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JIner axryanmnaawin padoueit nporpammn

Paboqas nporpasma nepecmorpena, obeyxena i onobpena jum peamusamm 8 2020 - 2021
YUeGHOM rojy Ha 3acenannin xadeaps [ 0cy1apCTBEHHOTO MYHHIHIATBHOFO YOPERACHHA B
VIPABICHISA IEPCORAIOM '
[porokon or «31» asrycra 2920 r. No |
3an. kadenpoi H.P. Bansincxan
/
{

~

Pabouas nporpavma nepecsmorpena, obeyiaena i ooGpena a1s peanwsai s 2021 - 2022
yueGHOM roay Ha saceasnun kadeaput  [ocyapersentoro MYHHUHORNLHOIO YTIPaBICHNA o
YIPUBACHHS TIEPCOHATOM

Iporokonor 20 1. N
3as, kadeapoi H.P. Basncexan

Pabouns nporpavsa nepecwmotpena, obeymaena u oaobpera s peanusaunn 8 2022 - 2023
YueGHOM roy Ha sacenanmn kadeapst [0CyABPCTBEHHOTO MyHHURNATLHOTD YIPABNCHHA B
YOPERIEHHS NCPCOHATOM

Mpotoxonor 20 r. N
3as. kadeapoit H.P. Baauuexas

PaBouas nporpavaa nepecMorpens, odeyraena i oavbpesa s peanusanuy s 2023 - 2024
yieGHOM rojy Ha suceaanin kadeapsi  [0cy1apeTsensoro My HIHBAILHOTO YIpaBIenus
YTPARTEHHA EPCOHLTOM

[lporokonor 20 r. N __
3an. kadenpoit H.P. Bubmicxas

Pabouas nporpavma nepecmotpena, oficyaiena i onobpena s peansanmn B 2024 - 2023
yuetuonm rozty wa saceaamin kadeapul  [ocy AapcTBENHOO MyHRUNIATLHOIO YIPARICHIA
YIPABJICHHA NCPCOHLIOM

flpo*roxon or 20 N

Jan, kadeapoii H.-P. Banuusckas




1 eniu ocBOCHUS IMCIHUIIJIMHBI (MOYJIs1)

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

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

JucnunnuHa  JIOKyMEHTUPOBAaHME  YIPABICHYECKOW  JEATEIBHOCTH  BXOIAUT B
BApUATUBHYIO YaCTh Y4eOHOTO M1aHa 00pa30BaTeIbHOM IPOrPaMMBI.

JUia  u3ydeHus  AMCLUMIUIMHBI  HEOOXOAMMBI  3HaHUS  (YMEHHUS,  BJaJEHUs),
c(OpMUPOBAHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUILINH/ IPAKTUK:

WNudpopmaruka

3HaHus (YMEHMs, BJIaJIHUs), OJyYEHHbIE IPU U3Y4YEHUU AAHHOW JUCLMIUIUHBI OyayT
HE0OXO0IUMBI JJ1s1 U3YyUEHUS] AUCIUILIINH/TIPAKTHK:

VYrpaBneH4yeckre permeHus

[IpoekTHas nesTeTbHOCTh

3 Komnerenuun o0yuaruierocsi, opMupyemMbie B pe3yJibTaTe 0CBOCHHS

AUCHMILIMHBI (MOAYJISA) U INIAHUPYeMbIe pe3y/ibTaThbl 00y4eHHUs

B pe3ynbrate 0ocBOEHUS TUCUMIUIMHBI (MOAYIs) «J{OKyMEHTHpOBaHHE YIpPaBIEHUYECKON
NeATeNbHOCTH» 00yJaroIUIiCs AOKEH 001a1aTh CIICAYIOIMMH KOMIIETCHIIUSAMU:

CtpyKTypHBIU [Tnanupyemble pe3yabTaThl 00yICHHS
JJIEMEHT
KOMITETEHITHI

OIIK-4  crmocoOHOCTHIO HAXOUTh OPraHU3AIMOHHO-YIIPABIECHYSCKHE PEIICHUS B
npodeccuoHalbHOM JIeATENBHOCTH U TOTOBHOCTh HECTH 332 HUX OTBETCTBEHHOCTD

3HaTh OCHOBHBIE COCTABIISIFOIINE U TAITBI TOJATOTOBKU IOKYMEHTAIIUH, TJIaBHBIC
TpeOOBaHUS K BEICHUIO JIOKYMEHTAIIUU

crocoObI A3 HEKTUBHOTO AETOBOTO OOIIEHHUS, TyOJUYHBIX BBICTYIIJICHUH,
IIEPErOBOPOB, MTPOBE/ICHUS COBEIAHUH, JETOBOH MEPEITUCKH, JICIIOBOTO
OOIICHUS, 3JICKTPOHHOW KOMMYHHKAIIMUA OCHOBBI JISJIOBOTO OOIICHUS
crocoObI U cpe/icTBa HH(POPMAIIOHHOTO BO3ICHCTBHS

OCHOBHBIC ITOHSTHS U COBPEMEHHBIC IPUHIIUAIIBI PA0OTHI C JICTIOBOM
UH(pOpMaIKeH, a TAaKKe UMETh IPEACTaBICHUE O KOPIOPATUBHBIX
UH(POPMAIMOHHBIX CUCTEMAaX U 0a3ax TaHHBIX

OCHOBHBIE MPUHIUITBI OPTaHU3AINH JEIONPOU3BOICTBA U
JOKYMEHTO00OpOTa B OpraHax roCcyJapCTBEHHON M MyHHIIUITATEHOM
BJIACTH

pa3MyYHbIe CTPATeTUH MPEACTABICHUS PE3YIbTATOB CBOEH pabOThI s
JPYTUX CIEIMATUCTOB.




YMmeTn

aHAJIN3UPOBATh KOMMYHUKAaTUBHBIE POLIECCH] B OPraHU3aluy U
pa3pabaThiBaTh MPEUIOKECHHS 0 MOBBIMICHUIO WX 3()(HEKTUBHOCTH
JIOTUYECKH BEPHO, apTyMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO U
MIMCBMEHHYIO PEYb

HOJIIEP’KUBATH MPO(PECCHOHATBHYI0 KOMMYHHKAITHIO, OCYIIECTBIISATh
yOJIMYHBIE BBICTYIUICHUS

aHAJIM3UPOBATH JIOTUYECKYIO CTPYKTYPY U ONPEIEIATh CTENEHb
apryMEeHTHPOBAHHOCTH MMMCbMEHHOM U YCTHOM peuH, co3aBaTh pa3In4HbIE
THUIIBI TEKCTOB YCTHOW, NHCbMEHHOW, BUPTYaJIbHON U CMEIIAHHOMN
KOMMYHHKAI[MN Ha PYCCKOM $SI3bIKE B Pa3IMUHBIX JKaHpaX yIpaBiIeHUECKON
KOMMYHHMKAIUH (TyOIMYHBIX BBICTYIUIEHUSX, IEPErOBOPAX, COBEIIAHUSAX,
JIEJIOBOI MEPENHCKH )

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

Bnazets

KOMMYHHMKAI[MOHHBIMU HaBbIKAMU
HaBbIKaMU COCTaBJICHUS, yueTa, XpPaHEeHHUs, 3allUThl, Iepeadu CiIyKeOHOo I
JOKYMEHTAIlMU B COOTBETCTBHUU C TPEOOBaHUSIMH TIOKyMEHTOOOOpOTa
HaBbIKaMU cbopa, 00paboTku HHGOPMALIUU U TOKYMEHTAllMOHHOM
o0ecreyeHny ToCy/IapCTBEHHBIX OPTraHOB BJIACTH, OPTaHOB BJIACTH
cyobexToB PD, opranoB MCY u opranusanuii makeroM o(pHucHbIX
Iporpamm Juis paboTsl ¢ 1€10BOM HHpOpMaLUel U OCHOBAMH CETEBBIX
TEXHOJIOT U

METOJJaMH BEJICHUs TIEPETOBOPOB

HaBBIKOM (POPMYJIMPOBAHUSA 1I€JIeH U 33/1a4 K MyOIMYHOMY BBICTYIICHHIO
HaBbIKAMM OTCTaUBAaHUS CBOEH MO3UIUH B POPECCHOHATIBHOM CpeJie,
HaXO0XJICHUs KOMIPOMUCCHBIX U QJIbTEPHATUBHBIX PELICHUN

METOJJaMU OpTraHu3aliy YPPEKTUBHBIX AETOBBIX KOMMYHUKALUI

ITK-14 criocoOHOCTBIO OCYIIECTBIATH TOKYMEHTUPOBAHUE XO3SMCTBEHHBIX OIEpaIiuii,
MIPOBOJUTH YUET JCHEKHBIX CPEACTB, pa3pabaThiBaTh pabOUuil MiIaH CUETOB OYyXTraaTEepCKOro
ydeTa opranuszaiuu u GopMHUpPOBATh HA €r0 OCHOBE OyXrajiTepcKue MpoBOAKU

3HaThb

OCHOBHBIE MpaBujIa JOKYMEHTUPOBAHUS XO3SHCTBEHHBIX ONIEpaliuit
OCHOBHBIE COCTABJIAIOIINE U ATAMbI OATOTOBKU X035HCTBEHHBIX U
OyXraiTepcKux TOKYMEHTOB, TpeOOBaHUSI K BEJICHUIO JOKYMEHTAI[UN
BUJIbI OyXTanTepCKOi JOKYMEHTAllUY, BUJIbl ((MHAHCOBOW U HAJIOTOBOM
JTOKYyMEHTAII!

YmeTn

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

Bnaners

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

HaBBIKAMU COCTABJICHHUS, YU€Ta, XPAHECHMUS, 3AILUTHI, IEpeIadn
X03MCTBEHHOH, OyXralTepCcKOi 1 OTUETHON TOKYMEHTALlUH B
COOTBETCTBUH C TPEOOBAHUAMHU JOKYMEHTOO00POTA




4. CTpyKTypa, 00bEM H coep:KaHHue TMCHHUIIIMHBI (MOYJIs1)
OO0mast TpyI0EMKOCTh TUCIUILUIMHBI COCTaBIseT 3 3adeTHhIX enuHull 108 akan. wacoB, B TOM
qucie:
— KOHTaKTHas padborta — 4,4 akaJi. 9acoB:
—aynuTopHas — 4 akaJl. 4acos;
— BHeayauropHas — 0,4 akaj. 9acoB
— camocTosTenbHas padbora — 99,7 akas. 4acos;

— IMOATOTOBKA K 3auéTy — 3,9 akan. yaca
dopma aTTeCTalUy - 3a4ET

AynuTopHast 3w
KOHTaKTHasd pa60Ta E E Dopma TeKyLero
S B
B aKaj. 4acax o Uz KOHTPOJIS
Paznen/ Tema 2 ( A ) £ . e Kon
> 3 ©| caMOCTOsATENBHOM | ycrieBaeMOCTH U
JIACIMTUTAHBI R E . | KOMITeTeHInH
o = paboThI MPOMEKYTOTHON
na6. | mpakr. | €8
Tex. - | TPAKT. | = o aTTecTaLyy
3aH. | 3aH. |Q &
1. Teopernueckue  OCHOBBI
JIeTIONPON3BOACTBA
1.1  Huadopmarnus, ee
KpUTEpHUH. JloKkyMeHT.
PexBuszut JIOKyMEHTA.
OyHKIMN JIOKyMEHTA.
IOpunnyeckas cuia
JOKYMEHTA.
[HenonpounsBocTso,
JOKYMEHTHPOBaHHUE.
JokyMeHTaloHHOoe
o0ecriedeHre  yrpaBIlICHHS.
CamocrosiTenpHOe
JoxyMeHTO000pOT. SHoi
n3ydeHne yaeOHoi
Knaccudukanums i a y‘iov
Y HAy4HOH
JOKYMEHTOB. Komnbroreproe | OINIK-4, ITK-
Y 2 l03031 0,3/0,311| 16,6 |  nureparypsr p '
CraHgapTu3anms u TECTHPOBAHUE 14
Pabora ¢
yHU(UKAIMSA JOKYMEHTOB.
3NEKTPOHHBIMU
YuudumpoBanHas
OubnmorexamMu
cucreMa JOKYMEHTAlu!
ycn. Cucremsl
JOKyMEHTAalUuH. [IpuHIHIIBI
JIETIOTIPOM3BO/ICTBA.
HopmaTtusHo-
METOOMYECKast 6aza
JOKYMEHTHPOBAHUS
YIpaBIIeHIEeCKON
JeATeTbHOCTH
opraHuzanu  paboTel ¢
HWroro no pasaeny 0,3/0,31 0,3/0,31| 16,6
2. O6mue mpaBuIa 0hpopMICHUSL
YIIPaBICHYECKUX JOKYMEHTOB




21 T'OCT P 6.30-2003
«YHUDHUIIPOBaHHEIE
CHCTEMBl  JTOKYMEHTAIIH.
YHupunupoBaHHas
CHCTEMa OpTraHW3alHOHHO-
PpacIopsANTENbHON
JOKYMEHTALVH.
TpeboBanus K
oopmieHuIO
JIOKYMEHTOB". PexBuzur
01- I'ocymapcTBeHHBIH Tepo
P®. PexBusur 02- T'epd
cyObekTa PO u
MYHHITUTATEHOTO
obpasoBanus. PekBusut 03
-Ombnema OpraHu3alyu
WIM  TOBapHBIA  3HaK.
PexBuzur 04- Kon
opranmsanuu. Peksusur 05-
VYkazaHue Ha OCHOBHOH
roCyJapCTBEHHBIN
PETUCTPALMOHHBI  HOMeEp
npennpustis. Peksusur 06-
VYkazaHue Ha
HACHTU(PHUKAITOHHBIT
HOMeEp

HAaJIOTOIIATE bIINKA/ KO
MPUYUHBI MTOCTAHOBKM Ha
yuet. PexBmzur 07- Kop

(hopmbl JIOKYMEHTA.
PexBusut 08-
HaumenoBanue

opranuszanuu. Peksusur 09-
CrpaBouHbIe CBeACHUS 00
opranuszanuu. Peksusur 10-
HaumeHnoBanue BHA
nokymeHTa. PexBusut 11-
Hata noxymenra. PekBusut
12- PerucrpanuonHslii
HOMED JIOKYMEHTA.
PexBmsur 13- Cchlnka Ha
pEeruCTpaIOHHBIN HOMED U
JaTy JAOKyMeHTa. PexkBu3uT
14- Mecrto coCTaBIECHHS
WIM U3JaHUS JTOKYMEHTA.
PexBmsur 15- Cenenust 06
anpecare. PexkBuzur 16 -
I'pud YTBEPKACHHS
JNOKymeHTa. PexBusut 17-
Pesomonust. PexkBusur 18-
3aronoBok K TEKCTY.
PexBmsur 19- OtmeTka o
koHTpose PekBuzur  20-
Tekct JIOKyMEHTA.
PexBmsur 21- OTtmeTKa o
HaJIAYUHU TIPEIJIOKEHHM.
PexBuszur 22- Iloamwuce.
PexBuzur 23- I'pud
COTTIACOBaHMS JIOKYMEHTA.
PexBusur 24- Busnr
COTTIACOBaHMS JIOKYMEHTA.
PexBmsur  25-  Ileuats.
PexBm3ur 26-OTMeTKa O
3aBepEeHHU KOITHH.
PexBmsur 27- OtMmeTka 00
HCIIOJIHHUTEIIE. PexBusur
28- OrMmerKa 00
HCIOITHEHWH JIOKYMEHTa U

0,3/0,31

0,3/0,31

16,6

CaMoCTOsATEIBHOE
U3y4YCHUE YYeOHOM
Y HAyIHOH
JIUTEPATYpPbI
Pabora ¢
3JIEKTPOHHBIMH
OMOIMOTEKAMK

Komnrerorepnoe
TECTUPOBaHUE

OIIK-4, TIK-
14




Hroro no paszgeny

0,3/0,31

0,3/0,31

16,6

3. OCOOEHHOCTH COCTaBIECHUSI U
OCHOBHBIX

oopmiieHUs
JIOKYMEHTOB YIIPABJICHUS

3.1 OcHOBHBIE TpYIIIBI
JIOKYMEHTOB.
HopMmaTuBHbBIE JOKYMEHTBI
TOCYJapPCTBEHHBIX OPraHOB.
OpraHu3aiyoHHbIe
JOKYMEHTBI  TPEIIPHUSATHS.
JIOMmKHOCTHBIS
HMHCTPYKIIHH.
PacnopsinutenbHbIe
JOKYMEHTBI  TIPEIIPUATHS.
Ilpuka3sl 1O OCHOBHOWM
JESTEITLHOCTH.
PacriopsbkeHust, pelieHus.
NudopmarrionHo-
CTMpaBOYHBIC  JTOKYMEHTHIL.
Ilporokonsl, moONMHAs U
KpaTtkas ¢dopma ux
odopmiieHusl. AKTHI.
CnyxeOHbIe U
OOBSICHUTEIBHBIC 3aIHCKH.
CopaBku. CnyxeOHble
nosepenHoctu. Ilucema, nx
KIaccupuKanus,
CTPYKTYpa,  CTaHAapTHbIE
¢pa3pl W BBIPAXKCHUS.
Hopwmst ouranbHoO-
JIETI0BOTO CTUNA
CIIY’)KEOHBIX  JIOKyMEHTOB.
Henosoe MHCbMO
MEXAYHaApOAHOro o0pasLa.
daxcel, TeneOHOrPaAMMBI.
Horosopa, KOHTPAKTBHI.
CoBpeMeHHbIE CIIOCOOBI 1

0,3/0,31

0,3/0,3U1

16,6

CamocTosTenbHoe
u3ydyeHue yueOHoi
U Hay4HOH
JIMTEPATYPEI
Pabora ¢
ICKTPOHHBIMH
O6ubnrorexkamMu

Komnrerotepnoe
TECTUPOBaHUE

OIIK-4, TIK-
14

HUroro no pazneny

0,3/0,3U1

0,3/0,31

16,6

4, IIpaBuna
JOKYMEHTOB IO
COCTaBY

ohopmiieHHs
JIMYHOMY

4.1 Tlonstue W CTpyKTypa
MEPCOHANBHBIX  JaHHBIX.
[IpunamnexxHocts
MEPCOHANBHBIX  JAaHHBIX:
COOCTBEHHUK, JIepiKaTelb U
TI0JIb30BATENb
TIEPCOHATBHBIX
CrpykTrypa
MHPOPMALTUOHHO-
JIOKYMEHTAIIHOHHOM
CHUCTEMBI. Odopmierne
JNOKYMEHTOB TIPH TIpHEME,
YBOJILHEHUH H TIEPEBOIE
paboTHUKa Ha  APYryIO
JOJKHOCTbD. AHkera.
Tpynossle KOHTPAKTBHI.
Ipukaspl 10  JAUYHOMY
COCTaBYy. OcHoBHBIE
PEKBH3HTEI JOKYMEHTOB U
mpaBuiia UX OQOPMICHHS.
Kpatkue CBEIECHUA 0
IpaBUiIax ohopmiTeHHs
TPYIOBBIX KHIKEK, JINIHBIX
KapTo4eK, JUYHBIX [l

JTAHHBIX.
KaJpoBOi

0,3/0,3U1

0,3/0,31

16,6

CamocTrosTeNnbHoe
U3yUYCHUE YICOHO
Y HAyIHOH
JIUTEPATYPHI
Pa6ora ¢
3JIEKTPOHHBIMH
OMOIMOTEKAMH

Kommeroreprnoe
TECTUPOBAHUE

OIIK-4, TIK-
14




Uroro no pazueny 0,3/0,31 0,3/0,31| 16,6

5. Opranusanus

JIOKYMEHT0000pOoTa

51 TlonsiTus

JIOKYMEHT0000POT u

OpraHu3anuys

JIOKyMEHT0000poTa.

HopmartusHo-

METOMYECKast

periiaMeHTanus

Z[OOKyMeHTOO(SOpOTa' CamocTosTenbHOe
CHOBHbBIC paBuiia o

OpraHu3AINH “33";16‘:2;5’;;2‘{0”

ﬁ;ﬁ;’rﬁ:ﬁ;)gg'opma Ha 0,4/0,41 0,3/0,3H1| 16,6 JIUTEPATyPhI Iigg:;;:g{ﬂ(;e OHKli’ TK

KauecTBeHHbIC Pabora ¢

XapaKTePUCTHKU ICKTPOHHBIMH

Ooubimorexkamu

JIOKYyMEHT0000poTa.

Knaccugpukanms

JIOKYMEHTOIOTOKOB:

TOPU30HTAJIbHBIE,

BEPTHKAJbHBIE,

BOCXOJIAIIUE, HUCXOAIIUE,

BXOIAINNE, HCXOMAIINEC U

BHYTPEHHHUE. IToncuer

HUroro 1o pasaeny 0,4/0,41 0,3/0,3H1| 16,6

6. OcHOBHBIE npaBuiIa

OpraHu3alyu pabotsl c

JOKYMEHTaMHU

6.1 O6pabotka

MIOCTYTAIOIINX

JokyMeHToB.  IlepBuuHas

00paboTka  JOKYMEHTOB.

O06mue MpaBuia

perucTpanyy JA0KYMEHTOB,

(hopmbl peructparuu.

[lepenaua JIOKYMEHTOB,

paccMoTpeHHe ux

pyxoBoautenem. Ilopsmok

HampaBJeHUsT  JOKYMEHTa

Ha WUCIIOJIHEHHE W PabOThI

HCTIOTHUTEIS c

JIOKYMEHTAMH. CaMOCTOHTeHBHO?

Ucnonnenne  goKyMeHTa. I/I3yI;eIII{I;I;qy$:§HOI/I

Buzbt 1 (opMbl KOHTpOIS Kommneroreprnoe | OITK-4, ITK-

HCITOJTHEHMS, CpOKOBast 0,4/0,411 0,5/0,51 16,7 HI;T:ngTayEH TECTHPOBAHUE 14

kaproreka. OpraHuzanus

TEKYIIEro XpaHEHWs Iedl. SIICKTPOHHEIMH

Homenknatypa nen, obmue Gubmmorexami

TpeOoBaHus, BUIbI

HOMEHKJIATYP.

CocraBnenne

HOMEHKJIATyphI Jen.

dopmupoBanne u

odopmiieHne () 8

CucremaTtu3anus

JOKYMEHTOB B nere.

XpaHeHue Ze.

[loaroroBka TOKYMEHTOB K

mepegaye  Ha  apXUBHOE

XpaHeHHe. Kputepun

Uroro no pazneny 0,4/0,41 0,5/0,51( 16,7

Uroro 3a cemectp 221 221 99,7 3a4€T




Hroro o JUCHUITINHE

2/21

2/21

99,7

3a4€T

OIIK-4,I1K-14




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anus KOMIETEHTHOCTHOTO MOAX0/1a IPEAyCMaTPUBAET MCIOJIb30BaHUE B yUeOHOM
mporecce AaKTUBHBIX M WHTEPAKTUBHBIX (OPM TPOBENEHHSI 3aHATHH B COYETaHUU C
BHEAYAUTOPHOW paboTOil ¢ 1enbio GOpMHUPOBAHUS U PA3BUTHSA NPOPECCHOHATIBHBIX HABBHIKOB
00yJaromuxcs.

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

1. TpagunuoHHble 00pa3oBaTEIbHbIE TEXHOJOTMH OPUEHTUPYIOTCS HA OpraHU3aLUIo
00pa30oBaTEeNbHOTO  MpOIecca, NPEANOJIATANIYI0 MPSIMYI TPAHCISIUIO 3HAHUH  OT
IpenojaBaTelis K CTy/IEHTY (MPEeUMYIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UIUTFOCTPATUBHBIX
METOJIOB OOYUCHHUS).

@®opMbl y4eOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOTHIl:

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

[IpakTiueckoe 3aHsTHE, MOCBALIEHHOE OCBOCHHUIO KOHKPETHBIX YMEHHMM M HABBIKOB 110
MIPEI0)KEHHOMY T OPUTMY.

2. TexHoyiorun MpoOIEMHOTO OOydeHHUST — OpTaHW3anus 00pa3oBaTELHOTO IpoIlecca,
KOTOpas MpeArnojaraeT NoCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3/IaHUE YYEOHBIX MPOOIEMHBIX
CUTYaIUH JUI CTUMYJIMPOBaHUS aKTUBHOW M03HABATEILHON I€ATEIHHOCTHU CTYIEHTOB.

3. TexHonorMM MPOEKTHOTO OOYYECHHUs — OpraHu3alms 00pa30BaTENBHOTO MpoIecca B
COOTBETCTBUHU C AITOPUTMOM IO3TAIIHOIO PEUICHHs MPOOJEMHOM 3aJadd WM BBIIOJIHEHUS
yuebHoro 3aaanus. [IpoekT npeamnosaraeT COBMECTHYIO y4eOHO-TI03HABATEIbHYIO 1E€ATEILHOCTh
IpyIIbl CTYJCHTOB, HAlIPaBJIEHHYIO Ha BBIPAOOTKY KOHLIEMIUH, YCTAaHOBJICHHUE Lielel U 3a/1ad,
(GOpMYIHUPOBKY OKHIAEMBIX PpE3yJIbTaTOB, OINpeeNeHHEe NPUHLUIOB M METOJUK peIIeHUs
MIOCTABJIEHHBIX 3a/a4, IUIAHUPOBAHME XoJa paldOThl, MOUCK MAOCTYNHBIX M ONTHMAJbHBIX
pecypcoB, MOATAIIHYK pPEANM3alUI0 IUlaHa paboThl, MPE3EHTALUIO PE3yJIbTaTOB PalbOThI, UX
OCMBICIICHHE U PEQIICKCUIO.

OcHOBHBIE THIIBI IPOEKTOB:

TBopueckuil NpoeKT, Kak MpaBUIIO, HE MMEET AETaJbHO IPOPaOOTaHHOM CTPYKTYpHI;
yueOHO-TI03HABaTeNbHas JIEATEIbHOCTh CTYACHTOB OCYIIECTBIISIETCS B paMKaX pPaMOYHOTO
3a/laHusl.

4. VIHTepakTUBHBIE TEXHOJIOTUM — OpraHu3alysi 00pa3oBaTeIbHOIO Ipolecca, KoTopas
IIPENII0JIAracT aKTUBHOE U HEJIMHENHOE B3aMOACHCTBUE BCEX YUaCTHUKOB, JOCTH)KEHHUE HA 3TON
OCHOBE JIMYHOCTHO 3HAYMMOro Jjsi HHUX oOpa3oBarenbHOro pesyapTata. Hapsny co
CHELMAIM3UPOBAHHBIMU  TEXHOJOTMSAMM  TakOro  poJa  NPUHIMI ~ MHTEPAKTUBHOCTH
IIPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHbBIX TEXHOJIOTUH.

@®opMbl yueOHBIX 3aHATUH C HUCIOJIb30BAaHUEM CIIELUAIN3UPOBAHHBIX WHTEPAKTUBHBIX
TEXHOJIOTUI:

5.  HHbpopmanMOHHO-KOMMYHUKAIlMOHHBIE ~ OOpa3oBaTeibHblE  TEXHOJIOTMH  —
opranu3zaius o0pa3oBaTeNFHOIO MPOLecca, OCHOBAHHAS Ha MPUMEHEHUH CIEeLUATN3UPOBAHHBIX
IIPOrPaMMHBIX CPEJICTB U TEXHUUECKUX CPEJICTB pabOThI C HH(OPMAIUEH.

6 YueOHO-MeTOqHYeCKOe 00eciedeHre CAMOCTOSITeIbHOI PadoThl 00yUYaroLIUXCst
[IpencraBneno B npunoxxenuu 1.

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

8 YueOHo-MeTOAMYecKOe U HH(OPMALIMOHHOE 00ecTiedeHHe TUCIUIITHHBI (MOTYJIs1)
a) OcHoBHasi TUTEpaTYypa:



1. Kopuees, U. K. JlokymeHTHpOBaHuE yIpaBlIeHYECKOH AeaTenbHocTH + TecThl B DbC :
y4eOHHK 1 IIPaKTUKYM JJIsl akanemudeckoro oakanaspuata / 1. K. Kopuees, A. B. [Tiienko, B. A.
MamrypueB. — 2-e u3j., nepepad. u non. — Mocksa | U3natensctBo FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : anekrpoHHbId //
OBC KOpaiir [caiit]. — URL: https://urait.ru/bcode/433066 (mara oopamienus: 01.09.2020).

0) JlonoiHUTeIbHAS JIUTEPATYpA:

1. Kopnees, U. K. JlokymeHTHpOBaHUE yrpaBiIeHUYECKON AesiTenbHOCTH + TecThl B OBbC :
Y4eOHUK M TPAaKTUKYM JUTs akajgeMmudeckoro Oakanaspuara / M. K. Kopnees, A. B. [Tmenko, B.
A. MamypueB. — 2-e u3f., nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2019. — 384 c.
— (bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-04533-8. — TekcT : »neKTpOHHBIH //
OBbC IOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-
deyatelnosti-testy-v-ebs-433066#page/1 (nata oopamierus: 01.09.2020)

2. PaznopoxHbiil, A. A. JIOKyMEHTUPOBAHHUE YIPABIEHUYECKOW NEATENBHOCTH : yueOl.
nocobue / A.A. Paznopoxusii. — Mocka : UHOPA-M, 2018. — 304 c. — (Bsicuee
obOpa3oBanue: bakamaBpmar). - ISBN 978-5-16-011744-7. - Tekct : snektponHbii. - URL:
https://znanium.com/read?1d=328873 (mara oOpamenus: 01.09.2020). — Pexxum nmocryma: 1o
TIOJIITUCKE.

B) MeToauyeckue yKasaHus:
pasmemens B [Tpunoxennn 3

r) [Iporpammuoe odecnneuenne u MHTEepHeT-pecypcenl:

IIporpamMmmHoOe o0ecnieyeHue

Haumenoanue [10 Ne norosopa CpoOK IeHCTBUS JTULIEH3UN
MS Office 2007 |y 135 1 17.09.2007 GeccpouHo
Professional

FAR Manager cB00O1HO pacmpoctpansemoe [10 0eccpovHO

MS Windows 7

Professional(mms  |1-1227-18 ot 08.10.2018 11.10.2021
KJI4CCOB)

7Zip cB000HO pacnpocTtpansemoe [10 06eccpoyHO

IIpodeccuonanbublie 0a3b1 JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
HasBanue kypca Ccblika
ITouckoBas cucrema Axangemus Google (Google
Scholar)
Nudopmanmonnas cucrema - EnuHoe OKHO gocTyma K
MH(OPMAIMOHHBIM pecypcam

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

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

Hannonanbnas MH()OPMAIIMOHHO-aHATTUTUYECKAsT URL:

cucreMa — Poccuiickuii MHAEGKC HAYYHOTO IUTHPOBAHUS https:/felibrary.ru/proiect risc.asp
(PUHII)

denepanbHOE TOCY/IapCTBEHHOE Or0/KEeTHOE

yupexaenne «PenepanbHbiii MHCTUTYT npombinuienHoi| URL: http://www1.fips.ru/
COOCTBEHHOCTUY

9 MartepuajibHO-TEXHHUYECKOE o0ecrieyeHne TUCHUTITHHBI (MOTYJIs1)

MarepuanbHO-TEXHHUECKOE 00ecTIedeHre JUCIUTUINHBI BKIIOYACT:
1. YuebOHble ayauTOpUH U MPOBEACHUS 3aHATHH JIGKUMOHHOTO THMHA. OCHalleHHe:


https://urait.ru/bcode/433066
https://scholar.google.ru/
http://window.edu.ru/
https://elibrary.ru/project_risc.asp
http://www1.fips.ru/

MynbTUMeUHHBIC CPEICTBA XPAHEHHUS, IIEPEeJauy U MPeICTaBICHI HHPOPMALIHH.

2. YyeOHbIE ayAUTOPUHU Ui TPOBENCHHUS MPAKTUYECKUX 3aHATHH, TPYNIOBBIX H
WHJAMBUIYAIBHBIX KOHCYJIbTALMH, TEKYIIEro KOHTPOJS W MPOMEXKYTOUYHOW AaTTeCTaluu.
OcHamienue: MyJabTUMEUIHBIE CPEICTBA XPAHEHUS, Iepeiadr U MPeICTaBICHUs HHPOpMaIuy,
KOMIUIEKC TECTOBBIX 33JJaHUH JUIS IPOBEICHHSI IPOMEKYTOUHBIX M pYOEKHBIX KOHTPOJICH.

3. TlomemeHuss Uis CaMOCTOSITENbHOW paboThl  oOywaromuxcs. OcHaleHue:
nepcoHalibHbIe KoMmbioTepbl ¢ naketom MSOffice, Beixomom B MHTEpHET M ¢ JOCTYIIOM B
AIIEKTPOHHYIO HH()OPMAITMOHHO-00Pa30BaTENbHYIO CPEly YHUBEPCUTETA

4. TlomemeHus Ui XpaHEHHS M TPOQPHIAKTUIECKOTO OOCITY)KHBaHUS Y4eOHOTO
obopynoBanus. OcHamieHue: mKadbl I XpaHEHUS y4eOHO-METOAMYECKOW JOKYMEHTAIIHH,
y4eOHOT0 000PYI0BaHUS U Y4€OHO-HATJISITHBIX TTOCOOUH.

[Tpunoxenne 1
Y4eOHo-MeTOoAMYECKOE 00ecIeYeHHe CAMOCTOATEIbHON padoThl 00y4aroIIUXCsH
Ilpumepnaa cmpykmypa u cooeprcanue pazoena:
1o oucyunaune «/{oxymenmuposanue ynpagieHyecKol 0essmeibHOCmuy npeoycmompena
8HeayOUMopHas CAMOCMOAMENbHASL pAOOMA 00YHAIOUJUXCSL.
Ilpumepnvie memul 01 camocmoamenvHoi padoomol:

1 «Po1b 00KyMeHmupoeanus ynpasieH4ecKkoll 0eamea1bHOCmu 6 Pa3eumuu 00uiecmaeay.
Pexomenoayuu no cocmasnenuro u dopabomke KOHCneKma J1eKyuu.

Paccmompenue oannou memvi Heobxo0umo Hayamv ¢ U3Y4eHUs OCHOBHLIX NOHAMUL OAHHOU
oucyunaunvl.  Ilpu  smom  cnedyem — pazobpamsbcsi ¢ CYWHOCMbIO — Kame2opuu
«/lokymenmuposanuey. bonee nodopobno cnedyem paccmompemsv CMpPYKmMypy, coOepicaHue,
yenu u 3a0ayu OUCYUNTUHDL, UCMOPUIO PA38Umust 00Kymenmoobopoma. Jlanee HeobX00umo
U3yyums CoCcmas HOPMAmuGHO-Memooudeckol 0a3vl OOKYMEHMUPOBAHUS YNPABIeHUeCKOU
0esmeNbHOCIU 8 COBPEMEHHBIX YCI08UAX X03aticmeosanus. OmoenvHo cledyem paccmompemy
cmpame2uro  Yynpaenenus OOKYMeHmamu 6 Op2aHusayuu, a makdce usydums ¢opmol
CO8PEeMEHHOU OOKYMEHMAayUuu.

Knrouesvie  cnosa:0okymenm, — OOKymenmuposanue — uHgopmayuu,  OOKYMEeHMUPOBAHUE
VNPABNIeHYeCKOU  0esamelbHOCmY,  KIUHONUCHL,  NOAUMUKA — YNpAeieHuss — OOKYMeHmamu,
cmanoapmu3zayus, cmpameus ynpasieHus 00OKyMeHmamu, YHUupuxkayus.

3aoanue ona camocmoamenvrol pabomol:

1. M3yuums kamezopuanvHulil annapam.

2. Jlopabomame mamepuanvi 1eKyuu.

3. Iloocomosumwscsi k pabome na nexyuu no meme 1. Ilosmopums eonpoc: cyuHocmo
Kamezopuu «/[oxymenmupoganuey (yiebHas oucyuniuna «/Joxymenmupogarue ynpasieH4ecKkou
oeamenvHocmuy, nekyus Nel). Boimb 20mogbim K 06CyAHcOeHUI0 9Mo2o 80npoca 6 Xxoo0e JeKyuu.

2 «Obwue npasuna ogpopmaenus ynpasneH4eckux OOKymMeHmoe.

Pexomenoayuu no cocmasnenuro u odopabomke Kowcnekma Jnexyuu. M3zyuenue mamepuanos
OQHHOU meMbl Ccledyem HAYamv ¢ paccCMOmpeHus: mpebosanuil K 0QOpMICHUIO PEeKEU3UMO8.
Taxoice credyem usyyums cocmag pexkeusumos. Jlaiee HeoOXooumo pazobpamvcs ¢
npUMeHeHUeM U PACNONONCEHUEM HA OOKYMeHNme PeKeU3Umos, Onpeoeiums ux oouue uepmsol u
pazauuus. Kpome moeo, HYJCHO O0emanbHO pazodpamvcsi ¢ pasiuyHbiMu 6U0amMu mekcma
O00KyMeHma: mpagapemuulili OOKyMeHm, ankema, mabauya, OJaHK.

Knrouegvie cnosa: suza coenacoganus, epugh 03HakomMieHus, 0ama 00KyMeHmd, 3a201080K

K meKkcmy, UOeHMU@DUKAMOp 31eKMPOHHOU KONuu OOKYMeHmd, UHMep8as, NOONUCh, MNOJe
OOKYMEHMA, PecUCMPAYUOHHBLL HOMED OOKYMEHMA, Pe30aIYUs, DPeKeU3Um, CMAaHOAPmMHbILL



aucm Oymazu, CColika HA PecUCMpayuoHHblll HoMep U 0amy OOKYMEeHMd, YOO0CmOoGepeHue
O00KyMeHma, opmyasp.

3adanue ons camocmosmenvHol pabomoi:

1. U3yuyume kamezopuanvHulii annapam.

2. Jlopabomams mamepuansl 1eKyuu.

3. Illoocomosumscs k cemuHapy.

3. [loocomosumubcs k pabome Ha aexyuu no meme 3. [losmopums onpoc: ocHogHbvle
0COOEHHOCMU  UCNONb308AHUS  A3bIKA 6  0elo60ol  nepenucke  (VueOHAs — OUCYUNIUHA
«/[oxymenmuposanue ynpasieHueckou oOesmenvHocmuy, Jaekyus Ne2). Bvimb 2omosviv K
00CYHCOEHUIO IMO20 BONPOCA 8 X0OOe JIeKYU.

3 «Ocobennocmu cocmasnenus u 0QhopmieHus 0CHOBHBIX OOKYMEHN 08 YRPAGIEHUA).
Pexomenoayuu no cocmagnenuro u 00pabomxe KOHCHEKMA NeKYUU.

Paccmompenue oannoti memvl HeobXo0umo Hauams ¢ aHaaU3a 0coOeHHOCmel OQUYUATILHO-
0€1108020 CMUJIAL NO CPABHEHUIO C XYO0HCECMBEHHBIM, NYOIUYUCUYECKUM, HAYYHbIM, V4eOHbIM,
PA32080PHBIM CIMUNAMU SA3bIKA.

Tlpu 5mom HysHCHO NOOPOOHO U3YUUMD JIeKCUYECKUE 0CODEHHOCMU OOKYMEHmMO8. ynompeoieHue
NApoOHUMO8, NIIeOHA3MO8, UCNONb308aHUe pedesblx Kauute. [locne smozo cnedyem paccmompems
opghoepaduueckue ocobennocmu OOKyMeHmo8. npUMeHeHue NPONUCHbIX 0YK8 8 2eocpaduyeckux
HA38AHUAX, HAUMEHOBAHUAX OP2AHUZAYULL.

Kpome moeco, Heobxooumo obpamums 6Humanue Ha opghoepaguueckue ocobeHHocmu
OOKYMEHMO8.: NpumMeHeHue NPONnucHulX OVKE 6 2eocpaguueckux HA38aAHUAX, HAUMEHOBAHUSAX
opeanuzayuti. Tax oice crnedyem 6vlACHUMb HaubOONee pPACNPOCMPAHEHHble 8 OOKYMEeHMAax
OWUOKU CUHMAKCUCA U NYHKMYAyUuu. NOPA0OK C08, CO2NIACO8AHUE NOOTIeHCAULe20 U CKA3)eMo2o,
npuyacmusle u oeenpudacmusle 060pomul, C108000PA308AHUS.

Knrouesvie cnosa: abbpesuamypa, nakoHuzm Gopmynuposox, HeumpaibHas IKCHPeccUusHas
OKpACKa A3bIKA, HE0N02U3M, OQUUUATLHO-0e1080U CMUlb, NOJHOMA UHGOPMAYUU, CUHOHUMDI,
masmono2uu, ppazeonocusmol.

3aoanue ons camocmosmenvHol pabomuwl:

1. A3yuume kamecopuanvhslii annapam.

2. Jlopabomamov mamepuanvl 1eKyuu.

3. Ilooecomosumvcss k pabome wna nexyuu. Iloemopums eonpoc: opgoepaguueckue
ocobeHHOCmU OOKYMEeHmMOo8 (yuebHas oucyuniuna «JJoxymenmuposarue Ynpasienueckoll
oesimenvHocmuy, nekyus Ne3). Boimb 20mosvim K 00CYHCOEeHUIO 9MO020 BONPOCA 8 X0Oe NeKYUU.

4 «Ilpasuna oghopminenus 0OKyMeHmo6 no TUUHOMY COCIABY).

Ilpu u3yuenuu OanHOU meMbl CMYOEHMAM HeoOXo0uUMo pazobpamsvcsi ¢ NPUHYURAMU
paspabomku npocpamm ynpasieHus Ookymenmamu. Ocoboe eHumaHue ciedyem yoeaums
PACCMOMPEHUIO NPOYeOYyPbl NPOEKMUPOBAHUSL U 6HEOpeHUst OOKYMeHmHbIX cucmem. Taxoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMSX MOHUMOPUHEA U AYyOUmMa OOKYMEHMHbIX CUCTEM.
Bonee oemanvho neobxooumo paccmompems CyuHOCHb 00A20CPOYHOU NPOSPAMMbL 0OYUEHUs
nepcoHana opeanuzayuu 6 0b61acmu ynpagieHusi OOKYMEeHmamu U NPUMEHEHUs. 00YyUaruwux
UHCMPYKYULL, BKIIOUAST 00VHAIOWYI0 UHCMPYKYUIO CEKPEmapsi.

Kniouesvie cnosa: ayoum ynpasnenusi OOKYMEHMAMU, KOHBEPMAYUs, MemoOOa02Ust 6HeOPEHUs,
Muspayusi OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCHb OOKYMEHMHOU CUCTEeMbl, NPOEKMUPOBAHUe
OOKYMEHMHOU CUCmeMbl, PACHpeOesieHHoe YNPAGIeHue, peSyaupylowas cpeoa, cmpameust
YApasneHusi OOKYMeHMAamu.

3aoanue ona camocmosmenvrol pabomoi:

1. U3yyume kamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.

4. [loocomosumubcs k pabome Ha rexyuu. [losmopums onpoc: obwjas xapakmepucmuxa



OOKYMEHmMHBbIX — cucmem  (yuyebHas  oucyuniuna  «/JoKymeHmuposanue  YApAGIeHYeCKol
oesmenvHocmuy, aekyus Ned). Boimb 20mosbim K 00CylHcOeHUI0 21020 80NPOCa 8 X00e JIeKYUU.

5 «Opeanuzayua 00KymeHmoodopoma.

Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCHEKMA NeKYUU.

B nauane cnedyem paccmompems mepmumsl «0e10NPOUIBOOCNBO», «OOKYMEHMAYUOHHOE
obecneyenue  YNpasieHusy,  «OOKYMEHMUposaHue  UHDoOpMayuuy,  «OOKYMEHMUPOBAHUe
VNPasIenuecKol 0esimelbHOCIUy, «00KYMeHMONOMOKUY, «OOKYMEHMO0O0pOmy.

Janee neobxoOumo uzyuums opeanuzayuro 0oKymenmoobopoma. Taxoce HYdHCHO NOOPOOHO
NPOAHATUIUPOBANL OCODEHHOCMU PAOOMbI C BXOOAWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome moco, HeobxoOumo  ocmanosumvcsi HA  UYYEHUU — MeMmOo008  COKPAUeHUs.
00KyMeHmoobopoma.

Credyem yoenumsv HUMAHUE COOEPHCAHUIO KOHMPONS UCNOIHEHUS OOKYMEHMO8, €20 IManam u
MEexXHON02UU.

Knrouesvie cnosa: eHympennuti O0OKyMeHm, 6X00AWull OOKYMeHm, OOKYMEeHmMoobopom,
OOKYMEHMONOMOKY, — UHPOPMAYUOHHO-NOUCKOBASL — cucmemd,  UHOeKcayusi — OOKYMeHmA,
ucxooawull  OOKymMeHm, Kamaioe, 00veM OO0OKYMeHmoobopoma, pAyUoOHAlIbHOe OB8UdCEHUE
OOKYMEHMO8, — pecucmpayuoOHHO-KOHMPOIbHASL — KApPMOYKa,  pesucmpayusi — OOKYMeHmA,
MEXHOI02UYECKAS CXeMA OBUNCEHUS OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmosmenvHol pabomul:

1. U3yuums kamezopuanbhslil annapam.

2. [lopabomamv mamepuavl 1eKyuu.

3. Iloocomosumvca « pabome Ha aexyuu. Ilosmopums  onpoc:  opeanuzayusl
0okymenmoobopoma  (yuebnas  oucyuniuna — «/JoKymenmuposanue  YNPAGIEHUECKOU
oessmenvHocmuy, nekyus Ned). Boimb 20mogvim K 00CYHCOEHUIO IM020 BONPOCA 8 X00e JeKYUU.

6 «OcHosHble npaguna opeanu3ayuu padomol ¢ 0OKyMeHmamuy.
Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCHEKMA NeKYUU.
Paccmompenue Oannoti memvl HE0OX00UMO HAYAMb C UVUEHUS POAU  UHDOPMAYUOHHO
CnpasouHoll pabomsl CiyHcObLL 0eLONPOU3BOOCBA OP2AHUZAYUU.
Ilpu smom cnedyem obpamums GHUMAHUE HA 6UObL, IMANLL  PA3PAOOMKU, pazoeivl
HoMeHKaamypuvloen. Taxoce HeobX00uMo YACHUMb, KaK OCYUjeCmesemcs mexkyujee XpaHeHue
OOKYMEHMO8 U UX UCTOb308AHUE.
Ymo o3nauarom «ucm-3amecmumendy, «<Kapmazamecmumenby?
Kpome moco, credyem oxapaxmepuzosamv 3KCHepmu3y YEHHOCMU OOKYMEHMO8, Kpumepuu
OYEHKU OOKYMEHMO8, 0hOPMIEHUE ee Pe3YIbmamos, pabomy 3KCHepmHOL KOMUCCUU.
Takoice cnedyem paccmompemv 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUS U
UCNONL308AHUS KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYICHO U3YYUmMb KAHALbI 803MONCHOL
ymeyku uHgopmayuu u ympamsi OOKyMeHmos. M 6 saxniouenue neodxooumo paccmompems
mpebosanusl K U320MOBIEHUIO, YUemy, UCNOIb308AHUIO U XPAHEHUIO 2epO0BbIX ONAHKOS.
Knroueswvie cnosa: axkm, deno, doneocpounoe xparerue 0OKYMeHmMos8, 00CMYNn K OOKYMeHmdam,
KOHMPOb Oetucmeuil, KOHMpOIb MECMONOLONCEHUsT OOKYMEHMA, HOMEHKIAmypa oeil, ONuch,
NPUMEPHAsST HOMEHKILAMYpa Oell, meKyujee Xpanenue 00KyMeHmos, munosas HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAmMypa 0ell, VHUUMOMNCeHue OOKYMEHMO8, IKCHepmu3d YeHHOCmu OOKYMEeHmA.
TI'epbosviii bnamnk, epugh oepanuuenus 0ocmyna Kk OOKyMeHmy, 3auuyeHHblli OOKYMeHmoo6opom,
KOMMepYecKast maind, KOH@UOECHYUATbHBIL OOKYMEHN, NPOMbIULICHHbIN WHUOHAMNC, YZPO3bl
OOKYMeHmMAam, YeHHas uHgopmayus.
3aoanue ona camocmosmenvrol pabomoi:
1. U3yyume kamezopuanbHulii annapam.
2. [lopabomams mamepuanvl 1eKyuu.
3. [loocomosumubcs k cemunapy.

4. Iloocomosumvscs k pabome Ha nekyuu. [losmopums onpoc: d3Kchepmusa YeHHOCmu
O00KYyMeHmos (yueOHas Oucyuniuna «/JoKymeHmupoeaHue YnpaeieH4eckol OesamenbHOCmUy,



nekyus Ne6). Boimb 20mosvim K 00CYHCOEHUIO d9MO020 80NPOCA 6 X00e NeKYUU.

Ilpumepnvie memul peghepamos
1 «Teopemuueckue ocHogbl 0e10NPOU3BOOCHIBA OP2AHUIAUUU.
Ilposooumcsi 6 gpopme  cemunapa no 06obwenuro U yenyoaeHuro  3HAHUL NOHAMUIHO-
Kame20puaibHo20 annapama OUCYUNIUHBL C 2TeMEHMAMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deontoyusi  0oKymewma Kak Hocumens — umgopmayuu. Bozuuxkmosenue u  pazgumue
omeuecmeenHo2o Oenonpouzsoocmea. [lenonpouzeoocmseo 6 cpednue eexka (XI-XV s.).
Ilpukaznoe oenonpouzeoocmeo (XVI-XVII 6s.). Konnesxcckoe oenonpouzsoocmeo (XVIII s6.).
Munucmepckoe Odenonpouzsoocmeo 6 Poccuu (XIX - wnauano XX 68.). [ocyoapcmeennoe
denonpouszeoocmaeo 6 cogemckoe epems. CogpemenHoe 0enonpouzeoocmeo ¢ Pd.
2 «Cospemennoe zocyoapcmeenHoe pecyiuposanue 0e10npou3e00cmea 6 P®y.
3axonooamenvrnoe pezynuposanue Oenonpouzgoocmea 6 P®. dedepanvuvii 3axon «0O6
ungopmayuu, UHGOPMAYUOHHBIX MEXHOTI02UAX U O 3auume uHgopmayuuy. PedepanbHwlli 3aKOH
«O kommepueckol matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickoti
Deoepayuuy. Dedepanvuviti  3akon  «O  nepcoHanvHvix  0aumHvixy. Ilocmanoeénenue
npagumenvcmea P® «llpasuna noo2omosxku npasosvix akmos GeoepanrbHblX 0p2aHos
UCNOIHUMENbHOU 8IACMU U UX 20CYO0APCMBEHHOU Pe2UCMPAaYUU».
Hopmamusno-memoouueckoe pecynuposanue oenonpoussoocmea. I ocyoapcmeennas cucmema
00KyMeHmayuonHo2o obecneuenus ynpasienus. Obwue nonoxcenus. Obwue mpebosanus K
OOKyMeHmam u cayscoam ooxymenmayuonnoeo obvecnevenus (I'C/AOY). TOCT P 6.30-2003:
Yuuguyuposanmnvie cucmemvl ookymenmayuu. Yuuguyuposanuas cucmema op2aHuzayuoOHHO-
pacnopsioumenvrou doxymenmayuu. 1 OCT P 51141-98 Jlenonpouzeoocmeo u apxusroe o0eio.
Tepmunvl u onpedenenus Tunogas uHCMpYKYus no 0eronpousso0cmas)y 8 eoepanrbHblx 0peaHax
ucnonnumensvrou enacmu. llepeyeHb Munogvix ynpagieH4eckux OOKyMeHmos, 00pa3yiouuxcs 8
0esmenbHOCMU Op2aHUu3ayull, ¢ YKa3anuem CpoK0o8 XpaHeHUsl.
3 «Tpebosanusn Kk 61aHKAM OOKYMEHN 08 YRPAGICHUA).
Ilposooumcs 6 ¢hopme cemunapa no 06obweHuro u yenyonieHuro 3HAHUL ¢ AeMeHmamu
ouckyccuu. Ilousmue u uovt 6aanxos. OQowuti orank. brank nucoma. brank KOHKpemHuoz2o 8uoa
odoxkymenma. bnaunku ons pabomul ¢ uHocmpaurvimu komnanuamu. I epbooswiil 6.1ank. Pexeusumot
onaunxa. IlpooonvHoe pacnonodcenue peksuzumosg onianka. Yenosoe ¢hnazosoe u yenmpogantnoe
pacnoiodcenue peKeu3umos OanKa.
Buinonnenue npaxmuueckoeo 3adauusi no cocmasieHuro y2i08020 U NPoO0oIbHO20 0bpasya
onamxa.
4 «Obuue npasuna ogpopmnenus ynpasieHuecKux 00OKyMeHmoe».
IIposooumcs 6 ¢hopme cemunapa no o0606ujenuto u yenyOleHuro 3HAHU ¢ 3d1eMeHmamu
ouckyccuu. Onpoc no mamepuanram nexyuu 2. Ilpakmuueckoe 3Haxomcmeo ¢ oghopmieHuem
PEeKBU3UMO8 OOKYMEHMO8 ynpasieHus, Bovinonnenue konmponouwix 3a0anuti
5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,
IIposooumcs 6 gopme cemunapa no o0b606wenur0 U yenyoieHuro 3HAHUU ¢  dAeMeHmamu
ouckyccuu. 3asenenus, asmoobuozpaghuu, pesrome, 1uyHvle 0ogepenHocmu, pacnucku. OcHosHbvle
PeKsU3UmMbl, NPAsUIA COCMABNeHUs: U oghopmaeHus. Bovinoinenue KoHmponbHulx 3a0anuil
6 «Paboma c 0okymenmamu, cooepricauyumu KOHPUOEHUUAIbHBIE C6EOCHUAY.
Ilepeuenv ceedenuti KoH@uOenyuanvHozo xapaxkmepa. Ilonamue Kommepueckou MatiHbl.
Csedenus, ommuocawuecs K Kommepueckou matine. Ilopsadok eedenus O0enonpouzso0cmea
OOKYMEHMOB, CO0EPHCAUUX KOMMEPUECKVIO MAUHy. 3auwuma OOKYMeHmMO8, CO0epHCAUUX
KOMMEPYECKy10 Matimy.



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

[Tnaraupyembie 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  COCTaBJSIIOIUE U
3Tanbl MOATOTOBKH IyOIMYHOTO
BBICTYIUICHUS, TJIaBHbIE
TpeOOBaHUS K  OpraHu3aluu
MyOJIMYHBIX BBICTYIUIEHUN

CIIOCOOBI 3¢ HeKTUBHOTO
JIEIOBOTO OOIIEHHUS, MyOIUYHBIX
BBICTYILJICHHI, MepEroBOPOB,
MPOBEICHUS COBEIIIaHHH,
JIETIOBOM TEPEINUCKHU, JEJIIOBOrO
0O1IeHwMS, ANEKTPOHHON
KOMMYHHKAIUH OCHOBBI
JIeJIOBOTO OOIIEeHUS

CHOCOObI u CpeacTBa
MH(OPMALIMOHHOTO BO3CHCTBUS
OCHOBHBIE MOHATHUS u
COBPEMEHHBIE TIPUHIIUTIBI
paboThI c JIeTTOBOM
uHdopmanuen, a TaKKe HUMETh
MIpe/ICTaBJICHHE 0
KOPHOPaTHBHBIX

WHPOPMAIIMOHHBIX CHCTEMaxX |
0aszax JaHHBIX

OCHOBHBIC ITPUHIUIIBI

Teopernyeckue BONPOCHI:
Uro Takoe JOKyMEHT, C KaKOH IeTbI0 OH MOXKET CO3/1aBaThCs?

KaxoBbl 0cOOEHHOCTH J1€7I0BOTO OOIIEHUS U MTYOITUYHBIX BBICTYTUICHHH ?

KakoBbI 0CHOBHBIE IPU3HAKH KJIACCH(PUKAITUHN TOKYMEHTOB?
UTto moHUMAaETCs 10T TIOKYMEHTAIMOHHBIM 00ECTICYCHUEM YIPaBICHUS ?

B gyem cyth crangaptuzanuu U yauukanun rokymeHToB? Kakue pa3pabarsiBatoTCsl CTaHIAPTHI?
Uem otnmuaercs opopMIIeHHE PEKBU3UTOB 00111ero O1aHKa OT OlaHka nmucbMa?

KakoBbI 0CHOBHBIE PEKBU3UTHI, HCIOIb3YEMbIE JUI1 OPOPMIICHUS IPUKA3a U PACTIOPSIKEHHUS.

Kakue (opMbl NpOTOKOJIOB MOXHO MCIIOJIB30BATh B YIPABIECHUYECKOW JESITEIBHOCTH, B 4YEM HX
ornuuue?

VYKkakuTe 0OCHOBHBIE TPEOOBaHUS K O(DOPMIIEHHUIO AETOBOTO MUCHMA.

Kakue xoMmiekcsl JOKyMEHTALMU BKJIIOYAET B ce0s KaJipoBasi HHPOPMALIMOHHO-IOKYMEHTAMOHHAs
cucrema?

B yem ocoGeHHOCTH OQOPMIIEHHS IPUKA30B 110 IUYHOMY COCTaBY?

Yro noHMMaeTcs noJ opranuzanueil 1okyMmeHtoobopora?

Yro Takoe CXeMbl IOKYMEHTO000POTa, 3a4eM OHH HYXKHbI?

C kakoil Lenbio pa3pabaThIBAIOTCS MHCTPYKLIMM 110 AEJIONPOU3BOJCTBY, YTO B HUX HEOOXOAMMO
PEAYCMOTpPETh?

VYKakuTe TEXHOJIOTHYECKYIO M0CIeJ0BAaTEIbHOCTh 3TAOB Pa0OThl ¢ BXOASIIUMH JOKYMEHTaMH.
KakoBa nocnenoBaresibHOCTb onepanuii mpu padoTe ¢ BHYTPEHHUMHU JOKyMeHTaMu?

C kakoil 1enbio MpoBOAUTCS (OPMHUPOBAHUE [eJl, KaKue IpU 3TOM HEOOXOAMMO COOIIOIaTh
TpeGoBaHusA?

Yrto Takoe HOMEHKJIaTypa JieJl, C Kakoi Leblo pa3pabaThiBalOTCs TUIIOBbIE HOMEHKIIATYPHI A€ ?
Kakyto nHpopmanmo coepKUT HOMEHKIaTypa aei?




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

OpraHu3aluy JeJI0NPOU3BOICTBA
U JOKYMEHTOO0OpOTa B OpraHax
roCyJ1lapCTBEHHOM u
MYHULUIIAJILHON BIACTH
pa3Iu4HbIe CTpaTeruu
MIpe/ICTaBICHUS pe3yabTaToOB
cBoeil paldoThl ISl  JApPYrux
CHEIHaJIUCTOB.

UTo noHMMaeTcs o] SKCIEPTU30i LIEHHOCTU JOKyMeHTa?

Kakue kputepun UCrosb3yrOTCs IPU OLIEHKE JOKYMEHTOB?

Kak ocymectensiercss npueM-nepenada J1ej B apXuB?

Uro Takoe KOH(UACHIIUATBHBINA JOKyMEHT?

Kakue ocHOBHBIE yrpo3bl BO3HUKAIOT IpU paboTe ¢ KOH(PUIEHINATbHBIMU JOKYMEHTaMU?

Vkaxxure OCOOCHHOCTH BEICHHS JEIONPOU3BOJACTBA, OOECIEYMBAIOLIETO Y4E€T U COXPAHHOCTD
KOH(HIeHIMaIbHON UH(POPMAIIK U JOKYMEHTOB.

Uto nmoHMMaeTcs Mo 3alUIEHHBIM JOKYMEHTOOOOPOTOM, 32 CUET Yero MOXeT ObITh o0OecreueHa
ero 3amura?

VYmMmers

aHAJIM3UPOBATH
KOMMYHHKATHUBHBIE TPOIIECCH B
OpraHu3alui M pa3pabaTbIiBaTh
MPEAJIOKEHNS 10 IOBBIIICHHUIO
ux 3pPeKTUBHOCTH

JIOTUYECKHU BEPHO,
apryMEHTUPOBAHO u SICHO
CTPOUTH YCTHYIO M IMUCBMEHHYIO
peub

MOIEPKUBATH
npodeccuoHaIbHYIO
KOMMYHHUKAIMIO, OCYILECTBIISTh
MyOIHYHBIE BBICTYIIJICHUS
aHaJIM3UPOBATh JIOTUYECKYIO
CTPYKTYPY u OIpeeNATh
CTENEHb apryMEHTUPOBAHHOCTH
MUCBMEHHOM M YCTHOM peun,
co3JaBaTb  pA3JIMYHBIE  THIIBI
TEKCTOB YCTHOM, HUCBMEHHOM,
BUPTYaJIbHOW ¥ CMEILIAaHHOMN

KOMMYHHKAIIUN Ha PYCCKOM

KomrutekT TecToBbIX 3aanmii: Nel

1. ®opmysip — 3T10:

a) OcHOBHas ¢opMa JOKyMEHTa, (UKCHPYIOIIAas IpPaBOBbIC OTHONICHHWS B JIpeBHEpYyCCKOM
rOCy/IapcTBe;

0) oco0o BbIFeNaHHAs KOKa KMBOTHBIX, IPUMEHSBIIASCS B KaueCTBE OCHOBHOTO MaTepuana s
nucbMa B J[peBHEpPYCCKOM rocyaapCcTBe;

B) CaMOCTOSITENIbHOE MOAPAa3/IEIIEHNE, OCYIECTBIISIIONIEE IETONPOU3BOICTBEHHYIO eI TEbHOCTD;

r) TMmoBas yctoitunBas opma (oOpaszelr) OTIeIbHBIX HanboJIee pacpOCTPaHEHHBIX JOKYMEHTOB.

2. YcraHoBJIeHHE eIMHO00pa3us cocTaBa v (GopM yIpaBICHUYECKUX JOKYMEHTOB, CO3/1aBaEMbIX MIPU
pELIeHUH OJJHOTUITHBIX YIIPABICHUYECKUX (YHKIIHI:

a) yHuduKamms;;

0) ceprudukanus;

B) KOJMPOBAHMUE;

') TOKyMEHTHUPOBAHUE.

3. OO0s3aTenbHBIM YCIOBUEM [UIsl BKIIOYEHUS HHOpMalu B HHQOPMAIMOHHBIE PECYPCHI,
OCYILIECTBIISIEMOTO B MOPSAKE, YCTAaHABIMBAEMOM OpraHaMu TOCYJapCTBEHHOM BJIACTH, SIBISIETCSA €€:
a) cTaHJapTU3ALINSA;

0) 3ammuTa;

B) IOKYMEHTHPOBAHHE;

T') BBIKYT TOCYAAPCTBOM Y YaCTHBIX JIUII.

4. CpencTBoM ycTpaHEHHS «OyMa)xHOTO Oymay SBISIETCS:




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

S3bIKE B PaA3IMYHBIX JKaHPAX
YIPaBICHYECKON KOMMYHUKALIUA
(TryOaaHBIX BBICTYIUICHMSIX,
IIepEroBopax, COBEIIAHUAX,
JIEJI0BOI TEPENUCKN)

WHTETPUPOBATH B JEATEIBHOCTh

OApa3IEICHUS ITOJIOKEHUS
AHATTMTUYECKUX JOKJIaJI0B,
OTYETOB u OPYTHUX

MH(}OPMALMOHHBIX MaTEPHAJIOB.

a) KOMIIbIOTEpU3alUs JeJI0POU3BOICTBA;

0) yHHHKAIISI JOKYMECHTOB;

B) KJIacCH(UKAIUS JOKYMCHTOB;

T') IPUMEHEHHE PA3HOCTOPOHHEH OPTTEXHUKHU

5. 3HaueHue TOKyMEHTAlMOHHOIO 00ecreYeH s YIPaBICHUS ONPeIesIeTCs:

a) KOMMYHHUKaIUSIMU;

0) uneHtuduKanuei;

B) (ukcanuei;

T) cyleOHBIM pa30MpaTeIbCTBOM.

6. B mpaBoM BepxHEM yIily JOKYMEHTOB pacoJlaraloTcs CIeIyIoIIue PEKBU3HUTHI: a)
rpud coriacoBaHus;

0) oTMEeTKa O KOHTPOJIE;

B) Tpu( yTBEPKIEHUS;

T) ajgpecar.

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

0) OTMEeTKa O HAJTMYHH MPUIIOKCHHUS;

B) OTMETKa 00 UCIOJIHUTEIIE;

I') KOJl OpraHu3aluu.

8. B mpaBoM HMXHEM YIi1y pacrojaraioTcs peKBU3HUTHI:

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

0) ko1 GOpMBI TOKYMEHTA;

B) UJIeHTU(UKAITMOHHBIA HOMep HayororaTenpinuka (MHH);

) rpud orpaHUYEHHUS JOCTYIa K JOKYMEHTY.

9. B neBOM HMKHEM YTIy pacrlojaraloTcs peKBU3UTHI:

a) KOJl IPUYUHBI TIOCTAHOBKU HA YYET;

0) OTTHCK TeYaTH;

B) BU3bI;

') OTMETKa 00 HCIIOJTHUTEJE.




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

10. K B3aMOUCKITIOYAIOIIUM PEKBU3UTAM OTHOCSTCSI:

a) sM0sieMa opraHu3aluy U rocy1apcTBeHHblil repd Pd;

0) Ko/ Opranu3anuu 1 Koa GopMbI TOKYMEHTA;

B) PETUCTPAIMOHHBIN HOMEpP JOKYMEHTA U CChIJIKA Ha PErHCTPAIIMOHHBIN HOMED U
JaTy JT0KYMEHTa;

r) rpud yrBepxkaeHus u mneuarh.ll. Ecam opranuzanus mnoJBEIOMCTBEHHA
HECKOJIBKUM OpraHam

YIIPABJICHUS, TO B PA3HBIX CUTYAIIUSAX YKa3bIBACTCS:

a) HEMOCPEICTBEHHO BHIIIECTOSIIIAsT OPTaHU3aIs;

0) camas TJIaBHas BBIIIECTOSIAs OpraHU3aIlHs;

B) He 0oJiee TpeX CTeTNeHEH M0IBEIOMCTBEHHOCTH,

T') HE YKa3bIBaCTCS HU OJIHA BBIMICCTOSIIAS OPTaHH3AIIHSL.

12. laToif TOKyMEeHTa MOKET OBbITh J1aTa;

a) ero HaIllMCaHUs U COTJIACOBAHMS,

0) ero MoMMCaHNs;

B) €r0 YTBEPKJICHUS,

T') IPOBEJICHUS 3acCeaHtsl, Ha KOTOPOM IMIPUHSTO PELICHHE.

13. laThl 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 cimysxe6HOTO MOTB30BaHMs b)

OJIHOBPEMEHHO




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

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

a) JTMYHYIO POCIHCH aBTOpa JOKYMEHTA;

0) TMYHYIO POCIIUCH PYKOBOJUTEINS U €€ pacHIu(PpOBKY;

B) yKa3aHHE JOJDKHOCTH, JINYHYIO POCITUCH PYKOBOJUTENS U €€ pacimpoBKY;

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

KommuiekT TectoBbix 3amanuii: Ne2

1. Kakoe cokparieHue siBisieTcsi abOpeBUATYpOIA:

a) AI'3 MUC PD;

6) Mocanepro;

B) cTarsms;

) o/™m, 11/0.

2. CroBo, KOTOpO€ 0003HaYaeT HOBOE MOHSITHE, YIIOTPEOIsIeMOe B JOKYMEHTaX, —

3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') apXau3M.

3. Orbepute npuHIUNI O(PULIHATHHO-EII0OBOTO CTUIISI TOKYMEHTAIIUU:

a) MpeA0CTaBICHHSI MAKCUMAJIbHO BO3MOXKHOU HH(pOpMaIny;

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

B) OFPAaHUYEHHOCTh B IPUMEHEHUU S3bIKOBBIX CPE/ICTB;

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

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

a) abOpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

I') IAPOHUM.




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

5. UTo He OTHOCHTCS K O(DUIIHATIEHO-AETI0BOMY CTHIIIO IOKYMEHTA!

a) aIpecHOCTh UH(OpPMAIIHH;

0) TemMaTu4eckasi OrpaHUYEHHOCTh B IPUMEHEHHUH SI3bIKOBBIX CPEJICTB;

B) MPEI0CTABICHUE MAKCUMAaJIbHO BO3MOYKHOW HH(POPMALINH;

') YHUpHUKAUs JOKYMEHTA.

6. K mpaBuiiaM 1€710BOTO STHKETa OTHOCSTCS:

a) HETOPOTUIMBOCTh C OTBETOM;

0) O;aroIapHOCTh 32 OTBET WU JCHCTBUE;

B) OOCTOSITENILHOE U3JIOKEHUE TIOKYMEHTA;

T') YMEHHE CIYIIaTh APYTUX Jrojei.7. B kakoM JOKyMEHTe UCIIOIb3YIOTCS CIOBA «... B IPOTUBHOM
ciydae Bam Oynyt

MIpeIbSBIICHBI IITPA(QHBIE CAHKIINM» B KAUECTBE S3BIKOBON (POPMYITBI, KaK pe3yiibTaTa
YHH(PHUKAITUHN S36IKOBBIX CPEJICTB:

a) B TApaHTUHHOM TTHCHME;

0) B peKJIaMaITMOHHOM TTHCHME;

B) B MH(OPMAITMOHHOM MTHCHME;

I') B IMCbMe-HallOMUHaHUH.

8. CnoBa, KOTOpble CTAaHOBSTCS HEO(MUIMATBHBIM 3aMEHUTENIEM TepMHUHA M HMX IPUMEHEHUEB
JOKYMEHTaX HEAOMYyCTUMO, — 3TO:

a) mpodecCuOHATTN3MEI;

0) CHHOHHUMBI;

B) HEOJIOTU3MBI;

T') MapOHUMBI.

9. 3aKOHUYEHHBII B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTa, MO3BOJISIOUINI YCTAHOBUTD
3HaUEHUE BXOJAIIETO B HEro CJIoBa WK (pas3bl — 3TO:

a) aHHOTAIUS;

6) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.

10. Perynupytomias (1eTeTbHOCTh OpraHu3aIiii) cpesia BKIIOYAeT:




CrpyKTypHBIi
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KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

a) TOCYJIapCTBEHHbBIE CTAHIAPTHI;

0) oOIIeCTBEHHBIC OKUIAHHUS;

B) PEKOMEHJIAINH, OTPAKAIOIIUE MTEPEOBOM OTIBIT,

') HOPMAaTHUBHBIE JOKYMEHTBI, OTPAXKAIOIINE JIEATEILHOCTh OPraHU3aIHH.

11. INonuTHKa ynpaBiieHUs: JOKyMEHTaMU OpraHU3alluU MTO3BOJISIET:

a) TOBBIIATH () (PEKTUBHOCTD AEATETHHOCTH OPraHU3aIUH;

0) cobmoaaTh TpeOOBaHNUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;

B) M30€KaTh PUCKOB MPEANTPHHAMATEIHCKON JAEIATEIIbHOCTH, CBSI3aHHBIX C TIOKYMEHTaMHU;

I) COXpaHATh NaMATh OpraHu3aluy, WHAMBUAA U ooOmecta.l2. K npuHnunam paspaboTku
MpOTrpamMM YIIpaBIICHUS TOKyMEHTAMH OTHOCHTCSI:

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

0) ompeaeneHre MpaBUiI CO3AaHUS METAJAHHBIX O TOKYMEHTAaX;

B) o0ecrieueHne XpaHeHHsl IOKyMEHTOB B O€3011acHO U 3allUIIEeHHOI cpeie;

T') OlpeesIieHne BO3MOXKHOCTEH MOBBIICHHS YPHEKTUBHOCTH pabOThl OpraHU3AINH

B pe3yJIbTaTe KaueCTBEHHOTO YIPaBJIEHUS JOKYMEHTaMHU.

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

a) BCeX COTPYAHUKOB OpPraHU3alNU 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/JICTBA OpraHHU3aIlH 32 ;

') CeKpeTapei 3a .
14. Ecnu JNOKyMEHT SBISE€TCS TEM, 4YeM JOJDKeH ObITh; CO3JaH WM OTIpPAaBIEH JIUILOM,
YIIOJTHOMOYEHHBIM Ha 3TO, a TaKKe B TO BpeMs, KOTOPOe yKa3aHO Ha JOKYMEHTE, TO 3TO O3HayaeT
ero:

a) I0OCTOBEPHOCT,

0) IIEIOCTHOCTB;

B) AyTEHTHYHOCTb;

I') IPUTOJHOCTb JUIS UCIIOJIb30BAHUS.

15. Crparerust BHEpeHUs JOKYMEHTHBIX CUCTEM IpelyCMaTpUBaeT:

a) MPOEKTUPOBAHUE JOKYMEHTHBIX CUCTEM;
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JJIEMEHT
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[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeCTBA

0) MOArOTOBKY COTPYAHUKOB, PaOOTAIOIIUX C JOKYMEHTAMU;

B) COOTBETCTBHUE JOKYMEHTOB PErYJIMPYIOLIEH Cpeie;

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

16. CiocoGHOCTH TOKYMEHTHOM CHCTEMBI [UTUTEIBHO U TPABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMH MPOIEAYpaMH O3HAYaET ee:

a) HaJIG)KHOCTb;

0) > pexTUBHOCTD;

B) LIETIOCTHOCTb;

I') KOMITJIEKCHOCTb.

17. CnocoGHOCTh JOKYMEHTHON CUCTEMBI IPEIOTBpAIIaTh HECAHKIIMOHUPOBAHHbBIE
JOCTYI K IOKyMEHTaM, UX YHUYTOKCHUE, N3MEHEHHE WM TIEpEMEIIICHH S O3HAYALT ee:
a) HaJIS)KHOCTb;

0) 3ppexTHBHOCTD;

B) LIEJIOCTHOCTB;

I) KOMIUJIEKCHOCTb.18. MeTononoruss NnpoeKTUPOBAHUS U BHEIPEHHS] JIOKYMEHTHBIX CHCTEM
BKJIIOYAET:

a) aHaJu3 JAEJ0BON NEesTeIbHOCTH OpraHU3alUy;

0) OLICHKY CYIIECTBYIOIIHUX TOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OIICHKY, KOPPEKTUPYIOILIUE IeHCTBUS;

I') IpeKpaleHue MPUMEHEHUS TOKYMEHTHBIX CUCTEM.

19. O6vexTaMu yHU(UKAIMK U CTAHAAPTU3ALUH B YIIPABICHUYECKOM ESTEIIbHOCTH
SBIISIOTCS:

a) TEPMUHBI, UCTIOJIb3yEeMbIE NPU Pa0OTE C YIPABICHYECKON HHPOPMAIIHEIA;

0) opraHu3alMoOHHbIE CTPYKTYPbI OpraHU3aIuil, YUpeKICHUH U NPEATNPUATUIH;

B) yIpaBiieHYeCKUe (yHKIIIH;

T') ynpaBieHYecKas TOKyMEHTaIHI.

Bnaners

- CIIOCOOHOCTBIO OCYILECTBIISATh
JIeTI0BOE OOIIEHUE U MyOJIHYHbBIE
BBICTYIUICHHS, BECTH

[IpakTrueckue 3a1aHus:
Kpoccropa 1.
ITo ropuszonTanu: 1) 3anuce HHGOPMAIINN HA PA3THYHBIX HOCUTENSX [0 YCTAHOBJICHHBIM MPABUJIaM;




CrpyKTypHBIi

[Inanupyemsle pe3ysbTaTsl

JIIEMEHT O1eHOYHBIE CpECTBA
oOyueHus
KOMIICTCHIUH
MIEPErOBOPEI, COBEIIIaHus, | 2) YCTAaHOBJICHHE KOJHMYECTBA W COCTaBa JIOKYMEHTOB B CIUHHMIIAX ydeTa M (pUKcaIus
OCYIIECTBIISATh JICTIOBYIO | MPUHAUIEKHOCTH KaXKIOH SANHUIIBI YUeTa K ONPEACICHHOMY KOMILICKCY U 00IIEeMYy UX KOJHUYECTBY

NEpCIUCKY u MMOAACPIKUBATD
OJICKTPOHHBIC KOMMYHUKAIIUU.

B YUETHBIX JOKYMEHTaX; 3) Y4ETHBII JTOKyMEHT, COJAEpKallluii Ha3BaHUE, CBEACHUS O KOJIUYECTBE,
cocTaBe JOKYMEHTOB (OHAAa M MECTE €ro XpaHEHHs, NMpeAHAa3HAYCHHBIA IS HEHTPAIU30BaHHOTO
ydyera JTOKYMEHTOB; 4) mepedeHb OQUIUATbHBIX HAWMEHOBAHHMM XPAaHSIIUXCS, BBHIOBIBIIMX U
NOCTYMAIOIIUX apXUBHBIX (OHAOB B TOPSAAKE BO3pacTaHUs MPHCBOEHHBIX MM HOMEpOB; 35)
MPETYCMOTPEHHBIE HOPMATHUBHBIMU JIOKYMEHTAMH YCJIOBHUSI HCIIOJIb30BAaHUS aApPXUBHBIX U
KOH(UIEHIMAIBHBIX JOKYMEHTOB; 6) nudpoBoe u/mim OykBeHHO-IM(PPOBOE 0003HAYEHHUE JeNa B
HOMEHKJIaType JeJ OpraHu3alid, HAaHOCUMOE Ha €ero OOJOXKY; 7) CBOMCTBa JOKYMEHTa,
oOyClaBIMBAIOLIME €ro KyJIbTypHOE, HaydyHO€ U T.II. 3HaueHue; §) BOCCTAHOBJICHHE
MEePBOHAYAIBHBIX WM ONM3KUX K MEPBOHAYAIBHBIM CBOWCTB M BHEIIHUX IMPHU3HAKOB aPXHBHOTO
JOKYMEHTA, IOJBEPruIerocsi MOBPEXKICHUI0O WIM pa3pylIeHuio; 9) CcpeicTBO THUPaKUPOBAHUS
TOoKyMeHTOB; 10) y4eTHbI JOKYMEHT, COJEpKalllui IepeueHb JOKYMEHTOB Jejia C YKa3aHHEM
MOPSAKOBBIX HOMEPOB JOKYMEHTOB, WX WHACKCOB, Ha3BaHWW, JaT, HOMEPOB JHCTOB; 11)
IpUMEHEHHEe HHPOpPMAIMM JOKYMEHTOB B KYJIbTYPHBIX, Hay4YHBIX M T.N. LEJAX, a TaKxke s
obecrieyeHrs 3aKOHHBIX MPaB U MHTEPECOB IpaxkaaH; 12) cnpaBOYHHUK, B KOTOPOM HH(OpMAIHS O
JOKYMEHTaX Pacroyio’KeHa B COOTBETCTBUHU C BHIOpAHHOW CXeMOM Kiaccudukanuu; 13) TOKyMeHT,
MOJIHOCTBIO BOCHPOMU3BOASIINNA HMH(DOPMALMIO TOJJIMHHOTO JOKYMEHTAa W BCE €ro BHEIIHHE
MPU3HAKU WM YacTh UX, HO HE MMEIOIINMI IOpUIUYEeCKON cuibl; 14) u3MeHeHre MepBOHAYAIbHbIX
(U3UKO-XMMHYECKUX CBOMCTB JOKYMEHTa IOJ BO3/JEHCTBHEM BHEIIHUX M BHYTPEHHUX (PaKTOPOB;
15) mepBbIi WM EIUHUYHBIA AK3EMIUIP O(PHUIMAIBHOTO JOKYMEHTa; 16) IOpHUIUYECKOEe WIIN
duznyeckoe JUIO, B AEATEIBHOCTH KOTOPOTro oOpaszyeTcsl NOKyMeHTanbHbIM (oHxa; 17) cpeactBo
XpaHEHUS JOKYMEHTOB.
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[To BepTukanu: 1) nBUKEHHE JOKYMEHTOB B OPraHU3AIMKM C MOMEHTA UX CO3/IaHUs WIIU MOJTy4YeHUs
JI0 3aBEpILICHUs MCIOJHEHUS WM OTHpaBieHus; 18) 3amuch ydeTHBIX NAaHHBIX O JOKYMEHTE IO
ycTaHOBJIeHHOU ¢opme, dukcupyromas ¢GakT ero cos3laHus, OTHpPaBICHHUS WU MoyydeHus; 19)
JOKYMEHT WJIM COBOKYMHOCTH JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOIPOCY WU YYacTKy
JESTeIbHOCTH W TOMENICHHBIX B OTAENbHYIO 0050kKy; 20) opraHuzainusi WM CTPYKTypHOE
NO/Ipa3JiefiecHue, OCYIIECTBISIONIEe JUIMTENbHOE WJIM TOCTOSIHHOE XpPaHEHHE OKOHYEHHBIX
JOKYMEHTOB C IIeJIbI0 UX HCIOIb30BaHMs; 21) cpeicTBO KaCCOBOM OPrTEXHUKM; 22) KOMUS YacTH
TEeKCTa JOKYMEHTa, O(opMIIEHHas B YCTAaHOBIEHHOM TMOpsaKe; 23) CpPeACcTBO H3TOTOBICHUS
U300pa3UTEIbHBIX JOKYMEHTOB; 24) chenualbHO 000pYAOBaHHOE IOMEIICHHWE MJs XpaHeHUs
apXMBHBIX JOKYMEHTOB; 25) TMOBTOPHBI OK3EMIUIAP MOJJIMHHUKA JOKYMEHTa, HMMEIOIIHA
IOPUINYECKYIO CHIly; 26) (u3nueckoe WIM IOPUAMYECKOE JIMIO, CO3JaBIlIee TOKyMEHT; 27)
OGUIMANBHBIN  JOKYMEHT, HUMEIONINI IOpUANYECKYI0 CUJIy M COJAepKaluil HHpOpMaluio o
npeaMeTe 3ampoca, ¢ yKa3aHHEM TMOUCKOBBIX JAHHBIX JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha
XpaHEHHE WM K YHUUTOXKEHHUIO, a TAK)KE€ YCTAHOBJIEHUE CPOKOB MX XPaHEHUSI HA OCHOBE MPUHSTHIX
KPUTEPHEB.
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Kpoccropn 2.

[To ropmzoHTanmu: 1) HOPMATUBHBIA NOKYMEHT, COJCpPKAIUNA CHUCTEMATH3UPOBAHHBIN IEepEUYCHBb
CTPYNIIMPOBAHHBIX HAWMMEHOBAHWH OOBEKTOB W TIPUCBOCHHBIE WM KOJBI; 2) HOPMATHBHBIN
JOKYMEHT, 3aKpeIUISIOINN YHU(PHKAIUIO IEJONPOU3BOACTBA; 3) (UKcaIysi Ha MaTepHaJIbHOM
HOcuTelle MHQOpMAIMK C PEKBU3UTAMH, ITO3BOJIIONIMMHE €€ UICHTH(QHIIMPOBATh; 4) YCTAHOBJIICHHUE
eIMHOO0Opa3usi coctaBa W (OpM yIPaBICHUYECKUX JTOKYMEHTOB, CO3JaBa€MbIX IPH PEUICHUU
OJHOTHUITHBIX yIpaBlieHUYecKuX GyHKknui; S5) wuHbopMmaiusa, (UKCHPOBaHHAS Ha KaKOM-JIHO0O
MaTepHaIbHOM HOCHUTEIIE.

I[lo Beprukamu: 1) wudpoBoe o003HaueHHEe (GOPM JTOKYMEHTOB B XOJE COCTABIICHHSI
kinaccuukaTopoB  uHbopmarmu; 6) 1udpoBoe 0003HAUCHHE, SABJIAIONMICECS DJIEMEHTOM
uleHTHPHUKAIMA OOBCKTOB B XOJI¢ HMX KIacCUPUKAIMK, 7) MEKIYHAPOJIHBIH JOTOBOpP IO
OTIPEJICTICHHOMY BOIIPOCY; 8) OpraHM3alusi WIM CTPYKTYPHOE IMOJApa3ieicHHe, OCYIICCTBIISIONIee
JOJITOBPEMEHHOE WM TIOCTOSIHHOE XpaHEHWE OKOHYCHHBIX JIeN; 9) BHECEHUE JIOJDKHOCTHBIM JIUIIOM
B o(ulManIbHbIe JOKYMEHTHI 3aBEIOMO JIOKHBIX CBEICHUI WM HCIPABICHHUM, MCKAKAIOMUX HX
necTBUTeNnbHOE cojaepkanue; 10) CHHOHMM cioBa AOroBop; 11) ITOKyMEHT, MOATBEP>KIArOIIHIA
COOTBETCTBHE MPOAYKIIUH, IPOIIECCOB U YCIYT YCTAHOBIECHHBIM 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 OIEpPALNil
OCHOBHEBIE COCTABJISIONINE U
JTankbl IIOArOTOBKU
XO3SIICTBEHHBIX U
OyXTalTepCKUX JOKYMEHTOB,
TpeOOBaHUS K BEICHHUIO
JTOKYMEHTAITU!

BHJIBI OYXTalnTEPCKOMH
JTOKYMEHTAITUH, BUIBI
(hMHAHCOBOW U HAJIOTOBOM
JTIOKYMEHTaIuU

Hepeqem, KOHTPOJIBHBIX BOITPOCOB IJIH IOATOTOBKH K 3aqéTy

- OcHoBoIMoNararomye NpUHIMUIEL OYXTajITepCKOro y4era.

- OOBekThI OyxTantepckoro HadmroneHus1. Kiaccudukaiys xo3siCTBEHHBIX CPEICTB, UCTOYHUKOB UX
00pa3oBaHs, XO35IMCTBEHHBIX MPOIIECCOB M PE3YJIbTATOB (PHHAHCOBO-XO03HCTBEHHOH AEATEIBHOCTH.

- KpyrooGopoT x03siCTBEHHBIX CPEICTB U UCTOYHUKOB UX 00pa30BaHMs Kak 0O0BEKT OyXraJlTepcKoro
(uHAHCOBOTrO yuera.

- Omnpenernenue 1 colepkaHue IpeaMera 1 MeTozia OyXrajiTepcKoro yuera.

- CxeMbl JOKYMEHTO000pOTa KaK MHCTPYMEHT MOJEIMPOBAHUS OyXTalTepCKOro y4dera.

- OCHOBBI HOPMaTHBHOI'O PETyTMPOBAHMUS OpraHu3aluy oOyxrantepckoro yuera B Poccuiickoit deneparmu.
YPpOBHM HOPMATUBHOI'O PErYIUPOBaHUSL.

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

- [MonoxeHus Mo OyXrajTepCcKoMy y4eTy Kak HallMOHaJbHbIE OyXTanTepcKue cTaHnapThl B Poccuiickoii
®Denepanyu.

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

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

- HopmatuBHOe peryiaupoBanue OyXraiTepckoro yueTa OCHOBHBIX CPEACTB.

- JoxyMeHTalIbHOE O OpMIICHHE XO3HCTBEHHBIX ONEpalii U JOKYMEHTOO0O0POT 10 y4eTY OCHOBHBIX CPEJICTB.
- DOKOHOMHYECKOE COZiep)KaHNe OHATHS M KacCU(UKalus HeMaTepUaIbHBIX aKTHBOB.

- HopmatuBHOe perynupoBaHue OyXraaTepcKoro yueTa HeMaTepHalbHBIX aKTHBOB.

- JoxyMeHTalIbHOE 0 OpMIICHHE XO3SHCTBEHHBIX ONepaniii U JOKYMEHTOO0O0POT 10 y4eTy HeMaTepHaIbHBIX
aKTHBOB.

- JlokyMeHTalIbHOE 0 OpMIICHHE XO3AHCTBEHHBIX OIepanuii 1 JOKyMEHTOO0O0POT 10 y4eTy MaTepHaIbHO-
TIPOU3BOJICTBEHHBIX 3aM1aCOB.

- JlokymeHTanpHOe oopMiIeHHe X03IHCTBEHHBIX ONEPALMH U TOKYMEHTOOOOPOT 10 YYETy ACHEKHBIX CPEIICTB U
pacyeTos.

- JlokymeHTanpHOe oopmiIeHHe B JOKyMEHTOO0OPOT PacyeToB 110 OIUIATe TPY/A.

- JlokymeHTanpHOe oopMiIeHHEe B JOKyMEHTOO0OPOT X035ICTBEHHBIX ONEPAINi 110 YUETy U3EepKeK Ha
TIPOMU3BOJICTBO MPOAYKIIMHU U HE3aBEPIIEHHOTO PONU3BOJICTBA.

- JokymeHTanpHOE 0(pOpMIICHHE 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 OPraHU3AIHN.
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OneHouHbIE CpeCTBA

KOMIETEHITUU 00ynenus
- JokymeHTansHOe oopMIIeHHE B JOKYMEHTO00O0POT MO y4eTy (PMHAHCOBBIX PE3yJIbTaTOB.
- TTousaTre cOOCTBEHHOIO KaluTana U ero CTPYKTYpa.
YMmeTb COCTaBJISITh ITIEPBUYHYIO Ilpaxkmuueckue 3a0anus
OyXTaJNTepCKyI0 TOKYMEHTAIUIO 3ananue 1
ohopMIIATh U 00pabaThIBaTh [Ipeanpusitue mpruoOperaeT 0OopyoBaHKe I 11eXa B JTU3UHT. [100TOBbTE MEpeueHb JOKYMEHTOB,
JIOKYMEHTBI 110 XO3SUCTBEHHBIM | HEOOXOIUMBIX JIJIsl TPOBEICHUSI CICTTKHU.
omeparusm 3amganue 2.
Omnpenenure, Kakue JOKYMEHTHI JOJIKHBI OBbITH COCTaBJIEHBDI:
1) nns BeiBeneHUs U3 coctaa yupeaureneii OOO ropuaIu4ecKkoro Juna;
2) ms peopraamzaiuu OOO B AO ¢ 0JTHOBpEMEHHBIM BBIBEICHHEM U3 €r0 COCTaBa
(GU3NYECKOTO U FOPUIMYECKOT0 JIUIIA C BHIIJIATON A0JI€H YCTaBHOTO KanuTajaa U MPUYUTAIOLINXCS
JTUBUJICH]IOB.
Brnanets HaBBIKAMU TIOJITOTOBKH, Ilpakmuueckue 3a0anusa u 60npocwl

odopmiteHHsI, 00pabOTKH 1
BBITIOJIHEHUS IOKYMEHTOB
HaBbIKaMU COCTaBJICHUS, yUeTa,
XpaHEHUsl, 3aIIUThI, Iepeiayn
X035UCTBEHHOM, OyXTalTepcKOn
Y OTYETHOU JOKYMEHTAIIUU B
COOTBETCTBUU C TPEOOBAHUSIMU
JOKYMEHTO000poTa

Onun u3 yupenureneid OOO — opranuzamnusa «A» — B KaUeCTBE BKJIaJa B YCTABHBIN KamuTal
[0 COTJIACOBAHHUIO C JAPYTUMHU YUYpETUTENsIMU Tepenan o0OopyaoBaHUE, COTJIACOBaHHAS CTOMMOCTH
KOTOPOTO, TIOJATBEpPXKJICHHAs HE3aBHCHUMBIM OICHIIHKOM, cocTaBuia 55 000 py0. J[lpyrou
yupeautenb — opraHuzanuu «b» — 1Mo corjacoBaHuI0 € JPYTUMHU  YUPEIUTENSIMH OILIATHI
OpraHu3alMOHHbIE pacxoibl, cBsA3aHHble ¢ co3zmanueM OOQO (mpuHATHI B KauecTBe BKiIaaa). B
KayecTBEe TaKUX PacXo0B MPEeIyCMOTpPEHa OIulaTa yCiayr IOPHCTa MO MOATOTOBKE YUYPEIUTEIbHBIX
nokymeHToB OOO u ormiata perucTpanoHHbIX coopoB — 5000 py6. Mtoro ycraBHBIA KamuTal
OO0miecTBa COCTaBUII B COOTBETCTBHUU C yupeauTeabHbIMU AokyMeHTamu 60 000 py0. Pacxompl
IPUHSTHI K OyXTaJITepcKOMY yUeTy.

CocTaBbTe CXeMy TOKYMEHT0000poTa.




0) Ilopsanok mNpoBedeHUs] TPOMEKYTOYHOH AaTTeCTAMU, MOKA3aTeJH M KpUTepHH
OLICHUBAHUS:

IIpomedcymounas ammecmayus npoeooumcs 6 popme 3avema.
Kpumepuu oyenxu (6 coomeemcmauu ¢ ghopmupyemvimu KOMnemeHYyusMU U NIAHUPYemMblMu
pe3yrbmamamu 00yyeHus):
O1eHKa «3aUTEHOY» BBICTABISIETCS CTYACHTY, KOTOPBIH
- POYHO YCBOMJI MPEAYCMOTPEHHBII MPOrpaMMHBII MaTepua;
- MPaBWJILHO, pTYMEHTUPOBAHO OTBETHJI Ha BCE BOTIPOCHI, C IPUBEICHUEM IPUMEPOB;
- OKa3aJI TITyOOKHe CUCTEeMaTH3UPOBAaHHbIC 3HAHUS, BIIA/ICET IPHEMaMH PaCCYKICHUS 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 CTYAEHTY, 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 ROO20MOBKU K 3a4emy
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 MpOBOJIUTCS B BUJIC TECTUPOBAHUS.
3. KauecTBeHHOM MOJArOTOBKOM K 3a4€Ty SIBJISCTCS:
—TI0JIHOE 3HaHUE BCEro yueOHOro Matepuasa o Kypey;
—CBOOOTHOE OTIEPUPOBAHKE MATEPUATIOM;
—NIEMOHCTpAIMs 3HAHUI TOTOJIHUTEILHOTO MaTepHara;
—4yE&TKUE MPaBUIIbHBIE OTBETHI B 3aJaHUSX.

[IpumepHbIil nepedyeHb BOIPOCOB K 3aUETY:

=

OcHOBHbBIE IOHATHUSA, IPUMEHSAEMBIE B JIEJIONPOU3BOJICTBE.

2. PexBusutsl fokymMeHTOB. Kakue Buabl 61aHKOB U (popMaThl JOKYMEHTA IPUMEHSIOTCS B
YUPEXKACHUIX?

3. Cocras o0uiero OyiaHka.

4, PexBu3uTHI B cocTase OylaHKa mucbMa. YeM oTiimuaeTcs: oOIuii OJ1aHK OT OJIaHKA U1
nucrMa?

5. PexBu3uTHI B cocTaBe OyiaHKa BHIa JOKYMEHTA.

6. dopmynsap-obpaszer.

7. Kaxkue TpeGoBaHUS MPEABIBISIOTCS K JOKYMEHTaM?

8. HasznaueHue u cocTaB OpraHU3AIMOHHO-TIPABOBOM JOKYMEHTAIIUU

9. HasznaueHue U cOCTaB PACTIOPSIUTENBHON JTOKYMEHTAIUU

10. Haznauenue u cocTaB HHPOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH

11. TpeGoBauus K OPOPMIICHHIO PEKBU3UTA «HAMEHOBAHUE OPTaHU3aIHI»

12. CocraB pekBU3HTA «CIIPABOYHBIE TaHHBIE 00 OpraHU3aIII)

13. Topsinok AaTUpOBaHMs TOKyMEHTA U BUBI JaT.

14. CocraBHBIE YaCTH PETUCTPAIIMOHHOTO HOMEPA TIOKYMEHTA U MOPSII0K €ro MPOCTaBICHUS

15. Tlopsiiok aapecoBaHus TOKyMEHTA.

16. Kakumu ciocobamu opopmiisieTcs: yTBepKAeHUEe JOKyMeHTa?

17. Kakue TpeOoBaHMs MPEIBSBIISIOTCS K 3aT0JIOBKY?

18. Tlopsnok ohopMiIeHUS TPUIIOKEHUH K TOKYMEHTY

19. IMopsinox opopMIICHUS PEKBU3UTOB «IIOAIMKCH» U «OTMETKA O 3aBEPEHUH KOTIUM)



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?

[Topsnok mpocTaBiIeHHs HA JOKyMEHTaX IedaTen

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

OTansl NOArOTOBKU JOKYMEHTA.

OOmrre TpeboBaHuUs K TEKCTY JOKyMeHTa. Kak oopmiisieTcs B TEKCTE CChUIKA Ha
JIpyroi JOKyMeHT?

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

B 1uem ocobenHOCTH cocTaBieHUs U OPOpMIICHUS aKTa?

TpeGoBanus K COCTaBICHUIO U 0OPMIICHUIO TOKIAIHBIX 3aIUCOK

TpeGoBanus K COCTaBICHUIO U OPOPMIICHUIO OOBSICHUTEIBHBIX 3aMTMCOK

TpebGoBaHMsI K COCTaBICHUIO U OOPMIIEHUIO CIIPABOK

TpebGoBaHus K COCTaBICHUIO U 0OPMIIEHHIO CITY>KEOHBIX MHCEM

TpebGoBaHMs K cCOCTaBICHHUIO U 0(OPMIIEHHIO TeJIErpaMm

OcoOenHocTH cocTaBiieHus U oopmiieHus TeaedoHorpaMM

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

Yrto BXOIUT B MOHSITHE JOKyMEHTOO0OOpOTA?

OpraHu3anroHHbIE TOKYMEHTBI, OTIPEICISIFONINE TIOPSIOK TBMKEHUS JOKYyMEHTOB B
opranusanuu (pupme)

TpebGoBaHnus K OpraHu3anuy NpueMa u NepBUYHON 00pabOTKU TOKYMEHTOB

3Ha4yeHue NpeABAPUTEIBLHOTO IPOCMOTPA U PACIPEAEICHUs NOCTYUBIINX JOKYMEHTOB
[TpaBusa 06pabOTKH UCXOIAIUX TOKYMEHTOB.



