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HaumeHoBaHue TUCHMILUIMHBI — JJOKyMeHTAIMOHHOE oOecrieyeHre yIpaBJieHust

1. Ilepeyennb NIaHUPYeMBbIX Pe3y/IbTATOB 00y4YeHHS M0 JMCIUIIIHHE, COOTHECEHHBIX €
IUIAHNPYEMBbIMH pe3y/IbTaTaMHi 0CBOCHHS 00pa30BaTeIbHOM MPOTrPaMMbl

Lear ocBoeHHsi AUCHMIUVIMHBI:  (HOpPMHpPOBaHWE 3HAaHWM O TPHHOUNAX  OpPTaHU3ALUHU
JOKYMEHTOO0OpOTa, MeTofax OOpaOOTKM JOKYMEHTOB W CHCTEMaMH aBTOMATU3allUd pPadOThI C
JTOKYMEHTaMHU.

3agaun:
* OCBOGHHME NpaBWJI OpraHW3aluy pabOThl C JOKYMEHTaMH CIIyObl JOKYMEHTAI[HOHHOTO
o0ecreyeHus yrpaBieHHs;
*  HU3y4YCHHE MOPsIKAa OpraHU3aK padoT MO AETONPOU3BOJICTBEHHOMY 00CITY)KHBaHUIO;
*  OBIIAJICHHE IPUEMaMH COBPEMEHHOTO JEJIONPOHU3BOICTBA.
JucuumiHa «/lenoBele KOMMYHUKAalMH» B paMKax BOCIIUTATEIBHOW paOOTHI HalpaBlieHa Ha
(bOpMI/IpOBaHI/Ie y 06yqa}0H1ch;1 YMCHUA apryMCHTUPOBATb, CAMOCTOATCIBHO MBICIIMTh, PAa3BHUBACT
TBOPYECTBO, MPO(ECCHOHANBHBIE yYMEHHS TBOPYECKH PA3BUTOH JIMYHOCTH, CHUCTEMBI OCO3HAHHBIX

3HAHUI.

Ili1anupyemble pe3yabTaTbl 00y4eHUs
[Tporiecc 0CBOCHMSI TUCITUTUIMHEI HAIIPaBJICH HA (POPMHUPOBAHUE CIEAYIONTNX KOMITETECHITUI:
YK-4 CriocobeH OCymecTBIATh JEI0BYI0O KOMMYHHUKAIIMIO B YCTHOHW M TNMHUCbMEHHOW (opmax Ha
rocyapcTBeHHOM si3bike Poccuiickoit denepanuu u ”HOCTpaHHOM(BIX) SI3BIKE(AX).
OIIK-2 CriocobeH ocymecTBIsATh COOp, 00padOTKy M aHAIM3 JaHHBIX, HEOOXOAUMBIX JIJIS PEIICHUS
MMOCTABIICHHBIX YIMPABICHUYECKUX 3a7a4, C HCIOJIb30BAHHEM COBPEMEHHOTO HWHCTPYMEHTapus |

HHTCJUICKTYaJIbHBIX I/IH(l)OpMaHI/IOHHO-aHaJ'II/ITI/ILIeCKI/IX CHUCTEM.

Marpuuna cBsi3u JUCUUIIMHBI 51.0.15 «/[oKyMeHTallMOHHOe o0ecneyeHre YIPaABJIeHUsI» 1
KOMIleTeHI i, popMUpyeMbIX HA OCHOBE M3YYeHHsl JMCIHUIIUHBI, ¢ BpeMEHHbIMH 3TanlaMu

OCBOCHMA €€ COACPKAHUA

Koa n Koa n Kon Koa nu nHammeHoBaHue

HAUMEHOBaHHE | HAUMEHOBAHHE HHIMKATOpPA JAeCKPUNITOPOB

KOMIIETeHIIMH | HHAMKATOpa KOMIIeTeHIIUH (nJIaHUpyeMBbIX

BBINNYCKHUKA KOMIIETeHIIUH BBINNYCKHUKA pe3yJabTaToB 00y4eHHs
BBINYCKHUKA BbINIYCKHUKOB)

YK-4. YK-4.2. Bener YK-4.2. YK-4.2.1

Crniocoben JIEJIOBYIO 3name: OCHOBHBIE TOHSITHS

OCYLIECTBIIATh | KOMMYHHKAIUIO B JTOKYMEHTAIlMOHHOTO  00ecreyeHust

JICIIOBYIO MUCHbMEHHOU U yOpaBlIeHUsS;  LeAW, 3ada4d |

KOMMYHHUKAIMIO | AJIEKTPOHHOM opMme, MIPUHIIMIIBI JIOKYMEHTAI[MOHHOTO

B YCTHOW H | yYHUTHIBas oOecriedeHrs yMpaBiICHHs; MpaBuiIa

MMUCbMEHHOU 0COOEHHOCTH odopMieHUs JTIOKyMEHTOB u

bopmax Ha | CTWJIMCTUKU MOCTPOEHUS YCTHBIX COOOIICHUH;

rOCyAapCTBEHH | OQUIIMANBHBIX U

OM A3bIKE | HEOPHUIMATIBHBIX YK-4.2.2

Poccuiickont IIHACEM, Ymems: rpamoTHO wH3NArarh CBOU

Qdenepaiii U | COLUOKYIBTYPHBIC MBICTTH U O0OPMIISITh JTOKYMEHTHI IO

UHOCTpaHHOM( | pa3nuuus B hopmare npodeccHOHaIbHOM — TeMaTHKe Ha

BIX) SI3bIKE(aX). | KOPPECTIOHICHIINH Ha TOCyIapCTBEHHOM W HMHOCTPAHHOM
rOCyIapCTBEHHOM U A3BIKE;




MHOCTPAHHOM (-bIX)
SI3BIKAX

YK-4.2.3

Baagern:
KOMMYHHKAITHOHHBIMH
TEXHOJIOTHUSIMU, TIOUCKOM U
HCIIOIL30BaHUEM
uH(pOpMaIuu, HEOOXOTUMOI
111 93P EKTUBHOTO

BBITIOJTHEHHUS

npodecCHoHaTBHBIX 3a/1a4
OIIK-2 OIIK-2.5 OIIK-2.5 OIIK-2.5.1
Cnocoben CocTaBigeT NpOoeKThI 3Harh:
OCYWIECTBIISITh | pacloOpsAIUTEIbHBIX, OCHOBHBIE TEOPETHUYECKUE "
coop, OpraHU3aIMOHHBIX U METOA0JIOTHUYECKHE MOJIOKEHMS,
00paboTKy ¥ | HH(OPMALMOHHO- HOpPMAaTHBHO-TIPAaBOBYIO ~ 0a3zy 1o
aHan3 CIIPABOYHBIX JOKYMEHTAI[MOHHOMY OO€CIeUeHHUIO
JTAHHBIX, JIOKYMEHTOB, YIPaBIEHYECKOM NesTETbHOCTH;
HE0OXO0IUMBIX OCYUIECTBIISIET UX CYUIHOCTb U COJIep’KaHH€ OCHOBHBIX
Ui peuieHust | “HGOpMaIMOHHYIO MTOHATUI u Kareropui
MOCTaBJICHHBIX | 00pabOTKy U JOKyMEHTAITMOHHOTO  00eCTIeueHUs
YIPaBJICHYECKH | BHEIPEHUE B YIpaBICHUS;
X  3amay, C | yIpaBJIEHUYECKYIO TEXHOJIOTUH CO3/1aHus
UCTOJb30BAHUE | IEATEIBHOCTH C OpraHU3aIMOHHBIX "
M Y4eTOM 3aJIaHHBIX pacnopsAUTENbHBIX JIOKYMEHTOB,
COBPEMEHHOI'0 | KpUTEpUEB KayecTBa HEOOXOIUMBIX Ui BHEAPEHHUS B
WHCTPYMEHTapu | JOKYMEHTOB YIPaBIEHYECKYIO JIEATENbHOCTb;
s u OIIK-2.5.2
HWHTEIUIEKTyallb Ymern:
HBIX UCTIOJIb30BaTh HOPMAaTHBHO-
nH(pOpMaIMOHH MIPaBOBYIO 0a3y o
0- JOKYMEHTAI[HOHHOMY 00€CIIEYEeHHUIO
aHAJIUTUYECKUX yIpaBiIeHYECKOI NeSITeNIbHOCTH;
CUCTEM OCYILECTBIATh rpaMOTHOE

MOCTPOCHUE ACJIOBBIX JTOKYMEHTOB;
OIIK-2.5.3

Baangern:

MpaBWJIaMU MPUMEHEHUS TEXHOJIOTUI
CO31aHUuA ,Z[OKyMeHTOB Ha HpaKTI/IKe;

HaBBIKAMU IMOATOTOBKH
OpTraHU3aIMOHHBIX 51
pacropsIANTEIIbHBIX JIOKyMEHTOB,

HEOOXOAMMBIX ISl  OCYIIECTBICHUS
YIpaBJIECHYECKOH 1eATeIbHOCTH

2. MecTo yueOHOH TMCUMILUIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MporpaMMbl

Jucuuniauna oos3arensHoi yactu OIT.
B crpykrypHOIl (opMe MexXmpeaMETHblEe CBS3U H3yyaeMOW AMCUMIUIMHBI yKa3aHbl B
COOTBETCTBHH C YUYCOHBIM IJIAHOM 00pa30BaTeIbHON MPOTPAMMEI TI0O OYHOH (hopMe 0OydIeHHUSI.




CBs13b TUCHMIUIMHBI «J{0OKyMEHTalIMOHHOE 00ecIeueHNE YIPABICHUs» C TIPEIIIECTBYIONUMHA

AUCHUIITIMHAMHU U CPOKU UX U3YUCHUA

Koo Jlucyunaunst, npeduecmeayowue nepeo OUCYUNIUHOU Cemecmp
OUCYUNTUHDBL «JloKkyMeHTanmoHHoe 00ecrieYeHHne YIpaBIeHHsI»
b51.0.03 Pycckuii sI3bIK M KYJIBTYypa peuu 1
51.0.04 JlenoBble KOMMYHUKALUU 1
b51.0.09 Maremaruka 1
b1.0.10 NHOCTpaHHBIN A3bIK 1

CBs3b AuCHMIUINHBIL «J[OKyMEHTAIIHOHHOE 00eCIIeueHHE YIIPABICHUS» CO CMEKHBIMU

AUCHUIIIMHAMHA, U3YHYA€MBIMHU MMapaJlJICJIbHO

Koo Jucyunnunsl, uzyyaemvle napaiierbHo Cemecmp
OUCYUNTIUHDBL
b1.0.09 Maremaruka 2
b1.0.10 NHOCTpaHHBIN A3bIK 2
b51.0.12 CoBpeMeHnHble HH()OPMAIIMOHHBIE TEXHOJIOTHH 2

CBs3b AuCHMIUINHBI «J[OKyMEHTAI[HOHHOE 00eCIIeueHHE YIIPABICHUS» C OCIIEAYOIUMU

AUCHUIINIMHAMHU U CPOKH UX U3YUCHUA

Koo Jucyunnunsl, cnedyrowue 3a OUCYUNIUHOU Cemecmp
OUCYUNTIUHDBL «JlokymMeHTalmoHHOe o0ecrieueHue yrpaBIeHUs»

b1.0.10 HMHOoCTpaHHBIN SA3BIK 3

b1.0.22 busnec-cratucTka 3

51027 WHupopmanimoHHbIe TEXHOJIOTHH B IPO(PECCHOHATLHON 4
JeSITeIbHOCTH

b1.0.28 OKOHOMHUKO-MaTeMaTH4ECKOE MOAECINPOBAHUE 4

b2.0.01(Y) YuyeOHast MPaKTUKA: 03HAKOMUTENIbHAS PAKTHKA 4

52.0.02(IT) [Tpon3BoACTBEHHAs MPAKTHKA: TEXHOJIOTHUYECKas (IIPOEKTHO- 6
TEXHOJIOTMYECKas) IPAKTHKA

3. O0beM TMCHUIIMHBI B 324€THBIX eIHHUIIAX ¢ YKA3aHHEM KOJIUYECTBA aKaJJeMHYeCKUX
4acoB, BbII€JIEHHBIX HA KOHTAKTHYI0 padoTy 00y4awuuxcs ¢ npenoaasaresieM (1o BUaam

yueOHBIX 3aHATHI) 1 HA CAMOCTOSITEILHYIO Pa0oTy

Buabi yueOHo# padoThl dopma 00yueHHsI
Ounas OuHo-
3a04Has

IopsiakoBbIii HOMEp ceMecTpa 2 3
OO01mast TPyI0eMKOCTh AUCIHILTUHBI BCETO (B 3.€): 3 3
KonTakTHas paboTa ¢ mpenoaBaTesieM Bcero (B 38 30
aKajl. yacax), B TOM YHCJC:
3aHATHS TESKIIMOHHOTO THITA (JICKIHH) 18 18
3aHATHSI CEMUHAPCKOT'0 THUIA (IIPaKTUYECKNE 18 10
3aHATHS, CEMUHAPHI B TOM yucie B (hopme
MPaKTUYECKON MOATOTOBKH)




Tekymas arrecranus 1 1
KoHcynpranmu (mpeid3k3aMeHaliOHHBIC) - -
[IpomeskyTOoYHas aTTeCTalUs 1 1
CamocrosiTenpHas paboTa Bcero (B akaj. yacax), B 70 78
TOM YHCIIC:

dopma NPOMEKYTOUHOM aTTeCTalNU:

3adet/ nuddepeHIMpoBaHHBIN 3a4eT 3a4eT 3a4eT
DK3aMEH

OO6mmast Tpy1I0€MKOCTh AUCITUIUTHHBI (B aKal. 108 108
yacax)

4. ConepxaHue TUCHUILUINHBI, CTPYKTYPHPOBAaHHOE 10 TeMaM (paszesam)
4.1. TemaTnuyeckoe NJIAHNPOBAHHE

TEMA 1. llousiTue, neau, 3a1a41 ¥ NPUHIMIBI 1eJ10NPOU3BOACTBA

Ponb nenonpoun3BoicTBa B yIIPaBICHUHU. DTalbl pa3BUTHS AeI0Nponu3BocTBa. Llenu, 3anaun
U TMPUHLUIB COBPEMEHHOTO NeNoNnpou3BojcTBa. HopmaTuBHO mpaBoBas 0a3a B OpraHu3aluu
JTOKYMEHTAITMOHHOTO 00eCIIeYeHUSI.

TEMA 2. OcHOBHbI€ TOHSITUSI JOKYMEHTAIHOHHOT0 00ecnieYeHus1 yIpaBJieHust

[lonatne ® cocTaB  yNpaBICHUECKUX  JOKyMeHTOB. ExuHbie TpeOoBaHus K
JOKYMEHTUPOBAHUIO yIpaBJIeHYE€CKON NESITETbHOCTH. T'ocynapcTBeHHast cucreMa
JIOKyMEHTanoHHoro obecneuenust ympasinenus (I'CHOY). Ilpunmunsl yHHUPHUKaIUUM U
CTaHJApTH3aLMH JOKYMEHTOB.

TEMA 3. CucremMa J0KYMEHTAIIMOHHOTO o0ecriedeHnsl yIpaBJeHus.
[lonatue 00  yHuUUIUpPOBAHHON  cHcTeMe  OpraHU3aIlOHHO-PACTIOPSIUTEILHON
JOKYMEHTaI1H.

TEMA 4. Knaccudukauuss aokyMeHTOB. TpeGoBaHMsi K COCTaBJIeHHI0 M O(opMIIeHHIO
AOKYMEHTOB.

Knaccudukanmust opraHum3aniMoHHO —  pacropsiautenbHor — mokymeHtanuu — (OPJI).
TpeboBanust k cocTaBieHUIO U 0)OPMIICHHUIO TOKyMEHTOB. [IpaBuia oopmieHuss peKBU3UTOB, UX
BU/IBL.

TEMA 5. Opranu3auoHHO-pacnopsiiuTeIbHble JOKYMEHTbI

THoustus 06 OpraHu3allMOHHBIX JOKYMCHTAX - YCTaB, IOJOXCHUC, [HOJLDKHOCTHAsA
MHCTPYKLHUS, MpaBWiia BHYTPEHHErO TPYIOBOIrO pacropsijika, mTaTHoe pacnucanue. [lonstue o
pacnopsiIUTENbHBIX IOKYMEHTaxX — [PUKa3, paclopsikeHUe, yKa3aHue, OCTaHOBJICHHE, PEIICHHE.

TEMA 6. CipaBo4HO-HH(OPMALOHHBbIE JOKYMEHTbI

[ToHATHE O CHPaBOYHO-MH(POPMALMOHHBIX JIOKYMEHTaX — aKT, MPOTOKOJ, JOKJIaJHas
(cmyxeOHasi) U OOBSCHHUTENbHAS 3alMCKU, CIPaBKa, JEJIOBbIE MUChMa: MHUChMO-3aMPOC, MHCHMO-
OTBET.

TEMA 7. Opranusanusi 10KyMeHT0000poTa

[lonarue o nmoxymeHTooOOpoTe M ero sramax. OCHOBHbBIE MpaBHUJIA €r0 OpraHU3alMu:
perucTpamys JOKyMEeHTa, KOHTPOJIb 3a €ro NCIIOJIHEHUEM, TOrOTOBKA JUISl XPaHEHHUS, SKCIIEpTH3a U
nepenaya B apxuB. MHopMarmonHo-cipaBoyHasi padora.



TEMA 8. HomenkJiatypa ae
HpaBI/IJIa " COCTABJICHUC HOMCHKIJIATYPhbI ACII.

TEMA 9. ABToOMaTH3HpoBaHHas 00padoTka nHGpopManuu

OcBoeHMe TeXHOJIOTMH aBTOMAaTU3UPOBAHHON 00pabOTKH TOKYMEHTOB.

4.2. Conep:xaHue 3aHATHI CEMMHAPCKOT0 THIA

Buabl

Ne | Conep:kaHue NPaAKTHYECKUX 3AHATHI npakTuyeckux | Tekymmii KOHTPOJIb

3aHATHH

1. | TEMA 1. Ilousithe, ueiad, 3a4a4d W NPHHOHNBLI | - Occena NunuBunyansHOE U
JeJIONPOU3BOACTBA TPyIIIOBOE
IIpakTHYeckne 3aHATHSA: - TUCTYT cobecemoBaHueE.

1. HW3ydyeHue HOpMAaTUBHO — TPaBOBOM 0a3bl B
OpraHu3aIy JOKYMEHTAIIMOHHOTO 00eCIICUCHUSI. - 00CYXKICHUS MOHHUTOPHUHT
pedeparos CEMUHAPCKHUX U
MPaKTUYECKUX
3aJaHuN.

2. | TEMA 2. OcHOBHbI€ MOHSITUSI TOKYMEHTAIIMOHHOTO NuauBunyansHOE U
o0ecrneyeHusi ynpaBjaeHUs - Oecena rpyIIoBoe
I[IpakTHyeckne 3aHATHSA: cobecemoBaHueE.

1. CocTaBUTh JOKYMEHT B COOTBETCTBHH C MPUHIIMIIAMH | - OOCYKICHHS

yHU(pUKAIUU pedeparoB MoHuTopuHr
CEMUHAPCKHUX U
MPaKTUYECKUX
3aJaHuN.

3. | TEMA 3. Cucrema JOKYMEHTAIMOHHOIO | - Oecena NunuBuayansHOE 1
o0ecrneyeHus1 ynpaBJjieHHsl. rpyIIoBOE
IIpakTHYeckune 3aHATHSA: - 00CyXKaeHus cobecenoBanue.

1. CocTaBUTh JOKYMEHT paclopsIUTEILHOTO XapakTepa. | pedeparon
MoHuUTOpUHT
CEMUHAPCKUX U
MPAKTUYECKUX
3aJaHuN.

4. | TEMA 4. Knaccudukanus 1okymeHToB. TpedoBanus NuauBunyansHOE U
K COCTABJICHHIO H 0OPMJICHUIO TOKYMEHTOB. - Oecena rpyIIoBOe
IIpakTHYeckne 3aHATHSA: cobecenoBaHueE.

1. OdopmiieHue peKBU3UTOB OJIaHKa - IUCIyT
MoHuUTOpUHT
CEMUHAPCKUX U
MPAKTUYECKUX
3aJaHuN.

5. | TEMA 5. Opranu3annoHHO-pacnopsiAuTeNbHbIE | - Oecena NuauBunyansHOE U
JOKYMEHTbI rpyIIoBoe
I[IpakTHYeckne 3aHATHSA: - IUCITYT cobecenoBaHueE.

1.CocraBnenue u 0OpMIICHHE OpPraHU3alMOHHON




JIOKYMEHTALUH. - 00CcyXIeHus MonHuTOpUHT
2.CocraBnenue u opopMiIeHUE PACTIOPATUTETHHOM pedeparos CEMHHAPCKUX U
JIOKYMEHTALIUH. MPAKTHYECKHIX
3.CocraBiieHUE 3asBICHUS, TPYJIOBOTO I0rOBOPA, 3aJaHuN.
MIPUKa3a Mo JUYHOMY COCTaBY.

6. | TEMA 6. CnpaBouHo-nH(popMallMOHHBIE JOKYMEHTHI | - Oecena NunuBuayansHOE 1
I[IpakTHYeckne 3aHATHSA: rpyIIoBoe
1.CocraBnenue u opopmieHne nHGOpMaIMOHHO- - IACITYT cobecemoBaHue.
CIIPABOYHOU JTOKYMEHTALUHU
2.CocraBiieHUE JEI0BbIX MUCEM: TUCHMO-3aIpOC, - 00CyXaeHus MoHuTOpUHT
MHACbMO-OTBET, MPETEH3UOHHOE MUCHMO. pedeparos CEMUHAPCKUX U

MPAKTHYECKHUX
3aJaHuN.

7. | TEMA 7. Opranu3anusi 10KyMeHT0000poTa NuauBunyansHOE U
I[IpakTHYeckne 3aHATHSA: - Oecena rpynmnoBoe
1. KowmmuiekToBaHHe W TOArOTOBKA JOKyMEHTa IUIs cobeceioBaHueE.
XpaHeHus - 00cyxeHus

pedeparos MoHUTOpUHT
CEMUHAPCKUX U
MPAKTHYECKHUX
3aJaHuN.

8. | TEMA 8. HomeHnkaatypa e - ODecena NunuBuayansHOE 1
I[IpakTHYeckne 3aHATHSA: rpyIIoBoe
1.CocraBneHre HOMEHKIATYPbI A€ NPEAIPUITUS. cobeceioBaHUE.

MoHuUTOpUHT
CEMUHAPCKUX U
MPAKTHYECKUX
3aJaHuN.
4.3. CamocTosiTesIbHAst padoTa CTyIeHTa
Ne
HaumeHoBaHue TeMbl AU CHUILINHBI ®opMbI NOATOTOBKH
1. | TEMA 1. Housrue, ueau, 3a5a4u u - TlomroroBka cooOmIeHNII K BBICTYIUICHHUIO Ha
NPHHIHKIBI 1J0NPOH3BOACTBA CEMHHApe-IUCITyTe
- [loaroroBka pedeparon
- BbINIOJTHEHHE MPAKTUYECKUX 3aJaHUI
2. | TEMA 2. OcHOBHbBIC NOHATHS - IlogroroBka cooOmeHWI K BBICTYIJICHHIO Ha
JAOKYMEHTAIHOHHOTO o0ecrneyeHnst ceMHuHape.
ynpaBJieHusl - [lonroroBka pedeparon
- BbINIOJTHEHNE MPAKTUYECKUX 3aJaHUM
3. | TEMA 3. CucreMa J0OKYMEHTALHMOHHOIO - IlogroroBka cooOmeHW K BBICTYIJICHHIO Ha
olecreyeHusi ynpapJjieHHs. ceMHuHape.
- [loaroroBka pedeparon
- BbINIOJTHEHHE MPAKTUYECKUX 3aJaHUM
4. | TEMA 4. Knaccupukanusi J0KyMeHTOB. - IlogroroBka cooOmeHW K BBICTYIJICHHIO Ha
TpeOoBaHMs K COCTABJIEHUIO U CeMHUHape- AUCIyTe
0(popMJICHHUIO JOKYMEHTOB. - BhINIOJIHEHHE NPAKTUYECKUX 3aJaHUMI
5. | TEMA 5. Opranu3anuoHHoO- - IlogroroBka cooOmeHW K BBICTYIJICHHIO Ha




pPacnopsaauTeJbHbIC JOKYMEHTDI

CEMUHape-AUCIyTe.
- [logroroBka pedeparon
- BhINIOJTHEHNE PAKTUYECKUX 3aJaHUHI

TEMA 6. CnipaBo4yHo-UH(popMaIMOHHbIE - TlogroroBka cooOIIEHWH K BBICTYIUICHHIO Ha
JOKYMEHTbI CEMUHape-AUCIyTe.
- [logroroBka pedeparon
- BhINIOJTHEHNE NPAKTUYECKUX 3aJaHUHI
TEMA 7. Opranusanus - TlogroroBka cooOIIEHWH K BBICTYIUICHHIO Ha
AOKyMeHT000opoTa ceMHUHape.
- [logroroBka pedeparon
- BhINIOJTHEHHE NPAKTUYECKUX 3aJaHUI
TEMA 8. Homenkaartypa aes - TlogroroBka cooOIIEHWH K BBICTYIUICHHIO Ha
CEeMHUHape
- BbINOJTHEHNE MPAKTUYECKUX 3aJaHUN
TEMA 9. ABTomaTu3upoBaHHas | - IloarotoBka cooOmIeHHH K BBICTYIUIGHHIO Ha

00padoTka nHpopManun

CEMHHApE.

4.4. PacnpenesieHue 4acoB 10 TeMaM M BHAaM YUeOHbIX 3aHATHI

Homep Ilpakmuueckue | Camocm. paboma
pazoena, | Komne 3anamus CMYy0eHmoe
Konmaxmnas
membl meHyu Goma Jexyuu Cemunaput
oucuyunn u pa
UHBL
Dopmu oPO | 0300 | OO | O30 | ODPO | 0390 | O®O | 039O
00yuenusn

TEMA 1. | YK+4 4 6 2 2 2 2 8 8
OIIK-2

TEMA 2. | YK+4 4 2 2 2 8 8
OIIK-2

TEMA 3. | YK+4 4 6 2 2 2 2 8 10
OIIK-2

TEMA 4. | YK4 4 2 2 2 8 8
OIIK-2

TEMA 5. | YK4 6 6 2 2 2 2 8 8
OIIK-2

TEMA 6. | YK-4 4 2 2 2 8 10
OIIK-2

TEMA 7. | YK4 4 6 2 2 2 2 8 8
OIIK-2

TEMA 8. | YK-4 4 2 2 2 6 8
OIIK-2

TEMA 9. | YK-4 2 4 2 2 2 2 8 10
OIIK-2

Tekymias | YK-4 1 1

arTecTanu OIIK-2

s

Koncynbr - -

aluu

(mpemdK3a

MEHAIIUOH

HBIC)




IMpomexy | YK-4 1 1

TOYHasA OIIK-2

arTecTaiu

S

Bcezo: 38 30 18 18 18 10 70 78

4.5. Metoauyeckne yKazaHus JJisl 00y4alOMMXCHA MO0 OCBOEHHI0 THCIMILIHHBI

Jlis paBUIIbHOM OpraHW3alui CaMOCTOSTENBHONW pabOThl HEOOXOJUMO YUYUTHIBATH MOPSIOK
U3Y4YEHMsI pa3/ielioB Kypca, HaXOAAIMXCSl B CTPOrOM JIOTUYECKOW IocienoBareabHocTu. [loaTtomy
XOpOLIEE YCBOEHUE OHOM 4aCcTU JUCLUIUIMHBI SBISIETCS MPEANOCHUIKOMN Ul YCHEIIHOTO IIepexoaa
K ciuemyroumied. Jns Iydmiero 3aroOMMHaHUS MaTepuana  IeJIecoO00pa3HO  HCIOIb30BaTh
MHIUBUAYaTbHbIE OCOOCHHOCTH U pa3HbIe BUJIBI TAMATHU: 3pUTENIbHYIO, CITyXOBYIO, ACCOIIUATUBHYIO.
VYcnemHomMy 3alOMUHAHUIO CHOCOOCTBYET MPHUBEACHHE SPKUX CBHUJIETENBCTB W HArJISAHBIX
MpUMepOoB. YueOHbII MaTepuall JOHKEH MOCTOSHHO MOBTOPSATHCS U 3aKPEIUIATHCS.

[TongroroBka K MPaKTUYECKOMY (CEMHUHApPCKOMY) 3aHATHI0O HAUYMHAETCA C TIIATEJIBHOTO
O3HAKOMJICHHUS C YCIIOBHSIMH TPEACTOSAIICH paboThl, T. €. ¢ 00palIeHus K BOIPOCAM CEMHUHApPCKUX
3aHATUH. OnpeaenuBIINCh C TPOOIEMOH, caelyeT o0OpaTUThCs K peKoMeHayeMoi nuteparype. 1lpu
MOJrOTOBKE K TIPAKTUUYECKOMY (CEMHHApPCKOMY) 3aHSATHIO 00s3aTeNbHO TpeOyeTcs H3ydeHue
JIOTIOJIHUTEIBHON JINTEPATypbl 1O TeMe 3aHATUSA. be3 HCronb30BaHMS HECKOIBKUX HCTOYHUKOB
nHpOpMalud HEBO3MOXXHO TPOBEJCHHWE IHUCKYCCHUM Ha 3aHATHSIX, OOOCHOBaHHE COOCTBEHHOM
MO3UIMH, MOCTpOeHHE apryMmeHTanuu. Eciu oOcyxnaemblii acmeKT HOCHT —JMCKYCCHOHHBIN
XapakTep, CleayeT U3y4YUTh CYLIECTBYIOIIME TOUYKH 3pEHHUS U BbIOpaTh TOT MOJXOJ, KOTOPBI BaMm
Kakercss HauOosiee BepHbIM. [Ipm 3TOM cleayeT y4HTHIBaTH HEOOXOAMMOCTH O00s3aTenbHON
apryMeHTaluu cOOCTBEHHOH mo3uiuu. Bo BpeMs MpakTUYECKUX 3aHATUN PEKOMEH]yeTCS aKTUBHO
y4acTBOBaTh B OOCYXJCHHH pPacCMaTPUBAEMOM TEeMbl, BBICTYNaTh C TOJTOTOBJIICHHBIMH 3apaHee
JOKJIaJIaMH U MPE3EHTAUsAMU, TPUHUMATh YYaCTUE B BHIMOJIHEHUU MTPAKTUYECKUX 3a/IaHUM.

C uenpro obecriedeHrs: yCIeutHoro o0yueH s CTyIEHT JOJKEH TOTOBUTHCS K JIEKIIMU, TTOCKOJIBKY
OHa SIBJSIETCS BaXXHOM (HhOpMOI opraHM3alMy y4yeOHOro mpolecca: 3HAKOMHUT C HOBBIM y4YeOHBIM
MaTepuajoM; pa3bsACHSAET Y4yeOHbIE DIEMEHThl, TPYAHbIE MJIi MOHMMAHHUSA;, CHUCTEMaTU3UPYET
y4eOHBII MaTepua, OPUEHTUPYET B YICOHOM IIpoIiecce.

[ToAroToBKa K JIEKIMU 3aKIHOYAETCS B CIEIYIOIIEM:

- BHUMATEJIbHO IPOYUTANTE MAaTEPUA MIPEABIAYIEN JEKIINH;

- y3HailTe TeMy MPEeACTOSANIEH JEKIUHU (IT0 TEMAaTHYECKOMY TUJIaHy);

- O3HAaKOMBTECH C YUYCOHBIM MaTEPHAIOM IO YUEOHBIM MTOCOOUSIM;

- TocTapaiTech ySICHUTh MECTO U3y4aeMOi TEMbI B CBOEH PO ECCHOHATBLHON MOATOTOBKE;

- 3alMIIUTE BO3MOXHBIE BOIPOCH, KOTOpPbIE BBl  33JaJUTE IPENOJABATENI0O  Ha

JIEKIIUH.

Bo Bpemst nekuun peKOMEHIYeTCs COCTaBISATh KOHCHEKT, PUKCUPYIOLUIUI OCHOBHBIE MOJIOKEHUS
JIEKUMHU U KJIIOYEBBIE ONPEAETIEHUS 110 MPOUICHHOU TEME.

K 3agery HE00XOAMMO TOTOBUTCS LEJIEHANPABICHHO, PETYJISIPHO, CUCTEMAaTHUECKH U C MEPBBIX
aHeW oOyueHHsT 1O JucUMIUIMHE. [lOmBITKM OCBOMTH AMCUMIUIMHY B TEpUOJ 3a4€THO-
9K3aMEHALlMOHHOM CECCHEH, KaK IPAaBUIIO, ITOKA3BIBAIOT HE CIUIIKOM XOPOLIUH pe3yibpTaTr. B camoMm
Hayajie yueOHOro Kypca CTYAEHTY CIEeQyeT MO3HAKOMUTHCSA CO Clenylonie yueOHO-MeToAnuecKon
JTOKYMEHTaIUEH:

- NOPOrpaMMON JUCLUIIIUHBL,
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- IepeYyHeM 3HAaHUU U YMEHUH, KOTOPBIMU CTYJEHT JOJI’KEH OBJIA/IETh;

- TEMaTUYECKUMH IJIaHAMH JIEKIIUHA, CEeMUHAPCKUX 3aHSATHUH;

-  KOHTPOJbHBIMU MEPOIPHUATHIMHU;

- y4eOHBIMH MTOCOOUSMU TIO AUCIHILTHUHE;

- IIEpEYHEM BOIPOCOB K 3a4ETy.

[Tocne »3TOro 'y CTyOeHTa JOJDKHO  CQOPMHpPOBATHCS  YETKOE IMpeacTaBiIeHue 00
o0beMe M  XapakTepe 3HAaHUM W  yYMEHHWH, KOTOpPHIMH Hajo OyzaeT OBJageTh 110
TUCLIUILIMHE. Cucremarnueckoe BBITIIOJIHEHUE yueOHOI paboThI Ha JEKIHSIX,
CEMHUHAPCKHUX 3aHATUAX U B MPOIECCE CAMOCTOSTEIbHOM pabOThl IMO3BOJHUT YCIEIIHO OCBOUTH
JTUCLUIUIMHY U CO3JIaTh XOPOIIyI0 06a3y JUIs cjauu 3a4eTa.

Pexomenyemast TeMaTHKa 3aHATHA MAaKCUMAJIbHO IMTOJTHO peau3yeTcsl B KOHTaKTHOU paboTe co
CTylIeHTaMu O4YHOW (opmbl 00yueHHs. B ciyuae peanmszanuu 00pa3oBaTeIbHOW MPOrpaMMbl B
3204HOM / OYHO-3204HOM (hOpMeE TPYLOEMKOCTh AUCHMILTUHBI COXPAHSAETCS, OTHAKO 00bEM yueOHOTo
Marepuana B 3HAUUTENBHOM YacTU OCBAaMBAETCS CTyIEHTaMU B (popMe caMOCTOATEIbHOW paboThI.
[Ipu »TOM TpeOoBaHUS K OXHUAAeMbIM 00pa3oBaTelIbHBIM pe3yJbTaTaM CTYACHTOB IO JaHHON
IUCLUIUIMHE HE 3aBUCAT OT (POpMBI peanu3aiii 00pa3oBaTeabHON MPOrpaMMBbl.

B cnydae opranmzanuu y4eOHOH pabOThI C UCIOIB30BaHHEM JTUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX
TEXHOJIOTUH 3aHATHS POBOJSTCS B AJIEKTPOHHON HH(POPMAIIMOHHO-00pa30BaTEeIbHON Cpe/ie HHCTUTYTA.

5. OBPASOBATEJIBHBIE TEXHOJIOT'UHU
5.1 O6pa3oBare/ibHbIE TEXHOJIOTHHI

OCBOCHMHM Y4e€OHOM JMCHUIUIMHBI  «JlOKyMeHTalmoHHOEe o0OecrieueHue  YIpaBICHUS»

HCIIONB3YIOTCS CIIEYIONIE TPAAMIMOHHbIE 00pa3oBaTeIbHbIe TEXHOJIOTHH:

- YTeHHEe NH(POPMAITMOHHBIX JICKIIUNA C UCITOJIb30BAaHUEM JOCKH 1 BHJIEOMATEPUATIOB;
- CEMUHAPCKUE U MTPAKTUYECKUE 3aHSTHS;

- KOHTPOJIbHBIE OTPOCHI;

- KOHCYJIbTAllUH;

- caMOCTOATeNbHas paboTa CTY/IEHTOB C YUeOHOM TUTepaTypoil U MepBOUCTOUHUKAMH;

- TCCTUPOBAHUC MO OCHOBHBIM TCMaM JUCIHUIIIIMHBI (HpOMC)KYTOqHBIﬁ KOHTpOJII:);

- 3a4€THAas arTTeCcTranus.

5.2. Ucnosib3oBaHne HH(POPMAITMOHHBIX TEXHOJIOTHIA:

* TEXHOJOTMH, OCHOBaHHbIE Ha wucnonb3oBaHuu OHNOC wuHCTUTYTA (METOAMYECKHE
MarepuaJbl 0 AUCUMILIMHE, pa3MelleHHble Ha caiite 'CH);

* VHTepHET-TEXHOJIOTHH;

*  KOMIIBIOTEpHBIC O0YYaIOUINE U KOHTPOJIUPYIOIINE TPOrPaMMBI;

*  uH(pOPMALMOHHBIE TEXHOJIOTUH, TIO3BOJIAIONINE YBEIUYUTH 3(PPEKTUBHOCTD MPENOAaBaHUSL
(3a cyeT yCuJIeHUs WIUTFOCTPATUBHOCTH):
- JIeKYUA-GU3YANUZAUUA — UWILTIOCMPAMUBHASL (DOPMA NPOBeoeHUsT UHGOPMAYUOHHBIX U
NPOONEMHbBIX JIeKYULL;
- CceMuHap-npe3eHmauyua  —  UCNOIb306AHUE  CMYOeHmamu  HA — CeMUHapax
CReyuanu3upOBaHHbIX NPOSPAMMHBIX CPEOCMS.



5.3. AKTUBHbIE€ H HHTEPAKTHBHbIE MeTOAbI U GOPMBI 00yUeHH s

W3 mepeuyHst BUAOB: («MO3TOBOM INTYpM», aHAIMU3 MPOOJIEMHBIX CHUTyalluid, aHATU3 KOHKPETHBIX
CUTYyallui, MHIUJCHTHI, UIMUTAIHMSI KOJUICKTUBHOM MPOo(hecCHOHATbHON JESATEIbHOCTH, TBOPUCCKAs
paboTa, cBs3aHHAs C CAaMOIO3HAHMEM U OCBOCHHMEM JUCIMILTHHBI, JEJI0Bas Mrpa, KPyIIbId CTOJ,
THCITY T, TUCKYCCHSI, MUHH-KOH()EPEHIUS U Jp.) UCIIOIB3YIOTCS CICAYIOIIHE:

- Oucnym (crioco0 BEJCHHUS CIIOPa, TIPOBOAUMOTO C LIETbI0 YCTAHOBICHUS! HAYYHOH HCTUHBI CO
CCBUIKaMH Ha yCTOSIBITUECS MIChMEHHBIC aBTOPUTETHBIE HCTOYHUKH U TIATEIbHBIH

aHaJIu3 apryMEHTOB Ka)KJI0M U3 CTOPOH);

- Quckyccusi (Kak METOJ, aKTHBU3UPYOLIHIA TIpoliecc 00y4eHUsl, U3y4EeHUs CII0KHON TEMBI,
TEOPETUUYECKON TIPOOIEMBI) NPUMEHAEMCA HA CEMUHAPAX-OUCKYCCUSX, 20€ 00CYHCOAIOMCsL CNOPHbLE
BONPOCHL C BbIABNICHUEM MHEHUU 8 CIYOeHYEeCKOU epynne;

- beceoa.

6. ®oH/1 OLIEHOYHBIX CPEJCTB /AJIsl IPOBeAeHUs MPOMEKYTOUYHOI aTTecTAMU 00yUYaloIMXCsl
Mo JUCHUIINHE

KoHTposib KkauecTBa OCBOCHHUSI MUCHUIUTUHBI BKJIIOYaeT B Ce0S TEKyIIUH KOHTPOIb
YCIEBAEMOCTH M TPOMEXKYTOUHYIO arTecTanuio oOydaromuxcs. [IpoMexyTouHass arTecTamus
00yJaromuxcs 1Mo TUCIUILIMHE TPOBOAUTCS B (hopme 3auera.

KOHKpCTHBIﬁ MEPCUCHb TUIIOBBIX KOHTPOJIBHBIX SaI[aHI/Iﬁ W UHBIX MATCpHaJIOB JJIsI OLICHKU
pe3yJIbTaToOB OCBOCHUS TUCIHILUIMHBI, a TAaK)Ke ONMHMCAaHUE IMOKa3areled M KPUTEPUEB OIICHUBAHMSI
KOMHGTGHHI/Iﬁ IPUBCJCH B q)OH,Z[e OICHOYHBIX CPCACTB IO JUCHUIIIINHC.

6.1. ®opMbI TEKYIIEr0 KOHTPOJIS

- UHOUBUOYATIbHOE U 2PYNN0B0E cobecedoB8aHue;

- MOHUMOPUHZ Pe3VIbINaAMo8 CEMUHAPCKUX U NPAKMUYECKUX 3aHAMULL
- BbINONIHEHUE MECMOBbIX 3A0AHULL,

- nposepka peghepamos.

6.2. TecToBbIC 3aMaHNA:
Cwm. mpunoxenue — «bank TecToB»

6.3. ®opmMa NPOMeKYTOYHOTO KOHTPOJISI 10 JUCUMILIMHE — 3a4eT

Bomnpocsl k 3a4ery:

1. CymHocTh, cofepKaHie U OCHOBHOE Ha3HAUCHUE IOKYMEHTAIIMOHHOTO 00eCIeueH st
YIpaBJICHUS.

CymHOCTS, coiepkaHne U OCHOBHOE Ha3HAUYEHUE IOKYMEHTUPOBAHUS yIIPABICHUECKOM
JIEATEILHOCTH.

[TonsiTHE, BUIBI ¥ HA3HAYCHUE TOKYMEHTA.

Pons ToxymMeHTa B paboTe yIpaBIeHUISCKOTO aIapara.

[ToHsITHE O TOKYMEHTAX U CIIOCO0aX TOKYMEHTHPOBAHHUS.

CoBpeMeHHbIE BUJIbI HOCUTENICH HH(pOpMaITUH.

[TonsTHe yHUDUKANN JOKYMEHTOB, €€ OCHOBHBIC I[EJIH U JTAIIbI.

[TonsiTre, cofepkaHue CTaHIAPTU3ANNN JOKYMCHTOB U €€ OCHOBHBIC IICIIH.

[MonsTue Tpadaperuzanuu JOKyMEHTA, €€ COJAepKaHUE H OCHOBHBIE iennu. OCOOeHHOCTH
Tpadaperuzanum.

L

LR TNN AW



10. HopmaruBHast 6aza, periaMeHTHPYIOIIast e TEIbHOCTh B 00JIaCTH TOKYMEHTUPOBAHUS
YIIPaBIEHYECKOHN 1€ATEIbHOCTH.

11. CocraB v BBl pEKBU3UTOB IOKYMEHTOB.

12. TpeGoBanus K 0(hOpMIICHUIO PEKBU3HUTOB.

13. ®opmyssip TOKyMEHTa M €T0 OTJIMYKe OT popmysipa-oopasia.

14. bnanku JOKYMEHTOB U X Ha3HaueHue. Buapl OJaHKOB.

15. IIpaBuiia opopmIleHHs U COCTABIECHUS! OPTaHU3AIIMOHHBIX JOKYMEHTOB.

16. CocraB 1 BUIbl OpraHU3aLMOHHBIX JOKYMEHTOB.

17. TlpaBuita oOopMITCHUS U COCTABIICHUSI PACTIOPSIIUTEIIbHBIX TOKYMEHTOB.

18. CocraB u BUBI paCIOPSIAUTENBHBIX IOKYMEHTOB.

19. IIpaBuiia opopmIleHHs U COCTABIEHUS TOKYMEHTOB M0 JTUYHOMY COCTaBY.

20. CocTaB 1 BBl JOKYMEHTOB 110 JUYHOMY COCTABY.

21. IIpaBuna oopMIEHUS U COCTABIICHUS CIIPABOYHO-UH(OPMAIIMOHHBIX IOKYMEHTOB.

22. CocTaB U BU/IbI CIIPABOYHO-UH(POPMALIMOHHBIX IOKYMEHTOB.

23. SI3pIKOBBIC CTAaHAAPTHI OQUIIMATIBHON TTEPETTUCKH.

24. Knaccudukanus nuceM u TpeOoBaHMs, IPEAbABISIEMbIE K TEKCTY IMHUChMA.

25. JIokyMeHTaIus 10 YYeTy KaJIpOB Ha MPEIPHUATHH.

26. Peructpanus 1 KOHTPOJIb UCIIOJHEHUS TOKYMEHTOB.

27. OcobenHocTH oopmieHUsT KOHPUICHITUATHHBIX JOKYMEHTOB.

28. JIOKyMEHTHPOBaHHUE JJUYHOT'O COCTaBA IIPEAIPUSITHS.

29. CoBpeMeHHasi CUCTEMA IO IKCIEPTU3E LIEHHOCTH IOKYMEHTOB.

30. Jlenonpoun3BOACTBO MO MUCbMEHHBIM M YCTHBIM OOPAICHUSM TPaXKAaH.

31. Opranuzanus T0KyMEeHTOO00pOTa Ha MPEAPUATHH.

32. Vicnionp30BaHKEe EPCOHATBHOTO KOMITBIOTEpPA B paboTe ¢ TOKYMEHTAMHU.

33. IloaroroBka Jen K apXuBHOMY XPaHEHUIO.

34. OcobeHHOCTH PeueBOro )KaHpa CIIy>KeOHbBIX JOKYMEHTOB.

35. KoHTpoJb UCTTOJTHEHHSI TOKYMEHTOB.

36. Cucremarusanus 10KyMEHTOB U UX XpaHEHHE.

37. ABTOMaTu3upoBaHHOE paboyee MECTO JEIOMPOU3BOICTBEHHOTO MTIEPCOHANIA. DTHKA
CEKPETApCKOro Tpyza.

38. KoppecnionaeH1usl, CBsi3aHHAs C MPOBEICHUEM MTEPUOANYECKUX MEPOTIPUSITUI.

39. VcnionHeHne JOKYMEHTOB, 00paboTKa 1 ABM)KEHHE OTIPABIISIEMbIX M BHYTPEHHHUX
JIOKYMEHTOB.

40. lenoBble 1 KOMMEpUECKHE MMIUCbMA, UX KJIaCCH(PHKALIUs, CTPYKTYpPa, S3bIKOBBIE CTaHIaPTHI.

7. YHEBHO-METOANYECKOE OBECIIEYEHHUE
7.1. Pexomenayemasi Jimreparypa

OcHoBHasi IMTepaTypa

Joponuna, JI. A. Opranuzanus ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOeCIeueHHUs yIpaBiICHUS :
y4eOHHK U TpakTHKyM it By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n., mepepad. u
norn. — Mocksa : MszparensctBo HOpaiit, 2023. — 270c. — (Bpicmee o0pa3oBaHue). —
ISBN 978-5-534-16016-1. — Tekct : snektponnsiii // OOpa3oBarensHas miatdopma FOpaiit :
[caiiT]. — URL: https://urait.ru/bcode/530251

Kopuees, U. K. JlokyMeHTHpOBaHHME YIIPABICHUECKOW MAEATENbHOCTH : Y4YEOHHMK Ui BY30B /
N. K. Kopuees, A.B.Ilmenko, B. A. MamypueB. — 3-e u3a., mepepad. u mon. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bricmee o6pazoBanue). — ISBN 978-5-534-16001-7.
— Tekcr : osnexktponHbli // OOpazoBatenpHas mmiarpopma IOpaiit : [caiit]. — URL:
https://urait.ru/bcode/523610



KysnenoB, W.H. JlokymeHTammoHHoe oOecnedeHue ymupaBieHus. J[OKyMEHTOOOOpOT |
JIENIOTPOU3BOJICTBO : YUeOHUK W TpakTHKyM aist By30B / W. H. Ky3nenoB. — 4-e u3n., nepepad. u
norn. — MockBa : M3znmarensctBo HFOpaiir, 2023. — 545c.— (Beicmee oOpa3zoBaHue). —
ISBN 978-5-534-16003-1. — Tekcr : snexrponnslii // O6pazoBatensHas ruardpopma Opaiir :
[caiiT]. — URL: https://urait.ru/bcode/523612

JlonosHUTeIbLHASA JUTepaTypa

JlBopoBenko, O. B. MudopmarnmonHoe odecrnieuenue ynpapienus. [Ipaktukym : yaueOHOe mocooue
st By30B / O. B. JIBopoBeHko. — 2-e u3a. — Mocksa : M3narensctBo FOpaiit, 2022. — 122 ¢. —
(Beicmiee  oOpazoBanme). —  ISBN 978-5-534-14439-0. — Tekcr : 2JIeKTpOHHBIA  //
Oo6pazoBatenbHas maatdopma FOpaiit : [caiit]. — URL: https://urait.ru/bcode/496995

WBanosa, A. KO. Pycckuii sS3bIK B J€TOBOM JOKYMEHTALUH : YUeOHUK M MPAKTUKYM ISl BY30B /
A. 10. UBanoBa. — 2-e u3a., mepepad. m jgom. — Mocksa : M3marensctBo IOpaiit, 2023. —
187 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-12357-9. — Tekct : 31neKTpoOHHBIN //
O6pazoBarenpHas mwiatdopma FOpaiit : [caiiT]. — URL: https://urait.ru/bcode/511858

Maptiomes, M. A. Crangaptusaius JOKyMEHTAIMOHHOTO O0ECTIEYCHUS YIPABICHUS U apXHUBHOTO

nema B Poccuiickoit ®@enepanmu : ydeObnoe mocodbme / M. A. MaptiomeB. — CBIKTBIBKAp :
CBIKTBIBKAPCKHUI roCyaapCTBEHHBIM yHUBepcuTeT uMeHHu [Iutupuma Copokuna, 2022. — 74 c. :
cxeM., Tabn. — ISBN 978-5-87661-726-2. — TekcT : dNeKTpOHHBIA // YHUBEpCUTETCKas

oubmmoreka ONLINE : [caiit]. — URL: https://biblioclub.ru/index.php?page=book&id=699708
ysanoBa, H.H. OcHOBBl aenonpou3BojacTBa. S3BIK CIIy’)KEOHOTO JTOKYMEHTA : Y4YEOHHK U
npaktukyM s By3oB/ H. H. llyBanmoBa, A.IO.lBanoBa; mon oOmei pemakiuen
H. H. llyBanoBoii. — 3-e u3n., mepepadb. u mon. — Mocksa : U3parensctBo [Opaiir, 2023. —
384 c. — (Bricmiee oOpazoBanue). — ISBN 978-5-534-15217-3. — TekcT : 2JI€KTpOHHBIN //
O6pazoBatenpHas mwiatdopma FOpaiit : [caiiT]. — URL: https://urait.ru/bcode/511417

Ilepuoouueckaa rumepamypa (ouoaruomexa I'CH)

['ymanuTapHble HayKH U 00pa3oBaHKe

Hayunoe o603penune. Cepust 2. 'yMaHUTapHBIC HCCIICOBAHUS

WNndopmarnzanus u cBA3b.

[TpoGnemsbl yripaBieHUsI.

Poccuiickuil xKypHai1 MEHEIKMEHTA.

CucTeMHBIN aIMUHUCTPATOP.

AKTyanbpHbIE IPOOIEMbI SKOHOMUKH U MEHEJKMEHTa (JoCTynmHbIN apxuB: 2019-2022). —

URL.: https://www.iprbookshop.ru/98831.html.

8. Becrtuuk Poccuiickoro yHusepcureTa qpyx0s1 Hapo1oB. Ceprst DKOHOMHUKA (IOCTYTTHBIH
apxuB: 2011-2022). — URL: https://www.iprbookshop.ru/32735.html.

9. BectHuk PocToBCcKOro rocygapcTBeHHOro 3koHomuueckoro yuusepeurera (PMHX)
(moctymHsiii apxuB: 2014-2021). — URL: https://www.iprbookshop.ru/61941.html.

10. Bectauk CHOMpPCKOTO MHCTUTYTa OM3HEca M MH)OPMAIIMOHHBIX TEXHOJIOTHH (JIOCTYITHBIN
apxuB: 2019-2022). — URL.: https://www.iprbookshop.ru/102212.html.

11. Ctpareruu 6usneca (noctynusiit apxus: 2020-2022). — URL:

https://www.iprbookshop.ru/106278.html.

ok L=

7.2. D1eKTpOHHBbIE 00pa3oBaTe/ibHbIe U HH(POPMALIMOHHBIE PeCyPChI

1. DnextpoHHO-6uGMoTeuHas cuctema «FOPAMT» - https://urait.ru/
2. YHuBepcHuTeTCKass OnbanoTeka onnaiia — www/biblioclub.ru



7.3. IIpoeccnonanbHbie 0a3bl JAHHBIX M HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMBbI

HNHpopManinoHHO-CIIPABOYHbIE CHCTEMBI

1. «Cucrema Koucynprantllntoc» — KOMIbIOTEpHas COpaBOYHas MpaBOBas CHCTEMA -
http://www.consultant.ru/

2. «["apanT» — cHOpaBOYHO-IIpaBOBasl CHCTEMa [0 3aKOHOAATENLCTBY Poccuiickoit
®enepauuu - http:// www.garant.ru/

3. Enunoe okHO mocTyma k o0pa3oBaTeIbHBIM pecypcam. - http://window.edu.ru/

4. Hammonanenas  uH(pOpManmoHHO-aHAMUTHUYECKass cucteMa Poccuiickuil  MHAEKC

Hay4Horo nutupoBanus (PVHILI). - https://www.elibrary.ru
5. ®enpepanbublit mopTan «Poccuiickoe odpazoBanue» - http://www.edu.ru/

IIpodeccnonaibubie 6a3bl JAHHBIX

1. Hayunas osnekrtponHas Oubnuorexka eLibrary.ru - Poccuiickuii uWHAEKC HaydHOTO
uutupoBanusa (PYHLI)

2. OTKpBITHI TOpPTan MH(POPMAIMOHHBIX PECYpCcOB (HAy4yHBIX cTareld, COOpPHUKOB paboT u
MoHoOTpaduii Mo pa3IMIHBIM HaNpaBICHUSAM Hayk) https://elibrary.ru/project_risc.asp

3. ba3a naHHBIX Hay4HBIX )KypHAJOB Ha PyCCKOM M aHIJIMICKOM si3bIKe ScienceDirect

4. OTKpBITBIA IOCTYNl K METAJaHHBIM HAyYHBIX CTaTe€d MO Pa3JIMYHBbIM HAIIPaBICHUSIM HayK
MOUCK PEIEH3UPYEMBIX KYpHAJOB, CTared, INIaB KHUT M KOHTEHTAa OTKPBITOIO JOCTYIa
http://www.sciencedirect.com/

5. Undopmaunonnsiii nentp «bubmmorexka umenum K. JI. Ymmuckoro» PAO Hayunas
negarornyeckas onomuoreka http://gnpbu.ru/

6. ®DenepanbHblii mopran «Poccuiickoe oOpasoBanue» http://www.edu.ru/

7. becnnarnas snekTpoHHas 6ubamoTeka oHiaiiH «EquHoe OKHO mocTyna K o0pa3oBaTeIbHBIM

pecypcam» http://window.edu.ru/

8. Enunas xomnekuuss 1udpoBbIX 00pa3oBaTelbHBIX pecypcoB HayuHo-pakTHUecKue Hu
MeToAnYecKre Marepuaisl http://school-collection.edu.ru/

9. EnuHbI peecTp pOCCUHCKUX MPOrpaMM Ui 3JEKTPOHHBIX BBIUMCIMTEIBHBIX MAIIUH U 06a3
JaHHBIX, B TOM 4YHCJIE€ CBOOOJIHO paclpoCTpaHseMbIX, IOCTYNEH IO ccbulke Reestr-
Minsvyaz.ru

10. Caiit, mocesimeHHbii  SQL, mporpammupoBaHuio, 0azaM  JaHHBIX, pa3paboOTKe
nH(pOopManMoHHBIX cucteM https://www.sql.ru/

11. Ha caiite mpoekta OpenNet paszmemaercs uHdopmarus o Unix cucTeMax M OTKPBITHIX
TEXHOJIOTUSIX TUIS aJIMHUHHCTPATOPOB, IPOrPaMMHUCTOB U TIOJIb30BaTeNen
http://www.opennet.ru/

12. bubnuoteka mporpammucta https://proglib.io

13. CoobmectBo IT-CrernanucroB https://habr.com/ru/

14. Cetp pazpadoTurkoB Microsoft https://msdn.microsoft.com/ru-ru/

15. CoopHuK crareii mo nHGpopManroHHoi 6e3onacHocTH http://www.is027000.ru/chitalnyi-zai

IIepevyeHns pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH «MMHTEepHeT»,
He0OX0AUMBIX /IJIsl 0CBOEHUSI TN CHHUIIIMHBI
1. MunucrepctBo oOpa3oBanust u Hayku Poccwuiickoit @enepamuu. 100% noctynm -
http://MmurOOpHAYKH.pDH/
2. @enepanbHas ciayxba 1o Ham3opy B cdepe obpazoBanus u Hayku. 100% poctym -
http://obrnadzor.gov.ru/
3. ®enepanbhblil mopran «Poccuiickoe obpazoBanne». 100% moctym - http://www.edu.ru/
5. ®enepanbHBI I1IeHTp HWH(OpPMAIIMOHHO-00pazoBaTenbHBIX pecypcoB. 100% nmoctynm -
http://fcior.edu.ru/



6. DNeKTpOHHO-OMOIMOTEUHAss CHUCTEMa, COeplKalias MOJHOTEKCTOBBIC YYEOHWKH, y4YcOHBIC
nocobus, MOHOrpapuu M >KypHaibl B 21eKTpoHHOM Buae 5100 u3maHuil OTKPHITOTO TOCTYTIA.
100% noctym - http://bibliorossica.com/

7. @enepanbHas ciryx6a rocynapctBeHHOl cratuctuku. 100% noctyn - http://www.gks.ru

8. IIporpamMmmHoOe o0ecrnevyeHune, UCNOAb3yeMoe MPHU OCYIECTBJIEHHH 00pa30BaTeIbHOIO
npouecca rno AUCHUINIIMHE

OmneparmonHas cuctema Windows 10,
Microsoft office (Word, Excel, PowerPoint, Outlook, Publisher)
Antuupyc Windows Defender (BxoauT B coctaB onepanrioHHoi cucteMbl Microsoft Windows)

IIporpammHoe o0ecnieueHue 0TE4eCTBEHHOTO TPOU3BOACTBA
INDIGO
SAunnekc.bpaysep

CB0001HO pacipocTpaHsieMoe MPOrpaMMHoOe o0ecreuyeHue
Adobe Reader mig Windows
Apxusarop HaoZip

9. MarepuaJbHO-TeXHHYeCKOe o0ecnedeHne, Heo0XoauMoe 1JIsl OCYIeCTBICHHA
o0pa3oBaTeIbHOI0 MpoLecca 1o JMCHUIINHE

Jlns mpoBeneHus: y4eOHBIX 3aHSATHHA HCIONB3YIOTCA Y4YeOHBbIE ayIUTOPHUH, OCHAICHHbIC
00OpyIOBaHMEM M TEXHUYECKUMHU CpeACTBaMH OOy4YeHHS: CIELHUaJIU3UPOBAHHON MeOenblo,
OTBEUAIOIIe BCEM YCTAaHOBJIEHHBIM HopMaM u TpeOoBanusiM; IIK, mnepeHocHoit aymuo u
BHJI€OANIIAPaTypOM, TEIEBU30POM.

Jns caMoCTOSATENbHONH paboThl 00yYaromUXCsl MCIONB3YIOTCS TOMEIIEHHsI, OCHAIIEHHBIE
KOMITBIOTEPHON TEXHUKOM: MEepPCOHAbHbIE KOMIIbIOTEPHI ¢ nocTtynoM K cetu Mutepuer u SUOC
MHCTUTYTa, TPUHTEPOM; CIEIHATU3UPOBAHHON MeOenblo, OTBEYAIOLICH BCEM YCTaHOBJIEHHBIM
HOpPMaM U TPEOOBAHUSIM.

Jns oOydeHuss MHBAJIMIOB M JMI[ C OTPAaHUYCHHBIMH BO3MOXXHOCTSAMH 37I0POBbS MHCTHUTYTOM
MOTYT OBITH HpEICTABIEHBI CIEIHAIM3UPOBAHHBIC CpEACTBA OOydeHHs, B TOM YHCJIE TEXHHYECKHUE
CpEICTBA KOJUIEKTUBHOTO U MHANWBHUYaJIbHOTO MOJIb30BaHHUS.

10. MeToanueckne peKoMeHAaMuU M0 00y4YeHHI0 JIUI ¢ OTPAHUYEHHBIMU BO3MOKHOCTAMHU
310POBbS

[Tpodeccopcko-niegarorndeckuii  cocTaB 3HAKOMHUTCS C  TICHXOJIOTO-(U3UOIOTHUECKUMHU
0COOEHHOCTSIMM O0y4aroIuXcs MHBAJIUIOB U JIMIl C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3[10POBbS,
WHAWBUIYaIbHBIMM  I[POrpaMMaMy  peadWIuTanud  WHBAIMAOB  (npu  Hamuuuu). [lpu
HEOOXOJMMOCTH OCYILIECTBISETCA JAONOJHUTENbHAs MOJAEPKKA MPENoJaBaHus ThIOTOPaMH,
MICUXOJIOTaMH, COLMAIIBHBIMU pa0OTHUKAMH, TIPOLIEAIIMMU MOATOTOBKY aCCUCTEHTAMH.

B cooTBercTBMM ¢ MeTOAMYECKMMH peKOMeHanusmMu MuHoOpHayku P® (ytB. 8 ampens
2014 1. N AK-44/05BH) B Kypce Ipearnoyiaracrcss HCIO0JIb30BAaTh COLMAIbHO-aKTUBHBIE H
pediekcuBHbIE METOABl OOyuYeHHs, TEXHOJIOTMH COLMOKYJIbTYPHOM peadMIuTanuu C LEIblo
OKa3aHUs NOMOLIM B YCTAQHOBJIEHUU IIOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOUIEHMH € JPYyrMMH
CTYACHTaMM, CO3JaHMM KOM(OPTHOro ICHXOJIOIMYECKOro KJIMMaTa B CTYAEHYECKOH TIpyme.
[Tox6op u pa3paboTKa y4eOHBIX MAaTEpPUATIOB MPOU3BOIATCS C YUYETOM IMPEIOCTABICHUSI MaTepuaa
B pa3IM4HbIX (popMax: ayAuanbHOM, BU3YalbHOM, ¢ UCIOIb30BAHUEM CIIELUAIBHBIX TEXHUYECKUX
CpeAcTB U MH()OPMAITMOHHBIX CUCTEM.



OcBoenue aucuuiuiMHbl JuiamMu ¢ OB3 ocymiecTBiseTcss ¢ HMCHOJIb30BAHUEM CPEJICTB
oOydeHuss OOIIEr0 ¥ CHENHAIbHOTO Ha3Ha4YeHWsl (TEPCOHANBHOTO U KOJUIGKTHMBHOTO
UCIOJIb30BaHUsA). MarepHanbHO-TEXHHUECKOe OOecreueHue MpeaycMaTpUBaeT MpUCHOocoOIeHe
ayauTopuil K Hykaam un ¢ OB3.

dopma mpoBeneHUs aTTeCTalUU JiA CTYJIEHTOB-WHBAJIMAOB YCTAaHABIUBACTCS C y4ETOM
WHIUBUAYATBHBIX TcuXxodu3mueckux ocobenHocren. s cryaentoB ¢ OB3 mpemgycmarpuBaercs
nocTynHasi popma npeaoCcTaBICHUs 3a/1aHui OLIEHOYHBIX CPEJICTB, @ UMEHHO:

* B MEYaTHOW WJIM AJEKTPOHHOU dopMe (U1 ULl ¢ HAPYLICHUSIMH ONOPHO-IBUTATEIHLHOTO
arnrmapara);
* B IeUYaTHOU (hopMe WM SIEKTPOHHOU (OpME C YBETUUECHHBIM MIPU(PTOM U KOHTPACTHOCTHIO

(751 ML ¢ HAPYIIEHUSIMU CIIyXa, PEYH, 3pEHHUA);

*  METOJOM YTCHHUS aCCUCTCHTOM 3aJaHus BCIyX (IJIs JIUI C HAPYIICHUSIMUA 3PEHUS).

CryneHTaM ¢ MHBQJIWJHOCTBIO YBEIWYHMBAETCS BpeMsi Ha IMOATOTOBKY OTBETOB Ha
KOHTPOJbHBIE BOMPOCHL. JIJs Takux CTyAEGHTOB TMpeaycMaTpuBaeTcsi nocTynHas (opma
MIPEIOCTaBIIEHUSI OTBETOB Ha 3aJaHMsI, @ UMEHHO:

* MHCbMEHHO Ha Oymare Wjiu HabOpOM OTBETOB Ha KOMIIbIOTEpE (IUIsl JIUIl C HApYIICHUSIMHU
cllyXa, peun);
* BBIOOPOM OTBETa U3 BO3MOXKHBIX BAPHAHTOB C MCIIOJIH30BAHHEM YCIYT aCCHCTEHTa (JIJIs JIHII

C HapyILIEHUSIMU OTIOPHO-/IBUTaTEIBHOIO anapara);

*  YCTHO (AJIs JIUII C HAPYIICHUSIMHU 3PEHUS, ONIOPHO-/IBUTATENILHOTO ariapara).

[Ipn HEOOXOAMMOCTH [UIsl OOYYAarOMIMXCS C HWHBAIMTHOCTHIO TMPOILEAypa OLEHWBAHUS

PE3yNIbTaTOB 00YUYEHUSI MOXKET MPOBOJUTHCS B HECKOJIBKO 3TAIOB.



MNPUJIIOKEHUE Ne 1:

«bAHK TECTOB»
IlIpumepnuvie sapuanmol mecmog:

1. IlpoposxnTe «/le10NPON3BOACTBO» — 3TO ..
a) Cucrema XpaHeHUs JTOKYMEHTOB
6) CocraBrneHue JOKYMEHTOB
B) Otpacib JesITeIbHOCTH, 00eCIIeYNBAONasl JOKYMEHTUPOBAHUE U OPraHU3aLnIo paboThl €
o(uIMaNbHBIMUA JOKYMEHTAMH

2. YkaskuTe TEPMUH, MMEIOIIHI TAKOH e CMbICJ, KAK U TEPMHH «/1eJ10IIPOU3BOACTBO».
a) JlokymeHTHpOBaHUE
6) Cucrema TOKyMEHTAINH
B) JlokyMeHTanmoHHOe o0ecrieueHne ypaBICHHs
r) JoxymeHTHUpoBaHHas HHPOpMAIUSI

3. K kakoMy 1OKYMEHTY OTHOCHTCSI CJIeAYIOIIAsl XaPAKTePUCTHKA «SBJISIETCSI OCHOBHBIM
HOPMATHBHO-METOAUYECKUM JOKYMEHTOM, ONpe/e/II0IIHM U YCTAHABJIUBAIOIIUM eIHHbIi
MOPSAOK COCTABJICHHS, 0(pOPMJICHHS JOKYMEHTOB M PAa00ThI C HHMH B OPraHM3ALHH»?

a) MHcTpykims 1o aenonpou3BOJICTBY

6) Homenkmnarypa nen

B) PermameHT paboThl

4. OO0si3aTeJbHO JHM J0JKHA ObITh HHCTPYKUMSI 10 [eJIONMPOU3BOJACTBY B KaKIOM
YUYpe:KIeHUH, OPraHu3anuu?

a) lla
0) Her

5. Ilouyemy HWHCTPYKIHUSI 1O [JAeJONPOU3BOACTBY KOHKPETHOIi OpraHu3almuM Bcerjga
HHAUBHUIYAJbHA?
a) Iloromy 4TO OHa YYHMTHIBAET BCE OCOOEHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK i TEXHOJIOTUHI
ux 00paboTKH
0) Taxk kak oHa B KaXJI0H OpraHu3aiuu pa3padaTeiBacTCs Pa3HBIMU JTIOIbMHU.
B) [loTOMy YTO B pa3HBIX OpraHH3AIUAX [TO-PA3HOMY HA3BIBACTCS CITy:K0a JIETONMPOU3BOJICTBA

6. UTo 00bIYHO JaeTCsl B MPUI0KEHUAX K HHCTPYKIMHU 10 1eJI0NPOU3BOACTBY?
a) OOpa3ipbl TOKyMEHTOB, ()OPMBI TOKYMEHTOB, Pa3IUYHbIE CIIMCKH WM MEPEYHH.
0) OOpa3ipl MOANMKMCEH pyKOBOAUTENEH, (POPMYIISIpBI TOKYMEHTOB, CITUCKHU JOKHOCTHBIX JIUII,
HNMCHOIIINX HpaBO IIOAITNCHU ,Z[OKyMGHTOB.

7. HazoBuTE BUABI NUCbMEHHBIX JOKYMEHTOB, KOTOPbIe BXOASIT B COCTAaB YHH(pHIMPOBaHHOI
CHCTEMbl OPraHU3ALMOHHO-PACIIOPAAUTEIbHON JOKYMEHTALUM ?
a) OpraHuzalMOHHBIE U PACIOPSAIUTEIBHbIE TOKYMEHTHI
0) OpraHuzaluoHHBIE, PACHIOPSIUTENbHBIE U HH(OPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI
B) OpraHu3annoHHbIE, PACHOPSIAUTENbHbIEC, HTH(POPMAIIMOHHO-CIIPABOYHBIE IOKYMEHTHI U
JOKYMEHTBI 110 TPYIOBBIM OTHOLICHUSM

8. 3auem TOKYMEHT HY’KHO NPABUJIbHO 0(POPMIIATH?
a) YUToObI MpUAATh IOPUIMUECKYIO CHITY
06) UToOBI MOATOTOBUTH K PAa3MHOKCHHIO
B) UTO0OBI OJATOTOBHTH K COTJIACOBAHHIO



9. BoccTraHoBHUTe TNPONYIIEHHOE CJIOBO: «PeKBH3UT — 3T0 00si3aTeJbHBIN JJIeMEHT
0(pOpPMJICHUHA ... TOKYMEHTa»,

a) OduuuanbHOTO

0) CmyxebHOro

B) JlroOoro

10. Cx0JIbKO PeKBU3NTOB HCNOJb3YKOTCS NPH 0(pOPMIICHHH JOKYMEHTOB?
a) 29
6) 30
B) 31

11. Yto Takoe ¢popmyJasip 10KyMeHTa?
a) Halop pexBHU3UTOB O(UIHATHLHOTO MHCHbMEHHOTO JJOKYMEHTA, PACIIOIOKEHHBIX B
OTIpEIeIIEHHON TIOCIIeIOBATEIEHOCTH
6) Omnucanue nopsiaka opopMIICHUS pEKBU3UTOB JUII KOHKPETHOTO BUJA JOKYMEHTa
B) @dopma KOHKPETHOTO JOKYMEHTA, MOATOTOBIICHHAS B BUIE TEKCTa Tpadapera

12. OT yero 3aBUCUT KOHKPETHBII HA00pP HE00OX0AUMBIX PEKBU3UTOB HA TOKYMeHTe?
a) Ot croco6a MoArOTOBKH JJOKYMEHTa, BBIOpaHHOTO (popmaTa OymMard 1 TEXHOJIOTHH pabOThI
C IOKYMEHTaMH, TIPUHSATOMN B OpraHU3aluu
6) Ot BuIa JOKyMEHTA, dTamna ero MoAroTOBKU U pabOThI C HUM
B) OT penieHus aBTopa JOKyMEHTa B OT KBAJTU(UKAIIMH UCTIOTTHUATEIIS

13. Cxo0/1bK0 BApHAHTOB 0JIAHKOB YCTAHOBJIEHO B 3aBHCHUMOCTH OT CIOC00a PacroJIoKeHust
PEeKBU3UTOB?

a) Omun

0) [Ba

B) Yertnipe

14. Kakune Tpu Buaa OJAHKOB YCTAHOBJIEHBI /ISl OPraHU3alUU, €€ CTPYKTYPHOIo
nojpasaesieHusi U J0JLKHOCTHOTO Juua?

a) OOmuii 6;1aHK, 6J1IaHK MUChMa, OJJAaHK KOHKPETHOTO BUJA JOKYMEHTA

6) bnank BHyTpeHHUH, BHEUTHUN U I (pakcoB

B) bnank 1t paciopsSAMTEIbHBIX JOKYMEHTOB, /IS TUCEM | JIJIS CIIPABOK

15. B co0TBeTCTBHY ¢ KAKUMH JOKYMEHTAMH MOMENIAIOT HA OJIAHKAX OPraHu3alum ee
IMOIemy?
a) B cooTBercTBHM C ycTaBOM (TI0JIOKEHUEM 00 OpraHU3AIIH)
0) B cooTBeTcTBUU C MPUKA30M PYKOBOIUTES, 3aKPETUISTFOIIIMM OTIPE/ICIICHHBIN CITOCO0
n300pakeHUsT YMOJIEMBI
B) B cooTBercTBUU C NUlIeH3UEN, BEIIAHHOW HA TOT WJIM MHOM BUJ ACSITEIBHOCTA OpraHu3aluu

16. Korna Ha 1okyMeHTaX NPUBOAAT COKpallleHHOe HANMEHOBAHNE OPraHU3aluu ?
a) Korzaa oHO 3aKkpeIieHo B yUpeIUTENbHbIX JOKYMEHTAX OpraHu3alun
0) Kornma nokyMeHT 60JIbII0M, 1 HEOOXOJMMO COKOHOMHUTE MECTO Ha MOJIe JOKyMEHTa

17. Kakue cBeieHHsI NPUBOAAT B CIIPABOYHBIX JaHHBIX 00 opranu3zanuu?
a) Popma coOOCTBEHHOCTH, Ha3BaHUE JIOJDKHOCTU U (paMIIIUs PYKOBOAUTENS, HANMEHOBAaHUE
BBIHJGCTOHHICﬁ OopraHu3alnuu
0) IlouToBHIii ampec, HOMep TeneoHa U IPYTre CBEICHUS 110 YCMOTPEHUIO OpTaHU3aIlun



18. «/laTa» - 00s13aTeJIbHbI PEKBU3UT B JIIOOOM JOKyMeHTe?
a) Her
0) Jla

19. Kakoii MOMEHT MOKeT CUMTATHCS OCHOBHOM 1aTOH TOKyMeHTa?
a) Bcerna - 370 nata moanucaHus TOKyMEHTa
0) DTo MOXeET OBITh JaTa MOANMMUCAHUS, YTBEPIKICHUS JOKYMEHTA HJTH J1aTa COOBITHS,
3a(hUKCUPOBAHHOTO B HEM
B) DTO jJara yTBEPKJICHUS WM COTJIACOBAHMS IOKYMECHTA

20. PerucTpaniuoHHbI HOMEP TOKYMEHTA - 3TO... (BbIOepUTE NPABUJILHbII BAPHAHT
NPOJ0JKEHUsI ONpe/ieIeHUst).
a) Ero ycnoBnoe nudposoe (nHoraa OykBeHHO-1I(GPOBOE) 0003HAUECHUE, TPOCTABIIEMOE MTPH
perucrpanuu
0) IlopsakoBbIil HOMEpP TOKyMEHTA B OpraHU3AIMU-OTIIPABUTEIIE
B) IlopsnkoBbIil HOMEP TOKYMEHTa B OpraHU3alMK-110JIyqaTese

21. B kakuXx cJy4yasix HCMOJIb3yeTcsl peKBU3UT «CCehbLIKA HA PerucTPAllMOHHBINA HOMeEP U 1aTy
AOKYMEHTa»?
a) Korz[a I[OKYMCHT TOTOBUTCA B OTBCT HA KaKOﬁ-TO 3anpoc, UK ITOATr0TAaBJIMBAEMOC ITUCHMO
SIBJIIETCS OTBETOM Ha JIPYroe MUChMO
6) Koraa B TekcTe JOKyMEHTa HY)KHO CIEJIaTh CCBUIKY Ha JAPYroi JOKYMEHT (HOpMaTUBHBIH
aKT, TIOJIO)KEHUE, HHCTPYKIIHIO)

22. Koraa ogopmisiercs peKBU3UT «MeCTO cOCTABJIEHUSI UJIM U3TAHUS JOKYMEHTa» ?
a) Bcerma, Ha KaXXI0OM TOKyMEHTE
0) B Tex cmywasx, eciu 3aTpyJHEHO OINpEACICHHE MeCTa COCTABICHHUS WIH W3aHUS
JOKyMEHTa 1o pekBu3uTaM «HanmeHoBanue opranuzanuu» uin «CrpaBoyHble TaHHBIE 00
OpraHu3aI»
B) Bo Bcex ciyuasx, korzna JOKYMEHThI OTHPABIISAIOTCS U3 OpraHu3aluu

23. B kakoM MecTe JOKYMEHTA PacioJiaralor rpu¢ yreep:kaeHus 10KyMeHTa?
a) B neBoM BepxHeM yriy
6) Ilo meHTpy BepXHEro mos
B) B mpaBom BepxHeMm yriny

24. T'ne yka3bIBaWOTCSl HHUIHAJBI MIPU APECOBAHUHU TOKYMEHTA T0KHOCTHOMY JIHITY?
a) Ilepen dpamunueit
6) Ilocne pamunun

25. I'ne yka3bIBaOTCSl HHUIHAJIBI TP aIPeCOBAHUHU JOKYMEHTa PU3HYECKOMY JINILY?
a) Ilepen dpammunueit
0) Ilocne pamunumn

26. Uto BKJIIOYAET B ce0sl pe30I0IHs, HAIMCAHHASI HA JOKYMEHTe COOTBETCTBYIOIIMM
JOJKHOCTHBIM JIMIIOM?
a) daMUINIO0, HHUIMAIBI UCTIOJIHUTENIEH, Colep KaHue TIOPYyICHHS (MPU HEOOXOAMMOCTH),
CpOK HUCITOJIHECHUA, ITOAIINUCH U ;[aTy
0) Wuunmans! ucnosHUTeNe!, HaMUINIO, COACPKaHUE MOPYUeHUs (TPH HEOOXOIUMOCTH),
CpOK HUCITOJIHEHUA, ITOAIINUCH U ;[aTy
B) damwimro, HHUITHATBI UCIIOJIHATENEH, ColepKaHue OPYyICHHS (TIPU HEOOXOAMMOCTH ),
CpOK HUCITOJIHECHUA, ITOAIIUCH



27. Y10 10/15KeH BKJIOYATh PEKBU3UT «3aroji0oBOK K TEKCTY»?
a) Kparkoe conepkanue JOKyMEHTa
0) AHHOTaLHIO
B) Kparkoe Ha3BaHue JOKyMEHTa

28. Ha kakue Bonpochbl MOKeT 0TBeYaTh PEKBU3HUT «3aroJiOBOK K TEKCTY»?
a) O ugem (o kom)? Yero (koro)?
6) Komy? Uemy?
B) Urto? KTo?

29. CBsA3HBII TEKCT, KaK NPaBHJIO0, COCTOUT M3 ABYX YacTeil. UTo yka3pIBalOT B IepBoil
yactu?

a) [lpuyuHbI, OCHOBaHUS, LIEJIU COCTABIICHUS TOKYMEHTA

0) Pemenust, BBIBOBI, IPOCHOBI, MPEIOKEHNS, PEKOMEHALIUN

30. K nucbsMy npukijaabiBaeTcs moJio:keHue o kpeauropanuu. Kak opopMuth oTMETKY 0
HAJTMYUH NPUIOKEHHS, €CJIM OHO HA3BAHO B TEKCTe NUcbMa?

a) Ilpunoxxenwue: Ha 5 1. B 2 3K3.

0) Ilpunoxenue: 1. [TonoxxeHne o KpeAUTOBAaHUU Ha 5 J1. B 2 9K3.

31. KakuM pekBH3UTOM o0opmiisieTcsi BHyTPEHHee COrJIacoBaHue (BHYTPH y4pexaeHust)?
a) Bwm3oii cormacoBanus
6) I'pucdom cormacoBanus

32. Kakum pexkBU3uTOM 0()OopMJIsieTcsl BHEIIHee COrJIacoBaHMe (C APYruMH yYpe:KIeHUusiMu)?
a) Bwm3oii cormacoBanus
6) I'pucdom cormacoBanus

33. Yro BK/II0YaeT B ce0sl BU3a COIVIaCOBaHUs AOKyMeHTa?
a) [loxmuck M JOIDKHOCTH BU3UPYIOIIETO JOKYMEHT, paciin(pOBKY MOIIHUCH U AATY
oA CaHusAa
6) [Nommuck M JOKHOCTH BU3UPYIOLIETO TOKYMEHT, €r0 HOMEp TenedoHa
B) Iloamuch BU3HMpYIOLIEro JOKYMEHT U J1aTy MOMUCAHUS

34. IlepeunciauTre 31eMeHThI pekBU3UTa «[loanmuce».
a) O06o3HaueHME TOHKHOCTH JIMIIA, OMHCABIIETO JOKYMEHT; PYKOIHCHAS TOAINCE;
pacmmudpoBKa MOAMUCH (MHUIHAIBI, (PaMUITHS)
0) PykommcHas moanmuck uma, TOAMUCABIIETO JOKYMEHT; PacIIU(pOBKa MOANMNCH (MHUALHATIBI,
bamums)
B) PykommcHas moamnuce nauia, NOAMHUCABIIETO JOKYMEHT

35. Eciu 10KYMeHT NMOATOTOBJIEH HA OJIAaHKE OPraHu3aluu, HY>KHO JIH ITPH 0003HAYEeHU U
AOJIKHOCTH JIMIA, MOANNCABIIET0 JOKYMEHT, YKa3bIBaTh
Ha3BaHUe OpraHu3anuu?
a) lla
0) Her

36. B kakoM ciiydae npu 0popMJIeHHH TOKYMEHTA 10JLKHOCTH JIUIA B MOANUCH He
YKa3bIBaKOT?

a) JIoMmKHOCTB JIHIIa B TIOAMKCH 0053aTeNIbHO JOJDKHA OBITh YKa3aHa BCeraa

6) Ilpu odopmieHnn Ha OlIaHKE JOHKHOCTHOTO JIHIIA



B) Ilpu odopmiiennu Ha o61IeM OaHKe

37. Kak odopmisieTcsi 10J:KHOCTh B pekBu3uTe «Iloanuchb» npu NoaANUCAHNUH JOKYMEHTA,
COCTABJIEHHOI'0 KOMHCCHEN?
a) YKa3pIBalOT HE JIOJDKHOCTH JIMII, MIOITUCHIBAIONINX JTOKYMEHT, a UX 00sS3aHHOCTH B COCTaBE
KOMUCCHH
0) VYKa3pIBalOT JOHKHOCTH JIUI] M MX MECTO PAOOTHI

38. Hy:xHO Ji1 MUCHbMO, MOATOTOBJIEHHOE HA OJIaHKe, YI0CTOBEPATH NMeYaThio?
a) Ma, Bcerna
0) Her, nuxorga
B) HyXHO TOIBKO rapaHTHHOE MHCHMO

39. Yto BKIIOUYAET B ce0sl 0TMETKA 00 MCIOJIHHUTEIe?
a) Muunmans! u GaMUINIO UCTIOTHUTENS TOKYMEHTa, U HOMED ero TenedoHa
0) daMHINIO, UMS M OTYECTBO MCIIOJHUTEIS IOJHOCTHIO
B) Howmep Tenedona ucnomHurtens

40. C kakoii nejblo Ha CJIY:Ke0HOM MUCbMe YKa3bIBalOT HHUIUAJIBI, (PAMUINIO U Tele(oH
HCIIOJIHUTEJIA:

a) Jlusg onepaTBHOM CBSI3U C UCIIOJIHUTEIEM

6) st mpunaHust JOKYMEHTY FOPUAMYECKON CHIIBI.

41. Eciu B pe30JII0LMH YKAa3aHO HECKOJIbKO HCIIOJTHUTEJIeH, TO KTO 0TBe4YaeT 3a BbINOJHEHHE
NMOpY4YeHHUsl pyKoBoOaAUTEIs?

a) JIuno, ykazaHHOE B CIMCKE MCIIOJIHUTENEN IEPBbIM

0) Jluno, onpeneneHHOe COOTBETCTBYIOUIMM JOMOJHUTEIbHBIM YKa3aHUEM PYKOBOIUTENS

B) Jlumo, koTopomMy niepBoMy Oy€T mepenaH JOKyMEHT Ha UCTIOIIHEHHE

42. Korga Ha 10KyMeHTe IPOCTABJsAeTC PeKBU3UT «OTMETKA 0 KOHTPOJIe»?
a) Ecam 1okyMeHT BaxeH, 1 HeOOXOAMMO NPEIOTBPATUTh €0 MOTEPIO
6) Ecnm nokymeHT TpeOyeT ucnoiHeHus U OepeTcsi Ha KOHTPOJIb
B) Korga cexperapb 60uTCs 3a0bITh CPOK MCIIOJIIHEHHS JOKYMEHTA

43. KakuMm o0pa3oM J1eJ1al0T 0TMETKY 0 KOHTPOJIe 32 HCIOJTHEHHeM JOKyMeHTa?
a) OO6o3nauatoT OykBoii «K», cmoBom unm mrammnom «KoHTpob»
06) O6oznauarT OykBoit «M», cmoBom wim mramiioM «VcnomHeno»
B) O6o3HauaroT OykBoil «B», c10BOM miy mrammnom «BsinoiaHeHo»

44. BriOepuTe NPaBHIBbHO YKA3aHHbIe MUHMMAJILHO JI0IyCTUMbIE pa3Mephl M0Jieil, KOTOpble
yCTaHaBJMBAET VISl ynpaBJjeHYeckux 10kymenToB I'OCT.

a) JleBoe =20 MM, BepxHee =15 mm, npaBoe =10 MM, HuxKHEe =20 MM

0) Jlesoe =20 mm, Bepxuee =10 mm, mpaBoe =15 mm, HIKHEe =20 MM

B) JleBoe =25 MM, BepxHee =10 MM, npaBoe =10 MM, HUKHee =10 Mm

r) JleBoe =30 MM, BepxHee =20 mM, nipaBoe =10 MM, HUKHEEe =20 MM



MMPUJIOKEHUE Ne2:

IIpakTuyeckue padboThi:

3ananue 1. Haueptute Ha tuioTHO#M Oymare (BatmaH) dopmara A4, B macmrtade 1:1, hopmyssps
YIJIOBOTO M TPOAOJIBHOrO OJAaHKOB C yKa3aHHMEM HOMEPOB PEKBU3WTOB Ha JIMIICBOW CTOPOHE, a
HaWMEHOBAaHHI PEKBU3UTOB — HA 0OOPOTHOM.

3apanne 2. Odopmure MakeT O61aHKa MUCbMa (MIPOAOIBHOE PACHOJIOKEHHE PEKBU3UTOB IITAMIIa
0J1aHKa), COCTAaBUB CaMOCTOSITEIbHO HEOOXOJUMBbIE PEKBU3HTHI.

3apanue 3. Odopmure MakeT OJaHKa KOHKPETHOTO BHAA JOKYMEHTa (IIpHKas3a) C YIJIOBBIM
pacroyio)KeHHEeM PEKBU3UTOB: TOBApHBIA 3HAK WiIM HMOJeMa npeAanpusTHs (1o BalieMy
yemotpennio) AO «Pomanika», pukas, 1ata npukasa u ero Homep, r. Kims.

3ananue 4. Odpopmure MakeT OJaHKa KOHKPETHOTO BUJA JOKYMEHTa (IMPOTOKOJIA) C MPOAOIBLHBIM
pacnonioxenueM pekBu3zutoB: OAO «I'A3», mpoTokoi, gaTa 3acelaHus, HOMEp IpPOTOKoja, T.
Ps3ansb.

3apnanue 5. Odopmure MakeT OjaHKa TOJDKHOCTHOTO JMIa (M3p Ballero ropojia), COCTaBUB
HEO0XO/IUMBIE PEKBU3UTBHI.

3anganne 6. OhopMuTe PEKBU3UT «aJpecaT»:
a) ¢pnazoswvim cnocooom:
1. MunucTepcTBO 10 Hasoram u cbopam HauaneHuk otnena miuanuposanus Kpacuos B. U.
2. Jupekrop 000 «Opbura-cepsuc» CokonoB B. @. 125789, r. CmoneHck, y ia. llenTpanbhas,
28.
3. Uyrynosa T./I. , 123456, MockBa, yi1. ABTO3aBOACKas, A. 23, KB. 12;
0) yuenmpupoeannvim cnocooom:
4. BopoHEXCKHI TOCYJIapCTBEHHBIN YHHUBEpcUTET DaKyabTET KYPHATUCTHKUA 3aB . Kadeapoi
npodeccop Bszemckuii B. B.
5. JlokymeHT HampaBisercs B naBa aapeca: 1) AO «benbiii Berep» ['eHepallbHBIA AUPEKTOP
Kykos M. U.; 2) npubopocTpoutenbHbIi 3aBOJ «INeKTpoH» OTaen MmapkeTuHra CT. MEHEIKEp
JI. 3. Cokonosga.

3apanue 7. Odpopmure rpud yTBEPKICHUS:
a) ¢hrazoswvim cnocooom:
1. YtBepxknato upexrop 000 «Jlakmuna» B. A. Tumodees «15 » mapra 2010 roza.
2. YTBepxkaeno IIporoxon 3acenanust Coera qupekropos N212 ot 23 mapra 2010 roaa.
0) uenmpupoeanHvIM CHOCOOOM:
3. YTBepxkaeHo Pemenne obmiero coopanus aknronepos N207 ot 12 mast 2010 rona.
4. JIOKyMEHT yTBEpKJIEH ABYMsI JOJKHOCTHBIMH JIUIIAMHU:
1) YrBepxnato dupextop AO «IIpoton» I'. K. bopucos « 12» anpens 2010 roza.
2) YrBepxnaato upektop AO «KBant» B.1.JlonroB «13» anpens 2010 roxa.

3ananue 8. Odopmure Ha3BaHWE BHAA JOKYMEHTa M 3arojOBOK K TEKCTy 3TOTO JOKyMEHTa
LEHTPUPOBAHHBIM U ()JIaroBBIM CLIOCO0AMU, YIIOTPEOUB HYKHBIN MalIeXK:

a) IpUKa3 O BBEJICHUN MHCTPYKIIUH 110 IPOTHUBOIIOKAPHOI 0€30M1aCHOCTH;

0) IPOTOKOJI O 3acelaHNK COBETa MO MPOQUIAKTUKE PABOHAPYIICHUH;

B) CITpaBKa O COCTOSIHMH YCIIEBA€MOCTH B YUEOHOU rpyrrie;

I') aKT 00 MHBEHTApU3ALMH HATUYHS JCHEKHBIX CPEJICTB.



3aganue 9. OpopmMuTe peKBU3UT «IMOAMUCEH». JIOKYMEHT MOIUCHIBAET:
1. Jupexrop [enapramenTta BHemHUX cBsizeil P.A.VIBaHoga.
2. HavanbHUK ClIeACTBEHHOIO OTAENa, NOJIKOBHUK rocturny B.B.ITaguH.
3. Hupextop B. E. CxopoxonoB u HauanbHuK GuHaHcoBoro yrpasineHus 5. 3. Kamuaun 3A0 «
Meura».
4. Komuccust B coctaBe : mpezacenarens komuccuu IlonomapeBa B .JI., uneHsl xomuccun
[Toramos P. T. , Ceupugos P. B.
5. IBa pyKOBOAMTENSI paBHO3HAYHBIX JOJKHOCTEN: HavanpbHMK aemnaprameHTa nH(GOpMaIu U
neyuatu MMWJla Poccum P. H. CremanoB u Jlupexktop JaemnapraMeHTa IO CBS3SIM C
obmecTBeHHOCThI0 MuHoOpazoBanus Poccun JI. E. HoBu4koB.

3anganue 10. Opopmure rpud coriaacoBaHus:
a) ¢pnazoswvim cnocooom:
1. CornacoBano upexrop BO «IIpogunTtopr» K. A IlepszeB «10» anpensa 2019 rona.
2. CormacoBano IIporokon N2 O6 ot 23 mapta 2010 roma 3acenanus UKJIOBOH METOINYECKON
KOMHCCHH;
0) uenmpupoeanHvIM CHOCOOOM:
3. CornacoBano [upexrop bankoBckoro komiemxa N2 45 M. A Moxos «12» anpens 2019 rona.
4. CornacoBano Pemenuie co6panust Tpy1oBoro kouiekTuBa ot 14 anpens 2019 roxa.

3apnanue 11. CocTaBuTh ycTaB OpraHm3anuu (MIPEeANpUATHs) 000N OpraHu3aIlMOHHO-TIPABOBOM
¢dbopmBI IO BaieMy BBIOOpY.

3apanue 12. OdopmuTh Ha ycTaBe HEOOXOIUMBIE TIOAMHUCH U OTMETKH.
3aganue 13. CocTaBuTh 10JKHOCTHYIO HHCTPYKIUIO IOPUCTA IPEATIPUATHS.
3ananue 14. OdpopmMuTh Ha JOHKHOCTHOW MHCTPYKIIMK HEOOXOIUMBIE TIOATUCH U OTMETKHU.

3apanmne 15. CoctaButh U OQOPMHUTH AOKYMEHT. PacmopsskeHHe O MOBBIICHUH KBaTU(UKALMH
nepcoHana. B cBsA3M ¢ mepexoloM Ha HOBYIO CHCTEMY aJIMUHHCTPUPOBAHUS U IpPEICTOALIECH
aTTecTaluu pabOTHHUKAM IMPEUIOKEHO MPOWTH 00yueHHe Ha Kypcax MOBBIMICHHS KBaIH(UKaluu;
CEeKpeTapro OT/Jela — IPeAOCTaBUTh I'pa MK MPOBEICHHS 00yUYEHUS COTPYIHUKOB OT/IENa.

3apanue 16. CoctaButh U 0POpMUTH JOKYMEHT. PacmopsikeHne HadalbHUKA OT/Iea O Hajg0aBKax
3a BBICJIYTY JIET K oKkjiany B pazmepe 20-30% cneunanucram oTAema.

3ananme 17. CoctaBuTh 1 0QOPMUTH TOKYMEHT. YKa3aHue o rpaduke ormyckoB Ha 2020 roa. s
COCTaBJIEHUs Tpa(uKa OTIYCKOB MPEAJIAraeTcs COCTaBUTh CIIUCKA PAaOOTHUKOB C YKa3aHUEM CPOKa
IIPENIIOJIaraéMoOro €XerogHoro orviaunaeMoro ormycka B 2020 roxy. Ilepenate cocraBiieHHBIE
CIMCKH B OTJEJ KaApoB 10 | HIOHS.

3ananue 18. CocraButh u 0hopMHUTH NOKYMEHT. [locTaHOBIIEHHE O PEMHPOBAHUM PAOOTHHUKOB
COLIMATIBHO — DKOHOMHYECKOTo OTAeNla AJMUHHCTpanuu Ps3aHckoro paifoHa 3a BBICOKHE
nokasareiu pabotel otaena. [lpemus Beigaercs u3 GoHAa MaTepHalbHOTO MOOIIPEHUS B pa3Mepe
60% exxeMecsIMHOr0 TOJKHOCTHOTO OKJIa/a.
1. CocraBpTe cmpaBKy O pasMepe 3apa0OTHOM TuIaThl pabOTHUKA OTaena CObITa TOTOBOH
nponaykimu 10 «['panT» ans mpemocraBieHus B AeTckuil can. OcTanbHbIe JaHHBIC YKAXKHUTE
CaMOCTOSITENILHO.
2. CocraBbTe crpaBky o ctaxke padorsl skoHOMHUCTa OO0 «ATHaHT» UId NPEAOCTABICHUS B
Ipyroe Mecto paboThl MO MPUYMHE YyXoJa co craporo. OcTalbHble [aHHBIE YKa)KHUTE
CaMOCTOSITEIIBHO.
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MNPUJIOKEHHUE Ne3:
IIpumepHbIe TeMbI pedepaToB

CymHOCT, M OCHOBHOE Ha3Hau€HUE JOKYMEHTAIIMOHHOTO OOECleYeHMs YIIpaBJICHUS B
COBPEMEHHBIX YCIOBHSIX.

HopmaruBHO-mipaBoBas 6a3a JOKyMEHTAIMOHHOTO oOecrieueHus ynpanieHus B PO.
Opranuzanys Ae0npor3BOICTBA HA MAJIbIX NPEATNPUATHUSX.

Cremuduka TOKYMEHTAMOHHOTO OOECHeYeHHs YIpaBICHUS B  TOCYJapCTBEHHBIX
YUpEXKICHUSAX.

Bo3MOXXHOCTM MCNONB30BaHUS CHEUAIM3UPOBAHHBIX IPOTrpamMM [UIsl OCYLIECTBICHUS
JOKYMEHTAIIMOHHOTO 000pOTa B COBPEMEHHBIX OpraHU3aIHsIX.

Hctopus craHoBieHHS U pa3BUTHS JOKYMEHTAIIMOHHOTO OOeCHeyeHHs YIPaBICHHUS B
Poccun.

Criermuduka TOKyMEHTAITMOHHOTO 00ECIIeUeHNUs YIIPABICHUS B KAAPOBBIX CIIYKOax.
3apyOe)KHBIH OMBIT OpraHU3alUH JOKyMEHTAMOHHOTO 00eCIeUeHNUs yIPaBICHHUS.
[lepcriekTHBHBIC HANIPABICHUS B PA3BUTUHU JTIOKYMEHTAIIMOHHOTO 00ECIICYeHHSI YIIPABICHUSI.

.IlpumeHeHre TOCYIapCTBEHHBIX CTaHAAPTOB B OpraHU3allMd  JTOKYMEHTAllMOHHOTO

o0ecreyeHus yIpapaeHHUs.

Hcnonb3oBaHue 3apy0exHOro ONbITa B OpPraHU3alMM JOKYMEHTOOOOPOTa Ha POCCHHMCKHX
PEINPUATHIX.

XapakTepUCTHKa CIIyKObI JOKYMEHTAIL[HIOHHOIO 00E€CIeYeHNsl Ha KOHKPETHOM IPEANPUATHI
(o BEIOOPY OOy4aroIIerocs).

OcHOBHBIE TPeOOBaHMsSI K OpraHU3alii XPaHEHUS! UCIIOJTHEHHBIX JI0KYMEHTOB.

OKcnepTu3a LEHHOCTH JIOKYMEHTOB. OJTanbl M IOPSAOK €€ IPOBEACHMS. OKCIEPTHBIE
KOMHCCHHU.

Cpoku xpaHeHHs JOKyMEHTOB. IlepeuHu TOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHHUS U HX
BUJIBI.



