[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®UO: Kynpssues Makcum [eHHagbeBuY

lomkroc &)bEdH @fﬁ%ﬁ?ﬁ%@ﬁé AT M IOKETHOE OBPA3OBATEJILHOE YUPEXKIEHHE BBICLIETO OBPA3OBAHNS!
[lata nognucaHits: 41 WHUCTEPCTBA C

EJIBCKOI'O XO3SIMCTBA POCCUMCKOM GEJIEPAITAN

yHVIKaﬂb - .
790a1a8df25@2ﬁ% adclfc96453f0 (Q(fb%%[APCTB FHHBIU YHUBEPCUTET HAPO/IHOI'O XO3SUCTBA

EHU B.U. BEPHAJICKOI'O»

IMpunaro Yucunim conetom

Yuusepeutera Bepraackoro

(YHuBepcurter BepHajackoro)

« Y TBEPXJIEHO»
ITpopexrop 1o oopamnarcn.non JCATCALHOCTH

«28» mapra 2024 r. nporokoa Ne 9 Kyapsasues M.I',

«28»Mapra 2024 E

Pabouasi nporpaMmma auCIMILIMHBI

" Jlesionpou3BoaCTBO"

Hanpasnenue noarorosku 38.03.05 busHnec-undbopmaTuka

Hanpasnennocts (npodusinb)

nporpamMmbl UHXXUHUPUHT OW3HEC MPOLECCOB

KBanugukanus_bakanasp

®dopma 00yueHus: ouHas

bamammxa 2024 r.
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K.3.H. Ky3pMuHo#1 A A.

Penienzent: k.3.H., mpodeccop kadeapsl ynpasienust Bacunbesa 1.B.



1 [lnanupyemble pe3yJabTaThl 00y4eHHUs M0 JUCIHHUILUIUHE, COOTHECEHHbIE ¢
ycranoBjeHHbIMHE B OIIOII BO unankaTopaMu 10CTHKEHUS] KOMIIEeTeHIM

1.1 Ilepeyens koMneTeHunii, GopMHUpPyeMbIX y4eOHOH TUCHUIIINHOM

YHHBepcaanble KOMIICTCHIIUU

VYK-1. CmocobGeH OCyIIeCTBIATh IOWCK,
KPUTHYECKUI aHaM3 U CHHTE3 WHPOPMAIIUH,
MPUMEHSTh CUCTEMHBIN NOJIXO0A AJI PELICHUS
MOCTABJICHHBIX 3214

3uate (3): 3HaThb  HOPMATUBHO-NIPABOBbIE U
METOANYECKUE  JOKYMEHTBI,  PperjJaMeHTHPYIOLINe
BOIIPOCHI JICIONPOU3BOJICTBA U JIOKYMEHTOO0OpOTa;
3HaTh OCHOBHBIE TpeOOBaHMA K COCTaBJIICHUIO
JOKYMEHTA; 3HaTh OCHOBHBIC HalpaBJIeHHE B padoTe ¢
JOKYMEHTaMH II0 YHH(HKALUMM W CTaHIApTU3aLMU
JOKYMEHTOB, 3HaThb OCHOBHbIE TpeOOBaHHA K
COCTABIICHUIO JOKYMEHTOB; (DyHKIMH JOKYMEHTa,

KJ1accu(UKaImio JIOKYMEHTOB, CITOCOOBI
JIOKYMEHTHUPOBAHHS; 3HATh COBPEMCHHBIC
TEXHUYECKUE cpeactea  u nHpOPMAIOHHBIC
TEXHOJIOTHH, HCITOJIb3y EMbIe pu pereHun

KOMMYHUKATUBHBIX 3a/1a4.
Ymers (¥Y): VYMeTh TpaMOTHO  WHCIOJIH30BaTh
MOMCKOBBIE BO3MOXKHOCTH CHCTEM  BJIEKTPOHHOTO
JIOKYMEHT0000p0Ta; pa3bupaThcs B KIacCUPUKATOPaX
pa3IMYHBIX BUJIOB, YMETh MOJIE30BAThCS
HOMEHKJIATYpO# JieN, TepevyHsSIMH JIOKYMEHTOB C
Pa3IMYHBIMU CPOKAMH XpaHEHHUSI.

Baaners (B): BnameTs MNOHATHHHBIM ammapaToM
JMUCHHILUINHEI; BJIAJeTh HAaBBIKAMH HCIIOJIb30BaHUS
COBPEMEHHBIX TEXHUYECKUX CpeACTB u
WHPOPMAIIMOHHBIMI TEXHOJIOTUSAMH TIPH  pPEIICHUH
KOMMYHHMKAaTHUBHBIX 3aJad MOJTOTOBKA OCHOBHBIX
BUJIOB JOKYMEHTOB, UCIIOJIb3YEMBIX paOOTHHUKAMH.




3Hath 3): CoBpeMEeHHYI0 OpraHr3anuio
JOKYMEHT0000pOTa ¥ TEHAEHLMM HCIOJIb30BaHUA
AC/l; 3mate dTambl  JOKyMeHTOOOOpoTa B
OpraHM3alli{; 3HAaTh TpaBUjJa PpPETHUCTpallMu |
MHJICKCUPOBAHUs JOKYMEHTOB; 3HaThb OPraHU3aLUI0
KOHTPOJI HaJ WCIHOJHEHHEM JOKYMEHTOB. 3HaTh
OCHOBHBIE TPeOOBaHUSI K apXMBHOMY XPaHEHHIO I,
3HaTh  OPraHU3alMI0  ONEpPaTHUBHOTO  XPaHEHUS
JOKYMEHTOB B TEKYILIEM JEIONPOU3BOACTBE.

Ymerb (Y): yMeTs BeCTH  JI€IOBYIO NEpENHCKY,
YUUTBIBasi OCOOCHHOCTH CTHIMCTHUKHY O(QHUIHANBHBIX U
HEO(UIMANBHBIX [TUCEM, COLMOKYIBTYPHBIE Pa3IndHs
B (popMare KOPPECHOHACHIIMY Ha IOCYAapCTBEHHOM H
MHOCTPAaHHOM (-bIX) SI3bIKax; YMEThb COCTaBIATh M
0hoOpMIIAT,  yTpaBiieHUYeCKHe, WHHOOPMAIMOHHO-
CIpaBOYHbIE  JOKYMEHTBI, B  COOTBETCTBUH C
TpeOOBaHUAMY TPABOBBIX aKTOB M CTAaHIAPTOB; YMETh
BHEAPATh pallMOHAIBHYIO TEXHOJOTHIO  IIPHEMA,
HPOXO’KAEHUS, OATOTOBKY U OTIIPABKU JOKYMEHTOB B
TPaOULMOHHBIX YCIOBHSIX W B YCIOBHAX PaOOTHI ¢
npumenennem ACY.

Baaners (B): HaBbIkaMu cocTaBiieHUs U 0OPMIICHUS
OpraHU3alMOHHO-PACTIOPSAUTENBHOM u
MH()OPMAIIIOHHO-CIIPABOYHONH ~ JOKYMEHTAallMH, C
npuMeHenneM ACY; BrnajeTe HaBBIKaMHU pabOTHI B
cucreme ACY; BnajeTh HaBbIKaMH MPaBUIBHOTO
MPUMEHEHUs]  HOPMATHBHBIX  TPAaBOBBIX  aKTOB,
METOANYECKUX JOKYMEHTOB, PErJIAMEHTHPYIOIIUX
BOIIPOCHI AEJONPOU3BOACTBA U JOKYMEHTOO000POTA.

YK-4. CnocoGeH oCyuiecTBIATH IEIOBYIO
KOMMYHHKALIMIO B YCTHOW M MUCbMEHHOM
(opmMax Ha rocylapCTBEHHOM SI3bIKE
Poccuiickoit deaepanuu 1 HHOCTPAaHHOM
(b1X) s13BIKE(AX)

2. llesiu ¥ 3a1a4M OCBOEHHS Y4eOHOW TUCHUNIMHBI, MECTO IMCUMILUIUHBI B CTPYKTYype
OIIOI1 BO

HucuuiuinHa «/lenonpous3BoAcTBO» OTHOCHTCS K 4yacTh (HOPMUPYEMOH YYaCTHUKAMH
00pa30BaTEbHBIX OTHOLICHUH OCHOBHOW MpPO(ECCHOHAIBHOW 00pa30BaTEIbHON MPOrpaMMBbI
BheIciiero oopaszosanus 38.03.05 busnec-undopmaruka.

Lenbto w3y4deHHs ITUCHMIUIMHBI - SIBISIETCS (OPMHPOBAHWE Yy CTYIEHTOB 3HAHUH
TEOPETUYECKUX U MPAKTUUECKUX OCHOB CO3/IaHUS JOKYMEHTOB B CHCTEME yNpaBJICHUs, @ TaKXkKe
npuoOpeTeHne HaBBIKOB TpaMOTHOW ¥ 3(GQEKTUBHONW  OpraHU3allid  COBPEMEHHOTO
JIeJIONPOU3BOCTBA HA MIPEIPUATHH.

Jis  peanu3any TOCTAaBICHHON II€NM, B TPOLIECCE OCBOCHHS JUCIUILIMHBI
«/lenonpon3BoacTBO» ObUIM CHOPMHUPOBAHBI CIIEAYIOLIME 3aJauu:

— U3YYHUTh  3aKOHOJATENbHBIE W  HOPMAaTHUBHO-METOJAMYECKHE  JOKYMEHTHI,
periaaMeHTHpyoIue paboTy ¢ JOKYMEHTAMU OpraHUu3aliiy;

— O03HAaKOMHUTb C T[paBWJIaMH COCTaBJI€HUS U OQOPMIIEHUS YIPABICHUYECKUX
JIOKYMEHTOB;

— O03HaKOMHUTH OOYyYalOIIMXCS C TpeOOBaHMSAMM HOPMATHBHBIX IPaBOBBIX aKTOB,
perIaMeHTHPYIOIUX MOPSAO0K CO3IAaHUs U ABHKCHHS JOKYMEHTOB,;

— chopMupoBaTh y 00y4arOIUXCsl MPAKTUYECKUE HABBIKM IOPUIUYECKU IPAMOTHOTO
oopMiIeHHs JOKYMEHTOB, C YYETOM MOJIOKEHHH HOPMATUBHBIX JIOKYMEHTOB;

—  H3YYHTH MOPAIOK pabOTHI C THYHBIMU H CITY’)KEOHBIMHU TOKYMEHTAMU;

— o0ecrevnTh YCBOCHNE OCHOBHBIX MPABHII 00Pa0OTKU M XpaHEHHS JOKYMEHTOB.

— chopMupoBaTh HaBBIKM COCTaBICHHS M O(QOPMIICHHS OCHOBHBIX JIOKyMEHTOB
yTIpaBIICHUS;



—  H3YYUTh paboTy CIIy>KOBI JOKYMEHTAI[MOHHOT'O 00ECTIeYeHHUs YIIPaBIICHUS;
— O3HAKOMMTH CiIyliaTeJed C COBPEMEHHBIMM TEXHOJOTHSIMHU  OPTaHHU3ALMU
JIOKYMEHTO000pOTa MPEANPUATHI U OpraHU3aIuii.

3. O0beM yueOHOI JMCHUIIMHBI B 324€THBIX eAUHULAX C YKa3aHHEeM KOJIN4ecTBa
aKaJieMH4eCKHX 4YaCOB, BbIIeJICHHBIX HA KOHTAKTHYIO padoTy 00y4aroluxcs ¢
npenojgasareJieM (110 BUAaM Y4eOHbIX 3aHATHI, TEKYLIHI 1 NPOMEKYTOYHBIH KOHTPOJIb 10
AUCHMILIMHE) H HA CAMOCTOSATEJIbHYI0 padoTy 00y4arommxcs

3.1 Ounas ¢popma 00ydeHUs

Bun yuebHOM paboThI 2 cemecTp

OO6m1ast TpPyJI0€MKOCTh AUCITUIUIMHBI, 3a4€THBIX €IUHUIL 4
4acoB 144
AyauTopHas (KOHTaKTHas) padora, 4acoB 32,25

B T.4. 3aHATHS JICKITMOHHOT'O THUITA 16
3aHATUS CEMMHAPCKOIO TUIA 16
MIPOMEKYTOYHAS aTTeCTalUs 0,25
CamocTosiTesibHasi padoTa 00y4alOIIMXCs, YACOB 111,75
By mpoMexyTodHOM aTTeCTaIliu 3a4eT




4. Conep:xaHue TUCHUIUTHHBI, CTPYKTYPHUPOBAHHOE 10 TeMaM (pa3jejiaM) ¢ yKa3aHueM
OTBEJIeHHOT0 HA HUX KOJIMYECTBA aKaJeMHYECKUX YaCOB U BH/I0B YUYeOHBIX 3aHATHI
4.1 Ilepeuenv paszdenoe OuUCUURIUHBL C YKAZAHUEM MPYOOEMKOCHU AYOUMOPHOU
(KOHMAKMHMOIL) U CamMoCmoamenbHoll padomul, 6U006 KOHMPONEl U NePeUHs KOMHEemeH YUl

Ounast popma o0yueHust

TpyaoeMKocCTh, 4acoB Kon
B TOM YHCIIE HaumenoBanue | KOMIETEHIIUU
HanmenoBaHue pa3fenoB 1 TeM ayJTUTOPHOMN OIICHOYHOTO
BCETO .\ |caMocrosTen
(KOHTaKTHOW) N cpencraa
bHOU paboTHI
paboThI
Paznen 1. Teopetnueckue 32 6 26 IMpakTraeckas
OCHOBHI JEIONPOU3BOACTBA pabora, Tecr,
1.1 Uctopus pa3BuTus pedepar, nowaz
rOCy1apCTBEHHOTO 13 2 11
Jlenonpous3BoacTea B Poccun VK-1
1.2 Tlenu, 3aja4yu ¥ NPUHIMUIIBI
COBPEMEHHOTO 10 2 8
JISIIOTIPOM3BOJICTBA
1.3 Knaccudurauus 9 5 7
JTOKYMEHTOB
Pazpnen 2. CoBpeMeHHBIC I[TpakTuueckoe VK-4
TpeOoBaHMA K 0(OpMIIEHHIO 40 12 28 3ajanue (Ha
JTOKYMEHTOB COCTaBJICHHE U
2.1. HopMaTuBHO-TIPaBOBBIE H ocpopmierne
METOIUYECKHE 1 8 5 13 OpraHn3alfuoOHHO-
OCHOBHI JIEIIOTIPOU3BOJICTBA PAaCHIOpAATCILHEL
X TOKyMEHTOB)
2.2 Cocrapnenue JIOKYMEHTOB, TeCT,
OpraHH3altHOHHO- YCTHBI OTBET Ha
PacnopsaIUTENbHBIX U 22 7 15
WHPOPMAIIOHHO CHPaBOYHBIX BOTIPOC Aokan
JIOKYMEHTOB
Paznen 3. Opraam3arus paboThI ¢ I[TpakTuueckoe VYK-1, YK-4
71,6 14 57,75
JOKYMEHTaMu 3a1anue (Ha
3.1 Opranmsauus COCTaBJICHHE U
JIOKYMEHT0060pOTA B 17,756 2 15,75 Oi’sphgiffe
OpraHu3alyu z[ox;lﬁemos)
3.2 Oco6veHHOCTI/I pa6OTI>IV c 16 4 12 JIOKYMEHTOB, TECT,
KaJpOBOH JIOKYMEHTanuen YCTHBIH OTBET Ha
3.3 Opranmzanus paboTsl ¢ 20 4 16 BOIIPOC
oOpalleHUsIMH TPaXKIaH
3.4 DneKkTpoHHBIN 18 4 14
JIOKYMEHTO0OOPOT B OpraHU3aIHH
HToro 3a cemectp 143,75 32 111,75
I[Ipome:xkyTouHas aTrecranus 0,25 0,25 Hrorosoe VK-1, VK4
TECTUPOBAHUE,
MHUCbMEHHBIN
OTBET Ha
HK3aMEHAIOHH
bIi BOIIPOC
HUTOI'O no nucuuninne 144 32,25 111,75




4.2 Cooepircanue oucuyuniunsl no pazoenam
Pa3znen 1. TeopeTnueckne OCHOBBI JA€JIONPOU3BOACTBA

Heau — wu3ydyeHHe TEOPETUYECKUX OCHOB pa3BUTHUSI TOCYAAPCTBEHHOW CHCTEMBI
Jenonpou3BocTea B Poccum.

3agauum — U3y4YUTh OCHOBHBIC MOHSTHS B CHCTEME JEJIONPOU3BOJCTBA, U3YUYUTH IIEIIH,
3ala4yi U MPUHIUIIBI COBPECMCHHOI'O0 ACJIOMPOU3BOACTBA, U3YUUTb OCHOBHBIC 3TAallbl PA3BUTHA
rOCyAapCTBEHHOTO JIEIONPOU3BOCTBa B Poccum.

IlepeyeHb y4eOHBIX 3J1€eMEHTOB pa3jea:

1.1 Uctopust pa3BUTHS rOCYAapCTBEHHOTO JeJI0Npon3BoAcTBa B Poccun
1.2 Ilenu, 3a1a4M U NPUHIUIIBEI COBPEMEHHOTO JEJIONPOU3BO/ICTBA

1.3 Knaccudukanus 10KyMEHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMS K 0(pOPMJICHHIO JOKYMEHTOB

Hean — wusyueHue TpeOOBaHUMII U HOPMATHUBHO-METOJIMWYECKUX JOKYMEHTOB K
COCTaBJIICHUI0O M O(QOPMIICHHIO OPraHU3alMOHHO-PACTIOPAIUTEIbHBIX M HH(POPMAILIMOHHO-
CIIPaBOYHBIX TOKYMEHTOB, ¢ puMeHeHneM ACY.

3agaum — 1npHOOpeTeHHE HaBBIKOB MPUMEHEHHS HOPMAaTHUBHO-IPABOBBIX AaKTOB,
METOJIMYECKUX  JOKYMEHTOB,  PErJaMEeHTHUPYIOIIMX  BONPOCHI  JEJIONPOM3BOACTBA U
JIOKYMEHTO000pOTa; MPHOOpPETEeHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(OPMIICHUU
OpraHU3aMOHHO-PACTIOPAIUTENBHBIX 1 HH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

IIepedenb yueOHBIX 3J1€MEHTOB pa3jeJia:
2.1. HopmaTuBHO-IpaBOBBIE U METOJUYECKHE OCHOBBI JEJIONPOU3BOICTBA
2.2.  CocraBieHHe OpraHHW3alMOHHO-PACTIOPSAUTENbHBIX W HMH(OPMalMOHHO-
CIIPABOYHBIX IOKYMEHTOB

Pa3nea 3. Opranusanus padoTsl ¢ JOKyMEHTAMH

Heau — u3yunth paboTy CIIy)KObl JTOKYMEHTAIIMOHHOTO OOECIEYEHHUs YIpPaBICHUS;
pPaccMOTpETh ATambl JOKYMEHTO000pOTa B OPraHU3aIlK; PACCMOTPETh OCHOBHBIE TPEOOBAHUS K
oopmIeHHIO KagpOBOW JOKYMEHTAIMH U IOKYMEHTAIIUHU TI0 3asBUTEIILHBIM JIOKYMEHTAM.

3agaumn: O3HAKOMHUTH 00YyHAIOIIMXCS, C TPEOOBAHUSMU HOPMATHUBHBIX NIPABOBBIX aKTOB,
perIaMeHTHPYIOIUX MOPSAOK CO3/[aHUS M JIBUKEHUS JOKYMEHTOB; O3HAKOMHUTH CTYJIEHTOB C
JTanamMy MPOXOXKJIEHHUS JOKYMEHTOB; C(OPMHUPOBATH y OOYYarOUIMXCS MPAKTHUYECKUE HAaBBIKU
rpaMOTHOTO O(QOPMIICHHS IOKYMEHTOB, C YYETOM IOJIO)KEHHH HOPMATHUBHBIX JIOKYMEHTOB;
W3YYHUTH MOPSIOK PabOThl C JUYHBIMU U CIIYKEOHBIMH JTIOKYMEHTaMH;, OOECIEUUTh YCBOEHUE
OCHOBHBIX IpaBHJ 00pabOTKH TOKYMEHTOB ¢ npuMeHeHHeM ACY; 03HAKOMUTH CIylIaTenei ¢
COBPEMEHHBIMH TEXHOJIOTHSIMHU OPTaHU3alNN JOKYMEHTO000pOTa MPEINPUIATUN U OPTaHU3AIIHHA.

IlepeyeHb yueOHBIX 3J1IEMEHTOB pa3jesa:
3.1 Opranusanus 10KyMeHTO000pOoTa B OpraHu3alun
3.2 OcobeHHocTH pabOTHI C KaIPOBOW JOKYMEHTAITUEH
3.3 Opranuzanus paboThl ¢ OOpAICHUSIMH TPAXKIaH
3.4 DIEeKTPOHHBIN TOKYMEHTOOOOPOT B OpPTraHU3aIlun

5. OneHoYHbIE MaTEPHAJIBI IO AUCHUIIHHE
OneHoYyHBIE MaTepUaNbl M0 TUCIUILUIMHE TMPEACTABICHB B BHUAC (OHNIA OLEHOYHBIX
CPENCTB.



6. MaTepI/IaJ'ILHO-TeXHI/I‘lCCKOQ H y‘leGHO-MeTOHI/I‘leCKOC odecmeyeHue AUCIUITIMHBI

obecneuenusn no oucyuniune

6.1 Ilepeuens  yueoHo-memoouueckozo
«/lenonpouzeo0cmeo»
Ne
/11 JlocTyna

ABTOp, Ha3BaHWE, MECTO M3MIaHWUs, U3IaTEIHCTBO, TOJT U3IaHMUS, KOJMIECTBO CTPAHUII, PEIKAM

1

MGTOILI/ILIGCKI/IG YKa3aHus 10 U3YyYCHUIO OUCIIUITIINHBL

6.2 Ilepeuens yueonvlx uzoanuil, He00X00UMbIX 0151 0C80EHUA OUCYUUNTIUHBL *

OnexTpoHHbIE YueOHbIC M3AAHNS B AIEKTPOHHO-O0nbmmoTeynHbix cucremax (ObC)**:

Ne ABTOp, Ha3BaHUE, MECTO U3JAHHUS, IO Ccpinka Ha yueOHoe nznanue B ObC
/11 W3JIaHusl, KOJIMYECTBO CTPAHUIL
OcHoBHas:
1.|ITaBnoBa, P. C. [lenonpousBoJaCTBO IO bubnuoreunas cucrema «JIAHb»
oOpamieHussM  TpakaaH y4ueOHOe https://reader.lanbook.com/book/169796#1
nocobue 1y By3oB / P. C. IlaBnoBa. —
Cankr-IlerepOypr : Jlanp, 2021. — 280
C.
2.|Ky3uenos, 1. H. JlenonpousBoacTBO : bubanoreuynas cucrema «JIAHDb»
cupaBoynoe nocodue / M. H. Ky3nenos. | https://reader.lanbook.com/book/105543/preview#1
— 6-¢ u3a. — Mocksa : JlamkoB u K,
2017. —460 c.
3.| CemeHuxuH, B. B. Kanposoe bubnunoreunas cucrema «JIAHb»
nenonpou3BojictBo / B. B. Cemenuxwun. | https://reader.lanbook.com/book/143530/preview#1
— 4-e u3n., nepepad. u gomn. — MockBa
: I'poccMenua, 2019. — 628 c.
4.| CemKo, . A. OcCHOBEI bubnunoreunas cucrema «JIAHby»
JIEIONIPOU3BOICTBA : yueOHOe mocoowue / | https://reader.lanbook.com/book/141613/preview#1
n. A. Cemko, JI. A. AnryxoBa. —
Craponoins : CT'AY, 2018. — 119 c.
JononauTenpHas
5.|TlaBnoBa, P. C. Koudunennuaipaoe Bbubnnoreunass cucrema «JIAHb»
JIeNIOTIPOU3BOACTBO : yueOHOe Mmocobue https://reader.lanbook.com/book/169795#1
mix cuo / P. C. IlaBmoBa. — CaHKT-
[etepOypr : Jlanp, 2021. — 308 ¢
6.| Pribakos, A. E. OCHOBEI bubnunoreunas cucrema «JIAHDb»
nenonpousBojcTBa : yueOHuk / A. E.|https://reader.lanbook.com/book/131907/preview#1
PribakoB. — 3-e u3a., crep. — MHHCK :
PUIIO, 2016. — 319 c.
6.3 Ilepeuens 31eKMpPOHHBIX 00PA308AMENbHBIX PECYPCO8 *
Ne DJIeKTPOHHBbIN 00pa3oBaTeIbHBIN pecypc Hoctyn B DOP (ceTh MHTEpHET, JOKATbHAS
n/n ceTh, ABTOPH30BAHHBIN/CBOOOAHBIH JOCTYI
1 Poccuiickas HarpioHaNbHAs OMOIMOTEKA http://nlr.ru/lawcenter rnb
[DnexTponHBIN pecypc]
2 Poccwiickas ['ocynapcTBeHHast Onbmuoreka http:// www.rsl.ru
[anekTpoHHBIH pecypc].
3 OenepanbHbIi 00pa3oBaTELHBIN TOPTAI http://www.ecsocman.edu.ru

((3KOHOMI/IKa, COIIMOJIOTHA, MCHCIXKMCHT»



https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/169795#1
https://reader.lanbook.com/book/131907/preview#1

6.4 Coepemennvie npogheccuonanvnvie 6azvl OAHHBIX, UHPOPMAUUOHHBIE CHPABOUHbLE
cucmemsl u TUWEH3UOHHOE NPOZPAMMHOE 00echeyeHue

CoBpemMeHHBbIE TPodeccCHOHATBbHBIE §a3bI TaHHBIX

1. https://rosstat.gov.ru/ - @enepanbHas ciryk0a TOCyJapCTBEHHON CTAaTUCTUKU.

2. https://cyberleninka.ru/ - HayudHas 3J€KTpOHHas OMOIMOTEKAa OTKPHITOrO JOCTyIa
(Open Access).

3. http://link.springer.com/ - MOTHOTEKCTOBasI KOJIeKIMsl (0a3a JaHHBIX) FJCKTPOHHBIX
KHHT U37aTeNibcTBa Springer Nature.

4. http://fcior.edu.ru/ - ®enepanpHBId TIEHTP HWHPOPMAIIMOHHO-00PA30BaTEIBHBIX
pecypcos.

5. http://window.edu.ru/ - WudbopmammonHas cuctema «EauHOEe OKHO 10OCTyma K
00pa30oBaTEIBHBIM pecypcam

Nudopmannonnbie cipaBoYHbIe CHCTEMbI
1. HudopmanmonHo-cipaBouyHas cucrema «I apant». — URL: https://www.garant.ru/
2. Wudopmanmonno-cnpaBoynas cucrema «Koucynmprant Ilmoc». — URL:
http://www.consultant.ru/
3. @enepanbHas ciryk0a rocy1apcTBEeHHOW CTaTUCTUKH - http://www.gks.ru

4. Coser ®@enepamuu DenepanvHoro CobOpanust  Poccuiickoit ~ deneparuu
http://www.council.gov.ru/index.html

5. Odunmaneueiii caiit  [Ipesunenta Poccwmiickoii Denepanun

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

7. Cant «ApxuBbl Poccum» mnon srumoit PenepanbHOrO0 apXMBHOIO AareHTCTBA
(Pocapxusa) http://www.rusarchives.ru

8. Ilopran rocymapcTBeHHBIX U MYHUITUTIAIBHBIX yCIIyT http://www.gosuslugi.ru/ru/

9. ®denepanbHas ciayx0a Mo HaA30py B cdepe CBA3M, HHPOPMAIIMOHHBIX TEXHOJIOTHH
u MaccoBbiX kommyHuKaiui, @'Y HTL] "Uuadopmpeructp” http://www.inforeg.ru

10. CnpaBouHo-npaBoBas cuctema «KoHcynbranT miatoc» http://www.consultant.ru/

11. CnpaBouHo-tipaBoBas cuctema «["apant» http://www.garant.ru/

12. Bcepoccuiickuii Hay4HO-UCCIIEOBATENLCKUH HMHCTUTYT JOKYMEHTOBEIEHUS U
apxusHoro nena (BHUMJAN) http://www.vniidad.ru

JInieH3noHHOEe MPOrpaMMHoOe odecedenue

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

2. OpenOffice, Jlronuke (OecruiaTHOE MPOrpaMMHOE 00eCIIeYeHIE TMPOKOTO Ki1acca),

3. cuctema qucTaHMoHHOro ooydenus Moodle (www.edu.rgazu.ru),

4. Beobunap (Adobe Connect v.8, Zomm, Google Meet, Skype, Muparmnoimuc),
porpaMMHOe o0OecTieueHne AIEKTPOHHOTO pecypcea caiita, Bkiatouas ObC Agrilib u Buaeokanan
PI'A3Y (http://www.youtube.com/rgazu),

5. antuBUpycHoe nporpammHoe obecnieuenue Dr. WEB Desktop Security Suite.

6.5 Ilepedenb y4eOHBIX ayIUTOPHIA, 000PYA1OBAHNS U TEXHHYECKHUX CPEICTB

o0yyeHus **
Ipexnasnavyenue Iepeyensn
HaumeHoBaHue Kopmyca,
NMoMeLIeHUs o0opynoBaHusi (B T.4. BHPTyajJbHble AaHAJIOTH) H
Ne nomemenunst (ayauropum) .
(aynuropuu) TeXHUYECKHUX CPeIcTB 00y4eHust



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

Hna sansmuil | Y4eOHO-aIMUHMCTPATHBHBIA | CrennanusupoBaHHas MeOerns, Habop
JNEeKYUOHHO20 MUNa KopIyc. JIEMOHCTpaLMOHHOTO 00opyaoBanusi, npoexkrop EPSON
Kab. 129. EB-1880, »9KpaH HACTEHHBIA MOTOPHU3UPOBAHHBIN
SimSCREEN
Jlns sanuamui | Y4eOHO-aIMUHUCTPATHBHBINA CrermammupoBaHHas MeOesb, HabOp JIEeMOHCTPAIIOHHOTO
cemunapcxkoeo  muna, | KOpmuyc. 000pyIoBaHusI U y4eOHO-HATTSIHBIX TTOCOOHH, MPOEKTOP
2PYNNOBbIX Kab. 125,142 SANYO PLC-XV, »5KkpaH HAaCTCHHBIH PYJIOHHBII
KOHCYyIbmayutl, SimSCREEN
NpOMENCYMOYHOU
ammecmayuu
s Yuebno-anmuaucTpatuBHeId | [lepconampueie  kommbioTepsl 11 mrT. Breixom B
camocmoamenbHou KopIIyC. UHTEPHET, JOCTYI B SJICKTPOHHYIO HH()OPMAIMOHHO-
pabomvl [Momemnenne JUisl | oOpa3oBaTeNbHYIO Cpely YHUBEPCUTETA
CaMOCTOSTEIIEHON paboTEI.
YuranbHbIN 3ai1
Y4eOHO-1a00paTOPHBIH Crerpan3upoBaHHasi MeOesib, Habop JEMOHCTPAIIOHHOTO
KopITyC. o0opymoBaHUs, TEPCOHATBHBIC  KOMIBIOTEpH! 11 mT.
[Momemenne st | Belxon B MHTEpHET, JIOCTYH B OJIEKTPOHHYIO
CaMOCTOSITEIbHON paboThl. | HHPOPMAITMOHHO-00pa30BaTEIHHYIO cpemy
Kab. 320. YHUBEPCUTETA

Y4eOHO-aIMIHICTPATUBHBIN
KOpIyC.

Ka6. 105. Yuebnas ayauropus
TS y4eOHBIX 3aHATUI
oOydJamuxcsi W3 4Hucla
uHBaauaoB u jui ¢ OB3

Crienani3upoBanHasi MeOelb, Habop JIEMOHCTPAIIMOHHOTO
00opymoBaHus. ABTOMAaTH3MPOBaHHOE pabouee MeECTO

JUIi  WHBAJIHWJIOB-KOIACOYHUKOB C  KOPPEKIMOHHOMN
TEXHUKOM M MHAyKIMOHHOW cucremoil OnCuc 290;
ABTOMAaTHU3HPOBAHHOE pabouee MECTO TUTSI
ClaboOBH/IIIMX M HE3PSIYMX  IOJNb30BaTelled  co
CTaIMOHapHBIM BHJeoyBenuuutenem OnCuc 29 ON;
ABTOMaTH3MPOBAHHOE pabouee MECTO JUIs
cnaboBH/IIMX M HE3pAYMX  II0JIb30BaTeNied  C
mopTatuBHEIM BHIeoyBenuuuteneM OnCuc 207 CF;
ABTOMaTH3MPOBAHHOE pabouee MECTO TS

CITa0OBUISIINX U HE3PIINX MOJH30BATENIEH C UNTAIOIIEeH
MamuHOW OaCuc 207 CN; AnmapaTHBII KOMIUIEKC C
dyHKIMEH ~ BHACOYBEIMYCHHUS WM UYTCHHA  JUIA
CITa0OBUISIIUX W HE3PSINUX Tonb3oBateneiit IiaCuc 207
OS.
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®EJIEPAJIBHOE IT'OCY IAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIbHOE YUPEXXIEHME BBICIHET'O OBPA3OBAHIMA
MUHUCTEPCTBA CEJIbCKOI'O XO35NCTBA POCCUUCKOUN ©EJIEPAIIN

«POCCUMCKHU T'OCYJAPCTBEHHBIN YHUBEPCUTET HAPOJHOI'O XO3SIMCTBA
NMEHHU B.1. BEPHAJICKOI'O»
(YHuBepcurter BepHajackoro)

DoH/1 OLIEHOYHBIX CPEJACTB /IJIs MPOBeJAeHHs TEKYIEro KOHTPOJIS U
MPOMEKYTOYHOM aTTeCTAMH 00Yy4YAOIIUXCH M0 JUCUUIIMHE
«/les10nMpou3BOACTBO»

Hanpasnenue noarorosku 38.03.05 busnec-undhopmaTtuka

HanpasneHHnocTs (mpoduis) nporpaMmMbl MHKUHUPUHT OU3HEC MTPOLIECCOB

Ksamudukanus_bakanaBp

®opma 00yueHus_ouHas

bamammxa 2024 r.
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1.0nucanue noka3areje u KPUTECPUEB OLICHUBAHUSA IJIAHUPYEMBIX PE3YyJIbLTATOB 06yqemm 1mo yqeﬁnoifl AUCIHUIIJIMHE

Komnerennuii HNuaukarop Vooge HaumenoBanue
C(l)OpMHpOBaHHOCTI/I OCEO;HII::I)* HnaﬂnpyeMble PeE3yJIbTaThI Oﬁy‘leHI/IH OLCHOYHOI'0 CpeacTrBa
KOMIIETCHIIUH
YK-1. Cnocoben | 3uath (3): 3axoHopatenbhbie | IloporoBbrit 3HaTh: HOPMATHBHO-IIPAaBOBBIE M METOJIMYECKHE IOKYMEHTHI, | Pedepar, ycTHbII oTBeT Ha
OCYIIIECTBIIATH TIOUCK, | aKTBhI, MIOCTaHOBJICHUS, | (YA0BJIETBOPUTEIbH | PErIaMEHTHPYIOIIUE BOIIPOCHI JETIONPON3BOJICTBA U | BOMIPOC NPAKTHUECKOE 3a/aHME,
KPUTHYECKMH aHanmu3 M | HOpMaTHBHBIE JIOKYMEHTEHI | 0) JIOKyMEHTO0000pOTa; 3HaTh  OCHOBHBIE TpeOOBaHMS K | UTOTOBOE TECTHPOBAaHHE, OTBET
CHHTE3 uH(pOpMaNny, | perIaMeHTUpPYIOLIHE COCTaBJICHUIO JOKYMEHTAa; 3HaTb OCHOBHBIC HANpaBJICHUWE B | HA 9K3aMEHAIMOHHBIN BOIPOC
NIPUMEHATh ~ CHUCTEMHBIH | OpraHH3aIfio pabore c [MOKyMEHTaMH NO YHH(QUKAUWK M CTaHIApPTU3ALMN
MOIXOA AN pEIleHUs | JIeJIONPOU3BOJCTBA B JOKYMEHTOB; 3HaThb OCHOBHBIE TpPEOOBaHHS K COCTaBJICHUIO
MIOCTABJICHHBIX 33/1a4 opraamzaun JKKX JOKyMEHTOB; ¢byHKINH JOKYyMEHTa, Ki1acCH(pUKaLNIo
YMeThb: IpUMEHITh METOAUKU JIOKyMEHTOB, CIIOCOOBI JIOKYMEHTHPOBAHHMS; 3HATh COBPEMEHHBIC
moncka, cobopa, 00paboTKH TEXHUYECKHE CpeAcTBa M WH(GOPMAIMOHHBIE TEXHOJIOTHH,
nH(OpMaNNH, CHCTEMHBIT UCTIONb3yEMBbI€ TPU peIIeHNH KOMMYHUKAaTUBHBIX 3a/1a4.
MIOJXO[ VISl PEICHUS YMeTb: TPaMOTHO HCIOJB30BAaTh IIOMCKOBBIE BO3MOKHOCTH
MOCTaBJIEHHBIX 3aJa4 CUCTEMBI CHCTEM DJJICKTPOHHOTO JIOKyMEHTOO0OpOoTa; pa30Hparbcsi B
JIeTIOIPOU3BOICTBA U Ki1accuukaropax pasiMuHbBIX BHIOB, YMEThb IOJIb30BaThCs
JIOKyMEHTO0000poTa HOMEHKJIATypOH JieNl, MEepeyHsMH JOKYMEHTOB C DPa3IHUYHBIMH
OpraHu3aIu CPOKaMH XpaHEHHUS.
Buagerb: TNOHATHHHBIM = ammapaToM IUCHUIUIMHBL, BIAJIETh
HaBbIKAMH HCIIOJIb30BaHMSI COBPEMEHHBIX TEXHUYECKHUX CPEJCTB
n  UHQOPMALMOHHBIMH  TEXHOJOTHSIMH TP PEIICHUHU
KOMMYHUKAaTHBHBIX 3aJad4 IOATOTOBKM OCHOBHBIX  BHJIOB
JTIOKYMEHTOB, HCIOJIb3yEMBIX pAOOTHHUKOM;
IIpoaBMHYTHIN 3HaeT TBepaO: HOPMAaTHBHO-NIPABOBBIE W  METOAWYECKUE Pedepar, ycTHbII OTBET Ha
(xopo1o) JOKYMEHTBHI, PErJIaMeHTHPYIOLINE BOIPOCH! ACIONPOU3BOICTBA U | BOIPOC NMPAKTHYECKOE 3aJaHuE,

JOKYMEHTO000pOTa; 3HaTh  OCHOBHbIE TpeOOBaHMS K
COCTaBJICHUIO  JIOKyMEHTa; TBEpIO  3HaeT OCHOBHBIE
HampasjeHue B paboTe ¢ JOKyMEHTaMH N0 YyHU(HKAUUH U
CTAaHJAPTU3AaLUK JOKYMEHTOB; 3HaTh OCHOBHBIC TPEOOBAaHHS K
COCTaBJICHHIO JIOKYMEHTOB; ¢byHKIH JIOKyMEHTa,
KIacCU(DUKAIMIO JOKYMEHTOB, CIIOCOOBI JIOKYMEHTHPOBAHUSI;
3HATh COBPEMCHHBIC TEXHUYECKUE CPEACTBA U MHPOPMAIIMOHHbIC
TCXHOJIOT'UH, HCIOJb3YyEMBIC MNPHU PEHICHUU KOMMYHUKATUBHBIX
3aad.

YMeeT yBepeHHO: WCIIOJIb30BaTh MOWUCKOBBIE BO3MOXKHOCTH
CHCTEM DIIEKTPOHHOTO JOKyMEHTOO0OOpOoTa; pa3OmpaThCcs B
KJaccu(UKaTopax pasIMuHBIX BHJOB, YMEThb II0OJIb30BaTHCS
HOMEHKJIaTypOH e, IepedHsMH JOKyMEHTOB C Pa3IM4HBIMU
CPOKaMH XpaHEHHSI.

Bianeer yBepeHHO: MOHATHIHBIM ammapaToM JIUCHUILIUHBL
BJIaZieeT HABBIKAMHU HCIIOJB30BAHHUS COBPEMEHHBIX TEXHUYECKUX
CpCaACTB U I/lHq)OpMaI_lI/IOHHbIMI/I TCXHOJIOTUAMU TIpU  PCHICHUUN

HUTOTOBOC TeCTI/IpOBaHI/Ie, OTBECT
Ha HK3aMEHallMOHHBIN BOIIPOC
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KOMMYHUKAaTUBHBIX  3aJa4 IIOATOTOBKM  OCHOBHBIX  BHUIOB
JIOKYMEHTOB, HCIIOJIb3YEMbIX pAOOTHHKOM.
Baapers: MeTogaMu noucka, Boicokmnii 3HaeT TBepAO: HOPMATHBHO-NPABOBBIE M  METOAUUYECKUE Pedepar, ycTHBIN OTBET Ha
cbopa u 00paboTKH, AJIs (0TJIMYHO) JIOKYMEHTBI, periiaMeHTHPYIOIINE BOIIPOCHI IETOMPOMU3BOJICTBA M | BOMPOC MPAKTUIECKOE 3aJaHHe,
pelICHKs IOCTaBJICHHBIX 331a4 JOKyMEHTO000pOTa; 3HaTh OCHOBHBIE TpeOOBaHMSA K | MTOTOBOE TECTHPOBAHUE, OTBET
B CUCTEME JAEIONPOU3BOJICTBA COCTaBJICHUIO JOKYMEHTAa; 3HaTbh OCHOBHBIC HANPaBICHUE B | Ha DK3aMEHALMOHHBIN BOIIPOC
pabore C MOKyMEHTaMH NO yHH(QUKAUIWH M CTaHAAPTU3ALMN
JIOKYMEHTOB; 3HaTb OCHOBHBIE TpeOOBaHMS K COCTaBJICHUIO
JIOKYMEHTOB; GhyHKIIH JOKYMEHTA, KITacCU(HUKAITHIO
JIOKyMEHTOB, CIIOCOOBI JIOKYMEHTHPOBAHHS; 3HATh COBPEMEHHEIC
TEXHUYECKUE CpeACTBA W HMHGOPMAIMOHHBIE TEXHOJIOTHH,
HCIIOJIb3YEMBIE [IPU PELICHMY KOMMYHUKATUBHBIX 3a1a4.
YMmeer yBepeHHO: UCIOJIb30BaThb IIOMCKOBBIE BO3MOXXHOCTH
CHCTEM DJJICKTPOHHOTO JIOKyMEHTOOOOpoTa; pa30Hparbcsi B
Ki1accuuKaropax pasiMYHBIX BHJOB, YMETh IOJb30BaThCS
HOMEHKIIATYpO#l eI, NMEpPEeYHSIMU JOKYMEHTOB C DPAa3IMYHBIMH
CPOKAaMH XPAHCHUS.
Baajeer yBepeHHO: NOHATUHMHBIM annaparoM JAMCLMILIMHBL,
BJIAJICTh HABBIKAMH HCIIOJb30BaHUS COBPEMEHHBIX TEXHUYECKUX
CpeACTB U MH(DOPMALMOHHBIMUA TEXHOJIOTHSMH MpPU PEIICHUN
KOMMYHUKAaTUBHBIX  3aJa4 IIOATOTOBKM OCHOBHBIX  BHUIOB
JIOKYMEHTOB, UCIIOJIb3YEMbIX PAOOTHUKOM;
YK-4. Cnocoben 3natsb (3): CoBpeMeHHYIO IToporoserii 3naer: OcCHOBHBIE TpeOOBaHMsSI K COCTaBJICHHIO JOKYMEHTA. Pedepar, ycTHbII OTBET Ha
OCYLIECTBJIATD JIEJIOBYIO OpraHu3aLUI0 (ynoBiaerBopuTesbH | OCHOBHBIE HampaBiIeHHE B paboTe C AOKYMEHTaMH IO | BOIPOC IMPAKTUIECKOE 3aJlaHue,
KOMMYHUKAIIUIO B YCTHOM JOKyMEHTO000poTa 1 0) yHU(QUKAIMK ¥ CTaHJApPTU3alMH JIOKYMEHTOB; 3HAET OCHOBHBIE | HTOrOBOE TECTUPOBAHHUE, OTBET
W MIUCbMEHHOH (hopMax Ha TEHJCHIIUY UCIIOJIb30BaHUS TpeOOBaHHUSI K COCTABIICHUIO JOKYMEHTOB; (PyHKIMH JOKYMEHTa, | Ha SK3aMEHAIIMOHHBIN BOIPOC
rOCYyAapCTBEHHOM SA3bIKE ACY KJIacCU(UKAIMIO JIOKYMEHTOB, CIHOCOOBI JIOKYMEHTHPOBAHHS;
Poccwuiickoit deneparun Ymets (Y): BeCTU JENOBYIO COBpPEMEHHBIC TPEOOBAHHUSA K JOKYMEHTAIIMOHHOMY OOCCIICUCHHIO
1 MHOCTPAHHOM (BIX) HEPEINNCKY, YUYUThIBAs YIPABJICHUS.
sI3bIKe(ax) OCOOEHHOCTH CTHIIMCTUKH Ymeer: CocraBisiTh U 0GOPMIATH YIPABICHUECKUE JTOKYMEHTBI,
OQUIHUATBHBIX U B TOM 4YHcle WH()OPMAIIMOHHO-CIIPABOYHBIC, B COOTBETCTBUU C
HEO(UIUATBHBIX HCEM, TpeOOBaHMSIMM TPABOBBIX AaKTOB U CTaHJIApTOB; T'PaMOTHO
COLMOKYJIbTYPHBIC Pa3JIMinsl B HCII0JIb30BaTh ITOMCKOBBIC BO3MOKHOCTH CHCTEM 3JICKTPOHHOT'O
(opmare KoppecIOHIEHIINN Ha JIOKYMEHTO0000POTa; pa3buparbcs B KIaccu(puKaTopax
rOCynapCTBEHHOM U pPa3IUYHBIX BUJOB, YMETh IIOJb30BATbCS HOMEHKJIATYpOW Jel,
MHOCTPAHHOM (-BIX) A3BIKaX. NEepCYHAMHU JOKYMEHTOB CO CPOKaMH XpaHCHHA.
Baangern (B): HaBbIKaMH Bianeer: HaBbIKaMU TNPABUIBHOIO NPHUMEHEHHS HOPMAaTUBHBIX
BEJICHUSI JEIOBOM IEPENNCKH, MPaBOBBIX aKTOB, METOIUYECKUX JTOKYMCHTOB,
Y4IHTBIBAsA 0COOEHHOCTH periaMeHTHPYIOIIUX BOIIPOCHI JICIONPOM3BOACTBA u
CTHUJIIMCTKH Od)HHI/IaJIBHbIX u Z[OKyMGHTOOﬁOpOTa.
HEODULMATLHBIX TUCEM IpoaBuHYTHIH 3naer TBepAo: o COBPEMEHHOMN OpraHu3auu Pedepar, ycTHBII OTBET Ha
(xopomo) JOKyMEHTO000pOoTa W TeHAeHIWH wucnomb3oBanus ACJl; 3HaTh | BONPOC NMPAaKTHUECKOE 3aJaHue,

OTallbl HOKyMCHTOO60pOTa B OpraHusaluu; mpaBujia perucTpauimuu
1 MHACKCUPOBAHWA HTOKYMEHTOB; 3HATh OPraHU3alli0 KOHTPOJA

HUTOr0BOC TCCTUPOBAHUEC, OTBET
Ha 3K3aMeHaHHOHHBII>i BOIIPOC
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HaJl VCIIOJHEHHEM JIOKYMEHTOB; 3HA€T OCHOBHBIE TPEOOBaHUA K
ApXMBHOMY XPaHEHHIO JIeJl; 3HAET OpraHU3alMI0 OIEPaTHBHOTO
XpaHeHUs! IOKYMEHTOB B TEKYILEM JIEJIOIPON3BO/ICTBE.

YMeeT yBepeHHO: BECTH  JEJIOBYIO IIEPENHCKY, YYHTHIBas
O0COOCHHOCTH CTHIIUCTUKH OQUIHMAIBHBIX W HEO(pHIUAIBHBIX
TIHCEM, COIIOKYJIbTYpHBIE pa3nuaus B ¢dopmate
KOPPECIIOHJCHIIMM Ha TOCYJapCTBEHHOM W WHOCTPAHHOM (-bIX)
A3bIKaX; YMEET COCTaBIATh M O(GOPMIIATH YNPABICHYECKHE,
MH(POPMAIIMOHHO-CIIPABOYHBIE JIOKYMEHTBI, B COOTBETCTBHH C
TpeOOBaHUSIMH NPABOBBIX aKTOB M CTaHAAPTOB; YMETh BHEAPSTH
palMOHAIBHYIO TEXHOJIOTHIO IPUEMA, TTPOXOXKICHHUS, ITOTOTOBKH
U OTIpPaBKU JOKYMEHTOB B TPAJUIMOHHBIX YCIOBUSIX H B
yCIoBHsIX paboThl ¢ mpuMeHeHneM ACY.

Biiageer yBepeHHO: HaBbIKAMHM COCTaBJIECHUS U OQopMileHHs
OPTaHU3aLHOHHO-PACTIOPSANTETHLHOM u nH(pOpMaNOHHO-
CIpaBOYHON JOKyMeHTauuu, ¢ mnpumeHeHueM ACY; Braxeer
HaBbIkaMyd paboTel B cucremMe ACY; BiageeT HaBBIKAMH
MIPAaBWIIBHOTO IPUMEHEHHS HOPMATHUBHBIX IIPABOBBIX aKTOB,
METOJIMYECKUX JOKYMEHTOB, pPErJaMEHTUPYIOLUIMX  BOIPOCHI
JIETIONPON3BOJICTBA M IOKYMEHTO000pOTAa.

Bbicokuii
(OTJIMYHO)

HNmeer chopmupoBaBuiMecsi cucTeMarnyeckue 3HAHUS: 110
COBPEMEHHOM OpraHu3alii JOKYMEHTOO0OpOTa M TEHICHLUH
ucnons3oBannss AC/l; 3HaTh JTambel JTOKYMEHTOOOOpOTa B
OpraHu3aliuy; IpaBUiIa PETUCTpallMM M  HMHIEKCUPOBAHUS
JOKYMEHTOB; 3HAThb OpPraHU3alUIO0 KOHTPOJIA Had HCHOJIHCHHUEM
JOKyMEHTOB; 3HAaeT OCHOBHBIE TpeOOBaHHSA K AapXHWBHOMY
XpaHEHMIO JIeJ; 3HAeT OpPraHM3aLUI0 ONEePaTHUBHOTO XpaHEHUS
JIOKYMEHTOB B TE€KYILEM AEIOIPOU3BOJCTBE.

HNmeer chopMupoBaBmieecss cHCTEMAaTHYeCKOEe YMEHHE: BECTU
JIETIOBYIO TIEPENUCKY, YYUTHIBasi OCOOEHHOCTH CTHIIMCTHKU
opunManbHEIX W HEOPUIMAIBHBIX IHCEM, COIHOKYJIBTYPHBIC
paznuuus B popMaTre KOPPECIIOHJACHIINH Ha rOCYIapCTBEHHOM U
WHOCTPaHHOM (-bIX) $I3BIKAaX; YMEET COCTaBIISITh U O(OPMIIITH
yrpaBiieHYecKue, HH(GOPMAIOHHO-CIIPABOYHBIE JOKYMEHTHI, B
COOTBETCTBUM C TPEOOBAaHMSIMH IPABOBBIX aKTOB M CTaHIAPTOB;
YMETH  BHEOPATH  PAalMOHAJIBHYIO  TEXHOJOTMIO  IIPHEMA,
MMPOXOXKJIEHHs, IOATOTOBKM M  OTHPAaBKH JOKYMEHTOB B
TPaAWIMOHHBIX YCIOBHSIX U B YCIOBUSAX pabOTHI C IPUMEHEHUEM
ACY.

Ilokazan cdopMupoBaBlIeecsi CHCTeMATHYECKOe BJaJeHHeE:
HaBbIKaMHU COCTaBJICHUA U O(I)OpMJ'IeHI/IH OpraHn3aluoHHO-
pacnopsaauTenbHON u “H(POPMAMOHHO-CIIPABOYHOH
JNIoOKyMeHTanuu, ¢ npuMmeHeHueM ACY; BlajieHHe  HaBBIKAMH
pabotsl B cucteme ACY; BrajieHHE HaBBIKAMH MPaBHJIHHOTO

Pedepar, ycTHBIE oOTBeT Ha
BOIIPOC MIPAaKTHUECKOE 3a1aHMHE,
HUTOTOBOE TECTUPOBAHHE, OTBET
Ha 3K3aMEHAI[OHHBIN BOIIPOC
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IPHMEHEHHsS HOPMATHBHBIX MPABOBBIX aKTOB,
JOKYMEHTOB, PErIaMEeHTUPYIOIUX BOIIPOCH! AEIOIPOU3BOACTBA U
JOKYMEHT0000pOTa.

MCTOAUYCCKUX

2. Onucanue mMKaJa OICHUBAHUA

2.1 Illlkana ouenusanus Ha ymane meKyuye20 KOHmpoJis

dopma tekymiero | OTcyTcTBUE ycBoeHus | [Ioporosebrit [IpoaBunyTHIi (XOpOI1I0) Bricokuii (0TIM4HO)
KOHTPOJIS (HMXe TTIOPOroBOro)” (Y1OBJIETBOPHUTEIIHHO)
Brimonnenue He BBIMONHEHAa Wik Bce | Pemeno 6onee 50% 3ananus, | Pemmeno Gonee 70% 3amaHus, | Bce 3aJaHus pEIICHB Oe3
MPAKTUYECKOTO 3aTaHUS 3aJlaHus peuensl | HO meHee 70% HO €CTh OIINOKH OHINOO0K
HEMPaBUIBHO
VY CTHBIN OTBET HA BOIIPOC | HE BbIMOJHEHAa wiau Bce | Llenp w  3amaum  Bompoca | Llens m 3amaum BeimonHeHus | Llenbs HanucaHust oTBETa Ha
3aIaHus pEllIeHbI | TOCTUTHYTHl YaCTUYHO. BOIPOCA JOCTUTHYTHI. BOIIPOC JIOCTUTHYTA,
HEMPaBUILHO 3a/1a4d PEIICHBI.
Pedepar He BblmosHeHa wiu Bee | Llens u 3amaum pedepara | Llens u 3agaum BoinosHeHus | Llens Hanucanus pedepara
3aJJlaHUs pEeLIEHBI | JOCTUTHYTHI JacTU4HO. | pedepara JIOCTUTHYTBI. | TOCTUTHYTA, 3a7a4n
HETIPaBUIILHO AKTYyanpHOCTh TEeMBI | AKTYyaJIbHOCTh TeMbI pedepara | permeHsl.  AKTyaJIbHOCTh
pedepara omnpejeseHa | MOATBEPKIEHA. Pedepar | Temsl HCCJICOBaHUS
HeyOenutenbHO. B pedepare | BHIMOTHEH ¢ HE3HAYUTEIBHBIMU | KOPPEKTHO i MMOJTHO
BBISIBIICHBI 3HAUUTENbHBIE | OTKIIOHEHUSIMU OT TpeboBaHUi | 000CHOBaHA. Pedepar
OTKJIOHEHHsI OT TpeOOBaHUH | METOJUYECKUX yKa3aHUH. BBIIIOJIHEH COIVIACHO
METOANYECKUX YKa3aHUM. TpeOOBaHUSIM.

2.2 lllkana oyenusanusn Ha Imane nNPOMeEHCYmouHol ammecmayuu (3auem u IK3amel, Kypcosas paooma)

®opma OtcytctBue ycBoenusi | Iloporoseiii (yaoBneTBoputenbHo) | [IpoaBunyThIi (X0poI1Io) Bricokwii (0TJIMYHO)
IPOMEKYTOUHOU (HM>KE IOPOTOBOTO)
aTTeCTAIUU
Brinonnenue Menee 51% 51-79% 80-90% 91% u 6onee
HUTOTOBOTO
TECTUPOBAHUS
OtBeT Ha HE BBINOJIHEHA WJIH BCE Lens 1 3a1aun Bompoca Hens u 3amaun Llenp HamucaHusl OTBETA HA
9K3aMEHAIMOHHBIH 3aJlaHusl PEeIICHBI JOCTUTHYTHI YaCTUYHO. BBITTOJTHEHHST BOTIPOCa BOTIPOC JOCTUTHYTA, 3a/1a4H
BOIIPOC HEMPaBIIBLHO AKTyanpbHOCTh TeMbI pedepaTa JIOCTUTHYTHI. pEIICHBI.
orpejiesieHa HeyOeIUTENbHO. AXTyanbHOCTh TEMBI
pedepara nmoaTBepKICHA.
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WM UHbIe MATEPUAJIbI, HEO0X0AUMbIe IJIS OLlEHKH
3HAHUI, YMEHH i, HABBIKOB M (MJIH) ONBITA eI TeJIbHOCTH, XaPpAKTEPU3YIOIIHUX ITAIBI
(opMupoBaHus KOMIETEHIN B poLecce 0CBOEHHUs 00pPa30BaTeIbHOM IPOrpaMMbl

®OHJ OHEHOYHbBIX CPEACTB JJA TEKYIEI'O KOHTPOJIA
Pa3pnen 1. TeopeTnueckue OCHOBBI 1€JIONPOU3BOACTBA

3aganme 1. 3anonHuTh TAOMUIy, C Y4Ye€TOM  paclpeieleHHs 3aKOHOB M HOPMAaTHBHBIX
JOKYMEHTOB, peryaupytonmx I'CJI

HazBanue noxymenTa Yro perynupyeT JOKYMEHT, Buasl 1oKyMeHTOB
OIMCaHue (mpuBeauTe
npuMep)

KoaudummpoBannbie 3aK0HbBI

Vka3sl u pacniopstxkenus [Ipesunenta Poccuiickoit deneparuu, moCTaHOBICHUS
[TpaButenscTBa Poccuiickoii @eneparuu B chepe AeTONPOU3BOICTB

3akoHoAaTeIbHbIE aKThl CyObeKTOB Poccuiickoil denepaiuu 1 MpaBoBbIE aKThl, IPUHUMAEMbIE
OopraHaMHM HMCIIOJTHUTEIIbHON BIacTH cyObeKTOB Poccuiickoit denepanmm

HopmaruBHble mpaBoBbIe aKThI (heiepabHbIX OPraHOB UCTIOIIHUTEILHON BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, ar€HTCTB H JIp.), PEIIIaMEHTUPYIOIINE BOIIPOCHI

AOKYMCHTALMOHHOI'O obecrieueHus

Texanueckue PEMIaMCHTBI 1 HAITMOHAJIBHBIC CTAHAAPTLI B obacTu JOKYMCHTAIITMUOHHOI'O
obecrneyeHus YIHPAaBJICHUA

TexHu4yeckue perfiaMeHThl U HallMOHAJbHBIE CTAaHAAPTHI B 00J1aCTH IOKYMEHTALMOHHOTO
o0ecIe4yeH s ypaBiIeHHsI

Ob6mepoccuiickie Kiaccu(UKaTopbl TEXHUKO-IKOHOMHUECKOM U COIMANIbHOM HH(OopManuu

yHI/I(I)I/II_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAIIMHU

3ananue 2. 3anonauTe Ta0aUIly. BrinmmTe BUABI JOKYMEHTOB OTHOCUTEILHO IMEPUOIOB:
[Ipuka3zHoe 1en0nponu3BOACTBO Komnexckoe MunucTepckoe
JIEJI0TPOU3BOJICTBO JIETIOTPOU3BOJICTBO

OtBeTbTe Ha Bompoc. YeM 3HamMeHatenbHbl AaThl: 23 mapra 1840 r., 1868 1., 27 denpans 1720
r.?

3apganme 3. [TucbmenHo oTBeThTe Ha BOIPOC. OOBICHUTE TEPMHUHBI «yHU(DUKALUA» U
«cTaHAapTU3aLuD» JOKyMeHTa. Kak COOTHOCATCS JTaHHBIC MOHATHA?

3ananue 4. BriOepute U3 MpaBoil KOJOHKH OINPENEICHUS, OTHOCSIIUECS K TePMHUHAM
JI€BOM KOJIOHKE, COOTBETCTBEHHO IIPOHYMEPOBAB 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

BaJaHne 5. 3anonaure Ta6J'II/II_U>I 110 KJ'IaCCI/I(I)I/IKaL[I/IOHHBIM IIpU3HaKaM OJOKYMCHTOB

Ilo HaumMeHOBaHNIO ITo mecty Ilo crennenu ITo conepxanuro
COCTaBJICHUS TJIACHOCTU
ITo cpokam [1o HazHauenuro o ropuanueckoit Ilo cpokam xpaHeHuUs
HUCIIOJIHEHUS cuiie

3auanne 6. IIuceMeHHO OTBETHTE Ha CJICAYIOIUEC BOIIPOCHI:

1. Yto Takoe IeI0mnpou3BOJICTBO?
2. NaiiTe omnpeeneHHE TOHITHIO «I0OKYMEHTUPOBAHUE)
3. HazoBute oCHOBHBIC (PYHKIIMHU TOKYMEHTA.

4.  Kakue oOuepoccuiickue KJIacCU(PUKATOpbl HUCHONB3YIOTCS NpU OPOPMIECHUU
OpraHU3alMOHHO-PACIOPAUTENbHBIX JOKYMEHTOB?

5. Kakwme BuIBI JOKYMEHTOB BKJIIOUaeT B ce0sf cucTeMa OpraHU3alMOHHO-
pacnopsAUTENbHON JOKYMEHTAUNU?

6. Kakume paznuuaroT crmocoObl JOKYMEHTHPOBAaHUS B 3aBHCHUMOCTH OT CpEACTB
JIOKYMEHTHUPOBaHUA?

7. YrTo MOHMMAIOT MOJ FOPUINYECKON CUIION JOKyMEHTa?

3apanme 7. IloaroroBbTe NOKIAJ C MPE3EHTALMEN MO OJHOM W3 MPENJIOKEHHBIX TEM
(moxsan Ha 5 MuHYT, ipe3enTanus 10-12 ciaiinos)

1. YcoBepiieHCTBOBaHHE AETOMPOU3BOICTBA HA MIPEAIPUITHI

2. Pa3BuTHE JOKYMEHTAIIMOHHBIX CITY’KO Ha COBPEMEHHOM JTare

3.  Texuuueckue cpencTBa, YNPOIIAONIME BEACHUE JIENONPOU3BOJCTBA Ha
NPENPUSITHH.
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4.

I[eJ'IOBaH MNEPCIrCKa - HCOTbEMIJIEMOC CPCACTBO CBA3H MPCANPUATUS C BHCIIHUMU

OpraHHU3aLUsIMU.

5. Kak oBnaseTb UCKyCCTBOM JIEJIOBOTO MHUCHMA.

6.  JIOKyMEHTHUpPOBaHUE YIIPaBICHUYECKOH €ATEIbHOCTH OPraHU3alNH.

7. JIOKYMEHT Kak Cpe/ICTBO 3aKPEIUICHUS U PETPAHCIALUN HHPOPMAIUH.

8.  Hudopmaruzanus AeI0MpOU3BOICTBA

9.  JlIokyMEeHTHpOBaHUE TPYAOBBIX OTHOIICHUA

10. KomMnploTepHbl€ TEXHOJIOTUH B AEJIONPOU3BOCTBE

11. Ananu3 10KyMEHTOOOOPOTa M METO/BI €T0 COBEPILIEHCTBOBAHUS

12. Pabota ¢ KoHQUACHINATbHBIMU JOKYMEHTaMHU

13.  Opranuzanus paboThl C JOKYMEHTaMU

14.  Ananu3 10KyMEHTOOOOPOTa U METO/IbI €T0 COBEPILIEHCTBOBAHMUS.

15. Hcropus pa3BUTHS TOKYMEHTOBEICHUS

16. CoBpemMeHHOE JOKYMEHTOBEICHHE.

IIpumepHbIe TeMbl pedepaToB

1.  Opranuzamusi JOKyMEHTOOOOpOTa: OCHOBHBIE TIPaBUJIA U TAIIbI.

2. Dramnsl pa3BUTHs J€I0IIPOU3BOACTBa B Poccun.

3. Cnuyx0a aenonpou3BoACTBA U IOKYMEHTAIIMOHHOTO 00€CTICUeHHSI YIIPABIICHHUS.

4.  HopmatuBHO-IpaBoBas 6a3a COBPEMEHHOI'0 JEJIONPOU3BO/ICTRA.

5. HopmaTtuBHas ocHOBa Ipolecca JOKyMEHTHPOBAaHUS YIPaBICHUS TIEPCOHATIOM.

6.  OpraHuzanMOHHBIE KaJPOBBIE JOKYMEHTBI: COCTaB, COAEPKAHUE, TOPSIOK
MOJATOTOBKU U O(POPMIICHUS.

7. JlomKHOCTHAs HHCTPYKLUS KaK OpraHU3allMOHHbIN KaIpOBBIA JOKYMEHT.

8. CocraB 1 BUABI KQJIPOBON JOKYMEHTALMH.

9. JloxymeHTHpOBaHuE nporuecca opopMIECHHS TPYAOBBIX OTHOIICHUH.

10. DOxcnepTu3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTpYKType yIpaBJIE€HUS

12.  OducHsbie cpeacTBa pabOTHI C TOKyMEHTaMU

13. 3HaueHue TOKYMEHTA B yNpaBIEHYECKOH NesATeNbHOCTH, KJIaccuhuKaus
CITyeOHBIX JOKYMEHTOB.

14. VYHudukanus u cTaHIapTU3ALUSI TOKYMEHTOB.

15.  Jlenompou3BOJCTBO B OpraHax UCHOJHUTEIbHOU BiacTu. [lopsgok paccMoTpeHust

oOpalleHui TpaxiaH.

16. Ocobennoctu opopmiieHUss HHPOPMAITMOHHO-CIIPABOYHOMN M KaApOBOH
JIOKYMEHTAI1H.

17. Jdenonpou3BOJCTBO B COBpeMeHHOU Poccuun

18.  Jlenonpou3BoACTBO AOPEBOMOLMOHHON Poccun

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

20. OpraHuzanus JOKyMEHTOO00pOTa

21. Peructpanus 10KyMEHTOB

22.  KoHTposib UCIIOIIHEHUS JOKYMEHTOB

23. CucremaTtusanus U XpaHEHHE JOKYMEHTOB

24. HowmeHknaTypa Jei Opranu3aluu

Pasnen 2. CoBpemeHHbBIe TpeOOBaHNS K 0(OPMJICHHIO JOKYMEHTOB

3apanue 1.Pemmute KpoccBOp
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ITo ropusonTanm:

l.  peKBU3WUT IOKYMEHTa, BEIPAXKAIOIIMI COrIache WM HeCorjliacue

JIOJKHOCTHOTO JIMIIA C COAECPKAHUEM JTOKYMEHTA.

4. pPEKBH3UT JOKyMEHTa, IPEACTaBIIONNN €000 COOCTBEHHOPYYHYIO POCIHUCH
MTOJITHOMOYHOTO JIOJ>KHOCTHOTO JIMIIA.

6 - IPUCBOEHHE MOPSAKOBOTO HOMEpa Jiejia [0 HOMEHKJIATYpe U YCIOBHOE 0003HaYeHHE
CTPYKTYPHOM YacTH yUpPEKIACHUH, IPOCTABIIIEMbIC Ha 00JIOXKKE JIea.

8. IMUCBMCHHOC  TMPCAJIOKCHUC O  3aKIIIOYCHHU  JOTOBOpa (KOHTpaKTa) Ha
OIMPCACIICHHBIX YCIOBUAX.
9. 3aIllncChb I/IH(bOpMaI_[I/II/I Ha Ppa3JIMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM IIpaBUJIaM,

00eCreunBaroIIUM €€ IOPUINYECKYIO CHUITY.

12. nBM>KeHHE TOKYMEHTOB B OPraHMU3allM¥ C MOMEHTA UX IOJYUYEHUS WIM CO3/1aHHus 10
3aBEpILEHUS UCIIOJHEHNS WIN OTIPABKH.

13 oOpa3zerr, 3TajnoH, MOJIENh MPUHIUMAEMBIE 32 UCXOMHBIE JJISi COTMIOCTABICHUSI C HUMH
JPYyTUX MIPEIMETOB.

17. 06s3aTenbHbIN 3IeMeHT 0hopMIIeHUS OPHUIMATBHOTO TOKYMEHTA

18 noxyMeHT, puKcHpyIOUIMA X0 3aceqaHusl, COBEIIAaHus.

19. COBOKYNHOCTh AOKYMEHTOB (MJIM JIOKYMEHT), C(OPMHPOBAHHBIX IO KaKOMY-JTHOO
MPU3HAKY (BUJAM JJOKYMEHTOB, BOIIPOCaM, KOPPECTIOHIEHTAaM U T.1.), IOMELIECHHbBIX B O0JIOXKKY.

ITo BepTHKAIM:

2. JIOKyMEHT, (PMKCHUPYIOUIMH COIJallleHHe CTOPOH 00 YCTaHOBJIEHHMU KaKHX- JINOO
OTHOLLIEHUH U YCIIOBUH UX PETyJIUPOBAHUS.

3. JlokyMmeHT, coiepxaluil HHPOPMALMOHHO-CIIPABOYHbIC, AHATUTUYECKHE WIIH
OTYETHBIE CBEACHMSI, IPEICTABIISIEMBIN PYKOBOJICTBY.

5. D2JeMEeHT YAOCTOBEPEHUS TMOAJMHHOCTU TMOANUCH JOJDKHOCTHOTO JIMLA Ha
JIOKYMEHTaxX, IpPEAYyCMOTPEHHbIX HOPMAaTHUBHBIMU aKTaMM, YAOCTOBEPAIOIIMX IpaBa JIHII,
¢bukcupyromux (GaxTel, CBA3aHHbIE C PUHAHCOBBIMU CPEJCTBAMHU.

7. 3TO COBOKYNHOCTb pa3JIMYHBIX CBEIEHUM, CHCTEMa OpPraHU30BaHHBIX JAHHBIX,
OTPAXKAIOIIMX MPOLECCHl U COOBITUS OKPYKAIOILEro MHpa.
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10. [OKYMEHT, COCTaBJICHHbI HECKOJBKMMHU JIMLAMH M  [OATBEPKAAIOLIHUI
YCTaHOBJICHHBIE (DAKTHI UK COOBITHSI.

11. wuHdopManus Ha MaTepUATILHOM HOCHUTENIE, UMEIOILAs FOPUINUECKYIO CUITY.

14. nepeueHb Kakux-IMOO MAHHBIX (CBEAEHHUI), PACIOJIOXKEHHBIX B OINPEAECICHHOM
nopsiake (00OpOTHAS U T.11.)

15. mpaBoBOM aKT, W34aBacMbli PpPYKOBOJUTEJIEM OpraHa TroOCyAapCTBEHHOTO
ynpaBiieHus: (€ro CTPyKTYPHOI'O IMOApa3AeieHus), AeHCTBYIOIUI Ha OCHOBE €IMHOHAuYalus, B
LENAX pa3pelIeHus] OCHOBHBIX M OINEPAaTUBHBIX 3aJay, CTOSAMIMX Mepei JAaHHBIM opraHoMm. B
OT/ENIBHBIX CIy4yasX MOMKET KacaTbCs IIMPOKOTO Kpyra OpraHu3alMid W JOJKHOCTHBIX JIMIL
HE3aBUCUMO OT TOJYNHEHHOCTH;

16. ropuanuecku oOpMIICHHBIN NepeueHb JOKYMEHTOB.

20. 5TO0 peKBU3UT OQUIUAIBLHOTO JIOKYMEHTAa, NPUAAIONNA HOPMATHBHBIA WM
IIPaBOBOM XapakTep ero colep:KaHHIo

3aganue 2. BuumatenbHo u3yuute pazaen 5 «OdopmieHue peKBU3UTOB JOKYMEHTOB)»
I'OCT P 7.0.97-2016. Bemmonnute 3a1anusi, B cydae HEOOXOAUMOCTH J100aBbTE€ HEIOCTAIOIILYIO

UHPOPMALIHIO:
Howmep n MecropacnonoxeHue Bun noxymenra (B Kakux Kax pacnonaraercs u
HaNMCHOBAaHUC PECKBU3UTA (HO JOKYMCHTaXx HCIIOJIb3YCTCA B KaKuX ClIy4dasix
PEKBH3UTA locty) JTAHHBIN PEKBHU3UT) YKa3bIBAETCS B
JOKYMCHTAax
Busa
TTonmuce

OTMeTKa 0 3aBepeHUH
KOTIUH JOKYMEHTa

HaumenoBanue
JOJDKHOCTH JIHIIA

CrpaBoyHbIe JaHHBIC
00 opraHuzanuu

Jara nokymeHTa

CchpllIKa Ha
perucTpalvoOHHbIN
HOMED U JaTy
MTOCTYTIUBIIIETO
JIOKYMEHTa

3ananue 3. CocraBbTe U 0dopMHMTE NMPUKA3HI N0 OCHOBHOH JeSITeJIbHOCTH, U JApyrue

pacnopsiiuTe/IbHbIe JOKYMEHThI, He00X0AMMBbI€e B TAHHBIX YIIPABJIEHYECKHX CUTyalUsX.
Curyanus 1.

3amectutens nupekropa OOO «3rtanon» (3apeructpupoBaHo B r.Ilerpo3aBojcke)
I[T.1.AGpamoB 1 mekabpst TEKyIIero rojaa u3aail yka3zaHue o rpaduke OTIYCKOB Ha CIIETYIOIIUNA
KaJICHIAPHBIA IO/, COrJIACHO KOTOPOMY PYKOBOJIWTENN CTPYKTYPHBIX MOJIPA3ACICHUN JTOIKHBI
MPEICTaBUTh B OTHEN KaJpOB CIHCKH COTPYIHUKOB C YKa3aHHMEM IMPEAIojaraéMoro Cpoka
OUYEepPEHOro OTIyCKa B CIEAYIOIEM KaleHIapHoM roay. Cpok mpencraBieHus: cnuckos — 10
nekabps tekymero roga. Otmeny KaapoB yKa3aHHEM NpPEINUCHIBAETCS COCTABUTH CBOIHBIN
rpa¢puk ormyckoB paborHukoB OOO Ha crieayromuid KaJeHIApHBI TOA W IepeaaTrb €ro B
TUPEKIUI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJICHHE Ipaduka Ha3HaueH HadaJbHUK
otnena kanpos [Tankparosa O.1O. Cpoxk npencraBienus rpaduka — 20 gexadpst TEKYIIETo Toja.

VYkazanue ObUIO 3aBH3MPOBAHO HAYAJIHLHUKOM OTIENa KaJpOB, TJIABHBIM OyXraiTepom,
IOPUCKOHCYITBTOM.
Curyanus 2.

Hupexrop OO0 «Dtanon» (3apeructpupoBano B T.IlerpozaBoncke) JI.B.Ilomos 12
(heBpans TEKyIIero rojaa u3Aail pacnopsHKeHHE O MPOBEICHUH PEMOHTHBIX paboT B mexe Ne 3 B
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CBS3M C aBapUHHBIM COCTOSSHUEM OTOMHUTEIBHOW CHUCTEMBI 1exa. PacmopspkeHueMm
MIPENMUCHIBAIIOCH TIPOBEJCHUE PEMOHTHBIX PabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObLI Ha3HAYEH HAYaJIbHUK PEMOHTHO-TEXHHYECKOH ciryk0bl MakapoB JI.M1. Cpok BbINOIHEHUS
Bcex pabot — 15 ¢eBpast TekyIero roja.

OcyliecTBiIeHHEe KOHTPOJS 3a MPOBEJCHHEM PEMOHTHBIX paboT BO3jaraioch Ha
HavanbHUKa 11exa Ne 3 Antonosa 10.B.

Pacniopsbkenue ObLIO 3aBU3MPOBAHO HAYAJIbHUKOM  PEMOHTHO-TEXHUYECKOW CITy:KOBI
MakaposbiM J[.M. u nHauaneHukoMm nexa Ne 3 AntonoBeiM HO.B., 3amectutenem nupexropa
[1.11.AGpamMOBBIM.

3ananue 4. CocraBbTe U 0popMuTe CiIy:KeOHbIE MUCHMA.
Curyanus 3.

OAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, a. 3, 104010) nomxkxo O6blIO B
cooTBeTCTBUH C M. 6 noroopa ot 10.07.2003 Ne 12/25 «O mocTaBKe MPOAYKIHW» TOCTABUTH
3A0 «CAHAEPEJIUIA» (MockBa, Kpacnoropckas ynu., a. 32, 111123, ten./dakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
Mecsa KokaHyto GypHUTYpy Ha oburyto cymmy 150 000 pyGuieit. @akTuuecku ke GypHUTYPBI
o010 cmaHo Ha cymmy 120 000 py6Gmeilt u HemomocTaBieHO Npoaykuuu Ha cymmy 30 000
pyoOusieit. CorimacHo 1.8 10oroBopa 3a HEJONOCTAaBKY IPOAYKLIMU [OJDKHA OBITh YyIUIadeHa
HeycTolKa B pazmepe 5%, 4To OT CyMMBI HeZIoNoCcTaBKU cocTtaBuiio 1500 pyouei.

Hupextop 3A0 «CAHIAEPEJIJIA» B.JI. ®enopoBa obpatunace k aupexropy OOO
«IlepBas ®abpuka» O.J. CokonoBy ¢ mnpocb00il NepeyucauTh Ha HMX PacUETHBI cueT
ykazaHHyto cymmy (1500 py6.). B mnporuBnom cimyuae 3A0 «CAHJEPEJIJIA» Oyner
BBIHYK/ICHO 00paTuThCsi B rocapbutpax. IluceMo o HemomocTtaBke MNPOIYyKUUU  OBLIO
coctasinieHo ucriosnHuteneM P.T. FOxauno# u noanucano ®enoposoii 12 aBrycra TeKyLero roja.

3apanme 5. CocraBbTe M odopMHTe [I0KJIAIHbIE, U O0BSICHUTEJIbHbIE 3aNMCKH,
Heo0X0UMbIe B CJIeyIOIIHMX YIPABJIeHYeCKUX CUTyalusix.
Curyauus 4.

Kyprep 3A0 «®apma» C.C. CoMOB peryssipHO oma3abIBajl Ha paboTy, YeM HapyIail
TPYJIOBYIO JAUCHUIUIMHY. 3aBeayromas kanuenspuei M.B. UlymunuHa HEOAHOKpATHO nenana
eMy 3ameuaHus (B ycTHOM (opme), a 12 uioHs TeKyIero rojaa Obljia BEIHYKIEHa OOPAaTUTHCS C
naHHBIM BompocoM K ['enepanpHOMy aupekropy A.B. CenoBy ¢ MOKIaAHON 3alllMCKOM, B
KOTOpOM Ipocuiia NPUHATh MEPHI AucHuIuinHapHoro xapakrepa k C.C. CoMoBy.

Pa3nen 3. Opranusauusi padoThl ¢ JOKYMEHTAMU

HpuMepm 3aJjaHu# 171 BBINMOJHEHUS HA NPAKTHYIECCKUX 3AHATHUAX

3apanue 1. OopMuTh KypHAI ydeTa BXOASAIINX JOKYMEHTOB:

HOoMep nokymeHTta 171/-3; cpok ucnonnenus 27.12 2021; ucnonaurens Ceprees; nata
nokymeHnta 18.12.2021; ucxomsmmii Ne 1-2/82; aBtop-ormpasutens 3A0 «Dpay; KpaTKoe
cojiepKaHue (3arojloBOK) Jaara mocTyrieHus: gqokymeHTta 21.12.2021 o cokpallleHuu MOCTaBOK
THT 22.12.2007; noanucek ucnonauurens Ceprees.

3anganue 2. OpopMuTh KypHan ydéTa HCXOIIMINX JOKYMEHTOB:

No i/ 152 153;ucnionautens PasuH; kpaTkoe cofepikanue nara nokymenrta 21.12.2021
o mpeporuiate o koHTpakty Ne 88/117 22.12.2021; agpecat (komy) 3AO «ITuor» ; Ne nena 4-
7.

3aganue 3. OQopMUTH KypHa yuéTa BHyTPEHHUX JOKYMEHTOB:

No noxymenta 88; nmata mokymenta 08.01.2021; kro moamucan MBaHOB; Kparkoe
coJiep>kaHre 00 M3MEHEHUE MTATHOTO PACIIMCAHUS;, OTMETKa 00 ucrotHeHnu CHII0poB.
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OBPA3EL KYPHAJA PETUCTPALIUHU BXOJAIIUX JOKYMEHTOB

Homep Hara ABTOp- Hexonammii KpaTtkoe conepkanue
JOKYMEHTA JOKYMEHTA OTHPABHTEIL Ne (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «Dpan 1-2/82 Jara nocryrnieHus
21.12.2007
O cokpallleHHH NOCTaBOK
THT
22.12.2007
HUcenonaurens Moanucek Cpox [Mpumeuanus
HCIIOJIHHUTE/IH HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPALHHHU HCXOJAAIINUX TOKYMEHTOB

Ne Anpecar Kparkoe cojep:kanune Henoanurens | Negena | [pumeuanue
n/n (komy) (3aroJI0BOK)
152 3A0 Jara noxymenTa Pazun 4-7
«Ilumor» 21.12.2007
O npeaomnare 10 KOHTPaKTY

Ne 28/117

22.12.2007
153

OBPA3EIL JKYPHAJIA PETUCTPAIIMHA BHYTPEHHUX NTOKYMEHTOB

Hara Hnpexc Kro noanucan Kparkoe Ormetka 00
CoJepyKaHHe HCIIOJIHEHHH
08.01.2007 88 HupexTop 006 u3MeHeHHH Cunopos
HBanor LITATHOTO
PACIHCAHHS

3aganue 4. CexpeTapb-IOMOIIHMK PYKOBOJIUTENS, IPEABAPUTENBHO IPOCMOTPEB
JIOKYMEHTAIIMIO, TIOCTYNUBIIYIO B OpraHU3allMIo, IEpelaeT ee BCIo pykoBoautento. [Ipu aTom B
ManKy ¢ JOKYMEHTaMHU BKJIAJBIBAETCS MHUCbMEHHBIH KOMMEHTAPHH, BKIIOYAIONIMNA CBEIEHUS O
COCTaBe JOKYMEHTOB, BOIPOCAX, COACPKAIIMUXCS B HUX, OT KOTO MOJYyYEHbI JOKYMEHTHI U KOMY
aJpecoOBaHBbl.
[IpaBuiibHO JIM B yYpeXJCHUU MOHMMAIOT Ha3HAYEHHE ONEpalliu «IpeABapUTEIbHOE
paccMOTpeHUE TOKYMEHTOBY ?
KoHTposbHBIE BOPOCHI:
1. Kakue s1ambl NpOXOAAT [IOKYMEHTHI, OTIPABICHHBbIE OpraHU3alMen?
[IpencraBbTe KpaTKyr0 XapaKTEPUCTHUKY .
2. Kak#we JOKyMEHTBl Ha3bIBaIOT IIOCTYHAIOIIMMH, OTIPABISIEMBIMA U
BHYTpPEHHHE?
3.  KakumMu JOKyMEHTaMH pPYKOBOJCTBYIOTCS TpPH TPOCKTHPOBAHUH U
panuoHaIu3alnu J0KyMeHToo0opoTa?
3aganue 5. CocraBbTe IOJIOKEHHE O HOBOM CTPYKTYPHOM MOAPA3JEICHUN B
aAMHUHHCTpau ropoja bamammxu (otaen kaapoB, PUHAHCOBO-3KOHOMHYECKHM OTIEN, OTAElN
CTpaTernueckoro pasButusi) B coorBerctBuu ¢ TpedboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB 1Mo uHbOpMaluu, OUOIMOTEYHOMY M H3AATENbCKOMY neny. OpraHu3zalnroHHO-
pacropsauTenbHas JoKyMeHTaus. TpeOoBaHus K 0()OPMIICHUIO TOKYMEHTOBY
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3apanue 6. CocTaBpTe OpraHU3AIMOHHYIO CTPYKTYPY AEIONPOU3BOJACTBEHHOM CITYKOBI
Bameit opranmzanun. YcTaHOBUTE MEpeYe€Hb HOPMATHUBHBIX JIOKYMEHTOB, KOTOpPBIMU
MOJIB3YIOTCS COTPYIHUKH ity 061 JIOY.
3apanme 7. Omnpenenure, K KaKuM BHUIaM JIOKYMEHTOB OTHOCATCS MPEACTABICHHbBIC
HIKE (hparMeHThI.
Texcer 1
dupMeHHOEC HAMMEHOBAHUE U MECTOHAXOXKICHHE O0IIECTBA
1.1. TlomueiM ¢QuUPMEHHBIM HaWMEHOBaHUEM oOIecTBa sBisiercs: OOmecTBo ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». Coxkpamennoe QupMeHHOE HaMMEHOBAHUE
obmectBa - OO0 «HOTAW».
1.2. MecToHaxoxIeHHe oOIIecTBa (MOYTOBBIM aapec): MoJoae HbIid MpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas denepanns.
Tekcr 2
OO0111e MOJI0KCHHUS
1.1. Cekperapb-pedepeHT OTHOCUTCS K KaTE€rOpUH CIEHHUAIUCTOB MPEIIPHUATHSA,
MIPUHUMAETCS U YBOJIBHSETCS JUPEKTOPOM.
1.2. OcHOBHBIMU 3aJladyaMH CeKpeTapsi-pedepeHTa SBISETCS OPraHU3AlMOHHOE H
TOKYMEHTAIIMOHHOE 00ECTIeYeHUE YIIPABIEHYECKON AEITEIbHOCTH. ..
Teker 3
1.1. DnexTpomnpoBoaKa B y4EOHBIX MOMEIICHHUIX JIOJDKHA HAXOAHUTHCS B HCIIPABHOM
cocTossHUM. CONPOTUBIEHUE H3OJIALMH MPOBOJOB JOKHO MEPUOJUYECKH 3aMEpPSAThCS, IMpHU
HEOOXOUMOCTH JIOJKEH MPOU3BOIUTHCS PEMOHT.
1.2. 3ampenjaercss NpUMEHSTh JJIA 3alIUThl 3JIEKTPOCETE BMECTO ABTOMATHYECKHX
MPEAOXPAHUTENCH U IUTABKUX BCTABOK 3AIIUTY KyCTAPHOTO U3TOTOBICHUS (<OKYUKI»).

IIpumepHBbIii NepedYeHb BONPOCOB I YCTHOI0 OTBETA HA CEMUHAPCKHUX 3aHATHH

1. KakoBbl COBpeMEHHBIE TpeOOBaHUS K S3bIKYy W CTUJIIO YIPaBICHYECKUX
JIOKYMEHTOB?

2. Yro coboii npeacraisger YcraB opranuzanun? KakoBsl OCHOBHBIE TpeOOBaHUS K
€ro COCTaBJICHUIO 1 0()OPMIICHUIO?

3.  Kax opopmuts [lonoxenue o0 otaene uim ciryx0e opraHuzanun’?
Kax opopmuth mraTHOE pacrnucanue?
Kakwue TpeboBaHus NpeabsaBIAIOTCA K 0OPMIICHHIO OTOBOPA, KOHTPAKTa?
Uto Takoe MHCTPYKIIKSA, KAKOBO €€ coJiepykanne u ohopmiIeHue?
Opranu3aluoHHbIE TOKYMEHTbI IPEATPUSATHS.
PacniopsiiutenbHble  JOKYMEHTHI — MPEONPUSTHS: MPHUKa3bl IO  OCHOBHOM
NESATENBHOCTH; PACIIOPSKEHMSI, PEILICHUS.

9.  HudbopMalMOHHO-CIPAaBOYHbIE JTOKYMEHTHI: MPOTOKOJBI, MOJHAs M KpaTkKas
¢dopma ux opopmiieHus.

10. HudbopMalnoHHO-CIIPaBOYHbBIE JIOKYMEHTBI: aKTBI; CITy»eOHble u
00BSICHUTEIIBHEIC

11. KakoBbl 3Tansl padOTHI C BXOIAIIUMHU JOKyMEHTaMU ?

12.  Kak ctpoutcst paboTa ¢ HCXOAIMINUMHU TOKYMEHTaMu?

13. KakoBa TexHOnOTHsI pabOThI ¢ BHYTPEHHUMHU JOKyMEHTaMu?

14. Kakwue 3a1auu JOKYMEHTOOOOPOTA peliacT PerucTpamus JOKyMEHTOB?

15. Kakue ympaBieHUecKHe MOKYMEHTbl HE IMOAJIekKAT PErHUCTpalliud B CIyk0ax
JIOKYMEHTallMOHHOT0 00ecrieYeH sl yIpaBaeHus?

16. KakoB nops0oK perucTpauuu yrnpaBjleHYECKOro JOKyMeHTa?

17. Kakue cymecTByOT BUbl KOHTPOJISI UCIIOIHEHUS JOKYMEHTOB?

18. Kakue omepanuu MO KOHTPOJIIO HCIOJHEHUS JOKYMEHTOB OCYIIECTBISIIOT

XNk
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CITY)KOBI TOKYMEHTAIIHOHHOTO 00eCIIeUeHHUs yIIPABICHUS ?

19. Kak ocyniecTBiIsieTCsl CUCTEMATU3AIMs U XpaHEHUE JOKYMEHTOB B OpraHu3auuu?

20. Yo Takoe nemno, ¢ TOUKHU 3peHus JoKyMeHToBeaeHusa? [IpuBeaure npumepsl ael,
XPAHSIIIUXCA B OPTaHU3alIUU.

21. Packpoiite coaepkaHue TOHSATUS «HOMEHKJIaTypa nem». Kakoe IOIKHOCTHOE
JIUI0 B OPTaHU3aIMK OTBEYAET 32 COCTaBJICHUE U BBEJCHUE B JICHCTBHE HOMEHKIIATYPHI J1ei1?

22. KakoBbl peKBU3UTHl HOMEHKIATYPbI A€7?

23. KakoBa cozepxaTesibHasi 4aCThb HOMEHKJIATYPBI J1e1?

24. Kakue npu3HaKy 3aBEACHHUS [Iej1a UCIIONB3YIOTCS IIpH (hopmMupoBaHUM fei?

25. KakoB oCHOBHOU NpUHIHI (POPMUPOBAHUS JOKYMEHTOB B Jieya’

26. Kakue HOpMaTUBHBIE TpeOOBaHUS HEOOXOIUMO COONIOAATH NMPU (POPMUPOBAHUU
nen?

27. Kak ocyiecTBisercs MOArOTOBKA JIeNl K apXUBHOMY XPaHEHHIO B COBPEMEHHBIX
OpraHu3aIusIx?

28. Kaxkas oprrexHuka UCMOIb3yeTcs Ui COCTABIECHUS TOKYMEHTOB B COBPEMEHHOM
JIeJI0TPOU3BOICTBE?

29. Kakas oprrexHuka UCHOJb3YyeTCs JUIsl IOMCKA, PAaHEHUsI U Mepeayl JOKYMEHTOB
B COBPEMEHHOM JIEJI0TPOU3BOICTBE?

30. KaxoBbl BO3MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B JOKYMEHTAIMOHHOM
o0ecre4eHny yrnpaBieHus ?
31. KaxoBbl BO3MOKHOCTH CPEICTB TEJIEKOMMYHMKALIUU B JJOKYMEHTAIHOHHOM

o0ecreyeHny yrnpaBieHus ?
32. B kakux cay4asxX NOpPUMEHSIOTCS CTaHAapTHble OQUCHbIE MPOrpaMMbl B
OpraHU3aLuH JEJIONPOU3BOACTBRA?

KOMILJIEKT TECTOB
AJIs1 IPOMEKYTOYHOM aTTecTaluy (3a4eT) Mo JucumnIuinge «/lesonpon3BoacTeo»
DK3aMeH MPOBOAUTCS B BUJIE UTOTOBOTO TECTA M OTBETA HA SK3aMEHAIIMOHHBIN BOTIPOC.

IIpumepHbIe 3a1aHUS HTOTOBOTO TECTA
1. lokymeHTallHOHHOE oO0ecrevyeHHe YNPAaBJIEHYECKHX pelleHHii, KaKk mpouecc
BKJIIOYaET B ce0si:
a) TOKyMEHTHPOBAHHE PEILICHUS;
0) nHPOPMAIIMOHHYIO TTOAJICPKKY PEIICHHI;
B) JIOKYMEHTHUPOBAHUE PEIICHHSI K KOHTPOJIb 32 €T0 BBHITOJHEHUEM.
2. CKo0JIbKO YeJI0BEK MOKeT BXOAUTHh B COCTAB IKCIEPTHOM KOMUCCUM ?
a) oT 2 u Oouee
0) 6 u 6omee
B)2 10 5
r) 4 u 607€e
3. Koraa perucTpupyoTcs ucXoasiue J0KyMeHThbI?
a) B IHb OTIIPaBKU
0) B ICHb MMOITMCAHHS
B) B JICHb COTJIACOBAHMS MTPOEKTA
I') HE PETUCTPUPYIOTCA
4. HomeHKIaTypa eI COCTABJISIETCS:
a) B 3 3K3eMIUIAPaXx;
0) 4;
B) 2.
5. Ykaxkurte, Kakue JOKYMEHTbI COCTABJISIIOTCS MO pe3yJbTaTaM IKCIePTH3bI
HEHHOCTH TOKYMEHTOB.
a) pelIeHrne YKCIEPTHON KOMUCCUU
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0) aKT O BBIZICIICHUH JJOKYMCHTOB Ha YHUYTOXKCHHUE
B) CIIy’)KeOHasl 3aIucKa O 3aCeIaHUuH YKCIIEPTHON KOMHCCUH
T') IPUKa3 [0 OCHOBHOM JEATEIBHOCTH
6. KTo uMeeT npaBo mpoiINTh CPOK HCTIOTHEHUS TOKYMeHTa?
a) JIMII0, KOTOPOE €Tr0 YCTaHOBUIIO
0) W10, KOTOPOE UCTIOTHSIET TOKYMEHT
B) PYKOBOJIUTEINb YUPEKICHUS
I') CeKpeTapb
7. Ilpu kakoM 00beMe IOKYMEHT0000pOTA MPUMEHSIETCS (KYPHAJIbHAsI CHCTeMA

perucrpanumn’?

—3TO:

a) 1o 10 000 1OKyMEHTOB B TOJ
6) o 600
B) 10 1000
r) 10 300 1TOKYMEHTOB
8. IlyTh, KOTOPBIii IPOXOAUT JOKYMEHT OT HA4aJIa ero CO3JaHus 10 ¢Aa4i B apXUB

a) JOKYMCHTHPOBAHHUC,

0) 1eTOTPOU3BOJICTBO;

B) JIOKYMEHTOOOOPOT;

F) CUCTCMA JOKYMCHTAIINH.

9. JIokyMeHTBI, KOTOPbIE MO CONEPKAHUIO ABJISIOTCS CrieNH(UIeCKMMH H HOCAT

XapakTep pa3oBoro 10KyMmMeHTa — 3T1o0.

a) UHOUBUAYaJbHbIE JOKYMEHTHI;

0) TUIIOBBIE TOKYMEHTHI;

B) IIPUMEPHBIE JOKYMEHTHI;

) TpadapeTHble JOKYMEHTHI.

10. lesa BpemeHHOro xpanenus (10 10 jer):

a) MOAIINBAIOTCA B TBEPAYIO O0JIOKKY;

0) Ha OTJIEILHOM JIMCTE JIeaeTCsl 3aBepUTeIbHAsl HAAINCH;

B) ¥ TO U JIPYToO€;

') HU TO, HU JIPYTOE.

11. IIpaBoBoii akT, omnpegeJsAOWUA NOPSA0OK (OPMUPOBAHHUS, 3aJa4H,

00513aHHOCTH, NpaBa, OTBETCTBEHHOCTh M OPraHU3alMI0 padoThl NPeANPUATHS B LEJI0M
WJIM €r0 CTPYKTYPHBIX NOApa3/iesleHUul — 3T0:

a) TpyA0BOM JOTOBOD;

0) MmosI0KeHue;

B) JOJKHOCTHAsI HHCTPYKIIUS;

T') ITaTHOE pacIHCaHUE.

12. K opraHu3anMOHHBIM JOKYMEHTAM OTHOCHATCS:

a) ycTaB, IITATHOE PAclUCaHKe, TOJ0XKEHUE O CTPYKTYPHOM IOJpa3/IeIeHUH,

JOJKHOCTHBIE HHCTPYKLIUU;

0) MOCTaHOBJICHUS, YCTaB, MPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TTOJIOKCHUS;
B) TIPOTOKOJIBI, AKThI, O0OBSICHUTEILHBIC U JOKJIATHBIC 3aIHCKH,
T') yCTaB, yKa3bl, ITATHOE pacIucaHue, MOJI0KEHUE O CTPYKTYPHOM TOIpa3Ie/ICHUH,

JOJKHOCTHBIE HHCTPYKIUU.

13. IIucbma, KOTOpbIEe HANIPABJISIOTCS C LEJIbI0 MOATBEPKACHUS JAHHbIX paHee

o0elaHMii WJIN OTOBOPEHHbIX YCJI0BHIA:

a) CONPOBOAUTENIbHBIE TUChMA;
0) rapaHTHiIlHbIE THCHMA;

B) MUCHMa-TIOATBEPKACHHUS;

I') IMCbMa-peKJIaMalliy.

14. doxymeHTO0000pPOT — 3TO:
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a) JABHXKCHHUEC TOKYMCHTOB B OpraHu3aliii ¢ MOMCHTA UX INOJYUCHUA UIIN CO3TaHUA

A0 MOMCHTA OTIIPABKU HUJIW UCITIOJIHCHU A,

0) co3gaHKe ONTUMAJIBHBIX YCIOBHM /U1 pabOThI C TOKYMEHTAMH,
B) IPOLIECC CO3JJaHUS IOKYMEHTA.
15. Kakwue U3 3TUX JOKYMEHTOB HANPABJIAIOTCH OT BbILIECTOSIIET0 YPOBHS

YHpaBJI€CHUA K HUKECTOALEMY

N —

NownkEwWw

o

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.

25.
26.

a) MpUKas;

0) 3asBJICHUE;

B) YKa3aHHUE;

I) cayeOHas 3anucka?

16. Opranu3zanusi padoThl ¢ JOKYMEHTAMHM HAYMHACTCH:
a) C UCTIOJHEHUS JJOKYMEHTAa;

0) HampaBlIeHUs JOKYMEHTa Ha UCTIOJTHEHHE;

B) IIpr€Ma BXOJSLIET0 JOKYMEHTA.

l'[pnMeprn‘/i MNEPEYECHb IK3aMCHAIIUOHHBIX BOIIPOCOB:

Lenw, 3a1a4¥ ¥ IPUHIHAITEI COBPEMEHHOTO JIETIONPOU3BOJICTBA

JIOKyMEHT Kak HOCUTEJIb MH()OPMALUU M KaK CPEJCTBO PeajH3alMU yNpPaBICHYECKUX
GyHKIUH.

JIOKyMEHT: OHSATHE U OCHOBHbIE TPEOOBAHUS K €r0 COCTABICHUIO

Krnaccugukanus 1okyMeHTOB

CoctaB 1 0COOEHHOCTH PabOTHI C KaAPOBOIl TOKYMEHTalueH

Pabora ¢ koHQUACHIINATBHBIMU JOKYMEHTAMU

OcobenHoctu paboThl ¢ OOpalieHusIMH M KajoOaMu OT TpaxiaaH J[OKyMEHT Kak
HOCHTENIb MTHPOPMAIINU B KaK CPEIICTBO PEaTH3aINN YIIPABICHUECKUX (DYHKITHIA.
HopmatuBHO-IIpaBOBbIE U METOIMUYECKHE OCHOBBI JIEJIOMPOU3BOJICTBA

YHuuKanms M CTaHJapTH3aIlMs Kak OCHOBHBIC HAIPABIICHUS COBEPIICHCTBOBAHHUS
JOKYMEHTalH. DTanbl JOKYMEHTO000pOTa B OpraHU3aliu

Opranuzanys paboThl C JOKYMEHTAMH.

Wupnekcanus 1OKyMEHTOB, IPAaBUJIa HHIEKCAIIUH JOKYMEHTOB

KoHTpouib, 3a HCTIOJTHEHNEM TOKYMEHTOB

[TonroroBka Jies1 K apXMBHOMY XpaHEHHUIO

DIIEKTPOHHBIN TOKYMEHTOOOOPOT B OpTaHU3aIluN

Opranuzanus J0KyMeHT0000poTa

Perucrpanus 10KkyMeHTOB

KoHTpomns nucnosHeHus JOKyMEHTOB

Cucremaruzanus 1 XpaHeHHE JOKYMEHTOB

denepanabHOe 3aKOHOAATENBCTBO 00 opranuzamuu J[OY, TpeGoBaHus yHHU(DHKAIUU U
CTaHJapTU3ALMH.

OCHOBHBIC HANpaBJICHUS COBEPIICHCTBOBAHMUS COCTaBa © (OpM JOKYMEHTOB B
COLIMAJIbHOM cdepe.

Bungsl  1oKyMeHTOB — (pacropsaMTeNbHBIC, OpraHU3alMOHHBIE, HWH(OPMAIMOHHO-
CIPABOYHBIE) U UX XaPAKTEPUCTUKH.

[lepeynn TOKyMEHTOB C TUTIOBBIMU CPOKaMH XpaHEHHUs. 3HaUCHHE NepeuHeil U Mops oK
UX IPUMEHEHHUS B JAEJIONPOU3BOICTBE.

OpranuzanuoHHble (OPMBI IETOMPOU3BOJCTBA. VX 3aBUCUMOCTh OT CHEeUU(DUKH U
OPraHU3alMOHHON CTPYKTYPbI YUPEIKICHHUS.

Hoxymentoo6opoT. Onpenenenne, XapakTepucTUKa OCHOBHBIX JIOKYMEHTOIIOTOKOB.
[IpaBuna opranu3anuu JOKyMEHTOO00pOTa OpraHU3aLUH.

JIoKyMeHTOO0OPOT Kak A(PQPEKTHBHBIA HMHCTPYMEHT ONTHMH3AINU YIPABICHYCCKUX
pelIeHU.

26



27.
28.
29.

30.

31.
32.

33

40.

TexHomnorust paboThI ¢ 00pAIICHUSIMH TPAXKIAH B IETONPOU3BOJICTBE OpPraHU3AIHH.
TpeOGoBaHUs 3aKOHOATEIILCTBA K OpraHU3aIlUN padOThI ¢ OOpAIICHUSMH TPaXK/IaH.
Homenknarypa nen, e€ 3Ha4eHHE, BUJIbI HOMEHKJIATYp JEJN, METOJMKA COCTAaBICHHS
HOMEHKJIATyp JAedl.

[MoHsATHE «AKCIIEPTU3BI IIGHHOCTH» JOKYMEHTOB B JCIIONPOU3BOICTBE, 33/1a4H U MOPSIOK
[IPOBECHUSL.

TenneHIMH pa3BUTHUS JIEKTPOHHOTO JIOKyMEHTO00O0pOTA.

[IpaBoBO#l CTaTyC JJIEKTPOHHBIX JIOKYMEHTOB, 3aKOHOJATEIIbHOE W HOPMATHUBHOE
peryJupoBaHHE UCTIOIb30BAHUS IEKTPOHHBIX JOKYMEHTOB. DJICKTPOHHBIC TOKYMEHTHI 1
0a3bl JaHHBIX B COITUAIBHON cdepe.

. JIOKyMEHTBI HO JINYHOMY COCTaBY U UX OCHOBHBIE BUJIbI.
34.
35.
36.
37.
38.
39.

Oranbl 00padOTKH BXOAAIIUX JOKYMEHTOB.

[lepBuunas 00pa®oTKa BXOJAIINX JOKYMEHTOB.

[IpunsiTHE yIpaBIeHYECKOrO PEICHUS IO KOHKPETHOMY JIOKYMEHTY.

O06paboTKa OTHpaBIIEMbIX TOKYMEHTOB.

Peructpanus 10KyMeHTOB.

@opMBI  pETUCTpallMM  JTOKYMEHTOB:  LIEHTPAJW30BaHHas, JIECLIEHTPAJIN30BaHHa,
CMEIlIaHHAs.

KoHTpons ucnonHenns JOKyMEHTOB.
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