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1.

I[Inanupyemble pe3yJbTaTbl 00y4YeHHs] MO AUCHHUILINHE, COOTHECEHHbIE C

ycranoBjaeHHbIMHM B OIIOII BO unankaTtopamMu 10CTHKEHUSI KOMIIEeTeHIM I
1.1. Ilepeyenb KOMIETEeHUIA, POPMUPYEMBIX YUeOHOM TUCHUIIIMHON

NHaukaTopsl 10CTHKEHUS
KOMIIeTeHIH i

IInanupyemsie pe3yJbTaThl 00y4eHUS

YK-2 CnocoOeH onpeaensiTh Kpyr 3aJa4 B pAaMKaxX NOCTABJICHHOI 1e/IM M BBIOMPATh ONITHMAJILHBIE CIIOCOOBI
HX pellleHNs, HCXOAsI M3 JelicTBYIOIUX NPABOBBIX HOPM, HMEKINNUXCS PECYPCOB M OrPpaHNYeHUI

YK-2.1 ITonumaer COBPEMCHHBIE
TEeXHOJIOTUM  OpraHM3allui  Tpolecca
yTIpaBIeHNUS, METOJIBI pa3paboTku
JIbTEPHATHB, BEIOOpA BapHaHTA U OLCHKU
MOCJIEACTBUH peanuzauuu
OpTaHHU3aI[IOHHO YTIPaBICHIECKUX
penieHu, (HOpMyJIHUpPYET TIABHYIO LEIb,
ompenenseT Kpyr 3amad U KpUTEPHHU
ONTUMAIBHOCTH JUISI MX pELIeHus C
y4eTOM UMEIOIUXCS PECYPCOB

3nate (3): HE0OXOAMMBIC M OCYIISCTBICHUS MPOGECCHOHATBHOMN
JESITEIPHOCTH HOPMBI TIpaBa U METOJUYCCKUE JTOKYMEHTHI B 00JacTH
JIEJIOTIPON3BO/ICTBA.

Ymerp (Y): ompenenats Kpyr 3amad s HOCTPOCHUS 3(P(PEKTHBHOMN
CHCTEMBI AENONPOW3BOACTBA M JOKYMEHTOOOOpOTa, IUIAHHPOBATH
COOCTBEHHYIO AEATEIBHOCTh MCXOJS M3 MMCIOIIMXCS PECYPCOB; PEIIaTh
TIOCTABJICHHBIEC 331a4M B PaMKaxX M30paHHBIX BUAOB MpodeccHOHAIBLHON
JEATEILHOCTH.

Baagers (B): NpakTHYECKMM OIBITOM TNPUMEHEHHS HOPMATHBHO-
METOAMYECKOI 0a3bpl pemreHus 3a1ad B 00NacTH AEIONPOU3BOACTBA U
JIOKYMEHT0000pOTAa.

YK-4 Cnoco0eH ocylecTBJIATD [1

€JJ0BYI0 KOMMYHUKAIIUIO B yCTHOﬁ M MUCbMEHHOI (bopMax Ha

rocyaapcTBeHHoM si3bike Poccuiickoii @exepaniuu 1 HHOCTPAHHOM(BIX) A3bIKE(aX)

YK-4.1
OCHOBHbIE
3¢ exTHBHOCTH
B3aMMOJCHCTBHS

Cnocoben
METOJIbI

HCIIOJIb30BAaTh
MOBBIIICHUSA
COIMMAJIBHOTO

3uare (3): HOPMATHBHO-TIPABOBBIE M METOJUYECKHE JOKYMEHTHI,
periaMeHTUPYIOIHe BOIIPOCHI JIeTIONPOU3BOJICTBA u
JOKYMEHTO0000pOTa; OCHOBHBIE TPeOOBAHMUS K COCTABICHHUIO JOKYMEHTA;
3HaTh OCHOBHBIC HAaNpaBICHHss B padOTe C JOKYMEHTaMH II0
YHUQHUKANMA W CTaHOAPTU3AIMH JOKYMEHTOB; 3HAaTh OCHOBHBIC
TpeOOBaHUS K COCTAaBICHHIO JOKYMEHTOB, (YHKIWH JOKYMEHTA,
KJIACCU(UKAIIHIO TOKYMEHTOB, CIIOCOOBI TOKYMEHTHPOBAHHS,

Ymersb (Y): rpaMOTHO HCNONB30BaTh MOMCKOBBIE BO3MOKHOCTH CUCTEM
AIEKTPOHHOTO JIOKYMEHTOO0O0pOTa; paz0OmpaThcs B KIACCHPHKATOPaX
pa3IUYHBIX BHUJOB, YMETh TOJB30BAaThCS HOMEHKIATYpoOul  Jel,
TIePEUHsMHU JOKYMEHTOB C Pa3JMuHbIMHU CPOKAMH XPAHECHHUS;

Baagers (B): MOHATHIHBIM amnmapaTtoM JAUCUUIUIMHBI; BJIaJETh
HaBbIKAMHU HCIIOJB30BAaHUSI COBPEMEHHBIX TEXHHUYECKHUX CPEACTB U
UH(POPMAITUOHHBIMU TEXHOJOTHSIMHU IMPH PEIICHHM KOMMYHHUKATHBHBIX
3a7a4 MOJATOTOBKM OCHOBHBIX BHJOB JOKYMEHTOB, MCIOJb3YEMbIX
paboTHUKaMU;

VK-4.2 TloHMMaeT OCHOBBI J€JIOBOM
KOMMYHHUKAIIUU B YCTHOW M MHUChMEHHOU
(hopmax Ha HHOCTPAHHOM SI3bIKE

3nate (3): ocHOBHbIE (OpMBI, BHABI YCTHOH M NHCBMEHHOH
KOMMYHHKAlIUK; HOPMATHBHBIE JOKYMEHTHI MO YyHU(QUKAUUH |
CTAaHJApPTH3alMK B O00JAacCTH JOKYMEHTAlWH, JCHCTBYIOIIME Ha
tepputopur P®; rocynapcTBeHHbIE CTAHIAPTHI U 3aKOHOJATEIBHBIC
aKTBI MO0 JOKYMEHTHPOBAHHIO; CHCTEMbI JOKYMEHTAlUH, TpeOOBaHUS K
COCTaBIICHHIO ¥ O()OPMIICHUIO JOKYMEHTOB; THIIOBbIC HHCTPYKLIMK  TIO

ACJIOIIPOU3BOACTBY.

Ymersb W)
JIETIOTIPOU3BOICTBCHHYO
npodeccHOHaNBHBIX  IeJei

MEXXKYJIBTYPHOTO OOIIEHHS.

UCTIONIb30BaTh
JIOKYMEHTALHIO
B  pamKax

S3BIKOBBIC CpC€acCTBa,
JJISA JOCTHUKCHUA
MCXIIUMYHOCTHOTO )51

Baamers (B): HaBblkaMd KOMMYHHKAIMH B IU(PPOBON cpeme s

JOCTIDKEHHS TPO(GECCHOHAIBHBIX IeNlell | 3G PEKTUBHOTO
B3aUMOJECHCTBHUSL.
YK-4.3 Bsioupaer ctuie o0mieHus B | 3HaTh (3): OCHOBHBIE BHJBl JIOKYMEHTOB, PpErjiaMeHTHUPYIOLINX
3aBUCHUMOCTH OT CHTyallud C YYEeTOM | MPO(EeCCHOHAIBHYIO JAEATEIbHOCTh, OCHOBBI JICJIONPOU3BOJCTBA B

(DYHKIIMOHMPOBAHUS  SI3BIKOBBIX ~ HOPM;
BeJIeT JIEJIOBYIO HEPENUCKY Ha
roCyJlapCTBEHHOM  fA3BIKE C  Y4ETOM

0COOCHHOCTE! CTHIIMCTHKH O(QHINATBHBIX
HceM

OpraHM3aIMH, IPUHINIBI ITIAHUPOBaHUs paboThl ciryk0b1 JIOY.

YMmerb (Y): BecTn [IENOBYIO TEPENUCKY, YUHTHIBash OCOOCHHOCTH
CTHJINCTUKU oHIUATBHBIX " Heo(pHUIMaTbHBIX TIICeM,
COILIMOKYJIbTYpPHBIE pa3yiiMuusi B  QopMare KOPPECHOHICHIMH Ha

rOCYAAapCTBEHHOM M MHOCTPaHHOM (-bIX) SI3bIKax; yMETb COCTaBJIATH U
oopmiLsTh yIPaBJIEHYECKUE, MHPOPMAIIMOHHO-CIIPABOYHbIE
JOKYMEHTBI, B COOTBETCTBHH C TpPEOOBaHMSIMH IIPAaBOBBIX AaKTOB M
CTaHJapTOB; YMETh BHEIPATHh PALMOHAIBHYIO TEXHOJIOTHIO IIpUEMA,




MPOXOKACHUS, MTOATOTOBKHU U OTIPABKHU AOKYMCHTOB C IPUMCHCHUCM
ACY.

Baaners (B): HaBbIKaMu cocTaBlICHHS! 1 OOPMIICHHS OPTraHU3aL[MOHHO-
pacropsiIuTeNbHOH U MH(OPMaMOHHO-CIIPaBOYHOH JOKYMEHTAllUH, C
npumenenneMm ACY; BiaseTh HaBbIkaMH paboThl B cucteme ACY;
BJIaJICTh HaBBIKAMU IIPABUJIHOTO NPHUMEHEHHsS] HOPMAaTUBHBIX MPABOBBIX
aKTOB, METOJMYECKUX JIOKYMEHTOB, DEIJaMEHTUPYIOIIUX BOIPOCH
JIETIONPOU3BOJICTBA M JOKYMEHTO000pOTA.

YK-4.4 OcymecTBiser nenoByio | 3HaTh (3): COBpeMEHHBIE TEXHHUYECKHE CPEACTBA U MH(OPMAIMOHHEIC
KOMMYHHKAIIUIO B (dopmMare | TEXHOJOTHH, HUCIIOJB3yeMble NPH PELICHHH KOMMYHHKATHBHBIX 3a/ad;
KOPPECHOHICHIIMY ~ HA  MHOCTPAHHOM | COBPEMCHHYIO OpraHM3aldI0  JOKyMEHTOO0OpOTa M  TCHACHUUH
SI3BIKE c y4eToM ocobenHocTel | ncnonb3oBanus AC/I;

CTHJTUCTUKA O(PUIIHABHBIX ITHCEM Ymers  (Y): pannoHadbHO W 3()(HEKTUBHO OPraHU30BHIBATH
JENOTIPOU3BOACTBO B OPraHM3alUH; COCTABJIATh OPraHU3aLHOHHO
pacropsituTeNnbHble M MHGOPMAIMOHHO-CIIPABOYHBIE JTOKYMEHTHI, a
TaKKe OpraHu3alMOHHBIC JIOKYMEHTHI, periaMeHTHPYIOIINe
JeATeNIbHOCT  opraHu3anuy. Paborarh co Bceil COBOKYIHOCTBIO
nH(pOPMaMOHHO-T0OKYMEHTallMOHHBIX pecypcoB OpraHu3aluu.
[lonp3oBarbest Ga3amMu  JaHHBIX, B TOM 4YHCIE YJaJCHHBIMH.
Ilons30BaThCs ABTOMATU3UPOBAHHBIMU CUCTEMAMM y4€Ta, perucTrpanuu,
KOHTPOJISI ¥ MH(POPMAIMOHHO-CIIPABOYHBIMH CHCTEMaMH IpH pabote ¢
JOKyMEHTaMU OpraHM3aluH. IIpumeHnsTH COBpPEMEHHBIE
nH(pOPMaNNOHHO-KOMMYHHKAI[OHHBIE TEXHOJIOTMH sl  paboTel ¢
JOKyYMEHTaMH, B TOM 4YHCIE€ JUI1 €€ ONTHUMHU3AlMH U IOBBIINICHUSA
2 peKTHBHOCTH.

Baagers (B): MmeTomamu, criocodaMu U CpeACTBaMH IMOJIyYEHHS,
XpaHeHHs, TIepepaboTku WH(QOpMAIH, OCHOBaMH KOMIIBIOTEPHOI
TPaMOTHOCTH; TEXHOJIOTHEH OpraHu3alldd  JIeJONPOU3BOJICTBA B
OpraHu3alliy; BJIaJETh MPAKTUYECKHMM OIBITOM B COCTaBICHUU U
0(pOpPMJIICHUH OPraHU3AIMOHHO-PACIOPSAUTSILHON U HH(OPMAIIMOHHO-
CIIPABOYHOM JOKYMEHTALUU

2. Lesau 1 32124 OCBOEHHUS Y4eOHOI THCHMIJIMHBI, MECTO TUCUMILIUHBI B CTPYKTYpe
OI1011 BO
Huctunmuna «lenonpoussoacto» (b1.0.17) oTtHocuTcss kK 0Opa3oBaTenbHON YacTH
O5l0Kka OJMH OCHOBHOW 00pa3oBarenbHOM mporpammsl Bbicmiero o6paszoBanus — 09.03.03
[Mpuknagnas nHpopmaTuka, mpoduins [Ipuknagnas nHGOpMaTHKa B SHEPTETUIECKUX CUCTEMAX,
YTBEPKJIEHHOT0 IpHUKa30M MuHHUCTepcTBa 00pa3oBaHus U Hayku Poccuiickoit @enepannu 3a Ne
922 ot 19.09.2017.

[lenpto M3y4yeHUs AUCUUIUIMHBI - sBIseTcs (POpPMUPOBAHHE Y CTYICHTOB 3HAHHH
TEOPETUYECKHUX U MPAKTHUECKUX OCHOB CO3[aHMs JOKYMEHTOB B CUCTEME YIIPABICHHUS, a TAKKe
npuoOpeTeHre HaBBIKOB TI'PaMOTHOM M 3(QQEKTUBHOM  OpraHu3allid COBPEMEHHOTO
JIeTTOTIPOU3BOICTBA HA MIPEIPUSTHH.

st peanm3anMy MMOCTABICHHOW IEIH, B TPOIECCE OCBOCHUS JAUCIUTUINHBI
«/lemompon3BoACTBO» OBUTH CHOPMHUPOBAHBI CIIEAYIONINE 3aJaUH:

— U3yYUTb  3aKOHOJATelbHblE U  HOPMATUBHO-METOJUYECKHE  JOKYMEHTHI,
periIaMeHTHpYoIue paboTy ¢ JOKYMEHTaMHU OpraHU3aIliu;

— O3HAKOMHUTH C TIpAaBWJIAMH COCTaBICHHS U O(OPMIICHHS YIPaBICHUECKUX
JIOKYMEHTOB;

— O3HAKOMUTb C IPABUIIAMHU COCTABICHUS U 0POPMIICHHS JETOBBIX THUCEM;

— O3HAKOMHUTH OO0ydYammuxcs ¢ TpeOOBAHUSAMU HOPMATHUBHBIX IPABOBBIX aKTOB,
perIaMeHTUPYIONIUX MOPSIIOK CO3IaHMs U IBUKEHUS JOKYMEHTOB;

— cdopmMHpoBaTh y 00yYarOMIMUXCsS MPAKTUUYECKUE HABBIKM IOPUIMYECKH I'PAaMOTHOIO
oopMIIeHHS TOKYMEHTOB, C YIETOM ITOJIOKEHHH HOPMATHBHBIX JJOKYMEHTOB;

— W3YYUTh MOPSTIOK PaOOTHI C IMYHBIMH U CITYy’KEOHBIMH JOKYMEHTAMHU;

— 0o0ecIeYnTh yCBOSHHE OCHOBHBIX MPABHII 00paOOTKHM U XpaHEHUS JIOKyMEHTOB.

— cpopMHpOBATh HABBIKA COCTABICHUS H OQOPMIICHHS OCHOBHBIX JIOKYMEHTOB
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yIpaBlIEHUS;
— 03HaKOMUTh

ciyluiaTenei

C COBPCMECHHBIMU

JIOKYMEHTOO000pOTa MPEANPUATHIA U OpraHU3aIHii.

TECXHOJIOTHAMUA

OpraHu3aIuu

3. O0beM y4eOHOM JAUCUMILIMHBI B 32a4YeTHBLIX €IMHHUIAX C YKAa3aHHEM KOJHYeCcTBa

AKAACMHUICCKHUX 4YacoB,

BBIICJICHHBIX Ha

KOHTAKTHYI0 padory o0y4yamlommxcsi ¢

npenogasarejieM (M0 BHAaAM Y4YeOHBIX 3aHATHH) MW HAa CAMOCTOSITEJIbLHYI0 PpadoTy

00y4yarIuXxcs

3.1 Ouno-3a04Has popma o0yueHHs

Bun yuebHol paboThl 2 Kypc
OO61mas TpyA0eMKOCTh AUCUUILINHBI, 324ETHBIX SAMHHII 4
4acoB 144
AyautopHasi (KOHTaKTHas) padora, 4acoB 24,25
B T.4. 3aHATHUS JEKIIMOHHOTO THUIIA 8
3aHSTHSI CEMUHAPCKOro TUIIA 16
IPOMEKYTOUHAS aTTECTALUS 0,25
CamocrosiTesibHasi padoTa 00y4aromuXcs, 4aCoB 115,75
Kontpoin 4
Bua npoMexyTo4HOM aTTecTaluu 3auer
Ouno-3a0uHast popma oOyueHUs
HaumeHoBanue pa3aenoB v TeM TpyaoeMKoCTh, 4acoB HaumenoBanue Kon
B TOM YHCJIC OLIEHOYHOTO KOMIIETE
ayAUTOPHOM | CAMOCTOATE CcpeacTaa HIIUU
BCETO . .
(KOHTaKTHOM)| JILHOM
paboThl paboThI
Pa3zgen 1. TeopeTuueckue OCHOBBI 29 6 23 [IpakTueckas VK-2,
JeJIONPOU3BO/ICTBA paborta, TecT, YK-4
1.1 Uctopus pa3Butus YCTHBIN OTBET HA
TOCYJIapCTBEHHOTO JEJIOMPOU3BO/ICTBA 8 2 6 BOIIpoC, pedepar,
B Poccun bi(8) ) E:Wi
1.2. JIOKyMEHT U CUCTEMBI 12 9 10
JIOKYMEHTAIlUU
1.3. Kiraccudukarysi TOKyMEHTOB 9 2 7
Paznen 2. CoBpemeHHbIe [IpakTrueckoe VK-2,
TpedoBaHusi K 0)OPMIIEHUIO 66 10 56 3amanue, ycTHeid | YK-4
JOKYMEHTOB OTBET Ha BOIIPOC
2.1. HopmaTuBHO-TIpaBOBBIE U JoKIaz, pedepar
METOANYECKHE 14 2 12
OCHOBBI JIEJIONPON3BOJICTBA
2.2. CocraBjicHHE OpraHU3aI[MOHHO-
pacmopsiANTEIbHBIX U 37 5 39
WH(OPMAITMOHHO CIPABOYHBIX
JTIOKYMEHTOB
2.3 TpeOoBaHUS K COCTABIICHHUIO U 15 3 12
0(OPMIICHHIO TTHCEM
Pasnen 3. Opranuszanus paéorsl ¢ 44,75 8 36,75 YK-2,
AOKYMEHTAMH IIpakTueckoe YK-4
3.1 Opranuzanus J0KyMeHTO000pOTa 15 3 12 3aJlaHue, YCTHBIN
Ha MPEINPUITUN OTBET Ha BONPOC
3.3 DIEeKTPOHHBII TOKYMEHTOO0OPOT 19 4 15 JTOKJIa]l
B OpTaHHU3aIuN




3.3 TexHuueckue u NporpaMmMHbIe 10,75 1 9,75

CpeJICTBA JIJIsl pa0OTHI C JOKYMEHTAMHU

HToro 3a kypc 139,75 24 115,75 -

IIpome:kyTouHasi aTTecTanusi 4,25 0,25 4 Hrorosoe
TECTUPOBAHUE

HUTOI'O no xucuuminHae 144 24,25 119,75 -

4.2 Cooepircanue oucuyuniunvl no pazoenam u memam
Pa3znea 1. TeopeTruyeckue OCHOBBI /1€JI0NIPOU3BOACTBA

Heaun — wu3ydyeHue TEOPETUUYECKUX OCHOB PA3BUTHUSI TOCYJApCTBEHHONW CHCTEMBI
JnenonpousBojacTtsa B Poccun.

3agauyu — U3yYUTh OCHOBHBIC MOHSTHS B CHCTEME AENONMPOM3BOACTBA, W3YUYHUThH IIEIH,
3ala4yi U NPUHIUIIBI COBPEMCHHOI'O0 ACJIONPOMU3BOACTBA;, U3YYHUTHb OCHOBHBIC 3TAllbl PA3BUTHA
roCyAapCTBEHHOTO JEIONMPOU3BOCTBA B Poccuu, paccMoTpeTh BUABI U POPMBI JOKYMEHTOB.

Ilepeuenb y4eOHBIX 3J1eMEHTOB pa3jeJia:

1.1 UcTopusi pa3BUTHA IOCyJapPCTBEHHOI0 JeJIONPOou3BoACcTBa B Poccun

[Ipuka3znoe penonpousBoacTBO. CucTeMa KOJJIEKCKOro JenonpousBojcTBa. Cuctema
MUHUCTEPCKOIO  JI€JIONPOU3BOACTBA.  J[enonpou3BOACTBO B COBETCKUX  YUPEKACHMSIX.
CoBpeMeHHOE /1ETI0NPOU3BO/ICTBO.

1.2 JlokyMeHT U CHCTeMbI JOKYMEHTALMH.

[lonatne w QyHKOUM AOKyMeHTa. [lemompou3BOACTBO, Kak COCTaBHAs YacTh
ynpasineHusi. CBoHcTBa JOKYMEHTOB. YHHU(UKAIUs TOKYMEHTOB. CHCTEMBI JOKyMEHTAIUH.
YHuunupoBaHHas ~ cuCTeMa  JOKYMEHTaUWu. EnuHas  rocynapcTBEHHas — CHCTEMa
nenonpousbozactea (EI'CH). I'ocymapcTBeHHOE peryiaupoBaHME IeIoNpou3BojAcTBa. EnuHas
rOCyJapCTBEHHAs CHCTEMa JOKyMeHTaluoHHoro obecredenus ymnpasinerus (EICHOVY):
IIPUYMHBI €€ CO3/1aHusl.

1.3 Knaccudukanus 10KyMeHTOB

Knaccudpukanus nokymentoB. IlpusHaku kimaccuduKanuu JOKYMEHTOB. Bujel
JIOKYMEHTOB. Bujpl ymnpaBieHUYeCKHMX JOKYMEHTOB. OpraHM3allMOHHBIE JOKYMEHTHI (yCTaBbl,
NOJIOKEHUS, MHCTPYKIMH). PacnopsiauTenbHble JTOKYMEHTBl (IIPUKAa3bl, pacHOpsKEHMS,
pemenusi). WHpopManmoHHO-CIIPaBOYHBIE JOKYMEHTHI (AaKThl, THUChbMA, (aKchl, CIpaBKH,
JIOKJIA/IHBIE CITy>K€OHbIE 3aIIMUCKU, TIPOTOKOIIBI U JIP.).

Pasnea 2. CoBpeMeHHbIe TPeOOBaHNA K 0(OPMJICHHIO JOKYMEHTOB

Heabr — wusyyeHue TpeOOBaHMNH M HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB K
COCTaBJICHUI0O U OG(OPMIIEHUIO OpPraHU3allMOHHO-PACHOPSAUTENBHBIX W HMH()OPMAIOHHO-
CIIPABOYHBIX IOKYMEHTOB, ¢ ipuMeHeHnem ACY.

3agaun: mnpuoOpeTeHHWe HaBBIKOB IPUMEHEHHS HOPMATHBHO-TIPABOBBIX aKTOB,
METOJUYECKMX  JOKYMEHTOB,  DPEIVIAMEHTUPYIOIIUX  BONPOCHI  JACIONPOM3BOACTBA U
JIOKYMEHTO0000pOTa; MPHOOPETEHUE TEOPETUUECKUX U NMPAKTUYECKUX HABBIKOB B O(QOPMIIEHUU
OpraHU3alMOHHO-PACIIOPSAUTEIbHBIX u UH(POPMAIOHHO-CIIPABOYHBIX JIOKyMEHTOB.
chopMUpOBaTh y 0OyYarOIIMXCS MPAKTUUYECKHE HABBIKM TIPaMOTHOTO O(OpPMIIEHHUS IMHCEM, C
Y4ETOM I0JI0KEHUI HOPMAaTUBHBIX JJOKYMEHTOB.

ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jesia:

2.1. HopmaTHBHO-NIPABOBbIEC U METOAUYECKHE OCHOBBI J1€JIONPOU3BOICTBA




CrpykTypa 3akoHOAaTeIbHON 1 HOpMaTuBHOU 0a3bl JIOY: denepanbHbie 3aKOHBI, aKThI
IIpesunenra PO, nocranosnenus llpaBurenscrBa PO, BeNOMCTBEHHBIE aKThI, 3aTparuBarolye
BOIIPOCHI JenonpousBoiacTBa. Hanuonansusle cranmaptsl u crangaptel MCO o nonutuke
ynpasieHus JokymeHTamu. HopmaruBHo-meToaudeckue aktol o J1OY: uHcTpykuuu, npasuia,
IIEPEYHU TOKYMEHTOB CO CPOKaMH XpPaHECHHUS U P.

2.2. CocTaB/ieHHEe OPraHU3ALMOHHO-PACIIOPSIANTEIbHBIX H HH(OPMAIHOHHO-
CIIPABOYHBIX JOKYMEHTOB

TpeboBanust k¥ odopmieHHIO JTOKyMEeHTOB. [loHsATHE peKBH3UTAa IOKyMEHTa. Bubl
pexBu3uToB. IIpaBmia odopmiieHus PEKBU3UTOB JOKyMEHTOB. COCTaB U pacloyiOKEHHUE
pexkBu3uTOB. CTpyKTypa JoKyMeHTa. TpeOoBanusi K OGOPMIICHHIO PEKBH3UTOB CIIYKEOHBIX
nokyMeHToB. Dopmyiisip-oOpasen. biank nokymenra. Bunsl 6iankoB. TpeGoBanus k OnaHkam
nokyMeHToB. [llabGnonbl. OpraHu3alliOHHO-TIPABOBBIE JOKYMEHTBHl - YCTaBbl, I1OJIOXKEHMS,
LITaTHBIE PACIMCAHMSA, CTPYKTypa W IITaTHAas YMCIEHHOCTb, periaMeHThl. PacnopsanurenbHbie
JOKYMEHTbl - TIIOCTAHOBJICHUS, PpELICHMs, NpUKa3bl, pacrnopsbkeHus U 1p. Ilopsgok wux
COCTaBJIEHUS U OPOPMIICHHUSL.

PazHoBUIHOCTH WH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, HMX COCTaBJIICHHUE H
opopmaenue. MHpopMalMOHHO-CIPaBOYHBIE JOKYMEHTBI - CIIPaBKH, AaKThl, JOKJIaJHbIE U
OOBSICHUTENBHBIE ~ 3alMCKH, JOBEPEHHOCTH, CIIy)KeOHBIE MHUChbMa,  TEIePOHOTPAMMBIL,
TesierpamMmbl, (pakcorpammbl. OCOOEHHOCTH JOKYMEHTUPOBAHUS JAEATEIbHOCTH KOJUIETHAIbHbBIX
opranoB. CTpykTypa Tekcra nporokoia. [TomHble u kpaTkie (OpMBI TPOTOKOJIOB.

2.3 TpeOoBaHus K cOCTABJIEHHIO H 0(pOPMJICHHIO M CEM
Hasnayenne m kiaccuukanus JAENOBBIX MHCEM. XapaKTEPUCTHKA JICIOBBIX ITHCEM.
CrpykTypa AeI0BOTO MMChbMa. PEKBU3HTHI 1€710BOT0 MHChMa. PeakTupoBaHue TeKcTa JIeI0BOro
nucbma. OOmue TpeGoBaHMs K CTPYKTYpE, CTHIIIO M3JI0KEHUS U OPOPMIICHHS JIEIOBBIX IMUCEM.
S3bIK M CTWJIb J€J0BOrO IMHUChbMAa. OTHUKET JAeNoBOW mnepenucku. PopMyiibl HNPUBETCTBUS,
oOpamienusa. Cpoku NOATOTOBKM M 00BEM JesoBbIX muceM. IloAroroBka MHMIIMATHBHBIX
JCJIOBBIX ITHCEM, OTBETHBIX JICJIOBBIX ITMCEM.

Pa3znen 3. Opranuszauusi padoTsl ¢ JOKYMEHTAMU

Hean — paccMOTpeTh 3TaMbl JOKYMEHTOO0OpOTa B OpraHu3anuu, ¢ npumeHeHueM ACY.

3agaumM: O3HAKOMUTH CTYJEHTOB C JTallaMU MPOXOXKIACHUS JOKYMEHTOB; H3YUYUThb
MOPAA0K pa6OTI>I C JIMYHBIMHU U CJ'Iy)Ke6HI>IMI/I JOKYMCHTaMU; o0ecreunTsh YCBOCHUC OCHOBHBIX
npaBusl  00pabOTKM JOKyMEHTOB ¢ mpuMmeHeHneM ACY; 03HaKOMUTH CIyIIaTenei ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTraHU3alui JOKYMEHTO000pOTa NIPEAIPUITUN U OPTaHU3alNM.

IlepeueHb yueGHBIX 21€MEHTOB pa3jea:

3.1 Opranu3anmsi J0KyMeHT0000pOTAa HA NpeANPUATHH
[ToHsATHS NOKYMEHTOOOOPOT M OpraHM3anus I0KyMeHTooOopota. JIoKyMeHTOoOOopoT,
JIOKYMEHTOTIOTOKH, WX BHJbL. PanMoHanmbHBIN JOKYMEHTO0O00pOoT. OO0beM NTOKYMEHTOO0OOpOTaA.
[lenTpanu3oBaHHas, JACLIEHTPATM30BaHHAs W CMeElIaHHas Qopma JeToNpOu3BOJACTBA B
opranuzanui. OCHOBHBIE 3Talbl JOKYMEHTO0OOpoTa. (OCHOBHBIE TpaBUiia OpraHU3aLUU
JIOKYMEHTOO0O0pOTa Ha MpeAnpusTHH. [I[puHIMITBI OpraHu3anuu 10KyMeHToo00opoTa. OCHOBHBIE
9Tambl JOKYMEHTOOOOpOTa: TpPHEM U TMepBHYHAss o0OpabOTKa TMOCTYMAIIMX JOKYMEHTOB,
IpeBapUTEeIbHOE pPAaCCMOTpPEHHE, PETUCTpalis MOCTYMAIOUIMX JOKYMEHTOB, HOPSI0K
paccMOTpPEHHUsI IOKYMEHTOB PYKOBOJICTBOM U JIOBEJIEHHUSI JOKYMEHTOB /10 UCIIOJTHUTEINEH, paboTa
UCTIONTHUTENSI C JOKYMEHTaMH, OpraHu3alus padoThl C OTIPABISEMBIMH JOKYMEHTAMH, HX

pEeTUCTpanys U OTHPaBKa; PETUCTPAIHS U TIPOXOXKICHUE BHYTPEHHHUX JIOKYMEHTOB.

3.2 DJ1eKTPOHHBIN T0KYMEHT0000POT B OPraHu3aluu
DIIeKTPOHHBIN JOKYMEHT U TpobieMa ero mpaBoBoro cratyca. OcoOeHHOCTH paboThHI ¢
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AIEKTPOHHBIMU TOKYMEHTaMHU; 00s3aTeIbHbIE CBEICHUS O TOKYMEHTAX, UCIOJb3YEMBIX B LENSIX
ydeTa W TIOMCKAa JOKYMEHTOB B CHCTEMax »JJIEKTPOHHOTO JOKYMEHTOOOOpoTa (Ha mpumepe
MOCDB/0). [Ipuganue 0OpUIAYECKON CHUIIBI TOKYMEHTY B 3JIeKTpoHHOH (hopme. OcobeHHOCTH
COIIACOBAHUs JIEKTPOHHOI'O JOKyMeHTa. BO3MOXHOCTh YCKOPEHMS MPOLEAYPhl COTIaCOBAHUS.
DNeKTpOHHO-IIMGPOBas MOANMKUCH. ABTOMATU3MPOBAHHBIE CUCTEMBI ydera JOKyMeHTOB. AC]|
«/leno», ¢ynkuuu w HazHaueHuwe. CucTeMa MEKBEJOMCTBEHHOTO JOKYMEHTOOOOpPOTa,
IIPUHIIMIIBI U TOPSAIOK pabOTHI.

3.3 Texnuveckue ¥ MPpOrpaMMHbI€ CPeACTBA sl pa00ThI C IOKYMEHTAMU
Haznauenwue, BbIOOp, Kitaccuduranus cpeacTs opucHoi Texuuku. Cpeacrsa o0paboTKu
nokymeHToB. CpenctBa XpaHeHHs JOKyMEHTOB. CpeicTBa CKaHUPOBAHUSA JIOKYMEHTOB.
CpenctBa KomMpoBaHHUS JOKYMEHTOB. lcronb3oBaHME KOMIBIOTEPHBIX TEXHOJIOTMH Ipu
co3MaHuu U OQOPMIIEHUU JOKYMEHTOB. [IpuMeHeHue 0a3 [MaHHBIX, MIAO0JIOHOB, TEKCTOBBIX
penaktopos. [IporpaMMHBbIe TPOTYKTHI IO JIE€IOIPOU3BOJCTBY.

5. Ouenoqnme MaTepHuaJbl 10 ITMCIHUIIJINHE
OI.[GHOLIHBIG MaTCpuajbl 110 AJUCHUINIMHC IIPCACTABJICHBI B BH/C (I)OH,I[a OLICHOYHBIX
CpCacCTB.

6. MaTepuajbHO-TeXHHYECKOE U Y4eOHO-MeTouYecKoe obecneyeHue JUCHUTITUHBI

6.1 IlepeyeHb y4eOHO-METOAUYECKOT0 00ecIeYeHUsI 10 TUCHUILJIMHE

ABTOp, Ha3BaHUC, MECTO U3JAaHUA, U3AATCIIbCTBO, I'OJ U3AaHUA, KOJIHUYICCTBO CTPAHUIL

1. | Meroauueckue ykazaHus o u3ydeHuto aucuuminael. PTYHX, 2003 .

6.2 IlepeyeHb y4eOHBIX U3AAHNI, HEOOXOAUMBIX JI1 OCBOCHHMS AUCHUILIHHBI ¥
[leyatHbie yueOHbIC U3IaHUs B OMOIHOTeUHOM (hoH e *

Ne ABTOp, Ha3BaHUE, MECTO W3JIaHUA, U3IATEIHCTBO, TOJ M3JAHHUS, KOJTHIESCTBO KonndaectBo
/I CTpaHUI] JK3EMILISIPOB B
OoubIMoTEKE
1. | Ky3nenos U.H. JlokymMeHTalmoHHoe obecreueHue ynpasieHus. - M. : FOpaiit, 11
2017. -477c.
2. |Tlanacenko HO.A. Jlenonpou3BOACTBO: JOKYMEHTAIMOHHOE O0OecreueHue 8
ynpasienus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.
3. | brikoBa T.A. JIokymeHTalIHOHHOE oOecrieueHne ympaBieHus. - M. 13
MH®PA-M, 2013. - 304c.
4. | KupcanoBa M.B. CoBpemenHoe aenonpon3Boactso. - M. : UHOPA-M, 2014. 7
5. | Poroxxun, M IO. Jlenonpoun3Bozactso. - M. : [Ipocnekr, 2010. - 228c. 14
6. | bacakoB M.U. JlenonpowusBozctio.. - PoctoB H//I : @ennke, 2011. - 192c. 12
7. | KysuenoB W.H. [lenonpou3BoacTro : yued. - crpas. nocooue / U.H.Ky3uemos. 26
- 6e m31., mepepabd.u gor. - M. : lamkos u K", 2011. - 459c.
8. | Kemmuuckuit 3.B. Hcropus opranusaiuu jaenomnpousBojactsa B Poccum X- 18
Hagaa XX B. - CraBponons, 2006. - 143c.

DNeKTpOHHBIE YUeOHbIC U3IaHUs B AJIEKTPOHHO-OMOIHOTeYHbIX crctemax (BC)**:

No | ABTop, Ha3BaHuUE, MECTO U3JAHUS, TOJ U3JAHU, Cchuika Ha yuebHoe uznanue B ObC
/11 KOJINYECTBO CTPAHMIL

OcHoBHaA:




['po3oBa, O.C. [lenonpousBoACTBO : Yy4ueOHOE

nmocobue s By3oB/ O.C.I'pozoBa. — 2-¢
u3l. — MockBa: HszpgarensctBo  IOpaiir,
2023. — 131 c.

https://urait.ru/bcode/510372

[ysanosa, H. H. OcHOBBI 1en0npou3BOACTBaA.
SA3pIK  cayx’eOHOro JOKyMEHTa : Y4eOHMK U
npaktukyM g By3oB/  H. H. IllyBanoga,
A.1O. VBanoBa; mox oOmed  pemakiuen

H. H. lllyBanoBoii. — 3-e wu3m., mnepepad. u
non. —  MockBa: HM3nmarenbctBo  FOpaiir,
2023. — 384 c.

https://urait.ru/bcode/511417

[llyBanosa, H. H. Opranuzanus u TEXHOJOTHS
JIOKYMEHTAIlMOHHOTO 00eCIieueHusl yIIPaBiICHUS !
y4eOHUK W TPAKTUKyM s By30B/
H. H. lllyBanoBa. — 3-¢ wu3a., mepepad. u
non. —  MockBa: HM3nmarenbctBo  FOpaiir,
2023. — 247 c.

https://urait.ru/bcode/531239

I[OHOJ'IHI/ITCJ'ILHEIH

Kosbimkuna, T.b. JlenoBele KOMMYHHUKAIUU,
JIOKYMEHTOO0OpOT " JIETIOTIPOU3BOJICTBO !
yaeOHoe mocobue mist By30B / T. b. Konbimkuna,
U. B. lllyctuna. — 3-e u3a., HUCIOp. U JAOH. —
MockBa : WzmatensctBo  IOpaitt, 2023. —
145 c.

https://urait.ru/bcode/513409

6.3 IlepeyeHb 31eKTPOHHBIX 00Pa30BaTeJILHBIX PeCypcoB

Ne
n/n

JJIeKTPOHHBII 00pa3oBaTeIbHbIN pecypc

Hoctyn B DOP (ceTb UHTEpHeT, JIOKATbHAS
ceTh, ABTOPU30BAHHBII/CBOOOAHBII 10CTYN

Poccuiickas HalMoOHaJIbHAs ouomorexa
[DnEeKTpOHHBII pecypc]

http://nlr.ru/lawcenter_rnb

Poccuiickas  T'ocymapcTBeHHass — OubOinoTexa
[351eKTpOHHBIH pecypc].

http://www.rsl.ru

®denepanbHbIN o0pazoBartebHbBIN nopTan
«IKOHOMUKA, COLMOJIOTHUS, MEHEIPKMEHT

http://www.ecsocman.edu.ru

WndopmaninoHHo-cipaBoyHasi cuctema «I['apaHt

https://www.garant.ru/

WHupopmalinoHHO-CIpaBOYHAs cucreMa
«KoncyapTant Ilmocy

http://www.consultant.ru/

Caiir  «ApxuBbsl  Poccum»  monm  arumoit
®denepanbHOro apXHUBHOTO areHTCTBa
(Pocapxusa)

http://www.rusarchives.ru

CnpaBquo-npaBOBas[ CHUCTCMaA «KOHCYJ'IBTaHT
ITJTIOC)

http://www.consultant.ru/

Bcepoccuiickuit Hay4YHO-UCCIIEA0BATEIIbCKUI
WHCTUTYT JOKYMEHTOBEACHUS U ApXUBHOTIO JIea
(BHUMUAA)

http://www.vniidad.ru

Kypuan «Jlenonpons3BoaCTBO u
JIOKYMEHTOO0OPOT Ha MPEAIPUITUN

www.delo-press.ru

6.4 Coepemennvle npogheccuonanvmvle 6azvl OGHHBIX, UHGOPMAUUOHHBIE CNPABOUHDLE
cucmemul u TUYEHIUOHHOE RPOZPAMMHOE 0becneuenue



https://urait.ru/bcode/510372
https://urait.ru/bcode/511417
https://urait.ru/bcode/531239
https://urait.ru/bcode/513409
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
http://www.vniidad.ru/
http://www.delo-press.ru/

CoBpemMeHHbIe TIPo(ecCHOHATBHBIE 0a3bl JAHHBIX, HHPOPMALIMOHHbIE CIIPABOYHbIE
CHCTeMbl, UHU(POBbIE  IJIEKTPOHHBbIE  OHOJMOTEKM W  Jpyrue  JJIeKTPOHHbIE
o0pa3oBaTebHbIE PeCypChI

1. loroBop O TOIKIIOYEHHWH K HanuoHANBHOW SJEKTpOHHOW OMOIMOTEKE U
OpPEJOCTABICHUH  JIOCTyma K oObekraM HanuoHanbHON — SJEKTPOHHOH  OMOIHMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJIOHTaIHeH

2. Cornamenune o OecruiaTHOM TectoBoM jgoctyne kK Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cormamenue o OecrmaTHOM TectoBoM joctyne K Polpred.com. O63o0p CMU
02.03.2020 6eccpouno

4. UndopmarmonHo-cipaBoudas cucrema «I'apant» — URL: https://www.garant.ru/
WNudopmannonHo-cripaBounasi cucrema Jlunensuonnsid goroBop Ne 261709/0OI1-2 ot
25.06.2021

5. «KoncynbranT [Inroc». — URL: http://www.consultant.ru/ ceo6oassIii gocTy

6. DnekTpoHHO-OMOIMOTeUHas cucrema AgriLib http://ebs.rgunh.ru/ (cBuaerenscTBo 0
roCcyIapCTBEHHOU peructpanuu 6a3sl qaHHBIX No2014620472 ot 21.03.2014).

Joctyn K JJIeKTPOHHOM nH(}popMaNoHHO-00pa30BaTEeILHOI cpene,
WH(}pOPMAINOHHO-TEJIeKOMMYHUKANUOHHOI ceTn « AHTEpHET»

1. Cucrema auctaniponnoro ooydenus Moodle www.portfolio.rgunh.ru (cBo6oano
pacnpocTpaHsieMoe)

2. [lpaBo wucmonbs3oBanust mnporpamm it OBM  Mirapolis HCM B cocrase
(yHKLIHOHATIBHBIX OJIOKOB M MOAYJiei: BupTyasnbHas kKoMHaTa.

3. NHHOBallMOHHAs cHUCTeMa TECTHUPOBAHUS — TMPOTPAaMMHOE OOECIeueHne Ha

mwiatdopme 1C (Horosop Ne K/06/03 ot 13.06.2017). beccpounsiii.

4. OO6pazoBaTenbHBI MHTEPHET — MOpTan POCCHIICKOTO TOCYAapCTBEHHOTO arpapHOTrO
3a0YHOTO YHHMBEPCUTETa (CBHJIETEIBCTBO O PETHCTPAIIMH CPEACTBA MACCOBBIX MH(pOPMAIMU I
Ne ®C77-51402 ot 19.10.2012).

JIunen3nonHoe u cBOOOIHO pacnpocTPaHsieMoe MPOrPaMMHOe odecredeHne

1. OpenOffice —  cBoOOmHBIII  TakeT  OPHUCHBIX  NPHIOKEHUH  (CBOOOIHO
pacrpocTpaHsIeMOe)

2. linuxmint.com https://linuxmint.com/ (cBo60HO pactpocTpaHsIeMoe)

3. DnekTpoHHO-OMONMHOTEYHas cuctemMa Agrilib http://ebs.rgunh.ru/ (cBuaeTenscTBO O
rocyJapcTBeHHOM peructparuu 0a3pl qaHHbIX Ne 2014620472 ot 21.03.2014) coOCTBEHHOCTH
YHHUBEPCHUTETA.

4. O¢punmanpHas crpanuna ®I'bOY BO «Poccuiickuit rocy1apcTBeHHbIN YHUBEPCUTET
HapogHOro xo3siictBa umenu B.M. Bepnaackoro» https://vk.com/rgunh (cBOOOTHO
pacrpocTpaHseMoe)

5. AnTHBHpYycHOe mporpammHoe obecneueHne Dr. WEB Desktop Security Suite
(CyOnuuensuonnbiii forosop Ne 13740 Ha nepenady HEUCKIIIOUUTENBHBIX MIPAB HAa IPOrpaMMBI
s O9BM ot 01.07.2021).

6.5 Ilepeyenn y4eOHBIX ayIMTOPHIi, 000PY10BAHUS U TEXHUYECKHX CPeICTB

00y4eHusi

VYdeOHast ay JUTOpHs IS IPOBEACHUS JICKIIUOHHBIX 3aHATHI 143907, MockoBckas obnacth, . banammxa,
(nmotounas). Crienuanu3upoBaHHas MeOelb, T0CKa MEJIoBas, VIL mocce DHTY3uacToB, 1.50, kab. 129
MYJIbTUMEANIHHOE 000pYAOBaHHUE, IIPOSKTOP, SKPaH HACTEHHBIH [Mnomans nomemenus 118,1 kB.m

Ne mo TexHU4eckoit nHBeHTapHu3anuu 140,

aTax 1
VYdeOHast ay JUTOPUS sl 3aHATH JCKIIMOHHOTO TUTIA, 143907, MockoBckas obnacth, . banammxa,
CEeMUHAPCKOTO THIA (CeMUHApPBI, IPAKTHYECKUE 3aHATHS, yJI. mocce DHTY3HacToB, . 50, kab. 125
MIPAKTUKYMBI, JJA0OpaTOpHBIE PAOOTHI, KOJUIOKBHYMBI), JIJIS ITnomanp momemienus 51,6 kB.M
MIPOBEJICHUS TPYIIIOBBIX KOHCYJIbTAlMA U UHUBUIYAJIBbHOMN Ne o TexHUYecKo# nHBeHTapu3anuu 136,
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https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgunh.ru/
http://www.portfolio.rgunh.ru/
https://linuxmint.com/
http://ebs.rgunh.ru/
https://vk.com/rgunh

paboThI 0OYJABIINXCS ¢ TIEAArOTHICCKUMH PAOOTHUKAMH, ISt
MPOBEICHUSI TEKYILEro KOHTPOJISI M IPOMEKYTOUHOU aTTeCTalNH.
Crniennanu3upoBaHHas MeOesb, 10cKa MeJIoBas. MynbTUMETUIHOE
00opyoBaHue, MPOSKTOP, IKPaH HACTECHHBIH

orax 1

[lomemenne Ui  CaMOCTOSTETIBHOW PabOTHI.
KOMITBIOTEPHI B COOPKE C BBIXOJIOM B HHTEpPHET.

IlepconanbHbie

143907, MockoBckast 0b6iacTh, T. banarmxa,
VI mocce DHTY3HAcTOB, A. 50, YNTaTbHBINA 327
IInomane nomemienust 497,4 k8. M.

Ne o TexHMYecko¥ HHBeHTapU3anuu 177,
srax 1

ITomemenne st caMocToATENbHON paboThl. Criennanu3npoBaHHAs
Me0elnb, NepCOHANbHBIE KOMIBIOTEPHI B COOpPKE C BBIXOIOM B
MHTEpHET.

143900, MockoBckast o6macts, r. bamammxa,
yi1. FOnmnyca @yunka a.1, kab. 320
IInomane nomemenus 49,7 KB. M.

Ne mo TexHUYeckoi nHBeHTapu3anuu 313,
3Tax 3

YueOHas ayauTopus AN yUEOHBIX 3aHATHH OOYyYaroOUIMXCs W3
gncna wHBamuAoB u Jun ¢ OB3. CremmammiupoBaHHAsS MeOelb.
ABTOMaTHM3UpOBaHHOE  pabouee  MeCTO Uil  WHBAJIHMJIOB-
KOJSICOYHUKOB C KOPPEKLMOHHOM TEXHUKOW M HHIYKIMOHHOM
cucremoii DnCuc 290; ABTOMaTHU3MpOBaHHOE paboyee MecTo s
Ca0OBH/SIIMX W HE3PSYMX I0Jb30BaTeJIed CO CTallMOHAPHBIM
BugeoyBenuuuteneM OnCuc 29 ON; ABTOMaTHU3UPOBAHHOE
pabodee MecTo I CIaOOBUAAIINX M HE3PSUMX MOJIb30BaTeNeH C
IIOPTATHBHEIM BUICOYBEIHYNTEIICM OnCuc 207 CF;
ABTOMaTH3MpOBaHHOE pabodee MecTO Uil CIA0OBHIAIUX U
He3psSYHX TMoJib30BaTenei ¢ untaromei MamuHoi DiCuc 207 CN;
AnmnapaTHbI KOMIUIEKC ¢ (YHKIMEH BUICOYBEIHMYCHUS U UTCHHS
JUTst caboBUSIIMX M HE3pAUUX mosb3oBareneit DiCuc 207 OS.

143907, MockoBckasg oOmacTth, r. bamammxa,
VI mocce DHTy3uacToB, 1. 50, xkab. 105
TInomane nomemenus 52,8 KB. M.

Ne mo texHmueckoil wHBeHTapuzammu 116,
Tax 1
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®EJIEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJI)KETHOE OBPA30BATEJIBHOE
YYPEXJIEHUE BBICIIET'O OFPASOBAHM S MUHUCTEPCTBA CEJILCKOI'O
XO3SMCTBA POCCUNCKON ®EJIEPALIMN
«POCCHVMICKMM TOCYIAPCTBEHHBII YHUBEPCUTET HAPOJHOI'O XO3SCTBA
WMEHHU B.1A. BEPHAJICKOI'O»
(YuuBepcurer Bepnaackoro)

q)OHII OLCHOYHbBIX CPEACTB 1JIA MPOBCACHUA TEKYIIETI0 KOHTPOJIA U
l'[pOMe)KyTO‘lHOﬁ arTrecranmumn OﬁyanOl]_ll/IXCﬂ o ITMCIUMIIJIMHE

Je10npou3BoACTBO

Hamnpasnenue noarorosku: 09.03.03 [Tpuknaanas uHpopMaTuka

Hanpasnennocts (mpoduiib) nporpammel: [Ipukinaanas uapopmatuka B
HYHEPreTUYECKUX CUCTEMAX

KBanudukauus: 0akanasp

dopma 00ydeHUS: OUHO-3a0UHAas

banammxa, 2023 r.
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1.0nucanue nokasarteJieil 1 KpuTepyeB OLCHUBAHUSA IJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHUsI 110 Y4eOHOH TUCIHUIINHE

HNunukaTopsl HanmeHnoBanue

JOCTHKEHUS YpoBeHb OCBOCHUS [TnarnpyemMsble pe3yabTaTsl 00yUeHUS OLIEHOYHOTO

KOMIIETEHIINH cpeacTBa
YK-2 Crocoben 3HaeT: HEOOXOMUMBIC IS OCYIIECTBICHHS MPO(PECCHOHATEHON AEATEIFHOCTH HOPMBI IIpaBa M METOINIECKHE [IpaxTryeckas

OTIPENETATH KPYyT

AOKYMEHTEI B obnactu ACIONIPOU3BOACTBA.

pabora, TecT,

3a/1a4 B paMKax Toporossii VYmeer: ompenensTs Kpyr 3agad Uil OCTpoeHHsT 3((EKTHBHON CHCTEMBI JASIONPOU3BOACTBA U | pedepar, JoKiIam,
[OCTABIICHHOW LIEIH JIOKyMEHTO000pOTa, IUIaHUPOBATh COOCTBEHHYIO ACATCIBHOCTh HMCXOMAS M3 HMMEIOIIMXCSl PECYpCOB; pelIaTh | YCTHBIN OTBET Ha
BBIOMPAThH (ynoneTsopute»HO) [IOCTABJICHHBIC 331a9H B paMKax M30paHHBIX BUIOB MPO(PECCHOHATBHOM ASSITEIbHOCTH. BOIIPOC
ONTUMAJIbHBIC BiajieeT: MpakTHYECKUM OINBITOM MPUMEHEHHs HOPMATHBHO-METOMMYECKON 6a3bl pelieHus 3amad B 001acTu
CocOObI UX pelLICHHS, JeJIOIPOU3BOICTBA U JOKYMEHT0000pOTA.
HCXOJIS U3 3HaeT TBepaO: HEOOXOOUMBIC s OCYIICCTBICHHS MPO(ECCHOHANBHON ACSATENBHOCTH HOPMBI MpaBa M [NpakTrueckas
JICUCTBYIOIINX METOIMYECKHE JOKYMEHTHI B 00JIACTH J€IONPOU3BO/ICTRA. pabora, TecT,
TPABOBBIX HOPM, TTpoBumy THL YMeeT yBepeHHO: ONpeneisiTh KPYyr 3ajad Juisi MOCTPOeHUs! d(P(EKTUBHON CHCTEMBI AENONPOM3BOACTBA M pe(bepauT, JOKJIaf,
MMEIOLIMXCS PeCypCoB (xopomo) JOKyMEHTO000pOTa, IIAHUPOBATH COOCTBEHHYIO ACSTEIBHOCTD MCXOZISl M3 MMEIOUMXCS PECYPCOB; PeWaTh | YCTHBIH OTBET Ha
U OrpaHUYCHHUN MOCTABJICHHBIE 331a9H B PaMKaX H30paHHBIX BULOB MPO(PECCHOHATBHOM ASITEIbHOCTH. BOIIPOC
Biajgeer yBepeHHO: IPAKTUYCCKUM OIBITOM IPUMEHEHNUS] HOPMATHBHO-METOIMIECKON 0a3bl pEIICHHs 3303 B
00IaCTH AEMONPOU3BOCTBA M JOKYMEHTO000POTa.
HNmeer chopmupoBaBuIHecs CHUCTEeMATH4YeCKHe 3HAHUA: HEOOXOOUMBIE UL OCYLIECTBICHUS IMpaktraeckast
IpO(ECCHOHATBHOM eSTEIbHOCTH HOPMBI IIPaBa M METOMIECKUE JOKYMEHTHI B 00JIACTH IEI0MPOU3BOICTRA. pabora, TecrT,
HNmeer cdopmupoBaBmIeecss CHCTEMATHYeCKOe YMEHHe: OINPEACISITH KPyr 3aiad Uil [OCTPOeHHs | pedepar, JOKIam,
Bsicokuit 9} (eKTHBHON CHCTEMBI IEIOMPOU3BOACTBA U JTOKYMEHTOO00POTA, IUIAHMPOBATh COOCTBEHHYIO NCATEINBHOCTh | YCTHBIN OTBET Ha
(oTnu4HO) HUCXOMAS W3 HUMEIOIUXCA pECcCypcoB; pellaTh IIOCTAaBJICHHBIE 3aauyd B paMKax M30paHHBIX BHAOB BOIIPOC
npodecCHOHANBLHOM eI TeIbHOCTH.
Moka3an cdopMupoBaBlieecss CHCTEMATHYECKOEe BJIAjJIEHHe: TPAKTHYCCKHM OMNBITOM PUMEHEHHUS
HOPMAaTHUBHO-METOANYECKO# 0a3bl peleH s 3a1a4 B 06J1aCTH JEIOMPOU3BO/ICTBA U JOKYMEHT0000pOTA.
3uaer: HOPMAaTHUBHO-TIPABOBLIC n METOOAUYCCKHE JOKYMCHTHI, PErIaMCHTUPYIOIIHE BOITPOCHI
VK-4 CriocoGen JENOIPOU3BOACTBA M JOKYMEHTOO0OpPOTa; OCHOBHBIE TpPEOOBAHMS K COCTABICHHIO MOKyMEHTa.  3HAeT
OCYIIECTRIATS OCHOBHBIE HAIpaBlieHHs B paboTe ¢ JOKYMEHTaMu 10 YHH(UKAIWMU U CTaHIAPTH3aLUHK JOKYMEHTOB; 3HATh
ETOBYIO OCHOBHbBIE TPeOOBaHUS K COCTAaBJICHUIO JOKYMEHTOB; (I)yHKLEI/II/I JIOKYMeHTa, KJIaCCH(UKAIUIO JOKYMEHTOB,
KOMMY HHKAIIHIO B CIIoCO0BI IOKYMEHTHPOBAHHMS; OCHOBHBIC ()OPMBIL, BHIBI YCTHOM 1 TTHCHMEHHOH KOMMYHHKALIHH; HOPMATHBHbIC
JCTHOM 1 MHCEMEHHO } JIOKYyMEHTBI [0 YHU(UKALMU U CTAHIAPTH3AIMH B 00JIaCTH JOKYMEHTALWH, AeUCTBYIOUe Ha Teppuropun PD;
(opMax Ha IMoporossrit rOCYIapCTBeHHBIC CTAHIAPTHl M 3aKOHOAATENbHBIC aKThl II0 JOKYMEHTHPOBAHHIO. 3HAET  CHCTEMBI
(YIOBIETBOPHUTENBHO) | JOKYMEHTALMH, TPeOOBAHMS K COCTABICHHUIO 1 O(OPMIICHHUIO JOKYMEHTOB; THIIOBBIE HHCTPYKIIUH o
rocyIapCTBEHHOM

s3blke Pocculickoit
deneparu u
MHOCTPaHHOM(BIX)
A3BIKe(ax)

JeNOTIPOM3BOICTBY. 3HAeT OCHOBHBIE BHABI JOKYMEHTOB, PETIaMEHTHPYIOUINX MNPO(HEeCCHOHAIBHYIO
JeSITeIbHOCTD; OCHOBBI JICTIONPOM3BOJICTBA B OPTaHU3AINH, IPHHIIUIBI INIAHUPOBaHUSA paboTsl ciayxOsr 1OY.
3HaeT COBPEMEHHBIE TEXHHUECKHE CPEACTBA W MHPOPMAIMOHHBIE TEXHOJOTHH, UCIIONb3YyeMble MIPH PEIICHUN
KOMMYHHUKATHBHBIX 3a]ad; COBPEMEHHYIO OPTaHHM3alHI0 JOKYMEHTOOOOPOTa M TEHACHINH HCIOJIH30BAHUS
AC/I.

YMeeT: TpPaMOTHO HCIOJH30BATH TOMCKOBBIE BO3MOXKHOCTH CHCTEM 3JIEKTPOHHOTO JOKYMEHT000O0poOTa;
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pazbupatbcst B KiIaccH(HUKATOpax pasiNdHbIX BHIOB, YMETh IOJIB30BATHCI HOMEHKIATYPOH €, MEepEeIHIMH
JOKYMEHTOB C Ppa3iIMYHBIMU CPOKaMHM XPaHEHHS; HCIONB30BaTh S3BIKOBBIE CPEACTBA, B paMKax
MEXJINYHOCTHOTO M MEXKKYJIBTYPHOTO OOIIEHMS. BECTHM  JEJOBYIO IEPENHCKY, YYUTHIBas OCOOCHHOCTH
CTHJIMCTHKA O(QHUUIMAJIbHBIX W HEO(QHIMAIbHBIX MHCEM, COLMOKYJIBTYPHBIE pa3nuuus B (opmare
KOPPECHOHJCHIIMM Ha TOCYAapCTBEHHOM U WHOCTPaHHOM (-bIX) S3bIKaX; COCTaBISITH M OQGOPMIIITH
ynpaBjeH4YecKre, WH()OPMalMOHHO-CIIPAaBOYHBIE JOKYMEHTHI, B COOTBETCTBHUHM C TPEOOBaHUSAMU HPABOBBIX
aKTOB U CTaH[ApTOB; BHEAPATH PAllMOHAJBHYIO TEXHOJIOTUIO MPUEMa, MPOXOXKIAEHHs, OJTOTOBKU U OTIPABKU
nokymeHToB ¢ npuMeHeHneM ACY. PammonansHO U 3(QeKkTHBHO OpraHM30BBIBaThH AEIONPOH3BOJICTBO B
OpraHM3aINH; COCTABIATh OPTaHM3ANHNOHHO PAcIOPSIUTENbHbIC U HH(OPMAIIOHHO-CIIPABOYHBIE JOKYMEHTHI,
a TaK)Ke OpPraHW3aIlOHHBIC JOKYMCHTHI, PETIIAMEHTHPYIOIINE JIESITENbHOCTh OpraHu3anuy. PaboTate co Bcel
COBOKYMHOCTBIO HMH(OPMAIMOHHO-JOKYMEHTAI[IOHHBIX pPEecCypcoB opraHu3anuu. Ilomp3oBarbca Oa3amu
JaHHBIX, B TOM 4HCIE yAaleHHBIMHU. [107630BaThCsl aBTOMAaTH3UPOBAHHBIMY CHCTEMAaMH Y4€Ta, PErHCTpanuH,
KOHTPOJII ¥ HMH(pOPMAIMOHHO-CIIPABOYHBIMM CHCTEMaMH NpU paboTe C JOKYMEHTaMH OpraHM3alHu.
[TpumeHsTh COBpeMEHHbIE NH(POPMAMOHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTUH JJIsl pPaObOThI C JJOKyMEHTaMH, B
TOM 4YHCIIE JJISl €€ ONTUMH3ALUH U MTOBBIIICHUS (P PEKTUBHOCTH.

Buaneer: NOHATHIHBIM amnmapaToM AWCLUIUIMHBI, BJaJeTh HAaBBIKAMU MHCIOJB30BAHUS COBPEMEHHBIX
TEXHHYECKUX CPEICTB U HMH(OPMALMOHHBIMU TEXHOJOTHSMH IpPH PEIICHHHM KOMMYHHMKAaTHBHBIX 3a/ad
MOJITOTOBKM OCHOBHBIX BHJOB JIOKYMEHTOB, HCIIOJIb3yeMBIX paOOTHHKAaMH; HAaBBHIKAMH KOMMYHHKAIUH B
rdpoBoi cpese I TOCTHKEHUS ITPO(PECCHOHATBHBIX nened u  3(QQEKTHBHOTO  B3aMMOJCHCTBHS.
HaBBIKAMH COCTaBJICHHS U OOPMIICHHS OPraHN3alMOHHO-PACTIOPAANTEIHHON U HH(POPMAIIHOHHO-CIIPABOYHON
JOKyMeHTalmu, ¢ npumereHneM ACY; HaBblkamu pa®otel B cucteMe ACY; BiaseTh HaBbIKAMU NPABUIEHOTO
NIPUMEHEHNS HOPMATHBHBIX IIPABOBBIX AKTOB, METOJMYCCKHX JOKYMEHTOB, PErTIAMEHTHUDPYIOUIUX BOIPOCHI
JeTIOTPON3BOJICTBA B JOKYMEHTO000pOTa. METOJaMH, CIIOCOOaMH U CpEACTBAMH IIOJNyYCHHUS, XPaHEHUS,
nepepaboTkn  MHGOPMAIMHM, OCHOBAMH KOMIIBIOTEPHOH TI'PaMOTHOCTH; TEXHOJIOTMEH  OpTraHW3alliH
JIETIONIPON3BOJICTBA B OPTaHU3ALUK; IIPAKTUYECKUM OIBITOM B COCTABJICHUH U O(OPMIIEHHH OpraHH3alMOHHO-
pacopsIUTeIbHON U HH(POPMAIIHOHHO-CIIPABOYHOMN JIOKYMEHTAIIHH.

IIponBunyTHIN
(xopomo)

3HaeT TBepAO: HOPMATHBHO-TIPABOBBIE M METOAMYECKHE JIOKYMEHTHI, PErJIaMEHTHUPYIOIIHE BOIIPOCHI
JIeTIONPOU3BOJICTBA U JOKyMEHTOOOOpPOTa; OCHOBHbIE TPEOOBAaHMSA K COCTABJICHHIO JIOKYMEHTa; OCHOBHBIE
HampasjeHus B paboTe C JOKyMEHTaMH M0 YHH(UKAUKWKW M CTaHAAPTU3AlMU JOKYMEHTOB; TBEPJAO 3HAeT
OCHOBHBIE TPEOOBAaHUSI K COCTABJICHHUIO JOKYMEHTOB; (YHKIMH JOKYMEHTa, KJIACCU(HUKALMUIO TOKYMEHTOB,
CHOCOOBI IOKYMEHTHPOBAHUS; OCHOBHBIE (POPMBI, BH/IBI YCTHOH M MUCEMEHHONH KOMMYHHUKAIlNN;,; HOPMaTHBHbIE
JOKYMEHTHI 110 YHU(HUKAIUU U CTAHAAPTU3AINN B 00J1aCTH TIOKYMEHTALUH, JEHCTBYONINE Ha TeppuTopun Pd;
TOCYAapCTBEHHBIC CTAaHJApPTHl M 3aKOHOAATENbHBIE aKThl MO IOKYMEHTHPOBAHHIO; CHCTEMBbI JOKYMEHTAIUH,
TpebGOoBaHMS K COCTABICHUIO X 0()OPMIICHUIO JOKYMEHTOB; THUITOBbIE HHCTPYKIINU 10 JeJIOIPONU3BOJICTBY.
OCHOBHBIE  BHJBl  JOKyMEHTOB, DEIJIaMEHTUPYIOUIMX  IPO(PECCHOHAIbHYIO  JEATeNbHOCTh;  OCHOBBI
JIeTIONPON3BOJICTBA B OPTaHM3allMM, NPHHLUINGI IUIaHUpoBaHUA padoTel ciayxOsl JIOY. Tsepno 3Haer
COBpEMEHHBIE TEXHHYECKHE CpEACTBA M HH(POPMAIMOHHBIE TEXHOJOTHWH, HCIIONB3yeMbIe TPH PEUICHUN
KOMMYHHUKAaTHBHBIX 3af[ad; COBPEMEHHYIO OpraHU3aIMI0 JTOKYMEHTOO00OpOTa M TEHICHIMH HCIIOJIB30BAHUS
AC/I.

YMeeT yBepeHHO: TpPaMOTHO  HCHOJNB30BAaTh  MOWCKOBBIE  BO3MOXKHOCTH  CHCTEM  3JIEKTPOHHOIO
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JOKyMEHTO0000pOTa; pa30MpaTrbCsi B  KIACCH(HUKATOPAaX  paslUYHBIX BHUIOB, YMETb IOJB30BATHCA
HOMEHKJIATypOH [1eN, MepeyHsIMU JTOKYMEHTOB C Pa3JIMYHBIMU CPOKAMM XPAaHEHMs; HCIIOJIB30BaTh SI3bIKOBBIE
CPEeZACTBa, JEJONPOU3BOJCTBEHHYIO JOKYMEHTAIMIO JUIS JTOCTIDKCHUS NMPO(ECCHOHAIBHBIX LieNed B paMKax
MEXKJINYHOCTHOTO M MEXKYJIbTYpHOTO oOOlIeHHs. Bectn  1enoByl0 NEpenucKy, Y4HTBIBas OCOOESHHOCTH
CTHJIMCTHKA OQUUIMAIBHBIX ¥ HEO(QHUUIUAJIBHBIX IHCEM, COCTaBIATH M O(GOPMITH yIpaBICHYECKHE,
nH(pOpPMaMOHHO-CIIPAaBOYHBIE JOKYMEHTHI, B COOTBETCTBUH C TPEOOBaHMSIMH HPABOBBIX aKTOB M CTaHAAPTOB;
yMETb BHEAPATH PALMOHANBHYIO TEXHOJOTHIO MPUEMa, IPOXOXKACHUS, IOJTOTOBKY U OTIPABKU JOKYMEHTOB C
npumeHerneM ACY. PannonansHO M 3(()EeKTHBHO OpPraHM30BBIBATH JEJIONPOM3BOACTBO B OpPTraHH3ALUM;
COCTABISITh OPTaHM3ALHOHHO DPACHOPAANTENbHBIE W WH(OPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTBI, & TaKXe
OpPraHW3allIOHHBIE JIOKYMEHTBHI, DPEriIaMeHTHUPYIONINE [ESITeNbHOCTh OpraHu3anuu. Pabotate co Bcei
COBOKYIHOCTBIO HMH(OPMALMOHHO-JOKYMEHTAI[IOHHBIX pPECypcOB oOpraHu3anuu. Iloms3oBaThes  Oazamu
JaHHBIX, B TOM 4HCIE yAaleHHBIMHU. [107630BaThCsl aBTOMAaTH3UPOBAHHBIMY CHCTEMAaMH Y4€Ta, PErHCTpanuH,
KOHTPOJII ¥ HMH(pOPMAIMOHHO-CIIPABOYHBIMM CHUCTEMaMu TpU paboTe C JOKYMEHTaMH OpraHU3alHH.
[TpumeHsTh COBpeMEHHbIE NH(POPMAMOHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTUH JJIsl pPabOThI C JJOKyMEHTaMH, B
TOM 4YHCIIE JJISl €€ ONTUMH3ALUH U MTOBBIIICHUS (P PEKTUBHOCTH.

Baaneer yBepeHHO: TOHATHUHHBIM ammapaToM JWCHUIUIMHBI;, BIAJETh HAaBBIKAMU  HCIIOJIB30BAHUSA
COBPEMEHHBIX TEXHUYECKUX CPENCTB U MH(OOPMALMOHHBIMU TEXHOJIOTHSMHU TPH PEIICHUH KOMMYHUKATHBHBIX
3aj]1a4 NOATOTOBKU OCHOBHBIX BUJIOB JIOKYMEHTOB, UCIIOJIb3yEeMbIX paOOTHHKAaMU; HABBIKAMU KOMMYHHUKAIIUU B
rdpoBoi cpese I TOCTHKEHUS ITPO(PECCHOHATBHBIX nened u  3(QQEKTHBHOTO  B3aMMOJCHCTBHAL
HaBBIKAMH COCTABJICHHS U OQOPMIICHHS OPraHN3alMOHHO-PACTIOPAANTEIBHON U HH(POPMAIIHOHHO-CIIPABOYHON
JOKyMeHTalmu, ¢ npumereHneM ACY; HaBblkamu pa®otel B cucteMe ACY; BiaseTh HaBbIKAMU NPABUIEHOTO
NIPUMEHEHNS HOPMAaTHBHBIX IIPABOBBIX AKTOB, METONMYECKHX JOKYMEHTOB, PETJIAMEHTHPYIOIINX BOIPOCHI
JeTIOTPON3BOJICTBA M JOKYMEHTO00OPOTa. METOJAMH, CIIOCO0aMHu U CpEACTBAMH IIOJNyYCHHUS, XPaHEHUS,
nepepaboTkn  MHGOPMAIMHM, OCHOBAMH KOMIIBIOTEPHOH TI'PaMOTHOCTH; TEXHOJIOTMEH  OpTraHW3alliH
JICTIONIPON3BOJICTBA B OPTaHU3ALUK; IIPAKTUYECKUM OIBITOM B COCTAaBJICHUH W O(QOPMICHHH OpraHU3allMOHHO-
pactopsIMTeNIbHON U MH(GOPMAIIMOHHO-CIIPABOYHOMN JIOKYMEHTALIMH.

Bricokuit
(OTIMYHO)

HNmeer chopmupoBaBminecss CHCTeMATHYeCKHMEe 3HAHMSA: HOPMATHUBHO-NIPABOBBIX U  METOIUYECKHUX
JOKYMEHTOB, PErJIaMeHTHUPYIOIINX BOIIPOCH! JAEIOIPOU3BOJCTBA U TOKYMEHTO000pOTa; OCHOBHBIX TpeOOBaHHUN
K COCTaBJICHHMIO JIOKYMEHTa; 3HaHHsS OCHOBHBIX HalpaBlieHHWil B paboTe ¢ JOKyMEHTaMH 10 YHU(HUKAIMU U
CTaHAapTU3alMU JOKYMEHTOB. lMeeT cQOpMHUpOBaBIIMECS CHUCTEMAaTHUECKHE 3HaHUS 00 OCHOBHBIX
TpeOOBaHMAX K COCTABICHUIO JOKYMEHTOB; (YHKIMHM TOKYMEHTA, KJIACCU(PHKALUIO OKYMEHTOB, CIOCOOBI
JOKyMEHTHUPOBAHUs; OCHOBHBbIE (OPMBI, BHABl YCTHOM M TIMCbMEHHOM KOMMYyHHKaiuu. Fmeer
c(hOopMHpPOBABIINECS CUCTEMAaTHUECKHE 3HAHNSI HOPMATHBHBIX JOKYMEHTOB 110 YHU(HUKAINU U CTAHAAPTU3AINN
B o0yacTh JOKyMEHTalWH, JeHCTByromue Ha Tepputopun P®; rocynapcTBeHHBIE CTaHAAPTH U
3aKOHOJIATENIbHBIE aKThl 10 JOKYMEHTHPOBAHHUIO; CHCTEMbl IOKYMEHTallMH, TpeOOBaHMS K COCTaBJICHHIO H
0(OPMIICHHIO IOKYMEHTOB; TUIIOBBIC MHCTPYKIIMM 110  JIENIONPOMU3BOACTBY. lmeer  cdopmupoBasimecs
CHCTEMAaTHUYEeCKHe 3HAaHWA 00 OCHOBHBIX BHAAX JOKYMEHTOB, PETIAMEHTHPYIONNX MNPO(HeCcCHOHAIHHYIO
JesTeIbHOCTh. VMeeT cOpMHpOBABIINECS CHCTEMAaTHYeCKHE 3HAHUS 00 OCHOBaxX MIEJIONPOM3BOJICTBA B
OpraHW3aINH, IPUHINIAX TUTAHUPOBaHUSA paboTsl ciyx0b1 IOY; 0 COBpEeMEHHBIX TEXHHYECKHUX CPEICTBaX U
WHPOPMAMOHHBIX TEXHOJIOTUSAX, WCIIOJIB3YEMBIX IIPH PEUICHWH KOMMYHHMKATHUBHBIX 3a/ad; 3HAHUS O
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COBPEMEHHOM OpraHu3aiuy JOKYMEHT0000poTa U TeHeHIInH ucmonb3oBanus AC/I.

Hmeet chopmMupoBaBiIeecsi CHCTEMATHYECKOE YMEHHE: TPAMOTHO HCIIOIB30BaTh MOUCKOBBIC BO3MOXKHOCTH
CHUCTEM OJJICKTPOHHOTO JOKYMEHTOO00OpOTa; pa3OupaThCsi B KIACCU(PHUKATOPAX pas3IM4YHBIX BHIOB. Mwmeer
chopMUpOBaBIIieeCs CHCTEMATHISCKOS YMECHHUE TOJIb30BAaThCSI HOMEHKJIATYPOU JIeJ, MEPEUHIMH JOKYMEHTOB C
Pa3IMYHBIMH CPOKaMH XpaHeHHs. VICHonb30BaTh SA3BIKOBBIC CPEICTBA, BECTH JICIIOBYIO MEPEIUCKY, YUUTHIBAS
OCOOCHHOCTH CTWJIMCTHUKM O(HUIHATBHBIX ¥ HEOPHIUAIBHBIX TmceM. KMmeer cdopmupoBaBiieecs
CHUCTEMATHUYECKOE YMCHHEC COCTaBIATh W O(QOPMISTH yIpaBiCHYECKHE, WH(POPMAIUOHHO-CIPABOYHBIC
JOKYMEHTbI, B COOTBETCTBUM C TpEeOOBaHMSMH IPABOBBIX AaKTOB M CTAaHAAPTOB; YMCHHE BHEAPSTH
palMOHAIBHYIO TEXHOJOTHIO MPUEMa, MPOXOXKACHHS, TOATOTOBKMA M OTIPABKH JOKYMEHTOB C MPUMEHEHHEM
ACY. PanuonanbHo u 3(GQEKTHBHO OpPraHU30BBIBATH [EJOMPOU3BOJICTBO B OpPraHU3AllMM; COCTAaBISITH
OpraHU3aIMOHHO PACIIOPSIIUTENbHBIE U HHOOPMAIIMOHHO-CITPABOYHbIEC JOKYMEHTBI, @ TAK)KE OPraHU3allMOHHBIE
JOKYMEHTBI, pErjaMeHTUPYIOLIHe JAeATeIbHOCTh OpraHuzanuu. Pabotath €O Bcell COBOKYMHOCTBIO
nH(pOpPMALMOHHO-TOKYMEHTALMOHHBIX PECypcoB opraHusanuu. [lonap3oBaTbesi 6a3aMu JaHHBIX, B TOM YHCIIE
YAaJICHHBIMU. ITonp30BaThbCs ABTOMATU3UPOBAHHBIMU CUCTCMaMH  Yy4€Ta, pPErucTpauu, KOHTPOJId U
nH(OPMALMOHHO-CIIPAaBOYHBIMHA ~ CHCTEMaMH MpU  paboTe C JIOKyMEHTaMHu opraHuzaunud. [IpumeHsTH
COBPEMECHHBIC I/IHq)OpMaIII/IOHHO-KOMMyHI/IKaHI/IOHHI)Ie TECXHOJIOTUU JIs1 pa6OTLI C JOKYMCHTaMU, B TOM YUCJIC
JJIs1 €€ OIITUMHU3alluU U ITOBBIIICHUA 3(1)(1)3KTI/IBHOCTI/I.

Ioka3an cdopmupoBaBiIeecsi CHUCTeMATHYECKOEe BJIAJeHHe: TOHATHWHBIM alapaToM TUCHUIUIAHBL,
BJIaJICTh HABBIKAMH HCIIOJIb30BAHHS COBPEMEHHBIX TEXHHUYESCKUX CPEICTB U UHDOPMAIMOHHBIMU TEXHOJIOTUSIMH
NpU  PEIICHHHM KOMMYHHUKATHBHBIX 3aj1a4 [MOJTOTOBKA OCHOBHBIX BH/JOB JIOKYMEHTOB, HCIOJIB3yEMbIX
pabOTHHKaMI;, HABBIKAMU KOMMYHHKAIHH B IU(PPOBO# cpejie Uis JOCTHKEHHS TPO(ECCHOHANBHBIX nenei
u 3¢ dexkTuBHOr0 B3aumoseiicTeus. [lokasan chopMupoBaBIIeecs] CHCTEMATHYSCKOE BIAJICHHE: HABBIKAMHU
cocTaBneHUsT U OGOPMIICHHS  OPraHH3alUOHHO-PACIIOPSIIUTENLHON W MH(POPMAIMOHHO-CIPABOYHOMN
nokymenraruu, ¢ npumeHennem ACY. Tokasan copMupoBaBiiieecs CHCTEMAaTHUECKOE BIIAJICHHE: HaBBIKAMU
pa6OTI)I B CUCTEMEC ACy, HaBbIKaMM MPAaBUJIbHOTI'O MPUMEHCHUSA HOPMATUBHBIX MIPAaBOBBIX aKTOB, METOAUICCKUX
JIOKyMEHTOB, PErIaMEHTHPYIOLINX BOMPOCHI JEIONPOU3BOACTBA U JJOKYyMEHTOO00pOTa. METOJIaMH, criocobamu
W CpeICTBaMH MOJyYeHHs, XpaHEeHUs, nepepaboTku MH(POPMAaIMK, OCHOBAMH KOMIIBIOTEPHOI IPaMOTHOCTH;
TEXHOJIOTHENH Opranu3anuu ACJIOIPOU3BOACTBA B OpraHuU3alv; MPAKTHUYCCKUM OIIBITOM B COCTaBJICHUU U
0o(hOpMIICHHH OPraHU3AIMOHHO-PACHIOPSIUTEIbHON 1 HHPOPMAITHOHHO-CIIPABOYHOMN TOKYMEHTAIINH.

2. Onucanue MIKaJ OLUeHUBAHUSA

2.1 lHIkana OUCHUBAHUA HA Imane meKyuieco KOHRmpoJii

CDopMa TEKYILIET0 KOHTPOJIA

OTCyTCTBHE YCBOEGHHUS (HUKE
noporosoro)”

[ToporoBblii (YA0BIETBOPUTEIEHO)

[MponBuHYTHIN (XOpOIIO)

Bricokuii (0TIHYHO)

BrlnonHeHne NpakTU4ecKoro
3aJlaHHs

HC BBIINTIOJIHCHO HJIM BCC
3aJaHus PEHICHBI HE

Brimoaneno 6oaee 50% 3aganus, HO
menee 70%

Pemreno 6omnee 70% 3ananus,
HO €CTh OIINOKHU

BCE 3aJIaHUs pelIeHBI 0e3
(111510

Pedepar

BBITIOJTHEH HECTIPABUJIBHO

Brinonnenne 50-70%

Brimonnernne 70-85%

Brinonnenue 85-100%

YcTHBIH onpoc

y

CTYIACHTA NMCHKOTCS

00HApyKHBAET  YCBOGHHWE  OCHOBHOTO

3HacCT PIBy‘IeHHBII\/’I Marepual;

0OHapy)KUBAaeT YCBOCHHE BCETO
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OTACJIBHBIC TIPCIACTABJICHUA O
HN3Yy4YCHHOM MaTepuajic, HO BCEC
’ke OO0JbIlas 4acTh Marepuaia
HC yCBOCHA.

marepuala, HO HUCIBITBIBACT
3aTPpyAHCHUC NIPU €ro CaMOCTOATCIIBHOM
BOCIIPOMU3BCACHUU " Tpe6yeT
JOIIOJTHUTCIBbHBIX n YTOUHAIOMINUX
BOIIPOCOB npenoaaBaTeis,
npeaAnoYnuTacT OTBCYATL Ha BOIIPOCHI,
BOCIIPOMU3BOAAICTO XapakTepa u

HCTBITBIBAET 3aTPYAHCHUE IIPU OTBETAX
Ha BUIOM3MCHCHHBIC BOIIPOCHI

OTBEYAET oe3 0CO0BIX
3aTPyJHCHUA HAa  BOMPOCHI
Mpero/IaBaTers; yMeer
MPUMEHSTh MOJTYYCHHBIC

3HaHUSAHA NPAKTUKE.

obbeMa MaTepuana; BBIICISET
IJ1aBHBIE [IOJIOKEHUS B
W3YYCHHOM MaTepualie U He
3aTpyIHACTCS TMPH OTBETaX Ha

BUJOM3MCHCHHBIC BOIIPOCHI;
CBOOOTHO TIPUMEHSIET
MOy YCHHbIC 3HaHUSI Ha
[PaKTHKE.

Jloxman

3amanne He BBITOJIHEHO

Lenms m 3agaum, paccMaTpUBacMbe B

JOKJIaze JOCTUTHYTHI YaCTHYHO.
AXTyansHOCTB TEMBI oIpezeneHa
HEyOeaUTENHHO " BBISIBIICHBI
3HAYUTENbHBIE OTKJIOHEHHUS oT

TpeGOBaHUI METOIMUYECKUX YKa3aHUH.

HGHB n 3aga4d BBIIIOJTHCHUSA

paccMaTpuBaeMoOil  TeMbl B
JIOKJTaJe JOCTUTHYTHI.
AKTyaJpHOCTb TEMBI
MOATBEPKIICHA. Pabora
BBITNIOJIHCHA C
HC3HAYNTCIIbHBIMU

OTKJIOHEHUSIMH OT TpeboBaHUH
METOMYECKUX YKA3aHUN.

Ilens wm 3amadm IOCTaBICHHOU

TEeMBl  JOKIaJa JOCTUTHYTHI.
AKTyanbHOCTb TEMBI
HCCIIEIOBAaHUsI ~ KOPPEKTHO H
TIOJIHO 000CHOBaHa.
IIpesenTanus BBINIOTHEHA

COIJIACHO TPEOOBAHUSM.

2.2 lllkana oyenusanun Ha smane RPOMeENCYmouHol ammecmayuu (3auem u IK3amMeH 6 6ude umo206020 mecma)

dopMa IpoOMEXYTOUHOU
aTTecTalyn

OtcyTcTBHE yCBOCHHS (HIDKE
TIOPOTOBOTO)

[oporoBerii (YIOBIETBOPUTEIHHO)

[IpoxBuHYTHII (XOpOIIO)

Bricokuit (0TIMIHO)

BeinonHeHNe UTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% u Oostee
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPUAJIbI, HEO0OXOAUMBbIE IJISl OLEHKH
3HAHUI, YMEHHM i, HABBIKOB M (MJIH) ONBITA AeSATEJIbHOCTH, XaPpAKTEPU3YIOILHUX ITAIBI
(opMupoBaHus KOMIIeTEHIINI B MpoLecce 0CBOeHHs 00pa30BaTeIbHOI NPOrpaMMbl

POH/J OHEHOYHbLIX CPEJACTB JJIA TEKYIIEI'O KOHTPOJIA

KOMILJIEKT BOITPOCOB JJIsI COBECEJOBAHMS no aucuuniuze
«Jlenonpou3BOACTBO»

Bomnpocsl 1u1st cobecenoBanusi K pasaeay 1. TeopeTrndeckne OCHOBBI [1€J10NPOU3BOACTBA

NS

13.
14.

15.
16.
17.
18.
19.
20.
21.

Jaiite onpeneneHue NOHATUN «IOKYMEHT» U «UHGOPMALIU».

Pacckaxxure o posn HHPOPMAIIUH B COLIMATBHBIX M SKOHOMHUYECKUX MPOIECcCaX.
Pacckaxxute o cBOMCTBAxX yIpaBiIeHUECKOW HH(OPMALIUU.

OOBbscHUTE TOHATHE JOKYMEHTa Kak crocola (ukcanuu ynpaBieHYecKoi nHpopMaIuu
U UHCTPYMEHTA YIIPABICHMUSL.

Uro o3HavaeT momu(yHKIIMOHAIEHOCTh JIOKYMEHTA.

[Tepeuncnure 1 00bsAcHUTE QYHKIMU JOKYMEHTA.

Pacckakure 0 BHEITHMX NPU3HAKAX TOKYMEHTA.

Pacckaxxute o BHyTpeHHeH (hopMe T0KyMeHTa.

Kakoii 00bem 1 conepxanne UMEIOT MOHATUS «MHPOPMALUD) U «TOKYMEHT»?

. Kakyto pons urpaer undopmanus B oobecrnedeHnu 3hpPpexTHBHOTO yrnpaBieHus?
. KakoBBI HCTOUHWKYN TIOTY4YEHUS YIIpaBIeHUECKOW nHpopMaun?
. KakoBbl Ha3HaueHue U QyHKIMH CIIYyKO TOKYyMEHTAIIMOHHOTO 00eCreYeHUs YIpaBICHUS

B COBPEMEHHBIX OpraHu3alusIx?
UYro Takoe «cucTeMa JOKYMEHTAIN» U «yHHU(PUIIMPOBAHHAS CUCTEMa JOKYMEHTAIHI ?
Kakue Buapl ynpaBieHUYECKMX JOKYMEHTOB BKJIIOYaeT B ceOs YHUPUIMpPOBaHHAs
CHUCTEMa OpraHU3alMOHHO-PACHOPAAUTEIbHON JOKYMEHTALINN?
Pacckaxkute 0 pekBU3UTE JOKYMEHTA U €ro BUJaX.
Kakwue ecTb rocy1apcTBEHHbIE CTAaHJAPTHI HA JOKYMEHTHI.
OOBbsicCHUTE NOHATHS «BUAA» U «Pa3HOBUIHOCTHY TIOKYMEHTA.
PacckaxuTe 0 1OpUINYECKON CUJIE TOKYMEHTA.
Kakwue ectb pekBU3UTHI, 00€CTIEUMBAIOIINE FOPUINUECKYIO CHUITY JJOKYMEHTA.
JaiiTe 00bscCHEHNE MOHATHUS MOAJTUHHNUKA (OpUTHHAJIA) JOKYMEHTA.
PacckaxkuTte 0 MOHSATHM KOIIUMU TOKYMEHTA U €€ BUAAX.
Tembl nok1a10B K pasaeay 1. Teopernueckne OCHOBBI 1eJ10NPOU3BOACTBA

1. TlonsTHe nenoOMpoOU3BOACTBA, UCTOPHUS €ro MOSBICHUS.
2. llenm, 3a1a4u ¥ MPUHITUITEI COBPEMEHHOTO JICJIONIPOU3BOICTBA
3. JlokymMeHT Kak HOCUTeNnb HUH(pOpMAMM M Kak CPEACTBO pealu3aluu

yIpaBlIeHYECKUX QYHKIUH.

4. JIOKyMEHT: IOHSTHE U OCHOBHbIE TPEOOBAaHUS K €r0 COCTaBJICHUIO
5. Knaccudukanus 10KyMeHTOB
6. JlokyMeHT Kak HOCHUTENb WHPOpPMAMM ¥ KaK CpPEACTBO pean3aluu

yIpaBIeHYECKUX QYHKINH.

7. HOpMaTI/IBHO-HpaBOBBIe N METOANYCCKUEC OCHOBEI ACIOMPONU3BOJACTBA
8. yHI/I(bI/IKaI_II/ISI n CTaHdapTU3aliud KakKk OCHOBHBIC HaIlpaBJICHUA

COBCPUHICHCTBOBAHUA JOKYMCHTAIINH.

Tembl pedepaToB Kk pasaeny 1. Teoperuueckne O0CHOBBI A€JIONPOU3BOACTBA
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1. Opranuzarmust JOKyMEHTOOOOPOTa: OCHOBHBIC TIPaBUIIa U TAITbI.

Dranbl pa3BUTHS AETONPOU3BoICTBa B Poccuu.

3. Cuyx0a nenonpou3BOJCTBA W JIOKYMEHTAIIMOHHOTO OOECTICUYCHHs YIIpaBJICHUSI.
JenonpounsBoactso B coBpeMeHHoM Poccun

Jlenonpon3BoICTBO 1OPEBOJIOIMOHHON Poccun

5. /[lenonpousBoacTBO B COBETCKYIO 310Xy (1917-1991rr.)

N

&

Bonpocsl 1i1s codecenoBanms k pasaenay 2: CoppeMeHHbIe TPeOOBaHUA K 0OPMJIEHUIO
AOKYMEHTOB
1. KakoBbI COBpeMEHHBIE TPEOOBAHUS K SI3BIKY M CTHIIIO YIIPABIEHYECKUX JOKYMEHTOB?
2. Yro coboit mpeacrabisger YcraB opraHusanuu? KakoBbl OCHOBHBIE TpeOOBaHUS K €ro
cocTaBleHUIO U oopmiieHH0?
3. Kak opopmurs [lonoxxkenne 06 oTaene win ciayx0e opraHu3aium?
4. Kak o¢opMHUTh mITaTHOE pacnycaHue?
5. Kakue TpeGoBaHus NpeabsBIsOTCS K 0QOPMIEHUIO JOTOBOPa, KOHTpaKTa?
6. Urto Takoe MHCTPYKIIHSI, KAKOBO €€ coiepKaHue u odhopMicHHE?
7. Tlpu xakux oOCTOSTENHCTBAX HA MPAKTUKE U3AACTCS MPUKA3, PACIIOPSIKEHUE U YKa3
8. OcoOeHHOCTH MOATOTOBKU M 0()OPMIICHUS PACTIOPIUTEIbHBIX JOKYMEHTOB.
9. KaxkoBo coaeprkaHue MOCIEAHET0 MyHKTa PACIIOPSIUTEIBHON YacTH NprKa3a?
10. TpeboBanust K 0(OPMIICHUIO TEKCTA BHITUCKH MPHKa3a?
11. Kak oopmiisieTcss oTMETKA O 3aBEPEHUH KO BBIMHUCKH MpUKa3a?
12. Kakue TpeOOBaHUS MPEABSIBISIOTCS K 0OPMIICHHIO IIPOTOKOIA?
13. Kak opopmuth noKnaaHyto, Cay>KeOHyI0 U 00BSICHUTENbHYIO 3aITUCKU?
14. Kakue TpebGoBaHMs MPEIBIBISIOTCS K 0hopMIIeHH O aKTa?

Tembl 10K1a10B K pa3jaeiny 2. CoBpeMeHHbIe TPeOOBAHUA K 0()OPMJIEHHIO TOKYMEHTOB
Pabota ¢ 3asBIeHUAMU TpaKIaH.

PazpaboTka HOMEHKIIATYPBHI JIEI.

PazpaboTtka [TonoxxeHust 00 SKCIIEPTHOM KOMUCCHH

[TpoBenenune SKCIIepTU3HI IEHHOCTH IOKYMEHTOB

OdopmiieHne 0010kKeK JIes1 ¢ pa3HbIMU CPOKaMU XpaHEHHUs
[TonroToBKa JOKYMEHTOB K YHUUTOKEHHIO

CoctaB 1 0COOEHHOCTH PabOTHI € KaJPOBOIl TOKyMEHTaluen
Pabota ¢ koHbUaEeHITNATEHBIMU TOKYMEHTAMH

OcobeHHocTH paboThl ¢ OOpAILIEHUSIMH U JKaI00aMH OT TI'paxJiaH
10. HWnpexcanus JOKyMEHTOB, IPaBUIIa MHICKCAIIUHN JOKYMEHTOB
11. KoHTpoib, 3a HCIIOJHEHUEM JIOKYMEHTOB

12. TloxroroBka Jen K apXHBHOMY XpaHEHUIO

CoNoOARWNE

Tembl pedepaToB Kk pazaeny 2. CoBpeMeHHbIe TPe0OOBaHMA K 0(OpMJICHHIO JOKYMEHTOB
1. HopmaruBHo-npaBoBasi 0a3a COBPEMEHHOTO JEJIONPOU3BOICTBA.
2. HopmartuBHas ocHOBa mporiecca JOKyMEHTHPOBAHHS YIIPABICHUS TIEPCOHATIOM.
3. OpraHu3zalloHHBIE KaJpOBbIEe JIOKYMEHTBI: COCTaB, COJEp)KaHUE, MOPAIOK
MOJATOTOBKU U OQOPMIICHUS.
Opranuzanus J0KyMEHT0000poTa
Perucrpanus 10KkyMeHTOB
KoHTpob HCIIONIHEHNST JOKYMEHTOB
CucremaTu3zals U XpaHeHHE JOKYMEHTOB
JlomKHOCTHAs MHCTPYKIMS KaK OpraHU3alMOHHBIN KaJpOBBIN JOKYMEHT.
CocraB 1 BUBI KaIpOBOM TOKYMEHTALIAH.
10. HoxymeHTHpoBaHHe Iporecca 0opMIICHUS TPYJOBbIX OTHOLICHUH.
11. DxcneprTr3a HEHHOCTH JOKYMEHTOB

©oNo A
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9.

10.
11.

12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.
26.

27.

28.

12. Cekperapp B CTPYKType yIPABJICHHS

13. Oducuele cpenctBa pabOThI ¢ JOKYMEHTaMHU

14. 3HavyeHne TOKyMEHTAa B yIPABJICHYECKOH NEATEIbHOCTH, KIacCU(UKAIUS CITYKEOHBIX
JOKYMEHTOB.

15. Yaudukamnus u cTaHaapTU3amnus J0KyMEHTOB.

16. leonpon3BOACTBO B OpraHax HCIOJHUTENbHOW BiacTH. Ilopsmok paccMoTpeHus
oOpamieHui TpakIaH.

17. Ocobennoctn  odopmieHus  UHPOPMALMOHHO-CIIPABOYHOM M KaJpOBOHU
JIOKYMEHTAITUH.

Bomnpocs! 1151 codecenoBanus k pasaeiay 3. Opranuzanusi padoThl ¢ JIOKYyMEHTAMM
[lepeuncnure Ka4eCTBEHHBIC XapaKTEPUCTHKHU TOKYMEHTO000pOTA.

OxapakTepu3yiTe JOKYMEHTOIIOTOKH B OpPraHu3allii: TOPU30HTAIIbHbBIE, BEPTHUKAJIbHBIE,
BOCXO/SIIIME, HUCXOAIIUE, BXOAAIIME, UCXOIAIINE U BHYTPEHHUE (IIPUBEAUTE IIPUMED).
Kak npoBonutcs pacyer o6beMa J0KyMEHTO000pOTa.

KakoBsI aTarnsl paboThl ¢ BXOASIIUME JOKYMEHTaMU?

Kak ctpoutcs paboTa ¢ UCXOASAIMIKUMU JOKYMEHTaMU?

KakoBa TexHos0rust paboThl ¢ BHyTPEHHUMHU JOKYMEHTaMH?

Kakwue 3a1aun 1oKyMeHTO000pOTa pelIaeT perucTpanus JOKyMEeHTOB?

Kakue ympaBieHueckue JOKyMEHTbI HE TIOJUIeKaT perucrpauuud B ciyx0ax
JIOKYMEHTAIlMOHHOTO 00eCieueHu s yIpaBICHUs?

KakoB nopsiiok perucTpaiuu yrnpaBieHUYeCKOro JOKyMeHTa?

Kakue cymecTByrOT BUbl KOHTPOJISI UCTIOJTHEHUSI JOKYMEHTOB?

Kakue omnepanum 1o KOHTPOJIIO HUCHOJHEHHSI JOKYMEHTOB OCYIIECTBISIOT CIIY>KOBI
JIOKYMEHTAIlMOHHOTO 00eCTieueHus yIpaBICHUs?

Kak ocymiecTBisiercs cuctemaTu3anus 1 XpaHeHHe JOKYMEHTOB B OpraHu3anun?

Uro Takoe J1eno, ¢ TOYKHM 3peHHs JOKyMeHToBeneHus? llpuBeaurte npumepsl e,
XpaHALMXCS B OpraHU3alyuy.

Packpoiite coaepkaHue MOHATUSA «HOMEHKJIarypa aein». Kakoe MOIKHOCTHOE JUI0 B
OpraHM3aIi OTBEYAET 32 COCTABJIEHUE U BBE/ICHUE B JACMCTBUE HOMEHKIATYPHI /1€
KakoBa TexHonorus paboTel ¢ BHyTPEHHUMH JOKYMEHTaMu?

Kaxkue 3aaun 7oOKyMeHTOOO0pOTA peraeT perucTpaus J0KyMeHTOB?

Kakue ympaBneHueckue JOKYMEHTHI HE TOAJIEKAT PpEerucTpalud B Ciyx0ax
JIOKYMEHTAllMOHHOTO 00eCieueHuUs yIpaBICHUs?

KakoB nopsiiok perucTpanuu yrnpaBieHUYECKOTO JOKYMEHTa?

Kakwue cymiecTByIoT BUbl KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB?

Kakue omepanuu 1o KOHTPOJIIO HCIIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT CIIy>KOBbI
JIOKYMEHTAllMOHHOTO 00eCieueHuUs yIpaBICHUs?

KakoBbl (hakTophl, BIMAIOLIME HA €r0 OPraHU3alMI0 U TEXHOJOTHIO B YUPEXKIAECHUSIX
Pa3IUYHBIX YPOBHEHN YIIpaBJICHUS.

HazoBuTe opraHmsanyoHHBIE, NPABOBBIC, COLMAIBHBIE M ICUXOJOTMYECKHE ACIEKTHI
JIeJIONPOU3BO/ICTBA.

Kak ocymecTBiuseTcs NOATOTOBKA J€1 K AapXMBHOMY XPAHEHHI0 B COBPEMEHHBIX
OpraHu3anusax?

Kakass oprrexHuka HCHONb3yeTCd M COCTABIEHUS JOKYMEHTOB B COBPEMEHHOM
JIETTONPOU3BOICTBE?

OxapakTepu3yiTe CUCTEMY MEXBEJIOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTO000pOTa
[TpuBenuTe npumep aBTOMAaTU3UPOBAHHON CUCTEMBI OOPaOOTKH JOKYMEHTOB U OLIEHHUTE
€€ BJIIUSHHE HA CUCTEMY JI€JIONPOU3BOICTBA KOHKPETHON OPraHU3alNH.

[lepeuncnure U oxapakTepu3yiiTe, OCHOBHbIE TEXHMUYECKHE CpeICTBa sl paboThl ¢
JIOKyMEHTaMU

KakoBa B3aMMOCBSI3b JENONPOM3BOACTBA C OpraHu3anuedl BEAOMCTBEHHOIO H
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rOCy/apCTBEHHOT'O XpaHEHUs JOKYMEHTOB.

29. Kakasi oprrexHuKa HCIONB3yeTCs IS MOWCKA, paHEHUS W Mepenadyd JOKYMEHTOB B
COBPEMEHHOM JIEIOIPOU3BOJICTBE?

30. KakoBbI BO3MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUN B JOKYMEHTAIIMOHHOM 00ECTICUeHUHN
yIpaBJyieHUs?

31. KakoBbI BO3MOXHOCTHU CPEJICTB TEICKOMMYHHKAITUHU B JIOKYMEHTAIIMOHHOM 00eCIIeYeHUH
yIpaBJyieHUs?

32. B kakux ciay4asx NPHUMEHSIOTCS CTaHAapTHBIE O(HCHBIE MPOrpaMMbI B OpPTraHHU3AINH
JIEJIONPOU3BOJICTBA?

Tembl 10KI210B K paszaeny 3. Opranuzauusi padoTbl ¢ J0KyMEeHTaM#
Opranuzanus JJOY ¢ nomolpio aBTOMaTU3UPOBAHHOM cUCTEMBI «Jlemno»
DIIEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aIuu
Cucrema MeXBEJOMCTBEHHOTO JOKYMEHTO00OpOTa
[IpeumytiecTBa cucTeMbl paObOTHI C TOKyMeHTaMu 1 «C»

Eall A

KOMILJIEKT 3AJIAY JJISI IPAKTUYECKHUX 3AJAHUM no aucuumninne
«Jle1onpou3BOACTBO»
I[IpakTuyeckue 3axanus K pasjaeiy 1. Teoperuueckne O0CHOBBI 1€JIONMPOU3BOICTBA

3aganme 1. 3anonHuTh TaOMUIy, C y4Y€TOM  paclpeieieHHs 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, perynupytomux I'CJ1

Ha3Banue nokymeHra UYro perynupyer JOKYMEHT, Buasl 10KyMeHTOB
OInucaHue (npuBenuTe
puMep)

KoaudunmpoBanHbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccuiickoit denepannu, moCTaHOBICHUS
ITpaButenbcTBa Poccuiickoit denepanyu B cepe 1e100pOr3BOJICTB

3akoHozaTenbHbIe aKkThl cyObekToB Poccuiickoit denepanyy u npaBoBble aKThl, IPUHUMAEMBbIE
OpraHaMHM HMCIIOJHUTENIBbHOM BiIacTH cyobekToB Poccuiickoit denepannu

HopmatuBHbIE TpaBOBbIE aKTHI (eiepabHBIX OPraHOB UCIIOJIHUTEIBHOMN BIIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIy>K0, ar€HTCTB U Jp.), PENIaMEHTHPYIOIINE BOIPOCHI

JOKYMCHTAIIMOHHOI'O obecreueHust

TexHuueckue peraMeHThl U HallMOHAJIbHbIE CTAHIapPThl B 00JIACTH JOKYMEHTAIMOHHOTO
o0ecreueHus ynpapieHUs

TexHuueckue periaMeHThl U HallMOHAJbHbIE CTAHAAPTHI B 00JIACTH TOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHHs

Obuepoccuiickue K1accu(prKaTopbl TEXHUKO-IKOHOMUYECKOHM U COIMaIbHOW HHPOPMAITUH

YHuQUImMpoBaHHBIE CUCTEMBI IOKYMEHTAITUN

3apanme 2. 3anonHuTe TabauIy. BrummTe BUAbl JOKYMEHTOB OTHOCHTENIBHO MEPUOIOB:
\ [IpukasHoe 1eI0npOU3BOJICTBO \ Komnexckoe \ MuHucrepckoe
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ACJIOIIPOU3BOJACTBO ACJIOMPOU3BOACTBO

OtBetbTe Ha Bompoc. Yem 3HaMeHaTenbHbI naThl: 23 maprta 1840 ., 1868 1., 27 deBpans 1720

r.?

3apganue 3. [TucbmenHo otBeTbTe Ha Borpoc. OOBSICHUTE TEPMHUHBI «yYHH(PHUKALUD» H
«cTaHaapTU3anus» JoKkyMeHTa. Kak cooTHOCATCS JTaHHbIE TOHATHA?
3anganue 4. [loctpoiiTe TabauIy ¢ MPaBUIBHBIM BOCIPOU3BEICHHEM TEPMHUHOB M UX

(bOopMYJIHPOBOK.

JoKyMeHThI

OnpeneneHus

JloxymeHT

Jluct Gymaru Uiy 3IeKTPOHHBIN MAa0I0H C PeKBU3UTAMU,
UACHTUPHUIHPYIOIMIUMHI aBTOpa O(QUIIHATIHHOTO TOKYMEHTA.

ApPXUBHBIN TOKYMEHT

CrcTeMaTH3NPOBAHHEIN MIEPEYCHB 3aT0JIOBKOB JIEIT, CO3AaBaEMBIX B
OpTaHU3AINH, C YKa3aHHEM CPOKOB MX XPaHCHHS.

IloanuHHuK Konus nokymeHTa, Ha KOTOPOH B COOTBETCTBUU C YCTAHOBICHHBIM
MOPSIIKOM TIPOCTABIIEHBI PEKBU3HUTHI, 00ECIICUNBAIOIIHIE €€ IOPUANIECCKYIO
3HAYMMOCTb.

DOTOAOKYMEHT I1oBTOpHBIN SK3EMILLIP NOAJIUHHUKA JOKYMEHTA.

DOHOIOKYMEHT W300pasutensHblil JOKyMEHT, CO31aHHbIH (hoTorpaguuecKum uim

ANIEKTPOHHBIM (LU(PPOBHIM) CIIOCOOOM, (PUKCHPYIOIIHH HHQOPMALIUIO B
BUJIC OTJCNIbHBIX M300paKEHHI - CTATHYHBIX 00Pa30B.

IOpuauueckast 3HaUUMOCTh JIOKYMEHTa

CBOWCTBO O(i)I/IIII/IaJ'H)HOI‘O JOKYMCHTA BbI3bIBATh IIPABOBLIC IMOCIICACTBUS.

3aBepeHHas KOMus TOKyMeHTa

3aukcupoBaHHas Ha HOCUTENE HHPOPMAIHSI C PEKBHU3UTAMH,
MIO3BOJISIIOIIMMH €€ UJICHTU(HIUPOBATD.

Jy6nuxar

Konus JOKYMCHTa, Ha KOTOpOfI B COOTBETCTBUU C YCTAHOBJICHHBIM
TMOPAAKOM NPOCTABJICHBI PEKBU3UTHI, O6eCHe‘II/IBaIOHII/Ie €€ IOpUIUYCCKYTIO
3HA4YUMOCTD.

bnank JAOKYMCHTa

N300pa3utensHblil JOKyMEHT, B KOTOPOM H300paskeHne 00BEKTa MOIyICHO
MOCPEACTBOM JIMHHUM, IITPUXOB, CBETOTEHH, TOUEK, LIBETA.

Homenknatypa gen

[TepBbIii WM € AMHCTBEHHBIN SK3EMILISIP.

I'paduaeckuii TOKyMeHT

AyIMoBH3yaJIbHBIM JOKYMEHT, COJIep KaIlnii 3ByKOBYIO HH(pOpManuio,
3a()MKCHPOBAHHYIO JIF000H CHCTEMO 3BYKO3aIHCH.

3ana1me 5. 3anonanute T8.6J'II/II_U>I 110 KJ'IaCCI/I(I)I/IKaHI/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HauMeHOBaHMIO

ITo mecTy
COCTABJICHUS

Ilo crenenu
[JIACHOCTH

ITo conepxanuro

ITo cpokam
HUCIIOJIHCHU A

I1o Ha3HaueHMIO

ITo ropunnueckon
cuie

Ilo CpOKaM XpaHCHUS
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3ananme 1. Pemure kpoccBopa

16

13 | | |

el [T HNEEEE

ITo ropusonTasnm:

1.  pexBU3UT AOKyMEHTa, BHIPAYKAIOLINI COIJIacHe UM HECOTJIacue

JOJPKHOCTHOTO JIMLA C COJIEPKaHUEM JIOKYMEHTA.

4. pEKBU3UT [OKyMEHTa, NPEJICTaBISIIOIIMA Cc000MH COOCTBEHHOPYUHYIO pPOCIUCH
MIOJIHOMOYHOTO JJOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEPA JIejia 10 HOMEHKJIAType U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOMH yacTu yupexJIeHHH, IpocTaBisieMble Ha 00JIOKKE Jea.

8. TuChMEHHOE TPEIIOKEHHWE O 3aKIIYCHHH JoroBopa (KOHTpakTa) Ha
OIPEEIIEHHBIX YCIOBUSIX.

9. 3anmch MHPOPMAIMU HA PA3TMYHBIX HOCHUTEINSX MO YCTAHOBJICHHBIM IPABHIIAM,
o0ecreynBaroIuM €€ IOPUINIECKYIO CHITY.

12. nBUKEHHE TOKYMEHTOB B OPraHMU3alMi C MOMEHTA X MOJYyYEHUS WM CO3/1aHus JI0
3aBEPLICHUS UCIIOIHEHNS NN OTIPABKHU.

13 oOpa3zen, 3TanoH, MOJeNb MPUHUMAEMbIE 32 UCXO/AHbIE JIJISl COMOCTABIIEHUSI C HUMHU
JIPYTUX IPEIMETOB.

17. o6s13aTenbHBIN AIEMEHT OpopMIIeHUsT OPUIIMATIBHOTO TOKyMEHTa

18 noxyMeHT, GUKCHPYIOIIMIA X0/ 3aceaHusl, COBEILAHUS.

19. COBOKYNMHOCTh JAOKYMEHTOB (WJIM JOKYMEHT), COPMHUPOBAHHBIX MO KaKOMY-IHOO
NpU3HAKY (BUJIaM JOKYMEHTOB, BOPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 0OJIOKKY.

ITo BepTHKAIN:

2.  JTIOKYMEHT, (PMKCUPYIOIIMI COTIallleHne CTOPOH 00 yCTAHOBJIEHHM KaKUX- JHOO
OTHOILIEHU! U YCIIOBUW UX PETYJIMPOBAHUSA.

3. JlokymeHT, cojiepxauuii HWHGOPMAIMOHHO-CIIPABOYHbIE, AHAJUTUYECKHE WIIN
OTUYETHBIE CBEICHUSI, TPEJICTABISIEMbIN PYKOBOJICTBY.
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5. DJeMEeHT YyAOCTOBEPEHHS MOJJIMHHOCTH IOAMUCH JOJDKHOCTHOTO JIMIAa Ha
JOKYMEHTaX, MpPEeIyCMOTPEHHbIX HOPMATUBHBIMH AaKTaMH, YJOCTOBEPSIOIIMX IpaBa JIMII,
bukcupyromux (HakThl, CBI3aHHBIE ¢ (PUHAHCOBBIMU CPEACTBAMHU.

7. 3TO COBOKYITHOCTh pa3jM4YHBIX CBEACHUH, CHUCTEMa OPTraHU30BAHHBIX JIaHHBIX,
OTPaKAIOIINUX MPOLECCH K COOBITUSI OKPYIKAIOIIETO MHPA.

10. 1OKyMEHT, COCTaBJICHHBIH HECKOJBKUMH JUIAMA W  HOJATBEP)KIAIOIMINN
YCTaHOBIICHHBIE (PAKTHI MM COOBITHSI.

11. undpopmanys Ha MaTEpUATBHOM HOCHTENE, UMEIOIIas FOPUANYECKYIO CHITY.

14. nmnepedyeHb KaKUX-TUOO TAaHHBIX (CBEACHHWI), PACIOJIOKEHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. mpaBOBOWl aKT, W3ABAaCMBIii PYKOBOJMTEIEM OpraHa TOCYJapCTBEHHOTO
yhpaBieHusi (€ro CTPyKTYPHOTO IOApa3/ieieHus1), JeHCTBYIOMNI Ha OCHOBE €JMHOHAYANINs, B
HENSAX pa3pelieHus] OCHOBHBIX M OINEPATUBHBIX 3ajad, CTOSIIMX Mepei JaHHbIM opraHoMm. B
OTJENBHBIX CIy4yasX MOXKET KacaThCs IIMPOKOTO Kpyra OpraHM3aluil M JTOJHKHOCTHBIX JIMIL
HE3aBUCHMO OT IOYNHEHHOCTH;

16. ropuanyecku opOpPMIICHHBIH epeYeHb JOKYMEHTOB.

20. 3TO0 pPEeKBU3UT O(MUIUAIBLHOIO JIOKYMEHTa, MPHUIAIONIMA HOPMATUBHBIA WIJIH
IIPaBOBOM XapaKTep €ro COAePKAHUIO

3aganue 6. [I1cbMEHHO OTBETHTE HA CJIEAYIOLINE BOIIPOCHI:

1.  Yro Ttakoe aen0onpou3BOACTBO?

2. JlaiiTe ompeneneHue MOHITHIO «IOKYMEHTHPOBAHUEY

3. HazoBute ocHOBHBIEC (PYHKLINHU TOKYMEHTA.

4. Kakue oOmepoccuiickue KIaCCH(PUKATOPHI HCIOJIB3YIOTCS TpH  0(QOPMIICHUU
OpraHU3alMOHHO-PACHOPSAUTENBHBIX T0KYMEHTOB?

5.  Kakme BHIBI JOKYMEHTOB BKJIIOYAaeT B ce0sl CHCTEMa OpPraHHW3alMOHHO-
pacropsaUTENbHON TOKYMEHTauu?

6. Kakume paznuuaroT crmocoObl JOKYMEHTHPOBAHUS B 3aBHCHMOCTH OT CpEJICTB
JIOKYMEHTHPOBaHUs?

7. YrTo MOHMUMAIOT MOJ FOPUINYECKON CUIION JOKyMEHTa?

3aganue 7. IloaroroBbTe NOKIJIAJ C MpPE3EHTALMEN 1O OJHOM U3 MPENJIOKEHHBIX TEM
(moxyan Ha 5 MUHYT, nipe3eHTarus 10-12 cnaiaoB)
1.  VYcoBepuieHCTBOBaHHUE JEIONPOU3BOJICTBA HA MPEIIPUIATUI
2.  Pa3BuTHe TOKyMEHTAIIMOHHBIX CIIY>)kKO Ha COBPEMEHHOM JTare
3.  TexHuyeckue CpeAcTBa, YIPOIIAIOUIME BEIACHHE JAEJIONPOU3BOJACTBA Ha
PEIPUATHH.
4.  JlenoBas mepenucka - HEOThEMIIEMOE CPEJCTBO CBSI3U NPEANPUATHS C BHEIIHUMHU
OpraHHu3aIUsIMU.
Kak oBnaseTp HCKyCCTBOM JE€JI0BOTO MHUCHhMA.
JIoKyMEHTHpOBaHUE YNPABIEHUECKOH 1€ATEeIbHOCTH OPraHU3aluH.
JIOKyMEHT Kak CpeJCTBO 3aKpEIIeHNUs U peTPaHCIAUN HH(POPMAIIHH.
Wndpopmaruzanus 1ei1onpon3BoACTBa
JIOKyMEHTHPOBaHNE TPYAOBBIX OTHOIIEHUN
10. KomnbroTepHBIE TEXHOJIOTHHU B ICTONPON3BOJICTBE
11. Amnanu3 JOKyMEHTOOOOpOTa U METOABI €T0 COBEPIIEHCTBOBAHUS
12. Pabora ¢ KOH(pHIECHITHATBHBIMHU JIOKYMEHTAMH
13. Opranuzaius paboThl ¢ JOKyMEHTaMH
14. Amnanu3 10KyMEHTOOOOpPOTa U METOJIbI €r0 COBEPIIEHCTBOBAHUSI.
15. MUctopust pa3BUTHs JOKYMEHTOBEIECHUS
16. CoBpeMeHHOE IOKyMEHTOBEICHHE.

©ooN O
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IIpakTnyeckue 3ananus Kk paszjaeiy 2. CoBpeMeHHbIe TPeOOBaHUSA K 0QOPMJIEHHIO
AOKYMEHTOB

3aganue 1. Ucnons3yst 'OCT P 7.0.97-2016 3anosnHurte TabauLy.

PexBu3nTHI, MpHUIAOIIUE FOPUIUIECKYIO CUITY PexBu3NTHI, CBA3aHHBIE C IBUKEHUEM
JOKYMEHTY JJOKYMEHTOB B OpraHu3aluu
Howmep Ha3Banue Howmep Hasanue
pPEKBU3UTA PEKBU3UTA PEKBU3UTA pPEKBU3UTA

3aganue 2. BaumarensHo usyuute pasnen 2 «OpopmiieHHe peKBU3UTOB JOKYMEHTOBY
I'OCT P 7.0.97-2016. BeimoHuTe 3a/1aHusl, B CIydae HEOOXOAMMOCTH 100aBbTE HEIOCTAIOIILYIO

UHOPMALIUIO:
Howmep u MecTopacmnofioxxeHue Bun nokymenra (B Kakux Kak pacnonaraercs u
HauMEHOBaHUE pexBm3uTa (TI0 JIOKyMEHTaX UCTOJb3yeTCs B KaKHUX CITydasx
pPEKBHU3UTA Tocty) JTaHHBIN PEKBUBUT) YKa3bIBacTCs B
JTOKYMEHTaX
Buza
[Toanuce

OTMeTKa 0 3aBepeHUn
KOIMIMH JOKYMCHTA

HaunmenoBanue
JIOJDKHOCTH JIALA

CrpaBoyHbIC TaHHBIC
00 opraHu3anuu

Jara nokymeHTa

Ccbliika Ha
pEerucTpalluOHHbIN
HOMED U JaTy
MOCTYTIHUBILIETO
JIOKYMEHTA

3aganue 3. CocraBbTe M 0QopMHTE NPHKA3bLI 10 OCHOBHOH JIeAITEJIbHOCTH, U JApyrue
pacnopsiiuTe/ibHbIe JOKYMEHTbI, He00X0ANMbIe B JAHHBIX YIPABJIEHYECKUX CUTyalUsX.
Curyanus 1.

3amectutens aupekropa OO0 «Dtanon» (3apeructpupoBano B T.llerposaBojcke)
[T.1.A6pamoB 1 nexalOps TEKyLIero roja u3ian ykasaHue o rpaduke OTIyCKOB Ha CIEeIyHOIIUi
KaJICHJApHBIA T0Jl, COTJIACHO KOTOPOMY PYKOBOJUTENH CTPYKTYPHBIX MOJPa3eICHUN TOJIKHBI
IIPEICTaBUTh B OTAEN KaJpOB CHUCKHA COTPYAHMKOB C YyKa3aHHEM IIPEAIOJIaracMoro Cpoka
OUYEPEHOTO OTITyCKa B CIENyrolieM KajeHaapHoM roay. Cpok mpencraBieHus crucko — 10
nekabpst Tekymero rojga. OTaeny KaapoB yKa3aHMEM MpPEINHMCHIBACTCS COCTaBUTh CBOJHBIM
rpadux ormyckoB paboTHukoB OOO Ha cienyrouvil KaleHJapHbIH TOA U IepenaTb €ro B
JTUPEKLHUI0 Ha yTBepkJIeHHe. OTBETCTBEHHBIM 3a COCTaBJE€HHE Tpaduka Ha3HAYEeH HaydyalbHUK
otnena kanpos [lankparosa O.}O. Cpok npencraBnenus rpadguka — 20 qexadpsi TEKYIIEro roja.

VYkazanue ObUIO 3aBU3UPOBAHO HAYAIBHUKOM OTJeNa KaJgpoB, IJIaBHBIM OyXrajlTepoM,
IOPUCKOHCYJIBTOM.

Curyanus 2.

Hupexktop OO0 «Dtanon» (3apeructpupoBano B T.IlerpozaBoacke) JI.b.Ilomos 12
(eBpaist TEKyLIEro roja u3jajl pacuopsbDKeHUE O MPOBEACHUU PEMOHTHBIX paboT B 1exe Ne 3 B
CBSI3M C AaBapUUHBIM  COCTOSTHUEM  OTONMUTEIBbHOW CHUCTeMBbI 1exa. PacnopsikeHnem
IPENHUCHIBAJIOCHh MPOBEJACHUE PEMOHTHBIX pabOT B yKa3aHHOM I€X€, 3a YTO OTBETCTBEHHBIM
ObL1 Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHMYECKO#l city:x0bl MaxkapoB [I.J. Cpok BeInonHeHus
BceX paboT — 15 ¢eBpains Tekyiero roaa.
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OcyliecTBIeHHEe KOHTPOJS 3a MPOBEJCHHEM pPEMOHTHBIX paboT BO3j1araioch Ha
HayasnbHUKA 11exa Ne 3 Antonosa HO.B.

Pacniopsbxkenue ObLIO 3aBU3MPOBAHO HAYAJIBHUKOM — PEMOHTHO-TEXHUYECKOW CITy>KOBI
MakapossiM J[.M. u HauvanmpHukoMm mexa Ne 3 AntonoBeiM FO.B., 3amectutenem aupexropa
IT.1.AGpamMOBBIM.

3ananme 4. CocraBbTe M 0(pOpMHUTE CIIYyKeOHbIE TUCHMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, a. 3, 104010) momkHO OBUTO B
cooTBeTCTBUH C 1. 6 noroopa oT 10.07.2003 Ne 12/25 «O mocTtaBke MPOAYKLIUU» ITOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacnoropckas yi., n. 32, 111123, ten./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B Teuenue
MecsIa Koxanyo GypHHTYpy Ha obmryro cymmy 150 000 pyOuteii. @aktuuecku ke GypHUTYPHI
Obl10 cmaHo Ha cymmy 120 000 pyOusielt m HenomocTaBieHO npoaykuuu Ha cymmy 30 000
pyOneit. CormacHo 1.8 a0roBopa 3a HEAONMOCTABKY MNPOAYKIMHM JOJDKHA OBITH YIJlaueHa
HEYCTOHKa B pazMepe 5%, 4TO OT CyMMBI HEJJOITOCTaBKH cocTaBmiio 1500 pyoieii.

Hupexkrop 3A0 «CAHIAEPEJIUIA» B.JI. ®enopoBa obpatunace k aupektopy OOO
«IlepBas ®abpuka» O.J. CokonoBy c mnpocb0Oil MepeuyuciIuTb Ha HX PaCUYETHBIH cueT
ykazaHHyro cymmy (1500 py6.). B mnporuBnom cimyuae 3A0 «CAHIEPEJUIA» Oyner
BBIHY)KJICHO 00paTtuthcsi B rocapOuTpax. IIMCbMO O HEmomocTaBKe NPOAYKIUH  OBLIO
cocraBneHo ucnonuuteneM P.T. Onunoit u noanucano ®egopoBoii 12 aBrycra TeKymero rojaa.

3ananme 5. CocraBbTe M o0dQopMHTE [AOKJAAHbIE, M OOBSICHUTEIbHbIE 3aNMCKH,
HEe00X0UMbI€ B CJEAYIOIIHX YIPABJIeHYECKUX CUTYAIUIX.
Curyanus 4.

Kypsep 3A0 «Dapmay C.C. CoMOB peryisipHO omasibIBajd Ha padoTy, YyeM Hapylail
TPYIOBYIO AMCUMIUTMHY. 3aBeayromas kanuenspueit M.B. lllymununa HeogHOKpaTHO jaemnana
eMy 3ameuanus (B ycTHOU (opme), a 12 uroHs TeKyiiero rojaa Oblia BEIHYKIEHAa 00paTUTHCA C
IaHHBIM BorpocoM K ['eHepanpHOMy aupektopy A.B. CemoBy ¢ MOKIaJAHON 3amucKOW, B
KOTOpOM Mpocuia NpuHATh Mephl auciuiuinHapHoro xapakrepa k C.C. ComoBy.

IIpakTnyeckue 3a1aHus k pasaenay 3. Opranusanusi padoThl ¢ JOKyMeHTaMHU

3ananme 9. Ilepeuncnure »sTamel JOKyMeHTooOOpoTa B Bameit opranuzanuu
(BHYTpEeHHME, BHELTHHUE, UCXOSAIINE).

3aganme 10. O3HaKoMuUTHCS ¢ yHU(UIMPOBaHHON (opmoil nokymeHTa. [IpaBuiibHO
3aM0JIHUTh NPEUIOKEHHYI0 YHUPUIUPOBAHHYIO POPMY JOKYMEHTA.

3aganme 11.

OxapakTepu3yiiTe Ciry0y IeTonpon3BOACTBa, B Bamel opranuzanuu (11eiau, 3a1adu
cnyx0b1, popma opranmzanuu cnyxx0el JIOVY). Ilepeuncnute OCHOBHBIE MPOOIEMBI CITYKObI
JIOY B Bameii opranuzanuu. IlpencraBbTe NpeaiokeHUs MO YCTPAHEHHUIO CYIIECTBYIOIIMX
npooiem.

3aganue 1. OPopMuUThH XXKypHai yueTra BXOIAIIMNX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonautens Ceprees; nata
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aptop-ormpaButens 3A0 «Dpa»; KpaTkoe
coJiepskaHue (3aroJIoBOK) JaTa MOCTyIUIeHHMsI JokyMmeHTa 21.12.2021 o cokpallleHuu MoCTaBOK
THT 22.12.2007; noanuce ucnoanutens Ceprees.

3apganue 2. OpopMuTh KypHan ydéra HCXOJAIUX JOKYMEHTOB:

Ne n/m 152 153;ucnonaurens Pasun; kpatkoe conepkanue nata gokymenta 21.12.2021
o npenoriate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «ITunmot» ; Ne nena 4-
7.

3anpanne 3. OpopMuTh KypHan ydérta BHyTPEHHUX JOKYMEHTOB:
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No nokymenta 88; mata gokymenta 08.01.2021; kto moammcan KBaHOB; KpaTtkoe
coJiep>kaHue 00 M3MEHEHUE IMITATHOTO PACIHUCAHUS; OTMETKA 00 ucnonHeHnu CHII0pOB.

OBPA3EI ’KYPHAJIA PETUCTPAIIUHU BXOJAIIHUX TOKYMEHTOB

Homep Jdara ABToOp- Hexonsammii KpaTtkoe conepkanne
JOKYMeHTa JOKYMeHTa OTIPABHTEIb No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3pan 1-2/82 Jlara noctymnnenus
21.12.2007
O cokpallleHHH [I0CTABOK
THT
22.12.2007
HcnoyunTenn Moanuce Cpok [Mpumeyanus
HCIOJIHUTEIS HCIO/IHEeHHSI
Ceprecs Cepeees 27.12.2007

OBPA3EI ’KYPHAJIA PETHCTPAIIMH HCXOJAIIHUX JOKYMEHTOB

Ne Ajnpecar Kparkoe copepixanne Henosmaurenns | Ne nena Ipumeuyanue
n/n (xomy) (3ar0J10BOK)
152 3A0 Mara noxymenTa Pazun 4-7
«[Tunor» 21.12.2007
O nmpenomnnare 1o KOHTPAKTY

Ne 28/117

22.12.2007
153

OBPA3EL 2KYPHAJIA PETUCTPALIMU BHYTPEHHUX TOKYMEHTOB

Hara Hunekc Kto noanucan Kparkoe Ormerka 00
coJiepKaHue UCIIOJTHEHHH
08.01.2007 88 HupexTop 06 u3zmeHeHHN Cuyiopor
HMeanos IITATHOTO
pacnucaHus

3aganue 4. CekpeTapb-IOMOIIHMK PYKOBOJUTEINS, MPEIBAPUTEILHO MPOCMOTPEB
JIOKYMEHTAIMIO, TIOCTYNHBILIYI0 B OPraHU3aLMI0, IEpEaacT ee BClo pykoBoauTento. IIpu stom B
Nanky ¢ JOKyMEHTaMM BKJIQJ[bIBAE€TCS MHCbMEHHBIH KOMMEHTApHH, BKIIOYAIONINM CBEJCHUS O
COCTaBE€ JIOKYMEHTOB, BOIPOCAX, COAEPKAIIUXCS B HUX, OT KOT'O MOJIy4E€Hbl JOKYMEHThHI U KOMY
aJIpecOBaHBbI.
[IpaBWiIbHO M B YYpEXJECHHUU NOHMMAIOT HA3HAYEHUE OIEpalM «IIPEIBAPUTEIBHOE
paccMOTpeHHE TOKYMEHTOBY ?
KoHnTpoJsibHbBIE BONIPOCHI:
1. Kakue sTanbl mpoxoIsST JOKYMEHTHI, OTIpaBieHHble opranusanuen? Ilpencrasbre
KpPaTKYI0 XapaKTepUCTHUKY.
2. Kakue 1okyMeHTHI Ha3bIBAIOT MOCTYAIONIIMH, OTIPABIISIEMBIMHA U BHYTPEHHHUE?
3. Kakumu JOKyMeHTaMH PYKOBOJCTBYIOTCS MPH MPOEKTUPOBAHUU M PAIlHOHATH3AINH
JTOKyMeHTooOopoTa?
3aganue S. CocraBbTe IIOJIO)KEHHE O HOBOM CTPYKTYPHOM IOAPA3JEICHUU B
agMuHuCTpanuu ropoja bamamuxu (oTaen kaapoB, GUHAHCOBO-dYKOHOMUYECKUN OTHET, OTAEI
CTpaTernueckoro pa3BuTus) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
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CTaHAapTOB MO HH(pOpMaluu, OHUOIMOTEYHOMY M H3JaTeNlbCKOMy jeny. OpraHu3anuoHHO-
pacropsauTenbHas JoKyMeHTanus. TpedoBaHus K 0hOpMICHUIO JOKYMEHTOB)

3aganue 6. CocTaBbTe OPraHU3aAMOHHYIO CTPYKTYPY ACIONPOU3BOACTBEHHOMN CITyKObI
Bameit opranuzauuu. YcTaHOBUTE TEpEYEHb HOPMATUBHBIX JIOKYMEHTOB, KOTOPBIMHU
MOJIB3YIOTCS COTPYIHUKH cITyK0b1 JIOY.

KOMILJIEKT TECTOB 111 npomMesKyTO4HOM aTTecTalluy (3a4eT) M0 AUCHHUILINHE
Jdenonpoun3Boacreo
3aueT NPOBOAMTCA B BUAEC HMTOTOBOTO TECTA, COCTOSALIETO W3 3aJaHUN OTKPBITOIO U

3aKpPBITOT'O THUIIA. HpI/IMepHLIC 3alaHuA UTOTOBOT'O TECTA IIPUBOAATCA HUKC B Ta6JII/II_[e Kommnext
OLCHOYHBIX MaTCpHaJIOB 11O AUCHUILINHE ((I[eJ'IOHpOI/BBO,HCTBO».
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Kommiaekr OICHOYHBIX MATCPHAJIOB 10 TUCIHHIIINHE «He.ﬂOHpOPI?)BOIICTBO»
3a£[aHI/I$[ 3aKpPBITOI'O TUIIA — 2 MHH. Ha OTBCT, 3aJlaHMs OTKPLITOI'O THUIIA — 5 MHUH. Ha OTBET

Ne 3anmanue BapuaHTs! 0TBETOB Popwpyemas
/i KOMIIETEHIINS
3asaHus 3aKpPHITOro THNA
1. Jlenonpon3BoACTBO BKIIIOYAET B ceOsl: 1) JlokyMeHTupoBaHue YK-2
2) ITouck u xpaHeHHe JOKYMEHTOB
3) JIBI>KeHHE JOKyMEHTOB
4) Omnepanuu no fokyMmeHTHpoBanuto OP/]
AcmiexTsl 00IIeHUS
2. B ucropun pa3BuTHs rocyIapcTBEHHOTO AEIONPOU3BOICTBA 1) AJMUHHACTPATUBHOE JEIIONPONU3BOJICTBO YK-2
BBIJICTISFOT CJIEYIOIINE 3TAIlbl PA3BUTHS: 2) WHCTpyKIIMOHHOE NeNONPOU3BOICTBO
3) [Tpuka3Hoe nenonpon3BOICTBO
4) Komexxckoe 1enonpon3BoacTBo
MHUHHCTEPCKOE IEIONPON3BOCTBO
3. Opraamnzanus paboThl C JOKYMEHTaMH - 3TO: 1) YacTb TEXHUUYECKUX OIEpanui YK-2
2) JloKyMeHTHpOBaHHE
3)  Tlowuck JOKYMEHTAIMH
4) XpaHeHue JOKyMEHTOB
Co3naHue ycioBuii, 00eceYrBaIOINX ABHKEHHE JOKYMEHTOB
4. OYHKIUSAMU TOKYMEHTA SIBJISAETCS: 1) CoxpaHeHHe U HaKoTUIeHHe HH(POPMAIIH YK-2
2)  Orenka cuTyanuu
3)  Tlepemaua urdopmannu
4) B03M0XXHOCTH MHOTOKPaTHOTO TIOBTOPHOTO 0OpaIeHus
KoHTposnb n perucrpars
5. JesTenbHOCTh  ammapaTa  YIpaBJICHUs, OXBaThIBAIOIIAs 1) EI'Cca YK-4
BOIIPOCHI JOKYMEHTHUPOBAHUS W OpTaHW3alMu paboThl C 2) CTaH/apTH3aLUI
JOKyMEHTaMH — 3TO: 3) JIOKyMEHTAI[MOHHOE 00eCTIeYeHUEe YIIPaBICHH
CHCTEMA JIOKYMEHTALINH
6. JIOKyMEHT, 3aKpeIUIsIOIMUA JTOJKHOCTHOM M YHUCIEHHBIN 1) JOJDKHOCTHAs! HHCTPYKIIHS VK-4

COCTaB IPENNPHUATHS ¢ yKa3aHHeM (QoH/Ia 3apadOTHOH TIaThl
— 93T0:

2) ycTaB
3) HOJIOKEHUE
[ITATHOE PACITHCAHUE
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3aaHus OTKPHITOrO TUMA (B T.4. MPUMEPHBIE BOMPOCHI K 3a4ETY/IK3aMEHY)

Ne o/mt Borpoc dopmupyemas
KOMMETEHITHS

1. Kakue Bubl JOKyMEHTOB BKJIIOUAET B ce0sl CHCTEMa OpraHH3allMOHHO-PACIIOPSIIUTENIbHON IOKYMEHTAINH? YK-2

2. [epeuncaute OCHOBHBIE 3Talbl JOKYMEHTO000pOTa: YK-2

3. [epeuncaute OCHOBHBIE (PYHKIMU pabOTHUKOB ciayx0b1 JIOY. YK-2

4. HasoBurte oCHOBHBIE (D)YHKIIMH CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO000POTA. YK-2

5. Kaxoli HopMaTHBHBII TOKYMEHT ONpeieNseT CPOKH XpaHEHUs JOKYMEHTOB? YK-2

6. Kakoii craniapT onpenensier HopsaoK o(popMIIeHHsI OPraHU3aIMOHHO PacOPSUTENILHOM JOKyMEHTaIuu? YK-2

7. Yto BKIJIIOYAET B ce0sl JJICKTPOHHASI PErUCTPAIIIOHHAS KAPTOUKa? YK-2

8. BuneonokymeHnrt 3to.. YK-2

9. Jaiite onpenenenue NoHATHIO « KHHOZOKyMEHT N300pasutensHblil WK ay IMOBU3YaJIbHBIN JOKYMEHT, CO3/IaHHBIA (OTOrpaduuecKiM M YK-4
ANIEKTPOHHBIM (LIU(PPOBBIM) criocoOoM, PUKCHPYIOIIUH HH(OpMaLuio B BUIE
MIOCJIE/IOBATENILHO PACIIOI0KEHHBIX N300paKeH i - TMHAMHYHBIX 00pa3oB

10. Jaiite onpenenerue noHATHIO «XKamoba» [Tpock6a rpaxkiaHiHa 0 BOCCTAHOBJICHUH HJTH 3aIIUTE €ro HapyUIEHHBIX MpaB, CBOOO WK YK-4
3aKOHHBIX HHTEPECOB JIN00 MpaB, CBOOO I 3aKOHHBIX MHTEPECOB JIPYTHUX JIUII

11. JHaiite onpenenenue NoHATHIO « POPMUPOBAHUE JIEIIa» I'pynnupoBaHue UCIOIHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBUM ¢ HOMEHKJIATYpOH /1€ U YK-4
cHUCTeMaTH3allks JOKYMEHTOB BHYTPH Jenia

12. Haiite onpenenenue nousaruro « Homenknarypa nem» CucteMaTH3UPOBaHHBIN ITepedeHb HAMMEHOBAHUII JielT, 3aBOJUMBIX B OpraHU3allly, ¢ YK-4
yYKa3aHHEM CPOKOB HX XPaHCHHMs, O)OPMIICHHBIH B YCTAHOBICHHOM MOPSIKE

13. [epeuncnure BUIBI IPUKA30B: ITo OCHOBHOM NESITENHFHOCTH; 10 JTUYHOMY COCTaBY; IO aAMHUHHCTPATUBHBIM-X03IHCTBEHHBIM YK-4
BOIIPOCAM.

14. Kakne Buzpl nmucem Brl 3HaeTe? [Trcepma-3anpocsl; NHChMA-3asIBICHMS; HChMA-TIOATBEPXKICHUS; IMHUCbMa-3aKasbl, IHCHMa- YK-4
npemtoxkeHust  (ogepTsl);  MUChMAa-IONOJTHEHHWs;  MHUChMa-peKiamManud  (TMPETeH3HH);
nH(OopMalMOHHbIE MHChMa; TApaHTHHHbIC MHChMa U T.JI.
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