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1. HOACHUTEJIBHASA 3AIIMCKA

Pabouas mporpamma IUCIUIUIMHBI COCTaBlieHA Ha OocHOBE yueOHoro miaHa 38.03.04 T'ocymapcTBeHHOE U
MYHHIUNAIGHOE yrpaBieHue 1o mnpodmaro [IpaBoBOo€ perynupoBaHMe B TOCYAAPCTBEHHOM U
MYHUIUIIAIBHOM YIIPAaBICHNUU (ouHas Gpopma o0ydenus) 2023 roga Havasa MoJrOTOBKU.

2. NINIEPEUYEHb IIJIAHUPYEMBbBIX PE3YJIbBTATOB OBYYEHUSA 1O JUCHUIIJIMHE
MOAYJIIO), COOTHECEHHBIX C IIUVIAHUPYEMBIMHU PE3YJIBTATAMU OCBOEHUSA
OBPA3OBATEJIbHOM ITPOT' PAMMBI

2.1 Heap OCBOCHUS JUCIMIUIMHBI «J/loKyMeHTanMOHHOe o0ecriedyeHHe YNpPaBJIeHUS CONHAJIBLHO-
IKOHOMUYECKHMHU cucTeMamMu» (QOpPMUpOBAaHME y  CTYACHTOB KOMIICTCHIMH, HEOOXOIUMBIX  JUIS
npo(hecCHOHAPHON  JIETENPHOCTH, HW3yYeHHE BHUIOB OQUIMATBHBIX JOKYMEHTOB W TpeOOBaHMM K WX
COCTAaBJICHUIO U 0(POPMIICHHUIO.

2.23apayaMu Kypca SBISIOTCS:

-TIOJITOTOBKA CTYJIEHTOB K JOKYMEHTAIlMOHHOMY OOECIICUCHUIO JCSITEIbHOCTH B paMKax peaju3aiuu
YIPABJICHUYECKUX PEIICHUN;

- H3YUCHHUC roCyaJapCTBEHHBIX CTAaHOAPTOB H APYTruxX HOPMATHUBHBIX W MCTOAWYCCKUX JOKYMCHTOB,
PEMIIAaMCHTUPYIOMIUX OPraHnu3aluiio JI0KYMCHTAIHOHHOT'O oOecreyeHus YIIpaBJICHHAL.

2.3 3HaHus U yMeHHs 00y4yarouerocs, popMupyemMbie B pe3y/ibTaTe 0CBOCHUS AUCIUIIIMHBI.

[Ipouecc nzyueHus: AMCUUIIIMHBI HAIIpaBJieH Ha GOPMUPOBAHUE CIAEAYIOIINX KOMIIETEHIIHI:
OIIK-5 CriocoOeH  wucmonb3oBaTh B Mpo(eccCHOHANBbHOM  JeATeNbHOCTH  HMH(OPMAaIMOHHO-
KOMMYHHUKAIIMOHHBIC TEXHOJIOTHU, TOCYAAPCTBEHHBIC 1 MYHUIIUITIAJIbHBIC I/IH(i)OpMaHI/IOHHI)Ie CHUCTEMBI; IPUMCHATH
TEXHOJIOTUH 3JIEKTPOHHOTO MPABUTEIbCTBA U IPEIOCTABIEHHS TOCYAaPCTBEHHBIX (MYHUIIMIAIBHBIX) YCIIYT
NHauKaTopbl 10CTHKEHUS] KOMITETEeH Uil

Kon u HanmeHnoBaHue HaumenoBanue WHJMKaTOpa JOCTUKEHUS
YHUBEPCAITbHOU
KOMITETEHIINH
KOMITIETEHIINH
OIIK-5 CrocoOeH UCoJIb30BaTh B OIIK-5.1 3HaeT: OCHOBHBIC MPHUHIUILI PAOOTHI
npodeccruoHabHOM 1eATEIbHOCTH roCy/IapCTBEHHBIX u MYHHIIUTATBHBIX
MH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH,| HHGOPMAIIMOHHBIX CHCTEM; TEXHOJIOTUU
roCcy/lapCTBEHHbIEC U MYHUIIUTIAIbHbBIE JJIEKTPOHHOTO TPABUTENIBCTBA U  IPEIOCTABICHUS
nH(OPMALIMOHHBIE CUCTEMBI; IPUMEHSATD rOCy/IapCTBEHHBIX (MYHHUIIMITAIBHBIX) YCIIYT;

TEXHOJIOTHH 3JIEKTPOHHOTO MPAaBUTEIHCTBA U
IPEI0CTaBICHUS TOCYIapCTBEHHBIX
(MyHUIIUTIAIBHBIX) YCIYT

OIIK-5.2 VYmeer: pemaTh CTaHAapTHBIC 3aJa4u
poECCUOHAIBHONW JICATEIILHOCTH ¢ TNPUMEHEHHUEM
UH(GOPMALMOHHO- KOMMYHUKAIITMOHHBIX TEXHO-JIOTUH;

OIIK-5.3 Bmageer: HaBblKaMU  OCYLIECTBJICHUSA
B3aMMO/JICHCTBUS C TPaXKJIaHAMU U OpPraHM3alMsIMH B
npoiiecce MPEI0CTABICHUS rOCy/IapCTBEHHBIX
(MyHHLIMOAIBHBIX) YCIYr, B TOM YHCIE C
MPUMEHEHHEM JUCTAHIIMOHHBIX TEXHOJIOTHUH.

3. MECTO JUCHUILIUHBI B CTPYKTYPE OBPA30OBATEJIbHOM ITPOTPAMMBI

Jucuunnuna b1.0.23 JoxkymMeHTAUMOHHOE ol0ecrieyenmne yIpaBJeHUSA COLMAJIBHO-
IKOHOMHYECKHMMH CHCTeMaMM OTHOCUTCS K 00s3aTeIbHON YacTH.



4. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI

HazBaunue paznenoB (Mojyneit) u Bunbl yaeOHBIX 3aHATHI
TeM
Konrakthas pa6ora | cam | [Ipomex.
.pab | arrecrauu
o, oTa s
§ Jleknuu | Ilp.
:
Monay.ab 1. BBenenue B 7 16 30
TUCHUTLIUHY
Tema 1. JIokyMeHTBI U CIIOCOOBI 3 15
JTOKYMEHTHUPOBAHUS
Tewma 2. YHudukanus u 7 13 15
CTaHIapTHU3AIUS JJOKYMECHTOB.
CucTeMBbl TOKyMEHTAITUU
8 |12 18 78 | Dx3amMeH
36
Monyas 1. BBenenue B 8 |2 2 8
AUCHUTLINHY
Tema 3. PexBu3uTHI 1 O1aHKH 8 |2 2 8
nokymeHToB. CocTaB
PEKBH3UTOB JOKYyMEHTOB
8 |10 16 70
Moayas 2.Pa3zpadoTka
cTpaTeruu OpraHu3anuu
Tema 4.Opranuzanus 8 |4 6 30
JTOKYMEHTO000pOTa
Tema 5.0pranuzanus 8 |3 6 30
perucTpamnuu J0KyMEeHTOB U
KOHTPOJIb UCTIOTHEHUS
JOKYMEHTOB
Tema 6.Opranuzanus 8 |3 4 10
OTIEpPAaTUBHOTO XpaHEHUS
JTIOKYMEHTOB
8 DK3aMeH
ITpomex. arTecTanus 36

4.2 CopepxxaHue JMCUMILIMHBI CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3jesiam)
JleKuMOHHbIE 3aHATHSA
1. JlokymMeHTBI M CIOCOOBI IOKYMEHTHPOBAHUSA

OyHKIMKU JOKYMEHTOB: WH(GOpPMAIMOHHAs, KOMMYHUKAaTHUBHAs, COIMallbHAas, KyJAbTypHas, YIpaBJICeHYECKas,
MpaBOBasi, UCTOpUYECKasi, U IPYTHe, UX XapaKTePUCTHKA.
JIoKyMeHTHpOBaHUE: OCHOBHBIE cITOCOOBL. MaTtepuanbHbie HocuTenu nHpopmanmu. Knaccudukanms 10KyMeHTOB
0 cMOCO0y M3TOTOBIIEHUS, MPOUCXOKICHHUIO, COACPKAHHIIO, HAUMEHOBAHHIO U IPYTHM MPU3HAKAM.
Bunel 10KyMEHTOB: TEKCTOBbIe, Tpaduueckue, MalIMHOYHTaeMble, (OTOAOKYMEHTH. BrusHue Hay4YHO-
TEXHUYECKOTO Iporpecca Ha JOKYMEHT U IOKyMeHTHpoBaHue. DenepalibHbli 3ak0H «O0 AIeKTPOHHON MOAMUCKY.
Oo6mepoccuiickue knaccudukatopsl (OKY I, OKIIO, OKOHX, OKVYH), ux kpaTkas XxapakTepHCTHKA.

2. YHuUKALUA U CTAHAAPTU3ALMS JOKYMEHTOB. CHCTEMBI IOKYMEHTAUMHU
YHubukanus W CTaHIapTU3alMs JOKyMEHTaruu: moHaTue. CHCTeMbl JOKYMEHTAllMW: TOHSTHE MpPHU3HAKH.
MesxoTpacieBble CUCTEMBI JOKYMEHTAIIHH.
YauduuupoBaHHas cuctemMa JOKyMeHTanuu: moHsThe. CocraB yHU(HUIIMPOBAHHBIX CHCTEM JOKYMEHTALIUU:
OpraHru3allMOHHO-PACTIOPAANUTCIIbHAA, OTYCTHO-CTATUCTUUCCKAA,



nepBUYHAst, y4yeTHas, (uHaHCOBas M Jp. [ocCynapCTBeHHbIE CTAaHAAPTHl Ha YHU(PULIHUPOBAHHBIE CHCTEMBI
JOKYMEHTALUU.
3.PexkBU3UTHI U 0J1aHKH JOKYMeHTOB. COCTaB peKBU3MTOB JOKYMEHTOB

PexBusur, popmynsap moxkymeHTa, TUNIOBOW (opMymsip, dhopmMyisip-oOpaser, Tabenb GopM JTOKYMEHTOB, albOo0M
¢dbopM yHHPHUIIMPOBAHHBIX JOKYMEHTOB: MIOHATHE, XapaKTEPUCTHKA.

[TpaBuna odopmiieHUs] PEKBU3UTOB OJaHKa M MX PACIOJIOXKEHHUS Ha cTaHaapTHoM (opmarte Oymaru, pazmepsl
noJieil. @opmyIsip-oOpaszer] rpymibl JOKyMEHTOB, IPUHAIISKAIINUX K OJTHOM CUCTEME.

[TpoexTupoBanue OIaHKOB TOKYMEHTOB opranuzanuu. CoctaB, oopMIICHHE, NU3TOTOBICHHE, XpaHEHUE OJaHKOB
OpraHu3aIuH.

brnank moxyMeHTa: MOHSTHE, HA3HAYCHHE, BHUIBI OJIAHKOB (0Omui OnaHK, OJAaHK MUChMa, OJAHK KOHKPETHOTO
BHIa ToKyMeHTa (kpome nuchMa). CocTtas, opopMiIeHHE pEKBU3UTOB OJIaHKA.

4.Opranu3anusi 10KyMeHT0000poTa

OcHOBHBIE AJIEMEHTHl KOMMYHHUKAIIMOHHOTO TIpoliecca Kak ocHoBa opranuzanuu JJOY. Buisl 27eKTpoHHBIX
kommyHukarui. Cinyx6br JIOY B opranmzanusx (HampuMep, B OpraHax TOCYIapCTBEHHOM BJIacTH
Poccuiickoit denepanuu, opranax rocyJapcTBEHHON BiacTh CyObekTOB Poccuiickoit deneparnuu, opraHax
MECTHOTO CaMOYIPAaBJIECHUS, TOCYJApPCTBEHHBIX W MYHHUIUIAIBHBIX MPEANPUITHIX U YUPEKICHHSIX,
WHCTUTYTAaX TPAXITAHCKOTO OOIIECTBA, OOIIECTBEHHBIX OpPraHU3alMIX, HEKOMMEPUYECKHMX M KOMMEPYECKUX
OpraHu3aIUsAX, MEXIYHAPOIHBIX OpraHU3alMsIX, HAYYHBIX W 00pa30BaTENbHBIX OpPraHU3alUsX), 3HaYEHUE,
3amava, QYHKIMH, TUTIOBBIE CTPYKTYPHI, JOJKHOCTHOM cocTaB. Permamentarus padotst CIIOY.

JIOKyMeHTOOOOpOT: TOHSATHE, OOlMe TMPUHIMIBI OpraHu3alud JIOKYMEHTOOOOpOTa, €ro CTPYKTypa,
HeoOxonuMocTh  yu€ra 00bEMa J0KyMeHTooOopoTa. HopMmaTuBHBIE JOKYMEHTBHI, perilaMeHTHPYIOIHe
OpraHu3aIUIo JOKYMEHTOO00pOTa.

5.0pranu3anusi perucTpanu J0KYMEHTOB U KOHTPOJIb HCIOJHEHUS TOKYMEHTOB

Perucrpanus TOKyMEHTOB, ONpeeNICHHE, [IEH, 3aJa4l, MECTa PErHCTPALMU PA3ITUYHBIX KaTETOPUH JOKYMEHTOB.
CuctemMbl u GOpMBI perucTpanuu  (KypHajdbHas, KapTOYHas, aBTOMATU3WPOBaHHAs), WX JTOCTOWHCTBA U
Hemoctatku. [lokasarenu, BBOAMMBIE B perucTpanuoHHbIE (QopMbl. OCOOSHHOCTH PETUCTPAIMK BXOJSIINX,
UCXOJISIINX U BHYTPEHHUX JJOKYMEHTOB.

CocTaB BBHITIOJHAEMBIX pa0OT MPHU OTHPABKE HUCXOAANINX JOKYMEHTOB: NMPOBEpPKa MPAaBWIBHOCTH O(GOpMIICHHS,
HAIMYMS TPUIOKCHUH, ajapeca, COPTHPOBKA IO ajpecataM M BHIAM OTIPABICHHNA COCTABJICHHE OIMCKU
pacchuTkd. TpaguIMOHHBIA CIIOCOO OTHpPaBKH JOKYMEHTOB (To4Toif). OTmpaBKa JOKYMEHTOB C ITOMOIIBIO
tenedoHa, dakca.

KoHTpoJIb MCHONHEHUST TOKYMEHTOB: MOHATHE, Ha3HAUYEHHUE, BUAbL. [IpuHIMIBI opraHu3anuu KOHTpoJs. Cpoku
WCTIOJIHCHUS: TUIIOBOW, WHANBUIYaIbHBIA. TEXHONOTHS BEJCHUS KOHTPOJISl. AHAINM3 MCIOJHEHHS TOKYMEHTOB B
YUPEKICHUSIX.

B3auMocBs3p peructpanuu JOKYMEHTOB W WH(OPMAIMOHHO-CIIPAaBOYHON paboThl. OpraHu3amusi pabOThI C
MOMOIIIBIO CIIPAaBOYHBIX KAPTOUEK.

JIOJ>KHOCTHBIE JIUIIA, OCYIIECTBIISIONINE PETUCTPAIIMIO U KOHTPOJIb UCTIOTHEHUS, UX (DYHKIIUU U TpaBa.

6.Opranuszanus onepaTuBHOIO XpaHeHHUs IOKYMEHTOB

HOMCHKJIaTypa JACJI. IIOHATHC. 3HadeHue HOMCHKJIATYPbBI A€ IJIsL KHaCCH(bHKaHHH JAOKYMCHTOB, OIICPATHUBHOI'O
XpaHCHHUA U HUX HpeﬂapXHBHOﬁ MOATOTOBKH. Buabl HOMCHKIJIATyp HOCJI. HOpHI[OK COCTaBJICHHA, O(l)OpMJ'IeHI/Iﬂ,
YTBCPKACHUSA U IIPUMCHCHU KOHerTHOﬁ HOMCHKIIATYpbI OCJI. HOpHI[OK q)OpMI/IPOBaHI/I}I ACII.

OpraHI/I3aI_II/IH XpaHCHHA HUCHOJHCHHBIX ITOKYMCHTOB. OcHOBHEBIE Tpe60BaHI/I}I HOPMATUBHBIX JTOKYMCHTOB,
PErIIaMCHTUPYIOIU X JaHHBIA JTam ):[OKYMGHTOO60pOTa. OTBETCTBEHHOCTh 3a COXpaHHOCTb OOKYMCHTOB.
KOMHBIOTepI/IBaLII/IH JAOKYMCHTAIMOHHOI'O oOecrieueHust YIIpaBJICHU.

IIpakTHYecKue 3aHATHS
Tema 1. JIoKyMeHTBI H CIIOCOOBI JOKYMEHTHPOBAHUA
Bormpocs! 1t 1OArOTOBKH:

BrnusHue HaydHO-TEXHHYECKOTO Mporpecca Ha JOKYMEHT M JOoKyMeHTHpoBaHue. DenepanbHblii 3akoH «O0
AIEKTPOHHOU ITOITUCH.

Tema 2. YHuduxkanus 1 crTaHAapTH3ALUA J0OKYMeHTOB. CHCTeMBbl JOKYMEHTAIHH



Bompoce! 1 OArOTOBKHU:

I'ocynapcTBeHHBbIE CTaHIAPTHI HA YHU(DUIIMPOBAHHBIE CUCTEMBI JIOKyMEHTALINH.
Tema 3.PexBU3MTHI U 0J1aHKH JOKYMeHTOB. COCTaB PEeKBHU3UTOB JOKYMEHTOB
Bomnpoce! 11 nOAr0TOBKMU:

brnank moxkyMmeHTa: MOHSATHE, Ha3HAYCHHWE, BHUJIbI OJIAHKOB (0OmMi ONaHK, OJaHK MUChMa, OJTaHK KOHKPETHOTO
BHJIA TOKyMeHTa (kpome nucbMa). CoctaB, oopmIileHHE PEKBU3UTOB OJIaHKA.

Tema 4.Opranusanusi J0KyMeHTO000poOTa

Bomnpoce! 151 noAroTOBKU:

Bunbl 2JIeKTpOHHBIX KOMMYHUKAIUH.

Cnyx6s1 IOY B opranuzanusx, 3HaueHHE, 331a4a, (PYHKIIUHN, TUTIOBBIE CTPYKTYPHI, JODKHOCTHON COCTAB.

Tema S.Opranuszanusi perucTpanuu 10KYMEHTOB U KOHTPOJIb HCIIOJTHEHUS JOKYMEHTOB

Bomnpocs! 151 noAroTOBKU:

Perucrpanus JOKyMEHTOB, OIIpEeAEIICHUE, LEH, 3a/1a4i, MECTa PETUCTPALMU PA3ITUYHBIX KATErOpU JTOKYMEHTOB.

Cucrempl u (GopMbl peructpanuu (KypHajdbHas, KapTO4yHas, aBTOMATU3UPOBAaHHAs), WX JIOCTOMHCTBA U
HEJIOCTATKH.

Tema 6.0Opranuszanusi OnNePaTUBHOrO0 XPAHEHUS JOKYMEHTOB
Bormpocs! 111 TOAroTOBKH:
Komnbrotepu3zanus JOKyMEHTalIMOHHOTO 00eCTIeYeHHs YIIPaBIICHUSI.

5. MEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHMUS JIJISI CAMOCTOSITEJIbHON
PABOTbBI OBYYAIOIIUXCA 11O JUCHUITVIMHE

B coBpeMeHHBIX YyCIOBHAX BOCTpPEOOBAaHHBIMM  KaueCTBAMHM Ha DbIHKE TpyAa  SBISAIOTCS
CaMOCTOSTEJIBHOCTh, HHUIIMATUBHOCTD, MPEANPUUMUYUBOCTD, JEIOBUTOCTb, CIIOCOOHOCTh OBICTPO U ONEPATUBHO
IPUCIIOCOOUTBHCSI K M3MEHSIOUIEHCS KOHBIOHKTYpe pblHKA. VIMEHHO 3TM NpodeccHOHaNbHO 3HAYUMBbIE U
COLIMAJIBHO Ba)KHbIE Ka4eCTBa, CTOJIb HEOOXOIUMBIE TeNeph NMPOo(ecCHOHay, J0JKHBI ObITh pa3BUTHI B IIpOLECCEe
oOy4eHus1, B TOM UHUCIIE, B XO/JI€ BHEAYAUTOPHOM CaMOCTOATENbHON PabOThl CTYAEHTOB.

Pexomentyembie cpelcTBa, METO/bI 00y4eHUs, CIOCOObl YUeOHOU NEesATEIbHOCTH, IPUMEHEHHE KOTOPBIX
JUI OCBOEHHSI KOHKPETHBIX MOy el pabouell mporpammsel Haubosiee 3pekTuBHO:

- o0yyeHHEe TEOPETUYECKOMY MaTepually PEKOMEHAYETCs OCHOBBIBATh HA OCHOBHOW M JONOJIHMTEIBHOM
JaUTeparype, M3JaHHbIX TUNOTPapCKUM WM 3JIEKTPOHHBIM CHOCOOOM KOHCIEKTaX JIEKIUi; peKOMEHAyeTcs B
Hayaje CeMeCcTpa O3HAKOMUTh CTYJEHTOB C IIPOrpaMMOM U CLUIUIMHBI, IEPEUYHEM TEOPETUYECKUX BOIPOCOB JUIS
TEKYLIEro MPOMEXYTOYHOI'O U UTOTOBOI'O KOHTPOJIS 3HaHUH, YTO OPUEHTUPYET U MOOLIPUT CTYIEHTOB K aKTUBHOM
CaMOCTOSATEJIbHON padoTe;

- Ha IPAKTUYECKUX 3aHATHAX 3aKPEIUISIIOTCA M YTOUHSIOTCS 3HAHUS, MOy4YeHHbIE Ha JICKIUSIX U BO BpeMs
CaMOCTOSTEJIbHOW MOATOTOBKU. I pa3BUTHsI TBOPYECKUX CIIOCOOHOCTEH CTYIEHTOB aKTMBHO HCIOJIb3YIOTCS
TaKue MEeTOJbl KaK JAMCKYCCUs, MO3TOBOM IITYpM, OOMEH MHEHHMSIMHM 10 IpOOJIEMHBIM BOIIpOcaM, 0OCYKIEeHUE
JOKJIa/10B, cooOmenuil. [loguepkHem, 4To Mpu UCIIOJIL30BAaHUM HHTEPAKTUBHBIX (JOPM POJIb MPENOaBaTelis Pe3Ko
MeHsIeTCsl, IepecTaéT ObITh HEHTPAJIbHOM, OH JIMIIb PEryaupyeT Npolecc U 3aHUMaeTCsl ero oOuiel opranuzanuei,
TOTOBHT 3apaHee HE0OXOAUMBIE 3aaHusl U (OPMYJIHUPYET BOIPOCH MM TEMBI ISl 0OCYXAEHUS B Ipymmnax, AaéT
KOHCYJIbTAllMM, KOHTPOJIUPYET BpeMs M MOPSIO0K BBIMOJIHEHUS HAMEUEHHOTrO IJIaHa. YYacTHUKHM OOpalaroTcs K
COLIMAIBHOMY OIBITY — COOCTBEHHOMY M JIPYTUX JIFOAEH, IIPU 3TOM UM NPUXOJUTCS BCTYNAaTh B KOMMYHUKAIIUIO
ApYyT C APYroM, COBMECTHO pPElIaTh MOCTaBJIEHHBIE 337a4M, NIPE0J0JIeBaTh KOH(IUKTHI, HAXOAUTh OOIINE TOUKU
COIPUKOCHOBEHHUS, UATH HA KOMIIPOMUCCBHI.

B pesynbTare mnpoBeleHHsS MPAKTHUYECKHX 3aHATUH BBIABISAIOTCS CHOCOOHOCTHM OO0Yy4aeMbIX HPUMEHSThH
MIOJIy4YE€HHBIE KOMIIETEHIIUH JUISl PELIEHUS 3a/1a4, CBSI3aHHBIX C TAJIbHEUIIEH 1eATENbHOCTHIO BBIITYCKHUKA.
Ilepeyennb yueOHO-MeTOAMYECKOro 00ecneYeHust A1 CAMOCTOSITeIbHOI padoThl, 00y4aOIMXCS 110

AUCHHUILINHE
I'punbepr A. C., I'op6aués H. H., Myxamermuna O. A.. JlokyMeHTallMOHHOE 0OecrieueHe yrpaBIeHus: y4eOHUK
[DneKTpOHHBIN pecypc] / M.:FOnutn-/lana,2015. -391c. - 978-5-238-01770-9
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HaszBanue pasnenos
(Mopyneit) u Tem

3anaHus 11 CAMOCTOSTENIbHON pabOThI

Tema 1. JlokyMeHTHI U
CIIOCOOBI
JOKYMEHTUPOBAHUS

[Touck u aHanmu3 NOMOJHUTEIHHON ydeOHOM
JTUTEPATyphl UM UHOTO MaTepHuaa.
CocraBiieHHE KOHCIIEKTA.

Tema 2. Yauduxanus u
CTaHapTU3aLH
TOoKyMeHTOB. CHCTEMBI
JOKYMEHTAIH!

[Touck u aHaMM3 NONMOJHUTEIBHON y4eOHOM
JUTEPATYPhl UM UHOTO MaTepHuaa.
CocraBiieHHE KOHCIIEKTA.

Tema 3. PekBU3UTHI 1
OJIaHKU JJOKYMEHTOB.
CocraB peKBU3UTOB
JOKYMEHTOB

[Touck u aHaM3 NOMOJIHUTEIIBHON y4eOHOM
JUTEPATYPhl UM UHOTO MaTepHuaa.
CocraBiieHH€ KOHCIIEKTA.

Tema 4.Opranu3zanust

[Touck u aHaMM3 TOMOJIHUTEIBHON yI4eOHOM
JUTEpaTypbl MK MTHOTO MaTepHana.

perucrpanuu J0KyMEHTOB
U KOHTPOJb HCIOJHEHUS
JOKYMEHTOB

JOKYMEHT0000poTa CocraBileHHE KOHCIIEKTa.
[Touck u aHaN3 TOMOJIHUTEIBHON y4eOHOM
Tema 5.0pranu3zanus | IuTepaTypbl WM HHOTO MaTepHaa.

CocraBiieHH€E KOHCIIEKTA.

Tema 6.Opranu3zanus
OTIEPATHBHOTO XpaHEHUS
JIOKYMEHTOB

[Tonck u aHaMM3 TOMOJHUTEILHON yIeOHOM
JUTEPATYPhl WX UHOTO MaTepHuaa.
CocraBrneHne KOHCITEKTa.

Bomnpoc 1. lTokymeHT — 3T0:

1. undopmanus, 3apukcrupoBaHHas TOJIBKO Ha OYMa>KHOM HOCUTEJNE, HE UMEIOIas PEKBU3HUTHI
2. unopmanus, 3apukcrupoBaHHas HA OyMa)XHOM HJIM JTF0OOM APYroM HOCHUTEIE, UMEIOIIas PEKBU3UTHI

TecToBbIC 3aJaHUA

3. uapopmanus, 3adukcupoBaHHAas HA TIOOOM HOCUTENE, HE UMEIOIIasi PEKBU3UTOB
Bormpoc 2. Uto noHUMAIOT MO/ AEJIO0NPOU3BOICTBOM?
1. rpynnupoBKy, CUCTEMaTU3aLUIO0 TOKYMEHTAIHH

2. xpaneHnue uHbopMaIuu
3. Bce epeyHCIIEHHOE

Bompoc 3. B kakoe Bpemst Hauaju CyliecTBOBaTh MPUKa3bl?

1. ¢ 14-15 BB.
2.¢ 15-17 BB.
3.¢c17-18 BB.

Bomnpoc 4. B kakom rozty 6611 BBeZieH «I eHepalbHbIN periaMeHT»?

1.81720 .
2.81725 1.
3.81730T.

BOHpOC 5. B yem 3akmmrouanack 0COOCHHOCTh peructpanmuu 10KyMCHTOB B KOJICXKCKOM crucTemMe?
1. peructpanusda COmpoBOKAaIa JOKYMCHTEI B TCUCHHUEC BCCTO ITPOLICCCa TPOU3BOACTBA ACJIA U B apXUBC

2. peructpanud COmnpoBOKaAaIa JOKYMCHTEI B apXHUBC
3. peructpanusd COIpoBOKAaIa JOKYMCHTAIIUIO B Ha4YaJIC IPOU3BOACTBA ACJIa

BOHpOC 6. B kakom ACIIOIMMPOU3BOACTBEC JaTa CTAHOBUTCA CAMOCTOATCIIbHBIM 3JICMCHTOM (bopMynﬂpa?

1. B cTo10110BOM
2. B KOJUIEKCKOM




3. B HCIOJTHUTEIHHOM

Bormpoc 2. B kakoe Bpemsi JOKYMEHTBI CTaJId U3rOTaBIUBATLCS Ha OnaHkax?

1.8 17 B.

2.B18B.

3.8 19B.

Bomnpoc 7. Mexay co0oi KOJUIeTur NepenuCchIBaIUCH:

1. mpomeMopusaMu

2. yKazamu

3. panoptamu

Bompoc 8. [1o kakomy npu3HaKy rpynnupoBaIiCh JOKYMEHThI B UCIIOJIHUTEILHOM IPOU3BOJICTBE?
1. no HOMUHAIBHOMY

2. 110 aBTOPCKOMY

3. BCE MEPEUYUCICHHOE

Bompoc 9. B kakom roxy 6s11 yupexnen BHUMIAL?

1.8 1966T.

2.81970r.

3.B1988T.

Bompoc 10. Kakoso rimaBuoe tpedoBanue EI'CJ] k opranuzanuu 10KymeHTOo000poTa?
1. MakcUMaJIbHO BO3MO>KHAsI LIEHTpaJIn3aliys onepaluil mo oopaboTke J0KyMEHTOB
2. peryaupoBaHue ABUKEHUS TOKYMEHTOB BHYTPH YUPEKICHUS

3. BCE MEPEUYNCIICHHOE

Bomnpoc 11. 13 ckompkux gacreit cocrout cucrema J[I0Y?

1. ogHOM

2. AByX

3. Tpex

Bomnpoc 12. Kakue oprann3ainoHHO-pacIOpsAAUTENbHBIE JOKYMEHTHI OTHOCATCS K Y COP/1?
1. mocraHOBIEHUS, PACHIOPSKEHUS, TPUKA3BI

2. IpPOTOKOJIbI, AKTHI, MUCbMa

3. BCE MEPEUNCICHHOE

Bompoc 13. Kakue nokymeHThI BKIIFOUYeHBI B OOIIEpOCCHICKII KiacCU(PUKATOP YIPaBIECHYSCKON JOKYMEHTAIIMHI
(OKVY)?

1. mocraHOBIEHUS, PACTIOPSKEHUS, TPUKA3BI

2. IpPOTOKOJIbI, AKThI, MUCbMa

3. BCE MEPEUUCICHHOE

Bompoc 14. Korga Obuia yrBepskaeHa TumnoBas HHCTPYKIIHS MO JEJIOTPOU3BOACTBY B MUHUCTEPCTBAX U
BegoMcTBax PD?

1. 6 mrons 1992 r.

2. 10 aBrycra 1995 r.

3. 15 mapra 1999 r.

Bomnpoc 15. Ha yeM ocHOBBIBaeTCSl CTaHAAPTU3ALINS?

1. Ha pe3ynbTaTax HayKd U TEXHUKU

2. Ha MPAKTUYECKOM OIIbITE

3. BCE MEPEUYUCIECHHOE

Bompoc 16. [Ipuniun tpadaperusanuu mo3BoIser:

1. yckopUTh CO3aHNE OJTHOTUITHBIX JOKYMEHTOB

2. u36exaTh M3IUITHUX OMINO0K

3. BCE IEPEUYHUCIIEHHOE

Bompoc 17. Ilepenucka 3aHnMaeT B 00beMe TOKYMEHTAIUH MPEANPUSTHUS:

1. 70 20%

2. 1o 50%

3. no 80%

Bompoc 18. BaxxHbiMu cpeacTBaMu HHPOPMAITHOHHOTO 00eCTIeUeHUS SBIISIFOTCS:

1. knmaccupuKaToOpbl TEXHUKO-3KOHOMHYECKOH HHPOpMAIUH

2. kiaccu(pUKaToOPhl COUATBHON HHPOPMAITTT

3. BCE IEPEUYHNCIIEHHOE

Bomnpoc 19. Kakas cucrema knaccupukanuu npunsra B OKY/[?

1. ogHOCTYNIEHYATast uepapxudecKas

2. IBYXCTYII€HYATasl uepapXuyeckas



3. TpexcryneHyaras uepapxudeckas

Bompoc 20. CkobKO KaHAJIOB MOCTYIUIEHUS BXOAAIIUX JOKYMEHTOB JOJIKHO CYILECTBOBATh B OPraHU3aLUN?
1. ogun

2. 1Ba

3. Tpu

Bompoc 21. CkonbKO CyLIECTBYET OCHOBHBIX MAPIIPYTOB IPOXOKACHUS JOKYMEHTA?
1. ogun

2. 1Ba

3. Tpu

Bompoc 22. OdunuaisHbie MuchMa OBIBAOT:

1. omHOACTIEKTHBIE

2. MHOTOACTIEKTHBIE

3. BCE MEPEUYUCICHHOE

Bomnpoc 23. UTto OTHOCAT K CITPpaBOYHBIM JaHHBIM 00 OpraHu3anum?

1. mouTOBBI U TenerpadHbIi aapec

2. Homepa TenedoHa, gakca, HOMEp cyeTa B OaHKe

3. BCE MEPEUYUCICHHOE

Bompoc 24. PekBU3UT «IOAMUCHY) TTOMEIIAETCS:

1. creBa mmoj TEKCTOM MHUChMa cpa3y OT MOJIS

2. crpaBa 1oJ| TEKCTOM MUChMa

3. B IEHTpPE MOJ TEKCTOM MUChMa

Bompoc 26. Ha Onanke kakoro ¢popmaTta 00bIYHO O(OPMIISIFOT COITPOBOAUTENBHOE TUCHMO?
1. A4

2. AS

3. A10

Bomnpoc 27. ITuceMo-HannOMMHaHUE COCTOUT:

1. U3 HarmTOMUHAHUA O BEIIOJIHEHUN ICHCTBUNA

2. U3 yKa3aHus Mep, KOTopble OyayT MPUHSATHI B CIIydae HEBBIOJHEHHSI 3TUX NEHCTBUI
3. BCE MEPEUNCICHHOE

Bompoc 28. TTonoxxenus ObIBAOT:

1. TunoBsIe

2. VHIUBUAYaJIbHbBIC

3. BCE MEPEUUCIICHHOE

Bompoc 29. PacniopsbkeHust MOTYT OBITh:

1. o0111ero, MIMTEIBHOTO ACHCTBUS

2. KacaIuecss KOHKPETHOTO, OTJEIBHOTO ClTy4yast

3. BCE MEPEUUCICHHOE

Bonpoc 30. Ckoyibko cTaidii MOArOTOBKH PACHOPSIUTEIIBHOTO JOKYMEHTA MOYKHO BBIICIUTH?
1. omny

2. IBe

3. Tpu

6. ©OH OHEHOYHBIX CPEACTB JJI51 NPOBEJEHUS TEKYILEI'O KOHTPOJIAL,
IMPOMEXYTOYHOU ATTECTAIIUU OBYYAIOIIUXCHA 11O JUCHUITJIMHE

@oHJ OLIEHOYHBIX CPEACTB I IPOBEACHUS TEKYLET0 KOHTPOJIs, IPOMEKYTOYHON aTTECTAllUU IIPUBEICH B
MIPWIOKEHUN
7. MEPEYEHb OCHOBHOM U JONMOJHUTEJbHON YYEFHOU JTUTEPATYPBI,
HEOBXOJIUMOM JIJIsI OCBOEHUSA JUCIHUILIUHBI
7.10cHOBHas JIMTEPATYPA
I'punbepr A. C., I'op6aués H. H., Myxamerimuna O. A.. JIokyMeHTaIlMOHHOE 00ecrieueHre yIpaBiIeHHs: yUeOHUK
[DneKTpOHHBIN pecypc] / M.:FOuutn-lana,2015. -391c. - 978-5-238-01770-9
http://biblioclub.ru/index.php?page=book&id=115031

Opranuzanus ¥ TEXHOJOTHUS JAOKYMEHTAIIMOHHOTO OOECIeYeHMsI YIPaBJICHUsS: JJIEKTPOHHOE ydeOHOe mMmocolOue
[DnexTponHsblii pecype] / KemepoBo:KemepoBckuit rocygapcTBeHHbIi yHuBepcuTeT,2017. -478c. - 978-5-8353-
2149-0http://biblioclub.ru/index.php?page=book&id=481592



http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=481592

Bemkyposa, A.b. JlokymeHTanonHoe oOecrieyeHue yrpaBieHHs: yueOHOe MOocoOue JUIsl CTYJACHTOB CPEIHEro
npogeccuonanbHoro obpasosanus : [12+] / A.b. BemkypoBa. — Mocksa ; bepnun : Jupexr-Menua, 2020. — 170
c. : mwi., Tabu. — Pexxum nocryna: nmo noxnucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999

7.2 JlonoJHUTe/IbLHAS JIUTEPATYPa
1. ®enepanbublii 3akoH "O0 uHPOpManuu, HHGOPMAIIMOHHBIX TEXHOJIOTUAX U O 3alluTe MHPOpMauu" oT

27.07.2006 N 149-®3
2. ®enepanbublii 3ak0H 0T 06.04.2011 N 63-D3 "O6 31ekTpoHHO# moamucH"
3. I'punbepr A. C., T'opbaues H. H., bonmapenko A. C.. MHpOpMannoOHHBIE TEXHOJOTHH YIPABICHUS:
yaeOHOe TmocoOme [DaekTpoHHbBId pecypc] /  M.:IOnutu-llana,2015. -479c. - 5-238-00725-6
http://biblioclub.ru/index.php?page=hook&id=119135

8. IEPEYEHb COBPEMEHHBIX TPO®ECCUOHAJIBHBIX BA3 IAHHBIX,
NH®OPMALINOHHBIX CITPABOYHBIX CUCTEM

Bce obOyuatomuecs: obecniedyeHbl JOCTYIIOM K COBpEMEHHBIM IpodeccuoHalbHbIM 0a3aM JaHHbBIX U
MH(OPMALMOHHBIM CIIPAaBOYHBIM CHUCTEMaM, KOTOpbIE IOJUIEKAaT OOHOBIEHHIO MPH HEOOXOJUMOCTH, YTO
OTpaxkaeTcs B JIMCTAX aKTyalu3aluu pabouux MpOrpaMM.
CoBpeMeHnHble podeccHoOHATbHbIE 0a3bl JAHHBIX:
AMuHHCTpaTHBHO-yIpaBieH4eckuit moprain. URL: http: http://www.aup.ru/
[{eHTp KOMIIETEHIIUH 10 BONPOCAM JOKYMEHTAIMOHHOTO 00eCIeueHH s YIIPaBIeHHsI U apXUBHOTO Jiena
http://www.edou.ru/

HNHpopmannoHHbIe CIPABOYHbIEC CHCTEMBI

CnpaBouHo-nipaBoBasi cucrema «KoHcynbTanT mirocy -_http://base.consultant.ru
SIunexc https://yandex.ru/

Pamb6nep https://www.rambler.ru/

Google https://www.google.ru/

Mail.ru https://mail.ru/

IIpu ocymectBieHnn 00pa3OBaTEIBHOTO TIpoOIecca M0 JUCHUIUIMHE (MOIYIIO) HCIOJB3YOTCS
AIIEKTPOHHBIE 00pPa30BaTENIbHBIE PECYPCHI, Pa3MEIIEHHBIE B 3JEKTPOHHOW HHPOPMAIMOHHO - 00pa30BaTEIbHOMN
cpene yauBepcuteta (QUOCITTY):

[Ipe3eHTaiOHHbBIE MaTEPHAIIBI
http://dis.ggtu.ru/mod/resource/view.php?id=26810&forceview=1

Jlexunonueie MaTepuaibl o TeMe «3amaun JJOY. Opranuzanus ciryx0b1 JIOY Ha npeanpustum»
http://dis.qgtu.ru/course/view.php?id=2590

9. OMUCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bl, HEOEXOJIUMOM IS
OCYHECTBJIEHHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA 11O JUCHUIIJIMHE

HJ'ISI OCYILCCTBJICHUA O6pa3OBaTeJ'IBHOl"0 nmpooecca 1O JAUCHUIUIMHE HWMECTCA B HAJIWYHUKA  CICAYROIIAA
MaTCPpHUaAJIbHO-TCXHUYCCKAA baza:

AyauTopun IIporpammHoe obecnieyeHue

- yueOHas ayauTOpus I MPOBEACHMs y4eOHBIX 3aHATHH mo | OnepanuoHHas cucTeMa
JUCLMIUIMHE, OCHAILlEHHAas KOMIIBIOTEpPOM C BbIXOAOM B | [lakeT o(MCHBIX IPUIOKEHUI
UHTEPHET, MYJIbTUMEINA IIPOEKTOPOM; Bpayzep Firefox, Snnexc

- TOMELICHHE JJIsl CaMOCTOSTENbHOM paboThl oOywarommxcs,
OCHAILEHHOE KOMIIBIOTEPHON TEXHHUKOH C BO3MOYKHOCTBIO
MOJIKIIIOUEHUS K ceTH MHTepHeT u o0ecrieyeHneM J10cTyma B
ANIEKTPOHHYIO  HMH(pOPMAIIMOHHO-00pa30BaTENbHYI0  CpEaLy
ITTY;



http://biblioclub.ru/index.php?page=book&id=570999
http://biblioclub.ru/index.php?page=book&id=119135
http://www.aup.ru/
http://www.edou.ru/
http://base.consultant.ru
https://yandex.ru/
https://www.rambler.ru/
https://www.google.ru/
https://mail.ru/
http://dis.ggtu.ru/mod/resource/view.php?id=26810&forceview=1
http://dis.ggtu.ru/course/view.php?id=2590

- CliCUAJIM3UPOBAHHAA aAyanuTOpud JJIA IMPOBCACHU A
nabopaTopHBIX paboT MO AUCIUILIHNHE,

OCHAIIIEHHAsi HA0OPOM PEaKTHBOB U JIA0OPATOPHOTO
000pyIOBaHuUS;

10.OBYYEHUME UHBAJINJI0B U JINL] C OTPAHUYEHHBIMH BO3MOXHOCTSAMMU 310POBbSI
[Ipu HeoOxoaumocTu pabouas MporpamMma JUCHHUIUIMHBL MOKET OBITh aJanTHUpOBaHa [UIsi OOecredeHus
00pa30BaTeNLHOTO MpOIEcCa WHBAJIHMIOB W JIMI C OTPAHWYCHHBIMH BO3MOKHOCTSIMH 3/0pOBbs. st 3TOTO
TpeOyeTcsi 3asBICHHE CTyAeHTa (ero 3aKOHHOTO TMPEJICTABHTENS) M 3aKIIOUEHHE IICHXOJIOT0-MEIHKO-
negarornyeckoit komuccuu (IIMIIK).

Agsrop: k.3.H. Kamenckux H.A.

[IporpamMma yTBepaeHa Ha 3aceaHUU KadeIpbl MaTEMaTHUKU U SKOHOMUKH OT 26 utonst 2023r.,
npoTokoa Ne 8

3aB. kadenpoit Kamenckux H.A.



IMPUJIOXKEHUE

Munucrepcrso o6pazoBanusi MockoBckoi 00J1acTu

I'ocynapcrBenHoe o0pa3zoBaTe/ibHOe yupe:kieHHe Bhiciiero oopasosannss MockoBckoii 001acTu
«I'ocynapcTBeHHbIN T'YMAHUTAPHO-TEXHOJIOTMYECKHIl YHUBEPCUTET»

®OHJ] OLITEHOYHBIX CPEJICTB
JUIS TIPOBEZIEHVSL TEKVIIEIO KOHTPOJIA,
[MPOMEXXYTOYHOMN ATTECTALIUU IO JUCLUIUIMHE

b1.0.23 [lokymeHTaninOHHOE 00ecnieyeHue YNpPaBjaeHHsl COUMATbHO-IKOHOMUYECKMMU CUCTEMaMHU

Hanpagienue noarorosku 38.03.04 «I'ocyrapcTBeHHOEe M MyYHHMIMIIAJIbHOE YIIPABJICHHE»

HanpagJsieHHocTh (1po¢duiib) nporpamMmsi
IIpaBoBOe pery/impoBaHue B rocyiapcTBEHHOM M MYHHMIMIIAJLHOM YIIPaBJICHUHU

KBanudpurkanus BoinyckHuka bakanasp

®opma 00yyeHns - OYHas

2023r.



1.1 HaMKATOPHI JOCTHKEHUS KOMIIeTeHIUIi

Koxa n HaumeHnoBanue HaunmeHoBaHMe HHANKATOPA TOCTHKEHUSI YHUBEPCAIbHOM
KOMIETEHIUH KOMIIETCHIIUT

OIIK-5 Crnocoben OIIK-5.1 3HaeT: OCHOBHbIE NPHUHLHUIIBI PabOTHI IOCYIapCTBEHHBIX U
MCIOJIb30BATh B | MyHUIIUIAIBHBIX UH(POPMALIMOHHBIX CHCTEM; TEXHOJIOTUH

npo(hecCHOHANBPHON JIEITETBHOCTH | SJIEKTPOHHOTO IPABUTENBCTBA M IMPEIOCTABICHUS TOCYIApPCTBEHHBIX
UH(POPMAITMOHHO- (MyHUIIMIIAJIBHBIX) YCIYT;

KOMMYHUKAIIMOHHBIC TCEXHOJIOTHUH,
OIIK-5.2 Vmeer: pemarb cTaHIapTHBIE 3aJaud MPOQECcCHOHAIBHON

rOCyapCTBEHHbIE u
NEeATENbHOCTH c IpUMEHEHHEM MH(OPMAILMOHHO-
MyHULIMOATLHbIE y
KOMMYHHKALMOHHBIX TEXHO-JIOTHii;
MH(OPMAaLMOHHbIE CHCTEMBI;
TIpUMCHATE TEXHOJOTN | O[IK-5.3 Buiajeer: HaBBIKAMH OCYIIECTBJICHHS B3aUMOJCHCTBUS C

SJICKTPOHHOTO  MPABUTCIBCTBA M | rpaycapaMu M OpraHM3alMsAMU B IIPOLECCE  IPENOCTABICHHUS

IpEAOCTABIICHHS rOCy/lapCTBEHHbIX (MYHULUIAIbHBIX) YCIYr, B TOM 4HCIE C

roCcygapCTBCHHBIX NPUMEHEHUEM OTUCTAHIIMOHHBIX TEXHOJIOTHH.

(MyHUIIMTIAJIBHBIX) YCIYT

1.2 Onucanue noka3arte/ieii 1 KpUTepHEB OLICHUBAHNS KOMIETEHINI HA PA3JIMYHBIX 3TANAX HX ()OPMHPOBAHMS, ONHCAHME HIKAJ
OleHUBAHMS"
OleHKa ypOBHsI OCBOEHHsI KOMIIETEHIINI Ha pas3HbIX dTanax ux (OPMUPOBAHUS HPOBOIAUTCS HA OCHOBE AU(HEPEHIHUPOBAHHOTO
KOHTPOIIS KaKJI0T0 TIOKA3aTeNs KOMIETEHIIHH B PAMKAX OLEHOYHBIX CPEJICTB, NpuBeaeHHbIX B POC.,

Ne n/n | Haumenos Kpatkas [Ipencrasne
aHue XapaKTEepPUCTHKA HHE Kpurepuu onieHuBaHus
OLIEHOYHOT OLICHOYHOT O OLICHOYHOT O
0 cpezcTBa cpencTBa CpencTBa B
¢donge
Oyenounvle cpedcmaa 015 NposedeHUs. MeKyuje20 KOHMpOJs.
1. I'aoccapu | HaGop wmatepuanos, | Crmcok Onenka «Omauuyno»: JaHBl OMNPENENCHUS BCEX IPEIIOKEHHBIX
i HalpaBJICHHBIX  Ha | TEPMUHOB TEpMHHOB, BCE 3aJ[aHUsI BBITIOIHEHBI IPAaBUIIBHO.
NIPOBEPKY  3HAHMA Ouenka  «Xopowwo»:  pmaHbl  TPaMOTHbIE  ONpPEACICHUS  BCEX
(mokazare | OCHOBHBIX IOHATHH MPE/ICTaBIEHHBIX TEPMUHOB, OJTHAKO UMEIOTCS OTJETIbHbIE HEOUETHI.
b JUCLIUIUINHBL. Ouenka  «Yooseremsopumenvro»:  OonplIas  4acTh  TEPMHUHOB
komriereH | Croco6 — IpoBEpKH OXapaKTepHU30BaHa MPAaBUIBHO, HO BCE OIPENENICHUs UMEIOT HEAOUETHI;
1201 CTEMIEHH  OCBOCHMSA BCE OMNPEACNIEHHUA IPEICTABIEHbl, HO JOIYIIEHO HECKOIBKO TI'PYOBIX
«3HaHHe») | KaTeropHalbHOTO OIIHOOK.
ammapara. Onenka «HeyodosnemsopumenvbHoy: OONbIIas YacTh ONpeNelieHH He
TIPECTABIICHA, JINOO MPEICTABIEHA C TPYOBIMH OITHOKAMH.
2. Hoxaan PacmmpenHoe TemaTuka Onenka «Omauuno».  TOKa3aHO YMeHHe KPUTHUIECKOTO aHalIHu3a
MTICBMEHHOE WIN | JIOKITaJg0B nHpopmanuu. TeMa akTyanbHa, COAEPKAHUE COOTBETCTBYET 3asBJICHHON
(mokazare | ycTHOe cooOrieHue TeMe, TeMa TIIOHOCTBIO PACKpbITa, IPOBEICHO PACCMOTPEHUE
b Ha OCHOBE JIUCKYCCHOHHBIX BOIPOCOB II0 MPOOJEME, CONOCTABIEHBI Pa3IHIHBIC
KOMIIETEH | COBOKYITHOCTH DaHeEe TOYKM 3pEHHA 10 pPacCMaTPUBAEMOMY BOINPOCY, S3bIK H3JIOKECHUS
8131 OITyOJIMKOBAaHHBIX Hay4eH, COOJII0AAeTCsl JIOTHIHOCTD U MOCIIEI0BATENFHOCT B U3JIOKCHUHT
«YMeHue» | nMccienoBaTeIbCKUX, MaTepuana,  HCIOIb30BAaHBI HOBEHIINE HCTOYHHKH II0 MpoOieMe,
) Hay4HBIX pabor, BBIBOJIOB UETKHE, O(hopMIIeHNE PabOThl COOTBETCTBYET MPEIbSBISIEMBIM
M3IIOKCHUE TpeOOBaHUIM.
pe3ynbTaToB Onenka «Xopouio»: MOKa3aHO YMEHHE KPHUTHYECKOTO aHalu3a
TIPOBEAEHHBIX nHpopmanmu. Tema akTyalbHa, COJep KaHNE COOTBETCTBYET 3asBICHHOMN
HCCIIEeJOBAaHNH, TeMe, S3bIK W3JIOKEHWsS HaydeH, 3asBIICHHas TeMa pacKpbITa
9KCTIEPUMEHTOB u HEIOCTAaTOYHO  TIOTHO, OTCYTCTBYIOT  HOBEHIINE  JIHTEpaTypHbBIE
pa3paboTok 1o WCTOYHMKHM 1O Tpobseme, mpu odopmieHHHn pabOTBl HMEIOTCS
COOTBETCTBYIOIIEH HEJI0YETHI.

'Ouenka «OTiMuHO» M «XOPOIIO» COOTBETCTBYET MOBBIIIEHHOMY YPOBHIO OCBOEHHS KOMIIETEHIIMH COTJIACHO
KPUTEPHSIM OLICHUBAHUS, IPUBEICHHBIX B TAOJIUIE K COOTBETCTBYIOIIEMY OLICHOUHOMY CPEJCTBY

OneHka «YIOBJIETBOPUTEIEHO» COOTBETCTBYET 0a30BOMY YPOBHIO OCBOCHMS KOMIIETEHIIMU COTJIACHO KPUTEPUSIM
OLICHUBAHMSI, TIPUBEACHHBIX B TAOIUIE K COOTBETCTBYIOIIEMY OIICHOUHOMY CPEICTBY

Onenka «HeynoBiaeTBOpUTEIBHO» COOTBETCTBYET OKA3ATENI0 «KOMIIETEHIIMS HE OCBOEHA»


http://ru.wikipedia.org/wiki/%D0%A1%D0%BE%D0%BE%D0%B1%D1%89%D0%B5%D0%BD%D0%B8%D0%B5

OTpaciy  Hay4YHBIX Ouenka «Yoosremsopumenvno». He IOKa3aHO YMEHHE KPUTHUECKOTO
3HAHUH,  WMEIOIHX aHamm3a wuHpopMarmu. ConepkaHue paboThl HE B TOJHOH Mepe
3HA4YEHHE ISl TEOPHH COOTBETCTBYET 3asIBIICHHOW TE€Me, TeMa PacKpbiTa HEJJOCTATOYHO ITOJHO,
HayKH u WCIIONIb30BaHO  HEOONBIIOE  KOJNMYECTBO  HAYYHBIX  HCTOYHHKOB,
MIPaKTHYECKOTO HapylIieHa JOTUYHOCTh U ITOCIIeJOBATEIbHOCTD B U3JIOKEHUH MaTepHala,
TIPUMEHEHNSI. 1ipy 0(OPMIIEHIH PaObOTHI UMEIOTCS HEJOUYETHI.
Ouenka  «Heydoeremeopumenbno»:.  copepxkaHue  paboThl  He
COOTBETCTBYET 3asBIEHHOW TeMe, coiepkaHue pabOoThl HM3JIOKEHO He
Hay4YHBIM CTHIJIEM, MaTepHal H3JIO)KEH HErpaMoTHO, 03 JIOrHYecKoi
TMOCIIEIOBATENILHOCTH, TIPH O(QOpMIIEHHMH pPadOTHl HMMEIOTCS TpyOble
HEJI0YETHI.
Jaexktpon | OneHodHOE [TemaTuka Onenka «OmauuHo»: B AIEKTPOHHOM KOHCIEKTE ONTUMAJILHBIA 00beM
HBIii CPEICTBO, DIIEKTPOHHOT'O | TekcTa (He Oojiee OAHOM TpeTn opuruHaia). I[IpucyTcTByeT Jlormyeckoe
KOHCHEKT | IO3BOJIAIOLIEe [KOHCTIEKTa MOCTPOCHHE M CBA3HOCTh TEKCTa, IOJHOTA/ TIyOWHA W3JI0KEHHS
(dbopMupoBath u MaTeprana (HaJludue KIIIOUeBBIX IMOJOKEHWH, Mbicier). Mudopmarms
OlLICHWBATh yMEHHe BU3yaJIM3UpOBaHa KaK pe3ylbTaT ee OOpaOOTKH (TaOJHIBI, CXEMBI,
(mokazare | MPUMEHSTH pUCYHKHM — TIpH HeoOxomumocth). OdopmieHHe - aKKypaTHOCTS,
b TEXHOJIOTHIO cOOJIoileHne  CTPYKTYphl opuruHana. IlpencraBieHbl BBIBOABI |
KOMIIETEH | KPUTHYECKOTO NPUMEpPHI MPaKTHYECKOro IPUMEHEHHs MpopaboTaHHOW MH(OpMAaIIUH.
170 MBIIIICHUS 4epes Onenka «Xopowio»: B DIEKTPOHHOM KOHCIIEKTE ONTHUMAJIbHBIA 00beM
«YMeHue» | aHalM3 MaTepuaa. Tekcta (He Oonee omHOM TpeTu opuruHana). [IpucyrcTByeT yacTHUHO
) JIOTUYECKOE TOCTPOCHUWE W CBSI3HOCTh TEKCTa, IONHOTa/ TIyOMHA
M3JIOKEHUs] Marepuasia (Hajlu4yue KIIFOYEBBIX IOJOKEHHH, MBICIEH).
Wudopmanus BU3yaan3upoBaHa Kak pe3ynbTaT e¢ 00padoTKu (TaOHIIbI,
CXEMBI, pUCYHKH — ITpU HeoOxoaumocTn). OdopMIiieHHe - akKypaTHOCTb,
HO He COOJII0JIeHa CTPYKTYPbl OPUTHHAIIA.
Ouenka  «Yooeremgopumenvro»: B DIEKTPOHHOM  KOHCIIEKTE
ONTUMAJIbHBIA 00beM TekcTa (He Oosiee OJHOM TPETH OpPUTHMHAIIA).
HapyiieHo Jioruyeckoe IOCTPOGHHE U CBSI3HOCTh TEKCTa, IOJHOTa/
rIyOMHa W3JIOKEHHs Martepuaia (HaJIUYUe KIFOUEBBIX IOJIOKEHHH,
MmbIciieit). HpopMalys He BU3yaJIM3MpOBaHa.
Onenka «HeyoosnemsopumenvHo». KOHCIEKT HamucaH 0e3 ydeTa
NpebsIBICHHBIX TPEOOBAHUIA, UIMEIOTCS TPYObIe OIIHOKH.
Mpakruue | Hanpasieno Ha Ipaktnueck | Ouenka «Omauunoy»: TPOAEMOHCTPUPOBAHO CBOOOAHOE BIaJCHHE
cKHe OBJIajIeHHe ue 3a7aHus | Mpo(eCCHOHANBHO-IOHATHHHBIM aIlllapaToM, BIaJeHHE METOJaMH U
3a/1aHus METOJaMHU u METOAMKaMHU AUCHMIUIMHEL. [1oKa3aHbl CHOCOOHOCTH CaMOCTOSTEILHOTO
METOIUKAMHU MBIIUICHUS], TBOPYECKOH aKTHUBHOCTH.
U3y4aeMon Ornenka «Xopowio»: IIPOAECMOHCTPHUPOBAHO BIIaJICHUE
(mokaszare | AMCIUILUIMHBL NpoeCCHOHANLHO-TIOHATHIHEIM ~ amllapaTtoM, TpH  NPUMEHEHUH
b METOZOB M METONUK JUCLUIUIMHBI HE3HAYHUTENbHbIE HETOYHOCTH,
KOMIIETEH NOKa3aHbl CIIOCOOHOCTH CaMOCTOSTENHEHOTO MBIIUICHHUS, TBOPYECKOH
vy AKTHBHOCTH.
«Bnagenn Ouenka «Yooseremgopumenvro». TPOIEMOHCTPHPOBAHO  BIAJICHUE
e») npoQecCHOHANBHO-TIOHATUIHEIM ~ almapaToM Ha HHU3KOM  YPOBHE,
JOMYCKAIOTCS OIIMOKM IpU NPHUMEHEHHH  METONOB M METOIMK
JVCLUTIIHHBL.
Ouenka «HeyoosnemeopumenvHo». He IPOAEMOHCTPHPOBAHO BIIaJICHUE
po¢heCcCHOHANBHO-TIOHATHIHHBIM aNlapaToM, METOIAaMH U METOIMKAMH
JMCLIUTIIMHBIL.
OyeHouHvle cpedcmea 0iisl NPOBedeHUs NPOMEHCYMOYHOU ammecmayuy
Jx3amen | KonrtpompHoe Bonpocer k Ouenka «OmauuHo:
MEpOINpPHSTHE, 9K3aMEHY 3HAHHE TEOPHH BOINPOCA, MOHATHHHO-TEPMHUHOJIOTMYECKOro armmapara
KOTOpOE IPOBOJHUTCS JHCLHUIUTMHBI (COCTaB U COAEpXKaHNe NOHATHH, HX CBA3el MeXIy co0Ooi,
o OKOHYaHUHU HX CHCTEMY);
H3yYCHHS yYMeHHMe aHAIM3HPOBATH MPOOJIEMY, COIEPIKATENBHO U CTHIIMCTHYCCKH
JMCUUTIIHHBIL. rpaMOTHO H3JIaraTh CyTh BONpPOCa; IITYOOKO MOHMMATh, OCO3HABAThH

MaTepHa;

BJIaJleHHe aHAJTUTHYCCKUM CIIOCOOOM H3JIOKEHHUSI BOMPOCA, HAYJHBIX
Wael; HaBBIKAMHU apTyMEHTAIMN W aHajm3a (aKToB, COOBITHH, SBIICHHH,
MPOLIECCOB B MX B3aUMOCBSI3U U JUATEKTUIECKOM Pa3BUTHUH.

Onuenka «Xopouio»:

3HAHHE OCHOBHBIX TEOPETUUECKHX MOJIOKEHUH BONIPOCa;

yMeHHe aHAJM3UPOBATh SBICHNUS, (DAaKTHI, JEHCTBUS B paMKaxX BOIPOCa;
COZIEPKATEeNIbHO M CTHIIMCTHYECKH I'PaMOTHO M3JIarath CyTh Bompoca. Ho
HMMeeT MECTO HEeJIOCTATOYHAS ITOJTHOTA MO M3JIaraeMoMy BOITPOCY.
BJIaJleHHe aHATNTHIECKUM CIIOCOOOM H3JIOKEHHS BOIPOCA M HaBBIKAMHU
apryMeHTaLIH.

OrneHka «Y0081emeopumenbvHoy:

3HAHMe TEOpHH Bompoca (QparMeHTapHO (HEMOJIHOTA W3JIOKEHUS




nHpOPMAIIH; ONIEPUPOBAHHE IOHATHIMHA Ha OBITOBOM YPOBHE);

yMEHHe BBIJICITUTH TJIaBHOE, CPOPMYIHPOBATH BHIBOIBI, TOKA3aTh CBI3b
B ITIOCTPOCHUH OTBETa HE MPOJECMOHCTPUPOBAHO;

BJIAJIEHHE AHAJUTUYCCKUM CIIOCOOOM H3JIOKCHHS BOIPOCA W BIIAJICHUC
HaBBIKAMH apTyMEHTAITUH HE MPOJICMOHCTPHUPOBAHO.

Onenka «HeydosnemeopumenbHo:

3HAHHE MOHSATHHHOTO ammapara, TEOPHH BOIIpOCa, HE
TIPOJEMOHCTPHUPOBAHO;

YMEeHHe aHAIN3UPOBATh YUCOHBIN MaTepra He IPOIEMOHCTPHUPOBAHO;
BJIaJieHHe aHAJIUTUYECKUM CIOCOOOM M3JIOKEHHsSI BOIPOCA W BIIAaJCHUE
HaBBIKAMH apTYMCHTAIMU HE MPOJAEMOHCTPUPOBAHO.

1.3. TunoBbie KOHTPOJbHBbIE 3aJaHHS WJIH HHbIE MATEPUAJbI ISl MPOBedeHUs TEKYIIero KOHTPOJS, MPOMEKYTOYHOM
aTTecTAllH, He0OXOAMMBbIe VISl OLeHKH 3HAHWI, YMEHHUI1, HABBIKOB H/WIH ONBITA e TeJbHOCTH, XapaKTePU3YIOIIUX ITANBI
(opMupoBaHNsA KOMIEeTEHIMI B polecce OCBOCHUSI 00pa30BaTEJIBLHOI MPOrpaMMbl
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Bonpocs! k 3k3amMeny

OcHOBHBIE 3JIEMEHTHl KOMMYHHUKAIIMOHHOTO Mpoliecca Kak ocHoBa opranuzanuu JJOVY.
Buibl 251eKTpOHHBIX KOMMYHHKAIHH.
OyHKIMKM JTOKYMEHTOB: WH()OpPMAalMOHHAsl, KOMMYHHUKAaTHBHAs, COLMAlIbHAs, KYJIbTYpHas, YIpaBlieHYeCKasi, MpaBoOBasdi,
HCTOpHYECKasi, U APYTUe, UX XapaKTEPHCTHKA.
JIOKyMEeHTHpOBaHHE: OCHOBHBIE CIIOCOOBI.
MarepuanbHble HOCUTENH HH()OPMALIUH.
Kiaccugukamuusi TOKyMEHTOB 1O CIIOCOOY HW3TOTOBJICHUS, IMPOHUCXOXKICHHIO, CONEPKAHWIO, HANMEHOBAHWIO M APYTHMM
NpU3HAKAM.
yHI/I(bI/IKaL[I/IH U CTaHAapTHU3alusa JOKYMEHTAUU: ITOHATHE. CHcTeMbl JAOKYMEHTAlMHN: TIOHATHUC IIPU3HAKH.
MeskoTpacneBble CUCTEMBI TOKYMEHTALUH.
YHupuumpoBanHas cucteMa JOKYMEHTALUH: [TOHSTHE.
rOCy}IapCTBCHHbIe CTaHJapThlI Ha yHI/I(bI/ILII/IpOBaHHI)Ie CUCTEMbI JOKYMCHTAIUH.
Ooepoccuiickue knaccudukatopsl (OKY /I, OKITIO, OKOHX, OKVYH), ux kpaTkas XapakTepHCTHKA.
Pernamenrarnms pa6orer CIOY.
PexBusur, dGopmynsip ITOKyMEHTa, THUIOBOH (opmynsp, dopmynsp-odpasen, Tabenb (GopM JOKYMEHTOB, ainbOoMm (opm
YHU(UIUPOBAHHBIX JOKYMEHTOB: IIOHATHE, XapaKTEePUCTHKA.
[paBuia oopmiteHHs: peKBU3UTOB OJIaHKA U MX PACIIONOKEHUsI HA CTAaHJaPTHOM (opMmare Oymaru, pa3Mmepbl Mmojeu.
dopmyisap-o6paser] rpymisl JOKyMEHTOB, IPUHAIEKAIMX K OTHOH CHCTEMe.
bnank noxymeHTa: HOHATHE, Ha3HAUYCHHE, BUIbI OaHKOB (0OmMi OnaHK, ONAaHK MHUCbMA, OJAHK KOHKPETHOI'O BHIA
Jnokymenra (kpome nucbma). Cocras, oopmileHHE pEKBU3UTOB OJIaHKa.
Ciryx051 IOY B opranu3anusix, 3HaueHue, 3a1a4a, (YHKIMH, TUIIOBBIE CTPYKTYpPBI, JOJDKHOCTHOH COCTAB.
JloKyMeHT0000pOT: MOHATHE, O0LIHMe IPHHIKIIBI OpPraHU3alMy JOKYMEHT0000pOTa, ero CTpYKTypa, HEOOXOAUMOCTh y4éTa
00BbEMa TIOKyMEHTO00O0POTA.
Perucrpanus ZOKyMEHTOB, ONpEAENICHNE, LIeNH, 3a1a41, MeCTa PETUCTPALIMH PA3IMYHBIX KATETOPUH TOKYMEHTOB.
Cucremsl 1 popMBI peructpanuu (KypHajibHas, KapTO4Hasl, aBTOMAaTH3UPOBAHHA), X JJOCTOMHCTBA M HEAOCTATKH.
INoka3arenu, BBOXUMBIE B PETHCTPALMOHHBIE (hOpMBL. OCOOCHHOCTH PErucTpalyyl BXOIIMIMX, UCXOMAMMX W BHYTPEHHUX
JOKYMEHTOB.
JIOI>KHOCTHBIE JIUIA, OCYIIECTBILIOINE PETUCTPALIO U KOHTPOJIb CIIONHEHHS, UX (DYHKIMH U TIpaBa.
Homenxknarypa nein: noHsrue.
3HaueHHe HOMEHKJIATypbl Jel Ul KIacCU(PUKalMM ITOKYMEHTOB, OIEPATHBHOTO XPAaHEHHS M HUX NpeJapXUBHOM
MIOATOTOBKH.
Bunel HOMeHKaTyp A€l
INopsmok cocraBneHus, 0pOpMIICHHS, YTBEP)KICHNS H IPUMEHEHHS KOHKPETHOM HOMEHKIIATYpPHI Jell.
[opsinox hopMupoBanust aei.
KommnproTepu3zanus JOKyMEHTAILMOHHOTO 00ECTICUeHUS yIPaBJICHUS.
HopmaTtuBHBIE JOKYMEHTBI, peTJIaMEHTHPYIOLINE OPTraHU3alUI0 JOKYMEHTO000pOoTA.
I'OCT P 6.30-2003«YHupuupoBaHHbIE CHCTEMBI JOKYMCHTAIMH. YHU(QUIMPOBAHHAS CHCTEMa OPTaHM3AIMOHHO-
pacCTOpsAAUTENBHON JOKyMeHTaImu. TpeboBaHus K 0POpMIICHIIO TOKYMEHTOB"
I'paxxmanckuii komekc Poccuiickoit @epeparmu ('K P®) (Buabl u pasHOBHAHOCTH TOKYMEHTOB, CO3/IaBAEMBIX B IEISIX
¢uKcamMM aKTOB TPaKTAHCKUX B3aMMOOTHOIICHWH, perucTpaniy (akTOB HX BO3HHUKHOBEHHS WM IPEKpaICHUs,
TIOTBEPIKACHNUS IPABOOTHOLICHHH U 1Ip.)
OenepanbHenid 3akoH 0T 20 deBpams 1995 1. Ne 24-03 «O06 mHbOpMarmy, HHPOPMATH3AINH U 3aIIUTe UH(POPMAITUI»
(mOKYyMEHTBI ¥ MACCHBBI IOKYMEHTOB)
[Ipumepsl  WCHONB30BaHUS HOPMATHBHBIX W TIPaBOBBIX JOKYMEHTOB B cdepe MOKyMEHTAIlMOHHOTO O0eCTedeHuUs
YIIpaBIICHUSI.
OcCHOBHBIE TPUHLMUIEI pabOTBl TOCYAAPCTBEHHBIX M MYHUIWNATBHBIX HWH(OPMALMOHHBIX CHCTEM; TEXHOJIOTHH
JIEKTPOHHOTO ITPABUTENBCTBA U TPEJOCTABICHHS TOCYIapCTBEHHBIX (MyHUINIAIBHBIX) YCIIYT.

IIpakTHyeckHe KOHTPOJIbHbIC

3a/1aHUsl B JIEKTPOHHOM BU/Ie



3amanne 1. OxapaxrepusyiiTe aJMHHHUCTPAaTHBHBIC METOABI ymnpasieHus. [lonOepure BHUIBI JTOKYMEHTOB, KOTOpBIE
HEOOXOANMBI ISl peain3aliy aJMIHUCTPATUBHBIX METOOB yrpasiieHus. [IpoaHanu3upyiite [Ba U3 HUX Ha COOTBETCTBHE
COBPEMEHHBIM TPEOOBAHUSM.

3amanne 2. Jlaiite XxapakTepUCTHKY SKOHOMHYECKHX METOJOB ympasiieHus. Ilombepure BHABI CIIyKEOHBIX JTOKYMEHTOB
TPYNITy JTOKYMEHTOB, HEOOXOAMMBIX JUISi TPUMEHEHHS 3KOHOMHYECKHMX METOJIOB YIpaBieHHs B opraHm3anuu. Kakum
00pa3zoM JOHKHO OBITH 0OECTIeYeHO JOKYMEHTHPOBaHHE IIPUMEHEHHUSI SKOHOMHUYECKHX METO/IOB YIIPABJICHHS.

3ananue 3. CucreMaTU3UpOBaTh 1O BUAAM U IMPOAHAIM3HPOBATH PEANIbHBIC YIIPABICHUECKUE JOKYMEHTHI HA COOTBETCTBHE
MIpaBWIIa TIOKyMEHTUpoBaHus. Pa3paboTaTh MpeanokeHus 0 COBEPIICHCTBOBAHMIO TpoIiecca IOKYMEHTHPOBaHUS

B OpraHU3aLUN.

CocTaBuThb ri1occapuii

KommyHukanmoHHsli nporiecc.

Bunp! 351eKTpOHHBIX KOMMYHUKAIHUIL.

OYHKINY JOKYMEHTOB.

JlokyMeHTUpOBaHHUE.

MarepuanbHble HOCUTETH HHpOpMAaIIWH.
Knaccudukarnms 10KyMeHTOB.

YHupuUKaums u craHIapTH3anus JOKyMeHTaIWH.
MexoTpacieBble CHCTEMBI JJIOKYMEHTAIINH.
YHupunmpoBanHas cucteMa JOKYMEHTALUH: [TOHSTHE.
locynapcTBeHHbBIE CTaHAAPTHL.

. Obmepoccuiickue KiaccupuKkaTophl.

. PexBusur.

dopmynsip-odpasers rpymibl JOKyMEHTOB.

. biiank noxymenra.

. Cnyx0Ob1 JIOY B opraHuzanusx.

RoOoo~NooaMwOWNE

el el el
~NoUTwk O

TemaTnka ISl 2JIEKTPOHHOT 0 KOHCIIEKTA
1.CocraBbTe npe3eHTanuIo Ha TeMy «BHIbI 2J1eKTpOHHBIX KOMMYHHKAIMN: BUPTYaJIbHBIN O(UC; 37eKTpOHHAs ouTa; VIHTepHeT.
2.CocTaBbTe MPe3eHTAIHUI0
«UKT ms HOKyMEHTAIMOHHOTO 00ECTIeYeHN s YIIPaBIeHU B KOMMEPYECKOH OpraHu3aluy, 3HaUYeHHe, IePCIEKTHBEI PA3BUTH)
«UKT st nokymeHrtaionHoro odecreuenus yrpasienus B OMCY, 3HadueHue, MepCreKTUBbI Pa3BUTHS

1C:Iloxnuce
CucreMa 3JIeKTPOHHOT 0 JOKYMeHToo0opoTa Jnamzox

«1C:JJokymeHT0000pOT 8%

Cucrema «E1 EBdpar»

PexoMeHIalUM K BHINOJIHEHHIO!

Junaktndeckre TpeOOBaHUS K COCTABICHHIO MYIbTHMEINMHBIX TPE3CHTAIINI:

1.JJomkHa OBITH CTPOTO ONpeAeTieHa TeMa MIPEe3CHTAIHH.

2.Ilpesenranus AomkHa BKIouyath ot 10 go 17 cnaiigos. [Ipu 3TOoM clienyer MOMHHUTH, YTO aKTHBHO BOCIIPHHUMAIOTCS He Oonee 5-7
CIIaiIoB.

3.IlepBbrit cinaiin TOMHKEH colepKaTh Ha3BaHUE MPE3CHTAITHH.

4. Craiiap! Ipe3eHTalyy JIOIKHBI COAepKaTh (PAaKTHIECKYIO U MILTIOCTPATHBHYIO HH()OPMALIHIO.
5.@akTrueckyro nHGOpMAIHIO JKeNaTeTbHO MOAABATh B BU/IE CXEM, TaOJIHIl, KPATKUX IUTAT U U3PEUECHHH.
6. WnnroctpaTuBHast vHGOpMANUs MOXKET ObITh B BUAE TPa(UKOB, AUarpamMm, pernpoayKIni.

7.IlpeseHTanmust MOXET COJEpKaTh BHUAEO (ParMeHT MPOJOIDKUTEIFHOCTEIO A0 3-5 MHHYT, BO MHOTOM JONOJHSIONMN HWIN
WITIOCTPUP YOI paHee MPeIOKEHHYI0 HH(OPMAIIHIO.
8.I1pe3eHTanus 1OKHA MPEACTABISITE COOOM LIEIOCTHYIO JIOTHUYECKU CBSA3aHHYIO ITOCIIEA0BATEIEHOCTD CIIAMIOB.



9.0683aTGJ'H>HO IIOCJICAHUC cnafmm Npe3CHTAlMU JOJDKHBI TOABOAUTHL HWTOI, ACJIATb BbIBOA WM HABOAWTH Ha CaMOCTOSATCIBHOC
Pa3MbIIIUICHUC.
10.I/ICHOJ'IB3OBaHI/I€ MPE3CHTANU JOJKHO COIMPOBOXKAATHCA KOMMEHTAPUAMU, KOTOPBIC JOJIKHBI JOIMMOJIHATHECA UJIW KOHKPETU3UPOBATHCA
COACpIKaHUEM CHaﬁHOB. daxrtuueckas I/IH(i)OpMaHI/ISI CJ'IaﬁI[OB HE OO0JI’KHaA Z[y6J'II/Ip0BaTLC${ YCTHBIM BBICTYIUICHUEM WJIU IIOAMCHATH €ro.
(I)opMa OTYETHOCTH: MyJ'IBTPIMeZ[PIfIHaH pe3CHTAllUA.

IIpakTHYecKoe 3a1aHue
HpaRaneckoe 3a1aHHuEe 1. Onumnre u MPUBCIUTC MPUMEPHI KaXKA0I'0 3JICMCHTA CUCTEMbI KOMMYHHKaHHﬁ.

KOMMYHHKALIHH
e
OpraHv3alHoHHbIe MeKTHYHOCTHBIE
Vi Y V4 2
Lt |
BHewHUe BHYTpeHHHE BepGanbHble
4 LY
Hed opmManbHble dopmManbHble HeBepGanbHble
Vi
BepTHKanbHEIE FopH3OHTANbLHBIE

IIpakTnyeckoe 3axanue 2. OnuIIUTE U MPHUBEANUTE NMPUMEPHI KAXKIOTO HAMPABJICHHS COBEPIICHCTBOBAHUS CHUCTEMbI KOMM YHHKAIIWiA
OpraHU3aIIH.

COBEPLUEHCTBOBAHHE OPIAHH3AIHOHHBIX
KOMMYHM KA

1 Ynpagnesieckie ApiicTEHA I

Hnd opasarptornimie Giovnererns

Cicrenmat c6opa npeioesni

Peryaspogarie stHOPMALBIOHHEIX NOTOKOBR

|
|
/ / l Cuecrenmt cGopa ofparHoii casan |
|
|

[ COR[X'MN’IMJI IIH¢OP.\HIUIMIM TeXHOIOIHA

MMpakTuueckoe 3aganune 3. CocraBbTe rpaduueckoe n3odpaxenune hopmyispa-odpasia popmara A 4 B COOTBETCTBUH C
tpedoBanusimu 'OCT P 51141-98.

IMopsaok BhIMOTHEHUS] padOThI:

Ha dopmynspe - oOpasie pacronoxuTe peKBU3UTHL:

HaUMCHOBAaHHE OpraHHM3all{; HAaMMEHOBaHHWE BHJAa JOKYMEHTAa, JaTa JOKYMEHTAa; PETHCTPAallMOHHBIA HOMEp; MECTO
COCTaBJICHUS; TPU(] YTBEPKACHUS; 3aT0JIOBOK K TEKCTY; TEKCT JOKYMEHTa; IOANNCH; BU3bl COIJIACOBAaHUS; I1€9AaTh.

IIpakTHyeckoe 3aganue 4.

1 .Pa3paboTarh JOMKHOCTHYIO HHCTPYKIIHIO OyXranrepa

2. CocraBpTe NpHUKA3 [0 OTKPHITOMY aKIHOHEpPHOMY o0O0mecTBy «®DEHHKC» OT YTBEp)KICHHHM HMHCTPYKIHH IO
JeNONPON3BOJICTBY. B KOHCTaTHpyIOIIeH 4acTH yKaXKHTe, YTO B COOTBETCTBHHU C THIIOBOM MHCTPYKUHEH IO JEIONPOM3BOICTBY B
MUHHCTEPCTBaX, BEJIOMCTBaX KaHIEIIpUeil pa3paboTaHbl MOPSAOK MPOXOXKICHHS JOKYMEHTOB M CTAaHIAPTHI HA OPraHU3alHOHHO-
paclopsAUTENbHYIO TOKYMEHTALUIO. B pacrmopsanTensHON YacTH yTBEPAUTE HHCTPYKIHUIO M IIOPYUYHUTE 3aBeNyIOIIel KaHIemIpuen
0o0ecreYnTh METOIUYECKOe PYKOBOACTBO OpraHM3alUel MeIONpOHM3BOJACTBA Ha MPENNPUSATHH M YCTAHOBUTH KOHTPOJIb 32
cobmoienneM TpeOOBaHUN WHCTPYKIIHAH.

3. Hanmmure mpoekt mnpukaza aupektopa OAO «Canbckoit mBeWHOH (GaOpuku» O NPEMHPOBAHHHA DPAOOTHUKOB
IUTAaHOBO-3KOHOMHYECKOTO OTHeNa 3a JOCPOYHYI pa3paboTky mpoMduHminana. [Ipemus Beigaercss M3 (OHOA MaTepHAIBLHOTO
noouipeHust B pasmepe 60% exeMecsYHOro IODKHOCTHOTO oOKiajga. Jlpyrue naHHBIE B TEKCTe M PEKBH3UTHI YKAXKHUTE
CaMOCTOSITEIIBHO.

IIpakTnueckoe 3aganue S.

1. CocraBuTh akT «O COXpaHHOCTH IOKyMeHTOB» B ¢upme «CaTypnH». OCHOBaHMEM JUIsl TaHHOTO aKTa SIBISIETCS MpPHKa3
nupexropa ¢pupmel H.K. Knumosa ot 13.09.2016 3a Ne 98. ITpukasom ompeneneH cocTaB KOMHUCCHH: TPEJCEIaTeNb-3aM. TUPEKTOpa
O.[1.MaxkapoBa unensl komuccun: rir.0yxranrep - A.H. IlaBnoBa mucnektop OK - JI.B.Jlebenesa Oyxrantep - C.T. Mplmkuna
cekperaps - I'.B. Cunoposa

B mepuon ¢ 5 mo 9 cenrabps 2016 roma KOMHCCHS NPOBEPHIIA OPTaHMU3ANMIO M YCIOBUS XPAaHEHUS YIPaBIEHUYECKUX
JIOKyMEHTOB B (upme. JIOKyMEHTBI XpaHATCsS B CTPYKTYPHBIX MOAPA3/ICICHNUAX U B apXUBE NMpeAnpusaTHs. GakToB rubenu yrpaTsl,
MOpYM WJIM HE3aKOHHOTO YHWUYTOXEHHS JOKYMEHTOB HE yCTaHOBJIeHO. KoMmccus pEeKOMEHAYeT BBIASIHTH W 000pynOBaTh
CHenMaJbHOE TIOMEIeHNe s apxuBa. JlaHHBIH akT cocraBieH B 3 »sk3eMruisipax. Hengocraiommue pEeKBH3WTHI YKa)kKHTE
CaMOCTOSITENBHO.



2. CocTaBUTh JOKIAAHYIO 3aIMCKYy CEKpeTapsi -pedepeHTa PYKOBOIUTENIO HpPEeINnpHUATHs 00 yTepe pabOTHHKOM
CrenanossiM .M. nucema-3anpoca, IOCTYIMBUIETO B apeC NPEANPUATHS 1BA MecCsIa Ha3al.

3. CocraBbTe I/IH(I)OpMaIII/IOHHOC NHUCbMO O IMpPOoAaX€ YaCTHBIM U IrOCyAapCTBCHHBIM HNPCANPHUATUAM IMEPCOHAIBHBIX
KOMIIBIOTEPOB 110 HOFOBOpHOfI IEHC U O BOBMOKHOCTHU IMPUHHUMATD 3aKa3bl Ha COCTABJICHUC IPOrpaMM.

4. CocraBbTe u odopmure TeIerpaMmy ¢$upmBbI «¥Onnop»
npennpusaTaio « Kpucramn o mocTymieH!n IpoayKIUK B TIOTHOM o0beme. OcTanbHble peKBU3UTHI YKaKUTE CAaMOCTOSTENBHO.

I[IpakTHyeckoe 3aganue 6.

1 .CocTaBbpTe npukassl no 1u4HOMY coctaBy. [IPUHATH

ConoBreBy Huny BukrtopoBHy Ha nomxHOCTh Oyxranrepa-marepuanucra ¢ 07.08.2012 r. ¢ ucmbITaTenbHBIM CPOKOM JIBa
Mecsna ¢ oknaaoM 16000 pyomeit”.

[EPEBECTU

BacuibeBy AHToHMHY [1aBi10BHY, cTapiiero 3JKOHOMHCTA OT/ENa MePeBO30K, Ha JOHKHOCTh HauyaJIbHUKA OT/IENa IIEPEBO30K C 28
utosist 2012 1. ¢ OKJIaJI0M IO IITATHOMY PACHHCAHHUIO.

MNPEJOCTABUTDH

JlaBpogroii Haranse FOpreBHe, kaccupy, oTIyck 0e3 coxpaHeHus 3apabotHoi mwiaTel ¢ 28 urons 2012 1. mo 6 aBrycra 2012 r. Ha
5 paGouux gHEH.

YBOJIUTH

CamoiinoBa Bukropa IlerpoBuua, Oyxrantepa Llenrpanbroii Oyxranrepun, ¢ 26 utons 2012 r. mo coOCTBEHHOMY JKENaHHIO, CT.
31 K30T PO.

2. CoCTaBHTh M 3aTONHHUTH JUYHYIO KAPTOUKY OyXranrepa
3. CocTaBHUTh XapaKTEPUCTUKY Ha ByXranTepa-pacueTduka
4. OgopmMuTh 0TYET 10 paboTe

IIpakTyeckoe 3aganue 7.

CocraBbTe Hanky (JIMYHOE 1e10) Ha cebsi, BKIIOYAs CIEIYIOIINe TOKYMEHTHI: 3asBJICHHE O MpHeMe Ha paboTy, JTUYHBIH
JIMCTOK WJIM aHKeTy, aBToOuorpaduio, Konuwo o0 0o0pa3oBaHUM, BBIINKCKY U3 MpHKa3a O MpHeMe Ha paboTy, BHYTPEHHIOIO
OITHCB.

1. Cremnaiite 3anmucy B Tpy/0BOil KHIDKKE 0 npueme Bac Ha pabory Oyxraiarepom B OAO «CanbCKCTpoii» coriacHo
mpukaza Ne232 or 12.10.16, a Taxke Bamrero mepeBoga Ha AoKHOCTH crapuiero Oyxrantepa ¢ 20.10.16 r. mpuka3 Ne249 or
21.10.16 r. U yBonbHEHHE 110 COOCTBEHHOMY KEJIAHUIO.

2. [Ipoananu3upyiiTe HOpMaTUBHO-NIPABOBBIEC aKThI-OCHOBAHHUE IS Pealu3alluy 3aJaHUs.

IIpakTHyeckoe 3aganue 8.

BrimonHuTe cienyronye 3agaHus (HeI0CTalOUINEe PEKBU3UTHI YKa3bIBaWTEe CaMOCTOSITENIBHO):

1. CocTaBbTe HOMEHKJIATYpY el IO cTpaxoBoW kommnaHuu «Coriacue» U 3alOJHUTE JAHHBIA JOKYMEHT IO HHJIEKCaM
JieJia, COrjacoBaB €ro ¢ IKCIEPTHON KOMHUCCHUEH, MOAINMCAB 3aBEAYIOLIEH KaHIEISIPUEN U 3aBEAYIOLIEH apXUBOM.

2. OhopMHTB OTYET U MPEICTABUTH IPEIOAABATEINIO Ha 3aIIUTY .

3. [Ipoananu3upyiiTe HOpMAaTHBHO-TIPABOBBIE AKThI-OCHOBAHUE IS PEATU3AIUH 3aJaHHS.

IIpakTHyeckoe 3agaHue 9.

W3y4nTh ¥ COCTaBUTH AHAIUTUYIECKYIO TAOIHUIy IO OCHOBHBIM NMPHHLIUIIAM pabOTHl FOCYJapCTBEHHBIX M MYHHIUIATbHBIX
WH(OOPMAMOHHBIX CHCTEM; TE€XHOJOTHH 3JEKTPOHHOTO NPAaBUTEIbCTBA M IPENOCTABICHUS IOCYTapCTBEHHBIX (MYHHLUIIAIbHBIX)
yeuyr;

TemaTnka 10KI12/10B

1. Perucrpanms JOKyMEHTOB, OIpE/ENeHNE, HEeMH. 3a1a4H, MECTa PETUCTPALIH PA3IIMIHbBIX
KaTeropui J0KyMEHTOB.

2. Cucremsl 1 (HOpMBI perucTpanuu (KypHaibHas, KApTOYHAs, AaBTOMATU3UPOBAHHAS), UX
JOCTOMHCTBA M HEIOCTATKH.

3. Tloka3zatesnu, BBOAMMBIE B PErHCTPAMOHHBIC ()OpMbL. OCOOCHHOCTH PEruCTPALIUK
BXOJIAIINX, UCXOJSIINX ¥ BHYTPEHHNX JOKYMEHTOB.

4. CocraB BBHIITOTHIEMBIX Pa0OT IIPH OTTIPABKE UCXOAAIINX JOKYMEHTOB: IIPOBEPKa

TIPaBIIIBHOCTH O OPMIICHHS, HAJIHIHS IPHIOKEHUH, ajipeca, COPTHPOBKa I10 aJpecaTaM M BUAAM OTIIPABIECHUH COCTaBIICHHE

OITUCKH PACCHUTKH.

TpaauoHHbIH cocO0 OTHPABKU JIOKYMEHTOB (IIOYTOH).

KoHTponb HCTIOMTHEHUs! TOKYMEHTOB: TTOHSATHE, HA3HAUCHUE, BUIBI.

[TpuHOMIB! Opranu3anuy KOHTPoss. CPOKH NCTIONTHEHUS: TUIIOBOH, WHINBHAYAIbHBIN.

TexHomorus BeeHNsT KOHTPOIISL. AHAIN3 UCTIOIHEHHUS JOKYMEHTOB B YUPEXKICHHUSX.

B3anmocBsi3b perucTpanui JOKyMEHTOB M HH()OPMALIMOHHO-CIIPAaBOYHON pabOoTHI.

0. Opranuzanust pabOTHI ¢ HTOMOIIBIO CIPABOYHBIX KapTo4yek. JloKHOCTHBIE JINIIA,

OCYIIECTBIISIOIINE PETHCTPALMIO M KOHTPOJIb UCTIONHEHN, X (GYHKIWI 1 TIpaBa.

B oo~ a



11. HomeHnknatypa jaein: MoHsITHE. 3HaAYCHHE HOMEHKIIATYPBI [N ISl KiacCU(UKauu
JOKYMEHTOB, OIICPAaTUBHOI'O XPAaHECHHUS U MX MPEIapXHUBHOI MOIT OTOBKH.

12. Bunsl HoMeHKIIaTyp nen. [lopsmok coctaBneHus, 0pOpMIICHUs, YTBEPKACHHS  IPHMEHEHHUs] KOHKPETHOH HOMEHKIIATYPBI JIe.

13. Tlopsimox popMHpOBaHHS A€

14. OpraHuzanys XpaHSHHUs UCTIONMHEHHBIX TOKYMEHTOB.

15. OcHoBHbIC TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB, PErIIaMEHTUPYIOIIUX JaHHbIN 3Tal
JOKyMeHT0000poTa. OTBETCTBEHHOCTH 32 COXPAHHOCTh JIOKYMEHTOB.

16. OcHOBHBIE ~ 3Tambl  Tepeladyd  JTOKYMEHTOB B apXMB  WIM  HAa  YHUYTOXKCHHE: MOATOTOBUTENBHBIH
(obocHoBaHME BBEIOOpa criocoda COXpaHEHHUs WA YHUUTOXKCHHS nyTeM MPOBENICHUSI
9KCIIEPTU3BI IICHHOCTH JOKYMEHTOB), OCHOBHOM (ITOATOTOBKA N JJIs lIepeNadl B apXUB).

17. TIpUHIMITBI ¥ KPUTEPUH OTIPE/ICTICHHS HAYIHOM U MPAKTUYECKOW IIEHHOCTH TIOKYMEHTOB.

DKCMepTHBIE KOMUCCHH, X (DYHKIINH, TpaBa. DTarbl IPOBeAeHHS dKcnepTH3bl. OdopMiIeHHe pe3yabTaTOB AKCIIEPTH3HI.

18. Cpoxku xpaHeHHs: TOKYMeHTOB. [lepedHr TOKYMEHTOB € YKa3aHHEM CPOKOB XpaHEHHMS, UX
BUJIbI, HA3HAYCHHUE, CXEMbI TOCTPOCHHSI.

19. Tlopsmok mepeaayu ed B apXUB W YHHYTOKEHHS TOKYMEHTOB.

20. TpebGoBaHus K OHOPMIICHHIO JIET IOCTOSHHOT'O CPOKOB XPAHCHHS U TI0 JTIUYHOMY COCTABY.

[Mopsmok niepenayu ae B apXuB.

21. Apxus: HOHSATHE, Ha3HAYCHHE. Bust ApXUBOB: rOCylIapCTBEHHbIE, BEIOMCTBCHHBIE,
00beTUHEHHBIC MEXBETOMCTBEHHbIE M0 TMYHOMY COCTABY.

22. ApxuBHble (HOHIBL: JOKYMEHTAIBHbIN, FOCYJAPCTBEHHBIN: TTOHSTHSI.

23. Wcropus pa3BUTHS JOKYMEHTAIMOHHOTO 00ECTICUCHHUS! YIIPABICHHSI.

24. Hasnauenue ['ocymapCTBEHHOM CHCTEMBI TOKYMEHTAMOHHOTO obecrieueHus ymnpasineHus (I'CA0Y).

25. Ponb nH(bOpManyy B COUAIBHO-IKOHOMHUUYECKHX MPOLIECCaX.

26. ®enepanbHelii 3akoH "OO0 uHbOpMaIMU, THPOPMAIIMOHHBIX TEXHOJIOTHSX U 0 3amure nHpopmarmu" ot 27.07.2006 N 149-03

27. OYHKIUY JOKYMEHTOB: HH(POpMAIMOHHAS, KOMMYHHKATUBHAS, COLMAIbHAS, KYJIbTYpHAs,

28. ympaBieHuecKasl, IPaBoOBasi, HCTOPHUECKAsI, i APYTHE, UX XapaKTEPUCTHKA.

29. JloKyMEeHTHpOBaHHE: OCHOBHBIE CIIOCOOBI. MaTepualibHble HOCUTENN HHPOPMAIHH.

30. Knaccudukanus TOKyMEHTOB 110 CIIOCO0Y M3TOTOBJICHHS, IIPOMCXOKACHHIO, COIEPKaHHUIO,

31. HaMMEHOBAHHUIO U JPYIUM IPU3HAKAM.

32. Bunbl JOKyMEHTOB: TEKCTOBBIE, rpadUuecKne, MallHHOYUTAEMbIe, (JOTOIOKYMEHTHI.

33. DenepanbHbiii 3aKoH «O0 3JIEKTPOHHOM MTOITHCHY.

34. Oobuepoccuiickue knaccudukaropsl (OKY I, OKITIO, OKOHX, OKVYH), ux kpatkas

XapaKTEePUCTHKA.

35. Cucrembl IOKyMEHTAIUH: TIOHATUE, IPU3HAKU.

36. MexoTpacieBbie CUCTEMbI JIOKYMEHTALIUH.

37. CocraB yHH(UINPOBAHHBIX CUCTEM JOKYMEHTAllUH: OpPraHU3alOHHO-PACIOPSIUTENIbHAS, OTYETHO-CTATHCTHIECKAs,
NepBUYHAs, Y4eTHas, puHAHCOBas U 1p.

38. T'ocynmapcTBeHHbIE CTaHAAPTHI HA YHU(DUIIMPOBAHHBIE CHCTEMBI JJOKYMEHTALIUH.

39. PexBusur, popMyIsp J0KyMeHTa, TUIIOBOI Gopmyisip, popMyrsp-odpasel, Tadens popm

JOKYMEHTOB, aJb00M (hOopM YHH(PUIUPOBAHHBIX JOKYMEHTOB: OHATHE, XapaKTEPUCTHKA.

40. bnaHk JOKyMeHTa: MOHSTHE, HA3HAYCHHUE, BUIIBI OJ1aHKOB (00l OJlaHK, OJIAaHK MUChMa,

OJIaHK KOHKPETHOrO BH/A JOKYMEHTa (KpoMe MUChMa)).

41. Cocras, opopmileHHE PEKBU3UTOB OJaHKA.

42. TlpaBuna oopMIIeHHS PEKBU3UTOB OJaHKa M X PACIIOJIOKEHHUS HA CTaHIApTHOM (opMate

Oymaru, pa3mepbl MoJeu.

43. dopmysap-o0paser rpyIIs! JOKYyMEHTOB, IPHHAIEKAIMX K OTHOH CHCTEME.

44. TlpoexTrupoBaHUE OJIAHKOB JOKYMEHTOB OpTaHH3AIHH.

45. CocraB, odopmiieHHE, U3TOTOBIICHHE, XpaHEHHE OJTAHKOB OPTaHU3ALIUH.

46. OpraHU3alHOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHL: IOHATHE, Ha3HAUYCHHE, OCHOBHBIC BHIBI

(opranM3anMoOHHBIE, PACHOPIIUTEIBHEIE, CIIPABOYHBIE).

47. OpraHu3allMOHHBIE JOKYMEHTHI: YCTaB, MOJIOKEHNUS, CTPYKTYpa U IITaTHAsl YHCICHHOCTD,

IITATHOE PacIUCaHue, IPaBUila, JODKHOCTHAS MHCTPYKIHNS, X Ha3HAYCHHE, XapaKTePUCTHKA

1 COCTaB, TPeOOBaHMS K OPOPMIICHUIO, TIOPSIOK YTBEPIKICHIS.

48. Twumbl JOKYMEHTOB: MOAIMHHUK, KOIUS, TyOIUKaT, BBIMUCKA, MX Ha3HaueHue. [lopsaok

ohopmiteHrE 1 BBIAYH KOITUH U TyOJMKAaTOB JOKYMEHTOB, BBIIMCOK U3 HUX.

49. PacnopsauTeNbHBIC JOKYMEHTHI: IOCTAaHOBJICHHE, IIPUKA3, pACHIOpPsDKEHUE, COBMECTHBIN

pactopsiIUTeNbHBIN JOKYMEHT, HX Ha3HAUYCHUE, XapaKTEePHCTUKA U COCTaB, TPEOOBAHHS K
odopmMIIeHHIO.

50. CnpaBoyHbIe JOKYMEHTHI: CIY)KeOHbIE TIMCbMa, CIIPaBKH, JIOKJIaIHbIE 3aIIUCKH, IPOTOKOJIBL.
aKTbI, 3aBJICHAE, X XapAKTEPUCTHKA U COCTaB, TPEOOBAaHUS K O()OPMIICHHIO.



Cxema COOTBETCTBUSI TUNOBBIX KOHTPOJIBHBIX 32JJaHUIl M OLIEHUBAEMbIX 3HAHMI, yMeHMIi, HABBIKOB U (WJIM) ONbITA
JesITeJIbHOCTH, XapaKTepU3YIIIMX 3Tanbl GOpMUPOBAHMSI KOMIIETEeHIU A

(DopMI/IpyeMaﬂ KOMIICTCHII A HaumenoBanue HHAWKATOpa TunoBoe KOHTPOJIbHOC 3a/IaHNC
JOCTHXKCHUSA KOMIICTCHIIUN

OIIK-5 OIIK-5.1 Borpocs k 3x3ameny
(MyHUIMTIANIBHBIX) YCIIYT; CITHCOK TEpMHIHOB
OIIK-5.2 Bomnpock! k 3x3ameny
Temartuka JUIs 3JIEKTPOHHOI'O
KOHCIIEKTa

TemaTrka TOKIIag0B

OIIK-5.3 Bormpock! k sx3ameny
IIpaxkTryeckoe 3aganue




	Основные элементы коммуникационного процесса как основа организации ДОУ. Виды электронных коммуникаций. Службы ДОУ в организациях (например, в органах государственной власти Российской Федерации, органах  государственной власти субъектов Российской Фе...
	1. Федеральный закон "Об информации, информационных технологиях и о защите информации" от 27.07.2006 N 149-ФЗ
	Система электронного документооборота Диадок

