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1 [lnannpyemMble pe3yabTaThl 00y4UeHHs M0 JUCHUIIMHE, COOTHECEHHbIE ¢
ycraHoBJeHHbIMUA B OIIOII BO unaukaTopamMu 10CTHKEHUS] KOMIIETEHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

VK-I1.
OCYILIECTBIISIT
KPUTUYECKHUN
CHUHTE3

Crnocoben
TIOWCK,
aHaM3 ™
nH(OpMaITIH,
MPUMEHSITh CHCTEMHBIH
MOAXOJ  JIsl  pEUICHUs
MMOCTABJICHHBIX 3314

3Harp (3): 3HATh HOPMATHBHO-TIPABOBBIE M METOAMYECKHE JOKYMEHTHI,
perIaMeHTHPYIOIINE BOIPOCHI JIEIIOTIPOU3BO/ICTBA 17§
JOKYMEHT0000pOTa; 3HaTh OCHOBHBIE TpPeOOBAaHUS K COCTABJIICHHUIO
JIOKYMEHTA; 3HaTh OCHOBHBIE HAIIPaBJICHUE B paboTe ¢ JOKYMEHTAMH TIO
yHHQUKAIUK ©  CTaHJApTH3alMU JIOKYMEHTOB; 3HATh OCHOBHEIC
TpeOOBaHMsSI K COCTABICHUIO JOKYMEHTOB, ()YHKIIMUA JIOKyMECHTa,
KJIACCU(PUKAIUIO JIOKYMEHTOB, CIIOCOOBI JIOKYMCHTUPOBaHUS; 3HATh
COBpPEMEHHbBIC TEXHHUYECKHE CPEJICTBA U MHPOPMAITHOHHBIC TEXHOJIOTHH,
HCIOJIb3YEMBIC ITPU PCIICHUM KOMMYHUKATUBHBIX 3a1a4.

Ymers (Y): YMeTh rpaMOTHO HCIOIB30BATh MOMCKOBBIE BO3MOKHOCTHU
CHUCTEeM  DIIEKTPOHHOTO  JOKYMEHTOO00OpoTa;  pa3dmpaThCcsi B
knaccuukaTopax — pa3NUYHBIX  BHAOB, yYMETh  IOJIb30BAThCS
HOMEHKJIATYpPOM JIeJI, MEPEYHIMH JTOKYMEHTOB C Pa3JIMYHBIMH CPOKAMHU
XpaHEHUsl.

Baagers (B): B1aseTh NOHATUIHBIM anapaToM AUCLMILIAHBL; BIAJIETh
HaBBIKAMHU HCIIOJIE30BAaHUS COBPEMEHHBIX TEXHHUYECKHX CPENCTB M
I/IH(bOpMa]_[I/IOHHLIMI/I TCXHOJIOTHUAMU TIPU PCHICHUHN KOMMYHHKATHBHBIX

VK-4. Cnocoben
OCYIIIECTBIIATH JICTIOBYIO
KOMMYHHKAIIUIO B YCTHOM
Y IMCbMEHHOM (popmax Ha
rOCYIapCTBECHHOM SI3BbIKE
Poccuiickoii @eaepauuu u
WHOCTPaHHOM (BIX)
sI3bIKE(aX)

3aa4 TIOATOTOBKH OCHOBHBIX BHJIOB JIOKYyMEHTOB, HCIOJIb3YEMbIX
paboOTHUKAMH.
3nate (3): CoBpeMeHHYI OpraHU3alUi0 JOKYMEHTOO0OpOTa W

TeHJeHIuU ucnoiab3oBanus AC/l; 3HaTh 3Tambl TOKyMEHTOOOOpOTa B
OpraHM3alli{; 3HaTh TIpaBUJa PETUCTPAIlMM W HWHACKCHPOBAHHUS
JMIOKYMEHTOB; 3HaTh OPTraHW3alMI0O KOHTPOJIS HAJX HWCIOIHEHHUEM
JIOKYMEHTOB. 3HaTh OCHOBHBIC TPEOOBaHHS K apXHUBHOMY XPaHCHHIO
JIeJT; 3HaTh OPraHU3aIUI0 OIEpPAaTHBHOTO XPaHEHUS JIOKYMEHTOB B
TEKYIIEM JeJIONPOU3BOICTBE.

YMmets (Y): yMETh BECTH JETOBYIO NMEPEIUCKY, YIUThIBas 0COOEHHOCTH
CTHIIICTUKHU ouIanbHBIX u Heo(UIHaTbHBIX iceM,
COLIMOKYNBTYpHBIE paznuuusi B QopMmare KOPPECIOHACHIIMU Ha
rOCy/IapCTBEHHOM W MHOCTPAaHHOM (-bIX) SI3BIKAX; YMETh COCTABIATH H
odopmIIATh YIIPaBJICHYECKHE, UH(POPMAITMOHHO-CIIPABOYHBIC
JIOKYMEHTBI, B COOTBETCTBHH C TPEOOBaHHMSIMH NPABOBBIX AaKTOB H
CTaH/IapPTOB; YMETh BHEAPATh PAIMOHAIBHYIO TEXHOIIOTHUIO TIpUeEMa,
MPOXOKACHUS, TIOATOTOBKH U OTIIPABKH JIOKYMEHTOB B TPaJWIMOHHBIX
YCIIOBHSIX U B YCIOBHUSX paboTsl ¢ mpumeHeHneM ACY.

Bnagers  (B): HaBBIKAMH  COCTaBJI€HMS WU odopmieHus
OpTraHU3alMOHHO-PACTIOPSANTEIPHON W WMH(POPMAMOHHO-CIIPABOYHON
JNOKyMeHTaluu, ¢ npuMeHenneM ACY; BrnaieTh HaBbIKaMd paboTHI B

cuctreme ACY; BiageTp HaBBIKAMU IMPABHILHOTO MPUMEHEHHS
HOPMAaTUBHBIX  IPABOBBIX  aKTOB, METOJAMYECKUX JIOKYMEHTOB,
perjiaMeHTHPYOIINX BOIPOCHI JICJTOTIPOM3BOICTBA i
JIOKyMEHTO000poTA.

2. lleqin m 321241 OCBOCHUSA Y4eOHOM QUCHUIUIMHBI, MECTO JUCUMILIMHBI B CTPYKTYype

JucuunnmHa «/lenonpon3BoacTBoy

OIIOoII BO

OTHOCHUTCSI K 4acTu (HopMUpPYeMOil ydacTHUKaMHU

00pa3oBaTeNbHBIX OTHOIIEHWH OCHOBHOW Mpo(eCcCHOHANTBHOM 00pa3oBaTebHONW MPOTPaMMBbl
Beicuiero oopazoBanus 20.03.01 «TexHnochepnas 6€30macHOCTH»



Llenplo W3y4yeHUs AMCUUIUIMHBI - SBISETCS (POPMHUpOBAHUE Y CTYJACHTOB 3HAHUI
TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JAHUS JTOKYMEHTOB B CUCTEME YIIPABJICHUS, A TAKKE
npuoOpeTeHrue HABBIKOB T'PaMOTHOM #  A(PQEKTUBHONH  OpraHW3allid  COBPEMEHHOIO
JIEJIONPOU3BOJICTBA HA NIPEATIPUATHUM.

JUia peanusanuu IOCTAaBICHHOW LE€IU, B IPOLIECCE OCBOCHMSA AUCLUIIIMHBI
«Jlemonpon3BoaCTBO» ObUIH CHOPMHUPOBAHBI CIEIYIOLINE 3aJa4u:

— U3y4UTb  3aKOHOJATEIbHBIE M  HOPMATHBHO-METOIUYECKHE  JTOKYMEHTHI,
periaMeHTHpyrolye padoTy ¢ JOKYMEHTaMH OpraHU3alllu;

— O3HaKOMHMTb C TIpaBWJIaMH COCTaBJIE€HHUA U OQOPMIIEHUS YIPABICHUYECKHX
JIOKYMEHTOB;

— O3HAaKOMHTH OOY4YaIOHMIMXCS C TPeOOBAHMSMHU HOPMATHUBHBIX IIPABOBBIX aKTOB,
PErIIaMCHTHUPYIOIUX OPAAOK CO3AaHUA U ABUKCHUSA JOKYMCHTOB,

— chopMupoBaTh y 00y4arolUXcsl MPAKTUUECKUE HABBIKM FOPUAMYECKH T'PAMOTHOIO
o(opmiIeHHs JOKYMEHTOB, C Y4ETOM MOJIOKEHUH HOPMATHUBHBIX IOKYMEHTOB;

—  M3Y4YUTh HOPSAAOK pabOTHI C JIMYHBIMU U CIIY)KEOHBIMU JOKYMEHTaMU;

— o0ecrneynTh yCBOEHHE OCHOBHBIX MPaBUJ 00paOOTKH U XpaHEHUs JOKYMEHTOB.

- C(bOpMPIpOBaTI) HaBBbIKM COCTAaBJICHUA H O(l)OpMJICHI/IFI OCHOBHBIX HJOKYMCHTOB
yIIpaBJICHUS;

—  HBY4YUTh paboTy CIyXObl JOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIIPABIICHNUS,

— O3HAKOMHUTbH CIIyHIaTeJed C COBPEMEHHBIMM TEXHOJIOTHSIMH  OpraHHU3aluu
JIOKYMEHTO000pOTa MPENNPUATHIA U OpraHU3al|ii.

3. O0beM y4eOHO# TMCHUIUIMHBI B 324€THBIX €IMHULIAX ¢ YKAa3aHHEM KOJHYecTBa
aKaJeMHYeCKHX YacOB, BbI/IEJIEHHBIX HA KOHTAKTHYI0 PadoTy 00y4aomuxcs ¢
npenoaaBareJsieM (10 BUIaM y4eOHbIX 3aHATHIl, TEKYIIHIl M MPOMEKYTOYHbII KOHTPOJIb MO
AUCUHUIIJIMHE) M HA CAMOCTOSITEJIbHYIO Pa0oTy 00y4arommxcs

3.1 Oynas ¢opma 00yueHus

Buj yue6HO#M paboThI 2 ceMecTp

OO6m1ast TpyI0€MKOCTh TUCIMIUIUHBI, 32a4ETHBIX €AMHUIL 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padoTa, 4acoB 32,25

B T.4. 3aHATHUS JICKIIMOHHOTO THITA 16
3aHATUS CEMUHAPCKOTO THUIIA 16
ITPOMEXKYTOYHAsl aTTECTALIMS 0,25
CamocrosiTesibHas padoTa 00yyalouuxcs, 4YacoB 111,75

4. Conep:kanue JUCHUILUINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3aejiaM) ¢ yKa3aHHueM
OTBEJE€HHOI0 HA HUX KOJHYECTBA aKA/IeMUYECKHUX YaCcOB U BUIOB y4eOHbIX 3aHATHIA
4.1 Ilepeuenv pazoenoe OucyunIUHBL C YKA3AHUEM MPYOOEMKOCHU AYOUMOPHOU
(KOHmMAaKmHMoIl) u camocmoamenbHoll padbomsl, 6U008 KOHMPOJIEll U NePeYHs KOMNEmeHUull
Ounas ¢popma 00yueHust

TpynoeMKoCTb, 4acoB Kon
B TOM UHCIIE HaumeHoBaHue | KOMIIETEHIIUU
HaumenoBaHnue pa3zienos U Tem ayJUTOPHOU OLIEHOYHOT'O
BCETO .. |caMmocTosTen
(KOHTaKTHOM) o CpeJlcTBa
bHOU paboTHI
paboThI
Paznen 1. TeopeTnueckue TpakTiyeckas
48 10 38 6
OCHOBBI [1€/J10IIPOU3BOCTBA padoTa, TeCT,
1.1 Uctopus pa3BuTus pedepar, noxaz VK-1
rOCyJapCTBEHHOT'O 16 3 13
JIETTONPOU3BOJICTBA B Poccun




1.2 Lenu, 3amauv ¥ TPHHIUIBI

COBPEMEHHOI0 16 3 13
JeTOIPOU3BOJICTBA
1.3 Knaccudukamus 16 4 12
JOKYMECHTOB
Paznen 2. CoBpemeHHbIe IMpakTinyeckoe YK-4
TpeGoBanusi K 0(hOPMIICHHIO 48 10 38 3ajaHme (Ha
JIOKYMEHTOB COCTaBJICHUE U
2.1. HopmaTuBHO-TIpaBOBBIC H oopmnenne
METOTUYCCKHE 24 5 19 OpraHu3alnOHHO-
OCHOBBI JIEJIONPOU3BOACTBA p ngi?}iﬁgi‘;’;m
2.2 CocraBiieHue JIOKYMEHTOB, TeCT,
OpraHU3aNOHHO- YCTHBII OTBET Ha
pacmopsAUTENbHBIX U 24 5 19
nH()OPMAMOHHO CIIPABOYHBIX BOTPOC AoKan
JOKYMEHTOB
Paznen 3. Opranuzanus pa6éorsl 47,75 12 35,75 IpakTiyeckoe YK-1, YK-4
C IOKYMEHTAMHM 3ajanue (Ha
3.1 Oprauusauus COCTaBJICHUE U
JIOKyMEHT0060pOTa B 12 3 9 odopmierue
opransai Lampomax
3.2 OCO6VGHHOCTI/I pa60T1,1vc 12 3 9 JIOKYMEHTOB, TecT,
KaJpOBOH JIOKyMEHTaIHel YCTHBIH OTBET Ha
3.3 Opranuzauus paGoTh ¢ 12 3 9 BOIIPOC
o0palIeHUsIMH TPaKJIaH
3.4 DnexTpOHHBIH 1175 3 8,75
JOKYMEHTO00OPOT B OpraHU3aLUH
Hroro 3a cemectp 143,75 32 111,75
IIpoMeskyTOUHAS aTTECTAIUS 0,25 0,25 Urorosoe YK-1, YK-4
TECTUPOBaHME,
MUCHbMEHHbBIN
OTBET Ha
9K3aMEHAIMOHH
bl BOIIPOC
HUTOI'O no xucuuijimHe 144 32,25 111,75




4.2 Coodepicanue oucuyuniunsl no pazoenam
Pa3nes 1. Teopernyeckue OCHOBBI 1eJIONPOU3BOACTBA

e — wu3yyeHHE TEOPETHUYECKUX OCHOB PA3BUTUS TOCYJAPCTBEHHONH CHCTEMBI
JenonpousBozcTsa B Poccuu.

3agauM — M3y4YUTHh OCHOBHBIC TMOHSTHS B CHUCTEME JEJIONPOU3BOJICTBA, U3YYUTh LEIH,
3aJjaud ¥ NPHUHLHUIIB COBPEMEHHOTO JI€JIONPOM3BOJICTBA; M3YyYUTh OCHOBHBIEC 3Tallbl Pa3BUTHS
rOCyJapCTBEHHOTO JIeI0Npon3BoicTBa B Poccun.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jesia:

1.1 Ucropus pa3BUTHSA TOCYIaPCTBEHHOT'O JICJIONPOM3BOICTBA B Poccuu
1.2 Ienwu, 3a1a4u ¥ IPUHIIAIIEI COBPEMEHHOTO JCIIOTPON3BOICTBA

1.3 Knaccudukaius J0KyMEHTOB

Pa3pnen 2. CoBpemeHnHblIe TPeOOBaHNUS K 0(pOPMIICHHIO JOKYMEHTOB

Hean — wusydeHue TpeOOBaHMII M HOPMATHBHO-METOIUYECKHX JOKYMEHTOB K
COCTAaBIICHUIO H O(GOPMIICHHIO OPTraHU3aMOHHO-PACTIOPAAUTEIBHBIX ¥ WH(POPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, ¢ IpuMeHeHneM ACY.

33}13‘11/[ - HpI/IO6peTeHI/I€ HAaBbBIKOB TIPHUMCHCHUSA HOPMATUBHO-IIPABOBBIX AaKTOB,
METOJIUYECKMX  JOKYMEHTOB,  PETJIAMEHTHPYIOUIMX  BONPOCHI  JEJIONPOM3BOJACTBA |
JOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(POPMIICHHH
OpraHU3alMOHHO-PACIIOPSAUTEIBHBIX H HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

ITepedyenn y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI AEIONPOU3BOACTBA
2.2.  CocraBieHHe  OpraHU3alMOHHO-PACHOPSIUTENBHBIX M MH(OpMaIMOHHO-
CIIPABOYHBIX IOKYMEHTOB

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

Heau — usyunth paboTy CIyKOBI JOKYMEHTAIMOHHOTO OOECIEeUeHHUs YIPaBIICHNUS,
paccMOTpeTh 3TaIlbl JOKYyMEHTO000pOTa B OPraHM3alMU; PACCMOTPETh OCHOBHbIE TPEOOBAHUS K
0(OpPMIICHHIO KaIpOBOW JOKYMEHTAIMN U JOKYMEHTAIUH 110 3asBUTEIbHBIM JOKYMEHTaM.

3agaun: O3HaKOMUTH O0Yy4YaIOUIUXCS, C TPEOOBAHMSAMHM HOPMAaTHBHBIX IIPABOBBIX AKTOB,
perJaMeHTHPYIOIMIMX MOPSAJOK CO3/IaHUS U JBUKEHHS JTOKYMEHTOB; O3HAKOMMTH CTYJIEHTOB C
JTanaMu MPOXOXKACHUS JIOKYMEHTOB; c(hopMUPOBaTh y OO0yYaromuUXcs MPAKTUYECKHE HABBIKU
rpaMOTHOTO OGOpPMJIEHHSI JTOKYMEHTOB, C YYE€TOM TIOJOKEHUN HOPMATUBHBIX JIOKYMEHTOB;
U3YYUTh MOPSJIOK pabOThl C JIMYHBIMH M CIYXKEOHBIMU JIOKYMEHTaMH; OOECIEUHUTh YCBOCHHE
OCHOBHBIX NpaBui o0paOOTKU JOKYMeHTOB ¢ mpuMmeHeHueM ACY; 03HaKOMUTH CiIylIaTeneu c
COBPEMEHHBIMU TEXHOJOTHSIMUA OPTaHU3aIMH JOKYMEHTOO00pOTa MPEePUATUI U OpraHu3aIuil.

IlepeueHb y4eOHBIX 3JIEMEHTOB pa3jea:
3.1 Opraam3anus JOKyMeHTO000pOTa B OpraHu3aIliu
3.2 OcobeHHOCTH paboThI ¢ KaJIpOBOM JOKyMEHTAIIHEH
3.3 Opranusanus paboThl ¢ 00palIeHUsIMU IpaxaaH
3.4 DNeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHu3aluu

5. OneHoYHBIEe MATEPUAJIBI IO TUCHHILTHHE
OHGHO‘IHBIG MaTepI/IaJIBI 110 OUCHUIIIINHEC Hpel[CTaBJICHBI B BHUIC (bOHI[a OLICHOYHBIX
CPEJICTB.



6. MaTepuajibHO-TEXHUYECKOE U YUeOHO-MeTOAuYecKoe odecnevyeHre JUCHUIIIMHBI

6.1  Ilepeuenvy  yueOHO-MemoOOUUECKO20

«/lenonpouzeoocmeo»

obecneyenusn no oucuuniune

No
n/m

ABTOp, Ha3BaHWE, MECTO M3MIaHUS, U31ATEILCTBO, TOJ M3AHUS, KOJTHMYECTBO CTPAHHII, PEIKUM

JIOCTyTIa

1

MeToauueckue YKa3aHuA 110 U3YUYCHUIO JUCHUIIIIMHBL

6.2 llepeuensd yueonvix uzoanuil, HeOOX0OUMBIX 0711 0CB0CHUA OUCUUNTUHBL *

OneKTpoHHbBIE YIeOHBIe N3aHMs B AIEKTPOHHO-0MOIMoTeyHbIX cuctemax (9bC)

No | ABTOp, Ha3BaHUE, MECTO U3JIaHUS, TOJl U3AaHUA, Ccplika Ha ydyeOHoe uzganue B ObC
/11 KOJIMYECTBO CTPAHUII
OcHOBHas:
1. |Maropun C. 1. MHpOopManmOHHbIE CHCTEMBI: http://dspace.bsu.edu.ru/bitstream/123456789/325
VuebHo-npaktuueckoe nocodue / C.M. Maropus, 8/1/Matorin_Inform_sist.pdf
O.A. 3umoBen— benropoa: Uzn-so HIY benl'V,
2012. - 231 c.
2. |Hudopmarmonnsie cuctemsl : yueb. mocodue / E.B. | http://window.edu.ru/resource/260/68260/files/Te
Bypuesa, N.I1. Pak, A.B. Cenesnes, A.B. Tepexos, |rehov_c.pdf
B.H. Yepnsbimog. — Tam- 608 : M3x-Bo Tamo. roc.
TexH. yH-Ta, 2009. — 128 c.
JlonoHUTEIbHAS
1. |Marseiikun, B.I'. M336 Unremtextyansheiii ananu3 | http://window.edu.ru/resource/098/64098/files/m
BBITIOJTHEHHsI OM3HEC-TIPOIIECCOB B CH-CTEME atveikin-s.pdf
3JIEKTPOHHOT'O JIOKYMEHTO0000pOTa : yueOHOe
nocobue / B.I'. Marseiikun, b.C. JIMuTpreBckuii,
H.P. JIstiua. — Tam00B : U3n-Bo Tam0. roc. TexH.
yH-Ta, 2008. — 88 c.
2. | Kopones M.U., Kopones I.M. Unpopmarmonnsie | http://window.edu.ru/resource/896/62896/files/ish
CHCTEMBI B 0aHKOBCKOM Jieiie. YyeOHoe rmocooue. — d.pdf
Benropon: M3natenscto benl'V, 2004 — 293 c.
6.3 Ilepeuens IneKmpoHHBIX 0OPA306AMENbHBIX PECYPCOB
Ne DJIeKTPOHHBII 00pa3oBaTelbHbIil pecypc Hoctyn B DOP (cers UHTEpHET, TOKATbHAS
n/n ceTh, ABTOPU30BAHHbII/CBOOOAHBII A0CTYH
1 Poccuiickast HalnoHanbHast OMOIMOTEKA http://nir.ru/lawcenter_rnb
[QnexTpoHHBIN pecypc]
2 Poccwiickas ['ocynapcTBeHHas OubimmnoTeka http://www.rsl.ru
[aexTpoHHEIH pecypc].
3 denepanbHblil 00pa30BaTEIbHBIN TTOPTAT http://www.ecsocman.edu.ru
«DKOHOMHKA, COIIMOJIOTHSI, MCHE/PKMEHT)

6.4 Coepemennvie npogheccuonanvuvie 6azvl OAHHBIX, UHPOPMAYUOHHBIE CRPABOUHDLE
cucmembl u TUWEH3UOHHOE NPOZPAMMHOE 00ecneyenue

CoBpeMeHHbIE TPO(ecCHOHAIbHBbIE 0a3bI JaHHBIX
1. https://rosstat.gov.ru/ - ®enepanpHas ciry)0a rocy1apCTBEHHON CTaTHCTHKH.

2. https://cyberleninka.ru/ - waydnas 37aeKTp

(Open Access).

3. http://link.springer.com/ - monmHOTEKCTOBAS

KHUT M3/1aTeabcTBa Springer Nature.
4. http://fcior.edu.ru/ - denepanbHbIii IEHTP HHGOPMAIHOHHO-00PA30BATEILHBIX

OHHasi OMOJIMOTEKAa OTKPBITOTO JOCTyMa

KoJuteKus (06a3a MaHHBIX) AIEKTPOHHBIX



https://rosstat.gov.ru/
https://cyberleninka.ru/
http://link.springer.com/
http://fcior.edu.ru/

pecypcos.
5. http://window.edu.ru/ - Wudopmanuonnas cuctema «EamHoe OKHO gocTyma K

00pa30BaTEIbLHBIM PECYPCAM»

HNHpopManuOHHBIE CIIPABOYHbIE CHCTEMBI
1. HudopmanumonHo-crpaBouHas cucrema «I['apant». — URL: https://www.garant.ru/
2. MWudopmammonno-cnpaBoyHass cucrtema «Koncymprant Ilmoc». — URL:
http://www.consultant.ru/
3. ®ecnepanbHas ciry:kba rocy1apcTBEHHON cTaTUCTHKH - http://www.gks.ru

4, Coser ®enepamun DenepanbHoro CoOpanust  Poccuiickoii  Deaepanuu
http://www.council.gov.ru/index.html

5. Odummaneusiii caiit Ilpesunenta Poccuiickoit deneparuun

6. http://www.president.kremlin.ru/mainpage.shtml

7. Caiit «ApxuBbsl Poccum» mon srumoit depepanbHOro apxXMBHOIO AareHTCTBA
(Pocapxwusa) http://www.rusarchives.ru

8. Iloptan rocymapcTBeHHBIX U MyHULIMIIATBHBIX YCIyT http://www.gosuslugi.ru/ru/

9. ®denepanpHas ciyx0a 1Mo HaI30py B cdepe CBs3H, HHYOPMAIMOHHBIX TEXHOJIOTHIA
u MaccoBbix kommynukaiuit, ®I'YIT HTL] "Undopmpeructp"” http://www.inforeg.ru

10. CnpaBouno-npaBoBas cuctema «KoHcysprant rmoc» http://www.consultant.ru/

11. CnpaBouno-nipaBoBas cuctema «l apant» http://www.garant.ru/

12. Bcepoccuiickuii Hay4YHO-HCCIEIOBATEINbCKHI HHCTUTYT JIOKYMEHTOBEICHHS W
apxuBHoro jaena (BHUMJIA) http://www.vniidad.ru

JIuleH3n0HHOE MPOrpaMMHOe o0ecrevyeHue

1. Microsoft Office (Access, Excel, PowerPoint, Word u T. 1),

2. OpenOffice, JIrorukc (OecruraTHOE MPOrpaMMHOE O0ECTICUeHUE IMUPOKOTO KIlacca),

3. cucrema JMCTaHIIMOHHOTO 00yueHus Moodle (www.edu.rgazu.ru),

4. Beounap (Adobe Connect v.8, Zomm, Google Meet, Skype, Mupamnomnuc),
porpaMMHOe oOecrieueHue dIEKTPOHHOTO pecypca caiita, Bkiaoyas ObC Agrilib u Buneokanan
PI'A3VY (http://www.youtube.com/rgazu),

5. anTuBUpYycHOoe nporpammuoe obecrieuenue Dr. WEB Desktop Security Suite.

6.5 IlepeyeHb y4eOHBIX ayIMTOPHIi, 000PY10BAHUS M TEXHHYECKHX CPeICTB

o0yueHust
IIpennasnauenue Ilepeuensn
MOMeleHH s Haumenosanue kopnyca, o0opynoBanusa (B T.4. BHPTyaJdbHble AHAJOIH) H
Ne nomemenust (ayauropum)
(ayauTopun) TEeXHUYECKUX CPeACTB 00yueHus ™
s sansmui | Y4eOHO-aAIMUHUCTPATUBHBIN Creunanu3upoBaHHas MeO0eb, Habop
JIEKYUOHHO20 MUna KopIyc. JIEMOHCTpalMOHHOTO 00opynoBanus, npoekrop EPSON
Ka6. 129. EB-1880, okpaH HacTEHHBIH MOTOPH3WPOBAHHBIN
SimSCREEN
s sanusamui | Y4eOHO-aAMUHUCTPATUBHBIN CrerpamiupoBaHHas MeOesb, HabOp JEMOHCTPAIMOHHOTO
cemunapckozo  muna, | KOPIyc. 000pyI0OBaHus M Y4eOHO-HATISIHBIX ITIOCOOMH, NPOEKTOp
2PYNNOGbIX Ka6. 125,142 SANYO PLC-XV, »53kpaH HacTeHHBIH pYJIOHHBIN
KOHCYTbmayuil, SimSCREEN
NPOMEANCYMOYHOU
ammecmayuu
s Y4eOHO-a IMUHUCTPATHBHBII [Tepconanpable  kKoMmbloTepsl 11  mT. BbeiXog B
CAMOCMOAMENbHOU KopITyC. HHTEPHET, JOCTYI B DJCKTPOHHYIO HH(GOPMAIIMOHHO-
pabomoi [Tomerienue Ut | 00pa3oBaTeNbHYIO CPETy YHHBEPCHTETA
CaMOCTOSITEILHOM paboTHI.



http://window.edu.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://www.gks.ru/
http://www.edu.rgazu.ru/
http://www.youtube.com/rgazu
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VY4ebHo-1abopaTopHbIil

CHCHI/IHJ'II/IBI/IpOBaHHaH Me6eJ'H>, Ha6op JACMOHCTPAlTMOHHOT'O

KOpIIyC. 000pyIoBaHMs, TEpCOHAJBbHbIE  KOMIbIOTephl 11 1mT.
IMomemenne id | Belxom B MHTEpHET, [JOCTYm B 3JIEKTPOHHYIO
CaMOCTOSTENIEHON pabotsl. | mHGOPMAIIIOHHO-00pa30BaTEILHYIO cperny
Kab. 320. YHHUBEPCHTETA

YueOHo-anmuHUCTpaTUBHBIH | Criermanm3upoBaHHas MeOelb, HaOop EMOHCTPAIMOHHOTO
KOpITyC. obopymoBaHU. ABTOMAaTH3MpOBaHHOE pabodee MeCTo
Ka6. 105. Yuebnas ayauropus | s~ MHBAJIUIOB-KOSICOYHHKOB € KOPPEKIIMOHHON
TS Yy9eOHBIX 3aHATUH | TEXHUKOW W WHIYKIHOHHON cuctemoit OnCuc 290;

oOygaromuxcs W3  YHUCIa

nHBaIna0B ¥ i ¢ OB3

ABTOMAaTH3NPOBaHHOE pabouee MECTO TUTST
CTa0OBHIAIMIX W  HE3PAYMX  MOJB30BaTeNlell  co
CTalMOHAapHBIM BHAcoyBennuuteaeM OnCuc 29 ON;
ABTOMaTU3UPOBAHHOE pabouee MeCTO UL
Ca0OBUISIIIUX W HE3PSYMX  MOJb30BaTeNield ¢
nopraTuBHbIM BHneoyBennuutenem OiaCuc 207 CF;
ABTOMaTU3UPOBAHHOE pabouee MECTO ULt
CIa00BUASIINX U HE3PSUUX TOJB30BATENIEH ¢ YUTAIOIIEH
MammHOH O1Cuc 207 CN; AmmapaTHBI KOMIUIEKC C
¢yHKOHEH ~ BHACOYBEIWMYCHWSA W YTEHUS Ui
CTa0OBUIAIINX W HE3pSAUUX Ionbk3oBareneit DnCuc 207
OS.




MuHHCTEPCTBO CeJIbCKOro xo3sicTBa Poccuiickoit @eaepanuu
DenepanabHOE rOCyJapCTBEHHOE 0K0I:KeTHOE 00pa30BaTe/IbHOE YUPeKIeHNEe
BbICIIET0 00Pa30BaAHUA
«Poccuiickuil rocy1apCTBEHHBIA arpapHbIi 320YHbIN YHUBEPCUTET

(I)OHII OLHECHOYHBIX CPEACTB MJIA NMPOBCACHUA TCKYIIECI0 KOHTPOJIA U
l'[pOMe)KyTO‘{HOﬁ arTrecranmumn oﬁyqamnmxca o AMCIUIIJIMHE
«I[CJIOHIJOHZ;BOIICTBO»

Hamnpasnenue noarorosku_20.03.01 TexHocdepHas 6e301macHOCT

HanpasnenHocts (npoduiib) nporpammel TexHochepHas 6€300aCHOCTb

Ksamudukanus_bakanaBp

dopma oOydeHus ouHas

banammxa 2022 r.
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1.0nucanue nokasaresjiell 1 KpUTepHeB OLEHNBAHUSA MJIAHUPYEMbIX Pe3yJbTATOB 00y4eHUs 10 y4eOHOM TUCIUIIUHE

Komnerenmuii HNuauxkarop VpoBe HaunMeHoBaHHe
copmupoBaHHOCTH 0c§0:H:II:* Ilnanupyemsble pe3yabTaThbl 00y4eHHU S OLICHOYHOI0 CpeICcTBa
KOMIIeTEHIM
YK-1. Cnocob6en | 3uath (3): 3akoHOATENbHBIE Ioporosrrit 3HaTh: HOPMaTHBHO-TIPAaBOBBIE M METOJMYECKHE HOKYMeHTHI, | Pedepar, ycTHbII oTBeT Ha
OCYIIECTBIIAT MOUCK, | aKTbI, IOCTAHOBIICHHUS, (YIOBJIETBOPUTEILH | PEraMEHTHPYOLINE BOITPOCHI JIeTIOMPOU3BOICTBA U | BOMpPOC MPaKTHYECKOE 3aJaHHe,
KPUTHYCCKHH aHAaNu3 U | HOPMATHBHBIC JOKYMEHTBI 0) JOKYMEHTO000pOTa; 3HATh ~OCHOBHBIC TpeOOBaHMS K | HTOTOBOE TECTHPOBAHHE, OTBET
CHHTE3 uHGOPMAINH, | PErIaMEHTUPYIOLINE COCTABIICHHIO JOKYMCHTA, 3HATh OCHOBHBIC HANpABICHHC B | HA 9K3aMEHAIMOHHBIH BOMPOC
OPUMEHATh  CHUCTEMHBIH | OpraHH3aIHio paboTe ¢ OOKYMEHTaMH IO YHH()UKAIMH W CTaHIAPTH3alUH
HOAXOA UL  PCLICHHUS | JEJIOMpPOM3BOICTBA B JIOKYMCHTOB; 3HATh OCHOBHBIC TpPEOOBaHMSI K COCTABJICHHUIO
MOCTABJICHHBIX 32124 oprauu3aun JKKX JIOKYMEHTOB; byHKIH JOKYMEHTA, KITacCH(UKALUIO
YMeTb: IPUMEHSATH METOAUKH JIOKYMEHTOB, CIIOCOOBI JOKYMEHTHPOBAHHS; 3HATh COBPEMEHHBIC
noucka, coopa, 00paboTKH TEXHHMYECKUE CPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
I/IH(bOpMaI_[I/II/I, CUCTEMHBIN HCTIOJIb3YEMBIC ITPU PCHICHU KOMMYHHUKAaTUBHBIX 3a1a4.
noaxon AJjist peuICHus YMmerhb: T'PpaMOTHO HCIOJIB30BaThb IMOMCKOBBIC BO3MOXHOCTU
MOCTAaBIICHHBIX 337184 CHCTEMBbI CHCTEM DICKTPOHHOTO JOKYMEHTOO0OpOTa; pasduparscs B
JIeTIOTIPOU3BO/ICTBA U KIacCH(pUKATOpPax pPas3IMYHBIX BHIOB, YMETh MOJIB30BATHCS
JIOKyMEHTO000O0poTa HOMEHKJIATypOH JieJ, NEPEYHSAMU JOKYMEHTOB C pa3IMYHBIMU
OpraHu3aIu CPOKaMH XPaHCHHSI.
Baagers: METOaMH MOKCKA, Baajgers: [OHATUMHBIM = aNmaparoM AWUCUUIUIMHBL, BIAJETh
c6opa u 00paboTKH, IJIst HaBBIKAMH HCIIOJIB30BAHMSI COBPEMEHHBIX TEXHHYECKHX CPEICTB
PEILICHHS MOCTABICHHBIX 3a/1a4 d  MHQOPMAUMOHHBIMH  TEXHOJOTHMAMH  IIPA  PEIICHUA
B CHCTEME JIEJIONIPOM3BOICTBA KOMMYHHKATHBHBIX  3aqad [OATOTOBKM OCHOBHBIX  BHJIOB
JIOKYMEHTOB, HCIIOJIb3YEMBIX Pa0OTHHKOM;
IMpoaBuHyTHIH 3HaeT TBepAO: HOPMATHBHO-NIPABOBBIE M  METOJHYCCKHE Pedepart, yeTHBIN OTBET Ha
(xopouro) JIOKYMEHTBI, PErJIaMEHTHPYIOIIHE BOMPOCH! EIOMPOM3BOICTBA U | BOIMPOC MPAKTHYECKOE 3aIaHue,

JIOKyMEHT0000pOTa; 3HaThb OCHOBHBIE TpeOOBaHUS K
COCTaBJICHHIO  JIOKYMEHTA; TBEpJO 3HAeT OCHOBHbIE
HampaBieHHe B paboTe C JOKYMEHTaMH 10 YHH(QUKAIUH |
CTaHJapTU3alMu OOKYMCHTOB; 3HAaTb OCHOBHBLIC Tpe6OBaHI/IH K
COCTaBJICHHIO JIOKyMEHTOB; ¢byHKIMH JIOKyMEHTa,
KJIaCCU(HKAIMIO JIOKYMEHTOB, CIIOCOOBI JIOKYMEHTHPOBaHUS;
3HaTh COBPEMEHHbIE TEXHUYECKHE CPEJICTBA U MH(POPMAIIMOHHBIC
TEXHOJIOTHH, HCIHOJIb3YEMbIe TPH PELIEHMH KOMMYHHKAaTHBHBIX
3ajad.

YMeer yBepeHHO: JCIIOJIb30BaTh IOUCKOBBIE BO3MOXKHOCTH
CHCTEM DJJIEKTPOHHOTO JIOKYMEHTOOOOpOTa; pa30upaTsCst B
KJ'IaCCI/I(i)I/IKaTOan pas3IM4YHBIX BHIO0B, YMECTH II0JIb30BATHCA
HOMEHKJIATypOH Jel, MEepPeYHAMH MOKYMEHTOB C DPa3IMIHBIMHU
CPOKaMH XpaHEHHUS.

Baajeer yBepeHHO: TOHATHIHBIM alapaToM IUCLIMILIAHBL;
BJIaJicET HaBBIKAMH HCIIOJIb30BAaHHUA COBPEMEHHBIX TEXHHYECKHX
CpeACTB M MH(GOPMALMOHHBIMU TEXHOJOTHUSIMH TPU PEIICHUU

WTOTOBOE TECTUPOBAHUE, OTBET
Ha HK3aMEHallMOHHBIN BOIIPOC
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KOMMYHUKATHBHBIX 3aJad IOATOTOBKM OCHOBHBIX BUJOB
JIOKYMEHTOB, HCIIOJIb3YEMbIX paOOTHUKOM.
Boicoxmnii 3HaeT TBepAO: HOPMATHBHO-NIPABOBBIE U  METOAUYECKUE Pedepar, ycTHbIil oTBET Ha
(0TJINYHO) JOKYMEHTBI, PErNIAMEHTUPYIOIINE BOIMPOCH! AEIONPOU3BOJICTBA U | BOIPOC MPAKTHYECKOE 3a1aHUE,
JOKyMEHT0000pOTa; 3HaThb OCHOBHBIE TpeOOBAaHUS K | MTOTOBOE TECTHPOBAHHUE, OTBET
COCTAaBJICHUIO JOKYMEHTAa; 3HAaTb OCHOBHBIE HAIIPaBIEHHE B | Ha SK3aMEHALOHHBIN BOIPOC
paboTe ¢ OOKyMEHTaMH 10 YHH(UKANH W CTaHIAAPTU3ALMU
JOKYMEHTOB; 3HaTb OCHOBHBIC TpPEOOBAHUS K COCTABICHHUIO
JIOKYMEHTOB; GhyHKIIH JIOKYMEHTA, KITacCU(UKALINIO
JOKyMEHTOB, CHOCOOBI IOKYMEHTHPOBAHUS; 3HATh COBPEMEHHbBIE
TEXHHYECKHE CPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
UCTIOJIb3YEMBIC NPH PEellIeHUH KOMMYHHKATHBHBIX 3a/1a4.
YMeeT yBepeHHO:  HCIIOJB30BAaTh ITOMCKOBBIE BO3MOXKHOCTHU
CHCTEM DJJIEKTPOHHOTO JOKyMEHTO00OpoTa; pa3OupaTbcs B
KIaccU(PUKaTOpax pasJIndHBIX BHIOB, YMETh IIOJH30BATHCS
HOMEHKIIATypOH JAeld, NEpeYHsSMU JOKYMEHTOB C Ppa3IMYHBIMU
CPOKaMH XpaHEHUSI.
Biaaneer yBepeHHO: MOHATHHHBIM aNmapaToM JWCLHUILIUHEIL,
BIIAJIeTh HABBIKAMH HCIIOJIB30BAaHHUS COBPEMEHHBIX TEXHHYECKHX
CpeAcTB W HMH(GOPMAMOHHBIMU TEXHOJOTHUSAMH MpPU PEIICHUH
KOMMYHHKATUBHBIX 3a7ad MOJTOTOBKM OCHOBHBIX  BHJOB
JIOKYMEHTOB, HCTIONIb3YEMBIX paOOTHHKOM;
YK-4. Cnocoben 3nats (3): CoBpemeHHYIO IMoporoswlit 3naer: OCHOBHbIE TpPEOOBAaHUSI K COCTABJICHHIO JIOKYMEHTA. Pecdepar, ycTHBIN OTBET Ha
OCYIIECTBIIATH ACTIOBYIO OpraHU3aIHIo (ynoBiaerBoputeiabH | OCHOBHBIE HampaBleHHe B paboTe ¢ JOKYMEHTaMH IO | BONPOC IMPAaKTHUECKOE 3ajaHue,
KOMMYHHKAIIMIO B YCTHOH | JIOKYMEHTOO0OpOTa U 0) YHUOHUKALMK U CTaHAAPTU3alMU JIOKYMEHTOB; 3HAE€T OCHOBHBIE | HTOrOBOE TECTUPOBAaHHE, OTBET
W MMCbMEHHOM (popMax Ha | TEHIEHIIWH HUCIIOJIb30BAHUS TpeGOBaHUS K COCTABICHHIO TOKYMEHTOB; (DYHKIIMM TOKYMEHTa, | Ha 3K3aMEHAIMOHHBIH BOIIPOC
TOCYAapCTBEHHOM SI3BIKE ACY KJIacCU(UKAIINIO JOKYMEHTOB, CIOCOOBI JIOKYMEHTHPOBAHHUS,
Poccuiickoit ®enepanuun Ymers (Y): BeCTH J€NIOBYIO COBpPEMEHHBIC TPeOOBAaHUS K JOKYMEHTAIIHOHHOMY O0ECTICUCHHIO
1 MHOCTPAHHOM (BIX) HNEPENNCKY, yUUThIBAs yIpaBJICHUS.
A3bIKE(aX) 0COOCHHOCTH CTUIIMCTUKH Ymeer: CocTaBisITh U 0QOPMIIATh YIPABICHIECKHE JOKYMEHTHI,
oduIMaNBHBIX U B TOM dYHcJe HH(DOPMAIMOHHO-CIIPABOYHBIE, B COOTBETCTBHUHU C
Heo(UIMATILHBIX MTHCEM, TpeOOBaHUSMH TIPABOBBIX AaKTOB M CTaHAAPTOB, TPAMOTHO
COLMOKYJIBTYPHBIC Pa3JInins B HCIO0JIB30BaTh ITOMCKOBBIE BO3MOYKHOCTH CHCTEM 3JIEKTPOHHOTO
(bopmare KOppeCHOHAEHIMHU Ha JIOKyMEHTO0000pOTa; paszbuparscs B KJ1acCu(prKaTopax
TOCYNapCTBEHHOM 1 pa3IMYHBIX BHJOB, YMETb IOJb30BAaThCS HOMEHKJIATYpOH Jel,
WHOCTPAaHHOM (-BIX) S3bIKAX. NEPEeYHSIMHU JOKYMEHTOB CO CPOKAMH XpaHEHUSI.
Baaners (B): HaBbikamu Bnapneer: HaBblKaMU NPaBUIBHOTO NPUMEHEHHUS HOPMATHBHBIX
BEJICHUSA JI€JI0BOW MEPENTUCKH, MPaBOBBIX AKTOB, METOIUYECKUX JOKYMCHTOB,
YUYHTbIBasE OCOOEHHOCTH periaMeHTHPYIOIIUX BOIIPOCHI JICJIONPOU3BOJICTBA u
CTHINCTKH O(UIMATBHBIX U JOKYMEHT0000poTa.
HCO(HIMATLHBIX ITHCEM I[IpoaBuHYTHIIT 3uaer TBepao: o COBPEMEHHOU OpraHu3aIuu Pedepar, ycTHblil oTBET Ha
(xopo1o) JOKyMEHTO0000poTa M TeHAeHIuHu ucrnonb3oBaHusa AC/I; 3HAaTh | BONPOC MPAaKTHUECKOE 3aTaHUE,

3Tamnbl JOKYMEHTO000pOTa B OpraHNU3aINH; TPAaBHUIIa PETUCTPALAN
Y WHACKCUPOBAaHUS JOKYMEHTOB;, 3HATh OPTaHMU3AIIMIO KOHTPOJSA

HWTOTOBOE TECTHPOBAHHUE, OTBET
Ha SK3aMEHAIIMOHHBIN BOIIPOC
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HAJl UCIIOJHEHUEM JOKYMCHTOB; 3HACT OCHOBHEIC TPEOOBAaHUS K
apXMBHOMY XpaHEHUIO JeJ; 3HAeT OpPraHU3alri0 ONEPATUBHOTO
XpaHEeHHs JOKYMEHTOB B TEKYIIEM JEIOMPON3BOJICTBE.

YMeer yBepeHHO: BECTH  JCJOBYIO IIEPEMUCKY, YUHUTHIBas
0COOCHHOCTH CTHWJIMCTHKH OQHIHANGHBIX W HEO(PHIHAIBHBIX
MHCEM, COLIMOKYJIBTYpHBIC paznuuus B ¢dopmate
KOPPECTIOH/ICHIINA Ha TOCYNApCTBEHHOM W WHOCTPAaHHOM (-BIX)
SI3BIKAX; YMEET COCTaBIATH M OGOPMILITH YIpaBICHUYECKHE,
WH(POPMAIMOHHO-CIIPABOYHBIC JIOKYMEHTBI, B COOTBETCTBUHU C
TpeOOBaHUSIMH TPABOBBIX aKTOB U CTaHAAPTOB; YMETh BHEIPSATH
palMOHANIBHYIO TEXHOJOTHIO MPUEMa, MIPOXOKIACHHS, TOATOTOBKH
U OTIPAaBKH JOKYMCHTOB B TPAJUIMOHHBIX YCJIOBUAX U B
ycloBUAX paboTsl ¢ npumeHeHueM ACY.

Bnaneer yBepeHHO: HaBBHIKAMH COCTaBJICHHS W OQopMIieHHs
OpTaHU3AIMOHHO-PACTIOPSTUTECIHLHOM u HHPOPMALNOHHO-
CIPAaBOYHOU JOKyMeHTaluu, ¢ npumeHeHuem ACY; Buaaeer
HaBeIKaMH pabotel B cucteme ACY; Bmajeer HaBBHIKAMH
MPAaBUJIBHOTO TIPHIMEHEHHWS HOPMATHBHBIX IIPABOBBIX AaKTOB,
METOJMYECKUX JOKYMEHTOB, PETIaMEHTHPYIOMIUX  BOIPOCHI
JICIIOTIPOM3BOJICTBA M JJOKYMEHTO000POTA.

Boicokuii
(OTIUYHO)

Hmeer chopmupoBaBuIMecs: cHCTeMaTHYecKHe 3HAHUSA: IO
COBPEMEHHOW OpraHM3aliy JOKyMEHTO000pOTa M TEHICHLUH
ucnonszoBanuss ACJl; 3HaTh »dTambl JOKyMEHTOOOOpOTa B
OpraHu3anuu, paBujia perucrpanuun nu WHACKCUPOBAHUA
JOKYMCEHTOB; 3HAaTh OpraHU3alUi0 KOHTPOJA HaAd UCIOJIHCHUEM
JOKYMEHTOB;, 3HAeT OCHOBHBIE TPEOOBaHMS K apXUBHOMY
XpaHEHWIO JIeJI; 3HAeT OPraHM3alMi0 OIEPATUBHOTO XPaHEHUS
JIOKyMEHTOB B TEKYILIEM AEJIOIPON3BOJICTBE.

Hmeer chopmupoBaBuieecss cucTeMaTHYecKoe yMeHHe: BECTH
JICTIOBYIO  TIEPEINCKY, YYHUTBIBas OCOOCHHOCTH CTHJIMCTHKH
opunmanbHEIX W HEOPUIMATBHBIX IHCEM, COLMOKYJIbTYpHBIE
pasnuuus B opMare KOPPECMOHISHIIUN HA TOCYIapCTBEHHOM H
HWHOCTPAaHHOM (-BIX) S3BIKAaX; yMEET COCTaBIATh M O(GOPMIITH
yrnpaBlieHYecKre, WHGOPMAIMOHHO-CIIPABOYHBIE JTOKYMEHTHI, B
COOTBETCTBUHU C Tpe6OBaHI/IHMI/I IPaBOBBIX AKTOB M CTaHAAPTOB;
YMETb  BHEIAPATH  PAlMOHAIBHYIO  TEXHOJIOTHIO  IpHEMA,
MIPOXOKIACHUA, IIOATOTOBKH H OTIIpaBKH JOKYMEHTOB B
TPaJANIHOHHBIX YCIOBHSAX M B YCIOBHUIX PaOOTHI C IPUMEHEHHEM
ACY.

Iloxazan copMmupoBaBlieecss CHCTeMATHYEeCKOe BJIA/ICHHE:
HaBBIKAMHM COCTaBJIEHUS M OQOpMIICHHS OpraHW3alMOHHO-
pacIopsIIuTeIbHON " nH(pOPMaLMOHHO-CITPABOYHOI
JOKyMeHTanuu, ¢ npuMmeHennem ACY; BiaJeHuEe HaBBIKAMHU
pabotel B cucreMe ACY; BiajgeHUE HaBBIKAMHU TPABHILHOTO

Pedepar, ycTHBIIT oOTBeT Ha
BOIIPOC IPAKTUYECKOE 3aJlaHUE,
HUTOTOBOE TECTUPOBAHUE, OTBET
Ha 3K3aMEHAaIMOHHBIN BOITPOC
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MIPUMEHEHNSI HOPMATHMBHBIX IIPABOBBIX AaKTOB,
JIOKYMEHTOB, PErjaMEeHTUPYIOLIUX BOIIPOCHI JIJIONPOU3BOACTBA U
JOKYMEHT0000pOTa.

METOAUYCCKHNX

2. Onucanye HIKaJ OeHMBAHUSA

2.1 lIkana oyenusanus Ha 3mane meKyuLe20 KOHmMpous

dopMa TeKyIEero KOHTPOJIs OrcyrctBue ycBocHus (Hmke | [loporosiit (ymosineTBoputenbHO) | [IpoaBuHYTHIHA (XOpoIIO) Bricokuit (0TIMYHO)
HOpOFOBOFO)*
BhInonHeHHEe  MPaKTUYeCKOTO | He  BBINONHEHAa WM Bce | PemeHo 6omee 50% 3amanus, Ho | Pemeno 6osee 70% 3amanHus, HO €CTh | BCe  3aJaHds  pEIICHB  0e3
3aaHus 3a/laHusl penieHsl HenpaBmwibHO | MeHee 70% OIUOKU OIHO0K
YcTHBIN OTBET Ha BOIIPOC HEe BbIOJHEeHa winu  Bce | Llenb u 3aJauu Bomnpoca | Llenp u 3amauu BelmonHeHUs Bompoca | Llenp HamucaHuss oTBeTa Ha
3a/laHus PEeLIEHbl HENPAaBUWIBHO | AOCTUTHYTHI YACTUYHO. JIOCTUTHYTBI. BOIIPOC  JIOCTUTHYTa, 3aJaud
pELICHBIL.
Pedepar He BemomHeHa wiuM  Bee | Llems w  3amaum pedepara | Lemp w  3amaum  BeimonmHeHwms | Llems  Hammcanus — pedepara
3a/laHus peLIEHbl HENPAaBUIBHO | AOCTUTHYTHI YacTUYHO. | pedepaTa JOCTUTHYTBL. | JOCTUTHYTA, 3aJadyd pELICHBI.
AKTyanbHOCTh TeMBI pedepara | AKTyanbHOCTB TEMBI pedepaTa | AKTyaIbHOCTB TEMBI
ompenerneHa HeyOemuTensHO. B | moarBepkaeHa. Pedepar BEIONHEH ¢ | HCCIeAOBAaHUS  KOPPEKTHO |
pedepate BBISIBIICHBI | HE3HAYUTEIBHBIMH OTKJIOHEHHSIMH OT | MOMHO OOOCHOBaHAa. Pedepar
3HAUUTENbHbIE OTKJIOHEHUs OT | TpeboBaHUI METOJIUYCCKUX | BBIMOJHEH COTJIACHO
TpeboBaHuit METOJIMYECKUX | YKa3aHHil. TpeOOBaHUSM.
YKa3aHUH.

2.2 lllkana oyenusanus Ha ymane NPOMeICYymouHol ammecmayuu (3auem u IK3amen, Kypcoeas paboma)

dopma NpoOMeEKyTOUHOU

OTcyTCcTBHE YCBOCHUS (HIKE

IToporoBsiii (yI0OBIETBOPUTENBHO)

ITpoxBuHYTHIH (XOpOIIO)

Bricokuit (0TIIHM4YHO)

aTTecTaluu MTOPOTOBOTO)
BrInoaHeHne HToroBoro Menee 51% 51-79% 80-90% 91% u Oonee
TECTUPOBAHUS
OTBCT Ha HC BBIIIOJIHCHA UJIU BCC HCHB U 3a1a4u Bonpoca JIOCTI/IFHyTBI HCJ'[I) U 3a1a4YU BBIIIOJIHCHUSA HCHB HaIITUCaHHUS OTBECTA HA BOHpOC

3K3aMEHAIIMOHHBIA BOTIPOC

3aJJaHHs PELICHBI
HETPaBMIIBHO

YaCTHYHO. AKTYaJIbHOCTh TeMBI pedepaTa

ompereneHa HeyOeAUTEIBHO.

BoIpoca JOCTUTHYThHI.
AKTyanpbHOCTh TeMBI pedepaTa
MTOITBEPIKICHA.

JOCTUTHYTA, 3a/la4u PEHICHBI.
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3. TunoBble KOHTPOJIbHBIE 32JAHNS I HHbIE MAaTEePHAJIbI, He00X0AUMBbIE ISl OLEeHKH
3HAHUI, YMEHHH, HABBIKOB U (MJIM) ONBITA AeSATEJIbHOCTH, XaPAKTEPU3YIOIIHUX ITAMNBI
(opMupoBaHus KOMIEeTEHINI B poLiecce 0CBOeHHs 00pa30BaTeIbLHON NPOrpPaMMBbl

®OH/I OHEHOYHbBIX CPEACTB /UIAA TEKYHIEI'O KOHTPOJIA
Pa3nes 1. Teopernueckue OCHOBBI 1eJIONPOU3BOACTBA

3aganmne 1. 3amonHuTh TAOMUIy, C y4YETOM  paclpeleleHus: 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, peryiaupytomux ['CJ]

HasBanue nokymeHTa Yto perynupyer J10KyMEHT, Bunbr nokymeHTOB
OIMCaHue (mpuBeauTe
IpUMep)

KomudunmpoBaHHbie 3aKOHBI

VYka3bl u pactiopsbxkenus [Ipesunenta Poccuiickoit @enepannu, OCTaHOBICHUS
[TpaButenscTBa Poccuiickoit @enepanyn B chepe 1ea0mpon3BOICTB

3akoHoJareabHbIe akThl cyObekTOB Poccuiickoit denepanny u npaBoBbl€ aKThl, IPUHUMAEMBbIE
OpraHaMH HCHOJHUTENbHOM Bi1acTu cyObekToB Poccuiickoii denepanyu

HopmaruBHbIe TpaBOBBIE aKTHI (hefepabHBIX OPraHOB UCTIOIHUTELHON BIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIYX0, ar€HTCTB U JIp.), PETIaMEHTHPYIOIINE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00€CTIEYEeHHUSI

TexHuueckue periaMeHThl U HallMOHAJbHbIE CTAHAAPTHI B 00J1aCTH JOKYMEHTAIIMOHHOTO
o0ecredyeHus yrpaBIeHHs

TexHuveckue persiaMeHThl U HallMOHAJIbHbIE CTaHIapThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yrpaBieHus

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHUKO-PKOHOMHYECKOM 1 COIlHaIbHOMN I/IH(I)OpMaI_II/II/I

yHI/I(I)I/H_[I/IPOBaHHBIe CUCTCMbI JOKYMCHTAIUN

3aganue 2. 3anogHuTe Tabnuiy. Bnumute BB TOKYMEHTOB OTHOCUTENIBHO MEPHOJIOB!
IIpuka3zHoe 1ea0nponu3BOICTBO Konnexckoe Munucrepckoe
JIeJI0TIPOU3BOICTBO JeTI0TIPOU3BOICTBO

OtBerbTe Ha Bompoc. Yem 3HameHaTenbHbl AaThl: 23 mapta 1840 r., 1868 1., 27 denpans 1720
r.?

3apanme 3. [TucbMenHo oTBeThTE Ha BoIpoc. OOBSICHUTE TEPMUHBI «YHHU(PHUKALUD» U
«cTaHJapTU3auus» 1oKyMeHTa. Kak cOOTHOCATCS JTaHHBIE MOHATHS?

3ananue 4. BriOepute U3 MpaBoil KOJOHKHU ONpENEeNeHUs, OTHOCSIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO ITPOHYMEPOBAB UX.
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1. HO,H.TIHHHHK TouHoe BOCTNIPOH3IBCIACHHC NOATHHHHKA

2. Konus Konus, kotopas BHAAETCA B CHyHae YTPaThl No-
NHHHIKA WIH OpHIrHHaNa, 001a1aeT Toil e IpHIM-
YECKOIT CHJION, YTO U NONHHHHK

3. Qybankar Konisa Hexoadmero JoKyYMEHTa, KOTOpRIiT ocTaeTcs
B YUPEKASHHH

4. Brinucka OpuruHan (JOKYMEHT B OKOHUYATENIbHOH peaaKLiH,
othopMneHHHil ¢ yueToM TpebosaHuii [octa)

5. Otnyck Konita odHuHaneHOro J0KYMEHTA, KOTOpas BOC-

NPOM3BOAMT KaKYIO-THOO 4YacTh, 3aBEPECHHYKD B
opHUIANEHOM MOPsAJKE

6. Astorpad JIOKyMeHT, KOTOpbIH HanucaH aBTOPOM OTITYCKa

3aganue 5. 3anonHuTe TAOIUIIBI MO KIACCU(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1Io HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuro
COCTaBJICHUS IJIACHOCTHU
ITo cpokam ITo HazHaueHUIO ITo ropunnyeckon ITo cpokam xpaHeHus
VICITOJTHEHUS cuiie

3aganue 6. [[1cbMEHHO OTBETHTE HA CIEIYIOIINE BOIPOCHI:

1.  Yro Takoe AeI0npou3BOJICTBO?

2. Jlaiite ompeneneHue MOHATHIO «TOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIE (GYHKIINHU JOKYMEHTA.

4.  Kakue oOmepoccuiickue KIacCu()UKATOPhl HUCIMOJIB3YIOTCS TP O(POPMIICHUU
OpraHU3alMOHHO-PACIOPSAAUTENBHBIX JOKYMEHTOB?

5. Kakve Buapl [TOKYMEHTOB BKJIIOYaeT B ce0s CHCTeMa OpraHU3alMOHHO-
pacrnopsANTENbHON JOKYMEHTAUNU?

6. Kakwme pazmmyaroT cnocoObl JOKYMEHTHPOBAaHHS B 3aBHCHMOCTH OT CPENICTB
JIOKYMEHTUPOBaHUsA?

7. UTo NOHUMAIOT MO/ FOPUANYECKON CHIION TOKYMEHTa?

3apanue 7. IloaroroBbTe NOKJIAJ C MPE3CHTALMEN MO OJHOM W3 MPEAIOKEHHBIX TEM
(mokyan Ha 5 MUHYT, nipe3eHTarms 10-12 cnaiaoB)

1.  VcoBepuieHCTBOBaHUE EIOMPOU3BOICTBA HA MPEATPUATUU

2.  Pa3BuTHE JOKYMEHTAIlMOHHBIX CIYX0 Ha COBPEMEHHOM 3Tare

3.  TexHuueckue CpeICTBA, YIPOUIAIONINE BEICHUE JEIIONPOU3BOJCTBA HA
MPEINPUSATHH.
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4.

I[C.HOBEUI MEepenmrcKa - HCOTHbEMJIICMOC CPCACTBO CBA3U MPCANIPUATHUA C BHCITHUMU

OpraHu3aLUsIMU.

5. Kak oBnaseTh HCKyCCTBOM J€JI0BOTO MHUChMA.

6 JIOKyMEHTHPOBaHUE YIIPaBICHYECKOMN IEATENbHOCTH OPTaHU3aLNH.

7. JIOKYMEHT KaK CpPeJCTBO 3aKpEIUICHHS U PETPAHCIIALIUN UH()OPMAITHH.

8.  MudopmaTuzanus nenonponu3BojcTBa

9.  JlokyMeHTHpOBaHUE TPYJOBBIX OTHOIICHUN

10. KomnbroTepHble TEXHOJIOTHUHU B 1€JIOIPOU3BOJICTBE

11. Amnanu3 JOKYMEHTOOOOpOTa U METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabota ¢ koH(bUIESHIINATLHBIMU JOKYMEHTAMH

13. Opranuzanus paboThl C TOKyMEHTaMHU

14. Amnanu3 JOKYMEHTOOOOPOTa U METO/bI €0 COBEPILIEHCTBOBAHMSL.

15. Hcropus pa3BUTHS JOKYyMEHTOBEACHHUS

16. CoBpeMeHHOE 10KyMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranusanus JOKyMEHTOOOOPOTa: OCHOBHBIE IIPABUJIA U 3TAIIbI.

2. Drtamsl pa3BUTHS JeNONPOU3BoICTBA B Poccuu.

3. Cuyx0a nenonpou3Bo/CTBa U JOKYMEHTALIMOHHOTO 00eCIIeUeHUs YIIPaBICHHUS.

4.  HopmaruBHo-npaBoBas 6a3a COBPEMEHHOIO J€JIONPOU3BOICTBA.

5.  HopwmatuBHast ocHOBa npolecca JOKYMEHTUPOBAHUS YIIPaBJICHUS IEPCOHAJIOM.

6.  OpranuzanoOHHBIC KAJPOBIC JOKYMEHTHI: COCTaB, COACP)KaHUE, TOPSIOK
HOJrOTOBKU U O(hOPMIICHUS.

7. JIOJbKHOCTHAsi MHCTPYKIIMSI KaK OpraHU3allMOHHBIA KaJpOBbIH JOKYMEHT.

8.  CocraB 1 BUbI KaJAPOBOH TOKYMEHTALIUH.

9.  JlokymMeHTHpOBaHHE Mporecca OPOPMIICHHS TPYAOBBIX OTHOIICHUH.

10. DxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cexkperapb B CTpYKTyp€ yIpaBiICHUS

12.  OducHsle cpencTBa paboThl C JOKYMEHTaMHU

13. 3HaycHHE JOKYMEHTa B yIPABICHUECKOHN JeATEeIbHOCTH, KiIaccupukarus
CITy’K€OHBIX JOKYMEHTOB.

14. Vuudukanus u crangapTU3anus J0KyMEHTOB.

15. [lenonpou3BOACTBO B OpraHax MCIOJHUTEIbHOM BiacTu. [Topsaok paccMoTpeHUs

oOparieHu# rpaxkaaH.

16. OcoGennoctu opopmiieHHs HHPOPMALIMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAIUH.

17. Jlenonpou3BOACTBO B coOBpeMeHHOI Poccun

18. Jlenmompou3BOACTBO JIOPEBOIIOIMOHHON Poccnn

19. Jlemompou3BOACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranuzanus JOKyMEHT0000pOoTa

21. Perucrpanus J0KyMEHTOB

22. KOHTpOJb HCITOJIHEHUS JOKYMEHTOB

23. Cucremarusanus U XpaHeHHe JOKYMEHTOB

24. HowmeHknaTypa Aen OpraHu3aiu

Pa3nen 2. CoBpeMeHHbIe TpeOoBaHMs K 0GOPMJIEHHIO JOKYMEHTOB

3ananme 1.Pemure kpoccBopa
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el [T HNEEEE

ITo ropusonTasnm:

1.  peKBU3UT AOKYMEHTa, BHIPAXKAIOUINI cOrylache UM HeCcorylacue

JOJPKHOCTHOTO JIMLIA C COJIEPyKaHUEM JTOKYMEHTA.

4. pEKBU3UT J[IOKYMEHTa, NPEICTaBISIIOIINA CcOO0NH COOCTBEHHOPYUHYIO pPOCIUCH
MOJTHOMOYHOTI'O IOJDKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEpPA Jiea 10 HOMEHKJIIATYpe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8. THMChMEHHOE TPEIOKEHUE O 3aKIIYCHHH JOoroBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.

9. 3anmch MHQPOPMAIMM HA PA3IMYHBIX HOCHTENSAX 0 YCTAHOBJICHHBIM IpPAaBHIIAM,
00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBmWKeHHWE TOKYMEHTOB B OPTaHU3alMM ¢ MOMEHTA MX TOJYYCHHUS WIH CO3IAaHUS 10
3aBepILEHUS UCIIOJTHEHNS WIIA OTIIPABKH.

13 obOpasern, 3TaloH, MOJENb IPUHUMAEMbIE 32 UCXOIHBIC JJISi COMMOCTABICHUS C HUMHU
JPYTUX MPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUs: OPUIIMATBLHOTO JOKYMEHTA

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (WJIM JOKYMEHT), COPMHPOBAHHBIX 110 KaKOMY-JTHOO
NpU3HAKY (BUIaM JOKYMEHTOB, BOIIPOCAaM, KOPPECIIOHICHTaM | T.J1.), IOMEIICHHBIX B O0JIOKKY.

ITo BepTHKAJIN:

2.  ITIOKyMEHT, (PMKCUPYIOIIUH COTJAIIeHHe CTOPOH 00 YCTaHOBIICHHH KaKHX- JTHOO
OTHOILIEHHUH U YCIIOBHM UX PETyIUPOBAHUS.

3. JlokymeHT, coaepKamii WHGOPMAIIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH
OTYETHBIE CBE/ICHUS, IIPEJICTABIAEMBIN PYKOBOICTBY.

5. DSJEeMEHT YAOCTOBEPEHHWS TOMIMHHOCTH TIOANHUCH JOJDKHOCTHOTO JIMIIa Ha
JOKYMEHTaX, MpPEeIyCMOTPEHHbIX HOPMATUBHBIMU AaKTaMH, YIOCTOBEPSIOIIMX IpaBa JIHII,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

7. 3TO COBOKYIHOCTb pa3lM4YHBIX CBEICHUN, CHUCTEMa OPraHU30BAHHBIX JIAaHHBIX,
OTPaKaIOIIMX MPOLECCHI U COOBITUS OKPYXKAIOIIEr0 MUpa.
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10. JMOKYMEHT, COCTaBJICHHBI HECKOJBKUMH JIMIIAMA ©  TOATBEPKIAIOIINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undpopmanms Ha MaTEpPUATBHOM HOCHUTEINE, HMEIOUIast OPUINYECKYIO CHITY.

14. nepedyeHb KaKMX-TUOO TaHHBIX (CBEJCHUI), PACIIOJIOKEHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. mnpaBoBoil aKkT, W3AaBaeMblii PYKOBOAMTEIEM OpraHa TOCYJapCTBEHHOIO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONIMI HAa OCHOBE €IMHOHAYANUS, B
LEJSIX pa3pelleHrss OCHOBHBIX M OINEPAaTUBHBIX 3aJad, CTOSIIMX Iepe] JaHHbIM opraHoM. B
OTJENBHBIX CIy4asX MOJXKET KacaThCsl IIMPOKOTO Kpyra OpraHu3aliil M JOJDKHOCTHBIX JIMI
HE3aBHCHUMO OT OJYMHEHHOCTH;

16. ropuanyecku opOPMIICHHBIH MEpeYeHb JOKYMEHTOB.

20. 5TO pPEKBU3UT O(PHUIIMATBHOTO JOKYMEHTA, NPHIAOIIMA HOPMATHUBHBIA WIH
IPaBOBOW XapaKTep €ro COJACPKAHUIO

3aganue 2. BaumarensHo uzyuute pasznen 5 «OdopmiieHue peKBU3UTOB TOKYMEHTOB)
['OCT P 7.0.97-2016. Boinonnure 3a1anusi, B cIy4ae HEOOXOAUMOCTH 100aBbTE HEIOCTAIOIIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kak pacnonaraercs u
HaAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YCTCsA B KaKux Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JOKYMEHTa

3aganue 3. CocraBbTe M 0QopMHTE NPHKA3bl 110 OCHOBHOH IeSITEJIbHOCTH, U JApyrue

pacnopsiiuTe/bHbIe JOKYMEHThI, HE00X0AUMbIEe B JAHHBIX YNIPABJIEHYECKUX CUTYalHsX.
Curyanus 1.

3amectutens aupekropa OO0 «Dtanon» (3apeructpupoBano B r.Ilerpo3aBojcke)
[1..AGpamoB 1 nexabps TekyIllero roja u3gan ykKazaHue o rpaduke OTIIYCKOB Ha CIEAYIOIIUI
KaJICHJIAPHBIA TOJ, COTJIACHO KOTOPOMY PYKOBOJMTENIH CTPYKTYPHBIX MOAPA3ACICHUN JOJKHBI
MPEACTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHKOB C YyKa3aHMEM MPEANojaraéMoro cpoka
OUYEPETHOTO OTITYCKa B CIIEAYIOMEM KalleHaapHoM Toay. Cpok mpesncraBiieHus criuckoB — 10
nekabps Tekymiero roga. OTheny KaapoB YKa3aHHEM MPEINUCHIBACTCS COCTaBUTH CBOJIHBIM
rpaduk otiyckoB pabotHukoB OOO Ha cienyromuid KaJleHJAapHBI TOJ W TepeaaTrh €ro B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAueH HadalbHHUK
otaena kanpoB [lankparosa O.1O. Cpok npencraBnenus rpaduka — 20 qekadpsi TEKYIIETo Toja.

VYkazanue ObUIO 3aBU3UPOBAHO HAYaJHLHUKOM OTJENa KaJpPOB, TTABHBIM OyXTalTepoM,
IOPUCKOHCYITHTOM.
Curyanus 2.

Hupekrop OO0 «QOrtamon» (3apeructpupoBano B T.IlerpozaBoacke) JI.b.Ilomos 12
(deBpalis TEKyIIero rofa U3aail pacopshKeHHe O MPOBEICHUU PEMOHTHBIX paboT B mexe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMTEIBHOW CUCTEMBI I1exa. PacnopsokeHuem
MPEMUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObUI Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHUYECKOH cimyxObl MakapoB /I.M1. Cpok BBIIOJTHEHHS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyliiecTBiieHHEe KOHTPOJIE 3a MPOBEICHHEM PEMOHTHBIX padOT BO3JArajioch Ha
HavajgbHuKa 1iexa Ne 3 Autonona 1O.B.

Pacriopsbkenne ObLIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHUYECKOW CITY>KOBI
MakapoBeiM .M. u nHavasbHukoMm 1mexa Ne 3 AnrtonHoBbiM [O.B., 3amectutenem aupexropa
IT.11.AGpamoOBbIM.

3aganue 4. CoctaBbTe U 0(pOpMHUTE CJIYKeOHbIE IHCHMA.
Curyanus 3.

OAO «IlepBas ®abpuka» (r. bamamuxa, yn. 3apeunas, 1. 3, 104010) momkHo ObUTO B
cooTBeTcTBUM ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYyKIUU» MOCTAaBUTH
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yui., a. 32, 111123, Temn./dakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, NHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHnyr GypHUTYpy Ha o0myro cymmy 150 000 pybneit. @aktudecku xe QypHUTYPHI
010 cmaHo Ha cymmy 120 000 py6Gneit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
pyoOuseii. CornmacHo 1.8 m0oroBOpa 3a HEIONOCTAaBKY IPOAYKIMH JIOJDKHA OBITH yIIadyeHa
HEeycTolKa B pazmepe 5%, 4TO OT CyMMbI HEI0MOCTaBKU cocTaBuio 1500 pyouei.

Hupexkrop 3A0 «CAHIAEPEJIJIA» B.JI. ®enopoBa obparunace k ampekropy OOO
«IlepBas ®abpuka» O.J. CokonoBy ¢ MNpocb0Oil MEepeyucIuTh Ha HUX PACYETHBIA CUET
ykazanHylo cymmy (1500 py6.). B mporuBnom cimyuae 3A0 «CAHIEPEJUIA» Oyzmer
BBIHYXJIEHO 00paTuThcsi B rocapbutpaxk. IlucbmMo o0 HemomocTaBke MPOAYKIHH  OBIIO
coctasieHo ucnonautenem P.T. KOxaunoii u noanucano ®enoposoit 12 aBrycra Tekyuiero roja.

3ananue 5. CocraBbTe U odopMHTE [I0KJIAJHbIe, U OOBSIICHUTEJIbHbIE 3aNMUCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kypsep 3AO0 «®apma» C.C. CoMOB peryispHO ona3JplBaj Ha paboTy, 4eM Hapylall
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspueil M.B. IllymuinHa HeogHOKpaTHO jenalia
emMy 3ameuanus (B ycTHOH (opme), a 12 MroHS TeKylero rojga Oblia BIHYXJIEHA 00pPaTUTHCS €
JTaHHBIM BompocoM K ['eHepanbHOMy aupektopy A.B. CenoBy c AOKIagHOW 3amMCKOW, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

HpI/lMepr SaHaHHﬁ AJISl BBINMOJTHEHUSA HA MPAKTHYECCKUX 3aHATHAX

3apganne 1. OpopMuTh KypHan yuera BXOAALINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenta 18.12.2021; ucxomsaumii Ne 1-2/82; aBtop-ormpaButens 3A0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) JaTta MOCTyIieHus gokymeHTa 21.12.2021 o cokpaiieHuu moCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3aganue 2. OQopMUTD KypHaAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne ni/m 152 153;ucnonuurens Pa3un; kpatkoe copepikanue nata gokymenta 21.12.2021
o mipeaoriate mo koHTpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «llumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTH KypHaI yuéTa BHYyTPEHHUX JJOKYMEHTOB:

Ne noxymenra 88; nmara moxymenrta 08.01.2021; xrto nmoammcan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PACIIUCAHUS; OTMETKa 00 ncnoaHeHnu Cuuopos.
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OBPA3EL KYPHAJIA PETUCTPAIIUHU BXOAAIIUX JOKYMEHTOB

Homep Hara ABTOp- Hexonammii Kpartkoe conepkanne
JOKYMeEHTa JOKYMEHTa OTHPABHTEIb No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHums
21.12.2007
O coxpallleHHH NOCTaBOK
THT
22.12.2007
UcnoiHuTeb IMoanuce Cpoxk IIpuMeuanus
HCHOJHUTEA HCIOJIHEHHs
Ceprees Cepeees 27.12.2007

OBPA3EL )KYPHAJIA PETHCTPAIIMHU HCXOJAIIHUX JOKYMEHTOB

No Ajnpecar Kparkoe conepxanue Henomnnrens | Nenena | llpumeuanne
n/n (komy) (3aroJ10BOK)
152 3A0 Jlata nokymenTa Pazun 4-7
«[Tumor» 21.12.2007
O npesonnare Mo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL 2 KYPHAJIA PETUCTPAIIUHU BHYTPEHHUX TOKYMEHTOB
Hara HUunekc Kto nmoamucan Kpatkoe OtmeTka 06
coJiepXKaHHe MCIIOJTHEHUH
08.01.2007 88 HupekTop 00 u3meHeHHH Cujlopos
HBanos LUTATHOT'O
pacrucaHust

3ananne 4. Cexperapb-TIOMOLIHUK PYKOBOJAUTENS, IPEABAPUTEIBHO MPOCMOTPEB
JIOKYMEHTAIMIO, MOCTYMHUBIIYIO B OpraHU3alluio, epeaaeT ee Bclo pykoBoautento. [Ipu sTom B
Hanky ¢ JOKYMEHTaMH BKJIQ/IbIBA€TCS NMHUCbMEHHbI KOMMEHTapUi, BKIIIOYAIOIIUI CBEACHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAEPIKAIIUXCS B HUX, OT KOTO MOJIy4€Hbl JJOKYMEHTBl U KOMY
aJlpecOBaHBbI.

[IpaBmibHO M B Y4peXJE€HUU MOHUMAIOT HAa3HAuYEHUE OIepaliyl «IIpelBapUTeIbHOE
paccMOTpEHHE JOKYMEHTOBY?

KoHTpoJbHBIE BONIPOCHI:

1.  Kakue sTansl npoxoasT JOKYMEHTHI, OTIIpaBiIeHHbIe opranu3auueii? [IpencraBpre
KPaTKYIO XapaKTePUCTHUKY.

2.  Kaxue 1OKyMEHTHI Ha3bIBAIOT MOCTYMAIOIMMHU, OTIIPABIIIEMbIMU U BHYTpEHHHE?

3.  Kakumm  nOKyMEHTaMH  pPYKOBOJICTBYIOTCS  TIpU  TPOCKTHPOBAaHUH U
panroHaIu3ay JOKYMEHToo0opoTa?

3apanume S. CocTaBbTe IOJOKEHHME O HOBOM CTPYKTYpHOM IMOJAPA3ACICHUH B
aJIMUHUCTpalMy ropoja banammxu (oTaen kaapoB, GUHAHCOBO-SKOHOMUYECKUN OT/EN, OTAENT
CTpaTernyeckoro pa3putus) B coorBercTBum ¢ TpeboBanmsimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(OpManuu, OHOIMOTEYHOMY M H3JIaTeNbCKOMY nery. OpraHu3aluoHHO-
pacriopsauTenbHas JOKyMeHTalus. TpeboBaHus K 0pOPMIICHHIO TOKYMEHTOBY
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3aganue 6. CocTaBbTe OPraHU3ALMOHHYIO CTPYKTYPY JACIONPOU3BOJCTBEHHOM CITyKOBI
Bameit opranuzanuu. YCTaHOBUTE II€pEYE€Hb HOPMATHUBHBIX JOKYMEHTOB, KOTOPBIMH
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSITCS IPEJICTaBJICHHbBIE
HIDKE (parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TloaeiM ¢UpPMEHHBIM HaWMMEHOBaHWEM oOmiecTBa sBiseTcs: OOmecTBo ¢
orpaHu4eHHON oTBeTcTBeHHOCThIO «HOTA». Cokpamennoe ¢upMeHHOE HaNMEHOBAHHE
obmiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHnue oOmiecTBa (MOYTOBBIA ajapec): MomomexHbslid mpocu., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Texer 2
OO011111€ TTOJIOKEHUS
1.1. Cekperapb-pedepeHT OTHOCHTCS K KaTErOpUH CHEIHAINCTOB NPEANPHUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3ama4aMu CeKperaps-pedepeHta SBISETCS OPraHU3aALUMOHHOE W
JIOKYMEHTAIMOHHOE O0EeCTIeueHUE YIPABICHYECKOU IeATEIbHOCTH. .
Texer 3
1.1. DnexTpompoBoAKa B y4EOHBIX MOMEIICHUSAX JIOJDKHA HAXOAUTHCS B HCIPABHOM
cocrosiHuU. CONpOTUBJICHUE H3O0JIALMU TMPOBOJOB JOJDKHO MEPUOJUYECKU 3aMepAThCS, IpU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NpUMEHSTH Ui 3AIIUTHI JEKTPOCETEH BMECTO aBTOMATHYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

HpHMepHLIﬁ MEPEICHb BONPOCOB JIsl YCTHOI'O OTBE€TA HA CEMUHAPCKHUX 3aHATHIA

1. KakoBbl coBpeMeHHbIE TpeOOBaHUS K S3bIKy W CTUJIIO YIPaBICHYECKUX
JIOKYMEHTOB?

2. Uro coboii mpencrasisieT YcraB opranu3anun’? KakoBbel OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

3.  Kax odopmuts [lomnoxxenue 00 oTaene uiu cayx0e opraHu3anun’?

4 Kak opopmuts mraTHoe pacrnucanue?

5. Kakue TpeboBaHus NpeabsIBISIIOTCS K OPOPMIIEHUIO JOTOBOPA, KOHTpaKTa?

6 Yro Takoe HHCTPYKIIMA, KAKOBO €€ cojiepkaHue u opopmieHue?

7 OpranuzalvoHHbIE JOKYMEHTBI IPEIITPUSITHS.

8.  PacnopsauTtenbHble  JTOKYMEHTBI OPEANpPUATHS: TPUKa3bl 1O  OCHOBHOMU
JESITEIbHOCTH; PACIIOPSKEHHUS, pEILICHUSI.

9.  HMHdopManmoHHO-CIIpaBOYHBIE JTOKYMEHTBHI: TPOTOKOJBI, IOJHAs W KpaTkKas
dbopma ux opopMieHHUS.

10. UudpopmaroHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl, CITy>KeOHbIE U
00BSCHUTENbHbBIE

11. KakoBbl 3Tans! paboTsl C BXOAAIMIUMHI TOKyMEHTaMu?

12. Kak crpouTtcs paboTa ¢ HCXOASIIUMH JOKYMEHTaMU?

13. KakoBa TexHOJ0THs pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kaxkue 3agaun JOKyMEHTOOOOPOTA pEUIaeT PETUCTpaIis JOKYMEHTOB?

15. Kakue ynpaBieHUYecKHE JOKYMEHTBHl HE IMOJUIekaT PETrucTpalu B CIIykOax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHUs?

16. KaxoB mopsaoK perucTpaluu ynpaBieHuYeCKoro JOKyMeHTa?

17. Kakue cyniecTByroT BUJbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB?

18. Kakmue omnepanuu 1O KOHTPOJIO HCIHOJIHEHUS JOKYMEHTOB OCYILECTBIISIOT
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CIIY>KOBI IOKYMEHTAIIHOHHOTO 00eCTIeYeHUs yIpaBIeHUs?

19. Kak ocymecTBisiercs cucTeMaTu3anus 1 XpaHeHHe JOKYMEHTOB B OpraHU3aun?

20. Yro Takoe n1eno, ¢ TOYKH 3peHHs JOKyMeHToBeAeHusa? [IpuBenute npumeps e,
XPaHSAIINXCS B OpraHU3aIUH.

21. Packpoiite conepaHHe TOHIATHA «HOMEHKJIaTypa Aem». Kakoe IOImKHOCTHOE
JMLIO B OpraHU3allii OTBEYAET 3a COCTABJICHUE U BBEJICHUE B I€HCTBHE HOMEHKIIATYphI Jei1?

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPbI €17

23. KaxoBa congepxarenbHas 4aCTb HOMEHKJIATYpbI €17

24. Kakue npu3HaKy 3aBEICHUS JIeJIa UCTIONB3YIOTCS IpU (POPMHUPOBAHHH JIENT?

25. KaxoB ocHOBHOM npuHIMI (POPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kaxue HOpMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COONIIOAATH MPU (POPMHUPOBAHUH
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA €Nl K apXMBHOMY XPaHEHHUIO B COBPEMEHHBIX
Opra"nu3amnusix?

28. Kaxkas oprrexHuKa MCHOJIB3YETCs I COCTABJICHUS TOKYyMEHTOB B COBPEMEHHOM
JIeNI0NPOU3BOCTBE?

29. Kakas oprrexHuKa UCTONB3YyeTCs JJIsl TIOMCKA, PAaHEHHs U Mepeaadn TOKyMEHTOB
B COBPEMEHHOM JIeJIONPOU3BOACTBE?

30. KaxoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJIOTMH B JIOKYMEHTAlHOHHOM
o0ecrnieyeHuu ynpasieHus?
31. KaxoBbl BO3MOXKHOCTH CPEACTB TEIEKOMMYHHUKALMM B JIOKYMEHTAalHOHHOM

o0ecrieyeHuu ynpasieHus?
32. B xakux cioy4asx NpPUMEHSIOTCS CTaHAapTHBIE OQHCHBIE TPOTPaMMBbl B
OpraHM3aluy JeJ10IPOU3BOJCTBA?

KOMILJIEKT TECTOB
JJISl IPOMEKYTOYHOM ATTEeCTALMM (32a4eT) 0 AMCUMIINHE «/(eJIonpon3BoacTBO»
DK3aMeH MPOBOJUTCS B BUAE UTOTOBOIO TECTA M OTBETA HA DK3aMEHALIMOHHBIN BOIIPOC.

IIpumepHbIe 3a1aHNS HTOTOBOIO TECTA
1. JlokymeHTanMOHHOE o0ecreyeHHe YNPaBJIeHYECKUX PpelleHuii, KaK Npouecc
BKJIIOYAET B cels:
a) IOKYMEHTUPOBAHUE PEIICHHS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) JOKYMEHTHPOBAHUE PEIICHUS U KOHTPOJIb 3a €r0 BBIIIOJTHEHUEM.
2. CKoJIbKO YeJ10BeK MOKeT BXOJUTh B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Oosee
0) 6 u 6osee
B)2 105
r) 4 u 6onee
3. Korna perucrpupyrorcsi HcxXoasiime J0KYMeHTbI?
a) B ICHb OTIIPABKH
0) B JIeHb MOANMUCAHUS
B) B ICHb COTJIaCOBAHUS ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HoMeHK/1aTypa JeJl COCTABJISAETCH:
a) B 3 3K3eMIUISIpax;
0) 4;
B) 2.
5. YKaxurte, Kakue JOKYMEHTbI COCTABJISIIOTCS N0 Pe3yJIbTATaM IKCIEePTH3bI
LHEHHOCTHU I0KYMEHTOB.
a) pelleHue SKCIEPTHON KOMHUCCUN

23



0) aKT O BBIJCIICHUH JOKYMEHTOB HAa YHUUYTOXCHUE
B) CiTy)KeOHasl 3aMmucKa O 3aceJaHNH YKCIIEPTHON KOMUCCUHT
T') IPUKa3 [0 OCHOBHOM JEATEIbHOCTH
6. KTo mMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeHTa?
a) U110, KOTOPOE €ro yCTaHOBUIIO
0) U110, KOTOPOE UCIIOTHAET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe T0OKYMEHT0000pOTa MPUMEHsIeTCsl KyPHAJIbHAs CHCTeMa

perucrpanuu?

—3TO:

a) 1o 10 000 1OKYMEHTOB B o
0) mo 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIii MPOXOTUT JOKYMEHT OT HAYAJIA €r0 CO3JaHUs 0 C1a4Y¥ B apXUB

a) TOKyMEHTHUPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

9. JIOKyMeHTBI, KOTOPBIE M0 COAEPKAHUIO ABJISIOTCS clieln(puIecKUHMH U HOCST

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHIUBUIYaTbHBIC JIOKYMCHTEHI;

0) TUTIOBBIE TOKYMEHTHI;

B) IPUMEPHBIC JOKYMEHTHI,

r) TpadapeTHble TOKYMEHTHI.

10. [lesia BpemeHHOro XxpaHeHnus (10 10 jer):

a) MO/IIUBAIOTCS B TBEPAYIO OOTIOXKKY;

0) Ha OTJEJILHOM JIMCTE JIeNAaeTCs 3aBepUTENbHAS HAJIIHCh;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

11. TIIpaBoBoii aKkT, omnpeaeJsilONMA TNOPAIOK (OPMUPOBAHMA, 3a]a4H,

00SI3aHHOCTH, NMPaBa, OTBETCTBEHHOCTh U OPraHU3alUI0 PadoThbl NMPEANPHUATHSA B LEJI0M
WIHN ero CTPYKTYPHBIX NOAPA3/ieJeHHI — 3TO:

a) TPyI0BOM JIOTOBOD;

0) MmoNoKeHue;

B) JIOJKHOCTHAsI UHCTPYKIIMS

T') IITaTHOE paclucaHue.

12. K opraHM3anMoHHBIM JOKYMEHTAM OTHOCSITCS:

a) ycTaB, IITaTHOE PACIUCAHUE, IOJI0KEHUE O CTPYKTYPHOM HOpa3/IeIeHUH,

JIOJKHOCTHBIE MHCTPYKLIHH;

6) IMMOCTAaHOBJICHU, YCTAB, IPUKA3bl, PpCIICHUS, PACTIOPAKCHUSA, ITOJIOKCHUS
B) IMPOTOKOJIbI, aKThI, OOBSCHUTEIIBHEIC U JOKJIaAHBbIC 3aIIMCKU,
F) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JTOJKHOCTHBIE HHCTPYKIIHH.

13. IIucbma, KOTOpbIe HANPABJISIOTCSH C HeJbI0 MOATBEP KIEHUs JAAHHBIX paHee

0o0elaHUil U1 OrOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENIbHBIE TTHCHMA,;
0) rapaHTHilHbIE THCHMA,

B) MUCHMAa-TIOATBEPKICHHUS;

T') MUChMa-peKIaMaIliu.

14. doxyMeHT0000pOT — 3TO:
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a) IBMKCHHE TOKYMEHTOB B OPraHU3AIMH C MOMEHTA UX MOJIYICHUS WIH CO3aHMs
JI0 MOMEHTA OTIPaBKH WU UCIIOJIHECHHUS;
0) cozaHre ONTUMAIIBHBIX YCIIOBHM 111 pa0OTHI C IOKYMEHTAMU;
B) IIPOILIECC CO3JaHUS TOKYMEHTA.
15. Kakue U3 3THX JOKYMEHTOB HANPABJSIOTCS OT BHILIECTOSIIIET0 YPOBHA
ylpaBJieHHs K HHKeCTOsIIeMY:
a) MpHuKas;
0) 3asBICHUE;
B) yKa3aHHUE;
r) ciyxeOHas 3anmucka?
16. Opranusanus padoThl ¢ JOKYMEHTAMU HAUYUHAETCSH:
a) C UCTIOJTHEHUS IOKYMEHTa;
0) HampaBJIeHUS TOKYMEHTA Ha HCIIOJHEHUE;
B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epeyeHb IK3aAMEHAIIHOHHBIX BONPOCOB:

1.  Ienu, 3a7a4u U IPUHLIUIIBEI COBPEMEHHOTO JIEJIONPOU3BO/ICTBA

2. JIOKyMEHT KakK HOCHUTeNb WHQPOPMAIMU W KaK CPEICTBO  peau3aluu
yIpaBIeHYECKUX (HYHKITUH.

3. JIoKyMeHT: MOHATHE U OCHOBHBIE TPEOOBAHMUS K €T0 COCTABJICHUIO

4, Knaccudukanus 10KyMeHTOB

5. CocraB 1 ocobeHHOCTH pabOTHI C KaJAPOBOW JOKYMEHTaluel

6. Pabora ¢ koHpUACHINATHHBIMU JOKYMEHTAMH

7. OcobeHnHoCTH pabOTHI C OOpAIICHUSMH | kKalo0aMu OT TpaxaaH JJOKyMEeHT Kak
HOCUTENb MH(OPMAIIUH U KaK CPEJCTBO pealln3alluil YIPaBICHYECKUX (QYHKINH.

8.  HopmaTuBHO-TIpaBOBBIE 1 METOAMYECKUE OCHOBBI JEIIOTPON3BOICTBA

9.  VHuduxkamus U CTaHJapTU3AIUSA Kak OCHOBHbIE HanpaBJIeHUs
COBEPILIEHCTBOBAHMS TOKYMEHTAIIUH. DTalbl JOKYMEHTOO00pOTa B OpraHU3aIiN

10. Opranusanus pabOThI ¢ JOKyMEHTaMH.

11. HWnpexcanus JOKYMEHTOB, IPaBUJIa MHACKCAIIUN TOKYMEHTOB

12.  KoHTpoib, 32 HCIIOJHEHUEM JIOKYMEHTOB

13. TloxaroroBka Jen K apXHBHOMY XPaHEHUIO

14. DnexTpoHHBII JTOKYMEHTOOOOPOT B OpraHU3aluu

15. Opranuzanms 10KyMeHTO000poTa

16. Peructpaiiusi 1I0OKyMEHTOB

17. KoHTpoab HCTIOJHEHHUS TOKYMEHTOB

18. Cucremarusanus 1 XpaHeHHE JOKYMEHTOB

19. ®enepampHOe  3aKOHOAATENbCTBO 00  opramm3amuu  JIOY, TtpebGoBaHHS
YHU(DUKALWY U CTaHIapTU3ALIH.

20. OcHOBHBIC HaNpaBJICHUS COBEPIICHCTBOBAHUS COCTaBa W (OPM ITOKYMEHTOB B
colManbHOM cdepe.

21. Bunel TOKYMEHTOB (pacTlopsiIuTeNbHbIE, OpraHH3allMOHHbIE, WH(HOPMAIMOHHO-
CIPaBOYHBIC) U UX XAPAKTEPUCTUKH.

22. TlepeyHn TOKYMEHTOB C THUIIOBBIMH CPOKaMHU XpaHEHUs. 3HaYCHHE TepeuHeil u
HOPSI0K UX IPUMEHEHHUS B JIEIONPOU3BOJICTBE.

23. OpraHuzanoHHBIE GOPMBI IEIOTPOU3BOACTBA. MIX 3aBUCUMOCTH OT CIICIM(PHUKH U
OpTraHU3alMOHHON CTPYKTYPbI YUPEKICHHUS.

24.  ]JIoKyMEHTOOOOPOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JTIOKYMEHTOTIOTOKOB.

25. TlpaBwia opranuzanuu J0KyMEHTOOOOpPOTa OpraHu3aIiy.

26. JIokyMeHTOOOOpOT KaK 3¢ deKTUBHBII UHCTPYMEHT ONTUMHU3ALNH
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YIIPABJICHUYECKUX PELICHUMN.

27. Texuomorust pabOTBl ¢ OOpalIEHUSIMH TpaXJaH B JICIONPOU3BOIACTBE
OpTaHH3aIHH.

28. TpebOoBaHusi 3aKOHOAATENbCTBA K OpraHM3alldd paboOTBl ¢ OOpaIICHUSIMU
rpaXKaaH.

29. Howmenkmatrypa gen, e 3HaueHHE, BHUIbl HOMEHKJIATYp [, METOJUKa
COCTaBIICHUS] HOMEHKIIATYp JIeTl.

30. [IlonsTHE «3KCNEPTU3bI EHHOCTU» AOKYMEHTOB B JIEJIONPOU3BOJACTBE, 33/1a4dl U
MOPSITOK TIPOBE/ICHUS.

31. TenpeHUUU Pa3BUTHS IEKTPOHHOTO IOKYMEHTOOOOPOTA.

32. IIpaBoBoO#i cTaTyC 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOJIATEIILHOE U HOPMATHBHOE
pEryJlMpoBaHHUE HUCIIOJIIB30BAHUS DJIEKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI M 0a3bl
JAHHBIX B COLMATBHOM cdepe.

33. JIoOKyMEHTBI HO TUYHOMY COCTaBY U MX OCHOBHBIEC BU/IBI.

34. Dtamnbl 06pabOTKH BXOIAIINX JOKYMEHTOB.

35. IlepBuunas 0OpaboTKa BXOISAIINX JOKYMEHTOB.

36. IIpuHsTHE yNPaBICHYESCKOTO PEIICHUS 0 KOHKPETHOMY TOKYMEHTY.

37. OOpaboTka OTHPAaBISAEMBIX JOKYMEHTOB.

38. Perucrpanms JOKyMEHTOB.

39. @opmbl perucTpalu TOKYMEHTOB: IEHTpaIU30BaHHAas, [ElEHTpaIn30BaHHAs,
CMEIIaHHAas.

40. KoHTpOJb UCTIOTHEHUS TOKYMEHTOB.
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