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

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

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

3Hate  (3): 3HaTP  HOPMATHBHO-TIPABOBBIC U
METOJMYECKHE  JOKYMEHTBI, PErJIAMCHTUPYIOIIUEC
BONPOCHI JIEIONPOU3BOJICTBA M JAOKYMEHTOOOOPOTa;
3HATh OCHOBHBIE TPEeOOBaHHUS K  COCTaBJICHUIO
JIOKYMEHTA; 3HATh OCHOBHBIC HAIIPaBJICHUE B paboTe ¢
JIOKYMEHTaMH 110 YHU(PUKAIUU M CTaHAapPTH3AIHUU
JIOKYMEHTOB;, 3HaTh OCHOBHBIC TpeOOBaHUS K
COCTaBIICHUIO JIOKYMEHTOB; (DYHKIMH JOKyMEHTAa,

KJIACCU(UKAITIIO JIOKyMEHTOB, CITOCOOBI
JIOKYMEHTUPOBAHUS; 3HATh COBpPEMEHHBIC
TEeXHHUECKHE cpenctBa W MHGOPMAIMOHHBIC
TEXHOJIOTHH, HCTIONTb3yEeMbIe pH pelIeHnu

KOMMYHUKATHUBHBIX 3a1a4.

Ymers (¥): VYMere TpaMOTHO HCHOJB30BaTh
TIOUCKOBBIE BO3MOXXHOCTH CHUCTEM  3JEKTPOHHOTO
JOKYMEHT0000poTa; pa3bupaThcs B KiaccupuKaTopax
Ppa3IUYHbBIX BUJIOB, YMETh MOJIb30BATHCSI
HOMEHKJIATYpOil JIeN, TepeuHsIMH JOKYMEHTOB C
Pa3IMYHBIMU CPOKAMH XPAaHEHHUSL.

Baaners (B): Biamerp MNOHATUHWHBIM —ammapaToM
JUCIUIUIMHEI;, BJIaJETh HAaBBIKAMHM HCIIOJIB30BaHMS
COBPEMEHHBIX TEXHUYECKUX CpencTB H
MH(OPMAITMOHHBIMM TEXHOJIOTHSIMA TIPH  PEIICHUU
KOMMYHUKATHBHBIX 3aJa4 IOATOTOBKH OCHOBHBIX
BHJIOB JTOKYMEHTOB, NCTIOJIh3yEeMBIX PaOOTHUKAMH.

YK-4. CriocoGeH oCyIIeCTBISITh IETIOBYIO
KOMMYHUKAIIMIO B YCTHON U IMCbMEHHOU
(hopMax Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoii @eaepanuny 1 HHOCTPAHHOM
(p1x) s13bIKE(aX)

3Hath 3): CoBpEeMEHHYIO OpraHU3aLUI0
JIOKYMEHTO000pOTa M TCHJCHIMM HCIIOJIb30BAHUS
ACJl; 3Hare  JTambl  JOKyMEHTOOOOpoTa B
OpraHu3allid; 3HaThb IpaBWia PErHCTpald U
VWHACKCUPOBAHMUS JOKYMEHTOB; 3HAaTh OPTaHU3ALUIO
KOHTPOJIA HaJd HWCIOJHCHHUEM JOKYMCHTOB. 3HaThb
OCHOBHBIE TpeOOBaHMS K apXHBHOMY XPaHEHHIO JEI;
3HaTh ~ OPraHW3alMI0  ONEPATUBHOIO  XPaHEHUs
JIOKYMEHTOB B TEKYILIEM JIEJIONPOU3BOCTBE.

Ymers (Y): yMeTb BeCTH  [ICNOBYIO IIEpPEIHCKY,
YUUTBIBasi 0COOEHHOCTH CTHJIMCTUKU O(QUIHATIBHBIX
HeO(QUIMATIBLHBIX TTHCEM, COITMOKYIbTYPHBIC Pa3IHUMs
B JopMaTe KOppECHOHACHIIMH Ha TOCYAapCTBEHHOM U
WHOCTPAaHHOM (-bIX) SI3bIKaX; YMETb COCTaBISTH H
opopmisTe  ympaBleHueckwe,  HMH(POPMAMOHHO-
CIIDABOYHBIE  JOKYMEHTBI, B  COOTBETCTBHM C
TpeOOBaHUSIMU NMPABOBBIX aKTOB M CTaHJIAPTOB; YMETh
BHEJIPATb PAlMOHAIBHYKO TEXHOJOIHMI IPHUEMA,
MIPOXOKJICHHUS, TIOATOTOBKHU U OTIIPABKU JIOKYMEHTOB B
TPaIUIIMOHHBIX YCIIOBUSIX M B YCJIOBHAX pabOTHI ¢
npuMmeneHueM ACY.

Baaners (B): HaBbIKaMy cocTaBiIeHUsS! 1 0)OPMIICHHS
OpraHU3aIMOHHO-PACTIOPSAUTETHHON u
MH(OPMAITMOHHO-CITPABOYHON ~ JIOKyMEHTAalluH, C
npumenenueM ACY; BiageTh HaBbIKAMU PabOTHI B




cucteMe ACY; BrnajeTb HaBBIKAMH TPABUIBLHOTO
MPUMEHEHUST  HOPMATHUBHBIX  IPABOBBIX  aKTOB,
METOAMYECKUX JOKYMEHTOB, PpEIrVIaMEHTUPYIOIINX
BOIPOCHI JICJIONPOU3BOJICTBA U JJOKYMEHTO000POTA.

2. lenun u 3aga4n ocBOeHHUA Y4eOHOM M CIMIIJIMHBI, MECTO TUCHUILUINHBI B CTPYKTYpe
OIIO0II BO

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

Llenpl0 W3y4yeHUs AMCUUIUIMHBI - sBISETCA (POPMUpOBAHUE Y CTYJACHTOB 3HAHUMA
TEOPETUYECKUX U ITPAKTUUECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIPABIEHUS, a TAKXKE
npuoOpeTeHrne HABBIKOB T'PaMOTHOM ©  A(PQEKTUBHOM  OpraHu3allid  COBPEMEHHOIO
JIEJIONPOU3BO/ICTBA HA MIPEIIPUSITHH.

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

— W3Y4YUTh  3aKOHOJATENIbHblE M HOPMAaTUBHO-METOJMYECKHE  JOKYMEHTHI,
periaMeHTHUpymrolye padoTy ¢ JOKYMEHTaMH OpraHU3allly;

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

— O03HAaKOMMTh OOYy4arOIIMXCS C TPeOOBAHUSAMH HOPMATUBHBIX IIPABOBBIX aKTOB,
peraaMeHTHPYIOIIUX HOPAIOK CO3IaHUS U IBUKEHUS IOKYMEHTOB;

— chopMupoBaTh y 00y4aroUXCcsl MPAKTUUECKUE HABBIKM FOPUAMYECKH T'PAMOTHOIO
oopmiIeHHs JOKYMEHTOB, C Y4ETOM MOJIO’KEHUIH HOPMATHUBHBIX IOKYyMEHTOB;

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

— o0ecneunTh YCBOGHHE OCHOBHBIX MPaBWII 00paOOTKH U XpaHEHHs JOKYMEHTOB.

— chopMupoBaTh HAaBBIKM COCTaBICHHS H O(GOPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBJICHUS;

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

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

3. O0beM y4eOHOM TUCHUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKa3aHHeM KOJIMYecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢
npenoaasareJieM (110 BUAAM YUeOHbIX 3aHATHIH, TEKYILIUH ¥ NPOMEKYTOUYHBII KOHTPOJIb 110
AUCHHUILINHE) H HA CAMOCTOAITEIbHYIO padoTy 00y4aromuxcs

3.1 Ounas ¢popma oOyueHus

Buz yue6HO# paboThl 2 ceMecTp

OO0m1ast TpyA0€MKOCTh JUCIIUIUIMHBI, 3a4€THBIX €UHUIL 4
4acoB 144
AyauTopHas (KOHTaKTHasi) paboTa, 4acoB 32,2

B T.Y. 3aHATHUS JICKIIMOHHOTO TUTIA 16
3aHSATUSL CEMUHAPCKOTO TUTIA 16
IIPOMEXKYTOUYHAs aTTECTALINS 0,25
CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 107,7
KonTpoan 4
Bua npomexyTo4HOH arTecTanuu 3ayer




4. Coneprkanue IMCHUILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jieiaM) ¢ yKa3aHueM
OTBEJEHHOI0 HA HUX KOJIMYEeCTBA aKaJleMHYeCKHX YACOB U BHI0B Y4eOHBbIX 3aHATHI
4.1 Ilepeuenv pazoenoe OUCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCMU aYOUMOPHOU
(KOHMaKmHoit) u camocmoameibHou padomel, 6U006 KOHMPONEll U NepeUHs KOMNemeHyuil

Ounas hopma oOydeHHs

TpyroeMKocTb, 4acoB Kon
B TOM 4FICIIE HaumeHoBaHue | KOMIIETEHIIUU
HaumenoBanue paszaenoB U TeM ayIUTOPHOU OLIEHOYHOTO
BCETO .\ |caMocTosTen
(KOHTaKTHOM) N CpelcTBa
BHOI paboTHI
paboThI
Paznen 1. Teopetmueckue IMpakTraeckast
! P 32,4 6 26,4 >
OCHOBBI JIEJIONIPON3BOJACTBA paboTta, TeCT,
1.1 Ucropus pa3BuTus pedepar, nokman
roCyJapCTBEHHOT'O 12,5 2 10,5
Jenonpou3BoacTBa B Poccnn VK-1
1.2 Ilenn, 3amauu ¥ TPUHIMIIBI
COBPEMEHHOTO 10,5 2 8,5
JICJIONPOM3BOJICTRA
1.3 Knaccuduxarms
frxau 9,4 2 7.4
JTIOKYMEHTOB
Pa3nen 2. CoBpemeHnHble IpakTideckoe YK-4
Tpe6GoBaHus K 0()OPMIEHHIO 40 12 28 3ajaHue (Ha
,I[OKYMCHTOB COCTAaBJICHHUC U
2.1. HopMaTHBHO-TIPaBOBBIE U oopmrenne
METOIUYECKHUE 17,6 5 12,6 OpPraHnU3alMOHHO-
OCHOBEI JIEJIONPOHU3BOCTBA Pacriops/iHTC/IbHL
X IOKYMEHTOB)
2.2 CocraneHue JIOKYMEHTOB, TECT,
OpraHi3alHOHHO YCTHBII OTBET Ha
PacCIOPSAUTENBHBIX U 7 15,4
BOIIPOC JOKIa
WH(OPMAITMOHHO CITPABOYHBIX
JIOKYMEHTOB
Pasznen 3. Oprauusamus paboTEI ¢ IIpakTudeckoe YK-1, YK-4
" P AP 67,6 13,9 53,4 P
JIOKYMEHTaMU 3ajianue (Ha
31 OpFaHI/I?:aHI/IH COCTaBJICHHUC U
JIOKYMEHTO000pOTa B 12,6 2 10,6 oQopmeHie
KaJIpOBBIX
OpTraHH3aIHid
3.2 Ocob 5 JIOKyMEHTOB)
2 OcobentocT paboTe! ¢ 16.1 3,75 12.4 JIOKYMCHTOB, TECT,
KaJIPOBOH JIOKyMEHTAIUEH YCTHBIIT OTBET Ha
3.3 Opranuzarus paboTHI C
P P 20,3 4 16,3 BOINPOC
oOpalieHNsIMH TPpaXaaH
3.4 DeKTPOHHBIH
P 18 4 14
JIOKyMEHTOOOOPOT B OpraHU3aINH
HToro 3a cemecTp 140 31,9 107,8
IIpoMe:xxyTOuHAsE aTTECTAIUS 4 0,25 4 Hrorosoe VK-1, YK-4
TECTUPOBAHUE,
MUCHbMEHHBIN
OTBET Ha
JK3aMEHAIMOHH
bIil BOPOC
HUTOI'O no nucumiinHe 144 32,2 107,7




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

Hesn — wu3yyeHHE TEOPETHUECKUX OCHOB PA3BUTUS TOCYJAPCTBEHHOH CHCTEMBI
JenonpousBozcTsa B Poccuu.

3agauM — M3y4YUTHh OCHOBHBIC TMOHSTHS B CHUCTEME JEJIONPOU3BOJCTBA, U3YYUTh IEIH,
3aJjaud ¥ NPHHLHUIIB COBPEMEHHOTO JI€JIOINPOM3BOJICTBA; M3YyYUTh OCHOBHBIE 3Tallbl Pa3BUTHS
roCyJapCTBEHHOTO JIEIONPON3BOICTBa B Poccuu.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jesia:

1.1 Ucropus pa3BUTHSA TOCYIaPCTBEHHOT'O JICJIONPOM3BOICTBA B Poccuu
1.2 Ienwu, 3a1a4u ¥ TPUHIIAIIEI COBPEMEHHOTO JCIOTPON3BOICTBA

1.3 Knaccudukamus 10KyMEHTOB

Paszgen 2. CoBpeMeHHbIe TPeOOBAHUA K O(POPMIICHUIO JOKYMEHTOB

Hesn — wusyueHue TpeOOBaHUI M HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K
COCTAaBIICHUIO H O(GOPMIICHHIO OPTraHU3alMOHHO-PACTIOPAAUTEIBHBIX ¥ WH(POPMAIIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ puMeHeHuem ACY.

3agaun — npuoOpeTeHHEe HaBBIKOB INPUMEHEHUS HOPMAaTHUBHO-NPABOBBIX AaKTOB,
METOJUYECKMX  JOKYMEHTOB,  PENIAMEHTUPYIOIIMX  BOIPOCHI  JACJIONPOM3BOACTBA U
JOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(POPMIICHHU
OpraHU3alMOHHO-PACHOPSAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IlepeyeHb y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmaTuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI JAEIONPOU3BOACTBA
2.2.  CocraBieHHE OpraHU3alUOHHO-PACTIOPSAUTENBHBIX U HWH(OPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMEeHTaAMU

Hemn — u3yunuth paboTy ciayKObl JOKYMEHTAllMOHHOI'O OOECTeYeHHs YIpaBJICHHUS;
paccMOTpeTh 3TaIlbl JOKYyMEHTO000pOTa B OPraHM3alMU; PACCMOTPETh OCHOBHbIE TPEOOBAHUS K
0(OPMIICHHIO KaIpOBOW JOKYMEHTAIMH U JOKYMEHTAIUH 110 3asBUTEIbHBIM JOKYMEHTaM.

3agaun: O3HaKOMUTH O0y4JaIOUINXCS, C TPEOOBAHUSMHM HOPMAaTHBHBIX ITPABOBBIX AKTOB,
perJaMeHTHPYIOIMIMX MOPSAJOK CO3/IaHUS U JBUKEHHS JTOKYMEHTOB; O3HAKOMMTH CTYIEHTOB C
ATanaM MPOXOXKAECHUS JIOKYMEHTOB; c(hOpMUpPOBaTh y O0YyYaroIUXCsS MPAaKTUYECKUE HaBBIKU
rpaMOTHOTO OGOPMJIEHHSI JTOKYMEHTOB, C YYE€TOM IIOJIOKEHUI HOPMAaTUBHBIX JIOKYMEHTOB;
U3YYUTh MOPSJIOK pabOThl C JIMYHBIMH U CIY)KEOHBIMH JOKYMEHTaMM; 0OECHEeunuTh YCBOCHUE
OCHOBHBIX NpaBui o0pabOTKU JOKYMEHTOB ¢ nmpumeHeHneM ACY; 03HaKOMHUTH ciymiaTene ¢
COBPEMEHHBIMU TEXHOJOTHSIMUA OPraHU3alMK JOKYMEHTOO00pOTa MPEePpUIATUI U OpraHu3aIuil.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJa:
3.1 Opranuzanus J0KyMEHTOO00pOTa B OpraHU3aINHI
3.2 OcoOGeHHOCTH pabOThI ¢ KaAPOBOH TOKyMEHTAIHeH
3.3 Opranusanust paboThI ¢ 0OpAIICHUSIMH TPAXKITAH
3.4 DNeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHu3aluu

5. OneHoYHBIEe MATEPUAJIBI IO TUCHHILIHHE
O1lcHOYHBbIC MaTepUaNbl MO JUCIUILUIMHE TPEACTaBICHb B BHIC (OHIA OIEHOYHBIX
CPEJCTB.



6. MaTepuajibHO-TEXHUYECKOE U YUeOHO-MeTOoAuYecKoe odecneyeHne JUCHUIIMHBI

6.1  Ilepeuenvy  yueOHO-MemoOOUUECKO20 obecneuenusn no  oucyuniaune
«/lenonpouzeoocmeo»
No ABTOp, Ha3BaHWE, MECTO M3MIaHUS, U3ATEILCTBO, TOJ M3AHMUs, KOJIHMYECTBO CTPAHUIL, PEKUM
/1 JlocTyna
1 | MeTtoaudeckre yKa3aHus 10 H3YYCHHIO TUCIIUTLTHHBI
6.2 llepeuens yueonvix uzoanuil, HeOOX0OUMBIX 0711 0CB0CHUA OUCUUNTUHBL *
DJeKTpOHHBIE YUeOHbIe U3AaHUS B AIEKTPOHHO-ONOIMOTeYHbIX cucTtemax (ObC)**:
Ne ABTOp, Ha3BaHUE, MECTO U3JaHUS, TOJ Ccplika Ha yueOHoe u3ganue B ObC
/1 W3/1aHUs], KOJIMYECTBO CTPAHUIL
OcHOBHas:

1./ [TaBnoBa, P. C. Jlenonpou3BoACTBO MO bubanoreunas cucrema «JIAHDb»
oOpallleHUusIM  TpakJIaH yueOHOe https://reader.lanbook.com/book/169796#1
nocooue st By3oB / P. C. [laBmoBa. —

Cankr-IlerepOypr : Jlans, 2021. — 280
C.

2.|Ky3nenos, U. H. [lenonpousBojacTBO : bubanoreunas cucrema «JIAHb»
cnpaBouHoe nocobue / M. H. Ky3unenos. | https://reader.lanbook.com/book/105543/preview#1
— 6-e¢ u3n. — Mocksa : JlamkoB u K,

2017. — 460 c.

3.| CemeHuxuH, B. B. Kaaposoe bubanoreunas cucrema «JIAHb»
nenonpousBozictBo / B. B. Cemenuxus. | https://reader.lanbook.com/book/143530/preview#1
— 4-¢ u3n., nepepad. u gom. — MockBa
: I'poccMenua, 2019. — 628 c.

4.| Cemko, . A. OcHOBEI bubnuoreunas cucrema «JIAHb»
JICITOTIPOU3BO/ICTBA : yueOHOe mocobwue / | https://reader.lanbook.com/book/141613/preview#1
N. A. Cemko, JI. A. AnryxoBa. —

CraBponoins : CTI'AY, 2018. — 119 c.
JononaurenpHas

5.|[TaBnoBa, P. C. KoudunennuansHoe bubnuoreunas cucrema «JIAHb»
JICITOTIPOU3BOJICTBO : yueOHOe Mmocooue https://reader.lanbook.com/book/169795#1
mis crno / P. C. IlaBmoBa. — CaHKT-

ITeTepOypr : Jlansb, 2021. — 308 ¢

6.| Pei0akos, A. E. OcHOBEI bubnunoreunas cucrema «JIAHb»
nenmonpousBojcTBa : yueouuk / A. E.|https://reader.lanbook.com/book/131907/preview#1
PribakoB. — 3-e u3z., crep. — MHUHCK :

PUIIO, 2016. — 319 c.
6.3 Ilepeuens InekmpoHHbIX 00PA308AMENbHBIX PECYPCO8 *
Ne DJIeKTPOHHBII 00pa3oBaTeIbHbIil pecypc Jdoctyn B DOP (cerb UHTEpHET, JIOKATbHAS
n/n ceThb, ABTOPH30BAHHBII/CBO0OAHBIN J0CTYI
1 Poccuiickas HanmoHanbHast OMOIHOTEKA http://nir.ru/lawcenter_rnb
[QnexTpoHHBIN pecypc]
2 Poccuiickas ['ocynapcTBenHas 6ubnuoTeka http://www.rsl.ru
[31eKTpOHHEIH pecypc].
3 DdenepalbHBIi 00pa3oBaTENBHEBIN MOPTAI http://www.ecsocman.edu.ru
«SKOHOMI/IKa, COLIMOJIOrusa, MCHCIXKMCHT»



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

6.4 Coepemennvle npogheccuonanvuvie 6a3vl OAHHBIX, UHPOPMAYUOHHBIE CHPABOUHDLE
cucmemsl u TUYEH3UOHHOE NPOZPAMMHOE ODecnedeHue

CoBpemMeHHbIe MPodeccHoHaTbHbIE 0a3bl JAHHBIX

1. https://rosstat.gov.ru/ - ®enepanbHas ciryk0a rocy1apcTBEHHOM CTATUCTHKH.

2. https://cyberleninka.ru/ - wayuHast 3a¢KTpOHHas OHMOJIMOTEKA OTKPHITOrO JOCTYIIA
(Open Access).

3. http://link.springer.com/ - moaHOTEKCTOBasE KOJUIEKIKs (0a3a JaHHBIX) DJICKTPOHHBIX
KHHT U37aTenbcTBa Springer Nature.

4. http://fcior.edu.ru/ - denepanbHbIii IEHTP HHPOPMAIMOHHO-00PA30BATEILHBIX
pecypcos.

5. http://window.edu.ru/ - Hudopmanuonnas cuctema «EamHoe OKHO gocTyma K
00pa3oBaTeIbHBIM PeCypcam»

HNHpopManiuoHHBIE CIIPABOYHbIE CHCTEMBbI
1. HudopmanumonHo-crpaBouHas cucrema «I['apant». — URL: https://www.garant.ru/
2. HWudopmanmonno-crnpaBounass cucreMa «Koncynmprant Ilmoc». — URL:
http://www.consultant.ru/
3. @enepanbHas ciry)x0a rocy1apcTBeHHOU cratucTuku - http://www.gks.ru

4, Coser ®@enepamun DenepanbHoro CobOpanus  Poccuiickoit  deneparnuu
http://www.council.gov.ru/index.html

5. Odummaneusiii caiit Ilpesunenta Poccuiickoii deneparuun

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

7. Cailt «ApxuBbl Poccum» mnon srumoit PenepaibHOro apxXxMBHOIO areHTCTBA
(Pocapxmusa) http://www.rusarchives.ru

8. IlopTtan rocymapcTBEHHBIX U MyHULIMIIATBHBIX YCIyT http://www.gosuslugi.ru/ru/

9. ®denepanpHas ciyx0a 1Mo HaA30py B cepe CBI3U, HHOOPMANMOHHBIX TEXHOJIOTHI
u MaccoBbix kommynukaiui, ®I'YIT HTL "Undopmpeructp"” http://www.inforeg.ru

10. CmpaBouno-npaBoBas cucrema «KoHcynbTaHT turrocy http://www.consultant.ru/

11. CmpaBouHo-nipaBoBas cuctema «l apanT» http://www.garant.ru/

12. Bcepoccuiickuii Hay4HO-HCCIEIOBATEIbCKH HHCTUTYT JIOKYMEHTOBEICHHUS W
apxusHoro jaena (BHUMJIA) http://www.vniidad.ru

JIMIeH3H0HHOE MPOrpaMMHOe ofecredeHne

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

2. OpenOffice, JIrorukc (OecruraTHOE MPOrpaMMHOE 00ECTICUEHUE IMUPOKOTO KIlacca),

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

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

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

6.5 IlepeyeHb y4eOHBIX ayIMTOPHIi, 000PY10BAHUA H TEXHHYECKHUX CPeCTB

o0yueHusi**
IIpexnasnavenue Ilepeuensn
HaumeHoBaHue kopmyca,
noMenieHHs o0opynoBanusa (B T.4. BHPTyajJdbHble AHAJOTH) M
Ne nomenienus (ayauropun) .
(ayauTopumn) TeXHHMYECKHUX cpecTB 00y4YeHHs



https://rosstat.gov.ru/
https://cyberleninka.ru/
http://link.springer.com/
http://fcior.edu.ru/
http://window.edu.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://www.gks.ru/
http://www.edu.rgazu.ru/
http://www.youtube.com/rgazu

Jna sansamui | Y4eOHO-aAIMUHUCTPATHBHBIN Creunanu3upoBaHHas MeO0eb, Habop
JIEKYUOHHO20 MUna KopIyc. JIEMOHCTpaMOHHOTO 00opynoBanusi, npoekrop EPSON
Kab. 129. EB-1880, okpaH HacTEHHBIH MOTOPH3UPOBAHHBII
SIMSCREEN
Jna sansmui | Y4eOHO-aIMUHUCTPATUBHBIN Crerpani3upoBaHHas MeOesb, Habop JIEMOHCTPAITMOHHOTO
cemunapckozo  muna, | KOpPIyc. 000pyI0oBaHusl M Y4eOHO-HATJISIHBIX IIOCOOMH, MPOEKTOp
2PYNNOGbIX Ka6. 125,142 SANYO PLC-XV, »3kpaH HacTEHHBIH pYJOHHBIH
KOHCYIbmayuil, SIimSCREEN
NPOMEINCYMOYHOU
ammecmayuu
Lna Y4eOHO-aIMIHUCTPATHBHBIIH Ilepconanbuble kommproTepel 11  mT. Bbeixog B
CamocmosmenbHoll KOpIIyC. MHTEPHET, JOCTYH B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-
pabomul INomemenne Ui | 00pa3oBaTENbHYIO CPENY YHUBEPCUTETA
CaMOCTOSTENTFHON paboTEI.
YuTabHBIN 31
Y4eOH0-1a60paTOpHBIi CrermamupoBaHHas MeOelb, Habop JEMOHCTPAMOHHOTO
KOpILYC. 000py/IOBaHUS, TEPCOHANBHBIE  KOMIBIOTEpH! 11 1mT.
INomemenne i | Belxonm B MHTEpHET, [JOCTYm B 3JIEKTPOHHYIO
CaMOCTOATEIHHON paboTsl. | MH(pOPMAIIOHHO-00pa30BaTEIHHYTO cpeny
Kab. 320. YHHUBEpCHTETa
YyebHo-anMuHUCTpaTHBHEIA | Crielmanm3upoBaHHas MeOeib, HabOp AEMOHCTPAIOHHOTO
KOpIIYyC. o0opynoBaHus. ABTOMaTH3MPOBaHHOE pabodee MecTo
Kab. 105. Yuyebnas aynuropus | Juii  WHBAJIMIOB-KOJIACOYHUKOB C  KOPPEKIMOHHOMN
Ui y4eOHBIX 3aHATUH | TeXHUKOW M HMHIYKIHOHHON cucremoit 3aCuc 290;
oOyJaromuxcsi W3 4ucia | ABTOMaTU3UpOBAaHHOE pabouee MecTo UL
nHBaIu0B U aui ¢ OB3 Ca0OBUISIIUX M HE3PAYMX  IOJB30BaTeNicli  Cco

CTanMoHapHbIM BuacoyBenuuutenem aCuc 29 ON;
ABTOMaTU3UPOBAHHOE pabouee MecTo UL
CTa0OBHIAIUAX W HE3pSYMX  MOJb30BaTelell ¢
mopTaTuBHBIM BuacoyBenmmuutenieM Ii1Cuc 207 CF;
ABTOMaTHU3UPOBAHHOC pabouee MECTO IS
CIa00BUASAIINX M HE3PSUHX MOJB30BATEIICH ¢ YUTAFOIICH
MammHOH OnCuc 207 CN; AmnmapaTHEI KOMIUIEKC C
GbyHKIMEH ~ BUACOYBEIMYCHHS M YTCHHS  JUIA
cIa0oBUASIINX U He3psYnXx nonb3osareneit InCuc 207

OS.




DEJEPAJIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXEHUE BBICIIET'O
OBPA30BAHMA MUHUCTEPCTBA CEJIBCKOI'O XO3AMCTBA POCCUNCKON ®EJEPALIN

«POCCUMUCKHI T'OCYJIAPCTBEHHBIA YHUBEPCUTET HAPOTHOT'O
XO03SIMCTBA UMEHH B.!A. BEPHAJICKOI'O»

(YuuBepcurter BepHajackoro)

DoH/ OLIEHOYHBIX CPEJACTB IJIA MPOBEACHUS TEKYIEro KOHTPOJIS U
NMPOMEKYTOUYHOM aTTecTAlUM 00y4YAKOIIUXCSA M0 JUCHUIJINHE
«/lesronpou3BOACTBO»

Hanpagnenune noaroroBku 21.03.02 3emMaeyCcTpOMCTBO U KaIACTPhI

HanpasnenHnocts (ipo¢uiib) mporpaMMbl 3eMIEYCTPONUCTBO U KaJaCTPBI
KBanudukauus_bakanaBp

®dopma oOydeHus1 0UHas

bamammuxa 2024
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1.0nucanue nokasaresjiel 1 KpUTepueB OLCHUBAHNS TVIAHMPYEMbIX Pe3yJIbTATOB 00y4eHHUs M0 Y4eOHO TUCIMIUIHHE

Komnerenmuii HNuauxkarop VpoBe HaumenoBanue
c¢opMHPOBAHHOCTH oc;)o:n::;* Ilnanupyemblie pe3yibTaTbl 00y4eHUs OLIEHOYHOI0 CPeJACTBA
KOMIIeTeHIU i
YK-1. Cnoco6en | 3uare (3): 3axoHopatenbHble | IloporoBbrit 3HaTh: HOPMaTHBHO-TIPABOBBIE M METOJMYECKHE HOKYyMeHTHI, | Pedepar, ycrTHbII oTBeT Ha
OCYIIECTBJIATH IIOUCK, aKThI, MNOCTaHOBJICHUA, (yIIOBJIeTBOpl/ITeJILH PErIaMCHTUPYIOIINE BOIPOCHI JACTIOIPOU3BOACTBA u BOIPOC MPAKTUICCKOC 3aJaHUC,
KpI/ITI/I‘-IeCKI/Iﬁ aHaJiInu3d u HOpMAaTHUBHBLIC JOKYMCHTBI 0) [[OKyMeHTOOGOpOTa; 3HATh OCHOBHBIC Tpe60BaHI/ISI K HUTOIOBOC TECTUPOBAHUC, OTBECT
CHHTE3 WHPOPMALINH, | PeriaMeHTHPYIOIIHE COCTaBJICHUIO JIOKYMEHTA; 3HaTh OCHOBHBIC HaIlpaBJI€HHE B | Ha HK3aMEHALIMOHHBIN BOIPOC
NPUMEHATh  CUCTEMHBIN | OpPraHU3aLUIO pabore ¢ MOKYMEHTaMH IO YHH(UKAIMH ¥ CTaHIAPTH3ALUN
1oaxon JJIA pemeHm IIGIIOHpOI/ISBO,Z[CTBa B IlOKyMeHTOB; 3HAThb OCHOBHBIC Tp€6OBaHI/IH K COCTaBJICHHUIO
ITIOCTaBJICHHBIX 3a7a4 opranuszanuu KKX JIOKYMEHTOB; GhyHKIIH JIOKYMEHTA, KJTaCCH()UKAITIIO
JOKYMEHTOB, CITIOCOOBI JOKYMEHTHPOBAHUS; 3HATh COBPEMEHHEIE
TCXHUYCCKHUC CpeILCTBa u I/IH(bOpMaHI/IOHHI)Ie TCXHOJIOTHH,
I/ICHOJ'HJ?)yeMI)Ie HpI/I peLHeHI/II/I KOMMyHI/IKaTI/IBHLIX 3aga4v.
YMerh: T'PpaMOTHO HCIOJIB30BaThb IMOMCKOBBIC BO3MOXHOCTU
CHCTEM DJJIEKTPOHHOTO JOKyMEHTO00OpOTa; pa30Ouparbcsi B
KHaCCI/I(I)I/IKaTOan pasnnqﬂmx BHUOB, yMeTb I10JIB30BATHCA
HOMeHKJ’IaTypOﬁ JACII, Hepe’-IHHMI/I I[OKyMeHTOB C paBJ’II/IIIHI)IMI/I
CpOKaMHu XpaHCHUS.
BJIaZ[eTLZ HOHSITHIHHBIM armaparoM  JUCHUIUIMHBI;  BJIAACTH
HaBbIKaMH HCIIOJIb30BAHHUA COBPEMCHHBIX TCXHUYCCKUX CPEIACTB
)5 I/IH(i)OpMaI_[I/IOHHBIMI/I TEXHOJIOI'UsAMHA npu peuicHnn
KOMMYHUKATHBHBIX 3aaa4 IIOATOTOBKHU OCHOBHBIX BHUIOB
JAOKYMCHTOB, UCIIOJIb3YEMBIX pa6OTHI/IKOM;
YMeThb: IpUMEHATh METOAUKH IpoaBuHYTHIH 3HaeT TBepAO: HOPMATHBHO-NIPABOBBIE U METOAUYECKHE Pedepar, ycTHbIit oTBET Ha
MouckKa, cobopa, 00paboTKu (xopomuo) JIOKYMEHTBHI, PEMVIAMEHTUPYIOLIHE BOIPOCHI JEJIONPOU3BOICTBA U | BOIPOC IPAKTUYECKOE 3aaHuE,

uH(pOPMAIIUH, CUCTEMHBIN
MOIXOJ1 JJTSl PEIICHUS
MOCTABJICHHBIX 33/1a4 CHCTEMBI
JIeJIONPOU3BOJICTBA
JIOKyMEHT0000pOTa
OpraHu3aIuu

JOKYMEHTO000pOTa; 3HaThb OCHOBHBIE TpeOOBaHUS K
COCTaBIICHHIO  JJOKYMEHTa; TBEpJO 3HAeT OCHOBHbIE
HampaBjeHHe B paboTe C JOKyMEHTaMH [0 YHU(PHUKALUH |
CTaHJapTu3alu AOKYMCHTOB; 3HAaTb OCHOBHbLIC Tpe6OBaHI/I$I K
COCTaBJICHHUIO JOKYMEHTOB; GbyHKINH JOKYMEHTA,
KJIaCCH(HKALMIO JOKYMEHTOB, CIOCOOBI JOKYMEHTHPOBAHHS;
3HAaTh COBPEMEHHBIE TEXHHYECKUE CPEACTBA U MH(DOPMAIMOHHBIC
TEXHOJIOTHH, HCIIOJb3YyEeMble NPH PEIICHHH KOMMYHHKATHBHBIX
3ajad.

YMeer yBepeHHO: HCIIOJIb30BaTh MOUCKOBBIE BO3MOXKHOCTH
CHCTEM DJJIEKTPOHHOTO JIOKYMEHTOOOOpOTa; pa30upaTsCst B
KJ'IaCCI/I(i)I/IKaTOan pas3IM4YHBIX BHIO0B, YMECTH II0JIb30BATHCA
HOMGHKJ’[aTypOﬁ JCJ, NEPEYHAMHU JOKYMCHTOB C pPas3jiIndyHbBIMU
CpOKaMU XpaHEHHS.

Baajeer yBepeHHO: TMOHATHIHBIM alapaToM JIUCLUMILIUHBL;
BJIAICET HABBIKAMU HCIOJIB30BAHUA COBPEMCHHBIX TEXHUYECCKUX
CpeAcTB M MH(GOPMALMOHHBIMU TEXHOJOTHSIMH TPU PEIICHUHU

WTOTOBOE TECTUPOBAHUE, OTBET
Ha SK3aMEHallMOHHBIN BOIIPOC
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KOMMYHUKAaTHUBHBIX  3aJa4 IIOAIrOTOBKH
JAOKYMCHTOB, UCTTIOJIb3YCMBIX pa6OTHHKOM.

OCHOBHBIX BHUJI0B

Baaners: MeTogamu moucka,
cbopa u 06paboTKH, s
peIICHHUS TOCTABJICHHBIX 33134
B CHCTEME JIeTIONPOM3BOICTBA

Bruicoknii
(OTJINYHO)

3HaeT TBepAO: HOPMAaTHUBHO-NIPABOBBIE M  METOJIUYECKHE
JOKYMEHTBI, perfIaMeHTHPYIOLIHNE BOIIPOCH! JIEJIONPOM3BOICTBA U
TOKYMEHTO000POTa; 3HaTh OCHOBHBIE TpeOOBaHUSA K
COCTaBJICHMIO NOKYMEHTa; 3HATh OCHOBHBIC HAIlIPaBICHHE B
paboTe C NOKYMEHTaMH 10 YHU(UKAIUM W CTaHIAPTH3ALHUH
JOKYMEHTOB; 3HATh OCHOBHBIC TpPEOOBaHUS K COCTABJICHHIO
JIOKYMEHTOB; GhyHKIIH JIOKYMEHTA, KJTaCCH()UKAITIIO
JOKyMEHTOB, CHOCOOBI IOKYMEHTHPOBAHUS; 3HATh COBPEMEHHbBIE
TEXHUYECKUE CpPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
UCIIOJIb3yEMBbIE MPU PELICHUH KOMMYHUKATHBHBIX 33/1a4.

YMeer yBepeHHO: HCIOJIb30BAaTh IOMCKOBBIE BO3MOXKHOCTHU
CHCTEM DIEKTPOHHOIO JOKyMEHTOO0OpOTa; pa3duparsci B
KJIacCH(HKATOpax pasIMYHBIX BHJAOB, YMETh IOJB30BATHCS
HOMEHKJIaTypOil Jen, NepeyHsIMH MOKYMEHTOB C Pa3InYHBIMU
CPOKaMH XpaHCHUSL.

Biageer yBepeHHO: MOHATHHHBIM aIIapaToM IUCLHIUTHHBL
BJIaJICTh HaBBIKAMHU HCIIOJB30BAaHHS COBPEMEHHBIX TEXHHUYECKUX
CpenCTB M HH()OPMAIMOHHBIMU TEXHOJOTHSIMHU IPU PELICHUU
KOMMYHUKATUBHBIX 3aJa4 IIOATrOTOBKH OCHOBHBIX BHUJI0OB
JOKYMCHTOB, UCTTIOJIb3YCMBIX pa6OTHI/IKOM;

Pedepar, ycTHBINH 0TBET Ha
BOTIPOC MPAaKTUIECKOE 3aJJaHue,
HUTOTOBOE TECTHPOBAHHE, OTBET

Ha 3K3aMEHalMOHHBII BOIIPOC

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

3nath (3): CoBpeMeHHYIO
OpraHU3aLUIO
JIOKYMEHTO0000pOTa U
TCHACHIIMH HCITIOJIb30BAHUA

ACY

IToporoBbii
(YAoBJIeTBOPHUTEIbLH

0)

3naer: OCHOBHBIE TpPEOOBAaHUSI K COCTaBJICHHIO JIOKYMEHTA.
OcHOBHBIE HampaBiiecHHe B paboTe C JOKYMEHTaMH IO
yHI/I(bI/IKaI_II/II/I " CTaHAapTHU3alun AOKYMCHTOB, 3HA€T OCHOBHbLIC
TpeGOBaHUS K COCTABICHUIO TOKYMEHTOB; (DYHKIIMM JTOKYMEHTA,
KIacCU(DUKAIMIO JJOKYMEHTOB, CIIOCOOBI JJOKyMEHTHPOBAHHUS;
COBpEMEHHBIC TPeOOBaHHS K JOKYMEHTAHOHHOMY O0ECIICUCHHUIO
YIIpaBJICHUS.

Ymeer: CocraBiisiTh 1 0QOPMIISITh YIIPABICHYECKUE JOKYMEHTHI,
B TOM YHCJIC HH(bOpMaL[I/IOHHO-CHpaBO‘IHLIe, B COOTBCTCTBHH C
Tpe6OBaHI/IHMI/I MMpaBOBbIX AKTOB W CTaHAApPTOB; TI'PaMOTHO
HCTIOJIb30BATh MOUCKOBBIE BO3MOKHOCTU CHUCTEM DJICKTPOHHOI'O
JOKyMeHTOOOOpoTa;  pa3duparbcs B Kiaccupukaropax
pa3NMYHBIX BUIOB, YMETh IIOJIb30BAaThCS HOMEHKIATYPOH Jed,
MEePEYHAMHU TOKYMEHTOB CO CPOKaMH XPaHEHHS.

Buiageer: HaBBIKAMH MPABHJIBHOTO TMPHMEHEHUS HOPMATHBHBIX
MPaBOBBIX aKTOB, METOJMYECKUX JIOKYMEHTOB,
periaMeHTHPYOLINX BOIPOCHI JIeTIONPON3BOJICTBA u
JIOKyMEHT0000pOTa.

Pedepar, ycTHbIil 0TBET Ha
BOTIPOC MPaKTUUECKOE 3aJaHue,
HUTOTOBOE TECTUPOBAHHE, OTBET

Ha HK3aMEHallMOHHBIN BOIIPOC

Ymers (Y): BecTu AETOBYIO
MEPETHCKY, YIUTHIBAS
0COOEHHOCTH CTHIIUCTUKH
O(QUIHATBEHBIX U

IIpoaBunyTHI
(xopomo)

3unaer TBepAo: 1o COBPEMEHHOM opraHu3aluu
JIOKyMEHTO000pOTa W TeHACHIHMU ucnoib3oBanus AC]I; 3HaTH
JTaIlbl llOKyMeHTOO60pOTa B OpraHu3alyu, npaBujia perucTpaiuuu
1 MHACKCUPOBAHUA NTOKYMCHTOB, 3HATHh OPTraHU3allUI0 KOHTPOJIA

Pedepar, ycTHblit oTBET Ha
BOTIPOC MPAKTHIECKOE 3aJaHNe,
HUTOTOBOE TECTUPOBAHHE, OTBET

Ha HK3aMEHaIIMOHHBIN BOIIPOC
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HEOo(HLINAIBHBIX ITHCEM,
COLIMOKYJIBTYpHBIE Pa3JInyus B
(hopmare KoppecIoHIeHIINN Ha

rOCYJIapCTBEHHOM H
WHOCTPAHHOM (-BIX) SI3BIKaX.

HAJl UCIIOJHEHUEM JOKYMCHTOB; 3HACT OCHOBHEIC TPEOOBAaHUS K
ApPXMBHOMY XPAHCHHUIO [ICN; 3HACT OPraHU3aIlHI0 OIECPATHBHOTO
XpaHEeHHs JOKYMEHTOB B TEKYIIEM JEIOMPON3BOJICTBE.

YMeer yBepeHHO: BECTH  JCJOBYIO IIEPEMUCKY, YUHUTHIBas
0COOCHHOCTH CTHWJIMCTHKH OQHIHANGHBIX W HEO(PHIHAIBHBIX
MHCEM, COLIMOKYJIBTYpHBIC paznuuus B ¢dopmate
KOPPECTIOH/ICHIINA Ha TOCYNApPCTBEHHOM W WHOCTPAaHHOM (-BIX)
SI3BIKAX; YMEET COCTaBIATH M OGOPMILITH YIpaBICHUYECKHE,
WH(POPMAIMOHHO-CIIPABOYHBIC JIOKYMEHTBI, B COOTBETCTBUHU C
TpeOOBaHUSIMH TPABOBBIX aKTOB U CTaHAAPTOB; YMETh BHEIPSATH
PAIMOHATBFHYIO TEXHOJOTHIO MPUEMa, IPOX0XKICHHSI, MOITOTOBKH
U OTIPABKMA JOKYMCHTOB B TPAIWIMOHHBIX YCIOBHSIX H B
ycaoBusix paboTsl ¢ npumeHnernem ACY.

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

Baaners (B): HaBbIKaMU
BEJCHUS JICJIOBOH IEPENUCKH,
YUUTHIBAsI 0COOEHHOCTH
CTHJINCTKHU O(I)I/IHI/IaJ'IbeIX u

HEOCIJI/IHI/IaHI)HI)IX IMUCEM

Boicokuii
(OTIUYHO)

Hmeer chopmupoBaBIIMecs: cUCTeMaTHYecKHe 3HAHHUSA: IO
COBPEMEHHOW OpraHM3ally JOKyMEHTO00OpOTa M TEHICHLUH
ucniosie3oBanust ACJ[; 3HaTh 3Tambl JOKYMEHTO000pOTa B
OpraHu3alli{; NpaBUIa PETHCTPALUM M  HHACKCUPOBAHUS
JOKYMEHTOB; 3HaTh OPTaHW3AIMI0 KOHTPOJSA HaJ HCIOJHEHUEM
JOKYMEHTOB; 3HAeT OCHOBHbIE TPeOOBaHUS K apXUBHOMY
XpaHEHWIO JIeJI; 3HAeT OPraHM3alMi0 OIEPATUBHOTO XPaHEHUS
JIOKyMEHTOB B TEKYILIEM AEJIOIPON3BOJICTBE.

Hmeer chopmupoBaBuieecss cucTeMaTHYecKoe yMeHHe: BECTH
JICTIOBYIO  TIEPEINCKY, YYHUTBIBAasI OCOOCHHOCTH CTHIIMCTHKH
opunuanbHEIX W HEOPUIMATBHBIX IHCEM, COLHOKYJIbTYpHBIE
pasmuuust B ¢opMaTe KOPPECIIOHICHIMN Ha TOCYAapCTBEHHOM U
MHOCTPAaHHOM (-BIX) SI3BIKAX; YMEET COCTaBIATh U OQOPMIIATH
yIpaBJjeHYeCKUe, WHPOPMAIIMOHHO-CIIPABOYHbIE JOKYMEHTHI, B
COOTBETCTBHM C TPeOOBAaHMSAMH IPABOBBIX aKTOB M CTaHIAPTOB;
YMETh  BHEAPATH  PAlHOHANBHYIO  TEXHOJOTHIO  TIpHeMa,
MPOXOXKJCHNS, TOATOTOBKM W  OTHPaBKH JIOKYMEHTOB B
TPaJANIHOHHBIX YCIOBHSAX M B YCIOBHUIX PaOOTHI C IPUMEHEHHEM
ACY.

Mokazan cdopMupoBaBlIeecsi cHUCTeMATHYeCKOe BJaJeHHe:
HaBBIKAMHM COCTaBJIEHUs M OQOpMIICHHS OpraHW3alMOHHO-
pacnopsIuTenbHON u nH(OPMaMOHHO-CITPABOYHOM
JokyMmeHTauuy, ¢ npumeneHueM ACY; BhajeHHe HaBbIKaAMU
pabotel B cucteme ACY; BiajgeHHe HABBIKAMH IPABHIBLHOTO

Pedepar, ycTHBIi OTBeT Ha
BOIIPOC IPAKTUYECKOE 3aJ1aHUE,
HUTOTOBOE TECTUPOBAHHUE, OTBET
Ha 3K3aMEHallMOHHBIN BOIIPOC
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IIPUMEHEHNSI HOPMATHMBHBIX IPAaBOBBIX AaKTOB, METOIMYECKHX
JOKYMEHTOB, PErjiaMEHTUPYIOLIUX BOIIPOCHI JICJIONPOU3BOACTBA U
JOKYMEHT0000pOTa.

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

2. Onucanye NIKaJ ONeHVMBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpOos

®opma Tekymero | OTcyrcTBue YCBOCHHA [Toporossiii [IpoaBuHYTHIH (XOPOIIO) Bricokuii (0TIM4YHO)
KOHTPOJIS (HIOKE TTOPOTOBOTO) (YIOBIIETBOPUTEIHHO)
Brinonnenue HE BBINONIHEHAa Wi Bce | Pemeno 6onee 50% 3anmanus, | Pemmeno OGonee 70% 3amaHus, | Bce 3alaHus pEIICHBI 0e3
MPAKTUYECKOTO 3a/IaHus 3a/laHus peuiensl | HO meHee 70% HO €CTh OLIUOKHU OIuO0K
HEMPABWIHHO
VYCTHBINM OTBET HA BONIPOC | HE BbINMOJHEHAa Wik Bcee | Llenp w  3amaum  Bompoca | Llens u 3amaum BeimonHeHus | Llenbs Hanucanus oTBETa Ha
3a/laHus pEIIeHBI | JOCTUTHYTHI YaCTUYHO. BOIPOCA IOCTUTHYTHI. BOIIPOC JOCTUTHYTA,
HEMPABWIHHO 3a/1a4u PEIICHBI.
Pedepar He BbImonHeHa wiu Bee | Llenbr w 3amaum pedepara | Llenp u 3amaun BwimonHenus | Llens nanmucanus pedepara
3a/1aHus pEIIeHBI | JOCTUTHYTHI 4acTU4HO. | pedepara JIOCTUTHYTHI. | JOCTUTHYTA, 337241
HEMPaBUILHO AKTYalnbHOCTh TeMbl | AKTyaJIbHOCTh TeMbI pedepara | pemieHsl.  AKTyalbHOCTb
pedepara ompeJiesieHa | MOATBEPKICHA. Pedepar | Tembr UCCIICI0BAHUS
HeyOeauTensHO. B pedepare | BHIMOTHEH ¢ HE3HAYUTEIBHBIMU | KOPPEKTHO u MIOJIHO
BBISIBIIGHBI ~ 3HAYUTENBHBIC | OTKJIOHEHUSIMU OT TpeOoBaHM | 000CHOBaHA. Pedepar
OTKJIOHEHHSI OT TpeOOBaHUI | METOJUYECKHUX yKa3aHUMU. BBITIOJIHEH COTJIaCHO
METOJAMYECKUX YKa3aHUM. TpeOOBAHUSIM.

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

dopma OtcyrctBue ycBoenus: | [loporoselii (ynoBiaerBoputensHo) | [IpoaBunyThIi (X0poIio) Bricokwuii (oTIn4yHO)
IPOMEKYTOUHOM (HM>Ke TTOPOTOBOIO)
aTTecTaluu
Brimonaenne Menee 51% 51-79% 80-90% 91% u Gonee
HUTOTOBOIO
TECTUPOBAHUS
OtBer Ha HE BBINIOJHEHA WM BCE Iesb 1 3agaum BOpoca Lenp u 3amaun Llens Hanucanust oTBETA HA
AK3aMEHAIlMOHHBIN 3a1aHUs PELICHbI JIOCTUTHYTBI YaCTUYHO. BBINOJIHEHUS BOIIPOCa BOIIPOC JOCTUTHYTA, 3aa41
BOIIPOC HEIIPaBUIIBHO AKTyalbHOCTB TeMHI pedepara JIOCTUTHYTBHI. pELIEHBI.
orpeziesieHa HeyOeIUTEeNbHO. AKTYanbHOCTb TEMBI
pedepara moaTBEpKICHA.
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3. TunoBble KOHTPOJIbHbIE 32JaHUS UM MHbIEe MATePHAJIbI, He00X0UMbIe /I OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OH/J OHEHOYHBIX CPEJCTB AJIsA TEKYIHIETI'O KOHTPOJISA
Paszgea 1. TeopeTuueckue OCHOBBI 1€JIONIPOU3BOACTBA

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

Hassanue noxymenra UYro perynupyer JOKYMEHT, Bunsl 10KyMeHTOB
OIucaHue (npuBenuTe
IpuMep)

KoaudunmpoBanHbie 3aKOHBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccniickoit denepanniv, IOCTaHOBIECHUS
ITpaButensctBa Poccuiickoit @enepanyu B chepe 1e10nponus3BoICTB

3akoHoJaTeNnbHbIe akThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM MCIIOJHUTENIBHOM BiIacTH cyObekTOB Poccuiickoit @enepanyu

HopmaruBHble paBoOBbI€ aKThI (eiepaIbHBIX OPraHOB UCIIOTHUTENIBHOM BIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, ar€HTCTB U JIP.), PErJIaMEHTUPYIOIIHUE BOIIPOCHI
JIOKYMEHTAI[MIOHHOTO 00€CTIeYeHHUSI

TexHrueckue periaMeHThl 1 HAllHOHAIbHBIE CTaHAaPThl B 00IaCTH JOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrnpaBieHUs

Texangeckue PEIaMCHTBI U HAITMOHAJIBHBIC CTAHAAPTLI B o0jacTu AOKYMCHTAIMUOHHOI'O
o0ecredyeHus yrpaBiIeHHs

O6mepoccuiickue Kiaccu)uKaTopbl TEXHUKO-YKOHOMUYECKON U COIMAIbHON WH(OpMaIiu

YHuduImpoBaHHble CUCTEMBI IOKYMEHTAIIUN

3ananme 2. 3anonHuTe Tabauiy. Bnummre Buabl TOKyMEHTOB OTHOCHUTENIBHO MEPHUOI0B!
[IpukazHoe 1enonponu3BoACTBO Komnexckoe Mununcrepckoe
JEJI0TIPOU3BOCTBO JEIIONPOU3BOJCTBO

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

3aganue 3. [luceMenHo oTBeThTE Ha Bompoc. OOBACHUTE TEPMUHBI «YHUPUKALUDY U
«CTaHJapTU3aLUsD» NoKyMeHTa. Kak COOTHOCATCS JTaHHBIE MOHATHS?

3aganue 4. BeiOepute U3 npaBoil KOJOHKU OIpeNeeHHs, OTHOCSIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO ITPOHYMEPOBAB UX.
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1. HO,H.TIHHHHK TouHoe BOCTNIPOH3IBCIACHHC NOATHHHHKA

2. Konus Konus, kotopas BHAAETCA B CHyHae YTPaThl No-
NHHHIKA WIH OpHIrHHaNa, 001a1aeT Toil e IpHIM-
YECKOIT CHJION, YTO U NONHHHHK

3. Qybankar Konisa Hexoadmero JoKyYMEHTa, KOTOpRIiT ocTaeTcs
B YUPEKASHHH

4. Brinucka OpuruHan (JOKYMEHT B OKOHUYATENIbHOH peaaKLiH,
othopMneHHHil ¢ yueToM TpebosaHuii [octa)

5. Otnyck Konita odHuHaneHOro J0KYMEHTA, KOTOpas BOC-

NPOM3BOAMT KaKYIO-THOO 4YacTh, 3aBEPECHHYKD B
opHUIANEHOM MOPsAJKE

6. Astorpad JIOKyMeHT, KOTOpbIH HanucaH aBTOPOM OTITYCKa

3aganue 5. 3anonHuTe TAOIUIIBI MO KIACCU(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1Io HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuro
COCTABJICHUS [JIACHOCTHU
ITo cpokam [To HazHaueHuto [To ropuanueckoit ITo cpokam xpaHeHUs
VICITOJTHEHUS cuie

3aganue 6. [I1cbMEHHO OTBETHTE HA CIEIYIOIINE BOIPOCHL:

1. Yro Takoe nenonpou3BOACTBO?

2. Jlaiite ompeneneHue MOHATHIO «TOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIE (GYHKIINHU JOKYMEHTA.

4.  Kakue oOmepoccuiickue KiIacCu(PUKaTOpbl HUCIMOJIB3YIOTCA TPU  OPOPMIICHHUH
OpraHU3alMOHHO-PACIIOPSAAUTEIBHBIX JOKYMEHTOB?

5.  Kakme Buabpl JOKYMEHTOB BKJIIOYaeT B ce0s cHCTeMa OpraHU3alMOHHO-
pacopsAUTENbHON JOKYMEHTAUN?

6. Kakume paznmmyaroT cnocoObl JOKYMEHTHPOBAaHHS B 3aBHCHMOCTH OT CpEACTB
JIOKYMEHTUPOBaHUsA?

7. UTo NOHUMAIOT MO/ FOPUANYECKON CHIION TOKYMEHTa?

3apanue 7. IloaroroBbTe NOKJIAJ C MPE3CHTALMEN MO OJHOM W3 MPEAIOKEHHBIX TEM
(mokyan Ha 5 MUHYT, nipe3eHTarms 10-12 cnaiaoB)

1.  VcoBepuieHCTBOBaHUE JETONPOU3BOICTBA HA MPEANPUITUN

2.  Pa3BuTHE TOKYMEHTAIMOHHBIX CTYO Ha COBPEMEHHOM dTare

3.  TexHuueckue CpeACTBA, YIPOUIAIONINE BEICHUE JEJIONPOU3BOJCTBA HA
MPEANPUITHH.
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4.

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

OpraHu3alUsIMH.

5. Kak oBnaserh HCKyCCTBOM J€JI0BOTO MHUChMA.

6 JIoKyMEeHTHUpOBaHHE yIIPaBIEHYECKOH NeATeIbHOCTH OpraHu3aliu.

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

8.  MudopmaTuzanus nenonponu3BojcTBa

9.  JlokyMeHTHpOBaHUE TPYJOBBIX OTHOIICHUN

10. KomnbroTepHble TEXHOJIOTHUHU B AEJIOIPOU3BOJICTBE

11. Amnanu3 JOKYMEHTOOOOpOTa U METOMBI €T0 COBEPIIEHCTBOBAHUS

12. Pabota ¢ koH(bUIESHIINATLHBIMU JOKYMEHTAMH

13. Opranuzanus paboThl C TOKyMEHTaMHU

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

15. Hcropus pa3BUTHS JOKYyMEHTOBEACHHUS

16. CoBpeMeHHOE TOKYMEHTOBEICHHE.

IIpumepHbIe TeMbl pedepaToB

1.  Opranusanus JOKyMEHTOOOOPOTa: OCHOBHBIE IIPABUJIA U 3TAIIbI.

2. Drtamsl pa3BUTHS JeNONPOU3BoICTBA B Poccuu.

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

4.  HopmaruBHo-npaBoBas 6a3a COBPEMEHHOIO JIEJIOIPOU3BO/ICTBA.

5.  HopwmatuBHast ocHOBa npolecca JOKYMEHTUPOBAHUS YIIPaBJICHUS IEPCOHAJIOM.

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

7. JIOJbKHOCTHAsi MHCTPYKIIMSI KaK OpraHU3allMOHHBIA KaJpOBbIH JOKYMEHT.

8.  CocraB 1 BBl KaAPOBOH TOKYMEHTALIUH.

9.  JlokymeHTHpOBaHUE Mporecca 0pOPMIICHHUS TPYAOBBIX OTHOIICHUH.

10. DxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cexkperapb B CTPYKTYpE YIIpaBiIcHUs

12.  OducHsie cpeacTBa paboThl ¢ JOKyMEHTaMU

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

14. Vuudukanus u crangapTu3anys JOKyMEHTOB.

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

oOparieHu# rpaxkaaH.

16. OcoGennoctu opopmiieHHs HHPOPMALIMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAIUH.

17. [lenonpou3BOACTBO B cOBpeMeHHOI Poccun

18. Jlenmompou3BOJACTBO JIOPEBOIIOIMOHHON Poccuu

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

20. Opranuzanus JOKyMEHTO000pOoTa

21. Peructpaunus JOKyMEHTOB

22. KOHTpOJIb UCTIONHEHUS TOKYMEHTOB

23. Cucremarusanus U XpaHeHHe JOKYMEHTOB

24. HowmeHknaTypa Aen OpraHu3aiu

Paspnen 2. CoBpemeHHbIe TPEOOBAHUS K 0(pOPMIICHUIO JOKYMEHTOB

3ananme 1.Pemmre kpoccBopa
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ITo ropusonTasnm:

1.  pexBU3UT AOKYMEHTa, BHIPAXKAIOUIUI COrylacke UM HECOTJIacue

JOJPKHOCTHOTO JIMLA C COJIEPyKaHUEM JTOKYMEHTA.

4. pEKBU3UT [IOKYMEHTa, NPEACTABISIOMINNA COO0N COOCTBEHHOPYUHYIO pPOCIHUCH
HOJTHOMOYHOTI'O I0JKHOCTHOT'O JIUIIA.

6 - mpuCBOEHME MOPSIKOBOTO HOMEpPA Jiejia 0 HOMEHKJIIATYpe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

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

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

12. nBmWKeHHWE TOKYMEHTOB B OPTaHU3alMM ¢ MOMEHTA MX TOJYYCHHUS WIH CO3IAaHUS 10
3aBepILEHUS UCIIOJTHEHNS WIIA OTIIPABKH.

13 obpasern, 3TaloH, MOJENb PUHUMAEMbIEC 32 MCXOJHBIC JJISi CONIOCTABICHUSI C HUMH
JPYTUX MPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT OopmileHUsT OPUIIMATBHOTO JOKYMEHTA

18 noKyMeHT, (pUKCUPYIOLIHI X0/ 3aceAaHNs], COBEIIaHNU.

19. COBOKYMHOCTb JOKYMEHTOB (WJIM JOKYMEHT), COPMHPOBAHHBIX 1O KaKOMY-THOO
NpU3HAKY (BUIAaM JOKYMEHTOB, BOIIPOCAaM, KOPPECHIOHCHTAM H T.JI.), TOMEIIEHHBIX B 0OJIOKKY.

ITo BepTHKAJIN:

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

3. JlokymeHT, coaepkamii WHGOPMAIIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH
OTYETHBIE CBE/ICHUS, IIPEJICTABIIAEMBIN PYKOBOJCTBY.

5. DSJEeMEHT YAOCTOBEPEHHWS TOMIMHHOCTH TIOANHUCH JOJDKHOCTHOTO JIMIIa Ha
JIOKYMEHTaX, MpPEeIyCMOTPEHHbIX HOPMATUBHBIMU AaKTaMHM, YJOCTOBEPSIOIIMX TIpaBa JIHII,
¢bukcupyromux QaxTel, CBSI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMHU.

7. 3TO COBOKYHNHOCTb pa3jMYHBIX CBEACHUH, CHUCTEMa OPraHW30BAHHBIX JAaHHBIX,
OTPaKAIOMINUX MPOIIECCH  COOBITUSI OKPYKAFOIIIETO MHPA.
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10. 1OKyMEHT, COCTaBJICHHBIH HECKOJbKMMH JUIIAMA W  HOJATBEP KIAIOMINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undpopmanms Ha MaTEpPUATBHOM HOCHTEINE, HMEIOIIast FOPUANYECKYIO CHITY.

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

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

16. ropuanyecku opOpPMIICHHBIH TepeUeHb JOKYMEHTOB.

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

3aganue 2. BaumarensHo uzyuute pasznen 5 «OdopmiieHue peKBU3UTOB TOKYMEHTOB)
I'OCT P 7.0.97-2016. BeimoaauTe 3a1anus, B ciaydae HEOOXOAMMOCTH J00AaBbTE HEIOCTAIOIIYIO

MH(pOpMaLUIO:
Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HaAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCsA B KaKux Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JOKHOCTH JIMIIA

CnpaBoYHbIEC JaHHBIE
00 opraHuzanuu

Jara noxymenra

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

3aganue 3. CocraBbTe M 0QoOpMHTE NPHKA3bLI 110 OCHOBHOM [eSITEIbHOCTH, M Jpyrue

pacnopsiiuTe/bHbIe JOKYMEHTbI, HE00X0AMMbIe B JaAHHBIX YIIPABJIE€HYECKUX CUTYAIlHUAX.
Curyanus 1.

3amectutens aupekropa OO0 «Dtanon» (3apeructpupoBano B r.IlerpozaBojcke)
[1.1.AGpamoB 1 nekaOps TekyIiero rofa u3gan ykKazaHue o rpaduke OTIYCKOB Ha CIETYIOIINN
KaJICHJIAPHBIA TOJl, COTJITACHO KOTOPOMY PYKOBOJMTENU CTPYKTYPHBIX TMOAPA3ICIECHUN TOKHBI
NPEACTaBUTh B OTJAEN KaJpOB CHUCKU COTPYAHHMKOB C YKa3aHMEM IMpPEANojaraéMoro cpoka
OUEPEIHOTO OTITYyCKa B CIIEAYIOMEM KalleHaapHoM Toay. Cpok mpesicraBiieHus criuckoB — 10
nekadps Tekymiero roga. OTheny KaapoB YKa3aHHEM MPEANHCHIBACTCS COCTAaBUTh CBOIHBIN
rpaduk otiyckoB pabotHukoB OOO Ha cienyromuid KaJleHJAapHBI TOJ W TepeaaTrh €ro B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAueH HadalbHHUK
otnaena kanpoB [lankparosa O.1O. Cpok npencraBnenus rpadguka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBU3UPOBAHO HAYaJHLHUKOM OTJENa KaJpPOB, TTABHBIM OyXTalTepoM,
IOPUCKOHCYITHTOM.
Curyanus 2.

Hupextop OO0 «Ortamon» (3apeructpupoBano B r.IlerpozaBoacke) JI.b.Ilomos 12
deBpalis TEKyIIero rofa u3aai paclopsHKeHHE O MPOBEICHUN PEMOHTHBIX padoT B 1exe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMTEIBHOW CUCTEMBI I1exa. PacnopsokeHuem
MPEIUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObUI Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHUYECKOH cimyxObl MakapoB /I.M1. Cpok BBIIOJTHEHHS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

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

Pacniopsbkenue ObUIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHHUYECKOU CITYKOBI
MakapoBbim JI.M. u HavanbHukoMm 1mexa Ne 3 AnrtonHoBbiM [O.B., 3amectutenem aupexkTopa
IT.11.AGpamoOBbIM.

3aganue 4. CoctaBbTe U 0(pOpMHUTE CJIYKeOHbIE IHCHMA.
Curyanus 3.

OAO «IlepBas ®abpuka» (r. bamamuxa, yn. 3apeunas, 1. 3, 104010) ngomxHO OBUIO B
cooTBeTcTBUU ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O mocTaBke MPOAYKIIMU» MOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacuoropckas yi., a. 32, 111123, temn./dakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHnyr GypHUTYpy Ha o0myro cymmy 150 000 pybneit. @aktudecku xe QypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6neit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
pyoOuseii. CornmacHo 1.8 m0oroBOpa 3a HEIONOCTAaBKY IPOAYKIMH JIOJDKHA OBITH yIIadyeHa
HEeycTolKa B pa3mepe 5%, 4TO OT CyMMbI HEIOMIOCTaBKU cocTaBuiio 1500 pyouiei.

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

3ananue 5. CocraBbTe U odQopMHUTE [AOKJIAJAHbIe, U OOBACHUTEJbHbIE 3aNMUCKH,
Heo0X0UMbIe B CJIeAYIOIIHX YIIPABJIeHYECKUX CUTYAIUsIX.
Curyauus 4.

Kypoep 3A0 «Dapma» C.C. CoMOB peryisipHO oma3jabiBanl Ha paboTy, 4eM Hapymial
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspueil M.B. IllymuinHa HeogHOKpaTHO jenalia
emMy 3ameuanus (B ycTHOH (opme), a 12 uroHs TeKylero rojaa Obljia BHIHYXKJI€HA 00paTUTHCS C
JaHHBIM BompocoM K ['eHepambHOMy aupektopy A.B. CenoBy ¢ MOKIaAHOM 3aluCKOW, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMeHTaAMU

le/IMepr 3aJaHUM 1J19 BBINOJHEHUS HA NMPAKTUICCKUX 3AHATUAX

3anganne 1. OpopMuTh XypHan ydeta BXOASIUX JOKYMEHTOB:

HoMmep aokyMmeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenta 18.12.2021; ucxonmsaumii Ne 1-2/82; aBtop-ormpaButens 3AO «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) JaTta MOCTyrieHus gokymeHTa 21.12.2021 o cokpaiieHuu MmoCTaBOK
THT 22.12.2007; noanuce ucnonauutens Ceprees.

3aganue 2. OQopMUTH KypHAI yu€Ta UCXOASIINX TOKYMEHTOB:

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

3aganue 3. OQopMUTDH KypHaAI yuéTa BHYyTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; nmara nmoxymenrta 08.01.2021; xrto nmoamucan IBaHOB; KpaTkoe
coJiep;kaHue 00 M3MEHEHUE IITaTHOTO paclUCaHus; OTMETKa 00 ucrnoaHeHnu CHI0pOB.
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OBPA3EL KYPHAJIA PETUCTPAIIUHU BXOAAIIUX JOKYMEHTOB

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

OBPA3EL )KYPHAJIA PETHCTPAIIMHU HCXOJAIIHUX JOKYMEHTOB

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

3ananue 4. Cekperapb-TIOMOIIHUK PYKOBOAUTENS, NPEABAPUTEIBHO IMPOCMOTPEB
JOKYMEHTALMIO, TOCTYIIHMBIIIYIO B OPTaHU3aIINIO, TIEpeIacT ee BCI0 pyKoBoauTelo. [Ipu sToM B
nanky ¢ JOKYMEHTaMH BKJIAJbIBAeTCsl MUCHbMEHHBII KOMMEHTapUi, BKIFOUAIOIIUI CBEICHUS O
COCTaBe JJOKYMEHTOB, BOIPOCAX, COACPIKAIIUXCS B HUX, OT KOTO MOJYyYCHbI JOKYMEHTBI H KOMY
a/IpecOBaHBI.

[MpaBUIIbHO JIM B YYpeXkICHHM TOHMMAIOT HAa3HAYCHHE OIEPALUU «IIPEIBAPUTEIHHOC
pPAacCMOTpPEHHE TOKYMEHTOBY?

KonTtpoJibHbIe BONPOCHI:

1.  Kaxkwue sTamsl IpoXoAsT JOKYMEHTHI, OTIIpaBleHHbIe opranu3anuei? [IpeacraBsre
KPaTKYIO XapaKTePUCTHKY.

2.  Kakue qOKyMeHTBI Ha3bIBaIOT IMOCTYIAIOIINMH, OTIPABIIEMBIMUA ¥ BHYTPEHHHE?

3. Kakumu  JOKyMEHTaMH  pPYKOBOJCTBYIOTCS  MpPH  TPOCKTHPOBAHUH  H
panMoHaIU3aIMy TOKyMeHToo0opoTa?

3apanume S. CocTaBbTe IOJOKEHHME O HOBOM CTPYKTYpHOM IOAPA3IACICHUN B
aJIMUHHCTpAIMU ropoja bamammxu (oTaen kaapoB, GUHAHCOBO-dKOHOMUYECKUH OT/AEN, OTIEN
CTPATETHYECKOTO Pa3BUTHSA) B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrtema
CTaHJapTOB IO WHQpOpMAIHMK, OUOIMOTEYHOMY M HM3AATEIBCKOMY aeny. OpraHu3alioHHO-
pacnopsiuTenbHas TOKyMeHTanus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOB)
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3aganne 6. CocTaBbTe OPraHU3AMOHHYIO CTPYKTYPY JACIONPOU3BOJCTBEHHOM CITYKOBI
Bameilt opranumzanuu. YcTaHOBUTE TepeyeHb HOPMATHBHBIX JIOKYMEHTOB, KOTOPBIMU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKUM BHJIaM JIOKYMEHTOB OTHOCSITCS IPE/ICTaBICHHbBIE
HIDKE ()parMeHTHI.
Teker 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢GUPMEHHBIM HaWMMEHOBaHHWEM oOmiecTBa sBisercs: OOmecTBo ¢
orpaHu4eHHON oTBeTcTBeHHOCThIO «HOTA». Cokpamennoe ¢upMeHHOE HaNMEHOBAHHE
obmiectBa - OO0 «HOTAW.
1.2. Mecronaxoxaenue oOmiecTBa (OYTOBBIA aapec): MonoaexkHbeii mpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Texer 2
OO01Iue moJI0KEHUS
1.1. Cekperapb-pedepeHT OTHOCHTCS K KaTErOpud CHEIHAIMCTOB NPEANPHUSITHS,
MPUHUMAETCS ¥ YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aia4aMu CceKperaps-pedepeHta SBISETCS OPraHU3ALUOHHOE W
JOKYMEHTAI[MOHHOE O0eCTieueHre YIPaBICHYECKOM AeITeIbHOCTH. ..
Texer 3
1.1. DnexTpompoBoAKa B y4EOHBIX MOMEIICHUSAX JIOJDKHA HAXOAUTHCS B HCIPABHOM
cocrossHuu. CONMPOTUBIICHNWE H3OJSALUU MPOBOJOB JOJDKHO TNEPHOAWYECKH 3aMEpATHCS, TPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NPUMEHSTH JJIS 3aIIUTHl JIEKTPOCETEH BMECTO aBTOMATHYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

HpHMeprlﬁ MEPEICHb BONPOCOB JIsl YCTHOI'O OTBE€TA HA CEMUHAPCKUX 3aHATHI

1. KakoBbl coBpeMeHHblE TpeOOBaHUS K S3bIKy W CTUJIIO YIPABICHYECKUX
JIOKYMEHTOB?

2. Uro coboii mpencrasisieT YcraB opranu3anun’? KakoBbel OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

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

4 Kak opopmuts mraTHoe pacrucanue?

5. Kakue TpeboBaHus NpeabsIBISIIOTCS K OPOPMIIEHUIO JOTOBOPA, KOHTpaKTa?

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

7 OpranuzalvoHHbIE JOKYMEHTBI IPEIITPUSITHS.

8.  PacnopsauTtenbHble  JTOKYMEHTBl OPEANpPUATHS: TPUKa3bl 1O  OCHOBHOM
JESTEIbHOCTH; PACIIOPSKEHMUSI, PEILICHUSI.

9.  HMHdopManmoHHO-CIIpaBOYHBIE JIOKYMEHTBI: IPOTOKOJBI, IOJHAs M KpaTKas
dbopMa ux opopMiIEHHUS.

10. HupopmanMOHHO-CIIPaBOYHbIE JOKYMEHTBI: aKThI, CITy’KeOHbIE U
00BSCHUTENbHBIE

11. KakoBbsl 3Tans! paboThl C BXOAAIMIUMHI TOKyMEHTaMu?

12. Kak crpouTtcs paboTa ¢ HCXOASIIUME JOKYMEHTaMU?

13. KakoBa TexHOJ0THs pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kaxkue 3a1aun JOKyMEHTOOOOPOTA PEIIAET PETUCTPAIUS JOKYMEHTORB?

15. Kakue ynpaBieHUYecKHE JOKYMEHTBHl HE IMOJUIekaT PETrucTpalu B CIIykOax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHUs?

16. KakoB mopsoK perucTpaluy yupaBieHYecKoro JOKyMeHTa?

17. Kakue cymecTByIOT BUIbI KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB?

18. Kakue omnepanuy MO KOHTPOJIO HCHOJIHEHUS JOKYMEHTOB OCYILECTBIISIOT
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CIIY>KOBI IOKYMEHTAIIHOHHOTO 00eCTIeYeHUs yIpaBIeHUs?

19. Kak ocymecTBisiercsi cucTeMaTu3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

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

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

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPbI €17

23. KaxoBa conepxarenbHas 4aCTb HOMEHKJIATYpPbI €7

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

25. KaxoB ocHOBHOM npuHIMI (POPMUPOBAHUS JOKYMEHTOB B Jieia?

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

27. Kak ocymiecTBisieTcsl MOArOTOBKA JieNl K apXWBHOMY XPaHEHUIO B COBPEMEHHBIX
Opra"nu3amusx?

28. Kakas oprrexHuKa MCHOJIB3YETCs IS COCTABJICHUS TOKYMEHTOB B COBPEMEHHOM
JIeJIONPOU3BOJCTBE?

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

30. KaxoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJIOTHMH B JTOKYMEHTALIMOHHOM
o0ecrnieyeHuu ynpasieHus?
31. KaxoBbl BO3MOXKHOCTH CPEACTB TEICKOMMYHHUKALMHU B JIOKYMEHTAllHOHHOM

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

KOMILJIEKT TECTOB
JJISl IPOMEKYTOYHOM aTTeCTALMM (3a4eT) 0 AMCUMIINHE «/(eJIonpon3BoacTBO»
OK3aMeH IPOBOJUTCS B BUIE UTOTOBOTO TECTA M OTBETA HA DK3aMEHALIMOHHBIN BOIIPOC.

IIpumepHbIe 3a1aHUsI NTOTOBOTO TeCTa
1. JlokymeHTAaMOHHOE o0ecreyeHHe YNPaBJIeHYECKUX PpelleHuii, KakK Npouecc
BKJIIOYAET B cels:
a) IOKYMEHTUPOBAHUE PEIICHHS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) IOKyMEHTHPOBAHNE PEIICHUS H KOHTPOJIIb 3 €T0 BHIITOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTh B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Oosee
0) 6 u 6omnee
B)2 1105
r) 4 u 6onee
3. Korna pernctpupyrorcst ucxoasimme J0KyMeHTbI?
a) B IeHb OTIIPaBKU
0) B JIeHb MOMUCAHUS
B) B JIEHb COTJIaCOBaHMsI TPOEKTA
I') HE PETUCTPUPYIOTCS
4. HoMeHKJ1aTypa JeJl COCTABJIsIeTCS:
a) B 3 3K3eMIUISIpax;
0) 4;
B) 2.
5. YKakuTe, KaKHe JOKYMEHTBI COCTABJISIOTCS M0 pPe3y/JbTaTaM 3KCIepPTU3bl
HEeHHOCTH IOKYMEHTOB.
a) pelIeHne YKCIEePTHON KOMUCCHH
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0) aKT O BBIJCIICHUH JOKYMEHTOB HAa YHUUYTOXCHUE
B) CiTy)KeOHasl 3amucKa o 3aceJaHuH YKCIIEPTHON KOMUCCHUU
T') IPUKa3 [0 OCHOBHOM JEATEIbHOCTH
6. KTo mMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeHTa?
a) U110, KOTOPOE €ro yCTaHOBUIIO
0) U110, KOTOPOE UCIIOTHAET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe JOKYMEHT0000P0Ta NPUMEHSIETCS KyPHAJIbHAs CHCTEMAa

perucrpanuu?

—3TO:

a) 1o 10 000 1OKYMEHTOB B o
0) mo 600
B) 10 1000
r) 10 300 TOKYMEHTOB
8. IlyTh, KOTOPBIii MPOXOIUT JOKYMEHT OT HAYAJIA €r0 CO3aHUs 0 ¢/1a4¥ B apXUB

a) TOKyMEHTHUPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

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

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHIUBUIYaTbHBIC JIOKYMCHTEHI;

0) TUTIOBBIE TOKYMEHTHI;

B) IPUMEPHBIC JOKYMEHTHI,

r) TpadapeTHbie JOKYMEHTHI.

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

a) TIOJIIIMBAIOTCS B TBEPIYIO 00JIOKKY;

0) Ha OTJICJIEHOM JIMCTE JICIAeTCsl 3aBepUTEIbHAs HAAINCh;

B) ¥ TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

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

00SI3aHHOCTH, NMPaBa, OTBETCTBEHHOCTh W OPraHU3alMI0 padoThbl NPeINPUATHS B LEJIOM
WIH ero CTPYKTYPHBIX OAPAa3/ieJIeHHI — 3TO:

a) TPyI0BOM JIOTOBOD;

0) MmoNoKeHue;

B) JIOJKHOCTHAsI UHCTPYKIIMS

T') IITaTHOE paclucaHue.

12. K opraHu3anMoHHbIM JOKYMEHTAM OTHOCSITCS:

a) yCTaB, IITaTHOE PaclUCaHue, MOJ0KEHHE O CTPYKTYPHOM MOpa3/IeiICHIH,

JIOJ>KHOCTHBIE MHCTPYKIIHH;

6) IMMOCTAaHOBJICHUS, YCTAB, IPUKAa3bl, PCIICHUS, PACTIOPAKCHU A, ITOJIOKCHUS;
B) IMPOTOKOJIbI, aKThI, OOBSCHUTEIIBHBIC U JOKJIaAHBbIC 3aIIMCKU,
r) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JTOJKHOCTHBIE HHCTPYKIIHH.

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

0o0elaHUil U1 OrOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENIbHBIE TTHCHMA,;
0) rapaHTHilHbIE THCHMA,

B) IMCbMa-TIOATBEPKACHHUS;

I') IMChMa-peKJiaMaluy.

14. JIoxkyMeHTO00OpPOT — ITO:
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a) ABUIKCHUC NOKYMCHTOB B OpraHu3alvi ¢ MOMCHTA UX MMOJTYUYCHUS U CO3OaHUA

J0 MOMCHTA OTITPABKU HUJIW UCIIOJIHCHU A,

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

ylpaBJieHHs K HHKeCTOsIIeMY:

No ko

© ®

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

20.
21.
22.
23.
24.

25.
26.

a) MpHuKas;

0) 3asBICHUE;

B) YKa3aHHUE;

r) ciyxeOHas 3anmucka?

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

0) HampaBJIeHUS TOKYMEHTA Ha HCIIOJHEHUE;

B) IIpUeMa BXOJISIIETO TIOKYMEHTA.

IIpumepHbIi NepeYeHb IK3aMEeHAMOHHBIX BOIIPOCOB:

Llenu, 3a1a4M ¥ IPUHLMIIEI COBPEMEHHOTO JIEIONPOU3BOICTBA

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

JIOKyMEHT: IOHSITHE U OCHOBHBIE TPEOOBAHUS K €T0 COCTABICHUIO

Knaccugukarus 10KkyMeHTOB

CoctaB 1 ocoO0eHHOCTH PabOTHI C KaIpOBON JOKYMEHTAIUEH

Pabota ¢ koH(pUIEeHIHATbHBIMU JOKYMEHTaMH

OcobenHocT paboOThl € OOpamIeHUsSIMU W KajmoObamu OT rpaxiaaH JlOKyMEHT Kak
HOCUTEIb MH(OPMAIIUK U KaK CPEJCTBO pealn3alluy YIPaBICHYECKUX (QYHKINH.
HopmartuBHO-1ipaBoBbIE U METOUYECKHE OCHOBBI JIEJIONPOU3BOICTBA

VHudukanus M CcTaHapTH3alMs KaK OCHOBHBIE HAIIPABICHMSI COBEPLICHCTBOBAHMS
JIOKYMEHTalMu. DTalnbl JOKYMEHTO000pOTa B OpraHu3aluu

Opranuzanus paboThl ¢ JOKYMEHTaMHU.

Wupexcanus 10KyMEHTOB, IIpaBUJIa MHAEKCAIIUN JOKYMEHTOB

KoHTposnb, 32 HCIIOJTHEHUEM TOKYMEHTOB

[TonroroBka Jies1 K apXUBHOMY XPAHEHHUIO

DJEeKTPOHHBIN JOKYMEHTOOOOPOT B OpraHU3aluu

Opranuzanus JOKyMeHT000opoTa

Perucrpanus 10KyMeHTOB

KoHTponb ncnosnHenus J0KyMEHTOB

CucremaTuzanus ¥ XpaHeHHE JOKYMEHTOB

®enepasibHOE 3aKOHOAATENBCTBO 00 opranuzauuu 1OV, TpeOoBaHus yHUPUKALUU U
CTaHJapTU3aLUH.

OcHOBHbIE HampaBJIEHUS COBEPIIECHCTBOBAHMS cocTaBa U (OpPM JIOKYMEHTOB B
COLMAJIbHOM cdepe.

Bunet  noxymeHTOB  (pacmopsiaiuTelbHbIE, OpraHMU3allMOHHBIE, HH(OPMALMOHHO-
CIIPABOYHBIE) U UX XaPAKTEPUCTUKH.

IlepeyHn TOKYMEHTOB C THIIOBBIMU CPOKaMH XpaHEHUs. 3HAYCHHUE NEPEUYHEN U NOPSAA0K
UX IPUMEHEHUS B JIEIIONIPOU3BO/ICTBE.

Opraaun3anonsbie  GOpPMBI  JEIONMPOU3BOACTBA. MX 3aBHCUMOCTH OT CHenmUPUKH |
OpPraHU3aLMOHHOMN CTPYKTYPBI YUPEKICHUS.

JokymenToobopot. Onpenenenne, XapakTepucTUKa OCHOBHBIX JOKYMEHTOIIOTOKOB.
[TpaBuia opranuzanuu JOKYMEHTOO00POTa OpraHU3alHH.

JlokymMeHTOo000poT Kak 3((EeKTUBHBIH HHCTPYMEHT ONTHUMHU3ALUU YIPABICHUECKUX
peLIeHU.
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27.
28.
29.

30.

31.
32.

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

40.

TexHonorust paboThl ¢ OOPAIEHUSIMU TPAXKIAH B ICTONPOU3BOICTBE OPTaHU3AIHIH.
TpeboBanus 3aKOHOATENIBCTBA K OpraHU3AIMH pabOThI ¢ OOpAIICHUSIMHU TPaK/IaH.
Homenxknarypa nmen, e€ 3HadeHue, BHUIbI HOMEHKIATYp JEJI, METOJHMKA COCTaBICHUS
HOMEHKJIATYp JIe.

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

TenaeHInu pa3BUTHS JEKTPOHHOTO IOKYMEHTOO00pOTA.

[IpaBoBOW cTaTyc OAJIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIbHOE W HOPMATHBHOE
pEryIMpOBaHKUE UCIIOJIb30BAHUS YJICKTPOHHBIX JOKYMEHTOB. DIIEKTPOHHBIC IOKYMEHTHI 1
0a3bl TAaHHBIX B COIMAIBHOMU cdepe.

JIOKYMEHTBI HO IMYHOMY COCTaBY U UX OCHOBHBIE BUJIBI.

Oranbl 00padOTKH BXOASANIMX JTOKYMEHTOB.

[TepBudunas 06pabOTKa BXOIAIINX JOKYMEHTOB.

[TpuHsTHE YIIPaBIEHYECKOTO PEIICHUS 10 KOHKPETHOMY JIOKYMEHTY.

O0paboTka OTHPABIAEMBIX JOKYMEHTOB.

Perucrpanus 1OKyMeHTOB.

@DopMBI  peTHCTpAllMM  JTOKYMEHTOB:  IIEHTPAJU30BaHHAs, JICIICHTPAIU30BaHHAS,
CMCIIIaHHAS.

KoHTpob HcroIHeHUsT JOKYMEHTOB.
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