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Jlaer aktyannsaunn paGogeii nporpamMmei

PaGouas mporpamma nepecmorpena, o6eyskaena u ono6peHa Juist peasmsanuu B 2020 - 2021
yueGHOM rozy Ha 3acenanuy kadeapsl '0cy1apcTBEHHOrO MyHHUHIATBHOTO YNpaBJIeHHUS U
YIPaBJIEHHS IEPCOHATIOM /

[TpoTokon ot «31» asryc 20r. Nel

3as. kadenpoii /i H.P. Basnbinckas

/

[

PaGouas nporpamma nepecmorpeHa., o6cyx/aeHa u ono6peHa mst peanusanuu B 2021 - 2022
yueOHOM roty Ha 3acesannu kapeapsl [ 0Cy1apCTBEHHOrO MyHULMIATLHOTO YIpaBJIeHHs U
YIIPaBJIEHHS IEPCOHAIOM

ITporokom or 20_r. N
3as. kadeapoii H.P. Bansickas

PaGouas nporpamma nepecmorpena, o6eyskaena i o106peHa s peanu3anuu B 2022 - 2023
yueGHOM rofty Ha 3aceanuu Kadeapsl [0CyIapcTBEHHOr0 MyHHLMIATLHOTO YIPABJICHHS U
YIPABJIEHHS IEPCOHATIOM

[Tpotokon or 20 r. Ne
3aB. kadeapoi H.P. Banbisckas

PaGouas mporpamma nepecmorpena, o6eyskaeHa u onobpena juist peanusauuu B 2023 - 2024
yueOHOM rofty Ha 3acenanmnu kadeapsl [ocynapcTBeHHOro MYHHLHMIIAIBHOTO YIPABJICHHS H
YIPaBJIEHHs NEPCOHATIOM

[Tporokonmor 20 r. N
3aB. kadenpoit H.P. Bansisckas

PaGouas nporpamma nepecmotpena, o6cyskaena u oxo6pena as peanusanuu B 2024 - 2025
yueOHOM rozty Ha 3acenanuu Kadeapsl [ 0CyAapCTBEHHOrO MyHHIHMATLHOTO YIPaBJICHHUS U
YIPABJIEHHs IEPCOHATIOM

[Ipotokomor 20 r. N
3as. kadenpoii H.P. Bansiuckas




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

M3y4YEHUE TEOPETUUYECKUX U MPAKTUYECKUX OCHOB CO3/IaHUS JOKYMEHTOB YIIPABIICHHUS;
rpaMOTHOM 1 3 (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEJIONPOU3BOICTBA HA MIPEATIPUATUIX U
B OpraHU3alUsIX.

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

JucuuiuinHa JIOKyMEHTHpPOBAaHUE YIPABICHYECKOW NESATEIbHOCTH BXOIUT B 0a30BYIO
4acTh y4eOHOTO I1aHa 00pa30BaTENbHON MPOTPAMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBL  HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHS JUCIUTUTUH/ IPAKTUK:

Meroas! NPUHATHS YIPABICHUYECKUX PEILICHUN

HNudopmartuka

3HaHus (YMEHHUs, BIaJIeHHs), IOJIYYEeHHbIe MIPU U3YYEHUHU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUISl U3yYCHUS TUCIUTLTH/TIPAKTHK:

JlenoBple KOMMYHUKALIUN

VYnpaBileHYeCKUE PEILICHUS

ConunaibHO-3KOHOMHYECKOE IJIAHUPOBAHUE B MyHUIIMIIAIBHBIX 00Pa30BaHUSIX

IIpoekTHas neATEIBLHOCTD

CBs131 ¢ 00IIECTBEHHOCTHIO B OpPraHax BJIacTH

3 Komnerenuun odyuarouierocs, popMupyembie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/ibTaThbl 00y4eHHUs

B pesynbraTe ocBOEHMS QUCHUIUIMHBI (MOAYIIs) «J{OKyMEHTUpOBaHHUE YIPaBIECHUECKOM
JESTEIbHOCTH 00yJarouiics JOHKEH 00J1ajaTh CIEIYIOIUMUA KOMIETEHIUAMU:

CtpyKTypHBII [Inanupyemsble pe3yabTaThl 00yUeHHS
JJIEMEHT
KOMIIETCHIINU

OIIK-4  crmocoOHOCTHIO OCYHIECTBIIATH JEIOBOE OOIIEHNE U TYOJNYHbIE BBICTYIICHUS, BECTH
MEPEroBOphI, COBEIIAHUS, OCYIIECTBIATh AEIOBYIO IEPENHUCKY U MOIEPKUBATE JIEKTPOHHbIE
KOMMYHUKAaIIUA

3Hath - OCHOBHBIE MOHATHS U COBPEMEHHbIE MPUHLUIIBI PabOTHI C JAETOBON
nHpopmanyend, a TakKe MMETb MPEJCTABIEHUE O KOPHOPATHUBHBIX
MH(POPMAIMOHHBIX CHCcTeMax M 0a3aX JaHHBIX

- OCHOBHBIC IMPUHIUIIBI opraHu3anvun ACIJIOIMPONU3BOJCTBA n
JIOKYMEHTOO0OpOTa B OpraHax TOCYJapCTBEHHOW W MYHUIUIAIbHON

BJIACTH
mon oIy 10 AN OTATYIII TINATATODITAIIIIa manYIor maman onaorr smolomry

YmeThb - HHTETPUPOBATE B JCATEIBHOCTH MOAPA3ACIIEHUS TOJOXKCHUS
AQHAJIUTUYECKUX  JOKJIaJ0B, OTYETOB M JAPYrHMX HH(GOPMAIIMOHHBIX
MaTepHaJioB

Braznets - HaBbIKaMM COCTaBJICHHUS, Y4eTa, XpaHCHMs, 3allUThl, IEpeladuu
CIy)KE€OHOW  JOKYMEHTAllMM B  COOTBETCTBUM C  TpeOOBaHUSIMU
JTOKYMEHT0000poTa

- HaBbIKaMHU cOopa, 00paboTKK MHGOPMAIMK U JOKYMEHTAIIHOHHOM
o0ecre4eHn TrOCYAapCTBEHHBIX OpraHoB BIAcTH, OPraHoB BIACTH
cyobekroB P®, opranoB MCY u opraHuzanuii mnakeToM O(UCHBIX
porpaMMm AJii paboThl ¢ AenoBoi MH(poOpMalueld M OCHOBAMH CETEBBIX
TEXHOJIOTHI




4. CTpyKTypa, 00b€éM U colepkaHne TUCHUIINHBI (MOLYJIs)
OO0mast TpyI0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. dacoB, B TOM
YHClIe:
— KOHTaKTHas pabora — 4,4 akaJ1. 4acoB:
— ayIuTopHas — 4 akaJl. 4acos;
— paeayautopHas — 0,4 akaj. yacoB
— camocTosTeapHas padota — 99,7 akaz. 4acos;

— IMOATOTOBKA K 3a4éTy — 3,9 akaj. yaca
dopma aTTecTaIiy - 3a4€T

AynutopHas s s
KOHTaKTHas paboTa E z Dopma TeKymero
Paznen/ Tema 2 (B axaz. vacax) E g‘ Bun N KOHTPOIA Kon
J—— > & O|CaMOCTOATENLHOM | YCMEBAEMOCTH H | W\ o o
25 paboTsI HPOMEXKYTOYHOI
Tex, | 120 | mpakT. z2'g aTTecTaluu
3aH. | 3aH. |Q &
1. Teoperudyeckue  OCHOBBI
JIeJIONPOU3BOJICTBA
1.1 Undopmamus, ee
KPHUTEPHH. JloxyMeHT.
PexBuzut JIOKYMEHTA.
OyHKIUH JOKYMEHTA.
IOpuanueckas cuna
JOKYMEHTA.
Jlenonpoun3BoacTso,
JOKyMEHTUPOBaHHE.
JloKyMeHTallMOHHOE
obecrieyeHHe yIpaBICHHUS. CamocTrosTenpHoe
JIoKyMeHTO00O0pOT. U3yUYeHHE
Knaccudukarust yueOHOM U
poymenton. 2 |03/03m 0,3/0,311| 16,6 | ~ MAYmoH Kowmbiorepuoe | oy
TaHIapTH3AIHS u JINTEPATYPHI TECTUPOBAHUE
yHUGUKALMS  JOKYMEHTOB. Pabora ¢
YuupuuupoaHHas JNIEKTPOHHBIMHU
cucTema JOKYMEHTAIUN oubnmorexamu
yco. Cucremsl
JIOKyMeHTanuu. [IpuHInIBI
JIeTIONPOU3BOICTBA.
HopmaTtuBHO-
METOIYECcKast 6aza
JOKyMEHTUPOBAHHUS
yIpaBIeHIYECKOH
JeSITeTLHOCTH
opraHm3anuy  paboTHl  C
Wroro no pazneny 0,3/0,31 0,3/0,311| 16,6
2. O6uue npasuia oGopMIIeHUS
YIPaBJICHUCCKUX JJOKYMEHTOB




21 TOCT P 6.30-2003
«YHUDUIIPOBAHHBIC
CHCTEMBI  JIOKYMEHTAIIHH.
YuupunupoBaHHas
cHCTeMa OpraHW3allMOHHO-
pacnopsauTeIbHON
JOKyMEHTAIIWH.
TpeboBanus K
0 OpMIICHUIO
JIOKYMEHTOB". PexBuzur
01- TocymapcTBeHHBIN Tepod
P®. PexBusur 02- T'epb
cyObekTa PO u
MYHHIHTAIEHOTO
obpazoBanus. PexBuzut 03
-OMmbema OpraHu3aluu
W TOBAapHBIN 3HaK.
PexBuzut 04- Kon
OpTraHM3aIHHN. PexBuzut
05- YkazaHue Ha OCHOBHOM
roCyJapCTBEHHBIN
PETUCTPALIMOHHBI  HOMEp
npennpustus.Pexsusur 06-
Vkazanue Ha
UICHTUQUKAIIMOHHBIH
HOMeEp
HAaJIOTOILIaTeNbIINKA/KO
NPUYUHBl TIOCTAaHOBKH Ha
yuer. PexBuzur 07- Kon

hopMbI JOKYMEHTA.
PexBuzur 08-
HaumenoBanue

OpraHu3aluu. PexBuzur

09-CnpaBouHbIe CBeICHHS
00 opraHuzanuu. PekBU3MUT
10- HawmmenoBanue BHuIa
nokymenra. Pexsusur 11-
Jara noxymeHnTa. PekBuzur
12- Perucrpanuonnsrii
HOMED JOKYMEHTA.
PexBusur 13- Cchuika Ha
PETUCTPALIMOHHBIN HOMED |
JaTy AOKyMeHTa. PexBu3uT
14- MecTo cocTaBlIECHHS
WIA W3aHUS JOKYMEHTA.
Peksusur 15- Cenenns 00
anpecare. PekBuzur 16 -
T'pud YTBEPKACHUS
nokymeHra. PexBusutr 17-
Pesomonusa. Pexsusur 18-
3aroJ0BoK K TEKCTY.
PexBusur 19- Ormerka o
koHTpone PexBuzur 20-
Tekct JIOKYMEHTA.
Pexsusur 21- OrMmerka o
HAJIMYUU  TIPEAJI0KEHUH.
Pexsusur 22- Iloamwucek.
PexBusur 23- I'pud
COIIaCOBaHHs JOKYMEHTA.
PexBusur 24- Bussr
COIJIaCOBaHHUA JOKYMEHTA.
PexBuszur  25-  Ileyarts.
PexBusur 26-OTmeTKa ©
3aBEPCHUU KOITHH.
PexBusur 27- OTMmeTka 00
HCTIOTHUTEIIE. PexBusut
28- OtMmeTKa 00
LUCTIONHCHWY JIOKVMCHTA U

0,3/0,31

0,3/0,31

16,6

CaMoCTOATETHLHOE
U3ydeHHe
yueOHOM U
HaY4YHOU
JIUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTECKAMHM

Kommeiorepnoe
TECTHPOBaHHE

OIIK-4




Hroro no pazaery

0,3/0,31

0,3/0,31

16,6

3. OCOOGEHHOCTH COCTaBIEHHUSI U
OCHOBHBIX

odopmIIeHUS
JIOKYMEHTOB YITPaBJICHHUS

3.1 OcHOBHBIE TpYIHIIBI
JOKyMEHTOB.
HopMaTuBHbIE JTOKYMEHTBHI
roCyJJapCTBEHHBIX OPraHOB.
OpraHu3anmoHHbIE
JIOKYMEHTBI  TIPEINPHUATHS.
JlomKHOCTHBIE
HUHCTPYKI[HH.
Pacniopsimutensubie
JIOKYMEHTBI  TIPEINPHUATHS.
[lpuka3zer 1O  OCHOBHOH
JIeATeIIbHOCTH.
Pacmopspxenust, pernenwus.
HNudopmanuonso-
CTIpaBOYHBIE  JTOKYMEHTHI.
IIporokonel, monHas u
Kpartkas bopma ux
odopmIIeHuS. AKTHL.
CnyxeOHbIe u
OOBACHUTEIbHBIE 3alHCKU.
Crpasku. CyxxeOHbIe
noBepeHHocTu. [Incema, ux
KiaccupHUKaIms,
CTPYKTYpa, CTaHAapTHbIE
Gbpa3el W BBIPAXCHHUSL.
Hopwmst odurmansHo-
JIETIOBOTO CTHIIS
CIIyXEOHBIX  JOKYMEHTOB.
JlemoBoe MUCHMO
MEXYHapOJHOTO 0o0Opasia.
dakcrl, TeaehOHOTPAMMBI.
Jorosopa, KOHTPAKTBHI.
CoBpeMeHHBIE CIOCOOBI |

0,3/0,31

0,3/0,31

16,6

CaMocCTosATENBHOE
U3yUYCHHE
yueOHOil u
HayqIHOU
JIUTEPATYPhI
Pa6ora ¢
AIIEKTPOHHBIMHU
OMOIMOTEKAMK

Kowmmeroreproe
TECTHPOBaHHE

OIIK-4

HWroro no pazneny

0,3/0,31

0,3/0,31

16,6

4, IIpaBuma
JIOKYMEHTOB  TI0
COCTaBy

odopmiIeHHUS
JTHYHOMY

4.1 TlousTHe H CTPYKTypa
MEepPCOHANBHBIX  JaHHBIX.
IIpunannexxnoctsb
MEePCOHANBHBIX  JIaHHBIX:
COOCTBEHHUK, AepXKaTelb U
TIOJTE30BAaTENb
MEPCOHAIIBHBIX
Crpykrypa
MH()OPMAIIMOHHO-
JIOKyMEHTAIIMOHHOM
CHCTEMBI. Odopmnenue
JOKyMEHTOB TpH IpUEME,
YBOJBHCHUHU W TNEPEBOIC
paboTHUKa Ha  JAPYIYIO
JIOJKHOCTb. AHKera.
TpynoBble KOHTPAKTHI.
[lpuka3zer 1O  JAHMYHOMY
COCTaBy. OcHOBHBIE
PEKBH3HTHl JOKYMEHTOB H
npaBuwia HUX O(OPMIICHHUS.
Kparkue  cBemeHus o
MpaBUIIax odopmieHUs
TPYIOBBIX KHMKEK, JITYHBIX
KapTo4eK, JHUYHBIX  Je

JaHHBIX.
KaJpoBOH

0,3/0,31

0,3/0,31

16,6

CaMOCTOSITEIbHOE
U3yuCHHE
yaeOHOU 1
Hay4YHOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMoTEKAMU

Kommeiorepaoe
TECTHPOBaHHE

OIIK-4




Wroro no pazneny 0,3/0,31 0,3/0,311| 16,6

5. Opraxuzanus

JIOKYMEHT0000pOoTa

5.1 IMousTust

JIOKyMEHTO00OPOT u

OpTaHU3ALNSI

JIOKYMEHT0000poTa.

Hopwmarusno-

METOIIYeCKast

periaMeHTarys

JIOKyMEHT0000pOTA. CamocTosaTenpHOe
OcHOBHBIE npaBUiIa U3ydeHHE
OpraHu3aliu y4eOHOi u
JIOKyMEHT0000pOTa Ha 0.4/0.411 0.3/0.311| 16,6 HaY4HOH KommbrotepHoe OTIK-4
TPEANPHUITHH. JUTEPATyPHI TECTUPOBAHNE
KauecrBennsie PaGora ¢
XapaKTePUCTHKH JNIEKTPOHHBIMHU
JIOKYMEHT0000poTa. OubIMOoTEKAMU
Knaccudukarmst

JIOKYyMEHTOIIOTOKOB:

TOPU3OHTAJIBHEIE,

BepPTHKAIbHbIC,

BOCXOJISIIIME, HUCXOISIIINE,

BXOJAIII[HE, HCXOISIME |

BHYTpEHHHE. [Toxcuer

Wroro no pazneny 0,4/0,41 0,3/0,311| 16,6

6. OcHOBHbBIE IpaBuiIa

OpraHu3aluu paboThI c

JIOKyMEHTaMHt

6.1 O6paboTka

MOCTYNAKIIUX

nokyMeHToB.  IlepBuynas

00paboTka  JOKYMEHTOB.

OO0wmue npaBuIIa

pEruCTpaluu  JOKYMEHTOB,

(bopMeI perucTpamym.

Ilepenaua JOKYMEHTOB,

paccMoTpeHue ux

pykoBogureneM. Ilopsanok

HalpaBjeHuss  JOKyMEHTa

Ha HCIIOJNHEHHEe W PaboTHI

HCTIOTHUTEIS c CamocTrosTenpHoe
JIOKyMEHTaMH. U3yJeHHe
Wcnonnenne  goxkymeHra. yueOHOH U
Bzt 1 gopubt KORTPOIA| | 46 4y 0,5/0,51| 16,7 HayuHOM Kommsioreproe OI1K-4
HCTIOTHEHNS, CpOKOBast JIMTEPATYPHI TECTUPOBAHUE
kaproteka.  OpraHu3amus Pabora ¢
TEKYIIEro XpaHeHHs Jell. JNIEKTPOHHBIMHU
Homenxnarypa nemn, oOmiue oubnmorexamu
TpeboBaHus, BHJIBI

HOMEHKJIATYD.

CocraBnenue

HOMEHKJIATYPBI ned.

dopmupoBaHue u

odopmiteHHE TIeI.

CucremaTHu3aus

JIOKyMEHTOB B zene.

Xpanenue JIeI.

TloarotoBka JOKYMEHTOB K

mepegaye Ha  apXUBHOE

XpaHeHHE. Kpurepuu

Uroro no pazaeny 0,4/0,41 0,5/0,51| 16,7

Uroro 3a cemectp 221 221 99,7 3a4éT




|I/IToro 110 TUCIUIIIINHE | 221 | | 221 |99,7| | 3a4er |OHK-4

5 O0pa3oBarejibHbIE TEXHOJIOTHH

Peanm3arust KOMIIETEHTHOCTHOTO MOIX0/1a MMPETYCMATPUBACT UCIIOJIH30BAHKE B YICOHOM
IpoLecCe AaKTHUBHBIX M HHTEPAKTUBHBIX (OpM TNPOBEACHHSI 3aHATHH B COYETAHUU C
BHEAYJIUTOPHOW paboTOi ¢ 1eNbl0 POPMHUPOBAHUS U PA3BUTUS MPO(HECCHOHATBLHBIX HABBIKOB
oOydJaronuxcs.

[Ipu oOyyeHHHM CTYAEHTOB JUCHMIUIUHE «JlOKyMEHTHPOBAaHUE YIPaBICHUECKON
JESTEIILHOCTHY CIEAYET OCYIIECTBISATh CIEAYIONHE 00pa30BaTEIbHBIE TEXHOIOTHH:

1. TpagunuoHHble 00pa3oBaTelIbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluio
00pa3oBaTeNLHOTO  MpPOIECCa, TMPEANONATAIIYI0 MPAMYH  TPaHCISAIUI 3HAHWHA — OT
npenojaBarels K CTyJIeHTY (IPEeuMYIECTBEHHO HAa OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B O0y4YEeHUS).

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

NudopmanmonHas JieKmusl —  MOCIEAOBATEIbHOE HM3JIOKCHHWE Marepuaja B
TUCIUIIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT Mpeno1aBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHMH M HABBIKOB I10
MPEITIOKECHHOMY aJITOPUTMY.

2. Texnonmoruu mpobIeMHOr0 OOy4YeHHUSI — OpraHu3alus o0pa3zoBaTEeNBLHOrO IMpolecca,
KOTOpasi MPEeIoiaracT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHUE yYUEOHBIX MPOOIEMHBIX
CUTYalU# JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEILHOM AEITETbHOCTH CTYICHTOB.

3. TexHoJIOTHM TIPOSKTHOTO OOYYECHHS — OpraHH3aIus 00pa30BaTEIBLHOrO IMpollecca B
COOTBETCTBUHU C aJTOPUTMOM IOJTAIHOTO pEUICHUS MPOOJIEMHONM 3aJaydl WM BBIIOJHEHUS
yueOHoro 3aanus. [IpoekT nmpenoiaraeT COBMECTHYIO YIeOHO-TIO3HABATEILHYIO JISATEIIBHOCTh
TPYNIBI CTYEHTOB, HAMIPABJICHHYIO Ha BHIPAOOTKY KOHIIEMIINH, YCTAHOBJICHHE 1LIeTeil U 3a/1ad,
(GOPMYIMPOBKY OXHJIAEMBIX PE3yJIbTAaTOB, ONPEICIICHUE IPHUHIMIIOB W METOJUK PEIICHHUS
MOCTaBIIEHHBIX 3afad, IMUIAHUPOBaHHWE XoAa pabOThl, MOWUCK IOCTYIMHBIX M ONTHUMAIbHBIX
PECYpCOB, TMOATAIHYIO PEATU3alMI0 IJIaHa Pa0OThI, MPE3CHTAIMIO PE3YJIbTaTOB PAa0OTHI, HX
OCMBICJIEHUE U Pe(IEKCHUIO.

OCHOBHBIE THITBI IPOEKTOB:

TBopueckuii MpoekT, Kak MpaBUIIO, HE UMEET AETaIbHO MPOPAOOTAHHON CTPYKTYpHI,
y4eOHO-TTO3HABATEIbHAS JISATEIIbHOCTh CTYICHTOB OCYIIECTBISETCS B paMKax pPaMOYHOTO
3a/laHusl.

4. VIHTepakTUBHBIC TEXHOJOTUU — OPTaHU3AIHs 00pa30BaTEIBHOIO MpoIecca, KOTopas
MpeJIoiaraeT akTHBHOE U HETMHEIHOE B3aUMOICHCTBHE BCEX YIACTHUKOB, JTOCTI)KEHUE HA ITON
OCHOBE JIMYHOCTHO 3HAYMMOIO JUII HHUX 00pa3oBaTeIbHOTO pe3yibrata. Hapsmy co
CHEIHUAM3UPOBAaHHBIMA ~ TEXHOJOTHUSMH  TaKOro  pojJa  MNPUHIUN  HWHTEPAKTUBHOCTH
MIPOCIICIKUBACTCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHBIX TEXHOJOTHH.

@opmbl yueOHBIX 3aHSATHI C UCIOIB30BAaHUEM CIEIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

5. HHpopManMOHHO-KOMMYHUKAIIMOHHBIE ~ OOpa3oOBaTENbHBIE  TEXHOJIOTHH  —
opraHm3aiys 00pa3oBaTeILHOTO MPOIecca, OCHOBaHHAS Ha IPUMEHEHUH CIEITUATH3UPOBAHHBIX
MPOrPaMMHBIX CPEACTB U TEXHUUYECKUX CPENICTB pabOThI C MHGOpMAIUEH.

6 YueOHO-MeTOUYeCKOe 00eclieueHHe CaMOCTOSITeIbHOM padoThI 00ydyalommxcst
IIpencrasneno B npuioxenuu 1.

7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
IIpencraBneHbl B IPHIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCITUTITIMHBI (MOYJIs1)
a) OcHoBHas TUTEpaTYypa:



1. Kopuees, U. K. JlokymeHTHpOBaHHNE YIPaBIEHYECKON AeATENBHOCTH + TecThl B OBC :
y4eOHHK M TPAKTUKYM JUIs akagemudeckoro 0akanaspuata / 1. K. Kopuees, A. B. ITenko, B.
A. MamypueB. — 2-e u3j., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2019. — 384 c.
— (bakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-04533-8. — TekcT : 21eKTpOoHHBIi //
3BC lOpaiir [caiit]. — URL.: https://urait.ru/bcode/433066 (nara odpamenwus: 15.12.2019).

0) lonotHuTeILHASI JTUTEPaTypa:

1. KazakeBuu, T. A. JlokymeHTanmoHHOE oOOECICYCHUE YMPABJICHHUS . y4EOHUK U
NPaKTHKYM JJIsl cpesiHero npogeccuonansHoro oopasosanus / T. A. Kazakeuu, A. W. Tkanuy.
— 2-¢ m3Ad., uchp. U jgon. — MockBa : M3garensctBo [Opaiir, 2019. — 177 c¢. —
(IIpodeccronanbroe odpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : 3nekTpoHHbIi //
OBC HOpaiir [caiit]. — URL.: https://urait.ru/bcode/437587 (nara obpamenwus: 15.12.2019).

2. Ilanacenko, 0. A. JIokyMEeHTUpOBAHHE YMPABICHUYECKON NEATEIBHOCTU: YueOHOe
nocobue / FO.A. TTanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (KapmanHoe yueGHOE mocoowue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : snekrponnsiii. - URL:
https://znanium.com/read?id=309085 (nara obparmenus: 15.12.2019)

B) MeToauyeckue ykasaHus:
[IpencraBieHbl B IPUIOKEHUU 3

r) [Iporpammuoe obecneuenue u UaTepuer-pecypcebi:

IIporpamMmmHoe oGecnieueHue

HaumenoBanue [10 Ne norosopa CpoKk JIeHCTBYS JIUIICH3UH
FAR Manager cB0001HO pacnpocTpansemoe [10 6eccpodHo

MS Office 2007 1, 135 1 17.09.2007 Gecepoaro
Professional

MS Windows 7

Professional(ms  |/1-1227-18 ot 08.10.2018 11.10.2021
KJIaCCOB)

7Zip cB00OAHO pacnpocTpansemoe [10 0OeccpouHO

IIpodeccnonanbHbie 0a3bl JaHHBIX H MH(POPMAIMOHHBIE CIPABOYHbIC CHCTEMbI
Hassanue xypca CchlIKa
ITouckoBast cucrema Axagemus Google (Google
Scholar)
Nudopmanmonnas cuctema - EaumHOe OKHO JIOCTyma K
MH(OPMAIMOHHBIM pecypcam

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

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

Hanwmonanbnas MH()OPMAIIMOHHO-aHATTU TUYECKAsT URL:

cucteMa — Poccuiickuii HHIEKC HAYYHOTO IIATHPOBAHUS https://elibrary.ru/project_risc.asp
(PHUHIL) -
denepanbHOE roCyJapCTBEHHOE O0/KETHOE

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

9 MaTepHaJbHO-TEXHHYECKOE 00ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

MaTepI/Ia.HBHO-TeXHI/I‘-IeCKOG obecrneucHUe JUCIHUIIIIMHBI BKJIIFOYACT:


https://urait.ru/bcode/433066
https://urait.ru/bcode/437587
https://znanium.com/read?id=309085%20

CpEeICTBA XpaHEHUs, IEPEIayM U MpeACTaBICHUS HH(OPMALIUH.

2. Y4eOHBIC ayAUTOPUHU [UIS TIPOBEICHHS MPAKTUYCCKUX 3aHATHUH, TPYIIOBBIX U
WHAWBUIYAIBHBIX KOHCYJIbTAIMA, TEKYIIETO0 KOHTPOJS H TPOMEKYTOUYHOW aTTeCTallUU:
MYJIbTHMEIMIHBIC CPEJCTBA XpAaHCHHS, Tepeiayd W TPEACTaBICHUS MH()OPMAIUN; KOMIUICKC
TECTOBBIX 33JJaHUH JUISI IPOBEACHUS IPOMEKYTOUHBIX H PYOEIKHBIX KOHTPOJICH.

3. TlomemeHust i  CcaMOCTOSITEIBHON pabOTBl  OOYYAIOMIMXCS: TEPCOHATIBHBIC
kommbioTepsl ¢ maketoM MS Office, Beixomom B MHTEpHET M ¢ JOCTYNIOM B DJIEKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEIBHYIO Cpely YHHBEPCUTETA

4. TlomemeHuss nOnsi XpaHGHUS W MPOPHIAKTUYECKOTO OOCITYKUBAaHUS Y4eOHOTO
oOopynoBanusi: mKapbel UISI XpaHEHUS Yy4eOHO-METOAMYECKOW OKYMEHTAlUH, Y4eOHOTrO
00opyoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.

[Tpunoxenue 1
Y4eOHo-MeTOoAMYECKOE 00ecIieYeHHe CaMOCTOATEeIbHOH padoThl 00y4AOIIUXCS
Ilpumepnaa cmpykmypa u cooepicanue pazoena:
Ilo oucyunnune «okymeHmuposanue ynpagieHueckol 0esameibHOCmuy npeoycMompenda
8HEAYOUMOPHAS CAMOCMOAMENbHAS paboma 00yUarWUXCH.
Ilpumepnovle memol 01 cAaMOCmMOAMENbHOU PadOmMBbl:

1 «Potb 00KyMeHmuposanus ynpasieH4ecKkoll 0essmeabHOCIU 6 Pa3sumun 00uecmea.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue oannou memvl He0OX0OUMO HAYAMb C U3YYEHUS. OCHOBHBIX NOHAMUL OAHHOLUL
oucyunaumsl.  Ilpu  smom  ciredyem  pazobpamvcsa ¢ CYWHOCMbIO — Kame2opuu
«doxymenmuposanuey. Bonee noopobHo credyem paccmompems CMpYKmMypy, COOepiicaHue,
yenu u 3a0ayu OUCYUNIUHBI, UCMOPUIO pa3sumus OOKymeHmoooopoma. Jlanree Heob6x00umo
UBYYUMb  COCMAB HOPMAMUBHO-MEMOOUYECKol 0a3zbl  OOKYMEHMUPOBAHUST YAPAGIEHUECKOU
0esAmenIbHOCIU 8 COBPEMEHHBIX YCI08UAX X035tlcmeosanust. OmoenbHO ciedyem paccmompems
cmpame2uro  Ynpaenenus OOKYMEHMamMu 6 Op2aHu3ayuu, a makdice usyyums Gopmol
COBPEMEHHOU OOKYMEeHmayuu.

Kniouesvie  cnosa:ookymenm, — 0oKymMeHmuposanue  uHgopmayuy,  OOKYMEHMUPOBAHUE
VAPABIEHYeCKol — 0esimeNbHOCMU, — KIUHONUCL, — NOJUMUKA — YAPABIeHus  OOKyMeHmami,
cmanoapmu3ayusi, cmpamezust YapaeieHusi 00KyMeHmamu, YHUGuKayus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums kamezopuanbHulii annapam.

2. Jlopabomames mamepuansl 1eKyuu.

3. Iloocomosumvca x pabome Ha nexyuu no meme 1. Ilosmopums 6onpoc: cywHocms
kamezopuu «/Jokymenmuposanuey (yueonas oucyuniuna «Jokymenmuposanue ynpasieHyecKoll
OdesmenvHocmuy, rekyus Nel). Boimb 20mosvim K 00CyHcOeHU0 3Mo20 860npoca 6 Xooe JeKYUU.

2 «Obuwue npasuna ohpopmaenus ynpasieH4eckux 00OKyMeHmoey.

Pexomenoayuu no cocmasnenuro u dopabomrke Kowcnekma Jnexyuu. HM3zyuenue mamepuanos
OQHHOU meMbl Cledyem HA4amov ¢ paccCMOmpeHust mpebosaHuil K 0QopMIeHUuI0 pPeKeUUmos.
Taxoice credyem usyuums cocmag pexkeusumos. [lanee HeobXooumo pazobpamvcsi ¢
NPUMEHEHUeM U PACNONIOCEHUeM HA OOKYMEHmMe PeKEU3UMO8, Onpedeiums ux oowue yepmol u
paznuuusi. Kpome moeo, Hys’CHO 0emanvHO pazobpamvcsi ¢ PAa3iudHbIMU SUOAMU MEKCmd
doKkymenma: mpaghapemuuiili OOKYMeHM, aHKema, maoauya, OJ1aHK.

Kntouesoie cnosa: susa coenacosanus, epugh 03HakoMieHuss, 0ama 0OKyMeHma, 3a2071080K

K MeKcmy, UOeHMUDUKAmMop 3J1eKMPOHHOU KONuu OOKYMEHmd, UHMEP8Al, NOONUCh, MNOJe
OOKYMEHmMA, pecucCmpayuoHHblll HOMEP OOKYMEHMA, Pe30MOYUs, PEeKeU3Um, CMAanOapmubiil



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

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums kamezopuanbHblil annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Ilooecomosumuscs kK cemunapy.

3. [loocomosumscs k pabome Ha aekyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONb306AHUS  SA3bIKA 6  0eloBoU  nepenucke (yueOnas  OUCYUnIuHA
«/loxymenmuposanue ynpasneHueckou oesamenbHocmuy, aekyus Nel). Beime comoevim
00CYIHCOEHUIO IMO20 BONPOCA 8 X0O€ JIeKYUU.

3 «Ocobennocmu cocmaesnenus u 0opmiaeHuUs 0CHOBHBIX 0OKYMEHM 08 YRPAGICHUA).
Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCNEKmMa JeKyuu.

Paccmompenue oannoti memvl HeobXooumo Havams ¢ aHaiu3a 0cobeHHocmell OQUYUATLHO-
0€11086020 CMUJIsL NO CPABHEHUIO C X)YO0XHCECMBEHHBIM, NYOTUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32060PHBIM CIIUTIMU SI3bIKA.

Lpu 5mom HyH#CHO ROOPOOHO U3YHUUMD JeKCUHeCKUe 0CODEHHOCIU OOKYMEeHmMOo8. ynompeodieHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. Tlocie smozo ciedyem paccmompems
opgoepaguueckue ocobeHHOCmU OOKYMEHMO8. NPUMEHEeHUe NPONUCHBIX OYKE 8 2e02paduyecKux
HA36AHUAX, HAUMEHOBAHUSIX OPCAHUAYUIL.

Kpome moco, Heobxo0umo obpamums eHumanue Ha opgozpaguueckue 0coOeHHOCMU
OOKYMEHMOG: NpUMEHEeHUe NPONUCHBIX OVKE 6 2e0epaghuueckKux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuil. Tax oice credyem GvlACHUMbL Haubolee PACNPOCMPAHEHHble 8 OOKYMEeHmAax
OWUOKU CUHMAKCUCA U NYHKMYAYUu: NOPsi00K Cl08, CO2NACOBAHUE NOONENHCAUIee0 U CKA3YEMO2O,
npuyacmuvle u 0eenpuyacmuvle 000pomvl, ci08000pA306AHUAL.

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

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Iloocomosumvcss k pabome Ha Jnekyuu. Ilosmopums eonpoc: opghocpagpuueckue
ocobeHHOCmU OOKYyMeHmos8 (yuebHas oucyuniuna «/Joxymenmuposanue YnpasieHuecKou
oeamenvHocmuy, nekyus Ne3). Boimb 20mogbim K 00CYHCOEHUI0 2M020 80npoca 8 Xo0e NeKyul.

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

Ilpu usyuenuu OanHOU membl CMYyOeHMAM HeoOXo0UMO pazodbpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpasieHus Ookymenmamu. Ocoboe eHumaHue ciedyem yoeiumo
PpAccMompenuio npoyedypbl NPOEKMUPOBAHUs U 6HeOpeHUss OOKYMeHmHubIX cucmem. Taxoice
crnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMa OOKYMEHMHbIX CUCTEM.
Bonee oemanvro neobxooumo paccmompems cyuyHoCms 00A20CPOYHOU NPOSPAMMbL 00)UeHUs.
nepcoHana opeaHusayuu 8 obracmu Ynpasienus OOKYMEeHmamu U NPUMeHeHUs 00y4aroujux
UHCMPYKYUU, BKII0YAS 00YHAIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie cnoea: ayoum ynpagnenus OOKyMeHmMAamu, KOHEEpMAayus, Memooon02us 6HeOpeHUs,
Mucpayus OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCIEeMbl, NPOEKMUPOBAHUe
OOKYMEHMHOU CUCMeMbl, PACHpeoeleHHoe YnpaeieHue, peyiupylowas cpeod, cmpameus
VApasieHuss OOKYMEHMAMU.

3aoanue ons camocmoamenvHou pabomol.

1. H3yuums kamezopuanbHulil annapam.

2. lopabomamv mamepuanvl 1eKyuu.

3. Illooecomosumscs k cemunapy.

4. I[Toocomosumscs k pabome na aexyuu. Ilosmopums onpoc. obwjas xapakmepucmuxa



OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YAPAGIEHUECKOU
OdessimenvHocmuy, nekyus Ned). Boimb 20mo6vim K 00CYIHCOEHUIO IMO020 BONPOCA 8 X00e JeKYUU.

5 «Opzanuzayus 0oKymenmooovopomay,.

Pexomenoayuu no cocmasnenuro u 00pabomxe KOHCHEKmMa NeKyuu.

B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCNEOY, KOOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUPOBAHUe  UHopMayuuy, «OOKYMEHMUpPosanue
VAPABIeHYecKol 0esimeNbHOCUY, OOKYMEHMONOMOKIUY, «O0OKYMEHMO0O0pom».

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

Kpome moeo, HeobXoOumo  ocmanmosumvcsi HA  U3VHUEHUU — MeMOO08  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPAHCAHUIO KOHMPOA UCHOIHEHUSI OOKYMEHMO8, €20 JIManam u
MexXHOL02UMU.

Knrwouesvle cnosa: eHympennuti OOKYMeHm, 6X00Awuil OOKYMeHm, OOKYMEeHmoobopom,
OOKYMEeHMONOmoKy,  UHHOPMAYUOHHO-NOUCKOBASL — cUcmeMa,  UHOeKcayus  OOKYMeHmd,
UCXo0sull  OOKyMenm, Kamanoe, 00veM OOKYMEeHmMOo0OOpOma, pAayuoOHAIbHOe OBUICEHUE
OOKYMEHmMO8,  pecucmpayuoHHO-KOHMPOIbHAL — KApmMouKkd,  pecucmpayus  OOKYyMeHma,
MEXHOIO2ULECKASI CXeMA OBUNCEHUSL OOKYMEHMO8, IKCHeOUYUs.

3adanue onsa camocmoamenvuol pabomol:

1. H3yuums xamezopuanvbHulii annapam.

2. [lopabomams mamepuansi 1eKyuiu.

3. Iloocomosumscsi « pabome Ha aekyuu. Iloemopums  6onpoc:  opeanuzayus
0okymenmoobopoma  (yuebnas  oucyuniuna — «JoKymenmuposanue — YNPAaGleH4ecKol
OdessimenvHocmuy, nekyus Ne5). Boimb 20mo6vim K 00CYHCOEHUI0 dMO020 80NPOCA 8 X00e JeKYUU.

6 «OcHosnvle npasuna opeanu3ayuu padomel ¢ OOKyMeHmamuy.
Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEeKmMa 1eKYuu.
Paccmompenue Oaunoti memvl HeoOX00UMO Hayamv € U3VYEHUS POAU  UHDOPMAYUOHHO
CHpagouHoll pabomsl CiyHcObl 0e10NPOUIBO0CMBA OPLAHUZAYULU.
Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, 2Mansvl pazpadomKu, pasoeivl
HoMeHnkamypwioen. Taxoce HeobXo0uMo YACHUMb, KAK OCYUWeCmeIsiemcs meKyujee XpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.
Ymo o3Hauarom «iucm-3amMecmumendy, «Kapmazamecmumensy?
Kpome moeo, cnedyem oxapaxmepuzogams 3KChepmusy YEeHHOCMU OOKYMEHmMO8, Kpumepuu
OYeHKU OOKYMEHmMOo8, 0poOpMIeHUe ee pe3yIbmamos, pabomy 3KCnepmHol KOMUCCUU.
Takowce cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U3OAHUSA, XPAHEHUs U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYICHO U3YYUMb KAHAIbL B03MONCHOU
ymeuKku ungopmayuu u ympamaol O0OKymeHmos. 1 6 3axnrouenue Heooxooumo paccmompens
mpebo8anUs K U320MoGIeHUI0, YYemy, UCNONb308AHUIO U XPAHEHUIO 2epO08bIX OIAHKOS.
Knrouesvie cnosa: akm, deno, 0oneocpournoe xpaneHue 0OKyMeHmMos8, 00CMYN K OOKYMeHmMAM,
KOHMPOb O0elucmeuil, KOHMpOIb MeCMONONI0NCeHUsI OOKYMEHmMA, HOMEHKIamypa Oel, ONUCH,
npuUMepHas HOMeHKIamypa oejl, mexywee XparHenue 0OKYMeHmMos, MUnoeas HOMeHKIamypa oel,
CBOOHASL HOMEHKIamypa Oejl, VHUUMOodiceHue 0OKYMEHMO8, IKCNepmu3a YeHHoCmu OOKYMeHmd.
T'epbosbiii bnank, epugh oepanudenusi 00cmyna Kk 0OKyMeHmy, 3auuyeHHbll 00KYMeHmoooopom,
KoMMepyYecKas mauna, KOH@OUOEHYUANbHBIL OOKYMeHM, NPOMBIULIEHHbIN WRUOHANC, VZPO3bl
O0OKYMEeHmMaMm, YeHHAas UHPHOPMayusi.
3aoanue ons camocmoamenvHou pabomol.
1. H3yuums kamezopuanbHulil annapam.
2. [lopabomams mamepuanvl 1eKyuu.
3. Illooecomosumscs k cemunapy.

4. Iloocomosumscs k pabome Ha nexkyuu. [loemopums eonpoc: 3Kchepmusa YeHHOCmuU
0oKymenmos (yuedOuas oucyuniuna «JJokymeHmuposanue ynpasieH4ecKkol O0esamerbHOCuy,



qexyusi No6). Boimv 20moguim K 00CYHCOEHUIO IMO020 80NPOCA 8 X00e TeKYUU.

Ilpumepnvie memul pegpepamos
1 «Teopemuueckue 0CHO8bL 0€J10NPOU3EOOCHEA OP2AHUIAUULL).
Ilposooumcs 6 popme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUU NOHAMUUHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCKYCCULL.
Onpoc no mamepuanam nexyuu 1.
Deonoyuss  OOKymeHma Kak Hocumens uHm@opmayuu. BosHukHoseHue u  passumue
omeyecmeenHo20 oeionpouzsoocmsa: Jlenonpoussoocmeo 6 cpeonue eexka (XI-XV e6s.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzeoocmeo 6 Poccuu (XIX - nauano XX 6s.). T'ocyoapcmeennoe
denonpouszeoocmeo 6 cogemckoe epems. Coepemenroe 0en1onpou3eo0cmeo ¢ PP.
2 «Cospemennoe zocyoapcmeentoe pezyauposanue 0eionpou3eoocmea ¢ Py,
3axonodamenvhoe pezynuposanue Oderonpouzsoocmea 6 P®. @Deodepanvuviti 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHONIOUAX U O 3auume uHgpopmayuuy. Pedepanvhblil 3aKOH
«O Kommepueckou matiney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccuiickoti
@eodepayuuy.  Dedepanvuviii  3akon  «O  nepconanvuwvix  danmwixy. Ilocmanoeénenue
npasumenvcmea P® «llpasuna noo2omoexku npasosvix aKkmos GeoepairbHblX O0peaHos
UCNOIHUMENLHOU 8TIACMU U UX 20CYOAPCMEEHHOU PeSUCPAYUU Y.
Hopmamusno-memoouueckoe pecynuposanue oenonpouzgoocmea. I ocyoapcmeennas cucmema
0OKyMeHmayuornno2o obecneuenus ynpaenenus. Obwue nonogcenus. Obwue mpedosanus K
0oKymenmam u cayxcoam ookymenmayuornozo odvecnevenusn (I'CJHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemvr dokymenmayuu. Yuuguyupoeannas cucmema opeanuzayuoHHO-
pacnopsaoumenvrot doxymenmayuu. I'OCT P 51141-98 Jlenonpouszsodcmeo u apxusroe oeo.
Tepmunsl u onpedenenusi Tunosas uHCMpPYKyus No 0e10NPOU3B00CMEY 8 (PedepalbHbIX OP2aAHAX
ucnonnumenvuou enracmu. IlepeyeHb munosvix ynpasieH4eckux 0OKYMeHmos, 00pa3yiouuxcs 8
0esAmenbHOCMU OP2AHU3AYULL, C YKA3AHUEM CPOKO8 XPAHEHUs.
3 «Tpebosanus Kk ba1anKam 0OKymMeHmo8 ynpasieHus.
Ilposooumcs 6 gopme cemunapa no 060dbwenuro u yeayoieHuro 3HAHUL C dJeMeHmamu
ouckyccuu. Ilonamue u 6uowvt onankos. Obwuii orank. bnank nucoma. bnank konkpemnozo uoa
doxkymenma. bnanku ons pabomwl ¢ uHocmpauuvimu komnanuamu. I epbosulil oranx. Pexeuzumot
onanxa. IlpoodonvHoe pacnonodicenue peksusumos oiamnka. Yznoeoe ¢nazogoe u yeHmposauHoe
PACnonodicenue peksUu3umos O1aHKda.
Buvinonnenue npaxmuueckoeo 3a0auusi no cocmagienuio y2i08020 U NPoooIbHO20 006pazyd
bnanka.
4 «Obuwue npasuna oghopmienusn ynpagieH4ecKux 0OKyMeHnoey.
Ilposooumcs 6 ¢hopme cemunapa no 00600wWeHur0 U YeryONeHur0 3HAHUU  C dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3mnakomcmeo c¢ ogopmnenuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpOIbHbIX 3A0aHUlL
5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,
IIposooumcs 6 ¢ghopme cemunapa no 0606weHur0 U yeryOneHuro 3HAHUU C  dJeMeHmamu
ouckyccuu. 3asenenus, agmooduozpaguu, pesrome, 1uunsie 0ogepeHHocmu, pacnucku. OcHosHble
PpeKeuzumbl, NPABULA COCMAGIeHUs U 0opmieHus. Boinonnenue konmponvhwix 3a0anutl
6 «Paboma c 0oKymenmamu, co0epiucauiumu KOHQPUOEHUUATbHbIE C6COCHUA).
Ilepeuenv ceedenuil KoHpuoenyuanvnoeo xapakmepa. Illowamue Kommepyeckou mMAUHbL.
Cseodenus, omuocsawyuecs K Kommepdeckou maine. I[lopsadox 6edeHus 0enonpou38o0cmed
OOKYMEHMO8, CO0ePHCAUUX KOMMEPUECKYI0 MalHy. 3awuma OOKyMeHmos, COO0epHCAuUx
KOMMEPUYECKy0 MaiiHy.



puioxenne 2

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

a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLEHOYHbIE CPEJACTBA /IVIsl IPOBEeHUs NMPOMEKYTOYHOM aTTeCTAllUN:
CTpyKTypHBII
JJICMCHT HHaHI/IpyeMHe PE3YJIbTAThI 06yquI/m OHCHO‘IHI)IC CpCacCTBa
KOMIICTCHIIUN

OIIK - 4 —cnoco0HOCTHIO OCYUIECTBJISATH [eJ10B0€ OO

NOAICPKUBATDH 3JICKTPOHHbIC KOMMYHUKAIlUHU.

eHHe M MyO0JIMYHbIe BBICTYIUICHHsI, BECTH IepPeroBopbl, COBELIAHHsA, OCYLIECTBJSThH JeJIOBYIO IEepPenucKy H

3HaTh

- OCHOBHEBIE TOHSITHS u
COBPEMCHHBIC MPUHIMIEI PabOTHl ¢
JIeNTOBOI MH(POpMALINEH, a Tak)Ke UMETh
NIPEACTAaBICHUE O  KOPIOPATHUBHBIX
WHPOPMALMOHHBIX CHCTEeMax M 0a3ax
JAHHBIX

- OCHOBHBIE TIPUHIMIIBI
OpraHM3allii  JENOIPOU3BOJACTBA U
JIOKYMEHT0000poTa B opraHax
rOCyJapCTBEHHOM M MYHULMNAJIbHOU
BIIACTH

- pa3iIu4yHbIe CTpaTeruu
MIPEJCTAaBICHUA PpEe3yJbTaTOB  CBOEH
paboTHI [T APYTUX CIIEHAINCTOB.

TeopeTI/Iqecxne BOIPOCHI:

UYro Takoe JOKYMEHT, C KaKOH LIeJIbI0 OH MOXET Co3/1aBaThbes?

KakoBbI 0cOOCHHOCTH JIETIOBOTO OOLICHUS U IMTyOINYHBIX BBICTYIUICHUI?

KakoBbI OCHOBHBIE IPU3HAKH KJIACCU(PHUKALIUH JOKYMEHTOB?

UTo moHMMAETCs MOJ| IOKYMEHTALMOHHBIM 00ECIICYCHUEM YIIPABICHHA?

B 1em cyTh crangapTH3anuy u yHUUKay 1oKkyMeHToB? Kakue pa3padarsiBaroTcsi cTaHAapThI?

UYem oTnmuaercst opopMiIeHHE pEKBI3UTOB OOIIETO OJIaHKa OT OJlaHKa THChMa?

KakoBbI OCHOBHBIE PEKBH3HTBI, HCIIOJIb3yeMbIe JUIsi 0OPMIICHUS IIPUKa3a U PacIOPsDKEHHUS.

Kakune hopMbl MPOTOKOIOB MOKHO MCIIOJIB30BATh B YIIPABICHYECKOMN JESITENFHOCTH, B YEM HX OTIHYHE?
YKaxute OCHOBHbIE TpeOOBaHHS K 0(hOPMIICHHUIO JIEIOBOTO IHChMA.

Kakne komImiekchl JOKyMEHTAllMW BKIIIOYaeT B ce0si kaapoBas MH()OPMAaLMOHHO-IOKYMEHTAlMOHHAS
cucrema?

B 1em ocobeHHOCTH 0pOPMIICHHS IPUKA30B 110 JINIHOMY COCTaBY?

Uro moHMMAaeTcs o] OpraHu3annei JoKkyMeHToodopora?

UYro Takoe cXeMbl TOKYMEHTOO00POTa, 3a4eM OHH HY>KHBI?

C Kkakoil menplo pa3pabaThIBalOTCSI MHCTPYKLIUH II0 JEIONPOU3BOACTBY, YTO B HHMX HE00XOIMMO
MIPEAYCMOTPETH?

YKa)XuTe TEXHOJIOTHYECKYIO IIOCIIEA0BATEIFHOCTD ITANOB pabOThHI ¢ BXOASIIINMH JOKYMEHTaMH.

KakoBa nociieoBaTeIsHOCTH Oliepanuii Ipu paboTe ¢ BHYTPEHHHIMH JOKyMEHTaMu?

C kakoil mLelpl0 NPOBOAWTCA (OpMHpOBaHME Jei, Kakue IpH 3TOM HEoOXO0AUMO CcoOJII0AaTh
TpeboBaHuUs?

Yto Takoe HOMEHKJIATYpa JIe, ¢ KaKOH IebI0 pa3pabaThIBAtOTCS TUIIOBBIE HOMEHKIATYPHI Ae?

Kakyto napopmariro conepXxuT HOMEeHKIaTypa aen?

Uro noHuMaeTcs MoJ| 3KCIIEPTU30i HEHHOCTH JOKyMEHTa?

Kakue xputepun UCNoNb3yOTCS MIPU OLEHKE JTOKYMEHTOB?

Kak ocymecTsnsercs npueM-nepeaada el B apXus?

Uro Takoe KOH()UAESHIMAIBHBIN JJOKyMEHT?

Kakne ocHOBHBIE yTpo3bl BOSHUKAIOT NP PadoOTe C KOH(DUACHIIMAIEHBIMH JOKYMEHTaMHU?

Yxaxure OCOOCHHOCTH BEJICHHS JAEJIONPOM3BOJACTBA, OO0ECIICUYMBAIONIETO0 YY€T M COXPAaHHOCTH




CTpyKTypHBIH

DIIEMEHT IInanupyemble pe3yabTaThl 00yIEHHUS Oueno4nsIe cpencTBa
KOMIIETCHIMH
KoH(pHIEHINANBHON HHQOPMAUK U JOKYMEHTOB.
—  Uro moHMMAETCs MOJ 3alMIIEHHBIM JOKyMEHTOOOOPOTOM, 3a CYET YEro MOXKET OBITh oOecredeHa ero
3amuTa?
YmeTn - HHTETPUPOBATH B | Kommuiekr TectoBrix 3amannii: Nel
JEATENBHOCTD nozapazaencuus | 1. @opmysp — sTo:

MOJIOKEHUS AHAIUTUYECKUX JOKIAJOB,
OTYETOB W JAPYrUX HH(OOPMAIIMOHHBIX
MaTepHaoB

a) OCHOBHas (hopMa JIOKYMEHTa, QUKCUPYIOIIas IIPaBOBbIE OTHOIIEHHS B J[peBHEPYCCKOM rOCyAapCTBe;
0) oco0o BbIeNaHHAsh KOXa KMBOTHBIX, NPUMEHSBIIAsCS B KayecTBE OCHOBHOTO Marepuana Juisi NHChbMa B
JpeBHEPYCCKOM roCyIapCTBe;

B) CAMOCTOSTENIBHOE NOpa3/ielieHHe, OCYIIECTBIIAIONIEe IeI0IPON3BOICTBCHHYIO NeATeIbHOCTS;

T) THIOBas ycToitunBas ¢popma (00pazelr) OTaeNbHBIX Hanboiee pacpoCTPaHEHHBIX TOKYMEHTOB.

2. YcTaHOBIEHHE €OMHOOOpa3Hs cocTaBa M (OPM YIPaBICHYECKUX JOKYMEHTOB, CO3IaBaCMbIX IIPU pPELICHUH
OJHOTUIHBIX YNPaBICHIECKUX HYHKIUH:

a) yHA(UKAI;

0) cepTuduKanns;

B) KOJIMPOBAHMUE;

T') JOKYMEHTHPOBAHUE.

3. OOs3aresnpHBIM YCIOBHEM JUIS BKIIOYEHUs WH(popManuu B WH(GOPMALMOHHBIE PECYPChI, OCYILIECTBIIEMOIO B
MIOPSIIIKE, YCTAaHABINBAEMOM OpraHaMH T'OCYIapCTBEHHOI BIAaCTH, SIBISICTCS €e:

a) cTaHJapTU3allns;

0) 3amuTa;

B) IOKyMEHTHPOBAHHUE;

T') BBIKYTI TOCY/IapCTBOM y YaCTHBIX JIHILI.

4. CpencTBoM ycTpaHEeHHUS «OyMakKHOTO OyMay SIBIISICTCS:

a) KOMITBIOTEPU3aIHs CIOTPOU3BO/ICTBA;

0) yHUpUKAIHS JOKYMECHTOB;

B) KJIaCCU(PHKANNS JOKYMEHTOB;

T') IpMMEHEHNE Pa3HOCTOPOHHEH OPTTEXHUKH

5. 3HayeHue JOKYMEHTAIIHOHHOTO 00ECIIeUeH s yIIPaBICHHsI ONPEIesIeTCs:

a) KOMMYHHUKaIUIMU;

0) nnenTudukanue;

B) puKcanuei;

T) CyaeOHBIM pa30HpaTEeIECTBOM.

6. B mpaBoM BepXxHEM YTy JJOKYMEHTOB PaclojiararoTcsl CIEAyIOINe PEKBU3UTHIL: )

rpud coriacoBaHus;

6) oTMETKa 0 KOHTPOJIE;

B) Tpu( YTBEPIKICHHUS;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

T) aapecar.

7. B neBoM BepXHEM yTily JOKyMEHTOB PAcIOIaraloTcs CIeIyIONNe PEKBU3HUTHI:
a) pe3oITIoLHS;

0) OTMETKa O HAJTMYMH TPUIIOKEHUS;

B) OTMETKa 00 MCIIOJIHUTEIE;

T') KOJI OpraHu3aluHm.

8. B mpaBoM HI)KHEM YTy PacIoararoTCsi peKBU3HTHI

a) OCHOBHOH rocynapcTBeHHbIH peructpanuornsiii Homep (OI'PH) ropunmdaeckoro
JLa,

0) Koz GOpPMBI TOKYMEHTA;

B) HIeHTH(OUKAITHOHHBIN HOMep Hanorortatensimka (MHH);

T) Tpr() OrpaHUUCHHUS TOCTYIA K JOKYMEHTY.

9. B neBOM HIDKHEM YTy pacrojaratoTcsi peKBU3UTHI:

a) KOJI MPUYHHBI [IOCTAHOBKH HA YUeT;

0) OTTHCK ICYaTH;

B) BU3BI;

') OTMeTKa 00 UCTIOJHUTEIE.

10. K B3aMMOHNCKITIOYAIONUM PEKBU3UTAM OTHOCSATCS:

a) sMOJIeMa OpraHn3alii U TOCyIapCTBEHHbIH repo Pd;

0) Kol opraHu3auy 1 Koj (GopMbI JOKYMEHTA;

B) PETHCTPAIIMOHHBIN HOMEpP JOKYMEHTA U CChIIKA Ha PErHCTPAlMOHHBII HOMED U
JaTy JOKyMEHTa;

r) Tpu¢ yTBepKAeHus U rnedats. | 1. Ecnu oprannzamnys moiBe1oMCTBEHHA OTHOBPEMEHHO HECKOJILKUM OpTaHaM
YIIPaBJICHUsI, TO B Pa3HBIX CUTYAlLUsIX YKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAE OPTaHU3aIHS;

0) camas riaBHAas BBIIIECTOSIAs OPTaHU3AIINS;

B) He OoJiee TpeX CTeNeHeH M0/IBeJOMCTBEHHOCTH;

I') HEe YKa3bIBaeTCsl HU OJHA BBIILIECTOANIAsI OPraHU3alIsl.

12. JlaToit goxymMeHTa MOXeET ObITh Jara:

a) ero HaINMCaHMs U COTJIACOBAHUS;

0) ero MmoJIMUCaHUS;

B) €r0 YTBEPKACHHUS;

T') IPOBE/ICHUS 3aCEIaHusl, HA KOTOPOM IIPHHSTO PELIeHUE.

13. laTsl B JOKyMEHTaX MOTYT OBITh O(OPMIIEHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

r) 22 aBrycra 1997 r. 13 uac.45 mun.

14. Kakue peKBU3UTHI JOKYMEHTOB ITUIIYTCS, KaK MPaBUIIO, OT PYKH:
a) BU3a;

0) pe3osonus;

B) MOJIMUCE;

T) aapecar.

15. K xakuM peKBU3UTAM OTHOCATCS CJIOBA!

a) «BepHo» A)
0) «us cirysxeOHOTO TTONB30BaHU» bB)
B) «3aMevaHus IpUIaralTcsa» B)
r) «IletpoB M.K. 924-76-40» I')
16. PEeKBU3HT «IOAIICE» HAa Pa3HBIX JOKyMEHTaX BKIIIOYAET:

a) JIMYHYIO POCIUCH aBTOpa JIOKYMEHTA;

0) TMYHYIO POCIHCH PYKOBOAMTENS U €€ paciindpoBKy;

B) YKa3aHHE JOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOJUTEIS U €€ Paciin(ppoBKY;

I') yKa3aHHe JIOJDKHOCTH, HAMMEHOBAHUE OPTaHH3alUH, INUHYIO POCIHCH PYKOBOAMUTEIS,
ec paciudpoBKy.

KommiekT TecToBbIX 3aaHuii: Ne2

1. Kakoe cokparmieHue sBiseTcs ab0OpeBuaTypoit:

a) AI'3 MUC P®;

0) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KoTopoe 0003HaYaeT HOBOE MOHSTHE, YIOTPEOIsIeMOe B TIOKYMEHTaX, —

370!

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T) apxau3M.

3. Or6epuTe npuHINT OPUIIHATEHO-AETOBOTO CTHIIS JOKyMEHTAIHH:

a) IPeIOCTaBIICHNS] MAKCUMAJIEHO BO3MOXKHOM MH(popManuy;

0) IpUMEHEHHE CIIOB «MBbI BBIIIOIIHIMY, <51 CIIEJIAl0»;

B) OTPaHUYCHHOCTH B IPUMEHEHUH SI3BIKOBBIX CPEJICTB;

T') IPUMEHEHUE YETKHX OTBETOB «J[a», «HET».

4. Jlexcudyeckoe COKpallleHHe CII0Ba, YIIOTPEOIsIeMOro B JOKYMEHTaX — 3TO:

a) abOpeBuatypa;

0) CHHOHHM;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

B) HEOJIOTU3M;

T') HapOHUM.

5. Uto He OTHOCHUTCS K OPHIHNATIBHO-IEIOBOMY CTHIIIO JOKYMEHTA:

a) aipecHOCTh MH(POPMAIIH;

0) TeMaTHueCcKas OrPaHUYEHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) MPEIOCTaBICHHE MAKCUMAaJIbHO BO3MOXKHOIM HHpOpManuy,

T) yHA(GUKAIIS JOKYMEHTA.

6. K mpaBmiiam 1e710BOT0O 3THKETa OTHOCSTCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) 6maromapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 0OCTOSITENBEHOE U3JI0KEHUE TOKYMCHTa,

T') YMEHHUE CIIyIIaTh IPYTUX JToaei.7. B kakoM TOKyMeHTe HCIOIb3YIOTCS CII0Ba «... B IPOTUBHOM citydae Bam OymyT
MIpeABSIBICHBI IITpadHBIE CAHKIUI» B KAYECTBE SI3bIKOBOM (OpMyIIbl, Kak pe3ynbTara
YHU(HUKALUH A3bIKOBBIX CPEJICTB:

a) B TapaHTUITHOM NHCHME;

0) B peKJIaMallHOHHOM ITUCHME;

B) B MH(OPMALIMOHHOM MUCHME;

I') B IMCbMe-HAIIOMHHAHUH.

8. CioBa, KOTOpBIC CTaHOBSTCA HEOQHIMATLHBIM 3aMEHHTENIEM TEpMHHA M HX IPHUMEHEHHEB JOKYMEHTax
HEJIOITyCTHMO, — 3TO:

a) PO ECCHOHATI3MEBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HapOHHUMBIL.

9. 3aKOHUEHHBII B CMBICIIOBOM OTHOIICHUH OTPE30K TEKCTa, MIO3BOJISIOMINN YCTAHOBUTD
3HaYEHHE BXO/IIETO B HETro CJIoBa Wim (pasbl — 3T0:

a) aHHOTAIIHS;

0) pedepar;

B) KOHTEKCT;

T') KOHCTIEKT.

10. Perynupytommas (1esTeIbHOCTh OpraHu3alnii) cpesia BKII0YaeT:

a) TOCyIapCTBEHHbIE CTaH/IAPTHI;

0) OOIIECTBEHHBIC OXKHIAHWIS,

B) PEKOMEHIAIINH, OTPaKarOIIHe IIepeJOBOH ONBIT;

') HOpPMaTUBHbIE JOKYMEHTHI, OTPaKaIOIIHE ACATEIHHOCTh OPraHU3aLIH.

11. ITonuTHKa yHpaBIeHUs TOKyMEHTaMH OPTaHU3aIMH TO3BOJISET:

a) MOBBIIATH YPPEKTUBHOCTH NEATEITHPHOCTH OPraHUu3aIlly;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

0) coOmonaTe TpeOOBaHMs 3aKOHOAATEIbCTBA U PETyIUPYIOIIEH Cpeabl;

B) M30eKaTh PUCKOB NPEAIPHHUMATENLCKOM eI TeNbHOCTH, CBS3aHHBIX C IOKYMEHTaMU;
I') COXpaHATh NaMsATh OpraHM3alMu, MHAMBHAA W oOmecTBa.l12. K mpuHnumam pa3paboTKH MpOrpaMM yHpaBiIeHHS
JOKyMEHTAaMH OTHOCHTCSL:

a) OLICHKA PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(HINAIBHBIX JOKYMEHTOB;

0) onpenesieHNe MPAaBUII CO3JAHUS METAaHHBIX O JIOKYMEHTaX;

B) o0ecrieueHne XpaHeHH JOKYMEHTOB B O€30IIaCHO W 3aIUIIICHHON CPeae;

T) OTIpeNieieHHue BO3MOKHOCTEH MOBBIMICHHUS 3 (HEKTHBHOCTH PaOOTHI OpTaHU3aIHH

B Pe3yJbTaTe KAUECTBEHHOTO YIPABJICHHS IOKYMEHTaMH.

13. PacrpesienieHie OTBETCTBEHHOCTH 32 JJOKYMEHTAI[HOHHOE 00ECIICUCHUE YIIPABICHUSI
MPEANOIaraeT OTBETCTBEHHOCTh:

a) BCEX COTPYIHHUKOB OpraHU3aINH 32 ;

0) CUCTEMHBIX aJJMHUHHCTPATOPOB 32 ;

B) PYKOBOJICTBA OpTaHHU3aLMH 32 ;

T) cekpeTapei 3a .

14. Ecin JOKYMCHT ABJISICTCA TEM, UCM HOOJIKCH 6I)ITI); CO3JaH WK OTHPAaBJICH JHIOM, YIIOJHOMOYCHHBIM Ha 3TO, a
TaKKe B TO BpPeMsl, KOTOPOE yKa3aHO Ha JOKYMEHTE, TO 3TO O3HAYaeT ero:

a) IOCTOBEPHOCT,

0) IIEIOCTHOCTb;

B) ayTEHTUYHOCTD;

T') IPUTOJHOCTD VISl KCIIOIb30BAHMUS.

15. Ctparerust BHEAPSHUS JOKYMEHTHBIX CHCTEM MPEyCMATPHBAET:

a) IPOEKTHPOBAHHE JOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYJAHUKOB, paOOTAIONINX C IOKYMEHTAMH;

B) COOTBETCTBHE JJOKYMEHTOB PETYIUPYIOIIECH cpene;

') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CHCTEMBI, (POPMATHI.

16. CriocoGHOCTh IOKYMEHTHOM CHCTEMBI JAJIMTENLHO U TIPaBHIBHO (YHKIIMOHHPOBATH
B COOTBETCTBHH C TpeOyeMBIMH IPOLIETypaMHU 03HaYaeT ee:

a) HaJIe)KHOCTh;

0) 3pPeKTUBHOCTE;

B) LIEJIOCTHOCTB;

I') KOMIUICKCHOCTb.

17. CriocoGHOCTh IOKYMEHTHOH CHCTEMBI IPEI0TBPAIAaTh HECAHKIIHOHUPOBaHHBIE
JOCTYII K IOKYMEHTaM, HX YHUYTOXXEHHE, I3MEHEHUE WM TIepPEMEICHNs 03HAYaET ee:
a) HaJIC)KHOCTB;

0) 3¢ (HeKTUBHOCTH;

B) IEJIOCTHOCTB;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

I') KOMIUIEKCHOCTb. 1 8. MeTo1010T 1S TPOEKTUPOBAHUS M BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:
a) aHaJIn3 JEJIOBOH JeITeIbHOCTH OpraHU3alny;

0) OLICHKY CYIIECTBYIOIIUX JJOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OLIEHKY, KOPPEKTUPYIOIINE TEHCTBHS;

T') IpeKpalleHne MTPUMEHEHHS JOKYMEHTHBIX CHCTEM.

19. O6bexTamMu yHUPUKAIIMH U CTAHAAPTU3ALNH B YIIPABICHUECKOH eI TeIIbHOCTH
SIBIIAIOTCS:

a) TEpMUHBI, ACTIOJb3yeMBbIE TIPH paboTe ¢ YyIpaBIeHIECKOH HH(pOpMAaIHEeH;

0) opraHu3alMOHHBIC CTPYKTYPBI OpraHU3alUi, YUpSKACHUH U IPeANPHATHH;

B) yIpaBJIeHUYECKIE (yHKIIUH;

T) yIpaBiieHYecKast JOKYMCHTAIIHUS.

Bnagets

- HaBBIKaMH
ydera, XpaHCHWs, 3alHTHI, INepelayu
CITyKeOHOM JOKYMEHTAIIUN B
COOTBETCTBUHU c TpeOOBaHUAMU
JIOKYMEHT0000poTa

- HaBbIKAaMH cOopa, 00paboTKH
nHpopMaMM U JIOKYMEHTalMOHHOM
obecrieueHnn rOCYAapCTBEHHBIX
OpraHOB  BJIACTH, OPTraHOB  BIACTH
cyobektoB  P®, opranoB MCY wu
OpraHu3aliid  MaketoM  O(QUCHBIX
nporpamMMm I paboTbl C  IENOBOM
uHbOpPMAlME W OCHOBAMH CETEBBIX
TEXHOJIOTU I

COCTaBJICHUA,

[IpakTryeckne 3aganus:

Kpoccsopn 1.

ITo ropusonTanu: 1) 3anuce HHGOPMAIMK HA Pa3TUYHBIX HOCHUTEISIX 110 YCTAHOBIJICHHBIM INIPAaBUIIaM; 2) YCTAHOBJICHHE
KOJIMUECTBA W COCTaBa JIOKYMEHTOB B €JMHHUIIAX y4yera W (UKcalusl MPUHA/UIC)KHOCTH KaXKIOW EIUHUIIBI ydera K
OTIpeIeIECHHOMY KOMIUIEKCY M O0IeMy MX KOJHYECTBY B YUETHBIX JOKYMEHTax; 3) yUETHBIH JOKYMEHT, COAEp KaIlui
Ha3BaHWE, CBEJICHMS O KOJMYECTBE, COCTaBe IOKYMEHTOB (DOHIA W MECTe €ro XpaHEHWs, NpeJHa3HaYeHHBIH UIs
LEHTPAIM30BAaHHOTO Y4eTa JIOKYMEHTOB; 4) mepedeHb O(UIMAIbHBIX HAaUMEHOBAaHMW XPaHSIIMXCS, BBIOBIBIIUX W
NOCTYMAIOIINX apXUBHBIX (OHIAOB B MOPSIKE BO3PacTaHHs IPUCBOCHHBIX WM HOMEPOB; 5) NperyCMOTpPEHHBIE
HOPMATHBHBIMH JIOKyMEHTaMH YCJIOBHsI MCIIOJIb30BAHUSI apXMBHBIX M KOH()UACHIMAIBHBIX JOKYMEHTOB; 6) HU(ppOBOE
n/um OyKkBeHHO-IIM(poBOoe 0003HAYECHHE JAea B HOMEHKIJIAType el OpraHW3alliH, HAHOCHMOE Ha €ro OOJIOXKY; 7)
CBOMCTBa JIOKYMEHTa, OOyCJIaBIMBAIOIIME €ro KyJIbTypHOE, HAy4HOE€ W T.II. 3HAa4YeHWE; §) BOCCTAHOBIICHHE
NIepBOHAYAIBHBIX WJIM OJIM3KMX K II€PBOHAYAILHBIM CBOWCTB M BHEIIHMX IPHU3HAKOB AapXHBHOTO JOKYMEHTa,
TIOJIBEPTIIETOCS IMOBPEXKACHHUIO WM Pa3pyIICHMIO; 9) CPeCTBO THPAKHUPOBAHUS JOKyMEHTOB; 10) yUeTHBINH TOKyMEHT,
coZiep’Kaluii IepeyeHb JOKYMEHTOB Jiefla ¢ yKa3aHHeM IOPSIKOBBIX HOMEPOB JIOKYMEHTOB, X WH/EKCOB, Ha3BaHWH,
JlaT, HOMEpOB JHCTOB; 11) mpuMeHeHne HHPOPMAIMU JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX U T.II. IIEJSIX, a TAKXKE JUIs
oOecriedeHNsl 3aKOHHBIX IIPaB M HMHTEPECOB TpakdaH; 12) cIpaBOYHHK, B KOTOPOM HHGOpMAIMs O JOKyMEHTax
pacriojio)keHa B COOTBETCTBUH C BBIOpaHHOW cxeMo# kiaccudukanmu; 13) JOKYMEHT, IMOJHOCTBIO BOCIPOM3BOISIIHIA
WHGOPMANNIO MTOJUTMHHOTO JOKYMEHTA M BCE €T0 BHENIHWE NMPHU3HAKHM WIHM 4acTh WX, HO HE UMEIOIIUH IOPHUIMIECKON
cuisl; 14) M3MEHEHHEe MepBOHAYAIBHBIX (DU3MKO-XUMHUYECKHX CBOWCTB JOKYMEHTAa IO/ BO3IEHCTBHEM BHEUIHHX U
BHYTpPEHHUX (haKTOpOB; 15) MepBBIH WM eIWHUYHBINH 3K3eMIUIIP O(GHUIMAIBHOTO JOKYMEHTa; 16) IOpHInYecKoe WiIn
¢usnyeckoe MO, B JEATEIBHOCTH KOTOpPOro oOpasyercst JOKyMeHTanbHbIH (oux; 17) cpenctBo XpaHeHHs
JOKYMEHTOB.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo BepTukanu: 1) ABMKEHHE JOKYMEHTOB B OpPTaHM3AIMM C MOMEHTA MX CO3JaHUS WU MOJYYCHUS JO 3aBEpIICHUS
UCIIOJIHEHHSI WIIA OTIpaBiieHus; 18) 3amuch y4eTHBIX TaHHBIX O JOKYMEHTE 0 YCTaHOBJICHHOHN (opme, hukcupyromas
(dakT ero co3maHus, OTIPABICHUS MK MONydeHHs;, 19) MOKYMEHT WM COBOKYIHOCTh JOKYMEHTOB, OTHOCSIIUXCS K
OJIHOMY BOIIPOCY WJIHM YYacTKy JEsITeIbHOCTH W TIOMEUIEHHBIX B OTAEIbHYIO 0070XKy; 20) opraHuzanus WId
CTPYKTYPHOE TIOJIpa3/ieIeHHe, OCYIIECTBIIIONIEE [UIUTEIbHOE WM MTOCTOSTHHOE XpaHeHHE OKOHYEHHBIX JTOKYMEHTOB C
[IEJTBI0 X HMCIIONIB30BaHMsT; 21) CpeacTBO KacCOBOM OPTTEXHUKHU; 22) KOMHUS YacTH TEKCTa JOKyMEHTa, opopMiIeHHas B
YCTAaHOBIICHHOM TOpsiAKe; 23) CpeACTBO H3TOTOBICHHS H300pa3HTENBbHBIX JTOKYMEHTOB; 24) CIeIUaibHO
0o0OpyIOBaHHOE IOMEIICHUE /IS XPAaHEHUS AapXWBHBIX [OKYMEHTOB; 25) TMOBTOPHBIH SK3eMIULIP IOTHHHUKA
JOKYMEHTa, UMCIOIIUI IOPHIUYECKYI0 CHITY; 26) (U3UUECKOe WU IOPUINIECKOE JIUIO, CO3AaBIIee NOKYMEHT; 27)
oUIHANBHBIH JOKYMEHT, UMCIOIININ OPUAMYECKYI0 CIIy W COoIepKammid WHPOpMAIHI0O O MpeIMeTe 3ampoca, ¢
yKa3aHMEM IOWCKOBBIX JTAHHBIX JOKYMEHTOB; 28) OTOOp JOKYMEHTOB Ha XpPaHECHUE WM K YHHUYTOKCHHIO, a TaKXKe
YCTaHOBJICHHE CPOKOB UX XPAHEHUsI HA OCHOBE TPUHSATHIX KPUTEPHUEB.

Kpoccrops 2.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo ropmsonTanmu: 1) HOpPMAaTHUBHBIA JOKYMEHT, COAEpPXKALIMH CHCTEMAaTH3UPOBAHHBIM IEpEUeHb CIPYMIHPOBAHHBIX
HaMMEHOBAaHUII OOBEKTOB W NPUCBOCHHBIE UM KOJbBI, 2) HOPMATHBHBIH JOKYMEHT, 3aKpPEIUISIONNHA YHUPHKALHIO
JICIIOTIPOM3BOICTRA; 3) (UKcalis Ha MaTepUaIbHOM HOCHTEIC HHGOPMAIMKA C PEKBU3UTAMH, MO3BOJISIONUMH €€
UICHTH(PUINPOBaTh; 4) yCTaHOBICHHE €AMHOOOpasms cocTaBa M (GOPM YIPABICHYECKHX TOKYMEHTOB, CO3aBa€MBIX
IOpU  pPEUICEHUH OJHOTUIIHBIX yIpaBleH4YecKuX GQyHkumil; 5) wuHbopmanus, (GUKCHpOBaHHAass HAa KaKOM-JIMOO
MarepualbHOM HOCHTEE.

[To Beprukanu: 1) mudposoe obo3HaueHHE HopM JOKYMEHTOB B XOJI€ COCTaBJICHUS Kiaccu(hUKaTOPOB HHPpopManuu; 6)
mudppoBoe 00O3HAYCHHE, SBILIIOMICECS JIEMEHTOM HWIACHTU(QHUKAIMA OOBEKTOB B XOJA€ X KiaccupUKanuu; 7)
MEXAYHApOAHBI JIOTOBOP 110 OINpPEAEICHHOMY BONPOCY; &) OpraHm3alMs WM CTPYKTYpHOE IOJpa3jelieHHe,
OCYIIECTBJISIOIIEE IOJITOBPEMEHHOE WM IIOCTOSHHOE XPaHEHHE OKOHUCHHBIX JIeN; 9) BHECEHHE JIOJDKHOCTHBIM JIMIIOM
B O(QHIMATbHBIE JOKYMEHTBH 3aBEIOMO JIOXKHBIX CBEACHHH WIIM HCIPABICHUH, MCKAXAIOMHX WX JEHCTBHTEIHHOE
cozxepskanue; 10) cuHOHMM citoBa J1oroBOp; 11) TOKyMEHT, MOATBEPKIAIOIINH COOTBETCTBHE NPOIYKIUH, ITPOLIECCOB U
YCIIYT YCTaHOBJICHHBIM TPEOOBAHUSIM.




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

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenku (6 coomeemcmeuu ¢ popmupyemvimu KOMIeMeHYUAMY U NIAHUDYeMbIMU
pesyremamamu 06yuenus):
OreHka «3a4TEHOY BBICTABISIETCS CTYACHTY, KOTOPBIH
- IPOYHO YCBOWJI IIPEYCMOTPEHHBIHM MPOrPaMMHBII MaTepua;
- IPaBWJIBHO, apPT'YMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJl TITy0OKHEe CHCTEMaTU3UPOBAHHBIC 3HAHUS, BIaJIeeT IPUEMaMH PacCyKICHUS U
COMOCTABIISIET MaTepUall U3 Pa3HbIX HCTOYHUKOB: TEOPUIO CBSI3BIBACT C IPAKTUKOU, IPYTUMHU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX MPEIMETOB
- 6€3 omKOOK BBIMOIHUI TPAKTUYECKOE 3a/IaHHE.
OneHka «He 3a4TEHO» BBICTABIISETCS CTYAEHTY, KOTOPbIi He crpaBuiics ¢ 50% Bonpocos u
3a/1aHuii, B OTBETaX Ha APYTrHe BOIPOCH JOMYCTUI CyIIeCTBeHHBIE omnOKH. LlerocTHoro
NPECTAaBICHUS O B3aMMOCBSI35X, KOMIIOHEHTAX, ATarax pa3BUTUSA KYJIbTYPHl Y CTY/ICHTA HET.

Ipuio:xkenue 3
Memoouueckue pekomenoayuu 011 nOO20MOGKU K 3a4emy
1. [TonrotoBKa K 3a4eTy 3aKII0YAETCs B U3YUYCHUH TIIATEIHHON IPOPAOOTKE CTYACHTOM
y4eOHOro MaTrepuaia JUCUUILIMHBI C YYETOM Y4eOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHITHH,
CTPYNIHUPOBAHHOM B BUJI€ KOHTPOJBHBIX BOIIPOCOB.
2. 3aueT no Kypcy NpoBOJUTCS B BUJE TECTUPOBAHUS.
3. KauecTBeHHOM MOArOTOBKOM K 3a4€TY SIBJIAETCS:
—TIOJTHOE 3HAHKE BCETO YUYEeOHOro MaTepuaia mo Kypcy;
—CBOOOJTHOE OTIEPUPOBAHKE MATEPUATIOM;
—JI€MOHCTpAIMs 3HAaHUH JTOTIOJTHUTEIILHOTO MaTepuaa,;
—4€TKHUE NPABWIbHBIE OTBETHI B 33JaHUSX.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHATHS, IPUMEHSEMBIC B JISIIOMTPOU3BOJICTRE.

2. PexBu3uthl ToKyMeHTOB. Kakvie BHIbI OJTaHKOB U (hOPMATHI IOKYMEHTA MTPUMEHSIFOTCS B
YUpEKIACHUSAX ?

3. Cocras o0uiero 0y1aHka.

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

5. PexBu3uTH B cocTaBe OIaHKa BUA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxue TpeGoBaHMs MPEABABIAIOTCS K TOKYMEHTaM?

8. Ha3znaueHue u cOCTaB OpraHU3AIMOHHO-TIPABOBOM JJOKYMEHTAITUU

9. HaznaueHue M cOCTaB pacHoOPSIUTENLHON TOKyMEHTAIlUU

10. Haznauenue u coctaB HH(YOPMAIIMOHHO-CITPABOYHOW JOKYMEHTAITUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBU3HTA «CIIPABOYHBIC JTaHHBIC 00 OPTaHM3AIUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

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

15. Tlopsimok agpecoBaHus JOKYMEHTA.

16. Kakumu cnoco6amu oopMIisieTcs yTBEpKICHHE TOKyMeHTa?

17. Kakue TpeOoBaHMs MPEIBSIBIISIOTCS K 3aT0JIOBKY?

18. Tlopsimox odopmiteHUs TPUIOKEHUN K TOKYMEHTY

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



20.
21.
22.

23.
24.

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

38.
39.
40.

Kak odopmisiercs coriiacoBanue 10KyMmeHTa?

[Topsimok npocTaBieHus Ha TOKYMEHTax revyarei

[lepeuncnure OTMETKH, IPOCTABISEMBIE HAa BXOSIIEM TJOKYMEHTE, YKAKUTE MOPSATOK UX
odopmIIeHHUS.

OTansl NOATOTOBKU JTOKYMEHTA.

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

Buzpl opraHu3aiiioHHbIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHUS U O()OPMIIEHUS.
JlaTel pacriopsAUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH UX COCTABICHUS U 0()OPMIICHUSI.
B uem ocoOeHHOCTH cocTaBieHus: 1 0(OopMIIeHUs TPOTOKOIa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO JOKIAJHBIX 3aIIHCOK

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO OOBSICHATEIBHBIX 3aITUCOK

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK

TpeboBaHMs K COCTaBICHUIO U O(POPMIICHHUIO CITY>KEOHBIX TTHCEM

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TeNerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yro nmoHuMaeTcs 1noJi 00beMoOM JOKYMEHTOO00pOTa, TOUEMY OH yBEJIUYHUBaeTCs?

Yto BXOIUT B MOHATHE JOKYMEHTOOOOpOTa?

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

TpeboBaHus K OpraHU3alyy NpUeMa U MEPBUYHON 00pabOTKU JOKYMEHTOB

3HavYeHne MPEABAPUTEIHHOTO IIPOCMOTPA U PACHIPECTICHHS MOCTYIUBIINX JOKYMEHTOB
ITpaBuia 00pabOTKM UCXOAALINX JOKYMEHTOB.



