MUHUCTEPCTBO HAVKH Y BBICIIIET'O OBPA30OBAHMSI
POCCHUVICKOM ®EIEPALINU

deepaibHOE rocyapCTBeHHOE GIOKETHOE 06Pa3oBaTEIBHOE yUpexaeHue
BbICLIEro o6pasoBanus
«MarsuTOropcKHmit rocy 1apcTBEHHBIH TeXHHYECKUI ynusepeutet um. .. Hocosay

S YTBEPXIAIO
JTaperrep U3RY
_ H.P. BaneiHeras

~h1.02.2020 .

PABOYASI IIPOrPAMMA JIUCHUILIAHBI (MO/LY.JIST)

AOKYMEHTHPOBAHHE YITPABJIEHYECKOH JEATEJIBHOCTH

Hanpasnenue nozrorosku (crienuanbsHoCTs)
38.03.01 5KOHOMUKA

VpoBeHb BbICIIEro 06pa3oBaHus - GakanaBpuar
TIporpamma noaroToBK - akajieMueckuii Gakanaspuar

®dopma 0byuenus
OyYHas

Wncturyr/ pakynsrer  VIHCTHTYT S5KOHOMHKH YIpaBIeHHs

Kadenpa T'ocyaapcTBEHHOr0 MyHHIHNIANLHOTO YIIPABICHHS 1 ynpaBJieHus
MIEPCOHANIOM
Kype 1
Cemectp 1
Maruuroropck

2020 rox
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JIucT akryanusanuu padoueii nporpaMmbl

Pabouast mporpamMmma repecMoTpena, 00cykaeHa u o100pena s peanuzamnuu B 2021 - 2022
yueOHOM rojly Ha 3acefaHuu Kadeapsl ['ocy1apcTBEHHOTO MyHUIIUIIATHLHOTO YIIPABICHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii H.P. banbiackas

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzanuu B 2022 - 2023
yueOHOM rojly Ha 3acefaHuu Kapeapsl ['ocy1apcTBEHHOTO MYHUIIUIIATHHOTO YIIPABICHUS U

IIpotokom ot 20 1. Ne
3aB. kadempoii H.P. banbiackas

Pabouas nporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM rojy Ha 3acenanuu kadeapsl ['ocyaapcTBEHHOrO MyHUITUTIAILHOTO YIIPABICHUS U

IIpotokom ot 20 1. Ne
3aB. kadeapoii H.P. Banbrackas

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl ['ocynapcTBEHHOT0 MYHUIUITAIBLHOTO YIIPABICHUS U

IIpotokom ot 20 1. Ne
3aB. kadeapoii H.P. Banbrackas

Pabouas nporpamma nepecmMotpeHa, oocyxieHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM Trojly Ha 3aceaHuu Kadeapsl ['ocyIapcTBEHHOTO MyHHUIIUIIATHLHOTO YIIPABICHUS

[Iporokon ot 20 1. Ne
3aB. kadenpoii H.P. banbiackas




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Ilenpr0 OCBOCHMS NUCLUILUINHBI «/[OKYMEHTUPOBaHUE 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 TMCUMIIMHBI (MO/1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil POrpaMMbl

Jucuunimnza  JIOKyMEHTHPOBAHUE  YIPABICHUYECKOM  JESATEIBHOCTH  BXOAUT B
BapUATHUBHYIO YacTh YY€OHOT0 T1aHa 00pa30BaTeIbHON MPOrPaMMBl.

Jns  u3ydeHus  JUCHUIUIMHBI ~ HEOOXOAMMBI  3HaHUS  (YMEHHs,  BJIaJCHHS),
c(OpMHUPOBAHHBIE B PE3yJIbTATEe N3YUYEHU AUCHMIIMH: HpopmaTuKa.

3nanus (yMeHUs, BIaJCHHs), TOJy4YSHHbIE IPYU U3YyYCHUU TAHHON JUCHUIUIMHBI OyIyT
HEOOXOAUMBI Ul HW3YYEHHUs  JAMCHUIVIMH/MPAKTHK:  OCHOBBI  NpodecCHOHaNbHOM
JesTenbHOCTH, busnec-mian, IIpoekTtHas nesrenbHOCTh, IloaroroBka Kk 3amure M 3amuTa
BBIITYCKHON KBaTH(PUKALMOHHON PaOOTHI.

3 Komnerenunu ody4arouierocsi, popMupyemMbie B pe3yaibTaTe 0CBOEHUsI

AUCHUILINHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00y4eHust

B pe3ynbpTaTe ocBO€HMs JUCHUILIMHBI (MOYs) «J{OKyMEHTUpOBAaHUE YIIPABIEHYECKON
JESTENIbHOCTI 00yJarouiics JOHKEeH 00J1agaTh CIeIYIOIUMUA KOMIETEHIUAMU:

CtpyKTypHBIT [Tnanupyemsble pe3yabTaThl 00yUEHHS
JJIEMEHT
KOMIIETCHIIUN

OIIK-4  crocoOHOCTHIO HAXOIUTh OPTaHU3ALIMOHHO-YIIPABICHUYECKHUE PEILICHNUS B
npodecCHOHAIBHOM AEATEILHOCTH U TOTOBHOCTh HECTH 38 HUX OTBETCTBEHHOCTD

3HaTh OCHOBHbBIE COCTABJISIOLIME U 3Tl IOATOTOBKH JOKYMEHTAIUH, [1aBHbIE
TpeOOBaHUS K BEJIEHHUIO JOKYMEHTALUU

croco0bI 3 PEKTUBHOTO JI€T0BOI0 OOLIEHMS, TYOJNYHBIX BHICTYIIIICHHH,
IIEPETOBOPOB, ITPOBEIEHNUS COBEIIAHUH, 1€JI0BOM MEPENUCKH, AET0BOIO
OOLIeHMSI, FTEKTPOHHOW KOMMYHHUKAIIMH OCHOBBI JIEJIOBOTO OOILIECHUS
Coco0BbI U cpesicTBa UH(DOPMAIIMIOHHOTO BO3/1EHCTBHS

OCHOBHBI€ [TOHATHUS U COBPEMEHHBIE IPUHIUIIBI PA0OTHI C IEI0BOI
nHpopMaluen, a TaKkke UMETh IPEJCTaBIeHNE O KOPIOPATUBHBIX
MH(OPMAIMOHHBIX CUCTEMax M 06a3ax JTaHHBIX

OCHOBHBIE ITPUHLIUIIBI OPTaHU3AINH JIEJIONPOU3BOCTBA U
JIOKYMEHTO00O0pOTa B OpraHax rocy/1apCTBEHHON U MyHHUIIUIAIbHOMN
BJIACTH

pa3IuyYHbIE CTPATETUH MPEICTABIEHUS PE3YIbTAaTOB CBOECH pabOThI /1S
JOPYTHUX CHELUAIUCTOB.




YmMmern

aHAJIN3UPOBATh KOMMYHHUKATHUBHBIE NTPOLIECCH] B OPraHU3ALUN U
pa3pabaThIBaTh MPEAJIOKESHHS TI0 TTOBBIIICHUIO WX 3P (EKTUBHOCTH
JIOTUYECKH BEPHO, apTYMEHTUPOBAHO U SICHO CTPOUTH YCTHYIO U
MMCEMEHHYIO peyb

MOJIICP>KUBATH MPO(PECCHOHATBHYIO KOMMYHHUKALIUIO, OCYIIECTBISTD
MyOJIMYHbIE BHICTYILICHUS

aHAJIN3UPOBATH JIOTHYECKYIO CTPYKTYPY U OIPEAEIATh CTENIEHb
apryMEeHTHPOBAHHOCTH MUCbMEHHOI U YCTHOM pedH, co3/1aBaTh pa3IuyHbIC
THUIIBI TEKCTOB YCTHOM, IUCbMEHHOW, BUPTYAJIbHOW U CMEIIaHHOMN
KOMMYHHKAIIUU Ha PYCCKOM SI3bIKE B PA3IMYHBIX jKaHpaX yIpaBICHUECKON
KOMMYHHUKAIMH (ITyOJUYHBIX BBICTYIUICHUSX, IEPErOBOPax, COBEIIAHMUIX,
JICTIOBOM TTEPEITUCKH )

HMHTErpUPOBATH B ACSITEIBbHOCTD M0IPAa3/IeIICHNUS I0J0KEHUS
AQHAIUTUYECKUX JTOKJIAI0B, OTYETOB U IPYTHX HH(POPMAIIMOHHBIX
MaTEepUasIoB.

Bnaners

KOMMYHHUKAI[MOHHBIMU HABBIKAMH
HaBbIKaMU COCTAaBJICHMSI, yU€Ta, XpaHEHMUs], 3alllUThl, IEpeaun CIyKeOHOI
JOKYMEHTAIMH B COOTBETCTBUU C TPEOOBAHUSAMH JOKYMEHTOO0OpOTA
HaBBIKaMU cOopa, 00paboTKH HH(OPMAIMH U IOKYMEHTAIMOHHOM
o0ecreyeHnn ToCyAapCTBEHHBIX OPTaHOB BJIACTH, OPTraHOB BIACTH
cyobekToB PD, opranoB MCY u opranuzanuii makeTtom oQpHCHBIX
IIporpamm it paboThI € 1e10BOM HH(pOpMaLell U OCHOBaMU CETEBbIX
TEXHOJIOTUI

METOJaMHU BE/IEHUS IIEPErOBOPOB

HaBbIKOM (POPMYJIMPOBaHUS LeJIel U 3a7a4 K MyOIMYHOMY BBICTYIUICHUIO
HaBbIKAMU OTCTaMBAHUSA CBOEH MO3UIMH B ITPO(ECCUOHAIBHON Cpee,
HaXO0XJAEHHUSI KOMIIPOMHUCCHBIX U aJIbTEPHATUBHBIX PEILICHUIN

METOAaMHU OpraHu3aiuu 3(p(HEeKTUBHBIX EIOBBIX KOMMYHUKAIUI

[TK-14 cnocoOHOCTBIO OCYIIECTBISATh JOKYMEHTHPOBAHUE X039HCTBEHHBIX OIEpalyii,
IPOBOJUTH YUeT JEHEKHBIX CPEJICTB, pa3padaTbiBaTh pabouuil MIaH CYETOB OyXranTepcKoro
yudeTa OpraHusaiuu v (opMHUpOBATh HA €T0 OCHOBE OyXTraJITepCKUE MPOBOJIKH

3HaTh

OCHOBHBI€ ITpaBUJIa JOKYMEHTUPOBAHHUS X035 ICTBEHHBIX ONepanuil
OCHOBHBIE COCTABIISIOIINE U 3TaIlbl IOATOTOBKH XO35HCTBEHHBIX U
OyXrajaTepckux JOKYMEHTOB, TpeOOBaHUS K BEACHUIO IOKYMEHTAllUU
BUJIbI OYXTaJNTepCKOM JOKYMEHTAIUH, BUJIbI (PMHAHCOBOM M HAJIOTOBOM
JIOKYMEHTAI!

VYmMmern

COCTAaBJIATH IICPBUYHYIO 6YXFaJITepCKy}O AOKYMCHTAIHUIO
O(I)OpMJ'ISITL u O6pa6aTLIBaTL JAOKYMCHTEI 110 XO03SMCTBEHHBIM ornepanusam

BrnaneTs

HaBbIKaMU MOJATOTOBKHU, OhopmiieHus, 00pabOTKH U BHIIOJHEHUS
JOKYMEHTOB

HaBBIKAMH COCTAaBIICHHUSI, YU€Ta, XPaHEHUS, 3aIUTHL, Iepeaadn
XO03SICTBEHHOM, OyXranTepckoi 1 OTYETHON JOKYMEHTAIUH B
COOTBETCTBHUH € TPEOOBAaHUSAMH JOKYMEHTOOOOPOTa




4. CTpyKTypa, 00b€éM U cotepKkaHne TUCHUIINHBI (MOLYJI5)
OO0mmast TpyI0eMKOCTh AUCIMILTUHBI cocTaBiseT 3 3aueTHbIX eauHuin 108 akan. gacos, B TOM
qHCIe:
— KOHTaKTHas pabora — 73,9 akaj. 4acoB:
— ayauTOpHas — /2 aKaJl. 4acos;
— BHeayauTopHas — 1,9 akan. yacos
— camocTosTenbHas padota — 34,1 akaz. 4acos;

dopma aTTeCcTalMy - 3a4ET

AynutopHas s s
KOHTaKTHasl paboTa E 5 dopMa TeKyLEero
Paznen/ rema § (B axaz. acax) E % Bun . KOHTPOJIA Kon
J— : S O | CaMOCTOATEINBHON | - yeneBaeMocTH 1 KOMITETEHIIHN
@) g £ paboThI IPOMEKYTOUHON
Tex. mab. | mpakr. 'S aTTeCTalHH
3aH. 3aH. (O =

1. TeopeTHueckre  OCHOBBI
JIeJIONPOU3BOJICTBA OpraHU3AIIHH.
11 Hudopmarys, ee
KpUTEPUH. Jloxy™meHT.
PexBuzur JIOKyMEHTa.
OyHKIIIH JIOKYMEHTA.
IOpuanueckas cuia
JOKyMEHTA.
Jenonpon3BoacTso,
JOKyMEHTHUPOBaHHE.
JloxymMeHTaIoHHOe
%if;;:gff;ogjﬁammm' Camocrostenpiioe
Knaccudukarst H3yHenHe yqefi HOM |y erhptit oImpoc.
JIOKYMEHTOB. 1 6 621 5 HI;I/I::SI;TI;(:; IIposepka OIIK-4, ITIK-
Crangapruzanus u PaGora ¢ WHIWBHUTYaTbHBIX 14
yHUGUKAIMg ~ JAOKYMEHTOB. 3aJaHuil.
YHUGHUIMPOBAHHAS CHCTEMa %H%KTpOHHMMH
JIOKYMEHTAIUU vCn). HOIHOTEKAMH
CucremMbl  TOKyMEHTAIHH.
TIpuanumns
JIeTIOTIPON3BOICTBA.
HopmartusrHo-MeTonnyeckas
0aza  TOKYMEHTHPOBaHUS
yIpaBJIEeHYECKOH
JeSITeTLHOCTH
OpraHm3anvyd  paboTel  C
JOKYMCHTaMH.
Hroro mo pazaeny 6 621 | 5
2. O6mue npaBuia odopmieHUs
YIPaBICHYECKHX TOKYMEHTOB




21 TOCT P 6.30-2003
«YHUGHUIUPOBaHHBIE
CHCTEMBI  JIOKYMEHTAIHH.
YHuduuupoBaHHas cucremMa
OpTaHM3aIOHHO-
pacropsauTeIbHON
JOKyMEHTAIIWH.
TpeboBaHus K 0hOPMIECHHIO
nokymeHnToB". Pexkpusur 01-
I'ocynapctBenHslit repo PO.
PekBuzur 02- T'epo
cyObekra PO u
MYHHLUTIAIEHOTO
obpazosannus. Pexsusur 03 -
OMOnemMa OpraHu3aluy HiH
TOBapHbI 3Hak. PexBu3uT
04- Koxa  opraHu3aium.
PexBusur 05- Ykasanue Ha
OCHOBHOM
roCyJapCTBEHHBIN
PETUCTPALIMOHHBIA ~ HOMEP
npeanpustus.Pekeusur 06-
Ykazanue Ha
WICHTUQHUKAIIMOHHBII
HOMep
HAJIOTOIUIATENBIIUKA/ KO
NPUYHMHBl TIOCTAaHOBKH Ha
yuetr. PexBmsur 07- Kon

(hopMsI JOKyMEHTa.
PexBusur 08-
HaumeHnoBanue

opranuszanuu. Pexsusut 09-
CripaBouHbIe CBeleHHS 00
opranuszanuu. Pexsusut 10-
HaumenoBanue BHUIA
nokymeHnra. Peksuzur 11-
[Jata nokymenta. PexBu3ur
12- PerucrparoHHsbIi
HOMED JOKYMEHTA.
Pexsusur 13- Ccouika Ha
PETUCTPALIMOHHBIA HOMEP U
ATy JIOKyMEHTa. PEeKBU3UT
14- MecTto COCTaBICHHS
WIA UW3JaHus  JOKYMEHTA.
PexBusur 15- Csenenust o0
aapecare. PexBusutr 16 -
I'pud YTBEPKACHUS
nokymeHTa. PexBm3ur 17-
Pesomrorusa. PexBusur 18-
3aroa0BoK K TEKCTY.
Pexsusur 19- OtmeTka o
KoHTpone PexBusur 20-
Tekct nokymeHnTta. PekBu3ut
21- OrMerka O HaJW4YuU
NpEeIIOKEHUM. PexBuszut
22- IMoamucek. PexBusur 23-
T'pud COTJIaCOBaHUS
JOKyMeHTa. PekBuszur 24-
Busel COTJIACOBAaHUS
nokymMeHra. PekBuszur 25-
Tleuars.  PexBm3ur  26-
OTMeTka 0  3aBEpeHHHU
KOIIHH. PexBusur 27-
OrMeTKa 00 HCIIOJIHHUTEIE.
Pexsusur 28- OTMmeTka 00
UCTIOJIHCHUH JOKYMEHTa H
HampaBJICHUH €ro B JIEJNO.
|PekBuzur 29- OTMeTKa ©

6/21

CaMOCTOSITEIbHOE
u3ydeHue yueOHon
Y Hay4HOU
JIUTEPATyPhI
Pa6ora ¢
AIIEKTPOHHBIMHU
OMOIMOTEKAMK

VYcTHBIH ompoc.
IIposepka
WH/IUBUYAJIbHBIX
3aJlaHui

OIIK-4, ITK-
14




Uroro mo pazneny

| 621 | 5 |

3. OcoOEHHOCTH COCTaBJIEHHUS U
OCHOBHBIX

odopmiIeHUs
JIOKYMEHTOB YITPaBJICHHUS

3.1  OcHOBHBIE  TpYMIIBI
JOKyMeHTOB. HopmaTiBHBIE
JOKYMEHTBI
TOCY/IapCTBEHHBIX OPTaHOB.
OpraHu3anmoHHbIE
JIOKYMEHTBl ~ MIPEANPUATHS.
Jl0IKHOCTHBIE MHCTPYKIIHH.
PacniopsimutenbHbie
JOKYMEHTBl  MPEAINPUSITHS.
IMpuka3el MO  OCHOBHO
JeSATeTbHOCTH.
Pacnopsbxenns,
WNudopmanuonHo-
CTNpPAaBOYHBIC  JOKYMEHTHI.
[Iporokoner, monHAsT W
KpaTkast ¢dopma ux
oopMIICHHS. AKTBI.
CrnyxeOHble u
OOBSCHUTENbHBIE  3aIHCKU.
CrpaBki. CayxeOHble
nmoBepeHHocTu. I[lucema, mx
K1accuHUKaus, CTPYKTypa,
CTaHIApTHbIE  (pasbl |
BBIPAXKCHHS. Hopwmsr
0(HIIHATIEHO-IETIOBOTO
CTHIIA CITy»eOHBIX
JIOKyMEHTOB. JenoBoe
MHCBMO  MEXKITYHapOIHOTO
o0pasa. dakchl,
Tene()OHOTPAMMBL.
JHorosopa, KOHTPAKTBHI.
CoBpeMeHHbBIE CIIOCOOBI U
TEXHHKa CO3J1aHus

peleHus.

6/211 5

CaMocCTosTebHOE
u3yucHHe y4eOHOMH
U Hay4HOH
JUTEPATYPHI
PaGora ¢
SNIEKTPOHHBIMHU
oubimorexamu

VYcTHBIN onpoc.
IIposepka
WH/IMBUTYAJIbHBIX
3aJaHui

OIIK-4, TIK-
14

Wroro no pazneny

6/21 5

4, IIpaBuna
JOKYMEHTOB no
COCTaBYy

odopmieHUs
JHYHOMY

4.1 TlonsTHe u CTPYKTypa
MIEPCOHAIBHBIX JTAHHBIX.
IIpunannexxnoctsb
HEePCOHANBHBIX JAHHBIX:
COOCTBEHHHK, IIep)KaTelb H
HI0JIb30BaTENb
MIEPCOHAIBHBIX
CrpykTypa
UH(POPMAIHOHHO-
JIOKYMEHTAI[HIOHHOU
CUCTEMBI. OdopmiteHne
JOKyMEHTOB MpH IpUEME,
YBOJBHEHHMH U IIEpEeBOE
paboTHHUKAa Ha  JPYTyHo
JIOJDKHOCTb. Amnkera.
Tpynossle KOHTPAKTBHI.
Ilpuka3sl 1o  JTUYHOMY
COCTaBy. OcHoOBHBIE
PEKBH3UTHl JOKYMEHTOB H
npaBuwia MX O(OpMIICHHUS.
Kpatkue CBEJICHHS 0
IpaBuiIax odopmnenus
TPYAOBBIX KHIKEK, JIMUHBIX
KapTO4eK, JUYHBIX  Jel

JTAHHBIX.
KaJpoBOH

6/21 5

CamocrosTensHoe
u3ydeHue yueOHon
Y Hay4HOU
JUTEPATYpPbI
Pa6ora ¢
AJIEKTPOHHBIMHU
oubnmorexamu

YerHbi onpoc.
IIpoBepka
WHAUBUYaJIbHBIX
3aJlaHui

OIIK-4, IIK-
14

Wroro no pazneny

6/21 5




5. Opranu3arus

HOKyMeHTOOGOpOTa

5.1 IMousTust
JOKYMEHT0000pOT u
OpTaHU3ALNS
JIOKyMEHT0000pOTA.
HopmaTtusHo-MeToaudeckas
periiaMeHTaIus
JIOKYMEHT0000poTA.
OcHOBHbIE
OpTaHM3aIHNU
JIOKyMEHT0000poTa Ha
TPEANPHUITHH.
KauecTtBenHble
XapaKTEePUCTUKH
JIOKyMEHT0000pOTA.
Knaccudpukanus
JIOKYMEHTOIIOTOKOB:
TOPU3OHTAJIBHEIE,
BEPTHKAJIbHbIC,
BOCXOJSIIIME, HUCXOMAALINE,
BXOIAIIUE, HCXOMAAIINE |
BHYTpEHHHE. IToncuer
o0beMa JOKyMEHTO00O0pOTa.

IpaBujia

6/211

CaMOCTOSTEIbHOE
u3ydeHue yueOHon
Y HAYIHOH
JUTEPATYPBI
Pabora ¢
AJIEKTPOHHBIMHU
OubIMoTEKAMU

VYcTHBIN onpoc.
IIposepka
WH/IUBUTYaJIbHBIX
3aJaHui

OIIK-4, TIK-
14

Hroro no pazneny

6/21

6. OCHOBHEBIE
OpTaHM3aIuu
JIOKyMEHTaMHU

paboThI

IpaBuUiIa

C

6.1 O6paboTka
MOCTYMAIOIUX JOKYMEHTOB.
IepBuunas o0paboTka
JTOKYMEHTOB. OOwmue
IpaBUia perucrpanuu
JIOKYMEHTOB, hopmbI
perucTpanuu. Ilepenaua
JOKYMEHTOB, PacCMOTpEHHE
ux PYKOBOJUTENIEM.
Topsinok HaIpaBJIeHHs
JOKyMEHTa Ha HCIOJHEHUE
U pabOTBl HCIOJHUTENS C
nokymeHTamu. McnonmHenue
JOKyMeHTa. Bumsl u Gpopmbl
KOHTPOJIA UCIIOJIHCHMA,
CPOKOBast KapToTeKa.
Opranuzanus TEKYIIETO
XpaHeHHS Iedn.
Homenknarypa pen, oourue
TpeOoBaHUs, BUJIBI
HoMeHKkatyp. CocraBiieHue
HOMEHKJIATYPBI Iedn.
®dopmupoBaHue "
odopmiieHUe Jel.
Cucremaruszanus
JOKyMEHTOB B Jene.
Xpanenue pen. Iloaroroska
JOKyMEHTOB K Iepejiade Ha
apXMBHOE XpaHEeHHe.
Kpurepun OLICHKH
nokymeHToB. CocTrapieHue
omnuceit gei.

6/41

7,1

CamocTrosTenpHoe
u3ydeHue yueOHon
Y Hay4HOU
JUTEPATYpPbI
Pabora ¢
JNIEKTPOHHBIMHU
Ooubinorexkamu

YerHbi onpoc.
IIpoBepka
HWHAUBHYaJIbHBIX
3aJaHuN

OIIK-4, IIK-
14

Uroro no pazneny

6/41

7,1

Uroro 3a cemectp

36

36/141

34,1

3a4ET

HToro no gucLuIInHE

36

36/141

34,1

3a4eT

OIIK-4,ITK-14




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anus KOMIETEHTHOCTHOTO MOIX0/1a IPEAYCMAaTPUBAET HCIIOJIB30BAaHHIE B YUEOHOM
IpoLEeccCe AaKTHUBHBIX M HHTEPAKTHUBHBIX (OpM TNPOBEACHHSI 3aHATHM B COYETAHUU C
BHEAYAUTOPHOW PabOTON C 1EIbi0 (POPMUPOBAHUS M PA3BUTUSA MPOPECCHOHATBHBIX HABBIKOB
oOydJaronuxcs.

[Ipu oOyyeHMH CTYACHTOB IUCHMIUIMHE «J[OKYMEHTHpOBaHHE YIIPaBIEHYECKOM
JESTEIIbHOCTHY CIEAYET OCYIIECTBIIATh CIEAYIOIHE 00pa30BaTEIbHBIE TEXHOIOTHH:

1. TpagunuoHHble 00pa30BaTENbHBIE TEXHOJIOIMM OPUEHTHUPYIOTCS HAa OpraHU3alUio
00pa3oBaTeNbHOTO  MpOLlecca, MPEANONAralilyl0 MPsIMYI0  TPaHCISALUI0 3HAHUA  OT
IpenoiaBaTess K CTyIeHTY (IIPEUMYLIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILTFOCTPATUBHBIX
METO/I0B OOYYCHHMS).

@opmbl y4eOHBIX 3aHSATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WndopmannonHass Jekuuss —  [OCIENOBAaTEIbHOE H3JIOKEHHWE MaTrepuaisa B
JUCHUTUTMHAPHOM JIOTHKE, OCYIIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTesl).

[IpakTnueckoe 3aHsTHE, MOCBSIIEHHOE OCBOEGHUIO KOHKPETHBIX YMEHMHM M HABBIKOB I10
MPEAI0KEHHOMY aJITOPUTMY .

2. Texuomoruu mpoOIEMHOTO OOyUYEHUSI — OpraHu3anus o0pa3oBaTEeILHOrO IMpolecca,
KOTOpasi MpeJroiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JIaHUE YUEOHBIX MPOOIEMHBIX
CUTYaluH JUIsl CTAMYJIMPOBAHUS AKTUBHOW MI03HABATEIbHON AESATEIbHOCTHU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJI30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUEeHHUS:

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HalpaBlieHHAs Ha peIIeHHEe KOMILIEKCHOW y4eOHO-TI03HaBaTeNbHOW 3a1aud, TpeOyromei oT
CTyJEHTa IPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHonoruu NMpoeKTHOr0 OOYy4YEeHUS — OpraHHu3anus 00pa30BaTEIBLHOTO Mpollecca B
COOTBETCTBUHU C AJTOPUTMOM IIO3TAIHOTO PELICHUS MHPOOJEMHOM 3aJayd WIM BBIIOJHEHUS
yueOHoro 3ananus. [IpoekT npeanonaaraeT COBMECTHYIO y4eOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYNIbl CTYJEHTOB, HAIIPaBJICHHYIO Ha BbIPAOOTKY KOHLEMIMM, YCTAHOBJIEHHE L€ U 3a1ad,
(GOpMYITUPOBKY O0XXHJIA€MBIX PE3yIbTAaTOB, OMpPENCICHHUE MPHUHIMIIOB W METOJIUK PpEIICHUS
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYNHBIX MU ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pEaTU3alyio0 IJaHa paboThl, MPE3EHTALMIO PEe3yJbTaTOB pPabOThHI, MX
OCMBICIIEHHE U peIIEKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuii MpoekT, Kak MpaBUIIO, HE UMEET AETaTbHO MPOPAOOTAHHON CTPYKTYpHI,
yueOHO-TI03HABATENbHAS JEATEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOIO
3a/1aHMS], TOIYUHSACH JIOTUKE U MHTEPECaM YYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOT'O pe3yJbTara
(razera, puaIbM, Mpa3aHUK, U3AHUE, IKCKYPCHUS U T.I1.).

4. VlHTepakTUBHbIE TEXHOJOTMHM — OpTraHU3alis 00pa3oBaTeIbHOIO Mpoliecca, KoTopas
npeJinoiaracT akTUBHOE U HEJTMHEIHOE B3aUMO/IEHCTBUE BCEX YUACTHHUKOB, JTOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOro JJIsi HHUX oOpa3oBaresbHOro pesynbrata. Hapsny co
CHEIUAIM3UPOBAHHBIMU ~ TEXHOJOTHSIMH  TaKOro  poja  MNPUHIUN  HUHTEPAaKTUBHOCTH
IPOCIIEKUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTENIbHBIX TEXHOIOTHIA.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAaHUEM CHENHATU3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTHIA:

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJIE€HHE KaKoro-iudo CHOpPHOTO BOMpOca,
npo0JieMbl, BBISIBJICHHE MHEHH B Tpymme (MEXIPYNIOBOH IUANOr, IUCKycCHUsS Kak CIop-
JIAAJIor).

5. HHpopManMOHHO-KOMMYHUKAIIMOHHBIE  OOpa3oOBaTENbHBIE  TEXHOJIOTHH  —
opranusaius o0pa3zoBaTebHOTO Mpolecca, OCHOBaHHAsI HA MPUMEHEHUH CIIEUAIN3UPOBAHHBIX
IPOTPaAMMHBIX CpeJl U TEXHUYECKHUX CPEJCTB PabOThI ¢ HHPOPMALUEH.

®opmbl y4eOHBIX 3aHATHI € UCIIOJIb30BAaHUEM HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX



TEXHOJIOTHIL:

Jleknug-Bu3yanuzanus — H3JI0KEHUE COACP)KAHUS COMPOBOXKAACTCS IpPE3CHTAlMEH
(meMoHCTpaIe yaeOHbIX MaTepUAIOB, MPEJCTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CHCTEMaxX, B
T.4. WUTFOCTPATUBHBIX, TPAPUICCKUX, ayAHO- U BUICOMATEPHUAIIOB).

[IpakTrueckoe 3ansTHE B hOpME ITPE3CHTALIMH — ITPEICTABICHUE PE3YJIHTATOB MIPOCKTHOM
WM  HUCCIEAOBATEIbCKOM  JIEATENBHOCTA C  HCIOJb30BAHHEM  CHENUAIM3UPOBAHHBIX
MIPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4YaroIIMXCst
IIpencraBneno B npuiioxeHuu 1.

7 OueHoYHbIe CPeICTBA JIS POBeIeHUs POMEKYTOUYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpaTypa:

1. MManacenko, 0. A. JIokyMEHTHpOBaHHE YIPABICHUECKOU NEATEIBHOCTH: YueOHOE
nocobue / FO.A. INanacenko. - Mockga : PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsii. - URL:
https://znanium.com/read?id=309085 (nara obpamienus: 01.09.2020)

2. KprokoBa, H. II. JlokyMeHTHpOBaHHE YIPABICHUCCKOW NEATEILHOCTH : ydeOHOe
nocobue / H. I1. KprokoBa. - MockBa : UHOPA-M, 2019. - 268 c. - (Beiciee obpa3zoBanue:
bakanaBpuar). - ISBN 978-5-16-003134-7. - Tekcr : onekrponHsid. - URL:
https://znanium.com/read?id=359359 (mata ob6pamenus: 01.09.2020). — Pexxum jgocryma: 1o
TIOJTITHCKE.

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. Kopnees, U. K. JlokymMeHTHpOBaHUE yIIPaBICHUECKOM aesTeabHOCTH + TecThl B OBbC :
y4eOHUK U IPAaKTHKYM JJIs akajemudeckoro 0akanaspuata / U. K. Kopuees, A. B. ITmenko, B. A.
Mamypues. — 2-e u3n., nepepa0. u gon. — Mocksa : U3narensctso FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akanemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : anekrpoHHsIi //
OBC [Opaiir [caiit]. — URL: https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-
deyatelnosti-testy-v-ebs-433066#page/1 (nata oopammenus: 01.09.2020)

2. Paznopoxusbiif, A. A. JIokyMEeHTHpOBaHHE YIPaBIEHYECKON AEATENbHOCTH : yueO.
nocobue / A.A. Paznopoxusiii. — MockBa : UHOPA-M, 2018. — 304 c. — (Bsicmiee
obpa3oBanme: bakamaBpmar). - ISBN 978-5-16-011744-7. - Tekcr : snektponHsni. - URL:
https://znanium.com/read?id=328873 (mara obpamenus: 01.09.2020). — Pexxum gocTyma: mo
MOJIITUCKE.

B) MeToanyeckne yKazaHus:
Menroandeckue ykazaHus pazmenieHsl B [Ipunoxennn 3

r) [Iporpammuoe obecneuenue u UnTepHer-pecypceni:

IIporpammHoe o0ecneyenne

Haumenosanue 110 Ne norosopa CpoOK eiiCcTBUS TUIEH3UN
MS Windows 7

Professional(s ~ |[1-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpoyHo
Professional
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IIpodeccuonanbHbie 6a3bl JTaAHHBIX H HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchIIKa

OnekTpoHHass 0aza MEepUOAMYECKUX H3JaHUN
East View Information Services, OO0 «1MBUC»
ITouckonas cucrema Axkagemust Google (Google
Scholar)
Wndopmannonnas cuctema - EnuHoe OKHO
JI0CTYIa K HHGOPMAIMOHHBIM pecypcam
HannonansHas MH(pOPMaIMOHHO-
aHanuTHdeckas cucrema — Poccuiickmit nuaexc|URL: https://elibrary.ru/project risc.asp
nayuydoro nuuruposanus (PUHII)
denepanbHOe TOCYIApCTBEHHOE OFOIKETHOE
YUPEKIACHUE «DenepanbHbIit uncturyt|URL: http://www1.fips.ru/
ITPOMBIIIIICHHON COOCTBEHHOCTH
DnexTpoHHbIE pecypcebl Oubmuotexku MI'TY um.
['.1. HocoBa
MesxyHapoiHast HayKOMETpHYICCKast
pedeparrBHas U mONHOTEKCTOBas 0a3a qanHbIx |http://webofscience.com
HayuHbIx n3ganuil «\Web of science»
MesxnyHapoiHas pedepaTuBHas u
MIOJIHOTCKCTOBAsl _ CIIPaBOYHAsi 0a3a  JIAHHBIX

9 MaTtepHaJIbHO-TEXHHYECKOE o0ecneyeHne TUCIUTILIHHBI (MOLYJIs1)

https://dlib.eastview.com/

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

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

http://magtu.ru:8085/marcweb?2/Default.asp

http://scopus.com

MarepuaabHO-TEXHHUECKOE 00eCIeueHUE AUCIUTUINHBI BKITFOUACT:

1. YyeOHble ayquTOpUU JJIS MPOBEJACHUS 3aHATHH JCKIHOHHOTO THa. OCHaIlleHue:
MynbTUMEIMIHBIC CPEICTBA XPAHCHHUS, IEPEIAuH U MPEICTABICHIS HHPOPMALIUH.

2. YueOHbIC ayIUTOPHM JUIS TPOBEACHUS MPAKTUYECKUX 3aHSATHHA, TPYIIOBBIX U
WH/MBUIYAIbHBIX KOHCYJIbTAIMH, TEKYIIErO0 KOHTPOJS M MPOMEKYTOYHOH AaTTECTAIUH.
OcHaleHre: MyJIbTUMEIUIHHBIC CPEICTBA XPAHCHHUS, MepeIadun ¥ TPEACTaBICHUs HHOOPMAITHH,
KOMILIEKC TECTOBBIX 33JJaHHI JIUIsl IPOBEICHHS IPOMEXYTOUHBIX U PYOCIKHBIX KOHTPOJICH.

3. TlomemeHuss I CaMOCTOSTENILHOH paboThl  oOywarommxcs. OcHameHue:
nepcoHaabHble KoMIbioTepbl ¢ maketomM MSOffice, Beixomom B MHTEpHET M C JOCTYIIOM B
AIIEKTPOHHYIO HH(POPMAIIIOHHO-00pa30BaTEeNIbHYIO CPETy YHUBEPCUTETA

4. TlomemnieHuss aisi XpaHEHUS M MPODUIAKTUYECKOTO OOCITY)KUBAHHUS Y4eOHOTO
obopynoBanusa. OcHamieHue: mKasl IsT XpaHEHUS Y4eOHO-METOAMYECKON JOKYMEHTAaIlUH,
yueOHOro 000pyI0BaHUS U y4eOHO-HATIISITHBIX TTOCOOUH.
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ITpunoxxenue 1
YueOHO-MeTOAUYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0 XS
Ilpumepnaa cmpykmypa u cooepocanue pazoena:
Ilo oucyunnune «/{okymenmuposanue ynpagieHueckol 0esameibHOCmuy npeoycmMompenda
6HEAyOUMOPHAS CAMOCMOAMENbHAS paboma 00yUarWUxcs.
Ilpumepnvie memul 015 camocmoamenvHoll padoomaol:

1 «Poib 00KyMeHmupoeanus ynpasieH4eckoil 0esameabHoCmu 6 pa3eumuu oouecmea.
Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEKMa AeKYuu.

Paccmompenue oannou memvl Heo6X00UMO Hauamov ¢ U3yYeHUs OCHOBHBLIX NOHAMUL OAHHOU
oucyunaumsl.  Ilpu  smom  ciredyem  pazobpamvca ¢ CYWHOCMbIO — Kame2opuu
«/{okymenmuposanuey. bonee noopobHno credyem paccmompemv CMPYKMypy, COOepiICaHue,
yenu u 3a0auu OUCYUNIUHBL, UCMOPUIO pa3zeumusi 0oKymenmoobopoma. llanee HeoOX00uMo
usyYuUms COCmag HOPMAMuUGHO-Memooudeckol 06a3vl O0OKYMEeHMUpPOBAHUs YHPAGIEeHYECKOU
0esAmenbHOCIU 8 COBPEMEHHBIX YCI08UAX X03Allcmeoanuss. OmoenibHo ciedyem paccmompenms
cmpame2uto  YNpaenenus OOKYMEHmMAaMu 6 Op2auu3ayuy, a makxdce usyuums opmul
COBPEMEHHOU OOKYMEeHMAayuu.

Knrwouesvie  cnosa:0okymenm, — O0oKymeHmuposawue — uHpopmayuy,  OOKYMEHMUposaHue
VAPAGNeHYecKoU  0esamenbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaeneHusi — OOKYMeHmamu,
cmaunoapmu3ayus, cmpameusi ynpasieHus 00OKyMeHmamu, YHuGuKayus.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums xamezopuanvHulil annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. Iloocomosumscsi k pabome Ha nekyuu no meme 1. Iloemopums e6onpoc: cywHocms
kamezopuu «/[okymenmuposanuey (yueonasn oucyuniuna «/Jokymenmuposanue ynpasieHyecKoll
OdesmenvHocmuy, rekyus Nel). Boimb 20mosvim K 00CyHcOeHU0 3M020 80NPOCa 6 X00e JIeKYUU.

2 «Obwue npasuna opopmienus ynpaeieH4ecKux 00KyMeHmoesy.

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCnekma Jexkyuu. M3yuenue mamepuanos
OaHHOU meMbl cledyem HAYyamv ¢ paccMOmpeHus mpebo8anuti K OQOopMIeHUI0 PeKeU3UmMos.
Taxowce cnedyem u3yyums cocmas peksusumos. Jlanee HeoOX00umo pazobpamscs C
npUMeHeHUeM U PACNON0NCeHUeM HA OOKYMeHme PEeK8U3UmMOos, Onpedeums ux oouue yepmol U
pasauuusa. Kpome mozo, myscHo OemanbHo pazodopamvcs ¢ pasiudHbiMU GUOAMU MeKcma
O0oKkymenma: mpaghapemuuiil OOKYMeHM, aHkema, maoiuya, OJ1aHK.

Kniouesvie cnosa: euza coenacosanus, epugh osnaxomnenus, 0ama 0OKyMeHma, 3a2071060K

K mexkcmy, UOeHMUDUKAMOp 31eKMPOHHOU KOnuu OOKYMEeHmd, UHmMepsedal, NOONUCb, Noje
O0OKYMeHma, pecucmpayuonHbulll HoMep OOKYMEHMA, pe30a0Yus, pPeKeUusum, CmaHoapmublii
aucm Oymaeu, CCblIKA HA pPe2UCMPAayuoHHbll HOMep U 0amy OOKYMEeHmd, YOOCmoGepeHue
0oKymenma, hopmynsap.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanvHulii annapam.

2. [lopabomams mamepuanst 1eKyuiu.

3. Illoocomosumwcs kK cemunapy.

3. [loocomosumscs k pabome na aexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0cobeHHOCmU — UCNONb306AHUSL  A3bIKA 8  0el080l  nepenucke  (y4yeOHas  OUCYUNIUHA
«[oxymenmuposanue ynpasienueckou oOeamenbHocmuy, aekyus Ne2). Bvimb comogvim K
00CYAHCOEHUIO IMO20 BONPOCA 8 X0O€ JIeKYUU.

3 «Ocobennocmu cocmaesnenus u 0opmaeHuUs 0CHOBHBIX OOKYMEHM 08 YRPAGIEHUA).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKYuu.

Paccmompenue oannoti memvl HeobXoO0umo nHavams ¢ aHaiu3za 0coOeHHocmel OPUYUATLHO-
0€106020 CMUsA NO CPABHEHUIO C X)YO0HCECMBEHHBIM, NYOTUYUCUYECKUM, HAYUHBIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU SA3bIKA.



Ipu 5mom HyH#cHO ROOPOOHO U3YUUMb TeKCUHecKUe 0COOeHHOCIU 0OKYMeHmMOo8: ynomped.ieHue
NApOHUMO8, NIeOHA3MO8, UCNOIb308aHUe peyesblx Kauute. [locne amozo credyem paccmompems
opoepaghuueckue ocobeHHocmu OOKYMEHMO8: NPUMeHeHUue NPONUCHBIX OYKE 8 2eocpahuyecKux
HA38AHUSAX, HAUMEHOBAHUAX OP2AHU3AYUL.

Kpome moco, Heobxooumo obpamums enumanue Ha opgozpaghuueckue ocobenHocmu
OOKYMEHmMO8: NnpumeHeHue NPOnUCHbIX OYKE 8 2eocpa@uuecKux HA36aAHUAX, HAUMEHOBAHUAX
opeanuzayuil. Tax oice crnedyem GvlACHUMbL Haubolee PACNPOCMPAHEHHble 8 OOKYMEeHmAax
OWUOKY CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CIIO8, CO2NIACOBAHUE NOONIeHCAULe20 U CKA3)eMO0z20,
npuyacmuvle u 0eenpuydacmuvle 000pomwl, ci08000paA3068AHUSL.

Kniouesvie cnosa: abbpesuamypa, N1aKOHUSM QOPMYIUPOBOK, HEUMPAIbHASL IKCHPECCUBHAs
OKpACKa A3bIKA, HEON02U3M, OPUYUATbHO-0eN0801 CUb, NOJHOMA UHDOPMAYULU, CUHOHUMDBL,
magmonocuu, hpazeonocusmol.

3adanue ons camocmosmenvHol pabomoi:

1. U3yuums kamezopuanbHblil annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. [Iloocomosumvca k pabome na aekyuu. Ilosmopums 6onpoc: opgocpaguueckue
ocobeHnocmu  OOKYMeHmo8 (yuebHas Oucyuniuna «/JoOKymeHmuposanue YnpasieH4ecKoll
OdesamenvHocmuy, rekyus Ne3). Boimb 20moswvim Kk 00CysHcOeHUI0 3mo20 80npoca 6 Xooe NeKyuu.

4 «Ilpasuna oghopmnenus 00OKymeHmos8 no TUYHOMY COCIABY).

Ilpu u3yuenuu oOanHOU membl CMYOEHMAM He0OX00UMO pazobpamvcsi ¢ NPUHYUNAMU
paspabomku npocpamm ynpaenenus ooxymenmamu. Ocoboe eHuMaHue credyem yoeaumo
paccmompenuio npoyeodypbl NPOEKMUPOBAnUs U 6HeOpeHUus OOKYMeHmuvlx cucmem. Taxoice
cedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUHEA U AYOUMAa OOKYMEHMHbIX CUCTEM.
bonee oemanvro neobxooumo paccmompems cyuyHOCMb 00A20CPOYHOU NPOSPAMMbL 0OYYeHUS
NepcoHana opeaHuzayuu 8 oO1acmu Ynpasienus OOKYMEeHmamu U NPUMEHeHUs 00y4arouux
UHCMPYKYUU, BKII0YAS 00YHAIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie crosa: ayoum ynpasnenusi OOKyMeHmMAaMuU, KOHEEPMAayus, Memo0oai02Uus 6HeOPeHUsl,
Muepayus O0OKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCIeMbl, NPOEKMUPOBAaHUe
OOKYMEHMHOU CUCMEMbl, PACHPEOeleHHOe YIPAGIeHUe, pecyaupylowas cpeod, cmpameus
YApasieHus OOKYMeHMAMU.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Illoocomosumwcs kK cemunapy.

4. I[Toocomosumscsi k pabome na aexyuu. Ilosmopums 6onpoc. 0owas Xapaxmepucmura
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YAPAGIEHUECKOU
oesamenvHocmuy, n1ekyus Ne4). Boimb 20mogbim K 00CYAHCOEHUI0 2MO020 80npoca 8 Xo0e NeKYul.

5 «Opzanuzayus 00Kymenmoooopomay.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa NeKyuu.

B nauane cnedyem paccmompems mepmuHvl «0€IONPOUIBOOCIBO», «OOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOBaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIEHUeCcKol 0essimenbHOCIUY, OOKYMEHMONOMOKUY, OOKYMEHMO0O0pOmy.

Jlanee HeobXxoOumo uzyuums opeaHuzayuio O0oKymeHmoobopoma. Taxdce HYHCHO NOOPOOHO
NPOAHATUZUPOBAMb OCODEHHOCTU PAOOMbL C BXOOAWUMU U UCXOOAUWUMU OOKYMEHMAMU.

Kpome  moco, HeobXooumo  ocmanosumbcsi  HA - UBYYEHUU — Memo008  COKPAWEHUs.
00KyMenmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPHCAHUIO KOHMPOTIS UCNOIHEHUSI OOKYMEHMO8, €20 JManam u
MEeXHON02UU.

Knwouesvle cnosa: enympennutl OOKyMeHm, 6X00Awuil OOKYMeHm, OOKYMEeHmoobopom,
OOKYMEHMONOMOKU, — UHDOPMAYUOHHO-NOUCKOBASL — cucmema,  UHOeKcayus — OOKYMeHmd,
ucxooawull  OOKymMenm, Kamaioe, 00vbem OO0KYMEHmMOooOopoma, payuoHAIbHOe OBUNCEHUE



OOKYMEHMO8,  pecucmpayuOHHO-KOHMPOIbHASL — KAPMOYKa,  pecucmpayusi — OOKYMeHmd,
MEXHON02UYEeCKasl CXeMa OBUNCEHUSI OOKYMEHMO8, IKCNeOUyus.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums kamezopuanbHblil annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Iloocomosumvca « pabome na Jnekyuu. Iloemopums  6onpoc:  opeanuzayus
dokymenmoobopoma  (yuebnas  Oucyuniuna  «/JoKymMeHmuposanue  YNPAGIEHYECKOU
OoessimenvHocmuy, nekyus NeS). Boimb 20mogvim K 00CYHCOEHUIO IMO020 BONPOCA 8 X00e IeKYUU.

6 «OcHosHble npasuia Op2anu3ayuu padomol ¢ OOKyMeHmamu)).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.
Paccmompenue Oaunoti memvl HeoOX00UMO Hayamv ¢ U3VYEHUS POIU  UHDOPMAYUOHHO
CNPasouHol pabomul C1ysHcObL OIONPOU3BOOCEA OPSAHUZAYUU.
Ilpu osmom cnedyem obpamumv 6HUMAHUE HA 6UObL, IMANLL  PaA3paboOmKu, pazoenvl
HomeHKaamypbvloen. Taxoce HeoOX00UMO YACHUMb, KAK OCYWeCmensaemcs mekyujee XpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.
Ymo osnauarom «aucm-3amecmumensy, «kapmazamecmumensy?
Kpome moco, cnedyem oxapaxmepuzosams 3Kcnepmu3y YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee Pe3YIbmamos, pabomy 3KCnepmHoL KOMUCCUU.
Taxoice cnedyem paccmompemv 0COOEHHOCMU NPOYECco8 NOO20MOBKU, U0AHUS, XPAHEHUS U
UCNONB308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYHCHO U3Y4umsv KaHAIbl 803MONCHOU
YmeuKu ungopmayuu u ympamuol 00OKymeHmos. 1 6 3axiuroueHue Heooxooumo paccmompems
mpeb068aHusi K U320mMoseieHUuIo, yuemy, UCnoIb308aHUI0 U XPAHEHUIO 2epO08bIX OJAHKOS.
Knroueswvie cnosa: akm, deno, 0oneocpounoe xparenue 00KyMeHmo8, 00CMyn K OOKyMeHmam,
KOHMPOIb O0elucmeull, KOHMpOIb MeCMONONIONCEHUsI OOKYMEHMA, HOMEHKIamypa oOel, ONUCH,
npuUMepHas HOMeHKIamypa oejl, mexKywee XparHenue 0OKYMeHmMOos, munoeas HOMeHKiIamypa oei,
CBOOHAsL HOMEHKIAMypa Oell, YHUYMOodiceHue OOKYMEHMO8, IKCNepmu3a YyeHHOCmu OOKyMeHmd.
T'epbosuvlii bnank, epugh oepanudenus 00cmyna Kk OOKyMeHmy, 3auuteHHbulll OOKYMeHmoobopom,
KOMMep4eCcKas matHa, KOH@UOEHYUATbHBIN OOKYMEHmM, NPOMbIULIEHHbIU WNUOHANC, YZPO3bl
OOKYMeHmam, YeHHas UHGOpMayus.
3aoanue ons camocmosmenvHol pabomol.
1. U3yuums xamezopuanvHulil annapam.
2. Jlopabomames mamepuansl 1eKyuu.
3. [loocomosumucs K ceMuHapy.

4. Iloocomosumscsi k pabome Ha nexkyuu. [loemopums onpoc: s3Kchepmusa YeHHOCMU
00KyMenmos (yuebuas oucyuniuHa «Jokymenmuposanue ynpasieH4eckol 0esameibHOCUY,
nekyust Ne6). Boimb 20mosvim K 00CYHCOeHUI0 9M020 BONPOCA 8 X00e NeKYUU.

Ilpumepnvie memul peghepamos
1 «Teopemuueckue 0cnoevl 0e10nPOU3E0OCHIBA OP2AHUZAYUU.
Ilposooumcs 6 ¢popme  cemunapa no obobwenuro u  yenyonrenuro  3HaAHUUl NOHAMUUHO-
KAmMe2opuaibHo20 annapama OUCYUNIUHBL C INeMEHMAMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deonoyuss  0oKymenma Kak —Hocumens — uumgopmayuu. Boswuknosenue u - pazeumue
omeuecmeenHo2o Oenonpouzsoocmea. [lenonpouzeoocmseo 6 cpeoHue eexka (XI-XV ss.).
Ipuxasnoe oenonpouzsoocmeo (XVI-XVII 6s.). Koanescckoe oenonpouzeoocmeo (XVIII a.).
Munucmepcroe Oenonpouzeoocmseo 6 Poccuu (XIX - nauwano XX 6s.). I'ocyoapcmeennoe
0enonpou3800cmeo 6 cogemckoe spems. Cospemennoe 0en0npou3so00cmeo 6 PP.
2 «Cospemennoe zocyoapcmeenHoe pezyauposanue 0enonpou3eoocmea ¢ P@y.
3axonodamenvhoe pezynuposanue Oenonpouzeoocmea 6 Pd. @edepanvuviii 3axon «06O
ungopmayuu, UHGOPMAYUOHHBIX MEXHOI0UAX U 0 3auume uHgdopmayuuy. Pedepanvhblil 3aKOH
«O xommepueckou matney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccuiickou
Dedepayuuy.  Deoepanvhviii  3axkon  «O  nepcoumanvhuvix  0anmvix».  Ilocmanoenenue



npasumenvcmea P® «llpasuna nod2omosku npagoevix axmos @eoepanbHblX 0p2aHO8
UCNOTHUMENbHOU 8IACMU U UX 20CYOAPCMBEHHOU PESUCPAYULLY.

Hopmamusno-memoouueckoe pezynuposanue oenonpouzsoocmea. 1 ocyoapcmeennas cucmema
00KyMeHmayuouHo2o obecneuenus ynpaeienus. Obwue nonoxcenus. Obwue mpebo8arus K
QoKymenmam u cayxcoam Ookymenmayuonnozo obvecnevenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvle cucmemvr 0okymenmayuu. Yuupuyuposannas cucmema opeanuzayuoHHO-
pacnopsioumenvrot ookymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusHoe oeio.
Tepmunvt u onpedenenuss Tunosas uHCmMpyKyuss no 0e10NPOU3B00CMEY 8 edepaibHbIX 0PeaHax
ucnoaHumenshou eracmu. Ilepeuenb munogvix ynpagieHueckux 00KyMeHmos, 00pa3yiouuxcs 6
0esmenbHOCMU OP2AHU3AYULL, C YKA3AHUEM CPOKO8 XPAHEHUSL.

3 «Tpebosanusa Kk 6nanKam 0OKymMeHmos ynpasneHus».

Ilposooumcs 6 ¢hopme cemunapa no 0bobwenuro u yenyonreHuro 3HAHUL C AeMeHmamu
ouckyccuu. Ilonusmue u uowl bnankos. Odowuil oranx. brank nucvma. Brank KOHKpemHoz2o euoa
ooxymenma. bnanku ons pabomwi ¢ unHocmpanuvimu komnanuamu. I epboswiii bank. Pexsusumol
onanka. IlpooonvHoe pacnonodicenue pekeusumos O1aHka. Yanoeoe grazosoe u yenmposanmoe
PACnonodicenue peKsU3umos OIaHKdA.

Bvinonnenue npakmuuecko2o 3a0aHus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazyd
onamka.

4 «Obwue npasuna oghopmienus ynpagieH4ecKux 00OKyMeHmoey.

Ilposooumcsa 6 ¢opme cemunapa no o0606wjeHur0 U yeryoOneHur) 3HAHUL € SleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3nakomcmeo c¢ ogopmienuem
PEKBUUMO8 OOKYMEHMO8 YNpasieHus:, Boinoinenue KOHmMpoIbHblX 3a0anull

5 «Cocmasnenue TUUHBIX OOKYMEHM06).

Ilposooumcsa 6 opme cemunapa no 0b60OweHur0 u y2ayOnieHulo 3HAHUNL € leMeHmamu
ouckyccuu. 3asenenus, agmoouocpaghuu, pesrome, 1uunsvie 0ogepeHHocmu, pacnucku. OcHogHbie
PEKGU3UMDBL, NPABGUILA COCMABILEHUsL U OopMaeHUs. Boinoinenue KOHMpPOIbHbIX 3A0aHUL

6 «Paboma c 0oKymenmamu, co0epiHcauiumu KOHQPUOECHUUAIbHbIE C6COCHUA).

Ilepeyenv ceedenuii  KoHQuOeHyuanvhoeo xapaxkmepa. Ilonamue Kommepyeckou MmatiHbl.
Ceedenus, omHocawuecsi K Kommepueckou maune. I[lopsaook eedeHus 0enonpou3so0cmea
OOKYMEHMO8, CO0EPAHCAUUX KOMMEPYECKYI0 Mauny. 3awuma OOKYMEHMOs, COO0epICAUUX
KOMMEPUYECKy0 MatiHy.



puioxenne 2

OueHovHbIe CpeACTBA /1Jisl MPOBeIeHHUs MPOMEKYTOUHOI aTTeCTALNHU
a) [lnanupyembie pe3yJbTAThl 00yUYeHHs U OLlEHOYHbIE CPeJACTBA ISl POBEACHUSA NMPOMEKYTOUYHON aTTeCTAIlUN:

CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

OIIK — 4 — cnoco0HOCTh HAXOAUTH OPraHU3AIMOHHO-YINPaBJ/IeHYeCKHe pPelleHus B MPo(ecCHOHAIBLHOI 1esITeIbHOCTH U TOTOBHOCTh HECTH 3a
HHMX OTBETCTBEHHOCTh

3HaTh

OCHOBHBIE  COCTaBIIOIIME U
3Tanbl MOATOTOBKU ITYOJIUYHOTO
BBICTYILICHHS, IJIABHBIE
TpeOOBaHUS K  OpraHU3alUH
yOJIMYHBIX BBICTYIUIEHUN

CIIocoObI 3¢ dexTUBHOTO
JIeJIOBOTO OOIIEHUs, MyOIMIHBIX
BBICTYIUICHUH, IEPETOBOPOB,
MPOBEAEHUS COBEIIaHNH,
JIEIOBOM  MEPENUCKH, JIET0BOrO
oOu1eHus, AIEKTPOHHON
KOMMYHHKAIHH OCHOBBI
JIJIOBOTO OOIIEHUS

CIoCo0bI U CpeacTBa
MH(POPMALIMOHHOTO BO3IEHCTBUS
OCHOBHEIE TIOHSATHUS u
COBpPEMEHHBIE TIPHHITATIBI
paboThI c JIeI0BOM
uHpopMalven, a TakKe HMETh
npezcTaBiIeHue 0
KOPITOPaTHBHBIX

WH(OPMAIMOHHBIX CHCTEMax |
0a3ax JTaHHBIX

OCHOBHBIC IPUHIUIIBI

TeopeTnueckue BOIPOCHI:

UYto Takoe TOKYMEHT, C KaKO! I€JIbI0 OH MOXKET CO3/1aBaThCs?

KakoBbI 0COOEHHOCTH JIeIOBOTO OOLIECHUS U ITYOIUYHBIX BBICTYIIJICHUN?

KakoBbI OCHOBHBIE TPU3HAKH KJIaCCU(UKAITUN TOKYMEHTOB?

Yro nmoHuMaercs noj JOKYMEHTAMOHHBIM 00€CIIe4eHUEM YIIPaBICHUs ?

B 1eMm cyTh crangapruzanuu u yaudukanun 1okymenTos? Kakue pa3pabarsiBaloTCsl CTaHAAPTHI?
Yem oriimyaercst opopmiieHHE PEKBU3UTOB 0011Iero OsiaHka OT OylaHKa nucbma?

KakoBbI OCHOBHBIE PEKBU3UTHI, HCIIOIB3yEMbIE JIJTsI O(OPMIICHHS ITPUKA3a U PACTIOPSKEHHUSL.

Kakue ¢opmbl MpOTOKOJIOB MOXHO HCIIOJIB30BATh B YHPABICHYECKOH NEATEIBHOCTH, B YeM HX
oriuuue?

VYKa)XuTe OCHOBHBIE TPeOOBaHUS K 0()OPMIICHUIO JIEJIOBOTO MHUChMA.

Kakne KoMIieKchl TOKyMEHTaluy BKIIF0YaeT B ce0st KaJpoBasi HHPOPMAITHOHHO-JOKYMEHTAIIHOHHAS
cucrema?

B ueM ocobennocT ohopmIIeHUs MPUKA30B IO TUYHOMY COCTaBy?

Yro nmoHMMaeTcs Moj opraHu3anueii 10KkyMeHToooopoTa?

Yro Takoe cxembl JOKYMEHTO000pOTa, 3a4eM OHHU HY)KHBI?

C kakoil 1enbi0 pa3zpalaThIBalOTCS WHCTPYKIMH IO JIEIONPOM3BOACTBY, YTO B HMX HEOOXOAUMO
IIPENYCMOTPETH?

VYKakuTe TEXHOJIOTHYECKYIO TTOCIeJ0BATEIbHOCTh 3TAOB Pa0OThI ¢ BXOSAIIUMH JOKYMEHTAMH.
KakoBa nocrienoBareiabHOCTh onepauil npu padoTe ¢ BHYyTPEHHUMH TOKyMEHTaMu?

C kakoil 1Lenbl0 MPOBOIUTCS (GOPMUPOBAHHE J€JI, KaKue MpU ATOM HEOOXOAMMO COOIOIATh
TpeOoBaHUs?

Yro Takoe HOMEHKJIATypa JIeN, C KaKOH LeNblo pa3padarbIBalOTCsl TUIIOBBIE HOMEHKIIATYPHI AeT?
Kakyto nnpopmanuio conepkuT HoMeHKIarypa aen?




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[Tnanupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

OpraHM3alyy JeJIO0NPOU3BOJICTBA
U JOKyMEHTO00OpOTa B OpraHax
roCyapCTBEHHOU u
MYHHUIUIIAJIBbHOM BIACTH
pa3Iu4YHbIC CTpaTeruu
IIPEJICTaBICHUS pe3yJIbTaToB
cBOe paboThl Uil  ApPYTrux
CIELIUAJINCTOB.

Yro noHuMaeTcs nox HKCIEPTU30i LICHHOCTH TOKyMEHTa?

Kakue kputepuu nCnosb3yroTCsl IPU OLIEHKE JOKYMEHTOB?

Kak ocymectsisercs npuem-nepeaada qei B apxus?

Yro Takoe KOH(PHUACHIINATBHBIN TOKYMEHT?

Kakue ocHOBHbIE yTp0o3bl BOZHUKAIOT IIPU paboTe ¢ KOHPHUAECHIMAIbHBIMU TOKYMEHTAMU?

VYKakure OCOOCHHOCTH BEICHHS JIEIONPOM3BOACTBA, OOECHEYMBAIOIIETO y4YET M COXPaHHOCTD
KOH(UACHIMAIBHOW HHPOPMALIUH U JOKYMEHTOB.

Yro mOHMMAETCs O/ 3aIIUIIEHHBIM JOKYMEHTOOOOPOTOM, 33 CYET Yero MOXeT ObITh obOecreueHa
ero 3amura?

YmeTs

AHAJIN3UPOBATh
KOMMYHHMKAaTHUBHBIE TPOLIECCH] B
OpraHu3ali U pa3pabaThiBaTh
IIPEMIOKEHUS 110 IOBBIIICHUIO
ux 3G HEeKTUBHOCTH

JIOTUYECKH BEPHO,
apryMEHTHPOBAHO u SCHO
CTPOUTh YCTHYIO U NHCHMEHHYIO
peyb

NOJEP/KUBATH
npo¢eCCHOHATLHYIO
KOMMYHUKAIMIO, OCYILECTBIITh
yOJINYHbIE BHICTYIUICHUS
aHaJIM3UPOBATh JIOTUYECKYIO
CTPYKTYpYy u OIpEeNEATh
CTENEHb apryMEHTHPOBAHHOCTHU
IIICBMEHHOW M YCTHOM peuw,
cO37aBaTh  paA3JIUYHbIE  THUIIbI
TEKCTOB YCTHOH, NHUCHMEHHOM,
BUPTYyaJIbHOW M  CMEILIAHHOMN

KOMMYHUKAallMM Ha  PYCCKOM

KommuiexT TectoBbIx 3ananuii: Nel

1. ®opmynsp — 3T0:

a) OcHOBHas (opma [OKyMeHTa, (UKCHUpPYIOIIas IPAaBOBBIE OTHOMICHUS B J[peBHEpyccKOM
rocyJapcTBe;

0) 0co0o BbIJENIaHHAsT KOXa KUBOTHBIX, IPUMEHSBILNASCS B Ka4yeCTBE OCHOBHOTO MaTepuaia s
nucbMa B J[peBHEPYCCKOM rocy1apCTBe;

B) CAaMOCTOSITEIIbHOE 10/Ipa3/IeIeHNe, OCYILECTBIISIONIEE 1€I0NPOU3BOICTBEHHYIO I€ATEIbHOCTD;

I) TUIIOBas ycToitunBas ¢popma (06paserr) OTAeIbHBIX HanboJiee pacpoCTPaHEHHbBIX JOKYMEHTOB.

2. YcTraHOBJICHHE eMHOO0pa3us cocTaBa U (POpM yIpaBIECHYECKUX JTOKYMEHTOB, CO3/JaBAEMbIX TIPH
PELICHUH OJTHOTUIHBIX YIIPABIEHUYECKUX (DYHKIIHIA:

a) yHUpUKaLus;

0) cepTuduranus;

B) KOJIUPOBAHMUE;

I') JOKyMEHTHPOBaHHUE.

3. OOs3aTenbHBIM YyCIOBHEM Uil BKIIOYEHHUS HHGOpManuu B HHGOPMALUOHHBIE PECYPCHI,
OCYILIECTBIIIEMOTO B TIOPsI/IKE, YCTAHABIMBAEMOM OpraHaMy TOCYJAapCTBEHHOM BIIACTH, SIBJISETCS €e:
a) CTaHIapTU3AIHS;

0) 3ammra;

B) JOKYMEHTHUPOBAHHUE;

I') BBIKYI TOCY/IapCTBOM Y YaCTHBIX JIMILI.

4. CpencTBoM ycTpaHeHUsT «OyMa)KHOTO OyMay SIBIISECTCS:




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[Tnanupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

S3bIKE B PA3JIMYHBIX JKaHpax
yIpaBIeHYECKOW KOMMYHUKAIIUA
(TyOMMYHBIX BBICTYTUICHHSIX,
neperoBopax, COBCIIIAHUSX,
JICITIOBOM TIEPETIHCKH)

WHTETPUPOBATh B JIEATEIHHOCTH

NOApa3aciICHUs ITOJIOKEHUS
AHAJTUTUYECKUX JIOKJIa/10B,
OTYETOB u JIpPYrux

UH(OPMAaILIMOHHBIX MaTEPHAIIOB.

a) KOMITbIOTepU3alus JeI0NPOU3BOICTBA;

0) yHuduKaus T10KyMEHTOB;

B) KJ1accu(pHuKanus TOKyMEHTOB;

T') IPUMEHEHHE PA3HOCTOPOHHEH OPTTeXHUKHU

5. 3HaueHne TOKYMEHTAlMOHHOTO 00ecreYeHUs YIpaBIeHUs ONpeaeseTcs:

a) KOMMYHHUKaIUSIMU;

0) nnenTuduKanuen;

B) QuKcanuei;

T) CyIeOHBIM Pa30UpaTENbCTBOM.

6. B mpaBoM BepxXHEM yTiIy JOKyMEHTOB PACIONAraloTCs CISAYIOIINE PEKBU3HTHIL: )
rpu¢ corjacoBaHus;

0) OTMETKa O KOHTPOJIE;

B) rpud yTBEPKICHUS;

T) agpecar.

7. B neBoM BepXHEM yri1y JOKYMEHTOB paclojaraioTcs CiaeyroIe PeKBU3UTHIL:
a) pe3OJTIOIIHS;

0) oTMeTKa O HATMYHUH MPHUIIOKEHNUS,

B) OTMETKa 00 UCIIOJTHUTEIIE;

T') KOJl OpraHu3alluu.

8. B mpaBoM HIKHEM yTITy PacIioIaraloTCcsl PeKBU3HTHI:

a) OCHOBHOM TOCYAapCTBEHHBIN peructpannonusiii Homep (OI'PH) ropuanyeckoro
1A,

0) xoa popMbI JOKYMEHTA,

B) WIeHTU(DUKAIIMOHHBINA HOMep Hanoromarensinuka (MHH);

) rpud orpaHUYEeHUs JOCTYyNA K TIOKYMEHTY.

9. B n1eBOM HMXKHEM YTy pacloaraloTcs peKBU3HUTHI:

a) KOJT IPUYUHBI TOCTAHOBKY Ha yYET;

0) OTTHUCK I€UaTH;

B) BU3BI;

T') OTMETKa 00 MCIIOTHHUTETIE.




CTpyKTypHBIii
DJIEMEHT
KOMIIETEHINH

[Tnanupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

10. K B3aMMOUMCKIIIOYAIOIINM PEKBU3UTAM OTHOCSTCS:

a) sMOJemMa opraHu3aluy U TOCyAapCTBeHHBIH repd PO;

0) KOJl OpraHu3aIu U Koa (popMbl IOKYMEHTA;

B) PETUCTPAIIMOHHBIN HOMEDP JOKYMEHTA U CChUIKA HA PETUCTPAIIMOHHBIA HOMED U
JaTy JOKYMEHTa;

r) rpud yrBepkaeHus U mevarb.ll. Ecnm opraHmsanums MoABEJOMCTBEHHA
HECKOJIbKUM OpraHaM

VIIPaBIICHUS, TO B Pa3HBIX CUTYAIUSX YKA3bIBACTCS:

a) HETIOCPEJICTBEHHO BBIIIECTOSIAs OpTraHU3aIus;

0) camas riaBHas BBILLECTOALIAS OPraHU3allNs;

B) He OoJiee Tpex cTerneHeil moBeJOMCTBEHHOCTH;

') HE YKa3bIBAaCTCsl HU OJIHA BBIIIECTOAIIAS OPTaHU3aIHs.

12. JlaToii ToKyMeHTa MOXET OBbITh J1aTa:

a) ero HaIMCcaHUs U COTJIaCOBAHUS;

0) ero moanuCcaHus;

B) €r0 YTBEP)KJIEHUS;

T') IPOBEJEHUS 3aCeAaHNs, HA KOTOPOM MPHUHSITO PEIIeHHE.

13. JlaTbl B JOKYMEHTaX MOT'YT ObITb O()OpPMJIIEHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI TIOKYMEHTOB MUIIYTCS, KaK MIPAaBUIIO, OT PYKH:

a) BU3a;

0) pe3omronus;

B) MOJIIUCH;

T) ajpecar.

15. K xakuM peKBH3UTaM OTHOCSATCS CJIOBA!

a) «Bepro» A)
0) «/lst ciy>xeGHOT0 MoJIb30BaHUs» b)

OJIHOBPEMEHHO
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B) «3aMeuaHus NpujaararoTcs» B)
r) «IletpoB M.K. 924-76-40» I')
16. PeKBU3UT «IOJIUCH» HA PA3HBIX TIOKYMEHTAX BKJIIOYAECT:

a) JMYHYIO POCIHCH aBTOPA JJOKYMEHTA;

0) TUYHYIO POCITUCH PYKOBOJIUTENS U €€ paciu(poBKY;

B) YKa3aHUE JIOJDKHOCTH, JIMYHYIO POCITUCH PYKOBOJUTEIS U €€ paciri(poBKY;

I') yKa3aHue J0JDKHOCTH, HAMMEHOBAHHUE OpraHU3aIiH, TUYHYIO POCITUCH PYKOBOIUTES,
ee pacmpoBKy.

KommnekT TecTOBEIX 3agaHui: No2

1. Kakoe cokpaiieHue siBisieTcst abOpeBuaTypoid:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarquIsius;

r) o/™, T1/0.

2. CnoBo, KOTOpoe 0003HaYaeT HOBOE MOHSITHE, YIIOTPeOIsieMoe B JOKYMEHTaX, —

3TO:

a) abOpeBuatypa;

0) CHHOHUM,;

B) HEOJIOTU3M;

T) apXau3M.

3. Orbepute npuHIMNI OUIIHATHHO-AETOBOTO CTUIIS TOKYMEHTAIUU:

a) MPEJIOCTABJICHUS MAaKCHMAJILHO BO3MOXHOU WH(POPMAITUH;

0) mpUMEHEHHE CIIOB «MbI BBIIOJIHUMY, « CIETAI0»;

B) OTPaHUYEHHOCTh B TPUMEHEHUU S3BIKOBBIX CPE/ICTB;

T') IPUMCHEHHE YCTKUX OTBETOB «J1a», KHETY.

4. Jlekcuueckoe COKpalleHHe CI0Ba, YIOTpeOIsieMoro B JOKYMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHUM,;

B) HEOJIOTH3M;

I') IAPOHUM.
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5. YTo He OTHOCUTCS K O(PUIHATIBHO-AEIOBOMY CTHIIO IOKYMEHTA:

a) aAPECHOCTH H(OPMAIINH;

0) TeMaTHuYeCcKasi OrpaHMYEHHOCTb B IPUMEHEHHH S3bIKOBBIX CPEJCTB;

B) MPEIOCTABICHNE MAKCUMAaIbHO BO3MOKHOM HH(pOpMALINK;

) yHU(DUKAIUS TOKYMEHTA.

6. K mpaBmiiaM 71€710BOr0 3TUKETA OTHOCSTCSL:

a) HETOPOIUINBOCTb C OTBETOM;

0) G1arogapHOCTh 3a OTBET WJIU JICHCTBUE;

B) 00CTOSITEIBHOE U3JI0KEHHE JOKYMEHTA;

I') YMEHUE CIylaTh Jpyrux Jojei.7. B kakoM JOKyMEHTe UCIOJB3YIOTCS CIOBa «... B IPOTUBHOM
ciydae Bam Oynyt

IpeIbSBICHBI IITPAa(HBIE CAHKIIMM» B KAYECTBE S3BIKOBOM ()OPMYIIBI, KaK pe3ysIbTara
YHU(UKALUU S3BIKOBBIX CPE/ICTB!

a) B rapaHTUHHOM IMHCHME;

0) B peKJIaMallTMOHHOM ITUCHME;

B) B MH(OPMAIIMOHHOM THCHME;

I) B MMCbMe-HAIIOMUHAHUH.

8. CiioBa, KOTOpBIE CTAaHOBSTCS HEO(PHUIMANBGHBIM 3aMEHHTENIEM TEPMHHA W WX TNPHUMCHEHHEB
JIOKYMEHTaxX HeJOMyCTHUMO, — 3TO:

a) mpoecCuoOHaTN3MBI;

0) CHHOHUMBI;

B) HEOJIOTH3MBI;

I') HIApOHUMBI.

9. 3aKkOHUEHHBIH B CMBICJIOBOM OTHOIIEHUH OTPE30K TEKCTA, MO3BOJISIOLINIA YCTAHOBUTh
3HaY€HHUE BXOSIEr0 B HETO ClI0Ba Wi (pa3bl — 3TO:

a) aHHOTAIIUS;

0) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.

10. Perynupyromas (1€4T€IpHOCTh OpraHu3aluil) cpesia BKIOYAET:
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a) roCyJapCTBEHHbIE CTaHAAPTHI;

0) 0OIIIECTBCHHBIC OXKHMIAHUS;

B) PEKOMEHALINHU, OTPaXAIOIUE I1€PETOBOM OIIBIT;

I') HOPMaTUBHBIE JOKYMEHTHI, OTPAXKAIOLIUE NeATEIbHOCTh OPraHU3alUu.

11. [lonuTHKa ynpaBieHus JOKYMEHTaMH OpraHU3aLUH 103BOJISET:

a) MOBBIIATh 3()(PEKTUBHOCTD ACATEIBHOCTH OPTaHU3AIHH;

0) cobmoaTh TpeOOBaHUS 3aKOHOIATENILCTBA U PETYIUPYIOLIEH Cpebl;

B) M30€XaTh PUCKOB MPEANPHHUMATEILCKON JeSITETbHOCTH, CBI3aHHBIX C IOKYyMEHTAMU;

I) COXpaHATh MNaMATh OpraHM3aluu, HMHAMBMAA M oOmectBa.l2. K mnpuHumnam paszpaboTku
IIPOrpaMM yIpaBJieHUs TOKYMEHTaMU OTHOCUTCSL:

a) OLIEHKA PUCKOB, CBSI3aHHBIX C OTCYTCTBUEM O(UIIUAIBHBIX JOKYMEHTOB;

0) onpeneneHre MpaBuil CO3AaHUS METAAAaHHBIX O TOKYMEHTAX;

B) obecrieueHue XpaHeHus! JOKYMEHTOB B 0€30MacHOM 1 3aIUIIEHHON Cpee;

I') OIpe/IesIeHUe BO3MOKHOCTEH MOBBIIICHUS YPPEKTHBHOCTH PaOOThI OpraHU3aluu

B PE3yJIbTaTe KAYECTBEHHOT'O YIPaBJIECHUS TOKYMEHTaMH.

13. Pacnipenenenue OTBETCTBEHHOCTH 3a JOKYMEHTAIlMOHHOE O0ecreueHne yIpaBIeHus
IIPEIoJIaracT OTBETCTBEHHOCTH!

a) BCEX COTPYJHUKOB OpraHU3alMU 3a ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) pPYKOBO/ICTBA OpraHM3aI1H 32 ;

I') cekpeTapei 3a .

14. Ecnum [OKyMEHT sBISE€TCS TE€M, YeM JIOJDKEH ObITh; CO3/1aH WJIM OTIPAaBIEH JIUIOM,
YIIOJJTHOMOYEHHBIM Ha 3TO, @ TAK)KE B TO BpeMs, KOTOPOE yKa3aHO Ha JOKYMEHTE, TO 3TO O3Ha4aeT
€ero:

a) JIOCTOBEPHOCTb,

0) LIETTOCTHOCTB;

B) ayTEHTUYHOCTb;

T') IPUTOAHOCTB JJIS1 UCTIOIb30BaHUS.

15. Crparerust BHeApeHUS JOKYMEHTHBIX CUCTEM IIPEyCMaTPUBAET:

a) MPOEKTUPOBAHHUE JOKYMEHTHBIX CUCTEM;
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0) MOATOTOBKY COTPYJHHKOB, PA0OTAIOIINX C JOKYMEHTaMH,

B) COOTBETCTBHE JIOKYMEHTOB PEryJIUPYIOIIEH Cpe/IE;

I') KOHBEPTAIIUIO JOKYMEHTOB B HOBBIC JIOKYMEHTHBIE CUCTEMBI, (hOpMaTHI.

16. CiocoOHOCTh TOKYMEHTHOM CUCTEMBI [UTUTENBHO U MPABWIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHH C TPEOYEMBIMH MPOLIEAYPaMHU O3HAYAECT €e:

a) HaJIeKHOCTD;

0) a3 pexTUBHOCTD;

B) LIEJIOCTHOCTb;

I') KOMILICKCHOCTb.

17. CiocoOHOCTh TOKYMEHTHOM CUCTEMBI ITPEI0TBPAIATh HECAHKIIMOHHUPOBAHHBIC
JIOCTYTI K JIOKYMEHTaM, UX YHHYTO)KCHUE, U3MCHCHHUE I TIEPEMEIIICHHS O3HAYaeT ee:
a) Ha/IS)KHOCTB;

0) a3 pexTUBHOCTD;

B) LIEJIOCTHOCTB;

I) KOMIUICKCHOCTh.18. MeTOoJ00THsT NPOSKTHPOBAHUS M BHEAPCHHS JOKYMEHTHBIX CHCTEM
BKJTIOYAET:

a) aHaJM3 JAENOBOU JAesTebHOCTH OpraHU3aIuy;

0) OIIEHKY CYIIECTBYIOIMMX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OIIEHKY, KOPPEKTHPYIOIINE ACHCTBHUS,

T') IpEeKpalieHue MPUMEHEHUS JJOKYMEHTHBIX CHCTEM.

19. O6bexkTaMu yHU(DUKAIIMHI U CTAaHAAPTU3AIUH B YIIPABIEHYECKON e TENbHOCTH
SIBIISTEOTCSL:

a) TepPMHHBI, UCTIOIb3yEeMbIe TPU PadOTe ¢ yrpaBiIeHUECKON HHpOpMAITUEii;

0) opraHM3aIMOHHbIE CTPYKTYPHI OPTaHU3AINMA, YUPESIKICHUN U TTPE T PHUITHIA,

B) yIIpaBiieHYeCKUEe (QYHKIUY;

T) yIpaBleHYecKas TOKYMEHTAIIHSL.

Bnanets

- CIIOCOOHOCTBIO OCYILECTBISATh
JienoBoe OOIIeHUE U MyOJIUYHbIE
BBICTYIIJICHUA, BECTH

[IpakTnueckue 3aganus:
Kpoccsopn 1.
ITo ropuzonTanm: 1) 3anuce nHOOPMAIUK HA PA3TMYHBIX HOCUTEISX TI0 YCTAHOBJICHHBIM MPABHIIaM;




CTpyKTypHBIii

[1nanupyemsble pe3ynbTaThbl

IIIEMEHT O1leHOYHBIE CPENICTBA
oOyueHus
KOMITCTCHIHH
[IePErOBOPBHI, COBEIIaHMs, | 2) YCTaHOBJICHHE KOJMYECTBA M COCTaBa JOKYMEHTOB B CIMHHMIAX YydeTa U (HUKcAUsI
OCYIIECTBIISATH JICITOBYIO | IPUHAIJIC)KHOCTH KaXKI0U €MHUIIBI y4eTa K ONPEACICHHOMY KOMILIEKCY U OOIIEMY UX KOJHYECTBY

MEPECIINUCKY u MoAACPKUBATH
9JICKTPOHHBIC KOMMYHUKAIIUU.

B YUETHBIX JOKYMEHTaX; 3) Y4eTHBII TOKYMEHT, COJIepKallliil Ha3BaHUE, CBEJICHUSI O KOJIUYECTBE,
CoCTaBe JOKYMEHTOB (POHAA M MECTE €ro XpaHEHHs, NpeIHAa3HAYCHHBIH A LEHTPaIM30BaHHOTO
yuera JOKyMEHTOB; 4) mepeueHb O(UIMAIbHBIX HAUMEHOBAHUI XpPAHAIIUXCS, BBIOBIBIIMX U
MOCTYMAIONIMX apXWBHBIX ()OHJOB B TMOPSAIKE BO3pACTaHUS TNPUCBOCHHBIX HM HOMEpPOB; 5)
MPEeyCMOTPEHHbIE HOPMATHUBHBIMH JIOKYMEHTaMH YCJOBHSI HCIOJIb30BAaHUS AapXUBHBIX H
KOH(HICHIIMATBHBIX JOKYMEHTOB; 6) 1udppoBoe u/uiau OyKBEHHO-IIM(PPOBOE 00O3HAYCHUE JENa B
HOMEHKJIaType Jell OpraHu3allii, HaHOCHMOE Ha ero OOJIOKKY; 7) CBOWCTBAa JOKYMEHTAa,
o0ycnaBiIMBaOIIUEe €ro KyJIbTypHOE, HAay4yHOe M T.I. 3HA4YeHHE; &) BOCCTAHOBJICHHE
MEePBOHAYANILHBIX MU OJIM3KUX K MEPBOHAYAIBHBIM CBOICTB M BHEUIHMX MPU3HAKOB APXHBHOTO
JOKYMEHTa, TOABEPTUICTOCS MOBPEXKICHUIO WIH Pa3pyHICHHUIO; 9) CpPEACTBO THUPAKUPOBAHHS
TOoKyMeHTOB; 10) y4eTHBIH HOKYMEHT, COAEpXalluii IMepeueHb JOKYMEHTOB Jelia C YKa3aHHEM
MOPSIIKOBBIX HOMEPOB JOKYMEHTOB, HMX WHICKCOB, Ha3BaHWUM, 1aT, HOMEpPOB JIHUCTOB; 11)
NpUMEeHEeHHe HMH(pOpMalMK JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX M T.I. LENAX, a TaKke s
oOecrieueHNs 3aKOHHBIX MPaB U MHTEPECOB IpaxkaaH; 12) cnpaBOYHHUK, B KOTOPOM HH(OpPMAIUS O
JIOKYMEHTaxX pacriojio’keHa B COOTBETCTBUU C BBIOpaHHOW cxeMoi kiaccudukanuu; 13) 1oKyMeHT,
MIOJTHOCTBIO BOCIIPOM3BOASANINN HMH(DOPMAIMIO TOJIMHHOTO JOKYMEHTAa M BCE €ro BHEIIHHE
MPU3HAKU WJIM YacTh UX, HO HE UMEIONINH IOpUIUYEeCKOr cuibl; 14) U3MEeHeHHe MepBOHAYAIbHBIX
(U3NKO-XMMHUYECKIX CBOMCTB JIOKYMEHTA IIOJ BO3JIECHCTBHEM BHEIIHUX M BHYTPEHHUX (PAKTOPOB;
15) mepBbIi WM E€IUHUYHBIN HK3eMIUIAp O(UIIMATBLHOTO JOKYMEHTa; 16) [opuaudeckoe WM
bu3HYecKoe JUI0, B JIEATEILHOCTH KOTOPOTO o0pa3yeTcsi NOKyMEHTalbHbIH (oHA; 17) cpeacTtBo
XpaHEeHUs] JOKYMEHTOB.
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ITo BepTukanu: 1) nBUKEHUE JOKYMEHTOB B OPraHM3AIMM C MOMEHTA UX CO3/IaHUs WU MOTY4YEeHUS
JI0 3aBEpILEHUs] MCIIONHEHUS WU OTHpaBieHus; 18) 3amuch YYeTHBIX JaHHBIX O JOKYMEHTE IO
ycTaHOBJIIeHHOU (opme, pukcupyromas GakT ero co3gaHus, OTIPABICHUS WIH ToxydeHus; 19)
JOKYMEHT WM COBOKYIHOCTb JIOKYMEHTOB, OTHOCSIIMXCSI K OJHOMY BOIPOCY WIH YYacTKy
JIEATETLHOCTH M TIOMEIICHHBIX B OTIEIbHYIO 0070XKKy; 20) opraHuzanus WId CTPYKTYpHOE
NOJIpa3JCJICHNE, OCYILECTBISAIONIEE JIUTEIBHOE WJIM IIOCTOSHHOE XpaHEHHE OKOHYEHHBIX
JIOKYMEHTOB C ILIEJIbI0 MX HCIOJIb30BaHMs; 21) cpencTBO KacCoBOM OPITEXHUKH; 22) KONMUS YacTH
TEKCTa JOKYMEHTa, O(opMieHHas B YCTAaHOBJIEHHOM TMoOpsAake; 23) CpeacTBO H3rOTOBICHUS
M300pa3uTENIbHBIX JOKYMEHTOB; 24) coenuajbHO OOOpPYAOBAHHOE IOMEIIEHHE MJsl XpaHEHUS
apXMBHBIX JIOKYMEHTOB; 25) TMOBTOPHBIM OJK3EMIUISIP NOMJIMHHUKA JOKYMEHTA, HWMEIOIINI
IOpUIMYECKYIO CUiTy; 26) (u3HYecKoe WM IOPUIUYECKOE JHI0, CO3/aBiiee JOKyMeHT; 27)
O(pUIMATBEHBIA JOKYMEHT, WMEIONINI IOPUAMYECKYI0 CHJIy H COJepKaluii uH(OpMaIlU o
IpeIMeTe 3ampoca, ¢ yKa3aHHEM IOMCKOBBIX JAaHHBIX JOKYMEHTOB; 28) OoTOOp JOKYMEHTOB Ha
XpaHEHHE WM K YHUUTOXEHHIO, a TAKKE YCTAHOBJIIEHHE CPOKOB UX XPAHEHHS] HA OCHOBE MPHUHSATHIX
KPUTEPHUEB.
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KpoccBopn 2.

[To ropusoHTanu: 1) HOPMATHUBHBIA JOKYMEHT, COJEpKallil CHUCTEMAaTU3UPOBAHHBIA IEpEUYEHb
CTPYNIUPOBAHHBIX HAUMEHOBAHUN OOBEKTOB W TPUCBOEHHBIE MM KOJbI; 2) HOPMAaTUBHBIN
JOKYMEHT, 3aKpeIUISIOMNNA YHUPUKAIUIO JEONPOU3BOACTBA; 3) (UKcalus Ha MaTepHalbHOM
HocuTele UH(OpPMAIMK C PEKBU3UTAMHU, MTO3BOJIIOLIMMHU €€ UACHTU(PHUIUPOBATh; 4) yCTaHOBICHHE
ennHooOpa3usi coctaBa M (OpM YIPaBICHUYECKUX JIOKYMEHTOB, CO3/1aBa€MbIX MpHU pEIICHUU
OJTHOTUIIHBIX YIpaBleHUeCKuX GyHKUuH; 5) uHpOpmManus, (UKCUpOBaHHas Ha KaKOM-THOO
MaTepuaIbHOM HOCHUTEJIE.

[To Beprukamu: 1) nudpoBoe oOo3HaueHHEe (GOPM JTOKYMEHTOB B XOAE COCTaBICHMS
kinaccuukaropoB  uHbopmarmu; 6) 1udpoBoe 0003HAUEHHUE, SIBISIONIEECS DJIEMEHTOM
UACHTUPUKAIIMM OOBEKTOB B XOJ€ MX KiIacCUUKAIMK;, 7) MEXKIYHApPOAHBIM JOroBOp IO
OTpeIeIECHHOMY BOMPOCY; §8) OpraHu3alusl WM CTPYKTYpHOE MOpa3/ieieHHe, OCYLIECTBISIONIEe
JIOJITOBPEMEHHOE MJIM TIOCTOSIHHOE XpaHEHHE OKOHYEHHBIX JeJ; 9) BHECEHHE JOJKHOCTHBIM JIMLIOM
B o(puLMaIbHbIE JOKYMEHTHI 3aBEJOMO JIOKHBIX CBEJIEHUN WM HCHPABICHHUH, MCKaXAIOIMIHUX HX
neiictButensHoe coaepkanue; 10) cuHOHUM cioBa J0roBop; 11) JOKYMEHT, MOJATBEpPKIAOLIHMIMA
COOTBETCTBUE NMPOAYKIUHU, IPOIECCOB U YCIYT YCTAHOBJIEHHBIM TPEOOBaHUSIM.
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[1K-14 — criocOOHOCTBIO OCYIIECTBIATh JOKYMEHTHPOBAHHE XO3SMCTBEHHBIX OMNEpaldid, MPOBOIUThH yUYeT JCHEKHBIX CPEICTB, pazpabaTbiBaTh pabouuit
TUTaH CYETOB OYXTaJITEPCKOro y4eTa OpraHn3aliuu 1 (GOpMHUPOBATH HA €r0 OCHOBE OyXTaJTepCcKHe MPOBOIKU

3HaTh

OCHOBHBIE ITpaBUIa
JIOKYMEHTHUPOBaHUS
XO3SIMCTBEHHBIX OIEpaluii
OCHOBHEBIC COCTaBIISIONINE U
3TaIbl NOJATOTOBKH
XO3STMCTBEHHBIX U
OyXraiaTepcKkux JOKYMEHTOB,
TpeOOBaHUS K BEICHUIO
JIOKyMEHTaluu

BU/JIbI OyXTanTepCcKoi
JIOKYMEHTAIUU, BUJIbI
(uHAHCOBOM M HAJIOTOBOU
JIOKyMEHTaluu

=

o s

10.
11.
12.
13.
14.
15.

16.

17.

18.
19.

20.
21.
22.
23.
24.

[Iepeqeﬂb BOIIPOCOB IJIsI MOATOTOBKHU K 3aqéTy

OcHoOBoTIOJIararoIye NPUHIUIBI OYXIalITepCKOro y4era.

OOBeKTHI OyXxranrepckoro HadomoneHus. Kinaccuduxarys Xo3sHCTBEHHBIX CPEACTB, ICTOYHUKOB UX
00pa3oBaHus, X03sMCTBEHHBIX MPOIECCOB U PE3YJILTATOB (PMHAHCOBO-XO3SIMCTBEHHOH JESITEILHOCTH.
Kpyroo6opoT X03gHCTBEHHBIX CPEACTB M HCTOYHUKOB HX 00pa30BaHMA Kak OOBEKT OyXIralaTepcKoro
(hmHAHCOBOTO yUeTa.

OmnpeneneHne U copepKaHNE IPeAMETa U METOa OyXTraaTepcKoro yqera.

CxeMBl TOKYMEHTO00O0POTa KaK HHCTPYMEHT MOJICTTMPOBaHHUS OyXTaJlTepCKOTO ydeTa.

OCHOBBI HOPMAaTHBHOTO PETYINPOBAHNS OpraHu3aluy OyxranTepckoro yuera B Poccuiickoit deneparum.
YPOBHH HOPMATHBHOTO PETYIUPOBAHUS.

XapakTepucTrKa OCHOBHBIX MOJIokeHur denepanbHoro 3akoHa “O Oyxranrepckom yuere”.

[MonoxxeHus Mo OyXraaTepckoMy yueTy Kak HallMOHalIbHbIe OyXrajrepckue cTanaaptsl B Poccuiickoii
denepanun.

VYdeTHas MOJUTHKA OPTaHU3AINY, €€ Ha3HaueHHEe, CTPYKTYpa U CoJepKaHue.

DKOHOMHUYECKOE Co/IepKaHue MOHATHS U KITaCCU(PHUKAIIMA OCHOBHBIX CPE/ICTB.

HopmaTuBHOE peryianpoBaHne OyXraJaTepckoro ydera OCHOBHBIX CPE/ICTB.

JlokyMeHTansHOe 0(OopMIIEHHE XO3SIHCTBEHHBIX Ollepannii ¥ JOKYMEHTOOO0OPOT MO Y4eTy OCHOBHBIX CPEZICTB.
DKOHOMHYECKOE COo/lepKaHNe MOHIATHS U KiIacCH(UKaIKs HeMaTepHUallbHbIX aKTHBOB.

HopmaTuBHOE peryianpoBaHne OyXrajaTepcKoro ydera HeMaTepHaIbHBIX aKTHBOB.

JlokyMeHTanpHOe 0(OpMIIEHHE XO3SIHCTBEHHBIX ONepanuii 1 JOKyMEHTOO00POT 10 YUeTy HeMaTepHaIbHBIX
AKTUBOB.

JlokyMeHTansHOe 0(OpMIIeHHE XO3SIMCTBEHHBIX Ollepalnii U JOKYMEHTOOOOPOT MO y4eTy MaTepHaIbHO-
MIPOM3BOJICTBEHHBIX 3aI1acOB.

JlokyMeHTansHOe 0(OpMIIeHHE XO3SIMCTBEHHBIX Ollepalyii U JOKYMEHTOOOOPOT MO YUETY IEHEKHBIX CPEACTB U
pacueToB.

JloxymeHTanpHOE 0OpMIICHHE B JOKYMEHTOOOOPOT PacyeToB 10 OIuIaTe TPyAa.

JloxkymeHTansHOE 0OpMIICHHE U TOKYMEHTOO0OPOT XO3SICTBEHHBIX ONEPaIfii 10 y4eTy U3Iep)KeK Ha
MPOU3BOJICTBO MPOTYKIIMU U HE3aBEPIICHHOTO IPOU3BOICTBA.

JlokyMeHTansHOe oOopMIIEHHE U JOKYMEHTOOOOPOT 10 y4eTy (PMHAHCOBBIX BIOYKECHUI.
JlokyMeHTansHOe 0opMIIEHHE M JOKYMEHTOOOOPOT 110 y4ETy PacdyeToB 110 KPeIUTaM U 3aiiMaMm.
JlokyMeHTansHOe oopMIIeHHE U JOKyMEHTOOOOPOT 10 y4eTy JOXOJI0B M PACX0JI0B OPraHNU3alHH.
JlokyMeHTansHOe opopMIIeHHE U JOKyMEHTOOOO0POT 110 YueTy (PUHAHCOBBIX PE3YJIbTATOB.

IToHsiTHe COOCTBEHHOTO KalMTala U €ro CTPYKTYypa.
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KOMITETECHILINU 00yueHus
VMeTh COCTaBJISITh IEPBUYHYIO Ilpakmuueckue 3a0anus
OyXTaJITEPCKYIO IOKYMEHTALIUIO 3ananue 1
ohopMIIATh U 00pabdaThIBATh [IpeanpusiTie npuodbperaeT 060pyI0BaHUE I 1IeXa B TU3UHT. [1010TOBbTE NepedeHb JOKYMEHTOB,
JIOKYMEHTBI 110 XO3SUCTBEHHBIM | HEOOXOAUMBIX JJIsl IPOBEACHUS CHCIIKH.
onepanusm 3amanue 2.
Ornpenenure, Kakue JOKYMEHTBI JOJKHBI ObITh COCTABIICHBI:
1) ans BeiBeneHus u3 coctana yupeaureneiit OOO 1opuaIuvecKkoro Juia;
2) nuia peopranuzauun OOO B AO ¢ 0qHOBpEMEHHBIM BBIBEICHUEM U3 €r0 COCTaBa
(bU3MYECKOT0 U FOPUINYECKOrO JIMIIA C BRIIIATON A0JIeH YCTaBHOTO KalmuTaaa U MPUYUTAIOIIUXCS
JMBHICH]IOB.
Bnagets HaBBIKAMH HOATOTOBKH, Ilpakmuueckue 3a0anus u 60npocsvl

odopmiieHust, 00paboOTKH U
BBIIIOJIHEHUS IOKYMEHTOB
HaBBIKAMH COCTABJICHUS, YUETAa,
XpaHEeHUs, 3alUThl, Iepeaadn
XO03MCTBEHHOM, OyXTanTepCKou
Y OTYETHOM JOKYMEHTALUU B
COOTBETCTBUU C TPeOOBaHUSAMU
JIOKyMEHTO000poTa

Onun u3 yupeaureneit OOO — opranuzanusi «A» — B KaueCTBE BKJIaJa B YCTaBHBIN KallnuTal
[0 COIJIaCOBAHMIO C JPYTMMH YUpeIuTeNIsIMH Iepeaan o0opy/loBaHUE, COTIACOBAHHAS CTOMMOCTh
KOTOpPOro, TOATBEP)KICHHAsi HE3aBUCHMBIM OLICHIIUMKOM, coctaBuna 55000 py6. [pyroii
yupeauTenb — opraHuzanuu «b» — 1O COMIacOBaHUIO C JPYTMMH YYpPEAUTENSAMHU OIUIATHII
OpraHM3allMOHHbIE pacxoibl, cBsizaHHble ¢ co3gaHueM OOOQO (mpuHATHL B KayecTBe BKJIajaa). B
KAaueCTBE TAKUX PacXO0J0B MPELyCMOTpPEHA OIUIaTa yCJIyr IOPUCTA MO MOATOTOBKE YUPEIUTEIbHBIX
nokymeHToB OOO 1 omara peructpauMoHHbBIX cOopoB — 5 000 py6. MToro ycraBHBIM KamuTasi
OOmecTBa cOCTaBMII B COOTBETCTBUHM C yupeauTedbHbIMU JokyMeHTamu 60 000 py6. Pacxomsl
IPUHSTHI K OyXTalITepCKOMY yUeTy.

CocTaBbTe CXEMY JOKYMEHTO00OPOTA.




0) Ilopsnok npoBedeHHS] TPOMEKYTOUHOH AaTTeCTALMH, NOKA3aTeJId M KpPUTepHH
OLICHHBAHUS:

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenku (6 coomeéemcmauu ¢ popmupyemvimu KOMIEMeHYUAMY U NIAHUPYeMbIMU
pesyremamamu 06yuenus):
OreHka «3a4TEHOY BBICTABISIETCS CTYACHTY, KOTOPBIH
- IPOYHO YCBOWJI IIPEYCMOTPEHHBIHM MPOrpPaMMHBII MaTepualt;
- IPaBWJIBHO, apPT'YMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJl TIIy0OKHEe CHCTEMAaTU3UPOBAHHBIEC 3HAHUS, BIaICET IPHEMaMH PacCyXICHHUS U
COMOCTABIISIET MaTepUall U3 Pa3HbIX HCTOYHUKOB: TEOPUIO CBSI3BIBACT C IPAKTUKOU, IPYTUMHU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB
- 6€3 omKOOK BBIMOIHUI TPAKTUYECKOE 3a/IaHHE.
OrneHka «He 3a4TEHO» BBICTABIISIETCS CTYAEHTY, KOTOpPbI He cripaBuiics ¢ 50% BOIIpocoB U
3a/1aHui, B OTBETaX Ha APYTrHe BOIPOCH JOMYCTUI CyIIECTBEHHBIE OmnOKH. LlerocTHoro
NPEJCTAaBICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, 3Tanax pa3BUTUS KyJIbTYPHl Y CTY/ICHTA HET.



IIpunoxenne 3

Memoouueckue pekomenoayuu 011 n0O20MOGKU K 3a4emy

1. [TonroroBka K 3a4eTy 3aKJIH0YAETCs B U3YUYEHUH TIIATEIbHON IPOPAOOTKE CTYAEHTOM
yueOHOro MaTepuasa IUCHUIUIMHBI C Y4ETOM Y4eOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHATHH,
CIpYNIUPOBAHHOM B BUJIE KOHTPOJILHBIX BOIIPOCOB.

2. 3a4er 1o Kypcy NpOBOAUTCS B BUJE TECTUPOBAHMUS.

3. KauecTBeHHOH OJATOTOBKOM K 3a4€TY SIBJISETCA:

—TI0JTHOE 3HAaHUE BCEro y4eOHOro Marepuaia mno Kypcy;

—CBO0OO/IHOE OTIEPHPOBAHNE MATEPHUATIOM;

—JIEMOHCTpauus 3HaHUH JIOMOJIHUTEIBHOIO MaTepuaia;

—4y&TKHE NIPABUIIbHBIE OTBETHI B 3aJaHUSIX.

IIpuMepHBlii IIepedeHb BOIIPOCOB K 3a4ETYy:

=

23.
24,

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

OCHOBHBIE IIOHATHS, IPUMEHSIEMbIE B IEJIONPOU3BO/ICTBE.

PexBu3utel JokymeHToB. Kakue Bujbpl 6JaHKOB U (pOpPMAThl JOKYMEHTA IIPUMEHSIOTCS B
YUpEXKJIECHUAX?

Cocras o011ero OJ1aHka.

PexBu3uThl B coctaBe Oanka nmuchbma. Yem oTiimvaercst ool GraHk ot OaHKa JUIst
nucbpma?

PexBu3uthl B cocTaBe OaHka BUAA JOKYMEHTA.

dopmyisip-obpaser.

Kakue TpeboBaHus IpeabsIBISIIOTCS K JOKYMEHTam?

Ha3naueHnue u cocTaB opraHM3alliOHHO-TIPABOBOM TOKYMEHTALUU

Ha3nauenue u coctaB paciopsAUTENbHON TOKYMEHTallUU

. Haznauenue u cocraB nH(pOpMalMOHHO-CIIPAaBOYHON JOKYMEHTALUU

. TpeboBanus kK 0POPMIICHHIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3ALINN

. CocTaB peKBHU3HUTA «CIPABOYHBIE JaHHbIE 00 OpraHU3aUI»

. Ilopsimok natnpoBaHus JOKYMEHTA U BUbI JaT.

. CocTaBHBIE 4aCTH PETUCTPALIMOHHOIO HOMEPA JOKYMEHTA U MOPAJIOK €r0 IPOCTABJICHUS
. Ilopsinok anpecoBaHusl JOKYMEHTA.

. Kakumu crioco6amu oopmitsiercst yTBepxkaeHue 10KyMmeHTa?

. Kakue TpeboBaHus IpeabsBISIIOTCS K 3ar0JI0BKY?

. Iopsinox oopMiteHUs! TPUIIOKEHUH K TOKYMEHTY

. ITopsinok ohopmiieHUs! pEeKBU3UTOB «IIOJIUCH» U «OTMETKA O 3aBEPEHUN KOITHI

. Kak oopmisiercs cornacoBanue 1okymeHTa?

. Ilopsinok mpocTaBieHus: Ha JOKyMEHTax IedaTen

. Ilepeunciiire OTMETKH, IPOCTABIIIEMBIE HAa BXOAILIEM JOKYMEHTE, YKAXKUTE NOPAIOK UX

odopmIIeHHUS.

Oransl NOATOTOBKU JIOKYMEHTA.

OO6mue TpeboBaHuUs K TEKCTYy oKyMeHTa. Kak oopmisieTcs: B TEKCTE CChIJIKA HA
JpYroi NTOKYyMEHT?

Bupl opraHu3aliioHHBIX JOKYMEHTOB H OCOOCHHOCTH MX COCTABIICHHS U O()OPMIICHUSI.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHHS U O(hOPMIICHUSI.
B ueM ocoGeHnHOCTH cocTaBiieHus U 0(hopMIIeHHUS TPOTOKOIA?

B yem ocobennocTu coctaBneHus u opopmieHus akra?

TpeGoBaHMsI K COCTABICHHUIO U OOPMIICHUIO TOKJIATHBIX 3aITHCOK

TpeboBaHMs K COCTABICHUIO U O(POPMIIEHNIO OOBSICHUTENBHBIX 3aITMCOK

TpebGoBaHusI K COCTaBIECHUIO U 0(OPMIICHHUIO CIIPABOK

TpeboBaHMs K COCTABICHUIO U O(POPMIICHHUIO CITY’KEOHBIX ITHCEM

TpebGoBaHMs K COCTaBICHUIO U 0(OPMIICHHUIO TeJlerpaMm

OcobeHHOCTH cocTaBlIeHUs U 0POpMIICHUS Telle(hOHOTpaMM



35.
36.
37.

38.
39.
40.

Yro moHUMAaeTcs Mol 00beMOM JJOKYMEHTOO00POTa, TOYEMY OH YBEITHUUBACTCS?

UYTo BXOAWT B MOHATHE TOKYMEHTOO0OpOTa?

Opranu3anroHHbIe JOKYMEHTBI, OTIPEISIISIIOIINE TOPSIOK IBUKECHUS JOKYMEHTOB B
opranuzanuu (pupme)

TpeboBaHus K OpraHU3alyy MpUeMa U IEPBUIHOM 00pabOTKH JOKYMEHTOB

3HavYeHUE MPEABAPUTEIHHOTO IIPOCMOTPA U PACHIPECIICHHS TOCTYIUBIINX JOKYMEHTOB
[TpaBuia 00pabOTKM NCXOAALINX JOKYMEHTOB.



