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1. IlepeyeHb MJIAHMPYEMBIX Ppe3yJabTaTOB OOy4YeHUs] MO JAUCHUILIMHE,
COOTHECEHHBIX ¢ MHAMKATOPAMM I0CTHKEHUSI KOMIIeTeH M i

KOMHeTeHIIl/ISI Couepmalme KOMIICTCHIIUH I/IHI[I/IKaTOp Coaepmanne HHIAUKATOpa
Crnocoben MPpUMCHATH METOAbI IleMOHCTpI/IpyeT 3HaHUC OpraHuzanuu
MK-4 MpuATHA MK-4.3 L[OKyMeHTOOGOpOTa MpeanpuATus,
OpraHMU3aliMOHHO-YIIPABJICHYCCKUX CHeHI/I(i)I/IKI/I JOKYMCHTUPOBaAHUA
peIHEHI/II;’I ynpaBnquecxoﬁ JCATCIBbHOCTHU

2. MecTO AUCHUILTHHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

JIACIUTIIINHEI (HpaKTI/IKI/I), NudopmannonHo-oubanorpaduyueckas KyibTypa,
TIPE/IIIECTBYIOIHE M3YIEHHIO HupopManroHHbIe TEXHOJIOTHH B MEHEPKMEHTE,
JCIIMIUIHHDL, PE3YIBTATEI Kynbrypa peuu u genoBasi KOMMYHUKAIIHS
OCBOCHUA KOTOpBIX HeO6XOI[I/IMBI

JJIA OCBOCHUA HaHHOﬁ

JUCHHUIIIINHEBIL.

Jucuuminael  (IpaKTHKH), JJis | BelnonHeHWe u 3amiuTa BBITYCKHON KBalH(UKalMOHHOM
KOTOPBIX PE3yIbTaThl OCBOCHHS pabotsl, Ilpepnuruiomnas mnpaktuka, PaspaGotka wu
JAHHOW  JUCLMIUIMHBI Oy ryt | PEATH3AMI HIPOCKTOR

H€O6XOIIHMI>I, Kak BXOAHBIC
SHAaHUA, YMCHHA WU BJIIAACHUA  JJIA
HNX U3YUCHMU.

3. O0beM MCHMUIUIMHBI B 3a4Y€THBIX €IMHHUIAX ¢ YKa3aHMeM KOJUYeCTBa
aKaJeMHYEeCKNX YaCOB, BbII€JEHHbIX HA KOHTAKTHYIO padoTy 00y4aromerocs ¢
npenojaanaresjemM (M0 BUIaM Y4eOHBIX 3aHSTHI) M HA CAMOCTOSITEJIbHYIO Pa0doTy
o0y4yaroierocst

OO01mmii 00beM TUCUUIUIMHEI B 3.€. /dac: 4/ 144
dopma NpOMEKYTOYHON aTTECTALNN: 3a4eT

Buapl 3aHsiTHIl, HX TPYA0EMKOCTH (4ac.) O0BbeM KOHTAKTHOM
padoTsl
®opma
JlaGopaTopHbl IpakTnyeckune CamocrosiTeJIbHA o0y4aromerocst ¢
o0y4eHus Jlekuuu
e padoTbI 3aHATHA s1 padora npenojasarejiemM
(uac)
OYHas 32 0 32 80 76

4. Coaep:kaHue IMCHUILVIMHBI, CTPYKTYPMPOBaHHOEe MO TeMaM (pasgenam) ¢
yYKa3aHHEM OTBeJeHHOr0 HAa HUX KOJUYECTBA aKaJeMHUYeCKMX YacoB M BHUI0B
y4eOHBIX 3aHATHI

dopma obyueHua: ouHan
Cemecmp: 6




JlekKiMoHHbIE 3aHATHA (324.)
1. lokymenTupoBanue. JJOKyMeHT H CHCTEMbI IOKYMEHTALMU {JIeKI[UsI C pa30opom
KOHKpeTHbIX  curyauuii}  (44.)[2,3] OcCHOBHBIE TOHATHUS W  TEPMHUHBI
JOKYMEHTUPOBAHUSI ~ YIPABICHYECKOW  NESITEIBHOCTH:  JOKYMEHT, PEKBU3UTHI,
MIOCTOSTHHBIE PEKBU3UTHI, IEPEMEHHBIE PEKBU3HUTHI, JOKYMEHTHPOBAHUE, TIOKYMEHTAUA,
J1eJ10, HOMEHKJIaTypa AeJl NPEANPUITHS, TOKyMEHTOO0OPOT, ApXUB, apXUBHOE JEJO.
Knaccudukaiys 1o0KyMEeHTOB MO pa3IWnIHBIM MPU3HAKAM: 110 HAUMEHOBAHUIO, 10 MECTY
COCTABJICHHsI, II0 COJICpKaHWIO, MO ¢opMe, TIO CpPOKaM MCIOJHEHHUS, TIO
MIPOUCXOXKICHUIO, TT0 BUY 0(hOPMIICHHS, IO CPEICTBaM (PUKCAITNU.
OYHKINHU JOKYMEHTOB: (YHKIIHS IOKYMEHTUPOBAHUS MPOIECCOB, COOBITUM, ACHCTBUM U
(bakToB, OTYETHO-KOHTPOJbHAS (YyHKIMSA, CyaeOHO-TIpaBOBasi, YYETHO-KaapOBas,
yaeOHast, (PYHKITUS HCTOPUYECKOTO CBHUJCTEIHCTBA TEXHUYECKUX IOCTIIKCHUU WIIH
KYJbTYPHOU [IEHHOCTH.
CocTtaB HOPMATHBHO-METOJMYECKOM 0a3bl  JOKYMEHTAI[MOHHOTO  OOecredYeHusl.
['ocynapcTBeHHbIE CTaHAAPTHI HAa JOKYMEHTAIMIO. YHUQUIHUPOBAHHBIE CHUCTEMBbI
JIOKyMEHTAIlMu U OOIEPOCCUIMCKUE KIAaCCU(PUKATOPHl TEXHUKO-DPKOHOMHYECKOU U
CoLMAJIbHOM UH(pOpMAITUN
2. YnpasiieH4ecKas JOKyMeHTAnus {JieKuus ¢ pa300poM KOHKPETHBIX CUTYyalMii}
(44.)[2,3] [lonaTue ynpaBiaeHYecKor nokyMmeHTauuu. [lonpasaenenne ynpaBieHYECKON
JOKYMEHTAIlMM Ha TPYIIbl: OPraHU3alMOHHBIE JIOKYMEHTBI, PACHOPSAUTEIbHBIC
JOKYMEHTBI,  JIOKYMEHTbl MO JIMYHOMY COCTaBy, IUIAHOBBIE JIOKYMEHTHI,
(bUHAHCOBO-OyXTAJITEpCKUE TOKYMEHTHI, HMH()POPMAIIMOHHO-CIIPABOYHBIC JIOKYMEHTHI,
HOPMATUBHBIC  JIOKYMEHTBHI  BBIIIECTOSIIIUX  OPraHoOB,  YYETHO-CTAaTUCTHYECKAs
JIOKYMEHTAIUsl, KOHTPaKThl (JOTOBOPHI), COTJIALICHUsI, MpeaoxeHus. TpeboBaHus K
COCTaBJICHUIO U OPOPMIICHHIO YIIPABICHUECKOHN ToKyMeHTaluu. @opmyiisip-oOpasel] Kak
MOJeNb  YHU(PUIIMPOBaHHOW (OpMBI  JOKyMeHTa. TpeboBaHHS K TMOCTPOCHHIO
dbopmysipa-oopasia. CoctaB U pacroIoKeHUE PEKBU3UTOB JOKYMEHTO
3. CocraBiienue u odopmiieHHe OCHOBHBIX JOKYMEHTOB {JIeKUHsI ¢ pa3doopom
KOHKPeTHbIX cutyaumii} (84.)[2,4,5] IIpaBuna cocraBiieHus U1 0pOPMIICHUS OCHOBHBIX
OpraHU3allMOHHBIX JOKYMEHTOB: YyCTaBa, [OJOXKEHUS, HWHCTpyKuuu. I[IpaBuia
COCTaBJICHHSI U O(POPMIICHUSI OCHOBHBIX PACHOPSIUTEIBHBIX JOKYMEHTOB: MPHUKa3a U
pacloOpsIKEHUS. [TpaBuna COCTaBJICHUS u oopmieHus OCHOBHBIX
CIIpaBOYHO-UH(OPMAIIMOHHBIX JTOKYMEHTOB: JTOKJIAJIHOW U OOBSICHUTEJIBHOU 3aIlMCKH,
CIpaBKH, akTa, mpoTokosa. IIpaBuna cocraBiaeHuss W OQOPMIICHUS KOHTPAKTOB
(moroBopoB).  JIOKyMEHTBl ~ JUYHOTO  TIPOMCXOXIEHHUS:  3asBJICHUS, pE3lOMeE,
aBToOMOTpapuu, PACHUCKH, JIMYHBICE JIOBEPEHHOCTH W  JAPYrue JOKYMEHTBI
(mpurnameHue Ha Mpe3eHTaluio, Ha IoOwiei, Ha OaHKET W T. 1., BBIPAKCHUE
co00JIe3HOBaHUS, TO3APABIICHHUS ).
4. JlenoBasi mepenucka {JleKuusl ¢ pa3dopoM KOHKPeTHbIX curyamuii} (44.)[2,3]
CtpykTypa AENOBBIX U KOMMEPUYECKUX MTUCEM.
Knaccuduxkaiys nemoBeIXx © KOMMEPYECKUX MUCEM: MUChMa — MPUTJIAIICHUS], TUChMa —
MPOCHOBI, MIChMa — TIPETIOKEHUSI O COBMECTHOM COTPYJIHUYECTBE, COMPOBOAUTEIILHBIE
MUChMa, TUChMa — 3aMpOChl, TUChMA — OJIATOMAPHOCTH, WH(OPMAIMOHHBIC MHCHMA,
MKMChbMa — OTBETHI (OTKAa3bl), FApaHTUHHbBIE THChMA.



CranpapTtHbie ppasbl U BEIPAKEHUS JIETOBBIX 1 KOMMEPUYECKUX MMHUCEM.
Koppecnionnenuus, cBsi3aHHass C MPOBEACHUEM IEPUOJUYECKUX MEPONPUSATUN:
BbIpAa0OTKAa TOBECTKM [JHS U OIpEJAelieHHe Kpyra Yy4YaCTHUKOB, O3HAKOMJICHUE
YYaCTHHUKOB C MIOBECTKOM, BhIpaOOTKA periiaMeHTa COBELIaHus, IIOJIF0TOBKA MaTepUaIoB
JUISL pacCMOTPEHHsSI HAa COBEIAHWHU, OPraHU3allMOHHOE OO0ECIEYeHHE COBEIAHUs,
OpraHu3allMOHHBIE PabOThl CEeKpeTapuara COBEIIaHUS, TEXHUYECKOE OOecreyeHue
COBEIIAHMS, TOKYMEHTHPOBAaHHE pPaOOTHI COBEINIAHUS, AHKETUPOBAHUE YYACTHUKOB
COBCILIAHUA.

5. Opranuzanusi 10KyMeHT0000poTa {JieKIuus ¢ pa3d0poM KOHKPETHBIX CUTYAIlUii}
(44.)[2,3,5] TlonsTHE «ITOKYMEHTOOOOPOT». JIBMKEHHWE NTOKYMEHTa B OpTaHU3AIH C
MOMEHTA CO3JaHUsl J0 OTIPABKHU, JABHKECHUE JTOKYMEHTA C MOMEHTAa IOJIYyYECHUS JI0
3aBEpPIICHUS HCMIOJHEHUS (BXOAAIIMNA U UCXOMSIIUNA TOKYMEHTONOTOK). BHyTpeHHUI
JOKYMEHTONOTOK. CucremMa KOH-TPOJISI UCIIOJHEHUs JIOKYMEHTOB. (CucTeMaru3anus
JIOKYMEHTOB. HOMEHKIIaTypa €]l 1 apXMBHOE XpPaHEHHUE JOKYMEHTOB.

6. Opranm3anusi padoTbl ¢ JOKYMEHTAMHU, COAEPKAINMMH KOH(HUIeHIUAIbHbIE
cBeJleHMsl {JIeKIHUsl ¢ pa300poM KOHKpPeTHbIX cutyaumii} (44.)[2,3,5] Opranuzanus
paboThl C JOKYMEHTaMH, COACpKalUMU KOH(UIEHIIMAIbHBIE CBEJICHUSA: CBEICHMUS,
OTHOCAIIMECS K KOMMEpPYECKON TailHe, 3alllMIIEHHBIA JTOKYMEHTOOOOPOT M MOPSIOK
paboThl TepcoHaNla ¢ KOHGPUIACHIMATBHBIMU JIOKYMEHTAMH, 3alliTa JOKYMEHTOB,
coAepKalMX KOMMEPUYECKYIO TalHY.

7. MexaHu3auuss W aBTOMATH3AIMS [eJONPOM3BOJACTBA {JIeKIUA C Ppa3dopom
KOHKpeTHbIX curyaumid} (44.)[3,4] CpencrBa cocTaBlieHUsI TOKYMEHTOB, CpPEICTBa
KOMUPOBAaHUS U ONEPATUBHOTO PA3MHOKEHUS JTOKYMEHTOB: KONMHPOBAJIbHAS TEXHUKA,
omepaTuBHasi mnojurpadus, cpeiAcTBa 00paOOTKH TOKYMEHTOB, CpEICTBa IIOMCKa,
XpaHEHUsT W TPAHCHOPTHUPOBKH JOKYMEHTOB. [IpuMeHEHHE KOMIIBIOTEPOB B
JIEIIOITPOU3BOICTBE.

CocTaB yHUBEpCAIBHOTO O(UCHOTO TTAKeTa MPOTPaMM.

IIpakTnueckne 3anaTusa (324.)
1. Cemunapckoe 3ansitue mo remam: «/JlokymentupoBanue. JJokyMeHT U cUCTeMBI
AOKYMEHTAMN», «YNpaBjieHYeckas q1okyMmeHTanua»(44.)[4,5] Onpoc o Temam 1-2
2. Cemunapckoe 3ansitue mo temam: «CocraBiieHue u ogopMieHHEe OCHOBHBIX
JOKYMEHTOB NpeANnpuaATus», «/leaosasa nepenucka»(84.)[4,5] Onpoc no remam 3-4
PaboTa no cocraBiennio U1 0pOpMIEHUIO KOHKPETHBIX BUI0B TJOKYMEHTOB.
JlonoIHUTENbHBIE BOMPOCHI:
1. IlpaBuna u (opmMbl KOMMEpPYECKON MEPENUCKU C 3apyOeKHBIMU NapTHEPaAMHU:
JIEKCUKA U CTHJIb KOPPECTIOH ICHIINH.
2.  PekBU3UTHI MEXAYHAPOIHOTO MHUCHhMA.
3. KonTpoabHnas padora no remam 1-4. {0ecena} (4u.)[2,3,4]
4. CeMmuHapckoe 3aHsiTHe 10 TeMaM: «Opranu3anus 10KyMeHTo000poTay,
«Opranuzanus padoTbl ¢ JOKYMEHTAMH, COJAep:KAlUMU KOH(UIeHIIHAIbHbIE
cBeaenunsi»(8u4.)[2,3,4,5,6] Onpoc no remam 5, 6.
3acnyivBaHue JOKIAI0B



5. CemuHapckoe 3aHsiTHe N0 TeMme: «MexaHu3anmusas M AaBTOMATHU3ALMS
nesonpousBoacTa»(44.)[4,5] Onpoc o Teme 7
6. KonTpoabHas pa6ora no remam 5-7 {0ecena} (4u4.)[1,2,3]

CamocrositesibHasi padora (804.)
1. IloaroToBKAa K KOHTPOJIbHBLIM ompocaM u padoram(164.)[2,3,6]
2. N3yuenne 3aKOHOAATEIbHbIX ]| HOPMATHBHO-NIPABOBBIX aKTOB,
perjiaMeHTHPYIIIHUX MPOU3BO/ICTBEHHO-X0351/iCTBEHHYI0 NeATeJIbHOCTD
npexnpusaTusa(284.)[1,2,3]
3. IloaroroBka kK mnpakTudyeckuMm 3anaTuaM(324.)[1,2,3,4,5,6] IloarotoBka K
MPAKTUYECKUM 3aHATHUSIM 3aKII0YaeTCsl B TEOPETUUYECKOW IMOATOTOBKE W BBIMIOJTHEHUU
MPAaKTUYECKUX 3aJaHuil (MOATOTOBKE OTBETOB Ha BOMPOCH U T.A.). OCHOBHBIMU
dbopmMaMu TIOATOTOBKH SIBJSIIOTCS pabOTa HaJ KOHCHEKTOM JICKIMM W U3ydeHUE
JIUTEPATYPHI IO COOTBETCTBYIOIIUM TEMaM
4. TloaroroBka u caava 3avera(44.)[1,2,3,4,5,6] 3aueT cnaercs B yctHOH hopme

5. IlepeyeHb Yy4eOHO-METOAMYECKOT0 OOecCIeYeHHUsI CaAMOCTOSITEJIbHOH PadoThl
00y4arImuxcs no JUCUUIJINHE

Jlisa kaxgaoro oOywaromierocsi o0ecrnedyeH WHIAUBUAYaIbHBIA HEOrpAaHWYCHHBIN
JOCTYM K 3JIEKTPOHHO-OMOIMOTEYHBIM CUCTEMAaM, 3JIEKTPOHHOM Onbanoreke Antl TY
U K DJICKTPOHHON WH(OPMAIITMOHHO-00pa30BaTEIbHOM Cpeie:

1. Copokunn, A.B. /lenonpon3BOACTBO: METOAUYECKHUE yYKa3aHUs JJIsI CTYyIEHTOB
Bcex ¢opMm oOyueHusi HampapieHusi noAarotoBku "Menemxment"/ A.B. CopokuH;
PyOuoBckuid MHIyCTpHallbHbI WMHCTUTYT. — Pybunosck: PUU, 2017. - 23 c¢. URL:
https://edu.rubinst.ru/resources/books/Sorokin_A.V._Deloproizvodstvo MU _2017.pdf
(mata obpamenus 01.12.2021)

6. IlepeueHb yueOHOM JTUTEPATYPbI
6.1. OcHoBHas nuTEpaTypa

2. Kupcanosa, M. B. Kypc nenonpousBojictsa. JlIOKyMEHTalIMOHHOE OOECTIeYeHEe
ynpasienus: [Tekct]: yue0. mocodue/ M. B. Kupcanosa, 0. M. AkceHos. - 6-¢ u3j.,
uctp. u goi.. - M.: UHOPA-M, 2014. - 256 ¢ (15 7x3.)

3. Hemun, IO.M. Jlenonpou3BoAcTBO. JlOKYMEHTAIMOHHBIA MEHEI)KMEHT
yueoHoe nocobue / FO.M. Jlemun. — Mocksa ; bepnun : [lupekr-Menua, 2014. — 205 c. :
TaoI1., CXEM. — Pexum JOCTYTIA: 1o ITOZTIUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=253657 (mata obOpamenus: 10.03.2021).
— bubmuorp. B xku. — ISBN 978-5-4475-1572-0. — DOI 10.23681/253657. — Tekcr :

AIEKTPOHHBIM.

6.2. JlononHuTeNbHAS IUTEpATypa

4. Kosuna, E.C. JlenonpousBoacTBo : yueOHO-MeToaudeckoe mocooue / E.C.
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Ko3una. — Mocksa : [upext-Menua, 2013. — 27 ¢. — Pexxum noctyna: mo mojanucke. —
URL: https://biblioclub.ru/index.php?page=book&id=141469 (mara oOparmieHus:
10.03.2021). — ISBN 978-5-4458-2649-1. — DOI 10.23681/141469. — Texkct
AJICKTPOHHBIM.

5. Poroxun, M.IO. Opranuzanusi 1ej10Nnpon3BOCTBA MPEANPUITHs: (Ha OCHOBE
I'OCT P6 30-2003) / M.YO. Poroxun. — MockBa ; bepiun : upexr-Menua, 2014. — 209
C. WII. - Pexum JOCTyTa: 1o IIOJTIUCKE. — URL:
https: //blbhoclub ru/index.php?page=book&id=253709 (mata obpamenus: 10.03.2021).
— bubGmmorp. B kH. — ISBN 978-5-4458-6535-3. — DOI 10.23681/253709. — Tekcr :

AIEKTPOHHBIN.

7. IlepeyeHb pecypcoB HMHPOPMALMOHHO-TEJIEKOMMYHUKAIMOHHON  CeTH
«/HTEepHeT», He0OXOAUMBIX VISl 0CBOCHH S JUCHHUILIHHBI

6. [Topran «"'ymanuTapHoe oopazoBanue»: http://www.humanities.edu.ru/

8. ®oHA OUIEHOYHBLIX MATEPHAJIOB /Ui TNPOBeJeHHUS TEKYyIlero KOHTPOJs
yCIIEBA€MOCTH M NMPOMEKYTOYHOM ATTeCTAlNHU

ConepxaHne  NPOMEXKYTOYHOW  aTTECTAllMM  PAacKpbIBaeTCd B KOMILIEKTE
KOHTPOJIMPYIOIIHUX MATEPUAJIOB, IPEIHAZHAYECHHBIX JUIsl IPOBEPKU COOTBETCTBUS YPOBHS
HOJAroTOBKM 1o aucuuiinHe TpedboBanusaMm @PI'OC, kortopele XpaHsiTcs Ha
kadenpe-pazpadborunke PIIJ] B meuatHom Bujae u B DUOC.

®oHJ o11eHOYHBIX MaTepraioB (POM) no AUCHUIUIMHE MPEACTABICH B MIPUII0KEHUH
A.

9. IlepeyeHb HHPOPMALMOHHBIX TEXHOJIOTMH, HCIOJb3yeMbIX IPH OCYLIECTBJICHUH
o0pa3oBaTeJIbHOI0  Ipouecca MO0 JMCUHMIVIMHE, BKJIOYasg  IepevyeHb
MPOrpaMMHOI0 odecrneyeHusi 1 HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM

Hns YCIEIIHOTO OCBOCHUA JUACIUATUINHEL HCIIOJIB3YIOTCS pecypcesl JJIIEKTPOHHOU
MH(OpPMallMOHHO-00pa30BaTeIbHOM  cpefibl, 00pa3oBaTeNIbHbIE HWHTEPHET-TIOPTabl, Trijo0anbHas
KOMITIBIOTCpHAAd CCTh I/IHTepHeT. B mponecce M3ydCHUsT AUCHUIIIIMHBI IMPOUCXOAUT HMHTCPAKTHUBHOC
B3aNMO/ICHCTBHE 00yJaIOIEerocs C MPenojaBaTesieM Yepe3 JMIHbII KaOHMHEeT CTYACHTA.

Nenn Hcnoab3yemoe nporpaMMHoe odecreyeHue
1 LibreOffice
2 Windows
3 Antuupyc Kaspersky
Nenn Hcnonb3yembie npoeccHoHAIbHBIC 0a3bl JaHHBIX U HH(POPMALIHOHHBIE
CIIPaBOYHLIC CHCTEMbI
1 BecruatHast snexktpoHHas OubOnuoreka oninaiiH "ExnHoe okHO K 00pa3oBaTeNbHBIM
pecypcaM" I CTYZICHTOB W TperojaBaTeliei; KaTaJllor CChUIOK Ha 00pa3oBaTelbHbBIC
uHTepHeT-pecypesl (http://Window.edu.ru)
2 HanmonansHast snexrporHas 6moimoreka (HOB) — cBOOOMHBIN AOCTyn yuTaTeNne K
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Nenn Hcnoan3yempblie npogeccuoHalbHblIe 0a3bl JTaHHBIX 1 HH(OPMALIMOHHbIE
CIPaBO4YHbIE CHCTEMBI

donnam poccuiickux OuOIHOTEK. COMEPKHUT KOJUICKIIUH OIMU(PPOBAHHBIX JOKYMEHTOB
(KaK OTKPBITOTO JOCTYIA, TaK ¥ OTPAHUYCHHBIX aBTOPCKUM IPABOM), & TAKXKE KaTaJIOT
W3IaHui, Xparsmmxcs B Oubnmorekax Poccun. (http://H36.pd/)

10. Onucanue MATEPUAJTbHO-TEXHUYECKOU 0a3bl, HEOOX0aAMMON IS
OCyIIeCTBJIEHUSI 00Pa30BaTEJIbHOI0 MPOLECCA MO AMCIUIJINHE

HaumeHoBaHuMe CIeNHAJbHBIX MOMEIEHUI M OMeIeHNH ISl CAMOCTOSITeJIbHON PadoThI

yueOHBIC ayTUTOPUU JJIsl TPOBEJCHUS YIeOHBIX 3aHATUN

IIOMCIICHUA OJIA CaMOCTOSITEIILHOMI pa6OTBI

MarepuanbHO-TEXHUYECKOEe OOeCleYeHue W OpraHu3aiusi 00pa30BaTEIIbHOIO
MpoIlecca MO AUCUUIUIMHE JJI MHBAIHMJIOB M JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU
3I0POBBS OCYIIECTBIISIETCS B COOTBETCTBUM C «[lomoxkeHneM 06 00ydueHur HHBAIUJIOB U
JIUIL C OTPAaHUYECHHBIMU BO3MOKHOCTSMHU 3/I0POBBS».




NMPUNOMEHUE A
®OH/, OLLEHOYHbIX MATEPUANOB ANA MPOMEXYTOYHOM ATTECTALIUU
no ANCUUNJIUHE «JoKymeHTUpPOBaHUE yNpPaB/IeHYECKOi AeATe/IbHOCTU»

1. MepeyeHb oyeHOYHbIX cpedcme 018 KomnemeHyuli, popmupyembix 8 pe3ysnbmame 0C80eHUs
ducyunauHsl

. Cnoco0
Kona koHTpOIMpyemMoii KoMIieTeHIH U OueHo4yHOeE CpeacTBO
OlleHHUBAHUS
Kommnekr
[1K-4: Cnnoco6eH npuMEHSITh METOIbI TPUATHS 3auer KOHTPOJUPYIOLIUX
OpraHU3aIMOHHO-YIPABICHYECKUX PEIICHUI MaTepHaJIoB st
3ayeTa

2. OnucaHue nokaszamesneli U Kpumepuee OUEHUBAHUA KomnemeHyuli, onucaHue wWKan
oyeHusaHus

OueHnBaemble KOMMNeTEeHUMW MpeacTaBneHbl B pasgene «llepedyeHb NAAHUPYEMbIX
pe3ynbTaTtoB 06Yy4Y4eHMs NO  AUCUMNAMHE, COOTHECEHHbIX C WHAMKATOPAMM  AOCTUXNKEHUA
KoMneTeHUMn» paboyerr nporpaMmbl  AUCUMNANHBLI  «[JOKYMEHTUPOBaAHME  ynpaBAeHYEeCKOM
OEeATeNbHOCTUY.

Mpun oueHUBaHMN CHOPMMUPOBAHHOCTU KOMMETEHUMIA NO gucumnanHe «[JoKymeHTMpoBaHue
ynpaB/ieH4YecKol geatenbHoCcTn» ncnonbsyetca 100-6annbHas WkKana.

Kpurepuii Ounenka no Ounenka mo
100-6anabHoii TPAAUIMOHHOM IIKAaIe
HIKaJie
CryneHT 0CBOMII M3y4aeMbli MaTepuanl, 25-100 3aumeno

BBITIOJIHACT 3aJaHUSA B COOTBETCTBHUU C
HHIUKATOpaMu JOCTUKCHUA KOMHGTGHHHﬁ,
MOKCT NOITYCKATb OTACJIIbHBIC OIIIMOKH.

CTyneHT He OCBOMIJI OCHOBHOE COZEpKaHHE 0-24 He 3aumeno
U3y4EHHOI'0 MaTepuaia, 3aJJaHus B
COOTBETCTBUM C UH/IUKATOPaMHU
JOCTHUKEHUS] KOMIIETEHLIUN HE BBIITOJIHEHBI
WJIM BBIIIOJIHEHBI HEBEPHO.

3. Tunosble KOHMPObHbIE 300aHUA unu UHble mamepuarnel, Heobxodumsble 071 OyeHKU YpO8HA
docmuiceHuAa KomnemeHyuli 8 coomeemcmeuu ¢ UH@UKGMOPGMU

1.3a0aHus Ha OeMOHCMpPAUUO 3HAHUU op2aHu3auuu OOKyMeHmoobopoma npeonpuamus,
crneyuguKku O0KyMeHmMuUpPOoB8aHUSA ynpassaeHYecKol 0esmesnbHocmu

KomnereHuus UHAMKaTOp JOCTUKEHUA KOMNETEHLUN
MK-4 CnocobeH npumeHaTb MmeToapl  npuatma | MK-4.3  [emMOHCTpUMpyeT 3HaHMe  OpraHusaumm
OpraHM3aLMOHHO-YNPaBAEHYECKMX PELlEHN OOKyMeHTOoObOpOTa  npeanpuatusa,  cneundukn
OOKYMEHTMPOBAHMUA YNpaBAeHYECKON AeATeNbHOCTH




1. TIpoaeMOHCTpUpPYIHTE 3HAHHE OPraHU3alHH JOKYMEHTO00O0pOTa MPEeanpHATHSA, CHCIHPHKH
JIOKYMEHTHPOBAHUA YIIPABICHYECKOM JIeATeIbHOCTH HalucaB 3asBlieHHe o npueme Bac Ha
paboty osxoHomuctom B «Poccsaspundopm», 3asBieHHe o0 npenocraBneHuu  Bawm
aAMHHHCTPATUBHOIO OTIYCKA [0 CEMEHHBIM 00CTOATENLCTBAM (OCTAIbLHBIE PEKBU3UTBI YKAKUTE
CaMOCTOSITEIIBHO).

2. IlpopeMOHCTpUPYHTE 3HAHHE OPraHM3alMU JOKYMEHTOOOOPOTa HpPEANpHUSTHS, CHEUU(UKU
JOKYMEHTHPOBAHUA y]'[]’)&BJ'IEHqECKOﬁ JECATCIBHOCTH COCTABHB ITHCBMO AdaJIMHHHCTPAIIMH
Anraiickoro kpag B ACCOLMALNIO SIOHO-POCCUIHCKON TOProBJM ¢ IMPOCHOOH AaTh 10POOHBIM
CIMCOK MMIOPTUPYEMO# MPOAYKIIUH.

3. I[lpoaeMoHCTpHpPYIHTE 3HAHME OPraHU3alMM JOKYMEHTOOOOpOTAa MPEANpPHATHS, CHeHH(UKH
JIOKYMEHTHPOBAHUS YIIPABJIEHYECKOH JIEATETBHOCTH COCTaBHUB JIOKJIAJHYIO 3alUCKY HayalbHHKA
OT/eNla PYKOBOIUTENIO HPEMNIPUATHA 1O (DAKTy HEBBINOJHEHHUS PACIOPSIKEHHA O MOHTaKE
00opy0BaHMA Ha YUaCTKE 1O MPUYMHE C1a00r0 KOHTPOJIS CO CTOPOHBI IIABHOTO MEXAHMKA.

4. TIposeMOHCTpUpYIiTe 3HAHHE OpraHM3alHMU JOKYMEHTOO00pOTa IpeAnpusTUs, CrielnprKu
JNOKYMEHTUPOBAHHSI  YIPABIEHYECKOW  JIEATENILHOCTH  COCTABMB  ITMChMO-W3BEIEHUE
Hosocubupckoro 3A0 «3Jkocan» KemepoBckomy 3AO «[lapTHep» 0 NpHUMHAX 3aACpKKH
MOCTaBOK MALINH U 000pYAOBaHHUS.

5. TlpoaeMOHCTPHPYITE 3HAHHUE OPraHHM3alMHA JOKYMEHTOO00OpOTa MpPeNNpHATHS, CHelH(UKHA
JMOKYMEHTHPOBAHHSI YIPABICHYECKOH AEATETBHOCTH COCTABMB MPHUMEPHYIO JTOJDKHOCTHYIO
MHCTPYKIIMIO IS Batieid 10/DKHOCTH (TIPH OTCYTCTBHU — ETAEMOM JI0JIKHOCTH),

6. IlpojeMOHCTPHPYHTE 3HAHHUC OPraHM3alMKA JOKYMCHTOO00POTAa NPCANPUATHS, CHCHA(HKA
JIOKYMCHTHPOBAHHUS  YIIPABJICHUCCKON  JICATEIBHOCTM  COCTAaBHB  MPOTOKON  3ace/IaHus
MHBCHTAPU3aIIMOHHONW KOMMCCHM 3aBOJa T'a30BOM ammapaTypbl, Ha KOTOPOM paccMaTpUBaICS
BOIIPOC 0 pe3yibTarax MHBEHTapHU3aluuM 1o ckiany Ne2 BcriomoraresbHbIX martepuanoB. Ha
3acelaHri OBLJIO TIPUHATO MOCTAHOBJIEHWE 00 YTBEpPK/IEHMHM Pe3y/IhTaTOB WHBEHTApU3AlMU U
OTHECEHHS 3a CYET 3aBE/YHOIIET0 CKJIAJOM HEAOCTa4H BCIIOMOraTelNbHBIX MaTEpHAIOB B CyMME
365 muH. py0., a TakXkKe 3a4MTaHbl CITMYUTEIBHAS BEIOMOCTE 10 CKIaay Ne2 u oOBSCHHUTEIbHAS
3arucKa 3aBe/yrolniero cknajaoM. OcraibHbie JAHHBIE OMPEJISTUTE TI0 CROEMY YCMOTPEHHUIO.

7. IlpoaeMOHCTpUpPYHTE 3HAHUE OPraHMU3aLMM JOKYMEHTOOOOpOTa MPEANpPHATHA, CICHH(PHKH
JIOKYMCHTHPOBAHHA yMpPaBICHYCCKOH JCATCIBHOCTH COCTaBHB [MpHKa3 JHPCKTOpa 3aBoja
TOYHOI'0 MAIIMHOCTPOCHHUS O MPEMUPOBAHUU PAOOTHUKOB IJIAHOBO-IKOHOMMYECKOIO OT/JEia 3a
JIOCPOYHYIO Pa3pabOTKYy NiaHa.

8. IlposeMOHCTPUPYHTE 3HAHWE OPraHM3alMH JOKYMEHTOOOOpOTa MPEANPHATHSA, CHCUU(DUKA
JIOKYMEHTHPOBAHHs YIIPABJICHYECKOH JIeATEJIbHOCTH COCTaBHB CHPaBKY O 3apaboTHOi Iuiare
Baiiero pabotHuka (ciiecaps 3-ro paspsa) aisi IpeaoCcTaBieHus 1o MecTy TpeboBaHMsl.

9. IlposeMOHCTPUPYITE 3HAHWE OPraHM3alMU JOKYMEHTOO00OpOTa MpPEANpUATHS, CHEUN(UKA
JIOKYMEHTHPOBAHUS YIIPABICHYECKON JEATEIbHOCTH COCTABUB JIOKJIAIHYIO 3allUCKY CEeKpeTapsi-
pedepenrta pykopoauteno npeanpuatus o6 yrepe pabornukom CrenanosbiM .M. nucbma-
3arpoca, MOCTYIMHUBIIEro B afpec NpearnpHusTHs, IBa Mecslla Ha3a/l.

10. ITponeMoOHCTpUPYHTE 3HAHWE OPraHU3alWU J0KYMEHTO000pOTa IPEANpPUATHS, CIEHU(PUKU
JIOKYMEHTHPOBAHHUS YIPABJICHYECKOW [EATEIBHOCTH COCTABUB MHMOPMAILIMOHHOE MHUCHMO O
NpoJiake YacTHBIM M TOCYAAPCTBEHHBIM MPEANPHATHAM TEePCOHANBHBIX KOMIMBIOTEPOB T1O
JIOTOBOPHOM CTOMMOCTH M O BO3MOKHOCTH MPUHUMATh 3aKa3bl HA COCTABIEHUE IPOTPAMM.



4. ®aiin u/unu BT3 c NOAHLIM KOMIMAIEKMOM OUEHOYHbIX Mamepuanos npuaazaemcs.
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