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Pa6ouas nporpamma cocrapieHa Ha ocHoBe ®T'OC BO - GakaaBpuar 110 HalpaBJIEHUIO
noarotoBku 46.03.02 JlokyMeHTOBeIeH)E U apxuBoBeeHue (puka3 Muno6paayku Poccuu ot
29.10.2020 r. Ne 1343)
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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

3HAKOMCTBO C METOOJIOTHEH, MOACIISIMU U OpraHU3alMeN Mpolecca MPOSKTUPOBAHUS
yIpaBICHYECKONW JTOKYMEHTAlUU; (OPMUPOBAHUE HABBIKOB MOMCKA, OCHOBAaHUS U BbIOOpa
ONTUMAIBHBIX BAPUAHTOB PEIICHUI B Pa3IUYHBIX YIPABICHUECKUX CHUTYALUSX, CBSI3aHHBIX C
npodueM AesITebHOCTH.

2 MecTo THCHHMIIMHBI (MOYJISAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

Jucuunnmna [IpoekTupoBaHue yrnpaBieHYECKOW JOKYMEHTALMU OPTaHU3AIlMU BXOJUT B
yacTh y4eOHOro IuUlaHa (QOpPMHUPYEMYIO YyYacTHMKaMHM 0Opa30BaTENIbHBIX OTHOLIEHUH
00pa30BaTeIbHOMN TPOrPaMMBI.

Jns  u3ydeHUs  JUCLUIUIMHBL  HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAQJICHUSA),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI JUCIUTUTNH/ IPAKTUK:

JIOKyMEeHTOBeIeHHE

CoBpeMeHHas opraHu3alysi rocy1apCTBEHHbIX yupexxaeHuil Poccun

JlokyMeHTaIMoHHOE 00ecledeHre roCyJapCTBEHHOTO yCTpoiicTBa B PO

O06paboTka ¥ 3a1MTa JOKYMEHTUPOBAaHHOM HH(pOpMauu

3nanus (YMEHHs, BIAJICHUS), TOJYyYCHHbIE NMPH M3yYCHUH TAHHON IUCIMIUIMHBI OyIyT
HEO0XO0AUMBI JUIsl U3yYEHUS IUCHUILINH/TIPAKTHK:

Opranu3anus U TEXHOJIOT U TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

[IpoekTHast JAEATENBHOCTh IO JOKYMEHTAI[HOHHOMY OOECIIC€YCHHIO  YIPABICHHS
OopraHu3amuein

HNudopmannonHoe odecrieyeHre yupaBieHUs

Kanposoe nenonpounsBoacTso

KondunennuanbHoe 1e10npon3BoJCTBO

Opranu3zanys KOHQEPEHTHBIX MEPOTIPUATHI

3 Komnerenuun odyuarouierocs, (popMupyemMbie B pe3yibTaTe 0CBOEHUS

AUCHUILUIMHBI (MOAYJI5) ¥ IJIAHUPYEMBbIe Pe3yIbTAThI 00y4YeHHs

B pesynbrate ocBoeHus aucuuiuiuHbl (Moxyns) «lIpoexTupoBaHue ymnpaBieHUYECKON
JOKYMEHTAIUN OPraHu3al» 00yJarouNics JODKEH 001a1aTh CIIEAYIOIMMHA KOMIETEHIUAMMU:

KO)I HHJUKaTOopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

VYK-2 CnocobeH ompenensTh Kpyr 3aad B paMKax IIOCTaBJICHHOW 1€ W BBIOMPATH
ONTHUMAJBHBIE CIIOCOOBI UX PEUICHUS, UCXO/I U3 NEHCTBYIOIIMUX MPABOBBIX HOPM, UMEIOIIUXCS
pPECYPCOB M OTPAaHUYECHUH

YK-2.1 Omnpenensier Kpyr 3ajad B paMKax I[OCTaBICHHOW I€JM M Ipejajaraer
Croco0bl MX pelleHuss U OXKUAAeMble pe3yJbTaTbl;  OIICHHUBAET
IpeIJI0’KEHHBIE CTIOCOOBI C TOUKH 3PEHHS] COOTBETCTBUS LI€TIH TPOEKTa

VK-2.2 [lmanupyer peanuzanuio 3a1ad B 30HE CBOCU OTBETCTBEHHOCTH C YYETOM
WMEIOITHUXCSI PECYPCOB M OTPaHMYCHUM, TEMCTBYIONIHUX MPABOBBIX HOPM
VK-2.3 BrmonHAeT 3agaun B 30HE CBOSH OTBETCTBEHHOCTH B COOTBETCTBHH C

3aIlJTaHUPOBAHHBIMU PE3YJIbTATAMU U NMPCACTABIACT PE3YJIbTAThI IPOCKTA,
npeajiarac€t BOSMOXHOCTHU UX UCIIOJb30BaHUA H/uau COBCPUICHCTBOBAHUA

ITK-2 Crioco0eH OCYIIECTBIATh JIOKYMEHTAIIMOHHOE 00€CIICUCHHE YITPABIICHHS OpraHu3aIuei

[1K-2.1 Opranuszyer U perlaMEeHTUPYET JOKYMEHTHPOBAHUE YIPaBICHUECKON
JIeSITeJIbHOCTH B OpraHu3aluu

[1K-2.2 OpraHu3yeT U perJiaMeHTUPYET JOKYMEHTOOOOPOT B OpraHu3aluu

[1K-2.3 Opranusyer, perJiaMeHTUPYET ONEPATUBHOE XPAHEHHUE M HUCIOJIb30BAaHUE

JOKYMCHTOB B OpraHu3annuu

[TK-3 CniocoGeH opranu3oBaTh 1 aIMUHHCTPUPOBATH AESATEIHLHOCTH 110 OPraHU3alUU TPYAa U




OILIAThI ICPCOHAIA

I1IK-3.1

OObecneuynBaeT JOKYMEHTAIIMOHHOE M OPraHW3allMOHHOE COIPOBOKICHUE
CHCTEMEBI OpTaHM3aIlMHI 1 OILIAThI TPY/A IepcoHaIa




4. CTpyKTypa, 00bEéM H coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0miast Tpy10€MKOCTb JUCHUIUIMHBI cOCTaBisieT 4 3adyeTHbIX enuuull 144 akaza. yacoB, B TOM

qHUCIIe:

— KOHTaKTHas pabora — 57,95 aka. yacos:

— ayauTopHas — 51 akaj. 4acos;

— BHeayuTopHas — 6,95 akaj. yacos;

— camocTosiTeapHas padota — 86,05 aka. yacos;

— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;

dopma aTTecTaluy - 3a4ET C OUEHKOMN

AynuropHas ) =
. | xonraktHas pabora E E ®Dopma TEKyILETo
Pasnen/ Tema % ( axan. wacax) E [ Bux . KOHTPOJIA Kox
J—— : S o CaMOCTOSTENBHOM | yCTIeBAeMOCTH 1 KOMITETEHITHH
3 2 g paboTh MPOMEKYTOIHON
Tlex. mab. | MpaKT. z g aTTecTaluu
3aH. 3aH. | O =
1. OcHOBbI pa3paboTKu U
MPOEKTHPOBAHUS
YIPaBIEHISCKUX PEIICHHH.
VK-2.1, YK-
1.1 Tipussitue permenii Cocrasienue IIposepka 2.2, YK-2.3,
KaK (yHKIA yIpaBIeHus 2 421 13 | oubnuorpaduuec | uamuBuayanbabix | ITK-2.1, TIK-
’ KOT'O CITHCKa 3aJJaHUM 2.2, IIK-2.3,
I1K-3.1
Tonck VK-2.1, VK-
1.2 Poup 4eloBEYECKOrO . 2.2, YK-2.3,
¢daktopa B mpouecce| 6 2 421 12 | AOMOMHHTCILHOM Omnpoc, nokiaz MK-2.1, TIK-
M nH(OpMaIH 110
MPUHATHS PELICHUH. JAIAHHOI TeMe 2.2, IIK-2.3,
I1K-3.1
1.3 CornuanbHO- VK-2.1, VK-
[ICUXOJIOTUYECKUE OCHOBEI IToaroroBka x 2.2, YK-2.3,
MMOATOTOBKH 2 421 12 MPaKTHIECKOMY Ormpoc, noknan I1K-2.1, TIK-
YIpaBIeHIECKUX 3aHATHIO 2.2, TIK-2.3,
perieHuit. [K-3.1
Wroro no pazaeny 6 12/611 | 37
2. OpraHusamgst  mporecca
MPOEKTHPOBAHUS U PeaM3aIin
YIPaBICHUYECKHX JOKYMEHTOB.
2.1 Teoperuueckue YR-2.1, VK-
OCHOBBI pa3paboTKu Anams 2.2, VK-2.3,
6 2 4/21 12 |undopmarmu cetr| Ompoc, Toknan I1K-2.1, TIK-
YHpaBIICHICCKHX Wnrepuer 2.2, IIK-2.3,
JTOKYMEHTOB.

IK-3.1




Amnanuz

VK-2.1, VK-

2.2 YcnoBus u (akropsl (bopma IIposepka 2.2, YK-2.3,
KayecTBa YIpaBJICHUYECKUX 3 6/21 13 HHQOPM HHHZ uHauBHAyanbHeix | ITK-2.1, TIK-
CYIIECTBYIOIIEH B .
JIOKYMEHTOB. cern 3aJaHuH 2.2, TIK-2.3,
’ MK-3.1
2.3 TpeboBanus K Pazpaborka YK-2.1, VK-
OpraHu3alyu npoiiecca pErIaMeHToB 1o 2.2, YK-2.3,
pa3paboTku 4 6/21 12 | pabore c ympas- Omnpoc, nokaz IK-2.1, TIK-
yIIpaBIEHYECKOH JIEHYECKUMU 2.2, TIK-2.3,
JIOKYMCHTAIHH. JIOKYMEHTaMH IK-3.1
YK-2.1, VK-
24 DddexTuBHOCTH Cosnanue TToBepka 2.2, YK-2.3,
YIPaBJIEHUYECKUX PEILICHUH 2 6/211 12,05 «umapranku» no | unauBunyaneHsix | I1K-2.1, TTK-
B JIOKyMECHTaX. TeEME. 3aJaHAN 2.2, T1IK-2.3,
IK-3.1
HWroro no pazaeny 11 22/81 149,05
Hroro 3a cemectp 17 34/141 | 86,05 320
Wrtoro no qucumIuinge 17 34/141 | 86,05 3a4eT C OLCHKOM




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B xone peasmsanuu nporpaMMbl JUCUUILIMHBEL «IIpoekTHpoBaHUE YIIPaBICHYECKON
JOKYMEHTAllUM»  UCHOJb3YIOTCA  00pa3oBaTelbHbIC  TEXHOJOTMM,  HAIPABICHHbIE  Ha
dopmupoBaHUEe  3asBICHHBIX  KOMIIETEHIM:  HMH(QOpPMAlMOHHAS  JIGKIHs, CEMHHAp,
MHTEPaKTUBHbIC TEXHOJIOTMH (JIeKLus — Oecea, JIEKLIUA-AUaor), UH(GOPMallMOHHbIE TEXHOJIOTHH
(ucrionb30BaHME MPE3EHTALMM, MeANAPECYPCOB, clIpaBoYHbIX cucteM «I'apanT», «KoHCynbTaHT
+» u ap.)

CamocrosarenbHass padoTa CTYAEGHTOB IO/Pa3yMEBaeT BBIIOJHEHHE MPAKTUYECKUX
3aJJaHUi; BBIIIOJHEHUE TECTOBBIX 3HAHUM, HHAUBUIYAIbHYIO PAa0OTY B KOMIIBIOTEPHOM KJIACCE U
oubmuoreke. OHAa HampaBieHA Ha 3aKpEIUICHWE W YIIIyOJIeHWE 3HAHWM, MOJTYYCHHBIX B XOJIE
ayJUTOPHBIX 3aHATUH.

OrneHka 3HaHUI MPENCTaBISET COOOW COBOKYIHOCTh PA3UYHBIX IOKa3zaTeseil paboTbl
CTYZICHTa B T€YEHHUE BCEro npolecca 00ydeHus. [I[poMexxyTouHblii KOHTPOJIb IO UTOTaM OCBOCHHUS
JMCIUILIMHBI BKJIFOYAET 3a4eT ¢ OLeHKoH (6 cemecTp).

6 YueOHO-MeTOIMYECKOE 0O0ecredeHue CaMOCTOSITeIbHOI padoThl 00y4aroIuXCcs
[Ipencrasneno B npunoxxenuu 1.

7 OueHoYHbIe CPeICTBA IJIf IPOBEIeHUs POMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecnevyeHue TUCIUIIUHbBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypAa:

Butuk, C. B. Ympaenendeckue pemienus . ydebHoe nocobue / C. B. Butuk, C. B.
Kontskosa, 1. B. Putrep ; MI'TY. - Maruuroropck : MI'TY, 2016. - 1 snekrpon.ont. muck (CD-
ROM). - 3aru. c TUTYJ.9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2369.pdf&show=dcatalogues/1/1130
038/2369.pdf&view=true (mara oOpamenus: 25.01.2023. - Makpooobekr. - Tekcr
3NIeKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

JlokyMeHTalmoHHOe oOecrieueHue ynpasienus : yueonuk / A. C. 'punbepr u ap. - M. :
FIOHUTU-TAHA, 2011. - 1 snekrpon. ont. auck (CD-ROM). - 3aru. ¢ Tutyin. skpana. - (YueOHast
JauTepaTtypa JUISE BBICIIL u cpen. npod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (nara ooparienus: 25.01.2023). - MakpooObeKT. - TEKCT : 37€KTPOHHBIIH. -
Csenenus noctynusl Takxke Ha CD-ROM.

Ky3nemnora H. B. MenemkMeHT U MapKeTHHT [ DJIEKTPOHHBIN pecypce] : yueOHoe mocooue.
Y. 1. Menemxment / H. B. Ky3nenosa ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 snekTpoH.
OIIT. TIFICK (CD-ROM). - Pexum JOCTyTA!
https://magtu.informsystema.ru/uploader/fileUpload?name=2786.pdf&show=dcatalogues/1/1132
941/2786.pdf&view=true. - MakpooOBbEKT.

Kyznenora H. B. MeHekMeHT ¥ MapKeTHHT [ DNIeKTPOHHBIN pecypc] : yueOHoe mocodue.
Y. 2. Mapkerunr / H. B. Ky3uerosa ; MI'TY. - Marauroropck : MI'TY, 2017. - 1 371eKTpOH. OIT.
JTUCK (CD-ROM). - Pexum JOCTYyTIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=2789.pdf&show=dcatalogues/1/1132
04R/?27R0 nAfLiiewi=triir - MarnnnArerm

0) lonoJiHMTE ILHASA JIUTEpaTypa:

Amnppeesa C. JI. Ynpasnenue nHpopMalMoHHBIME pecypcamu B Poccuiickoii deneparuu
U 3a pyoexxoM [DiekTpoHHbIii pecype] : yuebnoe mocobue / C. JI. Aumpeesa, H. ®. I'anrien ;
MI'TY. - Marauroropck : MI'TVY, 2017. - 1 snextpon. ont auck (CD-ROM). - Pexxum mocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136
954/3235.pdf&view=true.



- MakpooOBeKT.

JIOKYMEHTUPOBaHKWE YIPABICHYECKON JesTeabHOCTH: YdebHoe 1mocobue /[ A.A.
Pazmopoxusiii. - M.: UH®PA-M, 2007. - 304 c.: 60x90 1/16. - (Beicumice oOpa3oBanue).
(meperier) ISBN 5-16-002829-3 - Peskum moctyma: http://znanium.com/catalog/product/116780

Ky3nenosa H. B. MenemxMeHnT u mapketusr. Ilpaktukym [DnekTpoHHBINH pecypce] :
yuebnoe mocodue / H. B. Ky3uenosa ; MI'TY. - MaFHI/ITOFOpCK :MI'TY, 2017. - 1 31€eKTpOH. OIT.
JTUCK (CD-ROM). Pexum JOCTYTIA:
https://magtu.informsystema. ru/uploader/flIeUpIoad’?name 2787.pdf&show=dcatalogues/1/1132
942/2787.pdf&view=true. - MakpooOBEKT.

MecTtHOE camOympaBiI€HWE U MYHHUIMIIAJIBLHOE YIpaBJIeHHE [DJIEKTPOHHBIA pecypc| :
yueOnuk / mox pea. A. C. IIpyauukosa, M. C. Tpodumona. - 2-¢ u3j., nepepad. u jgom. - M. :
IOHUTU-TAHA, 2011. - 1 snektpow. ont. auck (CD-ROM). - (Yuebuas nureparypa JUIst BBICIIL.
u cpen. pod. obpa3.). - Pexum JOCTYTIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/10793
27/389.pdf&view=true. - MakpooOBbEKT.

B) MeToauyeckue ykasaHus:

CamocrosiTenbHas paboTa CTYAEHTOB By3a: npaktukyM / cocrapurenu: T. I'. Heperuna,
H. P. Ypazaega, E. M. Pazymona, T. ®. OpexoBa ; MarHuTOropckuii roc. TEXHUYECKUN YH-T UM.
I'. . Hocosa. - Marauroropck : MI'TY um. I'. . Hocoga, 2019. - 1 CD-ROM. - 3ara. ¢ tuty:.

JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’)name 3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara oOpamenus: 28.09.2020). - Makpoodsekt. - Tekcr:

ANEKTPOHHBIN. - CBeieHus A0cTynHbI Takxke Ha CD-ROM

[Mpunoxenne 3

r) IIlporpammHuoe ob6ecnieuenune u UHTEpHET-pecypchl:
http://archives.ru ®enepanpHoe apxuBHOe areHTcTBO PD (Pocapxus)

IIporpamMmmHoe oGecnieueHue

Haumenosanue .
1o Ne norosopa CpoK JIeHCTBYS JIUIICH3UH
MS Office 2007 |y 135 1 17.09.2007 Geccpouro
Professional
7Zip cBO0OOIHO 0OeccpoyuHO
FAR Manager CBOOOJTHO 0OECCPOIHO
Adobe Reader CcBOOOIHO 0ecCpoUHO

IIpodeccuonanbHblie 6a3bl JAHHBIX 1 HH(OPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HasBanue kypca Ccpuika

OnekTpoHHass 0a3a TMEPUOTUYCCKUX H3TaHUI
East View Information Services, OOO
HammonansHast nH(OPMAaIIMOHHO-
aHanuTudeckas cucrema — Poceniickmii magexc|URL: https://elibrary.ru/project_risc.asp
Hay4uHoro nuruposanus (PMHII)
ITouckoBast cuctema Axagemusi  Google
(Google Scholar)
Nudopmannonnas cuctema - EnuHOe OKHO
JOCTyNa K HHGOOPMAIIMOHHBIM pecypcam
Poccuiickass T'ocymapcTBenHass OubmnoTeka.
Karanoru

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

URL: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/




DNEeKTPOHHBIE pPECypchl OHOTMOTEKH
MI'TY nm. I'.1. HocoBa
®denepanbHbIN o0pasoBaTenbHbBIN
nopra — OKoHOMHKA. COIIMOIOTHSL.
YuuBepcurerckas uHGOPMaIMOHHAS
cucrtema POCCUA
MexnyHapoHas 0aza
MOJHOTEKCTOBBIX KYpHAJIOB _Springer
MexnynaponHas pedepatuBHas WU
HOJNHOTEKCTOBas ~ cnpaBounas  Oasalhttps://www.nature.com/siteindex
JIAHHBIX HAYYHBIX HM3IaHuii «Springer
ApxusB HAyYHBIX KypHAJIOB
«HaroHanbHbII snekrponHno-|https://archive.neicon.ru/xmlui/
nHGOPMAIMOHHBIN KoHIoprmym» (HIT
Nudopmannonnas cucrtema -
HopMmatusHbIe MIPaBOBBIC aKTHI,
OpraHHU3aIIOHHO-PACTIOPSAUTENbHBIC
JOKYMEHTHI, HOPMATUBHEIC u
METOJINYECKUE JIOKYMEHTBI U
Nudopmanmonnas cucrema - baHk
JIAHHBIX YIpo3 0€30IaCHOCTH
9 MaTepuaJibHO-TeXHHYeCKOe 00ecredeHue TUCIIUIIUHBI (MOTYJIs1)

https://magtu.informsystema.ru/Marc.html?locale=ru

http://ecsocman.hse.ru/

https://uisrussia.msu.ru

http://link.springer.com/

https://fstec.ru/normotvorcheskaya/tekhnicheskaya-
zashchita-informatsii

https://bdu.fstec.ru/

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKITFOUACT:

VY4deOHbIE ayAUTOPUH U MPOBEACHUS AMCTAHIMOHHBIX 3aHSATHH JIEKIIMOHHOTO THIIA:
Cron KOMIBIOTEPHBIH, CTOJI MUCbMEHHBIH, CTYN O(UCHBIH, TOKyMeHT-KaMepa Epson, ucrounuk
6ecriepeboiinoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pemieHHs,
KOMIIBIOTEp MepCOHaIbHBIN (TUNO), mpoekTop ViewSonicPID7526W, cninkepdoH HACTONBHBII
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckash HACTOJbHAs,
crepeorapHuTypa (MHUKpO(OH ¢ IIyMomnoaaBiecHueM), skpan Hactenusiid Digis Optimal-C MW
DSOC-11032*2

VY4yeOHble aylIUTOPUM Ul NPOBEAEHUS MNPAKTUUECKUX 3aHATUH, TpPYINIOBBIX U
WH/IMBUIYAIHBIX KOHCYJBTAIMN, TEKYIIEr0 KOHTPOJIS M MPOMEXKYTOUHOH arrectaruu: Ctoin
KOMITbIOTEPHBIN, CTOJ MUCbMEHHBIH, CTYyl O(HCHBIM, JOKyMeHT-Kamepa EPSON, ucTo4HUK
oecriepedoiinoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pemieHHs,
KOMIBIOTEp MepCOHabHBIN (TUNO), mpoekTop ViewSonicPID7526W, cnimkepdoH HACTONBHbII
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTHueckash HACTOJbHAs,
cTepeorapHuTypa (MUKpo(OH ¢ IIyMomoIaBieHueM), 3kpan Hacternbiii Digis Optimal-C MW
DSOC-11032*2

Ilomemenuss ans  caMmocTosTeNnbHOW — paboTel  oOyuatommxcsi:  IlepcoHanbHbIE
kommbioTephl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B 3JEKTPOHHYFO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

[Tomemenne st XpaHeHHS ©  TPO(PUIAKTHYECKOTO OOCTYKHBAaHUS Y4eOHOTO
obopynoBanus: CTeuIaxH A1 XpaHeHHs! y4eOHO-HATIISIHBIX TOCOOMH 1 y4eOHO-METOAMYECKON
JOKYMEHTAITUH.



HHPHUJIOXKEHUE 1

Y4eOHO-MeTOoAUYEeCKOe 00ecTieYeHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs
Ilpumepnwie éonpocwl K 3auemy ¢ OUeHKoU:
[Tepeuncinre OCHOBHBIE XapaKTEPUCTUKU IIPOLIECCOB YIIPABICHUS.
Onpenenure ynpaBieHUECKOE PELIEHUE KaK IIPOLECC U SBJICHUE.
OxapakTepu3yiTe CyIIHOCTh YIIPABJICHUECKUX PEIICHUMN.
Packpoiite GyHKIMM yIIpaBIeHYSCKUX PEIICHUM.

s wnh e

pcairusanuu.

o

Ilepeuncinre Tansl Npouecca MPUHATHS PELLICHUMN.

HCpC‘II/ICHI/ITC OCHOBHBIC Tpe6OBaHI/I${ K YHOpPaBJICHUYCCKMM PCUHICHUAM MW YCIOBHUA HX

7. OxapaxkTepu3yiiTe BIMSHHE YEJIOBEUYECKOro (hakTopa Ha IMOATOTOBKY YIPaBIEHYECKUX

peLICHU.
8. Tlepeuncinre 0cOOEHHOCTH pa3IMYHBIX CTHIICH YIPaBICHUS.
9. Teopernveckre OCHOBBI pa3pabOTKH YIIPABICHYECKUX TOKYMEHTOB.
10. OcHoBHBIE TPEOOBAHMS K YIPABICHYCCKUM JOKYMCHTAM.
11. Chopmynupyiite GpakTophl KauecTBa yIPaBICHUYECKUX JOKYMEHTOB.
12. Ilepeuncnure ycnoBusi 3pGHEeKTUBHOCTH YIPABIEHYECKUX TOKYMEHTOB.

13. Ilepeuncnure cdepsl MPUMEHEHUS HHPOPMAITMOHHO - KOMMYHUKAITMOHHBIX TEXHOJIOTUHN ISt

IIPOEKTUPOBAHUS YIIPABICHYECKUX JOKYMEHTOB.

Tecr A1t caMONIPOBEPKH
1. Ymo maxkoe ynpasnenueckoe peuweHue?
A) TUPEKTUBHBINA BBIOOp IIETICHANIPABIEHHOI0 BO3/IeHCTBUS HAa OOBEKT YIPABICHUS, KOTOPBIH
0a3upyercsl Ha aHAJIN3€ CUTYallUU U COIEPKUT MTPOrpaMMy JTOCTUIKEHHUS 1IeNH;
b) onienka pe3ynbTaToB 1€ATENIbHOCTH MPEANIPHUSTUS;
B) npouiecc Bo3aeiicTBUS Ha MOAYNHEHHBIX;
I') npunsiTe 3apaHee CIIJIaHUPOBAHHOW CTPATErHH;
2. Ilpusnaxom xopouie2o ynpagneHyecko2o peueHus s81aemcsi.
A) MUHUMYM OOpaIeHus MOAYMHEHHOTO K CBOEMY PYKOBOJIMUTEIIO 34 Pa3bsICHEHUEM U
MOMOIIbIO;
b) nonHas 3aBUCMMOCTb MOJTYMHEHHBIX OT PYKOBOJIUTENS B IPUHATUH PEIICHU;
B) nocTosiHHBIN KOHTPOJIb PYKOBOAMUTENS 3a JEMCTBUAMH MOAYMHEHHBIX U IpeceueHne Jr00i
WHUIUATHUBBIL.
3. Kmo asnsaromcsa cybvexmamu npuHamus peuieust 8 0essmenbHoCmu OpeaHu3ayuii?
A) cmyxariue;
b) nocraBumky;
B) KoHKYpeHTHI;
I') noxymnarenu.
4. B kakux cnyuasx npUHUMAlomcs ynpagieHueckue peueHus?
A) BO3HUKHOBEHHE HOBBIX YCIIOBUH, CUTYAIMi, HApyIIAIOIUX HOPMAJIbHBINA (ONTHUMAaJIbHbIHN)
peXUM (PYHKIIMOHUPOBAHMS (PUPMBI C LIENIBIO BO3BpATa €€ Ha ONTUMANIbHBIN YPOBEHb;
b) HeoO6x0IMMOCTh COXpaHEHUs! HEM3MEHHBIMU CO3JJaHHBIX YCIIOBUI, €CIIN PEXUM
(GYHKIMOHUPOBAHUS (PUPMBI CYUTACTCS ONTHMAJIBHBIM;
B) HeoO6xoaumocTh niepeBoia GUpMbI Ha HOBBIA PEXXUM (QYHKIIMOHUPOBAHUS, 00YCIIOBICHHBII
HOBBIMU LEJISIMU;
') BO Bcex BbIllIEHA3BAHHBIX;

J1) B Apyrux ciaydasx.



5. Kakoii xapakxmep Hocum npoyecc npuHamus ynpagieniecko2o peulenus?
A) IOCTOSIHHBI;

b) uuxnnueckuit;

B) MoHOTOHHBII;

I') mocnenoBarenbHbII;

J1) BOJTHOBOIA.

6. Kakoevl smanwvi npoyecca npuHamus peueHus?

A) TIposIBIICHHE POOJIEMBI;

b) BeIsiBICeHHE (PAKTOPOB U YCIIOBHIA;

B) paspabotka pemienus;

') ouieHKa ¥ MPUHATHE PEILICHHUS;

J1) Bce BbIllIEHAa3BaHHBIE.

7. Kak nasviearomes nuya, npunumaiowjue peulenus?

A) cyOBEKTHI;

b) 00bexTHI;

B) skxoHOMUCTHI;

I') ciennanucTsl;

/1) Bce BblllI€eHa3BaHHbIE.

8. Umo ne 6xo0um 6 sman "nocmanosku 3a0ayu npunsmus pewenus"?
A) o1leHKa IpaHHI] pacCMaTPUBAEMOMN MTPOOIIEMBI;

b) onenka pa3MyHBIX BapHAHTOB PEIICHUIA;

B) onienka ypoBHs pacnipocTpaHeHHs TPOOJIEMHON CUTYaIUY;

I') onrenka macmraboB IpoOIeMHOM cuTyaum;

J1) olieHKa ypOBHs pacpOCTpaHEeHuUs MPoOIEeMBbI.

9. Ymo sexnrouaemcs 6 sman payuoHaIbHO YNPAsIenuecKo20 peuleHus «onpeoeieHue
anvmepHamugy?

A) popmynupoBaHue HabOpa aJbTEPHATUBHBIX PELICHUH MPOOIEMBL;
b) onpenenenue unm 1uarHo3, MOJHBIN U TIPABUIHHBIN;

B) dhopmynupoBka orpaHHUEHUN ¥ KPUTEPUEB IPUHSATHS PEIICHHS,
') orieHKa BO3MOXKHBIX aJIbTepPHATHB;

J1) Bce BBbIIIEHA3BaHHOE.

10. Kakum smanom MOAHCHO cuumams peanuzayuio peueHus?

A) HaYaJIbHBIN;

B) BTOpOIi;

B) npomexxyTouHblif;

') noAroTOBUTENbHBIH;

J1) 3aBepraroniuii.

11. B kaxux obcmosamenbcmeax mMo2ym npuHUMAamscsi peulenus?

A) B yCJIOBHSIX HEOIPEAEIEHHOCTH;

b) B ycnoBusix pucka;

B) B ycnoBusix onpeneneHHoCTH;

I') Bce BhIlICHA3BaHHEIC,

J1) HY OJTMH W3 BBINICHA3BAHHBIX.

12. B kaxux nanpagienusx npuxooumcs NPUHUMams peulerus: pyKogooumeno gupmot?
A) dbuHaHCOBas IESITEIBHOCTD;

b) 6yxranrepckast 1esTeIbHOCTD;

B) ocHOBHas pOU3BOJACTBEHHAS IEATEIBHOCTD;



I') cOBIT M peanu3anus NPoayKIIHH;

J1) Bce BbIllIEHAa3BaHHBIE.

13. Kakue memooul He ucnonv3zyem meopusi NPUHAMUS peuleHus?

A) mcuxomnoruu;

b) maTemarukuy;

B) dunocoduu;

I') uadopmaruku;

J1) yckopeHwus.

14. Hazoseume smansi npoyecca npursamus peuieHus?

A) BBIYJICHEHHE IPOOIIEMBI;

B) cocTaBnenus nepeyHsi BO3MOKHBIX aJIbTEPHATHB ISl PELICHUS 3TOM MPOOIIEMBI;

B) Bb160p HanboIiee MOAXOIAIEH U3 ATUX AJIbTEPHATUB, HAYAJIO €€ peaTu3allki;

I') c6op nnpopmaiuu o mporecce ee peaausaiu s BEISICHEHUS TOr0, 00JIeryaeT i JaHHast
anbTepHATHBA PEIICHUS HAMEYEHHON MPOOIEMBI.

J1) Bce BbIllIeHAa3BaHHbIE.

15. Kaxkoui uz HudcenepeuucieHuvix hakmopos Haubojee 4acmo npusooum K 603HUKHOBEHUIO
HeonpeoesleHHOCMU NPU pa3pabomie YnpasieH4eckux peuleHuti 8 opeanuzayuu?

A) oTcyTCTBHE MTOJIHOM U JOCTOBEPHON MH(POpMAIUY;

b) muioxoe HacTpoeHne pyKOBOAUTENS PU Pa3pabOTKe YIPaBIEHYECKUX PEILICHUN;

B) orcyrcTBue pykoBoauTens Ha paboueM MecCTe;

I') nonomka KoMnbrOTEPA.

16. Kaxkyro pons 6 npoyecce pazpabomku ynpagieH4ecKux peuteHuti uzpaem opeaHu3ayuoHHAs.
cmpykmypa?

A) oTpaxaeT (QyHKIMOHAIBHOE CO/IEpP)KaHUE PEIICHUH;

b) onpenensier mociea0BaTeIbHOCTD YIIPABIEHUECKUX BO3/ICHCTBUN;

B) 3akpenuiser npaBo ¥ MOJTHOMOYHUS IPUHATHUS YIIPABICHYECKUX PELICHUII;

') onpenensieT cBSI3M MEXKTy OTIIEIbHBIMU aCTIEKTaMH PeIIeHUH;

J1) onpenenser nocneaoBaTeIbHOCTh UX pealIn3alllu.

17. Kakyro pone yenmpanuzayust u OeyeHmpanusayust QOyHKYULL Uspaiom 8 npoyecce NPUHImus.
VAPABNEHYECKUX peteHuil?

A) nenieHTpanu3anus TpedyeT J1enerupoBaHus NOJTHOMOYHIA;

b) nentpanusanus obecneynBaeT eIMHCTBO YIPABIEHYECKOIO PEeIIeHUs, a JeIeHTpaTU3aIHs
TpedyeT cornacoBaHus QYHKIHMHA U peleHU;

B) nenenrtpanuzanus GyHKUIMH MOXKET COMPOBOXKIATHCS ACUEHTPATU3AMEeNH TPUHITUS
pEeLIeHNI;

I') nentpanu3zanus GyHkiuii o0ecreuynBaeT NEHTPATU3ANIO TIPUHSITHS PEIICHUH;

J1) uentpanuzanus GyHKIUN HE 00eCTIeYrBaeT LIEHTPATN3ALUIO IPUHITUS PELICHUI.

IIpakTnyeckoe 3aganue. TeopeTnueckne 0CHOBBI pa3padoTKM ¥ NPUHATHS
YIPaBJIEeHYECKHUX PeLIeHUi.

L]ens: U3y4nTh HOPMAaTUBHBIE TPEOOBAHMS K OpTaHU3ALMH IIpoLiecca pa3paboTKU U
NPUHATHS YIPABIEHYECKUX PEIICHUI B yupexaeHnu/opranu3aniu. CBs3b MEXIy CUCTEMOM
JIETIOTIPOU3BO/ICTBA, ONPEIEICHHON B OPraHU3alliy U MTOPSIAKOM MPUHSTHS YIPaBICHYECKUX
pelIeHU.

PaccmoTtpuTe nepedncieHHpIe HOPMaTUBHO — METOJUYECKHE JOKYMEHTHI,
IIPOAHAIM3UPYHUTE IPUBEACHHBIE HOPMATHBHO — METOUYECKUE TOKYMEHTBI C TOUKH 3PCHHUS
OpraHu3alyy Ipouecca pa3paboTKU YIPaBICHYECKUX PELICHUH U BBIIOIHUTE 3a/1aHUs:



1. Beimummre TepMHHBI UM ONPEAETCHMS, ONMCHIBAIOIIME  IPOLECC  IPUHATHS
YIIPABJICHYECKUX PELIECHUIN OpraHu3anyu. /[aTe CpaBHUTEIbHBIN aHAIN3 IIOHATHMN.

2. Tlpoananmsupyiite CBsA3b MEXAy (OPMOIN OpraHU3AIUK JEIOIPOU3BOJCTBA U CUCTEMOM
NPUHATHS YIIPABICHYECKUX PEIICHUH B OpraHu3aluy/yIpeKICHUH.

IIpakTnyeckoe 3aganue. Opranusanus npouecca NPOEeKTUPOBAHMUS U PeaIU3aAUNU
yHnpaBJIeHYeCKUX pelieHu .

L]ens: M3y4nTh NOPSAOK TOKYMEHTUPOBAHUSI YIPABIECHYECKUX PEIICHUH, MOPSIOK UX
COTJIACOBaHUS U MOJIMUCAHUS Ha PA3IMYHBIX YIIPABIEHYECKUX YPOBHSX.

PaccmoTpuTe nepeuncieHHbIe HOPMAaTUBHO — METOAMYECKUE TOKYMEHTHI,
NPOaHATIM3UPYHTE MPUBEACHHBIE HOPMATUBHO — METOJIUYECKUE TOKYMEHTHI C TOUKU 3PCHHUS
OpraHu3aIiy MPOIECCa UCTIONb30BaHUs, XPAaHEHHUS U YHUUTOKEHHS MT€YaTeil U MITaMIIOB B
YUpEKACHUH, TPeOOBaHUH K GOopMaM ydyeTa nedaTei U IMTaMIIOB, IPUMEHIEMBIX B
OpraHHU3aIMsaX U BBITOJIHUTE 3a/JaHUS:

1. TlombGeputre mnpuMepbl TOKYMEHTOB (TpHUKAa3bl, aKThl, XYypHAJIbl y4deTa U Jpyrue),
COTPOBOXKIAOIINX nporecc PUHSITUS yIpaBIECHYECKUX pelieHui
yupexJieHusi/opranuzanuu. (3 10KyMeHTa).

2. Pazpabotare MOPSIOK COTJIACOBAaHUS W MOANMCAHHUSA JOKYMEHTOB, pa3pabOTaHHBIX TIPH
NPUHATHH YIIPABICHYECKUX PEIICHUH.

3. Paszpabotath miaH 1e10BOM Oecebl 0 BRIOPAHHOM CTYIEHTOM TEME:

CobecenoBanue npu npruemMe Ha padoTy.

Bb1 1o5ro He o0IaNUCh C 1€J0BBIM MApTHEPOM — HAIIOMHHTE O cele.

BeI - pykoBoanTEINb, Balll OJYUHEHHBII MOCTOSTHHO OMAa3/bIBaeT Ha paboTy.

BbI — noAYMHEHHBIH, KOTOPBINA MOCTOSIHHO OMa3/bIBaeT Ha padoTy.

Cutyanus KOH(IMKTa HHTEPECOB MPHU BBIOOPE YIPaBIEHUYECKOTO pelieHus (pacCMOTpUTE

C pa3JIMYHBIX TOUEK 3PEHHUS).

[IpaBuia nenonpon3BoACTBa B ellepalbHBIX OpraHax roCyIapCTBEHHOH BiIacTH (YTB.

[Tocranosnenuem [IpaButenscrBa P® ot 15 utons 2009roma Ne 477)

MeTtoanueckie peKOMEH/IallH 110 pa3padoTKe HHCTPYKIIMH TI0 ISTOIPOU3BOJICTBY B
denepanbHBIX Opra"ax rocyaapcrBeHHoi Biactu (yrB. [Ipukazom Pocapxua ot 23 nexabps
2009 roma Ne 76).

«["ocynapcTBeHHas cucTeMa JIOKyMEHTAllMOHHOTO obecrieueHus ynpasieHus. OCHOBHbIE
nojoxenus. O0ue TpeboBaHM K TOKYMEHTaM U cIyk0aM JIOKyMEHTallMOHHOTO
obecnieueHus» (yrBepkaeHa mpukasom ['maBapxua CCCP ot 25 mas 1988 roga Ne 33).
I'OCT P 51141-98 «Jlenonpon3BOACTBO M apXUBHOE AesI0. TepMUHBI U OTpeeIeHUS »(YTB.
[TocranoBnenuem I'occrannapra P® ot 27 despanst 1998 r. N 28) (oTmeHeH)

I'OCT P UCO 15489-1-2007 «Cuctema cTaHaapToB [0 HHPOPMAIIH, OMOINOTEUHOMY U
U3JaTeIbCKOMY JeTy. YTpaBlieHHe qokyMeHTamu. OOmmue TpeboBanus» (ytB. [Ipukazom
PoctexperynupoBanust ot 12.03.2007 N 28-cT).

['OCT P 6.30-2003 «YHupUIMPOBaHHBIE CUCTEMBI JOKYMEHTAIMU. Y HU(DUIIUPOBaHHAs CHCTEMa
OpraHU3alMOHHO-PACTIOPSAUTENBHOM JOKyMeHTau. TpeboBaHus K 0(OpMIICHUIO
nokymeHToBY (yTB. [locranosnenuem I'occrannapra Poccun ot 03.03.2003 Ne 65-c1)
(oTMEHEH).

I'OCT P 54471-2011/1SO/TR 15801:2009 «CucTteMbl 3JIeKTPOHHOTO JOKYMEHTOO0O0pOTA.
VYnpasnenue nqoxkymeHTarueit. Madopmanms, coxpansemast B 3JICKTPOHHOM BH/JIE.
PexoMenaanuu no obecrneyeHnio J0CTOBEPHOCTH U HaiexHOCTH» (yTB. [Ipukazom



®denepaabHOrO areHTCTBA M0 TEXHUYECKOMY peryupoBaHuio U Metposioruu ot 18.10.2011
Ne 466-cT).

Hanumonaneneiii crangapr P® I'OCT P 7.0.8-2013 "Cucrema cTaHmapToB I10
uH(popMaluu, OMOTUOTEYHOMY U M3/IaTEIbCKOMY Jeiy. Jlemompon3BOACTBO U apXUBHOE JIEO.
Tepmunsl u onpenenenus” (yrB. [Ipukasom Poccrangapra ot 17.10.2013 N 1185-cT).

"TOCT P 7.0.97-2016. HarmonaneHeI# cTanmapT Poccuiickoit @eneparnun. CrucreMa CTaHIapTOB
o I/IH(I)OpMaHI/II/I, 6I/I6J'II/IOTC‘IHOMy U U3JAaTCIbCKOMY [CIy. OpI‘aHI/ISaHI/IOHHO-paCHOpHILI/ITeJ'ILHaﬂ
nmokymeHnTarus. TpeboBanus k opopmineHuio gokymeHToB" (y1B. [Iprkazom Poccranmapra ot 08.12.2016
N 2004-cT) (pen. ot 14.05.2018).



IMPUJIO)KEHUE 2

OueHoYHBIE cpe/ICTBA AJs NPOBe/IeHUs] MPOMEKYTOUHOI aTTecTaluu

a) [lnanupyembie pe3yabTaThl 00y4eHHUs] H OLIEHOYHbIE CPeJACTBA /1JIsl IPOBEAeHHUSs
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon
WHJUKaTOpa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUH

OneHouyHble CpeaCcTBa

YK-2 CriocobeH onpeaenars Kpyr 3aja4 B paMKax MOCTABJICHHOH 11EIM M BBIOUPaTh
ONTUMAJIbHBIC CIIOCOOBI MX PEIICHUS, HCXOIS U3 JCHCTBYIONIUX MMPABOBBIX HOPM, UMEIOLITUXCS
pPECYPCOB U OrpaHUYEHUN

YK-2.1

Omnpenenser Kpyr 3aaa4
B PaMKax IMOCTABICHHOMN
LEJIN ¥ TIpeiaraet
CIIOCOOBI UX PEUICHUS
OXHngacMbIC
pe3ybTaThl; OIICHUBACT
MIPEITIOKEHHBIC
CIOCOOBI C TOUKU
3pEHUsI COOTBETCTBHS
SN TIPOCKTA

TECT nas camonpoBepku
1. Pe3ynomam muiciumenbHoU OesimelbHOCmU
yenoseKa, NPUBOOSUULL K KAKUM-TUOO 8b1600AM U
HE0OX00UMbBIM OeUCMBUSM HAZbLBATONL:
A) obbexToMm YP;
b) cucremubIM aHanmuzoMm;
B) cyonexTom YP;
I') pemernem.
2 Dghghexmusrocmob ucnonb308anus pecypcos
BKIIIOUAEMICAL 8 ... ACNEKM YNPABIeHYeCKUX peuleHUl.
A) S5KOHOMUYECKUI;
b) nmpaBoBoii;
B) nenaroruyeckuii;
I') cormanbHBIi.
3. Yuem unnosayuonnoii comosnocmu nepconana
BKIIOUAENICAL 6 ... ACNEKM YNPABIEeHYeCKUX PeuleHUl.
A) S5KOHOMUYECKUH;
b) opranuzanuoHHbIi;
B) nenaroruyeckuii;
I') ncuxonoruueckui.
4. B 3aeucumocmu om memooos nepepabomxu
uHgopmayuu 6v10eA10 peuleHus:
A) BBICIIETO, CPEAHETO, HU3ILETO 3BEHA;
b) anroputmMudeckuii ¥ IBPUCTUYECKUE;
B) MHTYUTUBHBIC U pallHOHATBHBIC;
I') oOruie 1 9acTHEIE.
5. B 3a6ucumocmu om ypoeus pyKo80OCmM8a 8bl0ensi0
peutenus:
A) BBICIIIETO, CPETHETO, HU3IIIETO 3BCHA;
b) anroputmMudeckuii v IBPUCTUYECKUE;
B) MHTYUTUBHBIC U pallMOHATBHBIC;
I') oOruie 1 9acTHEIE.
6. B 3asucumocmu om macwimada 8o3zoeticmeus
8b10€IAI0M PeUuleHUs.
A) BBICIIIETO, CPETHETO, HU3IIIETO 3BCHA;
b) anroputmMudeckuii ¥ IBPUCTUYECKUE;
B) MHTYUTUBHBIC U pallMOHATBHEIC;
I') oOmme u yacTHBIE.
7. K 1uyHOCmMHbIM XapaKkmepucmukam He OmHoCm.:
A) xapaxrep;
b) npodeccuonanbHbie HABBIKH;




Kon
HHAUKATOpPa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUH

OneHouyHble CpeacTBa

B) dunancoBas oOecrieueHHOCTS;

I') ypoBEHb 3MOLIMOHATILHOCTH.

8. @opmanvHble MeHCTUUHOCTNHbIE KOMMYHUKAYUU
ONnpeoenstomcs:

A) MEKITMYHOCTHBIMU OTHOIICHUSMU;

b) npaBuiamMu, 1OJDKHOCTHBIMU HHCTPYKIIHSIMH,
OCYIIECTBIISIOTCA MO (POPMAIBHBIM KaHAJIaM;

B) TpagunusmMu, CylmecTBYIOIIMME B OPraHU3aIlNN;
') BepHO Bce BBILIEIEPEUUCIICHHOE.

9. Ha xaxom yposHe npunHamus peueHust Hocsm
00bl0eHH bl Xapakmep U He mpebyom meopuecKo2o
nooxooa.

A) pyTHHHBIN;

b) amanranuoHHbIi;

B) cenextuBHBbIi;

') "HHOBAIIMOHHBIHA.

10. Ha kxaxom ypoene npunamusi peuieHus mpeoyom
UHUYUAMUBHL U C80D0ObL OelicmslUll, HO 8
02PAHUYEHHBIX NPEOenax.

A) pyTHHHBIN;

b) amanranuoHHbIi;

B) cenexTuBHBbIiA;

I') "HHOBAIIMOHHBIH.

11. Ha xaxom yposHe npunamus peuienusi Heooxooum
HAbOp NPOBEPEHHBIX CXeM OeltiCmEUll U HOBbLX
MEMOOUK.

A) pyTUHHBIN;

b) amantanuoHHbIN;

B) cenextuBHBbIif;

') "HHOBAIIMOHHBIH.

12. B Kakoui cucmeme uelOBEKOM He MOXMCem
NPUHUMAMNBCSL pelleHue:

A) TEXHUYECKOI;

b) 6uonoruueckoi;

B) commanpHoi;

') BO Bcex cucTeMax  YEJIOBEKOM  MOXKET
MIPUHUMATHCS PEIICHUE.

13. Ha xaxom ypoeHe npunsamusi peuieHus
PYKOBOOUMENb Q0JIHCEH YMemb pazoopamspcs 8
co8epuLenHO HOBOU U HeU3YYeHHOU npoobieme.

A) pyTUHHBIN;

b) amanranuoHHbI;

B) cenextuBHbIif;

I') ”HHOBALIMOHHBIH.

14. Cmunb 1udepcmea, KOmopbwlii Xapakmepusyemcsi
AHCECmMKOCMbI0, Mpebo8ameIbHOCMbIo,
eoOuHoHauanIuem, npesaIuposanuem 1aACHbIX
@yHKYull, cmpocum KOHMPOLEM U OUCYUNTUHOU,
opueHmayuel Ha pe3yibmam, USHOPUPOBaHUeM
COYUATILHO-NCUXOOSUHECKUX (PAKMOPO8:
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A) 1eMOKpaTHYECKU;

b) aBTOpuTapHsbIii;

B) nmuGepanbHbIii;

I') KOHCYIBTaTUBHBIM.

15. Cmune 1uoepcmea, komopwiii omauvaemcs
HU3KOU mpebo8amenbHOCMbI0, NONYCMUMeNlbCMEOM,
omcymcmeuem OUCYUNIUHBL U mpebosamelbHOCmU,
nACCUBHOCTBIO PYKOBOOUmMENS U Nomepet KOHMpPos
HAO NOOYUHEHHbIMU, NPeOOCMABIeHUeM UM NOJHOU
€80000b1 Oeticmsull.

A) 1eMOKpaTHYECKHUI;

b) aBTOpuTapHsbIii;

B) nmuGepanbHbIii;

I') KOHCYIBbTaTUBHBIM.

YK-2.2

[Inanupyer
peayM3anmio  3anad
30HE
OTBETCTBEHHOCTH
Y4ETOM
pecypcoB
OTpaHUYCHUH,
JNENCTBYIOLIUX
MIPaBOBBIX HOPM

B

cBOEN

C

UMCIOIINXCA

n

L]enb: U3y9InTH TOPSIOK TOKYMEHTHPOBAHUS
YIpaBJIEHYECKUX PELICHUH, TOPSAI0K UX
COTJIACOBAHUS ¥ MOAMUCAHNS Ha PA3IMIHBIX
YIpaBIEHYECKUX YPOBHSX.

PaccMoTpuTe HOPMAaTHBHO — METOAMYECKHE

JIOKYMEHTBI 110 TOKYMEHTALlHOHHOMY 00€CIIe4eHUI0
yIIpaBJICHUS, IPOAHAN3UPYITE IPUBEICHHBIC
HOPMAaTHBHO — METOJIMYECKUE TOKYMEHTBI C TOUKU
3pEHHSI OpTaHN3AIH MTPOIECCa UCTIONH30BAHUS,
XpaHEeHUsl ¥ YHUUTOXKEHHUs IleyaTell U ITaMIIoB B
yUpexKJIeHUH, TpeOoBaHui K (hopMaM yueTa neyaTeit
U ILITaMIIOB, IPUMEHSEMBIX B OpraHU3aLUAX U
BBITTOJIHUTE 33JaHHS:
1. [TonGepure mpuMepsl JOKYMEHTOB (IIPUKa3Hl,
aKTHI, XKYpHAJIBI ydeTa U IPyTUe), CONPOBOKIAIOIINX
nporecc MNPUHATHA — YIPABICHYECKHX  peIIeHHi
yUpeKIeHUs/Opranu3anuu. (3 JOKyMeHTa).

2. Pa3paGoraTe MOpSAIOK  COTVIACOBAaHHMS W
MOJANUCAHUS JIOKYMEHTOB, pa3paOOTaHHbIX npu
MPUHITHH YIIPABICHUYECKUX PEIICHUH.

3. PazpabGoraTte mmaH genmoBoit Oeceapl MO

BBIOpAHHOM CTYJIEHTOM TEME:

CobecenoBanue npu npuemMe Ha padoTy.

Bb1 nosro He o0IAKCh C 1€JI0BBIM MAapTHEPOM —
HaIrOMHUTE O cee.

BrI - pykoBoAuTENb, Balll TOAYUHEHHBINA TOCTOSTHHO
OTa3IbIBaeT Ha padoTy.

BbI — mogquMHEeHHbIM, KOTOPBIM ITOCTOSHHO
OTa3IbIBAET Ha padoTy.

Curyanus KoH(IUKTa HUHTEPECOB MPHU BLIOOpE
VIIPaBICHYECKOTO PeIIeHUs (PAaCCMOTPHUTE C
Pa3IMYHBIX TOUEK 3PEHU)

PazpaboraTe miuaH nenoBoil Oecenbl MO BBIOpaAHHOM
CTYJIECHTOM TEME:

CobecenoBanue nMpu npuemMe Ha padoTy.
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Bbl no5T0 HE 001IIATUCH ¢ ACIIOBBIM APTHEPOM —
HAIIOMHHTE O ceO0e.

Bbl - pykoBouTE b, BAIll MO JYMHEHHBIN TOCTOSTHHO
oma3/bIBaeT Ha paboTy.

BbI — moqunMHeHHbIM, KOTOPBIN MTOCTOSIHHO
oma3abIBaeT Ha paboTy.

Curyanus KOH(MIUKTa HMHTEPECOB TIPH  BBIOOpE
VIpPaBIEHYECKOTO  pemieHus  (paccMOTpuUTe  C
Pa3IMYHBIX TOYCK 3PEHUS).

YK-2.3

BremonaseT 3agaun B
30HE CBOEH
OTBETCTBEHHOCTH B
COOTBETCTBHUH C
3aIIaHUPOBAHHBIMU
pe3yiabTaTaMu U
MPEJICTABIISET
pe3yabTaThl IPOEKTA,
npejjaraeT
BO3MOKHOCTH UX
HCIIOIB30BaHUS W/HIIN
COBEPIIECHCTBOBAHUS

IlIpumepnwie 6onpocel K 3auemy:

1. Ilepeuncnure OCHOBHBIE
IIPOLECCOB YIIPABIICHUS.

2. Omnpenenute ymnpaBlIeHYECKOE
IIPOLIECC U SABJICHUE.

3. OxapakTepusyiTe CYyIIHOCTb YIPaBICHYECKHX
peLieHui.

4. PackpoiiTe QyHKIUM yIpaBIEHYECKUX PEIICHUI.

XapaKTCPHUCTUKHU

PCUICHUC KakK

5. Ilepeuncnure OCHOBHblE  TpeOOBaHUS K
YIPaBJIEHYECKUM pELICHUsSM M YCJIOBHUSA UX
peanu3auy.

6. Ilepeunciaure HSTamel  mOporecca  NPUHATUA
peLIeHui.

7. OxapakTepusyiWTe  BIHSHHUE  YEJIOBEYECKOIO

¢dakTopa Ha MOATOTOBKY  YIPaBIEHUYECKUX

peLIeHui.

8. Ilepeunciaure OCOOGHHOCTH pPa3IUYHBIX CTHIIEH
YIpaBICHUS.

9. Teopernueckue OCHOBBI pa3paboTku
YIPaBIEHYECKUX JOKYMEHTOB.

10. OcHoBHBIE ~TpeOOBaHUS K  YIPABICHUECKUM
JIOKyMEHTaM.

11. Chopmynupyiite (dakTopbl KadecTBa
YIPaBIEHYECKUX JOKYMEHTOB.

12. Tlepeuncnure YCIIOBUS 3¢ dexTuBHOCTU
YIPaBIEHYECKUX JOKYMEHTOB.

13. Ilepeunciure cdepsl MIPUMEHEHHUS

I/IH(I)OpMaLII/IOHHO - KOMMYHUKAIITUOHHBIX TEXHOJOT Ui
JJI IPOCKTUPOBAHMNA YIIPABJIICHYCCKUX NTOKYMCHTOB

[TK-2 Crioco6eH ocyIecTBIATh JOKYMEHTAIIHOHHOE O0ecTieueHre YIIPaBICHUS OpraHu3aueit

[K-2.1

Opranusyer u
perIaMeHTHpYyET
JIOKYMEHTHUPOBaHUE
YIIPABJICHYECKOU
JeSITEIbHOCTH B
OpraHM3aIuu

Tect p1st camonpoBepku
1. Pewienue 06 ompasicenuu Kakux-au6o coovimuil,
06cmosmenbcme, nNPasuUl — Mo
A) UHCTpPYKIIHS;
b) norosop;
B) nporoxo;
I') 3asBnenue.
2.Pewenue, 06b14HO KOMMEPUECKO20 Xapakmepd, O
npo6edeHUl COBMeCMHbBIX pabom ¢ YKA3anuem
B3AUMHBIX NPAB U 00A3aMENbCME — IMO.
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A) odepra;

b) xoHTpaKT;

B) akuenr;

I') morosop.

3./[enosas beceda, nposooumas ¢ yeivio Hayyums,
nepedamu onvim 0Jis YCheuno20 eultnoneHus YP —
9mo:

A) pa3bsCHEHUE;

b) cobecenoBanue;

B) cooGienue;

I') oOyuenue.

4. Ymo ne omHocumcs K Memooam npsamoz0
8030eticmaus?

A) npukas;

b) pacnopsixenue;

B) akr;

I') ykas.

5. Umo He 6xo0um 6 sman «noCMaHo8KuU 3a0ayu
NPUHAMUS peuerHus»?

A) o1ieHKa rpaHul] paccMaTpUBaeMOi POOIEMBI;
b) onieHka pa3nuyHBIX BAPHAHTOB PEIICHMIA;

B) onenka ypoBHS pacnpocTpaHeHus IpoOIeMHON
CUTYAIHH;

I') ouenka macmraboB IpoOIEMHOM CUTYaIMH.

6. Ha uem ocnoeano unmyumugnoe peuiernue?

A) uyBCTBa;

b) mbicy;

B) omymienue;

I') 3HaYNMOCTb.

7. Umo o3nauaem pewienue, 0CHOBAHHOE HA
cyacoenuu?

A) 310 BBIOOp, 00YCIIOBIIEHHBIN 3HAHUSIMU WU
HAKOTIJICHHBIM OTIBITOM, YEJIOBEK MCITONIb3YeT 3HAHUS
0 TOM, YTO CIIY4MJIOCh B CXOJIHBIX CUTYAIUsIX paHee,
YTOOBI CIIPOTHO3UPOBATH PE3YIBTAT ATBTEPHATHBHBIX
BapHUaHTOB BbIOOpA B CYIIECTBYIOIIEH CUTYallUH;
b) pemrenne, nmeroniee oTpuiaTeTbHBIE
MOCTIE/ICTBHS,

B) 310 ectb pe3ynbTar onpeaeneHHoO
MI0CJIeIOBATEIbHOCTH I1aroB WM JACHCTBU,
MOTOOHBIX TEM, YTO TMPEATTPHHUMAIOTCS TIPH
peLIeHNH MaTeMaTHYeCKOr0 ypaBHEHMS;

I') pemienus sToro Tumna TpeOyrOTCs B CUTyaIUsX,
KOTOPBIE B ONPEIEICHHON Mepe HOBbI WU
COTIPSDKEHBI C HEM3BECTHBIMH (PaKTOpaMHu.

8. Ha uem ocnosamwl pewienus, ocHosanHvle Ha
cyarcoeHusx’?

A) uHbopManMs U MPAKTHKA;

b) onbiT unu 3HaHMS;

B) peus u nelictus;
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5) 3THKa U TPaUILIUH.

9. Ilpuxaz — smo ghopma pewienus, komopas

A) ycTaHaBIMBAET MOPSIOK U CIIOCOO BHIMOIHEHUS
KaKux — JIH00 JeHCTBHII;

b) dbopmupyer 0011yI0 TO3UTHBHYIO
UHPPACTPYKTYPY IS KaKoW — TH00 NesITeIbHOCTH;
B) o603Havaer pemnieHue pykoBOIUTENS,
00JICYEeHHOTO BJIACTHIO B OPraHU3ALINY;

I') oTrpaxkaer kakue — 1MOO COOBITHS,
00CTOSITENLCTBA, MMPABUJIA.

10. /[nsa kakux pewenuti npeonaznavena popma
«npuxasz»?

A) 175 BBIMOJTHEHMSI TEKYIIHMX 33a]a4 B OpraHU3aIuu,
MHUIMMPOBAHHBIX €€ PYKOBOIUTEIIEM;

b) nns BeIMOTHEHMS TEKYIINX 3a]1a4 CTPAHBI,
WHUIIUUPOBAHHBIX TJIaBOM rOCyAapCTBa;

B) 115t BEITOTHEHUS TOJITOCPOYHBIX 33/1a4 CTPAHBI,
WHUIIUHUPOBAHHBIX BBICHICH rOCYAapCTBEHHOM
BJIACTHIO;

') ans BBIMOTHEHMS TEKYIINX 33724 B
MOJIPA3/ICICHUSX OPraHN3aIluH, MHUIIMAPOBAHHBIX
PYKOBOIUTEISIMU €€ MOAPA3ICICHHIA.

11. /[nsa kaxux pewenuti npeoHaznavena popma
«yKazanuey»?

A) it OTpaXkeHHS TIPOLIEAIINX COOBITHH;

b) nns HanoMuHaHUSA O METOIUYECKUX UITU
TEXHOJIOTUIECKUX MPaBHIIAX;

B) st popmupoBanus nonHoro Habopa MpaBuIl o
JIOJITOBPEMEHHOM JIeITeTbHOCTH KOT0-TH00 WUITH
4yero-inoo;

I') nnsa hpopmupoBaHUs TOKAIbHBIX, KOPIIOPATUBHBIX
HOPM KOMMYHUKAIIHH.

12. J/Ina kakux pewenuti npeonasHavena gpopma
«opepmanr!

A) nns opUIHATBEHOTO U3BEIICHNUS KaKOMY-JTH00
JIMILY O HEOOXOUMOCTH KaKHX-JINOO IeHCTBHIA;

B) mist mpemokeHns KOHKPETHOMY JIHITY 3aKJTFOYUTh
CHENKY Ha YKa3aHHBIX YCIOBUSX;

B) nnst 0ObsicHEeHUS CYTH U COAECpKAHUSI BBIJAHHOTO
3aJlaHus;

I') st meiicTBUit IO BOBJICUEHUIO PAOOTHHKA B
TpeOyeMyto JesITeIbHOCTh B IPUKA3HOM MOPSIKE.
13. /{na kakux pewenuti npeonasHauena popma
«cosemy?

A) nns opraHu3anyy noAroTOBUTEIbHON
MHTEHCUBHOMU JEATEIBHOCTHU C TOMOIIIBIO
MMUTAIMOHHBIX MOJIENIeH;

b) nns okazanus Bo3AeiCTBHS HA TTOJYMHEHHOTO C
MOMOIUIbIO aBTOPUTETA PYKOBOAUTEIIS;

B) st opMupoBaHmsi HOBBIX 3HAHUHN U
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nH(pOpMaLIMY IO BBHIIOIHSAEMOM 3a/1a4e;

I') nns oTpaxkeHust COOCTBEHHBIX B3IJIS10B, KOTOPbIE
MOMOT'YT UCIIOJHUTEIIO BBITIOJIHUTD 3a/1aHuUE.

14. J/Ina kakux pewenuti npeonasHavena opma
«akyenmy?

A) U1 OPUIHMATBHOTO M3BEIICHHUS KAKOMY-TTHO0
JUIYy 0 HeOOXOIMMOCTH KaKUX-TU00 AeWCTBUM;

b) nns npenioxkeHnss KOHKPETHOMY JIMILY 3aKIIIOUYUTh
CHEJNIKY Ha YKa3aHHbBIX YCJIOBUSX;

B) nns npuema npeiioxkeHus 0 3aKII0UYEHUH CIEIKU
Ha MPEJUI0KEHHBIX YCIOBUSX;

I') st neiicTBUii MO BOBJICUEHHIO pPAOOTHHKA B
TpeOyemMyro NesTEbHOCTh B MPUKA3HOM TMOPSJIKE.

[1K-2.2

Opranusyer u
perilaMeHTHPYeT

JTOKYMEHTOOOOPOT B

OpraHu3anuu

1. Bemumure  TepMHHBI U OINpEEeHMS,
ONUCHIBAIOLIME  IPOLECC  BIJIAJICHUS  HaBbIKAMHU
00paboTKM  JOKYMEHTOB  Ha  BCEX  JTamax
JIOKyMEHTO000pOTa, CUCTEeMATHU3allH, COCTABICHUS
HOMEHKJIaTypbl Jei. JlaTb CpaBHUTENbHBIM aHAIU3
TTOHSATHUH.

2. [Ipoananusupyiite HOpMaTUBHBIE TPEOOBAHUS
K OpraHu3aluy I[polecca BIaJCHHUS HaBbIKAMU
00paboTKM  JOKYMEHTOB  Ha  BCEX  JTamax
JIOKYMEHTO000pOTa, CUCTeMaTH3allluH, COCTABICHHS
HOMEHKJIATYpBhI J1e.

3. [Tpoananu3upyiite HOpMaTHUBHBIE TPEOOBAHUS
K OpraHu3aluy [polecca BJIaJeHUS HaBbIKaMHU
00paboOTKM  JOKYMEHTOB  Ha  BCEX  JTamax
JIOKyMEHTOO00pOTa, CUCTEMATHU3allH, COCTABIICHUS
HOMEHKJIATYPHI €.

I1K-2.3

Opranusyer,
peraamMeHTHpyeT

OIICPAaTUBHOC XPAaHCHUC

Y UCTIOJIb30BAHUE
JTOKYMEHTOB B
OpraHu3alyu

Tect nng camonpoBepku
1. Ymo maxkoe ynpasnenueckoe pewienue?
A) TUPEKTHUBHBINA BBIOOp 1I€JICHANIPABIEHHOTO
BO3/CUCTBUS Ha OOBEKT yIpaBJIEHUs, KOTOPBII
0a3upyeTcsl Ha aHAJIW3€ CUTYallMH U COJIEPIKUT
IIPOrpaMMy JTOCTHIKEHUS LIEIIH;
b) ouieHka pe3ynbTaToB 1€ATEIbHOCTH IPEAIPUSITHS;
B) nporuiecc Bo3aeiicTBHS Ha MOAYNHEHHBIX;
I') npunsiTue 3apaHee CIIJIaHUPOBAHHOW CTPATErHH;
2. Ilpusnaxom xopowie2o ynpasneHyecko2o peuieHus
ABNACMCA
A) MUHUMYM 00pallleHusl TOJYNHEHHOTO K CBOEMY
PYKOBOJIMTEIIO 32 Pa3bsiCHEHHUEM U ITOMOLIBIO;
b) nonHas 3aBUCUMOCTb TOAYNHEHHBIX OT
PYKOBOJMTENS B IPUHATUN PELLICHU;
B) nocTosiHHBIN KOHTPOJIb PYKOBOJUTES 32
JENCTBUSAMU MOJUMHEHHBIX U IpecedeHune 0ok
WHULUATUBBIL.
3. Kmo sensaiomces cybvekxmamu npunsamus peulerus 6
OesimenbHOCMU OpeaHUu3ayuLl?
A) ciyxarue;
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b) mocraBmuku;

B) KOHKYpEHTHI;

I') mokymnaremnu.

4. B kaxkux cuyuasx npuHuUMAaromcsi ynpasieniecKue
pewienus?

A) BO3HUKHOBEHUE HOBBIX YCIIOBUI, CUTyallUH,
HapyLIAKIIUX HOPMaJIbHbIH (ONTUMAIbHBIN) PEKUM
(byHKIMOHUPOBaHUS (PUPMBI C LIEBIO BO3BpaTa €€ Ha
ONTUMAJIbHBIA YPOBEHB;

b) HE0OX0IMMOCTh COXpaHEHUS! HEN3MEHHBIMU
CO3/IaHHBIX YCIIOBUH, €CIIU PEXKUM
(byHKINOHUPOBAHUS PUPMBI CUUTACTCS
ONTHUMAJIbHBIM;

B) HeoOxoaumocTh nepeBojia pUpMbl Ha HOBBIN
pPEeKUM (PYHKIMOHUPOBAHUS, 00YCIOBICHHBIH
HOBBIMH LIEJISIMU;

') BO BceX BBIIIICHA3BAHHBIX;

J1) B Ipyrux ciydasx.

5. Kakoii xapakxmep Hocum npoyecc npuHsamus
VAPAasieH4ecko2o peuleHus?

A) IOCTOSIHHBI;

b) nuknraeckuii;

B) MOHOTOHHBIN;

I') mocnenoBaTeNnbHBIH;

/1) BotHOBOIA.

6. Kaxoewl smanvl npoyecca npunamus peutenus?
A) nposiBjIeHHE MTPOOIIEMBI;

b) BbIsiBiIeHNE (AaKTOPOB U YCIIOBHIA;

B) pa3pabotka pemienus;

I') oueHKa ¥ MpUHATHE pELLICHMS;

/1) Bce BblllI€eHa3BaHHbIE.

7. Kak nazviearomcs auya, npunumaiowjue peuienus?
A) cyOBEKTHI;

b) 00BexTHI;

B) skoHOMUCTHI;

I') cienmanucTsl;

/1) Bce BblllIeHa3BaHHbIE.

8. Umo ne 6xooum 6 sman "nocmanosku 3a0a4u
npunamusi peutenusn’”?

A) o1ieHKa rpaHuI] paccMaTprUBaeMoi PoOIeMBl;
b) oreHka pa3nMyHBIX BAPHAHTOB PEIICHHUIA;

B) onenka ypoBHS pacnpocTpaHeHus IpoOIeMHON
CUTYAIIHH;

I') ouenka macmraboB IpoOJIEeMHOM cUTyaIuy;

J1) olieHKa ypoBHS pacipOoCTpaHEHUs TPOOTIEMBI.
9. Umo exnrouaemcs 6 sman payuoHaIbHO
VAPABIEHUeCKO20 peuleHus «OnpeoeieHue
anbmepHamuey?

A) bopmynupoBaHue HabOpa aTbTEPHATHBHBIX
peneHuii mpoobIIeMsl;
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b) onpenenenue wiam 1uarHo3, MOJHBINA U
IIPaBUJIbHBIN;

B) dopmynupoBka orpaHuueHU U KpUTEPHUEB
MIPUHSITHS PEIICHUS;

I') olieHKa BO3MOYKHBIX aJIbTEPHATHUB;

/1) Bce BbllIEHAa3BaHHOE.

10. Kaxum smanom ModHcHo cuumams peanusayuro
pewieHus?

A) HaYaIbHBIN;

b) BTopoii;

B) npomexxyTouHbIif;

I') moaroToBUTEILHBIH;

J1) 3aBepraroniui.

11. B kaxux o6cmosmenbcmeax mocyn npuHUMAamsCs
pewenus?

A) B yCJIOBHSIX HEOTIPEAECIEHHOCTH;

b) B ycnoBusix pucka;

B) B ycnoBusiX onpeneneHHOCTH;

I') Bce BhIlLIEHA3BAHHBIE;

J1) HU OJIMH U3 BBIIICHA3BAHHBIX.

12. B kakux HanpasieHusx npuxooumcs npuHUMams
peuleHus pyKogooumeinto upmul?

A) ¢puHaHCOBasI EATEIBHOCTD;

b) 6yxranrepckas qesTeNbHOCTb;

B) ocHOBHast MpOU3BOICTBEHHAS IEATEILHOCTB;

I') cObIT 1 peanu3anus NPOyKINH;

/1) Bce BblllIeHa3BaHHBIE.

13. Kaxue memoosi He ucnonb3yem meopus.
NPUHAMUS peuleHus?

A) mcuxonoruu;

b) maremaruku;

B) ¢unocoduu;

I') undopmatuky;

J1) yckopeHusi.

14. Hazoseume smanwi npoyecca npunsamus peuieHus?
A) BbIUJICHEHHE POOIIEMBI;

b) cocraBnenust mepevyHst BO3MOKHBIX allbTCPHATHB
JUTSL pEIICHUS ATOU TTPOOIIEMBI;

B) Bb100Op HamboI€e MOAXOAIICH U3 ATUX
aIbTePHATHB, HAYAJI0 €€ Peallu3alllui;

I') c6op nHpOpMaIK 0 mporecce ee peaaTu3amuu s
BBISICHEHHSI TOTO, O0JIeT4aeT JI JaHHAas
aITbTepHATHBA PEUICHUS HAMEUSHHOH MPOOIIEMBI.

J1) Bce BbIlIEHA3BaHHBIC.

15. Kaxou u3 HudicenepeuucienHvix pakmopos
Hauboaee uacmo NPUBOOUM K B03HUKHOBEHUIO
HeonpeoesleHHOCmU NpU pa3pabomie ynpasieH4ecKkux
peuieHutl 8 opeaHu3ayuu?

A) OTCYTCTBHE MTOJTHOM U JOCTOBEPHON MH(MOpMAITUH;
b) nnoxoe HacTpoeHne pyKOBOIUTENS PU




Kon
HHAUKATOpPa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUH

OneHouyHble CpeacTBa

pa3palboTKe yIpaBIeHYECKUX PEIICHHIA;

B) oTcyTcTBHE pyKOBOIUTENS HA pabOYeM MECTE;

I') nomomMka KoMIbIOTEPA.

16. Kaxyro ponw 6 npoyecce paspabomku ynpagneniecKux
peutenuti uzpaem opeaHu3ayUoOHHAs CMpyKmypa?

A) oTpaxaeT (yHKIIMOHAIBHOE CO/IEPIKaHUE
pELICHUI;

b) onpexnensier mociea0BaTeNIbHOCTD YIIPABICHUECKIX
BO3JICHCTBHIA;

B) 3akperuiser mpaBo U MOJTHOMOYHS TPUHSTHUS
YIPaBICHUECKUX PEIICHUN;

I') onpenenser cBsA3M MEXTY OTIACIIBHBIMHU aCTIEKTaAMH
pEIICHNUI;

J1) onpenenser MOCiIea0BaTENIbHOCTD UX PEeaTU3aliu.
17. Kakyro pone yenmpanuzayus u 0eyeHmpan3ayust
hyHKyuLl usparom 6 npoyecce NPUHAMUA YNPAGTEHUECKUX
pewenuii?

A) neuenTtpanuzanus TpeOyeT JeerupoBaHus
IMOJTHOMOYHIA;

b) uentpanuzanus obecrneunBaeT eIMHCTBO
YIIPaBICHUYECKOTO PEIICHUS, a JEICHTPATH3AIIHS
TpeOyeT cornacoBaHus QYHKIMHI U pelIeHu;

B) neuentpanu3zanus QyHKINNA MOXKET
COTPOBOXKAATHCS ACLEHTpATH3AIUEH TPUHITHS
pEeLICHNI;

I') nenTpanuzauus GyHKIMA odecrieynBaeT
[EHTPATU3AIUIO TTPUHSITHS PEIICHUI;

J1) uentpanuzanus QyHKIUN HE 0OecTieYnBacT
[EHTPATU3AIUIO TPHHSITHS PEIICHUN

3adanue

L]env: AHaM3 U IPOEKTUPOBAHUE ITPOIECcca
pa3paboTKu yMPaBIEHYECKOTO PEUICHHs, €T
JIOKYMEHTHUPOBAHHUS U TIPOIECca KOHTPOJIS
WCIIOJTHEHUS YIIPABIICHYECKOTO PEIICHHUS B
KOHKPETHOM yUPEIKICHUN/OpTaHH3aITHH.

B opranu3zaiiuu mpoBOAUTCS TIPOIIECC
onTUMH3aIMKU. B paMkax 3Toro mporecca
U3MEHSETCS CTPYKTypa OPraHU3aIiH TyTeM CIUSHUS
oJIpa3/IeIIeHNH, H3MEHEHHS YUCIICHHOCTH U IITaTOB

OpraHu3alu.
1. [TogoGpath Pa3BETBIICHHYIO
YIPaBJICHUYECKYIO CTPYKTYpY OpraHu3aIuu.

PaccmotpeTs nporiece ynpapiaeHUs OpraHu3anuen
2. CoCTaBUTh TPOEKT HM3MEHEHHOW CTPYKTYpbI

YUPEKACHUS/OpTraHu3auI B MPEUTOKEHHBIX
YCIOBHSIX.

3. CnpoekTupoBarth HaKeT JTOKYMEHTOB,
HEOOXOAUMBIX il (pUKcaluu  yImpaBICHUECKUX
peleHnit HCIIOJIb3yEeMbIE B

YUPEKICHUU/OpraHN3aIlii B TPOIECCe ONTUMU3AIINN




Kon
HHAUKATOpPa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUH

OneHouyHble CpeacTBa

(B TOM 4HCIIEe TIpOIecca COKPAICHUs YHCIACHHOCTH H
ITara).

ITK-3 CniocobeH opraHu3oBaTh U aJMUHUCTPUPOBATh AESATEILHOCTD [10 OPTaHU3ALNU TPYAA U
OILIATHI TIEPCOHANA

[1K-3.1

Oo0ecrieunBaer
JTOKYMEHTAIHOHHOE U
OpraHU3aIMOHHOE
COIIPOBOKIECHUE
CUCTCMBI OpFaHI/I3aHI/II/I
U OIUIAThI TPpyJaa
nepcoHasna

L]env: M3y9uTh HOPMATUBHBIC TPEOOBAHUS K
OpraHu3aIyy rnpoiecca pa3padoTKH U MPUHITHS
YIIPABJICHYECKUX PELICHUN B
YUpEXKIEHUU/OpraHu3aliu B chepe COIPOBOKACHUS
CHCTEMBbI OPraHW3allK U OIUIATHI TPY/a MEPCOHANIA.
CBsi3b MEX]ly CUCTEMOM JIEJIONPOU3BO/ICTBA,
ONPEAEICHHON B OPraHU3aluy U MOPSIKOM
MPUHATUS YIPABICHUECKUX PELICHUH.

PaccMoTpuTe HOpMAaTUBHO — METOAUYECKHUE
JIOKYMEHTBI, COIPOBOKIAIOIINE CUCTEMY
OPraHu3alMy ¥ OIUIaThl TPyAa NEepcoHaa.
[Ipoananu3upyiite NpuBEAECHHbIE HOPMAaTUBHO —

METOJNYECKUE JOKYMEHTBI C TOUYKH 3PEHUS
OpraHu3aIy mpolecca pa3padoTKH YIIPaBIEHYECKUX
PELIECHUI U BBIITOJIHUTE 3a1aHUS:

1. Beinumure  TepMHHBI M ONpEAENICHUS,
ONKMCHIBAIOIIME MPOLIECC MPUHATHUS YIPABICHUECKUX
pelieHui opraHuzanuu B cdepe opraHU3alUU U
omyaTel Tpyda ImepcoHana. JlaTe CpaBHUTEIbHBIN
aHaIu3 TOHATUH.

2. [Ipoananusupyiite cBA3b MeXAy (QopMmoii
OpraHu3aluu  JEJIONPOU3BOACTBA U CUCTEMOWU
MIPUHATHUSA YIPABJIEHYECKUX pelIeHni B

OpraHHM3aluy/yIpexIeHHH B cdepe OpraHu3aluu U
OIUTATHI TPY/a IepcoHala.

0) ITopsinok npoBeneHust NPOMEKYTOYHOM aTTECTALMH, TOKA3ATEJH H KPUTEPHH

OICHUBAHUA:

[IpomesxyTounast arrectanus no gucuuiianHe «[IpoekTupoBanue ynpaBieHYECKON
JOKYMCHTAIIMU OpraHru3ali» BKIIIOYACT TCOPETUICCKHUE BOIIPOCHI, IMTO3BOJJIAOIINEC OLICHUTD
YPOBEHBb YCBOEHUS O0YUAIOIUMUCS 3HAHUH, U TPAKTHYECKUE 3a]I[aHUS, BBISBISIONINE CTETICHb
c(hopMUPOBAHHOCTH YMEHUN W BIIAJCHUHN, IPOBOAUTCS B (hOpME 3a4eTa C OIEHKOM.

3aueT ¢ OIEHKOM M0 JaHHOM TUCIUIUIMHE TPOBOAUTCS B YCTHOHM opMe B (hopMe KOJTOKBUYMA
o BompocaM. O1ieHKa BBICTABIISIETCS C YIETOM PE3yIbTAaTOB BHITIOJHEHUS 3a/1aHUH HA
o0pa3oBaTeNbHOM MOpPTAJeE.
Kpurepun ouenku (B COOTBETCTBUU C GOPMUPYEMBIMU KOMIIETECHIIUSAMH U MJIAHUPYEMBIMU
pe3ynbTaTaMu 00y4YeHUs):
[Ipu cnaue 3auema c oyenkoti OOyJarOMIHUIACS TOHKEH MOKa3aTh CHOPMUPOBAHHOCTH
CJEYIOIINX KOMITETEHIIUMN:
YK-2 Cniocob6eH onpenensTs Kpyr 3aja4 B paMKax MOCTABJIICHHOMN 11EIM ¥ BBIOUPaTh
OIITUMAJIBHBIC CHOCO6LI HX pCIICHUA, UCXOO U3 ,Z[GI\/'ICTBYIOH_[I/IX MPpaBOBLIX HOPM, UMCIOIIINUXCA
PECYpPCOB U OTPaHUYCHUHN




- OnpenensieT Kpyr 3a/1a4 B paMKax MOCTaBJICHHON IeNTU U MIPEJIaraeT CrocoObl UX PeIIeHus 1
0’KU/Ia€MbI€ PE3yJIbTaThl; OLIEHUBAET NPEAJIOKEHHBIE CIIOCOOBI ¢ TOUKHU 3PEHUS COOTBETCTBUS
LIEJIA [TPOEKTA

- [Inanupyet peannsanuro 3a1a4d B 30HE CBOEH OTBETCTBEHHOCTH € YYETOM UMEIOIIUXCS
pECYpCOB U OTPAaHUYECHUH, NEUCTBYIOIIMX IIPABOBBIX HOPM

- BeinosHseT 3aa4n B 30HE CBOEH OTBETCTBEHHOCTH B COOTBETCTBUU C 3aIUIAHUPOBAHHBIMU
pe3ynbTaTaMu U IPEICTaBIAET PE3YJIbTAaThl IIPOEKTA, PEIaraeT BO3MOKHOCTH UX
UCIIOJIb30BAaHUS U/UJIM COBEPILIEHCTBOBAHUS

IIK-2 CnocoGeH oCymIeCTBIIATh JOKYMEHTALlMOHHOE 00eCIIeYeHne yIpaBIeHUs OpraHu3auen
- Opranusyer 1 peraaMeHTUpyeT JOKYMEHTUPOBAHUE YIIPABICHUYECKOM EATENbHOCTH B
OpraHu3anuu

- OpraHusyeT U perjiaMeHTUpYyeT JOKYMEHTOO00pOT B OpraHU3aliu

- Opranusyer, periaMeHTHpPYET OEpaTUBHOE XPAaHEHUE U UCIIOIb30BaHUE JOKYMEHTOB B
OpraHu3aluu

IIK-3 CriocoGeH opraHn3oBaTh U aIMUHUCTPHPOBATH JACATEIBHOCTD IO OPTaHU3AIMH TPyAa U
OILIAThI IIEPCOHAIIA

- OGecnieunBaeT JOKYMEHTALlMOHHOE U OPIaHU3al[MIOHHOE COIIPOBOKACHUE CUCTEMBI
OpraHM3al|y U OIUIAaThl TPyZAA IIepCOHaIa

— Ha OLEHKY «OTJMYHO» (5 0aioB) — 00y4yarouuiicss 1eMOHCTPUPYET BHICOKUN YPOBEHD
c(OPMHPOBAHHOCTH KOMITETEHIINH, BCECTOPOHHEE, CUCTEMAaTHYECKOE M TIIyOOKOE 3HAHUE
yueOHOro MaTepuana, CBOOOIHO BBIMOJIHSAET MPAKTUYECKUE 3aJaHHsl, CBOOOTHO OIEpUPYET
3HAHUSIMH, YMEHUSIMH, IPUMEHSET UX B CUTYAIMSIX TOBBIIICHHON CIIOKHOCTH.

— Ha OLIEHKY «Xopo1o» (4 6aina) — o0yyaronuiicss 1IeMOHCTPUPYET CPEAHUA YPOBEHB
c(OpPMHPOBAHHOCTH KOMITETCHIINN: OCHOBHBIE 3HAHUS, YMEHHUSI OCBOCHBI, HO JIOMTYCKAIOTCS
HE3HAYUTENbHbIC OINOKU, HETOYHOCTH, 3aTPYIHEHUS IPU aHATUTUYECKUX OTEPaLIUsX,
nepeHoce 3HaHWK M YMEHUH Ha HOBBIE, HECTaHIAPTHBIE CUTYAIHH.

— Ha OLIEHKY «Y/JA0BJIETBOPUTEJIBHO» (3 Oauia) — 00yJarouuiicss JeMOHCTPUPYET MOPOTrOBBIN
YpOBEHb C(HOPMHUPOBAHHOCTH KOMITETEHIIUN: B X0J1€ KOHTPOJIBHBIX MEPOIIPHITUHN JTOITYCKAIOTCS
OLIMOKH, IPOSIBIISIETCS] OTCYTCTBUE OTAETBHBIX 3HaHUH, yMEHUI, HAaBBIKOB, 00y4aroLuiics
UCTIBITHIBACT 3HAYUTEIBHBIC 3aTPYAHECHUS TIPU ONIEPUPOBAHIH 3HAHUSMH U YMEHHUSIMH TIPU MX
HepEeHOCEe Ha HOBbIE CUTYAIUH.

— Ha OLIEHKY «HeY/I0BJIeTBOPUTEJIbHO» (2 O6aita) — oOydaromuiics AeMOHCTPUPYET 3HaHUS He
6onee 20% TeopeTHUECKOTO MaTepHraa, JOMyCKaeT CYIIeCTBEHHbIE OIIUOKU, HE MOXKET
M0Ka3aTh MHTEJUICKTYaJIbHBIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.

— Ha OLIEHKY «HEeyA0BJIeTBOPUTEIbHO» (1 Oat) — oOyuaromuiicss He MOKET I0Ka3aTh 3HAHUS
Ha YpOBHE BOCTIPOM3BEICHUS U 00BsICHEHUSI HHDOpMAIIHH, HE MOXKET TT0Ka3aTh
MHTEJUIEKTYaJIbHbIC HAaBBIKU PEIIEHUs MPOCTHIX 3ajau.



Ipuioxkenue 3
MeToauyeckne yKa3aHHus MO NOATOTOBKE K NPAKTHYECKUM 3aHIATUAM

Tema 1.1. IlpunsiTie pemieHnid Kak QyHKIHS yIIPaBICHUSI.

Bo3HukHOBEHME Hayku 00 yIpaBlIE€HYECKMX PEIICHUAX U €€ CBA3b C JIPYIrMMH HayKaMH
00 ympasneHuu. Curyauus BblOOpa Kak ()yHIaMEHTalbHAas XapaKTEPUCTHUKA YEIOBEYECKOIro
CYyILECTBOBAHMSI.

Tema 1.2. Ponb uenoBedeckoro (pakropa B mpolecce NPUHIATUS PELICHNH.

Tunosoruss cyOBeKTOB, NPUHUMAIOIIUX peleHus. HWHIuBUAYaTbHO-TMYHOCTHBIE U
npodecCHOHATIbHBIE KadecTBA M XapaKTEPUCTUKU CYOBEKTOB, NPUHUMAIOUINX PpEIICHUS.
[ToHsiTHE «aBTOPUTET PYKOBOJUTENS», €O BUIBL.

Tema 1.3. CouuanbHO-TICUXOJOTHYECKUE OCHOBBI TOJTOTOBKH  YIPaBICHUYECKUX
peLeHui.

Conuonornyeckue ¥ ICUXOJIOTMYECKME METOAbl YIPABICHUS MpU peallu3aluu
YIpaBJIEHYECKUX PEelIeHUI. DTHYEeCKHEe OCHOBBI pa3pabOTKU YIPaBIEHUYECKUX PEIICHUH.

2. Paznen. Opranuszanus Inpouecca MPOSKTUPOBAHUS U peaM3aludl YIpPaBICHUYECKHX
JIOKYMEHTOB.

Tema 2.1. TeopeTnueckue 0CHOBBI pa3pabOTKHU yIIPaBIEHYECKUX TOKYMEHTOB.

[lonstue «pemenue». Ilpupoga u cymHocTh pewieHu. Tunosorus U QyHKUMH
yhpaBieH4YecKux pemreHnit. Kiaccudukanus yrpaBleHUYeCKUX pelIeHUi. YTpaBiIeHUYECKHe
JOKYMEHTBHI KaK crtoco0 (puKcanum ynpaBiIeHYeCKHX PEIICHUH.

Tema 2.2. YcnoBus u GpakTopbl KauecTBa YIPaBICHUECKUX JOKYMEHTOB.

TpeboBanus k ynpaBieHYecKUM JokyMeHTaM. ObecnieueHre KauecTBa yIpaBIeHYECKHX
JIOKyMEHTOB. KOHTpOJIb KauecTBa yIpaBIeHYECKUX JOKYMEHTOB.

Tema 2.3. TpeOoBaHus K OpraHu3allMyd Ipolecca pa3pabOTKU YHPaBICHYECKUX
JIOKYMEHTOB.

DneMeHTbI TEXHOJIOTUHI pa3paboTKu yIpaBIECHUYECKUX JIOKYMEHTOB.
[TocnenoBarenbHOCTh pa3paOOTKHU U MPUHATHUS YIIPABICHUYECKUX TOKYMEHTOB. DTalbl Ipolecca
pa3pabOTKU U peaau3aluy yIpaBIeHYECKUX TOKYMEHTOB.

Tema 2.4. D¢ HekTUBHOCTD YIPAaBIEHUECKUX PEIICHHUA B JOKYMEHTAX.

@dakToppl  KayecTBa  ympaBieHYeckMX  pemieHMA.  OueHka  3(pQPEeKTUBHOCTH
ynpaBieH4eckux pemeHnid. Cucrema oueHkH 3()(EeKTHBHOCTH JEATETBHOCTH PYKOBOISIIUX
paOOTHUKOB. AHAJIM3 YIPaBIEHUYECKOM JOKYMEHTAllMM [0 peaM3aluu YIpaBICHUECKUX
pELIEHU.



