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1. Tlmanupyemble pe3yJbTaThl 00Yy4YeHHUS M0 TUCHUIIMHE, COOTHECEHHBbIE C
ycranoBjaeHHbIMH B OIIOII BO unankaropamMu 10CTHKeHUS] KOMIIeTEeHIIH

1.1 Tlepeyenb KOMNETEHUMI,

bopMHPpYyeMBbIX Y4eOHOI N CIUNIMHON

Koa 1 HamMeHOBaHHEe KOMIIETEHIMH

NuaukaTopbl 0CTHKEHUS KOMIIETEHIIHT
Ilnanupyemble pe3yabTaThbl 00y4eHUs]

YHHBepcaJIBHaH KOMICTCHIUA

YK-2 Criocoben omnpenensits Kpyr
3a7a4 B paMKax IMOCTaBJICHHOW LIEJIA U
BBIOMPATH ONTUMAIIBHBIE CTIOCOOBI X
peLIeHUs, UCXOS U3 IEHCTBYIOIINX
MIPaBOBBIX HOPM, UMEIOLIUXCS PECYPCOB
Y OTPaHUYEHUN

(KOJ ¥ HAMUMEHOBAHUE)

3uarp (3): 3HaeTr HEOOXOIWMMBIE IS OCYILECTBIICHUS
npodeccHOHATbHON  JESITEILHOCTH HOPMBI  TIpaBa U
METOIUYECKUE JOKYMEHTBI B obnacTu
JIeJIONIPOU3BO/ICTBA.

Ymers (Y): VYmeer onpenensaTs Kpyr 3amad  Juist
noctpoeHus 3h(HEKTUBHON CHCTEMBI JCIIOMPOU3BOJICTBA
U JOKYMEHTOOOOpOTa, IUIAHUPOBATh COOCTBEHHYIO
JESTEILHOCTh MCXOJI M3 MMCIOIIUXCS PECYpPCOB; PeIlaTh
MOCTABJICHHBIC 3aJla4¥l B paMKax H30paHHBIX BHUJIOB
poeCCHOHAIBHON e TEIHHOCTH.

Baagers (B): Bmageer MPAKTUYECKUM  OTBITOM
MPUMEHEHUSI HOPMATUBHO-METOIMUECKONU 0a3bl PeIICHHs
3a/1a4 B obnactu JIEJIOTIPOU3BOICTBA "
JIOKyMEHTO000poTA.

2. Hean u 3a1a4M 0CBOEHUSI YUeOHOW TUCHUIJIMHBI, MECTO TUCUMILIMHBI B
crpykrype OITIOII BO

Huctunimuna  «/lenonpousonctBo»  (B1.0.20) oTHocuTcss K 0a30BOMl  YacTH
dbopmMupyeMoil ydJaCTHUKaMH OOpa30BaTEIbHBIX OTHOIIEHWH OCHOBHOW MpPOQecCHOHAIBHON
00pasoBaTesIbHOM MporpamMMsbl Beiciiero oopazoanus 35.03.04 ArpoHomus.

Lenpto wu3ydyeHHUs AUCUUIUIMHBI - SBisieTca (QOPMUPOBAHHWE Yy CTYICHTOB 3HaHUMN
TEOPETUYECKUX U MPAKTUYECKHX OCHOB CO3JIaHUS JOKYMEHTOB B CUCTEME YIIPaBJICHHUS, a TaKKe
MpHOOpeTeHue HaBBIKOB TIpaMOTHOM U 3(pQPEeKTUBHONW  OpraHu3all  COBPEMEHHOTO

ACTIOIIPOU3BOACTBA HA MPCAIIPHUATHH.

L[J'Iﬂ peainsannun IIOCTaBJICHHOM ocim, B IPOHECCEC OCBOCHUA TUCHUIIIIMHBI
«HGHOHpOI/ISBOI[CTBO» ObLIH C(i)OpMHpOBaHBI CJICAYIOIHEC 3a0a1un:
— H3YUUTH 3aKOHOJaTCJIbHBIC u HOPMATUBHO-MCTOAUYCCKUC AOKYMCHTBI,

PEriIaMCHTUPYIOIINC pa60Ty C JOKYMCHTAMH OPraHU3aluu;

— O3HAKOMUTb C IIpaBHJIIaAMH  COCTaBJICHHUA H O(I)OpMJ'IeHI/ISI YIIPaBJICHYCCKUX

HOKYMCHTOB;

— O3HAKOMMUTE C ITPpaBUJIaMU COCTABJICHUS U O(I)OpMJ'IeHI/ISI JACITOBBIX ITUCEM;

— O3HAaKOMUTH o6yqa10m1/1xc;1 C Tpe6OBaHI/I${MI/I HOPMATHUBHBIX TIIPAaBOBBIX 4KTOB,
PEMIIaMCHTUPYIOIUX TTOPAAOK CO3AaHUA U ABUKCHUA JOKYMCHTOB,

- C(I)OpMI/IpOBaTL y 06yqa}oumxc;1 MPAKTUYCCKUC HABBIKM HOPUIUYCCKU T'PAMOTHOI'O
O(l)OpMJ'IeHI/ISI JOKYMCHTOB, C YUYCTOM MIOJIOKEHU I HOPMATUBHBIX TOKYMCHTOB;

— H3YUUTH MOPAOOK paGOTBI C JIMYHBIMHU U CJ'IY)KGGHLIMI/I JAOKYMCHTAaMU,

— o0ecneyuTh YCBOCHHEC OCHOBHBIX IIPABUJT 06p3.60TKI/I " XpaHCHUA JOKYMCHTOB.

— cdopMHUpOBaTh HaBBIKU
yIIpaBJICHHUS;

COCTaBJICHUA U O(I)OpMJ'IeHI/ISI OCHOBHBIX HTOKYMCHTOB




— O3HAaKOMUTH

ciymarenen

C COBPCMCHHBIMU

JOKYMEHTO00O0pOTa MPEANIPUATHIA U OpraHU3AIUA.

3. O0beM y4eOHOM AUCUMILNIMHBI B 324€THBIX ¢IMHULAX C YKa3aHHEM

TEXHOJIOIusIMu

OpraHu3alu

KoJIMIeCTBa aKAICMUYIECCKUX YaC0B, BBIACJICHHBIX HA KOHTAKTHYIO paﬁoTy

o0y4aimnxcs ¢ npenogasaresieM (10 BUAaM y4eOHbIX 3aHATHI) U HA

CAMOCTOAITEJIbHYI0 PA00Ty 00y4YAKOIIMXCSH
3.1 3aounas dopma oOyueHwUs

Bun yae6HOH paboThI 3 Kype
OO61ast TpyA0€MKOCTh AUCIHUIUIMHBI, 3a4€THBIX €IMHUIL 4
4acoB 144
AyauTopHasi (KOHTaKTHas1) pabora, 4acoB 14,25
B T.Y. 3aHSTHS JICKIIMOHHOTO THUTIA 6
3aHSTHSI CEMUHAPCKOI0 TUNA 8
MIPOMEKYTOYHAS aTTECTALUS 0,25
CamocrosiTesibHas padoTa o0yuyaloumxcs, 4acoB 125,75
KoHnTtpoJsb 4
By npomexyTro4HOM arrecTanuu 3auer

4. Conep:kaHue JTUCUUILINHBI, CTPYKTYPHUPOBaHHOE N0 TeMaM (pa3aeaaMm) ¢
yKa3aHUEM OTBeJEHHOr0 HA HUX KOJIN4YeCTBA aKaJeMHUYeCKNX YacoB U BUI0B
YUeOHBbIX 3aHATHH

4.1 Ilepeuenv pazoenoé OUCUUNTUHBL C YKA3AHUEM MPYOOEMKOCHIU
ayoumopHou (KOHmMaKmHoil) u camocmoamebHoll padomaol, 6U0068 KOHMPOel

U nepeuni Komnemenuuﬁ
3aouHas popma 0OydIeHHs

TpynoeMKocTh, 4acoB Kon
B TOM YHCJIIE HamMmenoBanme NIK
HaumenoBaHnue pa3ieyioB U TeM ayIUTOPHOI OLICGHOYHOT'O
BCETO .. | CAMOCTOSITEID
(KOHTAKTHOM) N cpencrea
HOM pabOoTHI
paboTHI
Pasnen 1. Teopernueckre OCHOBEI VK-2
. p 31,4 3 28,4
JICIIONIPOU3BOICTBA
1.1 Uctopus pa3BUTHS TOCYIapCTBEHHOTO
PH3 P yAap 7,5 1 6,5 I[IpakTudeckas paboTa,
JenonpousBojicTea B Poccuu
TecT, pedepar, JoKIan
1.2. lenn, 3aga4n ¥ IPUHIIAIIBD 97 1 87
COBPEMEHHOTI'0 JAEeJI0NPOU3BOJICTBA ' '
1.3. Kimaccudurarnws TOKyMeHTOB 14,2 1 13,2
Pazgen 2. CoBpeMeHHbBIE TPEOOBAHHUSA K VK-2
A P p 56,6 6 50,6
o(opmITeHIIO TOKYMEHTOB
2.1. HopMaTHBHO-TIPaBOBBIE U
METOIMYECKUE 21,4 1 20,4 I[IpakTideckoe
OCHOBBI JICJIONTPOHU3BOJICTBA 3ajaHne, YCTHBIN
2.2. CocrapiieHHE OpraHU3aIMOHHO- OTBET Ha BOIPOC
pacnopsiINTENBHBIX M HH()OPMAITMOHHO 19,5 3 16,5 JIOKJIa
CTPABOYHBIX JIOKYMEHTOB
2.3 TpeboBaHUA K COCTABIEHUIO U
P 15,7 2 13,7
oopmIteHHIO TTHCEM
Pazgen 3. Opranusanus paboThI C VK-2
1 8l s P 51.75 5 46,75 IIpakTryeckoe 5
JIOKYMEHTaMHU 3a/iaHre, YCTHBIN
3.1 OpraHuzanus JOKyMEHTO000pOTa Ha 18.8 2 16.8 OTBET Ha BOIIPOC
NPEANPUITHI ' ' JIOKIIaz




3.3 DneKTPOHHBIH TOKYMEHTOOOOPOT B 20,4 2 184

OpTraHH3aINN

3.3 ABTOMaTU3UPOBAHHBIE CHCTEMBI 12,55 1 1155

ydeTa IOKyMEHTOB

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

I[MpoMexxyToUHas aTTECTAIUSA 4,25 0,25 4 Hrorosoe

TECTUPOBAHUE,
MMMCBMEHHBIN OTBET
Ha
9K3aMEHAIIMOHHBIN
BOIIPOC
HUTOI'O no qucoumnjinHe 144 14,25 129,75 -

Ilpumepnulii nepeuens OUEHOUHBIX CPEOCME 011 MEKYU{e20 KOHMPOTs YCheeaemMoCcmu

No | HaumenoBanue | Kparkas xapakTepuCTHKa OLEHOYHOI'O CPEACTBa IIpencrasienue
1/ | OLIEHOYHOTO OILIEHOYHOTO
I | cpencTra cpencTBa B oHE
1 3amaya CpencTBO OIEHKH YMEHUS TPUMEHSTH TOTyIEeHHBIC KomiiexT 3anau u
(mpakTHYecKoe | TEOpEeTHYECKHE 3HAHUS B PAKTUYECKON CHTYaIlHH. 3a/1aHuN
3a1aHAe, 3anaya (3a7aHue) 10/DKHA OBITH HANpaBJieHA HA OIICHHBAHUE TEX
nabopaTtopHasi | KOMIIETEHIIUH, KOTOPBIE MOJUIEKAT OCBOCHHIO B TAHHOU
pabota) JTUCHHIUTIHE, JODKHA COAEP)KaTh YETKYI0 HHCTPYKIIHIO 110
BBINIOJIHEHUIO WUJIU aJITOPUTM JIEHCTBHIA.
2 CobecenoBanne | CpeacTBo KOHTPOIIS, OpTaHW30BAHHOE KaK CIIeInabHas Oecena Bompockr o
MpenojaBaTens ¢ 00yJarouMCsl Ha TEMBI, CBSI3aHHBIC C TeMaMm/pasienam
M3y4aeMOW TUCIHUIUTMHON, M PACCYNTAHHOE Ha BHISICHEHUE JUCITUTUIAHBL,
o0beMa 3HaHWH 00yJaroIerocs Mo onpeeIeHHOMY pa3Jieny, MIpECTaBIIEHHBIE B
Teme, mpodiIemMe U T.11. MIPHUBSI3KE K
KOMIIETEHITUSM,
MPENyCMOTPEHHBIM
PII/L
3 Tect CucreMa cTaHIAPTH3UPOBAHHBIX 3aTaHUH, TTO3BOJISIONIAS ®oH/J TECTOBBIX
aBTOMAaTH3HUPOBAThH MPOIEAYPY U3MEPEHUS YPOBHS 3HAHUH U 3a/laHui
yMeHUU 00y4aromerocs.
14 | Pedepar [IpoxykT camocTosTenpHOI pabOTHI CTyAeHTa, IpeacTaBisonwii | Temsr pedepaTo
co00# KpaTKoe U3JI0KEHHE B MUCHbMEHHOM BH/JIE TIOTYIEHHBIX
PE3yJIbTaTOB TEOPETUUECKOr0 aHAIN3a ONPENEICHHON HAyYHOU
(yueOHO-HCCIIenOBaTENbCKON ) TEMBI, TJIe aBTOP PACKPHIBAET CYTh
HCCIIEeyEMOH MTPOOIIEMBI, TPUBOAUT PA3IMYHbIE TOUKH 3PEHIS, a
Tak)Ke COOCTBEHHBIE B3TJISI/IBI HA Hee.
15 | Hoknan, [IpoaykT camocTOATENpHOM pabOTHI CTYIGHTA, TpeACTaBISIONMi | TeMbr MokIanoB,
cooO1enwe co0oif TyOMMYHOE BHICTYILIEHHE T10 TPEICTABICHUIO ITOTyYEHHBIX | COOOIIEHUH
pe3yIBTATOB PENIeHHsI ONpeAeNIeHHON y4eOHO-TIPaKTHIEeCKOH,
y4e0HO-HCCIENOBATENBCKOM HITH HAYIHOH TEMBI

4.2 Cooepotcanue oucyuniunsl no pazoenam u memam

Paznen 1. Teopernueckne OCHOBBI 1€JIONPOU3BOACTBA

ean

— MHN3Y4YCHHUC TCOPCTUYCCKHUX OCHOB PA3BUTHUA FOCY)IapCTBCHHOI‘/’I CHUCTCMBI
ACIIOIPOU3BOJACTBA B Poccun.
33}13'—[1/1 — HU3Y4YUTb OCHOBHBLIC MOHATHUA B CUCTEMCE JCIIONPOU3BOJACTBA, U3YUUTH LCIIH,
3alaui U NPHUHIUIIBI COBPEMCHHOI'O0 ACIIONMPONU3BOACTBA; U3YUYUTH OCHOBHBIC 3TAllbl PA3BHUTHA
roCyaapCTBECHHOT'O ACIIOMPOU3BOACTBA B POCCI/II/I, PacCMOTPETb BUBI U (bOpMBI JOKYMCHTOB.




Ilepeyenb yueOHBIX 3J1€eMEHTOB pa3jieJia:

1.1 Hcropus pa3BuTHs rocy1apCTBEHHOTO J€JI0NPOU3BOACTBa B Poccun
1.2  Uenu, 331241 U MIPUHIMITEI COBPEMEHHOTO JICTIONPOU3BOJICTBA

1.3  Knaccudukamus 10KyMEHTOB

Pa3nes 2. CoBpemeHHblIe TpeOOBaHus K 0(GOPMJICHHIO JOKYMEHTOB

Henp — wusyueHue TpeOOBaHWN W HOPMATHBHO-METOJMUYECCKHX JOKYMEHTOB K
COCTaBIICHUI0O W O(OPMIICHUIO OPraHU3aIlMOHHO-PACTIOPSIUTEILHBIX W HH()OPMAIIMOHHO-
CIPaBOYHBIX JIOKYMEHTOB, ¢ ipumMeHeHrneM ACY.

3agauM. TNpPUOOpPETEHHE HABBIKOB TMPUMEHEHUS HOPMATUBHO-TIPABOBBIX  aKTOB,
METOJUYECKUX  JIOKYMEHTOB,  PErIAMEHTUPYIOIIUX  BOMPOCHI  JIEJONPOU3BOJICTBA U
JOKYMEHTOO00POTa; MPHOOPETEHNE TEOPETUUECKUX M MPAKTUYECKUX HABBIKOB B 0(OPMIICHUU
OpraHU3aIMOHHO-PACTIOPSATUTETBHBIX " MH()OPMAITMOHHO-CIIPABOYHBIX JIOKyMEHTOB.
chopmMupoBaTh y OOyUAIOIMIMXCS MPAKTUYECKHE HABBIKA TPAMOTHOTO O(OPMIICHHS THCEM, C
Y4E€TOM TOJIOKEHU HOPMATUBHBIX TOKYMEHTOB.

Ilepeyenb yueOHBIX 3J1€MEHTOB pa3jena:
2.1. HopMmaTuBHO-TIPABOBBIE U METOJUYECKHE OCHOBBI ACIIONPOU3BOACTBA
2.2.  CocraBieHue OpraHU3AMMOHHO-PACTIOPATUTENHHBIX H  HH(POPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
2.3 TpeboBaHus K COCTaBIACHUIO U 0(OPMIICHUIO TIHCEM

Pa3znen 3. Opranmnszanusi padoThbl ¢ JOKYMEHTAMU

Iean — paccMOTpeTh ATambl JOKYMEHTOO00pOTa B OpraHu3anu, ¢ mpumeHeHneM ACY.

3agauu: O03HAKOMUTH CTYACHTOB C JTalaMH MPOXOXKICHUS JOKYMEHTOB;, H3YYUTh
MOPSIIOK pabOThl ¢ JTUYHBIMHU U CIY>KEOHBIMU JTOKYMEHTaMU; 00€CIeYUTh YCBOEHUE OCHOBHBIX
npaBusl 00pabOTKM JOKyMeHTOB ¢ mnpuMmeHeHHeM ACY; 03HaKOMUTH CiylIaTelied ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OPraHu3aluu JOKYMEHTO000pOTa NPEANPUITUN 1 OpraHu3alui.

Ilepedyenb yueOHBIX 3JIEMEHTOB pa3jaesia:

3.1 Opraau3anust JOKyMEHTO000pOTa Ha MPEANPUITHI
3.2 DIIEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHu3aIiu
3.3 ABTOMAaTH3UPOBAHHBIE CHCTEMBI Y4eTa JOKYMEHTOB

5. OneHoYHbIe MaTEPHAJIbI MO TUCHUILIHUHE
OHeHO‘IHLIG MaTepI/IaJIBI 10 AUCLHHUIIIINHEC Hpe,Z[CTaBJ'IeHLI B BHAC (bOHHa OLICHOYHBIX
CpeI[CTB.

6. MaTepuajabHO-TeXHHYECKOE U YUeOHO-MeTOInUYecKoe obecnedeHue TUCHUILTNHBI

6.1 Ilepeyennb y4eOHO-METOAMYECKOTO 00eCIIedeHU M0 JUCHUIINHE

o/ ABTOp, Ha3BaHUC, MCCTO U3JaHUs, U3AATCIILCTBO, I'OA U3JaHHNA, KOJINYCCTBO CTPAHHUIL

1. | Meromuueckue ykazaHus 10 U3y4EHHIO JUCUUILTMHEI «/lenonpon3Boacrso», 45ctp, 2021 ¢

6.2 IlepeyeHb yueOHBIX U3TAHUNA, HEOOXOAMMBIX IJIsl OCBOEHUS AU CIUILINHbI
*

[leuaTHble yueOHbIe H31aHUS B OnbIMoTeyHOM QoHzae *



Ne ABTOp, Ha3BaHHE, MECTO U3JIAHUSI, U3AATEILCTBO, TOM U3AAHUS, KOJTHYECTBO
n/m CTpaHUI

KomuuectBo
JK3EMIUISIPOB B
oubmuoTeke

1. | Kysuenos U.H. [lokymeHTanmoHHoe obecnedenue ymnpasienus. - M. : FOpaiir,

2017. - 477c.

2. |TTamacenko IO.A. Jlemompou3BOACTBO:

JIOKyMEHTAI[MOHHOE OO0eCIeueHne
ynpasienus. - M. : PUOP:MTH®PA-M, 2016. - 112c.

3. | beikoBa T.A. JIoKyMeHTAI[MOHHOE
NH®PA-M, 2013. - 304c.

obOecrieueHune

yopasieHus. - M.

Kupcanoa M.B. CoBpemenHoe aenornpousBoactso. - M. : UHOPA-M, 2014.

Poroxun, M.JO. JlenonpousBoactso. - M. : I[IpocmekT, 2010. - 228c.

BacaxoB M.U. Jlenonpou3Bosctso.. - PoctoB v//] : ®ennke, 2011. - 192c.

N|o|oa >

Kysueros W.H. Jlenonpou3BoacTro : yued. - crnpas. nocodue / M.H.Ky3Hemos.
- 6e u311., nepepad.u joi. - M. : Jlamkos u K", 2011. - 459c.

8. | Kemmuuckuit D.B. Mcropusi opranusanuu nenonpousBoictsa B Poccun X-

Hagana XX B. - CtaBponons, 2006. - 143c.

*B cayuae ucnonvb306anus NEHamHuIX U30AHUL YKA3bIBACMCS IUMepamypd, KOmopdas UmMeemcs 6
Hanuuuy 8 bubauomexe akademuuy 8 neYamHom suode uz pacuema e meuee 0,25 aK3eMnaapa Kaxrcoo2o u3
U30aHUU HA 0OHO20 00YYAIOWE20Ca U3 YUCIA JUY OOHOBPEMEHHO 0CBAUBAIOUWUX OAHHYIO OUCYUNTUHY.

DneKkTpoHHbIE yueOHbIC H3/IaHUS B DJIEKTPOHHO-OMOIMOTEUHBIX cucTeMax (DbC)**:

No ABTOp, Ha3BaHHUE, MECTO U3JIAaHUS, TOJl U3/IaHUS, Ccpuika Ha yueOHoe u3ganue B ObC
n/n KOJIMYECTBO CTPAHMII
OcHOBHas:
1. Cemko, U. A. OCHOBBI A€TONPOM3BOACTBA : bubmnoreunas cucrema «JIAHb»

yue6Hoe ocobue / 1. A. Cemko, JI. A.
AnryxoBa. — Craspomnons : CTI'AY, 2018. —
119 c.

https://reader.lanbook.com/book/141613/previews#1

2. Kysnenos, 1. H. Jlenonpon3BoacTBo :
cripaBouHoe rocooue / M. H. Ky3neroB. — 6-¢
u3a. — Mocksa : Jlamkos u K, 2017. — 460 c.

bubmnoreunas cucrema «JIAHby»
https://reader.lanbook.com/book/105543/preview#1

3. | CemenuxuHn, B. B. KagpoBoe neinonpon3BoacTBo
/ B. B. Cemenuxun. — 4-e u31., nepepad. u JIoIl.
— Mockaa : I'poccMenna, 2019. — 628 c.

Bubnuoreynas cucreMa «JIAHBb»
https://reader.lanbook.com/book/143530/previews#1

4, [TaBnoBa, P. C. Jlenonpou3BoncTBo 1o

o0pallleHHsIM TpaXKJaH : ydeOHoe rmocodue Juis

By30B / P. C. [1aBnoBa. — Cankr-IletepOypr :
Jlanp, 2021. — 280 c.

Bubnuoreynas cucrema «JIAHBb»
https://reader.lanbook.com/book/169796#1

JlononHurensHas

5. [MaBnoga, P. C. KonpunenuuanbHoe
JIETIONPOU3BOJICTBO : y4eOHOE TOCOOHe ISt CIIo /
P. C. IlaBnoBa. — Cankt-IlerepOypr : Jlanb,
2021.— 308 ¢

bubnmmoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/169795#1

6. PribakoB, A. E. OCHOBBI 1€IONPON3BOICTBA :
yueOnuk / A. E. PeibakoB. — 3-e u3j., crep. —
Musnuck : PUIIO, 2016. — 319 c.

bubnmoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/131907/preview#1

OneKkTpoHHbIE yueOHbIC U3IaHUS B JJIEKTPOHHO-0MOIMOTEUHBIX cucTemax (DBbC)**:
** ykaspiBatoTcst OBC, ¢ KOTOpPBIMH 3aKIIIOYEeHBI OMOIMOTEKON YHUBEPCUTETA JIOTOBOpa

6.3 IlepedeHb 2JICKTPOHHBIX 00pa30BaTebLHBIX PeCypcoB *

No JJIeKTPOHHBIH 00pa3oBaTeILHBIN pecypc Joctyn B JOP (cets UHTEpHET, JIOKAJIbHAS
n/n ceTh, AaBTOPH30BAHHBII/CBODOIHBIN 10Ty
1.| Poccuiickas HaoHaIbHAS OHOMHOTEKA [ DIEKTPOHHBIN http://nir.ru/lawcenter_rnb
pecype]
2. | Poccuiickas I'ocynapcrBeHHast OHOIHOTEKA [IEKTPOHHBIH http://www.rsl.ru
pecypcel.



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

3.| ®enepanbHbIi 00pa30BaTEIHHBINA TOPTa « IKOHOMHKA, http://www.ecsocman.edu.ru
COILIMOJIOTHisl, MEHEDKMEHT»
4. WndopmanmonHo-cnpaBoyHas cucrema «l apanr https://www.garant.ru/
5. WNudopmanmonHo-cnpaBovHas cucrema «KoHCyIbTaHT http://www.consultant.ru/
[Taroc»
6. Caiit «ApxuBbl Poccun» mof srunoit denepanbHOro http://www.rusarchives.ru
apxuBHoro areHrcrBa (Pocapxusa)
7. CnpaBouHo-nipaBoBas cucteMa « KOHCYIBTaHT IUTIOCH http://www.consultant.ru/
8. | Bcepoccuiickuii HayYHO-HCCIIEJOBATEIBCKUI HHCTUTYT http://www.vniidad.ru
JOKyMeHTOBeIeHusl 1 apxuBHoro aena (BHUMJIA)

6.4 Cospemennvle npogheccuonanbHvle 6azvl OAHHBIX, UHPOPMAYUOHHBIE CHPABOUHbLE
cucmembl u TUUEH3UOHHOE NPOPAMMHOE 00ecneyenue

CoBpemennbie npodeccnoHaTbHbIE 0a3bl JaHHBIX, HHPOPMALHOHHbIE CIIPABOYHbIE
CHCTeMbl, HHU(PPOBBIe  IJIEKTPOHHBIE  OUOJMOTEKHM W  Jpyrue  JJIeKTPOHHbIE
o0pa3oBaTejbHbIEe pecypchl

1. JloroBop o moaxmroYeHHMH K HamwoHanmpHOW  2NIEKTpOHHOW OMOMMOTEKE U
MPEeAOCTAaBICHUN  JocTyna K oObekram  HanmoHanmpHOW — SJEKTPOHHOM — OMOIMOTEKH
Nel01/HBB/0502-11 0T 26.02.2020 5 net ¢ npoJsioHranuei

2. Cornammenre o0 OecrmlaTHOM TecToBOM Jjoctynie k Polpred.com. O630p CMU
27.04.2016 6eccpouHO

3. Coryammenre o0 OecrlaTHOM TecToBOM Jjoctynie k Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. NndopmarmonHo-cripaBounas cucrema «lapaat» — URL: https://www.garant.ru/
Nudopmanmonno-cpaBounas cuctemMa JlunenswonHsd goroop Ne 261709/0I1-2 ot
25.06.2021

5. «Koncynprant [Lmocy. — URL: http://www.consultant.ru/ cBoG0IHBIN AOCTYIT

6. DnekrpoHHO-OMONMMOTeUHass cuctema AQriLib http://ebs.rgazu.ru/ (cBHmETETHCTBO ©
rocyaapCTBeHHOM peructparuu 6a3nl nanubix Ne2014620472 ot 21.03.2014).

7. denepanbHas ciyxba rocyaapcrennoit cratuctuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunas oanekTpoHHass Oubamoreka oOTKpeiToro mgoctyna (Open  Access).—
URL.:https://cyberleninka.ru/.

9. monHoTeKkcTOBas KoJUieKUMs (0a3a [aHHBIX) OSJEKTPOHHBIX KHUT U3JaTelIbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIi LEHTP nH(pOpMaITMOHHO-00Pa30BaTEIbLHBIX pecypcoB.—
URL.:http://fcior.edu.ru/.

11. Uudopmanmonnas cucremMa «EmuHoe oOKHO JocTyma K oOpa3oBaTelbHBIM
pecypcam».—URL:http://window.edu.ru/.

Hoctyn K 3JIEKTPOHHOM HH(OPMAIHOHHO-00pa30BaTeJIbHOMI cpene,
HH(pOPMALHOHHO-TEJIEKOMMYHUKANNOHHOM ceTH «MHTEepHET»

1. Cucrema ngucranuuoHHoro oOy4denuss Moodle www.portfolio.rgazu.ru  (cBo6oaHO
pacrpocTpanseMoe)

2. IlpaBo wucmosnp3oBanust mnporpaMm it OBM  Mirapolis HCM B cocrase
(GyHKIMOHATBHBIX OJOKOB U Mojyiel: BupryansHast komHara. CtanaapTHas aunensus g0 1000
noJsib3oBatenei Ha 1 mecan (JIunensnonusiit orosop Ne 77/03/22 — K ot 25 anpens 2022)

3. VHHOBaIMOHHAsI CUCTeMa TECTUPOBAHUS — IPOrpaMMHOE o0ecriedeHre Ha miaardopme
1C (Horosop Ne K/06/03 ot 13.06.2017)

4. OOpa3oBaTenbHbIE MHTEPHET — MopTail Poccuilckoro rocyJapcTBEHHOIO arpapHoOro
3a04YHOT0 YHMBEpCHTETa (CBHJETEIBCTBO O PETMCTPALUMU CPEACTBA MAacCOBOM MH(opMarun I
Ne ®C77-51402 o1 19.10.2012).



https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/
http://www.portfolio.rgazu.ru/

JINneH3noHHoe U CBOOOTHO pacnpocrpansieMoe nporpammHoe o0ecneyeHue

1. OpenOffice -
pacrpocTpaHsIeMoe)

CBOOOIHBIM

IMaKeT

OQUCHBIX  MPWIOKEHUH  (CBOOOIHO

2. linuxmint.com https://linuxmint.com/ (cBOGOHO pacpocTpaHIeMOe).

3. DnekrpoHHO-OMOMMOTeYHass cucrtema Agrilib http://ebs.rgazu.ru/ (cBUaeTENHCTBO O
rocy/lapcTBEHHOU peructpaunu 6a3sl JaHHbIX Ne2014620472 ot 21.03.2014).

4. Odunmanpnas crpanuna ®I'bOY BO «Poccuiickmii rocynapcTBEHHBIH arpapHbIi
3a04HBIN YyHUBEpcUTeT» https://vk.com/rgazuru (cBOOOHO pacIpoCTPaHIEMOE)I0

5. Iopran

denepanbHOTO

rOCyAapCTBEHHOT'O

O10/DKETHOTO  00pa30BaTEILHOTO

YUpEXKJIEHUS BbICIIEr0 00pa3oBaHusl «PoccHICKMII TOCYHapCTBEHHBIM arpapHblii 3a04HBIH
yHHUBEpcUTET» (CBOOOAHO pacrpocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.
6. AatuBHpycHoe mporpammuoe obOecrniedenne Dr. WEB Desktop Security Suite

(Cybnuuensnonssiii gorosop Nel3740 Ha mepenady HEUMCKIHOUMTEIBHBIX MIPAB Ha MPOrPaMMBbI
g OBM ot 01.07.2021).

6.5 lepeyenn yueOHBIX ayAMTOPHIi, 000PYI10BAHUA U TEXHUYECKHUX CPEACTB

o0yueHusi**
Ilepeyenn
IIpennasHayenue
— HaumeHnoBaHue Kopmyca, o0opyaoBanus (B T.4. BUPTyATbHbIE
Ne momemenus (ayTuTOPHN) aHAJIOrH) U TEXHUYECKHUX CPEICTB
(ayauTopumn) "
o0yueHus
s sanamuil | Y4eOHO-aIMMHUCTPATHBHBIN CriermaM3upoBaHHas Mebelnb, JOCKa MENoBasl,

JEeKYUOHHO20 muna

KOpITyC.

Kab. 129. Yuebuas aymuropus
JUTSL TIPOBEICHUS JICKITMOHHBIX
3aHATUH (TTOTOYHAS)

MYJbTUMEIUIHOE
9KpaH HAaCTEHHBII

0o0OpymoBaHUE,  IPOEKTOP,

s sausamuii | Y 9€0HO0-a IMMHMCTPATUBHBIH Cremmaym3upoBanHas MeOesb, J0CKa MEOBasL
CEMUHAPCKO20 KopIyc. MynbTiMeuitHOe  00OpYIOBaHHE,  TPOEKTOP,
muna,  2pynnogurx | Ka0. 125. VueOnas ayuropus | 5ipay pacrenmsiit
A ——— JUTSt TIPOBC/ICHHST JICKITMOHHBIX
. 3aHATUHN (TTOTOYHAS)

NPOMENCYMOUHOLL
ammecmayuu
Jna Y4eOHO-a AMIUHUCTPATHBHBIH IlepconaibHBIE KOMITBIOTEPHI B COOpKE C
camocmosmenvHol | koprryc. BBIXOJIOM B UHTCPHET.
pabomul TTomenrienue TUTS

CaMOCTOSTEINbHOMN paboTEHL.

YuTaabHBIHA 341



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

®ENEPAJIBHOE 'OCYAAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIbHOE YUPEXX/IEHUE BBICIIEI'O OBPA3OBAHNSI
MUHUCTEPCTBA CEJIbCKOI'O XO341CTBA POCCUNCKOU OEJEPAIININ

«POCCHMCKH TOCYJAPCTBEHHBIY YHUBEPCUTET HAPOJJHOT'O XO3SIMCTBA
HUMEHH B.1A. BEPHAJICKOI' O»

(Yuusepcurer BepHajackoro)

DoH/I OLIEHOYHBIX CPEJACTB JJIS MPOBeIeHUS TEKYIero KOHTPOJIA U
NMPOMEKYTOYHOM aTTeCTAMH 00YyYAIOIIMXCS M0 TUCHUILINHE
«JleJ1onpou3BOACTBO»

Hanpasnenne noaroroBku 35.03.04 Arponomusi
HamnpasnernHocTs (mpoduiik) mporpaMmMbl ArpoOHOMUSE
Kpamuduxanus 6akanaBp

dopma oOydeHHS 3a0UHasI

bamammxa 2023r.
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1.0nucanue nmokasareseil 1 KpUTEPUeB OLICHUBAHUSA INIAHMPYEMBIX Pe3yJIbTAaTOB 00y4eHHUs 10 Y4eOHOM IMCUMILIMHE

Nupukaropel HaumenoBanue
JOCTUKEHUS YpoBeHb OCBOEHUS [Tnanupyemblie pe3yabTaTbl 00ydeHUs OLICHOYHOT'O
KOMITETCHIU I CpeICTBa
YK-2 Cnocoben 3Haer: He0OXOUMBbIE [Tl OCYLIECTBIIEHUS MPOPECCUOHANIBHOMN AESITEIbHOCTH HOpMBI IpaBa | [IpakTuyeckas
ONPEEIATh Kpyr U METOJMYECKHUE JOKYMEHThI B 00JIaCTH J1€JI0IIPOU3BO/ICTBA. pabora, Tecr,
3a7a1 B pamKax Toporossiii YmMmeer: onpeaensaTs Kpyr 3a4a4 s NoCTpoeHUs! 3)(PEeKTUBHOM cUCTEMBI JEIOIPOU3BO/ICTBA pedepar, }
MTOCTABJIEHHOU U JIOKyMEHTOOOOpOTa, MIAHUPOBATh COOCTBEHHYIO IESITENBbHOCTh MCXOAS M3 MMEIOLIUXCA | JOKJIAJ, YCTHBIN
LIEJI1 U BBIOUpATh (yrosneTsopuTe: pecypcoB; pelaTh NOCTaBJIEHHbIE 3a/1a4l B paMKaxX M30paHHBIX BUAOB NMPOQeccrOHANbHON OTBET Ha
ONTHUMAaJIbHbIE HO) JEeSITENIbHOCTH. BOIIPOC
CIOCOOBI UX Baageer: nmpakTHUeCKUM OMBITOM NMPUMEHEHHUS] HOPMAaTUBHO-METOAMYECKON 0a3bl pEeLICHUs
pELIeHUs, UCXOs 3a/1a4 B 00JIaCTH JI€JIONPOU3BOJICTBA U IOKYMEHTO000pOTAa.
13 IEUCTBYIOIINX 3HaeT TBepaO: HEOOXOIUMBIE I OCYLIECTBICHHS MNpoQeccHOHANIbHON nesTenbHOCTH | IlpakTnueckas
MIPaBOBBIX HOPM, HOPMBI IpaBa U METOJMYECKHE JOKYMEHTHI B 00J1aCTH JIEJIONPOU3BO/ICTBA. paOora, Tecr,
MMEIOIINXCS YMeer yBepeHHO: oOIpeneisaTb Kpyr 3aaad ajias HOocTpoeHus S(PQPEKTUBHON CHCTEMBI pedepar,
pecypcoB H [TponBuHyTHII JIeJIONPOU3BOJICTBA U IOKYMEHTO000pOTa, MIaHUPOBATh COOCTBEHHYIO J€ATEIbHOCTb UCXOS | JOKIIAJ, YCTHBIN
OrpaHUYEHUHN (xopo10) U3 MMEIOUIMXCS PEeCcypcoB; pellaTh I[OCTABJIEHHBIE 33Jadd B PaMKax HM30paHHBIX BUIOB OTBET Ha
po(heccCHOHAIBbHON AEATEIHOCTH. BOIIPOC
Biiaseer yBepeHHO: IPAKTUYECKUM OIBITOM MPUMEHEHUSI HOPMATUBHO-METOJMUECKON Oa3bl
perieHus 3a1a4 B 00J1aCTH JEIOMPOU3BOCTBA U JOKYMEHTOO00pOTA.
HNmeer chopmupoBaBmIMecsi  cUCTeMaTHYecKHe 3HaHMsA:  HeoOxoaumble  juid | Ilpaktuueckas
OCYILIECTBJICHHUSI NPO(PECCUOHATIBHON JAEATEIIBHOCTH HOPMBI IIpaBa W MeETOJUuYecKue | paboTa, TecT,
JIOKYMEHTBI B 00J1aCTH J1€10IPOU3BOICTBA. pedepar,
HNmeer chopmupoBaBineecsi cUCTeMaTHYeCKOe yMeHHe: ONpENCIsATb Kpyr 3axad Ajs | JOKJaj, YCTHBIH
Beicokuit nocTpoeHus 3PPEeKTUBHON CUCTEMBI AETIONPOU3BOICTBA U JOKYMEHTO000POTA, INIAHUPOBATh OTBET Ha
(0TIIMYHO) COOCTBEHHYIO JEATENbHOCTb HCXOJAS W3 HUMEIOLIUXCS PEeCcypcoB; pellaTh MOCTaBJICHHbIE BOIIPOC

3a/1a4M B paMKax U30paHHBIX BUAOB MPO(HEeCcCHOHATBEHOM eI TEIBHOCTH.

Iloka3zan cdopMupoBaBieecss CUCTEMATHYeCKOe BJIajeHHe: IPAKTUYECKUM OIBITOM
OPUMEHEHUS  HOPMAaTUBHO-METOAMYECKOM ~ 0a3bpl  pemieHUss 3agad B oOnactu
JIEIONIPOM3BOJICTBA M TOKYMEHTOO00pOTA.
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2. Onucanue MKAaJ OLeHUBAHUSA

2.1 lllkana OUCHUBARUA HaA Imane meKyuieco KOHmpaoJis

dopma TeKyI1ero KOHTpOoJIs OTcyTCTBHE YCBOCHUS [ToporoBsiii (YI0BIETBOPUTEIHHO) IIponBuHYTHIH (XOpOLI0) Bricokuii (oTMyHO)
(HIDKE MOpOroBoro)”
BrlnonHenne npakTUIecKoro HE BBIIIOJIHEHO UJIN BCE Pemreno 6onee 50% 3amanusi, HO Permieno 6omee 70% 3amanus, BCE 3aJ[aHMsI PEIIeHBI 0e3
3a1aHUS 3a1aHUS] PEIICHBI Menee 70% HO ©CTh OIIMOKHU OIIMOOK
HEMPaBHIBHO

CTYZIGHTBI, IMOoKa3aBIIME YPOBCHLb YCBOCHU A HUKE IMOPOTrOBOI'0, HE JOMMYCKAKOTCA K HpOMG)KyTO‘IHOI\/'I aTTeCTAallMH 110 JUCIIMIIIINHE.

2.2 Hllkana oueéHuearnus Ha mane npome.)fcymounoﬁ ammecmauuu (3auem U IK3AMEH 6 BUOE UMO0208020 mecma,

Kypcosas paboma)
dopma NpoMEKYTOUHON OT1cyTcTBHE YCBOCHUS (HIDKE [ToporoBsiii (y10BIETBOPUTEIBHO) IIponBUHYTHII (XOpoOII0) Bricokwuit (oTnH4IHO)
aTTeCTaluu MIOPOTrOBOT0)
BbINOIHEHNE UTOTOBBIX TECTOB
(ue meHee 15 BorpocoB Ha Menee 51% 51-79% 80-90% 91% u Oonee
BapHaHT)
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3. TunoBbIe KOHTPOJIbHBIE 3aJaHUS WJIX UHBIC MaTepUaJibl, H606X0)II/IMLIe AJIsi OHCHKH
3HaHHI7[, yMeHHﬁ, HAaBbIKOB U (I/IJ'[I/I) onbITa J€ATCJIBbHOCTH, XapPAKTECPUIYIOILIUX ITAllbI
(l)OpMHpOBaHHH KOMIIeTEHII NIl B nmpouecce OCBOCHUs 06pa30BaTeJIbH0ﬁ MporpaMmmbIl

®OH/J OHEHOYHbIX CPEIACTB JJIAA TEKYLIEI'O KOHTPOJIA

KOMILJIEKT 3AJAY JIJIA MIPAKTUYECKHX 3AJJAHUM no aucuuninne
«/les10npoOU3BOACTBO»
Paznea 1. Teopernyeckne OCHOBBI J€10IIPOU3BOACTBA

3aganue 1. 3amonHuTh TaOMMIly, C YYETOM  pacHpeleleHHUs 3aKOHOB UM HOPMAaTHUBHBIX
JOKYMEHTOB, perynupyoomux I'C/]

HazBanue noxymeHnra Urto perynupyer T0KyMEHT, Buael 1okyMeHTOB
OIIMCaHue (npuBenuTe
puMep)

KonudummpoBanubie 3aK0HbI

Vka3sl u pacnopskenus [Ipesuaenta Poccutickoit depepannu, mocTaHOBICHUS
[IpaButensctBa Poccuiickoit deneparuu B cepe AeT0NPOU3BOICTB

|

3akoHOJaTenbHbIe akThl cyObekToB Poccuiickoit denepanuu 1 npaBoBbi€ aKThl, IPUHIUMAEMbIE
OopraHaMi HCIIOJIHUTEIILHON BIacTH cyObekToB Poccuiickoit denepanun

HopmaruBHbIe TIpaBOBBIE aKThI (peepabHBIX OPraHOB UCIIOHUTEIHHON BIACTH
(MUHHCTEPCTB, KOMHTETOB, CIIY)KO, ar€HTCTB U JIp.), PEIVIAMEHTUPYIOIIHAE BOIIPOCHI
JOKYMEHTAIIHOHHOTO 00eCIIeueHMs

TexHuueckue periaMeHThl U HallMOHAIbHBIE CTAHIAPThI B 00JIACTH TOKYMEHTAIIMOHHOTO
obecriedeHus yrpaBieHus

| |

TexHuueckue periaMeHThl U HallMOHAIbHBIE CTAHIAPThI B 00JIACTH TOKYMEHTAIIMOHHOTO
obecriedyeHus yrpaBJieHUs

| |

Ob61epoccuiickue Kiaccu(uKaTopbl TEXHUKO-3KOHOMUYECKOH M COIMAIbHON HHPOpMAaLuU

| |

yHI/I(I)I/II_H/IpOBaHHHC CHUCTCMbI NOKYMCHTAlIUN

3aganue 2. 3anonnute Tabnuily. Boumure BUAbI TOKYMEHTOB OTHOCUTENIBHO MEPHOI0B:
[IpukazHoe Aen10npOU3BOACTBO Konnexckoe Munucrepckoe
JIEIIOTPOU3BOJICTBO JIeTIOTPOU3BOJICTBO

OtBerbTe Ha Bompoc. UeMm 3HamMeHarTenbHbl Jathl: 23 maprta 1840 r., 1868 r., 27 despans 1720
r.?

3ananue 3. [TucbmMenHO oTBeThTE Ha BOMpoc. OObSICHUTE TEPMHUHBI «yHUDHUKALMI) U
«CTaHJapTU3aLUD JoKyMeHTa. Kak cooTHOCATCS aHHbIE MOHATHSA?

3ananue 4. Boibepute U3 mpaBoil KOJOHKHM ONpPEENCHHs], OTHOCAIIMECS K TepMHUHAM
JIeBOH KOJIOHKE, COOTBETCTBEHHO MPOHYMEPOBAB UX.
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1. HO,HJIHHHHK Tounoe BOCNPOH3IBCIACHHC NNIOAJTHHHHKA

2. Konus Konis, kotopas Bblaaercs B clydae YTparhl N0-
NHHHKKA WIH OpHriHana, obnanaet Toit xe HpHIU-
YeCKOil CHIIOH, UTO H MOJNHHHHK

3. Nybanxar Komust Hexonsumero JOKYMEHTa, KOTOPBIf ocTaeTcd
B YUPEKACHHH

4. Brinucka Opurusan (JIOKyMEHT B OKOHYATeIbHO! pelaKkLiH,
othopmeHHBI ¢ yueToM TpeboeadHii ["octa)

5. Otnyck Konusa odmuuansHOro JoKyMmMeHTa, KOTOpas BOC-

NPOM3BOJNT KaKylo-THOO uacTh, 3aBEPCHHYIO B
ohHIHANLHOM MTOpsJIKe

6. AsTorpag JIOKyMEHT, KOTOPbIil HanicaH aBTOPOM OTITYCKa

3aganue 5. 3anosHuTe TaONUIIBI O KJIacCU(PUKAIIMOHHBIM NMPU3HAKaM JOKYMEHTOB

Tlo HamMeHOBaHUIO ITo mecTy ITo crenenn ITo conepxanuio
COCTaBJICHUS TJIaCHOCTH
ITo cpokam ITo Ha3HaueHHIO ITo ropuanveckon ITo cpokam xpaHeHus
VCIIOJIHEHUS cuiie

3ananue 6. [ITucbMEeHHO OTBETHTE HA CIEAYIOIINE BOMPOCHI:

1. Yto Takoe ae10npou3BOCTBO?

2. JaiiTe onpeneneHne NOHIATHIO «I0KYMEHTUPOBAHUE»

3. HazoBute ocHOBHBIE (DYHKIIUU JOKYMEHTA.

4, Kakune obmepoccuiickue kinaccu(pukatopsl HCHOIB3YIOTCS TpU 0GOPMIICHUU
OpraHU3alMOHHO-PACIOPSAIUTEIbHBIX JOKYMEHTOB?

5. Kakue Buabl JOKYMEHTOB BKJIIOYaeT B ce0s cHcCTeMa OpraHu3alOHHO-
pacnopsiAUTENIbHONW JOKYMEHTAIUH ?

6. Kakmne pasznuvaroT crmocoObl JOKYMEHTHPOBAaHUS B 3aBUCHMOCTH OT CPEJICTB
JOKYMEHTUPOBaHUA?

7. UTO MOHMMAIOT MO FOPUANYECKON CHUIION JOKYMEHTa?

3aganue 7. IloaroroBbTe NOKIAJ C MPE3EHTALMEN MO OJHOM M3 MPENIOKEHHBIX TEM
(moxnanx Ha 5 MuHyT, npe3eHTanus 10-12 cnaiios)

1.  VYcoBepiieHCTBOBaHHUE JETONPOU3BOJICTBA HA MPEANIPUATHH

2.  Pa3BuTHe JOKYMEHTAIIMOHHBIX CIIY)KO Ha COBPEMEHHOM 3Tare

3.  Texuuueckue CpeAcTBa, YNPOILAIOIIME BEACHUE JEJIONPOU3BOJACTBA HA
PEINPUATHH.
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4.

JlenoBas nepenucka - HEOTbEMJIEMOE CPEACTBO CBSA3M MPEANPUATHUS C BHELTHUMU

OpraHu3anusIMu.

5. Kak oBnageTb HCKYCCTBOM JI€JI0BOTO ITUChMA.

6 JIOKyMEHTHpPOBAaHUE YIIPaBIEHYECKON AEATEIbHOCTH OPraHU3alHH.

7 JIOKYMEHT Kak CpeACTBO 3aKPEIJICHUS U PETPAHCIINH HH(POPMALIHH.

8.  Hudopmaruzamus nemonpon3BOICTBA

9. JIOKyMEHTHpPOBaHUE TPYAOBBIX OTHOLIEHUI

10. KommbroTepHbIE TEXHOJIOTHU B ICIONPOU3BOJICTBE

11. Axanu3 10KyMeHTOOOOpPOTa U METOJIbl €0 COBEPLUICHCTBOBAHUS

12.  PaGora ¢ KOHGUAESHIINATBHBIMHI JTOKYMEHTAMHU

13. Opranuszanus paboThHI C JOKyMEHTaMHU

14.  Ananuz 1oOKyMEHTOOOOpPOTa U METO/Ibl €0 COBEPILICHCTBOBAHMS.

15.  Hctopus pa3BuTHs T0KyMEHTOBEACHUS

16. CoBpemMeHHOE JOKYMEHTOBE/ICHHE.

IIpuMmepHbIe TeMbl pedepaToB

1. Opranu3zanys JOKyMEHTO000pOTa: OCHOBHBIE NPABUIIA U ATAIIbI.

2. Drambl pa3BUTHS IENOTPONU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BOJICTBa U JOKYMEHTAIIMOHHOTO 00ECTICYCHHS YITPABICHHS.

4, HopmaTtuBHO-TIpaBoBas 6a3za COBPEMEHHOTO JEIOTIPOU3BO/ICTBA.

5.  HopmaruBnast ocHOBa npoliecca JOKyMEHTHPOBAHUs YIPaBIE€HUS IEPCOHAIOM.

6.  OpraHM3anMOHHBIE KaJPOBBIE TOKYMEHTHI: COCTaB, COJCPKAHNE, TOPSIOK
MOATOTOBKH U O(POPMIICHHUS.

7. JlomKHOCTHAsA MHCTPYKIUS KaK OpraHU3allMOHHbIA KaJApOBBIA TOKYMEHT.

8. CocTtaB 1 BUABI KaAPOBOUW JOKYMEHTAIWH.

9.  JloxymeHTHpOBaHHE Mpolecca 0(OPMIIEHUS TPYAOBbIX OTHOLIEHUH.

10. DxkcnepTusa HEHHOCTH JOKYMEHTOB

11. Cexkperapp B CTPYKType YIIpaBICHHS

12.  OdwucHsie cpeacTra paboOThI ¢ TOKYMEHTaMU

13. 3HaueHMe JOKyMEHTa B YIpPaBJIEHYECKON AEATEIBbHOCTH, KJIacCU(pUKaLIUs
CIIy’KE€OHBIX JJOKYMEHTOB.

14, VYHudwukauus v cCTaHAapTU3ANMS JOKYMEHTOB.

15. [lenonpou3BOACTBO B OpraHax UCHOJHUTEIbHOM BiaacTu. [lopsaok paccMoTpeHus

oOpallleHui TpakiaH.

16. OcoGennocTtu opopmieHuss HHOOPMAITMOHHO-CIIPABOYHON U KaJPOBOI
JOKYMCHTAIHH.

17.  Jlenompou3BOJCTBO B COBpeMeHHOM Poccuu

18. Jlenmompou3BOACTBO TOPEBOJIOIMOHHON Poccuu

19. Jlenompou3BoAcTBO B cOBETCKYIO 3moxy (1917-1991rr.)

20. OpraHuzanus 10KyMEeHTOO0OpoTa

21. Peructpanus J0OKYMEHTOB

22. KoHTponb UCTIOTHEHUS TOKYMEHTOB

23. Cucremaru3anus U XpaHEHUE TOKYMEHTOB

24. HowmeHkinarypa Jieq OpraHu3aiiu

Pazgen 2. CoBpeMeHHbIe TpeOOBaHusA K 0(OPMIICHHIO JOKYMEHTOB

3aganme 1.Pemute kpoccBopa
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13 [ | |

el J T[] HNEEEE

ITo ropusonTanu:

1.  peKkBU3UT JOKYMEHTa, BHIPA)KAIOLIUI COTIacue WM Hecoryiacue

JOJIKHOCTHOTO JIMIIA C COJIEpP’)KaHuEeM JOKYMEHTA.

4. pPEeKBU3UT JOKYMEHTa, TMPEACTABISIOMUA CO00M COOCTBEHHOPYYHYIO POCIHCH
MTOJIHOMOYHOTO JIOJI’KHOCTHOTO JIUIIA.

6 - mprCcBOEHUE MOPSAKOBOIO HOMEPA Jeia IO HOMEHKIJIAType U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTH yUpeKJIeHUH, MpOCTaBIiieMble Ha 00JI0OKKE Jela.

8.  NHUChMEHHOE TMpEeMJIOKEHHWE O 3aKIIOUEeHUU JO0roBopa (KOHTpakTa) Ha
OTIPE/ICNIEHHBIX YCIOBUSX.
9.  3anmch mHpOPMALMU HA PA3IMYHBIX HOCUTENSX MO YCTAaHOBJICHHBIM IpaBUIIAM,

00€eCIIeunBarOIIUM €€ IOPUIANYECKYIO CHITY.

12. nBWwXeHHE JOKYMEHTOB B OPTaHM3AIlMH C MOMEHTA UX TOJIYYCHHUS WM CO3JaHUS JI0
3aBEPIICHUS UCTIOJHEHHUS UK OTIIPABKH.

13 oOpa3er, 3TajaoH, MOJIEh IPUHUMAEMbIC 3a UCXOIHBIC NIl COTIOCTABJICHHUS C HUMH
JIPYTUX TPEIMETOB.

17. o6s3aTenbHbIN dM1eMeHT 0hopMIIeHUS 0(DULIUATBHOTO JOKYMEHTA

18 nokymeHT, (pUKCUPYIOMUNA X0/ 3aCeAaHUs, COBEIIAHU,.

19. COBOKYNMHOCTh AOKYMEHTOB (WM JOKYMEHT), CDOPMUPOBAHHBIX MO KAKOMY-JIHOO
MpHU3HaKy (BUaM JOKYMEHTOB, BOIIPOCaM, KOPPECMOHAEHTaM | T.].), TOMEIICHHBIX B 0OJIOKKY.

ITo BepTHKaAIN:

2.  JIOKyMEHT, (PMKCUPYIOLIUI COTralleHne CTOPOH 00 YCTaHOBJIEHUH KaKHUX- JHOO
OTHOIIEHUH U YCIIOBUM UX PETYIINPOBAHUS.
3. JlokymeHT, cojepxkauiuii HMHPOPMALMOHHO-CIIPABOYHBIEC, AHAIUTHYECKUE WIIH

OTUETHBIE CBEJCHMUSI, TPECTABISAEMBIA PYKOBOJACTBY.

5. DJIEMEHT YAOCTOBEPEHHs NOJIMHHOCTM TMOJNMCH JOJDKHOCTHOIO JIMIlAa Ha
JOKYMEHTaX, NpPEIYyCMOTPEHHbIX HOPMATUBHBIMH aKTaMHM, YIOCTOBEPSIOIIMX IIpaBa JIHII,
¢bukcupyromux (akThl, CBSI3aHHbIE C (UHAHCOBBIMU CPEACTBAMHU.

7. 9TO COBOKYNHOCTb pa3JIMYHbIX CBEJICHUI, CHCTEMa OpraHU30BAHHBIX JaHHBIX,
OTPaKaIOIIMX MPOLECCHI U COOBITUS OKPYKAIOLIETO MUpA.
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10. OOKyMEHT, COCTaBJICHHBIH HECKOJBKMMH JIMIAMH W  TOATBEP)KIAOIINN
yCTaHOBJICHHBIE (PAKTBI MM COOBITHSI.

11. wundopmanms Ha MaTepUATBHOM HOCHUTEINE, HMEIOIIAst IOPUINIECKYIO CUITY.

14. mnepeyeHb Kakux-1MOO MAHHBIX (CBEICHMIA), PACHOJONKEHHBIX B OMpPEICICHHOM
nopsiike (0OopoTHAS U T.11.)

15. npaBoBOM akT, U3aBaéMblii PYKOBOJUTEJIEM OpraHa TIOCYJapCTBEHHOI'O
yrpaBiieHus (€ro CTPYKTYpHOTO MOAPA3JENICHUs), NEHCTBYIOIIUI Ha OCHOBE €IMHOHAyYajIus, B
LEJISIX pa3pelleHuss OCHOBHBIX M OINEpPaTHBHBIX 3ajad, CTOSAIIMX Iepesa AaHHBIM opraHoM. B
OTJIENbHBIX CIIydasiX MOJKET KacaThCsl LIMPOKOrO0 Kpyra OpraHu3alii U JOJDKHOCTHBIX JIMIL
HE3aBHCHUMO OT IOJYMHEHHOCTH;

16. ropuandecku opOpPMIICHHBIH epeUeHb JOKYMEHTOB.

20. 5TO0 peKBU3HT O(UIMAIFHOTO JOKYMEHTa, TNPUAAIONINA HOPMATHBHBIA WA
MIPaBOBOM XapakTep €ro CoAep KaHuIo

3ananue 2. BunmarensHo uzyuute pazaen S «OdopmiieHre peKBU3UTOB JTOKYMEHTOBY
I'OCT P 7.0.97-2016. BeimoauTe 3a1anus, B cIydae HEOOXOUMOCTH J00aBhTE HEIOCTAOIIYIO

nH(pOopMaInIo:
Homep n MecTopacnoyioxeHne Bun noxkymenTa (B Kakux Kak pacnonaraercs u
HauMEHOBaHUE pexBu3uTa (110 JOKYMEHTAaX MCTONb3yeTCs B KaKHX CITydasx
pEKBU3UTA T'octy) JAHHBINA PEKBU3UT) YKa3bIBaeTCs B
JIOKYMEHTax
Buza
IToamuce

OTMeTKa 0 3aBepeHIH
KOITHHU JIOKYMEHTA

HaumenoBanue
JIOHKHOCTH JIALIA

CrpaBoJHBIC JAHHBIC
00 opraHu3aIuu

Jarta nokymeHTa

Ccplika Ha
perucTpaluOHHbINA
HOMeEp | J1aTy
MTOCTYIIHBIIIET O
JOKYMEHTa

3apanmne 3. CocraBbTe W OpopMHMTEe NPHUKA3BLI M0 OCHOBHON JeATEJIbHOCTH, H Jpyrue

pacnopsiiuTe/]bHbIe JOKYMEHTbl, He00X0AUMbIe B JaHHBIX YNIPaBJeHYECKHX CUTyalHsX.
Curyanus 1.

3amectutens aupektopa OOO «3Jrtanon» (3apeructpupoBano B r.llerpo3aBojcke)
I1.11.AGpamoB 1 nexabps TeKyuliero roja u3faji yka3aHue o rpaduke OTIYCKOB Ha CIIEAYHOIIUN
KaJIeHJapHbIHA I'0Jl, COIJIACHO KOTOPOMY PYKOBOJUTENIN CTPYKTYPHBIX MOJpPA3ACICHUM TOJIAKHbI
IIPEICTAaBUTh B OTHEN KAJApOB CHUCKUA COTPYIHHUKOB C YKa3aHMEM IIPEAIOJIaraéMoro Cpoka
OUEpPEeHOro OTIIyCKa B CIenyrolleM KaleHaapHoM roay. Cpok mpexactaBieHus cnuckos — 10
nexkalpst Tekymero roga. OTaeny KaJpoB YKa3aHHEM HPEINHUCHIBAETCS COCTaBUTh CBOJHBIN
rpa¢puk otmyckoB paboTHukoB OOO Ha cienyrooluil KajleHAapHbI roa W nepenarb €ro B
JIUPEKIUI0 Ha yTBepkJeHne. OTBETCTBEHHBIM 3a COCTaBJeHUE rpadyKka Ha3HAYeH HadalbHUK
otnena kaapos [Tankparosa O.}O. Cpok npeacraBnenus rpaduka — 20 nexaOps TEKyLIero roja.

VYkazaHnue ObLIO 3aBU3UPOBAHO HAYAIBHUKOM OT/ENa KaJIpoB, TJaBHBIM OyXrajlTepom,
IOPUCKOHCYJIBTOM.
Curyanus 2.

Hupexkrop OOO «Ortanon» (3apeructpupoBaHo B T.IlerpozaBoacke) JI.b.Ilomos 12
(beBpaist TEKyILIero rojia U3iau pacnopsbKeHUE O MPOBEACHUU PEMOHTHBIX paboT B mexe Ne 3 B
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CBSI3M C ABAapUUHBIM  COCTOSIHUEM OTONMUTENIBHOM CHCTEMBI LeXa. PacnopsbkeHuem
MPEINHUCHIBAIIOCH MPOBEACHNUE PEMOHTHBIX pabOT B YKa3aHHOM II€X€, 32 YTO OTBETCTBEHHBIM
ObUI Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHUYECKOW ciy:x0b1 MakapoB /.M. Cpok BBIIOJHEHUS
Bcex paboT — 15 deBpanst Tekyiero roaa.

OcymecTBieHue KOHTPOJS 3a NPOBEIEHHEM pPEMOHTHBIX padoT BO3Jarajoch Ha
HavanbHUKa 11exa Ne 3 AutoHona FO.B.

Pacniopspkenue ObLIIO 3aBHM3MPOBAHO HAYAJIbHUKOM  PEMOHTHO-TEXHHUYECKOW CITYXKObI
MakaposbeiM JI.M. u nHauanpHukoMm 1nexa Ne 3 AnrtoHoBbiM lO.B., 3amecturenem aupexTopa
I1.11.AGpamoBBIM.

3ananmue 4. CoctaBbTe H 0popMuTe Ci1y:KeOHbIE MUCHMA.
Curyauus 3.

OAO «llepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) momxHO OBLIO B
cooTBeTcTBUU ¢ M. 6 noroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOAYKIHHU» MOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, Kpacnoropckas yiu., a. 32, 111123, ten./dakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa Kokanyo GypHUTYpy Ha oOmryro cymmy 150 000 py6neit. @aktuuecku xe GypHUTYPHI
o0 cmano Ha cymmy 120 000 pyOseir u HemomocTaBieHO MpoAykmuu Ha cymmy 30 000
pybnei. CormacHo 1.8 10rOBOpa 3a HEMONMOCTaBKY MPOIYKIIMU JOJDKHA OBITh yIUIadeHa
HEYCTOMKa B pasMepe 5%, 4TO OT CyMMBbI HEIOTIOCTaBKH cocTaBmiio 1500 pyoneii.

Hupextop 3A0 «CAHIAEPEJIJIA» B.[. ®emopoBa obpatunacek k aupekropy OOO
«IlepBass ®Padpuxa» O.J[. CokonoBy c Tpoch0OW TMEPEUYHCIUTh HA WX PACUYCTHBIA CUET
ykazanHyio cymmy (1500 py6.). B mnporuBHom caydae 3A0 «CAHJEPEJIJIA» Oyner
BBIHYXKJICHO OOpaTuThCs B TocapOuTpax. IIucekMo O HemomocTtaBke NPOAYKIMH  OBLIO
coctasyieHo ucnoyiautenem P.T. FOguno#t u noanucano @enopoBoii 12 aprycra TeKymero roja.

3ananue 5. CocraBbTe M odopmuTe AOKJIAJAHBIE, U OOBSICHHUTEJIbHbIE 3aNUCKH,
Heo0XoAuMBbIe B CJIeAYIOIIUX YIPABJIeHYECKHX CUTyalusIX.
Curyanus 4.

Kyprsep 3AO0 «®apma» C.C. CoMOB peryiaspHO Oma3JslBaJl HA pabOTy, YeM Hapymial
TPYAOBYIO AUCUUIUIMHY. 3aBeayromias kanuenspuer M.B. llymunamHa HEOTHOKpATHO Jenana
eMy 3amevaHus (B yctHOH (opme), a 12 HroHS TeKymiero rojaa Obljla BEIHYXKIEHA 0OpaTUTHCS C
JAHHBIM BorpocoM K ['eHepaibHOMy mupextopy A.B. CengoBy ¢ IOKJIaIHOW 3amuCcKoOM, B
KOTOPOi1 pocuiia MpUHATH Mepbl AuciuIummHapHoro xapakrepa k C.C. ComoBy.

Pa3nen 3. Opranusanus padoTsl ¢ JIOKYyMEHTAMH

HpI/IMepr 3anaﬂnﬁ AJIfl BBIIMMOJTHEHUS HA MPAKTHYCCKHUX 3AaHATHAX

3aganue 1. OGopMuUThH XXypHaI yueTa BXOISAIMIUX JOKYMEHTOB:

Homep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsmmii Ne 1-2/82; aBtop-ormpasurens 3AO0 «Opay; KpaTkoe
cojJiepKaHue (3arojOBOK) Jara MocTymieHus AokymeHTta 21.12.2021 o cokpallleHuH MOCTaBOK
THT 22.12.2007; noanuck ucnoauutens Ceprees.

3aganue 2. OPopMuUTH KypHAT y4€Ta UCXOAIINX JOKYMEHTOB:

Ne n/m 152 153;ucnonnurens Pa3un; kpaTkoe conepxanue nata fokymenrta 21.12.2021
o mpenormiate mo koHTpakTy Ne 88/117 22.12.2021; agpecat (komy) 3A0 «ITunot» ; Ne nena 4-
7.

3ananue 3. OhopMuTh XypHan yu€Ta BHYTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; mara nokxymenta 08.01.2021; xto moamucan lBaHOB; KpaTkoe
cojJiepkaHue 00 U3MEHEHHE ITaTHOTO PACIIUCaHUs; OTMETKa 00 ncnoiaHeHnu CHIopoB.
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OBPA3EL ’KYPHAJIA PETUCTPALIUU BXOJALIUX JTOKYMEHTOB

Homep Hara AgTop- Hcxopsimmii Kparkoe cogepxanne
JOKYMEHTa JAOKYMEHTa OTHPABHTE/b Ne (3aro/10BOK)
171/1-3 18.12.2007 3A0 «Dpan 1-2/82 Jlara noctynieHus
21.12.2007
O cokpallleHHH [T0CTABOK
THT
22.12.2007
Hcnonnurean Moanuce Cpor Ipumeyanus
HCIOIHHTEA HCNOJIHeHHs
Ceprecs Cepeees 27.12.2007

OBPA3EL KXYPHAJIA PETUCTPALIUA HCXOJAIIHX JOKYMEHTOB

Ne Anpecar Kparkoe conepxanune Henosnnrens | Ne gena | TlpuMeyanue
n/n (komy) (3aroJ10BOK)
152 3A0 Hara noxymenta Pazuu 4-7
«IIumor» 21.12.2007
O npenoniare 110 KOHTPaKTy
Ne 28/117
22.12.2007
153
OBPA3EL ')KYPHAJIA PETUCTPAIIUU BHYTPEHHHUX TOKYMEHTOB
Hara Hupnexe Kto noanucan Kparkoe OrmMerka 00
coJiepiKaHue WCIOJHEHHH
08.01.2007 88 HupekTop O6 u3meHeHuH Cuyopos
Heanos LUTATHOT'O
pacnucaHus

3aganue 4. CekpeTapb-IOMOIIHUK PYKOBOJMUTENS, MPEIBAPUTEIHHO IMPOCMOTPEB
JOKYMEHTAIMIO, TIOCTYIUBIIYIO B OpraHU3aIuIo, epeaeT ee BClo pykoBoauTento. [Ipu stom B
Manky ¢ JOKYMEHTaMH BKJIAJIbIBACTCSI MUCHbMEHHBI KOMMEHTApUH, BKIIOUAIOLIUN CBEICHUS O
COCTaBe JOKYMEHTOB, BOIPOCAX, COAEPKAIIUXCS B HUX, OT KOTO MOJYyYEHBI JOKYMEHTBI H KOMY
a/IpECOBAHBI.
[IpaBunbHO 1M B YYPEKJIEHUU MOHMMAIOT HA3HAUEHUE OIEpallyl «IpeIBapUTEIbHOE
paccMOTpeHre JOKYMEHTOBY?
KoHTpoJibHBIE BOIPOCHI:
1. Kakue sTambl NpoXOoJsT JOKYMEHTBI, OTIpaBieHHble opranuzainuei? IlpeacraBbre
KpaTKYIO XapaKTepUCTHUKY.
2. Kakue 10KyMeHTBI Ha3bIBAlOT MOCTYIAIOIMIMMHU, OTHPABISIEMbIMA U BHYTpEHHHE?
3. Kakumu noxkymMeHTaMH PyKOBOJCTBYIOTCS HPU MPOEKTHPOBAHUHM U palMOHATIU3ALMU
JOKyMeHTOooOopoTa?

3aganue 5. CocTaBbTe TIOJOKEHHE O HOBOM CTPYKTYPHOM TMOJpa3JelieHud B
aJIMUHHCTpalu ropoaa banmammxu (otnen kaapos, PUHAHCOBO-PKOHOMHUYECKHMA OTIEN, OTAEI
CTpaTEeruuecKoro pa3BuTHs) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHIapTOB MO HWH(pOpManuu, OHOIMOTEYHOMY U U3JIATENbCKOMy neny. OpraHu3aluoHHO-
pacrnopsauTensHas JoKyMeHTanus. TpeboBaHus K 0(pOPMIIEHHIO TOKYMEHTOBY
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3amanue 6. CocTaBbTe OPraHU3AIMOHHYIO CTPYKTYPY AEIONPOU3BOACTBEHHON CITY>KOBI
Bameii opranuzanuu. YCTaHOBUTE II€pEYEHb HOPMATHBHBIX JIOKYMEHTOB, KOTOPBIMU
IIOJIb3YIOTCS COTPYIHUKHU cayx0b1 JIOY.
3apanme 7. Onpenenure, K KakMM BHUJAM JTOKyMEHTOB OTHOCATCS IPEICTABIICHHBIE
HIKE (PParMeHTHI.
Teker 1
®upMEHHOE HAUMEHOBAaHUE U MECTOHAXOXKIEHHUE 001eCTBa
1.1. TlomueiM ¢QupMeHHBIM HaMMeHOBaHHMEM oOmecTBa sBisieTcs: OOmecTBO ¢
orpanuueHHOM otTBeTcTBeHHOCThIO «HOTA». CokpaiienHoe @UPMEHHOE HaUMEHOBaHUE
obmectBa - OO0 «HOTAx.
1.2. Mecronaxoxaenue oOmiecTBa (OYTOBBIN anpec): MoJiogexHblid pocu., 15, .
Kpacnosipck-45, 630091, Poccuiickas ®enepanusi.
Texer 2
OO61re nooKeHus
1.1. Cexkperapb-peepeHT OTHOCUTCA K KaTerOpUU CHEIUAINCTOB MPEIIpUSITHS,
MIPUHUMAETCS U YBOJIBHSETCS TUPEKTOPOM.
1.2. OcHOBHBIMH 3aJlauaMH CeKpeTapsi-pedepeHTa SBISETCS OPTaHW3alMOHHOE U
JOKYMEHTAI[MOHHOE 00ecreueHne yIpaBIeHYeCKOU e TeIbHOCTH. .
Teker 3
1.1. DnexTpornpoBojKa B y4eOHBIX MOMELIEHUSAX JTODKHA HAaXOAUTHCS B HCIPABHOM
coctosiHuM. CONpPOTUBJIEHUE H30JSLUU IMPOBOJOB JOJDKHO IMEPHUOJUYECKH 3aMepsThCs, MpH
HE0OX0IMMOCTHU JOJHKEH MPOU3BOIUTHCS PEMOHT.
1.2. 3ampemaercs TPUMEHSTH ISl 3alIUTHI AJIEKTPOCETEH BMECTO aBTOMATHYECKHUX
IPEeJOXpaHUTEIEeH U MIIABKUX BCTABOK 3aAIUTY KyCTAPHOTO MU3TOTOBJICHUS (OKYUKHY).

IIpumepHbIii epeYeHb BOMPOCOB /IJIs1 YCTHOI0 OTBETA HA CEMUHAPCKHUX 3aHATHIA

1. KakoBbl coBpeMeHHble TpeOOBaHUS K S3bIKY M CTHJIIO YIPaBICHUYECKUX
JIOKYMEHTOB?

2. Yo coboii mpeacrapisier YcTaB opranu3anun? KakoBsl OCHOBHBIE TPEOOBAHUS K
€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kak opopmurts [Tonoxxenue 06 oTaene i ciyxoe opranuzaniu?

4 Kak odopmuTs mratHoe pacnucanue?

5.  Kakue tpeboBanus npeabsBisiorcs K 0OpMICHHIO TOTOBOpa, KOHTpaKTa?

6 Yrto Takoe MHCTPYKIUS, KAKOBO ee cojepkanue u opopmiienue?

7 OpranuzanvoHHbIE JOKYMEHTHI IPEANpUATHUS.

8.  PacnopsinurenbHble  JOKYMEHTHl MOPEANPUATHS: MPUKA3bl IO  OCHOBHOM
NESITeNIbHOCTH; PACTIOPSKCHHUSI, PELLICHUSI.

9.  UHdopmanmoHHO-CIIPAaBOYHBIE JAOKYMEHTHI: MPOTOKOJbI, IOJHAsA MW KpaTKas
dhopma ux ohopmIICHHUS.

10. HHpopManoHHO-CIIpaBOYHbIE JOKYMEHTBI: aKTHl, CITy’KeOHbIe u
00BSCHUTENBHBIE

11. KakoBbl 3Tamsl paboThl ¢ BXOISIIMMH JOKYMEHTaMuU?

12.  Kak crpoutcs paboTa ¢ UCXOASIIUMU JOKYMEHTaMH?

13. KakoBa TexHOJOrHs pabOThl ¢ BHYTPEHHUMH JTOKYMEHTaMU?

14. Kakue 3a1auu JOKyMEHTOO0OPOTA pelIaeT PerucTpaius J0KyMeHTOB?

15. Kakue ympaBiieHYecKHEe IOKYMEHThl HE TOJUIekaT PETUCTpalluud B CIOyx0ax
JOKYMEHTAI[MOHHOTO O0eCTIeueHUs yIpaBIeHUs?

16. KakoB MopsiIOK perucTpanuu yIpaBIeHYeCKOTo JOKyMeHTa?

17. Kakue cymecTBYIOT BUABI KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB?
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18. Kakme omepamuu 10 KOHTPOJIO HCIOJHEHHUS JOKYMEHTOB OCYIIECTBIISIOT
CITY’KOBI IOKYyMEHTAIIMOHHOTO 00ecIieueHus yIpaBiIeHUs?

19. Kak ocymecTBisiercs: cuicTeMaTH3anus U XpaHeHHEe JOKYMEHTOB B OpraHU3aluu?

20. Yo Takoe zaen0, C TOYKH 3peHUsl JOKyMEeHTOBeneHus? [IpuBeanTe mpumMeps! aed,
XPaHSIIUXCS B OPraHU3aIH.

21. Packpoiite conmepkaHHe IMOHSATHA «HOMEHKIATypa Jnen». Kakoe MOmKHOCTHOE
JMIIO B OPTaHU3aIMK OTBEYAET 32 COCTABIICHHUE U BBEJICHHE B JCHCTBHE HOMEHKIIATYPHI J1ei?

22. KaxoBBI peKBH3UTHI HOMEHKIIATYPHI 171 ?

23. KakoBa conepxaTelibHas 9aCTh HOMEHKJIATYPHI JIE?

24. Kakue nmpu3HAKY 3aBEJCHIUS JIeJIa UCIIOJIB3YIOTCS TIpH (hOpMUPOBAHUY eI ?

25. KakoB 0CHOBHOM mpHuHIUN (HOPMUPOBAHHS JOKYMEHTOB B JieJia?

26. Kakue HOpMaTHUBHBIC TPEeOOBAHUS HEOOXOJUMO COONIONATH MPHU (HOPMHUPOBAHHH
nen?

27. Kak ocymiecTBisieTcsl TIOATOTOBKA €7 K apXUBHOMY XPaHEHHUIO B COBPEMEHHBIX
opraHuzanusax?

28. Kaxkas oprrexHuKa MCIOIB3YeTCs Ul COCTABICHUS JOKYMEHTOB B COBPEMEHHOM
JIEIOTIPOU3BOICTBE?

29. Kaxkas oprrexHuKa UCTONB3YeTCs IS TOUCKA, PAaHEHUS U Tepeladyn IOKyMEHTOB
B COBPEMEHHOM JIEJIOTIPOU3BOICTBE?

30. KakoBBI BO3MOXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAI[MOHHOM
obecrie4eHn! yrpaBieHHs ?

31. KakoBBI BO3MOXHOCTH CpPEICTB TEIEKOMMYHHUKAIMH B JIOKYMEHTAIHOHHOM
obecrie4eHn! yrpaBieHHs ?

32. B kakmx choydasx TPUMEHSIOTCS CTaHAapTHbIE OQUCHBIE TNPOTPaMMbl B
OpraHu3alIiy J1eJI0NPOU3BOCTBA?

KOMIUVIEKT TECTOB 11 npoMe:XKyTOYHOM aTTeCTAMU
(3auer, nupPpepeHIUPOBAHHBIN 3a4eT) MO TUCHMUIIIIMHE

3a4yeT MpPOBOJAUTCA B BHUAE MTOTOBOro Ttecta. g BBINOJHEHUS TecTa OTBOAUTCS 45
MHHYT.

IIpumepHbIe 32 1aHUS UTOTOBOI'0 TECTa
1. JlokymMeHTAaLIMOHHOE o0ecreyeHHe YNPaBJIeHYECKHX pPelleHUii, KaK mpouecc
BKJIIOYaeT B ceds:
a) TOKyMEHTHUPOBAHUE PELICHUS;
0) nHGOPMAIIMOHHYIO TOAJEPKKY PEILICHHIA;
B) JOKYMEHTHUPOBAHHUE PEIICHUS U KOHTPOJIb 33 €r0 BBIMIOJTHEHHUEM.
2. CKOJIbKO 4eJI0BeK MOKeT BXOJAUTh B COCTAB IKCNEPTHONH KOMUCCHH?

a) oT 2 u OoJee
0) 6 u 6osee
B) 2 10 5
r) 4 u Oonee
3. Koraa perncTpupyorcsi MCXoAsiMe JOKYMEHThI?
a) B IEHb OTIPaBKU
0) B JIeHb MOAMMCAHUS
B) B JIEHb COIJIACOBaHMS MIPOCKTA
I') HE PETUCTPUPYIOTCS
4. HoMeHKJIaTypa e/ cOCTABJSIETCH:
a) B 3 3K3eMIULIpax;
0) 4;
B) 2.
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5. chaﬂmTe, KaKHE€ JOKYMEHTDBI COCTABJAITCH 10 pe3yJibTaTaM 3KCIIEPTU3BI

IHEHHOCTU NJOKYMCEHTOB.

a) pelIeHNE IKCIIEPTHON KOMHUCCUN
0) aKT O BBIJCICHUN JOKYMEHTOB Ha YHHUTOXKEHHE
B) CiIyeOHas 3aMucKa o 3aCeIaHNH IKCIIEPTHON KOMUCCUU
T') MPUKa3 10 OCHOBHOM JESATEIHHOCTH
6. KTo uMeeT NpaBo NpoAJIUTH CPOK MCIOJIHEHUSI JOKyMeHTa?

a) JIMII0, KOTOPOE €r0 YCTAHOBUIIO
0) U110, KOTOPOE UCTIONTHSET JOKYMEHT
B) PYKOBOJMTENb YIPEKICHHUS
I') cekpeTapb
7. Tlpu kakoM 00beMe JOKYMEHT0000poTa MPUMEHsIeTCsl sKyPHAJIbHAs cUCTeMa

perucrpauumn?

— 3TO:

a) 1o 10 000 TOKYMEHTOB B ToJ1
6) mo 600
B) 1o 1000
r) 10 300 TOKYMEHTOB
8. IlyTh, KOTOPBI MPOXOAUT JOKYMEHT OT HAYAJIA €r0 CO3aHHUs 10 C1a4Y¥ B apXUB

a) TIOKyMEHTHUPOBaHHUE;

0) IeOMPOU3BOJICTBO;

B) IOKyMEHTOOOOPOT;

') CUCTeMa JIOKYMEHTAIlUH.

9. lIokyMeHTBI, KOTOPbIE MO COIEP:KAHNIO SABJISIOTCS crieu(PpuIecCKUMH U HOCSIT

XapakTep pa3oBoro JJOKyMeHTa — 3TO:

a) UHAMBUyaJIbHBIC JOKYMEHTHI,

0) TUITOBBIE JOKYMEHTHI;

B) IpUMEpHBIE JJOKYMEHTHI;

) TpadapeTHbIC TOKYMEHTHI.

10. [desa BpemenHoro xpanenus (1o 10 jer):

a) TIOJIIITUBAIOTCS B TBEPAYIO OOJIOXKKY;

0) Ha OTZIEJILHOM JIMCTE JIeIaeTCs 3aBEPUTEIIbHAS HA/IIUCH;

B) U TO U JIPYTOE;

') HU TO, HU APYyTroe.

11. IIpaBoBoii akT, omnpeaeJsilOMHii NOPAIOK (OPMHPOBAHUS, 3aTauH,

00SI3aHHOCTH, NMPaBa, OTBETCTBEHHOCTh M OPraHU3aUMI0 PadoThHI NPeINpPUITHS B LEJIOM

WIH €ro CTPYKTYPHBIX NOAPa3ieJieHuil — 3T0:

a) TPYIOBOM JOTOBOP;

0) MOJIOKEHHE;

B) JIOJDKHOCTHASI MHCTPYKIIHUS;

T') LITAaTHOE pacCIUCAHHE.

12. K opraHu3aumoHHbIM JOKYMEHTAM OTHOCSITCS:

a) YCTaB, IITATHOC PACIIMCAaHUE, MOJIOKCHUC O CTPYKTYPHOM IIOAPa3ACIICHUH,

HAOJDKHOCTHBIC HHCTPYKIINU,

6) MMOCTAHOBJICHUS, YCTAB, IIPUKA3bl, PCIICHUSA, PACTIOPAKCHUS, TTOJIOKCHU
B) IMPOTOKOJIbI, AKThI, OOBSICHUTENIbHBIE U JOKJIaAHBIC 3aIIMCKU,
P) YCTaB, YKa3bl, HITATHOC PACIIMCAHUC, ITIOJIOKCHUC O CTPYKTYPHOM NOAPA3ACIICHUU,

AOJDKHOCTHBIC HHCTPYKIIUU.

13. Ilucbma, KOTOpbIe HANPABJISAIOTCS € LeJIbI0 MOATBEP:KIeHUs JAaHHBIX paHee

o0eaHUI NJIM OTOBOPEHHBIX YCJIOBHIA:
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a) COIIPOBOAUTEIbHBIE INCbMA,
0) rapaHTUIHbIC TUCHMa,

B) IIMCHbMA-TIOATBEPKICHUS;

I') IMCbMa-peKJIaMaliiy.

14.  JoxkyMeHT0000pOT —3TO:

a) IBMKEHHE JOKYMEHTOB B OpPTraHM3allii C MOMEHTA MX TOJIYYSHHS WIH CO3/IaHUS
710 MOMEHTA OTIIPABKHU MIIU MCIIOJTHEHHUS,
0) co3gaHKe ONTUMAJIbHBIX YCIOBUM Ui pabOThI C TOKyMEHTaMU;
B) MPOIIECC CO3JaHMSI TIOKYMEHTA.
15. Kakue U3 3THX JOKYMEHTOB HANPABJSIOTCS OT BbILIECTOSIIIET0 YPOBHSA
yHpaBJIeHUsl K HUKECTOSIIEMY
a) MpuKas;
0) 3asBIICHUE;
B) YKa3aHHUE;
I) cioyxeOHas 3anucka?
16. Opranu3anusi padoThl ¢ JOKYyMeHTAMU HAYUHAETCH:

a) C UCIIOJIHEHUS IOKYMEHTA;
0) HampaBJIeHUs JOKYMEHTA Ha UCIIOJIHEHUE;
B) IIpHE€Ma BXOJISALIETO TOKYMEHTA.

IIpuMepHBbIii nepedYeHb BONMPOCOB K 3a4€Ty:

1. lenwn, 3a7a9M ¥ IPUHITUIIEI COBPEMEHHOTO JICTIONPOM3BOJICTBA

2. JIokyMeHT KaK HOCHUTEJb MH(POPMAIIUN U KaK CPEJCTBO PEaTN3aluH yIPABICHUYECCKUX
GyHKIIHN.

3. JIoKkyMeHT: MOHSATHE U OCHOBHBIC TPEOOBAHUS K €T0 COCTABICHUIO

4. Knaccudukamnus J0OKyMEHTOB

5. CocTaB ¥ 0COOEHHOCTH pabOTHI C KaIPOBOM TOKyMEHTAIUEH

6. Pabora ¢ koH(pHICHIHMATEHBIMU JOKYMEHTAMH

7. OcobGeHHocTH paboOThl C oOpamieHUusIMU U kamobamu oT TrpaxaaH JIOKyMEHT Kak
HOCHTEJIb UHPOPMALIUU B KaK CPEJICTBO PEaTM3aliy YIPABICHYSCKHX (QYHKIIUH.

8. HopmaTtuBHO-IIPaBOBBIC U METOIUNYECKUE OCHOBBI JICIOTIPOU3BOICTBA

9. VHudukanus U craHAapTU3anus Kak OCHOBHBIC HAIPABJICHUS COBEPIICHCTBOBAHUS
JOKYMEHTAIMH. DTarbl JOKYMEHTO000pOoTa B OpraHU3aluu

10. Opranuzanus paboThI C JOKyMEHTaMHU.

11. HWupekcanusi JOKyMEHTOB, IIPaBUJIa WHACKCAIIMH JOKYMEHTOB

12.  KoHTpoJib, 32 UCIIOJTHEHUEM JIOKYMEHTOB

13. TloaroToBka Jei K apXMBHOMY XPaHEHUIO

14.  DnexTpOHHBIN TOKYMEHTOOOOPOT B OpraHu3alyu

15. Opranuzaius J0KyMeHTO000poTa

16. Perucrpauus 10KyMEHTOB

17.  KoHTpoJIb UCTIOTHEHHS TOKYyMEHTOB

18. Cucremaru3zanus u XpaHeHHEe JOKYMEHTOB

19. ®enepanpHOe 3ak0HOAATENHCTBO 00 opranuzanuu JJOY, TpeboBanus yHupukanuu
Y CTaHJapTHU3AIUH.

20. OcHOBHBIC HAMpaBJICHHS COBEPUICHCTBOBAHMUS COCTaBa M (OPM JOKYMEHTOB B
commansHOM cepe.

23



21. Bunmel MOKyMEHTOB (pacHopsAWTEIbHBIC, OpraHU3alMOHHBIE, WH()OPMAIMOHHO-
CIPAaBOYHBIC) H X XaPAKTCPUCTHKH.

22. TlepeuyHu MOKYMEHTOB C THUIIOBBIMH CPOKAMH XpaHCHHs. 3HAUCHUE IMEpeYHed U
MOPSIIOK UX IPAUMEHEHUS B JEIOTIPOU3BOICTBE.

23. OpraHuzanuoHHbIC (POPMBI JIEIONPOU3BOACTBA. VX 3aBUCIMOCT OT CHEIU(PUKA U
OPraHU3aI[MOHHON CTPYKTYPHI YIPEXKICHUS.

24.  ]JloxymeHTOO0OpOT. Omnpenenenue, XapaKTEepUCTUKA OCHOBHBIX
JTOKYMEHTOTIOTOKOB.

25. TlpaBwmia opraHu3anuu JOKyMEHTOO00pOTa OpraHu3aIliy.

26. JloxymeHTO000pOT KaK 3(EeKTHBHBIN HHCTPYMEHT ONTUMH3AINH YIPABICHUECKUX
penIeHui.

27. TexHonorus paboThI ¢ OOpAMEHUSIMHU TPAXKIAH B JICTOMPOU3BOICTBE OPTaHM3AIHH.

28. TpebOoBaHMS 3aKOHOATEIHCTBA K OPTaHU3AIMH PabOTHI ¢ 00paICHUSIMH TPaXKIaH.

29. Howmenknarypa e, e€ 3Ha4eHre, BUIbI HOMEHKJIATYp JeJ, METOINKa COCTaBICHUS
HOMEHKJIATyp Jell.

30. TloHsTHE «IKCIEPTH3BI IEHHOCTH» OKYMEHTOB B JICJIONPOM3BOJICTBE, 3aJa4d H
MOPSZIOK MTPOBEICHUSI.

31. TenaeHIHUH Pa3BUTHS IEKTPOHHOTO JJOKYMEHTOO0OPOTA.

32. TlpaBoBO#i cTaTryc 2JIEKTPOHHBIX JIOKYMEHTOB, 3aKOHOJATEIbHOC W HOPMATHBHOE
peryaupoBaHUE WCIOIB30BAHUS AJIEKTPOHHBIX TIOKYMEHTOB. DJIEKTPOHHBIC NTOKYMEHTHI M 0a3bl
JTAHHBIX B COITMATILHOM cdepe.

33. JIoKyMEHTBI HO JINYHOMY COCTAaBY U UX OCHOBHBIEC BU/IBI.

34. DOrambl 00pabOTKH BXOIANIUX TOKYMEHTOB.

35. IlepBuynas oO6paboOTKa BXOIAIMINX TOKYMEHTOB.

36. IlpunHsTHE yNpaBIEHYECKOTO PEIICHHUS [0 KOHKPETHOMY IOKYMEHTY.

37. O0OpaboTka OTHPABIISIEMBIX JOKYMEHTOB.

38. Peructpamus 10KyMEHTOB.

39. @opMbl perucTpalyyd JAOKYMEHTOB: IEHTpaJu30BaHHas, IClEHTPaIU30BaHHAs,
CMEIlIaHHas.

40. KOHTpOJIb UCTIOTHEHUS JOKYMEHTOB.
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