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1 [lmanupyemble pe3y/ibTaTbhl 00y4eHHUS MO JUCHHUILUIUHE, COOTHECEHHbIE ¢
ycranoBJeHHbIMH B OIIOII BO nunankaTtopamMu 10CTHKEHUS] KOMIIETeHIIHI

1.1 Ilepeyenb KoMneTeHUHiH, GOPMUPYEMBIX YUeOHOMH TUCUMTILINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIINHU

VYK-1. CmocoGeH OCymecTBIATh IOWCK,
KPUTHYECKHUI aHAIN3 U CHHTE3 HH(POPMAIHH,
MPUMEHSTH CUCTEMHBII MOIXO0/ AJIsl PeIIeHHs
MIOCTABJICHHBIX 3a]a4

3mate  (3): 3HATh  HOPMATHBHO-TIPABOBBIE H
METOJMYECKHE  JOKYMEHTBI,  PETJIAMEHTUPYIOIIUE
BOMPOCHI JIEIOTNPOU3BOJICTBA M JOKYMEHTOOOOPOTA;
3HATh OCHOBHBIE TPEOOBaHHUSI K  COCTaBJICHHIO
JOKYMEHTa; 3HaTh OCHOBHBIC HAIIPaBJICHUE B paboTe ¢
JIOKYMEHTaMH 110 YHU(UKAIUU W CTaHAapTH3AIHUU
JIOKYMEHTOB;, 3HaTh OCHOBHBIC TpeOOBaHUSI K
COCTABIICHHUIO JIOKYMEHTOB; (YHKIMHA JIOKYMEHTA,

KJ1accu(PUKAIIIO JIOKYMEHTOB, CHocoOBI
JIOKYMEHTHPOBaHMS; 3HATh COBpEMEHHBIE
TEXHHYECKHE  CpelcTBa U HMH(POPMALMOHHbIE
TEXHOJIOTHH, HCHOJb3yeMble npu peLeHnu

KOMMYHUKATHUBHBIX 3a4a4.

Ymers (¥): VYMere TpaMOTHO HCHOJB30BaTh
MIOUCKOBBIC BO3MOXKHOCTH CHCTEM  3JEKTPOHHOTO
JOKyMEeHT0000poTa; pa3dupaThcs B KilaccupuKaTopax
pa3IUYHbBIX BUJIOB, yMETh MOJIb30BATHCS
HOMEHKJIATYpO JIeN, TepedHsIMH JOKYMEHTOB C
pa3IMYHBIMUA CPOKAMH XPAaHECHHUSL.

Baagers (B): Biamerh MOHATUHWHBIM —amapaToM
JUCIUIUIMHEI;, BJIaJETh HAaBHIKAMHM HCIIOJIb30BaHUS
COBpPEMEHHBIX TEXHUYECKUX CpencTB Hu
WH(POPMAITMOHHBIMUA TEXHOJIOTUSAMHU TPH PEIICHUU
KOMMYHUKATHBHBIX 337a4 TIOJTOTOBKH OCHOBHBIX
BHJIOB JIOKYMEHTOB, HCIIOJIb3yEMbIX PaOOTHHKAMH.

YK-4. CriocoGeH OCyIIEeCTBISITh IETOBYIO
KOMMYHUKAIIUIO B YCTHON U IMCbMEHHOU
(opmMax Ha TOCYIaPCTBEHHOM SI3bIKE
Poccuiickoit denepanuu 1 HHOCTPAaHHOM
(p1x) s13bIKE(aX)

3HaTh 3): CoBpeMeHHYI0 OpraHu3aluIo
JOKYMEHT0000pOoTa W TEHACHIUH HCIOJIb30BaAHUS
ACJl; 3Harp JTambl  JOKyMEHTOOOOpoTa B
OpraHu3alliy; 3HaThb INpaBWia PErHCTpald U
WH/IEKCUPOBAHNUSA JTOKYMEHTOB; 3HAaTh OPraHU3aIHIo
KOHTpOJII HaJ WCIOJHEHHEM JIOKyMEHTOB. 3HaTh
OCHOBHBIE TPeOOBaHMS K apXUBHOMY XPaHEHHIO JEIl;
3HaTh ~ OPraHW3aLHWIO0  ONEPAaTUBHOIO  XPaHEHHS
JTOKYMEHTOB B TEKYIIIEM JIEJIONIPOU3BOICTBE.

Ymers (Y): ymMers BeCTH  JICNOBYIO TIEpPEIHCKY,
YUUTBIBasE OCOOEHHOCTH CTHJIMCTUKU OQUIMATIBHBIX U
HeO(UIMAJIBHBIX MMUCEM, COIIMOKYJIbTYPHBIE Pa3IndUs
B (hopMare KOPPECIIOHCHIIMN Ha TOCYJapCTBCHHOM H
HHOCTPAaHHOM (-bIX) SI3BIKaX; YMETb COCTaBISTH H
opopMiIsATE  ympaBieH4YecKHe,  HMH(POPMAIMOHHO-
CIIpaBOYHBIE  JOKYMEHTBI, B COOTBETCTBUH C
TpeOOBaHUSIMU NMPABOBBIX aKTOB U CTAaHIAPTOB; YMETh
BHEJPATH  pAlMOHAIBHYI0 TEXHOJOTHIO  IpPHEMA,
MIPOXOXK/ICHNUS, TIOATOTOBKY U OTIIPABKU JOKYMEHTOB B
TPaIUIIMOHHBIX YCIOBUSAX M B YCJIOBHAX palbOTHI ¢
npuMmeHeHueM ACY.

Baaners (B): HaBbIKaMy cocTaBiIeHUS 1 0)OPMIICHHS
OpraHU3alMOHHO-PACTIOPSAUTETHHON u
WH(POPMALIMOHHO-CIIPABOYHOW  JIOKYMEHTAllMH,  C
npuMmeHeHueM ACY; BiageTh HaBbIKAMU PaOOTHI B




cucteMe ACY; BrnajeTb HaBBIKAMHU MPABUIBLHOTO
MPUMEHEHUST  HOPMATHUBHBIX  IPABOBBIX  aKTOB,
METOAMYECKUX JOKYMEHTOB, PpErNIaAMEHTUPYIOIINX
BOIPOCHI JCJIONPOU3BOJICTBA U JJOKYMEHTO000POTA.

2. llesin m 321241 OCBOCHUSA Y4eOHOM TUCHUILUIMHBI, MECTO JUCUMILIMHBI B CTPYKTYype
OIIOII BO

Jucuummna «Jlenonponu3BoACTBO» OTHOCHTCS K 4acTH (OpMUPYEMON y4aCTHUKAMHU
00pa3oBaTeNbHBIX OTHOIIEHUI OCHOBHOW MPOQeCcCHOHATBHON 00pa30BaTeIbHOM POrpaMMbl
BhbIcmiero oopaszoBanus 13.03.02 DiieKTposHEPTreTUKA U DJICKTPOTEXHUKA

Llenpl0 W3y4YeHUs IUCUUIUIMHBI - SBISETCA (POPMHUPOBAHUE Y CTYJCHTOB 3HAHUIA
TEOPETUYECKUX U MIPAKTUUYECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIPABICHUS, a TAKKe
npuoOpeTeHrne HABBIKOB TPaMOTHOM ©  A(PQEKTUBHONH  OpraHW3alid  COBPEMEHHOTO
JIEJIONPOU3BO/ICTBA HA MIPEIPUSITHH.

Jlnsg peanuzanuy TMOCTABJIEHHOW MLE€JIHM, B MPOLECCE OCBOEHUS AMCLMIUIMHBI
«/lenonpounsBocTBO» ObUTH CHOPMHUPOBAHBI CIIEAYIOIINE 3aJaUU:

— U3Yy4YUTh  3aKOHOJATEJIbHbIE M  HOPMAaTHUBHO-METOJUYECKHE  JIOKYMEHTHI,
peraamMeHTupyomue padoTy ¢ TOKyMEHTaMH OpraHU3aIuy;

— O3HaKOMHTb C TMPaBWJIAMU COCTaBIIEHUS U OQOPMIICHHUS YIIPABICHYECKUX
JIOKYMEHTOB;

— O3HaKOMHTH OOydarluxcs ¢ TpeOOBAaHUSIMU HOPMATHUBHBIX IIPABOBBIX AaKTOB,
peraaMeHTHPYIOIUX HOPSAIO0K CO3aHUS U IBUKEHUS IOKYMEHTOB;

— cdopMupoOBaTh y 00y4aromMXcsl NMPAKTUYECKUE HABBIKM FOPUANYECKH IPAMOTHOIO
0o(OopMIIEHHS JOKYMEHTOB, C YUYE€TOM IOJIOKEHHI HOPMATUBHBIX JOKYMEHTOB;

—  U3YYUTh NOPSATOK paOOTHI C JIMYHBIMU U CITY)KEOHBIMHU JOKYMEHTAMHU;

— o0ecneunTh YCBOCHHE OCHOBHBIX MPaBUJI 00pabOTKU U XpaHEHHs TOKYMEHTOB.

— chopMupoBaTb HaBBIKM COCTaBIEHHS M O(GOPMIICHHS OCHOBHBIX JIOKYMEHTOB
YIpaBJIECHUS;

—  HBYYHUTh paboTy CIIy kOBl JOKyMEHTAIIMOHHOTO O0ECTIEYCHUS YIIPABIICHHUS;

— O3HaKOMMTb CIylIaTeJedl C COBPEMEHHBIMM  TEXHOJOTMSMU  OpPIraHHU3ALMH
JIOKYMEHTOO000pOTa MPEANPUATHIA U OpraHU3aIiii.

3. O6beM y4eOHOI TMCHUIIMHBI B 3a4eTHBIX eINHULAX € YKa3aHHEM KOJIN4ecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHBIX HA KOHTAKTHYIO padoTy 00y4arommxcst ¢
npenoaasareJieM (110 BUAAM Y4eOHbIX 3aHATHH, TEKYIIUH ¥ IPOMEKYTOYHbIH KOHTPOJIb 10
AUCHHUILVINHE) H HA CAMOCTOSITEIbHYIO PadoTy 00y4aromuxcs

3.1 Ounas ¢popma oOyueHus

Buj yue6HOH paboThI 2 ceMecTp

OO0m1ast TpyJ0€MKOCTh AUCITUIUIMHBI, 3a4€THBIX €TUHUI 4
4acoB 144
AynuTopHasi (KOHTaKTHas1) paboTa, 4acoB 32,2

B T.Y. 3aHSATHUS JICKIIAOHHOTO THITA 16
3aHSATUSL CEMUHAPCKOrO TUIA 16
IPOMEXKYTOUYHAsl aTTECTALIUS 0,25
CamocTrosiTe/ibHasi padoTa 00y4aloUIUXcsl, YacoB 107,7
KonTpoan 4
By mpoMexyTo4HOI aTTecTaiuu 3a4ueT




4. Conep:kanue TMCHUILUINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBEJECHHOI0 HA HUX KOJHYeCTBA aKAleMHYeCKHUX YacOB U BU/IOB y4eOHbIX 3aHATHIA
4.1 Ilepeuenv pazoenog OUCUUNIUHBL C YKA3AHUEM MPYOOEMKOCHU ayOUmMOPHOU
(KOHMAKMHOIL) U CAMOCHOAMENbHOU PAdOmbl, 6U006 KOHMPOEl U nepeuHs KOMNEemeHyuil

Ounast popma oOyueHHs

TpymaoeMKocTb, 4acoB Kon
B TOM HHCIIE HaumeHoBaHue | KOMIIETEHIIUU
HaumenoBanue paszaenoB U TeM ayAUTOPHOU OLIEHOYHOT O
BCETO .\ |caMocTosTen
(KOHTaKTHOM) N CpeJCcTBa
BHOI paboTHI
paboThI
Pazgen 1. Teopernueckme IpakTnueckas
! P 32,4 6 26,4 e
OCHOBBI JIEJIONIPON3BOJACTBA padoTta, TeCT,
1.1 Ucropus pa3Butus pedepar, noxnaz
roCyIapCTBEHHOI'O 12,5 2 10,5
JIeIonpou3BoJIcTBa B Poccuu VK-1
1.2 Lemn, 3a1a4K u
MIPUHITUIIEICOBPEMEHHOTO 10,5 2 8,5
JIEJIOTPON3BOJICTBA
1.3 Kunaccuduxarms
frxau 9,4 2 7.4
JIOKYMEHTOB
Paznen 2. CoBpeMeHHbBIE [NpakTnueckoe VK-4
TpeGoBanusa K 0OPMICHHIO 40 12 28 3ajanue (Ha
ILOKyMeHTOB COCTaBJICHUC U
2.1. HopMaTuBHO-TIpaBOBBIE H oopmrenne
METOOUYECKHE 17,6 5 12,6 OpraHU3alluOHHO-
OCHOBBI JIEJIOTPOU3BOICTBA PacOpAUTC/IEHEL
X IOKYMEHTOB)
2.2 Cocrapnenue JIOKYMEHTOB, TeCT,
OpraHH3allHOHHO- YCTHBIH OTBET Ha
pacHopsIAUTENbHBIX U 7 15,4
BOIIPOC JOKIaL
UH(OPMAITMOHHO CITPABOYHBIX
JIOKYMEHTOB
Paznen 3. Opranuzanus paboThI C IIpakTryeckoe VK-1,YK-4
. P i p 67,6 13,9 53,4 P
JOKyMEHTaMU 3agaHue (Ha
31 OpFaHI/I?,aHI/IH COCTaBJICHUC U
JIOKYMEHT0000pOTa B 12,6 2 10,6 oGopueHye
KaaApOBbIX
OpraHH3alnn
3.2 0006 6 JTOKYMEHTOR)
. CO evHHOCTI/I PaooThI 5 16, 1 3’75 12,4 JOOKYMEHTOB, TECT,
CKaJIpOBOM JOKYMEHTAIUEH YCTHBIi OTBET Ha
3.3 Opranuzarus paboTHI ¢
P L P 20,3 4 16,3 BOIIPOC
oOpalieHIsIMH TPpaXaaH
3.4 DeKTPOHHBIH
P 18 4 14
JIOKyMEHTO00O0POT B OpraHU3aIiH
HToro 3a cemecTp 140 31,9 107,8
IIpomeskyTOoUHas aTTECTALMS 4 0,25 4 Hrorosoe YK-1,YK-4
TECTUPOBAHUE,
MUCHEMEHHBINA
OTBET Ha
JK3aMEHAIMOHH
bIil BOpPOC
HUTOI'O no xucuumninue 144 32,2 107,7




4.2 Cooepircanue oucuyuniunsl no pazoenam
Paznen 1. TeopeTuyeckue OCHOBBI 1€JIONIPOU3BOJACTBA

Henun — wu3ydyeHHe TEOPETUYECKUX OCHOB PA3BUTHS TOCYAAPCTBEHHOW CHCTEMBI
JnenonpousBojacTsa B Poccum.

3agauyu — U3y4YUTh OCHOBHBIC MOHSTHUS B CHUCTEME JEJIONPOU3BOJCTBA, MU3YUUTh LEIH,
3ala4yi U MMPUHIUIBICOBPEMCHHOI'O IACJIONMPOMU3BOACTBA, U3YUHUTb OCHOBHBIC 3Tallbl Pa3BHUTHUA
roCyAapCTBEHHOTO JEJIONPOU3BOCTBa B Poccuu.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Ucropus pa3BuTUs TOCY1apCTBEHHOT'O AEJI0NPOU3BOACcTBa B Poccun
1.2 llenn, 3a1aun ¥ IPUHLIUIIBICOBPEMEHHOTO JI€JIONPOU3BOICTBA

1.3 Knaccugukamus 10KyMEHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMA K 0(OPMJICHHIO JOKYMEHTOB

Hemnm - wusydyeHue TpeOOBaHMM U HOPMATHBHO-METOJMYECKHX JIOKYMEHTOB K
COCTaBJICHUIO M O(GOPMIICHHIO OPraHU3aLUOHHO-PACIIOPAAUTENbHBIX M HH(POPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, ¢ puMeHeHuemM ACY.

3agaum — mnpuOOpeTeHHE HaBBIKOB MPUMEHEHHMsS HOPMATHBHO-IIPABOBBIX AaKTOB,
METOJAMYECKUX  JOKYMEHTOB,  PEIJaMEHTUPYIOIIMX  BONPOCHI  JEJIONPOU3BOACTBA U
JIOKYMEHTO000pOTa; NMPHOOPETEHNE TEOPETUUYECKHX M MPAKTUYECKUX HABBIKOB B O(QOPMIICHHU
OpraHU3aIMOHHO-PACHIOPSAUTENBHBIX 1 HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 3J1eMEHTOB pa3jea:
2.1. HopmaTuBHO-TIpaBOBBIC 1 METOJMUECKHE OCHOBHI JAETIOIPOU3BOICTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX U HMH(OPMAalMOHHO-
CIPAaBOYHBIX JOKYMEHTOB

Pa3nea 3. Opranusanus padoTsl ¢ JOKyMEHTAMH

Hean — u3ydnTh paboOTy CiIyXObl JOKYMEHTALMOHHOTO OOECHeueHHs YIpPaBICHHUS;
pPaccMOTpeTh 3Tambl JOKyMEHTO000pOTa B OpraHU3alli; pacCMOTPETh OCHOBHbIE TPEOOBaHUS K
o(opMIIEHHIO KaJpOBOM JOKYMEHTAIMU U IOKYMEHTAIUHU 10 3aBUTEIbHBIM IOKYyMEHTAM.

3agaun:O3HaKOMUTH OOyyaroumxcs, ¢ TpeOOBaHUSIMH HOPMATHUBHBIX IIPABOBBIX aKTOB,
pPErIaMEHTUPYIOLUX TNOPAJOK CO3JaHMS U ABWKCHUS JOKYMEHTOB; O3HAKOMUTH CTYIEHTOB C
dTalaMM MPOXOKJAEHHUS JTOKYMEHTOB; COPMHUPOBATh y OOYYArOIIMXCS MPAKTHUECKUE HABBIKU
IpaMOTHOTO O(QOPMIICHUS IOKYMEHTOB, C YYETOM IIOJIO)KEHUH HOpPMAaTUBHBIX JOKYMEHTOB;
U3YYHUTh MOPSIOK pabOThl C JMYHBIMU U CIIy’KEOHBIMH JOKYMEHTaMH; OOECIEeUUTh YCBOEHHE
OCHOBHBIX NpaBHJI 00pabOTKH TOKYMEHTOB ¢ npuMmeHeHrneM ACY; 03HaKOMMTH CiyIIaTesnell ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTaHU3alUK JOKYMEHTO000pOTa MPEIPUITHIA U OpraHu3aIiuii.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:
3.1 Opranusanus JOKyMeHTO000pOTa B OpraHnu3alul
3.2 OcoOeHHOCTH PabOTHI CKAaJPOBON JTOKyMEHTAIHEH
3.3 Opranusanus paboThl ¢ 0OpaIIEHUIMH IPAXKAAH
3.4 DNEeKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aInN

5. OueHo4YHbIe MAaTEPUAJIBI IO TUCHHUIIHHE
OneHouyHbIE MaTepHANBl 0 TUCIUILUIMHE TMpEACTaBIeHbl B BHAE (OHIA OIECHOYHBIX
CPEJICTB.



6. MaTepuajibHO-TeXHUYECKOE U YUeOHO-MeTOAN4YeCcKoe oDecneyeHne 1 CHUIITHHbI

6.1 Ilepeueny  yueoHO-MemoouuecKozo obecneueHusn no oucyuniune
«/lenonpouzeoocmeo»
No ABTOp, Ha3BaHWE, MECTO M3MIaHUS, U31aTEILCTBO, TOJ M3AHMUs, KOJIHYECTBO CTPAHUII, PEKUM
n/m JIOCTyTa
1 | MeTtoaudeckre yKa3aHHs 10 H3YUCHHIO TUCIUTLTHHBI
6.2 Ilepeuens yueonvix uzoanuil, He0OX0OUMbBIX 0J11 0C60CHUA OUCUUNIUHBL *
DJeKTpoHHbBIE YUeOHbIC 3AaHUS B AIEKTPOHHO-O0MOanoTeyHbIX cuctemax (Ob6C)**:
No | ABTOp, Ha3BaHME, MECTO U3JJAHUs, TOJ Ccpuika Ha yueOHoe uznanue B ObC
n/n U3JIaHUS, KOJIMYECTBO CTPAHUI]
OcHoBHas:
1.|ITaBoBa, P. C. Jlemonpou3BOACTBO IO bubmuoreunass cucrema «JIAHb»
oOpalieHusIM  TpaXkaaH yueOHoe https://reader.lanbook.com/book/169796#1
nocobue s By3oB / P. C. IlaBnoBa. —
Canxkr-IlerepOypr : Jlans, 2021. — 280
c.
2.|Ky3nenos, 1. H. Jlenonpous3BoacTBo : bubanoreunas cucrema «JIAHDbY»
cupaBoyHoe nocodue / M. H. Kysneros. | https://reader.lanbook.com/book/105543/preview#1
— 6-e m31. — Mocksa : [JlamkoB u K,
2017. — 460 c.
3.| CemeHHXUH, B. B. Kanposoe bubnuoteunas cucrema «JIAHb»
nenonpousoacTeo / B. B. Cemenuxus. | https://reader.lanbook.com/book/143530/preview#1
— 4-e u3n., nepepad. u gom. — MockBa
:I'poccMenna, 2019. — 628 c.
4.| CemKo, n. A. OCHOBEBI bubmuoreunas cucrema «JIAHBb»
JIeTIONPOM3BOACTBA : ydeOHoe mocobue / | https://reader.lanbook.com/book/141613/preview#1
n. A. Cewmxo, JI. A. AntyxoBa. —
Crasponons :CtI’'AY, 2018. — 119 c.
JlonomauTenpHas
5.|ITaBnoBa, P. C. Koudunenumnanbuoe bubmnoreunas cucrema «JIAHDbY»
JIEIIONPOU3BOJCTBO : yueOHOoe mocobue https://reader.lanbook.com/book/169795#1
mns cio / P. C. IlaBnoBa. — CaHKT-
[TerepOypr : Jlanp, 2021. — 308 ¢
6.| Pri0akos, A. E. OCHOBBEI bubmuoreunas cucrema «JIAHBb»
nenornpousBojicTBa : yueOnuk / A. E.|https://reader.lanbook.com/book/131907/preview#1
Pri6akoB. — 3-e u3x., crep. — MHHCK :
PUIIO, 2016. — 319 c.
6.3 Ilepeuens r3nekmponnvlx 00pazoeamenbHvlX pecypcos *
Ne DJIEKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctyn B DOP (ceTs UHTEPHET, JT0KAIbHAA
n/n CeTh, ABTOPU30BAHHDII/CBOOOAHBIIH 10CTYI
1 Poccuiickas HanmoHanbHast OMOIHOTEKA http://nir.ru/lawcenter_rnb
[QnexTpoHHBIN pecypc]
2 Poccuiickas ['ocynapcTBeHHas OubimnoTeka http://www.rsl.ru
[>7eKTpOHHEIH pecypce].
3 denepanbHbIil 00pa30BaTEIbHBIN TOPTAT http://www.ecsocman.edu.ru
«SKOHOMHKa, COLMOJIOrusa, MCHCIXKMCHT»



https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/169795#1
https://reader.lanbook.com/book/131907/preview#1

6.4 Coepemennsle npogheccuonanvHvle 6azvl OGHHBIX, UHGOPMAYUOHHBIE CNPABOUHDLE
cucmemul U TUYEHIUOHHOE NRPOZPAMMHOE 0DecneueHue

CoBpemMeHHbIe MPodecCHOHATbHbIE (a3bl JAHHBIX

1. https://rosstat.gov.ru/ - ®denepanbHas ciry:kb6a rocy1apcTBEHHOM CTATUCTHKH.

2. https://cyberleninka.ru/ - Hay4Hasi 3JeKTpOHHAs OMOJIMOTEKA OTKPBITOrO JOCTyIa
(OpenAccess).

3. http://link.springer.com/ - monHOTEKCTOBasE KOJUIEKIMs (0a3a JaHHBIX) AIIEKTPOHHBIX
KHHT W3aarenbeTBa SpringerNature.

4. http://fcior.edu.ru/ - denepanbublii LHEHTp HHOOPMALMOHHO-00PA30BATEIBHBIX
pecypcos.

5. http://window.edu.ru/ - Wudpopmanmonnas cucrema «EauHOEe OKHO 1ocTyma K
00pa30BaTeIbHBIM pPecypcam»

I/IH(I)OpMaIIPIOHHBIe CIIPABOYHBIC CHCTEMBI
1. HudopmanmonHo-crnpaBouHas cucrema «Iapant». — URL: https://www.garant.ru/
2. Wundpopmammonno-cpaBouynas cucrtema «Koncymprant Ilmoc». — URL:
http://www.consultant.ru/
3. ®enepanbHas cirykba rocy1apcTBEHHON cTaTUCTHKH - http://www.gks.ru

4. Coer @epepauuun DenepanbHoro CobOpanusi Poccuiickoit  ®enepanuu
http://www.council.gov.ru/index.html

5. Odummaneheiii caiit  I[lpesunenta Poccuiickoit ®enepanun

6. http://www.president.kremlin.ru/mainpage.shtmi

7. Caiit «ApxuBel Poccum» mnon sruzmoit PenepalibHOrO apXHWBHOIO areHTCTBA
(Pocapxusa) http://www.rusarchives.ru

8. TlopTtan rocynapcTBEHHBIX U MyHHIIUIIATBHBIX YCIIyT http://www.gosuslugi.ru/ru/

9. ®enepanbHas cityx6a o HaA30py B chepe CBA3U, MHYOPMAITMOHHBIX TEXHOJIOTHMA
u MaccoBbiXx kommyHukanuid, ®I'YIT HTL "Uudopmpeructp"” http:// www.inforeg.ru

10. CmpaBouHo-nipaBoBas cucteMa «KoHcynbTaHT rumocy» http://www.consultant.ru/

11. CnpaBouno-nipaBoBas cuctema «['apant» http://www.garant.ru/

12. Bcepoccuiickuif Hay4yHO-HCCIEIOBATENbCKUM HMHCTUTYT JOKYMEHTOBEICHHUS W
apxusHoro aena (BHUMIIA) http://www.vniidad.ru

JIMIeH3H0HHOE MPOrpaMMHOe ofecredeHne

1. Microsoft Office (Access, Excel, PowerPoint, Word ut. 1),

2. OpenOffice, JIronukc (GecrmaTHoe MporpaMMHOE 0OecrieueHre IIMPOKOro Kiacca),

3. cucrema aucTaHIoHHOro o0yuenus Moodle (www.edu.rgazu.ru),

4. Beounap (AdobeConnect v.8, Zomm, GoogleMeet, Skype, Mupamoiuc),
IpOrpaMMHOe 0OecTieueHue IEKTPOHHOr0 pecypcea caiita, Bkitoyas ObC Agrilib u Buneokanan
PI"A3Y (http://www.youtube.com/rgazu),

5. anTHBHUpYCcHOE mporpamMmmHoe obecriedenrie Dr. WEB DesktopSecuritySuite.



https://rosstat.gov.ru/
https://cyberleninka.ru/
http://link.springer.com/
http://fcior.edu.ru/
http://window.edu.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://www.gks.ru/
http://www.edu.rgazu.ru/
http://www.youtube.com/rgazu

6.5 IlepeyeHb y4eOHBIX Ay IMTOPHIi, 000PYA0BAHUS U TEXHHYECKHUX CPEICTB

o0ydeHus **
IIpennasnayenue Ilepeuyenn
HanmenoBanue xopmyca,
NOMeLIeHH obdopynoBanusi (B T.4. BHPTyaJIbHble aHAJIOTH) H
Ne nomenenus (ayauTopun) «
(ayauTopun) TeXHHYECKHX CpPeIcTB 00yYeHHs
Jna sanamuii | YaeOHO- Crienanu3upoBaHHas Me0elb, Habop
JIEKYUOHHO20 MuUna 4AMHHUCTPATHBHBIMKOPITYC. JIEMOHCTPAIlMOHHOT O obopyoBaHus,
Kab. 129. npoektopEPSONEB-1880, 9KpaH HAaCTCHHBIN

MoTopu3upoBaHHBIHSIMSCREEN

Jns sanamuii | YuebHo- Crerpan3upoBaHHas MeOesb, Habop JIEMOHCTPAITMOHHOTO
cemunapckozo  muna, | AAMHHHCTPATHBHBIHKOPIIYC. 000pyI0oBaHusl M Y4eOHO-HAITISIHBIX TIOCOOMH, MPOEKTOp
2PYNnoswix Kab. 125,142 SANYOPLC-XV, »o3kpaH HacTeHHBIH  PYJIOHHBIH
KOHCYTbmayul, SimSCREEN
NPOMENCYMOUHOU
ammecmayuu
pIL Y4eOHO-aIMIHUCTPATHBHBII IlepconanbHple koMmbioTepel 11  mT. Brixom B
CAMOCMOAMENbHOU KopITyC. HHTEPHET, JOCTYI B D3JCKTPOHHYI HH(OPMAIIMOHHO-
pabomul [Tomerenue Ut | 00pa3oBaTeNIbHYIO CPEIy YHHBEPCHTETA
CaMOCTOSTENIEHON paboTEHL.
UurtanpHbli 3251
Y4eOH0-1a00paTOpHBIi CriermamupoBaHHas MeOelb, Habop JEMOHCTPAIHOHHOTO
KopITyC. 000py/IOBaHUS, TEPCOHANBHBIE  KOMIBIOTEpH! 11 1mT.
[Tomerenue st | Beixoq B WHTEpHET, MJOCTYI B AJIEKTPOHHYIO
CaMOCTOSTENIEHON paboTsl. | mHGOPMAIIIOHHO-00pa30BaTEIBHYIO cpemy
Kab. 320. YHHUBEPCUTETA
YueOHo-anmuHHUCTpaTUBHBIH | Criermanm3upoBaHHass MeOelb, HaOOp JIEMOHCTPAIIMOHHOTO
KOpITyC. obopymoBaHUsS. ABTOMAaTH3MPOBaHHOE pabodee MeCTo
Ka6. 105. YueOnas ayauropus | [IUid ~ WHBAJTUIOB-KOISICOYHHKOB € KOPPEKIIMOHHON
IS Y4eOHBIX 3aHATUN | TEXHUKOM W HUHAYKIMOHHOM cucremoil OaCuc 290;
obyvaromuxcsi W3 yuciaa | ABTOMaTU3UPOBaHHOE pabouee MECTO JUTST
nHBanIun0B U aui ¢ OB3 CHa0OBUISIIIMX M HE3PSUYMX  TOJNb30BaTeNied  Co

cranuoHapHbM  BupeoyBenmuuurenemOaCuc 29 ON;

ABTOMAaTH3UPOBAaHHOE pabouee MECTO IS
CTa0OBUIAIMIMX M HE3pSUMX  MOJb30BaTeNel ¢
mopTatuBHEIM  BupeoyBenmuurenemOnCuc 207 CF;
ABTOMAaTHU3UPOBAaHHOE pabouee MECTO IS

CITa0OBUIAIINX U HE3PSIINX MOJIH30BATEIEH C YNTAOIIEH
MammHOH J1Cuc 207 CN;AnmapaTHBId KOMIUIEKC C
¢yHKIUEH  BHICOYBEITHMYCHUS A YTEeHHS  JUII

CTa0OBUIAIIUX W HE3psAUuX Iob3oBarenein DnCuc 207
OS.




DEJIEPAJTIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXX/IEHUE BBICIIET'O OBPA3SOBAHMA
MUHUCTEPCTBA CEJIbBCKOI'O XO35HMCTBA POCCUUCKOU OEJJEPALINN

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

(Yausepcurer Bepnaackoro)

(I)OH)I OLHECHOYHBIX CPEACTB MJIA NMPOBCACHUA TEKYIIECI0 KOHTPOJIA U
l'[pOMe)KyTO‘{HOﬁ arTrecranmumn OﬁyanOl]_ll/IXCﬂ o IMCIUMIIJIMHE
«I[CJIOHI)OHZ;BOIICTBO»

Hanpasnenue noaroroBku 13.03.02 DnekTposHEpreTHKA U DJIEKTPOTEXHUKA

Hanpasnennocts (mpoduiab) mnporpaMmbl: - OJIEKTPOCHAOKEHUE CEIbCKHUX
TEPPUTOPUI

KBanudukanus: OaxanaBp

dopma oOydecHUsS: OYHaAs

bamammuxa 2024 r.
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1.0nmucanue nmokasarejiei u KPUTCPUEB OLNCHUBAHUA TVIAHUPYEMbBIX pPE3yJIbTAaTOB 06y‘leHHH 1o y‘leﬁHOﬁ JAUCHHUIIINHE

Komnerennumii Nuauxarop VDOBEHE HaumenoBanue
C(l)OpMHpOBaHHOCTI/I OCEOCHI/IH* HJIaHI/IpyeMBIe pe3yJabTaThl oﬁyqem/m OLICHOYHOT0 CpeacTrBa
KOMIIeTeHI M i
YK-1. CmocobeH | 3uats (3): 3akonomarensHbie | IloporoBbiii 3HaTh: HOPMATHBHO-TIPABOBBIE W METOJAMYECKHE HOKyMEHTHI, | Pedepat,ycTHBII  OTBEeT Ha
OCYLIECTBIIATH TIOUCK, | aKTHI, [IOCTAQHOBJICHNS, | (YOBJIETBOPUTEIbH | PEriIaMeHTHPYIOLINE BOIIPOCHI JeJIONPOU3BOACTBA U | BOIPOC NMPaKTHYECKOE 3aJaHue,
KPUTHYCCKHI aHaIu3 ¥ | HOPMATHBHbBIC JOKYMEHTBI | 0) JOKYMEHTO000pOTa; 3HaTh OCHOBHBIE TpEOOBaHUS K | UTOTOBOE TECTHPOBaHME, OTBET
CUHTE3 nHdopManuy, | perJaMeHTUpYoLHe COCTaBICHHIO JOKYMEHTa; 3HATh OCHOBHBIC HANpAaBJICHHE B | HAa YK3aMCHAIMOHHBIN BOIPOC
OPUMEHSATh ~ CHCTEMHBIN | OpPTaHU3AIHI0 paboTe ¢ MOKyMEHTaMH M0 YHHU(PHKAIWK W CTaHIAPTU3ALUH
MOAXO0J sl pEIISHHsS | JENONpPOM3BOJICTBA B JOKYMEHTOB; 3HATh OCHOBHBIC TpPEOOBaHUSI K COCTABJICHHIO
IIOCTABJICHHBIX 3a4a4 opranmzanun KKX JIOKYMEHTOB; GbyHKIMH JIOKYMEHTA, KJaccu()UKAIUIO
JOKYMEHTOB, CIIOCOOBI JOKYMEHTHPOBAHHMS; 3HaTh COBPEMCHHBIC
TEeXHHYECKHE CpeIcTBA M HMH(POPMALMOHHBIC TEXHOJIOTHH,
UCIIONB3yeMBbIe TIPH PEIIeHHH KOMMYHHKATHBHBIX 331a4.
YMeTh:TpaMOTHO  UCIONB30BaTh  MOUCKOBBIE  BO3MOYKHOCTH
CHCTEM OJJIECKTPOHHOIO JOKYMEHTOO0OpOTa; pa3duparbcs B
KJIacCH(HKATOpax pasIMYHBIX BHJIOB, YMETb IOJB30BATHCS
HOMEHKJIATYpOil [neJ, MEepEeUHsIMH JAOKYMEHTOB C pPa3iIMYHbIMHU
CpOKaMH XpaHEHHs.
B.]'la)leTb: MOHSATHHHBIM armaparoM JUCHUIUIMHBI; BJIAACTH
HaBbIKaMH HCIIOJIb30BAHHUA COBPEMEHHBIX TEXHUYECKUX CPCIACTB
n  WHOOPMAIMOHHBIMM  TEXHOJNOTHSAMH  TPU  pEIICHUH
KOMMYHUKATHUBHBIX 3a1a4 IIOATOTOBKH OCHOBHBIX BUJIOB
JIOKYMEHTOB, HCIOJIb3YeMBIX Pa0OTHHKOM;
YMeTh: NPUMEHATh METOMKA IpoaBUHYTHI 3HaeT TBepAO: HOPMATHBHO-NIPABOBBIE M  METOJHYCCKHE Pedepar,ycTHblit oTBET Ha
nomcka, cobopa, 06paboTKH (xopo1o) JOKYMEHTBI, perJIaMeHTHPYIOLIHE BOIIPOCH! IEJIONPOM3BOJICTBA U | BOIPOC MPAaKTHYECKOE 3aJaHue,

uH(pOpMAaIINH, CHCTEMHBII
MOJIXOJ] JUTSl PEIICHUS
MOCTABJICHHBIX 3a/1a4 CHCTEMbI
JIeJIONPOU3BOJICTBA
JIOKYMEHTO000pOTa
OpraHu3aIu

JIOKyMEHT0000pOTa; 3HaThb OCHOBHBIE TpeOOBaHMS K
COCTaBJICHHIO JOKYMECHTa; TBEpAO  3HAET OCHOBHBIE
HampasJieHHe B paboTe ¢ JOKyMEHTaMH MO YHH(HUKalUU Hu
CTaHIAPTH3aIMH JOKYMEHTOB; 3HAaTh OCHOBHBIE TPeOOBaHHSA K
COCTaBJICHHIO JOKYMEHTOB, ¢GbyHKIMN JOKYMEHTA,
KJIaCCU(UKAIIMI0 JOKYMEHTOB, CHOCOOBI JIOKYMEHTHPOBAHHUS,
3HATh COBPEMEHHBIE TEXHHYECKHE CPEACTBA M MH(POPMAIIIOHHBIE
TEXHOJIOTHH, HCIIOJIb3yeMbIe NPH PEIICHHH KOMMYHHKATHBHBIX
3a1ad.

YMeeT yBepeHHO: HCIOJIb30BaTh IOHCKOBBIE BO3MOXKHOCTU
CHCTEM DJJIEKTPOHHOIO JOKyMEHTOO0OOpOTa; pa30uparbcsi B
KiaccuUKaTopax pa3iMuHBIX BHIOB, YMETh IOJb30BaTHCS
HOMEHKJIATypOo# JAed, HNEepedHsSMU JOKYMEHTOB C Pa3IHYHBIMU
CpPOKaMH XpaHEeHUsl.

Bianeer yBepeHHO: MNOHATUHHBIM aNmapaToM JUCLUILIMHBL;
BJIaJICET HaBBIKAMH HCIIOJIBb30BAaHMS COBPEMEHHBIX TEXHHYECKHX
cpeAcTB 1M MH(OPMALMOHHBIMU TEXHOJOTUSIMH TPH PEIICHUU

HUTOroBOC TECCTUPOBAHUEC, OTBET
Ha SKSaMeHaHI/IOHHHﬁ BOIIPOC
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KOMMYHHUKAaTUBHBIX  3a1a4 IOATOTOBKHA
JAOKYMCHTOB, UCTTIOJIb3YCMBIX paGOTHI/IKOM.

OCHOBHBIX BHUI0B

Biiajgerh: MeTOIaMH MOUCKA,
cbopa u 06paboTKH, st
pelIeHusI MOCTABJICHHBIX 3a/1a4
B CHCTEME JICTIONPOM3BOICTBA

Bbicokuii
(OTJIMYHO)

3HaeT TBepaO: HOPMATHBHO-NIPABOBBIE U  METOAUYECKUE
JIOKYMEHTBI, PErIaMeHTUPYIOIINE BOIPOCH! AEIONPOU3BOJCTBA U
JOKyMEHT0000pOTa; 3HaTh OCHOBHBIE TpeOOBaHUS K
COCTaBJICHHIO JOKyMEHTa; 3HaTb OCHOBHBIC HAIIPaBICHHUE B
paboTe C MOKYMEHTaMH NO YHUGUKAIUK M CTaHJapTH3ALHH
JOKyMEHTOB; 3HaThb OCHOBHBIC TpPeOOBaHUS K COCTABICHUIO
JIOKYMEHTOB; GhyHKIHH JIOKYMEHTa, KIIacCH(UKAITIIO
JOKYMEHTOB, CITOCOOBI JTOKYMEHTHPOBAHUS; 3HATh COBPEMEHHEIE
TEXHAYECKHE CpeAcTBa MW HMH(GOPMAIMOHHBIC TEXHOJIOTHH,
HCIOJIb3YEMBIE MIPU PELICHUH KOMMYHHUKATUBHBIX 3a4a4.

YMeer yBepeHHO: UCIOJIb30BaTh IOMCKOBBIE BO3MOKHOCTH
CHCTEM DJIEKTPOHHOIO JOKyMEHTO00OpOTa; pa30uparbcsi B
KJIaccuUKaTopax pasiMuHBIX BHIOB, YMETh MOJb30BATHCS
HOMEHKJIATypOH JAeld, HEepeuHsSMH TOKYMEHTOB C DPa3IHYHBIMHU
CpOKaMH XpaHEeHUS.

Biaaneer yBepeHHO:NMOHATHHHBIM ammapaToM JAUCLUIUIMHBL;
BJIAJIeTh HAaBBIKAMM HCIIOJIb30BAaHHUS COBPEMEHHBIX TEXHMYECKHX
CpeICTB W WH(POPMAUOHHBIMH TEXHOJOTUSAMH TIPH PpEIICHUN
KOMMYHUKAaTUBHBIX 33Jay  MOATOTOBKM OCHOBHBIX  BHUOB
JIOKYMEHTOB, UCTIOJIb3YEMBIX PaOOTHHUKOM;

Pedepar,ycTHbIil 0TBET Ha
BOMPOC MPAaKTUYECKOE 3a/JaHUE,
WUTOTOBOE TECTUPOBAHHE, OTBET

Ha PK3aMEHAIMOHHBIHN BOIIPOC

YK-4. Cnocoben
OCYIIECTBIISITH JICTIOBYIO
KOMMYHUKAIIHIO B YCTHOH
U MMCbMEHHOH (hopMax Ha
TOCYJTapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu
1 MTHOCTPAHHOM (BIX)
sI3bIKe(ax)

3uats (3): CoBpeMEHHYIO
OpTaHH3aIHIIO
JIOKyMEHTO0000poTa U
TEHJCHIINH UCTIOIb30BaHMS
ACY

IHoporosplii
(ynoBJ1eTBOPUTENbH

0)

3naer: OcHOBHBIE TpPEOOBAaHUS K COCTABICHHIO JIOKyMEHTA.
OcHOBHBIE HampaBiieHWe B paboTe C JOKYMEHTaMH IO
YHUOHUKALUK W CTaHAAPTU3AIMU JOKYMEHTOB; 3HAa€T OCHOBHBIC
TpeOOBaHUs K COCTABJICHHUIO JOKYMEHTOB; (DYHKIIMHM JOKYMEHTa,
KIacCU(DUKAIMIO JJOKyMEHTOB, CIIOCOOBI JJOKyMEHTHPOBAHHUS;
COBpPEMEHHBIE TPEOOBAaHUS K JOKYMEHTAIIMOHHOMY O0ECIIeUCHHIO
yIIpaBJICHUS.

Ymeer:CocTaBiaTh U 0QOPMIATH yNPaBICHYECKHUE TOKYMEHTHI,
B TOM 4YHCJIe HH(POPMAIMOHHO-CIIPABOYHBIC, B COOTBETCTBHU C
TpeOOBaHMSIMHA TIPAaBOBBIX aKTOB M CTaHIApTOB; TI'PaMOTHO
UCIIONIb30BaTh TIOMCKOBBIE BO3MOMKHOCTH CHCTEM 3JIEKTPOHHOTO
JOKYMEHT0000POTa; pas3bupatscs B KJ1accupuKaTopax
pa3Iu4HBIX BUJIOB, YMEThb II0Jb30BaTbCS HOMEHKIATYpOH Hedl,
NEPEIYHAMU TOKYMEHTOB CO CPOKaAMU XPaHCHUSA.

B.Ha)]eeT: HaBBIKaMH TIPaBUJIBHOTO NMPUMEHCHUSA HOPMATHBHBIX
IIPaBOBBIX aKTOB, METOANYCCKUX JOKYMCHTOB,
PperiaMeHTHPYIOIIUX BOIIPOCHI ZIeIONIPOU3BOICTBA u
JIOKyMEHT0000pOTa.

Pedepar,ycTHbIi 0TBET Ha
BOIIPOC IMIPAKTHYECKOE 3aaHNe,
HUTOTOBOE TECTUPOBAHKE, OTBET

Ha 9K3aMEHAIMOHHBIN BOIIPOC

Ymets (Y): BecTU ACTOBYIO
MEPEMUCKY, YUUThIBAS
0COOCHHOCTHU CTHJIMCTUKHU
oHIMAIBHBIX U

IIponBuHyTHII
(xopo1uo)

3naer TBepAao: 1o COBPEMEHHO opraHu3anuu
JIOKYMEHTO000pOoTa U TeHACHIUU wucnoib3oBanus ACJ; 3HaTh
ATambl JOKYMEHTO000POTa B OpPraHU3AIMH; IPaBUJIa PETUCTPALUN
Y MHJIEKCUPOBAaHMs JOKYMEHTOB; 3HaTh OPraHU3alUI0 KOHTPOJIA

Pedepar,ycTHbIil 0TBET Ha
BOIPOC NPAaKTUYECKOE 3aJaHUE,
HUTOTOBOE TECTUPOBAHUE, OTBET

Ha DK3aMEHALMOHHBIN BONPOC
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HEO(HINAIBHBIX ITHCEM,
COLIMOKYJIBTYPHBIE Pa3Inyus B
(hopmare KOppeCHOHICHIIUH Ha

TOCYapCTBEHHOM U
WHOCTPAHHOM (-bIX) A3bIKAX.

HaJl NCTIOJTHEHHEM TOKYMEHTOB; 3HACT OCHOBHEIC TPEOOBAaHUS K
ApPXUBHOMY XPaHCHHUIO JICN; 3HACT OPraHU3allhi0 OIECPATHBHOTO
XpaHCHHUS JOKYMEHTOB B TEKYIIEM JCIOMPOU3BOJICTBE.

YMeeT yBEepeHHO: BECTH  JCIOBYIO IIEPEMUCKY, YYUTHIBAS
O0COOCHHOCTH CTWJIMCTUKH O(HIMANBHBIX W HEO(UIIUATBHBIX
TTUCEM, COIIMOKYJIBTYPHBIC pasnuyus B ¢dopmare
KOPPECIOHICHIINA Ha TOCYJapCTBEHHOM W HMHOCTPAHHOM (-BIX)
SI3BIKAX; YMEET COCTaBIATH M O(GOPMIITH YIpaBICHUYECKHE,
WHPOPMAMOHHO-CIIPAaBOYHBIE JTOKYMEHTHI, B COOTBETCTBUH C
TpeOOBaHUSAMH TPABOBHIX AKTOB W CTAHJAPTOB; YMETh BHEIPSTH
PAIMOHATBHYIO TEXHOJIOTHIO MPHEMa, IIPOXO0KIACHUS, ITOITOTOBKHI
U OTHpPaBKHA [OKYMEHTOB B TpPAIWIHOHHBIX YCIOBHAX H B
ycnoBusAx pabotsl ¢ npumeHeHuem ACY.

Bianeer yBepeHHO: HaBbIKAMH COCTaBJCHUS U O(OpMIICHHUSA
OpraHU3aI[MOHHO-PACTIOPSTUTECIBHON u HHPOPMAIUOHHO-
CIIpaBOYHON JOKyMeHTanuu, c¢ npumeHeHuem ACY; BrazgeeT
HaBblIkaMu pabotel B cucreme ACY; Biazeer HaBbIKAMHU
MPAaBUJIBHOTO TPHMEHCHHS HOPMATHUBHBIX IPABOBBIX AaKTOB,
METOJMYECKUX JOKYMEHTOB, PETJIAMCHTHUPYIOMIAX BOMPOCHI
JICIIOTIPOM3BOICTBA M JOKYMEHTO000POTA.

Baanern (B): HaBBIKAMHU
BEJICHUS JICJIOBOW TMEPEITUCKH,
YYUTHIBAS 0COOEHHOCTH

CTHIINCTKHN O(I)I/II_II/IaJ'ILHLIX n
HCO(i)I/ILII/IaJ'IBHBIX IIMCEM

Boicokwuii
(OTJIAMYHO)

Hmeer chopmupoBaBuinecsi cucTeMaTHYeCKHe 3HAHHUS: [0
COBPEMECHHOW OpraHM3allii JTOKYMEHTOOOO0pOTa W TEHACHINH
ucnonp3oBanuss ACJl; 3HaTh J3Tambl JOKYMEHTOOOOpOTa B
OpraHu3aliy; MpaBUja PETUCTPAUUU U  HHACKCUPOBAHUS
JIOKYMEHTOB; 3HaTh OPraHMU3alMI0 KOHTPOJSI HaJ MCIOJIHEHHEM
JIOKyMEHTOB; 3HAeT OCHOBHbIE TpeOOBaHUS K apXUBHOMY
XPaHEHUIO JIeJ; 3HAeT OPTaHU3aIMI0 OIEPATHBHOTO XPaHEHUS
JIOKYMEHTOB B TEKYIIIEM JEJIOTPON3BO/ICTRE.

Hmeet chopmupoBaBLIeecss cUCTEMATHYECKOe YMEHUE: BECTU
JICIOBYIO  TIEPEMHCKY, YYUTHIBAS OCOOCHHOCTH CTHJIMCTHKH
OopHUIMANEHBIX ¥ HEOPHUIMAIBHBIX ITHCEM, COIHMOKYJIbTYPHEIC
pasnmuus B opMaTe KOPPECIOHICHIIMH Ha rOCYJapCTBEHHOM M
WHOCTPAHHOM (-bIX) SI3bIKAaX; yMEET COCTaBITH M O(GOPMIATH
ylpaBJieH4YecKHe, WHPOPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHI, B
COOTBETCTBHU C TPeOOBaHMSAMH IPABOBBIX aKTOB M CTaHAAPTOB;
yMETb  BHEAPATh  PALUOHANBHYI)  TEXHOJOTHIO  IIpUEMA,
TIPOXOKACHUA, IIOATOTOBKH )5 OTIIpaBKH JOKYMECHTOB B
TPaIUIIUOHHBIX YCJIOBUAX U B YCIIOBUAX pa60T1>1 C IPUMCHECHHUEM
ACY.

IMoxa3an chopmupoBaBuleecss cHUCTeMaTHYeCKOe BJIa/IeHHe:
HaBBIKAMH COCTaBJICHHUS W O(OPMIICHHS OPTaHW3AIMOHHO-
pacropsiANTEIbHON u HH(OPMAITMOHHO-CITPABOYHOM
JokyMeHTauuy, ¢ npumeHeHueM ACY; BrnageHue HaBbIKAMU
pabotsl B cucreme ACY; BiajeHuEe HaBbIKAMH IPaBHILHOTO

Pedepar,ycTHBIil  OoTBET Ha
BOIIPOC MPAKTHIECKOE 3a/1aHME,
UTOTOBOE TECTHPOBAHME, OTBET
Ha HK3aMEHaIMOHHBII BOIIPOC
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NPUMEHEHHSI HOPMATHBHBIX IIPaBOBBIX aKTOB,
JIOKYMEHTOB, PETJIaMEHTHPYIOIIHX BOMPOCHI JCIOMPOH3BOICTBA U
JIOKyMEHT0000pOTa.

MCTOOUYCCKUX

* 3aUTCHO BBICTABIISICTCS IIpHU YPOBHE OCBOCHUA KOMIICTCHIIMU HE HUKE ITIOPOTOBOT'O

2. Onucanye HIKAJ OLeHUBAHUSA

2.1 lllkana oyenusanus Ha Imane MeKyuLe20 KOHmpous

dopma Tekyuiero | OTcyTcTBUe ycBoeHus | [Toporossrit [TponBuHYTHIH (XOPOIIO) Bricokuii (0TIMYHO)
KOHTPOJIA (HMKe OPOTOBOTO) (YIOBJIETBOPUTEIILHO)
Brinonnenue He BbIONHEeHa win Bce | Pemeno 6onee 50% 3ananus, | Pemmeno 6Gomnee 70% 3amanus, | Bce 3a/laHus pelIeHbl 0e3
[IPaKTUYECKOI0 3aJaHusl | 3aJaHus peiensl | HO meHee 70% HO €CTh OIIUOKH OLMO0K
HEMPaBUIBHO
YcTHBIN OTBET HA BOMPOC | HE BbIMoNHeHAa wid Bee | Llenp u  3amaum  Bompoca | Llens u 3amaun BeimonHeHus | Llenb HamucaHus oTBeTa Ha
3a/laHus pEILIEHbI | JOCTUTHYTHl YACTUYHO. BOIIPOCA JIOCTUTHYTHI. BOIIPOC JIOCTUTHYTA,
HEMPaBUIBHO 3a/1a4M PEIICHBI.
Pedepar He BbIMonHeHa wian Bee | Llems w 3amaum pedepara | Llenp w 3amaum BemonHeHws | Llens Hanmcanus pedepara
3a/laHus PELIEHBI | JOCTUTHYTHI 4acTH4HO. | pedepara JOCTUTHYTHI. | IOCTUTHYTA, 3a/1a41
HENPaBUIBHO AKTyanbHOCTh TeMbl | AKTyaJbHOCTh T€MbI pedepaTa | pemieHbl.  AKTyalbHOCTb
pedepata OIIpeZieNICHa | OATBEPIKICHA. Pedepar | Tembl VICCIIEZIOBAHMSI
HeyOenuTenbHO. B pedepare | BBINOIHEH ¢ HE3HAUUTEIbHBIMU | KODPEKTHO M TIOJIHO
BBISIBIEHBl  3HA4YMTENbHbIE | OTKIOHEHUSAMHU OT TpeOOBaHUM | 000CHOBaHA. Pegepar
OTKJIOHEHHSI OT TpeOOBaHUH | METOJUYECKHUX yKa3aHUM. BBIIIOJIHEH COIJIACHO
METOJINYECKUX YKA3aHHH. TpeOOBAHUSIM.

2.2 lllkana oyenusanusn Ha Imane NPOMEICymouHol ammecmayuu (3auem u IK3ameH, Kypcosas paboma)

dopma OtcyrctBue ycBoenust | [loporoselii (ynoBiaerBoputenbHo) | [IpoaBuHyThIH (X0poI1Io) Bricokuit (0TIM4yHO)
IIPOMEXYTOUYHON (HHXe TOPOTOBOTO)
aTTecTaluu
Brinonnenune Menee 51% 51-79% 80-90% 91% u 6onee
UTOTOBOTO
TECTUPOBAHUS
OTtBeT Ha HE BBITIOJIHEHA WUJIA BCE [lenp 1 3amaum Bompoca Lenb u 3amaun Llenb Hancanust OTBETA HA
9K3aMEHALIMOHHBIN 3a/laHus PELIEHBI JIOCTUTHYTBI YaCTHYHO. BBITNIOJTHEHUS BOIIpOCa BOIIPOC TOCTUTHYTA, 3aJja4uu
BOIIPOC HENPaBUIBHO AKTyanbHOCTB TeMBbI pedepara JOCTUTHYTHI. pELICHBI.
orpeiesnieHa HeyOeUTENbHO. AKTyanbHOCTb TEMBI
pedepaTa moaTBEpKIACHA.
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPUAJIbI, HEO0OXOAUMBbIE IJISl OLEHKH
3HAHUI, YMEHM i, HABBIKOB M (MJIH) ONBITA AeSITeJIbHOCTH, XaPpAKTEPU3YIOIIHUX ITANbI
(opMupoBaHus KOMIIeTEHIINI B MpoLecce 0CBOeHHs 00pa30BaTeIbHOI NPOrpaMMbl

®OH/J OHEHOYHBIX CPEJICTB AJIS TEKYIHIETI'O KOHTPOJISA
Pa3znen 1. TeopeTuueckue OCHOBBI J1€JIONIPOU3BOACTBA

3aganme 1. 3amonHuTh TAOMUIly, C y4YETOM  paCIpEIEiCHUs 3aKOHOB M HOPMATHBHBIX
JIOKYMEHTOB, peryiupyroumx ['CJ]

Hassanue noxymeHnra UYro peryaupyer JOKYMEHT, Bunasl 1oxkymeHTOB
OIMCAHHE (mpuBenuTe
puMep)

KoandunupoBaHHbIe 3aKOHBI

VYka3sl u pacniopsxenus Ilpesunenra Poccuiickoit denepannu, 1OCTaHOBICHUS
[TpaButenscTBa Poccuiickoit denepaiuu B chepe ae10mpon3BOJACTB

3akoHoJareabHbIe akThl cyObekTOB Poccuiickoi denepanny u npaBoBbl€ aKThl, IPUHUMAEMbIE
OopraHaMy HCITOJTHUTEJIbHON BIacTH cyObekToB Poccuiickon Denepanun

HopmaruBHbIe paBOBBIE aKTHI (hefepalbHbIX OPraHOB UCTIOHUTEILHON BIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIY»KO0, aT€HTCTB U JIp.), PETIaMEHTHUPYIOIIHE BOIIPOCHI

JOKYMCHTAIIMOHHOI'O obecneueHus

TexHuueckue periaMeHThl U HallMOHAJIbHbIE CTAHIAPThI B 00JIACTH TIOKYMEHTAILIMOHHOTO
o0ecredyeHus yrpaBiaeHHs

TexHuueckue peraMeHThl U HallMOHAIbHbIE CTaHIAPThl B 00JIACTH JJOKYMEHTAIMOHHOTO
o0ecrnieueHus ynpaBieHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHUKO-PKOHOMHYECKOM 1 COIlMaIbHOMN I/IH(bOpMaI_II/II/I

yHH(bHHHpOBaHHBIe CHUCTCMbI JOKYMCHTAIIUA

3ananmue 2. 3anonHuTte Tabnuiy. Boummre BUabl JOKYMEHTOB OTHOCUTEIHHO MEPUOIOB:
[Ipuka3Hoe 1enonponu3BoOACTBO Komnnexckoe MunucTepckoe
JIETIOTTPOU3BOJICTBO JEJI0TPOU3BOJICTBO

OtBerbTe Ha Bompoc. Uem 3HameHarenbHbl Aathl: 23 mapta 1840 r., 1868 1., 27 denpans 1720
r.?

3apanme 3. [TucbMenHo oTBeThTE Ha Borpoc. OOBSICHUTE TEPMUHBI «YHHU(PHUKALUL» U
«cTaHJapTU3auus» AokymeHTa. Kak cooTHOCATCS JaHHBbIE TOHATHS?

3ananue 4. BriGepute U3 MpaBoil KOJOHKHU OINpENEeNIeHUs, OTHOCSIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO ITPOHYMEPOBAB HX.
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1. HO,H.TIHHHHK TouHoe BOCTNIPOH3IBCIACHHC NOATHHHHKA

2. Konus Konus, kotopas BHAAETCA B CHyHae YTPaThl No-
NHHHIKA WIH OpHIrHHaNa, 001a1aeT Toil e IpHIM-
YECKOIT CHJION, YTO U NONHHHHK

3. Qybankar Konisa Hexoadmero JoKyYMEHTa, KOTOpRIiT ocTaeTcs
B YUPEKASHHH

4. Brinucka OpuruHan (JOKYMEHT B OKOHUYATENIbHOH peaaKLiH,
othopMneHHHil ¢ yueToM TpebosaHuii [octa)

5. Otnyck Konita odHuHaneHOro J0KYMEHTA, KOTOpas BOC-

NPOM3BOAMT KaKYIO-THOO 4YacTh, 3aBEPECHHYKD B
opHUIANEHOM MOPsAJKE

6. Astorpad JIOKyMeHT, KOTOpbIH HanucaH aBTOPOM OTITYCKa

3aua1me 5. 3anonanTe Ta6J'II/II_[bI 110 KJ'IaCCI/I(I)I/IKaL[I/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO ITo mecty Ilo crennenu ITo copepxaHuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam Ilo Ha3HaueHuIO o ropuaugeckon ITo cpokam xpaHeHus
UCHOJIHEHUS cuiie

3aganue 6. [[MCbEMEHHO OTBETHTE HA CIEAYIOLINE BOIIPOCHI:

1.  Yro Takoe Aen0npou3BOACTBO?

2. Jlaiite ompeneneHue MOHATHIO «IOKYMEHTHPOBAHUE

3. HazoBute ocHOBHBIC PYHKINHU JTOKYMEHTA.

4.  Kakue obuepoccuiickue KiacCU(PUKATOpbl HCHOJIB3YIOTCA MpU O(OPMIIEHUU
OpraHU3al[MOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB?

5. Kakme BuIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHucTeMa OpraHM3allOHHO-
pacropsAUTEIbHON TOKYMEHTALINM ?

6. Kakume paznuyaror crnocoObl JOKYMEHTHPOBAaHHS B 3aBHCHUMOCTH OT CpEICTB
JIOKYMEHTHUPOBAHUS ?

7. Uro mOHMMAIOT NOJ] FOPUANYECKON CUIION JOKyMeHTa?

3ananme 7. IloAroroBbTe NOKJAI C MPE3CHTAMEN MO OJHOW U3 MPEIIOKEHHBIX TEM
(Toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcosepiieHcTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUN

2.  Pa3BuTHe NOKyMEHTAIIMOHHBIX CIIy>kK0 Ha COBPEMEHHOM JTarie

3.  TexHumyeckwe CpeACTBa, YIPOIIAIONINE BEIACHHWE JIEJIONMPOU3BOJICTBA HA
PEIIPUATHH.
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4.

HCJ’IOBaﬂ MEPECIHNCKA - HCOTBEMIIEMOC CPCACTBO CBA3U MPEAINIPHUATHA C BHCITHUMU

OpraHu3alUSIMH.

5. Kak oBnazneTh HCKyCCTBOM JI€JIOBOIO TUChMA.

6 JIOKyMEHTHPOBaHUE YNIPABICHUECKOH 1€ATEIbHOCTH OPraHU3aluH.

7. JIOKyMEHT Kak CpeJICTBO 3aKpEIICHHs U PETPAaHCIALUU UH)OPMAIIH.

8.  Mudopmaruzanms nenonpon3BoacTBa

9.  JlokyMeHTHpOBaHHUE TPYJOBbIX OTHOLICHUH

10. KomnbroTepHbIE TEXHOJIOTUHU B ICTONPOU3BOJICTBE

11. Amnanu3 JOKyMEHTOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12. PabGora ¢ KoH}HUAESHIINATHLHBIMHU TOKYMEHTAMHU

13. Opranuzamnus paboThl ¢ JOKYMEHTaMHU

14. Amnanu3 JOKyMEHTOOOOPOTa U METO/BI €0 COBEPILICHCTBOBAHMS.

15. MUcropust pa3BUTHs JOKYMEHTOBEIECHUS

16. CoBpeMeHHOE T0KyMEHTOBEICHHE.

IIpuMepHBbIe TeMbI pedepaToB

1.  Opranuzanus J0KyMEHTOOOOPOTAa: OCHOBHBIE ITPaBHJIA U 3TAIIbI.

2. Drtamsl pa3BUTHS JeNIONPOU3BOACTBA B Poccun.

3. Cnyx0a neinonponu3BOJICTBA M IOKYMEHTAIIHOHHOTO 00ECIICYCHHSI YIIPABIICHUSI.

4. HopmaruBHO-IpaBoBas 0a3a COBPEMEHHOIO JEJIONPOU3BOICTBA.

5. HopmartuBHas ocHOBa mpolecca JOKyMEHTUPOBAHUSI YIIPABIECHUS IEPCOHATIOM.

6.  OpraHuzanoHHbIE KaJPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, TOPAAO0K
MOJTOTOBKH U O()OPMIICHUSI.

7. JIomKHOCTHas MHCTPYKLUS KaK OPraHU3al[MOHHBIN KaJApOBbI TOKYMEHT.

8.  CocraB u BUBI KaJIPOBOH TOKYMEHTAIINH.

9.  JlokyMeHTHpOBaHUE Mpouecca 0pOpMIICHHUS TPYAOBBIX OTHOILICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekpetapp B CTpYKType YIPaBICHHS

12.  OdwucHsle cpencTBa pabOTHI C TOKYMEHTAMU

13. 3naueHMe JOKyMEHTa B YIPABICHUECKON AEATENbHOCTH, KIACCUPUKALIHS
CIIyKeOHBIX JOKYMEHTOB.

14. VYuuduxanus u craHaapTU3alnus JOKyMEHTOB.

15. Jlenonpous3BOACTBO B OpraHax UCIOJHUTENbHOMN BiacTu. [lopsaok paccMoTpeHust

oOpaleHnit TpakaH.

16. OcoGennocTtu opopmiieHHsI THPOPMAITMOHHO-CIIPABOYHOMN U KaJpOBOU
JIOKYMEHTALUH.

17. enonpou3BojJCTBO B cOBpeMeHHOM Poccun

18. lenonpou3BOACTBO 1OPEBOIOIMOHHON Poccun

19. enmonpou3BOACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanus JOKyYMEHTOB

22. KOHTpOJIb UCTIONHEHUS TOKYMEHTOB

23. CucremaTH3anus U XpaHEeHHE JOKYMEHTOB

24. HowmenknaTypa Jeq OpraHu3alu

Pa3nea 2. CoBpeMeHHbIe TPeOOBaHMA K 0(pOPMIICHHIO JOKYMEHTOB

3apanue 1.Pemmte KkpoccBopa
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ITo ropusonTanm:

1.  pexBU3UT TOKYMEHTA, BRIPAKAIOIIMIA COIJIacHe WIIM Hecorjacue

JOJKHOCTHOTO JIMLA C COJIEPKAaHUEM JTOKYMEHTA.

4. PEKBU3UT [OKYMEHTa, IPEACTaBIAIOLMI €000 COOCTBEHHOPYUHYIO POCIHUCH
MOJTHOMOYHOI'O JIOJKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSAIKOBOI0 HOMEpA Jieja 0 HOMEHKJIAType U YCIOBHOE 0003HaUeHHE
CTPYKTYPHOH YacTH yUpexJAeHUN, IPOCTaBIIIeMble Ha 00JI0KKE Jerna.

8. NHUCbMEHHOE TMpeNJOXKEeHHEe O 3aKIIOYeHHH JIoroBopa (KOHTpakTa) Ha
OTIPE/ICNIEHHBIX YCIOBUSIX.

9. 3anMch MHQOPMAIMM HA Pa3IMYHBIX HOCUTENIAX IO YCTAHOBJICHHBIM IPAaBUIIAM,
00eCreunBaroIUM €€ IOPUINYECKYIO CHITY.

12. nBUKEHNE NTOKYMEHTOB B OPraHU3alMM C MOMEHTA UX IOJyYEHUS WM CO3/1aHus 110
3aBepLICHUS UCTIOTHEHNS WIH OTIPABKHU.

13 obpasen, 3TajoH, MOJENb IPUHUMAEMBbIE 32 UCXOJIHBIE JJISI CONOCTABIIEHUSI C HUMH
JIPYTUX IPEeIMETOB.

17. o6s3aTenbHbIN AJIEMEHT OpopMIIeHUsT OPUIIMATIBHOTO TOKYMEHTa

18 noxyMeHT, QUKCHPYIOIIMIA X0/ 3aceaHusl, COBEILAHUSL.

19. COBOKYNMHOCTh JAOKYMEHTOB (WJIM JOKYMEHT), C(hOPMHUPOBAHHBIX O KaKOMY-THOO
NpU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 0OJIOKKY.

ITo BepTHKAIN:

2.  JTOKYMEHT, (PMKCUPYIOIIMH COTrjalleHne CTOPOH 00 YCTaHOBJIEHHMHM KaKHX- JHOO
OTHOILIEHU! U YCIIOBUW UX PETYJIUPOBAHUS.

3. JlokymeHT, coaepxauuii HMH(GOPMAIMOHHO-CIIPABOYHbIE, AHATUTHUYECKHE WIH
OTUYETHBIE CBEICHUS, TPEJICTABISIEMbIN PYKOBOJICTBY.

5. DJIEMEHT YJIOCTOBEPEHMsI MOMJMHHOCTU TOJINUCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaxX, TMPEAyCMOTPEHHBIX HOPMATHUBHBIMU aKTaMH, YJOCTOBEPSIOLIMX TIpaBa JIHI],
¢dukcupyromux (HakTel, CBI3aHHbIE C (PUHAHCOBBIMHU CPEICTBAMH.

7. 3TO COBOKYNHOCTb pa3JIUYHBIX CBEIEHHUI, CHCTEMa OPraHW30BAHHBIX JaHHBIX,
OTpaKaIOIIMUX MPOLECCH U COOBITUS OKPYIKAIOIIEro MHUpa.

18



10. 1OKyMEHT, COCTaBJICHHBIH HECKOJBKUMH JIMLIAaMH U  TOATBEPKAAIOIINN
YCTaHOBJICHHBIE (DaKThI UJIU COOBITHSI.

11. wundopmanus Ha MaTepHaIbLHOM HOCUTEIIE, UMEIOIask OPUANUECKYIO CUITY.

14. nepeyeHp Kakux-nuMOO IAHHBIX (CBEIEHUI), PACIOJIOXEHHBIX B OIpPEICIICHHOM
nopsiike (00OpOTHAS U T.I1.)

15. mpaBOBO# aKT, W31aBaeMbIii PYKOBOAMTEIEM OpraHa ToCyIapCTBEHHOTO
yOpaBiieHUs! (ero CTPYKTYpPHOTO IMOJApa3/eNeHus), NeHCTBYIOINUNA Ha OCHOBE €IMHOHAuajus, B
LENAX pa3pelieHus] OCHOBHBIX M OINEPATUBHBIX 3ajlad, CTOSAIMIMX MEpei JAaHHBIM opraHoMm. B
OTJICNIbHBIX CIIydasgX MOKET KacaTbCs LIMPOKOr0 Kpyra OpraHu3anuil ¥ JOKHOCTHBIX JIWI
HE3aBUCHMO OT MOAYUHEHHOCTH;

16. ropunuuecku ohOpPMIICHHBIN ITepEYCHb TOKYMEHTOB.

20. 5TO pEeKBU3UT O(PUUIMAILHOTO JOKYMEHTa, NPUAAIONNA HOPMATHBHBIN WM
IIPABOBOM XapakTep ero CoAep KaHuIo

3apanue 2. BunmartenbHo usyunte pasnaen 5 «OdopmieHue peKBU3UTOB JOKYMEHTOBY
'OCT P 7.0.97-2016. BoimosauTe 3a1aHus, B cIy4ae HEOOXOAUMOCTH J00aBbTE HEIOCTAIOIIYIO

uHGOpMALIHIO:
Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaxX HUCIIOJIb3YETCA B KaKux Ciiydasax
peKBU3HTA Tocty) JTAHHBIA PEKBU3UT) YKa3bIBaeTCS B
JIOKYMEHTaX
Busa
IToamnuce

OTMeTKa 0 3aBepeHun
KOIMU JIOKYMEHTa

HaumenoBanue
JOJKHOCTH JIMIIA

CnpaBoYHbIEC JaHHBIE
00 opraHuzanuu

Harta nokymenTa

CchUIKa Ha
pEruCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBIHCI‘O
JIOKYMEHTa

3ananue 3. CocraBbTe M 0QopMHUTe NMPHUKA3LI MO OCHOBHOW /esITeJILHOCTH, U Jpyrue
pacnopsauTe/bHbIe JOKYMEHTbI, HCOOXOANMBIE B JAHHBIX YIIPABJICHYECCKUX CUTyalHsAX.
Curyanus 1.

3amecturens aupekropa OOO «Ortanmon» (3apeructpupoBaHo B r.lerposzaBojcke)
[1.11.AGpamoB 1 nekaOps Tekyllero roja u3jai yka3aHHe O rpauKe OTIYCKOB Ha CIIEAYIOIINN
KaJICHAApHBINA T0Jl, COTJaCHO KOTOPOMY PYKOBOJWUTENM CTPYKTYPHBIX MOAPA3JACIECHUN JTOJIKHBI
MPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHMKOB C yKa3aHHWEM IIPENIoJIaraeMoro cpoka
OUYEepEeHOro OTIIycKa B CIeayrolleM KajeHaapHoM roay. Cpok mpexacraBieHus cnuckos — 10
nekabps Tekymiero roga. OtTneny KaJIpoB yKa3aHHEM MPEIIUCHIBAETCS COCTaBUTh CBOJHBIN
rpa¢uk otmyckoB pabotHukoB OOO Ha creayromui KaleHJapHBIA TOJ W TepenaTh ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 32 COCTaBJ€HME rpaduka Ha3HAUYE€H HadallbHUK
otnena kaapos [Tankparosa O.}O. Cpok npeacraBnenus rpaduxa — 20 nexadps TeKyILero roja.

VYkazaHue ObUIO 3aBHU3MPOBAHO HAYaJIbHUKOM OTJENa KaJpOB, TJIABHBIM OyXrajiaTepom,
IOPUCKOHCYJIBTOM.
Curyauus 2.

Hupextop OOO «3tanon» (3apeructpupoano B r.IlerposzaBozacke) JI.b.Ilomos 12
(deBpasis TEKyIEro rofa U3aajl paclopsiKeHHe O MPOBEIEHUU PEMOHTHBIX padoT B 1exe Ne 3 B
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CBSA3M C AaBApUMHBIM COCTOSTHUEM OTONMUTENIBHOW CHCTEMBI Liexa. PacnopsikeHuem
MPEMUCHIBAIOCH TPOBEJACHUE PEMOHTHBIX PabOT B YKa3aHHOM II€Xe, 32 YTO OTBETCTBCHHBIM
ObLT Ha3HAYCH HAYAJIIbHHUK PEMOHTHO-TeXHUYECKOH ciyxk0b1 MakapoB [[.M. Cpok BBINOSHEHUS
BceX paboT — 15 deBpans Tekyiero roaa.

OcylecTBiIeHHEe KOHTPOJSL 3a MPOBEIECHHEM pPEMOHTHBIX paboT BO3jiarajioch Ha
HavyaybHUKa 11exa Ne 3 Antonona HO.B.

Pacniopskenue ObLIIO 3aBU3MPOBAHO HAYAJIBHUKOM  PEMOHTHO-TEXHHUYECKOM CITYKOBI
MakapossiM J[.M. u nHauanmpHukoMm mexa Ne 3 AntonoBsiM HO.B., 3amectutenem aupexropa
I1.11. AGpamMOBBIM.

3ananue 4. CocraBbTe U 0opmMuTE CayKeOHbIE MMCHMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) ngomkHO ObUTO B
COOTBEeTCTBUH C M. 6 noroopa oT 10.07.2003 Ne 12/25 «O mocrtaBke MPOIAYKIHW» TTOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacunoropckas yi., a. 32, 111123, ren./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
Mecsia Koxanyo GypHutypy Ha obmryto cymmy 150 000 py6neit. @aktudecku ke QypHUTYpPHI
Oobu10 cmano Ha cymmy 120 000 pyOneit m HemomocTaBieHO mpoaykiuuu Ha cymmy 30 000
pyOusieii. CornacHo 1.8 10roBopa 3a HEIONOCTAaBKY INPOAYKIMU JOJDKHA OBbITh yIjaueHa
HEYCTOHKa B pazmepe 5%, 9TO OT CyMMBI HEJJOITOCTaBKH coctaBmiio 1500 pyoeii.

Hupexkrop 3A0 «CAHIAEPEJIUIA» B.JI. ®enopoBa obparunace K aupekropy OOO
«llepBas ®Pabpuka» O.Jl. CokonoBy c mnpocb0Oil NepeyucIuTh Ha HUX PACYETHBIA CUET
ykazaHHyo cymmy (1500 py6.). B mnporuBnom cinyuae 3A0 «CAHIEPEJUJIA» Oyner
BBIHY)KJICHO 00paTtuthcsi B rocapoutpax. IIMCbMO 0 HEmOmocTaBKe NPOAYKIUH  OBLIO
coctapiieHo ucnoiaureneM P.T. FOaunoit u noanucano ®enopooii 12 aBrycra Tekyuero roja.

3ananue 5. CocraBbre W odopMHuTEe [JOKJAAHbIE, U OObSICHHUTEJIbHbIE 3AMUCKH,
He00X0qUMbIe B CJIAYIONIHX YIPABJIEHYECKHX CUTyalUsX.
Curyanus 4.

Kypeep 3A0 «Dapmay C.C. CoMOB peryisipHO omasJbiBajl Ha padoTy, YyeM Hapymiail
TPYIOBYIO AMCUUIUIMHY. 3aBeayromas kanuenspueit M.B. lllymunnna HeogHOKpaTHO aenana
eMy 3ameuanus (B ycTHOU (opme), a 12 utoHs TeKyIero rojaa Obljia BEIHYKJIEHa 00paTUTHCS C
IaHHBIM BompocoM K ['eHepanmpbHOMy aupektopy A.B. CemoBy ¢ MOKIaJHON 3amucKoi, B
KOTOpOM Mpocuia NpUuHATh Mephl JuciuminHapHoro xapakrepa k C.C. ComoBy.

Pa3nea 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

HpI/IMepLI 3aJJaHUH IJI5 BHINOJIHEHHS HA NPAKTHYCCKUX 3aHATHUAX

3ananue 1. OdhopMuThH XypHAI y4eTa BXOASAIINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenTta 18.12.2021; ucxomstmmii Ne 1-2/82; aBtop-ormpasutens 3A0 «Dpay; KpaTkoe
coJiepsKaHue (3aroJIoBOK) JaTa MocTyIuieHusl JokyMeHTa 21.12.2021 o cokpallleHuu mocTaBoK
THT 22.12.2007; noanuce ucnoaaurens Ceprees.

3aganue 2. OPopMUTH KypHAT yIETa UCXOASIINUX TOKYMEHTOB:

Ne n/m 152 153;ucnonnurens Pa3un; kpatkoe copepxkanue aara qokymenrta 21.12.2021
o npenorate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «ITunmot» ; Ne nena 4-
7.

3aganue 3. OPopMUTH KypHaAT y4€éTa BHYyTPEHHUX JTOKYMEHTOB:

No nokymenta 88; mata mokymenta 08.01.2021; kto moamucan MBaHOB; KpaTkoe
coJiep>kaHre 00 U3MEHEHUE ITATHOTO PAaCIHUCAHUS; OTMeTKa 00 ucnonHeHnu CUopoB.
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OBPA3EL )KYPHAJIA PETUCTPALIUHU BXOAIIUX JOKYMEHTOB

Homep Jara ABTOp- Hexonammii KpaTtkoe conepkanne
JOKYMeEHTAa JOKYMEHTA OTHPABHTEIL No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHus
21.12.2007
O coxpallleHHH IOCTABOK
THT
22.12.2007
UcnoyiHuTe b IMoanuce Cpoxk IIpuMeuanus
HCIIOJIHUTE/IA HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPAIIHHA HCXOAAIHUX JTOKYMEHTOB

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

3aganue 4. CekpeTapb-IOMOLIHMK PYKOBOJAWTENS, IPEABAPUTENBHO IPOCMOTPEB
JIOKYMEHTAIMIO, TIOCTYNHUBILYIO B OpraHU3allMIo, IIEpeaeT ee BClo pykoBoauTento. [Ipu sTom B
NanKy C JOKYMEHTaMH BKJIaJbIBA€TCS NMUCHbMEHHBIM KOMMEHTApPUH, BKJIIOYAIOLIUN CBEIEHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAEPIKALIUXCS B HUX, OT KOTO MOJIyY€Hbl JOKYMEHThHI U KOMY
aJlpecoBaHBbl.

[IpaBmiibHO M B YYpPEXJAECHUU MOHMMAIOT HAa3HAUYEHUE OIEpal «IpPeIBAPUTEIILHOE
paccMOTpEHHE JJOKYMEHTOB»?

KoHTpoJibHBIE BONIPOCHI:

1.  Kakue sTansl npoxodsT JOKYMEHTHI, OTIIpaBieHHbIe opranu3anueii? [Ipencrasbre
KpPaTKyI0 XapaKTEePUCTHUKY.

2. Kaxume 1oKyMEHTHI Ha3bIBAIOT MOCTYIAIOIIMMHE, OTIIPABIIAEMBIMU U BHYTPEHHUE?

3.  Kakumm  nOKyMeHTaMH  pYKOBOJCTBYIOTCS  TpU  NPOCKTHPOBAHUU U
panroHaIM3aluK JOKyMEHT0000opoTa?

3apanume S. CocTaBpTe IOJOKEHHME O HOBOM CTPYKTYPHOM IIOJPA3ICIICHHH B
aJIMUHUCTpalMu ropoja banammxu (oTaen kaapoB, (GUHAHCOBO-SKOHOMUYECKUN OTHEN, OTAENT
CTPATETUYECKOTO pa3BUTHs) B cooTBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(OpManuu, OHUOIMOTEYHOMY M H3JaTeNbCcKoMy aeny. OpraHu3aluoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0QOpMIEHUIO JOKYMEHTOB)
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3apanue 6. CocTaBbTe OpraHU3AIMOHHYIO CTPYKTYPY ACIONPOU3BOACTBEHHOMN CITY)KOBI
Bameii opranuzanuu. YCTaHOBUTE II€PEUYEHb HOPMATUBHBIX JOKYMEHTOB, KOTOPBIMHU
MOJIB3YIOTCS COTPYIHUKH cITyKOb1 JIOY.
3aganme 7. Onpenenure, K KaKuM BHJIAM JIOKYMEHTOB OTHOCSTCSI IIPE/ICTaBICHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKACHHE 00IecTBa
1.1. TomueiM (UPMEHHBIM HaUMEHOBaHHEM oOmecTBa sBisercsa: OOImeEcTBO ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». CokpamenHoe ¢upMeHHOE HaMMEHOBAaHUE
obmectBa - OO0 «HOTA».
1.2. MecronaxoxaeHue odmectBa (IMOYTOBBIA anapec): MoJjoaeXHbIH mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparus.
Texker 2
OO01ue moIoKEHUS
1.1. Cekperapb-peepeHT OTHOCUTCA K KaTEropuH CHEIHAIUCTOB MpPeaNpHUsITHS,
IPUHUMAETCS U YBOJIbHSIETCS JUPEKTOPOM.
1.2. OcHOBHBIMH 3aJauaMH cekpeTaps-pedepeHTa sBISETCS OPraHu3allOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBICHYECKOMN 1eATEIbHOCTH. ..
Teker 3
1.1. DnexTponpoBoaka B YYEOHBIX MOMEILEHUSAX JIOJKHA HAXOAWUTHCS B HMCIPABHOM
coctosiHuU. CONPOTUBJICHUE H3OJIALUN MPOBOJOB JOJKHO TMEPUOAUYECKU 3aMepAThCS, MPU
HEOOXO0JUMOCTHU J0KEH IPOU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercss NPUMEHSATH AJS 3aMIUTHI JIEKTPOCETE BMECTO aBTOMATHYECKHX
IpeloXpaHuTeNeH U MJIaBKUX BCTABOK 3aIUTY KyCTaPHOI'O U3TOTOBICHUS (<GKYUKH»).

[IpumepHBbIii epeyeHb BOMPOCOB /IJI1 YCTHOI'O OTBETA HA CEMHMHAPCKHUX 3aHATHI

1. KakoBbl coBpeMeHHble TpeOOBaHMS K SI3bIKY M CTWIIO YIPaBICHYECKHX
JIOKYMEHTOB?

2. UYro coboii npencrasnsger YcraB opranuzanun? KakoBbl OCHOBHbIE TpeOOBaHUS K
€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kax opopmuts [lonoxxenue o0 otaene uiam ciayx0e opraHuzanun’?

4 Kak oopmuts mratHoe pacnucanue?

5. Kaxue TpeGoBaHus NpeabABISAIOTCS K 0(OPMIIEHHIO IOTOBOPA, KOHTpaKTa?

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

7 OpraHu3anoHHbIe JOKYMEHTHI IPeTPUATHUS.

8.  PacmopsauTenbHble TOKYMEHTBHl MPEONPUATHS: TPUKa3bl TI0 OCHOBHOMU
NeSITebHOCTH; PACTIOPSKEHNUS, PEIICHUS.

9.  HMHbopManmoHHO-CIIpaBOYHBIE JTOKYMEHTHI: TIPOTOKOJBI, IIOJHAS W KpaTKas
dopma ux opopmiIeHHs.

10. HudpopMarmoHHO-CIIPABOYHEIC JIOKYMEHTHI: aKTBhlI; CITyKeOHBIC u
OOBSICHUTEIIbHBIE

11. KaxkoBsl 3Tansl pabOTHI ¢ BXOASIIMMHU JOKYMEHTAMHU ?

12. Kak crpoutcs paboTa ¢ UCXOASIIUMH JOKYMEHTaMU?

13. KakoBa TexHOJ0THS pabOTHI ¢ BHYyTPEHHUMH TOKYMEHTaMU ?

14. Kakwue 3agaun J0KyMEHTO000pOTa pelIaeT perucTpanus J0KyMeHTOB?

15. Kakue ympaBieHYECKHE TOKYMEHTbl HE MOMJIEKAT perucTpaluu B CIoyxkOax
JIOKYMEHTALMOHHOTO 00eCTieYeHHs yIpaBIeHus?

16. KaxoB mopsok perucTpanny yrupaBIeHuIeCKoro JOKyMeHTa?

17. Kakwue cymecTByIOT BUJIbI KOHTPOJIS HCIIOJHEHHS JJOKYMEHTOB?

18. Kakme omnepanmuu 1O KOHTPOJIO WCIOJIHEHUS JOKYMEHTOB OCYIIECTBISIOT
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CITyObI TOKYMEHTAIIMOHHOTO 0OecTieyeH sl yIpaBieHus?

19. Kak ocymiecTBisieTcsi cicTeMaTrU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe Aeno, C TOUYKU 3peHHs JoKyMeHToBeneHus? [IpuBeaure npumepsl aed,
XPaHAIMIUXCA B OPraHU3aIIH.

21. Packpoiite cojepxaHue MOHATHS «HOMEHKIaTypa aem». Kakoe MOMKHOCTHOE
JMIIO B OPTraHU3alliy OTBEYAET 3a COCTABJICHUE U BBEJCHHUE B ICHCTBIE HOMEHKIATYPHI J1es1?

22. KakoBbl peKBU3UTHl HOMEHKJIATYPBI A€’

23. KakoBa cozmepkareiabHas 4aCTh HOMEHKIIATYPBI 7

24. Kakue npu3HaKky 3aBeICHUS JieJ1a UCIIONIB3YIOTCS IpU (hopMHUpOBaHUH Jen?

25. KaxoB ocHOBHOU npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jesia?

26. Kakue HopMmaTtHBHBIC TPeOOBaHHS HEOOXOIUMO COOJIOAATH TIPH (POPMUPOBAHUHU
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA JIe K apXMBHOMY XPAaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuka UCIOJIb3yeTcs AJI COCTAaBICHHS IOKYMEHTOB B COBPEMEHHOM
JIeTIOTPOU3BOJICTBE?

29. Kakas oprrexHuKa UCHONB3YeTCs JUIsl MOMCKA, paHEHHs U TMepefadn T0KyMEHTOB
B COBPEMEHHOM JIETIOTIPOU3BOACTBE?

30. KakoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJOTHH B JIOKYMEHTAIIHOHHOM
o0ecrieueHn! ynpaBiaeHus?
31. KakoBbI BO3MOXXHOCTH CPE/ICTB TEJICKOMMYHHMKALUH B JIOKYMEHTAIIHOHHOM

o0OecrieueHn! ynpaBiaeHus?
32. B kakux ciyyasx TPUMEHSIOTCS CTaHAapTHbIE OQHCHBIE TPOTPaMMBI B
OpraHHU3aLUH JeJI0NPOU3BOACTBA?

KOMIIJIEKT TECTOB
AJIsl IPOMEKYTOYHOM aTTecTaluM (3a4eT) N0 AMCHHUILINHE «/(esIonpon3BoacTBO»
3K3aM€H HpOBOI[I/ITCﬂ B BUAC UTOTOBOI'0O T€CTAa U OTBETA HA 3K3aM€HaHI/IOHHI>II\/'I BOHpOC.

IIpumepHbIe 3aJaHUS UTOTOBOI0 TECTA
1. lokyMeHTallMOHHOe oO0ecneyeHHe YIPABJIEHYECKUX PpelleHuil, Kak Mmpouecc
BKJIIOYAeT B cels:
a) JOKYMEHTHUPOBAHHE PELICHHUS;
0) nH(MOPMALIMOHHYIO MTOAJIEPKKY PELICHUI;
B) IOKyMEHTHPOBAHUE PEIIEHUS U KOHTPOJIb 3@ €T0 BHIIOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOH KoMuccHU?
a) oT 2 u Ooinee
0) 6 u 6osee
B)2 105
r) 4 u 6onee
3. Korna perncrpupyrorcsi HCXoasilue 10KyMeHTbI?
a) B JICHb OTIIPaBKH
0) B 1eHb MOANMCAHUS
B) B ICHb COTJIaCOBAHUS MTPOEKTA
T') HE PETUCTPUPYIOTCS
4. HoMeHKJIaTypa JeJ COCTABJISIETCS:
a) B 3 K3eMIUIIpax;
0) 4;
B) 2.
5. YkakuTte, Kakue JOKYMEHTBI COCTABJIAIOTCS MO Pe3y/bTaTaM IKCHEePTUH3bI
LHEHHOCTH JOKYMEHTOB.
a) perieHue IKCIEePTHON KOMUCCUHT
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0) aKT O BBIJCJIEHUHU JOKYMEHTOB Ha YHUUYTOKEHUE
B) ciyeOHas 3ammcKa 0 3aceJaHuu KCIIEPTHON KOMUCCHU
T') IPUKa3 0 OCHOBHOM JEATEIbHOCTU
6. KTo umMeeT npaBo NpoA/IuTh CPOK MCIOJHEHUS TOKYMeHTa?
a) U110, KOTOPOE €ro YCTaHOBHUIIO
0) U110, KOTOPOE UCTIOTHSET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
I') ceKpeTapb
7. Ilpu kakoM o0beMe TOKYMEHTO000POTA MPUMEHAETCS KYPHAIbHAsI CUCTeMa

perucrpanumn’?

—3TO:

a) 1o 10 000 TOKYMEHTOB B o
0) 1o 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IIyTh, KOTOPBIIi MPOXOAUT JOKYMEHT OT HAYAJIA €r0 CO3IaHMs 10 CIaYu B apXUB

a) JOKYMEHTHPOBAHHCE;

0) IeIOTPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

I') CUCTeMa JJOKyMCHTAIINH.

9. JlokyMeHTbI, KOTOPBIE N0 COMEPKAHNIO SABJISIOTCS CeNH(UIeCKMMH H HOCHAT

XapakTep pa3oBoro 10KyMeHTa — 310:

a) UHAUBUyalIbHbIE JOKYMEHTHI,

0) TUIIOBBIE TOKYMEHTHI;

B) IPUMEPHBIE TIOKYMEHTHI;

r) TpadapeTHble JOKYMEHTHI.

10. [desa BpemenHoro xpanernus (10 10 jer):

a) MO/ILIMBAIOTCA B TBEPAYIO O0JIOKKY;

0) Ha OTJIEJILHOM JIMCTE JIeJIaeTCsl 3aBepUTeNbHAas HAAMNCh;

B) ¥ TO U JIPYTOE;

T') HU TO, HU JIpyTOe€.

11. IlpaBoBoii akT, omnpegeJsilOlMii NOPSAAOK (OpPMHPOBaHHUs, 3aJaYH,

00513aHHOCTH, NMPaBa, OTBETCTBEHHOCTh W OPraHU3anuI0 padoTbl NMPEeANPHATHA B LEJIOM
WJIM ero CTPYKTYPHBIX NOAPa3/ieJIeHUuil — 3TO:

a) TPYJOBOM JOTOBOD;

0) MOJI0KEHNUE;

B) JIOJDKHOCTHASI HHCTPYKIIHS,

I') LITATHOE paclucaHue.

12. K opraHu3auHOHHBIM JJOKYMEHTAM OTHOCSITCS:

a) yCTaB, MTaTHOE paclUCaHue, ITOJIOKECHUE O CTPYKTYPHOM TOIpa3 IeIICHUH,

JOJIDKHOCTHBIC MHCTPYKIIUU

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TOJT0KEHUS;
B) MPOTOKOJIBI, aKTHI, 00BSICHUTEIbHbIE U JOKJIaIHbIC 3AIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIIUCAHUE, TIOJ0KEHHE O CTPYKTYPHOM IOAPA3IEICHUH,

JOJDKHOCTHBIC MHCTPYKIHU.

13. Tlucbma, KOTOpPbIe HANMPABJISIOTCS C HEJbI0 MOATBEPIKAEHNUs JAAHHBIX paHee

o0eaHMil WJIN OTOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENbHbBIE TUCHMA;
0) rapaHTHITHbIE TUCHMA;

B) IMCbMa-TIOATBEPKACHHUS,

I') NUCbMa-peKIaMalliu.

14. ToxkyMeHT0000pOT — 3TO:
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a) ABMXXCHUC NOKYMCHTOB B OpTraHHU3allMi C MOMCHTA UX IMOJTYYCHHUA UJIU CO3aHUA

A0 MOMCHTA OTIIPABKU HUJIN UCIIOJIHCHU A,

0) co3aaHne ONTUMAIBHBIX YCIOBUM sl paObOThI C TOKYMEHTAMH,
B) IIPOLIECC CO3JaHUS TIOKYMEHTA.
15. Kaxkue U3 3THX JOKYMEHTOB HANPABJISAIOTCSH OT BbILIECTOSLIET0 YPOBHS

YIpaBJEC€HUSA K HUKECTOAIIEMY

No ok w

© ®

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.

25.
26.

a) MpUKas3;

0) 3asBJICHUE;

B) yKa3aHUE;

r) ciry>keOHas 3anucka?

16. Opranusamnus padoThl ¢ JOKYMEHTAMH HAYMHAETCS:
a) C UCIIOJIHEHUS IOKYMEHTA;

0) HarpaBJIeHUS TOKYMEHTA Ha HCIIOJHCHHE;

B) IIpUEMa BXOJIAIIETO JOKYMEHTA.

HpI/IMeprlﬁ MNEPEICHb IK3aMECHAIIMOHHBIX BOIIPOCOB:

Llenu, 3a1a4M ¥ IPUHIAITEI COBPEMEHHOTO JIEJIOTIPOU3BO/ICTBA

JIOKyMEeHT Kak HOCUTENIb MH(MOPMALUU M KaK CPEACTBO pealM3alUU YNPaBIECHUYECKUX
GyHKIMIA.

JIOKyMEHT: NOHATUE U OCHOBHbIE TPEOOBAHHUS K €r0 COCTABJICHUIO

Knaccugukarus 10KyMEeHTOB

CoctaB 1 0COOEHHOCTH PabOTHI € KaJPOBOIl TOKyMeHTaLueil

Pabora ¢ kKoHpUAEHIINATEHBIMHU TOKYMEHTAMHU

OcobeHHoctu paboThl € OOpalleHUsIMM M JKajoOaMu OT rpaxaaH J[OKyMEHT Kak
HOCHUTEINIb MHPOPMALIUHU U KaK CPEJCTBO peaIM3alliy YIPABICHUECKUX (YHKIIHH.
HopmaTuBHO-IIpaBOBbIE U METONYECKUE OCHOBBI JI€TIOIPOU3BOJICTBA

YHuUKaMs W CTaHJApTH3alMs KaKk OCHOBHBIC HAIPABIICHHS COBEPIICHCTBOBAHMS
JOKYMEHTaIMH. DTanbl JOKyMEHTO000pOTa B OpraHu3aluu

Opraauzanus paboThI ¢ TOKYMEHTAMHU.

WNupekcarus 10KyMEHTOB, paBUIIa MHIEKCAIIUH JJOKYMEHTOB

KoHTpob, 32 HCTIOTHEHHEM JOKYMEHTOB

[ToaroToBka aen Kk apXUBHOMY XPaHEHUIO

DNEeKTPOHHBIN TOKyMEHTOOOOPOT B OpraHU3aluu

Opranuzanus J0KyMEHT0000poTa

Perucrpanus 10KkyMeHTOB

KoHTposb ucnosHeHns J0KyMEHTOB

Cucremaruzanus 1 XpaHeHHE JTOKyMEHTOB

denepanbHOe 3aKOHOJATENbCTBO 00 opranuzaiuu JIOY, TpeGoBaHus yHUDHKALMU U
CTaHJApTH3AIHH.

OCHOBHBIE HAampaBJICHUS COBEPIICHCTBOBAHMS cocTaBa U (OpPM JIOKyMEHTOB B
corabHOU chepe.

Bungel  g0kyMeHTOB  (pacmopsiAMTEeNbHblE, OpTaHU3alMOHHBIE, HH(OPMAIIMOHHO-
CTPaBOYHBIC) U MX XaPAKTEPUCTUKH.

[TepeuHn TOKYMEHTOB C TUIOBBIMHU CPOKaMM XpaHEHUs. 3HaYCHHE MepeuHe U MopsIoK
WX IPUMEHEHHS B JETIOMPOU3BOJICTRE.

Opranu3anronablie (OpMBI  JeNoNpou3BoAcTBAa. VX 3aBUCUMOCTh OT CHEHM(DUKH H
OpTraHU3aIMOHHON CTPYKTYPBI YUPESIKICHHUS.

JlokymeHTo060poT. OmnpeneneHue, XapaKTepuCTUKa OCHOBHBIX JOKYMEHTOIOTOKOB.
[TpaBuiia opranu3aiiy JOKyMeHTOO00pOTa OpraHU3aIiy.

JIoKkyMeHTOO00pOT Kak A(PQPEKTHUBHBII HMHCTPYMEHT ONTHUMH3ALMU YIPaBIECHUYECKUX
pELICHM.
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217.
28.
29.

30.

31.
32.

33.
34.
35.
36.
37.
38.
39.

40.

TexHomnorust paboThl ¢ 0OpaleHUsMU IPAXKAAH B AETONPOU3BOICTBE OpraHU3alllu.
TpeboBaHMs 3aKOHOIATENBCTBA K OpraHU3aluu paboThl C 0OpaleHUSIMU TPaKIaH.
Howmenknarypa nen, e€ 3HaueHue, BUAbI HOMEHKJIATYp J€Jl, METOAMKA COCTABICHMS
HOMEHKJIATyp /el

[TonsATHE «IKCHEPTU3BI LEHHOCTH» JOKYMEHTOB B J€JIOINPOU3BOICTBE, 3a/1a4l U MOPAI0K
POBEICHUSL.

TenaeHuMN pa3BUTUSA JIEKTPOHHOIO TOKYMEHTO000pOTA.

[IpaBoBOlf cTaTyC O3JIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATE€IbHOE W HOPMATHBHOE
pEryJaupoBaHKE UCIOIb30BaHUS SJIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHbBIE JOKYMEHTHI U
0a3bl JaHHBIX B COIUAIBHOM cdepe.

JIOKyMEHTBI HO IMYHOMY COCTaBY U UX OCHOBHBIE BHJIBI.

Oranbl 00pabOTKU BXOAALINX JTOKYMEHTOB.

[TepBuunas 06pabOTKa BXOIAIMMUX JOKYMEHTOB.

[TpuHsATHE yIPaBIEHYECKOTO PEIICHUS 10 KOHKPETHOMY JOKYMEHTY.

O06paboTka OTHpaBIIEMbIX TOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

@opMbl  perucTpanyu  JOKYMEHTOB:  IIEHTpaJIM30BaHHas, JIELEHTpaTIU30BaHHas,
CMEIIaHHAS.

KoHTposb ucnosHeHus J0KyMEHTOB.
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