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1 [lnannpyemMsble pe3yabTaThl 00y4eHHs M0 JUCHUIINHE, COOTHECEHHbIE ¢
ycraHoBJeHHbIMUA B OIIOII BO unaukaTopamMu 10CTHKEHUS] KOMIIETEHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

VYK-1. CmocolGeH OCymecTBIATh —IOWCK,
KPUTHYECKHUI aHAIN3 U CHHTE3 HH(POPMAIHH,
MPUMEHSTH CUCTEMHBII MOIXO0/ AJISl PeIICHHS
MIOCTABJICHHBIX 33724

3nate (3): 3HaATP  HOPMATHBHO-TIPABOBBIC U
METOJMYECKHE  JOKYMEHTBI,  PETJIAMCHTUPYIOIIUEC
BOMPOCHI JIENONPOU3BOJICTBA M JAOKYMEHTOOOOPOTa;
3HATh OCHOBHBIE TPEOOBaHHS K  COCTaBJICHHIO
JOKYMCHTA; 3HATh OCHOBHBIC HAIIPaBJICHUE B paboTe C
JIOKYMEHTaMH 110 YHU(PUKAIUU M CTaHAapTH3AIHUN
JIOKYMEHTOB;, 3HaTh OCHOBHBIC TpeOOBaHUSI K
COCTABIICHUIO JIOKYMEHTOB; (DYHKIMH JOKyMEHTAa,

KJIacCU(PHUKAINIO JIOKYMEHTOB, COCO0bI
JOKYMCHTHUPOBAHU, 3HaThb COBpPEMCHHBIC
TEXHHYECKHE  CpeACTBa W HMH(POPMALHOHHbBIC
TEXHOJIOTHH,  KCIOJb3yeMble  NPHU  PEIICHUH

KOMMYHHUKATHUBHBIX 3a4a4.

Ymers (¥): VYMere TpaMOTHO HCHOJB30BaTh
MIOUCKOBBIE BO3MOXXHOCTH CHCTEM  3JIEKTPOHHOTO
JOKYMEHT0000poTa; pa3bupaThcs B KiIaccupuKaTopax
pa3IUYHbBIX BUJIOB, YMETh MOJIb30BATHCS
HOMEHKJIATYpOl JIeN, TepeYHsIMH JOKYMEHTOB C
pa3IMYHBIMUA CPOKAMH XPAaHECHHUSL.

Baagers (B): Biamerp MNOHATUHHBIM —ammapaToM
JUCIUILUIMHEI;, BJIaJE€Th HAaBBIKAMHM HCIIOJIb30BaHMS
COBpPEMEHHBIX TEXHUYECKUX CpencTB H
UH(POPMAITMOHHBIMUA TEXHOJIOTUSAMHU TPH  PEIICHUU
KOMMYHUKATUBHBIX 337a4 TIOJTOTOBKH OCHOBHBIX
BHJIOB JIOKyMEHTOB, NCIIOJIb3yEeMBIX PaOOTHUKAMH.

YK-4. Crioco6eH oCcymiecTBIsATh 1EJI0BYIO
KOMMYHUKAILIMIO B YCTHOH M IMCbMEHHOU
(opmax Ha TOCyIapCTBEHHOM SI3bIKE
Poccuiickoit denepaninu 1 HHOCTPAaHHOM
(p1x) s13bIKE(aX)

3HaTh 3): CoBpeMeHHYIO OpraHu3aluio
JOKYMEHT0000pOTa W TEHACHIUH HCIOJIb30BaAHUS
ACJl; 3Hare  JTambl  JOKyMEHTOOOOpOTa B
OpraHu3allid; 3HaThb IpaBWia PErHCTpald U
WH/IEKCUPOBAHNUA JIOKYMEHTOB; 3HAaTh OPraHU3aIHIO
KOHTpOJII HaJ HWCIOJHEHHEM JIOKyMEHTOB. 3HaTh
OCHOBHBIE TpeOOBaHMSI K apXUBHOMY XPaHEHHIO JEIl;
3HaThb  OPraHU3alMI0  ONEPAaTUBHOIO  XpaHEHMS
JIOKYMEHTOB B TEKYIIIEM JEJIONPOU3BOICTBE.

Ymerb (Y): yMeTp BeCTH  JIENOBYIO TIEPEIHCKY,
YUUTBIBasi 0COOEHHOCTH CTHIIMCTUKU O(QUIHATIBHBIX U
HeO(QUIUATILHBIX TTHCEM, COITMOKYIbTYPHBIC Pa3IHUMsI
B (hopMare KOPPECIIOHCHIIMN Ha FOCYJAPCTBCHHOM H
HHOCTPAaHHOM (-bIX) SI3bIKaX; YMETb COCTaBISTH H
opopMiIsATE  ympaBieHUYecKHe,  HMH(POpMAIMOHHO-
CIIDaBOYHBIE  JOKYMEHTBI, B  COOTBETCTBHM C
TpeOOBaHUSIMU NMPABOBBIX aKTOB M CTAaHIAPTOB; YMETh
BHEIPATb PALMOHAIBHYK) TEXHOJOIHMI  IIPHUEMA,
MIPOXO0KICHHUS, TIOATOTOBKU U OTIIPABKH JTOKYMEHTOB B
TPaJULMOHHBIX YCIOBUSIX U B YCIOBUSIX palbOThI C
npuMmeneHueM ACY.

Baaners (B): HaBbIKaMH COCTaBJICHUS U O()OPMIICHHS
OpraHU3allMOHHO-PACIOPSIUTEIBHOM u
nH(GOPMAMOHHO-CIIPABOYHON ~ JIOKYMEHTAallUH,  C
npuMeHeHneM ACY; BlageTh HaBbIKAMH PalOTHl B




cucteMe ACY; BrnajeTb HaBBIKAMHU MPABUIBLHOTO
TPUMEHEHUST  HOPMATHBHBIX  IPAaBOBBIX  aKTOB,
METOAMYECKUX JOKYMEHTOB, PpEIrIaMEHTUPYIOIINX
BOIPOCHI JCJIONPOU3BOJICTBA U JOKYMEHTO000POTA.

2. lenun u 3aga4n ocBOeHHUA Y4eOHOM M CIMIIJIMHBI, MECTO TUCHUILUINHBI B CTPYKTYpe
OIIOII BO

Jucuunnmza «Jlenonponus3BoACTBO» OTHOCHUTCS K 4acTu (OPMHUPYEMOM ydacTHUKaAMH
00pa3oBaTeNbHBIX OTHOLICHUHA OCHOBHOW MpO(eCCHOHATBHONW 00pa30BaTENIbHOM MPOrpaMMbl
BhIcIiero oopaszoBanus 21.03.02 «3emieycTpoiCcTBO U KalaCTPhI».

Llenplo W3y4yeHUs AMCUUIUIMHBI - SBISETCS (POPMUPOBAHUE Y CTYJICHTOB 3HAHUIMA
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIPAaBIIECHUS, a TAKXKE
npuoOpeTeHrne HABBIKOB T'PaMOTHOM ©  A(PQEKTUBHONH  OpraHW3aldd  COBPEMEHHOTO
JIEJIONPOU3BO/ICTBA HA MIPEIPUSITHH.

Jis peanu3alMy IOCTABICHHOW L€IM, B IPOLECCE OCBOEHUS AUCLUIUIMHBI
«Jlenonpou3BoacTBO» ObUIM CHOPMHUPOBAHBI CIICAYIOLIME 3aauu:

— M3Y4YUTh  3aKOHOJATENIbHbIE M  HOPMATHBHO-METOJMYECKHE  JOKYMEHTHI,
periaMeHTHUpymrolye padoTy ¢ JOKYMEHTaMH OpraHU3allly;

— O3HaKOMHUTb C T[paBWJIAMHM COCTaBJIEHUS U OQOPMIIEHMSI YIPABIEHYECKUX
JIOKYMEHTOB;

— O03HAaKOMMTh OOYy4arOIIMXCS C TPeOOBAHUSAMH HOPMATUBHBIX IIPABOBBIX aKTOB,
peraaMeHTUPYIOIIUX HOPSAIOK CO3/IaHUs U IBUKEHUS IOKYMEHTOB;

—  chopMupoBaTh y 00y4aroIUXcsl MPAKTUUECKUE HABBIKM FOPUAMYECKH TPAMOTHOIO
oopmieHHs JOKYMEHTOB, C YIETOM MOJIOKEHUH HOPMATHUBHBIX IOKYyMEHTOB;

—  U3Y4YUThb HOPSAJOK pabOTHI C IMYHBIMU U CIIY)KEOHBIMU TOKYMEHTaMU;

— o0ecrneunTh yCBOEHNE OCHOBHBIX IPaBUJI 00paOOTKU U XpaHEHUS JOKYMEHTOB.

— copMUpOBaTh HABBIKK COCTaBIEHUS U OQOPMIIEHHS OCHOBHBIX JIOKYMEHTOB
yIpaBJICHUS;

—  M3YYUTh paboTy CIIy>KOBI JOKYMEHTAILMOHHOT'O O0EeCTIeUeHUs YIIPABICHMS;

— O3HAaKOMMTh CIymiateled C COBPEMEHHBIMH TEXHOJOTMSMHU  OpraHu3aluu
JIOKYMEHTO000pOTa MPENNPUATHIA U OpraHU3aIiii.

3. O0beM y4eOHOM TUCHUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKa3aHHeM KOJIMYecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHbIX HA KOHTAKTHYIO padoTy 00y4aromuxcs ¢
npemnoaasareseM (Mo BUIAM y4eOHbIX 3aHATHH, TEKYIIUH H NPOMEKYTOYHbI KOHTPOJIb 110
AUCHHUILINHE) U HA CAMOCTOSITEIbHYIO padoTy 00y4aromuxcs

3.1 Ounas ¢popma oOyueHus

Buy yue6HO# paboThl 2 ceMecTp

OO0m1ast TpyA0€MKOCTh TUCIIUTUIMHBI, 3a4€THBIX €UHUIL 4
4acoB 144
AynuTopHasi (KOHTaKTHas1) paboTa, 4acoB 32,2

B T.Y. 3aHSATHS JIEKIITHOHHOT'O THIIA 16
3aHSATUSL CEMUHAPCKOTO TUTIA 16
IIPOMEXKYTOUYHAs aTTECTALINS 0,25
CamocrosiTesibHAasi padoTa 00y4alIIMXCs, YacoB 111,7
Bug npoMexxyTouHOM aTTecTaiuu 3a4yeT




4. Coneprxkanue IMCHUILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jiejiaM) ¢ yKa3aHueM
OTBEJEHHOI0 HA HUX KOJMYEeCTBA aKaleMHUYeCKHX YACOB M BHA0B Y4eOHbIX 3aHATHH
4.1 Ilepeuenv pazoenoe OUCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCMU aYOUMOPHOU
(KOHMaKmHoit) u camocmoameibHou padomel, 6U006 KOHMPONEll U NepeUHs KOMNemeHyuil

Ounas hopma oOydeHHs

TpyroeMKocTb, 4acoB Kon
B TOM 4HCJIE HaumMmeHoBanue | KOMIIETEHITUH
HaumeHnoBaHue pa3zienoB U TeM ayIUTOPHOU OIICHOYHOTO
BCETO .. |caMocTosTeN
(KOHTaKTHOM) N CpeJCcTBa
BHOI paboTHI
paboThI
Paznen 1. TeopeTuueckue IIpakTHyeckas
! P 32,4 6 26,4 >
OCHOBBI JIE€JIONIPON3BOJCTBA paoorta, TeCT,
1.1 Wcropus pa3BuTHs pedepar, nokan
roCyIapCTBEHHOT'0 12,5 2 10,5
JEIONPOU3BOICTBA B Poccun VK-1
1.2 Ienn, 3a1a4u H
MPUHIUAIIBICOBPEMEHHOTO 10,5 2 8,5
JICTIONIPOM3BOICTBA
1.3 Knaccudukamus
Purcan 9,4 2 7.4
JIOKYMEHTOB
Paznen 2. CoBpemeHnHbIe IpakTi4eckoe YK-4
TpeGoBaHus K O(DOPMIICHHIO 40 12 28 3ajanue (Ha
,HOKyMeHTOB COCTAaBJICHUEC U
2.1. HopmaTuBHO-TIpaBOBBIC U opopmrenne
METOAUYECKHUE 17,6 5 12,6 OpraHN3aluOHHO~
OCHOBBI JIEJIONPOM3BOICTBA pacTiOpAANTCIIHHBI
X TOKYMCHTOB)
2.2 CocTaBieHHe JIOKYMEHTOB, TeCT,
OpraHN3alHOHHO= YCTHBIN OTBET Ha
PacHOpSAUTENBHBIX U 7 15,4
BOIIPOC JTOKIa
MH(OPMAITMOHHO CITPABOYHBIX
JIOKYMEHTOB
Paznen 3. Opranusanus paboThI C ITpakTuueckoe VYK-1,YK-4
A p AP 67,6 13,9 53,4 P
JIOKYMEHTaMU 3ajianue (Ha
31 OpFaHI/I?,aHI/IH COCTaBJICHUC U
JIOKYMEHTO000pOTa B 12,6 2 10,6 oQopmickie
KaJIpOBBIX
OpraHM3alnn
3.2 Ocob 6 JIOKyMEHTOB)
.2 Oco evHHOCTI/I paboThI } 16,1 3,75 12.4 HIOKYMEHTOB, TecT,
CKaJPOBOM JOKyMEHTaIUEH yCTHBIH OTBET HA
3.3 Opraumsanus padoThI ¢
Pranusatiits p 20,3 4 16,3 BOMpOC
oOpaleHUsIMH TPaXIaH
3.4 DieKTpOHHBIN
P 18 4 14
JIOKyMEHTOOOOPOT B OpTraHU3aINH
HToro 3a cemecTp 140 31,9 107,8
IIpoMe:xyTOUHAS aTTeCTAIUsA 4 0,25 4 Hrorosoe YK-1,YK-4
TECTUPOBAHUE,
MUCHMEHHBIN
OTBET Ha
JK3aMEHaIlHOHH
bIil BOPOC
HUTOI'O no gucuMILIHHE 144 32,2 107,7




4.2 Coodepicanue oucuyuniunsl no pazoenam
Pa3nes 1. Teopernyeckue OCHOBBI 1eJIONPOU3BOACTBA

Hesn — wu3yyeHHE TEOPETHUECKUX OCHOB PA3BUTUSl TOCYJAPCTBEHHOH CHCTEMBI
JenonpousBozcTsa B Poccuu.

3agauM — M3y4YUTb OCHOBHBIC TOHSTHS B CHUCTEME JEJIONPOU3BOJICTBA, U3YUUTh LEIH,
3aJjaud U HPUHIUIIBICOBPEMEHHOIO JEJIO0NPOU3BOJICTBA; M3YYUTh OCHOBHBIE ATallbl Pa3BUTHUSA
roCyJapCTBEHHOTO JIEIONPON3BOICTBa B Poccuu.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jesia:

1.1 Ucropus pa3BUTHSA TOCYIaPCTBEHHOT'O JICJIONPOM3BOICTBA B Poccuu
1.2 [enw, 3a1a49¥ ¥ MPUHIIMITBICOBPEMEHHOTO JISIIONPOU3BOICTBA

1.3 Knaccudukanus 10KyMEeHTOB

Pa3pnen 2. CoBpemeHHbIe TPeOOBAHNS K 0(POPMIICHUIO JTOKYMEHTOB

Hean — wu3ydeHue TpeOOBaHMIT M HOPMATHBHO-METOIUYECKHX JOKYMEHTOB K
COCTAaBIICHUIO H O(GOPMIICHHIO OPTraHU3aMOHHO-PACTIOPAAUTEIBHBIX ¥ WH(POPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, ¢ IpuMeHeHneM ACY.

33}13‘11/[ - HpI/IO6peTeHI/I€ HAaBbBIKOB TIPHUMCHCHUSA HOPMATUBHO-IIPABOBBIX AaKTOB,
METOJIUYECKMX  JOKYMEHTOB,  PETJIAMEHTHPYIOUIMX  BONPOCHI  JEJIONPOM3BOJACTBA |
JOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(POPMIICHHH
OpraHU3alMOHHO-PACIIOPSANTEIBHBIX H HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

ITepedyenn y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI AEIONPOU3BOACTBA
2.2.  CocraBieHHe  OpraHU3alMOHHO-PACHOPSIUTENBHBIX M MH(OpMaIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

Heaun — usyunth paboTy CIyKOBl JOKYMEHTAIIMOHHOTO OOECIEUYEHUs YIIPaBJICHUS;
paccMOTpeTh 3TaIlbl JOKYyMEHTO000pOTa B OPraHM3alMU; PACCMOTPETh OCHOBHbIE TPEOOBAHUS K
0(OPMIICHHIO KaIpOBOW JOKYMEHTAIMH U JJOKYMEHTAIUH 110 3asBUTEIbHBIM JJOKYMEHTaM.

3agaum:O3HaKOMUTH 00yJaroImuXxcs, ¢ TpeOOBaHUAMU HOPMATHUBHBIX IPABOBBIX AKTOB,
pErjJaMeHTUPYIOIIUX MOPSAOK CO3/IaHUS U JBW)KEHUS JTIOKYMEHTOB; O3HAaKOMHUTBH CTYIEHTOB C
JTanaM MPOXOXKACHUS JTIOKYMEHTOB; C(HOPMHUPOBATh Y OOYYAIOIIUXCS MPAKTUYECKUE HaBBIKH
rpaMOTHOTO OGOpPMJIEHHSI JTOKYMEHTOB, C YYE€TOM TIOJOKEHUN HOPMATUBHBIX JIOKYMEHTOB;
U3YYUTh MOPSIOK pabOThl C JIMYHBIMH U CIY)KEOHBIMH JOKYMEHTaMM; 0OeCHEeUnuTh YCBOCHUE
OCHOBHBIX NpaBui o0paOOTKU JOKYMeHTOB ¢ mpuMmeHeHueM ACY; 03HaKOMUTH CiIylIaTeneu c
COBPEMEHHBIMU TEXHOJIOTHSIMUA OPTaHU3aIUH JOKYMEHTO000POTa MPEINPUATHI U OpraHU3aIHiA.

IlepeyeHb y4eOHBIX 2JIEMEHTOB pa3jeJia:
3.1 Opranuzanus J0KyMEHTOO00pOTa B OpraHU3aINHI
3.2 OcobeHHOCTH paboThI CKaIPOBOM JOKYMEHTAIIHEH
3.3 Opranm3anus padoThl C 00paIEHUSIMHU TPaXaaH
3.4 DNeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHU3alun

5. OueHo4yHbIe MaTepUAJbI N0 JUCHUILIHHE
OL[GHO‘IHBIG MaTCpuaJibl MO AUCHHUILNIMHC NPCACTABJICHBI B BHIC q)OHﬂa OLOCHOYHBIX
cpencts. [Ipunoxkenne kK pabodeit mporpamMme.



6. MaTepuajibHO-TEXHUYECKOE U Y4eOHO-MeTOAuYecKoe odecnevyeHne TUCUUNINHbI
6.1  Ilepeuenvy  yueOHO-MemoOOUUECKO20 obecneuenusn no  oucyuniaune
«/lenonpouzeoocmeo»

Ne ABTOp, Ha3BaHUE, MECTO M3/AHUS, U31aTEIbCTBO, TOJ H3IaHNS, KOIMYECTBO CTPAHMII, PEKHM
/1 JlocTyna

1 | MeTtoaudeckre yKa3aHus 10 H3YYCHHIO TUCIIUTLTHHBI

6.2 llepeuens yueonvix uzoanuil, He0OX0OUMBIX 071 0CB0CHUA OUCHUUNTIUHDBL

No | ABTop, Ha3BaHUE, MECTO U3JAHUS, IO Ccpuika Ha yueOHoe uzganue B ObC
/o W3/IaHNs], KOJIMYECTBO CTPAHUII
OcHoBHas:

1.|Ky3neuos, 1. H. [lenonpousBoacTBo : bubaunoreunas cucrema «JIAHb»
crnpaBounoe nocooue / Y. H. Ky3nemnos. | https://reader.lanbook.com/book/105543/previe
— 6-¢ m3ag. — Mocksa : JlamkoB u K, w#1
2017. — 460 c.

2.| CeMeHHNXHH, B. B. Kaaposoe bubaunoreunas cucrema «JIAHb»
nenornpousBozictBo / B. B. Cemenuxun. | https://reader.lanbook.com/book/143530/previe
— 4-¢ wusn., mnepepab. m gom. — w#1
Mocksa : I'poccMenua, 2019. — 628 c.

JlonmonHuTEILHAS

3./ Cemko, n. A. OCHOBEI bubmnoreunas cucrema «JIAHb»
JIeTIONPOM3BOACTBA : yueOHoe mocobue | https://reader.lanbook.com/book/141613/previe
/ . A. Cemxko, JI. A. AnryxoBa. — w#l
Crasponons : CTI'AY, 2018. — 119 c.

4.| Pr16akoB, A. E. OCHOBEI bubmnoreunas cucrema «JIAHb»
nenornpousBojcTBa : yueOHuk / A. E.| https://reader.lanbook.com/book/131907/previe
Pei6akoB. — 3-e usn., crep. — MUHCK : w#l
PUIIO, 2016. — 319 c.

6.3 Ilepeuensv 31eKmpoHHBIX 00PA306aMENLHBIX PECYPCOE

Ne DJIEKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctryn B DOP (cers UHTEPHET, TOKATBbHAS
n/n ceTh, ABTOPU30BAHHDII/CBOOOAHBIIH 10CTYI
1 Poccuiickas HanpoHanbHas 6ubimoTeKa http://nlr.ru/lawcenter_rnb
[DnexTponHsbIi pecypc]
2 Poccuiickas ['ocynapcTBeHHas OnOIHOTEKA http://www.rsl.ru
[3eKTpOHHBIH pecypc].
3 DdenepanbHbIi 00pa30BaTENBHBIN MOPTAI http://www.ecsocman.edu.ru
«OKOHOMUKA, COITMOJIOTHS, MEHEPKMEHT»

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

CoBpemMeHHbIe TPodecCHOHANbHbIE 0a3bl JAHHBIX
1. https://rosstat.gov.ru/ - ®enepanpHas ciry)0a rocy1apCTBEHHON CTaTHCTHKH.
2. https://cyberleninka.ru/ - wayunast 3aeKTpOHHas OMOJIMOTEKA OTKPHITOrO JOCTYIIA
(Open Access).
3. http://link.springer.com/ - moaHOTEKCTOBAasE KOJUTEKIKs (0a3a JaHHBIX) DIIEKTPOHHBIX
KHUT M3/1aTeabcTBa Springer Nature.



https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/131907/preview#1
https://reader.lanbook.com/book/131907/preview#1
https://rosstat.gov.ru/
https://cyberleninka.ru/
http://link.springer.com/

4. http://fcior.edu.ru/ - denepanbHblii LHEHTp HHYOPMALMOHHO-00pA30BATEIBHBIX
pecypcoB.

5. http://window.edu.ru/ - Wudbopmanumonnas cuctema «EamHOE OKHO jgocTyma K
00pa30oBaTelIbHBIM pecypcamy

HNudopMmaniuoHHbie CIPpaBOYHbIE CUCTEMbI
1. MHudopmannonno-crpaBounas cucrema «[apant». — URL: https://www.garant.ru/
2. Wundpopmanmonno-cnpaBoynas cucrema «Koncymprant Ilmoc». — URL:
http://www.consultant.ru/
3. ®enepanbHas city)k0a rocy1apcTBEHHON cTaTucTuky - http://www.gks.ru

4. Coser @enepauuu DenepansHoro Cobpanust Poccuiickoit  ®enepanuu
http://www.council.gov.ru/index.html

5. Odummanbusiii caiit  Ilpesunenta Poccuiickoit deneparnuu

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

7. Caiit «ApxuBbl Poccum» mnon srunoil @enepaibHOrO apXHWBHOIO areHTCTBA
(PocapxmuBa) http://www.rusarchives.ru

8. TlopTtan rocymapcTBEeHHBIX U MyHHUIIUIIATBHBIX YCIIYT http://www.gosuslugi.ru/ru/

9. ®enepanbHas ciry:xba 1Mo Haa30py B chepe CBsi3u, HHYOPMAIIMOHHBIX TEXHOJIOTHIA
1 MaccoBbix kommyrukarui, @IYIT HTL] "Undopmpeructp" http://www.inforeg.ru

10. CnpaBouno-npaBoBas cuctema «KoHcynpTaHT mitocy» http://www.consultant.ru/

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

12. Bcepoccuiickuii Hay4YHO-HCCIICIOBATEIbCKHI HHCTUTYT JIOKYMEHTOBEICHHS U
apxusHoro jaena (BHUMIA) http://www.vniidad.ru

JIMIeH3HOHHOE MPOrpaMMHOe ofecreyeHne

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

2. OpenOffice, JIronukc (GecrnaTHoe MporpaMMHOE obecrieueHre HIMPOKOro Kiacca),

3. cucrema JuCTaHIMOHHOTO 00yueHuss Moodle (www.edu.rgazu.ru),

4. Bebunap (Adobe Connect v.8, Zomm, Google Meet, Skype, Mupamnomuc),
IpOrpaMMHOE 0OecTieueHne IEKTPOHHOr0 pecypcea caiira, Bkioyas ObC Agrilib u Buneoxkanan
PI'A3VY (http://www.youtube.com/rgazu),

5. anTuBHpYyCcHOE iporpammHoe obecrieuernre Dr. WEB Desktop Security Suite.

6.5 IlepeyeHb yueOHBIX ayIMTOPHIi, 000PY10BAHUS U TEXHUYECKHX CPEACTB

o0yueHust
IIpexnasnavenue Ilepeuensn
HaumenoBanue kopmnyca,
MOMeleHH s o0opynoBanusa (B T.4. BHPTyaJdbHble AHAJOIH) H
Ne nomemenns (ayauropun) «
(ayauTopumn) TeXHHYECKHUX cpecTB 00y4YeHus
s 3aHATH | YUeOHO-aIMUHUCTPATHBHBINA Y4eOHO-aIMUHUCTPATUBHBIN KOPITYC.
JIEKIIMOHHOTO THIA KOpIIyC. Kab. 129. YueOHas ayauropust sl IPOBEACHUS
Ka6. 129. JIEKIIHOHHBIX 3aHATHH (TIOTOYHAs).
CrneunanusupoBanHas Mebeb, npoexrop EPSON EB-
1880, sxpaH HaCTEHHBII
MoTtopuznpoBaHHBIHISIMSCREEN.
s 3auaTHil | Y4eOHO-aIMUHUCTPATUBHBIH Y4eOHO-aIMAUHUCTPATHBHBIN KOPIIYC.
CEeMHHApCKOro  Twia, | KOpIIyc. Kab. 439. YueOHast ayquTopus IS 3aHATHI
IPYIIIOBBIX Ka0. 439 JIEKIMOHHOTO THIa, CEMUHAPCKOTO THIIA (CEMHHApBI,
KOHCYTBTAIIH, NPaKTHYECKUE 3aHATHS, IPAKTUKYMBI, 1a00paTOpHbIE
o paboThI, KOJUIOKBHUYMBI), JUIsl IPOBEACHHS TPYIIIOBBIX
MPOMEXXYTOUHOH o .
KOHCYJIbTAallMi W MHAWBUyalbHON paboThI
arrecranuy 00y4aBIIMXCS C TIEAArOrnYeCKUMHU pabOTHUKAMU, IS
MPOBEJCHUS TEKYIIETO KOHTPOJISL M MPOMEXYTOUHON



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

arrectanuu. Crienmuan3upoBaHHas MeOeIb, Habop
JIEMOHCTPAITMOHHOTO 000PYIOBaHMs W Y4eOHO-HATIISTHBIX
nocobuii, mpoektop SANYO PLC-XV, skpan
HacTeHHbIH pynoHHbIH SINSCREEN

Hns 3aHATUN
CEMUHApPCKOT0  THUIIA,
TPYIIOBBIX
KOHCYJIbTalUi,
IIPOMEXYTOUHOM
aTTecTalluu IS
3aHATAN JIEKIIHOHHOTO
TUIA, CEMHUHApPCKOIo
THIIA (cemuHapHl,
MPaKTUIECKUE
3aHATHSL, MPAKTUKYMBI,
nabopaTopHbIe
paboThl,
KOJJIOKBHYMBI), IS
MIPOBEJICHUS
TPYNIOBBIX
KOHCYJIbTaluil "
WHIUBUAYAIbHON

paboTBl  00yYaBIIUXCS
C  IeJaroruyecKuMu

pabOTHUKAMH, It
MPOBEJEHUST TEKYILETO
KOHTPOJIS u
IIPOMEXKYTOUHOMI
aTTECTALMH.

Y4eOHO-a IMUHUCTPATUBHBII

VYuebHo-aaMUHUCTPaTUBHBIN  Kopmyc.Ilomemenne

Koprmyc. JUISL CAaMOCTOSITENILHOM pPaboThl. UMTanbHBIA 3all
ITomemmenue s 651G . 1
camocTosTenbHOH  paGots, | OMOTHOTCKH: TIEPCOHATLHBIC KOMMBIOTEPHI IIT.
YnTampHBIH 3a7T Bbeixor B UWHTEpHET, JOCTYNl B 3JCKTPOHHYIO
WH(POPMAITMOHHO-00pa30BaTEIHHYIO cpemy
YHUBEpPCUTETA
V4e0HO0-1a00paTOpHBIH YuebHo-naboparopusiii kopmyc.Ilomemenne ams
Kopiyc. CaMOCTOSTELHOM padoTHI. Ka6. 320.
ITomemmenue st C 6 6
CaMOCTOSITENILHOM padoTHL. TCIMATNSHPOBAHHAS Meoe®, Habop
Ka6. 320. JIEMOHCTPAIIMOHHOTO O0OPY/IOBAHUSI, TIEPCOHAITHHBIC

koMnbtoTepsl 11 mT. Beixon B MHTEpHET, JOCTYIN B
ANEKTPOHHYIO HH(POPMAIMOHHO-00Pa30BaTEIEHYIO
cpelly yHUBEpCcUTETa

Y4eOHO-a IMIHUCTPATUBHBIH
KOpIIyC.

Kab. 105. YueOnas aynuropus
UL Y4eOHBIX 3aHATHN
of0yJaromuxcsi W3~ 9HCia
uHBaIMaoB U ul ¢ OB3

YueOHO-aAMUHHUCTPATUBHBIN  Kopmyc.Kab.  105.
YueOHass aymuTopus Jis  y4eOHBIX 3aHATHH
oOyJaronuxcs 13 4ucia uHBaIuaoB u jui ¢ OB3.
Crienmann3upoBaHHas MeOeb, Habop
JIEMOHCTPAIIMOHHOTO 000pynOBaHMS.
ABToMaTH3upoBaHHOe  pabouee  MecTo IS
WHBAINIOB-KOJSICOYHUKOB ~ C  KOPPEKIIMOHHON

TEXHUKOU M MHIYKIIMOHHOU cuctemon InCuc 290;

ABTOMaTH3MpOBaHHOE  pabouee  MecTo  JUIS
Cna0OBUAAIIMX W HE3PAYMX IOJb30BaTENIeH CO
OnCuc 29

ON; ABToMaTH3MpOBaHHOE pabouee MecCTO Is

CTallMOHAPHBIM BHUJACOYBCIIMYUTCIIEM

CTa0OBUAAIIMX ¥ HE3pSIYMX T0Jb30BaTeNeil ¢
MOPTaTUBHBIM BUAcoyBenuuureneMm iCuc 207
CF; AmromatmsupoBaHHOE pabouee MECTO IS
Ca0OBUAAIIMX W HE3PAYMX TIOJB30BaTeNell C
OnCuc 207 CN;
KOMILIIEKC c (dyHKIHEH
BUCOYBEJINYCHUS M YTCHUS AN CIAOOBUIAIINX H

YHUTAIOIIEH MAaIIUHONU

AnmapaTHBIH

He3psuux nosb3osarene InCuc 207 OS.




MuHHCTEPCTBO CeJIbCKOro xo3siicTBa Poccuniickoit @egepaunu
DenepanbHOE roCyIapCTBEHHOE 0I0I2KeTHOE 00pa3oBaTesIbHOE YUPeKICHUe
BbICIIET0 00Pa30BaAHUA
«Poccuiickuil rocy1apCTBEHHBIA arpapHbIi 320YHbIN YHUBEPCUTET

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

Hanpagnenune noaroroBku 21.03.02 3emMaeyCTpOMCTBO U KaIaCTPhI

HampaBnenHocTh (Tpo¢uiib) MporpaMMbl 3eMIICYCTPONRCTBO M KaJIaCTPhI

KBamudukauusbakanasp

dopma oOyueHUsIOUHAS

bamammuxa 2022 r.
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1.0nucanue nokasaresjiel 1 KpUTepueB OLCHUBAHNS TVIAHMPYEMbIX Pe3yJbTATOB 00y4YeHUs 10 Y4eOHOM TUCIMIIUHE

Komnerenmuii HNuauxkarop VpoBe HaumenoBanue
copmupoBaHHOCTH 0c§0:H:II:* Ilnanupyemsble pe3yabTaThbl 00y4eHHU S OLICHOYHOI0 CpeICcTBa
KOMIIeTEHIM
YK-1. Cnoco6en | 3uare (3): 3axoHopatenbHble | IloporoBbrit 3HaTh: HOPMaTHBHO-TIPABOBBIE M METOJMYECKHE HOKYMeHTHI, | Pedepat,ycTHplii  oTBeT Ha
OCYIIECTBIIAT MOUCK, | aKThI, NOCTaHOBJICHHS, | (YAOBJIETBOPHUTEILH | PErIaMCHTHPYIOLINE BOITPOCHI JIeTIOMPOU3BOICTBA U | BOMpPOC MPaKTHYECKOE 3aJaHHe,
KPUTHYCCKHI aHAIu3 ¥ | HOPMATHBHbBIC JOKYMEHTBI | 0) JOKYMEHTO000pOTa; 3HATh ~OCHOBHBIC TpeOOBaHMS K | HTOTOBOE TECTHPOBAHHE, OTBET
CHHTE3 uHGOPMAINH, | PErIaMEHTUPYIOLINE COCTABIICHHIO JOKYMCHTA, 3HATh OCHOBHBIC HANpABICHHC B | HA 9K3aMEHAIMOHHBIH BOMPOC
OPUMEHATh  CHUCTEMHBIH | OpraHH3aIHio paboTe ¢ OOKYMEHTaMH IO YHH()UKAIMH W CTaHIAPTH3alUH
HOAXOA JUIL  PCLICHHUS | IEIOMPOM3BOICTBA B JIOKYMCHTOB; 3HATh OCHOBHBIC TPEOOBaHMSI K COCTABICHHUIO
MOCTABJICHHBIX 32124 oprauu3aun JKKX JIOKYMEHTOB; byHKIH JOKYMEHTA, KITacCH(UKALUIO
YMeTb: IPUMEHSATH METOAUKH JIOKYMEHTOB, CIIOCOOBI JOKYMEHTHPOBAHHS; 3HATh COBPEMEHHBIC
noucka, cbopa, 00paboTKu TEXHHMYECKUE CPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
nHpopMaLny, CHCTEMHBIH UCIIOJIb3YyEMBIE TIPU PELICHUN KOMMYHHUKATUBHBIX 3a1a4.
noAxXoa AJis pelICHUA yMeTL:FpaMOTHO HUCIIOJIB30BAaTh IIOUCKOBBIC BO3MO>XHOCTH
MOCTAaBIICHHBIX 337184 CHCTEMBbI CHCTEM DICKTPOHHOTO JOKYMEHTOO0OpOTa; pasduparscs B
JIeTIOTIPOU3BO/ICTBA U KIacCH(pUKATOpPax pPas3IMYHBIX BHIOB, YMETh MOJIB30BATHCS
JOKyMEHT0000pOoTa HOMEHKJIATypOH JieJ, NEPEYHSAMU JOKYMEHTOB C pa3IMYHBIMU
OpraHu3aIu CPOKaMH XPaHCHHSI.
Biagers: METOIaMH MOKCKA, Baajgerp: MOHATHIHBIM = aNmaparoM AWCUUIUIMHBL, BIAICTh
cbopa u 06paboTKH, st HaBBIKAMH HCIIOJIB30BAHMSI COBPEMEHHBIX TEXHHYECKHX CPEICTB
PEILICHHS MOCTABICHHBIX 3a/1a4 d  MHQOPMAUMOHHBIMH  TEXHOJOTHMAMH  IIPA  PEIICHUA
B CHCTEME JIeJIONPOU3BO/ICTBA KOMMYHHKATHBHBIX  3aqad [OATOTOBKM OCHOBHBIX  BHJIOB
JIOKYMEHTOB, HCIIOJIb3YEMBIX Pa0OTHHKOM;
IMpoaBuHyTHIH 3HaeT TBepAO: HOPMATHBHO-TIPABOBBIE M  METOJHYCCKHE Pedepat,ycTHBI OTBET Ha
(xopouro) JIOKYMEHTBI, PErJIaMEHTHPYIOIIHE BOMPOCH! EIOMPOM3BOICTBA U | BOIMPOC MPAKTHYECKOE 3aIaHue,

JIOKyMEHT0000pOTa; 3HaThb OCHOBHBIE TpeOOBaHUS K
COCTaBJICHHIO  JOKYMEHTa; TBEpJO 3HAeT OCHOBHbIE
HampaBjeHHe B paboTe C JOKyMEHTaMH [0 YHU(PHUKALUH |
CTaHJapTU3alu OOKYMCHTOB; 3HAaTb OCHOBHBLIC Tpe6OBaHI/I$[ K
COCTaBJICHHIO JIOKyMEHTOB; ¢byHKIMH JIOKyMEHTa,
KJIaCCU(HKAIMIO JIOKYMEHTOB, CIIOCOOBI JIOKYMEHTHPOBaHUS;
3HaTh COBPEMEHHBIE TEXHUYECKHE CPEJICTBA U MH(POPMALOHHbIE
TEXHOJIOTHH, HCIHOJIb3YEMbIe TPH PELIEHMH KOMMYHHKAaTHBHBIX
3ajad.

YMeer yBepeHHO: JCIIOJIb30BaTh IOUCKOBBIE BO3MOXKHOCTH
CHCTEM DJJIEKTPOHHOTO JIOKYMEHTOOOOpOTa; pa30upaTsCst B
KJ'IaCCI/I(i)I/IKaTOan pas3IM4YHBIX BHIO0B, YMECTH II0JIb30BATHCA
HOMGHKJ’[aTypOﬁ JCJ, NEPECYHAMHU JOKYMCHTOB C pa3IMYHbIMHA
CPOKaMH XpaHEHHUS.

Baajeer yBepeHHO: TOHATHIHBIM alapaToM IUCLIMILIAHBL;
BJIaJicET HaBBIKAMH HCIIOJIb30BAaHHUSA COBPEMEHHBIX TEXHHYECKHX
CpeACTB M MH(GOPMALMOHHBIMU TEXHOJOTHUSIMH TPU PEIICHUU

WTOTOBOE TECTUPOBAHUE, OTBET
Ha SK3aMEHallMOHHBIN BOIIPOC
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KOMMYHUKAaTHUBHBIX  3aJa4 IIOAIrOTOBKH
JOKYMCHTOB, UCTTIOJIb3YCMBIX pa6OTHI/IKOM.

OCHOBHBIX BHUJI0B

Bruicoknii
(OTJINYHO)

3HaeT TBepAO: HOPMAaTHUBHO-NIPABOBBIE M  METOJIUYECKHE
JOKYMEHTBI, perfIaMeHTHPYIOLIHNE BOIIPOCH! JIEJIONPOM3BOICTBA U
TOKYMEHTO000POTa; 3HaTh OCHOBHBIE TpeOOBaHUSA K
COCTaBJICHMIO NOKYMEHTa; 3HATh OCHOBHBIC HAIlIPaBICHHE B
paboTe C NOKYMEHTaMH 10 YHU(UKAIUM W CTaHIAPTH3ALHUH
JOKYMEHTOB; 3HATh OCHOBHBIC TpPEOOBaHUS K COCTABJICHHIO
JIOKYMEHTOB; GhyHKIIH JIOKYMEHTA, KJTaCCH()UKAITIIO
JOKyMEHTOB, CHOCOOBI IOKYMEHTHPOBAHUS; 3HATh COBPEMEHHbBIE
TEXHUYECKUE CpPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
HCTIOJIb3YEMBIC ITPU PCHICHU KOMMYHHUKAaTUBHBIX 3a1a4.

YMeeT yBepeHHO: HCIOJIb30BaTh MOUCKOBBIE BO3MOXKHOCTHU
CHCTEM DIEKTPOHHOIO JOKyMEHTOO0OpOTa; pa3duparsci B
KJIacCH(HKATOpax pasIMYHBIX BHJAOB, YMETh IOJB30BATHCS
HOMEHKJIaTypOil Jen, NepeyHsIMH MOKYMEHTOB C Pa3InYHBIMU
CPOKaMH XpaHCHUSL.

Biageer yBepeHHO:NOHATHHHBIM —aNlapaToM JUCLMIUIMHBL;
BJIaJICTh HaBBIKAMHU HCIIOJB30BAaHHS COBPEMEHHBIX TEXHHUYECKUX
CpenCTB M HH()OPMAIMOHHBIMU TEXHOJOTHSIMHU IPU PELICHUU
KOMMYHUKATUBHBIX 3aJa4 IIOATrOTOBKH OCHOBHBIX BHUJI0OB
JOKYMCEHTOB, UCTTIOJIb3YCMBIX pa6OTHI/IKOM;

Pedepar,ycTHbIi OTBET Ha
BOTIPOC MPAaKTUIECKOE 3aJaHHE,
HUTOTOBOE TECTHUPOBAaHHUE, OTBET

Ha 3K3aMEHalMOHHBII BOIIPOC

YK-4. Cnocoben
OCYILECTBIISITH JICIOBYIO
KOMMYHHKALUIO B YCTHOR
W MMMCbMEHHOM (opMax Ha
rOCYIapCTBCHHOM SI3BIKE
Poccuiickoit ®enepanuun
1 MTHOCTPAHHOM (BIX)
SI3BIKE(aX)

3uatsb (3): CoBpeMeHHYIO
OpTraHU3aIII0
JIOKYMEHTO0000pOTa U
TEH/ICHIH UCTIOJIb30BaHUS
ACY
Ymers (Y): BecTU AETOBYIO
MIEPENICKY, YIUTHIBAs
0COOCHHOCTH CTHIIHCTHKHI
oQHUIMATIBHBIX U
HEo(pHUINAIBHBIX ITHCEM,
COLIMOKYJIBTYpHBIE Pa3IHIHs B
(hopmate KoppeCIOHIEHITUN HA
TOCYIapCTBEHHOM U
WHOCTPAHHOM (-BIX) S3BIKaX.
Baanersn (B): HaBbIKAMU
BEJICHUS JICJIOBOM IEpEIrCKH,
YYUTHIBAs 0COOEHHOCTH
CTHJIUCTKH  OQUIMATBHBIX |
Heo(HULIUATBHBIX THCEM

IToporoBbii
(ynoBJI€TBOPUTE/IbH

0)

3naer: OCHOBHbIE TpPeOOBaHUSI K COCTaBJICHHIO JIOKYMEHTA.
OcHOBHBIE HampaBiieHHe B paboTe C JOKYMEHTaMH IO
yHI/I(bI/IKaHI/II/I " CTaHAapTHU3alun AOKYMCHTOB, 3HA€T OCHOBHbLIC
TpeOOBaHUS K COCTABICHMIO TOKYMEHTOB; (DYHKIIMH JOKYMEHTA,
KIacCU(DUKAIMIO JJOKYMEHTOB, CIIOCOOBI JJOKyMEHTHPOBAHHUS;
COBpEMEHHBIC TPEOOBAaHUS K JOKyMEHTAIIHOHHOMY OOECTIeYEeHHIO
YIPaBJICHUS.

Ymeer:CocTaBnaTh U 0GOPMIATH YIpPaBICHYECKHE TOKYMEHTHI,
B TOM 4YHUCJIIC I/IHq)OpMaHI/IOHHO-CHpaBO‘IHBIC, B COOTBCTCTBHH C
Tpe60BaHI/IHMI/I IMpaBOBBIX AKTOB W CTaHAAPTOB; TPaMOTHO
HCIOJIB30BaTh MONCKOBBIC BO3MOXXHOCTHU CHUCTEM JJICKTPOHHOTO
JIOKYMEHT0000pOTa; pa3bupatscs B KJaccupukaTopax
pa3MYHBIX BHIOB, YMETh IIOJIb30BaThCS HOMEHKIATYpOH aen,
MIepEYHsIMU JIOKYMEHTOB CO CPOKaMHU XpaHEHHUsI.

Birageer: HaBbIKaMU IPAaBHWIIBHOTO INPUMEHEHHS HOPMAaTHUBHBIX
TIPaBOBBIX AKTOB, METOIUYECKHUX JIOKYMEHTOB,
perinaMeHTHPYIOIINX BOITPOCHI JIeTIONPON3BOJICTBA u
JIOKyMEHT0000pOTa.

Pedepar,ycTHbiii oTBET Ha
BOIIPOC IPAKTHUYECKOE 3a/JaHUE,
HUTOTOBOE TECTUPOBAHHE, OTBET

Ha HK3aMEHallMOHHBIN BOIIPOC

IIpoaBuHYTHI
(xopouo)

3naer TBEpAO: o COBPEMCHHOM OpraHu3aIH
JIOKyMEHTO000pOTa W TeHACHIHMH ucnoib3oBanus AC]I; 3HaTh
9TaIbl TOKYMEHTOO0OPOTa B OpraHU3alMK; MPaBUiia PETHCTPALN
Y WHJIEKCHPOBAHMsI JOKYMEHTOB, 3HATh OPraHU3alUI0 KOHTPOJIS

Pedepar,ycTHbIil 0TBET Ha
BOTIPOC MPAaKTHIECKOE 3aJaHue,
HWTOTOBOE TECTHPOBAHHUE, OTBET

Ha HK3aMEHAIIMOHHBIN BOIPOC
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HAJl UCIIOJHEHUEM JOKYMCHTOB; 3HACT OCHOBHEBIC TPEOOBAaHUSA K
apXMBHOMY XpaHEHUIO JeJ; 3HAeT OpPraHU3alri0 ONEPATUBHOTO
XpaHEeHHs JOKYMEHTOB B TEKYIIEM JEIOMPON3BOJICTBE.

YMeer yBepeHHO: BECTH  JCJOBYIO IIEPEMUCKY, YUHUTHIBas
0COOCHHOCTH CTHWJIMCTHKH OQHIHANGHBIX W HEO(PHIHAIBHBIX
MHCEM, COLIMOKYJIFTYPHBIC pa3nuaus B ¢dopmate
KOPPECTIOH/ICHIINA Ha TOCYNApCTBEHHOM W WHOCTPAaHHOM (-BIX)
SI3BIKAX; YMEET COCTaBIATH M OGOPMILITH YIpaBICHUYECKHE,
WH(POPMAIMOHHO-CIIPABOYHBIC JIOKYMEHTBI, B COOTBETCTBUHU C
TpeOOBaHUSIMH TPABOBBIX aKTOB U CTaHAAPTOB; YMETh BHEIPSATH
palMOHANIBHYIO TEXHOJOTHUIO TIPUEMa, MPOXOXKICHHSI, TOATOTOBKH
U OTIPAaBKH JOKYMCHTOB B TPAJUIMOHHBIX YCJIOBUAX U B
ycloBUAX paboTsl ¢ npumeHeHueM ACY.

Bnaneer yBepeHHO: HaBBHIKAMH COCTaBJICHHS U OQopMIieHHs
OpTaHU3AIMOHHO-PACTIOPSTUTECIHLHOM u HHPOPMALNOHHO-
CIPAaBOYHOU JOKyMeHTaluu, ¢ npumeHeHuem ACY; Buaaeer
HaBeIKaMH pabotel B cucteme ACY; Bmajeer HaBBHIKAMH
MPAaBUJIBHOTO TIPHIMEHEHHWS HOPMATHBHBIX IIPABOBBIX AaKTOB,
METOJMYECKUX JOKYMEHTOB, PETIaMEHTHPYIOMIUX  BOIPOCHI
JICIIOTIPOM3BOJICTBA M JJOKYMEHTO000POTA.

Boicokuii
(OTIUYHO)

Hmeer chopmupoBaBIIMecs: cUCTeMaTHYecKHe 3HAHHUSA: IO
COBPEMEHHOW OpraHM3aliy JOKyMEHTO000pOTa M TEHICHLUH
ucnonszoBanuss ACJl; 3HaTh »dTambl JOKyMEHTOOOOpOTa B
OpraHu3anuu, paBujia perucrpanuun nu NHACKCUPOBAHUA
JOKYMCEHTOB; 3HAaTh OpraHU3alUi0 KOHTPOJA HaAd UCIOJIHCHUEM
JOKYMEHTOB; 3HAeT OCHOBHbIE TPeOOBaHUS K apXUBHOMY
XpaHCHHIO /e, 3HAeT OPTaHU3AIMI0 OIEePATHBHOTO XPaHEHUS
JIOKYMEHTOB B TEKYIIIEM JEIOTIPOU3BOJICTBE.

Hmeer chopmupoBaBuieecss cucTeMaTHYecKoe yMeHHe: BECTH
JEOBYI0 TIEPENHCKY, VYYUTHIBaS OCOOCHHOCTH CTHIIMCTHKH
opunmanbHEIX W HEOPUIMATBHBIX IHCEM, COLMOKYJIbTYpHBIE
pasnuuus B opMare KOPPECMOHISHIIUN HA TOCYIapCTBEHHOM H
HWHOCTPAaHHOM (-BIX) S3BIKAaX; yMEET COCTaBIATh M O(GOPMIITH
yrpaBlieHYecKre, WHGOPMAIMOHHO-CIIPABOYHBIE JTOKYMEHTHI, B
COOTBETCTBUU C Tpe6OBaHI/IHMI/I IPaBOBBIX AKTOB M CTaHAAPTOB;
YMETb  BHEIAPATH  PAlMOHAIBHYIO  TEXHOJOTHIO  NPHEMA,
MIPOXOKIACHUA, IIOATOTOBKH H OTIIpaBKH JOKYMEHTOB B
TPaJANIHOHHBIX YCIOBHSAX M B YCIOBHUIX PaOOTHI C IPUMEHEHHEM
ACY.

Mokazan cdopMupoBaBlIeecsi cHUCTeMATHYeCKOe BJaJeHHe:
HaBBIKAMHM COCTaBJIEHUS M OQOpMIICHHS OpraHW3alMOHHO-
pacIopsIIuTeIbHON " nH(pOPMaLMOHHO-CITPABOYHOI
JOKyMeHTanuu, ¢ npuMmeHennem ACY; BiaJeHuEe HaBBIKAMHU
pabotel B cucreMe ACY; BiajgeHUE HaBBIKAMHU TPABHILHOTO

Pedepar,ycTHplli  OTBET  Ha
BOIIPOC IPAKTUYECKOE 3aJlaHUE,
HUTOTOBOE TECTHPOBAaHHE, OTBET
Ha 3K3aMEHAaIMOHHBIN BOITPOC
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IIPUMEHEHNSI HOPMATHMBHBIX IPAaBOBBIX AaKTOB, METOIMYECKHX
JIOKYMEHTOB, PErjaMEeHTUPYIOLIUX BOIIPOCHI JIJIONPOU3BOACTBA U
JOKYMEHT0000pOTa.

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

2. Onucanye NIKaJ ONeHVMBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpOos

®opma Tekymero | OTcyrcTBue YCBOCHHA [Toporossiii [IpoaBuHYTHIH (XOPOIIO) Bricokuii (0TIM4YHO)
KOHTPOJIS (HIOKE TTOPOTOBOTO) (YIOBIETBOPUTENHHO)
Brinonnenue HE BBINONIHCHA Wi Bce | Pemeno 6onee 50% 3anmanus, | Pemeno OGonee 70% 3amaHus, | Bce 3alaHus pElICHBI 0e3
MPAKTUYECKOTO 3a/IaHus 3a/laHus peuiensl | HO meHee 70% HO €CTh OLIUOKHU OIuO0K
HEMPABWIHHO
VYCTHBINM OTBET HA BONIPOC | HE BbINMOJHEHAa Wik Bcee | Llenp w  3amaum  Bompoca | Llens u 3amaum BeimonHeHus | Llenbs Hanucanus oTBETa Ha
3a/laHus pEIIeHBI | JOCTUTHYTHI YaCTUYHO. BOIPOCA IOCTUTHYTHI. BOIIPOC JOCTUTHYTA,
HEMPABWIHHO 3a/1a4u PEIICHBI.
Pedepar He BbImonHeHa wiu Bee | Llenbr w 3amaum pedepara | Llenp u 3amaun BwimonHenus | Llens nanmucanus pedepara
3a/1aHus pEIIeHBI | JOCTUTHYTHI 4acTU4HO. | pedepara JIOCTUTHYTHI. | JOCTUTHYTA, 337241
HEMpPaBUILHO AKTYalnbHOCTh TeMbl | AKTyaJIbHOCTh TeMbI pedepata | pemieHsl.  AKTyalbHOCTb
pedepara ompeJieNieHa | MOATBEPKICHA. Pedepar | Temnr HCCTIEIOBAHUS
HeyOeauTensHO. B pedepare | BHIMOTHEH ¢ HE3HAYUTEIBHBIMU | KOPPEKTHO u MIOJIHO
BBISIBIIGHBI ~ 3HAYUTENBHBIC | OTKJIOHEHUSIMU OT TpeOoBaHM | 000CHOBaHA. Pedepar
OTKJIOHEHHSI OT TpeOOBaHUI | METOJUYECKHUX yKa3aHUMU. BBITIOJIHEH COTJIaCHO
METOJAMYECKUX YKa3aHUM. TpeOOBAHUSIM.

2.2 lllkana oyenusanus Ha ymane NPOMeICYymouUHol ammecmayuu (3auem u IK3amen, Kypcoeas paboma)

dopma OtcyrcTtBue ycBoeHus: | [loporoselii (ynoBiaerBoputenbHo) | [IpoaBuHyTHIH (X0poIIo) Bricokwuii (oTIn4yHO)
IPOMEKYTOUHOM (HM>Ke TOPOTOBOIO)
aTTeCcTaluu
Beimonnenue Menee 51% 51-79% 80-90% 91% u Gonee
HUTOTrOBOT'O
TECTUPOBAHUS
OtBer Ha HE BBINIOJHEHA WM BCE Iesb 1 3agaum BOpoca Henp u 3anaun enp HanucaHust OTBETA HA
AK3aMEHAIlMOHHBIN 3a/1aHUS] PELIEHBI JOCTUTHYTBI YACTUYHO. BBIITOJIHEHUS BOIIPOCA BOIIPOC JOCTUTHYTA, 3aa41
BOIIPOC HEIIPaBUIBHO AKTyaJIbHOCTB TeMEHI pedepara JIOCTUTHYTBHI. pELIECHBI.
orpeziesieHa HeyOeIUTEeNbHO. AKTYyalbHOCTb TEMBI
pedepara noaTBEpIKICHA.

14




3. TunoBble KOHTPOJIbHbIE 32JaHUS UM HHbIEe MATePHAJIbI, HE00X0AUMbIe /Il OLIEeHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OH/J OHEHOYHBIX CPEJCTB AJIsA TEKYIHIETI'O KOHTPOJISA
Pa3zgea 1. TeopeTnueckue 0CHOBBI 1€JI0NIPOM3BOICTBA

3aganme 1. 3amonHuTh TaOAMIy, C YYETOM pACHpEICNICHUs] 3aKOHOB M HOPMATUBHBIX
JOKYMEHTOB, perynupyromux I'CJ]

Hassanue noxymenra UYro perynupyer JOKyMEHT, Bunsl 10KyMeHTOB
OIucaHue (npuBenuTe
puMep)

KonudunmpoBanHbie 3aKOHBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccniickoit denepanniv, IOCTaHOBIECHUS
ITpaButensctBa Poccuiickoit @enepanyu B chepe 1e10nponus3BoICTB
3akoHOAaTeNbHBIE aKThl CyObeKTOB Poccuiickoit deaepaiiuu v MpaBoBbIE aKThl, TPUHUMAEMbIE
OpraHaMM HMCIIOJHUTENIBHOM BiIacTH cyObekToB Poccuiickoit Penepanyu
HopmaruBHble paBoOBbI€ aKThI (eiepaIbHBIX OPraHOB UCIIOTHUTENIBHOM BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, arT€HTCTB | JIP.), PErIIaMEHTHUPYIOIIHUE BOIIPOCHI
JIOKYMEHTAIIMOHHOTO 00ecTeyeHust
TexHuueckue periaMeHThl U HaIlMOHAJbHbIE CTAHAAPTHI B 001aCTH JOKYMEHTAIIHOHHOTO
o0ecrnieueHus yrpaBieHus
TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHIaPTHI B 00JIACTH TOKYMEHTALMOHHOTO
o0ecredyeHus yrpaBiIeHHs
O6mepoccuiickue KiaccuuKaTopbl TEXHUKO-YKOHOMUYECKON U COIMAIbHON WH(OpMaInu

YHuduimpoBaHHbIe CUCTEMBI IOKYMEHTAITUN

3aganme 2. 3anonHuTe Tabauiy. Bnummre BUab TOKyMEHTOB OTHOCHUTENIBHO MEPHUOI0B!
[IpukazHoe 1emonpon3BoICTBO Komnexckoe Mununcrepckoe
J€JI0TIPOU3BOACTBO IEeII0IIPOU3BOACTBO

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

3apanue 3. [lucemenHO oTBEeTHTE Ha BONpoc. OOBSICHUTE TEPMUHBI «YHUDHUKAIIUL U
«CTaHAApTU3ALMI» JOKyMeHTa. Kak COOTHOCSTCS JaHHBIE MOHATHS?

3ananue 4. Boibepure 3 mpaBoil KOJOHKH OINPEACIICHUs, OTHOCSIIUECS K TePMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO TPOHYMEPOBAB 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

3ananmue 5. 3anonHuTe TaOIUIIBI IO KIACCH(PUKAIMOHHBIM IIPU3HAKAM JIOKYMEHTOB

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

3aganue 6. [[1cbMEHHO OTBETHTE HA CIEIYIOIINE BOIPOCHI:

1.  Yro Takoe nen0NpOU3BOACTBO?

2.  JlaiiTe ompejeNieHUe MOHATHIO «TOKYMEHTHPOBAHHEC)

3. HazoBute ocHOBHBIC (DYHKIIMU JOKYMEHTA.

4,  Kakume oOmepoccuiickue KiIacCu(UKATOPhl HMCIHOJB3YIOTCS TpH O(QOpMIICHUA
OpraHU3aIMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB?

5. Kakve Buapl [TOKYMEHTOB BKJIIOYaeT B ce0s CHCTeMa OpraHU3alMOHHO-
pacnopsIUTENbHON JOKYMEHTALINU?

6. Kakwe pa3mu4aroT CrocoObl JOKYMEHTHPOBAHHS B 3aBUCUMOCTH OT CPEICTB
JIOKYMEHTHUPOBaHUs?

7. UTo NOHUMAIOT MO/ FOPUANYECKON CHIION TOKYMEHTa?

3ananue 7. IloaroroBpTe AOKIAJ C MpPE3EHTALMEH MO OJHOW M3 IPEJIOKEHHBIX TEM
(mokman Ha 5 MUHYT, nipe3eHTarus 10-12 cnaiaoB)

1.  VYcosepuieHcTBOBaHUE EIONPOU3BOICTBA HA NPEANPUSITUN

2.  Pa3BuTHe NJOKyMEHTAllMOHHBIX CIIy>KO Ha COBPEMEHHOM JTare

3.  TexHuueckue CpeiCTBa, YHPOINAIOUINE BEIACHHUE JEJIONPOM3BOJACTBA HA
IPEIIPUATHH.
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4.

I[C.HOBEUI MEepenmrcKa - HCOTHbEMJIICMOC CPCACTBO CBA3U MPCANIPUATHUA C BHCITHUMU

OpraHu3aLUsIMU.

5. Kak oBnaserh HCKyCCTBOM J€JI0BOTO IUChMA.

6 JIOKyMEHTHPOBaHUE YIIPaBICHYECKOMN IEATENbHOCTH OPTaHU3aLNH.

7. JIOKYMEHT KaK CpPeJCTBO 3aKpEIUICHHS U PETPAHCIIALIUN UH()OPMAITHH.

8.  MudopmaTuzanus nenonponu3BojcTBa

9.  JlokyMeHTHpOBaHUE TPYJOBBIX OTHOIICHUN

10. KomnbroTepHble TEXHOJIOTUHU B AEJIONPOU3BOICTBE

11. Amnanu3 JOKYMEHTOOOOpOTa U METOMBI €T0 COBEPIIEHCTBOBAHUS

12. Pabota ¢ koH(bUIESHIINATLHBIMU JOKYMEHTAMH

13. Opranuzanus paboThl C TOKyMEHTaMHU

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

15. Ucropus pa3BUTHS JOKYMEHTOBEACHUS

16. CoBpeMeHHOE 10KyMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranusanus JOKyMEHTOOOOPOTa: OCHOBHBIE IIPABUJIA U 3TAIIbI.

2. Drtamsl pa3BUTHS JeNONPOU3BoICTBA B Poccuu.

3. Cuyx0a nenonpou3Bo/CTBa U JOKYMEHTALIMOHHOTO 00eCIIeUeHUs YIIPaBICHHUS.

4.  HopmaruBHo-npaBoBas 6a3a COBPEMEHHOIO JIEJIONPOU3BO/ICTBA.

5.  HopwmatuBHast ocHOBa npolecca JOKYMEHTUPOBAHUS YIIPaBJICHUS IEPCOHAJIOM.

6.  OpranuzanoOHHBIC KAJPOBIC JOKYMEHTHI: COCTaB, COACP)KaHUE, TOPSIOK
HOJrOTOBKU U O(hOPMIICHUS.

7. JIOJ>KHOCTHAsi MHCTPYKIIMSI KaK OpraHU3allMOHHBIA KaJpOBbIN JOKYMEHT.

8.  CocraB ¥ BUJbI KaAPOBOH IOKYMEHTALIUH.

9.  JlokymMeHTHpOBaHHE Mporecca OPOPMIICHHS TPYAOBBIX OTHOIICHUH.

10. DxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cexkperapb B CTpYKTyp€ yIpaBiICHUS

12.  OducHsle cpencTBa paboThl C JOKYMEHTaMHU

13. 3HaycHHE JOKYMEHTa B yIPABICHUECKOHN JeATEeIbHOCTH, KiIaccupukarus
CITy’K€OHBIX JJOKYMEHTOB.

14. Vuudukanus u crangapTu3anys JOKyMEHTOB.

15. [lenonpou3BOACTBO B OpraHax MCIOJHUTEIbHOM BiacTu. [Topsaok paccMoTpeHUs

oOparieHu# rpaxkaaH.

16. OcoGennoctu opopmieHHsI HHPOPMAITMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAITUH.

17. [lenonpou3BoOACTBO B coBpeMeHHOI Poccun

18. Jlenmomnpou3BOACTBO JIOPEBOIIOIMOHHON Poccuu

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

20. Opranuzanus JOKyMEHT0000pOoTa

21. Perucrpanus J0KyMEHTOB

22. KOHTpOJb HCITOJIHEHUS JOKYMEHTOB

23. Cucremarusanus U XpaHeHHe JOKYMEHTOB

24. HowmeHknaTypa Aen OpraHu3aiu

Paszgea 2. CoBpeMeHHbIe TPeOOBAHUA K O0(POPMIICHUIO JOKYMEHTOB

3ananme 1.Pemrre kpoccBopa
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ITo ropu3onTanu:

1.  peKBU3UT AOKYMEHTa, BHIPAXKAIOUINI cOrylache UM HeCcorylacue

JOJPKHOCTHOTO JIMLIA C COJIEPyKaHUEM JTOKYMEHTA.

4. pEKBU3UT J[IOKYMEHTa, NPEACTAaBISIOMNNA €000 COOCTBEHHOPYUHYIO POCHHUCH
MOJTHOMOYHOTI'O IOJDKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEpPA Jiea 10 HOMEHKJIIATYpe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8. TuChMEHHOE TPeIOKEHWE O 3aKIIYCHHH JoroBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.

9. 3ammch MHPOPMAIMM HA PA3TMYHBIX HOCHUTEINSX IO YCTAHOBJICHHBIM IPaBHIIAM,
00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBmwKeHWE TOKYMEHTOB B OPTaHU3allMi ¢ MOMEHTA MX TOJYYCHHUS WIH CO3AaHUS JI0
3aBEpILEHUS UCTIOTHEHNS UIIA OTIIPABKH.

13 obOpasern, 3TaioH, MOJIENTb IPUHUMAEMBIE 32 MCXOJHBIC JJISi CONIOCTABICHUSI C HUMH
JPYTUX MPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUs: OPUIIMATBLHOTO JOKYMEHTA

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (WJIM JOKYMEHT), COPMHPOBAHHBIX 10 KAaKOMY-THOO
NpU3HAKY (BUIaM JOKYMEHTOB, BOIIPOCAaM, KOPPECTIOHICHTaM H T.JI.), TOMEIIEHHBIX B OOJIOKKY.

ITo BepTHKAJIN:

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

3. JlokymeHT, coaepxxamuil HMHGOPMALMOHHO-CIIPABOYHbIE, AHATUTHUYECKUE WIH
OTYETHBIEC CBE/ICHUS, IPEJICTABIIAEMBIN PYKOBOJICTBY.

5. DJEeMEHT yIOCTOBEpEHHUs MOJJIMHHOCTU MOANUCH JOJDKHOCTHOIO JIMLA Ha
JOKYMEHTaX, MpPEeIyCMOTPEHHbIX HOPMATUBHBIMU AaKTaMH, YIOCTOBEPSIOIIMX IpaBa JIHII,
bukcupyromux (HakThl, CBI3aHHBIE ¢ PUHAHCOBBIMU CPEICTBAMH.

7. 3TO COBOKYIHOCTh pa3jMYHBIX CBEACHUH, CHUCTEMa OPraHW30BAHHBIX JAaHHBIX,
OTPaKaIOIIMX MPOLECCHI U COOBITUS OKPYXKAIOIIEr0 MUpa.
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10. 1OKyMEHT, COCTaBJICHHBIH HECKOJbKMMH JUIIAMA W  HOJATBEP KIAIOMINN
YCTaHOBJICHHBIE (DAKTHI MM COOBITHSI.

11. undpopmanms Ha MaTEpPUATBHOM HOCHTEINE, HMEIOIIast FOPUANYECKYIO CHITY.

14. nepedyeHb KaKMX-TUOO TaHHBIX (CBEJCHUI), PACIIOJIOKEHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. mpaBOBO# aKT, W3aBaCMbBIii PYKOBOIMTEIEM OpraHa ToOCyIapCTBEHHOTO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), JeHCTBYIOIUI Ha OCHOBE €JMHOHAYANINs, B
HENSAX Pa3pelIeHUs] OCHOBHBIX M OIEPATUBHBIX 3ajad, CTOSIIMX Mepei JaHHbIM opraHoMm. B
OTJENBHBIX CIy4asX MOJXKET KacaThCsl IIMPOKOTO Kpyra OpraHu3aliil M JOJDKHOCTHBIX JIMI
HE3aBUCHMO OT ITOAYUHEHHOCTH;

16. ropuanyecku opOPMIICHHBIH epeUeHb JOKYMEHTOB.

20. 9TO pEKBU3HUT O(PUIUAILHOTO JTOKYMEHTa, TNPUAAIONNA HOPMATHBHBIN HIIH
IIPaBOBOW XapaKTep €ro COACPKAHUIO

3aganue 2. BaumarensHo uzyuute pasznen 5 «OdopmiieHue peKBU3UTOB TOKYMEHTOB)
['OCT P 7.0.97-2016. Brinonnure 3a1anusi, B cIy4ae HEOOXOAUMOCTHU J00aBBTE HEJAOCTAIOMIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun nokymenra (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 IOKYMEHTa

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

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

3aganue 3. CocraBpTe M 0OpMHTE NPHKA3bl N0 OCHOBHON [esITeIbHOCTH, W JApyrue
pacnopsiiuTe/bHbIe JOKYMEHTbI, HE00X0AMMbIe B JaHHBIX YIIPABJIE€HYECKUX CUTYAI[HUAX.
Curyanus 1.

3amectutens aupekropa OO0 «Dtanon» (3apeructpupoBano B r.Ilerpo3aBojcke)
[1.1.AGpamoB 1 nexabps Tekymiero roja u3gan ykKazaHue o rpaduke OTIYCKOB Ha CIETYIOIINN
KaJICHJIAPHBIA TOJ], COTJIACHO KOTOPOMY PYKOBOJMTENH CTPYKTYPHBIX TMOAPA3ACIECHUN TOKHBI
MPEACTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHKOB C YyKa3aHMEM MPEANojaraéMoro cpoka
OUYEPETHOTO OTITYCKa B CIIEAYIOMEM KalleHaapHoM Toay. Cpok mpesncraBiieHus criuckoB — 10
nekabps Tekymiero roga. OTaeny KaapoB YKa3aHHEM TMPEINUCHIBACTCS COCTaBUTh CBOIHBIN
rpaduk otiyckoB pabotHukoB OOO Ha cienyromuid KaJleHJAapHBI TOJ W TepeaaTrh €ro B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAueH HadalbHHUK
otaena kanpoB [lankparosa O.}O. Cpok npencrasnenus rpadguka — 20 qexadpsi TEKyIIEro roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYAJIHLHUKOM OT/ENa KaJpPOB, TJIABHBIM OYyXTalTepoM,
FOPUCKOHCYJIBTOM.
Curyanus 2.

Hupektop OO0 «Drtamon» (3apeructpupoBano B r.IlerpozaBoacke) JI.b.Ilomos 12
deBpalis TEKyIIero rofa u3ai paclopsHKeHHE O MPOBEICHUU PEMOHTHBIX padoT B 1exe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMTEIBHOW CUCTEMBI I1exa. PacnopsokeHuem
MPEUCHIBAIOCH MPOBEJACHUE PEMOHTHBIX pPabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObUI Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHUYECKOH cimyxObl MakapoB /I.M1. Cpok BBIIOJTHEHHS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyliiecTBiieHHEe KOHTPOJIE 3a MPOBEICHHEM PEMOHTHBIX padOT BO3JArajioch Ha
HavajgbHuKa 1iexa Ne 3 Autonona 1O.B.

Pacriopsbkenne ObLIO 3aBU3MPOBAHO HAYAIBHUKOM — PEMOHTHO-TEXHUYECKOW CITYKOBI
MakapoBbim JI.M. u HavanbHukoMm 1mexa Ne 3 AnrtonHoBbiM [O.B., 3amectutenem aupexkTopa
IT.11.AGpamoOBbIM.

3aganue 4. CocraBbre 1 oopmuTe ci1yKeOHbIe MMCbMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO OBUTO B
cooTBeTcTBUM ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOAYKIIMH» IOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yui., a. 32, 111123, Temn./dakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, NHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHnyr GypHUTYpy Ha o0myro cymmy 150 000 pybneit. @aktudecku xe QypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6neit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
pyoOuseii. CornmacHo 1.8 m0oroBOpa 3a HEIONOCTAaBKY IPOAYKIMH JIOJDKHA OBITH yIIadyeHa
HEeycTolKa B pa3mepe 5%, 4TO OT CyMMbI HEIOMIOCTaBKU cocTaBuiio 1500 pyouiei.

Hupextop 3A0 «CAHJAEPEJIJIA» B.J. ®enopoBa obparunace k aupekropy OOO
«IlepBas ®abpuka» O.J. CokonoBy ¢ MNpocb0Oil MEepeyucIuTh Ha HUX PACYETHBIA CUET
ykazaHHyto cymmy (1500 py0.). B nporuBHom cinysae 3A0 «CAHJEPEJIJIA» Oyger
BBIHYXJIEHO 00paTuThcsi B rocapbutpaxk. IlucbmMo o HemomocTtaBke MPOAYKIUH  ObUIO
coctasieno ucnonautenem P.T. KOxaunoit u moanucano ®enoposoit 12 aBrycra Tekyiiero roja.

3ananume 5. CocraBbTe U odopmMuTe JIOKJIAAHbIE, M OOBACHHUTEJbHbIE 3aNMUCKH,
He00X0AMMbIe B CJCAYIOIIHNX YIIPABJICHYECKUX CUTYAIUSsIX.
Curyanus 4.

Kypsep 3AO0 «®apma» C.C. CoMOB peryisipHO omasjsiBal Ha paboOTy, 4eM Hapyuiai
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspueil M.B. IllymuinHa HeogHOKpaTHO jenalia
eMy 3ameuaHus (B ycTHOM (opme), a 12 uioHS Tekyluero rojaa Obljia BEIHYX/I€HA 00paTUTHCS C
JaHHBIM BompocoM K ['eHepambHOMy aupektopy A.B. CenoBy ¢ MOKIaAHOM 3aluCKOW, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pazgen 3. Opranusanus padoTbl ¢ I0KyMEHTAMH

HpI/lMepr SaHaHHﬁ AJISl BBIIMMOJTHEHUS HA MTPAKTUYCCKUX 3AaHATUAX

3apganne 1. OpopMuTh KypHan yuera BXOAALINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenta 18.12.2021; ucxomsaumii Ne 1-2/82; aBtop-ormpaButens 3A0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) Jara MOCTyIieHUus gokymeHTa 21.12.2021 o cokpaieHuu MOoCTaBOK
THT 22.12.2007; noanuch ucnoauutens Ceprees.

3aganue 2. OQopMUTD KypHaAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne ni/m 152 153;ucnonuurens Pa3un; kpatkoe copepikanue nata gokymenta 21.12.2021
o mpenoriate mo koHTpakTy Ne 88/117 22.12.2021; agpecar (komy) 3AO «IIumot» ; Ne nena 4-
7.

3apanue 3. OGhopMuThH KypHAT y4éTa BHYTPEHHUX JTOKYMEHTOB:

Ne noxymenra 88; nmara moxymenrta 08.01.2021; xrto nmoammcan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE LITATHOTO PACIUCaHUs; OTMETKa 00 ncnoiaHeHnu Cumopos.
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OBPA3EL KYPHAJIA PETUCTPAIIUHU BXOAAIIUX JOKYMEHTOB

Homep Hara ABTOp- Hexonammii Kpartkoe conepkanne
JOKYMeEHTa JOKYMEHTa OTHPABHTEIb No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHums
21.12.2007
O coxpallleHHH NOCTaBOK
THT
22.12.2007
UcnoiHuTeb IMoanuce Cpoxk IIpuMeuanus
HCHOJHUTEA HCIOJIHEHHs
Ceprees Cepeees 27.12.2007

OBPA3EL )KYPHAJIA PETHCTPAIIMHU HCXOJAIIHUX JOKYMEHTOB

No Ajnpecar Kparkoe conepxanue Henomnnrens | Nenena | llpumeuanne
n/n (komy) (3aroJ10BOK)
152 3A0 Jlata nokymenTa Pazun 4-7
«[Tumor» 21.12.2007
O npesonnare Mo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL 2 KYPHAJIA PETUCTPAIIUHU BHYTPEHHUX TOKYMEHTOB
Hara HUunekc Kto nmoamucan Kpatkoe OtmeTka 06
coJiepXKaHHe MCIIOJTHEHUH
08.01.2007 88 HupekTop 00 u3meHeHHH Cujlopos
HBanos LUTATHOT'O
pacrucaHust

3aganue 4. CekpeTapb-IOMOIIHUK PYKOBOJIUTENS, MPEABAPUTEILHO TPOCMOTPEB
JOKYMEHTAIMIO, MOCTYMUBIIYIO B OpraHU3aluio, epeaaeT ee Bcio pykopoautento. [Ipu sTom B
ManKy ¢ JOKYMEHTaMH BKJIaJbIBAE€TCS MHCHbMEHHBIH KOMMEHTApH, BKIIOYAIOIIUN CBEIEHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAEPKAIIUXCS B HUX, OT KOTO MOJIy4€HbI JOKYMEHTHI U KOMY
aJlpecOBaHBbI.

[IpaBmibHO M B Y4peXJE€HUU MOHUMAIOT HAa3HAuYEHUE OIepaliyl «IIpelBapUTeIbHOE
paccMOTpEHHE JOKYMEHTOBY?

KoHTpoJbHBIE BONIPOCHI:

1.  Kakwue sTansl IpoXoIsT TOKYMEHTHI, OTIpaBleHHbIe opranu3amueii? [IpeacraBpre
KpPaTKyI0 XapaKTePUCTHUKY.

2.  Kakue TOKyMEHTHI Ha3bIBAIOT MOCTYMAIOUIUMHE, OTIPABISIEMbIMUA U BHYTPEHHUE?

3.  Kakumu  JIOKyMEHTaMH  pPYKOBOJCTBYIOTCSI ~ TPU  NPOCKTHPOBAHWH  H
parroHaIn3aIul T0KyMeHToo00opoTa?

3aganme S. CocraBbT€ TOJOKEHHE O HOBOM CTPYKTYPHOM TMOJpa3ACIICHUU B
aIMUHHCTpaIu ropoja banmammxu (oTnen kaapoB, PUHAHCOBO-DKOHOMUYECKHN OTIEN, OTIEIN
CTpaTernyeckoro pa3putus) B cootBercTBum ¢ TpeboBanmsimu ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB 1O WHGOpMAaIMK, OHMOTMOTEYHOMY M U3JAATeNbCKOMy neny. OpraHu3zalnuoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0hOpMIIEHUIO JOKYMEHTOBY
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3aganne 6. CocTaBbTe OPraHU3ALMOHHYIO CTPYKTYPY JACIONPOU3BOJCTBEHHOM CITIyKOBI
Bameit opranumzanuu. YcCTaHOBUTE TMEepeueHb HOPMATHBHBIX JIOKYMEHTOB, KOTOPBIMU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSITCS IPEJICTaBJICHHbBIE
HIDKE ()parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢GUPMEHHBIM HaWMMEHOBaHHWEM oOmiecTBa sBisercs: OOmecTBo ¢
orpaHu4eHHON oTBeTcTBeHHOCThIO «HOTA». Cokpamennoe ¢upMeHHOE HaNMEHOBAHHE
obmiectBa - OO0 «HOTAW.
1.2. Mecronaxoxaenue oOmiecTBa (OYTOBBIA aapec): MonoaexkHbeii mpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Tekcer 2
OO011111€ TTOJIOKEHUS
1.1. Cekperapb-pedepeHT OTHOCHTCS K KaTErOpUH CHEIHAINCTOB NPEANPHUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aia4aMu CceKperaps-pedepeHta SBISETCS OPraHU3ALUOHHOE W
JOKYMEHTAI[MOHHOE O0eCTieueHre YIPaBICHYECKOM AeITeIbHOCTH. ..
Texer 3
1.1. DnexTpompoBoAKa B y4EOHBIX MOMEIICHUSAX JIOJDKHA HAXOAUTHCS B HCIPABHOM
cocrossHuu. CONMPOTUBIICHNWE H3OJSALUU MPOBOJOB JOJDKHO TNEPHOAWYECKH 3aMEpATHCS, TPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NPUMEHSTH JJIS 3aIIUTHl JIEKTPOCETEH BMECTO aBTOMATHYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

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 opranu3anun’? KakoBbel OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

3.  Kax odopmuts [lomnoxxenue 00 oTaene uiu cayx0e opraHu3anun’?

4 Kak opopmuts mraTHoe pacrucanue?

5.  Kakwue TpeboBaHus NMPEABSIBISIOTCS K OPOPMIICHUIO TOTOBOPA, KOHTPAKTa?

6 Yro Takoe HHCTPYKIIHA, KAKOBO €€ cojepkaHue u opopmieHue?

7 OpranuzalvoHHbIE JOKYMEHTBI IPEITPUSITHS.

8.  PacnopsauTtenbHble  JTOKYMEHTBI OPEANpPUATHS: TPUKa3bl 1O  OCHOBHOMU
JESTENIbHOCTH; PACIOPSKEHUSI, PEILICHUSI.

9. HMHdopManmoHHO-CIIpaBOYHBIE JIOKYMEHTBI: TMPOTOKOJBI, IOJHAs W KpaTKas
dbopma ux opopMieHHUS.

10. UudpopmaroHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl, CITy>KeOHbIE U
00BSCHUTENbHbBIE

11. KakoBbl 3Tans! paboTsl C BXOAAIMIUMHI TOKyMEHTaMu?

12.  Kak cTtpoutcst paboTa ¢ HCXOASIIUMH JJOKYMEHTaMH?

13. KakoBa TexHOJ0THs pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kaxkwue 3a1aun JOKyMEHTOOOOPOTA PEIIAET PETUCTPAIUS JOKYMEHTORB?

15. Kakue ynpaBieHUYeCKHE JOKYMEHTBHl HE MOJUIekKAT PETUCTpalli B CIIyKOax
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIIpaBIeHUs?

16. KaxoB mopsaoK perucTpaluy yupaBieHYeCKoro JOKyMeHTa?

17. Kakue cyniecTByroT BUbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB?

18. Kakmue omnepanuu 1O KOHTPOJIO HCIHOJIHEHUS JOKYMEHTOB OCYILECTBIISIOT
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CIIY>KOBI IOKYMEHTAIIHOHHOTO 00eCTIeYeHUs yIpaBIeHUs?

19. Kak ocymecTBisiercss cucTeMaTu3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe neno, ¢ TOYKH 3peHHs TOKyMeHToBeaeHus? [IpuBenute mpumepsl e,
XPaHSAIINXCS B OpraHU3aIUH.

21. Packpoiite conepaHHe TOHIATHA «HOMEHKJIaTypa Aem». Kakoe IOImKHOCTHOE
JMLIO B OpraHU3allii OTBEYAET 3a COCTABJICHUE U BBEJICHUE B I€HCTBHE HOMEHKIIATYphI Jei1?

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPbI €17

23. KaxoBa conepxarenbHas 4aCTb HOMEHKJIATYpPbI €7

24. Kakue npu3HaKy 3aBEICHUS JIeJIa UCTIONB3YIOTCS IpU (POPMHUPOBAHHH JIENT?

25. KaxoB ocHOBHOM npuHIMI (POPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kaxue HOpMaTuBHBIE TPeOOBAaHUS HEOOXOAMMO COONIIOAATH MPU (HOPMUPOBAHUU
nen?

27. Kak ocymecTBisieTcsl IOArOTOBKA JieNl K apXWBHOMY XPaHEHHUIO B COBPEMEHHBIX
Opra"nu3amnusix?

28. Kaxkas oprrexHuKa MCHOJIB3YETCs I COCTABJICHUS TOKYyMEHTOB B COBPEMEHHOM
JIeNI0NPOU3BOCTBE?

29. Kakas oprrexHuKa UCTIONB3YyeTCs ISl TIOMCKA, PAHEHUS U Mepeadn TOKyMEHTOB
B COBPEMEHHOM JIeJIONPOU3BOACTBE?

30. KaxoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJIOTHUH B JOKYMEHTALIMOHHOM
o0ecrnieyeHuu ynpasieHus?
31. KaxoBbl BO3MOXKHOCTH CPEACTB TEIEKOMMYHHUKALMM B JIOKYMEHTAalHOHHOM

o0ecrieyeHuu ynpasieHus?
32. B xakux cnoy4yasx NOpPUMEHSIOTCS CTaHAapTHbIE OQUCHBIE TPOTpaMMbl B
OpraHM3aluy JeJ10IPOU3BOJCTBA?

KOMILJIEKT TECTOB
JJISl IPOMEKYTOYHOM ATTEeCTALMM (3a4eT) 0 AMCUMIINHE «/(eJIonpon3BoaCcTBO»
OK3aMeH MPOBOJUTCS B BUIE UTOTOBOTO TECTA M OTBETA HA DK3aMEHALIMOHHBIN BOIIPOC.

IIpumepHbIe 3a1aHNS HTOTOBOIO TECTA
1. lokyMeHTaMOHHOE o0ecrnedeHHe YNpPaBJIeHYECKHX pelleHHil, Kak Ipouecc
BKJIIOYAET B cels:
a) IOKYMEHTUPOBAHUE PEIICHHS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) JOKYMEHTHPOBAHUE PEIICHUS U KOHTPOJIb 3a €r0 BBIIIOJTHEHUEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Oosee
0) 6 u 6osee
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 COCTABJIsIeTCS:
a) B 3 DK3eMILIsIpax;
0) 4;
B) 2.
5. YKaxurte, KaKue JOKYMEHTbI COCTABJISIIOTCS M0 Pe3y/IbTAaTaM IKCIePTH3bI
LHEHHOCTH 10KYMEHTOB.
a) pelleHue SKCIEPTHON KOMHUCCUN
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0) aKT O BBIACICHUN JOKYMEHTOB HAa YHUUTOXXCHHE
B) ciy)keOHas 3aIKicKa O 3aCeIaHnu KCIIEPTHON KOMUCCHU
T') IPUKa3 [0 OCHOBHOM JEATEIbHOCTH
6. KTo mMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeHTa?
a) U110, KOTOPOE €ro yCTaHOBUIIO
0) U110, KOTOPOE UCIIOTHAET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe T0KYMEHT0000pOTa NPUMEHSIeTCsl KYPHAJIbHAs CHCTeMa

perucrpanuu?

—3TO:

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

a) TOKyMEHTHUPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

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

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHAMBUyaJIbHBIE JOKYMEHTBL;

0) TUTIOBBIE TOKYMEHTHI;

B) MPUMEPHBIE TOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. [lesia BpemeHHOro XxpaHeHnus (10 10 jer):

a) MOJIIINBAIOTCS B TBEPLYIO 0OJIOKKY;

0) Ha OTJEJILHOM JIMCTE JIeNAaeTCs 3aBepUTENbHAS HAJIIHCh;

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 OAPAa3/ieJIeHHI — 3TO:

a) TPyI0BOM JIOTOBOD;

0) MoJIOKEeHNUE;

B) JIOJDKHOCTHASI UHCTPYKIIMS

T') IITaTHOE paclucaHue.

12. K opraHM3anMoHHBIM JOKYMEHTAM OTHOCSITCS:

a) ycTas, LITaTHOE paclucaHue, MOJI0KEHNE O CTPYKTYPHOM HOpa3/IelIeHUH,

JIOJKHOCTHBIE MHCTPYKLIHH;

6) IMMOCTAaHOBJICHUS, YCTAB, IPUKAa3bl, pCIICHUS, PACTIOPSAKCHUA, ITOJIOKCHUS
B) IMPOTOKOJIbI, aKThI, OOBSCHUTEIIBHEIC U JOKJIaAHBbIC 3aIIMCKU,
F) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JTOJKHOCTHBIE HHCTPYKIIHH.

13. IImcbma, KOTOpPbIe HANPABJISAIOTCS € LEJbI0 MOATBEP KIEHUs JAAHHBIX paHee

00eaHUIl UJIM OTOBOPEHHbIX YCJIOBMIA:

a) COMMPOBOAUTCIILHBIC TMChMaA,
0) rapaHTHITHBIC MTHCHMA,

B) MUCHbMAa-TIOATBEPKICHHUS;

T') MUChMa-peKIaMaIliu.

14. doxyMeHT0000pOT — 3TO:

24



a) ABUIKCHUC NOKYMCHTOB B OpraHu3alvi ¢ MOMCHTA UX MMOJTYUYCHUS U CO3OaHUA

J0 MOMCHTA OTIIPABKHU HUJIW UCIIOJIHCHU A,

0) cozaHre ONTUMAIIBHBIX YCIIOBHM 111 pa0OTHI C IOKYMEHTAMU;
B) MPOLIECC CO3/1aHUs TOKYMEHTA.
15. Kaxkwue U3 3THX JOKYMEHTOB HAIPABJSAIOTCH OT BbIIIECTOSIEI0 YPOBHS

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. Opranusanus padoThl ¢ JOKYMEHTAMU HAUYUHAETCSH:
a) C UCTIOJTHEHUS IOKYMEHTa;

0) HampaBIIeHUS TOKYMEHTA Ha HCIIOJITHEHHE;

B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epeyeHb IK3AMEHAIHOHHBIX BONPOCOB:

Llenu, 3a1a4M ¥ IPUHLMIIEI COBPEMEHHOTO JIEIONPOU3BOICTBA

JIOKyMEHT Kak HocuTedb MH(GOpMAllMU U KaK CPEICTBO pealM3alMd YIPaBICHUYECKUX
GbyHKIHIA.

JIOKyMEHT: IOHSITHE U OCHOBHBIE TPEOOBAHUS K €T0 COCTABICHUIO

Knaccugukarus 10KkyMeHTOB

CoctaB 1 ocoO0eHHOCTH PabOTHI C KaIpOBON JOKYMEHTAIUEH

Pabota ¢ koH(pUIEeHIHATbHBIMU JOKYMEHTaMH

OcobenHoctu pabOThl ¢ OOpalleHUAMH U >Kajo0aMu OT TpaxkaaH [JoKyMeHT Kak
HOCUTEIb MH(POPMAIIUH U KaK CPEJCTBO peasln3allui YIpPaBICHYECKHX (QYHKINH.
HopmartuBHO-1ipaBoBbIE U METOUYECKHE OCHOBBI JIEJIONPOU3BO/ICTBA

YHudukanmus M CTaHJapTH3alMs KaK OCHOBHBIE HAIPABJIEHHS COBEPILIECHCTBOBAHMS
JIOKYMEHTalU. DTarnbl JOKYMEHTO000pOTa B OpraHu3aluu

Opranuzanus paboThl ¢ TOKYMEHTaMHU.

Wupexcanus 10KyMEHTOB, IIpaBUJIa MHAEKCAIIUN JOKYMEHTOB

KoHTposnb, 32 HCIIOJTHEHUEM TOKYMEHTOB

[TonroroBka Jes1 K apXUBHOMY XPAHEHUIO

DJEeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHU3aluu

Opranuzanus JOKyMeHT000opoTa

Peructpanus 10kymMeHTOB

KoHTpo:b ucnonHenus J0KyMEHTOB

CucremaTu3zanus ¥ XpaHeHHE JJOKYMEHTOB

®enepasibHOE 3aKOHOJATENbCTBO 00 opranuzamuu 1OV, TpeGoBaHus yHUPUKALUU U
CTaHapTU3aLUH.

OcHOBHBIE HampaBlIEHUSI COBEPIICHCTBOBaHMS cocTaBa U (OpM JIOKYMEHTOB B
couuanbHOM cdepe.

Bunaelt  n1oxkymMeHTOB  (pacmopsIuTeNbHbIE, OpraHu3alloOHHbIE, WH(GOPMAIMOHHO-
CIIPABOYHBIE) U UX XaPAKTEPUCTUKH.

IlepeyHn TOKYMEHTOB C THIIOBBIMU CPOKaMH XpPaHEHUs. 3HAYCHHUE NEPEUYHEN U MOPSA 0K
UX IPUMEHEHUS B JIEIIONIPOU3BO/ICTBE.

Opranu3zanuoHHble (OpMBbI Jenonponu3BoAcTBa. VX 3aBUCUMOCTh OT cHELM(DUKH H
OpPraHU3aLMOHHOMN CTPYKTYpPBI YUPEKICHUS.

JlokymeHT0060poT. OnpeeneHue, XapakTepUCTUKAa OCHOBHBIX JJOKYMEHTOIIOTOKOB.
[TpaBuia opranuzanuu JOKyMEHTOO0OPOTa OPraHU3aIHH.

JIoKyMeHTOOO0POT Kak >(PQPEKTHUBHBI HMHCTPYMEHT ONTHUMM3ALMU YIPaBIEHUYECKUX
pELICHU.
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27.
28.
29.

30.

31.
32.

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

40.

TexHonorust paboThl ¢ OOPAIEHUSIMU TPAXKIAH B ICTONPOU3BOICTBE OPTaHU3AIHIH.
TpeOoBaHMs 3aKOHOIATEIILCTBA K OPraHU3aI[UH pa0O0ThI ¢ 00OpAIEHUAMH TPaXKIaH.
Homenxknarypa nmen, e€ 3HadeHue, BHUIbI HOMEHKIATYp JEJI, METOJHMKA COCTaBICHUS
HOMEHKJIATYp JCII.

[TonsITHE «IKCNEPTU3BI IGHHOCTHY JTOKYMEHTOB B JICIIONPOU3BOICTBE, 3314l U TOPSIOK
IIPOBEJICHUSI.

TenaeHInu pa3BUTHS JEKTPOHHOTO IOKYMEHTOO00pOTA.

[IpaBoBOl cTaTyc SJIGKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIIbHOC W HOPMATHBHOE
pEryIMpOBaHKUE UCIIOJIb30BAHUS YJICKTPOHHBIX JOKYMEHTOB. DIIEKTPOHHBIC IOKYMEHTHI 1
0a3bl TAaHHBIX B COIMAIBHOMU cdepe.

JIOKYMEHTBI HO IMYHOMY COCTaBY U UX OCHOBHBIE BUJIBI.

Orarbl 00padOTKH BXOASIIUX JOKYMEHTOBR.

[TepBuaHas 00pabOTKa BXOIAIIMX JOKYMEHTOB.

[TpuHsATHE YIIPaBIEHYECKOTO PEIICHUS 10 KOHKPETHOMY JIOKYMEHTY.

O0paboTka OTHPABIIAEMBIX JOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

@DopMBI  peTHCTpAllMM  JTOKYMEHTOB:  IIEHTPAJU30BaHHAs, JICIICHTPAIU30BaHHAS,
CMeEIIaHHasl.

KoHTpob HcroIHeHUsT JOKYMEHTOB.
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