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

1.1 Ilepeyenb KOMNETEHINI,

OpPMHPYEMBbIX Y4eOHOH TUCIUIIIMHOM

Koa 1 HamMeHOBaHHE KOMIIETEHIIMH

NuaukaTopsl J0CTHKEHUS] KOMIIETEHIIUN
Ilnanupyemblie pe3yabTaTbl 00y4eHUs

YHI/IBepcaJ]bHaﬂ KOMIICTCHI U

YK-2 CniocobeH onpeaensaTh Kpyr
3a7a4 B paMKax IMOCTABJIECHHOW LIEJIN U
BBIOMpATH ONTUMANIBHBIE CTIOCOOBI UX
pElICHUs, UCXOS U3 NCHCTBYIOIINUX
MIPaBOBBIX HOPM, UMEIOILIUXCS PECYPCOB
Y OTPaHUYEHUN

(Ko 1 HAMUMEHOBAHUE)

3HaTh (3): 3HaeT HEOOXOOMMBIC IS OCYIIECTBICHUS
npoecCHOHAIBHOM ~ JIEATCIIBHOCTH HOPMBI  IpaBa U
MCETOAUYCCKUEC AOKYMCHTEIL B 06J13,CTI/I
JICJIONPOU3BO/ICTBA.

Ymers (Y): VYmeer omnpenenars Kpyr 3ajgad s
mocTpoeHus 3PPEKTUBHON CHUCTEMBI JICIOIMPOU3BO/ICTBA
U JIOKYMEHTOOOOpOTa, IUIAHHPOBATh COOCTBCHHYIO
JeSITeIIbHOCTh UCXOJISl M3 UMEIOIINUXCSI PECYpPCOB; peliaTh
IIOCTAaBJICHHBLIC 3aJa4d B paMKax I/136paHHI)IX BUI0B
podecCHOHALHOM JIeATCIIBHOCTH.

Baagers (B): Biageer MPAKTUYECKUM  OIBITOM
MIPUMEHEHHSI HOPMATUBHO-METOIMYECKONU 0a3bl pEIICHUS
3a1a4 B obnactu JIEJIOTIPOU3BOICTBA u
JIOKYMEHT0000poTa.

2. lenu u 3aga4u ocBOeHU Y4eOHOI TMCUUNJIMHBI, MECTO TUCHUILIUHBI B CTPYKTYpe

OIIOII BO

[lenplo M3ydyeHUs AMCUUIUIMHBL - sABIsSeTcd (POPMUPOBAHUE Y CTYJCHTOB 3HAHUI
TEOPETUYECKUX M MPAKTUYECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIIPABJICHMS, a TAKXKE
NpUOOpEeTEeHNEe HaBBIKOB TIpaMOTHOW W 3(Q(EKTUBHOW  OpraHu3allii  COBPEMEHHOIO

JIEJIONPOU3BO/ICTBA HA MIPETPUSITHH.

JUia peanu3anuy TNOCTAaBICHHOW 1LIE€U, B TMPOILIECCE OCBOCHMS AUCLMITIMHBI
«Jlenonpoun3BoaCTBO» ObUIH C(HOPMUPOBAHBI CIEAYIOLIUE 3a0auu:
— M3y4YUTh  3aKOHOJATENIbHbIE W  HOPMATHBHO-METOJAMYECKHE  JOKYMEHTHI,

periiaMeHTHpyoire paboTy ¢ TOKyMEHTaMU OpraHu3alluu;

— O3HAaKOMUTL C TIIpaBHJIaMH  COCTABJICHUA U O(l)OpMJ'IeHI/IH YIIPABJIICHYCCKUX

JIOKYMEHTOB;

— O3HAaKOMUTH C IIpaBUJIaMU COCTABJICHUA U O(I)OpMJ'ICHI/ISI JCITOBBIX ITHUCEM,

— O3HaKOMUTb 06yqa101111/1xc;1 C TpeGOBaHI/I}IMI/I HOPMATUBHLBIX IPABOBBIX 4KTOB,

PCTIIAaMCHTHUPYIOIIUX TOPAAOK CO3AaHUA U IBUKCHUSA JOKYMCHTOB,

— chopMupoBaTh y 00ydYarOMIMXCS MPAKTUYECKUE HABBIKA FOPUIAYECKA TPAMOTHOTO

O(I)OpMJ'ICHI/ISI AOKYMCHTOB, C Y4CTOM MOJIOKEHU I HOPMAaTUBHBIX JOKYMCHTOB;,

— HU3YUYUTH HOPAOOK pa6OTI)I C JINYHBIMH U CJ'Iy>K€6HI)IMI/I JOKYMCECHTAMMU,

— o0ecreunTh YCBOCHUC OCHOBHBLIX ITPaBHJI 06pa6OTKI/I " XpaHCHUA JOKYMCHTOB.

— cpopMHpOBATH HAaBBIKU
yIpaBICHUS;

COCTaBJICHUA U O(I)OpMJ'ICHI/I}I OCHOBHBIX HOKYMCHTOB

— O3HaKOMUTH CﬂymaTeHeﬁ C COBpPEMECHHBIMHA TCXHOJIOTHUAMHA OopraHm3aliun

JOKYMEHTO000pOTa NMPEeANPUATUI U OpraHU3aIUi.




3. O0beM yueOHOH TUCHUILIMHBI B 324€THBIX eUHUIAX ¢ YKA3aHUEM KOJIMYeCTBA
aKaJleMHYeCKHX YacOB, BbIIeJIEHHBIX HA KOHTAKTHYIO padoTy 00y4yalommxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYIO PadoTy

00yJammxcs
3.1 Oynas ¢popma 00ydeHus

Buj yue6HO# paboThI 1 Kypce
OO61as TpyA0€MKOCTh AUCHUIIINHBI, 3a4ETHBIX €IHHHII 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 32,25
B T.4. 3aHATHUS JEKIIMOHHOTO THUIIA 16
3aHSTHSI CEMUHAPCKOro TUIA 16
MIPOMEKYTOUHAS aTTECTAIIMS 0,25
CamocrosiTe/ibHasi padoTa 00y4yalonuxcsi, 4acoB 107,75
Kourtpoin 4
Bua npomexyTo4HON arTecTanuu 3auer

3.2 OgHo-3204Hast hopmMa 0OydeHUs

Bun yuebnoit paboThl 2 Kypc
OO0m1ast TpPyA0€MKOCTh JUCIUIUIMHBI, 3a4€THBIX €UHUIL 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 24,25
B T.4. 3aHATHUS JEKIIMOHHOTO THUIIA 8
3aHSTHS CEMHUHAPCKOTO TUTIA 16
MPOMEKYTOUHAs aTTeCTAlIUS 0,25
CamocrosiTe/ibHasi padoTa 00y4alouIuXcs, 4acoB 115,75
KonTpoasn 4
Bun npomexxyTouHOM aTTecTauu 3auer

4. Coep:kanue TUCHUIIMHBI, CTPYKTYPHMPOBAHHOE N0 TeMaM (pa3jiesiaM) ¢ yKazaHueM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJleMHUYeCKMX YaCOB U BHI0B Y4eOHBIX 3aHATHI
4.1 Ilepeuenv pazoenoe OuUCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCHU AYOUMOPHOU
(KOHMAaKmMHOIL) U CamocmoamenbHou padoomsl, 6U006 KOHMPO.Iell U NePeUHs KOMNEemeHUull

Ounas popma o0ydeHus

HanmenoBanue pa3znenos u tem TpynoemMKocTs, 4acoB HanmenoBanue Kon
BCETo B TOM 4HUCIIE OLIEHOYHOTO  |KOMIIETE
ayJUTOPHOM |CaMOCTOSITEI cpeacTBa HITHH
(KOHTaKTHOH) | bHOW PabOTHI
paboThHI
Paznen 1. TeopeTudyeckne OCHOBBI 33 8 25 [TpakTuyeckas YK-2
AeJI0NPOU3BOJACTBA pabora, Tecr,
1.1 Vcropust pa3BUTHS 10 2 8 pedepar, ToKIaa
rOCyJJapCTBEHHOTO JICIONPOU3BOJICTBA
B Poccun
1.2. JIOKyMEHT U CUCTEMBI 10 3 7
JOKYMEHTAIIU!
1.3. Knaccudukaius JOKyMEHTOB 13 3 10
Pa3nen 2. CoBpeMeHHbBIE 65 15 50 [TpakTHdeckoe YK-2
TpeOoBaHust K 0)OPMJICHUIO 3a/laHH€, YCTHBIN
AOKYMEHTOB OTBET Ha BONPOC
2.1. HopmMaTuBHO-IIPaBOBBIE U 13 3 10 JIOKJIa/1




METOINYECKHE
OCHOBBI JIEJIONPOU3BOICTBA
2.2. CocraBneHne OpraHU3alMOHHO- 35 10 25
pacropsaIuTeIbHBIX U
MH()OPMAIIMOHHO CIPAaBOYHBIX
JIOKYMEHTOB
2.3 TpeOoBaHUs K COCTABJICHHUIO U 17 2 15
0(OPMIICHHIO TTHCEM
Paznen 3. Opranusamnusi padoTsl ¢ 41,75 9 32,75 [TpakTrueckoe YK-2
AOKYMEHTAMHU 3aJ]aHue, YCTHBIN
3.1 Opranuzanus J10KyMeHTO000pOTa 14 4 10 OTBET Ha BOIIPOC
Ha NPeNNPUITUI JIOKJIa/T
3.3 DIIEeKTPOHHBIN TOKYMEHTOO00POT 15 3 12
B OpTaHU3aIIH
3.3 TexHuueckue U NporpaMmMHbIe 12,75 2 10,75
cpenacTBa 1yisi paboThI C IOKYMEHTaMHU
Hroro 3a kype 139,75 32 107,75 -
IIpomMe:kyToUHasI aTTeCTALUS 4,25 0,25 4 Hrorosoe
TECTHPOBAHUE,
HCEMEHHBIN OTBET
Ha
9K3aMEHAI[MOHHBIN
BOIIPOC
HUTOI'O no aucuuminne 144 32,25 129,75 -
OuHo-3a04Has popma 00yUeHHsI
HanmenoBanue pa3znenos u teM TpynoemMKoCTh, 4acoB HanmenoBanue Kon
B TOM YHUCIIE OLIEHOYHOTO  |KOMIIETE
ayJIUTOPHOM | caMoCTOsITE cpeAcTBa HITH
BCETO . N
(KOHTAaKTHOM)|  JbHOU
palboThI palboThI
Pa3pnen 1. Teopernueckue OCHOBBI 29 6 23 IIpakTrueckas YK-2
AeJ10NPOU3BOACTBA paOora, Tecr,
1.1 UcTtopus pazButus pedepar, nokias
rOCyIapCTBEHHOTO JEJIONPOU3BOICTBA 8 2 6
B Poccun
1.2. JIOKyMEHT U CUCTEMBI 12 5 10
JOKYMEHTAIIU!
1.3. Knaccudukaiiys JOKyMEHTOB 9 2 7
Paspnen 2. CoBpemeHHbIE [IpakTHueckoe YK-2
TpeOoBaHust K 0)OPMIICHUIO 66 10 56 3aJlaHu€E, YCTHBIN
JOKYMEHTOB OTBET Ha BOTIPOC
2.1. HopmatuBHO-1IpaBoBbIE U JIOKJIa/T
METOANYECKUE 14 2 12
OCHOBBI JICJIONPON3BOJICTBA
2.2. CocraBieHre OpraHu3alMoOHHO-
pacropsIuTeIbHBIX U 37 5 39
UH(POPMALIMOHHO CIIPABOYHBIX
JIOKYMEHTOB
2.3 TpebGoBaHuUs K COCTaBICHHIO U 15 3 12
0(OPMIICHUIO TICEM
Pa3nes 3. Opranusanusi padoTsl ¢ 44,75 8 36,75 ITpakTnueckoe YK-2




AOKYMeHTaMu 3ajaHue, yCTHBINA

3.1 Opranuzanus JOKyMEHTO000pOTa 15 3 12 OTBET Ha BOIIPOC

Ha OPEANPHUITUHH TOKJIa]

3.3 DIeKTPOHHBII TOKYMEHTOOOOPOT 19 4 15

B OpraHu3aIyu

3.3 TexHu4eckue U MporpaMMHbIE 1075 1 9,75

cpencTBa 1uisl paboThI C IOKYMEHTaMHU

Hroro 3a kype 139,75 24 115,75 -

IIpomeKyTOUYHASI ATTECTALHSA 4,25 0,25 4 Hrorosoe

TECTUPOBAHUE,
HCbMECHHBIN OTBET
Ha
9K3aMEHAI[MOHHBIN
BOIIPOC
HUTOI'O no aucuunianne 144 24,25 119,75 -

4.2 Cooepircanue oucyuniuHnsl no pazoenam u memam
Paznen 1. TeopeTndyeckue OCHOBBI 1€JI0MPOU3BOACTBA

Ileanm — wu3yuyeHHe TEOPETUUYECKUX OCHOB PA3BUTHS TOCYJApCTBEHHOW CHCTEMBbI
JenonpousBoacTsa B Poccunn.

3agaum — U3y4UTh OCHOBHBIE NOHSATHS B CUCTEME JEJIONPOU3BOJCTBA, U3YyUUTh LEINH,
3aJa4d U NPUHIUIBI COBPEMEHHOI'O JEJIONPOU3BOJACTBA; M3YyYUTh OCHOBHBIC JTallbl Pa3BUTHUS
roCy/1apCTBEHHOTO JIEJI0NPOU3BOACTBA B Poccnu, paccMoTpeTh BUABI U OPMBI JOKYMEHTOB.

IlepeueHb y4eOHBIX 2J1€eMEHTOB pa3jena:

1.1 UcTopus pa3BuTHA rocy1apcTBEHHOIO Jiesionpou3BoacTsa B Poccun

IIpukaszHoe nenonpousBoacTBo. CucTemMa KOJIIEKCKOro AenonpousBoicTBa. Cucrema
MUHUCTEPCKOTO  JIEJIOTIPOU3BOJICTBA.  Jl€lONMpOU3BOJICTBO B COBETCKUX  YUPEKICHHSX.
CoBpeMEHHOE IET0NPOU3BOICTBO.

1.2 IoKkyMeHT M cMCTeMbl 10OKYMeHTALNH.

[lonatne wu QyHKIUM AOKyMeHTa. Jlemonmpou3BOACTBO, KaK COCTaBHas 4acTb
ynpasieHus. CBoICTBa JOKyMEHTOB. YHU(UKalug JOKyMEHTOB. CuHCTEeMBbl JOKYMEHTalUH.
YHuuuupoBaHHas ~ cucTtemMa  JOKyMeHTauumu. EnuHas  rocygapcTBeHHas — cUCTeMa
nenonpousposictBa (EI'CJ]). T'ocymapcTBeHHOE peryaupoBaHUE IelIONPOU3BOJCTBA. EmmHas
roCyJapCTBEHHas CHCTeMa JOKyMeHTaluoHHoro obecnedenus ynpasinenus (EI'CHOVY):
MIPUYUHBI €€ CO3/IaHusl.

1.3 Knaccupukanusi 10KyMeHTOB

Knaccudukammss moxkymentoB. Ilpu3Haku ximaccupukanmuu JTOKYMEHTOB. Bus
JIOKYMEHTOB. Buzpl ynpaBieHUYeCKMX JOKYMEHTOB. OpraHM3allMOHHBIE JOKYMEHTHI (yCTaBbI,
MOJIOKEHUS, MHCTPYKIUM). PacnopsauTenbHble JOKYMEHTHI (IpUKa3bl, paclopsLKEeHUs,
pemenns). MHpOpMalMOHHO-CIIPaBOYHBIE JOKYMEHTBHI (aKTbl, MHCbMa, (DaKChl, CIPABKH,
JOKJIaTHBIE CITyKeOHbIe 3aIMCKH, IPOTOKOJIBI U JIp. ).

Pa3nen 2. CoBpeMeHHbIe TpeOoBaHMs K 0OPMJIEHHIO JOKYMEHTOB

Heap — wu3yueHue TpeOOBaHUH UM HOPMATUBHO-METOAMYECKHUX JIOKYMEHTOB K
COCTaBJIICHUI0O M O(GOPMIICHHIO OPTraHU3ALUOHHO-PACTIOPAAUTEIBHBIX M WH(POPMAIMOHHO-
CIIPABOYHBIX JOKYMEHTOB, ¢ mpuMeHeHnem ACY.

3agauM. 1npHOOpETEHHWE HABBIKOB MPHUMEHEHHMS HOPMATHUBHO-TIPABOBBIX  AaKTOB,




METOJMYECKUX  JIOKYMEHTOB,  PErJaMEHTUPYIOIIMX  BOIMNPOCHl  JEJIONPOU3BOJACTBA U
JIOKYMEHTO000pOTa; MPHOOpETEHNE TEOPETUUYECKUX M MPAKTUYECKHX HABBIKOB B O(oOpMIIEHUU
OpraHU3aIMOHHO-PACTIOPSATUTETBHBIX u UH(GOPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopMUpOBaTh Yy 00YyYAIOIIMUXCS MPAKTUYECKHE HABBIKM T'PAMOTHOTO O(QOpPMIICHHUS IMHCEM, C
Y4ETOM IOJIOKEHU HOPMATUBHBIX JOKYMEHTOB.

Hepeqenb y‘leﬁHLIX 3JICMEHTOB pasaeja:

2.1. HopmaTuBHO-IPAaBOBbIE M METOANYECKHE OCHOBBI [1eJIONPOU3BOCTBA

CtpykTypa 3aKkoHOAaTeIbHON 1 HopMaTuBHOM 0a3bl JIOY: denepanbHbie 3aKOHBI, aKThI
IIpesunenra PO, nocranosienus llpasurenscrBa P, BeNOMCTBEHHBIE aKThI, 3aTparuBarolne
BOIIPOCHI JenonpousBoicTBa. Hamuonansable cranmaptsl u crangaptel MCO o monutuke
ynpasieHus JokyMeHTaMu. HopmatuBHo-MeToaudeckue aktol o J1OY: nHcTpykuuu, npasuia,
IIEPEYHU JIOKYMEHTOB CO CPOKaMH XpaHEHMsI U P.

2.2. CocTaB/ieHHe OPraHU3AMOHHO-PACTIOPAANTEIbHBIX U HH(POPMALINIOHHO-
CIIPABOYHBIX JOKYMEHTOB

TpeboBanust k¥ odopmieHUIO TOKYMEHTOB. [loHATHME pEeKBU3UTAa JOKyMeHTa. Buiel
pexBu3uToB. [IpaBmia odopmiieHUs pPEKBU3UTOB JOKyMEHTOB. (CoOCTaB M pacroioKeHHe
pexBm3uToB. CTpyKTypa HOKyMeHTa. TpeOoBaHUS K O(OPMIICHUIO PEKBH3UTOB CITYKEOHBIX
nokymMeHToB. @opmyisip-oOpasen. biank nokymenra. Buapl 6mankoB. TpeGoanus k O1aHKam
nokyMmeHToB. [llabGnonbl. OpraHu3alluOHHO-TIPABOBbIE JOKYMEHTBl - YCTaBbl, I1OJIOKEHMUS,
LITaTHBIE PACIMCAHUs, CTPYKTypa M IUTaTHAas YUCIEHHOCTb, periJaMeHThl. PacnopsaurenbHbie
JOKYMEHTBl - IIOCTaHOBJICHUS, pELICHMs, NIpUKa3bl, pacrnopspkeHus U 1p. Ilopsgox wux
COCTaBJICHUS U OPOPMIICHHSL.

Pa3HoBugHOCTH MH(DOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, HX COCTaBJICHHE U
opopmiuenue. MHpoOpManMOHHO-CIIPAaBOYHbIE JIOKYMEHTBI - CIIPaBKH, aKTbl, JOKJIAJHBIE H
OOBSCHUTENIbHbIE  3alMCKH, JIOBEPEHHOCTH, CIYyXEOHble MHCbMa, Tesle(OHOrpaMMBl,
TesierpamMmsbl, (pakcorpammbl. OcOOEHHOCTH JTOKYMEHTHPOBAHUS AEATEIbHOCTH KOJUIETHATBHBIX
opradoB. CTpykTypa TekcTa nmpoTokosa. [loiaHble 1 kpaTkue popMbl IPOTOKOJIOB.

2.3 TpeGoBanus K COCTABJIEHHIO H 0POPMJIECHHIO MTUCEM
Hasnauenne u kiaccupukanus OENOBBIX MUCEM. XapaKTEPHUCTHUKA JENOBBIX IMHUCEM.
CTpyKTypa AeI0OBOr0 MUChMa. PEKBH3UTHI IE7I0BOTO MHUChMa. PeakTipoBaHne TeKCTa JIeJI0OBOTO
nuchMa. OO01Ire TpeOboBaHUS K CTPYKTYpe, CTUITIO U3IIOKEHUS U O(pOpPMIIEHUS AETOBBIX MHCEM.
S3bIK M CTWIB JI€J0BOTO MHUChbMa. OTHUKET AeNoBOW mnepenucku. PopMyibl TPUBETCTBUS,
oOpamenus. Cpoku MOATOTOBKM M 00beM JenoBbiX muceM. [loAroToBKa HMHUIIMATUBHBIX
JCJIOBBIX ITHCEM, OTBETHBIX JCJIOBBIX ITHCEM.

Pazgen 3. Opranusanust padoThbl ¢ I0KyMEHTAMH

Leawb — paccMOTpeTh 3TaMbI TOKYMEHTOO00pOTa B Opranuzauuu, ¢ npumeHennem ACY.

3agauyn: O3HAKOMHUTBH CTYAEHTOB C OJTallaMH IPOXOKIEHUS JOKYMEHTOB; H3Yy4UTh
MOPSAIOK pabOTHI C JUYHBIMU U CITY>KEOHBIMU JOKYMEHTaMH; 00€CIeYUTh YCBOEHUE OCHOBHBIX
npaBuil  00pabOTKM JIOKyMEHTOB ¢ mnpumeHeHueM ACY; 03HaKoMuTh ciymaTeneil ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTraHU3alui JOKYMEHTO000pOTa NPEeANpUITUN U OPraHU3aluM.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jiena:

3.1 Opranu3auusi JOKYyMeHTO000pOTA HA NMPEeANPUSATHN
[ToHATHS AOKYMEHTOOOOPOT M OpraHu3amus JOKyMeHTooOopoTa. JIOKyMEHTOOOOpOoT,
JIOKYMEHTOTIOTOKH, MX BHJbI. PalMoHaNBHBIH JOKYMEHTO000pOoT. O0BEM JOKYMEHTOOOOpOTA.
LlenTpanu3oBaHHas, JACLUEHTPAIM30BAaHHAs M CMeIIaHHas (opMa Jenonpou3BOACTBA B



opraam3anui. (OCHOBHBIE JTalbl JOKyMEHTOOOOpoTa. (CHOBHBIE TIpaBHIA OpraHU3AIUN
JTOKyMeHTO0O0OopoTa Ha mpennpusTiu. [IpuHnunel opranuzanuu JokyMeHToo60poTa. OCHOBHBIE
dTambl JOKYMEHTOOOOpOTa: MpPUEM U TepBHYHAs 00paboTKa MOCTYHAIONINX JTOKYMEHTOB,
IIPEABApPUTEIIBHOE PACCMOTPEHHE, PETruCTpalus IMOCTYMAMIMX JOKYMEHTOB, IHOPSAIOK
paccMOTpPEHHSI IOKYMEHTOB PYKOBOJICTBOM U JIOBEJICHUS TJOKYMEHTOB J0 UCIOJIHUTENEH, paboTa
UCIIOJTHUTEINI C JOKyMEHTaMH, OpraHu3alus pabdoTbl C OTIPAaBISIEMBIMU JIOKYMEHTAMHU, HX
perucTpanus 1 OTIpaBKa; pErucTpaLys U MPOXOXKICHUE BHYTPEHHUX JOKYMEHTOB.

3.2 DJIeKTPOHHBIIi JOKYMEHT0000POT B OPraHu3auu

DJIEKTPOHHBIM JOKYMEHT U IpobjieMa ero mpaBoBoro craryca. OcoOCHHOCTH pabOTHI ¢
ANIEKTPOHHBIMU JIOKYMEHTaMU; 00s3aTeIbHbIE CBEICHUS O JOKYMEHTAX, UCIOJb3YEMBIX B LENSIX
yuyeTa W TIOMCKAa JOKYMEHTOB B CHCTEMax »JJIEKTPOHHOTO JOKYMEHTOO0OOpoTa (Ha mpumepe
MOCDB/0). Ilpunanue 10pUIAYECKON CUIIBI JOKYMEHTY B 3JIeKTpOHHOU (opme. OcoOeHHOCTH
COTJIACOBaHUs AJIEKTPOHHOTO JOKYMEHTa. BO3MOKHOCTh YCKOPEHHSI MIPOLICAYPhI COTIIACOBAHUS.
DOneKTpoHHO-IIU(poBasi MOANUCH. ABTOMAaTU3UPOBAHHBIE CHUCTEMbI y4yeTa JOKyMeHTOB. AC/|
«deno», ¢ynkuum w HazHadenwe. CHcTeMa MEXBEIOMCTBEHHOTO JIOKYMEHTOOOOpOTA,
[IPUHIIMIIBI U TTOPSAIOK paObOTHI.

3.3 TexHu4eckue U MPOrpaMMHBIe CPEACTBA JIsl pad0ThI ¢ TOKYMEHTaAMH
Haznauenwue, Bo160p, kinaccuukanus cpeacts opucHoi TexHuku. CpenctBa o0padboTKu
nokymeHToB. CpencrtBa XxpaHeHHsT JOKyMEHTOB. CpelncTBa CKaHHPOBAHHS —JOKYMEHTOB.
CpenctBa KONMHMPOBaHUS JOKYMEHTOB. lIcmonb3oBaHHE KOMIBIOTEPHBIX TEXHOJOTHH Mpu
Co3MaHMM W OQOPMIICHHHM JTOKYMEHTOB. [IpuMeHeHWe 0a3 NaHHBIX, IIa0JIOHOB, TEKCTOBBIX
penaktopoB. [IporpaMMHbIC IPOIYKTHI 110 JICIOMPOU3BOJICTRY.

5. OneHo4YHbIe MATEPUAIBI IO TUCHHILTHHE
O1eHOYHBbIC MaTepUaNbl MO JUCIUILUIMHE TPEACTaBICHbI B BHIC (OHIA OICHOYHBIX
CpPE/ICTB.

6. MaTepI/laﬂbHO'TeXHI/IHECKOG u y‘leﬁHO-MeTOJII/I‘leCKOC odecrneuyeHue AUCHHUIIIIMHBI

6.1 IlepeuyeHb y4eOHO-METOAMUYECKOTO 00eCTIeYeHUs M0 TUCHUIIINHE

ABTOp, Ha3BaHUC, MECTO U3AaHUA, U3ATCIbCTBO, 'O U3JAaHU, KOJIMYCCTBO CTPAHUILL

1. | Meronnyeckue ykazaHus M0 U3y4EHHUIO TUCHUIUIUHEI «/lenonpousBoactso», 45ctp, 2021 r

6.2 IlepeyeHb yueOHbIX U3IaHUI, HEOOXOAUMBIX /IJIsl OCBOCHUS TUCHHUILUIUHBI *
[leyatHbie yueOHbIC U3MaHUs B OnOIHOTeYHOM (hoH e *

Ne ABTOp, Ha3BaHUE, MECTO U3JIaHUS, U3JIaTEIBLCTBO, [0/l U3aHUs, KOJIUYECTBO KommuectBo
/1 CTpaHUI] 3K3EMILISIPOB B
ounoInoTexe

1. | Kysuenor U.H. JlokymeHTarmonHoe odecriedeHue ynpasiaeuus. - M. : FOpaiir,
2017. - 477c.

2. |Tlanacenxko IO.A. Jlenonpou3BOACTBO: JOKYMEHTAIMOHHOE OOeCreueHHe
ynpasienus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.

3. | beikoBa T.A. JIoKyMeHTaIlMOHHOE obecrieuenne  ympaBiaeHHS. - M.
NH®PA-M, 2013. - 304c.

Kupcanosa M.B. CoBpemenHoe nenonpon3Boactso. - M. : MTHOPA-M, 2014.

Poroxxun, M.1O. Jlemonpon3poactso. - M. : IIpocnexr, 2010. - 228c.

Bbacakos M.I. JlenonpousBozictso.. - Pocror H/[] : ®enukc, 2011. - 192c¢.

Njo|al s

Ky3suenor W.H. [lenonpou3Boactso : yueb. - cnpas. nocooue / M1.H.Ky3Heros.
- 6e u3a., mepepad.u gom. - M. : lammkos u K", 2011. - 459c.




Hagaya XX B. - CtaBpormo:ns, 2006. - 143c.

Kemmuuckuii 3.B. Vcropus opranmzanuu nenomnpousBoactsa B Poccum X-

*B caydae ucnojib306AaHus nedanHsvlx uzoanuil YyKasol

eaemcs iumepamypd, Komopas umeemcs 6

Hanuuuy 8 oubauomeke akaoemuu 8 newamuom eude u3 pacuema ne meuee 0,25 IK3EMNAAPA KAIHCOO20 U3
U30aHULl Ha 00H020 00YUAIWe20Ca U3 YUCLA TUY 0OHOBDEMEHHO 0CBAUBAIOUWUX OAHHYIO OUCUUNTUHY.

DJeKTpOHHBIE YUeOHbIE U3AaHUS B AIEKTPOHHO-ONOIMOTeYHbIX cucTtemax (DBC)**:

Ne ABTOp, Ha3BaHNE, MECTO W3JAHUS, TOJI U3AaHUS, Ccrika Ha yueOHoe m3nanne B ObC
/1 KOJIMYECTBO CTPaHUI]
OcHOBHas:
1. Cemko, 1. A. OCHOBBI A€TONPOU3BOJICTBA : bubnmuoreunas cucrema «JIAHb»
yue6Hoe mocobue / U. A. Cemko, JI. A. https://reader.lanbook.com/book/141613/previews#1
AnryxoBa. — Crasponoins : CT['AY, 2018. —
119 c.
2. Kysnenos, U. H. Jlenonpou3BoacTBO : bubmnorteunas cucrema «JIAHb»
crnpaBounoe nocobue / M. H. Ky3uenos. — 6-¢ https://reader.lanbook.com/book/105543/preview#1
u3n. — Mocksa : HamkoB u K, 2017. — 460 c.
3. | CemenuxuH, B. B. KagpoBoe nenonpoun3BoacTBo bubnnoreunas cuctema «JIAHDb»
/ B. B. Cemenuxun. — 4-e u3j., nepepad. u JIor. https://reader.lanbook.com/book/143530/preview#1
— Mocksa : 'poccMenua, 2019. — 628 c.
4, ITaBnoBa, P. C. [lenonpon3BoAcTBO MO Bbubmmoreunas cucrema «JIAHb»
o0palleHHsAM IpaXkiaH : yueOHoe mocobue st https://reader.lanbook.com/book/169796#1
By3oB / P. C. [1aBnoBa. — Cankr-IletepOypr :
Jlanp, 2021. — 280 c.
JlomomHUTEIHEHAS
5. [MaBnoga, P. C. KonpunenmmansHoe Bbubnmuoreunas cucrema «JIAHb»
JIETIONPOU3BOJICTBO : yueOHOE mocoOHe st CIo / https://reader.lanbook.com/book/169795#1
P. C. I1aBnoBa. — Cankr-IlerepOypr : JlaHs,
2021.— 308 ¢
6. PribakoB, A. E. OcHOBBI J1eJIONPOU3BOACTBA ! Bbubnuoreunas cucrema «JIAHDb»

yueOHuk / A. E. PribakoB. — 3-e u3., crep. —

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

Mumnck : PUTIO, 2016. — 319 c.

YuyeOHuKHN A0JKHBbI OTKPbIBATHCHA IMOJHOCTBIO AJ YTCHUHA

6.3 IlepeveHb 31eKTPOHHBIX 00pa30BaTeJILHBIX PeCypcoB

Ne DJIeKTPOHHBII 00pa3oBaTeIbHBINA pecypc Hoctyn B JOP (cers UHTepHeT, JOKATbHASA
n/n ceTh, ABTOPU30BAHHbII/CBOOOAHBII A0CTYN
1 Poccwuiickas HarnoHanbpHast OMOIMOTEKA http://nlr.ru/lawcenter_rnb

[DnexTpoHHEIHN pecypc]
2. Poccuiickas ['ocynapcTBenHas Oubmuoreka http://www.rsl.ru
[a1exTpOoHHBIN pecypc].
3. denepanbHbIi 00pa30BaTENbHBIN TOPTAT http://www.ecsocman.edu.ru
«IKOHOMHKA, COIIHOJIOTHSI, MEHEDKMEHT)
4. | ndopmanmoHHO-cripaBoyHas cucrema «I['apanT https://www.garant.ru/
5. WHdopMaiimoHHO-CIpaBOvHas cHCTEMa http://www.consultant.ru/
«Koncynprant [lmocy
6. Caiit «ApxuBsl Poccun» moj aruon http://www.rusarchives.ru
denepanbHOrO0 ApXUBHOTO areHTCTBA
(PocapxuBa)
7.1 CnpaBo4HO-mpaBoBas cucreMa «KOHCYIbTaHT http://www.consultant.ru/
TUTEOC)
8.

Bcepocculickuii Hay4YHO-UCCIEI0BATEIbCKUM
HHCTHUTYT JOKYMCHTOBCICHHA U aPXUBHOI'O [1CJIa

http://www.vniidad.ru



https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/169795#1
https://reader.lanbook.com/book/131907/preview#1
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
http://www.vniidad.ru/

(BHUWJIALD)

9. Kypnan «/leaonpon3BoacTBo u www.delo-press.ru
JOKYMEHTOOOOPOT Ha MPEATIPUSTHI

6.4 Cospemennnvie npogheccuonanvmvie 6a3pl OAHHBIX, UHPOPMAUUOHHBIE CRPABOUHbBIE
cucmemul u TUYEHIUOHHOE NPOZPAMMHOE 00ecnedeHue

CoBpemennblie npodeccnoHaIbHbIe 0a3bl JaHHBIX, HHPOPMALIMOHHbIE CIIPABOYHbIE
cucTeMbl, HHUPpPOBbIEe  IIEKTPOHHbIe  OUOJMOTEKM M JpPyrue  3JIEKTPOHHbIE
o0pa3oBaTesbHbIe pecypchl

1. loroBop o0 mOAKIIOYEHWHM K HalmoHambHOH AIEKTPOHHOW OHONMOTEKE W
MPEIOCTaBICHUH JocTyma K oObekTam  HarnumoHanbHOW — SJEKTPOHHOW — OMONIHOTEKH
Nel101/HDbB/0502-11 ot 26.02.2020 5 neT ¢ mpoJIoHTaueH

2. Cornamenne o OecruiaTHOM TecToBOM joctyne kK Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cornamenne o OecruiaTHOM TecToBOM joctyne K Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. NndopmannonHo-cripaBouHast cuctema «lapant» — URL: https://www.garant.ru/
HNudopmanmonHo-cnpaBoynast cucrema Jlunensuonnsiii gorosop Ne 261709/0OI1-2 ot
25.06.2021

5. «Koncynbrant [Tnroc». — URL: http://www.consultant.ru/ cBo60aHBIN AOCTYII

6. DnekTpoHHO-OMOMMOTeUHass cuctema AQriLib http://ebs.rgazu.ru/ (cBUIETEIBCTBO O
rocy1apcTBEHHOU peructpauuu 6a3sl qaHHbIX Ne2014620472 ot 21.03.2014).

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

8. Hayunas osnektpoHHas Oubnmoreka oTkpbiToro jgoctyma (Open  Access).—
URL:https://cyberleninka.ru/.

9. monHOTEeKCTOBast KOJUIEKIMs (0a3a JaHHBIX) OJIIEKTPOHHBIX KHUT U3IATENbCTBA
Springer Nature.http://link.springer.com/ -

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

11. Uudopmanmonnas cucrema «EnnHOe OKHO JOCTynma K 00pa3oBaTENbHBIM
pecypcam».—URL:http://window.edu.ru/.

HocTyn K 3JIEKTPOHHOM HH(OPMALIOHHO-00pa30BaTeIbHOM cpene,
nHGOPMANMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTn «HTEepHeT»

1. Cucrema nmuctanuuonHoro oOyudenuss Moodle www.portfolio.rgazu.ru  (cBo6oaHO
pacnpocTpaHsieMoe)

2. [lpaBo wucmonmb3oBanust mnporpamMm aius OBM  Mirapolis HCM B coctaBe
(GbyHKIIMOHAIBHBIX OJIOKOB U Moaynel: BuptyanbHast komHaTta. CtanaapTtHas auuensus 10 1000
nosab3oBarenel Ha 1 mecsn (JInuensnonnsiii jorosop Ne 77/03/22 — K ot 25 ampens 2022)

3. VHHOBaIMOHHAs CHCTEMa TECTUPOBAHUS — MTPOTrPaMMHOE oOecTieueHre Ha TuiaThopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. OOpa3zoBaTeNbHbIIl UHTEpHET — mopTayn Poccuiickoro rocynapcTBEHHOIO arpapHoOro
3a04YHOT0 YHUBEpPCUTETA (CBHIETEIBCTBO O PETHCTPALUU CPEICTBA MAacCOBOM MH(pOpManuu I
Ne ®C77-51402 o1 19.10.2012).

JInueH3noHHoe U CBOOOIHO pacnpocTpaHsieMoe NPOrpaMMHoe odecrieyeHue

1. OpenOffice —  cBoOOAHBI  TaKeT  OQPHUCHBIX  NPWIOKEHUH  (CBOOOIHO
pacmpocTpaHseMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOIHO pacIpoCcTpaHsIEeMOE).

3. DnekTpoHHO-OnOMoTeuHass cucrema Agrilib http://ebs.rgazu.ru/ (cBUIETEIHCTBO O
roCyJapCTBEHHOM peructparuu 0a3sl JanHbIx Ne2014620472 ot 21.03.2014).
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4. O¢dunmansuas crpanuna ®I'bOY BO «Poccuiickuii rocynapcTBEHHBIA arpapHbIi
3a04YHBIN YHUBEpcUTEeT» https://vk.com/rgazuru (cBOOOIHO pacpoCcTpaHIeMOe)Io

5. llopran  denepanbHOrO

rOCYJapCTBEHHOI'O

OIO/DKETHOTO  00pa30BaTEIHHOTO

YUpeXKIACHUsT BbICIIEro oOpa3oBaHus «POCCHMCKUN TOCYJapCTBEHHBIN arpapHbIi 3a04YHBINA
yHHBEpcHUTET» (CBOOOAHO pacmpocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AatuBupycHoe mporpammHoe obOecrieuenue Dr. WEB Desktop Security Suite
(Cyo6munensnonnsiii goroop Nel3740 Ha mepenady HEMCKIIOYMTENBHBIX MPAaB HA MPOTPaMMBbI
st OBM ot 01.07.2021).

6.5 Ilepeyenn yueOHBIX ayIMTOPHii, 000PYT10BAHUS U TEXHUYECKHX CPEICTB

o0y4enusi**
Ilepeuenn
IIpeqnaznayeHue
AT—— HaumeHoBaHue Kkopmyca, o0opynoBanus (B T.4. BUPTYyaJbHbIe
Ne nomemenus (aynuropun) AHAJIOTU) U TEXHUYECKUX CPeICTB
(aynutopumn) %
o0y4eHust
Lna 3auamuti | Y 4e€0HO-aIMMHHCTPATHUBHBIH Crienmani3upoBanHasi MeOenb, J0CKa MeJIoBas,

JIEKYUOHHO20 muna

KOpITyC.

Kab. 129. Yuebnas aymuropus
IUIs1 IPOBEJCHNS JIEKIIMOHHBIX
3aHATUHN (TTOTOYHA)

MYJIbTUMEAUNHOE
3KpaH HaCTEHHBIN

000OpyIOBaHME, IPOEKTOD,

s sanuamuii | Y4eOHO-aIMMHUCTPATUBHBIH Crelpan3upoBadnas MeOelb, 0CKa MEOBasl.
CeMUHAPCKO20 KopIyc. MynsTimenuitHoe  00OpyIOBaHHE,  IIPOEKTOP,
muna,  epynnosix | Ka0. 125. VueOHas ayutopus | synay yactennsiit
KOHCYTbMaYUi, JUIsl IPOBEICHHS JICKIIHOHHBIX
. 3aHATUHN (TTOTOYHAS)

NPOMENCYMOUHOU
ammecmayuu
Lna Y4eOHO-aAMUHUCTPATUBHBIN [lepconanbHBIE KOMIIBIOTEPHI B cOOpKE C
CamocmoamensHou | xopiyec. BBIXOJIOM B HHTEpHET.
pabomwl [Momermenue JUTSI

CaMOCTOSITEIbHOU paboTHI

YuTanbHbIN 3211

Y4eOHO0-aIMUHHUCTPATUBHBIHI

KOpITyC.

Ka6. 105. Yuebnas ayauropus
iV} y4eOHBIX 3aHATHH
00yJarouxcs u3 EVZ () F:)

nHBaana0B u Ui ¢ OB3

Creunanu3upoBaHHAS MeOerb.
ABTOMaTH3MpOBaHHOE pabodee MecTO s
MHBAJIUIOB-KOJIICOYHUKOB C KOPPEKLHOHHOI
TEXHUKOM M MHAYKIUMOHHOM cuctemon IaCuc
290; ABTOMaTH3HpOBaHHOE paboyuee MECTO JIJIs
Ca0OBUASILINX M HE3PSUMX MOJIb30BaTeNeH co
CTallMOHapHbIM BHUAcOyBeauuureneMm OnCuc
29 ON; ABTOoMaTH3uUpOBaHHOE pabodee MecTo

IUIA CIIA0OBUIAIIIAX u HE3PSTINX
MOJIb30BaTENeH c MTOPTATUBHBIM
Buneoysenuuutenem  OnCuc 207  CF;

ABTOMaTH3UpPOBaHHOE pabouee MecTo Il
CNa0OBUASLINX M HE3PAYMX IOJIb30BaTENCH C

yutaromeir  mammbHor OnCuc 207 CN;
AmmmapaTHBIi ~ KOMILUIEKC c dbyHKIIEH
BUJICOYBEITNYCHHSI u YTEHHUS IS

CNa0OBUASLIMX M HE3pAYMX MOJIb30BaTelNei
O1Cuc 207 OS.
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https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

DEJIEPAJIBHOE I'OCY TAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIBHOE YUPEX/JIEHME BBICIIET'O OBPASOBAHMA
MUHUCTEPCTBA CEJIbCKOI'O XO341MCTBA POCCUMCKOU ®EJJEPAIINN

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

(YuuBepcuter BepHajackoro)

(I)OHII OLECHOYHBIX CPEACTB AJIA IMPOBCACHUA TCKYIIECIr0o KOHTPOJISA U
l'[pOMe)KyTO‘{HOﬁ arTrecranmmn oﬁyqamnmxca o AMCUMIIJINHE
«I[CJIOHI)OHZ;BOIICTBO»

Hanpasnenue noaroroBku 38.03.02 MeHeTKMEHT

HanpasnenHocTts (poduiib) nporpammbl « DUHAHCOBBIA MEHEHKMEHT

Ksanmudukanms 6akagaBp

dopma oOydeHUsT 0UHO-3a09HAs, 3a0YHAS

bamammxa 2024r.
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1.0nucanue nokaszaresjed U KpuTepueB OLEHUBAHMS IJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHHs M0 Y4eOHOM TUCHHMILUIUHE

WNHaukatopsl HanmenoBanue
TOCTHKEHUS YpoBeHb OCBOCHUS [Tnanupyemble pe3yabTaTbl 00ydeHUs OLIEHOYHOT'O
KOMIIETEHIMH cpeAcTBa
YK-2 Cnocoben 3HaeT: HEOOXOAUMBIE ISl OCYILECTBICHUS MPO(PECCHOHANBHOM eATeIFHOCTH HOPMEBI 1paBa | [IpakTuueckas
OIpeNeNIATh KPyT U METOINYECKHE JOKYMEHTBI B 00JIaCTH J1€JIONPOU3BO/ICTBA. paborta, Tecr,
3a7a1 B paMKax Moporosbiii YMeet: onpenenaTs Kpyr 3a/1a4 Ui NoCcTpoeHHst 3P PEKTUBHON CHCTEMBI AETIOMPOU3BOICTBA pedepar,
IIOCTaBJIEHHON U JIOKYMEHTOOOOpOTa, MJIAHUPOBAaTh COOCTBEHHYIO JAEATEIIBHOCTh MCXOJS W3 MMEIOUIMXCS | JOKJaJA, yCTHBIN
IIeJId ¥ BEIOUpATh (ynozeTBopuTe:s PECypCOB; pelIaTh MOCTaBICHHBIC 33a4l B paMKax M30paHHBIX BHUIOB MPO(ECCHOHATBLHON OTBET Ha
OINITUMAJIbHBIE HO) NESITeIbHOCTH. BOIIPOC
CTIOCOOBI UX Buiiajeer: npakTH4eCKUM OIBITOM MPUMEHEHHS HOPMATHBHO-METOJMYECKON 0a3bl perIeHus
peLIeHus, UCXO01s 3aJa4y B 00JIaCTH JIeJIONPOU3BOCTBA U IOKYMEHTO000pOTa.
U3 JACUCTBYIOLINX 3HaeT TBepAO: HEOOXOAMMEBIE IS OCYIIECTBICHUS TNpodeccHoHaNbHOW aearenbHOCcTH | IlpakTudeckas
IIPABOBBIX HOPM, HOPMBI IIpaBa ¥ METOJMUECKUE TOKYMEHTHI B 00J1aCTH AETIONPOU3BOICTBA. pabora, TecT,
UMEIOLINXCA YMeeT yBepeHHO: ONpPENeNsATh Kpyr 3aaad Juisi MOCTpOoeHHsT 3(P(EKTUBHOH CHCTEMBI pedepar,
pecypcoB u [TponBUHYTHIH JIeJIOTIPOU3BOCTBA U IOKYyMEHTO000pOTa, MIIAHUPOBATh COOCTBEHHYIO JI€ATEIbHOCTh UCXO/S | JJOKJIaA, YCTHBIN
OTpaHUYECHUN (xopor1o) U3 UMEIOIIUXCS PECYPCOB; pellaTh IOCTABJIECHHbBIE 33aJaud B paMKaxX M30paHHBIX BUJOB OTBET Ha
npoeccCUOHAILHON 1EATEIbHOCTH. BOIIPOC
Buiiaseet yBepeHHO: IPAaKTUYECKUM OTIBITOM IPUMEHEHHUSI HOPMAaTUBHO-METOIMYECKON Oa3bl
peleHus 3a/1a4 B 00JIaCTH JEJIONPOU3BOJICTBA U IOKYMEHTO000pOTa.
HNmeer cpopmupoBaBmIMecs cUCTeMaTHYecKHe 3HaHMA:  HeoOxommmble  Juis | IlpakTtudeckas
OCYILLIECTBIICHUsSI TMPO(PECCHOHANBHON JEATENILHOCTH HOPMBI IIpaBa W MeTOAMYEecKue | paboTa, TecT,
JIOKYMEHTBI B 00JIACTH JIEJIOTPOU3BOJICTBA. pedepar,
HNmeer chopmupoBaBLieecsi CHCTeMaTHYeCKOe yMeHHe: ONpEIeNsaTh Kpyr 3axad Ui | JOKJaja, YyCTHBIN
Bricoknii noctpoeHust 3H(HEKTUBHON CHCTEMBI JAETONPOU3BOICTBA M IOKYMEHTO000pOTa, TNIAHUPOBATH OTBET Ha
(oTNIMYHO) COOCTBEHHYIO JESTEIbHOCTh HCXO/AS M3 HMMEIOLIMXCA PECypcoB; pellaTh MOCTaBJICHHBIE BOIIPOC

3a/layM B paMKax U30paHHBIX BUIOB MPO(ecCHOHATBbHOM e TENbHOCTH.

IToxka3zan cdopmupoBaBIIeecss CHCTEMATHYECKOE BJIAJICHHE: IIPAKTUYECKHM OIBITOM
NPUMEHEHHUsSI  HOPMAaTUBHO-METOAMYECKONM  0a3bl  pemeHuss 3agad B o0jactu
JIeJIOTIPOU3BOICTBA M IOKYMEHTO00O0pOTA.
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2. Onucanue NIKaJ ONEeHUBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpPOis

@dopMa TEeKyIIEro KOHTPOJIA

OTCyTCTBHE YCBOCHHUS
(HKe TOPOTrOBOT0)

[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

2.2 lllkana oyenuganus Ha Imane NPOMeEICYmoYHoOU ammecmayuu (3auem u IK3amMeH 6 sude UNM0206020 mecmad, Kypcosas paboma)

dopMa IpoMEKYTOUHOM
aTTecTaluu

OTcyTCcTBHE YCBOCHHUS (HIKE
MIOPOrOBOTO)

IToporoBslif (yA0BIETBOPUTEIHHO)

[TponBuHYTHIN (XOpOIIO)

Bericokuit (0TIHYHO)

BEINOJIHEHNE UTOTOBBIX TECTOB
(1e menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% u 6onee

IIIkaJjia olleHUBAHHUSI COCTABJISIETCH B COOTBETCTBHH C Taﬁ.]'ll/llleﬁ 4.1

®OC no MakeTy COOTBETCTBUM CO CTPYKTYpo# pa3nesoB B Tadauue 4.1 PI1/]
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3. TunoBble KOHTPOJIbLHbIE 32/IaHUS WM HHbIEe MATEPHAJIbI, HE00X0AUMbIE /115l OLleHKH
3HAHMi, yMEHUIl, HABBIKOB U (MJIH) ONBITA AeATeJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOEHUS 00pa30BaTeILHON NMPOrPaMMBbI

®OHJI OHEHOYHbBIX CPEJACTB JJIA TEKYIIEI'O KOHTPOJIA

KOMILJIEKT BOITPOCOB J1JIsI COBECEJOBAHMS no aucuuniuze
«Jlenonpou3BoACTBO»

YCTHBIA OMpoC MPOBOJAUTCS MOCIE psijia ayJTUTOPHBIX 3aHATUN U BKIIOYACT MPOBEPKY
YCBOEHUSI MaTepuraia Kak JIEKIIMOHHOT0, TaK U MPAKTHUYECKOTOo IO OTAeIbHbIM TeMaM. [IpoBepka
3HAHUU MPOBOAUTCS B JopMe UHAMBUAYAIBHOTO ompoca ¢ 0ocyxaeHneM. OCTalbHbIE CTYICHTHI
JIOTIOJTHSAIOT M YTOUHSIIOT paccMaTpuBaeMbliil Borpoc. [IpernogaBaresns moABOIUT UTOT.

Bonpocel  jsi  cobecenoBanusi K pasgenay: Teopermueckue OCHOBBI
JeJI0NPON3BOACTBA

Jaiite onpeneneHne NOHATUN «IOKYMEHT» U «MHPOPMALIUI».

Pacckaxkute 0 poiau nHGOpMaLMK B COITMANIBHBIX U 9KOHOMUYECKHUX IpOLeccax.
Pacckaxxute o cBOMCTBax ynpaBieHYECKOH HHPOPMALIUK.

OOBbscHUTE TIOHATHE JOKyMEHTa Kak crocola (ukcanuu yrnpaBieHYecKoi nHpopMayuu
Y MHCTPYMEHTA YIPaBICHHUSL.

5. Yro o3HauaeT moamyHKIHOHATBHOCTH IOKYMEHTA.

6. Ilepeuncnute u 00bsACHUTE PYHKIIUU JOKYMEHTA.

7. PacckaxuTe 0 BHEITHUX NMPU3HAKAX TOKYMEHTA.
8

9

AP

Pacckaxxute o BHyTpeHHel (popMme T0OKyMeHTa.
Kakoii 00beM 1 copepxaHre UMEIOT MOHIATUSI «MHPOPMALUI» U «TOKYMEHT»?

10. Kakyto ponb urpaet nuadopmarus B odecrieueHuH 3(p(HEeKTUBHOTO YIIPaBICHU?

11. KaxoBbI HCTOYHUKH NOJyYEHUS YIIpaBIeHYECKON HHPopmauu?

12. KakoBbl Ha3HaYeHHE U QYHKIUH CIYKO JOKYMEHTAIMOHHOTO 00eCIeYeHus yIpaBIeHUs
B COBPEMEHHBIX OpraHU3anusix?

13. Yto Takoe «cucteMa JOKyMEHTalluu» U «yHU(PULIHPOBAaHHAS CUCTEMA JTIOKYMEHTAluU»?

14. Kakue BuIbl yNpaBIEHYECKMX JOKYMEHTOB BKIIIOYaeT B ce0s YHUPHUIMpPOBaHHAs
cucTeMa OpraHu3allMOHHO-PACTIOPSIUTENbHON JOKYMEHTAIMN?

15. Pacckaxkute 0 peKBU3HUTE IOKYMEHTA U €ro BUJIAX.

16. Kakue ecTb rocyAapCTBEHHbIE CTAHAPThI HA IOKYMEHTBI.

17. O6bsIcCHUTE OHATHS «BHJIa» M «PA3HOBHIHOCTH» IOKYMEHTA.

18. Pacckakute 0 IOpUAMYECKON CHIIE IOKYMEHTA.

19. Kakue ecTb peKBH3HUTHI, 00ECTICUNBAIOIINE FOPUIHUECKYIO CHITY IOKyMEHTA.

20. [laliTe 0ObsICHEHHE TIOHSTHS MTOJTUHHUKA (OpUTHHANA) JOKYMEHTA.

21. PacckaxxuTe O MOHSATHH KOIIMH JJOKYMEHTa U €€ BUJIaX.

Bonpocs! puis1 codecenoBanus K pasaeny: CoBpeMeHHbIe TpeOoBaHNs K 0QOPMIICHHIO
AOKYMEHTOB
1. KakoBbI COBpeMEHHBIE TPEOOBAHUS K SI3bIKY M CTHIIIO YIIPABIEHUYECKUX JJOKYMEHTOB?
2. Yro coboii mpencrapnsier YcTaB opranu3anuu? KakoBbl OCHOBHBIE TpeOOBaHUS K €ro
COCTaBJICHUIO 1 0POPMIICHHIO?
Kak oopmuts [lonoxenue o0 otaene uian ciayxode opraHuzanuu’?
Kak opopmuts mraTHoe pacrucanue?

How
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10.
11.

12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.

Kakue TpeboBaHus IPeIbIBISIOTCS K OPOPMIICHHUIO IOTOBOPA, KOHTpaKTa?

UYto Takoe HHCTPYKLHKSA, KaKOBO ee cojepkaHue u opopmieHue?

[Ipu kakux 0OCTOSTENLCTBAX HA MPAKTUKE U3/IAETCS IPUKA3, PACIIOPSHKEHUE U YKa3
Oco0eHHOCTH MOATOTOBKU U OPOPMIICHHUS PACTIOPSIUTEIbHBIX TOKYMEHTOB.
KakoBo coneprkanue mocjaeAHero MyHKTa paciopsIuTeIbHON YacTH puKasa?

. TpeboBanus k 0hOpMIICHHIO TEKCTa BBITUCKHU MTPHUKa3a’?

. Kak oopmisiercs oTMeTka 0 3aBEpeHUH KOITUH BBIITMCKH MTpHUKa3a?

. Kaxue TpeboBanus npeapsaBisitoTesi K 0OpPMIICHUIO TPOTOKOa?

. Kak opopmuts noxmnagHyto, ciyxeOHyr0 U 00BSICHUTENbHYIO 3alUCKN?
. Kaxue TpeboBanus npeapaBisioTcss K 0OPMIICHUIO aKkTa?

Bomnpoce! 1151 codecenoBanus k pasjaeiay. Opranusanus padoThl ¢ JOKYMEHTAMHU
[lepeuniciure KaueCTBEHHBIE XapaKTEPUCTUKH JIOKYMEHTOO00POTA.

OxapakTepu3yiTe JOKYMEHTOIIOTOKM B OpraHu3alliy: TOPU30HTAIIbHBIE, BEPTHKAJIbHBIE,
BOCXO/IAIIME, HUCXOIAIINE, BXOIAIINE, UCXOAIINE U BHYTPEHHUE (IIPUBEIUTE TIPUMED).
Kak npoBoauTcs pacyetr o6beMa J0KyMEHTO000pOTa.

KakoBbI sTansl pa6OTI)I C BXOIIUMHN IIOKYMGHTaMI/I?

Kak ctpoutcs paboTa ¢ UCXOASMUMU JOKYMEHTaMU?

KakoBa TexHos0r1s paboThl ¢ BHYTPEHHUMU JOKYMEHTAMU?

Kakwue 3a1aun 1okyMeHTO000pOTa pelaeT perucTpanus JOKyMeHTOB?

Kakue ynpaBieHdyeckue JOKYMEHTbl HE TIOJUIeKaT perucrpauuud B clyx0ax
JIOKYMEHTAIMOHHOTO 00eCieueHus yIpaBICHUs?

KakoB nopsiiok perucTpanuu yrnpaBJieHuYeCKOro J0KyMeHTa?

Kakue cyiiecTByrOT BUABI KOHTPOJISI UCTIOJTHEHUSI JOKYMEHTOB?

Kaxkwue orncpanv 110 KOHTPOJIO HCHOJIHCHHA JOKYMCHTOB OCYHICCTBIIAIOT CJIY)K6I)I
JIOKYMEHTAIMOHHOTO 00eCieueHus yIpaBIeHUs?

Kak ocymecTBisiercs cuctemaTi3anus ¥ XpaHeHHe JOKYMEHTOB B OpraHu3anun’?

Uro Takoe J1eno, ¢ TOYKHM 3peHHs AOKyMeHToBeneHus? llpuBeaurte npumepsl Aei,
XPaHAIIHUXCA B OpraHu3aliu.

Packpoiite coaepkaHue MOHATUS «HOMEHKiIarypa aem». Kakoe NOIKHOCTHOE U0 B
OpraHU3aIlMy OTBEYAET 32 COCTABJICHNE U BBEJICHHE B JICWCTBIE HOMEHKJIATYPHI /€717
KakoBa TexHoJ0THs paboThl ¢ BHYTPEHHUMU JOKYMEHTaMH?

Kaxkue 3amaun 7o0KkyMeHTOOO0pOTA pelIaeT perucTpamus J0KyMeHTOB?

Kakue ympaBrneHdeckue JOKYMEHTHI HE TOJUIEKAaT PpETHUCTpaliu B CIyX0ax
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUs yIpaBIICHUS?

KaxoB nops10k perucrpaluuu ynpaBieHUYE€CKOro J0KyMeHTa?

Kakne CYIIECCTBYIOT BUJABI KOHTPOJIA UCITOJTHCHU A I[OKyMeHTOB?

Kakue omepamuu 1o KOHTPOJIO HUCHOTHEHHS JOKYMEHTOB OCYIIECTBISIOT CIYXKObI
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUs yIpaBIICHUS?

KakoBbl (akTopbl, BIUSIONIME HA €0 OPraHU3alMI0 U TEXHOJIOTHUIO B YUPEXKICHUSIX
Pa3IMYHBIX YPOBHEW yIPABICHHUS.

HazoBute opraHmzanMoHHbIE, MPABOBHIE, COLUAIBHBIE M TMCUXOJIOTUYECKHUE ACHEKThI
JIEJIONPOU3BOICTBA.

Kak ocymectBisercss MOArOTOBKA M€l K apXUBHOMY XPAaHEHHUIO B COBPEMEHHBIX
OpraHu3anusx?

Kakass oprrexHuka HCHOJB3YyeTCS I COCTABJICHHUS JIOKYMEHTOB B COBPEMEHHOM
JIETTONTPOU3BOICTBE?

Bonpocs! 111 cofecenoBaHus K pa3jeny:
OxapakTepu3yiTe CUCTEMY MEXBEIOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTO000pOTa
[TpuBenuTe npumep aBTOMAaTU3UPOBAHHON CUCTEMBI OOPaOOTKU JOKYMEHTOB U OLIEHHUTE
€€ BJIIMSHHUE HA CUCTEMY JI€JIOIPOU3BO/ICTBA KOHKPETHON OpPraHU3alNH.
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3. Ilepeuncnute M OXapakTepU3ylWTe, OCHOBHbBIE TEXHMYECKHE CpEICTBA i palboThI C
JOKyMEHTaMHU

4. KakoBa B3aMMOCBA3b JIEJIONPOM3BOJACTBA C OpraHMU3alMEl BEIOMCTBEHHOIO U
roCyIapCTBEHHOI'O XPaHEHUS JOKYMEHTOB.

5. Kakas oprrexHuka ucHoib3yercs Ul IIOMCKAa, pPaHEHUS U Iepeladd JOKYMEHTOB B
COBPEMEHHOM JIEJI0IIPOU3BOJICTBE?

6. KakoBbI BO3BMOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTHIA B JOKYMEHTAITHOHHOM 00€CIIeUeHUH

yrpaBJiieHus?

7. KakoBbI BO3MOXHOCTH CPE/ICTB TEICKOMMYHHUKAIIMH B JOKyMEHTAIIMOHHOM O0ECTICUeHUH
yrpaBJiieHus?

8. B kakux ciy4asx MpPUMEHSIOTCS CTaHJIAPTHBIE O(QUCHBIC MPOTPaAMMbl B OpraHU3aIUU
JIEJIONPOU3BOICTBA?

KOMILIEKT 3AJIAY 1JIS1 IPAKTUYECKHUX 3AJTAHUM no aucuuninne
«/les1ompou3BOACTBO»
IMpakTnyeckue 3aaanusi k pa3aeiay 1. TeopeTruueckne OCHOBBI 1€JI0NPOU3BOACTBA

3apanme 1. 3anonHuTh TaOMUIy, C Y4YETOM  paclpeleleHusi 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, perynupyromux ['CJ]

Hassanne noxymenra Yro perynupyer JOKyMEHT, Bunsl 10KyMeHTOB
ONMCAHHE (mpuBenuTe
pUMep)

KoaudunmpoBanHbie 3aKOHBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccuiickoit denepanniv, IOCTaHOBICHUS
ITpaButenscTBa Poccuiickoit denepanyu B cepe 1e100pOU3BOJICTB

3akoHOzaTeIbHbIE aKThl cyObekToB Poccuiickoit denepany U npaBoBbIe aKThl, IPUHUMAEMBIE
OpraHaMM HCIIOJHUTENIbHOM BiacTH cyObekToB Poccuiickoit denepannn

HopmaruBHbIe paBoOBbI€ aKThI (eiepaIbHBIX OPTaHOB UCIIOIHUTEIBHON BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, ar€HTCTB U JIP.), PErJIaMEHTUPYIOIIHNE BOIIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTIeYeHH s

TexHuveckue permaMeHThl U HallMOHAJIbHbIE CTAHIapPThl B 00JIACTH JJOKYMEHTAI[HOHHOTO
o0ecrnieuyeHus yrnpaBieHus

TexHuueckue periaMeHThl U Hal[MOHAJbHbIE CTAHAAPTHI B 00JIACTH JOKYMEHTAIIMOHHOTO
o0ecredyeHus yIpaBIeHHs

| |

OO6mepoccuiickue Kiaccu()uKaTopbl TEXHUKO-YKOHOMUYECKON M COIMMAIBHON WH(MOpMAaIiu

YHuduimpoBaHHbIe CUCTEMBI IOKYMEHTAITUN

33}13HI/IC 2. 3aroaHuTe Ta6J'II/II_[y. Bruinre BUabI JOKYMCHTOB OTHOCHUTCJIBHO IICPUOJOB!

IIpukasHoe 1e10npon3BOJICTBO Komnexckoe MuHnuncrepckoe
JEIIONPOU3BOJCTBO J€JI0NIPOU3BOCTBO
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OtBethTe Ha Bompoc. Yem 3HaMeHaTeNnbHBI nathl: 23 maprta 1840 ., 1868 1., 27 deppans 1720

r.?

3ananme 3. [TucbmenHo oTBeTbTe Ha BOIpoc. OOBSICHUTE TEPMHUHBI «yHU(DUKALUD» U
«cTaHzapTu3alnus» JoKkyMeHrta. Kak cooTHocATCs aHHbIE OHATHA?
3anganue 4. [locTpoiiTe TabauIly ¢ NMPaBUIBHBIM BOCIIPOU3BEICHHEM TEPMHHOB M UX

(hOpMYITUPOBOK.

JOKyMEHTHI

OrnpeneneHus

HoxymeHT

Jlucr Oymaru win 37€KTPOHHBIHN a0I0H ¢ PeKBU3UTAMU,
WACHTHQHIMPYIOIIMMH aBTOpa OQUIINATIBHOTO JOKYMEHTA.

ApXUBHBIA JOKYMEHT

CI/ICTeMaTI/ISI/IpOBaHHHﬁ NEPEUCHB 3aroJIOBKOB €)1, CO34aBa€MbIX B
Opranusanyny, ¢ YKasaHueM CPOKOB UX XpaHCHUA.

IomnuHHNK Konus noxymeHTa, Ha KOTOpPO B COOTBETCTBUU C YCTAHOBJIEHHBIM
MOPSIKOM MPOCTABJICHBI PEKBU3HUTHI, 00ECIICUNBAIOIINE €€
IOPUINYECKYIO 3HAUUMOCTb.

DOTOJOKYMEHT [ToBTOPHBIN 3K3eMIIAP NOJIMHHUKA JOKYMEHTA.

DOHOTOKYMEHT N300pa3utenbHblii TOKYMEHT, CO3AaHHBINA QOTOrpapuIecKuM Ui

3IIEKTPOHHBIM (H(POBBIM) crIOcOOOM, PUKCUPYIOMINH HHPOPMALIUIO
B BHJIC OTAEJIBHBIX N300PAKCHUH - CTATUYHBIX 00Pa30B.

IOpunnyeckas 3HaUUMOCTh
JOKyMEHTa

CBOCTBO O(PHULIMAIBEHOTO JOKYMEHTA BBI3bIBATH IIPABOBBIC
HOCIECTBUS.

3aBepeHHas KOMus JOKYMEHTa

3adukcupoBanHas Ha HocUTeNe HHPOPMAIHS C PEKBU3UTAMH,
NO3BOJISIFOIIMMH €€ HACHTH(HUINPOBATD.

Jy6nukar

Konus noxymMeHTa, Ha KOTOPOH B COOTBETCTBUH C YCTAHOBJICHHBIM
MOPSIKOM MPOCTABJICHBI PEKBU3HUTHI, 00ECTICUHNBAIONINE €€
IOPUANYECKYIO 3HAUUMOCTb.

brank nokymeHra

N3006pa3uTenbHbI JOKYMEHT, B KOTOPOM M300paskeHne 00beKTa
HOJIYYSHO MOCPEACTBOM JIMHHUH, IITPUXOB, CBETOTCHHU, TOUEK, IIBETA.

Howmenknatypa nen

IlepBblil WM €JUHCTBEHHBIA 3K3EMIUISP.

I'paduueckwnii JOKyMEHT

AynnoBU3yanbHBIA JOKYMEHT, COJIEPKAIINN 3BYKOBYIO
nH(pOpMaIHIo, 3aMKCUPOBAHHYIO JIIO0OH CHCTEMO 3BYKO3aIHUCH.

33}18HI/I€ 5. 3anoanute T8.6J'II/II_U>I 110 KJ'IaCCI/I(I)I/IKaHI/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HauMeHOBaHMIO

ITo mecty
COCTABJICHUS

Ilo crenenu
[JIACHOCTH

ITo conepxanuro

ITo cpokam
HUCIIOJIHEHU A

I1o Ha3HaueHUIO

ITo ropunnueckon
cuie

Ilo CpOKaM XpaHCHUSA
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3apanmue 1. Pemnre kpoccBopa

16

13 | | |

el [T HNEEEE

ITo ropusonTanm:

1.  peKBU3UT IOKyMEHTa, BEIPAKAIOLINI COTIacue UM Hecoryiacue

JOJLDKHOCTHOTO JIMLA C CONEP/KAHUEM JOKYMEHTA.

4. pPEKBU3UT JOKYMEHTA, MPEICTaBIAIOUINI €000l COOCTBEHHOPYUYHYIO pPOCIHCH
MOJIHOMOYHOTO JOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSAIKOBOI0 HOMEpA Jieja [0 HOMEHKJIAType U YCIIOBHOE 0003HaYeHHe
CTPYKTYPHOM 4acTH YUpexJAeHUN, IPOCTaBiIsieMble Ha 00JI0KKE Jiena.

8. IMUCBbMCHHOC  TPCIJIOKCHHUE O  3aKIIIOYCHHUU  JOroBOpa (KOHTpaKTa) Ha
OMMPCACIICHHBIX YCIIOBHUAX.
9. 3alncChb I/IH(I)OpMaI_II/II/I Ha pa3JIMYHBIX HOCHUTCIIAX IO YCTAHOBJICHHLIM ITpaBHJIaM,

00€eCTeunBarOIIUM €€ IOPUIUIECKYIO CHITY.

12. nBr>keHHE JOKYMEHTOB B OPTaHM3aLMU C MOMEHTA UX MOJIYYEHHS WU CO3JaHus 10
3aBEPIICHHS UCTIOJTHEHUS WIIN OTIIPABKH.

13 oOpa3zern, 3TanoH, MOJENb MPUHUMAEMbIE 32 UCXOMHBIE ISl COMOCTABICHUSI C HUMH
JIPYTUX MPEIMETOB.

17. o6si3aTenbHBIN deMeHT oopmiieHus: OPHUIIMATFHOTO TOKYMEHTA

18 moxymeHT, GUKCUPYIOIINN X0/T 3aCEIaHUsI, COBEIIAHHS.

19. COBOKYMHOCTh JHOKYMEHTOB (WM JOKYMEHT), COOPMUPOBAHHBIX MO KAKOMY-JIHOO
MPU3HAKY (BUJIaM JJOKYMEHTOB, BOTIPOCaM, KOPPECTIOHIEHTaM U T.J.), TOMEIICHHBIX B 00JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (GUKCHUPYIOUIUH COTJIAlICHHe CTOPOH 00 YCTaHOBJICHHWU KaKUX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHt, comepkammii WH()pOPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTUYCTHBIC CBCICHHA, HpCI[CTaBJISIeMHﬁ PYKOBOJICTBY.
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5. D2JEeMEHT YAOCTOBEPEHHUS TMOMJIMHHOCTH TOANUCH JOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, MPEAYCMOTPEHHBIX HOPMATHUBHBIMU aKTaMH, YIOCTOBEPSIOUIMX IpaBa JIMII,
¢dukcupyomux (HakTel, CBI3aHHBIE ¢ (PUHAHCOBBIMHU CPEICTBAMH.

7. 3TO COBOKYIHOCTb pa3IUYHBIX CBEJIEHUM, CHCTEMa OPraHU30BAHHBIX JaHHBIX,
OTPaKaIOMIMUX MPOLECCH U COOBITUSI OKPYXKAIOIIETO MUPA.

10. JOKyMEHT, COCTaBJICHHBIII HECKOJbKMMM JIMIAMH M  TOATBEPKAAIOIINN
YCTaHOBJICHHBIC ()aKThI I COOBITHSI.

11. wundopmanus Ha MaTepraIbHOM HOCUTEIIE, UMEIOIas OPUINUECKYIO CHITY.

14. nepeyeHb KaKuUX-THMOO MaHHBIX (CBEICHMUIA), PACIIOIOKEHHBIX B OIPEACICHHOM
nopsiike (000pOTHAS U T.I1.)

15. mpaBoBO#l aKT, Wu3JaBaeMblii PYKOBOIMTENEM OpraHa ToOCyJapCTBEHHOTO
yhpaBieHUs (€ro CTPYKTYpHOTO MOJpa3fesieHus), NeHCTBYIOIMNA Ha OCHOBE €IMHOHAualus, B
LENAX pa3pelieHus] OCHOBHBIX M OINEPATUBHBIX 3ajad, CTOSIIMX NEpea JaHHBIM opraHoMm. B
OTJICNIbHBIX CIIydasXx MOKET KacaTbCs LIMPOKOIO Kpyra OpraHu3anuil U JOHKHOCTHBIX JIHIL
HE3aBUCHMO OT MIOAYUHEHHOCTH;

16. ropuanuecku oQOPMIICHHBIH MepedyeHb JOKYMEHTOB.

20. 5TO peKBU3UT O(UIUAIBLHOIO JOKYMEHTA, MPHUIAIONINKA HOPMATUBHBIA WIH
MIPABOBOM XapaKTep €ro CoAeP KaHUI0

Bana}me 6. [IuceMeHHO OTBETHTE Ha CJICAYHOIIUC BOIIPOCHI:

1. Yo Takoe aenonpou3BOCTBO?

2. [aiiTe onpeneneHne NOHATHIO «IOKYMEHTUPOBAHUE»

3. HazoBute ocHOBHBIC ()YHKIIMU JOKYMEHTA.

4, Kakmne obmepoccuiickue kiaccu(UKaTopbl HCIONB3YIOTCS TpU  OPOPMIICHUH
OpraHU3aIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB?

5. Kakue BuAbI JOKYMEHTOB BKJIIOYaeT B ceOs cucreMa OpraHu3alloOHHO-
pacropsiANTEIILHON JJOKYMEHTAIUHN ?

6. Kakmne paznuuaror crnocoObl JOKYMEHTHPOBAaHHUS B 3aBUCUMOCTH OT CPEICTB
JIOKYMEHTUPOBAHUS?

7. YTO MOHUMAIOT MOJ FOPUANYECKON CUIION JOKYMEHTa?

3aganue 7. [loaroroBbTe JMOKIJIAJ C Mpe3eHTALMEN MO OJHON U3 MPENJIOKEHHBIX TEM
(toxyiag Ha 5 MUHYT, pe3eHTanus 10-12 cnaiinos)

1.  VYcoBepiieHcTBOBaHUE AEIONPOU3BOICTBA HA MPEANPUITUN

2.  Pa3BuTHe JOKYMEHTAI[MOHHBIX CIY’X0 Ha COBPEMEHHOM 3Tare

3.  TexHuueckwe CpeAcTBa, YIPOMIAIOIIAE BEICHUE JEJIONPOU3BOJACTBA HA
IPEIIPUATHH.

4.  [lenoBas nepemnucka - HEOTbEMJIEMOE CPEACTBO CBSI3U MPEANPUATHUS C BHEITHUMU
OpraHHu3aLUsIMHU.

5 Kak oBnasieTb HCKYCCTBOM JI€JI0OBOTO MHUCHhMA.

6 JIOKyMEHTHpPOBaHUE YIIPaBICHUECKOHN 1€ATENbHOCTH OPraHNU3aluH.
7. JIOKYMEHT Kak CpeJICTBO 3aKpEIUICHUS U PETPAHCIALUN HHPOPMAIUH.
8 WNudopmaruzaius 1e100pou3BoJICTBA

9. JIokyMeHTUpOBaHUE TPYAOBBIX OTHOLIEHUI

10. KomnbroTepHbIe TEXHOJIOTUHU B I€TONPOU3BOJICTBE

11. Awnanu3 10KyMEHTOOOOpOTa U METOJIbI €0 COBEPLICHCTBOBAHUS
12. Pabora c KOHQHUACHIIMATHHBIMU JOKYMEHTAMH

13. Opranusarus paboThI ¢ JOKYMEHTaMH

14. AHanu3 JOKYMEHTOOOOPOTa U METO/BI €0 COBEPILICHCTBOBAHMS.
15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE JOKYMEHTOBEICHHE.
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IIpakTnyeckne 3aganus K pasaeiay 2. CoppeMmeHHbIe TpeOOBaHUS K 0()OPMIICHUIO
JAOKYMEHTOB

3apanue 1. Mcnonszys 'OCT P 7.0.97-2016 3anonauTe TabIUILY.

PekBU3UTHL, MpUIAIOLINE IOPUTUIECKYIO CUITY PexBu3NTHI, CBA3aHHBIE C IBUKEHUEM
JIOKYMEHTY JIOKYMEHTOB B OpraHu3alluu
Howmep Haspanue Howmep Ha3zBanue
pPEKBU3HTA PEKBU3HTA PEKBU3HTA pPEKBU3UTA

3apanue 2. BunmarenbHo u3yunte pazzaen 2 «OdopmiieHrne peKBU3UTOB TOKYMEHTOBY
'OCT P 7.0.97-2016. Beimonuute 3aganus, B cliydae He0OX0IMMOCTH 100aBbTE HEJOCTAIOITYIO
nHpopManuo:

Howmep u MecTtopacmnofioxxeHue Bun nokymenra (B Kakux Kak pacnonaraercs u
HaUMEHOBaHUE pexBm3uTa (TI0 JIOKyMEHTaX UCTOJIb3yeTCs B KaKHUX CITydasx
pEKBHU3UTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBACTCS B
JIOKyMEHTaX
Buza
[loanuce

OTMeTKa 0 3aBepeHUn
KOIMIMH TOKYMCHTA

HaunmenoBanue
JOJDKHOCTH JIALA

CrpaBoyHbIC TaHHBIC
00 opraHu3anuu

Harta nokymeHTa

Ccbliika Ha
perucTpaliOHHbIN
HOMED U JaTy
MOCTYIHBILETO
JIOKYMEHTA

3ananue 3. CocraBbTe U O(popMHTE NMPUKA3BLI M0 OCHOBHOI JeATEIbHOCTH, U JIpPyrue
pacnopsiauTe/JbHbIe JOKYMEHTBI, HeOOX0ANMBIE B JAHHBIX YIIPABJICHYCCKHX CUTyalHsX.
Curyanus 1.

3amectutens aupekropa OOO «3Jrtanon» (3apeructpupoBano B r.IleTpo3aBojcke)
IT.11.AGpamoB 1 nekaOps TekyIiero roja u3gajl ykKa3zaHue o rpaduke OTIyCKOB Ha CIEAYIOLIUI
KaJICHAAPHBINA T0Jl, COTJIACHO KOTOPOMY PYKOBOJIUTENH CTPYKTYPHBIX HOJPA3ACICHUN JOJKHBI
IPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHMKOB C yKa3aHHUEM IIPENIoJIaraeMoro Ccpoka
OUYEpPEHOro OTIIyCKa B CIENYyIoIleM KajeHaapHoM roay. Cpok mpencTtaBieHus cnuckos — 10
nekabps Tekyuiero roga. OtTheny KaapoB YKa3aHHEM INPEANHCHIBAETCS COCTABUTh CBOIHBIN
rpa¢uk oTmyckoB pabotHukoB OOO Ha cienyromuil KaleHJapHbBIA TOA U IepenaTh €ro B
JTUPEKINI0 Ha yTBepkJaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHE TpaduKa Ha3HAYeH HaydalbHHUK
otaena kaapos [Tankparosa O.}O. Cpok npencraBnenus rpaduxa — 20 nexadpst TEKyILero roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYAIbHUKOM OTJeNa KaJpoB, INIABHBIM OyXrajlTepoM,
IOPUCKOHCYJIBTOM.

Curyauus 2.

Hupekrop OOO «QOrtanon» (3apeructpupoBano B r.lerpozaBoacke) JI.b.Ilomos 12
(deBpasis TEKyIIEro rofa u3jaaj paclopsiKeHHe O MPOBEIEHUU PEMOHTHBIX paboT B 1iexe Ne 3 B
CBA3M C aBAapUIHBIM COCTOSSHUEM OTONMTEIBHOM CHUCTEMBI lLiexa. PacmnopspkeHneM
MPEUCHIBAJIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObUT Ha3HA4YeH HavaJIbHUK PEMOHTHO-TEXHHUYECKOH ciayxObl MakapoB JI.M1. Cpok BBIOJHEHHUS
Bcex pabot — 15 ¢eBpans Tekyiero roaa.
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OcylecTBICHHEe KOHTPOJS 3a TPOBEACHHEM pPEMOHTHBIX pPa0OT BO3JIarajlioch Ha
HauvajgbHUKa 1iexa Ne 3 Autonosa 1O.B.

Pacriopsbkenue OBUIO 3aBHU3MPOBAHO HAYATBHUKOM  PEMOHTHO-TEXHHYECKOW CITYKOBI
MakapoBbim JI.M. u HavanbHukoMm 1mexa Ne 3 AnrtonHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

3aganue 4. CocraBbTe U 0(pOpMHUTE CJIyKeOHbIe MHCbMA.
Curyanus 3.

OAO «lepBas ®abpuka» (r. bamammxa, yn. 3apeunas, a. 3, 104010) momxHO OBLIO B
cootBeTcTBUU ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O mocTaBke MPOAYKIIUU» MOCTaBUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacuoropckas yi., a. 32, 111123, ten./dakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHyr GypHUTYpy Ha o0myto cymmy 150 000 pyGreit. @akTudecku ke GypHUTYPHI
Oobut0 cmano Ha cymmy 120 000 pyGmeit m HemomocTaBiIeHO Hpoaykimu Ha cymmy 30 000
pyoOuseii. CornmacHo 1.8 J0rOBOpa 3a HEIONOCTAaBKY MPOJYKIHWU JOJDKHA OBITh yIUTadeHa
HEeycTolKa B pa3mepe 5%, 4TO OT CyMMbI HEIOMOCTaBKU cocTaBuio 1500 pyouei.

Hupexkrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmmack k mgupekropy OOO
«IlepBas ®Pabpuka» O.J. CokonoBy c mnpocb00il MepeyucIuTh Ha HX PACUETHBIH CueT
ykazaHHyto cymmy (1500 py0.). B nporuBnom cinysae 3A0 «CAHIAEPEJIJIA» Oyner
BBIHYXJIEHO 00paTuThcsi B rocapbutpax. IlucbMo o HemomocTaBke MPOAYKIUH  ObUIO
coctasieno ucnonautenem P.T. KOnunoii u noamucano @enopoBoit 12 aBrycra TeKyiiero roja.

3ananue 5. CocraBbTe U OdopMHTEe [I0KJIAJHbIE, U OOBSICHUTEJbHbIE 3aNNCKH,
Heo0X0UMbIe B CJIeAYIOIIHX YIIPABJIeHYECKUX CUTYAIUsIX.
Curyanus 4.

Kypbep 3A0 «®apma» C.C. ComMOB peryispHO oma3ibpiBajl Ha paboTy, 4eM Hapymial
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspueil M.B. lllymwnnna HeogHOKpaTHO jaenana
eMy 3aMmeuaHus (B yCTHOH ¢opme), a 12 uroHs Tekyliero roja Obliia BRIHYKIEHA OOpaTUTHCS C
JaHHBIM BorpocoM K [enepanbHOMy nupektopy A.B. CenoBy ¢ IOKJIATHON 3ammMCKOM, B
KOTOpPOM MPOCHJIa MPUHATH Mephl AucuurmuHapHoro xapakrepa k C.C. CoMoBy.

HpaKaneCKne 3a/IaHUd K pasaery 3. Opraﬂnsauuﬂ paﬁoTbl C JOKYMECHTaAMH

3aganue 9. Ilepeuncnure osrtanel J0oKyMeHTooOopoTa B Bamelt opranuzanumn
(BHyTpeHHHME, BHELLTHHE, UCXOJIAIINE).

3aganue 10. O3HakoMuThes ¢ yHupuuUpoBaHHON (opMoil nokymeHTa. [IpaBunbHO
3aMOJIHUTh NPEJIOKEHHYI0 YHUDHUIIMPOBAHHYIO (POPMY TOKYMEHTA.

3ananme 11.

OxapakrepusyiTe ciyx0y Ae10npon3BojacTBa, B Bameil opranuzauuu (uenu, 3axaun
cyx0b1, hopma opranuzammu ciayx0bl JIOVY). Ilepeuncnure oCHOBHBIE MPOOIEMBI CITYKOBI
JOY B Bameil opranuzanuu. IlpencraBpTe NpeasiokeHUs MO YCTPAHEHHUIO CYIECTBYIOIIMX
npooJieM.

3apanue 1. OpopMuTh XXypHan ydeTa BXOASIUX JOKYMEHTOB:

HoMmep aokyMmeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenta 18.12.2021; wucxomsmmii Ne 1-2/82; aBrop-ormpaButens 3A0 «3Jpa»; KpaTkoe
cojiepaHue (3arojIOBOK) J1aTta MOCTyIieHus gokymeHTa 21.12.2021 o cokpalieHuu TMOoCTaBOK
THT 22.12.2007; noanuch ucnonuutens Ceprees.

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

Ne ni/m 152 153;ucnonnurens Pa3un; kpaTtkoe coaepkanue aara gokymenta 21.12.2021
o mpeaoriate mo koHtpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «Iumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTH KypHaAI yuéTa BHYyTPEHHUX JJOKYMEHTOB:
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Ne noxymenra 88; nara noxymenrta 08.01.2021; xrto nmoammcan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PAacIUCaHus; OTMeTKa 00 ucnoaHeHun Cuaopos.

OBPA3EI ’KYPHAJIA PETUCTPAIIUHU BXOJAIIHUX TOKYMEHTOB

Homep Jdara ABToOp- Hexonsammii KpaTtkoe conepkanne
JOKYMeHTa JOKYMeHTa OTIPABHTEIb No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3pan 1-2/82 Jlara noctymnnenus
21.12.2007
O cokpallleHHH [I0CTABOK
THT
22.12.2007
HcnoyunTenn Moanuce Cpok [Mpumeyanus
HCIOJIHUTEIS HCIO/IHEeHHSI
Ceprecs Cepeees 27.12.2007

OBPA3EI ’KYPHAJIA PETHCTPAIIMH HCXOJAIIHUX JOKYMEHTOB

Ne Ajnpecar Kparkoe copepixanne Henosmaurenns | Ne nena Ipumeuyanue
n/n (xomy) (3ar0J10BOK)
152 3A0 Mara noxymenTa Pazun 4-7
«[Tunor» 21.12.2007
O nmpenomnnare 1o KOHTPAKTY

Ne 28/117

22.12.2007
153

OBPA3EL 2KYPHAJIA PETUCTPALIMU BHYTPEHHUX TOKYMEHTOB

Hara Hunekc Kto noanucan Kparkoe Ormerka 00
coJiepKaHue UCIIOJTHEHHH
08.01.2007 88 HupexTop 06 u3zmeHeHHN Cuyiopor
HMeanos IITATHOTO
pacnucaHus

3aganue 4. CexpeTapb-IIOMOIIHMK PYKOBOJIUTEINSA, IPEIBAPUTEIBHO IMPOCMOTPEB
JOKYMEHTALMIO, ITOCTYNHUBIIYIO B OPraHU3aLMI0, IIEPENaeT ee BC pykoBoauTeno. [Ipu 3ToM B
NanKy ¢ JOKYMEHTAaMM BKJIAJbIBAECTCS MUCHbMEHHBI KOMMEHTApHil, BKIIOUAIOUINI CBEJEHUS O
COCTaBE JIOKYMEHTOB, BOIIPOCAX, COACPKALIUXCS B HUX, OT KOTO MOJYyYEHbI JOKYMEHThHI U KOMY
aJpECOBAHBI.
[IpaBunbHO MM B y4peKJAECHUM NOHMMAKOT HAa3HAYECHHE OIEpalud «IIpEIBapUTEIBHOE
paccMOTPEHHUE JOKYMEHTOB»?
KoHTpoJbHBIE BONIPOCHI:
1. Kakue sTanbl mpoXoAsAT NOKYMEHTHI, OTIIpaBieHHble opranusauuen? IlpencraBbre
KpPaTKyI0 XapaKTEPUCTHUKY.
2. Kakue 10KyMeHTBI Ha3bIBaIOT MOCTYMAIOIIMMHU, OTIPABISIEMbIMUA U BHYTpEHHUE?
3. Kaxkumm noxymeHTamMM pyKOBOZCTBYIOTCSI IMPU NMPOEKTUPOBAHUH U PallMOHAIH3ALMU
JTOKyMEeHTOoOOopoTa?

3aganue S. CocTaBbTe IIOJIO)KEHHE O HOBOM CTPYKTYPHOM IOAPA3JEICHUU B
aJMUHUCTpalMu ropoja bamammxu (otaen kajapoB, (PMHAHCOBO-3KOHOMHUYECKUI OTHEIN, OTHel
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CTpaTernuecKkoro pa3Butws) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB Mo uHGOpMauuu, OHUOIMOTEYHOMY M H3JAaTeNbCKOMY neny. OpraHu3zalnuoHHO-
pacropsauTenbHas JoKyMeHTanus. TpedoBanus K 0hOpMICHUIO JOKYMEHTOBY
3aganue 6. CocTaBbTe OPraHU3AIMOHHYIO CTPYKTYPY AETIONPOU3BOACTBEHHOM CIIY:KOBI
Bameit opranuzanuu. YcTaHOBUTE TEpEYEHb HOPMATHUBHBIX JIOKYMEHTOB, KOTOPBIMU
MOJIB3YIOTCSL COTPYAHUKH CTyk0bI JJOY.
3apanue 7. Omnpenenure, K KaKUM BHAAM JOKYMEHTOB OTHOCSITCSI MPEJICTABIICHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKeHHE 00IIecTBa
1.1. TlomueiM ¢uUpPMEHHBIM HaMMEHOBaHHWEM oOmecTBa sBisiercs: OOImecTBO ¢
orpannyeHHO oTBeTcTBeHHOCThIO «HOTA». CokpamienHoe ¢(upMeHHOe HaUMEHOBAaHUE
obuiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue odmecTBa (IMOYTOBBIN aapec): MooaeKHbId mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas ®@eneparus.
Teker 2
OO0m1mre moJ0XKeHUs
1.1. Cekperapb-pedepeHT OTHOCHUTCA K KATErOPUU CHEIHAIMCTOB MPEINPHUITHS,
MIPUHUMACTCS U YBOJIBHSIETCS TUPEKTOPOM.
1.2. OcHOBHBIMHU 3aJjauaMu CeKpeTaps-pedepeHTa SBISETCS OpraHu3alMoOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBIEHYECKOM 1eATEIbHOCTH. .
Teker 3
1.1. DnexTpornpoBoaka B y4eOHbIX NOMELIEHUSIX JODKHA HAaXOAUTHCS B HMCIPABHOM
coctossHuU. CONPOTUBJICHHUE H3OJIALMU TMPOBOJIOB JOHKHO MEPUOAUYECKH 3aMepAThCS, MPHU
HEOOXOIMMOCTH JIOJKEH MTPOU3BOIUTHCS PEMOHT.
1.2. 3ampemaercss NpUMEHATh ISl 3alUTHI 3JIEKTPOCETEH BMECTO aBTOMAaTHYECKHX
MpEeIOXPAHUTENICH U TJIAaBKUX BCTABOK 3aIIUTY KYCTAPHOTO U3TOTOBJICHUS (OKYUKHY).

PE®EPATHI 1O JUCIUIIVIMHE « IEJIOITPOU3BOACTBO»
JJIAA TEKYIIEI'O KOHTPOJIA

Hanucanue pedepara sBisieTcss BaXHBIM JJIEMEHTOM CaMOCTOSITENILHOM paboThI
CTYJICHTOB B IIEJSIX TPHOOpPETEHUST UMH HEOOXOJMMOW NpodhecCHOHATBHON IMOATOTOBKH,
Pa3BUTHUSI YMEHHUS U HAaBBIKOB CaMOCTOSITEIbHOTO HAyYHOT'O MOMCKA: U3yYEHHE JINTEpaTyphl MO
BbIOpaHHOW TeMe, aHalM3a U OCMBICICHUS DPAa3IMYHBIX IMOJXOA0B, OOOOLIEHHs Marepuaa,
BbIJIEJICHUS TJ1aBHOTO, (POPMYJIMPOBAHUSI BHIBOJIOB U T.II.

C nomomursio peepaToB CTYJEHTHI INIyOXe MOCTUTAI0T HanboJiee CI0XKHbBIE MPOOJIEMBbI
Kypca, yJarcs JJaKOHMYHO M3JIaraTh CBOM MBICIIH, IPABUIBHO 0OPMIIATH paboTy, 10K/IaIbIBaTh
pE3yJIbTaThl CBOETO TPYaA.

O6mwem pedeparta, Kak mpaBuiio, ot 10 10 20 MaITMHONUCHBIX CTPAHMIL.
CrpykTypa pedepata:

—  TuTylIbHBIN JTUCT.

—  Conepxanue.

— Bgenenue (maercst mocTraHoBKa BOIpoca, 00BSICHIAETCS BBIOOP TEMBbI, €€ 3HAYMMOCTb
U aKTYaJIbHOCTh, YKa3bIBAIOTCS LIENb U 33/1a4K pedepaTa, JaéTcsl XapaKTepUCTUKA HCTI0JIb3YeMOM
JUTEPATYPHI).

— OcHoBHas 4acTh (COCTOMT M3 IJIaB M MOJIJIAB, KOTOPHIE PACKPHIBAIOT OTAEIbHYIO
npo0IeMy UM OJHY U3 €€ CTOPOH U JIOTUYECKH SIBIISIFOTCS MTPOAOIDKEHHEM APYT IPpyTa).

— 3axmroueHue (MMOJABOMATCS MTOTH W JAIOTCS OOOOIIEHHBIE OCHOBHBIE BBIBOJBI IO
TeMe pedepara, JealTCsa PEKOMEH IAUN ).

—  Crnucok nureparypsl.
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B cnucke nureparypsl J0mKHO ObITh He MeHee 8 - 1 0 pasIMYHBIX MCTOYHHKOB.
JlomyckaeTcsi BKIIIOUEHHE TabIull, rpaduKoB, CXeM, KaKk B OCHOBHOM TEKCTE€, TaK U B Ka4eCTBE
IIPUIIOKEHUN.

CTyneHThl MpencTaBiIsioT pedeparsl Ha KOHTAKTHBIX 3aHATHUSX B BUJAE BBICTYILICHHUS
IPOJOJDKUTEIBHOCTBIO 5-7 MUHYT U OTBETOB Ha BOIIPOCHI.

IIpumepHbIe TeMbl pedepaToB

1.  Opranuzanus J0KyMEHTOOOOpOTa: OCHOBHBIE IIPABUJIA U HTAIIBL.

2. DTambl pa3BUTH JEONPOU3BOACTBA B Poccum.

3. Cnyx0a nenonpou3BoJCTBA U TOKYMEHTAIIMOHHOIO 00€CIIeYeHUs YIIPaBICHMUS.

4.  HopmarupHo-mpaBoBasi 6a3a COBPEMEHHOIO JEI0IPOU3BO/ICTBA.

5. HopmaruBHast ocHOBa Ipolecca JOKYMEHTHPOBAHUS YIPABJICHUS [IEPCOHAJIOM.

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

1. JIOJDKHOCTHASI MHCTPYKIUSA KAK OpPraHU3allMOHHBIN KaIpOBBIA JOKYMEHT.

8.  CocraB 1 BUJbI KaJpOBOH JOKYMEHTAIIUH.

9.  JloxymeHTHpOBaHHUE mpouecca 0QPOPMIICHHUS TPYAOBBIX OTHOIICHUH.

10. DkcmepTu3a HEHHOCTH TOKYMEHTOB

11. Cexkperapb B CTPYKTYpE yIpaBICHUS

12.  OducHsie cpenctBa pabOThI C TOKYMEHTaMU

13. 3HaueHme JOKyMEHTa B YIPABICHUECKOU ACATEIBHOCTHU, KIACCU(PUKAIIHS
CIIy’)keOHBIX JOKYMEHTOB.

14.  VYuudwukanys u cTaHIapTH3ALMS JOKYMEHTOB.

15. Jlemompou3BOACTBO B OpraHax MCIOJIHUTEIbHON BiacTu. [lopsaok paccMoTpeHus
oOpallleHu# Tpaxk/iaH.

16. OcoGenHoctu opopmiieHus HHHOPMALMOHHO-CITPABOYHON U KaAPOBOA
JOKYMEHTAIUH.

17.  [lenonpou3BOACTBO B cOBpeMeHHOM Poccuu

18. Jlemompou3BOACTBO JOPEBOIIOIMOHHON Poccuu

19. [lenonpou3BOACTBO B cOBETCKYIO 3moxy (1917-1991rr.)

20. Opranuzanus JOKyMEHTO000pOoTa

21. Peructpanusi JOKyMEHTOB

22.  KoHTpOJb HCIIOHEHUS JOKYMEHTOB

23. CucreMartuzanus U XpaHEeHHE TOKYMEHTOB

TEMBI JOKJIA1IOB
no gucuumnaune «/leaonpousBoacreo»

1. TlonsATHe nenonpou3BOACTBA, HCTOPHUS €TO MOSBICHHUS.

2. llenu, 3a1a4y ¥ TPUHIIMITEI COBPEMEHHOTO JIEJIOTIPOU3BOICTBA

3. JloKyMeHT Kak HOcUTellb HMHQOpPMAaLUMU M KaK CpEICTBO pealu3aluu
yIpaBiIeHYECKUX (QYHKIUH.
JIOKyMEHT: IOHSATHE U OCHOBHbIE TPEOOBAHHUS K €r0 COCTABJICHUIO
5. Knaccudukarus 10KyMeHTOB
6. Pabota ¢ 3asBICHUSIMH TPAXKAAH.
7. Pa3paboTka HOMEHKJIATYPHI JIeII.
8
9

&

Opranmzanus JOY ¢ noMolpi0 aBTOMaTU3UPOBAHHOM cUCTEMBI «Jlemo»
Pa3pabotka [lonoxenust 06 3kcrepTHON KOMUCCHH

10. IIpoBeneHue 3KCHEPTU3BI ICHHOCTH IOKYMEHTOB

11. Odopmuenue 06510KeK 1€ C pa3HBIMH CPOKaMH XpaHEHUS

12. TloarotoBka TOKyMEHTOB K YHUUYTOKEHUIO

13. CocraB u 0cOOCHHOCTH PabOTHI C KaAPOBOW TOKyMEHTAIIUCH

14. PaGora ¢ KOHOUACHIIUATHHBIMU JOKYMEHTAMH
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15. Ocobennoctu paboThl ¢ OOpaleHUsIMH U KaJlo0aMH OT TpaxkaaH JJOKyMEHT Kak
HOCHUTEITh MH(POPMAITUH U KaK CPEICTBO PEATN3alUN YIPABICHUSCKUX (yHKIIHHA.

16. HopmatuBHO-TIpaBOBBIE M METOJUYECKUE OCHOBBI JEIONPOU3BO/ICTBA

17. Yuaudukanus U CTaHJapTH3AIHSI KaK OCHOBHBIC HaTpaBJICHUS
COBEPILEHCTBOBAHUS TOKYMEHTAIMH. DTaIlbl JOKYMEHTOO0OPOTa B OPTaHU3AIIH

18. Opranuzarus paboThl ¢ JOKyMEHTaMHU.

19. HMunekcanust TOKYMEHTOB, IIPaBHJia MHCKCAIIUU JIOKyMEHTOB

20. KoHTpoIb, 32 UCTIOTHEHUEM JJOKYMECHTOB

21. TloaroToBka Jen K apXMBHOMY XPaHEHUIO

22. DIEKTPOHHBIM TOKYMEHTOOOOPOT B OpraHu3aIuu

®OH/] OLIEHOYHBIX CPEJCTB JIJISI A”TOTOBOM ATTECTAIIMH 1o aAucHMILIHHE
«Jlenonpou3BoACTBO»
3auyeT NpoBOJIUTCS B BUJIE HTOTOBOT'O T€CTAa WM B (hOpPME OTBETOB HA BOIIPOCHI

KOMILJTEKT TECTOB (3auer)

1. loxkyMeHTAaUMOHHOEe o0ecreyeHHe YIPABJICHYECKUX pelleHuii, KakK Mpouecc

BKJIIOYAET B ce0s:
a) TOKyMEHTUPOBAHHE PEILICHUS;
0) MHPOPMALMOHHYIO MOAJICPKKY PEUICHUN;
B) IOKYMEHTHPOBAHHUE PEIICHUS U KOHTPOJIb 32 €r0 BHIMOJIHEHHEM.
2. CKOJIbKO YeJIOBEK MOKeT BXOJHTh B COCTAB IKCIEPTHONH KoMuccuu?

a) oT 2 u 6oee

0) 6 u Gonee

B)2 110 5

r) 4 u Gonee
3. Koraa perucrpupyrorcsi ucxoasiiue 10KyMeHTb1?

a) B JICHb OTIIPABKH

0) B JICHb ITOIITUCAHUS

B) B JIEHb COIJIaCOBaHUs MIPOEKTa

T') HE PETUCTPUPYIOTCA
4. HomeHKIaTypa /ieJ1 COCTABJISIETCS:

a) B 3 DK3eMILISpax;

0) 4;

B) 2.
5. Yka:kuTe, KaKue JOKYMEHTBI COCTABJISIOTCSH M0 Pe3yJbTaTaM IKCIEePTU3bI

HEHHOCTH JOKYMEHTOB.

a) pelieHne IKCIEePTHON KOMUCCUHT

0) aKT O BBIJICJICHUU JOKYMEHTOB Ha YHUUYTOXKEHUE

B) CITy»KeOHasl 3aMmucKa O 3aceJaHNH IKCIIEPTHON KOMUCCUHT

T') IPUKa3 M0 OCHOBHOM JESITETbHOCTH
6. KTo umMeeT npaBo npoajiuTh CPOK MCIIOJTHEHUSI IOKYyMeHTa?

a) JINII0, KOTOPOE €T0 YCTaHOBUIIO

0) A0, KOTOPOE UCTIOTHSET TOKYMEHT

B) PYKOBOJIUTENb YUPEHKICHUS

I') CeKpeTapb
7. Ilpu kakoM o0beMe IOKYMEHT0000p0TA MPUMEHSIETCS KyPHAJIbHAs CHCTEMA

perucrpauum?
a) 10 10 000 1OKyMEHTOB B TOf
0) 1o 600
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B) 10 1000
r) 10 300 TOKYMEHTOB

8.  IlyTb, KOTOpBIi MPOXOIUT JOKYMEHT OT HAYAJIa ero CO3JaHUs 10 CAa4U B apXUB
—3T0:

a) TOKyMEHTUPOBaHHUE;

0) J1eJI0TPOU3BOJICTBO;

B) JOKYMEHTOOOOPOT;

') cUCTeMa JIOKYMEHTAIIUH.

9.  JIOKyMeHTBbI, KOTOPbIE M0 COAEPKAHUIO ABJSIOTCS cen(puIecKUMH U HOCAT
XapakTep pa3oBoro 10KyMeHTa — 3To:

a) UHIUBUyalbHbIC JOKYMEHTHI;

0) TUIIOBBIE JJOKYMEHTHI;

B) MPUMEpPHbIE TOKYMEHTHI;

T) TpadapeTHbie JOKYMEHTHI.

10. [dena Bpemennoro xpanenus (10 10 ser):

a) TOJIITUBAIOTCS B TBEPAYIO OOJIOKKY;

0) Ha OTJENIBHOM JIUCTE JIeJaeTCs 3aBepUTEeIbHASI HA IITUCH;

B) U TO U JIPYIO€;

T') HU TO, HU JIPYTOE.

11. IIpaBoBoii aKT, onpeaeJsOINMi NOPsA0K (opMupoBaHHs, 3aaayM,
00SI3aHHOCTH, NMPaBa, OTBETCTBEHHOCTh M OPraHU3ALMI0 PadoThI NMPEINPUITHS B LEJIOM
WIHN €ro CTPYKTYPHBIX NMOAPa3/ieieHHil — 3TO:

a) TPy/I0BO JTIOTOBOD;

0) MOJI0KEHHUE;

B) JIOJKHOCTHASI HHCTPYKIIMS

T') LITAaTHOE pacIUCaHHUeE.

12. K opraHu3auHOHHBIM JJOKYMEHTAM OTHOCSITCS:

a) yCTaB, MTAaTHOE PACIMCaHUE, TOJIOKCHHUE O CTPYKTYPHOM TIOJIpa3ciiCHUH,
JOJIKHOCTHBIE HHCTPYKIIUU;

0) MOCTAaHOBJICHHSI, YCTAB, MPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TIOJIOKEHUS;

B) MPOTOKOJIBI, aKThI, 00BSICHUTENbHBIE U JOKIJIAHBIC 3aMUCKHU;

T') yCTaB, YKa3bl, ITATHOE PACIIHCAHUE, IOJOXKEHUE O CTPYKTYPHOM IOIpa3/IeIICHAH,
JOJIKHOCTHBIE HHCTPYKIIUU.

13. IIucpma, KOTOpbIe HANMPABJIAIOTCH C HeJbI0 MOATBEP:KICHHS JAHHBIX paHee
o0elaHuii WJIN OrOBOPEHHBIX YCIOBHIA:

a) COMPOBOIUTEIbHBIC THCHMA,

0) rapaHTUIIHBIE TUCHMA;

B) MICHhMA-TIOATBEPKICHUS,

I') IMChMa-peKJIaMaliu.

14. doxkyMeHT0000pOT — 3TO:

a) IBKEHHUE TOKYMEHTOB B OpraHU3aIlMi ¢ MOMEHTA WX MOJYYCHUS WM CO3JaHUS 10
MOMEHTa OTIIPABKH WJIM HCITOJTHCHUS;

0) co3gaHre ONTUMAIBHBIX YCIOBHM sl paOOTHI ¢ JOKYMEHTaMU;

B) MpOIIECC CO3JaHMs IOKYMEHTA.

15. Kakwue U3 3THX JOKYMEHTOB HANPABJISIOTCS OT BbIIIECTOSIIIET0 YPOBHSI
ylpaBJieHHs K HHKeCTOSIIEMY:

a) pUKas;

0) 3asiBIIeHUE;

B) yKa3aHUE;

T) ciry>xeOHas 3anucka?
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16. Opranu3anus padoThbl ¢ JOKYMEeHTAMH HAYMHAETCSH:

a) C MCIIOJIHEHHSI JOKYMEHTA;
0) HanpaBJIeHUs1 JOKYMEHTA Ha UCIIOJIHEHUE;
B) NIpHe€Ma BXOSILET0 JOKYMEHTA.

IIpumepHbIii IepevYeHb BONPOCOB K 3a4eTy:

1. Ilenu, 3a7auu ¥ NPUHLUIIBI COBPEMEHHOIO JEJIONPOU3BOICTBA

2. JIOKyMEHT KaK HOCHUTEJb HH(POPMAILIMU U KaK CPEJICTBO PEAM3aLUN YIPABICHUYECKUX
GYHKIIHA.

3. JIOKyMEeHT: OHATHE U OCHOBHBIE TPEOOBAHUS K €TO COCTABICHUIO

4. Knaccudukaius J0KyMEHTOB

5. CoctaB 1 0COOEHHOCTH PAOOTHI C KaIPOBOM TOKYMEHTaLUeH

6. Pabora ¢ KoH(HUICHINATLHBIMU JOKYMEHTAMHU

7. OcobenHocTu pabOThl C OOpalIeHUSIMU U >Kajobamu OT rpaxaaH J[OKyMEHT Kak
HOCUTEIb MH(OPMAIIUK U KaK CPEJCTBO pealln3allui YIPaBICHYECKUX (QYHKINH.

8. HopmatuBHO-TIpaBOBBIE M METOJUYECKHE OCHOBBI JIEJIOTIPOU3BO/ICTBA

9. Yuudukauus u craHzapTU3alus Kak OCHOBHBIC HAlpaBJIEHUS COBEPILEHCTBOBAHUS
JIOKyMEHTalMu. DTarnbl JOKYMEHTO000pOTa B OpraHu3aluu

10. Opranuzanus paboThl ¢ JOKYMEHTaMH.

11. WMupekcamus TOKyMEHTOB, PaBUJIa HHIEKCAIIMH JOKYMEHTOB

12. KoHTpoJb, 32 UCIIOIHEHUEM JOKYMEHTOB

13. TloaroroBka aen K apXUBHOMY XPaHEHHUIO

14. DnekTpoHHBIN TOKYMEHTOOOOPOT B OpraHU3aluu

15. Opranuzanust JOKyMEHTOOO0pOTa

16. Peructpanus JOKyMEHTOB

17. KoHTpoib UCTIOTHEHUS JOKYMEHTOB

18. Cucremaruzanus v XpaHeHHE JTOKyMEHTOB

19. denepanbHoe 3aKoHOAATENBCTBO 00 opranuzanuu 10V, TpeboBanus yHupUKaLUU U
CTaHJApTH3AIHH.

20. OcHOBHBIE HaIlpaBJICHHUsI COBEPLICHCTBOBaHMS cCOCTaBa U (OPM JIOKYMEHTOB B
coruaibHOU chepe.

21. Bugsl JOKYMEHTOB (pacmopsIuTeNbHble, OpraHU3allMOHHbIE, WH(OPMAIMOHHO-
CIPaBOYHBIC) U MX XaPAKTEPUCTUKH.

22. TlepeyHn NIOKYMEHTOB C THUIIOBBIMH CPOKaMHU XpaHEHHs. 3HAYCHHE IepeyHed H
MOPS/IOK MX IPUMEHEHUS B JIEIOTIPOU3BOJICTBE.

23. OpraHuszalMoHHbIe (HOPMBI AETONPOU3BOACTBA. VX 3aBUCHMOCTH OT CHEHU(PUKH U
OpTraHU3aIMOHHON CTPYKTYPBI YUPEKICHHUS.

24. JlokymMeHT0000poT. OnpeseneHne, XapakTepuCcTHKa OCHOBHBIX JJOKYMEHTOIIOTOKOB.

25. TlpaBuia opraHu3amnuy JOKYMEHTOOOOPOTa OPTaHHU3AIIHH.

26. JIokyMeHTO0OOPOT KakK 3((eKTUBHBIH MHCTPYMEHT ONTHMM3ALMHU YIPABICHUYECKUX
pELIeHMI.

27. Texuomnorusi paboThI ¢ OOpALIEHUIMHU TPaKAAaH B AEJIONPOU3BOICTBE OpraHU3alllu.

28. TpeboBaHUS 3aKOHO/IATENILCTBA K OPTaHU3AINN PaOOTHI C 0OpaIEHUSIMHA TPaKIaH.

29. Homenknarypa nen, e€ 3HaueHUE, BUJbl HOMEHKJIATYpP /€, METOJMKA COCTABICHUS
HOMEHKJIATYp JIe.

30. IonATue «3KCHEPTU3bl IIEHHOCTH» JIOKYMEHTOB B JEJONPOM3BOACTBE, 3a7aydl M
MOPSIIOK TIPOBEICHHUSL.

31. TeHnxeHIMH Pa3BUTHSA AJIEKTPOHHOTO JOKYMEHTO000pOTA.

32. TIpaBoBoii cTaTyC AJIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIFHOE W HOPMATHBHOE
pEryJIMpOBaHUE UCIOIb30BAHUS AIEKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JIAHHBIX B COIMATILHOM cdepe.
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33. JIOKyMEHTHI HO JIMYHOMY COCTaBY M UX OCHOBHBIC BUJIBI.

34. Drampl 00padOTKH BXOIAIUX TOKYMEHTOB.

35. IlepBuunast 00paboTKa BXOJSMINX JOKYMEHTOB.

36. IlpuHsATHE YIPABIEHYSCKOrO PEIICHHUS 10 KOHKPETHOMY JIOKYMEHTY.

37. O6paboTKa OTIPaBISIEMBIX TOKYMEHTOB.

38. Perucrparust JOKyMEHTOB.

39. ®opMBl perucTpaluyd JTOKYMEHTOB: IIEHTPAJIM30BaHHAs, JCIICHTPAIN30BAHHAS,
CMeEIlIaHHasl.

40. KoHTpoJIb UCTIOTHEHUS JIOKYMEHTOB.
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