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JIucr akTyaausanuu padoyeii mporpaMmsl

Pabouast mporpamMmma repecMoTpena, 00CcykaeHa u o100peHa s peanuzamnuu B 2021 - 2022
yueOHOM rojly Ha 3acefaHuu Kadeapsl ['ocy1apcTBEHHOTO MyHUIIUIIATHLHOTO YIIPABICHUS

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

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogqodpena st peanmszanuu B 2022 - 2023
y4eOHOM rojy Ha 3aceanuu Kadeapsl ['ocynapcTBEHHOTO MYHUIIMITAIBHOTO YIPABICHUS U

[IpoTokom o 20 r. Ne
3aB. kadeapoii H.P. Banbrackas

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl ['0cynapcTBEHHOTO MyHUIIMTIAILHOTO YIIPABICHUS U

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

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2024 - 2025
y4eOHOM oy Ha 3aceaHuu Kadeapsl ['ocyIapcTBEHHOTO MyHHUIIUITATLHOTO YIIPABICHUS

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

Pabouas mporpamma nepecmMotpena, odcyxaeHa u ogqodpena st peanuszamnuu B 2025 - 2026
y4eOHOM oy Ha 3acefaHuu Kadeapsl ['ocy1apcTBEHHOTO MyHHUIIAITATHLHOTO YIIPABICHUS

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




1 Iles1u ocBOECHUS TN CHMILTHHBI (MOYJI51)

[lenpro OCBOCHMS NUCLUILIMHBI «/[OKYMEHTUPOBAaHUE YIIPABICHUYECKOU ACATEIBHOCTH
ABJIETCS N3YYCHHUE TEOPETUYECKUX U NTPAKTUYECKMX OCHOB CO3/1aHUsS JOKYMEHTOB YIIPaBJICHHUS,
rpaMOTHOMN 1 3P PEeKTUBHOM OpraHU3aIH COBPEMEHHOTO JICIONPOU3BOJICTBA HA MIPEATIPHUATUIX U
B OpPraHU3aLHUAX.

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

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

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

WNudopmaruka

Mertoabl NpUHATHS YIPABICHUYECKUX PEILICHUN

3Hanus (YMEHUS, BIAJICHUS), MOTYICHHBIC TTPH M3yYECHUHW TAHHOW IUCIUTLIMHBI OyIyT
HEOOXOUMBI 17151 U3YYCHUS] JUCIUILITNH/TIPAKTHK:

[IpoekTHas AeATENbHOCTD
VYrpaBieHue CTOMMOCTBIO KOMITAHUU
VYnpaBneHue npoeKTamMmu
DKOHOMUKA OpraHu3aluu

3 Komnerenuun odyuarouierocs, popMupyembie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pPe3y/IbTaThbl 00y4eHHUs

B pe3ynbpraTe ocBOeHMs JUCHUILIMHBI (MOYs) «J{OKyMEHTHpOBAaHUE YIIPABIEHYECKON
JeSITeIbHOCTH» 00yUaroIuics T0JHKeH 001a1aTh CIISAYOIIMMU KOMIETEHIUSAMHU:

CtpyKTypHBII [Inanupyemsble pe3yabTaThl 00yUeHHS
JJIEMEHT
KOMIIETCHIINHN

OIIK-1 BJIQJICHWEM HABBIKAMH ITOMCKA, aHAIN3a U UCIIOJIb30BAHNS HOPMATHUBHBIX U
MIPABOBBIX TOKYMEHTOB B CBOEH Mpo(decCHOHaNbHOM e TeNbHOCTH

3HaTh MPUHLMIIBI pa0OThI 3JIEKTPOHHBIX OMOIUTOTEUHBIX CUCTEM, CIIPABOYHO-
MH(OPMAIIMOHHBIX CUCTEM

YMeTh WCIIOIB30BaTh AJIEKTPOHHBIE OMOIMOTEYHBIE CUCTEMBI M CIIPABOYHO-
nH(OPMAIIMOHHBIE CUCTEMBI B TIOUCKE HY)KHON JTOKYMEHTAIINH
HCIOJIb30BaTh OPUCHYIO U OPITEXHUKY IS MTOMCKa, 00pabOTKU U aHaIu3a
HOPMAaTHUBHO-TPABOBOM MH(OPMALIMK U TIOJTOTOBKH JTOKYMEHTOB

BJ'Ia}IeTB HaBBbIKaMHU ITOHCKaA, aHaJIM3a 1 UCITIOJIb30BaHUA XOSSII\/'ICTBGHHI)IX,
YIIPaBJICHYCCKUX, HOPMATUBHBIX U ITPABOBLIX JTOKYMCHTOB B cBoeH
JACATCIIBHOCTH

[1K-8 BrajeHreM HaBBIKAMU JOKYMEHTAIBHOTO OOPMIIEHHUS PELIEHUH B YIIPaBJICHUN
OTIEepaLlMOHHOM (IPOU3BOJCTBEHHOM) AEATEIILHOCTH OpraHU3alui Ipy BHEIPEHUU
TEXHOJIOTMYECKUX, MPOJTYKTOBBIX MHHOBAIMI WK OPraHU3al{MOHHBIX U3MEHEHU I

3HaTh MpaBWJIa MOJATOTOBKU, OPOPMIIEHHUS U peaIn3alu YIpaBIeHYECKUX
IIOKYMEHTOB

PEKBU3UTHI JOKYMEHTOB

MPUHIUIIBI TOKYyMEHTO000pOoTa




YmeTh cobupaTh UH(POPMAIIHIO, HEOOXOAUMYIO JJIsl TOATOTOBKU M O(OPMIICHUS
YIIPaBICHYECKUX JOKYMEHTOB

OLIEHUBATh HEOOXOAUMOCTh CO3/IaHHS HOBBIX TJOKYMEHTOB

TOTOBUTH ¥ OPOPMIIST JTOKYMEHTBI

Bnanets HaBbIKaMU JIOKYMEHTAJIbHOTO O(hOpMIIEHUS PELICHUI B YIIPaBICHUU
OTEepPalMOHHOM, MPOU3BOICTBEHHOM, COBITOBOM U KaJIPOBOM JIEATETbHOCTH
OpraHu3alyil IpyU BHEAPEHUN TEXHOJOTUYECKHUX, TPOYKTOBBIX HHHOBALIUN
WA OPTaHU3ALMOHHBIX U3MEHEHU

[1K-11 BnajeHreM HaBBIKAMU aHaTU3a HHPOPMAITUHU O (HYHKITMOHUPOBAHUH CUCTEMBI
BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3aIiy, BeJCHUs 0a3 JaHHBIX 110 Pa3IHYHBIM
noKasaressiM u (hopMupoBaHuS HHPOPMAIIMOHHOTO 00ECTICYCHHS YIACTHUKOB
OpraHU3aIMOHHBIX TPOCKTOB

3HaTh MIPUHIIMITBI TOCTPOSHUS 0a3 JaHHBIX
MeTobl cOopa nHpopMmanuu 11 moctpoeHust b/
MIPUHIIUITBI TOKYMEHTO000pOTa Ha MIPEATPUSITHI

YMerb OCYIIECTBIISITH MIOMCK M COOp BHYTPEHHEH M BHEIIHEH HH(OpMAaIiH
aHAJIM3UPOBATh MOJYYEHHYIO HH()OPMALIMIO U COCTABIIATh Ha €€ OCHOBE
YIPABJICHYECKUE TOKYMEHTHI

peann30BbIBATh IIEpEMELICHUE JOKYMEHTOB BHYTPU OpraHU3aluu

Brnaners HaBbIKAMU aHajIn3a UH(GopMauK o GyHKIIMOHUPOBAHUU CUCTEMBI
BHYTPEHHET0 JJOKYMEHTO000pOTa OpraHu3aluu

HaBbIKaMU Be/IeHUs 0a3 JaHHBIX MO Pa3IMYHBIM IIOKA3aTeNsIM

HaBbIKaMU (OPMHUPOBAHUS HH()OPMALIMOHHOTO 00ECIIEYeHHs YHaCTHUKOB
OpPraHMU3aIMOHHBIX IPOEKTOB

I1K-20 BJIAICHUCM HABBIKAMU MMOATOTOBKH OPraHU3AlMOHHBIX U PACIIOPAAUTCIIBHBIX
JOKYMCHTOB, H€O6XOJII/IMI>IX AJI1 CO3aaHu HOBBIX MPEANMPUHHUMATCIIBCKUX CTPYKTYP

3HaTh rocyJapCTBEHHbIE TPEOOBAaHUS B 00JIACTH MPEIPUHIMATEIHCTBA
NepeyeHb JOKYMEHTOB U UX BH/JIbI, HEOOXOJIMMBIX JJIsl CO3/1aHUS HOBBIX
NpEANPUATHI

rOCYJapCTBEHHBIE CTPYKTYPHI, yHaCTBYIOINE B PETUCTPALIMY U
oopmieHnH BHOBb 00pa3yeMbIX U PEOPraHU3yeMbIX MPeIIpUsATHIHA

YMerb COCTaBJIATh MepeUeHb JOKYMEHTOB, HEOOXOIUMBIX ISl CO3/1aHUsI HOBBIX
MPEAIPUHUMATENBCKUX CTPYKTYP

0(opMIIATH TOKYMEHTBI, HEOOXOAMMBIE JIJIsl CO3aHUsI HOBBIX
MPEANPUHUMATEIBCKUX CTPYKTYP, B COOTBETCTBUH C PETJIaMEHTaMU

Bmanets HaBBIKAMH MOJATOTOBKHM YYPEAUTENBHBIX, OPTAHU3AMOHHBIX U
pacropsaUTeIbHbIX JOKYMEHTOB, HEOOXOAUMBIX JUJIsl CO3AaHUsI HOBBIX
MPEANPUHUMATEIBCKUX CTPYKTYP

HaBbIKAMH B3aMMOJIEHCTBYS C T'OCYJapCTBEHHBIMU PETUCTPUPYIOILHUMH,
Y4ETHBIMH U (PUCKAIbHBIMH OpraHaMu




4. CTpyKTypa, 00b€EM U colepkaHue TUCHUIINHBI (MOLYJIs)

OO0mast TpyI0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. dacoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 4,4 akaJ1. 4acoB:

— ayJIuTOpHasd — 4 aKa/J. 4acCoB,

— paeayautopHas — 0,4 akaj. yacoB

— camocTosTeapHas padota — 99,7 akaz. 4acos;

— IMOATOTOBKA K 3a4éTy — 3,9 akaj. yaca

dDopMa arrecTaluu - 3a4cT

AynuropHas ) =
KOHTaKTHas paboTa E z ®dopma TeKyILero
Paznen/ Tema 2 (b axan. =acax) E g‘ Brn . KOHTPOILA Kon
N — = & O|caMOCTOATEILHOH | yCIeBaCMOCTH ] | W\
o & paboThI TIPOMEKYTOYHOMH
na6. | mpakr. |88
Tex. Z'g aTTecTaluu
3aH. 3aH. o=
1. Teopernueckne OCHOBBI
JIeJIOIPON3BOJICTBA
1.1 HWudopmamus, ee
KPUTEPHH. JIOKyMeHT.
PexBuzur JIOKYMEHTA.
OyHKIMH JIOKYMEHTA.
IOpunnueckas cuia
JIOKYMEHTA.
Jlenonpou3BoACTBO,
JIOKYMEHTUPOBAHUE.
JlokyMeHTanoHHOE
obecrie4eHue yrpaBlIeHHUSI. CaMocrosTensHoe
JloKyMeHTO000POT. n3ydeHue
Knaccudpukanus 4eOHOU U
/:[OKYM"-(E[I)TOB- yHay‘IHOﬁ KomnslotepHoe OIIK-1, TIK-
CrangapTuzanus u 21 0.5/0,51 0,25/0,251)15,6 HTODATVDEL CCTHDOBAHI 8, TIK-11,
p 1T JIUTEPaTyp €CTUPOBAHUE K-20
YHUHKALHS JTOKYMEHTOB. Pabora ¢
YHuduuupoBaHHas DJIEKTPOHHBIMU
cHCTeMa  JIOKYMEHTAaIlHH OnbIMoTeKaMu
vyCh). Cucremsl
JOKyMEHTAIIWH.
TIpuanumns
JIeTIOTPOU3BOICTBA.
HopmatusHo-
MEeTOIYecKast 0aza
JOKYMECHTHPOBaHUSA
yIpaBIeHIYECKOH
JeSITeITbHOCTH u
Wroro no pazneny 0,5/0,51 0,25/0,2511| 15,6
2. O6mue MpaBuIa

0 OpPMIICHUS] YIPABICHYECKUX




2.1 TOCT P 6.30-2003
«YHUDUIIPOBAHHBIC
CHCTEMBI JIOKyMEHTalUH.
YuupunupoBaHHas
cucTeMa
OpraHU3aIIMOHHO-
pachopsANTEIHHON
JIOKyMEHTAIIUH.
TpeboBanus K
odopmienuto
IoKyMeHTOB".  PekBu3uT
01- T'ocynapcTBeHHBII
rep6 P®. PexBusur 02-
I'epd cyobekra PO wu

MYHHUIHUITAIBHOTO
oOpazoBanusi.  PexBusut
03 -OMbOnema
OpraHU3aINx WA

TOBapHEIA 3HaK. PekBu3uT
04- Koax opranuzanuu.
PexBuzur 05- Vkazanwue
Ha OCHOBHOI
roCyJapCTBEHHBII
PETUCTPALIMOHHBI HOMED
npeanpustus. Peksusur

06- Vkazanne Ha
UICHTU(PUKAIIMOHHBIH
HOMEp

HaJIOTOMJIaTENbIIHKA/KO
NPUYMHBl MTOCTAaHOBKM HA
yuet. PexBusur 07- Kop

hopMbI JIOKyMEHTA.
PexBusur 08-
HammenoBanue

opraHuzanuy. PexkBu3uT
09-CnipaBoYHbIC CBEACHUS

00 OpraHM3alIyu.
PexBusur 10-
HanmenoBanue BUJA
nmokymeHTta. Pexsusur 11-
Hata JIOKYMEHTA.
Pexsusur 12-

Perucrpanuionnslii Homep
nokymenra. PekBusut 13-
Cchlika Ha
PETHCTPAIHOHHBIN HOMEP
u Jary JIOKYMEHTA.
PexkBusur 14-  Mecto
COCTABJICHHUS WJIK M3JaHUs
nmokymeHTta. Pexsusur 15-
CBenenust 00 anpecare.
PexBmsur 16  -T'pud
YTBEPXKICHUS JOKYMEHTA.
PexBusutr 17-Pe3omromnus.
Pexsusur 18-3aronoBok k
Tekcty. Pexsmsur  19-
OTMeTka O  KOHTpOJIe
PexBuzur 20- Texcr
nokyMmeHra. PexkBusut 21-
OrmMeTka O  HaJW4YuHU
MpeIoKEeHH. PexkBU3UT
22- Tlommmch. PexBusur
23- Tpud -cormacoBanus
nokyMmeHra. PekBusut 24-
Bussl COTJIACOBaHMUS
nokymeHra. PekBusut 25-
Tleuars. PexBusur 26-
|OTMETKa O 3aBEDEHMH

0,25/0,251

0,25/0,251

15,6

CaMocCTOATETHLHOE
U3ydeHHE
yueOHOM U
HaY4YHOU
JIUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTECKAMHU

KowmnerorepHoe
TECTHPOBaHHE

OIIK-1, IIK-
8, I1K-11,
IK-20




Hroro no pazaery

0,25/0,251

0,25/0,251

15,6

3. OcoOEeHHOCTH COCTaBIEHUS
OCHOBHBIX

u  obopmicHHS
JIOKYMEHTOB YITPaBJICHHUS

3.1 OcHOBHBIE TPYIIIBI
JOKyMEHTOB.
HopmartusHbie
JIOKYMEHTBI
TOCYAapCTBEHHBIX
OpraHoB.
OpraHu3aimoHHbIE
JIOKYMEHTBI TIPEIIPUSITHS.
JlomKHOCTHEIE
MHCTPYKIUH.
Pacniopsimutensueie
JIOKYMEHTBI TIPEIIPUSITHS.
IIpukazer 1o OCHOBHOM
JIeSITeIBHOCTH.
Pacniopspxenus, pemreHust.
Hudopmanuonso-
CTPaBOYHBIE JTOKYMEHTEI.
IIporokonbl, TmoNMHAsA W
Kparkas bopma ux
odopmIIeHuS. AKTHL.
CnyxeOHbIe u
00BSICHUTEIIHHBIC
3aIMHCKH. CrpaBku.
CrnyxeOHble
nmoBepeHHocTH.  [ImcbMa,
X KJ1accupuKanys,
CTPYKTYpa, CTaHIapTHEIC
$pa3el M BBIpAKECHHSI.
Hopwmer oduimansHo-
JIETIOBOTO CTHIIS
CITyEOHBIX JIOKYMEHTOB.
JlenoBoe MHUCHMO
MEXYHapOTHOTO

0,25/0,251

0,25/0,251

15,6

CaMoCTOsATENBHOE
U3yUYCHHE
yueOHOil u
HayqIHOU
JIUTEPATyPhI
Pa6ora ¢
AIIEKTPOHHBIMHU
OMOIMOTEKAMK

Kowmmrerotepaoe
TECTHPOBaHUE

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

HWroro no pazneny

0,25/0,251

0,25/0,251

15,6

4.  TlpaBuma
JIOKYMEHTOB ~ TIO
COCTaBy

odopmIIeHHUS
JTAYHOMY

4.1 TloHsATHE U CTPYKTYypa
MEepPCOHANBHBIX  JIaHHBIX.
IIpunannexxnoctsb
MEePCOHANBHBIX  JTAHHBIX:
COOCTBEHHHMK, JeprkaTenb
u MOJIb30BATENh
MEPCOHAJIBHBIX JAHHBIX.
Crpyxrypa KaZpoBOH
MH()OPMAIIMOHHO-
JOKYMEHTaIlHOHHOI
cucteMel.  OdopmieHue
JOKyMEHTOB TIpH NpHEMe,
YBOJBHCHUU HW TIE€PEBOIC
pabOTHUKa Ha JPYryIO
JIOJKHOCTb. AHKkera.
TpynoBble KOHTPAKTHI.
[lpuka3zer 1o JUYHOMY
COCTaBy. OcHOBHBIE
PEKBU3HTHI JOKYMEHTOB H
npaBuia X OPOPMIICHHUS.

Kparkue cBegeHus o
npaBwiax  oQopmieHus
TPYHOBBIX KHIDKEK,
JIMYHBIX KapToueK,

0,25/0,251

0,25/0,251

15,6

CaMOCTOSITEIbHOE
U3yuCHHE
yaeOHOU 1
Hay4YHOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMoTEKAMU

KowmmnerorepHoe
TECTUPOBAHUE

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




Wroro no pazneny 0,25/0,251 0,25/0,2511| 15,6

5. Opranuzanus

JIOKYMEHT0000pOoTa

51 IMousTHst

JIOKYMEHT0000pOT u

OpraHu3aIus

JIOKyMEHT0000pOTA.

Hopwmarusno-

METOANYECKast

perinaMeHTaIus

JIOKYMEHT0000poTa. CaMocTosTenbHOE

OCHOBHBIE npaBuIIa U3ydeHHE

OpraHu3aIu| eOHOI 1

ngKyMeHTuoo6op0Ta Ha y:ayqﬂoﬁ Komneroreproe OIIK-1, [IK-
2 10,25/0,251 0,5/0,51 |15,6 8, IIK-11,

MPENPHITHH. JUTEPATYPbI TECTHPOBaHHE

KauecTBennsie Pabora ¢ TK-20

XapaKTePUCTHKU AJIEKTPOHHBIMHU

JIOKYMEHT0000poTa. OubIMoTEKAMU

Knaccudukarmst

JIOKYyMEHTOIIOTOKOB:

TOPU30HTAJIbHEIE,

BepPTHKAIbHbIC,

BOCXO/ISIIIIKE,

HHUCXOJISIIHE, BXOJISAIINE,

HCXOLSIINE i

Wroro no pazneny 0,25/0,251 0,5/0,51 | 15,6

6. OcHOBHbBIC MpaBuIIa

OpraHu3aluu paboThI c

JIOKYMEHTaMH

6.1 O6paboTka

MOCTYNAKIIUX

nokymeHntoB. [lepBuuHas

00paboTka  JIOKYMEHTOB.

OO0wmue npaBuIIa

perucrpanun

JIOKYMEHTOB, hopMbI

peructpauuu. Ilepenaua

JIOKYMEHTOB,

paccMoTpeHue ux

pyxoBoaurenem. Ilopsmox

HampaBlICHUS JOKYMEHTa

Ha WCHOJIHEHHE U PabOoThI CaMocTosTeNbHOE

HCIIOJHHUTES c U3yveHHe

JIOKYMEHTaMH. eOHOM 1

I/ICH};)J'IHGHI/IG JOKYMEHTA. y:aquof/i KommsiotepHoe OLIK-1, LIK-

BTl B HOpPMBI KOHTPOIA 21 0,5/0,51 0,5/0,51 21,7 HTeDATVDLL TeCTHDOBAHMC 8, IIK-11,

PATYP P TTK-20

HCIIOJHEHHMS, CpoKoBast Pabora ¢

Kaproteka. OpraHuzarms 3JIEKTPOHHBIMHU

TEKYIIEro XpaHEHUs el oubimorexamu

Homenxknarypa Jeln,

obmme TpeOoBaHUS, BHIBI

HOMEHKJIATYP.

CocraBiieHHE

HOMEHKJIATYPBI JelL.

dopmupoBaHue u

odopmiieHue bi()) 8

CucreMaTH3aIMs

JIOKYMEHTOB B JIEJe.

XpaHeHnue nen.

[loaroroBka OOKYMEHTOB

K Tepefaye Ha apXUBHOE

Uroro no pazaeny 0,5/0,51 0,5/0,51 |21,7

Uroro 3a cemectp 221 221 99,7 3a4ET




Hrtoro no aucumiuinHe

221

221

99,7

3a4€T

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




5 O0pa3oBarte/ibHbIE TEXHOJIOTHH

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

[Ipu oOyyeHMH CTYACHTOB IUCHMIUIMHE «J[OKYMEHTHpOBaHHE YIIPaBIEHYECKOM
JESITeIbHOCTH CIIEYEeT OCYILECTBIIATh Cielytolue 00pa3oBaTesIbHbIe TEXHOIOTUU:

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

®opmbl y4eOHBIX 3aHATHI C NCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

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

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

2. Texuomoruu mpoOIEMHOTO OOyUYEHUSI — OpraHu3anus o0pa3oBaTEeILHOrO IMpolecca,
KOTOpas MpeInojaracT MoCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3JaHUE YUEOHBIX MPOOIEMHBIX
CUTYaluH JUIsl CTAMYJIMPOBAaHUS AaKTUBHOW MI03HABATEIbHOU AESATEIbHOCTHU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHUI C UCIOIB30BAHUEM TEXHOJIOI M MPOOIEMHOr0 00y4EHUs:

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HalpaBJIeHHAas Ha pELIeHHE KOMIUICKCHOM Yy4eOHO-IIO3HaBaTEeNIbHOW 3agauu, TpeOyromeill ot
CTyJ€HTa IPUMEHEHNUS KaK HayYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHonoruu NMpoeKTHOro OO0y4YeHHUs — OpraHu3alus o0Opa30BaTENBLHOrO Mpoliecca B
COOTBETCTBUHU C aJTOPUTMOM IO3TAIHOTO PELICHUS MPOOJEMHOW 3aJaydl WM BBIIOJHEHUS
yuebHoro 3a1anus. [IpoekT npeanogaraet COBMECTHYIO y4eOHO-IT03HABATEIbHYIO 1€ TEIbHOCTh
IPYNIbl CTYJEHTOB, HAIIPaBJICHHYIO Ha BhIPAOOTKY KOHIEMIMM, YCTAHOBJIEHHE LI€Jeil U 3a1ad,
(GOpMYIHUPOBKY OKHJAEMBIX PpE3yJIbTaTOB, OIpPEJEeHHE MPUHLIUIOB U METOAMK peIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYNHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pEaTU3alyi0 IJaHa pabOThl, MPE3EHTALMIO PEe3yJbTaTOB PabOThHI, MX
OCMBICIIEHHE U peIIEKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE MMEET AETAIbHO NPOPAaOOTaHHOW CTPYKTYpHI;
yueOHO-TI03HABATENbHAS JEATEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOTO
3a/laHusl, IOJUMHSISICH JIOTUKE U NHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJIbTaTa
(razera, puIBM, MPa3AHUK, U3AHUE, IKCKYPCHUS U T.I1.).

4. VlnTepakTUBHBIE TEXHOJOTHMHM — OpTraHU3alus 00pa3oBaTelbHOIO Mpolecca, KoTopas
IpeJnoiaraeT akTHBHOE U HEJTMHEIHOE B3auMO/IeCTBUE BCEX YUACTHHUKOB, TOCTH)KEHHE HA ATON
OCHOBE JIMYHOCTHO 3HAUMMOro JJIsi HHUX oOpa3oBarelbHOro pesynbraTa. Hapsny co
CHEIUAIM3UPOBAaHHBIMUA  TEXHOJIOTHUSIMU  TaKOro  poja  TNPUHIUN  HWHTEPAKTUBHOCTH
IPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAaHUEM CHENHATU3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTH:

CeMuHap-auCKycCcHsl — KOJUIEKTMBHOE OOCYX/JIE€HHE KaKoro-iudo CIHOpPHOTo BOMpOca,
npoOeMbl, BBIABICHHE MHEHUH B Tpymnmne (MEXIpyNmoBOH IHajor, AMCKYCCHS Kak CIIOp-
JIAajor).

5. HudpopmMannoOHHO-KOMMYHUKALIMOHHbIE  00pa3oBaTelbHbIE  TEXHOJIOTUH  —
oprasu3zaiys 00pa3oBaTeIbHOIO MPOLECCa, OCHOBAHHAS HA IPUMEHEHNH CIENMaTIU3MPOBAHHBIX
IPOTPAMMHBIX CpeJl U TEXHUYECKHUX CPEICTB PabOThI ¢ HHPOPMAIUEH.

®opMbl y4eOHBIX 3aHATHUH C UCTIOIb30BaHUEM MH(POPMALIMOHHO-KOMMYHHUKAI[MOHHBIX



TEXHOJIOTHIA:

Jleknuga-pu3yanuzanus — H3JI0KEHUE COJACPKAHUSA 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  JICSITENBHOCTH C  HCIOJb30BAHHEM  CHEUUAIU3UPOBAHHBIX
MIPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCcst
IIpencraBneno B npuiioxeHuu 1.

7 OueHOYHBIE CPeACTBA 1JIsl IPOBeeHHs POMEKYTOUHOI aTTecTAlMH
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneYeHrue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpaTypa:

1. [Manacenko, FO. A. JlokyMeHTHpOBaHHE YIPABIECHYECKOW AeATENbHOCTH: YuyeOHOe
noco6ue / H0.A. ITanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yueOHOe mocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsii. - URL:
https://znanium.com/read?id=309085

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. Kopnees, U. K. JlokymMeHTHpOBaHKE yIIPaBIEHUECKOH aesTeabHOCTH + TecThl B OBbC :
y4eOHUK U IPAaKTHUKYM JJIs1 akajgemudeckoro oakanaspuata / U. K. Kopuees, A. B. ITmenko, B. A.
Mamypues. — 2-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo 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

2. KazakeBnu, T. A. JlokyMeHTanmoHHOe oOecreueHHe YNpaBieHUs . y4eOHUK U
NPaKTHKYM JIsl cpeiHero npodeccuonansuoro oopasosanus / T. A. Kazakeuu, A. U. Tkamuu.

— 2-e uw3n., ucnp. u gomn. — MockBa : MzmarensctBo HOpaiit, 2019. — 177 c. —
(ITpodeccuonanproe odpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anekTpoHHbI //
OBC [Opaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-obespechenie-

upravleniya-437587#page/ 1

B) MeTtoauyeckue ykazaHnus:
Menroandeckue ykazaHus pazmenieHsl B [Ipunoxennn 3

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcebl:

IIporpammHoe o0ecneuenne

Haumenosanue 110 Ne norosopa CpoOK eiCcTBUS TUIEH3UN
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional

MS Windows 7

Professional(mns  |[A-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

7Zip cBoOoHO pacrpoctpansemoe [10 OCCCPOUHO

FAR Manager cB000JIHO pactpoctpansemoe [10 0ECCPOYHO



https://znanium.com/read?id=309085
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/

IIpodeccuonanabHble 6a3bl JTaHHBIX H HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa

OnekTpoHHass 0asza TMEepUOAMYECKUX H3JaHUN
East View Information Services, OO0 «1BUC»
ITouckonas cucrema Axanemus Google (Google
Scholar)
Wndopmannonnas cuctema - EnuHoe OKHO
J0CTYIa K HHGOPMAIIMOHHBIM pecypcam
HannonansHas HH(pOPMaIMOHHO-
aHanMTHYecKas cucrema — Poccuiickuii manexc|URL: https://elibrary.ru/project_risc.asp
nayuynoro nuuruposanus (PUHII)
denepanbHOe TOCYIApCTBEHHOE OFOIKETHOE
YUPEKIACHUE «DenepanbHbIit uncturyt|URL: http://www1.fips.ru/
ITPOMBIIIIICHHON COOCTBEHHOCTH
DnexTpoHHBIe pecypcebl Oubmuotexku MI'TY um.
[.1. HocoBa
MesxnyHapoiHas HayKOMEeTpHUYecKas
pedepaTBHas U NONHOTEKCTOBas 6a3a nannbix|nttp://webofscience.com
HayyHbIx u3ganuii «Web of sciencey
MesxnyHapoaHas pedepaTuBHas u
MTOJIHOTCKCTOBAsl  CIpPaBOYHAasi 0a3a JIAaHHBIX

9 MaTepuaJibHO-TeXHHYeCKOe 00ecneueHue TUCIIUIIUHBI (MOTYJIs1)

https://dlib.eastview.com/

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

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

http://magtu.ru:8085/marcweb2/Default.asp

http://scopus.com

MarepuanbHO-TEXHUYECKOE 00ECIICUCHUE TUCIUTIITUHBI BKIIIOYACT:

1. YueOHble ayJUTOPHH JUIS IPOBEICHUS 3aHATHI JIEKIIMOHHOTO THIIA

- MynpTHMeIMiiHBIE CPEACTBA XPaHEHHMS, [IEPEIauu U MPEICTABICHNS HHPOPMAIINH.

2. VYd4eOHble ayAMTOPUH [UIi TPOBEACHHS NPAKTHYECKUX 3aHATHH, TPYNIOBBIX H
WHIMBUIYaJbHBIX KOHCYJIBTAIIMH, TEKYILETr0 KOHTPOJIS U TPOMEKYTOUHOI aTTecTalum

- MynpTHMeIMifHBIE CPEACTBA XPaHEHHMS, [IEPEIau U NPECTABICHNS HHPOPMAIINH.

- KoMIutekc TecTOBBIX 3aaHHii ISl IPOBEACHHS IPOMEKYTOUYHBIX U PYOCKHBIX KOHTPOJICH.

3. [lomemieHus 7151 caMOCTOSATENNFHON paboThI 00yUaroIuXcst

- Iepconanbubie KoMIbIOTEpHI ¢ TakeToM MS Office, Bbixomom B MHTEpHET U C IOCTYNOM B
AIIEKTPOHHYIO HH()OPMALTMOHHO-00pa30BaTENbEHYIO CPEly YHUBEPCUTETA

4. TlomereHus IS XPaHSHUS U POPHIAKTUIECKOT0 00CTyKHBaHHs Y4eOHOTO 000y I0BaHHUS

- IlIxader s xpaHeHUs y4eOHO-METOANYECKOW NOKyMEHTAIMH, Y4eOHOro 0oOOpYHOBAaHUS H
y4e0HO-HarIsITHBIX TTOCOOHH.



ITpunoxxenue 1
Y4yeOHO-MeTOAMYECKOE O0ecTIeYeHHe CAMOCTOSITEIbHOM PadoThl 00y4aromuXcs
Ilpumepnaa cmpykmypa u cooepicanue pazoena:
Ilo oucyunnune «/{okymenmuposanue ynpagieHyeckol 0eameibHOCMuy npeoycmMompend
6HEAyOUMOPHAS CAMOCMOAMENbHAS paboma 00yUarWUxcs.
Ilpumepnvie memul 015 camocmoamenvHoil padoomol:

1 «Po1b 00KyMeHmupoeanus ynpasieH4eckoil 0esimeabHoCmu 6 pa3zeumuu 00uecmaea.
Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEKMa AeKYuu.

Paccmompenue oannou memvlr Heobxo0uMo Hauamv ¢ U3yYeHUs OCHOBHLIX NOHAMUL OAHHOU
oucyunaumvl.  Ilpu  smom  credyem  pazobpamvcs ¢ CYWHOCMbIO  KAMe2opuu
«/{okymenmuposanuey. bonee nodpobHo credyem paccmompemv CMPYKMypy, COOepiICaHue,
yenu u 3a0auu OUCYUNIUMBI, UCMOPUIO paszsumus 0oKymenmoobopoma. [lanee HeodOX00umo
usyuums CoCmag HOPMAMUGHO-MemoOUdeckol 6asvl OOKYMEHMUPOBAHUs YNPAGIEeHYeCKOoU
0esImeNbHOCMU 8 COBPEMEHHBIX YC08UAX Xo3sticmeosanus. OmoenvHo criedyem paccmompems
cmpame2uto  ynpagnenus OOKYMEHMAMU 6 Op2aHu3ayuu, a maxdce usydumes Gopmol
COBPEMEHHOU OOKYMEeHMAayuu.

Knrwouesvie  cnosa:ookymenm, — O0oKymeHmuposanue — uHgopmayuu,  OOKYMEHMUPOBAHUE
VAPAGNEeHYeCcKoU  0eamelbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaseieHusi — OOKYMEeHmamu,
cmaunoapmu3zayus, cmpameusi ynpasieHus 00OKyMeHmamu, YHupukayus.

3adanue ons camocmosmenvrol pabomoi:

1. U3yuums xamezopuanvHulil annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. Iloocomosumscsi k pabome Ha aekyuu no meme 1. Iloemopums 6onpoc: cywHOCMb
kamezopuu «/[okymenmupoganuey (yuebnas oucyuniuna «/[okymenmuposanue ynpasieH4eckoll
OdesmenvHocmuy, rekyus Nel). Boimb 20mosvim K 00CyHcOeHU0 3mMo20 80npoca 6 Xooe NeKyuu.

2 «Obwue npasuna ohopmienus ynpasieH4ecKux 00KymMeHn o8y .

Pexomenoayuu no cocmasnenuio u o0opabomie KOHCnekma Jexkyuu. M3yuenue mamepuanos
OaHHOU meMbl cledyem HAYamv ¢ pacCMOMpeHus mpebo8aHull K 0QopMiIeHUr peKeU3Umos.
Taxoice cnedyem u3yyums cocmas pekeusumos. Jlanee HeoOX00UMo pazobpamvcsi ¢
npUMeHeHUeM U PACNON0NCeHUeM HA OOKYMeHme PeK8U3Umos, onpedeiums ux oouue yepmol u
pasauuusa. Kpome mozo, myscHo OemanbHo pazodopamvcs ¢ pasiudHbiMU GUOAMU MeKcma
O0oKkymenma: mpaghapemuuiti OOKYMeHM, aHKema, maoaiuya, OJ1aHK.

Kniouesvie cnosa: euza coenacosanus, epugh osnakomuenus, oama 00OKyMenma, 3a20J1080K

K meKcmy, UOeHMU@UKAMOp NeKMPOHHOU KONUU OOKYMEHmA, UHMep8an, HNOONUChb, NOJe
O0OKYMeHma, pecucmpayuonHbulll HOMep OOKYMEHMA, pe30atoyus, peKeusum, CmanoapmHbli
aucm Oymazu, CColiKa HA PecUCMpayuoHHblll HoMep U O0amy OOKyMeHmad, YOOCmo8epeHue
0oKymenma, hopmynsap.

3adanue ons camocmosmenvuol pabomoi:

1. H3yuums kamezopuanvHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Illooecomosumwcs k cemunapy.

3. [loocomosumscs k pabome na aexyuu no meme 3. [losmopums 6onpoc: ocHogHbvlie
ocobeHHOCMU  UCNONb306AHUSI  A3bIKA 8  0€l0B0l  nepenucke (yueOHAs — OUCYUNIUHA
«[doxymenmuposanue ynpasienueckou oOesamenbHocmuy, aekyus Ne2). Bvimb 2comogvim K
00CYAHCOCHUIO IMO20 BONPOCA 8 X0O€ JIeKYUU.

3 «Ocobennocmu cocmaesnenus u 0opmiaeHus 0CHOBHBIX 0OKYMEHM 08 YRPAGICHUA).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKmMa NeKyuu.

Paccmompenue oannoti memvl Heobxooumo Havams ¢ aHaiu3a ocobeHHocmel OQUYUATLHO-
0e1106020 CMUsL NO CPABHEHUIO C XY O0HCECMBEHHBIM, NYOIUYUCTNUYECKUM, HAVYHBIM, Y4eOHbIM,
PA32080PHBIM CIUNIAMU SI3bIKA.



Ipu 5mom HyH#cHO ROOPOOHO U3YUUMb NeKCUdecKue 0COOeHHOCMU OOKYMEeHMOo8: Yynomped.ieHue
NapoOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. Tlocie amozo ciedyem paccmompems
opoepaghuueckue ocobeHnocmu OOKYMeHMOo8: NPUMeHeHUue NPONUCHBIX OYKE 6 2e0epahuyecKux
HA36AHUAX, HAUMEHOBAHUSX OP2AHUZAYUIL.

Kpome moco, Heobxooumo obpamums enumanue Ha opgoepaguueckue o0cobenHocmu
OOKYMEHMOG: NpUMEHEHUe NPONUCHBIX OVKE 6 2e0cpaghuueckux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuil. Tax oice crnedyem GvlACHUMbL Haubolee PACNPOCMPAHEHHble 8 OOKYMEeHmAax
OWUOKU CUHMAKCUCA U NYHKMYayuu: NOPs00K ClO8, CO2NACOBAHUE NOONeHCAUe20 U CKAZYeMO20,
npuyacmuvle u 0eenpuddacmuvlie 000pomvl, ci08000paA3068aAHUSL.

Kniouesvie cnosa: abbopesuamypa, 1aKOHUZM QOPMYIUPOBOK, HEUMPANbHASL IKCHPECCUBHASL
OKpACKa A3bIKA, HEON02U3M, OPUYUATLHO-0eN0601 CMUb, NOJHOMA UHDOPMAYUl, CUHOHUMBL,
Masmono2uu, hpazeonocusmul.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. Iloocomosumvcss k pabome Hna Jnekyuu. Ilosmopums eonpoc: opghoepapuueckue
ocobenHocmu  OOKYyMeHmo8 (yuebnas oucyuniuna «/JoKymeHmuposanue YnpaeieHuyecKkol
OdesamenvHocmuy, rekyus Ne3). boimb 2omoswvim Kk 00CysiHcoeHUo 3mo2o 60npoca 6 xooe NeKyuu.

4 «Ilpasuna oghopmnenus 00OKymeHmos no TUYHOMY COCHABY).

Ilpu u3yuenuu oOanHOU membl CMYOEHMAM He0OX00UMO pazobpamvcsi ¢ NPUHYUNAMU
paspabomku npocpamm ynpaenenus ooxymenmamu. Ocoboe eHuMaHue credyem Yyoeaumo
paccmompenuio npoyeodypbl NPOEKMUPOBAnUs U 6HeOpeHUus OOKYMeHmuvlx cucmem. Taxoice
cedyem oCmaHo8UMbCsL HA 0COOEHHOCMSX MOHUMOPUHEA U AyOUma 0OKYMEeHMHbIX CUCHEM.
Bonee oemanvno neobxooumo paccmompems cywyHocms 00aA20CPOYHOU NPOSPAMMbL 00)UeHUs.
NepcoHana opeaHusayuu 8 o01acmu Ynpasienus OOKYMeHmamu U NPUMEHEeHUs 00y4arouux
UHCMPYKYUU, BKII0YAS 00YHAIOWYI0 UHCMPYKYUIO CeKpemaps.

Kniouesvie crnoea: ayoum ynpasnenusi OOKyMEeHMAMU, KOHEEPMAYUs, MemoO0a02Usi 6HeOPeHUsl,
Mucpayus OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCIeMbl, NPOEeKMUPOSanue
OOKYMEHMHOU CUCMEMbL, PACHPEOeleHHOe VIPAGIeHUe, pecyaupylowas cpeod, cmpameus
YApasieHuss OOKYMeHMAMU.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Illoocomosumwcs k cemunapy.

4. I[Toocomosumscs k pabome na aexyuu. Ilosmopums 6onpoc. obwjas xapaxmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «JokymeHmuposanue  YnpagieH4ecKou
OdesmenvHocmuy, rekyus Ned). Boimb 20mosvim kK 00CyHcOeHU0 3mo2o 60npoca 6 Xooe NeKyuu.

5 «Opeanuzayua 0oKymenmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

B nauane cnedyem paccmompems mepmunsl «0€I10APOU3B00CMBO», «OOKYMEHMAYUOHHOE
obecneyeHue  ynNpaeieHus»,  «OOKYMEHMUPOBAHUe  UHGoOpMayuu»,  «OOKYMEHMUPOBAHUE
VAPABLEHUeCKOU 0essmeNbHOCIUY, OOKYMEHMONOMOKUY, KOOKYMEHMO0O0pOmy.

Jlanee HeobX0OuMO u3zyuumv opeanuzayuilo O0oKymeHmoobvopoma. Taxoce HYIHCHO NOOPOOHO
NPOAHATUZUPOBAMb OCODEHHOCTU PAOOMbL C BXOOAWUMU U UCXOOAUWUMU OOKYMEHMAMU.

Kpome  mozo, HeobX00umo  oCcmanoBUmMbCsi  HA  UYYEHUU — MemOO008  COKPAUeHUs.
00KYyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPAHCAHUIO KOHMPOTS UCHOIHEHUSI OOKYMEHMO8, €20 JMAnam u
MEeXHONI02UU.

Knwouesvie cnosa: eHympennutl OOKYMeHm, 6X00Awuil OOKYMeHm, OOKYMeHmoobopom,
OOKYMEHMONOMOKU, — UHDOPMAYUOHHO-NOUCKOBASL — cucmemda,  UHOeKcayus — OOKYMeHmA,
ucxooawull  OOKymMenm, Kamaioe, 00vem OO0KYMEHmMooOopoma, payuoHAIbHOe OBUNCEHUE



OOKYMEHMO8,  pecucmpayuOHHO-KOHMPOIbHASL — KApMouKa,  pecucmpayus  OOKYMeHmd,
MEeXHON02UYEeCKas 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  «/JOKyMeHmuposanue  YNPAGIEHYECKOU
OoessimenvHocmuy, nekyus NeS). Boimb 20mosvim K 00CYHCOEHUIO SMO020 BONPOCA 8 X00e JeKYUU.

6 «OcHogHble npasuia Op2anu3ayuu padomol ¢ OOKyMeHmamu)).
Pexomenoayuu no cocmagnenuro u 00pabomie KOHCNEKMa AeKYuu.
Paccmompenue Oannoti memvl HEOOX00UMO HAYAMbL C U3VHEHUS POIAU  UHDOPMAYUOHHO
CNPasouHol pabomul C1ysHcObL OIONPOU3BOOCEA OPSAHUZAYUU.
Ilpu osmom cnedyem obpamums 6HUMAHUE HA 6UObL, IMANLL  PA3PAOOMKU, pPA30ebl
HomeHKaamypwvloen. Taxoce HeoOX00UMO YACHUMb, KAK OCYUecCmensaemcs meKywee XpaHeuue
OOKYMEHMO8 U UX UCNONb308AHUE.
Ymo o3nauarom «iucm-3amecmumenty, «<Kapmazamecmumensy?
Kpome moco, credyem oxapaxmepuzosame 3KcCnepmu3y YeHHOCMU OOKYMEHmMOs, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee Pe3YIbmamos, pabomy 3KCHepMmHO KOMUCCUU.
Takowce cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUsL, XPAHEHUs U
UCNONB308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYHCHO U3Y4ums KaAHALbl 603MONCHOLL
ymeuxu uHgopmayuu u ympamsi OOKyMeHmos. 1 6 3axiouenue Heobxooumo paccmompems
mpebo8aHUs K U320MOGIEHUIO, YYemy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 0on12o0cpounoe xparenue 00KyMeHmos, 00CmMyn K 0OKYyMeHmaM,
KOHMPOb O0elcmeul, KOHMpOIb MECMONONIONCEeHUsT OOKYMEHMA, HOMEHKIAmypa Oel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKyuee Xpanerue 00KyMeHmOos, Mmunosds HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAmypa Oejl, VHUUMOMiCeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanuuenuss 0ocmyna Kk 0OKyMeHmy, 3auueHHulli OOKYMeHmMooOopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULIEHHbIN WNUOHAMNC, VZPO3bl
OOKYMEeHmMam, YeHHAas UHDOpMAayus.
3aoanue ons camocmosmenvHol pabomol.
1. U3yuums xamezopuanvbHulii annapam.
2. Jlopabomame mamepuansl 1eKyuu.
3. [loocomosumwcsi Kk cemunapy.

4. Iloocomosumscs k¥ pabome Ha nexkyuu. Iloemopums 60onpoc. dKCnepmuza YeHHOCmu
O00KYMeHmo8 (yueOHas OUCYuniuHa «/JoOKymMeHmuposaHue YnpaeieH4eckou OesamenibHOCHUY,
nekyust Ne6). Boimb 20mosvim K 00CYHCOEHUIO 9M020 BONPOCA 8 X00e NeKYUU.

Ilpumepnvie memot pepepamos
1 «Teopemuueckue 0cnosvl 0e10NPOU3BOOCHIBA OP2AHUZAYUU.
Ilposooumcs 6 ¢popme  cemunapa no obodbwenuro U yenyonreHuro  3HaAHUUl NOHAMUUHO-
Kame2opuanbHo20 annapama OUCYUNIUHbL C INEMEHMAMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deonoyuss  0oKymenma Kak —Hocumens — uumgopmayuu. Boswuknosenue u - pazeumue
omeuecmeenHo2o Oenonpoussoocmea. Jlenonpouzeoocmeo 6 cpednue eexka (XI-XV ss.).
Ipuxasnoe oenonpouzeoocmeo (XVI-XVII 6s.). Koanescckoe oenonpouzeoocmeo (XVIII a.).
Munucmepcroe Oenonpouzeoocmeo 6 Poccuu (XIX - nauwano XX 6s.). T'ocyoapcmeennoe
0en1onpou3800cmeo 6 cogemckoe spems. Cospemennoe 0e10npousso0cmso 6 Pd.
2 «Coepemennoe zocyoapcmeennoe pecyiuposanue 0eaonpouszeoocmea ¢ PMy.
3akonooamenvHoe pezynuposanue Oenonpouzeoocmea 6 P®D. Dedepanrvnvii 3axon «O6
ungopmayuu, UHGOPMAYUOHHBIX MEXHONI02UAX U O 3awume uHpopmayuuy. Pedepanvubviii 3aKOH
«O xommepueckou matney. Dedepanvuviii 3axkon «060 apxusHom Oene 6 Poccuiickou
@eodepayuuy. Dedepanvuviii  3akon  «O  nepcoHanvuvix  Oaumwixy. Ilocmanoeénenue



npasumenvcmea P® «llpasuna nod2omosku npagogvix akmos @eoepanbHbiX O0p2aHO8
UCNOTHUMENbHOU 8IACMU U UX 20CYOAPCMBEHHOU Pe2UCMPAYUUY.

Hopmamusno-memoouueckoe pezynuposanue oenonpouzsoocmea. 1 ocyoapcmeennas cucmema
00OKYyMeHmayuoHHo2o obecneyenus ynpaeienus. Oowue nonodcenus. Obwue mpebosanus K
QoKymenmam u cayxcoam Ookymenmayuonnozo obvecnevenus (I'CHOY). TOCT P 6.30-2003:
Vuuguyuposannvle cucmemvr 0okymenmayuu. YHupuyupoeannas cucmema opeanu3zayuoHHO-
pacnopsioumenvHot ookymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusnoe 0eio.
Tepmunvl u onpedenenus Tunosas uHCmMpyKyus o 0e10npoU3B00CmMay 6 peoepaibHbIX 0peaHax
ucnoaHumenshou eracmu. llepeuenb munogvlx ynpagieHueckux 0OKyMeHmos, 00pazyiouuxcs 6
0esmenbHOCMU OP2AHU3AYULL, C YKA3AHUEM CPOKO8 XPAHEHUSL.

3 «Tpebosanusa Kk d6n1anKam OOKyMeHmMO8 YRPAGIEH U,

Ilposooumcs 6 ¢hopme cemunapa no 0bobwenuro u yenyonreHuro 3HAHUL C AeMeHmamu
ouckyccuu. Ilonwsamue u uovl bnankos. Oowuil orank. brank nucvma. Brank KoHkpemuoz2o euoa
O0okymenma. Branku ons pabomol ¢ unocmpanuvimu Komnanusmu. I epboswviii 6nank. Pexeusumoi
onanka. IlpodonvHoe pacnonodicenue pekeusumos O1anka. Yanoeoe razosoe u yenmposanmoe
PACRONOdICEHUE PEKBUZUMO8 OIAHKA.

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

4 «Obuwue npasuna ohopmienHus ynpasieH4eckKux 00KyMeHmoe.

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

5 «Cocmaenenue nuunblx 0OKyMeHN06).

Ilposooumcsa 6 opme cemunapa no 0b60OweHur0 u y2ayOnieHulo 3HAHUNL € leMeHmamu
ouckyccuu. 3asenenus, asmoouozpaguu, pesrome, 1udHvle 0osepeHnocmu, pacnucku. OcHo8Hbvle
PEKGU3UMDBL, NPABUILA COCMABLEHUsL U OPOpMIeHUs. Boinoanenue KOHmponvbHblx 3a0anul

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

Ilepeuenv ceedenuii  KoHguoenyuanvhoeo xapakmepa. Ilowsmue KommepyecKkou MmatiHbl.
Ceedenus, omHocawuecsi K Kommepueckou mauvne. I[lopsaook eedeHus O0enonpou3so0cmea
OOKYMEHMO8, CO0epHCAUUX KOMMepYecKyro mauny. 3awuma OOKYMEeHMO8, CO0epHCaujux
KOMMEPUYECKy0 MatiHy.



puioxenne 2

OIIeHO‘lHI:Ie cpeacrea AJisi MIPpOBEACHUSA HpOMe)l(yTO‘lHOﬁ aTTeCTallumn

a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLlEHOYHbIE CPEJACTBA ISl MPOBEJACHUs NMPOMEKYTOUHON ATTeCTAlNM:
CTpyKTypHBII
JJICMCHT HJ’IaHI/IpyeMLIe PE3YIbTAThL 06yquI/m OHCHO‘IHI)IC CpCaAcCTBa
KOMIICTCHIIUN

OIIK - 1 — B1aieHHeM HAaBbIKAMHM MOMCKA, AHAJIN32 U UCII

0J1b30BaHUS] HOPMATHBHBIX 1 PABOBBIX IOKYMEHTOB B CBoOeil MpodeccHoHANBHOI NesITeJbHOCTH.

3HaTh - oco0eHHOCTH TmoWcCKa, aHanu3a U | TeopeTHyeckue BOMPOCHI:
UCIIONIb30BAaHUS ~ HOPMATUBHBIX U 1. Yo Takoe TOKYMEHT, C KaKOH IEJIbI0 OH MOXKET CO3/1aBaThCs?
NPaBOBBIX  JIOKYMEHTOB B  CBOeH 2. KakoBbl 0COOCHHOCTH J€JI0BOTO OOILIEHHS U ITyOJIMUHBIX BBICTYIUICHU?
podeCCHOHAIBHOM eI TEIFHOCTH. 3. KakoBbI OCHOBHBIC TPU3HAKH KIACCU(PUKAIIIN TOKYMEHTOB?
4. Yro noHMMAaeTcs MoJ JOKYMEHTAIMOHHBIM 00ECIICYCHUEM YIIPABICHHA?
5. B 4em cyTh crangapTuzanmu u yHudukaun rokymenToB? Kakue pazpabarsiBaroTest cTaHIapThI?
6. UYem otmmuaercs oopMieHHE peKBU3UTOB 00IMIero OJaHKa OT OJiaHKa muchkMa?
7. KakoBbI OCHOBHBIC PEKBH3HTHI, HCIIOJIb3yEMBIE JUIs 0()OPMIICHHUS NIPHUKa3a U PACTIOPSIKECHHUS.
8. Kaxkue (hopmbl TPOTOKOIOB MOYKHO HCIIOJIB30BATh B YIPABJICHUECKOH NEATEILHOCTH, B YEM HX OTIHIHE?
YMmers - HCKATh, AHAIM3UPOBAThH u | KoMmuiekT trectoBbix 3ananmii: Nel
HCTIONIb30BaTh HOpPMaTHBHBIE u | 1. dopmymsip — 3to:
IIPaBOBBIE  JOKYMEHTHI B  CBOCEH | a) OCHOBHas (popma JOKyMEHTa, (PUKCHPYIOIIas TPaBOBbIC OTHOIICHHUS B [IpeBHEPYCCKOM IrOCYAapCTBE;

npodeCcCHOHANBLHOM eI TeILHOCTH.

0) oco00 BblENaHHAs KOXKa JKMBOTHBIX, IIPUMEHSBIIASACS B KayecTBE OCHOBHOTO MaTepuaya [Jisi MUChMa B
JpeBHEpycCKOM rocy1apCcTBe;

B) CaMOCTOSITEIBHOE I0JIpa3/ieNIeHIe, OCYIECTBRISIONIEE AEIONPON3BOCTBEHHYIO JeSITEIHHOCTD;

T') THIOBas ycToitunBas Gopma (006paserr) OTIeNbHBIX Hanbonee pacpoCTPaHEHHBIX JOKYMEHTOB.

2. YcraHoBneHWe eAnMHOOOpasus coctaBa W (GOpPM YIPABICHYECKUX JOKYMEHTOB, CO3/JaBA€MbBIX MPH PEHICHUU
OJTHOTUIIHBIX YIPaBICHYECKUX HYHKIHNI:

a) yHA(UKAIS;

0) cepTuduKanus;

B) KOJIMPOBAHUE;

T') JOKYMEHTHPOBAHHE.

3. O0s13aTeNBHBIM YCIIOBHEM AJIS BKJIIOYEHHSI HH(GOPMAIMK B HH(GOPMAMOHHbBIE PECYPCHI, OCYIIECTBIIEMOTO B OPSIKE,
yCTaHaBJIMBAEMOM OpPTaHaMU IOCY/apCTBEHHOH BIIACTH, SBIISIETCS €e:

a) cTaHJapTU3aIINS;

0) 3amuTa;

B) TOKyMEHTHPOBAHHUE;

T) BBIKYII TOCY/JIapPCTBOM Y YACTHBIX JIMII.

4. CpencTBoM yCTpaHEHUS «OyMaKHOTO Oymay SBISIETCS:

a) KOMITBIOTEPU3aIHs ICIOTIPOU3BO/ICTBA;

0) yHubUKaIys JOKYMECHTOB;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

B) KJIaCCU(HKAIHS JOKYMEHTOB;

T') IPUMEHEHUE PA3HOCTOPOHHEH OPTTEXHUKU

5. Kakue peKBU3UTHI JOKYMEHTOB MHUIINYTCS, KAK MPABHIO, OT PYKH:
a) BU3a;

0) pe3osronus;

B) MOJIUCE;

T) aapecar.

6. K xakuM peKkBHU3UTaM OTHOCSTCS CIIOBA:

a) «BepHo» A)
0) «ns cirysxeOHOTO TTONB30BaHU» bB)
B) «3aMevaHus IpUIaraiTcsa» B)
r) «ITetpoB M.K. 924-76-40» I')
7. PeKBU3UT «IOJIKCH» HA Pa3HbIX JOKYMEHTaxX BKIIIOYAECT:

a) JMYHYIO POCIKCH aBTOPa JTOKYMEHTA,

0) TMYHYIO POCIHCH PYKOBOAUTEIS U €€ paciIi(poBKy;

B) yKa3aHHUE JTOJDKHOCTH, JIMYHYIO POCIHCH PYKOBOAMTEIS U €€ pacinupoBKY;

T') yKa3aHHE JOJDKHOCTH, HAMMEHOBAHUE OPTaHU3aIlUuH, THYHYIO POCIIUCH PYKOBOJAUTEIS,
e¢ paciu(pOBKy.

Bnanets

- HaBBIKAMH TIOMCKa, AaHauu3a W
HCTIONB30BAaHUSI ~ HOPMATHBHBIX |
MIPaBOBBIX  JOKYMEHTOB B  CBOEil
podeCcCHOHAIBLHOM eI TeIHOCTH.

[pakTuyeckue 3a1anus:

Kpoccropa 1.

[To ropuzonranu: 1) 3anuch MHGOPMAIMK HA PA3IMYHBIX HOCHTEISIX 10 YCTAHOBJICHHBIM IpaBWIIaM; 2) YCTaHOBJICHHE
KOJIMYECTBA M COCTaBa NOKYMEHTOB B EIMHUIAX ydYeTa M (PUKCAIUs MPHHAMISKHOCTH KaXIOW EIUHHIBI y4eTa K
OTIpeNIeIECHHOMY KOMIDIEKCY W OOIIeMy HUX KOJMYECTBY B YUCTHBIX NOKYMEHTaX; 3) YUCTHBIA MOKYMEHT, COIEp KaIluit
Ha3BaHHUE, CBEJICHUS O KOJHMYECTBE, COCTAaBE MOKYMEHTOB (OHAAa M MECTC €ro XpaHCHHs, NpeTHA3HAYCHHBIH IS
[IEHTPAIM30BAHHOTO yYeTa JIOKYMEHTOB; 4) mepedeHb O(HUIMANBHBIX HAWNMEHOBAHUH XPAHSAIMINXCS, BBIOBIBIINX U
MOCTYMAIOMINX apXUBHBIX (OHIOB B TOpPAOKE BO3pacTaHHS MPUCBOSHHBIX MM HOMEpOB; 5) TpeayCMOTpEHHBIE
HOPMATHBHBIMH JOKYMEHTAMH YCIIOBHS HWCIIOJNB30BAHUS apXUBHBIX W KOH(PHUICHIHAIBLHBIX JTOKYMEHTOB; 6) mU(ppPOBOE
u/unu OyKBEeHHO-IIU(PpOBOE 0003HAYEHHE Jella B HOMEHKJIAType Jel OpraHu3alii, HAaHOCHMOE Ha ero OOJOXKKY; 7)
CBOMCTBa JIOKYMEHTa, OOYCIaBIIMBAIOUIME €ro KyJbTypHOE, HayyHOe M T.II. 3HA4Y€HHe; §) BOCCTAHOBJICHHE
NIEPBOHAYAJIBHBIX HWJIHA OJIM3KAX K TNICPBOHAYAIbHBIM CBOMCTB ¥ BHEIIHUX IIPU3HAKOB AapPXUBHOI'0 JOKYMCHTA,
MTOJIBEPTIIETOCs MOBPEKACHUIO WM pa3pylIeHUIo; 9) CpeacTBO THPAXUPOBAHUSA JOKYMEHTOB; 10) y4eTHBIH JOKYMEHT,
CO}Iep)KaH.H/Iﬁ MEPEUYCHb TOKYMEHTOB JI€jia C YKa3aHHUEM IMMOPAAKOBBIX HOMEPOB JOKYMEHTOB, X UHICKCOB, Ha3BaHHﬁ, Jar,
HOMepoB JicToB; 11) mpuMeHeHue MHGOPMAIMM JOKYMEHTOB B KYJbTYPHBIX, HAYYHBIX M T.II. LENSAX, a TaKKe JUIA
obecrieyeHns] 3aKOHHBIX IIpaB MW HMHTEPECOB TpaxkJaH; 12) CIpaBOYHHMK, B KOTOPOM HH(OpMAIMsi O JOKYMEHTax
pacIiojiokeHa B COOTBETCTBHM C BBIOpAaHHOW cxeMoil kiaccudukanuu; 13) ZOKYMEHT, NMOJHOCTHIO BOCIIPOW3BOSIIMN
nH(pOpMaNNIO MTOJUIMHHOTO JIOKYMEHTa M BCE €ro BHEIIHWE NPU3HAKM MJIM YacTh WX, HO HE MMEIOUIMH FOpPHIMYECKOH




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIHU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

cuibl; 14) n3MeHeHHWE MNEepBOHAYAIBHBIX (U3UKO-XUMHYECKUX CBOWMCTB JIOKYMEHTa IIOJl BO3JCHCTBHEM BHEUIHUX H

BHYTpeHHUX (DakTOpoB; 15) mepBBIil MM €AMHUYHBIA SK3EMIULIp O(UIMANIBEHOTO JOKYMEHTa; 16) IOpUIAMYECKOE HIIH

(u3HYecKoe JUIO, B AATEIHLHOCTH KOTOPOTo 00pa3yeTcs JOKYMEHTaIbHbIH (oH/; 17) cpeacTBO XpaHeHHs JOKYMEHTOB.
23
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ITo Beprukanu: 1) ABMKEHHE NOKYMEHTOB B OpraHM3alMd C MOMEHTa WX CO3[aHWS WM MOIYyYCHHsS 10 3aBEpLICHUS
WCTIONTHEHUS WM OTIpaBieHus; 18) 3amich ydeTHBIX JaHHBIX O JIOKYMEHTE II0 YCTaHOBJIEHHOH (opme, (pukcupyromas
(aKT ero cosjgaHus, OTIPABICHUS MM IONy4deHUs; 19) TOKyMEHT MM COBOKYHMHOCTh IOKYMEHTOB, OTHOCSIIUXCS K
OJTHOMY BOIIPOCY HJIM y4acTKy AEATEIbHOCTH U IIOMEIIEHHBIX B OTAEIBbHYI0 00JI0kKKY; 20) OpraHu3anus Win CTpyKTYpHOE
TI0JIpa3/ieNieHHe, OCYIIECTBISIONIEe AIUTEIFHOS WM TMOCTOSHHOE XpaHCHHE OKOHYEHHBIX JTOKYMEHTOB C IIEIbI0 HX
UCTIONB30BaHMA; 21) CpeACTBO KAacCOBOW OPITEXHWKH; 22) KOMUS YacTH TeKcTa JOKyMeHTa, O(OpMIIeHHas B
YCTAHOBJICHHOM HOpsIKe; 23) CPeCTBO U3TOTOBICHHUS N300Pa3UTENBHBIX JOKYMEHTOB; 24) crenuanbHO 000pyAOBaHHOE
NOMELICHUE U XPAaHEHUs] apXUBHBIX JOKYMEHTOB; 25) MOBTOPHBIA IK3EMIUIAP NOMJIMHHHMKA JIOKYMEHTa, UMEIOIINH
OPUINYECKYIO CHITy; 26) (u3mueckoe WM IOPUAMYECKOE JIMI0, CO3aBIliee JOKYMEHT; 27) oduiuanbHBIA JOKYMEHT,
MMEIOIINH IOPUINYECKYIO CHITy M CoJepiKamuii HHPOPMAIHIo O MPeIMeTe 3arpoca, C yKa3aHWeM ITOMCKOBBIX JTaHHBIX
JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha XpaHEHHE WM K YHHUTOXKCHHUIO, a TAK)KE YCTAHOBJIEHHE CPOKOB UX XpaHEHHS Ha
OCHOBE MPUHSTHIX KPUTEPUEB.

[
o

IIK — 8 — Bi1aieHHeM HaBBIKAMH JOKYMEHTAJIbHOro 0opMIIeHHsI pellleHHii B yIpaBJIeHNH ONePAlMOHHOI (IPOU3BOCTBEHHOM) eATEILHOCTH OPraHU3aluii IPU BHePEeHUH
TEXHOJOTHYECKHX, MPOTYKTOBbIX HHHOBALWI WJIH OPraHU3alMOHHbBIX H3MeHEeHMil.




CTpyKTypHBIH

JJIEMEHT [Tnarupyemsie pe3ynbTaTsl 00ydeHUs OueHoYHBIE CpPENCTBA
KOMITETEHIINN

3HaTh -IOKyMEHTaJIbHOE odopmienue | TeopeTruueckre BOIPOCHI:
peeHuit B ynpagienus | 1. Yro Takoe cXeMbl JOKyMEHTO000pOTa, 3a4eM OHH HYKHBI?
oreparoHHONW  (IPOU3BOJCTBEHHOM) | 2. C kakoi Uenblo pa3pabaThIBAIOTCS HMHCTPYKLIUHM IO JEJIONPOU3BOJCTBY, 4YTO B HHX HEOOXOJMMO
JCATeIbHOCTH ~ OpraHM3alMii  IpH | IPEeIyCMOTPETH?
BHEJIPEHUH TEXHOJIOTUYECKHUX, | 3. VYKaKUTE TEXHOJIOTUYECKYIO TOCIIEI0BATEIHLHOCTh ITAIIOB PA0OTHI C BXOSIIMMHU JOKYMEHTAMHU.
TIPOJTYKTOBBIX WHHOBALUH w | 4. KakoBa nocnenoBaTenbHOCTh oniepanuii npu paboTe ¢ BHYTPEHHHUMHU JTIOKYMEHTaMu?
OpTraHM3AIMOHHBIX W3MEHEHNN 5. C xakoii nenpro mpoBoIUTCs (OPMHUPOBAHUE JIEN, KaKHe TIPH STOM HEOOXOIUMO COOIOAaTh TpeOoBaHMA?

6. Uro Takoe HOMEHKJIATYpa eI, C KaKOH [EeJbI0 pa3padaThIBalOTCs THIIOBBIE HOMEHKIIATYPHI Jei?
Ymetb - OCYIIECTBJIATh JOKYMEHTAJIbHOE KomMriekT TecToBbIX 3amaHmii: No2

odopMIICHHE PEIIICHUH B yIIPaBICHUH
OIeparmoHHON (TIPOU3BOICTBEHHOIH)
JIEATENLHOCTH OPTaHU3AINIH TIPH
BHEJPEHUH TEXHOJOTHIECKHX,
TPOYKTOBBIX HHHOBAIIU# HITH
OpTaHU3aAIMOHHBIX M3MEHEHNI;

- IIOHUMAaThb BO3MOXXHBIC
TOJIOKUTCIIBHBIC W OTPHUIATCIBHBIC
TOCJIICACTBUA MIPUHUMAEMBIX

OpraHU3alMOHHO-YTPABICHYECKIX
peleHuii, oneHuBaTh 3(GQHEKTHBHOCTD
YIPaBJICHUYECKUX PEIICHUMN.

1. Kakoe cokparienue sBisieTcst ab0peBHaTypoii:

a) AI'3 MUC P®;

6) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KoTopoe 0003HaYaeT HOBOE MOHATHE, YIIOTPEOIIeMOE B TOKYMEHTAX, —
3T0:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTH3M,;

T) apxau3M.

3. Or6epuTe MpUHIUT OQUIINATHHO-AECIOBOTO CTUJIS TIOKYMEHTAIIUN:

a) IPeIOCTaBIICHNS] MAKCUMAJIEHO BO3MOXKHOHM HH(opManumy;

0) IpUMEHEHHE CIIOB «MBbI BBITIOIIHIM», <51 CIIETIAi0»;

B) OTPaHMYCHHOCTH B IPUMEHEHUH SI3bIKOBBIX CPEJICTB;

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

4. Jlexcudyeckoe COKpalleHHe CIIoBa, YIIOTPEOIIEeMOro B IOKYMEHTaxX — 3TO:
a) abOpeBHaTypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T') TApOHHM.

5. UTo HE OTHOCHUTCS K OQHIIHATIBHO-ZIEJIOBOMY CTHIIIO JOKYMEHTA!

a) aApeCcHOCTh HHPOPMALINHY;

0) TemMaTHuecKasi OrPaHUYEHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) MpEJOCTaBIEHHE MAKCUMAaJIbHO BO3MOXKHOIM HH(pOpMaNy;

T) yHU(]UKAIMS TOKYMEHTa.

6. CrtocoOHOCTh JOKYMEHTHOH CHCTEMBbI JUINTEIBHO U ITPAaBMIILHO (YHKIIMOHUPOBATH




CTpyKTypHBIH

AIEeMEHT [Tnarupyemslie pe3yabTaTel 00yUeHHS Or1eHOUHBIE CpeaCTBa
KOMIETEHITHA
B COOTBETCTBHH C TPeOyeMBIMH MPOLIEAypaMH O3HAUYAET €e:
a) HaJIe)KHOCTh;
0) 3¢ PeKTUBHOCTE;
B) IIETIOCTHOCTB;
') KOMIIEKCHOCTb.
7. CIocoOHOCTh JOKYMEHTHOH CUCTEMBI ITPEAOTBpAIIaTh HECAHKIIMOHUPOBAaHHBIE
JOCTYTI K TOKYMEHTaM, X YHHUTOKCHHE, I3MECHEHHE WIH TIepEeMEICHHS 03HAYACT ee:
a) HaJIe)KHOCTD;
0) 3¢ PeKTUBHOCTE;
B) IIETIOCTHOCTB;
T') KOMIUICKCHOCTb.§. MeTOM0IOTHS IPOSKTUPOBAHUS M BHEIPCHUS TOKYMEHTHBIX CHCTEM BKIIFOYACT:
a) aHAJN3 JICJOBOH JCATEIIEHOCTH OpTraHU3allly;
0) OLICHKY CYIIECTBYIOIIUX JOKYMEHTHBIX CUCTEM;
B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOLIHE NEHCTBYS;
T') IpeKpalleHne MTPUMEHEHHS JOKYMEHTHBIX CHCTEM.
9. O0bexTaMu YHH(UKALWY U CTAaHAAPTH3AIMH B YIPABJICHUECKOH A TEIbHOCTH
SIBIISIOTCSL:
a) TSPMUHBI, UCIOJb3yEeMbIC TIPU pabOTe ¢ YIpaBiICHICCKON HHOpMAIIHEH;
0) opraHM3aIMOHHEIC CTPYKTYPHI OpTaHU3aANNH, YIPSKICHAN U IPEIIPUITHI;
B) yIpaBIeHUYECKHE ()yHKIIHU;
T') yIpaBlieHYeCKas TOKYMEHTAIHSI.
Bnanets - HaBBIKAMU JIOKYMEHTAJIHHOTO

opOpMIICHHS PEIICHUI B YIPABICHUH

OTIepanOHHON (HpOI/ISBOI[C”l;BeHHOI/I) TTpaKTaeckue sazianms:

NESITeIbHOCTH  OpraHu3aluid  TpHU
Kpoccopa Ne 2.

BHEJPCHUH TEXHOJIOTHIECKHUX,

MIPOAYKTOBBIX WHHOBaIUH WA

OpraHU3alfMOHHBIX W3MEHEHUI.




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIHU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

10

11

4 ||

s LT[ 1 ]

Ilo ropusoHTamu: 1) HOPMAaTHBHBIN JOKYMEHT, COJACpPXALIUM CHCTEeMaTH3UPOBAHHBIM IE€PEeYeHb CTPYINIHPOBAHHBIX
HaMMEHOBaHUII OOBEKTOB M IPUCBOCHHBIE WM KOJBI, 2) HOPMATHBHBIH JIOKYMEHT, 3aKpeIUISIOUMH YHU(DUKALUIO
JICIIOTIPOM3BOICTBA; 3) (PUKcalMs HAa MAaTEpUATLHOM HOCHUTENC HH()OPMAIMM C PEKBU3UTAMH, IO3BOJIIIOUIMMHU €€
UACHTH(HUINPOBATH; 4) YCTAaHOBJICHHE €ANHOOOpa3ust cocTaBa U (OPM YIPaBICHYECKUX TOKYMEHTOB, CO3aBACMbIX IIPH
pELIeHN OAHOTHUITHBIX YNpaBieHdecKnX (yHKIWH; 5) uHbopManus, PUKCHpOBaHHAas HA KAaKOM-JIMOO MaTepHalbHOM
HOCHTEE.

[o BepTukamm: 1) mudposoe obo3HaUeHHE POPM JOKYMEHTOB B XOJE COCTAaBJICHUS KiacCH(pHUKaTopoB WHPOpManuu; 6)
muppoBoe 00O3HAYCHUE, SBISFOLICECS DIIEMEHTOM HICHTH(GHUKAIMA OOBEKTOB B XOA€ HUX Kiaccupukanuu; 7)
MEXAYHApOAHBI JOTOBOp II0 ONPENISIICHHOMY BONpOCY; &) OpraHm3alys WIM CTPYKTYpHOE TOJpasfelicHue,
OCYLIECTBIISIFOILEE JIOJTOBPEMEHHOE WM MOCTOSHHOE XpaHEHHe OKOHYEHHBIX JIe1; 9) BHECEHHE JOJDKHOCTHBIM JIMIIOM B
oduManbHble JTOKYMEHTBI 3aBEIOMO JIOKHBIX CBEJICHMH WM MCIPABICHHH, HCKaXalOIUX HX JEHCTBHUTEIbHOE
cogepkanue; 10) cHHOHMM ciloBa 70roBop; 11) JOKyMEHT, TTOATBEP)KIAAIONIMKA COOTBETCTBHE MPOIYKIUH, NPOLECCOB U
YCIIYT YCTaHOBJICHHBIM TPEOOBAHUSIM.

IIK-11- BJIAICHUEM HABbIKAMH aHAJJIHU3a l/lH(l)OpMallPlPl 0 (bymcunomdponamm CUCTEMbI BHYTPCHHET 0 I[OKyMeHTOOﬁOpOTa OpraHusanvu, BeI1CHUs 0a3 AAHHBIX MO PA3IMYHBIM
MHUPOBaHUSA l/lH(l)OpMallPIOHHOFO odecreyeHUus YYACTHUKOB OPraHU3allMOHHBIX IIPOCKTOB.

nokasareJsm 1 §o

3HaTh - aHaIu3 nHpOpManun ol Uto moHMMaeTcs MO 3KCIIEPTU30H IEHHOCTH JOKyMEHTa?
(hyHKIIMOHUPOBAaHUH CHCTEMBI|2 Kakwne xputepun UCTIONB3YIOTCS MIPH OLIEHKE TOKYMEHTOB?
BHYTPEHHETO JIOKyMEHTO000poTa3. Kak ocymecTBisercs nmpueM-niepeada ei B apxXuB?
OpraHM3aIiy, BeleHUs 0a3 MaHHBIX MOW4. Uro Takoe KOH(PHUICHIINATIBHBIN JOKYMEHT?
[PA3TMIHBIM MTOKa3aTeIsIM uo Kakwe ocHOBHBIE yTrpO3bl BO3HUKAIOT MPH padoTe ¢ KOHPHUISHIINATHHEIMHA JOKYMEHTaMH?
(bopMupoBaHHS HH(POPMAITHOHHOT 0|6 YkaxuTe 0COOCHHOCTH BEICHHUS JIEIOMPON3BOJICTBA, 00ECIIEUNBAIONIETO YUET U COXPAHHOCTh KOH(DUICHITHATHHON




CTpyKTypHBIH

JJIEMEHT [Tnarupyemsie pe3ynbTaTsl 00ydeHUs OueHoYHBIE CpPENCTBA
KOMITCTEHIINU
oOecrieueHus YYaCTHHUKOBHUH(pOPMAIMU U JOKYMEHTOB.
OpraHU3aIMOHHBIX TPOEKTOB. 7. UTo MOHMMAeTCs 1M0J1 3alMIICHHBIM JOKYMEHTOOO0POTOM, 33 CUET YEro MOXeT ObITh o0ecreueHa ero 3ammura?
YMeTh - BJIAJIETh HaBBIKAMH ananmn3aKoMIuiekT TecToBBIX 3amanuii: Nel
nHpOpManmuu o  (yHKIMOHHpOoBaHWH|l. 3HaUCHNE JOKYMEHTAIIHOHHOTO 00ECTICUeHHS YIIPABICHHUS OTPEAeIsIeTCS:
CHCTEMBI BHYTPEHHET0[2) KOMMYHHUKALUSIMU;
ITOKyMeHT0000pOTa OpraHM3aIym,0) nASHTU(UKALUEH;
BexeHHs 0a3 IaHHBIX MO pa3IMYHBIM[B) (PHKCAIHEH;
MoKazaTessiM u (hopMHPOBaHUAT) CyAeOHBIM Pa30UPATETHLCTBOM.
mH(pOpPMALIMOHHOTO obecrieuenus2. B mpaBoM BepXHEM yTily TOKYMEHTOB PacloaraloTcs CIEAYIONHe PEKBU3UTHIL: a)
y4aCTHHKOB OpraHU3aLOHHBIX[TPU( COTJIACOBAHNS;
MIPOEKTOB. 0) OTMETKa O KOHTPOIIE;
B) TpH( YTBEPKICHHUS;
T') agpecar.
3. B 1eBoM BepXHEM yTTy JOKyMEHTOB PACIIOIATaloTCs CIETYIONINEe PEKBU3HUTHI:
Q) PE30ITFOIIHS;
0) OTMETKa O HATMYMH PUIIOKECHUS;
B) OTMETKa 00 MCIIOJIHUTEIE;
') KO OpTaHU3alHH.
4. B mpaBoM HIDKHEM YTy pacriojiaraloTcsi peKBU3UTHI:
) OCHOBHOM rocynapcTBeHHbIH peructpanuonssiii Homep (OI'PH) ropunudgeckoro
ITuIa;
0) K01 GOPMBI TOKYMEHTA;
B) MIeHTH(OUKAITHOHHBIH HOMep Hanoromtatenbiuka (MHH);
) Tpu¢ OrpaHUUCHHMS IOCTYIA K JOKYMEHTY.
Buagers - HaBbIKaMH aHanmu3a WHQopMaruu O[KOMIUIEKT TeCTOBBIX 3amaHuii: No2

(YHKIIMOHHPOBaHUH CHCTEMBI
BHYTPEHHETO JIOKyMEHTO000pOTa
OpraHu3aliM, BeACHUs 0a3 JaHHBIX IIO
[pa3INYHBIM TIOKa3aTelsIM u
(hopMHUpOBaHUS HHPOPMALMOHHOTO
obecrieueHus Y4aCTHHKOB

OpTaHU3allMOHHBIX ITPOCKTOB.

1. K mpaBuiiam JIe7I0BOrO 3THKETa OTHOCSTCS:

a) HETOPOILTUBOCTD C OTBETOM;

0) 6;aroapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 0OCTOSTEIBHOE H3IIOKEHHE JOKYMEHTA,

') yMEHHUE CIYIIaTh IPYTHUX JIOACH.

2. B KakoM [TOKYMEHTE HCIIOJIB3YIOTCS CJIOBA «... B IPOTHBHOM ciiy4ae Bam OymyT
MpeabsIBICHBI MTPpadHbIC CAHKIIMNY B KA4eCTBE SI3BIKOBOM (hOPMYJIbI, KaK pe3yJibTara
[YHH(DHUKALNHN SI3BIKOBBIX CPEIICTR:

a) B TAPAHTUITHOM TIHCHME;

0) B peKkIaMaIrimOHHOM IHCHEME;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIHU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

B) B MH(GOPMALIMOHHOM MUCHEME;
') B MUCbMe-HAIIOMHHAHNH.

bTO:

a) Ipo(eccHoHaTNU3MBI;

0) CHHOHHMBI,

B) HEOJIOTU3MEI,

') TApOHUMBI.

4. 3aKOHYEHHBIH B CMBICIIOBOM OTHOLIEHHH OTPE30K TEKCTa, O3BOJIAIOMINI YCTaHOBUTh
BHaYEHHE BXO/SIIETO B HETO CII0Ba WM (hpasbl — 3TO:

a) aHHOTAIIWS,

0) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.

5. Perynupytomias (nesTeNbHOCTh OpraHu3aIuii) cpeia BKII0YaeT:

) rOCYIapCTBEHHBIC CTAHAAPTHI;

0) OOIIECTBCHHBIC OXKHTAHHS,

B) pEKOMEHIALINH, OTPaKAIOIUE IEPEIOBOM OIBIT;

') HOpMaTHUBHbIE JOKYMEHTHI, OTPaKafOIIHUE AEATEIbHOCTh OPTaHU3AIHH.
6. [TonTrka ynpaBieHns JOKYMEHTaMHU OpraHM3aliH O3BOJISIET:

) TIOBBIIATH 3 (PEKTUBHOCTH JIESATEIEHOCTH OpPTraHNu3alvy;

0) cobmoaaTh TpeOOBaHHS 3aKOHOJATEIBCTBA H PETYIHPYIOLIESH CPEIBI;
B) M30eaTh PUCKOB NPEIIPHUHAMATEILCKO eI TeIbHOCTH, CBSI3aHHBIX C IOKYMEHTaMHU;
') COXpaHATh MaMsTh OpraHU3aIlMN, MHANBHAA U 00IIeCTBa.

ITK-20 — B1agenneM HABBIKAMM MOATOTOBKH OPraHN3AIMOHHBIX H PACHOPSANTEIBHBIX JOKYMEHTOB, HEO0X0UMBIX /151 CO3JAHHSI HOBBIX NMPeAN PHHAMATEIBLCKUX CTPYKTYP

3HaTh - 0COOEHHOCTH OAroToBKH|1 Ykaxnure OCHOBHBIC TPEOOBaHMS K OOPMIICHHIO JEIOBOTO IMUCHMA.
OpraHM3aIMOHHBIX H PACIIOPSAUTEIEHBIX|2 Kakwe KoMITIIeKChl TOKYMEHTAIMN BKJIFOYAET B ceOs KaapoBast HHPOPMAIMOHHO-IOKYMECHTAIIHOHHAS cCcTeMa?
IMOKYMEHTOB, HEOOXOJUMBIX 53, B yem ocobeHHOCTH 0pOpMIICHHS IPUKA30B IO JITIHOMY COCTaBy?
CO31aHMsI HOBBIX MpeANPUHUMATENbCKUXH Urto moHUMAETCs TOJ] OpraHu3alueii JOKyMeHTo00opoTa?
CTPYKTYD. 5 Kakyro nadopMarmo coaepxuT HoMeHKIaTypa jien?
VYMethb -BJIAJICTh HaBbIKaMU moaroToBKUKOMIUIEKT TeCTOBEIX 3amanuii: Nel
OpraHM3alMOHHBIX U PacHoOPSAUTENbHBIX|l. B 1€BOM HMKHEM YTy pacrnonaraloTcsi peKBU3UTHI:
ITOKYMEHTOB, HEOOXOUMBIX JUIsi[a) KOJ MPUYMHBI TOCTAHOBKU HA YYET;

CO3JaHNsI HOBBIX MPECANTPUHUMATCIbCKUX]

0) OTTHCK TIeYaTH;

CTPYKTYD.

B) BU3HI;

3. CHOBa, KOTOPbIC CTAHOBATCS HeO(l)I/IHI/IaJ'ILHLIM 3aMCHUTCJIEM TEPMUHA U UX MTPUMECHCHHNC B NOKYMEHTAaX HECAOITYCTUMO, —




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

') OTMETKa 00 HCIOJIHUTEIE.

2. K B3aMMOUCKIIIOUAOIINM PEKBU3UTAM OTHOCATCS:

a) aMOJIeMa OpraHu3aliy U ToCyIapCTBEHHbIH repb Pd;
0) KO OpraHu3aly ¥ Ko (OPMBI JOKYMEHTA;

B) pErUCTPAIlMOHHBIN HOMEp JOKYMEHTA U CChUIKA Ha PETUCTPAllMOHHBIA HOMEp U
naTy JOKyMEHTa;

r) Tpu¢ yTBEp>KACHUS U redaTs.3. Ecin opraHu3anus Mo Be10MCTBEHHA OJHOBPEMEHHO HECKOJIBKHM OpraHaM
[YIIpaBJICHNUS, TO B Pa3HBIX CUTYalNsAX yKa3bIBaCTCA:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAST OPTaHU3ALIIHS;

0) camast TTIaBHAs! BEIIIECTOSIAS OPTaHU3aIHs;

B) He OoJIee Tpex CTEICHE! IT0IBEIOMCTBEHHOCTH;

') HE yKa3bIBaeTCsl HM OJHA BBIIICCTOAIIAS OPraHU3aIHs.
4. JlaTto#t MOKyMEHTa MOXKET OBITh JaTa:

Q) ero HaIlMCAHUS U COTJIACOBAHUS;

0) ero moMUCaHuU;

B) €r0 YTBEPKICHHUS;

') IPOBEACHU 3aceqaHusl, Ha KOTOPOM NPHUHATO PELICHHUE.
S. JlaTbl B TOKyMEHTax MOTYT OBITh OpOPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

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

Bnagers

- HaBbIKAMU IIOJArOTOBKH|
OpraHU3aIMOHHBIX H PACIIOPSAUTEIbHBIX|
IMOKYMEHTOB, HEOOXOJUMBIX IS
CO31aHUs HOBBIX MPENIPUHAMATEIBCKHX|

CTPYKTYP.

IKOMILIEKT TECTOBBIX 3amaHuii: No2

1. K mpuHIMnaM pa3paboTKu NporpamMM yHpaBJICHHS JOKYMEHTaAMH OTHOCHUTCS:

a) OLICHKA PUCKOB, CBA3AHHBIX C OTCYTCTBHEM O(QHINAIBHBIX IOKYMEHTOB;

0) onpeniesieHNe IPABUII CO3AHMUS METAAaHHbIX O IOKYMEHTaX;

B) obecrieueHre XpaHeHNs] TOKYMEHTOB B 0€30I1aCHOH M 3alUIICHHON Cpee;

') onpeieneHre BO3MOXKHOCTeH NOoBbIIeHHs 2P PEKTHBHOCTH PabOTHI OpraHU3aluH

B pe3yJibTaTe KaueCTBEHHOTO YIPaBJICHHS JIOKYMEHTaMHU.

2. PacmipezeneHre OTBETCTBEHHOCTH 32 JOKYMEHTAIIMOHHOE 00eCIIeUeHHEe YIPaBICHHs
[peArnoaaraeT OTBETCTBEHHOCTh!

a) BCEX COTPYIHUKOB OpraHU3alnH 32 ;

0) CHCTEMHBIX a]MUHHCTPATOPOB 32 ;

B) PYKOBOJCTBa OPTaHHU3ALNH 32 ;

') cekperapeii 3a .

3. Ecniu IOKyMEHT SIBJISIETCS] TEM, YEM JIOJDKEH OBITh; CO3/1aH WJIM OTIPABJICH JIMIIOM, YIIOJHOMOYEHHBIM Ha 3TO, 4 TAK)XXE B




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3ynbTaTsl 00ydeHUs

Or1eHOUHBIE CpeaCTBa

TO BpeMsi, KOTOPOE YKa3aHO Ha JJOKYMEHTE, TO 9TO 03Ha4yaeT ero:
a) I0CTOBEPHOCT,

0) IIETIOCTHOCTH;

B) ayTEHTUYHOCTD;

') IPUTOAHOCTD JUIsl HCIIOJIb30BaHUSI.

4. Ctparerust BHEAPEHNUS JOKYMEHTHBIX CUCTEM IIPEAyCMaTpUBACT:
Q) IPOCKTHPOBAHHUE TOKYMEHTHBIX CHCTEM;

0) IOATOTOBKY COTPYAHHUKOB, pabOTaIONINX ¢ JOKYMEHTAMU,

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOIIEH cpene;

F) KOHBCPTALNIO JOKYMCHTOB B HOBbIC JOKYMCHTHBIC CHUCTCMBI, q)OpMaTLI.




0) Ilopsiok npoBedeHHS] TPOMEKYTOYHOH AaTTeCTallMU, MNOKa3aTeJu M KPUTepUH
OLICHHBAHUS:

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.

Kpumepuu oyenxku (6 coomeemcmeuu ¢ Qopmupyemvimu — KOMHEMEHYuamu U
NAGHUPYEMBIMU PE3YTbMaAmamu 00y4eHus):

OreHka «3a4TEHO» BBICTABIISIETCS CTYACHTY, KOTOPBIH

- IPOYHO YCBOWJI MIPEyCMOTPEHHBIH MPOrpaMMHBII MaTepualt;

- IPaBWJIBHO, apPT'YMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C IPUBEJCHUEM IPUMEPOB;

- TOKa3aja TIyOOKHEe CHCTEMAaTH3MPOBAHHBIC 3HAHUS, BIIAJEET NMPHEMaMH PACCYXICHUSI U
COMNOCTABIISIET MaTepual M3 Pa3HBIX MCTOYHHKOB: TEOPHUIO CBS3BIBACT C NMPAKTUKOH, APYTUMH
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB

- 6€3 omOOK BBIMOJHUII MPAKTUYECKOE 33/1aHHE.

OrneHka «He 3a4TEHO» BBICTABISETCS CTYACHTY, KOTOPbIN He cripaBuiics ¢ 50% BOnpocoB U
3aJlaHUif, B OTBETaxX Ha JpPYyrHe BONPOCHI JOIYCTHJI CyIIEeCTBeHHBbIe omuOku. LlemocTHOro
NPECTABICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, dTanax pa3BUTHUS KyJIbTYPHI Y CTYy/ICHTA HET.

Ipuio:xkenue 3
Memoouueckue pekomenoayuu 011 nOO20MOGKU K 3a4emy
1. [TonroroBKa K 3a4eTy 3aKII0YAETCs B U3YUYCHUHU TIIATEIHHOU MPOPabOTKE CTYACHTOM
y4eOHOro MaTrepuasia JUCIHUILUIUHBI C YYETOM YUYEOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHITHH,
CTPYNIUPOBAHHOM B BUJIE KOHTPOJBHBIX BOPOCOB.
2. 3a4eT 1no Kypcy NpoOBOAUTCS B BUJIE TECTUPOBAHMUS.
3. KauecTBeHHOM MOArOTOBKOM K 3a4€TY SIBJIAETCS:
—TIOJTHOE 3HAHUE BCETO YUYeOHOTO MaTepHalia mo Kypcy;
—CBOOOJIHOE OTIEPUPOBAHKE MATEPUATIOM;
—JIEMOHCTpAIUs 3HAHUH JIOMOJIHUTEIILHOTO MaTepHaa;
—4€TKHUE NPABWIbHBIE OTBETHI B 33JaHUSX.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHATHS, IPUMEHSEMBIC B JISIIOMTPOU3BOJICTRE.

2. PexBusuthl TokyMeHTOB. Kakue BuIbI OJIaHKOB B (DOPMATHI IOKYMEHTA TPUMEHSIFOTCS B
YUpEKIACHUSAX ?

3. Cocras o0uiero 0y1aHka.

4. PexBu3uThl B cocTaBe Oj1aHKa MUChMa. YeM oTiIMUaeTcst oOImMil OJIaHK OT OJIaHKa JIJIs
michMa?

5. PexBu3uTH B cocTaBe OIaHKa BUA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxue TpeGoBaHMs MPEABIBIAIOTCS K TOKyMEHTaM?

8. Ha3znaueHue M cOCTaB OPTaHU3AIMOHHO-TIPABOBOM JJOKYMEHTAITUU

9. HaznaueHue M cOCTaB pacMOPSATUTENLHON TOKyMEHTAIlUU

10. Haznauenue u coctaB HH(YOPMAIIMOHHO-CITPABOYHOW JOKYMEHTAITUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBU3HTA «CIIPABOYHBIC JaHHBIC 00 OpTaHU3AITUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

14. CocTaBHbIE YaCTH PETUCTPAIMOHHOTO HOMEPA IOKYMEHTA U TIOPSJIOK €T0 MPOCTaBICHUS

15. Tlopsimok agpecoBaHus JOKYMEHTA.

16. Kakumu cnoco6amu oopMIisieTcs yTBEpKICHHE TOKyMeHTa?

17. Kakue TpeOGoBaHMs MPEIBSBISIOTCS K 3aT0JIOBKY?

18. Tlopsimox odopmiteHUs IPUITOKEHUN K TOKYMEHTY

19. opsitox oopMIICHUS PEKBU3UTOB «IIOAIMKCH» M «OTMETKA O 3aBEPCHHUH KO



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, IPOCTABIISIEMBIE Ha BXOSIIEM IOKYMEHTE, YKAKUTE MOPSAOK UX
odopmIIeHHUS.

OTansl NOATOTOBKU JTOKYMEHTA.

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

Bupl opraHu3aiiioHHbIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHUS U O(hOPMIICHHUS.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHHS U O(hOPMIICHUSI.
B ueM ocoOeHHOCTH cocTaBieHUs U 0(OPMIIEHUS IPOTOKOa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO JOKIAJHBIX 3aIIHCOK

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO OOBSICHUTEIBHBIX 3aITUCOK

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK

TpeboBaHMs K COCTaBICHHUIO U O(POPMIICHUIO CITY)KEOHBIX ITHCEM

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TeNerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yro nmoHuMaeTcs 1noJi 00beMoM JOKYMEHTOO00pOTa, TOYEMY OH yBEIHUUBACTCA?

Yto BXOIUT B MOHATHE JOKYMEHTOOOOpOTa?

OpraHu3anoHHbIe JOKYMEHTBHI, ONPEIEISIIOIIUE TOPAJOK IBUKEHUS TOKYMEHTOB B
opranu3zanuu (pupme)

TpeboBaHus K OpraHU3alyy NpUeMa U MEPBUYHON 00pabOTKU JOKYMEHTOB

3Ha4YeHre MPEABAPUTEIHHOTO IIPOCMOTPA U PACHIPEICTICHHSI TOCTYIUBIINX JOKYMEHTOB
ITpaBuia 00pabOTKM UCXOAALINX JOKYMEHTOB.



