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1. Ilnanupyembie pe3yJabTaThl 00y4eHHs MO JMCUMUILIAHE, COOTHECEHHbIE €
ycraHoBJeHHbIMUA B OITIOII BO nHankaTopaMu 10CTHKEHUSI KOMIIETEeH M i

1.1 Ilepevyenb komneTeH Ui, popMupyeMbIX Y4eOHOH IMCHMIIIMHON

Koa u HanMeHOBaHMEe KOMIIeTEHIIUN

NHaukaTopsbl 10CTHKEHUS KOMIIETEHINH
Ilanupyemblie pe3yjibTaThbl 00y4eHH sl

YHHBepcaJII)Haﬂ KOMIIETCHUUSA

YK-2 CriocobeH onpenensiTb Kpyr
3a7a4 B paMKax IMOCTaBJICHHOMN LEIU U
BBEIOMPATH ONTUMAIBHBIE CTIOCOOBI UX
pelieHus, UCXOs U3 ACHCTBYIOIINX
MIPaBOBBIX HOPM, UMEIOLINXCS PECYPCOB
Y OTpAaHUYEHUN

(Ko 1 HAUMEHOBAHUE)

3HaTh (3): 3HaeT HEOOXOIWMBIC MJIsi OCYIIECTBIICHHS
npoeCCUOHATBHON  JESITEIbHOCTH HOPMBI TIpaBa U
MCTOAUYCCKUC JOKYMCHTEIL B obactu
JIeJI0NIPOU3BOICTBA.

Ymers (Y): VYmeer onpenensats Kpyr 3amad  Juisd
noctpoeHust 3h(PEeKTUBHON CHUCTEMBI 1ET0IPOU3BOJICTBA
U JOKYMEHTOOOOpOTa, IUIAHUPOBATh COOCTBEHHYIO
JESITeTbHOCTh UCXOJISl M3 UMEIOIIUXCS PECYPCOB; PeIIaTh
IIOCTaBJICHHBIE 3aJlaud B paMKax H30paHHBIX BUIOB
npoeccCUOHAILHOMN 1€ TEbHOCTH.

Baagers (B): Biageer MPAKTUYECKUM  OIBITOM
MIPUMEHEHHSI HOPMATUBHO-METOIMYECKON 0a3bl pelIeHUs
3a1a4 B obnactu JIEJIOTIPOU3BOJICTBA u
JOKYMEHTO000pOoTA.

2. Leau 1 32124 0CBOEHUSI Y4eOHOI TUCIUILTUHBI, MECTO JUCHHUILUIMHBI B
crpykrype OIIOII BO

Huctunnmuua  «JlemonpousBoacteo»  (b1.0.20) otHocuTcss k  0a30BOMl  yacTu
dbopmupyeMoit yyacTHUKaMu 0Opa30BaTENbHBIX OTHOIICHHH OCHOBHOM TMpodeccruoHambHOM
o0pa3oBaTenbHON MporpaMMsl Beiciiero oopasosanus 35.03.04 ArpoHomus.

[lenpbto wW3y4deHHs] AUCUMIUIMHBI - sBiseTcs (OPMUPOBAHHUE Y CTYACHTOB 3HAHMM
TEOPETUYECKUX U MPAKTUYECKHX OCHOB CO3/IaHUS IOKYMEHTOB B CHUCTEME YIIPABIICHHUS, a TaKkKe
NpUOOpETEHNE HABBIKOB TIpaMOTHOM M 3(QQPEKTUBHOM  OpraHu3alud  COBPEMEHHOIO

JIEJIONPOU3BO/ICTBA HAa IPEIPUSITHH.

Z[J'ISI peam3anumn MOCTaBJICHHOM ey, B IIPOLECCC OCBOCHUA OUCHUIIIIMHBI
«I[CJ'IOHpOI/BBOI[CTBO» ObLIH C(I)OpMHpOBaHLI CIICAYIOIHUC 3aJa4Yu:
— H3YUUTH 3aKOHOJAaTCIIBHBIC u HOPMAaTUBHO-MCTOJUYCCKHUC HOKYMCHTBI,

periiaMeHTHpylomme padboTy ¢ JOKyMEHTaMU OpraHU3aIlHH;

— O3HAaKOMHTbL C TIIpaBHJIaMH  COCTaBJICHUA U O(l)OpMJ'IeHI/IH YIIPaBJICHYCCKUX

JAOKYMCHTOB,

— O3HAaKOMMTH C IIpaBUJIaMU COCTAaBJICHUS U O(l)OpMJ'IeHI/IH JCJIOBBIX ITHUCEM,

— O3HaKOMUTH o6yqa}onmx051 C Tpe6OBaHI/I$IMI/I HOPMAaTUBHBIX ITPABOBLIX aAKTOB,

PErNTAMCHTUPYIOIHUX MMOPAAOK CO3AaHUA U ABVIKCHUS TOKYMCHTOB;

— copMUpOBaTh y 00yUAIOIIMXCS MPAKTHYECKUE HABBIKY FOPUIAYECKA TPAMOTHOTO

O(bOpMJ'ICHI/IH JAOKYMCHTOB, C Yy4CTOM MOJIOKEHU I HOPMATUBHBIX NTOKYMCHTOB;,

— H3YUUTH NOPAOO0K paGOTLI C IWYHBIMHU U CJIy)KGGHLIMI/I JAOKYMCHTAaMMU,

— o0ecneynTh YCBOCHHE OCHOBHBIX MPABUJI 00pabOTKH U XpaHECHHSI IOKYMEHTOB.

— chopMHUpOBaTh HABBIKU COCTABIIEHUSI U OPOPMIICHHS OCHOBHBIX JTOKYMEHTOB

YIpaBIIECHUS;




— O3HAKOMHUTH  CJyIIATENIeH

C COBpPEMECHHBIMHA

JOKYMEHTO000pOTa IPEIPHUATHIA U OpTaHU3AIIHIA.

TEXHOJIOTUAMHA opraHu3alvin

3. O0beM y4eOHOH TUCUMIIMHBI B 32a4€THBIX ¢IHHUIIAX C YKA3aHHEeM
KOJINY€eCTBA AKaJeMUYEeCKUX YaCOB, BbII€JIEHHbIX HA KOHTAKTHYI0 PpadoTy
o0y4ariumuxcs ¢ npenogasaresieM (10 BUAaM y4eOHbIX 3aHATHI) U HA

CAMOCTOSAITEIbHYIO Pa00oTy 00y4yaromuxcs
3.1 3aounas ¢popma oOydeHus

Bu yueOHO# paboThI 3 Kypce
OO0m1ast Tpy10€MKOCTb TUCHUIUIMHBI, 3a4€THBIX €JIMHUII 4
4yacoB 144
AyautopHasi (KOHTAKTHasi) padoTa, 4acoB 14,25
B T.4. 3aHATHS JIGKIIMOHHOTO TUIIA 6
3aHSTHSI CEMUHAPCKOTO TUTIA 8
MPOMEXKYTOUHAs aTTeCTallUs 0,25
CamocrosiTe/ibHAsA padoTa 00y4alOUIUXCs, 4ACOB 125,75
KonTtpoun 4
Bun npomexxyTouHOM aTTecTaluu 3auer

4. Conep:kanne QTMCUMILIMHBI, CTPYKTYPHMPOBAHHOE N0 TeMaM (pa3jeiaM) ¢
yKa3aHHeM OTBeJeHHOI0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCcOB U BU/I0B
Y4eOHbIX 3aHATHI

4.1 Ilepeuenv pazoenoe OuCUURIUHBL C YKAZAHUEM MPYOOEMKOCHU
ayoumopHoil (KOHMAKmHOI) U CamoCmoAmeabHoU padoomol, U008 KOHmMponeil

U nepeuna Komnemeuuuﬁ
3aouHas popma oOydeHust

TpynoeMKOCTb, 4aCOB Kon
B TOM YHCJIS HaumenoBanue NIK
HawnMmeHnoBaHue pas3nenoB u TeM ayJIMTOPHOMN OIICHOYHOT'O
BCET0 .\ | cAMOCTOSITEND
(KOHTaKTHOM ) N cpeacTBa
HO# paboTHI
paboThI
Pazgen 1. TeopeTnueckre OCHOBBI K-2
. P 31,4 3 28,4 Y
JIEJIOTIPON3BO/JICTBA
1.1 Vctopust pa3BUTHS TOCYIAPCTBEHHOTO
PHA P yaap 7,5 1 6,5 I[MpakTuyeckas padora,
JIeIoNpou3BoIcTBa B Poccun
TeCT, pedepar, ToKIan
1.2. llenu, 3a1a4¥ ¥ PUHIAIIBL 97 1 8.7
COBPEMEHHOTO JIEJIONPOU3BOICTBA ' '
1.3. Knaccudukanust JOKyMEHTOB 14,2 1 13,2
Paznen 2. CoBpemeHHbIE TPeOOBaHUS K 56.6 6 50.6 YK-2
0(OPMIICHHUIO TOKYMEHTOB ' ’
2.1. HopmaTuBHO-IIpaBOBBIE U
METOIUYECKUE 21,4 1 20,4 IMpakTHueckoe
OCHOBBI JCJIOIIPOU3BOJICTBA 3aJIaHHeE, yc’I‘HBIf?I
2.2. CocTaBiieHHE OpPraHU3aIMOHHO- OTBET Ha BOIIPOC
pacropsIUTENbHBIX U HHPOPMAIIMOHHO 19,5 3 16,5 JIOKJTa T
CIIPABOYHBIX JOKYMEHTOB
2.3 TpeOoBaHUs K COCTABICHUIO U
p 15,7 2 13,7
0(OPMIICHHUIO TTUCEM
Pazgen 3. Opranusanus paboTh K-2
3nen 3. Op 3anus paboThI C 51,75 5 46,75 Hpaxmqecxoev Y
JIOKyMEHTaMH 3ajaaue, YCTHBIN
3.1 Opranmzanus JOKyMeHT0000poTa Ha 18.8 5 16.8 OTBET Ha BOIIPOC
NPEANPUATAN ’ ' JIOKJIa




3.3 DIeKTPOHHBIH JOKYMEHTOO00OPOT B 20,4 2 18,4

OpraHuszaryu

3.3 ABTOMATH3MPOBAHHBIC CUCTEMBI 12,55 1 11,55

y4deTa JOKYMEHTOB

Hroro 3a kypce 139,75 14 125,75 -

Ipome:xkyTOUYHASI aTTECTALUSI 4,25 0,25 4 Hrtorosoe

TECTHPOBAHHE,
MUCHbMEHHBIA OTBET
Ha
9K3aMEHAlMOHHBIN
BOIIPOC
HUTOI'O no aucuuminue 144 14,25 129,75 -

Hpumepnbtﬁ nepeuenb OUeHOYHbIX cpeocme ons meKyuieco KOonmpoJia ycnesaemocmu

Ne | HaumenoBanue | KpaTkas xapakTepucTHKa OLIEHOYHOI'O CPEIACTBA [IpencraBienue
1/ | OLICHOYHOTO OIIEHOYHOTO
I | cpeacTsa cpencrtsa B QoHE
1 | 3amaua CpencTBo OLEHKH YMEHUS IPUMEHSTh OJTy4YE€HHbIE Kommuiekr 3amau n
(mpakTHUYecKOe | TEOpETHUYECKHE 3HAHHS B MPAKTHYCCKOM CUTYaIIHH. 3aJaHui
3a/laHue, 3anaya (3a7aHue) H0JDKHA OBITH HAPABJICHA HA OLCHUBAHHUE TEX
nabopaTopHasi | KOMIETEHIHH, KOTOPbIE MTOJIEKAT OCBOCHUIO B JAHHON
paborta) JUCLUIUIMHE, TOJDKHA COAEPKATh YETKYI0 HHCTPYKLUIO 110
BBIITOJIHEHHUIO WM QJITOPUTM JACHCTBUMH.
2 | CobecenoBanue | CpeacTBO KOHTPOJIS, OPraHM30BaHHOE KaK CIIeIHabHas Oecena Bompocs o
IpernogaBarens ¢ 00yJaroyuMCs Ha TEMBI, CBI3aHHBIE C TeMam/paszenam
N3y4yaeMoil JUCLIUIUIMHOM, U pACCUUTAaHHOE HA BBIICHEHUE JTUCHUIUINHBI,
o0beMa 3HaHUH 00yJaroIerocs Mo onpe/eIeHHOMY pasziedy, MpeJICTaBICHHBIC B
Teme, pobieMe | T.1I. MIPUBSIZKE K
KOMIIETEHIIHSM,
MPESYCMOTPEHHBIM
PO A
3 | Tecr CucreMa cTaHIApTU3UPOBAHHBIX 334aHUH, TIO3BOJISIOIIAS @doH1 TECTOBBIX
aBTOMATHU3UPOBATh MPOIEIYPY H3MEPECHHUS YPOBHSI 3HAHUM U 3aJjaHui
yMEHUI 00yJaromierocs.
14 | Pedepar [IpoaykT camocTosiTensHOM paboThI CTyAeHTa, ipeacTaBisitonmid | Temsl pedepaToB
co00# KpaTKOe M3JI0KEHHE B MMCbMEHHOM BH/IE TIOTYYEHHbIX
Pe3yIbTaTOB TEOPETUUECKOTO aHAJIM3a ONIPEAeSICHHON HayYHOM
(yueOHO-HMCCIIeT0BaTEILCKOM ) TEMBI, TIe aBTOP PACKPBHIBAET CYTh
uccieayeMoi mpo0aeMbl, TPUBOAUT Pa3IHMYHbIC TOUKHU 3PEHHS, a
TaKXKe COOCTBEHHBIE B3IJISIH HA Hee.
15 | Hokmnan, [IponykT camocTosATENHHON paboThl CTYAEHTA, NpeAcTaBisiomid | Tembl 10KJIa10B,
coobLIeHue co00# my0IMYHOE BBICTYIICHUE 110 MPEACTABICHUIO TIOJIyYEHHBIX | COOOLICHUI
pe3yIbTATOB PEIICHIS ONPENeICHHON YIeOHO-TIPAaKTHIECKOM,
y4eOHO-UCCIIEIOBATEIbCKOM WIIM HAYYHOH TEMBI

4.2 Cooepircanue OucyuniuHsl o pazoeiam u memam

Pa3nen 1. TeopeTruueckue OCHOBBI AeJI0NPOU3BOACTBA

ean

— U3Y4YCHHE TEOPETUYECKUX OCHOB pPa3BUTHS TOCYIAapCTBEHHOW CHUCTEMBI
nenonpous3BocTsa B Poccun.
3agauM — U3y4UTh OCHOBHBIC IOHATHS B CHUCTEME JEJIONPOM3BOJICTBA, U3YyUUTh LIEIH,
3a7a44 M OPUHUUIIBI COBPEMEHHOIO JAEJONPOU3BOACTBA; M3YUYUTh OCHOBHBIE ATallbl Pa3BUTHS
roCy/1apCTBEHHOIO JAeIONMpOn3BoCTBa B Poccun, paccMOoTpeTs BUIBI U OPMBI JOKYMEHTOB.




IlepeyeHb yueOHBIX 3JIEMEHTOB pa3jeia:

1.1 Hcropus pa3BUTHs FOCY1apCTBEHHOIO JEJIONPOU3BOACTBa B Poccun
1.2  Lenu, 31241 ¥ IPUHLIUIIBI COBPEMEHHOTO JIEJIONPOU3BOICTBA

1.3 Kiaccudukamnus 10KyMEHTOB

Pasznen 2. CoBpeMeHHbIe TPeOOBaHMS K 0QOPMJIEHUIO IOKYMEHTOB

Heabr — wu3ydeHue TpeOOBAaHMI H HOPMATHBHO-METOJUYECKUX JIOKYMEHTOB K
COCTAaBJICHUIO M O(QOPMIICHHIO OpPraHU3allMOHHO-PACIIOPAIUTEIbHBIX U HH()OPMALMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ puMeHeHuemM ACY.

3agaun. 1npuoOpeTeHHe HABBIKOB IPUMEHEHHS HOPMAaTHUBHO-IPABOBBIX  AKTOB,
METOAMYECKUX  JIOKYMEHTOB,  pErjJaMEHTHPYIOIIMX  BOMNPOCHI  JEJIONpPOU3BOJACTBA U
JTOKYMEHTO000pOTa; MPHOOPETeHNE TEOPETUUYECKUX M MPAKTUYECKUX HABBIKOB B O(OPMIICHUH
OpraHU3aLOHHO-PACIOPSAUTEIBHBIX u MH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
copMHpOBATh y OOYYAIOMIMXCS MPAKTHYECKHE HABBIKM TPAMOTHOTO O(QOPMIICHHS IHCEM, C
YUYETOM IOJI0)KEHUH HOPMATUBHBIX JOKYMEHTOB.

IlepeyeHs yueOHBIX 2JIEMEHTOB pa3jiena:
2.1. HopMaTuBHO-TIPaBOBBIC M METOJAMYECKHE OCHOBBI JICTIONPOU3BOJICTBA
2.2. CocraBieHHEe  OpraHH3aIMOHHO-PACIIOPSIUTEIBHBIX W HH()OpPMAIMOHHO-
CIIPABOYHBIX JIOKYMCHTOB
2.3 TpeGoBaHUs K COCTABICHUIO ¥ O(DOPMIICHHIO TTCEM

Pazgen 3. Opranu3anusi paGoThbl ¢ JOKYyMeHTaAMHU

Ilesab — paccMOTpeTh 3Talbl JOKYMEHTO000POTa B OpraHu3aiui, ¢ npuMeHenneM ACY.

33[{3‘-11/[: O3HAKOMUTHb CTYACHTOB C OTallaMHd MHPOXOXKIACHUA JOKYMCHTOB, HU3YYUTH
NOPSAA0K pabOThI C TUYHBIMU U CIIY)KEOHBIMHM JIOKYMEHTaMM; 00€CIEeUNUTh YCBOCHHE OCHOBHBIX
npaBwil  00pabOTKHM JOKyMEHTOB ¢ mnpuMeHeHMeM ACY; 03HaKOMUTh ClymiaTesled ¢
COBPEMEHHBIMU TEXHOJIOTUSAMHU OpraHU3alMy JOKyMEHTO000pOTa MPEANPUATUNA U OpraHnu3aluiil.

IlepeueHnb yueOHBIX 3JIeMEHTOB pa3jiea:

3.1 Opranuzanust JOKYMEHTO000pOTa Ha MPEIIPUSTHH
3.2 DNEKTPOHHBII JOKYMEHTOOOOPOT B OpraHU3aIluN
3.3 ABTOMaTHU3UPOBAaHHBIE CUCTEMBI yUeTa JOKYMEHTOB

5. OIIeHO‘leIe MaTepuaJbl 110 JTUCHHUILJIMHE
OreHOUHBbIC MaTepHajbl MO JUCIUIUIMHE TMPEACTaBlIeHbl B BUAC (OHIA OIICHOYHBIX
CPEICTB.

6. MaTepuajibHO-TeXHHYECKOE U Y4eOHO-MeToAuYeCKoe o0ecnevyeHue T CUUIIIMHbI

6.1 IlepeueHb y4eOHO-METOAUYECKOT0 OOecIiedeH sl 10 JUCHUIIUHE

No

/o ABTOp, Ha3BaHUEC, MECTO U3AaHUs, N30aTCIIBCTBO, 'O U3JaHUA, KOJIMYCCTBO CTPAHUILL

1. | Meroanueckue yka3zaHus 10 H3YUCHUIO TUCUUIUIMHBI «/lenonponsBonctBo», 45ctp, 2021 r

6.2 IlepeyeHb Yy4eOHBIX U31aHUI, HEOOXOAMMBIX J1JI51 OCBOEHUS JUCHUILTHHbBI
*

[leuatHbie yueOHbBIC W3MaHUS B ONOIHOTEYHOM (POHE *



Ne ABTOp, Ha3BaHUE, MECTO U3JAHUS, U3ATENBCTBO, TOA U3JaHUS, KOJIHMYECTBO Konnuectso
n/n CTpaHUI 3K3EMILISIPOB B
oubnmoreke
1. | KysnenoB U.H. JlokymeHTanmonHoe obecnedenue ynpasienus. - M. : FOpaiir,
2017.-477c.
2. |Tlanacenko HO.A. Jlenonpou3BOJCTBO: TOKyMEHTAI[MOHHOE OOECIeUeHUE
ynpasnenus. - M. : PUOP:MH®PA-M, 2016. - 112c.
3. | beikoa T.A. JlokyMeHTallMOHHOE obecrieyeHne  ympasieHus. - M.
NH®PA-M, 2013. - 304c.
4. | Kupcanosa M.B. CoBpemenHOe aenonpou3Boactso. - M. : UHOPA-M, 2014.
5. | Poroxun, M.1O. [emonpouseoactro. - M. : I[Ipocmekrt, 2010. - 228c.
6. | bacako M.U. JlenonpousBoactso.. - Poctos H/]l : ®enunkc, 2011. - 192¢.
7. | Kysuenos N.H. Jlenmonpon3BoacTBo : yued. - crpas. mocodue / M.H.Ky3nerios.
- 6e u3x., mepepab.u gom. - M. : lammkos u K", 2011. - 459c.
8. | Kemnuuckuit O.B. Vcropusi opranusamnuu aenonpousBojactsa B Poccun X-
Hayana XX B. - CtaBpomnois, 2006. - 143c.

*B cryuae ucnonvb308anus nedamuuix U30aHUll YKA3vleaemcs iumepamypa, Komopas umeemcs 6
Hanuyuu 8 bubnuomexe akademuu 8 neuamuom euoe uz paciema ne menee 0,25 s3K3eMnIAPaA KAHCO020 U3
U30aHUL HA 0OHO20 0OYHAIOWe20Cs U3 YUCIA TUY 00HOBPEMEHHO 0C8AUBAIOWUX OAHHYIO OUCYUNTUHY.

DneKkTpoHHbBIE yueOHbIe H3IAaHHS B AIEKTPOHHO-0MOIHoTeyHbIX cuctemax (DBC)**:

Ne ABTOp, Ha3BaHUE, MECTO U3/1aHUs, FOJ U3aHUS, Ccruika Ha yueOHOe m3nanue B DbC
n/n KOJIMYECTBO CTPAHUI]
OcHoBHas:
1. Cemko, 1. A. OCHOBBI 1€0NPOU3BOJICTBA : bubnuoreuynas cucrema «JJAHb»
yuebHoe nmocodue / U. A. Cemko, JI. A. https://reader.lanbook.com/book/141613/preview#1
AntyxoBa. — CraBponois : CT'AY, 2018. —
119 c.
2. Ky3nenos, 1. H. Jlenonpoun3BoacTso : Bubmmoreunas cucrema «JIAHb»
cnpasouHoe nocobue / 1. H. Ky3ueros. — 6-¢ https://reader.lanbook.com/book/105543/preview#1
n3n. — Mocksa : Tamkos u K, 2017. — 460 c.
3. | Cemenuxun, B. B. KagpoBoe nenonporn3BoacTso bubnnoreunas cucrema «JIAHb»
/ B. B. CemenuxuH. — 4-¢ u3j., nepepad. u Jor. https://reader.lanbook.com/book/143530/preview#1
— Mocksa : I'poccMenna, 2019. — 628 c.
4, [TaBnoga, P. C. [lenonpou3BoACTBO 1O bubnnoreunas cucrema «JIAHb»
oOpalleHUsM TpaXKaaH . yueOHOe mocodue st https://reader.lanbook.com/book/169796#1
By30B / P. C. [TaBnosa. — Caukr-IletepOypr :
Jlanb, 2021. — 280 c.
JlomomHuTEIbHAS
5. ITaBnoBa, P. C. Kondunennuansnoe bubmmoreunas cucrema «JIAHby»
JIETIONPOU3BOJICTBO : y4eOHOE MOCcOOHe ISt CIIo / https://reader.lanbook.com/book/169795#1
P. C. ITaBnoBa. — Cankr-IletepOypr : Jlans,
2021.— 308 ¢
6. Pri6akoB, A. E. OCHOBBI A€TOTIPON3BOJICTBA : bubnuoreunas cucrema «JJAHb»

yuebnuk / A. E. PeibakoB. — 3-e u3., crep. —

Mumnck : PUIIO, 2016. — 319 c.

https://reader.lanbook.com/book/131907/preview#1

OJeKTpoHHBIE yueOHbIEe U31aHUs B AJIEKTPOHHO-0nOIoTeunbix cuctemax (ObC)**:
** ykaspiBarorcess DbC, ¢ KOTOpbIME 3aKIF0ueHbl OMOIMOTEKOH YHUBEPCUTETA I0T0BOPa

6.3 [lepeveHb 31eKTPOHHBIX 00PA30BaTEIbHBIX PECYPCOB *

Ne DJIeKTPOHHBbIN 00pa3oBaTeIbHbIil pecypc Hoctyn B JOP (cerb UHTEpHET, JIOKATBbHAS
n/n CeTh, ABTOPU30BAHHBIN/CBOOOHBII TOCTYN
1.| Poccuiickas HalMOHaJIbHAs OMOIHOTEKA [ DIEKTPOHHBIN http://nir.ru/lawcenter_rnb
pecype]
2. | Poccuiickas 'ocynapcTBeHHast OMOIMOTEKA [IIEKTPOHHBII

pecypcl.

http://www.rsl.ru



https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/169795#1
https://reader.lanbook.com/book/131907/preview#1
http://nlr.ru/lawcenter_rnb
http://www.rsl.ru/

3. | ®enepanbHbIil 00pa30BaTENBHbIM TOPTAT « DKOHOMHKA, http://www.ecsocman.edu.ru
COLIMOJIOTUSI, MEHEKMEHT

4, HupopmannoHHo-cripaBouHas cucrema «I apaut https://www.garant.ru/

5. WudopmannonHo-cripaBoyHas cucrema «KoHCynbTanT http://www.consultant.ru/
IImroc»

6. Caiit «ApxuBsl Poccuny non srunoit @enepansHoro http://www.rusarchives.ru

apxuBHOTO areHrtcrsa (Pocapxusa)

7. CrpaBouHo-TipaBoBas crcteMa «KOHCYIIBTAHT IITFOCY http://www.consultant.ru/

8. | Bcepoccuiickuii Hay4HO-UCCIIEJOBATENbCKUI HHCTUTYT http://www.vniidad.ru
JOKyMEHTOBeIeHH U apxuBHOro nena (BHUNJAT)

6.4 Cospemennvie npogheccuonanvhuvle 6a3vl OAHHBIX, UHPOPMAUUOHHBIE CNPABOYUHDBIE
cucmembul u TUYEH3IUOHHOE RPOZPAMMHOE 0becheueHue

CoBpeMeHHbIe TPpodeccHOHAIBLHBIE 0a3bl JaHHBIX, HH(POPMALMOHHBIE CIIPABOYHbIE
cucremMbl, nHU(QPOBbIe  IEKTPOHHbIE  OHOIMOTEKH W  Jpyrue  JJIeKTPOHHBbIE
o0pa3oBaTejbHbIe pecypchl

1. JloroBop o0 moakmOYeHMH K HaruoHanbHOW SJEKTPOHHOH OMONMOTEKE U
MPEAOCTaBICHUH JIOCTYMa K 00bekTaM HanmoHanbHOM 3J1eKTpOHHOM OMOITHOTeKH
Nel01/HDB/0502-1m ot 26.02.2020 5 net ¢ mposoHranuei

2. Cornamenne o OecrulaTHOM TecToBoM joctyme k Polpred.com. O63op CMU
27.04.2016 6eccpouno

3. Cornamenue o OecrulaTHOM TecToBoM joctyne k Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. NndopmanmonHo-cripaBouHasi cucrema «l'apant» — URL: https://www.garant.ru/
WNudopmannonHo-cripaBouyHass cucrema Jlunensuonsusii gorosop Ne 261709/0I1-2 ot
25.06.2021

5. «Koncynprant [Tnrocy. — URL: http://www.consultant.ru/ cBo6OHBIN TOCTYIT

6. DnexTpoHHO-OMOIMOTeUHast cuctema AQriLib http://ebs.rgazu.ru/ (cBumerenscTBO O
rocyJapcTBeHHOH peructparuu 6a3sl qaHHbIX Ne2014620472 ot 21.03.2014).

7. MdenepanbHas cyx0Oa rocyaapctBennoi cratuctuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunass onextponHass Oubnmoreka otkpeitoro jgoctyma (Open  Access).—
URL:https://cyberleninka.ru/.

9. monHOTeKcTOBass KoJUleKuMsa (0a3a MaHHBIX) JJIEKTPOHHBIX KHHUI M3/1aTeNbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIii LEHTP UH(POPMAIIMOHHO-00pa30BaTeIbHbBIX pecypcoB.—
URL:http://fcior.edu.ru/.

11. Undopmannonnas cucremMa «EnmHoe OKHO JocTyna K 00pa3oBaTeiIbHBIM
pecypcam».—URL:http://window.edu.ru/.

Hoctyn K 3JIEKTPOHHOM HHGOPMALMOHHO-00Pa30BATEILHOM cpene,
HHG(OPMALMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « MHTEepHET»

1. Cucrema mucranimonHoro oOyuenuss Moodle www.portfolio.rgazu.ru (cBoGoHO
pacnpocTpaHsieMoe)

2. [lpaBo wucnone3oBanusi mnporpamm it OBM  Mirapolis HCM B cocrase
(GYHKIIMOHATBHBIX OJIOKOB U Moayieil: BupryansHas komHara. CrangaptHas auuensus a0 1000
nojb3oBatenei Ha 1 mecsn (JIunensuonnsiii oroBop Ne 77/03/22 — K ot 25 anpens 2022)

3. VHHOBaImoHHas cucTeMa TECTUPOBAHHUS — MPOrpaMMHOE 0OecTieueHe Ha maThopme
1C (dorosop Ne K/06/03 ot 13.06.2017)

4. OOGpa3oBaTelabHBI WHTEPHET — MOPTAT POCCHIICKOTO TOCYIapCTBEHHOTO arpapHOro
320YHOT0 YHMBEpCHTETa (CBHICTEIBCTBO O PETUCTPAIMM CPEJCTBA MACCOBOM MH(pOpMALUU DI
Ne ®C77-51402 ot 19.10.2012).



http://www.ecsocman.edu.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
http://www.vniidad.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/
http://link.springer.com/
http://link.springer.com/
http://fcior.edu.ru/
http://window.edu.ru/
http://www.portfolio.rgazu.ru/

JIueH3noHHOe U CBOOOTHO PAacIPOCTPaHsieMoe IPOrPaMMHOe odecrnieyeHmne

1. OpenOffice -
pacrmpocTpaHseMoe)

CBOOOIHBIN

aKeT

OQUCHBIX  TPUIOKEHUH  (CBOOOIHO

2. linuxmint.com https:/linuxmint.com/ (cB0OOIHO pacpoCTpaHIEMOe).

3. DnekTpoHHO-OmMOMMoTeynas cucrema AQriLib http://ebs.rgazu.ru/ (cBHACTEIBCTBO O
rocy1apcTBEHHOU peructpaunu 6a3el JaHHbIx Ne2014620472 ot 21.03.2014).

4. Odummanpaas crpanuna @I'BOY BO «Poccuiickuii rocygapCTBEHHBIN arpapHbIi
3a04HBIA yHUBEpcUTET» https://vk.com/rgazuru (CBOGOTHO pacpoCTpaHIEMOE )0

5. Ilopran

®denepanbHOTro

rocyaapCTB€HHOIO

Oro/pKeTHOTO  00pa3oBaTEILHOTO

YUpEXKJIEHUS BbICIIErO0 00pa3oBaHus «POCCHIMCKHII TOCYJapCTBEHHBIN arpapHblil 3a04HBII
YHHUBEpCUTET» (CBOOOHO pacnipocTpaHsemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.
6. AutuBupycHoe mporpammuoe obecneuenune Dr. WEB Desktop Security Suite
(CyOnuuensuonnbiii goropop Nel3740 Ha nepenayy HEMCKIIIOUUTENbHBIX IPaB HAa MPOTrpaMMbl
s OBM ot 01.07.2021).

6.5 Ilepeyenb yueOHbIX ayAUTOPHIi, 000PYAOBAHUS U TEXHHYECKHX CPEACTB

o0y4eHusi**
Ilepeyenn
IIpennasHayeHue
TOMeIeHsI HaumenoBanme kopmyca, 00opynoBaHus (B T.4. BUPTYAJIbHbIE
Ne nomenienust (ayauropuu) aHAJIOTU) M TEXHUYECKUX CPeICTB
(aynuropum) %
o0yueHust
Lna sansmuii | Y 4€OHO-aIMHUHUCTPATHBHBIN Crennanu3upoBaHHasi MeOelb, JOCKa MeJoBas,

JIEKYUOHHO20 muna

KOpITyC.

Ka6. 129. YuebHnas ayautopus
JUISL TIPOBEICHUS JIEKIIUOHHBIX
3aHATUHN (TTOTOYHAS)

MyJIBTUMEUIHOE 000pYy/IOBaHHE, IPOEKTOP,
3KpaH HACTEHHBIN

Jns sanuamuii | Y4eOHO-aIMUHUCTPATUBHBIN CrenmanusupoBanHas MeOeb, T0CKa MEJIOBas.
CEMUHAPCKO20 Kopmyc. MynbsTumenuitHoe 000pyAOBaHHE, MPOEKTOD,
muna,  epynnoeuix | Ka0. 125. VueGHas ayuropus | sisay pacrennbiit
S ——— JUT POBECHHS JICKIMOHHBIX
. 3aHATHH (ITOTOYHAS)

nPOMENCYMOYHOU
ammecmayuu
s Y4eOHO-aIMUHUCTPATUBHBIH [lepcoHanbHBle KOMIBIOTEPHl B COOpKE C
camocmosmenvHol | KOpIyc. BBIXOJIOM B HHTEPHET.
pabomul [Momemnienue TSt

CaMOCTOSTEIbHOMN paboTeL.

YuTanbHBINA 3211



https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

DEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIO/UKETHOE OBPA30OBATEJIBHOE YUPEX/IEHUE BBICIIET'O ObPA3OBAHUS
MUHUCTEPCTBA CEJIbCKOI'O XO3A1MCTBA POCCUMCKON ®EJEPALIN

«POCCHUCKHAM TOCYJAPCTBEHHBIM YHUBEPCUTET HAPOJHOTI'O XO3SMCTBA
HUMEHU B.1A. BEPHAJICKOI' O»
(YuuBepcuter BepHajackoro)

@®oHJ OLIEHOYHBIX CpeaACTB IJId NIPOBECACHUA TEKYIIECI0 KOHTPOJIA |
HpOMC)KyTO‘-IHOﬁ aTrecranmun oﬁyqamnmxca o JUCHMUIIIMHE
«I[CJIOHI)OI/BBO)ICTBO»

Hanpasnenune noarorosku 35.03.07 TexHom0THs MPOU3BOICTBA U NTEPEPaAOOTKH
CEJIBbCKOXO03SIMCTBEHHOM MPOLYKIIUH

[Tpodunb: TexHOIOTHS TPOU3BOACTBA U MEPEPAOOTKH CEIIHCKOXO3SICTBEHHOM
NPOAYKIIUU
®dopma 00ydeHUs: 3a09HAS

KBanudukanms — 6akanaBp

bamamuxa 2024r.
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1.Onncanue nokasartesieil 1 KpUTepHeB OLIEHUBAHUS MJIAHMPYEMBIX Pe3yJbTATOB 00y4YeHHs M0 Y4eOHOi TUCUMILINHE

WNHpukaTtopsl HanmenoBanue
JOCTHKEHUSI YpoBeHb OCBOECHHUS [Inanupyemblie pe3ynbTaTbl 00y4eHHUS OIICHOYHOT'O
KOMIIETECHIIU I CpeICTBa
YK-2 Cniocoben 3HaeT: HCOOXOIUMBIE JIJIs1 OCYIIECTBIICHUS MPOGECCHOHATBHON NeITeIbHOCTH HOpMBI TTpaBa | [IpakTudeckas
ONPENIEIATh KPYyT U METOAMYECKHE JOKYMEHTHI B 00J1aCTH JEIOTPON3BOACTBA. paborta, TecT,
3aa4 B pamKax Toporobiii YMeet: onpenensaTh Kpyr 3a/1a4 Juisi TOCTpoeHus 3 (HEKTUBHON CUCTEMBI I€TIONPOU3BO/ICTBA pedepar, §
MOCTaBJICHHOM U JOKYMEHTOO0OOpOTa, TUIAHUPOBATh COOCTBEHHYIO JNEATEIHHOCTh MCXOJS U3 MMEIOMIUXCS | JOKIAMI, YCTHBIN
[EJIU U BBIOUPATh (yRoBeTBOpHTEH PECYPCOB; pelIaTh MOCTABJICHHBIE 337]aul B paMKax M30paHHBIX BUIOB MpodeccroHaIbHON OTBET Ha
ONTUMAaJIbHBIC o) JIeATeTLHOCTH. BOIIPOC
CHOCOOBI X Baajeer: npakTHYeCKUM OIBITOM MPUMEHEHUS HOPMATUBHO-METOJUYECKON 0a3bl perieHus
peuieHus1, uCXos 3a7a4 B 00J1aCTH IEIONPOU3BOJICTBA U IOKYyMEHTO000pOTA.
U3 JIEHCTBYIOLIUX 3HaeT TBepA0: HEOOXOAWMBIC JUISI OCYIICCTBICHUS NPOPECCHOHATBHON nesTenbHOCTH | [IpakTudeckas
MIPaBOBBIX HOPM, HOPMBI [IpaBa U METOUYECKHE TOKYMEHTHI B 00JIACTH JIEIOMPOU3BOJICTBA. pabota, TecT,
UMEIOIIHNXCSA YMeeT yBepeHHO: ONPEISIsITh KPYr 3amad Juisi TMOCTPOCHHS S(P(HEKTHBHONW CHCTEMBI pedepar,
pECypcoB U [IponBunyTHIi JEJIONPOU3BOJICTBA U JOKYMEHTO000POTa, MIIAHUPOBATH COOCTBEHHYIO JIEATEIBHOCTh UCXOMS | AOKIAM, YCTHBIN
OTpaHUYEHUN (xopor1o) W3 UMEIOIINXCS PECYpCOB; peIiaTh IMOCTABIEHHBIE 3a/ladyd B paMKax W30paHHBIX BHUOB OTBET Ha
PO eCCUOHAIBHON ACSTEIHHOCTH. BOIIPOC
Baajeer yBepeHHO: MPAaKTUYECKUM OIBITOM MPUMEHEHHUSI HOPMATUBHO-METOIUYECKOMN 0a3bl
peleHus 3aa4 B 00J1acTh ASTOMPON3BOICTBA U IOKYMEHTOO00pOTA.
HNmeer copmupoBaBuIMecss cHCTeMaTHYeCKHWe  3HAHUA:  HeoOxoammbie g | [lpakTudeckas
OCYIIECTBIIEHU TPO(PECCHOHATLHON JESITEIbHOCTH HOPMBI TpaBa W MeToauveckue | paboTta, TecT,
JIOKYMEHTHI B 00J1aCTH JIEIONPOU3BOCTBA. pedepar,
HNmeer chopMupoBaBiieecss CHCTEMATHYECKOe YMeHHMe: OIpPEAeNaTh KPYr 3a7ad sl | JOKJAJl, yCTHBIN
Bricokuii noctpoeHus 3 HEKTUBHON CUCTEMBI IeJIOMPOU3BOJICTBA M IOKYMEHTO000pOTa, MIIAHHUPOBATH OTBET Ha
(oTMYHO) COOCTBEHHYIO JCATEIHHOCTh HMCXOAS W3 HMMEIOIIUXCS PECYPCOB; peliaTh IMOCTaBICHHBIC BOITPOC

3aJ]auyl B paMKax M30paHHBIX BUI0B NPO(eCCHOHATBLHON 1ATEIbHOCTH.

IMoxa3an chopmupoBaBlieecss cUCTeMaTHYeCKoe BJaJeHHe: TPAKTUYECKUM OIbITOM
OPUMEHEHUs  HOPMAaTUBHO-METOAMYECKOW  0a3pl  pemieHMs  3agad B o0iacTu
JIeNTOTIPOU3BOICTBA U JOKYMEHTO000pOTA.
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2. Onucanue mKaJja OICHUBAHHUA

2.1 Illlkana oyenusanua na Imane mexKyuiezo KOHMPOJis

dopma TeKyero KOHTPOIIS OTCyTCTBHE YCBOCHUS [ToporoBsrii (YAOBIETBOPUTEIHHO) [IpoaBuHYTHI (XOPOIIIO) Bricokwii (OTINTHO)
(HIDKE [IOPOrOBOr0)
Brinonnenue npakTHYECKOro HE BBIIIOJIHEHO WIH BCE Pemeno 6onee 50% 3amanus, HO Pemeno 6omnee 70% 3amanns, BCE 3aJ[aHMs PeIIeHbI 0e3
3aJaHus 3a/IaHUsI PEIICHBI meHee 70% HO €CTh OIIMOKH OLINO0K
HEIPAaBHILHO

CTy,I[CHTBI, IMMOKa3aBIINE YPOBCHb YCBOCHHUA HUXKE ITOPOTrOBOI'0, HE JOMMYCKAKOTCA K HpOMe)ICYTO‘{HOﬁ ATTCCTAllH 110 JUCHHUIITIMHE.

2.2 Illkana OueéHueaHus Ha mane npomeofcymounoﬁ ammecmayuu (3auem U IK3AMEH 8 eude Umoz06020 mecma,

Kypcoeas paboma)
dopma IpoOMexXyTOIHOMH OT1cyTCcTBHE YCBOCHUS (HIXKE [Toporosblii (y10BIETBOPUTEIHHO) [TponBuHYTHIH (XOpOIIIO) Bricokuit (0TIIYHO)
aTTecTaluu MIOPOTOBOTO)
BeinosiHeHEE HTOTOBBIX TECTOB
(1e menee 15 BompocoB Ha Menee 51% 51-79% 80-90% 91% u Gonee
BapHaHT)
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3. TunoBble KOHTPOJIbHBIE 32JaHUS UJIH MHbIE€ MATEPHAJIBI, HEO0OXOTUMBIE JIJISl OLIEHKH
3HAHUI, YMEHHM i, HABBIKOB M (WJIH) ONBITA AeSATEJIbHOCTH, XaPAKTEePU3YIOIIUX ITATbI
(opMupoOBaHUA KOMIIETEHIMIA B MPollecce OCBOEHUsI 00Pa30BaTEJIbHOI MPOrPaMMbl

®OH/JI OHEHOYHbLIX CPEIACTB JIsA TEKYLIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI TIPAKTUYECKHWX 3AJIAHUM no aucuuninze
«Jle1onpou3BOACTBO»
Pa3nen 1. Teopernueckue OCHOBBI J1€JIONPOU3BO/ICTBA

3aganme 1. 3amonHuTh TalOdMIy, C Y4YETOM  paclpe/eieHus 3aKOHOB M HOPMAaTUBHBIX
JNOKYMEHTOB, perynupyoomux ['CJ]

Ha3Banue nokymenra Yro perynupyer JOKyMEHT, Bunbl 10KyMeHTOB
OTMHCaHUe (nmpuBenuTe
puMep)

KonudummpoBanubie 3aK0OHbBI

Yka3sl u pactiopsikenus [Ipesunenra Poceutickoit denepanuu, 1OCTaHOBICHUS
[IpaButenscTBa Poccutickoit deneparuu B cepe 1eI0mporu3BOICTB

3akoHOaTeNbHBIE aKThI CyOBeKTOB Poccuiickoii dexepanny v MpaBoOBbIE aKThl, IPUHUMAEMBbIE
OpraHaMiy HUCTIOJHUTENbHOU B1acTu cyobekToB Poccuiickoit deneparnu

HopMmaTtuBHbIe mpaBoBbI€ aKThI e/iepalibHbIX OPraHOB UCIIOJIHUTEILHON BIaCTH
(MUHUCTEPCTB, KOMUTETOB, CIIYK0, ar€HTCTB U Jp.), pETIIaMEHTHPYIOLIUE BOPOCHI
JOKYMEHTAIlMOHHOT0 00eCcTieueHus

TexHMuecKue persiaMeHThl U HallMOHAIbHbIE CTaHAAPTHI B 00JIACTH TIOKYMEHTAIIHOHHOTO
oOecrieyeHus yrpaBIeHHs

TexHMuUecKue peryiaMeHThl U HallMOHAIbHbIE CTAaHAAPTHI B 00JIACTH JOKYMEHTAIHOHHOTO
oOecrieyeHus yrpaBiIeHUs

OO6mepoccuiickue KiaccuPuKaTopbl TEXHUKO-IKOHOMUYECKOH U CONUAbHOM nH(pOopMaIun

yHI/I(I)I/II_[I/IpOBaHHBIC CUCTCMbI JOKYMCHTAlIUN

3apganmue 2. 3anonnute Tabauiy. Brinmmre BUAbI JOKYMEHTOB OTHOCHTEIHHO MEPHOJIOB:
IIpukasHoe 1e10npon3BOACTBO Komnexckoe MuHnuncrepckoe
JEIIONPOU3BOJCTBO JE€JI0NIPOU3BOCTBO

OtBeTbTe Ha Bompoc. YeM 3HameHatenbHbl AaThl: 23 mMapta 1840 r., 1868 r., 27 depansa 1720
r.?

3anganme 3. [lucbMeHHO O0TBeThTE Ha Bompoc. OOBACHUTE TEPMUHBI KYHHU(PHUKAIMD» U
«CTaHIAPTU3ALMUD» TOKyMeHTa. Kak COOTHOCATCS JaHHBIE TOHATH?

3ananue 4. Beibepure U3 npaBoi KOJOHKH OMPEIEICHHS, OTHOCSIINECS K TePMUHAM
JIeBOH KOJIOHKE, COOTBETCTBEHHO MPOHYMEPOBAB UX.
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1. HO,HJIHHHHK TouHoe BOCTIPOH3BCOCHHC NOANTHHHHKA

2. Konus Konus, Koropas BbIIAETCA B CAyuae yTparkl Nnoj-
NHHHIKA HIH OpHIHHANa, obnajaeT Toit ke HpHIU-
YeCKOI CHIION, UTO U NOJNHHHHK

3. lyOnnkar Konus Hexonguiero J1okyMeHTa, KOTOPHI OCTagTCo
B YUPEKJECHHUH

4. Brinucka Opurusan (JOKYMEHT B OKOHYATENIBHON pPeJaKLiu,
ohopMneHHsIil ¢ yueToM TpebosaHHuii [ocTa)

5. Otnyck Konng odmumaneHoro AoKyMmeHTa, KOTOpas BOC-

NPOM3BOANT KaKyl0-THOO 4YacTh, 3aBEPEHHYIO B
ohHIHANEHOM NopsKe

6. AsTorpad JIOKyMEHT, KOTOPBIH HaNHCaH aBTOPOM OTITYCKA

3aganue 5. 3anonHUTE TAOIUIIBI IO KJIACCU(PUKAMOHHBIM IIPU3HAKAM JIOKYMEHTOB

I1o HauMeHOBaHUIO ITo mecty ITo crenenn ITo conepxxanuto
COCTaBJICHUS IJIACHOCTHU
ITo cpoxam I1o HazHayeHuro ITo ropuanyeckon ITo cpokam xpaHeHus
UCIIOJIHEHUS cuie

3ananue 6. [lucbMeHHO OTBETHTE Ha CIIEIYIOMINE BOIPOCHL:

1.  Yro Takoe IeIonpou3BOJICTBO?

2. [aiite onpeneneHre NOHATHIO «TOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC PYHKIINN TOKYMEHTA.

4.  Kakue obuepoccuiickue KiacCu(pUKaToOpbl UCHOIB3YIOTCS NMPH OPOPMICHUH
OpraHU3alMOHHO-PACTIOPAUTENBHBIX JOKYMEHTOB?

5.  Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHcCTeMa OpraHHU3aluOHHO-
pacrnopsAIUTeIbHON JOKYMEHTALNM ?

6. Kaxkue paznnuaroT crocoObl JOKYMEHTHUPOBAHUS B 3aBUCUMOCTU OT CPE/ICTB
JOKYMEHTUPOBaHUA?

7. YTo NOHMMAIOT NOJT FOPUAUYECKON CHIION TOKyMEHTa?

3ananue 7. IloaroroBpTe NOKIaA € MpE3EHTALMEN MO OJHOM M3 MPEIIOKEHHBIX TEM
(moknan Ha 5 MUHYT, nipe3eHTarus 10-12 cnaiiaoB)

1.  VYcoepueHCTBOBaHHE JACTONPON3BOICTBA HA MIPEIIPUITHN

2.  Pa3BuTHE NOKYMEHTAIIMOHHBIX CIIYKO Ha COBPEMEHHOM 3Tare

3.  Texuuyeckne CpeAcTBa, YHPOLIAIONINE BEICHUE JEIONPOM3BOACTBA HA
PEIIPUATHH.
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4.

HCJ’IOBaﬂ nepenrcKa - HECOTbEMIIEMOEC CPCACTBO CBA3U MPCANPHUATHA C BHCITHUMU

OpraHU3alMsIMHU.

5. Kak oBiajgeTb HCKYyCCTBOM JEJIOBOIO MUChMA.

6 JIoKyMEeHTUpOBaHHE YIIPABIECHUECKON AEATEIbHOCTH OPraHU3alUH.

7. JlokyMeHT Kak CpeJICTBO 3aKpEIUICHUsI U pEeTPaHCIALMY HHPOPMALIUH.

8.  Mudopmaruzanus aeI0mponu3BOACTBA

9.  JlokyMeHTHpOBaHUE TPYAOBBIX OTHOIIEHUH

10. KomnbroTepHbIE TEXHOJIOTUU B JIEIONPOU3BOICTBE

11. AHanu3 JOKYMEHTOO0OpOTa U METO/Ibl €r0 COBEPLIEHCTBOBAHUS

12. PabGora ¢ koH(pUIECHINATBHBIMUA JOKYMEHTaMH

13. Opranuzamnus paboThl ¢ TOKYMEHTaMHU

14. Ananu3 JOKyMEHTOOOOPOTa U METOJIbI €r0 COBEPIICHCTBOBAHUSI.

15. Hcropus pa3BUTHs JOKYMEHTOBEICHUS

16. CoBpeMeHHOE TOKyMEHTOBEICHHE.

IIpumepHbIe TeMBI pedepaToB

1.  Opranuzanus 10KyMEHTOOOOPOTa: OCHOBHBIE IIPABUJIA U TAIIBL.

2. DTanbl pa3BUTHS AeI0NPOU3BoAcTBa B Poccuu.

3. Cuyx0a nenonpon3BoACTBa M JOKYMEHTAIIHOHHOTO 00ECIICUeHUS YIIPABICHHUS.

4.  HopmaruBHo-npaBoBas 6a3a COBPEMEHHOTO JIeJIONPOU3BOICTBA.

5. HopmaruBHast ocHOBa npoliecca JOKyMEHTHUPOBAHUS YIPABICHUS EPCOHATIOM.

6.  OpranuzanMoHHBIC KaIPOBbIEC JOKYMEHTBI: COCTaB, COJEPKAHUE, TOPSAIOK
MOJITOTOBKH U O(hOPMIICHUS.

7. JIOJDKHOCTHAS! MHCTPYKIMS KaK OPraHU3al[MOHHBINA KaIPOBBIA JOKYMEHT.

8.  CocraB 1 BUbI KaIpOBOI TOKYMEHTALMH.

9.  JloxymeHTHpOBaHUE nporuecca opopMIeHHs TPYIOBBIX OTHOILICHUH.

10. DxcmepTH3a IEHHOCTH JTOKYMEHTOB

11. Cekperaph B CTPYKTYype yIpaBiIeHUS

12. OdwucHsie cpencTBa pabOTHI ¢ JOKYyMEHTAMH

13. 3nHaueHHe JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTHU, KIACCU(PHUKAIIHS
CITy’>K€OHBIX JOKYMEHTOB.

14. Vuaudwukanus u craHgapTU3ALUS JOKYMEHTOB.

15. Jlenonpou3BOACTBO B OpraHax UCIOJIHUTEIbHOU BiacTu. [lopsnok paccMoTpeHus

oOpalieHnit TpakaaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JOKYMEHTAIHH.

17. [lenmompou3BoncTBO B coBpeMeHHOU Poccun

18. Jlemompou3BOACTBO IOPEBOIONIMOHHOM Poccuu

19. Jlenompou3BOJICTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranu3zanus JOKyMEHTO000poTa

21. Perucrpanus JOKYMEHTOB

22. KOHTpOJIb UCTIONHEHHS JOKYMEHTOB

23. CucremaTH3anus ¥ XpaHeHHE JIOKyMEHTOB

24. Howmenkiatypa Aen opraHu3anuu

Paspnen 2. CoBpemeHnHble TpeOOBaHUs K 0()OPMJICHUIO JOKYMEHTOB

3apanue 1.Pemure kpoccBopa
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13 [ | |

el [T 1] HNEEEN

ITo ropusonTaan:

1.  pexkBU3UT JOKYMEHTA, BHIPAKAIOILIUI COIJIacue WK Hecoryiacue

JOJKHOCTHOTO JIMIA C COJIEPIKaHUEM TOKYMEHTA.

4. peKBU3UT JOKYMEHTA, IPEJICTABIIAIONINI COO0H COOCTBEHHOPYUHYIO POCITUCH
IIOJIHOMOYHOTO JOJDKHOCTHOTO JIUIIA.

6 - mprCBOEHKE MOPSAKOBOTO HOMEpa JIeia TI0 HOMEHKIIAType U YCIIOBHOE 0003HAUEHUE
CTPYKTYPHOM 4acTH yupexJIeHHi, IpocTaBisieMble Ha 00JIOKKE JAea.

8.  TIUChMEHHOE TPEIOKEHHWE O 3aKIIOUEHUW JIOTOBOpa (KOHTpakTa) Ha
OTIpEeICTICHHBIX YCIOBUSX.
9. 3allucCh I/IH(bOpMaIII/II/I Ha pa3JIMYHbIX HOCHUTCIAX IO YCTAHOBJICHHBIM IIpaBUJIaM,

o0ecTeYnBaOIUM €€ IOPUIUIYECKYIO CHUITY.

12. nBuKeHWE JTOKYMEHTOB B OpPTaHU3AIlMHA C MOMEHTA MX TIOJYYCHUS WA CO3/IaHus 10
3aBepILEHHs UCTIOTHEHUS WIIN OTIIPABKH.

13 obpaszen, 3TanoH, MO/EIb IPUHUMAEMBIE 32 UCXOTHBIC JJISI COTIOCTABICHUS C HUMHU
JAPYTUX MPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUs: OPUIIMATBLHOTO JOKYMEHTa

18 nokymeHT, GUKCUPYIOIIUI X0/ 3aceJaHNs, COBEIIaHUSI.

19. COBOKYMHOCTh JAOKYMEHTOB (WJIM JOKYMEHT), c(hOPMHPOBAHHBIX MO KAaKOMY-THOO
MPU3HAKY (BUIaM JIOKyMEHTOB, BOIIPOCAM, KOPPECTIOHIEHTaM U T.1.), IOMELICHHBIX B O0JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEeHT, (MKCUPYIOIIUH COTJIANIeHHe CTOPOH 00 YCTAaHOBJICHHH KaKUX- JIHOO
OTHOIIIEHUH U YCIOBUH UX PEryIMPOBaHUS.
3. JlokymeHT, coaepkamipii WH(POPMAIMOHHO-CIIPABOYHBIC, AHATUTUYCCKHAE WU

OTYETHBIE CBEIECHUSI, IPEICTABISEMbI PYKOBOJICTBY.

5. D2JeMEHT YAOCTOBEpPECHHUs TOJIMHHOCTH TOJNKCH JOJDKHOCTHOTO JIUIAa Ha
JOKYMEHTaX, IPEAyCMOTPEHHBIX HOPMAaTUBHBIMU aKTaMH, YAOCTOBEPAIOIIUX IIpaBa UL,
(dbuxcupyromux (HaxKThl, CBsI3aHHBIE C GPUHAHCOBBIMU CPEJICTBAMH.

7. 310 COBOKYITHOCTb Pa3IMYHbIX CBGI[CHI/II\/'I, CUCTCMAa OPraHU30BAHHBIX JAaHHBIX,
OTPaKAIOIINX MPOIECCHI U COOBITHS OKPYIKAIOIMIETO MUPA.
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10. 1OKyMEHT, COCTaBJIEHHBII
YCTaHOBJICHHBIE (DAKTHI UJIH COOBITHSI.

11. wuHbopMamusa Ha MaTEPUAIIEHOM HOCUTEIIE, UMEIOIAst FOPUIHMUECKYIO CHITY.

14. nepeuyeHb KaKUX-TMOO MaHHBIX (CBEACHHI), PACIOJOXCHHBIX B OIPEACICHHOM
nopsiike (000OpOTHAS U T.I1.)

15. mpaBoBOW aKT, W3AaBaeMbIii PYKOBOAMTEIEM OpraHa TOCYJapCTBEHHOTO
yIpaBiieHus: (€ro CTPYKTYpPHOTO IMOApa3eieHHs), JCUCTBYIOIUI HA OCHOBE €IMHOHAYAINS, B
[EJSIX pa3pelieHsl OCHOBHBIX M OINEPATHBHBIX 3a/iad, CTOSANIUX Tepe] JaHHBIM opraHom. B
OTICNBHBIX CIy4asX MOJMKET KacaThCsl HIMPOKOTO KpPyra OpraHM3aluid W JOJDKHOCTHBIX JIHII
HE3aBHCHMO OT MTOTYMHCHHOCTH;

16. ropuaudecku opOpMIICHHBIN ITEpEYCHb TOKYMEHTOB.

20. 5TO pPEKBU3UT OQUIHATBHOIO JIOKYMEHTA, NPHUAAIOUINA HOPMATHBHBIN WM
MIPABOBOM XapaKTep €ro COJACPKAHUIO

HECKOJBKUMHU  JIUIIAMA H  TIOJTBEPIKIAOLTUI

3aganue 2. BuumatenbHo uzyunte pazaen 5 «OdopMieHre peKBUZUTOB IOKYMEHTOBY
I'OCT P 7.0.97-2016. Beimonuute 3a1anus, B ciaydae HEOOXOIUMOCTH J00aBbTE HEIOCTAIOIIYIO
nHpopMaIuo:

Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kaxk pacnonaraercs u
HauMEHOBaHHE pexBu3uTa (10 JIOKYMEHTaX MCIOJb3yeTCs B KaKHX CIIydasx
pEKBU3UTA I'octy) JTAHHBIN PEKBU3UT) YKa3bIBacTCs B
JIOKYMEHTax
Busa
IToamnuce

OTMeTKa 0 3aBepeHUn
KOIIUH JTOKYMEHTa

HaunmenoBanue
JIOJDKHOCTH JIALA

CrpaBovHbie JaHHBIE
00 opraHuzanuu

Hata nokymeHTa

CchpUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JIOKyMEHTa

3aganue 3. CocraBbTe M oQopMHTE NPHKA3bI 10 OCHOBHOH 1eSITeJIbHOCTH, H JApyrue

pacnopsiiuTe/bHbIe JOKYMEHTbI, He00X0AUMbIe B JAHHBIX YIIPABJIeHYECKUX CUTyalHsX.
Curyanus 1.

3amectutens gupekropa OO0 «Dtanmon» (3apeructpupoBano B r.IlerpozaBojcke)
I1.1.A6pamoB 1 gexaOps TEeKyILIero roja u3gajl ykazaHue o rpaduke OTIIYCKOB Ha CIETYIOLIH
KaJIeHJAApHBIA TO/, COrJIaCHO KOTOPOMY PYKOBOJAMTENN CTPYKTYPHBIX MOAPA3/IEICHUN TOJKHBI
MIPEICTAaBUTh B OTHEN KaJpOB CIHUCKH COTPYJHUKOB C YKa3aHMEM IIPEIIOJaraéMoro cpoka
OYEepEeTHOTO OTITYCKa B CIEAYIOIIEeM KayleHAapHoM roxy. Cpok mpenacraBieHusi cnuckoB — 10
nexkalpst Tekymero roja. OTaeny KaJIpoB yKa3zaHHEM IPEINUCHIBAETCS COCTaBUTH CBOJHBIN
rpaduk otmyckoB paboTHukoB OOO Ha cieayroluil KajdeHIapHBIM roJ U IepenaTb ero B
JTUPEKIUI0 Ha yTBepkJaeHHe. OTBETCTBEHHBIM 3a COCTaBJEHME Tpaduka Ha3HAYeH HaydalbHUK
otnena kaapos [Tankparosa O.}0. Cpok npencrabnenus rpaduka — 20 gexadps TEKyIero rojaa.

VYkazanue ObUIO 3aBU3UPOBAHO HAYAIBHUKOM OTZENa KaJpOB, TNIABHBIM OyXrajirepom,
IOPUCKOHCYJIBTOM.
Curyanus 2.

Hupexkrop OO0 «Oramon» (3apeructpupoBano B r.IlerpozaBozacke) JI.b.ITomos 12
(deBpaist TEKYyLIEro rofa u3gajl pacnopsbKeHHe O MPOBEISHHH PEMOHTHBIX pabot B mexe Ne 3 B

17




CBA3M C aBApPUUHBIM COCTOSSHUEM OTONMUTENBHOM CHCTEMBI IexXxa. PacnopskeHunem
MIPENUCHIBAIOCH TIPOBEJCHUE PEMOHTHBIX pa0OT B YKa3aHHOM II€XE, 32 YTO OTBETCTBEHHBIM
OB Ha3HAYCH HAYAJIbHUK PEMOHTHO-TEXHUYECKOH ciykObl MakapoB JI.J1. Cpok BhINOTHEHUS
Bcex pabot — 15 ¢eBpans Tekyero roaa.

OcyIecTBICHHEe KOHTPOJS 3a MPOBEACHHEM pPEMOHTHBIX pabOoT BO3Jlarajioch Ha
HavyanbHUKa 1exa Ne 3 Autonona 1O0.B.

Pacnopsbkenue ObLJIO 3aBU3HPOBAHO HAYaJbHUKOM PEMOHTHO-TEXHMUYECKOM CIyXObI
MakaposbiM J[.M. u nHauaneHukom nexa Ne 3 AntonoBbiM FO.B., 3amectutenem aupexropa
I1.11.AGpamOBBIM.

3ananue 4. CoctaBbTe H 0(pOpMHUTE CITYKeOHbIE MHUCbMA.
Cutyanus 3.

OAO «IlepBas ®abpuka» (r. banammxa, yn. 3apeunas, 1. 3, 104010) gomkHo ObLTO B
cooTBeTcTBUM ¢ M. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYKIIMHY» ITOCTaBUTh
3A0 «CAHJEPEJUIA» (MockBa, KpacHoropckas yiu., m. 32, 111123, ren./dakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeuyeHue
Mecsa Koxkanyr GypauTypy Ha obmryro cymmy 150 000 pybneit. @aktudecku xe QypHHTYpPHI
obut0 cmano Ha cymmy 120 000 pybneit m HemomocraBieHo mpoaykiuu Ha cymmy 30 000
py6neit. CormacHo 1.8 J0roBopa 3a HEIOMOCTABKY MPOIYKIMU JIOJDKHA OBITh yIUIadeHa
HeycToliKa B pazmepe 5%, 4To OT cyMMbl HeionocTaBku coctaBuio 1500 pybneit.

Hupexrop 3A0 «CAHIEPEJIJIA» B.JI. ®enopoBa obparwiace k aupektopy OOO
«IlepBas dDabpuka» O.JI. CokonoBy ¢ mnpochOOW NEPEeYUCIUTh Ha HX PACUETHBIM CUeT
ykazanHyto cymmy (1500 py6.). B mporuBHom cinydae 3A0 «CAHJEPEJIJIA» Oyner
BBIHYXKJCHO 0O0paTuThcsi B TocapOutpax. IluckMo o0 HemomocTaBke NPOAYKLUHUU  OBLIO
cocraieHo ucnoigauteneM P.T. FOqunoii n moamucano ®@emoporoii 12 aBrycra TeKymiero roja.

3apanue 5. CocraBbTe U odopMHUTE AOKJIAAHbIE, U OObSCHUTEJbHbIE 3aNMHCKH,
Heo0X0IMMbIe B CJIeAYIOIUX YIPABJIEHYECKUX CUTYalUsIX.
Curyanus 4.

Kypbep 3A0 «®apma» C.C. ComOB peryisipHO OmnasJbpiBajl Ha paboTy, YeM HapyIajil
TPYZIOBYIO TUCHMIUIMHY. 3aBeaytomas kanuemspueid W.B. IllymunuHa HeoJHOKpaTHO jaernana
eMy 3amedaHus (B ycTHOU ¢opme), a 12 uioHs TeKyIero rojaa Oblia BEIHYXKIEHA 00paTUTHCA C
JTaHHBIM BompocoM K ['eHepambHOMy aupektopy A.B. CenoBy ¢ mokiagHOW 3amuMCKoOM, B
KOTOpPOI1 Ipocuiia NpuHATh Mephl JuciuruinHapHoro xapakrepa k C.C. ComoBy.

Pazgen 3. Opranu3auusi padoThbl ¢ J0KyMeHTAMHU

HpI/IMepLI 3aJaHUH IJI BBINOJTHEHHS HA NPAKTUYCCKUX 3aHATUAX

3aganue 1. OPopMUTh KypHaII yueTa BXOIAIIMNX JOKYMEHTOB:

HOMep nokyMmeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnurens Ceprees; aara
noxkymenta 18.12.2021; wcxomsmmii Ne 1-2/82; aBrop-ormpaButens 3A0 «Dpa»; KpaTkoe
coJiepkaHue (3arojoBOK) Jata mocTyrieHus gokymenta 21.12.2021 o cokpalieHun mOoCTaBOK
THT 22.12.2007; noanuck ucnonxuutens Ceprees.

3aganue 2. OhopMUTH KypHAT yIETa UCXOASIIUX TOKYMEHTOB:

Ne ni/m 152 153;ucnonuurens Pa3un; kpatkoe copepkanue aara gokymenta 21.12.2021
o mpenorate 1mo koHtpakty Ne 88/117 22.12.2021; aapecar (komy) 3AO «Ilumot» ; Ne nena 4-
7.

3ananue 3. OGopMuUTh )KypHaAIT y4eTa BHYTPEHHUX TOKYMEHTOB:

Ne noxymenTta 88; mara moxymenta 08.01.2021; kro moamucan MBaHOB; KpaTkoe
coJiepKaHue 00 N3MEHEHHE IITaTHOIO paclKcaHus; OTMETKa 00 ucrnonHeHn CuIopoB.
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OBPA3EI )KYPHAJIA PETUCTPALIUU BXO/AIIUX JOKYMEHTOB

Homep Hara ABTOp- Hexoasaumii Kpatkoe conepxanne
JIOKYMEHTa JOKYMEHTa OTHPaBHTEb Ne (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3Opa» 1-2/82 Jlara nocrynieHus
21.12.2007
O coxpalleHnH NOCTaBOK
THT
22.12.2007
Hcnosnurenn IMoanuck Cpox Ipumeyanus
HCIIOJIHHTEJIS HCIOIHEHHUS]
Cepreen Cepeees 27.12.2007

OBPA3EI )KYPHAJIA PETUCTPAIIMHU UCXOAAIIUX JOKYMEHTOB

Ne Anpecar KpaTkoe coaep:xkanue Ucnounurens | Ne gena | Ipumeuanue
n/n (koMmy) (3aro0J10BOK)
152 3A0 Jata nokymenra Pasun 4-7
«lIunor» 21.12.2007
O npenoriate N0 KOHTPaKTy

Ne 28/117

22.12.2007
153

OBPA3EIL )KYPHAJIA PETUCTPALIUU BHYTPEHHUX JJOKYMEHTOB

Hata Nupnexc Kro noamnucain Kpatkoe OrMmeTka 00
coziepiKaHue MCIIOJIHEHUH
08.01.2007 88 Jupekrop OO0 n3mMeHeHHH Cunopon
Hpanos IITaTHOTO
pacnucaHusl

3aganue 4. CekpeTapb-IOMOUIHUK PYKOBOJUTENS, IPEABAPUTEIBHO MPOCMOTPEB
JOKYMEHTAIMIO, MOCTYMUBIIYIO B OpraHU3aluIo, NepeaaeT ee BClo pykoBoautento. [Ipu atom B
ManKy ¢ JOKYMEHTaMH BKJIAJbIBACTCS NUCbMEHHBIM KOMMEHTApUM, BKJIIOYAIOLIUN CBEIEHUS O

COCTaB€ JOKYMCHTOB, BOIIpOCAX, COACPKAIUXCA B HUX, OT KOI'O IMMOJYUCHBI JOKYMCHTBI U KOMY
aaApCCOBAHLI.

[IpaBuibHO M B YYpEKJCHUU MOHMMAIOT HAa3HAUEHUE OIEpaIUH «IIpeIBapUTEIbHOE
paccMOTpeHHE JOKYMEHTOBY?

KoHTpoJbHBIE BONIPOCHI:
1. Kakwue sTansl npoxoasaT JOKYMEHTHI, OTIIpaBieHHbIe opranu3anueit? [lpeacrasbre
KpPaTKyI0 XapaKTEPUCTHUKY.
2. Kakue 10KyMeHTBI Ha3bIBAIOT MOCTYMAIOIIUMHU, OTIIPABISEMBIMU U BHYTPEHHUE?
3. Kaxkumu noxymeHTamMHM pyKOBOJACTBYIOTCS MPHU MPOSKTUPOBAHUU U palMOHATU3AINH
JTOKyMeHTooOopoTa?
3aganue 5. CocraBbTe IOJIOKEHHME O HOBOM CTPYKTYPHOM IIOJpa3JelICHUU B
aIMUHHUCTpanuu ropoja banammxu (oTaen kaapoB, (PUHAHCOBO-KOHOMHUYECKUN OTIEN, OTAEN
CTpaTEernyecKoro pa3BuTusi) B coorBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cuctema

CTaHIapTOB MO HHpOpMaluu, OMOIMOTEYHOMY U U3JaTeNbckoMy zeny. OpraHu3aluoHHO-
pacriopsiauTenabHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY»
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3apanue 6. CocTaBbTe OpraHU3ANMOHHYIO CTPYKTYPY JIEJIOMPOU3BOICTBEHHOM CITYKOBI
Bamieii opranuzanud. YcTaHOBUTE TMEpEeYEHb HOPMATHUBHBIX JIOKYMEHTOB, KOTOPBIMU
MOJTB3YIOTCS COTPYAHUKH CTyKO0bI JJOY.
3aganue 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSITCS IPE/ICTaBICHHbBIE
HIKE ()parMeHThI.
Teker 1
dupmMeHHOE HAUMEHOBaHHE M MECTOHAX0XKJICHHUE 00IIeCTBA
1.1. TlomueiM ¢uUpPMEHHBIM HaMMEHOBaHHMEM oOmecTBa sBisgercs: OOmecTBo ¢
orpanndeHHOW oTBeTcTBeHHOCThIO «HOTAy». Cokpamennoe (upMeHHOe HaUMEHOBaHUE
obmectBa - OO0 «HOTAN».
1.2. MecroHaxoxaeHue ooOiiecTBa (IMOYTOBBIA aapec): MonoaexHbli nmpocu., 15, T.
Kpacnosipck-45, 630091, Poccuiickas ®enepanusi.
Teker 2
OO01111€e TTOJI0KEHUS
1.1. Cekperapb-pedepeHT OTHOCUTCA K KaTeroOpuu CIELUUAINCTOB MPEANPHUATHS,
MIPUHUMAETCS U YBOJBHSETCS TUPEKTOPOM.
1.2. OcHoBHBIMH 3amadamMH ceKperaps-pedepeHTa SBISICTCS OpPraHU3alMOHHOE U
JOKYMEHTAI[MOHHOE O0eCTieueHUE YIPaBICHYECKOMN NeATeIbHOCTH. ..
Texer 3
1.1. DnexrtporpoBojka B y4eOHbIX NOMELIEHUSAX JODKHA HAXOJUTHCS B HMCIPABHOM
coctosiHUM. CONPOTUBJICHHUE H3O0JIALKUU MPOBOJOB OJKHO MEPUOJAUYECKU 3aMEPSThCS, MpU
HEOO0XOAMMOCTH JIOJIKECH IIPOU3BOIUTHCS PEMOHT.
1.2. 3ampemiaercs MpUMEHSATH JJIS 3aIIUTHI AJIEKTPOCETE BMECTO aBTOMATHYECKHX
MpEeAOXPaHUTENICH U TJIAaBKUX BCTABOK 3aLTUTY KYCTAPHOTO U3rOTOBIICHUS (<OKYUKH»).

HpHMeprlﬁ MEPEICHb BOMPOCOB JJIsl YCTHOI'0 OTBE€TA HA CECMUHAPCKUX 3aHATHH

1. KakoBbl coBpeMeHHbIe TpeOOBaHUS K S3BIKY M CTUJIIO YIPaBICHUYECKUX
JIOKYMEHTOB?
2. UYro coboii mpencrapnsier YcraB opranuzanun? KakoBbl OCHOBHBIE TpeOOBaHUS K

€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kax odopmuTs [lomoxxeHne 06 oTese Wi ciry:k0e opraHu3anum?

4.  Kak opopMuTh mratHoe pacnucanue?

5. Kakue tpeboBanus npeabsBiIsitoTcs K 0QOpMIIEHHUIO 10r0BOpa, KOHTpaKTa?

6.  Uro Takoe HHCTPYKIMA, KAKOBO €€ coJiepxaHue U opopmiieHne?

7. OpraHu3aiMoHHBIC TOKYMEHTHI IPEITPHUSTHSI.

8.  PacmopsauTenbHblE  TOKYMEHTHI TPEANPHSTHSA: TPHKA3bl 1O  OCHOBHOU
JeSITeTbHOCTH; PACTIOPSHKEHUS, PEIICHHS.

9.  HHdopmanmoHHO-CIIPaBOYHBIE JOKYMEHTBI: TPOTOKOJIBI, ITOJTHAS U KpaTKast
¢dbopMa ux opopMiIeHHUS.

10. HHpopmaroHHO-CIIpaBOYHbIE JIOKYMEHTBI: aKTBI; CITy’KeOHbIe "
OO0BSICHUTENIbHBIE

11. KaxoBbsl 3Tansl paboThl ¢ BXOAAIIMMHU JTOKyMEHTaMu?

12.  Kak crpoutcs paboTa ¢ HCXOIAITUMHU TOKyMEHTaMU ?

13. KaxoBa TexHo0THs pabOThl C BHYTPEHHUMH JOKYMEHTaMU?

14. Kakwue 3a1aun JOKyMEHTOOOOPOTA peIIaeT PErucTpaIus J0KyMEHTOB?

15. Kakue ynpaBieHUECKHE JOKYMEHTHI HE MOJUIEKAT PETUCTPALlMH B CIIyKOax
JOKYMEHTAI[MOHHOTO 00ECIIeYeHNs yIIpaBICHUs?

16. KaxoB nopsioK perucTpaiiu yrnpaBieH4ecKOro JOKyMeHTa?

17. Kakue cyniecTByrOT BUJbl KOHTPOJISI UCIIOTHEHUS IOKYMEHTOB?
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18. Kakwue onepanuu 1o KOHTPOJIIO UCHOJIHEHUS JOKYMEHTOB OCYILECTBIISIOT
CITY>KOBI TOKyMEHTAIIMOHHOTO 00ECIIeYeHUs yIIpaBIeHHs?

19. Kak ocymecTBisercs cucTeMaTu3anus 1 XpaHeHne JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe 1eno, ¢ TOUKU 3peHus JoKkyMeHToBeaeHus? [Ipusenure mpumeps! aed,
XPpaHAIIUXCSA B OPraHU3aI1H.

21. Packpoiite conepkaHue MOHATHUSA «HOMEHKIaTypa aem». Kakoe gomkHOCTHOE
JIMIIO B OpraHU3alliy OTBEYAET 33 COCTaBJIEHUE U BBEICHUE B JIeHCTBUE HOMEHKJIATYpbI J1en?

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPHI €17

23. KaxoBa conepxarenbHas 4aCTb HOMEHKJIATYpbI 1e1?

24. Kakue npu3HaKy 3aBeJICHUS JIeia UCIIOJIb3YIOTCS ITPH POPMUPOBAHUY J1e?

25. KakoB oCHOBHOM NpuHIMI ()OPMUPOBAHUS JOKYMEHTOB B jiena?

26. Kakue HOpMaTHBHBIE TpeOOBaHHS HEOOXOAMMO COOMOAATh MpH (POPMUPOBAHUH
nen?

27. Kak ocymecTBisieTcs MOATOTOBKA /1€ K apXWBHOMY XPaHEHHIO B COBPEMEHHBIX
OpraHu3anusix?

28. Kaxas oprrexHMKa MCIOJIB3YETCs UIsl COCTABICHUS JOKYMEHTOB B COBPEMEHHOM
JIeJI0TIPON3BOACTBE?

29. Kaxkas oprTexHHKa HCIOIb3YETCs IS TIOMCKA, PAHEHHS M TIepelavud JOKyMEHTOB
B COBPEMEHHOM JIeJIONPOU3BOCTBE?

30. KakoBbl BO3MOYKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B IOKyMEHTAIMOHHOM
obecrieyeHuu yrpasieHus?

31. KakoBbl BO3MOXHOCTH CPEJCTB TEJIEKOMMYHUKALMU B JOKYMEHTAlIMOHHOM
obecrieyeHuu yrpasieHus?

32. B Kkakux ciy4asx TPUMEHSIOTCS CTaHJapTHbIE O(QUCHBIE TIPOTPaMMBI B
OpraHu3aIH Je0NPOU3BOICTBA?

KOMIIVIEKT TECTOB nuisi npomMeKyTO4HOM aTTecTaluu
(3auer, nu¢pepeHHPOBAHHDBII 324€T) MO TUCHUILIMHE

3ayer NpoBOAUTCS B BHMJE HUTOrOBOro Tecrta. JlJis BBIMOJHEHHsS TecTa OTBOAMUTCS 45
MHHYT.

IIpumepHbIe 32 JaHUSA UTOTOBOIO TECTA
1. loxkyMeHTauMOHHOE o0ecneyeHHe yNPaBJIeHYECKUX pelleHui, KaKk mpouecc
BKJIIOYAeT B cels:
a) TOKYMEHTHPOBAHUE PEIICHNUS,
0) nHGOPMAILIMOHHYIO IOJIIEPIKKY PEIICHU;
B) IOKYMEHTHPOBAHHE PEIICHUs U KOHTPOJIb 3a €0 BBHIIIOJHEHUEM.
2. CKOJIbKO 4€eJI0BEK MOKET BXOAUTH B COCTAB IKCIEPTHOH KoMuccHu?
a) oT 2 u Ooiee
0) 6 u 6osee
B)2 110 5
r) 4 u 6onee
3. Koraa pernctpupyiorcst HCXoasiime J10KYMeHThbI?
a) B JIeHb OTIPaBKU
0) B IeHb TTOATIMCAHUS
B) B ICHb COTJIaCOBAHUS ITPOEKTA
') HE PETUCTPUPYIOTCS
4. HomeHKIaTypa /1eJ1 COCTABJISACTCH:
a) B 3 DK3eMILIsIpax;
0) 4;
B) 2.
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5. YKa)KI/ITe, KaKHe¢ JOKYMCEHTBI COCTABJIAIOTCA IO peE3yJdbTaTaM IKCIEPTU3BI

IHEHHOCTU TOKYMEHTOB.

a) pelIeHne KCIePTHOI KOMHUCCHH
0) aKT O BBIJICJICHUU IOKYMEHTOB Ha YHHUYTOKCHUE
B) ciyeOHas 3amucKa 0 3aCeJaHuu KCIIEPTHON KOMUCCUU
T') IPUKa3 [0 OCHOBHOM JICATEIILHOCTH
6. KTo uMeeT nmpaBo NpoVINTh CPOK UCNIOJTHEHHS TIOKyMeHTa?
a) JIML0, KOTOPOE €r0 YCTAaHOBUIIO
0) U110, KOTOPOE UCIIOIHAET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe IOKYMEHT0000pOTa MPUMEHsSeTCsl KyPHAJIbHAs CHCTeMAa

perucrpauumn?

—3TO:

a) 1o 10 000 1oKyMEHTOB B TOJ
6) no 600
B) 10 1000
r) 710 300 1OKyMEHTOB
8. IlyTh, KOTOPBI MPOXOAUT TOKYMEHT OT HAYaJIa €ro CO3IaHMs /10 CIAYU B apXUB

a) IOKyMEHTUPOBAHHUE;

0) I1eIonpOU3BOJICTRO;

B) IOKYMEHTOO0O0POT;

I') CUCTEMa JOKYMEHTal1U.

9. lokyMeHTBI, KOTOPbIE MO COAEPKAHMIO SABJISIIOTCS Crielu(PuIecCKUMH U HOCST

XapakTep pa3oBoro 10KymMeHTa — 310:

a) MHIUBUIyaJIbHBIC IOKYMEHTHI;

0) TUTIOBBIE JOKYMEHTBHI;

B) IPUMEPHBIE TOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. /[lena BpemeHHoro xpanenus (10 10 jer):

a) TIOIIINBAIOTCS B TBEP/IYIO OOJIOXKKY;

0) Ha OTJIEJILHOM JIMCTE JIeNaeTCsl 3aBepUTebHast HAAMNCh;

B) U TO U JIPYTOE€;

T) HU TO, HU JPYTOE.

11. IlIpaBoBoii akrT, omnpeejsilOUil NOPsAAOK GopMupoBaHMA, 3aJa4H,

00513aHHOCTH, NIPaBa, OTBETCTBEHHOCTh M OPraHM3aLMI0 PadoThI NPEANPHUATHA B LEJIOM

WIH €ro CTPYKTYPHBIX NOApAa3/ieJeHHil — ITO:

a) TPyZlOBOH JI0TOBOp;

0) MoJI0KEeHue;

B) JIOJKHOCTHAsI MHCTPYKIINS;

I') IITaTHOE pacHiCaHUe.

12. K opraHu3anMoOHHBIM JOKYMEHTAM OTHOCATCS:

a) YCTaB, MITATHOC PACIIUCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NOAPA3ACICHUH,

JOJDKHOCTHBIE NHCTPYKIUU;

0) IOCTaHOBJICHUS, YCTaB, IPUKA3bl, PEIICHHS, PACIOPSHKEHUS, TOJIOKEHHUS,
B) IPOTOKOJIBI, AKThI, OOBSCHUTENBHBIE U TOKJIAHbIE 3AIIUCKHU;
I') yCTaB, YKa3bl, IITATHOE PACIIUCAHUE, IOJOKEHUE O CTPYKTYPHOM O/Ipa3IeJIeHUN,

JOJIKHOCTHBIC HHCTPYKIIUH.

13. Ilucbma, KOTOpPbIe HANMPABJSIIOTCA C LEJbI0 MOATBEPKICHHUS JAaHHBIX paHee

o0eaHMil HJIM OTOBOPEHHBIX YCIOBHIA:
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a) COIPOBOANTEIHHBIC MTHCHMa,;
0) rapaHTUIHbBIE TMCHMA,
B) MUCHMa-TIOATBEPKICHNUS;
I') IUChbMa-peKJIaMaliy.
14. J1oxkymMeHT000OpPOT — 3TO:
a) IBIKEHHE JOKYMEHTOB B OpPraHM3alMy C MOMEHTA MX TOJTY4EHUS WU CO3TaHuUs
710 MOMEHTA OTHPABKU HJIM UCTIOJIHEHNUS;
0) cozaHre ONTUMAIIBHBIX YCIIOBHM 111 pa0OTHI C IOKYMEHTAMU;
B) IIPOIIECC CO3/IaHMS JOKYMEHTA.
15. Kakue U3 3TMX IOKYMEHTOB HANPABJISIIOTCSH OT BHIIIECTOALIET0 YPOBHS
yHpaBJIeHUsl K HUKeCTOSIIIEeMY:
a) IpUKa3;
0) 3asBICHUE;
B) yKa3aHHUE;
r) cimykeOHas 3anucka?
16. Opranu3anusi padoThl ¢ JOKYMEHTAMHU HAYMHAETCH:

a) C UCIOJIHEHHUS JOKYMEHTA;
0) HampaBJIeHUS TOKYMEHTA Ha MCIIOJITHEHHE;
B) IIpHeMa BXOASIIET0 JOKYMEHTA.

IIpuMepHBbIii NepedyeHb BONPOCOB K 3a4eTy:

1. Lenu, 327291 ¥ TPUHIHUITE COBPEMEHHOTO JICIIOTPOU3BOJICTBA

2. JIOKyMEHT KaK HOCHUTENIb HH(OPMAIMH B KaK CPEJICTBO pealN3alliil YIIPaBICHYECKUX
GyHKIU.

3. JIOKyMEeHT: TIOHSITHE ¥ OCHOBHBIC TPEOOBAHHS K €70 COCTABICHHUIO

4. Knaccugukanusi TOKyMEHTOB

5. CoctaB 1 0COOEHHOCTH pabOTHI C KaJPOBOW JOKYMEHTAIEH

6. PaboTa c KOH(UACHINATEHBIMU TOKyMEHTAMHU

7. OcobeHHOCTH PAabOTHl ¢ OOpalleHUusIMH M kajloOaMu OT TpaxkaaH J[OKyMEHT Kak
HOCHUTEJIb MH(POPMALIUH U KaK CPEACTBO peau3aliy YIpPaBIeHYECKUX QYHKINH.

8. HopmaTuBHO-IIpaBOBbIE M METOAMUYECKUE OCHOBBI JIEJIOMPOU3BOJICTBA

9. VHudukanus U CTaHIAPTU3AIMS KaK OCHOBHBIC HAIPABJICHUS COBEPIICHCTBOBAHUS
JOKYMEHTAIH. DTanbl JOKYMEHTO000pOTa B OpraHU3aIiu

10. Opranuzanus paboTHI C JOKYMEHTaMHU.

11. HMHpexkcanus JOKYMEHTOB, TIPAaBUIIa HHJIEKCAIH JOKYMEHTOB

12.  KoHTposib, 32 NCTIOJTHEHUEM JJOKYMEHTOB

13. TloaroroBka Jies K apXMBHOMY XpaHEHUIO

14. DnexTpoHHBIN TOKYMEHTOOOOPOT B OpraHU3aluU

15. Opranuzanus 10KyMEeHTO000pOTa

16. Perucrpauus JOKyMEHTOB

17. KoHTpObs HCTIOJHEHUS JOKYMEHTOB

18. Cucremaru3anus u XpaHeHHE JIOKyMEHTOB

19. ®denepanpHOE 3aKkOHOAATENBECTBO 00 opranu3anuu JJOY, TpeboBanus yHudukamum
U CTaHAapTH3ALHH.

20. OcHOBHBIC HaINpaBJICHUS COBEPIICHCTBOBAHUS COCTaBa U (HOPM TOKYMEHTOB B
conuagbHOU cdepe.
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21. Bwuabl JOKYMEHTOB (pacropsauTeNbHbIe, OpraHU3alMOHHbIE, HHPOPMALIMOHHO-
CIPAaBOYHBIC) U UX XaPAKTEPUCTUKH.

22. TlepeuHu TOKYMEHTOB C THIIOBBIMU CPOKAMH XpaHCHHs. 3HaYCHUE TIEPEUHEH 1
MOPSIOK UX TIPUMEHEHUS B JICIIOTIPOU3BO/ICTBE.

23. OpranuzanuoHHble GOPMBI AETOMPOU3BOACTBA. VX 3aBUCUMOCTH OT cieUU(UKU U
OpPTraHU3aIMOHHON CTPYKTYPhI YUPEIKICHHS.

24.  J1okymMeHTOOOOpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JOKYMEHTOTIOTOKOB.

25. IlpaBumia opranu3aiyu J0KyMeHT0000poTa OpraHu3alHH.

26. JlokyMeHTO000pOT Kak 3(h)(PEeKTUBHBIA HHCTPYMEHT ONTUMHU3AIUHN YIIPABICHYECKUX
pELICHHUIA.

27. Texuomnorus pabOThI C OOpAIICHUSIME TPAXKIAH B ACIOMPOU3BOACTBE OpraHU3AIIH.

28. TpeOoBaHHUs 3aKOHOIATEILCTBA K OPTaHU3AIMU PAOOTHI C OOpAIICHUAMU TPaXKaaH.

29. Howmenknarypa niein, e¢ 3HaueHHe, BUIbl HOMEHKIJIATYP JIEJ, METOIMKA COCTABIICHHSI
HOMEHKJIATYp JIeJ.

30. TloHsiTHE «IKCIEPTU3BI IICHHOCTH JOKYMEHTOB B JICIIOIPOU3BOJICTBE, 334U U
MOPSIOK IPOBE/ICHUSI.

31. TenaeHUUU pa3BUTHS AIEKTPOHHOTO JJOKYMEHTO000pOTA.

32. IlpaBoBO#i cTaTryc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIbHOE M HOPMATHBHOE
peryaupoBaHUe MCIOIB30BAHUS AJIEKTPOHHBIX TOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI M 0a3bl
JTAHHBIX B COITUAIBHOM cepe.

33.  JIoKyMEeHTBHI HO JITYHOMY COCTaBY U X OCHOBHBIE BH/IBI.

34. DOrtanbl 06pabOTKH BXOJAIMINUX JOKYMEHTOB.

35. IlepBuunas 00pabOTKa BXOAALIMX TOKYMEHTOB.

36. IlpuHATHE YIPaBIECHUECKOTO PELICHNUS IO KOHKPETHOMY JIOKYMEHTY.

37. OO6paboTKa OTHPABIAEMBIX JJOKYMEHTOB.

38. Peructpamusi JOKyMEHTOB.

39. ®opMbl perucTpalvy JOKYMEHTOB: IIEHTPAIM30BaHHAas, EIEHTPATN30BaHHa,
CMEIIaHHAs.

40. KOHTpOIb UCHIOTHEHHUS TOKYMEHTOB.
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