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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/




Jluer peruerpanin H3MeHeHuit U 10110 IHeHH T

Jlara.
No Pa3nen Kpatkoe conepxanue Ne npotokona
n/m | nporpaMmel M3MEHEHUS/ IOTIOTHeHHU I 3aceaHusl
Kagdeapobl
1 1.8 YueOHo-MeToMuecKoe | 01.09.2017, Nel
MH()OPMALIHOHHOE obecnieuenue
JIMCLUTITHHDI - -
2 I1.9 MarepuanbHO-TeXHHYECKOE 01.09.2017, Nel
R 7 obecrieyeHue JUCIUIIIHHBI . B
3 [1.8 YueOHO-MeTonYecKkoe u | 31.08.2018, Nel
MH(OPMALMOHHOE obecrieyenue
_ - JUCLMIUTHHBI s - -
4 [1.9 MarepuaibHO-TeXHHUYEeCKoe 31.08.2018, Nel
L 7 obecrieyeHue JUCLUIUINHBL _ -
5 I1.8 YueOHO-MeToAnYecKoe u | 18.09.2019, Ne2
UH(pOpMaLMOHHOE obecnieuenue
. JUCHHUILTHHEI : ] o
6 [1.9 MatepunanbHo-TeXHHYECKOE 18.09.2019, Ne2

_obecrieyeHne AMCUMIIMHBL

[Toanuce

3aB.
kadeapoit




1 Ilesn ocBOEHMST AUCHMIIJINHBI

[lenpto OCBOGHMSI TUCHUIUIMHBI «/[OKyMEHTHpOBAaHME YIPaBICHUYECKON [EATEIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUYECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHOIN OpraHu3aluu COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUITHIX
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 U MYHUITUTIAIBHOE YIPABICHUEY.

Jns u3ydeHust TUCHUILUIMHBI HEOOXOIMMBI 3HaHMSI, YMEHHUSI, BIIaJeHUs, chopMUpOBaHHbBIE
B mpoliecce o0ydeHHus Ha OakajaBpuaTe: BIAJCHUEM 0a30BBIX HABBIKOB MPAKTHUYECKONH PaOOTHI
no cOopy pealbHbIX (aKTUUECKUX MaTepUaoB, HMX KOMIUIEKCHOM OLIEHKe, aHalIu3y |
CUCTEMATHU3allMM B YacTH, Kacalollelcs pelleHuss JOKYMEHTUPOBAHUS YIPaBICHUYECKON
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, NOJIYYEHHbIE NPH M3YyYEHUU TUCHMIUIMHBI HEOOXOIUMBI B
OCBOEHUHU CIIEAYIOLIUX KypcOB: «JleIoBble KOMMYHUKALUU»«YIIPABICHUECKUE PELICHUS»,
«ConuaibHO-9KOHOMHUYECKOE IUIAHUPOBAaHME B MYHMLMIIAIBHBIX 00pa3zoBaHUAX», «CBs3M C
OOLIECTBEHHOCTBIO B OpraHax BiacTw», «lIpoekTHas NesATeNbHOCTbY. 3HAHUS IO IpodiieMaMm
JOKYMEHTHUPOBAHHUS YIPABICHUECKON NeATEIbHOCTH HYXHBI B HAYYHO - HMCCIIEI0BATEIbCKOM
paboTe U MPaKTHYECKOU IeATEeTbHOCTH.

3 Komnerenunu o0y4aromerocsi, popmupyemMbie B pe3y/jibTaTe 0CBOCHHUSA
AUCHUIIMHBI M IJIAHUPYeMbIe pPe3yJibTaThl 00yUeHus!

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

CTpyKTypHBII
JJIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs
KOMITIETEHIINH

OIIK - 4 —cnoco0HOCTHIO OCYHIECTBJISITH /IeJIoOBOe O0leHre U MyOJuYHbIe BBICTYIJICHHS,
BECTH IEPEroBOpPbI, COBEIIAHHUS, OCYLIECTBJIATH NEJI0BYI0 NMEPENHCKY W IOAJEeP:KHBATh
3J1eKTPOHHbIe KOMMYHHKALMH.

3Harb — OCHOBHble COCMAGIAWUEe U SMAaAnvl NOO20MOBKU OOKYMEHMAYUl,
2llasHvle mpedosanusl K 6e0eHU0 OOKYMeHmayuu

—  cnocobwl Ihhekmusnoco 0en06020 0oweHus, NYOIUYHLIX BbICIYNIEHU,
nepez2osopos, NPoBeOeHUs: COBeWaHUll, O0el080l NEPEeNnUCKU, 0el08020,
00WeHUs, INeKMPOHHOU KOMMYHUKAYUU OCHOBbL 0108020 0OUjeHUs

—  Cnocobbl u cpedcmaa UHGOPMAYUOHHO20 8030€liCEUS

— OCHOBHble NOHAMUS U COBPEMeHHble NPUHYUNLL pabomvl ¢ 0el080l
ungopmayuell, a maxdce uMemsv NpeoCmasieHue 0 KOPNOPAMUBHDBIX|
UHDOPMAYUOHHBIX cucmeMax U 6a3ax OAHHbIX

— OCHOGHbIe NPUHYUNBI opeaHuzayuu 0enonpou3e00cmea u
O00KYMEHmMOoobopoma 8 O0p2anax 2oCcyO0apCmeeHHOU U MYHUYUNATIbHOU
enacmu

— pd3jiudHble cmpamecuu npedcmaeﬂeﬂuﬂ pes3yiibmamos ceoell pa607’l’Ibl
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CTpyKTypHBI
3IEMEHT

KOMIICTCHI UM

[Tnanupyemble pe3yabTaTbl 00ydeHUs

07151 Opy2Ux Cneyuaiucmos.

YmMmern

AHATUUPOBAML  KOMMYHUKAMUGHbIE HPOYECCbl 8  Op2aHu3ayuu U
paspabamuvleams nPeodioHCeHUs NO NOBLIUEHUIO UX dppexmusHocmu
JIOCUYECKU BEPHO, APSYMEHMUPOBAHO U SICHO CHMPOUmMb YCMHYIO U
NUCbMEHHYIO peUb

nooodepacusams NPophecCcUuoOHAIbHYI0 KOMMYHUKAYUIO

AHATU3UPOBAMD  JIOUYECKVIO  CMPYKMYPY U  Onpeoeisimb  CMeneHb
APeYMEeHMUPOBAHHOCMU  NUCOMEHHOU U YCMHOU pedl, c0o30a8amy
PA3IuuHble Munsvl MeKCMos8 YCMHOU, NUCbMEHHOU, BUPMYANbHOU U
CMEWAHHOU KOMMYHUKAYUU HA PYCCKOM S3bIKE 6 PA3IUYHLIX JHCAHPAX|
VAPasieH4ecKoll KOMMYHUKAYUU (nybnuunvlx 8bICMYNIICHUSX,
nepe2osopax, co8ewanusx, 0el1080U NePentucKu)

unmezpupoeamv 8  0esIMENbHOCMb  NOOPA30eNeHUs  NOJONHCEHUS]
AHaIUMUYecKux OOKIA008, Omyemo8 u Opyeux UHGOPMAYUOHHBIX
Mamepuanos.

Bnaners

KOMMYHUKAYUOHHBIMU HABBIKAMU
HABLIKAMU ~ COCMAGNICHUsl, Y4emd, XPAHeHus, 3auumsl, nepeoayu
CYJHCEOHOU  OOKyMenmayuu 6 COOMEemCmeuu ¢  mpebosaHusmu,
00KyMeHmoobopoma

Hagvlkamu coopa, obpabomku uHgopmayuu u OOKYMEHMAYUOHHOM
obecneueHuu 20CYOApPCMEEHHbIX OP2AHO8 GIACMU, OpP2AHO8 BIACIU,
cyovekmos P®, opeanos MCY u opeanuzayuti naxemom OQUCHbBIX
npoepamm 05 pabomul ¢ 0en080U uHpopmayuerl U OCHOBAMU CeMmesblX|
MexXHON02Ul

Memooamu 8e0eHUsl Nepe2o08opPOs

HABLIKOM (YOPMYAUPOBAHUs Yeell U 3a0ay K NYOIUYHOMY 8bICIYNIECHUIO
HABLIKAMU OMCMAUBAHUsL CBOEU NO3UYUU 6 NPOPeCcCUOHATbHOU cpede,
HAXOHCOEHUSL KOMNPOMUCCHBIX U ANbMEPHAMUGHBIX PEULCHUTL

Memooamu opeanu3ayuu 3PHeKmusHuIx 0e108bIX KOMMYHUKAYULL.




4 CTpyKTypa U coJepKaHue JUCHHUILINHBI

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

— KOHTakTHas paborta — 21,3 akan. gaca:

— ayauropHas — 20 akaj. 4acos;

— BHeayauTopHas — 1,3akaj. 4acos;

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

- I[OATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.

AynuropHas = E ’
KOHTaKTHas paboTa % g = =
Pasnien/ Tema 9 (B akaz. yacax) E % | Bux camocrosTensoit dopma TeKyI1ero KOHTPOJIs g % =
> ® 2 yCIIEBAEMOCTHU U s
JUCLIUIIAHBI < : : S < paboThI . 83 o
= g = z 2 52 IIPOMEKYTOYHOM aTTECTALUH = =
S| &5 | £5 | £ = © 3
e | 83| 23|88 S
5 o = g <z
1.Tema: Teopernyeckue ocHOBBI| 2 | 2\2 2\2 16 |- 3yueHue yueGHOTO YcTHBIN onpoc. OIIK-4-3ys.
AeJIONPOU3BOACTBA OpraHu3anmu. Matepuaia, BbiHeceHHoro |[IpoBepka MHAMBHAYaJIbHBIX
Nudopmanus, ee kputepuu. J[oKymeHT. Ha CaMOCTOSITENIbHYIO |3aJaHHH.
PexBuzur JIOKYMEHTA. OyHKIUU MpopaboTKy, MOATOTOBKA
JIOKYMEHTA. IOpuanueckas cuia K TEKYIIUM 3aHITHSIM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, -IToAroToBKa BBHICTYIIJICHHUI
JIOKyMEHTUPOBAHUE. C JIOKJIa/laMHu.
JlokyMeHTanmoHHOE obecrieueHne -Hanncanue KOHTPOJIBHOM
yIpaBIEHUS. JIOKyMEeHTOOO0POT. paboThI.
Knaccudukanmst JIOKYMEHTOB. - Ilouck AOMOJHUTENBHOMN
Cranpapruzanus u yHU(UKAIUSA uHboOpMalUK O 3aJaHHOH
JTIOKYMEHTOB. VYHubunuposanHas TeMe (pabota C
cucrema JOKYMEHTaluu YCLO). o6ubnuorpaduyeckumu
Cucrembl JokyMeHTauuu. [IpmHOHAIBL Marepuaiamu,
JIEJI0NIPOU3BO/ICTBA. HopmatusHo- CIIPaBOYHHMKAMH,
MeToauveckas 0aza JOKYMEHTHPOBAHHUS Karajoram,  CIOBapsMH,




AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasnien/ Tema 9 (B akaj. yacax) E § BT CAMOCTONTENBHOM ®dopMa TeKyIIero KOHTPOJIs g % =
> R YCIIEBAEMOCTHU U > s 8
JVCLIATUTHHEI & e T S paboThI . )
= § S < £ 52 MPOMEKYTOUYHOM aTTeCTAIH 55 =
S S5 | 25|26 = 2
S| ER | ER Qg 2
(@W
yIpaBJIEHYECKOH  JIeATENBHOCTH U SHIMKIIONETUSAMH).
opranu3anu paboThl ¢ JOKYMEHTaMH.

2. Tema:O0mme npaBwia| 2 2 2\2 16 |- H3yuenue  yueOHOTrO|YCTHBIN OmpocC. OIIK-4-3ys.
odopmieHus1 yIpaBJieHYeCKHUX MaTepuaia, BbiHeceHHoro  |[IpoBepka MHIUBUAYATIbHBIX
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENIbHYIO | 33 JTaHH.

«YHUPUIHMPOBAHHBIE CHCTEMBI IpopaboOTKy, HOArOTOBKA
JOKYMEHTAIUH. YHuduuupoBaHHast K TEKYIIM 3aHATHSM.
cucreMa OpraHu3aIIOHHO- -IToaroroBKa BBICTYIUIEHUI
pacropsIuTeIbHON JOKYMEHTAITUH. C TOKJIaJIaMH.

TpeboBanus K oopmieHuto -Hanucanue KOHTPOJIBHOU
JIOKYMEHTOB'". PexBuzur 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

wiM ToBapHbI 3Hak. PekBusut 04- Kog Marepuaiamy,
opranmsanuu. PekBusutr 05- VYkazanue CIIPaBOYHUKAMH,

Ha OCHOBHOM roCyJ1apCTBEHHBIN Karajorami,  CJIOBapsMH,
PETUCTPAITMOHHBIN HOMEP SHIMKJIOTICTUSIMH ).
npeanpustus.Peksuzur 06- Ykazanue 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

CaMocTosTenbHast
baboTa (B aKaj. Jyacax)

Bun camocrosTenbHOU
paboThI

@®opMa TEeKyILIEro KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOYHOM aTTECTALNU

Koa u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHIIN U

HaumenoBanue OpraHu3anuu. PexBusut

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

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBus3ut 13- Ccbuika Ha
perUCTpAallMOHHBIH ~ HOMEpP 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.
PexBuzur 21- OrMmerka 0 HaJIMYUH
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacoBaHuA JI0OKyMeHTa. PexBu3ut 25-
Ileyats. PexBusur 26-OTMmeTKa o
3aBepeHuu  komuH. PekBuzur  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-




AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasnen/ tema 2, (B axan. wacax) E § Bun camocrtosiTepHOM Dopma TEKYIIETO KOHTPOIIA g % g
> R YCIIEBAEMOCTHU U > s 8
JUCLIUIIAHBI & e 5w S < paboThI . )
= § S < £ 5 <) IIPOMEXYTOYHOH aTTecTaluu = =
AR EREE: S
S| 88| B8 | Qg 2
(oW
OTtmerka 00 HUCIOJHEHUM JOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTka O NOCTYIUIGHUH JOKYMEHTA.
PexBusut 30- Unentudukatop
3JIEKTPOHHON KOMUHU JI0KyMEHTA.

Cocras PEKBU3HUTOB, ux
MECTOpPACHOJIOKEHHE Ha  JIOKYMEHTE.

Dopmynsp-obpazel JOKYMEHTa.

3. Tema: Ocobennoctu| 2 1 2 16 |HM3ydenue yueOHOTO YcTHBIH ompoc. OIIK-4-3ys.
COCTaBJICHUA U oopMJIeHUA Marepuana, BblHeCeHHOro  |I[IpoBepka MHIMBUAYaIbHBIX
OCHOBHBIX JOKYMEHTOB YNpPAaBJICHHUS. Ha CaMOCTOSITENIbHYIO |3aJaHHH.

OcHoBHbIE TPYIIIBI JIOKYMEHTOB. popaboTKy, MOATOTOBKA
Hopmaruszbie JIOKYMEHTBI K TEKYIIUM 3aHITHSIM.
roCy/1apCTBEHHBIX OpraHoB. -IToaroToBka BeICTYIIIEHUI
OpranuzannoHHbIE JIOKYMEHTBI C JIOKJIa/laMHu.
HNPENIPUATHSL. JIOJDKHOCTHBIE -Hanucanue KOHTpPOIBHOU
MHCTPYKLHUU. Pacniopsurenbubie paboThI.

JIOKYMEHTHI npennpustus. [Ipukassl mo - [Touck nonoaHUTENBHOU
OCHOBHOM JIESTEIIBHOCTH. uH(pOpMaINHU 10 33aHHON
Pacniopsxenus, pelIeHusl. Teme (paboTa ¢
WndpopmanoHHO-CcIIpaBOYHbIE o6ubnuorpaduyeckumu
NOKyMeHThl. [IpoTokonbl, monHas U MaTepuaIami,

Kpatkast ¢popma ux oopmieHusi. AKTHI CIPaBOYHHUKAMH,

CnyxeOHbIC " O0OBSICHUTEIIbHBIC

KaTaJIoramMH, CIIOBAPSIMHU,




—_
AynuTopHas = § a%
KoHTaKTHast pabota | E & -
0
(B akaz. yacax) S . | DopMa TeKyIIero KOHTPOIs E" ==
Pasnen/ tema 2, = Bun camocrosTenbHOU p Y p £ 5=
> R YCIIEBAEMOCTHU U > s 8
JVCLIATUTHHEI < e C w S < paboThI . )
S 5 3 T2 5 @A MPOMEKYTOYHOHU aTTSCTalluH ==
S| = Q — °a s
= o - H E e = ~
2 o ¥ = s S
s3] 25 ¢ 5 =
Sl Ee ] E8 Py 2
(@W
3aIUCKU. CrpaBku. CayxeOHble SHIMKIIONETUSAMH).
JIOBEPEHHOCTH. [Tucema, X
KJaccupukanus, CTPYKTYpa,
CTaHJapTHBIE (pa3bl H  BBIPAKCHHUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JIOKyMeHTOB.  /[lemoBoe
OUCbMO  MEXIyHapoAHOro  oOpasia.
®daxkcel, TenedoHorpammel. Jloroeopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHUKA CO3JIaHHsI TOKYMEHTOB.
4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 2 16 |- 3yueHue yueGHOIO VYerubiii  onpoc. Ilposepka| OITK-4-3ys.
AOKYMEHTOB MO JIMYHOMY COCTaBY. MaTepHalia, BRIHECEHHOTO  |MHIMBHUIYaJIbHBIX 3aJaHHUM.
[ToHsATHE M CTPYKTypa NEpPCOHAIbHBIX Ha CaMOCTOSITENIbHYIO

JTAaHHBIX. [IpunannexxHocTh
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK,
JepKaTenb u M10JIb30BaTEIb
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 TEKYIIUM 3aHITHSIM.
-IToaroroBka BEICTYIIIIEHUN
C JIOKJIa/laMHu.

-Hanncanue KOHTPOJIBHOMN
paboThI.

- Ilouck pomomHUTENBHOU
uHboOpMalUK O 3aJaHHOH
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepuaIami,
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AynutopHas = E o
KOHTaKTHas paboTa % g = =
Pasnen/ tema 2, (B axan. wacax) E § Bun camocrtosiTepHOM Dopma TEKYIIETO KOHTPOIIA g % g
> R YCIIEBAEMOCTHU U > s 8
JUCITUTIAHBI < e T S paboThI . 2 g o
= § 2 : £ 5 2 MIPOMEXYTOYHOH aTTecTaruu 55 =
S| 85| 25| 2¢E = 2
S| ES | B8 Oy 2
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JOKYMEHTOB U IMpaBuiia UX 0GhopMIeHHS. CIPaBOYHHUKAMH,
Kpatkme  cBemenums 0  mpaBmiax KaTajoramy,  CJIOBapsMH,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONICUSMHU ).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.

5. Tema: Opranuszanusi| 2 1 2 16 |- U3yuyenue yueGHOTO Yceruwii  ompoc. [Iposepka| OITK-4-3ys.
AOKYMEHT0000poTa. [TonsTus MaTepuasa, BRIHECCHHOTO  |WHAMBHIYAIbHBIX 33JJaHUH.
JOKYMEHTOOOOpPOT W OpraHu3auus Ha CaMOCTOSITENIbHYIO
JIOKYMEHTO000pOoTa. HopmatusHo- popaboTKy, MOATOTOBKA
MeTOnYecKast perIamMeHTaIus K TeKYIIHM 3aHITHSIM.

TOKyMeHT0o0OopoTa. OCHOBHBIE MpaBUia -IToaroToBka BBICTYILIEHUH

OpraHu3alii  JIOKyMeHTooOOpoTa Ha C TOKJIaJIaMHU.

MPEINPUATHH. KauecTtBeHHbie -Hanucanve KOHTPOJIBHON

XapaKTEePUCTUKU JIOKyMEHTO000pOTA. paboTHI.

Knaccudukanus  JTOKYyMEHTOMOTOKOB: - Ilouck pomomHUTENHHOU

TOPU30HTAIILHEIE, BEepPTHUKAIBHBIC, nH(OpPMANIUY TI0 3aTaHHOU

BOCXOJISININME, HHUCXOJIAIINE, BXOJSIIUE, TeMe (pabota C

ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu

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

6. Tema: OcHoBHble mnpaBuaa| 2 1 2 2,8 |- Uzyuenue yueOHOTO VYerubiii  onpoc. Ilposepka| OITK-4-3ys.
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Pasnen/ tema

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

CaMocTosTenbHast
baboTa (B aKaj. Jyacax)

Bun camocrosTenbHOU

@®opMa TEeKyILIEro KOHTPOJIA
yCIIEBAEMOCTHU U

Koa u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHIIN U

JUCLIUIIAHBI . : paboThI .
= g = z 2 IIPOMEKYTOYHOM aTTECTaluU
= Q. B B E
2| 82| %=
= | E8| 28
OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MaTepuasa, BHIHECEHHOTO  |MHAMBHUAYAIbHBIX 3a/IaHUM.
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO
[lepBuunas o0OpaboTka JOKYMEHTOB. popaboTKy, MOATOTOBKA
OO6mue npaBuia perucTpanuu K TEKYILIUM 3aHSATHSM.
JOKYMEHTOB,  (OpMBI  pErHUCTpaIUU. -IToaroToBka BBICTYILICHUI
[lepenaua DOKYMEHTOB, pacCMOTpEHHE C JIOKJIa/laMHu.
ux PYKOBOJUTETIEM. [Topsmox -Hanucanve KOHTPOJIBHON
HaIpaBJICHUS JOKYMEHTA Ha UCTIOJHEHNE paboThI.
U paboThl UCHIOIHUTENS C TOKYMEHTaMH. - Ilouck nomomHUTETHHON
HUcnonnenne  nokymeHra. Buael wu nH(popMaluK 1O 3aJaHHOU
dbopMbI KOHTpPOJIA WCIIOJIHEHMUS, TeMe (pabota c
cpokoBasi  kaptoreka.  Opranuzanus oubnuorpaduaeckuMu
TEKyIIero xpaHenus aen. Homenknarypa MaTepuaIamH,
Zen, obmue  TpeOoBaHUA, BUJIBI CIIPaBOYHHUKAMHU,
HOMEHKJIATyp. CocraBieHue Karajorami,  CIOBapsSMH,
HOMEHKJIaTypel nen. dopmupoBaHue u SHIMKJIOTICTUSIMH ).
opopmnenne nen.  Cucremaruzanus
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 ITpoBepka MHAMBUAYATBHBIX

3aJaHui
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AynutopHas

=
w & B
< Q X
KOHTaKTHasi pabota TS =S
0
B aKaj. yacax SR . @®opMa TEeKyILIEro KOHTPOJIA E" =it
Pa3gen/ tema 2, ( ) o 3 Bun camocrtosiTepHOM p yi p =z
= <)
> > YCIIEBAEMOCTHU U > s 8
JUCLIUIIAHBI < . : o < paboThI . 23 o
= g = T 3 5 M MIPOMEIKYTOYHOU aTTECTAlUU 55 E
= S == S = © 2
E o ® ¥ ® s B8 ~ 5
1B 25|88 5 *
= = ™ = ™ U % bd
(oW
Hroro 3a kype 8\2 12\4 | 82,8 IIpomesxyTouHas
arrecranms - 3a4eT

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

Peanuzaius KOMIETEHTHOCTHOTO MOJAXOAa MPeayCMaTpUBAEeT MCIOJIb30BaHUE B y4EOHOM
MPOIECCe AKTUBHBIX W HWHTEPAKTHBHBIX (OPM TPOBEIACHHUS 3aHATHH B COYCTAHHH C
BHEAYJIMTOPHOM paboToil C 1enbi0 (GOPMUPOBAHUS U PA3BUTUSA NMPOPECCHOHAIBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHMM CTYAEHTOB JUCHUIUIMHE «J{OKyMEHTHpOBAaHUE YIIpPaBICHUYECKOM
JESTEIILHOCTHY CIIEyeT OCYIIECTBISATh CICAYIOIIHE 00pa30BaTeIbHbIC TEXHOJIOTHH:

1. TpaguuuoHHble 00pa3oBaTe/ibHbIe TEXHOJOTMU OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa3oBaTeNbHOIO  Mpollecca, MPEANoJaralollyr0 MOpsIMyI  TPAHCIALMI 3HAHUM  OT
npenojaBareinss K CTYyJeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WITFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yueOHbIX 3AHAMUIL C UCNOTB306AHUEM MPAOUUUOHHBIX MEXHOIOZUIL:

WudopmanimonHasl  JEKIUs —  TOCIECNOBAaTEIIbHOE  W3JIOKEHHWE  Marephajia B
JUCIUIUIMHAPHON JIOTUKE, OCYILECTBISEMOE MPEUMYIIECTBEHHO BepOAIbHBIMH CpEICTBaMU
(MOHOJIOT TIpeno/1aBaTe’is).

[TpakTideckoe 3aHATHE, MOCBSIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUW M HAaBBIKOB IO
MIPEIOKECHHOMY aJITOPUTMY.

2. TexHoJioruM NPOOIEeMHOr0 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MPEAIoIaraeT MOCTAaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3/JaHHUE YICOHBIX MPOOIEMHBIX
CUTYallui JAJI CTUMYJIHPOBAHUS aKTUBHOM MMO3HABATEIbHON JACSITENFHOCTH CTYIEHTOB.

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YUeHUA:

[IpakTueckoe 3aHaTHEe B (QOpME NPAKTHUKyMa — OpraHu3aius y4deOHOU paboThl,
HalpaBJ€HHAs Ha PEIICHHE KOMILJIEKCHOW Y4YeOHO-TIO3HABaTEIbHOM 3a/a4yu, TpeOyromen oT
CTYyJEHTa IPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOJIOTHH TPOEKTHOr0 O0Yy4YeHHs — OpraHMm3anms 00pa3oBaTEILHOTO Ipolecca B
COOTBETCTBUHU C AJITOPUTMOM IOITAMHOTO pEUICHUS MPOOJIEMHOIN 3aJauyd WU BBIOJHEHUS
yaeOHoro 3aganus. [IpoekT npeanonaracT COBMECTHYIO Y4E€OHO-TI03HABATEIBHYIO ACSITEIHHOCTD
TPYNOIbl CTYIEHTOB, HAMPaBICHHYIO Ha BHIPAOOTKY KOHIEMIMH, YCTAaHOBJICHUE Ieel U 3ajad,
(GOpMYIUPOBKY O0XXHIAEMBIX pE3YyJIbTaTOB, OMNpPEIEICHUE NPUHIIMIIOB W METOJIUK PEIICHHS
MOCTaBIEHHBIX 3aJa4, IUIAHUPOBaHHE XoJaa pabOThl, MOMCK JOCTYNMHBIX M ONTHUMAlIbHBIX
pPecypcoB, MOATANHYIO peaTu3alfio IUIaHa paboThl, MPE3CHTAIMIO PEe3yIbTaTOB PabOTHI, MX
OCMBICIIEHHE U pedrekcuro.

OcHogHble munsl RPOEKmMog:

TBopyeckuil TPOEKT, Kak MPaBUIO, HE HMMEET JETATbHO NPOPAOOTaHHON CTPYKTYpHI,
y4eOHO-TI0O3HABATENbHASL JICSITEIBHOCTh CTYJIEHTOB OCYIIECTBIISIETCSI B pPaMKax pPamMOYHOTO
3a/1aHMs], TOJIYMHSASICh JIOTUKE U MHTEpPECaM YYaCTHUKOB IPOEKTA, XKAaHPY KOHEUHOIO pe3yJibTara
(razera, GriibM, pa3IHUK, U3AHUE, DKCKYPCHS U T.I1.).

4. InTepakTUBHbIE TEXHOJOTHH — OPTaHU3aIMs 00pa30BaTENBLHOTO Mpolecca, KoTopas
MpeAnojaraeT akKTUBHOE M HEJIMHEWHOE B3aMMOJIEWCTBHE BCEX YYACTHHKOB, JOCTHIXKEHHE Ha
TOM OCHOBE IMYHOCTHO 3HAYMMOTO il HHUX 0Opa3oBaTeNbHOTO pe3yibTara. Hapsmy co
CIICIUATM3UPOBAHHBIMA  TEXHOJIOTHSIMH ~ TaKoro  poja  NPHUHIMI  WHTEPAKTUBHOCTHU
MIPOCIIEKMUBACTCS B OOJIBIIIMHCTBE COBPEMEHHBIX 00pa30BaTeNbHbBIX TEXHOIOTUH.

Dopmbl yuedHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mMexHoN0cuiL:

CeMuHaAp-IMCKYCCUS — KOJUIEKTHBHOE OOCYXJICHHE KaKOTO-IHM00 CIOPHOTO BOIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpYHHIOBOW IHANIOT, AMCKYCCHS Kak CIIOp-
JIAAJIor).

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

®opMbl Yy4EOHBIX 3aHATUM C HCIOJIB30BAHHEM HWH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH:



Jlexuus-Buzyanu3anusi — M3JI0KEHUE COJEPKAHUS  COMPOBOXKIACTCS  IMpEe3eHTaIUei
(memoHcTpaleil yueOHbIX MaTepuaioB, IPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPa)MIeCKUX, ayTU0- ¥ BUICOMATEPHAIIOB).

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

6 Y4eOHO-MeTOqMYECKOE 0OOecTiedeHHe CAaMOCTOATEIbHOM padoThl 00y4aroImIMXCs

Ilpumepnaa cmpykmypa u cooepircanue pazoena:

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

Ayoumopnas camocmosamenvHas paboma CMyOeHmMo8 Nnpeonoidazaem GblNOJIHEHUe
npaKmuyecKux pabom.

Ilpumepnuie ayoumopnuvie npaxmuyeckue paoomot (AIIP):

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

Ilposooumcs 6 gopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL NOHAMUIHO-
Kame20puanibHO20 annapama OUCYUNIUHbBL C dIeMEeHMAaMU OUCKYCCU.

Onpoc no mamepuanam nexyuu 1.

Deontoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenHo2o Oenonpouzsoocmea. J[lenonpouzeoocmseo 6 cpedHue eexka (XI-XV es.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). l'ocyoapcmeennoe
oenonpouzeo0cmeo & cogemckoe spems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

AIIP No2 «Cospemennoe 2ocyoapcmeenHnoe pezyiuposanue 0enonpou3eoocmea ¢ P0Oy.
3axonooamenvrnoe pezynuposanue Oenonpouzeoocmea 6 P®. ®Deodepanvuuiti 3axkon «06
uHgopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U 0 3auume uHpopmayuuy. Pedepanbhwiil 3aKOH
«0 kommepueckot matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickot
Qedepayuuy. Dedepanvhviti  3akoH  «O  nepconanvuwvix  Oanuwix».  Ilocmanosnenue
npasumenvcmea P® «Ilpasuna nod2omosku npagogvix axmos @eoepanivbHbiX O0peaHo8
UCNOTHUMETbHOU 6IACMU U UX 20CYOAPCMBEHHOU PESUCPAYUULY.

Hopmamusno-memoouueckoe pezynupoganue oenonpouzsoocmea. I ocyoapcmeennas cucmema
O0OKYMeHmMayuoHno2o obecneuenus ynpaenenus. Obwue nonodxcenus. Obwue mpeboganus K
0okymenmam u cayxcoam Ookymenmayuonnozo obvecneuenus (I'CHOY). TOCT P 6.30-2003:
Vuuguyuposannvle cucmemvr 0okymenmayuu. Yuupuyuposannas cucmema opeanu3ayuoHHO-
pacnopsoumenvrot ookymenmayuu. I'OCT P 51141-98 Jlenonpouzeoocmeo u apxusHoe oeio.
Tepmunvt u onpedenenusi Tunoeas uHCMpyKyust N0 0eLONPOU3BO0CMEY 6 (PeOePalbHbIX OP2aAHAX
ucnoaHumensrou eracmu. Ilepeuenb munogvix ynpagieHueckux 00KyMeHmos, 00pa3yiouuxcs 6
0esimenIbHOCMU OP2AHU3AYULL, C VKA3AHUEM CPOKO8 XPAHEHUSL.

AIIP No3 «Tpebosanun Kk d1ankam 00OKymMeHmaoe ynpaesieHusny.

Ilposooumcs 6 @opme cemunapa no 06odbwenuro u yeayoaeHuro 3HAHUL C deMeHmamu
ouckyccuu. Ilousamue u uowl bnankos. Odowuii orank. branx nucema. Brank Konkpemuozo 6uoa
doxymenma. bnanku ons pabomwi ¢ unocmpanuvimu komnanuimu. I epooeuiti oranx. Pexsusumoi
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanosoe grazosoe u yenmpoganmoe
PACnonodicenue peksUusumos OIaHKdA.

Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l108020 U NPOOOIbHO20 00pazyd
bnanka.

AIIP Ned «Obuwgue npasguna ogpopmnenus ynpasieHueckux 00KyMeHmos).
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Ilposooumcs 6 ¢hopme cemunapa no o0600wenulo u Y2uyoOneHulo 3HAHUU ¢ dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. [Ipakmuueckoe 3Hakomcmeo ¢ ogopmueHuem
PeKBU3UMO8 OOKYMEHMO8 YNpasieHus, Bvinoinenue KOHMponvbHbix 3a0anutl

AIIP No5 «Cocmagnenue 1u4HbIX OOKYMEHMO8).

Ilposooumcs 6 ¢opme cemunapa no 060OweHU0 U YenyOaeHUu 3HAHUL ¢ dleMeHmamu
ouckyccuu. 3asenenus, agmoouozpaghuu, pesrome, 1uunsie 0ogepeHHocmu, pacnucku. OcHogHbie
PpeKeuzumbl, NPAGULA COCMAGIeHUs U OopmieHus. Boinonnenue konmponvuvix 3a0anutl

AIIPNo6 «Paboma c 0oKymenmamu, cooeprcamiumu KOHPUOeHyuaibHvle C6e0CHUA).
Ilepeuens ceedenuti KoHQuOenyuanvnozo xapaxkmepa. Ilowsamue Kommepueckou MAtiHbl.
Ceedenusi, omuocawuecs Kk Kommepueckou matne. Ilopsaook eedeHus 0enonpou3so0cmed
OOKYMEHmMO8, CO0epHcauux KOMMep4ecKylo matHy. 3awuma OOKYMEHMO8, CO0epHCAUUX
KOMMepPUeCKy0 mauHy.

Ilpumepnuie unousudyanvnovie oomawnue 3adanusn (U/13):

H3 Ne 1 «Ponb O0OKYMEHMUPOBAHUA YNPAGIEHYECKOU O0eAMmeIbHOCMU 6 pAa3eumuu
oowecmeay.

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEeKMa AeKYuu.

Paccmompenue dannou memvl Heo6xX00uMo Hayamev € U3YYeHUsT OCHOBHBIX NOHAMUU OAHHOU
oucyunaumsl.  Ilpu  smom  cnedyem  pazobpamvci ¢ CYWHOCMbIO — KAMe2opuu
«doxymenmuposanuey. Bonee noopodono ciedyem paccmompems CMPYKMYpy, cooepicauue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO paA3sumus O0oKymenmoobopoma. [lanree HeoOX00umo
u3yYUmsb COCmag HOPMAMUEHO-MEMOOU4ecKol 06a3vbl OOKYMEHMUPOBAHUs YAPAGNIEHUECKOU
O0essmenbHOCIU 8 COBPEMEHHBIX YC08UAX X03aticmeosanus. OmoenvHo ciedyem paccmompents
cmpamecuro  ynpasienus OOKYMEeHmamu 6 OpeaHu3ayuu, a makdice u3yyumos opmol
COB8pPEMEHHOU OOKYMEHMAaYUU.

Kniouesvie cnosa: O0okymenm, OOKymewmuposanue uHgpopmayuy, OOKYMEHMUPOBAHUE
VAPAGNeHyeckou  0eamenbHOCmY,  KIUHONUCh,  NOAUMUKA — YNpaeieHuss  OOKYMeHmamu,
cmaunoapmu3ayus, cmpameusi ynpaenieHus 00OKYMeHmamu, YHU@GuKayus.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuansi 1eKyuu.

3. Iloocomosumvscsi k pabome na nexkyuu no meme 1. Iloemopums eonpoc: cywHocms
Kamezopuu «/[okymenmupoganuey (yueoHas oucyuniuna «/Jokymenmuposanue ynpasieH4eckoll
OdessimenvHocmuy, nekyus Nel). Boimb 20mogvim K 00CYHCOeHUI0 9MO020 80NPOCa 8 Xo0e JeKYUU.

H][3 Ne 2 «Obwgue npasuna ohopmienusn ynpaeneHuecKux 00KyMeHmoe».

Pexomenoayuu no cocmaenenutro u oopabomke Kowcnekma jekyuu. M3yyenue mamepuanos
OaHHOU meMbl cliedyem HaA4ams ¢ pacCMOMpeHus mpeOo8aHull K O0QOPMIEHUI) PEeKEUSUMOS.
Taxowce cnedyem u3yyums cocmas peksusumos. Jlaiee HeoOX00uMo pazobpamscs C
npUMEeHeHUeM U PACNON0NHCEHUEM HA OOKYMeHMme PEeK8UUmMOos, Onpedenums ux obuue uepmol u
paznuuusa. Kpome moco, HyscHo OemanvHO pazobpamuvcs ¢ pasiuyHbIMU GUOAMU MeKCma
0oKyMenma: mpagpapemuwviii OOKyMeHm, aHKema, maoauyda, O1aHx.

Kniouesvie cnosa: eusa coenacosanus, cpugh o3nakomienus, oama 0OKyMeHma, 3a201080K

K meKcmy, UOeHMUDUKAMOP NeKMPOHHOU KONUU OOKYMEeHmd, UHMEpP8Aai, HOONUChb, HOJe
OOKYMEHMA, pecUuCmpayuoHHbllli HOMEpP OOKYMEHMA, pe30aoyus, peKeusum, CmaHOapmHbuli
aucm bymaeu, CCblIKA HA PecUCMmpPayUuoHHbll HOMep U O0amy OOKyMeHnmd, YOOCmO8epeHue
O0oKkymenma, ghopmyasp.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.
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3. [loocomosumucsi K ceMunapy.

3. [loocomosumuca k pabome Ha nexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0CODEHHOCMU — UCNONb308AHUSL  A3bIKA 8  0el0BOl  nepenucke  (y4yeOHas  OUCYUNIUHA
«/[oxymenmuposarnue ynpasieHueckou oesmenvHocmuy, 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 0opabomxe KOHCNEKma 1eKyuu.

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

Tlpu smom HysHcHO NOOPOOHO U3YUUMD JleKCUYeCKUe 0CODEHHOCMU OOKYMEeHMOo8. ynompeoaeHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe peuesblx Kauwe. Tlocie amozo credyem paccmompems
opghoepaguueckue ocobeHHoCmuU OOKYMEHMO8. NPUMEHeHUe NPONUCHBIX OYKE 6 2eoepaduyecKux
HA36AHUAX, HAUMEHOBAHUAX OPLAHUAYUIL.

Kpome moco, meobxooumo obpamums 6Humanue Ha opghoepaguueckue ocobeHHoCmu
OOKYMEHMO8: NpUMeHeHUe NPONUCHBIX OVKE 6 2eocpaghuueckux HA36aHUAX, HAUMEHOBAHUSX
opeanuzayuti. Tax oice crnedyem 6blACHUMb Haubojee PACNPOCMPAHEHHblE 8 OOKYMEHmax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CILO8, CO2LACOBAHUE NOONIeHCAUEe20 U CKA3YeMO20,
npuyacmuole u Oeenpuiacmuslie 060pomwl, C108000PA306AHUSL.

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

3adanue onsa camocmoamenvuol pabomol:

1. HU3yuums xamezopuanvbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. IHoozomosumvcs Kk pabome Ha 1aekyuu. Ilosmopums 6onpoc: opghoecpaguueckue
ocobennocmu  OOKyMeHmoe (yuebHas OucyuniuHa «/JoKymeHmupogeanue YnpasieH4ecKol
dessimenvHocmuy, nekyus Ne3). Boimb 20mo6vim K 00CYHCOEHUI0 dMO020 8ONPOCA 8 X00e JeKYUU.

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

Ilpu u3yuenuu OawHOU meMbl CMYOEHMAM HeoOX00UMO pazobpamevcs ¢ NPUHYUNAMU
paspabomku  npozpamm ynpaeieHus Ooxkymenmamu. Ocoboe eHumauue ciedyem YOeaums
PAcCMOmMpenuio npoyedypbl NPOeKMUpPOBAHUs U GHEOPeHUs OOKYMEHMHbIX cucmem. Takoce
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee demanvro Heobxo0uMo paccmompems CyuyHOCMb 00120CPOUHOU NPOSPAMMbBL 00VYeHUs.
nepcouana opeanuzayuu 6 ob6aacmu Ynpaenenus. OOKYMEeHMAaMu U NpUMEHeHUs 00yHYarouux
UHCMPYKYUU, BKIIOYASL 00YYAIOW)I0 UHCIPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenusi 00OKyMeHmamu, KOHEepmayus, mMemoooio2usi 6HeOpeHtus,
mMuzpayus 0OKYMeHmMOo8, MOHUMOPUHS, HAOEHCHOCMb OOKYMEHMHOU CUCTNeMbl, NPOEKMUPOB8aHue
OOKYMEHMHOU CUCMEMbl, pAChpeoeleHHoe Ynpaegienue, pe2yaupyioujas cpeod, cmpamezusi
Vnpaegnenus 0OKyMeHmamu.

3aoanue ons camocmosmenvHol pabomol.

1. U3yuums xamezopuanvHulil annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4. Iloocomosumucsa k pabome Ha nexyuu. [loemopums eonpoc: obwas xapakmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YHPAGIEHUECKOU
OdesmenvHocmuy, nekyus Ned). Boimb 20mosvim K 00CYHCOEHUI0 9MO020 BONPOCa 8 X00e JeKYUU.

HJ[3 Ne5 «Opzanuzauus 00KymeHmoooopoma.
Pexomenoayuu no cocmasnenuro u 0opabomke KOHCHEKMa NeKyuu.
B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCIEO», KOOKYMEHMAYUOHHOE
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obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOGaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIeHYecKoU 0esimenbHOCUY, «OOKYMEHMONOMOKUY, K OOKYMEHMO060pom».

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

Kpome moeo, HeobXxooumo  ocmanmosumvcsi HA  UBYYEHUU — MeMOO008  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPHCAHUIO KOHMPOTA UCHOIHEHUSI OOKYMEHMO8, €20 JIMaAnam u
MEexXHOL02UMU.

Kniouegvie cnosa: enympennuii  0oKymenm, 6X00Awull OOKYMEHM, OOKYMeHmMOoobopom,
OOKYMEeHMONOmoKy,  UHOPMAYUOHHO-NOUCKOBASL  cucmema,  UHoeKcayus  OOKYMeHmd,
ucxo0sull  OOKyMenm, Kamaunoe, 00veM OOKYMEeHmooOOpoOma, pAayuoOHAIbHOe OB8UNCEHUE
OOKYMEHmOo8,  pecucmpayuoHHO-KOHMPOIbHAL — KAPMouKd,  pecucmpayus  OOKYyMeHma,
MEXHON02UHECKAs CXeMA OBUNCEHUSI OOKYMEHNO8, IKCNeOUyus.

3aoanue ons camocmosmenvHol pabomol.

1. HU3yuums kamezopuanbHulii annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3.Iloemopums 6onpoc: opeanusayus OOKymeHmoobopoma. bvimb comoevim K 00cysHcoenuro
9M020 80NPOCA 8 X00e NeKYUU.

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

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue Oannoti memvl He0OX00UMO HAYAMb C U3VHEHUS POIAU  UHDOPMAYUOHHO
CNPABoOYHOU pabomvl CIYHCObL 0EIONPOU3BOOCNEA OPAHUIAYULU.

Ilpu smom cnedyem obpamumv 6HUMAHUE HA 6UObL, SMANLL  Pa3paboOmKu, pazoenvl
HomeHKaamypbvl 0ell. Takoce HeoOX0OUMO YACHUMb, KAK OCYWEeCMBNSAemcs meKyuee XpaHeHue
OOKYMEHMO8 U UX UCNONb308AHUE.

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

Kpome moco, credyem oxapaxmepuzosams 3Kcnepmusy YeHHOCMU OOKYMEHmMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee pe3YIbmamos, pabomy 3KCHepmHOL KOMUCCUU.

Takowce cnedyem 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 U320MOGIEeHUI0, YUemy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 00120cpounoe xparenue 00KyMeHmo8, 00CMyn K 00KyMeHmam,
KOHMPOb O0elcmeuil, KOHMpOIb MECMONONIONCEeHUsI OOKYMEHMA, HOMEHKIAmypa oOel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKyujee XpaneHue 00KyMeHmos, Mmunogds HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAmypa Oell, VHUUMOoMiCeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanudenus 00Cmyna Kk OOKyMeHmy, 3aujuieHHbulll OOKYMeHmoobopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULIEHHbIN WNUOHAMNC, VZPO3bl
OOKYMEeHmMam, YeHHas UHGOpMAayus.

3aoanue ons camocmosmenvHol pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumwcsi Kk cemunapy.

4.Iloemopums 80npocC: dKCnepmu3a YeHHocmu 0oKymenmos. bvimb comoevim Kk 0OCysicOeHuto
9MO20 BONPOCA 6 X00€ JeKYUU.

Ilpumepnan memamuxka KOHmMPOLHLIX padom.

3nauenue denonpoussoocmea 6 ¢hghexmusHom ynpagieHuu opeanuzayuel.

Cmpykmypa u ocobennocmu pabomul ciysxcovt [JOY 6 paziuyHvix opeaHu3ayusx.
Cosepemennas nopmamueHo-npasosas 6aza 0oKymenmuposanus 6 PP.

OcHosHbie 00KYyMeHnmbl YNpasieHus U mpebdo8anus K ux opopmieHuio.

Kaoposvie doxymenmor u mpebosanus Kk ux ogpopmienuio.

Ocobennocmu cocmagnienusi nucem (0en0gvle NUCbMA HA PYCCKOM U UHOCHMPAHHBIX
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AZBIKAX, INEKMPOHHBLE NUCOMA,).

7. Opeanuzayus pabomvi ¢ 0OKyMeHmamu ¢ npumeneruem cospemeHuuix 1T,

8. Ocobennocmu pabomoi ¢ apxusuvimu dokymenmamu. Co30anue’INeKmpoHHbIXAPXUBOS.

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-pacnopsaoumenvhsvie OOKYMEeHMbl, UX COCMABIeHUe U Opopmaerue

17. Texywee xpanenue oex.

18. Ilepeoaua doxymenmos Ha apxueHoe Xpaneuue.

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

a) HHaHpreMLIe pe3yJbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CpeaACTBA AJIsl IPOBECACHUSA l'[pOMC)KyTO‘lHOﬁ arrecranuum:

CrpyKTypHBII
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

OIIK — 4 —cnoco0HOCTBHIO OCYILIECTBJSITH /1€JI0BOE O0lIeHHe M MYyOJHYHbIe BBICTYIICHHSI, BECTH MEpPeroBOpPbl, COBEIIAHHUS, OCYILIECTBJATH
JAeJ0BYIO MePeNuCKY M NOJ/IePKUBATH YJIeKTPOHHbIe KOMMYHUKAIMH.

3HaTe

— OCHOBHBIC

— OCHOBHBIC

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

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

CHoco0bl u cpeacTBa
WH(OPMAIIMOHHOTO BO3JICHCTBHS
OCHOBHBIE MIOHSATHUS u
COBpPEMEHHBIE TIPUHITUITBI
paboTsl c pi (3 (0):10)5%
uHpopMalueil, a TaKkkKe HMETh
MIPEJICTaBICHHE 0
KOPITOPATHBHBIX

UHOOPMAIIMOHHBIX CHUCTEMaxX U
0a3ax JaHHBIX
HPUHIIATIB]

TeopeTnueckre BOIIPOCHI:

1.

2
3.
4.
5

o

9.

10.

11.
12.
13.
14.

15.

16.
17.

Uro Takoe JOKYMEHT, C KaKO! IEIbI0 OH MOXET CO34aBaThCs?

KakoBbI 0COOCHHOCTH JICIOBOTO OOIIECHUS M IMyOTHMYHBIX BBICTYTUICHUH?

KakoBbI OCHOBHBIE PU3HAKYU KIacCU(PHUKAIIMKA JOKYMEHTOB?

Yrto moHUMAaeTcs Mo JOKYMEHTAIIMOHHBIM 00€CIIEYeHUEM YIIPABICHUS ?

B uem cyth cranpmaptuszanuu U yHuuKanuu nokymeHntoB? Kakue pazpabarbiBarorcs
CTaHIapThI?

Yem otnuuaercs opopmileHHEe PEeKBU3UTOB 00IIero O6JaHKa oT O1aHKa nucbMa?

KakoBbI OCHOBHBIE pEKBU3UTHI, HCIOJIB3yeMbIe i O(GOpPMIICHHS TpUKaza |
pacopsiKEeHHUS.

Kakue ¢opmbl MPOTOKOIOB MOKHO HCIIOJIb30BaTh B YIPABICHUYECKOH NEATENbHOCTH, B
YeM UX oTiinyue?

VYkaxxute 0OCHOBHBIE TpeOOBaHUS K OPOPMIIEHUIO AETIOBOIO MUChMA.

Kakue KommieKchl JOKYMEHTAallMW BKJIIOYaeT B ceOs KajapoBas HH(POPMAIIMOHHO-
JIOKyMEHTAI[MOHHAs cUcTemMa?

B yem ocobenHocTH 0(hopMIIEHHS TPUKA30B 10 JMYHOMY COCTaBy?

Uto moHMMAETCs MO/l OpraHu3aIfeil T0KyMmeHToo0opoTa?

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

C kako#l 1enplo pa3pabarbIBarOTCs MHCTPYKIUHU IO JIEIOMPOU3BOACTBY, YTO B HHX
HEOOXO0IUMO MPETYCMOTPEThH?

VYKaXuTe TEXHOJIOTMYECKYI0 IOCJIEIOBATEIbHOCTh JTAaroB pPabOThl C BXOASIIUMU
JOKYMEHTaMH.

KakoBa nocrienoBareiabHOCTh onepauil npu padote ¢ BHYyTPEHHUMH TOKyMEHTaMu?

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




CTpyKTypHBII
DJIEMEHT

[Tnanupyemsble pe3ynbTaThl

OneHouHble CpeCTBa

KOMIETEHINH 0byuenus
OpraHu3aIy JIEJIONPOU3BOCTBA coOmonare TpeOoBaHUs?
U JIOKYMEHTOO0OpOTa B OpraHax 18.Yto Takoe HOMEHKIArypa Jel, C KakOi [eJbl0 pa3padarhIBAIOTCS THIIOBHIC
rocy1apCTBEHHOU u HOMEHKJIATyphl Aen?
MYHUIUTIAJIBLHOM BIACTH 19. Kakyro nH(pOpMAIIHIO COACP)KUT HOMEHKIIATypa e’
pasIuuHbIE CTpaTeruu 20. Yto nmoHMMaeTcs MoJ1 IKCIEPTU30il LICHHOCTH TOKyMeHTa?
peACTaBICHUS pEe3yIbTaTOB 21. Kakue KpuTepuu UCIIOIB3YIOTCS MPH OI[CHKE JOKYMEHTOB?
CBOCH pabOTBHl ISl  JAPYTHUX 22. Kak ocyuecTBisieTcs mpueM-Tepeaada e B apXus?
CHELUAJINCTOB. 23. Yro Takoe KOHPUACHIIHATBHBIA JOKYMEHT?
24.Kakye OCHOBHBIE YIpo3bl BO3HHKAIOT Mpu pabore ¢ KOHGUACHIHUATHLHBIMU
JIOKyMEHTaMu?
25. YVkaxuTe OCOOCHHOCTHM BEIEHHUS JIEJONPOU3BOJACTBA, OOECMEUMBAIONIETO YYEeT U
COXPaHHOCTh KOH(QUICHIIMATHLHOU HH()OPMAITUU U JOKyMEHTOB.
26.Yto moHMMaeTcsa MOJ 3aIIMIIEHHBIM JOKYMEHTOOOOPOTOM, 32 CUYET YEero MOXET OBbITh
o0ecniedeHa 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
CTPOHTBH YCTHYIO M NHCHMEHHYIO
peub

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

1. ®opmymsap — ato:

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

0) oco00 BbIJIENaHHAs KOXa JKUBOTHBIX, MPUMEHSBIIAACA B KaueCTBE OCHOBHOIO MaTepHala
JUIs TIChbMa B JIpeBHEPYCCKOM TOCYIapCTBE;
B)  CaMOCTOSITENIbHOE  MOJpa3JiesieHue,
NesITeTbHOCTD;

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

2. YcTaHOBJIEHUE €IMHO00pa3us cocTaBa U (hOpM yIpaBIeHYECKUX JOKYMEHTOB, CO3/JaBaeMbIX
MIPH PEIICHUN OJJHOTHITHBIX YIPAaBICHUECKUX (DYHKITHIA:

a) yHU(pUKAIUS;

0) cepruduxanms;

B) KOJUPOBAHHE;

') JOKyMEHTHUPOBAHUE.

OCYHICCTBJIAOUICEC ACJIOIPOU3BOJACTBCHHYHO
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBa

MUCbMEHHOW M YCTHOM peuu,
cO37aBaTh  pa3jIMYHbIE  THUIIbI
TEKCTOB yCTHOHM, NHCbMEHHOM,
BUPTYaJIbHOM WM  CMELIaHHOW
KOMMYHHMKAallUM Ha  PYCCKOM
A3bIKE B PA3JIMYHBIX JKaHpax
YIPaBIECHYECKONH KOMMYHUKALUU
(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,
OCYIIECTBISIEMOTO B TMOpPSAKE, YCTAaHABIMBAEMOM OpraHaMH TOCYJapCTBEHHOM BIAcCTH,
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 OPTTEXHUKU

5. 3HayeHHe JOKYMEHTAIMOHHOTO 00eCIeYeH s YIPaBICHUS OIpeIeseTCs:

a) KOMMYHHKaIUsIMU;

0) uneHtudukanuei;

B) QuKcanuen;

I') CyaeOHBIM pa30upaTenbCTBOM.

6. B mpaBoM BepXHEM YTy JOKYMEHTOB PACIIOJIaralOTCs CIEAYIONINE PEKBU3UTHI: a)
rpu¢ 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 HAJTMYHMH MIPUIIOKEHHUS,

B) OTMeTKa 00 UCIIOIIHUTEIIE;

I') KOJ] OpraHu3aluu.

8. B mpaBoM HIKHEM YTJIy pPacloiaraloTcsi pEeKBU3HTHI:

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

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBa

0) ko1l (hOPMBI TOKYMEHTA;

B) WICHTU(DUKAIIMOHHBIN HOMep Haororiarensinuka (MHH);
r) rpud orpaHMYeHUs JOCTYMA K TOKYMEHTY.

9. B 1eBOM HIMKHEM YTITy PaCIONIaratOTCsl PEKBU3UTHI:
a) KOJ MPUYMHBI IOCTAHOBKHU Ha YYET;

0) OTTHUCK II€YaTH;

B) BU3HI,

') OTMETKa 00 UCIIOJTHHTEIE.

10. K B3auMOHMCKITIOUAIOIIUM PEKBU3UTAM OTHOCSTCS:

a) sM0JsieMa opraHu3aliy U rocy1apcTBeHHblil repd Pd;
0) Ko opranuzanuu 1 ko1 (OpMbI IOKYMEHTA;

B) PETUCTPALIMOHHBIN HOMEpP TOKYMEHTA U CChUIKA Ha PErHCTPAaLlMOHHBIN HOMED U

AaTy JOKYMCHTA,

r) rpu¢ yrBepxkaeHus W medathb.ll. Ecnm opraHuzamusi moaBeIOMCTBEHHA OJHOBPEMEHHO

HECKOJIBKUM OpraHam
VIPAaBIICHUS, TO B Pa3HBIX CHUTYAIIHSIX YKa3bIBACTCSI:

a) HETIOCPEJCTBEHHO BBIIIECTOSIIIAs OPTaHU3AIHS;

0) camas rjaBHas BBILLIECTOSIAS OPraHU3aIIMS;

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') TPOBEJICHUS 3aCeAaHMsI, HA KOTOPOM IPHHSITO PEIICHHE.
13. JlaTel B JOKyMEHTaX MOTYT OBITH O(DOPMIICHBI:

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
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBa

14. Kakue peKBU3UTHI JOKYMEHTOB MUIIYTCS, KaK IPABHIIO, 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 mpuiararTcs» B)
r) «[letpoB M.K. 924-76-40» T")
16. PEeKBU3UT «IIOAMKICHY HA Pa3HBIX JTOKYMEHTAX BKIIOYAET:

a) TMYHYIO POCIHCH aBTOPA JJOKYMEHTA;

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

B) YKa3aHHE OJDKHOCTH, JINYHYIO POCIIUCH PYKOBOAUTEINS U €€ Pacin(poBKy;

T') yKa3aHue JOKHOCTH, HAMMEHOBAHHE OpPraHU3alluu, THYHYIO0 POCIUCH PYKOBOIUTES,
ee pacmudpoBKy.

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, KoTOpoe 0003Ha4aeT HOBOE MOHATHE, YIIOTPeOIsieMOe B TOKYMEHTaX, —

9TO:

a) ab0OpeBuaTypa;

0) CHHOHUM,;

B) HEOJIOTU3M;

I) apXau3M.

3. OtbGepute npUHIHT OPHUITMATBHO-IETOBOTO CTHIISA JOKYMEHTAIUH

a) MPeJIOCTABJICHUS MAaKCUMAaJIbHO BO3MOKHON MH(POpMAITNH;
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OneHouHble CpeCTBa

0) IpUMEHEHHUE CIIOB «MBI BBITTOTHUMY, «SI CIICIIAI0»;

B) OTPAaHUYEHHOCTh B IPUMEHEHUH S3BIKOBBIX CPE/ICTB;

I') IPUMEHEHHUE Y€TKUX OTBETOB «J1ay, KHET.

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

0) CHHOHUM;

B) HEOJIOTH3M;

I') IaPOHUM.

5. Uto He OTHOCHUTCS K OQUIHATILHO-IEI0BOMY CTHIIIO JIOKyMEHTA:

a) aIPECHOCTh UH(OPMAITHH;

0) TeMaTHUYeCKasi OrPaHUYCHHOCTh B IPUMEHEHHUH SI3BIKOBBIX CPEJICTB;
B) IIPEOCTaBIICHNE MAKCUMAIILHO BO3MOYKHOM MH(OPMAIINK;

) yHUQHUKaIUs JOKYMEHTA.

6. K mpaBuiiam JeJ10BOT0 3TUKETa OTHOCSTCS:

a) HETOPOILUIUBOCTD C OTBETOM;

0) O;arogapHOCTh 3a OTBET WUJIU JCHCTBUE;

B) OOCTOSITENTLHOE U3II0KEHUE TOKYMEHTA,

I) YMEHHE CIyllaTh JAPYrux JroAei.7. B kKakoM JOKyMEHTEe HCIOJIb3YIOTCA CIIOBA «...

IPOTHBHOM ciy4yae Bam Oynyt

MpeIbsIBIICHBI IITPa(HBIE CAHKIIMI» B KAYECTBE S3BIKOBOM (POPMYIIBI, KaK pe3ybTara
YHU(UKALUH SI3BIKOBBIX CPE/ICTB!

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 3aMCHUTCIICM TCPMHHA U UX NNPUMCHCHHC B

JTOKYMEHTaX 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 (1e4TeIpHOCTh OpraHu3aliii) cpesia 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 () (HEKTUBHOCTD AEATEIHHOCTH OPTaHU3AIHH;

0) cobmroaTh TpeOOBaHUS 3aKOHOIATENILCTBA U PETYIUPYIOLIEH Cpelbl;

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

I') COXpaHATh NaMsTh OpraHu3alMM, MHAMBHAA U oOmecTBa.l2. K mpuHumnam paspaboTku
MpOTrpamMM YIPaBJICHUS TOKyMEHTAMHA OTHOCHUTCSI:

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

0) ompeenieHre MpaBUil CO3aHUsI METaJaHHBIX O IOKYMEHTaX;

B) obecrieueHne XpaHeHus JOKyMEHTOB B 0€30MacHO 1 3alMIIeHHOM cpefe;

I') ONpe/iesIeHne BO3MOKHOCTEH MOBBIILIEHUS 3PPEKTUBHOCTH pabOThl OpraHU3auu

B pPe3yJbTaTe KAYE€CTBEHHOTO YIPaBJIEHUS IOKYMEHTaMHU.

13. PacnipeienieHre OTBETCTBEHHOCTH 32 JIOKyMEHTAIlMOHHOE 00ecrieueHIe yIpaBIeHUs
MperoaaraeT OTBETCTBEHHOCTh:

a) BCEX COTPYAHHUKOB OpPTaHU3aINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHU3aINH 32 ;

T) cekperapen 3a .
14. Ecnu JOKyMEHT SIBJIsIeTCS TeM, 4eM JOJDKEH OBITh; CO3/IaH MJIM OTIPABJIEH JIHIOM,
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YIIOJIHOMOYEHHBIM Ha 3TO, @ TaKK€ B TO BPEMs, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO
O3HaYaer ero:

a) JOCTOBEPHOCTb,

0) LIEJIOCTHOCTb,

B) AyTEHTUYHOCTb;

T') IPUTOAHOCTb IS UCTIOIb30BaHUSI.

15. Crparerust BHeApeHHsI JOKYMEHTHBIX CUCTEM IIpelyCMaTpUBaeT:

a) IPOCKTUPOBAHNE JTOKYMEHTHBIX CHCTEM;

0) HOATrOTOBKY COTPYJHHUKOB, Pa0OTAIOIIUX C JOKYMEHTaMH;

B) COOTBETCTBHUE JOKYMEHTOB PEryJIUPYIONICH cpefie;

I') KOHBEpPTAILUIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CUCTEMBI, (hOpMAaThI.

16. CrtocoGHOCTh JOKYMEHTHOW CUCTEMBI JJIUTENBHO U MPABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBUU C TPeOYEMbIMH MPOLIEAYPAMHU O3HAYAET €€:

a) HaJIe)KHOCTh;

0) >3bdexTUBHOCTS;

B) IIEJIOCTHOCTb;

I') KOMIUIEKCHOCTb.

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

0) 7¢d(heKTUBHOCTH;

B) IIEJIOCTHOCTb;

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

a) aHaJIM3 JETIOBOH NI TETFHOCTH OpraHU3aIlny;

0) OLIEHKY CYIIECTBYIOIINX JIOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OIIEHKY, KOPPEKTUPYIOIINE IEHCTBHS;

I') IpeKpalieHe MPUMEHEHNS JOKYMEHTHBIX CUCTEM.

19. O6bexkTaMu yHU(PUKAIIMN U CTAaHAAPTU3ALMHU B YIIPABICHYECKON €S TEIbHOCTH
SIBJISTFOTCSI:
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KOMIIETCHIIMH obyuenus
a) TepMUHBI, UCIIOJIb3YyEMbIE ITPU PabOTeE C ylpaBieHYeCKO HHpOopMaIei;
0) opraHu3aMOHHBIC CTPYKTYPBI OPTaHU3AUH, yUPEKACHUN U IPEIIPUATHIA;
B) yIpaBJICHUECKUE (YHKIIUH;
I') yIpaBieHYeCKasi TOKYMEHTALIHS.
Bianers - CIIOCOOHOCTBIO  OCyHIeCTBIATH | [IpakTueckue 3aganusi:

nenoBoe oOIIeHne U MyOIUYHBIC
BBICTYIUICHHSI, BECTH IEPETOBOPHI,

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

Kpoccropn 1.

[lo ropuzontanmu: 1) 3anuce WHGOPMAIMK HA Pa3IMYHBIX HOCHTESX IO YCTAHOBJICHHBIM
IpaBuUjaM; 2) YCTAHOBJICHHME KOJMYECTBA M COCTaBa JOKYMEHTOB B €IMHULAX YydeTa M
(buKcaiys MPUHAUICKHOCTH KaKION €AMHUIBI yUeTa K ONpeIeICHHOMY KOMIUIEKCY 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 LEHTPAIN30BAaHHOIO y4eTa JOKYMEHTOB; 4) mepedeHb OQUIMaIbHbBIX
HAaMCHOBAHMI XPAHSALIMXCS, BBIOBIBIIMX W IIOCTYMAIONUX ApXHUBHBIX (DOHIOB B TOPSIKE
BO3PACTaHMsI IPUCBOECHHBIX UM HOMEPOB; 5) MpeTyCMOTPEHHbIE HOPMATUBHBIMU JOKYMEHTaMHU
YCIJIOBUSI MCIIOJIb30BaHMsI apXUBHBIX U KOH(QHUACHLUUAIBHBIX JOKYMEHTOB; 6) M(ppoBOE H/WiIN
OyKBEeHHO-IIU(PpoBoe 0003HAUCHHE JIe]la B HOMEHKJIAType /1€ OpraHu3aluy, HAHOCUMOE Ha €ro
00J10%kKy; 7) CBOWCTBa JOKYMEHTa, OOyCIaBIMBAIOIIME €ro KyJIbTypHOE, HAay4dHOe M T.II.
3Ha4YeHue; §) BOCCTAHOBJICHHE MEPBOHAYAIBHBIX WIN OMU3KUX K MEpBOHAYAIBHBIM CBOMCTB U
BHEIIHUX INPHU3HAKOB ApPXHMBHOTO JIOKYMEHTA, TOJBEPIIIErocs MOBPEXKIEHUIO WU
paspymieHuto; 9) CpeacTBO THUPaXHpPOBAHUSA JOKyMEHTOB; 10) yd4eTHBI JOKYMEHT,
coJieprKalliil mepeyeHb JOKYMEHTOB JIella C YKa3aHHUEeM MOPSAKOBBIX HOMEPOB IOKYMEHTOB, UX
MH/IEKCOB, Ha3BaHWi, 1aT, HOMEpoB JHucTOB; 11) mpuMeHeHue MHQOpPMAIMM JTOKYMEHTOB B
KYyJIbTYPHBIX, HAYUHBIX U T.II. LEJSIX, a TaKXKe Ui 00ecrieyeHus] 3aKOHHBIX MpaB U UHTEPECOB
rpaxnad; 12) cnpaBoYyHUK, B KOTOpOM HHGOpMalus O JOKYMEHTax paclojiokeHa B
COOTBETCTBMM C BBIOpaHHOM cxeMoil kiaccudukamuu; 13) JTOKyMEHT, MOJHOCTbHIO
BOCTIPOM3BOAIIMI MH(POPMAINIO MOIJIMHHOTO JOKYMEHTa U BCE €ro BHEUIHME MPU3HAKU WIIN
4yacTh WX, HO HE MMEIOUINI IOpUIuvecKoi cuibl; 14) n3MeHeHne NepBOHAYAIbHBIX (U3HUKO-
XMMHUYECKHX CBOWCTB JOKYMEHTA MO BO3/JEHCTBHEM BHEIIHUX M BHYTPEHHHX (akTopos; 15)
MEPBBIA MM EIMHUYHBIA 3K3eMIULp O(UUMAIBHOIO JOKYMEHTa; 16) IOpHIHYECKOe WU
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¢busznueckoe U0, B JEATEIBHOCTH KOTOPOTro oOpasyercss AOKYMEHTalbHbIH ¢oum; 17)
CPElICTBO XpaHEHUS JOKYMEHTOB.
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[lo Beptukamu: 1) nBHU)KEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTa MX CO3JaHUS WIIU
MIOJIyYEHUSI 10 3aBEpIICHMsI MCIIOJIHEHUS WIM OTHpaBiieHus; 18) 3amuch y4ETHBIX JaHHBIX O
JIOKYMEHTE TI0 yCTaHOBIIEHHOW (hopme, dukcupyromas (GpakT ero co3aaHusi, OTIPABICHUS WU
nosryyeHus; 19) JOKyMEHT WM COBOKYIMHOCTh JIOKYMEHTOB, OTHOCSIIIUXCSI K OJTHOMY BOIPOCY
WM YYacTKy JESTEIbHOCTH U TOMEIICHHBIX B OT/ACNIbHYI0 00J0XKYy; 20) opraHuzaius Wid
CTPYKTYpHOE NOJpa3JelICHNE, OCYLIECTBIIAIOIIEE MIUTEIBHOE WM IOCTOSHHOE XpaHEHUE
OKOHUYEHHBIX JJOKYMEHTOB C LIEJbI0 UX MCIOJB30BaHUs; 21) cpeAcTBO KacCOBON OpPrTEXHUKH;
22) KOIUS YacTHU TEKCTa JOKYMEHTa, 0()OpMIIEHHas! B YCTaHOBJIEHHOM MOpsZIKe; 23) CpeicTBO
M3TOTOBJIEHUS] U300pa3UTENbHBIX JOKYMEHTOB; 24) crenuaibHO 00OpYyIOBAaHHOE MOMEIIEHUE
JUIl XpaHEHUs! apXMBHBIX JIOKYMEHTOB; 25) MOBTOPHBIA 3K3EMIUISAP MOJUIMHHUKA JIOKYMEHTA,
MMEIOIUN IOpUAMYECKYI0 CUIy; 26) ¢Qu3nmyeckoe WM IOPUAMYECKOE JIMIIO, CO3/aBIlee
JOKYMEHT; 27) oQHUIHMaIbHBIA JOKYMEHT, MMEIOIIUN IOPUINYECKYI0 CHIIy U COJepKalluit
nH(OpMaIIHIO 0 MIpeIMETE 3ampoca, ¢ yKa3aHHEeM MOMCKOBBIX JaHHBIX JJOKYMEHTOB; 28) oTOop
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JOKYMEHTOB Ha XpaHEHHUE WM K YHUYTOKEHHIO, a TAaK)KE YCTAaHOBJIEHUE CPOKOB MX XPaHEHUS
Ha OCHOBE MPUHSITHIX KPUTEPHUEB.
Kpoccsopn 2.

N N N 2 N oy BT

11

4 | L e | [ |

s LT[ 1 ]

ITo ropuzoHTanu: 1) HOPMATUBHBINA TOKYMEHT, COAEPKAIINN CUCTEMAaTU3UPOBAaHHbII NIepedyeHb
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 PELIEHUH OJHOTHUIHBIX YyIpaBieHUeCKUuX (QyHKUuUM; 5) mHpopMmanus, (pUKCHpOBaHHAs 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 XOJA€ HX KiIacCHU(UKAIUU; 7) MEXKIyHAPOAHBIM TOTOBOpP IO
ONpeNIeJIeHHOMY ~ BONpOCY; 8)  OpraHusanus WM CTPYKTYpHOE  IOApas3fesieHHe,
OCYILIECTBIISIONIEE JOITOBPEMEHHOE WM MMOCTOSSHHOE XPaHeHHE OKOHYEHHBIX JIeNT; 9) BHECEHHE
JOJDKHOCTHBIM  JIMIIOM B O(QUIMATbHBIE JOKYMEHTHI 3aBEJAOMO JIOKHBIX CBEICHUH WIN
WCIIPaBIIEHUH, NCKAXKAIOUINX UX JeHCTBUTENbHOE cojeprkaHue; 10) CHHOHUM ClIOBa JIOTOBOP;
11) NOKyMEHT, TOATBEPXKAAOIIMNA COOTBETCTBUE NPOAYKIMH, IPOLECCOB M  YCIYr
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YCTaAaHOBJICHHBIM Tpe6OBaHI/IﬂM.
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0) Ilopsanox mnpoBeaeHMs TMPOMEKYTOYHOHM aTTeCTALMH, MOKA3aTeJH M KPHTEPHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepircanue NyHKma:

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

3awuma npakxmuueckux pabom nposOOUMCs — HENOCPEOCMBEHHO HA NPAKMUYECKUX
3AHAMUSIX.

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE o0ecriedeHre TUCIUTLTMHBI

a) OcHoBHas nuTepaTtypa

a) OcHoBHas JIMTepaTypa:
1. 1. ITanacenko, 0. A. JIokyMeHTHpOBaHHUE yIPABICHYECKON AEATEIHLHOCTH: Y4eOHOe Tocodue
/ 1O.A. TTanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yueOHOe nocooue). - ISBN 5-
369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : osmekrponHsii. - URL:
https://znanium.com/read?id=309085 (xara obpamenus: 15.12.2019)

0) lonoJiHUTeILHAS JIUTEPATypa:

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

2. KazakeBuy, T. A. JlokyMeHTaIMOHHOE 0OECTICYCHHE YIPABICHNUS | yIeOHUK U MPAKTHKYM
JUTsL cpenHero mpodeccronanbHoro oopasosanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-¢
U311, uctp. u 1or. — Mocksa : M3natensctBo FOpaiit, 2019. — 177 ¢. —
(ITIpodeccronanbroe oopazopanue). — ISBN 978-5-534-06291-5. — Tekcr : anekTpoHHbI# //
OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/437587 (mara obpamienus: 15.12.2019).

8) MeTtoauueckue ykasaHusa
MeToauueckme yKkasaHusa npuseaeHbl B Npunoxerun 1

r) IIporpammHoe oGecriedyenne u MHTEpHET-pecypebl:
IIporpammHoe obecnieyenue

Haumenosanue [10 Ne norosopa Cpoxk aeicTBus JIUIIEH3UN
MS Windows 7

Professional (mns  [A-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)

MS Off_lce 2007 Ne 13501 17.09.2007 06eccpodHo
Professional

MS Windows 7

Professional(mns  |[1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)

7Zip cB00OOAHO pacrpocTpansemoe 110 OECCPOUHO
FAR Manager cB0OOTHO pacmpocTtpansemoe [10 0eccpovHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHGOPMALIMOHHbIE CIIPABOYHbIE CUCTEMbI

HasBanue xypca | CchlUIKa



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

Information Services, OO0 «MIBUC»

[Touckoras cucrema Axkanemus Google (Google Scholar)

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

HNudpopmannonnas cucrema - EauHOe OKHO JocTymna K
nHGOPMAIMOHHBIM PeEcypcam

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

Hammonanpuas nHGOPMAIMOHHO-aHATU TUIECKAsT
cucrema — Poccuiickuii MHJEKC HAy4YHOTO [IUTUPOBAHUS
(PHHII)

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

®denepasibHOE rocy/apCTBEHHOE Oro/IKEeTHOE
yupexaeHue «DenepanbHblii HHCTUTYT MPOMBIIUICHHON
CcOOCTBEHHOCTH)

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

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUIIMHBI (MOYJIs1)

MaTepI/IaJ'IBHO-TeXHI/ILICCKOC obecreyeHne JUCHUITIIIMHBI BKIIFOYAaCT:

Tun u Ha3BaHUE ayJUTOPUH

OcHallleHue ayuTopun

Y4eOHble ayIUTOPUH AJIs
MPOBEICHUS 3aHATUH JIEKIIMOHHOTO
THIIA

MynpTuMEIUIHBIE CPEACTBA XPAHEHNUS, IIEpeJadul 1
npecTaBIeHNus HHPOPMALINH.

Y4eOHbIe ayAUTOPUH IS
IIPOBEJCHUS MPAKTUYECKUX
3aHATUH, TPYIIIOBBIX U
VHIVBUYAJIbHBIX KOHCYJIbTALUM,
TEKYIEro KOHTPOJIS U
IIPOMEXKYTOUHOM aTTECTALMH

MynbTUMeEIMITHBIE CPEACTBA XPAHEHHUS, IIepeadul U
npecTaBiIeHNus HHPOPMALIUY.

KoMIutekc TecToBbIX 3ajaHUM 1)1 IPOBEACHUS
IPOMEKYTOUHBIX U PYOEIKHBIX KOHTPOJIEH.

IToMmemeHus 11 CaMOCTOSITEILHOU
paboThl: 00yUJaIOIINXCS

[Tepconanbubie KoMITBIOTEPHI ¢ TakeTom MSOffice,
BBIX0JIOM B IHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO
nH(pOPMaAIIMOHHO-00Pa30BaATEIBHYIO CPE/ly YHUBEPCUTETA

[Tomemenus Ui XpaHEeHHUs U
pOoUIAKTUIECKOTO
00CITy’)KUBaHUs y4eOHOT O
000pyTI0BaHUS

[Hkads! a5 XpaHeHus: yueOHO-METOANUECKON
JIOKYMEHTAIUH, Y9eOHOTO 000PY/I0BaHMS H YIeOHO-
HaTJISIAHBIX ITOCOOMH.

33




IIpniaoxenne 1
Tpe6oBanus k 0popMIIeHHI0O KOHTPOJIbHOM PadoThI:

1. PabGora BBINONHSETCS MEYATHBIM CIIOCOOOM C HCIOIB30BAaHMEM KOMIIBIOTEpA U
MIPUHTEPA HAa OAHOM CTOpOHE JucTa popmara A4 yepes nmoartopa (1,5) uarepBana. Tun mpudra —
Times New Roman, 1Bet mpudra — yepHbIid, Kerib (pa3mep) mpudra — 12 unu 14. B pabote He
JIOITYCKaeTCs UCIOIb30BaHUE IIPU(PTA PA3HBIX TAPHUTYD.

2. AG3a1pl B TEKCTE) ClIeAyeT HaUyMHATh C OTCTYIA, paBHOTO 1,25 MM, BEIpaBHUBAHHE T10
HIUPUHE.

3. Ha3Banus pa3zienoB W MOJPA3/AeiOB BBLICISAIOTCA JKUPHBIM mpudrom. Hazpanue
pasziena pacrojaraercs ocepeHe CTPOKH, a Imoapaszesna — oT ab3amna.b

4. CIIiuCOK HCITOJIb30BaHHBIX HCTOUYHHUKOB U JIATEPATYPHhI II€YATACTCA YEPE3 1,5 HHTEpBAJa,
KaXJ0€ Ha3BaHUC HAYHMHACTCA C 3633113.

5. CtpaHulbl UMEIOT CIIEAYIOIIKE NOJIA: JeBoe 25 MM, paBoe - 10 MM, BepxHEe U HUKHEE
- 20 mm.

6. Ctpykrypa paboThI:

- TuTynbHBIN JIUCT.

- ConepxaHue.

- Beenenue.

- TekcT paboThI (T11aBHI).

- 3aKJIr04YeHHUE.

- CIIMCOK MUCTOYHHMKOB U JINTEPATYPHI.

- [Ipunoxenus

Bce cTpyKkTypHBI€ 371€MEeHTHI pabOThl HAYUHAIOTCS C HOBOTO JIMCTA.

7. 3aroJoBKM pacHojiaraloTcs IOCEPEAMHE CTPAaHULBI W YKa3bIBAIOTCS IPONHCHBIMH
OykBamu Oe3 KaBBIYEK M TOYKM B KOHIIE, BBIIEISIOTCS MOMYKUpPHbIM IpudTom. IlepeHocuts
CIOBa B 3arojOBKE HE JOINYCKAeTCs. 3aroJIOBKH OIJIABIEHMUS JOJDKHBI TOYHO IOBTOPSTH
3aroJIOBKH B TEKCTE.

8. MmrocTpanuu, UCMONb3yeMble B TEKCTE pabOThI, pa3MEIAlOTCs MOCe MEPBOM CChUIKH
Ha HUX M CONpPOBOXKJAIOTCA cioBamu «PucyHok», «Tabmuma», «Cxemay, «['padpuk» u T.1m. Bee
WUTIOCTPAllMM  HYMEpPYIOTCS CKBO3HOM HyMepauuend apaOckumu nudpamMu B HOpSAKe
YIIOMHHAHUS B TEKCTE (U1 KaX/10T0 BUJIAa MIUTIOCTPALIUI CBOSI HyMeparys).

9. IlpunoxeHus: JOJKHBI MMETh TEMaTHUECKHE 3arojIOBKM M HYMEPYIOTCS apaOCKUMHU
nugpamu. [lepeuens nNpuIoKeHU yKka3blBaeTcsl B OTJIaBICHUN.

10. Bece crpanunbl paOoThl, BKIIIOYas MPHIOKEHUS, HyMepyroTcs mo nopsaky. [lepsoi
CTpaHMIIEH CUMTAEeTCs TUTYJIBHBIA JHCT, HA HEM HOMep He craBuTca. Hymepyror apabckumu
nuppamu, ucnonb3dys mpupt Times New Roman, kernp 12, ¢ coOmojieHHEM CKBO3HOMN
HyMepalnuu 1o BceMy TekcTy. HoMmep mpocTtaBiisercs B paBOM BEPXHEM YIUy (BbIpaBHUBaHUE
10 IPaBOBOMY Kparo) 6€3 TOUKH B KOHLIE.

11. Ccbulku HyMEpPYIOTCS B CKBO3HOM TOpsIKE apaOCKkuMu nudpamMu B Mpenenax Kaxaoi
4acTH paboThI (BBECHUS, PA3/IEIOB U 3aKIIIOUCHHUS).
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12. CHocka odopmisieTcs B kKoHIe pasaena (BcraBka — Cepuika — CHocka — KonieBast
CHOCKa, MPUMEHHUTDH KO BCEMY JJOKYMEHTY):

- bes kpacHoit cTpoku (ab3ama).

- Hymepanus: apabckumu mudpamu.

- HlpudT: Times New Roman, 10 kers.

- BolpaBHMBaHUeE 110 MIKUPHUHE.

- OnuHApHBIN HHTEPBAI KaK BHYTPH OJHOW CHOCKH, TaK U MEX]Y TBYMS CHOCKAMHU.
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