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1. Tlnanupyemble pe3yJbTaThl 00y4YeHHUs MO TUCHUILINHE, COOTHECEHHBIE C
ycraHoBJieHHbIMUA B OIIOII BO ungukaTopamMu 10CTHKEHUS] KOMIIETEeHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

Koa u HauMeHoBaHne KOMIIETEHIINH

NHauKaTopbl J0CTHAKEHUS] KOMIIETEHIIUH
IInanupyemMble pe3yJbTaThl 00y4eHH s

YHnBepcaanaﬂ KOMIICTCHIUA

YK-2 Cniocoben ornpenensits Kpyr
3a/la4 B paMKax IMOCTaBJICHHOM 1IeJId U
BBIOMPATH ONTHUMAJIBHBIE CIIOCOOBI UX
pelIeHus, UCXOS U3 NEHCTBYIOIUX
MIPABOBBIX HOPM, HMEIOIIIXCS PECYPCOB
Y OTpaHUYEHUN

(K0 1 HAMMEHOBAHUE)

3unarp (3): 3HaeT HEoOXOAMMBIC ISl OCYIICCTBICHUS
npoecCHOHATBHON  IEATENILHOCTH HOPMBI TpaBa U
METOIUYECKHE JIOKYMEHTBI B obnactu
JIEJIOTIPOU3BO/ICTRA.

Ymers (Y): VYwmeer onpenensatb Kpyr 3agad i
nocTpoeHust YPPEKTUBHON CUCTEMBI JIEIOMPOU3BOJICTBA
U JIOKyMEHTOO0OpOTa, IUIAHMPOBATh COOCTBEHHYIO
NEeSATEIbHOCTh UCXO/SI U3 UMEIOLIUXCSl PECYPCOB; peliaTh
MOCTaBJCHHBIC 3aJa4d B paMKax H30paHHBIX BUIOB
poeCCHOHATLHON IeATEIIEHOCTH.

Baagers (B): Biameer OPAaKTUYECKHM  OIBITOM
MIPUMEHEHUSI HOPMATUBHO-METOAMYECKOIN 0a3bl peleHus
3a1a4 B obacTu JETOMIPOU3BOICTBA u
JIOKYMEHTO000pOTA.

2. ey 1 3a12a4M OCBOCHHS Y4eOHOM TUCHUIJIMHBI, MECTO IMCUMILIUHBI B CTPYKTYype

OIIOII BO

Huctunnmuna  «JlemonpousBoacteo»  (b1.0.20) ortHocutcs kK  0a30BOM  4YacTu
dbopMupyeMOil ydyaCTHUKaMH 0O0pa30BaTEIbHBIX OTHOLIEHWH OCHOBHOW MPO(eCcCHOHATBHON
o0Opa3oBaTenbHON MporpaMMsl Beiciiero oopaszoBanus 35.03.05 CagoBoacTBo.

[lenbto W3y4YeHHs MAUCUUIUIMHBI - SBISETCS (QOPMHUPOBAHUE Yy CTYJEHTOB 3HAHUU
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3JaHMs JOKYMEHTOB B CUCTEME YIPABJICHMUS, a TaKKe
npuoOpeTeHne HaBBIKOB TI'PaMOTHOM M 3(QQEKTUBHOM  OpraHu3allid  COBPEMEHHOIO

ACJIONIPOU3BOACTBA HA NPCAIIPUATHH.

Z[J'ISI peaj3annun IMOCTaBJICHHOU neim, B TIPOLECCE OCBOCHHUA MOUCHUIIINHBI
((I[eJ'IOHpOI/ISBOI[CTBO» ObLIH C(I)OpMI/IpOBaHBI CJICAYIOUC 3a1avn:
— HU3YUYUTH 3aKOHOAATCIIbHBIC )51 HOPMAaTUBHO-MCTOJUYCCKHUC JAOKYMCHTHI,

PErilaMCHTHUPYIOIIUC pa60Ty C JOKYMCHTAaMU OpTraHU3allnuu,

— O3HaKOMHUTb C TIIpaBHJIaMH  COCTaBJICHUA U Oq)OpMJ'IeHI/ISI YIIPABJICHUYCCKUX

JOKYMCHTOB;

— O3HaKOMMUTH C IIpaBUJIaMU COCTABJICHUA U o@opMneHm{ JCIJIOBBIX ITHUCEM,

— O3HaKOMUTH O6yanOHIHXCSI C Tpe6OBaHI/I$IMI/I HOPMATUBHBIX IIPaBOBBIX AaKTOB,

PETIIaAaMCHTHUPYIOINIUX TOPAAOK CO3AaHUA U ABVXXCHUSA JOKYMCHTOB;

- C(I)OpMI/IpOBaTL y 06yqaloumxc;1 MPAKTUYCCKUC HABBIKKM HOPUIUYCCKU T'PaAMOTHOI'O

Oq)OpMJ'IeHI/ISI AOKYMCHTOB, C Y4ETOM ITOJIOKCHUH HOPMATUBHBIX JTOKYMCHTOB;,

— U3YUYUTH NOPSAOOK pHGOTLI C JIMYHBIMH U C.Hy)K€6HBIMI/I JOKYMCHTaMU;

— 00ecnevYnTh YCBOCHHE OCHOBHBIX MPaBUil 00paOOTKH M XpaHEHUS JTOKYMEHTOB.

— chopMUpOBaTh HAaBBIKM COCTAaBICHUS U O(OPMIICHUS OCHOBHBIX JOKYMEHTOB

yIpaBiICHUS;

— O3HaKOMUTb CJIYIHaTCJIGP'I C COBpPCMCHHBIMU TCXHOJIOIUsIMHU OpraHu3alu

JIOKYMEHTOO0O0pOTa PEANPUATHN U OpTaHU3aIHI.




3. O0beMm yqeﬁnoifl AUCHUIIJIMHBI B 3a4Y€THBIX €IUHUILIAX C YKA3AHUEM KOJIUYIECTBA

aKaJeMHYecKHX YacOB, BbI/IeJIECHHBIX HA KOHTAKTHYI0 padoTy 00y4yaromuxcs ¢
npenojaasareseM (10 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYI0O PadoTy
00yJamuxcs

3.2 OyHo-3a04Has hopma 0OydeHUs

By yaeOHOM paboThI 4 cemecTp
OO1mast TPyA0€MKOCTh IUCIUIUTNHBI, 3a4€THBIX €INHUIL 4
4acoB 144
AyautopHasi (KOHTaKTHas) padora, 4acoB 24,25
B T.4. 3aHATHUSA JCKIIMOHHOTO THIIA 8
3aHTHSI CEMUHAPCKOrO TUIIA 16
CamocrosiTesibHas padoTa 00y4auuxcs, 4YacoB 115,75
KourpoJn 4
Bun npomexxyTouHOl arrectanuu 3a4UeT

3.3 3aounas opma oOydeHHUS

Buy yae6HOH paboThI 3 Kypc
OO61mas TpyA0eMKOCTh AUCHUIIINHBI, 324ETHBIX €AHHHUII 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 14,25
B T.4. 3aHSATHUS JIEKIIMOHHOTO THUIIA 6
3aHSATHUS] CEMUHAPCKOTO TUTIA 8
IIPOMEXKYTOYHAs aTTECTALINs 0,25
CamocrosiTeibHas padoTa 00y4aOImMXCsi, 4aCOB 125,75
KonTpoas 4
Bua npomexyTo4HON arTecTanuu 3auer

4. Coep:xkanue JUCHUILIMHBI, CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3jejiaM) ¢ YKa3aHueM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJleMHUYeCKMX YaCOB U BHI0B Y4eOHBIX 3aHATHI
4.1 Ilepeuenv pazoenoe OucyunIuHbl C YKA3AHUEM MPYOOEMKOCHU AYOUNOPHOU
(Konmakmmoit) u camocmoamenbHou padomul, 6U006 KOHMPONEll U nepeyHs KOMNnemeHyuil

OuHo-3a04Has popma o0yUyeHHsI

TpynoeMKoCTb, HacoB Kon NJIK
B TOM YHCIIE HanmenoBanue
HanmenoBanue pas3ieinoB u TeM ayJTIUTOPHOMN OIICHOYHOTO
BCETO .\ |caMocTosTeNBH
(KOHTaKTHOI) N cpeacTsa
oif paboTHI
paboThI
Paznen 1. TeopeTuueckue OCHOBBI VYK-2
A P 31,6 6 25,6
JISIIONPON3BOJICTBA
1.1 Mcropus pa3BuTHs TOCYy1apCTBEHHOTO 87 2 6.7 I[MpakTuueckas
Jiestonpoun3BoJicTBa B Poccuu ' ' pabora, Tect,
1.2. llenu, 33129 ¥ IPUHIIUTIBI 6 2 4 pedepat, noKIan
COBPEMEHHOT0 JICJIONPOU3BOICTBA
1.3. Knaccudukanus 10KyMEHTOB 16,9 2 14,9
Paznen 2. CoBpemeHHbIE TpeOOBAHUS K 578 10 478 YK-2
0(OPMIICHHUIO JOKYMEHTOB ' ' IMpakTryeckoe
2.1. HopMaTHBHO-TIPaBOBBIEC U 3ajaHue,
METOAMYCCKIE 20 2 18 YCTHBIA OTBET
OCHOBHI JICIIONPON3BOJICTBA Ha BOIIPOC,
2.2. CocTaBlIcHHE OpPraHU3aIOHHO- JOKIIaj]
P H 22 6 16

pacropsIUTENbHBIX U HHYOPMAITMOHHO




CIPaBOYHBIX JOKYMEHTOB
2.3 TpeboBaHUs K COCTaBIIEHUIO 1
p 15,8 2 13,8
0(hOPMIICHHUIO TTHCEM
Paznen 3. Opranusauus paboTsl ¢ YK-2
" P HP 50,35 8 42,35
JOKYMEHTaMH
3.1 Opranmzanus TOKyMeHT0000poTa Ha Hpaxmiieckoe
' 14,8 4 10,8 3aJaHHeE,
MPEIPUATHN .
3.3 DIEeKTPOHHBIN TOKYMEHTOOOOPOT B YCTHBIN OTBET
) 18,5 2 16,5 Ha BOTIPOC,
OpraHu3alyu
3.3 ABTOMaTH3UpPOBAaHHBIE CHCTEMBI yUeTa AOKIAA
’ 17,05 2 15,05
JIOKYMEHTOB
Hroro 3a kype 139,75 24 115,75 -
IIpomexyTouHasi aTTecTalMs 4,25 0,25 4 Urorosoe
TECTUPOBaHHE,
MUCbMEHHBIN
OTBET Ha
9K3aMEeHalnOH
HBIN BOIIPOC
HUTOI'O no aucuuiinue 144 24,25 119,75 -
3aounast popma 00ydeHUS
TpynoeMKOCTb, 4aCOB Kon
B TOM YHCJIC HanmenoBanue NJK
HaumenoBaHue pa3aeioB U TeM ayIUTOPHOU OLIEHOYHOT'O
BCETo .\ | camocTosTeNh
(KOHTaKTHOI) N cpencTaa
HOW PadOTHI
paboTHI
Paznen 1. Teopernueckue OCHOBBI 314 3 28,4 YK-2
JIeJIOTIPOU3BO/ICTBA
1.1 Ucropus pa3BUTHs TOCYJAapPCTBEHHOTO
PHA p yAap 7,5 1 6,5 IMpakTryeckas pabora,
Jenonpon3BocTea B Poccun
TecT, pedepar, ToKIaa
1.2. lenwn, 3a1a4M ¥ IPHHITHIIEI 97 1 8.7
COBPEMEHHOT0 JeJIONPOU3BOICTBA ' '
1.3. Knaccudukanus 1o0KkyMeHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHbIe TpeOOBaHUS K 56,6 6 50,6 YK-2
0(OPMIICHHUIO JIOKYMEHTOB
2.1. HopMaTHBHO-TIpaBOBBIE U
METOIUYECKHE 21,4 1 20,4 IIpakTrdeckoe
OCHOBBI JICJIOTNIPOU3BOJICTBA 3a/aHue, YCTHBIN
2.2. CocTaBiieHHE OpraHU3aIlMOHHO- OTBET Ha BOMPOC
pactiopsauTeNIbHBIX 1 HHOOPMAIIMOHHO 19,5 3 16,5 JIOKJTa T
CTIIPaBOYHBIX JJOKYMEHTOB
23T
3 TpebOoBaHUs K COCTABICHHIO U 157 5 137
0(OPMIICHHUIO TTHCEM
Paznen 3. Opranuzanus paboTsl ¢ YK-2
5 P A p 51,75 5 46,75
JIOKYMEHTaMH
3.1 Opranuzanus J0KyMeHTO000pOTa Ha 188 5 16.8 TpakTryeckoe
IPEANPUATUN ' ' 3a/iaHne, YCTHBIN
3.3 DIeKTPOHHBIN TOKYMEHTOO0OPOT B 204 5 18.4 OTBET Ha BOIIPOC
OpraHHA3aln ' ' JIOKJIa]
3A
3.3 ABTOMaTH3UPOBAHHBIE CHCTEMBI 12,55 1 11,55
y4eTa JOKYMEHTOB
HTroro 3a kypc 139,75 14 125,75 -
IIpomexyTouHasi aTTecTANMA 4,25 0,25 4 Hrorosoe
TECTHPOBAHHE,
MACbMEHHBIN OTBET
Ha
9K3aMEeHAMOHHBIN




BOIIPOC

HUTOI'O no qucuunjinge

144 14,25 129,75

Hpumepnbu? nepevernsb OUCHOUYHbBLX cpedcme ons meKyuieco KonmpoJjisa ycneeaemocmu

No | HaumenoBanue | Kparkas xapakTepucTHKa OIEHOYHOTO CpeCTBa IIpencraBnenue
1/ | OLEHOYHOTO OLIEHOYHOTO
n | cpeacTaa cpencTsa B oHIe
1 | 3amaga CpencTBo OIEHKH YMEHUS PUMEHSTDH MOTyYeHHBIE Kowmmutexr 3amau n
(mpakTHUYeCKOEe | TEOPETHUYECKHE 3HAHHS B IPAKTHUECKON CUTYALUH. 3aJaHnui
3aj1aHMe, 3anada (3agaHue) JOKHA OBITH HApaBlieHa Ha OIICHUBAHUE TEX
nabopaTopHasi | KOMIETEHIMH, KOTOPbIE MTOUIEXKAT OCBOCHHUIO B TAHHON
paborta) JUCLUIUIMHE, TOJDKHA COAEPKATh YETKYI0 HHCTPYKLHUIO 110
BBIITOJIHEHHUIO WJIA QJITOPUTM JEHCTBUM.
2 | Cobecenoranue | CpencTBO KOHTPOJIS, OPraHU30BaHHOE KaK CIIeIMalIbHAs Oecea Bompocsr o
IpernogaBarens ¢ 00yJaroUMCs HA TEMBI, CBSI3aHHBIE C TeMaM/paszenam
H3y4aeMoil JUCLUIUIMHOM, U PACCUUTAHHOE HA BBIICHEHUE JUCLUIUINHBI,
o0beMa 3HaHUM 00y4aroIerocs 1o ONpeAeIeHHOMY pa3ely, npe/CcTaBICHHEIE B
Teme, npoliemMe U T.II. MIPUBSI3KE K
KOMIIETEHIIMSAM,
peayCMOTPEHHBIM
PIA
3 | Tect Cucrema cTaHOApPTU3UPOBAHHBIX 3aJaHUM, TO3BOJISIOIIAS @DOHJI TECTOBBIX
aBTOMaTHU3MPOBATh MPOLEAYPY U3MEPEHUS YPOBHS 3HAHUH U 3aJaHnl
yYMEHUI 00y4aromerocs.
14 | Pedepar [IpoaykT camocTosiTeNnsHOM paboThI CTYAEHTa, peAcTaBisitomuid | Tembl pedepaTtoB
co00# KpaTKOe M3JI0KEHHE B MMCbMEHHOM BHJIE TIOTYYEHHBIX
pe3yIbTaTOB TEOPETHUECKOTO aHaIN3a OIPEIeTICHHON HayYHOH
(y4eOHO-uCCIe0BaTeIbCKON) TEMBI, I/I€ aBTOP PAaCKPBIBAET CYTh
UcclieayeMoi mpoOIeMbl, IPUBOAUT PA3IMYHBIE TOUKU 3PEHUS, a
TaK)Xe COOCTBEHHbIE B3IJISAbI HA HEE.
15 | Hokuan, [IpoaykT camocTosATENHHOM pabOThI CTYACHTA, IPEACTABISIOMNN | TeMBbI TOKIaIO0B,
cooO1eHe co00# myOIMYHOE BBICTYILICHUE 110 MPECTABICHUIO TIOJIyYeHHBIX | COOOIIeHUH
Pe3yIbTAaTOB PELICHHUS ONPEAEICHHON Y4eOHO-IPaKTUIECKO,
yueOHO-UCCIIeIOBATENbCKOW WIIM HAYYHOH TEMBI
4.2 Cooepircanue Oucyuniaunsl no pazoenam u memam
Pa3nes 1. Teopernyeckue OCHOBBI eJIONPOU3BOACTBA
esn — wu3yyeHHE TEOPETHUUECKUX OCHOB PAa3BUTHUS TOCYAAPCTBEHHOM CHUCTEMBI

nenonpou3BocTBa B Poccun.
3agauMm — U3y4UTh OCHOBHBIE MOHSTUS B CHCTEME JEIOMPOU3BOJACTBA, U3YUUTh LENH,

3agauyu n HpI/IHHI/IHLI COBpeMeHHOFO }IeJ'IOHpOI/ISBO)ICTBa; H3qu/ITB OCHOBHBIC OTaIllbl paSBI/ITI/ISI

rOCy/IapCTBEHHOTO JENIOMPOU3BOICTBA B Poccnu, paccMoTpeTs BUABI U OPMBI JOKYMEHTOB.

Ilepeyennb y4eOHBIX 3J1eMEHTOB pa3jeJia:

11
1.2
1.3

HcTopus pa3BUTHS rOCyJapCTBEHHOTO JI€JI0MPOU3BoIcTBa B Poccun
Ienwu, 3a1a4y ¥ IPUHLIMIIBI COBPEMEHHOIO JEJIONPON3BOACTBA
Knaccugukanus 10KkyMeHTOB

Paszgea 2. CoBpeMeHHbIe TPeOOBAHUA K O0(POPMIICHUIO JOKYMEHTOB

Heabr — wusydeHue TpeOOBaHMH M HOPMATUBHO-METOAMYECKUX JIOKYMEHTOB K
COCTaBJIGHUI0O M O(GOPMIICHHIO OPTraHU3ALUOHHO-PACTIOPAIUTENBHBIX M WH(POPMAMOHHO-




CIIPaBOYHBIX IOKYMEHTOB, ¢ puMeHeHneM ACY.

3amaun: 1npuoOpeTeHHE HABBIKOB NPUMEHEHHS HOPMATHBHO-TIPABOBBIX  AKTOB,
METOAMYECKHX  JOKYMEHTOB,  PErJIAMEHTHUPYIOUIMX  BOMIPOCH  JEJONPOM3BOJACTBA U
JOKYMEHTOO00pOTa; MPHOOPETCHHE TEOPETHUECKUX U MPAKTUYECKHX HABBIKOB B O(OPMIICHUU
OpPraHU3alMOHHO-PACHIOPSAUTENBHBIX U UH(POPMALIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB.
copMupoBate y 0Oy4aroIMXCsl MPAKTUYECKUE HABBIKM T'PAMOTHOTO O(QOPMIICHUS IHCEM, C
Y4ETOM TOJI0KEHUH HOPMAaTUBHBIX TOKYMEHTOB.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJa:
2.1. HopmaTtuBHO-TIpaBOBBIC U METOIMYECKHE OCHOBBI AEIOIPOU3BOICTBA
2.2.  CocraBieHHe  OPraHU3aIMOHHO-PACHIOPSAUTENBHBIX M HH(OpMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB
2.3 TpeboBaHUs K COCTaBJICHUIO U OOPMIICHUIO THCEM

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

Hean — paccMOTpeTh 3Tarbl JOKYMEHTOO0OpOTa B OpraHu3anui, ¢ npumenenuem ACY.

3agaumM: O3HAKOMUTH CTYJAEHTOB C JTalaMU MPOXOXKIACHUS JOKYMEHTOB; H3YYUTb
MMOPAA0K pa6OTI>I C JIMYHBIMHU U CJIY)K€6HI)IMI/I JOKYMCHTAMMU, O6€CH€‘~II/ITB YCBOCHHUEC OCHOBHBIX
npaBuil  00pabOTKH JOKyMEHTOB ¢ mnpumeneHueM ACY; O03HAKOMUTH CIyIIaTeNend C
COBPEMEHHBIMU TEXHOJIOTHSIMUA OPTaHU3AIMH JJOKYMEHTOO00POTa MPEPUATHI 1 OpraHU3aIIi.

Ilepedyenb y4eOHBIX 2JIeMEHTOB pa3jeJia:

3.1 Opranuzaius 10KyMeHTO000pOTa Ha MIPEANPUITHH
3.2 DIEeKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aINN
3.3 ABTOMaTHU3UPOBAHHBIE CUCTEMBI yU€Ta JOKYMEHTOB

5. OneHo4YHbIe MATEPUAJIBI TIO TUCHHILIAHE
O1eHOYHBbIC MAaTepUaNbl MO JUCIUIUIMHE TPEACTaBICHbl B BUIC (OHIA OLCHOYHBIX
CpPE/ICTB.

6. MaTepI/laﬂbHO'TeXHI/l‘leCKoe u y‘leﬁHO-MeTOJII/I‘leCKOC odecrneuyenue AUCHHUIIIIMHBI

6.1 I[lepeuyeHb y4eOHO-METOAMUYECKOTO 00eCTIeYeHUs MO TUCHMUILINHE

ABTOp, Ha3BaHUC, MECTO U3aHUs, U3AATCIbCTBO, 'O U3JJaHU, KOJIMYCCTBO CTPAHUIL

1. | Meronndeckue ykazaHus M0 U3y4EeHHUIO NUCHUIUTHHEI «/lemonpousBoacteon, 45ctp, 2021 r

6.2 IlepeyeHb yueOHbIX U3IaHUI, HEOOXOAUMBIX /IJIs1 OCBOCHUS TUCHHUILUIUHBI *

DJeKTpOHHBIE YUeOHbIE N3AaHUS B AJIEKTPOHHO-OMOIMOTeYHbIX crucTemMax (ObC)**:

No ABTOD, Ha3BaHHE, MECTO U3JAHUS, TOJT U3AHMS, Ccpuika Ha yueOHoe uzganue B ObC
n/m KOJIMYECTBO CTPAHUI]
OcHoBHasI:
1. Cemxko, 1. A. OCcHOBEBI J1eTOIPOU3BOCTBA : bubmmoreunas cucrema «JIAHDb»
yuebHoe nocobue / M. A. Cemko, JI. A. https://reader.lanbook.com/book/141613/preview#1
AntyxoBa. — CraBpomnodib : CT['AY, 2018. —
119 c.
2. Kysnenos, 1. H. JlenonpousBoAcTBO : bubnmoreunas cucrtema «JIAHDb»
cnpaBouHoe rnocobue / M. H. Ky3nenos. — 6-¢ https://reader.lanbook.com/book/105543/preview#1
3. — Mocksa : Jlamkos u K, 2017. — 460 c.



https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/105543/preview#1

3. | CemenuxuH, B. B. KagpoBoe nenonpouns3BoacTBo bubmmoreunas cucrema «JIAHDb»

/ B. B. Cemenuxun. — 4-¢ uz., mepepal. u 01 https://reader.lanbook.com/book/143530/preview#1
— Mocksa : I'poccMenmna, 2019. — 628 c.
4, ITaBnoga, P. C. Jlemonpon3BoACTBO 110 bubmmoreunas cucrema «JIAHb»
obparieHusaM TpaxIan : yaeOHoe mocodue ast https://reader.lanbook.com/book/169796#1

By3oB / P. C. [TaBnoBa. — Cankr-IleTepOypr :
Jlanp, 2021. — 280 c.

JononaurensHas
5. [MaBnoga, P. C. Konpunenmnumansaoe bubmmoreunas cucrema «JIAHb»
JIeTIOTIPOU3BOJICTBO : ydeOHOE mocobue st CIio / https://reader.lanbook.com/book/169795#1
P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlaus,
2021. — 308 ¢
6. Pri0akoB, A. E. OCHOBHI J1eIONPOH3BO/ICTBA : bubnmuoreunas cucrema «JIAHDb»
yueOnuk / A. E. Pei6akos. — 3-e u3n., crep. — https://reader.lanbook.com/book/131907/preview#1

Mumnck : PUIIO, 2016. — 319 c.

DJNeKTpOHHBIE YUeOHbIC U3AaHUS B AIEKTPOHHO-ONOIMOTeYHbIX crucTtemax (OBC)**:
** ykaspiBatorcss ObC, ¢ KOTOPBIMH 3aKTF0UYEHBI OMOIMOTEKOM YHUBEPCUTETA IOTOBOPA

6.3 IlepeveHb 3JIEKTPOHHBIX 00Pa30BaTeJIbHBIX PeCypCcoB *

Ne JJIeKTPOHHBbIN 00pa3oBaTe/bHbIN pecypc Hocryn B DOP (cerb UHTepHeT, JIOKATbHAS
n/n ceTh, ABTOPU30BAHHbII/CBOOOAHBIIH A0CTYH
1.| Poccuiickas HallMOHANIbHAS OMOIHOTEKA [ DICKTPOHHBIH http://nlr.ru/lawcenter_rnb
pecypc]
2. | Poccwuiickas ['ocynapcTBeHHast OUOIHOTEKA [IEKTPOHHBIH http://www.rsl.ru
pecypc].
3. | ®enepanbHblil 06pa30BaTENBHBINH TOPTAT K DKOHOMHUKA, http://www.ecsocman.edu.ru
COIMOJIOTHsSI, MEHEKMEHT)
4. NupopmannoHHO-cipaBoyHas cucteMa «I apaHt https://www.garant.ru/
5.| WudopmarmonHo-cipaBouHas cucteMa «KoHCymbTaHT http://www.consultant.ru/
ITmroc»
6. Caiit «Apxussl Poccun» mon srumoit PeepanbHOTO http://www.rusarchives.ru
apxuBHoro arenrctsa (Pocapxusa)
7. CnpaBouHo-nipaBoBas cucteMa «KOHCYIbTaHT TLTIOCH http://www.consultant.ru/
8. | Bcepoccuiickuii Hay4YHO-HCCIIEA0BATEILCKHI HHCTUTYT http://www.vniidad.ru
JOKYMEHTOBeIeHHs U apxuBHOTO nena (BHUUIAT)

6.4 Coepemennvle npogheccuonanvuvie 6a3zpl OAHHBIX, UHPOPMAYUOHHBIE CNPABOUHbLE
cucmembl u TUWEH3UOHHOE NPOZPAMMHOE 00ecneyenue

CoBpemMenHbIe nnpoeccuoHa/IbHbIE 0a3bI TaHHBIX, HHPOPMALMOHHBbIE CIIPABOYHbIE
CHCTeMbl, LH(pPoOBBIE  IJICKTPOHHBIE  OMOJMOTEKM M  Jpyrue  JJIEeKTPOHHbIE
o0pa3oBaTte/ibHbIE pecypcChl

1. JloroBop o mnoakiaroueHMM K HamnuoHanmbHOM — 2J€KTpOHHOW OuOIMOTEKEe WU
MpEeOCTaBIeHNH  J0CTyna K oObekTaM HanuoHanmpHOW — AJEKTPOHHOW — OMOIHMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJOHTaIe

2. Cormamenne o OeciulaTHOM TecToBOM Jjoctyne Kk Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cormamenne o OecrmaTHOM TecToBoM Jnoctyne K Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. UndopmarnmonHo-cripaBounas cucrema «lapant» — URL: https://www.garant.ru/
NudopmannonHo-cripaBouHas cucrema Jlunensuonusli gorosop Ne 261709/OI01-2 ot
25.06.2021

5. «Koncynprant [Tnroc». — URL: http://www.consultant.ru/ cBo6OIHBIN HOCTYTI

6. DrnexkrponHo-OnbOIMOTeUHast cucrema AQriLib http:/ebs.rgazu.ru/ (cBHAETEIBCTBO O
roCy/IapCTBEHHOU peructpanuu 6a3el qaHHbIX Ne2014620472 ot 21.03.2014).



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
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/

7. ®denepanbHas ciyx0Oa rocynapctBerHoit craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunas osnektponHas OubnuoTexka oOTKpeiToro goctyma (Open  Access).—
URL:https://cyberleninka.ru/.

9. NmoJHOTEKCTOBas KOJUICKIMs (0a3a JaHHBIX) SJCKTPOHHBIX KHUT H31aTeNbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIi HEHTP nH(pOpMaIMOHHO-00pa30BaTEILHBIX pECYpCOB.—
URL:http://fcior.edu.rul.

11. Undopmammonnas cucremMa «EamHOe OKHO JocTyma K  00pa3oBaTeIbHBIM
pecypcam».—URL:http://window.edu.ru/.

Hoctyn K 3JICKTPOHHOM HH(OPMaLIMIOHHO-00pa30BaTeIbHOM cpene,
HH(OPMANMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTu «AHTepHeT»

1. Cucrema pucranmmonHoro oOyuenus Moodle www.portfolio.rgazu.ru_ (cBo6oaHO
pacnpocTpaHsiemMoe)

2. [lpaBo wucmonb3oBanust mnporpamm miusi OBM  Mirapolis HCM B cocrase
(byHKIIMOHAIBHBIX OJIOKOB U MoayJnei: BuptyanbHas komHaTta. CtanaaptHas aunensus 10 1000
noJas3oBareneld Ha 1 mecsn (Jluuensnonnsiii qoroBop Ne 77/03/22 — K ot 25 anpens 2022)

3. VlHHOBaIMoOHHas cUCTeMa TECTUPOBAHUA — IIPOrpaMMHOE oOecrieueHue Ha riathopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. Obpa3oBaTeNbHbIil UHTEpHET — MopTayl Poccuiickoro rocynapcTBEHHOTO arpapHOTro
3a09HOT0 YHUBEpPCHUTETA (CBHIETEIBCTBO O PErHCTPALlMU CPEICTBA MAacCOBON MH(pOpMAauu I
Ne ®C77-51402 ot 19.10.2012).

JInnen3nonHoe H CBOOOHO pacnpocTpaHsieMoe MPOrpaMMHoe odecredeHne

1. OpenOffice —  cBoOomHBII  TakeT  OQPHUCHBIX  MPHIOKEHUH  (CBOOOIHO
pacrpocTpaHsieMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOGOHO pacIpoCcTpaHsIEeMOe).

3. DnekTpoHHO-OMOMMOTeYHast cucrema Agrilib http://ebs.rgazu.ru/ (CBUIETENHCTBO O
rocyJapCTBEHHOH peructparuu 6a3sl JaHHbIX Ne2014620472 ot 21.03.2014).

4. OpunmanpHas crpanuna ®I'bBOY BO «Poccuiickuii rocyaapcTBEHHBIM arpapHbIi
3a04HBIM yHUBepcuTeT» https://vk.com/rgazuru (CBOOOIHO pacpoCTpaHIEMOE )0

5. llopran  denepanbHOr0  rocyAapCTBEHHOrOo  OIOJKETHOro  00pa3oBaTesIbHOTO
yUpeXAeHusi BeIcuiero oOpa3oBaHus «Poccuiickuii TOCYHapCTBEHHBIM arpapHbIi 3a04HBIH
yHHUBepcuTeT» (cBOOOAHO pacipocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AnTuBHpycHOoe mnporpamMHoe obOecrniedenne Dr. WEB Desktop Security Suite
(Cy6nuuensuonnblii gjoroBop Nel3740 Ha mepenady HEUMCKIIOYUTENBHBIX MPaB Ha MPOrpaMMBI
s OBM ot 01.07.2021).

6.5 lepeyenn yueOHBIX ayIUTOPHii, 000PYTOBAHUS U TEXHUYECKHX CPEICTB

o0ydyeHusi**
Ilepeyenn
IIpennaznauenne
HanMeHoBaHue Kopmyca, o0opynoBaHus (B T.4. BUPTyaJIbHbIE
noMeleHust
Ne nomemenus (aynuropun) AHAJIOTU) U TEXHUYECKUX CPeCTB
(ayautopumn) N
o0yueHust
Jlna 3anamuii | Y4eO0HO-aIMMHUCTPATUBHBIN Crienmanu3upoBaHHass MeOellb, JI0CKa MEJIOBas,

KOpITyC.
Kab. 129. Yuebnas aymuropus
JUTSI TIPOBEJICHUS JICKITMOHHBIX
3aHATHH (ITOTOYHAS)

JIEKYUOHHO20 MUna MYJIETUMEIMIAHOE ~ 00OpYyIOBaHKE, IPOSKTOP,

3KpaH HACTEHHBIN



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

Jlna S3AHAMULL
CeMUHAPCKO20
muna,  2pynnoevix

Y4eOHOo-aAMUHUCTPATUBHBIH
KopIryc.

Kab. 125. YueOnas ayauropus
JUTSL IPOBEACHHUS JIEKLMOHHBIX

Crienmanu3upoBaHHas MeOellb, JIOCKa MEJIOoBasl.
MynsTimenuitHoe  00OpyIOBaHME, — IIPOEKTOP,
3KpaH HaCTEHHBIN

KOHCYTbmayui, 3aHATUH (IOTOYHAs)
NPOMEINHCYMOUHOU
ammecmayuu
s V4eOHO-aAMUHUCTPATHBHBIT ITepcoHanbHBIE KOMIBIOTEPHI B COOpPKEe C
CamocmosmenvHol | Kopiryc. BBIXOJIOM B HHTEpHET.
pabomvi ITomerienue JUTS
CaMOCTOSTEIBHOM paboTHI.

YuTaabHBIA 321
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DEJEPAJIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEX/IEHUE BBICIIET'O OBPA3OBAHUSA
MUHUCTEPCTBA CEJIbBCKOI'O XO34HMCTBA POCCUMCKOU OEJJEPALINN

«POCCHUMUCKHIA I'OCYJIAPCTBEHHBIA YHUBEPCUTET HAPOJHOI'O XO3SMCTBA
NMEHMU B.A. BEPHA ICKOI'O»

(YuuBepcurter BepHajackoro)

@oH/ O1IEHOYHBIX CPEJCTB /sl POBe/IeHUsI TEKYIIero KOHTPOJIS U IPOMEKYTOYHOM
aTTecTally 00y4alomMXCs M0 JUCHUIIUHE

Jles1onnpou3BoaCTBO

Hanpasnenune noarorosku 35.03.05 CanoBoacTBo

Hanpaenennocts (mpodwuiib) mporpamMmbl  JleKopaTHBHOE  CaJOBOJCTBO H
naHama@THRIA TU3aiH

Ksamudukanus bakanasp

dopma 00ydeHUsT OUHasI, OYHO-3a09YHAS, 3A0UHAS

bamamuxa 2024
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1.0nucanue nokaszarejed U KpuTepueB OLlEHUBAHMS IJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHUs M0 Y4eOHOM QM CIUIIINHE

WNHaukatopsl HanmenoBanue
TOCTHKEHUS YpoBeHb OCBOCHUS [Tnanupyemble pe3yabTaTbl 00ydeHUs OLIEHOYHOT'O
KOMIIETEHIMH CpeAcTBa
YK-2 Cnocoben 3HaeT: HEOOXOAUMBIE ISl OCYILECTBIICHUS MPO(PECCHOHANBHOM EeSATETFHOCTH HOPMEI 1paBa | [IpakTuueckas
OIpeNeNIATh KPyT U METOINYECKHE JOKYMEHTHI B 00JIaCTH J1€JI0ONPOU3BO/ICTBA. pabora, TecT,
3a7a1 B paMKax Moporosbiii YMeert: onpenenars Kpyr 3a/1a4 Ui NOCTpOeHHs 3(PPEKTUBHON CHCTEMBI I€T0MPOU3BOICTBA pedepar,
IIOCTaBJIEHHON U JIOKYMEHTOOOOpOTa, IJIAHUPOBAaTh COOCTBEHHYIO JEATEILHOCTh MCXONs W3 MMEIOUIMXCS | JOKJaJA, YCTHBIN
IIeJId ¥ BEIOUpATh (ynoneTBopuress PECypCoB; peliath MOCTaBJICHHBIC 33a4l B paMKax M30paHHBIX BHUIOB MPO(eCcCHOHATBLHON OTBET Ha
OINTUMAJIbHBIE HO) JeSITebHOCTH. BOIIPOC
CTIOCOOBI UX Buiiajeer: npakTHYEeCKUM OIBITOM MPUMEHEHHS HOPMATHBHO-METOJMYECKON 0a3bl perIeHus
peLIeHus, UCXO01s 3aJa4 B 00JIACTH JIeJIONPOU3BOCTBA U JOKYMEHTO000pOTa.
U3 JACUCTBYIOLINX 3HaeT TBepAO: HEOOXOAMMEBIE IS OCYIIECTBICHUs TNpodeccHoHaNbHOM aesrenbHOCcTH | IlpakTudeckas
IIPABOBBIX HOPM, HOPMBI IIpaBa ¥ METOJMUECKUE TOKYMEHTHI B 00J1aCTH AEIONPOU3BOICTBA. pabora, TecT,
UMEIOIINXCSA YMeeT yBepeHHO: ONpPENeNsATh Kpyr 3aaad Juisi MOCTpOoeHHsT S(P(PEKTUBHONW CHCTEMBI pedepar,
pecypcoB u [TpoaBUHYTHIH JIeJIOTIPOU3BOCTBA U IOKYyMEHTO000pOTa, IJIAHUPOBATH COOCTBEHHYIO EATEIbHOCTh UCXOS | JJOKJIAA, YCTHBIN
OTpaHUYECHUN (xopor1o) U3 UMEIOIIUXCS PECYPCOB; pellaTh IIOCTABJIECHHbBIE 33aJaud B paMKaxX M30paHHBIX BUJOB OTBET Ha
npoeccCUOHAILHON 1EATEIbHOCTH. BOIIPOC
Buiiaseet yBepeHHO: IPAaKTUYECKUM OIIBITOM IPUMEHEHHUSI HOPMAaTUBHO-METOMUECKON Oa3bl
peleHus 3a/1a4 B 00JIaCTH JEJIONPOU3BOJICTBA U IOKYMEHTO000pOTA.
HNmeer cpopmupoBaBmIMecs cHCTeMaTHYecKHe 3HaHMA:  HeoOxommmble Juis | IlpakTtudeckas
OCYILLIECTBIICHHUsSI TNPO(ECCHOHANBHON JEATENIbHOCTH HOPMBI IIpaBa W MeTOAMYEecKHe | paboTa, TecT,
JIOKYMEHTBI B 00JIACTH JIEJIOTIPOU3BOJICTBA. pedepar,
HNmeer chopmupoBaBlieecsi cCHCTeMaTHYeCKOe yMeHHe: ONpEIeNsTh Kpyr 3aaad Ui | JOKJajd, yCTHBIN
Bricoknii noctpoeHust 3H(HEKTUBHON CHCTEMBI AETONPOMU3BOICTBA M IOKYMEHTOOO0POTa, TNIAHUPOBATH OTBET Ha
(oTNIMYHO) COOCTBEHHYIO JI€SITEIbHOCTh HCXOJAS U3 HMMEIOLIMXCS PEeCypcoB; pellaTh MOCTABICHHbIE BOIIPOC

3a/la4M B paMKax U30paHHBIX BUIOB MPO(ecCHOHATBbHOM 1€ TENbHOCTH.

IToxka3zan cdopmupoBaBIIeecss CHCTEMATHYECKOe BJIAJICHHE: IIPAKTUYECKUM OIBITOM
MPUMEHEHHUs]  HOPMAaTUBHO-METOAMYECKOM  0a3bpl  pemieHUss 3agad B oOjactu
JIeJIOTIPOU3BOICTBA M IOKYMEHTOO0O0pOTA.
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2. Onucanue NIKaJ ONEeHUBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpPOis

@dopMa TEeKyIIEro KOHTPOJIA

OTCyTCTBHE YCBOCHHUS
(HIKE IOPOTOBOI0)

[Toporossrii (YIOBIETBOPUTEIHHO)

[IpoaBuHYTHII (XOPOIIIO)

Bricokwii (0TIIHIHO)

Brinonnenue npakTUuecKoro
3aaHus

HC BBIIIOJIHCHO WJIK BCE
3aaHus pCIICHBI
HEIIPaBUIIBHO

Pemreno 6onee 50% 3amaHusi, HO
menee 70%

Pemreno 6onee 70% 3amanmus,
HO €CTh OIITHOKH

BCE 33J[aHUS PEIIcHbI 03
OIINO0K

CTyI[CHTBI, MOKa3aBIIMEC YPOBCHBb YCBOCHHA HMUKE ITOPOroBOIro, HE JOIMYCKAIOTCA K HpOMCXCYTOqHOﬁ aTTCCTAllMM 110 JUCHHUITIINHE.

2.2 lllkana oyenueanusn na ymane nPOMeIHCymouHoi ammecmayuu (3auem u IK3ameH 8 6uoe Umo208020 mecma, Kypcoeas paboma)

dopma IpOMEKYTOUHOH
aTTecTaluu

OTcyTCTBHE YCBOCHUS (HIKE
TIOPOTOBOTO)

IToporoBslii (yI0OBIETBOPUTENBHO)

IIpoaBuUHYTHIH (XOpOILIO)

Bricokuit (OTIHYHO)

BrInonHeHne HTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% u Oostee
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3. TunoBble KOHTPOJIbLHbIE 32IaHUS WM HHbIe MATePHAJIbI, HE00X0AUMbIE /ISl OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJI OHEHOYHbBIX CPEACTB JJIsA TEKYIIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI MPAKTHUYECKHNX 3ATAHUM no aucnunanne
«J1eJI0onpoOu3BOACTBO»
Paszpnesa 1. TeopeTuueckue OCHOBBI /1€JIONIPOU3BOACTBA

3aganue 1. 3anonHuTh TAOMUIy, C Y4YETOM  paclpeleleHus] 3aKOHOB M HOPMATHBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Ha3sBanue nokymenra Yro perynupyer JOKyMEHT, Bunpl nokymeHTOB
OInucaHue (npuBenuTe
puMep)

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccuiickoit @enepanny, nOCTaHOBICHUS
ITpaButensctBa Poccuiickoit @enepanyu B chepe 1e10nponu3BoICTB

3akoHoJaTeNnbHbIe akThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM MCIIOJHUTENIbHOM BiacTH cyObekToB Poccuiickoit denepannu

HopwmaruBHbIe IpaBoBbIe aKThI (eiepabHBIX OPraHOB UCIIOJHUTEIBHOMN BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, arT€HTCTB U JIp.), PEINIaMEHTHPYIOLIHE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeYeH st

TexHuveckue periaMeHThl U HallMOHAIbHbIE CTaHIapThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yrpaBieHUs

TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHIapPThI B 00JIACTH TOKYMEHTALMOHHOTO
o0ecredyeHus yIpaBIeHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHHUKO-PKOHOMHYECKOM U COIlHaIbHOMI I/IH(I)OpMaI_II/II/I

yHI/I(bI/II_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAlIUN

3anganme 2. 3anonHuTe TabauIy. Bnummre BUabl TOKyMEHTOB OTHOCHUTENIBHO MEPHUOIOB!
IIpukasHoe 1e10npoOn3BOICTBO Komnexckoe Mununcrepckoe
JEIIONPOU3BOJCTBO J€JI0NIPOU3BOCTBO

OtBerbTe Ha Bompoc. YeM 3HameHaTenbHbl AaThl: 23 mapta 1840 r., 1868 r., 27 ¢espans 1720
r.?

3apanme 3. [TucbmenHo oTBeThTe Ha BoOIpoc. OOBICHUTE TEPMHUHBI «yHU(DUKALUA» U
«CTaHzapTU3aLus» JoKyMeHTa. Kak cOOTHOCATCS JTaHHBIE MOHATHA?

3ananue 4. BriOepute U3 mpaBoil KOJIOHKH OIpPEENICHHs, OTHOCAIIMECS K TePMHUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.
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1. HO,HJI]‘]HHHK TouHoe BOCNIPOH3IBCACHHEC NNOAJTHHHHUKA

2. Konus Komus, Kotopas BbIAACTCA B CHyHae yTpaThl No-
NUHHIKA WIH OpHriHana, o0nafaeT Toif ke pHIu-
YECKOH CHIIOH, YTO U NOMIHHHHK

3. AyOnuxar Konita Hexoaquero J0KYMEHTA, KOTOPBIiT ocTaeTcs
B YUpEKACHHH

4. Brninucka Opurudan (JOKyMEHT B OKOHYATEJIbHOH PeIAKLIHH,
othopMIeHHBIIT ¢ yueToM TpedoraHHii ['ocTa)

5. Otnyck Konisa odHuHaneHoro JA0KyMeHTa, KOTOpas BOC-

NPOH3BOAMT Kakylo-IHOO 4YacTb, 3aBEPEHHYIO B
ohHIITANEHOM MOPAJKE

6. Astorpad JloKyMeHT, KOTOpBIiH HanicaH aBTOPOM OTITYCKa

3aua1me 5. 3anonauTe Ta6J'II/II_IBI 10 KJ'IaCCI/I(bI/IKaHI/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crennenu ITo conepxanuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam Ilo Ha3HaueHHIO o ropuauueckon ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3a/1a}me 6. I[IncpbMEHHO OTBETHTE HA CJICAYIOIIUC BOIIPOCHI:

1. Yo Takoe aenonpou3BOCTBO?

2. Jlaiite onpeneneHue MOHATHIO «IOKYMEHTHPOBAHUE

3. HazoBute ocHOBHBIC ()YHKIINU JOKYMEHTA.

4.  Kakue oOmepoccuiickue Kiaccu(UKaToOpbl HCIONB3YIOTCS TpU O(OPMIIEHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0si cHCTEMa OPraHU3alUOHHO-
pacropsAIUTeIbHON JOKYMEHTAINHU?

6. Kakume paznuyaror crnocoObl JOKYMEHTHPOBaHMS B 3aBUCHMOCTH OT CPEJICTB
JIOKYMEHTUPOBAHUS?

7. YTo NOHMMAIOT IO FOPUANYECKON CUIION JOKYMEHTa?

3ananme 7. IloAroTroBbTe AOKJIAJ C MPE3CHTAIMEN MO OJHOW U3 MPEAJIOKEHHBIX TEM
(toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcoBepiieHCTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUU

2.  Pa3BuTHE MOKYMEHTAIMOHHBIX CITY>KO Ha COBPEMEHHOM 3Tare

3.  TexHuueckue CpeACTBa, YOPOILAOIIME BEACHHE JEIONPOM3BOJCTBA HA
MpEANPUITUH.
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4.

I[C.HOBEUI MEepenurcKa - HCOTbEMIIEMOC CPCACTBO CBA3U MMPCANIPUATUSA C BHCITHUMU

OpraHu3alUsIMH.

5. Kak oBnasers HCKyCCTBOM JI€JI0BOTO MHUCHMA.

6 JIoKyMeHTHUpOBaHHE YIPaBIEHYECKOH €A TeIbHOCTH OpraHU3altH.

7. JIOKyMeHT KakK CpelICTBO 3aKpEIUICHUS U PETPAHCIALNN HH(POPMAITUH.

8.  Mudopmaruzanus nenonpous3BoicTBa

9. JIOKyMEHTHUPOBAaHUE TPYAOBBIX OTHOLICHUIN

10. KomnbroTepHble TEXHOJIOIUHU B I€TOIPOU3BOJICTBE

11. AHanu3 JOKYMEHTOOOOpOTa U METOBI €T0 COBEPIICHCTBOBAHUS

12. Pabora ¢ KoH(DHUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuszanus paboTel C TOKyMEHTaMHU

14. AHanu3 JOKyMEHTOOOOpOTa U METOABI €0 COBEPILIEHCTBOBAHMS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE JOKYMEHTOBE/ICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranuzanus JOKyMEHTOOOOPOTa: OCHOBHBIE ITPaBUJIA U ATAIbI.

2. DTanbl pa3BUTH JeJI0NPOU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABICHHUS.

4. HopmaruBHo-npaBoBasi 0a3a COBPEMEHHOTO JEJIONPOU3BOICTBA.

5. HopmaruBHas ocHOBa mporecca JOKyMEHTHPOBAHUSI YIIPABICHUS [IEPCOHATIOM.

6.  OpraHuzanMoOHHbIE KaJpPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, OPSATAO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7. JlomKHOCTHas MHCTPYKLUS KaK OPraHU3al[MOHHBIN KaJpPOBbIi JOKYMEHT.

8.  CocraB 1 BUIbI KaPOBOH JTOKYMEHTAIIHUH.

9.  JloxymeHTHpOBaHuE npouecca 0pOpMICHHUS TPYAOBBIX OTHOILICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTPYKType YIPaBICHHS

12. OdwucHsie cpencTBa paboOTHI C TOKYMEHTaMHU

13. 3naueHue JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTHU, KIACCU(PHUKAIIHS
CIIyK€OHBIX JJOKYMEHTOB.

14,  VYHudwukanus u cTaHaapTHU3aLM JOKYMEHTOB.

15. Jlenonpou3BOACTBO B OpraHax UCIOJIHUTEIbHOU BiacTu. [lopsnok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. [lenompousBojCcTBO B cOBpeMeHHOM Poccun

18. [lemonpou3BOACTBO 10peBOOIMOHHON Poccun

19. Jlemompow3BoACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanmsi JOKYMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TIOKYMEHTOB

23. CucremaTH3anys U XpaHEHUE TOKYMEHTOB

24. HomeHkaTtypa Jejl OpraHu3aiu

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0OPMJICHUIO JOKYMEHTOB

3apanue 1.Pemmute kpoccBopa
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2 8| HEE

” | | |

el [T 1]] [ [T T]

ITo ropusonTasnm:

1.  peKkBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIacue WK Hecoryiacue

JOJDKHOCTHOTO JIMIIA C COZIEP’)KaHNEM JOKYMEHTA.

4. pEKBU3UT JIOKYMEHTa, NPEACTABISIIOMINNA COO0M COOCTBEHHOPYUYHYIO PpOCHHCH
MOJIHOMOYHOTO JOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEPA Jiejia 10 HOMEHKJIAType U YCIIOBHOE 0003HaYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8.  muChMEHHOE TIPeIIOKEHHWE O 3aKIIOYEHWW JIOTOBOpa (KOHTpakTa) Ha
OTIpe/ICNIEHHBIX YCIOBUSX.
9. 3allucCh I/IH(l)OpMaIII/II/I Ha pas3IMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM ITpaBHJIaM,

00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBUKEHHE TOKYMEHTOB B OPraHU3alMM C MOMEHTA X MOJYyYEHHUS WM CO3/1aHus JI0
3aBEPLICHUS UCIIOIHEHNS NN OTIPABKHU.

13 oOpa3zer, 3TanoH, MOJENb MPUHUMAEMbIE 32 UCXOJHbBIE JJISl COMOCTABICHUSI C HUMHU
JIPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUs: OPUIIMATLHOTO JTOKYMEHTA

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (MJIM JOKYMEHT), CpOPMHUPOBAHHBIX 0 KAKOMY-JIHOO
NpU3HaKy (BUJaM TIOKYMEHTOB, BOIPOCaM, KOPPECIIOHAEHTaM U T.[.), TOMEUICHHBIX B O0JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (UKCHUPYIOIIUI COTJIAlICHHE CTOPOH 00 YCTaHOBJIICHWHW KaKHX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHT, comepxammii WH()OPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTUYETHBIC CBEICHHUS, TIPEIICTABIISIEMBIN PYKOBOJICTBY.

5. DSJEeMEHT YAOCTOBEPEHHUS TOJJIMHHOCTA TOANMCH JOJDKHOCTHOTO JIMIA Ha
JOKYMCHTAX, MNPCAYCMOTPCHHBLIX HOPMATUBHBIMHU aKTaMH, YAOCTOBCPAIOIIUX IIpaBa JIHUII,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

7. 3TO COBOKYITHOCTb Pa3JIMYHBIX CBCHGHHﬁ, CUCTCMa OpPraHU30BAHHBIX [aHHBIX,
OTPaKAIOMINUX MPOIECCH H COOBITUSI OKPYKAFOIIETO MHPA.
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10. [1OKyMEHT, COCTaBJIICHHBIH HECKOJBKMMH JIMIAMH W TOJTBEP)KIAOIINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undopmamys Ha MaTepUATBHOM HOCHUTEINE, HMEIOLIast IOPUANYECKYIO CHITY.

14. nmnepeyeHb KaKMX-THOO IAHHBIX (CBEICHHMI), PACIIOJIOKECHHBIX B OMNPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. mpaBOBO# aKT, W3JaBaeMblii PYKOBOIUTEIEM OpraHa TOCyJapCTBEHHOTO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONINI HAa OCHOBE €IMHOHAYANUs, B
HENSAX pa3pelieHUus] OCHOBHBIX M OINEPATUBHBIX 3ajad, CTOSIIMX Tepeia JaHHBIM opraHoMm. B
OTJENBHBIX CIy4asX MOJXET KacaThCsl IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIMI
HE3aBUCHMO OT ITOAYUHEHHOCTH;

16. ropuanyecku oOpMIICHHBIH TepeueHb TOKYMEHTOB.

20. 5TO0 pPEeKBU3UT OMUIUAILHOTO JOKYMEHTa, NPUAAIONIMA HOPMATHBHBIN HIIH
IPaBOBOW XapaKTep €ro COJACPKAHUIO

3aganue 2. BaumarensHo usyunrte pasaen 5 «OpopmiieHHe peKBU3UTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Boinonuute 3aganus, B ciiyuae He0OX0IUMOCTH 100aBbTE HEJOCTAIOLIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCsA B KaKuXx Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

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

3aganue 3. CocraBbTe M 0QopMHTE NPHKA3bI 110 OCHOBHOH IeSITEIbHOCTH, H JApyrue

pacnopsiiuTebHbIe JOKYMEHTbI, HE00X0ANMbIe B JaHHBIX YIIPABJIE€HYECKHX CUTYallMSX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IlerpozaBojcke)
[1..AGpamoB 1 nekaOps Tekyliero roja u3gal ykKa3zaHue o rpaduke OTIIYyCKOB Ha CIETYIOUTUI
KaJICHJIAPHBIA TOJ], COTJIACHO KOTOPOMY PYKOBOJMTENN CTPYKTYPHBIX MOAPA3ACIECHUN TOKHBI
MPEACTaBUTh B OTAEN KaJpOB CHUCKU COTPYIHHMKOB C YKa3aHMEM IPEANojaraéMoro cpoka
OUYEPEIHOTO OTITYCKa B CIEAYIOMEM KalleHaapHoM Toay. Cpok mpejicTaBiieHus criuckoB — 10
nekabps Tekymiero roga. OTaeny KaapoB YKa3aHHEM MPEINUCHIBACTCS COCTaBUTH CBOIHBIN
rpaduk ormyckoB padotHukoB OOO Ha clenyromuid KaJeHIapHBIM TOJ W Tepenatb ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAYeH HadaTbHHUK
otnaena kanpos [lankparosa O.1O. Cpok npencraBnenus rpaduka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYATHHHKOM OTJAENa KaJIpoB, TJIABHBIM OyXTajaTepom,
IOPUCKOHCYJIHTOM.
Curyanus 2.

Hupexkrop OOO «DOrtamon» (3apeructpupoBano B r.IlerposaBojacke) JI.b.ITomor 12
deBpalis TEKyIIero rofa u3ai pacopsHKeHHE O MPOBEICHUU PEMOHTHBIX paboT B 1iexe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMUTEIBHOW CUCTEMBbI 1exa. PacnopspkeHuem
MPENUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€X€, 32 YTO OTBETCTBEHHBIM
ObUT Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHUYECKOHW ciayxObl MakapoB JI.M1. Cpok BBIOTHEHHUS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyIecTBICHHEe KOHTPOJS 3a TPOBEACHHEM PEMOHTHBIX pabOT BO3JArajoch Ha
HauvajgbHuKa 1exa Ne 3 Auronona 1O.B.

Pacniopsbkenue ObLIO 3aBHU3MPOBAHO HAYATBHUKOM  PEMOHTHO-TEXHHYECKOW CITYKOBI
MakapoBbiM .M. u HavanbHukoMm 1mexa Ne 3 AnrtoHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

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

OAO «lepBas ®abpuka» (r. bamammxa, yn. 3apeunas, a. 3, 104010) momxHO OBLIO B
cooTBeTcTBUM ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYKIIMH» ITOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yui., a. 32, 111123, Tem./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHyr GypHUTYpY Ha o0myro cymmy 150 000 pyOeit. @akTudecku e QypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6Gneit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
py6neit. CormacHo 1.8 J0roBopa 3a HEIOIOCTABKY MPOJIYKIUU JIOJDKHA OBITH yIUIa4eHA
HEeycTolKa B pazmepe 5%, 4TO OT CyMMbI HEI0MOCTaBKU cocTaBuio 1500 pyouei.

Hupekrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmiack k mupekropy OOO
«IlepBas ®abpuka» O.J. CokoioBy ¢ MNpoch0Oil MEPEUUCIUTh Ha UX PACUETHBIM CueT
ykazaHHyto cymmy (1500 py0.). B nporuBHom cinysae 3A0 «CAHIAEPEJUJIA» Oyner
BBIHYXJICHO 00paTuThcsi B rocapbutpax. IlucbmMo o HemomocTtaBke MPOAYKIUH  OBUIO
coctasieHo ucnonautenem P.T. KOxaunoii u noanucano ®enoposoit 12 aBrycra Tekyuiero roja.

3ananue 5. CocraBbTe U odQopMHTEe AOKJIA[AHbIE, U OOBSIICHUTE/IbHbIE 3aNMUCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kyprep 3A0 «®Papma» C.C. CoMOB peryssipHO OMna3[bplBajl Ha paboTy, 4eM Hapyuiai
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspuei M.B. IllymuinHa HeogHOKpaTHO Jelnaina
emMy 3ameuanus (B ycTHOH (opme), a 12 uroHS Tekylero rojga Oblia BbIHYKJIEHA 00pPaTUTHCS C
JTaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B. CenoBy ¢ OKJIaJHOM 3amnucCKOM, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Paznen 3. Opranuszanusi padoThl ¢ JOKYyMEHTaAMU

HpI/lMepr SaHaHHﬁ AJISl BBINMOJTHEHUSA HA MPAKTHYECCKUX 3aHATHAX

3apanue 1. OpopMuTh XypHan ydera BXOASIUX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsmmii Ne 1-2/82; aBrop-ormpaBurens 3A0 «3Opay; KpaTkoe
cojiepaHue (3arojIOBOK) Jara MoCTyrieHus gokymeHTa 21.12.2021 o cokpalieHun TmoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3aganue 2. OQopMUTH KypHAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne ni/m 152 153;ucnonnurens Pa3un; kpatkoe copepkanue nata gokymenta 21.12.2021
o mpeaoriate mo koHTpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «Ilumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTDH KypHaAI yuéTa BHYyTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; nara noxymenrta 08.01.2021; xrto nmoammcan IBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PACIIUCAHUS; OTMETKa 00 ncnoiaHeHnu Cuiopos.
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OBPA3EL ’KYPHAJIA PETHCTPALIMH BXOAAIIHUX JOKYMEHTOB

Howmep Hara Asrop- Hexoasmmii Kparkoe copepxanue
JOKYMEHTA JIOKYMCHTA OTHPABHTE D Ne (3ar0JI0BOK)
171/1-3 18.12.2007 3A0 «Dpan 1-2/82 Jlara nocrynicana
21.12.2007
O cokpaleHny NoCTasox
THT
22,12.2007
Henosmureas Moanues Cpox ITpumesanns
HCNOJIHNT IS HCTOTHEHHS
Ceprees

Cepeees | 27.12.2007 ‘

OBPA3EI ’/KYPHAJIA PETHCTPAIIUH HCXOJSAIIIUX TOKYMEHTOB

Ne Aapecar Kparkoe copnepxanune Henoanureasn | Nejpeaa | Ilpumevanne
n/n (KOmY) (3ar0.,10B0K)
152 3A0 Mara nokymenTa Pazun 4-7
«llunor» 21.12.2007
O npeaoniare 1o KOHTPaKTy

Ne 28/117

22.12.2007
153

OBPA3BEL /KYPHAJIA PETHCTPALUMH BHYTPEHHHUX JIOKYMEHTOB

Jara Hujexe Kro noanucan Kparkoe Ormerka 00
COJ/ICPKAHHE HCTIOJIHEHIH
08.01.2007 88 Jupextop 006 u3MeHeHnH Cunaopos
MBanos HITATHOT'O
pacnucanus

3aganue 4. CexpeTapb-IOMOIIHMK PYKOBOJIUTEINS, IPEIBAPUTEIBHO IMPOCMOTPEB
JIOKYMEHTAIMIO, MOCTYMHUBIIYIO B OpraHU3alluIo, epeaaeT ee Bclo pykoBoauTento. [lpu aTom B
NanKy ¢ JOKYMEHTaMM BKJIAJbIBAECTCS MUCbMEHHBIM KOMMEHTApHii, BKIIOUYAIOUIMI CBEJCHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAEPKAIIUXCS B HUX, OT KOTO MOJy4€Hbl JOKYMEHTHl U1 KOMY
aJlpecOBaHBbI.
[IpaBmibHO M B y4peKJE€HWU MOHMMAIOT HAa3HAUEHUE OIEepally «IpeIBapUTeIbHOE
paccMOTPEHHUE JOKYMEHTOB»?
KoHTpoJbHBIE BONIPOCHI:
1. Kakue sTanbl mpoxoAsaT NOKYMEHTHI, OTIpaBieHHble opranu3auuen? [IpencraBbre
KpaTKyI0 XapaKTEePHUCTHUKY.
2. Kakue 1oKyMeHTBI Ha3bIBAIOT MOCTYIAIONIMMH, OTIPABISIEMBIMHA U BHYTpEHHUE?
3. Kaxkumu noxymeHTamMHM pyKOBOACTBYIOTCS HPU NMPOEKTUPOBAHHM M Palld OHATU3AIUH
JIOKYMEeHTOooOopoTa?
3aganue S. CocraBbTe IOJIO)KEHHE O HOBOM CTPYKTYPHOM TMOApA3JIEICHUH B
aJIMUHUCTpalMu ropoja bamammxu (oTaen kajapoB, (MHAHCOBO-IKOHOMHUYECKUI OTHEIN, OTIelN
cTpaTernyeckoro pa3putus) B coorBercTBum ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HMH(pOpManuu, OHOIMOTEYHOMY M H3JIATeNbCKOMY Jneny. OpraHu3aluoHHO-
pacnopsaauTenbHas JOKyMeHTanus. TpedoBaHus K 0()OPMIIEHUIO JOKYMEHTOB)
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3aganme 6. CocraBbTe OPraHU3AIMOHHYIO CTPYKTYPY JIONPOU3BOACTBEHHON CITY:KOBI
Bameit opranuzanuud. YcCTaHOBUTE TepedeHb HOPMATUBHBIX JOKYMEHTOB, KOTOPBIMHU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKUM BHJIAaM JIOKyMEHTOB OTHOCATCS MPEJCTAaBICHHBIC
HIDKE ()parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢GuUpPMEHHBIM HaMMEHOBaHHEM oOmecTBa sBisercsa: OOmecTBo ¢
orpaHu4eHHONW oTBeTcTBEHHOCThIO «HOTA». CokpamenHoe ¢GUpMEHHOE HaMMEHOBAaHUE
obmiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oOmiecTBa (OYTOBBIN anpec): MooAeKHBIH TpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Texer 2
OO0I1111Ee TOJIOKEHNS
1.1. Cekperapb-peepeHT OTHOCHTCS K KATETOPHH CIHEIHAINCTOB NPEAIPUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aJadyaMH ceKpeTapsi-pedepeHTa SBISETCS OpPraHW3alMOHHOE U
JIOKYMEHTAIMOHHOE 00EeCTeueHUE YIPABICHYECKOM IeATEIbHOCTH. ..
Teker 3
1.1. DnexTpornpoBoaKa B Y4eOHBIX MOMELICHHUSIX IODKHA HAaXOIWTHCS B MCIPABHOM
cocrossHuu. CONMPOTUBICHNE HW3OJSALIUH TPOBOJOB JIOJDKHO IEPHOANYECKH 3aMEpSThCS, TPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs MPUMEHSTH IS 3alIUTHI AJIEKTPOCETEH BMECTO aBTOMATHYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

HpHMeprlﬁ NMEPEICHb BOMPOCOB /IJisl YCTHOI'O OTBETA HA CEMHUHAPCKUX 3aHATHIA

1. KaxoBbl coBpeMeHHbIE TpeOOBaHHS K S3BIKY W CTHIIO YIIPABICHYECKHX
JIOKYMEHTOB?

2. UYro coboii mpencrapnsieT YcraB oprannzanuu? KakoBsl OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

3. Kax odpopmuTts ITonoxenue 06 otaene wim cimyx0e opraHu3anum?

4 Kak opopmuts mraTHoe pacrucanue?

5.  Kakue tpeboBanus npeabsaBiIsOTCS K 0POPMIIEHUIO JOTOBOpa, KOHTpaKTa?

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

7 OpranuzanvoHHbIE JOKYMEHTBI IPEIITPUSITHS.

8.  PacmopsautenbHble  JTOKYMEHTH TMPEANPHATHSA: MpHKa3bl MO  OCHOBHOU
JEeSATENIbHOCTH; PACHIOPSKEHHUSI, PEILICHUSI.

9.  HMHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTBHI: MPOTOKOJIbI, TOJHas M KpaTkKas
dbopMma ux opopMiIeHHUS.

10. HHpopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl, CITy’KeOHbIE u
00BSCHUTENbHbBIE

11. KaxoBbl 3Tans! paboThl C BXOJAAIMIUMHI TOKyMEHTaMu?

12. Kak crpouTtcst paboTa ¢ HCXOISIIUME JOKYMEHTaMU?

13. KakoBa TexHosorust paboTbl ¢ BHyTPEHHUMH JOKYMEHTaMU?

14. Kakwue 3a1a9u JOKYMEHTOOOOPOTA PEIIaeT PETUCTPAIUS TOKYMEHTOB?

15. Kakue ymnpaBieHdYeckHe TOKYMEHTbI HE IMOJJIEKAT PErucTpaluu B CIyxk0ax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHUs?

16. KaxoB mopsaok perucTpanuu ynpaBieHYecKoro JOKyMeHTa?

17. Kakue cymecTByrOT BUJIbl KOHTPOJIS HCIIOJIHEHHSI JOKYMEHTOB?
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18. Kakme onepanmuu 1O KOHTPOIIO MCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT
CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIpaBICHUs?

19. Kak ocymiecTBisieTcsi CHCTeMaTU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe neno, ¢ TOYKH 3peHUs JOKyMeHToBeneHus? [IpuBennuTe mpumepsl Je,
XPaHSIIUXCS B OPraHU3aIUH.

21. Packpoiite colep)aHHE IMOHSATUS «HOMEHKIATypa nei». Kakoe IOImKHOCTHOE
JMIIO B OPTraHU3alliy OTBEYAET 3a COCTABJICHUE M BBEJICHHE B ICHCTBIE HOMEHKIIATYPHI e’

22. KaxoBbl peKBH3UTHI HOMEHKIIATYPHI J1e1?

23. KaxoBa conepxarenbHas 4aCTh HOMEHKJIATYPBI A€T?

24. Kaxue npu3HaKH 3aBeICHUS JIe)Ia UCIIOJIB3YIOTCS TP (hOpMUPOBAHHUH JeTT?

25. KaxoB ocHOBHOW npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kakue HOpMaTtHBHBIC TpeOOBaHUS HEOOXOAMMO COONIOAATh NPpU (hOPMUPOBAHUHU
nen?

27. Kak ocymecTBIsieTcs MOATOTOBKA JIed K apXHMBHOMY XPaHCHHUIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuKa UCIOJIB3YeTCsl JJIsi COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIeTONPOU3BOICTBE?

29. Kakas oprrexHuKa UCIOJIb3YeTCs JIUIsl TOUCKA, PAHEHUS U Nepejauu JOKYMEHTOB
B COBPEMEHHOM JIETIOTIPOU3BOACTBE?

30. KakoBbl BO3MOXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAIlMOHHOM
o0ecrieueHn! yrpaBaeHUs?

31. KakoBbl BO3MOXXHOCTH CPEJICTB TEJICKOMMYHUKAIMU B JIOKYMECHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

32. B kakux ciy4asx TNPUMCHSIOTCS CTaHJapTHbIE OQUCHBIE TNPOrpaMMbl B
OpraHu3aIiy JEJIOTPOU3BOACTBA?

KOMIIJIEKT TECTOB st npomeskyTo4HO#M aTTecTaluu
(3aver, AU PepeHUNPOBAHHBIN 3a4€T) MO0 AUCHUILIHHE

3aueT MPOBOAUTCA B BMJIE UTOrOBOro TecTa. [[si BBIMONIHEHHs TecTa OTBOAMUTCA 45
MUHYT.

IIpumepHbIe 3a1aHNS UTOTOBOIO TeCTA
1. JlokymeHTAaMOHHOE oO0ecreYeHHe YNPABJIEHYECKUX pelleHnid, KaK Mpoiecc
BKJIIOYAeT B cels:
a) IOKYMEHTUPOBAHUE PEIICHHUS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) IOKYMEHTHUPOBAHUE PEIICHUS U KOHTPOJIb 32 €r0 BBIITOJTHEHHEM.
2. CKoJBbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Ooiee
0) 6 u 6omee
B)2 510 5
r) 4 u 6onee
3. Korma peructpupyrorcsi ucxXoasime J0KYMeHTbI?
a) B ICHb OTIIPABKH
0) B IeHb MOAMUCAHUS
B) B JIEHb COTJIACOBaHMsI ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HomeHK1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 3K3eMIUIIpPax;
0) 4;
B) 2.
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5. Ykakurte, Kakue JOKYMEHTBI COCTABJISIOTCS MO Pe3yIbTaTaM IKCHePTH3bI

IHEHHOCTHU NTOKYMECHTOB.

a) pelIeHne YKCIEPTHON KOMUCCHH
0) aKT O BBIACTICHUH JOKYMEHTOB HAa YHUUTOXKEHHE
B) ciyxeOHas 3alMcKa O 3aCeaHnu KCIIEPTHON KOMUCCUU
I') IPUKa3 [0 OCHOBHOM J€ATEIbHOCTU
6. KTo umMeeT mpaBo npoyiuTh CPOK MCHOJHEHUS TOKYMeHTa?

a) JIMI0, KOTOPOE €ro yCTaHOBHJIO
0) U110, KOTOPOE UCHIOTHSET JOKYMEHT
B) PYKOBOAUTEIb YUPEIKIACHHS
I') ceKpeTapb
7. Ilpn kakom 00beMe TOKYMEHT0000pOTa MPUMEHSIETCS KyPHAJIbHAsI CHCTeMAa

perucrpauumn’?

—3TO:

a) 1o 10 000 TOKYMEHTOB B o1
0) mo 600
B) 10 1000
r) 10 300 1OKyMEHTOB
8. IlyTh, KOTOPBIii MPOXOAUT JOKYMEHT OT HA4aJia ero CO3JaHusl 10 ¢1a4 B apXUB

a) TOKyMEHTHPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

9. lokyMeHTBI, KOTOPBIE N0 COMEPKAHNIO SIBJISIOTCS ceNH(UIECKIMH W HOCAT

XapaKTep Pa3oBoOro J0KyMeHTa — 3TO:

a) UHIUBUYyalIbHbIE IOKYMEHTBHI;

0) TUIOBBIE TOKYMEHTHI;

B) IpUMEPHBIE JOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. [lena BpemenHoro xpanenus (10 10 ser):

a) MOJIIINBAIOTCS B TBEPJLYIO OOJIOKKY;

0) Ha OTJEJILHOM JIUCTE JIeNaeTCs 3aBepUTENbHAS HAJIIHCh;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

11. [IlIpaBoBoii akT, omnpejeisilONUMi NOPSA0OK (OPMHPOBaHUs, 3aJa4H,

00513aHHOCTH, NIPABA, OTBETCTBEHHOCTh M OPraHM3alMI0 PadoThl NPEANPHUATHS B LEJIOM

WM €ro CTPYKTYPHBIX NOApAa3ieJeHuil — 3TO:

a) TPylOBOH JI0TOBOp;

0) MoJI0KeHue;

B) JIOJKHOCTHAsI MHCTPYKIIUS;

I') LITAaTHOE paclucaHue.

12. K opraHM3anmoHHbIM JOKYMEeHTAM OTHOCSITCS:

a) ycTaB, IITAaTHOE PACIIUCaHUE, MIOJI0KEHUE O CTPYKTYPHOM IOJpa3/Ie/IEHUH,

JOJDKHOCTHBIC MHCTPYKIUU,

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TOJTO0KEHUS;
B) MPOTOKOJIBI, aKTHI, 00BSICHUTEIbHbIE U JTOKJIaJHbIC 3AIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIMCAHUE, ITOJI0KEHHE O CTPYKTYPHOM IOJIpa3/iesieHuH,

JOJDKHOCTHBIC MHCTPYKIHH.

13. IIucbma, KOTOpbIe HANPABJISAIOTCS € LeJIbI0 NMOATBEP:KAEHUS JaHHBIX paHee

o0eIaHMii WJIN OTOBOPEHHBIX YCIOBHIA:
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a) COIMPOBOAUTCIILHBIC TMChMaA,
0) rapaHTHITHBIC MTHCHMA,

B) MUCHbMA-TIOTBEPKICHHUS;

T') TUChbMa-peKIIaMallvy.

14. J1okyMeHT000OpPOT — 3TO:

a) IBIKEHUE JOKYMEHTOB B OpPraHU3aIlMi C MOMEHTA UX MOJyYEeHUS W CO3JaHus
JI0 MOMEHTA OTIIPABKU HJIM UCTIOJIHCHUS;
0) co3maHye ONTUMAIBHBIX YCIOBHUH 17151 pabOThI C JOKYMEHTAaMU;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3TUX IOKYyMEHTOB HANPABJISIIOTCS OT BHIIIECTOSIIET0 YPOBHS
ynpaBJieHUsl K HIZKECTOSIIEMY:
a) MpUKas3;
0) 3asBJICHUE;
B) yKa3aHHUE;
T) ciry>keOHas 3anucka?
16. Opranu3amnus padoThl ¢ JOKYyMEHTAMH HAYMHAETCS

a) C UCTIOJTHEHUS IOKYMEHTA;
0) HanpaBIICHUs JOKYMEHTA Ha UCIIOJTHEHUE;
B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epevyeHb BOMPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETOMPOM3BOICTBA

2. JIOKyMEHT KaK HOCUTENIb HH(OPMALUK U KaK CPEACTBO peau3aliil yIpaBIeHYECKUX
GbyHKUIU.

3. JIOKyMEeHT: MOHATHE U OCHOBHBIE TPEOOBAHUS K €0 COCTaBJICHUIO

4. Knaccugukaius 10KyMEeHTOB

5. CoctaB 1 0COOEHHOCTH PAOOTHI C KaIpOBOM TOKYMEHTalUeH

6. PaboTa ¢ koHpUIEHIINATEHBIMHA JOKYMEHTaAMH

7. OcobenHocTu paboOThl C OOpalIeHUSIMU U >kKajmobaMu OT TrpaxaaH JJOKyMEHT Kak
HOCHUTEINTh MH(POPMAITUH U KaK CPEJICTBO pealln3alliil YIPaBICHYSCKUX (PYHKINH.

8. HopmaTtuBHO-TIpaBOBBIE M METOJUYECKHE OCHOBHI JIIOTIPOU3BO/ICTBA

9. VHudukauus u craHAapTU3aLus Kak OCHOBHBIC HAlpPaBJIEHUS COBEPILEHCTBOBAHUS
JOKYMEHTAIUH. DTambl JOKyMEHTO000pOTa B OpraHU3aluu

10. Opranu3zanus paboThl C JOKYMEHTaMH.

11. HMHupexcauus JOKYMEHTOB, IPaBUJIa MHAEKCALUN JOKYMEHTOB

12.  KoHTposb, 32 HCIIOTHEHHEM JIOKyMEHTOB

13. TloaroroBka J1en K apXUBHOMY XpaHEHHIO

14. DnexTpOHHBIM TOKYyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzarmust JOKyMEHTO000pOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJb UCTIONHEHUS TOKYMEHTOB

18. Cucremarusanus u XpaHeHHE JOKYMEHTOB

19. ®enepanbHOE 3aKOHOAATENHCTBO 00 opranuzanuu JJOY, TpeboBaHus yHUPUKAITUT
Y CTaHIapTH3AIINH.

20. OcHOBHBIC HampaBJieHUs COBEPIICHCTBOBAHHUS cocTaBa W (OpM JOKYMEHTOB B
coranbHOU chepe.

24



21. Buael 1OKYMEHTOB (pacrmopsiauTeNlNbHBbIC, OpraHU3AIMOHHBIE, WH(OPMAIIMOHHO-
CIPAaBOYHBIC) U UX XAPAKTEPUCTUKH.

22. llepeuHu NOKYMEHTOB C THIIOBBIMH CPOKaMH XpaHEHHUs. 3HAYCHUE NepeuHeil u
HOPSI0K MX IPUMEHEHUS B JICIIONPOU3BO/ICTBE.

23. OpranuzanuoHHbIe (GOPMBI JEIOMPOU3BOACTBA. X 3aBUCUMOCTD OT CieUU(UKU U
OPTraHU3alMOHHOMN CTPYKTYPBI YUPESIKIACHUSL.

24.  J1okyMeHTOOOOpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JOKYMEHTOIIOTOKOB.

25. IIpaBumia opraHu3anuu JOKyMEHTOO0O0pOTa OpraHU3aAIHH.

26. JlokyMeHTOOOOpOT KaK 3((EeKTUBHBI HHCTPYMEHT ONTUMH3AINN YITPABICHUYECKUX
peLICHU.

27. Texuomnorus padoThl ¢ 0OpaIeHUsIMU TPaXIaH B ACIOMPON3BOACTBE OpPraHU3aIIH.

28. TpebOoBaHHs 3aKOHOJATEIHCTBA K OPraHU3AIUH PAaOOTHI ¢ OOPALICHUSMH TPAXKAAH.

29. Howmenxiatypa e, e€ 3HaYeHUE, BUbI HOMEHKIIATYP JIeJ, METOJIMKA COCTABIICHUS
HOMEHKJIATYp eI

30. [IlomsaTHE «IKCHEPTH3BI LEHHOCTH» JOKYMEHTOB B JEJIONPOU3BOJCTBE, 3aJaudl H
HOPSIIOK [TPOBEICHHUSI.

31. TenaeHIHMH pa3BUTHS IIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOBO#i CTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIbHOE M HOPMAaTHBHOE
pEryIupOBaHHUE HCIOIB30BAHUS JIEKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI M 0a3bl
JIAHHBIX B COLMATILHOM cdepe.

33. JloKyMEHTHI HO JINYHOMY COCTaBY M UX OCHOBHBIC BH/IbI.

34. DOtanbl 06pabOTKH BXOJAIMINUX JOKYMEHTOB.

35. IlepBuuHas 06pabOTKa BXOIAMUX JOKYMEHTOB.

36. IlpuHsATHE YIPAaBIECHUECKOTO PELICHUS 0 KOHKPETHOMY JJOKYMEHTY.

37. OO0paboTKa OTIPaBIsAEMBIX JTOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

39. ®@opMBI perucTpanuu JOKYMEHTOB: ILEHTPAIM30BaHHAS, JEIECHTPATM30BaHHAS,
CMeIlIaHHas.

40. KoOHTpOJIb HCTIOTHEHUS JOKYMEHTOB.
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