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1 Ilesin ocBOEHMST AUCHMIIJIMHBI

Llenpto OCBOGHMS TUCHUIUIMHBI «/[OKyMEHTHpOBaHME YIPABICHUYECKON [ESTEIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHON OpraHu3aluu COBPEMEHHOTO JIEIOMPOU3BOJCTBA HA MPEAPUATHIX
U B OpraHu3aiusx.

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

Hucuunnuna «JloKyMEeHTUPOBAaHUE YIPABJICHUYECKOW NEATEILHOCTH» BXOJUT B BapUATHUBHYIO
4acTh 00pa3oBaTeIbHON IPOrPaMMBI 110 HarpaBiaeHUIO MoAroToBkH 38.03.02 «MeHeIHKMEHT.

JIist u3y4deHus TUCIUIUIMHBI HEOOXOIMMBI 3HAHWSI, YMECHHUSI, BIAJACHUS, CHOPMUPOBAHHBIE
B Ipolecce oOydeHus: BJaJeHHEM O0a30BbIX HABBIKOB MPAKTUYECKOW paboThl 1Mo cOopy
peaTbHBIX (PAKTUICCKHX MAaTEPHATIOB, MX KOMILJICKCHOW OIEHKE, aHAJIN3y M CHCTEMAaTH3allld B
YacTH, KacalwlleWcs  pelleHUus JOKYMEHTHUPOBAaHUS  YIPABICHYECKON  JESATENbHOCTH,
CIIOCOOHOCTh K aOCTPAaKTHOMY MBIIIUICHUIO, aHAJIU3y, CHUHTE3Y, CIIOCOOHOCTHIO NPHUHUMATh
OpraHU3allMOHHO-YIPABICHUYECKUE  PEIICHUs, OLEHUBAThb WX  I[OCJIEACTBUS,  HECTU
OTBETCTBEHHOCTH 3a MX pealI3alii0, TOTOBHOCTh MOJIb30BAThCSI HOPMATUBHBIMU JIOKYMEHTaMU
Ha IIPaKTUKE

3HaHUs, YMEHHUsI, BIIAQJICHUSA, TOJYUYCHHbIC NPH WM3YyYEHUU AUCIUIUIMHBI HEOOXOAMMBI B
OCBOGHHUU CIEIYIOIIUX KypcoB: «MEeHEIKMEHT B MajoM OH3Hece»«YTpaBleHUE 3aTpaTaMu B
NpoMbIIUICHHOCTH», «Hamorm wu  Hamoroo6moxenuey, «VHHOBAIIMOHHBIA MEHEIHKMEHTY.
3HaHus 1O MpobieMaM JOKYMEHTHPOBAHUS YIIPABICHYECKOU ACSITENbHOCTH HYKHBI B HAYYHO -
HCCJIEI0BATENbCKOM padoTe U MPAKTUUECKOU IeATETLHOCTH.

3 Komnerenuun o0y4aromerocsi, popmupyemsbie B pe3yJjibTaTe 0CBOCHUSA
AUCHUILVIMHBI U IUVIAHNPYeMble pe3yJbTaThbl 00y4eHust

B pE3YyIbTaTe OCBOCHHA JAUCIHUITIINHBI «I[OKYMeHTI/IPOBaHI/Ie ynpaBnqueCKoﬁ
JACATCIIBHOCTH O6y‘IaIOHIHI>'IC$I JOJIKEH O6J'IaI[aTB CJICOAYIOIUMHU KOMIICTCHIUAMMU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUEHUS
KOMIIETEHIINH

OIIK - 1 — Bi1ageHHeM HaBBIKAMM IOMCKA, aHAJM3a M HUCIOJb30BAHMA HOPMATHBHBIX H
NPABOBLIX JOKYMEHTOB B CBOeH NPo¢ecCHOHATLHOM 1eTeILHOCTH.

3Hath — 0COOeHHOCMU NOUCKA, AHAIU3A U UCNONb30BAHUS HOPMAMUBHLIX U
NPagoeuix OOKYMEHMO8 8 c80ell NPOGheCCUOHANbHOU 0esmenlbHOCHIU.

YmeTb —  UCKambv, AHAAUIUPOBAMb U UCNOIb308AMb HOPMAMUBGHBIE U NPABOGbLE
OOKYMEHMbl 8 C80ell NPOPeCCUOHATLHOU OessmeNbHOCIU.

Branets —  HABbIKAMU NOUCKA, AHAIU3A U UCNOTIb308AHUS HOPMANUBHBIX U NPABOBHIX|
OOKYMEHMO8 8 C80ell NPOPeCCUOHATLHOU OesmeNbHOCI.

IIK - 8 — Bi1aieHneM HaBbIKAMH JIOKYMEHTAJbLHOT0 0()OpMJIEHHS PellleHU B yPaBJIeHUH
ONECPAlMOHHON (NMPOU3BOACTBEHHOH) /JeATEJbHOCTH OPraHM3alMil NPH BHEAPEHUH
TEXHOJOTHYECKHUX, IPOAYKTOBbIX MHHOBAIIMH HJIM OPTraHU3AIMOHHbIX H3MEHEHMI.

3Harb —  OOKyMeHmanbHoe ogopmienue peuieHull 8 YnpasieHuu OnepayuoHHol
(Mpou3z600CMBEeHHOU) OesIMENbHOCU  OP2AHU3AYULL  NpU  BHeOpeHUU
MEXHON02UYECKUX, NPOOYKMOBLIX UHHOBAYUU UTU OP2AHUZAYUOHHDIX|
U3MEHEHU.

YmeTb — ocywecmsnsims OOKYMeHmAanbHoe OQopmieHue peuleHull 8 YNpasieHuu
ONepayuoHHOU (NPOU380OCMBEHHOU) O0esMeNbHOCMU OPSAHU3AYUN NpU
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CTpyKTypHBI
JJIEMEHT [Tnaaupyemblie pe3yiabTaThl O0y4eHUS

KOMIICTCHI UM

BHeOpeHUU  MEXHONO02UYeCKUX,  NPOOYKMOBLIX — UHHOBAUUL  UIU
OpP2aHU3AYUOHHBIX USMEHEHUU,

— NOHUMAMb  BO3MOJNCHblE  NOJONCUMETbHbIE U OmMpuyamesbHble|
HOCIeO0CMEUsT NPUHUMAECMBIX OP2AHUZAYUOHHO-YNPABTIEHYECKUX peuleHUl,
oYeHU8amv dGhHeKmusHOCmMy YNPAasiIeH4ecKUX peueHull.

Bnaznets — Hagvlkamu OOKYMEHMANbHO20 OQOopMIeHUs peuleHUutl 6 YnpasieHuu
ONepayuoHHOU (NPOU3800CMEEHHOU) O0esIMENbHOCIU OP2AHU3AYULL NPU
6HeOpeHUU  MEXHON02UYeCKUX,  NPOOYKMOBbIX  UHHOGAYUL  UIU
OpP2aHU3AYUOHHBIX USMEHEHUI.

IIK-11- BnageHneM HaBbIKAMH aHaIu3a WHGOPMAUMU 0 (PYHKUMOHHMPOBAHUU CUCTEMbI
BHYTPEHHEr0 [J0KYMEHT0000pOTa OpraHu3alMu, BeJdeHHs 0a3 JaHHBIX MO Pa3IHYHBIM
NnoKazareJaiM #  (GopMHPOBAaHHUA HWH(POPMALMOHHOIO O0eclmeYeHUs1 YYACTHMKOB
OPraHU3alMOHHBIX MPOEKTOB.

3Harh — aHanu3z uHgopmayuu o0 QOYHKYUOHUPOBAHUU CUCTEMbl GHYMPEHHE20
00KyMeHmoobopoma opeanusayuu, eoenusi 6a3 OaHHbIX NO PA3IUYHBIM
nokazamensiMm U - QOpMUposarusi UHGOPMAYUOHHO20 — ODecnedeHus:
VUACTMHUKO8 OP2AHU3AYUOHHBIX NPOEKMOS.

YMeTh — grademv HABLIKAMU aHAIU3A UHGoOpmayuu O DYHKYUOHUPOBAHUU
cucmemvl GHYmMpeHHe20 00KYMeHmoobopoma opeanuzayuu, eeoeHus o6as
OaHHLIX N0 pA3IUYHBLIM — noKazameusam U Qopmuposanus
ungopmayuonHoeo  obecnevenus — YUACMHUKOS  OP2AHU3AUUOHHDIX]
NPOEKMOs.

Braners — HAaBblKAMU AaHAIU3A UHOpmayuu O QYHKYUOHUPOBAHUU CUCHEMbL
BHYMpeHHe20 OOKYMEeHmMOo0oO0poma opeanHuzayuu, 8edenusi 6a3 OaHHbIX
N0  pa3luyHbIM NOKaA3amensim U @QopMupo8aHus UHGOPMAYUOHHO2O,
obecneueHus: y4acmHuUKo8 Op2aHu3ayUOHHbIX HPOEKMO8.

MNK-20 — BJIAACHUEM HABBIKAMHW NOATOTOBKH OPraHUM3alMOHHBLIX U PacCnopsiauTEC/IbHBIX
JOKYMEHTOB, HCOGXOI{HMLIX JJISA CO3TAHUS HOBBIX NPECANPHHUMATEILCKHUX CTPYKTYP.

3Hath — 0cobenHOCmU NOO020MOBKU OP2AHUSAYUOHHBIX U PACHOPAOUMENbHBIX
O0OKYMEHMO8, He0OX0OUMBIX O/ CO30AHUSL HOBbIX NPEONPUHUMAMENbCKUX|
CmpyKmyp.

YmeTb —  enademp HABbIKAMU Nn0020MOBKU Op2aHU3AYUOHHBIX u

PACnopsa0umensubix 00KyMeHmo8, HeoOXo0uUMblX OJisi CO30AHUS HOBbIX
NPEONPUHUMAMENbCKUX CIPYKMYP.

Braznets —  HABLIKAMU  NOO20MOBKU  OP2AHUZAYUOHHLIX U  PACNOPAOUMETLHBLX|
0OKYMEHmMO08, He0OX0OUMBLX OJist CO30AHUSL HOBBIX NPEONPUHUMAMETbCKUX|
CIMPYKMYp.




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh AUCIUILUIMHBI COCTABIISIET 3 3a4eTHBIX eauHuilbl 108 akas. 4acoB, B TOM YHCIIE:

— KoHTakTHas padota — 10,7 akan. gaca:

— aynurtopHas — 10 akaj. 4yacos;

— BHeayauTopHas — 0,7 akaJ. 4acos;

— camMmocTosTenpHas padora — 93,4 akaj. 4acos;

- IIOATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.
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1.Tema: Teoperuyeckne OCHOBBI| 2 1 1\1 15 |- 3y4eHue yueGHOTO YcTHBIN onpoc. OIIK-1-3y8;
AeJIONPON3BOACTBA OpraHu3anuM. MaTepuaia, BeiHeceHHoro  ([IpoBepka mHmuBUAyanbHBIX| [1K -8-3y8;
Nudopmanus, ee kputepuu. J{OKyMeHT. Ha CaMOCTOATENIbHYIO | 3aJaHUM. 11K-11-3y8;
PexBuzur JIOKYMEHTA. OyHKIMH popaboTKy, MOATOTOBKA 1IK-20-3ys.
JIOKYMEHTA. IOpuanueckas cuia K TEKYILUM 3aHATHSM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, -IToAroToBKa BBHICTYIIJICHUI
JIOKyMEHTUPOBAHUE. C JIOKJIa/laMHu.
JlokymeHTanmoHHoe o0ecrnieueHue -Hanucanne KOHTpPOIBHOU
yIpaBIEHUS. JIOKyMEeHTOOO0POT. paboThI.
Knaccudukanmst JIOKYMEHTOB. - Ilouck AOMOJHUTENBHOMN
Cranpapruzanus u yHU(UKAIUSA uHboOpMalUK O 3aJaHHON
JIOKYMEHTOB. VYHudunupoBanHas TeMe (paborta C
cucremMa JIOKYMEHTAIUU (YCL). oubnuorpaduueckumMu
Cucrembl JokyMeHTauuu. [IpmHOHAIBL Marepuaiamu,
JIEJI0NIPOU3BO/ICTBA. HopmatusHo- CIPaBOYHHMKAMU,
MeToauveckas 0aza JOKYMEHTHPOBAHHUS Karajoramu,  CIJIOBapsMH,




AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
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VIPaBICHUYECKOW  JEATENIbHOCTH | SHIUKJIONICTUSIMHU ).
opranu3anu paboThl ¢ JOKYMEHTaMH.

2. Tema:O0mme npaBwia| 2 1 1\1 15 |- H3syuenue  y4eOHOTrO|YCTHBIN Ompoc. OIIK-1-3ys;
oopmiIeHUs1 yIpaBJieHYeCKHUX maTepuana, BeiHeceHHoro  |IIpoBepka unnuBunyansubix | /K -8-3y8;
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENIbHYIO | 33 JaHHI. ITK-11-3y8;
«YHUPUIIUPOBAHHBIE CUCTEMBI npopaboTKy, MOJATOTOBKA 1IK-20-3ys.
JOKYMEHTAIUH. YHuduuupoBanHas K TeKYIIHM 3aHSATHSIM.
cucreMa OpraHU3aIIOHHO- -IToaroroBka BBICTYIUIEHUH
pacropsIuTeIbHON JOKYMEHTAITUH. C TOKJIaJIaMHU.

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

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

wiM ToBapHbIi 3Hak. PexBusut 04- Kog Marepuaiamy,
opranmsanuu. PekBusutr 05- VYkazanue CIIPaBOYHHUKAMH,

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

UICHTU(DUKAITHTOHHBIN HOMED

HAJIOTOIUIATEbIINKA/KO/T TIPUYUHBI
noctaHoBku Ha y4der. PekBusut 07- Kog
dopmbl  nokymenta. PexBuszur  08-




Pasznen/ tema
JIUCIIUILINHEI

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.

3aHATUA

CamocrosTenpHas
baboTa (B aKaj. 4acax)

Bun camocrosTenbHOU
paboThI

@dopMa TeKyIIEero KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEXKYTOUYHOU aTTECTALNU

Kox v cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

HaumenoBanue OpraHu3anuu. PexBusut

09-CrpaBouHbIe CBEICHHSI 00
OpraHu3aIuy. PexBuzur 10-
HaumenoBanue BHUA JIOKyMEHTA.
PexBusur 11- Hata  ngokymeHrTa.

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBus3ut 13- Ccbuika Ha
perUCTpAallMOHHBIH ~ HOMEpP U JaTy
nokymenta. PexBusur 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 JI0KyMeHTa. PexBu3ut 25-
Ilewats. PexBusur 26-OTmMeTKa O
3aBepeHuu  komuH.  PekBuzutr  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-
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OtmeTka 00 MCHONHEHUHM IOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTKka O TOCTYIUIGHHH JAOKYMEHTA.
PexBusut 30- Unentudukatop
AIIEKTPOHHON KOMUU TIOKYMEHTA.

Cocras PEKBU3HUTOB, ux
MECTOPACMOJIOKEHHE Ha JOKYMEHTE.

Dopmynsp-obpazel JOKYMEHTa.

3. Tema: Ocobennoctu| 2 1 1 15 |U3yuenue yueOHOTO YcTHbI# onpoc. OIIK-1-3y8;
COCTaBJICHUA U oopMJIeHUA MaTepuaia, BeiHeceHHoro  |[IpoBepka mHauBUAYanbHBIX | 1K -8-3y8;
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITENIbHYIO | 3aJJaHHH. 11K-11-3y8;
OcHoBHBIE TPYIIITBI JIOKyMEHTOB. popaboTKy, MOATOTOBKA 1IK-20-3ys.
HopmarusHbie JOKYMEHTBI K TEKYIIUM 3aHATHSIM.
roCy/1apCTBEHHBIX OpraHoB. -IToaroroBka BeICTYIJIEHUI
OpraHu3anoHHbIe JOKYMEHTBI C JIOKJIaJIaMHU.

HNPENIPUATHSL. JIOJDKHOCTHBIE -Hanucanue KOHTpPOIBHOU
UHCTPYKLIUH. PacnopsinutensHble paboThI.

JIOKYMEHTHI npennpustus. [Ipukassl mo - [Touck nonoaHUTENBHOU
OCHOBHOM JESTEIBHOCTH. uH(pOpMaIMHY 10 33JaHHOU
Pacniopsxenus, pelIeHusl. Teme (paboTa ¢
WndpopmanoHHO-CcIIpaBOYHbIE o6ubnuorpaduyeckumu
NOKyMeHThl. [IpoTokonbl, monHas U MaTepuagamH,

Kpatkast ¢popma ux oopmieHusi. AKTHI CIPaBOYHUKAMH,

CnyxeOHbIC " O0OBSICHUTEIIbHBIC

KaTaJIoramMu, CIIOBApsIMU,




AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
Pasnen/ Tema 2 (5 axaz. Hacax) § 5 | Bua caMocToATENbHO opma TeKYIIEro KOHTPOIs g% E
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3aIMCKHU. CrnpaBku. CayxeOHble SHIMKJIONECTUSIMH).
JIOBEPEHHOCTH. [Tucema, X
KJaccupukanus, CTPYKTYpa,
CTaHJapTHbIE (pa3bl U  BBIPAKECHMUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JIOKYMEHTOB.  JlemoBoe
OUCbMO  MEXIyHapoAHOro  oOpasia.
®daxkcel, TenedoHorpammel. Jloroeopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHHMKA CO3/1aHUsl JOKYMEHTOB.

4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 1 15 |- 3y4enue yueGHOTO VYerubiii  onpoc. Ilposepka| OIIK-1-3y8;
AOKYMEHTOB [0 JIMYHOMY COCTaBY. MaTepHualia, BRIHECEHHOTO  |MHIUBUAYaJIbHBIX 3amanuid. | [1K -8-3ys;
[TonsiTve M CTpyKTypa NEpCOHAJIBHBIX Ha CaMOCTOSITENIBHYIO ITK-11-3y8;
JAaHHBIX. [TpuHAICKHOCTD popaboTKy, MOATOTOBKA 1IK-20-3ys.
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK, K TEKYILUM 3aHATHSM.

JiepKaTenb u I10J1b30BaTENb -IToaAroToBka BEICTYIIIIEHUN
NEPCOHAIBHBIX  JaHHBIX. CTpykTypa C JIOKJIa/laMHu.

KaJIpOBOM MH(pOPMaILMOHHO- -Hanucanne KOHTpPOIBHOU
JIOKYMEHTallMOHHON CUCTEMBI. paboThI.

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

- Tlowck IOMOJHUTEIHHOMI
uHboOpMalUK O 3aJaHHON
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepHaJlaMH,
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AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
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= o =5 o g &
JOKYMEHTOB U IMpaBuiIa UX 0hopMIICHUS. CIPaBOYHHUKAMHU,
Kpatkue  cBemeHus 0  TpaBWIIaX KarajoramM,  CJIOBapsIMHU,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONICTUSIMHU ).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.

5. Tema: Opranuszanusi| 2 1 15 |- U3yuenue yueGHOTO Yeruwiii  ompoc. [Iposepka| OIIK-1-3y8;
JOKYMEHT0000poTA. [TonsaTus MaTepuana, BRIHECCHHOTO  |MHAWBHIYANbHBIX 3ananuii. | [IK -8-3y6;
JOKYMEHTOOOOpOT W OpraHu3alus Ha CaMOCTOSITENIbHYIO 11K-11-3y8;
JIOKyMEHTO000pOTA. HopwmarusHo- popaboTKy, MOATOTOBKA 1IK-20-3ys.
METOIUIeCKast perIamMeHTaIus K TeKYIIIHM 3aHSTHSIM.

TOKyMeHT0o0OopoTa. OCHOBHBIE MpaBUia -IToaroroBka BRICTYIIIEHUH

OpraHu3alii  JIOKyMeHTooOOpoTa Ha C TOKJIaJIaMHU.

MPEINPUATHH. KauecTtBeHHbie -Hamucanve KOHTPOJIBHOU

XapaKTEePUCTUKU JIOKyMEHTO00O0pOTAa. paboTHI.

Knaccudukanus  JTOKYyMEHTOMOTOKOB: - Ilouck nomomHUTETHHOU

TOPU30HTAIILHEIE, BEepPTHUKAIBHBIC, nH(OpPMANIUK TI0 3aTaHHOU

BOCXO/ISIINE, HHUCXOJSIINE, BXOJSIINE, TeMe (paborta C

ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu

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

6. Tema: OcHoBHbIe mpaBWiIa| 2 1 18,4 |- N3yuenue yueOHOTO Ycruwii  ompoc. [Iposepka| OIIK-1-3y8;
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AynutopHas = E oS
KOHTaKTHas paboTa % 8 = =
Pasnien/ Tema 3 (B akaj. yacax) § § BT CAMOCTOTENBHOM ®dopMa TEeKyIIero KOHTPOJIs g % E
JVCLIATUTHHEI 2 o C w g & paboThI YCICBAEMOCTH 1 225
= § = E = g 2 MPOMEIKYTOYHOHU aTTCCTAIlUH 5 5 ;
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OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MarepHaja, BBIHECEHHOTO  |MHIAMBHIYyalbHbIX 3ajaHuil. | [IK -8-3ys;
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO 1IK-11-3y8;
[lepBuunas o0OpaboTka JOKYMEHTOB. npopaboTKy, MOJATOTOBKA 1IK-20-3ys.
O6mue paBuiia perucrpanuu K TEKYILUM 3aHATUSM.
JOKYMEHTOB,  (OpMBI  perucTparum. -IToaroroBka BBICTYILUIEHUI
[lepenaua OOKYMEHTOB, pacCMOTpEHHE C TOKJIaZIaMHU.
ux PYKOBOJUTEIIEM. ITopsinok -Hanucanue KkOHTpOIBHOM
HaIpaBJICHUs JOKYMEHTa Ha UCIIOJTHEHHE paboTHI.
U paboThl UCHIOIHUTENS C TOKYMEHTaMH. - Ilouck nomomHUTETHHON
HUcnonnenne  nokymeHra. Buael wu nHpopMaluy MO 3aJaHHOU
bopmbI KOHTPOJIS UCIIOJIHEHUS, TeEME (pabota C
cpokoBas  kaproTeka. Opranuzanus O6ubanorpaduueckuMu
TEKyIIero xpaHenus aen. Homenknarypa MaTepHajJaMH,
nen,  obmue  TpeOOBaHHSA,  BHJbI CIPaBOYHHKAMHU,
HOMEHKJIATyp. CocraBnenue KaTaJloraMH,  CJIOBapsiMH,
HOMEHKJIAaTypel nen. dopmupoBaHue u SHIMKIIOTICTUSIMH ).
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 4 6\2 93,4 IIpoBepka MHAMBUAYAIBHBIX
3aJaHui
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2\U — B TOM 4mCIIe, YaChl, OTBe/IEHHbIE HA Pa00Ty B HHTEPAKTHBHOI (hopme.

13




5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanuzaius KOMIETEHTHOCTHOTO MOJAXOa MPeayCMaTpPUBAEeT MCIOJIb30BaHUE B y4EOHOM
nporecce AaxkTHBHBIX W HMHTEPAKTHBHBIX (OPM TPOBENCHHUS 3aHATHH B COYETAaHUH C
BHEAYJIMTOPHOM paboToil C 1enbi0 (GOPMUPOBAHUS U PA3BUTUSA NMPOPECCHOHAIBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHMM CTYAEHTOB JUCHUIUIMHE «J{OKyMEHTHpOBAaHUE YIIpPaBICHUYECKOM
JeSITeIbHOCTHY CIIEIYEeT OCYIIECTBISATh CIEAYIOINE 00pa3oBaTeIbHbIE TEXHOJIOTHUH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTeNbHOTO  IpOLIECcCa, IPEANONAralollyl0 MpsMYyIH0  TPaHCIALUIO 3HAHUH  OT
npenojaBareinss K CTYyJeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WITFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yuedOHbIX 3aHAMUIL C UCNOTBI0BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WnpopmanimonHasi ~ JeKUUs —  IOCJIENOBAaTEIIbHOE  H3JIOKEHHWE  Marepuaja B
TUCIUIIMHAPHON JIOTUKE, OCYILECTBISEMOE IPEUMYIIECTBEHHO BepOAbHBIMH CpeICTBaMU
(MOHOJIOT IIpenoaaBaTes).

[TpakTyeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUU M HABBIKOB I10
IPEJIOKEHHOMY aJITOPUTMY.

2. TexHoJioruM NPOOIEeMHOr0 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi TMPEAIOJIaraeT MOCTaHOBKY MPOOJEMHBIX BOIPOCOB, CO3JaHHE YYEOHBIX MPOOIEMHBIX
CUTYallui I CTUMYJIHMPOBAHUS aKTUBHOM MMO3HABATEIHHON JESATEILHOCTH CTYICHTOB.

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
CTyJEHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHoJIOTHH MPOEKTHOr0 O0Y4YeHMsI — OpraHM3alus 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUHU C AJITOPUTMOM TMOITAMHOTO pEUICHUS MPOOJIEMHOIN 3aJauyd WU BBITIOTHEHUS
yuebHoro 3aaanus. [IpoekT npeanonaraer COBMECTHYIO Y4eOHO-TI03HABATEIbHYIO IEATEIbHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBICHHYIO Ha BHIPAOOTKY KOHIEMINH, YCTAaHOBICHUE IeNel U 3ajad,
(GOpMYyIUPOBKY OXHUAAEMBIX PE3Yy/IbTaTOB, OMNPEIEIIEHUE MPUHIUIOB M METOJUK PpEHICHUS
MOCTaBIEHHBIX 3aJa4, IUIAHMUPOBaHHE XOAa paboThl, MOWCK JOCTYMHBIX W ONTHMAaJIbHBIX
pecypcoB, MOATANHYIO pealu3alHio IIaHa paboThl, MPE3EHTALUI0 PE3yJbTaTOB pPadOThI, HX
OCMBICIICHHE U peQIIEKCHUIO.

OcHogHble munsl RPOEKmMog:

TBopyeckuil TPOEKT, Kak MPaBUIO, HE HMMEET JETATbHO NPOPAOOTaHHON CTPYKTYpHI,
yueOHO-TT03HABATENbHASL JIEATENbHOCTh CTYJEHTOB OCYILECTBISETCS B paMKaXx pPaMOYHOTO
3a/laHusl, TOIYUHSISCH JIOTHKE U UHTEPEeCcaM YYaCTHUKOB MPOEKTA, JKaHPY KOHEYHOTO pe3ylbTaTa
(razera, puIIbM, IPA3AHUK, U3/1aHUE, SKCKYPCHUS U T.I1.).

4. NHTepakTHBHbIE TEXHOJOIMU — OpPraHU3alys 00pa3oBaTEILHOIO IMpolecca, KOTopas
IpeJrnoiaraeT akTUBHOE U HEJNMHEWHOE B3aUMOJICHCTBHE BCEX YYAaCTHHMKOB, JOCTHKEHHE Ha
3TOH OCHOBE JMYHOCTHO 3HAYMMOIO /s HHUX oOpa3oBaTeNbHOro pesyibrara. Hapsay co
CHEIUAIM3UPOBAHHBIMU  TEXHOJIOTUSAMHM  TaKOro  poja  NPHUHLIMI ~ HMHTEPAKTUBHOCTHU
MPOCIIEKHUBACTCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

Dopmbl yueodHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-MCKyCCHsl — KOJUIEKTUBHOE OOCYXJIE€HHE KaKoro-inbo CIIOPHOrO BOIIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXTpyNmoBOW IHANIOT, JAMCKYCCHUS Kak CIIop-
JIAajor).

5. HudpopManMOHHO-KOMMYHUKAINIMOHHBIE  00pa3oBaTe/ibHbIe  TEXHOJOTHH —
opraHusaiys 00pa3oBaTeIbHOTO MpoIlecca, OCHOBAaHHAs HAa MPUMEHEHUU CIEUAIN3UPOBAHHBIX
IPOTPAMMHBIX CPEJl M TEXHHUUYECKUX CPEACTB PabOThI ¢ MH(POpMAIUEH.

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



Jlexuus-Buzyanus3anus — HU3JI0)KEHUE COJIEP)KAHUSA  CONPOBOXKIAETCS  IpE3eHTaluen
(IeMoHcCTpalyel yueOHbIX MaTepuaioB, IPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPpa)uIeCKUX, ayJU0- ¥ BUICOMATEPHAIIOB).

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

6 YueOHO-MeTOqMYEeCKOE 0O0ecTIeYeHHe CaMOCTOSATEIbHOM padoThl 00y4YaomMXcst

Ilpumepnaa cmpykmypa u cooepircanue pazoena:

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

Ayoumopnas camocmosamenvHas paboma CmMyoOeHmo8 Hpeonoiazaem 6biNOJIHeHUe
npaKmuyecKux pabom.

Ilpumepnuie ayoumopnuvie npaxmuuecxkue pavomut (AIIP):

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

Ilposooumcs 6 gpopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL NOHAMULUHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCK)CCULL.

Onpoc no mamepuanam nexyuu 1.

Deontoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenno2o oOenonpouzsoocmea: [enonpouzsoocmeo 6 cpednue eexa (XI-XV ss.).
Ilpuxasznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII 6.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). l'ocyoapcmeennoe
0enonpouszeo0cmeo & cogemckoe pems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

AIIP No2 «Cospemennoe 2ocyoapcmeennoe pecyauposanue 0enonpou3eoocmea ¢ P0y.
3axonooamenvrnoe pezynuposanue Oenonpouzeoocmea 6 Pd. ®@eodepanvuuiti 3axon «06
uHgopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U 0 3auume uHpopmayuuy. Pedepanbwlil 3aKOH
«0 kommepueckol matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickoii
Dedepayuuy.  Dedepanvhoiii.  3akon  «O  nepconanvhvix  Oanuwixy.  ITlocmanoenenue
npasumenvcmea P® «Ilpasuna nod2omosku npagogvix axmos @eoepanivbHbiX O0peaHo8
UCNOTHUMETbHOU 6IACMU U UX 20CYOAPCMBEHHOU PESUCPAYUULY.

Hopmamusno-memoouueckoe pezynuposanue oeronpouzsoocmea. 1 ocyoapcmeennas cucmema
O0OKYMeHmMayuoHno2o obecneuenus ynpaenenus. Obwue nonodxcenus. Odbwue mpeboganus K
QoKkymenmam u cayxcoam ookymenmayuonnozo obvecneuenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemovr dokymenmayuu. Yuuguyupoeannaa cucmema opeanu3zayuoHHoO-
pacnopsioumenvrot ookymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusnoe oeio.
Tepmunvt u onpedenenus Tunosas uHCMpyKyus no 0elonpou3so0cmaey 6 GedepanbHblX OpeaHax
ucnoaHumenvuou eracmu. Ilepeuenb munogvlx ynpagieHueckux 0OKyMeHmos, oopasyiouuxcs 6
0esAmenbHOCMU OP2aHU3ayuUll, ¢ YKA3aHUuemM CPOKO8 XPaHeHUs.

AIIP No3 «Tpebosanun Kk d1ankam 00OKymMeHmaoe ynpasienusny.

Ilposooumcs 6 ¢hopme cemunapa no 00606wenur0 u yenyoneHuro 3HAHUN C dleMeHmamu
ouckyccuu. Ilousamue u uowl bnankos. Odowuii orank. branx nucema. Brank Konkpemuozo 6uoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu komnanuamu. I epbosulil oranx. Pexeuzumot
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanoeoe razoeoe u yenmpoganmoe
PACNoNodHCeHUe PEKBUSUMO8 DIAHKA.

Bvinonnenue npakmuuecko2o 3a0anus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazyd
bnauka.
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AIIP Ned «OQouwgue npasuna ohopmiaenusn ynpasnenuyeckux 00OKyMeHmos».
Ilposooumcs 6 popme cemunapa no 0600weHut0 U YenyOneHur) 3HAHUL C IleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. [Ipakmuueckoe 3Hakomcmeo ¢ ogopmueHuem
PEeKBU3UMOB8 OOKYMEHMO8 YNpasieHus, BoinoiHenue KOHMpPOIbHbIX 3A0aAHULL

AIIP No5 «Cocmaenenue 1udHbIX 0OKYMEHM 06,

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

AIIPNo6 «Paboma ¢ 00Kymenmamu, coo0eprcamiumu KOHQPuoeHyuaibHvle c6e0CHU).
Ilepeuensy ceedenuti KoHQuoenyuanvnozo xapaxkmepa. Ilowsamue Kommepueckou MAtiHbl.
Cseodenus, omuocsawuecs K Kommepueckou matine. I[lopadoxk eedeHusi 0enonpouzso0cmea
OOKYMEHmMO8, CO0epHcaujux KOMMepUecKylo mauHy. 3awuma OOKYMEHMO8, COOePHCAUJUX
KOMMEPYECKy0 mauHy.

Ilpumepnvie unousudyanvhuvie oomauwinue 3aoanusn (U/]3):

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

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEKmMa AeKYuu.

Paccmompenue oannou memvl Heo6X00uUMO Hauamv ¢ U3yYeHUs OCHOBHLIX NOHAMUL OAHHOU
oucyunaunsl.  Ilpu  osmom  cnedyem  pazobpamvcia ¢ CYWHOCMbIO — KAMe2opuu
«/{okymenmuposanuey. bonee noopobHo credyem paccmompemsv CMPYKMYypy, COOepiucaHue,
yenu u 3a0ayu OUCYUNIUHBI, UCMOPUIO Pa3sumus OOKymeHmoobopoma. [lanee Heobx00umo
usyuuUms CoOCmag HOPMAMuUGHO-MemoOuUdeckol 6a3vl O0OKYMEeHMUPOBAHUs YHPABIEHYECKOU
0esimenbHOCMU 8 COBPEMEHHBIX YC08UAX X03aucmeosanus. OmoenvHo credyem paccmompens
cmpame2uto  YNpaeienus OOKYMEHMAaMu 6 Op2auu3ayuy, a makxdce usyuums opmul
COB8pPEMEHHOU OOKYMEHMAaYUU.

Knrwouesvie cnosa: O0oxymenm, OoKyMewmupoeaHue ux@opmayuu, OOKYMEHMUposaHue
VAPABNeHYecKou  0esamenbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaeneHusi — OOKYMeHmamu,
cmaunoapmu3ayus, cmpameusi ynpasieHus 00OKyMeHmamu, YHUGuKayus.

3aoanue ons camocmosmenvHol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomames mamepuanvl 1eKyuu.

3. Iloocomosumvca x pabome Ha nexyuu no meme 1. [losmopums eonpoc: cyuHocms
Kkamezopuu «/[okymenmupoganuey (yuebHnas oucyuniuna «Jokymenmuposanue ynpasien4eckou
OdesmenvHocmuy, rekyus Nel). Boimb 20mosvim K 00CYHcOeHU0 3M0o20 80NpOCca 8 Xo0e JeKYUU.

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

Pexomenoayuu no cocmasnenuio u 0opabomie KOHChneKma Jekyuu. M3yueHue mamepuanos
OaHHOU meMbl cliedyem HaA4amv ¢ pacCMOmMpeHus mpebosanull K 0QOpMIEHUI0 PEKGUUNOB.
Takoice cnedyem u3yuums Ccocmagé peksusumos. Jlanee Heobxooumo pazobpamvcsa ¢
npUMEHeHUeM U PACNON0NACEHUEM HA OOKYMEHMe PeK8U3umos, onpeoeums ux ooujue uepmol u
paznuyus. Kpome mozo, HYy»#cHO O0emanvHO pazodpamvcs ¢ pPasiudHbIMU GUOAMU MEKCMA
Odokymenma: mpaghapemuuiii OOKYMeHM, aHKema, maoauya, OJ1aHK.

Knioueswvie cnosa: usza coenacosanus, epug o3HaxomieHus, 0ama 0OKyMeHmd, 3a20J1080K

K meKcmy, UOeHMUDUKAMOp NeKMPOHHOU KONUuu OOKYMEeHmA, UHMep8an, HNOONUChb, NoJe
OOKYMEHMA, PecUCMPAYUOHHBII HOMEDP OOKYMEHMA, pPe30aoyus, PeKeusum, CmaHOApmHblil
aucm Oymazu, CColIKd HA PecUCMPayuoHHblll HOMep U O0amy OOKyMeHnmd, YOOCmosepeHue
0oKymenma, hopmynsap.
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3aoanue ons camocmoamenvHou pabomol.

1. U3yuums kamezopuanbHblil annapam.

2. Jlopabomames mamepuansl 1eKyuu.

3. Ilooecomosumwscs kK cemunapy.

3. Illosmopums 6onpoc. ocHOBHbIE OCOOEHHOCU UCNONL308AHUS A3bIKA 8 0el060lU nepenucke
(yueonas oucyuniuua «/{oKymenmuposanue YnpasieHueckol oOesmenbHocmuy, Jekyus No2).
Bvimb 2comoswim k 06cyarcoeHuro 5moeo 80npoca 6 xooe 1eKYuu.

HJ[3 No3 «Ocobennocmu cocmagienus u opopmaeHus 0CHOBHBIX OOKYMEHM 08 YRPABIeHU).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

Paccmompenue oannoti memvl He0OX00UMO HaA4Yamv ¢ AHAIU3A OCOOEHHOCMel OQUYUATLHO-
0e1108020 CMUsi NO CPABHEHUIO C XY O0HCECMBEHHBIM, NYOIUYUCTUYECKUM, HAYYHbIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU A3bIKA.

Ipu 5mom HysH#CHO ROOPOOHO UZYUUMb TEKCUHLECKUE 0CODCHHOCIU 0OKYMEHMO8: YynompedieHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe pedesblx Kauwe. [locie amozo ciedyem paccmompems
opghocpaghuueckue ocobeHnoCmu OOKYMeHmMo8: NpUMeHeHUue NPONUCHbIX OYK8 8 ceocpaguieckux
HA36AHUAX, HAUMEHOBAHUAX OPLAHU3AYUIL.

Kpome moco, Heobxooumo obpamums eHumanue Ha opgoepaguueckue ocobenHoCmU
OOKYMEHMO8: NpUMeHeHue NPONUCHBIX OVKE 6 2eocpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax oice cnedyem GvlACHUMb Haubolee PACNPOCMPAHEHHblE 8 OOKYMEHmax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CILO8, CO2LACOBAHUE NOONIeHCAUEe20 U CKA3YeMO20,
npuyacmuvle u Oeenpuiacmuvle 000pomwl, ci08000PA306AHUSL.

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

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3.1loemopums eonpoc: opghoepaguueckue ocobennocmu 0OKyMeHmMOo8.

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
PAccMompenuio npoyedypbl NPOEKMUPOBAHUs U BHEOPeHUs OOKYMEHMHbIX cucmem. Takoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee oemanvno neobxooumo paccmompenms cyuyHOCmMb 00A20CPOUHOU NPOSPAMMbL 0OYUeHUs
nepcoHana opeanu3ayuu 6 00aacmu YynpaeneHusi OOKYMeHmamu U NpUMeHeHUus 00yuanouux
UHCMPYKYUU, KII04AS 00YHaIOWYI0 UHCMPYKYUIO CeKpemapsl.

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

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. I[loocomosumwscs kK cemMunapy.

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

HJ[3 Ne5 «Opzanuzayus 00KymMeHmoo00poma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

B nauane cnedyem paccmompems mepmuHsl «0eI0NPOUIBOOCIBO», «OOKYMEHMAYUOHHOE
obecneyeHue  YNpaeieHus»,  «OOKYMEHMUPOBAHUe  UHopmayuuy,  «OOKYMEHMUPOBAHUE
VAPABLEHUeCKOU 0esimeNbHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO060pOmy.
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Hanee HeobXooumo uzyuume opeanuszayuio OOKymenmoobopoma. Taxoice HYIHCHO NOOPOOHO
NPOAHATUUPOBAMb OCODEHHOCMU PAOOMbL C XOOAUWUMU U UCXOOSUUMU OOKYMEHMAMU.

Kpome moeo, HeobXooumo ocmamosumvcs HA  U3YUEHUU — MeMO008  COKPAWEHUs.
00KyMeHmoobopoma.

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

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

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. [loemopums onpoc: opeanuzayusi OOKyMeHmoobopoma.

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

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue Oannoti memvl He0OX00UMO HAYamMv ¢ U3YHEHUS POIU  UHPOPMAYUOHHO
CNPABoOYHOU pabomvl CIYHCObL 0EIONPOU3BOOCNEA OPSAHUIAYULU.

Ilpu osmom cnedyem obpamumv 6HUMAHUE HA 6UObL, IMANLL  PaA3pPabOmMKU, pPazoenvl
HomeHKaamypul Oel. Takoce HeoOX0OUMO VACHUMb, KAK OCYWeCmeEsaemcs mekyujee XpaHeHue
OOKYMEHMO8 U UX UCNONb308AHUE.

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

Kpome moco, credyem oxapaxmepuzosame 3Kcnepmusy YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee Pe3YIbmamos, pabomy 3KCHepmHOL KOMUCCUU.

Takoce credyem paccmompemsv 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, UOAHUSL, XPAHEHUs U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYHCHO U3YYUmb KAHAIbL 8O3MONCHOU
ymeuku uHgopmayuu u ympamsl OOKyMeHmos. M 6 3axiouenue Heobxooumo paccmompems
mpebo8arUsl K U320MOGIEHUIO, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epOOB8bIX ONAHKOS.
Knroueswvie cnosa: akm, deno, 00120cpounoe xparenue 00KyMeHmo8, 00CMyn K 00KyMeHmam,
KOHMPOb O0elcmeuil, KOHMpOIb MECMONONIONCEHUsI OOKYMEHMA, HOMEHKIAmypa Oel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKyujee Xpanenue 0OKYMeHmMOos, Munosas HOMeHKIamypa oer,
CBOOHAsL HOMEHKIAmypa Oell, VHUUMOoMiCeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanudenus 00cmyna Kk OOKyMeHmy, 3auuieHHbulll OOKYMeHmoobopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULICHHbIN WHUOHAMC, YePO3bl
OOKYMEeHMAaM, YeHHAs UHDOPpMAYU.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. I[loocomosumwscs kK cemMunapy.

3. [losmopums gonpoc: sxcnepmu3a YyeHHoCmu 00KYMeHMO8.

Hpumepua}l memamuka Koumpo.zzbnblxpaﬁom.

3uauenue denonpouzgoocmea 8 ¢hghexmusHom ynpagieHuu opeanu3ayuel.

Cmpykmypa u ocobennocmu pabomul cayxcovt [JOY 6 paziuunvix opeanusayusx.
Cospemennas HopmamusHo-npasosas 6aza 0oKymeHmupoganus ¢ PP.

OcHosHble OOKYMeHMblL YNPAGIeHUs: U mMpeOO0BaAHUsS K UX OPOPMIEHUIO.

Kaoposvie dokymenmul u mpebosanus K ux oghopmaenuio.

Ocobennocmu cocmasienusi nucem (0enogvle NUCLMA HA PYCCKOM U UHOCMPAHHBIX
AZBIKAX, INEKMPOHHBLE NUCOMA,).

Opeanuzayus pabomvl ¢ 0OKyMeHmamu ¢ npumeHeruem cogpemennuix IT.

Ocobennocmu pabomsi ¢ apxugHvimu ookymenmamu. Co30aHued’1eKmpoHHbIXAPXUBOS.
Cpeocmea obecneuenus 3awumsl uH@opmayuu npu pabome ¢ KOHOUOECHYUATbHBIMU
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O0OKyMeHmamu.
10. 3aoauu cayacovr JJOY.
11. Jenonpousso0cmeo — 0CHOBbL MeXHONOUU YAPABTEHUSL.
12. Jloxymenmoobopom u e2o 0CHO8HbIE 5manbi.
13. Tpebosanus k ogpopmaeHuO OOKYMeHMO8.
14. OcnosHvle Ookymenmbvl ynpasieHus.
15. Pexeusumul ynpaenieHueckux 00KyMeHmos, npasuia ux oQhopmieHus.
16. Opeanuzayuonno-pacnopsoumenvHvlie OOKYMEHmMbl, UX COCMAsieHue U oghopmieHue
17. Texywee xpanenue oen.
18. Ilepeoaua dokymenmos Ha apxusHoe xpaueHue.
19. Cnpasouno-unghopmayuonnvie doxymenmol, ux cocmagierue u oghopmienue.
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7 OueHoYHbIE CPeCTBA /ISl MPOBeIeHHUs POMEKYTOYHOM aTTeCTALMU

a) HJIaHI/IpyeMbIe pe3yjabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaACTBA AJIsl IPOBEACHUSA l'[pOMe)KyTO‘IHOi/i arrecramum.:

CtpyKTypHBII
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemblie pe3ynbTaThl
oOy4eHus

O1eHOYHEIE Cpe€acTBa

OIIK -1 - BJIAJCHUEM HaABbBIKAMHU NMOUCKA, aHA/IU3a U UCIIOJbB30BAHUA HOPMATHBHLIX U MPAaBOBbLIX JOKYMEHTOB B cBoeil HpO(l)GCCHOHaJILHOﬁ

AesATeJIbHOCTH.
3HaThb - 0coOEHHOCTH NOMCKa, aHanu3a | TeopeTnueckre BOIPOCHI:
Y UCTIOJIb30BaHHUSI HOPMAaTUBHBIX 1. Yro Takoe NOKYMEHT, C KaKO! IEJIbI0 OH MOXET CO3/1aBaThCs?
U IIPaBOBBIX JOKYMEHTOB B 2. KakoBbl 0COOCHHOCTH JICIIOBOTO OOIIEHHSI U ITYOJIHMYHBIX BBICTYIIICHHUNA?
CBOCH npodeccuoHaNbHOMI 3. KakoBbl OCHOBHBIE TPU3HAKU KJIACCU(PUKAIIUU TOKYMEHTOB?
NESITEIbHOCTH. 4. Yto nmoHUMaETCs MOJ TOKYMEHTALMOHHBIM 00€CIIeYeHNEM YIIpaBJIeHUA?
5. B uyem cyrp cranpaptuzanuu U yHHpUKauu gokymeHToB? Kakue paspabarbiBaroTcs
CTaHJapThI?
6. Yem ornmuaeTcs opopMiIeHHE PEKBU3UTOB 00IIEro OJaHka OT OaHKa muchMa’?
7. KakoBbl OCHOBHBIE PEKBU3UTHI, UCIIOJIb3YEMBIE AJI1 OPOPMIICHHUS ITPUKA3a U PACHIOPSKEHHUSL.
8. Kaxkue popMbI IpOTOKOIOB MOXKHO HCIIOJIb30BaTh B YIIPABICHUECKOH JAEITETbHOCTH, B UeM UX
oTInyue?
YMeTh - WCKaTh, aHanmu3upoBaTh | | KomruiekT TecToBbIX 3amanuii: Nel

UCIIOJIb30BaTh HOPMATHBHBIC |
IIPAaBOBBIE JOKYMEHTBI B CBOEH
npodeccnoHanbHOM
JeATEIbHOCTH.

1. ®opmymsp — ato:

a) OocHOBHasg (opma JOKyMEHTa,
roCyJ1apcTBe;

0) oco0o0 BblIENaHHAs KOXKa YXUBOTHBIX, MPUMEHSBIIASCS B KayecTBE OCHOBHOTO MaTepuaina Jyis
nuchMa B J[peBHEpYCCKOM rocy/1apCTBe;

B) CaMOCTOSITENIbHOE MOAPA3JIEIeHNE, OCYIIECTBISAIONIEE IEI0NPOU3BOICTBEHHYIO JIEATEIbHOCTD;

I') TUIOBAs ycToiunBas ¢popma (o0paselr) OTAeIbHBIX Hanboiee pacipoCTPaHEHHBIX JOKYMEHTOB.

2. YcraHoBiieHue einHoo0pa3us coctaBa U (OpM YIpaBIEHYECKUX TOKYMEHTOB, CO3/1aBAEMbIX MpU
peLIeHNH OTHOTUITHBIX YIIPaBIEHYECKUX (PYHKIIUIL:

a) yHUpUKaLus;

0) cepTuduranus;

B) KOJIUPOBAHMUE;

¢ukcupyomas mpaBoBble OTHOUIEHHS B JlpeBHEpycCKOM




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

') TOKyMEHTHUPOBAHUE.

3. OOs3aTenbHBIM YCIOBUEM JJIsi BKJIIOYEHUS HMHPOPMALMU B HUHPOPMALMOHHBIE PECYPCHI,
OCYIIECTBIIIEMOTO B OPSIJIKE, YCTAaHABIMBAEMOM OpraHaMH T'OCYAapCTBEHHOM BIACTH, SIBISETCS €€:

a) CTaHIapTU3ALINS;

0) 3ammra;

B) IOKYMEHTUPOBAHHUE;

I') BBIKYII TOCYAapCTBOM Y YaCTHBIX JIUILI.

4. CpencTBOM yCTpaHEHUS «OyMaXHOTO Oymay SBISIETCS:

a) KOMITbIOTepHU3allUs JeIONPON3BOCTBA;

0) yHHpUKAIUS JOKYMEHTOB;

B) KJaccudukanus J0KyMEHTOB;

T') IPUMCHCHHUE PA3HOCTOPOHHEH OPTTEXHUKHU

5. Kakue peKBU3HUTHI JOKYMEHTOB MUIIYTCS, KaK MIPABHUIIO, OT PYKH:
a) BU3aQ,

0) pe3oronus;

B) IIOJIITUCH;

T) aapecar.

6. K kakuM peKBU3UTaM OTHOCSTCS CIIOBA:

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

a) TUYHYIO POCIUCH aBTOPA TOKYMEHTA;

0) TMYHYIO POCIIHCH PYKOBOJUTENIS U €€ paciinu(poBKy;

B) yKa3aHUEe JIOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOAMTENS U €€ paciu(poBKy;

T') yKa3aHWe JODKHOCTH, HAMMEHOBAHHME OpTaHU3aIuH, TUIHYIO POCITUCH PYKOBOTUTEIIS,
ee pacingpoBKy.

Bnanets

- HaBBIKaMH IIOMCKA, aHaJIM3a Hu
HCITIOJIb30BAHWA HOPMATHUBHBIX U

[IpakTuueckue 3aaHus:
Kpoccsopn 1.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

MPaBOBBIX TOKYMEHTOB B CBOEH
npodeccnoHaTbEHOMI
JeATEIbHOCTH.

ITo ropusonTanu: 1) 3anuck MHGOpPMAUK Ha PA3IMYHBIX HOCUTENSIX 110 YCTAaHOBJICHHBIM IIPAaBUIIAM;
2) yCTaHOBIIEHHE KOJMYECTBA M COCTaBa JOKYMEHTOB B €IMHHUIAX ydeTa M (HUKcAIUA
MPUHAIICKHOCTU KaXKJOM €JUHMIBI yUeTa K OIPEIeICHHOMY KOMIUIEKCY M OOIIeMy UX KOJUYECTBY
B YYETHBIX JOKYMEHTaX; 3) Y4eTHBIH TOKYMEHT, COACp)KallMi Ha3BaHHE, CBEIACHUS O KOJHYECTBE,
COCTaBe JOKYMEHTOB ()OHJAa U MECT€ €ro XpaHEeHMs, NPEeJIHA3HAYEHHBIH Ul LIEHTPAIM30BAHHOIO
ydeTa JOKyMEHTOB; 4) mepedyeHb OQUIMAIbHBIX HAWUMEHOBAHUH XPaHALIMXCS, BBIOBIBIIMX U
MOCTYMAIOUIMX AapXUBHBIX (OHAOB B MOpSAAKE BO3PACTaHMS NPUCBOCHHBIX KM HOMEpOB; 5)
MPEIyCMOTPEHHbIE HOPMAaTHUBHBIMH JOKYMEHTAaMH YCIOBHSI HCIIOJNIb30BAaHUS  apXUBHBIX |
KOH(UIEHIMATBHBIX TOKYMEHTOB; 6) mudpoBoe u/mwiu OyKBeHHO-IH(PpPOBOE 0O0O3HAUEHHUE Jela B
HOMEHKJIAType JeJd OpraHu3allid, HaHOCUMOE Ha ero OO0JIOKKYy; 7) CBOWMCTBa JOKYMEHTa,
o0yciaBIUBAalOIIKE €ro KyJbTypHOE, HAyYHOE U T.II. 3HaYeHHE; §) BOCCTAHOBJIEHUE MIEPBOHAYATIBHBIX
Wi ONM3KUX K TEPBOHAYAIBHBIM CBOWCTB W BHEIIHMX TPU3HAKOB APXUBHOTO JIOKYMEHTA,
MIOJIBEPTIIErocsl MOBPEKICHUIO WIM paspylIeHHI0; 9) CpeicTBO TUPAXKUPOBAHUSA JOKYMEHTOB; 10)
YUYETHBIM TOKYMEHT, COJIEpKaIlliii TIepeveHb JOKYMEHTOB Jiella ¢ yKa3aHHEM IOPSIKOBBIX HOMEPOB
JOKYMEHTOB, MX MHJIEKCOB, Ha3BaHUI, /JaT, HOMEpoB JjucTOB; 11) mpumeHeHue wuHpopMmanUu
JOKYMEHTOB B KYJIBTYPHBIX, HAYUYHBIX W T.Nl. LENAX, a TAaKXKe Ui 00ECTIeYeHUs] 3aKOHHBIX IPaB U
UHTEpPECOB TpakJaH; 12) CIpaBOYHHMK, B KOTOPOM HH(pOpMaIMs O JOKYMEHTaX pacIojioKeHa B
COOTBETCTBHUH C BbIOpaHHOU cxeMol knaccupukanuu; 13) T0KyMEHT, OJTHOCTHIO BOCIIPOU3BOIAIINMA
MH(pOPMAIIHIO MTOJUTMHHOTO JOKYMEHTA U BCE €r0 BHEIIHNE MPU3HAKU WIK YacTh UX, HO HE UMEIOIINN
IOPUINYECKON critbl; 14) n3MeHeHrne epBOHAYANIbHBIX (PU3UKO-XUMHUYECKUX CBOMCTB JOKYMEHTA IO
BO3JICWCTBUEM BHEIIHUX W BHYTPEHHHMX (akTopoB; 15) mHepBbli WM €IMHUYHBIA 3K3EMILIIp
opuIManbHOro AOKyMeHTa; 16) ropuanueckoe WM (U3NYECKOE JIMLO, B JESATENILHOCTH KOTOPOTO
o0pasyeTcs JOKyMeHTalnbHbIH poH; 17) cpeacTBO XpaHEHUs! TOKYMEHTOB.
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CTpyKTypHBIii
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

[
iy

[14 I [ 1T ]

(el T T T T 1 I [ [ ]

N N I N N N O [ R N

[To BepTukanu: 1) ABUKEHHE JOKYMEHTOB B OPraHM3allMM ¢ MOMEHTA UX CO3/IaHUS WM MOTY4YCHUS
JI0 3aBEPIICHUS UCIOJHEHHS WIM OTHpaBieHus; 18) 3amuch y4YETHBIX TAHHBIX O JOKYMEHTE IO
ycTaHOBIeHHON (opme, Qukcupyromas (akT ero Co3laHus, OTHPABICHUS WIM MOIydeHus; 19)
JOKYMEHT WJIM COBOKYITHOCTH JIOKYMEHTOB, OTHOCSIIIMXCS K OJIHOMY BOIIPOCY WM YYacTKY
NESTeNbHOCTH M TOMEIICHHBIX B OTIENbHYIO 0050kKy; 20) opraHuzanus HIU CTPYKTYypHOE
MO/Ipa3JelIEHNEe, OCYIIECTBISIONIEE JJIUTEIbHOE WJIM TIOCTOSIHHOE XpaHEHHWE OKOHYEHHBIX
JOKYMEHTOB C IIENIbI0 UX HMCMIONb30BaHuUs; 21) cpeiacTBO KaccOBOMl OPIrTeXHHUKH; 22) KOMHS YacTH
TEKCTa JIOKYMEHTa, O(GOpMJIEHHAass B YCTAHOBIEHHOM TIOpsiiKe; 23) CPEeICTBO HU3TOTOBJICHUS
M300pa3UTENbHBIX TOKYMEHTOB; 24) crnenuanbHO OOOpYIOBAaHHOE TIOMEUICHHE MJi XpaHEHHs
apXUBHBIX JOKYMEHTOB; 25) TOBTOPHBIH OK3EMIUIp MOAJUHHUKA JOKYMEHTa, WMEIOIINA
IOpUANYECKYI0 cuily; 26) Qu3udyeckoe WIM FOPUIAYECKOE JIMIO, CO3/aBIIee TOKyMEHT; 27)
opUIIMATBHBIN JOKYMEHT, UMEIOINN IOPUANYECKYIO CUITy U COZep KalTuii HHPOPMAIIHIO O MPEIMETE
3ampoca, ¢ yKa3aHHuEeM MOMCKOBBIX JaHHBIX JOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHHE WU K
YHUYTOXKEHHUIO, a TAK)KE YCTAHOBJICHUE CPOKOB MIX XPAHEHHS HA OCHOBE MPUHSATHIX KPUTEPHUEB.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

IIK — 8 — Bi1ajeHeM HABBIKAMH JIOKYMEHTAJbHOIr0 0()OpMJIEHHUsI pellleHHi B yIPaBJeHUH ONEePANHOHHON (MPOU3BOJACTBEHHOM) 1eATeIbHOCTH
U BHEJIPEHHH TEXHOJOTHYECKHUX, MPOJAYKTOBbIX HHHOBAIMH WM OPTaHU3AMOHHBIX H3MEHEHMI.

OpPraHu3aNui 1

3HaTh

-IOKyMEHTaJbHOe Oo]opMIIeHHE
peleHui B yIIpaBIICHUH
ONepaluoOHHOU
(TIpOM3BOICTBEHHO )
JEATSILHOCTH OpraHU3alui pu
BHCAPCHUH  TEXHOJIOTUYECKHUX,
NPOJYKTOBBIX MHHOBALMA WK
OpraHU3aIMOHHBIX U3MECHEHHI

TeopeTnueckre BOIIPOCHL:

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

2. C xakodl 1enpl0 pa3pabaTHIBAIOTCS MHCTPYKIUH 10 JIEJIONPOM3BOACTBY, YTO B HHUX
HEOOXOIMMO MIPETYCMOTPETH?

3. VKaXuTe TEXHOJIOTMYECKYI0 IOCIIEOBATEIbHOCTh JTaloB  pabOTBl C  BXOASIIUMHU
JTOKyMEHTaMH.

4. KakoBa nocienoBaTensHOCTh Orepanuii mpu padbore ¢ BHYTPEHHUMH JOKYMEHTaMu?

5. C xakoll 1esnplo NpoBOAUTCS (HOPMHUPOBAHUE J€JI, KAKHE NPU ITOM HEOOXOIUMO COOIOIATh
TpeOoBaHUs?

6. Yrto Takoe HOMEHKJATypa /e, C KakOd ILeNbl0 pa3padaTbIBalOTCSl THUIOBBIE HOMEHKIIATYpHI
nen?

YMmeTs

-OCYUIECTBIIATh
JOKYMEHTalbHOE oopmiieHue
pelleHHi B yIpaBlIeHUH
ONepauvoOHHON
(IpON3BOACTBEHHON)
JeSITeTbHOCTH OPTaHU3aINH TTPH
BHEIPEHUH TEXHOJOTMUECKUX,
MPOAYKTOBBIX MHHOBAIIUN WJTU
OpraHU3aIMOHHBIX U3MEHEHMIA;

- MMOHUMATh BO3MO>KHbIE
I0JIO)KUTEIIbHBIE u
OTpULATENIbHBIE  IOCJIEACTBUS
MIPUHUMAEMBbIX
OpraHHU3aIlOHHO-
YIIPaBIEHUYECKUX peleHui,

KommiekT TectoBbix 3ananuii: Ne2

1. Kakoe cokpariienue siBisiercst abopeBuaTypoil:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarsus;

r) o/m, /0.

2. CnoBo, KoTOpoe 0003HaYaeT HOBOE MOHATHE, YIIOTPeOIsieMoe B IOKyMEHTax, —
3TO:

a) abOpeBuatypa;

0) CHHOHUM,;

B) HEOJIOTU3M;

T') apXau3M.

3. Ot6epute mpuHIUT OQULIUATHHO-AEIIOBOTO CTUIIS TOKYMEHTAIIUU:
a) MPEJTOCTABJICHUS MaKCUMAJTLHO BO3MOXHOW WH(POPMAITUH;

0) IPUMEHEHHE CIIOB «MbI BBITIOJTHUMY, «S CHACIAI0N;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

OIICHUBATh 3¢ PeKTUBHOCTH
YIPABICHYECKUX PELIEHUN.

B) OTPAaHUYEHHOCTh B IPUMEHEHUH S3bIKOBBIX CPE/ICTB;

') IPUMCHEHHE YETKUX OTBETOB «J1ay, KHETY.

4. Jlekcudeckoe COKpaIleHUE CII0Ba, YIOTPEOIIEMOro B TOKyMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHUM,;

B) HEOJIOTU3M;

T') TAPOHUM.

5. Uto HEe OTHOCHUTCS K O(UIIHATIFHO-AETIOBOMY CTHIIIO IOKyMEHTA:

a) aIpeCHOCTh UH(HOPMAIIIH;

0) TeMaTHYeCcKasi OrpaHUYEHHOCTh B IPUMEHEHHUH SI3BIKOBBIX CPEJICTB;

B) IIpe0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMALINK;

) yHEPUKAIUS JOKYMEHTA.

6. CiocoOHOCTh TOKYMEHTHOM CUCTEMBI JUIUTEIHHO U MPaBUILHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMH MPOLIEAYPAMHU O3HAYAET €e:

a) HaJIGKHOCTD;

0) >ddexTuBHOCTS;

B) L1€JIOCTHOCTb;

I') KOMIUJIEKCHOCTb.

7. CriocoOHOCTh JOKYMEHTHON CHCTEMBI IIPEA0TBPAIIaTh HECAHKIIMOHUPOBAHHbBIE
JOCTYT K JIOKYMEHTaM, UX YHHUYTO)XKCHUE, N3MEHEHHE WA NIepEeMEIIeHIs 03HAYaeT ee:
a) HaJIGKHOCTD;

0) >ddexTuBHOCTS;

B) LI€JIOCTHOCTb;

I') KOMIUIEKCHOCTB.8. MeTo1070THsI TPOEKTUPOBAHUS U BHEPEHUS TOKYMEHTHBIX CUCTEM BKJIIOYALT:
a) aHAJTU3 JIeTI0BOH EATETFHOCTH OpTraHu3allny;

0) OLIEHKY CYIIECTBYIOIINX IOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OIIEHKY, KOPPEKTHPYIOIINE EHCTBHUS;

I') IpeKpalieHe MPUMEHEHNS JOKYMEHTHBIX CUCTEM.

9. O6bexTamMM YHU(PUKALUK U CTAHJAPTU3ALUN B YIIPABICHUECKOHN JeITeIbHOCTU
SIBJISTIOTCSI:
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CTpyKTypHBIii
DJIEMEHT

[Tnanupyemble pe3ynbTaThl

OneHouHble CpeacTBa

KOMIIETCHIIMH obyuenus
a) TEepMUHBI, UCIIOJIb3YEMbIE ITPU paboTe C yrnpaBieHYecKoil HH(opMarueii;
0) opraHu3aIOHHBIE CTPYKTYPBI OPTaHU3ANH, YUPEKICHUH U TPEATNPUITUL;
B) yIpaBJICHUECKUE (QYHKIIUH;
I') yIpaBjIeHYECKasi JOKYMEHTALNS.
Bnagers - HaBBIKAMM JOKyMeHTaJIbHOTO | [IpakTnyeckue 3ananus:

odopmiteHus penieHui B
yIIpaBJICHUH OIepaIMOHHOM
(IpOM3BOICTBEHHOM )
JESITeIbHOCTH OpPraHU3alui MPH
BHEAPCHUH  TEXHOJIOTHYECKHUX,
MPOAYKTOBBIX WHHOBAIlUH WM
OpraHU3aIMOHHBIX U3MECHEHUIA.

Kpoccsopa Ne 2.

0 I O O 2 A B

10

[4 | | [e] [ |

s L1 [ 1 |

Ilo ropuzoHTanu: 1) HOPMATHBHBIM JTOKYMEHT, COJEpKalllui CHCTEMaTH3HPOBAHHBIM IepedYeHb
CTpYNIIUPOBAHHBIX HAUMEHOBAHUN OOBEKTOB U MPUCBOCHHBIE UM KOJIbI; 2) HOPMAaTUBHBIN JTOKYMEHT,
3aKpeIUIIONNI  YHU(UKAIMIO JAEJIONpOU3BOACTBA; 3) (ukcauus Ha MaTepHaTbHOM HOCHTENE
nHpOpMallUid C PEKBU3UTAMH, TIO3BOJAIONIMMH €€ WJICHTUPHUIMPOBaTh, 4) YyCTaHOBJIEHUE
ennHooOpa3usi cocraBa U (OpPM YIPaBIECHUECKUX JOKYMEHTOB, CO3[aBa€MbIX IPH pPELICHUU
OJTHOTHUITHBIX yIpaBieHYecKuX GyHKUuM; 5) uHbopManus, (QUKCHpOBAHHAs Ha KaKOM-IHOO
MaTepUaIbHOM HOCHUTEIIE.

I[To Beprukamm: 1) 1mdpoBoe obOo03HaueHHe GOPM JOKYMEHTOB B XOJ€ COCTaBJICHUS
knaccudukaropoB  uHpopmanuu; 6) 1mdpoBoe  0003HAUEHHE, SBIAIOIIEECS  AJIEMEHTOM
uaeHTu(uKanm OoOBEKTOB B XO0J€ UX Kiaccuukanuu; 7) MEKIYHAPOAHBIA JOTOBOpP IO
OTIpeIeJIeHHOMY BONpOCY; 8) OopraHu3aius WiIM CTPYKTYypHOE MOApa3JesieHHe, OCYLIECTBISIONIEe
JIOJITOBPEMEHHOE WJIM MTOCTOSIHHOE XpaHEHHE OKOHUEHHBIX J1e]T; 9) BHECEHUE JIOJDKHOCTHBIM JIMIIOM B
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

ouLmanbHBle JIOKYMEHTBI 3aBEIOMO JIOKHBIX CBEIEHUH WM HCIPABICHUH, HCKaKAKOIIHUX HX
neiicrBurenpHoe coaepkanue; 10) cuHOHMM cioBa 10oroBop; 11) AOKYMEHT, NMOATBEPKIAIOLIUI
COOTBETCTBHUE MPOAYKLIUH, IPOLECCOB M YCIYT YCTAHOBIEHHBIM TPEOOBAHUSIM.

IIK-11- BaasenneM HaBbIKAMHU aHAJIN3a HHPOPMALHMHU 0 QYHKIIHOHMPOBAHUY CHCTEMbl BHYTPEHHEI0 JOKYMEHTO000pOTa OPraHM3alluM, BeJeHHs

0a3 TaHHBIX 110

a3JIMYHBIM NOKA3aTeJsIM U Gop

MHMPOBaHHMS HHOPMALMOHHOI0 00ecrieYeHUsl Y4ACTHMKOB OPTraHM3al[HOHHBIX POEKTOB.

3Hars

MH(pOPMAITMOHHOTO OOeCIIeYCHUS]
VIaCTHUKOB  OpraHU3aIl[MOHHBIX
MPOCKTOB.

- a”anmu3  uHpopmanuu o/l Yro noHnMaeTcs noj SKCIePTH30M [IEHHOCTH JOKyMeHTa?

(YHKIIMOHUPOBAaHUH CUCTEMBI]2 Kakue kputepun nCnosb3yroTCsl IPU OLIEHKE JOKYMEHTOB?

BHYTPEHHETO JJOKYMEHT0000poTa3. Kak ocymectBisercs npuem-nepeaada aei B apXup?

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

TTAHHBIX o pa3InYHbIMS Kakune ocHOBHbIE yTpo3bl BOZHUKAIOT NPU paboTe ¢ KOH(PUIEHIIUAIbHBIMU JJOKYMEHTaMH?
mokazaressiMm u  (popMupoBaHHSO VYkaxkxure 0COOCHHOCTH BEIEHUS JEJIONPOU3BOACTBA, O0ECIEYMBAIOLIETO YYET U COXPAHHOCTb

KOH(pHICHINATHHONH HHGOPMALIMH U JJOKYMEHTOB.
7. UTo moHMMaeTcs MO 3allMIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKET OBITh 0OecreueHa|
ero 3amura?

VYmMmeTh

BJIaACTh HaABbIKaMM aHaAJIU3a
0
CHUCTCMBI

MH(pOpMaLUU
(YHKIIMOHUPOBAaHUU

OpraHusainuu,  BeAeHus  0Oa3
TTaHHBIX o Pa3INYHbIM
mokasarensiM M (GOpMUPOBAHUS
MH(POPMALMOHHOTO 00ecreYeHus
[VIACTHHKOB  OpTaHU3AI[MOHHBIX
MPOEKTOB.

BHYTPEHHETO JJOKYMEHTO000pOTa0) HIeHTHPUKaLNeH;

KoMmrIuiekT TecTOBBIX 3aganuii: Nel
1. 3HaueHne TOKYMEHTAIMOHHOTO 00eCTieueHUs YIPaBIeHUS ONpeIeseTCs:
a) KOMMYHHUKaIUSIMU;

B) ¢puKcanuen;

) cyneOHBIM pa30upaTenbCTBOM.

2. B mpaBoM BepXHEM YTy JOKYMEHTOB PaCIIONAraroTCs CIEAYIONINE PEKBU3UTHI: a)
rpu¢ coriacoBaHus;

0) OTMETKA 0 KOHTPOJIE;

B) rpu( yTBEp)KICHMS;

) ampecar.

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

0) OTMETKA O HAJMYUU NPUIIOKEHHUS;

B) OTMETKa 00 MCIIOJIHUTEIIE;

F) KOl OpraHnu3allnuu.
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

4. B nmpaBoM HIKHEM YTIIy paclolararoTcsi pEeKBU3UTHI:

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

0) K011 GhOPMBI TOKYMEHTA;

B) HaeHTU(DUKAITMOHHBIM HOMep HasorormaTenbinuka (MHH);

r) rpud orpaHUYEHUS JOCTYIA K TOKYMEHTY.

Bnanets

- HaBBIKAMHU
nHpopMaIuu
(YHKIIMOHUPOBAaHUH

aHaJIn3a|
O
CUCTCMBI

OpraHus3aluu,  BeAeHUs  0Oa3
NTAHHBIX o pa3JInYHbIM
mokazaressiMm u - (popMupoBaHHS
MH(POPMAITMOHHOTO OOECIICYCHHMS
[YIACTHHKOB  OpTaHU3AI[MOHHBIX
MPOEKTOB.

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

BHYTPEHHETO JTOKyMEHTO000pOTa0) 6JI1aroaapHoOCTh 3a OTBET WIIU JICUCTBUE;

B) OOCTOSITENILHOE U3JI0KEHUE TOKYMEHTA,

') yMEHHUE CIIYIIaTh APYTHX JIIOJCH.

2. B KakoM TOKyMEHTe NCTIOJIB3YIOTCS CIIOBA «... B IPOTUBHOM ciiydae Bam OynyT
MpebsIBICHBI IITPAa(HbIE CAHKIIMM» B KAYECTBE A3bIKOBOM (POPMYJIbI, KaK pe3ysbTara
YHH(HUKAIN S3BIKOBBIX CPE/ICTB!

a) B TapaHTUIHOM THCHME;

0) B peKJIaMalliOHHOM MTUCHME;

B) B UH()OPMAIIIOHHOM MHCHME;

') B TICbMe-HAIIOMHHAHUH.

3. CioBa, KOTOpBIE CTaHOBATCS HEO(ULMANbHBIM 3aMEHUTENIEM TEpPMHUHA W UX NPUMEHEHUE B
NMOKYMEHTaX HEJIOMYCTHMO, — 3TO:

a) IpoeCCHOHATIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

') HIApOHHUMBI.

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

Q) aHHOTAIIMS;

0) pedepar;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

B) KOHTEKCT;

') KOHCTIEKT.

5. Perynupyromas (IesTeabHOCTh OpraHu3aluii) cpejja BKIIIOYaeT:

Q) TOCYJIapCTBEHHBIE CTaHAAPTHI;

0) 0OIIECTBEHHBIC OXKUIAHUS;

B) PEKOMEHJIAINHU, OTPAXKAIOIIUE ITEPETOBOM OIBIT;

') HOPMAaTUBHBIE JOKYMEHTBI, OTPAXKAIOIUE AeATEIbHOCTh OPraHU3alHH.
6. IlonuTrka yrpaBieHust JOKYMEHTaMU OpTraHU3aIH TO3BOJISET:

a) NOBbIIATH 3()(HEKTUBHOCTD AEATEIBHOCTH OPraHU3aluu;

0) coOnroaaTh TpeOOBaHUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;
B) U30€XaTh PUCKOB IPEANPHUHUMATENBCKON JeSITeIbHOCTH, CBSI3aHHBIX C JIOKYMEHTaMU;
') COXpaHATh NaMITh OpraHU3allui, UHIUBUIA U OOLIECTBa.

IIK-20 — BaageHMeM HABBLIKAMM IOATOTOBKH
NpeINPUHIMATEILCKUX CTPYKTYP

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

3Hare

- 0COOEHHOCTH  IOATOTOBKH
OpTraHU3aI[MOHHBIX u
paCHOprHI/ITeJ'II)HI)IX }IOKYMCHTOB,
HEOOXOMMMBIX  JUISL  CO3JIaHHs
HOBBIX Hp e)IHpI/IHI/IMaTeJ'II)CKI/IX

CTPYKTYD.

1. YKaXuTe OCHOBHBIC TPeOOBaHUS K OPOPMIICHHUIO JCITIOBOTO ITUChMA.

2. Kakne koMmmiexkcel JOKYMEHTAIlMM BKJIIOYaeT B cels  KaapoBas
TOKyMEHTAI[MOHHAs cucTemMa?

3. B yem ocobenHOCTH 0hopMIIeHHSI TPUKA30B MO TUYHOMY COCTaBY?

4. UTto moHMMAaETCs MOJT OpraHu3aIeil Jo0KyMeHTo000poTa?

5. Kakyto nunhopMaiuio coepxuT HOMEHKIaTypa J1emn?

MH(POPMAILIMOHHO-

VYmMmeTh

-BJIaJICTh HABBIKAMH IIOATOTOBKH
OpraHU3allMOHHBIX 51
[PACIIOPAINUTCIbHBIX JOKYMCHTOB,
HeO6XO,I[I/IMBIX JJIsA CO3JaHus]|
HOBBIX NpECANIPUHUMATCIIbCKUX|

CTPYKTYD.

KoMIIIeKT TecTOBBIX 3amanuii: Nel

1. B 1eBOM HUKHEM YTy pacloiaraloTcsi peKBU3UTHL:
Q) KOJI MPUYUHBI IOCTAHOBKH HA YYET;

0) OTTHUCK IT€UYaTH;

B) BU3BI;

') OTMETKA 00 UCTIOJIHUTEIIE.

2. K B3aMMOMCKITIOYAIOIIUM PEKBU3UTAM OTHOCSITCS:

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

B) pCI‘I/ICTpaI_[I/IOHHHﬁ HOMCP NOKYMCHTA U CChIJIKA HA pCFHCTpaLIHOHHLIf/'I HOMCPp U
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

naTy JTOKYMEHTa;

r) rpud yTrBep:kaeHUs U nedats.3. Ecin opranuszanus moJBeIOMCTBEHHA OJHOBPEMEHHO HECKOJIBKHM
opraHam

YIIpaBJICHUS, TO B PA3HBIX CUTYallUSIX YKa3bIBACTCSI:

Q) HETIOCPEICTBEHHO BBIIIECTOSIIAsl OpPTraHU3AIHS;

0) camasi TTIaBHAst BBIILIECTOSAIIIAs OPTaHU3aINS;

B) He OoJiee Tpex cTerneHel MoIBeJOMCTBEHHOCTH;

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

Q) €ero HalMCaHMs U COTJIAaCOBAHUS;

0) ero MmouCcaHus;

B) €r0 YTBEPXKJICHUS;

') IPOBEJICHUS 3aCeAaHUsl, HA KOTOPOM MPHUHSITO pELICHHE.
5. JlaTel B TOKyMEHTax MOT'YT ObITh O()OPMJIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

Bnanets

- HaBbIKaMH IMOATOTOBKH
OpraHnu3allMOHHBIX bal
PACTIOPAIUTCIIBHBIX JOKYMCHTOB,

HEOOXOMUMBIX  JJIi  CO3JlaHus
HOBBIX  IIPEANPUHUMATENIBCKUX
CTPYKTYD.

KomruiekT TecToBbIX 3agaHuii: No2

1. K npunnunam pa3zpaboTKy IporpaMm yIpaBiIeHHUs] JOKYMEHTaMU OTHOCHUTCS:

a) OLIEHKA PUCKOB, CBSA3aHHBIX C OTCYTCTBUEM O(UINATBHBIX JOKYMEHTOB;

0) ornpeieNieHre MPaBUil CO3AaHUsI METaJaHHBIX O IOKYMEHTaX;

B) oOecrieueHne XpaHeHus JOKyMEHTOB B 0€30MacHO U 3aIlMIIeHHON cpefe;

') onpesiesieHne BO3MOKHOCTEN MOBBILIEHUS 3PPEKTUBHOCTH PabOThl OpraHU3aINH
B PE3yJIbTAaTe KAUECTBEHHOT'O YIIPABJICHUS JOKYMEHTaMHU.

2. Pacripenenenuie OTBETCTBEHHOCTH 32 JJOKYMEHTAIIMOHHOE 00eCcIiedeHHe YIpaBIeHUs
[IPENIIOIAaracT OTBETCTBEHHOCTH:!

a) BCEX COTPYJHUKOB OpraHU3aINH 3a ;

0) CUCTEMHBIX aJIMUHUCTPATOPOB 32 ;

B) PYKOBOJICTBA OpraHH3aIiy 3a ;
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CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[Tnanupyemble pe3ynbTaThl

O1leHOYHEIE CPEACTBA
oOyueHus p

') cekpeTapen 3a .
3. Ecimm 1OKyMeHT SBiISIeTCS TeM, YeM JOJDKeH OBbITh; CO3JaH WM OTHPABJICH JIUIOM,
[YTIOTHOMOYEHHBIM Ha 3TO, a TAKXKe B TO BpeMs, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYAET €ro:
a) JI0OCTOBEPHOCTb,

0) 1IETTOCTHOCTB;

B) ayTEHTUYHOCTb;

') IPUTOAHOCTH JIJIS1 UCTIOIB30BAHUSI.

4. CtpaTerust BHEIPSHHS JOKYMEHTHBIX CUCTEM IIPEyCMAaTPUBALT:

Q) IPOCKTHPOBAHUE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, PaOOTAIOIINX C JIOKYMEHTAMU;

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOLIEH cpee;

') KOHBEPTAIIMIO JIOKYMCHTOB B HOBBIC JIOKYMEHTHBIC CHCTEMBI, (hOpMaTEI.
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0) Ilopsanoxk mnpoBeaeHMs TPOMEKYTOYHOM AaTTeCTallMHM, MOKa3aTeJld M KpPHUTEpHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepircanue NyHKma:

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

3awuma npaxkmuyeckux pabom npoeOOUMCsT HENOCPeOCMEEeHHO HA NPAKMUYECKUX
3AHAMUSIX.

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHas JIMTepaTypa:
1.Ky3nenos, N.H. JlenoBoe mucbmo: ydyeOHOoe mocobue [DnekTtponHblii pecypc]/ Kysneuos
N.H— M.: JamkoB u K, 2017.— 196 c. Pexum JOCTYyTa:
http://znanium.com/bookread2.php?book=415309&spec=1

0) lonoJiHUTe/ILHAS JIUTEpPaTypa:
1. T'punGepr, A.C. [lokyMeHTallMOHHOE oOecrieueHne ynpapineHus: yueouuk/ ['pundepr A.C.,
[opbagee H.H., Myxamermmuaa O.A. — M.: IOHUTU-HAHA, 2012. — 392 c.Pexum
nocryna:https://uchebniki-besplatno.com/deloproizvodstvo-
dokumentovedenie/dokumentatsionnoe-obespechenie-upravleniya.htmi
2. Ky3ueunoB, WN.H. JlokymeHTannoHHOEe oOOECrieueHUuEe YMpaBiICHUS U AEIOMPOU3BOACTBO.
Yuebuuk st OakamaBpos. [Dmexrponmblii pecypc]/ W.H. Kysmemos — M.: IOPAMNT,
2012.Pexum noctyna:https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-i-deloproizvodstvo-385426#page/11
3. Kynse, H.H. KonduaeHuuaipbHOoe AETONPOU3BOACTBO U 3alIMIIEHHBIA 3IIEKTPOHHBIN
nokymeHnToobopor : yueoHuk/ Kynses H.H., Ypanos JI.H., ®a6puunos A.I'. M.: Jloroc, 2011.—
352 c.http:/tmnlib.ru/jirbis/files/upload/jirbis_data/ibc/books/1.pdf

B) MeToanyeckne yKazaHus:
1. Ky3ueuos, 1. H. JlokymMeHTanimoHHOE OOecrieyeHue yNpaBieHUsI MEPCOHATIOM : YUYEOHHK U

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

online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-406058#page/11

r) [lporpammuoe odecnieuenne u UnTepHeT-pecypcehi:

[TporpammHuoe oOecrieueHue

Haumenosanue [10 Ne noroBopa CpoK JeiCTBUS JIUTICH3UH
MS Windows 7 J1-1227 ot 08.10.2018 11.10.2021
J-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
Kaspersky Endpoind Security | 1-300-18 ot 21.03.2018 28.01.2020
1u1st On3Heca - CTaHgapTHRIN J-1347-17 o1 20.12.2017 21.03.2018
J1-1481-16 ot 25.11.2016 25.12.2017
7 Zip cBOOOIHO pacrmpocTpansemMoe | 6ecCpoyHo
FAR Manager 10‘}3 860HH0 PaclipocTpansemMoe O6eccpouHo

HHuTepHeT-pecypcesl

1. HanmmonaneHast ”HpOpMaIMOHHO-aHATUTHYECKas: cucTeMa — PocCHIiCKH MHIEKC HAYYHOTO
utupoBanus (PUHL). — url: https://elibrary.ru/projest_risc.asp.

2. ITouckonas cuctema AxagemusGoogle (GoogleScholar). — url: https://scholar.google.ru/.



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

3. Undpopmarmonnas cucteMa — EquHOE OKHO JOCTyIa K MH(POpMAIMOHHBIM pecypcam. — Url:

http://window.edu.ru/.

9 MaTtepuajJibHO-TEXHHYECKOe o0ecnevyeHne TUCUUIINHBI (MOIYJIs1)
MaTepI/IaJIBHO-TGXHI/I‘-IeCKOC O6CCHC‘ICHI/IC JOUCIHUIIJIIMHBI BKJIFOYACT:

Tun u Ha3BaHUe ayJUTOPUH

OcHallleHue ayIuTopun

VY4eOHbIC ayAUTOPUH IS
MPOBEICHUS 3aHATHM JIEKIIMOHHOTO
THIIA

MynbTUMeINITHBIE CPEACTBA XPAHEHHUS, [IEPEAAUn U
npecTaBiIeHus HHPOPMALIUH.

Y4eOHbIe ayAUTOPHH TS
IIPOBEJCHUS MPAKTUYECKUX
3aHATUH, TPYIIIOBBIX U
VMHIVBHUAYAJIbHBIX KOHCYJIbTALHM,
TEKYIIEro KOHTPOJIS U
IIPOMEXKYTOUHOM aTTECTALMH

MynbTMEIMIHBIE CPEACTBA XPAHEHHUS, IIEPEAAYN U
IpeCcTaBIeHNUs HHPOPMALIUH.

KomMIuiekc TecToBbIX 3aaHuM 1)1 IPOBEACHUS
IIPOMEKYTOUHBIX U PYOEIKHBIX KOHTPOJICH.

IToMmemeHus i1 caMOCTOSITEILHOU
paboThl: 00yUJarOIINXCS

[Tepconanbubie koMIbIOTEpHI ¢ MaketoM MSOffice,
BbIX0ZI0M B IHTEpHET U € JOCTYIOM B DJIEKTPOHHYIO
nH()OPMaAIIMOHHO-00Pa30BaATEIBHYIO CPE/ly YHUBEPCUTETA

[Tomemenus U1 XpaHEHHUs U
pOo(UIAKTUIECKOTO
o0ciyXuBaHUS y4eOHOTO
000pyTIOBaHUS

[kads! 151 XpaHeHus: y4eOHO-METOANUECKOMN
JIOKYMEHTAIM1, yueOHOTO 000pyI0BaHUs U yueOHO-
HaIJISIHBIX ITOCOOUH.
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