm AOKYMEeHTO060poTa, 3aKOHOMEPHOCTM M3MEHeHUs obbema [OoKYMeHToo6opoTa;
pauMoHasibHble TEXHOMOTMU MpuemMa, MNPOXOXKAEHWUS, MNOAFOTOBKA W OTNPaBKM [JOKYMEHTOB B  TpPagWMUMOHHbIX W
aBTOMAaTU3NPOBAHHbIX (3MEKTPOHHbIX) CUCTEMaX [OKYMeHTaUMOHHOro obecneyeHns ynpasreHusi; TpeboBaHus K pyyHbIM U
aBTOMaTU3NPOBaHHLIM (3NIEKTPOHHBIM) MHPOPMALIMOHHO-MOUCKOBbLIM CCTEMAM MO AOKYMEHTaM OpraHu3auui

YMeTb: noacuMTbiBaTb 06bEM [LOKYMEHTOOOOpOTa; NPOEKTMpPOBaTb TEXHOMOMMYecKkue KapTbl, MapLlpyTbl OBUWKEHUS
BXOOSLLUMX, UCXOAALLMX U BHYTPEHHUX JOKYMEHTOB; (hOpMMPOBaTh M OhOPMIISTE AENa; COCTaBMNATbL HOMEHKNATYpy Aen, OnncK
Ha aena;

BECTU MHPOPMALIMOHHO-A0KYMEHTaLUNMOHHOE 06CyKMBaHne

BnapeTb: MeTogamu 1 TexHomnornein obpaboTkn 4OKYMEHTOB C MCMOMb30BaHMEM MHAOPMALMOHHbLIX TEXHOMOMNIA; HaBblkamMu
paboTbl C OOKYMEHTaMM FOCY4APCTBEHHbIX OPraHoB, OOLUECTBEHHbIX M Ap. OpraHuM3aLuuii; HaBblkamy paluoHanMsauumn u
aBTOMaTM3aLumM AeNOonNpPon3BOACTBA




3 PE3YJIbTATblI OBYYEHUA MO AUCLUMITNHE

KoHTakTHas
paboTta

MHHOoBaL.

dopmbl
3aHATUI

HavmeHoBaHue v cogepxaHve pasgenos,
TEM U y4EOHBIX 3aHATUIA

CP
Nex. Mp. | (4ackl)
(vackl) | (4achbl)

CewmecTtp
(kypc ansa 3A0)

Pasgen 1. OpraHunsauuns cnyx6bi
[OKYMEHTaLMOHHOro obecneveHus
ynpaBneHus

Tema 1. locygapcTBeHHast cuctema
OOKyMeHTaUMoHHOro obecneyeHuns
ynpasnenus ( FCOOY). dopmbl 1 CTPyKTYpa
[Eenonpon3BoACTBEHHOW CNYXObI (Cry»0bl
OOY). Ctpyktypa cnyx6bl OY B
MUHWUCTEPCTBaxX U BegomcTBax. CTpykTypa
cnyx6bl, oTBevatowern 3a JOY B
NCMNOMHMTENBHBIX OpraHax BnacTu U opraHax
MeCTHOro camoynpasneHus. CTpykTypa
cnyx6el JOY Ha pas3nuyHbIX NPeanpUsTUSAX.
B3anmopgencteue cnyxoel JOY co
CTPYKTYPHbIMW NOoApa3AeneHnsiMm
opraHusaummn. dopmbl paboTbl €
OOKyMeHTaMu B ynpaBrieHYeCcKoM annapare.
MonoxeHue o cnyxbe AOY (cTpykTypa n
PYHKLWN)

Tema 2. [JormkHOCTHOM cocTaB cnyxobl OY.
Kateropuu paboTHukos. MeToaunkn pacyeTta
YNCITEHHOCTN PabOTHMKOB CITYXObl
AenonpowussoacTtea. MNoHsaATMe 6GanaHca
pabouero BpemeHn. Metog coTorpadum
paboyero oHs. Hopmbl BpeMeHn Ha paboTbl
no 4OKyMEeHTaLuoHHOMY obecneyeHunto
yrnpaBrneHYeCKUX CTPYKTYp deaepanbHbIX
OpraHoB MCMOJSTHUTENbHOM BMacTH,
MocTtaHoBneHne MnHTpyaa n coumanbHOro
passutua P® ot 26.03.2002 No 23).
[omkHOCTHbIE UHCTPYKUMK: «OBLmne
NnonoXxeHusi», « PYHKLUUN N OIMKHOCTHbIE
006s13aHHOCTNY, «[paBay,
«OTBETCTBEHHOCTbY U BUAbI
OTBETCTBEHHOCTWN,

«B3anmooTHoweHusA» (cBa3nM no
porkHocTtu). Pasgensl  «OueHka paboTbiy,
«OpraHunsauunsi paboyero mecra,
«Pacnopsgok pabodero gHs»

Wtoro B cemecTpe (Ha kypce ang 3A0) 4 32

KOHcyﬂbTaLI,VII/I N NPOMEXYTO4YHasA atrectauma
- HeT

Pasgen 2. OpraHnsaumus JokymeHToob6opoTa




Tema 3. [JBwKeHMe [OOKYMEHTOB B
opranmsaumn. OB bEKTUBHbBIE U
CyObEKTUBHBIE NPUYMHBI pocTa 00bemMa
OOKyMeHTOoOoDOopoTa B OpraHM3auusix.
[okymeHTOOBOopOT Kak TexHONormyeckum
npouecc. Bxogawun, ncxogawmm m
BHYTPEHHMI OKYMEHTOMNOTOKM.
HanpaBneHus OBWKeHNs1 JOKYMEHTOMOTOKA.
MeTtoamka nogcyeTa [oKymeHToobopoTa.
LIMKNnyHOCTb ( NEPUOANYHOCTL) MOTOKOB
nokymeHToB. O6paboTka BXogdALmMX nnm
NnocTynamwLLmMX JOKYMEHTOB: 3Tansl,
TexHonorusa pabotel. O6paboTka ncxoasLmx
Unn oTnpaBngemMbiX JOKYMEHTOB. [opagok
NPOXOXOEHUA BHYTPEHHUX JOKYMEHTOB

Tema 4. TpeboBaHWsi COBPEMEHHbIX
3aKoHOAATENbHbIX, HOPMATMBHbBIX aKTOB U
HOPMaTUBHO-METOANYECKUX JOKYMEHTOB,
pernameHTMpYyLUX BONPOCHI opraH13auum
[OKYMeHTaUMoHHoro obecneveHus
0eATENbHOCTW.

MpakTuyeckoe 3aHsTUe: OnpegeneHne
COBpPEMEHHbIX HanpasneHun, opm, MeToaoB
coBeplueHcTBoBaHust JOY 1 nx
xapakrepucTtuka. PaspaboTtka mogenu
opraHusauum JOY (B BUAe npeseHTaumm
npoekTa).

Pasgen 3. Perncrpaunsi AOKyMEHTOB,
opraHusaumsi cnpaBo4YHO-MHGPOPMaLMOHHOIO
obcnyxmBaHusi, KOHTPOMb 3@ UCMOSTHEHNEM
[OKYMEHTOB

Tema 5. Peructpaunsa JOKYMEHTOB: Lienu,
NPUHUMMbI, POPMbI perncTpaumm npm
«PYy4HOM» Oenonpov3BOACTBe, perncTpaums
B CO[0. Peructpauus koHugeHunanbHbIX
OOKyMeHTOB. [1oKymeHTbl, He nognexawiune
pernctpaunn. OTnnyme yyeta JOKYMeEHTa OT
ero perncrpaumm. MhgekcupoBaHue
nokymeHToB. Co3gaHne ©0aHka [JaHHbIX O
nokymeHTax. OdopmreHue xypHana yyera.
B3anmocssa3sb perncrpaumm AOKYMEHTOB C
opraHusaumen crpaBo4yHO-NHPOPMaLMOHHON
paboTbl, OpraHn3aumein KOHTPOons
WCMOJTHEHUS 1 NocneayoLlen odpaboTkon
[OKYMeHTOB. [puHLMMLI NOCTPOEHNS
nHdopmaunoHHo-nouckosbix (UMC) pydHoro
TMna, nx snapl. IHpopmMaumoHHo-
cnpaBoYyHoe obcnykunBaHue annapaTa
yrpaBneHus B yCNoBUAX NPUMEHEHUA
BbIYMCIUTENTbHON TEXHUKU. ToncKk n
ncnonb3oBaHne nHopmaumm B
aBToMaTu3MpoBaHHbIx UIMC.

MpakTnyeckoe 3aHaTHeE: Pernctpaums
OOKyMeHTa (onpegenutb Heo6x0AMMOCTb
perncTpaumm AoKyMeHTa, OTHECTU ero K
OLHOW N3 PErNCTPUPYEMBbIX rpynm,
onpenenuTb CyTb AOKYMeHTa Ans
NpaBUSIbHOIO 3aHECEHNs KpaTKoro
CcofepXaHus B perucTpaLmoHHY0 hopmy,
3anonHNTb perncTpaunoHHyo opmy,
odopmnTb obA3aTenNbHbIE PEKBU3UTLI
[OKymeHTa u T.4.). JIHA Kak JOKYMEHT,
pernameHTUpyLLNA NOPSA0K pernctpauum
(coctaButb TekcT JTHA).

18 HU
18 HU
18 HA




Tema 6. KoHTponb 3a UCNONHEHNEM
AoKymeHTOB. KaTeropmm JOKYMEHTOB,
noaexalumx KOHTponto. Buael n noasuael
KOHTpons. KoHTpornb no cyLecTsy.
XapakTepucTuka TEXHOMNOrMnM KOHTPOns
ncnonHeHns. KoHTponb 3a cpokamu.
MpoBepka xoAa UCNONMHEHUS U HAaNOMUHaHUS
O KOHTPOSbHbIX Cpokax. lNMpoaneHne cpoka
ncnonHeHunsi. CHATUE C KOHTPONS.
MNpoBeaeHve aHannsa pe3ynbTaToB KOHTPONS
ucnonHeHns gokymeHtos. O6obuieHue,
aHanu3 n ncnonb3oBaHue AaHHbIX 06
WCMONHEHNN OKYMEHTOB B YCIOBUSX
TPaAVLMOHHON 1 aBTOMaTU3MPOBAHHOM
TexHonormm obpaboTkn JOKYMEHTOB.
MNpenmyLlecTBa aBTOMaTU3NPOBaHHBIX
CUCTEM KOHTPOIS UCNOMHEHNS JOKYMEHTOB,
OMbIT X MPUMEHEHMS.

MpakTnyeckoe 3aHsTue: MNonoxeHne 06
OpraHv3aumn KOHTPOMS 3a UCMONHEHNEM
[OKYMEHTOB

Pasgen 4. XpaHeHne OOKYMEHTOB B
opraHusaumm

Tema 7. OCHOBHbIE NONOXEHUSA
3aKoHOAATENbHOW pernaMmeHTaLmm XxpaHeHus
nokymeHToB B P®. HopmaTtnsHo-
MEeToAMYECKNE AOKYMEHThI MO OpraHM3auum
XpaHeHMs1 JOKYMEHTOB Ha TpagULMOHHbLIX U
TEXHOTPOHHBIX HOCUTENSAX. XpaHeHne
[OKYMEHTOB B CTPYKTYPHbIX nogpasaeneHnsix
opraHusaumu. Bnabl LOKYMEHTOB, KOTOpPbIE
XPaHAT B opraHusauuun. PernameHT cpokos
XpaHeHus oKyMeHTauuu. Tekylue u
apXx1BHble AOKYMeHTbl. OpraHusauums
TEKyLLero XxpaHeHunst 4OKyMeHTOB. [1pobnembl
TEKyLLEero XxpaHeHus1 LOKYMEHTOB.
HecobntogeHne CpokoB XpaHeHusl, U3bATmeE U
Bbldaya JOKYMEHTOB, NoALNTbLIX B Aena
NOCTOAHHOIO XpaHeHus.

MoHsaTMe HOMeHKNaTypbl Aen. TpeboBaHus Kk
COCTaBMEHUIO HOMEHKNAaTypbl Aen, ux
pernameHTauns B HOpMaTUBHO-
MeToaudecknx matepmnanax. Bugpl
HOMeHKNaTyp Aer, ux 0CoO6eHHOCTU 1
HasHayeHue.

Tema 8. Opranunsaumsi 1 nopsaokK
dopmuposanua gen. MNoHsatre
«opmMmmnpoBaHue gern», OCHOBHbIE
TpeboBaHWs K NpOBeAeHUI0 3TON paboThl.
CoBpeMeHHast HopMaTUBHO-MEeToANYECKas
0asa, onpegensowasn TpeboBaHus k
dopmmposaHuto gen. MNMpuHumnel
cucTemMaTmM3auum JOKYMEHTOB BHYTPY Oen.
OcHoBHble TpeboBaHWs K 0OPMIEHUIO Aen.
MonHoe 1 YyacTuyHoe ochopmMneHune aen.
Mogwwueka gen. Hymepauus nMcToB.
3aBeputenbHas Hagnucb. BHyTpeHHAS
onuncb. OdopmneHne obnoxkn gen
NMOCTOSAHHOIO U BPEMEHHOIO XPaHEHWSI.
OnpepneneHue onncu gen. MNpasuna
COCTaBIEHMS ONUCK AN CTPYKTYPHOrO
nogpasgenenus. Bugbl onncen.

Pasgen 5. lNpakTuka xpaHeHUs JOKYMEHTOB B
opraHusaumm

18 HU
8 HU
9 HU




Tema 9. MeToanka coctaBneHus
HOMEHKNaTypbl Aen: n3yyeHne coctasa
[OKyMeHTOB, pa3paboTka
KnaccudunkaunoHHon cxemMbl; TpeboBaHus K
COCTaBIIEHMIO 3arofIOBKOB AeN 1 NpaBuna nux
cuctematmsaumm. Nopsiaok ochopmneHus,
COrnacoBaHus N yTBEPKAEHMS
HomeHknaTtypsl gen. OnpegenexHne cpoka
XpaHeHUs1 [OKYMEHTOB.

10

HU

Tema 10. OdhopmneHune onvcu gen
CTPYKTYPHOIO NogpasfeneHusl.

2

10

HU

WTtoro B cemecTpe (Ha kypce ans 3A0) 12 12

109

KoHcynbTaumm n npoMexyTodHas attectaumns
36,75
(Ok3ameH, 3ayer)

10,25

Bcero koHTakTHasa paborta n CP no

oucuunrivHe 64,75

151,25

4 KYPCOBOE NMPOEKTUPOBAHUE
KypcoBoe npoekTupoBaHue y4ebHbIM MraHoM He NpedycMOTPeEHO

5. ®OHJ OLIEHOYHbIX CPEACTB ANA NPOBEAEHUSA NPOMEXYTOYHOWU ATTECTALIUK
5.1 OnucaHue nokasaTtenen, KpUTepueB M CUCTEMbI OLlEHMBAHUA Pe3yrnbTaToB 06yYeHus

5.1.1 NokasaTenu oueHNBaHUA

Koa
KoMneTeHunn

MokasaTenu oueHnBaHus pe3ynbTaTtoB 06yqum|

HanmeHoBaHWe oLeHOYHOro
cpenctea

ynpaeneHus; onpeaensiet TpeboBaHns K py4HbIM U

BWOB, NepeYyeHb JOKYMEHTOB CO CPOKaMM XpaHEHUs)

XapakTtepunsyeT 0COOEHHOCTU (DOPMUPOBAHNST CTPYKTYPbI, DYHKLNIA,
LUTAaTHOro cocTaBa [eNnonpon3BoACTBEHHbIX NoApPa3AeneHni;
3aBMCMMOCTb OpraHusauuny paboTbl ¢ AOKYMEHTaMU OT pa3BUTUSA
annapara ynpaBneHusi; MeToabl U TEXHOSOorM 06paboTkM JOKYMEHTOB
Ha OCHOBE UCMOMb30BaHUS CPeAcTB OpraHn3aUnoHHONM 1
BbIYMCIMTENbHON TEXHUKM; OnpeaensieT COBPEMEHHbIe HanpaBneHus
pasBUTUS U NYTU COBEPLLUEHCTBOBAHWNSI [OKYMEHTALMOHHOIO
obecneveHus ynpaBneHusl; 3aKOHOMEPHOCTU M3MeHeHNst obbema
OrkK-4 AOKyMeHTO060pOTa; BIONpPaET paumoHanbHy TEXHOMNOIMI0 Npuema,
NPOXOXAEHWS, MOATOTOBKN M OTNPAaBK/ LOKYMEHTOB B TPAAULIMOHHbBIX U
aBTOMATU3UPOBAHHbIX CUCTEMAX JOKYMEHTaLMOHHOro obecnedeHus

aBTOMaTU3NPOBaHHBIM UHAYOPMALIMOHHO-MOUCKOBLIM CUCTEMaM Mo
[OKYMEHTaM opraHu3aumii; BelopaeT METOAMKY KOHTPOIS 3@ CpOKaMm

UCMOSTHEHUS JOKYMEHTOB; METOAMKY COCTaBINEHUs KrnaccuuKaLMOHHbIX
CNpaBOYHUKOB (HOMEHKNaTypa Aern, KnaccuukaTopbl pas3nmvyHbiX

CMNMNCOK BOMpocos ansa
cobecenoBaHua u NPaKTUKO-
OPEHTUPOBAHHbIX 3agaHun,
TeCTbl

5.1.2 Cucrtema n KpuTepum oLeHUBaHuA

Kputepum oueHnBaHnsa cpopMmMpoBaHHOCTM KOMMAETEHLNIA

LLikana oueHuBaHusa
YcTHOe cobecenoBaHune

MucbmeHHas paboTa

MonHbIN, ncdepnbiBalOLWUN OTBET, SIBHO
OEMOHCTPUPYIOLLMIA rNy6oKoe NoHUMaHne
npegmeTa v LWMPOKYHO apyanLmio B

5 (oTnnuHo) oLeHnBaemon obnacTtu. Kputuyeckuia,
OpurMHarnbHbIN Noaxo4 K
mMaTepuany.YuuTbiBatoTca 6annsl,
HaKOMIIEHHbIE B TEYEHNE CEMECTpA.

OTBeT cTaHOapTHbIN, B LLENOM
Ka4yeCTBEHHbI, OCHOBaH Ha BCEX
00sa3aTenbHbIX UCTOMHUKAX MHAOPMaLUK.
4 (xopoluo) MNpucyTcTByOT HEBonbLMe nNpobers! B
3HAHUSAX UMW HECYLLECTBEHHbIE
oLIMBKN.YunTbiBaOTCA 6annbl,
HaKOMNIIEHHbIE B TEYEHME CEMECTpa

3 (ynosnetsoputensHo) | OTBET HENOMHBbIA, OCHOBaHHbIN TOMBbKO Ha




NEKLMOHHbIX MaTepuanax. lNMpy noHnmaHmum
CYLLHOCTM nNpegmeTa B Liefiom —
CYLLECTBEHHbIE OLUMOKM Unn npobernbl B
3HaAHWUAX cpa3sy MO HECKOSIbKUM TeMam,
He3HaHue (nyTaHuua) BaXHbIX
TEPMUHOB.Y4YnTbIBaAKOTCA Gannbl,
HaKOMNIIEHHbIE B TEYEHMNE CEMECTPa

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomoLuy ak3ameHaTopa. HeaHaHue
3HaUMTENbHOW YacTu NPUHLMIMANBHO
BaXHbIX 3M1EMEHTOB ANCLMMNIUHDI.
MHorouncneHHble rpybble owmnoKu.
MonbiTka cNMCbIBaHUA, UCMONb30BaHUSA
Hepa3speLUeHHbIX TEXHUYECKNX YCTPONCTB
UnNn Nonb30BaHWsA NOACKa3KoW APYroro
YyeroBeka (BHe 3aBWCMMOCTM OT
YCMNELLHOCTN Takow NonbITkK). He
yyuTbiBatoTCA 6annbl, HakoNMneHHbIe B
TeyeHne cemecTpa.

2 (HeyOoBnMEeTBOPUTESBLHO)

OOyuvaroLmiics nokasbliBaeT 3HaHNE
OCHOBHOTO 1 JOMOSNHUTENBHOrO y4ebHOoro
maTtepuana, ceoboaHo pa3bupaetcs B
npobnematuke u cneunduke AMCUUNINNHLI;
YCBOMIT OCHOBHYIO U 3HAKOM C
[OOMNONMHUTENBHOW PEKOMEH0BAHHOM
nuTepaTypom; MOXeT OO bACHUTL
3auteHo B3aMMOCBSI3b OCHOBHbIX MOHSATUIA
OVCLMMIUHBI B MX 3HAYEHUU Ans
nocnegyoLlen npoceccnoHanbHom
[eATeNbHOCTU; NPOSIBNSIET TBOPYECKNE
CNOCOGHOCTY B MOHUMAaHWM, U3NOXEHUN 1
ncnonb30BaHUK yyebHoro matepuana.
YuuTbiBatoTCA 6annbl, HAKONMNEHHbIE B
TeyeHune cemecTpa

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomoLuu sk3aMmeHaTopa. HeaHaHue
3HaUUTENbHOW YacTu NPUHLMIMANBHO
BaXHbIX 3M1EMEHTOB ANCLMNIUHDI.
MHorouncneHHble rpybbie ownoKu.
MonbiTKa cNMcbIBaHUSA, UCMOMb30BaHUS
Hepa3speLUeHHbIX TEXHUYECKUX YCTPONCTB
UNM Nonb30BaHWsA NOACKa3KoW APYroro
YyeroBeka (BHe 3aBWCMMOCTM OT
YCMNELLUHOCTN Takow NonbITkK). He
yynTbiBatOTCA Hannbl, HakoMNMNeHHbIE B
TeyeHue cemecTpa.

He 3auTteHo

5.2 TunoBble KOHTPOJIbHbIE 3aAaHUSA UK UHble MaTepuarbl, HeO6XoAMMble AN OL,eHKU 3HAHUWA, YMEHUN,
HaBbIKOB U (UNK) onbiTa AeATeNbHOCTU
5.2.1 Nepe4yeHb KOHTPOJIbHbLIX BONPOCOB

Ne n/n | DopMynmnpoBKM BONPOCOB

Kypc 2

OO6bEKTMBHBIE U CYOBEKTUBHBIE MPUYMHBI pocTa 06bema AOKyMEHTOOO0OPOTa B OpraHn3aLmsix.

[oKyMeHTOOB0POT KakK TEXHONOrMYeCKUii npouecc. Bxogsawmn, NCXOaaLWmMn 1 BHYTPEHHWUI JOKYMEHTOMOTOKM.
HanpaBneHus gBMXeHNs JOKYMEHTONOTOKA.

MeToavka nogcyeta [OKyMeHToOOGOpoOTa.

O6p860TKa BXOOALWKMX U noCTynarowmx JOKYMEHTOB: 3Tarbl, TEXHOJ10IMA paGOTbI.

O6p860TKa nexoaqawmx nnm otTnpasidaeMblX JOKYMEHTOB.

ojlo|~|W] N |-

nOpﬂ,D,OK npoxXoXxaeHna BHYTPEHHUX JOKYMEHTOB

Pervctpaums oOoKyMEHTOB: Lienu, NpuHLMMbLI, popMbl perMcTpaumm npu «py4HOM» OeNONPOn3BOACTBE,
7 pernctpaumsa B CO. Pernctpauus koHdmaeHumanbHbiX JOKYMeHTOB. [JOKyMeHTbl, He noanexaiiue
peructpauun. OTnmyme ydyeTa AOKYMEHTA OT €ro perucrpaumm.

8 NHpekcuposaHue ookymeHToB. CosgaHne GaHka [daHHbiX O  [AokymeHTax. OdopmreHne xypHana yyera.




BsanmocBa3b pernctpaumm 4OKYMEHTOB C OpraHusaumen cnpaBo4HO-MHGOPMaLMOHHON paboTl,

9 opraHu3aumert KOHTPOMS MCNOMHEHUs U nocneaytoLet o6paboTkow AOKYMEHTOB. [pUHLMMNBI MOCTPOEHNS
NMHopMaLoHHO-nonckoBbix cuctem (UMC) pyyHoro Tvna, ux Buasbl.

10 MHdopmaumoHHo-cnpaBoyHoe obcnyxnBaHme annaparta ynpasneHus. [lonck u ncnonb3oBaHne nHdopmaLlmm
B aBTOMaTM3upoBaHHbIx UIMC.

11 Kateropuu ookyMeHTOB, noanexallumnx KOHTPono. Buapl  noaBunabl KOHTPONS.

12 XapakTepucTmka TEXHOMOrMU KOHTPONSA UCMOMHEHUS.

13 MpenmyLiecTBa aBTOMATM3NPOBAHHbBIX CUCTEM KOHTPONSA MCNOMNMHEHUSI JOKYMEHTOB, OMNbIT UX MPUMEHEHUSI.

14 HopmaTtmBHO-MeTOANYECKME JOKYMEHThI MO OpraHn3aunmM XpaHeHUs OKYMEHTOB Ha TPaAULMOHHbIX U
TEXHOTPOHHbIX HOCUTENSX.

15 XpaHeHne OOKYMEHTOB B CTPYKTYPHbIX NogpasfeneHnsax opraHusauui. Bugbl JOKYMEHTOB, KOTOpbIe XpaHsT B
opraHu3auuun. PernameHT CPOKOB XpaHeHUs OKyMeHTaummn. TekyLlmne 1 apXmBHble JOKYMEHThI.

16 OpraHusaums TekyLero xpaHeHus 4OKyMeHToB. [pobnembl TekyLero XxpaHeHUst JOKYMEHTOB.

17 TpeboBaHWs K COCTaBNEHNIO HOMEHKNATYPbI Aer, UX perfnameHTaums B HOpMaTUBHO-METOANYECKNX
maTepunanax. Buabl HomeHknatyp gen, nx ocobeHHOCTU U HasHayYeHue.

18 OpraHusaums n nopsgok popMupoBaHus aer, OCHOBHblE TpeboBaHMSA K NpoOBeAEHMIO 3TOW paboThI.

19 CoBpeMeHHasa HopmaTUMBHO-MeToau4yeckasn 6asa, onpegenstowas TpedboBaHus K GOPMUPOBaHUIO AEN.

20 MpuHUMNBI cMCTEMaTU3aumMmn OKYMEHTOB BHYTpU Aen. OcHOoBHble TpeboBaHus K odopmneHuto gen. MomnHoe un
YacTnyHoe odhopmreHme gen.

21 Moawwmeka gen. Hymepauns nuctoB. 3aBepuTtenbHas Hagnuck. BHyTpeHHss onnck. OdopmneHne 06noxku
Aen NOCTOSAHHOIO U BPEMEHHOMO XpaHeHMs.

22 Onpepenexve onucu gen. lNpaBuna coctaBneHns onucu aen CTPYKTYpHOro nogpasgeneHns. Bugel onvcen.
®opmbl 1 CTPYKTYpa OENONPOU3BOACTBEHHOM Cnyx0bl (cnyx6bl OY). CTpykTypa cnyx6bl JOY B

23 MUHUCTEPCTBax 1 BegomcTBax. CTpykTypa cnyx0bbl, oTBevatowwer 3a JOY B UCNOMHUTENbHBLIX OpraHax Bnactu
1 opraHax MecTHoro camoynpasneHus. CTpyktypa cnyx6bl JOY Ha pasnuyHbiX NpeanpuaTmsax.

2 Baanmogenicteme cnyx6ol JOY co CTPYKTYpHbIMKU NoapasgeneHnsammn opraHnsaumm. dopmbl paboTbl ©
OOKyMeHTaMu B ynpasrneH4yeckoM annapate. lNonoxeHune o cnyxte JOY (CTpykTypa u dyHKLMM)

o5 HomxkHocTHOM cocTaB cnyxobl JOY. Kateropun paboTHnkoB. MeTogukn pacyeta YMCrNeHHOCTU paboTHMKOB
cnyx6bl 4enonpon3BoacTea.
MoHaTne 6GanaHca paboyero BpemeHn. Metog cpoTorpacumm paboyero gHs. Hopmbl BpemeHnn Ha paboTbl No

26 OOKYMeHTaLNoHHOMY obecneyeHunto ynpaBneH4ecknx CTpykTyp cdeaeparnbHbiX OpraHoB UCMOMHUTENBHON
Bnactu, NoctaHosneHne MuHTpyaa u counansHoro passutng PO ot 26.03.2002 No 23).
JomKHOCTHbIE MHCTPYKUMK: «OBLLME NONOoXeHNs», « DYHKLMU U JOMKHOCTHbIE  06s13aHHOCTUY, «[paBay,

27 «OTBETCTBEHHOCTbY M BUAblI OTBETCTBEHHOCTW, «B3aMOOTHOLIEHMSA» (CBA3WM MO  AOMKHOCTM). Pasgensi

«OueHka paboTbi», «OpraHnsauusi pabodero mecray, «Pacnopsgok paboyero gHsi»




5.2.2 TunoBbIe TecTOBbIe 3aAaHusA

MpaBuna v opraHnsauunio AOKyMEHTaUMOHHOro obecneyeHns ynpaBneHns Ha npeanpusTMm ycTaHaBnNuBaerT:
a) NHctpykumsa no OOY

6) NpaBnna BHyTpeHHero pacnopsaka

B) YcTaB npeanpuaTtus

2. CpOoKOBBI KOHTPOSb UCMOMHEHUS JOKYMEHTA OCYLLECTBNSAETCS:
a) pykoBoaMTenem opraHusaumm

6) cnyx6on OY

B) UCMONHUTENEM MOPYYEHUS

3. VicnonHeHuve pesoniouum pykoBoaUTENSst Ha JOKYMEHTE OCYLLECTBNSETCS:

a) OTBETCTBEHHbLIM UCMOMHUTENEM COBMECTHO C COTPYAHMKAMM, yKa3aHHbIMU B JOKYMEHTE

6) BCEMU UCTMONHUTENSAMU, YKa3aHHbIMU B JOKYMEHTE, KPOME OTBETCTBEHHOIO UCMONHUTENS, KOTOPbIN
OCYLLECTBNSET KOHTPONUPYHOLLYIO (OYHKLIMIO

B) OTBETCTBEHHbIM UCMONHUTENEM, Ybsl (haMUnus ykasbiBaeTCcs NepBON B pe3onioLnm

4. ins opraHmsauuin ¢ HebonbLwMM JOKYMEHTOOOOPOTOM Yalle BCEro NPUMEHSTCS ... hopma
AernonpovsBoacTea:

a) cMeLlaHHas

0) ueHTpanu3oBaHHas

B) OeueHTpanM3oBaHHas

5. MNMpeaynpeaunTenbHbIN KOHTPONb NpegnonaraerT:

a) eXXeaHEeBHYI0 NOAroTOBKY CBEAEHMIN O AOKYMEHTAX, CPOK UCMOJTHEHMS KOTOPbIX UCTEKAET CEroHs

6) cBoeBpeMeHHoe 3a 2-3 gHA npeaynpexaeHne coTpyaHnka 0 HeOBX0AMMOCTY peLLeHNs NOPYYEeHHOro eMy
Bonpoca

B) eXXeMeCsYHOe UNn exxeKkBapTanbHoe COCTaBneHne nepevHs HeUCMNONMHEHHbIX JOKYMEHTOB

6. [JoKyMeHT MOXeT 6bITb MOANMCaH UCMONHAILWMM 006513aHHOCTY AOMKHOCTHOIO Nyua c:
a) NpoCcTaBneHNeM KOCOW YepThbl Nepes HauMeHOBaHUEM AOIHKHOCTH

6) npocTaBneHnemM npeanora «3ay» UnvM HaanucKu OT PyK1 «3am.»

B) yKkasaHueMm ero paktuyeckom JOMKHOCTU U hamunum

7. PernctpaumnoHHbIi HOMep OOKYMEHTa, COCTaBEHHOro COBMECTHO ABYMsi U Bonee opraHusaumsamu,
npeacTaesnsieT coboi: B

a) perncTpaLoHHbIA HOMep JOKYMEHTa OpraHu3aLumm, B KOTOPON AOKYMEHT hakTUYeCKM co3aaBarncs

0) perMcTpaunoHHbIN HOMEpP AOKYMEHTA opraHm3auun, ykasaHHoW Ha GriaHke nepBom

B) perMcTpaumoHHble HoMepa JAOKYMeHTa Kax a0 U3 opraHnsaumi, NpocTaBnsieMblX Yepes KOCyHo YepTy B
nopsiake ykasaHus aBTOpOB B JOKYMEHTE

8. Ncxopsawme ookyMeHTbl pernctpupytotcest B cnyxbe [OY opraHusaumm B AeHb:
a) oTnpaBneHns

6) noaroToBKM

B) noanuncaHus

9. K cnyxeBHbiM NMCbMaM OTHOCUTCS CNeAyYOLLNIA BUL, OKYMEHTa:
a) aKT 0 Npueme-nepefave aen

6) ocbepTa

B) IOFOBOP O Kynne-npogaxe

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIe 3adaHusA (3agayvu, Kemchbl)

1. CocTaBuTb MoeNb OpraHn3auum AoKyMeHToobopoTa (MCcnonb3ys MaTepuarnsl ak3ameHaTopa). BeinonHsas
3aaHune, HeobxoaAMMOo onpeaennTb COCTaB AOSMKHOCTHbIX MWL, y4acTBYOLNX B 06paboTke U UCMONHEHUN 4OKYMEHTOB;
NpoaHanManpoBaTb CXEMbl ABUXKEHMS AOKYMEHTHbLIX NOTOKOB OpraHvsaumm.

2. CocTaBuTb oneporpammel: a) ABMXKEHUsI BXOAALLMX AOKYMEHTOB, KOTOpas AOMKHA 0TpasuTb NepemMeLLeHns
[OKYMEHTOB OT MOMEHTa Npuema A0 NOALUMBKM UX B AENO Nocne 3aBepLUeHnst UcnonHeHust; 6) oneporpamma
NCXoOsALLNX JOKYMEHTOB AOMKHA OTPa3nTb NeEpeEMELLEHNS JOKYMEHTOB OT MOMEHTA MOATOTOBKU UX NPOEKTOB A0
OTMPaBKN X YYPEXKOEHNUS, B) ONeporpaMmMa OBWKEHUS BHYTPEHHUX JOKYMEHTOB — OT MOMEHTa NOAroTOBKM NPOEKTa
[OKYMEHTa [0 MOALUMBKM B AENO.

3. HauyeptuTtb cxemMy opraHnsaumMoHHOW CTPYKTYpbl cryx6bl JOY cozgaBaemoro npeanpusatusd, 3admkcnpoBaTtb
NOAYMHEHHOCTb CNyX6 1 CTPYKTYPHbIX NogpasgeneHuin. [1na Kaxagoro CTpyKTYpPHOro noapasfaeneHuns 1 ydacTtka criyxobl
[OY Ha cxeme ukcmpyeTcs Bug nogunHeHHoctn. ObocHoBaTb HAMMEHOBAHME U NOAYMHEHHOCTb KaX4oro
CTPYKTYPHOrO nogpasaenenuns.

4. OnpepennTb HEOBXOAMMOCTb PErMcTpaLmm JOKYMEHTa, OTHECTU €ro K OQHOM U3 PErMCTPUPYEMbIX TPy,
onpenennuTb CyTb AOKYMEHTa AN MPaBUITbHOMO 3aHECEHWsT KPaTKOro COAEpKaHUsl B PEMMCTPaLMOHHY0 hopmy,
3aMONHUTb PEMNCTPALMOHHYI0 hopMy, 0hOpMUTL 0bsi3aTenbHbIE PEKBU3UTBI JOKYMEHTA U T.4.

5. CocTaBUTb TEKCT NTOKaNbHOro HOPMaTMBHOMO akTa, AeTarnbHO PerfnameHTUPYOLEro NopsaoK perncTpaumm
[OKYMEHTOB.



5.3 MeToaunyeckue matepuarnbl, onpegensilolie npoueaypbl oLleHUBaHUA 3HaHUW, YMeHUW, BNaaeHU (HaBbIKOB
1 (MNn) NpPaKTUYECKOro onbiTa AeATeNIbHOCTH)
5.3.1 YcnoBus gonycka oby4arowerocsi K npoMexxyTo4yHoln aTrectaumMm U NopsAoK NUKBUAALMM aKaAeMU4yeckomn

3a40J1XKeHHOCTU

lMpoBeaeHe NpomMexXyToO4HON aTTecTaummn pernameHTMpoBaHoO nokanbHbIM HOpMaTMBHbIM aktom CIGIMYMNTA
«lMonoxeHne 0 NPOBEAEHNM TEKYLLETO KOHTPOSIS YCNEBAEMOCTU 1 NMPOMEXYTOYHOM aTTecTaumm oby4varoLwmxcs»

5.3.2 ®opma npoBeaeHUsi MPOMEXYTOYHOM aTTecTauum No gUucumninHe

YcTHas +

5.3.3 OcobeHHOCTU NpoBeAeHUs MPOMEXYTOYHOM aTTecTaumMm No gUcuuniimHe

NncbmeHHas

KomnbloTepHoe TecTupoBaHue

NHas

B kaxgom buneTte oguH TEOPETUYECKUIA BOMPOC M OJHO NpakTuyeckoe 3afaHve. Oby4yaowmmen 3anpeLlaeTcs
nonb3oBaThCs MoGbLIMU BCNOMOraTenbHbIMU MaTepuanamu. Bpemsi, oTBoagMMoe Ha NoaroToBky kK oTBeTy — 30 MUHYT.

6. YYEBHO-METOOMYECKOE U UH®OPMALMOHHOE OBECMNEYEHUE OUCUUNIIUHBI
6.1 YuebHasa nutepartypa

ABTOp

3arnasue

MN3gaTtenbcTBo

| o nspaHusa |

Ccblinika

6.1.1 OcHOBHas y4yebOHasa nuTepartypa

Jlankosa, A. . [okymeHTaLnoHHOe Owmck: OmMcKuit http://www.iprbooksh
obecneyeHne ynpaBneHus rocyAapCTBEHHbIN 2020 op.ru/115470.html
nepcoHanom TEXHUYECKUN

yHuBepcuTeT

MaTtBeeBa, B. A. [okymeHTaLnoHHOe http://www.iprbooksh
obecneyveHne ynpasneHus B op.ru/105676.html
TaMOXEeHHbIX opraHax (c Mocksa: Poccuiickas 2020
NPUMEHEHNeM 3MNeKTPOHHOrO TaMoXeHHas akagemus
obyyenunst). B 2 yactax. Y.1

6.1.2 lononHuTenbHas y4yebHasa nutepaTtypa

KysHeuoBa, U. B., [oKkymeHTaLMoHHOEe . . http://www.iprbooksh

XauatpsH, . A. obecneyeHune ynpaBneHus MOCKBI_IaV'I gaLK/'I(:BM';K’ Al 2019 0p.ru/83142.html
nepcoHanom p NMen

BeikoBa T.A., [lokymeHTaunoHHoe https://ibooks.ru/read

KysHeuosa T.B., obecneyeHune ynpasneHns i ing.php?

CaHkuHa J1.B. v ap. (oenonpoun3eBoacTBo) Mocksa: Urdpa-M 2019 short=1&productid=3

60742

Cewmko, U. A., OcHoOBbI 4enonpon3BoACTBa . . http://www.iprbooksh

Antyxosa, J1. A. Crasponone: Ceksoits 2018 0p.ru/92992.html

CmupHoBa, E. IM. Henonpoun3BoacTeo A4ns http://www.iprbooksh
cekpeTapsi. Paspaborka, Capartos: Aii Mu 3p 2019 0p.ru/79622.html
y4eT U XpaHeHue criy>xebHon Meauna
OOKyMeHTauum

6.2 MNepeyeHb NpodeccuoHanbHbIX 6a3 AaHHbIX U MHPOPMaLIMOHHO-CNPABOYHbIX CUCTEM
1. OcbumumansHein cant NCO [OnekTpoHHbIN pecypc] — Pexunm goctyna: www.|SO.com, cBOGOAHbIN. —

3arn. ¢ akpaHa.

2. OdmumanbHbI canT defepanbHOro areHTCTBa Mo TEXHUYECKOMY PerynmpoBaHuio U METPOorum
POCCTAHLOAPT [OnekTpoHHLIN pecypc] — Pexunm goctyna: www.GOST.ru, cBo6ogHbIN. —  3arn. ¢ aKkpaHa.

3. UHdopmaunoHHO-NpaBoBas cuctema

4. HopmaLmoHHo-NpasoBas cuctema «lrapaHt»: http://www.garant.ru/

6.3 MNepeyeHb NULIEH3NOHHOrO U CBOGOAHO pacnpoCTpPaHsAeMOoro nporpaMmmMHoro oéecneveHus

MicrosoftOfficeProfessional

MporpamMHasi cuctema ans obHapy>KeHMs1 TEKCTOBbLIX 3aMCTBOBaAHMWI B Y4EOHbIX M Hay4YHbIX paboTax
«AHTunnarmat.BY3» Bepcun 3.3

«KoHcynbTaHT +»: http://www.consultant.ru/;




6.4 OnucaHue maTepuanbHO-TEXHUYECKON 6a3bl, HEOOXoAMMOW ANns OoCyLecTBIeHUA o6pa3oBaTesibHOro
npouecca no gucumnnuvHe

Ayautopus OcHalleHue
MynbTumeamniiHoe obopyaoBaHue, cneunanmanpoBaHHas mebenb, gocka

JlekumoHHas

aygutopusi

CneumanuaunpoBaHHas Meberb, oocka
YyebHas aygutopus
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