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1. llesb ocBOeHMsI AMCHMIUIMHBI (MOAY/IST)

Llenst0  OCBOeHUs

CTpaTernyeCKmx u OI1epaTUBHBIX

JUCIUTIIMHBL  (Moaynsi)  «JloKyMeHTHpOBaHUe
VHHOBAL[MOHHOW  J1eSiTeIbHOCTH» SB/SIETCST (POPMHUPOBaHME CUCTEMBbI 3HAHUU O
(GYHKI[MOHMPOBAHUMA CUCTEMbI JIOKYMEHTAl[MOHHOTO obecrieueHUs yripaB/ieHUs
JJIs1  TIOMCKA, KPUTHMYECKOTO aHa/lvM3a W CUHTe3a WHGOpMaluK, pellieHust

yrIpaB/JeHuUeCKUX 3afiay, pa3pelleHuu

KOHCl)]II/IKTHbIX CI/ITyaL[I/Iﬁ pr MPOEKTHUPOBAHHWKU MEX/IMYHOCTHBIX, I'DYIIIIOBBIX U

OpraHU3alMOHHbIX KOMMYHUKALAW,

MEeTOANUeCKOM  0a3bl

CO34aHHuA KaueCcTBeHHOMU HOPMATHWBHO-

IUJIaHWUPOBaHUSI W NPOBEAEHUSI  KOMILIEKCHOTO
5KOHOMMYECKOTO aHa/M3a ISt yTipaBJIeHUsI OpraHu3alMOHHOMU
(MpOU3BOCTBEHHOW) /1eATeIbHOCTBIO OpraHU3aLiui.

2. MecTo AuCIMIIIMHBI (MO/y/i1) B CTPYKType 00pa3oBaTe/IbHOM NMPOrpaMMbl
BBICIIIEro 00pa3oBaHusI — MPOrpaMMbl DaKajaBpUaTa

OucounivHa (Mopynib)

«JloKkyMeHTHpOBaHHe WHHOBALIMOHHOW

JesiTeTbHOCTU»  OTHOCUTCI K 4YacTh,  (opMupyeMOW  y4aCTHUKaMH
oOpa3oBare/ibHBIX OTHOIIeHUH broka 1 «IuciuriuHe! (MO JIN)».

1715 OCBOeHHsI AAHHOM MUCIUIUIMHBI (MOAYJ/sT) HEeOoOXOAWMBI pe3y/bTaThl
B MpeALIeCTBYIOLIUX JUCLUIUIMHAX  (MOAYJISIX):
«HdopmaririoHHast 6e301acHOCTb».

[TepeueHb MoC/IeyOMIUX AUCLHUIIMH (MOJYJiel) U TIPaKTUK, [/ KOTOPbIX
HeoOXOWUMBI pe3y/bTaThl OOyueHHs, IIOyYeHHble B JJaHHOW JMCIUIIHHE
(Mopyie): «YuebOHasi MpakTHKa (ITPOEKTHas TTPAKTHKA)», «[]e0rporu3BoCTBOY.

o0yueHusi, TOMyUYeHHbIe

3. IlepeueHb MJIAaHMPYEeMbIX Pe3y/IbTaTOB 00yueHHs M0 JUCLHUILIHHE
(MoayJ/110), COOTHECEHHBIX C YCTAHOB/IEHHBIMHU B 00pa3oBaTe/IbHOU
nporpaMMe BbICIIIEr0 00pa3oBaHusA — MPOorpaMMe 0akKa/jlaBpuaTa
WH/IMKATOPAMH AOCTIIKEeHHS KOMIIeTeHIH

KO/:[ N HaMMeHOBdHHEe KOMIIeTeHIINH

KO/I[ W HAMUMEHOBaHWE MHAMWKATOPA
AOCTWXKEHHA KOMITEeTEHLIUH

[TnaHupyeMble pe3y/IbTaThl 00yUeHHs 10
JucuurivHe (MoJyJito)

YK-1. CriocobeH oCyI|ecTBATh
TIOMCK, KPUTHMUECKUI aHa/Iu3 U
CHHTe3 UHOPMALH, IPUMEHSITh
CHCTeMHBIH TTOJX0/, [/1s PelleHusI
TOCTaB/IeHHBIX 3a/a4

MNYK-1.1.Ananusupyert 3azauy,
BhIZlesisisi ee a30Bble COCTABIISOILHE

3HaTb: GyHIaMeHTaIbHbIe OCHOBBI
BBICIIIE/i MAaTeMATHKH, BK/IOUast airedpy,
reoMeTpHI0, MaTeMaTUUeCKUl aHaTu3,
TEOPHIO BEPOSITHOCTEH 1 OCHOBEI
MaTeMaTH4eCcKOi CTaTUCTHKH,
HeoOXoAVMBIe 7151 aHa/Ik3a 3azad,
BO3HUKAIOIIUX B MMPAKTUUECKON
ZlesITeNIbHOCTH
YMeTh: CaMOCTOATENTEHO HAXOUTh
MaTeMaTHUecKuit arirapar,
COJIepyKALI[UICS B TUTEPaType I0
CTPOUTEJIBHBIM HayKaM, U KPUTHYECKH
aHa/TM3UPOBaTh NH(HOPMALIUIO,
Heo0XOIUMYTO JIs PeleHusT
MOCTAB/IEHHOH 3a/jauk, paCCMaTpPUBaTh
pa3/MuHble BapUAHThI PELleHus 3a/jauM,
OLIeHMBAst UX JOCTOUHCTBA U HEJJOCTaTKU
BrazieTh: NepBUYHBIMY HABbIKAMU




HCII0/Ib30BAHKUA MaTeMaTHUYeCKOI'0
daririapara Ajs Bpra6OTKI/I CHUCTEeMHOIo
104X0/4a K pelieHn0 1MMoCTaB/IeHHBIX

3ajay

NYK-1.2. HaxoauT ¥ KPUTUUECKU
aHa/IM3MpyeT UHPOPMALIUIO,
Heo0X0QUMYI0 [/1s1 pellleHHst

TI0CTaB/IEHHOH 3a/,aun

3HaTb: OCHOBHbIE TIOHSTHUS
WH(OPMaTHKH, COBpeMeHHbIe CpPeZiCTBa
BBIUMC/TUTE/TBHON TEXHUKH, OCHOBBI
aITOPUTMHUYECKOTO SI3bIKa U TEXHOJIOTHIO
COCTaB/IeHUs! TTPOTPaMM

YMeTb: OCyII|eCTB/IATh NOUCK,

KPUTUUeCKUI aHa/u3 U CUHTe3

vHpopMalLK Ha KOMIIbIOTepe

BrazieTb: HaBBIKAMH CHCTEMHOT'O

TMOZIX0/1a [JIsl PeILieHus] TIOCTaB/IeHHbIX

3aau

ITK-6 CriocobeH oCyIIeCTBIATh
TOWCK, 0TOOP U aHa/IM3 Hay4HO-
TeXHWYeCKOM, aTeHTHOMH, IPaBOBOM
vH(opMaLWH, IPOBOJUTH
VHBEHTAPU3ALIUI0 CO3/JaHHBIX
pe3y/IbTaTOB UHTE/I/IEKTYaIbHOM
JIesITeNTbHOCTH, CPE/ICTB
VHAWBUYATA3aLIN U
HCII0/Ib30BATh KOMITJIEKT
[IOKYMEHTOB 10 TIPOEKTY

NIIK-6.1. Vicrionb3yeT akTyanbHYIO
Hay4HO-TeXHUUYEeCKY!O, IIaTeHTHYI0 U
TPaBOBYI0 MH(OPMALIMIO TI0 TIPOEKTY

3HaeT OCHOBHbIE TEOPUH MOTHBALUH,
JIMJIepCTBa U BMACTU B yTIpaBJieHYeCKON
[IeSITeIbHOCTH.

YMeeT MOTUBUPOBATh TIEPCOHAT AIJIst
pelLleHus] CTPAaTernyecKux u
OTEepaTUBHbBIX YIIPABIeHUECKUX 3a/iau.
Brageet crioco6amy mprMeHeHUst
OCHOBHBIX TEOPUI MOTHBALIWH,
JIMIePCTBA U BIIaCTU B yTIpaB/eHUH
COLMa/IbHO-9KOHOMHUECKIMHU
cucTeMaMU3HATh: 0COOEHHOCTH
obecrieueHyst HaI@XKHOCTH
(DYHKI[MOHMPOBAHUS CUCTEM
MH(OPMALIMOHHOTO 0becrieueHus B 3TON
obnactu; KiaccubuKaiyo
WHTeJUIeKTyanbHOM COOCTBEHHOCTY;
CHCTeMY TTPaBOBOM OXpaHbI U
yTIpaB/IeHUs UHTeNJIeKTyabHON
COOCTBEHHOCTBI0; BO3MOXKHOCTU HaJTMUMSE
TIPaBOBOM OXpaHbI; PAaBOBbIE OCHOBBI
OXpaHbl TOBAPHBIX 3HAKOB, 3HAKOB
o6ciyxuBaHus, GUPMEHHBIX
HarMeHOBaHMM, HaUMEeHOBAHUI MeCT
TIPOMICXO’KeHHSI TOBapa; OCHOBBI
TIPABOBOM OXPaHbI CJTy>KeOHOU U
KOMMepuecKoi TalHbl U HOYy-Xay;
rOCy/IapCTBEeHHbIN CTaHZAPT B 06/1aCTH
TaTEeHTHBIX UCCJIe/JOBAHUI; CPeJICTBA U
METO/[bl [IATEHTHOTO MOUCKA; TOPSJIOK
TPOBE/IeHHsI TATEHTHOTO MOUCKA U
aHa/M3a; TpaBU/Ia TIOCTPOEHHS U aHaIr3a
TaTeHTHBIX JIaHJIIadTOB
YMeTb: rpaMOTHO 0OOCHOBBIBAThH
Ha/TMuKe TIPaBOBOM OXPaHBI U ee
BO3MO>KHOCTH; TIPOBOJJUTh
HMH(OPMaLIMOHHO-aHATUTUYEeCKUI TTOWCK
C UCTO0JIb30BaHUEM HayUHbIX
ny6JiMKalyi, HOBOCTHBIX JIEHT
WHCTUTYTOB Pa3BUTHS, MaTepHasOB
BBICTaBOK-SIPMapOK, aHa/IMTHUECKUX U
TIPOTHO3HBIX JOK/Ia/IOB, TTATEHTHBIX
CrIpaBoOYHBIX ccTeM (6a3 JaHHBIX);
Brnazets: TepMUHOJIOTHEN B 00/1aCTH
MaTeHTHO-/TMIIEH3UOHHOM JIeaTebHOCTHY;
MPOBe/IeHHe MAaTeHTHOTO MMOUCKA I10
AKTyaJ/IbHbIM HarpaB/IeHUsIM Pa3BUTHUS
HayKW, TEXHUKH U TEXHOJIOTUH B




Poccwuiickoii Desieparnyy 1 3a pyoexom,
BXOJAIIMM B chepy oTpacieBoi
Crienjyanu3aliy opraHy3anuy;
MIOCTPOeHHe NaTeHTHbIX JIaHAMA(TOB C
11e/IbI0 BBISIBJIEHUS] TEXHO/IOTMUECKIX
HarpaB/IeHHU! pa3BUTHS

NIIK-6.2 OcywyecTBisier
WHBEHTapU3aL1i0 CO3/JaHHbIX
pe3y/IbTaToB UHTe/IeKTyalbHON
JlesITeNIbHOCTU

3HaThb: OCHOBHbIE [IOHATHSI, TEDMUHBI U
oripeZiesieHust B 00/1aCTH yTIpaB/IeHuUsI
KauecTBOM; MeTO,0/I0TMUeCKre OCHOBBI
OpraHy3aly U3MepeHUH U KOHTPOJIs
KauyecTBa; 3aKOHO/jaTe/IbHble U
HOpMaTHBHbIE NPABOBbIE aKThI 110
yTIpaB/eHUIO KaueCTBOM; OpraHU3aLiuio U
TeXHOJIOTHIO N0 TBEPIKAeHUs
COOTBETCTBUS NMPOAYKLIMU MPOLIECCOB U
yciIyT; GU3MUecKre OCHOBHI H3MepeHNH;
TipaBU/ia POBe/IeHUs UCIIbITaHUN U
TIPYeMKU NIPOJYKLUU Y MeTb:
pa3paboTaThk CUCTEMY MeHe[PKMeHTa B
opraHv3alii; pacCUUThIBaTh 10
METPOJIOTHUECKUM XapaKTepUCTHKaM
Cpe/iCTB M3MepeHHH MOrPeIHOCTH
TIPSIMBIX ¥ KOCBEHHBIX M3MepeHHiA;
pa3pabaTbIBaTb CTPYKTYPY CHUCTEMBI
KauecTBa Ha NpeArpUsITUN
MIPUMEHUTENBHO K IIPOM3BO/ICTBY
KOHKPETHOI'O BU/Ia CTPOUTE/bHBIX
MaTepHasioB, U3Ze/ Ui U KOHCTPYKLIUIA;
HCTI0/Ib30BaTh KOMIIbIOTEPHbIE
TeXHOJIOTHH Z1JIs1 TI/IaHUPOBaHUS U
MpoBe/ieHrs1 paboT; MOJATrOTOBUTh
JIOKYMEHTBI 1151 CepTU(YKAIMK CHCTEMBI
KauecTBa 110 craggapram ['OCT P UCO
9000; aHanM3WpOBaTh JaHHbIE O KaueCTBe
MIPOJYKLIUM U OTIpe/iesisiTh TIPUUNHBI
Hpaka.
BnageTs: ymMeHueM rpaMOTHO
WCTI0/Ib30BaTh U3MepUTe/bHbIe CPefiCTBa
Y CUCTEeMBI P HeOOXOTUMOCTH;
crocobamu OLIeHKH TI0 pe3y/ibTaTam
5KCIIepUMeHTa CTaTUCTUUeCKUX OLIEHOK
pe3yJ/IbTaTOB U3MepeHul U KOHTPOJIs
KayecTBa; HaBbIKaMU 0(pOpPM/IeHUs
pe3yJ/IbTaToB UCIbITAHWI U IPUHATHS
COOTBETCTBYIOIIMX pelleHU; HaBbIKaM1
odopmsIeHUss HOPMAaTHUBHO-TeXHIUUECKON
JIOKYMeHTalK; HaBbIKaMU IIPOBe/leHUsI

ay/Ta

4. CTpyKTypa u coiep>KaHue JUCHMILUIUHBI (MO/1y/If1)

4.1. CTpyKTypa JUCLUTUIUHBI (MOZYJIsT)

4.1.1. ObbeM UCHUTITMHBI (MOAYJIsA) U BUAbI yueOHOM pabOThI IO

OUHOM (hopMe 0OyUeHUS:

Bu, yueOHoOl paboThl

Bcero

Cemectp

YaCoB

Ne 4

4aCoOB




KoHTtakTtHasi paboTta (BCero): 72 72
B Tom uncne:
Texuym (J1) 36 36
ITpakTrueckue 3aHsTus (I1p) 36 36
JlabopaTopHasi pabota (J1ab)
CamocTositenibHast paboTa obyuaroruxcs (CP) 72 72
IIpomexkyTouHas dopma
arrecranus MPOMEKYTOYHOU OK3 JK3
arTecTalyu
KonuuecTBo yacoB 36 36
OO0111as1 TPYA0€MKOCTh Yacel 180 180
JOVCLIATITUHBI (MOZYJIs1) 3ayeTHble eUHULIbI 5 5

4.1.2. O6beM AUCIUIUIMHBI (MOAY/S)) U BUbI yueOHOM pabOThI MO

3a04HOM (hopMe 0OyueHus:

Kypc
Bug yue6HO# paboThbI Beero Ne 2
4yacoB
4yacoB
KonTtakTtHasi paboTa (Bcero): 16 16
B Tom uncne:
Jexuuu (J1) 8 8
ITpaktrueckue 3aHsTus (I1p) 8 8
JlabopaTopHasi pabota (J1ab)
CamocTositenibHast pabota obyuaroruxcs (CP) 155 155
IIpomesxkyTouHas dopma
arrecranus IPOMEKYTOYHOU JK3 OK3
arTecTalyu
KommyecTBo yacos 9 9
OO011jas1 TPYA0EMKOCTh Yacel 180 180
JVICLIATIZTUHBI (MOZYJIs1) 3ayeTHble eUHULIbI 5 5

4.2. Cosiep>kaHve JUCLIUTUIUHBI (MOZYJIsA):

4.2.1.
obOyueHwUs:

Cojep>kaHve  IUCLUIIIMHBI

(Moaynsi) 1o ouHOM (opme



Kopn KonunuectBo yacos,
KOMIIeTeHI1H, BblJle/IdeMBIX Ha
HaumenoBanue KO KOHTaKTHYIO paboT Kon-Bo
A Yo p Y Buger CP KoHTposnb
paszesna, TeMbl WHJVKaTopa | 1o BUaM yuebHbIX |uacos CP
JIOCTHKEeHUST 3aHATUI
KOMIIEeTEHIIMHU
JI IIp | Jlab
Tema 1. 3HaueHue YK-1
AOKYMEHTHPOBaHUA %/II/I;;E<_112§ Ananu3
o -1. UCII0/b3yeMOro
YTIPAB/IEHYECKOU 4 4 8 Martepuana. Pedepar
AedaTe/JIbHOCTH IK-6 PaspaboTka ruiaHa
(UTIK-6.1 pedepara
UIIK-6.2)
Tema 2. OcCHOBHBIE YK-1
T10JIOXKeHU A 10 %/?%112% Ananu3
-1. UCIIO/b3yeMOro
AOKYMEHTHPOBaFHm 4 4 8 MaTepuana. Pedepar
yIipaB/IEHUe€CKOH [IK-6 PaspaboTka ruiaHa
pedepata
0esaTe/IbHOCTH (UIIK-6.1
NITK-6.2)
Tema 3. YHupukauys YK-1
N CTaHAapTHU3alHsd g/l}}g(?ﬁZ% Ananu3
-1. UCTI0/b3yeMOro
YTPAB/IEHYECKIX 4 4 8 Marepuana. Pedepar
AOKYMEHTOB IK-6 PaspaboTka ruiaHa
(UTIK-6.1 pedepara
NITK-6.2)
Tema 4. Bugpl YK-1
AOKYMEHTOB U UX %/Il/lﬁ_llzl
KJ'IaCCI/ICl)I/IKaL[I/IH -1.2) Toarorosxa k VHpuBHayansHOe
4 4 8 VH/MBU/lya/IbHOMY
K6 sagaio 3a7iaHKe
(UTTK-6.1
NIIK-6.2)
Tema 5. IlpaBuna YK-1
odopmiieHust %fozl
YIpaB/IeHYE€CKHUX -1.2) ToaroTosxa Kk VHpuBHayansHOe
4 4 8 MHMBU/lya/IbHOMY
JOKYMEHTOB [K-6 3a/1aHHI0 Janarne
(UTTK-6.1
NIIK-6.2)
Tema 6. YK-1
IToKyMeHTHUpOBaHKEe (MYK-1.1
NYK-1.2) ToaroToBka K
OpPrdHM3aliMOHHO- VHpuBuayansHOe
. 4 4 8 MHMBU/lya/TbHOMY
pacropsiAuTeIbHOU [IK-6 3a1aHHI0 Janarne
AeATe/IbHOCTH (I/IHK-G 1
NIIK-6.2)
Tema 7. YK-1
ToKyMeHTHpOBaHK1e (MYK-1.1
NYK-1.2) [oaroToBka K
I/IH(bOPMa]_[I/IOHHO- VHpuBuayansHOe
4 4 8 MHUBUlya/TbHOMY sanaime
CIPaBOYHBIX [K-6 3a1aHHI0 o
MaTepuaioB (UTTK-6.1
NIIK-6.2)




Kopn KonunuectBo yacos,
KOMIIETEHI[UH, | BblZe/IsieMbIX Ha
HaumenoBanue KOJI KOHTaKTHYIO paboty,| Kosn-Bo Buer CP KoHTpo®
paszena, TeMbl WHIUKaTopa | IO BUjaM yuebHbIX |uacoB CP
JIOCTHKEeHUST 3aHATUI
KOMIIeTeHLUH
JI IIp | Jlab
Tema 8. TpeboBanUs K YK-1
o opMJIeHHIO ggfll;
JAOKYMEHTOB I10 2) 4 4 8 HHESE;Z;E;?;;(MY WnguBuayansHoe
JTMYHOMY COCTaBy [K-6 3a/1aHHI0 sanarme
(WTIK-6.1
UTIK-6.2)
Tewma 9. Opranusanus YK-1
paboThI € %}g(llzl
AOKYMEHTaMU 2) 4 4 8 Mﬂggsgz;zﬁii(;y VHpuBHayansHOe
K-6 saaHMIO 3ajilaHue
(UTIK-6.1
NIIK-6.2)
BCEI'O HACOB: 180 36 36 72 36
Tema 1. 3HaueHHe  JOKYMEHTHPOBAHUA  yNpaB/ieHUYeCKOH
JesATe/IbHOCTU— 16 YacoB.
Jlekuuu — 4 4. Copepxkanue: I[Ipeamer u 3azaun Kypca. I[lonsaTus
«JJOKYMEHT» «CUCTeMbl [JOKYMEHTallul», «yIIpaBjeHueckasgd [JOKyMeHTalUsa».

Crerduka HMHGOPMAIIMOHHBIX 00BEKTOB,

[IpakTHueckoe 3aHATHe — 4 yaca.

WCTO/Ib3yeMbIX B  yIpaB/ieHUHU.
OcHOBHOe Ha3HaueHue yIpaB/ieHYeCKHUX JOKYMEHTOB.

OcHoBHbIe 33/jauil U GYHKI[UH CIyKO MTOKyMeHTAlMOHHOTO obecTieueHust
yTpaBJieHUsI B COBPEMEHHbIX OpraHU3al[usiX.

Borpocsr:

1. [Tonsite, 1le/id W 3afaud JIOKyMEHTAI[MOHHOrO obecrieueHUs
yIipaB/ieHus

2. HopmatuBHO-nipaBoBOe obecrieuenue IOKYMEHTUPOBaHUSA
yIIpaB/IeHUeCKOU J1eITeIbHOCTH

3. CocraB JOKyMeHTaLW!, UCI0Jb3yeMOU B yIIPAB/IEHUH OpraHu3aLifei.

4. Cnyxba  [JOKyMeHTallMOHHOTO  obecrieueHWs]  yIIpaB/IeHHsS B
COBpPEMEHHBIX OpraHu3aLysX.

Tema 2. OCHOBHBIE 0J10)KeHUA no AOKYMEHTHPOBAHHIO

ynpaB/ieH4YeCcKOH /ieiTe/IbHOCTH — 16 uacoB.
Jlexuyu — 4 4. Copeprkanue: [loHATHe «BHUJ, YIIpaBIe€HUYECKOTO JOKYMEHTa»,
ero CBsi3b C (QYHKUUAMM ymnpaBieHUs. PyHKIMW YMpPaB/JIe€HYECKOTO JOKYMEHTa:

yrpaB/ieHuecKas;

(GyHKUMS XpaHEHUs CBeJeHUH,

AOCTOBEPHOCTb KOTOPBIX

3aBepeHa; HayyHasi; [paBOBas; COLMaabHas; Ky/JAbTypHasi; WH(OpMalMOHHas;




KOMMYHHKATHUBHAs.
OcCHOBHBIe HOPMATUBHbIE dKTbl, PErjlaMeHTUPYIOIHe ANOKYMEHTHUPDOBdAHHE
ynpaBJIEHIJECKOﬁ AedaTe/IbHOCTH.

IIpakTHueckoe 3aHATHe — 4 yaca.
Bomnpocsr:
1. TloHaTHe «yIpaBeHYeCKOIo JOKyMeHTa»
2. @yHKIMHU yIIpaBIeHYeCKOro JOKyMeHTa
3. OCHOBHBIE HOpMaTHBHbIE aKTBhI, perjiaMeHTUpyolLe
JOKYMEHTHPOBaHUe yIIpaB/ieHYeCKOu JesTe/IbHOCTH

Tema 3. YHU(MKALMA U CTaHJapTH3aLMsl yIIPaB/ieHUYeCKHUX JJOKyMeHTOB
— 16 yacos.

Jlekyuu - 4 4. Copgepxkanue:  ['ocynapcTBeHHas — cuCTema
JIOKYMEHTAL[MOHHOT O obecrieueHus yTIpaB/Ie€HUS. OOb11epoccuiicKuit
K/1IaCCU(UKATOpP YIpaB/JeHUYeCKOM [OKyMeHTaluu. ['0Cy/lapCTBeHHBbIM CTaHAapT
('OCT) odopmsieHurs yrpaBieHYECKUX JOKYMEHTOB. Y HU(PUIIMPOBaHHAs CUCTeMa
OpraHu3al[MOHHO-PACTIOPSAUTEIbHOU JIOKYMeHTAaLUU. CraHgapTr3anus
yIipaB/IeHYeCKUX JOKYMEHTOB. MeXAyHapoHble CTaHJapThl JOKYMEHTHPOBAHUS
yIipaB/ieHUeCKOU /lesiTe/TbHOCTH.

[IpakTrueckoe 3aHdTHe — 4 yaca.

Bomnpocsr:
1. TocymapcTBeHHasi CHCTeMa [JOKYMEHTAl[MOHHOTO obecrieueHuUs
yIIpaBJ/IeHus.
2. YHU(UIMpOBaHHAsi CUCTeMa OpraHU3al[MOHHO-PacIopsIUTeTbHOM
JOKYMeHTaL1U.

3. CraHpapTur3auus ynpaB/ieHueCKUX JOKYMEHTOB.

Tema 4. Bujbl JOKyMeHTOB M UX Kjaaccupukanusa — 16 yacos.
Jlexuyu — 4 u. Copeprkanuve: Knaccudukanys yripaBieHYeCKUX JOKYMEHTOB

1o CoJlep>KaHUI0 (mo BUJaM  [IeATeJIbHOCTH): OpraHu3alOHHbIe,
pacrnopsijuTesbHble, WH()OPMAL[MOHHO- CIIpaBOYHble. BHJbl OpraHu3alMOHHBIX,
pacrnopsifuTebHbIX U MH(}OPMaIMOHHO- CIPaBOUHBIX  /IOKYMEHTOB,

WCII0JIb3yeMbIX B yIpaBJ/IeHUU.

[IpakTrueckoe 3aHsATHe — 4 yaca.
Bormpocsi:
1. Knaccugukanus yrnpaB/ieHYeCKUX JOKYMEHTOB
2. BuJpl opraHv3aliOHHO-PaCOPsAUTe/bHBIX JOKYMEHTOB
3. Buapl MH(OPMAaLMOHHO-CIIPABOYHBIX JOKYMEHTOB
4. Bujpl KaIpOBbIX [JOKYMEHTOB
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Tema 5. IIpaBusa odopmiieHMs ynpaB/ieHUeCKHX [JOKyMeHTOB — 16
YacoB.

Jlexuu — 4 u. Copepykanue: TpeOoBaHMS K COCTaBIEHHIO Y O(POPMIIEHHUIO
NOKyMeHTOB, (opmyJisip-obpasel]. Tlopsiiok odopmiieHus:: Hymepalys CTpaHML,
oopmnenve fat, oOLeNpUHATbIE COKpallleHus, odopmMieHrde 1dpoBoit
uHpopMalMy, MaremMatudeckue (GopMysbl, odopmiaeHue TabmMll, 3HAKU
TpenyuHaHUs.

CocraBneHue ynpaB/ieHUeCKUX JIOKyMEHTOB. HenoBble u
KOMMepYecKre TMCbMa: KaacCU(UKaLWs, CTPYKTypa, CTaHZapTHble ¢pasbl U
BbIp@KeHUs; TIpaBWiIa U (OpPMbl KOMMepUeCKOW Teperuckd C 3apy0e’KHbIMU
rapTHepaMy; KOPPEeCIIOHJEHLIs, CBsi3aHHasi C TMpPOBeJeHHeM MepUoAUYeCKUX
MepOTIpUITUN, H3bIK U CTWIb Ae/I0OBOM JAOKYMeHTal[uu: 00ilas XapaKTepuCTUKa.
CocraBneHue u  oQopm/ieHHe [JOKYMEHTOB B  YCJOBUSX IPHUMEHEHUs
BBIYMC/TUTE/TbHOM Y 3JIEKTPOHHOU TEXHUKU.

[TonsiTne «pekBu3nUT». COCTaB M PaClo/IOKeHWe peKBU3NUTOB. I1oCTOsiHHBIE 1
repeMeHHble PEeKBU3UTHI, MOPSJOK MX HaHECeHWs IMPU COCTaBIEHUM [OKyMeHTa
wii pabote ¢ HuM. [IpaBusia opopmieHUs] PEKBU3UTOB. YTJIOBOe U TIPOIOJIbHOE
pacrosio)KeHre PpPeKBU3UTOB JAOKyMeHTa. CTpykTypa JoKymeHTa. OnuvcaHue H
OCHOBHBI€ TIpaBu/ia 0()OpMIIEHUS] PEKBU3UTOB [JOKYMEHTAa.

[IpakTriueckoe 3aHsTUe — 4 yaca.
Boripocsr:
1. TpeboBaHus K COCTaB/IeHHIO U OOPMJIEHHIO TOKYMEHTOB
2. Tpe6oBaHus K 0(hOpM/IEHHUIO JIOKYMEHTOB
3. CTpyKTypa JOKyMeHTa.
4. OnucaHue U OCHOBHble TIpaBuia OGOpMJIeHUS  PEKBU3WTOB
[IOKYMEeHTa.

Tema 6. JloKyMeHTHUPOBaHHe OpPraHU3aLOHHO-PACHOPAANTETbHOU
AesATe/IbHOCTH — 16 yacoB.

Jlekuuu — 4 4. CopeprkaHve: Buzibl opraHu3aliOHHO-PaCOPsAAUTe/IbHBIX
JOoKyMeHTOB. [IpaBuna  cocraB/ieHMsI — OpraHM3alMOHHO-PACIIOPSAUTENBHBIX
NOKyMeHTOB. TpeGoBaHUsi K O(OPM/IEHHIO OpraHM3al[MOHHO-PACIIOPSAAUTETbHbIX
JOKYMEHTOB.

ITopsinok coctaByieHusi U O(OPMJIEHUS] OpraHU3aLMOHHBIX JOKYMEHTOB:
yCTaBa, IOJIO)KeHWW, IITAaTHOIO pacCIvCaHus, IIPaBU/ BHYTPEHHEro TPYZOBOIO
pacriopsifika, TIIOJIO)KEHUSI O CTPYKTYPHBIX IIOZpasfie/leHus1X, [OJDKHOCTHBIX
WHCTPYKLMN pabOTHHKA.

[Topsinok coctaBieHusi U O(QOPMIIEHHUsT PACIOPSAJUTENbHBIX JOKYMEHTOB:
pellieHue, pacropsbkeHue, pyKas, yKkasaHue, [I0CTaHOB/IEHUe.

[IpakTHueckoe 3aHATHe — 4 yaca.
Borpocsr:
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1. Buppbl opraHM3aliMOHHBIX JOKYMEHTOB.

2. Buppl pacniopsiiuTes/ibHbIX JOKYMEHTOB

3. IlpaBuna  cocraBfieHdss U OQOpPM/EHUS]  OpraHM3al[MOHHbBIX
JIOKYMEHTOB.

4. TlpaBusia cocTaBieHUs M O(OpPM/EHUST  PAaCHOPSAUTE/bHBIX
JIOKYMEHTOB.

Tema 7. JloKymMeHTHpOBaHuUe UH(GOPMaAIL[HMOHHO-CIIPABOYHBIX
Marepua/ioB — 16 uacos.

Jlekuyu — 4 u. Cogepxanue: Buzabl HWHPOPMALMOHHO-CIPABOYHBIX

nokymeHToB. [IpaBusia cocTaByieHUs] UHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
TpeboBanus K ohopmsieHHI0 HHGOPMAI[MOHHO-CITPABOUHBIX JOKYMEHTOB.

[Topsimok cocTtaBneHusi U odopmieHUss UHGOPMALIMOHHO-CIIPAaBOYHBIX
JNOKYMEHTOB: aKT, IPOTOKOJ, [OK/aJHasi 3arucKa, OOBsICHUTeNbHasi 3arucKa,
CrpaBKa, Tejierpamma, Tejie)OHOrpaMmMa, NMMCbMO, JOBEPEHHOCTb.

[IpakTrueckoe 3aHsiTue — 4 4.
Borpocsr:
1. Buapbl MHpOpPMAaIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
2. TlpaBusa coctaBieHUss UHPOPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
3. TpeboBanmss K  odopwmieHHIO  HWH(DOPMAI[MOHHO-CITPABOYHBIX
JIOKYMEHTOB.
4. Tlopsinok cocTtap/ieHusi U oopmiieHUs] HH(POPMaL[MOHHO-CIIPaBOYHbBIX
JIOKYMEHTOB

Tema 8. TpedoBanus K 0¢GopM/IeHUI0 AOKYMEHTOB M0 TUYHOMY COCTaBY
— 16 yacos.

Jlexuuu — 4 u. Cofiep>kaHue: YHU(MUIIMPOBaHHAsi CUCTeMa OpraHU3alliOHHO-
pacnopsiAuTebHOW JOKYMEHTALMU 10 KaJipaM.

INokyMeHTalusi TPYZOBbIX OTHOLLIEHWN B KaApoBbix cayxbax. CoctaB
JIOKyMEHTOB TO JIMYHOMY cocTaBy. CocTaBiieHve W 0(OpMJieHHe 3asiB/IeHUH,
TPYJOBOr0 J0roBopa (KOHTpPAaKTa), JIMUHOM KapTO4ykKu (Gopmbl T2, mpuKa3oB 1O
Kaj[paM, XapaKTePUCTHKKW pabOTHHWKA, aBToOHOrpaduy pabOTHWKA, AaHKETHI
paboTHUKa, JUYHOTO Jiesia paboTHUKa. TpyoBasi KHWKKA: Bbifiaua, opopmiieHue,
XpaHeHue.

[ToHaTve, CyLIHOCTP U Ha3HAuUeHWe LITATHOIO pacnucaHus. [IpaBusa
BHYTPEHHero TPY/AOBOro pacropsigka. IlpaBuna BeJeHus Tabenst yuera
MCTI0/Ib30BaHus paboyero BpeMeHH.

dopMupoBaHMe U HOMEHKJaTypa Jesl 1o Kazpam. IIpaBuna XpaHeHUs
KaJIpOBOU [JOKyMEHTAaL[1H.

[IpakTHueckoe 3aHATUe — 4 u.
Borpocsr:
1. JokymeHTalust TpYJOBbIX OTHOLLIEHUM.
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2. KaapoBslil JOKyMeHTOOOOPOT B OpraHU3al1u.

3.  ®opmupoBaHMe U HOMEHK/ATypa JieJl 1o KaJipaMm.

4.  CocraBneHve u o¢opMmaeHHe [OKYMEHTOB MO JIMYHOMY COCTaBy
OpraHu3aLuiu.

Tema 9. Opranu3sarusi paboTsl ¢ JoKyMeHTaMu — 16 yacos.

Jlektiiu — 4 u. Copepkanue: OpraHuzaiusi JI0KyMeHTOOOOpOTa;
cuCTeMaTH3aLys JOKYMEHTOB, HOMEHK/IaTypa /151 UX ()OPMUPOBAHUS M XpaHEHUS.
[Tonsitue AokymeHTooO0poTa. OCHOBHBLIE MOTOKM YITPaB/IeHYECKUX JOKYMEHTOB:
BXO/SLLUM, UCXOASAIAN, BHYTPEHHUM.

[BrwKeHre  BXOAALIUMX  YIpaB/J€HUeCKUX  [JOKYMEHTOB:  [epBUYHAs
00paboTKa, perucTpaiys, pacCCMOTpeHHe PYKOBOJCTBOM OpraHW3allvu, repejaua
Ha VCII0JIHEeHVe, KOHTPOJIb 3@ UCIIO/THeHUEM, CIIMCaHue UCIIOJIHEeHHOI'O JOKYMeHTa
B [leJ10.

OTarnbl IPOXOXKAEHHUS MCXOALIUX [JOKYMEHTOB: IIOATrOTOBKa IIPOeKTa,
coryilacoBaHue, opaboTKa 1o 3aMeuyaHusiM, PerUCTpaLiys U OTIIPaBKa.

PaboTa ¢ BHyTpeHHMMU [JOKyMEHTaMH: COCTaBjieHWe TIPOeKTa TeKCTa
JNOKyMeHTa, COrjacoBaHuWe, JopaboTKa 10  3aMeYaHUsiM, perucTpaiys,
TUpaKupoBaHue, repejada Ha UCIIOJIHeHUe, KOHTPO/Ib UCIIOJIHEHUs! JOKYMEHTOB,
CIMcaHye UCIIOJIHEHHOI0 JOKYMeHTa B Jie1o.

[IpakTrueckoe 3aHsitue — 4 4.

Bomnpocsr:

1. Crpykrypa 1 06bemM 1I0KyMeHTO0b0poTa.

2. TexHosiorust paboThl ¢ BXOASAIMIUMU U UCXOASIIAMU JOKYMEHTaMH.
3. Perucrtpauus JIOKYMEeHTOBU KOHTpO/Ib 32  UX
VICTTO/THEHVEM.

4. XpaHeHue JOKyMEeHTOB.

4.2.2. CopepkaHue [UCLMIIMHBI (MOJYJ/s) T0 3a04yHOM (opme
o0OyueHuUs:

Kopn KonuuecTBO yacos,
KOMIIeTeHIIUH, BblZle/IsieMbIX Ha
HanmeHoBaHMe KO KOHTaKTHYIO paboT Kon-Bo
A Yo p Y Buger CP KonTponb
pasziena, TeMbl WH/WKaTopa | IO BujaM yuebHbIX |uacoB CP
JIOCTHOKEHUST 3aHSITUU
KOMIIeTeHLIUU
JI ITp | JIab
Tema 1. 3HaueHue YK-1
JIOKyM@HTHPOBaHUsI %35112% Ananms
~ S MCII0JIb3YeMOro
YTPAB/IEHYECKOH 1 1 17 Marepuarna. Pedepar
eqTe/IbHOCTHU _ PaspaboTka riaHa
A TK-6 0
(UITIK-6.1 pedepara
VTIK-6.2)
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Koz KosmuectBo yacos,
KOMIIeTeHI1H, BblJle/IdeMBIX Ha
HanmeHoBanue KO KOHTaKTHYIO paboT Kon-Bo
A Yo p Y Buger CP KoHTposnb
pasziesia, TeMbI WHIUKaTopa | IO BUjaM yuebHbIX |uacoB CP
JIOCTHKEeHUST 3aHATUI
KOMIIEeTEHIIMHU
JI IIp | Jlab
Tema 2. OCHOBHbIE YK-1
I10/10KeHusA I10 gdgé(il; AHanu3
oKymesTpPORaIO R I -
ynpaBnqueCKof/'I IK-6 PaspaboTka ruiaHa
AedATe/IbHOCTH (VUIIK-6.1 pedepara
NITK-6.2)
Tema 3. Yaupukauys YK-1
" CTaHAapTHU3alHsA gg}g(_llzl AHanu3
yrpaeeckin R I -
AOKYMEHTOB [IK-6 PaspaboTka ruiaHa
(VITTK-6.1 pegepara
NITK-6.2)
Tema 4. Bugpl YK-1
AOKYMEHTOB 1 UX g}}g(_llzl
KJ'IaCCI/ICl)I/IKaL[I/IH -1.2) Toproroska K VHpuBHAyansHOe
1 1 17 VIH/IUBU/Iya/TbHOMY
K-6 sa1aHMIO 3a/jaHue
(UTTK-6.1
NITK-6.2)
Tema 5. IlpaBuna YK-1
odopmenus glﬁllzl
YIpaB/IeHYE€CKHUX -1.2) Toarorosxa k VHpuBHayansHOe
1 1 17 VH/IMBU/Iya/TbHOMY
AOKYMEHTOB [IK-6 3a1aHHIO 3a/jaHue
(UTTK-6.1
NIIK-6.2)
Tewma 6. YK-1
,[[OKYMEHTI/IPOBBHI/IQ (I/IYK—l. 1
NYK-1.2) IoaroroBka k
OpPraHr3allMOHHO- VHpuBHayansHOe
o 1 1 17 MH/IUBU/IYaTbHOMY
pacrnopsauTe/IbHON [IK-6 3a/jHHI0 sanaime
AeATe/IbHOCTH (UTTK-6.1
NIIK-6.2)
Tema 7. YK-1
JlokyMeHTHpOBaHue (MYK-1.1
NYK-1.2) ToaroToBka K
I/IH(bOpMaHI/IOHHO- VHpuBuayansHOe
1 1 17 VIH/IMBH/Iya/TbHOMY
CITPpaBOYHBIX [IK-6 3a1aHHIO 3a/jaHue
MaTepurajioB (UTTK-6.1
NIIK-6.2)
Tema 8. TpeboBaHus K YK-1
odopmieHHI0 gls};?llzl
AOKYMEHTOB I10 -1.2) Toarorosxa Kk VHpuBuayansHOe
1 1 17 VH/MBU/Iya/TbHOMY
JIMUHOMY COCTaBy MIK-6 3a1aHHIO 3a/laHKe
(UTTK-6.1
NIIK-6.2)
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Kopn KonunuectBo yacos,
KOMIIETEHI[UH, | BblZe/IsieMbIX Ha
HaumenoBaHue KO KOHTaKTHYIO paboty,| Kos-Bo
A Yo p y Buger CP KoHTposib
paszena, TeMbl WHIUKaTopa | IO BUjaM yuebHbIX |uacoB CP
JIOCTHKEeHUST 3aHATUI
KOMIIEeTeHI U
JI IIp | Jlab
Tema 9. Opranusauuys YK-1
paboThI € gl}};fll;
JAOKYMEHTaMU -1.2) Toproroska K VHpuBHayansHOe
19 WUHUBU/YaTbHOMY
3a/jaHue
[1K-6 3a/IaHUI0
(UTIK-6.1
UTIK-6.2)
BCEI'O HACOB: 180 8 8 155 9
Tema 1. 3HaueHHe  JOKYMEHTHPOBAHUA  yNpaB/ieHUYeCKOH
JesaTe/TbHOCTH— 19 yacos.
Jlekuuu — 1 u. Copepxkanue: IIpeamer u 3azaun Kypca. I[lonsTus
«OOKYMEHT» «CHUCTeMbl [JOKYMEHTALuW», «yIlpaB/JeHuYecKass [JOKYMEeHTaL[Us».

Crierjudvika MH(POPMAIIMOHHBIX OOBEKTOB, HCIIONb3YEMBIX B  yIIPAB/IEHUH.
OCHOBHOe Ha3HaueHue yIipaB/ieHUeCKUX JOKYMEHTOB.

OcHoBHbIe 33/jauil U (GYHKI[UH CIyKO JTOKyMeHTAlMOHHOTO obecTieueHust
yIipaBJjieHUs1 B COBPEMEHHBIX OpraHu3aLysX.

[IpakTrueckoe 3aHdTHe — 1 yac.

Borpocsr:
[ToHsiTHe, 11611 U 3a/laUl JOKYMEHTAlIMOHHOTO 0becrieueHust yIipaBIeHUsI
HopMmaTuBHO-TipaBoBoe  obecrieyeHre  JIOKYMEHTHMDOBaHUSI  yIpaBieHuUecKoi
[leATeJIbHOCTU
CocraB JOKyMeHTaLW!, UCI0JIb3yeMOU B yIIPAB/I€HUH OpraHu3aLiven.

Cnyxba JOKyMeHTalMOHHOTO obecrieyeHrsi yrpaBlieHHs B COBPEMEHHBIX
opraHusaLusx.
Tema 2. OcHOBHbIE 110/10)KeHUA 1o AOKYMEHTHPOBAHHIO

ynpaB/ieH4YeCcKoH /jeiTe/IbHOCTH — 19 yacoB.

Jlexuyu — 1 u. Copeprkanue: [loHdaTHe «BUJ, YIIpaB/Ie€HYECKOTO JOKYMEHTa»,
ero CBsi3b C (QYHKUUAMM yrpaBieHUs. PyHKIMW YIPaB/JI€HYECKOTO JOKYMEHTa:
ynpaBjieHueckas; (yHKLUWsS XpaHeHWs CBeJeHWM, JOCTOBEPHOCTb KOTOPbIX
3aBepeHa; HayyHasi; [paBOBas; COLWaabHas; Ky/aAbTypHas; WH(OpMAaLMOHHas;
KOMMYHUKaTUBHaSI.

OcCHOBHBIe HOpMaTMBHBIE aKThl, perjaMeHTHPYIOLUe [JOKYMeHTHpOBaHue
yIIpaB/IeHUYeCKOU [esITe/IbHOCTH.

[IpakTrueckoe 3aHdTHe — 1 yac.

Bormpocsr:

[ToHsATHE «yTIpaB/I€HYECKOTO JOKYMEHTa»
@DYHKIMU YIIPaB/Ie€HYeCKOro JJOKYMeHTa
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OCHOBHble HOPMAaTUBHbIE aKThl, perjiaMeHTUPYIOLIUe [JOKyMeHTHPOBaHUe
yTpaB/IeHUeCKOH JiesiTeIbHOCTH

Tema 3. YHU(UKaLUs U CTaHAAPTU3ALMA yIpaB/ieHUeCKHX JOKYMeHTOB
— 19 yacos.

Jlekrmu - 1 4. Copepxanue:  ['ocygapCTBeHHas — CUCTeMa
JOKyMEHTaL[MOHHOT'O obecrieueHus yTpaBJIeHHUS. Ob1epoccuiickuit
K/lacCU(UKATOp yTpaBieHuUeCcKol AoKyMeHTaluu. ['ocyAapCTBeHHBIA CTaHAApT
(I'OCT) oopmsieHus yripaBieHUeCKUX JOKYMEHTOB. Y HU(UI[MPOBaHHAs CHCTeMa
OpraHu3aLMOHHO-PaCIOPSIAUTE/TbHON JOKyMeHTaL1H. CraHgapTusauys
yrpaB/eHuUeCKUX JOKYMeHTOB. MeXayHapoAHble CTaHAApPThl JOKYMEHTHPOBaHUS
yIpaB/ieHUeCKOU JiesiTeTbHOCTH.

[IpakTrueckoe 3aHdTue — 1 yac.

Bormpocsi:
CocynapcTBeHHasi cucTeMa  [JOKYMEHTAlMOHHOTO — obecrieueHust
yIipaBJIeHUs.
YHu@uiMpoBaHHasi CHUCTeMa OpraHU3al[MOHHO-PACHIOPSAUTEbHOU
JOKyMeHTaL1H.

CraHgapTr3alys yrpaB/ieHUeCKUX JOKYMEHTOB.

Tema 4. Bugbl JOKyMeHTOB M UX Kjaaccupukanusa — 19 yacos.
Jlexuyu — 1 u. Copeprkanue: Knaccudukauys yripaBieHUeCKUX JOKYMEHTOB

1o CoJlep>KaHUI0 (mo BUJlaM  [JIeATe/TbHOCTH): OpraHu3alliOHHbIe,
pacropsiiuTe/ibHble, WH(OPMAI[MOHHO- CIIpaBOYHbIe. BHbI OpraHu3alMOHHbIX,
pacropsiiuTeNlbHbIX U VH(MOpMaI[MOHHO- CMIPaBOYHBIX  JIOKYMEHTOB,

VICII0JIb3YeMBbIX B YIIPaB/IeHUMU.
IIpakTHueckoe 3aHdTHe — 1 yac.
Bomnpocsr:
Krnaccugukaiys ynpaBieHUeCKUX JOKyMEHTOB
Bujip1 opraHusarnjiOHHO-pacopsAUTeIbHbIX JOKYMEHTOB
Bubl ”HGOPMAaLIMOHHO-CNIPABOYHBIX JJOKYMEHTOB
Buzbl KaZIpOBbIX JOKYMEHTOB

Tema 5. IIpaBuna odopm/ieHHUs ymnpaB/ieHYeCKHX AOKyMeHTOB — 19
4acoB.

Jlekiiuu — 1 u. Copepskanue: TpeboBaHUSI K COCTaB/IEHUIO U OOPMIIEHHIO
JNOKyMeHTOB, (opmyJisip-obpasel]. Tlopsifok odopmiieHus:: Hymepalysi CTpaHMLI,
odopmneHve fart, oOLeNpUHATbIE COKpallleHus, odopmMiaeHde 1UdpoBoi
uHpopMalMy, MaremMatudeckue GopMmysibl, odopmiaeHue TabmML, 3HAKU
TIpeNUHaHUS.

CocraBnieHue yIpaB/IeHYeCKUX JIOKYMEHTOB. Henosele u
KOMMepYecKre TMCbMa: KlacCU(UKaLWs, CTPYKTypa, CTaHZapTHble ¢pasbl U
BbIp@KeHUsI; TIpaBWiIa U (POPMbl KOMMEpPUECKOW Tepernuckd C 3apy0e’KHbIMU
rapTHepaMy; KOPPEeCIIOHJEeHLIMs, CBsi3aHHasi C TMpPOBeJleHueM MepuoAruYeCcKrux
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MepPOTpUATHM, SI3bIK M CTH/Ib [e/IOBOM JOKYMEeHTaI[uH: o0IIfasi XapaKTepHCTHKaA.
CocraBneHue u  odopMmieHHe [JOKYMEHTOB B  YCJOBUSAX TpPHUMEHEHUs
BBIUMC/IUTETLHOW U 3/IEKTPOHHOW TEXHUKM.

[TonsiTre «pekBU3UT». COCTaB U pacro/ioKeHrue peKBU3UTOB. [10CTOsTHHBIE 1
riepeMeHHble PEKBU3UTHI, MOPSIJOK WX HaHEeCeHWs! MPU COCTABJIEHWUU [JOKYMeHTa
umi pabore ¢ HuM. IlpaBusia obopMIeHHUs PEKBU3WTOB. YTJIOBOE W MPOOIbHOE
pacrioyio’keHre pPeKBU3UTOB JoKyMeHTa. CTpyKTypa [AokymeHTa. OnucaHue |
OCHOBHBIe TIpaBu/ia 0hOpM/IeHUSI PEKBU3UTOB JJOKYMEHTA.

[IpakTrueckoe 3aHsTue — 1 yac.
Bomnpocsr:
1. TpeboBaHus K COCTaB/IeHUIO U 0(DOPMJIEHHUIO IOKYMEHTOB
2. Tpe6oBanus K 0(hOpM/IEHHUIO JIOKYMEHTOB
3. CTpyKTypa JOKyMeHTa.
4. OnucaHue U OCHOBHble TIpaBula OGOpMJIeHUS  PEeKBU3WUTOB
JIOKYMEHTA.

Tema 6. JloKyMeHTHPOBaHHe OpPraHU3aLOHHO-PACHOPAANTETbHOU
AeATe/bHOCTH — 19 yacoB.

Jlekuu — 1 u. Copepykanue: Bubl opraHu3aljiOHHO-PaCoOpsAUTeTbHbIX
JOoKymeHTOB. IIpaBuia  cocTaBjeHUsI  OpraHU3aL{MOHHO-PaCIOpsUTe/TbHBIX
JOKyMeHTOB. TpeboBaHUsi K O(OPM/IEHHIO OpraHM3al[MOHHO-PACIIOPSAAUTENbHbIX
JJOKyMEHTOB.

[Topsinok cocTaByieHusi U O(OPMJIEHUS] OpraHU3aLMOHHBIX JOKYMEHTOB:
yCTaBa, IMOJIO)KeHWW, IITAaTHOIO pacIvCaHusl, IIPaBU/ BHYTPEHHEro TPYZOBOIO
pacriopsiika, IIOJIOKeHUs1 O CTPYKTYPHBIX [OJpas3fe/leHUsiX, [JO/DKHOCTHBIX
WHCTPYKLMM pabOTHUKa.

[Topszmok cocraBneHUs: U O(QOPMJIEHHsI PAaCHOPSAUTENbHBIX [JOKYMEHTOB:
pellieHue, pacropsbkeHue, NpuKas, yKka3aHue, IoCTaHOB/IEHUe.

[TpakTHueckoe 3aHaTue — 1 yac.
Borpocsr:
1. Buapl opraHy3aliMOHHbIX JOKYMEHTOB.
2. Buapl pacriopsiiuTe/ibHbIX JOKYMEHTOB
3. TlpaBuna  coctaBneHus W O(opM/eHHs  OpraHU3alMOHHbBIX
JIOKYMEHTOB.
4. TlpaBuia cocraB/ieHdss U O(OpPMJIEHUS  PACHOPSAUTENbHBIX
JIOKYMEHTOB.

Tema 7. JIOKyMeHTHpOBaHUe HH(OpPMaIMOHHO-CIIPABOYHBIX
MarepuasioB — 19 yacos.

Jlekumiu — 1 4. Copgepxanue: Buzabl WHGOPMALMOHHO-CIPABOYHBIX
NoKyMeHTOB. [IpaBua cocraByieHUs] UH(QOPMALMOHHO-CIIPABOUHBIX IOKYMEHTOB.
TpeboBanus K oopmIeHNI0 MTHPOPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB.
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[Topsimok cocTtaBneHusi W odopmiaeHHs HWHGOPMAIMOHHO-CIIPaBOYHBIX
JOKYMEHTOB: aKT, TIPOTOKOJ, AOK/aZHas 3arucka, OOBSICHUTe/bHasi 3arucKa,
CTpaBKa, Tejierpamma, TejiepOHOrpaMma, MrMcbMO, JOBEPEHHOCTD.

[TpakTuueckoe 3aHsitue — 1 yac.
Bomnpocsr:
1. Bujsl uHGOpMaIOHHO-CITPaBOYHbBIX JOKYMEHTOB.
2. TlpaBusa cocTaBeHUs UHPOPMALIMOHHO-CIIPABOYHBIX I0KYMEHTOB.
3. TpeboBanuss kK  odopwmieHHI0  HH(DOPMAI[MOHHO-CITPABOYHBIX
JIOKyMEHTOB.
4. Tlopsigok cocTaB/ieHusi U 0hopmiieHUs] HH(POPMaL[MOHHO-CIIPaBOYHbIX
JIOKyMEHTOB

Tema 8. TpeboBanus K 0¢GopM/IeHHI0 AOKYMEHTOB M0 TUYHOMY COCTaBY
— 19 yacos.

Jlektum — 1 4.  CopgepkaHue: YHU(PUIMDOBaHHAas  CHUCTeMa
OpraHU3alOHHO- PacropsAAUTeTbHOU JOKYMEeHTaLMH 10 KaZjpaM.

IlokymeHTal[usi TPY/[OBBIX OTHOIIEHWHA B KaJpOBbIX ciy>kbax. CocraB
JIOKyMEHTOB 0 JIMYHOMY cocTaBy. CocTaBjieHve U 0(OpMJIeHHEe 3asiBJIeHUH,
TPYZOBOr0 J0roBopa (KOHTpPAaKTa), JIMUHOM KapTO4Ku (Gopmbl T2, mpuKa3oB MO
Kaj[paM, XapaKTePUCTUKW pabOTHMWKa, aBToOHMOrpaduy pabOTHWKA, AaHKEThI
paboTHUKa, JUYHOTO Jiesia paboTHUKa. TpyjoBasi KHWKKA: Bbifiaua, opopmiieHue,
XpaHeHue.

[ToHsiTWe, CYLIHOCTL M Ha3HaueHWe IITaTHOrOo pacnucaHus. [IpaBuna
BHYTPEHHETO TpPYZOBOTO pacriopsiika. IlpaBusia BefeHuss Tabenss yueTa
MCTI0/Ib30BaHus paboyero BpeMeHH.

dopMypoBaHMe W HOMEHK/IaTypa Jel Mo Kajpam. [IpaBuna xpaHeHUs
KaJIpOBOU [JOKyMEHTAaL[1H.

[IpakTrueckoe 3aHdTue — 1 yac.
Borpocsr:
1. loKymeHTaLUsi TPY/IOBbIX OTHOIIIEHUM.
2. KazpoBblii 10KyMeHTOO0OPOT B OpraHU3aliiM.
3. ®opmMupoBaHKe U HOMEeHK/IaTypa JeJl 0 KaJpam.
4. CocraBneHue v odopmiieHWe JOKYMEHTOB MO JIMUHOMY COCTaBy
OpraHu3aLuy.

Tema 9. Opranusanus paborsl ¢ AoKymeHTamu — 19 yaca.

Copepkanue:  OpraHu3ansi  JIOKyMeHTOOOOpOTa;  CHUCTeMaTu3arius
JIOKYMEHTOB, HOMEHKJ/aTypa [ uxX (OpMUPOBaHUA M XxpaHeHus. I[loHsiThe
nokymeHTOOOOpoTa.  OCHOBHBIE  TIOTOKA  yIpaB/ieHYeCKHMX  JOKYMEHTOB:
BXOZSIINN, UCXOSIIUM, BHyTPEHHUH.

[IBi>KeHWe  BXOJAIIMX  yIIpaB/ieHUeCKHUX  JJOKYMEHTOB:  [epBUYHasi
o0paboTKa, perucrpaiiys, pacCMOTpeHHe PYKOBOJCTBOM OpraHM3allvu, Tepejaya
Ha UCMOJTHEHWE, KOHTPOJIb 38 UCTOJIHEHWEM, CIIMCAaHUe UCIIOTHEHHOTO JOKyMeHTa
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B 7IeJiO.

OTanbl TIPOXOXKAEHUS HWCXOASAMUX MAOKYMEHTOB: IIOATOTOBKA IIPOEKTa,
coryiacoBaHue, opaboTKa 10 3aMeuaHusiM, PeTUCTpal[|s U OTIpaBKa.

PaboTta C BHYTPeHHHMH J[JOKyMEHTaMH: COCTaB/IeHHe TIPOeKTa TeKCTa
JNOKYMeHTa, CoOrjlacoBaHHWe, mAopab0oTKa 1O 3aMeYaHWsM, pPervcTparys,
TUPaKHUPOBaHKUe, Tiepe/jaua Ha WCTIOHeHWe, KOHTPOJIb UCITO/IHEHHUST JOKYMEHTOB,
CTIFICAaHMEe WCTIOJTHEHHOTO JIOKYMEeHTa B JIeJIO.

5. OnleHOYHbIe MaTepUa/Ibl JUCLUILIMHBI (MOAY/IA)
OueHouHble  MaTepuasbl  [Jid  TIPOBeAEHUs]  TeKyIllero  KOHTPOJs
yCIIeBaeMOCTH U TIPOMEXYTOUHOW aTTeCTalud I0 JUCLUIUIMHEe (MOJYJIt0)
Tipe/icTaB/ieHbl B BU/e (hOH/IA OL[EHOUHbIX CPe/CTB 10 JUCLIUILIMHE (MO/YJIIO0).

6. MeToanueckre MaTepHasibl /i1 0CBOEHUSA JMCLUI/IMHBI (MOAY/I5)

MeTtoguueckue wmaTepuanbl /i1 OCBOEHUS AUCLUIUIMHBI  (MOAYJIsT)
TIpe/iCTaB/ieHbl B BU/le yueOHO-MeTOAUUeCKOro KOMITIeKCa AUCIUTIIMHBI (MOAYIS).

7. IlepeueHb y4eOHBIX U3JaHUI, HEO0OXOJMMBIX /I/IS OCBOEHHSI JUCIUTITHHBI

(Mopy.1s1)
Ncnonb3yercs
Ne | bubnmorpaduueckoe onvcanre yue6GHOTo y
TpU U3y4eHUn PexxuMm goctyna
n/n U3[aHus
pa3ziesioB (TeM)
Kopnees, W. K. JOoKyMeHTHpOBaHue

yTpaBIeHYeCKON ZIeATelbHOCTH : yueOHUK
s By3oB / U. K. KopHees, A. B. IieHko,
1 |B. A. MamypueB. — 3-e u3g., riepepabd. u 1-9 https://urait.ru/bcode/523610
norn. — MockBa : W3garensctBo HOpaiiT,
2023. — 438 c. — (Bbiciiiee
obpa3oBaHMe).

KazakeBuu, T.A. [loKyMeHTOBe/ieHue.
JloKyMeHTal[MOHHBIN CepBUC : yueOHUK U
npakTukym s By30B/ T. A. KaszakeBuu,
A. . Tkanuu. — 2-e u3[., UCOpP. U JOM. —
Mockga : U3gatensctBo FOpant, 2023. —
167 c. — (Briciiee ob6pa3oBaHHe).

1-9 https://urait.ru/bcode/513649

8. IlepeueHb 3/1eKTPOHHBIX 00pa30BaTe/IbHBIX PeCypCcoB, COBPeMeHHbIX
npodeccnoHaNbHBIX 0a3 JaHHBIX U HH(OPMAIHOHHBIX CIIPABOYHBIX CHCTEM,
He00X0/JUMBIX /I/If 0CBOEHHUS AUCHHUILIMHBI (MO/y/151)

8.1. DyieKTpoHHBIe 0Opa3oBaTebHbIE PeCYPCHI:

| Ne | HavmMeHoBaHue | ['mnepcchblnka



https://urait.ru/bcode/513649
https://urait.ru/bcode/523610
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/11
MUHUCTePCTBO HAYKU U BBICIIIETO . .
1. P Uy . https://minobrnauki.gov.ru
obpa3zoBanus Poccutickoit degepariyu:
MunHucTepcTBO IpocBemieHus Poccuiickon
2. p p m https://edu.gov.ru
®epepauu:
®denepanbpHag c1yk0a 1o Haa3opy B chepe
3. ACP y A30py B cep http://obrnadzor.gov.ru/ru/
0Opa3oBaHUs ¥ HAYKH:
®denepasbHbIl opTan «Poccutickoe
4. AeP p « http:/www.edu.ru/.
obpa3oBaHue»:
DJ/IeKTPOHHO-0MO/IMoTeUHasd cucTeMa .
5. p ) https://znanium.ru/
«Znaniumy»;
DJ/eKTpOHHasg 0MbMoTeuyHas cucreMa . .
6. p . https://biblio-online.ru/
FOpawr:

8.2. CoBpemeHHbIe MTpodecCHOHa/TbHBIE 0a3bl JaHHLIX U NH()OPMAaI[OHHBIE
CTIpaBOYHbIE CUCTEMBI:

Ne

/i HavmMeHoBaHue I'mnepccbinka
1 HayuHas s/1ekTpoHHasi 6ubaroTeka www.elibrary.ru
CnpaBoyHasi TpaBoOBast CUCTeMa https://www.consultant.ru/edu/
2 «KouncynbrantIImroc»
CnpaBoyHasi ipaBoBasi CUCTeMa https://study.garant.ru/
3 «['APAHT-O6pa3oBaHue»
4 CripaBoUHO-HMH(GOPMAaLIMOHHBIH MOpTal http://sramota.ru/
I'PAMOTA.PY
c MunucTepcTBO Ky/nbTypel Poccuiickoi https://culture.gov.ru/
®enepauyu (MUHKYILTYpPbI Poccun)
9. Marepua/ibHO-TEXHHUECKOe o0ecreueHHe JUCIUILIMHBI (MOAY/IA)
[TepeueHb CocTaB KOMIJIeKTa JIMLIEH3UOHHOTO U
No HaumeHoBaHue obopyzoBaHus 1 CcBOOOIHO pacIipoCTPaHsSIEMOT0
/T TIOMeIIeHHUsT TEeXHUUECKUX CPeJICTB MIPOTrPaMMHOTO 00ecrieueHus, B TOM
o0yueHuUs YKC/ie 0TeYeCTBeHHOTO TPOU3BO/ICTBA
1 318 Pabouee mecTo 1. 1C: [TpeanpusiTre 8 -
niperioziaBaTesist (cron, | Cy6GnMiieH3MOHHBIHN JIOTOBOP oT
YuebOHast ayqUTOpUs cTyn); Mebesb 02.07.2020 Ne HOC-2020-00731;
JJIs1 TIPOBEIeHUST yueHWueckKasi; Jocka | 2. CripaBOYHO-TIpaBOBast cucremMa
yueOHbIX 3aHSATHH [ TTMCbMa MeJIOM; «KoncynbrautIlmoc» - [loroBop oOT
O6anHepsl; TpubyHa a1t | 17.05.2023 Ne 96-2023/RDD;
BBICTYTUIEHUH; 3. CK Tapanr-CepBuc - [loroBop or
TepcoHasIbHbIN 05.12.2025 Ne J16030/01/26;
KOMIIBIOTEP; 4. MicrosoftOffice - Cy6uiieH31OHHBIHI
MyIbTUMeAUNHbBIN JIorOBOP oT 12.01.2017 No
MIPOEKTOp; 3KpaH, Bx_I10_123015- 2017.  JlvueH3us
KOJIOHKU OfficeStd 2016 RUS OLP NL Acdmc;
5. AuruBupyc Dr.Web Desktop Security
Suite - JIuleH3WOHHbINM goroBop Ne



https://www.consultant.ru/edu/
https://study.garant.ru/
http://www.elibrary.ru/
https://minobrnauki.gov.ru/
https://biblio-online.ru/
https://znanium.ru/
http://www.edu.ru/
http://obrnadzor.gov.ru/ru/
https://edu.gov.ru/
https://culture.gov.ru/
http://gramota.ru/
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/1

HaumenoBaHue
OMeIleHUs

[Tepeuenn
obopyzaoBaHus 1
TEeXHUUECKUX CPeJICTB
o0OyueHust

CocTaB KOMILJIEKTa JIUIIEH3UOHHOTO U
CBOOO/IHO PaCIpOCTPaHIEMOTO
MIPOrPaMMHOTO 00€ecCTieueHusi, B TOM
YlC/Ie OTeUeCTBEHHOTO TIPOU3BO/ICTBA

1080_S0448L o mnpepocraBieHVd TIpaB
Ha MCIO0/b30BaHKe mporpamm jsi OBM
or 13.07.2026 r,;

6. LibreOffice -
pacripocTpaHsieMoe
obecrieuenue;

7. 7-Zip — CBOOOJHO pacIipoCTpaHsieMoe
TPOrpaMMHOe obecrieueHue
0TeYeCTBEHHOTO MPOU3BO/ICTBA;

8. OnekTpoHHO-OMOMMOTEUHAsT CHUCTeMa
«FOpaiirt»: JlvueH3uoHHbIA JOroBOp Ne
7297 or  04.07.2025 (mojmnucka
01.09.2025-31.08.2028)

9. OnekTpoHHO-OMOIMOTEUHAsT CHUCTeMa
«3HaHuyM»: JIuleH3uoHHbIN J0r0BOp Ne
69756c ot 17.07.2024 (OcHoBHas
kosnekuus ObC) (mognucka 01.09.2024-
31.08.2027)

CBobosHO
MIPOrpaMMHOe

321

YuebHast ayqUTOPHS
7151 TIPOBE/IEHUSI
yueOHbIX 3aHSATHH

Pabouee mecTo
ripernofiaBaTesisi (CTO,
cTyn); mebesb
yueHHuecKasi; ocKa
JUIs1 TTMCbMa MeJIOM;
OaHHepsI; TpUOYHa /17151
BBICTYI/IEHUH;
TepCcoHa/IbHbIN
KOMIIBbIOTEP; KOJIOHKH,
BeO-Kamepa

1. 1C: [IpennpusTue 8 -
Cy061iieH3MOHHBIN JIOTOBOP oT
02.07.2020 Ne FOC-2020-00731;

2. CripaBO4HO-TIpaBOBast chcTeMa
«KoHcynbrauTllnoc» - JloroBop OT
17.05.2023 Ne 96-2023/RDD;

3. CK T'apant-CepBuc - [loroBop oOT
05.12.2025 Ne JI6030/01/26;

4. MicrosoftOffice - CybmmijeH3MOHHBIN
JIOrOBOP oT 12.01.2017 Ne
Bx_IT1O_123015- 2017. JInieHsus
OfficeStd 2016 RUS OLP NL Acdmc;

5. AnruBupyc Dr.Web Desktop Security
Suite - JIuieH3uoHHbIA AoroBop Ne
1080_S0448L o npepocraBieHud TIpaB
Ha WCMoJb30BaHue nporpamm st 9BM
ot 13.07.2026 r.;

6. LibreOffice - CBobosHO
pacIipocTpaHsieMoe MPOrpaMMHOE
obecrieuenue;

7. 7-Zip — CBOOOJHO pacIipoCTpaHsieMoe
TPOrpaMMHOe obecrieueHue
0TeueCTBEHHOT'O TTPOM3BO/ICTRBA;

8. OnekTpoHHO-OMOIMOTEUHAsT CUCTeMa
«HOpaiiT»: JIvlieH3MOHHBIA JOroBOp Ne
7297 or  04.07.2025  (mojmnuvcka
01.09.2025-31.08.2028)

9. OneKTpOHHO-OMOIMOTeYHAst CUCTeMa
«3HaHuyM»: JIuleH3uoHHbIN J0roBOp Ne
69756c ot 17.07.2024 (OcHoBHas
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[TepeueHn CocTaB KOMIJIEKTa JIULIEH3UOHHOT0 U
No HaumeHnoBanue obopy/j0BaHuUs U CBOOO/THO PACIIPOCTPaHSIeMOTO
/T TOMeIll|eHust TeXHUUECKHX CPeJCTB MIPOTPaMMHOTO 00ecTieueHws, B TOM
o0yueHuUs YKCJle 0TeYeCTBEHHOT O TIPOM3BO/CTBA
kosnekuus ObC) (mognucka 01.09.2024-
31.08.2027)
1. 1C: [IpennpusTue 8 -
Cy061iieH3MOHHBIN JIOTOBOP oT
02.07.2020 Ne FOC-2020-00731;
2. CripaBOYHO-TIpaBOBast cucTeMa
«KoncynbrautIlmoc» - [loroBop oOT
17.05.2023 Ne 96-2023/RDD;
3. CK TI'apant-CepBuc - [loroBop oOT
05.12.2025 Ne JI6030/01/26;
4. MicrosoftOffice - CybmuijeH3MOHHBIN
JIOrOBOP oT 12.01.2017 Ne
Bx_IT1O_123015- 2017. JInieHsus
OfficeStd 2016 RUS OLP NL Acdmc;
5. AnruBupyc Dr.Web Desktop Security
322 ITepcoHasbHBIE Suite - JIuieH3WOHHbIA AoroBop Ne
KOMITBIOTEPBI C 1080_S0448L o mnpepocraBieHud TpaB
JOCTYTIOM K CETH Ha WCMoJb30BaHue nporpamm st 9BM
3 Aypuropus AMV NurepHer, oT 13.07.2026 r.;
CaMOCTOSITe/IbHOU . ;
KOMITBIOTEpPHBIE CTOJIBI, | 6. LibreOffice - CB0060/1HO
paboThl 0OyUarOLTUXCS
CTY/bSI pacripocTpaHsiemMoe MporpamMMHoOe
obecrieuenue;
7. 7-Zip — CBOOOJHO pacIripoCTpaHsieMoe
TPOrpaMMHOe obecrieueHue
0TeyeCTBEHHOT'0 MPOU3BO/ICTBA;
8. OnekTpoHHO-OMOIMOTEYHAsT CHUCTEMa
«HOpaiiT»: JlvleH3uOHHBIA JOroBop Ne
7297 or  04.07.2025  (mojmnucka
01.09.2025-31.08.2028)
9. DneKkTpoHHO-OMOIMOTEeYHAsT CUCTeMa
«3HaHuyM»: JIuleH3uoHHbIN J0roBOp Ne
69756c ot 17.07.2024 (OcHoBHas
kosnekuust ObC) (mognucka 01.09.2024-
31.08.2027)
Pabouee mecTo
323 rperiogaBaTesns (CToI,
cTyn); Mebenb
4 YuebHast ayauTopusi yuyeHuueckas; JoCKa
JJ1s1 TIPOBe/IeHUsT JJ1s1 TTMCbMa MeJIoM;
yueOHbIX 3aHSATHU OaHHepsI; TpUOyHa /17151
BBICTYII/IEHUU
5 324 Pabouee mecTo 1. 1C: [Tpeanpusitue 8 -
nipeniopaBatesisi (cros, | CyOnuiLeH3MOHHBIN JIOTOBOD oT
YueOHast ayaquTOpHs ctyn); Mebenb 02.07.2020 Ne FOC-2020-00731;
JJ1s1 TIPOBe/IeHUsT yueHHueckKasi; Jocka | 2. CripaBoYHO-TIpaBoOBast cucrema
yueOHbIX 3aHSATHH JJ1s1 TMCbMa MeJIOM; «Koncynbrautllmoc» - JloroBop OT

OaHHepbI; TPUOYHA AJIsT
BBICTYTI/IEHUM;

17.05.2023 Ne 96-2023/RDD;
3. CK Tapant-CepBuc - JloroBop oT
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[TepeueHn CocTaB KOMIJIEKTa JIULIEH3UOHHOT0 U
No HaumeHnoBanue obopy/j0BaHuUs U CBOOO/THO PACIIPOCTPaHSIeMOTO
/T ToMelLeHusI TeXHUUECKUX CPeJICTB MIPOrPaMMHOTO 00€ecCTieueHusi, B TOM
o0yueHuUs YKCJle 0TeYeCTBEHHOT O TIPOM3BO/CTBA
05.12.2025 Ne J16030/01/26;
4. MicrosoftOffice - CybmmiieH3MOHHbIN
J0roBOp oT 12.01.2017 No
Bx_ITO_123015- 2017. JIuieHsus
OfficeStd 2016 RUS OLP NL Acdmc;
5. AutuBupyc Dr.Web Desktop Security
Suite - JIuneHsuoHHbI forosop Ne
1080_S0448L o mnpenocTtaB/ieHUM MpaB
Ha UCII0/b30BaHue mporpamm s OBM
ot 13.07.2026 .;
TiepCOHAJTBHBIN 6. LibreOffice - CBobogHO
KOMIIBIOTED; pacrpocTpaHsieMoe MporpaMMHOe
MYJIbTUMEeJUMHBINA obecrieueHue;
MPOEKTOP; KPaH, 7. 7-Zip — CB0bOOIHO pacrpocTpaHsiemMoe
KOJIOHKH MIPOrpaMMHOe obecrieueHne
0TeueCTBEHHOI'O NTPOM3BO/ICTBA;
8. DJIeKTpOHHO-OMO/IMOTeUHasi CUCTeMa
«HOpaiiT»: JIvleH3uoHHbIA J0roBOp Ne
7297 or  04.07.2025 (moamucka
01.09.2025-31.08.2028)
9. DJIeKTPOHHO-OMO/IMOTeUHasi CUCTEMaA
«3HaHUyM»: JIul|eH3UOHHbIN J0T0BOP Ne
69736c ot 17.07.2024 (OcHoBHas
kosinekuust ObC) (mogmnucka 01.09.2024-
31.08.2027)
6 334 [TepcoHasnbHbIE 1. 1C: [TpennpusTtue 8 -
KOMITBIOTEPhI C Cy0nu1IeH3MOHHBIN JIOTOBOD oT
Aypuropust st JIOCTYTIOM K CETH 02.07.2020 Ne KOC-2020-00731;
CaMOCTOSITe/IbHOM VHTepHer, 2. CripaBoYHO-TIpaBoOBast cucrema
paboTel oOyuaronxcsi | KoMIibloTepHble cTonbl, | «KoHcynbrantllmroc» -  loroBop OT
CTY/bSI 17.05.2023 Ne 96-2023/RDD;

3. CK T'apant-CepBuc - [orosop oOT
05.12.2025 Ne JI6030/01/26;

4. MicrosoftOffice - Cy6miieH31OHHBIM
JOroBOp oT 12.01.2017 Ne
Bx_ITO_123015- 2017. JIuieHsus
OfficeStd 2016 RUS OLP NL Acdmc;

5. AntuBupyc Dr.Web Desktop Security
Suite - JIuneHsuoHHbIM JoroBop Ne
1080_S0448L o mnpenocTaB/ieHUM MpaB
Ha UCI0/1b30BaHue mporpamm st OBM
or 13.07.2026 r.;

6. LibreOffice - CB0060/IHO
pacmpocTpaHsieMoe MPOrpaMMHOe
obecreueHue;

7. 7-Zip — CB0bOOIHO pacrpocTpaHsiemMoe
MIPOrpaMMHOe obecrieueHue

0Te4YeCTBEHHOI'0O IpOr3BOACTB4,
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/1

HaumenoBaHue
OMeIleHUs

[Tepeuenn
obopyzaoBaHus 1
TEeXHUUECKUX CPeJICTB
o0OyueHust

CocTaB KOMILJIEKTa JIUIIEH3UOHHOTO U
CBOOO/IHO PaCIpOCTPaHIEMOTO
MIPOrPaMMHOTO 00€ecCTieueHusi, B TOM
YlC/Ie OTeUeCTBEHHOTO TIPOU3BO/ICTBA

8. DJIeKTpOHHO-OMO/IMOTeUHasi CUCTeMa
«HOpaiiT»: JIvlieH3uoHHBIA J0roBOp Ne
7297 or  04.07.2025 (mopmnucka
01.09.2025-31.08.2028)

9. DJIeKTPOHHO-OMO/IMOTeUHasi CUCTEMaA
«3HaHUYM»: JIULeH3UOHHBIM J0roBOp Ne
69796c ot 17.07.2024 (OcHoBHas
kosinekuust ObC) (mogmnucka 01.09.2024-
31.08.2027)




JIncT perucTpaiju u3MeHeHU K pabdoueii mporpaMMe JUCLUILUIMHBI (MOAY/IS)

/11

Hata

BHECEeHUs
U3MeHeHUN

Howmepa
V3MeHEeHHbIX
JIUCTOB

,Z[OKYMEHT, Ha OCHOBAHKMHK KOTOPOI'O BHECEHBI
n3MeHeHHud

CopeprkaHve U3MeHeHUH

[Toamuce
pa3paboTurka
paboueii porpammal

01.09.2026

18-23

deepabHbIN rOCY/1apCTBEHHbIN
00pa3oBaTe/ibHbIN CTAHZAAPT BBICIIETO
oOpa3oBaHus-0aKaIaBpHAT 10 HaPaB/IEHHIO
noArotoBku 27.03.05 'HHOBaTHUKa: MpUKa3
Muno6pHayku P® ot 31.07.2020 Ne 870
(peq. ot 27.02.2023)
[Tynkr 4.3.2, 4.3.4
OO0O "DneKTpoHHOe n3zaTenscTeo FOPANT"
- AHOO BO "B3IIN". [loroBop Ha OKa3aHUe
YCIIyT M0 MpeZoCTaBAeHUI0 10CTyIa K
obpa3oBaTesibHOM r1aThopme Ne 7297 oT
04.07.2025.

000 «3HAHUYM» - AHOO BO "B3IIN".
[loroBop Ha OKa3zaHue yCJIyT 10
rpeziocTasiieHuIo fgocryna K ObC 3HaHuym
Ne 69736c ot 17.07.2024.

OGHOB/IeHHe TTPoheCcCHOHATBHBIX 0a3 aHHBIX
1 UH(OPMAI[MOHHBIX CITPABOYHBIX CHCTEM,
KOMII/IEKTA JIUIIEH3MOHHOT'O IIPOTrPaMMHOI0

obecrieueHusl.
AxTyanu3aiysi IuTepaTyphbI




	Наименование раздела, темы
	Тема 1. Значение документирования управленческой деятельности– 16 часов.
	Тема 2. Основные положения по документированию управленческой деятельности – 16 часов.
	Тема 3. Унификация и стандартизация управленческих документов – 16 часов.
	Тема 4. Виды документов и их классификация – 16 часов.
	Тема 5. Правила оформления управленческих документов – 16 часов.
	Тема 6. Документирование организационно-распорядительной деятельности – 16 часов.
	1. Виды организационных документов.
	2. Виды распорядительных документов
	3. Правила составления и оформления организационных документов.
	4. Правила составления и оформления распорядительных документов.
	Тема 7. Документирование информационно-справочных материалов – 16 часов.
	Тема 8. Требования к оформлению документов по личному составу – 16 часов.
	Тема 9. Организация работы с документами – 16 часов.
	Наименование раздела, темы

	Тема 1. Значение документирования управленческой деятельности– 19 часов.
	Тема 2. Основные положения по документированию управленческой деятельности – 19 часов.
	Тема 3. Унификация и стандартизация управленческих документов – 19 часов.
	Тема 4. Виды документов и их классификация – 19 часов.
	Тема 5. Правила оформления управленческих документов – 19 часов.
	Тема 6. Документирование организационно-распорядительной деятельности – 19 часов.
	1. Виды организационных документов.
	2. Виды распорядительных документов
	3. Правила составления и оформления организационных документов.
	4. Правила составления и оформления распорядительных документов.
	Тема 7. Документирование информационно-справочных материалов – 19 часов.
	Тема 8. Требования к оформлению документов по личному составу – 19 часов.
	Тема 9. Организация работы с документами – 19 часа.
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