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1. Ilnanupyembie pe3yJIbTAThl 00y4eHHUS MO0 JUCHUILINHE, COOTHECEHHBIE C
ycranoBJeHHbIMUA B OIIOII BO ungukaTopamMu J0CTHKEHUS] KOMIIETEHIIH I

1.1 Ilepeyenb KOMNETEHINI,

OpPMHPYEMBbIX Y4eOHOH TUCIUIIIMHOM

Koa n HauMeHoBaHne KOMIIETEHIIMH

NHaukaTopbl 10CTHKEHUS] KOMIIETEHIIUH
IInanupyemMble pe3yJbTaThl 00y4eHH s

YHnBepcaanaﬂ KOMIICTCHI U

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

(Ko 1 HANMEHOBAHUE)

3HaTh (3): 3HaeT HEOOXOOUMBIC IS OCYIIECTBIICHUS
npodecCHOHAIbHON ESATEIBHOCTH HOPMBI IIpaBa |
MCTOAUYCCKUC AOKYMCHTBIL B obactu
JeTIONPOU3BOCTBA.

Ymers (Y): VYmeer onpenensats Kpyr 3amad  Juist
nocTpoeHust 3Q(HEeKTHBHON CHUCTEMBI JEIONPOU3BOACTBA
U JOKYMEHTOOOOpOTa, IUIAHUPOBATh COOCTBEHHYIO
IEATENILHOCTh MCXOAS M3 UMEIOIIMXCS PECypPCOB; pPelIaTh
IIOCTAaBJICHHBLIC 3aJa4d B paMKax I/I36paHHI)IX BUJI0B
npodecCHOHAIbHON AEATEILHOCTH.

Baagers (B): Biageer MPAKTUYECKUM  OIBITOM
MMPUMEHEHUSI HOPMATUBHO-METOIMYECKON 0a3bl peIICHUS
3a1a4 B obnactu JIEJIOTIPON3BOICTBA u
JIOKYMEHT0000pOoTA.

2. lean 1 3a1a41 0CBOEHHA Y4eOHOI TMCUMILINHBI, MECTO JUCHUILIUHBI B
crpykrype OIIOITI BO

Huctunnmuua  «JlemonpousBoacteo»  (b1.0.20) ortHocutcs Kk  0a30BOM  4YacTu
dbopMupyeMOil ydyaCTHUKaMH 0O0pa30oBaTEIbHBIX OTHOIIEHWH OCHOBHOW MpPOdeCcCHOHATBHON
o0pa3oBaTenbHON IpOrpaMMel Beiciiero oopasosanus 35.03.04 ArpoHomusi.

[lenbto W3y4YeHHsS MAUCUUIUIMHBI - SBISETCS (QOPMHUPOBAHUE Yy CTYJEHTOB 3HAHUU
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3JJaHMs JOKYMEHTOB B CUCTEME YIPABJICHUS, a TaKKe
npuoOpeTeHrne HaBBIKOB TI'PaMOTHOM M 3(QQEKTUBHOM  OpraHu3allid  COBPEMEHHOIO

ACJIONIPOU3BOACTBA HA NPCAIIPUATHH.

Z[J'ISI peaj3annun IMOCTaBJICHHOU neim, B TIPOLECCE OCBOCHHUA MOUCHUIIINHBI
((I[CHOHpOI/BBO,Z[CTBO» ObLIH C(bOpMI/IpOBaHBI CJICAYIOIUC 3alavu:
— HU3YUYUTH 3aKOHOAATCIIbHBIC )51 HOPMAaTUBHO-MCTOJUYCCKHUC JAOKYMCHTHI,

pPErilaMCHTHUPYIOIIUC pa60Ty C JOKYMCHTAMU OpTraHU3allnuu,

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

JOKYMCHTOB;

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

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

PETIIaAaMCHTHUPYIOINIUX TOPAAOK CO3AaHUA U ABVXXCHUSA JOKYMCHTOB;

— chopMupoBaTh y 00ydaromuXcsl MPAKTHUECKUE HABBIKH OPUAMYECKUA TPAMOTHOTO
o(opMIIEHHS JOKYMEHTOB, C YUE€TOM I0JIO)KEHUI HOPMAaTUBHBIX JOKYMEHTOB;

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

— 00ecnevYnTh YCBOCHHE OCHOBHBIX MPaBUil 00PaOOTKH M XpaHEHHUS JOKYMEHTOB.

— copMupoBaTh HaBBIKH
yIIpaBJICHUS;

cocTaBlIeHUS U O(OPMIIEHUS OCHOBHBIX JIOKYMEHTOB




— O3HaKOMUTb CJIYIHaTCJIGP'I C COBpPCMCHHBIMU TCXHOJIOIUusIMHU OpraHu3aliu

JIOKYMEHTO000pOTa MPEINPUITHIA U OpraHU3aIIHiA.

3. O0bem yqeﬁnoﬁ AUCHUIIMHBI B 3a4Y€THBLIX CAMHUIIAX C YKa3aHUEM

KOJINYE€CTBA aKAAEMHUYECCKUX YaC0B, BBIICJICHHbBIX HA KOHTAKTHYHIO paﬁoTy

o0y4ariumuxcs ¢ npenogasaresieM (10 BUAAM y4eOHbIX 3aHATHI) U HA

CaMOCTOSITEJIbHYI0 padoTy 00y4aromuxcs
3.1 3aounas ¢popma oOyueHus

Buj yue6HO# paboThI 3 Kypc
OO0m1as TpyA0EMKOCTh JUCIIUIUIMHBI, 3a4€THBIX SUHUIL 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 14,25
B T.4. 3aHSATH JIEKIMOHHOTO THIIA 6
3aHSTUSI CEMUHAPCKOTO TUTIA 8
MIPOMEKYTOUHAs aTTeCTAIIUS 0,25
CamocrosiTesibHasi padoTa 00y4aouuxcs, 4acoB 125,75
Kourtpoin 4
Bua npomexyTo4HON arTecTanuu 3auer

4. Cogepxxanme TUCHUILUINHBI, CTPYKTYPUPOBAHHOE 10 TeMaM (pa3gesiaM) ¢
YKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYeCTBA aKaleMHUYEeCKHX YaCOB M BU/I0OB

Y4eOHBbIX 3aHATHI

4.1 Ilepeuenv pazodenoe OUCUUNIUHBL C YKAZAHUEM MPYOOEMKOCHU
ayoumopHoi (KOHmaKkmHoil) U camocmoamenvbHoll padomaol, 6UO06 KOHMPO.1ell

U nepeuna Ko.innemeuuuﬁ
3aouHas popma o0yUyeHHsI

TpynoeMKOCTb, 4aCOB Kon
B TOM YHCJIIE HanmenoBanme MK
HaumeHoBaHue pa3ieiioB U TeM ayJTUTOPHOU OLIEHOYHOT'0
BCETO .\ | CaMOCTOATEND
(KOHTaKTHOI) N cpencTaa
HOM paboThI
paboTHI
Pasnen 1. TeopeTnueckre OCHOBEI VK-2
A p 31,4 3 28,4
JICJIONPOM3BOJICTBA
1.1 Uctopust pa3sBUTHSA TOCYIapCTBEHHOIO
pui p yAap 7,5 1 6,5 IpakTuueckas pabora,
Jieonpoun3BoicTea B Poccuun
TecT, pedepar, JoKIag
1.2. llenu, 3aqa4¥ ¥ IPUHITAIIBI 97 1 8.7
COBPEMEHHOTO JICJIOTPON3BOICTRA ' '
1.3. Knaccudukanms J0KyMEHTOB 14,2 1 13,2
Pasnen 2. CoBpeMeHHBIE TPEOOBAHUS K VK-2
A P P 56,6 6 50,6
0(OPMIICHHUIO JJOKYMEHTOB
2.1. HopMaTHBHO-TIPaBOBEIE U
METOIUYECKUE 21,4 1 20,4 IpakTrdeckoe
OCHOBHI JICJIONPON3BOJICTBA 3a/anne, YCTHBIN
2.2. CocTaBiieHHEe OPraHUu3aIMOHHO- OTBET Ha BOMPOC
PacHopsAUTEIbHBIX U HH)OPMAIIMOHHO 19,5 3 16,5 JTOKJIA
CIIPABOYHBIX JOKYMEHTOB
2.3 TpeboBaHus K COCTaBIECHUIO H
P 15,7 2 13,7
0(OPMIICHHUIO ITHCEM
Pasgen 3. Opranusamusa paboTEI ¢ II VK-2
5 P 1t p 51,75 5 46,75 pakririeckoe
JIOKyMEHTaMH 3ajanue, YCTHBIN
3.1 Opranmzanus JOKyMeHTO000pOTa Ha 188 5 16.8 OTBET Ha BOIIPOC
NPENIPUATHN ' ' JIOKTIa




3.3 DIeKTPOHHBIN TOKYMEHTOO0OPOT B 20,4 5 18,4

OpraHusalyu

3.3 ABTOMaTHU3UPOBAHHBIC CHCTEMBI 12,55 1 11,55

ydueTa JOKYMEHTOB

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

IIpomexyTouHas aTTecTalus 4,25 0,25 4 Urorosoe

TECTHPOBaHHE,
MACbMEHHBIN OTBET
Ha
3K3aMEHAalOHHBIN
BOIPOC
HUTOI'O no qucuuimHe 144 14,25 129,75 -

Hpumepubtﬁ nepevernb OUCHOYHbBLX cpedcme ons meKyuieco KOonmpoJia ycneseaemocmu

No | HaumenoBanune | KpaTkas xapakTepHCTHKa OLEHOYHOI'O CPEICTBA IIpencraBnenue
1/ | OLIEHOYHOTO OIIEHOYHOTO
I | cpeacTea cpencTBa B PoHIe
1 3amaga CpencTBo OLIEHKH YMEHHUS TPUMEHSTh TIOTy4YeHHEIE KoMmmiekT 3amau u
(TpakTHYeCKOe | TEOpPEeTHYECKUE 3HAHUS B MPAKTHIECKON CUTYaluH. 3aMaHui
3a/1aHne, 3anaya (3agaHne) NODKHA OBITH HATIPABJIeHA HA OLEHUBAHHE TEX
nabopaTtopHasi | KOMIETEHIHMH, KOTOPBIE MMOJJIeKAT OCBOCHUIO B TAHHOW
pabota) JTHCIMIUINHE, TOJDKHA COIEPIKaTh YETKYIO0 HHCTPYKIIHIO TI0
BBIMTOJIHEHHUIO WJIH QJITOPUTM JEHCTBUU.
2 | Cobecenoranue | CpencTBO KOHTPOJIS, OPraHU30BaHHOE KaK CIIeIMalIbHAs Oecea Bormpocsr o
Mperno/iaBarens ¢ 00y4aroUMCs Ha TEMbI, CBSI3aHHBIE C TeMaM/pasienam
M3y4aeMoil JUCIUIUINHOM, 1 PAaCCUNTAaHHOE HA BBISICHEHNE JMCIHUTUINHEI,
o0beMa 3HaHUI 00YJaIOIIErocs 10 ONPEAEICHHOMY pa3aeny, HpE/ICTaBJICHHBIC B
Teme, mpobieMe | T.1I. NPUBSIZKE K
KOMITETECHIIUSIM,
IPEyCMOTPEHHBIM
PI1J]
3 Tect Cucrema cTaHIapPTU3UPOBAHHBIX 38/ TaHHM, TTO3BOJISIOIIAS DoHJ TECTOBBIX
aBTOMAaTH3MPOBATH MPOLIEAYPY U3MEPEHHS YPOBHS 3HAHUH U 3aaHui
yYMEHHH 00y4aronierocs.
14 | Pedepar [IpoaykT camocTosTeNBHOM paboThI CTYAEHTa, peAcTaBistomuid | Tembl pedepaToB
coboit KpaTKOC MU3JI0KCHUEC B IMCbMCHHOM BUIC MTOJIYYCHHBIX
Pe3yIBTaTOB TEOPETUUECKOTO aHAIN3a OIIPECIICHHON HayYHOH
(yueOHO-HMCCIIeT0BATETLCKOM ) TEMBI, T/IE aBTOP PACKPBIBAET CYTh
HCCIIeAyeMOH TIPOOJIEeMBI, MPUBOIUT PA3INYHBIC TOUKHU 3PCHIUS, a
TaKXe COOCTBEHHBIE B3TJISIIBI HA HEe.
15 | Hoxman, [IpoaykT camocTOsATENHHOM pabOThl CTYACHTA, IpeACTaBIAIOMNN | TeMbl TOKIa10B,
cooO1eHme co00# myOIMYHOE BBICTYIUICHHUE 110 MPECTABIICHUIO TIOJIyYeHHBIX | COOOIIeHU
PE3YJIbTATOB PEIICHUS ONPEICIICHHON YueOHO-TIPaKTUYECKOH,
y4eOHO-HCCIIeI0BATENbCKOM WIIM HAYYHOH TEMBI
4.2 Cooepoicanue oucyuniaunsvl no pazoenam u memam
Pa3nes 1. Teopernyeckue OCHOBBI eJIONPOU3BOACTBA
Hean — wu3yyeHHE TEOPETHUUECKUX OCHOB PAa3BUTHUS TOCYAAPCTBEHHOM CHCTEMBI

nenonpou3BocTBa B Poccum.
33)13‘11/[ — U3YUUTb OCHOBHBLIC IIOHATHA B CUCTCMC IIGHOHpOI/IBBOI[CTBa, I/IBYLII/ITL neiu,

3a/la4yd W TPUHIUIIBI COBPEMEHHOTO JEIOMPOU3BOICTBA; M3YUYUTh OCHOBHBIC ATAllbl Pa3BUTHUS

roCyJapCTBEHHOTO JIeIONpON3BOICcTBa B Poccuu, paccMOTpeTh BUIBI M POPMBI TOKYMEHTOB.




IlepeyeHb yueOHBIX 3J1IEMEHTOB pa3jeJia:

11 MHcropus pa3BUTHs TOCYIapCTBEHHOIO JEI0MPOU3BOCTBA B Poccun
1.2  llenu, 3aa4u ¥ NPUHIUIIBI COBPEMEHHOTO JI€JIONPOU3BOICTBA

1.3 Knaccudukanus 10KyMEHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMS K 0(OPMIICHHIO TOKYMEHTOB

Henp — wusyueHue TpeOOBaHMH M HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB K
COCTAaBJICHUIO M O(GOPMIICHMIO OPraHU3alMOHHO-PACIIOPAAUTENbHBIX M HH(POPMAIlMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ ipuMeHeHuem ACY.

3agaum: 1puOOpeTeHHE HABBIKOB IPUMEHEHHMsS HOPMATHUBHO-IIPABOBBIX  AKTOB,
METOJMYECKUX  JOKYMEHTOB,  PEIIAMEHTHUPYIOIIUX  BOIPOCHl  JEJIONPOU3BOACTBA U
JIOKYMEHTO000pOTa; MPHOOpPETEeHNE TEOPETUUYECKUX U MPAKTUYECKUX HABBIKOB B O(QOPMIICHUU
OpraHU3alMOHHO-PACIOPAIUTENbHBIX u UH(POPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopMHpOBaTh y O0YYaIOIMXCSA MPAKTUYECKHE HAaBBIKM I'PaMOTHOIO O(QOPMIICHMS MHCEM, C
Y4€TOM I0JI0KEHUI HOPMATUBHBIX JOKYMEHTOB.

IlepeyeHb y4eOHBIX 31eMeHTOB pa3jea:
2.1. HopmaTuBHO-TIpaBOBBIC U METOMUECKHE OCHOBHI AEIOIPOU3BOICTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX U HMH(OPMALMOHHO-
CIIPaBOYHBIX JOKYMEHTOB
2.3 TpeboBaHUs K COCTABJICHUIO U OPOPMIIEHHIO THCEM

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMEeHTaAMU

Hean — paccMOTpeTh 3TAMBI JOKYMEHTOO0OpOTa B OpraHu3anu, ¢ npumenenuem ACY.

3agaumM: O3HAKOMUTH CTYJAEHTOB C JTalaMu MPOXOXKIACHUS JOKYMEHTOB; H3YUUTh
MOPAA0K pa6OTI>I C JIMYHBIMHU U CJ'IY)K€6HI)IMI/I JOKYMCHTAMMU, 00ecIeunTh YCBOCHHUE OCHOBHBIX
npaBusl  00pabOTKH JOKyMEHTOB ¢ mnpumeHeHueM ACY; O03HaKOMUTH CIyIIaTeNed C
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTraHU3alui JOKYMEHTO000pOTa NPEANpUITUN U OPTaHU3aLNM.

ITepedyenb y4eOHBIX 2JIeMEHTOB pa3jeJia:

3.1 Opranuzaius 10KyMeHTOo000poTa Ha MIPENPUITHH
3.2 DIeKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aINN
3.3 ABTOMaTU3MPOBAHHBIE CUCTEMBI yU€Ta JOKYMEHTOB

5. OueHo4YHbIEe MATEPHAJIbI M0 JUCIHUATIMHE
OHCHO'—IHBI@ MaTepI/IaJ'II)I 10 AUCHUIIIIMHEC Hpe)ICTaBJ'IeHI)I B BHIC (i)OHJIa OLCHOYHBIX
CPEICTB.

6. MaTepuajibHO-TeXHHYECKOE U Y4eOHO-MeTOAuYecKoe obecneyeHue TUCIUTITUHBI

6.1 IlepeyeHb y4eOHO-METOAMYECKOT0 O0eCIIeYeHUS 110 JUCHUIIINHE

ABTOp, Ha3BaHWE, MECTO U3MIAHUSA, U3IATEIHCTBO, TOJ M3MAHUS, KOJIHMIESCTBO CTPAHHIT

1. |Mertoanueckue yKazaHHUsA O U3yUCHUIO AUCHUILIHHEL «Jlenonpou3Boactso», 45¢tp, 2021 ¢

6.2 IlepevyeHb y4eOHBIX U3IaHUI, HEOOXOAMMBIX JIJISI OCBOEHMS TUCIUILINHBI
*

[leuaTHsle yueOHbIe u3nanus B Oubnmoreunom dponae *



Ne ABTOp, Ha3BaHHUE, MECTO M3IAHUSI, U3AATEIBCTBO, FOJ U3JaHHs, KOJHYECTBO Konmuectso
T1/T1 CTpaHMI] 9K3EMILISIPOB B
oubimoreke
1. | Kysznenos U.H. JlokymeHTanmonHoe obecrieueHue ynpasienus. - M. : FOpaiir,
2017. -477c.
2. |Tlanacenko IO.A. Jlenonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOecreucHHe
ynpasienus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.
3. | beikoBa T.A. JlokyMeHTaIIHIOHHOE obecrieyeHne ympasieHus. - M.
NH®DPA-M, 2013. - 304c.
4. | KupcanoBa M.B. CoBpeMenHoe Aenonpou3BoAacTio. - M. : UTHOPA-M, 2014,
5. | Poroxun, M.IO. JlexonpousBoactso. - M. : IIpocnekt, 2010. - 228c¢.
6. | bacakoB M.U. [lenonpounsBoactso.. - PoctoB H/J1 : ®ennkc, 2011. - 192¢.
7. | Kysueno N.H. lenonpousBoAcTBO : y4eb. - crnpas. mocodue / M.H.Ky3Heros.
- 6e m3., mepepad.u gor. - M. : lamkoB u K", 2011. - 459c.
8. | Kemmunckuii 3.B. Hcropust opranuzaruu JaenonpousBojactsa B Poccum X-
Hayaya XX B. - CtaBpomnosis, 2006. - 143c.

*B cryyae UcCnojib306aHusl nedamHtsblx uz0aHull yKaseleaemcs jaumepamypd, Komopas umeenics 6
Haauuuu 8 OubIUOmeKe aKademMul 8 NeYamHom suoe us pacuema He MeHee 0,25 IKzemnispa Kaxcoo20 us
U30AHUL HA 0OHO20 06}/1{61)‘01/146200}1 us yuciaa auy 0()H06p€M€HHO oceausaroyux daHHyro ducuunﬂuﬁy.

DNeKTpoHHBIE YueOHBIE N3aHNSI B AIEKTPOHHO-ONOMHoTeyHbIX cuctemax (DbC)**:

No ABTOp, Ha3BaHUE, MECTO U3JAHUS, TOJl U3JAHMUS, Ccruika Ha yuebHoe uzganue B ObC
/11 KOJIMYECTBO CTPAHUI]
OcHoBHas:
1. Cemko, 1. A. OcHOBBI 1€ONPOU3BOJICTBA : Bbubmmoreunas cucrema «JIAHb»
yuebHoe nmocodue / U. A. Cemko, JI. A. https://reader.lanbook.com/book/141613/preview#1
AntyxoBa. — CraBponodis : CT'AY, 2018. —
119 c.
2. Kysueuos, Y. H. lenonpous3BoacTBO : Bbubmmoreunas cucrema «JIAHb»
crnpaBouHoe nocobue / U. H. Ky3uenos. — 6-¢ https://reader.lanbook.com/book/105543/preview#1
m31. — Mockaa : lamkos u K, 2017. — 460 c.
3. | CemenuxuH, B. B. KagpoBoe nenonponsBoacTBo Bbubmmoreunas cucrema «JIAHb»
/ B. B. Cemenuxun. — 4-¢ u3j., nepepad. u JIO1. https://reader.lanbook.com/book/143530/preview#1
— Mocksa : I'poccMenna, 2019. — 628 c.
4. ITaBnoga, P. C. [lenonpou3BoACTBO MO Bubnuoreunas cucrema «JIAHb»
00palleHHsAM IpakiaH : yuebHoe mocobue aist https://reader.lanbook.com/book/169796#1
By30B / P. C. [TaBnoBa. — Cankr-IletepOypr :
Jlanp, 2021. — 280 c.
JlomomHUTEIbHAS
5. [TaBnoBa, P. C. KondpuaennnaasHoe bubnumoreunass cucrema «JIAHb»
JIEIIOTIPOU3BOJICTBO : ydeOHOoe mocobue uis cro / https://reader.lanbook.com/book/169795#1
P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlaus,
2021.— 308 ¢
6. PribakoB, A. E. OCHOBEHI JIeJIOTIPOU3BOICTBA : bubnuoreuynas cucrema «JIAHb»

yueOnuk / A. E. PeibakoB. — 3-¢ u3n., ctep. —
Munck : PUTIO, 2016. — 319 c.

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

DJeKTpOHHBIE YUeOHbIE N3AaHUS B AJIEKTPOHHO-O0MOIMOoTeYHbIX cucTtemax (ObC)**:
** ykazpiBarorcst ObC, ¢ KOTOPBIMU 3aKIIFOUYEHBI OMOTHOTEKOW YHUBEPCUTETA JOTOBOPA

6.3 IlepeyeHb 2JIEKTPOHHBIX 00Pa30BaTEJIbHBIX PECYpPCoOB *

Ne DJIeKTPOHHBII 00pa3oBaTeIbHBIN pecypc Hoctryn B DOP (cers UHTEPHET, TOKATbHASA
n/n ceTh, ABTOPU30BAHHDII/CBOOOAHBIIH OCTYI
1. | Poccuiickas HanuoHagbHAs OMOIHOTEKA [ DIIEKTPOHHBIH http://nir.ru/lawcenter_rnb
pecypc]
2. | Poccwuiickas ['ocynapcTBeHHast OMOIMOTEKA [IIEKTPOHHBII http://www.rsl.ru

pecypc].



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

3. | denepanbHbIii 00pa3oBaTeNbHBIN MOPTANI «IKOHOMHUKA, http://www.ecsocman.edu.ru
COILIMOJIOTUsI, MCHEDKMEHT)
4. WudopmanmoHHo-cripaBouHas cucrema «Iapant https://www.garant.ru/
5.| WudopmarmonHo-crpaBouHas cucteMa «KoHCynbTanT http://www.consultant.ru/
ITnroc»
6. Caiit «Apxussl Poccun» o srumoit denepanbHOTo http://www.rusarchives.ru
apxuBHOTO areHTcTBa (Pocapxusa)
7. CnpaBouno-TipaBoBas cicteMa « KOHCYIBTaHT TUIHOC) http://www.consultant.ru/
8. | Bcepoccuiickuii HayIHO-HCCIEIOBATEIBCKA HHCTUTYT http://www.vniidad.ru
JOKyMEHTOBeIeHHs 1 apxuBHOTO nena (BHUUIAT)

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

CoBpeMenHble npodeccuoHalbHbIe 0a3bl JAHHBIX, HH(POPMAIMOHHbIE CIIPABOYHbIE
cUCTeMbl, UH(pPOBbBIe  IJEKTPOHHbIE  OHOJMOTEKHM W  JIpyrue  JJIeKTPOHHbIE
o0pa3oBaTejibHbIE pecypChl

1. loroBop o mnoaxiarodeHun K HanuonanpHOM 9SleKTpoHHOW OubIuoTreke u
MpeAOCTaBIeHUH JocTyna K oObekTaM HanuoHanbHOM — AJEKTPOHHOW — OMOTMOTEKH
Nel101/HDbB/0502-11 ot 26.02.2020 5 neT ¢ mpoJIoHTanuen

2. Cornamenne o OecruiaTHOM TecToBOM Jnoctyne K Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cornamenne o OecruiaTHOM TecToBOM Jnoctyne kK Polpred.com. O630p CMU
02.03.2020 6eccpouHo

4. NndopmannonHo-cripaBoyHast cuctema «l'apant» — URL: https://www.garant.ru/
NudopmannonHo-ciipaBoyHass cucrema Jlunensuonnslid goroBop Ne 261709/0I1-2 ot
25.06.2021

5. «Koncynprant [Tmroc». — URL: http://www.consultant.ru/ cBo60aHBIN AOCTYTI

6. DrnexkrpoHHo-OMOIMOTeUHast cucrema AQriLib http://ebs.rgazu.ru/ (cBHAETETBCTBO O
rocy/IapCTBEHHOU peructpanuu 6a3sl qaHHbix Ne2014620472 ot 21.03.2014).

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

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

9. monHOTEeKCTOBas KoJIeKIus (0a3a JaHHBIX) SJEKTPOHHBIX KHUT H3/aTeNbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIii LEHTP UH(POPMAaIMOHHO-00pa30BaTEIbHbBIX pecypcoB.—
URL:http://fcior.edu.rul.

11. Undopmannonnas cucrema «EnuHoe oOKkHO JocTynma K 00pa3oBaTelbHBIM
pecypcam».—URL:http://window.edu.ru/.

Hoctyn K 3JICKTPOHHOM HH(OPMALOHHO-00pa30BaTeIbHOM cpene,
HH(OPMANMOHHO-TEIEKOMMYHUKAIMOHHOM ceTH «AHTEepHeT»

1. Cucrema muctanunuonHoro oOyueHuss Moodle www.portfolio.rgazu.ru (cBo6oaHO
pacnpocTpaHsieMoe)

2. [lpaBo wucmonb3oBanust mnporpamMm mius  OBM  Mirapolis HCM B cocrase
(byHKIIMOHAIBHBIX OJIOKOB U Moaynel: BuptyanbHast komHaTta. CtanaaptHas aunensus 10 1000
nosab3oBarenel Ha 1 mecsn (JIlnuensnonnsiii qorosop Ne 77/03/22 — K ot 25 anpens 2022)

3. MHHOBaIIMOHHAs CUCTEMA TECTUPOBAHUS — IIPOrpaMMHOE o0ecrieueHne Ha rmiaTdopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. O6pa3oBaTeNbHBI MHTEPHET — MOpTal POCCHICKOr0 TOCYyIapCTBEHHOTO arpapHoOro
3a04YHOT0 YHUBEpPCHUTETA (CBHIETENBCTBO O PErHCTPALMU CPEACTBa MAacCOBOM MH(pOpMauu I
Ne ®C77-51402 ot 19.10.2012).



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/
http://www.portfolio.rgazu.ru/

JIueH3noHHOe U CBOOOJIHO PACIIPOCTPaHsieMOe POrpaMMHOe o0ecriedeHue

1. OpenOffice -
pacnpocTpaHseMoe)

CBOOOIHBIN

IMaKeT

OQUCHBIX  MPUIOKEHUH  (CBOOOIHO

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

3. DnekTpoHHO-OnbMoTeuHass cucremMa Agrilib http://ebs.rgazu.ru/ (cBUIETEIBCTBO O
roCyJapCTBEHHOM peructpanuu 6a3el qanHbix Ne2014620472 ot 21.03.2014).

4. Odbummanbras crpanuna ®I'BOY BO «Poccuiickuii rocynapCTBEHHBIN arpapHbId
3a04HBIA yHUBEpcUTeT» https://vk.com/rgazuru (CBOOOIHO pacpoCTpaHsIeMOe )0

5. [lopran ~ DeaepanbHOTO

rocyaapCTBEHHOI'O

Or0/KETHOTO  00pa30BaTEIHLHOTO

YUpEXKACHUsT BhICHIET0 o00Opa3oBaHus «POCCHICKMIA TOCYJapCTBEHHBIN arpapHbIil 3a04HBIHI
YHUBEpCUTET» (CBOOOIHO pacupocTpaHseMoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.
6. AutuBupycHoe mnporpammHoe obOecrieueHune Dr. WEB Desktop Security Suite

(Cy6nuuensuonnsblii joroBop Nel3740 Ha mepenady HEUCKIIOYUTENBHBIX MPaB Ha MPOTPaMMBI
st OBM ot 01.07.2021).

6.5 IlepeueHnb yueOHbIX ayJUTOPHIL, 000PYTOBAHMS U TEXHUYECKUX CPEICTB

o0ydeHusi**
Ilepeuennb
IIpennasHayeHue
A — HaumMeHoBaHue Kopiyca, oOopynoBaHus (B T.4. BUPTyaJibHbIe
Ne nomerenus (aynuropun) aHAJIOTU) U TEXHUYECKUX CPeCTB
(aynuropumn) "
o0y4eHust
Jns sauamuii | Y 4€0HO-aIMMHHCTPATUBHBIH CrielpanusupoBadnas MeOellb, J0CKa MEIOBas,

JEeKYUOHHO20 muna

KOpITyC.

Kab. 129. YueOnas aynuropus
JUISL TIPOBEJICHNS! JIEKITMOHHBIX
3aHATHH (ITOTOYHAS)

MYJIBTHMEIMHHOE  000pY/I0BaHUE,

9KpaH HACTEHHBIN

MPOEKTOD,

Hna sansmuii | Y4eOHO-aIMUHUCTPATHBHBIN CrenmanusupoBaHHas MeOesb, J0CKa MeJoBasl.
CeMUHAPCKO20 KopIyc. MynbTaMenitHoe — 00OpyJIOBaHKE, —IPOEKTOP,
muna,  epynnoeuix | Ka0. 125. VueOHas ayjutopus | sinay pactennbiit
KoHCyTbMayUi, JUIsl TIPOBEICHHS JIEKIIHOHHBIX
. 3aHATHH (ITOTOYHAS)

NPOMENCYMOUHOU
ammecmayuu
Lna Y4eOHO-aAMUHUCTPATUBHBIN IlepconanbHple KOMIBIOTEPH B COOpKE C
camocmoamenvHou | xopryc. BBIXO/IOM B MHTEPHET.
pabomwl ITomenienue JUTS

CaMOCTOSTEIbHOMI paboTEHI.

YuTanbHBINA 3411



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

®EJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIbHOE YUPEX/IEHUE BBICILIET'O OBPA3OBAHUSI
MUHUCTEPCTBA CEJIbBCKOI'O XO3541MCTBA POCCUMCKOU ®EJJEPAIINN

«POCCHUMUCKHI I'OCYJIAPCTBEHHBI YHUBEPCUTET HAPOTHOI'O XO3SMCTBA
NMEHMU B.A. BEPHAICKOI'O»

(YuuBepcuter BepHajackoro)

(I)OHII OLHECHOYHBIX CPEACTB MJIA NMPOBCACHUA TCKYIIECI0 KOHTPOJIA U
l'[pOMe)KyTO‘{HOﬁ arTrecranmmn oﬁyqamnmxca o IMCUMIIJINHE
«I[CJIOHI)OHZ;BOIICTBO»

Hanpasnenue noaroroBku 35.03.04 Arponomust
HanpasneHHoCTb (1Tpoduiib) nporpaMMbl ATPOHOMUSE
Kamudukanus 6axaaaBp

dopma oOydeHUs 3a09HAasI

bamammxa 2024r.
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1.0nucanue nokaszareJieii U KpUTEpHeB OLEHNBAHMS MJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHUs 10 Y4eOHOH TUCIMILINHE

HNuaukatopsl HaumenoBanune
JOCTUKCHHS YpoBeHb 0CBOCHUS [Tnanupyemble pe3yabTaThl O0y4eHHs OLICHOYHOT'O
KOMIIETCHIIU I CpEICTBa
YK-2 Cniocoben 3HaeT: HEOOXOAMMBIC JJISI OCYIIECTBICHUS MPOGECCUOHATBHON NeATeIbHOCTH HOpMBI TTpaBa | IIpakTuueckas
OIPEEIATh KpyT U METOJINYECKHE JOKYMEHTHI B 00JIACTH JICIONPOU3BO/ICTBA. pabora, TecT,
3a1a4 B pamKax TToporoBsiii YMmeer: onpenensaTh Kpyr 3aAad A NocTpoeHus 3 HEeKTUBHON CUCTEMBI AETONPOU3BOICTBA pedepar, §
[IOCTaBJIEHHOU U JOKYMEHTOOOOpOTa, IJIAHUPOBATh COOCTBEHHYIO JEATEIBHOCTh UCXOAS M3 MMEIOLIUXCS | JOKJIAA, YCTHBIN
L[eJIU U BBIOUpATh (yrosaeTsopuTe: pPECypCOB; peliaTh MOCTaBICHHbBIE 33[]aud B paMKaX HW30paHHBIX BUAOB MpodeccroHalbHON OTBET Ha
ONTUMAaJIbHBIC HO) JESITEIbHOCTH. BOIIPOC
CHOCOOBI X Biapneer: mpakTUYECKUM OIBITOM MPUMEHEHHS HOPMATUBHO-METOAMYECKOI 0a3bl pelieHus
pelIeHus, UCXOAs 3aJ1a4 B 00JIACTH JI€JIONPOU3BOJICTBA U IOKYMEHTOO00pOTA.
U3 JIEUCTBYIOIIUX 3HaeTr TBepao: HEOOXOJUMBIE MJIs OCYLIECTBIEHMS IpodeccrnoHalbHON nestenbHOCTH | [IpakTnueckas
MIPaBOBBIX HOPM, HOPMBI MpaBa ¥ METOAMYECKHE JOKYMEHTHI B 00JIaCTH JIEIOMPOU3BOICTRA. pabota, TecT,
MMEIOIINXCSA YMeeT yBepeHHO: ONpPENeNsATh Kpyr 3aaad Juisi MOCTpOoeHHsT S(P(GEKTUBHOH CHCTEMBI pedepar,
pecypcoB u [TponBunyTHII JIEJIONPOU3BOJICTBA U IOKYMEHTOO0OPOTa, IMIIAHUPOBATh COOCTBEHHYIO JEATEIBHOCTh UCXOMS | AOKIAMI, YCTHBIN
OTpaHUYEHUN (xoporo) U3 HUMEIOIIUXCS PECYPCOB; pellaTh IOCTaBJIEHHbBIE 33aJaud B paMKaxX M30paHHBIX BUJOB OTBET Ha
npoheCCHOHATTLHON IeATEIIEHOCTH. BOIIPOC
Bianeer yBepeHHO: IPaKTHUECKUM OTMBITOM MPUMEHEHHS] HOPMATHBHO-METOINYECKOM 0a3bl
pelieHrs 3a/1a4 B 00JIaCTH JI€JIONPOU3BOJICTBA M IOKYMEHTO000pOTA.
HNmeer cpopMupoBaBmMecss  cucTeMaTHyeckue 3HaHusi: HeoOxonmumble  juis | Ilpakrtuueckas
OCYyIIECTBIEHUS TMpodeccHOHANbHON JesITeNbHOCTH HOPMBI MpaBa U MeToAuuYeckue | paborta, TecT,
JIOKYMEHTHI B 00JIACTH JIEJIOTPOU3BOJICTBA. pedepar,
HNmeer chopMupoBaBHIeecss CHUCTeMATHYeCKOe YMEHHe: ONpENesaTh Kpyr 3ajad Juisl | JOKJajd, YCTHBIA
Bricoknii nocTpoeHust 3pPEeKTUBHON CUCTEMBI AETONMPOU3BOICTBA U JOKYMEHTOO00POTA, IIIAHUPOBATh OTBET Ha
(oTNIM4HO) COOCTBEHHYIO JI€SITEIbHOCTh HCXOJAS U3 HMMEIOLIMXCS PEeCcypcoB; pellaTh I[OCTABICHHbIE BOIIPOC

3a/lauM B paMKax U30paHHBIX BUIOB MPO(ecCHOHATBbHOM 1eATENbHOCTH.

IToxka3zan copmupoBaBIIeecss CHCTEMATHYECKOe BJIAJICHHE: IPAKTUYECKUM OIBITOM
MPUMEHEHHUs]  HOPMAaTMBHO-METOAMYECKOM  0a3bl  pemieHUss 3agad B oOjactu
JIeJIOTIPOU3BOICTBA M IOKYMEHTOO0O0pOTA.
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2. Onucanue mKaJ oleHuBaHus

2.1 lllkana OUCHUBAHUA HA Imane meKyuieco0 KOHRmpoJii

dopma TekyIero KOHTPOJIs OTCYTCTBUE YCBOCHUS [Toporogslii (YI0BIETBOPUTEILHO) [IpoaBuHYTHII (XOPOIIIO) Bricokwuii (0TIUYHO)
(HIDKE [IOPOTOBOT0)
Brinonnenue npakTHYECKOro HE BBIIIOJIHEHO WIH BCE Pemeno 6onee 50% 3amanus, HO Pemeno 6omnee 70% 3amanuns, BCE 33J[aHHA pelIeHb 0e3
3a1aHUs 3a/laHus PEIICHBI menee 70% HO €CTh OLITUOKHU OImmrO0K
HENPaBUIHHO

CTy,Z[CHTBI, TOKa3aBIIHNEC YPOBEHb YCBOCHUA HUKE ITOPOIrOBOI'0, HE JOITYCKAIOTCA K HpOMC)KyTO‘IHOfI aTTCCTallvuy IO TUCITUIIIINHC.

2.2 Hlxkana oueHueanus Ha Imane NPOMENCYmOUHOU ammecmayuu (3auem u IK3aMeH 6 eude Umoz08020 mecma,

Kypcoeasa paboma)
DopMa IpOMEKYTOYHOU OTcyTCcTBHE YCBOGHUS (HIKE IToporoBsiii (yIOBIETBOPUTENEHO) IIpoaBuUHYTEIH (XOpOIIO) Bricokuit (0TIHYHO)
aTTecTaluu MTOPOTOBOTO)
BeinosiHeHIE UTOTOBBIX TECTOB
(ue meHee 15 BompocoB Ha Menee 51% 51-79% 80-90% 91% u Gonee
BapHaHT)
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3. TunoBble KOHTPOJIbLHbIE 32IaHUS WM HHbIe MATePHAJIbI, HE00X0AUMbIE /ISl OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJI OHEHOYHbBIX CPEACTB JJIA TEKYIIEI'O KOHTPOJIA

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

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

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

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenrta Poccniickoit denepanniv, IOCTaHOBIECHUS
ITpaButensctBa Poccuiickoit @enepanyu B chepe AeT0npon3BOICTB

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

HopwmaruBHbIe IpaBoBbIe aKThI (eiepabHBIX OPraHOB UCIIOJHUTEIBHOMN BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY’K0, arT€HTCTB U JIp.), PEIAMEHTHPYIOLIIE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeYeH st

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

TexHuueckue periaMeHThl U HallMOHAJIbHBIE CTAHIaPThHI B 00JIACTH JOKYMEHTAIIMOHHOTO
o0ecredyeHus yIpaBIeHUs

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

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

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

OtBerbTe Ha Bompoc. UeM 3HameHatenbHbl Aathl: 23 mapta 1840 r., 1868 r., 27 despans 1720
r.?

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

3ananue 4. BriOepute U3 mpaBoil KOJIOHKH OIpPEENICHHs, OTHOCAIIMECS K TePMHUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.
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1. HO,II,IIHHHHK TouHoe BOCTIPOH3BCOCHHE NONTHHHHKA

2. Konus Konus, koropas BblIaeTcs B Cliyuae yTparhl 1noj-
NHHHKKA WIH opHriHana, obnanaet Toif e HpHIM-
YCCKOIT CHIIOH, YTO W MOMIHHHHK

3. Nybmnkar Konus HcXoasuero JOKYMEHTA, KOTOpBIi ocTaeTcs
B YUpeKICHHH

4. Brinucka Opurusan (JOKyMEHT B OKOHYATEJIbHOI peJaKLH,
ohopMIeHHbIi ¢ yueTom TpebosaHnii [ocTa)

5. Otnyck Konus oQHUHANEHOTO JOKYMEHTa, KOTOpPag BOC-

NPOM3BOJAUT KaKYIO-THOO 4acTh, 3ABEPEHHYIO B
Oo(hHIHANEHOM MOPAAKE

6. ABTorpad JIOKyMeHT, KOTOPBIil HanlcaH aBTOPOM OTITYCKa

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

I1lo HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuto
COCTaBJICHUS IJIACHOCTHU
ITo cpokam ITo HazHaueHUIO ITo ropunnyeckon ITo cpokam xpaHeHus
VICITOJTHEHUS cuiie

3aganue 6. [I1cbMEHHO OTBETHTE HA CIEIYIOIINE BOIPOCHL:

1.  Yro Takoe AeI0npou3BOJICTBO?

2. [aiite onpeneneHne NOHATHIO «TOKYMEHTUPOBAHUE»

3. HazoBute ocHOBHBIEC (DYHKIIMU JOKYMEHTA.

4.  Kakue oOmepoccuiickue KiaacCU(UKATOPhl HCIOIB3YIOTCS TMPU  OPOPMIICHUH
OpraHU3aIMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB?

5. Kakue Buapl JOKYMEHTOB BKIIOYAaeT B CceOS CHUCTEMa OpraHU3aIllMOHHO-
pacnopsIUTENbHON JOKYMEHTALINU?

6. Kakue paznu4aroT crnocoObl TOKYMEHTHPOBAHUSI B 3aBUCHMOCTH OT CPEACTB
JOKYMEHTHUPOBaHUs?

7. UTo NOHUMAIOT O/ FOPUANYECKON CUIION TOKyMeHTa?

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

1.  VYcosepuieHCTBOBaHUE EIONPOU3BOICTBA HA PEANPUATUN

2.  Pa3BuTHe MOKyMEHTAIlMOHHBIX CIYXO Ha COBPEMEHHOM dTare

3.  Texnuueckue CpeAcTBa, YOPOLIAIOIIME BeIEHHE JEJONPOM3BOACTBA HA
MPEANPUATHH.
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4.

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

OpraHu3aIsIMH.

5. Kak oBnazieTs HCKYCCTBOM JI€IIOBOTO MTUCHMA.

6 JlokyMeHTupOBaHUE YIPaBICHYECKOH 1eATeIbHOCTH OpraHU3aIliH.

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

8.  Uudopmaruzanms nenonpou3BoaCcTBa

9. JIOKyMEHTHUPOBAaHUE TPYAOBBIX OTHOLICHUIN

10. KomnbioTepHbIE TEXHOJIOTUH B AEIONPOU3BOICTBE

11. AHanu3 JOKYMEHTOOOOpOTa MU METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabora ¢ KoH(DHUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuszanus paboTel C TOKyMEHTaMHU

14. Awnanus 10KyMEHTOOOOpPOTa U METOJIbI €0 COBEPIICHCTBOBAHHUS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE JOKYMEHTOBE/ICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Oprasuszamnus JOKYMEHTOOOOPOTAa: OCHOBHBIEC IIPAaBUJIA U ITAIIBI.

2. DTanbl pa3BUTH JeJI0NPOU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABICHHUS.

4.  HopmaruBHO-mpaBoBasi 6a3a COBPEMEHHOIO JEIONPOU3BOICTBA.

5. HopmartuBHast o0CHOBA Mpolecca JOKYMEHTUPOBAHUS YIIPABICHUS IEPCOHATIOM.

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

7.  JIOmKHOCTHasi MHCTPYKIIMS KaK OpraHU3allMOHHBIN KaJpOBBIN JOKYMEHT.

8.  CocraB 1 BUIbI KaPOBOH JTOKYMEHTAIIHUH.

9.  JloxymeHTHpOBaHuUE npoiecca 0POpMICHHS TPYAOBBIX OTHOLICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTPYKType YIPaBICHHS

12. OdwucHsie cpencTBa paboOTHI C TOKYMEHTaMHU

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

14. Vuaudwukanus u cTaHgapTU3ANNUS JOKYMEHTOB.

15.  [lemomnpowu3BOACTBO B OpraHax MCIOJHUTEIHHOHN BiIacTh. [lopsimok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. [lenompousBojCcTBO B cOBpeMeHHOM Poccun

18. [lemonpou3BoOACTBO 10opeBOIOIMOHHON Poccun

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

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanmsi JOKYMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TIOKYMEHTOB

23. CucremaTH3anys U XpaHEHUE TOKYMEHTOB

24. HomeHkaTtypa Jejl OpraHu3aiu

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0QOPMJICHHIO JOKYMEHTOB

3apanue 1.Pemmute kpoccBopa
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13 | | |

el [ T[] HNEEEE

ITo ropusonTasnmn:

1.  peKBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIaCUE WK HECOTJIacue

JOJKHOCTHOTO JIMIIA C COZIEP’)KaHNEM JOKYMEHTA.

4. pEKBU3UT JIOKYMEHTa, NPEICTABISIIOMINNA COO0M COOCTBEHHOPYUYHYIO POCIHCH
MIOJIHOMOYHOTO JJOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEpPA Jiejla 10 HOMEHKJIATYpe U YCIIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE Jea.

8.  muChMEHHOE TIPeIIOKEHHWE O 3aKIIOYEHWW JIOTOBOpa (KOHTpakTa) Ha
OTIpEICNIEHHBIX YCIOBUSX.
9. 3allucCh I/IH(bOpMaHI/II/I Ha pas3IMYHbIX HOCHUTCIIAX IO YCTAHOBJICHHBIM ITpaBHJIaM,

00ecreynBaroInM €€ IOPUINIYECKYIO CUITY.

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

13 obOpasen, 3TaloH, MOJENIb IPUHIUMAEMBIE 32 MCXOJHBIE JJIsl COMOCTABICHHS ¢ HUMHU
JIPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUsT OPUIIMATLHOTO TOKYMEHTa

18 noxyMeHT, GUKCHUPYIOIIMHA X0/ 3acCeIaHusl, COBEILIAHHS.

19. COBOKYMHOCTh JOKYMEHTOB (WM AOKYMEHT), COPMUPOBAHHBIX MO KAKOMY-JIHOO
NpU3HAKY (BUJaM JOKYMEHTOB, BOPOCAM, KOPPECIIOHEHTaM H T.J.), TIOMEIIEHHBIX B 00JI0XKY.

ITo BepTHKAIN:

2.  JOKyMEHT, (PMKCHUPYIOUIUI COTJIallleHne CTOPOH 00 YCTaHOBJIEHUH KaKHX- JHOO
OTHOILIEHHUH U YCIIOBUW UX PETYIHPOBAHUSA.
3. JloxymeHT, coaepkammii HH()OPMAIIMOHHO-CIIPABOYHBIC, AHATUTHYECKUE WU

OTYETHBIEC CBE/ICHUS, IPEIICTABIIIEMBIN PYKOBOCTBY.

5. D2JEeMEHT YAOCTOBEPEHHUS TMOMJIMHHOCTH TOANUCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, NPEAYCMOTPEHHBIX HOPMAaTHBHBIMH aKTaMH, YAOCTOBEPSIOIIMX IIpaBa JIHII,
¢dukcupyomux (HakTel, CBI3aHHBIE ¢ ((UHAHCOBBIMHU CPE/ICTBAMH.

7. 9TO COBOKYIIHOCTh pPAa3JIMYHBIX CBEICHHWH, CHUCTEMa OPTraHW30BaHHBIX TaHHBIX,
OTPaKaIOIIMUX MPOLECCH U COOBITUS OKPYXKAIOIIETO MUpA.

16



10. JOKYMEHT, COCTAaBJIICHHBI HECKONBPKMMH JIUIIAMH H  TOATBEPKIAIOIINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undopmamus Ha MaTepUaIbHOM HOCHTENE, UMEIOIIas FOPUAMYECKYIO CHITY.

14. nmnepeyeHb KaKMX-TUOO MAHHBIX (CBEIICHMI), PACIIOJIOKECHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. npaBoBOll aKT, U3AaBaéMblii PYKOBOJIUTEIEM OpraHa TIoOCYIapCTBEHHOIO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONINI HAa OCHOBE €IMHOHAYANUs, B
LEJSIX pa3pelieHrss OCHOBHBIX M OINEPAaTUBHBIX 3a]ad, CTOALIUX Mepel JaHHbIM opraHom. B
OTJENBHBIX CIy4asX MOJXET KacaThCsl IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIMI
HE3aBHCHUMO OT OJYMHEHHOCTH;

16. ropuanyecku oOpMIICHHBIH TepeueHb TOKYMEHTOB.

20. 9TO PpPEKBU3UT ODUIMAILHOTO JIOKYMEHTa, MPUIAIONMNA HOPMATUBHBIA WU
IPAaBOBOM XapaKTep €ro COJACPKAHUIO

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

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

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIE JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

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

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

pacnopsiiuTe/bHbIe JOKYMEHThI, HE00X0AMMbIEe B JaHHBIX YIIPABJIE€HYECKHX CUTYalHsIX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IleTpozaBojcke)
[1..AGpamoB 1 nekaOps Tekyliero roja u3gal ykKa3zaHue o rpaduke OTIIYyCKOB Ha CIETYIOUTUI
KaJICHJIAPHBIA TOJl, COTJIACHO KOTOPOMY PYKOBOJMTENH CTPYKTYPHBIX MOAPA3ACICHUN JTOHKHBI
MPEACTaBUTh B OT/AEN KaJpOB CHUCKU COTPYAHHMKOB C YyKa3aHMEM MPEANojaraéMoro cpoka
OUYEPEIHOTO OTITYCKa B CIEAYIOMEM KalleHaapHoM Toay. Cpok mpejicTaBiieHus criuckoB — 10
nekabps tekymiero roga. OThaeny KaapoB YKa3aHHEM MPEINUCHIBACTCS COCTABUTH CBOJHBIN
rpaduk ormyckoB padotHukoB OOO Ha clenyromuid KaJeHIapHBIM TOJ W Tepenatb ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJIeHHE Tpaduka Ha3HaueH HadalbHHUK
otnaena kanpos [lankparosa O.1O. Cpok npencraBnenus rpaduka — 20 qekadpst TEKYIIETo roja.

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

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

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

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

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

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

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

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

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

Paznen 3. Opranuszanusi padoThl ¢ JOKYyMEHTaAMU

HpI/lMepr SaHaHHﬁ AJISl BBINMOJTHEHUSA HA MPAKTHYECCKUX 3aHATHAX

3apanue 1. OpopMuTh XypHan ydera BXOASIUX JOKYMEHTOB:

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

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

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

3aganue 3. OQopMUTDH KypHaAI yuéTa BHYyTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; nara noxymenrta 08.01.2021; xrto nmoammcan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PACIIUCAHUS; OTMETKa 00 ncnoiaHeHnu Cuiopos.
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OBPA3EL ) KYPHAJIA PETHCTPAIIUH BXOJALUX JOKYMEHTOB

Homep Jdara AgTop- Hcxopsmmii Kparkoe conepxanne
JOKYMEHTa JAOKYMEHTa OTNpPaBHTE/Ib Ne (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3Ipar 1-2/82 Jlara noctynieHus
21.12.2007
O cokpalleHuH NOCTaBOK
THT
22.12.2007
Hcnoauurens Iogmice Cpox Ipumeuanus
HCIOJIHUTEIs HCINOJIHEHHUA
Ceprees Cepeees 27.12.2007

OBPA3EN KYPHAJIA PETHCTPAIIMHU HCXOJAIIHUX TOKYMEHTOB

No Anpecar Kparkoe coaep:kanne Henosnnurenns | Ne gena | Tlpumeuyanue
n/n (komy) (3ar0J10BOK)
152 3A0 Hata noxymenra Pazun 4-7
«ITunor» 21.12.2007
O npezoniiate 110 KOHTPaKTy
Ne 28/117
22.12.2007
153
OBPA3EL ’JKYPHAJIA PETUCTPAIIUUA BHYTPEHHUX JOKYMEHTOB
Jara Hunekc Kro noanucan Kparkoe Ormerka 00
cojiep/KaHue HCIOJIHEHUH
08.01.2007 88 Iupekrop OO0 u3MeHeHHH Cuyopos
HBanos LITATHOTO
pacnucaHus

3aganue 4. CexkpeTapb-IOMOIIHMK PYKOBOJIUTEINS, MPEIBAPUTEIBHO IMPOCMOTPEB
JIOKYMEHTAIUIO, TOCTYNHUBIIYIO B OpraHU3alltio, epeslaeT ee BClo pykoBoautemto. [Ipu sTom B
narnkKy ¢ JOKYMCHTaMM BKJIaJAbIBACTCSA MHACHEMEHHBIN KOMMGHTapI/II\/JI, BKJ'IIO‘I&IOHII/II\/'I CBC€IACHUA O
COCTaBe JOKYMEHTOB, BOIPOCAX, COAEPKAIINUXCS B HUX, OT KOT'O MOJIY4€Hbl JOKYMEHTBl U KOMY
a/IpECOBaHBI.
[IpaBUABHO JIM B YYpEXKJIEHUH MMOHMMAIOT Ha3HAYCHHE OIEPALUU <«IIPEBAPUTEILHOE
pacCMOTPEHHUE TOKYMEHTOB»?
KoHnTpoJsbHbBIE BONIPOCHI:
1. Kakue stambl NpoXoAsT JOKYMEHTBI, OTIpaBiieHHble opranuzanuei? IlpeacraBbre
KPaTKyIO XapaKTepUCTHUKY.
2. Kakue 10KyMeHTBI Ha3bIBalOT MOCTYMAIOIIMMH, OTIPABISIEMbIMUA U BHYTpEHHUE?
3. Kaxkumu noxymeHTamMHM PYKOBOJCTBYIOTCSI IPU NMPOEKTUPOBAHUU U PALMOHAIN3AIUH
JIOKyMeHTOoOoOopoTa?

3apanme 5. CocTaBbT€ TMOJOKEHHME O HOBOM CTPYKTYPHOM MOAPA3ACICHUU B
agMuHUCTpanuu ropoaa bamamuxu (oTaen kaapoB, (GUHAHCOBO-YKOHOMUYECKUN OTHET, OTAEI
CTpaTernueckoro pa3Butus) B cooTBeTcTBUH ¢ TpedoBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB MO HHPOpMAIMK, OMOTMOTEUHOMY W H3AATelbcKoMy neny. OpraHu3alioHHO-
pacrnopsiauTenbHas JoKyMeHTanus. TpedoBanus K 0hOpMIICHUIO JOKYMEHTOBY
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3aganme 6. CocraBbTe OPraHU3AIMOHHYIO CTPYKTYPY JIONPOU3BOACTBEHHON CITY:KOBI
Bameit opranuzanuu. YCTaHOBUTE TI€pE€YEHb HOPMATUBHBIX JIOKYMEHTOB, KOTOPBIMHU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKUM BHJIAaM JIOKyMEHTOB OTHOCATCS MPEJCTAaBICHHBIC
HIDKE ()parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢uUpPMEHHBIM HaWMMEHOBaHHEM oOmecTBa sBisercsa: OOmecTBo ¢
orpaHu4eHHONW oTBeTcTBEHHOCThIO «HOTA». CokpamenHoe ¢GUpMEHHOE HaMMEHOBAaHUE
obmiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oOmiecTBa (OYTOBBIN anpec): MooAeKHBIH TpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @enepanus.
Teker 2
OO0I1111Ee TOJIOKEHNS
1.1. Cekperapb-peepeHT OTHOCHTCS K KATETOPHH CIHEIHAINCTOB NPEAIPUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aJadyaMH ceKpeTapsi-pedepeHTa SBISETCS OpPraHW3alMOHHOE U
JIOKYMEHTAIMOHHOE O0eCTieueHUe yIPaBICHYECKOMN NeATeIbHOCTH. ..
Teker 3
1.1. DnexTpornpoBoaKa B Y4eOHBIX MOMELICHHUSIX IODKHA HAaXOIWTHCS B MCIPABHOM
coctosiHuU. CONpOTUBJIEHHUE H30JIALUU TPOBOJOB JOJDKHO IMEPUOIUYECKH 3aMEpAThCS, MPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs MPUMEHSTH AJS 3aLIUTHI AJIEKTPOCETEH BMECTO aBTOMATUYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

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

1. KaxoBbl coBpeMeHHbIE TpeOOBaHWS K S3bIKY M CTWIIO YIIPABICHYECKUX
JIOKYMEHTOB?

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

3. Kax odpopmuTts ITonoxenue 06 otaene wim cimyx0e opraHu3anum?

4 Kak opopmuts mraTHoe pacrucanue?

5.  Kakue tpeboBanus npebsaBiIsSOTCS K OPOPMIIEHHIO TOTOBOPa, KOHTpaKTa?

6 Yrto Takoe HHCTPYKIIMA, KAKOBO €€ cojiepkaHue u opopmieHue?

7 OpranuzanvoHHbIE JOKYMEHTBI IPEIITPUSITHS.

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

9.  HMHdopManmoHHO-CIIpaBOYHBIE JOKYMEHTBHI: MPOTOKOJIbI, TOJHAas M KpaTkas
dbopma ux opopMieHHUS.

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

11. KaxoBbl 3Tans! paboThl C BXOJAAIMIUMHI TOKyMEHTaMu?

12. Kak crpouTtcst paboTa ¢ HCXOISIIUME JOKYMEHTaMU?

13. KakoBa TexHosorust paboTbl ¢ BHyTPEHHUMH JOKYMEHTaMU?

14. Kakwue 3a1a4n TOKYMEHTOOOOPOTA PEIIaeT PETUCTPALIUS TOKYMEHTOB?

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

16. KaxoB mopsaok perucTpanuu ynpaBieHYecKoro JOKyMeHTa?

17. Kakwue cymecTByrOT BUbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB?
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18. Kakme onepanuyu 10 KOHTPOJNIO HCHOJHEHUS JOKYMEHTOB OCYIIECTBISIOT
CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIpaBICHUs?

19. Kak ocymiecTBisieTcsi CHCTeMaTU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe neno, ¢ TOYKH 3peHUs JOKyMeHToBeneHus? [IpuBeanTe npuMepsl aed,
XPaHSIMIUXCA B OPraHU3aIIH.

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

22. KaxoBbl peKBH3UTHI HOMEHKIIATYPHI J1e1?

23. Kakosa comepkarenbHasi 4aCTh HOMEHKIJIATYPHI J1e?

24. Kaxue npu3HaAKH 3aBEIICHUS JIE)Ia UCIIOJIB3YIOTCS TP (POPMUPOBAHHUH JCI?

25. KaxoB ocHOBHOW npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jieia?

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

27. Kak ocymecTBisieTcs MOATOTOBKA JIed K apXMBHOMY XPaHCHHIO B COBPEMEHHBIX
opraHu3anusx?

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

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

30. KakoBbl BO3MOXHOCTH KOMITBIOTEPHBIX TEXHOJIOTHH B JOKYMEHTAIlHOHHOM
o0ecrieueHn! yrpaBaeHUs?

31. KakoBbl BO3MOXXHOCTH CPEJICTB TEICKOMMYHUKAIMH B JOKYMCHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

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

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

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

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

IHEHHOCTHU NTOKYMECHTOB.

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

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

perucrpauumn’?

—3TO:

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

a) TOKyMEHTHPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

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

XapaKTep Pa3oBoOro J0KyMeHTa — 3TO:

a) UHIUBUYyalIbHbIE IOKYMEHTBHI;

0) TUIOBBIE TOKYMEHTHI;

B) IpUMEPHBIE JOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

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

a) MOJIIINBAIOTCS B TBEPJLYIO OOJIOKKY;

0) Ha OTJEJILHOM JIUCTE JIeNaeTCs 3aBepUTENbHAS HAJIIHCh;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

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

00513aHHOCTH, NIPABA, OTBETCTBEHHOCTh M OPraHM3alHUI0 PAdOThI NMPEANPUATHA B LEJI0M

WM €ro CTPYKTYPHBIX NOApAa3ieJeHuil — 3TO:

a) TPylOBOH JI0TOBOp;

0) MoJI0KeHue;

B) JIOJKHOCTHAsI MHCTPYKIIUS;

I') LITAaTHOE paclucaHue.

12. K opraHM3anmoHHbIM JOKYMEeHTAM OTHOCSITCS:

a) ycTaB, IITATHOE PACIUCAHUE, ITOJIOKEHUE O CTPYKTYPHOM HOJpa3/IeICHUH,

JOJDKHOCTHBIC MHCTPYKIUU,

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

JOJDKHOCTHBIC MHCTPYKIIHUU.

13. IIucbma, KOTOpPbIe HANPABJIAIOTCS € LeAbI0 NMOATBEP:KAeHUS JaHHBIX paHee

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

B) MUCHbMA-TIOTBEPKICHHUS;

T') TUChbMa-peKIIaMallvy.

14. J1okyMeHT000OpPOT — 3TO:

a) IBIKEHUE JOKYMEHTOB B OPraHU3aIMM C MOMEHTA UX MTOIYYEeHUS WIN CO3JaHus
JI0 MOMEHTA OTIIPABKU HJIM UCTIOJIHCHUS;
0) co3maHye ONTUMAIBHBIX YCIOBHUH 17151 pabOThI C JOKYMEHTAaMU;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3TUX IOKYyMEHTOB HANPABJISIIOTCS OT BHIIIECTOSIIET0 YPOBHS
ynpaBJieHUsl K HIKECTOSIIEMY:
a) MpUKas3;
0) 3asBJICHUE;
B) yKa3aHHUE;
T) ciry>keOHas 3anucka?
16. Opranu3amnus padoThl ¢ JOKYyMEHTAMH HAYMHAETCS

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

IIpumepHbIii epevyeHb BOMPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETIONPOU3BOICTBA

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

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

4. Knaccugukaius 10KyMEeHTOB

5. CoctaB 1 0COOEHHOCTH PAOOTHI C KaJAPOBOI TOKyMEHTaluen

6. PaboTa ¢ koHpUIEHIINATEHBIMHA JOKYMEHTaAMH

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

8. HopmatuBHO-TIpaBOBBIE M METOIMYECKHE OCHOBHI JICIOTIPOU3BOJICTBA

9. VHudukanus u craHzapTU3alus Kak OCHOBHBIC HAlpaBJIEHUS COBEPILIEHCTBOBAHUS
JOKYMEHTAIUH. DTambl JOKyMEHTO000pOTa B OpraHU3aluu

10. Opranu3zanus paboThl C JOKYMEHTaMH.

11. HMHupexcauus JOKYMEHTOB, IPaBUJIa MHAEKCALUN JOKYMEHTOB

12.  KoHTpoib, 32 HCIIOTHEHNEM JIOKYMEHTOB

13. TloaroroBka J1en K apXUBHOMY XPaHEHHIO

14. DnexTpOHHBIM TOKYyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzarmust JOKyMEHTO000pOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJb UCTIONHEHUS TOKYMEHTOB

18. Cucremarusanus u XpaHeHHE JOKYMEHTOB

19. ®enepanbHOE 3aKOHOAATENHCTBO 00 opranmuzanuu JJOY, TpeboBanus yHUDUKAIUN
U CTaHIapTH3AIINH.

20. OcHOBHBIC HampaBJieHUs COBEPIICHCTBOBAHHUS cocTaBa W (OpM JOKYMEHTOB B
coranbHOU chepe.
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21. Buael 1OKYMEHTOB (pacrmopsiauTeNlNbHBbIC, OpraHU3AIMOHHBIE, WH(OPMAIIMOHHO-
CIPAaBOYHBIC) U UX XAPAKTEPUCTUKH.

22. llepeuHu OOKYMEHTOB C THIIOBBIMH CpPOKaMH XpaHEHUs. 3HAYCHHE IMEepeyHed u
HOPSI0K MX IPUMEHEHUS B JICIIONPOU3BO/ICTBE.

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

24.  J1okyMeHTOOOOpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JOKYMEHTOIIOTOKOB.

25. IIpaBumia opraHu3anuu JOKyMEHTO000OpOTa OpraHU3aINH.

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

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

28. TpebOoBaHMs 3aKOHOJATEIHCTBA K OPTaHU3AIMH PAOOTHI C OOPALICHUSMH TPAXKAAH.

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

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

31. TenaeHIHMH pa3BUTHS IIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOBO#l CTaTyc 3JEKTPOHHBIX JIOKYMEHTOB, 3aKOHOJATEILHOE W HOPMATHBHOE
pEryIupOBaHHUE HCIOIB30BAHUS JIEKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI M 0a3bl
JIAHHBIX B COLMATILHOM cdepe.

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

34. DOrtanbl 06pabOTKH BXOJAIMIUX TOKYMEHTOB.

35. IlepBuuHas 06pabOTKa BXOASAMIUX JOKYMEHTOB.

36. IlpuHsATHE YIPAaBIECHUECKOTO PELICHUS 0 KOHKPETHOMY JJOKYMEHTY.

37. OO0paboTKa OTIPaBIsAEMBIX JTOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

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

40. KoOHTpOJIb HUCMIOTHEHUS JOKYMEHTOB.
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