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Jluer akTyanuzanuu paboveii nporpaMmabl

Pa6oyas nporpamMma IepecMoTpena, obcyxkiena u onobpena Juts peasmsanmn B 2020 - 2021
yueGHOM rojy Ha 3aceanuy Kapeapsl Ilenaroruueckoro 06pazoBaHus 1 JOKYMEHTOBEICHHS

ITporokon ot 03 cep
3as. kadenpoi

C.C. BenukaHoBa

vV
Pa6ouasi mporpamMma IiepecMoTpeHa, o6cyk/ieHa i ofobpena Juist peanmusanuu B 2021 - 2022
yyeGHOM rojty Ha 3aceanuu Kapeaps: Ilenarornyeckoro 006pazoBaHus 1 JJOKYMEHTOBEICHHA

[Tpotokom or __ 20 r. Noe
3as. kapenpoit C.C. BenmkanoBa

L4 B

Pa6ouast mporpaMma nepecMoTpeHa, 06cyK/IeHa i ofo0pena juist peanusanuu B 2022 - 2023
yueGHOM rojy Ha 3acenanuu kadenpsr Ilenaroruyeckoro 06pasoBaHus U JOKYMEHTOBEICHHSA

[Tpotokom or 20 r. Ne
3aB. kadenpoii C.C. Benkanosa

PaGouas nporpamMma nepecMoTpeHa, o6cyxkieHa u ogoopena juis peanusanuu B 2023 - 2024
yueGHOM rojty Ha 3acenanuy kadenps! Ilenarornyeckoro 06pa3oBaHus U JJOKYMEHTOBEICHHS

IIpotokonm ot 20 r. Ne
3as. kadenpoi C.C. Benukanosa

PaGouas nporpaMma rnepecMoTpeHa, 06cyskieHa 1 ofobpena juis peanusaiuu B 2024 - 2025
yueGHOM rojy Ha 3acenanuu Kapenps: Ilerarornyeckoro o6pasoBaHus U JOKYMEHTOBEICHHUS

[Tporokonm or 20 r. Ne
3as. xadenpoi C.C. Benmkanosa




1 Ileau ocBOEHMS AUCHUTIIIMHBI (MOTYJIS)

LemamMu ocBoeHMs] AMCUUIUIMHBL (Momynsi) «MopaenupoBaHHe CHCTEM —JOKYMEHTAlUU
Op-TaHU3aLUN» ABIAIOTCS: OBJIAJCHUE TEOPHUEH M NMPAKTUKON MCCIECAOBAaHUSA M MOZICIUPOBAHUS CHUCTEM
YIPaBICHHUS B LEIAX HMX JAIBHEHIIET0 COBEPIIEHCTBOBAHUA. MOJEIHPOBAHHME C HYJSA MOJICUCTEM
OpraHu3aluii, NpeupusITHNR 1 GUPM.

2 MecTo AMcHUNVIMHBI (MOAYJIS) B CTPYKTYpe 00pa30oBaTe/IbHON MPOrpaMMbI

Juctummuaa MoJienupoBaHue CHCTEM JIOKYMEHTAIlUM OpPTaHM3allMd BXOIWT B BapUATUBHYIO
4acTh y9eOHOr0 TIaHa 00pa30BaTENbHOM MPOTrPaMMBL.
Jnst u3ydeHus JUCHMILIMHBI HEOOXOMUMBI 3HAHUS (YMEHUs, BIaJeHUs), CHOPMHUPOBAHHBIC B
pe3yyibTaTe u3y4YeHUs JUCIUILINH/ TPAKTHK:

JlokyMeHTallmOHHOE 00ecTieYeHne aJMUHUCTPATUBHBIX OTHOLIeHNUH B PD
JoxyMeHTanmoHHOe o0ecriedeHre TPYJOBBIX OTHOIIEeH!H B PD
JlokyMeHTallmOHHOE 00ecTeueHre TPaXJaHCKUX OTHOIEHUH B PD
HNudopmanmonHoe obecrieyeHrne ynpaBieHus

KanpoBas nonutuka

Kaznposoe enonpou3BocTBO

[IpoekTHas AESITETBHOCTh

JloxyMeHTanmoHHOe o0ecTieueHIe apXUBHOTO Jienna U nHpopMannoHHOH cdeprl B PO

VYnpasieHue 4enoBe4eCKUMU pecypcaMu
OCHOBBI JOKyMEHTOBE/ICHHS
OCHOBBI apX1BOBEICHUS

3nanus (yMEHHs, BIAJEHHSA), IOJYYCHHBIC MNPH W3YYCHUH [AHHOW JMCHMIUIMHBI OyayT
HEOOXOIUMBI [T U3yUYCHHUs IUCIUILIHH/TTPAKTHK:

[IpousBoacTBEeHHAS — MPEAIUIIIIOMHAS TPAKTHKA

[ToaroToBka k caave u cada rocyJapCTBEHHOT'O SK3aMEHa

[loxroToBKa K 3alIMTe U 3aIIUTa BHITYCKHON KBaTH(UKAIIMOHHONW PabOThI
JoxymMeHTHpOBaHUE JESTEIHPHOCTH HETOCYapCTBEHHBIX OpTraHU3aIIHiA
JoxymeHTalmoHHOE obecrnieueHue YIPABICHUS Ha NpEeANPUATHAX

OpraHU3aIMOHHO-TIPABOBBIX (HOPM

Jenonpou3BoacTBO MyHULIMIIAIBHBIX YUPEKICHUN
['ocynapcTBeHHBIE, MyHHIIUTIATBHBIE H BEJOMCTBEHHBIE apXUBBI
[lepcoHanbHbIe JaHHBIE U X JOKYMEHTHPOBaHUE
KondunennunansHoe 1€10NIpPOU3BOICTBO

NudopmanmoHHbIe pecypchl KaapOBOH CITYKObI

3 Kommnerenunu ody4aromierocsi, popMupyemMsblie B pe3yJIbTaTe 0CBOCHHUSA
AUCHHUIIMHBI (MOYJIsI) M IJIAHUPYeMble Pe3yJIbTaThl 00y4eHus!

PA3JIMYHBIX

B pesynbrare OCBOSHHWS IUCHIUIUIMHBI (MOAyJsi) «MoIeaupoBaHUE CHCTEM JOKYMEHTAIIUW
OpraHU3aIMm 00yYAIOIIHACS TOJDKEH 001a1aTh CASAYIOMUMHA KOMITETCHITHSIMI:

CTpyKTYpHBIH [Imanupyemsie pe3ynbTaThl 00ydeHUs

JJICMCHT
KOMIICTCHIIMH

[1K-2 BnageHrnemM ocHOBaMH HH(POPMAIIIOHHO-aHATUTHYECKOH JIESTEIbHOCTH U CIIOCOOHOCTBIO
NPUMEHSTH UX B IPOQECCUOHANBHON cdepe

3HaTh OCHOBHBIC TTOHATHA U OIIPEACIICHUA I/IH(bOpMaHHOHHO-aHaHHTH‘ICCKOﬁ
JC-TCIIbHOCTH
Vmerb MNPUMCHATH OCHOBBI I/IH(l)OpMaLII/IOHHO-aHaJ'II/ITI/I'{eCKOﬁ ACATCIIBHOCTHU B

podeCCHOHANIEHOM cdepe




Bnagets OCHOBaMH MH(POPMAIMOHHO-aHATUTUICCKON JACSITETHHOCTH U CITIOCOOHOCTHIO
MIPUMEHSATH UX B IpodhecCHOHAIBHON cdhepe

[TK-6 criocoOHOCTBIO aHATM3UPOBATH CUTYAIIMIO Ha PHIHKE HH()OPMAaIIMOHHBIX MMPOTYKTOB U YCIIYT, AaBaTh
SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMAaM JJIEKTPOHHOTO IOKYMEHTO000POTa U BEACHUS
3JIEKTPOHHOTO apXKBa

3HaTh OCHOBHBIC OINPE/ICIICHHS U TIOHATHS B 00JACTH MH()OPMAIMOHHBIX TPOJTYKTOB,
aKcTepTHOH oreHkw, COJ1 1 3JIEKTPOHHOTO apXHUBa

YMmeTh aHaJM3UPOBATh CUTYAIMIO HA PhIHKE HH()OPMAIIMOHHBIX IPOAYKTOB U YCIYT,
JIaBaTh 3KCIIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM JIEKTPOHHOTO
JOKYMEHT0000pOTa U BEACHUS AIEKTPOHHOTO apXUBa

Bnaners METOJIaMH aHaJIM3a CUTyalui B 001acTH MH()OPMAIIMOHHBIX TPOAYKTOB M YCIIYT, &
TaK)ke METOAOM IKCIEPTHOH OLleHKH coBpeMeHHbIX CO/] 1 3IEeKTPOHHBIX apXHUBOB

TIK-20 ciocOOHOCTEIO HUCITONIL30BATh IMpaBuJia OpraHu3al BCEX 3TAIlOB pa6OTBI C JOKyMCEHTaMH, B TOM
YHCJIC apXUBHBIMU JOKYMCHTAMU

3HaTh ImpaBujia OpraHU3aluy BCCX 3TAIIOB pa6OTI>I C JOKYMEHTaMH, B TOM YUCJIC
APXUBHBIMU JOKYMEHTAMU

YMeTh HCIIOJIB30BAaTh IIpaBuJia OpraHru3alu BCEX 3TAIIOB pa6OTI)I C IOKyMCHTaMH, B TOM
YHCJIC apXUBHBIMH JOKYMEHTaMH

Brnagets CHOCOOHOCTBIO UCTIOJIL30BaTh NPABUIIa OPraHU3alUK BCEX ATAMOB PAOOTHI C
JOKYMEHTaMH, B TOM YHCJIe apXUBHBIMH JOKYMEHTAMH

I1K-24 BrnageHrieM HaBbIKaMH OPTaHU3ALMHU CTIPABOYHO-TIONCKOBBIX CPEACTB M UCIIOIB30BAaHMUS apXUBHBIX
JIOKyMEHTOB

3HaTh OCHOBHBIC IMOHATHUA U ONIPEACIICHUA CIIPABOYHO-TIOMCKOBBIX CPEACTB U
HCIOJIb30BAHUA AapXHUBHBIX TOKYMCHTOB

Vmers OpPraHu30BbIBATH CIIPABOYHO-TIOUCKOBLIC CPEACTBA U MCITIOJIB30BaHUS apXUBHBIX
JOKYMCHTOB
BJ'Ia,Z[eTL HaBbIKaMU OpraHru3alu CIipaBOYHO-IIOUCKOBBIX CPCACTB U UCIIOJIB30BAHUS

APXWBHBIX TOKYMCHTOB

[IK-26 BnaneHneM HaBbIKaMH 00PaOOTKH TIOKYMEHTOB Ha BCEX dTanax JOKyMEHTO000opoTa,
CUCTEMAaTH3allMH, COCTaBIEHUS] HOMEHKIIATYPBI Jel

3HaTh Bce 3Tanbl 00padOTKU JOKYMEHTOB; 3TaIlbl JOKYMEHTOO00POTa, CHCTEMATH3ALNH 1
COCTaBIICHHSI HOMEHKJIATYPBI JIeJT

YMmeTh 00pabaTheIBaTh TOKYMEHTHI (pa3IMYHOTO POJa ) Ha BCEX dTanax padoThl C HUMH;
CHCTEMATHU3UPOBATh JOKYMEHTHI (Pa3IMIHOTO POJIa); COCTABIISTH HOMEHKIIATYPY
Jeln

Brnanets HaBBIKaMU 00pabOTKM JOKYMEHTOB Ha BCEX 3Talax JOKYMEHT0000poTa,

cCucTeMaTnui3anun, COCTaBJICHUS HOMCHKIIATYPbI ACJI

JIIK-1 cnocoGHOCTBIO pa3padaThiBaTh MAKETHI JIOKATbHBIX HOPMAaTHUBHBIX aKTOB
HOPMATUBHO-METOIMYECKUX JIOKYMEHTOB 110 MH(POPMAITMOHHO-IOKYMEHTAITHOHHOMY 00€CTIEeYeHUIO
YOPABJICHUS U apXUBHOMY XPaHEHHUIO IOKYMEHTOB

3HaTh OIpEeJEeNeHUE JIOKAJIbHOIO HOPMATUBHOTO aKTa, IIOHATHE HOPMATHBHO-
METOJAMYECKOH JOKYMEHTAIINH, B Ya4CTH HH(POPMAIIMOHHO- IOKYMEHTAIIHOHHOTO
00ecnedeHuI0 YIIPaBIeHUs M apXUBHOTO XPaHEHHUS JOKyMEHTOB

YMeThb pa3pabaThIBaTh MAKETHI JOKATBHBIX HOPMATHBHBIX aKTOB 1 HOPMAaTHBHO-
METOAMYECKHE TOKYMEHTRI B 00J1aCTH HH(MOPMAIIOHHO- JTOKYMEHTAIIHOHHOTO
oOecrniedeHus yIpaBlIeHUs U apXUBHOTO JIeNa




Bnanets METOJIaMU pa3pabOTKU IMaKEeTOB JIOKATBHBIX HOPMATHBHBIX aKTOB 1 HOPMATHBHO —
METOJINYECKHX JOKYMEHTOB B 4aCTH HH()OPMAIHOHHO- JOKYMCHTALIHOHHOI'O
00EeCIICUCHUIO YIIPABJICHUS ¥ apXUBHOTO XPAHEHUS JJOKyMEHTOB

JITK-2 ciocoOHOCTBIO OPUEHTHPOBATHCS B 3aKOHOIATETFHOM 1 HOPMAaTHBHO-METOINIECKOM Oa3e
UH(POPMAITMOHHO-IOKYMEHTAIIMOHHOTO 00SCTICUCHYSI YIPABICHHS U ApXUBHOTO JIEJIa M CMEXKHBIX
obnacrei

3Hath 3aKOHO/IATENBHYI0 1 HOPMAaTUBHO-METOJMYECKYIO 6a3y HHPOPMAIIMOHHO
-ZIOKyMEHTAIIHOHHOTO 00eCTIeueH s YIPaBICHUS U apXUBHOTO JIeJa M CMEKHBIX
obnacteit

YmeTtb OPHEHTHPOBATHCS B 3aKOHOAATEILHOW M HOPMAaTUBHO-METOIUUECKOI Oaze

nH(OPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00ecTiedueH s yIpaBlIeH!sI K apXUBHOTO
JIeJia ¥ CMEXHBIX 00JlacTei

Bnagets MIPaKTUYECKMMHU HaBBIKAMHU MCIIONb30BAHUSA 3aKOHOIATENBHON 1
HOPMAaTUBHO-METOINYECKON 0a3bl IpU MOJCTUPOBAHUH CUCTEM YIIPABICHUS
OpraHu3alun




4. CTpyKTYypa, 00BEM M colep:KaHUe TUCHHILTUHBI (MOTYJI51)
OO01m1ast TpyI0EMKOCTh JUCIMIUIMHEI cOCTaBsieT 3 3aueTHbIX equnui] 108 akaj. vacos, B TOM

YUCIIC:

— KOHTaKTHas pabora — 39,2 akaj. 4acoB:
— aynutopHas — 36 akaj. 4acos;

— BHCAYyAUTOPHAA —

3,2 akaz. 4acoB

— camocTosTenbHas pabora — 33,1 akaj. 4yacos;
— TIOJITOTOBKA K 3K3aMeHy — 35,7 akaj. yaca

®dopma aTTecTaluu - 3K3aMeH

S =
AyautopHas S z dopma
o, | xoHTaKTHAA pabota | 2 ) B TEKyIIEro
= ] H
Paznen/ Tema 3| (Baxam gacax) g 2 A .|  KOHTpoI Kox
g & ©|camocToATeNFHON
JVCIIUTUTAHBI 3 E o YCIIEBAEMOCTH U |[KOMIICTEHINN
@) 6 Q & paboTsI N
Tex | 120 | TPAKT. |2 © MIPOMEKYTOYHOMH
3aH. | 3aH. S g aTTeCcTaluu
1. 1. Paznen
MoaenupoBanue CUCTEM
JIOKyMEH-Talluu
N3yuenue Brinonnenue
1.1 MonaenupoBanue OCHOBHOM U [IpakTrueckoro
TEXHOJOTMYECKON JIOTIOJTHUTENBbHOM [3ananus 1, Tecta
545 4,5/4,5U]| 8,2
MOJICUCTEMBI JIUTEPATYPHI TIO K pasgeny 1,
YHIpaBJICHUS AUCHUIUIMHE, |49acTh K.p., 9aCTh
KOHCIIEKTa UTOTOBOTO TECTa
HUroro mo paznemy 4,5 4,5/4,5U| 8,2
2. 2. Paznen
MopnenupoBaHue CHCTEM
JOKYMEHTAIAN
UHPOPMAITUOHHON
MOJICUCTEMBI YITPABICHUS
N3yuenue
o Brinonnenue
2.1 Tema OCHOBHOU U
.. | IlpakTHyeckoro
MoaenupoBaHue JIOTIOJIHU-TEJIbHOM
o 3aganus 2, Tecra
WHGPOPMAITUOHHOM 5145 4,5/1,5U| 8,2 | nutepaTypsl o K paszeny 2
MOJICHCTEMBI JUCLUIUINHE, P ye
9acTh K.p., 4aCTb
yIIpaBIICHUS KOHCIIEKTa
N UTOTOBOTO TECTa
JIeKIHN
Hroro no pasueny 4,5 4,5/1,5U| 8,2
3. 3. Paznen
MogenupoBaHue CHCTEM
JIOKYMEHTAIHN
Nzydenne
OCHOBHOU 1 Brinonuenue
3.1 IIpoexTupoBaHue .
. noronHU-TensHON| Tecta k pasmeny
OpTraHU3aIMOHHON
5145 4,5 8,2 | muteparypei o | 3, Hactb K.p.,
MOJICUCTEMBI
TUCIHIT-THHE, |9acTh UTOTOBOTO
YIpaBICHHS
KOHCIIEKTa TecTa
JIEKITUHA




3.2 Mertoauka Nsyuenue
N Brinonnenue
odopmIteHUs OCHOBHOM 1
. [ Tecra x pazneny
OCHOBHBIX JOTOJTHUTENbHON
45 4,5 8,5 3, 9acTh K.p.,
JOKYMEHTOB JUTEPATYPHI IO
4acTh UTOTOBOTO
OpraHU3aIMOHHOTO JUCIIUTUINHE,
TecTa
MPOCKTA CHCTEMBI KOHCIICKTa
Uroro no pazneny 9 9 16,7
4., KoHTpOJIb
N3yuenue BrinonHeHHbI
TEOPETUYECKOHO BCE
MaTepHana KOHTPOJIbHBIC
4.1 Tpuewm s3k3amena | 5 prama, P
JUTEPATYPBl | MEPOIPUATHUS 10
DIL.PECYPCOB, [BceM paszenaM u
BOIIPOCOB K TEeMaM.
HWroro no paszneny
Hroro 3a cemectp 18 18/61 33,1 9K3aMEH
Hroro no gucrumuinae 18 18/61 (33,1 DK3aMeH




5 Oopa3oBaTesibHbIE TEXHOJIOTUU

1. Tpamunmonnele oOpa3oBaTelbHbIE TEXHOJOTMH OPHEHTHPYIOTCS Ha  OpPraHU3alHIo
00pa30oBaTeIbHOTO IpoLecca, MPEAIONaraoulyl0 NpsMy0 TPAaHCIALUIO 3HAHWH OT IpernojaBaTels K
CTYACHTY

®DopMbl yueOHBIX 3aHATHH C HCIIOIB30BAHUEM TPAAULIMOHHBIX TEXHOIOTH:

HMuadopManroHHas JEKITHsI

Cemunap

[lpakTueckoe 3aHITHE, MOCBANIEHHOE OCBOSHHIO KOHKPETHBIX YMEHHH W HAaBBIKOB II0
HPEIJIOKEHHOMY aJITOPUTMY.

2. TexHoNOrUM MPOOIEMHOTO O0YUYCHUSI.

DopMBbl yUeOHBIX 3aHATHH C UCIIOIB30BAHUEM TEXHOJIOTUH MPOOIEMHOTO 00yUSHHUS:

[IpoGiieMHuas ekuus

Jlexmmst «BmBoeM (OMHApHAS JICKITH)

[TpakTudeckoe 3aHsATHE B (pOpME MPAKTUKYMA .

[IpakTrueckoe 3aHATHE HAa OCHOBE Keiic-meTona. Kelicel 0a3upyroTces Ha peanbHOM (aKTHIECKOM
MaTepHaje WK ke IPUOIHKEHbI K peabHOI CUTyaluu.

3. UrpoBble TEXHOJNOTMM — OpraHu3auusi 00pa3oBaTENBHOIO MpOLecca, OCHOBAHHAs Ha
PEKOHCTPYKIIMU MOJIEJIei OBEICHHUS B PAMKaX MPEJIOKEHHBIX CIICHAPHBIX YCIOBUH.

®DopmBbI yueOHBIX 3aHATHI C NCMIOIB30BAHUEM UTPOBBIX TEXHOJIOTHIA:

YyeOHas urpa.

Henosas urpa.

Ponesas urpa .

4. TeXHOIIOTUY TPOEKTHOTO O0yUYECHUS.

OCHOBHBIE TUIIBI IPOCKTOB:

HccenenoBarenbCkuii MPOEKT

TBOpUECKUil NPOEKT.

WNubopMaIimoHHBIH TPOEKT.

5. HHTepakTHBHBIE TEXHOJOTMH — OpraHu3anus oOpa3oBaTeIbHOTO Tpolecca, KOTopas
NpEIoiaraeT akTUBHOE M HEJIMHEHHOE B3aNMOJICHCTBIE BCEX YUYACTHUKOB, JJOCTH)KEHUE HA 3TOW OCHOBE
JMYHOCTHO- 3HAYMMOTO JUIsI HUX 00pa3oBaTesNbHOrO pesynbraTa. Hapsamy co crenuain3upoBaHHBIMH
TEXHOJIOTHSIMU TaKOTO POJia PUHIIMIT HHTEPAKTUBHOCTU TIPOCIICKUBACTCS B OOJNBIIMHCTBE COBPEMEHHBIX
0o0pa3oBaTeNbHBIX TEXHOJOTHH. MIHTEpaKTUBHOCTH TO/Ipa3yMeBacT CyObeKT-CyObEeKTHbIC OTHOLICHUS B
xoZe o0pa3oBaTeNbHOrO TIpolecca W, Kak CcJleIcTBHe, (OpPMHPOBAHUE CaMOpPa3BUBAIOLICHCS
MH()OPMAITIOHHO-PECYPCHOHN CPEIBL.

®opMbl  yUeOHBIX 3aHATHA C HCIOJb30BAHUEM CIEIHAIN3UPOBAHHBIX HWHTEPAKTHBHBIX
TEXHOJIOTHUIA:

Jlexums «oOpaTHOMN CBSI3M» — JIEKLUS—TIPOBOKALIUS

CeMuHap-AMCKyCCUS

6. M opMaIimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH

Jlekumsa-Bu3yanuszanusi —  W3JOXKEHHE  COACP)KAaHMS  CONPOBOXKIAETCS  Npe3eHTaluer
(memoHcTpanuelt yueOHbIX MaTepHajioB, MPEJCTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CHUCTEMaX, B T.4.
WITIOCTPATUBHBIX, Tpa(pUUIECKHX, ayJHO- U BUJIEOMATEPHAJIOB).

[IpakTryeckoe 3ansaTHE B HOpME PE3EHTALIUH.

Yar-3ansTHS.

Be6-3ansaTus.

TenexonpepeHIHH.

OmnnaitH-ceMHuHap.

6 YueOHO-MeTOANYECKOE O0ecTieYeHHe CAMOCTOSITEJIbLHOI PadoThl 00y4aI0LIUXCS
IIpencrarieHo B mpuiIokeHUH 1.



7 O1eHOYHbIE CpeacTrsa AJid NpoBEACHUSA l'lpOMe)KyTO'-lHOﬁ aTTeCcTalnuu
HpCZ[CTaBJ'IeHI:I B IIPUJIOKECHHUU 2.

8 YueOHO-MeTOMMYecKOe H HH(POPMANIMOHHOE 00ecTeYeHre TUCITATLINHBI (MOTYJIf)

a) OcHoBHasl JuTEpaTypa:

1. Kysnenos, 1. H. JIokymeHTanmmonHOE 00eCIIedeHNE YIIPABICHNS IEPCOHAIOM | yae0-HUK U MPAKTUKYM
ISt ipuKiaaHoro Gakanaspuara / Y. H. KysuenoB. — Mocksa : U3natensct-Bo IOpaiit, 2019. — 520 ¢. —
(Bakanasp. [pukianuoit kypc). — ISBN 978-5-9916-4000-8. — Teker : anexrponnsii // DBC KOpaiir [caiiT]. —
URL.: https://www.biblio-online.ru/bcode/426321

2. Jlapekos, H.C. JlokymenToBeaenue. : yueOuuk / Jlappkos H.C. 3-¢ usmanne — Mocksa : [IpocrmexT,
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9 MaTepuaJiIbHO-TeXHHYeCKOe 00ecneueHue TUCIIUIIIHHBI (MOTYJIs1)

MarepuanbHO-TEXHHUECKOE 00ecIieueHUe AUCHUIUINHBI BKIIIOUAET:

VY4yeOHble ayAUTOpUM [N TPOBEIEHHs 3aHATHH JekiuuoHHoro Tuma: Jlocka,
MYJIbTUMEANIHBIE CPEICTBA XPAaHEHHS, TIEPEIauH U MPEICTaBICHUS HHPOPMALIUH.

VY4yeOHble ayAUTOPUM JUIsl TPOBEACHUS MPAKTUYECKUX 3aHATUH, TPYNIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAIMN, TEKYIEro KOHTPOJISA U MPOMEXKYTOYHOH arrectanuu: J{ocka,
MyJIBTUMEIUUHBII TPOEKTOp, JKpaH, MepcoHalbHble KoMmibioTepsl ¢ maketom MS Office,
BBIX0JIOM B IHTEpPHET U ¢ JOCTYNOM B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPELY
yYHUBEpCHUTETA

VY4deOHbIe ayTUTOPHH IS BBITIOJIHEHUS! KYPCOBOTO HMPOECKTHPOBAHUS, IMOMEUICHUS IS
CaMOCTOSITENIbHOM paboThl o0yuaromuxcs: [lepconanbHbie KoMiboTepsl ¢ makerom MS Office,
BBIXOJIOM B MIHTEpHET U C JOCTYIOM B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIBHYIO CPETY
YHUBEpCHUTETA

[Momemennst i caMOCTOATENbHOW — paboThl  oOywaromuxcs:  [lepconanbHbIE
xomnbrotepsl ¢ maketom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B DICKTPOHHYIO
nH()OPMaAIIMOHHO-00Pa30BATENBHYIO CPEAY YHUBEPCUTETA

[Tomemenne Juis  XpaHeHUs] U OPOPHIAKTUYECKOTO OOCIYKHMBaHUS  y4eOHOTro
obopynoBanus: Ilkadel mis XpaHeHUs Y4eOHO-METOAMYECKOW JOKYMEHTAIMH, y4eOHOTO
000pyI0BaHUS U YUeOHO-HATJISHBIX TTOCOOHH.
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IIpunoxenne 1
Y4eOHO-MeTONMYeCKOe o0ecTieYeHHe CAMOCTOSITeIbHOM PadoThI 00y4aroIIUXCs

IIpakTHyeckoe 3axanue 1

ITocie Toro xak Bel m3yunTe TeopeTHUecKnii MaTepHall 1o JaHHOM TeMe, He0OXO0IUMO TIPHUCIATh
OTBETHI HAa HIKE TIEPEUNCIICHHBIC BOTIPOCHI (B TPOU3BOJILHON (hopMme):

KonTponbHbie Bompocs!

1. OcHoBHBIE TpeOOBAHUS K MPOSKTHPOBAHUIO TEXHOJIIOTUHN YITPABICHUSI.

2. Ucxonnple naHHBIE IS IPOCKTHPOBAHMS TEXHOJIIOTUHN YITPABICHUS.

3. Ha3nayeHue u MCONIb30BaHNE HOPMATHBHBIX, METOANYECKUX U PYKOBOSIINX TEXHUUECKUX
CIIPABOYHBIX MaTEPUANOB NPU MPOEKTUPOBAHIUHM HOPMUPOBAHUHU IIPOLIECCOB YIPABIECHUS U
JIEIIONIPON3BO/ICTBA.

4. TlocnenoBaTenbHOCTH BHIOTHEHHS OTIEPAIMi U UX PEerIaMeHTAaIMsL.

5. AHanu3 ¥ BEIOOD ONTHUMATBHBIX MPOEKTHBIX PEHICHUA.

Tecr k pa3zanery Nel

Bompoc 1
['ne pa3BuTa KOMMYHHKAIIHS, TaM HEpa3BUTa KOOPJHHANNS KaK QYHKIHS YIPaBICHHUS.
BribepuTe oguH OTBET:

d. HET

b. na
Bompoc 2
CooO11eHns B CUTHAIIBI IPEBPAIIACT TPUEMHHK.
BribepuTe oquH OTBET:

a. 1a

b. mer
Bomnpoc 3
[Tose3eH 11 HEKOTOPBIi N30OBITOK HHOPMAITHK B CHCTEME YIIPABICHHUS?
BriGepute 0MH OTBET:

a. 1a

b. mer
Bompoc 4
To, HACKOJIBKO TOYHO MOTYT OBITh IIEPEJaHbl, CUTHAJIBI SBIISIETCS CEMAaHTUYECKOM MPOOIIEeMOii.
Bribepute oiMH OTBET:

d. HET

b. na
Bompoc 5
KoMMyHHKalMOHHBINH KaHaJ CBA3BIBAET BMECTE HECKOJIBKO O0OBEKTOB.
Bribepure oMH OTBET:

a. na

b. mer
Bonpoc 6
Ecnu pemenne nmpo6iieM 3aBUCUT OT IMMOCTOSHCTBA OOPATHOMN CBSI3U, UCIIOJIB3YETCS CETh THUIIA
«KOJIECOY.
Bribepute oquH OTBET:

a. 1a

b. mer
Bonpoc 7
Haunbomee cHIbHO CTUMYIHPYET 0OMEH MHEHHSIMU CETh THIIA «KAKIBIN ¢ KaKIBIMY.
BriOepuTe OfMH OTBET:
s
a. 1a



b. mer
Bormpoc 8
Iens mpoBepsieTCs Ha aJCKBATHOCTD JUTSL OTIPEICIICHUS TIEPETPY3KH.
BriOepuTe OfMH OTBET:

a. HEeT

b. na
Bompoc 9
UeM TecHee B3aMMOCHCTBUE MEKIY OTJCIBHBIMY 00JaCTSIMH IPHHSATHUS PEIICHUN, TEM BhIIIC
KOOPJVHAIIMOHHAS HATrpy3Ka.
Bribepute oquH OTBET:

a. HEeT

b. na
Bonpoc 10
Bo3MoskHa 1 KoopAMHALUS 063 KOMMYHHKAIIHiA?
BribepuTe oguH OTBET:

a. 1a

b. mer
Bompoc 11
Yucino BHYyTPEHHUX KOMMYHHKAIIUI MOKHO COKPATUTh YCUIIGHUEM [IEHTPaIN3aliu.
BribepuTe oguH OTBET:

a. 1a

b. mer
Bompoc 12
[Ipu neHTpanu3anyuy MoOXeT ObITh yMEHBIIEHa CTOMMOCTh HH(OPMAIIUH.
BriGepure ouH OTBET:

d. HET

b. na
Bompoc 13
[Tnockue CTPYKTYpbl 3PPEKTUBHBI B YCIOBHAX OBICTPOTO H3MEHEHHUSI CHUTYAIIUH.
BeibepuTe o1MH OTBET:

d. HET

b. na
Bomnpoc 14
Bricokas mepapxmyeckas CTpyKTypa 3aMeJUIseT IPHUHATHE PEIICHUM.
Bribepure oguH OTBET:

d. HET

b. na
Bompoc 15
Jis perieHust pyTHHHBIX 3a]1a4 HEOOXOAMMa 1eTb «KAXKIBIH C KaXIbIM.
Bribepure o1H OTBET:

d. HET

b. na
Bomnpoc 16
UeM BEIIIIE CTEIICHb HEOIPEICIICHHOCTH Y B3aMO3aBUCHUMOCTH JICHCTBHI, TEM OOJIBIIIE
TOPHU30HTAIBHBIN MOTOK HHPOPMAIIUH.
Bribepute oquH OTBET:

a. 1a

b. mer
Bonpoc 17



Jns yerpaHeHHs ncKaxeHniH HHPOPMAINH «CBEpXY BHU3» HEOOXOIUMO YMEHBIITUTH YHCIIO
YPOBHEH.
Bribepute oguH OTBET:

a. HEeT

b. na
Bompoc 18
OTnenpHBIM WHIUBUI HUKOTAa HE MOXKET pacIioiaraTs Bceid HeoO0XonuMoi nHhopMannuen
JUTSL TIPUHSATHUS PEIICHUH.
Bribepute oquH OTBET:

a. na

b. mer
Bonpoc 19
[IpsiMO¥i KOHTAKT — OCHOBA MHTETPALIUH JCATEIBHOCTH OpTaHH3aIlHH.
Bribepute oquH OTBET:

a. na

b. mer
Bompoc 20
Snonckuit METOJ KOMMYHHUKAIUX OITNPACTCA B OCHOBHOM Ha NMCbMCHHBIC 3allCH.
BribepuTe oguH OTBET:

a. HEeT

b. na
IIpakTHyeckoe 3aganue 2

ITocne Toro xak Bl m3ydnte TeopeTHuecKuii MaTepual 1o 1aHHOW TeMe, HE0OXOAUMO MPUCIIATh
OTBETHI Ha HUXKE TIEPEUYHCIICHHBIC BOIPOCHI (B IIPOU3BOJILHOM (hopme):

KonTponbHbie BOmpocs!

1. [IpuHIUTIEL KCCITEIOBAHUS U TIPOSKTHUPOBAHUS JJOKYMEHTAIBLHBIX CHCTEM.

2. AHanu3 KOJMYECTBA U BUOB BXOJISIICH U UCXOIAIICH JOKYMEHTAIIUHU B IIEJIOM 0 OOBEKTY
MIPOEKTUPOBAHUS U KAKIOMY CAMOCTOSITEIbHOMY CTPYKTYPHOMY TIOJIpa3/IeTIeHHIO.

3. lleproAWYHOCTH M CPOKH NIPEICTABIICHUS U MTOTydeHUs ToKyMeHTaun. [IpoektnpoBanue
WHGOPMAITMOHHOTO 00ecIieueHus CCTeMbI ynpasieHus. MHpopmarmonHas Mozens. [Ipoektuposanue
(hopM JJOKYMEHTOB, CHCTEM JIOKYMEHTAIIUU U JJOKYMEHTO000pOTA.

Tect k pazaeay Ne2

Bompoc 1
['maBHas yepTa npeACTOAIMX U3MEHEHNH B OpPraHNW3alliy BBICIIETO 3BEHA
yIOpaBlieHHs - Pa3rpy3Ka ero OT ONEepaTHBHBIX 3a1ad.
Bribepure o1H OTBET:

d. HET

b. na
Bonpoc 2
Bxoaut nu B opraHu3allMOHHBIN IPOEKT MOCTPOCHUE BHYTPHOPTraHU3alUOHHBIX CBS3CH?
Bribepure o1H OTBET:

a. 1a

b. Her
Bonpoc 3
BepHo 11, 4TO HOsBIsAETCS eiie oaHa QYHKIIHS B YIIPABICHUHA — OPTaHU3aI[HOHHOE Pa3BUTHE
KOMITaHUN?
Bribepute oauH OTBET:

a. HEeT

b. na
Bompoc 4



IIpucyTcTBYeT 1M aBTOPCKHIA HAI30pP MPU PeaTU3aINH ITPOCKTa?
Bribepute oquH OTBET:

a. 1a

b. mer
Bompoc 5
HoBblil npuHLMI pacnpeneiaeHus: HOJTHOMOYUN — «TPEYTOIbHUK POJIEH.
Bribepute oquH OTBET:

a. HeT

b. na
Bompoc 6
BepHo i1, 9TO B cOCTaB BHEIIHHUX (HaKTOPOB, OMPEICIISIONIMX 33a4l OPTIPOSCKTHPOBAHUS,
BXOMAT COOCTBEHHBIE IETTH?
BriOepuTe OfMH OTBET:

a. na

b. mer
Bompoc 7
PaccuutsiBaercs mu 3¢ GEeKTHBHOCTH OPTrIPOEKTa?
Bribepute oiuH OTBET:

a. na

b. mer
Bompoc 8
Haubonee ruOkuii METO] MPOSKTUPOBAHUS CTPYKTYPH3AIMH TIEJICH.
Bribepute oiuH OTBET:

a. 1a

b. Her
Bormpoc 9
OKCNEpUMEHT OTHOCHUTCS K HATYPaJTbHBIM MOJIEISIM?
Bribepure oauH OTBET:

a. HEeT

b. na
Bormpoc 10
BepHo 111, TO /17151 TPOEKTHPOBAHUSI OPTCTPYKTYP HOBBIX OpPraHU3allnil TIIaBHYIO POJIb UTPAIOT
(opManbHO-aHATUTUYECKHE METOBI?
BriGepure ouH OTBET:

a. na

b. mer
Bompoc 11
OKcrnepTHBIE OLIeHKH Hanbonee 3(peKTHBI Ha CTaguu KOMIIO3UIIMU OpraHu3aLuil.
Bribepure oguH OTBET:

d. HET

b. na
Bomnpoc 12
Br16op MeTona 3aBHCUT OT KBaJTH(PHUKALUK HCCIIEA0BATENS?
Bribepure oguH OTBET:

a. na

b. mer
Bompoc 13
B Poccun HakoruieH COOCTBEHHBIH OMBIT PECTPYKTYPU3AIUN H OPTTIPOCKTUPOBAHHUS.
Bribepute oquH OTBET:
-
a. J1a



b. mer
Tect k pazgeny Ne3

Bormpoc 1
dopmupoBaHue 001Iel CTPYKTypHOU CXEMBI armapara yIpaBJIeH!s] HAaunHAeTCs ¢ pa3paboTKu
MIPOIIEAYP BBIMOJIHECHUS YIIPABICHYSCKUX Pa0OT.
BribepuTe oauH OTBET:

a. HEeT

b. na
Bompoc 2
dopMupoBaHKE YKCIIa YPOBHEH B CHCTEME YIIPABJICHHUS Ha 3Tare (GOpMHUPOBAHUS OOIICH

CTPYKTYPBHI.
Bribepute oquH OTBET:

d. HET

b. na
Bonpoc 3
PernmamenTanus opraHM3aIMOHHON CTPYKTYPBI — 3TO €CTh Pa3padOTKa KOJIMYECTBEHHBIX
XapaKTEePUCTHUK allapara yrpaBIeHHs.
Bribepute ouH OTBET:

a. 1a

b. mer
Bompoc 4
['maBHBIN pUHOUT (HOPMUPOBAHUS OPTCTPYKTYP: MCIIOTB30BAHUE COBPEMEHHBIX
UHQOPMAITMOHHBIX TEXHOJIOTHH.
BriGepure ouH OTBET:

a. 1a

b. mer
Bormpoc 5
OHUM K3 TIPUHIMITOB (OPMHUPOBAHUS HOBBIX OPTCTPYKTYD SABJISETCS CO3MaHUE CHCTEMBI
yIpaBlieHHUS] U3MCHEHUSIMH.
BriOepuTe oiMH OTBET:

a. 1a

b. mer
Bormpoc 6
CylecTByeT HECKOJIBKO TUIIOB MPOTHO30B BAPHAHTOB OPTCTPYKTYP.
BriOepuTe ofMH OTBET:

a. na

b. mer
Bompoc 7

IIo muenwuto I1. I[pyKepa, npeaACTOUT MEPEXOA OT PALlMOHAIBHBIX K BUPTYAJIbHBIM OPraHU3alUsIM.

Bribepure oMH OTBET:
a. HeT

b. na
Bonpoc 8
B ocHOBe (hyHKITMOHMpPOBaHUS OyIyIIUX OpraHU3aIMi JIEKAT HHTCTPAIMOHHBIC TTPOIECCHI.
Bribepute oquH OTBET:

a. na

b. mer
Bonpoc 9
Bynymiee kommanuii — B3aMMOOTHOIICHHS O€3 TPpaHHMII.



Bribepute oquH OTBET:
a. J1a

b. mer
Bonpoc 10
Komnanuu 00beIMHAIOTCS BMECTE JUIsl TOTO, YTOOBI JIOOUTHCS MaKCUMAIILHOM MTPUOBLITN Yepes3
UCIIOJIb30BaHHUE PHIHOYHBIX BO3MOKHOCTEH.
Bribepute oquH OTBET:

a. aa

b. mer
Bonpoc 11
[pexacrosmue n3MeHEHNS B 00JIACTH OPraHU3AIMN — IIEPEXO0JT OT OIOPOKPATHH K CETSIM.
Bribepute oauH OTBET:

a. aa

b. mer
Bompoc 12
[Ipencrosime u3MEHEHUsT 00JIaCTH OPICTPYKTYpP YIPABICHUS — OT KalnTajila K 3HAHHUSM.
Bribepute oiuH OTBET:

a. 1a

b. mer
Bompoc 13
[pencrosimye u3MEHEHUsT 00JIaCTH OPTCTPYKTYp YIPABICHUS — OT (PYHKIIMOHEPOB K IIEHTPaM
IpUOBLIH.
Bribepute oiuH OTBET:

a. HEeT

b. na
Bormpoc 14
[pexacrosiye n3MEHEHUs B 00J1aCTH PYKOBOJICTBA — OT aBTOKPATHYHOT'O K 11€JI€BOI OpPUEHTAIHH.
BriGepure ouH OTBET:

a. HEeT

b. na
Bompoc 15
B Hacrosimee BpeMst HIIeT IpU3HAHKE NPUHIINAIIA pa3HOOOpa3Hs BMECTO MPUHIIHIA HJIeaIbHON

OpPTCTPYKTYPHI.
BribepuTe oguH OTBET:

a. na

b. mer
Bomnpoc 16
OtcTaéT MM NpaKTUKa OT HAYKH B 00JIACTH TEOPHH OpraHU3aLnii?
Bribepurte ouH OTBET:

d. HET

b. na
Bompoc 17
Cpenu opranuzauii Oyayiiero Beayiiee MecTo 3aiiMyT FrOpH30HTaIbHbIE KOPIIOPALKH.
Bribepure oguH OTBET:

a. na

b. mer
Bormpoc 18
OpraHu3aioHHas CTPYKTypa TOPU30HTATLHBIX KOPIOPAIHil CTpOUTCS Ha 0a3e
(hyHKIIMOHATBHOTO TIOJX0/1A.
Bribepute oquH OTBET:



a. HEeT

b. na
Bompoc 19
OCHOBHOE MPEUMYIIECTBO OPICTPYKTYP TOPU30OHTATBHOTO THITA — MOOMIBHOCTb.

Bribepute oauH OTBET:
a. na

b. Her

Bompoc 20
B nauane XXI Beka B 3amaiHOM MCHEPKMEHTE BEIYIIIEe MECTO 3aHUMAIOT CETEBBIC TPHUHITUTIBI

OpraHu3alyil KOMIIaHW.
Bribepute oquH OTBET:

a. aa

b. mer
Bompoc 21
BepHo 11 BbICKa3bIBaHHE «CETEBast MOICNb MPH3BaHA U3MEHUTH MUDY.

BribepuTe oquH OTBET:
a. 1a

b. mer
Bompoc 22
HoBsIii opranu3annoOHHBIN PUHIIAI TPUHAMAETCS] BCEM MUPOBBIM COOOIIIECTBOM.
BribepuTe oquH OTBET:

d. HET

b. na
Bompoc 23
CeTeBbIe CTPYKTYpHI IEPEUEPKHUBAIOT IPOBEPEHHBIE OPraHN3allMOHHO-YIIPABICHUECKHE
HPUHIUIIEL.
BribepuTe oiMH OTBET:

a. HeT
C b. na
Bormpoc 24

O6beM HHPOPMALMOHHBIX PECYPCOB HE UMEET IPaHHUILL
Bribepute oiMH OTBET:

a. 1a

b. mer
Bonpoc 25
I'maBHast npobieMa co3anus NMEKTPOHHON SKOHOMUKH B Poccuy — 0TCyTCTBHE JICHEKHBIX
CpEJICTB.
Bribepure oguH OTBET:

a. HEeT

b. na
Bomnpoc 26
BupryasibHasi OpraHu3aiius MosiBJsIeTCs, PeIIaeT CBOO 3a/1a4y U MCUE3aeT MOCye peaTi3allii.

Bribepure oguH OTBET:
a. na

b. mer
Bormpoc 27
CoxpaHsTcst 1 paHee co3IaHHbIe OprOPMBI IPH peaTnu3alii BUPTYaIbHBIX OpraHu3anuii?
BriOepuTe OfMH OTBET:
-~
a. na



b. Her

KonTponsnas padora

[Tocne Toro kak Bel u3yunTe TeopeTndeckuii MaTepua 1Mo JaHHOH Teme, He0OXOAUMO MPUCIIATh
OTBETHI HAa HIKE TICPEUNCIICHHBIC BOTIPOCHI (B MTPOU3BOJILHON (hopMme):

KonTposnbHbie BOpockl

1. [TpuHIMITEL BEIOOpa KOHKPETHOH OPrCTPYKTYPHIL.

2. OcHoBHBIE (haKTOPBI, ONpEACTISIONINE BEIOOD.

3. Onpenenenne HEOOXOAMMON CTENIEHH IICHTPATN3alUN U ACTICHTPATH3aIHH.

4. IlocnenoBaTenbHOCTD MPOCKTHPOBAHUS OPTCTPYKTYPHL.

5. @yHKINUU CaMOCTOATENILHBIX CTPYKTYPHBIX MOJpa3aelicHH 1 paOOTHUKOB YIIPAaBICHYECKOTO
ammapara.

6. B3anMOOTHOIIEHNUS] MEXKITY CAMOCTOATEIHHBIMHI CTPYKTYPHBIMHA TIOJIPa3ACTICHISIMH.

7. ObecnieueHre B3aMMHOM YBSI3KH LIEJICH OpraHnu3aliy ¢ LEISIMHU OApa3AeiIeHU Kak OCHOBBI
3¢ PeKTUBHOI MHTETPAITHH.

8. Metons!r noctmkenus >hHEeKTHBHON HHTETPAITHH.

HTorosnli Tect
Bompoc 1

C yero HauMHAETCA MOACIINPOBAHUEC TEXHOJOTrM4eCcKoi MMOACUCTCMBI YIIPABJICHUA:
BribepuTe oguH OTBET:

-
a. C COCTaBJICHUS CIIMCKA JOKYMEHTOB, 00Pa3yIOIUXCS B OpraHU3allH
-
b. ¢ cocraBneHus nepeydHs yrnpaBiIeHUYECKUX MPOLEAYP
C N
C. Cc oIlpeseNieHHsl yIpaBIeHUECKOl Mpoueaypsl
-

d. c onpezeneHns ynpaBIeHYECKOH onepanun
Bompoc 2
YT0 MBI MOHMMAEM IO YIPABICHYECKON MPOLIETYPOit:
BeibepuTe o1MH OTBET:

a. pa3paboTKy CXEMBI MPOIETyPhI

b. morMMaeTcs COBOKYITHOCTD B3aMMOCBSI3aHHBIX YIIPABIIEHUECKUX OTEPAIIHii, BBIMOTHAEMBIX
HaJ ONpe/CICHHBIM BUIOM HH(DOPMALIMK U MMEIOLIUX 3aKOHYCHHYO (XOTS U OrPaHUYCHHYIO) 1IENTb

C. IOHMMACTCS YaCTh YIIPABJICHYCCKOI'O MPOIECCa, BLINOJHACMAs UCIIOJTHUTCIICM Hall
OIpPEACIICHHBIM BUAOM I/IH(l)OpMaI_II/II/I Ha OTACJIBHOM pa60qu MECTC

d. onpeneneHue eI MpoLeaypbl
Bormpoc 3
CocraBiieHHe TIEpedHst YIPABIEHUECKUX MPOLELYD JODKHO OBITH MPOU3BEIEHO C YIETOM
CICIYIONIMX MAaTePUAIIOB:
BeibepuTte o1MH OTBET:

a. HOMEHKJIATYPbI I
b. kmaccudukaropos

C. mepeuHs (GYHKIMH 0Ipa3aeeHHsI U OTACIbHBIX UCIIOJIHUTEIEH, CIIUCKA JOKYMEHTOB,
00palnaronyxcs B MoApa3IeIeHuN

d. monoXxeHust 0 CTPYKTYPHOM MOIpa3IeICHUN
Bormpoc 4
N3 kakux pa3zienoB COCTOUT KapTa yIpaBIE€HYECKONW MPOIEYPHI:
Bribepute oauH OTBET:

a. UCIIOIHUTEIN
b. ko onepanuit

C. TpyAOEMKOCTH OIle€palin



d. Koz omneparuii, HANMEHOBAHKE OTIEPAIHH, UCTIOTHUTEIH, JOKYMEHTBI, TPYJI0EMKOCTh
OTIepaIny, MPOIOIDKATETLHOCTD
Bonpoc 5
W3 xakux pa3/ieioB COCTOUT KapTO4Ka MPOLETyPhI:
Bribepute oquH OTBET:

d. HAUMCHOBAHME MPOLECAYPbI

b. HanMeHOBaHKE TIPOLIETYPBI, KO/ MTPOIIEAYPHI, TPYIOEMKOCTD HPOICIYPhI Pa3oBasi,
KOJIMYECTBO B I'OJI, TPYAOEMKOCTD MPOIIETYPHI TOA0BAs, KOJbI TOKYMEHTOB, B3aUMOCBSI3U C APYTHUMHU
MpoleIypaMu

C. KOJIbI JOKYMEHTOB

d. TPyZOEMKOCTb MPOLETYPhI TOJO0BAs
Bormpoc 6
TemaTuueckuii pyOpukaTop — 31o:
Bribepute ouH OTBET:

a. HOMEHKJIaTypa Aej

b. cucTemari3upoBaHHasE COBOKYITHOCTb BOIIPOCOB, 10 KOTOPBIM OCYIIECTBIISETCSI

B3aMMO/ICHCTBHE BHYTPH OPTaHHU3AIMH U C BHEITHEW CPeJIoil), TO3BOIISIONINN TPYIIITHPOBATH TOKYMEHTHI
10 OJHOU TEMATUKU

C. 1a0JI0HBI TEKCTOB

d. cripaBOYHUK KOPPECHIOHICHTOB
Bompoc 7

[Ipu cocTaBiIeHUH PEIBAPUTEIHLHOTO MIEPEYHs JOKYMEHTOB HEOOXOMMO UCXOAUTD U3:
BribepuTe oiuH OTBET:

C . .
a. MOHATHH 00MmKX (QYHKUMH yHpaBIeHUS
-
b. cincka 1OKyMEHTOB
C y
C. CIIMCKa OTIepaLuii
-

d. criucka mpoueayp
Bormpoc 8
Yo otpaxaeT marpuna «/{okymeHT — JlokyMeHT»:
Bribepute oiMH OTBET:

d. OTpaXXaroTCs B3aMMOCBSA3U PCKBU3UTOB BCEX HO,I[pa3Z[GJ'I€HPIﬁ " YIIPABJICHYCCKOI'O
INepCcoHaIa B pa3pe3€ KAJICHAAPHOI'O BPEMCHU

b. oTpaxaroTcs B3aMMOCBSI3H JJOKYMEHTOB. JTO CBOETO POjia CXeMa JOKYMEHT0000pOTa, eCITH
B MaTpHIIE TIOKa3aTh MOCIEN0BATEIEHOCTh COCTABICHHS JOKYMEHTOB

C. OTpaXaroTCs B3aMMOCBSA3HM BCEX JOKYMCHTOB 110 MCTOYHHKAM MX pa3pa60T1<H nu
HCIIOJIb30BaHM, a TAKKC BpCMCHHAs (KaJ'IGH,Z[apHaH) CTPYKTYpa AOKYMCHTAIUOHHOT'O obecreucHuUs

d. oTpaxaroTCs B3aMMOCBSI3H TEXHUKO-9KOHOMHUYECKUX MOKA3aTeNeH ¢ PeKBU3UTAMU
pa3pabOTYNKOB U OTPEOUTENEH JOKYMEHTOB

Bormpoc 9
Oneporpamma -
Bribepurte ouH OTBET:
C .
a. mpejcTaBiseT coboit Tabenb hopm
C .
b. npencrapmnsier coboii mpouecc
C .
C. IPEJICTaBIISACT COOO CIMCOK JOKYMEHTOB
-

d. mpezacrapisier coboi onKcanue mporecca pa3paboTKH, COrTaCOBaHMs, YTBEPKICHUS U
JIOBEJICHUS IOKYMEHTOB JI0 UCTIOJHUTENCH B (JOpPME CXEMBI MTOCIIESIOBATEILHO OCYIIECTBISIEMBIX
(YHKIIMOHANBHBIX OTIeparuit
Bormpoc 10
«BepTHKaabHOE 30HUPOBAHUEY, T.C.



Bribepute oquH OTBET:

a. T.e. TI0 YPOBHSM YITPaBIICHUS, T.€. KOT/Ia KaXI0€ TTOApa3eIeHUe OpraHN3aIiu
pa3MeniaeTcs CTporo 1o UEPApXUUIECKUM YPOBHIM YIIPABICHUS

b. T.e. Mo ypoBHSIM OpraHu3auu
C. T.e. 110 Hepapxuu

d. T.e. B «30HE» BEPTUKAILHOTO MOAYMHEHHS (DYHKIIMOHATBHOMY MEHEKEPY HITH
YIPaBISIONIEMY OpTaHU3aIuel JOHKHBI pa3MeaTbCs TOIBKO T€ YIPABICHYECKUE WITH
MIPON3BOICTBEHHO-OBITOBBIE TIOPA3IEICHNUS, CITY>KOBI MIIM OTJENbHBIE JOKHOCTHBIE TTO3UIHH
OpraHM3aliy, KOTOpbIe HEMOCPEACTBEHHO aJMUHUCTPATUBHO MMOAYUHSIIOTCS 3TOMY MEHEIDKEPY

Bonpoc 11
CKonpKo ypoBHEH ynpapieHus B puHIHAIE b:
Bribepure oauH OTBET:

“ a0
“ b
C c.7
“ 4
Bompoc 12

Yro BXOAUT B cocTaB paboyell JOKyMEHTAIIMN OPTaHU3AIIMOHHOTO IPOEKTa CHCTEMBI YIIPABICHUSL:
Bribepute oiuH OTBET:

a. cxeMa OpraHu3alOHHOM CTPYKTYpPhI CUCTEMBI YIIPABJICHUS; CXeMbl JOKYMEHTO000pOTa;
cxeMbl HH()OPMAIIMOHHBIX CBS3EH; paboure GOpMbI ypaBIeHUECKON TOKYMEHTALMH; IOJI0KEHUS O
(YyHKIHMOHANBHBIX CTPYKTYPHBIX MOAPA3AEICHUSX CUCTEMbI YIIPaBICHUST; JOKHOCTHBIE HHCTPYKLIUH
paboTHHKaM CHCTEMBI yIIPaBICHHS

b. AOJIKHOCTHBIC MHCTPYKIIUKN
C. cxeMma ,Z[OKyMeHT0060pOTa

d. cxema HH)OPMAIIMOHHBIX CBSI3EHt
Bormpoc 13
CKOJIBKO pa3/ieNioB B MOJIOKEHUH O CTPYKTYPHOM IOJpa3/ieeHHN:
Bribepute oiMH OTBET:

C a. 7
“ bs
“ 10
“ 44
Bompoc 14

CKOJBKO pa3JesioB B TOJDKHOCTHOW MHCTPYKITHH:
Bribepure oguH OTBET:

C a.5
“ b10
O c.4
“ a7
Bompoc 15

Yro ompenenseT cxema T0KyMeHToobopoTa?
Bribepure oauH OTBET:

a. MopsI0K mupPOBaHUsA JOKYMEHTOB
b. mopsmox pox oK IEeHUs JOKYMEHTOB

C. YCTaHOBJICHHBIH OpraHU3aIlMOHHBIM IPOEKTOM TOPSIOK MPOXOXKIEHHUS TOKYMEHTOB
MEXY GYHKIUOHATLHBIME MOJPa3IeICHHSIMU M BBICIIAM YIIPABICHYECKAM aIllapaToM CUCTEMBI
ynpasneHus. [Jis MOCTpOeHUs TAKOW CXEMBI BCE TOKYMEHTHI, (PYHKIIMOHUPYIOIINE B CUCTEME yIIPaBICHHUS,



I PYIOTCS, ¥ Ha CXeMe OPTaHU3alMOHHON CTPYKTYPBI CHCTEMBI YIPABJICHUS CTPEIKAMU YKa3bIBACTCS
MOCIIEIOBATENIEHOCTD MTPOX0XKICHUS

d. mopsIOK CO3aHuUs JOKYMEHTOB
[Ipunoxxenue 2
OueHouHble cpeacTBa A5 NPOBeJeHUsI TPOMEKYTOUHOH aTTecTaAlMU

a) IlimanupyemMsble pe3y1bTaThl 00yUYeHHS M OLIEHOYHBbIE CPeICTBA JJIsl IPOBeIeHNs
NMPOMEKYTOYHOM aTTecCTAMM:

Ilpumepnoe codeporcanue:

Crpy
KTYPHBII [TnannpyemMsie pe3ysbTaThl OlteHouHbIe cpencTsa
3JIEMEHT o0ydeHust
KOMITETEHIINT
MK-2- BaageHuem ocHOBaMU HHGOPMALMOHHO-AHAJIUTHYECKOM 1eSITEILHOCTH U
CIOCOOHOCTHI) IPUMEHATH UX B IpodeccnoHanbHOM chepe
3HaTb OCHOBHBIE TIOHATHA U Ilepeuens meopemuueckux 60npocog K
OIpe/IeIIeHHs IK3AMEHY:
WHPOPMALMOHHO-aHATTUTUIECKOH 1. CyIHOCTb U GYHKIUH
JeSITENIbHOCTH HOPMHPOBaHUsI TPYa.
2. Knaccudukamms 3atpar
pabouero BpeMeHH.
3. Knaccudukaius HopM Tpyaa.
4. Knaccudukamms HOpMaTHBHBIX
MaTepuaoB.
5. ITousiTe u 3amayu
000CHOBaHUS HOPM TPYZA.
Ymer MPUMEHSTH OCHOBBI Ilpumepnvie npakmuueckue 3a0anus
b nHGOPMALMOHHO-aHAIUTHYECKON 017 IK3aMena:
JeSITENIBHOCTH B PO ECCHOHATBHOM CocraBuTh npodeccuorpammy
chepe HayvaJbHUKA OT/IENa Ka/IpOB
Bnang OCHOBaMH
eTh WH(POPMAIIMOHHO-aHATTUTUIECKOH Paszpewtums cumyayuu

JESITETLHOCTH U CIIOCOOHOCTBIO
NPUMEHSTD UX B PO(eCCHOHATBHOM

cdepe

3adanue 1:

Kak BbI cunraere, Oropokparuueckas
KyJIbTypa MEHEEC OPUCHTUPOBAHA HA HYXJIbI
paboOTHUKOB, YeM KitaHoBast? OOCyquTe STOT
BOIPOC.

3aoanue 2:

Kakue BHELIHHE 3aMHTEPECOBAHHBIC
CTOPOHEI BIUSIOT Ha PEIICHUS, IPUHUMAEMBbI B
opraamzanuu? OOCyIuTe BKIIaJ1 II00aIM3alnu B
YCIIO)KHEHUE 3THYECKHUX TPOOJIEM, CTOSIIMX
Tepe]1 CErOIHANTHIMU OPTaHU3aIUsIMU.

3aoanue 3:

DTHUYECKHE KOACKCHI IOBEPrajliCh
KPUTHKE 3a TO, YTO OHH MIEPEHOCST
OTBETCTBEHHOCTH 33 ITUYHOCTh TIOBEJCHHS C
OpraHM3alliy Ha €€ OTIC/IbHOrO padoTHHKA.
CorracHbI JIM BB C TaKOHW KpuTHKOU? Canraere
JI BBI UTO 3TUYECKUI KOJCKC CIIOCOOCH
MIPUHECTH TI0JIh3y OpTaHU3aINN?

3aoanue 4:

ChopmynupoBatb 0COOCHHOCTH
KOPIIOPaTHBHOM KYJIbTYPHI, CIIOKUBIICHCS B
MPAKTUKE YIPABJICHUS B BUJIEC KOJIEKCA «IIPABUII

ToBeIcHUS Ha padoTe». OOCYIUTh BIHMSHUE




Crpy
KTYPHBIN
OJIEMECHT
KOMIICTCHIIUN

[TnanupyemMsbie pe3ynbTaThl
00yJeHIS

OneHo4Hble CpeacTBa

3TOr0 KOJIEKCa Ha BHYTPUKOMAaH/IHbIE
OTHOLICHHUS B COBPEMEHHBIX YCIOBUAX U
BO3MOXHBIE ITyTH UX KOPPEKIMHU C ITO3ULUU
KOHCYJIbTaHTA.

3aoanue 5:

OnumuTe ToCTynHBIE HAOIIOACHUIO
CHMBOJIBI, IEPEMOHUH, GOPMY OJCKABI U APYTHE
BUJMMBIE aCTIEKThI KyJIbTYPbl OpraHu3alyH, TAe
BBI paboTaim, paboTaeTe Wi C KOTOPOM BaM
MIPUXOAMIIOCH CTAIKUBATHCS MO KAaKUM-TTH00
BonpocaM. Kakre oCHOBHBIE IEGHHOCTH
OpTraHu3alMy OHH MPEJCTABIAIOT?

3adanue 6:

YeM BpeMeHHas KOMaHJa JJist
BBITTOJTHEHHUS 338/1a41 OTIMYACTCS OT IIOCTOSTHHOM
KoMaHaBI? UeM oTiimyaeTcs 4eloBeK,
BBIMOJIHAOMNN (QYHKIHIO CBA3YIOLIETO 3BEHA,
OT MocTosiHHOTO UHTerparopa? KTo u3 Hux
obecrneunBaeT HAaMOOJBIIIYIO CTETIEHb
FOPU30HTAIBHOM KOOpIUHALIUU?

3aoanue 7:

[Nouemy opranuzanuy ycTaHaBIUBAIOT
MEKOpraHu3alMOHHBIE CBsI3U? OTpaXkaroTcs u
9TH CBSI3U Ha CTETICHH HE3aBUCUMOCTH
opranuzanuu? A Ha pe3yJbTaTax ee
NEATEILHOCTH?

3adanue2:

[IpencraBbTe, 4TO Bac MONMPOCHIIN
OIIEHUTH 3P PEKTUBHOCTH PAOOTHI
noapasaeneHus HeOombioi opranuzanuu. C
4ero Bbl HAUHETE, M UTO BHI OyJIeTe JIeNaTh
notom? Kakoit moaxos K M3MepeHuto
3¢ (EeKTUBHOCTH BHI MPEATIOUTETE?

3adanue 9:

O/vH U3 N3BECTHBIX TEOPETHKOB
OpraHu3alMii cKa3asl OHaXIbL:
«¢pekTuBHOCTH OpraHu3aluy MOXET ObITh
YeM YTOJIHO, B 3aBUCIMOCTH OT TOTO, KaK
OTIPEJIEIISIET €€ BBICIIUI MEHEPKMEHTY.
O6cynuTte 3TO yTBEp)KICHUE.

3aoanue 130:

Menemxep
HAYYHO-HCCIIEA0BATEIbCKOTO OT/IeIa
(hapMareBTHYECKOM KOMITAHIH YBEIOMUII, YTO
TOJBKO 5% HOBBIX MPOYKTOB KOMITAHUH
JOCTHUTAIOT ycriexa Ha pbiHke. OH Takke
co00LIMII, UTO CpeaHsia nudpa 1mo oTpaciu -
10%, a 3aTem moMHTEpEeCcOBaJICs, KakK, 110
MHEHHIO COOPABIINXCS, OPraHU3aIHsi MOTJIA ObI
MOBBICUTH YPOBEHb yCIIEITHOCTH BHEAPECHUS
HOBO# nipoxykiwu. Eciu ObI BB ObLTH
KOHCYJIFTAHTOM, KaKOH COBET OTHOCHUTEIIBHO
CTPYKTYpBI OpTaHU3alMU BBl ObI eMy maju?

ITK-6 - cnocoO0HOCTHI0O AHATM3UPOBATH CUTYAIMI0 HA PhIHKE HH(POPMAIIMOHHBIX MPOAYKTOB
H yCJIYT, AaBATh 3KCNEPTHYI0 OL[EHKY COBPEMEHHBIM CHCTeMAaM JJIeKTPOHHOT0 JOKYMEHT0000poTa 1
BeJeHHUs JIEKTPOHHOI0 apXMBa




Crpy

KTYPHBII [Inanupyemsble pe3yapTaThl
yp py pesy OLieHOYHBIE CPENICTBA
3JIEMEHT 00yJeHIS
KOMTICTCHIIUN
3HaTh OCHOBHBIC OINPE/ICICHUS U 1. Ilepeuens meopemuyeckux
MOHATHS B 00J1aCTH HHPOPMALIMOHHBIX | 60MPOCO8 K IKIAMEHY:
MIPOIYKTOB, dKCIIEPTHOH otleHKH, CO /] 2. Kiraccudukanus MeTonoB
U 3JICKTPOHHOTO apXrBa HCCIIeI0BaHUS TPYJOBBIX MPOLECCOB.
3. PermamenTanus tpyna
PabOTHUKOB CHCTEMBI YITPABICHUSI.
4. TunoBbic HOPMBI BpEMEHH.
O05acTh UX TPUMCHCHHS.
5. Kak mcrionb3ytor HOpMBI Tpyia
TIPH pacrpeaeieHnn padboT?
Yumer aHAJIM3UPOBATH CUTYAIHIO HA
Ilpumepnisie npakmuyiecKkue 3a0anus
b PBIHKE HH()OPMAITUOHHBIX ITPOTYKTOB
U YCIIyT, JaBaTh YKCIIEPTHYIO OLIEHK OA IK3amena:
YEIYT, pTHYy Y CocraBuTh podeccuorpammy
COBPEMEHHBIM CHCTEMaM
JOKYMEHTOBEA
AIIEKTPOHHOTO JJOKYMEHTO000pOTa H
BEJICHUSI 3JICKTPOHHOTO apX1Ba
Bnan METOJIaMH aHAJIN3a CUTYyaluil B Pazpewiums cumyayuu
eTh o0acTr H”HPOPMAITHOHHBIX 3adanue 1:

MIPOAYKTOB H YCIIYT, @ TAKXKE METOAOM
3KCIIEPTHOM OLIEHKH COBPEMEHHBIX
CO/1 ¥ 51EeKTPOHHBIX apXHBOB

Kak obecrieunTs rapMOHHIO B
MIPOU3BOACTBEHHOM JesTenbHocTr? [IpuBeaute
(hopMyITMpOBKY 3aKOHA KOMITO3UIIHH U
MIPOTTOPITMOHATHFHOCTH W BO3MOKHBIE BAPHAHTHI
€ro peanusaiui.

3adanue 2:

B cBoeii pabote, mocBsmeHHON
croco6aM KoHTpos, Bunbam Oyun nucan:
«PBIHOYHBIN KOHTPOIIB - 3TO POpeb, KITaHOBHIH
KOHTPOJIb - IOCOCh, 00a 3TUX BHUIa IPEKPACHBI U
OUYeHb TPEOOBATENBHBI, JJI1 BBDKUBAHUS UM
HYXHBI crienuduyeckue ycinosus. [1o
CPaBHEHUIO C HUIMH OIOPOKPATHUYECKUI
KOHTPOJIb - 3TO COM, HEYKITFO)KUH, HEKPACUBBIH,
HO CTIOCOOHBIH JKUTH TIOYTH B J1I000H cpesie U B
pe3yibTaTe OKa3bIBAIOIIMKCS MPeodIalatouM
Bu0M». Kak BBI AymMaeTe, 4TO aBTOp UMEIN B
BUJY B 3TOM CpaBHEHHUH?

3aoanue 3:

Kakue nenu crasst nepen coboit
BEIYyIIHUE SIMOHCKUE U aMEPUKAHCKHE
opraamzanmu? Kakne oTiaudus B 5ToM
OTHOIIIEHUHU UMEIOT COBPEMEHHBIE POCCUICKHE
OpraHHU3aInn?

3aoanue 4:

[IpencraBpTe, 9TO BBl HOKHBI pabOTATh
WJIM BECTH TIEPETOBOPHI C JIFOJIBMHU APYron
KYJBbTYpBbI, OMUIIUTE UX HEHHOCTHHIE
OpHEHTaNNU. B ueM Bamm u uX OpHUeHTAINU
orimyarotes? Kakue npoOieMblr MOTH Obl
BO3HUKHYThH B CBSI3H C PA3IMYUSIMU B BallTUX
OpUEHTAIHAX ?

3adanue 5:

KakoBbI MOTYT OBITH IpeHMyLIIECTBA
CYIIECTBOBAaHMUS HECKOIBKUX CYOKYIBTYD
BHYTPH OTHOW OpraHu3anuu? A HEIOCTATKH?
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IK-20- ¢cnocoGHOCTHIO HCTIOIB30BATH MPABHJIA OPraHU3ALUH BCeX ITANOB PadoThI ¢
JOKYMEHTAMM, B TOM YMCJIe apXHBHBIMH JOKYMEHTAMMU
3HaTh [IPaBUJIa OPTaHU3aLNU BCEX Ilepeuens meopemuueckux 60npocog K
3TaroB pabOTHI C IOKYMEHTaMH, B TOM | 9K3AMeHY:
YHcie apXUBHBIMH JOKYMEHTAMHU 1. MeToab! uccieaoBaHus
TPYIOBBIX POILIECCOB PA0OTHHUKOB ammapaTa
YIpaBJICHUSL.
2. Oco0eHHOCTH HOPMHUPOBAHHUSI
Tpyzna pabOTHUKOB c(hepbl ypaBlIeHHS.
3. EnvHble HOPMBI BpEeMEHH.
O0racTh UX IPUMCHCHHSI.
4, dotorpadust pabodero
BpeMeHH. O01acTh MPUMEHEHUST 1 METOMKA
MIPOBEACHUS.
5. DopMBI U METOBI
KOMIUIEKCHOM periaMeHTaluu Tpyaa
pabOTHUKOB anmnapara yrnpasJeHuUs.
Ymer HCIOJB30BaTh [IPaBUiIa Ilpumepnvie npakmuueckue 3a0anus
b OpTaHU3allu BCEX 3TaroB paboThl C 017 IK3aMena:
JIOKYMEHTaMH, B TOM YHUCJIIE CocTtaButh mpoeccuorpammy
ApXUBHBIMU TOKYMEHTaMU apxuBapuyca
Bnan CIIOCOOHOCTBIO HCHOJIb30BATh Pazpewtums cumyayuu
eTh MpaBUJIa OPTaHU3aLUHU BCEX ITAIIOB 3aoanue 1:

paboTHI C TOKYMEHTaMH, B TOM YHCJIE
apXUBHBIMU JIOKYMEHTaMH

B uem 3aksrouaercs qudepeHiuays u
nnTerpanus? [Ipu kakom Tune
HEOIpeeNIeHHOCTH cpelibl AuddepeHranus u
HHTErpanyst OyayT MaKCUMAaJIbHBIMU?
MuHUMAaTBEHBIMU?

3aoanue 2:

Ecnu OBl BBl pyKOBOAMIIH
rosipa3ziesieHeM IpernoaaBaTene
YHUBEPCUTETA, KaK Obl BB TIOCTPOUIIH €T0
CTPYKTYpY, ¥ 4eM Obl OHa OTIMYaIach OT
CTPYKTYPHI BallleTO MOIPa3AeIeHIs B TOM
cirydae, eciii Obl BBl PyKOBOMIIN
OyxranTtepuei?

3aoanuel 3:

Kak mposiBisieTcst 3aKkoH
CaMOCOXPaHEHHS B COMAIBHBIX U
ouonornueckux cucremax? [lpusennre
MIPUMEDHI.

3aoanue 4:

KakoBa posnb napopmaruu B
ynpaBieH4YecKOH aestensHocTH? Kakne
YCIIOBHSI BIUSIOT HA YPOBEHBb OTKPBITOCTH
ynpasieHuecKoi nHpopmannn?

3aoanue 5:

[MpuBenure GpopMynnpoBKy 3aKOHA
nHGOPMHUPOBAHHOCTH - YIOPSAAOUEHHOCTH U
BapHaHThI ero peanusanun. Kakue ciencTsus
BBITEKAIOT U3 3aKOHA HHPOPMHUPOBAHHOCTH -
YIOPSTOYCHHOCTH ?
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[K-24- BnageHneM HABBIKAMH OPTraHU3ANMHU CTIPABOYHO-TMIOUCKOBBIX CPEICTB U

HCIMOJIL30BAHUSA APXUBHLIX JOKYMECHTOB

3HaTh

OCHOBHBIC ITOHATHA U
OIIpPEACICHUA CIIPABOYHO-TIOMCKOBBIX
CpCACTB U UCITOJIL30BAHUA apXHUBHBIX
JOKYMCHTOB

Ilepeuens meopemuueckux 60nPocos K
IK3IAMEHY:

1. MeTtoauka pazpaboTku
HOPMAaTHUBOB YHCJICHHOCTH.

2. HopmMmbl cooTHOIIIEHHI 1 HOPMBI
YIPaBIsiEMOCTH.

3. OnTumu3anys 9YUCIEHHOCTH
PpabOTHHUKOB armapara yrpaBieHus Ha 0a3e
M3YYeHHUS U aHAJIHM3a UX 3arPy3KH.

4, [IpoexkTupoBanue
WHPOPMALMOHHOH TTOICUCTEMBI YIIPABJICHUSI.

5. WnTerpupoBaHHbIe
WH(POPMALMOHHBIE CHCTEMBI KaK 4acTh
OPTaHU3aIMOHHOTO MPOEKTa
COBEPIIICHCTBOBAHMSI CHCTEMBI YITPABICHUSI.

VYwmer

OpraHu30BbIBATH
CIIPaBOYHO-TIOMCKOBBIE CPEACTBA U
HCTOJI30BAaHUSI APXHUBHBIX
JIOKYMEHTOB

Ilpumepnuie npaxmuueckue 3a0anHus
014 IK3amena:

C dero HauMHAETCS] MOJCTUPOBAHHE
TEXHOJIOTUYECKOHN TIOJICUCTEMBI YIIPABICHHUS:

C OTIPEJICIICHUSI YITPABICHUCCKON
MIPOLIEAYPHI;

C COCTaBJICHUS TTEPETHS
VIPaBICHYECKHUX TMPOLICYP;

C OIpeNIeNIeHUs YIIPaBIeHYECKON
oreparu

C COCTAaBJICHHUS CITHCKA IOKYMEHTOB,
00pa3yrIuXxcsi B OpraHu3aIlny.

€Thb

Bnang

HaBBIKaMM OpraHU3aluu
CIIPaBOYHO-TIOMCKOBBIX CPEACTB U
HCTOJIb30BaHUS apXUBHBIX
JIOKYMEHTOB

Pazpewstums cumyayuu

3aoanue 1:

KaxkxoBo paznmuune Mexmy
(dhopMmanuzanueii u cnenuanuzamnuei? Kak Bbi
JlyMaeTe, MOXKET JIM OPTaHU3aIUs C BBICOKUM
YPOBHEM OJIHOTO U3 3TUX CBOWMCTB
JIEMOHCTPHUPOBATH TAKKE BBICOKHI YPOBEHb
apyroro?

3aoanue 2:

ITouemy opranuzammsi, COCTOSINAS U3
JIIOJIeH, JOIDKHA H3y4JaThCs 00Jiee KOMIUIEKCHO,
YeM CUCTeMa MallMHHOro tuna? Yro 3Hauut
ATOT KOMIUTIEKCHBIN TTOAXOT TSI MEHEIKEPOB?

3aoanue 3:

Kaxkas cBsi3b MOXKET CyII€CTBOBATH
MEXKy LIETBI0 COBEPILICHCTBOBAHUS U PA3BUTHUS
pabOTHUKOB KOMIIAHUH | IIETTBI0 BHEIPEHUS
WHHOBalUi 1 u3Menennit? Kak stu nenu Moryr
OBITh CBSI3aHBI C IIEITBIO0 TPOU3BOIUTEIBHOCTH?
Kaxum 06pazom 3T memm MOTyT
KOH(JIMKTOBATh MKy COO0H?

3aoanue 4:

OO0BsCHUTE, MOYEeMy KOMITICKCHBII
XapakTep cpenbl BeNeT K YCI0KHEHUIO
OpraHU3allMOHHON CTPYKTYpPHI?

3adanue 5:
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OO6cyaute, moYeMmy JjIsi COBPEMEHHBIX
OpraHU3alni MEXTyHAPOJHBIN CEKTOp OoJee
3HAYMM, YeM BHyTpeHHHe ceKTophl. [IpuBennTe
HECKOJILKO TPUMEPOB TOTO, KaK
MEKTyHAPOJHBIN CEKTOp BIUSET HA
OpTraHM3alMY B BaIlleM TOPOE WM MECTHOCTH.

IK-26

CHUCTEMaTH3aI

- BJIaJileHHeM HaBBIKAMHU 00padoTKH 10
HH, COCTABJIEHUS HOMEHKJIATYPHI e

KYMEHTOB HA BCeX ITanax J0KyMeHT0000poTa,

3HaTL

Bce 3Tanbl 00paboTku
JOKYMEHTOB; TaIlbl
JIOKYMEHT0000pOTa, CHCTeMATU3aLUH
" COCTaBJICHHA HOMCHKIIATYPhbI ACIT

Ilepeuensy meopemuueckux 60npocog K
IK3AMEHY:

1. MerTons! aHanu3a
WHPOPMALMOHHBIX TOTOKOB. BXoHEBIE 1
BBIXOJHBIC JaHHBIC.

2. PaspaboTka nipeuioxkeHnit s
rapaHTun JOCTOBCPHOCTU I/IH(i)OpMa]_[I/IOHHOFO
o0ecrieyeHus U 3alIUThl HHQOpMAIUK OT
HECAaHKLIMOHUPOBAHHOTO AOCTYIIA.

3. [IpoexktupoBanue
OpFaHHE}aHHOHHOﬁ MMOACUCTEMEI YITPABJICHUA.

4. [IpoexktupoBanue
OPTraHU3aLMOHHON CTPYKTYPHI U paclpeaesieHHs
MOJHOMOYHM U OTBETCTBEHHOCTH B armapare
yIIpaBIICHHUS.

5. DyHKIMH CTPYKTYPHBIX
rosipas3ziesieHuil 1 pabOTHUKOB
YIIPaBJIEHYECKOr' 0 anmapaTa.
B3anMooTHOImIEHNS MEXY CTPYKTYPHBIMU
nonpasneneHusiMu. ObecrieueHre B3auMHON
YBSI3KH 1IeJIel OpraHu3alny U Helei
nojpasiesieHHid. MeTopl TOCTHKEHHS
3¢ (eKTUBHOI HHTETPAIIH.

VYwmer

00pabaThIBaTh IOKYMEHTHI
(pa3mMYHOTO poJsia ) Ha BCeX JTarax
pa6OTBI C HUMHU; CUCTEMATU3UPOBATH
JOKYMEHTHI (pa3IudHOTO PoJa);
COCTaBJISITh HOMEHKJIATYPY 1€

Ilpumepnvie npaxmuueckue 3a0anus
014 IK3amena:

CKOJIBKO pa3/IeNioB B TOJDKHOCTHON
WHCTPYKITHH:

BriGepute oauH OTBET:

® a.5
b. 10
c.4
d.7

-

¢

e

€Th

Bnan

HaBbIKaMHU 00paboTKH
JOKYMEHTOB Ha BCEX ATanax
JOKYMEHT0000pOTa, CUCTEMaTHU3aIIH,
COCTaBJICHUsI HOMEHKJIATYPbI J€J1

Pazpewsumsy cumyayuu

3aoanue 1:

[Ipoananu3upoBaTh OpraHU3aNUOHHYIO
CTPYKTYpPY OOIIIECTBEHHOHN OpraHu3aIiuy (Ha
BBIOOD).

3aoanue 2:

Ha ocHoBe uMerommxcst UCXOHBIX
JTAHHBIX HEOOXOJIUMO OIIPEIEITUTh IIEMEHTBI
caMOoOpraHu3aIliK Ha IPUMEpe KOHKPETHOM

opraHuszanuy (Ha BeIOOD).
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3aoanue 3:

Pazpabotats asroput™
(hyHKITMOHUPOBAHUS MEXaHN3Ma JIF000MH
CoILMaJIbHON OpraHu3auu (Ha BBIOOP).

3aoanue 4:

OmnrcaTh HCTOYHUKH HHPOPMAITHH,
HEOOXOIUMBIE JUTS BBISBICHUS W ONPEICIICHHSI
a¢dekTa caMoOpraHU3aIuy B KOJJICKTHBE.

3aoanue 5:

[IpuBeauTE W ONMUIINTE TPUMEPHI
OpraHM3aIii, KOTOPhIC B HANOOJIbIIEH CTCIIEHU
MPHUOJIKAIOTCS K OFOPOKPATUH HICaTBHOTO
TUIA.

JIIK-1- cnocodHOCTHIO pa3padaThiBaTh NAKETHI JIOKAJbLHBIX HOPMATHBHBIX AKTOB U
HOPMATHBHO-METOAMYECKUX JOKYMEHTOB 10 HH(OPMAIMOHHO-T0KYMEHTALIMOHHOMY
o0ecre4yeHHI0 YNIPaBJIeHHs] U APXUBHOMY XPAHEHHUIO IOKYMEHTOB

3HaTh ONpeeNeHNe JOKaIbHOrO Ilepeuens meopemuueckux 60npocos K
HOPMAaTUBHOT'O aKTa, [IOHATHE IK3AMEHY:
HOPMAaTUBHO-METOIHYECKON 1. IIpoexTupoBanre HOpMaTUBHOU
JNOKYMEHTAllUH, B YaCTH MOJICUCTEMBI YIPABJICHUSL.
nH(OPMAITMOHHO-JOKYMEHTAIIHOHHOTO 2. Copepxanne u
00ecCTIeYeHUIO YIpaBICHUS U COLIMATbHO-3KOHOMHYECKOE 3HaYCHHE
ApXUBHOTO XpaHEHUs JOKYMEHTOB HOPMHUPOBaHUS TPy/a.
3. OyHKIMH HOPM Tpya.
4, Oco0eHHOCTH HOPMHPOBAHHS U
periaMeHTalru yIpaBlIeHIecKoro Tpy/aa.
5. [IpoexTrpoBaHNe MOACUCTEMBI
HOPMHPOBAHUS TPy CIyXKalluX.
Ymer pa3pabaTbiBaTh MAKETHI Ilpumepnsie npakmuueckue 3a0anus
b JIOKaJIbHBIX HOPMaTHBHBIX aKTOB U 01 IK3amena:
HOPMaTHUBHO-METOMYECKHE CKOJIBKO pa3fiesioB B MOJIOKEHUH O
JOKYMEHTBI B 00J1aCTH CTPYKTYPHOM HOJpa3/IeIeHUN:
nHGOPMALMOHHO-T0OKYMEHTALHOHHOT O Bribepure oauH OTBeT:
oOecrniedeHus ynpaBieHUs 1 -
apXHUBHOTO JIejIa n a. 7
“ bs
‘ c. 10
“ a4
Bnan METOJIaMH pa3paboTKu Pazpewtums cumyayuio:
eTh MAKETOB JIOKAJIBHBIX HOPMATUBHBIX JleiicTBHE KaKoro U3 3aKOHOB

AKTOB U HOpPMATUBHO — METOANYCCKHUX
JIOKYMEHTOB B 4acTH
MH(OPMAITMOHHO-IOKYMEHTAIIHOHHOTO
obecIeueHnIo YIPaBICHAS U
ApXWBHOTO XPaHEHHUS IOKYMEHTOB

opraHu3anuy HaOJIr0AaeTCs B TaHHOM
cuTyauuu?

B 1897 r. Ha ceBepo-3anane Kananel, B
Oacceitae p. Kimormaiik 0611 0OHapyKeH
30JI0TOHOCHBINA y9acTOK. COOBITHA,
ITOCJICZIOBABIITUE 32 STUM OTKPBITHEM, TTOIYUHIIN
Ha3BaHHE «30JIOTOM JTMXOPAIKI» U
npopospKanuck 10 1963 r. JlanHas cuTyanus
XapaKTePU30BaJIaCh HEOOBIKHOBCHHBIM
SHTY3Ua3MOM M PabOTOCIIOCOOHOCTHIO
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cTaparelnei, CTpOuTeNel, JOPOKHUKOB U
pabOTHUKOB IPYTHX CIIENHAIBHOCTEH

JIIK-2- cnioco0OHOCTHIO OPMEHTHPOBATHCS B 3aKOHOIATEIbLHOM H
HOPMATHBHO-METOIMYEeCKOii 0a3e HHGOPMANMOHHO-TOKYMEHTAIMOHHOI0 o0ecrneyeHust

yIpAaBJIeHHs] H APXMBHOIO J1eJIa M CMeKHBIX o0J1acTei

3HaTh 3aKOHOZATENBHYIO U Ilepeuens meopemuueckux 60npocos K
HOPMAaTHUBHO-METOAMUYECKYIO 0azy IK3AMEHY:
WHPOPMAITMOHHO-TOKYMEHTAITHOHHOTO 1. HopmupoBanue yMCTBEHHOTO
oOecriedeHus! ynpaBieHus U TpyAa.
apXHUBHOTO JieJla U CMEXHBIX 00acTel 2. 3apyOeKHBIH OIBIT

HOPMHPOBAHUSL.
3. [oHsATHE OpraHu3aIy Tpyaa
nepcoHania.
4, [Topsiiok y4era BIMOIHEHUS
pabor.
5. Ycnosus Tpyna.
6. OproHomMuyeckoe
MPOCKTUPOBAHHUE.
Ymer OpHUEHTHPOBATHECA B Ilpumepnvie npaxkmuueckue 3a0aHus
b 3aKOHOJATEILHOU 01 IK3amena:
HOPMAaTHBHO-METOIHUECKON 0a3e «BepTHKanbHOE 30HUPOBAHUEY, T.C.
WH(POPMAITMOHHO-TOKYMEHTAITHOHHOTO BriOepute oMH OTBET:
oOecrieyeHus! ynpaBJIeHUs U )
apXUBHOTO JIeJla M CMEXHBIX o0yacTen a. T.€. TI0 ypOBHAM yIPaB/ICHU, T.C.
KOTJIa KaXK/10€ MoJpa3/ielieHHe OpraHu3aiuu
pasMenaeTcsi CTporo o UuepapXHUuecKuM
YPOBHSIM YIIPABJICHUS
¢ b. T.e. Mo ypoBHAM OpraHuzaUu
C. T.C. IO U€paAPXUH
¢ d. T.e. B «30HE» BEPTHKAIHLHOTO
MOMYMHEHUS (PYHKITHOHATIBHOMY MEHEIKEPY
WM YIPABJISIFOIIEMY OpraHU3anuei JOHKHBI
pasMenmaTbes TONBKO T€ YIPABICHYSCKHUE HITH
MIPOU3BO/ICTBEHHO-OBITOBBIE MOIPA3/ICICHUs,
CITy>KObI UM OTZICIBHBIE IOJHKHOCTHBIE
MTO3UIINH OpTaHHU3aIllH, KOTOPbhIE
HETIOCPE/ICTBEHHO aIMHHUCTPATUBHO
MOTYUHSIOTCSI STOMY MEHEKEPY
Bnan MPAKTUYECKUMH HABBIKAMU Pazpewiums cumyayuio:

€Th

HCTIONTH30BAHUS 3aKOHOAATEIILHON 1
HOPMAaTHUBHO-METOMYECKOM 0a3bl Mpu
MOJEJIMPOBAHUU CUCTEM YIIPaBICHUS
OpraHu3alnN

3Has 3aKOH CaMOCOXPaHEHHS,
OTIpeIeNINTE MOTEHINAI CO3UAAHUS U OTEHIIAAI
paspyleHus B KaXKJOM KOHKPETHOM Cilydyae U
BO3MOXHBIE ITyTH BBIXOJI1a M3 CIIOKHBITHXCSI
CUTYyaLHil.

m Komnanus «MoHOAUT» uMeeT
AMYIIIECTBEHHBIA KOMILIEKC CTOMMOCTRIO 10
MJIH. py0., BKIIOYAIOIINNH CTOUMOCTh
000pYAOBaHHS, HHCTPYMEHTA, apeH/IbI
MPOM3BOJICTBEHHBIX TTOMENIEHUH U Jp. B xone
CBOEH JesITeNFHOCTH KOMITAHUH TTOTPeOoBaICs
KpeauT B 21 xoMMepyeckoM Oanke «Orau
MockBbI» B pazmepe 8 MiH. py0. mox 30%
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rofioBeIX. CTOUT JM KOMIIAHUH B JAHHOM CITy4ae
CoTJIamaThCs Ha YCIOBHSA KpeanuTa?

m [[po10BOILCTBEHHBIN Mara3uH
«Kopset» 0b11 3apeructpupoBan B 1984 r. kak
TOBAapUIIIECTBO C OTPAaHUYEHHOMN
otBeTcTBeHHOCTHIO (TOO). CornacHo cT. 6
OepaepanpHOro 3akoHa «O BBEJICHUU B ICHCTBUE
nepBoi yactu I'paxkaaHCcKoro Koxekca
Poccutickoit @eneparumy ot 21 okTs16pst 1994 1.
Bce TOO mOIKHBI POUTH MTEPEPETUCTPALTIIO U
M3MEHUTH MPAaBOBYIO (pOopMy Ha OOIIECTBO C
orpaHudeHHor oTBeTcTBeHHOCTHIO (OO0) unu
OAO, 3A0 u ap.

m ABTomkoia «Boaurensy» nmeer 10
MalvH U 18 HHCTPYKTOPOB MO BOXKICHUIO Ha
100 ygamuxcs. B rexymiem Habope yaanoch
MIPHUBIICYH [Tt 00yUeHus TobKo 60 cimymaTeneit
u3 3amanupoBanHbix 200. O0mas cymma
OTLIaTHI 3a TIpoIiecc 00yUeHHUs 3HAUUTEINBHO
MEHBIIIe, YeM CyMMa 3aTpaT Ha MPoIecc
00YyYEHHS CO CTOPOHBI IIKOJIBI.




0) Iopsinok nMpoBeaeHUs MPOMEKYTOUHON aTTeCTAllMM, MOKA3ATEIH U KPUTEPUH
OlleHUBAHMA:

Ilpumepnan cmpykmypa u codepicanue nynKkma:

Ipomesicymounas ammecmayus no oucyuniune «Modenupoganue cucmem 0OKyMenmayuu
OpeaHu3ayUUy BKII0YAen meopemuiecKkiue 60nPocsl, NO36OIOUUE OYEHUNND YPOBEHD YCEOCHUS
00YYaIOWUMUCS 3HAHUU, U NPAKMUYecKue 3a0anusl, BbIAGIAI0WUe CINenetb CHOPMUPOBAHHOCTNI YMEHUL U
61a0eHull, NPOBOOUMCSL 8 (hopMe IK3AMEHA U 8 (hopMe GLINONHEHUSL U 3aWUMbL KYPCOBOU PAOOMbI.

OK3amen no 0aHHOU OUCYUNIUHE NPOBOOUMCA 8 YCIMHOU (POpMe HO IK3AMEHAYUOHHBIM OULemaM,
KAd#COblll U3 KOMOPBIX GKIIOYAem 2 mMeopemu4eckux 60npoca u 00HO NPpaKmuyeckoe 3a0anue.

Ilokazamenu u Kpumepuu oyeHUBAHUA IKIAMEHA:

— Ha OYeHKY «Omauunoy (5 6ann08) — 00yuarowuiicsi OeMOHCIMPUpYem 8blCOKULL YPOBEeHb
copmuposanHocmu KoMnemenyull, 6CeCoponnee, cucmemamuieckoe u 21yooxkoe 3uanue y4eonoeo
Mamepuana, c60600HO BLINONHAEI NPAKMUYECKUE 3a0aHUsl, C60O00HO Onepupyem 3HaAHUSMU, YMEHUSMU,
NPUMEHsIem UX 8 CUMYaYUsIX NOSbIUEHHOU CLONCHOCHIU.

— Ha OYeHKy «xopouto» (4 baina) — obyuarowuticss 0eMoHCmMpUpyem cCpeoHUll ypo6eHs
ChOpMUPOBAHHOCTNU KOMNEMEHYUIL: OCHOBHbIE 3HAHUSL, YMEHUS 0CB0EHbL, HO OONYCKAIOMCS
He3HauumenbHvle OWUOKY, HEMOYHOCMU, 3amMPYOHeHUs. NPU AHATUMUYECKUX ONePayusix, NepeHoce 3HAHUL
U YMEHUIl Ha HOBble, HECMAHOAPMHbLE CUMYAYUU.

— HA OYEHKY «y006aemeopumebHoy (3 bania) — 00yuaowulicss 0eMOHCIMPUPyen nopo2osslil
VPOBeHb CHOPMUPOBAHHOCTIY KOMNEMEHYUIL: 8 X00e KOHMPOIbHBIX MEPONPUSATIULL OONYCKAIOMCA OUUOKU,
NPOSAGAAEMCSL OMCYMCMBUE OMOCTbHBIX 3HAHUL, YMEHULL, HAGbIKOS, 00YUAIOWUIICS UCNbIMbIBAEH
3HAYUMeNbHbIE 3aMPYOHEHUs. NPU ONEPUPOBAHUL SHAHUSMU U YMEHUAMU NPU UX NEPEHOCe HA HOBble
cumyayuu.

— Ha OYeHKy «HeyooenemeopumebHoy (2 bania) — odyyarowuiics 0eMOHCMpUpyem 3HAHUsL He
bonee 20% meopemuuecko2o mamepuana, OONYCKaem CyweCmeeHHble OWUOKY, He MOdICem NOKA3amb
UHMENIEeKMYATIbHbIE HABBIKU PeUleHUsl NPOCIbIX 3a0ay.

— HA OYEHKY «Hey0oeemeopumebHoy (1 6ann) — odyuarowuiics He Modicem HOKA3amb 3HAHUS HA
VPOBHE 80CNPOU3BEOCHUsL U OOBACHEHUSL UHDOPMAYUL, He MOICEem NOKA3AMb UHMELIeKMYAIbHbLe HABbIKU
peuenus npocmolx 3a0ay



