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1. IVTAHUPYEMBIE PE3VJIBTATHI OBYUYEHMUS 11O JUCHUIIJIMHE

Konun HanmenoBanue nokasarens
Kateropus (rpymma) Kon n HaNMEHOBAHHE OILICHMBAHUS pe3yibTaTa
KOMITETERTIi HaMMEHOBAaHHE UH/IMKaTOpa 00y4YeHHs 10 TUCIUTUINHE
KOMIIETEHIIHH JOCTH)KECHUS
KOMIETEHINH
[Mpodeccnonanpupie | [1K-2. Crioco6en | IIK-2.7. Tlpumensier | 3nanus OCHOBHBIX
KOMIIETEHIIUN pa3pabaTbIBaTh U | COBPEMEHHBIE TEeXHOJOruil 1o  cOopy,
peann30BbIBATH TEXHOJIOTUHU uid | 00paboTKeE UM XpaHEHHUs
CUCTEMBI cbopa, oOpabOTKU U | JTaHHBIX, cocTaBa
CTPATETUIECKOTO XpaHEHUsI TAHHBIX B | HOPMATHUBHO-
yIIpaBIICHUS EIsIX METOJMUECKON 6a3b1
MIEPCOHAJIOM CTPATETUIECKOTO JOKYMEHTAIHOHHOTO
OpraHu3aIu, yIIpaBJICHUS obecrieueHHst  yIpaBJICHUS
OCYILIECTBIISITh NEPCOHATIOM , | MTepcoHaNoM, CTPYKTYpHl H
aJIMUHUCTPUPOBAHHE | OCYIIIECTBISIET cocraBa  JIOKyMEHTa |
MPOLIECCOB U | pa3paboTKy ¥ | HOPMaTUBHBIX TpPeOOBaHMIA
TOKyMeHTOoOOOpoTa | odopmiIeHHE K COCTaBJICHUIO u
M0 CTPATETHYECKOMY | OpTraHU3AIHOHHO- 0(hOpMIICHUIO
yIpaBJICHUIO pacHOpsITUTENHFHON | | OpraHU3aIMOHHBIX,
MIEPCOHAJIOM KaJIpOBOM pacropsIUTeIbHBIX "
JOKyMEHTaIu1 U | KaJIpOBBIX JIOKYMEHTOB,
MPUMEHSIET CIoco0bl u METO/IbI
COBPEMEHHbIE BEJCHUS U ONTUMHU3ALUU
TEXHOJIOT U JIOKYMEHTO000POTa;
OpraHuzalyu Ymenus MPUMEHSTh
JIOKYMEHT0000poTa TEXHOJIOTHHM 1O  cOopy,
00paboTKe © XpaHEHUIO
JAHHBIX, BECTH O0OpabOTKYy
uHpopmaruu
,pa3zpabaThiBaTh OCHOBHBIE
BUJBl  OPraHU3aLMOHHBIX,
pacnopsaUTENbHBIX u
KaJpOBBIX JOKYMEHTOB,
COCTaBJIATb U OQOPMIISITH
JIOKYMEHTBI B
COOTBETCTBUU c
HOPMAaTUBHBIMU

Tpe60BaHI/I${MI/I; IIPUMCHAITDH
COBpPEMCHHBIC TCXHOJIOTUU

OpraHu3aluu
JOKYMEHTO000pOTa.
Habixn coopa,
00paboTKM M XpaHEHUIO
JaHHBIX, 00paboTku
UH(pOpMaIINHU, COCTaBICHUS
u oopMIICHHS B
COOTBETCTBUU c
HOPMAaTHBHBIMH
TpeOoBaHUAMU
OpraHU3alMOHHBIX,

pacnopsAaaAuTCIbHBIX u




KaJpOBbIX JIOKYMEHTOB;
IIPUMEHEHUSI COBPEMEHHBIX
TEXHOJIOTMM  OpraHu3anuu
JIOKYyMEHT0000pOoTa

2. MECTO JUCHHUIIVIMHBI B CTPYKTYPE
OBPA3OBATEJBHOM ITPOT'PAMMBI

1. Komnerennus [1K-2 paspabatbiBaTh U peaan30BbIBATh CHCTEMbI CTPATETHUECKOTO
yIpaBlIeHUs TIEPCOHAIOM OpraHW3allid, OCYIIECTBIATh AJMUHUCTPUPOBAHUE
IPOIIECCOB U IOKYMEHTOO0O0pOTa MO CTPATErHYeCKOMY YIPABICHHIO IIEPCOHATIOM

I[aHHaSI KOMIICTCHI WA (bOpMI/IpyCTCSI CICAYIOMNUMU NUCTUTIIIMHAMMU.

Cragu HanMeHoBaHUS TUCITUTITHBI
ST
1 Crparernyeckoe ynpasjieHus IEpCOHATIOM OpraHU3aluu
2 TexXHOIO0rnM ynpasjIeHUsI NEPCOHAIIOM U MPOEKTHBIA MEHEKMEH
3 Teopus v npakTUKa KaAPOBOW MOJUTUKA OPraHU3alluu
4 TexHONIOrHus peKTPYTMEHTA
S YnpasiieHuE NEPCOHAIOM: SKOHOMUYECKHUE ACTIEKTHI U OLIEHKA
3 PeKTUBHOCTH
7 Pa3BuTure nepcoHana u KapbepHbIA MEHEIPKMEHT
8 CucTeMbl MOTHBAIIMK ¥ CTUMYJIMPOBAHUS TPYAOBOH NIESTEITLHOCTH
9 Opraau3anys KapoBOro JEIONPON3BOJICTBA U KAJAPOBBII yueT
10 Or1ieHKa MepcoHalia: TEOPETHKO-METOH0JIOTHIECKHAE M METOTNIECKUE OCHOBEI
11 KanpoBblii KOHCAITHHT U ayIUT
12 CoBpeMeHHbBIC TPOOJIEMBbI YIIPABJICHHS 3aHIATOCTHIO
13 PBIHOK Tpy/a ¥ 3aHATOCTh HACEJICHUS
14 [IpousBoacTBeHHAs MpodeccuoHaIbHas TPaKTHKA

15 [TpousBoIcTBEHHAS MPEAUIUIOMHAS TIPAKTHKA



http://ums.bstu.ru/progedu/75426.pdf

3. OFBbEM JJUCIIMIIJINHBI
OO61mas TpyA0€MKOCTh AUCIMILTUHBI COCTABIACT 3 3a4. equHuIlbl, 144 yaca.
JlucuuIuinHa peanu3yeTcsl B paMKax MPaKTUYECKOU MOATOTOBKHU:
dopMa IIPOMEKYTOYHON aTTECTAllM  3a4eT

(9x3ameH, TuddepeHIMPOBAHHBIN 3aUeT, 3a4€T)

Bun yae6HO#I paboThI Bceero Cemectp
4acoB Ne 3
OO61ast TpyI0€MKOCTh TUCIMUILIUHEI, Yac 144 144
KonrakTHas pa6ora (ayIuTOpHBIE 3aHITHS), B T.4.: 71 71
JIEKITNH 34 34
1a00paToOpHbBIC — —
MIPAKTUYECKHE 34 34
IpYIOBBIE KOHCYJIBTANU B TIEPHOJ] TEOPETHUECKOTO OOYICHHUS U 3 3
MMPOMEKYTOYHOM aTTECTAllKU
CamocrosiTesibHast paboTa CTyA€HTOB, BKJIIOYAs HHAUBUYAJIbHbIE 73 73

U I'PYNINOBbIE¢ KOHCYJIbTAUMH, B TOM YHCJIE:

KypcoBoit npoekr — —

Kypcosas pabora — —

Pacuetno-rpaduueckoe 3aganme — —

WuuBuayaibHOE JOMANTHEe 3a/IaHue 9 9

CamocTtodarenbHas paboTa Ha MOATOTOBKY K ayTUTOPHBIM 3aHATUSIM 64 64
(JIeKMH, TPaKTHYECKUE 3aHSTHUSI, JTaOOPATOPHBIE 3aHSTHS)

OK3aMeH 3auer 3ayeT




4. COJEPKAHME JIMCLMILTUHBI

4.1 HaumeHOBaHMeE TeM, UX CO/IEP:KAHNE U 00beM

Kypc2 Cemecrtp 3

/o

HaumenoBanue paszzaena
(KpaTkoe cozepkaHue)

O0beM Ha TeMaTHYeCKUn
pazzeln 1o BuAaM yuyeOHon
HarpyskKu, 4ac

Jlexknun
[IpakTuueckue
3AHATUA
JlaGopatopHbie
3AHATUA
CaMocTosATeNbHAs
paboTa Ha OArOTOBKY
ayIUTOPHBIM

RAHATUAM

1. TeopeTnueckue OCHOBBI JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPaBICHHUSI

JIOKyMEHTHUpPOBAaHHUE, CHUCTEMBl JOKYMEHTaluil u
rocy/lapCcTBEeHHbIE CTaHJIapThI. TpebGoBanus
3aKOHOJATEeNbCTBA B 00JIACTH  JOKYMEHTHPOBAHUS.
OcHOBHBIE IOHATHS JOKYMEHTAIIHOHHOTO O0eCTieueHUsl.

YuudumupoBaHHbple CUCTEMBI W OOMIEPOCCHICKUN
KJIacCU(PUKATOP TEXHUKO-PKOHOMHUYECKOW W COIMATBHOM
nHpopManuu. Knaccudukanus JIOKYMEHTOB.
VYnopaBienyeckass [OKyMEHTalus. 3aJadyd MOBBIIIECHUS
npodeccuoHann3Ma Ha OCHOBE COBPEMEHHBIX CIIOCOOOB
co3gaHust U paboThl ¢ JokymeHTamu. [loHsTHE W HOPMBI
yHUpUKAIMY ¥ cTaHaapTu3anuu. [loaxonpl Kk opraHu3anuu
JOKYMEHTAI[MOHHOTO O0eCreueHus yIpaBJICHHUS.

2 2 -

(6]

2. loxymMeHTHpOBaHUE B 0(POpMIICHHE TOKYMEHTAIIUN

TpeboBanusi Kk OQOPMIICHHIO  PEKBU3UTOB
JOKYMEHTOB. bnank JOKyMeHTa. Buabl 6mankoB. [IpaBuia
opopmiIeHHsT  PEKBU3UTOB  JOkymMeHTOB Ilonroroska
JOKYMEHTOB. Opraiu3anoHHO-PACIIOPATUTENbHBIE
JOKYMEHTBI. PacniopsimutensHble JIOKYMEHTHI.
NudopmanrionHo-cripaBounbie J0KyMeHThl. OdopmiieHue
CIIY’)K€OHBIX JIOKYMEHTOB B COOTBETCTBUU C TPEOOBAHHUSIMU
I'OCTa.

2 2 - 5

3. OpraHmauI/m I[OKYMCHTOO60p0Ta H TCXHOJIOTUH ACIOIIPOU3BOACTBA

JIOKyMEHTallMOHHOE O0eclieueHne YIpaBiIeHUs Kak
cucrema. CyIIHOCTh JOKYMEHTAllMOHHOI'O YIPaBJICHUS.
JlokyMeHTO000pOoT opranuzauuu. DopMel oOpraHuzanuu
paboTbl ¢ JOKyMeHTamMu. Perucrpanuss u  KOHTpPOJIb
UCIIOJIHEHUSI NOKyMeHTOB. CucreMaru3anus JOKYMEHTOB
Ha MpeIIpusTHH, HOMEHKIATypa A uX (GOpMUPOBAHUS U
XpaHeHus.  TpeboBaHus K  (QOPMHUPOBAHUIO  JEI.
TpeboBanust k cucreMaTu3alMu U (GOPMUPOBAHHIO JAEI.
@opMupOBaHNE W HOMEHKIATypa Jel. YCTaHOBJIEHUE
CpOKOB  XpaHeHus jaen. OnepaTuBHOE  XpaHEHHE
JOKYMEHTOB M (OpPMHpPOBAaHUE Jell. I'pynnupoBka
JOKYMEHTOB B Jiena. [locienoBarenbHOCTh pacionokeHUs
nokymeHToB B gene. OdopmiueHue nen, XpaHeHHE U
nepeaaya Jiell B apXMB.

6 6 - 9

4, I/IH(pOpMaL[I/IOHHO-I[OKYMGHTE[LII/IOHHOC obecrneucHue ACATCIIbHOCTU OpraHu3aliunu




CocraBnerne u  0oQOpMIICHHE  OpPraHU3alUOHHBI, 6 6 _ 9
pacnopsAUTENbHBIX W KaJpPOBBIX JOKYMEHTOB: YCTaB,
MI0JIOKEHUE, ITpaBUIla, UHCTPYKLUH, IITATHOE paclUCaHUE,
IIPUKa3 TI0 OCHOBHOM JESATEIIBHOCTH NPEANpPUATHS,
pacrnopsbKeHHe, yKa3aHUE, I[OCTAHOBJIEHHE; OCHOBHBIX
JOKYMEHTOB  NPEANPUATHSA: JIOTOBOPOB, KOHTPAKTOB,
CITy’)K€OHBIX 3aIllUCOK, IPOTOKOJIOB, AaKTOB, CIpPaBOK U
JOKYMEHTOB JIMYHOTO IPOUCXOXKACHUS: TPUKA3bl IO
JUYHOMY COCTaBY, BBIIMCKAa W3 IpHUKa3za IO JUYHOMY
COCTaBY, BUJbl 3asBICHUMN, IpaBWJIa UX COCTaBICHUS M
oopMIICHHS; XapaKTePHCTUKA, JIMYHAS JIOBEPEHHOCTD,
pe3ome, TPYZOBOE COIJIalIeHHE, JIOTOBOP,
YHU(DUIIMPOBAHHBIE  KaJpOBbIE  JOKYMEHTHI.  Bums
JIENIOBBIX MHUCEM: Kiaccu(UKalus, CTPYKTypa, peKBU3UTHI
JIEIOBOTO THCbMa M HX PACHOJIOKEHHE, CTaHIapTHbIE
(pasbl ¥ BEIPAYKEHUS], SI3bIK JIOKYMEHTA.

5. Kommnekc kaapoBoil TOKyMeHTaIlu

XapakTepucTuka KOMILUIEKCOB KaJpoBOil 6 6 9
nokymeHTaruu. HopmaTuBHas 1 HOpMaTUBHO-CITPABOYHAS
nokymeHTarus. [lmaHoBas kaapoBas —JAOKyMEHTAIHs.

OpraHu3aluoHHO MpaBoBas JIOKYMEHTAIU.
[TepconanbHas JTOKYMEHTAIHS. JoroBopnas
JIOKYMEHTAIUA. PacnopsiaurensHas JIOKYMEHTAaIHA.

VYuubunupoBanuele (GopMbl TPUKA30B 1O JUYHOMY
cocTtaBy. YdyeTHas JOOKyMmeHTauus. JlokymeHTauusi 10
y4eThl paboyero BpEeMEHH M PacyeToOB C MEPCOHAIOM IIO
ormate Tpyaa. OtderHas AOKyMeHTauus. TpyaoBbie
JOTOBOPHBL. 3aKOHOJATEIFHOE PETyINPOBaHNE, 3aKITIOUCHHE
TPYAOBOIO JJOTOBOPA M MPEKPAIIEHUE eTo IeHCTBUSI.

6. Z[OKYMCHTI/IpOBaHI/IC OCHOBHBIX KaAPOBBIX ITPOLECCOB

TexHonorus NOKYMCHTHPOBAHHA ~ MpHEMA | 4 4 8
nepconana. CocraB JOKYMEHTOB, HEOOXOIUMBIX JUIS
pemieHust Bompoca o mpuemMe Ha padoty. OdopmieHue
KaJpOBBIX JOKYMEHTOB IpH npreMe Ha padoty. [lopsimox
NPUHATUS PEUICHUs O TpueMe Ha paboTy. 3aKiIroucHHe
TpyaoBoro goroBopa. OdopmieHue npukasa o npuemMe Ha
paboty. CocraB npouenyp ¥ JOKyMEHTHPOBaHUE MIEPEBOIa
COTPYIIHUKOB Ha Jpyrytwo paboTy. JloKyMEHTHUpOBaHHS
MOOIIPEHHUS] PAOOTHUKOB M HAJIOKEHUS JTUCIUIUTMHAPHBIX
B3bICKaHUH. JIOKyMEHTHpOBaHHE TPOIECTYPhl YBOJIbHEHUS
pabOTHHUKOB.

7. TexHomoruu JAOKYMCHTUPOBAHU A pa60T]':»I C IIEpCOHAJIOM

JlOKyMeHTBI 1o JIM4HOMY cocTaBy. PopMmupoBaHue | 4 4 7
JUYHOTO Jena coTpyaHukoB. CocTaB JHMYHOrO Jena.
[Ipukasbl O TMYHOMY COCTaBY . JINYHBIN JIUCTOK IO y4eTy
kaznpoB. IIpouecc popmupoBaHus U BEEHUS JIMUHBIX JAE.
[Ipouecc NOKYMEHTHMPOBaHHSA ydeTa U OTYETHOCTU IIO
Kajgpam. YHupuuupoBanHas ¢opma kaptouku NeT 2.
Buasl BTOpMYHBIX Yy4eTHBIX KapTouek. OrmnepaTUBHOE
XpaHEHUE JINYHBIX .

8. I/IH(pOpMaL[I/IOHHBIC TCXHOJIOTUHW JOKYMCHTAIMOHHOI'O obecreueHust YIIPAaBJICHUA




CoBpeMeHHbIE CHOCOOBI M TEXHHMKA CO3JAHHS 2
NOKyMeHTOB. KomnploTepHass HOArOTOBKA JOKYMEHTOB.
KommnerorepHas cTpykTypa TEKCTOB TOKyMEHTOB. Ilopsinok
KOMIIBIOTEPHOH MOATOTOBKM KOMIIOHEHTOB JOKYMEHTOB.
[MoaroroBka Tabmuil B noKymMeHTax. CeTeBble TEXHOJIOTUU

UH(OPMAITMOHHOU paboTHL DNIeKTPOHHBIN
JOKYMEHTOOO0OpOT ¥ mH(poBasi MOIMUCH. DJICKTPOHHAS
Mepenucka. ABTOMAaTH3UPOBAHHBIC CUCTEMBI

JOKYMCHTAIITMOHHOT'O oOecrieueHUs YIIpaBJICHHAL.

9. Opranuzanus paboThI C TOKYMEHTAMH, COJICPKATUMU KOH(DHICHITMAIBHBIC CBEICHUS

Opranmuzanus paboThI c NOKYMCHTAMH, | - 5 B 6
COJIepKAITUMH KOH(HICHIINATbHbIE CBEJICHMUSL.
bezonacHocTh MH(OPMaLIMOHHBIX pecypcoB
(uapopmanuu). Kondpuaenuuanbublii ToKyMeHT. Cpoku
KOH(UICHITNATLHOCTH JOKYMEHTA. [Tepeuenn
KOH(UIEHITMATBHBIX CBEJICHUM. I'pud
KOHQUIECHIIMATBHOCTH JTOKyMeHTa. llopsimox paboTsl ¢
KOH(UICHIINATEHBIMHU JOKYMEHTaMH. 3amura
MIEPCOHAIBFHBIX JTAHHBIX B KaAPOBOH ciyxOe. [IpuHIIUTB 1
TEXHOJIOTUH 3aIUTHI IEPCOHATLHBIX TAHHBIX pA0OOTHHKOB
| BCETO | 34 | 34 | - | 64
4.2. CopepxaHue NPAKTHYECKUX (CEMUHAPCKUX) 3aHATHIH
No HaumenoBanue Tema nmpakTUuecKoro (CEMUHAPCKOTO) K-BO | Cavocrosremsas
/0 | pa3zaena JUCLUIUIMHEI 3aHATUS 4acoB pabora Ha
MIOJArOTOBKY K
ayJUTOPHBIM
3aHATUAM
cemectp Ne 3
1 | Teopernueckue JIOKyMEHTHpOBaHHE, CHCTEMBI
OCHOBBI JOKYMEHTAallMii M  TroCydapCTBEHHbIE
JOKYMEHTAI[MOHHOTO | CTaHIApTBhI.
oOecrieueHus TpeboBanus 3aKOHOJATENILCTBA B
yIIpaBJICHUS 0011aCcTH TOKYMEHTHPOBAHHUS.
OcHOBHBIE HOHATHUS
JOKYMEHTAIIMOHHOTO 00eCTIeYeHHUI.
YHUQUIHMPOBAHHBIE  CHCTEMBI U 2 5
oOmiepoccuiickuii KJ1accu(ukaTop
TEXHUKO-3KOHOMHYECKON M COLMAIbHOM
UH(pOpMaIINH.
[Monxombt K OpraHu3aIyu
JOKYMEHTAIHOHHOTO oOecrieueHus
yIIpaBJICHUSL. HUx B3auMocBs3u C
JPYTUMH HayKaMH.
2 | HoxymentupoBanue | TpebGoBanus kK 0(OPMIICHUIO PEKBU3UTOB
u opopMIIeHHE | TOKYMEHTOB. 2 5

JAOKYMCHTAIIUN bnank JOKYMCHTA. Buapr OJIaHKOB.




[IpaBuna  odopmieHHs  PEKBU3UTOB
JOKYMEHTOB

[ToaroroBka JOKYMEHTOB.
OpraHu3anMoOHHO-PACTIOPSIUTELHBIE
JOKYMEHTHI.

PacniopsinutenbHbIE JTOKYMEHTBHI.
NudbopmanmonHO-cIipaBoYHbIC
JIOKYMEHTBI.

OdopmiieHue CIy’KeOHBIX JIOKYMEHTOB B
cooTBeTcTBUH ¢ TpeboBanusimu ['OCTa.

Cucrema
I[OKYMGHTaIII/IOHHOFO
oOecrieyeHus
yIpaBIICHUS

JIOKyMEHTaIlMOHHOE oOecrieueHne
yIIpaBIICHUS Kak cucrema.
JloxkyMeHTOOOOPOT OpraHU3aIINH.
@®opmbl  opraHuzauuu  paboTel ¢
JOKYMEHTaMH.

Perucrpanuss ¥ KOHTPOJb WCIIOJHEHHS
JOKYMEHTOB.

TpeboBanust K cUCTeMaTH3alMd |
dbopmupoBannio nen. DopmupoBaHue U
HOMEHKJIATypa JeJ.

YcTaHOBIIEHHE CPOKOB XpaHEHHS JIedl.
OmnepaTuBHOE XpaHEHHE JIOKYMEHTOB H
dbopmupoBanue .

['pynnupoBka JOKYMEHTOB B  Jena.
[TocnenoBarenbHOCTH pacIoIoKeHUs
JNOKyMeHTOB B gnene. OdopmiieHue e,
XpaHeHHe U nepesiaya Jel B apXuB.

NudopmanmonHo-
JTOKYMEHTAI[MOHHOE
obecrneueHue
JEATEILHOCTH
OpraHU3aIUuH

CocraBiieHue u odopmIieHHE
OPraHU3alMOHHBIX M PACIIOPSIUTEIHHBIX
JOKYMEHTOB u UH(POPMAITMOHHO
CIPAaBOYHBIX IOKYMEHTOB.
OpraHu3aioHHO-PACTIOPSITUTEILHBIE
JOKYMCHTHI.

PacniopsiautenbHbIe JOKYMEHTHI.
WHpOopMaIMOHHO -ClIpaBOYHbBIC.
JlenoBble ¥ KOMMEpYECKUE TIChMa!
KJ1accuUKaIys, CTPYKTYpa, PEKBH3UTHI
JICTIOBOTO TICbMa M UX PACIIOJIOKEHUE,
CTaHJApTHBIC (Ppa3bl U BEIPAXKEHUSI, SI3BIK
JIOKYMCHTA.

HOKYMGHTI/IPOBaHI/IC
TPYAOBBIX
HpaBOOTHOI_HCHI/Iﬁ

XapakTepucThKa KOMILIEKCOB
KaJpoBOH JoKyMeHTauuu. HopmaTuBHas
U HOPMAaTHBHO-CIIPABOYHAs
nokymenrtaius. [lnaHoBas — kajpoBast
JOKYMEHTALUsI. OpranuzaimoHHO
npaBoBas JoKyMeHTauus. [lepconanbHas
JOKYMEHTALUs. JloroBopHast
JOKYMEHTALUsI. PacniopsinutensHas
JOKYMEHTALUSI. YHauduuupoBaHHbIe
(GopMBI MPUKA30B MO JIMYHOMY COCTaBYy.
VYyernasg gokymentanus. [JlokymeHTanus
0 Y4eThl paboyero BpEMEHU U PacyeToB
C TIEepCOHAJOM MO OIulate Tpyza.
OruerHass nokyMeHTauus. TpynoBble




JIOTOBOPBHI. 3aKOHOATEIBHOE
peryaupoBaHue, 3aKiI0ueHHe TPYIOBOTO
JIOTOBOPA U MPEKPALIEHUE €T0 JEHCTBUSL.

JlokymMeHTUpOBaHuE
OCHOBHBIX KaJpOBBIX
IIPOLIECCOB

TexHnonorus AOKYMCHTHUPOBAHUA
npuema nepconana. CocraB JOKyMEHTOB,
HEOOXOUMBIX JUIsl PELIEHUs BOIpoca O
npueme Ha pabory. OdopmieHue
KaJIpOBBIX JOKYMEHTOB IIpU IIpUEME Ha
paboty. I[lopsimok TpUHATHS PEHICHUS O
npuemMe Ha  paboTy.  3aKIOYcHHE
TpynoBoro  joroBopa.  Odopmienue
npuka3za o npueme Ha paborty. CocraB
pouenyp U JOKYMEHTUPOBAaHHUE
[IepeBOla COTPYAHUKOB Ha  JIPYIyro
paboty. JIoKkyMeHTHPOBaHHUST TIOONIPEHUS

pabOTHUKOB u HAJIOKEHUS
JTUCITUTITHHAPHBIX B3BICKAHUH.
JloxymeHTHpOBaHNE MIPOIIETYPhI

YBOJIbHEHUSI PAOOTHHUKOB.

Texnonoruu CoBpeMeHHBIE CITOCOOBI W TEXHHUKA
JNOKYMEHTUpOBaHUA | JIOKyMEHTBI 1O JIMYHOMY COCTaBy.
paboThl ¢ | ®opmupoBanue JMYHOTO nena
MIEPCOHAJIOM corpyaHukoB. CocraB JHMYHOTO Jefa.
[Ipuka3bl O TMYHOMY COCTaBY . JIMUHBIN
JUCTOK 10 ydeTy KkaapoB. I[lpomecc
GbopMUPOBAaHUS U BEACHUS JIUYHBIX JIEI.
[Ipouecc NOKyMEHTUpPOBaHHUS YydeTa H
OTUYETHOCTHU o KaJjpaM.
YuudumupoBanHas ¢opma  KapTOUKH
NoeT 2. Buzbl BTOPUYHBIX YYETHBIX
kapTouek.  OrmepaTuBHOE  XpaHEHHUE
JIMYHBIX A7l
Nudopmanrionnsie CoBpemeHHBIE CHOCOOBI M TEXHHKA
TEXHOJIOT MU co3manusi JOKyMeHTOB. KommbriorepHas
JOKYMEHTAIMOHHOTO | MOJATOTOBKA JOKYMEHTOB.
obecrnieueHus KommbloTepHass ~ cTpykTypa  TEKCTOB
yIpaBICHUS TOKyMeHTOB. [lopsiiok KOMIbIOTEpHOU
MOJATOTOBKH KOMIIOHEHTOB JTOKYMEHTOB.
[TogrotoBka Tabmuiy B JOKYMEHTaXx.
DNEKTPOHHBIM  JOKYMEHTOOO0OpPOT U
U poBast MOAIMMKCH.
DNEeKTpOHHAA HEPEINCKA.
ABTOMAaTH3UPOBAHHbBIE CUCTEMBI
JOKYMEHTAllMOHHOT O oOecrieueHus
YIPABJICHHUS.
Opranuzanus Opranuzaius paboThl ¢ JOKYMEHTaMH,
paboThHI C | coaepKaMHu KOH(UICHIINATBHBIC
JOKyMEHTaMH, CBEICHHSI. besonacHocTh
coJiepKalluMu UH(POPMALMOHHBIX pecypcos
KoHuAeHManbHbIe | (MHpOpMaIum). KondunenunaibHbIi
CBECHHUS NoKyMeHT. CpokH KOH(HIECHIINATBLHOCTH
JOKYMEHTA. [lepeuens

KOHQUIEHIIMATIBHBIX cBefeHui. ['pud




KOH(HICHIINATLHOCTH JOKYMEHTA.
[Mopsinox paboTbl c
KOH(HICHIINATLHBIMHU JTOKYMEHTaMH.
3ammTa MEepCOHAIBHBIX  JAaHHBIX B
KaapoBo  ciyx6Oe. [lpuHIMIBI — H
TEXHOJIOTUM  3aIUTHl  MEPCOHAIBHBIX
JTAHHBIX paOOTHUKOB

BCET'O: 34 64

4.3. Conep:xkanue J1aDOpaTOPHBIX 3aHATHI
He npegycMoTpeHo y4eOHBIM MIIaHOM.

4.4. Conep:kaHue KypCcoOBOI0 MPoeKTa/padoTsl
He npexycmMoTpeHO yuyeOHBIM TIIIaHOM.

4.5. Conep:xkaHue pacueTHO-rpa)uuecKoro 3agaHms,
HHAUBHUIYAJIbHBIX JOMAIIHUX 3aIaHU I

Conep:kanme pacueTHO-TpaguuecKoro 3aJaHus

NunuBuayanbHoe npomamuee 3amanue (MJA3) — 310 mnmceMeHHas paborta,
dbopmupyroIIas yMeHue caMOCTOSTEIIFHO aHAIM3UPOBATh U 0000IaTh TEOPETHUECCKUE U
MPaKTUYECKHUE 3HAHUS CTyJICHTa 1O  JUCLUUIUIMHE «JlokyMEeHTUpOBaHUE
yIpaBiICHYECKOW JesATeNbHOCTU». JlaHHas paboTa SIBISETCS BaXKHBIM  ATalloM
MOJITOTOBKH CTYAEHTOB 00pa30BaTe/IbHO-KBATU(PUKAIIMOHHOTO YPOBHS «0OakajgaBp» IO
HamnpasieHuo 38.03.02 « MeHeKMEHT».

Hean Beimosnenusi UJI3 cocrout B yriyOJeHUH U 3aKPEIVICHUN TEOPETHIESCKUX
U TIPAKTUYECKUX 3HAHUMN, MOJYYEHHBIX CTYJECHTOM B MPOLIECCE U3YUYEHUS NUCIUTUIMHBI
«JIOKyMEHTUPOBAHUE YNPABICHYECKOW AEATEIBHOCTH». ET0 BBIIIOJHEHUE IO3BOJIAET
ONpPEACIUTh U OICHUTh CTENEHb YCBOCHHUSI TEOPETUUYECKOTO MaTepuajia M yMEHHUE
IPUMEHSATh TEOPUIO TPU PEUICHUM KOHKPETHBIX MPAKTUYECKUX CUTyallMd W 3ajad.
CryneHThl MPUOOPETAIOT HABBIKM CAMOCTOSTEIIBHOW pabOTHl C JUTEpaTypoOH, ydarcs
CpaBHUBaTh, AHAIM3UPOBATh W CHUCTEMATHU3UPOBATh HMHQPOPMAIMIO W3 PA3THIHBIX
ncrounukoB. MJI3 cmocobctByeT Oosee yriayOJeHHOMY H3YYEHHIO CTYJICHTOM
TEOPETUUECKOI0 MaTepualia, 3aKpeIICHUI0 U 000OIIEHUIO TOJYYEHHBIX 3HAHUN U UX
WCTIOJIb30BAHUIO JUII KOMIUIEKCHOTO pEIICHUS TMPAKTHYECKUX 3a7ad, a TaKkKe
dbopMupyeT yMEHHE CTYJEHTa CaMOCTOSATEIIBHO padoTaTh HajJ PEKOMEHIOBAHHBIM
MaTE€pUAIOM, CO3HATEJIbHO BBIPAXKATh W 3alMIIATh CBOK TOYKY 3pPCHHS, Pa3BUBATh
camocTosTeabHOe MblnnieHue. IlogroroBka m BemoiaHeHue MJI3 mact BO3MOKHOCTH
CTYACHTY TJIy0X€ M3YYHUTh OCHOBHBIE BOMPOCHI MO JUCHHUIUIMHE «J|OKYMEHTHpPOBaHUE
YIPaBJICHYECKON AEATEIHbHOCTHY, KaK Kypca MpodeCcCHOHAIBLHOTO HAMpaBJICHUS U Ha
OCHOBAHHUH ITOTO JieJaTh COOCTBEHHBIC BBIBOJIBI M TIPOTHO3HI.

I'maBHOe TpeOoBaHME K HAMMCAHUIO WHIUBUIYAIbLHOT'O JIOMAIITHErO 3aJaHUs —
3TO CaMOCTOSITENIBHOCTb, JMYHASI MHUIIMATUBHOCTh, OOOCHOBAaHHOCTh M TBOPUYECKUI
MOJIXOJ] K HAIlMCAHUIO, UCMOJIb30BAHNE MHHOBAIMOHHBIX TEXHOJIOTUN MPU MOATOTOBKE
1 oopmIIeHUU PadOTHI.

CTpykTypa HHAMBUAYAJIBHOI0 JOMANIHETr0 3aJaHUS

PacueTHO-Tpaduueckoe COCTOUT U3 CICAYIOIIUX CTPYKTYPHBIX AJIEMEHTOB:

- TUTYJIbHBIN JINCT;



- MOCJIEA0BATEIbHOE OCBEUICHUE COAEPKAHUS TEOPETHUECKUX BOIPOCOB, BHIOOP
KOTOPOT'O OCYHIECTBIISIETCS U3 MPEIaraéMoro nepeyHs;

- COCTaBJIEHUE TECTOBBIX 3aJaHUI B COOTBETCTBUU C TEMOMW, KOTOPAsl OCBEIIAETCS
MIPU HAMMCAHUM TEOPETUUECKOTO BOIPOCa;

- COCTaBJICHHE TUIOBBIX TIOKYMEHTOB B cOOTBETCTBUM C TpeboBanusimu ['OCTa;

- CIIMCOK UCIOJIb30BAHHBIX HCTOYHUKOB U JIUTEPATYPHI.

O6mme TpedGoBaHus K 0()OPMJICHUIO MHANBHUAYAJIBHOI0 JOMAIIHETr0 3aJaHUs

O6bem U3 nomxen ObiTh B mpenenax 20-25 cTpaHull cTaHAapTHOTO Qopmara
0e3 npunoxkeHuid u 25-30 cTpaHull ¢ NPUIOKEHUSIMU U IPYTUMU OPOPMUTETCKUMHU
JUCTaMU (TUTYJIBHBIM, COACPKAHUEM ).

Texct PI'3 nabupaercs KOMIBIOTEpHBIM criocobom — peaaktop MS WORD,
mpudt Times New Roman pasmepom 14 uyepe3 1,5 uHTepBana Ha OJHON CTOpOHE
cTtanjgapTHout Oemoit Oymaru ¢opmara A4 (210 X 297 mm). A63aussiii orctyn 1,25.
[Tonst TekcTOBOW HYacTH JMCTa (CTPAHUIIBI) JOJHKHBI MMEThH CIEAYIOIIUE pPa3MeEpbl:
cBepXy OTCTyI OT Kpasi — 20 mMm, cHuzy — 20 mm, cieBa — 30 mm, cripaBa — 15 mMm.

PexoMeHIaUM K BBINOJHEHUI0 HHAUBUYAJIBLHOTO JOMAIIHET0 3aJaHMs:

1. Tpebosanus k ogopmaenuro meopemuyeckux 6onpocog. Kaxablii CTyAeHT
BBIOMpPACT TPU TEOPETUUECKUX BOIMPOCA IO MOcieaHel 1udpe B 3aueTHON KHIDKKE. Bo
BpEMS BBITIOJIHCHUS JJAHHOTO Tara CTYJICHT JOJIKEH IrTyOOKO U BCECTOPOHHE PACKPHITh
COJIEp’)KaHME BBIOPAHHOTO BOMPOCA, MPOAHAIM3UPOBATH JIMTEPATYPHBIE MCTOYHUKH,
pa3IMyHbIE TMOAXOAbl K TPEAMETY HCCIEJOBaHUS, IPUBECTH TPUMEPHI U3
OTEUECTBEHHON W 3apyOexHOW mnpakTuku. ConaepxkaHUE TEOPETUYECKOTO Marepuaia
JOJKHO COOTBETCTBOBATh COBPEMEHHOMY YPOBHIO Pa3BUTHS SKOHOMHYECKON HAYKHU.
CTyAeHT IOJDKEH ITyOOKO M BCECTOPOHHE OCBETHTH aKTyalIbHOCTH MpoOsemMbl. O0beM
TeopeTrdeckoro 3amganuss — 15-20 crpanui. Ocoboe BHUMaHHE CleyeT OOpaTUTh Ha
nepuoguveckue HayuHble wu3ganHus. CoOpaHHBIA, HW3YYEHHBIM U MPOpPaOOTAHHBIN
MaTtepual Mo ONpeAeIeHHOMY TEOPETHYECKOMY BOIPOCY JOJKEH MOAaBaThCs JOTUYHO,
MOKET OBITh pa3/ieJIeH Ha HECKOJIbKO MYyHKTOB W MOMNYyHKTOB. llemecoobpasno
UCIIOJIb30BaHKUE HATJISHOTO MaTepuana: TabJnil, pUCYHKOB, TUarpamMm | T.]I.

2. Tpebosanus x cocmasnenuio mecmos. CTYASHT IOJDKEH cocTaBUTh 10
TECTOBBIX 3aJlaHMMl B paMKax TEMaTHUKA BBIOPAHHOTO TEOPETUUYECKOT03aqaHus,
paccMoTpeHHoro B repBoi uactm MJI3. TecroBble 3amaHus JIODKHBI  OBITH
chopMynupoBaHbl B (POpME KOPOTKOTO CYKICHUS (3aKIIOUYCHHUS) SICHBIM, YETKUM
A3bIKOM. PexoMeHmyeTcss HaUMHATH COCTaBJICHUE TecTa ¢ (POPMYIUPOBKH MPABUIHLHOTO
OTBETa, OTO TMOMOTraeT Hu30eXaTh HECKOJIbKHX NPAaBWIBHBIX OTBETOB.  M30Oeraiite
MOACKA30K B TeCTax, 3a/lauax U o0pa3nax OTBETOB. OJTH MOACKA3KH MOMOraloT yrajaaTb
MpaBUJIbHBIA OTBET, HE 00JaAasi JOCTATOYHBIM YPOBHEM 3HAHUN W ymeHuiul. M3 Tekcra
3alaHUsl HEOOXOAMMO HCKJIIOUUTH BCE BepOalbHbIE acCCOLMAIMHU, CHOCOOCTBYIOIINE
BBIOOPY MPaBWIILHOTO OTBETA Yepe3 yrajbiBaHWe. TaKUMH MOJCKa3KaMHU MOTYT OBITh:
rpaMMaTUYECKHUE MOJICKa3KU, aCCOLIMATUBHbBIE CIOBAa U OMPENEIICHHS, CHCTEMaTHYECKOe
MMOBTOPEHUE HEKOTOPBIX YEpT MPABHIBHOTO OTBETa (HampuUMep, B TECTOBOM 3aJaHUU
3aKpbITON (hOPMBI IPABWJIBHON dYallle BCETO SBISICTCS CaMbIi JJIWHHBIN MO KOJUYECTBY
3HAKOB OTBET).

B 3ajmaHusix He [OOMKHO OBbITH 3aBEIOMO JIOKHBIX BApUAHTOB OTBETOB,
COJIeprKalllUX TMOJCKAa3Ky, a TaKXKEe BapUaHTOB OTBETOB, SIBHO BbIJICISIOMIMXCS, WU
000c00JIeHHBIX. 3anpeniacTcs NPUMEHEHNE BCEX MPABUIIbHBIX UJIM BCEX HEMPABUIIbHBIX
BapUaHTOB OTBETOB. Kaxxqoe TecToBOoe 3ajaHHe JOJKHO HMMETh OJIMH IPaBUJIbHBIN



OTBET.

Cpenn BapuaHTOB OTBETA JOJKEH CYIIECTBOBATH TOJIBKO OJIWH IPABUJIBHBIA WU
HauOoJsiee npaBUiIbHBIM 0TBET. OOIlEee KOJIMYECTBO OTBETOB — YeThlpe. BapuaHTbI
OTBETa JOJDKHBI OBITh KOPOTKMMH, MMETh MPUMEPHO OJMHAKOBYIO NJUHY U OBIThH
OJIMHAKOBO IIPUBJIEKATENBHBI I T€X, KTO TECTUPYETCH.

B oTBeTax HE pEKOMEHIYETCA MCIOJIB30BATh CJOBA «BCE», «HHU OJHOIO»,
«HUKOT/Ia» «BCETNa» W BBIPAKEHHE «BCE IMIEPEUYUCIEHHBIE», «HH OJIHA W3
MEPEUNCICHHBIX», TaK KaK OHHM CIIOCOOCTBYIOT YraJblBaHHUIO MPABUIBHOTO OTBETA.
TecToBoe 3agaHWe COCTaBISIETCS TaKUM OOpa3oM, YTOObI €ro OCHOBHOW TEKCT H
BapUaHThl OTBETOB HE ObUIM KJIIOYOM JUIsl Ipyrux 3aaaHuil. IIpu cocraBieHuH rpymniibl
3aJlaHUi, OTHOCSIIIMXCA K OJIHOMY paszfeny, Heo0X0auMO 00ecrneunTh He3aBUCUMOCTD
3alaHuid JIpyr OT JApyra, 4yToObl MPaBUJIBHOCTb BBIMOJIHEHUS OJHOTO 3aJaHUsl HE
3aBUCENIa OT MPABUIBHOCTH BBITTOJIHEHUS IPYTOrO.

IIpumep 1. Ha xakoil MakCUMaJIbHBIH CPOK MPUHUMAIOTCS paOOTHUKU Ha paboTy,
KOTOpasi HOCUT CE30HHBIN XapaKTep:

a) 1o 1 mecsma;

0) 6eccpoyHo;

B) J10 6 MECSIICB;

r) 1o 1 roxa.

OtBerT: B).

3. Cocmasnenue munoswvix OOKYMEHMO8 6 COOMEEeMCMmeUuu ¢ mpeoo8aHusMu
I'OCTa. lomxHO ObITh NpUJIOKEHUE 6 BUAOB JOKYMEHTOB. BBIOOD BUJIOB JOKYMEHTOB
OIIPENEIIACTCS IPENOAABATEIIEM.

TeopeTuvyeckune BONPOCHI
JJIS1 BBINOJTHEHUS] HHAMBHUYAJbHOI'0 JOMALIHEr 0 3a1aHus

5. OHEHOYHBIE MATEPHAJIBI JIUIA ITPOBEJIEHUA TEKYIIEI'O
KOHTPOJIA, TIPOMEXYTOYHOU ATTECTAIIMN

5.1. Peanu3zanus KoMNeTeHINMA
1 Komnerenmusi [1K-2 CnocoGen pa3pabartbiBaTh M peaqM30BbIBaTh CHCTEMBI CTPATErHYECKOTO
YIIPpAaBJICHUA MEPCOHAJIOM OpraHu3anum, OCYHICCTBJIATD AIIMUHUCTPUPOBAHNC IIpouecccoB nu
I[OKYMGHTOO60pOTa IO CTPATCIrNICCKOMY YIIPABJICHUIO IICPCOHATIOM

HaumenoBanue HHAUKATOPa DOCTHXKCHUA
I/ICHOHBSYGMLIG cpeacTBa OUCHHUBAHUA

KOMIIETEHIINU
[K-2.7. IIpumensier COBpeMeHHbIE | 3aueT, 3ammra MJ13, ycTHbIN onpoc.
TEXHOJIOTUM il cOopa, 00paboTku U
XpaHEHUs JAHHBIX B LEJSIX

CTPATETHYECKOTO YIPABICHHUS NEPCOHAIOM
, OCYLIECTBIIIET Pa3pabOTKy U OQopMIICHHE
OpraHU3aIMOHHO-PACTIOPSAUTENBHOM U
KaJIpOBOM JIOKyMEHTAlMd ©  TpPUMEHSET
COBPEMEHHbIE  TEXHOJIOTUM  OpraHu3alMu
JOKYMEHTO00OpOTa




5.2. TunoBbie KOHTPOJIbHBbIE 32IaHUS /ISl IPOMEKYTOYHOI aTTeCTAlMU

5.2.1. IlepeyeHb KOHTPOJIbHBIX BONPOCOB (TUIOBBIX 321aHU)
AJis dk3aMeHa / 1u¢dpepeHIUPOBAHHOIO 3a4eTa / 3a4eTa

HanmenoBanue ConepxaHue BOIIPOCOB (TUIIOBBIX 3aJaHUMN)

Ne paszaena IUCIUIIIMHbI

/11

1 Teopernueckue  OCHOBBI 1. Oxapakrepusyiite TpeOOBaHUSI 3aKOHOJATENbCTBA B
JOKYMEHTAI[MOHHOTO 00J1aCTH TOKyMEHTHPOBAHMSL.
oOecrieueHns yrpaBlICHU 2. PackpoiiTe OCHOBHBIE TIOHSTHS JTOKYMEHTAIMOHHOTO

obecrieyeHusl.
3. OxapakrepusyiTe. TOCYIapCTBEHHbIE CTaHAAPTHl Ha
JOKYMEHTAIHIO.
4. Yro Takoe yHU(ULIUPOBAHHBIE CUCTEMBI IOKYMEHTALIUU.
5. IlpuBenere knaccudukanmio T0KYMEHTOB.
2 JlokyMeHTHUpOBaHKE " 1. OObsicaute TpeboBaHus K OQPOPMIICHHUIO PEKBU3UTOB
ohopmIieHHE JTIOKYMEHTOB.
JTOKYMEHTAIU! 2. Pacckaxwure 0 OaHKe JOKyMeHTa. BHIIbI OTaHKOB.
3. Oxapakrepu3yiiTe TmpaBuia OQOPMIICHHUS PEKBH3UTOB
JIOKYMEHTOB.
4. OpraHu3alloHHO-pacHoOPSAUTEIbHbIE JOKYMEHTHI.
5. OxapakTepu3yiTe pacrmopsIuTeIbHbIC TOKYMEHTHI.
6. Oxapaxrepusyite WH(pOPMaITMOHHO-CTIPABOYHBIC
JOKYMEHTBHI.
7. Packpoiite odopmiieHHE CIY)KEOHBIX JTOKYMEHTOB B
cootBeTcTBUU ¢ TpeboBanusimu 'OCTa.

3 Cucrema 1. Yrto Takoe JOKyMEHTOOOOPOT OpraHHU3aIuHy.
JOKYMEHTAI[HOHHOTO 2. Oxapakrepusyiite ¢GOpMbl opraHuzanuud paboThl C
obecrnieueHus yrpaBiIeHUs JOKyMEHTaMHU.

3. OObsacHUTE perucTpalus U KOHTPOJIb HCIOJHEHUS
JOKYMEHTOB.

4. Packpoiite = TpeOoBaHHMsI K  CHCTEMaTu3allud U
dopmupoBanuo nen. GopMUpOBaHHE U HOMEHKIATypa
hi (S

5. OObsgcHUTE yCTAaHOBJICHHE CPOKOB XpaHEHUS eI

6. OObBsACHUTE ONepaTUBHOE XpaHEHHE JOKYMEHTOB U
dbopMupoBaHue Jei.

7. OObscHuTe MOCIIeZIOBATEIHLHOCTh pacrooKeHHs
nokyMeHTOB B gene. Odopmienue aen. XpaHeHUE U
nepegaya Jesl B apXuB.

4 WNudopmanronHo- 1. PackpoiiTe TpeOOBaHMS K COCTaBJICHUIO U O0(OPMIICHUIO!
JOKYMEHTAIl[MOHHOE OpraHU3alMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB.
oOecrieueHue 2. Packpoiite TpeOoBaHMS K COCTABICHUIO U O(OPMIICHUIO!
JESITEILHOCTH PpacnopsIIUTENbHBIX JOKYMEHTOB.

OpraHu3aIuu 3. PackpoiiTe TpeGoBaHMs K COCTABICHUIO U O(POPMIICHHIO
UH(POPMALIMOHHO —CIPABOYHBIX JOKYMEHTOB.
4. Oxapakrepus3yiTe JeI0BbIe U KOMMEPUYECKHE MUChbMa: UX
KJIacCU(UKAIHIO, CTPYKTYPY, PEKBU3HUTHI JIEJIOBOTO
NUCbMa U MX PacIoJIOKEHUE, CTaHIapTHbIE (Ppasbl U
BBIP)KEHUS, SI3BIK JJOKYMEHTA.

5 JlokyMeHTUpOBaHuE 1. MHaiite XapaKTEepUCTUKY KOMILIEKCa KaJIpOBOH

TPYIOBBIX JOKYMEHTAIUH.




IIPaBOOTHOLLIEHUI u 2. OxapakTepusyiiTe mpaBuja cO3JaHUA U OQopMIIeHUS
OCHOBHBIX KaJIpOBBIX KaJpOBbIX JOKYMEHTOB.
IIPOLIECCOB 3. Oxapaxkrepusyiite YHUDUITIPOBAHHBIE dbopmbI
IIEPBUYHOM YYETHOU KaAPOBOM JOKYMEHTALIMH.
4. OxapaKTepu3ylTe JOKYMEHTHI 110 JINYHOMY COCTaBY.
5. Packpoiite mpouecc GOpMUPOBAHUS U BEACHUS JTHYHBIX
JeJI.
6. Packpoiite mporecc JOKYMEHTUPOBaHUS ydeTa U
OTUYETHOCTHU IO KaJIpaM.
JloxymeHTUpOBaHuE 1. Oxapakrepusyiite cocTaB JOKYMEHTOB, HEOOXOJUMBIX IS
OCHOBHBIX KaJIpOBBIX pelieHus BoIpoca 0 IpueMe Ha padory.
MPOLIECCOB 2. Packpoiite npouenypy odpopmiieHre KaApOBBIX JOKYMEHTOB
pu npueme Ha paldoTy.
3. OxapaxTepusyiiTe TOPSAIOK TPHHITHS PEIICHHUs] O TpHueMe
Ha paboTy. 3aKioueHne TpyaoBoro jgorosopa. OdopmieHue
MpHuKasa o nmpuemMe Ha padoTy.
4. Packpoifite cocTaB mTpoUEayp U JOKYMEHTHPOBAHHUE
NePEeBO/JIa COTPYAHUKOB Ha IPYTyro padoTy.
5. Oxapaxrepusyire JOKYMEHTUPOBAHUS MOOIIPEHHUS
PabOTHUKOB M HAJIOKEHUS TUCHUIUIMHAPHBIX B3bICKaHUU. 6.
Oxapakrepu3syire JTIOKYMEHTUPOBAHUE MPOLETYPhI
YBOJIbHEHUSI PAOOTHHUKOB.
Texnonoruu 1. Packpoitite mpouenypy GopMupoBaHue JTUYHOTO Jela
JOKYMEHTUPOBAHUS COTPYJTHUKOB.
paboTHI ¢ IEPCOHATIOM 2. OxapakTepu3yilTe cCOCTaB JIMYHOTO JeNa.
3. OxapakTepu3yiTe MpUKa3bl 0 JUIHOMY COCTABY.
4. OxapakTepu3yhTe JIMUHBIN JUCTOK IO YUETY KaJpOB.
5. Packpoiite mporecc (GOpMHUpOBaHHS W BEICHUS JIMYHBIX
bS8
6. PackpoiiTe mporecc  TOKYMEHTHPOBaHUS  ydeTa U
OTUYETHOCTHU MO KaJ[paM.
7. OObscautTe yHHGUIIUPOBaHHYIO Gopmy KapTouku NeT 2.
Buibl BTOPUYHBIX YYETHBIX KApTOUEK.
8. OxapaxTepusyiTe OonepaTUBHOE XpaHEHHE JIUUYHBIX Je]l.
Nudopmanrionnsie 1. Oxapakrepu3yiiTe COBpPEMEHHbIE CHOCOOBI M TEXHHUKY
TEXHOJIOT MU CO37aHUSI TIOKYMEHTOB.
JOKYMEHTAI[MOHHOTO 2. JlaliTe  XapakTepUCTUKy  KOMIIBIOTEPHOW  MOJTOTOBKE
obecrnieueHus yrpaBIeHHs JOKYMEHTOB. KomnerotrepHoit CTPYKTYpe TEKCTOB
JOKYMEHTOB.
3. OxapaxTepusyiTe MOPSIIOK KOMIBIOTEPHOH MOJITOTOBKU
KOMIIOHEHTOB ~ JIOKyMeHTOB. [loaroroBka Tabmui B
JOKYMEHTAaX.
4. PackpoiiTe MNOHATHE 3IEKTPOHHBIA JOKYMEHTOOOOPOT U
UQpoBast MOAIMUCH.
5. Packpoiite nporecc 31eKTpOHHON MEPENUCKH.
6. Oxapaxrepusyirte aBTOMaTU3UPOBAHHBIE CHUCTEMBI
JJOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIIPABICHMSL.
Opranmsauuss pabotel ¢ | 1. Packpoiite opranuzamuss paboThl € JJOKyMEHTaMmH,
JOKYMEHTaMH, CoJZIepKaluMHU KOH(HICHIINATbHbBIE CBEICHHUS.
coJiepKaluMHu BbezonacHocTh HHMOPMAIIMOHHBIX pecypcoB (MH(POpMAIUm).
KOH(UIEHINATbHbIE 2. JlaiiTe moOHATHE KOH(QUACHIHUAIBHBIA JOKyMeHT. Cpoku
CBEICHHUS KOH(HICHIIMATBHOCTH JJOKYMEHTA.
3. OxapaxTepusyirte IepeueHb KOH(HICHIINATBHBIX

cBeienuil. ['pu¢ KoHUIEHIIMAIBHOCTH TOKyMEHTA.




4. Packpoiite mTOpsSAOK paboOThl ¢ KOH(pHUIECHIMATLHBIMU
JOKYMEHTaMHU. YTPO3bl KOH(UICHIIMAIBLHBIM JOKYMEHTAM.
3amurta wHbOpManuu. 3aliuTa MEPCOHATBHBIX JIAaHHBIX B
KaapoBoi ciyxOe. [IpUHIMIBI W TEXHOJOTHUHU 3aIIUTHI
NIEPCOHAIBHBIX JAHHBIX PAOOTHUKOB.

5.2.2. IlepeyeHb KOHTPOJIbHBIX MATEPUAJIOB
JJIS1 321U THI KYPCOBOI'0 NMPOEKTa/ KypcoBOi padoTshl
He npenycMOTpeHO yueOHBIM IJIAHOM.




5.3. TunoBbie KOHTPOJIbHBbIE 3aJaHUs (MATEPHAJIbI)
JJISl TEKYILIer0 KOHTPOJIsl B ceMecTpe

Texyuil KOHTPOJIL OCYHIECTBIISIETCSI B TEYeHUE cemecTpa B (opMmMe yCTHOTO
omnpoca ¥ KOHTpoJis BeinonHenus N/13.

1.

SIS R RN

10.

1.

11.

12.
13.

14.

15.

16.
17.

OcCHOBHBIE TOHSTHUS, JOKYMEHT, (YHKIMU JOKYMEHTa, JOKYMEHTHPOBAHUE.
JlokyMeHTallMoOHHOe obOecnieueHue ympasieHusd. HopmaruBhaas 6aza JOVY.
VYHudukanms u cTaHaapTU3alms J0KyMEHTalUH.

Homenknatypa gen. [lopsinok odhopmiienus nei.

Opranuzaiys apXMuBHOT'O XpaHEHUSI TOKYMEHTOB.

OO61uMe npaBuia cocTaBieHus U 0pOpMIIEHHE YIIPABICHYECKON JOKYMEHTAIIUH.

JIOKyMeHTHpOBaHUE: MOHATUE, HA3HAYEHUE, OCHOBHBIE CIIOCOOBI.

[IpaBuna odopmieHuss aokymeHToB. CoctaB u mpaBwia 0GOpPMIICHUS
PEKBHU3UTOB.

OpraHu3aloHHO-PACTIOPSAIUTENbHbBIE  JIOKYMEHTBI:  TOHSTHE, Ha3HA4YeHHE,
OCHOBHBIE BU/IbI (OpTraHU3AIMOHHBIE, PACTIOPSAUTENbHBIE, CIIPABOYHBIE).

OpraHu3aioHHbIe JOKYMEHTHI: (YyCTaB, MOJIO)KEHHME, CTPYKTypa M IITaTHas
YUCJIIEHHOCTh, IITATHOE PaclUCaHKe, IpaBuja, JOJKHOCTHA MHCTPYKUUSA, UX
Ha3HauYeHUE, XapaKTePUCTUKA U COCTaB, TpeOOBaHUS K 0OPMIICHUIO, TOPSIA0K
YTBEPKACHUS.

PacnopsinurenbHble  JOKYMEHTBI: IIOCTAHOBJIEHUE, INIpUKa3 (MO OCHOBHOU
NEATENIbHOCTH, JUYHOMY COCTaBy) paclopsbKeHHE HMX  Ha3HauyeHHUE,
XapaKTEePUCTHUKA U COCTaB, TPeOOBaHUS K O(POPMIICHHIO.
CrnpaBo4yHO-MH(MOPMAIIMOHHBIE TOKYMEHTHI: CIyKeOHbIe MHUChbMa, MPOTOKOJIBI,
aKThl, CIIPAaBKW, [OKJIAJHbIE 3alUCKM WX XapaKTEPUCTUKA U COCTaB,
TpeOoBaHUs K OPOPMIICHHIO.

JIOKyMeHTOO0OPOT: TOHSATHE, O0IIKMe MPUHIUIBLI OpraHu3anuu. HopmatuBHbIC
JOKYMEHTBI PETJIaMEHTUPYIOIINE OpraHU3alui0 JTO0KyMeHTooOopoTta. Ob6mue
IPUHIIAITHI OPTaHU3AIMH IOKYMEHTOO000pOTa HA TIPEANPHUSTHH.

Peructpanust MOKyMEHTOB: TMOHSATHE, IenH, 3amaud, CuctemMbl U (QOpPMBI

perucTpanuu JOKyMEHTOB.

KonTposib ucrionHenns: JOKyMEHTOB.

OxapakrepuszyiiTe =~ aBTOMATHU3UPOBAHHBIE CHUCTEMbl JIOKYMEHTAlMOHHOTO
oOecrieueHus yrpaBiIeHU.

OkcnepTru3a IEHHOCTH NOKyMeHTOB. [IpaBuia odopmieHHs U COcCTaBICHHS
onucu aen. Cpoku XpaHeHus Jed.

Knaccuduxanus 1em10Boi nepenucku.

TpeOoBaHus K TEKCTY JAEJIOBOTO MUChMa

Kommieke kaapoBoit  jgokyMeHTanuu. (OOsi3aTenbHbIE  JOKYMEHTHI IO
YIPABICHUIO IEPCOHAIIOM.



18.

19.

20.

21.

22.

OCHOBHBIE TEXHOJOTHH O(GOPMIICHHS TOKYMEHTOB M STalbl KOMIBIOTEPHON
MOJIFTOTOBKU TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.

CocTaB JAOKYMEHTOB, HEOOXOIMMBIX [JIsl PELIEHUs BOOpOca O MpUEME Ha
paboty. Ilopsimok MpUHATHS pelieHHus O mpuemMe Ha padboTy. 3aKiItoYeHUe
TpyaoBoro norosopa. OdopmiieHue nmpukasa o npueme Ha padorTy.

CocraB npolueayp U JOKYMEHTHPOBAHHUE MEPEBOJA COTPYIAHUKOB Ha JAPYTYIO
pabory.

JIOKyMEHTHpPOBaHUS MOOUIPEHUS paOOTHUKOB M HAIOKCHUS JUCIUTUTMHAPHBIX
B3bICKaHUU.

OxapakTepusyite JOKyMEHTUPOBAHHUE MPOLEAYPHI YBOJIbHEHHS paOOTHUKOB.

23.I[OKyMeHTI/IpOBaHI/IC MOOIPCHUA YU HAJIOKCHUA JUCHUIINIIMHAPHBIX B3BICKAHUI.

24. ®opMUpOBaHUE JIMYHOTO JAena coTpyAHuKa. COCTaB JIMYHOTO JIeNa.

25.
26.
217.
28.

29.
30.

[Ipouecc popmupoBaHus U BEACHHUS JIMYHBIX JEII.

OrnepaTuBHOE XpaHEHUE JINYHBIX JIEIL.

[Iponiecc TOKyMEHTUPOBAHMS y4€Ta U OTYETHOCTH IO KaJIpaM.

3amura TEpCOHAJIbHBIX JAHHBIX B KaJapoBoW ciyxoOe. [lpuHuumner u
TEXHOJIOTUH 3aIUThI MTEPCOHANBHBIX JAHHBIX PAOOTHUKOB.

YuupunupoBanHbie GOPMbI JOKYMEHTALIUU 110 YYETY KaJPOB.

O0s13aTenbHbIE JOKYMEHTHI 110 YIIPABJICHUIO IEPCOHAIOM.

Tembr PI'3 BeIOMparoTcs 1Mo mocienHe nudpe 3a4eTHON KHWKKHU (HampuUMeEp eclu

udpa 3, To HeoOX0AMMO B3AThH Temy 3,13,23).

Cocmasnenue munogvix 0oKymeHmos ¢ coomeemcmeuu ¢ mpebosanuimu 1'OCTa.

JloJbKHO OBITH TNPUIIOKEHUE 6 BHUIOB JOKYMEHTOB. BbIOOp BHIOB JOKYMEHTOB

OIIPpCACIIACTCA IMPCIIOAaBaATCIICM.



5.4. Onucanne KPUTEPHUEB OICHUBAHUHA KOMIIeTeH]_lI/Iﬁ H IIIKAJBbI OLICHUBAHUA

[Ipu nmpoMexxyTo4HOM aTTecTanu B (OpME 3aueTa HUCIOIb3YeTCs CleayIolas
[IKaJjia OLICHUBAHUSA: 3a4TEHO, HE 3aYTEHO.

Kpurepursmu orieHMBaHusA JOCTHKEHUN MTOKA3aTENIEH SABIISIOTCS:

HaumenoBanue
MOKa3aTeJst
OIICHUBAHUS

pe3ynbTaTa 00ydeHHs

110 JUCIUTUIMHE

Kpurepuii onenuBanus

SHauus

3HaHHUS TEXHOJOTMM TI0 cOopy, 00pabOTKe M XpaHEHUIO JIaHHBIX,
pa3pabaTeiBaTh OCHOBHBIE BHJbl OPraHU3ALMOHHBIX, PACHOPSAUTEIBHBIX M
KaJIpOBBIX JOKYMEHTOB, COCTaBIsATh M OQOPMIISITH  JIOKYMEHTHl B
COOTBETCTBUU C HOPMATHBHBIMU TPEOOBAHUSIMH; MPUMEHSITH COBPEMEHHBIE
TEXHOJIOTUHU OPraHU3aLUuU JOKyMEHTO000poTa.

O06bemM 0OCBOCHHOTO MaTepHasa

[TonHOTa OTBETOB HA BOITPOCHI

YeTKoCTh M3JI0)KEHUS! M HTHTEPIIPETAlNY 3HAHUI

VYmenus

YMeHus: NpuMeHsATh TEXHOJIOTHH TI0 cOopy, 00paboTKe U XpaHEHUIO JAHHBIX,
BecTH 00pabOTKy uWH(OpManmu, pa3padaThiBaTh OCHOBHBIC  BHUJIBI
OpPraHM3al[MOHHBIX,  PACTOPSAUTENbHBIX M  KaJIpOBBIX  JIOKYMEHTOB,
COCTaBIIATh U O(OPMIIATH JOKYMEHThl B COOTBETCTBUU C HOPMATHBHBIMU
TpeOOBAHUSAMH; TIPUMEHATH COBPEMEHHBIE TEXHOJOTMH  OpraHu3aliu
JTOKYMEHTO00O0pOTa

Hasriku

HaBpiku  ocymiecTBieHus coopa, 0OpabOTKM M XpaHEHUIO JIaHHBIX,
00paboTkn MHGPOpPMAIIUU, COCTaBICHUS W O(GOpPMIICHUS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBAHUSMH OPraHU3AIMOHHBIX, PACTIOPSAUTEIBHBIX H
KaJpOBBIX  JOKYMEHTOB;  IPUMEHEHHsSI  COBPEMEHHBIX  TEXHOJOTHH
OpraHu3aluy TOKYMEHTO000poTa




Ouenka mnpenoAaBaTeNeM  BBICTABISACTCS HMHTETPaIbHO C€  Y4YETOM  BCEX
MOKAa3aTeJIel U KPUTEPUEB OLICHUBAHMUS.

Ouenka chOpMUPOBAHHOCTU KOMIIETEHIIMH MO MOKA3aTeNI0 3HAHUS.

Kpurepuit YpOoBEHb OCBOEHUS U OLICHKA
He 3aureno 3auTeHo

3HaHME OCHOBHBIX TEXHOJOrMi 1o cOopy,| He 3maer OCHOBHBIX|3HaeT OCHOBHBIE
o6pa60TKe U XpaHCHHs JIaHHBIX, cocTapa| TEXHOJIOTHUM IIO c6opy, TEXHOJIOTUX  OCHOBHEIX
HOPMAaTHBHO-METOHYECKOT 6aspr| O0PabOTKE M XpaHEHUs|TEXHOJIOTUH TI0  cOopy,

AOKYMCHTAIITMUOHHOT'O oOecrieyenus u onepaunﬁ 10
00paboTKe JOKYMEHTOB

JAHHBIX, COCTaBa
HOPMAaTUBHO-
METOINYECKON  0asbl
o KYMGHTaHI/IOHHO To
oOecrieueHust
YIIPaBIICHUS
MIEPCOHAJIOM,

CTPYKTYpbl M COCTaBa

JOKYMEHTA u
HOPMATHUBHBIX
TpeboBaHUH K
COCTaBIICHUIO u
o(hopMIICHHIO
OpraHu3alilMOHHEIX,
pacHopsIIUTEIILHBIX U
KaJIpOBBIX

JIOKYMEHTOB, CIIOCOOBI
U MCTOJbl BEACHUS U

00paboTKke M XpaHEHUS

IaHHBIX, cocTaBa
HOPMAaTHBHO-
METOINYECKOI 0asbl
JIOKYMEHTAITHOHHOTO
oOecrieyeHus
yIpaBJICHHAS

MEPCOHAIIOM, CTPYKTYPBI

U cocTaBa JOKYMCHTa W
HOPMATHUBHBIX
TpeOoBaHUH K
COCTAaBIICHUIO "
oopMITeHHTO
OpraHU3alMOHHbIX,
pactopsIUTEIbHBIX u

KaJpOBbIX JOKYMCHTOB,
cnocoObl ©W  METO.bI
BEJICHUS M ONTHMH3AIHN
JIOKYyMEHT0000pOTa, Ipu
9TOM MOXKET JOITyCKaThb
HETOYHOCTHU

3HaHME CTPYKTypbl U COCTaBa JIOKyMEHTa
HOPMAaTUBHBIX TpPeOOBaHUI K COCTaBICHUIO
0opOopMIICHUIO OpraHU3aI[MOHHBIX
paclopsAUTENbHBIX  JTOKYMEHTOB, CIIOCOOBI
METO/IbI BEJICHUS u ONTUMHU3ALHUN
JOKYMEHTO000poTa.

u
n
u
n

OTNITHMH3AIHH
JIOKYMEHTOO0O0POTA,;
He 3Haer CTpYKTypy H
COCTaB JOKYMCHTOB H
HOPMATHUBHBIC
TpeOOBaHUS K K
COCTAaBIICHUIO u
o(hopMIICHHIO
OpPraHW3aIMOHHBIX U
pacopsAUTEIbHBIX
JOKYMEHTOB, CIOCOOBI
U METOJbl BEACHUS M
ONTHUMH3ALIHH
JOKYMEHTOO000POT;

(hOpMyITHPOBOK

3Haer CTPYKTYPY u
COCTaB JIOKYMEHTOB H
HOPMAaTHBHBIE
TpeOOBaHUS K K
COCTaBJICHUIO u
oopMIIeHHIO
OpraHu3aIMOHHBIX u
pactopsIANTEIIbHBIX
JIOKYMEHTOB, CIIOCOOBI U
METOJbl  BEICHHUS W
ONITUMU3AINHT
JIOKYMEHTOOOOPOT,  IpH

O9TOM  MOXET  OOIIyCKaTb
HCTOYHOCTHU

(hOpMYIIPOBOK
OO0BeM OCBOEHHOTO MaTepuana He 3maer 3HauutenmHOM| 3HaeT Marepual
YacTu MaTepuana| TUCIUTLINHBI B
JHACIUATUIMHBI JIOCTaTOYHOM o0beME,
OJHAKO, BO3MOXKHO HE
YCBOMJI BCEX €ro JeTallei
[TommHOTa OTBETOB HA BOIPOCHI He npmaer ortBersl Ha| JlaeT OTBETHI Ha BOIMPOCHI,

OOJIBIITMHCTBO BOIIPOCOB

HO HC BCC - IIOJIHBIC

YeTKOCTh U3IIOKCHHS U HUHTCpIIpETAalluN 3HAHUI

Wznaraer 3Hanma  Oe3|U3naraer 3HaHUA 6e3

JIOTHYECKOU HapylUIeHUH B JIOTMYECKOH

MOCJIE0BATENBHOCTH MOCIIEIOBATENFHOCTH WM C
HECYIIIECTBEHHBIMH ee
HapYIICHUSIMU

He UIUIKOCTPUPYET

NnmocTpupyeT M3I0KEHHE




U3JIOXKEHNE
TIOSICHSTFOLLIIMU
pUMeEpaMHu
PUBOIUT
pUMEpHI

100
OIIMOOYHBIE

MOSICHSTFOIITUMH  TTPUMEPAMHU
KOPPEKTHO U MOHATHO 100
C HE3HAYUTEIHLHBIMU
OoLInOKaMH

HeBepno w3naraer wu
HHTEPIPETUPYET 3HAHUS

I'pamOTHO U MO CywHIeCTBY
ns3jaracr 3HaHMUA, XO0TA
BO3MOXXHBI U HEKOTOpBIE
HETOYHOCTHU

Ornenka copMUPOBAHHOCTH KOMITETEHITUH 1O MOKA3aTest0 Y MEHHUS.

Kpurepuit YpoBEHb OCBOEHUS U OLICHKA
He 3auTteno 3adTeHo
YMeHusT TpPUMEHATh TEXHOJOTMH 1o cbopy, He ymeer TPUMEHSTH|Ymeer pa3pabaTbIBaTh
06paboTKe M XPAHEHMIO NAHHBIX, pa3pabaTbiBarh|TCXHOTOTUU IO COOPY, IPUMEHATH  TEXHOIOTHHU
OCHOBHBIE BIIBI OpraHH3aIHOHHBIX, 00paboTKe W XpaHEHHIOIIO cOopy, 00paboTke U
pacoopsaauTeNIbHBIX M KaJApPOBBIX JOKYMCEHTOB, AaHHBIX, BECTH XPaHCHHIO NaHHLIX, BECTH
00paboTKy 00paboTky wuHbOPMAITUN
COCTaBISATh ®W  OQOPMIATH  JOKYMEHTHI B wHbOpMaIH ¥ Ha eeln Ha ce OCHOBE
COOTBETCTBHM C HOPMATUBHBIMHM TPEOOBAHUAMY;|ocHoBe IPUHUMATE | IPUHAMATD
MIPHUMCHSATH COBpPEMCHHBIC TCXHOJIOTUHN YIIPABJICHUYCCKUE YIIPABJICHUYECKUE
OpraHu3aIy JOKyMEHT0000poTa. pelieHust penieHus ,pa3padaThIBaTh
,pa3pabaTeIBaTh OCHOBHBIC BH/JIBI
OCHOBHEBIE BH/IbI|OpraHU3aIIMOHHBIX,
OpraHU3aIMOHHBIX, pachopsIUTEIbLHBIX u
pacloOpSAIUTENBHBIX  HM|KAAPOBBIX  JIOKYMEHTOB,
KaJIPOBBIX JIOKYMEHTOB,|COCTABJIATh U O(OPMIIATH
COCTAaBIISITh H|TOKYMEHTBI B
0(hOpMIIATh JOKYMEHTHI |COOTBETCTBUHU c
B COOTBETCTBUH  C|HOPMATHUBHBIMHU
HOPMAaTHUBHBIMU TpeOOBAHUSMH,
TpeOOBAHUSIMH, MIPUMEHSTh COBPEMEHHBIE
MIPUMEHSTh TEXHOJIOTUH OpTaHU3alNU
COBPEMEHHBIE JIOKYMEHTO000pOTA.
TEXHOJIOTUH
OpraHu3auu
JOKYMEHTOO0OPOTa HITH
OpUEHTUpYETCS  KpaiiHe
cimabo

OreHka chopMUPOBAHHOCTH KOMITETECHITUH TI0 TIoKa3aTelto HaBbIKy.

Kpurepuit YpOBEHb OCBOEHUS U OIICHKA
He 3aureno 3auTeHo
HaBbiku  ocymectBieHus cbopa, oOpabotku u| He Bmangeer HaBbikaMu|Bnaneer HaBBIKMMHU
XpaHEHUIO JaHHBIX, 00paboTku wuHpopMalyy, OCYIICCTBICHUS OCYILECTBIIEHUs cOOPa,
COCTaBJIeHUs M O(OpPMIEHUS B COOTBETCTBUHU C cbopa, 06pabOTKH 1 06paboTKH U XpaHEHUIO
HOPMATHBHBIMH TpeGoBanmsmu| XPAHCHIIO — JAHHBIX, | napppix  06paboTku
OpraHU3alMOHHBIX, pacropsAUTENbHBIX U 32%16;1;;;11414, uHpOpMaINH,
KaJ[pOBBIX JIOKYMEHTOB; MPUMEHEHUA| o g y|cOCTaBICHUS 1
COBPEMEHHBIX TEXHOJIOTUH OPTaHM3alMH | (b rems slodopmuteHns B
JOKyMEHTO000poTa COOTRETCTRUH c|cooTBeTCTBUH C
HOPMaTUBHBIMU HOPMATHBHBIMH
TpeGOBAHUIME TpeOOBaHUAMH
OPraHU3aLMOHHBIX, OpraHu3alMOHHBIX,
paclopAUTCIIbHBIX — U|paclIOPSAMTEIbHBIX U




KaJPOBBIX KaJJPOBBIX JIOKYMEHTOB;
JTOKYMEHTOB; IPYMEHEHUS]
IIPUMCHCHUA COBPEMEHHBIX
COBPCMCHHbIX TEXHOJIOT Ui OpraHNu3aI[iK
TEXHOJIOrHN JIOKYMEHTOOO0POTA
OpraHu3aIuu

JIOKYMEHT0000pOoTa

6. MATEPUAJIBHO-TEXHUYECKOE
N YYEBHO-METOANYECKOE OBECIIEYEHHUE

6.1. MaTepuajibHO-TeXHHYECKOe OOeceuyeHmne

Ne HaumenoBanue cneruanbHbIX TOMEIEeHH 1 | OCHAIEHHOCTh CIEUATBHBIX TTOMEIICHUH 1
MTOMEIIEHUHN JJI1 CAMOCTOSITENIbHOM paboThI MOMEIEHUH JIJIs1 CAMOCTOSITENIbHOM paboThl
1 VY4yeOHbple ayauTopuu Ais  nposeneHus | Crnenuanu3vpoBaHHas MeOenb, TEXHUYECKHE
3aHSATUN JIEKIMOHHOTO M CEMMHAPCKOTO THIA, | CPEICTBA OOYy4eHHs: HOYTOyK, HPOEKTOD,
TPYIIIOBBIX " WHIWBHUIYAJTBHBIX | TPOCKIIMOHHBIN dKpaH
KOHCYJbTAallMi,  TEKyIIero KOHTPOJs U
MPOMEKYTOYHOM aTTECTALINU
2 YueOHast ayautopusi A caMmocTosTenbHoU | Criennann3upoBaHHas MeOelb, TEXHUYECKHe
paboTsI (ayauropus YK 504) cpencTBa 0OydeHHUs: MPOCKITMOHHBIN YKpaH,
MIPOEKTOP, KOMITBIOTEPHAS TEXHUKA
NOAKIIOYEHHAas K ceTh «HTepHeT» H
MMEIOIIAsl IOCTYII B JIEKTPOHHYIO
nH(})OPMaITMOHHO-00pa30BaTENBHYIO CPEY.
3 YuraabHbII 3aI1 OHnOINOTEKH st | Crienanu3upoBaHHas MeOenb,

CaMOCTOSITEIHHON PabOThI

KOMIIBIOTEPHAsT TEXHHWKA, TOJKIIOUCHHAs K
cetn «UMHTepHET» W UWMEIOMIas JOCTYNl B
AIIEKTPOHHYIO nH(popManmoHHO-
00pa30BaTEIBHYIO CPEY

6.2. JInueH3MoHHOEe U CBOOOHO pacpoCcTPaHsieMoe MPOrpaMMHoOe odecnedyeHne

No

HepequL JIJMIICH3MOHHOI'O
IIpOrpaMMHOI'0 obecreyeHus..

PexBU3UTBI MMOATBCPIKAAOIICTO JOKYMCHTA

Microsoft Windows 10
Kopnoparusnas

Cormamenne  Microsoft Open Value Subscription
V6328633. Cormamenue aericrsurensHo ¢ 02.10.2017
o 31.10.2023). Jorosop [IOCTaBKU 10
0326100004117000038-0003147-01 ot 06.10.2017

Microsoft Office Professional Plus
2016

Cormamenne  Microsoft Open Value Subscription
V6328633. Cormamenne pericrsurensHo ¢ 02.10.2017
mo 31.10.2023

Kaspersky  Endpoint  Security
«Crangaprabiit Russian Edition»

CyOnuuen3uonnsii gorosop Ne 102 or 24.05.2018.
Cpok nerictBus auneHszuu 10 19.08.2020
I'paxnancko-npaBoBoii [lorosop (Kontpakrt) Ne 27782
«IlocTaBka mposieHHs paBa MOJIb30BaHUS (JIULICH3UN)
Kaspersky Endpoint Security ot 03.06.2020. Cpoxk
nevicreus smnensuu 19.08.2022r.

Google Chrome

CBo0OoaHO pacmpoctpansiemoe [1O coryiacHO yciaoBHsIM
JIMIIEH3UOHHOTO COTJIAIIICHHUS




Ne IIepedyens TMIIEH3UOHHOTO PexBHU3UTHI TOATBEPKIAIOIIETO JOKYMEHTA
MIPOrPAMMHOTO O0ECTICUCHUSI.

Mozilla Firefox CBobOoano pacmpoctpansiemoe [1O coriacHo yciaoBusiM
JIMIICH3MOHHOTO COTJIAIICHUS

6.3. Ilepeyenn yuyeOHBIX M3JaHUI M Y4eOHO-MeTOAUYECKUX MATEPHAJIOB

1. Alynan3e, . I. JIoKyMEeHTaIlMOHHOE obecrieueHne
YIIPABIICHUS ITEPCOHAIIOM : YUCOHHMK M MPAKTUKYM JUIsI aKaJIeMHUYECKOro OakajiaBpuara,
JUISL  CTYJEHTOB BY30B, OOYyYalOIIUXCS IO OSKOHOMHUYCCKUM HAIMPAaBICHUSIM U
cnenuanbHocTam / [. I'. AOnynanze, U. b. Bempsokkuna, B. M. Macnosa. - Mocksa :
FOpaiit, 2018. - 298 c.

2. bynar P.E. JlokymMeHTanimoHHOE OOECIEUCHHE YIPaBICHUE TMEPCOHATIOM:
yuebHoe nocobue. - Mocka : UHOPA-M, 2017. - 234 c.
3. CokomoBa, O. H. JlokymMeHTanlMOHHOE OOECIICUCHHE YIPaBICHUS B

opraHuzaiuu : ydeOHoe mnocobue mis cryaeHToB By30B / O. H. Cokomnoma, T. A.
AxumouknHa. - Mocksa : KHOPVYC, 2010. - 156 c.




6.4. IlepeyeHb MHTEpHET pecypcoB, NpodeccHOHAIBbHBIX 0a3 JaHHBIX,
HH(OPMALMOHHO-CIIPABOYHBIX CHCTEM

1. http://www.constitution.ru/ — odunuaneusiii caiit Koncturymuu Poccuiickoit
Qenepaunu.

2. http://www.allpravo.ru/catalog — xatanor IlpaBo Poccumn.

3. http://www.].-Servis.ru — xopuandeckuii *HGOPMAITMOHHBIN MTOPTAJL.

5. www.hrm.ru; www.begin.ru — Accoumanus CreiiaaicToB 10 IMePCoHaTYy.

10. www.biblioclub.ru — CnopaBouHuk KajapoBuka. I[loJHOE MPAaKTHUECKOES
PYKOBOJICTBO.



http://www.constitution.ru/
http://www.allpravo.ru/catalog
http://www.j.-servis.ru/
http://www.hrm.ru/
http://www.begin.ru/
http://www.biblioclub.ru/

7. YTBEPKJIEHUE PABOYEM ITPOI' PAMMBbI

PaGouass mnporpamma yTBepkaeHa Ha 20 /20 y4eOHBI TOJ

0e3 U3MEHEHHH / ¢ U3MEHCHUSMU, JOIOJHCHUIMU

IIpoTokoi Ne 3acenanus Kapeapbl OT « » 20 T.

3aBenyronuii kadeapoit

noamuck, DO

JIupeKkTop UHCTUTYyTa

noamuck, DO
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