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Pa6ouast mporpamma paspadotana B coorBercTBuu ¢ ®I'OC BO mo HanpaBieHHIO TOATOTOBKH
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Ky3pmunoit A.A

Penensent: 1.3.H., nmpodeccop kadeaps «YnpapneHnus» Bacunbesa 1.B.



1. Tlnanupyemble pe3yJbTaThl 00YUYeHHUSs MO TUCHUILINHE, COOTHECEHHBIE C
ycranoBJeHHbIMH B OIIOII BO unankaTtopamMu 10CTHKEHUS] KOMIIEeTeHIM I

1.1 Ilepeyenb KoMneTeHUHiH, GOPMUPYEMBIX YUeOHOMH TUCUMTILINHOM

Koa 1 HauMeHOBaHHE KOMIIETEHIIMH

NuaukaTopsbl J0CTHXKEHUS] KOMIIETEHIIUN
IlnanupyemMble pe3yjbTaThbl 00y4eHHsl

YHnBepcaanaﬂ KOMIICTCHIIUA

YK-2 CriocobeH onpeaensirTb Kpyr
3a7a4 B paMKax IMOCTABJIECHHOW LIEJIN U
BBIOMpATH ONTUMANIBHBIE CTIOCOOBI UX
pENICHUS, UCXOMS U3 ICHCTBYIOIINX
MIPaBOBBIX HOPM, UMEIOLIUXCS PECYPCOB
Y OTPaHUYEHUN

(K01 M1 HANMEHOBAHUE)

3HaTh (3): 3HaeT HEOOXOAMMBIC IS OCYIIECTBIICHUS
npoecCHOHAIEHOM ~ JEATCIIBHOCTH HOPMBI  IIpaBa U
METOINYCCKUE JTOKYMEHTBI B obnactu
JICJIONPOU3BOICTBA.

Ymers (Y): VYmeer omnpenenars Kpyr 3amad A
mocTpoeHus 3PPEKTUBHON CHUCTEMBI JIEIOIMPOU3BOJICTBA
U JIOKYMEHTOOOOpOTa, IUIAHHPOBATh COOCTBCHHYIO
JEeSITeIIbHOCTh UCXOJI M3 UMEIOIINUXCS PECYypCOB; peliaTh
MOCTABIICHHBIC 3a/ladll B paMKax H30paHHBIX BHUJIOB
podecCHOHALHOM JICATSIIBHOCTH.

Baagers (B): Bmazgeer MPAKTUYECKUM  OIBITOM
MIPUMEHEHHSI HOPMAaTUBHO-METOIMYECKONU 0a3bl peIICHUS
3a1a4 B obnactu JEJIOTIPOU3BOICTBA u
JIOKYMEHTO000POTA.

2. lenu u 3aga4u ocBOeHU Y4eOHOI IMCUMNJIMHBI, MECTO JUCHUILIUHBI B CTPYKTYpe

OIIOII BO

Huctunnuna  «emonpousBoacteo»  (b1.0.19) otHocutrcss k  6a30Boil  yactu
dbopMupyeMoOil yyaCTHUKaMH OO0pa30BaTEIbHBIX OTHOUIEHWH OCHOBHOW MpPOQECCHOHAIBHON
oOpa3oBaTenbHONW MporpamMmbl Bbiciiero oOpasoBanus  20.03.02 IlpupomooOycTpoiicTBO H

BOJOIIOJIB30BaHHUC.

Llenplo M3y4yeHUs IUCLUUIUIMHBL - sBIseTcd (POPMHUpOBAHHE Y CTYJACHTOB 3HAHUI
TEOPETUYECKUX U MTPAKTUUYECKUX OCHOB CO3JaHUS JOKYMEHTOB B CUCTEME YIPABIICHUS, a TAKXKE
npuoOpeTeHue  HABBIKOB TI'paMOTHOM M 3¢ (EKTUBHOW  OpraHu3alMd  COBPEMEHHOTO

ACJIONIPOU3BOACTBA HA NPCAIIPUATHHU.

I[J'IH pcajm3anuun MOCTaBJICHHOM [ECJIr, B IPpOLECCC OCBOCHUA NUCIHUITIIINHBI
((I[CJ'IOHpOI/ISBOIICTBO» ObLIH C(I)OpMI/IpOBaHLI CJICAYOmHrC 3a/1a4n:
— U3YUYUTh 3aKOHOJATCIIbHBIC 1 HOPMATHUBHO-MCTOANUYCCKUC NTOKYMCHTEI,

perIaMeHTHPHANGAERA00TY CHlIBIMANARMILOPTARNGAHIIL 1 0QOPMICHNS  yIIPAaBICHUCCKHX

JIOKYMEHTOB;

— O3HaKOMMUTH C IIpaBUJIaMU COCTABJICHUA U Oq)OpMJ'IeHI/IH JCIIOBBIX ITHUCEM,

— O3HaKOMUTb 06yqa101111/1xc;1 C TpC6OBaHI/I}IMI/I HOPMATUBHBIX TIIPABOBBIX 4KTOB,

PCrIIaMCHTHUPYIOIHUX TOPAAOK CO3AaHUA U ABUKCHUS JOKYMCHTOB;

- C(I)OpMI/IpOBaTB y 06yqa101u1/1xc;1 MPaKTUYICCKUEC HABBIKM HOPUANYCCKU I'PaMOTHOI'O

Oq)OpMJ'IeHI/ISI AOKYMEHTOB, C YYETOM ITOJIOKESHUH HOPMATUBHBIX TOKYMCHTOB;,

— MU3YUYUTH NOPAOOK paGOTLI C JUYHBIMHU U CJ'IY)KC6HBIMI/I AOKYMCHTaMM,

— o0ecreynTh yCBOCHHE OCHOBHBIX MTpaBMJl 00pabOTKU U XpaHEHUsI TOKYMEHTOB.

- C(I)OpMI/IpOBaTB HaBBIKM COCTAaBJICHHA H O(I)OpMJ'ICHI/I}I OCHOBHBIX JOKYMCHTOB

yIpaBJIEeHUS;




— O3HAKOMHUTH  CIyIIATelled C

JIOKYMEHTO000pOTa MPEeANPUITHIA U OpraHU3aIlHii.

COBPEMCHHBIMHU  TCXHOJIOTHUAMHA

OpraHu3aIuH

3. O0beM yueOHOI JUCUMILIMHBI B 324eTHBIX eIMHUIAX C YKA3aHNEM KOJIHYeCcTBa
aKaJleMH4YeCKHX YaCOB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy 00y4aomuxcs ¢
npenoaasaresieM (Mo BUAAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJIbLHYIO padoTy

00y4arIMXCcs
3.1 Ounas dhopma oOyueHus

Bun yue6HO# paboThI

1 kypc/1 cemectp

OO0m1ast TpyJA0€MKOCTh AUCIUILUIMHBI, 3a4€THBIX €IUHUIL

4yacoB 144

AyautopHasi (KOHTaKTHas) padora, 4acoB 116,3

B T.4. 3aHSATHUS JEKIIMOHHOTO THIIA 84

3aHSTHSI CEMUHAPCKOro TUIIA 32

MPOMEXKYTOUHAs aTTeCTALIUS 0,3

CamocrosiTesibHasi padoTa 00y4aromuxcs, 4acoB 18,7

B T.4. KypcoBasi pabota -

KoHnTtpous 4

By npoMexXyTOUHOM aTTecTaluu 3a4yeT

3.1 3aounas hopma oOydeHHUs
Buy yuebHoM paboThI 3 Kypc

OO0m1ast TpyJ0€MKOCTh AUCIUIUIMHBI, 3a4€THBIX €IUHUIL 4
4yacoB 144
AyautopHasi (KOHTaKTHas) paboTa, 4acoB 14,25
B T.4. 3aHSATHS JICKIIMOHHOTO THITA 6
3aHSTHS CEMUHAPCKOTO TUTIA 8
MIPOMEKYTOUHAsI ATTECTALIMS 0,25
CamocrosiTesibHasi padoTa 00y4alouuxcs, 4acoB 125,75
KonTpoan 4
By npoMexXyTOUHOM aTTecTaluu 3auer

4. Coep:xkanue TUCHUIIMHBI, CTPYKTYPHUPOBAHHOE N0 TeMaM (pa3jejiaM) ¢ yKa3aHueM
OTBEJCHHOI0 HA HUX KOJINYeCTBA aKaJeMHUYeCKNX YaCOB M BUA0B Y4eOHbIX 3aHATHH
4.1 Ilepeuenv pazoenoé OUCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCHU AYOUMOPHOU
(Konmakmmuoit) u camocmoamenbHoi padomsl, 6U008 KOHMPONEll U NepeyHs KOMNemeHyuil

3aounas popma oOydeHHs

TpyaoeMKocTb, 4acoB Kon
B TOM YHCJIIC HanmenoBanmne NIK
HaumenoBaHnue pa3zienoB u TeM ayJUTOPHOU OLICHOYHOTO
BCETO .. | caMoCTOsTED
(KOHTaKTHOIN) o CpeJcTBa
HOH pabOoTHI
paboThI
Pasnen 1. TeopeTnueckre OCHOBBI VK-2
. p 31,4 3 28,4
JICIIONPOM3BOJICTBA
1.1 Hcropus pa3BUTHSA rOCYIapCTBEHHOTO
PHA P yAap 7,5 1 6,5 I[IpakTraeckas paboTa,
Jienonpoun3Boctea B Poccun
TecT, pedepar, JoKIag
1.2. llenu, 3a1a4u ¥ MIPUHLIUIIBI 9.7 1 8.7
COBPEMEHHOTO JISJIONMPON3BOCTRA ' '
1.3. Knaccudukanus 1OKyMEHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHbIE TpeOOBaHUS K 56,6 6 50,6 IpakTnueckoe VK-2




0 OpPMIICHHIO TOKYMEHTOB 3ajanue, YCTHBIHA
2.1. HopMaTHBHO-TPaBOBbIEC U OTBET Ha BOIIPOC
METOJUYECCKUE 21,4 1 20,4 JOKJIAJ|
OCHOBBI JICJIONPOU3BOJICTBA
2.2. CocTaBiieHHUE OPraHU3alMOHHO-
PacHopsAUTEIbHBIX U HH)OPMALIMOHHO 195 3 16,5
CIPaBOYHBIX JOKYMEHTOB
2.3 TpeGoBaHMsI K COCTaBICHHUIO U 157 5 137
; ;
0(hOPMIICHHIO TTHCEM
Paznen 3. Opranuzanus paboThI ¢ 5175 5 46,75 VYK-2
JOKYMEHTaMH
3.1 Opranmzanus JOKyMeHTO000pOTa Ha 188 5 16.8 IMpakTrueckoe
MPEIIPUATHN ’ ’ 3a/aHue, YCTHBII
3.3 DIeKTPOHHBIN TOKYMEHTOOOOPOT B 204 5 184 OTBET Ha BOIIPOC
OpraHu3aluu ! ! JTOKJIa
3.3 ABTOMaTHU3UPOBAHHBIC CHCTEMBI 12,55 1 11,55
ydera JOKYMEHTOB
HToro 3a kypc 139,75 14 125,75 -
IIpome:xxyTouHnasi aTTecTanus 4,25 0,25 4 Hrorosoe
TECTHPOBaHHE,
NHUCbMEHHBIA OTBET
Ha
3K3aMEHAalOHHBIN
BOMPOC
HUTOI'O no aucuuiinue 144 14,25 129,75 -
IIpumepnutii nepeuens OUEHOUHBIX CPEOCHE 012 MEKYyu|e20 KOHMPOJiA YCHe8aeMoCmu
No | HaumenoBanue | Kparkas xapakTepucTHKa OLIEHOYHOTO CpPE/ICTBA IIpencrasnenue
1/ | OIIEHOYHOTO OILIEHOYHOTO
m | cpeacrsa cpencTsa B QoHze
1 | 3amaga CpencTBo OIeHKH YMEHUS IPUMEHSTD MTOTyYeHHbIE Komrutekr 3amau n
(mpakTHYeCKOE | TEOPETHUYECKHE 3HAHHS B PAKTHYECKON CUTYAIIHH. 3aJjaHui
3aJlaHue, 3anaya (3a7aHre) HODKHA OBITH HAPABJIeHA HAa OIEHUBAHHE TEX
nmabopaTtopHass | KOMIETEHIINH, KOTOPHIE TOJIeKAT OCBOCHHUIO B JAHHOM
pabora) JTHCIIUTUTIHE, JTOJDKHA CO/IEPKaTh YETKYI0 HHCTPYKIIUIO 110
BBINOJHEHHIO WJIM aJITOPUTM JEHCTBUM.
2 | CobGecenoBanue | CpencTBO KOHTPOJIS, OpPraHU30BaHHOE KaK CIIeIMaIbHAs Oecea Bormpocsr o
mperoaaBareis ¢ 00ydJaronMcs Ha TEMBI, CBSI3aHHBIE C TeMam/pazzienam
I/I3yqaeMOI71 HHCHHHHHHOﬁ, 1 paCCYUTAHHOC Ha BBIACHCHUEC JAUCITUIIIINHBI,
o0BbemMa 3HaHUH 00yJaIOIIEeToCcs M0 ONpPeAIICHHOMY pa3ieny, MIpeJICTaBICHHBIC B
TeMe, mpobieMe ! T.1I. TIPUBSI3KE K
KOMIICTCHIIUAM,
PEyCMOTPEHHBIM
PIT/L
3 | Tecr CucreMa cTaHIAPTU3UPOBAHHBIX 3aJaHUH, TO3BOJISIOLIA @DOH/ TECTOBBIX
aBTOMAaTU3HUPOBATh NPOLEAYPY U3MEPEHMSI YPOBHS 3HAHUI U 3a/1aHUM
yMEeHH 00yuaromerocs.
14 | Pedepar [IpoayxT camocTosTensHOM paboThl CTYAEHTa, NpeAcTaBisitomni | Tembl pedepaTtoB
coboit KpaTKO€ MU3JI0KCHUE B IMCbMCHHOM BUIC MTOJTYYCHHBIX
pe3yIbTATOB TEOPETHUECKOTO aHAIHM3a OIIPE/IelICHHON HayYHOM
(yueOHO-HcCIIe10BaTEIbCKOM ) TEMBI, TI€ aBTOP PACKPHIBAET CYTh
UcclieayeMOoi poOIeMbl, TPUBOAUT PAa3IMYHbIE TOUKU 3PEHUS, a
TaK)X€ COOCTBEHHEIE B3TJIs11bI HA HEC.
15 | Hokman, [IponykT camocTosTeENsHON PabOTHI CTyIEHTA, MPEACTABIAIOMNN | TeMbl JOKIIaZ0B,
cooO1ieHune co00# my0IMYHOE BBICTYIJICHUE 110 MPEACTABICHUIO MOJIyUYeHHBIX | COOOLIeHUI




PE3YJIBTATOB PEIICHUS OMPEICIICHHON yUeOHO-TIPaKTHIECKOH,
Y4eOHO-UCCIIeTOBATEIHCKON HITH HAyIHOH TEMBI

4.2 Cooeporcanue oucuyuniuHvl no pazoenam u memam
Paznen 1. Teoperuueckue OCHOBBI 1€JIONIPOU3BOACTBA

Lean — wu3ydyeHHe TEOPETUYECKUX OCHOB PA3BUTHS TOCYAAPCTBEHHOW CHCTEMBbI
JenonpousBojacTsa B Poccum.

3agauyu — U3yYUTh OCHOBHBIC MOHSTHUS B CHUCTEME JEIONPOU3BOJCTBA, MU3YyUUTh LEINH,
3ala4yi U NPUHIUIIBI COBPEMCHHOI'O0 ACJIOMPOMU3BOACTBA; U3YYUTHb OCHOBHBIC 3Tallbl PA3BUTHUA
roCyapCTBEHHOTO JEIONPOU3BOICTBA B Poccnu, paccMoTpeTh BUAbI U GOPMBI JOKYMEHTOB.

IlepeyeHb yueOHBIX 3J1IEMEHTOB pa3jeJia:

1.1 Hcropus pa3BUTHs rocydapCTBEHHOTO JI€JI0NPOU3BoOICTBa B Poccun
1.2  Ienu, 331241 U IPUHIMITEI COBPEMEHHOTI'O J1€IOIPOU3BOJICTBA

1.3 Knaccudukanus JOKyMEHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMA K 0(OPMJICHHIO TOKYMEHTOB

Heabr — wu3yuyeHnne TpeOOBaHMKH ¥ HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K
COCTaBJICHUIO M O(GOPMIICHHIO OPraHU3aLUOHHO-PACIIOPAAUTENbHBIX M HH(GOPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, ¢ puMeHeHuemM ACY.

3agaum: 1npuoOpeTeHHEe HAaBBIKOB IPUMEHEHHMS HOPMATHUBHO-IIPABOBBIX  aKTOB,
METOJAMYECKUX  JOKYMEHTOB,  DPETJaMEHTUPYIOIIMX  BONPOCHI  JCJIONPOU3BOACTBA U
JIOKYMEHTO000pOTa; NMPHOOPETEHNE TEOPETUUYECKHX M NPAKTUYECKUX HABBIKOB B O(QOPMIICHHU
OpraHU3alMOHHO-PACTIOPSAUTEIbHBIX 51 MH(POPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopMHpOBaTh y O0YyYaromUXCs MPAKTUYECKHE HAaBBIKM T'PaMOTHOTO O(OpMIIEHHUs IMHUCEM, C
Y4E€TOM IOJIO)KEHUH HOPMATUBHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 3J1eMEHTOB pa3jiea:
2.1. HopmaTuBHO-IIpaBOBbIE M METOJUUYECKNE OCHOBBI JICTIONPOU3BOJICTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX U HMH(OPMAaLMOHHO-
CIPAaBOYHBIX JOKYMEHTOB
2.3 TpeboBaHUs K COCTABJICHUIO U OPOPMIIEHUIO THCEM

Pasnen 3. Opranuszanus paéoTsl ¢ JOKyMEHTAMU

Hean — paccMOTpeTh 3TAMbl JOKYMEHTOO0OpOTa B OpraHu3aiui, ¢ npumenenuem ACY.

3agauM: O3HAKOMUTH CTYJEHTOB C JTallaMU MPOXOKIACHUS JOKYMEHTOB; H3yYHTb
MOPAA0K pa60T1,1 C JIMYHBIMHU U CJ'Iy)Ke6HBIMI/I JOKYMCHTaMU; o0ecreunTh YCBOCHUEC OCHOBHBIX
npaBuil  00pabOTKH JTOKyMEHTOB ¢ mpuMmeHeHneM ACY; O03HaKOMUTH CIyImIatene ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTraHU3alluK JOKYMEHTO000pOoTa NPEeAIpUITUNA U OpraHU3alui.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

3.1 Opranuzanus JOKyMEHTO000pOTa Ha MPEANPUITUN
3.2 DIeKTPOHHBII TOKYMEHTOOOOPOT B OpraHU3aIHA
3.3 ABTOMaTH3UPOBAHHbIE CUCTEMBI yUeTa JOKYMEHTOB

5. OneHo4YHBIEe MATEPUAJIBI IO TUCHHILIAHE
OHGHO'—IHBI@ MaTepI/IaJ'H)I 10 AUCHUIIIIMHC Hpe)ICTaBJ'IeHBI B BUIC (bOH)Ia OIICHOYHBIX
CPEJICTB.




6. MaTepI/IaJIBHO-TeXHI/I'leCKOB u y‘léﬁHO-METOHI/I‘leCKOC odecrneyeHue AUCHUITIMHbI

6.1 IlepeuyeHb y4eOHO-MeTOAMYECKOTO 00ecIeYeHUsI M0 TUCIHILJIMHE

ABTOp, Ha3BaHUC, MECTO U3daHHN, U3AATCILCTBO, 'O U3AAHU, KOJIMYCCTBO CTPAHHUILL

Meromudeckre yKkazaHUs 110 H3yUEHHUIO TUCITUTUINHBI «/lemonpon3Boncteoy», 45¢tp, 2021 v

6.2 IlepeueHb y4eOHBIX U3IaAHNI, HEOOXOAUMBIX IJI1 OCBOCHH S JUCHUIIIMHBI *

[leyatHpie yueOHbIe M3MaHNs B OnbnnoTedHoM donme *

ABTOp, Ha3BaHWE, MECTO U3IaHUS, U3IATCILCTBO, TOM U3IAHHUS, KOJTHMICCTBO
CTpaHuI]

KonuuectBo
3K3EMILISPOB B
onoImoTeKe

Kyszuenos U.H. /lokymenTanmonHoe obecriedenne ynpasierus. - M. : FOpaiir,
2017. - 477c.

[Tanacenko IO.A. JlenompousBOJICTBO: JOKYMEHTAllMOHHOE oObOecredeHue
ynpasnenus. - M. : PUOP:TH®PA-M, 2016. - 112c.

BbrixoBa T.A. JIoOKyMeHTallMOHHOE obecrieueHne

NHODPA-M, 2013. - 304c.

ympaBieHus. - M.

Kupcanoa M.B. CoBpemenHoe nenonpons3BojcTo. - M. : UHOPA-M, 2014.

Poroxxun, M.IO. JlenonpousBoactso. - M. : TIpocnexkr, 2010. - 228c.

bacakoB M.U. llemonpon3BoacTso.. - PoctoB H/]l : @ennkc, 2011. - 192c¢.

Njoals

Kyznuenos U.H. [lemonpoun3Bomactso : yueb. - cripas. nocodue / U.H.Ky3Henos.
- 6e u3., mepepad.u joi. - M. : lamkos u K", 2011. - 459c.

Kemnunackuit 9.B. Uctopust opranuzamnuu neiaonpou3BoacTBa B Poccun X-
Hayasa XX B. - CraBponons, 2006. - 143c.

*B cryyae ucnonv308anus NeYamHuulx U30AHUL YKA3bl8AeMCs TUmMepamypa, KOmopas umeemcs 6
Hanuuuu 6 bubnUomeKe akademu 8 neuamHom suoe u3 pacuema ne menee 0,25 3K3eMNAAPA KAHCO020 U3
U30AHULL HA 00H020 00YUAWe20Ca U3 HUCILA TUlY 0OHOBPEMEHHO 0CBAUBAIOUWUX OAHHYIO OUCYUUNTUHY .

DNeKTpOHHBIE YUeOHbIE N3aHUs B AJIEKTPOHHO-OMOIMOTeYHbIX crctemax (ObC)**:

No ABTOp, Ha3BaHHE, MECTO U3JIAHUS, TOJl U3IAHMUS,
KOJIMYECTBO CTPaHUI]

Ccruika Ha yuebHoe uzganue B ObC

OcHOBHas:

1. Cemko, 1. A. OcHOBBI A€TONPOU3BOJICTBA :
yaebHoe mocobue / 1. A. Cemko, JI. A.
AntyxoBa. — CraBponosis : CT'AY, 2018. —
119 c.

bubnuoreuynas cucrema «JIAHDb»
https://reader.lanbook.com/book/141613/preview#1

2. Ky3sueuos, 1. H. lenonpou3BoacTBO :
cnpaBoyHoe niocobue / Y. H. Ky3neros. — 6-¢
m31. — Mockaa : lamkos u K, 2017. — 460 c.

bubnuoreunas cucrema «JIAHDb»
https://reader.lanbook.com/book/105543/preview#1

3. | Cemenuxun, B. B. KanpoBoe nenonponsBoacTso
/ B. B. Cemenuxut. — 4-¢ u3J., mepepad. u J01I.
— Mockaa : I'poccMenna, 2019. — 628 c.

bubnuoreynas cucrema «JIAHDb»
https://reader.lanbook.com/book/143530/preview#1

4, ITaBnoBa, P. C. Jlenonpon3BoACTBO 1O

oOparnieHrsM TpaxaH : yueOHoe ocooue s

By30B / P. C. ITaBnmoBa. — Cankr-IletepOypr :
Jlane, 2021. — 280 c.

bubnuoreunas cucrema «JIAHDb»
https://reader.lanbook.com/book/169796#1

JlomomHUTE IbHAS

5. ITaBnoBa, P. C. KonpuaennnansHoe
JIETIONPOU3BOJICTBO : ydeOHOE 1ocoOue Is CIo /
P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlaus,
2021.— 308 ¢

Bubnmuoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/169795#1



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

6. PribakoB, A. E. OCHOBBI 1eIONPOH3BO/ICTBA : bubnuoreynas cucrema «JIAHDb»
yueOHuk / A. E. PeibakoB. — 3-e n3z., crep. — https://reader.lanbook.com/book/131907/preview#1
Mumnck : PUIIO, 2016. — 319 c.

DneKTpoHHBIE YueOHBIe N3aHMsI B AJIEKTPOHHO-O0nOmuoTeynbix cuctemax (ObC)**:
** ykaszpratorcss ObC, ¢ KOTOPBIMH 3aKITF0UYE€HBI OMOIMOTEKOI YHUBEPCUTETA IOTOBOPA

6.3 IlepedeHb 31eKTPOHHBIX 00pa30BaTeJILHBIX PeCypcoB *

No DJIeKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctyn B DOP (ceTs UHTEpHET, JOKATbHASA
n/n CeTh, ABTOPH30BAHHBI/CBOOOAHBIH T0CTYI
1. | Poccuiickas HaMHOHANTBHAs GHOIHOTEKA [ DIEKTPOHHBIH http://nir.ru/lawcenter_rnb
pecype]
2. | Poccwiickas 'ocynapcTBeHHast OHOIHOTEKA [3TEKTPOHHBIN http://lwww.rsl.ru
pecypc].
3. denepanpHbIii 00pa3oBaTeNbHBII OPTAI « DKOHOMHUKA, http://www.ecsocman.edu.ru
COIIMOJIOTHSl, MEHEJDKMEHT)
4. WudopmanmoHnHo-cripaBoyHas cucteMa «l apant https://www.garant.ru/
5.| WudopmaimonHo-crpaBouHas cucteMa «KoHCynbTaHT http://www.consultant.ru/
ITmrocy
6. Caiit «Apxussl Poccun» mon srumoit deepanbHOro http://www.rusarchives.ru
apxuBHOro areHrcTBa (Pocapxusa)
7. CrpaBouno-tipaBoBasi cicteMa « KOHCYIBTAHT ILTFOCY http://www.consultant.ru/
8. | Bcepoccuiickuii Hay4YHO-HCCIIEA0BATEILCKMA HHCTHTYT http://www.vniidad.ru
JOKYMEHTOBeIeH!s U apxuBHOTO nena (BHUNAT)

6.4 Cospemennsvie npogheccuonanvHvie 6a3vl OAHHBIX, UHPOPMAUUOHHBIE CNPABOUHbBIE
cucmemul U TUYEHIUOHHOE RPOZPAMMHOE 0DecneueHue

CoBpemennblie npogeccnoHanbHble 0a3bl JaHHBIX, HHPOPMALMOHHbIE CIIPABOYHbIE
cucreMbl, HUGPOBBIe  JJIEKTPOHHbIe  OHOJHOTEKM W  JApPYrue  3JeKTPOHHbIE
o0pa3oBaTesbHbIE pecypchl

1. JloroBop o mnoakiaroueHMH K HarnuoHanmpHON — 3J€KTpOHHOM OuOIMOTEKE |
MpeAOoCTaBIeHUH  JOoCTyna K  oObekTam  HanuoHanpHOM — AJEKTPOHHOW — OMOTHMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJoHTaIie

2. Cormamenne o OecruiaTHOM TecToBOM joctyne kK Polpred.com. O630p CMU
27.04.2016 6eccpouHo

3. Cormamenne o OecrutaTHOM TecToBOM Jjoctyne kK Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. NndopmanmonHo-cripaBoyHasi cuctema «lapant» — URL: https://www.garant.ru/
NudopmannonHo-cripaBoyHass cucrema Jlunensuonuslid goroBop Ne 261709/0OI1-2 ot
25.06.2021

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

6. DrnexkrponHo-OMOIMOTEUHast cuctema AQriLib http:/ebs.rgazu.ru/ (cBHAETETBCTBO O
roCyJIapCTBEHHOM peructpanuu 6a3sl JaHHbIX Ne2014620472 ot 21.03.2014).

7. ®denepanbHas cinyx0Oa rocyaapctBeHHoi craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunass »onexkTpoHHas Oubnuoreka OTKpbIToro gocryna (Open  Access).—
URL:https://cyberleninka.ru/.

9. monHOTEeKCTOBas KOJIeKIHs (0a3a JaHHBIX) SJEKTPOHHBIX KHUT H3AaTeNbCTBA
Springer Nature.http://link.springer.com/ -

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

11. Undopmannonnas cucrema «EauHOEe OKHO JocTynma K 0Opa3oBaTelIbHBIM
pecypcam».—URL:http://window.edu.ru/.



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/

Hoctyn K JICKTPOHHOM HH(}OPMaLMOHHO-00pa30BaTeIbHOM cpene,
HH(OPMANMOHHO-TEJIEKOMMYHUKAIUOHHOM ceTu «AHTEepHEeT»

1. Cucrema nucranmmonHoro oOyudeHuss Moodle www.portfolio.rgazu.ru  (cBoGomHO
pacnpocTpaHsiemMoe)

2. [lpaBo wucmonb3oBanust mnporpamm miusi OBM  Mirapolis HCM B cocrae
(GyHKIMOHATBHBIX OJIOKOB M Moayiei: Bupryansnas komuata. CtanmaptHas junen3us g0 1000
noas3oBarenel Ha 1 mecsn (Jluensnonnsiii noroBop Ne 77/03/22 — K ot 25 anpens 2022)

3. VlHHOBaIMOHHas cCUCTEMa TECTUPOBAHUS — IIPOrpaMMHOE oOecrieueHue Ha rmiathopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. OO6pa3oBaTeNbHBI MHTEPHET — MOpTal POCCHHCKOro TocyaapCTBEHHOTO arpapHoro
3a04YHOT0 YHUBEPCUTETA (CBHIETEIHCTBO O PETHCTPALUU CPEACTBA MACCOBOM MH(pOpMAauu I
Ne ®C77-51402 ot 19.10.2012).

JInueH3noHHoe H CBOOOIHO pacnpocTpaHsieMoe MPOrpaMMHoe odecrieueHue

1. OpenOffice -  cBoOOmHBIII  mMakeT  OQPHUCHBIX  NPUIOKEHUH  (CBOOOIHO
pacmpocTpaHsiemMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOAHO pacpoCTpaHIEMOE).

3. DaekTpoHHO-OMOMMOTeUHast cuctema AgriLib http:/ebs.rgazu.ru/ (cBUaETETHCTBO O
rocy/1apcTBEHHOU peructpaunu 6a3el qaHHbIX Ne2014620472 ot 21.03.2014).

4. Odpummanshas crpanunia ®I'bOY BO «Poccuiickuil rocyqapCTBEHHBIN arpapHbIit
3a04YHBIN YHUBEpCUTET» https://vk.com/rgazuru (cCBOOOIHO pacTpOCTPAHIEMOE )10

5. [lopran  @enepalibHOTO  TOCYJApCTBEHHOTO  OIOKETHOTO  00pa3oBaTENIbHOTO
yUpeXJeHUsl BbICIIEro oOpa3zoBaHusi «PoccuiCKMI ToCyJapCTBEHHBIM arpapHbId 3a04HBIN
yHHUBepcuteT» (cBoOOAHO pacmpocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AntuBupycHoe mnporpammuoe obOecneuenue Dr. WEB Desktop Security Suite
(CyOnuuensuonnbliii goropop Nel3740 Ha nepenady HEUCKIIOYUTENBHBIX [IPaB Ha IPOrPaMMBI
st OBM ot 01.07.2021).

6.5 Iepeyenn yueOHBIX ayIMTOPHii, 000PYT0BAHUS U TEXHUYECKHX CPEICTB

o0ydeHus**
Ilepeuennb
IIpennasHaueHue
A — HaumMeHoBaHue kopiyca, 00opynoBaHus (B T.4. BUPTyaJbHbIE
Ne nomerenus (aynuropun) aHAJIOTU) U TEXHUYECKUX CPeCTB
(aynuTopumn) «
o0yueHust

Lna sansmuii | Y4eOHO-aIMUHUCTPATHBHBIN CrermanusupoBaHHas MeOelb, J0CKa MeJoBas,
JaeKkyuonHozo muna | KOpuyc. MyJIbTUMEUIAHOE  00OpYZOBaHUE,  IPOEKTOD,

Ka6. 129. Yuebnas ayuropust 9KpaH HaCTEHHbIi

IUIs1 IPOBEJICHNS JIEKITUOHHBIX

3aHATUHN (TTOTOYHAS)
Hna sansamuii | Y4eOHO-aIMUHUCTPATUBHBIN CrenmanusupoBaHHas MeOesb, J0CKa MeJoBasl.
CeMUHAPCKO20 Kopmyc. MynsTimMenuitHoe  00Opy/IOBaHME,  IMIPOEKTOP,
muna,  epynnogwx | Ka0. 125. YueOnas aynuropus | yinay pacrenmbiit
KoHCYTmayui, JUIsl IPOBEICHHS JIEKIMOHHBIX

. 3aHATHHN (TTOTOYHAS)

NPOMENCYMOUHOU
ammecmayuu
Lna Y4eOHO0-aIMIHUCTPATHBHBIH IlepconanbHpIe KOMIBIOTEPHI B COOpKE C
camocmoamenvHou | Kopmyec. BBIXO/IOM B MHTEPHET.
pabomwl ITomenienue IS

CaMOCTOSTEIbHOMN paboTEI.

YutanbHblN 3aJ1



http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31
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DEJEPAJTIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXX/IEHUE BBICIIET'O OBPA3SOBAHMA
MUMUHUCTEPCTBA CEJIbCKOI'O XO35MCTBA POCCUUCKOU OEJJEPALINN

«POCCHVMICKMM TOCYIAPCTBEHHBII YHUBEPCUTET HAPOJHOI'O XO3SICTBA
WMEHHU B.1A. BEPHAJICKOI' O»

(Yausepcurer Bepnaackoro)

DoH/1 OLIECHOYHBIX CPEJCTB ISl IPOBeIeHHsI TEKYLEro KOHTPOJIS U
MPOMEKYTOYHOM aTTeCTAUMN 00yYAKIIUXCH 110 JUCHUILINHE
«/lesronmpou3BOACTBO»

Hanpasnenue noarorosku 20.03.02 [Ipupoaoo0ycTpoicTBO U BOJONOJIH30BAHUE

Hampasnennocts (poduiis) nmporpammel BogocHab)keHne U BOJIOOTBEICHUE

KBanudukarus 6akanasp

dopma oOydeHus 3a04Has

bamamuxa 2024r.
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1.0nucanue nokasareJieil 1 KpuTepyeB OLCHUBAHUSA IJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUsI 10 y4eOHOH TUCHUIINHE

HNuaukatopsl HaumenoBanune
JOCTHKEHHUS YpoBeHb OCBOCHHMS [Tnanupyemble pe3yabTaTbl 00yueHuUs OLIEHOYHOT'O
KOMIIETCHIIU I CpEICTBa
YK-2 Cnocoben 3HaeT: HEOOXOAUMBIC JUTSI OCYIIECTBICHUS MPOGECCUOHAITBHOM NEeATeIbHOCTH HOPpMBI ITpaBa | [IpakTuueckas
OTPENEHATh KPYyT Y METOJIUYECKHE TOKYMEHTHI B 00JIACTH JIETIONPOU3BOJICTBA. paborta, Tecr,
3a1a1 B paMKax Toporosbiii YMeer: ornpenensaTh Kpyr 3a7ad A MocTpoeHust 3H(HEeKTUBHON CUCTEMBI AeOMPOU3BOACTBA pedepar, }
MMOCTaBJICHHOMN U JIOKyMEHTOOO0OpOTa, IJIAaHHUPOBATh COOCTBEHHYIO ICSITEIBHOCTh MCXOAS M3 MMEIONIUXCS | JOKIAMI, yCTHBIN
LeJIU U BBIOUpATh (yRosreTsopuTe: PECYpCOB; peliaTh MOCTaBJICHHbIE 33[a4d B paMKaX HW30paHHBIX BUAOB MpodeccroHalbHON OTBET Ha
ONTHUMAaJIbHBIC Ho) NEeSTETbHOCTH. BOIIPOC
CIOCOOBI X Biapneer: mpakTUYECKUM OIMBITOM MPUMEHEHHS HOPMAaTUBHO-METOAMYECKOI 0a3bl pelieHus
perieHus, uCXOos 3aja4 B 00JIACTH JIeJIONPOU3BOACTBA M IOKYMEHTO000pOTa.
U3 JIEUCTBYIOIIMX 3HaeT TBepAO: HEOOXOJMMBIE HJsi OCYIIECTBJICHHS IMpodeccruoHalbHON aesTenbHOCTH | [lpakTuueckas
MPaBOBBIX HOPM, HOPMBI IIpaBa U METOJAMYECKHUE TOKYMEHTHI B 00JIACTH JEJIOMPOU3BO/ICTRA. pabora, Tecr,
MMEIOIINXCSA YMeeT yBepeHHO: ONpeNeNsaTh Kpyr 3aaad sl MOCTpoeHUs 3PQPEKTUBHON CHUCTEMBI pedepar,
pecypcoB u [IponBuHYTHIN JICIIOTIPOU3BOICTBA H IOKYMEHTOO00POTa, INIAHUPOBATH COOCTBCHHYIO JIEATEIHHOCTh UCXOMS | JOKIIAI, YCTHBIN
OTpaHUYEHUN (xopor1o) U3 HMMEIOIIMUXCS PECypCcoB; pellaTh IMOCTABJICHHBIE 3aJaud B paMKaxX HM30paHHBIX BUJOB OTBET Ha
npodecCHOHATLHOM IS TEIILHOCTH. BOIIPOC
Bianeer yBepeHHO: MPaKTHUECKUM OMBITOM MPUMEHEHHUS] HOPMATUBHO-METOINYECKOM 0a3bl
pelieHus 3a/1a4 B 00J1aCTH JI€JIONPOU3BOJICTBA U IOKYMEHTO000POTA.
HNmeer cdopmupoBaBmimecss cucreMaTuyeckue 3HaHusi: HeoOxomumbie i | [lpaktuueckas
OCYIIECTBJICHUSI TPO(ECCHOHATBFHON JEeATeIbHOCTH HOPMBI TIpaBa M METOAMYECKue | paboTa, TecT,
JIOKYMEHTHI B 00JIACTH JIEIOMPOU3BOICTBA. pedepar,
HNmeer chopMupoBaBieecsi CHCTEMATHYECKOe YMEHHe: OMPENEATh Kpyr 3adad Jyisl | JOKJIaj, YCTHBIA
Bricoknii noctpoeHust 3HPEeKTUBHON CUCTEMBI ASTOMPON3BOICTBA U JOKYMEHTOO00POTA, IMIIAHUPOBATh OTBET Ha
(oTIMYHO) COOCTBEHHYIO JCSTEIBHOCTh HCXOMSI M3 HMEIOIIUXCS PECYpPCOB; pEIIaTh TOCTABJICHHBIC BOIIPOC

3a/lay¥ B paMKax U30paHHBIX BUAOB MPOo(ecCHoHaNbHOM e TEeNbHOCTH.

IMoka3an copmupoBaBiIeecsi CUCTEMATHYECKOE BJaJeHUE: TPAKTHUYECKUM OIBITOM
MPUMEHEHUST ~ HOPMAaTUBHO-METOAMYECKON  0a3pl  pemieHHs  3agad B objactu
JIETIONIPOU3BOCTBA M IOKYMEHTOO0O0pOTA.
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2. Onucanue MIKAJ OLEHUBAHUSA

2.1 lllkana OUCHUBAHUA HA Imane meKyuieco KOHRmpoJii

dopMa TEeKyIIEro KOHTPOJIA

OTcyTCTBHE YCBOCHUSA
(H¥DKE TOPOroBOro)”

[Toporossrii (YIOBIETBOPUTETHHO)

[IpoaBuHYTHIHA (XOPOIIIO)

Bricokwii (0TIIHIHO)

Brinonnenue npakTUuecKoOro
3aaHus

HC BBIIIOJIHCHO WJIK BCC
3aaaHus PCIICHBI
HEIIPaBUIIBHO

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

Pemieno 6onee 70% 3amanus,
HO €CTh OIIUOKH

BCE 33J[aHUS PeIIcHbI 03
OIIMnO0K

* CTYI[eHTI)I, TMOKa3aBIINE YPOBCHb YCBOCHHA HMKC MOPOroOBOT0, HE JOITYCKAKOTCA K HpOMe)KYTOqHOﬁ aTTCCTallMM 110 JUCIHUIIINHEC.

2.2 lllkana OUCHUGANHUA HA Imane npomeafcymoquoit ammecmauuu (3altem U IK3AMEH 8 6UOE UM 0206020 mecma, Kypcoeas paﬁoma)

dopma NpoMeKyTOUHOH
arTecTaluuu

OTcyTCcTBHE YCBOCHUS (HIDKE
MIOPOrOBOTO)

IToporoBsiii (y1OBIETBOPUTENBHO)

IIpoaBuUHYTHIH (XOpOILIO)

Bericokuit (0TIHYHO)

BrITIOJIHEHNE UTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapUaHT)

Memnee 51%

51-79%

80-90%

91% u Oomee
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPUAJIbI, HEO0OXOAUMBbIE IJISl OLEHKH
3HAHUI, YMEHHM i, HABBIKOB M (MJIH) ONBITA AeSATEJIbHOCTH, XaPpAKTEPU3YIOILHUX ITAIBI
(opMupoBaHusa KOMIETEHINH B poLiecce 0OCBOeHHUs 00pa30BaTeIbLHON NPOrPaMMBbl

POH/J OHEHOYHbLIX CPEJACTB JJIA TEKYIIEI'O KOHTPOJIA

KOMIUIEKT 3AJAY JJIS1 TIPAKTUYECKHUX 3AI[AHI/II71 Mo JUCIHUILINHE
«Jle10onpou3BOACTBO»
Pa3znea 1. TeopeTuyeckue OCHOBBI /1€JI0NIPOU3BOACTBA

3apanme 1. 3anonHuTh TaOMUIy, C y4Ye€TOM  paclpeleleHus 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, perynupytomux I'CJ1

Hassanue noxymeHnra UYro peryaupyer JOKYMEHT, Buasl 1okymeHTOB
OIMCAHHE (mpuBenuTe
puMep)

KonudunmpoBanHbpie 3aKOHBI

VYka3sl u pacniopskenus Ilpesunenra Poccuiickoit denepannu, nOCTaHOBICHUS
[TpaButenscTBa Poccuiickoit denepaiuu B chepe ae10npon3BOICTB

3akoHoJareabHbIe akThl cyObekTOB Poccuiickoit denepannu u npaBoBbl€ aKThl, IPUHUMAEMbIE
OopraHaMy HCIIOJTHUTEJIBHON BJIacTH CyObeKTOB Poccuiickort Denepanun

HopmatuBHbIe TpaBoOBbIe aKThI (heiepabHbIX OPraHOB HCIIOJHUTEIBHON BlIACTH
(MMHHMCTEPCTB, KOMUTETOB, CIY»O0, aT€HTCTB U JIp.), PEIIaMEHTUPYIOLINE BOIIPOCHI
JIOKYMEHTAILIMOHHOI0 00ecIeueHust

Texandeckue PEMIaMCHTBI U HAITMOHAJIBHBIC CTAHAAPTHI B o0jacTu JOKYMCHTAIIMOHHOI'O
o0ecrnieueHus ynpaBjieHUs

TexHuueckue peraMeHThl U HallMOHAIbHbIE CTAHIaPThl B 00JIACTH JJOKYMEHTAIMOHHOTO
o0ecrneueHus ynpaBjieHUs

OO6mepoccuiickue KiaccuuKaTopbl TEXHUKO-YKOHOMUYECKON M COIMAIbHON WH(MOpMaInu

YHuduImpoBaHHble CUCTEMBI IOKYMEHTAIIUN

3ananmue 2. 3anonauTte Tabnuiy. Boummre BUabl JOKYMEHTOB OTHOCUTEIHHO MEPUOIOB:
IIprka3Hoe 1enonponu3BoACTBO Kommesxxckoe Munucrepckoe
JIETTONTPOU3BOJICTBO JIETTONTPOU3BOJICTBO

OtBetbTe Ha Bompoc. Yem 3HaMeHatenbHbI nathl: 23 mapta 1840 ., 1868 1., 27 deBpans 1720
r.?

3aganue 3. [luceMenHO oTBeThTE Ha Bompoc. OOBACHUTE TEPMUHBI «yYHUPHUKALUD» U
«CTaHJapTU3alus» AoKyMeHTa. Kak cOOTHOCATCS aHHbIE TOHATH?

3aganue 4. BeiOepute U3 npaBoil KOJIOHKU OIpPENEIeHUs], OTHOCSIIMECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO ITPOHYMEPOBAB 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

3ananmue 5. 3anonHuTe TAOIUIIBI MO KIACCH(PHUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1lo HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuto
COCTABJICHUS [JIACHOCTHU
ITo cpokam [To Ha3HaueHuto [To ropuanueckoit ITo cpokam xpaHeHUst
VCIIOJIHEHUS cuie

3aganue 6. [[1cbMEHHO OTBETHTE Ha CIEAYIOLINE BOIIPOCHI:

1.  Yro takoe nen0onpou3BOACTBO?

2. [aiite onpeneneHne NOHATUIO «IOKYMEHTUPOBAHUEY

3. HazoBute ocHOBHBIE (YHKIIMU JOKYMEHTA.

4.  Kakue oOmepoccuiickue KiaacCU(UKATOPbl HCIOIL3YIOTCS TMPU OPOPMIICHUU
OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB?

5. Kakme Buabpl JOKYMEHTOB BKJIIOYAaeT B ce0s cHCTEMa OpraHU3alMOHHO-
pacopsAUTEIbHON JOKYMEHTAIUH?

6. Kakwme pa3zmmyaroT cnocoObl JOKYMEHTHPOBAaHHS B 3aBUCUMOCTH OT CpEICTB
JIOKYMEHTHPOBaHMUSI?

7. UTo NOHUMAIOT O/ FOPUANYECKON CHIION TIOKyMeHTa?

3apanme 7. IloaroroBbTe NOKIAJ C MPE3CHTALMEN MO OJHOM W3 MPEAJIOKEHHBIX TEM
(moxyan Ha 5 MUHYT, nipe3eHTarus 10-12 cnaiaoB)

1.  VYcoBepuieHCTBOBaHHUE JEIONPOU3BOJCTBA HA MPEITPUATHI

2.  Pa3BuTHE HJOKYMEHTAIIMOHHBIX CITY0 Ha COBPEMEHHOM JTare

3.  TexHuueckue cpeacTBa, YNPOLIAIOIIME BEJCHUE JENONPOU3BOJICTBA HA
MPEANPUATHH.
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4.

HCJ’IOBaﬂ MEPENrCKa - HCOTHEMIIEMOC CPEACTBO CBA3U MPCAIIPHUATHUSA C BHCITHUMU

OpraHHU3aLUsIMHU.

5. Kak oBnazneTh UCKyCCTBOM JI€JI0BOIO IUChMA.

6.  JloxyMeHTHpOBaHHE YIPABICHUYECKON AEATEIbHOCTH OPTaHU3AIIH.

7. JIOKyMEHT Kak Cpe/iCTBO 3aKpEIUICHHUs U PETPAHCIALNN UHDOpMAIUH.

8.  Mudopmaruzamms nenonpon3BoiCcTBa

9.  JlokyMeHTHpOBaHHE TPYJOBbIX OTHOLICHUN

10. KomnbroTepHbIE TEXHOJIOTHU B I€TONPOU3BOJICTBE

11. AHanu3 J0KyMeHTOOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12.  PaGora ¢ KOHGHUACHIMATHLHBIMU IOKYMEHTaMU

13. Opranuzanus paboThl ¢ JOKYMEHTaMHU

14. Ananu3 JOKyMEHTOOOOPOTa U METOMBI €r0 COBEPILICHCTBOBAHMS.

15. Hcropus pa3BuTHs JOKYMEHTOBEIECHUS

16. CoBpemeHHOE JOKYMEHTOBEICHHE.

IIpumepHbIe TeMbl pedepaToB

1.  Opranuszanus JOKyMEHTOOOOPOTa: OCHOBHBIE IIPAaBUIA U 3TAIIBL.

2. DTambl pa3BUTH JEIONPOU3BOACTBA B Poccum.

3. Cnyx0a 1enonpou3BoJCTBA U TOKYMEHTAIIMOHHOIO 00eCIIeYeHUs YIIPABICHHUSL.

4.  HopmaruBHo-mpaBoBasi 6a3a COBPEMEHHOIO JEJIOIPOU3BOICTBA.

5. HopmartuBHast ocHOBa npoliecca JOKYMEHTHPOBAHUS YIIPABICHUS [IEPCOHATIOM.

6.  OpranuzanMoHHBIC KAJPOBBIE JOKYMEHTHI: COCTaB, COACP)KaHUE, TOPSAOK
HOJArOTOBKH U O(hOPMIICHUS.

7. JI0JDKHOCTHAS. MHCTPYKUMS KaK OpPraHU3alMOHHBIN KaIPOBBIM TOKYMEHT.

8.  CocraB 1 BUJbI KaJpOBOH TOKYMEHTAILHUH.

9.  JloxymeHTHpOBaHHUE Tporecca OQPOPMICHHS TPYAOBBIX OTHOLICHHH.

10. DOxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cekperapb B CTpYKTYpe yIpaBJICHUS

12.  OducHsie cpencTBa paboThI C JOKyMEHTaMU

13. 3HaucHHWE TOKYMEHTA B yIPABICHUYCCKOH JCATeILHOCTH, KiIaccu(puKaIus
CITy’K€OHBIX JOKYMEHTOB.

14. Vuaudwukauus u crangapTU3alys JOKyMEHTOB.

15.  [lenonpou3BOACTBO B OpraHax MCIOJHUTEIbHOM BiacTh. Ilopsiiok paccMoTpeHus

oOparieHu# rpaxkaaH.

16. OcoGenHocTH opopmiieHHs HH(POPMAIIMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAIUH.

17.  [lenonpou3BOACTBO B cOBpeMeHHOM Poccuu

18. Jlemompou3BOACTBO JOPEBOIIOIMOHHON Poccuu

19. Jlemompou3BoAcTBO B coBeTCKYo amoxy (1917-1991rr.)

20. Opranuzanus JOKyMEHTO00O0pOoTa

21. Peructpanusi JOKyMEHTOB

22. KOHTpOJb UCTIOJTHEHUS TOKYMEHTOB

23. CucremaTH3alnus U XpaHeHHe JJOKYMEHTOB

24. HowmeHkmarypa Jel opraHu3aiim

Paznea 2. CoBpeMeHHbIe TpeOOBaHMs K 0(OPMJIEHHIO JOKYMEHTOB

3ananme 1.Pemure kpoccBopa
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ITo ropusonTanm:

1.  peKBU3UT IOKYMEHTa, BEIPAKAIOLINI COrIacue Uil Hecoryiacue

JOJDKHOCTHOTO JIMLA C CONEP/KAHUEM JOKYMEHTA.

4. pPEKBU3UT JOKYMEHTa, IPEICTaBIAIOLINI €000 COOCTBEHHOPYUHYIO pPOCIHCH
IIOJIHOMOYHOTO JOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSAIKOBOI0 HOMEpPA Jieja [0 HOMEHKJIATYpe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOH YacTH yUpexJAeHUN, IPOCTaBIIseMble Ha 00JI0KKE Jerna.

8. IMUCBbMCHHOC  TPCIJIOKCHHUE O  3aKIIIOYCHHU  JOroBOpa (KOHTpaKTa) Ha
OMPECACIICHHBIX YCIIOBUAX.
9. 3alncChb I/IH(I)OpMaI_II/II/I Ha Ppa3JIMYHBIX HOCHUTCIIAX 110 YCTAHOBJICHHBIM IIpaBUJIAM,

00eCreunBaroIUM €€ IOPUINYECKYIO CHITY.

12. nBUKEHNE NTOKYMEHTOB B OPraHU3alMM C MOMEHTA UX IOJyYEHUS WM CO3/1aHus 110
3aBEepLICHUS UCTIOHEHUS WIH OTIPABKH.

13 obpasen, 3TajnoH, MOJENb MPUHIUMAEMBbIE 32 UCXOHBIE JUIsl COTIOCTABICHHS ¢ HUMHU
JIPYTUX IPEeIMETOB.

17. o6s3aTenbHbIN AJIEMEHT OpopMIIeHUsT OPUIIMATIBHOTO TOKYMEHTa

18 noxyMeHT, QUKCHPYIOIIMIA X0/ 3aceaHusl, COBEILAHUSL.

19. COBOKYNMHOCTh JAOKYMEHTOB (WM JOKYMEHT), COPMHUPOBAHHBIX MO KaKOMY-IHOO
NpU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHAEHTaM U T.J.), IOMELIEHHbBIX B O0JIOKKY.

ITo BepTHKAIN:

2.  JOKyMEHT, (PMKCHPYIOIIMI COTJAlIeHHe CTOPOH 00 YCTaHOBJIEHUHU KaKHX- JHOO
OTHOILIEHW! U YCIIOBUW UX PETYJIMPOBAHUSA.
3. JloxymeHTt, copepxxammii HH()OPMAIMOHHO-CIPABOYHBIC, AHATUTHYECKUE WIIH

OTUYETHBIE CBEICHUSI, TPE/ICTABISIEMbII PYKOBOJICTBY.

5. DJIEMEHT YJIOCTOBEPEHMsI MOMJUMHHOCTU TOJNUCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaxX, TpPEeAyCMOTPEHHBIX HOPMATHUBHBIMU aKTaMH, YJOCTOBEPSIONIMX TIpaBa JIMII,
¢dukcupyromux (HakTel, CBI3aHHbIE ¢ (PUHAHCOBBIMHU CPEICTBAMH.

7. 3TO COBOKYNHOCTb pa3JIUYHBIX CBEIEHHUI, CHCTeMa OPraHU30BAHHBIX JaHHBIX,
OTpaKaIOIIMUX MPOLECCH U COOBITUS OKPYIKAIOIIEro MUpa.
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10. JOKyMEHT, COCTaBJICHHbI HECKOJbKMMH JHIAMH M  TOATBEPKAAIOIMUN
YCTaHOBJICHHBIE (DaKThI UJIU COOBITHSI.

11. wundopmanus Ha MaTepralbHOM HOCUTEIIE, UMEIOIas OPUINUECKYIO CUITY.

14. nepeyeHb KaKuX-THUOO TaHHBIX (CBEICHMWIA), PACIIOJIOKEHHBIX B OIPEACICHHOM
nopsiike (00OpOTHAS U T.I1.)

15. mpaBoBO#l aKT, WU3JaBaeMbIi PYKOBOJIUTENEM OpraHa TOCYJapCTBEHHOTO
yOpaBiieHus: (ero CTPYKTYpHOTO IMOJApAa3/eNIeHus), NeHCTBYIOMUNA Ha OCHOBE €IMHOHAuYaus, B
[EJSIX pa3pelieHruss OCHOBHBIX M OINEPATHBHBIX 3ajady, CTOSIIMX IMEpea JaHHBIM opraHoMm. B
OTJICNIbHBIX CIydasgX MOKET KacaTbCsi LIMPOKOro Kpyra OpraHu3anuil ¥ JOKHOCTHBIX JIWI
HE3aBHCHUMO OT IO TYMHCHHOCTH;

16. ropuanuecku oPoOpMIICHHBIN MepeUeHb JOKYMEHTOB.

20. 5TO0 peKBU3UT O(UIUAIBLHOTO IOKYMEHTAa, NPUAAONNN HOPMATHBHBIN HIIH
IIPABOBOM XapakTep ero CoAep KaHuIo

3ananue 2. BunmarenbHo u3yunte pasaen 5 «OdhopmiieHHe peKBU3UTOB TIOKYMEHTOBY
'OCT P 7.0.97-2016. Boimonuute 3aqanus, B cliy4ae HeOOX0IMMOCTH T00aBhTE HEOCTAIOIIYIO

uHGOpMALIHIO:
Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kax pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaXx HUCIIOJIb3YETCA B KaKuXx Cliydasax
peKBU3HTA Tocty) JTAHHBIA PEKBU3UT) YKa3bIBaeTCS B
JIOKYMEHTax
Busa
IToamnuce

OTMeTKa 0 3aBepeHuun
KOIMU IOKYMEHTa

HaumenoBanue
JOKHOCTH JIMIIA

CnpaBoYHbIEC JaHHBIE
00 opraHu3aru

Jara nokymeHnTa

CchpUIKa Ha
pEeruCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBIHCI‘O
JIOKYMEHTa

3ananue 3. CocraBbTe U OpopMHUTE NMPUKA3BLI M0 OCHOBHON JeATEJIbHOCTH, H JIPyrue

pacnopsauTe/bHbIe JOKYMEHTbI, HCOOXOANMBIE B JAHHBIX YIIPABJICHYECCKUX CUTyalHsAX.
Curyanus 1.

3amecturens aupekropa OOO «3ramon» (3aperucrpupoano B r.IlerposzaBopcke)
IT.11.AGpamoB 1 nekaOps Tekyliero roja u3fan ykKa3zaHue o rpaduke OTIyCKOB Ha CIEAYIOLIUN
KaJICHIAPHBIA TOJI, COTJIACHO KOTOPOMY PYKOBOJIUTENM CTPYKTYPHBIX MOAPA3JECIICHUN TOJIKHBI
NPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHUKOB C YyKa3aHHUEM IIPENIoJIaraéMoro cpoka
OUYEepPEeZHOro OTIIyCKa B CIeayolleM KajeHaapHoM roay. Cpok mpenacrtaBieHus cnuckos — 10
nekabps Tekyumiero roga. Otneny KaJpoB YKa3aHHEM MPEIIUCHIBAETCS COCTaBUTh CBOIHBIN
rpaguk otmyckoB paborHukoB OOO Ha cieayromui KaJeHAapHBIM roJ M INepenarb ero B
JTUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHE IpaduKa Ha3HAueH HaydalbHHUK
otaena kaapos [Tankparosa O.}O. Cpok npexacraienus rpaduxa — 20 nexadpst TEKyILero roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYAIbHUKOM OTJAENa KaJIpoB, INIABHBIM OyXrajaTepom,
IOPUCKOHCYJIBTOM.
Curyauus 2.

Hupekrop OOO «Otanmon» (3apeructpupoBaHo B r.lerpozaBoacke) JI.b.Ilomos 12
(deBpasis TEKyIEro roja U3aajl paclopshKeHHe O MPOBEIEHUU PEMOHTHBIX paboT B 1exe Ne 3 B
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CBS3M C aBapUMHBIM COCTOSSHUEM OTONMUTENIBHOW CHCTEMBI Iiexa. PacnopsixeHueM
MPEANUCHIBAJIOCH MPOBEACHUE PEMOHTHBIX pabOT B YKa3aHHOM II€X€, 3a YTO OTBETCTBEHHBIM
ObLT Ha3HAYCH HAYAJIbHUK PEMOHTHO-TEXHUYECKOHN ciayx0b1 MakapoB [[.1. Cpok BBINMOJHEHUS
BceX paboT — 15 deBpans Tekyiero roaa.

OcyliecTBieHHEe KOHTPOJS 3a TMPOBEACHHEM PEMOHTHBIX paboT BO3JArajoch Ha
HavyasbHUKa 11exa Ne 3 Antonona FO.B.

Pacnopsbxkenne ObUIO 3aBH3MPOBAHO HAYAJBbHUKOM PEMOHTHO-TEXHHYECKON CITyXObI
MakapossiM J[.M. u HauwanpHukoMm 1exa Ne 3 AntonoBeiM HO.B., 3amectutenem aupexropa
I1.11. AGpamMOBBIM.

3ananue 4. CocraBbTe H 0popMHTE CIYKEOHbIE MUCHMA.
Curyanus 3.

OAOQO «IlepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) nmomkHo ObLIO B
cooTBeTcTBUH ¢ . 6 moroopa oT 10.07.2003 Ne 12/25 «O mocTtaBke MPOAYKLIUU» ITOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacnoropckas yi., a. 32, 111123, ten./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B Teuenue
Mecsa KoxaHyo GypHutypy Ha oburyo cymmy 150 000 pyOneit. @aktuuecku xe GypHUTYpPbI
Oobut0 cmano Ha cymmy 120 000 pyOneit m HemomocTaBieHO mpoaykuuu Ha cymmy 30 000
pyOuseii. CornmacHo 1.8 10oroBopa 3a HEIONOCTAaBKY IPOJYKIMU JOJDKHA OBITh YIUIaueHa
HEYCTOHKa B pazmepe 5%, 9TO OT CyMMBI HEJJOITOCTaBKH coctaBmiio 1500 pyoeii.

Hupextop 3A0 «CAHIAEPEJIJIA» B.JI. ®enopoBa obpatunace k gupektopy OOO
«IlepBass ®adpuxa» O.J. CokonoBy ¢ NpoCcbOOW NEpPEUYUCIUTh HA MX PACUECTHBIA CUET
ykazaHHyo cymmy (1500 py6.). B mnporuBnom cimyuae 3A0 «CAHIEPEJUIA» Oyner
BBIHY)KJICHO 00paTtuthcsi B rocapOuTpax. IIMCbMO O HeIomocTaBKe NPOAYKIUH  OBLIO
coctapiieHo ucnoiaureneM P.T. FOaunoit u noanucano ®enopooii 12 aBrycra Tekyuero roja.

3ananme 5. CocraBbTe M o0dQopMHTE JAOKJIAJHbIe, M OOBSICHHUTEJIbHbIE 3aNMCKH,
HEe00X0UMbI€ B CJEAYIOIIHX YIPABJIeHYECKUX CUTYAIUSIX.
Curyanus 4.

Kyprep 3AO0 «®apma» C.C. CoMOB peryispHO Oma3ibiBajl Ha paboOTy, YeM HapyIiai
TPYIOBYIO AMCHMIUIMHY. 3aBeayromias kanuenspuei M.B. lllymunnna HeogHOKpaTHO aenaia
eMy 3ameuanus (B ycTHOU (opme), a 12 uioHs TeKyiiero rojaa Oblia BEIHYKIEHAa 00paTUTHCA C
IaHHBIM BompocoM K ['eHepanpHOMy aupektopy A.B. CemoBy ¢ MOKIaJAHOW 3amucKOH, B
KOTOpOM Mpocuia NpUuHATh Mephl JuciuminHapHoro xapakrepa k C.C. ComoBy.

Pasnea 3. Opranusanus padoTel ¢ JOKYMEHTAMH

HpI/IMepLI 3aJJaHUH IJI5 BHINOJIHEHHS HA NPAKTHYCCKUX 3aHATHUAX

3aganue 1. OPopMuUThH XXKypHai yueTa BXOIAIIMNX JOKYMEHTOB:

HoMmep aokyMeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aptop-ormpaButens 3A0 «Dpa»; KpaTkoe
coJlepsKaHue (3aroJIoBOK) JaTa MOCTyIUIEHHMsI JokyMeHTa 21.12.2021 o cokpallleHuu mocTaBoK
THT 22.12.2007; noanuce ucnoaautens Ceprees.

3aganue 2. OQopMUTH KypHAT YIETA UCXOMSIINUX TOKYMEHTOB:

No i/ 152 153;ucnionaurens PasuH; kpaTkoe cogepkanue nara qokymenta 21.12.2021
o npenorate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «ITunmot» ; Ne nena 4-
7.

3aganue 3. OPopMUTH KypHAT yU€éTa BHYyTPEHHUX JTOKYMEHTOB:

No nokymenta 88; mata mokymenta 08.01.2021; kto moammcan MBaHOB; KpaTkoe
coJiep>kaHre 00 M3MEHEHUE IMITATHOTO PAaCIHUCAHUS; OTMETKa 00 ucnonHeHnu Cuopos.
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OBPA3EL )KYPHAJIA PETUCTPALIUHU BXOAIIUX JOKYMEHTOB

Homep Jara ABTOp- Hexonammii KpaTtkoe conepkanne
JOKYMeEHTAa JOKYMEHTA OTHPABHTEIL No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHus
21.12.2007
O coxpallleHHH IOCTABOK
THT
22.12.2007
HUcenonuurens Moanuce Cpok [Mpumeuanus
HCIIOJIHUTE/IA HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPAIIHHA HCXOAAIHUX JTOKYMEHTOB

Ne Ajnpecar Kparkoe conepxanune Henosmnurens | Nepena | llpumeuanue
n/n (komy) (3ar0J10BOK)
152 3A0 JlaTta nokymenTa Pazun 4-7
«IIumor» 21.12.2007
O npexonare nNo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL XKYPHAJIA PETUCTPALIUU BHYTPEHHUX TOKYMEHTOB
Harta Hnnpexc Ko noamucan Kparkoe Otmerka 00
coJepKaHHe MCIIOJIHEHHUH
08.01.2007 88 HupekTop OO0 u3MeHeHHH Cunopos
HBanos LITATHOTO
pacnucaHusl

3aganue 4. CekpeTapb-IOMOIIHUK PYKOBOJAUTENS, MPEABAPUTEILHO MPOCMOTPEB
JIOKYMEHTAITNI0, TIOCTYIHBIIYIO B OPraHU3aINIO, TIEpEaacT ¢ BCIO0 pyKoBoauTeN0. [Ipu sTOM B
Manky ¢ JOKYMEHTaMH BKJIaJbIBA€TCS MHUCHbMEHHBIH KOMMEHTApHi, BKIIOYAIONINI CBEJICHUS O
COCTaBe JIOKYMEHTOB, BOTIPOCAX, COACPIKAIMIUXCS B HUX, OT KOTO TOJNyYEHBI JOKYMEHTHI M KOMY
aJpeCcOBaHBbI.
[TpaBWIBHO JTH B YYPEXKJICHUU MOHMMAIOT HA3HAUCHUE OIEpAINH «IPEIBAPUTCIHHOES
paccMOTpEeHHE JOKYMEHTOB?
KoHTpoJ/ibHbIE BONPOCHI:
1. Kakue sTambl mpoXoAsaT AOKYMEHTHI, OTIpaBieHHble opranusammen? I[IpencraBbre
KpPaTKyI0 XapaKTEePHUCTUKY.
2. Kaxwne 10KyMEHTBI Ha3bIBAIOT MOCTYHAIOIIMMHE, OTIIPABISEMBIMU U BHYTPECHHUE?
3. Kakumu JOKyMeHTaMHU PYKOBOJCTBYIOTCSI MPH MPOSKTHPOBAHUH W PaIlMOHATH3AIUN
JTOKyMeHTooOopoTa?
3aganue 5. CocraBbTe IIOJIOKEHHE O HOBOM CTPYKTYPHOM TMOJpa3/eiCHHH B
agMuHUCTpanuu ropoaa bamamuxu (otaen kaapoB, (GUHAHCOBO-IKOHOMUYECKUN OTIEN, OTAEI
CTpaTernueckoro pa3BuTus) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB MO HHPOPMAIMK, OMOTUOTEUHOMY W H3AATENIbcKoMy aeny. OpraHu3almoHHO-
pacropsiauTenbHas JoKyMeHTanus. TpedoBaHus K 0hOpMIEHUIO JOKYMEHTOB)
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3apanue 6. CocTaBpTe OpraHU3ANMOHHYIO CTPYKTYPY IETOTPOU3BOJICTBEHHOM CITYKOBI
Bameii opranuszanuu. YCTaHOBHUTE II€pEYEHb HOPMATUBHBIX JIOKYMEHTOB, KOTOPBIMU
MOJIB3YIOTCS COTPYIHUKH cITyKOb1 JIOY.
3aganme 7. Onpenenure, K KaKUM BHJIAM JIOKYMEHTOB OTHOCSTCSI IIPEJCTaBIECHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKACHHE 00IecTBa
1.1. TlomaeiM ¢uUpPMEHHBIM HaMMEHOBaHHEM oOmecTBa sBiseTcs: OOIIECTBO ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». CoxpamienHoe ¢upMeHHOE HaMMEHOBAHUE
obmectBa - OO0 «HOTA».
1.2. MecronaxoxaeHue odmectBa (IMOYTOBBIN aapec): MomoaeKHbIid mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparnus.
Teker 2
OO01mure mooKeHus
1.1. Cekperapb-pedepeHT OTHOCHUTCA K KATErOpUU CHEIHAINCTOB MPEINPHUITHS,
IPUHUMAETCS ¥ YBOJIBHSIETCA JUPEKTOPOM.
1.2. OcHOBHBIMHU 3aJjauaMu CeKpeTaps-pedepeHTa SBISETCS OpraHu3allMoOHHOE U
JIOKYMEHTAllMOHHOE 00eCIieYeHUE YIIPaBICHYECKOH 1eATEIbHOCTH. ..
Teker 3
1.1. DnexTpornpoBoaka B y4eOHbIX NOMELICHUSAX JODKHA HAaXOAMTHCS B HMCIPABHOM
coctossHuU. CONPOTUBJICHHUE H3O0JIALMU TMPOBOJIOB JOHKHO MEPUOIUYECKH 3aMepAThCS, MPHU
HEOOXOJUMOCTH J0KEH IPOU3BOJUTHCSI PEMOHT.
1.2. 3ampemaercss NpUMEHATH ISl 3alUTHI DJIEKTPOCETEH BMECTO aBTOMATHYECKHX
IpeloXpaHuTeNeH U MJIaBKUX BCTABOK 3aIUTY KyCTaPHOI'O U3TOTOBICHUS (<GKYUKH»).

IIpumepHBbIii NepeyeHb BONPOCOB /IS YCTHOTO OTBETA HA CEMHUHAPCKUX 3aHATHIA

1. KaxoBbl coBpeMeHHble TpeOOBaHHMA K S3bIKYy M CTWIKO YIPaBICHYECKHX
JIOKYMEHTOB?

2. Yro coboii mpeacrasnseT YcraB oprannzauuu? KakoBsl OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kax odpopmuts ITonoxenue 06 oraene uiu ciayx06e opraHuzanum?

4 Kak oopmuts mrarHoe pacnucanue?

5. Kakwue TpeGoBaHus NPeabABIAIOTCS K 0(OPMIIEHHIO 10TOBOpa, KOHTpaKTa?

6 Uto Takoe UHCTPYKIIUS, KAKOBO €€ cojiep:kanune u ohopmiieHue?

7 OpraHu3anyoHHbIe JOKYMEHTHI IPeTPUITHUS.

8.  PacmopsauTenbHble TOKYMEHTHI TPEANPHATHSA: TPHKa3bl 1O  OCHOBHOU
NeSITeIbHOCTH;, PACTIOPSKEHNUS, PEIICHUS.

9.  HMH(dopmanmmoHHO-CIIpaBOYHBIE JOKYMEHTBI: IPOTOKOJBI, TOJHAsS H KpaTKas
dopma ux opopmiIeHUs.

10. HMHubopManmoHHO-CIIPaBOYHBIE JOKYMEHTHI: aKTBhI; cirykeOHbIe u
OOBSICHUTEIIbHBIE

11. KakoBbl 3Tamsl pabOTHI C BXOIAITUMHA JOKyMEHTaMU ?

12. Kak crpouTtcs paboTa ¢ UCXOASIIUMH JOKYMEHTaMU?

13. KaxkoBa TexHOJOTHs pabOTHI ¢ BHYyTPCHHUMH JIOKYMEHTaMU ?

14. Kakwue 3amaun J0KyMEHTO000OpOTA pelIaeT perucTpanus J10KyMeHTOB?

15. Kakue ympaBieHYeCcKHe IOKYMEHThl HE TIOJUIeXKaT pPErucTpaluu B Cciyxk0ax
JIOKYMEHTALMOHHOTO 00eCTieYeHHs yIpaBIeHus?

16. KaxoB mopsoK perucTpanny yrnpaBIeHuIeCKoro JOKyMeHTa?

17. Kakwue cymecTByIOT BUJIbI KOHTPOJIS HCIIOHEHHSI JOKYMEHTOB?
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18. Kakue onepanuu MO KOHTPONIO MHCIOJHEHHUS JOKYMEHTOB OCYLIECTBISIOT
CITy>KOBI IOKyMEHTAIIHOHHOTO 00ecIieYeHus yIpaBIeHUs?

19. Kak ocyuiectisieTcs cucTeMaTu3anys U XpaHeHHe JOKYMEHTOB B OpraHu3anun?

20. Yro Takoe neno, ¢ TOUYKH 3peHus JOKyMeHToBeneHus? [lpuBeanure mpuMepsl aed,
XPaHSAIIUXCS B OpraHU3aIUH.

21. Packpoiite coaepxaHHE MOHATUS «HOMEHKIaTypa nem». Kakoe DOIKHOCTHOE
JMLIO B OpraHU3alliy OTBEYAET 3a COCTABJICHUE U BBEJICHHUE B IEHCTBIE HOMEHKIIATYPbI J1e17

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPHI A€’

23. KaxkoBa conepxarenabHas 4acTh HOMEHKIATYpBbI Aei?

24. Kaxue npu3HaKy 3aBeJICHUs JIeJIa UCIIOJIB3YIOTCS PpH (POPMUPOBAHUHU JET?

25. KakoB 0CHOBHOM IpuHIMI (POPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kakue HOpMaTHUBHBIE TpeOOBaHUS HEOOXOIUMO COOMIONATH MPU (HOPMUPOBAHUN
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA /1€ K apXUBHOMY XPAaHEHHMIO B COBPEMEHHBIX
OpraHu3anusx?

28. Kaxkas oprrexHHKa UCIOJIb3YeTCs Uil COCTABICHUS JOKYMEHTOB B COBPEMEHHOM
JIeNIoTIPOU3BOACTBE?

29. Kaxkas oprrexHuKa MCIOJIb3yeTCs s TOUCKA, PAaHEHUS U MepeJadn JOKYMEHTOB
B COBPEMEHHOM JIeJIONIPOU3BOCTBE?

30. KakoBbl BO3MOXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAIIHOHHOM
o0ecrneyeHn! ynpaBiieHus?

31. KakoBbl BO3MOXXHOCTH CpEACTB TEJICKOMMYHHUKALMU B JOKYMEHTAIMOHHOM
o0ecreyeHn! ynpaBiieHus?

32. B Kkakux ciy4asx TPUMEHSIOTCS CTaHJapTHbIE O(QUCHBIE TIPOTPaMMBI B
OpraHu3aly JeJI0NPOU3BOCTBA?

KOMIUIEKT TECTOB nist npoMesKyTO4YHOH aTTeCTALNH
(3auer, Au(PpepeHUMPOBAHHBIN 3a4eT) MO0 JUCUHUILIIHUHE

3aueT MpPOBOAUTCA B BMJIE UTOTOBOrO TecTa. J[s BBINONHEHHS TecTa OTBOAMTCA 45
MUHYT.

IIpumepHBIe 3a1aHUA HTOTOBOTO TECTA
1. lokymMeHTauMOHHOe o0ecneyeHHe YNPaBJIeHYECKHX pelleHHil, Kak Ipouecc

BKJIIOYAET B ce0A:

a) JOKYMEHTHUPOBAHHE PELICHHUS;
0) nH(MOPMALIMOHHYIO MTOAJEPKKY PELICHUI;
B) IOKyMEHTHPOBAHUE PEIIEHUS U KOHTPOJIb 3@ €T0 BHIIOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCINEPTHOI KoMuUccuu?
a) oT 2 u Oosee
0) 6 u 6onee
B)2 105
r) 4 u 6onee
3. Korna pernctpupyorcsi HCXOAsIIIIHE TOKYMEHTHI?
a) B JICHb OTIIPaBKH
0) B 1eHb MOANMCAHUS
B) B JICHb COTJIaCOBAHUS MTPOEKTA
T') HE PETUCTPUPYIOTCS
4. HomeHKk1aTypa /1eJ1 COCTABJSAETCS:
a) B 3 3K3eMIUISIpax;
0) 4;
B) 2.
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5. YkakuTte, Kakue JOKYMEHTBI COCTABJIAIOTCS MO Pe3y/bTaTaM IKCHEePTH3BI

IHEHHOCTH JOKYMEHTOB.

a) pellieHue 3KCIEPTHON KOMHUCCUU
0) aKT O BBIJCICHUH JOKYMCHTOB Ha YHUYTOXXCHHE
B) ciy»xeOHas 3amucKa O 3aCeJaHUU IKCIIEPTHON KOMUCCHH
T') IPUKa3 [0 OCHOBHOM JICATEIILHOCTH
6. KTo umMeeT npaBo NpoA/IuTh CPOK MCHOJHEHUS TOKYMeHTa?
a) JIM1I0, KOTOPOE €0 yCTaHOBUIIO
0) U110, KOTOPOE UCTIOTHSAET JOKYMEHT
B) PYKOBOJUTEINb yUPEKIACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe T0KYMEHT0000pOoTa MPUMEHsIeTCsl AKYPHAJIbHAS CHCTeMa

perucrpanumn’?

— 3TO.

a) 1o 10 000 TOKYMEHTOB B o
0) mo 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIi MPOXOAUT JOKYMEHT OT HA4YaJIa ero CO3JaHusl 0 ¢1a4 B apXUB

a) JOKYMEHTHPOBAHHCE;

0) JeIOMPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

T') CUCTeMa JJOKyMCHTAIIUH.

9. JlokyMeHTbI, KOTOPbIE N0 COMEPKAHUIO SBJISIOTCS CleNH(UIeCKMMH H HOCHAT

XapakTep pa3oBoro 10KyMmeHTa — 3T10:

a) UHAUBUyalIbHbIE JOKYMEHTHI,

0) TUIIOBBIE TOKYMEHTHI;

B) IPUMEPHBIE TIOKYMEHTHI;

) TpadapeTHble JOKYMEHTHI.

10. [lena BpemeHHoro xpanenus (1o 10 ser):

a) NOJIINBAIOTCS B TBEPAYIO O0JIOKKY;

0) Ha OTJIEJILHOM JIMCTE JIeJIaeTCsl 3aBepUTeNbHas HAAMNCh;

B) ¥ TO U JIPYTOE;

T') HU TO, HU JIpyTOe€.

11. [IlpaBoBoii akT, omnpeaelsilOWUi MNOPSAAOK (OPMHPOBaHUS, 3a1a4H,

06ﬂ3aHHOCTI/I, npasa, OTBETCTBCHHOCTL M OpPraHu3aluio paﬁoTI)I NpeaAnpusaTus B LHEJI0OM

WJIM ero CTPYKTYPHBIX NOAPa3/ieJIeHUuil — 3T0:

a) TPy/I0BOM JIOTOBOD;

0) MmoNoKeHue;

B) JIOJKHOCTHAsI UHCTPYKIIMS,

T') IITaTHOE pacIHCaHue.

12. K opraHu3anmoHHbIM JOKYMEeHTAM OTHOCSITCS:

a) yCTaB, ITATHOC PACIIMCAHHUE, TTOJIOKCHHUC O CTPYKTYPHOM ITOAPA3ACIICHUHU,

JIOJKHOCTHBIE HHCTPYKIINH;

6) IMMOCTAaHOBJICHUS, YCTAB, IPUKA3bl, PpCIICHUS, PACTIOPAKCHUSA, ITOJIOKCHUS
B) IMPOTOKOJIbI, aKThI, OOBSACHUTEIIBHEIC U JOKJIaAHBbIC 3aIIMCKU,
F) YCTaB, YKa3bl, ITATHOC PACTIMCAHUC, ITOJIOKCHHUEC O CTPYKTYPHOM MOAPA3ACIICHUHA,

JOJKHOCTHBIE HHCTPYKIIHAH.

13. IIucbma, KOTOpPbIe HANPABJIAIOTCS € LeJIbI0 NMOATBEP:KAeHUS JaHHBIX paHee

o0eaHMii WJIN OTOBOPEHHBIX YCJIOBHIA:
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a) CONPOBOIUTEINIbHBIE TMCHMA;
0) rapaHTHITHbIE TUCHMA;

B) MMCbMAa-TIOATBEPKICHHUS;

I') IMCbMa-peKJIaMaliy.

14. J1okyMeHT000OpPOT — 3TO:

a) ABMKEHHE JOKYMEHTOB B OpPTraHM3alMy C MOMEHTA MX TOJIY4YEeHUS WM CO3AaHuUs
JI0 MOMEHTA OTIIPABKHU WJIM UCIIOJHEHHUS;
0) cozaHre ONTUMAIIBHBIX YCIIOBHH U1 pabOTHI C IOKYMEHTAMU;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3THX IOKYMEHTOB HANPABJISIOTCS OT BHILIECTOSIIIET0 YPOBHSA
ynpaBJleHHsl K HUKeCTOsIIeMY:
a) MpHuKas;
0) 3asBICHUE;
B) YKa3aHHUE;
T) ciykeOHas 3anucka?
16. Opranu3anusi padoThl ¢ JOKYMEHTAMU HAYUHAETCS:

a) C UCIIOJIHEHUS IOKYMEHTA;
0) HampaBJIeHUs JOKYMEHTa Ha HCIIOJIHEHHE;
B) IIpre€Ma BXOJSIIET0 JOKYMEHTA.

IIpuMepHBIH nepedYeHb BONPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETIONPOU3BOICTBA

2. JIOKYMEHT Kak HOCUTENIb MH(OPMALIUU M KaK CPEACTBO pealn3allii yIpaBIeHYECKIX
byHKIHIA.

3. JIOKyMEHT: IOHSTHE U OCHOBHBIE TPEOOBAHUS K €r0 COCTABIICHHUIO

4. Knaccudukanus TOKyMEHTOB

5. CoctaB 1 0coO0eHHOCTH PabOTHI C KaJAPOBOU JOKYMEHTAIUEH

6. PaboTa ¢ koH(pUIECHINATBHBIMHA JOKYMEHTAMHU

7. OcobenHocTu paboThl C OOpalieHUsIMU U KalmobamMu OoT Tpaxaad JOKyMEHT Kak
HOCHUTEINTb MHPOPMAIIUHU U KaK CPEJCTBO PEATN3ALNHN YITPABICHUECKUX (DYHKITHA.

8. HopmatuBHO-TIpaBOBBIE M METOJJUYECKHE OCHOBBI JIEIOTIPOU3BO/ICTBA

9. VHudukauus u craHzapTU3alus Kak OCHOBHBIE HAlpaBJIEHUS COBEPILIEHCTBOBAHUS
JOKYMEHTaIMH. DTanbl JOKyMEHTO000pOTa B OpraHu3aluu

10. Opranu3zamus paboTsl C JOKYMEHTaMHU.

11. HMHpekcauus JOKYMEHTOB, IPaBUJIa HHACKCALUU TOKYMEHTOB

12.  KoHTpoib, 32 HCIIOJTHEHNEM JIOKYMEHTOB

13. TloaroroBka Jien K apXMBHOMY XPaHEHHIO

14. DnexTpOoHHBIM JOKyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzaiust JOKyMEHTO000pOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJib UCTIONHEHUS TOKYMEHTOB

18. Cucremaruszanus u XpaHeHHe JOKYMEHTOB

19. ®enepanbHOE 3aKkOHOAATENHCTBO 00 opranmzanuu JJOY, TpeboBaHus yHHUPUKAITUT
U CTaHAapTH3AIINH.

20. OcHOBHBIC HaNpaBJICHUS COBEPIICHCTBOBAHUS cOCTaBa W (OpM TOKYMEHTOB B
corabHOU chepe.
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21. Bunbl JOKYMEHTOB (pacropsiauTeNNbHbIC, OpraHU3AIMOHHBIC, HH(OPMAIIMOHHO-
CIIPABOYHBIC) U UX XaPAKTEPUCTUKHU.

22. IlepeuHu MOKYMEHTOB C THIIOBBIMH CPOKAMH XpaHEHUsS. 3HAUYCHUE TEpEYHEUH U
MOPSITOK X IPUMEHEHUS B ACIOMPON3BOICTBE.

23. OpranuzanuoHHbIe (OPMBI JEIONPOU3BOACTBA. VX 3aBUCUMOCTH OT CHEIUPUKUA U
OPraHU3aIMOHHON CTPYKTYPBI YUPEIKICHHS.

24.  ]JlokyMeHTOOOOpOT. Omnpenenenue, XapaKTEPUCTHKA OCHOBHBIX
JIOKYMEHTOTIOTOKOB.

25. TlpaBwia opraHu3au JOKYMEHTOO0OPOTa OpraHU3allny.

26. JIokymMeHTO00OpOT KaK 3()()eKTUBHBIA HHCTPYMEHT ONITUMU3AINH YIIPABICHYECKUX
peLICHU.

27. Texnonorus paboThl ¢ 0OpaIeHUsIMHU TPaXKIaH B ACIOMPON3BOACTBE OpraHU3aIUH.

28. TpebOoBaHMs 3aKOHOJATEIHCTBA K OPraHU3aUN pabOThI ¢ OOPALICHUSIMH TPAKAAH.

29. Howmenknarypa jen, e€ 3Ha4eHUE, BUIbI HOMCHKJIATYD JIeJ, METOJIMKA COCTABIICHUS
HOMEHKJIATYp JeJ1.

30. TloHsiTHE «IKCHEPTHU3bI IIEHHOCTH» JOKYMEHTOB B JEJONPOU3BOJICTBE, 3aJaudl U
HOPSIIOK TIPOBEICHHUSL.

31. TenaeHUHMH pa3BUTHS AIIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOoBO#l CTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIILHOE W HOPMATHBHOE
peryIHpoOBaHUE UCTIOIH30BAHUS DJICKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHBIC JTOKYMEHTHI U 0a3bl
JIAHHBIX B COIMATILHOM cdepe.

33. JIoKyMEeHTBI HO JINYHOMY COCTaBY U MX OCHOBHBIC BUJIbI.

34. Dramnbl 00pabOTKH BXOASIIUX TOKYMEHTOB.

35. IlepBuunas 06paboTKa BXOIAUINX JOKYMEHTOB.

36. IlpuHsATHE YNPaBICHYECKOTO PEIICHHS 10 KOHKPETHOMY JIOKYMEHTY.

37. OO6paboTka OTHPABIAEMbIX JOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

39. ®opMBI perucTpanud JOKYMEHTOB: IIEHTPATU30BaHHAs, ICICHTPATM30BAHHAS,
CMeIlIaHHas.

40. KoHTpoJb UCTIOTHEHHS TOKYMEHTOB.
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