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JMCUHIAHHBL




1 Ilesin ocBOEHMSI AUCHMILJIMHbBI

Ilenpr0o OCBOEHUS IUCLHUIUIMHBI «/JOKYMEHTHpPOBAaHUE YIIPABICHYECKOU JEATEIbHOCTH
ABJIETCS. N3YYCHHE TEOPETUYECKUX U IIPAKTUYECKUX OCHOB CO3/IaHUS JOKYMEHTOB yIIPaBJICHMUS;
rpaMOTHON U 3()()EKTUBHON OpraHM3alUU COBPEMEHHOTO JIEIONPOU3BOJICTBA HA MPEANPHUITUAX
Y B OPraHH3aLMsIX.

2 MecTO JUCUMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHO NPOrpaMMbl
NMOAr0OTOBKHN OakajiaBpa

Hucnurnmuna b1.6.15 «JlokymeHTHpOBaHUE YIIPaBIEHYECKON AEATEIHHOCTH» BXOJUT B 0a30BYIO
qacTh OOpa3zoBaTenbHOM nporpamMMbel Onoka bl. mo nHampasnenwto moaroroBku 38.03.02
«MeHeKMEHT.

Jis v3ydeHusi TUCHUIUIMHBI HEOOXOIMMBI 3HAHUSI, YMEHHUs, BIaJAeHUs, CHOPMUPOBAHHbBIE
B TIporecce OOyYeHHUs: BIAJeHHEM Oa30BbIX HABBIKOB IPAKTHUECKOW pPabOTBI 1O cOOpy
pealbHbIX (PAKTHYECKHX MaTepUajoB, UX KOMIUIEKCHOW OIEHKE, aHAJIU3y U CUCTEMaTH3alluu B
4yacTH, Kacalolleicss  peleHus JIOKYMEHTHpPOBAHHUS  YIPABJIEHYECKOW  JESATENIbHOCTH,
CIIOCOOHOCTh K aOCTPAaKTHOMY MBIIUICHUIO, aHAINU3y, CUHTE3Yy, CIIOCOOHOCTHIO MPUHUMATh
OpraHM3al[MOHHO-YIIPABJIIEHYECKUE  DPELIEHUs,  OLIEHHWBATh  HUX  MOCIEACTBUS,  HECTU
OTBETCTBEHHOCTbH 32 MX PEaJU3allii0, TOTOBHOCTh MOJIb30BATHCS HOPMATUBHBIMU JOKYMEHTAMU
Ha MPaKTUKE

3HaHMs, YMEHUS, BIAJEHUS, MOJIyYEHHbIE MPH U3YYCHUU AUCUUIUIMHBI HEOOXOAMMBI B
OCBOEHHUU CIEIYIOIUX KypcoB: «MEHEIKMEHT B MajoM OH3Hece»«YNpaBleHUE 3aTpaTaMu B
NpOMBINIIEHHOCTHY, «Hamorm wu Hajoroo6moxxenuey», «VHHOBAIIMOHHBI MEHEIKMEHT.
3HaHUs 10 MpobIeMaM JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOW JESITEIbHOCTU HYKHBI B HAyYHO -
HCCJIEIOBATENBCKOM paboTe U MPAKTUYECKOU NeSTEIIbHOCTH.

3 Komnerenuun odyuarouierocsi, popmupyembie B pe3yJibTaTe 0CBOEHUS
AUCUUILUINHBI M IIJIAHUPYeMble Pe3yJIbTaThl 00y4eHHs

B pesymprare OCBOEHHA  JHUCHMIUIMHBI  «/[OKyMEHTHpOBaHME  yNpPABJICHUYECKOU
JeSITeIbHOCTH» 00y4JaroLuiics JoKeH 00J1a1aTh CIeIyIOIUMI KOMIETEHIUAMU:

CTpyKTypHBII
JJIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs
KOMITIETEHIINH

OIIK — 1 — BiaajeHMeM HABBIKAMH NOMCKA, AaHAJIHU3A M HCIOJb30BAHHS HOPMATHUBHBIX U
NPABOBBIX JOKYMEHTOB B CBOeil NpodeccCHOHAJIBLHOM 1eSITeJIbHOCTH.

3Hath — 0cobeHHOCMU NOUCKA, AHAIU3A U UCHONIb30GAHUS HOPMAMUBHBIX U
NPABOBbIX OOKYMEHMO8 8 c80ell NPOPecCUOHAILHOU 0esiImeNbHOCHIU.

YmeThb —  ucKams, AHATUIUPOBAMD U UCNOIL308AMb HOPMAMUBHbIE U NPABOGbLE
OQOKYMeHmMbl 8 C80€ell NPOGHeCCUOHATILHOU QesIMelbHOCTU.

Branets —  HABbIKAMU NOUCKA, AHANU3A U UCNONb308AHUS HOPMAMUBHBIX U NPABOBYIX|
0OKYMEHmMO8 8 C80ell NPOGheCcCUOHAILHOU QesiImelbHOCU.

IIK — 8 — BiIaieHHeM HABbIKAMH JI0KYMEHTAJILHOI0 0()OpMJIEHHsI PellleHUi B ypaBJeHUH
ONEePAllMOHHON (NMPOU3BOACTBEHHOM) /[eATEJbHOCTH OpPraHU3alMii INPH BHEIAPEHUH
TEXHOJIOTHYeCKHX, IPOAYKTOBBIX HHHOBALMH HWJIH OPraHU3aANHMOHHBIX H3MEHEHUI.

3Hath —  OOKYMeHmalbHoe OgopMIeHue peuleHull 8 YNpAasieHUuu OnepayuoHHol
(MpOU3800CMBEHHON)  0esIMENbHOCIU  OP2AHU3AYULL NPU  BHEOPEeHUU
MEXHONIO2ULECKUX, NPOOYKMOBbIX UHHOBAYUL UIU OP2AHUZAYUOHHDIX|
U3MEHEeHULL.
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CTpyKTypHBII
3IEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yabTaTbl 00ydeHUs

YMeTs

ocyuecmenams OOKYMEeHMAIbHOe OQOpMIeHUe peuleHull 8 YNpaeieHuu
ONepayuoHHOU (NPOU380OCMBEHHOU) O0eMENbHOCMU OPSAHU3AYULL NPU
BHEOpeHUU  MEeXHONIO2UYECKUX,  NPOOVYKMOBbIX — UHHOBAYUU UL,
OPeAHU3AYUOHHBLX UBMEHEHULL
NOHUMAMb  803MOXCHbIE — NOLONCUMENbHblE U OMPUYAmMeNlbHbLe|
nocne0cmeuss NPUHUMAEMbIX OP2AHU3AYUOHHO-YNPABIEHYECKUX PeleHUl,
OYeHUBAMb IPDEKMUBHOCIb YNPABIEHYUECKUX DeUleHU].

Bnanets

HABbIKAMU  OOKYMEHMANIbHO20 OQOPMICHUS. peueHutl 6 YNpasieHuu
ONepayuoHHOU (NPOU3B0OCMBEHHOU) O0eMENbHOCMU OPSAHUZAYULL NPU
BHEOpeHUU  MEeXHOJIO2UYECKUX,  NPOOYKMOBbIX — UHHOBAYUU  UIU
OP2AHU3AYUOHHBIX U3MEHEHULL.

IIK-11- BnageHnMeM HaBbIKAMH aHa/Iu3a WHGoOpPMAUMH 0 (PYHKIMOHMPOBAHHUU CHCTEMbI
BHYTPEHHEr0 J0KYMEHT0000pOoTa OpPraHu3aluM, BeJeHMs 0a3 JaHHBIX MO Pa3JIMYHBIM

nmoxasarTejasam

OPraHu3aliMOHHBIX IPOCKTOB.

U

¢popmupoBanuss UHPOPMALUMOHHOIO oOOecleYeHUs] YYACTHMKOB

3HaTh

ananuz uHgopmayuu 0 QOYHKYUOHUPOBAHUU CUCMEMbL BHYMPEHHE20
0oKyMenmoobopoma opearuzayuu, edeHus 6az OaHHbIX NO PA3IUYHBIM,
nokazamensimM U - Qopmuposanus  UHGOPMAYUOHHO2O  ODecneyeHuUs]
VUACTHUKO8 OP2AHU3AYUOHHBIX NPOEKMO.

YmMmern

81ademsv HABbIKAMU AHAAU3A UHDOpMayuu O GYHKYUOHUPOBAHUU
cucmemvl BHymMpeHHe20 00KYMeHmoobopoma opearuzayuu, eeoeHus o6as
OaHHLIX ~ NO  pA3IUYHBLIM — noKazameusam U Qopmuposanus
ungopmayuonHoeo - obecneuenus  YUACMHUKOS  OP2AHU3AUUOHHDIX|
NPOEKMO8.

Bnanets

HABbIKAMU  AHAIU3A UHDOpMaAyuu O (QYHKYUOHUPOBAHUU CUCTEMbL
BHYMPEeHHe20 O00KYMEeHmoobopoma opeanuzayuu, eedeHus 6a3 OaHHbLX|
nO  pa3IUYHbLIM NOKA3amensim U @QOpMUpoOSaHus UHPOPMAYUOHHOO
obecneverus y4acmHUKo8 OpeaHu3ayUOHHbIX NPOEKMOS.

IMIK-20 — BaajeHHeM HABBIKAMH MOATOTOBKH OPraHU3ALMOHHBIX U PACHOPSIMTE]IbHBIX
JOKYMEHTOB, HEOOXOUMBIX /IJIfl CO3/IaHUSI HOBBIX NMPEeINPUHUMATEILCKUX CTPYKTYP.

3Harb —  0cobeHHOCU NOO20MOBKU OP2AHUZAYUOHHBIX U PACHOPSAOUMETbHBLX|
0OKYMEeHmMO08, He0OX0OUMbLX OJisl CO30AHUSL HOBBIX NPEONPUHUMAMETbCKUX|
CMpYKmyp.

YmeTb — e1ademyp HAa8bIKAMU n0020MO6KU Op2aHU3aYUOHHBIX u
PACNOPAOUMENLHBIX OOKYMEHMO8, He0OX00UMbIX Ol CO30AHUsL HOBbIX|
NPeOnpPUHUMAMENbCKUX CIPYKMYD.

Bmanets —  HABbIKAMU  NOO20MOBKU  OP2AHUBAYUOHHLIX U  PACHOPAOUMETbHBLX|

OOKYMEHMO08, HeOOX0OUMBIX O/ CO30AHUSL HOBbIX NPEONPUHUMANENbCKUX|
cmpyKkmyp.




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh AUCIHUILUIMHBI COCTABIISIET 3 3aueTHbIX enuHulibl 108 akaj. 4acoB, B TOM YUCIIE:

— KOHTakTHas padota — 21,3 akaj. Jaca:

— ayautopHas — 20 akaj. 4acos;

— BHeayauTopHas — 1,3 akas. 4acos;

— camMmocTosTenpHas padora — 82,8 akan. 4acos;

- IIOATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.
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1.Tema: Teoperuyeckne OCHOBBI| 2 2 2 15 |- 3y4enue yueGHOTO YcTHBIN onpoc. OIIK-1-3y8;
JAeJIONPON3BOACTBA OpPraHu3alMH. MaTepuaia, BeiHeceHHoro  ([IpoBepka mHmuBUAyanbHbIX| [1K -8-3y8;
Nudopmarnus, ee kputepuu. J{OKyMeHT. Ha CaMOCTOATENIbHYIO | 3aJaHUN. 1TK-11-3y8;
PexBuzur JTIOKYMEHTA. OyHKIHIH popaboTKy, MOATOTOBKA 1IK-20-3ys.
JIOKYMEHTA. IOpunanueckas cuiia K TEKYIIUM 3aHITHSIM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, -IToAroToBKa BBHICTYIIJICHUI
JIOKYMEHTUPOBAHHUE. C JIOKJIa/laMHu.
JlokymeHTaumoHHoOe o0ecrnieueHue -Hanucanue KOHTpPOIBHOU
yIpaBIEHUS. JIOKyMEeHTO000POT. paboThI.
Knaccudukanmst JIOKYMEHTOB. - Ilouck AOMOJHUTENBHOMN
Cranpapruzanus u yHU(UKAIUSA uHboOpMalUK O 3aJaHHOH
JTIOKYMEHTOB. VYHudunupoBanHas TeMe (pabota C
cucremMa JIOKyMEHTAIUU (YCL). oubnmorpaduueckumu
Cucrembl JokyMeHTauuu. [IpuHIHAIBI Marepuaiamu,
JIEJIONIPOU3BO/ICTBA. HopmatusHo- CIIPaBOYHHMKAMH,
MeToauueckas 0aza JOKYMEHTHPOBAHHUS Karajoramy,  CIJIOBapsMH,
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KOHTaKTHas paboTa % g = E
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yIpaBJIEHYECKON  JEeATETbHOCTH U SHIMKIIONETUSAMH).
opranu3aiy paboThl ¢ JOKYMEHTaMH.

2. Tema:O0mmue npaBujaa| 2 1 2 15 |- Hsyuenwme  ydeOHOro|YCTHBIN OIpPOC. OIIK-1-3y8;
odopmieHus1 yIpaBJieHYeCKHUX MaTepuaina, BbiHeceHHoro  (IIpoBepka unauBuayanbusix | 1K -8-3y6;
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENILHYIO | 33 JTaHH. ITK-11-3y8;
«YHUPUIIUPOBAHHBIE CUCTEMBI popaboTKy, MOATOTOBKA 1IK-20-3ys.
JOKYMEHTAIUH. YHuduuupoBanHas K TEKYIIM 3aHATHSM.
cucreMa OpraHU3aIIOHHO- -IToaroroBKa BBICTYIUIEHUI
pacropsIuTeIbHON JIOKYMEHTAITUH. C TOKJIaJIaMHU.

TpeboBanus K oopmieHuto -Hanucanue KOHTPOJIBHOU
JIOKYMEHTOB". PexBuszur 01- paboThI.

['ocynapctBennbiit repd P®. PexBuzut - Ilouck AOMOJHUTENBHON
02- I'ep6 cyObeKTa P® u nH(popMaluK 1O 3aJaHHOU
MYHHLIAINIAJIBHOTO o0pa3oBaHUsL. TeEME (pabota C
PexBuzur 03 -DmOnema opraHuzanuu O6ubanorpaduueckumMu

Wi ToBapHbIi 3Hak. PexBusur 04- Kog Marepuaiamy,
opranuszanuu. PexBuszutr 05- VYkazanue CIIPaBOYHUKAMH,

Ha OCHOBHOM roCyJIapCTBEHHBIH Karajoram,  CJIOBapsMH,
PETUCTPAITMOHHBIN HOMEP SHIMKJIOTICTUSIMH ).
npeanpustus.Peksuzur 06- Ykazanue Ha

UICHTU(DUKAITTOHHBIN HOMED

HAJIOTOIUIATEbIINKA/KO/T MIPUYUHBI
noctaHoBku Ha y4der. PexkBusut 07- Kog
dopmbl  nokymenta. PexBuszur  08-




Pasnen/ tema
JIUCIIUILINHEI

Kypc

AynutopHas
KOHTaKTHas pabota
(B akaj. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.

3aHATUSA

CamocTosTenbHast
baboTa (B aKaj. Jyacax)

Bun camocrosTenpHOU
paboThI

@dopMa TEeKyILIEro KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOUHOM aTTECTALNU

Koa u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

HaumenoBanue OpraHu3anuu. PexBusut

09-CrpaBouHbIe CBEICHHSI 00
OpraHu3aIuy. PexBuzur 10-
HaumenoBanue BHUA JIOKYMEHTA.
PexBusur 11- Hara  gokymeHTa.

PexBusur 12- PeructpaunoHHbli HOMEP
nokymenta. PexkBus3ut 13- Ccbuika Ha
pPEruCTpallMOHHBIH ~ HOMEpP U JaTy
nokymenTta. PexBusur 14-  Mecto
COCTABJICHUS] WJIM W3JaHHS JIOKYMEHTA.
PexBuzur 15- CBenmenuss 06 ampecare.
PexBuzur 16 -I'pud yrBepKIeHUS
nokymeHTta. PexBusut 17-Pe3omtonus.
PexBu3ut  18-3aroioBok K  TEKCTY.
PexBuzutr 19- OtTmeTka 0 KOHTpoJe
PexBuzut  20- TekcT nmoKyMmeHTa.
PexBumzur 21- OrMmerka 0 HaJIMYUH
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacoBaHUA JI0KyMeHTa. PekBu3ut 25-
Ileyats. PexBusur 26-OTMeTKa O
3aBepeHuu  komuH.  PekBuzur  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-
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OtmeTka 00 MCHOTHEHUHM IOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTKa O TOCTYIUIGHHU JOKYMEHTA.
PexBusut 30- Unentudukatop
AIEKTPOHHON KOIUH JIOKyMEHTA.

Cocras PEKBU3HUTOB, ux
MECTOPACIOJIOKEHHE Ha JOKYMEHTE.

Dopmyisip-obpaser] TOKyMEHTa.

3. Tema: Ocobennoctu| 2 1 2 15 |HM3ydenue yueOHOTO YcTHBIH ompoc. OIIK-1-3ys;
COCTaBJICHUA U oopMJIeHUA MaTepuaia, BeiHeceHHoro  ([IpoBepka mHauBUAYanbHBIX | 1K -8-3y8;
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITENIbHYIO | 3aJaHUH. 1TK-11-3y8;
OcHoBHBIE TPYIIITBI JIOKyMEHTOB. popaboTKy, MOATOTOBKA 1IK-20-3ys.
HopmarusHsble JIOKYMEHTBI K TEKYLUM 3aHATHUSM.
roCy/1apCTBEHHBIX OpraHoB. -[ToaroroBka BBHICTYILUICHUI
OpraHu3anoHHbIe JOKYMEHTBI C JIOKJIaZIaMHU.

HNPENIPUATHSL. JIOJKHOCTHBIE -Hanucanue KOHTpPOIBHOU
UHCTPYKIIUU. PacnopsinutensHble paloThI.

JIOKYMEHTHI npennpusatus. [Ipukassl mo - [Touck nonoaHUTENBHOU
OCHOBHOM NEeSITETbHOCTH. uH(pOpMaINHU 10 33aHHON
Pacniopsxenus, pelIeHusl. Teme (paboTa ¢
WndpopmanoHHO-CcIIpaBOYHbIE o6ubnuorpaduyeckumu
JNOKYMEHTHI. [IpOTOKONBI, TONHAs U MaTepuagamH,

Kpatkast ¢popma ux oopMieHus. AKTBHI. CIPaBOYHHUKAMH,

CnyxeOHbIC " O0OBSICHUTEIIbHBIC

KaTaJIoramMH, CIIOBApsIMU,




AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasnen/ tema 2, (B axan. wacax) E § Bun camocrositenpHOM Dopma TEKYIIETO KOHTPOILA g% E
> & YCIIEBAEMOCTHU U > s 8
JTUCHUTITUHBI & e R S < paboThI . 2 g o
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3aMHCKH. CrpaBku. CnyxebHble SHIUKJIONIECUSIMHU ).
JIOBEPEHHOCTH. [Tucepma, 1504
KJlaccu(puKanus, CTPYKTYpa,
CTaHgapTHBIE (pa3bl H  BBIPAKCHHS.
Hopmbl  odunnanbHO-I€I0BOTO  CTUIIS
CIIy’)KeOHBIX ~ JIOKYMEHTOB.  JlemoBoe
MUCBMO  MEXAYHapOJHOro  oOpasia.
®daxkcel, TenedoHorpammel. Jlorosopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHHMKA CO3/1aHUsl JOKYMEHTOB.

4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 2 15 |- 3yuenue yueOHOTO VYerubiii  onpoc. Ilposepka| OIIK-1-3y8;
AOKYMEHTOB [0 JIMYHOMY COCTaBY. MaTepHualia, BRIHECEHHOTO  |MHIMBHUIYaIbHBIX 3amanuid. | [1K -8-3ys;
[TonsiTve M CTpyKTypa NEpPCOHAIBHBIX Ha CaMOCTOSITENIbHYIO 1TK-11-3y8;
JAaHHBIX. [TpuHAICKHOCTD popaboTKy, MOATOTOBKA 1IK-20-3ys.
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK, K TEKYILIUM 3aHATHUSAM.

JiepKaTeb u [10J1b30BaTENb -IToaroroBka BEICTYIIIIEHUH
NEPCOHAIBHBIX  JaHHBIX. CTpykTypa C JIOKJIaJIaMH.

KaJpOBOM nH(OpMaIMOHHO- -Hanncanue KOHTPOJIBHOMN
JIOKYMEHTallMOHHON CUCTEMBI. paboThI.

OdopmieHne TOKyMEHTOB MpH NpUEME,
YBOJIBHEHUHU U TepeBojie pabOTHHKA Ha
JIPYTYIO TOJDKHOCTh. AHKeTa. TpymoBbie
KOHTpakThl. [IpHka3pl MO JUYHOMY
COCTaBy. OcHOBHbIE PEKBHU3UTHI

- Tlowck IOMOJHUTEIHHOMI
uHboOpMalUK O 3aJaHHOH
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepHalaMH,
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AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasnen/ tema 2, (B axan. wacax) E § Bun camocrositenpHOM Dopma TEKYIIETO KOHTPOILA g % E
> & YCIIEBAEMOCTHU U > s 8
JUCITUTIAHBI < o T S paboThI . 2 g o
= § 2 z £ 5 2 MIPOMEXYTOYHOH aTTecTaluu 55 =
= g o B o @) © §
(@W
JOKYMEHTOB U IMpaBuia UX 0hopMIICHUS. CIPaBOYHHUKAMH,
Kpatkue  cBemeHus 0  IpaBWIIax Karajoramu,  CIIOBapsSIMH,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONICUSMHU ).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.

5. Tema: Opranuszanusi| 2 1 2121 15 |- U3yuenue yueGHOTO Yeruwiii  ompoc.  IIposepka| OIIK-1-3y8;
JOKYMEHT0000poTA. ITonsaTus MaTepuasa, BRIHECEHHOTO  |MHAMBUAYAIbHBIX 3ananuii. | [IK -8-3y6;
JOKYMEHTOOOOpOT W OpraHu3alus Ha CaMOCTOSITENIbHYIO 1IK-11-3y8;
JIOKyMEHTO000pOTA. HopmarusHo- popaboTKy, MOATOTOBKA 1IK-20-3ys.
METOIUIeCKast perIamMeHTaIus K TeKYIIIHM 3aHSITHSIM.

TOKyMeHT0o0OopoTa. OCHOBHBIE MpaBUia -IToaroToBka BBICTYILIEHUH

OpraHW3aliil  JOKYMEHTOOOOpOoTa Ha C TOKJIaJIaMHU.

MPEINPUATHH. KauecTtBeHHsbie -Hanucanve KOHTPOIBHOU

XapaKTEePUCTUKU JIOKyMEHTO00O0pOTAa. paboTHI.

Knaccudukanus  HOKYMEHTOMOTOKOB: - Ilouck pomomHUTENHHOU

TOPU30HTAIILHEIE, BEePTHUKAIbHBIE, nH(OpPMANIUY TI0 3aTaHHOU

BOCXOJSIIME, HHUCXOIAIINE, BXOJSIIUE, TeMe (pabota C

ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu

o0BemMa TOKyMEeHTO000pOoTa. MaTepuagamH,
CIIPaBOYHHKAMH,
Karajoram,  CIOBapsSMH,
SHIUKJIONICTUSIMU ).

6. Tema: OcHoBHbIe mpaBWiIa| 2 2 221 7,8 |- U3ydeHue yueOHOTO Yceruwii  ompoc.  [Iposepka| OIIK-1-3y6;
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AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasien/ Teva 3 (B akaz. yacax) E 5 BT cAMOCTOTENBHOM ®dopMa TeKyIIero KOHTPOJIs g % g
> & YCIIEBAEMOCTHU U > s 8
JUCITUTIAHBI < o T S paboThI . 2 g o
= § 2 z £ 5 2 MIPOMEXYTOYHOH aTTecTaluu 55 =
S| 85| 25| 2¢E = 2
S| 88| B8 | Qg 2
(@W
OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MaTepuasna, BBIHECEHHOIO  |MHAMBUAYalbHBIX 3ananuil. | [IK -8-3y8;
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO 1IK-11-3y8;
[lepBuunas o0paboTKka JAOKYMEHTOB. popaboTKy, MOATOTOBKA 1IK-20-3ys.
OO6mue npaBuia perucTpanuu K TEKYILIUM 3aHSATHUSM.
JOKYMEHTOB,  (OPMBI  pEerucTparuu. -IToaroToBka BBICTYILICHUI
[lepenaua OOKYMEHTOB, pacCMOTpPEHHE C TOKJIaZIaMHU.
ux PYKOBOAUTETIEM. [opsmox -Hanucanve KOHTPOIBHOU
HaIlpaBJICHUS JOKYMEHTa Ha UCIIOJHEHUE paboTHI.
U paboThl UCTIOJIHUTENS C JOKYMEHTaMH. - Ilouck pomomHUTETHHOU
HUcnonnenne  nokymMeHra. Buael wu nH(popMaluK 1O 3aJaHHOU
dbopMbI KOHTPOJIA WCIIOJIHEHMUS, TEMe (pabota c
cpokoBasi  Kaptoreka.  OpraHuzarus oubnuorpaduaeckuMu
TeKyIliero xpaneHus nen. Homenknarypa MaTepuagamH,
Zen, obmue  TpeOoBaHUS, BUJIBI CIIPaBOYHHUKAMHU,
HOMEHKJIATYP. CocraBnenue Karajorami,  CIOBapsSMH,
HOMEHKJIaTypel nen. dopmupoBaHue u SHITUKJIOTICTUSIMH ).
opopminenue gen. Cucremaruzanus
JIOKYMEHTOB B Jeie. XpaHeHue Jedl.
[ToaroToBka MOKYMEHTOB K Iepenadye Ha
apXWBHOEe XpaHeHHWe. Kpurepuu orneHku
JOKyMeHTOB. COocTaBIE€HUE ONUCEN JIE.
Hroro no pazneny 8 12/41 | 82,8 ITpoBepka MHAMBUAYATBHBIX
3aJaHui

12




AynutopHas

=
R 35
< Q X
KOHTaKTHas pabota TS =S
)
B aKaj. yacax SR . @dopMa TEeKyILIEro KOHTPOJIA E" =i
Paznen/ Tema 2 ( ) © J | BugcaMmocTosTeIbHON P y p 55
> & X yCIeBaeMOCTH U > s 8
JVCLIATUTHHEI < . : S < paboThI . )
E g = § = 58 IIPOMEKYTOUYHOM aTTCCTALINH 5 5 ;
g E o) o
S| &= | 2= | ¢ =8
s3] 25 ¢ 5 =
= = ™ = ™ U % bd
(@W
Hroro 3a kype 8 12/41 | 82,8 IIpomesxyTouHas
aTTecTanus - 3a4eT

4\! — B TOM 4YHCJIe, YacChl, OTBeJeHHbIE HA Pa00TY B MHTEPAKTHBHOI ¢opMme.
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5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanuzaius KOMIETEHTHOCTHOTO MOJAXOa MPeayCMaTpUBAEeT MCIOJIb30BaHUE B y4EOHOM
MPOIECCEe AKTUBHBIX W HWHTEPAKTHBHBIX (OpPM TPOBEACHUS 3aHATHH B COYCTAHHH C
BHEAYJIUTOPHOM paboToil C 1enbl0 (GOPMUPOBAHUA U PA3BUTUSA MPOPECCUOHANBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHMM CTYAEHTOB JUCUUIUIMHE «J{OKyMEHTHpOBaHUE YIpaBICHYECKOI
JESTEIILHOCTH CIIEYeT OCYIIECTBISATh CICIYIONIHE 00pa30BaTEIbHBIC TEXHOJIOTHH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OpPraHU3alUIo
00pa3oBaTeNbHOrO  Mpollecca, MPEANoJaralollyr0 OpsIMyI  TPAHCIALHUI 3HAHUM — OT
npenojaBaresnss K CTyJIeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WILUTFOCTPATUBHBIX
METO/IOB 00yUYECHHS).

Dopmbl yueOHbIX 3AHAMUIL C UCNOTB306AHUEM MPAOUUUOHHBIX MEXHOIOZUIL:

WudopmanimonHasl  JEKIUs —  TOCIENOBAaTEIIbHOE  W3JIOKEHHWE  Marepualia B
JTUCIUIUIMHAPHON JIOTUKE, OCYILECTBISEMOE IPEUMYIIECTBEHHO BepOaIbHBIMH CpeICTBaMU
(MOHOJIOT IIpenoaBaTes).

[TpakTHdeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN M HABBIKOB IO
MPEIOKECHHOMY JITOPUTMY.

2. TexHoJioruu NMPoOIeMHOr0o 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MpeAroaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JAaHHE YYEOHBIX MPOOIEMHBIX
CUTYallui JAJI CTUMYJIMPOBAHUS aKTUBHOM MMO3HABATEIBHOMN JAEITEIbHOCTH CTYJCHTOB.

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YUeHUA:

[IpakTueckoe 3aHaTHEe B (QopMe NPAKTHUKyMa — OpraHu3aius y4deOHOW paboThl,
HaIpaBJeHHAs Ha PEIICHHE KOMIUIEKCHOW Y4eOHO-TIO3HaBaTEIbHOM 3a/iauu, TpeOyromend oT
CTYyJIEHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOJIOTHH TPOEKTHOr0 O0Yy4YeHHs — OpraHM3anms 00pa3oBaTEILHOTO Ipolecca B
COOTBETCTBUU C AJITOPUTMOM MOITAMHOTO pELICHUS MPOOJIEeMHON 3aJauyd WM BBITOJTHEHUS
yaeOHoro 3aganus. [IpoekT npeanonaracT COBMECTHYIO Y4€OHO-TI03HABATEIBHYIO ACSITEIHHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBIECHHYIO Ha BHIPAOOTKY KOHIEMINH, YCTAaHOBIICHUE IeNel U 3ajad,
(GOpPMYITUPOBKY O0XXHIAEMBIX pE3yJIbTaTOB, OMNpPEIEJICHHWE NPUHIIMIIOB W METOIUK PEIICHHS
MOCTaBIIEHHBIX 3aja4, IUIAHUPOBAHHE XoJa padOThl, TMOUCK JOCTYNHBIX U ONTHUMAaJIbHBIX
pPecypcoB, TMOASTANHYIO peaTu3alfio IUIaHa paboThl, MPE3CHTAIMIO PEe3yIbTaTOB PabOThI, MX
OCMBICIIEHHE U pedrekcuro.

OcHogHble munsl RPOEKmMog:

TBopyeckuil TpPOEKT, Kak MPaBUIIO, HE HMMEET NETAlbHO NPOPaOOTaHHON CTPYKTYpHI;
y4eOHO-TI0O3HABATENIbHASL JICSITEIBHOCTh CTYJEHTOB OCYIIECTBISIETCS B pPaMKax pPaMOYHOTO
3a/1aHMs], TOJYMHSASICh JIOTUKE U MHTEpPECAaM YYaCTHUKOB IPOEKTA, dKAHPY KOHEUHOI'O pe3yJibTara
(razera, puiibM, pa3IHUK, U3AHUE, DKCKYPCHS U T.I1.).

4. InTepakTUBHbIE TEXHOJOTHHM — OPTaHU3AlMsI 00pPa30BATENBLHOTO MpPOIEcca, KOTOpast
MpEANnoaracT akKTUBHOE M HEIMHEWHOE B3aMMOJICUCTBHE BCEX YYACTHUKOB, JOCTH)KEHHE Ha
ATOW OCHOBE IWYHOCTHO 3HAYMMOTO Ui HHX 0Opa3oBaTelbHOTO pe3yiabTaTa. Hapsay co
CMIENUATM3UPOBAHHBIMA  TEXHOJIOTHSIMH ~ TaKOro  poja  NPHUHIMI  WHTEPAKTUBHOCTH
MIPOCIIEKUBACTCS B OOJIBIIMHCTBE COBPEMEHHBIX 00Pa30BaTENbHBIX TEXHOIOTHH.

Dopmbl yueodHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHaAp-IMCKYCCUS — KOJUIEKTHBHOE OOCYXJICHHE KaKOTO-IHM00 CIOPHOTO BOIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpYHHIOBOW AMANOT, JUCKYCCHUS KaK CIIOp-
JIAAJIor).

5. HNudpopManmoOHHO-KOMMYHUKAINIMOHHBIE  00pa3oBaTe/ibHbIe  TEXHOJOTHH —
opraHu3arys 00pa3oBaTeIHLHOTO MPOIECCa, OCHOBAHHAS HAa MMPUMEHEHUHN CTICIIUATM3UPOBAHHBIX
MPOTPaMMHBIX CPeJl M TEXHUYECKHUX CPEICTB pabOThI ¢ MH(OpMAaLIUEH.

®opMbl Yy4EOHBIX 3aHATUM C HCIOIB30BAaHUEM WH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHIA:



Jlexuusi-BU3yanu3aus — M3JI0KEHUE COJAEPIKAaHUS  CONPOBOXKAACTCS  IMPE3CHTALUEH
(memoHcTparmelt yaeOHBIX MaTepHAaJIOB, MIPEACTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPa)MIeCKUX, ayJU0- ¥ BUICOMATEPHAIIOB).

[IpakTrueckoe 3aHsATHE B ()OPME MPE3CHTAIMN — IPE/ICTABICHNUE PE3YIIBTATOB MPOSKTHOM
WIA  HCCIENOBATENbCKONW  JIEATENIbHOCTH C  HCIOJB30BaHUEM  CHEHATM3HPOBAHHBIX
HIPOTPaMMHBIX CPEJICTB.

6 YueOHO-MeTOqMYEeCKOE 0O0ecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaommXxcst

Ilpumepnaa cmpykmypa u cooepircanue pazoena:

Ilo oucyunnune «{okymenmuposanue yYnpasieHueckou 0esameibHOCmuy npeoycmompenda
ayOumopHas u 6HeayOUMoOpPHAs CAMOCMOAMENbHAS paboma 00y4arouuxcs.

Ayoumopnas camocmosamenvHas paboma CmMyoOeHmo8 Hpeonoiazaem 6biNOJIHeHUe
npaKmuyecKux pabom.

Ilpumepnuie ayoumopnuoie npaxmuuecxkue pavomuot (AIIP):

AIIP Nel «Teopemuueckue 0CHOBbL 0€710RPOU3B00CMEA OP2AHUAUUU).

Ilposooumcs 6 gopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL NOHAMULUHO-
Kame20puaibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCKYCCULL.

Onpoc no mamepuanam nexyuu 1.

Deontoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenno2o Oenonpouzsoocmea: J[eronpouzeoocmeo 6 cpednue eexa (XI-XV 8s.).
Ilpuxasznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII 6.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). l'ocyoapcmeennoe
oenonpouzeo0cmeo & cogemckoe pems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

AIIP No2 «Cospemennoe 2ocyoapcmeennoe pecyiuposanue 0eionpou3eoocmea ¢ P®y.
3axonooamenvrnoe pezynuposanue Oenonpouzeoocmea 6 Pd. ®@eodepanvuuiti 3axon «06
uHgopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U 0 3auume uHpopmayuuy. Pedepanbwlil 3aKOH
«0 kommepueckol matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickoii
Qedepayuuy. Dedepanvhviti  3akoH  «O  nepcoHanvHuvix  OauHbixy. Ilocmanosnenue
npasumenvcmea P® «Ilpasuna nod2omosku npagogvix axmos @eoepanivbHbiX O0peaHo8
UCNOTHUMETbHOU 6IACMU U UX 20CYOAPCMBEHHOU PESUCPAYUULY.

Hopmamusno-memoouueckoe pezynuposanue oeronpouzsoocmea. 1 ocyoapcmeennas cucmema
O0OKYMeHmMayuoHno2o obecneuenus ynpaeieHus. Obwue nonodcenus. Obwue mpeboganus K
0okymenmam u cayxcoam Ookymenmayuonnozo obvecneuenus (I'CHOY). TOCT P 6.30-2003:
Vuuguyuposannvle cucmemvr 0okymenmayuu. Yuupuyuposanuas cucmema opeaHu3ayuoHHoO-
pacnopsioumenvrot ookymenmayuu. IOCT P 51141-98 Jlenonpouzeoocmeo u apxusHoe oeio.
Tepmunvt u onpedenenus Tunosas uHCMpyKyusi RO 0ELONPOU3BOOCMEY 6 PedepaIbHbIX OPeaAHAX
ucnoaHumenvuou eracmu. Ilepeuenb munogvlx ynpagieHueckux 0OKyMeHmos, oopasyiouuxcs 6
0esAmenbHOCMU OP2aHU3ayuUll, ¢ YKA3aHUuemM CPOKO8 XPaHeHUs.

AIIP No3 «Tpebosanun Kk d1ankam 00OKymMeHmaoe ynpasienusny.

Ilposooumcs 6 ¢hopme cemunapa no 00606wenur0 u yenyoneHur0 3HAHUN C JleMeHmamu
ouckyccuu. Ilousamue u uowl bnankos. Odowuii orank. branx nucema. Brank Konkpemuozo 6uoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu komnanuamu. I epbosulil oranx. Pexeuzumot
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanoeoe razoeoe u yenmpoganmoe
PACnonodicenue peksUusumos OIaHKdA.

Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l108020 U NPOOOIbHO20 00pazyd
bnanka.
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AIIP Ned «OQouwgue npasuna ohopmiaenusn ynpasnenuyeckux 00OKyMeHmos».
Ilposooumcs 6 popme cemunapa no 0600weHut0 U YenyOneHur) 3HAHUL C IleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. [Ipakmuueckoe 3Hakomcmeo ¢ ogopmueHuem
PEeKBU3UMOB8 OOKYMEHMO8 YNpasieHus, BoinoiHenue KOHMpPOIbHbIX 3A0aAHULL

AIIP No5 «Cocmaenenue 1udHbIX 0OKYMEHM 06,

Ilposooumcs 6 popme cemunapa no 00606weHuro u yeayoieHuro 3HAHUL C IAeMeHmAamu
ouckyccuu. 3asenenus, agmoouozpaghuu, pesrome, 1uunsie 0ogepeHHocmu, pacnucku. OcHogHbvie
PpeKsuzumbl, NPAGULA COCMAGIEHUs U OopMIeHUs. Boinonnenue konmponvuvix 3a0anuil

AIIPNo6 «Paboma ¢ 00Kymenmamu, coo0eprcamiumu KOHQPuoeHyuaibHvle c6e0CHU).
Ilepeuenv ceedenuli KoHQuOeHyuanvhoeo xapaxkmepa. Ilonamue KommepyecKou mauHbl.
Ceedenusi, omHocawuecs K Kommepueckou maune. Ilopsaook eedenus 0enonpou3so0cmed
OOKYMEHMO8, CO0epHcaujux KOMMepUecKylo mauHy. 3awuma OOKYMEHMO8, COOepHCAUJUX
KOMMEpPUECKy0 mauHy.

Ilpumepnvie unousudyanvhuvie oomauwinue 3aoanusn (H/13):

H/3 Ne 1 «Ponb O0OKYMEHMUPOBAHUA YNPAGIEHYECKOU OeAmeIbHOCMU 6 pAa3eumuu
obwecmear.

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEKmMa AeKYuu.

Paccmompenue oannou memvl Heobxo0umMo Hauamv ¢ U3yYyeHUs OCHOBHLIX NOHAMUL OAHHOU
oucyunaunsl.  Ilpu  omom  cnedyem  pazobpamvci ¢ CYWHOCMbIO  KAMe2opuu
«/{okymenmuposanuey. bonee noopobHo crnedyem paccmompemsv CMPYKMYpy, COOepicaHue,
yenu u 3a0ayu OUCYUNIUHBI, UCMOPUIO PA3sumus O0oKymeHmoobopoma. [lanee HeoOX00umo
usyuuUms COCmag HOPMAMuUGHO-Memooudeckol 6a3vl O0OKYMEHMUPOBAHUs YHPABIEHYECKOU
0esimenbHOCMU 8 COBPEMEHHBIX YC08UAX X03aucmeosanus. OmoenvHo credyem paccmompens
cmpame2uto  YNpaenenus OOKYMEHMAaMu 6 Op2auu3ayuy, a makxdce usydums opmul
COB8pPEMEHHOU OOKYMEHMAaYUU.

Knrwouesvie cnosa: O0oxymenm, OoKyMenmupoeaHue uH@opmayuu, OOKYMEHMUposaHue
VAPAGNeHYecKou  0esamenbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaeneHusi — OOKYMeHmamu,
cmaunoapmu3ayus, cmpameusi ynpasieHus 00OKyMeHmamu, YHUGuKayus.

3aoanue ons camocmosmenvHol pabomol:

1. U3yuums xamezopuanvHulil annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Ilooecomosumscsi k pabome Ha nexkyuu no meme 1. Iloemopums e6onpoc: cywHocms
kamezopuu «/[okymenmupoganuey (yuebnas oucyuniuna «Jokymenmuposanue ynpasieH4eckou
oesamenvHocmuy, nekyus Nel). Boimb 20mogvim K 00CyrHCOeHUI0 9Mo20 60npoca 6 Xoo0e NeKyuu.

HJ[3 Ne 2 «Obugue npasuna oghpopmienusn ynpasieHuyeckux 00OKyMeHnoey.

Pexomenoayuu no cocmasnenuio u 0opabomie KOHChneKma JNekyuu. M3yuenue mamepuanos
OaHHOU meMbl cliedyem HaA4amsv ¢ pacCMOmMpeHus: mpebo8aHull K 0QOpMIEHUIO PEKEUIUMOB.
Takoice cnedyem u3yuums Ccocmagé peksusumos. Jlanee Heobxooumo pazobpamvcsa ¢
npUMeHeHUeM U PACNON0NACEHUEM HA OOKYMEHMmMe PeK8U3umos, onpeoeums ux oouue uepmol u
paznuuus. Kpome mozo, Hyx#cHO OemanvHo pazodpamvCs ¢ pasiudHbIMU 6UOAMU MeEKCma
O0oKymenma: mpaghapemuuiii OOKYMeHM, aHkema, maoauyda, OJ1aHK.

Knioueswvie cnosa: 6usza coenacosanus, epug osHakxomaeHus, 0ama 0OKyMeHmd, 3a2071080K

K meKcmy, UOeHMUPUKAMOp NeKMPOHHOU KONUu OOKYMEeHmA, UHMepean, HNOONUChb, NoJje
OOKYMEHMA, PecUCMpPAYUOHHbII HOMEDP OOKYMEHMA, Pe30aoYuUsl, PeKeU3Um, CMAaHOapmHblil
aucm Oymazu, CColIKA HA PecUCMPayUuoHHbll HOMep U O0amy OOKyMeHnmd, YOOCmoeepeHue
0oKymenma, hopmynsap.
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3aoanue ons camocmoamenvHou pabomol.

1. H3yuums kamezopuanbHulil annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. Ilooecomosumwscs kK cemunapy.

3. Illosmopums 6onpoc. ocHOBHbIE OCOOEHHOCU UCNONL308AHUS A3bIKA 8 0el060lU nepenucke
(yuebHas oucyuniuna «/JoKymenmuposanue YnpasieHueckou oOesmenbHocmuy, Jekyus No2).
Bvimb 2comosvim k 06cyarcoeHuro 5moeo 80npoca 6 xooe 1eKYuu.

HJ[3 No3 «Ocobennocmu cocmagienus u ohpopmieHus 0CHOGHbIX OOKYMEHM 08 YRPAGICHUA).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

Paccmompenue oannoti memvl He0OX00UMO HaAuamv ¢ AHAIU3A OCOOEHHOCMel OQUYUATLHO-
0e11086020 CMUsi NO CPABHEHUIO C XYO0IHCECMBEHHBIM, NYOTUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU A3bIKA.

Tlpu smom HysHcHO NOOPOOHO U3YUUMD JleKCUYeCKUe 0CODEHHOCMU OOKYMEHMOo8. ynompeoaeHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe pedesblx Kauwe. Ilocie amozo credyem paccmompems
opghocpaghuueckue ocobeHnocmu OOKYMeHmMOo8. NpUMeHeHue NPONUCHbIX OYK8 8 ceocpaguieckux
HA36AHUAX, HAUMEHOBAHUAX OPLAHU3AYUIL.

Kpome moco, Heobxooumo obpamums eHumanue Ha opgpoepaguueckue ocobenHoCmU
OOKYMEHMO8: NpUMeHeHue NPONUCHBIX OVKE 6 2eocpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanusayuti. Tax oice cnedyem GbIsACHUMb Haubolee pPAcnpoOCMPAHeHHble 8 OOKYMEHMAX
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CILO8, CO2LACOBAHUE NOONIeHCAUEe20 U CKA3YeMO20,
npuyacmuvle u Oeenpuiacmuvle 000pomwl, ci08000PA306AHUSL.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUZM QOPMYIUPOBOK, HEUMPANbHASL IKCHPECCUBHASL
OKPACKA S13bIKd, HEON02U3M, OPUYUATLHO-0eN060U CMUb, NOJHOMA UHDOPMAYULU, CUHOHUMBL,
Masmono2uu, (hpazeonocusmbl.

3adanue onsa camocmoamenvrol pabomol:

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3.1loemopums 6onpoc: opghoepagpuueckue ocobennocmu 0OKyMeHmMOo8.

HJ[3 Ned «Ilpasuna oghopmnenus 00KymeHmos no TUYHOMY COCABY».

Ilpu u3yuenuu OawHOU meMbl CMYOEHMAM HeoOX00UMO pa3zobpamevcs ¢ NPUHYUNAMU
paspabomku npozpamm ynpaeneHus Ooxkymenmamu. Ocoboe 6HUMaHue credyem YOeaums
PAcCMOmMpenuio npoyedypbl NPOeKMUPOBAHUs U BHEOPeHUs OOKYMEHMHbIX cucmem. Takoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee demanvro Heobxo0uMo paccmompems CyuyHOCMb 00A20CPOUHOU NPOSPAMMbBL 0OVYeHUs.
nepcouana opeanuzayuu 6 006aacmu Ynpaenenus. OOKYMEeHmAamu U HpUMeHeHUs 00yuaiouux
UHCMPYKYUU, BKIIOYASL 00YYAIOW)I0 UHCIMPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenusi 00OKyMeHmamu, KOHEeEpmayus, mMemoooo2us 6HeOpeHtus,
Muzpayus OOKYyMeHmMOo8, MOHUMOPUHS, HAOEHCHOCMb OOKYMEHMHOU CUCTeMbl, NPOEeKMUPOBAHUE
OOKYMEHMHOU CUCMeMbl, pACnpeoeleHHoe YHpaeieHue, pe2yaupyiouias cpeod, Cmpameusl
YApasienus 0OKYMeHMAaAMU.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums kamezopuanbHulii annapam.

2. I[loocomosumwscs kK cemMunapy.

3. [losmopums 6onpoc: obwas xapakmepucmuka 0OKYMEHMHbIX CUCTEM.

HJ[3 Ne5 «Opzanuzayus 00KymMeHmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

B nauane cnedyem paccmompems mepmuHsl «0e0NPOUIBOOCMBO», «OOKYMEHMAYUOHHOE
obecneyeHue  YynNpaeieHus»,  «OOKYMEHMUPOBAHUEe  UHDOpMaAyuuy»,  «OOKYMEHMUPOBAHUEe
VAPABIEHUeCcKol 0essmenbHOCIUY, OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pomy.

17



Hanee HeobXoo0umo uzyuume opeanuzayuro OOKymenmoobopoma. Taxoce HYHCHO NOOPOOHO
NPOAHANUIUPOBAMNb 0CODEHHOCMU PAbOmMbL ¢ 8XOOAUWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome moeo, Heobxooumo  ocmamosumvcsi HA  UBYYEHUU — MeMO008  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenums GHUMAHUE COOEPHCAHUIO KOHMPOA UCHOIHEHUSI OOKYMEHMO8, €20 IMAnam u
MEXHONI02UU.

Kniouegvie cnosa: enympennuii  0oKymenm, 6X00Awull OOKYMEHM, OOKYMeHmoobopom,
OOKYMEHMONOMOKU, — UHQPOPMAYUOHHO-NOUCKOBASL — cucmemda,  UHOeKcayusi — OOKYMeHma,
UCX00sWull  OOKyMenm, Kamanoe, 00veM OOKYMEeHmMOo0OOpOma, pAayuOHAIbHOe OBUNCEHUE
OOKYMEHMO8,  pecUuCmpayuOHHO-KOHMPOIbHASL — KApPMOUKa,  pecucmpayusi — OOKYMeHmA,
MEXHONI02UHECKASI CXeMA OBUNCEHUSI OOKYMEHMO8, IKCNeOUYUS.

3aoanue ons camocmosmenvHol pabomol.

1. HU3yuums kamezopuanbHulii annapam.

2. I[Tosmopums gonpoc: opeanuzayusi 00OKyMeHmoobopoma.

HJ[3 Nob6 «OcHnognble npasuna opeanu3ayuu padomost ¢ 00OKyMeHmamu).

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue Oannoti memvl He0OX00UMO HAYAMb C U3VHEHUS POAU  UHDOPMAYUOHHO
CNPABoOYHOU pabomvl CIYHCObL 0EIONPOU3BOOCNEA OPSAHUIAYULU.

Ilpu osmom cnedyem obpamumv 6HUMAHUE HA 6UObL, HSMANbLL  Pa3padbomKu, pazoenvl
HomeHKaamypbvl Oell. Takoce HeoOX0OUMO VACHUMb, KAK OCYWEeCMEAemcs mekyujee XpaHeHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3nauarom «iucm-3amecmumendy, «<Kapmazamecmumensy?

Kpome moco, credyem oxapaxmepuzosame 3Kcnepmusy YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUe ee pe3YIbmamos, pabomy 3KCnepmHoL KOMUCCUU.

Takorce credyem paccmompemsv 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U3OAHUSL, XPAHEHUs U
UCNONB308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYICHO U3YUUmsb KAHAIbL 8O3MONCHOU
ymeuku ungopmayuu u ympamsl OOKyMeHmos. 1 6 3axiouenue Heobxooumo paccmompems
mpebo8arUs K U320MOGIEHUIO, YUemy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 00120cpounoe xpanenue 00KyMeHmo8, 00CMyn K 00KyMeHmam,
KOHMPOb O0elcmeuil, KOHMpOIb MECMONONIONCEHUsI OOKYMEHMA, HOMEHKIAmypa Oel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKyujee Xpaneue 00KyMeHmos, munosas HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAmypa Oell, VHUUMOoMiCeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanudenus 00cmyna Kk OOKyMeHmy, 3auuieHHbulll OOKYMeHmoobopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHM, NPOMbIULIEHHbIU WNUOHAMC, YePO3bl
OOKYMeHmMam, YeHHas UHGOpMayus.

3aoanue ons camocmosmenvHol pabomol.

1. U3yuums xamezopuanvbHblii annapam.

2. Iloocomosumscs kK cemMunapy.

3. [losmopumb gonpoc: sxcnepmu3a YeHHOCmu OOKYMEeHMO8.

Hpumepua}l memamuka Koumpo.zzbnblxpaﬁom.

3unauenue denonpoussoocmea 6 3¢hghexmusHom ynpagieHuu opeanuzayuel.

Cmpykmypa u ocobennocmu pabomul ciyxcovt [JOY 6 paziuyHvix opeaHu3ayusx.
Cosepemennas nopmamueHo-npasosas 6aza 0oKymenmuposanus 6 P®.

OchosHble 00KYMeHMblL YNpagieHus U mpebo8aHus K ux oQhopmieHuro.

Kaoposvie 0okymenmul u mpebosanus Kk ux ogpopmienuio.

Ocobennocmu cocmaegnienusi nucem (0enogvle NUCbMA HA PYCCKOM U UHOCHMPAHHBIX
AZBIKAX, INEKMPOHHBLE NUCOMA).

Opeanuzayus pabomul ¢ OOKyMeHmamu ¢ npumenenuem cogpemennvix IT.

Ocobennocmu pabomsi ¢ apxusnvimu ooxymenmamu. Co30anHues1eKmpoHHbIXAPXUBOS.
Cpeocmesa obecneuenus sawumel uHgopmayuu npu padbome ¢ KOHPUOEHYUATbHbIMU
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O0OKyMeHmamu.
10. 3aoauu cnysxncowt J[OY.
11. [lenonpouzeo0cmeo — ocho6bi mexHoI02UU ynpasieHus.
12. Jlokymenmoobopom u e20 0CHOBHblE IMANb.
13. Tpebosanus k oghopmaeruio OOKymMenmos.
14. OcHosmbie OoKyMmenmbl YNpasieHus.
15. Pexsuzumul ynpasnenyeckux OOKYMeHmos, npaguia ux oghopmieHus.
16. Opeanuzayuonno-pacnopsaoumenvhvie OOKYMEHMbl, UX COCMABIeHUe U opopmierue
17. Texywee xpanenue oen.
18. Ilepeoaua doxymenmos Ha apxueHoe XpaHeuue.
19. Cnpasouno-ungopmayuonnsvie OOKyMeHmbl, UX cocmasienue u 0QopmieHue.
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7 OueHoYHbIE CPeCTBA JIJIsl IPOBeIeHH s POMEKYTOYHOM aTTeCTAIMU

a) HHaHpreMble pe3yJabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaAcCTBA AJIsl IPOBECACHUSA l'[pOMe)KyTO‘lHOi/i arrecrammm.:

CtpyKTypHBII
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemblie pe3ynbTaThl
oOy4eHus

O1eHOYHEIE Cpe€acTBa

OIIK -1 - BJIAJCHUEM HaABBIKAMHU MOUCKA, aHA/IU3a U UCIIOJbB30BAHUA HOPMATHBHLIX U MPAaBOBLIX TOKYMEHTOB B cBoeil npoc])eccnona.ﬂbnoﬁ

AesATeJIbHOCTH.
3HaTh - 0COOEHHOCTH TIOMCKa, aHanu3a | TeopeTnuecKkre BOPOCHI:
Y UCTIOJIb30BaHHUS HOPMAaTUBHBIX 1. Yto Takoe JOKYMEHT, C KaKOH 11eJIbI0 OH MOXKET CO3/1aBaTbCs?
U TIPaBOBBIX JIOKYMEHTOB B 2. KakoBbI 0COOCHHOCTH JIEIOBOTO OOIIECHUS M IMMyOTHMYHBIX BBICTYTUICHUH?
CBOCH npodeccuoHaNbHOMI 3. KakoBbI OCHOBHBIE MPU3HAKYU KIacCU(PHUKAIIMKA JOKYMEHTOB?
JESATCIILHOCTH. 4. Yro moHUMAETCS MO JOKYMEHTAIIMOHHBIM 00CCIICYCHUEM YIIPABICHUS ?
5. B uyem cyrp cranmaptuzanmuu ¥ yHHUHUKauu gokymMeHTOB? Kakue paspabareiBaroTCs
CTaHJapTHI?
6. UYem ormimuaercst ohopMIIeHHE PEKBU3UTOB 00IIIEro OJIaHKa OT OJlaHKa Muchma?
7. KakoBBI OCHOBHBIE PEKBU3UTHI, UCIIOIB3yEeMBbIC JIJIs OpOpMIICHUS TIPHUKa3a U PACTIOPSKEHUS.
8. Kakue ¢hopMbl MPOTOKOIOB MOXKHO MCIOJIB30BaTh B YIIPABICHYECKON JIEATEIHHOCTH, B UEM UX
oTInyue?
YMeTh - WCKaTh, aHanmu3upoBaTh | | KomruiekT TecToBBIX 3amanuii: Nel

UCIIOJIb30BaTh HOPMATHBHBIC |
IIPAaBOBBIE JOKYMEHTBI B CBOEH
npodeccnoHanbHOM
JeATEIHOCTH.

1. ®opmymsp — ato:

a) OcHOBHasg (opma JOKyMEHTa,
roCy/J1apcTBe;

06) oco0o0 BblIENaHHAs KOXKa YXUBOTHBIX, MPUMEHSBIIASCS B KayeCTBE OCHOBHOTO MaTepuasa Jyis
nuchMa B J[peBHEpYCCKOM rocy/1apCTBe;

B) CaMOCTOSITENIbHOE MOAPA3JIEIeHNE, OCYIIECTBISAIONIEE 1EI0NPOU3BOICTBEHHYIO JIEATEIbHOCTD;

I') TUIOBas ycToiuuBas ¢popma (00paselr) OTAeIbHbIX HanboJiee pacipoCTPaHEHHBIX JOKYMEHTOB.

2. YcraHoBieHue einHooOpa3usi coctaBa U (OpM YIpaBIEHYECKUX TOKYMEHTOB, CO3/1aBAEMbIX MpPU
pELIeHNH OTHOTUITHBIX YIIPaBIEHYECKUX (PYHKIIUIL:

a) yHUpUKaLus;

0) cepTuduranus;

B) KOJIUPOBAHMUE;

¢ukcupyoomas mpaBoBble OTHOUIEHHS B JlpeBHEpycCKOM




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

') JOKyMEHTHPOBAHUE.

3. OOs3aTenbHBIM YCIOBUEM JJIsi BKJIIOYEHUS HWHPOpPMALMU B HWHPOPMALMOHHBIE PECYPCHI,
OCYILIECTBIISIEMOTO B IOPSIIKE, YCTAHABIMBAEMOM OpPraHaMy I'OCYJapCTBEHHOM BJIACTH, SIBJISETCS €€:

a) CTaHJIapTU3ALIMS;

0) 3ammura;

B) IOKYMEHTHUPOBAHHUE;

I') BBIKYII TOCYapCTBOM Y YaCTHBIX JIUILI.

4. CpencTBOoM yCTpaHEHUS! «OyMaxXHOTO OyMay SIBIISIETCS:

a) KOMITbIOTepHU3alUs JeONPON3BOCTBA;

0) yHHpUKAIUS JOKYMEHTOB;

B) KJaccu(ukanus J0KyMEHTOB;

T') IPUMCHCHHUE PA3HOCTOPOHHEH OPTTEXHUKHU

5. Kakue peKBU3UTHI JOKYMEHTOB MUIIYTCS, KaK MIPABUIIO, OT PYKHU:
a) BU3aQ,

0) pe3oronus;

B) MOATHCE;

T) agpecar.

6. K kakuM peKBU3NUTaM OTHOCSTCS CIIOBA:

a) «BepHo» A)
0) «lnsa cmyxeOHOTO T0JIh30BaHUs» b)
B) «3amedaHus mpuiaararTcs» B)
r) «IlerpoB M.K. 924-76-40» I')
7. PEKBU3UT «ITOAMUCHY HA Pa3HbIX JOKYMEHTaX BKIIIOUAET:

a) TMYHYIO POCIIUCH aBTOPa TOKYMEHTA;

0) TMYHYIO POCIIMCH PYKOBOJIUTENIS U €€ paciin(poBKY;

B) yKa3aHUE JIOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOAMTENS U €€ paciu(poBKy;

T') yKa3aHWe JODKHOCTH, HAMMEHOBAHHME OpTaHU3aIiH, TUIHYIO POCITUCH PYKOBOTUTEIIS,
ee pacingpoBKy.

Bnanets

-HaBbIKaMM IIOMCKA, aHallu3a H
HCITIOJIb30BAHWA HOPMATHUBHBIX U

[IpakTuueckue 3aaHus:
Kpoccsopn 1.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

MPaBOBBIX JTOKYMEHTOB B CBOEH
npodeccnoHaTbEHOMI
JeATEIbHOCTH.

ITo ropusonTanu: 1) 3anuck MHGOPMALUK Ha PA3IMYHBIX HOCUTENSIX 110 YCTAHOBJICHHBIM IIPABUIIAM;
2) yCTaHOBIIEHHE KOJMYECTBA M COCTaBa JOKYMEHTOB B €IMHUIAX ydeTa M (HUKCAIHA
MPUHAIICKHOCTU KaXKJOM €MHMLBI y4eTa K OIPEIeICHHOMY KOMIUIEKCY M OOIIeMy UX KOJUYECTBY
B YYETHBIX JOKYMEHTax; 3) Y4eTHBIH TOKYMEHT, COACp)KallNii Ha3BaHHE, CBEJCHUS O KOJHYECTBE,
COCTaBe JOKYMEHTOB ()OHJa M MECT€ €ro XpaHEHHs, NpeJHAa3HAYEHHBIH Ul LEHTPAIM30BAHHOTO
ydeTa JOKyMEHTOB; 4) mepedyeHb OQUIHMAIbHBIX HAWUMEHOBAHUHM XPAHAILIMXCS, BBIOBIBIINX U
MOCTYMAIOUIMX ApPXMUBHBIX (OHAOB B MOpSAAKE BO3PACTaHMsS IPUCBOCHHBIX WM HOMEpOB; 5)
MPEIyCMOTPCHHbIE HOPMAaTHUBHBIMH JOKYMEHTAaMH YCIOBHSI HCIIOJIb30BaHUS  apXUBHBIX |
KOH(UIEHIMATBHBIX TOKYMEHTOB; 6) mu(poBoe W/wiu OyKBEeHHO-IH(PpPOBOE 0O0O3HAUEHHUE JeNa B
HOMEHKJIAType JeJ OpraHu3allid, HaHOCUMOE Ha ero OO0JIOKKYy; 7) CBOWMCTBa JOKYMEHTa,
o0yciaBIUBalOIIKE €ro KyJbTypHOE, HAy4YHOE U T.II. 3HaYeHUE; §) BOCCTAHOBJIEHUE MIEPBOHAYATIBHBIX
Wi ONU3KUX K TEPBOHAYAIBHBIM CBOWCTB W BHEIIHUX TPU3HAKOB APXUBHOTO JIOKYMEHTA,
MIOJIBEPTIIErocsl MOBPEKICHUIO WIM paspylleHHI0; 9) CpeicTBO TUPAXKUPOBAHUSA JOKYMEHTOB; 10)
YUYETHBIM JTOKYMEHT, COJEp KaIlluii IepeveHb JOKYMEHTOB Jieia ¢ YKa3aHHEM IMOPSIKOBBIX HOMEPOB
JOKYMEHTOB, MX MHJEKCOB, Ha3BaHUI, /JaT, HOMEpoB JjucToB; 11) mpumeHeHue wuHpopManUU
JOKYMEHTOB B KYJBTYPHBIX, HAYUYHBIX W T.Nl. LENAX, a TaKXKe JUIA 00ECIeYCHUs] 3aKOHHBIX IPaB U
UHTEpPECOB TpaxJaH; 12) CIpaBOYHHK, B KOTOPOM HH(pOpMaIMs O JOKYMEHTaX pacIojio’keHa B
COOTBETCTBHUU C BbIOpaHHOW cxeMoi kinaccudukanuu; 13) 10KyMEHT, OJTHOCTHIO BOCIIPOU3BO AL
MH(pOPMaIIHIO MOJUTMHHOTO JOKYMEHTA U BCE €r0 BHEIIHNE MPU3HAKU WIN YacTh UX, HO HE UMEIOIINN
IOPUINYECKON critbl; 14) n3MeHeHne IepBOHAYAIbHBIX (PU3UKO-XUMUYECKUX CBOMCTB JOKYMEHTA TI0]]
BO3JICWCTBUEM BHEIIHUX W BHYTPEHHHMX (akTopoB; 15) mepBbl WIM €IUHUYHBIA SK3EMILIIp
opuIManbHOro AOKyMeHTa; 16) ropuanueckoe WM (U3NYECKOE JIMLO, B JEATEILHOCTH KOTOPOTO
o0pasyeTcs JOKyMeHTalbHbIN GoH; 17) cpeacTBO XpaHEHUs TOKYMEHTOB.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa
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[lo BepTukanu: 1) nBUKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTA UX CO3/IaHUS WM TOTY4YEHHUS
710 3aBEpLICHUs HUCIOJHEHHUS WM OTIpaBiieHus; 18) 3amMch y4eTHBIX JaHHBIX O JOKYMEHTE IO
yCTaHOBJICHHOU ¢opme, ukcupyromas (pakT ero Co3laHus, OTIPaBICHUS WM moiydeHus; 19)
JOKYMEHT WM COBOKYIIHOCTH JIOKYMEHTOB, OTHOCSALIMXCA K OJHOMY BOIIPOCY WM YYacTKy
NESATETPHOCTH W TOMENIEHHBIX B OTACNIBbHYIO O00J0XKy; 20) opraHuzaiusi WId CTPYKTypHOE
MOZIPA3JEIIEHNE, OCYIIECTBIAIOIIEE JJIMTEIBHOE WIM TOCTOSIHHOE XPaHEHUE OKOHUYEHHBIX
JIOKYMEHTOB C ILI€JIbI0 UX HMCHOJb30BaHUs; 21) cpeiacTBO KaccOBOM OPITEXHUKHU; 22) KOMMS YacTH
TEKCTa JOKyMEHTa, OQOpMIIEHHas B YCTaHOBJIEHHOM MoOpsake; 23) CpeacTBO H3TOTOBJICHHUS
M300pa3UTENbHBIX JOKYMEHTOB; 24) crneuuasbHO OOOpYIOBAaHHOE IIOMELICHHE MJi XpaHEHHs
apXMBHBIX JOKYMEHTOB; 25) TOBTOPHBIM SK3eMIUISp MOJUIMHHUKA JIOKyMEHTa, WMEIOINH
IOPUJIMYECKYIO CHITYy; 26) (U3MYECKOe WU IOPUAMYECKOE JIHUI0, CO3/JaBiiee TOKyMeHT; 27)
ouLMaNBHBIA TOKYMEHT, UMEIOIINN IOPUANYECKYIO CHITY U COAepKalluil HHPOPMALIUIO O IpeaMeTe
3amnpoca, ¢ yKa3aHUEeM MOMCKOBBIX JaHHBIX JOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHHE WIH K
YHUUTOKEHUIO, a TAK)KE YCTAHOBJIEHUE CPOKOB UX XPaHEHMsI HA OCHOBE IPUHATHIX KPUTEPUEB.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

IIK — 8 — Bi1ajeHeM HABBIKAMH JIOKYMEHTAJbHOI0 0()OpMJIEHHUsI pellleHHi B yIPaBJeHUH ONEePANHOHHON (MPOU3BOJACTBEHHOM) 1eATeIbHOCTH
U BHEJPEHUH TEXHOJOTHYeCKHX, MPOAYKTOBBIX HHHOBAIMI WM OPraHM3allMOHHbIX H3MEHEHHUIl.

OpPraHu3auMu I

3HaTh

-IOKyMEHTaJIbHOe O(opMIIeHHE
peleHui B yIIpaBIICHUH
ONepaluoOHHOU
(IpOM3BOICTBEHHO )
JEATSILHOCTH OpraHU3alui pu
BHEAPEHUH  TEXHOJIOTUYECKHUX,
NPOJIYKTOBBIX MHHOBALMA WK
OpraHU3aIMOHHBIX U3MECHCHH.

TeopeTnueckre BOIIPOCHL:

1. Yro Takoe cXeMbl JOKyMEHTO000pOTa, 3a4eM OHHU HYXKHbI?

2. C xakol 1enpl0 pa3pabaThHIBAIOTCS MHCTPYKIUH 10 JIEJIONPOHM3BOACTBY, YTO B HHUX
HEOOXOIMMO MIPETYCMOTPETH?

3. VKaXuTe TEXHOJIOTMYECKYI0 IIOCIIEOBATEIbHOCTh JTaloB  pabOTBl C  BXOASIIUMHU
JTOKyMEHTaMH.

4. KakoBa nocienoBaTensHOCTh Olepanuii mpu padboTe ¢ BHYTPEHHHUMH JOKYMEHTaMu?

5. C xakoll 1esnpto NpoBOAUTCS (HOPMHUPOBAHUE J€JI, KAKHE MPU ITOM HEOOXOIUMO COOIIOIaTh
TpeOoBaHUs?

6. Yrto Takoe HOMEHKJATypa /e, C KakOod Lelbl0 pa3padaThIBalOTCSl THUIOBBIE HOMEHKIIATYpHI
nen?

YmeTs

-OCYLIECTBIIATh
JOKYMEHTalbHOE oopmiieHue
pelleHHi B yIpaBlIeHUH
ONepauvoOHHON
(pOn3BOACTBEHHON)
JeSITeTbHOCTH OPTaHU3aINi TTPH
BHEIPEHUH TEXHOJOTMUECKUX,
MPOAYKTOBBIX MHHOBAIIUN WJTU
OpraHU3aIMOHHBIX U3MEHEHMIA;

KomiuiekT TecToBbIX 3amanuii: No2

1. Kakoe cokpartienue siBisieTcsi abOpeBHaTypoit:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarsus;

r) o/m, /0.

2. CnoBo, KoTOpo€e 0003HaYaeT HOBOE MOHATHE, YIIOTPeOIsieMoe B IOKyMEHTaXx, —
3TO:

a) abOpeBuatypa;

- ITOHUMATh BO3MOJXKHBIE | 0) CHHOHUM;

II0JIOKUTEIIbHBIE ¥ | B) HEOJIOTU3M;

OTpHULATENIbHbIE  TOCJIEACTBHS | T') apXau3Mm.

IIPUHUMAEMBbIX 3. OtGepuTe npUHLIKI OPUITHATIEHO-AETOBOTO CTUIISL JOKYMEHTAIUH:
OpraHU3alMOHHO- a) MpeI0CTaBIeHNs MaKCUMaJIbHO BO3MOKHON MH(pOpMAIUY;
YIIPaBIEHUYECKUX peleHuid, | 6) MpUMEHEHHE CIOB «Mbl BBITIOJIHUMY, «S1 CIIEJIAI0N;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

OIICHUBATh 3¢ PeKTUBHOCTH
YIPABICHYECKUX PELIEHUN.

B) OTPAaHUYEHHOCTh B IPUMEHEHUH S3bIKOBBIX CPEJICTB;

I') IPUMEHEHHUE YETKUX OTBETOB «/1a», KHET».

4. Jlekcudeckoe COKpaIleHUE CII0Ba, YIOTPEOIsIeMOro B TOKyMEHTaxX — 3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') MTApOHUM.

5. Uto HEe OTHOCHUTCS K OUIHATEHO-AETIOBOMY CTHIIIO IOKyMEHTA:

a) aIpeCHOCTh MH(OPMAIIUH;

0) TeMaTH4ecKasi OrpaHUYEHHOCTh B IPUMEHEHUH SI3BIKOBBIX CPEJICTB;

B) IIpe0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMALINK;

) yHU(UKALUS TOKYMEHTA.

6. CiocoOHOCTh JOKYMEHTHOM CHCTEMBI JUIUTEIHHO U MPAaBUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMHU MPOLIEAYPAMHU O3HAYAET €€:

a) HaJIGKHOCTD;

0) 73¢(heKTUBHOCTE;

B) L1€JIOCTHOCTb;

I') KOMIUJIEKCHOCTb.

7. CriocoOHOCTh JOKYMEHTHON CHCTEMBI IIPEAOTBPAIaTh HECAHKIIMOHUPOBAHHBIE
JOCTYT K JIOKYMEHTaM, UX YHHYTO)KCHUE, N3MEHEHHE WA NIEPEMEIICHIs 03HAYaeT ee:
a) HaJIGKHOCTD;

0) >ddexTuBHOCTS;

B) LI€JIOCTHOCTb;

I') KOMIUIEKCHOCTB.8. MeTo10710THsI TPOEKTUPOBAHUS U BHEPEHUS TOKYMEHTHBIX CUCTEM BKJIHOYALT:
a) aHaJIU3 JIETI0BOH IEATETFHOCTH OpTraHNu3allny;

0) OLIEHKY CYIIECTBYIOIIMUX IOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OIIEHKY, KOPPEKTHPYIOIINE CHCTBHUS;

I') IpeKpalieHe MPUMEHEHNS JOKYMEHTHBIX CUCTEM.

9. O6bexTamMM YHU(UKALMK U CTAaHJAPTU3ALMU B YIIPABICHUECKOHN AeITeIbHOCTU
SIBJISTIOTCSI:
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CTpyKTypHBIii
DJIEMEHT

[Tnanupyemsble pe3ynbTaThl

OneHouHble CpeacTBa

KOMIIETCHIIMH obyuenus
a) TepMUHBI, UCIIOJIb3YEMbIE ITPU paboTe C ynpaBiIeHYECKOH HH(DOpMaLueii;
0) opraHu3aIOHHBIE CTPYKTYPBI OPTaHU3ANH, YUPEKICHUH U TPEATNPUITUL;
B) yIpaBJICHUECKUE (QYHKIIUH;
I') yIpaBjIeHYECKasi JOKYMEHTALIUS.
Bnagers - HaBBIKAMM JOKyMeHTaJIbHOTO | [IpakTnyeckue 3aganus:

odopmiteHus penieHui B
VIIpaBJICHUU OIepaIMOHHOM
(TIpOM3BOICTBEHHOM )
JESITeIbHOCTH OpPraHU3aIUi MPH
BHEAPCHUH  TEXHOJIOTHYECKHUX,
MPOAYKTOBBIX WHHOBAIlUH WM
OpraHU3aIMOHHBIX U3MECHEHUIA.

Kpoccsopa Ne 2.

NN

10

11

4 | L e | [ |

s LT[ 1 ]

Ilo ropuzoHTanu: 1) HOPMATUBHBIM JIOKYMEHT, COJEpXKalluil CHCTEMaTU3MPOBAHHBIA MEpevYeHb
CTpYNIHUPOBAHHBIX HAUMEHOBAHUN 0OBEKTOB U MPUCBOCHHBIE UM KOJIbI; 2) HOPMAaTUBHBIN JTOKYMEHT,
3aKpeIUIIONNI  YHU(UKAIMIO JAEJIONpPOU3BOACTBAa; 3) (uKcauus Ha MaTepUaTbHOM HOCHTENE
vHpOpMallUd C PEKBU3UTAMH, TIO3BOJAIONIMMH €€ WJICHTUPHUIMPOBaTh, 4) yCTaHOBJIEHUE
ennHooOpa3usi coctaBa U (OpPM YIPaBIEHUYECKUX JOKYMEHTOB, CO3[aBa€MbIX IpPH pPELICHUU
OJTHOTHUIIHBIX yIpaBieHYecKuX GyHKUuN; 5) uHbopManus, (QUKCUpOBaHHAs Ha KakKoM-IHO0O
MaTEpHUAIbHOM HOCHUTEIIE.

I[To Beprukamm: 1) 1mdpoBoe obOo03HaueHHe GOpPM JOKYMEHTOB B XOJ€ COCTaBJICHUSA
knaccudukaropoB  umHpopmanuu; 6) 1mdpoBoe  0003HAUEHHUE,  SBIAIOIIEECS  3JIEMEHTOM
uaeHTuukanmum OOBEKTOB B XOJ€ WX KilaccuuKanuu; 7) MEKIyHApOAHBIA JOTOBOP IO
OTIpeIe]IeHHOMY BONpOCY; 8) OopraHu3aius WiIM CTPYKTYypHOE MOApasJielieHHe, OCYIECTBISIONIEe
JIOJITOBPEMEHHOE WJIM MTOCTOSIHHOE XPaHEHHE OKOHYEHHBIX J1e]; 9) BHeCEHHE JTOJKHOCTHBIM JIMIIOM B
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

ouLmanbHble JTOKYMEHTBI 3aBEIOMO JIOKHBIX CBEIEHUH WJIM HCIHPABIECHUH, HCKAKAKOIIHUX HX
neiicrBurenpHoe conepkanue; 10) cuHOHMM cioBa 10roBop; 11) AOKYMEHT, NOATBEPKIAIOLIUI
COOTBETCTBHUE MPOAYKLIUH, IPOLECCOB U YCIYT YCTAHOBIEHHBIM TPEOOBAaHUSIM.

IIK-11- BaajenneM HaBbIKAMHU aHAJIN3a HHPOPMALHMHU 0 QYHKIIHOHMPOBAHMY CHCTEMbl BHYTPEHHEI0 JOKYMEHT0000p0OTa OPraHM3alluM, BeJeHH

0a3 TaHHBIX 110

a3JIMYHBIM NOKA3aTeJsIM U Gop

MHMPOBaHHMS HHOPMALMOHHOI0 00ecrieYeHUsl Y4ACTHMKOB OPTraHM3al[HOHHBIX POEKTOB.

3Hars

MH(pOPMAITMOHHOTO OOeCIIeYCHUS]
VIaCTHUKOB  OpraHU3aIl[MOHHBIX
MPOCKTOB.

- a”anmu3  uHQopmamuu ol Yro noHnMaeTcs noj SKCIePTH30M [IEHHOCTH JOKyMeHTa?

(YHKIIMOHUPOBAaHUU CHCTEMBI|2 Kakue kpurepun UCToNb3yl0TCsl IPU OLEHKE TOKYMEHTOB?

BHYTPEHHETO JJOKYMEHT0000pOoTa3. Kak ocymectBisercs npuem-nepeaada aei B apxXu?

OpraHu3aluy, BEJICHUS 6a34. Yro Takoe KOH(UACHIINATBHBIN TOKYMEHT?

TTAHHBIX o Pa3INYHBIMPD Kakune ocHOBHbIE yTp0o3bl BOZHUKAIOT NPU paboTe ¢ KOHPUICHIUAIbHBIMU JJOKYMEHTaMH?
nmokazaressiMm u - (popMupoBaHHSO VYkaxuTe 0COOEHHOCTH BEACHMSI JEJIONPOU3BO/ICTBA, 00ECIIEUMBAIOIIETO YYET U COXPAHHOCTh

KOH(pHICHINATHHONH HHGOPMALIMH U JJOKYMEHTOB.
7. UTo moHMMaeTcs MO 3allWIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKET OBITh 00ecreueHa|
ero 3amura?

VYmMmeTh

BJIaACTh HaBbIKaMHM aHaAJIUu3a
O
CHUCTCMBI

nHpopMaIuu
(YHKIIMOHUPOBAaHUU

OpraHusainuu,  BeAeHus  0Oa3
TTaHHBIX o Pa3INYHbIM
rmokasarensiM U (OpMUPOBaHUS
MH(POPMALMOHHOTO 00ecreYeHus
[YIACTHHKOB  OpTaHU3AI[MOHHBIX
MPOEKTOB.

BHYTPEHHETO JJOKYMEHTO000pOTal) HIeHTH(PUKaLINEH;

KoMrIuiekT TecTOBBIX 3aganuii: Nel
1. 3HaueHne TOKyMEHTAMOHHOTO 00eCreYeHUs YIPaBIEHUS OIpeIeseTCs:
a) KOMMYHHUKaIUSIMU;

B) ¢puKcanuen;

) cyneOHBIM pa30upaTenbCTBOM.

2. B mpaBoM BepXHEM yIily JOKYMEHTOB PaCIIOIararloTCs CIEAYIONNe PEKBU3UTHI: a)
rpu¢ coriacoBaHus;

0) OTMETKa O KOHTPOJIE;

B) rpu( yTBEpKICHMS;

) ajpecar.

3. B 1eBOM BepXHEM YTy JOKYMEHTOB PacIoylaratoTcs CEAYIOIINE PEKBU3UTHI:
Q) pPE30JTIONIHS;

0) OTMETKa O HAJIMYUU NPHIIOKEHHUS;

B) OTMETKA 00 MCIIOJIHUTEIIE;

F) KOl OpraHnu3allnuu.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

4. B nmpaBoM HIKHEM YTIIy paclojlararoTcsi pEeKBU3UTHI:

a) OCHOBHOM rocyaapcTBeHHbIN peructpannonubiii Homep (OI'PH) ropuanueckoro
muna;

0) K011 GOPMBI TOKYMEHTA;

B) naeHTU(DUKAITMOHHBIM HOMep HastoromaTenbinuka (MHH);

r) rpud orpaHUYEHUS JOCTYIA K TOKYMEHTY.

Bnanets

- HaBBIKAMHU
nHpopMaIuu
(YHKIIMOHUPOBAaHUH

aHaJIn3a|
O
CUCTCMBI

OpraHus3aluu,  BeAeHUs  0Oa3
NTAHHBIX o pa3JInYHbIM
mokazaressiMm - (popMupoBaHHS
MH(POPMAITMOHHOTO OOECIICYCHHMS
[YIACTHHKOB  OPTaHU3AI[OHHBIX
MPOEKTOB.

KoMIIeKT TeCTOBBIX 3amannii: No2
1. K mpaBuiiam 1€J10BOT0O 3TUKETa OTHOCSITCS:
a) HETOPOIUIUBOCTH C OTBETOM;

BHYTPEHHETO JTIOKyMEHTO000pOTa0) O61I1arogapHoOCTh 3a OTBET UIIU JICUCTBUE;

B) OOCTOATEIBHOE U3JI0KEHUE TOKYMEHTA;

') yMEHHUE CIIYIIaTh APYTHX JIIOJCH.

2. B KakoM JIOKyMEHT€e NCTIOJIB3YIOTCS CIIOBA «... B IPOTUBHOM ciiydae Bam OyxyT
MpebsIBICHBI IITPAa(HBIE CAHKIIMM» B KAYECTBE A3bIKOBOM (POPMYIIbI, KaK pe3ysbTara
YHH(HUKAIUN S3BIKOBBIX CPE/ICTB!

a) B TApaHTUIHOM THCHME;

0) B peKJIaMalliOHHOM MTUCHME;

B) B UH()OPMAIIIOHHOM MHCHME;

') B TICbMe-HAIIOMHHAHUH.

3. CioBa, KOTOpbIE CTaHOBATCS HEO(PULMAIBHBIM 3aMEHUTENIEM TEpPMHUHA W HX IPUMEHEHUE B
NMOKYMEHTaX HEJOMYCTHMO, — 3TO:

a) IpoeCCHOHATIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

') HIApOHHUMBI.

4. 3aKOHYEHHBIN B CMBICIIOBOM OTHOLIEHUHU OTPE30K TEKCTa, TO3BOJISIONINI YCTAaHOBUTH
BHAYCHHE BXOJSIIETO B HETO CJIOBA MK (pa3bl — 3TO:

Q) aHHOTAIIMS;

0) pedepar;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

B) KOHTEKCT;

') KOHCTICKT.

5. Perynupyromas (AesiTenbHOCTh OpraHu3alnii) cpesia BKII0YaeT:

Q) TOCYJIapCTBEHHBIE CTaHAAPTHI;

0) 0OIIIECTBEHHBIC OXKUIAHUS;

B) PEKOMEHJIAINHU, OTPAXKAIOIIUE ITEPETOBOM OIBIT;

') HOpPMaTUBHbIE TOKYMEHTBI, OTpaXarolue JesTeIbHOCTh OPraHU3alllu.
6. IlonuTrka yrpaBieHHs] JOKYMEHTaMU OpPTaHU3aI[H TO3BOJISET:

Q) MOBBIIIATH YPPEKTUBHOCTD JIEATEIHHOCTH OPTaHU3ALINN;

0) coOnronaTh TpeOOBaHUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;
B) N30€XaTh PUCKOB MPEANPUHUMATEILCKON AESITETbHOCTH, CBA3aHHBIX C JOKYMEHTaMHU;
') COXpaHsITh MaMsITh OPTraHW3alNHU, WHAUBH]IA U OOIIECTBA.

IIK-20 — BaageHHMeM HABBLIKAMM IOATOTOBKH
NpeINPUHIMATEILCKUX CTPYKTYP

OPraHU3aAlMOHHLIX M PaCnoOpsAIUuTEC/IbHLIX JOKYMEHTOB, HEOﬁXOIII/IMbIX AJIdA CO3JaHUsA HOBbBIX

3Hare

- 0COOEHHOCTH  IOATOTOBKH
OpraHU3aIHOHHBIX u
paCHOprHI/ITeJ'II)HI)IX JIOKYMCHTOB,
HEOOXOMMMBIX  JUISL  CO3JIaHHs
HOBBIX Hp e)IHpI/IHI/IMaTeJ'IBCKI/IX

CTPYKTYD.

1. YKaXuTe OCHOBHBIC TPeOOBaHUS K OPOPMIICHHUIO JACITIOBOTO ITUChMA.

2. Kakne KOMILIEKCHI JIOKYMEHTAIlMM BKJIOUaeT B ce0s  Kaapoas
TOKyMEHTAI[MOHHAs cucTtemMa?

3. B yem ocobeHHOCTH 0(hOpMIIeHHSI TPUKA30B MO0 TUYHOMY COCTaBY?

4. UTto moHMMAaETCs MOJT OpraHu3aIeil Jo0KyMeHTo000poTa?

5. Kakyto nunhopMaiuio cogepxuT HOMEHKIaTrypa J1emn?

HH(pOpPMAITMOHHO-

VYmMmeTh

-BJIaJICTh HAaBBIKAMH IIOATOTOBKH
OpraHU3allMOHHBIX 51
[PACIIOPAINUTECIIBHBIX JOKYMCHTOB,
HeO6XO,I[I/IMBIX JJIsA CO3JaHus]|
HOBBIX MpECaANIPUHUMATCIIbCKUX|

CTPYKTYD.

KoMIIIeKT TecTOBBIX 3amanuii: Nel

1. B 1eBOM HUYKHEM YTy pacoiaraloTcsi peKBU3UTHL:
Q) KOJI MPUYUHBI IOCTAHOBKH HA YYET;

0) OTTHUCK II€UYaTH;

B) BU3BI;

') OTMETKa 00 UCIIOJIHUTEIIE.

2. K B3aMMOMCKITIOYAIOIIUM PEKBU3UTAM OTHOCSITCS:

a) oMOJieMa OpraHu3aIuy U TOCy1apCTBeHHBIN Tepd Pd;
0) KO OpraHu3anuu 1 KoJ (OpMbl IOKYMEHTA;

B) pCI‘I/ICTpaI_II/IOHHHﬁ HOMCPp JOKYMCHTA U CChIJIKA Ha perHCTpaHHOHHBIﬁ HOMCPp U
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

aTy JTOKYMEHTA;

r) rpud yTBep:KIeHHS U nedath.3. Ecin opranusanus moBeIOMCTBEHHA OJHOBPEMEHHO HECKOJIBKHM
opraHam

YIIpaBJICHUS, TO B PA3HBIX CUTYalUSIX YKa3bIBACTCS:

Q) HETIOCPEJCTBEHHO BBIIIECTOSIIAsl OpPTaHU3AIHS;

0) camasi TTIaBHAsl BBIILIECTOSIIAs OPTaHU3aIHS;

B) He OoJiee Tpex cTerneHel M0 IBeJOMCTBEHHOCTH;

') HE YKa3bIBa€TCs HU OJIHA BBILLIECTOAIAS OPTaHU3aLIMsL.
4. JlaToit JOKyMEHTa MOXET OBbITh JaTa:

Q) €ero HalMCaHMs U COTJIaCOBAHUS;

0) ero MmouCcaHus;

B) €r0 YTBEPXKJICHUS;

') IPOBEJICHUS 3aCeAaHUs], HA KOTOPOM MPHUHSITO PELICHHE.
S. JlaTbl B TOKyMEHTax MOTYT OBITh O(hOPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

r) 22 asrycra 1997 r. 13 yac.45 muH.

Bnanets

- HaBbIKaMH IMOATOTOBKH
OpraHnu3allMOHHBIX bal
PACTIOPAIUTCIIBHBIX JOKYMCHTOB,

HEOOXOMUMBIX  JJIi  CO3JlaHus
HOBBIX  IIPEANPUHUMATEIBCKUX
CTPYKTYD.

KomruiekT TecToBbIX 3agaHuii: No2

1. K npunnunam pa3zpaboTKy IporpaMm yIrpaBiIeHHUs] JOKyMEHTaMU OTHOCHUTCS:

a) OLIEHKA PUCKOB, CBA3aHHBIX C OTCYTCTBUEM O(UIIHATBHBIX JOKYMEHTOB;

0) onpeenieHre MpaBuil CO3AaHUsI METaJaHHBIX O IOKYMEHTaX;

B) oOecrieueHne XpaHeHus! JOKYMEHTOB B 0€30MacHOM 1 3aIUIIEHHON Cpefie;

') ONpe/esieHne BO3MOKHOCTEH MOBBILIEHUS 3PPEKTUBHOCTH pabOThI OpraHU3auu
B PE3yJIbTAaTE KAUECTBEHHOTO YIIPABJICHUS JOKYMEHTaMHU.

2. Pacripenenenuie OTBETCTBEHHOCTH 3a JOKYMEHTAIIMIOHHOE 0OecTieyeHe yIpaBIeHus
[peaIoaracT OTBETCTBEHHOCTh!

a) BCEX COTPYJHUKOB OpraHU3aINH 3a ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBOJICTBA OpraHH3aIiu 3a ;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[Tnanupyemsble pe3ynbTaThl

O1leHOYHEIE CPEACTBA
oOyueHus p

') cekpeTapen 3a .
3. Ecimu 1oxkyMeHT SBiIseTCS TEM, YeM JOJDKeH OBITh; CO3JaH MM  OTIPABICH JIUIOM,
YIIOTHOMOYEHHBIM Ha 3TO, a TAK)XXE B TO BpeMs, KOTOPOE YKa3aHO HA JOKYMEHTE, TO 3TO O3HAYaeT ero:
a) JI0OCTOBEPHOCTb,

0) LIETTOCTHOCTD;

B) ayTEHTUYHOCTb;

') IPUTOAHOCTH JIJISl UCTIOIb30BaHUSI.

4. CtpaTterus BHEIPCHHS JOKYMEHTHBIX CUCTEM IIPETyCMaTPUBACT:

Q) MPOCKTHPOBAHUE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, PaOOTAIONINX C JIOKYMEHTAMU;

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOLICH cpee;

') KOHBEPTAIIMIO JIOKYMCHTOB B HOBBIC JJOKYMEHTHBIC CHCTEMBI, (hOpMaTEI.
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0) Ilopsanoxk mnpoBeaeHMs NPOMEKYTOYHOM AaTTeCTAallMHM, INOKa3aTeJld M KpPHUTEpHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepircanue NyHKma:

Ilpomesicymounas ammecmayusi npogooumcs 8 (opme 3awema N0  BONPOCAM,
oxeamlsalowe meopemuiecKue OCHO8bL OUCYUNIUNBL «/{OKYMeHmUposanue YnpasieH4ecKoll
0esimeibHOCIUY .

3awuma npaxkmuyeckux pabom npoeOOUMCsT HENOCPeOCMEEeHHO HA NPAKMUYECKUX
3AHAMUSIX.

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHas JIuTepaTrypa:
1. Ky3neno, U.H. JlenoBoe mucbmo: ydeOHoe mocobue [DnextponHblii pecypc]/ Kysnemos
N.H— M.: JamikoB u K, 2017.— 196 c. Pexum J0CTyIa:
http://znanium.com/bookread2.php?book=415309&spec=1

0) lonojiHUTeILHAS JIUTEpPAaTypa:
1. T'punGepr, A.C. [lokyMeHTaIllMOHHOE oOecrieueHne ynpapineHus: yueouux/ ['pundepr A.C.,
[opbauee H.H., Myxamermmuaa O.A. — M.: IOHUTU-HAHA, 2012. — 392 c.Pexum
nocryna:https://uchebniki-besplatno.com/deloproizvodstvo-
dokumentovedenie/dokumentatsionnoe-obespechenie-upravleniya.htmi
2. Ky3neunoB, W.H. JlokymeHTannoHHOEe oOOeCrieueHue YMpaBiICHUS U AENOMPOU3BOACTBO.
Vuebuuk st OakamaBpos. [Dmexrponmblii pecypc]/ W.H. Kysmemos — M.: IOPAMNT,
2012.Pexum noctyna:https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-i-deloproizvodstvo-385426#page/11
3. KynseB, H.H. KonduaeHnuuaipbHoe AETONPOU3BOACTBO U 3alIUIIECHHBIA 3IIEKTPOHHBIH
nokymenTooboport : yueonuk/ Kynses H.H., Ypanos /I.H., ®a6puunos A.I'. M.: Jloroc, 2011.—
352 c.http://tmnlib.ru/jirbis/files/upload/jirbis_data/ibc/books/1.pdf

B) MeToanyeckne yKazaHus:
1. Ky3neuos, 1. H. /lokymeHTallnoHHOE OOecrieueHue YIpaBJIEHUS MEPCOHANIOM : YYEOHMK U

NPaKTUKYM JUIsl IPUKJIaJHOrO OakanaBpuata [DnexTpoHHbld pecype]/ Y. H. Ky3nenoB. — M.:
UznarensctBo ~ IOpaiir, 2017. — 520 c¢. Pexum  gocryma:  https://biblio-

online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-406058#page/11
r) IIporpammuoe obecnieuenune u MHTEpHET-pecypenl:
IIporpammuoe obecnieueHue

HanmenoBanue Ne norosopa Cpoxk neiicTBuUs TMLIEH3UH
§(0)

mifzgs'?:r?gl"&; J1-1227-18 ot 08.10.2018 11.10.2021
KIACCOR)

MS Office 2007 | Ne 135 or 17.09.2007 6eccpouHO
Professional

7Zip CBOOOJTHO 0eccpoyHO
STATISTICA 8.6 |K-139-08 ot 22.12.2008 6eccpoUHO

FAR Manager CBOOOJTHO 06eccpoyHO

IIpodeccnonanbHbie 6a3bl JaHHBIX 1 HHGPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
Haspanue kypca CchpllIKa
DNEeKTpOHHAs Oaza MEPUOJUYECKUX H3JAHUN https://dlib.eastview.com/

East View Information Services, OO0 «UBUCy»
Hammonanenas nH(OPMAIIMOHHO-

aHaIMTHUeCcKass cucrtemMa — Poccuiickuii MHIEKC
HAVYHOro rmmtunoranug (PUHIN

URL.: https://elibrary.ru/project_risc.asp



http://znanium.com/bookread2.php?book=415309&spec=1
https://uchebniki-besplatno.com/deloproizvodstvo-dokumentovedenie/dokumentatsionnoe-obespechenie-upravleniya.html
https://uchebniki-besplatno.com/deloproizvodstvo-dokumentovedenie/dokumentatsionnoe-obespechenie-upravleniya.html
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo-385426#page/11
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo-385426#page/11
http://tmnlib.ru/jirbis/files/upload/jirbis_data/ibc/books/1.pdf
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-406058#page/11
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-406058#page/11

Scholar)

[TouckoBas cucrema Axagemuss Google (Google

URL.: https://scholar.google.ru/

A0CTvyIa K I/IHd)ODMaI_[I/IOHHLIM pecypcam

Nudopmanmonnas cucrtema - EnuHOEe OKHO

URL: http://window.edu.ru/

IDOMEINLIEHHON COOCTREHHOCTUY

@denepanbHOE  TOCYAAPCTBEHHOE  OKOJKETHOE
y4pexKIACHUE «DenepanbHbINA UHCTUTYT

URL: http://www1.fips.ru/

Karanoru

Poccuiickas  T'ocymapcTtBeHHass  OuOnmoTeka.

https://www.rsl.ru/ru/4readers/catalogues/

I'.1. HocoBa

DnekTpoHHbIe pecypchl oubanoreku MI'TY um.

http://magtu.ru:8085/marcweb2/Default.asp

®denepanbHpli  00pa30BaTENbHBIA  MTOPTAI
OxoHomuka. Connonorus. MeHepKMEHT

http://ecsocman.hse.ru/

POCCHA

YHuBepcuterckas uH(GOpMAIMOHHAS CHCTEMaA

https://uisrussia.msu.ru

9 MaTepuajibHO-TeXHHYECKOe o0ecneyeHnue JUCHUIIMHBI (MOYJIs1)

MaTepHaJIBHO-TGXHquCKOG obOecriecucHue JUCHUIIIIMHBI BKIIFOYACT:

Tun u Ha3Banue AyAUTOpUHA

OCHaH_[CHI/Ie AyaAUuTOpUHN

YuebHble ayIUTOPUH IS MynpTUMEIUIHbBIE CPEACTBA XPAHEHNUS, IEpEJadYl U
NPOBE/ICHUS 3aHATHH JIEKIIMOHHOTO | TPEICTABICHUS HH(OPMALHH.

THIIA

Y4eOHble ayIUTOPHH IS MynbTUMEIMITHBIE CPEACTBA XPAHEHHUS, IEPEAAYN U
IIPOBEICHUS IIPAKTUYECKUX npeJcTaBiIeHns HHPOPMALIUH.

3aHATUHN, TPYIIIOBBIX U
VHJVBHTyaJIbHBIX KOHCYJIBTALINM,
TEKYIEro KOHTPOJIA U
IIPOMEKYTOUYHOM aTTeCTaluu

KomM1uiekc TecToBBIX 3aJaHui ISl TPOBEIECHUS
IIPOMEXKYTOUHBIX U pyOEKHBIX KOHTPOJIEH.

[Momerenus uist camocrosTenbHoi | [lepconanbubie kommbroTepsl ¢ makerom MSOffice,
paboThI: 00yJarOIUXCs BBIXOZI0M B IHTEPHET U € JOCTYIIOM B JIEKTPOHHYIO

nH(pOpPMaAIMOHHO-00Pa30BaATENBHYIO CPEly YHUBEPCUTETA

ITomenienus 11 XpaHeHus U [Hkads! 171 XpaHeHUs: y4eOHO-METOANYECKOMN
MPOPUITAKTHIECKOTO JIOKYMEHTAIMHU, y4eOHOTO 000pyI0BaHUS U yueOHO-
o0ciyXuBaHUS y4eOHOTO HarJIsIIHBIX TTOCOOHI.

o0opymoBaHus
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