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Jler axTyannsawim padoyeit nporpamme

PaGouas nporpamma nepecnorpena, odeyaaea i onoGpena jinx peananym s 2020 - 2021
YHEOHOM roay Ha 3aceannnn xaheaps: [0y NPCTBEHHOTO MYHHIMIAILHOFO YOPRRIACHHS 1
VIPABICHNS ICPCOHATOM '

[potokon or «31» asry 20r. Nel
3an. kadespon a H.P. Banbisckas

{

J
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Pabosan nporpamma nepecmoTpena, 00cyKASH W 0100pena 18 peatnsammn 5 2021 - 2022
YueOHOM rojy Ha saceaannn kadeapsl  [OCYAMPCTHEHHOTO MYHHIHNANLHOTO NTIPABICHAR 1
YIPABIEHAR IEPCORATOM

Mpotokon o1 20 r N
3an. kaeapolt H.P. Baanmckas

PaGouas nporpamsa nepeemoTpena, obcykacna u oa06pena Aas peamsanmy s 2022 - 2023
yaeGHoM roay na sacenanun kadeapst  [OCYapCTBEHHONO MYHHIHNATEHOTO Y1IPABJICHHIS 1
YTIPAB/ICHHA NEPCOHLIOM

fporokonor 20 r. N
3as. kadeapoit H.P. Baasbisckas

Pabouax nporpamita nepecMoTpena, 05eymACH i 0105peHa 413 peansiauun s 2023 - 2024
yueGHOM rozy Ha sacenanun kadeaphl  [OCYAPCTBENHONO MYHHUMAAILHOIO YHPARICHHR ¥
YTIPABICHASE NEPCOHIIONM

fporokon o1 20 r. N __
3am, kadeapoit-  H.P. Banumckas

Pabouas nporpaMma nepecmoTpens, obcysena it 0100peHs A1s peanuzaumy 8 2024 - 2025
yHeGHOM 1oy Ha sacennnun kadeapsl  [0CyAaPCTHEHHOI MYHRUHTAILHOIO YIPABICHAA W
YIPABICHHA NEPCOHATOM

flporoxon or 20 r. N
3as, kadeapoit H.P. Banumckaa




1 esiu ocBOCHUSI IMCIHUIIIMHBI (MOY/JIs1)

[lenpr0 OCBOEHUS TUCLHUILIMHBI «/[OKYMEHTUpPOBAaHUE YIPABICHYECKON AEATEIBHOCTH
SIBJISIETCS. U3yYEHUE TEOPETUYECKUX U IIPAKTUYECKUX OCHOB CO3JaHUs JOKYMEHTOB YIIPABIICHNUS,
rpaMOTHOM 1 3(h(heKTUBHOM OpraHU3aIi COBPEMEHHOTO JICIIONPOU3BOICTBA HA MIPEANIPUATHUAX U
B OpraHu3alusix.

2 MecTo TMCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI IPOorpaMmsbl

JucnunnuHa  JIOKyMEHTUPOBAaHME  YIPABICHYECKOW  JIEATEIBHOCTH  BXOIAUT B
BAapUATUBHYIO YaCTh Y4eOHOTO M1aHa 00pa30BaTeIbHOM IPOrPaMMBI.

JUia  u3ydeHus  AMCLUMIUIMHBI  HEOOXOAMMBI  3HaHUS  (YMEHHUs,  BJaJeHUs),
c(OpMHUPOBAHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUIUINH/ IPAKTUK:

JUia  u3ydeHUss — JUCHUIUIMHBI ~ HEOOXOIUMBI  3HAHUS, YMEHHS,  BIAJCHUS,
chopmupoBaHHBIE B TIpollecce OOydeHHs Ha OakajiaBpuare: BIIaJeHHEM Oa30BBIX HAaBBIKOB
MIPaKTUYECKON paboThI 110 COOPY peasibHbIX (PaKTUUECKHX MAaTepUaoB, UX KOMIJIEKCHOM OIIEHKe,
aHAJIM3y W  CUCTEMaTH3allMd B  4YacTHU, KacaloleHCs  pelleHUsJOKYMEHTUPOBAHUS
YIpaBIE€HYECKON IE€ATEIbHOCTH, CIIOCOOHOCTh K aOCTPAaKTHOMY MBILUICHUIO, aHAJIU3Y, CUHTE3Y,
CIOCOOHOCTBIO NPUHHMMATh OPraHU3allMOHHO-YIPABJIEHUYECKHE pPEIICHUs, OIIEHUBATh UX
MOCJIEJICTBUS,, HECTH OTBETCTBEHHOCTh 3a UX peaju3alio, TOTOBHOCTh I0Jb30BAThCS
HOPMAaTUBHBIMH JJOKYMEHTaMH Ha ITPaKTHKE.

3 Komnerenuun o0yuaruierocsi, opMupyemMbie B pe3yJibTaTe 0CBOCHHS

AUCHMILIMHBI (MOAYJISA) U INIAHUPYEMbIe pe3y/ibTaThl 00y4eHHs

B pesynbTate ocBOeHUS TUCHUIUIMHBI (MOIys) «JlOKyMEHTHpPOBAaHUE YIPABIEHYECKOM
NeATeNbHOCTH» 00yJaroIUiCs JOKEH 001a1aTh CISAYIOIMMH KOMIIETCHIUSAMHU:

CtpyKTypHBIU [Tnanupyemble pe3yabTaThl 00yICHHS
JJIEMEHT
KOMITETEHITHI

OIIK-4  cmocoOHOCTHIO HAXOUTh OPraHU3AIMOHHO-YITPABIECHYECKIE PEIICHUS B
npodeccroHabHOM IEeATENBHOCTH U TOTOBHOCTh HECTH 32 HUX OTBETCTBEHHOCTH

3HaTh OCHOBHBIE COCTABIISIFOIINE U TAITBI MOJATOTOBKU IOKYMEHTAIIUH, TJIaBHBIC
TpeOOBaHUS K BEJICHUIO JIOKYMEHTAIIUU

crocoObI A3HEKTUBHOTO ACTIOBOTO OOIIEHHUS, TyOJUYHBIX BHICTYIIJICHUH,
NIEPErOBOPOB, MTPOBEICHUS COBEIAHHH, AETI0OBOI MEPEMUCKH, IETTOBOTO
OOIICHUS, SJICKTPOHHOW KOMMYHHKAIIUUA OCHOBBI JICJIOBOTO OOIICHUS
crocoObI ¥ cpeicTBa HH(POPMAIHOHHOTO BO3/ICHCTBHS

OCHOBHBIE ITOHITHS U COBPEMEHHbBIC TIPUHIIUITBI PA0OTHI C JCI0BO
UH(pOpMaIKeH, a TAaKKe UMETh IPEACTaBICHUE O KOPIOPATUBHBIX
MH(POPMAIMOHHBIX CHCTEMAX M 0a3ax JaHHBIX

OCHOBHBIC IPUHIIUIIBI OPTaHU3AIUH JICJIOPONU3BOJICTBA
JOKYMEHTO000pOTa B OpraHax rocyJapCTBEHHOW U MyHUITUITATbHON
BJIACTH

pa3NyYHbIe CTPATeTUH MPECTaBICHUS PE3YIbTATOB CBOCH pabOTHI ISt
JPYTUX CIEIMATUCTOB.




YMmeTn

aHAJIN3MPOBATh KOMMYHUKAaTUBHBIE IIPOLIECCH] B OpraHU3allui U
pa3pabaThiBaTh MPEUIOKECHHUS 0 MOBBIMICHUIO WX 3()(HEKTUBHOCTH
JIOTUYECKH BEPHO, apTyMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO U
MICBMEHHYIO peyb

HOJIIEP’KUBATH MPO(PECCHOHATEHYI0 KOMMYHHKAITHIO, OCYIIECTBIISATh
yOJIMYHBIE BBHICTYIUICHUS

aQHAJIM3UPOBATH JIOTUYECKYIO CTPYKTYPY U ONPEIEIATh CTENEHb
apryMEeHTHPOBAHHOCTH MMCbMEHHOM U YCTHOM peuH, co3/aBaTh pa3IndHbIE
THUIIBI TEKCTOB YCTHOW, TIMCbMEHHOW, BUPTYaJIbHON U CMEILIaHHOU
KOMMYHHUKAIIMM Ha PYCCKOM SI3bIKE B PA3JIMYHBIX KaHPAX YIPABICHYECKOU
KOMMYHHMKAIMH (TyOJIMYHBIX BBICTYIUIEHHUSX, IEPETOBOPAX, COBELIAHMSIX,
JIEJIOBOI MEPENHICKH)

HMHTErpUpOBaTh B JAESITEIBLHOCTD MOIpa3/IeIEHuUs OJ0KEHUS
AQHAIUTUYECKUX JOKJIAJI0B, OTYETOB U JIPYTUX UHPOPMALIMOHHBIX
MaTepHasoB.

Bnazets

KOMMYHHMKAI[MOHHBIMU HaBbIKAMU
HaBbIKaMU COCTaBJICHUS, yUeTa, XpaHEHHUsI, 3alllUThl, TIepejaun CIyKeOHOM
JOKYMEHTAIlMU B COOTBETCTBHH C TPeOOBaHUSAMH TIOKyMEHTOOOOpOTa
HaBbIKaMU cbopa, 00paboTku HHGOPMAIIUU U TOKYMEHTAllMOHHOM
o0ecreyeHny rocy/1IapcTBEHHbIX OPraHOB BJIACTH, OPraHOB BJIACTU
cyobexToB PD, opranoB MCY u opranusanuii makeroM o(puCcHbIX
porpamMM Jyisi paboThI ¢ AeTOBOM HH(GOpPMAIUEl 1 OCHOBAMH CETEBBIX
TEXHOJIOTUI

METOJJaMH BEJICHUs TIEPETOBOPOB

HaBBIKOM (OPMYJIMPOBAHUSA LIeJIeH U 3a/1a4 K MyOIMYHOMY BBICTYIIJIEHUIO
HaBbIKAMM OTCTaMBAaHUS CBOEH MO3UIUH B IPOPECCHOHATIBHOM CpeJie,
HaXO0JICHUsI KOMIPOMHUCCHBIX U QJIbTEPHATUBHBIX PELICHUN

METOJaMH OpraHu3aiuy 3pQEKTUBHBIX JETOBBIX KOMMYHHUKALUN

ITK-14 criocoOHOCTBIO OCYIIECTBIATH TOKYMEHTUPOBAHUE XO3SMCTBEHHBIX OIepaIiuii,
MIPOBOJHUTH YUET ACHEKHBIX CPEJCTB, pa3padbarbiBaTh pabouuii MIaH CUETOB OyXTraJTepCKOro
ydeTa opranusaiuu 1 (opMHUpPOBATh HA €r0 OCHOBE OyXTalNTepCKHUe MPOBOIKU

3HaTh

OCHOBHBIC MMPaBHUJIa JOKYMEHTHUPOBAHMS XO3SIMCTBEHHBIX OTIEPAIIHIA
OCHOBHBIE COCTABJISIONINE U ATAMBI ITOATOTOBKH XO3IMCTBEHHBIX U
OyXraiTepcKux JTOKYMEHTOB, TpeOOBaHUSI K BEJICHUIO JOKYMEHTAI[UN
BUJIbI OyXTalnTepCKOM JOKYMEHTALlUU, BUIIbl (DMHAHCOBOW M HAJIOTOBOM
JOKYyMEHTAII!

YmeTb

COCTaBJIATH ICPBUYHYIO 6YXF8.JITCPCKYIO JAOKYMCHTAUIO
O(I)OpMJ'ISITL n O6pa6aTbIBaTb JAOKYMCHTBI 110 XO03SHCTBEHHBIM OoIepanusam

Bnanets

HaBBIKAMHU MOATOTOBKH, 0(hopMIIeHUs, 00paOOTKH U BBIIIOJHEHUS
JOKYMEHTOB

HaBBIKAMU COCTABIICHHUS], YU€Ta, XPAHECHMs], 3alIUThI, lIepeIadn
X03MCTBEHHOH, OyXralTepCcKOi 1 OTUETHON TOKYMEHTALlUH B
COOTBETCTBUH C TPEOOBAHUAMU JOKYMEHTOO00POTA




4. CTpyKTypa, 00b€éM U coep:KaHue T CIUIIJIMHBI (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

AynuropHast 3w
KOHTaKTHas paboTta E E dopma TEKyILEro
Paznen/ Tema g (B axan. yacax) E E‘ Bun . KOHTPOIA Kon
N — : g | caMOCTOATENLHOM | YCHEBACMOCTHH [ o\ 0
@) g 5 paboThI MPOMEKYTOTHON
Tlek. 7a0. | mpaxT. ERe aTTeCTAIMN
3aH. | 3aH. | QO &
1. Teopernueckue OCHOBBI
JIETIONPOM3BOICTBA OPTraHU3aIMH.
- U3yuenue
1.1 WNudopmanus, ee yueOHOro
KpUTEpHUH. JloxymeHT. MaTepuana,
PexBuzur JOKYMEHTA. BBIHECEHHOTO Ha
OyHKIMH JOKYMEHTA. CaMOCTOSITENBHY
IOpunnueckas cuna 10 TIpopaboTKYy,
JOKYMEHTA. MIOAATOTOBKA K
[HenonpounsBoncTso, TEKYLLIUM
JOKYMEHTHPOBaHHUE. 3aHATUSIM.
JokyMeHTaloHHOoe - [logroroBka
obecrieyeHue  yIpaBlICHUSL. BBICTYIUIEHHH C
JloxkyMeHT000O0pOT. JTOKJIaIaMHU.
Knaccudpukanus - HarmcaHmi YcerHbIl ompoc. OIIK-4, T1K-
JOKYMEHTOB. 1 6 6 5 KOHTPOJIBbHON IMposepka 14
CrangapTuzanus u paboTbI. WHIUBUAYAJIbHBIX
yHUQUKAIMA ~ JTOKYMEHTOB. - [ouck 3a/IaHuH.
YHudumpoBanHas cucrema JIOTIOTHUTETBHON
JIOKYMEHTAIIUU yCn). UHPOPMAIHH IO
Cucrempl  TOKyMEHTALWU. 3aJaHHON TEME
[TpuHIMITBI (pabota c
JIeTIONPOM3BO/ICTBA. o6ubnuorpaguuec
HopmartuBHO-MeTonmyeckas KUMH
6aza JOKYMEHTHPOBAHUS MaTepuaIaMu,
YIIpaBIEHYECKON CIIPaBOYHUKAMH,
JeATeTbHOCTH u KaTaJIOraMH,
opram3anuu  paboTel ¢ CIIOBApSMH,
JOKYMEHTaMHU. SHIUKIIONETUSMU
).
HWroro no pasaeny 6 6 5
2. O6mue npasmia o(GOpMIICHHUS
YIIPaBIEHYECKUX JOKYMEHTOB




21 TOCT P 6.30-2003
«YHUDHUIIPOBaHHEIE
CHCTEMBl  JIOKyMEHTAIIWU.
YHupunupoBaHHas cucrema
OpraHM3aIOHHO-
pacnopsAuTeTbHON
JoKyMeHTanuu. TpeOoBaHUS
K othopmIteHHIO
nokymentoB". Pexsusur 01-
I'ocynapcreennslii repd PO.
PexBuzur 02- T'ep6
cyObekTa PO u
MYHHIUIATEHOTO
obpasoBanus. Pexusur 03 -
OMbnemMa opraHu3aluyd WIn
TOBapHbI 3HaK. PexkBH3UT
04- Kom  opraHuszammu.
PexBnsur 05- YkazaHue Ha
OCHOBHO#1 TOCYIapCTBEHHBIH
PETHCTPAIMOHHBIA  HOMEp
npennpustist. Peksmsur  06-
VYxazaHnue Ha
HACHTU(PHUKAITOHHBIN
HOMeEp
HaJIOTOILIATENbIINKA/ KO
MPUYUHBI TIOCTAHOBKH Ha
yder. Pexemsur 07- Koxg

(bopMeI JIOKYMEHTA.
PexBusur 08-
Haumenosanue

opranuzanuu. PekBuzur 09-
CrpaBouHbIe CBefieHHS 00
opranuzanuu. PexkBuzur 10-
HanmenoBanue BUJA
JnokymeHTa. PexBusur 11-
Hata noxymenta. PexBuzut
12- PerucrpaunonHbii
HOMeEp JOKYMEHTA.
PexBuszur 13- Cchuika Ha
pErUCTpaIOHHBI HOMEpP U
JaTy JTOKyMeHTa. PexBu3uT
14- Mecro cocTaBieHUs K
M3JaHUS JOKYMEHTA.
PexBusutr 15- Ceenenus 00
anpecare. PexBusur 16 -
I'pud YTBEPIKACHHS
JOKyMeHTa. PekBusutr 17-
Pesomonust.  PexBuzur 18-
3aronoBok K TEKCTY.
PexBuszur 19- Otmerka o
koHtpone PexBusutr  20-
Tekcr nokymenrta. PexBusur
21- Ormetka O HAJIUYUAU
TIPEIIOKESHHM. PexBuzut
22- Tlogmuce. PexBusur 23-
I'pud COTJIaCOBaHHMS
JOKyMeHTa. PekBusur 24-
Bussr COTJIACOBaHUS
noKyMeHTa. PexBusur 25-
Ieuats.  PexBm3ur  26-
OTMeTka 0  3aBEpEHUH
KOITH Y. PexBuszut 27-
OtMeTka 00 HCIONHUTEIE.
PexBusur 28- Otmerka 00
WCIIOTHEHUN JOKYMEHTa |
HANpaBJIeHUH €ro B JeJO.
PexBusur 29- Otmerka o
IOCTVIUICHUH __JIOKVMEHTA.

- zyuenue
y4eOHOTro
MaTepuarna,
BBIHECEHHOT'O Ha
CaMOCTOSITEIIbHY
10 IpopaboTKYy,
MOArOTOBKA K
TEKYIIUM
3aHATUSAM.

- [lonroroBka
BBICTYIUIEHUH C
JIOKJIaIaMHt.

- Hanucanue
KOHTPOJIbHOM
paboThI.

- ITouck
JIOTIOJTHUTENIbHOM
UHPOPMAIIH IO
3a/1aHHOM TeMe
(pabota c
o6ubnuorpaguyec
KUMH
MaTtepHuaIamy,
CIIPaBOYHUKAMH,
KaTaJIOTaMH,
CIIOBApSMH,
SHIMKIIONETUSAMU

).

YerHbil onpoc.
[IpoBepka
WHIUBUAYATIbHBIX
3a/1laHuH

OIIK-4, TIK-
14




Htoro no paszeny 6 | | 5 |

3. OcoOeHHOCTH COCTaBIEHUS H

oopmiieHUs OCHOBHBIX

JIOKYMEHTOB YIIPABJICHUS

3.1 OcHOBHBIE  TpPYIIIBI

JOKyMeHTOB. HopmaTuBHBIE

JOKYMEHTBI

rOCYJapCTBEHHBIX OpIaHOB. - Nzyuenue
OpraHu3ainoHHbIe y4eOHOTO

JOKYMEHTBl ~ IIPEAIPUATHUSA. Matepuaa,

JlOIKHOCTHBIE MHCTPYKLHH. BbIHCCEHHOTO Ha
PacnopsinurenbHbie CaMOCTOSTEIIbHY

JNOKYMEHTBI ~ MPEAIPUSITHSL. 10 IpopaboTKYy,

Iprkassl 10  OCHOBHOM MOArOTOBKA K

JIESITSIILHOCTH. TEKYILIUM

Pacnopsbkenusi,  pelieHwus. 3AHATHUSM.

HupopmaronHo- - Hoz[rommia

CHpaBOYHBIE  JOKYMEHTBI. BBICTYIUICHUH ¢

IIporokomnbl, TONHAsS | JTOKJIaJJaMH. 5
Kparkas dopma ux - Hanncanue Vernbiii onpoc. |14, TIK-
O(OPMIICHHL. AKTBL 6 5 KOHTPOJIbHOHI [IpoBepka 14
CiyxeOHbIe u paboThI. nnangmyanf,ﬂmx
OOBSCHUTEIbHBIC — 3aIHCKU. - Iouck ) 3a7aHUN
CrpaBku. CryxeOHble JIOTIOJTHUTEIHLHOM

noBepeHHocTH. Iluckma, nx “H(bOPMaEIHH o
KIaccuuKanusi, CTpyKTypa, 3aJITaHHOH TeMe

CcTaHgapTHele  (pa3sl U (pabora ¢

BBIPKEHUS. HopMs1 o6ubnuorpaguyec

o HIIHAIEHO-IETIOBOTO KHUMH

CTUJIA CHY)KG6HLIX MaTrepuaiaMu,

JIOKYMEHTOB. HGHOBOG ClIpaBOYHUKAMH,

IHUCbMO MEXIYHAPOIHOIO KaTajJoraMu,

obpasia. ®dakcel, CIIOBApSIMH,
TenedOHOrpaMMmel. SHUUKIIONETUAMU

Horosopa, KOHTPAKTBI. )-

CoBpeMeHHBIE CIOCOOBI U

TEeXHHMKA CO3aHHS

Hroro no pasueny 6 5

4, ITpaBuna

ohopmiteHHst
JOKYMEHTOB I10 JINYHOMY COCTaBY




- Nzyuenue
eOHOTO
4.1 TlomsTue M CTPyKTypa e
Mmarepuana,
HIepCOHATBHBIX JTAHHBIX.
BBIHECEHHOTO Ha
[puHaae) HOCTH
CaMOCTOSTENBHY
HIepPCOHAIBHBIX JIAHHBIX:
10 IpopaboTKYy,
COOCTBEHHUK, AepxkaTelb U
HOJIrOTOBKA K
OJTb30BATENb
TEKYIIIUM
HIepPCOHAIBHBIX JIAHHBIX.
C Typa KaJpoBoi SAHATIAM.
TPYKTYD P - Iloaroroeka
NH(OPMALIOHHO- N
N BBICTYIUICHHH C
JIOKYMEHTaIlIOHHOMH
JIOKJIaIaMHU.
CHCTEMBI. Odopmirerne .
- Hanmcanue VYeTHBIH onpoc. OIK-4. TIK
JOKYMEHTOB TIpH IIpUEME, - -4, LIR-
KOHTPOJIbHOHI [IpoBepka
YBOJNBHEHHH W TIEPEBOJIE 6 14
aboTHHKa  HAa 1 padoTHL. WHIUBUYATbHBIX
P PYIYIo - [Touck 3aJaHAN
JIOJDKHOCTB. AHKeTa. N
JIOTIOJTHUTEIBHOM
TpynoBsie KOHTPAKTBHI.
UH(POPMAIHH 10
Ilppka3sl 1O  JTHYHOMY .
3aJ]aHHOH TeMe
COCTaBy. OcHOBHBIE
€KBHU3HUTHl JIOKYMEHTOB U (pabora c
P M o6ubnuorpaguyec
npaBmwiIa WX O(GOPMIICHHS. UM
Kpatxue CBEICHUS 0
MaTtepuaaamu,
IpaBmiIax oopmIIeHHS
CIIPaBOYHHKAMH,
TPYAOBBIX KHWKEK, JTHIHBIX
KaTaJIoraMu,
KapTo4yeK, JIMYHBIX  JIeT
CIIOBAPSIMH,
PabOTHUKOB.
SHIUKIIONEIHSIMH
HUroro no pazzpeny 6
5. Opranu3zanys
JIOKYMEHT0000poTa
- U3yuenue
yueOHOro
Mmarepuana,
5.1 Ionstust BBIHECEHHOTO Ha
JOKYMEHT0000pOT u CaMOCTOSITENBHY
OpraHu3aIys 10 IpopaboTKYy,
JOKYMEHT0000poTa. MOAATOTOBKA K
HopmartuBHO-MeTonmueckas TEKYILIUM
periiaMeHTanus 3aHATUSIM.
JOKYMEHT0000poTa. - [logroroBka
OcHOBHEIE mpaBuia BBICTYIUICHUH C
OpraHu3aIu JIOKJIaAaMHt.
JIOKYMEHT000O0poTa Ha - Harmucanue VeIl ompoc. OITK-4. TIK-
TIPENPHUATHN. 6 KOHTPOJIbHOM [IpoBepka 14 ’
KavectBennsie paboTbI. WHIMBUAYAJIbHBIX
XapaKTEPUCTUKH - [ouck 3a/1aHui
JOKYMEHT0000poTa. JIOTIOJTHUTENBHOM
Knaccugpukanus UHPOPMAIHH IO
JOKYMEHTOIIOTOKOB: 3aJJaHHOH TeMe
TOPU30HTAJIBHBIC, (pabota ¢
BEPTUKAJIBHBIC, o6ubnuorpaguuec
BOCXOJISIIIE, HUCXOAALINE, KUMH
BXOISIIUE, HCXOMININE H MaTepuaIaMu,
BHYTpPEHHHE. Moxacuer CIIPaBOYHUKAMH,
o0beMa JJOKyMEHTO00O0POTA. KaTaJoraMH,
CITOBapsIMH,
SHIUKIIONETUSMU
Uroro no pazueny 6
6. OcHOBHBIE paBuiia
OpraHu3aIiu paboThI c
JOKYMEHTaMHU




6.1 O6paboTka
MOCTYNAIOMUX JOKYMEHTOB.

IlepBrnunas o0paboTka - Nzyuenue

JIOKYMEHTOB. OO6mme y4e0HOTO

npaBuiia perucTpanuu Mmarepuana,

JIOKYMEHTOB, (hopMsI BBIHECEHHOT'0 Ha

peructpauuu. Ilepenaua CaMOCTOSITEIbHY

JOKYMEHTOB, PacCMOTpPEHHE 10 IPOpaboTKYy,

ux PYKOBOJIUTETIEM. MOArOTOBKA K

Iopsimox HaIpaBJICHUS TEKYIIIUM

JOKYMEHTa Ha HWCIIOJIHEHHE 3aHATHUSM.

U paboThl HUCIOIHUTENA C - IlonroroBka

JnokymeHTamu. VcrnonHeHue BBICTYIUICHUH ¢

JIokymeHTa. Buabl u hopMmsl JTOKJIaIaMHU.

KOHTPOJIA HCIIOJTHEHMS], - Hancanue VYeTHBIi onpoc. OIIK-4, TTK-
CPOKOBas KapToTeKa. 6 6 71 KOHTPOJIBHOU IIposepka 14
Opranuzanus TEKYIIEro ' paboThI. WH/IMBU/TYaJIbHBIX
XpaHECHUs Jien. - [Touck 3aJaHUN
Homenknatypa nen, oOmue JIOTIOJTHUTENTLHON

TpeOoBaHus, BH/IBI HuH(OpMAIIHU 110

HoMeHkuatyp. CocraBiieHue 3a/IaHHOH TeMe

HOMEHKJIATypbl Jedt. (pabora c

dopmupoBaHue u 6ubnuorpaduyec

odopmiieHne Jedt. KAMH

CucremaTuzanus MaTepHaIaMu,

JIOKYMEHTOB B Jere. CIpaBOYHHUKAMH,

Xpanenue nen. IlonroroBka KaTajoramu,

JOKYMEHTOB K Iiepefaye Ha CIIOBApSIMH,

apXHUBHOE XpaHEeHHe. SHUMKJIONEUSMU

Kpurepun OLIEHKH ).

nokymeHnToB. CocraBiieHue

onucen aein.

Wroro no pazaeny 6 6 7,1

Uroro 3a cemectp 36 36 34,1 3a4éT OIIK-4, TIK-
Hroro o aucuuiuinye 36 36 34,1 3a4er




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanuzanus KOMIETEHTHOCTHOTO MOAX0/1a IPEAyCMaTPUBAET MCIOJIb30BaHUE B yUeOHOM
mporecce AaKTUBHBIX M WHTEPAKTUBHBIX (OPM TPOBENEHHS 3aHATHH B COYETaHUU C
BHEAYAUTOPHOU paboTOil ¢ 1enbio GOpPMHUPOBAHUS U PA3BUTUSA NPOPECCHOHATBHBIX HABBHIKOB
00yJaronuxcs.

I[Ipu oOydeHuM CTYAE€HTOB JUCHMIUIMHE «JlOKYMEHTHpOBAaHUE YIIPaBICHUYECKOMN
JESITEILHOCTHY CIIEYET OCYILECTBIIATh CIAEAYIOUINE 00pa30BaTEIbHbBIE TEXHOIOTUHU:

1. TpagunuoHHble 00pa3oBaTEIbHbIE TEXHOJOTMH OPUEHTUPYIOTCS HA OpraHU3alLUIo
00pa30BaTeNILHOTO  MpoIecca, MPEANOJIATAONIYI0 MPSIMYI0 TPAHCISIUIO 3HAHUH  OT
IIpenoaBaTelisd K CTYIEHTY (MPEUMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UIUTFOCTPATUBHBIX
METOJIOB O0YUCHHUS).

@®opMbl y4eOHBIX 3aHATHH C HCIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanronHas Jekmuss — MOCIEOBAaTEIbHOE  H3JIOKEHHWE  Marepuaja B
JUCHMIUIMHAPHON JIOTHKE, OCYILECTBISEMOE IPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBAMU
(MOHOJIOT TIpeToIaBaTers).

[IpakTueckoe 3aHsTHE, MOCBALIEHHOE OCBOCHHUIO KOHKPETHBIX YMEHHMH M HABBIKOB 110
MPEI0)KEHHOMY aITOPUTMY.

2. TexHoyioruu MpoOIEeMHOTO OOYydeHUST — OpTaHW3anus 00pa3oBaTEILHOTO IpoIiecca,
KOTOpas MpeArnoiaraeT NoCTaHOBKY NMPOOJIEMHBIX BOIPOCOB, CO3/IaHUE YYEOHBIX MPOOIEMHBIX
CUTYaIUH JUI CTUMYJIMPOBAaHUS aKTUBHOW M03HABATEIbHON 1€ATEIbHOCTHU CTYIEHTOB.

3. TexHonornu MPOEKTHOTO OOYYEHHUs — OpraHu3aIys 00pa30BaTENBHOTO MpoIecca B
COOTBETCTBUU C QJITOPUTMOM IMO3TAIHOTO pPEUICHUS MpOOJEeMHON 3aJaydl WM BBITIOJHEHUS
yueOHoro 3aaanus. [Ipoekt mpeanosiaraeT COBMECTHYIO Y4eOHO-TIO3HABATENIbHYIO I€ATEIbHOCTh
TPYIIBI CTYJEHTOB, HANIPABJICHHYIO Ha BhIPaOOTKY KOHIEMIMH, YCTAaHOBJIEHHUE Iiesiel U 3ajad,
(GOpMYITUPOBKY OXHUAAEMBIX PE3YJAbTAaTOB, OIpPECICHWE MPHUHIMIIOB U METOAUK PpeIICHUS
MOCTABJICHHBIX 3aJ]ay, IUIAHUPOBAHHME XoJa pabOThl, MOUCK [OCTYMHBIX W ONTHUMAJIbHBIX
pPECYpCOB, TMOATANHYIO pealu3aluio IUIaHa paboThl, MPE3EHTALMIO PEe3yNbTaTOB pPabOTHI, HX
OCMBICIICHUE U PEIICKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil MpoOEKT, Kak MPaBWIIO, HE MMEET JETaJbHO NPOPAOOTaHHON CTPYKTYpHI;
yueOHO-TI03HaBaTeIbHAs JIEATEIbHOCTh CTYACHTOB OCYIIECTBISETCS B pPaMKaX pPaMOYHOIO
3a/1aHHUs.

4. VluTepakTUBHbBIE TEXHOJIOTUH — OpraHu3alys 00pa3oBaTeIbHOroO Mpoliecca, KoTopas
MPEANOJIaraeT aKTUBHOE U HEJIMHEITHOE B3aUMOIEUCTBUE BCEX YHACTHUKOB, JOCTUKEHHUE HA 3TON
OCHOBE JIMYHOCTHO 3HAYMMOIO JJsi HHUX 00pa3oBaTelbHOrO pesynbrata. Hapsgy co
CHEUMAJTU3UPOBAHHBIMU  TEXHOJOTHUSMHM  TakOro  pojJa  OPUHUUI  MHTEPAKTUBHOCTH
MPOCTEKUBACTCA B OOJBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH.

@opMbl YyU4EOHBIX 3aHITHHM C MCIOJIB30BAHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTUH:

5.  HMudopmManmoHHO-KOMMYHUKAIIMOHHBIE  OOpa3oBaTeibHbIE  TEXHOJOTUU  —
opranu3zanus o0pa3oBaTeNFHOIO MPOLecca, OCHOBAHHAS Ha MPUMEHEHUH CIEeUaTU3UPOBAHHBIX
IIPOrPaMMHBIX CPEJICTB U TEXHUUECKUX CPEJICTB pabOThI C HH(OPMAIUEH.

6 YueOHO-MeTOqHYeCKOE 00eciedeHre CAMOCTOSITeIbHOM padoThl 00yUYaroLIuXCst
[IpencraBneno B npunoxxenuu 1.

7 OueHoYHbIe cpecTBa ISl NPOBeAeHUs IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHre TUCIIUITHHBI (MOTYJIs1)



a) OcHoBHasi TUTEpaTypa:

1. Kopnee, U.K. [lokymeHTHpOBaHWE YIPABICHYCCKONW NEATEIHHOCTH : YYCOHUK W
npaktukym st By3oB / U. K. Koprees, A. B. [lmenko, B. A. Mamypues. - 2-¢ u3a., nepepad. u
not. - Mocksa : M3narensctBo FOpaiit, 2020. - 384 c. - (Briciiee oopazoBanue). - ISBN 978-5-
534-04533-8. - Texkcr : anektpoHueii  / OBC  IOpair [caiiT]. -
URL.: https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-
450470#page/2 (mata oopamienus: 01.09.2020).

2. Tlamacenko, lO. A. JlokyMEHTHpOBAHHE YIIPABICHUYECKON JIEATEIBHOCTH: Y4eOHOE
nocobue / FO.A. Ilamacenko. - MockBa : PUOP, 2018. - 138 c.: - (Kapmannoe ydeOHOE
mocobme). - ISBN  5-369-00014-X. -  Tekct : onekrponHwni. -  URL:
https://znanium.com/read?id=309085 (mata oOparenus: 01.09.2020). — Pexxum goctyma: mo
TIOJIITUCKE.

0) JlonosiHUTeIbHAS JIUTEPATYpa:

1. KprokoBa, H. II. [loxymeHTHpOBaHHE YMPABJICHUYECKOW IEATEIHHOCTH : Yy4eOHOE
nocobue / H. I1. KprokoBa. - Mocksa : UHOPA-M, 2019. - 268 c. - (Bsicuiee oOpa3oBanue:
bakanaspuar). - ISBN 978-5-16-003134-7. - Tekcrt : osaexrponnsiii. - URL:
https://znanium.com/read?id=359359 (mata oOparmenus: 01.09.2020). — Pexxum goctyma: mo
IIOAITUCKE.

2. Pazmopoxubid, A. A. JIOKyMEHTHpOBAaHUE YIPABICHUYECKOW NEATEIHHOCTH : y4eO.
nocobue / A.A. Pazmopoxasiid. - MockBa : UHDOPA-M, 2018. - 304 c. - (Beicmiee oO6pa3oBanue:
bakanaBpmar). - ISBN 978-5-16-011744-7. - Tekcr : onektpoHHbld. - URL:
https://znanium.com/read?id=328873 (mata ooOparmenus: 01.09.2020). — Pexxum goctyma: mo
MOATHCKE.

B) MeToauyecKkue yKazaHus:
Meroauueckue ykasaHnus npuBeneHsl B [Ipunoxennn 3

r) [Iporpammuoe o0ecnieuenne u UHTEepHET-pecypcehl:

IIporpamMmmHoOe o0ecnieyeHue

Haumenosanue I10O No norosopa CpoK IeHCTBUS JTULEH3UU
MS Windows 7

Professional(mmst J1-1227-18 0T 08.10.2018 11.10.2021
KJIaCCOB)

MS Office 2007 |y 135 4717.09.2007 GeccpoTHO
Professional

FAR Manager cB00OIHO pacnpocTtpansemoe [10 OeccpouHo

7Zip cB00OIHO pacnpocTtpansemoe [10 OeccpouHo

IIpodeccuonanbHbie 0a3bl JAHHBIX H HH(POPMAIMOHHBIE CIIPABOYHbIE CHCTEMbI
HasBanue xypca Ccpuika

IMouckoBas cucrema Axanemus Google (Google Scholar) [URL: https://scholar.google.ru/

Nudopmanronnas cucrema - EnquHoe okHO JocTyma K

URL: http://window.edu.ru/
I/IHd)OpMaLII/IOHHBIM pecypcaMm



https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470#page/2
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-450470#page/2
https://znanium.com/read?id=309085
https://znanium.com/read?id=359359
https://znanium.com/read?id=328873
https://scholar.google.ru/
http://window.edu.ru/

HannonaneHas uHpopmannonHo-ananutuueckas|URL:
cucrema — Poccuiickuii mHIEKC HaydHOTO ITHpoBanus|https://elibrary.ru/project risc.asp
(PMHII)

denepanbHOE rOCY/IapCTBECHHOE OF0KETHOE
yupexaenue «Denepanbupii uHCTUTYT npoMbinuiennoi|URL: http://www1.fips.ru/
COOCTBEHHOCTH»

9 MartepuajibHO-TEXHHYECKOE o0ecreyeHne TUCIUTILTHHBI (MOIYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE JUCIUTUINHBI BKIIOUACT:

1. YyeOHble ayauTOpWU IUISL MPOBEACHUS 3aHATHHA JEKIMOHHOTO THma. OCHaIleHHUE:
MynbTUMeIUHHBIC CPEICTBA XPAHEHHUS, TIEPEJauH U MPEICTaBICHI HHPOPMAIIHH.

2. YueOHble ayIUTOPUM JUIS TIPOBEICHUS MPAKTUYECKUX 3aHSITUH, TPYNIOBBIX U
WH/VBUIYAIBHBIX KOHCYJIBTAIIMHA, TEKYIIETO KOHTPOJII M TPOMEXKYTOYHON aTTecTaluu.
OcHanienne: MylIbTUMEIUIHHBIE CPEICTBA XPAHEHHUS, TIEpelavud ¥ MPECTaBIeHU HHPOpMaIu,
KOMIUIEKC TECTOBBIX 33JJaHUH JUIS IPOBEICHHSI IPOMEKYTOUHBIX M PYOEKHBIX KOHTPOJICH.

3. Tlomemenus yIs CcaMOCTOSTENBHONH pabOThl  oOywarommxcs. OcHameHue:
nepcoHalibHbIe KoMIbloTepbl ¢ maketom MSOffice, Beixomom B MHTepHET M C JOCTyIOM B
AIIEKTPOHHYIO HH()OPMAITMOHHO-00pa30BaTENLHYIO CPEly YHUBEPCUTETA

4. Tlomemenust s XpaHEHUS U NPOPHIAKTUYECKOTO OOCITYKHBaHUS Y4eOHOIO
obopynoBanus. OcHamieHue: MmKa(pl UIT XpaHEHUS Y4eOHO-METOINYECKON TOKYMEHTAIlHH,
yueOHOro 000py/I0BaHUs U y4eOHO-HATJISIHBIX ITOCOOUH.

[Tpunoxenue 1
Y4eOHO-MeTOANYECKOE O0ecTeYeHHe CAMOCTOSITeILHOH PadoThl 00y4arommXxcst
Ilpumepnaa cmpykmypa u cooeprcanue pazoena:
Lo oucyunaune «/{okymenmuposanue ynpagieHyeckol 0essmenibHOCmuy npeoycmMompena
BHEAYOUMOPHASL CAMOCMOSIMENbHASL paboma 00YUaOuUXCAL.
Ilpumepnovie memul 01 camocmoamenvHoi padoomol:

1 «Po1b 00KyMeHmupoeanus ynpasieH4ecKkoll 0eameaibHOCmu 6 Pa3eumuu 00uiecmaea.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMA IeKYUU.

Paccmompenue oannou memvl HeoOX00UMO HAYAMb C U3YYEHUS OCHOBHBLIX NOMSAMUL OAHHOLU
oucyunaunvl.  Ilpu  smom  ciredyem — pazobpamvcs ¢ CYWHOCMbIO — KAmMe2opuu
«oxymenmuposanuey. bonee nodpobno ciredyem paccmompemv CmMpYKmypy, cooepiicauue,
yenu u 3a0auu OUCYUNTUHBL, UCMOPUIO pa38umusi 0OKymeHmoobopoma. [lanee HeobOX00umo
UZYYUMb  COCMAB HOPMAMUBHO-MEMOOUYECKOl 0a3zbl OOKYMEHMUPOBAHUSL YNPABIEHYECKO
0esimeNbHOCIU 8 COBPEMEHHBIX YCL08UAX X03aticmeosanusi. OmoenibHo cledyem paccmompems
cmpame2uro  Ynpasienus OOKYMEHMamMu 6 Op2anu3ayuu, a makice usyyums @Gopmol
COBPEMEHHOU OOKYMEeHmayuu.

Kniouesvie  cnosa:0okymenm, — OOKyMeHmMuposanue  uH@opmayuy,  OOKYMEHMUPOBAHUE
VAPABNEHUECKOU — OesimelbHOCY, — KIUHONUCHL,  NOJUMUKA — YNpasienus  OOKYMeHmMAaMU,
cmanoapmuzayusi, cmpameusi ynpasienus OOKyMeHmamu, YHupukayus.

3aoanue ons camocmosamenvHou pabomoi:

1. U3yyume kamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumuvca k pabome ma nekyuu no meme 1. Iloemopums 6onpoc: cywHocmy
Kkamezopuu «/[okymenmuposanue» (yueonas OUCYyuniuna «/JokymeHmuposanue ynpasieH4eckol
oesamenvHocmuy, rekyus Nel). Boims 20mosvim K 006CyscOeHUr0 3mo2o 80npoca 8 xooe JeKyuu.

2 «Obwue npasuna ogpopmnenus ynpasieHueckux 00KyMeHmoe.


https://elibrary.ru/project_risc.asp
http://www1.fips.ru/

Pexomenoayuu no cocmasnenuto u dopabomke KOHChekma Jnekyuu. M3yuenue mamepuanos
OGQHHOU MmeMbl cledyem HA4amv C paccMompenus mpeboeaHuil K 0QOpMIeHUIO PeKEU3UMOS.
Takoice cnedyem uzyuums cocmae peksusumos. Jlanee neobxooumo pazobpamvcsa ¢
npUMeHeHUeM U PACNoN0NHCEeHUEeM HA OOKYMEeHMme PeK8U3UMO8, Onpedelums ux oouue yepmol u
pasauuusa. Kpome mozo, Hydcno OemanvHo pazodpamvbcsi ¢ pasiudHblMu 6UOAMU MeKcma
O00KyMenma: mpagapemuulii OOKyMeHm, ankema, maoauya, OJaHK.

Kniouesvie cnosa: eusa coenacosanus, epug osHaxomieHus, 0ama 0OKyMeHmd, 3a201080K

K meKcmy, UOeHMUDUKAMOp INeKMPOHHOU KONUuu OOKyMeHmd, UHMep8ai, NOONUChb, NoJe
OOKYMEeHmMa, pecuCmpayuoHHbli HOMep OOKYMEHMA, pe30ayus, DeKeU3Uum, CmaHoapmHbsli
aucm Oymazu, CColIKA HA pPe2UCMmpayuoHHblll HOMEp U 0amy OOKYMeHmd, YOOCmOosepeHue
00KymMeHma, hopmynsap.

3aoanue ons camocmosmenvHol pabomol:

1. U3yuums kamezopuanvhulii annapam.

2. Jlopabomams mamepuansl 1eKyuu.

3. Illoocomosumscs k cemunapy.

3. Iloocomosumucs k pabome na nexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0CODEeHHOCMU — UCHONb308AHUSL  A3bIKA 8  0el06Ol  nepenucke  (yueOHas  OUCYUNTUHA
«/[oxymenmuposanue ynpasieHyeckou oesmenbHocmuy, Jaekyus Ne2). Bvimb 2omosvim K
00CYHCOEHUIO IMO20 BONPOCA 8 X0O€E JIeKYUU.

3 «Ocobennocmu cocmagnenus u 0QopmieHus 0CHOBHBIX OOKYMEHN 068 YRPAGIEHUA).
Pexomenoayuu no cocmagnenuro u 0opabomke KOHCNEeKMa J1eKyuu.

Paccmompenue oannoti memvl HeobOX00uMo Hauamv ¢ aAHAIU3A OCOOEHHOCMEl OPUYUATILHO-
0€1068020 CMUIsL NO CPABHEHUIO C XYOOHCECMBEHHbIM, NYOIUYUCMULECKUM, HAYYHbIM, YUeOHbIM,
PA32080PHbIM CIUTISIMU SI3bIKA.

Ilpu 5mom HysHCHO NOOPOOHO UZYUUMD JIeKCUYECKUE 0CODEHHOCMU OOKYMEHMO8. ynompeoieHue
NApOHUMO8, NIeOHA3MO8, UCNONIb308aHUe peyesblx Kauwe. Tlocie amozo credyem paccmompens
opghoepaduueckue ocobennocmu OOKyMeHmo8. NpuUMeHeHue NPONUCHbIX 0YK8 8 ceocpaduyueckux
HA36AHUSX, HAUMEHOBAHUSIX OP2AHUAYUIL.

Kpome moeco, Heobxooumo obpamums 6Humanue Ha opghoepaguueckue ocobeHHocmu
OOKYMEHMO8. NpUMeHeHue NPONUCHBIX OYK8 6 2e02paghuueckux HA36aHUSX, HAUMEHOBAHUSX
opeanuzayuti. Tak dice credyem 6viACHUMb HaAubolee pPACNPOCMPAHEHHbIe 8 OOKYMEHMAX
OWUOKU CUHMAKCUCA U NYHKMYAYUU. NOPSAOOK CI08, CO2NACOBAHUE NOONIeHCAWe20 U CKA3YeMO20,
npu¥acmHule u Oeenpudacmmuvie 060pombl, C108000PA308AHUS.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUZM GOPMYIUPOBOK, HEUMPAIbHAL IKCHAPECCUBHA
OKPACKA 5A3bIKA, HEON02U3M, OQUYUATbHO-0eN0601 CMULb, NOIHOMA UHDOPMAYUL, CUHOHUMBL,
maemonozuu, pazeonocusmbi.

3aoanue ona camocmoamenvrol pabomoi:

1. U3yuums kameeopuanvHblii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumwscsi k pabome wna Jnekyuu. Ilosmopums eonpoc: opghoepaguueckue
ocobeHnocmu  OOKYMeHmo8 (VuebHas Oucyuniuna «/Jokymenmuposanue ynpasieH4ecKkol
oeamenvHocmuy, nekyus Ne3). Boimb 20mogvim K 06CyHcOeHUI0 2mo20 60npoca 8 Xo0e JeKyuu.

4 «Ilpasuna oghopmnenus 00OKymennoe no TUYHOMY COCIABY).

Ilpu  u3yuenuu OanHOU meMbl CMYOEHMAM HeobXo0uMo pazobpamsvcsi ¢ NPUHYUNAMU
paspabomku npocpamm ynpasieHus Ookymenmamu. Ocoboe 6HumaHue ciedyem yoeaums
PACCMOMPEHUIo Npoyeoypbl NPOEKMUPOBAHU U 6HeOpeHUs OOKYMeHmHbIX cucmem. Taxoce
cnedyem oCmaHoO8UMbCSL HA 0COOEHHOCMAX MOHUMOPUH2A U AyOUMa OOKYMEHMHBIX CUCTEM.
Bonee oemanvno neobxooumo paccmompems cyuyHOCmb 00A20CPOUHOU NPOSPAMMbL 00YUeHUs
nepcoHana opeanuzayuu 6 obnacmu YnpaeieHus OOKYMEeHmAamu U NpuMeHeHus 00yuarouux
UHCMPYKYUL, 8KTI0UASL 00YUAIOWYI0 UHCMPYKYUIO CEKPEMaps.



Kniouesvie cnosa: ayoum ynpagnenus OOKYMeHMAMU, KOHEEPMAYUs, MeMOoO0N02Usl 6HeOPeHUs,
Muepayus OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCTNEMbl, NPOEKMUPOBAHUe
OOKYMEHMHOU Ccucmemvl, pacnpeoeiienHoe YNpaeieHue, pe2yaupyrouas cpeod, cmpameus
VApasieHusi OOKYMeHMAamu.

3aoanue ons camocmosmenvHol pabomol:

1. U3yyume kamezopuanbHulil annapam.

2. Jlopabomams mamepuansl 1eKyuu.

3. Illoocomosumscs k cemuHapy.

4. [loocomosumvbcs k pabome Ha aekyuu. [losmopums onpoc: obwas xapakmepucmuxa
OOKYMEHMHBbIX — cucmem  (YueOHass Oucyuniuna  «/{oKymenmuposanue YnpaeieH4ecKou
oessmenbHocmuy, nekyus Ne4). Boimb 20mo6uim K 00CYHCOEHUIO IMO20 BONPOCA 8 X00e JeKYUU.

5 «Opzanuzayus 0oKymenmoooopomay.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMA NeKYuu.

B nauane cnedyem paccmompems mepmunul «0e10npou3800cmeon», « 0OKYMeHMayuoHHoe
obecneuenue  ynpaeneHus»,  «OOKYMEHMUposaHue ungopmayuuy, «OOKYMEeHmuposaHue
YNpagien4eckou 0esimenbHOCMU», «00OKYMEHMONOmoKU», « 00KYMeHmMoobopomy.

Jlanee Heobxooumo u3zyuums opeanuzayuro 0oKymeHmoobopoma. Takdce HYHCHO NOOPOOHO
NPOAHATUZUPOBANb OCODEHHOCMU PAOOMbI C BXOOAWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome moco, meobxooumo ocmanoéumvca Ha  U3YUEHUU ~ MeMOO08  COKPAUeHUs.
00KymMeHmoobopoma.

Cnedyem yoenums 8HUMAHUE COOEPHCAHUIO KOHMPOJISL UCHONIHEHUS OOKYMEHMO8, €20 dManam u
MEexXHON02UU.

Knrouesvie cnosa: enympennuti  0OKyMeHm, 6X00AwWull OOKYMeHm, OOKYMeHmoobopom,
OOKYMEHMONOMOKU, — UHDOPMAYUOHHO-NOUCKOBASL  CUCmeMd,  UHOeKcayus  OOKyMeHma,
ucxoosawull  OOKyMeHm, Kamainoe, 00vem O00OKYMeHmMoobopoma, payuoHalIbHoe O8UNCEHUe
OOKYMEHMO8,  pecUcCmpayuoHHO-KOHMPOIbHAS — KAPMOuKa,  peucmpayus  OOKyMeHmd,
MEXHON02UYECKAsl CXeMA OBUNCEHUSA OOKYMEHMO8, IKCNeOUYUS.

3aoanue ons camocmosmenvHol pabomuwl:

1. M3yyums kamezopuanvHulil annapam.

2. Jlopabomamv mamepuanvl 1eKyuu.

3. Iloocomosumvca « pabome Ha aekyuu. Ilosmopums  ompoc:  opeanuzayusl
0okymenmoobopoma  (yuebnas  oucyuniuna — «/JoKymenmuposamue  YNPAGIEHUECKOU
oessmenvHocmuy, nekyus Ned). Boimb 20mogvim K 00CYHCOEHUIO IMO020 BONPOCA 8 X00e JeKYUU.

6 «Ocnoenvle npasuna opzanuzayuu padbomol ¢ 0OKYMEHMAMUY.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa 1eKYUU.

Paccmompenue Oannoti memvl HE0OX00UMO HAYaAMb C U3VHUEHUST POAU  UHPOPMAYUOHHO
CNpagouHoll pabomul CyHcObL 0eIONPOU3BO0CMBA OP2AHUZAYUU.

Ilpu smom cnedyem obpamums GHUMAHUE HA 6UOLL, SMANLL  PA3PAOOMKU, pPa30eivl
HOMeHKaamypuvloen. Taxoice HeobXo00uMo YACHUMb, KaK OCYUeCmesemcs mexkyujee XpaHeHue
OOKYMEHMO8 U UX UCTIONb308AHUE.

UYmo o3nauarom «iucm-3amecmumensy, «<Kapmazamecmumenby?

Kpome moco, crnedyem oxapaxmepuzosamv 3KCnepmusy YEeHHOCMU OOKYMEHMOS, Kpumepuu
OYEHKU OOKYMEHMO8, 0OPMIEHUE ee Pe3yTbmamos, pabomy 3KCRepmHOL KOMUCCUU.

Takoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUS U
UCNONb308AHUS KOHPUOCHYUATILHBIX OOKYMEHMO8. Jlanee HYIHCHO U3yYUmsv KAHANbL 803MONCHOU
ymeyku ungopmayuu u ympamsi 00KymMeHmos. U 6 saxniouenue neodxooumo paccmompems
mpebosanus K U320mMoGIeHUuI0, yyemy, UCnoab308aHUIO U XPAHEHUIO 2epO08bIX ONAHKOS.
Kntoueswvie cnosa: akm, deno, 00120cpounoe xparerue 00OKYMeHmMos8, 00CMyNn K 0OKYMeHmdam,
KOHMPONb Oelcmeull, KOHMPOTb MECMONOLONCEHUsI OOKYMEHMA, HOMEHKIamypa oei, ONuchy,
NPUMEPHASL HOMEHKIAmypa 0ell, meKyujee xparnenue 00KYMeHmMo8, munoeas HOMeHKIamypa oeil,
CBOOHASL HOMEHKIamypa 0ell, VHUUMOodiceHue 00OKYMEeHMOo8, IKChepmu3d YeHHoCmu OOKYMeHmd.



T'epboesuvlil brank, epugh oepanuyenus 00Cmyna Kk 0OKyMeHmy, 3auuyeHHblil OOKYMeHmMooOopom,
KOMMepyecKas mauHa, KOHQUOEHYUATbHBIUL OOKYMEHM, NPOMbBIUICHHbIU WNUOHAC, YepOo3bl
OOKYMeHmMAam, YeHHds UHGOpMAayus.
3adanue ons camocmosmenvHol pabomoi:
1. U3yyume kamezopuanbHulil annapam.
2. Jlopabomams mamepuansl 1eKyuu.
3. Illoocomosumscs k cemuHapy.

4. Iloocomosumvecs k pabome Ha nekyuu. [losmopums 6onpoc: 3Kcnepmusa YeHHOCmu
O00KYyMeHmos (VueOHas OUCYunIuHa «/JoKymeHmuposaHue YnpaeieH4eckou OesamenbHOCmUY,
nekyus Ne6). Boimb 20mosvim K 00CYHCOeHUI0 9020 BONPOCA 8 X00e NeKYUU.

Ilpumepnvie memot peghepamos
1 «Teopemuueckue 0crnoebl 0e10nPOU3E00CEA OPZAHUIAUUUY.
Ilposooumcs 6 ¢opme  cemunapa no obobwenuro U  yenyoneHuro  3HAHUN NOHAMULHO-
Kame20puaibHo20 annapama OUCYUNIUHBL C 2TeMEHMaMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deonoyusi  0oKymenma Kak Hocumens —uHm@opmayuu. BosHuknosenue u  passumue
omeuecmeeHHo2o Oenonpouzsoocmea. [lenonpouzeoocmseo 6 cpednue eexka (XI-XV s.).
Ilpukaznoe oenonpouzeoocmeo (XVI-XVII 6s.). Konnescckoe oenonpouzsoocmeo (XVIII 6.).
Munucmepckoe Odenonpouzeoocmeo 6 Poccuu (XIX - nauano XX 6s.). [ocyoapcmeennoe
oenonpouzeoocmeo & cogemckoe gpems. Cospemennoe denonpoussoocmeo 6 PO.
2 «Cospemennoe zocyoapcmeenHoe pecyiuposanue 0e10npou3e00cmea 6 P®y.
3axonooamenvrnoe pezyruposanue Oenonpouzeoocmea 6 P®. Dedepanvuviti 3axkon  «O6
ungopmayuu, UHGOPMAYUOHHBIX MEXHOTI02UAX U O 3auume uHgopmayuuy. PedepanrbHwlli 3aKOH
«O Kkommepuecxou matiney. Dedepanvuviii 3axon «06 apxusHom Odene 6 Poccuiickoti
Deoepayuuy. Dedepanvuviti  3akon  «O  nepcoHanvHvix  0aumHvixy. Ilocmanosénenue
npagumenvcmea P® «llpasuna noocomosku npasogvlx axkmos @heoepanvHbiX O0p2aHO8
UCNOIHUMENbHOU 81IACMU U UX 20CYO0APCMBEHHOU Pe2UCMPayUUy.
Hopmamusno-memoouueckoe pezynuposanue oenonpoussoocmsa. I ocyoapcmeennas cucmema
00KyMeHmayuorHoeo obecneuenus ynpasienus. Obwue nonoxcenus. Obwue mpebdO8aHus K
QoKymMeHmam u cayscoam ookymenmayuonnoco obecnevenus (I'CHOY). I'OCT P 6.30-2003:
Yuupuyuposanmnvie cucmemvl 0okymenmayuu. Yuuguyuposanuas cucmema opeaHu3ayuoOHHO-
pacnopsioumenvrou ooxymenmayuu. 1 OCT P 51141-98 Jlenonpouzeoocmeo u apxusroe oeio.
Tepmunwl u onpedenenuss Tunoeas uncmpyKyus no 0elonpou3800Cmay 8 (heoepaivbHbIX OpeaHax
ucnonnumensvuou enacmu. llepeyeHb Munosvix ynpasieH4eckux OOKyMeHmos, o0pa3yiouuxcs 8
0esmenbHOCIU OP2aHU3ayull, ¢ YKa3anuem CpoK0o8 XpaHeHUsl.
3 «Tpebosanusa Kk d6n1anKam 0OKyMeHM 08 YRPaeieHus .
IIposooumcsa 6 opme cemunapa no obobuienuro u yeayoneHuro 3HAHULL ¢ dleMeHmamu
ouckyccuu. Ilousmue u 6uowvt o6aanxos. Qowuii orank. brank nucoma. brank KOHKpemHuoz2o 8uoa
ookymenma. bBrnanxu ons pabomsi ¢ unocmpannvimu komnanusmu. I epooswiii onanx. Pexeuzumol
onaunxa. IlpodonvHoe pacnonodicenue peksu3umos onanka. Yanoeoe ¢hnazogoe u yenmpoganHoe
PpAacnoiodcenue peKgu3umos OJ1anKa.
Buinonnenue npaxmuueckoeo 3adauusi no coCmasieHuro y2i08020 U NPoOoIbHO20 006pazyd
onamKa.
4 «Obwue npasuna ogpopmienus ynpagieH4eckKux 00OKyMeHn oy .
Ilposooumcs 6 ¢hopme cemunapa no o0606wjenuto u yenyOleHur0 3HAHU ¢ dleMeHmamu
ouckyccuu. Onpoc no mamepuanam aexkyuu 2. Ilpaxmuyeckoe 3HaAKOMCmMEo ¢ oghopmienuem
PEKBU3UMO8 OOKYMEHMO8 YNpaesieHus, Boinonnenue KOHmpoabHblX 3a0aHull
5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,
IIposooumcs 6 gopme cemunapa no o06006wenHur0 U yenyoieHuro 3HAHUU ¢ dAeMeHmamu
ouckyccuu. 3asaenenus, agmooduocpaghuu, pestome, 1uunsie 0ogepeHHocmu, pacnucku. OcHognbvie
PeKeu3umbl, NPAsUIA COCMAgIeHUs U oQopmienus. Beinoanenue konmponvhvix 3a0anuti
6 «Paboma c 0oKymenmamu, cooeprcauyumu KOHPUOEHYUATbHbLE C8EOCHUA).



Ilepeuensv ceedenuii  Konghuoenyuanvhoeo xapakmepa. Illonamue Kommepueckou MAiiHbl.
Cseodenus, omuocswuecs K Kommepyeckou matine. Ilopsook eedeHusi 0eronpouzso0cmed

OOKYMEHMO8, CO0epHCAWUX KOMMEPUECKYI0 MAuHy. 3awuma OOKYMEeHmos, CO0epHCaujux
KOMMEPUECKYI0 MAaiiHy.



IIpunoxenne 2

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

CrpyKTypHBII
JJIEMEHT

KOMIICTCHIIUHU

[Tnaaupyembie pe3ynbTaThl
00y4eHus

OneHouHbIE CpeICTBA

OIIK — 4 — cnocodHOCTH HaXO0UThH OPraHu3alliOHHO-YIIPABJICHYECCKUEC PCIICHUS B I[pO(l)eCCI/lOHaJ'II)HOﬁ JCATCJIbHOCTH M I'OTOBHOCTH HECTH 3a
HHUX OTBETCTBCHHOCTD

3HaTe

OCHOBHBIE  COCTABIIIOINHE |
ATarbl MOATOTOBKU MYOIHMYHOTO
BBICTYIIJICHHS, TJIaBHBIC
TpeOOBaHUS K  OpraHu3aluu
MyOJIMYHBIX BBICTYIUICHUH

CIOCOOBI 3¢ deKTUBHOTO
JIEIOBOTO OOIIEHUs, MyOIUYHBIX

BBICTYILJICHHI, MEpEroBOPOB,
MPOBEICHUS COBEIIaHNMH,
JIEJIOBOM TEPEINUCKHU, ACIOBOr0
oO1IeHws, ANEKTPOHHON
KOMMYHHUKAITUH OCHOBBI
JIEJIOBOTO OOIEHUS

CIIOCOOBI H cpencTaa
MH(POPMAITMOHHOTO BO3ICHCTBHS
OCHOBHEBIE MMOHSTUS u
COBpPEMEHHBIC MIPUHITUTIBI
paboThl c JEeJIOBO
nHpOpMalue, a TaKKe HMETh
MpEeACTaBICHUE 0
KOPIIOPaTUBHBIX

WHPOPMAIIMOHHBIX CHCTEMaX |
0aszax JaHHBIX

OCHOBHBIC ITPUHIUIIBI

Teopernyeckue BONPOCHI:

Urto Takoe JOKyMEHT, C KaKOH IeJIbI0 OH MOXKET CO3/1aBaThCsl?

KaxoBbl 0COOEHHOCTH J1€7I0BOTO OOIICHHS M MTYyOJTWYHBIX BBICTYIIJICHUH ?

KakoBbI 0CHOBHBIE IPU3HAKH KJIACCH(PUKAITUHN TOKYMEHTOB?

Uto moHUMAaETCs 10T TOKYMEHTAIMOHHBIM 00ECTICYCHUEM YIPaBICHUS ?

B gem cyth crangapruzanuu U yaudukanuu 1okymeHToB? Kakue pa3pabaTsiBaloTCs CTaHAapThI?
Uem otnmuaercs opopMIIeHHE PEKBU3UTOB O0IIETO Oj1aHKa OT OaHKa nucbma?

KakoBbI 0CHOBHBIE PEKBU3UTHI, HCIOIb3YEMbIE JUI1 O(POPMIICHUS ITPUKA3a U PACTIOPSIKEHHUS.

Kakue (opMbl NpOTOKOJIOB MOXHO MCIOJb30BATh B YINPABICHUECKOW IEATENBHOCTH, B YEM MX
ornuuue?

VYKkakuTe 0OCHOBHbIE TPEOOBAHUS K 0()OPMIIEHHUIO I€JI0BOTO MUCHMA.

Kakue xoMmiiekcsl JOKyMEHTALUU BKJIIOYaeT B ce0s KafpoBasi HHPOPMALIMOHHO-JOKYMEHTallMOHHAs
cucrema?

B yem ocoGeHHOCTH OQOPMIIEHHS IPUKA30B 110 IUYHOMY COCTaBy?

Yro noHMMaeTcs noJ opranuzanueil 1okyMmentoobopora?

YTo Takoe CXeMbl IOKYMEHTO000pOTa, 3a4e€M OHU HYKHBI?

C kakoil Lenbio pazpadaThIBAlOTCS MHCTPYKLMHU IO JIEJIONPOM3BOACTBY, YTO B HHMX HEOOXOIUMO
IPEAYCMOTpPETh?

VYKa)kuTe TEXHOJIOTHYECKYIO I10CIeJ0BAaTebHOCTh 3TA0B Pa0OThl ¢ BXOASIIUMH JOKYMEHTaMH.
KakoBa nocnenoBaresibHOCTb onepanuii npu padboTe ¢ BHYTPEHHUMHU JOKYMEHTaMu?

C kakoil 1enbio MpoBOAUTCS (OPMHUPOBAHHME [eJl, KaKue NpU 3TOM HEoOXOAMMO COOIOIaTh
TpeboBaHusA?

Yrto Takoe HOMEHKJIaTypa JieJl, C KakoH Leblo pa3pabaThiBalOTCs TUIIOBbIE HOMEHKIIATYPHI A€ ?
Kakyto nHpopmaruo colepKUT HOMEHKIaTypa aAemn?




CrpyKTypHBIi
JJIEMEHT

[Inanupyemsle pe3ysbTaTsl

OneHouHbIE CpeCTBA

KOMIIETEHIINU 0byuenus
OpraHu3aluK JIeJ0Npon3BoJICTBa | UTO MOHMMAETCs MO SKCIEPTU30M [IEHHOCTH JOKyMEHTa?
U JOKyMEeHTooOopoTa B opraHax | Kakue kputepuu UCHoIb3ylOTCs IPU OLEHKE T0KYMEHTOB?
roCyJapCTBEHHON u | Kak ocymiecrensercs npueM-nepenada Jiei B apXuB?
MYHULUIIAJIILHON BIACTH Uro Takoe KOH(UACHITUATBHBINA JOKyMEHT?
pasuaHbIE crpareruu | Kakue 0CHOBHBIE yrpO3bl BOSHUKAIOT IPU paboTe ¢ KOH(QUICHIINAILHBIMU JOKyMEHTaMu?
MIpeICTaBICHUS pe3ynbTaToB | YKaKHTE OCOOEHHOCTH BEAEHHs JEJIONPOU3BOJICTBA, OOECIIEUMBAIONIETO YYET M COXPAaHHOCTB
cBoeil  paboTel g Apyrux | KOHQUAEHINATBLHOW HHYOPMALIUYU U TOKYMEHTOB.
CIEIUATTUCTOB. Uto moHMMaeTcs Moj 3allUIIeHHBIM JOKYMEHTOOOOPOTOM, 3a CUET Yero MOXET ObITh obecrieueHa
ero 3ammura?
Ymers aHaJIM3UPOBATH KommekT TecToBbIxX 3aganuii: Nel

KOMMYHHMKATHBHBIE TPOIIECCHl B
OpraHM3alui H pa3padbaTbiBaTh
MPEMIOKEHNS IO IOBBIIIEHUIO
ux 3pPeKTUBHOCTH

JIOTUYECKHU BEPHO,
apryMEHTUPOBAHO u SCHO
CTPOUTH YCTHYIO U IUCBMEHHYIO
peub

MOJIEPKUBATH
poQeccuoHaIbHYIO
KOMMYHHUKAIMIO, OCYILECTBIISTh
MyOIMYHBIE BHICTYIUICHHS
aHaJIM3UPOBATH JIOTUYECKYIO
CTPYKTYPY u OIpeneNsATh
CTENEHb apryMEHTUPOBAHHOCTH
MUCBMEHHOM M YCTHOM peun,
co37aBaTb  pA3JIUYHbIE  THIIBI
TEKCTOB YCTHOM, IIMCbMEHHOMU,
BUPTYaJIbHOM W CMEILIAHHOU

KOMMYHHKAIIUN Ha PYCCKOM

1. ®opmymnsip — 3T10:

a) OocHOBHas ¢opMa JOKYyMEHTa, (UKCHpYIOIIAas IpaBOBBIC OTHOIICHHS B JIpeBHEpycCKOM
rOCyJIapCTBe;

0) oco0o BbIFeNaHHAs KOXKa >KMBOTHBIX, IPUMEHSBIIASACS B KaueCTBE OCHOBHOTO MaTepuana s
nuchMa B J[peBHEPYCCKOM rocyaapCcTBe;

B) CaMOCTOSITENILHOE MOAPa3/IeIIEHNE, OCYIECTBIISIIOIIEE JEIOMPOU3BOICTBEHHYIO IESTEIbHOCTD;

r) TMMoBas ycroitunBas opma (oOpaszelr) OTIeIbHBIX HanboJiee pacpoCTPaHEHHBIX JOKYMEHTOB.

2. YcraHoBJIeHHE eIMHO00pa3us cocTaBa U GOpM yIpaBICHUECKUX JOKYMEHTOB, CO3/1aBaEMbIX MPHU
pELIeHUH OJJHOTHUITHBIX YIIPABICHUYECKUX (YHKIIHI:

a) yHuuKamnms;;

0) ceprudukanus;

B) KOJMPOBAHME;

') TOKyMEHTHUPOBAHUE.

3. OO0s3aTenbHBIM yCIOBUEM [UIsl BKIIOYeHUs HH(opManuu B HHPOpPMALMOHHBIE PECypCHl,
OCYILIECTBIISIEMOTO B MOPSAKE, YCTAaHABIMBAEMOM OpraHaMu TOCYJapCTBEHHOM BJIACTH, SIBISIETCSA €€:
a) cTaHJapTU3ALINSA;

0) 3ammuTa;

B) IOKYMEHTHPOBAHHE;

T') BBIKYT TOCYAAPCTBOM Y YaCTHBIX JIUII.

4. CpencTBoM ycTpaHEHHS «OyMaXHOTO Oymay SIBISIETCS:




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

SI3bIKE B PaA3IMYHBIX JKaHpPax
YIPaBICHYECKON KOMMYHHUKALIMU
(TyOIIHBIX BBICTYIUICHMSIX,
IIepEroBopax, COBEIIAHUAX,
JIEJI0BOI MEPENUCKN)

WHTETPUPOBATH B JIEATEIBHOCTh

OApa3IEICHUS ITOJIOKEHUS
AHATTMTUYECKUX JOKJIaJI0B,
OTYETOB u OPYrux

MH(OPMALMOHHBIX MaTEPHAJIOB.

a) KOMIIbIOTEpU3alLUs JeI0POU3BOICTBA;

0) yHHHKAIISI TOKYMECHTOB;

B) KJIacCH(UKAIUS JOKYMCHTOB;

T') IPUMEHEHHUE PA3HOCTOPOHHEH OPTTEXHUKHU

5. 3HaueHue T0OKyMEHTAllMOHHOIO 00eCIIeYeH s YIIPaBICHUS ONPEesIeTCs:

a) KOMMYHHUKaIUSIMU;

0) uneHtTuduKanuei;

B) (ukcanuei;

T) cyleOHBIM pa30MpaTeIbCTBOM.

6. B mpaBoM BepxHEM yIi1y JOKYMEHTOB pacloJlaraloTcs CIeIyIoIIue PEKBU3HUTHI: a)
rpud coriacoBaHus;

0) oTMeTKa 0 KOHTPOJIE;

B) Tpu( yTBEPKIEHUS;

T) ajapecar.

7. B neBoM BepXHEM yIily JOKYMEHTOB PacIoJlaratoTcs Ciaeyloliie peKBU3UThI:
a) pe30JIIOIIHS;

0) OTMEeTKa O HAJTMYHH MMPUITIOKCHHUS;

B) OTMETKa 00 UCIOJIHUTEIIE;

I') KOJl OpraHu3aluu.

8. B mpaBoM HMXKHEM YIiTy pacrojaraioTcs peKBU3HUTHI:

a) OCHOBHOM TOCY/IapCTBEHHBIN peructpanronubiii Homep (OI'PH) ropuandeckoro
NIZNER

0) ko1 GOpMBI TOKYMEHTA;

B) WJeHTU(UKAITMOHHBIA HOMep HayororaTenpinuka (MHH);

) rpud orpaHUYEHHUS JOCTYIa K JOKYMEHTY.

9. B neBOM HMKHEM YTIy pacrlojaraloTcs peKBU3UTHI:

a) KOJl IPUYUHBI TOCTAHOBKU HA YYET;

0) OTTHCK TeYaTH;

B) BU3bI;

T') OTMETKa 00 HCIIOTHUTEJE.




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

10. K B3aMOUCKITIOHYAIOIIMM PEKBU3UTAM OTHOCSTCSI:

a) sM0sieMa opraHu3aluy U rocy1apcTBeHHblil repd Pd;

0) KOJ1 Opranu3anuu 1 Koa GopMbI TOKYMEHTA;

B) PETUCTPAIMOHHBIN HOMEpP JOKYMEHTA U CChIJIKA Ha PErHCTPAIIMOHHBIN HOMED U
JaTy J10KYMEHTa;

r) rpud yrBepxkaenus u mnedath.ll. Ecam opraHuzanus m1oaBEJOMCTBEHHA
HECKOJIBKUM OpraHam

YIIPABJICHUS, TO B PA3HBIX CUTYAIUSAX YKA3bIBACTCS:

a) HEMOCPEICTBEHHO BHIIIECTOSIIIAsT OPTaHU3aIHs;

0) camas ry1aBHas BBIIIECTOSIAs OpraHU3aIHs;

B) He OoJiee TpeX CTeTNeHEH M0IBEIOMCTBEHHOCTH,

T') HE YKa3bIBaCTCS HU OJIHA BBIMICCTOSIIAS OPTaHH3AIIHS.

12. JlaToif TOKyMEeHTa MOKET OBITh J1aTa;

a) ero HaIllMCaHUs U COTJIACOBAHMS,

0) ero MoMMCaHNS;

B) €r0 YTBEPK/ICHUS,

T') IPOBEJICHUS 3aceaHtsl, Ha KOTOPOM MIPUHSTO PELICHHE.

13. JlaThl B TOKyMEHTaX MOTYT OBITh O(POPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3HUTHI JOKYyMEHTOB MUIIYTCS, KaK MPABUIIO, OT PYKHU:

a) BU3a,

0) pe3oronus;

B) MOMHKCH;

T) ajapecar.

15. K xkakuM peKBU3UTaM OTHOCATCS CJIOBA:

a) «Bepao» A)
0) «/l1s1 ciysxe6HOTO MOTB30BaHMs b)

OJ/IHOBPEMEHHO
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B) «3ameuaHus npuiaraiorcs» B)
r) «IletpoB M.K. 924-76-40» I')
16. PeKBU3UT «IIOAMKCH)» HA PA3HBIX TOKYMEHTAX BKIIFOYACT:

a) JTMYHYIO POCIHCH aBTOpa JOKYMEHTA;

0) TMYHYIO POCIUCH PYKOBOJUTEINS U €€ paclIu(ppOBKY;

B) yKa3aHHe JOJDKHOCTH, JINYHYIO POCITUCH PYKOBOJUTENS U €€ pacim(poBKY;

T') yKa3aHHe JOJDKHOCTH, HAMMEHOBAHHUE OPTaHU3aI|H, THYHYIO POCIIHCH PYKOBOIUTEIIS,
ee paciu@poBKy.

KommuiekT TectoBbix 3amanuii: Ne2

1. Kakoe cokparienue siBisieTcsi abOpeBUATYPOIA:

a) AI'3 MUC PD;

6) Mocanepro;

B) cTarsus;

) o/™m, 11/0.

2. CroBo, KOTOpo€ 0003HaYaeT HOBOE MOHSITHE, YIOTPEOIsIeMOe B JOKYMEHTaX, —

3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M;

T') apXau3M.

3. Orbepute mpuHIUI O(PULIHATHHO-ETI0OBOTO CTUISI TOKYMEHTAIIUU:

a) MpeA0CTaBICHHUS] MAKCUMAJIbHO BO3MOXKHOU HH(POpMaIny;

0) MPUMEHEHHE CIIOB «MbI BBITIOJTHUMY, «5 CACTAION;

B) OFPAaHUYEHHOCTh B IPUMEHEHUU S3bIKOBBIX CPE/ICTB;

') IPUMEHEHHUE YETKUX OTBETOB «J1a», KHET).

4. Jlekcnyeckoe coKpallleHue cloBa, YIIoTpeOIsieMoro B TOKyMEHTaX — 3TO:

a) abOpeBHatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') IAPOHUM.
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5. UTo He OTHOCHTCS K O(DUITHATIEHO-AETIOBOMY CTHIIIO IOKYMEHTA!

a) aIpecHOCTh HH(OpPMAIIHH;

0) TemMaTu4eckasi OrpaHUYEHHOCTh B IPUMEHEHHUH SI3BIKOBBIX CPEJICTB;

B) MPEI0CTABICHUE MAKCUMAaJIbHO BO3MOYKHOW HH(POPMALINH;

') YHUpHUKAUs JOKYMEHTA.

6. K mpaBuiiaM 1€710BOTO STHKETa OTHOCSTCSI:

a) HETOPOTUIMBOCTh C OTBETOM;

0) O;aroapHOCTh 32 OTBET WU JCHCTBUE;

B) OOCTOSTENHLHOE U3JIOKEHUE TIOKYMEHTA;

T') YMEHHE CIIYIIaTh IPYTUX Jfo/ei.7. B kakoM JOKyMEHTe UCIIOIb3YIOTCS CIOBA «... B IIPOTUBHOM
ciydae Bam Oynyt

MIPeIbSBIICHBI IITPA(QHBIE CAHKIIUM» B KAUECTBE S3BIKOBOM (POPMYITBI, KaK pe3yiibTaTa
YHH(DHUKAITUHN S36IKOBBIX CPEJICTB:

a) B TApaHTUHHOM TTHCHME;

0) B peKJIaMaITMOHHOM TTHCHME;

B) B MH(OPMAITMOHHOM MHCHME;

I') B IMCbMe-HAallOMUHAHUU.

8. CnoBa, KOTOpble CTAaHOBSITCS HEO(MUUMANBHBIM 3aMEHUTENIEM TepMHUHA M HMX MPUMEHEHUEB
JOKYMEHTaX HEAOMYCTUMO, — 3TO:

a) mpodecCuOHATN3MEI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T') MapOHUMBI.

9. 3aKOHUYEHHBII B CMBICIIOBOM OTHOIIIEHHH OTPE30K TEKCTa, MO3BOJISIONINI YCTAHOBUTD
3HaUEHUE BXOJAIIETO B HErO CJIoBa WK (pas3bl — 3TO:

a) aHHOTAIHS;

6) pedepar;

B) KOHTEKCT;

I') KOHCIIEKT.

10. Perynupytomias (1eTeTbHOCTh OpraHu3aliii) cpesia BKIIOYAeT:
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a) TOCYJIapCTBEHHBIE CTAHIAPTHI;

0) oOIIeCTBEHHBIC OKUIAHHUS;

B) PEKOMEHJIAINH, OTPAKAIOIIUE MTEPEOBOM OTIBIT,

') HOPMAaTHUBHBIE JOKYMEHTBI, OTPAXKAIOIINE JIEATEILHOCTh OPraHU3aIHH.

11. INonuTHKa ynpaBiieHUs: JOKyMEHTaMU OpraHU3alluU MTO3BOJISIET:

a) OBBIIATH () (PEKTUBHOCTD AEATETHHOCTH OPraHU3aIUH;

0) cobmoaaTh TpeOOBaHNUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;

B) M30€KaTh PUCKOB MPEANTPHHAMATEILCKON JIEATEIIbHOCTH, CBSI3aHHBIX C IOKYMEHTaMHU;

I) COXpaHATh NaMATh OpraHM3alMM, WHAMBUAA U obmectsa.l2. K npunHnunam paspaboTku
MpOTrpamMM YIIpaBIICHUS TOKyMEHTAMH OTHOCHTCSI:

a) OIICHKA PHCKOB, CBSI3aHHBIX C OTCYTCTBHEM O(DUITHAIEHBIX TIOKYMEHTOB;

0) ompeaeneHre MpaBUiI CO3AaHMUS METAJAHHBIX O TOKYMEHTAaX;

B) o0ecrieueHne XpaHeHHsl IOKyMEHTOB B O€3011acHOM U 3allUIIEeHHO cpee;

T') OlpeesIeHne BO3MOXKHOCTEH MOBBIICHHS YPHEKTUBHOCTH pabOThl OpraHU3AINH

B pe3yJIbTaTe KaueCTBEHHOTO YIpPaBJIEHUS JOKYMEHTaMHU.

13. Pacnipenenenne OTBETCTBEHHOCTH 3a JIOKYMEHTAIIMOHHOE 00ecIieueHue yrpaBieHUs
MpeJoiaraeT OTBETCTBEHHOCTh!

a) BCeX COTPYAHUKOB OpPraHU3alNH 3a ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHHU3aIlH 32 ;

') CeKpeTapei 3a .

14. Ecnu HOKyMEHT SBISETCS TEM, YeM JOJDKEH ObITh; CO3JaH WJIM OTIPABJICH JIUIOM,
YIIOJTHOMOYEHHBIM Ha 3TO, a TaKXe B TO BpeMs, KOTOPO€ YKa3aHO Ha JOKYMEHTE, TO 3TO O3HadyaeT
ero:

a) I0CTOBEPHOCT,

0) IIETIOCTHOCTb;

B) AyTEHTHYHOCTb;

I') IPUTOJHOCTb JUIS UCTIOJIb30BAHUS.

15. Crparerust BHEpeHUs JOKYMEHTHBIX CUCTEM IpelyCMaTpUBaeT:

a) MPOEKTUPOBAHUE JOKYMEHTHBIX CUCTEM;
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0) MOArOTOBKY COTPYAHUKOB, PaOOTAIOIIUX C TIOKYMEHTAMU;

B) COOTBETCTBHUE JOKYMEHTOB PErYJIMPYIOLIEH Cpeie;

I') KOHBEPTAIMIO JOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CHCTEMBI, (JOPMATHI.

16. CiocoGHOCT TOKYMEHTHOM CHCTEMBI [UTUTEIBHO U PABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMH MPOIEAypaMH O3HAYaAET ee:

a) HaJIGKHOCTD;

0) > pexTUBHOCTD;

B) LIETIOCTHOCTB;

I') KOMITJIEKCHOCTb.

17. CnocoGHOCTh JOKYMEHTHOM CUCTEMBI IPEIOTBPAIIaTh HECAHKLIMOHUPOBAHHbBIE
JOCTYI K IOKyMEHTaM, WX YHUYTOXKCHUE, N3MEHEHHE WIIN TIEpEMEIICHH S O3HAYALT ee:
a) HaJISKHOCTD;

0) 3 pexTHBHOCTD;

B) LIEJIOCTHOCTB;

I) KOMIUJIEKCHOCTb.18. Merodonorus NpoeKTUPOBAHUS M BHEIPEHUS JOKYMEHTHBIX CHCTEM
BKJIIOYAET:

a) aHaJu3 JAEJ0BON e TeIbHOCTH OpraHU3aIUy;

0) OIICHKY CYIIECTBYIOIIHUX TOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OIICHKY, KOPPEKTUPYIOLIUE IeHCTBHUS;

I') peKpalieHue MPUMEHEHUS TOKYMEHTHBIX CUCTEM.

19. O6vexTaMu yHU(UKAIMK U CTAHAAPTU3ALUHI B YIIPABICHUYECKOM ESTEIILHOCTH
SBIISIOTCS:

a) TEPMUHBI, UCTIOJIb3yEeMbIE NPU PA0OTE C YIPABICHYECKON HHPOPMAIIHEIA;

0) opraHu3alMOHHbIE CTPYKTYPbI OpraHU3aIuil, YUpeKIeHUN U NPEATNPUSTUIH;

B) yIpaBiieHYeCKUE (yHKITNH;

T') ynpaBieH4YecKas TOKyMEHTaIHSI.

Bnaners

- CIIOCOOHOCTBIO OCYILECTBIISATh
7enoBoe oOIIeHne U MyOJuyYHbIe
BBICTYIUICHHS, BECTH

[IpakTrueckue 3a1aHus:
Kpoccropa 1.
ITo ropuszonTanu: 1) 3anuck HHPOpPMAIMK HA PA3TUYHBIX HOCUTEISIX IO YCTAHOBICHHBIM MTPAaBHIIAM;
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MIePErOBOPEI, COBEIIAaHMUs, | 2) YCTAHOBJICHHE KOJHMYECTBA M COCTaBa JIOKYMCHTOB B CIMHHMIAX y4yera U (UKcaius
OCYIIECTBIISATh JICTIOBYIO | MPUHAICKHOCTH KaXKIO0H STUHHIIBI yueTa K OMPeIeICHHOMY KOMIUIEKCY M 00LIEMY X KOJIUYECTBY

NEpCIUCKY u MoAACPIKUBATDH
OJICKTPOHHBIC KOMMYHUKAIIUU.

B YYETHBIX JIOKYMEHTaX; 3) y4eTHBIH NOKYMEHT, COJACpIKAIMil Ha3BaHUE, CBEJCHUS O KOJIMUYECTBE,
cocTaBe JOKYMEHTOB (OHAAa M MECTE €ro XpaHEHHs, NMpeAHAa3HAYCHHBIA IS LEHTPAIU30BaHHOTO
ydyera JTOKYMEHTOB; 4) mepedeHb OQUIIMATbHBIX HAUMEHOBAHHWM XPAaHSIIUXCSA, BBHIOBIBIIUX U
MOCTYMAIOIIUX apPXWBHBIX (OHJOB B TMOPSIKE BO3pACTaHUS TPUCBOCHHBIX WM HOMEpPOB; 5)
PEeyCMOTPCHHBIE HOPMATUBHBIMH JIOKYMEHTAMHU YCIIOBHUS UCIOJB30BAaHUS ApXUBHBIX U
KOH(UJIEHIIMATBHBIX JOKYMEHTOB; 6) nudpoBoe n/unu OykBeHHO-IM(PpoBOe 0003HAUECHUE Jeja B
HOMEHKJIaType JeJ OpraHu3alid, HAHOCUMOE Ha €ro OOJI0KKY; 7) CBOMCTBa JOKYMEHTa,
o0yClaBIMBAIOLIME €ro KyJAbTypHOE, HaydyHOe€ U T.I. 3HayeHHe, §) BOCCTAHOBJIEHUE
MEPBOHAYAIBHBIX HMJIM OJIM3KUX K MEPBOHAYAIBHBIM CBOWCTB W BHEIIHUX MPU3HAKOB apXHBHOTO
JOKYMEHTA, IOJBEPrUIerocsi MOBPEXKJIEHUIO WIM pa3pylIeHHo; 9) CpeACcTBO THUPAKUPOBAHUS
NOoKyMeHTOB; 10) y4eTHbIN JOKYMEHT, COJepXallluii IMepeueHb JOKYMEHTOB Jiela C YyKa3aHHheM
MOPSAKOBBIX HOMEPOB JOKYMEHTOB, WX WHICKCOB, Ha3BaHWM, JaT, HOMEpPOB JHCTOB; 11)
npUMEHEHHEe HHQOpPMAIMM JOKYMEHTOB B KYJIbTYPHBIX, HAyYHBIX M T.NI. LEISAX, a TaKXKe JUIs
obecrieyeHns 3aKOHHBIX MPaB U MHTEPECOB IpaxaaH; 12) cnpaBOYHHUK, B KOTOPOM HH(OpMAIHS O
JOKYMEHTaX Pacroyio’KeHa B COOTBETCTBUM C BHIOpAHHON cXeMoM Kiaccudukanuu; 13) TOKyMeEHT,
MOJIHOCTBIO BOCHPOU3BOASIINNA HMH(OPMALMIO TMOUIMHHOTO JOKYMEHTa U BCE €ro BHEIIHHE
NPU3HAKU WM YacTh UX, HO HE UMEIONIMHA IOpUINYecKoi cuibl; 14) n3MeHeHne nepBOHaYalbHBIX
(GU3UKO-XMMHYECKUX CBOMCTB JOKYMEHTa IOJ BO3JEHCTBHEM BHEIIHUX M BHYTPEHHUX (PAKTOPOB;
15) mepBBIi WM EIUHUYHBIA JK3EMIULIP O(PHIIMAIBHOTO JOKYMEHTa; 16) IOpUIMYECKOEe WIIH
dbuznyeckoe JUIO, B AEATEIBHOCTH KOTOPOTro oOpaszyeTcsl JOKyMeHTalubHbIH (oHxa; 17) cpeactBo
XpaHEHUS JOKYMEHTOB.
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[To BepTukanu: 1) nBMkeHNE JOKYMEHTOB B OPTaHU3AlMA C MOMEHTA UX CO3JaHMs WM TOJTy4eHHS
70 3aBEpILEHUs MCIIOJHEHUS WM OTHpaBieHus; 18) 3amuch yuyeTHBIX JaHHBIX O JOKYMEHTE IO
ycTaHOBJIeHHOU ¢opme, dukcupyromas ¢GakT ero co3IaHus, OTIPaBICHUS WM HoiydeHus; 19)
JOKYMEHT WJIM COBOKYIHOCTh JIOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOINPOCY WU YYacTKy
JESTeIbHOCTH W TOMENICHHBIX B OTAENbHYIO 00J70XKy; 20) opraHuzainus WM CTPYKTYpHOE
MOoJIpa3JieliecHue, OCYIIECTBISIONIEe JUIMTENbHOE WM IOCTOSHHOE XPAaHEHHE OKOHYEHHBIX
JOKYMEHTOB C IIeJIbI0 UX HCIOJIb30BaHUs; 21) cpecTBO KacCOBOM OPrTeXHUKHU; 22) KOMUS YacTH
TEeKCTa JOKYMEHTa, O(opMIIeHHas B YCTaHOBIEHHOM TMOpsiaKe; 23) CpeAcTBO H3TOTOBICHUS
U300pa3uTEIbHBIX JOKYMEHTOB; 24) crnenuanbHO O0O0OpYHIOBaHHOE IMOMEIIEHUE [UIsl XpaHCHUS
apXMBHBIX JOKYMEHTOB; 25) TMOBTOPHBIM JK3EeMIUISP TOJUIMHHUKA JOKYMEHTa, WMEIOIIUN
IOPUIUYECKYIO CHIly; 26) (du3nueckoe WM IOPUAWYECKOE IIMIo, CO3/JaBlliee AOKYMEHT; 27)
OQUIMANBHBIN JOKYMEHT, HUMEIOMINN IOPUAWYECKYI0 CHIY W COJepXKamui WHGOpMAIUIO O
npeaMeTe 3ampoca, ¢ yKa3aHHEM TMOWCKOBBIX JAHHBIX JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha
XpaHEHHE WM K YHUUYTOXKEHUIO, a TAKKE YCTAHOBJIEHHE CPOKOB UX XPAaHEHMS] HA OCHOBE MPUHSATHIX
KPUTEPHEB.
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Kpoccropn 2.

[To ropmzoHTanu: 1) HOPMATHUBHBIA NOKYMEHT, COJCpPKAIUNA CHUCTEMATH3UPOBAHHBIN IEepEYCHBb
CTPYNIIMPOBAHHBIX HAWUMEHOBAaHWUN OOBEKTOB M TMPHCBOCHHBIE WM KOJIBI; 2) HOPMATHBHBIN
JOKYMEHT, 3aKpeIUISIOMNN YHU(PHKAIMIO JEJIONPOU3BOACTBA; 3) (UKcalysi Ha MaTepHaTbHOM
HOcuTele HHQOpMAIMK C PEKBU3UTAMH, MTO3BOJISIONIMMU €€ HICHTH(DUIIMPOBaTh; 4) YCTAHOBJICHUE
eInHOO0Opa3usi coctaBa W (OpM YIPaBICHUECKUX JOKYMEHTOB, CO3/IaBA€MbIX NPU PEIICHUU
OJHOTHUITHBIX yIpaBlieHUYeCKnX GyHKOui; 5) wuHbopmaiusa, (UKCHPOBaHHAS Ha KaKOM-JIMOO
MaTepHaIbHOM HOCHUTEIIE.

I[lo Beprukamu: 1) 1wdpoBoe o003HAUeHHE (GOPM JOKYMEHTOB B XOJ€ COCTaBIICHHS
kinaccudukaTopoB  mHbopmanuu; 6) mudppoBoe 0003HAYCHUE, SBISIOIICECS  DIEMEHTOM
uIeHTHPHUKAIMA OOBEKTOB B XOJ€ HMX KIACCUPHUKAIMU;, 7) MEKIYHAPOIHBIA JOTOBOP IO
OTIPE/ICTICHHOMY BOIIPOCY; 8) OpraHM3alvs WIA CTPYKTYPHOE IMOJApa3zeiCHUE, OCYIICCTBIISIONIee
JOJITOBPEMEHHOE WIIM TIOCTOSIHHOE XPaHCHHE OKOHYCHHBIX JIe)T; 9) BHECEHUE JIOJDKHOCTHBIM JIUIIOM
B o(uMaibHble JOKYMEHTHI 3aBEIOMO JIOKHBIX CBEJICHHHM WM HCIPABICHUM, MCKKAIOIUX HX
neicTBUTeNnbHOE coaepkanue; 10) CHHOHMM cioBa AOTOBOp; 11) MOKyMEHT, MOATBEP>KIArOIIHIA
COOTBETCTBHE MPOAYKIIUH, IPOIIECCOB U YCIYT YCTAaHOBIECHHBIM TPEOOBAHUSIM.
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[1K-14 — crocoOHOCTBIO OCYHIECTBIATH JOKYMEHTHPOBAHUE XO3SIMCTBEHHBIX OTEpaIMid, IPOBOANUTH yUYET JCHEKHBIX CPEICTB, pa3padaThiBaTh pabOUmii

I1JIaH CYCTOB 6yXFaJITepCKOFO yd€Ta OpraHmns3anuu 1

OpMHUPOBATh HAa €r0 OCHOBE OYXTraJITepCKUE MPOBOAKHI

3Hare

OCHOBHBIE ITPaBUJIA
JOKYMEHTHUPOBAHUS
XO3SIICTBEHHBIX OIEPALNil
OCHOBHEBIE COCTABJISIONINE U
JTamkbI IIOArOTOBKU
XO3SIICTBEHHBIX U
OyXTalTepCKUX JOKYMEHTOB,
TpeOOBaHUS K BEJICHUIO
JTOKYMEHTAITU!

BHJIBI OyXTalnTEePCKOMH
JTOKYMEHTAITUH, BUIBI
(hMHAHCOBOW U HAJIOTOBOM
JTIOKYMEHTaIuU

Hepeqem, KOHTPOJIBHBIX BOITPOCOB IJIH IOATOTOBKH K 3aqéTy

- OcHoBoIONararoIye NpUHIMUIEL OYXTaITepCKOro y4era.

- OOBekThI OyxTantepckoro HadmroneHus1. Kiaccudukaiys xo3siCTBEHHBIX CPEICTB, UCTOYHUKOB UX
00pa3oBaHs, XO3SIMCTBEHHBIX MPOIIECCOB M PE3YJIbTATOB (PHHAHCOBO-XO03HCTBEHHOM AEATEIBHOCTH.

- KpyrooGopoT X03siiCTBEHHBIX CPEICTB U UCTOYHUKOB UX 00pa30BaHMs Kak O0BEKT OyXraJlTepcKoro
(uHaHCOBOTrO yuera.

- Omnpenernenue U colepkaHue IpeaMera 1 MeTozia OyXraiaTepcKoro yuera.

- CxeMbl JOKYMEHTO000pOTa KaK MHCTPYMEHT MOJEIMPOBAHUS OyXTalTepCcKOro y4era.

- OCHOBBI HOPMaTHBHOI'O PETyITMPOBAHMUS OpraHu3aluy oOyxrantepckoro yuera B Poccuiickoit deneparmm.
YPpOBHM HOPMATUBHOI'O PErYIUPOBaHUSL.

- XapakTeprcTHKa OCHOBHBIX ToJIoxkeHu# DenepanbHoro 3akoHa “O Oyxrajitepckom yuere”.

- [MonoxkeHus Mo OyXrajaTepCcKOMy y4eTy Kak HallMOHaJbHbIe OyXTanTepcKue cTaHnapThl B Poccuiickoii
®Denepanyu.

- YueTHas MOIUTHKA OPraHU3ALUY, €€ Ha3HAUEHHE, CTPYKTypa U COllep KaHue.

- DOKOHOMMYECKOE COZiep)KaHNe OHATHSA U KIacCU(UKaluy OCHOBHBIX CPEICTB.

- HopmatuBHOe peryiaupoBanue OyXrainTepckoro yaeTa OCHOBHBIX CPEACTB.

- JokyMeHTalIbHOE O OpMIICHHE XO3HCTBEHHBIX ONEpalii U JOKYMEHTOO0OPOT 110 y4ETY OCHOBHBIX CPEJICTB.
- DOKOHOMHYECKOE COZiep)KaHue OHATHS M KacCU(UKanus HeMaTepUaIbHBIX aKTHBOB.

- HopmatuBHoOe perynupoBaHue OyXraaTepcKoro yueTa HeMaTepHalbHBIX aKTHBOB.

- JoxyMeHTalIbHOE O OpMIICHHE XO3SHCTBEHHBIX ONepanii U JOKYMEHTOO0O0POT 10 y4eTy HeMaTepHaIbHBIX
aKTHBOB.

- JokyMeHTalIbHOE 0(OpMIICHHE XO3HCTBEHHBIX Olepanuii 1 JOKyMEHTOO0O0POT 10 y4eTy MaTepHaIbHO-
MIPOU3BOJICTBEHHBIX 3aI1aCOB.

- JlokymeHTanpHOe oopMiteHHe X03IHCTBEHHbIX ONEPALNH U TOKYMEHTOOOOPOT 10 YUETy ACHEKHBIX CPEIICTB U
pacyeTos.

- JlokymeHTansHOe oopmiieHHe U JOKyMEHTOO0OPOT PAacyeTOB 110 OIUIATE TPYA.

- JlokymeHTanpHOe oopMiIeHHEe B JOKYMEHTOO0OPOT X035ICTBEHHBIX ONEPAINi 110 YUETy U3epKeK Ha
TIPOMU3BOJICTBO MPOAYKIIMHU U HE3aBEPIIEHHOTO PONU3BO/ICTBA.

- JokymeHTanpHOE 0(popMIIeHHE B JOKYMEHTOOO0POT 10 YUeTy (PMHAHCOBBIX BIOKECHUIA.

- JlokymeHTanpHOe oopMIIeHHE B JOKyMEHTOOOO0POT 10 YIETy PacueToB 10 KpeaUTaM M 3aiiMam.

— JlokymeHTanpHOe oopMiIeHHe 1 JOKyMEHTO00OPOT MO yUIETy TO0XO0J0B M PACXOJIOB OpPraHM3AIHN.




CrpyKTypHBIi
JJIEMEHT

[Inanupyemsle pe3ysbTaTsl

OneHouHbIE CpeCTBA

KOMIETEHITUU 00ynenus
- JlokymeHTansHOe oopMIIeHHE B JOKYMEHTO00O0POT 10 y4eTy (PMHAHCOBBIX PE3yJIbTaTOB.
- TTousaTre COOCTBEHHOIO KaluTana U ero CTPYKTYpa.
YMmeTb COCTaBJISITh ITIEPBUYHYIO Ilpaxkmuueckue 3a0anus
OyXTaJTepCKyI0 TOKYMEHTAIUIO 3ananue 1
ohopMIIATh U 00pabaThIBaTh [Ipeanpusitue npruoOperaer 00opynoBaHue Ajs 11exa B IU3UHT. [10J0TOBbTE MepedeHb JOKYMEHTOB,
JIOKYMEHTBI 110 XO3SUCTBEHHBIM | HEOOXOIUMBIX JIJISl IPOBEICHUS CICTKH.
omeparusm 3aganue 2.
Omnpenenure, Kakue JOKYMEHTHI JOJIKHBI OBbITH COCTaBJIEHBDI:
1) nns BeiBeeHUs U3 coctaa yupeaureneii OOO ropuaIu4ecKkoro Juna;
2) ms peopraamzaiuu OOO B AO ¢ 0JTHOBpEMEHHBIM BBIBEICHHEM U3 €r0 COCTaBa
(GU3NYECKOTO U FOPUINUECKOr0 JIMIIA C BBIIIATOM JJOJIeH YCTaBHOTO KanuTajla U MPUIUTAIOIUXCS
JTUBUJICH]IOB.
Brnanets HaBBIKaAMU TIOJITOTOBKH, Ilpakmuueckue 3a0anusa u 60npocwl

ohopmiteHHsI, 00padOTKH U
BBITIOJIHEHUS IOKYMEHTOB
HaBbIKaMU COCTaBJICHUS, yUeTa,
XpaHEeHUsl, 3aIIUThI, Iepeiaun
X035UCTBEHHOM, OyXTalTepCKOn
Y OTYETHOU JOKYMEHTAIIUU B
COOTBETCTBUU C TPEOOBAHUSIMU
JOKYMEHTO00O0poTa

Onun u3 yupenureneidr OOO — opranuzanusa «A» — B Ka4eCTBE BKJIJla B YCTABHBIN KammuTal
M0 COTJIACOBAHUIO C JAPYTMMHU YUYpEeTUTENsIMU Tepenal o0opyloBaHuE, COTJacOBaHHAs CTOMMOCTD
KOTOPOTO, TIOATBEP)KJAEHHAs HE3aBUCUMBIM OICHIIMKOM, coctaBmwia 55 000 py0. J[pyrou
yupeautenb — opraHuzanuu «b» — Mo cornacoBaHUIO C JIPYTUMH  YYPEAUTENSIMU OTUIATHI
OpraHU3alMOHHbIE pacxoibl, cBs3aHHble ¢ coszmanueM OOOQO (mpuHATHI B KadecTBe BKJIaaa). B
Ka4yecTBE TAKMX PAcCXOJ0B IPEIyCMOTPEHA OIUIaTa yCIyr IOPUCTA MO MOArOTOBKE yUPEIUTENIbHBIX
nokymenToB OOO wu ormata peructpanuoHHbIXx coopoB — 5 000 py6. MiToro ycraBHBIN KamuTai
OO0miecTBa COCTaBUI B COOTBETCTBUU C yUpeAUTENbHBIMH JokymMeHTamu 60 000 py0. Pacxombr
IPUHSTHI K OyXTalITepCKOMY yUEeTy.

CocTaBbTe CXeMy TOKYMEHT0000poTa.




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

IIpomedcymounas ammecmayus npoeooumcs 6 popme 3avema.
Kpumepuu oyenxu (6 coomeememauu ¢ popmupyemvimu KOMREMeHYUsMY U NAAHUDY eMbLMU
pe3yrbmamamu 00yyeHus):
O1eHKa «3aUTEHOY» BBICTABISIETCS CTYACHTY, KOTOPBIH
- POYHO YCBOMJI MPEAYCMOTPEHHBII MPOrpaMMHBII MaTepua;
- MPaBWJILHO, pTYMEHTUPOBAHO OTBETHJI Ha BCE BOTIPOCHI, C IPUBEICHUEM IPUMEPOB;
- OKa3aJ TIIyOOKHe CUCTEeMaTH3UPOBAaHHbIC 3HAHWS, BIIAZCET MPUEMaMU PACCYKJICHHS U
COIIOCTABIISIET MaTePHAJl U3 Pa3HBIX HCTOYHUKOB: TEOPHIO CBS3BIBACT C MPAKTUKOM, APYTUMHU
TEMaMH¥ JJAHHOTO Kypca, IPYTUX U3y9aeMbIX IPEIMETOB
- 0e3 omMOOK BBIMOJIHUI MPAKTUYECKOE 3a/1aHuE.
OneHka «He 3a4TeHO» BBICTABIISIETCS CTYIEHTY, KOTOPbIi He cripaBuiics ¢ 50% BOMpocoB u
3aJJaHNl, B OTBETAX Ha JPYr'He BOMPOCHI IOMYCTHII CyliecTBeHHbIe ommOku. LlemoctHoro
MIPEJCTAaBICHNS O B3aMMOCBS35X, KOMIIOHEHTAX, 3Tanax pa3BUTHS KyJIbTYpPbI Y CTY/IEHTA HET.

IIpunoxenue 3
Memoouueckue pekomenoayuu 011 ROO20MOGKU K 3auemy
1. TloaroroBka K 3a4eTy 3aKIIOYAETCS B M3yYEHUHU THIATEIHHOU MPOPabOTKE CTYIEHTOM
y4eOHOT0 MaTepuala JUCIUIUIMHBI C Y4ETOM YIeOHUKOB, JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHSATHH,
CTPYNTIUPOBAHHOM B BHJIE KOHTPOJIBHBIX BOIIPOCOB.
2. 3a4eT mo Kypcy NpoBOJUTCA B BUJI€ TECTUPOBAHUS.
3. KauecTBeHHOM MOJArOTOBKOM K 3a4€Ty SIBJISCTCS:
—TI0JIHOE 3HaHUE BCEro yueOHOro Matepuasa o Kypey;
—CBOOOTHOE OTIEPUPOBAHKE MATEPUATIOM;
—NIEMOHCTpAIMs 3HAHUI TOTOJIHUTEILHOTO MaTepHara;
—4yE&TKHE MPaBUWIbHBIE OTBETHI B 3a/JaHUSX.

[IpumepHBIil nepedeHb BOIPOCOB K 3a4ETy:

=

OcHOBHBIE IOHATHSA, IPUMEHSIEMBIE B JICJIOIPOU3BOICTBE.

2. PexBu3uthl JokymMeHTOB. Kakue Buapl 01aHKOB U (hopMaThl JOKYMEHTa IPUMEHSIOTCS B
YUPEXKACHUIX?

3. Cocras o0uiero OyiaHka.

4. PexBuU3UTHI B cocTaBe OjaHKa MuchbMa. Yem oTaudaercst oOmuii 0J1aHK OT OJIaHKa JIs
nucrMa?

5. PexBu3uTHI B cocTaBe OaHKa BUJIA TOKYMEHTA.

6. dopmynsap-obpaszer.

7. Kaxkue TpeGoBaHUS MPEABIBISIOTCS K JOKYMEHTaM?

8. HasznaueHue u cocTaB OpraHU3aI[IOHHO-TIPABOBOM JOKYMEHTAIIUU

9. HasznaueHue u cOCTaB PACMIOPAIUTENLHON JTOKYMEHTAIUU

10. Haznauenue u coctaB HHPOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH

11. TpeGoBauus K OPOPMIICHHIO PEKBU3UTA «HAUMEHOBAHUE OPraHU3AIINNY

12. CocraB pekBU3HTA «CIIPaBOYHBIE JaHHBIE 00 OpraHU3aIum»

13. Topsinok AaTUpOBaHMs TOKyMEHTA U BUBI JaT.

14. CocraBHbIE YaCTH PETUCTPAIIMOHHOTO HOMEPA TOKYMEHTA U MOPSIOK €r0 MPOCTABICHUS

15. Tlopsiiok aapecoBaHus TOKyMEHTA.

16. Kakumu ciocobamu opopmiisieTcs: yTBepKAeHUEe JOKyMeHTa?

17. Kakue TpeOoBaHMs MPEIBSBIISIOTCS K 3aT0JIOBKY?

18. Topsnok ohopMIiIeHUS TPUIIOKEHUH K TOKYMEHTY

19. TMopsinox opopmIIeHUsT PEKBU3UTOB «IOJIUCH» U «OTMETKA O 3aBEPCHUU KOTIHI)



20.
21.
22.

23.
24,

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

38.
39.
40.

Kak odopmiisiercst cornacoBanue JoKyMeHTa?

[Topsinok mpocTaBiIeHHs HA JOKyMEHTaX IedaTen

[lepeuncanre OTMETKH, IPOCTABIIIEMBIE Ha BXOSIIEM JOKYMEHTE, YKAKUTE MOPSAIOK UX
0(pOpMIICHHUSL.

OTansl NOArOTOBKU JOKYMEHTA.

OO6mue TpeboBaHMsI K TEKCTY JoKyMeHTa. Kak odopmiisercss B TEKCTE cChUIKa HA
JIpyroi JOKyMeHT?

Bupl opranu3anioHHBIX JOKYMEHTOB M OCOOCHHOCTH MX COCTABIICHHS U O(hOpMIICHHUSI.
JlaThl pacTiopsAUTEIbHBIX JOKYMEHTOB U OCOOCHHOCTH UX COCTABJICHHUS M 0(OPMIICHUSI.
B uem ocobeHHOCTH cocTaBiieHUs U 0(DOPMIICHUS TPOTOKOIA?

B uem ocobeHHOCTH cocTaBIeHUsI U OPOpMIIEHHUS aKTa?

TpeGoBaHMs K COCTABICHHUIO U OPOPMIICHHUIO TOKJIAJHBIX 3aMTUCOK

TpeGoBaHMs K COCTABICHHUIO U OPOPMIICHUIO OOBSICHUTEIBHBIX 3aIMUCOK

TpebGoBaHMsI K COCTaBICHNUIO U OPOPMIIEHUIO CIIPABOK

TpebGoBaHMsI K COCTaBICHUIO U OPOPMIIEHUIO CITYKEOHBIX MMHCEM

TpeboBanus K cocTaBICHHUIO U 0(QOPMIIEHHUIO TeJIErpaMm

OcoOenHoCTH cocTaBiieHUs U 0(OopMIIEHHS TeaepOHOTpaMM

UYrto moHMMaeTCs 1Mo 1 00bEeMOM JIOKYMEHTO000pOTa, ITIOYEMY OH YBEITHUNBACTCS?

Yrto BXOIUT B MOHSITHE JOKyMEHTOO0OOpOTA?

OpraHu3anroHHbIE TOKYMEHTBI, OTIPEIEISIONINE MTOPSIOK JBIKEHUS JOKYyMEHTOB B
opranusanuu (pupme)

TpebGoBaHus kK Opranu3anyy NpueMa u NepBUYHON 00pabOTKU TOKYMEHTOB

3HaueHue npeaBapUTeIbHOr0 MPOCMOTpa U pacipeAesieHUs] HOCTYNUBIINX JOKYMEHTOB
[TpaBusia 06pabOTKH UCXOIAIINX TOKYMEHTOB.



