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Pabouvas nporpamma cocraeiena na ocHope ®I'OC BO no HanpapieHHIO NOATOTOBKH
38.03.04 T'ocynapeTBeHHOE M MYHHLHIAIBHOE YIIPABICHUE, YTBEPHIEHHOro npHKazoM MOuH
P® ot 10.12.2014 roga Ne 1567.

PaGouas nporpamsa pacemoTpena i ono0peHa Ha 3aceianun kadeapbi [locyraperBeHHOrO
H MYHHUHIIQJIBHOrO YIPaBJICHHA i ynpasichus nepeonanom «30» mas 2016 r., npotokosn Ne 9

J
/

3as. xapenpoii i _Z / H.P. Banssckas/

/

V/

Pabouas nporpamma ono0peHa MeETOJHHMECKON KOMHCCHeH MHCTHTYTa JKOHOMHKH H
ynpasinenus «30» man 2016 r., npotokon Ne 8

Ilpencenarenn / /; 5_’ /H.P. Bansmickas/

Pabouaa nporpaMma cocraBieHa: accucTeHTOM Kadeapsi [ocymapcrTeeHHOro M
MYHHIHIAIBHOIO YIPABICHHA H YPABACHHS nepcoHanom M.B. A}}xcangposoﬁ

.’"{ 7 h | M.B. Anexcanaposa/
/

Peuensent: k.LH, nouent xadeapst Menemxmenta ®I'BOY BO «MITY um. [LH.

Hocosa» H. B. Ky3uenosa
— /: _/H.B. Kysuenosa/




JIMeT perucTpauni H3MeHeHHH H JAOTOJTHEeHHii

Jara.
[Toanuch
Ne Paznen Kpatkoe coaepiKanue Ne mpoTokoa
n/m | mporpamMbl W3MEeHEeHMs/ JOTIOTHEHUA 3ace/laHus il
xadenpoi
Kadeapbl
1.8 VyeOHO-METOAUYECKOE u| 01.09.2017, Nel
UH(OPMALMOHHOE obecrieueHue .
JCLIATIMHBL J
1.8 VuyeOHO-METOIMYECKOE u | 31.08.2018, Nel
HH(OPMALMOHHOE obecrieueHne
JMCIATUIMHBL
1.8 VyeOHO-METOMUECKOe u | 18.09.2019, Ne2
HH(OPMALIMOHHOE obecrieyeH#e
| JIMCLIATIINHEI ,
rl'l.S V ueGHO-METOIUECKOE a1 31.08.2020, Nel |
UH(OPMALHOHHOE obecrieueHue
JIMCLIMTLTHHBL




1 Ilesn ocBOEHMST AUCHMIIJINHBI

Lenbto OCBOGHMS TUCHUIUIMHBL «/{OKyMEHTHpOBaHHME YIPABICHUYECKON [ESATEIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUYECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHOI OpraHU3alMyu COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUATHIX
U B OpraHu3aiusx.

2 MecTo TUCHUILIMHBI B CTPYKTYpe 00pa30BaTe/JIbHOM MPOrpaMMbl
MOJATrOTOBKHU OakajiaBpa

Jucuummuza b1.6.13 «/lokyMeHTHpOBaHUE YIIPaBIEHYECKON JESATEIBHOCTHY» BXOIUT B
6a30By10 yacTh oOpa3zoBaresbHON porpammsel 010ka b1. mo Hanpasnenuto noarorosku 38.03.04
«["ocymapcTBEHHOE 1 MYHUITUTIIAIBHOE YIIPABICHHUEY.

s v3ydeHusi TUCHUILUIMHBI HEOOXOIMMBI 3HAHMS, YMEHHUsI, BIaJeHUs, chopMUpOBaHHBIE
B TIporiecce o0y4deHHs Ha OakajaBpuaTe: BJIAJCHHEM 0a30BBIX HABBIKOB MPAKTUYECKON PaOOTHI
no cOopy pealbHbIX (DaKTUUECKUX MaTepUaIOB, HMX KOMIUIEKCHOM OILIEHKe, aHalIu3y |
CHUCTEMAaTH3allud B YaCTH, KacCaloIIEHCs pemeHuss TOKYMEHTHPOBAaHUS YIPaBICHYECKOU
JESTEIbHOCTH, CIIOCOOHOCTh K a0CTPaKTHOMY MBIILICHUIO, aHAU3Y, CUHTE3Y, CIIOCOOHOCTHIO
NPUHUMATh OPTraHU3AIMOHHO-YIIPABICHUYECKUE PEIICHUs, OICHUWBATh WX MOCIEICTBHUS, HECTH
OTBETCTBEHHOCTbH 32 MX PEajU3al1i0, TOTOBHOCTh MOJb30BATHCS HOPMATUBHBIMU JOKYMEHTAMU
Ha MPaKTHKE

3HaHUs, YMEHUs, BIAJCHUS, MOJYYCHHbIE MPH U3YYCHUU AMCUUIUIMHBI HEOOXOAUMBI B
OCBOCHHMH CJEIYIOIMX KYypcOB: «J/lenoBble KOMMYHHKAIMM» «YTPABICHUECKUE PEIICHUS»,
«CounanbHO-93KOHOMUYECKOE IJIaHUPOBAaHUE B MYHUIMIAIBHBIX 00pa3oBaHusIX», «CBs3u C
OOIIECTBEHHOCThIO B OpraHax BiacTm», «lIpoekTHast mesTeNbHOCTh». 3HAHHS MO IMpodieMam
JIOKYMEHTHPOBAHUS YIPABICHYECKON NEATEIbHOCTH HYXHBI B HAyYHO - HCCIIEIOBATENILCKOM
paboTte U MPaKTHIECKOU IeATeTLHOCTH.

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS
AUCHUILIMHBI U IUVIAHUPYeMble pe3yJbTaThl 00y4eHust

B  pe3ynpraTe OCBOEHUSI  JUCHUILIMHBI  «JlOKyMEHTHpOBaHHE  YIpPaBIECHUYECKON
JESATETLHOCTHY 00yJaIoUics TOJDKEeH 00J1a1aTh CISAYIOIUMHA KOMIIETEHITUSIMU:

CTpyKTypHBII
JJIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs
KOMITIETEHIINH

OIIK - 4 — cniocoGHOCTBHIO OCYLIECTBJIATH /1eJI0BOe 00IIeHne U MyOJMYHbIe BBICTYIICHHS,
BECTH IEPEroBOpbl, COBEIIAHHUS, OCYLIECTBJIATH NEJ0BYI0 NEPEeNHCKY W IOAJep:KHMBATh
IJICEKTPOHHbIC KOMMYHHUKAIIMH.

3Hath — OCHOBHble —cocmaeialwue U ImManvl  NOO20MOBKU  NYOIUYHOZ0
BLICMYNICHUS, 2NlA6Hble MPeO08aHUsi K OpeaHu3ayuu  nyOIUdHbIX|
8bICMYNIEeHUU

—  cnocodul 3hPexmusrnoco 0e1068020 00WeHUs, NYOIUYHBIX BbICIYNIICHUL,
nepezosopos, NpogedeHUs: COBeujaHull, 0el080l NEPenucKu, 0er08020
00UeHUs, INeKMPOHHOU KOMMYHUKAYUU OCHOBbL 01108020 00UjeHUs

—  Cnocoovl u cpedcmsa UHGOPMAYUOHHO20 B030€UCBUS

— OCHOBHble NOHAMUSL U COBPEMEHHble NPUHYUNBL Pabomvl ¢ O0el08ol
ungopmayuel, a makdice umems NpeoCMasieHue 0 KOPNOPAMUBHBIX]
UHGOPMAYUOHHBIX cucmemax u 6a3ax OaHHbIX

— OCHO8Hble NPUHYUNBI opeaHuzayuu 0enonpou3800cmaeda u
O00KYMeHmoobopoma 8 op2aHax 20CyOapCmeeHHOU U MYHUYUNATbHOU
enacmu
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CTpyKTypHBI
JJIEMEHT

KOMIICTCHI UM

[Tnaaupyemblie pe3yiabTaThl O0y4eHUS

PaziuuHble cmpamecuu NpeoCmasienus pesyibmamos ceoell pabomuvl
07151 Opy2UxX Cneyuaiucmos.

VYmMmern

AHATUUPOBAML  KOMMYHUKAMUGHbIE NPOYECccbl 6 opanuzayuu U
paspabamuieams NPeOoNCeHUs N0 NOBLLULEHUIO UX d¢hhekmusHocmu
Jl02UYecKU 6epHO, apeSYMEHMUPOBAHO U SACHO CHMPOUMb YCMHYIO U
NUCbMEHHYIO pelb

noooepaHcusams NpoheccUOHANbHYI0  KOMMYHUKAYUIO, OCYUeCMEIsmb
nyonuYHble GLLCIYNICHUS

AHATU3UPOBAMDL  JIOUYECKVIO CMPYKMYPY U  Onpeoeisimsb  CMmeneHb
aApeyMeHMuUpoOBAHHOCMU  NUCbMEHHOU U VYCMHOU peyl, c030a8amb,
PA3IUYHble MUNbL MEKCMO8 YCMHOU, NUCbMEHHOU, SUPMYATbHOU U
CMEWAHHOU KOMMYHUKAYUU HA DYCCKOM A3bIKE 6 PA3IUYHLIX HCAHPAX|
VAPABIEHUeCcKOll KOMMYHUKAYUU (nybnuunvlx BbICIMYNIICHUSIX,
nepe208opax, Co8ewaHUsxX, 0el060L Nepenucku)

unmezpupoeamv 8  0esIMeNbHOCMb — NOOPA30eNeHUss  NONONCEHUS
AHAIUMUYECKUX O0OKIA008, Omyemos U Opyeux UH@GOPMAYUOHHDIX|
Mamepuanos.

Brnaners

KOMMYHUKAYUOHHBIMU HABIKAMU
HABLIKAMU ~ COCMABNEHUA, YYemd, XpaHeHus, 3auumvl, nepeoavu
CYHCeOHOU  OOKyMenmayuu 6 COOMEemCcmeuy ¢  mpebosaHusmy,
0oKymenmoobopoma

Hagvlkamu coopa, obpabomku uHgopmayuu u OOKYMEHMAYUOHHOM
obecneueHuu 20CY0apPCMEEHHbIX OpP2AHO8 BIACMU, OpP2aHO8 61ACTU,
cyovexmos P®, opeanoe MCY u opeanuzayuii nakemom oguchbix|
npocpamm 0as pabomul ¢ 0e1080U UHGoOpMayuel U OCHOBAMU CEMeBblX|
MexHOoI02Ull

Memooamu 6e0eHUsl Nepe20BoPO8

HABbIKOM (hOpMYIUPOBaHUs yeeli U 3a0a4 K nYyOIUYHOMY GbICHYNIAEHUIO
HABLIKAMU OMCMAUBAHUSL CB0€ell NO3UYUU 8 NPOoPecCUOHATbHOU cpele,
HAX0HCOCHUSL KOMNPOMUCCHBIX U AlbMEPHAMUBHBIX PeuleHUll

Memooamu opeanu3ayu 3HeKmusHuIX 0e108bIX KOMMYHUKAYULL.




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh JUCHMILUIMHBI COCTABIISIET 3 3aUeTHBIX eauHulbl 108 akaj. yacoB, B TOM YHUCIIE:

— KOHTakTHas paborta — 21,3 akan. Jaca:

— ayautopHas — 20 akaj. 4acos;

— BHeayauTopHas — 1,3 akas. 4acos;

— camocTosTenbHas pabora —82,8 akaj. 4acos;

- IIOATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.
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KOHTaKTHas paboTa % § = =
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1.Tema: Teopernyeckue ocHOBBI| 2 | 2\2 2\2 16 |- U3yuenue yueGHOTO YcTHBIN onpoc. OIIK-4-3ys.
AeJIONPOU3BOACTBA OpraHu3anmu. Matepuana, BbiHeceHHoro |[IpoBepka MHAMBHAYaJIbHBIX
Nudopmanus, ee kputepuu. JJokyMmeHT. Ha CaMOCTOSITENIbHYIO | 3aJaHH.
PexBuzur JIOKYMEHTA. OyHKIUU MpopaboTKy, MOATOTOBKA
JIOKYMEHTA. IOpuanueckas cuia K TEKYILUM 3aHATHSM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, -IToAroToBKa BBHICTYIIJICHUI
JIOKyMEHTUPOBAHUE. C JIOKJIa/laMHu.
JlokymeHTanmoHHOe o0ecrnieueHne -Hanucanue KOHTpPOIBHOU
yIpaBIEHUS. JIOKyMEeHTOOO0POT. paboThI.
Knaccudukanmst JIOKYMEHTOB. - Ilouck AOMOJHUTENBHOMN
Cranpapruzanus u yHU(UKAIUSA uHboOpMalUK O 3aJaHHON
JTIOKYMEHTOB. VYHubunuposanHas TeMe (paborta C
cucrema JOKYMEHTaluu (YCO). o6ubnuorpaduyeckumu
Cucrembl JokyMeHTauuu. [IpmHOHAIBL Marepuaiamu,
JIEJI0NIPOU3BO/ICTBA. HopmatusHo- CIPaBOYHHMKAMU,
MeToaudeckas 0aza JOKYMEHTHPOBAHHUS Karajoram,  CIOBapsMH,




AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
Pasnen/ Tema 2 (5 axaz. Hacax) § 5 | Bua caMocToATENbHOI opma TeKYIIEro KOHTPOIs g % %
JVCLIATUTHHEI 2 e C w 5= paboThI YCICBAEMOCTH 1 225
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VIPaBICHUYECKOW  JEATENIbHOCTH | SHIUKJIONICTUSIMHU).
opranu3anu paboThl ¢ JOKYMEHTaMH.

2. Tema: OOmue mnpaBuwia| 2 2 2\2 16 |- H3yuenue  yueOHOTrO|YCTHBIN Ompoc. OIIK-4-3ys.
oopmiIeHUs1 yIpaBJieHYeCKHUX MaTepuana, BeiHeceHHOro  |[IpoBepka MHIMBUTyaTbHBIX
aoxkymentoB. ['OCT P  6.30-2003 Ha CaMOCTOSITENIbHYIO | 33 JaHHI.

«YHuduuupoBaHHbIE CUCTEMBbI npopaboTKy, MOATOTOBKA
JOKYMEHTAIUH. YHuduuupoBaHHast K TeKYIIHM 3aHSATHSIM.
cucrtema OpTraHU3aI[MOHHO- -IToaroroBka BeICTYIIICHUIH
pacropsIuTeIbHON JIOKYMEHTaI1H. C JIOKJIa/laMHu.

TpeGoBanus K o OopMIIEHHUIO -Hanncanue KOHTPOJIBHOM
JIOKYMEHTOB'". PexBuzur 01- paboTHI.

['ocynapctBennbiit repd P®. PexBuzut - Ilouck AOMOJHUTENBHOMN
02- I'ep6 cyObeKTa P® u nHpopMaluy MO 3aJaHHOU
MYHUIIUTIAJTEHOTO o0Opa3oBaHusl. TeMe (paborta C
PexBuzur 03 -DmOnema opraHuzanuu O6ubanorpaduueckuMu

Wi ToBapHbIi 3Hak. PexkBusut 04- Kog MaTepHualaMy,
opranuszanuu. PexBuszutr 05- VYkazanue CIIPaBOYHHUKAMY,

Ha OCHOBHOM roCyJ1apCTBEHHBIH Karajorami,  CJIOBapsMH,
PETUCTPAIIIOHHBIA HOMEp TPEIITPUSTHSI. SHIMKJIOTICTUSIMH ).
PexBuzur 06- VYka3zanue Ha

UICHTU(DUKAITHTOHHBIN HOMED

HaJIOTOTIJIaTE bINNKA/ KO IIPUYUHBI
noctaHoBku Ha y4der. PekBusut 07- Kog
dopmbl  nokymeHTa. PekBusur  08-




Pasnen/ tema
JIUCIIUILINHEI

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.
3aHATUA

CamocrosTenpHas
baboTa (B aKaj. 4acax)

Bun camocrosTenpHON
paboThI

@dopMa TeKyIIEero KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEXKYTOUYHOU aTTECTALNU

Kox v cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

HaumenoBanue OpraHu3anuu. PexBusut

09-CrpaBouHbIe CBEICHHSI 00
OpraHu3aIuu. PexBusur 10-
HaumenoBanue BHUA JIOKyMEHTA.
PexBusur 11- Hata  ngokymeHrTa.

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBus3ut 13- Ccbuika Ha
pPerUCTpAallMOHHBIH ~ HOMEp U JaTy
nokymeHTta. PexkBusutr 14-  Mecto
COCTABJICHUS] WJIM W3JaHHS JIOKYMEHTA.
PexBusur 15- CBenmenuss 06 ampecare.
PexBuzur 16 -I'pud yrBepkaeHUS
nokymeHTta. PexBusut 17-Pe3omtonus.
PexBu3ut  18-3aroioBok K  TEKCTY.
PexBuzutr 19- OrTMmMeTka O KOHTpoJe
PexBuzut  20- TekcT nmoKyMmeHTa.
PexBumsur 21- OrMmerka o0 HaIMYUH
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacOBaHUA JI0KyMeHTa. PexBu3ut 25-
Ileyats. PexBusur 26-OTMmeTKa o
3aBepeHuu  komuH.  PekBuzutr  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-
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OTtmerka 00 HUCIOJHEHUM JOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTka O TOCTYIUIGHMH JOKYMEHTA.
PexBusut 30- Unentudukatop
3JIEKTPOHHON KOMMHU JOKYMEHTA.

Cocras PEKBU3HUTOB, ux
MECTOpPACHOJIOKEHHE Ha  JIOKYMEHTE.

Dopmyisip-obpaser] TOKyMEeHTa.

3. Tema: Ocobennoctu| 2 1 2 16 |HM3ydenue yueOHOTO Y CTHBIN ompoc. OIIK-4-3ys.
COCTaBJICHUA U oopMJIeHUA Marepuania, BblHeCeHHOro  |I[IpoBepka MHIMBUAYaIbHBIX
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITENIbHYIO | 3aJaHUH.

OcHoBHbIE TPYIIIBI JIOKYMEHTOB. popaboTKy, MOATOTOBKA
HopmarusHbie JOKYMEHTBI K TEKYIIUM 3aHATHSIM.
roCy/1apCTBEHHBIX OpTaHoB. -IToaroTroBKa BHICTYIUICHUI
OpraHu3anoHHbIe JOKYMEHTBI C JIOKJIaJIaMHU.
HNPENIPUATHSL. JIOJDKHOCTHBIE -Hanucanue KOHTpPOIBHOU
UHCTPYKLIUH. PacnopsinutensHble paboTHI.

JIOKYMEHTHI npennpustus. [Ipukassl mo - [Touck nonoaHUTENBHOU
OCHOBHOM JesTeTbHOCTH. uH(pOpMaIMHY 10 33JaHHOU
Pacniopsxenus, pelIeHusl. Teme (paboTa ¢
WndpopmanoHHO-CcIIpaBOYHbIE o6ubnuorpaduyeckumu
JNOKYMEHTHI. [IpOTOKONBI, TONHAs U MaTepHallaMH,

Kpatkast ¢popma ux oopmieHusi. AKTHI CIPaBOYHUKAMH,

CnyxeOHbIC " O0OBSICHUTEIIbHBIC

KaTaJIoramMu, CIIOBApsIMU,




—_
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KoHTaKTHas pabota | E & -
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Pasnen/ tema 2, ) = Bun camocrosTenpHON p Y P g 5=
> R yCII€BAEMOCTH U > s 8
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3aIUCKU. CrpaBku. CayxeOHble SHIMKJIONECTUSIMH).
JIOBEPEHHOCTH. [Tucema, X
KJaccupukanus, CTPYKTYpa,
CTaHJapTHbIE (pa3bl U  BBIPAKECHMUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JIOKyMeHTOB.  /[lemoBoe
OUCbMO  MEXIyHapoAHOro  oOpasia.
®akcel, TenepoHorpammel. Jlorosopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHHMKA CO3/1aHUsl JOKYMEHTOB.
4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 2 16 |- U3yuenue yueGHOTO VYerubiii  omnpoc. Ilposepka| OITK-4-3ys.
AOKYMEHTOB 110 JIMYHOMY COCTaBY. MaTepuasa, BBIHECEHHOIO  |MHAMBUAYAJIbHBIX 3aJIaHUM.
[ToHsATHE M CTPYKTypa NEpPCOHAIbHBIX Ha CaMOCTOSITENIBHYIO

JTAaHHBIX. [IpunannexxHocTh
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK,
JepKaTenb u 10JIb30BaTEIb
NEPCOHAIBHBIX  JaHHBIX. CTpykTypa
KaJIpOBOM MH(pOPMaILMOHHO-
JIOKYMEHTallMOHHON CUCTEMBI.

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

popaboTKy, MOATOTOBKA

K TEKYILUM 3aHATHSM.
-IToaAroToBka BEICTYIIIIEHUN
C JIOKJIa/laMHu.

-Hanncanue KOHTPOJIBHOM
paboThI.

- Tlowck IOMOJHUTEIHHOMI
uHboOpMalUK O 3aJaHHON
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepuagami,
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AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
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JOKYMEHTOB U IMpaBuiIa UX 0hopMIICHUS. CIPaBOYHHUKAMHU,
Kpatkme  cBemenums 0  mpaBmiax KaTaJloTaMH,  CIIOBAapsIMHU,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONIECTUSIMHU).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.

5. Tema: Opranuszanusi| 2 1 2 16 |- U3yuyenue yueGHOTO Yeruwiii  ompoc. IIposepka| OITK-4-3ys.
AOKYMEHT0000poTa. [TonsTus Marepuaia, BBIHECEHHOTO  |WHAMBHIYaIbHBIX 3aaHUH.
JOKYMEHTOOOOpOT W OpraHu3alus Ha CaMOCTOSITENIbHYIO
JIOKYMEHTO000pOoTa. HopmatusHo- popaboTKy, MOATOTOBKA
MeTOnYecKast perimaMeHTanus K TeKYIIIHM 3aHSTHSIM.

JOKyMeHT000opoTa. OCHOBHBIE TpaBUIIa -IToaroroBka BRICTYIIIEHUH

OpraHu3aiii  JIOKyMeHTooOoOpoTa Ha C TOKJIaJIaMHU.

MPEINPUATHH. KauecTtBeHHbie -Hamucanve KOHTPOJIBHOU

XapaKTEePUCTUKU JIOKyMEHTO00O0pOTAa. paboTHI.

Knaccudukanus  JTOKYyMEHTOMOTOKOB: - Ilouck nomomHUTETHHON

TOPH30HTAIILHBIE, BEPTUKAJIbHBIE, nHbOpMAMK TIO 3aJaHHON

BOCXOJISIINE, HUCXOAALINE, BXOMASIIIME, TEMe (pabota C

ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu

o0BemMa TOKyMEeHTO000pOoTa. MaTepuagamH,
CIPaBOYHHKAMH,
Karajorami,  CIOBapsSMH,
SHIUKJIOTICTUSMU ).

6. Tema: OcHoBHble mnpaBuiaa| 2 1 2 2,8 |- U3yuenue yueOHOTO VYerupiii  ompoc. Ilposepka| OITK-4-3ys.
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Pasnen/ tema

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

CamocrosTenpHas
baboTa (B aKaj. 4acax)

Bun camocrosTenpHON

@dopMa TeKyIIEero KOHTPOJIA
yCIIEBAEMOCTHU U

Kox v cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

JUCLIUIIAHBI . : paboThI .
= g = z 2 IIPOMEKYTOYHOM aTTeCTaluu
= Q. B B E
2| 82| %=
= | E8| 28
OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MaTepuana, BRIHECEHHOTO  |MHAWBHYyaJbHBIX 3aJJaHHM.
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO
[lepBuunas o0OpaboTka JOKYMEHTOB. npopaboTKy, MOJATOTOBKA
OO6mue npaBuia perucTpanuu K TEKYIIUM 3aHSITHSIM.
JOKYMEHTOB,  (OpMBI  pErHUCTpaIUU. -IToaroroBka BBICTYIIICHUI
[lepenaua OOKYMEHTOB, paccMOTpPEHHUE C JIOKJIa/laMHu.
ux PYKOBOJUTETIEM. [Topsmox -Hanucanve KOHTPOJIBHOU
HaIlpaBJICHUS JOKYMEHTA Ha HCIIOJTHEHUE paboThI.
U paboThl UCHIOIHUTENS C TOKYMEHTaMH. - Ilouck nomomHUTETHHON
HUcnonnenne  nokymeHra. Buael wu nHpopMalUK 1O 3aJaHHOU
dbopMbI KOHTpPOJIA WCIIOJIHEHMUS, TeMe (paborta c
cpokoBasi  kaptoreka.  Opranuzanus oubnuorpaduueckuMu
TEKyIIero xpaHenus aen. Homenknarypa MaTepuataMu,
Zen, obmue  TpeOoBaHUA, BUJIBI CIIPaBOYHHUKAMHU,
HOMEHKJIATyp. CocraBnenue KarajoramM,  CJOBapsiMH,
HOMEHKJIaTypel nen. dopmupoBaHue u SHIMKIIOTICTUSIMH ).
opopmnenne nen.  Cucremaruszanus
JIOKYMEHTOB B Jeje. XpaHeHue Jedl.
[TonroroBka JOKYMEHTOB K Iepejiade Ha
apxuBHOE XpaHeHue. Kpurepuu oneHkn
JOKyMeHTOB. CocTaBlIE€HUE ONUCEN JIE.
Hroro no pazneny 8\2 12\4 82,8 IIpoBepka MHAMBUAYAIBHBIX

3aJaHui

12




AynutopHas

=
w8 =
< Q X
KOHTaKTHasi pabota TS =S
)
B aKaj. yacax = . @dopMa TeKyIIEero KOHTPOJIA E“ =ia=t
Pasnen/ tema 2, ( ) o J Bun camocrosTenpHON p Y P s
= <)
> R yCII€BAEMOCTH U > s 8
JTUCHUTITUHBI < . : S paboThI N a3 o
= £ E 5= 5 & IIPOMEXKYTOUHOM aTTeCTalluH e B
= S == S = © 2
E o ® ¥ ® s B8 i g
E|CE| 25|88 5 *
= = ™ = ™ O L% hd
(@W
Hroro 3a kype 8\2 12\4 | 82,8 IIpomesxyTounas
arrecranms - 3a4eT

6/ — B TOM umce, yachl, OTBEJICHHBIC HA padOTy B UHTEPAKTUBHOI Qopme.
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5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanuzaius KOMIETEHTHOCTHOTO MOJAXOa MPeayCMaTpPUBAEeT MCIOJIb30BaHUE B y4EOHOM
MPOIECCE AKTUBHBIX W HWHTEPAKTHBHBIX (OPM TPOBEIACHHUS 3aHATHH B COYCTAHHH C
BHEAYJIUTOPHOM paboTOil C 1eNbl0 (GOPMUPOBAHUS U PA3BUTUSA NMPOPECCUOHAIBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHMM CTYAEHTOB JUCHUIUIMHE «J{OKyMEHTHpOBAaHUE YIIpPaBICHUYECKOM
JESITeIbHOCTHY CIIeYeT OCYILECTBIISATE CIEAYIOIINE 00pa3oBaTeIbHbIC TEXHOIOTUH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTEeNLHOTO  TPOLIECCa, MPEANONAraloulyl0 MpsAMYK0 TPAHCISAIHUIO 3HAHUK  OT
npenojaBareinss K CTYyJeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WITFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WudpopmanmonHass  JEKIHs —  IOCIENOBAaTEIIbHOE  M3JIOKEHHE  MaTepuaia B
TUCIUIIMHAPHON JIOTUKE, OCYILECTBISEMOE IPEUMYIIECTBEHHO BepOAbHBIMH CpeICTBaMU
(MOHOJIOT TIperno/1aBaTes).

[TpakTyeckoe 3aHSATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN U HAaBBIKOB IO
MPEIUIOKECHHOMY aJITOPUTMY.

2. TexHoJioruM NPOOIEeMHOr0 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MPEAIoIaracT MOCTAHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHUE YYCOHBIX MPOOJIEMHBIX
CUTYallui AJIs CTUMYJIMPOBAHUS aKTUBHOM MM03HABATEIBHOMN JE€ATEILHOCTH CTYICHTOB.

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YUeHUA:

[IpakTueckoe 3aHaTHEe B (QOpME NPAKTHUKyMa — OpraHu3aius y4deOHOU paboThl,
HarpaBJ€HHAsT Ha PEIICHHE KOMILIEKCHOW Yy4eOHO-TIO3HABaTEIbHOM 3a/a4yu, TpeOyromen oT
CTyJEHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHoJIOTHH MPOEKTHOr0 O0Y4YeHMsI — OpraHM3alus 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUU C AJITOPUTMOM IOITAMHOTO pELIEHUS MPOOJIEeMHON 3a/addl WIH BBINOJHEHUS
yaeOHoTo 3a1anus. [IpoeKT mpeamnonaraeT COBMECTHYIO y4eOHO-TTI03HABATEIBHYIO eI TEIHHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBICHHYIO Ha BHIPAOOTKY KOHIEMINH, YCTAaHOBICHUE IeNel U 3ajad,
(GOPMYIMPOBKY OXHUJAAEMBIX pPE3YyIbTaTOB, ONPEICIICHUE IPUHIIUIIOB M METOJHUK PEIICHUs
MOCTaBIIEHHBIX 3aj]a4, IUIAHMPOBaHHE XoJa pabOThl, MOUCK JOCTYMHBIX W ONTUMAJbHBIX
PECYPCOB, TOATANTHYIO peaM3alyio TUTaHa Pa0OTHI, MPE3CHTAIMIO PEe3yJbTaTOB Pa0OTHI, WX
OCMBICIIEHHE U pedrekcuro.

OcHogHble munsl RPOEKmMog:

TBopyeckuii TPOEKT, Kak MNPaBUIIO, HE HMMEET JETAIbHO MPOpabOTaHHOW CTPYKTYPHI;
y4eOHO-TI03HABaTeIbHAS JESATEIHPHOCTh CTYIEHTOB OCYIIECTBIISICTCS B pPaMKax pPaMOYHOTO
3a/laHusl, TOIYUHSISCH JIOTHKE U UHTEPEeCcaM YYaCTHUKOB MPOEKTA, JKaHPY KOHEYHOTO pe3ylbTaTa
(razera, puIbM, IPA3AHUK, U3/1aHUE, SKCKYPCHUS U T.I1.).

4. InTepakTUBHBIE TEXHOJOTHH — OPTaHU3AIMS 00Pa30BATEIBLHOTO MPOIECcca, KOTOpast
IpeJoiaracT akTHBHOE M HEJIMHEWHOE B3aMMOJICHCTBUE BCEX YYACTHHKOB, JOCTHIXKCHHE Ha
9TOH OCHOBE IMYHOCTHO 3HAYMMOTO i HHUX 0Opa3oBaTeNnbHOTO pe3yibTara. Hapsmy co
CICIUAIM3UPOBAHHBIMA ~ TEXHOJIOTHSIMH ~ TaKOro  poja  NPHUHIMII ~ WHTEPAKTHBHOCTH
MIPOCIIEKUBACTCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pPa30BaTENbHBIX TEXHOIOTUH.

Dopmbl yueodHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-IMCKycCUsl — KOJUIEKTUBHOE OOCYXJIEHHE KaKoTo-TMOO CIIOPHOTO BOIIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpYNHIOBOW AHANOT, JUCKYCCHS Kak CIop-
JIAajor).

5. HNudpopManMOHHO-KOMMYHUKAINIMOHHBIE  00pa3oBaTe/ibHbIe  TEXHOJOTHH —
opraHusaiys 00pa3oBaTeIbHOTO MpoIlecca, OCHOBAaHHAs HAa MPUMEHEHUU CIEUAIN3UPOBAHHBIX
MPOTPaMMHBIX CPEJl M TEXHUYECKHUX CPEICTB padOThI ¢ MH(OpMALIHEH.

@opmbl  y4eOHBIX 3aHSATUH C MCIOIb30BAaHHEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA:



Jlexuus-Buzyanus3anus — HU3JI0)KEHUE COJIEP)KAHUSA  CONPOBOXKIAETCS  IpE3eHTaluen
(IemoHcCTpalyeil yueOHbIX MaTepuaioB, IPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CHUCTEMaXx, B
T.4. WJUTFOCTPATUBHBIX, IPa)MueCKUX, ayJU0- ¥ BUICOMATEPHAIIOB).

[TpakTueckoe 3aHsATHE B (pOpME MpE3EeHTAIMHN — IPEJCTABICHUE PE3yIbTaTOB MPOEKTHOMN
WIM  HCCIENOBATEIbCKOW  JEATENIBHOCTHM  C  WCIIOJIB30BAHMEM  CHELUAIM3HPOBAHHBIX
IIPOTrpaMMHBIX CPEZCTB.

6 YueOHO-MeTOqMYEeCKOE 0O0ecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaommXxcst

Ilpumepnaa cmpykmypa u cooepircanue pazoena:

Ilo oucyunnune «{okymenmuposanue yYnpasieHueckou 0esameibHOCmuy npeoycmompenda
ayOumopHas u 6HeayOUMoOpPHAs CAMOCMOAMENbHAS paboma 00y4aruuxcs.

Ayoumopnas camocmosamenvHas paboma CmMyoOeHmo8 Hpeonoiazaem 6biNOJIHeHUe
npaKmuyecKux pabom.

Ilpumepnuie ayoumopnuvie npaxmuuecxkue pavomut (AIIP):

AIIP Nel «Teopemuueckue 0CHO8bL 0€10NPOU3B00CMEA OP2AHUIAUUU).

Ilposooumcsa 6 ¢opme  cemunapa no ob6obwenuro U yenyonenuro  3HaAHUll NOHAMUUHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCK)CCULL.

Onpoc no mamepuanam nexyuu 1.

Deontoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenHo2o Oenonpouzsoocmea. [lenonpouzeoocmseo 6 cpedHue eexka (XI-XV es.).
Ilpuxasznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII 6.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX e6s.). l'ocyoapcmeennoe
0enonpouszeo0cmeo & cogemckoe pems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

AIIP No2 «Cospemennoe 2ocyoapcmeennoe pezyiuposanue 0enonpou3eoocmea ¢ P®y.
3axonooamenvrnoe pezynuposanue Oenonpouzeoocmea 6 Pd. ®@eodepanvuuiti 3axon «06
uHgopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U 0 3auume uHpopmayuuy. Pedepanbwlil 3aKOH
«0 kommepueckot matiney. Dedepanvuviii 3axon «060 apxusHom Oene 6 Poccuiickoii
Dedepayuuy.  Dedepanvhoiii.  3akon  «O  nepconanvhvix  Oanuwixy.  ITlocmanoenenue
npasumenvcmea P® «Ilpasuna nod2omosku npagogvix axmos @eoepanivbHbiX O0peaHo8
UCNOTHUMETbHOU 6IACMU U UX 20CYOAPCMBEHHOU PESUCPAYUULY.

Hopmamusno-memoouueckoe pezynuposanue oenonpouzsoocmea. 1 ocyoapcmeennas cucmema
O0OKYMeHmMayuoHno2o obecneuenus ynpaenenus. Obwue nonodxcenus. Odbwue mpeboganus K
QoKkymenmam u cayxcoam ookymenmayuonnozo obvecneuenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemor dokymenmayuu. Ynuguyuposannaa cucmema opeanu3zayuoHHoO-
pacnopsioumenvrot ookymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusnoe oeio.
Tepmunvt u onpedenenusi Tunoeas uHCMpPYKyus no 0e10npou3800cmey 6 hedepaibHbiX Op2aHax
ucnoanumenvhou eiacmu. Ilepeuenb munogvlx ynpagieHueckux 0OKyMeHmos, o0pazyiouuxcs 6
0esAmenbHOCMU OP2aHU3ayuUll, ¢ YKA3aHUuemM CPOKO8 XPaHeHUs.

AIIP No3 «Tpebosanun Kk d1ankam 00OKymMeHmaoe ynpasienusny.

Ilposooumcs 6 @opme cemunapa no 06odbwenuro u yeayoaeHuro 3HAHUL C deMeHmamu
ouckyccuu. Ilousamue u uowl bnankos. Oowuil d1anx. brank nucema. bBrank KoHkpemHnozo euoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu komnanuamu. I epbosulil oranx. Pexeuzumot
onanka. Ilpodonvroe pacnonodcenue pekeusumos O1aHka. Yanoeoe grazosoe u yenmpoganmoe
PACNoNodHCeHUe PEKBUSUMO8 DIAHKA.

Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazya
bnauka.

AIIP Ned4 «OQouwgue npasuna ohopmiaenusn ynpasnenuyeckux 00OKyMeHmos».
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Ilposooumcs 6 ¢hopme cemunapa no o0600wenulo u Y2uyoOneHulo 3HAHUU ¢ dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. IIpakmuueckoe 3HAKOMCMBO ¢ Ogopmienuem
PEeKBU3UMOB8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpPOIbHbIX 3A0aHULL

AIIP No5 «Cocmagnenue 1u4HbIX OOKYMEHMO8).

Ilposooumcs 6 ¢opme cemunapa no 060OweHU0 U YenyOaeHUu 3HAHUL ¢ dleMeHmamu
ouckyccuu. 3asenenus, agmoodouocpaguu, pesrome, iuunsvle 0osepeHHocmu, pacnucku. OCcHogHbie
PpeKsuzumbl, NPAGULA COCMABIEHUs U OopMIeHUs. Boinonnenue konmponvhwix 3a0anuil

AIIPNo6 «Paboma c 0oKymenmamu, cooeprcamiumu KOHPUOeHyuaibHvle C6e0CHUA).
Ilepeuensy ceedenuti KoH@uOenyuanvHozo xapaxkmepa. Ilonsmue KomMmepuecKol mMAiHbl.
Ceedenusi, omuHocawuecs Kk Kommepueckou maune. Ilopsaook eedeHus 0enonpou3so0cmea
OOKYMEHmMO8, CO0epHcauux KOMMep4ecKylo matHy. 3awuma OOKYMEHMO8, CO0epHCAUUX
KOMMepPUEeCKy0 mauHy.

Ilpumepnvie unousudyanvhvie oomawinue 3aoanusn (U/]3):

H3 Ne 1 «Ponb O0KYMEHmMUPOBAHUA YNPAGIEHYECKOU O0eAmelIbHOCMU 6 pAa3eumuu
oowecmeay.

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEeKmMa AeKYuu.

Paccmompenue dannou memvl Heo6xX00uMo Hayamev € U3YYeHUsT OCHOBHBIX NOHAMUU OAHHOU
oucyunnumsl.  Ilpu  smom  ciredyem  pazobpamvci ¢ CYWHOCMbIO — KAme2opuu
«doxymenmuposanuey. Bonee noopobno credyem paccmompems CMpPYKMypy, COOepicaHue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO paA3sumus O0oKymenmoobopoma. [lanree HeoOX00umo
usyuYUmsb COCmag HOPMAMUGHO-MEMOOU4ecKol 6a3vl OOKYMEHMUpPOBAHUs YAPABIEHUECKOU
O0essmebHOCIU 8 COBPEMEHHBIX YC08UAX X03aticmeosanus. OmoenvHo credyem paccmompens
cmpame2uto  YNpaenenus OOKYMEHMAaMu 6 Opeanu3ayuy, a makdce usyuums Qopmul
COBPEMEHHOU OOKYMEHMAayUU.

Kniouesvie cnosa: O0oxkymenm, OOKymeHmuposaunue uHpopmayuy, OOKYMEHMUPOSaHue
VAPABNeHYyecKoUu  0esamelbHOCmY,  KIUHONUCh,  NOAUMUKA — YNpaeieHusi  OOKYMeHmAamu,
cmaunoapmu3zayus, cmpame2usi YnpasieHus 00KyMeHmamu, YHupukayus.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuansi 1eKyuu.

3. Iloozomosumwscsi k pabome na nekyuu no meme 1. Iloemopums 6omnpoc: cywHocmb
kamezopuu «/[okymenmuposanuey (yueonas oucyuniuna «Jokymenmuposanue ynpasieHyecKoll
OdesmenvHocmuy, nekyus Nel). Boimb 20mogvim K 00CYHCOEeHUI0 9MO020 80NPOCa 8 X00e JeKYUU.

H/[3 Ne 2 «Obugue npasuna ogpopmiaenus ynpasieHuecKux 00KyMeHmoe».

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCneKma JNekyuu. M3yuenue mamepuanog
OaHHOU meMbl cledyem HAYyamv ¢ paccMOmMpeHusi mpebo8anuti K OQOopMIeHUI0 DeK8U3UMOS.
Takoce cnedyem usyyums cocmas pexeusumos. [anee HeobXooumo paszobpamvcs ¢
NpUMEHeHUeM U PACNON0NHCeHUEM HA OOKYMeHMe PEeK8UUmMOos, Onpedelums ux oouue uepmol u
paznuyus. Kpome mozo, HysxicHo OemanvHo pazodpamvcs ¢ pasiudHbIMu 6UOAMU MeKCma
0oKyMenma: mpagpapemuwviii OOKyMeHm, aHKema, maoauyda, O1aHx.

Knrouesvie cnosa: eusa coenacosanus, epugh o3nakomnenus, oama 0OKyMeHmd, 3a201080K

K meKkcmy, UOeHMUGUKAmop 31eKMPOHHOU KOnuu OOKYMeHmd, UHmMep8an, NOONUChb, HOJe
OOKYMEHMA, pecUCmMpayuoHHblll HOMEpP OOKYMEHMA, pe30aoyus, PeKeusum, CmaHOapmHbuli
aucm Oymazu, CCblIKA HA pPe2UCMpayuoHHblll HOMep U 0amy OOKYMeHmd, YOOCmOoGepeHue
00KYyMeHma, popmynap.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvHuli annapam.

2. Jlopabomams mamepuanvt 1ekyuu.
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3. [loocomosumucsi K ceMunapy.

3. [loocomosumucsa k pabome Ha nexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0CODEHHOCMU — UCNONb308AHUSL  A3bIKA 8  0€l08Ol  nepenucke  (yueOHas  OUCYunIuHa
«/[oxymenmuposanue ynpasieHueckou oesmenbHocmuy, aekyus Ne2). Bvimv comoevim K
00CYACOEHUIO IMO20 BONPOCA 8 X00€ TeKYUU.

HJ[3 No3 «Ocobennocmu cocmagienus u ogpopmaeHus 0CHOBHBIX OOKYMEHM 08 YRPAsIeHU).
Pexomenoayuu no cocmasnenuro u 0opabomixe KOHCHEKmMa JeKyuu.

Paccmompenue oannoti memvl He0OX00UMO HAYamMb ¢ AHAIU3A OCOOEHHOCMeEl OQUYUATLHO-
0e11086020 CMUsi NO CPABHEHUIO C X)YOO0IHCECMBEHHBIM, NYOTUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU A3bIKA.

Tlpu smom HysHcHO NOOPOOHO U3YUUMD JleKCUYecKUe 0COOEHHOCMU OOKYMEHMOo8. ynompeoienue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. [locie amozo ciedyem paccmompems
opghocpaghuueckue ocobeHHoCMU OOKYMEHMO8. NPUMEHEeHUe NPONUCHBIX OYKE 8 2eocpaduieckux
HA36AHUAX, HAUMEHOBAHUAX OPLAHUAYUIL.

Kpome moco, Heobxooumo obpamums eHumanue Ha opgpocpaguueckue ocobenHoCmU
OOKYMEHMO8: NpUMeHeHUe NPONUCHBIX OVKE 6 2eocpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax oice crnedyem 6blACHUMb Haubojee PACNPOCMPAHEHHblE 8 OOKYMEHmax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CIO8, CO2NACOBAHUE NOOIeHCAUe20 U CKA3YeMO2o,
npuyacmuvle u Oeenpuiacmusle 000pomwl, ci08000PA306AHUSL.

Kniouesvie cnosa: abopesuamypa, 1aKOHUZM QOPMYIUPOBOK, HEUMPANbHASL IKCHPECCUBHASL
OKPACKA s13bIKd, HEON02U3M, OPUYUATLHO-0eN0601 CMUb, NOJHOMA UHDOPMAYULU, CUHOHUMBL,
Masmono2uu, hpazeonocusmbl.

3adanue onsa camocmoamenvuol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. IHlooecomosumvcsi k pabome mna Jnexyuu. Iloemopums eonpoc: opgoepaguyueckue
ocobeHnocmu  OOKYMeHmog (yuebHas Oucyuniuna «/JoKymenmuposanue ynpagieHueckou
Odessimenvrocmuy, nekyus Ne3). Boimb 20mogvim K 00CYHCOEeHUI0 9MO020 80NPOCa 8 X00e JeKYUU.

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

Ilpu u3yuenuu OawHOU meMbl CMYOEHMAM HeoOX00UMO pazobpamevcs ¢ NPUHYUNAMU
paspabomku  npozpamm ynpaeieHus Ooxymenmamu. Ocoboe e6Humauue ciredyem YOeaums
PAccMompenuio npoyedypbl NPOEKMUPOBAHUs U BHEOPeHUs OOKYMEHMHbIX cucmem. Takoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee oemanvno neobxooumo paccmompenms cywyHOCMb 00120CPOYHOU NPOSPAMMbL 0OVHEHUS
nepcoHana Opeanu3ayuu 6 001acmu Ynpagnenus. OOKYMEeHMAaMu U HpUMeHeHUs 00yuanuux
UHCMPYKYUU, KII04AS 00YHaIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenusi 00OKyMeHmamu, KOH8epmayus, mMemoooi02usi 6HeOpeHtus,
Muepayus O0OKyMeHmos, MOHUMOPUHS, HAOEHCHOCMb OOKYMEHMHOU CUCIeMbl, NPOEKMUPOBAaHUe
OOKYMEHMHOU CUCMeMbl, pACnpeoeleHHoe YHpaeieHue, pe2yaupyiouias cpeod, Cmpameusl
YApasienus 0OKYMeHMAaAMU.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomames mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4. Iloocomosumucsa k pabome Ha nexyuu. [loemopums sonpoc: obwas xapakmepucmura
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YHPAGIEHUECKOU
OoessimenvHocmuy, nekyus Ned). Boimb 20mo6vim K 00CYIHCOEHUIO 9MO020 BONPOCA 8 X00e JeKYUU.

H/[3 Ne5 «Opzanuzayus 00Kymenmoooopomay.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.
B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCNEOY, KOOKYMEHMAYUOHHOE
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obecneyeHue  ynpaeieHus», «OOKYMEHMUPOBAHUe  UHopmayuu»,  «OOKYMEHMUPOBAHUE
VAPABIEHUECKOU 0esimeNbHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pomy.

Hanee neobxooumo uzyuums opeaunuzayuro O0oKymeHmoobdoopoma. Taxoce HYH#cHO NoOOpoOHO
NPOAHATUUPOBAMbL OCODEHHOCMU PAOOMbL C XOOAUWUMU U UCXOOSUUMU OOKYMEHMAMU.

Kpome moeo, HeobXooumo ocmamosumvcs HA  UBYUEHUU — MeMmOO08  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOA UCHOIHEHUSI OOKYMEHMO8, €20 IManam u
MEXHONI0UU.

Kniouegvie cnosa: enympennuii  0oKymenm, 6X00Awull OOKYMEHM, OOKYMeHmMOoobopom,
OOKYMEHMONOMOKU, — UHDOPMAYUOHHO-NOUCKOBASL — cucmemda, — UHOeKcayusi — OOKYMeHma,
ucxo0sull  OOKyMenm, Kamanoe, 00veM OOKYMEeHmMOOOOpOma, pAayuoOHAIbHOe OBUNCEHUE
OOKYMEHMO8,  pecuCmpayuOHHO-KOHMPOIbHASL — KApPMOuKa, — pesucmpayusi  OOKYMeHmA,
MEXHONIO2UHECKASI CXeMA OBUNCEHUSL OOKYMEHMO8, IKCHeOUYUs.

3adanue onsa camocmoamenvrol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3.Iloemopums 6onpoc: opeanusayus OOKymeHmoobopoma. bvimb comoevim K 00cysHcoenuro
9MO20 BONPOCA 6 X00€ NeKYUU.

HJ[3 Nob6 «OcHnoenble npasuna opeanusayuu padomot ¢ 0OKYMEeHmamuy.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.
Paccmompenue Oannoti memvl He0OX00UMO HAYAMb C U3VHEHUS POIAU  UHDOPMAYUOHHO
CNPABoOYHOU pabomvl CIYHCObL 0EIONPOU3BOOCNEA OPAHUIAYULU.
Ilpu osmom cnedyem obpamumv 6HUMAHUE HA 6UObL, IMANLL  PA3PAbOMKU, pazoeivl
HomeHKaamypbl Oel. Takoce HeoOX0OUMO VACHUMb, KAK OCYWeCmEIsemcs mekyujee XpaHenue
OOKYMEHMO8 U UX UCNONb308AHUE.
Ymo o3nauarom «iucm-3amecmumendy, «<Kapmazamecmumensy?
Kpome moco, credyem oxapaxmepuzosame 3Kcnepmusy YeHHOCMU OOKYMEHmMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee Pe3YIbmamos, pabomy 3KCnepmHOL KOMUCCUU.
Takowce credyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUSL, XPAHEHUsl U
UCNONB308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYHCHO U3yYUmsb KAHAIbL 8O3MONCHOU
ymeuku uHgopmayuu u ympamsi OOKyMeHmos. M 6 3axiouenue Heobxooumo paccmompems
mpebo8arUs K U320MOGIEHUIO, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 00120cpounoe xparenue 00KyMeHmo8, 00CMyn K 00KyMeHmam,
KOHMPONb O0elcmeuil, KOHMpOIb MeCmMONOI0NCeHUsI OOKYMEHmMA, HOMEHKAamypa oOel, ONUCH,
NPUMEPHASL HOMEHKIAmypa 0ell, meKywee Xpanenue 00KyMeHmos, munosas HoMeHKIamypa oel,
CBOOHAsL HOMEHKIAMypa Oell, VHUUMOM CeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosulii brauk, epugh oepanudenus 00Cmyna Kk OOKyMeHmy, 3auuyeHublll OOKYMeHmoooopom,
KOMMepYecKas mauHd, KOH@OUOEHYUATbHBIL OOKYMeHM, NPOMbIULIEHHbIN WAUOHAMNC, VZPO3bl
OOKYMEeHMAaM, YeHHAs UHDOPpMAYU.
3aoanue ons camocmosmenvHol pabomol.
1. H3yuums xamezopuanbHulii annapam.
2. Jlopabomame mamepuanvl 1eKyuu.
3. [loocomosumucs Kk cemunapy.
4.Iloemopums 80NpoOC: IKCnEpMuU3a YeHHOCmu 0OKymenmos. bvimb comosbim k 0OcyscOenuio
9MO20 BONPOCA 6 X00€ JeKYUU.
Ilpumepnas memamuxka KOHMPOLHLIX padom.

1. 3nauenue oenonpoussoocmsa 6 s¢hghexmusnom ynpaenieHuu opeanuzayuen.
Cmpykmypa u ocobennocmu pabomwl cyacovt JJOY 6 paziuuHvlx 0peaHu3ayusx.
Coepemennas nopmamueHo-npasosas 6aza 0oKymenmuposarus ¢ P®.
OchosHble 00KYMeHMblL YNpagieHus U mpebo8aHus K ux oQhopmieHur.
Kaopoevie 0okymenmul u mpeboganus Kk ux ogpopmieHuro.
Ocobennocmu cocmagnenusi nucem (0eno0vle NUCOMA HA PYCCKOM U UHOCMPAHHBIX
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AZBIKAX, INEKMPOHHBLE NUCOMA,).

7. Opeanuzayus pabomvi ¢ OOKyMeHmamu ¢ npumerneruem cospemenuuix 1T,

8. Ocobennocmu pabomei ¢ apxushvimu 0okymenmamu. Coz0anue 31eKmMpOHHBIX APXUBOS.

9. Cpeocmea obecneuenus 3awumvl uHGopmayuu npu pabome ¢ KOHGUOEHYUATbHLIMU
.OOKYMEHMamu.

10. 3aoauu cnysncowt J[OY.

11. /leronpouzeo0cmeo — 0ocho6bi mexHoI02UU ynpasieHus.

12. Jlokymenmoobopom u e20 0CHOBHblE IMAnNb.

13. Tpebosanus k oghopmaeruio OOKyMenmos.

14. OcHosmbie 0oKyMmenmol YNpasieHus.

15. Pexsuzumul ynpasnenyeckux OOKYMeHmos, npaguid ux oghopmieHus.

16. Opeanuzayuonno-pacnopsaoumenvhvie OOKYMEHMbl, UX COCMABIeHUe U opopmierue

17. Texywee xpanenue oen.

18. Ilepeoaua 0oxymenmos Ha apxueHoe Xpaneuue.

19. Cnpasouno-ungopmayuonnsvie OOKymMeHmbl, UX cocmasienue u oopmieHue.
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7 OueHoYHbIE CPeCTBA /ISl MPOBeIeHHUs POMEKYTOYHOM aTTeCTALMU

a) H.]IaHI/IpyeMbIe pe3yJabTaThbl oﬁyqennﬂ H OIICHOYHBIC CpeaACTBa AJIsl IPOBEACHUSA l'[pOMe)KYTO‘IHOﬁ arrecramum.:

CrpyKTypHBII
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

OIIK - 4 — cnoco0HOCTBI0 OCYLIECTBJISITH /e10BOe O0lIeHre M NYOJM4YHble BBICTYIICHHS, BECTH IEePeroBOpbl, COBELIAHUS, OCYHIECTBJSTh
JAeJIOBYIO NIePeNUCKY M IO//IeP/KUBATH 3JIEKTPOHHbIe KOMMYHHMKAIIUHU.

3HaTh

— OCHOBHBIC

— OCHOBHBIC

COCTABIIIOLIME U
3Tanbl MOJATOTOBKU IMYOJIMYHOTO
BBICTYIIJICHUS, rJIaBHbIE
TpeOOBaHUS K  OpraHu3aluu
NyOJIMYHBIX BBICTYIUICHUIH

CIocoObI 3¢ (HeKTHBHOTO
JIEJIOBOTO OOIIEHHUs, MyOIHYHBIX
BBICTYILJICHH, TIEPETOBOPOB,
NIPOBE/ICHUS COBCIIaHUH,
JIETIOBOM TIEPENUCKHU, JIEJIOBOTO
oO1ieHus, 3JIEKTPOHHOMN
KOMMYHHKAIHH OCHOBBI
JIEJIOBOTO OOIICHUS

CHoco0bl u cpeacTBa
WH(OPMAIIMOHHOTO BO3JICHCTBHS
OCHOBHBIE MIOHSATHUS u
COBpPEMEHHBIE TIPUHITUITBI
paboTsl c pi (53 (0):10)
uHpOpMalneil, a TaKkKe HMETh
MIPEJICTaBICHHE 0
KOPITOPATHBHBIX

WHPOPMAIMOHHBIX CHCTEMAaxX U
0a3ax JaHHBIX
HPUHIIATIB]

TeopeTndeckre BOIIPOCHL:

1.

2
3.
4.
5

o

9.

10.

11.
12.
13.
14.

15.

16.
17.

Uro Takoe JOKYMEHT, C KaKO! IeJIbI0 OH MOXET CO31aBaThCs?

KakoBbI 0COOCHHOCTH JICIOBOTO OOIIECHUS M IMyOTHMYHBIX BBICTYTUICHUH?

KakoBbI OCHOBHBIE PU3HAKYU KIacCU(PHUKAIIMKA JOKYMEHTOB?

Yrto moHMMAaeTCs Mo JOKYMEHTAIMOHHBIM 00ECTICYCHUEM YIIPaBICHUs?

B uem cyth cranpmaptuzanuu U yHubUKanuu gokymeHToB? Kakue paspabarbiBaroTcs
CTaHIapThI?

Yem otnuuaercs opopmileHHEe PEeKBU3UTOB 00IIero O6JaHKa oT O1aHKa nucbMa?

KakoBbI OCHOBHBIE PEKBU3UTHI, HCIONb3yeMble il O(GOpMIICHHS TpUKaza u
pacriopsiKeHHUs.

Kakne hopmbl MPOTOKOIOB MOYKHO HCIOJIB30BaTh B YIPABICHUECKOW NESTEIHHOCTH, B
YeM UX oTiinyue?

VYkakute 0OCHOBHBIE TPeOOBaHUS K 0(OPMIICHHUIO IETTOBOTO HCHMA.

Kakne Kommiekchl JOKYMEHTAallMW BKJIIOYaeT B ceOs KajapoBas HH(POPMAIIMOHHO-
JOKyMEHTAI[MOHHAs cucTema?

B yem ocobenHocTH 0(hopMIIEHHS TPUKA30B 10 JMYHOMY COCTaBy?

Uto moHMMAaETCs TOJT OpraHu3aIKeit T0KkyMmeHTo000poTa?

Yro Takoe cXeMbl JOKYMEHTO000POTa, 3a4e€M OHU HY>KHBbI?

C kaxko#l 1enplo pa3padarbIBatOTCs MHCTPYKLUUHU IO JIEIONPOU3BOACTBY, YTO B HHX
HEOOXO0IMMO MPETYCMOTPETh?

VYKakUTe TEXHOJIOTUYECKYIO IIOCIEI0BaTeIbHOCTh JTaloB pPa0OTBl C BXOISIIMMHA
JOKYMEHTaMH.

KakoBa nocrienoBareiabHOCTh onepauil npu padote ¢ BHYyTPEHHUMH TOKyMEHTaMu?

C xakoil nenpio npoBomuTCS (OPMHPOBAHUE [N, KaKue IpH 3TOM HEOOXOIMMO




CTpyKTypHBII
AJIEMEHT

[Tnanupyemble pe3ynbTaThl

OneHouHble CpeCTBa

KOMIETEHINH 0byuenus
OpraHu3aIy JIEJIONPOU3BOCTBA coOmonare TpeOoBaHUs?
U JIOKYMEHTOO0OpOTa B OpraHax 18.Yto Takoe HOMEHKIArypa Jel, C KakOi MeJbl0 pa3padarhIBAlOTCS THIIOBEIC
rocy1apCTBEHHOU u HOMEHKJIATYyphl Aen?
MYHUIUTIAJIBLHOM BIACTH 19. Kakyro nH(pOpMAIIHIO COACP)KUT HOMEHKIIATypa e’
pasIuuHbIE CTpaTeruu 20. Yto nmoHMMaeTcs MoJ1 IKCIEPTU30il LICHHOCTH TOKyMeHTa?
peACTaBICHUS pE3yIbTATOB 21. Kakue KpuTepuu UCIIOIB3YIOTCS MPH OI[CHKE JOKYMEHTOB?
CBOCH pabOTBl I  JAPYTrUX 22. Kak ocyiecTBisieTcs mpueM-repeaada el B apXus?
CHELUAJINCTOB. 23. Yro Takoe KOHPUACHIIHATBHBIA JOKYMEHT?
24.Kakye OCHOBHBIE YIpO3bl BO3HHMKAIOT Mpu padore ¢ KOH(HUACHUUATHLHBIMU
JIOKyMEHTaMu?
25. YVkaxuTe OCOOCHHOCTHM BEIEHHUS JIEJONPOU3BOJACTBA, OOECMEUMBAIONIETO YYEeT U
COXPaHHOCTh KOH(QUICHIIMATHLHOU HH()OPMAITUU U JOKyMEHTOB.
26.Yto moHMMaeTcs MoJ 3alIMIIEHHBIM JOKYMEHTOOOOPOTOM, 32 CYET YEero MOXKET OBITh
o0ecrnieyeHa ero 3ammura’?
YMmerb aHaJIM3UPOBATh KommiekT TectoBbix 3aganuii: Nel

KOMMYHHKATHBHbBIE IPOLIECCH B
OpraHM3alMi M pa3padbaTbiBaTh
NPEJIOKEHHUsT 0 TOBBIIIEHUIO
ux 3 pexTuBHOCTU

JIOTHYECKU BEpPHO,
apryMEHTHUPOBaHO U SICHO
CTPOHTPH YCTHYIO M NMHCHMEHHYIO
peub

NOJIEP>)KUBAThH
npo¢eCCHOHATBHYIO
KOMMYHHKAIIHIO, OCYIIECTBIISITh
yOJINYHbIE BBHICTYIICHUS
aHATU3UPOBATh JIOTHYECKYIO
CTPYKTYpY u OTIpeNIeNATh
CTENEeHb apPryMEHTHPOBAHHOCTH

1. ®opmynsp — 3TO:

a) ocHOBHas (opma JOKYMEHTa, (HUKCHpYOIas NMpaBOBbIE OTHOIIEHUS B JlpeBHepycckom
TOCY/IapCTBe;

6) oco0o0 BbIENaHHAs KOXKa >KUBOTHBIX, MPUMEHSABIIAsACA B KaueCTBE OCHOBHOIO MaTepHaia
JUIs TIChbMa B JIpeBHEPYCCKOM TOCYIapCTBE;
B)  CaMOCTOSITENIbHOE  MOJpa3JiesieHue,
NesITeTbHOCTD;

r) TunoBas ycroWuuBas ¢opma (oOpasel) OTIAENbHBIX Haubojee paclpoCTPaHEHHbBIX
JTOKYMEHTOB.

2. YcTaHOBJIEHHE eAMHO00pa3us cocTaBa U (popM ympaBiIeHYECKHX JOKYMEHTOB, CO3/1aBaeMbIX
MIPH PEIICHUN OJJHOTHUITHBIX YIPABICHUECKUX (DYHKITHIA:

a) yHU(pUKAIUS;

0) cepruduxanms;

B) KOJUPOBAHHE;

') JOKyMEHTHUPOBAHUE.

OCYHICCTBJIAOIICC ACJIONTIPOU3BOJACTBCHHYIO
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CTpyKTypHBII
AJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBa

MUCbMEHHOW M YCTHOM peuu,
cO37aBaTh  pa3jIMYHbIE  THUIIbI
TEKCTOB yCTHOH, NHCbMEHHOM,
BUPTYaJIbHOM WM  CMELIaHHOW
KOMMYHHMKAallUM Ha  PYCCKOM
A3bIKE B PA3JIMYHBIX JKaHPAxX
YIPaBICHYECKON KOMMYHHUKALUU
(myOIMYHBIX BBICTYIUICHHUSIX,
IIeperoBopax, COBEILAHUSX,
JIEJIOBOM MEPENHCKH)

UHTETPUPOBATh B JIEATENBHOCTh

nmoapas3aCJICHUA ITIOJIOKCHU A
AHAJIMTHYCCKHUX JOKJIaa0B,
OTYCTOB nu APpyrux

WH(POPMALMOHHBIX MaTEPHAJIOB.

3. O6s3arenbHBIM yCIOBHEM [UIsl BKJIIOYEHHs] WH(OpManud B HMHGOPMALMOHHBIE DPECYPCHI,
OCYIIECTBIISIEMOTO B TMOPSAKE, YCTAaHABIMBAEMOM OpraHaMH TOCYIAapCTBEHHOW BIIACTH,
SIBJIETCS €€:

a) CTaHJIapTU3ALINS;

0) 3ammra;

B) IOKYMEHTUPOBAHHUE;

I') BBIKYII TOCYapCTBOM Y YaCTHBIX JIUILI.

4. CpencTBOM yCTpaHEHUS «OyMaXHOTO Oymay SBIISIETCS:

a) KOMITbIOTepHU3allUs JeIONPON3BOCTBA;

0) yHHpUKAIUS JOKYMEHTOB;

B) KJaccu(uKanus J0KyMEHTOB;

') IpUMEHEHNE Pa3HOCTOPOHHEH OPITEeXHUKH

5. 3HayeHHe JOKYMEHTAIMOHHOTO 00eCIeYeH s YIPaBICHUS OIpeIeseTCs:

a) KOMMYHHKaIUsIMU;

0) uneHtudukanuei;

B) QuKcauuen;

I') CyaeOHBIM pa30upaTenbCTBOM.

6. B mpaBoM BepXHEM YTy JOKYMEHTOB PACIIOJIaralOTCs CIEAYIONINE PEKBU3UTHI: a)
rpud coriacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) rpu( yTBEp)KICHMUS;

T) ajgpecar.

7. B 1eBOM BepXHEM YTy JOKYMEHTOB PaclolaratoTcs CleAYIOIINe PEeKBU3UTHI:

a) PEe30IIIOLIHS;

0) OTMETKa 0 HAJIMYUH NPUIIOKEHHUS;

B) OTMeTKa 00 UCIIOIHUTEIIE;

I') KOJ] OpraHu3aluu.

8. B mpaBoM HMKHEM YTJIy paclojararoTcsi peKBU3HUTHI:

a) OCHOBHOM TrocyJapcTBeHHbIN peructpaionssiii Homep (OI'PH) ropunnyeckoro
TU1IA;
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CTpyKTypHBII
AJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBa

0) ko1l (hOPMBI TOKYMEHTA;

B) WICHTU(DUKAIIMOHHBIN HOMep Haororiarensinuka (MHH);
r) rpud orpaHUYEHUS JOCTyNA K JOKYMEHTY.

9. B 1eBOM HMXKHEM YTITy pacHoNaratoTcst PEKBU3UTHI:

a) KOJI MPUYUHBI IOCTAHOBKH HA Y4YET;

0) OTTHUCK II€YaTH;

B) BU3HI,

') OTMETKa 00 UCIIOJTHHTEIE.

10. K B3auMOHMCKITIOUAIOIIUM PEKBU3UTAM OTHOCSTCS:

a) sMOJeMa opraHu3aIy U TOCYAapCTBEHHBIH repd PD;

0) Ko opranuzanuu 1 ko1 (OpMbI IOKYMEHTA;

B) PETUCTPAIMOHHBIA HOMEP JOKYMEHTA U CChUIKA HA PETUCTPANIMOHHBIA HOMEP U
JaTy JOKYMEHTAa;

r) rpud yrBepxkaeHus W neyartb. 11. Ecnm opraHuzanus 1moaBeIOMCTBEHHA OJIHOBPEMEHHO

HECKOJIBKUM OpraHam
YIIPABJICHUS, TO B PA3HBIX CUTYalUSX YKAa3bIBACTCS:

a) HETIOCPEJCTBEHHO BBIIIECTOSIIIAs OPTaHU3AIHS;

0) camas rjaBHas BBILIECTOSIAS OPraHU3aIMs;

B) He OoJiee Tpex cTerneHel Mo IBeJOMCTBEHHOCTH;

T') HE YKa3bIBACTCS HU OJIHA BBIMIECTOSIIAS OPTaHU3AIIHS.
12. JlaToii JoKyMeHTa MOXET OBbITh JaTa:

a) ero HAITMCAHWS W COTJIAaCOBAHUS,

0) ero MmoauCcaHus;;

B) €r0 YTBEPXKJICHUS;

T') IPOBEJICHUS 3aCeAaHMsI, HA KOTOPOM MIPHHSITO PEIICHHE.
13. JlaTbl B JOKYMEHTaX MOTYT OBITh O()OPMJIICHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 arycra 1997 r. 13 yac.45 mMuH.
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CTpyKTypHBII
AJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBa

14. Kakue pekBU3UTHI TOKYMEHTOB MUILYTCS, KaK MPABUJIO, OT PYKH:
a) BU3a;

0) pe3otonus;

B) MOATMCE;

T) ajgpecar.

15. K xakum peKkBU3UTaM OTHOCATCS CJIOBA:

a) «BepHo» A)
0) «lnsa cmy:xeOHOTO MoJIb30BaHus» b)
B) «3amedaHus mpuiaararoTcs» B)
r) «[letpoB M.K. 924-76-40» I")
16. PEeKBU3UT «IIOAMKICHY HA Pa3HBIX JTOKYMEHTAX BKIIOYAET:

a) TMYHYIO POCIHCH aBTOPA JJOKYMEHTA;

0) TMYHYIO POCIIHCH PYKOBOJIUTEIS U €€ pacin(poBKy;

B) YKa3aHHUE TOJDKHOCTH, JINYHYIO POCIIUCH PYKOBOAMTEIS U €€ PaciIi(pOBKY;

T') yKa3aHue JOKHOCTH, HAMMEHOBAHKUE OpraHU3aIuH, TUYHYIO POCIUCH PYKOBOIUTES,
ee pacuudpoBKy.

KommiekT TectoBbix 3aganuii: Ne2

1. Kakoe cokpatiienue siBisieTcsi abOpeBHaTypoil:

a) AI'3 MUC P®;

6) Mocanepro;

B) cTarsmus;

r) o/m, 11/0.

2. CnoBo, kKoTOpoe 0003Ha4aeT HOBOE MOHATHE, YIIOTPeOIsieMoe B IOKyMEHTax, —

9TO:

a) ab0OpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

I) apXau3M.

3. OtbGepute npUHIHT OPHUITMATBHO-IETOBOTO CTHIISA JOKYMEHTAIUH

a) MPeJIOCTABJICHUS MAaKCUMAaJIbHO BO3MOKHON HH(OpMAIUY;
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0) IPUMEHEHHE CJIOB «MBI BBIIIOJTHUMY, «5 CCIIAI0N;

B) OTPAaHUYEHHOCTh B IPUMEHEHUH S3BIKOBBIX CPE/ICTB;

I') IPUMCHEHHE YETKUX OTBETOB «J1a», «HETY.

4. Jlekcu4ecKkoe COKpaIleHUe CIIOBa, YIOTPEOIIEMOro B TIOKYMEHTAX — ITO:
a) abOpeBuaTypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

I') IaPOHUM.

5. UTo HEe OTHOCHUTCS K OQUIHATIBHO-IETI0BOMY CTHIIIO JIOKyMEHTA:

a) aIPECHOCTh UH(OPMAITHH;

0) TeMaTHYeCKasi OrPaHUYCHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;
B) IIPEOCTaBIICHNE MAKCUMAIILHO BO3MOYKHOM MH(OPMAIINK;

) yHUQHUKaIUs JOKYMEHTA.

6. K mpaBuiiam JeJI0BOTO 3THKETa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) O;arogapHOCTh 32 OTBET WUJIU JACHCTBUE;

B) OOCTOSITENTLHOE U3II0KEHUE TOKYMEHTA,

I) yMEHHE CIyllaTh APYrux joaed. 7. B KakoM JOKYMEHTE HCHOJB3YIOTCS CJIOBA «...

IPOTHBHOM ciy4yae Bam Oynyt

MPEIbSIBIICHBI IITPA(HBIE CAHKIMI B KAUECTBE S3BIKOBON (POPMYITBI, KaK pe3yabTara
YHU(UKALUY SI3BIKOBBIX CPEJICTB:

a) B rapaHTUHHOM NHCHME;

0) B pexJIaMallMOHHOM MTUCHME;

B) B UH(OPMAIIIOHHOM MHCHME;

T') B IHCbMe-HAIIOMHHAHUH.

B

8. CJ'IOBa, KOTOPLIC CTAHOBATCH HCO(i)I/II_[I/IaJ'ILHBIM 3aMCHUTCIIEM TCPMHUHA U HUX IMIPUMCHCHUC B

JOKYMEHTaX HEJOMYCTHMO, — TO:
a) npodeccuoHaINU3MBIL;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;
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T') TAPOHUMBI.

9. 3aKOHYEHHBI! B CMBICIOBOM OTHOIIEHUH OTPE30K TEKCTa, MO3BOJISIONINI YCTAHOBUTH
3Ha4YeHUE BXOASIIETO B HETO CJI0Ba WK (pasbl — 3TO:

a) aHHOTAIIMS;

0) pedepar;

B) KOHTEKCT;

') KOHCTICKT.

10. Perynupyromas (1e4T€IbHOCTh OpraHu3aliii) cpea BKI0YaeT:

a) TOCyJJapCTBEHHbIE CTaH/1apThI;

0) 00IIeCTBEHHBIC OXKUIAHUS;

B) PEKOMEHJIAlUHU, OTPaXKAIOIUE N1ePEJOBOM OIBIT;

') HOPMAaTUBHBIC JOKYMEHTBI, OTPAYKAIOIINE ICATEILHOCTh OPTaHU3AIHH.

11. [lonuTHKa ynpaBieHus JOKyMEHTaMH OpraHU3aluy 1103BOJISET:

a) MOBBIIATh () (HEKTUBHOCTH AEATEIEHOCTH OPTaHU3aIHH;

0) cobmroaTh TpeOOBaHUS 3aKOHOIATENILCTBA U PETYIUPYIOLIEH Cpelbl;

B) M30€XaTh PUCKOB NPEANPHHUMATEIECKON JeSITEIbHOCTH, CBI3aHHBIX C JIOKyMEHTAMU;

I') COXpaHATh MaMATh OpraHW3alUM, MHAMBHIA M obOmecTtBa. 12. K mpuHumnam paszpaboTku
MpOrpamMM YIIpaBJICHUS TOKyMEHTAMUA OTHOCHTCSI:

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

0) ompeenieHre MpaBUil CO3aHUsI METaJaHHBIX O IOKYMEHTaX;

B) obeclieueHne XpaHeHus! TOKYMEHTOB B 0€30MacHOM 1 3aIUIIEHHON Cpefie;

I') oNpe/iesieHne BO3MOKHOCTEN MOBBILIEHUS YPPEKTUBHOCTU pabOThl OpraHU3aI|H

B pPe3yJbTaTe KAYE€CTBEHHOTO YIPaBJIEHUS IOKYMEHTaMHU.

13. PacnipeienieHre OTBETCTBEHHOCTH 32 JIOKyMEHTAIlMOHHOE 00ecrieueHIe yIpaBIeHUs
MpearoaaraeT OTBETCTBEHHOCTb:

a) BCeX COTPYAHUKOB OpPTaHU3aINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHU3aINH 32 ;

T) cekperapen 3a .
14. Ecnu JOKyMEHT SsIBIsIeTCs TeM, 4eM JOJDKEH OBITh; CO3/laH WM OTIPABJIEH JIMIOM,
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YIIOJHOMOYEHHBIM Ha 3TO, a TakXkKe B TO BpeMs, KOTOPOE YyKa3aHO Ha JIOKYMEHTE, TO 3TO
O3HaYaer ero:

a) TOCTOBEPHOCTH,

0) LIEJIOCTHOCTb,

B) ayTEHTUYHOCTb;

T') IPUTOAHOCTb IS UCTIOIb30BaHUSI.

15. Ctparerusi BHeApEHUs IOKYMEHTHBIX CUCTEM MPEAyCMaTPUBAET:

a) IPOEKTHUPOBAHUE JTOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHHUKOB, paOOTAIOIINX C JOKYMEHTAMU;

B) COOTBETCTBHUE JOKYMEHTOB PEryJIUPYIONICH cpefie;

') KOHBEPTALIMIO IOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CUCTEMBI, (POpPMATHI.

16. CrtocoGHOCTh JOKYMEHTHOW CUCTEMBI JJIUTEIBHO U MPABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBUU C TpeOyeMBbIMHU MPOLIEAYypaMH O3HAYaeT ee:

a) HaJIe)KHOCTh;

0) >3bdexTUBHOCTS;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb.

17. CrtocoGHOCTh JOKYMEHTHOM CUCTEMBI IPEIOTBpaIaTh HECAHKIIMOHUPOBAHHBIE
JOCTYIH K JIOKYMEHTaM, UX YHUUYTOXXEHUE, N3MEHEHHE WIN NepeMeIleHHs 03HavaeT ee:
a) HaJIS)KHOCTH;

0) 7¢d(heKTUBHOCTH;

B) IIEJIOCTHOCTb;

I') KOMIUIEKCHOCTh.18. MeTo/100Tusl MPOEKTUPOBAHUST U BHEJPEHUS JOKYMEHTHBIX CUCTEM
BKJIIOYAET:

a) aHaJIU3 JIETI0BOH NIEATETHHOCTH OpTaHNn3allny;

0) OIIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OIIEHKY, KOPPEKTHPYIOIINE EHCTBHUS;

I') IpeKpalieHe MPUMEHEHNS JOKYMEHTHBIX CUCTEM.

19. O6bexkTaMu yHU(PUKAIIMN U CTAaHAAPTU3ALMHU B YIIPABICHYECKON €S TEIbHOCTH
SIBJISTFOTCSI:
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KOMIIETCHIIMH obyuenus
a) TepMUHBI, UCIIOJIb3YEMbIE ITPU paboTe C ynpaBiIeHYECKON HH(DOpMaLueii;
0) opraHu3aIOHHBIE CTPYKTYPBI OPTaHU3AINH, YUPEKICHUHN U TPEATNPHUITUHL;
B) yIpaBJICHUECKUE (YHKIIUH;
I') yIpaBieHYeCKasi TOKYMEHTALIHS.
Bianers - CIIOCOOHOCTBIO  OCyHIeCTBIATH | [IpakTueckue 3aganusi:

NenoBoe oOIeHne W MyOJIuvHbIC
BBICTYIUICHHSI, BECTH IEPETOBOPHI,

COBEIIAHuS, OCYILECTBIISATh
JEJIOBYIO MIEPENUCKY u
NOJIIEP)KUBATh 3JIEKTPOHHbBIE
KOMMYHHKAIUH.

Kpoccropn 1.

[lo ropuzontanmu: 1) 3anuce WHGOPMAIMK HA Pa3IMYHBIX HOCHTESX IO YCTAHOBJICHHBIM
IpaBUjaM; 2) YCTAHOBJIEHHME KOJMYECTBA M COCTaBa JOKYMEHTOB B €IMHUIIAX y4yeTa U
(duKcanys MPUHAUICKHOCTH KaKJ0H €AMHHUIBI yUeTa K ONpeIe]IeHHOMY KOMILIEKCY U 00IeMy
UX KOJUYECTBY B YYETHBIX JOKYMEHTaxX; 3) y4YeTHBIH IOKYMEHT, COJep allluil Ha3BaHUE,
CBEIECHMS O KOJUYECTBE, COCTaBE JIOKYMEHTOB (OHJA U MECTe €ro XpaHEeHus,
IpeJHa3sHAuYeHHbIN JUIsl LEHTPAIU30BAaHHOIO y4eTa JOKYMEHTOB; 4) mepedeHb O(QHUIMaIbHbBIX
HAaMMCHOBAHMW XPAHSIIMXCS, BBIOBIBIIMX W IOCTYMAIONIMX APXWBHBIX (DOHIIOB B TOPSIKE
BO3PACTaHMsI IPUCBOECHHBIX UM HOMEPOB; 5) MpeTyCMOTPEHHbIE HOPMATUBHBIMU JOKYMEHTaMHU
YCJIOBHS HMCIIOJIb30BAaHMSI apXMBHBIX W KOH(QUACHIMAIBHBIX JOKYMEHTOB; 6) HU(MPOBOE H/HUIH
OyKBeHHO-IIM(ppoBOoe 0003HAUCHHE JIe]la B HOMEHKJIAType /1€ OpraHu3aiuy, HAHOCUMOE Ha ero
00J10%kKy; 7) CBOWCTBa JOKYMEHTa, OOyCIaBIMBAIOIIME €ro KyJIbTypHOE, HAay4dHOe M T.II.
3Ha4YeHue; §) BOCCTAHOBJICHHE MEPBOHAYANBHBIX WM ONM3KUX K MEepPBOHAYAIbHBIM CBOMCTB M
BHEUIHUX NPU3HAKOB APXHWBHOTO JIOKYMEHTA, TOJBEPrUIerocsi MOBPEXKICHUIO WU
paspymieHuto; 9) CpeacTBO THUPaXHpPOBAHUSA JOKyMEHTOB; 10) yd4eTHBI JOKYMEHT,
CoJIep Kalliil mepeyeHb TOKYMEHTOB JIeNla ¢ YKa3aHHEM MOPSAKOBBIX HOMEPOB JIOKYMEHTOB, HX
WH/IEKCOB, Ha3BaHWi, JaT, HOMEPOB JHCTOB; 11) mpuMeHeHHe MH(OpMAIMK JOKYMEHTOB B
KYyJIbTYPHBIX, HAYUHBIX U T.II. LEJSIX, a TaKXKe Ui 00ecrieyeHus] 3aKOHHBIX MpaB U UHTEPECOB
rpaxjad; 12) cnpaBoYyHUK, B KOTOpPOM HHGpOpMalus O JOKYMEHTax paclojlokeHa B
COOTBETCTBUM C BBIOpaHHOM cxeMol Kkiaccuukanuu; 13) JOKyMEHT, MOJIHOCTHIO
BOCIIPOU3BOAIIMI MH(POPMAIMIO MOATUHHOTO JTOKYMEHTa U BCE €ro BHEIIHHME NMPU3HAKU WU
4yacTh WX, HO HE MMEIOUINI IopUanvecKoi cuibl; 14) n3MeHeHre NepBOHAYAIbHBIX (U3HUKO-
XMMHUYECKHX CBOWMCTB JOKYMEHTA IO BO3/IEHCTBHEM BHEUIHMX U BHYTPEHHUX (DakTopoB; 15)
NEPBBIH MM EIUHUYHBIA 3K3eMIULp O(UIMANbHOIO JIOKYMEHTa; 16) IOpUINYECKOe HIIU
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¢busznueckoe U0, B JEATEIBHOCTH KOTOPOTro oOpasyercss AOKYMEHTalbHbIH ¢oum; 17)
CPElICTBO XpaHEHUS JOKYMEHTOB.
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[lo Beptukamu: 1) IBU)KEHHE JOKYMEHTOB B OpraHM3allMd C MOMEHTa MX CO3JaHus WU
MOJYYEHUsI O 3aBEPIICHUS] MCIIOJHEHHS WIM OTIpaBieHUs; 18) 3amuch y4ETHBIX JAHHBIX O
JIOKYMEHTE TI0 yCTaHOBIIEHHOW (hopme, dukcupyromas (GpakT ero co3aaHusi, OTIPABICHUS WU
nosryyeHus; 19) JOKyMEHT WM COBOKYIMHOCTh JOKYMEHTOB, OTHOCSIIMXCSI K OJTHOMY BOIIPOCY
WM YYacTKy JESTEIIbHOCTH W TIOMEIICHHBIX B OTACIBbHYIO 00J0XKY; 20) opraHu3aiusi Wiu
CTPYKTYpHOE NOJpa3JelICHNE, OCYLIECTBIIAIOIIEE MIUTEIBHOE WM IOCTOSHHOE XpaHEHUE
OKOHYEHHBIX JJOKYMEHTOB C LIE€JbI0 UX HCIHOJB30BaHUs; 21) CpeaCcTBO KaCCOBOM OPITEXHUKH;
22) Komus 4acTH TEKCTa JOKYMEHTa, ohopMIleHHass B YCTaHOBJICHHOM MOpsaKe; 23) cpencTBO
M3TOTOBJICHHUSI U300Pa3UTENBHBIX JOKYMEHTOB; 24) CHEIHaIbHO 00OPYIOBAHHOE TMOMEIICHUE
JUISL XpaHEHUsI apXUBHBIX JOKYMEHTOB; 25) MOBTOPHBIN SK3EMIUISIP MOUIMHHUKA JOKYMEHTa,
MMEIOIUN IOpUAMYECKYI0 CUTy; 26) (u3nmyeckoe WM IOPUAMYECKOE JIMIIO, CO3/aBIlee
JTOKYMEHT; 27) o(HIHMambHBIA JAOKYMEHT, UMEIOMIHA IOPUAUYECKYIO CHUIy M COJEpKalluil
nH(OpMaIIHIO 0 MIpeIMETE 3ampoca, ¢ yKa3aHHEeM MOMCKOBBIX JaHHBIX JJOKYMEHTOB; 28) oTOop
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JOKYMEHTOB Ha XpaHEHUE WM K YHMUYTOXKEHUIO, a TAK)KE€ YCTAaHOBJIEHHUE CPOKOB UX XpaHEHUS
Ha OCHOBE MPUHSTHIX KPUTEPUEB.
Kpoccsopn 2.

N N N 2 N oy BT
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4 | L e | [ |

s LT[ 1 ]

ITo ropuzoHTanu: 1) HOPMATUBHBINA TOKYMEHT, COAEPKAIIUNA CUCTEMAaTU3UPOBAHHbII IIepevyeHb
CTPYNIHUPOBAHHBIX HANMEHOBAaHUN OOBEKTOB M INPUCBOCHHBIE UM KOJIbI; 2) HOPMAaTHUBHBIN
JOKYMEHT, 3aKperISomnil YHUDUKAIMIO 1eIONpPOU3BOJCTBA; 3) (huKcalus Ha MaTepHaJbHOM
HocHuTene WHGOpPMAllMM C PEKBU3UTAMH, MO3BOJIIOIIMMU €€ HAeHTU(UuUpoBath; 4)
YCTAQHOBJICHHE €JMHOO00pa3us cocTaBa U (HOpM YNpaBIEHUYECKUX IOKYMEHTOB, CO3aBA€MBIX
IIpU PELIEHUN OJHOTHUIHBIX yIpaBieHUecKux (pyHkuuii; 5) mHpopmanus, pukcupoBaHHas Ha
KaKoM-JTHO0 MaTepruaibHOM HOCHUTEIE.

[To Beprukamu: 1) mudppoBoe oOo3HaueHue ¢GOpM JOKYMEHTOB B XOJE COCTaBJICHUS
kinaccudukaropo uHpopMmanuu; 6) mudpoBoe oO0O3HAUEHHE, SBIAIOLIEECS 3JIEMEHTOM
uaeHTu(UKau OOBEKTOB B XOJE€ MX KIacCH(UKAIMU, 7) MEXKIYHApOIHBIM JIOTOBOP IO
ONpPEACIEHHOMY  BONpOCY; §) OpraHuM3alMs WIM  CTPYKTYpHOE  IOJpa3jeiieHUE,
OCYILIECTBIISIONIEE JOITOBPEMEHHOE WM MMOCTOSSHHOE XPaHeHHE OKOHYEHHBIX JIeNT; 9) BHECEHHE
JOJDKHOCTHBIM  JIMIIOM B O(QUIMAIbHBIE JOKYMEHTHI 3aBEJAOMO JIOKHBIX CBEICHUH WM
WCIPaBJIEHUH, NCKAXKAIOIINX UX JeHcTBUTENbHOE coiepxaHue; 10) CHHOHUM clioBa JOTOBOD;
11) NOKyMEHT, TOATBEPXKAAOIIMNA COOTBETCTBUE NPOAYKIMH, IPOLECCOB M  YCIYr
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YCTaAaHOBJICHHBIM Tpe6OBaHI/IﬂM.
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0) Ilopsanoxk mnpoBegeHMs TPOMEKYTOYHOM aTTeCTAllMH, IOKa3aTeld M KpHUTepHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepircanue NyHKma:

Ilpomesicymounas ammecmayusi npogooumcs 8 (opme 3awema N0  BONPOCAM,
oxeamwlsalowe meopemuieckue OCHO8blL OUCYUNIUNBL «/{OKYMeHmUuposanue YnpasieH4ecKkoll
0esimeibHOCIUY .

3awuma npakxmuueckux pabom nposooumcsi  HenoCPeOCMEeHHO HA NPAKMUYECKUX
3AHAMUSIX.

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHas JITepaTrypa:
1. 1. [MTanacenko, 0. A. JIokyMEHTUpOBaHHE YIIPABJICHYECKOH eATEIbHOCTH: Y4eOHOe TocoOue
/ 1O.A. TTanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yueOHOe nocooue). - ISBN 5-
369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : osmekrtponHbii. - URL:
https://znanium.com/read?id=309085 (nara obpamenus: 15.12.2019)

0) lonoJiHUTeILHAS JIUTEPATypa:

1. Kopuees, 1. K. JlokymeHTHpOBaHME YIPaBIEHYECKON eaTenbHOCTH + TecThl B ObC :
y4eOHHK U TPAKTUKYM JTs akageMudeckoro 6akanaspuara / M. K. Kopuees, A. B. ITiienko, B. A.
MamrypreB. — 2-e u3a., nepepad. u gon. — Mocksa : MU3garensctBo FOpaiit, 2019. — 384 ¢. —
(BPakamaBp. Akamemudeckuii kypc). — ISBN 978-5-534-04533-8. — TekcT : ameKkTpoHHbIH //
OBC lOpaiir [caiit]. — URL.: https://urait.ru/bcode/433066 (nara odpamenwus: 15.12.2019).

2. KazakeBuy, T. A. JlokyMeHTaIMOHHOE 00ECTICYCHHUE YIPABICHNUS | yICOHUK U MPAKTHKYM
JUTs cpenHero nmpodeccronanbHoro oopasosanus / T. A. Kazakesuu, A. U. Tkamuu. — 2-¢
U3, ucnp. u jon. — Mocksa : U3natensctBo FOpaiit, 2019. — 177 ¢. —
(ITIpodeccronanbroe oopazoanue). — ISBN 978-5-534-06291-5. — Tekcr : anekTpoHHbI# //
3BC HOpaiir [caiit]. — URL: https://urait.ru/bcode/437587 (nara obpamienus: 15.12.2019).

B) B) MeToaunueckue yKasaHus

MeToanyeckune ykasaHuA npuseseHsol B [IpnnoxxeHum 1

r)MporpammHoe ob6ecneueHune u UHTepHeT-pecypcbi:

HanmeHoBaHue MO Ne porosopa CpoK AeNCTBUA NNLLEH3UM
MS Windows 7 [-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 o1 17.09.2007 b6eccpoyHo
KasperskyEndpoindSecurityans [1-300-18 oT 21.03.2018 28.01.2020
6usHeca-CTaHAaPTHbIN
7 Zip csobogHo b6eccpoyHo

pacnpocTpaHaemoe



https://znanium.com/read?id=309085%20
https://urait.ru/bcode/433066
https://urait.ru/bcode/437587

FAR Manager o

CBOOOJTHO pacipOCTpaHIeMOe

OeccpouHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI

HasBanue xkypca

CchUIKa

DjekTpoHHas 0a3a nmepuoauvecKkux u3nanuii East View
Information Services, OOO «IBUC»

https://dlib.eastview.com/

[Touckoras cucrema Axanemus Google (Google Scholar)

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

HNudpopmanmonnas cucrema - EauHOe OKHO JocTyma K
nHGOPMAIMOHHBIM Pecypcam

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

HaunonaneHas MH(POPMALMOHHO-aHATUTHYECKAS
cuctema — Poccuiickuil MHIEKC HAyYHOIO LIUTUPOBAHUS
(PUHII)

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

®denepaibHOE rOCyIapCTBEHHOE OIOKETHOE
yupexaenue «DeaepalibHblii HHCTUTYT TPOMBIIIIJICHHOM
COOCTBEHHOCTH)

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

MaTepuanbHo-TexHUYeckoe obecnedyeHne AUCUMMANHBI BKIOYAET:

Twun 1 Ha3BaHWe ayamTopumn

OcHaweHue ayantopuu

YyebHble ayautopun ana
NpoBeLEeHMA 3aHATUM
JIEeKLMOHHOrOo TUNa

MynbTUMegMitHbIE CPeACTBA XPaHEHMSA, Nepeaayun u
npeacTaBAeHna MHPopMaLmun,

YyebHble ayauTopumn ana
npoBeAeHUA NPaKTUYECKUX
3aHATUIA, TPYNMOBbIX 1
WMHANBUAYANbHbIX KOHCYbTaLMiA,
TEKYLLLEro KOHTPOA U
NPOMEXKYTOUYHOW aTTecTaumm

MynbTumegmMiiHble CpefCTBa XpPaHeHUA, Nnepesayn u
npeacrasaeHns MHGopmaumm.

KomnneKc TecToBbIX 3a4aHMI ANA NpoBeaeHnA
NPOMEKYTOUHbIX U PYBEXKHbIX KOHTPOIEN.

MomeweHna gna
CamoCToATeNbHOW PaboThbl:
obyyvatowmxcs

MepcoHanbHble KomnbloTepbl ¢ naketom MSOffice,
BbIXOLOM B MHTEPHET M C JOCTYNOM B 3/1EKTPOHHYIO
MHPOPMaLMOHHO-06pa30BaTENbHYIO Cpeay YHUBEPCUTETA

MomeLleHus ana XxpaHeHUs u
NpodUNaKTUYECKOro
obcnyXunBaHMA yuebHoro
obopyaoBaHus

LLIkadbl gnsa xpaHeHUs yuebHO-MeTogMYECKOM
OOKyMeHTaumun, yyebHoro obopynoBaHua 1 ydyebHo-
HarnsaHbIX Nocobun.

Hpuioxenne 1

TpeodoBaHusi K 0(p)OpMIICEHUIO KOHTPOJIbHOM PadoThI:

1. Pabora BBINOJHSAETCS IEYATHBIM CIOCOOOM C MCHOJIHL30BAaHUEM KOMIIBIOTEpa U

IpUHTEpa Ha OJTHOU CTOpoHe JucTa popmara A4 uepes nonrtopa (1,5) unrepana. Tun mpudra —
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Times New Roman, 1Bet mpudra — yepHbIid, Kerib (pa3mep) mpudra — 12 wnu 14. B pabote He
JIOIYCKAeTCs HCIOIb30BaHKE IPHU(TA PA3HBIX TApPHUTYP.

2. AG3ampl B TEKCTE) ClieyeT HAaUMHATh C OTCTyNa, paBHOro 1,25 MM, BbIpaBHUBaHUE 110
HIUPUHE.

3. Ha3Banus pa3nenoB W MOJPA3/AeiOB BBLICIAIOTCA JKUPHBIM mpudrom. Hazpanue
pasziena pacrosaraercs IocepearHe CTPOKH, a moapaszena — oT ad3ana.b

4. CIIuCOK HCITOJIb30BAaHHBIX MCTOYHHKOB M JIATEPATYPHhI I1€YATACTCA YEPE3 1,5 HHTEpBAJa,
KaXXJ10€ Ha3BaHUC HAYHMHACTCA C a63aua.

5. CtpaHulbl UMEIOT CIIEAYIOIIME NOJIA: JeBoe 25 MM, IipaBoe - 10 MM, BepxHEe U HUXKHEE
- 20 mm.

6. CtpykTypa paboThI:

- TuTynbHBIN JIUCT.

- ConepxaHue.

- Beenenue.

- TekcT paGoThI (T11aBHI).

- 3aKJIr04YeHHUE.

- CIIMCOK MUCTOYHHMKOB U JINTEPATYPHI.

- [Ipunoxenus

Bce cTpyKkTypHBIE 371€MEHTHI pabOThl HAYUHAIOTCS C HOBOTO JIUCTA.

7. 3aroJOBKM pacIoJIaraloTCs IOCEPEAMHE CTPAaHULBI W YKa3bIBAIOTCS IPONHCHBIMU
OykBamH 0Oe3 KaBBIYEK M TOYKM B KOHIIE, BBIIEISIOTCS MONYKUPHBIM Hipudrom. IlepeHocuts
CIOBa B 3arojOBKE HE JOIYCKAeTCs. 3aroJIOBKH OIJIABIEHMS JOJDKHBI TOYHO IOBTOPSTH
3aroJIOBKH B TEKCTE.

8. MmrocTpanuu, UCNoNb3yeMble B TEKCTE pabOoThl, pa3MEIIA0TCs 110C)Ie EPBON CCHUIKU
Ha HUX M CONpPOBOXIArOTCA cioBamu «PucyHok», «Tabnauma», «Cxemay, «I'padpux» u T.1. Bee
WUTIOCTPAllMM  HYMEpPYIOTCS CKBO3HOM HyMepauuend apaOckumu nudpamMu B HOpSAKe
YIIOMHHAHUS B TEKCTE (U1 KaX/10T0 BUJIAa MIUTIOCTPALIUI CBOSI HyMeparys).

9. IlpunokeHus: JOJKHBI MMETh TEMaTHUECKHE 3arojIOBKM M HYMEPYIOTCS apaOCKUMHU
uudpamu. [lepeuens npunoKeHU yKka3blBaeTcsl B OTJIaBICHUU.

10. Bece crpanunbl paOoThl, BKIIIOYas MPHIOKEHUS, HyMepyroTcs mo nopsaky. [lepsoi
CTpaHMIIEH CUMTAeTCs TUTYJIbHBIA JHCT, HA HEM HOMep He craButTcs. Hymepyror apaGckumu
muppamu, ucnonb3dys mpupt Times New Roman, kernp 12, ¢ colOmroneHueM CKBO3HOM
HyMepalnuu 1o BceMy TekcTy. HoMmep mpocraBisercs B paBOM BEPXHEM YIUy (BbIpaBHHUBaHHUE
0 MIPaBOBOMY Kparo) 6€3 TOUKH B KOHILIE.

11. Ccbulku HyMEpYIOTCSL B CKBO3HOM MOpsiAKe apaObckuMK nudpamu B Ipeenax Kakaou
qacTH paboThI (BBECHUS, PA3/ICIOB U 3aKJIIOUCHHS).

12. CHocka odopmisieTcs B KoHIe pasaena (BcraBka — Cepuika — CHocka — KonreBast
CHOCKa, MPUMEHHUTDH KO BCEMY JJOKYMEHTY):

- bes kpacHoit cTpoku (ab3ama).

- Hymepanus: apabckumu nudpamu.

- HlpudT: Times New Roman, 10 kers.

- BoipaBHUBaHUE 110 MIKUPHHE.
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- OnuHapHBII UHTEpPBAJI KaK BHYTPU OAHON CHOCKH, TaK U MEX]Y JBYMS CHOCKAMHU.
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