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1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

[lenpro OCBOCHMS NUCLUILIMHBI «/[OKYMEHTUPOBAaHUE YIIPABICHUYECKOU ACATEIBHOCTH
ABJIETCS N3YYCHHUE TEOPETUYECKUX U NTPAKTUYECKMX OCHOB CO3/1aHUsS JOKYMEHTOB YIIPaBJICHHUS,
rpaMOTHON 1 3P PEKTUBHOM OpraHU3aIH COBPEMEHHOTO JIIONPOU3BOJICTBA HA MIPEATIPUATUAX U
B OpPraHU3aLHUAX.

2 MecTo TMCHHMIIMHBI (MO/1YJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOil POrpaMMbl

Jucuunimza  JIOKyMEHTHPOBAHUE  YIPABICHUYECKOM  JESITEIBHOCTH  BXOAUT B
BapUATHUBHYIO YacTh YY€OHOT0 T1aHa 00pa30BaTeIbHON MPOrPaMMBl.

JUis  w3ydeHus  JAWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHsS,  BJAJICHUSA),
c(hopMuUpOBaHHBIC B pe3yJIbTaTe U3yUYCHHUS AUCITUTUIHH/ TPAKTHK:

JUis  w3ydeHUss  IUCHUIUIMHBI  HEOOXOMWUMBI ~ 3HAHUS, YMCHHS,  BIAJCHUS,
chopMupoBaHHbIE B Tporecce oOydeHus Ha OakanaBpuare: BiaJeHUEM O0a30BBIX HABBIKOB
MPAKTUIECKON pabOThI IO COOPY peaTbHBIX (PaKTUICCKUX MAaTEPUAIOB, X KOMILJICKCHOM OIICHKE,
aHaJIM3y W CHUCTEeMaTU3allMM B  YacTH, KacCalolleWcs  PElICHUSIOKYMEHTUPOBAHUSA
YIPABJICHUYECKOUN JEATEIbHOCTH, CIIOCOOHOCTh K a0CTPAaKTHOMY MBIIUICHUIO, aHAJIU3Y, CHHTE3Y,
CIIOCOOHOCTBIO MPUHHUMATh OPraHU3AIMOHHO-YIPABICHYECKHE PEIICHUs, OLIEHWBAaTh UX
MOCJICJICTBHS, HECTH OTBETCTBEHHOCTh 3a UX pEaM3allMi0, TOTOBHOCTH IOJIb30BATHCA
HOPMaTHUBHBIMH IOKYMEHTAaMH Ha IIPAKTHKE.

3Hanus (YMEHUS, BIaJICHUs), MOTYICHHBIC TTPH M3yYECHUHW TAHHOW IUCIUILIMHBI OyIyT
HEOOXOIUMBI 17151 U3YYCHUS] JUCIUILITNH/TIPAKTHK:

[IpoekTHas AesATETLHOCTD

OCHOBBI TOCYAPCTBEHHOTO U MYHHUITUTIATHHOTO YIIPABICHUS

Cucrema opraHoB rocyJ1apCTBEHHOM 1 MyHUIIMIIAJIbHOM BIIACTH

TexHOmOrMu B3aMMOJEHCTBUS OpPraHOB TOCYJAapCTBEHHOM BJIACTH U  MECTHOTO
CaMOYTIPaBIICHUS C OOIIECTBEHHBIMU U KOMMEPYECKUMU OpraHU3alUsIMU

VYrhpaBneHue NEpcOHAJIOM B OpPraHax TOCYAapCTBEHHOM BIIACTU U MECTHOrO
CaMOYITpaBIICHUS

3 Komnerenuun ody4aromierocs, popMupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS1) ¥ IJIAHUPYeEMble Pe3yJIbTAThl 00yueHust

B pesynbraTe ocBOEHMS JUCHUIUIMHBI (MOAYIs) «J{OKyMEHTHpOBaHHUE YIpPaBIECHUECKOM
JESTEIbHOCTH» 00yUaroMUNCs JOJDKEH 001a1aTh CIICAYOIIMMU KOMIETEHIUSAMMU:

CTpyKTypHBIit [Tnanupyemsble pe3ynbTaThl 00y4eHUs
JIEMEHT
KOMIIETEHIINH

OIIK-1  BiageHWEM HaBBIKAMU IOMCKA, aHAIM3a U UCIIOJIb30BAHNUS HOPMAaTUBHBIX U
MIPABOBBIX JOKYMEHTOB B CBOEH MpOo(decCnoHaNbHOM e TEeNbHOCTH

3HaTh MPUHIUIBI paOOTHI YJIEKTPOHHBIX OMOIUTOTEUHBIX CHCTEM, CIIPABOYHO-
MH(OPMALIMOHHBIX CUCTEM

YMerb UCIOJIb30BATh HJIEKTPOHHbIE OMOIMOTEUHbIE CUCTEMBI M CIIPABOYHO-
nH(OPMALIMOHHBIE CUCTEMBI B IIOMCKE HYKHOM IOKyMEHTalUN
UCIOJIb30BATh O(UCHYIO U OPITEXHUKY IUIS TOUCKA, 00paObOTKU U aHAIIN3a
HOPMAaTUBHO-TIPAaBOBOM MH(OPMALIUK U TOATOTOBKHU JTOKYMEHTOB

Bnagets HaBBIKaMU TIOUCKA, aHAIM3a W UCIIOJIb30BAHUS XO3SIIICTBCHHBIX,
yIpaBICHUYECKUX, HOPMATUBHBIX U MTPABOBBIX IOKYMEHTOB B CBOEH
NEesATETbHOCTH




[1K-8 BnageHreM HaBBIKAMU JTOKYMEHTAIBLHOTO 0O(POPMIICHHS PELICHUN B YIIPABICHUN
OIEPALIMOHHOM (IIPOU3BOJCTBEHHOM) A€ATEIILHOCTH OpraHu3aluii Ipy BHEPEHUU
TEXHOJIOTMYECKUX, IPOAYKTOBBIX MHHOBALUI UM OPraHU3aLMOHHBIX U3MEHEHUN

3HaTh

MpaBWJIa TIOATOTOBKH, OPOPMIICHUS U peann3aui YIIpaBIeHICCKUX
JIOKYMEHTOB

PEKBU3HUTHI JOKYMEHTOB

MIPUHIIMIIBI TOKYMEHTO000pOTa

YMeTn

cobupats nH(pOpMaIHIo, HEOOXOIUMYIO IS TOATOTOBKH U 0(OPMIICHHS
YIIPaBICHUYCCKUX JOKYMEHTOB

OLICHUBATh HEOOXOAUMOCTh CO3JIAaHHS HOBBIX JJOKYMEHTOB

TOTOBUTH B OOPMIISTH IOKYMEHTHI

Bnaners

HaBbIKaMU JIOKYMEHTAJIBHOTO O(hOpMIIEHUS PELICHUI B YIIPaBICHUU
OTIEPalIMOHHOM, MPOU3BOICTBEHHOM, COBITOBOM U KaJIPOBOM JIEATETLHOCTH
OpraHu3alyil Npyu BHEAPEHUN TEXHOJOTUUECKHUX, TPOTYKTOBBIX MHHOBAIIUI
WA OPTaHU3aIlMOHHBIX H3MEHEHUI

[1K-11 BnasgenuemM HaBbIKaMH aHaTM3a HHPOPMAIH O PYHKIIMOHUPOBAHUU CHCTEMBI
BHYTPEHHET'0 IOKyMEHTO000pOTa OpraHu3aliy, BeeHus 0a3 JaHHbIX 0 Pa3IMYHbIM
nokasareisiM 1 GopMupoBaHusI HHYOPMAIIMOHHOTO 00ECIICYCHHSI YIACTHHKOB
OpraHU3alMOHHBIX TPOEKTOB

3HaTh

MPHUHIUIIBI TIOCTPOCHUS 0a3 JaHHBIX
MeTO]IbI cOopa uH(pOopMAIUu i1 ocTpoeHust bJ]
MPHUHIUIIBI IOKYMEHTO000pOTa Ha MPEIITPUIATHN

VYmMmern

OCYILIECTBIIATH IOUCK U COOp BHYTPEHHEW U BHEIIHEW HH(pOpMaluu
aHAJIM3UPOBATh MOJYYECHHYIO MH(OPMAINIO M COCTABIATh HA €€ OCHOBE
yIpaBICHUYECKHE JOKYMEHTHI

pean30BbIBaTh NIEPEMELICHNE JOKYMEHTOB BHYTPH OPTaHU3ALUN

Bnanets

HaBBbIKAMHU aHajn3a MH(opMaK 0 GyHKIIMOHUPOBAHUU CUCTEMBI
BHYTPEHHET0 IOKYMEHTO000pOTa OpraHnu3aluu

HaBBbIKAMU Be/IeHUs 0a3 JaHHBIX MO Pa3IMYHBIM MTOKa3aTesIM

HaBbIKaMU (OPMHUPOBAHUS NH()OPMALIMOHHOTO 00ECTIEYeHNs yUaCTHUKOB
OpPraHMU3aIMOHHBIX IPOEKTOB

I1K-20 BJIAICHUCM HABBIKAMU MMOATOTOBKH OPraHU3AlMOHHLBIX U PACIIOPAAUTCIIbHBIX
JOKYMCHTOB, H€O6XOJII/IMI>IX AJI1 CO3aaHu HOBBIX MPEANMPUHHUMATCIIBCKUX CTPYKTYP

3HaTh

rocyJapCcTBEHHBbIE TPEOOBAHUS B 00JIACTH MTPEANPUHIMATEIHCTBA
MepeyeHb JOKYMEHTOB U UX BHJIbI, HEOOXOUMBIX JIJISl CO3/IaHUSI HOBBIX
MpEATPUITHI

rocyJapCTBEHHBIE CTPYKTYPbI, yHACTBYIOIIUE B PETUCTPALIMU U

o opMIIEHHH BHOBb 00Pa3yeMbIX U peOpraHU3yeMbIX MPeANpUATUI

VYmMmern

COCTaBJISITH TIEPEUEHb TOKYMEHTOB, HEOOXOIUMBIX JIJIsi CO3JJaHUST HOBBIX
NpeANPUHUMATENIbCKUX CTPYKTYP

0OpMIIATH TOKYMEHTBI, HEOOXOIUMBIE JIJIsl CO3/JaHUsI HOBBIX
NpeANPUHUMATEIBCKUX CTPYKTYP, B COOTBETCTBUU C PErJaMeHTaMu

Bnaners

HAaBbIKaMU MIOJTOTOBKU YUPEIUTENBHbIX, OPraHU3allMOHHBIX U
PaciopsAUTENbHBIX TOKYMEHTOB, HEOOXOJUMBIX JIJIsl CO3/IaHUSI HOBBIX
MIPEANPUHUMATEIBCKUX CTPYKTYP

HaBBIKAMH B3aMMOJICHCTBHS C TOCYJaPCTBEHHBIMU PETUCTPUPYIOIIUMH,
YYETHBIMH U (PUCKAIBHBIMU OpTaHaMH




4. CTpykKTypa, 00b€éM U coaep:KkaHue TUCHUILIMHBI (MOAYJIsA)
OO0mast TpyI0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. dacoB, B TOM
YHUCIIE:
— KOHTaKTHas pabora — 73,9 akaj. 4acoB:
— ayauTopHas — 2 aKaJ. 4acos;
— BHeayauTopHas — 1,9 akan. yacos
— camocTosTenbHas padota — 34,1 akaz. 4acos;

dopma aTTeCcTalMy - 3a4ET

AynutopHas s s
o | xomrakTHan pabota E QE DopMma TeKyILEro
Pasnen/ Tema § (B axaz. acax) E 2 Bux . KOHTpOJIA Kox
[ — : & O | camoctosTensHof | yenesaemoctHH |
O 6 g £ paboThI IPOMEXXYTOYHOH
Tlex. J;;‘H~ HE:}I:T‘ 5 Lé aTTecTaluu
1. Teoperuueckue OCHOBBI
JIeJIONPOU3BOJICTBA OpraHU3AIIHH.
11 Hudopmarys, ee
KPHUTEPHH. JloKyMeHT.
PexBuzut JIOKYMEHTa.
OyHKIUH JOKyMEHTA.
IOpuanueckas cuia
JOKYMEHTA.
Jenonpon3BoacTso,
JOKyMEHTHUPOBaHHE.
JloxymMeHTaIoHHOe
obecrieyeHHe  yIpaBIICHHUSI.
CamocCToATenbHOE

JIoKyMeHTO00O0pOT. o
Knaccudukarst H3yHenme yqefi HOM| -y eraptit onpoc.
JIOKyMEHTOB. 1 6 6 5 HI;I/I::SI;TI;(:; [Iposepka OIIK-1, TIK-8,
Crangapruzanus u PaGora ¢ nnanBuayansHeix | [1K-11, TIK-20
yHUGUKAIMS ~ JJOKYMEHTOB. 3aJaHul.
YaupuuupoBaHHas cucrema %H%KTPOHHHMH
JIOKYMEHTAIMU vycm. HOIHOTCKAMH
CucremMbl  JTOKYMEHTAIHH.
TIpuaumns
JIeTIOTPOU3BOICTBA.
HopmatusHo-MeToan4eckas
0aza  JOKYMEHTHPOBAHUS
yIpaBIeHIECKOH
JeSITeTLHOCTH
OpraHm3anuu  paboThl ¢
JOKYMCHTaMH.
Wroro no pazaeny 6 6 5
2. Obuwme mpaBuiaa oQOpMIICHHUS
YIPaBICHYECKHX TOKYMEHTOB




21 TOCT P 6.30-2003
«YHUDUIIPOBAHHBIC
CHCTEMBI  JIOKYMEHTAIlHH.
VYHupuuupoBaHHas cucrema
OpTaHM3aIOHHO-
pacropsauTeIbHON
JOKyMeHTanuu. TpeboBaHus
K 0 OpMIICHUIO
nokymentoB". PekBusur 01-
I'ocynapcreennslii rep6 PO.
PekBuzur 02- I'epo
cyObekra PO u
MYHHLUTIAIEHOTO
obpasosanus. Pexsusut 03 -
OMOnemMa OpraHu3alud HIH
TOBapHbI 3HaK. PexBu3uT
04- Kom  opraHuszamnuu.
PexBusur 05- Ykazanue Ha
OCHOBHOM
roCyJapCTBEHHBII
pPETUCTPALIMOHHBIH ~ HOMEp
npeanpustus. Pekpusur 06-
Vka3zanue Ha
WICHTUQHUKAIIMOHHBII
HOMED
HAJIOTOIUIATENBIIUKA/ KO
NPUYUHBL TIOCTAHOBKH Ha
yuetr. PexBusur 07- Kop

(hopMsI JIOKYMEHTa.
PexBuzur 08-
HaumenoBanue

opranuzanuu. Pexsusut 09-
CropaBouHble cBefeHHS 00
opranuszanuu. Pexsusut 10-
HanmenoBanue BUJIA
nmokymeHnra. Pexsmsur 11-
Jata noxymenta. PexBuzut
12- Perucrpanmonnsiit
HOMED JIOKYMEHTA.
Pexsusur 13- Ccpinka Ha
pPETUCTPALIMOHHBIH HOMEDP U
ATy JOKyMEHTa. PeKkBHU3HUT
14- MecTo COCTaBJICHHS HIIH
W3IaHNs JOKYMEHTAa.
PexBusutr 15- Csemenus o0
aapecare. PexBusur 16 -
I'pud YTBEPKICHUS
nokymeHrta. Peksusutr 17-
Pesomrorus.  PexBusur 18-
3aroJ0BoK K TEKCTY.
Pexsusur 19- Otrmerka o
KoHTpone PexBmsur  20-
Tekct nokymenrta. PekBuzur
21- OrMmeTka O HaIWMYHHU
MpeIIOKEHUM. PexBuszur
22- Tonmuce. PexBusur 23-
T'pud COTIJIaCOBaHUS
JIOKyMeHTa. PekBu3ut 24-
Bussl COIJIaCOBaHMS
JOKyMeHTa. PekBusur 25-
Tleyats.  PexBusur  26-
OTMeTKa O  3aBepeHHH
KOIIHH. PekBusur 27-
OrMeTrka 00 HCIOJIHHTEE.
PexBusur 28- Otmerka 00
UCIIOJIHCHUH JOKYMEHTa |
HanpaBlIeHUH €ro B JeJo.

‘EQKEH3H] 29' QmeTKa (0]

CaMocCTOATETHLHOE
u3ydeHue yueOHon
Y Hay4HOU
JUTEPATYpPbI
PabGoTa ¢
AJIEKTPOHHBIMHU
OMOIMOTEKAMH

YcrHblit onpoc.
ITposepka
WHAMBUAYAJIBHBIX
3aJaHui

OIIK-1, TIK-8,
IK-11, TIK-20




Uroro mo pazneny

3. OcoOEHHOCTH COCTAaBIEHUSA H
OCHOBHBIX

odopmIIeHUS
JIOKYMEHTOB YITPaBJICHHUS

3.1  OcHOBHBIE  TpYIIIBI
JOKyMeHTOB. HopMaTuBHbIC
JOKYMEHTBI
rOCY/IapCTBEHHBIX OPTaHOB.
OpraHu3anmoHHbIE
JIOKYMEHTBl ~ TIPEIIPHUSITHSL.
JI0IKHOCTHBIE HHCTPYKLIUH.
PacniopsimutenbHbie
JOKYMEHTBl ~ IPEIIPHUSATHSL
IMpuka3el MO  OCHOBHOM
JeSATeTbHOCTH.
Pacnopsbxenns,
MudpopmanmonHo-
CTMPaBOYHBIE  JOKYMEHTHI.
IIpotokomnsl, momHas u
KpaTkast ¢dopma ux
oopMIICHHS. AKTBI.
CrnyxeOHble u
OOBSCHUTETbHBIE  3aIlUCKH.
CrpaBki. CryxeOHble
nmoBepenHocTd. [lmcebMma, mx
K1accuuKanus, CTPYKTypa,
CTaHJapTHbIC  (Qpa3el |
BBIPAXKCHHS. Hopwmsr
0(HIIHATIEHO-IETIOBOTO
CTHIIS CITY’)KEOHBIX
JTOKyMEHTOB. Henooe
MHCBMO  MEXIYHApOAHOTO
o0pa3sra. dakcsl,
TeNneGOHOTPaMMBI.
Jorosopa, KOHTPAKTBHI.
CoBpemMeHHBIE CTOCOOBI U
TEXHHKa CO3JIAHUSI

peLieHus.

CaMmocrosTensHoe
M3y4eHne yueOHon
U Hay4HOH
JUTEPATYPHI
PaGora ¢
SNIEKTPOHHBIMHU
oubimorexamu

VYeTHBIl onpoc.
[IpoBepka
WHJIUBU1YaJIbHBIX
3a1aHuN

OIIK-1, TIK-8,
MK-11, TIK-20

Wroro no pazneny

4, IIpaBuna
JOKyMEHTOB o
COCTaBy

odopmieHUs
JHYHOMY

4.1 TloHsATHE M CTpPYyKTypa
TIePCOHAITBHBIX JaHHBIX.
IIpunannexxnoctsb
MePCOHANBHBIX JAHHBIX
COOCTBEHHHK, JAepXaTelb U
MI0JIb30BaTENb
TIepCOHATBHBIX
CrpykTypa
MH()OPMAIIHOHHO-
JTIOKyMEHTAI[HOHHOU
CUCTEMBI. Odopmnenne
JOKyMEHTOB IIpU IIpHEME,
YBOJBHEHHMH M  IEPEeBOJIE
pabOTHHKAa Ha  JPYTrylo
JIOJDKHOCTb. AHKera.
Tpynossle KOHTPAKTBHI.
Ilpukassl MO0  JIMYHOMY
COCTaBy. OcHoBHBIE
PEKBU3UTHI JJOKYMEHTOB U
npaBuwia WX OQOPMIICHUS.
Kparkue CBEICHUS 0
MpaBUiIax odopmIIeHUS
TPYAOBBIX KHM)KEK, JIMYHBIX
KapTo4eK, JIMYHBIX  JIel

JTAaHHBIX.
KaJIpoBOit

CamocrosTensHoe
u3yueHue y4eOHOH
Y HAy9HOH
JUTEPATYPbI
Pa6ora ¢
AJIEKTPOHHBIMHU
oubnmorexamu

VYerHbIi onpoc.
[IpoBepka
WHAUBUIYaJIbHBIX
3aJaHUNA

OIIK-1, TIK-8,
MK-11, TIK-20

Uroro mo pazneny




5. Opranuzanus

HOKyMeHTOOGOpOTa

51 IonsTus
JIOKyMEHTO000POT "
OpTaHU3ALNS
JIOKyMEHT0000pOTA.
HopmaTtusHo-MeToaudeckas
periiaMeHTaIus
JIOKYMEHT0000poTA.
OcHOBHBIE
OpTaHM3aIHNU
JIOKyMEHT0000poTa Ha
TPEANPHUITHH.
KauecTtBenHble
XapaKTEePUCTUKH
JIOKyMEHT0000pOTA.
Knaccudukarmst
JIOKYMEHTOIIOTOKOB:
TOPU3OHTAJIBHEIE,
BEpPTUKAJEHBIC,
BOCXOJISIIIHE,

IpaBuJia

HUCXOJISIIHE,
BXOJIAIIIUE, HCXOJSIINE U
BHYTpEHHHE. IToncuer
o0beMa JOKyMEHTO00O0pOTa.

CaMOCTOSITEIbHOE
u3ydeHue yueOHon
Y HAYIHOH
JUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTEKAMH

VYeTHBIN onpoc.
[Iposepka
WH/AMBUAYAJIBHBIX
3aaHu’

OIIK-1, TIK-8,
ITK-11, TIK-20

Hroro no pazneny

6. OCHOBHEBIE
OpTaHM3aIuu
JIOKyMEHTaMHU

paboThI

npaBuiIa

C

6.1 O6paboTka
HOCTYNAIOIMX JOKYMEHTOB.
IepBuunas o6pabdoTka
JTOKyMEHTOB. O61ue
rpaBuja perucrpanuu
JIOKYMEHTOB, (bopMBI
perucTpanuu. [lepenaua
JIOKYMEHTOB, PacCMOTpEHHE
ux PYKOBOJIUTENEM.
TTopsnox HaTpaBJICHHU
JOKyMEHTa Ha HCIIOJHEHHE
U paboThl MCHOJHUTENS C
JIoKyMeHTamu. lcronHenue
JIOKyMeHTa. Bumer 1 popMer
KOHTPOJIA HUCIIOJIHCHU,
CpoKoBas KapToTeKa.
Opranu3zanus TEKYIIETO
XpaHEeHUs Jell.
Homenknarypa nen, oGuiue
TpeGoBaHus, BUIBI
HomeHksatyp. CocrapieHue
HOMEHKJIaTypBbl el
dopmupoBaHue U
odopmiteHHE JIeI.
CucremaTHu3aus
JIOKYMEHTOB B ziene.
Xpanenue gen. Iloaroroska
JIOKYMEHTOB K Ilepeaaye Ha
apXMBHOE XpaHeHHe.
Kputepun OILIGHKH
nokymeHToB. CocTaBieHue
omnuceit gei.

7,1

CamocTosTenpHoe
u3ydeHue yueOHoun
Y Hay4HOU
JUTEPATYpPbI
Pabora ¢
JNIEKTPOHHBIMHU
oubnmorexamu

VYerHbIl onpoc.
[IpoBepka
WHAUBUIYaJIbHBIX
3aJaHUHA

OIIK-1, TIK-8,
MK-11, TIK-20

Uroro mo pazneny

7,1

Uroro 3a cemectp

36

36

34,1

3a4€T

Hroro no JAUCHUIIIINHE

36

36

34,1

3a4€T

OIIK-1,ITK-
& IIK-11,I1K-
20




5 O0pa3oBarte/ibHbIE TEXHOJIOTHH

Peanuzanus KOMIETEHTHOCTHOTO MOIX0/1a IPEAYCMaTPUBAET HCIIOJIB30BAaHUE B YUEOHOM
npolecce AaKTUBHBIX M HWHTEPAKTHUBHBIX ()OpPM MPOBENEHMS 3aHATHH B COYETAaHUM C
BHEAYAUTOPHOW PabOTON C 1EIbi0 (POPMUPOBAHUS M PA3BUTUSA MPOPECCHOHATBHBIX HABBIKOB
oOydJaronuxcs.

[Ipu oOyyeHMH CTYACHTOB IUCHMIUIMHE «J[OKYMEHTHpOBaHHE YIIPaBIEHYECKOM
JESITeIbHOCTH CIIEYEeT OCYILECTBIIATH Ccielytolue 00pa3oBaTelIbHbIe TEXHOIOTUU:

1. TpagunuoHHble 00pa30BaTENbHBIE TEXHOJIOIMM OPUEHTHUPYIOTCS HAa OpraHU3alUio
00pa30BaTEeNLHOrO  Ipolecca, MPEANONAraloly0 MpsMYyI  TPAaHCISALMIO  3HAHUH  OT
IpenoiaBaTess K CTyIeHTY (IIPEUMYLIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILTFOCTPATUBHBIX
METO/I0B OOYYCHHMS).

®opmbl y4eOHBIX 3aHATHI C NCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

WudopmanvonHas JeKuus — IOCJeNOBaTelbHOE H3JIOKEHHE MaTepuala B
JUCLUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpENCTBAMU
(MOHOJIOT MperoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOECHUIO KOHKPETHBIX YMEHHMHM M HABBIKOB I10
IIPEJIOKEHHOMY aITOPUTMY.

2. Texuomoruu mpoOIEMHOTO OOyUYEHUSI — OpraHu3anus o0pa3oBaTEeILHOrO IMpolecca,
KOTOpas MpeInoaracT MoCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3AaHUE YyUEOHBIX MPOOIEMHBIX
CUTYaluH JUIsl CTAMYJIMPOBAaHUS AaKTUBHOW MI03HABATEIbHOU AESATEIbHOCTHU CTYIEHTOB.

3. TexHonoruu NpoeKkTHOro OoO0y4eHUs — opraHu3alus oOpa30BaTEIBLHOrO Mpolecca B
COOTBETCTBUHU C AJITOPUTMOM IIO3TAIHOTO PELICHUS MPOOJEMHOM 3aJaydl WJIM BBIIOJHEHUS
yuebHoro 3ananus. [IpoekT npennogaraer COBMECTHYIO y4eOHO-I103HABATEIbHYIO 1€ TEIbHOCTh
IPYNIbl CTYJEHTOB, HAIIPaBJICHHYIO Ha BhIPAOOTKY KOHIEMIMM, YCTAHOBJIEHHE LI€Jei U 3a1ad,
(GOpMYIHPOBKY OKHJAEMBIX PpE3yJIbTaTOB, OIpEJeNIeHHEe NPUHLUIOB U METOAMK peIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYNHBIX MU ONTUMAJIbHBIX
pecypcoB, MO3TAHYI0 pPEANN3alUI0 IUlaHAa pabOThI, MPE3CHTALUI0 PEe3yIbTaToOB pPabOThI, MX
OCMBICIIEHUE U PEDIIECKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB!

TBopueckuil MpoeKT, Kak MpaBUJIO, HE UMEET AETAJbHO NPOPaOOTAHHON CTPYKTYpHI;
yueOHO-TT03HABaTENIbHAS JESTEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOIO
3a/1aHusl.

4. VlnTepakTUBHbIE TEXHOJOTUU — OpPTaHM3allUs 00pa30BaTENbHOIO IMpoliecca, KOTopas
IpeIoiaracT akTUBHOE U HEJIMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, JTOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOIO JJIi HHUX oOpa3oBaTelbHOTO pe3ynbrata. Hapsay co
CHEIUAIN3UPOBAaHHBIMUA  TEXHOJOTMSAMM  TakOro  pojJa INPUHIUN  HUHTEPAKTUBHOCTH
MIPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEeNbHbBIX TEXHOJIOTHH.

@opMbl yueOHBIX 3aHATHH C MCIOJIB30BAaHUEM CIIELUAIN3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTHIL:

5. HudopmanMOHHO-KOMMYHUKALIMOHHbIE  0Opa3oBaTelbHblE  TEXHOJIOTUH  —
opranusaius o0pa3zoBaTebHOTO MPOolecca, OCHOBaHHAsI HA MPUMEHEHUH CIIeUAIN3UPOBAHHBIX
IPOTPaAMMHBIX CPEJICTB U TEXHUYECKUX CPEICTB pabOThI ¢ MH(OPMAITHEH.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroIMXCcst
[Ipencrasneno B mpuioxxkeHuu 1.

7 OueHOYHBIE CpeACTBA AJisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOEe U HH(POPMALIMOHHOE O0ecnevyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas1 IMTEpPaTypa:



1. Kopsees, 1. K. JlIokyMeHTUpOBaHUE yIIPaBICHUECKOHN AesaTeabHOCTH + TecThl B OBC :
y4eOHHK U IPAKTUKYM JIJIs akagemuueckoro 6akanaspuara / U. K. Kopuees, A. B. ITirenko, B. A.
MaimrypreB. — 2-e u3j., nepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akamemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : 31eKTpOHHBIH //
3BC lOpaiir [caiit]. — URL: https://urait.ru/bcode/433066 (nara odpamenwus: 15.12.2019).

0) JJlomotHUTeE/ILHASI TUTEPATYpa:

1. TTanacenko, 0. A. JlokymeHTHpOBaHUE YIPaBICHYECKON IEATEIHLHOCTH: YueOHOE
nocobue / FO.A. I1anacenko. - Mockga : PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsiii. - URL:
https://new.znanium.com/catalog/product/927448 (nara oopamenus: 15.12.2019)

2. KazakeBnu, T. A. [loxymeHTarimoHHOE oOecleueHHWEe YIpaBiCHUS . YYECOHUK U
NPaKTHKYM s cpeiHero npodeccuonansuoro oopasoBanus / T. A. Kazakeuu, A. U. Tkamuu.
— 2-¢ wm3a., ucnp. u gon. — MockBa : M3marenbctBo IOpaiir, 2019. — 177 c. —
(ITIpodeccronanbroe odpazoBanue). — ISBN 978-5-534-06291-5. — Tekcer : anekTpoHHbI //
OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/437587 (nara obpamenus: 15.12.2019).

B) MeToaunyeckue ykasaHus:
pasmeniensl B [Ipunoxxenuu 3

r) [Iporpammuoe obecneuenue u UHTepHer-pecypcebi:

IIporpammHoe o0ecnieueHue

Haumenoanue [10 Ne norosopa Cpox aeicTBus IUIICH3UU
MS Windows 7

Professional (s [[-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)

MS Off_lce 2007 Ne 135 o1 17.09.2007 OeccpovyHO
Professional

FAR Manager cB00O1HO pacnpocTpansemoe [10 6eccpodHo

7Zip |cBOGOIHO pacmpocTpansiemoe ITO OECCPOYHO

IIpodeccrnonasibHbie 6a3bl JAHHBIX H HH(OPMAIMOHHBbIE CIPABOYHBIE CHCTEMbI
HasBanue kypca Ccbuika
ITouckoBass cucrema Axagemus Google (Google
Scholar)
Nudopmanuonnas cucrema - EnquHoe OKHO JOCTyma K
HHGOOPMAIMOHHEIM PecypcaMm

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

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

HanwmonanbHas UH()OPMAIIMOHHO-aHAJTUTHYECKAST URL:

cucreMa — Poccuiickuii MHIEKC HAYYHOTO IIUTUPOBAHUS https://elibrary.ru/project_risc.asp
(PHHIL)

denepanbHOE rOCyJapCTBEHHOE O0/KETHOE

yapexaenue «Penepansuplii uHcTHTYT pombinniennoi|URL: http://www1.fips.ru/
COOCTBEHHOCTH

9 MaTepHaJIbHO-TEXHHYECKOE o0ecnedeHne TUCIUTLTHHBI (MOLYJIs1)

MaTepI/IaJIBHO-TeXHI/I‘-IGCKOG obecrnieucHue JUCIMITIIIMHBI BKJIIIOYACT:



MynbTUMEANIHBIE CPEICTBA XPAaHEHHUS, TIEPEauu U MpeICTaBIeHUS HHPOPMALIUH.

2. YueOHBIE ayqUTOPUM IS HPOBENCHUS MPAKTUYECKUX 3aHATHH, TPYNIOBBIX U
HUHAUBUAYAJIbHBIX KOHCYHBTaHHﬁ, TCKYHICIr0 KOHTPOJIA U HpOMC)KyTO‘-IHOfI aTTCCTalluu.
OcHaienue: MyJIbTUMEUIHBIC CPEACTBA XPAHEHUS, Iepeadn U MPEACTaBICHNs HHPOPMAIHH,
KOMIIJIEKC TCCTOBBIX 3a11aH1/11‘/’1 IJIA IPOBCACHU A TPOMCIKKYTOUYHBIX U pY6e)KHBIX KOHTpOJIeI\/JI.

3. llomemeHust st CaMOCTOSITENBbHOW paboOTHl  oOydarommxcs. OcHameHue:
nepcoHalbHbIe KoMbioTepbl ¢ makerom MSOffice, Beixomom B MHTEpHET M ¢ JOCTYIIOM B
AIIEKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTeIbHYIO Cpely YHUBEPCUTETA

4. TlomemeHust AJsi XpaHEHHS M NPOQPHIAKTUYECKOTO OOCITY)KHBaHUS Yy4eOHOTO
obopynoBanus. OcHamieHue: mKadbl U XpaHEHUs y4eOHO-METOIUYECKON JTOKYMEHTAIIHH,
y4eOHOT0 000pyJOBaHUS U YI€OHO-HATIIATHBIX TTOCOOMIA.

[Tpunoxenue 1
Y4yeOHO-MeTOoAUYeCKOe 00ecTieueHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs
Ilpumepnaa cmpykmypa u cooepycanue pazoena:
Ilo oucyunnune «/Jokymenmuposanue ynpaeieHueckol 0esamenbHOCmuy npedycmompena
6HEaAyOUMOPHAsl CaMOCMOAmMeNbHas paboma o0yuarWuUxcs.
Ilpumepnovie memol 01 camocmoamenbHou pabomsl:

1 «Ponb 00KymeHmupoeanus ynpasienuecKoil 0eameabHOCmu 8 pa36Umuu 00uiecmea.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCReKma 1eKyuu.

Paccmompenue oannou memvl He0OXO0OUMO HAYAMb C U3YYEHUS OCHOBHBIX NOMAMUL OAHHOLUL
oucyunaunwl.  Ilpu  smom  credyem  pazobpamvcs ¢ CYWHOCMbIO — Kameeopuu
«doxymenmuposanuey. Bonee noopodono ciedyem paccmompems CMPYKMYpY, cOOepicauue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO paA3sumus 0oKymenmoobopoma. [lanree HeoOX00umo
U3YYUMb COCMAB HOPMAMUBHO-MEMOOUYECKol 0a3bl  OOKYMEHMUPOBAHUS. YAPABIEHUECKOU
0esimenIbHOCIU 8 COBPEMEHHBIX YCIL08USX X035tlcmeosanust. OmoenbHo ciedyem paccmompems
cmpame2uro  ynpasienus OOKYMEeHmamu 6 OpeaHu3ayuu, a makdyice u3yyumes opmol
COBPEMEHHOU OOKYMEeHmayuu.

Kniouesvie  cnosa:0oxymenm, — OOKYMeHMupoganue  ungopmayuu,  OOKYMEHMUPOBAHUE
VAPABNEHUECKOU — OesimeNbHOCMU, — KIUHONUCh,  NOJUMUKA — YAPAGIeHus  OOKyMeHmamu,
cmanoapmu3zayus, cmpamezust YnpasieHusi 00KyMeHmamu, YHUpurayus.

3adanue onsa camocmosmenvuol pabomoi:

1. H3yuums kamezopuanvHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. IHloocomosumvca x pabome Ha nekyuu no meme 1. [losmopums eonpoc: cyuwHocms
kamezopuu «/[okymenmuposanuey (yuebnasa oucyuniuna «/Jokymenmuposanue ynpasienyecKoll
OdessimenvHocmuy, nekyus Nel). Boimb 20mosvim K 00CYHCOEHUI0 9MO020 B0NPOCa 8 X00e JeKYUU.

2 «Obwue npasuna oghopmienus ynpagieHUeckKux 00KyMeHmos).

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCheKma Jnexkyuu. M3yuenue mamepuanos
OaHHOU meMbl cledyem HAYyamv ¢ paccMOmMpeHusi mpebo8anuti K OQOopMIeHUI0 DeK8U3UMOS.
Takoce cnedyem usyyums cocmas pexeusumos. [anee HeoOXo0umo pazobpamvcs ¢
NpUMEeHeHUeM U PACnoN0NdCeHUeM Ha OOKYMeHMme PEeK8UUmMos, Onpedeiums ux oouue uepmol u
paznuyus. Kpome mozo, HysxicHo OemanvHo pazobpamvcs ¢ pasiudHblMu 6UOAMU MeKCmda
0oKyMenma: mpagpapemuwviii OOKyMeHm, aHKema, maoauya, O1aHK.

Kniouesvie cnosa: eusa coenacosanus, epugh o3nakomienus, 0ama 0OKyMeHma, 3a201080K

K mexkcmy, UOeHmMupukamop 31eKMPOHHOU KOnuu OOKYMeHmda, UHmepea, NOONUCh, noie
OOKYMEHMA, pecUCmMpayuoHHblll HOMEpP OOKYMEHMA, pe30aoyus, PeKeusum, CmaHOapmHbuli



aucm Oymazu, CColIKAd HA PecUCMPAyUOHHbIIL HOMep U O0amy OOKyMeHnmd, YOOCmosepeHue
0oKymenma, hopmynsap.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums kamezopuanbHblil annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Ilooecomosumuscs kK cemunapy.

3. [loocomosumscs k pabome Ha aekyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONb306AHUS  SA3bIKA 6  0elo8oU  nepenucke (yueOnas  OUCYUnIuHa
«/loxymenmuposanue ynpasneHueckou oesmenvHocmuy, aekyusi Ne2). bvimv comoevim «
00CYIHCOEHUIO IMO20 BONPOCA 8 X0O€ JIeKYUU.

3 «Ocobennocmu cocmaesnenus u 0opmiaeHuUs 0CHOBHBIX 0OKYMEHM 08 YRPAGICHUA).
Pexomenoayuu no cocmasnenuro u 00pabomxe KOHCHEKMa NeKyuu.

Paccmompenue oannoti memvl Heobxooumo Havams ¢ aHaiuza 0cobeHHocmell opuUYUAIbHO-
0€11086020 CMUJIsL NO CPABHEHUIO C X)YO0XHCECMBEHHBIM, NYOTUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32060PHBIM CIIUTIMU SI3bIKA.

Lpu 5mom HyH#CcHO ROOPOOHO U3YUUMD JeKCUHeCcKUe 0COOeHHOCIU 0OKYMeHmMOo8: ynompe.ieHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe peuesblx Kauwe. Tlocie amozo credyem paccmompens
opgoepaguueckue ocobeHHOCmU OOKYMEHMO8. NPUMEHEeHUe NPONUCHBIX OYKE 8 2e02paduyecKux
HA36AHUAX, HAUMEHOBAHUSIX OPCAHUAYUIL.

Kpome moco, Heobxo0umo obpamums 6HumManue Ha opgozpaguieckue 0coOeHHOCMU
OOKYMEHMOB: NpUMEHEHUe NPONUCHBIX OVKE 6 2e0cpaghuueckux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuil. Tax oice credyem GvlACHUMbL Haubolee PACNPOCMPAHEHHble 8 OOKYMEeHmAax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPSIOOK CIL08, CO2LACOBAHUE NOOTIeHCAUE20 U CKA3YeMO2O,
npuyacmuvle u Oeenpuyacmuvle 000pomwl, c108000paA3068AHUSL.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUZM GOPMYIUPOBOK, HEUMPATbHASL IKCHPECCUBHASL
OKPACKA A3bIKA, HEON02U3M, OPUYUATLHO-0eN0801 CUb, NOJHOMA UHDOPMAYUL, CUHOHUMBL,
Masmono2uu, hpazeonocusmbl.

3aoanue ons camocmosmenvHol pabomol.

1. Uzyuums xamezopuanvbHwlii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Iloocomosumvcss k pabome Ha Jnekyuu. Ilosmopums eonpoc: opghocpagpuueckue
ocobeHHoCmU OOKYMeHmos8 (yuebHas oucyuniuna «/JoKymenmuposanue YnpasieHuecKou
oeamenvHocmuy, nekyus Ne3). Boimb 20mogvim K 06CyoHCOeHUI0 21m020 80npoca 8 Xo0e NeKYUu.

4 «Ilpasuna opopmnenus 0OKyMeHM OB NO TUYHOMY COCIABY).

Ilpu usyuenuu OanHOU membl CMYyOeHMAM HeoOXo0UMO pazodbpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpasieHus Ookymenmamu. Ocoboe eHumaHue ciedyem yoeaums
paccmMompenuio npoyeodypbl NPOEKMUPOBAHUs U 6HeOpeHUs OOKYMEeHmHbIX cucmem. Taxoice
crnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMa OOKYMEHMHbIX CUCTEM.
Bonee oemanvno neobxooumo paccmompems cyuyHoCms 00A20CPOYHOU NPOCPAMMbBL 00YYeHUs.
nepcoHana opeaHusayuu 8 o01acmu Ynpasienus OOKYMEHMamu U NpUMeHeHus 00yuarouux
UHCMPYKYUU, BKII0YAS 00YHAIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie cnoea: ayoum ynpagnenus OOKyMeHmMAamu, KOHEEpMAayus, Memooon02us 6HeOpeHUs,
Mucpayus OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCTeMbl, NPOEKMUPOBAaHUe
OOKYMEHMHOU CUCmeMbl, PAcnpeoeleHHoe YNpaeieHue, peyiupylowas cpeod, cmpameus
VApasieHuss OOKYMEHMAMU.

3aoanue ons camocmoamenvHou pabomol.

1. H3yuums kamezopuanbHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Illooecomosumscs k cemunapy.

4. I[Toocomosumscs k pabome na aekyuu. Ilosmopums onpoc. 0o6wjas xapakmepucmura



OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YAPAGIEHUECKOU
OdessimenvHocmuy, nekyus Nod). Boimb 20mosvim K 00CYHCOEeHUI0 SMO020 BONPOCA 8 X00e JeKYUU.

5 «Opzanuzayus 0oKymenmooovopomay,.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKmMa NeKyuu.

B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCNEOY, KOOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpo8aHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIeHYecKoU 0esimeNbHOCUY, «OOKYMEHMONOMOKUY, «O0OKYMEHMO060pom».

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

Kpome moeo, HeobXooumo  ocmanmosumvcsi HA  U3YYEHUU — MeMO008  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOTIA UCHOTHEHUS OOKYMEHMO8, €20 dManam u
MexXHOL02UMU.

Knrwouesvle cnosa: eHympennuti OOKYMeHm, 6X00Awuil OOKYMeHm, OOKYMEeHmoobopom,
OOKYMEeHMONOmoKy,  UHHOPMAYUOHHO-NOUCKOBASL ~ cucmema,  UHOeKcayus  OOKYMeHmda,
UCXo0syull.  OOKyMenm, Kamanoe, 00veM OOKYMEeHmooOopoma, payuoHAIbHOe OUICEHUE
OOKYMEHmMO8,  pecucmpayuoHHO-KOHMPOIbHAL — KApmMouKkd,  pecucmpayus  OOKYyMeHma,
MEXHOIO2ULECKASI CXeMA OBUNCEHUSL OOKYMEHMO8, IKCHeOUYUs.

3adanue onsa camocmoamenvrol pabomol:

1. H3yuums xamezopuanvbHulii annapam.

2. [lopabomams mamepuansl 1eKyuu.

3. Iloocomosumscsi « pabome Ha aekyuu. Iloemopums  6onpoc:  opeanuzayus
0okymenmoobopoma  (yuebnas  oucyuniuna — «JoKymenmuposanue — YNPAaGleH4ecKol
OdessimenvHocmuy, nekyus Ne5). Boimb 20mogvim K 00CYHCOEeHUI0 9MO020 80NPOCa 8 X00e JeKYUU.

6 «OcHosnvle npasuna op2anu3ayuu padomol ¢ OOKyMeHmamu.
Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEeKmMa 1eKYuu.
Paccmompenue Oaunoti memvl HeoOX00UMO Hayamv € U3VYEHUS POAU  UHDOPMAYUOHHO
CNpagounoll pabomsl CiyxHchbl 0eIONPOU3BO0CHBEA OP2AHUZAYUL.
Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, 2Mansvl pazpadomKu, pasoeivl
HoMeHnkamypwioen. Taxoce HeobXo0uMo YACHUMb, KAK OCYUWeCmeIsiemcs meKyujee XpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.
Ymo o3Hauarom «iucm-3amecmumendy, «<Kapmasamecmumenby?
Kpome moeo, cnedyem oxapaxmepuzogams 3KChepmusy YEeHHOCMU OOKYMEHmMOo8, Kpumepuu
OYeHKU OOKYMEHmMOo8, 0poOpMIeHUe ee pe3yIbmamos, pabomy 3KCnepmHol KOMUCCUU.
Takowce cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U3OAHUSA, XPAHEHUs U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMOS. Jlanee HYHCHO U3yuums KaHaibl 603MONCHOU
ymeuKku ungopmayuu u ympamaol O0OKymeHmos. 1 6 3axnrouenue Heooxooumo paccmompens
mpebo8anUs K U320MoGIeHUI0, YYemy, UCNONb308AHUIO U XPAHEHUIO 2epO08bIX OIAHKOS.
Knrouesvie cnosa: akm, deno, 0oneocpounoe xpanernue 0OKYMeHmos, 00CMyn K 0OKYMeHmdam,
KOHMPOb O0elucmeuil, KOHMpOIb MeCMONONI0NCeHUsI OOKYMEHmMA, HOMEHKIamypa Oel, ONUCH,
npuUMepHas HOMeHKIamypa oejl, mexywee XparHenue 0OKYMeHmMos, MUnoeas HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAmypa Oejl, VHUUMOodicenue OOKYMEHMO8, IKCNepmu3a YyeHHOCmu OOKYMEeHmd.
T'epbosbiii bnank, epugh oepanudenusi 00cmyna Kk 0OKyMeHmy, 3auuyeHHbll 00KYMeHmoooopom,
KoMMepyYecKas mauna, KOH@OUOEHYUANbHBIL OOKYMeHM, NPOMBIULIEHHbIN WRUOHANC, VZPO3bl
O0OKYMeHmMaM, YeHHAas UHPHOPMAayusi.
3aoanue ons camocmoamenvHou pabomol.
1. H3yuums kamezopuanvHulil annapam.
2. [lopabomams mamepuanvl 1eKyuu.
3. Illooecomosumscs k cemunapy.

4. Iloocomosumscs k pabome Ha nexkyuu. [loemopums eonpoc: 3Kchepmusa YeHHOCmuU
0oKymenmos (yuedOuas oucyuniuna «JJokymeHmuposanue ynpasieH4eckol O0esamenbHOCuy,



qexyusi No6). Bvimov 20moguim K 00CYHCOEHUIO 2020 BONPOCA 8 X00e TeKYUU.

Ilpumepnvie memul pegpepamos
1 «Teopemuueckue 0CHO8bL 0€J10NPOU3EOOCHEA OP2AHUIAUULL).
Ilposooumcs 6 gpopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL NOHAMUIHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCKYCCULL.
Onpoc no mamepuanam nexyuu 1.
Deonoyuss  OOKymeHma Kak Hocumens uHm@opmayuu. BosHukHoseHue u  passumue
omeyecmeenHo20 oeionpouzsoocmsa: Jlenonpoussoocmeo 6 cpeonue eexka (XI-XV e6s.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzeoocmeo 6 Poccuu (XIX - nauano XX 6s.). T'ocyoapcmeennoe
denonpouszeoocmeo 6 cogemckoe epems. Coepemenroe 0en1onpou3eo0cmeo ¢ PP.
2 «Cospemennoe zocyoapcmeennoe pezyiuposanue 0enonpou3eoocmea ¢ P@y.
3axonodamenvhoe pezynuposanue Oderonpouzsoocmea 6 P®. @Deodepanvuviti 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHONIOUAX U O 3auume uHgpopmayuuy. Pedepanvhblil 3aKOH
«O Kommepueckou matney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccuiickou
@eoepayuuy. Dedepanvuviii  3akon  «O  nepcoHanvuvlx  Oanuwixy. Ilocmanosnenue
npasumenvcmea P® «llpasuna noo2omoexku npasosvix aKkmos GeoepairbHblX O0peaHos
UCNOIHUMENLHOU 8TIACMU U UX 20CYOAPCMEEHHOU PeSUCPAYUU Y.
Hopmamusno-memoouueckoe pecynuposanue oenonpouzgoocmea. 1’ ocyoapcmeennas cucmema
O00KyMeHmayuorHo2o obecneuenus ynpasnenus. Obwue nonogcenus. Obwue mpedosanus K
0oKymenmam u cayxcoam ookymenmayuornozo odvecnevenusn (I'CJHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemvr dokymenmayuu. Yuuguyupoeannas cucmema opeanuzayuoHHO-
pacnopsaoumenvrot doxymenmayuu. I'OCT P 51141-98 Jlenonpouszsodcmeo u apxusroe oeo.
Tepmunsl u onpedenenusi Tunosas uHCMpPYKyus No 0e10NPOU3B00CMEY 8 (PedepalbHbIX OP2aAHAX
ucnonnumenvuou enracmu. IlepeyeHb munosvix ynpasieH4eckux 0OKYMeHmos, 00pa3yiouuxcs 8
0esAmenbHOCMU OP2AHU3AYUL, C YKA3AHUEM CPOKO8 XPAHEHUSL.
3 «Tpebosanus Kk ba1anKam 0OKymMeHmo8 ynpasieHus.
Ilposooumcs 6 gopme cemunapa no 060dbwenuro u yeayoieHuro 3HAHUL C dJeMeHmamu
ouckyccuu. Ilonamue u uowvl 6aankos. Obwuii o1ank. bnank nucoma. brank konkpemnozo euoa
doxymenma. bnanku ons pabomwi ¢ unocmpanuvimu komnanuamu. I epbosuiti onank. Pexsusumoi
onanxa. IlpoodonvHoe pacnonodicenue peksusumos oiamnka. Yznoeoe ¢nazogoe u yeHmposauHoe
PACnonodicenue peksUu3umos O1aHKda.
Buvinonnenue npaxmuueckoeo 3a0auusi no coCmagieHuio y2ilo08020 U NPoOOIbHO20 00pasya
bnanka.
4 «Obuwue npasuna oghopmienusn ynpagieH4ecKux 0OKyMeHnoey.
Ilposooumcs 6 ¢hopme cemunapa no 00600wWeHur0 U YeryONeHur0 3HAHUU  C dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3mnakomcmeo c¢ ogopmnenuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMPOIbHbIX 3A0aHUL
5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,
IIposooumcs 6 ¢ghopme cemunapa no 0606weHur0 U yeryOneHuro 3HAHUU C  dJeMeHmamu
ouckyccuu. 3asenenus, agmoouozpaghuu, pesrome, 1uunsie 0ogepeHHocmu, pacnucku. OcHogHbvie
PpeKeuzumbl, NPABULA COCMAsIeHusi U oopmienus. Boinonnenue konmponvhwix 3a0anuil
6 «Paboma c 0oKymenmamu, co0epiucauiumu KOHQPUOEHUUATbHbIE C6COCHUA).
Ilepeuenv ceedenuil KoHpuoenyuanvnoeo xapakmepa. Illowamue Kommepyeckou mMAUHbL.
Ceeodenus, omuocswyuecs K Kommepuyeckou matine. I[lopsaodox eedeHus 0enonpouzsoocmed
OOKYMEHMO8, CO0ePHCAUUX KOMMEPUECKYI0 MalHy. 3awuma OOKyMeHmos, COO0epHCAuUx
KOMMEPUYECKy0 MaiiHy.



puioxenne 2

OIIeHO‘leIe cpeacrea Jid MpoBEeACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTalluMn

a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLEHOYHbIE CPEJACTBA ISl NIPOBEeHUs MPOMEKYTOYHOM aTTeCTalluu:
CTpyKTypHBIH
PYKTYP [Inanupyembie pe3ynbTaThl
3JIEMEHT OneHoyHbIe CpeaCcCTBa
oOy4eHus
KOMITETCHIINH

OIIK -1 - BJIAJCHUEM HaABbBIKAMHU MOUCKA, aHA/IU3a U UCIIOJbB30BAHUA HOPMATHBHLIX U MPAaBOBLIX TOKYMEHTOB B cBoeil HpO(l)GCCHOHaJILHOﬁ

AesATeJIbHOCTH.
3Hartb - 0cOOEHHOCTHU NIOMCKa, aHanu3a | TeopeTnueckre BOIPOCHI:
Y HUCTIOJIb30BaHHUS HOPMAaTUBHBIX 1. Yro Takoe TOKYMEHT, C KaKO! IEJIbI0 OH MOXET CO3/1aBaThCs?
U IIPaBOBbIX JOKYMEHTOB B 2. KakoBbl 0COOCHHOCTH JICIIOBOTO OOIIEHHS U ITYOTMYHBIX BBICTYIUICHU?
CBOCH npodeccuoHaNbHOMI 3. KakoBbl OCHOBHBIE TPU3HAKU KJIACCU(PUKAIIUU TOKYMEHTOB?
NESITEIbHOCTH. 4. Yto nmoHUMaETCs NOJ TOKYMEHTALMOHHBIM 00€CIIeUeHNEM yIIpaBiIeHUs?
5. B uyem cyrp cranpaptuzanmu U yHHQUKauu gokymMeHToB? Kakue paspabareiBaroTCs
CTaHIapTHI?
6. Yem ornnuaeTcs odpopMiIeHHE PEKBU3UTOB 00IIero O6JaHka oT O1aHka mucbMa?
7. KakoBbl OCHOBHBIE PEKBU3UTHI, UCIIOJIb3YEMbIE AJI1 OPOPMIICHUS TPUKa3a U PACHIOPSKEHHUS.
8. Kaxkue popmbl IpOTOKOIOB MOXKHO HCIIOJIb30BaTh B YIIPABICHUECKOM JAEITEIbHOCTH, B UEM UX
oTInyue?
YMeTh - WCKaTh, aHanmu3upoBaTh | | KomruiekT TecToBbIX 3amanuii: Nel

WCIIOJIb30BaTh HOPMATHBHBIC U
IIPAaBOBBIE JOKYMEHTBI B CBOEH
npodeccnoHanbHOM
JeATEIbHOCTH.

1. ®opmymsap — ato:

a) OocHOBHasg (opma JOKyMEHTa,
roCyJ1apcTBe;

0) 0co00 BbIIETaHHAs KOXa JKWBOTHBIX, NIPUMEHSBINASCS B KaueCTBE OCHOBHOTO MaTepuaia Jyis
nuceMa B J[peBHEPYCCKOM rocyaapcTBe;

B) CaMOCTOSITETILHOE TOApa3IeNICHHEe, OCYIIECTBISIONIEE AT0MPON3BOICTBEHHYIO IEATEIEHOCTS;

T) TUTNIOBas ycTouuBas ¢hopma (00paselr) OTIeIbHBIX HanOoee pacpOCTPAHEHHBIX JOKYMEHTOB.

2. YcraHOBIIEHHE €MHOO0pas3wsi cocTaBa M (pOpM YIpaBICHYECKHX JTOKYMEHTOB, CO3/IaBAEMbBIX IMPH
pEIIeHNUN OJTHOTHUITHBIX YIIPABICHUECKUX (YHKITHIA:

a) yHUpUKaLus;

0) cepTuduranus;

B) KOJIUPOBAHMUE;

I') JOKYMEHTHPOBaHHE.

¢ukcupyomas mpaBoBble OTHOUIEHHS B JlpeBHEpycCKOM




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

3. OO0s3aTenbHBIM YCIOBUEM JIJISl BKJIIOYCHUS WHPOPMAIUMU B WHPOPMAIMOHHBIC PECYPCHI,
OCYIIECTBIISIEMOTO B IMOPSIIKE, YCTAHABIUBAEMOM OpPraHaMu TOCYJapCTBEHHOM BIIACTH, SIBISICTCS €€:
a) CTaHJIapTH3AIHS,

0) 3amura;

B) IOKyMEHTHPOBAHUE;

T') BBIKYI TOCYJapPCTBOM Y YaCTHBIX JIHII.

4. CpencTBOM yCTpaHEHUS «OyMaKHOTO OyMay SIBIISICTCS:

a) KOMITBIOTEPHU3AIHS JIeTIONPON3BO/ICTBA;

0) yHuduKanus J10KyMEHTOB;

B) KJaccu(UKaIus JOKYMEHTOB;

') IPUMEHEHHUE Pa3HOCTOPOHHEH OPIrTEeXHUKU

5. Kakuie peKBH3HUTHI JOKYMEHTOB MTUIITYTCS, KaK MIPABHUIIO, OT PYKH:

a) BU3a,

0) pe3otonus;

B) MTOATHCE;

T) ajgpecar.

6. K kakuM pekBU3UTaM OTHOCSTCS CIOBA:

a) «BepHo» A)
0) «/Ins cmy>xe6HOTO MONIB30BaHUS» b)
B) «3ameyaHus npuiaraioTcs» B)
r) «[letpoB M.K. 924-76-40» I')
7. PEKBU3UT «IOJNKCH)» HA Pa3HBIX JOKYMEHTAX BKJIIOYACT:

a) TMYHYIO POCIUCH aBTOPA TOKYMEHTA;

0) JINYHYIO POCTIUCH PYKOBOAUTEINS U €€ PACIIU(POBKY:;

B) yKa3aHUE JIOJDKHOCTH, JIMYHYIO POCITHCH PYKOBOIMTENS U €€ pacinu(poBKY;

T') yKa3aHue JOKHOCTH, HAMMEHOBAHHE OpTraHU3aIluu, TUYHYIO POCITUCH PYKOBOIUTEINS,
ee pacmudpoBKy.

Bnanets

- HaBBIKAMU IIOWCKA, aHAIIN3a U
HCIIOJIb30BaHUs] HOPMATUBHBIX U
IIPAaBOBBIX JTOKYMEHTOB B CBOEH

[IpakTrueckue 3aanHus:
Kpoccsopn 1.
I1o ropuzonTanu: 1) 3anuchk nHGOpPMaIIMU HA PAa3INYHBIX HOCUTEJSX MO YCTAHOBJIEHHBIM MPaBUJIAM;




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

IIIEMEHT O1LieHOYHBIC CPENICTBA
oOyueHus
KOMITCTCHIHH
npodecCHOHATbHOM 2) YyCTaHOBICHHE KOJHYECTBA W COCTaBa JOKYMEHTOB B COUHMIAX ydeTa U  (QHUKCAIHS
JeSITeIIbHOCTH. MPUHAJICKHOCTH KaXKI0W CUHMIIBI y4eTa K ONPEACICHHOMY KOMILICKCY M OOIIEeMYy MX KOJUYECTBY

B YYETHBIX JOKYMEHTax; 3) y4eTHbIH JOKYMEHT, COAEp)Kalluii Ha3BaHHE, CBEJCHUS O KOJHYECTBE,
COCTaBe JIOKYMEHTOB (pOHJa M MECTE €ro XpaHEeHHs, MpeIHa3HAuYCHHBIH Ui LEHTPATU30BAHHOTO
ydeTa JIOKyMEHTOB; 4) mnepedyeHb OQUIMAIbHBIX HAUMEHOBAHUM XpaHALIMXCS, BBIOBIBIIMX U
MOCTYMAIOUINX AapXUBHBIX (OHAOB B TMOPSAKE BO3PACTAHHS NPUCBOCHHBIX KM HOMEpOB; 5)
IIPEYyCMOTPEHHbIE HOPMATHUBHBIMU  JTOKYMEHTAaMH YCJIOBMSI HCIIOJI30BAHHUS apXUBHBIX W
KOH(HIESHIINATBHBIX TOKYMEHTOB; 6) nudpoBoe w/min OyKBEHHO-IM(PpoBOoe 0003HAUCHHE JeNia B
HOMEHKJIAType [eJl OpraHu3alliyd, HAHOCUMOE Ha ero OOJIOKKY; 7) CBOMCTBa JIOKYMEHTa,
00yc1aBIUBAIOIINE €r0 KyJIbTYpHOE, HAYYHOE U T.II. 3HAYEHUE; §) BOCCTAHOBJICHHE I1€PBOHAYAIbHBIX
Wi OMU3KUX K MEpBOHAYAJIBHBIM CBOMCTB M BHEIIHMX IPU3HAKOB APXUBHOI'O JIOKYMEHTAa,
[IOJIBEPIILIErocsl MOBPEXKICHUIO WIHM pa3pyLIeHHIo; 9) cpencTBO THUPaXUpOBaHUS JOKYMEHTOB; 10)
YUETHBIA TOKYMEHT, COAEPKalUil NEpEeYeHb JOKYMEHTOB JIe/la C YKa3aHHEM IOPSIAKOBBIX HOMEPOB
JOKYMEHTOB, WX WHJICKCOB, Ha3BaHWH, JaT, HOMEpOB JHcTOB; |1) mpuMeHeHune wuHpoOpMaAIUU
JIOKYMEHTOB B KYJBTYPHBIX, HAYUHBIX WU T.I. LEIAX, @ TaKKe s 00eCreueHHsl 3aKOHHBIX IpaB U
HWHTEPECOB TpaxjaaH; 12) cnpaBOYHUK, B KOTOPOM HH(pOpMAIus O JTOKyMEHTax pacIoJIO)KEHa B
COOTBETCTBUM C BHIOpAHHOM cXeMoi kiaccudukanuu; 13) T0KyMEHT, MOJTHOCTBIO BOCIPOU3BOISAIINN
MH(}OPMALIHIO MOAJIMHHOTO IOKYMEHTA U BCE €r0 BHEIIHUE IPU3HAKU WM YacTh UX, HO HE HMEIOLIUI
IOpUINYecKOl cuibl; 14) n3MeHeHrne nepBOHAYaIbHBIX (PU3UKO-XUMUYECKHUX CBOMCTB JJOKYMEHTA MO
BO3JICICTBUEM BHEIIHUX M BHYTPEHHUX (akTopoB; 15) mepBbli WIM €AUHUYHBIM HSK3EMILIp
ounmaneHOro NOKyMeHTa; 16) ropuandeckoe win (pu3MyYecKoe JHIO, B JESITEIbHOCTH KOTOPOTO
oOpa3zyercs JOKyMeHTalbHbIN (oHJT; 17) cpeacTBO XpaHEHHs TOKYMEHTOB.




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa
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[lo BepTukanu: 1) ABUKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTA UX CO3/IaHUS WM MOTY4YEHHUS
710 3aBEpILICHMs HUCIOJHEHUS WM OTNpaBiieHUs; 18) 3amuch y4YETHBIX JAaHHBIX O JOKYMEHTE 110
yCTaHOBJICHHOU ¢opme, ukcupyromas (pakT ero co3laHus, OTIPaBIEHUS WM moiydeHus; 19)
JOKYMEHT WM COBOKYIIHOCTH JIOKYMEHTOB, OTHOCSALIMXCA K OJHOMY BOIIPOCY WM YYacTKy
NESATETPHOCTH W TOMENIEHHBIX B OT/ACNIBbHYI0 O00J0Ky; 20) opraHuzaiusi WId CTPYKTypHOE
MO/IPA3JEIIEHNE, OCYIIECTBIAIOIIEE JJIMTEIBHOE WIM TOCTOSIHHOE XPAaHEHHWE OKOHUYEHHBIX
JIOKYMEHTOB C LIEJIbI0 UX HCHOJIb30BaHMs; 21) cpeacTBO KacCOBOM OPrTEXHUKH; 22) KOMHUS YacTH
TEeKCTa JOKyMEHTa, O(QOpMIIeHHas B YCTaHOBJICHHOM Hopsjake; 23) CpeacTBO H3TOTOBJICHUS
M300pa3UTENbHBIX JOKYMEHTOB; 24) crneuuasbHO OOOpYIOBAaHHOE IIOMELIECHUE Il XpaHEHHs
ApXMBHBIX JOKYMEHTOB; 25) TMOBTOPHBIM JK3EMIUIAp MOMJIMHHMKA JOKYMEHTa, HMEIOIINN
IOPUJIMYECKYIO CHITy; 26) (U3HUYECKOe WM IOPUAMYECKOE JIUI0, CO3/JaBilee TOKyMeHT; 27)
o(ULMaNBbHBIA TOKYMEHT, UMEIOIINN IOPUANYECKYIO CUITY U COoJepKallluii HHPOPMAIIHIO O ITpeaMeTe
3amnpoca, ¢ yKa3aHUEM MOMCKOBBIX JaHHBIX JOKYMEHTOB; 28) 0TOOp TOKYMEHTOB Ha XpaHEHUE WM K
YHUUTOKEHUIO, a TAK)KE YCTAHOBJIEHUE CPOKOB UX XPaHEHUs HA OCHOBE IIPUHATHIX KPUTEPUEB.




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

IIK — 8 — Bi1ajeHeM HABBIKAMH JIOKYMEHTAJBHOI0 0()OPMJIEHUS pellleHNil B YNPaBJIeHHH ONePAIMOHHON (MPOM3BOACTBEHHOI) 1esITeIbHOCTH
M BHEJPEHNH TEXHOJOTHYeCKMX, MPOAYKTOBbIX MHHOBAIUI WM OPraHU3alMOHHBIX H3MEHEHUIA.

OpPraHu3auMu I

3HaTh

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

TeopeTnueckre BOIIPOCHL:

1. UYro Takoe cXeMbl JOKyMEHTOO00pOTa, 3a4€M OHU HYKHBI?

2. C kakoll 1enpl0 pa3pabaThIBAIOTCS WHCTPYKIMH IO JIEOMPOM3BOACTBY, YTO B HHX
HEOOX0IUMO MPENYCMOTPETh?

3. VYKaXuTe TEXHOJOTMYECKYI0 IOCIEI0BAaTEIbHOCTh 3TalloB  pabOThl €  BXOASIIUMU
JOKYMEHTaMH.

4. KakoBa nocnenoBareiabHOCTh onepanuii npu padoTe ¢ BHyTPEHHUMU TOKyMEHTaMu ?

5. C kaxoil 1enp0 NMpoBOAUTCS (OPMUPOBAHUE JEJ, KaKUe MPH 3TOM HEOOXOAMMO COOJIIOAATh
TpeOoBaHUs?

6. Uro Takoe HOMEHKIATypa Jejl, ¢ Kakod I1IeJbl0 pa3padaTbIBaOTCS TUIOBbIE HOMEHKIATYPbI
nen?

YMmeTs

- OCYILIECTBIISATh
JOKYMEHTalbHOE oopmiieHue
pelleHHi B yIpaBlIeHUH
ONepauvoOHHON
(IpON3BOACTBEHHON)
JeSITeTbHOCTH OPTaHU3aIUi 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 MaKCHMAJILHO BO3MOXXHON MH(OPMAITUH;

0) IPUMEHEHHE CIIOB «MbI BBITIOJTHUMY, «S CHACIAI0N;




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

OIICHUBATh 3¢ PeKTUBHOCTH
YIPABICHYECKUX PELIEHUN.

B) OTPAaHUYEHHOCTh B IPUMEHEHUH S3bIKOBBIX CPE/ICTB;

I') IPUMEHEHNE YETKUX OTBETOB «J1a», «HET».

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 OrpaHMYEHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) IIpe0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMALINK;

I') yHU(UKALUS TOKYMEHTA.

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 IPEAOTBPAIaTh HECAHKIIMOHUPOBAHHbIE
JOCTYT K JIOKYMEHTaM, UX YHHUYTO)XKCHUE, N3MEHEHHE WA NIepEeMEIIeHIs 03HAYaeT ee:
a) HaJIGKHOCTD;

0) >ddexTuBHOCTS;

B) LI€JIOCTHOCTb;

I') KOMIUIEKCHOCTB.8. MeTo107I0T sl TPOEKTUPOBAHUS U BHEJIPEHUS TOKYMEHTHBIX CUCTEM BKJIHOYAET:
a) aHaJIU3 JETIOBOH NIEATETFHOCTH OpraHU3aIlny;

0) OLIEHKY CYIIECTBYIOIINX IOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OIIEHKY, KOPPEKTHPYIOIINE EHCTBHUS;

I') IpeKpalieHe MPUMEHEHNS JOKYMEHTHBIX CUCTEM.

9. O6bexkTaMM YHU(PUKALMK U CTAHJAPTU3ALUU B YIIPABICHUECKOH JeATeIbHOCTU
SIBJISTIOTCSI:




CTpyKTypHBIii
DJIEMEHT

[Tnanupyemble pe3ynbTaThl

OneHouHble CpeacTBa

KOMIIETCHIIMH obyuenus
a) TepMUHBI, UCIIOJIb3YyEMBbIE IIPU PaboOTeE C yrpaBieHYeCKOo HHpOopMaIei;
0) opraHu3aIOHHBIE CTPYKTYPBI OPTaHU3ANH, YUPEKICHUH U TPEATNPUITUL;
B) yIpaBJICHUECKUE (QYHKIIUH;
I') yIpaBjIeHYeCKasl JOKYMEHTAIHSL.
Bnagers - HaBBIKAMM JOKyMeHTaJIbHOTO | [IpakTnyeckue 3ananus:

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

Kpoccropa Ne 2.
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[lo ropusoHTanmu: 1) HOPMATUBHBIN JOKYMEHT, COAEpXalluid CHCTEMaTU3UPOBAHHBIN IEpedYeHb
CTPYNIIMPOBAHHBIX HAUMEHOBAaHUN OOBEKTOB M MPUCBOEHHBIE UM KOJIbl; 2) HOPMATUBHBIA JOKYMEHT,
3aKpETUISIONUI  YHU(QHUKAIUIO JIeJO0NPOU3BOJCTBA; 3) (ukcanuss Ha MaTepUaJbHOM HOCHUTENE
uHbOpMallUd C PEKBU3UTAMH, IMO3BOJSIOINIMMU €€ WICHTU(UIMpPOBaTh; 4) yCTaHOBJIEHHE
eanHooOpa3uss coctaBa M (OpM YIPaBICHUECKUX JIOKYMEHTOB, CO3[aBa€MbIX IpU PEUICHUU
OJHOTUIHBIX YIpaBieHYecKHX (yHkOMiA; 5) uHPOpManus, (UKCUpOBaHHAs Ha KaKOM-JIHOO
MaTepUaJIbHOM HOCHUTEIIE.

Ilo Beprukamu: 1) mudpoBoe obOo03HadeHHe GOPM JTOKYMEHTOB B XOJ€ COCTaBJICHHUS
kinaccudukaropo  uHbopmaruu; 6) 1mdpoBoe  0003HAUECHME, SIBISIONMICECS  DJIEMEHTOM
UACHTUDUKAIIMM OOBEKTOB B XOJA€ MX Kilaccuukauuu; 7) MEXKIyHapOIHBIA JIOrOBOp IO
OTpe/ieIEeHHOMY BOIpPOCY; 8) OpraHu3allds WIM CTPYKTYpHOE MOJpa3JelieHne, OCYIECTBISIoNee
JIOJITOBPEMEHHOE WJIM ITOCTOSIHHOE XPAHEHUE OKOHUEHHBIX J1€J1; 9) BHECEHUE JIOJDKHOCTHBIM JIMLIOM B




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  uHQopmamuu ol Yro noHUMaeTcs MoJ| SKCIEPTU30M IEHHOCTH JJOKyMeHTa?

(YHKIIMOHUPOBAaHUH CHCTEMBI|2 Kakwne kxpuTepun UCTIONB3YIOTCS IPU OLIEHKE TOKYMEHTOB?

BHYTPEHHETO JJOKYMEHT0000pOoTa3. Kak ocymectBisercs npuem-nepeaada Jaei B apXus?

OpraHu3aluy, BEJICHUS 6a34. UYro Takoe KOH(UACHIUATBEHBINA JOKyMEHT?

TTAHHBIX o Pa3INYHBIMPD Kakue ocHOBHBIE YTpO3bl BO3HUKAIOT MPU paboTe ¢ KOHPHUISHIIMATbHBIMU JOKYMEHTaMU?
nmokazaressiMm u  (popMupoBaHHSD VYkaxuTe 0COOEHHOCTH BEIEHHUS JAEIONPOU3BOJCTBA, 00ECIEUUBAIOIIEIO YUET U COXPAHHOCTh

KOH(pHICHINATHHONH HHGOPMALIMH U JJOKYMEHTOB.
7. UTo moHMMaeTcs MO/ 3allMIIEeHHBIM JTOKYMEHTOOOOPOTOM, 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 CIEAYIONIHE 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.




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 3amanuii: 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 citydae 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(PUIMAIbHBIM 3aMEHUTENIEM TEpPMUHA W HUX INPUMEHEHUE B
NMOKYMEHTaX HEJIOMYCTHMO, — 3TO:

a) IpoeCCHOHATIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

') HIApOHHUMBI.

4. 3aKOHYEHHBIN B CMBICIIOBOM OTHOIIEHUHU OTPE30K TEKCTa, TO3BOJISIONINI YCTaHOBUTH
BHaYCHHE BXOJSIIETO B HETO CJI0BA MK (pa3bl — 3TO:

Q) aHHOTAIIMS;

0) pedepar;




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, OTPAXKAIOIIUE 1eATEIbHOCTh OPraHU3alHH.
6. IlonuTrka yrpaBieHust JOKYMEHTaMU OpTraHU3aIH TO3BOJISET:

a) NOBbIIATH 3()(HEKTUBHOCTD AEATEIBHOCTH OPraHU3aluu;

0) coOnroaaTh TpeOOBaHUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;
B) U30€XaTh PUCKOB NPEANPUHUMATENBCKON NeSATEIbHOCTH, CBI3aHHBIX 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. VYkaxxute 0CHOBHBIE TPeOOBaHUS K OPOPMIICHHIO JEIOBOTO MTUCHMA.

2. Kakme kommiekcel JOKYMEHTAallMM BKJIIO4aeT B cebd  KaapoBas
TOKyMEHTAI[MOHHAs cUcTemMa?

3. B yem ocobenHoCcTH 0(hopMIIeHHSI TPUKA30B IO TUYHOMY COCTaBY?

4. UTto moHMMAaETCs MOJT OpraHu3aIeil Jo0KyMeHTo000poTa?

5. Kakyto nndopmaruio conepkuT HoMEHKIarypa aen?

UH(POPMALIMOHHO-

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




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

naTy JTOKYMEHTa;

r) rpud yTBepkIeHUs U nedath.3. Ecnu opranu3zamnus moJBe0MCTBEHHA OJTHOBPEMEHHO HECKOJIBKUM
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 BBILLECTOALIAS] OPTaHU3alMsL.
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 pa3zpaboTKu IporpamMm yIpaBiIeHHUs JOKYMEHTaMU OTHOCHUTCS:

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

0) ornpeieNieHre MPaBUil CO3AaHUsI METaJaHHBIX O IOKYMEHTaX;

B) obecrieueHne XpaHeHus! TOKYMEHTOB B 0€30MacHOM 1 3aIMIIEHHON cpee;

') onpesiesieHne BO3MOKHOCTEN MOBBILIEHUS YPPEKTUBHOCTU pabOThl OpraHU3aI|H
B PE3yJIbTAaTe KAUECTBEHHOT'O YIIPABJICHUS JOKYMEHTaMHU.

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

a) BCEX COTPYIHUKOB OPTaHU3alNU 3a ;

0) CUCTEMHBIX aJIMUHUCTPATOPOB 32 ;

B) PYKOBOJICTBA OpraHH3aIiy 3a ;




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
oOyueHus

OneHouHble CpeacTBa

') cekpeTapen 3a .
3. Ecnmm 1oxkyMeHT sBiseTcs TEM, YeM JOJDKeH OBITh; CO3JaH MM OTIPABIICH JIMIIOM,
[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) MPOCKTHPOBAHUE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, PaOOTAIOIINX C JIOKYMEHTAMU;

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOLIEH cpee;

') KOHBEPTAIIMIO JIOKYMEHTOB B HOBBIE JOKYMEHTHBIE CUCTEMBI, (pOpMaThI.




0) Ilopsimoxk npoBedeHHS] TPOMEKYTOUHOH AaTTeCTAllMU, MOKa3aTeJM W KPUTepPUHU
OLICHUBAHUS:

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenxu (6 coomeemcmeuu ¢ popmupyemvimu KOMNEMeHYUAMU U NIAHUPYeMbIMU
pesyremamamu 06yuenus):
OrneHKa «3a4TE€HO» BBICTABIISETCS CTYACHTY, KOTOPBIi
- IPOYHO YCBOWJI IIPEAYCMOTPEHHBIN POrPaMMHBINA MaTepUall;
- IPaBUJIbHO, APTYMEHTUPOBAHO OTBETHJI Ha BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJl TITy0OKHEe CHCTEMaTU3UPOBAHHBIC 3HAHUS, BIaJIeeT IPUEMaMH PacCyKICHUS U
COIIOCTAaBJISIET MaTepHall U3 pa3HbIX HCTOYHUKOB: TEOPUIO CBA3BIBAET C MPAKTUKOM, JPyrUMU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB
- 6€3 oImMOOK BBIIOJIHUI IPAKTHUECKOE 3aJaHHUE.
OneHka «He 3a4TEHO» BBICTABIISETCS CTYAEHTY, KOTOPbIi He crpaBuiics ¢ 50% Bonpocos u
3aJ]JaHUi, B OTBETAX Ha JIPYrue BONPOCHI JOMYCTUII CyllecTBEHHbIe omKOKH. LlenocTHOrO
NPECTAaBICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, ATanax pa3BUTUS KyJIbTYPHl Y CTY/ICHTA HET.

Ipuio:xkenue 3
Memoouueckue pekomenoayuu 011 nOO20MOGKU K 3a4emy
1. [TonrotoBKa K 3a4eTy 3aKII0YAETCs B U3YUYCHUH TIIATEIHHON IPOPAOOTKE CTYACHTOM
y4eOHOro MaTrepuasia JUCIHUILUIUHBI C YYETOM YUYEOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHITHH,
CTPYNIHUPOBAHHOM B BUJI€ KOHTPOJBHBIX BOIIPOCOB.
2. 3a4eT 1no Kypcy NpoOBOAUTCS B BUJIE TECTUPOBAHMUS.
3. KauecTBeHHOM MOArOTOBKOM K 3a4€TY SIBJIAETCS:
—TIOJTHOE 3HAHUE BCETO YU4eOHOro MaTepHala mo Kypcy;
—CBOOOJIHOE OTIEPUPOBAHKE MATEPUATIOM;
—JI€MOHCTpAIMs 3HAaHUH JTOTIOJTHUTEIILHOTO MaTepuaa,;
—4€TKHUE NPABWIbHBIE OTBETHI B 33JaHUSX.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHATHS, IPUMEHSEMBIC B JISIIOMTPOU3BOJICTRE.

2. PexBu3uthl TokyMeHTOB. Kakvie BUIbI OJIaHKOB B (DOPMATHI IOKYMEHTA TPUMCHSIFOTCS B
YUpEKIACHUSAX ?

3. Cocras o0uiero 0y1aHka.

4. PexBu3uThI B cOcTaBe OJaHKa MUchMa. Yem oTinuaercs oOmui OJIaHK OT OJIaHKa s
michMa?

5. PexBu3uTH B cocTaBe OIaHKa BUA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxue TpeGoBaHMs MPEABABISAIOTCS K TOKyMEHTaM?

8. Ha3znaueHue M cOCTaB OPTaHU3AIMOHHO-TIPABOBOM JJOKYMEHTAITUU

9. HaznaueHue M cOCTaB pacHoOPSIUTENLHON TOKyMEHTAIlUU

10. Haznauenue u coctaB HH(YOPMAIIMOHHO-CITPABOYHOW JOKYMEHTAITUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBU3HTA «CIIPABOYHBIC JaHHBIC 00 OpTaHU3AITUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

14. CocTaBHbIC YaCTHU PETHCTPAIMOHHOTO HOMEPA JIOKYMEHTA U TTOPSJIOK €T0 MPOCTaBICHUS

15. Tlopsimok agpecoBaHus JOKYMEHTA.

16. Kakumu cnoco6amu oopMIisieTcs yTBEpKICHHE TOKyMeHTa?

17. Kakue TpeOoBaHMs MPEIBSBISIOTCS K 3arOJIOBKY?

18. Tlopsimox odopmiteHUs IPUITOKEHUN K TOKYMEHTY

19. Mopsitox oopMIICHUS PEKBU3HTOB «ITOJIMKCH» H «OTMETKA O 3aBEPCHHUH KON



20.
21.
22.

23.
24.

25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.

Kak odopmisiercs coriiacoBanue 10KyMmeHTa?

[Topsimok npocTaBieHus Ha TOKYMEHTax revyarei

[lepeuncnure OTMETKH, IPOCTABISEMBIC Ha BXOSIIEM TJOKYMEHTE, YKAKUTE MOPSAOK UX
odopmIIeHHUS.

OTansl NOATOTOBKU JTOKYMEHTA.

OO6ume TpeboBaHus K TEKCTy JokyMeHTa. Kak oopmisiercs B TEKCTe CCbUIKA Ha
JpYroi J1OKyMEHT?

Bupl opraHu3aiiioHHbIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHUS U O(hOPMIICHHUS.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH MX COCTABICHHS U O()OPMIICHUSI.
B uem ocoOeHHOCTH cocTaBieHus: 1 0(OopMIIeHUs TPOTOKOIa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO JOKIAJHBIX 3aIIHCOK

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO OOBSICHUTEIBHBIX 3aITUCOK

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK

TpeboBaHMs K COCTaBICHUIO U O(POPMIICHHUIO CITY>KEOHBIX TTHCEM

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TeNerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yro nmoHuMaeTcs noJi 00beMoM JOKYMEHTOO00pOTa, TOYEMY OH yBEIHMUUBACTCS?

Yto BXOIUT B MOHATHE JOKYMEHTOOOOpOTa?

OpraHu3alnroHHbIe JOKYMEHTBI, ONPEIEISIIOIIUE TOPAI0K IBUKEHUS TOKYMEHTOB B
opranu3zanuu (pupme)

TpeboBaHus K OpraHU3alyy NpUeMa U MEPBUYHON 00pabOTKU JOKYMEHTOB

3Ha4YeHNe MPEABAPUTEIHHOTO IIPOCMOTPA U PACHIPEACTICHHS MOCTYNUBIINX JOKYMEHTOB
ITpaBuia 00pabOTKM UCXOAALINX JOKYMEHTOB.



