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1 [lnannpyemMsble pe3yabTaThl 00y4eHHs M0 JUCHUIINHE, COOTHECEHHbIE ¢
ycranoBJieHHbIMUA B OIIOII BO unaukaTopaMu 10CTHKEHUSI KOMITeTEHIM i

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

YK-1.  CnocobeH  OCyIIECTBISTH
MIOMCK, KPUTHYECKUI aHAIN3 M CHHTE3
WHPOPMALIUK, TPUMEHSTH CHCTEMHBIH
MOAXOM ISl PEIICHHS IOCTABIEHHBIX
3amaq

3HaTth (3): 3HATH HOPMATHBHO-TIPABOBBIC M METOIMYCCKHC
JOKYMEHTHI, pErJIaMEHTUPYIOIIUE BOIPOCHI
JIeNTOTIPOU3BOJICTBA M JTIOKYMEHTO00OPOTa; 3HATH OCHOBHEBIC
TpeOOBaHMsI K COCTABICHUIO JOKYMEHTA; 3HATh OCHOBHBIC
HampaBlieHHe B pa0oTe C JOKyMEHTaMH 1Mo YHU(UKAIUUA U
CTaHJIapTH3AlMK JIOKYMEHTOB; 3HATh OCHOBHBIC TPEOOBaHUS
K COCTaBJICHUIO JIOKYMECHTOB; (DYHKIIMA JOKYMCHTA,
KI1acCU(UKAIMIO TOKYMEHTOB, CIIOCOOBI JIOKYMEHTHPOBAHMUSI;
3HaThb COBpPCMCHHBIC TEXHHUYCCKHEC cpeacTBa u
WHPOPMALIMOHHBIE ~ TEXHOJIOTUHM,  HCIOJNb3yeMbIE  IIPH
peleHUH KOMMYHUKATHBHBIX 3a/1a4.

VYmerp (V): YMeTh IpaMOTHO HCIOJIB30BaTh IOUCKOBBIC
BO3MOXXKHOCTH CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOO0POTa;
pa3bupatbcsi B Kiaccu(HKaTopax pa3invHbIX BHIOB, YMETh
TIOJIE30BaTHCSl HOMEHKIIATYPOH eI, TIEpedHsIMHU JTOKYMEHTOB
C Pa3JIMYHBIMU CPOKaAMU XpaHCHUA.

Baagers  (B): BJIQJIETh  TOHATUHHBIM  allapaToM
TACITUTITIHEL; BIIAZICTh HaBBIKAMH HCTIONH30BaHUS
COBPEMEHHBIX TEXHUYECKUX CPEACTB W MH(POPMAIMOHHBIMHI
TEXHOJIOTUSIMH TIPH pENICHUH KOMMYHHUKATHBHBIX 3ajad
MOATOTOBKA OCHOBHBIX BHJIOB JOKYMEHTOB, HCITOJIb3yEeMBIX
pabOTHUKAMH.

YK-4. CriocoOeH oCyIIECTBISITh
JIETTIOBYI0 KOMMYHHUKAIMIO B YCTHOU U
MMCHhMEHHOH (popMax Ha
rocy1apCTBEHHOM si3bike Poccuiickoit
®enepany ¥ THOCTPAHHOM (BIX)
sI3bIKE(aX)

3uatb (3): CoBpeMEHHYIO OpraHU3aLuio JOKyMEHT0000pOoTa
U TeHJAeHIMH ucmojb3oBanus ACJl; 3HaTh  3Tambl
JOKYMEHT0000OpOoTa B  OpraHM3alliM; 3HAaThb [paBWia
perucTpaudd M HMHIACKCHPOBAaHHA JOKYMEHTOB; 3HATh
OpPraHM3alMI0 KOHTPOJSI HaJ HCIIOJHEHHEM JOKYMEHTOB.
3HaTh OCHOBHBIE TPeOOBaHMS K apXWBHOMY XPaHEHUIO JIEI;
3HaTh OPraHU3ALMIO ONEPATUBHOIO XPaHEHHS JOKYMEHTOB B
TEKYIIEM JeJIONPOU3BOJICTBE.

Ymetb (Y): yMeTh BECTH [IENOBYIO NMEPENHCKY, YUUTHIBAsS
0COOEHHOCTH CTMJIMCTHKH O(UIHATIBHBIX U HEOPHULINATBHBIX
MUCEM,  COLMOKYNbTYpHbIE  pa3nuuusi B ¢opmare
KOPPECTIOHJEHIINA Ha TOCYJIapCTBEHHOM M WHOCTPAHHOM (-
bIX)  f3BIKAaX; yYMEThb  COCTaBIATh W O(QOPMIATH
yIpaBJIEHUYECKHUE, nHPOPMAIMOHHO-CITPaBOYHBIE
JOKYMEHTBI, B COOTBETCTBHH C TPEOOBAHUSMH IPABOBBIX
aKTOB M CTaHIAPTOB; YMETh BHEAPSATH pPaIOHAIBHYIO
TEXHOJIOTHIO IIpHEMa, TPOXOXKACHHA, TOATOTOBKH U
OTIPaBKH JOKYMEHTOB B TpPAIAMLMOHHBIX YCIOBUSX H B
ycnoBusiX pabotel ¢ npuMmeneHuemM ACY.

Bnagers (B): HaBblkaMu coCTaBlIeHHS W OGOPMIICHUS
OpTraHU3aIMOHHO-PACTIOPSANTEIBPHOH ©  WH(POPMAIIMOHHO-
CIIPaBOYHOM NOKyMeHTaIuy, ¢ mpumeHeanem ACY; BiIaieTsb
HaBbIKaMH pPaboTel B cucteme ACY; BiameTs HaBBIKAMH
MPaBUIILHOTO IMPUMEHEHHUsS] HOPMATUBHBIX NMPABOBBIX aKTOB,
METOAUYECKUX JOKYMEHTOB, PErIAMEHTUPYIOLIUX BOIPOCHI
JIEJONPON3BOJICTBA M IOKYMEHTO000POTA.




2. llesan 1 3a12a4M OCBOCHHS Y4eOHOM JUCHUIJIMHBI, MECTO IMCUMILIUHBI B CTPYKTYype
OIIOII BO

Jucuummna «Jlenonponu3BoACTBO» OTHOCHTCS K 4acTh (POPMHUPYEMOH ydacTHHUKAMH
00pa3oBaTeNbHbIX OTHOILIEHUI OCHOBHOI MNpo(ecCHOHaIbHOW 00pa30BaTEIbHONW MPOTrpamMMbl
BeIciiero oOpazoBanust 38.03.10 JKunmuiHoe XO03siCTBO M KOMMYHAJIbHass HH(PACTPYKTypa,
npoduih «YpaBieHue KUITUIITHO-KOMMYHAIbHBIM KOMILIEKCOM.

[lenpro W3y4YeHHS AUCUUIUIMHBI - SIBJISETCS (POPMUPOBAHWE Y CTYASHTOB 3HAHUMN
TEOPETHUYECKUX U MPAKTUYECKUX OCHOB CO3JaHUS IOKYMEHTOB B CUCTEME YIPABIICHHUS, a TAKKE
NpHOOpEeTEeHUE HABBIKOB TIPaMOTHOW W A(G(EKTHBHOW  OpraHW3aliil  COBPEMEHHOTO
Jenonpoun3BoacTBa Ha npeanpuaruu XKKX.

Jlnsg peanuzanuy TNOCTaBJICEHHOM LE€JIM, B IPOLECCE OCBOCHUS JAUCLUIUIMHBI
«/lenonpoun3BocTBO» ObUIH CHOPMHUPOBAHBI CIEAYIONIUE 3a0aUu:

— UW3y4YdTh  3aKOHOJATEJIbHbIE W  HOPMATUBHO-METOJAMYECKHE  JOKYMEHTHI,
perJaMeHTUpyoIrue padoTy ¢ TOKYMEHTaMU OpraHU3aIiH;

— O3HAaKOMHTh C TPaBWJIAMH COCTaBJICHHS U OQOPMIICHUS YIPABICHUYECKHX
JIOKYMEHTOB;

— O3HaKOMHTh OOy4arolmMXcsi ¢ TpeOOBaHUSMU HOPMATHUBHBIX IIPABOBBIX AaKTOB,
pErylaMeHTUPYIOUIUX MOPSAJOK CO3JaHus U ABUKEHUS JOKYMEHTOB;

— chopmupoBaTh y 00y4yarOmMXCs MPAKTUUECKUE HABBIKA FOPUIUUYECKA TPAMOTHOTO
odopMIIeHUS TOKYMEHTOB, C YYETOM IOJI0KEHU HOPMATUBHBIX JIOKYMEHTOB;

—  U3YUYUTh NOPSAJOK paObOTHI C IMYHBIMU U CIIY)KEOHBIMH TOKYMEHTAMU;

— o0ecrneynTh yCBOEHHE OCHOBHBIX MPaBUJl 00paOOTKH U XpaHEHUs JOKYMEHTOB.

— cdopMUpOBaTH HABBIKM COCTaBIICHUS W OQOPMIICHHS OCHOBHBIX JIOKYMCHTOB
YIIPaBJICHHUS;

—  U3Y4UTh pabOTY CIY:KOBI TOKYMEHTAIIMOHHOTO 00eCTIeYeHNs YIIPABICHUS;

— O3HAKOMHUThH CIylIaTeled C COBPEMEHHBIMU TEXHOJIOTMSIMHU  OpraHU3aluu
JIOKyMEHTO000pOTa MPENNPHUATHIA U OpraHU3aIHiA.

3. O0bem y4eOHOH JTUCHUILIMHBI B 324€THBIX ¢IHHUIAX ¢ YKA3aHHEM KOJIHYeCTBa
aKaJleMHYeCKHX YaCOB, BbIIeJIEHHbIX HA KOHTAKTHYI0 padoTy o0y4yalommxcs ¢
npenojaasareseM (110 BUAAM y4eOHBIX 3aHATHI, TEKYIIHI U IPOMEKYTOYHbII KOHTPOJIb 110
AUCHMILINHE) M HA CAMOCTOSITEIbHYI0 Pa0oTy 00y4yalonuxcst

3.1 Oynas ¢popma 00yueHus

Bun yuebHol paboTbl 2 ceMecTp

OO011ast TPYA0EMKOCTh AUCHUIIUHBI, 3aU€THBIX €UHUI] 4
4acoB 144
AynnTopHasi (KOHTAaKTHas) pabora, 4acoB 32,2

B T.4. 3aHATHS JICKIIMOHHOTO TUTIA 16
3aHSITHsI CEMUHAPCKOrO TUIA 16
MIPOMEKYTOUHAS aTTECTAIUS 0,25
CamocrosiTesibHast padoTa 00y4aOIIMXCsl, YACOB 111,7
By npoMexxyTo4HOI arTecTanuu 3a4yer

4. Conep:kanue JUCHUILUINHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jesaM) ¢ yKa3aHueM
OTBCACHHOI'0 HA HUX KOJIHUYECTBA aKAAEMHUYIECCKHUX YaCoB U BU/10B y‘lCﬁHI)IX 3aHATHH

4.1 Ilepeuenv pazoenoe OuCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCMU aYOUMOPHOU
(KOHMaKmHoil) u camocmoamenbHoi padomsl, 6U006 KOHMPOJIel U nepeuHs KOMnemeHyuil
Ounas dhopma oOydeHHst



T

YAOCMKOCTb, 4aCOB

Kon

B TOM YHCIIE HammMenoBanue | KOMIETEHIMU
HaumenoBaHnue paszaenoB U TeM ayIUTOPHOU OLIEHOYHOT O
BCETO .\ |caMocTosTen
(KOHTaKTHOM) o CpeJCcTBa
BHOI paboTHI
paboThI
Pazgen 1. Teopernueckue IMpakTraeckast
32,4 6 26,4 6
OCHOBBI JIE€JIONIPON3BOJACTBA paborta, TeCT,
1.1 Ucropus pa3Butus pedepar, nokman
roCy1apCTBEHHOI'O 12,5 2 10,5
JIeJ0npoun3BoAcTBa B Poccun VK-1
1.2 Ilenn, 3amauu ¥ TPUHIMITBI
COBPEMEHHOTO 10,5 2 8,5
JIeJIONIPOU3BO/ICTBA
1.3 Kunaccudukarus
(ucar 9,4 2 7.4
JIOKYMEHTOB
Paznen 2. CoBpemeHnHbIe IpakTi4eckoe YK-4
Tpe6GoBanus K 0()OPMIECHHIO 40 12 28 3ajaHue (Ha
ILOKYMCHTOB COCTAaBJICHHUC U
2.1. HopMaTHBHO-TIPaBOBBIE U oopmrerne
METOOUYECKUE 17,6 5 12,6 OpraHU3aliMOHHO-
OCHOBEI JIETIONPOHU3BOACTBA Pacriops/iHTC/IbHbL
X TOKYMCHTOB)
2.2 CocraBneHue JIOKYMEHTOB, TECT,
OpraHi3alHoHHO- YCTHBII OTBET Ha
PacCHOpSAUTENBHBIX U 7 15,4 BOIIDOC 10K/
MH(OPMAITMOHHO CITPABOYHBIX Poc Aoiian
JIOKYMCHTOB
Paznen 3. Oprannzanus paboThI ¢ 676 13.9 534 [NpakTnueckoe VK-1, VK-4
JIOKyMEHTAaMH ' : ’ 3azanue (Ha
31 OpFaHI/I?)aHI/IH COCTaBJICHUC U
JIOKYMEHTO000pOTa B 12,6 2 10,6 e
OpraHu3aluu Hgs;fﬁgziz;)
3.2 OCO6veHHOCTI/I pa60T1)1vc 16.1 3,75 12.4 JIOKYMCHTOB, TECT,
I?jaé[pOBOI/I JIOKYMeHTgHI/IeI/I YCTHBIH OTBET Ha
.3 Opranmuzanus paboThl ¢
P b 20,3 4 16,3 BOIpoC
00paNIeHUsIMY TPaXK/IaH
3.4 DeKTPOHHBIH
P 18 4 14
JIOKYMEHTOOOOPOT B OpraHU3aliu
HToro 3a cemecTp 143,75 32 111,75
IIpomMexyTouHAad aTTeCTALMA 0,25 0,25 Urorosoe VK-1, YK-4
p y
TECTHPOBaHHE,
MHUCbMEHHBIN
OTBET Ha
JK3aMEHAIMOHH
bIil BOPOC
HUTOI'O no nucumiinHe 144 32,25 111,75

4.2 Cooepircanue oucuyuniunvl no pazoenam

Pa3pnen 1. Teopernueckue OCHOBBI /1€10IIPOU3BOACTBA

Hean

JIeNTOTPOU3BOICTBa B Poccuu.

3agaynm — U3yYUTh OCHOBHBIC IMOHATHS B CHUCTEME JICIONPOU3BOJICTBA, U3YUUTH IICIIH,
3aJauu n HpI/IHI_[I/IHBI COBpeMeHHOFO I[eJIOHpOI/I?)BO,Z[CTBa; I/I3y‘-II/ITB OCHOBHBIC 5Tallbl pa3BI/ITI/I$I
TOCYIapCTBEHHOTO JICIONPOU3BOJICTBA B Poccum.

— MH3YUCHHEC TCOPETHYCCKUX OCHOB pPa3BUTUA FOCY}IapCTBeHHOI\/’I CUCTEMBI




IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Ucropus pa3BUTHUS TOCYIAPCTBEHHOTO JICJIONMPOM3BOACTBA B Poccuu
1.2 Ienwu, 3a1a4u ¥ IPUHIIUAIIEI COBPEMEHHOTO JCIOTPON3BOICTBA

1.3 Knaccudukamus 10KyMEHTOB

Paszgen 2. CoBpeMeHHbIe TPeOOBAHUA K O(POPMIIEHUIO JOKYMEHTOB

Hemun — wusydeHue TpeOOBaHUM U HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB K
COCTaBICHUI0O W OG(OPMIICHUIO OPTraHU3AIMOHHO-PACTIOPSANTENBHBIX ¥ HH()OPMAIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB, ¢ npumMeHeHnem ACY.

3agaum — nOpUOOpETEHHE HAaBBIKOB MPUMEHEHUS HOPMATUBHO-TIPABOBHIX aKTOB,
METOJUYECKMX  JOKYMEHTOB,  PEIJIAMEHTHUPYIOIIMX  BONPOCHI  JEJIONPOM3BOACTBA U
JIOKyMEHTO000pOTa; MPHOOPETEHNUE TEOPETUUYCCKUX M MPAKTUYECKHX HABBIKOB B O(opmIIeHUU
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX 1 HHPOPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI JAEIONPOU3BOACTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX U HWH(OPMAIMOHHO-
CIIPABOYHBIX IOKYMEHTOB

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

Heaun — usyunth paboTy CIyKObl JOKYMEHTAIIMOHHOTO OOECIEUYEHUs YIIPaBJICHUS;
paccMOTpeTh 3Tallbl JOKYyMEHTO000pOTa B OPraHU3alu; pacCMOTPETh OCHOBHbBIE TPEOOBAaHUS K
oopMIICHHIO KaIpOBOI JOKYMEHTAIMH U JJOKYMEHTAIMHU 10 3asBUTEILHBIM JTOKYMEHTAM.

3agaun: O3HaKOMUTH O0y4JaIOLIUXCS, € TPEOOBAHUSMH HOPMATUBHBIX MPABOBHIX AKTOB,
PETIaMEeHTHPYIOIIUX TMOPSAOK CO3aHUSI M JIBWKECHUS TOKYMEHTOB, O3HAKOMHUTH CTYIEHTOB C
ATanaM MPOXOXKAECHUS JIOKYMEHTOB; c(hOpMUpPOBaTh y O0YyYaromUXCs MPAaKTUYECKUE HaBBIKU
rpaMOTHOTO O(QOPMIICHHS IOKYMEHTOB, C YYETOM IIOJIO)KEHHH HOPMATHBHBIX JOKYMEHTOB;
U3YYUTh MOPSJIOK pabOThl C JIMYHBIMH U CIY)KEOHBIMH JOKYMEHTaMM; 00ECHEeUnTh YCBOCHHE
OCHOBHBIX NpaBui o0pabOTKU JOKYMeHTOB ¢ nmpumeHeHneM ACY; 03HaKOMUTH ciymaTenel ¢
COBPEMEHHBIMU TEXHOJOTMSIMUA OPTaHU3aIUH JJOKYMEHTO000pOTa MPEeIIpUATHI U OpraHu3aLui.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJa:
3.1 Opranusanus 10KyMeHTOo000pOTa B OpraHu3aluu
3.2 OcoOGeHHOCTH pabOoThI ¢ KaAPOBOH TOKyMEHTaIMen
3.3 Opranusanus paboThl ¢ 00palleHUsIMHU IpaxaaH
3.4 DNeKTPOHHBII JOKYMEHTOOOOPOT B OpraHU3aluu

5. OneHo4YHbIe MATEPUAJIBI IO TUCHHUILIHHE
O1lcHOYHBbIC MaTepUaNbl MO JUCIUIUIMHE TPEACTaBICHb B BHIC (OHIA OIEHOYHBIX
CpPEJICTB.

6. MaTepuajibHO-TEXHUYECKOE U Y4eOHO-MeTOAHYeCKOoe o0ecrieyeHne U CHUIINHbI
6.1  Ilepeuenvy  yuebOHO-MemoOOUUECKO20 obecneuenusn no  oucyuniaune
«/lenonpouzeoocmeo»

Ne ABTOp, Ha3BaHKE, MECTO M3JIAHUS, U3/IaTEIILCTBO, [0/l 3/IaHNUS, KOJIMYECTBO CTPAHHMII, PEKUM
/0 Joctyna

1 MCTO}II/I‘{CCKI/IC YKa3aHus 10 U3YUYCHUIO JUCIUIIIIMHBL




6.2 Ilepeuens yuedonvlx u30anuil, HEOOXO0UMBIX 0714 OC60EHUA OUCUUNTIUHBL *

DJeKTpoHHbBIE YUeOHbIC 3AAaHUS B AIEKTPOHHO-O0MOaMoTeyHbIX cuctemax (ObC)**:

Ne ABTOp, Ha3BaHUE, MECTO WU3JaHUS, TOJ Ccplika Ha yaeOHoe uzganue B ObC
/1 W3/1aHUs], KOJIMYECTBO CTPAHUIL

OcHoBHas:

Makapos B.M. Teopust meHexMeHTa:
1 | VYue6. [Tocooue. Cub.: M3a-BO http://ebs.rgazu.ru/index.php?g=node/3021
[Tomurexu. Yu-Ta, 2012. 125 c.

MaprteiHoBa, A. 1O. Beenenue B
MEHE/KMEHT : yueOHoe mocodue / A.
FO. MapteiHoBa. —YbsiHOBCK @ Yl TV,
2010. — 172 c. ISBN 978-5-9795-0740-8

http://ebs.rgazu.ru/index.php?a0=node/2555

JononaurenpHas
Memaruxuna, JI. 0. MenemkMeHT
MaJjoro MpeaNpUHUMATEIHLCTBA

yuebHoe mocobue mis By3zoB / JI. HO.
[lemaruxuna, K. C. lununema, M. T
1 |CunskoBa. — 2-e¢ usn., crep. — Cankr- | https://e.lanbook.com/book/193431
[TetepOypr : Jlanp, 2022. — 500 c. —
ISBN 978-5-8114-9398-2. — Tekct :
9JICKTPOHHBIM // JlaHb : BIEKTPOHHO-
oubmmoreunas cucrema. — URL:

YnpasieHue IPOSKTaMH : YIeOHHK TSI
By30B / B. H. OctpoBckas, I'. B.
Boposnnosa, O. H. Momoroga [u ap.]. —
4-¢ uzn., crep. — Cankr-IlerepOypr :

2 Janp, 2022. — 400 c. — ISBN 978-5- https://e.lanbook.com/book/187775
8114-9172-8. — TekcT : AIEKTPOHHBIH //
JlaHb : 3€KTPOHHO-OMOIMOTEUHAs
cucrema. — URL:
6.3 Ilepeuens rnekmponnvlx 00pazoeamenbHvlX pecypcog *
Ne DJIeKTPOHHBII 00pa3oBaTe/IbHbII pecypc Hoctyn B DOP (cerb UHTepHeT, JIOKATbHAS
n/n ceTh, ABTOPU30BaHHBIII/CBOGOIHBIN AOCTYN
1 Poccuiickast HalnoHanbHast OMOIMOTEKA http://nir.ru/lawcenter_rnb
[DnexTponHBIH pecypc]
2 Poccuiickas ['ocynapcTBeHHas OubimmnoTeka http://www.rsl.ru
[anexTpoHHBII pecypc].
3 denepanbHblil 00pa30BaTEIbHBIN TOPTAT http://www.ecsocman.edu.ru
«DKOHOMHKA, COIMOJIOTHSI, MCHEIPKMEHT)

6.4 Coepemennvle npogheccuonanvmvle 6azvl OGHHBIX, UHGOPMAYUOHHBIE CNPABOUHbLE
cucmembul u TUYEHIUOHHOE NPOZPAMMHOE 00ecneueHue

CoBpeMeHHbIEe MPO(ecCHOHATBbHbIE 0a3bI JaAHHBIX
1. https://rosstat.gov.ru/ - ®enepanbHas cirykba rocy1apcTBEHHOM CTATHCTHKH.
2. https://cyberleninka.ru/ - Hay4Has 3J€KTpOHHAs OMOIMOTEKA OTKPBITOTO JOCTYIA
(Open Access).
3. http://link.springer.com/ - moJHOTEKCTOBAasE KOJUIEKIHs (0a3a JaHHBIX) AJICKTPOHHBIX
KHHT M3aarenbcTBa Springer Nature.
4. http://fcior.edu.ru/ - @enepanbHblii HEeHTp HHGOPMALMOHHO-00pA30BATEIBHBIX



http://ebs.rgazu.ru/index.php?q=node/3021
http://ebs.rgazu.ru/index.php?q=node/2555
https://e.lanbook.com/book/193431
https://e.lanbook.com/book/187775
https://rosstat.gov.ru/
https://cyberleninka.ru/
http://link.springer.com/
http://fcior.edu.ru/

PECypCoB.
5. http://window.edu.ru/ - Hudopmanuonnas cuctema «EamHoe OKHO gocTyma K

00pa30BaTEILHBIM PECYpPCAM»

HNHpopManuOHHBIE CIIPABOYHbIE CHCTEMBI
1. HudopmanuonHo-crpaBouHas cucrema «["apant». — URL: https://www.garant.ru/
2. MWudopmammonno-cipaBoynass cucrtema «Koncymerant Ilmoc». — URL:
http://www.consultant.ru/
3. ®ecnepanbHas ciry:kba rocy1apcTBEHHON cTaTUCTHKH - http://www.gks.ru

4, Coser ®enepamun DenepanpHoro CobOpanust  Poccuiickoit  Depepanuu
http://www.council.gov.ru/index.html

5. Odummaneusiii caiit Ilpesunenta Poccuiickoit deneparuun

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

7. Caiit «ApxuBsl Poccum» mon srumoit depepanbHOro apxXMBHOIO AareHTCTBA
(Pocapxwusa) http://www.rusarchives.ru

8. Iloptan rocynapcTBeHHBIX U MyHULIMIIATBHBIX YCIyT http://www.gosuslugi.ru/ru/

9. ®denepanpHas ciyx0a 1Mo HaI30Py B cdepe CBs3H, HHHOPMAIMOHHBIX TEXHOJIOTHIA
u MaccoBbix kommynukaiuii, ®I'YIT HTL] "Undopmpeructp" http://www.inforeg.ru

10. CnpaBouno-npaBoBas cuctema «KoHcyabpranT ruoc» http://www.consultant.ru/

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

12. Bcepoccuiickuii Hay4YHO-HCCIEIOBATEIbCKHI HMHCTUTYT JIOKYMEHTOBEICHHS H
apxuBHoro jaena (BHUMJIA) http://www.vniidad.ru

JIuleH3n0HHOE MPOrpaMMHOe o0ecrevyeHue

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

2. OpenOffice, JIrorukc (OecruraTHOe MPOrpaMMHOE OOECTICUEeHUE IUPOKOTO KIlacca),

3. cucrema JMCTaHIMOHHOTO 00yueHus Moodle (www.edu.rgazu.ru),

4. Beounap (Adobe Connect v.8, Zomm, Google Meet, Skype, Mupamnomnuc),
porpaMMHOe oOecrieueHue dIEKTPOHHOTO pecypcea caiita, Bkitoyas ObC Agrilib u Buneokanan
PI'A3VY (http://www.youtube.com/rgazu),

5. anTuBHpYycHOe nporpammuoe obecrieuenue Dr. WEB Desktop Security Suite.

6.5 IlepeyeHnb y4eOHBIX ayIMTOPHIi, 000PYI0BAHUS U TEXHUYECKHX CPEeICTB

o0yyeHusi**
IIpennasnauenue Ilepeuensn
MOMeleHH s Haumenosanue kopnyca, o0opynoBanusa (B T.4. BHPTyaJdbHble AHAJOIH) H
Ne nomemenust (ayauropum)
(ayauTopun) TEeXHUYECKUX CPeACTB 00yueHus ™
s sansmui | Y4eOHO-aAIMUHUCTPATUBHBIN Creunanu3upoBaHHas MeO0eb, Habop
JIEKYUOHHO20 MUna KopIyc. JIEMOHCTpaMOHHOTO 00opynoBanus, npoexrop EPSON
Ka6. 129. EB-1880, okpaH HacTEHHBIH MOTOPH3WPOBAHHBIN
SimSCREEN
s sanusamui | Y4eOHO-aAMUHUCTPATUBHBIN CrerpamiupoBaHHas MeOesb, HabOp JEMOHCTPAIMOHHOTO
JeKYUOHHO20 muna, | KOpIIycC. 000py/IOBaHUS W YYCOHO-HAMITHBIX TMOCOOHH, MPOESKTOP
cemunapckozo  muna | Kao. 125,142 SANYO PLC-XV, »53KkpaH HacTeHHBIH pYJIOHHBIN
(cemunapei, SimSCREEN
npaxmuyeckue
3auAmus,
NPAKMUKyMbl,
aabopamopHvle
pabomul,
KOJLIOKBUYMbL), ona
npoeedeHUsl 2PYNNoGbix



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

KOHCYyIbmayuti u
UHOUBUOYATILHOU

pabomul 00yYAGUIUXCSL
¢ nedazocuyeckumu

pabomuuxamu, onsa

npoeedenus

meKyuje2o KOHmpous u

NPOMEINCYMOYHOU

ammecmayuu.

Lna Y4eOHO-aIMIHUCTPAaTHBHBII Ilepconanbuble kommproTepel 11  mT. Bbeixog B

CamocmosmenbHoll KOpIIyC. MHTEPHET, JOCTYH B 3JIEKTPOHHYI0 HH(OPMAMOHHO-

pabomul IMomemenne Ut | 00pa3oBaTENbHYIO CPENY YHHBEPCUTETA
CaMOCTOSTENFHON paboTEI.
YuranbHbld 381
Y4eOH0-1a60paTOpHBIi CrermamupoBaHHasi MeOelb, HabOp JEMOHCTPAIOHHOTO
KOpIIyC. 000pyIOBaHWs, TEpPCOHANbHbIE  KOMIbIOTEphl 11 mmT.
[Tomeienue nis | Beixom B MHTEpHET, JOCTYyl B 3JIEKTPOHHYIO
CaMOCTOSTEIILHOU paboThl. | HHGOPMAIOHHO-00pa30BaTEIBHYIO cpeny
Ka6. 320. YHUBEPCHUTETA
YuebHo-anMuHUCTpaTHBHEIA | Crielmanm3upoBaHHas MeOerb, HabOp AEMOHCTPALIOHHOTO
KopITyC. obopynoBaHus. ABTOMaTH3HpPOBaHHOE pabodyee MecTo
Kab. 105. Yuebnas ayquropus | Juii  WHBAJIMIOB-KOJIACOYHUKOB C  KOPPEKIIMOHHON
JUIs y4eOHBIX 3aHATUH | TEXHUKOW W HMHIYKIMOHHON cuctemoit OnCuc 290;
oOyJaromuxcss W3 4ucia | ABTOMaTU3UpOBaHHOE pabouee MecTo UL
nHBanIun0B U aui ¢ OB3 Ca0OBUISIUX M HE3PAYMX  IOJB30BaTeNicli  Cco

CTallMOHAapHEIM BuAeoyBenmuutenem OnCuc 29 ON;
ABTOMAaTH3NPOBaHHOE pabouee MECTO IS
CTa0OBHIAIUAX W HE3pSYMX  MOJb30BaTelell ¢
nmopTaTuBHBIM BuacoyBenmuuteneM IiaCuc 207 CF;
ABTOMAaTHU3UPOBAaHHOE pabouee MECTO IS
CIa00BUASIINX M HE3PSUMX TOJB30BATENICH ¢ YUTAFOIICH
mammHoi D1Cuc 207 CN; AmmapaTHbIE KOMIUIEKC C
GyHKIIMEH  BUACOYBEITUYCHHS A YTEHHS I
cIa0oBUISIINX U He3psYux nonb3oBareneit InCuc 207

OS.




OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJDKETHOE OBPA30BATEJIBHOE YUPEXJIEHWUE BBICIIIEI'O OBPA3OBAHUA
MUHUCTEPCTBA CEJIbCKOI'O XO3SMCTBA POCCUIMCKOM ®EJEPALINA

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

(YuuBepcurter BepHajackoro)

DoH/1 OLIECHOYHBIX CPEJCTB Il IPOBeIeHHS TEKYLero KOHTPOJIS U
MPOMEKYTOUYHOM aTTeCTANUM 00y4YAOIIUXCH M0 JUCHUILJINHE
«/les1onmpou3BOACTBO»

Hanpasnenue noaroroBku 38.03.10 XunuiHoe X035WCTBO U KOMMYHAJIbHAS

UHODPACTPYKTYDA

Hanpasnennocts (mpoduiib) mporpaMMbl Y IpaBiIeHHUE KUJIUIIHO-KOMMYHATbHBIM

KOMIIJICKCOM

KBamudukauus bakanasp

®dopma oOyueHuUs OUHast

bamammuxa 2022 r.
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1.0nucanue nokasaresjiell 1 KpUTepueB OLCHUBAHNS MJIAHUPYEMbIX Pe3yJbTATOB 00y4eHUs M0 y4eOHOM TUCIUIIUHE

KoMmnerenumii HNuauxkarop Vpope HaunMeHoBaHHe
copMHpPOBAHHOCTH oc;)o:fl::* Ilnanupyemsble pe3yabTaThbl 00y4eHHUS OLICHOYHOI0 CpeICcTBa
KOMIIEeTeHIH I
YK-I1. CnocobeH | 3uaTth (3): | lloporosswlii 3HATh: HOPMATHBHO-NIPABOBBIC M METOIUYECKHE JOKYMEHTHI, | Pedepar, ycTHBIII OTBeT Ha
OCYILECTBJIATh IIOUCK, | 3aKOHOJATEIbHbIE aKThl, | (YIOBJIETBOPHUTEIHLHO) periIaMeHTHPYIOLIHe BOIIPOCHI JIENIONIPOU3BOCTBA U | BONpPOC MpaKTUYECKOE 3a/JaHHe,
KPUTHYCCKHI aHAJN3 U | MOCTAHOBJICHUS, JIOKyMEHTO000pOTa; 3HAaTh OCHOBHBIC TPEOOBAaHMS K COCTAaBJICHUIO | UTOIOBOE TECTHPOBAHHUE, OTBET
cuHTe3 WH(MOpPMAINH, | HOPMATUBHBIE  JTOKYMEHTHI JIOKYMEHTa; 3HATh OCHOBHEIC HallpaBJICHHE B paboTe ¢ JOKYMEHTAMH | Ha 3K3aMCHAIIMOHHBIN BOIIPOC
MIPUMEHSTh perIaMeHTHPYIOLIHE Mo yHH(UKAINU M CTAaHAAPTHU3AIUH TOKYMEHTOB; 3HATh OCHOBHBIC
CHUCTEMHBIH  TOAXOI | OpTaHU3AIHIO TpeOOBaHUS K COCTABICHHIO JOKYMEHTOB; (YHKIHH JOKYMEHTa,
TUTS pEIIeHUs | eNOPON3BOACTBA B KIIacCH(UKAIIIO TOKYMEHTOB, CIIOCOOBI TOKYMEHTHPOBAHUS, 3HATH
MTOCTaBJICHHBIX 33724 oprarm3aryn JKKX COBpEMCHHBIC  TEXHHYCCKHE CpEACTBA W  HWH(POPMALHNOHHBIC
YMmern: MIPUMEHATh TEXHOJIOTHH, HCIOJIb3YeMbIC IPH PEIICHUH KOMMYHHKATHBHBIX
METOAMKH TIOMCKa, cOopa, 3a/1a4.
obpabotkn  uH(DOpMaLUH, YMeTh: TPaMOTHO HCIIOJIb30BaTh IMOMCKOBBIE BO3MOXKHOCTH CHUCTEM
CHUCTEMHBIH  MOJIXOA  AJA AJIEKTPOHHOTO JOKYMEHTO000pOTa; pa3dupaTbes B Knaccupukaropax
pelieHus pa3IUYHBIX BHJOB, YMETh IIOJH30BATHCS HOMEHKJIATYypoil med,
MOCTaBJICHHBIX 3a1a4 MEePEYHSIMHU JOKYMEHTOB C Pa3IMYHBIMU CPOKAMH XPaHEHHUSI.
CHUCTEMBI JeNIOTPON3BOACTBA Baamers: TMOHATHIHBIM = ammapaToM  OUCIWIDINHBL,  BIAACTh
u JOKYMEHT0000poTa HABBIKAMH JWCIIOJIF30BAHMUS COBPEMCHHBIX TEXHHYECKHX CPEICTB U
OpTaHU3aAIIH HHPOPMAMOHHBIMHA TEXHOJIOTUSIMH npu peeHnn
Baangers: METOIaMU KOMMYHUKATHBHBIX  3a7ad  TOATOTOBKHM  OCHOBHBIX  BHJIOB
MorcKa, coopa U 00paboOTKH, JIOKYMEHTOB, UCTIOJIb3YEMBIX PaOOTHHUKOM;
L pemeHus [poaBuHyTHII 3Haer TBepaO:  HOPMATHUBHO-TIPABOBEIE W  METOAWYECKHE Pedepar, ycTHBII OTBET Ha
MOCTAaBJICHHBIX  3aa4 B (xopomo) JOKYMEHTBI, PErIaMCHTUPYIOIIME BOIIPOCHI ACIONPOHU3BOJICTBA H | BOIPOC INPAKTHUYCCKOE 3aJaHUC,
CHCTeME JIeNOIPONU3BOACTBA JIOKyMEHTO000pOTa; 3HAaTh OCHOBHbIE TPEOOBAaHMSI K COCTAaBJICHUIO | MTOrOBOE TECTHPOBAHHUE, OTBET
JIOKYMEHTa; TBEpAO 3HACT OCHOBHBIC HAaINpaBleHHE B paboTe ¢ | Ha YK3aMEHAIIMOHHBIN BOIPOC
JMIOKYMEHTaMH [0 YyHUGHUKAIMM M CTaHJAPTH3AIMUA TOKYMEHTOB;
3HATh OCHOBHBIE TPEOOBAHUS K COCTABICHHUIO TOKYMEHTOB; (DyHKIMH
JIOKyMEHTA, KJ1accu(UKAIUIO JIOKyMEHTOB, CIOCOOBI
JIOKYMEHTHPOBAHHUS, 3HATH COBPEMCHHBIC TCXHHUYECKHE CPEICTBA H
WHPOPMALMOHHBIE TEXHOJOTHH, WCIHOJb3yeMbIC TIIPH PEIICHHU
KOMMYHHUKATHBHBIX 3a/1a4.
YMeeT yBepeHHO: HCIOIb30BATh MOUCKOBBIE BO3MOXKHOCTH CUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTa; pa30upaThCs B KilaccudpukaTopax
pa3IMYHBIX BHJOB, YMETh IOJH30BATHCS HOMEHKIATYPO#l Jed,
MEPEYHSAMHU JOKYMEHTOB C PA3IMYHBIMHA CPOKAMH XPaHEHUSI.
Bnageer yBepeHHO: TIOHATHHHBIM amNmapaToM JAWCIUTUIIMHBL
BIIaJIeET HABBIKAMHU HCTIOIB30BAHUS COBPEMEHHBIX TEXHHUYECKHX
CpeacTB W HHGOPMANMOHHBIMA TEXHOJOTHSIMA IPH  PCHICHUU
KOMMYHHKATHBHBIX  3a7a4  IOATOTOBKM  OCHOBHBIX  BHJOB
JIOKYMEHTOB, HCTIOJIb3YEMBIX PaOOTHHUKOM.
Boicokmnii 3HaeT TBepAO0: HOPMATHUBHO-TIDABOBEIE W METOAWYECKHE Pedepar, ycTHBIN OTBET Ha
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(OTIUYHO)

JIOKYMEHTBI, PErIaMEeHTUPYIOIIUE BONPOCH! JENIONPOU3BOACTBA U
JIOKyMEHTO000pOTa; 3HAaTh OCHOBHBIC TPEOOBAaHMS K COCTAaBJICHHUIO
JIOKyMEHTa; 3HaTh OCHOBHBIC HAIIpaBJICHHUE B pabOTE ¢ JOKYMEHTaMHU
10 yHHU(HKAMM U CTaHJAPTHU3AIMH JOKYMEHTOB; 3HaTh OCHOBHBIC
TpeOOBaHMSI K COCTABICHUIO JOKYMEHTOB; (YHKIUHM JOKYMEHTa,
KIacCH(UKAIMIO JTOKYMEHTOB, CIIOCOOBI TOKYMEHTHPOBAHHUS; 3HATH
COBPEMCHHBIE ~ TEXHHYECKHE CpeicTBAa M HMHGOPMAIIMOHHBIC
TEXHOJIOTHH, WCIOJNb3yEMbIE IIPH PEHICHUH KOMMYHHKATHBHBIX
3a7ad.

YMeeT yBepEeHHO: HCIOJIb30BaTh IOMCKOBBIE BOBMOXKHOCTU CUCTEM
AJIEKTPOHHOTO JJOKyMEHTO0000pOTa; pa3dupaThes B KilacCU(PHUKATOPax
pa3IUYHBIX BHJOB, YMETh IIOJH30BATHCS HOMEHKJIATYypoil med,
MEePeYHAMHU TOKYMEHTOB C Pa3IMYHBIMU CPOKAMH XPaHEHHUS.
Biageer yBepeHHO: TIOHATHIHBIM anmapatoM IWCIMIUINHEL,
BIAJCTh HAaBBIKAMH HCIIOJIb30BAHUS COBPEMEHHBIX TEXHHUYECKHX
cpeacTB W HMH(OPMALMOHHBIMH TEXHOJOTHUSAMH NPH PEIICHUH
KOMMYHHKATUBHBIX  3a/ad  IIOATOTOBKM  OCHOBHBIX  BHJIOB
JIOKYMEHTOB, HCIIOJIb3yEMbIX paOOTHHKOM;

BONPOC NPAaKTUUECKOE 3aJaHNUE,
UTOTOBOE TECTUPOBAHUE, OTBET
Ha HK3aMEHaLMOHHBIN BOIIPOC

YK-4. Cniocoben
OCYIIECTBIATH
JIEJIOBYIO
KOMMYHHUKAITHIO B
YCTHOM U MTUCbMEHHOU
¢dopmax Ha
roCyIapCTBCHHOM
si3p1ke Poccuiickoit
Oenepanuu u
HHOCTPAHHOM (BIX)
SI3BIKE(aX)

3uare (3): CoBpeMeHHYIO
OPTaHH3AIHIO
JIOKyMEHTO00O0poTa u
TCHACHIIMU HCIIOJIb30BaHUS
ACY

Ymersp (Y): BeCTH JIETOBYIO

MEPEIHCKY, YUHUTHIBas
OCOOEHHOCTH  CTHJIMCTUKH
odHIHaTEHBIX "u
Heo(pHIIHATHHBIX ITHACEM,
COIIOKYIIBTYPHBIE Pa3IHIHs
B thopmare
KOPPECIOHICHIMN Ha
rOCYIapCTBEHHOM u

WHOCTPAaHHOM (-BIX) S3bIKAX.

Baaners (B): HaBblkamu
BEJCHUSA JICITOBOM
nepermc KH, y‘II/ITBIBaﬂ
0COOEHHOCTH CTHIIUCTKU
o(HIHATEHBIX "u

HeO(i)I/IIII/IaJ'ILHLIX IIUCEM

Ioporoswrit
(YAOBJIETBOPUTEJIbHO)

3naer: OcHOBHbIe TpeOOBaHMS K COCTaBICHHIO JOKYMEHTA.
OCHOBHbIE HaIpaBJICHHE B pabOTe C TOKYMEHTAMH [0 YHUPHUKAIHH 1
CTaHJIApTH3aIMK JTOKYMCHTOB; 3HAaeT OCHOBHBIC TpeOOBaHHS K
COCTABJICHUIO JIOKYMEHTOB; (DYHKIIMH JTOKYMEHTA, KJIACCH(DHUKAIUIO
JIOKYMEHTOB,  CIIOCOOBI ~ JOKYMCHTHUPOBAHHS,  COBPEMCHHBIC
TpeOOBaHMUS K JOKYMEHTAIIMOHHOMY 00ECIICUCHHIO YIPABIICHHS.
Ymeer: CocraBisith U 0GOPMIISTH YIPABICHYECKUE TOKYMEHTBI, B
TOM 4YHCIe WHPOPMAIIMOHHO-CIIPABOYHBIE, B COOTBETCTBHU C
TpeOOBaHMSIMH  NPABOBBIX aKTOB W  CTAHAAPTOB; TIPAMOTHO
HCIIOJIb30BaTh IIOMCKOBBIC BO3MOXHOCTH CHCTEM 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa; pa30oHpaThCs B KIACCH(PHUKATOpAX pa3IMIHBIX
BUJIOB, YMETh I[0JIb30BaThCsl HOMEHKJIATYPOH [eJI, MEpeYHSIMU
JIOKYMEHTOB CO CPOKAMHU XPaHCHHSI.

Biiajmeer: HaBbIKAaMH NPAaBAIBHOTO MNPUMEHEHHS HOPMATHBHBIX
MPAaBOBBIX AKTOB, METOJUYECKUX JTOKYMEHTOB, PETJIaMEHTHPYIOIIHX
BOIIPOCHI JICJIONIPOU3BOJICTBA H JOKYMEHTO000pOTA.

Pedepar, ycTHBII OTBET Ha
BOIIPOC MIPAKTHYECKOE 3aaHNE,
UTOTOBOE TECTUPOBAHKE, OTBET

Ha HK3aMEHallMOHHBIN BOIIPOC

IIponBuHyTHI
(xopo1o)

3HaeT TBepO: 110 COBPEMEHHON OpraHu3aluu JOKYMEHT0000poTa U
TeHaeHH ucnoibp3oBanus ACJI; 3HaTh 3Tanbl JOKYMEHTO000pOTa B
OpraHW3alliM;, TMpaBWIa  PETHCTPALMH W WHICKCUPOBAHUS
JIOKYMCHTOB; 3HATh OPTaHU3aIMI0O KOHTPOJII HaJ WCIIOJHCHHEM
JIOKYMECHTOB; 3HAET OCHOBHEIC TPEOOBAHHS K apXMBHOMY XPaHCHHIO
JIeN; 3HACT OPTaHU3AIMI0 OIECPATHBHOTO XPAHECHHUs JOKYMEHTOB B
TEKYILEM JICJIONPOU3BOICTBE.

Ymeer yBepeHHO: BeCTH JIEJIOBYIO  TIEPEINNCKY, YYHUTHIBAs
O0COOEHHOCTH CTUIIMCTHKH O(QHUITHANBHBIX U HEO(DUIIHATBHBIX MTHCEM,
COLIMOKYJIPTYPHBIC pasaudusi B (opmare KOPPECIOHICHIMK Ha

Pedepar, ycTHblil oTBET Ha
BONPOC NPAaKTUUECKOE 3aJaHNUE,
HUTOTOBOE TECTUPOBAHUE, OTBET

Ha 3K3aMEHALOHHBII BOIPOC
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roCyJapCTBEHHOM M MHOCTPAHHOM (-bIX) S3bIKaX; yMEET COCTABIAThH
n  odopmisATh  ynpaBlieHYecKHe, HH(OPMAIMOHHO-CIIPABOYHBIC
JOKYMEHTBI, B COOTBETCTBHM C TPEOOBAHHSIMHU MPABOBBIX aKTOB U
CTaH/IAPTOB; YMETh BHEIPATH PALMOHAIBHYIO TEXHOJOTHIO MpPHEMA,
NPOXOXKICHUS, TOATOTOBKM W OTHPaBKH  JOKYMEHTOB B
TPaAWILMOHHBIX YCIOBHSX W B YCIOBHAX PabOTHI C NPUMEHEHHEM
ACY.

Biageer yBepeHHO: HaBBIKAMU COCTaBJICHHS U O(OPMICHHUS
OpraHU3aI[IOHHO-PACIOPSIIUTEIBHOM u nH(pOpPMaMOHHO-
CIpaBOYHON JOKyMeHTauuy, ¢ mnpuMmeHeHueM ACY; Brnageer
HaBblkaMu pabotsl B cucteMe ACY; Biageer HaBbIKAMHU
MPaBUIBHOTO  IPUMEHEHHS HOPMATUBHBIX IPAaBOBBIX  aKTOB,
METOAMYECKHX  JOKYMEHTOB,  PETIaMEHTHUPYIOIIMX  BONPOCHI
JISTIONPON3BOJICTBA M JIOKYMEHTO000pOTA.

Boicokuii
(OTJIMYHO)

HNmeer chopmupoBaBmimMecsi cucTeMAaTHYeCKHe 3HAHHUSA: IO
COBPEMCHHOH OpraHM3allMid JOKYMEHTOOOOpPOTa U  TEHICHLUH
ucrionp3oBanuss  ACJl; 3HaTh 3Tamel  JOKyMEHTOOOOpOTa B
OpraHW3aly;  MOpaBUia  PETHCTPAllUd W UHJIEKCUPOBAHUS
JOKYMEHTOB; 3HaTb OPraHU3allMI0 KOHTPOJIL HAJ HCIOJIHEHHEM
JIOKyMEHTOB; 3Ha€T OCHOBHBIC TPEOOBAHMS K apXUBHOMY XPaHEHHIO
JIeN; 3HaeT OpPraHU3aIMI0 OMNEPaTHMBHOIO XPAaHEHHS JOKYMEHTOB B
TEKYILEM JICIIOPOU3BOICTRE.

HNmeer chopmMupoBaBuIeecss cucTeMaTH4YeCcKOe YMeHHMe: BECTH
JIETIOBYI0  TIEPENHCKY, Y4YUTHIBasT OCOOEHHOCTH  CTHJIMCTUKH
O(I)I/IHI/I&J'H)HI)IX u HeO(bHHHaHLHBIX IIUCEM, COIIMOKYJIbTYPHBIC
pasnuuust B (opmare KOPpECHOHIEHLMH Ha TOCYIapCTBEHHOM U
WHOCTPaHHOM (-bIX) SI3BIKaX; YMEET COCTaBIATh W OQOPMIATH
yIpaBleHYeCKHe, HHPOPMAIIMOHHO-CIIPABOYHBIE JIOKYMEHTHI, B
COOTBETCTBMM C TPEOOBAaHHMSMH IPABOBBIX AaKTOB M CTaHAAPTOB;
yMEThb BHEAPSATh  pAlMOHAIBHYI0  TEXHOJIOTHIO  MpHeMa,
MPOXOXKIEHUs, TMOATOTOBKM W  OTHPaBKM  JOKYMEHTOB B
TPaJUIIMOHHBIX YCJIOBUAX U B YCJIOBUAX pa60T1>1 C NPUMCHCHUEM
ACY.

Iloka3zan cdopMupoBaBiIeecss cHCTeMAaTHYeCKOe BJIa/IeHHe:
HaBBIKAMH  COCTaBJICHHWS ©  O(QOPMIIGHHS  OpTraHU3alMOHHO-
pacnopsAaUTEeNIsHOW U WHPOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAITHH,
¢ npumenenueM ACY; BiajaeHHe HaBBIKAMH PaOOTHI B CHCTEME

ACY;  BnageHue  HaBbIKAMH  TPAaBWIBHOTO  IIPUMEHEHHMS
HOPMAaTHBHBIX TIPaBOBBIX AaKTOB, METOIAMYECKHUX JIOKYMEHTOB,
periiaMeHTHPYIOIIIX BOTIPOCHI JIeTIONPOU3BOJICTBA "
JIOKyMEHT0000pOTa.

Pedepar, ycTHBIIT oOTBeT Ha
BOIIPOC MPAKTHIECKOE 3a/laHHE,
HUTOTOBOE TECTHPOBAHHE, OTBET
Ha HK3aMEHAIMOHHBII BOIIPOC

* 3aUTEHO BBLICTABIISIETCS IIpyu YPOBHE OCBOCHUA KOMIICTCHIIMN HE HUKE IIOPOTOBOTO
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2. Onucanye NIKaJ OEeHUBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpOos

®opma Tekymiero | OTcyrcTBue YCBOCHHS [Toporossiii [IpoaBuHYTHIH (XOPOIIO) Bricokuii (0TIM4YHO)
KOHTPOJIS (HIOKE TTOPOTOBOTO) (YIOBIETBOPUTEIIHHO)
Brinonnenue HE BBINONIHEHAa Wi Bce | Pemeno 6onee 50% 3anmanus, | Pemmeno Gonee 70% 3amaHus, | Bce 3alaHus pElICHBI 0e3
MPAKTUYECKOTO 3a/IaHus 3a/laHus peuiensl | HO meHee 70% HO €CTh OLIUOKHU o1O0K
HENPAaBUJIBHO
YcTHBIN OTBET Ha BONpOC | HE BbIMosHeHAa wid Bce | Llenp u  3amaum  Bompoca | Llens u 3amaun BoimonHeHus | Llenb HamucaHusi oTBeTa Ha
3a/laHus pEIIEHBI | JOCTUTHYTHI YaCTUYHO. BOIIPOCA JIOCTUTHYTHI. BOIIPOC JOCTUTHYTA,
HEMPaBUILHO 3aJlauM PEIIeHBI.
Pedepar He BbIMonHeHa wian Bee | Llems w 3amaum  pedepara | Llenp w 3amaum BemonHeHws | Llens Hanmcanus pedepara
3a/laHus pEIIeHbI | JOCTUTHYTHI YacTUYHO. | pedepara JOCTUTHYTHI. | IOCTUTHYTA, 3aa4n
HENPaBUIBHO AKTyalnbHOCTh TeMbl | AKTyaJbHOCTh T€MbI pedepara | pemieHbl.  AKTyalbHOCTb
pedepara ompezieNieHa | MOATBEPK/ICHA. Pedepar | Tembl UCCIIEJIOBAHMUS
HeyOenuTenbHO. B pedepare | BBHINOIHEH C HE3HAUUTEIBHBIMU | KODPEKTHO ¥ IOJTHO
BBISIBJICHBl ~ 3HAUUTENbHBIC | OTKIOHEHUSIMU OT TpeOOBaHUM | 0OOCHOBaHA. Pedepar
OTKJIOHEHHUSI OT TPeOOBaHHH | METOJMYECKUX YKa3aHHA. BBIIIOJIHEH COIUIACHO
METOJINYECKUX YKA3aHHH. TpeOOBAHUSIM.

2.2 IlIkana oueHusanus Ha IMane NPOMeNCYmoYHol ammecmayuu (3a4em u IK3ameH, Kypcoeas paboma)

®opma
TPOMEKYTOUHON Oteyretsue  ycsoenus [Toporogsrii (ynoBinerBoputenbHo) | [IpoaBuHyTHIN (XOPOIIIO) Bricokuii (0TIHYHO)
aTTecTaluu (HM>XKE TIOPOTOBOTO)
Brinosinenue
HUTOTOBOIO Menee 51% 51-79% 80-90% 91% u 6onee
TECTUPOBAHUS
OtBet Ha | He BBIMONHEHA wiu Bce | Llenb U 3aj7aud Bompoca | Llens u 3amaun | [lens Hamwcanus OTBeTa Ha
AK3aMEHaIMOHHBII 3a/IaHus pEIIeHBI | TOCTUTHYTHI YACTUYHO. | BBIMIOJTHEHUS BOIpPOCA | BOMPOC JIOCTUTHYTA, 3a1a4du
BOIIPOC HEMPaBUILHO AKTyalnbHOCTh TeMBI pedepara | JOCTUTHYTHI. pEIICHBI.

ompesereHa HeyOeIUTENBHO. AKTYyabHOCTh TEMBI

pedepara noaTBEpKICHA.
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3. TunoBble KOHTPOJIbLHbIE 32/IaHUS WM HHbIEe MATEPHAJIbI, HE00X0AUMbIE /115l OLleHKH
3HAHMi, yMEHUIl, HABBIKOB U (MJIH) ONBITA AeATeJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJ, OHIEHOYHBIX CPEJICTB AJIs1 TEKYHIETI'O KOHTPOJIA
Pa3zgea 1. TeopeTuueckue OCHOBBI 1€JIONIPOU3BOACTBA

3apanme 1. 3anonHuTh TaOMUIy, C Y4YETOM  paclpeleleHus 3aKOHOB M HOPMAaTHBHBIX
JOKYMEHTOB, perynupyromux I'CJ]

Hassanue noxymenra UYro perynupyer JOKyMEHT, Buns! 10KyMeHTOB
OIucaHue (npuBenuTe
IpuMep)

KonudunmpoBanHbie 3aKOHBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccniickoit denepanniv, IOCTaHOBICHUS
[TpaButenscTBa Poccuiickoit deneparuu B cepe AeI0pOr3BOJICTB

3akoHoJaTeNnbHbIe aKThl CyOBeKTOB Poccuiickoit denepannu 1 NpaBoBble aKThl, IPUHUMAEMble
OpraHaMM MCIIOJHUTENIbHOM Bi1acTH cyObekToB Poccuiickoit denepannu

HopmaruBHbIe paBoOBbIe aKThI (eiepaIbHBIX OPTraHOB UCIIOIHUTEIBHOMN BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, ar€HTCTB U JIp.), PErJIaMEHTUPYIOIIHNE BOIIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeyeH s

TexHuveckue peraMeHThl U HallMOHAJIbHbIE CTaHIapThl B 00JIACTH JJOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrpaBieHus

TexHuueckue periaMeHThl U HallMOHAJIbHbIE CTAHAAPTHI B 00JIACTH JOKYMEHTAIIMOHHOTO
o0ecredyeHus yrpaBiIeHHs

O6mepoccuiickue KiaccuuKaTopbl TEXHUKO-YKOHOMUUYECKON U COIMAIbHON WH(OpMaInu

YHuduImpoBaHHble CUCTEMBI IOKYMEHTAIIUN

3aganme 2. 3anonHuTe TabauIy. BrivmmTe BUAb TOKYyMEHTOB OTHOCHUTENIBHO MEPHUOI0B!
[IpukazHoe 1emonpon3BoICTBO Komnexckoe Mununcrepckoe
J€JI0NIPOU3BOACTBO IEeJI0IIPOU3BOACTBO

OtBeTbTe Ha Bompoc. Yem 3HaMeHaTenbHbI nathl: 23 mapta 1840 1., 1868 1., 27 depans 1720
r.?

3aganue 3. [luceMenHO oTBeThTE Ha Bompoc. OOBACHUTE TEPMUHBI «yHUPUKALUD) U
«cTaHJapTU3aLus» NoKyMeHTa. Kak cOOTHOCATCS aHHbIE TOHATH?

3aganue 4. BeiOepute U3 npaBoil KOJOHKM OIpeNeeHHs], OTHOCSIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO ITPOHYMEPOBAB UX.
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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

3aganue 5. 3anonHuTe TAOIUIBI IO KIACCH(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1Io HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuro
COCTaBJICHUS IJIACHOCTHU
ITo cpokam ITo HazHaueHUIO ITo ropunnyeckon ITo cpokam xpaHeHus
VICITOJTHEHUS cuiie

3ananue 6. [luchkMeHHO OTBETHTE HA CIEAYIOIINE BOTIPOCHI:

1.  Yro Takoe AeI0NpOU3BOJICTBO?

2.  JlaiiTe ompeneneHue MOHITHIO «TOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC (DYHKIIMU JOKYMEHTA.

4.  Kakume oOmepoccuiickue KiIacCu(UKATOPbl HMCIOJIB3YIOTCS TIpH  O(QOpMIICHUA
OpraHU3aIMOHHO-PACHIOPAIUTENBHBIX JOKYMEHTOB?

5. Kakve Buapl [TOKYMEHTOB BKJIOYaeT B ce0S CHCTeMa OpraHU3alMOHHO-
pacnopsiIUTENIbHON JOKYMEHTAIUU?

6. Kakwe pa3mu4aroT CrocoObl JOKYMEHTHPOBAHHS B 3aBUCHMOCTH OT CPEJIICTB
JOKYMEHTUPOBaHUS?

7. UTo NOHUMAIOT MO/ FOPUANYECKON CHIION TOKYMEHTa?

3apanue 7. IloaroroBbTe NOKIAJ C MPE3EHTAIMEN MO OJHOW U3 MPEAJIOKEHHBIX TEM
(mokman Ha 5 MUHYT, nipe3eHTars 10-12 cnaiaoB)

1.  VcoBepuieHCTBOBaHUE JETONPOU3BOICTBA HA MPEANPUITHH

2.  Pa3BuTHE JOKYMEHTAIlMOHHBIX CIYX0O Ha COBPEMEHHOM dTare

3.  TexHuueckue CpeICTBA, YIPOUIAIONINE BEACHHE JEIONPOM3BOJCTBA  HA
MPEINPUSATHH.
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4.

I[C.HOBEUI MEepenmrcKa - HCOTbEMJICMOC CPCACTBO CBA3U MPCANIPHUATHUA C BHCITHUMU

OpraHu3aLUsIMU.

5. Kak oBnaseTh HCKYCCTBOM J€JI0BOTO MUChMA.

6 JIOKyMEHTUPOBaHUE YIIPaBICHYECKOHN NEATEIbHOCTH OPTaHU3aLUH.

7. JIOKYMEHT KaK CpeJICTBO 3aKpEIUICHHS U PETPAHCIALNN HH()OPMAIIH.

8.  MudopmaTuzanus nenonpon3BoicTBa

9.  JlokyMeHTHpOBaHUE TPYJOBBIX OTHOIICHHUN

10. KomnbroTepHble TEXHOJIOIUHU B I€IOIPOU3BOJICTBE

11. Amnanu3 JOKYMEHTOO0OpOTa U METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabota ¢ KoH(MUICHIUATEHBIMU JOKYMEHTAMH

13. Opranuzanus paboThl C TOKyMEHTaMHU

14. Amnanu3 JOKYMEHTOOOOpOTa U METO/bI €0 COBEPILIEHCTBOBAHMSL.

15. Hcrtopus pa3BUTHS JOKYMEHTOBEACHHUS

16. CoBpeMeHHOE 10KyMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranusanus JOKyMEHTOOOOPOTa: OCHOBHBIE IIPAaBUJIA U HTAIIBL.

2. Dtambl pa3BUTHS JEJIONPOM3BOACTBA B Poccum.

3. Cuyx0a nenonpon3BojCcTBa U JOKYMEHTALMOHHOI0 00ecrieueH sl yIpaBiIeHuUs.

4.  HopmaruBHo-npaBoBas 6a3a COBPEMEHHOIO J€JIOIPOU3BOICTBA.

5.  HopwmatuBHast ocHOBa npolecca JOKYMEHTUPOBAHUS YIIPABJICHUS [IEPCOHAIIOM.

6.  OpranuzanoHHBIC KaAPOBBIE JOKYMEHTHI: COCTaB, COACPKaHUE, TOPSAIOK
HOJrOTOBKU U O(hOPMIICHUS.

7. JIOJbKHOCTHAsi MHCTPYKIIMSI KaK OpraHU3allMOHHBIN KaJpOBbIN JOKYMEHT.

8.  CocraB 1 BU/bI KaIpOBOI TOKYMEHTALIUH.

9.  JlokymMeHTHpOBaHHE Mporecca OPOPMIICHHS TPYAOBBIX OTHOIICHUH.

10. DxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cexkperapb B CTpYKTyp€ yIpaBiIeHUS

12.  OducHsle cpencTBa paboThl C JOKYMEHTaMHU

13. 3HaycHHE TOKYMEHTa B yIPABICHUECKOHN JEATEeILHOCTH, Kiaccupukarus
CITy’K€OHBIX JOKYMEHTOB.

14. Vuudukanus u crangapTu3anys J0KyMEHTOB.

15. [lenonpou3BOACTBO B OpraHax MCIOJHUTEIbHOM BiacTu. [lopsiok paccMoTpeHus

oOparieHu# rpaxkaaH.

16. OcoGennoctu opopmieHHs HHPOPMALTMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAITUH.

17. [lenonpou3BOACTBO B coBpeMeHHOH Poccun

18. Jlenmompou3BOJACTBO JIOPEBOIIOIMOHHON Poccnu

19. Jlemompou3BOACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranuzanus JOKyMEHTO000pOoTa

21. Peructpanus JOKyMEHTOB

22. KOHTpOJb HCITOJIHEHUS JOKYMEHTOB

23. Cucremarusanus U XpaHeHHE JOKYMEHTOB

24. HowmeHknaTypa Aen OpraHu3aiu

Pa3nen 2. CoBpeMeHHbIe TPeOOBaHMS K 0(OPMJICHHIO TOKYMEHTOB

3ananme 1.Pemnre kpoccBopa
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el [T HNEEEE

ITo ropusonTasnm:

1.  peKBU3UT AOKYMEHTa, BHIPAXKAIOLIUII COrJIacue UJIM HECOIJlacue

JOJPKHOCTHOTO JIMLA C COJIEPyKaHUEM JTIOKYMEHTA.

4. pEKBU3UT J[IOKYMEHTa, NPEJICTaBISIIOIIMI CcOO0N COOCTBEHHOPYUHYIO POCHUCH
MOJTHOMOYHOTI'O I0JKHOCTHOT'O JIUIIA.

6 - mpUCBOEHUE MOPSIKOBOTO HOMEPA JiejIa 10 HOMEHKIIATYpe U YCIOBHOE 0003HAYECHUE
CTPYKTYPHOM 4acTu ydpekJIeHHH, IpocTaBisieMble Ha 00JIOKKE JAena.

8. THMChMEHHOE TPeIOKEHUE O 3aKIIYCHHH JOoroBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.

9. 3ammch MHPOPMAIMM HA PA3TMYHBIX HOCHUTEINSX IO YCTAHOBJICHHBIM IPAaBHIIAM,
o0ecreynBaroIuM ee IOPUINIECKYI0 CHUITY.

12. nBWKeHHE TOKYMEHTOB B OPTraHU3allMi ¢ MOMEHTA MX MOJYYECHHUS WIH CO3IAaHUsS 10
3aBepILEHUS UCIIOJTHEHNS WIIA OTIIPABKH.

13 obOpasern, 3TaoH, MOJENb IPUHUMAEMBbIC 338 MCXOJHBIC /IS CONIOCTABICHUSI C HUMH
JPYTUX MPEIMETOB.

17. o6s3aTenbHbIN JIeMEHT oopmIleHUsT OPUIATEHOTO T0KYMEHTa

18 moxymMeHT, GUKCHPYIONTUH XO/T 3aceJaHus, COBEIIAaHUS.

19. COBOKYMHOCTb JOKYMEHTOB (WJIM JOKYMEHT), COPMHPOBAHHBIX IO KaKOMY-THOO
NpU3HAKY (BUIaM JOKYMEHTOB, BOIIPOCAM, KOPPECIOHICHTaM | T.JI.), TOMEIICHHBIX B OOJIOKKY.

ITo BepTHKAJIN:

2.  ITIOKyMEHT, (MKCHUPYIOIIUH COTJAIlIeHHe CTOPOH 00 YCTaHOBIICHHH KaKHX- JTHOO
OTHOILIEHHUH U YCIIOBHM UX PETyIUPOBAHUS.

3. JlokymeHT, coaepKamii WHGOPMAIIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH
OTYETHBIE CBE/ICHUS, IIPEJICTABISAEMBIN PYKOBOICTBY.

5. DSJEeMEHT YAOCTOBEPEHHWS TOIMHHOCTH TIOANHMCH JIOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTaX, MpPEeIyCMOTPEHHbIX HOPMATUBHBIMU AaKTaMM, YJOCTOBEPSIONIMX TIpaBa JIHII,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

7. 3TO COBOKYIHOCTh pa3jMYHBIX CBEJCHUH, CHUCTEMa OPTraHU30BAHHBIX JAaHHBIX,
OTPaKAIOIIUX MPOLECCHI U COOBITUS OKPYKAIOIIEro MHpa.
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10. 1OKyMEHT, COCTaBJICHHBIH HECKOJNbKMMH JMIAMH W  HOATBEPIKIAIOMINN
YCTaHOBJICHHBIE (PAKTHI MK COOBITHSI.

11. undpopmanms Ha MaTEpPUATBHOM HOCHUTEINE, HMEIOUIast OPUINYECKYIO CHITY.

14. nepedyeHb KaKMX-TUOO TaHHBIX (CBEJCHUI), PACIIOJIOKEHHBIX B OMPEICICHHOM
nopsiake (00OpOTHAS U T.1I1.)

15. mpaBOBO# aKT, W31aBaCMbBIii PYKOBOIMTEIEM OpraHa ToOCyIapCTBEHHOTO
ympaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), JUCTBYIONINI HAa OCHOBE €IMHOHAYAIUs, B
HENISAX Pa3pelIeHUs] OCHOBHBIX M OINEPATUBHBIX 3ajad, CTOSIIMX Mepei JaHHbIM opraHoMm. B
OTJENBHBIX CIy4asX MOJXET KacaThCs IIMPOKOTO Kpyra OpraHu3aliil M JOJDKHOCTHBIX JIMI
HE3aBUCHMO OT IOAYNHEHHOCTH;

16. ropuanyecku opOPMIICHHBIH MEpeYeHb JOKYMEHTOB.

20. 3TO pEKBU3HUT O(PUIMAILHOTO JTOKYMEHTa, NPUAAIONNA HOPMATHBHBIN HIIH
IPaBOBOM XapaKTep €ro COJACPKAHUIO

3aganue 2. BuumatenbHo uzyuure paszzaen 5 «OdopmieHre peKBU3UTOB IOKYMEHTOBY»
['OCT P 7.0.97-2016. Boinonnute 3a1anusi, B cIy4ae HEOOXOAUMOCTH 100aBbTE€ HEIOCTAIOIIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun noxymenra (B kakux Kak pacnonaraercs u
HaAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YCTCsA B KaKux Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

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

3ananmne 3. CocTtaBbTe M 0(pOPpMHTE NMPUKA3BLI MO OCHOBHOWM /JesITEILHOCTH, H ApPyrue

pacnopsiiuTe/ibHbIe JOKYMEHTbI, He00X0ANMbIe B JAHHBIX YIPABJIEHYECKUX CUTyalHsX.
Curyanus 1.

3amectutens gupekropa OO0 «Otanon» (3apeructpupoBano B r.IlerpozaBojacke)
[1.1.A6pamoB 1 nexabps TEKyIIero roja u3iain yka3aHue o rpaduke OTIIYyCKOB Ha CIEAYIOIIUI
KaJICHJApHBIA T0Jl, COTJIACHO KOTOPOMY PYKOBOJUTENH CTPYKTYPHBIX IMOJPAa3JeICHUN TOJKHBI
IIPEJICTaBUTh B OTAEN KaJpOB CHMCKUA COTPYAHHMKOB C YyKa3aHHUEM IIPENIOJIaraéMoro Cpoka
OUYEpPEHOTO OTITyCKa B CIENyIoIeM KajleHaapHoM roay. Cpok mpencraBieHus cnuckoB — 10
nekabpst Tekymero roga. OTaeny KagpoB yKa3aHMEM MpPEINHCHIBACTCS COCTaBUTh CBOIHBIN
rpadux otmyckoB paboTHukoB OOO Ha cienyromuil KajdeHIapHbIA TOA M Iepelarbh €ro B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 32 COCTaBJICHHE Tpaduka Ha3HaueH HavaJbHUK
otnaena kanpos Ilankparosa O.}O. Cpok npencraBnenus rpadguka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBHU3MPOBAHO HAYATBLHUKOM OTJIENa KaJpOB, TJIABHBIM OyXTalnTepoM,
IOPUCKOHCYJIHTOM.
Curyanus 2.

Hupektop OO0 «QOrtamon» (3apeructpupoBano B T.Ilerpo3aBoacke) JI.b.Ilomos 12
(beBpaist TEKYyILIEro roja u3ajl pacnopsbKeHUE O MPOBEACHUU PEMOHTHBIX paboT B 1exe Ne 3 B

20




CBSI3M C AaBapUUHBIM  COCTOSIHUEM  OTONMUTEIBHOW CUCTEMBbI Iexa. PacnopsbkeHnem
MPEUCHIBAIOCH MPOBEJACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObUT Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHUYECKOH cimyxObl MakapoB /I.M1. Cpok BBIIIOTHEHHS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyiiecTBiieHHE KOHTPOJIE 3a MPOBEJACHHEM PEMOHTHBIX paldOT BO3JIarajioch Ha
HavajgbHuKa 1iexa Ne 3 Autonona 1O.B.

Pacriopsbkenne ObLIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHUYECKOW CITYKOBI
MakapoBeim JI.1. u HavanbHukoMm 1mexa Ne 3 AnrtonoBbiM [O.B., 3amectutenem aupekTopa
IT.11.AGpamoOBbIM.

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

OAO «IlepBas ®abpuka» (r. bamamuxa, yn. 3apeunas, 1. 3, 104010) momkHo ObUTO B
cooTBeTcTBUH ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYKIIMHY» MOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yi., n. 32, 111123, ten./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, NHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHnyr GypHUTYpy Ha o0myro cymmy 150 000 pybneit. @aktudecku xe QypHUTYpPBI
o010 cmano Ha cymmy 120 000 pyOnelt m HemomocTaBieHO mpoaykiuu Ha cymmy 30 000
py6neit. CormacHo 1.8 J0roBopa 3a HEIOMOCTABKY MPOIYKIIMU JIOJDKHA OBITh yIUIadeHa
HEeycTolKa B pa3mepe 5%, 4TO OT CyMMbI HEIOMOCTaBKU cocTaBuiio 1500 pyouiei.

Hupexkrop 3A0 «CAHIAEPEJIJIA» B.JI. ®enopoBa obparunack K aupekropy OOO
«IlepBas ®abpuka» O.J. CokonoBy ¢ mnpocb00il MepeYuCIUTh HA HUX PACYETHBIA CUET
ykazanHylo cymmy (1500 py6.). B mporuBnom cimyuae 3A0 «CAHIEPEJUIA» Oyzner
BBIHYXJIEHO 00paTuThcsi B rocapbutpax. IlMcbMO O HemomocTaBke MNPOIYKIUU  OBLIO
coctasieno ucnonautenem P.T. KOxaunoit u noanucano @enopoBoit 12 aBrycra TeKyiiero roja.

3ananue 5. CocraBbTe U odopMHUTEe [AOKJIAIHbIe, U OOBSICHUTEJIbHbIE 3aNMUCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kypsep 3A0 «®apma» C.C. CoMOB peryispHO omna3JplBaj Ha paboTy, 4eM Hapyliall
TPYAOBYIO JUCHUMIUIMHY. 3aBeayromias kanuenspueil M.B. Illymununa HeogHOKpaTHO Henaina
emy 3ameuanus (B ycTHOH (opme), a 12 uroHS Tekylero rojga Oblia BIHYXJIEHA 00pPAaTUTHCS €
JaHHBIM BorpocoM K ['eHepanbHOMY nupektopy A.B. CenoBy ¢ JOKIagHOW 3amUCKOW, B
KOTOpOM Ipocuiia NpUHATh Mephl auciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

HpI/lMepr 3a11aHm‘/'1 AJIA BBIIMMOJTHEHUSA HA MIPAKTUYCCKUX 3aAaHATUAX

3apanue 1. OpopMuTh XXypHan ydera BXOASIIIUX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsaumii Ne 1-2/82; aBtop-ormpaButens 3AO «3Opay; KpaTkoe
cojiepaHue (3arojIOBOK) JaTta MOCTyIieHus gokymeHTa 21.12.2021 o cokpaieHuu MoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3apanue 2. OhopMuTh KypHAT yu€Ta UCXOMSIINX JOKYMEHTOB:

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

3apanue 3. OGopMuThH KypHAT y4éTa BHYTPEHHUX JTOKYMEHTOB:

Ne noxymenra 88; nmata nmoxymenra 08.01.2021; xro moammcan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PACIIUCaHUs; OTMETKa 00 ucnoaHeHnn Cuaopos.
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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-IOMOIIHUK PYKOBOJIUTENS, IPEABAPUTEIBHO IPOCMOTPEB
JOKYMEHTAIMIO, TIOCTYNUBILIYIO B OpraHU3alliIo, IIEpeaacT ee BClo pykoBoauTento. IIpu stom B
NanKy ¢ JOKYMEHTaMM BKJIAJbIBA€TCS MUCHbMEHHBIH KOMMEHTApHil, BKIIIOYAIOUINI CBEJCHUS O
COCTaB€ JIOKYMEHTOB, BONPOCAX, COACPKAIINUXCS B HUX, OT KOTO IOJIYYEHbI JOKYMEHTBHI U KOMY
aJIpecOBaHBbI.

[IpaBmiibHO M B Y4peXJE€HHUU MOHMMAIOT HA3HAUYEHUE OIEpalUH <«IIPEIBAPUTEIILHOE
paccMOTPEHUE JOKYMEHTOBY?

KoHnTpoJsbHbBIE BONIPOCHI:

1.  Kakue sTansl npoxoJsT TOKYMEHTHI, OTIpaBlieHHble opranu3aiueit? [IpeacraBpre
KpPaTKyI0 XapaKTEPUCTHUKY.

2.  Kaxume mOKyMEHTHI Ha3bIBAIOT ITOCTYITAIOIIUMH, OTIIPABIISIEMBIMI W BHYTPCHHNUE?

3.  Kakumm  JOKyMEHTaMH  pYKOBOJACTBYIOTCS  NpU  NPOEKTUPOBAHUH U
paloHaIu3aul T0KyMeHToo0opoTa?

3aganue S. CocraBbTe IIOJIOXKEHHE O HOBOM CTPYKTYPHOM MOAPA3JEICHUU B
aaMuHUCTpanuu ropoja bamammxu (oTaen kaapoB, GUHAHCOBO-YKOHOMHUYECKHH OTAEI, OTIEN
CTPaTEruuecKoro pa3BuTHs) B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB MO HHGOpManuu, OUOIMOTEYHOMY M U3JAATENbCKOMY neny. OpraHu3zalnoHHO-
pacriopsiauTenbHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY
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3aganne 6. CocTaBbTe OPraHU3ALUOHHYIO CTPYKTYPY JACIOMPOU3BOJCTBEHHOM CITyKOBI
Bameit opranumzanuu. YcCTaHOBUTE TI€peYeHb HOPMATHUBHBIX JIOKYMEHTOB, KOTOPBIMU
II0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JIOVY.
3aganue 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSTCSI IPE/ICTAaBICHHbIC
HIDKE ()parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TloaeiM ¢UpPMEHHBIM HaMMEHOBaHWEM oOmiecTBa sBisgeTcs: OOmecTBo ¢
orpaHu4eHHON oTBeTcTBeHHOCThIO «HOTA». CokpamenHoe ¢upMeHHOE HaMMEHOBAHUE
obmecta - OO0 «HOTAW».
1.2. Mecronaxoxaenue oOmiecTBa (oYTOBBIA aapec): MonoaexkHbii npocu., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Texer 2
OO0I1111Ee TOJIOKEHNS
1.1. Cekperapb-pedepeHT OTHOCHTCS K KaTErOpUH CHEIHAIMCTOB NPEANPHUSITHS,
MPUHUMACTCS ¥ YBOJIBHSIIETCS TUPEKTOPOM.
1.2. OcHOBHBIMH 3ala4aMu CeKperaps-pedepeHta SBISETCS OPraHU3aALUOHHOE W
JOKYMEHTAIMOHHOE 00eCTIeueHUe YIIPABICHYECKOM 1eATEIbHOCTH. .
Texer 3
1.1. DnaexTponmpoBoAKa B y4EOHBIX MOMEIIECHUSAX JIOJDKHA HAXOAUTHCS B HCIPABHOM
coctossHuU. CONMPOTUBIICHNWE H3OJSALUU MPOBOJOB JOJDKHO TEPHOAMYECKH 3aMEpATHCS, NpU
HEO0OXOUMOCTH JO0KEH IPOU3BOUTHCS] PEMOHT.
1.2. 3ampemaercs NpUMEHSTH Ui 3AIIUTHI JIEKTPOCETEH BMECTO aBTOMATHYECKHX
MpeoXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTAPHOT'O U3TOTOBICHHUS (WKYUKH»).

HpHMepHLIﬁ MEePEICHb BONPOCOB JIfl YCTHOI'O OTBE€TA HA CEMUHAPCKUX 3aHATHH

1. KakoBbl coBpeMeHHbIE TpeOOBaHUS K S3bIKy W CTUJIIO YIPaBICHYECKUX
JIOKYMEHTOB?

2. Uro coboii mpencrasisieT YcraB opranu3aiyn’? KakoBbel OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U 0(popMIIEHHIO?

3. Kax odopmuTs [Tonoxxenue 006 otaene uim ciayx0e opraHu3aym’?

4 Kak opopmuts mraTHoe pacrucanue?

5. Kakue TpeboBaHus NpeIbsIBIsIOTCS K 0POPMIIEHUIO JOTOBOPA, KOHTpaKTa?

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

7 OpranuzalvoHHbIE JOKYMEHTBI IPEITPUSITHS.

8.  PacnopsaurtenbHble JTOKYMEHTBHl NPEONpPUATHS: TPUKa3bl 1O  OCHOBHOM
JEeSTEIbHOCTH; PACIOPSKEHHUS, PEILICHUSI.

9. HMHdopManmoHHO-CIIpaBOYHBIE JTOKYMEHTHI: TPOTOKOJBI, IOJHAs W KpaTkKas
dbopma ux opopMieHHUS.

10. UudpopmaroHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl; CITy>KeOHbIE U
00BSCHUTENbHBIE

11. KakoBbl 3Tans! paboTsl C BXOIAMIUMHI TOKyMEHTaMu?

12. Kak crpouTtcs paboTa ¢ HCXOISIIUMH JOKYMEHTaMU?

13. KakoBa TexHOJ0THs pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kaxkue 3a1aun JOKyMEHTOOOOPOTA PEUIaeT PETUCTPAIUs JOKYMEHTOB?

15. Kakue ynpaBieHUYeCKHE JOKYMEHTBHl HE IMOJUIeXaT PErucTpalu B CIyK0ax
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIpaBIeHUs?

16. KaxoB mopsoK perucTpaluuy yupaBieHYecKoro JOKyMeHTa?

17. Kakue cyniecTByroT BUJbl KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB?

18. Kakue onepanuu MO KOHTPOJIO HCIOJIHEHUS JOKYMEHTOB OCYIIECTBISIOT
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CIIY’KOBI IOKYMEHTAIIHOHHOTO 00eCIIeYeHus yIpaBIeHUs?

19. Kak ocyuiecTBiseTcs CUCTeMaTU3als U XpaHEHUE TOKYMEHTOB B OpraHu3auu?

20. Yro Takoe neno, ¢ TOYKH 3peHHs JOKyMeHToBeAeHusa? [IpuBenuTe npumeps nem,
XPaHAILIUXCSA B OpraHU3aIuu.

21. Packpoiite coaepx)aHuUe TMOHATHUS «HOMEHKJIaTypa aen». Kakoe HOKHOCTHOE
JIMIIO B OpraHU3aI[Mi OTBEYAET 32 COCTABIICHUE U BBEJICHUE B JCHCTBHE HOMEHKIATYPHI €77

22. KakoBbl peKBU3UTHI HOMEHKJIATYPHI IeT?

23. KakoBa comepkarenbHasi 4aCTh HOMEHKIIATYpHI Jen?

24. Kakue npu3HaKy 3aBEICHUS JIeJIa UCTIONB3YIOTCS Ipu (POPMHUPOBAHUH JENT?

25. KakoB ocHOBHO#M npuHIUI (OPMUPOBAHUS JOKYMEHTOB B jiefa?

26. Kaxue HOpMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COOJNIIOAATh MPU (HOPMUPOBAHUU
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA el K apXMBHOMY XPAaHEHHUIO B COBPEMEHHBIX
Opra"nu3amnusix?

28. Kaxkas oprrexHuKa MCHOJIB3YETCS IS COCTABJICHUS TOKYyMEHTOB B COBPEMEHHOM
JIEIONPOU3BOICTBE?

29. Kaxas oprrexHHKa UCTONB3YyeTCs ISl TIOMCKA, PAHEHUS U Mepeadn JTOKyMEHTOB
B COBPEMEHHOM JIIONPOU3BOJICTBE?

30. KaxoBbI BO3MOXHOCTH KOMITBIOTEPHBIX TEXHOJIOTMH B JTOKYMEHTAllHOHHOM
o0ecrnieyeHuu ynpasieHus?
31. KaxoBbl BO3MOXKHOCTH CPEACTB TEICKOMMYHHUKAMM B JIOKYMEHTAlHOHHOM

o0ecrieueHUN yIpaBIeHUs?
32. B xakux cnoy4asx NOpPUMEHSIOTCS CTaHAapTHbIE OQUCHBIE TPOTpPaMMBbl B
OpraHHM3aluH JeI0NPOU3BOACTBA?

KOMILJIEKT TECTOB
IS IPOMEKYTOYHOM aTTecTaluu (3a4€eT) Mo JUCHHILINHE «/le10npon3BoacTBO»
DK3aMeH MPOBOJUTCS B BUAE UTOTOBOIO TECTA M OTBETA HA HK3aMEHALIMOHHBIN BOIIPOC.

IIpumepHBbIe 321aHUA HTOTOBOIO TECTA
1. JlokymeHTAaMOHHOE o0ecreyeHHe YNPaBJIeHYECKUX PpelleHuii, KakK Npouecc
BKJIIOYAET B cels:
a) IOKYMEHTUPOBAHUE PEIICHHUS;
0) MHPOPMALIMOHHYIO MOJEPKKY PELICHUH;
B) JOKYMEHTHUPOBAHUE PEIICHUS U KOHTPOJIb 3a €r0 BBIIIOJTHEHUEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTh B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Oosee
0) 6 u O6osee
B)2 105
r) 4 u 6onee
3. Korna perucrpupyrorcsi HcxXoasiime J0KYMeHTbI?
a) B ICHb OTIIPABKH
0) B JIeHb MOANMUCAHUS
B) B ICHb COTJIaCOBAHUS ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HoMeHKJ1aTypa JeJl COCTABJIsATCS:
a) B 3 3K3eMIUISIpax;
0) 4;
B) 2.
5. YKaxurte, Kakue JOKYMEHTbI COCTABJISIIOTCS N0 Pe3yJIbTATaM IKCIEePTH3bI
LHEHHOCTHU 10KYMEHTOB.
a) pelleHue SKCIEPTHON KOMHUCCUN
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0) aKT O BBIJCIICHUH JJOKYMEHTOB Ha YHUUYTOXKCHUE
B) ciy)keOHas 3aIKicKa O 3aCeIaHnu KCIIEPTHON KOMUCCHU
T') IPUKa3 [0 OCHOBHOM JEATEIbHOCTH
6. KTo nMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeHTa?
a) JINLI0, KOTOPOE €r0 yCTaHOBUIIO
0) U110, KOTOPOE UCIIOTHAET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe JOKYMEHT0000P0Ta NPUMEHSIETCS KyPHAJIbHAs CHCTEMAa

perucrpanuu?

—3TO:

a) 1o 10 000 1OKYMEHTOB B roj
0) mo 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIii MPOXOTUT JOKYMEHT OT HAYAJIA €r0 CO3JaHUs 0 C1a4Y¥ B apXUB

a) TOKyMEHTHPOBAHMUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

9. JIOKyMeHTBI, KOTOPBIE M0 COAEPKAHUIO ABJISIOTCS clieln(puIecKUHMH U HOCST

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHAMBUyaIbHBIE JOKYMEHTBI;

0) TUTIOBBIE TOKYMEHTHI;

B) IPUMEPHBIE IOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. [lesia BpemeHHoro xpanenus (1o 10 jer):

a) MOJIIINBAIOTCS B TBEPLYIO OOJIOKKY;

0) Ha OTJEJIbHOM JIUCTE JIeNAeTCs 3aBepUTENbHAS HAJIIUCh;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

11. TIIpaBoBoii aKkT, omnpeaeJsilONMA TNOPAIOK (OPMUPOBAHMA, 3a]a4H,

00SI3aHHOCTH, NMPaBa, OTBETCTBEHHOCTh W OPraHU3alMI0 padoThbl NPeINPUATHS B LEJIOM
WIHN ero CTPYKTYPHBIX NOAPAa3/ieJIeHH — 3TO:

a) TPyI0BOM JIOTOBOD;

0) MmoNoKeHue;

B) JIOJKHOCTHAsI UHCTPYKIIMS,

T') IITaTHOE pacluCaHue.

12. K opraHM3anMoHHBIM JOKYMEHTAM OTHOCSITCS:

a) ycTas, IITaTHOE paclucaHue, MOJI0KEHUE O CTPYKTYPHOM MOJpa3/IeIeHUH,

JIOJKHOCTHBIE MHCTPYKLIHH;

6) IMMOCTAaHOBJICHUS, YCTAB, IPUKA3bl, pCIICHUS, PACTIOPAKCHUA, ITOJIOKCHUS;
B) IMPOTOKOJIbI, aKThI, OOBSACHUTENIBHEIC U JOKJIaAHBbIC 3aIIMCKU,
F) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JTIOJKHOCTHBIE HHCTPYKIIHH.

13. IIucbma, KOTOpbIe HANPABJISIOTCSH C HeJbI0 MOATBEP KIEHUs JAAHHBIX paHee

0o0elaHUil U1 OrOBOPEHHBIX YCJIOBHIA:

a) COTMPOBOIUTENHHBIE MTHCHMA;
0) rapaHTHITHBIC TUCHMA;

B) MUCHbMAa-TIOATBEPKICHHUS;

T') MUChMa-peKIaMaIliu.

14. doxyMeHT0000pOT — 3TO:
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a) ABHUIKCHUC NOKYMCHTOB B OpraHuU3alli ¢ MOMCHTA UX MMOJTYYCHUA UJIK CO3JaHU A

A0 MOMCHTA OTIIPABKHU HUJIK UCIIOJIHCHU A,

0) cozaHue ONTUMAIIBHBIX YCIOBHH I pabOTHI C IOKyMEHTaMH;
B) ITPOLIECC CO3/aHMSI JOKYMEHTA.
15. Kakue U3 3THX JOKYMEHTOB HANPABJSIOTCS OT BHILIECTOSIIIET0 YPOBHA

ylpaBJieHHs K HHKeCTOsIIeMY:

No ko

© ®

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

20.
21.
22.
23.
24.

25.
26.

a) MpHuKas;

0) 3asBICHUE;

B) yKa3aHHUE;

r) ciyxeOHas 3anmucka?

16. Opranu3zanus padoThl ¢ JOKYMEHTAMH HAYUHAETCH:
a) C UCTIOJTHEHUS IOKYMEHTa;

0) HampaBJIeHUS TOKYMEHTA Ha UCIIOJHEHUE;

B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epeyeHb IK3AMEHAIHOHHBIX BONPOCOB:

[enu, 3a7a4y ¥ IPUHLIUIIBI COBPEMEHHOTO JIETIONPOU3BO/ICTBA

JIOKyMEeHT Kak HocuTeidb MH(GOpMalUU U KaK CPEJICTBO peaJu3alliy YIPaBICHUYECKUX
GbyHKIHIA.

JIOKYMEHT: IOHSITHE U OCHOBHBIE TPEOOBAHUS K €TI0 COCTABJICHUIO

Knaccudukanus 10KyMeHTOB

CocraB 1 0cOOEHHOCTH PabOTHI C KAJAPOBOM TOKYMEHTAIHEH

Pabora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH

Ocobennoctu pabOThl ¢ OOpalleHUSIMH W >kajmobamu OT TrpaxkaaH JJOKyMEHT Kak
HOCUTEIb MH(POPMAIIUH U KaK CPEJCTBO peaIN3allii YIPaBICHYECKUX (QYHKIHH.
HopmartuBHO-1ipaBoBbIE U METOUYECKHE OCHOBBI JIEJIONPOU3BO/ICTBA

YHudukanmus M CTaHJapTH3alMs KaK OCHOBHBIE HAIPABJIEHHS COBEPIIECHCTBOBAHMS
JOKYMEHTalMu. DTanbl JOKYMEHTO000pOTa B OpraHu3aluu

Opranuzanus paboThl ¢ TOKYMEHTaMHU.

Wupexcanus 10KyMEHTOB, IIpaBUJIa MHAEKCAIUN JOKYMEHTOB

KoHTposb, 32 UCIIOTHEHNEM JOKYMEHTOB

[TonroroBka Jes1 K apXUBHOMY XPAHEHHUIO

DJEeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHu3aluu

Opranuzanus JOKyMeHT000opoTa

Perucrparus 10KyMeHTOB

KoHTponb ncnosnHenus J0KyMEHTOB

Cucremaru3zanus 1 XxpaHeHHE TOKyMEHTOB

®enepasibHOE 3aKOHOJATENbCTBO 00 opranuzauuu 1OV, TpeGoBaHus yHUGUKALIUU U
CTaHJapTH3AIHH.

OcHOBHBIE HampaBlIEHUSI COBEPIICHCTBOBAHMS cocTaBa U (OpM JIOKYMEHTOB B
coluanbHOM cdepe.

Bunpsl  moxkyMeHTOB  (pacmopsiIMTENbHBIC, OpraHW3alMOHHBIE, WH(POPMAIMOHHO-
CIPAaBOYHBIC) U UX XAPAKTEPUCTUKH.

IlepeyHn TOKYMEHTOB C THUIIOBBIMU CPOKAMH XpaHEHUs. 3HAYEHNE NIEPEUYHEN U MOPSAI0K
UX IPUMEHEHHUS B JETIONPOU3BO/ICTBE.

Opraau3anuoHHbie  POpMBI  AENONPOU3BOACTBA. VX 3aBUCMMOCTH OT cHenudUKu u
OpraHU3alMOHHON CTPYKTYPbI YUPEKICHHUS.

JoxymenToobopot. Onpenenenne, XapakTepucTUKa OCHOBHBIX IOKYMEHTOOTOKOB.
[IpaBuia opranuzanuu JOKyMEHTOO0OpPOTa OpraHU3aIHH.

JlokymMmeHTOO00pOT Kak AS()PPEKTUBHBIA HHCTPYMEHT ONTHMHU3AIUU YIPABICHUCCKUX
pELICHU.
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27.
28.
29.

30.

31.
32.

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

40.

TexHonorust paboThl ¢ OOPAIEHUSIMU TPAKIAH B ICTONPOU3BOICTBE OPTaHU3AIIH.
TpeOoBaHMs 3aKOHOIATEIILCTBA K OPraHU3aI[uU paO00ThI ¢ 00OpaIEHUAMH TPaXK/IaH.
Homenxknarypa nmen, e€ 3HaueHWe, BUIbI HOMEHKIATYp €N, METOJIMKA COCTaBICHUS
HOMEHKJIATYp JCII.

[TonsiTHE «IKCMIEPTU3BI IEGHHOCTHY» JTOKYMEHTOB B JCIIOMPOU3BOCTBE, 3a/1a4l U TIOPSAIOK
IIPOBEJICHUSI.

TenaeHInu pa3BUTHS SJEKTPOHHOTO IOKYMEHTOO00pOTA.

[IpaBoBOi cTaTyc OJJIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIbHOC W HOPMATHBHOE
PEryJIMpPOBaHKUE UCIIOJIB30BAHUS YJICKTPOHHBIX JOKYMEHTOB. DIIEKTPOHHBIC JOKYMEHTHI U
0a3bl TAaHHBIX B COIMAIBHOMU cdepe.

JIOKyMEHTBI HO IMYHOMY COCTaBY U UX OCHOBHBIC BUJIBI.

Orarbl 00padOTKH BXOASIIUX JOKYMEHTOR.

[TepBuunas 00pabOTKa BXOISIINX JOKYMEHTOB.

[TpuHsTHE YIIPaBIEHYECKOTO PEIICHUS 110 KOHKPETHOMY JIOKYMEHTY.

O0paboTka OTHPABIIIEMBIX JOKYMEHTOB.

Perucrpanus 1OKyMeHTOB.

@DopMBI  peTHCTpAallM  JTOKYMEHTOB:  I[IEHTPAJM30BaHHAs, JCICHTPATN30BaHHAS,
CMeEIIaHHasl.

KoHTpob HCIoTHEeHUsT JOKYMEHTOB.
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