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1 [lmanupyembie pe3yabTaThl 00y4eHHUS M0 JUCHHUILUIUHE, COOTHECEHHbIE C
ycranoBjaeHHbIMHM B OIIOII BO unankaTopamMu 10CTHKEHHS] KOMIIETeHIIHIA

1.1 Ilepeyenb KoMneTeHU i, GOPMUPYEMBbIX YUeOHOM THCUMTILINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

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

3HaTh (3): 3HATH HOPMATHBHO-TIPABOBBIC M METOIMYCCKHC
JIOKYMEHTHI, pETJIaMEHTUPYIOIIUE BOIIPOCHI
JeNTOTIPOU3BOJICTBA M JTIOKYMEHTOOOOPOTa; 3HATh OCHOBHEIC
TpeOOBaHMsI K COCTABICHUIO JOKYMEHTA; 3HATh OCHOBHBIC
HalpaBlieHHe B padoTe C MOKyMEHTaMH MO yHHU(UKAIWUA U
CTaHJIapTH3AIMK JIOKYMEHTOB; 3HATh OCHOBHBIC TPEOOBaHUS
K COCTaBJICHUIO JIOKYMECHTOB; (YHKIMU JOKYMCHTA,
KI1acCU(UKAIMIO IOKYMEHTOB, CIIOCOOBI IOKYMEHTHPOBAHMUSI,
3HaThb COBpPECMCHHBIC TEXHHUYCCKHEC cpeacTBa u
UHQOPMAalMOHHBIE ~ TEXHOJIOTHH,  HWCIIOJB3YeMbIE  IpH
pelIeHNH KOMMYHHUKATHBHBIX 3a/1a4.

VYmerp (YV): YMeTh IpaMOTHO HCIOJIB30BaTh ITOUCKOBBIC
BO3MOXXKHOCTH CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOPOTa;
pa3bupatbcsi B KiIaccu(HKaTOpax pa3invHbIX BHIOB, YMETh
IIOJIE30BaTHCSI HOMEHKIATYPOH eI, TIepeYHsAMU JTOKYMEHTOB
C pa3JIMYHBIMU CPOKaAMU XpaHCHUA.

Baagers  (B): BJIQJIETh  TOHATUHHBIM  almapaToM
TACITATITIHEL; BIIAZICTh HaBBIKAMH HCITOJIB30BAHMS
COBPEMEHHBIX TEXHUYECKUX CPEACTB W MH(POPMAIMOHHBIMHU
TEXHOJIOTUSIMH TIPH PEIICHUH KOMMYHHUKATHBHBIX 3ajad
MOJATOTOBKH OCHOBHBIX BHJIOB JTOKYMEHTOB, MCIIOJIB3YEMBIX
pabOTHUKAMHU.

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

3Hathb (3): CoBpeMEeHHYIO OpraHU3alHio JOKYMEHTO000pOTa
n  TeHAeHUMHM uctonb3oBaHuss ACJ/l; 3HaTh  ATambl
JOKYMEHT0000OpOoTa B  OpraHu3aliy; 3HAaTb IpaBHia
perucTpaudd M HMHIACKCUPOBAaHHS JOKYMEHTOB; 3HATh
OpPraHM3alMI0 KOHTPOJISI HaJ MCIOJIHEHHEM JOKYMEHTOB.
3HaTh OCHOBHBIE TPeOOBaHMsSI K apXMBHOMY XPaHEHHUIO JICI;
3HaTh OPraHU3AIMIO ONEPATUBHOIO XPaHEHHS JOKYMEHTOB B
TEKYIIEM JeJIOPOU3BOJICTBE.

Ymetb (Y): yMeTh BeCTH [I€JIOBYIO MEpPENUCKY, YUUTHIBAs
0COOEHHOCTH CTUJIMCTHKH O(QUIHATIBHBIX U HEOPHUINATBHBIX
IUCEM,  COLMOKYNbTYpHbIE  pa3nuuusi B ¢opmare
KOPPECTIOHACHIINY Ha TOCYJapCTBEHHOM M HWHOCTPaHHOM (-
bIX)  f3BIKAaX; yYMETb  COCTaBIATh M  O(POPMIATH
yIpaBJIEHUYECKHE, HHPOPMALIMOHHO-CITPABOYHBIE
JIOKYMEHTBI, B COOTBETCTBHH C TPEOOBAHUSMHU IPABOBBIX
aKTOB W CTaHAAPTOB; YMETh BHEAPSATh pPaIOHAIBHYIO
TEXHOJIOTHIO IpHEMa, TPOXOXKACHHA, TOATOTOBKH U
OTIPaBKH JOKYMEHTOB B TpPAIWLMOHHBIX YCJIOBUSX M B
ycnoBusiX pabotsl ¢ npuMmeneHuemM ACY.

Bnaners (B): HaBbIkaMu COCTaBleHHS U OQOPMIICHUS
OpTraHU3aIMOHHO-PACTIOPSANTEIBPHOH ©  WH(POPMAIIMOHHO-
CIIPaBOYHOM NOKyMeHTaIuy, ¢ mpumeHeaneM ACY; Bi1aieTsb
HaBelkaMu pPaboTel B cucteme ACY; BiameTs HaBBIKAMH
MPaBUIILHOTO IPUMEHEHHUs] HOPMATUBHBIX NPABOBBIX aKTOB,
METOJIMYECKUX JTOKYMEHTOB, PETJIaMEHTHPYIOLINX BOIPOCHI
JIEJIONPON3BOJICTBA M IOKYMEHTO000POTA.




2. llean m 321241 OCBOCHUSA Y4eOHOM TUCHUILUIMHBI, MECTO JUCUMILIMHBI B CTPYKTYype
OI1011 BO

Jucuunnuna «/lenonpons3BoacTBO» OTHOCUTCS K 4acTH (HOPMUPYEMOIl ydyaCcTHHUKAMU
00pa30BaTeNbHBIX OTHOLICHUH OCHOBHOW MNpo(ecCHOHANBbHONW 00pa3oBaTeNbHON MPOTrpaMMBI
Beiciiero oOpaszoBanus 38.03.10 JKunmimHoe XO3SHCTBO W KOMMYHalbHas WH(PACTPyKTypa,
npod b «YTIpaBIeHNUE KUIHITHO-KOMMYHAJIbHBIM KOMILIEKCOM.

[lenbto W3y4YeHUS MAUCUUIUIMHBI - SBISETCS (QOPMHUPOBAHUE Yy CTYJEHTOB 3HAHUM
TEOPETUYECKHUX M MPAKTUUYECKUX OCHOB CO3JaHMs JOKYMEHTOB B CUCTEME YIPAaBIICHUS, a TAKXKe
npuoOpeTeHne HABBIKOB T'PaMOTHOM ©  A(PQEKTUBHOM  OpraHM3allid  COBPEMEHHOIO
Jenonpoun3Bojcrea Ha npeanpuatun KKX.

JUia peanu3anuu IOCTAaBICHHOW LIE€JIU, B IPOLIECCE OCBOCHMS AUCLMIIIMHBI
«Jlemonpon3BoaCTBO» ObUIH COPMHUPOBAHBI CIICAYIOLINE 3aa4u:

— U3YyYUTh  3aKOHOJATeNbHBIE M  HOPMATUBHO-METOJUYECKHE  JTOKYMEHTHI,
periameHTHpyomue padboTy ¢ J0KyMEHTaMH OpraHu3aluu;

— O3HAaKOMHTh C TPaBWJIAMH COCTaBJICHHS U OQOPMIICHUS YIPABICHUYECKHX
JIOKYMEHTOB;

— O3HaKOMHTH OOy4arolMXcsi ¢ TpPeOOBaHHWAMU HOPMATHUBHBIX MPABOBBIX aKTOB,
periaMeHTHPYIOLIMX HOPSAIOK CO3/IaHUS U IBUKEHUS TOKYMEHTOB;

— cdopMupoBaTh y 00y4arolMXcsl NMPAKTUYECKUE HABBIKM FOPUINYECKH IPAMOTHOIO
o opMIIEHHS TOKYMEHTOB, C YUE€TOM IOJIOKEHHI HOPMaTUBHBIX JOKYMEHTOB;

—  U3YUYUTh NOPSAJOK pabOTHI C TMUYHBIMU U CITYKEOHBIMH IOKYMEHTAMU;

— o0ecrneynTh yCBOEHHE OCHOBHBIX MPaBUJl 00paOOTKH U XpaHEHUs JOKYMEHTOB.

— chopMupoBaTh HAaBBIKM COCTaBICHHS © O(GOPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBICHUS;

—  M3YYUTh paboTy CIIyKOBI JOKYMEHTAILIMOHHOT'O O0ECTIEUEeHHUs YIIPABICHHUS;

— O3HaKOMMTb ClymiaTeJedl C COBPEMEHHBIMM  TEXHOJOTHMSMU  OpPraHMU3alMH
JIOKYMEHTO000pOTa MPENNPUATHIA U OpraHU3alIiii.

3. O0beM y4eOHOM TUCHUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKa3aHHeM KOJIMYecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢
npenoaasareJieM (110 BUIAM Y4eOHbIX 3aHATHH, TEKYLIUH ¥ IPOMEKYTOYHBIH KOHTPOJIb MO
AUCHHUIINHE) H HA CAMOCTOATEIbHYIO pa0doTy 00y4aromuxcs

3.1 Ounas ¢popma oOyueHus

Buj yue6HO#M paboTh 2 ceMecTp

OO6m1ast Tpy0EMKOCTh TUCIUIUIMHBI, 3a4€THBIX SIUHUIL 4
4acoB 144
AyauTopHasi (KOHTaKTHasi) paboTa, 4acoB 32,2

B T.Y. 3aHSATHUS JIEKIIMOHHOTO TUIIA 16
3aHSTHS] CEMHHAPCKOTO TUTIA 16
ITPOMEXKYTOUYHAs aTTeCTallUs 0,25
CamocrosiTesibHasi padoTa 00y4arOIMXCs, 4YacoB 111,75
By npomeKyTo4HOM aTTecTalnu 3a4eT

4. Conep:kanue JUCHUIVIMHBI, CTPYKTYPHMPOBAHHOE 110 TeMaM (pa3jiesiaM) ¢ yKazaHueM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJleMHUYeCKMX YaCOB U BHI0B Y4eOHBIX 3aHATHI

4.1 Ilepeuenv pazoenoe OucCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCHU AYOUMOPHOU
(KOHMAKMHOIL) U CAMOCHOAMENbHOU PAOOMBbL, 6U006 KOHMPOEl U NePeuHs KOMNEemeHyul
Ounas ¢popma oOyueHust



Tpyn0eMKOCTh, 4aCOB Kong
B TOM YHCIIE HawmmMenoBanue | KOMIETEHIMU
HaumenoBaHnue paszaenoB U TeM ayIUTOPHOU OLIEHOYHOT O
BCETO .\ | camocTosTen
(KOHTaKTHOM) o CpeJCcTBa
BHOI paboTHI
paboThI
Pazgen 1. Teopernueckue IMpakrrueckast
32,4 6 26,4 6
OCHOBBI JIE€JIONIPON3BOJACTBA paooTta, TeCT,
1.1 Uctopus pa3BuTus pedepar, noxiaz
roCyJapCTBEHHOT'O 12,5 2 10,5
JIeTTONPou3BOJIcCTBa B Poccuu VK-1
1.2 Ilenn, 3amauu ¥ TPUHIMITBI
COBPEMEHHOT0 10,5 2 8,5
JICJIONPOM3BOJICTRA
1.3 Kunaccudukarus
(ucar 9,4 2 7.4
JIOKYMEHTOB
Paznen 2. CoBpeMeHHbIE [NpakTnueckoe VK-4
Tpe6GoBanus K 0()OPMIECHHIO 40 12 28 3ajaHue (Ha
ILOKyMeHTOB COCTaBJICHHUC U
2.1. HopMaTuBHO-TIpaBOBBIC W oopmrnenne
METOOUYECKUE 17,6 5 12,6 OpraHU3allMOHHO-
OCHOBEI JIETIONPOHU3BOICTBA PacOpAUTC/IEHEL
X IOKYMEHTOB)
2.2 CocraBneHue JIOKYMEHTOB, TecT,
OpraHH3altHOHHO- YCTHBII OTBET Ha
PacCHOpSAUTENBHBIX U 7 15,4
BOTIPOC [OKIA
HH(POPMAITHOHHO CIIPABOYHBIX
JIOKYMEHTOB
Paznen 3. Opranuzanus padboThl ¢ IpakTryeckoe YK-1, YK-4
. P A p 67,6 13,9 53,4 P
JOKyMEHTaMU 3agaHue (Ha
3.1 Opranusauus COCTaBJICHUE U
JIOKYMEHTO000pOTa B 12,6 2 10,6 oGopueHye
KaJApOBbIX
OpraHu3aluu
3.2 OcobeHHOCTH PAOOTHI € JOKYMEHTOR)
: 8 p . 16,1 3,75 12,4 JIOKyMEHTOB, TECT,
I?ja?f[pOBOH I[OKYMeHTgHI/IeI/I yYCTHBIH OTBET Ha
.3 Opranmuzanus paboThl ¢
P L P 20,3 4 16,3 BOIIPOC
00paNIeHUsIMY TPaXK/IaH
3.4 DeKTPOHHBIH
P 18 4 14
JIOKYMEHTOOOOPOT B OpraHU3aliu
HToro 3a cemecTp 143,75 32 111,75
I[IpomexyToUHasi aTTECTALHS 0,25 0,25 Urorosoe VK-1, YK-4
TECTHPOBaHHE,
MHUCbMEHHBIN
OTBET Ha
9K3aMEeHAIMOHH
bIil BOPOC
HUTOI'O no nucumiinHe 144 32,25 111,75
4.2 Coodepircanue oucuyuniunsl no pazoenam
Pa3nes 1. Teopernyeckue OCHOBBI JeJIONPOU3BOACTBA
esn — wu3yyeHHEe TEOPETHUYECKUX OCHOB PaA3BUTHUS TOCYHAPCTBEHHOM CHCTEMBI

nenonpou3BocTBa B Poccun.

33)13‘11/[ — HU3YUUTb OCHOBHBLIC IIOHATHA B CHCTCMC I[CHOHpOI/IBBOI[CTBa, I/I3y‘-II/ITI: neiu,
3a/la4yd W TPUHIUIIBI COBPEMEHHOTO JEIONMPOU3BOICTBA; M3YUYUTh OCHOBHBIC ATAIlbl Pa3BUTHUS
roCyJapCTBEHHOTO JIeJIONPOU3BOACTBa B Poccum.




IlepeyeHb yueOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Ucropus pa3BuTHs rocy1apCTBEHHOTO EJI0NPOU3BOACTBa B Poccun
1.2 Uenu, 3a1auu ¥ TPUHLIUIIBI COBPEMEHHOTO JEJIONPON3BOICTBA

1.3 Knaccudukamus TOKyMEeHTOB

Pa3nes 2. CoBpeMeHHbIe TpeOOBaHMS K 0(OPMJICHHIO JOKYMEHTOB

Hesmn — wusyueHwe TpeOOBaHMI W HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K
COCTAaBJICHUIO M O(GOPMIICHMIO OPraHU3aLMOHHO-PACIIOPAAUTENbHBIX M HH(POPMALMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ puMeHeHuem ACY.

3agaum — 1pHOOpeTeHHE HaBBIKOB IPUMEHEHHMsS HOPMATHBHO-IIPABOBBIX AaKTOB,
METOJMYECKUX  JOKYMEHTOB,  DPEIVIAMEHTHPYIOIIUX  BOIPOCHl  JEJIONPOU3BOACTBA U
JIOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUUYECKUX M IMPAKTUYECKHUX HABBIKOB B O(QOPMIICHUU
OpraHU3alMOHHO-PACHIOPSAUTENBHBIX 1 HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 31eMeHTOB pa3jea:
2.1. HopmaTuBHO-TIpaBOBBIC U METOMYECKHE OCHOBHI JAEIOIPOU3BOICTBA
2.2.  CocraBieHue  OpraHU3AIMOHHO-PACTIOPSIUTENFHBIX W HH(OpMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB

Pa3nen 3. Opranuszanus padorsl ¢ JOKyMEHTAMU

Hesn — u3yuuTh paboOTy CiIyXObl JOKYMEHTALMOHHOIO OOecHeueHHs! YIpaBJICHUS;
paccMOTpETh ATAIbl JOKYMEHTO000pOTa B OpPraHU3allu; PaCCMOTPETh OCHOBHBIE TPEOOBAHUS K
0o(opMIIEHHIO KaIpOBOM JOKYMEHTAIMH U JOKYMEHTAIMU 10 3asBUTEIIbHBIM JTOKYMEHTaM.

3agauun: O3HaKOMUTH OOyYarOMIMXCS, C TPEOOBAHUSIMU HOPMATHUBHBIX MPABOBBIX AKTOB,
PErJIaMEHTUPYIOLUX TOPAJOK CO3MaHMS M ABUKCHUSA JOKYMEHTOB;, O3HAKOMUTBH CTYACHTOB C
ATalaMy MPOXOKJAEHHUS JTOKYMEHTOB; COPMHUPOBATh y OOYYaroOIIMXCS MPAKTHUECKUE HAaBBIKU
IpaMOTHOTO O(QOPMIICHUS IOKYMEHTOB, C YYETOM IIOJIO)KEHHH HOPMAaTHBHBIX JOKYMEHTOB;
U3YYUTh TOPSIIOK pabOThl C JUYHBIMU U CIIY’)KEOHBIMHM JIOKYMEHTaMHU; OOECIeYUTh YCBOEHUE
OCHOBHBIX NpaBWJl 00pabOTKH TOKYMEHTOB ¢ mpuMmeHeHneM ACY; 03HaKOMUTH clymiatesien ¢
COBPEMEHHBIMH TEXHOJIOTHSIMU OPTaHU3aluK JOKYMEHTO000pOTa IPEAIPUITUNA U OpraHU3auil.

ITepedyenb y4eOHBIX 2JIeMEHTOB pa3jeJia:
3.1 Opranuzamusi J0KyMeHTO000pOTa B OpraHu3aluu
3.2 OcobeHHOCTH PabOTHI ¢ KaAPOBOH JTOKyMEHTAIHEH
3.3 Opranwuzanus paboThl ¢ 00palIeHUsIMU TPaxaaH
3.4 DNEeKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aIuN

5. OueHo4YHbIe MAaTEPHAJIBI MO TUCHUILIHHE
OrneHouHBIE MaTepHANBl M0 TUCIUILUIMHE TMPEACTaBIeHbl B BHUAE (OHIA OIECHOYHBIX
CPEJICTB.

6. MaTepnajbHO-TeXHUYECKOE U YUeOHO-MeTOIN4YecKoe o0ecneyeHne 1 CHUUIIUHbI
6.1 Ilepeueny  yuebno-memoouueckozo obecneuenusn no oucyuniune
«/lenonpouszeoocmeo»

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

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




6.2 Ilepeuens yueoHvix uzoanuil, He0OX00UMbBIX 0J11 0CE0CHUA OUCUUNTIUHDBL

No | ABTOp, Ha3BaHUE, MECTO U3JJAHUS, TOJ Ccpuika Ha yueOHoe uzganue B ObC
/11 W3JIaHUs, KOJIMYECTBO CTPAHUI]

OcHoBHas:

MakapoB B.M. Teopust MeHeIKMEHTa:
1 |VYue6. [Tocobue. Cnod.: U3n-Bo http://ebs.rgazu.ru/index.php?g=node/3021
ITomurexu. Yu-Ta, 2012. 125 c.

Maptsinosa, A. HO. Beenenue B
MEHEDKMEHT : yueOHoe mocodue / A.
FO. MapteinoBa. —YabsinoBck : Yl TV,
2010. — 172 c. ISBN 978-5-9795-0740-8

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

JononaurenpHas
Memaruxuna, JI. 0. MenemkMeHT
MaJjoro MpeaIpUHUMATEIHLCTBA

yuebHoe mocobue mis By3zoB / JI. HO.
[lemaruxuna, K. C. lununema, M. T
1 |CunskoBa. — 2-e¢ u3n., ctep. — 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:

VYrpaBieHue NpoeKTaMu : y4eOHUK IS
By30B / B. H. OctpoBckas, I'. B.
Boposnosa, O. H. Momorogsa [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 : >E€KTPOHHO-OMOINOTEUHAs
cucrema. — URL:
6.3 Ilepeuens IneKmpoHHBIX 00PA306AMENbHBIX PECYPCOB
Ne DJIeKTPOHHBII 00pa3oBaTelbHbIil pecypc Joctyn B DOP (cerb UHTEpHET, JIOKATbHAS
n/n ceTh, ABTOPU30BAHHbII/CBOOOAHBII A0CTYN
1 Poccuiickas HaloHaIbHas OMOIMOTEKA http://nir.ru/lawcenter_rnb
[DnexTpoHHBIN pecypc]
2 Poccuiickas ['ocynapcTBenHast Onbnmoreka http://www.rsl.ru
[aeKTpOHHBIH pecypc].
3 DdenepanbHbIii 00pa30BaTENBHBIN MOPTAI http://www.ecsocman.edu.ru
«DKOHOMHKA, COIMOIIOTHSI, MCHEIPKMEHT)

6.4 Coepemennvle npogheccuonanvuvie 6azpl OAHHBIX, UHPOPMAYUOHHBIE CHPABOUHbLE
cucmembsl u TUWEH3UOHHOE NPOZPAMMHOE 00ecneyenue

CoBpeMeHHbBIEe TPO(ecCHOHATBbHbIE 0a3bI JaAHHBIX
1. https://rosstat.gov.ru/ - ®enepanpHas ciry)0a rocy1apCTBEHHON CTaTHCTHKH.
2. https://cyberleninka.ru/ - wayunast 37aeKTpOHHas OHOJIMOTEKA OTKPBITOrO JOCTYyIIA
(Open Access).
3. http://link.springer.com/ - monHOTEKCTOBas KOJUIEKIUs (0a3a JaHHBIX) IIEKTPOHHBIX
KHUT u3/1aTenbcTBa Springer Nature.
4. http://fcior.edu.ru/ - denepanbHblii IEHTP HHPOPMAIHOHHO-00PA30BATEIILHBIX

pecypcoB.



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/

5. http://window.edu.ru/ - Wudopmanuonnas cuctema «EamHoe OKHO gocTyma K
00pa3oBaTeNbHBIM PeCypcam»

NndopMmanmoHHbIe CTIPABOYHbIE CHCTEMbI
1. HudopmauumonHo-crpaBouHas cucrema «I'apant». — URL: https://www.garant.ru/
2. MWudopmammonno-cnipaBoyHass cucrtema «Koncymerant Ilmoc». — URL:
http://www.consultant.ru/
3. ®ecnepanbHas ciry:kba rocy1apcTBEHHON cTaTUCTHKH - http://www.gks.ru

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

5. Odummaneusiii caiit Ilpesunenta Poccuiickoit deneparnuun

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

7. Caiitr «ApxuBbl Poccum» mon srumoit denepaqbHOrO0 apXWBHOTO areHTCTBA
(Pocapxmusa) http://www.rusarchives.ru

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

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

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

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

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

JInueH3noHHOE MPOrpaMMHOe obecreueHne

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

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

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

4. Beounap (Adobe Connect v.8, Zomm, Google Meet, Skype, Mupamnomnuc),
porpaMMHOe oOecrieueHre 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 IlepeyeHb y4eOHBIX ayIMTOPHIi, 000PY10BAHUS M TEXHHYECKHUX CPeICTB

o0yueHust
IIpennasnauenue Ilepeuensn
NoMelleHust Hauvenosanue kopnyca, o0opyaoBaHusi (B T.4. BHUPTYyaJbHble aHAJIOIH) U
Ne nomemenust (ayauropum)
(ayauTopumn) TeXHMYECKHUX CpPeCcTB 00yueHus ™
s sanamui | Y4eOHO-aIMUHUCTPATUBHBIHA Creunanu3upoBaHHas MeO0eb, Habop
JIEKYUOHHO20 MUna KopIyc. JIEMOHCTpaMOHHOTO 00opynoBanus, npoekrop EPSON
Ka6. 129. EB-1880, »okpaH HACTEHHBII MOTOPH3MPOBAHHBIN
SImMSCREEN
pIiz sanamui | Y4eOHO-aIMUHACTPaTHBHBIA | CrenansupoBaHHas MeOEsb, HaOOp JIEMOHCTPAIMOHHOTO
JAEKYUOHHO2O muna, | KOpIyc. 000pyIOBaHUS. W YUeOHO-HATILSITHBIX TIOCOOHH, MPOEKTOP
cemunapckozo  muna | Kao. 125,142 SANYO PLC-XV, »53kpaH HacTeHHBIH pYJIOHHBIN
(cemunapei, SimSCREEN
npaxmuyeckue
3auAmus,
NPAKMUKyMbl,
nabopamopnvie
pabomul,
KOJLIOKBUYMbL), ona
npoeedeHUst 2pyNnoGbix
KOHCYIbmayutl u



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

UHOUBUOYATILHOU
pabomvl 00yuaABUIUXCS
¢ nedazocuyeckumu

pabomuukamu, ons

npoeeoeHust

mexywe2o KoHmpous u

NPOMENCYMOYHOLL

ammecmayuu.

s Y4eOH0-aIMUHUCTPATUBHBIH [lepconanbubie kommbroTepel 11 mT. Breixog B

CamocmosimenbHou KOpIYyC. HHTEPHET, JOCTYI B 3JCKTPOHHYK HH(OPMAIIMOHHO-

pabomul [Tomemenue JUTst | 00pa3oBaTEIbHYIO CPEy YHHBEPCUTETA
CaMOCTOSTEIbHOM paboThL.
UuTaabHBIHN 3411
Y4eOHo-nabopaTopHbIit Crerpani3upoBaHHas MeOesb, Habop JEMOHCTPAITMOHHOTO
KOpIyC. 000py/IOBaHUS, MEPCOHANBHBIC  KOMIBIOTEPHl 11 1mT.
[Tomemenue st | Beixoq B WHTEpHET, JOCTYH B DJIEKTPOHHYIO
CaMOCTOSATEIbHOM paboTsl. | mHGOPMAIIIOHHO-00pa30BaTEIBHYIO cpeny
Kab. 320. YHUBEPCHUTETA
Y4eOHO-a IMIHUCTPATUBHBII CrenpanizupoBanHas MeOelb, Ha0Op JIEMOHCTPAIIMOHHOTO
KOpITyC. obopymoBaHU. ABTOMAaTH3MpOBaHHOE pabodee MecCTo
Ka6. 105. YueOnas aymuropus | IS WHBAJTUIOB-KOSICOYHHKOB € KOPPEKIHMOHHOW
IS Y9eOHBIX 3aHATUM | TEXHUKOW M HMHAYKOUMOHHON cuctemor OnCuc 290;
oOygaromuxcs W3  4Yucia | ABTOMAaTH3UPOBAaHHOE pabouee MECTO ISt
uHBaIMIoB U ul ¢ OB3 CTa0OBUIAIAX W  HE3PAYMX  MOJb30BaTeNlell  co

CTanMoHapHbIM BuacoyBenuuutenem aCuc 29 ON;
ABTOMaTU3UPOBAHHOE pabouee MeCTO UL
Ca0OBUISIIIUX W HE3PSYUMX  MOJb30BaTeNield ¢
nopraTuBHbIM BHuneoyBennuutenem OnaCuc 207 CF;
ABTOMaTU3UPOBAHHOE pabouee MecTo UL
CIa00BUASIINX U HE3PSUUX TOJb30BATENIECH ¢ YUTAIOIIEH
MammHOH O1Cuc 207 CN; AmmapaTHBI KOMIUIEKC C
¢yHKOMEH ~ BHACOYBEIWYCHHWSA M YTEHUS  JUIA
CTa0OBUIAIIUX W HE3psAUUX Imosk3oBarenein DnCuc 207
OS.




MuHHCTEPCTBO CeJIbCKOro xo3siicTBa Poccuniickoit @egepaunu
DenepanabHOE rOCyJapCTBEHHOE 0K0I:KeTHOE 00pa30BaTe/IbHOE YUPeKIeHNEe
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[CJIOHI)OHZ;BOIICTBO»

Hanpasnenue noaroroBku 38.03.10 XunuiHoe X0351WCTBO U KOMMYHAJIbHAS

uHODPACTPYKTYDA

HampasneHHocTh (poduiib) mporpaMMbl Y IPaBJICHHUE KUITUIITHO-KOMMYHATbHBIM

KOMIIJICKCOM

KBanudukauus bakanasp

®opma 00ydeHHsT OUHAS

bamammxa 2022 r.
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1.0nucanue noka3arteseil H KpUTepHeB OLCHUBAHNS IJIAHMPYEMBbIX Pe3y/JIbTATOB 00y4YeHHs 110 Y4eOHOM THCIUIINHE

KoMmnerennmii Nuauxarop VDOBCHE HaumenoBanue
C(l)OpMI/IPOBaHHOCTI/I OCIIS)OBHI/IH* H.]'Ial-[l/lpyeMbIe pe3yJbTaThbl oﬁyqe}mﬂ OLICHOYHOT0 CpeacTBa
KOMIIeTeHIN
VK-1. CrnocobeH | 3uarh (3): | oporoseIii 3HaTh: HOPMATUBHO-TIPABOBBIE W METOJMYECKHE MJOKYMEHTHI, | Pedepar, ycTHBIH OTBEeT Ha
OCYIIECTBIIATh TIOHNCK, | 3aKOHOAATEIbHBIC aKThl, | (YAOBJIETBOPHUTEIHHO) peTIaMeHTHPYIOIIIE BOTIPOCHI JIeITOTIPON3BOJICTBA U | BOMPOC MPaKTHYECKOE 3a/JaHMHeE,
KPUTHUYECKHUI aHaJIM3 U | TIOCTAHOBIICHMS, JIOKyMEHTO000pOTa; 3HAaTh OCHOBHBIC TPEOOBAaHMS K COCTAaBJICHUIO | UTOIOBOE TECTHPOBAHHUE, OTBET
cuHTe3 HMH(GOPMAILUH, | HOPMATUBHBIE  JIOKYMEHTHI JIOKyMEHTa; 3HaTh OCHOBHBIC HalpaBJICHHE B paboOTe ¢ JOKYMEHTaMHU | Ha SK3aMEHAI[HOHHBIA BOIPOC
MIPUMEHSTh perilaMeHTHPYIOIHe 1Mo yHU(HKAIMM U CTaHJapTHU3AIMU JOKYMEHTOB; 3HaTh OCHOBHBIC
CUCTEMHBIN MOAXO0J | OpraHU3aIHI0 TpeOOBaHUSI K COCTABJCHHUIO JOKYMEHTOB; (YHKUIUH JOKYMEHTA,
ULt peleHus | eNonporu3BOICTBA B KIacCU(UKAIMIO JTOKYMEHTOB, CIIOCOOBI TOKYMEHTHPOBAHUS; 3HAThH
MTOCTaBJICHHBIX 33724 oprarm3aryn JKKX COBpEMCHHBIC  TEXHHYCCKHE CpEACTBA W  HWH(POPMALHNOHHBIC
Ymerb: TIPUMEHSTh TEXHOJIOTHH, WCIIOJB3YeMbIe TMPH PEHICHHH KOMMYHHUKATHBHBIX
METOAMKH TIOMCKa, cOopa, 3amad.
0o0pabotkn  wHpOpMAaNHH, YMeTh: TPaMOTHO HCIIONIB30BATh IMIOMCKOBEIE BOSMOYKHOCTH CHCTEM
CHUCTEMHBI  TMOIXOA IS 3JIEKTPOHHOTO JOKYMEHTO000pOoTa; pa3dupaThCs B KilaccupukaTopax
pemeHus pa3IMYHBIX BHIOB, YMETh MOJH30BATHCS HOMEHKIATYpOH e,
IIOCTAaBJICHHBIX 3a1a4 NEPEYHAMN NJOKYMCHTOB C PA3JIMYHBIMU CPOKaAMU XpAHCHUA.
CHUCTEMbI ACJIOIMPOU3BOACTBA Bﬂa}IeTb: MNOHITUHHBIM armapaTrom JUCHUIIIIUHBI; BJI1aACTh
u }IOKyMeHTOO60pOTa HaBbIKaMH HUCIIOJIb30BAHUA COBPEMEHHBIX TCXHHYCCKUX CPCIACTB U
OpraHu3anuun I/IH(l)OpMaHI/IOHHI)IMI/I TEXHOJIOTUAMHN npu peuicHun
B.]'IalleTb: METOAaMH KOMMYHUKATUBHBIX 3aaa4 IIOATOTOBKH OCHOBHBIX BUIOB
nowucka, coopa u 06paboTKH, JIOKYMEHTOB, HCII0JIb3YeMbIX paOOTHHKOM;
JIuE peuenus IIpoaBUHYTBII 3HaeT TBepAO:  HOPMATUBHO-TIPABOBBIE U  METOJAMYECKHE Pedepar, ycTHBIN OTBET Ha
MOCTaBJIICHHBIX  3a7ad B (xopoo) JIOKYMEHTHI, pPErJIaMEHTUPYIOIIHNE BOMPOCH JENONPOU3BOJICTBA H | BOIPOC MPAKTHUECKOE 3aaHue,
CHCTEME JIIIOIPOU3BOICTBA JIOKYMEHTOO00pOTa; 3HATh OCHOBHBIC TPEOOBAHMS K COCTABICHHIO | MTOTOBOE TECTHPOBAaHUE, OTBET
JIOKYMEHTa; TBEpAO 3HACT OCHOBHBIC HAalpaBICHHE B Pa0oOTe ¢ | Ha HK3aMEHAIIMOHHBIA BOIIPOC
JOKYMEHTaMHU M0 YHH(QUKAIMH W CTaHIApTU3AIMH JOKYMEHTOB;
3HaTh OCHOBHBIE TPEOOBAaHUS K COCTABIICHHIO JOKYMEHTOB; (PYHKIINU
JIOKYMEHTa, KJ1acCU(pHKALUIO JIOKYMEHTOB, CHOCOOBI
JOKYMECHTUPOBAHUA; 3HATH COBPEMCHHBIC TEXHUYCCKHUEC CPCIACTBA U
MHPOPMALMOHHBIE TEXHOJOTHWH, WCIHOJb3yeMble TIPH PElICHUH
KOMMYHUKATHUBHBIX 3a1a4.
YMeeT yBepeHHO: HCIIOIb30BaTh NOMCKOBBIE BO3MOYKHOCTH CHCTEM
AIIEKTPOHHOT'O JOKYMEHTO0000pOTa; pa30upaThCs B KiIacCU(pUKATOpax
pasNMYHBIX BHAOB, YMETh IIOJB30BAThCS HOMEHKIATYpOH e,
MEepEeYHsIMU JIOKYMEHTOB C Pa3INYHBIMU CPOKAMHU XpaHEHHUs.
Biageer yBepeHHO: TIOHATHUHHBIM anmaparoM JAWCLMIUIMHBI;
BJIaZieeT HAaBBIKAMU HCIIOJIb30BAHUSI COBPEMEHHBIX TEXHHUYECKHX
cpeacTB M MHOOPMALMOHHBIMH TEXHOJOTHSMH NPU  PEIICHUH
KOMMYHUKATUBHBIX  3a/ad  IIOATOTOBKM  OCHOBHBIX  BHJIOB
JIOKYMEHTOB, HCTIOJIb3YEMBIX PaOOTHHUKOM.
Boicokuii 3HaeT  TBepAO:  HOPMATHUBHO-TIPABOBBIE M METOJMYECKHC Pedepar, ycTHBIN OTBET Ha
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(OTJIMYHO)

JIOKYMEHTBI, PEriaMeHTUPYIOIIHUE BONPOCHI JENONPOU3BOACTBA H
JIOKyMEHTO000pOTa; 3HAaTh OCHOBHBIC TPEOOBAaHMS K COCTAaBJICHHUIO
JIOKyMEHTa; 3HaTh OCHOBHBIC HaIlpaBJIeHHE B paboTe ¢ JOKYMEHTaMU
1Mo yHU(HKAIMM U CTaHJapTHU3AIMU JOKYMEHTOB; 3HaTh OCHOBHBIC
TpeOOBaHUSI K COCTABJICHUIO JOKYMEHTOB; (DYHKUIUHM JIOKYMEHTa,
KJacCcU(UKAIMIO JOKYMEHTOB, CIIOCOOBI JIOKYMEHTHPOBAHHUS; 3HATh
COBPEMECHHBIE ~ TEXHHYECKHE CpelcTBa M  HMH(POpMAaIMOHHBIC
TEXHOJIOTHH, HCIONB3YEMBIE IPH PEHIEHWH KOMMYHUKATHBHBIX
3a1a4.

YMeer yBepeHHO: HCIOIb30BATh IIOMCKOBBIE BO3MOXKHOCTH CHCTEM
3JIEKTPOHHOTO JIOKYMEHTO000pOTa; pazdupaThes B Knaccu(puKaTopax
pa3sNMYHBIX BHJOB, YMETh MOIb30BATHCS HOMEHKIATYpOH Jel,
MEePeYHSIMHU TOKYMEHTOB C Pa3IMIHBIMU CPOKAMH XPaHEHHUS.
Bianeer yBepeHHO: TOHATUIHBIM amnmapaToM JUCHUIUIMHBL
BIAJCTh HAaBBIKAMH HCIIOJH30BAHUS COBPEMEHHBIX TEXHHYECKHX
cpeAcTB M MH()OPMALMOHHBIMU TEXHOJOTHSIMH TP  pELICHUH
KOMMYHHUKaTHBHBIX  3aJjad  IOJATOTOBKM  OCHOBHBIX  BHJIIOB
JIOKYMEHTOB, UCIIOJIb3YEMBIX pa0OTHHKOM;

BOIIPOC NPAKTHICCKOC 3aJITaHUC,
HUTOTOBOC TECTUPOBAHUC, OTBET
Ha ’K3aMEHALMOHHBIN BOIIpOC

VK-4. Cnocoben
OCYIIECTBIIAT
JIETIOBYO
KOMMYHUKAIIHIO B
YCTHOW U NTUCbMEHHOU
(dopmax Ha
rOCY/IapCTBEHHOM
si3pIke Poccuniickoit
denepanuu u
HMHOCTPAHHOM (BIX)
sI3BIKe(ax)

3uate (3): CoBpeMeHHYIO
OpTaHU3AIHIO
JIOKYMEHT0000pOTa u
TEHICHIINH HCIIOJIH30BAHMUS
ACY

Ymersp (Y): BeCcTH A€NOBYIO

MEePETHUCKY, YUUTBIBas
OCOOCHHOCTH  CTHUJIMCTHKH
opUIHATEHBIX u
HeO(bI/II_[I/IaHI)HI)IX IMHUCEM,
COLMOKYJIbTYPHBIE Pa3IHuUs
B tdopmare
KOPPECIOHCHIMU Ha
rOCyJapCTBEHHOM u

WHOCTPAHHOM (-BIX) S3bIKAX.

Baagers (B): HaBbikamu
BEACHUS JIeIIOBOM
MEPETUCKH, YYUTHIBAs
0COOEHHOCTH CTHIIUCTKU
OopUIHATBEHBIX u

Heoq)I/IHI/IaJ'IBHBIX IMUCEM

IHoporoswrii
(YAOBJIETBOPUTEJIbHO)

3Haer: OcHOBHbIC TpeOOBaHUS K COCTABICHHIO JIOKyMEHTA.
OCHOBHBIC HalpaBlIeHHE B PadOTE ¢ JOKYMEHTaMH 0 YHU()HUKALIUHN U
CTaHIApTH3AIMA [TOKYMCHTOB; 3HAaE€T OCHOBHEIC TpeOOBaHHUS K
COCTaBJICHUIO JOKYMEHTOB; (DYHKIHH HOKYMEHTA, KJIACCH(HUKAIIUIO
JIOKYMEHTOB,  CIIOCOOBI ~ JOKYMCHTHPOBAHHSA,  COBPEMCHHEIC
TpeOOBaHUS K JOKYMEHTAIIMOHHOMY OOECIICUCHUIO YIIPABICHUS.
Ymeer: CocTaBisTh U OQOPMIIATE yNpaBICHUYECKHE TOKYMEHTHI, B
TOM YHCJIIC HH(bOpMaL[HOHHO-CHpaBO‘-IHI)Ie, B COOTBETCTBHU C
TpeOOBaHUSIMH TIPAaBOBBEIX AaKTOB W CTAaHIAPTOB; TPaMOTHO
HCIIONB30BaTh TIOMCKOBEIE BO3MOXXHOCTH CHCTEM 3JEKTPOHHOTO
JIOKYMEHTO000pOTa; pa3OMpaThCs B KIACCH(PHUKATOPAX Pa3THIHBIX
BUJIOB, YMETb IIOJIb30BAaThCSI HOMEHKJIATYPOH JieNl, TepedHsIMHU
JIOKYMEHTOB CO CPOKaMH XpaHEHHS.

Baageer: HaBblkaMHM TIPaBWIBHOTO IIPUMEHEHHMS HOPMATHBHBIX
IIPpaBOBBIX aKTOB, METOAUYCCKUX JOKYMCHTOB, PECTIIaMCHTHUPYIOIINUX
BOTIPOCHI JIEJIONTPOM3BOJICTBA M JOKYMEHTO000pOTA.

Pedepar, ycTHbIil oTBET Ha
BOIPOC MPaKTUYECKOE 3aJaHHE,
UTOTOBOE TECTUPOBAHKE, OTBET

Ha 3K3aMEHAIMOHHBIN BOIIPOC

IIpoaBuHYTHIN
(xopouo)

3HaeT TBep/10: 110 COBPEMEHHOH OpraHu3aui JOKyMEHT0000poTa 1
TeHaeHIH ncnoip3oBaHus AC/L; 3HaTh 3Tansl JOKYMEHTO000pOoTa B
OpraHM3aIliM;  MpaBWIa  PETHCTPAlMd W HHJICKCUPOBAHUS
JIOKYMEHTOB; 3HaThb OPTaHU3AIMI0O KOHTPONI HaJ WCIIOJHCHHEM
JIOKYMEHTOB; 3HAET OCHOBHBIC TPEOOBAaHHUA K apXMBHOMY XPaHCHHIO
JIel; 3HaeT OpraHU3alui0 ONEPAaTUBHOTO XPaHEHUS JOKYMEHTOB B
TEKYILEM JEIONPOU3BOACTBE.

YMeer yBepeHHO: BeCTH JICIIOBYIO0  TICPENKCKY, YYHTHIBAS
O0COOCHHOCTH CTHIIUCTAKH O(QUIUATBHBIX U HCOPHUIIUAIBHBIX MTUCEM,
COLIMOKYJIBTYpHBIC pa3ianyus B (dopMaTe KOPPECHOHICHIIMU Ha

Pedepar, ycTHBIN OTBET Ha
BOIIPOC IPAKTHYECKOE 3a/1aHUE,
HUTOTOBOE TECTUPOBAHHE, OTBET

Ha HK3aMEHaIIMOHHBIN BOIIPOC
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TOCYTapCTBEHHOM M MHOCTPAHHOM (-BIX) SI3BIKaX; YMEET COCTABIIATH
U 0ohOpMIIATH YIpaBJICHYECCKHE, WHGOPMAIIMOHHO-CIIPABOYHEIC
JIOKYMCHTBI, B COOTBETCTBUH C TPCOOBAHUSIMH IPABOBBIX AKTOB H
CTaH/AapTOB; YMETh BHEAPATH PAIlMOHAIBHYIO TEXHOJOTHIO TpUeMa,
MPOXOXKACHUS, TMOATOTOBKM W  OTHPaBKM  JOKYMEHTOB B
TPaIUIMOHHBIX YCJIOBUSIX M B YCIOBUSAX PabOTHI C NPUMEHCHHEM

ACY.
Biageer yBepeHHO: HaBBIKAMU COCTaBJICHHS U O(OPMICHHUS
OPTaHHU3AIOHHO-PACTIOPSAUTEILHON n nH(pOpManNOHHO-

CIpaBOYHON MOKyMeHTanuu, ¢ mnpuMeHenneM ACY; Bmageer
HaBblkaMH pabotsl B cucteMe ACY; BiageeT HaBbIKAMHU
NPaBIJIBHOTO  INIPUMEHEHHs HOPMATHUBHBIX IIPAaBOBBIX  aKTOB,
MECTOAUYCCKHUX JOKYMCHTOB, PErIaMCHTUPYIOIUX BOIIPOCHI
JeTONPOU3BOJICTBA U JOKYMEHTO000pOTa.

Beicokuii HNmeer chopmupoBaBiInecss cucTeMaTHdeckue 3HaHusi: 10 | Pedepar, ycTHBI OTBeT Ha
(OT/INYHO) COBPEMEHHOW OpraHu3allMid JOKYMEHTOOOOpPOTa U TEHJCHLMH | BONPOC MPAaKTHYECKOE 3a/aHHe,
ucronb3oBanuss  ACJl; 3HaTh OTambl  JOKyMEHTOOOOpOTa B | HTOrOBOE TECTUPOBAaHHE, OTBET
OpraHM3alliM;  MpaBWIa  PErHCTpPallMd W HHJACKCHPOBAHUSA | Ha 3K3aMEHAIIMOHHBIHM BOIpoOC
JIOKyMEHTOB; 3HaTb OpPraHU3aldl0 KOHTPOJSA HaJ MHCIOJIHEHUEM
JIOKyMEHTOB; 3Ha€T OCHOBHBIC TPEOOBAHMS K apXUBHOMY XPaHEHHIO
JIeNl; 3HAeT OPraHU3alMI0 ONEPAaTHBHOIO XpPaHEHUs JOKYMEHTOB B
TEKYILEM JIEIONPOU3BOACTBE.

HNmeer chopmupoBaBuIeecs: cUCTeMATHYECKOe YMEHHe: BECTU
JITIOBYIO  TIEPENHCKY, YYWTBIBass  OCOOEHHOCTHM  CTHJIMCTHKH
opunmManbHBIX M HEOQHIUAIBHBIX IMCEM, COLHOKYJIbTYpHBIE
pasnuuust B (opmare KOPpECHOHIEHLMH Ha TOCYIapCTBEHHOM U
MHOCTPaHHOM (-bIX) SI3bIKAX; YMEET COCTaBJIATh U OQOPMIATH
yIpaBieHYeCKHe, HHPOPMAIIMOHHO-CIIPABOYHBIE JIOKYMEHTHI, B
COOTBETCTBHHM C TPeOOBAHMSAMHU IIPABOBHIX AKTOB M CTAaHAAPTOB;
YMETh BHEAPSATh  PAIMOHAIBHYIO  TEXHOJOTHIO puema,
MNPOXOXKIEHUS, TOATOTOBKM U  OTHPaBKM  JOKYMEHTOB B
TPaAMIMOHHBIX YCIOBHSX W B YCJIOBHAX Pa0OTHI C NPUMEHEHHEM
ACY.

Moka3an cdopMupoBaBIIeecsi CHCTeMATHYeCKOe BJIa/IeHUe:
HaBbIKAMU  COCTaBJICHMS ¥  O(OpMIICHHS  OpraHU3alMOHHO-
pacnopsiIUTeNIbHON U MH(GOPMAIIHOHHO-CIIPABOYHON JIOKYMEHTALUH,
¢ npumenenueM ACY; BiajaeHHe HaBBIKAMH PaOOTHI B CHCTEME

ACY;  BmageHne  HaBBIKAMH  TPABWIBHOIO  NPUMEHEHHUS
HOPMAaTHBHBIX TIPaBOBBIX aKTOB, METOIMYECKUX JIOKYMEHTOB,
perIaMeHTHPYIOLINX BOIIPOCEHI JeTIOTIPOHU3BOJICTBA u
JIOKyMEHTO000pOTA.

* 3aUTCHO BELICTABIISIECTCS Ipu YPOBHE OCBOCHUA KOMIICTCHIIMN HEC HUKEC IIOPOTrOBOTO
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2. Onucanue HIKaJ OHeHUBAHUSA

2.1 lllkana oyenusanus Ha Imane MeKyuLe20 KOHmMpos

dopma Tekymero | OTcyrcTBue ycBoeHus | [Toporossrit [TpoaBuHYTHII (XOPOIIIO) Bricokuii (0TIMYHO)
KOHTPOJIA (HUKe OPOTOBOTO0) (YIOBIETBOPUTEIILHO)
Brmonaenue HE BBHITIOJIHEHA Wiu Bce | Pemeno 6onee 50% 3amanus, | Pemeno Gonee 70% 3amaHus, | Bce 3agaHus pelieHbl 0e3
IIPAKTUYECKOIO 3aJaHusl | 3aJaHus peiensl | HO MeHee 70% HO €CTh OIIUOKH omr0oK
HEMPaBUILHO
VYCTHBINM OTBET HA BONIPOC | HE BbIMOJHEHa 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/1a4 PEIICHBI.
Pedepar He BbimonHeHa wiu Bee | Llenbp w 3amaum pedepata | Llenp u 3amaun BwimonHenus | Llens nanmucanus pedepara
3a/1aHus pEIIeHBI | TOCTUTHYTHI 4acTU4HO. | pedepara JIOCTUTHYTHI. | JOCTUTHYTA, 3a/1auun
HEMPaBUILHO AKTYalnbHOCTh TeMbl | AKTyaJbHOCTh TeMbI pedepaTa | pemieHsl.  AKTyalbHOCTb
pedepara ompeJieNieHa | MOATBEPKICHA. Pedepar | Tembr WCCJICIOBAHUS
HeyOeautensHO. B pedepare | BBINOIHEH ¢ HE3HAYUTEIBHBIMU | KOPPEKTHO u TMIOJIHO
BBISIBIIGHBI ~ 3HAYUTEJBHBIC | OTKJIOHEHUSIMU OT TpeOOoBaHM | 000CHOBaHA. Pedepar
OTKJIOHEHHSI OT TpeOOBaHUM | METOJUYECKHUX yKa3aHUMU. BBITIOJIHEH COTJIaCHO
METOJAMYECKUX YKa3aHUH. TpeOOBAHUSIM.

2.2 lllkana oyeHusanus Ha ymane NPOMeICymouHol ammecmayuu (3auem u IK3amen, Kypcoeas paboma)

®opmMma
NPOMEKYTOMHOH Orcyrersue  yeBOCHHA IToporosslii (ynosnerBoputenabHo) | [IpoaBuHYTHIH (X0OpoI1IO) Beicokuii (0TIHYHO)
aTTecTalyu (HMKE IOPOTOBOTO)
Brimosinenue
UTOTOBOTO Menee 51% 51-79% 80-90% 91% u Gonee
TECTUPOBAHUS
OtBer Ha | HEe BbITOJHEHa uiu Bce | Llenb 3| 3aJ1a4n Bompoca | [ens u 3agaun | Llenp Hamucanus oTBeTa Ha
HK3aMEHaIlMOHHBIN 3aJaHus pEeLIeHBI | TOCTUTHYTHI YAaCTUYHO. | BBIMOJIHEHUS BOIPOCA | BONIPOC JIOCTUTHYTA, 3aJlauu
BOTIPOC HETPaBUIHHO AKTyanpbHOCTH TeMbl pedepara | JOCTHTHYTHI. peIeHBI.

orpeJiesnieHa HeyOeAUTENbHO. AKTyaqbHOCTb TEMBbI

pedeparta moaATBEpIKIACHA.
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPHAJIbI, HEO0X0AUMBbIE IJISl OLlEHKH
3HAHWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA JAeSITeJIbHOCTH, XaPpAKTEPU3YIOIIUX ITATbI
(opMupoBaHus KOMIETEHINI B poLiecce 0CBOeHHs 00pa30BaTeILHON NPOrpaMMBbl

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

3aganme 1. 3amonHuTh TAOMUIy, C Y4YETOM  paclpeneleHusi 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Hassanue noxymenra UYro perynupyer JOKyMEHT, Buns! 10KyMeHTOB
OIMCAHHE (mpuBenuTe
IpuMep)

KonudunmpoBannbie 3aKoHbI

Vka3bl u pactiopsbkenus [Ipesunenta Poccuiickoit @enepannu, MOCTaHOBICHUS
[IpaButenscTBa Poccuiickoit denepanuu B chepe 1e0mpon3BoaCTB

3akoHoJareabHbIe akThl CyObekTOB Poccuiickoit deneparnuu 1 npaBoBbI€ aKThl, IPUHUMAEMbIE
OpraHaMHM HUCIOJIHUTENIbHOM BIacTH cyObekToB Poccuiickoit denepanuu

HopmaruBHbIe paBOBBIE aKTHI (hefepabHBIX OPraHOB UCTIOHUTEFHON BIIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIYX0, ar€HTCTB U JIp.), PEIIaMEHTHUPYIOIIHNE BOIPOCHI
JIOKYMEHTAIIMOHHOT0 00eCreyeH st

TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHAAPTHI B 00JIACTH JOKYMEHTAIIMOHHOTO
o0ecnedyeHus yrpaBaeHHs

TexHuveckue peraMeHThl U HallMOHAIbHbIE CTAHIapThl B 00JIACTH JJOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrpaBJieHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHUKO-PKOHOMHUYECKOM U COIlHaIbHOMN I/IH(I)OpMaI_II/II/I

yHI/I(I)I/H_[I/IpOBaHHBIe CHUCTCMBbI JOKYMCHTAIIUN

3ananmue 2. 3anonHnuTe TaONMIy. Brinmmre BUaBI JOKYMEHTOB OTHOCHUTEHHO MTEPHUOJIOB:
[IpukazHoe 1e10IPOU3BOICTBO Komnnexckoe MuHucrepckoe
JIETIOTIPON3BO/ICTBO JIETOTIPOU3BOICTBO

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

3apganme 3. [TucbMeHHO oTBeThTE Ha Bompoc. OOBSICHUTE TEPMUHBI «YHHU(PHUKALUD» U
«cTaHgapTu3anus» nokymeHTa. Kak cooTHOCATCS 1aHHBIE TOHATHS?

3ananue 4. BriOepute U3 MpaBoil KOJOHKH OINpENeNeHus, OTHOCSIINECS K TePMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB 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

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

I1lo HaumMeHOBaHMIO [To mecty Ilo crenenu ITo conepxanuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam ITo Ha3HaueHHIO o ropuanueckoin ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3aganue 6. [[MCbMEHHO OTBETHTE HA CIEAYIOLIME BOIIPOCHI:

1.  Yro Takoe Aen0npou3BOACTBO?

2. Jlaiite ompeneneHue MOHITHIO «IOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC (YHKIINU JTOKYMEHTA.

4.  Kakue obmepoccuiickue KiacCu(pUKaTopbl HCHOJIB3YIOTCA TNpU  O(GOPMIICHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHCTEMa OpraHU3aldOHHO-
pacnopsIUTENIbHON JOKYMEHTAIUU?

6. Kakume paznuuaroT crnocoObl JOKYMEHTHPOBAHUS B 3aBHCHUMOCTH OT CpE/ACTB
JIOKYMEHTUPOBaHHUS?

7. UTo MOHMMAIOT NOJ FOPUAMYECKON CHIION JOKyMEHTa?

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

1.  VYcosepiuieHcTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUN

2.  Pa3BuTHe HOKyMEHTAIIMOHHBIX CIIY:KO Ha COBPEMEHHOM JTarie

3.  TexHuueckue CpeAcTBa, YHPOILAIOLIME BEJCHHE JEJIONPOU3BOACTBA HA
IPEIIPUATHH.
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4.

HCJ’IOBaﬂ MEPECIHNCKA - HCOTBEMIIEMOEC CPCACTBO CBA3U MPEAINIPHUATHA C BHCITHUMU

OpraHu3aLUSIMH.

5. Kax oBnazneTh HCKyCCTBOM JI€JI0BOIO IMChMA.

6 JIoKyMEHTUpOBaHUE YIIPaBIEHUECKOH 1€ATEIbHOCTH OPraHU3aluH.

7. JIOKyMEHT KakK CpeJICTBO 3aKpEIUICHHs U PETPAHCIIALNU UH)OpMAIIH.

8.  Mudopmaruzanms nenonpon3BoicTBa

9.  JlokyMeHTHpOBaHUE TPYJOBbIX OTHOLICHUH

10. KomnbroTepHbIE TEXHOJIOTUHU B ICTONPOU3BOJICTBE

11. AmnHanu3 JOKYMEHTOOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12. PabGora ¢ KoH}HUAESHIINATHLHBIMU TOKYMEHTAMHU

13. Opranuzanus paboThl ¢ JOKYMEHTaMH

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

15. MUcropust pa3BUTHs JOKYMEHTOBEIECHUS

16. CoBpeMeHHOE JTOKyMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranuzanus J0KyMEHTOOOOPOTAa: OCHOBHBIE ITpaBWJIa U ATAIbI.

2. Drtambl pa3BUTHS JeJIONPOU3BOACTBa B Poccun.

3. Cuyx0a nenonpou3BoCTBa U JOKYMEHTAIMOHHOTO 00eCIIeueH s YIIPaBICHHUSI.

4. HopmaruBHO-IpaBoBas 0a3a COBPEMEHHOIO JEJIONPOU3BOICTBA.

5. HopmartuBHas ocHOBa mpolecca JOKyMEHTHPOBAHUSI YIIPABIEHUS [IEPCOHATIOM.

6.  OpranuzanoHHbIE KJPOBbIE JOKYMEHTHI: COCTaB, COAEp KaHuE, MOPATO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7. JIomKHOCTHAs MHCTPYKLUS KaK OpraHU3allMOHHbIN KaJIpOBbIA JOKYMEHT.

8.  CocraB u BUIBI KaJIPOBOH TOKYMEHTAIINH.

9.  JlokymMeHTHpOBaHUE Mpolecca 0pOpPMICHHS TPYAOBBIX OTHOLICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekpetapp B CTpYKType YIpaBieHHUs

12.  OdwucHsle cpencTBa pabOTH C JOKYMEHTAMHU

13. 3nHaueHMe AJOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTH, KIACCU(PUKAIIHS
CIIy’kK€OHBIX JJOKYMEHTOB.

14,  Vuudukanus u cTaHgapTU3aNNUS JOKYyMEHTOB.

15. Jlenonpou3BOACTBO B OpraHax MCIOJIHUTEIbHON BiacTu. [lopanok paccMoTpeHus

oOpaleHuit TpakaH.

16. OcoGennocTtr opopmiieHHsI THPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. enomnpou3BoJCTBO B cOBpeMeHHOM Poccun

18. lemonpou3BOACTBO TOPEBOIOIMOHHON Poccun

19. Jlenmompou3BOACTBO B COBETCKYIO 3MOXy (1917-19911T.)

20. Opranu3zanus 10KyMeHTo00opoTa

21. Peructpanus JOKYMEHTOB

22. KOHTpOJIb UCTIONHEHUS TOKYMEHTOB

23. Cucremaru3anus ¥ XpaHeHHE JOKYMEHTOB

24. HowmenknaTypa aen opraHu3aiuu

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMSA K 0(OPMJICHHIO JOKYMEHTOB

3apanue 1.Pemute KkpoccBopa
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ITo ropusonTanm:

1.  pexBU3UT TOKYMEHTA, BBIPAKAIOIIMIA COTJIache WM Hecorjacue

JOJKHOCTHOTO JIMLA C COJIEPKaHUEM JTOKYMEHTA.

4. PEKBU3UT [OKYMEHTa, MPEICTaBIAOLMI €000 COOCTBEHHOPYUHYIO POCHHUCH
MOJTHOMOYHOI'O IOJKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSAIKOBOI0 HOMEpPA Jieja [0 HOMEHKIIATYpe U YCIOBHOE 0003HaYeHUE
CTPYKTYpPHOM 4acTH yUpexJeHUH, IPOCTaBIIieMble Ha 00JI0KKE Jiera.

8. NHUChMEHHOE TMpeNoXKEeHHWe O 3aKIYEeHUH JoroBopa (KOHTpaKTa) Ha
OTIpE/ICNIEHHBIX YCIOBUSX.

9.  3anMch MHQOPMAIMM HA Pa3IMYHBIX HOCHUTEINISAX IO YCTAHOBJIEHHBIM IPaBUIIAM,
00eCreunBaroIUM €€ IOPUINYECKYI0 CHUITY.

12. nBUKEHNE TOKYMEHTOB B OPraHU3alM¥ C MOMEHTA HX IOJyYEHHUS WM CO3/1aHus 110
3aBEepLICHUS UCTIOTHEHUS WIH OTIPABKH.

13 obpasen, 3TajoH, MOJENb MPUHUMAEMBIE 32 UCXOJIHBIE JJISI COMOCTABIEHUS C HUMH
JIPYTUX IPEIMETOB.

17. o6s3aTenbHbIN JIeMEHT oopmIleHUsT OPUIATEHOTO T0KYMEHTa

18 noxyMeHT, (GUKCHUPYIOIIMHA X0/ 3aceIaHusl, COBEILIAHHS.

19. COBOKYMHOCTh JOKYMEHTOB (WJIH JOKYMEHT), C(hOPMUPOBAHHBIX O KaKOMY-IHOO
IpU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 00JIOXKKY.

ITo BepTHKAIN:

2.  JTOKyMEHT, (PMKCUPYIOIIUH COTrjalleHHe CTOPOH 00 YCTaHOBJIEHHMHM KaKHX- JIHOO
OTHOILIEHHUH U YCIIOBUW UX PETYINPOBAHUSA.

3. JlokymeHT, coaepxauuii HHGOPMAIMOHHO-CIIPABOYHbIE, AHATUTHUYECKUE WIH
OTUYETHBIE CBEICHUS, TPEJICTABISIEMbIN PYKOBOJICTBY.

5. DJIEMEHT YJOOCTOBEPEHMsI MOMJMHHOCTH TOJAIMUCH JOJDKHOCTHOTO JIMLA Ha
JOKYMEHTaX, MpPeIyCMOTPEHHbIX HOPMATUBHBIMU aKTaMM, YJOCTOBEPSIONIMX IpaBa JIHII,
¢dukcupyomux (HakTel, CBI3aHHBIE ¢ (PUHAHCOBBIMHU CPE/ICTBAMH.

7. 3TO COBOKYINHOCTb pa3JIM4YHBIX CBEACHUMN, CHUCTEMa OPraHU30BAHHBIX JAaHHBIX,
OTPaKaIOMIUX MPOLECCH U COOBITUS OKPYKAIOIIEr0 MHpA.
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10. 1OKyMEHT, COCTaBJICHHBIH HECKOJBKUMH JIMLIAMH U  TMOATBEPKAAIOIINN
YCTaHOBJICHHBIC ()aKThI UJIU COOBITHSI.

11. wundopmanus Ha MaTepHaAIbLHOM HOCUTEIIE, UMEIOIask OPUANUECKYIO CHITY.

14. mnepedyeHb KaKUX-TMOO NaHHBIX (CBEIEHUI), PACIIONOKCHHBIX B OINPEACICHHOM
nopsiike (000pOTHAS U T.I1.)

15. mpaBOBOHl aKT, W31aBaeMbIii PYKOBOAMTEIEM OpraHa ToCyIapCTBEHHOTO
yhpaBieHUs (€ro CTPYKTYpHOTO MOJpa3/esieHus), NeHCTBYIOIMNA Ha OCHOBE €IMHOHAualus, B
[EJSIX pa3pelieHuss OCHOBHBIX M OINEPATHBHBIX 3a7ad, CTOSIIMX IEpea JaHHBIM opraHoM. B
OTJICNIbHBIX CIIydasXx MOKET KacaThCs UIMPOKOTO Kpyra OpraHu3aliii ¥ JOJDKHOCTHBIX JIUI
HE3aBHCHUMO OT IO TYMHCHHOCTH;

16. ropunuuecku oHOpPMIICHHBIN MTEPEYCHD TOKYMEHTOB.

20. 5TO pEeKBU3UT O(PUUIMAILHOTO JOKYMEHTAa, NPUAAIONNA HOPMATHBHBIN WM
IIPABOBOM XapaKTep ero CoJIep KaHuIo

3aganue 2. BuumatenbHo uzyunte pazaen 5 «OdopmieHre peKBUZUTOB TOKYMEHTOBY
'OCT P 7.0.97-2016. BeimosiHuTe 3a1aHUs, B CIy4ae HEOOXOAMMOCTH JT00aBhTE HEIOCTAOIIYIO
nHpopmanu:

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

3aganune 3. CocTtaBbTe H 0pOopMHTE MPUKA3LI MO OCHOBHOW /JeSITEJILHOCTH, H JApPyrue

pacnopsauTe/JbHbIe JOKYMEHTBI, HeOOX0ANMBIE B JAHHBIX YIIPABJICHYCCKHX CUTyalHsX.
Curyauus 1.

3amecturens aupektopa OOO «Otanmon» (3apeructpupoBaHo B T.Ilerpo3aBojcke)
[1.11.AGpamoB 1 nexaOps Tekyllero roja u3fan ykKazaHue O rpaduke OTIYCKOB Ha CIEAYIOIIUI
KaJIEHJApHBINA T0Jl, COTJaCHO KOTOPOMY PYKOBOJIWTENM CTPYKTYPHBIX MOAPA3JECIICHUN TOJIKHBI
IPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHMKOB C yKa3aHHUEM IIPENIoJIaraeMoro cpoka
OUYEpPEHOr0 OTIIyCKa B CIENyIolleM KajdeHaapHoM roay. Cpok mpenctaBieHus cnuckos — 10
nekabps Ttekyuiero roga. OtTheny KaapoB YKa3aHHEM MPEIIUCHIBAETCS COCTaBUTh CBOIHBIN
rpa¢uk ormyckoB pabotHukoB OOO Ha cienyromuii KajleHJapHBIA TOJ W TepelaTh ero B
JTUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHE IpaduKa Ha3Hau€H HaydajlbHHUK
otnena kaapos [Tankparosa O.}O. Cpok npexacraBnenus rpaduxa — 20 nexadps TEKyIero roja.

VYka3zanue ObUIO 3aBU3MPOBAHO HAYAJBLHUKOM OTJIENa KaJpOB, TJIABHBIM OyXrajaTepoM,
IOPUCKOHCYJIBTOM.
Curyanus 2.

Hupexkrop OOO «Otanon» (3apeructpupoBaHo B T.IlerposzaBoncke) JI.b.Ilomos 12
(eBpanst TEKyLIEro roja u3gajl paclopsbKeHUE O MPOBEAEHUN PEMOHTHBIX paboT B 1exe Ne 3 B
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CBSA3M C aBapUMHBIM COCTOSSHUEM OTONUTENBHOM CHCTEMBI Iexa. PacnopspkeHnem
MPEUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObLT Ha3HAYCH HAYAJIIbHUK PEMOHTHO-TEXHUYECKON ciykO0bl MakapoB [[.M. Cpok BBINOJSHEHUS
BceX pabot — 15 ¢eBpans Texymero roaa.

OcyiecTBiieHHEe KOHTPOJS 3a MPOBEJCHHEM pPEMOHTHBIX paboT BO3jaraioch Ha
HavyasibHUKa 11exa Ne 3 Antonona 1O0.B.

Pacniopsbkenue ObLIO 3aBU3MPOBAHO HAYAJIBHUKOM  PEMOHTHO-TEXHMYECKOM CIIyKOBbI
MakaposbsiM .M. u HauvanmpHukoMm mexa Ne 3 AntonoBsiM HO.B., 3amectutenem aupexropa
I1.1. AGpamMOBBIM.

3ananue 4. CocraBbTe U 0popMuTE CIIyKeOHbIE MUCHMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) ngomkHO ObUTO B
COOTBeTCTBUM C 1. 6 moroopa oT 10.07.2003 Ne 12/25 «O mocTtaBke MPOAYKIUU» IMOCTABUTh
3A0 «CAHJEPEJUUIA» (MockBa, Kpacnoropckas yi., n. 32, 111123, ten./dakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
Mecsa Koxanywo GypHutypy Ha obmyto cymmy 150 000 pyOneit. @aktuuecku xe GypHUTYpPBI
obut0 cmano Ha cymmy 120 000 pyGneit m HemomocTaBieHO Hpoaykiuu Ha cymmy 30 000
py6neii. CormacHo 1.8 J0roBopa 3a HEAOMOCTABKY MPOIYKIIMH [OJKHA OBITh yIJlaueHa
HeycTolka B pa3mepe 5%, 4To OT CyMMbl HEA0IIOCTaBKU cocTaBuio 1500 py6uieit.

Hupexkrop 3A0 «CAHJAEPEJUUIA» B.JI. ®enopoBa obparunack Kk aupekropy OOO
«IlepBas @Pabpuka» O.J]. CokonoBy c mnpocb0Oil NepeuyucIuTh Ha KX PACYETHBIA CUET
ykazaHHylo cymmy (1500 py6.). B mnporuBnom cinyuae 3A0 «CAHIEPEJUIA» Oyzner
BBIHYX/IEHO 00paTuThCsi B rocapobutpax. IlucbMo o HemomocTtaBke MNpPOIYKIUU  OBLIO
cocrasieHo ucnonautenem P.T. KOaunoii u noanucano @enopoBoit 12 aBrycra TeKyiiero rojaa.

3ananme 5. CocraBbTe H o0¢QopMHUTEe NOKJIAJAHbIE, U OOBSICHHUTEIbHbIE 3ANUCKH,
Heo0X0MMbIe B CJIEAYIOIIUX YIPABJIEHYECKHUX CUTYaIUsIX.
Curyanus 4.

Kyprep 3A0 «®apmay C.C. CoMOB peryisipHO omasjbiBajl Ha paboTy, yeM Hapymias
TPYAOBYIO AUCHUIUIMHY. 3aBenyromas kanuemspueid M.B. IllymunuHa HeogHOKpaTHO jaenaia
eMy 3ameuanus (B ycTHOU (opme), a 12 uioHs TeKyIiero rojaa Oblla BEIHYKJIEHa 00paTUTHCS C
JTaHHBIM BompocoM K ['eHepampHOMy nupekropy A.B. CenoBy ¢ JOKIaaHOHM 3amMcKoH, B
KOTOpOM Mpocuia NpuHATh Mephl JuciuiuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nes 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

HpI/IMepLI 3aJaHUH IJI BHINOJHEHUS HA NPAKTHYCCKUX 3aHATHUAX

3aganue 1. OQopMUTH KypHaN ydyeTa BXOJIAIINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aBtop-ormpaButens 3A0 «Dpa»; KpaTkoe
coJiepsKaHue (3aroJIoBOK) JaTa MOCTyIUIeHHs AokyMeHTa 21.12.2021 o cokpallieHuu mocTaBoK
THT 22.12.2007; noanucek ucnoaautens Ceprees.

3apganue 2. OpopMuTh KXypHan yuéra HCXOIAIMINUX TOKYMEHTOB:

Ne ni/m 152 153;ucnonnurens Pa3un; kpatkoe copep:kanue nata fokymenta 21.12.2021
o mpenorate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «Ilumot» ; Ne nena 4-
7.

3apanne 3. OpopMuTh KypHan yuéra BHYTPEHHUX JOKYMEHTOB:

No nokymenta 88; marta moxkymenta 08.01.2021; kro moammcan MBaHOB; KpaTkoe
coJiepKaHre 00 U3MEHEHHUE ITATHOTO PACIIMCaHUS; OTMETKa 00 ucnoiaHeHun Cupopos.

20



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

3ananne 4. Cexperapb-TIOMOIIHUK PYKOBOJIUTENS, IPEIBAPUTEIBHO IPOCMOTPEB
JIOKYMEHTAIMIO, TIOCTYMUBILYIO B OpraHU3alllio, IIepeaaeT ee BClo pykoBoauTento. [Ipu sTom B
Hanky ¢ JOKYMEHTaMH BKJIQ/IbIBA€TCs NMUChMEHHBI KOMMEHTapUi, BKIIIOYAIOIIUI CBEACHUS O
COCTaBe JIOKYMEHTOB, BONPOCAX, COAECPKAIIMUXCSI B HUX, OT KOTO MOJIY4YEHbI JTOKYMEHThI U KOMY
aJlpecOBaHBbI.

[IpaBmiibHO M B Y4peXJE€HUU MOHUMAIOT HAa3HAUEHUE OIEpaliyl «IIpelBapUTEeIIbHOE
paccMOTPEHHUE JOKYMEHTOB»?

KoHTpoJbHBIE BONIPOCHI:

1.  Kakue sTansl npoxodsT JOKYMEHTHI, OTIIpaBiIeHHbIe opranu3auueii? [IpencraBbre
KPaTKYIO XapaKTePUCTHUKY.

2. Kaxue 1OKyMEHTHI Ha3bIBAIOT MMOCTYMAIOIIMMHU, OTIIPABISEMBIMU U BHYTPEHHUE?

3.  Kakumm  nOKyMEHTaMH  pPYKOBOJICTBYIOTCS  TpM  TPOCKTHPOBAaHUH U
panroHaIM3ay JOKYMeHToo0opoTa?

3apanume S. CocTaBbT€ IOJOKEHHME O HOBOM CTPYKTYpHOM IMOJPA3ACICHUH B
aJIMUHUCTpalu ropoja banammxu (otTaen kaapoB, GUHAHCOBO-SKOHOMUYECKUN OTHEN, OTAENT
CTpaTernyeckoro pa3BuTus) B cootBercTBuM ¢ TpedboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(pOpMaruu, OHOIMOTEYHOMY M H3JIaTeNbCKOMYy nery. OpraHu3aluoHHO-
pacriopsauTenbHas JOKyMeHTaus. TpeboBaHus K 0QOPMIIEHUIO TOKYMEHTOB)
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3apanue 6. CocTaBpTe OpraHU3AIMOHHYIO CTPYKTYPY IETOMPOU3BOJICTBEHHOMN CITYKOBI
Bameii opranuszanuyu. YCTaHOBUTE II€pPEYEHb HOPMATUBHBIX JIOKYMEHTOB, KOTOPBIMH
MOJIB3YIOTCSL COTPYAHUKH CITyK0bI JIOY.
3aganme 7. Onpenenure, K KaKuM BHJIaM JIOKYMEHTOB OTHOCSITCSI IIPE/ICTaBICHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKIeHHE 00IecTBa
1.1. TomupiM (UPMEHHBIM HaUMEHOBaHHEM oOmiecTBa sBisercs: OOIIECTBO ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». Cokpamennoe (upMeHHOe HaUMEHOBaHUE
obuiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oomecTBa (IMOYTOBBIA anapec): MoJjoaeKHbIN mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparus.
Texer 2
OO01mue moIoKEHUS
1.1. Cekperapb-peepeHT OTHOCUTCS K KaTErOpHH CHEIHAIUCTOB MPeaNpHUsTHS,
PUHUMAETCS U YBOJIBHSIETCS TUPEKTOPOM.
1.2. OcHOBHBIMH 3aJauaMu cekperaps-pedepeHTa sBISETCS OPraHu3aldOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBIEHYECKOMN 1€ATENbHOCTH. .
Texer 3
1.1. DnexrtponpoBoaka B y4EOHBIX MOMEILEHUSAX JOJKHA HAXOAUTHCS B HCIPABHOM
coctossHuU. CONPOTUBJICHUE H3OJIALUMA TPOBOJIOB MOJKHO TEPUOAUYECKU 3aMEpAThCA, MPU
HEO0OXOIMMOCTH J0KEH IPOU3BOJUTHCSI PEMOHT.
1.2. 3ampemaercss NpUMEHSTH AJS 3alIUTHI 3JEKTPOCETEH BMECTO aBTOMATHYECKHX
IpeloXpaHuTeNel U MJIaBKUX BCTABOK 3aIIUTY KyCTapHOI'O U3TOTOBICHUS (WKYUKH»).

IIpuMepHBbIi IepedYeHb BONPOCOB VIS YCTHOI'0 0TBETA HA CEMHHAPCKUX 3aHATHI

1. KakoBbl coBpeMeHHbIE TpeOOBaHMs K S3bIKY M CTWIIO YIPaBICHUYECKUX
JIOKYMEHTOB?

2. Uro coboii npencrasisgeT Ycras opranuzanun? KakoBbl OCHOBHbIE TpeOOBaHUS K
€ro COCTaBJICHUIO U 0(OPMIICHUIO?

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

4 Kak oopmuts mrarHoe pacnucanue?

5. Kaxue TpeGoBaHus NpeaAbsABISAIOTCS K 0POPMIICHHIO TOTOBOPA, KOHTpAKTa?

6 Uto Takoe UHCTPYKIIUS, KAKOBO €€ CoJep:kanue u ohopmiieHue?

7 OpraHu3anoHHbIe JOKYMEHTHI IPePUITHUS.

8.  PacmopsauTenbHbIE TOKYMEHTHl MPEOUPUATHS: TPUKa3bl 1O  OCHOBHOM
NesITeIbHOCTH;, PACIIOPSIKEHNUS, PEIICHUSI.

9. HMHbopManmoHHO-CTIpaBOYHBIE TOKYMEHTHI: TPOTOKOJBI, IIOJNHAS W KpaTKas
dopma ux opopmiteHUs.

10. HudpopMarmoHHO-CIIPABOYHEIC JIOKYMEHTHI: aKTBhlI; CITy)eOHBIC "
OOBSICHUTEIIbHBIE

11. KakoBbl 3Tansl paboThl ¢ BXOASIMIMMU JOKYMEHTaMU?

12. Kak crpoutcs pabota ¢ UCXOASAIUMH JOKYMEHTaMU?

13. KakoBa TexHOJOTHS pabOTHI ¢ BHYTPEHHUMH TOKYMEHTaMU?

14. Kakwue 3agaun 10KyMEeHTO000pOTa PEIIAET PErUCTPALUs TOKYMEHTOB?

15. Kakue ympaBieHUYECKHE [OKYMEHTbl HE MOAJEXAT PEerucTpaiuu B ciyxk0ax
JIOKYMEHTAIMOHHOTO 00eCTieyeHHs yIpaBIeHus?

16. KakoB mopsiiok perucTpamyu yrpaBieHIeCKOTO JOKyMeHTa?

17. Kakue cymecTByIOT BUIbI KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB?

18. Kakue onepanuu 1O KOHTPOJK HCIOJIHEHUS JOKYMEHTOB OCYLIECTBISIOT
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CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPABICHUS?

19. Kak ocymiecTBisieTcsi CHCTeMaTHU3alus U XpaHEeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe Aeno, C TOUYKU 3peHHs JoKyMeHToBeneHusa? [IpuBenute mpumepsl nedi,
XPaHSIMIUXCA B OPraHU3aIIH.

21. Packpoiite cojepxaHue MOHATHS «HOMEHKJIaTypa aem». Kakoe DOmKHOCTHOE
JMIIO B OPTraHU3alluy OTBEYAET 32 COCTABJICHUE M BBEJICHHE B ACHCTBIUE HOMEHKIATYPHI J1e1?

22. KakoBbl peKBU3UThI HOMEHKJIATYPHI €77

23. KaxoBa conepxarenbHas 4aCTh HOMEHKJIATYPBI J1e1?

24. Kakue npu3HaKky 3aBeICHUS JieJ1a UCTIONB3YIOTCS IpU (hOpMHUpOBaHUH Jen?

25. KaxoB ocHOBHOU IpuHIHI (HOPMUPOBAHHS JOKYMEHTOB B Jiena’?

26. Kakue HopMmaTtHBHBIC TPeOOBaHMS HEOOXOIUMO COOJIOAATh TIPH (POPMUPOBAHUHU
nen?

27. Kak ocymiecTBisieTcsl MOANOTOBKA JIel K apXUBHOMY XPaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuka HCIOJIb3yeTCs AJsl COCTAaBICHHS IOKYMEHTOB B COBPEMEHHOM
JIeTIONPOU3BOICTBE?

29. Kakas oprrexHuKa UCIONB3YEeTCs ISl TOMCKA, PAaHEHHs U Tepeaadn TOKyMEHTOB
B COBPEMEHHOM JIETIONIPOU3BOACTBE?

30. KakoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJOTHH B JIOKYMEHTAIlMOHHOM
o0ecrieueHn! yrpaBaeHUs?
31. KakoBbI BO3MOXXHOCTH CPE/CTB TEJICKOMMYHHKALUH B IOKYMEHTAllMOHHOM

o0ecrie4eHn! yrpaBaeHUs?
32. B xakux ciyyasx TPUMEHSIOTCS CTaHAapTHbIE OQHCHBIE TPOrpAaMMBI B
OpraHHU3aLUH JEeJI0NPOU3BOACTBA?

KOMILJIEKT TECTOB
IS IPOMEKYTOYHOM aTTecTaluu (3a4€eT) Mo JUCHHILUIHHE «/[e10nmpon3BoacTBO»
DK3aMeH MPOBOAUTCS B BUJIE UTOTOBOTO TECTA M OTBETA HA HK3aMEHAIIMOHHBIN BOMPOC.

IIpumepHbIe 3aJaHNS HTOTOBOI'0 TECTA
1. lokyMeHTallMOHHOe oO0ecmeyeHHe YIPABJIeHYECKUX PpelleHuii, Kak Mmpouecc
BKJIIOYAeT B cels:
a) JOKYMEHTUPOBAHHE PELICHHUS;
0) nH(MOPMALIMOHHYIO MTOAJEPIKKY PELICHU;
B) IOKyMEHTHPOBAHUE PEIIEHUS U KOHTPOJIb 3@ €T0 BHIIOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Oonee
0) 6 u 6omee
B)2 510 5
r) 4 u 6onee
3. Korna perncrpupyiorcst ucxoasimme J10KyMeHTbI?
a) B IHb OTIIPABKU
0) B 1eHb MOANMCAHUS
B) B ICHb COTJIaCOBAHUS MTPOEKTA
T') HE PETUCTPUPYIOTCS
4. HomeHKk1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 K3eMIUIIpax;
0) 4;
B) 2.
5. YKakuTe, KaKHe JOKYMEHTBI COCTABJIAIOTCS M0 Pe3yJbTaTaM 3KCIePTU3bI
LHEHHOCTH JOKYMEHTOB.
a) pelIeHne YKCIIEPTHON KOMUCCHH
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0) aKT O BBIJICJICHUH JIOKYMEHTOB Ha YHHUTOXCHHUE
B) ciyxeOHas 3ammcKa 0 3aceaHuu KCIIEPTHON KOMUCCHU
T') IPUKa3 [0 OCHOBHOM AESITETbHOCTU
6. KTo umMeeT mpaBo npoyiuTh CPOK MCHOJIHEHUS TOKYMeHTa?
a) JIUI10, KOTOPOE €ro yCTaHOBUIIO
0) U110, KOTOPOE UCHIOTHSET JOKYMEHT
B) PYKOBOJIUTENb YUPEKACHUS
I') ceKpeTapb
7. Ilpu kakoM o0beMe TOKYMEHTO0000pOTa NMPUMEHSETCsl KyPpHAJIbHAs CHCTeMAa

perucrpauumn’?

—3TO:

a) 1o 10 000 TOKYMEHTOB B oI
0) mo 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIii MPOXOAUT JOKYMEHT OT HA4YaJia ero CO3AaHus 10 ¢1a4M B apXUB

a) JOKYMEHTHPOBAHHCE;

0) IeIOIPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

I') CUCTeMa JJOKYMCHTAIINH.

9. JlokyMeHTBI, KOTOPbIE N0 COAEPIKAHNIO SIBJISIOTCS ClIeNH(UIECKIMH W HOCAT

XapakTep pa3oBoro 10KyMeHTa — 3T10:

a) UH/AMBUyaJIbHbIE JOKYMEHTBI;

0) THIIOBBIC TOKYMEHTHI;

B) IPUMEPHBIE IOKYMEHTBHI;

) TpadapeTHble JOKYMEHTHI.

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

a) MOJILIMBAIOTCS B TBEPAYIO OOJI0XKKY;

0) Ha OTJIEJILHOM JIMCTE JIeIaeTCsl 3aBepUTeNIbHas HaIKCh;

B) ¥ TO U JIPYTO€;

T') HU TO, HU JIpYyTOe.

11. IlpaBoBoii akT, omnpegeJsilOIMii NOPSAAOK (OPMHMPOBaHHUS, 3aJaYH,

00513aHHOCTH, NMPaBa, OTBETCTBEHHOCTh W OPraHU3alMI0 padoThl NPEINPUATHS B LEJI0M
WJIM ero CTPYKTYPHBIX NOApa3iesieHui — 3T0:

a) TPyZlOBOH J10TOBOp;

0) MOJI0KEHNUE;

B) JIOJKHOCTHAsI MHCTPYKIINS;

I') LITATHOE paclucaHue.

12. K opraHM3anMOHHBIM JOKYMEHTAM OTHOCSTCS:

a) ycTaB, TaTHOE paclMCaHue, MOJI0KEHNE O CTPYKTYPHOM TIOIpa3 IeICHUH,

JOJIDKHOCTHBIC MHCTPYKIUU,

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TTIOJT0KEHHUS;
B) MPOTOKOJIBI, aKThI, 00BSCHUTEIbHbIE U JOKJIaIHbIC 3AIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIIMCAHUE, ITOJIOKEHHE O CTPYKTYPHOM MOJIpa3/iesieHuH,

JOJDKHOCTHBIC MHCTPYKIIHUHU.

13. Tlucbma, KOTOpPbIe HANPABJISIOTCSH C HeJbI0 MOATBEP KIEHNs AAHHBIX paHee

o0eIaHMii WJIN OTOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENIbHBIE MTHCHMA;
0) rapaHTHITHBIC TUCHMA;

B) IUChbMa-TIOATBEPKACHHUS,

I') NHUChbMa-peKIamMaIiiu.

14. ToxkyMeHT000OpOT — 3TO:

24



a) ABMXXCHUC NOKYMECHTOB B OpraHHU3allki C MOMCHTA WX IMMOJTYYCHUA UKW CO3JaHUA

A0 MOMCHTA OTIIPABKU HUJIN UCITIOJIHCHU A,

0) co3gaHue ONTUMAJBHBIX YCIOBHM ISl pabOTHI ¢ JOKYMEHTaMHU;
B) IIPOLIECC CO3JaHUS TIOKYMEHTA.
15. Kaxkue U3 3THX JOKYMEHTOB HANPABJSAIOTCSH OT BbILIECTOSIIET0 YPOBHS

YIpaBJC€HUSA K HUKECTOAIIEMY

No ok w

© ®

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

20.
21.
22.
23.
24.

25.
26.

a) MpUKas3;

0) 3asBJICHUE;

B) YKa3aHUE;

r) ciry>xeOHas 3anucka?

16. Opranuszamnus padoTsl ¢ JOKYMEeHTAMH HAYMHAETCS:
a) C UCIIOJIHEHUS IOKYMEHTA;

0) HarpaBJIeHUS TOKYMEHTA Ha HCIIOJTHEHHE;

B) IIpU€Ma BXOJSLIETO TOKYMEHTA.

HpI/IMeprlﬁ MNEPEICHb IK3AaMCHAIITUOHHBIX BOIIPOCOB:

Llenu, 3a1a4M ¥ IPUHIAITEI COBPEMEHHOTO JIEJIOTIPOU3BOICTBA

JIOKyMEHT Kak HOCHTEIb MH(QOPMALMU M KaK CPEACTBO Pealu3allMU YINPaBIEHUYECKUX
(GyHKIHIA.

JIOKyMEHT: IOHSATHE U OCHOBHbIE TPEOOBAHUS K €r0 COCTABJICHUIO

Knaccugukarus 10KkyMeHTOB

CoctaB 1 0COOEHHOCTH PabOTHI C KaJPOBOIl TOKyMeHTaLueil

Pabora ¢ koHpUIEHITNATHHBIMI JOKYMEHTAMHU

OcobenHoct paboThl € OOpalleHUsIMM M JKanobaMu OT TpaxkaaH JlOKyMEHT Kak
HOCHUTEINTb MHPOPMAILIUHU U KaK CPEJCTBO peaIN3alliy YIPaBICHYECKUX (yHKIIHH.
HopmaTuBHO-IIpaBOBbIE U METOIMYECKHE OCHOBBI JIETIONPOU3BOJICTBA

YHUUKaMs W CTaHJApTH3alMs KaK OCHOBHBIC HAIPABIICHHS COBEPIICHCTBOBAHHMS
JOKYMEHTAIUH. DTanbl JOKYMEHTO000pOTa B OpraHU3allu

Opraanzanus paboThI C TOKYMEHTaMHU.

WNupekcanus 10KyMEHTOB, paBUJia MHJIEKCAIIMU JOKYMEHTOB

KoHTpob, 32 UCTIOTHEHNEM JOKYMEHTOB

[ToaroToBka aen Kk apXUBHOMY XPaHEHUIO

ONEeKTPOHHBIM JOKYyMEHTOOOOPOT B OpraHU3aluu

Opranuzanus J0KyMeHT0000poTa

Perucrpanus 1okymeHTOB

KoHTpomb ucnosHeHns J0KyMEHTOB

Cucremaruzanus 1 XpaHeHHE JIOKyMEHTOB

@denepanbHOe 3aKOHOAATENLCTBO 00 opranuzamuu J{OY, TpeGoBanus yHHUKALIUU H
CTaHJapTH3AIHH.

OCHOBHBIE HAaNpaBJIEHUS COBEPLICHCTBOBAHMS cocTaBa U (OpPM JIOKyMEHTOB B
corabHOU chepe.

Bungsl  10KyMeHTOB — (pacmopsiAMTeNbHbIE, OpTaHU3alMOHHBIE, HH(OPMAIIMOHHO-
CTIPaBOYHBIC) U MX XaPAKTEPUCTUKH.

[TepeuHn TOKYMEHTOB C THUIOBBIMU CPOKaMM XpaHEHUs. 3HaYCHUE MepeyHe U MopsaoK
WX IPUMEHEHHS B JETOMPOU3BOJICTBE.

Opranu3anroHHble (GOpPMBI JENONpPOU3BOACTBA. WX 3aBUCUMOCTh OT CHEHHM(DHUKH H
OpTaHU3aIMOHHON CTPYKTYPhI YUPESKICHHUS.

JlokymeHT0060poT. OnpeseneHue, XapaKTepuCcTHKa OCHOBHBIX JJOKYMEHTOIIOTOKOB.
[TpaBuia opranuzanuu JOKyMEHTOO00pOTa OpraHU3altH.

JIoKyMeHTOO00pOT Kak A(PQPEKTHUBHBII HMHCTPYMEHT ONTHUMH3AIMU YIPaBICHYECKUX
peuIeHU.
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217.
28.
29.

30.

31.
32.

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

40.

TexHomnorust paboThl ¢ 0OpaIEHUMU IPAXKAAH B AETONPOU3BOICTBE OpraHU3alllu.
TpeboBaHMs 3aKOHOIATENBCTBA K OpraHU3alnu paboThl C 0OpaIICHUSIMUA TPaXKJaH.
Howmenknarypa nen, e€ 3HaueHue, BUAbl HOMEHKIATYp €N, METOAMKA COCTaBICHMS
HOMEHKJIATYp el

[TonsATHE «OKCIIEPTH3BI LIEHHOCTH» JOKYMEHTOB B J€JIONPOU3BOICTBE, 33/1a41 U MOPAI0K
POBEICHUSL.

TenaeHuMN pa3BUTUSA SJIEKTPOHHOTO JOKYMEHTOO00pOTA.

[IpaBoBOlf cTaTyC O3JIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIbHOE W HOPMATHBHOE
pEeryarMpoBaHNE UCIOIb30BaHUS SJIEKTPOHHBIX JOKYMEHTOB. DJICKTPOHHBIE TOKYMEHTHI U
0a3bl JaHHBIX B COITUAIBHON cdepe.

JIOKyMEHTBI HO TMYHOMY COCTaBY U UX OCHOBHbBIE BU/IBI.

Oranbl 00pabOTKH BXOAALIMX JTOKYMEHTOB.

[TepBruyHas 06pabOTKa BXOAAIMMUX JOKYMEHTOB.

[TpuHsTHE YIIPaBIEHYECKOTO PEIICHUS 110 KOHKPETHOMY JIOKYMEHTY.

O06paboTka OTHpaBISIEMbIX TOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

@opMbl  perucTpany  JOKYMEHTOB:  ILIEHTPaJM30BaHHAs, JCLIEHTPaIM30BaHHA,
CMEIIaHHAS.

KoHTposb ucnosHeHus J0KyMEHTOB.
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