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1 eniu ocBOCHUS IMCIHUIIJIMHBI (MOYJIs1)

[lenpro OCBOEHUS TUCLHUILIMHBI «/[OKYMEHTUpPOBAaHUE YIPABICHYECKON AEATEIBHOCTH
SIBJISIETCS. U3yYEHUE TEOPETUYECKUX U IIPAKTUYECKUX OCHOB CO3JaHUs JOKYMEHTOB YIIPABIICHNUS,
rpaMOTHOM 1 3(h(heKTUBHOM OpraHu3aIii COBPEMEHHOTO JICIIONPOU3BOACTBA HA MMPEANIPUATHUAX U
B OpraHu3alusix.

2 MecTo THCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI IPOrpaMmsbl

JucuunnuHa  JIOKyMEHTUPOBAHUE  YIPABJICHUYECKOM  JESITEIBHOCTH  BXOOUT B
BAapUATHUBHYIO YacTh YU€OHOTO TJ1aHa 00pa30BaTEeIbHON IPOTPAMMBI.

Jnst  w3ydeHusT  IUCUMIUIMHBI ~ HEOOXOJMMBI  3HAHUS  (YMEHUA,  BIIQJICHUSA),
chopMUpOBaHHBIC B pe3y/IbTaTe U3yUEHUS AUCITUTUTHH/ IPAKTHK:

Jnst  u3ydeHus  AUCHUIUIMHBI ~ HEOOXOOWUMBI ~ 3HAHUS, YMEHHUS,  BIAJCHUS,
chopmupoBaHHBIE B TIpoliecce OOydeHHs Ha OakajiaBpuare: BIIaJieHHEM O0a30BBIX HAaBBIKOB
MPAKTUYECKOU pabOTHI 10 COOPY peasbHBIX (PAKTUUECKUX MATEPHAIIOB, UX KOMITJIEKCHOM OIICHKE,
aHAIM3y W  CHCTeMaTH3alliM B  YaCTH, KacalolmlehCs  PEelIeHUsIOKYMEHTHPOBAHUS
YIPaBJICHYECKOU JEATETLHOCTH, CIIOCOOHOCTh K aOCTpaKTHOMY MBINIUICHHUIO, aHAJIU3Y, CHHTE3Y,
CIOCOOHOCTBIO TPUHHUMATHh OPTaHU3AIMOHHO-YIPABJICHYECKHUE PEIICHHS, OICHUBATh WX
MOCJIEACTBUSL, HECTH OTBETCTBEHHOCTh 3a WX pEaIN3allii0, TOTOBHOCTh TIOJB30BAThCS
HOPMAaTHBHBEIMH JTOKYMEHTAMM Ha IIPAKTHKE.

3 Komnerenuun o0yuaruierocsi, opMupyemMbie B pe3yJibTaTe 0CBOCHHS

AUCHMILIMHBI (MOAYJISA) U INIAHUPYEMbIe pe3y/ibTaThl 00y4eHHs

B pesynbrate 0ocBOEHUS TUCHMIUIMHBI (MOAYIs) «J{OKyMEHTHpOBaHHE YIpPaBIEHUYECKON
NeATeNbHOCTH» 00yJaroIUiCs JOKEH 001a1aTh CIICAYIOIMMU KOMIIETCHIUSAMU:

CtpyKTypHBIU [Tnanupyemble pe3yabTaThl 00yICHHS
JJIEMEHT
KOMITETEHITHI

OIIK-4  crnocoOHOCTHIO HAXOIUTH OPTaHU3ALIMOHHO-YIIPABICHUECKHE PEIICHUS B
npodeccroHabHOM IeATENIBHOCTH U TOTOBHOCTh HECTH 32 HUX OTBETCTBEHHOCTH

3HaTh OCHOBHBIE COCTABIISIFOIINE U ATAITBI OJATOTOBKU IOKYMEHTAIIUH, TJIaBHBIC
TpeOOBaHUS K BEICHUIO JIOKYMEHTAIIUU

crocoObI A3GHEKTHBHOTO JCIIOBOTO OOIICHHUS, TyOJUYHBIX BHICTYIICHUH,
IIEPErOBOPOB, MTPOBEICHUS COBEIAHHH, AETI0BOI MEPEMUCKH, IETTIOBOTO
OOIICHUS, 3JICKTPOHHOW KOMMYHHKAIIMUA OCHOBBI JISJIOBOTO OOIICHUS
crocoObI ¥ cpeicTBa HH(POPMAIIHOHHOTO BO3/ICHCTBHS

OCHOBHBIC TTOHATHS U COBPEMEHHBIE IPUHIIUITBI paOOTHI C JETOBOM
UHpOpMaIneH, a TaKKe UMETh IPEACTaBICHNE O KOPIOPATUBHBIX
MH(POPMAIMOHHBIX CHCTEMAX M 0a3ax JaHHBIX

OCHOBHBIC PUHIIUITBI OPTaHU3AIUH JICJIOTPONU3BOJICTBA U
JOKYMEHTO00O0pOTa B OpraHax roCyJapCTBEHHON M MyHHIIMITAEHOM
BJIACTH

pa3MyYHbIe CTPATETUH MPEACTABICHUS PE3YIbTATOB CBOEH pabOThI JIs
JPYTUX CIEIMATUCTOB.




YMmeTn

aHAJIN3MPOBATh KOMMYHUKAaTUBHBIE IIPOLIECCH] B OpraHU3allui U
pa3pabaThiBaTh MPEUIOKECHHS 0 MOBBIMICHUIO WX 3()(HEKTUBHOCTH
JIOTUYECKH BEPHO, apTyMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO U
MIMCBMEHHYIO PEYb

I0JIIEP’KUBATH MPO(PECCHOHATBHYI0O KOMMYHHUKAITUIO, OCYIIECTBIIATH
yOJIMYHBIE BBICTYIUICHUS

aQHAJIN3UPOBATH JIOTUYECKYIO CTPYKTYPY U ONPEIEIATh CTENEHb
apryMEeHTHPOBAHHOCTH MMMCbMEHHOM U YCTHOM peuH, co3aBaTh pa3In4HbIE
THUIIBI TEKCTOB YCTHOW, NHCbMEHHOW, BUPTYaJIbHON U CMEIIAHHOMN
KOMMYHMKAIIMU Ha PYCCKOM SI3bIKE B PA3JIMUHBIX JKaHpaX yIpaBJIeHUYECKOM
KOMMYHHMKAIMH (TyOJIMYHBIX BBICTYIUIEHUSX, IEPETOBOPAX, COBELIAHMSIX,
JIEJIOBOI MEPENHCKH )

HMHTErpUpOBaTh B JAESITEIBHOCTD MOIpa3/IeIeHuUs OJIOKEHUS
AQHAIUTUYECKUX JOKJIAJIOB, OTYETOB U IPYTUX UHPOPMALMOHHBIX
MaTepHuasoB.

Bnazets

KOMMYHHMKAI[MOHHBIMU HaBbIKAMU
HaBbIKaMU COCTAaBJICHUS, yueTa, XpaHEHHUsI, 3alllUThl, TIepeaun CIyKeOHOI
JOKYMEHTAIlMU B COOTBETCTBHUU C TPEOOBaHUSIMH TIOKyMEHTOOOOpOTa
HaBbIKaMU cbopa, 00paboTku HHGOPMALIUU U TOKYMEHTAllMOHHOM
o0ecreyeHny rocyIapCTBEeHHBIX OPTaHOB BJIAacTH, OPraHOB BJIACTH
cyobexToB PD, opranoB MCY u opranusanuii makeroM o(pHucHbIX
porpamm Juis paboTsl ¢ 1e10BOH HHPOpMaLKel U OCHOBAMH CETEBBIX
TEXHOJIOT U

METOJJaMH BEJICHUs TIEPETOBOPOB

HaBBIKOM (POPMYJIMPOBAHUSA 1I€JIeH U 33/1a4 K MyOIMYHOMY BBICTYIICHHIO
HaBbIKAMM OTCTaNBaHMs CBOEH MO3UIUH B IPO(PECCHOHATBHOM Cpeje,
HaXO0XJICHUs KOMIPOMUCCHBIX U QJIbTEPHATUBHBIX PELICHUN

METOJJAMU OpTraHu3ay 3PPEKTUBHBIX AETOBBIX KOMMYHUKALIUI

ITK-14 criocoOHOCTBIO OCYIIECTBIATH TOKYMEHTUPOBAHUE XO3SMCTBEHHBIX OIEpaIiuii,
MIPOBOJUTH YUET JACHEXKHBIX CPEJCTB, pa3padbaTbiBaTh pabOUUil IUIAH CYETOB OYXTaJITEPCKOTO
ydeTa opranusaiuu 4 (opMHUpPOBATh HA €r0 OCHOBE OyXTalNTepCKUe MPOBOIKU

3HaThb

OCHOBHBIE MpaBujIa JOKYMEHTUPOBAHUS XO3SHCTBEHHBIX ONIEpaliuit
OCHOBHBIE COCTABJIAIOIINE U ATAMbI OATOTOBKU X035HCTBEHHBIX U
OyXraiTepcKux JTOKYMEHTOB, TpPeOOBaHHU K BEJCHUIO JTOKyMEHTAI[UU
BUJIbI OyXTalnTepCKOM JOKYMEHTAlUU, BUIIbl (DMHAHCOBOW M HAJIOTOBOM
JTOKYyMEHTAII!

YmeTn

COCTaBJIATH ICPBUYHYIO 6YXF8.JITCPCKYIO JAOKYMCHTAUIO
O(I)OpMJ'IHTL n O6pa6aTBIBaTB JAOKYMCHTBI 110 XO03HCTBEHHBIM onepanusam

Bnaners

HaBBIKAMHU MOJTOTOBKH, 0(hopMIIeHUs, 00paOOTKH U BBIIIOJIHEHHS
JOKYMEHTOB

HaBBIKAMU COCTABIICHHUS], yU€Ta, XPAHECHMs], 3alIUThI, lIepeIaun
X03MCTBEHHOH, OyXralTepCcKOi 1 OTUETHON TOKYMEHTALlUH B
COOTBETCTBUH C TPEOOBAHUAMHU JOKYMEHTOO00POTA




4. CTpyKTypa, 00b€EM U coep:KaHHue I CHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0EMKOCTh TUCIUILUIMHBI COCTaBIseT 3 3adeTHhIX enuHull 108 akan. wacoB, B TOM
qucie:
— KOHTaKTHas paborta — 73,9 akaj. 4acoB:
— ayIMTOpHAS — /2 aKaJl. 9acoB;
— BHeayauTopHas — 1,9 akaz. gacoB
— camocTosTenbHas padbota — 34,1 akaj. 4acos;

dopma aTTeCTalUy - 3a4ET

AynuTopHast I =
o | xomraxTHas paGora E ‘E dopwma TeKyIero
Paszen/ Tema § (B akan. yacax) E > Bun 3 KOHTPOJIS Ko
N — : g O| CaMOCTOATENLHOM | yCMEBACMOCTHH | | 0o
O 2 &5 paboThI MPOMEKYTOTHON
Tex. nab. | mpakr. ER aTTeCTALIHH
3aH. | 3aH. |Q &

1. TeopeTrueckrue  OCHOBBI
JIETIONPOM3BOACTBA OPTraHHU3AIHH.
1.1 HNudopmanus, ee
KpUTEpHUH. JloxymeHT.
PexBuszut JIOKyMEHTA.
OyHKIMN JIOKyMEHTA.
IOpunnyeckas cuia
JOKYMEHTA.
[HenonpounsBocTso,
JOKYMEHTHPOBaHHUE.
JokyMeHTaloHHOoe
obecrieyeHue  yrnpaBJIeHHS. CaMOCTOSTEIBHOE
JoxyMeHTO000pOT. SHOM
Knaccudpukanus HBYACHHC YACOHOM| v o orpoc.
JIOKYMEHTOB. 1 HayHOH [poBepka OI1K-4, TIK-

1 6 6/21 5 JIUTEPATYPbI
Cranmapruzanus u PaGora WHIUBUTYaTIbHBIX 14
yHUUKAIMSA ~ JOKYMEHTOB. SEKTPOHHbIMH 3a7aHu.
YHaudumpoBanHas cuctema SHGAHOTEKAMHI
JIOKYMEHTALIUU ycCn.
CucreMpl  TOKYMEHTAIHH.
[puaIHTTE
JIETIOTIPOM3BO/ICTBA.
HopmaTtuBHO-MeToqmueckas
0aza JIOKYMEHTHPOBaHHSI
YIpaBIIeHIECKON
JeATeTbHOCTH u
opranuzanuu  paboTel ¢
JOKYMEHTaMHU.
Wroro no pasaeny 6 6/21 5
2. OOmue npaBuia opOpMIICHHUS
YIIPaBICHYECKUX JOKYMEHTOB




21 TOCT P 6.30-2003
«YHUDHUIIPOBaHHEIE
CHCTEMBl  JOKYMEHTAIUH.
YHupUIMpoBaHHas cucTeMa
OpraHM3aIOHHO-
pacnopsAuTeTbHON
nokymeHTamyn. TpeGoBaHUS
K ohopmiteHHIO
nokymentoB". Pexsusur 01-
I'ocynapcreennslit rep6 PO.
PexBuzur 02- I'epb
cyObekTa PO u
MYHHIUIATEHOTO
obpasoBanusi. Pexkpusut 03 -
OMOnemMa OpraHU3alud HITH
TOBapHbIA 3HAaK. PekBU3HT
04- Kom  opraHuszammu.
PexBnsur 05- YkazaHue Ha
OCHOBHOM
roCyJapCTBEHHBIN
PETHCTPAIMOHHBIA  HOMEp
npeqnpustus.Peksusur  06-
VYkazaHue Ha
HACHTU(PHUKAITOHHBIT
HOMeEp
HaJIOTOILIATENbIINKA/ KO
MPUYHHBI TIOCTAaHOBKH Ha
yder. PexBmsur 07- Kogx

(hopmbl JIOKYMEHTA.
PexBusut 08-
HaumeHnoBanue

opranuzaiuu. PexkBuzur 09-
CrpaBo4HbIe CBelEHHS 00
opranuzaiuu. PexkBuzur 10-
Hanmenosanue BHUJA
JoKkymeHTa. PekBuzur 11-
Hata noxymenta. PexBuzut
12- Perucrpaunonsbii
HOMeEp JOKYMEHTA.
PexBuszur 13- Ccpuika Ha
pEeruCTpalMOHHBI HOMEp U
JaTy JOKyMeHTa. PekBu3uT
14- Mecro cocTaBieHHs WX
W3JaHUS JOKYMEHTA.
PexBusutr 15- CBenenusi 00
anpecare. PekBuzur 16 -
I'pud YTBEPKACHHS
JOKyMeHTa. PekBuzur 17-
Pesomonust.  PexkBuzur 18-
3aronoBok K TEKCTY.
PexBuszur 19- Otmerka o
koHTpone PexBuszutr  20-
Tekcr mokymenTa. PekBusut
21- Ormetka O HAJIUYUAU
TIPEIIOKESHHH. PexBuzur
22- IMogmuce. PexBusur 23-
I'pud COTJIaCOBAHMUS
JOKyMeHTa. PekBuzur 24-
Bussr COTJIACOBaHUS
JIOKyMeHTa. PexBm3ur 25-
Ieuats.  PexkBu3ur  26-
OTMeTka 0 3aBEepeHHUH
KOITHH. PexBu3ur 27-
OtMmeTka 00 HCIONHHUTENE.
PexBusur 28- Otmerka 00
WCIIOTHEHUX JOKYMEHTa H
HANpaBJIeHUH €ro B JIENO.
PexBusur 29- Otmerka o

6/31

CaMoCTOsATEIRHOE
U3y4YCHHE YYEOHOM
Y HAyIHOH
JIUTEPATYpPbI
Pabora ¢
3JIEKTPOHHBIMH
OMOIMOTEKAMK

YerHbil onpoc.
[IpoBepka
WHIUBUAYATIBHBIX
3a/1laHuH

OIIK-4, TIK-
14




Hroro no paszgeny

[ 631 | 5 |

3. Oco0EHHOCTH COCTaBIEHUS W
OCHOBHBIX

oopmiieHUs
JIOKYMEHTOB YIIPABJICHUS

3.1  OcHOBHBIC  TpPYyHIIBI
JIOoKyMeHTOB. HopmaTuBHBIE
JIOKYMEHTBI
TOCYJapCTBEHHBIX OPraHOB.
OpraHu3alnyoHHbIe
JOKYMEHTBI ~ TIPESIIPHUSATHSL.
JIOJDKHOCTHBIE MHCTPYKIHH.
PacnopsimurenbHbIe
JOKYMEHTBI ~ TIPESIIPHUSATHSL.
Ilpuka3sl 1O  OCHOBHOI
JESTEITLHOCTH.
Pacnopsixenus,
NudopmaryionHo-
CIIPaBOYHBIC  JTOKYMEHTBHI.
IIporokonbl, moONMHAsE W
KpaTKast ¢bopma nux
odopmiieHusl. AKTHI.
CnyxeOHbIe U
OOBSICHUTEIBHBIC — 3AIUCKH.
CopaBku. CayxeOHble
nosepenHoctu. I[lucema, nx
KIaccupuKanus, CTpyKTypa,
cTaHiapTHele  ¢pasel U
BBIpaYKEHHUSI. Hopwmbl
o HIIHAIEHO-IETIOBOTO
CTHIIS CITY)KEOHBIX
JIOKYMEHTOB. HenoBoe
IIICBMO  MEXIyHapOIHOTO
obpasia. dakchl,
Tene) OHOrpaMMBI.
Horosopa, KOHTPAKTBI.
CoBpeMeHHbIE CIIOCOOBI 1
TEXHHKa CO3JIaHUS

peleHus.

6/31 5

CamocTosTenbHoe
u3ydyeHue yueOHoi
U Hay4HOH
JIMTEPATYPEI
Pabora ¢
ICKTPOHHBIMH
6ubnrorexkamMu

YcrHbIl onpoc.
IIposepka
WHIWBUIYAJIBHBIX
3aJaHUN

OIIK-4, IIK-
14

HUroro no pazneny

6/31 5

4, ITpaBuna
JOKYMEHTOB 1o
COCTaBY

ohopmiieHHs
JMIHOMY

4.1 TlonsaTHe W CTpPYyKTypa
TIEPCOHATBHBIX JAHHBIX.
[IpunamnexxHocts
TIEPCOHATBHBIX JAHHBIX:
COOCTBEHHHUK, JepXaTeib U
TI0JIb30BATENb
TIEPCOHATBHBIX
Crpykrypa
MHPOPMALTUOHHO-
JIOKYMEHTAIIHOHHOM
CHUCTEMBI. OdopmiieHne
JOKYMEHTOB TIpU TIPHEME,
YBOIIBHEHHH W TIEPEBOAE
paboTHUKa Ha  APYryIO
JOJKHOCTb. AHkera.
TpynoBeie KOHTPAKTHI.
Ilpukazer 1m0  UYHOMY
COCTaBYy. OcHOBHBIE
PEKBH3UTHI JOKYMEHTOB H
mpaBuia uX OGOpPMIEHUS.
Kpatkue CBEICHUA 0
IpaBUiIax ohopmMITeHHs
TPYIOBBIX KHIDKEK, JIMIHBIX
KapTo4eK, JIMYHBIX  JIell

JTAHHBIX.
KaJpoBOM

6/3U 5

CamocTrosTeNnbHOoe
U3yUYCHUE YICOHOM
Y HAyIHOH
JIUTEPATYPHI
Pa6ora ¢
3JIEKTPOHHBIMH
OMOIMOTEKAMK

YerHbIl ompoc.
[IpoBepxka
WHIUBUAYaJIbHBIX
3aJaHAN

OIIK-4, TIK-
14

Hroro no pazzaeny

6/31 5




5. Opranusanus

ﬂOKyMCHTOO60p0Ta

51 Tlonsatus
JOKYMEHT0000pOT u
OpraHu3aIus
JIOKyMEHT0000poTa.
HopmatuBHO-MeTOMIYeCKast
periiaMeHTanus
JIOKyMEHT0000poTa.
OCHOBHEBIC
OpraHu3aIuu
JIOKyMEHT0000poTa Ha
MIPEANPHUSITAN.
KauecTtBeHHbIE
XapaKTePUCTHKU
JIOKYyMEHT0000poTa.
Knaccugpukanus
JIOKYMEHTOIOTOKOB:
TOPU30HTAJIBHBIEC,
BEPTHKAJbHBIC,
BOCXOJSIIUE, HUCXOMSIIIHE,
BXOJAIIME, HUCXOASIIUE U
BHYTPEHHHE. IToncuer
o0beMa JJOKyMEHTO000pOTA.

IpaBuiia

6/21

CamocrosTensHoe
u3ydyeHue yueOHoi
U Hay4HOH
JIMTEPATYPEI
Pabora ¢
AIIEKTPOHHBIMHA
6ubnrorexkamu

VYcTHBIH ompoc.
IIposepka
WHAWBUYaJIbHBIX
3aJaHAN

OIIK-4, IIK-
14

HUroro no pazneny

6/21

6. OCHOBHBIE
OpraHu3alyn
JIOKYMEHTaMH

paboTbI

npaBuia

C

6.1 O6pabotka
MIOCTYNAIOIINX JTOKYMEHTOB.
[epBuunas o0paboTka
JIOKYMEHTOB. OO6mue
IpaBuiIa perucTpauuu
JIOKYMEHTOB, (hopmbl
perucTpanuu. Ilepenaua
JOKYMEHTOB, PAacCMOTPEHHE
nx PYKOBOAUTETIEM.
[opsimox HaIlpaBJICHUS
JOKYMEHTa Ha HCIIOJHEHHE
U paboOThl HCIOIHHUTENSA C
JoKyMeHTamH. VcnonmHenue
JOKyMeHTa. Bunsl 1 hopmsl
KOHTPOJIS HCIIOTHEHUS,
CPOKOBast KapTOTeKa.
Oprannzanus TEKYILETro
XpaHeHUs Jed.
Homenknatypa nen, oOriue
TpeOoBaHus, BUIbI
Homenknatyp. CocraBrneHue
HOMEHKJIATypHBI Jed.
dopmupoBanne u
odopmiieHne Jed.
Cucrematuzanus
JOKYMEHTOB B zerne.
Xpanenne nen. [logroroska
JOKYMEHTOB K Tepeiade Ha
apXuBHOE XpaHeHue.
Kpurepun OIIEHKH
nokymenToB. CocraBieHue
OITACEN Je.

6/11

71

CaMOoCTOsATEIBHOE
U3yUYCHUE YYCOHOM
Y HAyIHON
JIUTEPATYPBI
Pa6ora ¢
3IEKTPOHHBIMH
OMOIMOTEKAMH

YcrHbIN ompoc.
[IpoBepka
WHIUBUAYaJIbHBIX
3aJaHAN

OIIK-4, TIK-
14

Hroro no pazpeny

6/11

71

Uroro 3a cemectp

36

36/1411

34,1

3a4€T

Wroro o pucruminae

36

36/1411

34,1

3a4CT

OIIK-4,I1K-14




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anus KOMIETEHTHOCTHOTO MOAX0/1a IPEAyCMaTPUBAET MCIOJIb30BaHUE B yUeOHOM
MPOLIECCE AaKTHUBHBIX M WMHTEPAKTUBHBIX (OPM TMPOBEICHUS 3aHATHH B COUYCTAHHH C
BHEAYAUTOPHOW paboTOil ¢ 1enbio GOpMHUPOBAHUS U PA3BUTHSA NPOPECCHOHATIBHBIX HABBHIKOB
00yJaromuxcs.

IIpu oOy4yeHuM CTYAEHTOB JUCHMIUIMHE «JlOKYMEHTHpOBAaHUE YIIPaBICHUYECKOMN
JESITEIbHOCTHY CIENYET OCYILECTBIIATh CIAEAYIOUINE 00pa30BaTEIbHbBIE TEXHOIOTUHU:

1. TpaguiuoHHble 00pa3oBaTEIbHbIE TEXHOJOTMH OPUEHTUPYIOTCS HA OpraHU3alLUIo
00pa30oBaTEeNbHOTO  MpOIecca, NPEANOJIATANIYI0 MPSIMYI TPAHCISIUIO 3HAHUH  OT
IpenojaBaTelis K CTy/IEHTY (MPEeUMYIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UIUTFOCTPATUBHBIX
METOJIOB OOYUCHHUS).

@®opMbl y4eOHBIX 3aHATHH C HCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanronHas Jeknuss — MOCIEOBAaTEIbHOE  H3JIOKEHHWE  Marepuaja B
JUCHMIUIMHAPHON JIOTHKE, OCYILECTBISIEMOE IPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBaMU
(MOHOJIOT TIpeToIaBaTers).

[IpakTiueckoe 3aHsTHE, MOCBALIEHHOE OCBOCHHUIO KOHKPETHBIX YMEHHMM M HABBIKOB 110
MIPEI0KEHHOMY T OPUTMY.

2. TexHoyiorun MpoOIEMHOTO OOydeHHUST — OpTaHW3anus 00pa3oBaTELHOTO IpoIlecca,
KOTOpas MpeArnojaraeT NoCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3/IaHUE YYEOHBIX MPOOIEMHBIX
CUTYaIUH JUI CTUMYJIMPOBaHUS aKTUBHOW M03HABATEIbHON 1€ATEIHHOCTHU CTYIEHTOB.

@®opMbl y4eOHBIX 3aHATHH € UCIIOJIB30BAHUEM TEXHOJIOTUN MPOOIEMHOT0 O0yUEeHHUS:

[IpakTnueckoe 3aHsATHE B (OpMe MNpPAaKTHKyMa — OpraHu3aius ydeOHOW paboThl,
HalpaBJieHHass Ha pelleHue KOMIUIEKCHOM Yy4eOHO-TI0O3HABATENIbHOW 3ajadud, TpeOyromend OT
CTYJCHTa MPUMEHEHUS KaK Hay4HO-TEOPETUUECKUX 3HAaHUH, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHoyloruyM MPOEKTHOTO OOYyYEeHMsI — OpraHu3amus 00pa30BaTEILHOTO Tpollecca B
COOTBETCTBUU C QJITOPUTMOM IMO3TAIHOTO pPEUICHUS MPOOJIEMHON 3aJaydl WM BBITIOJHEHUS
yueOHoro 3aaanus. [Ipoekt mpennoaraeT COBMECTHYIO Y4eOHO-TIO3HABATENIbHYIO I€ATEIbHOCTh
TPYIIIBI CTYJEHTOB, HANPABJICHHYIO Ha BbIPaOOTKY KOHIEMINH, YCTaHOBJICHHUE Ilesiel U 3ajad,
(GOpMYITUPOBKY O0XHUAAEMBIX PE3YJAbTAaTOB, OIpPEJCICHUE MPHUHIMIIOB U METOJUK PpEIICHUS
MOCTABJICHHBIX 3aJay, IUIAHUPOBAHHME XOJa pabOThl, MOUCK [OCTYIMHBIX W ONTHUMAJbHBIX
pPECYpCOB, MOATANHYIO pealu3aluio IUIaHa paboThl, MPE3EHTALMIO PEe3yIbTaTOB pPaldOThHI, HX
OCMBICJIEHHE U pedIeKCcuto.

OcHOBHBIE TUIIBI TPOEKTOB:

TBopueckuil MpPOEKT, KaKk MPaBWIIO, HE WMEET JETaabHO MPOPAOOTaHHON CTPYKTYpHI,;
y4eOHO-TI03HABATENbHAS JIEATEIILHOCTh CTYIEHTOB OCYILIECTBISETCS B paMKax paMOYHOTO
3aJlaHusl, TOTUUHSISICH JIOTUKE M HHTEpPEecaM YUYaCTHUKOB MPOEKTa, XKaHPy KOHEYHOTO pe3ylbTaTa
(razera, QpuibM, Mpa3IHUK, U3/IaHUE, SKCKYPCHUS U T.I1.).

4. VluTepakTUBHbBIE TEXHOJIOTUU — OpPraHU3alys 00pa3oBaTeIbHOrO Mpoliecca, KOTopas
MIpeIoiaraeT akTUBHOE U HEIMHEITHOE B3aMOICUCTBUE BCEX YUaCTHUKOB, JOCTH)KEHHUE HA ATON
OCHOBE IJIMYHOCTHO 3HAYMMOTO s HHUX 00pa3oBaTeNnbHOrO pesynbrata. Hapsgy co
CHEIMATM3UPOBAHHBIMU ~ TEXHOJIOTHSIMH  TaKOTO  pojJia  MPHUHIMI  HMHTEPAKTUBHOCTH
MIPOCIIEXKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHbBIX TEXHOJIOTUH.

@opMbl yUEOHBIX 3aHITHH C MCTOIB30BAHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTUH:

CemuHap-1ucKyccusi — KOJUIEKTUBHOE O0CYXJE€HUE KaKoro-1ubo CIIOPHOrO BOIpoOca,
MpoOeMbl, BBISBICHHE MHEHUN B Tpymie (MEXTPYNIOBOW AMANOT, TUCKYCCHUS Kak CIOp-
JTAAJIOT).

5.  HMHpopManmoOHHO-KOMMYHUKAIMOHHBIE  OOpa3oBaTelbHbIE  TEXHOJOTUU  —
opranm3aius 00pa3oBaTENILHOTO MPOIECca, OCHOBAHHAS HA MPUMEHEHUH CIEIHAIN3UPOBAHHBIX
MIPOrPAMMHBIX CPE M TEXHUUYECKUX CPEJICTB paOOTHI C MHPOpMAIIUEH.

@opMmbl yueOHBIX 3aHATHH C UCMOJIb30BaHHEM HH(POPMAITIOHHO-KOMMYHHKAITHOHHBIX



TEXHOJIOTUH:

Jlekuusa-BU3yanu3ausi — W3JI0KEHUE COACP)KaHUS COIMPOBOXKIACTCS IpE3eHTAlen
(memoHcTpanuel yueOHBIX MaTepUaANIOB, MPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WUTIOCTPATUBHBIX, IPaUIECKUX, ayAU0- U BUACOMATEPHAIIOB).

[IpakTruyeckoe 3aHgTHE B OPME PE3CHTAINHN — IIPECTABICHUE PE3YIbTATOB MPOCKTHON
WIA  WCCIEeNOBAaTEIbCKOW  JICATENIFHOCTH C  HCIIOJB30BAHMEM  CIICHHAIM3UPOBAHHBIX
MIPOTPAaMMHBIX CPEJICTB.

6 YueOHO-MeTOANYECKOE 00ecniedeHe CAMOCTOSITEIbHOM PadoThI 00y XCS
Ilpumepnaa cmpykmypa u cooeprcanue pazoena:
Ilo oucyunaune «/{oxymenmuposanue ynpagieHyeckou OesimenrbHOCmuy npeoycmMompena
8HeayOUMopHas CAMOCMOAMENbHASL paOOMa 00Y4aAIOUJUXCAL.
Ilpumepnvie memot 0nsa camocmoamenvroil padomal:

1 «Po1b 00KyMeHmupoeanus ynpasienyeckoil 0esameabHoCmu 6 pazeumuu 00uiecmeay.
Pexomenoayuu no cocmagnenuio u 0opabomke KOHCHEKmMa J1eKYuu.

Paccmompenue oannoii memvl HeoOX00UMO Hauame ¢ U3YYEHUS OCHOBHBIX NOHAMUL OAHHOU
oucyunaunvl.  Ilpu  smom  cnredyem  pazobpamvbcsi ¢ CYWHOCMbIO — Kame2opuu
«/lokymenmuposanuey. bonee noopobno cnedyem paccmompemsv CMpPYKmMypy, COOepiHcaHue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO pPA38UmMuUst 00Kymenmoobopoma. [lanee HeobXooumo
U3yyuUms CoCcmas HOPMAMUGHO-Memooudeckol 06a3vl OOKYMEHMUPOBAHUS YNPABIeHUECKOl
0esAmenbHOCU 8 COBPEMEHHbBIX YCI08UAX X03aticmeosanus. OmoenvHo ciedyem paccmompems
cmpame2uro  ynpaenenus OOKYMEHmamu 6 OpeaHusayuu, a makdxce usydums ¢hopmol
CO8pPEeMEHHOU OOKYMEeHMAayuu.

Knrouesvie  cnosa:ookymenm, — Ookymenmuposawue — uHgopmayuy,  OOKYMEHMUPOBAHUE
VNPAGNeH4YecKoU  0esamenbHOCmy,  KIUHONUCL,  NOIUMUKA — YNpasieHusi — OOKYMEeHmAamu,
cmanoapmuzayus, cmpame2us YnpaegieHus 00KyYMeHmamu, YHUGuUKayus.

3aoanue ons camocmosmenvHol pabomuwl:

1. M3yyums kamezopuanvHolil annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Iloocomoseumuvcss k pabome na naekyuu no meme 1. Iloemopumv eonpoc: cywHocms
Kamezopuu «/[oxymenmupoganuey (yuebHas oucyuniuna «/Jokymenmuposanue ynpasieH4eckoll
oesamenvHocmuy, rekyus Nel). Boims 2omosvim Kk 006CyscoeHuro 3mo20 8onpoca 6 xooe JeKyuu.

2 «Obwue npaguna ogpopmnenus ynpasieHuecKux 00OKyMeHmoe».

Pexomenoayuu no cocmasnenuio u dopabomke KOHCnekma Jekyuu. M3yuenue mamepuanos
OAHHOU MmeMbl Cledyem HA4amv ¢ paccMompenuss mpebo8aHuil K 0QOpMIeHUIO PEeKEU3UMOS.
Takoice cnedyem uzyuums cocmag peksusumos. Jlanee Heobxooumo pazobpamvcs ¢
NPUMEHEHUEeM U PACNOTONCEHUEM HA OOKYMEHMEe PEeKSU3UMO8, ONpeoelums ux oouue yepmol u
paznuuus. Kpome moeo, Hys#cHO O0emanvHO pazoopamvcs ¢ pasiudHblMu 6UOAMU MeKCma
O00KyMeHma: mpagapemuulii OOKyMeHm, ankema, mabauya, ONaHK.

Kniouesvie cnosa: eusa coenacosanus, 2pug o3HaxomaeHus, 0ama 0OKyMeHmd, 3a20J1080K

K meKkcmy, UOeHMUMUKAmMop 51eKMpPOHHOU KONuu OOKYMEHmd, UHmMep8al, NOONUCb, Noje
OOKYMEHmMA, pecUCmpayuoHublll HOMepP OOKYMEHmMd, pe30loyus, pPeKeu3um, CmMaHOapmublil
aucm O6ymazu, CColIKa HA PecUCMmpayuoHHblll HoMep U 0amy OOKYMEeHmd, YO0CmOo8epeHue
O00KyMeHma, opmyasp.

3aoanue ona camocmosmenvrol pabomoi:

1. U3yyume kamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.

3. [loocomosumucs k pabome Ha aexyuu no meme 3. [losmopums onpoc: ocHogHbvle



0CODEHHOCMU — UCHONb308AHUSL  A3bIKA 8  0el0BOl  nepenucke  (VyeOHas  OUCYUNIUHA
«/loxymenmuposanue ynpasieHueckou oesamenbHocmuy, aekyus Nel). bvimb comoewviv K
00CYHCOEHUIO IMO20 BONPOCA 8 X0Oe JIeKYUl.

3 «Ocobennocmu cocmasnenus u 0QhopmieHus 0CHOBHBIX OOKYMEHN 06 YRPAGIEHUA).
Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCNEKMA J1eKYuu.

Paccmompenue Odannoti memvt HeoOX00uUMO Hawamv ¢ AHAIU3A OCOOEHHOCMeU OQUYUATLHO-
0€1068020 CMUIsL NO CPABHEHUIO C XYO0OHCECMBEHHbIM, NYOIUYUCMULECKUM, HAYYHbIM, Y4eOHbIM,
PA32080PHBIM CIMUTAMU A3bIKA.

Llpu smom HysHcHO NOOPOOHO U3YUUMD JIeKCUYECKUEe 0CODEHHOCMU OOKYMEHMOo8. Ynompeoienue
NApoOHUMO8, NJIeOHA3MO8, UCNONIb308aHUe pedesblx Kauute. [locne amozo cnedyem paccmompems
opghoepaguueckue ocobennocmu 0OKyMeHmos. nNpuUMeHeHue NPONUCHbIX OYKE8 8 2eocpaduyeckux
HA38AHUAX, HAUMEHOBAHUAX OP2AHUZAYULL.

Kpome moeco, Heobxooumo obpamums 6Humanue Ha opghoepaguyeckue 0cobeHHOCmU
OOKYMEHMO8.: NpumMeHeHue NPONnuUcHblX OVKE 6 2eocpauueckux HA38aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax orce crnedyem 6vlACHUMb HaAuOONEe pPACNPOCMPAHEHHble 8 OOKYMEeHmax
OWUOKU CUHMAKCUCA U NYHKMYAYUU. NOPSAOOK C08, CO2NACOB8AHUE NOOIEH AU eco U CKA3yemMOozo,
npuyacmusle u oeenpudacmusle 060pomul, C108000PA308AHUSL.

Knrouesvie cnosa: abbpesuamypa, nakoHuzm Gopmyauposox, HeumpanbHas IKCHPeccusHas
OKpACKa A3bIKA, HE0N02U3M, OQUUUATLHO-0e1080U CMUlb, NOJHOMA UHGOPpMAYUU, CUHOHUMDI,
magmono2uu, ppazeonocusmol.

3aoanue ons camocmosmenvHol pabomul:

1. U3yuums kamezopuanbhslil annapam.

2. Jlopabomamov mamepuanvl 1eKyuu.

3. Iloocomosumvca k pabome mna aexkyuu. Iloesmopums eonpoc: opgocpagduueckue
ocobeHHoCcmuU  OOKYMeHmo8 (yuebHas oucyuniuna «Jokymenmuposarue YnpasieHuecKou
oessmenvHocmuy, nekyus Ne3). Boimb 20mogvim K 00CYHCOEHUI0 IM020 BONPOCaA 8 X00e JeKYUU.

4 «Illpasuna oghopmnenun 0OKymMeHmoe no TUYHOMY COCIABY).

Ilpu usywenuu OaHHOU memMbl CMYOEHMAM HeoOX00UMO pazobpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpaeieHus Ooxymenmamu. QOcoboe euumanue ciedyem yoeiums
PACCMOMPEHUIO NPOYeOYyPbl NPOEKMUPOBAHUSL U 6HEOpeHUs: OOKYMeHMHbIX cucmem. Taxoice
cnedyem oCmaHo8UMbCsL Ha 0COOEHHOCMAX MOHUMOPUHEA U AyOUmMa OOKYMEHMHbIX CUCTEM.
bonee oemanvro neobxooumo paccmompems CywHOCHb 00A20CPOYHOU NPOSPAMMBL OOYUEeHUs.
nepcoHana opeanuzayuu 8 ob6nacmu YnpaeieHus OOKYMEHMAaMu U NPUMEHEeHUs 00y4arouux
UHCMPYKYULL, BKIIOUASL 00VHAIOWYI0 UHCMPYKYUIO CEKPEMaps.

Kniouesvie cnosa: ayoum ynpasnenusi OOKyMeHMAMU, KOHBEPMAYUs, MemoOoa02Uust 6HeOPEeHUs,
Mucpayusi OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCHb OOKYMEHMHOU CUCHEMbl, NPOEKMUPOSAHUe
OOKYMEHMHOU CUCmeMbl, pACnpedesieHHoe YNpAeieHue, pecyaupylouas cpeoa, Cmpameust
VIpasieHusi OOKYMeHMAMU.

3aoanue ons camocmosmenvHou pabomoi:

1. U3yyume kameeopuanvHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumucsi k cemunapy.

4. I[loocomosumvcs k pabome Ha aexyuu. Ilosmopums 6onpoc. obwas xapakmepucmuxa
OOKYMEHmMHbIX — cucmem  (VuebHas — Oucyuniuna  «JoKymeHmuposanue YnpasieH4ecKoll
oesamenvHocmuy, rekyus Ned). Boims 20mosvim K 06CysHcOeHUI0 3020 80NPOCa 8 Xo00e JeKYUU.

5 «Opeanuzayua 00KymeHmoooopoma.

Pexomenoayuu no cocmagnenuro u 0opabomke KOHCHEKMA NeKYUU.

B nauane cnedyem paccmompems mepmunsl «0€I0NPOUIBOOCNBO», «OOKYMEHMAYUOHHOE
obecneyeHue  YNpasieHusy,  «OOKYMEHMUposanue  uH@opmayuuy,  «OOKYMEHMUPOSAHUe
VAPABIEeHUeCKOU 0eamenbHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pomy.



Hanee Heobxooumo uzyuums opeanuzayuro O0oKymenmoobopoma. Taxoce HYdHCHO NOOPOOHO
NPOAHATUIUPOBANL OCODEHHOCMU PAOOMbL € BXOOAWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome mozo, Heobxooumo  ocmanmosumvci HA  UBYYEHUU ~ MeMmOO08  COKPAUeHUs
00KyMeHmoobopoma.

Credyem yoenumsv HUMAHUE COOEPHCAHUIO KOHMPOLS UCNOJIHEHUS OOKYMEHMO8, €20 IManam u
MEeXHOI02UU.

Knouesvie cnosa: eHympeHnuti  OOKyMeHm, 6X00swuil  OOKYMeHm, O00KYMeHmoobopom,
OOKYMEHMONOMOKY, — UHPOPMAYUOHHO-NOUCKOBASL — cucmemd, — UHOeKcayusi — OOKYMeHmd,
ucxoo0sawull  OOKyMeHm, Kamanoz, 00vem OO0KYMEHmMooOopoma, pAayuoHAlbHOe OB8UNCEHUE
OOKYMEHmMO8, — pecucmpayuoOHHO-KOHMPOIbHASL — KApMoyKa,  peacucmpayusi — OOKYMeHmA,
MEXHOI02UYECKAS CXeMA OBUNCEHUSL OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmosmenvHol pabomol:

1. U3yuume kameeopuanbHblii annapam.

2. Jlopabomams mamepuansl 1eKyuu.

3. Iloocomosumscsi « pabome mna aekyuu. Iloemopums  6onpoc:  opeanuzayus
0okymeHmoobopoma  (yuebnas  oucyuniuna  «/JoKymenmuposamue  YNPAGIEHUECKOU
oessmenvHocmuy, nekyus Ned). Boimb 20mogvim K 00CYAHCOEHUIO IMO020 BONPOCA 8 X00e NeKYUU.

6 «Ocnoenble npasuna opzanu3zayuu padoonmsl ¢ OOKyMeHmamuy.
Pexomenoayuu no cocmagnenuro u 0opabomke KOHCNEeKMa J1eKyuu.
Paccmompenue oannou membl HeOOXOOUMO HAYAMb C U3YYEHUS POAU UHDOPMAYUOHHO
CNpasouHol pabomsl CyxHcObL 0eIONPOU3BOOCMBA OP2AHUZAYUU.
Ilpu smom cnedyem obpamums GHUMAHUE HA 6UObL, IMANLL  PaA3pPaboOmKu, pazoeivl
HoMeHKaamypuvloen. Taxoce HeobX00uMo YACHUMb, KAK OCYUecmesemcs mexkyujee XpaHeHue
OOKYMEHMO8 U UX UCTOIb308AHUE.
Ymo o3nauarom «ucCm-3amMecmumendy, «<Kapmazamecmumenby?
Kpome moco, credyem oxapaxmepuzosamv 3KChepmu3sy YEHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0hOpMIEHUE ee Pe3YTIbmamos, pabomy 3KCHepMmHOL KOMUCCUU.
Takoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUS U
UCNONb308AHUS KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYICHO U3yuums KAHAIbL 03MONCHOU
ymeyKku uHgopmayuu u ympamsi 00OKyMeHmos. H 6 saxnouenue Heodxooumo paccmompems
mpebosanusl K U320MOGIEHUIO, Y4emy, UCNOIb308AHUIO U XPAHEHUIO 2epO0BbIX OIAHKOS.
Knrouesvie cnosa: axm, deno, 0oneocpounoe xparenue 0OKyMeHmMos8, 00CMyn K 0OKYMeHmMAaM,
KOHMPOb Oetcmeutl, KOHMpOIb MECMONOLONCEHUsT OOKYMEHMA, HOMEHKIAmypa oei, ONuchy,
NPUMEPHASL HOMEHKIAMYpa Oell, meKyujee Xpanenue 0OKyMeHmos, munosas HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAMYpa 0ell, YHUYMOMNICeHue OOKYMEHMO8, IKCRePMU3a YeHHOCmu OOKYMEHMmA.
LI'epbosviii bnamnk, epugh oepanuvenus docmyna Kk OOKyMeHmy, 3aujuyeHHuiti OOKYMeHmoobopom,
KOMMepYecKast maind, KOHQUOEHYUATbHBIL OOKYMEHN, NPOMbIULICHHbIN WHUOHAMIC, YZPO3bl
OOKYMEeHmMam, YeHHAas UHGHOpMayusi.
3aoanue ona camocmosamenvhol pabomoi:
1. U3yuume kameeopuanvHulii annapam.
2. [lopabomams mamepuanvl 1eKyuu.
3. [loocomosumubcs k cemunapy.

4. Iloocomosumvcsi k¥ pabome na nekyuu. [losmopums onpoc: 3Kcnepmusa YeHHOCMu
00KyMenmos (yuebnas Oucyuniuna «/JoKkymeHmupoeanue YnpaeieH4eckol OesamenbHOCImUy,
nexyusi Ne6). Bvimv 20mogvim K 00CyHCOeHUIO 21020 80NPOCA 8 X00e NEeKYUU.

ITpumepnvie memot peghepamos
1 «Teopemuueckue 0CHOBbI 0€10NPOU3BOOCINEA OP2AHUSAUUUY.
Ilposooumcs 6 gpopme  cemunapa no obobujenuro U yenyoneHuro  3HAHUL NOHAMUIHO-
KAme20puaibHO20 annapama OUCYUNIUHBL C J1eMEHMAaMU OUCKYCCULL.
Onpoc no mamepuanam nexyuu 1.



Deontoyusi  0oKymewma Kak Hocumens —umgopmayuu. Boznuxkmosenue u  pazgumue
omeuecmeenHo20 Oeionpouzsoocmsa: Jleronpouzsoocmeo 6 cpednue eexka (XI-XV 6s.).
Ipuxasznoe oenonpouszeoocmeo (XVI-XVII 6s.). Koanescckoe oenonpoussoocmseo (XVIII 6.).
Munucmepckoe oenonpouszsoocmseo 6 Poccuu (XIX - wuauano XX 6s.). ['ocyoapcmeennoe
oenonpouszeoocmaeo 6 cogemckoe epems. CogpemenHoe 0enonpouzeoocmeo ¢ Pd.

2 «Cospemennoe zocyoapcmeenHnoe pecyiuposanue 0eionpouseoocmaea ¢ P®y.
3axonooamenvrnoe pezyruposanue Odenonpouzsoocmea 8 Pd. dedepanvuviii 3axon «0O6
ungopmayuu, UHGOPMAYUOHHBIX MEXHOIOUAX U 0 3aujume uHpopmayuuy. Pedepanvhbvlil 3aKOH
«O Kkommepueckot matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickoti
Deoepayuuy. Dedepanvuviti  3akon  «O  nepcoHanvHuvlx  0amHwixy. I[locmanosnenue
npasumenvcmea P® «llpasuna nod2omosku npagogulx aKkmos @eoepanivbHbiX O0p2aHO8
UCNOIHUMENbHOU 8IACMU U UX 20CYOAPCMBEHHOU PeLUCPAYUUY.

Hopmamusno-memoouueckoe pezynuposanue oenonpouzsoocmea. 1 ocyoapcmeennas cucmema
00KyMeHmayuonHo2o obecneuenus ynpasienus. Obwue nonoxcenus. Obwue mpebosaHus K
OOKyMeHmam u cayscoam ooxymenmayuonnoeo obvecnevenus (I'C/AOY). TOCT P 6.30-2003:
Yuugpuyuposannvie cucmemvl ookymenmayuu. Yuuguyuposannas cucmema op2aHu3ayuOHHO-
pacnopsioumenvrou doxymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusHoe oeio.
Tepmunvl u onpedenenuss Tunosas uHCMpyKyus no 0elonpou3B00Cmey 8 edepaibHbiX OpeaHax
ucnoaHumensvroul eiacmu. Ilepeuenb munogvix ynpagieHueckux 0OKyMeHmos8, 00pa3youmuxcs 6
0essmeNbHOCIU OP2AHU3AYUL, C YKA3AHUEM CPOKO8 XPAHEHUs.

3 «Tpebosanusn Kk d1aHKAM OOKYMEHM 08 YRPAGICHUS).

Ilposooumcsa 6 ¢hopme cemunapa no 06obweHuro u yenyonreHuro 3HAHUUl ¢ aeMeHmamu
ouckyccuu. Ilousmue u 6udvt 6aanxos. OQowuti orank. brank nucoma. brank KOHKpemHnoz2o 8uoa
doxkymenma. bnaunku ons pabomul ¢ uHocmpaurnvimu komnanusamu. I epbosulil oranx. Pexeuzumot
onanxa. IlpooonvHoe pacnonodcenue pekeuzumosg onanka. Yenoeoe ¢nazosoe u yenmpoganmoe
Ppacnoiodcenue peKeu3umos OanKa.

Buinonnenue npaxmuueckoeo 3adauusi no cocmasieHuro y2108020 U NPoooIbHO20 0bpazya
onauKa.

4 «Oowue npasuna oghopmaenus ynpasneH4eckux 00OKymMeHmosy.

Ilposooumcs 6 ¢popme cemunapa no 06006weHur0 u YyernyoneHuro 3HAHUU ¢ dAeMeHmamu
ouckyccuu. Onpoc no mamepuanram nexyuu 2. Ilpakmuueckoe 3Hakomcmeo ¢ oghopmieHuem
PEeKBU3UMO8 OOKYMEHMO8 ynpasieHus, Bvinonnenue koumponbHulx 3a0anuii

5 «Cocmaesnenue 1uuHBIX OOKYMEHMO06).

Ilposooumcs 6 ¢hopme cemunapa no o0o60OWenuro u yenyoneHuro 3HAHUN ¢ dJ1eMeHmamu
ouckyccuu. 3asenenus, asmoobuozpaghuu, pesrome, 1uyHvle 0ogepenHocmu, pachucku. OcHosHbvle
PeKsU3UmMbl, NPAsUIa COCMAsienus U oghopmienus. Boinoanenue KonmpoabHbIX 3a0anuil

6 «Paboma c 0oKymenmamu, cooepryicauyumu KOHPUOCHUUAIbHBIE C6COCHUAY.

Ilepeuenv ceedenuti KoHQuOenyuanvHozo xapaxkmepa. Illonamue KommepuecKou MatiHbl.
Ceedenusi, omuocawuecs K Kommepdeckou matne. I[lopsook eedeHuss 0en1onpou3o0cmed
OOKYMEHMO8, CO0epiHcaux KomMmepyecKyro mauny. 3awuma OOKYMEHMO8, CO0epIHCaujux
KOMMepPUeCKy0 mauHy.



7 OIIeHO‘leIe cpeacrea AJisi NIPpOBEACHUA HpOMe)ICYTO'lHOﬁ arreCcranmu
a) HHaHpreMbIe Pe3yJdbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CPEACTBA IJIA IPOBECACHUSA HpOMe)KyTO‘lHOﬁ aTreCranum:

CTpyKTypHBIi
JJIEMEHT
KOMITETEHIINU

[TmaHupyeMble pe3yIbTaThl 00yICHUS

OreHOYHBIC CpeacTtaa

OIIK-4 cnoco0HOCTBLIO HaXO0JMThb OPraHM3alliOHHO-YIIPABJICHYCCKHUE PCIICHUSA B l'[pO(l)CCCI/IOHaJII)HOi/i JACATCJIBbHOCTH U TOTOBHOCTb HECTH 3a HUX

OTBECTCTBCHHOCTD
3HaTh Teopernueckre BONPOCH:
1. Yro Takoe IOKYMEHT, C KaKOH IEJbI0 OH MOXKET CO3]1aBaThCst?
2. KakoBbI OCOOCHHOCTH JICIIOBOr0 OOIIEHUS U MyOTMYHBIX BBICTYIIICHUMN?
— TEXHOJOTUHn IIPUHATUA 3. KakoBbl OCHOBHBIE ITPHU3HAKH KaccHU(pUKayy JOKYMEHTOB?
OpraHU3aIMOHHO- 4. Yro noHMMaeTcs 1MoJ| JOKYMEHTAIHOHHBIM 00€CTIeYeHUEM YIpaBIICHHs?
YIIPaBICHYECKUX  pEIICHHH B 5. B uem cyrb crangapTuzanuy 1 yHudukauu 1okymenToB? Kakue pa3pabaTbiBatoTcst CTaHIAPThHI?
o 6. Uewm omnnuaercs ohopMIIeHHE PEKBU3UTOB 001Iero OaHka ot 6JaHka nuchbma?
npohecCuoHATBHON
7. KakxoBbI OCHOBHBIC PEKBU3UTHI, HCITOIb3YyeMbIe T OOPMIICHHUS MPUKA3a U PACIIOPSHKECHUSL.
JIGSITGJ'H)HOCTI/I, BO3MOXHBIC 8 Kakue popMbI MPOTOKOI0B MOXKHO MCITIOJIH30BaTh B aBJICHYCCKOM JACATCIBHOCTH, B YEM UX oTuue?
p p ynp
ITOJIOKUTCIIBHBIC u 9. VYkaxuTe OCHOBHBIE TPeOOBaHHS K O(OPMIICHHUIO JIETIOBOTO IIHChMA.
OTpHIIATEIILHBIC IOCJIEACTBUSA 10. Kakune xoMIIeKChl JOKYMEHTAIMU BKIIIOYaeT B ceds KaapoBast ”HPOPMALMOHHO-IOKYMEHTALOHHAsL CHCTeMa?
NPUHUMAEMBIX PEIIeHHIA. 11. B uem ocobenHocTH 0OpMIICHHUS TIPHKA30B 110 JIIHOMY cocraBy?
12. Yro moHUMaeTcs MO/ OpraHu3anuei T0KyMeHToobopora?
13. Yrto Takoe cxeMbl JOKYMEHTO000POTa, 3a4€M OHHU HYXKHBI?
VYmeth KommnekT TecToBbIX 3amanuii: Nel
— (dopmyIupoBaTh A
1. ®opmymsip — 3T10:
AIbTCPHATUBHBIC BapUaHTBL | 4y ocpopras hopma JOKyMeHTa, GHKCHPYIOM[ast IPABOBBIE OTHOIICHHS B JJPEBHEPYCCKOM FOCYApCTBE;
OpraHru3allMOHHO- 6) ocobo BhIgeNaHHAs KOXKa >KUBOTHBIX, IPUMEHSBINASACS B KadecTBE OCHOBHOI'O MaTepuaia Ui IHCbMa B
YIPABJIICHUYECKUX  pEIICHUN | | JpeBHepycckoM rocynapcrse;
HaXOIUTh 3 X yucna | B) CaMOCTOATENbHOE no;:[pa3/:[eneH6ne, OCYIIECTBIISIOIIEE ):(gnonpomBo;LCTBeHHon JeATEIbHOCTB;
ONTHMATBHBIE OpPraHH3aIOHHO- r) TUTOBas ycroitunBas Gopma (0Opasel) OTAeNbHBIX HanboJiee pacpOCTPaHEHHbBIX JOKYMEHTOB.
2. YcraHoBieHHE eqUMHOOOpa3Hs cocTaBa M (OPM YIPaBIEHYECKHX JOKYMEHTOB, CO3JIaBa€MbIX HPH PpELICHUH
YUPABJICHICCKIC UpemeHI/I}I B | OMHOTHIMHBIX yrpaBieHYecKiX (yHKIIHiA:
npoheccuoHaNbHOM a) yHI(UKALKS
JEATEIIbHOCTH, 0) ceprudukanms;
— TPUMEHSATh BO3MOJKHBIE | B) KOAMpOBaHHE;
T') TOKYMEHTHPOBAHUE.
IIOJIOXKUTCIIBHBIC u
3. OO0s3aTenbHEIM YCIOBHEM ISl BKIIOYCHHS HWH(pOpManmy B WH(POPMANHMOHHBIE PECYPCHI, OCYIIECTBISIEMOrO B
OTPHIATCIBLHBIC HOCIACACTBHA | opsinke, ycTaHABIMBAEMOM OPraHAMM IOCYIAPCTBEHHOI BJIACTH, SIBIISETCA €e:




CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

IIPUHAMAEMBIX OPTraHU3aMOHHO-
YIIPABIEHYECKUX peLIeHH,
OIICHUBATh 3P PEKTUBHOCTD
YIPaBJICHYECKUX PEIICHUN.

a) CTaHIapTU3AIHS;

0) 3amura;

B) JOKyMEHTHPOBAHHE;

T') BBIKYII TOCYJApPCTBOM y YACTHBIX JIHII.

4. CpencTBoM ycTpaHEHHS «OyMaXKHOTO OyMay SIBIISCTCS:

a) KOMITBIOTEpH3aIHs JAEIONPON3BOACTRA;

0) yHu(UKanus TOKYMEHTOB;

B) KJlaccu(UKays JOKyMEHTOB;

T') IPUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU

5. 3HaueHne JOKYMEHTAIIMOHHOTO O0ECTIeUeH s YIIPaBIICHUS ONPEACIsIeTCs:
a) KOMMYHHKAIUSIMU;

0) unenTuduKanyei;

B) (ukcanuen;

T) cyneOHBIM pa3oupaTeIbCTBOM.

6. B mpaBoM BepXHEM yriy TOKYMEHTOB PACIIONAratoTCsl CISYIOIUE PEKBU3UTHIL: a)
rpu¢ cornacoBaHus;

6) oTMeTKa 0 KOHTPOJIE;

B) rpu yTBepKICHNUS;

T) ajpecar.

7. B 1eBoM BepXHEM YTy JOKYMEHTOB PacloaratoTcs CIeAYIOIINe PEKBU3UTHL:
a) pe30TIOIHS;

0) oTMeTKa 0 HaJTHYUH MPUIOKEHNUS;

B) OTMETKA 00 HCIIOJTHUTEIIE;

T') KOJI OpTaHU3aIHH.

8. B nmpaBoM HM)XHEM yIily paclolararoTcs PeKBH3UTHL:

a) OCHOBHO#1 rocynapcTBeHHbIH peructpanuonssiii Homep (OI'PH) ropummaeckoro
BIER

0) Koz (OpMBI JOKYMEHTA;

B) UIEHTU(UKAIIMOHHEIN HOMep HajoromiaTensmmuka (MTHH);

T) rpu¢ OrpaHIYCHUS JOCTYIA K JOKYMEHTY.

9. B 71eBOM HIDKHEM YTy PacIioiaraloTcsi peKBU3HUTHL:

a) KO IPUYHHBI IOCTAaHOBKU Ha YYET;

0) OTTHCK ITeYaTH;

B) BH3HI;

T') OTMETKa 00 WCITOTHUTEIE.

10. K B3aMOHCKITIOYAFOITNM PEKBU3UTAM OTHOCSTCS:

a) sM0JIeMa OpraHU3aIy U TOCYIapCTBeHHEIH repd PO;
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0) Koz opraHM3anyy 1 KoJ GOpMBbI TIOKYMEHTa;

B) pErHCTPAIlMOHHBII HOMEp JOKYMEHTA U CChUIKA Ha PETHCTPALMOHHBIH HOMEpP 1
JIaTy JOKYMEHTa;

T) Tpu( yTBEpP>KACHUS U 11e9aTh.

11. Ecnu opranuzanyis HoIBEIOMCTBEHHA OJJHOBPEMEHHO HECKOJILKIM OpraHam
YIIPaBJICHUs, TO B Pa3HBIX CUTYALUSIX YKa3bIBAETCS:

a) HEeMOCPEACTBEHHO BBINIECTOSIIAsT OPTraHNU3aIHs;

0) camasi rJIaBHas BBIILIECTOSILAS OPTaHU3ALIHS;

B) He OoJiee Tpex CTENeHe! MOBEIOMCTBEHHOCTH;

T') HE yKa3bIBaeTCs HH OJIHA BBIIIECTOSIIAS OPTaHNU3aIHs.

12. laToit JoOKyMeHTa MOXKET OBIThH JaTa:

a) ero HaNMCaHMs U COrJIAaCOBAHUSI;

0) ero moamUcaHus;

B) €T0 YTBEPKACHUS;

T') IPOBEJICHUS 3aceIaHus, Ha KOTOPOM MIPHUHATO pPEIICHNUE.

13. laTbl B JOKyMEHTaX MOT'YT OBITh O(OPMIICHBI:

a) 22. 08. 1997,

6) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 wac.45 muH.

14. Kakue peKBU3UTHI TOKYMEHTOB MUIIYTCA, KaK [IPABUIO, OT PYKU:

a) BU3a;

0) peomonus;

B) TIOJIIHC;

T) aJpecar.

15. K xakuM peKBU3UTaM OTHOCSITCS CIIOBA!

a) «Bepro» A)
0) «/ms ciryxxebHOTO TTONTB30BaHUS) b)
B) «3aMedaHus mpuararrcs B)
r) «IlerpoB M.K. 924-76-40» TI')
16. PEeKBU3HT «IOAMKCH» HAa Pa3HbIX JOKYMEHTAX BKIIOUYAET:

a) IMYHYIO POCIHCh aBTOpa JOKYMEHTa,;

0) TMYHYIO POCTIMCH PYKOBOIUTENS U €€ pacIIu(ppOBKY;

B) yKa3aHHE JOJLKHOCTH, JIMYHYIO POCIICH PYKOBOAMTEIS 1 €€ pacIi(poBKy;

T) yKa3aHWe TODKHOCTH, HAMMEHOBAHNE OPTaHU3aNNH, JINIHYIO POCIHCH PYKOBOAMTEIIS,
ee pacImuQpoBKy.
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Brnanets

—  TEXHOJOTUSIMHU TIPUHSTHS
OpraHU3aIMOHHO-
YIPABICHUYECKUX PEUICHU B
npoecCuoHAIBHON
NESTETPHOCTH W OICHKH UX
s dexTuBHOCTH;

— CIOCOOHOCTHIO HECTH
OTBETCTBEHHOCTH 3a
TOCJIEICTBUS MIPUHUMAEMBIX
OpraHU3aIMOHHO-

YIPaBICHYECKUX PEIICHUN.

[IpakTHueckue 3agaHus:

Kpoccsopa 1.

[o ropuzonTanu: 1) 3amuck uHGOPMAIMK HA Pa3IMYHBIX HOCHUTENSX TI0 YCTAHOBJICHHBIM IIpaBHJIaM; 2) YCTaHOBJIECHHUE
KOJIMYEeCTBA M COCTaBa JIOKYMEHTOB B €AMHHMIAX y4eTa W (PHKcalys TPHHAUIEKHOCTH KaXKIOH eIMHMIBI yueTa K
OlpeIeTIEHHOMY KOMILIEKCY U OOLIEMY MX KOJIMYECTBY B YUETHBIX JOKYMEHTaX; 3) YUETHBIH JOKYMEHT, CO/IEP KAl
Ha3BaHWE, CBEJCHUS O KOJMYECTBE, COCTaBE JOKYMEHTOB ()OH/IAa M MECTE€ ero XpaHeHHs, NpenHa3sHaYeHHbBIH I
LEHTPAJIM30BAHHOTO Yy4eTa JOKYMEHTOB; 4) mepedeHb O(UIMAIBHBIX HAUMEHOBAaHMN XPaHSIIMXCS, BBIOBIBIIMX W
MOCTYMAIOMIMX apXUBHBIX (DOHAOB B IOpSIKE BO3PACTAHHS IMPHCBOCHHBIX MM HOMEPOB; 5) MpPEAyCMOTPEHHBIE
HOPMAaTHBHBIMH JJOKyMEHTAMH YCIOBHS HCIOJB30BaHHS apXMBHBIX M KOH(HIESHINAIBHBIX JOKYMEHTOB; 6) 1uppoBoe
w/unu OykBeHHO-IIM(poBOe 0OO3HAUEHHUE Jefla B HOMEHKIAType Jel OpraHu3aluM, HAaHOCHMOE Ha €ro OONOXKKY; 7)
CBOMCTBa JOKyMEHTa, OOYCIaBIMBAIOLIME €ro KyJIbTypHOE, HaydHOe M T.I. 3HAu€HUe; §) BOCCTAHOBJIICHUE
NEpBOHAYAJIbHBIX WA 6J'II/I3KI/IX K TI€pBOHAYAJIbHBIM CBOMCTB M BHEHIHHX IPU3HAKOB ApPXHMBHOI'O JTOKYMCHTA,
TMIO/IBEPTILIET0Cs MTOBPEXKASHHUIO WM pa3pylIeHUI0; 9) CpeACTBO TUPAKHUPOBAHUS JOKYMEeHTOB; 10) ydeTHbIH TOKYMEHT,
COZIepIKalMii MepeYeHb JOKYMEHTOB JieJla C yKa3aHHUEM IOPSIKOBBIX HOMEPOB JIOKYMEHTOB, MX MH/EKCOB, Ha3BaHHI,
JaT, HOMEPOB JIMCTOB, 11) TMPUMCHECHUE I/IH(bOpMaL[I/II/I JOKYMEHTOB B KYJIbTYPHBIX, HAYUYHBIX U T.II. HEJIAX, a TAKXKE I
obecrieueHns] 3aKOHHBIX IPaB M HMHTEPECOB TrpaxJaH; 12) CIpaBOYHUK, B KOTOPOM HWH(OpMaInus O JOKYMEHTax
PAcCIONIOKeHa B COOTBETCTBUM C BBIOpaHHOW cxeMoil kinaccudukanuy; 13) ZOKYMEHT, MOJTHOCTBIO BOCIIPOHU3BOISILINIA
UHGOPMALUIO MOATIMHHOIO JOKYMEHTa M BCE €ro BHEIIHWE NPHU3HAKH WM 4YacThb UX, HO HE MMCIOIUH IOpUANYECKOH
cuibl; 14) M3MeHeHHe MepBOHAYAIBHBIX (PU3UKO-XMMHUYECKUX CBOMCTB JIOKYMEHTa IO BO3JCHCTBHEM BHEIIHHX H
BHYTpEHHUX (DakTOpoB; 15) MepBbIi WM €IMHUYHBINA IK3EMIULIP O(QUIMANBEHOrO JOKyMeHTa; 16) IopuanYecKoe Wil
¢u3H4eckoe MO, B AEATEIBHOCTH KOTOPOro oOpasyercs IOKYMEHTanbHbIH (oHx; 17) cpencTBo XpaHEHUS
JOKYMEHTOB.
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[To BepTukamu: 1) IBIKEHHE HOKYMEHTOB B OpPraHM3allMM C MOMEHTA MX CO3JAaHHA WIM HOMy4eHHs N0 3aBEepLICHHS
UCIOJIHEHMS MM OTHpaBiieHus; 18) 3amich y4eTHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBIEHHOH (opme, Gpuxcupyromast
(axT ero cozmaHMs, OTIPABICHUS WIH HONy4eHHs; 19) HOKYMEHT MM COBOKYIHOCTh JOKYMEHTOB, OTHOCSIIHMXCS K
OJHOMY BONPOCY WM YYaCTKy [IESTEIHHOCTH M IIOMEUICHHBIX B OTHCNIbHYIO O0NMOXKYy; 20) opraHmzanus WiId
CTPYKTYpHOE TOIpa3AelieHHe, OCYILECTBILIoNIee JIUTEIbHOE WIH IOCTOSHHOE XpAaHEHHE OKOHYEHHBIX JOKYMEHTOB C
LEJbI0 UX HCIOJIb30BaHus; 21) CpecTBO KACCOBOIM OPIrTEeXHHMKHU; 22) KOMUS YacTH TEKCTa JOKyMeHTa, ohOpMIICHHAs B
YCTAaHOBIICHHOM Mopsiike; 23) CpPeacTBO HM3TOTOBICHMS HW300pa3UTENBHBIX JIOKYMEHTOB; 24)  CHelHaIbHO
000pyZOBaHHOE IIOMEILEHHE MIs XPAHEHUS AapXUBHBIX TOKYMEHTOB; 25) IOBTOPHBIN JK3eMIUIIp IOUIMHHHUKA
JIOKyMEHTa, UMEIOIINI IOPUINYECKYIO CHIy; 26) (u3uueckoe WM FOPUIUYECKOE JIUIIO, CO3/aBIIee JOKYMEHT; 27)
OopHULIHUATBHBI JOKYMEHT, MMEIOIINA IOPUANYECKYI0 CHIIy M COJASpXKAIlMid HH(POpMALHUIO O IpPEAMETe 3aIpoca, C
yKa3aHHEM ITOMCKOBBIX JAHHBIX JOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHHE WIH K YHHYTOXKECHHIO, a TaKKe
YCTaHOBJICHHE CPOKOB UX XPaHEHHUS Ha OCHOBE NPUHATHIX KPUTEPHEB.

IIK-14 — Cnoco0HOCTh OCYLIECTBJISITh JOKYMEHTHPOBAHHE XO0351iiCTBEHHBIX ONepaluii, NPOBOAUTH YYeT JAeHEeKHBIX CpPeACTB, pa3padaTbiBaTh
pabo4nii MJIaH C4eTOB OYXTraJTEePCKOro yuera Oprann3anum u popMupoBaTh Ha €ro 0CHOBe OyXraJTepcKue NPpOBOAKHU

3HaThb

UCTOYHUKH
uH(pOpMaIny,
3aKOHOJIATeJIbHbIE U JApYrue

Teopernueckre BONPOCHI:
1. C kakoil menpl0 pa3pabaThHIBAIOTCS WHCTPYKIWUH 110 JIENOMPOM3BOACTBY, YTO B HHX HEOOXOAMMO
TIPEyCMOTPETH ?
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HOPMAaTHBHbIE
perynupymoluue
JOKYMEHTUPOBAHUE U y4eT
XO35MCTBEHHBIX OIlepaluil Ha
NPEANPUATHSIX  Pa3IMYHBIX
(dhopM COOCTBEHHOCTH, B TOM
Ylclie MO YYeTy JEHEXHBIX
CPEICTB;

METO/IUKY yuera
XO35MCTBEHHBIX OIEpalui Ha
cyerax OyXrajnaTepckoro

y4era;

aKTEI,

YKaknuTe TEXHOJIOTHIECKYIO TIOCIIEI0BATENLHOCTD 3TAIOB PA0OTHI ¢ BXOISIUMH JOKYMEHTAMHU.
KakoBa mocnenoBaTebHOCTh ONEpaluii npu padbore ¢ BHYTPEHHUMH JIOKYMEHTaMu?
C kako# 1enplo MpoBOAUTCS (POPMHUPOBAHUE JIEJT, KaKUE MPHU ITOM HEOOXOIMMO COOIT01aTh TpeOoBaHus?
Yro Takoe HOMEHKJIATypa e, C KaKOH IeIbi0 pa3padaThiBalOTCsl TUIIOBBIE HOMEHKJIATYPHI Jen?
Kakyro nuadopmanuio conep>xuT HOMEHKIIaTypa Jem?
Yro moHMMaeTcst Mo SKCIEPTU301 IIEHHOCTH TIOKyMeHTa?
Kakue kputeprn UCTIONb3YIOTCS P OLIEHKE JOKYMEHTOB?
Kak ocymectsisiercs npueM-niepeaaya Jiei B apxus?

. Uto Takoe KOH(pUICHINAIbHBINA TOKYMEHT?

. Kakue ocHOBHBIE yrpo3bl BOZHUKAIOT MPH padoOTe ¢ KOH(GUICHINATEHBIMH JOKYMEHTaMU?

. YKakure OCOOCHHOCTH BEJIEHHs JICIIONPOM3BOACTBA, OOECHEYMBAIONIEr0  y4eT |
KOH(UIeHIMATBFHOM HH(pOpMAIMU U JOKYMEHTOB.

13. Yro moHMMAaeETCs MOJ 3alUIIECHHBIM TOKYMEHTOO000POTOM, 3a CYET Yer0 MOXKET ObITh 00ECIIeYeHa ero 3amuTa?

Boo~NoOhkwD

=
N O

COXPaHHOCTb

VYmMmers

OCYILIECTBIISITh
JTOKYMEHTUPOBaHUE
XO3SMCTBEHHBIX  OIEPALMIA;
MIPOBOJUTH YUYET JIEHEXKHBIX
CPEICTB, a TaKXKe JAPYTrux
00BEKTOB OyXTaJITepCKOro
yueTa;

paspabaThIBaTh pabounii
IJIaH CYETOB OYXraiaTepcKoro
ydeTa OpraHu3anuu u
(¢hopMHpOBaTh Ha €r0 OCHOBE
Oyxrantepckue mpOBOIKH;

KomriekT TecToBbIx 3amaHmii: No2

1. Kakoe cokpaiiienue siBisieTcst ab0peBHaTYpOid:

a) AI'3 MUC Po;

6) Mocauepro;

B) crarduisiius;

r) o/Mm, 11/0.

2. CnoBo, koTopoe 0003Ha4aeT HOBOE TIOHSATHE, YIOTPeOIsieMoe B IOKYMEHTaX, —
3TO:

a) abbpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T) apXamusMm.

3. Orbepure NPUHIUNI OPUIHATHHO-IEIOBOTO CTHIS TOKYMEHTAIIUH:
a) MPEI0CTABICHUSI MAKCUMAJIBHO BO3MOXKHOW HH(OPMAIINHY;

0) IpUMEHEHHE CIIOB «MbI BBITIOJHUMY, «SI C/ICIIAI0N;

B) OrPaHHUYCHHOCTh B IIPUMEHEHHH S3bIKOBBIX CPEJICTB;

') IPUMEHEHUE YETKUX OTBETOB «JIa», KHET).

4. Jlekcryeckoe COKPAIEHHE CIIOBA, YIIOTPEOIsSIEMOro B IOKYMEHTaX — 3TO:
a) abOpeBmatypa;

0) CHHOHHM,;

B) HEOJIOTU3M;

T) TAPOHKM.




CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

5. Uto He oTHOCHTCS K OPUIINATIBHO-AEI0OBOMY CTHIIIO JOKYMEHTA!

a) aIpecHOCTh MH(OPMALIUH;

0) TemaTH4ecKasi OrpaHUYEHHOCTh B IPUMEHEHNH SI3BIKOBBIX CPEJICTB;

B) MpeIOCTaBIICeHNE MaKCUMAaJIbHO BO3MOXKHOM MH(OPMAIUH;

r) yHU(]UKaAIMS JOKYMEHTa.

6. K mpaBuiiam 1eoBOro 3THKeTa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6yaroapHOCTh 33 OTBET WJIM JICUCTBHC;

B) 00CTOSITENIFHOE U3JIOXKEHHE JIOKYMEHTA;

T') YMEHHUE CIYIIaTh APYTUX JIOCH.

7. B xaKkoM JJOKyMEHTE HCIOJIB3YIOTCS CIIOBA «... B IPOTHBHOM ciiydae Bam Oymyt
NpenbsIBIIeHbI MITPadHbIE CAHKIUI) B KAYECTBE SA3BIKOBOM (hOPMYIIBI, KaK pe3ysbTaTa
yHI/Id)I/IKaHI/II/I A3BIKOBBIX CPEJICTB!

a) B TapaHTHUHHOM IIHCHME;

0) B peKkJIaMallMOHHOM IHChME;

B) B MH()OPMALIMOHHOM NHCHME;

I') B IMCbMe-HalOMUHAHUH.

8. CiioBa, KOTOpBIC CTAaHOBATCA HEOQHUIHUATIBHBIM 3aMEHHTENIEM TEPMHHA M UX IPHMEHEHHEB
HEZOMyCTUMO, — 9TO:

a) npodeccuoHaIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T) TAPOHHUMBL.

9. 3aKOHYEHHBII B CMBICIIOBOM OTHOIIEHUH OTPE30K TEKCTa, MTO3BOJISIOIINI YCTaHOBHUTh
3HAUCHHE BXOAIIETO B HETO CJI0BA WM (pas3bl — ITO:

a) aHHOTAIIWS,

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perynupyrommas (1esTensHOCTh OpTaHN3allfil) Cpeaa BKIIFOYAET:

a) TOCY/IapCTBEHHbBIE CTAaHIAPTHI;

0) oOIIeCTBEHHBIE OXKHUIAHHS,

B) PEKOMEH/IAIINH, OTPAXKAIOIINE TIEPEIOBOM OIIBIT;

') HOpMaTHBHBIE JIOKYMEHTHI, OTPaXKarolIne ACSATEILHOCTh OPTaHU3aLUH.

11. ITonuTHKa YIIpaBIeHUS JOKYMEHTAMH OpTaHU3aIHH [T03BOJISICT:

a) TMOBHIIATE YPPEKTUBHOCTH AESATETHHOCTH OPTaHU3AIHM;

0) cobmoaaTe TpeOOBaHMS 3aKOHOAATEIHCTBA M PETYANPYIOIICH Cpepl;

JIOKYMEHTax




CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

B) M30eKaTh PUCKOB MTPEANIPUHIMATEIBCKOH A TEIHHOCTH, CBSI3aHHBIX C JIOKYMEHTaM;
T') COXpaHATh NaMATh OpraHU3aluK, HHANBUIA U O0IIECTBA.

12. K npunImnam pa3paboTKy MpOrpaMM yrpaBJieHUs JOKyMEHTaMU OTHOCHTCS:

a) OLICHKa PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(HIHAIBHBIX JOKYMEHTOB;

0) ompeseneHre MPaBUi CO3aHUS METaJaHHBIX O IOKYMCHTAX;

B) o0ecrieueHne XpaHEeHHsI JOKYMEHTOB B O€30ITaCHOM U 3allMIIEHHOH cpejie;

T') onpe/ieNeHne BO3MOXKHOCTEH MOBBINIEHHS 3P PEKTUBHOCTH pabOThl OpraHU3aIuu

B pe3y/bTaTe KaueCTBEHHOIO yIpPaBJICHHS JIOKYMEHTaMU.

13. Pacripenenenyie OTBETCTBEHHOCTH 32 JIOKYMEHTAI[IOHHOE 00eCIIeYeHUE YITPaBICHHS
NpeIoiaraeT OTBETCTBEHHOCTh:

a) BCEX COTPYIHHKOB OpraHU3alMH 32 ;

0) CHCTEeMHBIX aIMUHUCTPATOPOB 3a ;

B) PYKOBOJICTBA OpTaHMU3AILIMH 32 ;

T') ceKkperapeii 3a .

14. Ecin JAOKYMEHT SABJIIETCA TEM, YEM JOJKEH 6blTb; CO3J1aH WK OTIIPABJICH JIMIIOM, YIIOJJHOMOYE€HHBIM Ha 3TO, a
TaKKe B TO BpeMsi, KOTOPOE YKa3aHO Ha JJOKYMEHTE, TO 3TO O3HAYAET ero:

a) IOCTOBEPHOCTb,

0) 1IETTOCTHOCTB;

B) ayT€HTHUYHOCTE;

I') IPUTOJHOCTD AJISL UCIIOJIB30BaHUSL.

15. CTparerus BHEIPEHUsI JOKYMEHTHBIX CUCTEM IpeIycMaTpPHUBAeT:

a) IPOEKTHPOBAHUE JOKYMEHTHBIX CHCTEM;

0) TIOIrOTOBKY COTPYAHUKOB, Pa0OTAIOIINX C JOKyMEHTaMH;

B) COOTBETCTBHE JOKYMEHTOB PETYIHPYIOLIeH cpere;

I') KOHBEPTALMIO TOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CHCTEMBI, ()OPMATHL.

16. CriocoOHOCTh TOKYMEHTHOW CHCTEMBI JJIUTENLHO U TPABHIBHO (DYHKIIHOHUPOBATH
B COOTBETCTBUH C TPeOyeMBIMH MPOLIEAYpAMHU O3HAYAET ee:

a) HaJIKHOCTD;

0) > PeKTUBHOCTE;

B) IIEJIOCTHOCT;

T') KOMITIEKCHOCTbD.

17. CiocobHOCTh JOKYMEHTHO!N CHCTEMEBI IPEIOTBPAIIATh HECAHKITHOHHPOBAHHBIC
JOCTYH K JOKYMEHTaM, UX YHHYTOXECHHE, N3MEHEHNE MU [IepeMeIeHHs] O3HAYaeT ee:
a) HaJIOKHOCTD;

0) > PeKTHUBHOCTE;

B) IIEIIOCTHOCT;

T') KOMITJIEKCHOCTb.




CTpyKTypHBIii

SIIEMEHT InanupyeMbie pe3ynbTaThl O0YUCHUS O1eHOYHBIE CpeCTBa
KOMIICTEHIHH
18. MeTo0/10rHst TIPOEKTUPOBAHKS ¥ BHEAPEHHS TOKYMEHTHBIX CHCTEM BKIIIOUAET:
a) aHaJIU3 JIEJIOBOM JIEITENbHOCTH OPTaHU3aIlHH;
0) OLIEHKY CYIIECTBYIOIIUX JOKYMCHTHBIX CHCTEM;
B) MOHHMTOPHHT, OIIEHKY, KOPPEKTHPYIOIIHE JCHCTBHS;
I) IpeKpalieHre MPUMEHEHHS JOKYMEHTHBIX CUCTEM.
19. O6bexTaMu YHU(PUKALUY U CTAHIAPTU3AINK B yIPABICHIECKON JIEATENbHOCTH
SIBIISFOTCA:
a) TEPMHUHBI, HCIIOIb3yEeMbIC TIPU pabOTe ¢ yIpaBiIcHUSCKON HH(OpMAaIHeH;
0) opraHHU3aIMOHHbIE CTPYKTYPBI OPraHU3aIMii, YIPEXKICHUN U IPEATPUATHIA;
B) yIpaBlieHUeCKre (yHKIHY;
I) ynpaBlieHYecKas JOKYMEHTALIUS.
Bnaners Kpocceopn 2. _
T I 0 O O O e BT
11
2] | g8 [ |
9
HaBBIKAMHU 3] [ [ | |

IIPAKTUYECKOTO  OTpPaKEeHUs

(hakToB XO03SIICTBEHHOM

KU3HH, aKTHBOB, JOXOJOB, | |4 | ] 6 | |

pacxoJIoB U JPYruX 0OBEKTOB

OyXrajarepckoro ydera Ha 5 L [ | | |

cyerax OyXranaTepckoro

yyera;

ITo ropmsonTamu: 1) HOPMATHBHBIA ITOKYMEHT, COIEPKAIIMH CHCTEMATH3HMPOBAHHBIA IEpPEueHb CTPYIIHPOBAHHBIX
HaMMEHOBaHUH OOBEKTOB M INPUCBOCHHBIE MM KOIBI, 2) HOPMATHBHBIH JOKYMEHT, 3aKpeIUIAIOINI YHU(DHKALNIO
JeONPOHU3BOACTBA; 3) (HKcanus Ha MaTepUaJbHOM HOCHTENe MHPOPMALMH C PEKBU3UTAMHM, ITO3BOJIIOIMIMMHU €
HOCHTUPHUIHUPOBATh; 4) YCTaHOBICHHE €OMHOOOpa3us cocTaBa W (HOPM YIpPaBICHYSCKHX TOKYMEHTOB, CO3JaBacMBIX
MpH PEIICHHH ONHOTHITHBIX YIpaBICHYSCKNX (YHKOWH; 5) wuHbopMamwsi, (UKCHPOBaHHAS HAa KaKOM-ITHOO
MaTepHaTbHOM HOCHTEIIE.

ITo BepTukamu: 1) nuppoBoe obo3HaueHHe HOpM TOKYMEHTOB B XO/I€ COCTaBJICHUS KIacCH(UKATOPOB WHPpopMamu; 6)
mruppoBoe 00O3HAUCHHE, SBILIIONICECS DIEMEHTOM HWACHTU(PHKANNN OOBEKTOB B XON€ WX KIACCUPUKAIUHI, 7)




CTpyKTypHBIii
JJIEMEHT [Tnmanupyemble pe3yabTaTsl 00ydeHUs OLeHouHbIE CpPEACTBA
KOMITETEHIINT

MEKAYHApOIHBI JIOTOBOp II0 ONPEAEIEHHOMY BONpOCY; §) OpraHu3amnus WIH CTPYKTYpHOE TOApa3JelieHue,
OCYIIECTBIISIOIIEE I0JITOBPEMEHHOE HJIHM TIOCTOSIHHOE XpaHEHHE OKOHYEHHBIX AeN; 9) BHECEHHE JOJDKHOCTHBIM JIMIIOM
B O(HIMATBHBIC JOKYMCHTHI 3aBEJIOMO JIOKHBIX CBENCHUH WM HCIPABICHUH, HMCKAXAIOMIUX WX JCHCTBHUTEIBHOE
conepkanue; 10) CHHOHUM clioBa JA0roBop; 11) JOKYMEHT, MOATBEPIKIAIOIINI COOTBETCTBUE MPOIYKIIHH, MPOIECCOB U
YCIIYT YCTaHOBJICHHBIM TPEOOBAHUSIM.




0) Ilopsaok mnpoBedeHHs] NPOMEKYTOUHOW ATTeCTAUMHU, TMOKA3aTeJM W KPUTEPUH
OlleHUBAHMUSL:

IIpomedcymounas ammecmayus npoeooumcs 6 popme 3avema.
Kpumepuu oyenxu (6 coomeemcmauu ¢ hopmupyemvimMu KOMREMeHYUsMU U NAAHUDY eMbLMU
pe3yrbmamamu 00yyeHus):
O1eHKa «3aUTEHOY» BBICTABISIETCS CTYACHTY, KOTOPBIH
- IPOYHO YCBOWJI MPETYCMOTPEHHBIN MPOrpPaMMHBIA MaTepHa;
- MPaBWJILHO, pTYMEHTUPOBAHO OTBETHJI Ha BCE BOTIPOCHI, C IPUBEICHUEM IPUMEPOB;
- OKa3aJl TITyOOKHe CUCTEeMaTH3UPOBAHHbBIC 3HAHUS, BIIA/ICET IPHEMaMH PacCYKICHUS U
COIIOCTABIISIET MaTePHAJl U3 Pa3HBIX HCTOYHUKOB: TEOPHIO CBS3BIBACT C MPAKTUKOM, APYTUMHU
TEMaMH¥ JJAHHOTO Kypca, IPYTHX U3y4aeMbIX PEIMETOB
- 0e3 omMOOK BBIMOJIHUI MPAKTUYECKOE 3a/1aHuE.
OneHka «He 3a4TeHO» BBICTABIISIETCS CTYIEHTY, KOTOPBIH He crpaBuiics ¢ 50% BompocoB u
3aJJaHNl, B OTBETAX Ha JPYr'He BOMPOCHI IOMYCTHII CyliecTBeHHbIe ommOku. LlemoctHoro
MIPEJICTAaBICHHS O B3aMMOCBS35X, KOMIIOHEHTaX, dTanax pa3BUTHUS KyJIbTYPHI Y CTY/IEHTA HET.

8 YueOHo-MeTOMMUYecKOe H HH(POPMAIIMOHHOE 00ecTiedeHue TUCIIUTITHHBI (MOTYJIs1)

a) OcHOBHas JMTEpaTypa:

1. [Manacenko, FO. A. JlIokyMEHTHpOBaHHE YIPaBIEHUYECKON NEATEILHOCTH: YdeOHOe
noco6ue / FO.A. Tlanacenxko. - Mocksa : PUOP, 2018. - 138 c.: - (KapmanHoe yae6HOE mocoowue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : snektponHbiil. - URL:
https://znanium.com/read?id=309085 (mara ooparenus: 01.09.2020)

2. KprokoBa, H. II. [lokymMeHTHpOBaHHE YIPaBICHUYECKONW NEATEILHOCTH : y4deOHOe
nocobue / H. I1. KprokoBa. - Mocksa : MHOPA-M, 2019. - 268 c. - (Bsicuiee oOpa3oBaHue:
bakanaspuar). - ISBN 978-5-16-003134-7. - Tekct : omektponnbii. - URL:
https://znanium.com/read?id=359359 (mara oGpamienus: 01.09.2020). — Pexxum moctyma: 1mo
MOATHCKE.

0) lonoJiHMTEILHAS JIATEpaTypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHHE YIIPABICHUYECKON neaTebHOCTH + TecThl B ObC :
y4eOHHUK M MMPAKTHKYM Ui akagemuueckoro 6akaigaspuara / M. K. Kopuees, A. B. ITmenko, B.
A. Mamypues.-2-¢ u3a., nepepad. u gom.-MockBa : M3marensctBo FOpaiit, 2019.-384 c.-
(bakamaBp. Axamemuueckuii kypc).-ISBN 978-5-534-04533-8.-Tekcr : anexrponnsiii // DbC
FOpaiit [caiit].-URL: https://urait.ru/bcode/433066 (nara oopamienus: 01.09.2020).

2. KazakeBuu, T. A. JloxymeHTanmoHHOe oOecmedeHHEe YIpaBICHUS . YYEOHHK U
MPaKTHKYM [UIs cpeiHero npodeccnonanbHoro oopasosanust / T. A. Kazakesuu, A. 1. Tkamuu.-
2-¢ u3A., ucnp. u jgomn.-MockBa : MzmarensctBo IOpaiit, 2019.-177 c.-(Ilpodeccuonanproe
obpazoBanue).-ISBN 978-5-534-06291-5.-Tekcr : snekrponnsiii // IBC Opaiit [caiit].-URL:
https://urait.ru/bcode/437587 (narta obpamienus: 01.09.2020).

B) Meroauyeckue yka3anus:
IIpencraBnens! B npuiioskeHuu 1

r) IIporpammuoe o6ecnieuenne u MHTEpHET-pecypesl:

IIporpammHoe o0ecnieuenne

Haumenosanue [10 Ne norosopa Cpoxk neiicTBUS TULEH3UN

MS Office 2007
Professional

Ne 135 01 17.09.2007 O6eccpouHO
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MS Windows 7

Professional(ms  |1-1227-18 ot 08.10.2018 11.10.2021
KJ1aCCOB)

7Zip cB000THO pacupoctpansemoe 10 0eCCpOUHO
FAR Manager cB0001HO pacrpocTpansemoe [10 OECCPOYHO

HpO(l)eCCI/IOHaJIbeIe 0a3bl JAaHHbIX U I/IH(l)OpMalI]/IOHHLIe CIIPaAaBOYHbLIC CUCTEMBI

Hassanue xypca

CchUIka

DrekTpoHHas 0a3a nmepuoauueckux u3ganuii East View
Information Services, OO0 «MIBUC

https://dlib.eastview.com/

IMouckosas cuctema Axkagemust Google (Google Scholar) |[URL.: https://scholar.google.ru/

nHGOPMAITMOHHBIM Pecypcam

Nudopmannonnas cucrema - EnuHoe okHO nocTyma K

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

HannonansHas

(PUHI)

MH(pOpPMaIllMOHHO-aHAJIUTHYECKast
cucreMa — Poccuiickuil MTHAEKC HAyYHOTO LUTHPOBAHMS

URL:
https://elibrary.ru/project risc.asp

®denepanbHOE

COOCTBEHHOCTH)

rOCyIapCTBEHHOE
yapexaenne «DenepanbHblil HHCTUTYT pombinuiennoi|URL: http://www1.fips.ru/

OIOIKETHOE

9 MarepuajibHO-TEXHHYECKOE o0ecreyeHne TUCHUTILTHHBI (MOIYJIs1)

MaTepI/IaHBHO-TeXHI/I‘-IeCKOG oOecrieucHue JUCHUIUIMHBI BKIIFOYACT.

Tun 1 Ha3BaHUE ayIUTOPHH

OcHareHue ayauTopun

YueOHbIC ayTUTOPUH JUTSI TIPOBEICHIS

3aHATUN JIEKIIMOHHOT O THUTIA

MynbsTHMenUITHBIE CPE/ICTBA XPAHEHU S, TIEpENaul U
npeICTaBIIeHYsI HPOPMAIIUH.

YueOHbBIC ayTUTOPUH JUTSI TIPOBEICHIS
MPaKTUYECKUX 3aHITUN, TPYIITIOBBIX U

WHAWBUAYaIbHBIX KOHCYJIbTALIUH,
TEKYILLET0 KOHTPOJIA U
MPOMEKYTOUHOU aTTecTaluu

MynbsTHMenUiITHBIE CPE/ICTBA XPAHEHUS, TIEpENaul U
MIPENICTaBICHUS HHPOPMAIIHH.

Kommieke TecToBbIX 3aAaHui ISl TPOBEIECHUS
MIPOMEXKYTOUHBIX B PyOSKHBIX KOHTPOJIEH.

IToMmemeHnus It caMOCTOSTEIIHLHOM
paboTHl 00yYAIOIIUXCS

Iepconanbubie KoMbioTEPHI ¢ Takerom MS Office, Beixomom
B VIHTEpHET ¥ ¢ OCTYIIOM B SJIEKTPOHHYIO HH()OPMAIMOHHO-
00pa3oBaTENbHYIO CPENy YHUBEPCHTETA

[TomenieHus st XpaHEHHUS U
MPO(UIAKTHIECKOT0 OOCITYKIUBaHHS
y4e0HOT0 000py TOBAHHS

[kads! anst xpaneHus: yaeOHO-METOIUIECKON TOKYMEHTAIINH,
y4e0HOro 00OpyI0BaHHS U yueOHO-HATIISATHBIX IOCOOHIA.

IIpuno:xenue 1

Memoouueckue pekomenoayuu 011 nOO20MOGKU K 3auemy

1. IToaroToBKa K 3a4eTy 3aKJIOYAeTCsl B U3yYSHUH TIATEIbHONU MPOpaboTKe CTYICHTOM
y4eOHOTO MaTepuana JUCUUIUIMHBI C YUETOM y4eOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHATUH,
CTPYNIIMPOBAHHOM B BHJI€ KOHTPOJIBHBIX BOIIPOCOB.
2. 3aueT 1o Kypcy MpoOBOAUTCS B BUJIE TECTUPOBAHUSI.
3. KauecTBeHHO! MOATOTOBKOM K 3aUETy SIBISAETCS:
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—II0JIHOE 3HAaHUE BCEro YUeOHOTro MaTepHaa 1o Kypcy;
—CB000/IHOE OTIEPHPOBAHNE MATEPHATIOM;
—JIeMOHCTpAIHsI 3HAHUH JIOTIOJIHUTEIHLHOTO MaTeprana;
—4ETKHME PAaBUIIbHBIC OTBETHI B 3a/ITaHUSX.

[IpuMepHBIi IepeyeHb BOIIPOCOB K 3a4ETy:

=

23.
24,

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.

OcHOBHBIC TIOHATHS, TPUMECHSIEMBIC B JICTIONTPOU3BO/ICTBE.

PexBusnuthl tokymeHTOB. Kakue BubpI OJIAaHKOB U (pOPMATHI TOKyMEHTA IPUMEHSIOTCS B
YUPEXKJICHUAX ?

CocraB o6m1ero OnaHka.

PexBu3uThI B cocTaBe OaHka nucbMa. YUem oTimmdaercs oOmuid O1aHK OT OJlaHKa IS
miucbma?

PexBu3nTHI B cocTaBe OJaHKa BUA JOKYMEHTA.

Dopmynsp-odpaszer.

Kakue TpeboBanus npeIbsaBIsSIOTCS K JOKyMeHTam?

HasnaueHue u cocTaB OpraHu3alnOHHO-TTPABOBOM JIOKYMEHTAIIUN

Hasnauenue u cocTaB pacopsAANTEILHON JOKYMEHTAITU!

. Haznauenue u cocraB nHQOpPMaIIMOHHO-CIIPABOYHON JOKYMEHTALIUH

. TpeboBanus k 0(hOPMIICHUIO PEKBU3UTA «HANMEHOBAHHUE OPTraHU3aIIN»

. CocTaB peKBU3HTA «CIIPABOYHBIC JaHHBIE 00 OpraHU3aIAN»

. [lopsimokx matupoBaHus JOKyMEHTa U BU/bI J1aT.

. CocTaBHbIE YaCTHU PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA U MOPSIOK €ro MpOCTaBICHUS
. [lopsinok anpecoBaHusi TOKyMEHTA.

. Kakumu criocobamu oopmisieTcs: yrBepKIeHUE TOKyMeHTa?

. Kakue TpeboBaHus IpeIbABISIOTCS K 3ar0JI0BKY?

. [Topsimox oopmieHUst TPHIIOKEHUHN K TOKYMEHTY

. [opsimokx opopmiieHUs: PEKBUZUTOB «IIOJIKUCH» U «OTMETKA O 3aBEPEHUU KOIIHI)

. Kak oopmiisiercs cornacoBanue 10KymeHra?

. [lopsimok mpocTaBiieHus Ha JOKYMEHTax revyaTeit

. [lepeuncnure 0TMETKH, IPOCTABISIEMbIE HA BXOASIIEM JOKYMEHTE, YKAXKHUTE MOPSIOK UX

ohopMIICHHSL.

Otansl NOArOTOBKU JOKYMEHTA.

OO6uue TpeboBaHus K TEKCTy JokyMeHTa. Kak oopmisieTcs B TEKCTE CCbUIKA Ha
JIPYrou T0KyMEHT?

Bupl opraHu3aiioHHbIX JOKYMEHTOB M OCOOEHHOCTHU MX COCTaBICHHS U 0(pOpMIIeHHUS.
JlaTel pacriopsAUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH UX COCTABICHUS U 0(OPMIICHUSL.
B yem ocobenHOCTH cocTaBieHHsI U 0(hOpMIIEHUS TPOTOKOA?

B yem ocobenHoCTH cocTaBieHus U 0(hopMIIeHuUs aKkTa?

TpeboBanus K COCTaBICHUIO U O()OPMIICHHUIO JOKIATHBIX 3aIIUCOK

TpeboBanMs K COCTaBICHUIO U 0(OPMIIEHUIO OOBSICHUTEIBHBIX 3aIIUCOK

TpeboBaHMs K COCTABICHUIO U 0()OPMIIEHHUIO CIIPABOK

TpeboBaHMs K COCTABICHUIO U 0(OPMIIEHUIO CITYKEOHBIX MMHUCEM

TpeboBaHMs K COCTABICHUIO U 0(OPMIIEHHUIO TEJIETPAMM

OcoGeHHOCTH cocTaBIeHUS U 0QopMIICHHS Tesle(hOHOTpaMM

Yro moHUMaeTcs o1 00beMOM JIOKYMEHTO000pOTa, TI0YEMY OH YBEITHMUUBAETCS?

UYro BXOJUT B MOHATHE JOKYMEHTO0OOpOTAa?

OpraHu3anroHHbIe JOKYMEHTBI, OTIPEIENIONINE MOPAIOK JBIKEHUS JOKYMEHTOB B
opranu3zaiu (pupme)

TpeboBanus kK opraHu3alyy NpueMa u NepBUYHON 00pabOTKHU TOKYMEHTOB

3HayeHue NpeABAPUTEIHLHOTO POCMOTPA U PacHpeieIeHUs MOCTYMUBIINX JOKYMEHTOB
[IpaBuna 06pabOTKH UCXOAALINX JOKYMEHTOB.



