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Pabouas nporpamma coctabnena Ha ocHoBe ®I'OC BO 1o HanpapjieHHIO IOATOTOBKH
38.03.04 TOCYJIAPCTBEHHOE W MVHUIIUIIAJIBHOE VYIIPABJIEHUE (ypoBens
6akanaBpuara) (mpuka3 MunoOpHayku Poccun ot 10.12.2014 1. Ne 1567)
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21.02.2020, nporokomn Ne 7 ?/M
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Perensent:
3aMeCTUTEIb [JIaBbl I'. MarHUTOropcKa /-

0 COIMATBHBIM BOIIPOCAM , H.A. Paccoxa




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 3aceqanuu Kadeapsl ['0cyaapcTBEHHOrO 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 rojly Ha 3acefaHuu Kadeapsl ['ocyapcTBEHHOTO MyHHUIIUIIAIHLHOTO YIIPABICHUS

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

Pabouas mporpamma nepecmoTpeHa, odcyxaeHa u ogodpena 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 ocBOEHUS TN CHMILTUHBI (MOYJ151)

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 U3YUCHHSI 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

ConunabHO-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 YIIPABIECHUECKOM
JESTEIbHOCTH 00yJarouiics JOHKEH 00J1ajaTh CIEIYIOIUMUA KOMIETEHIUAMU:

CtpyKTypHBII [Inanupyemsble pe3yabTaThl 00yUeHHS
JJIEMEHT
KOMIIETCHIINU

OIIK-4  crmocoOHOCTHIO OCYLIECTBIIATH JEIOBOE OOIIEHUE U MyOJUYHbIE BBICTYIICHUS, BECTH
MEPEroBOphI, COBEIIAHUS, OCYIIECTBIATh AEIOBYIO IEPENHUCKY U MOIEPKUBATE JIEKTPOHHbIE
KOMMYHUKAaIIUA

3HaTh [] OCHOBHBIE MOHATHUS U COBPEMEHHbIE MPUHIUIIBI Pa0OTHI C JI€T0BOM
nHpopMaluen, a Takke UMETh IPECTaBIeHNE O KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEMax U 0a3ax JTaHHBIX

(] OCHOBHBIE PUHIUIIBI OPraHU3ALMH JIEIOIPOU3BOJCTBA U
JIOKYMEHTO00O0pOTa B OpraHax rocy/1apcTBeHHON M MyHHUIIUTIAIbHOMN
BJIACTH

[] pa3iauyHble CTpaTEeTuu MPEACTaBIECHUS PE3YyIbTaTOB CBOEH pabOThI IS
JPYTUX CHELMAIUCTOB.

YMetb ] MIHTETPUPOBATH B JACSITEIBHOCTD MOAPA3CICHHS TTOT0KCHHS
AQHATUTUYECKUX JOKJIAI0B, OTYETOB M IPYTHX WH(POPMAIIMOHHBIX
MaTepuasoB

Brnanets [} HaBBIKAMHU COCTABIICHUSI, yUETa, XPAHESHUS, 3aIUTHI, TIepeadn
CITy>KeOHOI TOKYMEHTAllMU B COOTBETCTBUHU C TPEOOBAHUSIMU
JIOKYMEHTO000poTa

(] HaBbIKaMu cOopa, 06paboTKH UH(OPMAIMH U TOKYMEHTAIIUOHHOM
o0ecreyeHnn ToCyAapCTBEHHBIX OPraHOB BIACTH, OPIaHOB BJIACTH
cyobekToB PD, opranoB MCVY u opranuzanuii makeTrom oQpHCHbBIX
IIporpamMM it paboThI € 1€10BOM HH(pOpMaLel U OCHOBAMH CETEBBIX
TEXHOJIOTUH




4. CTpyKTypa, 00b€M U colepkaHue 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.
Jenonpoun3BoacTso,
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
JeTIONPOU3BOACTBA.
HopmaTtuHO-
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
roCyJapCTBEHHBII
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. PekBU3UT
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.
Pexsusur 15- Cenenus 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
COIJIaCOBaHHs 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.
Opranu3aimoHHbIE
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, TenehOHOTPAMMBEI.
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-
JOKYMEHTaIlHOHHO
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, JTTYHBIX
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 0.3/0.31] 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

pETuCTpalyu  JOKYMEHTOB,

(bopMeI perucTpamym.

Ilepenaua JOKYMEHTOB,

paccMoTpeHue ux

pykoBogureneM. Ilopsanok

HalpaBlIeHUsl  JTOKYMEHTa

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.  OpraHuszanus Pabora ¢
TEKYIIEro XpaHeHws Jel. 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

Hroro 3a cemectp 2121 221 99,7 3a4éT




Hroro no aucumruinye | 221 | | 221 |99,7| 3a4er OIIK-4




5 O0pa3oBarte/ibHbIE TEXHOJIOTHH

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

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

1. TpagunuoHHble 00pa30BaTEIbHBIE TEXHOJIOIMM OPUEHTHUPYIOTCS Ha OpraHU3alUio
00pa30BaTEeNLHOrO  Ipolecca, MPEANONAraloly0 MpsMYyI  TPAaHCISALMIO  3HAHUH  OT
IpenoiaBaTess K CTyIeHTY (IIPEUMYLIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILTFOCTPATUBHBIX
METO/I0B OOYYCHHMS).

@®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

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

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

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

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

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HalpaBJIeHHAas Ha pPELIeHHE KOMIUICKCHOM Yy4eOHO-IIO3HaBaTEeNbHOW 3agauu, TpeOyromeill ot
CTyJE€HTa IPUMEHEHHUS KaK HAayYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHonoruu NMpoeKTHOro OO0y4YeHHUs — OpraHu3alus o0Opa30BaTENBLHOrO Mpoliecca B
COOTBETCTBUHU C aJTOPUTMOM IO3TAIHOTO PELICHUS MPOOJEMHOW 3aJaydl WJIM BBIIOJHEHUS
yuebHoro 3a1anus. [IpoekT npeanogaraet COBMECTHYIO y4eOHO-IT03HABATEIbHYIO 1€ TEIbHOCTh
IPYNIbl CTYJEHTOB, HAIIPaBJICHHYIO Ha BhIPAOOTKY KOHIEMIMM, YCTAHOBJIEHHE LI€Jeil U 3a1ad,
(GOpMYIHPOBKY OKHAAEMBIX PE3yJIbTaTOB, OIpPEJENIEeHHEe NPUHLIUIOB U METOAMK peIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYNHBIX MU ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pEaTU3alyi0 IJaHa pabOThl, MPE3EHTALMIO PEe3yJbTaTOB PabOThHI, MX
OCMBICIIEHHE U peIIEKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil MpoekT, Kak MpaBUJIO, HE MMEET AETAIbHO MPOPAaOOTaHHOW CTPYKTYpHI;
yueOHO-TI03HABATENbHAS JEATEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOTO
3a/laHusl, IOJUMHSISICH JIOTUKE U NHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJIbTaTa
(razera, puIbM, MpPa3AHUK, U3AHUE, IKCKYPCHUS U T.I1.).

4. VlnTepakTUBHBIE TEXHOJOTHMH — OpTraHU3als 00pa3oBaTelIbHOIO Mpolecca, KoTopas
IpeJnoiaraeT akTHBHOE U HEJTMHEIHOE B3auMO/IeCTBUE BCEX YUACTHHUKOB, TOCTH)KEHHE HA ATON
OCHOBE JIMYHOCTHO 3HAUMMOro JJIsi HHUX oOpa3oBarelbHOro pesynbraTa. Hapsny co
CHEIUAIM3UPOBAHHBIMU ~ TEXHOJIOTHUSIMU ~ TaKOro  poja  TNPUHIUN  HWHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAaHUEM CHENHATU3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTH:

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJIE€HHE KaKoro-iu0o CHOpPHOTo BOMpOca,
npoOeMbl, BBIABICHHME MHEHUH B Tpymnmne (MEXIpyNIoBOH IHajor, AMCKYCCHS Kak CIIOp-
JIAajor).

5. HudpopmMannoOHHO-KOMMYHUKALIMOHHbIE  00pa3oBaTelbHbIE  TEXHOJIOTUH  —
oprasu3zanys 00pa3oBaTeIbHOIO MPOLECCa, OCHOBAHHAS HA MIPUMEHEHNH CIELMaTU3UPOBAHHBIX
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  JIEATENBHOCTA C  HCIOJb30BAHHEM  CHENUAIM3UPOBAHHBIX
MIPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCst
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
nocobue / FO.A. INanacenko. - Mockga : PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsiii. - URL:
https://new.znanium.com/catalog/product/927448 (nara obpamenwus: 15.12.2019)

0) JlomostHuTEIbHAS JIATEPATYpA:

1. Kopuees, U. K. JlokyMeHTHpOBaHUE yIIpaBIEHUECKOH AesTeabHoCcTH + TecThl B DbC :
y4eOHUK U IPAKTHKYM JIs akageMuueckoro 6akanaspuata / U. K. Kopraees, A. B. [Tiienko, B. A.
MamrypreB. — 2-e u3j., nepepad. u gorn. — Mocksa : UzparensctBo FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : anekTpoHHbIi //
OBC lOpaiir [caiit]. — URL.: https://urait.ru/bcode/433066 (nara oopamenwus: 15.12.2019).

2. KazakeBnu, T. A. JlokyMeHTanMoHHOe oOecreueHHe YNpaBieHUs . y4eOHUK U
NPaKTHKYM JUIsl cpeiHero npodeccuonansuoro oopasosanus / T. A. Kazakeuu, A. U. Tkamuu.
— 2-e uw3n., ucnp. u gomn. — MockBa : MsmarensctBo HOpaiit, 2019. — 177 c. —
(ITpodeccronanbroe odpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anekTpoHHbI //
OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/437587 (nara obpamenus: 15.12.2019).

B) MeTtoauyeckue ykazanus:
[IpencraBneHbl B MPUIIOKEHUH 3

r) [Iporpammuoe odecnneuenne u MHTEepHeT-pecypcebl:

IIporpammHoe o0ecnieuenune

Haumenosanwne [10 Ne noroBopa Cpoxk neiicTBuUS TUIICH3UU
MS Windows 7

Professional (s |A-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)

MS Off'lce 2007 Ne 135 o1 17.09.2007 0eccpouHO
Professional

MS Windows 7

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

7Zip cB000THO pacrpoctpansemoe [10 0ECCPOYHO
FAR Manager cB0OOIHO pactpocTpansemoe [10 0eccpouHO




HpO(l)eCCI/IOHaJILHbIe 0a3bl JaAaHHbIX " I/IHq)OpMaIII/IOHHbIe CIIPaAaBOYHbLIC CUCTEMBI

Hassanue xypca CchlIKa
DnexkTpoHHas 0a3a MepUOIUUECKUX n3gaHuii East View
Information Services, OO0 «IBUC»

https://dlib.eastview.com/

ITouckosas cucrema Axkanemus Google (Google Scholar) |[URL: https://scholar.google.ru/

Wudopmannonnas cucrema - EnuHoe OKHO nocTyma K

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

HammonansHas HH(pOpMaAITMOHHO-aHATUTHYECKAS URL:

cucrema — PoccHiiCKMil MHAEKC HAyYHOTO LIMTUPOBAHUS h AT . .
ttps://elibrary.ru/project_risc.as

(PUHLI) p y.ru/project_ p

®denepanbHOE roCyaapCTBEHHOE OO UKETHOE

yupexaenue «DenepanbHblii MHCTHTYT npombinuiennon|URL: http://www1.fips.ru/

COOCTBEHHOCTH

9 MaTepHaJbHO-TeXHHYECKOE o0ecnevyeHne JUCIHILTHHBI (MOIYJIsl)

MartepuaiabHO-TeXHUYECKOE 00ecrieueHre IMCIUTUTHHBI BKITFOYAeT:

1. VueOHbIe ayTUTOPUU IS IIPOBEICHUS 3aHSITHI JICKITAOHHOTO THITA: MYJIbTUMEINIHHBIC
CpEeICTBAa XpaHEHUs, Iepelayyl U MpeACcTaBIeHUS HH(OPMALIUU.

2. Y4eOHBIC ayaUTOPHM JJIsi TPOBEACHUS NPAKTHYSCKHUX 3aHATHH, TPYIMIOBBIX U
WHAUBUAYAIbHBIX KOHCYNbTallMi, TEKYIIEro KOHTPOISI M MPOMEKYTOYHOH aTTeCcTalluu:
MYJBTUMEMIHBIE CPEIICTBA XPAHCHUS, MEPEeIayd W MPeACTaBICHUS WH(OPMAIUU; KOMILIECKC
TECTOBBIX 33JIJaHUH JUIS IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJICH.

3. TlomemeHus s CaMOCTOSITCNIBHOH pabOTBI  OOYYArOIIMXCS: IEPCOHAILHBIC
kommeioTepsl ¢ maketom MS Office, Brixogom B MHTepHET W ¢ IOCTYIIOM B 3JEKTPOHHYFO
nH()OPMaAIMOHHO-00PA30BATENBHYIO CPEAY YHUBEPCUTETA

4. TlomemeHnus [ XpaHEHHs M NPOPHIAKTHYECKOTO OOCTYKUBaHUS y4eOHOTO
obopynoBanus: ImKadbl IS XpaHEHUS Y4eOHO-METOJAMYECKOW JTOKYMEHTAlluH, YYeOHOro
000pyoBaHus 1 y4eOHO-HATIISITHBIX TTOCOOUH.

[Ipunoxenne 1
Y4eOHO-MeTOoANYEeCKOE 00ecTIeYeHne CAMOCTOAITEIbHOI PadoThl 00y4yaromuxcs
Ilpumepnaa cmpykmypa u cooeprcanue pazoena:
Ilo oucyunnune «okymenmuposanue ynpagieHueckol 0esameibHOCmuy npeoycmMompenda
6HeayOUMoOpHas CAMOCMOSAMeNbHAs paboma 00yUaIoUWUXcs.
Ilpumepnvie memot 015 CAMOCMOAMENbHOU PAOOMbBL:

1 «Ponb 00KymMeHmupoeanus ynpasienueckoil 0eameabHOCmu 8 pa3eumuu 00uiecmear.
Pexomenoayuu no cocmasnenuro u 0opabomke KOHCNEeKmMa AeKyuu.

Paccmompenue dannou memvt He0OX0OUMO HAUAMb C U3YYEHUS OCHOBHBIX NOHAMUL OAHHOLU
oucyunnunsl.  Ilpu  omom  cnedyem  paszobpamvca ¢ CYWHOCMbIO — KAMeE2opuu
«doxymenmuposanuey. bonee noopobno credyem paccmompems CMPYKMypy, COOepiicaHue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO PA3sumus OoKymeHmoooopoma. Jlanree Heob6x00umo
U3YYUMb COCMA8 HOPMAMUBHO-MEMOOUYECKOl 0a3bl OOKYMEHMUPOBAHUS. YAPAGIEHUECKOU
0esimenbHOCMU 8 COBPEMEHHBIX YC08UAX Xo3aucmeosanus. OmoenvHo credyem paccmompents
cmpame2curo  ynpasnenus OOKYMEeHmamu 6 OpeaHu3ayuu, a makdice u3yyumes gopmol
CO8pPEMEHHOU OOKYMEHMAayUU.

Kniouegvie  cnosa:ookymenm, — O0okymenmuposanue — uHgopmayuy,  OOKYMEeHMUposaHue
VAPAGNeHYyecKou  0esamenbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaeieHusi  OOKYMeHmamu,
cmanoapmuzayus, cmpamezust ynpasieHusi 00KyMeHmamu, YHUQuKayus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulll annapam.

2. Jlopabomams mamepuanvt 1ekyuu.



3. Ilooecomosumscsi k pabome Ha aekyuu no meme 1. Iloemopums e6onpoc: cywHocms
kamezopuu «/[oxymenmupoganuey (yuebnas oucyuniuna «Jokymenmuposanue ynpasieH4eckoll
OdessmenvHocmuy, aekyus Nel). Boimb 20mosvim K 00CyHcOeHUr0 3mo2o 60npoca 6 Xooe JeKyuu.

2 «Obuwue npasuna opopmienus ynpagieH4eckKux 00KyMeHmoe.

Pexomenoayuu no cocmasnenuio u 0opabomie KOHCnekma Jekyuu. M3yuenue mamepuanog
OaHHOU meMbl clledyem HaA4amsv ¢ pacCMOMpeHus mpeOo8aHul K 0QOpMIeHUI0 PeKEU3UMOS.
Takoce credyem usyyums cocmas pexeusumos. [anee HeobXo0umo pazobpamscs ¢
npUMeHeHUeM U PACNON0NHCEHUEeM HA OOKYMEHMmMe PeK8U3Umos, onpeoeums ux ooujue depmol u
paznuuus. Kpome moeo, Hys#cHO 0emanvHO pazodpamvCs ¢ pasiudHbIMU 6UOAMU MeKCma
OdoKkymenma: mpaghapemuwiili OOKYMeHM, aHKema, madiuya, O1auk.

Knroueswvie cnosa: éusza coenacosanus, epug o3HaxomaeHus, 0ama 0OKyMeHmd, 3a20J1080K

K meKcmy, UOeHMUDUKAMOp NeKMPOHHOU KONUu OOKYMEeHmd, UHMepean, HNOONUChb, NoJje
OOKYMEHMA, PecUCMPAYUOHHBII HOMEDP OOKYMEHMA, pPe30aoyus, PeKeusum, CmaHOapmHbulil
aucm Oymaeu, CCblIKA HA PecUCMPAYUOHHBIL HOMep U 0amy OOKYMEHmAd, YO0OCmosepeHue
O0okymenma, ghopmynsap.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. [loocomosumwcsi k cemunapy.

3. [loocomosumscs k pabome Ha aekyuu no meme 3. [losmopums onpoc: ocHognbvie
0CODeHHOCMU — UCNONb306AHUSL  A3bIKA 8  0el08ol  nepenucke  (yyeOHas  OUCYUNIUHA
«/loxymenmuposanue ynpasieHueckou oesamenbHocmuy, aekyus Nel). Bvime comoevim K
00CyAHCOeHUIO 2020 BONPOCA 8 X00€e TeKYUU.

3 «Ocobennocmu cocmagnenus u oQopmaeHus 0CHOBHHLIX OOKYMEHN 08 YRPAGIEHUAN.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue oannoti memsvt HeoOX00uMO Hawamev ¢ aAHAIU3a OCOOEHHOCMeEl O0QUYUATLHO-
0€106020 CMUJIAL NO CPABHEHUIO C X)O0HCECMBEHHBIM, NYOIUYUCTIUYECKUM, HAYYHBIM, YUEOHbIM,
PA32080PHBIM CIMULAMU S3bIKA.

IIpu 5mom HysHCHO NOOPOOHO U3YYUMDb JeKcUudecKue 0COOeHHOCMU OOKYMEHMO8: YnompeoaeHue
NAPOHUMO8, NIeOHA3MO8, UCNOIb308aHUe peyesblx Kauute. [locie smoeo ciedyem paccmompems
opgoepaguueckue 0cobeHHOCmU OOKYMEHMO8. NPUMEHEHUEe NPONUCHBIX OVKE 6 2eocpaghuiecKux
HA36AHUSAX, HAUMEHOBAHUAX OP2AHU3AYUI.

Kpome moco, neobxooumo obpamums 6HumaHue Ha opghocpaguueckue o0cobeHHOCmU
OOKYMEHMO8: NpuUMeHeHue NPONUCHBIX OVKE 6 2eozpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax oice credyem GbIACHUMb HAUOOLEe PACNPOCMPAHEHHbIE 8 OOKYMEHMAX
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CILO8, CO2NACOBAHUE NOONIEHCAUEe20 U CKA3YeMO20,
npuyacmmusie u 0eenpuyacmusvie 000pomsl, c108000pPaA308aHUS.

Kniouesvie cnosa: abbpesuamypa, naKoHusM @OpMYIUPOBOK, HEUMPANbHAsL IKCHPECCUBHAS
OKPACKA S3bIKA, HEON02U3M, OPUYUATLHO-0eN0801 CUb, NOJHOMA UHDOPMAYUL, CUHOHUMBL,
Masmonocuu, hpaszeonocusmbl.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. IHloocomosumvcs Kk pabome Ha nekyuu. Ilosmopums eonpoc: opghocpagpuueckue
ocobeHHOCmU OOKYMeHmMo8 (yueOHas oucyuniuna «/JoKxymenmuposanue YnpasieHuecKou
OdessmenvHocmuy, aekyus Ne3). Boimb 20mosvim K 00CYyHcOeHU0 3mMo20 60npoca 6 Xooe JIeKYUU.

4 «Ilpasuna opopmnenus 0OKyMeHmM OB NO TUYHOMY COCIABY.
Ilpu usyuenuu OanHOU membl CMYOeHMAM HeoOXO00UMO pazobpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpasieHusi Ookymenmamu. Ocoboe eHumaHue ciedyem yoeaums



PAccMompenuio npoyeodypbl NPOEKMUPOBAHUs U 6HeOpeHUs OOKYMeHmuwlx cucmem. Taxoice
cedyem oCmaHo8UmMbCsl Ha 0COOEHHOCAX MOHUMOPUH2A U AYOUMA OOKYMEHMHbIX CUCTHEM.
bonee oemanvro neobxooumo paccmompems cyuHOCMb 00A20CPOYHOU NPOSPAMMbL 00YUeHUs
nepcoHana Opeanu3ayuu 6 001acmu Ynpagienus OOKYMEeHMAaMu U HpUMeHeHUs 00yuanuux
UHCMPYKYUU, KII0YAS 00YHaIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kntouesvie cnosa: ayoum ynpasneHus 0OKyMeHmMamu, KOHEEpMayus, mMemoooio2us 6HeOpeHus,
Mucpayus O0OKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCTeMbl, NPOEKMUPOBAaHUe
OOKYMEHMHOU CUCMeMbl, pPAChpeoeleHHoe YHpaeleHue, pe2yaupyouias cpeod, Cmpameusl
YApasieHus OOKYMEeHMAMU.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3. Illoocomosumwcs kK cemunapy.

4. [loocomosumyucsa k pabome Ha nexyuu. [loemopums 6onpoc: 0dwas xapakmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue  YnpagieHuecKou
OdesamenvHocmuy, rekyus Ne4). boimb 20mosvim K 00CyHcOeHU0 3mo2o 860npoca 6 Xxooe JeKyuu.

5 «Opzanuzayua 00KymeHmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

B nauane cnedyem paccmompems mepmurvl «0e10NPOUIBOOCIBO», «OOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOBaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIEHUECKOU OesimebHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO000pomy.

Janee HeobxoOumo uzyuums opeanuzayuio O0oKymeHmoobdbopoma. Taxoce HYHCHO NOOPOOHO
NPOAHATUUPOBAML OCODEHHOCU PAOOMbBL C 8XOOAUUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome  mozo, HeobXo0umo  ocmanoBUmbCs  HA  UYYEHUU — Memo008  COKPAWEeHUs.
00KyMenmoobopoma.

Credyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOL UCNOJIHEHUS OOKYMEHMO8, €20 IManam u
MEXHONI02UU.

Knrwouesvle cnosa: enympennuti OOKYMeHm, 6X00AWuUl OOKYMEHMm, OO0KYMeHmoobopom,
OOKYMEHMONOMOKU, — UHPOPMAYUOHHO-NOUCKOBAsL — cucmemda, — UHOeKcayusi — OOKYMeHma,
ucxooawull  OOKymenm, Kamanioe, 00vem OO0KYMEHmMOooOopoma, payuoHAIbHOe OBUNCEHUE
OOKYMEHMO8,  pecUCmpayuOHHO-KOHMPONIbHAL — KAPMOYKA, — pecucmpayusi  OOKYMeHma,
MEXHONIO2ULECKASI CXeMA OBUNCEHUSI OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumscsi « pabome Ha aekyuu. I[loemopums  6onpoc:  opeanuzayus
Odokymenmoobopoma  (yuebHas  Oucyuniuna  «/JOKymMeHmuposauwue  YHPAGIEHYECKOU
OdesimenvHocmuy, nekyus Ne5). Boimb 20mosvim K 00CYHCOEHUI0 9MO020 BONPOCa 8 X00e JeKYUU.

6 «OcHoeHble npaguna opeanu3auuu padomosl ¢ 0OKyMeHmamu.

Pexomenoayuu no cocmasnenuro u 0opabomke KOHCHEKMa NeKyuu.

Paccmompenue Oannoti memvl He0OX00UMO HAYAMbL C U3VHEHUS POAU  UHDOPMAYUOHHO
CNpagouHoll pabomsl CiysHchbl 0e10NPOU3BOOCHBEA OP2AHUZAYULL.

Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, dManvl pazpabomKu, pasoeivl
HomeHKaamypwvloen. Taxoce HeobdX00UMo YACHUMb, KAK OCYWeCcmenaemcs mexywee XpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3nauarom «iucm-3amecmumensy, «<Kapmazamecmumensy?

Kpome moeo, cnedyem oxapaxmepuzogams 3KCnepmusy YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHmMO8, 0pOpMIeHUe ee pe3YIbmamos, pabomy 3KCnepmHol KOMUCCUU.

Takoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUS U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMOB. Jlanee HYHCHO U3YYUMb KAHAIbL BO3MONCHOU
ymeuku uHgopmayuu u ympamsi OOKymeHmos. 1 6 3axiouenue Heodxooumo paccmompems



mpebo8aHUs K U320MOGIEHUIO, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epO0BbIX OIAHKOS.
Knrouesvle cnosa: akm, deno, 00120cpoutoe Xpanerue 0OKYMEeHmos, O0CMYn K OOKYMeHmMAaM,
KOHMPONb O0eucmeuUtli, KOHMpPOJb MECMONON0NHCEHUsL OOKYMEHMA, HOMEHKAIamypa Oell, ONUCYH,
npuUMepHas HOMEeHKIamypa oejl, mexKyuee Xpanenue 0OKYMeHmMos, munogas HOMeHKIamypa oell,
CBOOHASL HOMEHKIamypa Oejl, VHUUMOodiceHue OOKYMEHMO8, IKCNepmu3a YyeHHOCmu OOKYyMeHmd.
T'epbosbiii baank, epugh oepanuuenuss 0ocmyna Kk 0OKyMeHmy, 3auuyeHHslll 00KYMeHmoooopom,
KoMMepyecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULIEHHbIU WNUOHAMNC, V2PO3bl
O0OKYMEeHmMAaM, YeHHAsl UHHOPMAYUSL.
3aoanue ons camocmoamenvHou pabomol.
1. U3yuums kamezopuanbHblil annapam.
2. Jlopabomame mamepuansl 1eKyuu.
3. Ilooecomosumuscs kK cemunapy.

4. Iloocomosumscs k pabome Ha nexkyuu. Iloemopums 6onpoc: 3Kcnepmusza YeHHOCmu
O0KYMeHmo8 (yuebHas OuCyuniuHa «/JoOKymeHmuposaHue YnpaeieH4eckou OesmenibHOCHUY,
nekyust No6). Boimb 20mosvim K 00CyHcOeHUIo 9mo2o 60npoca 6 Xxooe 1eKyuu.

Ilpumepnvie memul peghepamos
1 «Teopemuueckue 0CHOBbL 0eIONPOU3BOOCHIBA OPZAHUZAYUU.
Ilposooumcs 6 gopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUU NOHAMUIHO-
KAme2opuaibHo20 annapama OUCYUNIUHBL C INeMEHMAMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deonoyusi  0oKymewma Kak — Hocumens —uumgopmayuu. Boswuknosenue u  pazeumue
omeuecmeenHo2o Oenonpouzsoocmea. Jlenonpouzeoocmeo 6 cpednue eexka (XI-XV ss.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). T'ocyoapcmeennoe
0enonpouz800cmeo 6 cogemckoe gpems. Cogpementnoe 0enonpouzso0cmeo ¢ PO.
2 «Cospemennoe zocyoapcmeentoe pezyiuposanue 0enonpou3eoocmea ¢ P@y.
3akonooamenvHoe pezynuposanue oenonpouzsoocmea 6 P®D. deodepanvuviii 3akon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHOIOUAX U O 3auume uHgdopmayuuy. Pedepanvhblil 3aKOH
«O kommepueckou mauney. @Dedepanvhvii 3axkon «06 apxuenom Oene 6 Poccuiickoii
Dedepayuuy».  Deoepanvhuiii  3akon  «O  nepconanvhvix  0anuwixy.  IlocmanoeneHue
npagumenvcmea P® «llpasuna noo2omoexku npasosvix aKkmos GeoepanrbHblX O0peaHos
UCNOTHUMENLHOU 8IACMU U UX 20CYOAPCMBEHHOU PeSUCPAYUUY.
Hopmamusno-memoouueckoe pezynuposanue oenonpouszsoocmea. I ocyoapcmeennas cucmema
00KyMeHmayuouHo2o obecneyenus ynpaeienus. Oowue nonoxcenus. Obwue mpebosaHus K
0OKyMeHmam u cayxcoam Oookymenmayuonnozo ovecnevenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemvr 0okymenmayuu. Yuupuyuposannas cucmema opeanuzayuoHHO-
pacnopsadumensuou ooxymenmayuu. I'OCT P 51141-98 [lenonpouzeoocmeo u apxuguoe 0eio.
Tepmunvl u onpedenenuss Tunosas uHCmpyKyus no 0elonpou3Bo0Cmey 6 edepaibHbiX OpPeaHax
ucnonrHumenshou éracmu. Ilepeuenb munogvix ynpagneHueckux 0OKyMeHmos, 00pazyiouuxcs 6
0esAmenbHOCMU OP2AHU3AYULL, C YKA3AHUEeM CPOKO8 XPAHEHUsL.
3 «Tpebosanus k bn1anKam 0OKymMeHm o8 ynpasieHus.
Ilposooumcs 6 @opme cemunapa no 06odOwenuro u yeayoaeHuro 3HAHUL C deMeHmamu
ouckyccuu. Ilousamue u uowi 6nankos. Odowuil drank. bnank nucvma. bBrank KoHkpemuozo 6uoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu kKomnanuamu. I epbosulil oranx. Pexsuzumot
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanosoe grazosoe u yenmpoganmoe
PACnonodicenue pekeu3umos O1aHKda.
Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazyd
bnauka.
4 «Obuwue npasuna oghopmienus ynpasieH4ecKux 00OKyMeHn o8y .
IIposooumcs 6 ¢hopme cemunapa no 0000wWeHuUrO U YeryONeHUur0 3HAHUU  C SleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3HakomMcmeo ¢ ogopmieHnuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpOIbHbIX 3a0aHUlL



5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,

Ilposooumcs 6 ¢opme cemunapa no 060OweHu0 U YenyoaeHuo 3HAHUL ¢ dleMeHmamu
ouckyccuu. 3asenenus, agmoduocpaguu, pesrome, iuunsvle 0osepeHHocmu, pacnucku. OCcHogHbie
DpeKsusumyl, NPAasuIa cocmagienus u oghopmierus. Boinoanenue KonmpoabHbIX 3a0anuii

6 «Paboma c 0oKymenmamu, co0epicauiumu KOHQPUIEHUUAIbHbIE C6COCHUA).

Ilepeuenv ceedenuti kon@uoenyuarpbHoco xapakmepa. Ilonamue Kommepueckol matiHbl.
Cseodenus, omuocswuecs K Kommepueckou matine. I[lopsadox eedenusi 0eronpouzso0cmed
OOKYMEHMO8, CO0epHCaujux KOoMMepyecKyro mauny. 3awuma OOKYMEHMO8, CO0epHCaujux
KOMMEPUECKYI0 MauH).



puioxenne 2

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

a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLlEHOYHbIE CPEACTBA ISl MPOBEJACHUS NMPOMEKYTOUHON aTTeCTAlNM:
CTpyKTypHBII
JJICMCHT HnaHpreMLIe PE3YJIbTAThI 06yquI/m OHCHO‘IHI)IC CpCacCTBa
KOMIICTCHIIUN

OIIK - 4 —cnoco0HOCTHIO OCYUIECTBJISATH [eJ10B0€ OO

NOAICPKUBATDH 3JICKTPOHHbIC KOMMYHUKAIlUHU.

eHHe M MyO0IMYHbIe BBICTYIJICHHSl, BECTH IePeroBOpbl, COBELIAHMs, OCYUIECTBJSATH AEJOBYI0 MNMEPeNmHCKY H

3HaTh — OCHOBHBIC COCTaBIAIONIME U OSTaIlbl [ TeopeTHuecKre BOMPOCH:

MOJATOTOBKH yOJIMYHOTO 1. Yro Takoe JOKYMEHT, C KaKOH LENbI0 OH MOXET CO3/1aBaThCs?
BBICTYIUICHHUSI, [JIaBHBIE TPeOOBAHMS 2. KaxoBbI 0COOCHHOCTH JIEIOBOTO OOIICHNUS U ITyOIMIHBIX BBICTYIUICHUH?
K OpraHusaliin 1y OJIMYHBIX 3. KaxoBHbI OCHOBHBIC IPU3HAKH KJIACCU(PHUKAIINN JOKYMEHTOB?
BBICTYILICHHH 4. Yto moHMUMAETCS MO JOKYMCHTAIIHOHHBIM 00eCTICYeHUEM YIIPaBIICHHUS ?

— cnoco0bl  3PEKTUBHOTO AEIOBOTO 5. B 4em cyTh crangapTuzanuu u yHudukaun rokymMmenToB? Kakue pazpabarsiBaroTest cTaHIapThI?
oOmenwus, My OIMYHEIX 6. Yewm ommyaercs opopMIICHHE PEKBU3UTOB 001Iero OaHka oT OJaHKa nmucbMa?
BBICTYIUICHHUH, HIEpErOBOPOB, 7. KakoBbI OCHOBHBIE PEKBH3HTHI, HCIIOJIb3yeMbIe JUIsl 0(OPMIICHHUS IPUKa3a U PACTIOPSIKECHHSL.
NPOBE/ICHUs COBEIUAHUM, JE€TI0BON 8. Kaxkue (hopMbI MPOTOKOJIOB MOYKHO UCIIOJIB30BATh B YIPABJICHUECKOH IEATENLHOCTH, B UeM UX OTIINUne?
NEPENUCKY,  [IENOBOr0  o0IueHus, 9. Vkaxure OCHOBHBIE TPEOOBAHHS K O(OPMIICHUIO JIETIOBOTIO MUCHMA.
3IEKTPOHHOU KOMMYHHKAIUA 10. Kakue KOMILUICKCHI TOKYMEHTAIIMU BKIIIOYAeT B ceOs KaapoBas HHPOPMAIIMOHHO-TOKYMCHTAI[HOHHAsI CUCTeMa?
OCHOBBI JIEJIOBOTO OOIIEHUS 11. B uem ocobeHHOCTH 0(hOPMIICHUS TPUKA30B M0 JINYHOMY COCTaBy?

— CcrocoObI u cpeacTBa 12. Yro moHMMAETCs TOJ] OpraHU3alueii JOKyMeHT0000poTa?
MH()OPMALMOHHOTO BO3JICHCTBHA 13. Yro Takoe cxeMbl JOKYMEHTOO0OPOTA, 3a4eM OHH HYKHBI?

— OCHOBHBIE MOHATUS U COBPEMEHHBIE 14. C xakol menpi0 pa3padaThIBAIOTCS WHCTPYKIMH 110 JICJIONPOM3BOJACTBY, UYTO B HHX HEO0OXOIUMO
NPUHIOUNBL  paboTBl € JIENOBOM MIPeAYyCMOTPETH?
uHpOpMALIMEN, a TaKKe HMETh 15. VkaxuTe TeXHOIOTHYECKYIO MTOCIE0BATEIbHOCTD ATANOB PaOOTHI C BXOAAIINMH JOKYMEHTAMH.
NpEJCTaBIeHHe O KOPIIOPATHBHBIX 16. KaxoBa mocienoBaTenbHOCTD ONEpayii pyu padoTe ¢ BHYTPEHHUMH JOKYMEHTaMH?
MHQOPMAILMOHHBIX CHCTEMax U 6a3zax 17. C xaxoii nenbto npoBoAuTCs (HOPMHUPOBaAHUE JIe], KAKHE IPU 3TOM HEOOXOAMMO coOMroaTh TpeOboBaHus?
JIaHHBIX 18. UYro Takoe HOMEHKJIATypa [IeJl, C KaKOH 1EJIbI0 pa3padaThIBaAIOTCs THIIOBbIC HOMCHKIIATYPBI €7

— OCHOBHBIC IPHUHUMIILI OpraHu3aluu 19. KaKyIO I/IH(bopMaL[I/IIO COZCPKUT HOMCHKJIaTypa ):[en?
JETOMPOU3BOACTBA u 20. Yro moHMMAaETCs MO IKCIIEPTU30# IIEHHOCTH JOKyMEHTa?
JIOKYMEHTOO60OpOTa B oprasax 21. Kakue KpUTEpPHH UCIIOIB3YIOTCS MPH OIIEHKE JOKYMEHTOB?
FOCy}IapCTBeHHOﬁ u MyHPILIPIl'laHBHOﬁ 22. Kax OCYIICCTBIIACTCA IIPpUEM-TIEpeaada acjI B apXI/IB?
BIIACTH 23. Uro Takoe KOH(PUICHIIMATHHBIN JOKYMEHT?

— pasnnuHbIe cTpaTernu 24. Kakue OCHOBHBIE YTpO3bl BOSHUKAIOT TIPH Pad0Te C KOH(DUACHIIMAIBHBIMH JOKYMEHTaMuU?
IPECTABICHAS PE3YJIbTATOB CBOGH 25. VKaxkuTe OCOOCGHHOCTM BEAEHHS  JEIONPOW3BOJCTBA, OOECHEUMBAIONIETO YYe€T W COXPAHHOCTh
PabOTHI JUIsl IPYTHX CICIHATHCTOB. KOH(MAESHIIMAIEHON HHPOPMAINH U IOKYMEHTOB.

26. Yto moHMMaeTcs O/ 3aIMIIEHHBIM JIOKYMEHTOO00POTOM, 32 CUET Yero MOXKET ObITh 0OecIieueHa ero 3amura?
Vmersb — aHaIM3MpOBaTh KOMMYHHKaTHBHbIE | KoMIurekT TecToBbIx 3amanuii: Nel




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

npouecchl B OpraHM3allid |
pa3pabaThIBaTh INPEUIOKEHUS  I10
MOBBIIIEHHIO NX 3()(PEKTHBHOCTH

— JIOTUYECKU BCPHO, apryMEHTUPOBAHO

n SICHO CTPOUTH
MACbMCHHYIO P€Yb

YCTHYIO U

— TMOJJEPXHUBaTh NPOPECCHOHATBHYIO

KOMMYHHKAIINIO, OCYIIECTBIIATH
Hy6J’II/I‘IHHe BBICTYIIJICHUSA
— AaHaJIM3UupoOBaATh JIOTUYCCKYIO

CTPYKTYpY M OIIPEAENSATh CTENEHb
ApryMEHTHPOBAHHOCTH IMHCBMEHHOM
u YCTHOM peun, co3/1aBaTh
Ppas3IMYHbIC€ THUIBI TCKCTOB yCTHOI71,

[IUCbMEHHOH, BUPTYaJIbHOU 5
CMEUIaHHOM  KOMMYHUKAalUd  Ha
PYCCKOM  si3bIK€ B Pa3iIM4HBIX
KaHpax YIpaBIeHIECKON
KOMMYHUKAIHA (TyOIMTIIHBIX
BBICTYIUICHUSX, TIeperoBopax,
COBEIAHMSAX, JICIOBOH HEPETTNCKH)

— HHTETpHpOBaTb B  JAEATEIBHOCTH
MOApa3IeNICHNs TIOJIOXKEHHS
AQHAJIMTHYECKUX JOKJIAJ0B, OTYETOB
u JPYTHX MH(pOpMaLMOHHBIX
MaTepHaJoB.

1. ®opmyisip — 3T0:

a) OCHOBHas (hopMa JIOKYMEHTa, QUKCUPYIOIIas IIPaBOBbIE OTHOIIEHHS B J[peBHEPYCCKOM IOCyAapCTBe;
0) oco00 BbIeNaHHAsh KOXa >KMBOTHBIX, IPHMEHSBIIAsCS B KadyecTBE OCHOBHOTO MaTepuaia Uil NHChMa B
JlpeBHEPYCCKOM TOCYIapCTBE;

B) CaMOCTOSTENBHOE M0JIpa3zieeHe, OCYIIECTBISIONIEE 1EIONPOU3BOACTBEHHYIO IESTEIbHOCTD;

T) THHOBas ycroiunBas opma (0Opaser) OTAEIbHBIX Hanboee pacpoCTPaHEHHbIX IOKYMEHTOB.

2. YcraHOBJIEHHE eOUHOOOpasus cocTaBa M (OPM YIPaBICHYECKHX JIOKYMCHTOB, CO3IaBaeMbIX IIPH PEIICHUU
OJIHOTHITHBIX YIPABJICHYSCKUX QYHKIHUIL:

a) yHA(UKAIS;

0) cepTuduKanus;

B) KOJUPOBAHHE;

T) IOKyMEHTHPOBAHHE.

3. OOs3aresnpHBIM YCIOBHEM JUIsl BKJIIOYEHHs WH(OpManuK B HH(MOPMAIOHHBIE PECYpPCHI, OCYILIECTBIIEMOIO B
MIOPSIIIKE, YCTAaHABINBAEMOM OPraHaMH T'OCYIapCTBEHHOI BIAaCTH, SIBISICTCS €e:

a) cTaHJapTU3alKs;

0) 3armura;

B) IOKyMEHTHPOBAaHHUE;

T') BBIKYII TOCYJaPCTBOM Y YaCTHBIX JIUIL.

4. CpencTBOM yCTpaHEHHUS «OyMaXkKHOTO Oymay SIBIISIeTCS:

a) KOMITBIOTEPHU3aLHsl IeIONPOU3BOICTBA;

0) yHUpUKAIHS JOKYMECHTOB;

B) KJIaCCU(HKANNS JOKYMEHTOB;

T') IPUMEHEHHE Pa3HOCTOPOHHEH OPITEXHUKU

5. 3HayeHue JOKYMEHTAIIHOHHOTO O00ECIIeUeH s yIIPaBICHHsI ONPEIesIeTCs:

a) KOMMYHHUKaIUIMU;

0) unentudukauei;

B) (hukcanueid;

T') CyaeOHBIM pa30HpPaTETECTBOM.

6. B mpaBoM BepXHEM YTy JIOKYMEHTOB PacrojiararoTcsl CIIeyIoIue PEKBU3UTHI: )

rpud coriacoBaHus;

6) oTMETKa 0 KOHTPOJIE;

B) rpu( yTBEPXKICHNUS;

T) ajxpecar.

7. B neBoM BepXHEM yIily JOKYMEHTOB PACIOJIAraloTcs CIeIyIONINe PEKBU3HUTHI:

a) pe30ITIOLIHS;

0) oTMETKa 0 HATWYHNH MPUI0KEHNUS;

B) OTMeTKa 00 MCTIOJIHUTETIE;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

T') KOJ OpraHU3alHH.

8. B mpaBOM HIDKHEM YTIly pacloyiaratoTcsi peKBU3UTHL:

a) OCHOBHOI1 rocyiapcTBeHHBIH peructpanuonHsiii Homep (OI'PH) ropuandeckoro
JIMLA;

0) kKo (hOpMBI JOKYMEHTa;

B) HAeHTH(UKAIIMOHHBII HOMep Haoromatenbiuka (MHH);

T) Tpu} OrpaHUICHUS TOCTYIA K JOKYMCHTY.

9. B neBoM HIDKHEM YTJIy pacloiaratoTcsi peKBU3UTHI:

a) KOJI MPUIHHBI TIOCTAHOBKH Ha YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

I') OTMETKa 00 HCIOJIHUTETE.

10. K B3aMOHUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSTCS:

a) sMbJeMa opraHu3alyy 1 rocy1apcTBeHHbIN repd PO;

0) KOJ OpraHU3alyK ¥ Ko (OPMBI JOKYMEHTA;

B) PErUCTPAIIMOHHBIN HOMEp HOKyMEHTa U CChUIKA Ha PETUCTPAlMOHHBIA HOMEp U
JaTy TOKYMEHTa;

r) rpu¢ yrBepkaeHus U nedatsb. 1 1. Ecnu oprannzanms moaBeoMCTBEHHA OJTHOBPEMEHHO HECKOJIBKHM OpraHam
YIpaBICHNUS, TO B Pa3HBIX CUTYalUsIX yKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAsT OPTaHU3AIIHS;

0) camast T7IaBHas! BBIIIECTOSIIAS OpTaHU3aIlus;

B) He OoJIee Tpex CTeleHeH 1M0/[BeIOMCTBEHHOCTH;

T') HEe YKa3bIBAaeTCsl HH OHA BBIIIECTOAIIASI OPraHU3alHsl.

12. JlaTo#t TOKyMEeHTa MOXeT OBITh JaTa:

a) ero HaIMCAHUS U COTJIACOBAHNS;

0) ero moJMUcaHus;

B) €r0 yTBEPKACHUS;

T') IPOBEICHU 3aceqaHus1, Ha KOTOPOM MPHUHATO PELICHHUE.

13. aTsl B JOKyMEHTaX MOTYT ObITh O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUITYTCS, KaK IPABUJIO, OT PYKHU:
a) BU3a;

0) pe3oonus;

B) TIOJIITNCE;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

T) aapecar.

15. K xakuM peKBU3UTaM OTHOCATCS CJIOBa!
a) «BepHo» A)
0) «[lns ciry>xeGHOTO MoIBp30BaHus b)
B) «3aMedaHus npuiarawrca» B)
r) «IlerpoB M.K. 924-76-40» I')
16. PeKBU3HT «IOAIICE» HAa Pa3HBIX JOKyMEHTaX BKIIOYACT:

a) IMYHYIO POCINCH aBTOpa JOKYMEHTa;

0) TMYHYIO POCIIHCH PYKOBOAUTEIS U €€ pacuIn(poBKY;

B) YKa3aHHE JJOJDKHOCTH, JTINYHYIO POCIIUCH PYKOBOJHUTEIS U €€ PACIIU(POBKY;

T') yKa3aHHe JOJDKHOCTH, HANMEHOBaHNE OPTaHU3aLUH, INYHYIO POCIHCH PYKOBOANUTEILS,
ee pacmdpoBKy.

KommiekT TecToBbIX 3aaHuii: Ne2

1. Kakoe cokparienue sBisieTcst ab0peBHaTypoii:

a) AI'3 MUC Pd;

0) Mocauepro;

B) crardJisiiys;

r) 0/M, 11/0.

2. CnoBo, KoTopoe 0003HaYaeT HOBOE MOHSTHE, YIOTPEOIIEMOE B TOKYMEHTaX, —

3T0:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxau3M.

3. OTOepuTe MPUHIUI OPHUIIAATBHO-CIIOBOTO CTUISL JJIOKYMCHTAIHH:

a) IPEIOCTABIICHUS] MAKCUMAJIbHO BO3MOXKHOM MH(OpMAIIUH;

0) MPUMEHEHHUE CJIOB «MbI BBITIOJTHUMY, «S CIETAI0»;

B) OTPaHHYECHHOCTDb B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

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

4. Jlexcu4yeckoe COKpallleHHe CIIOBa, YIIOTPEOIsieMOro B JOKYMEHTaX — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') TApOHHM.

5. Uto He OTHOCHUTCS K OPHUIHATIBHO-IEIOBOMY CTHIIIO JJOKYMEHTA:

a) aApeCcHOCTh HHPOPMALINY;

0) TemMaTuuecKasi OrpaHU4YEHHOCTh B IPUMEHEHHH SI3bIKOBBIX CPE/ICTB;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

B) IPEIOCTABICHAE MAKCUMAIBHO BO3MOKHON HH()OPMAIIHH;
) yHUGUKAIUS JOKYMCHTA.

6. K npaBuiiam 1eI0OBOr0 ATUKETA OTHOCSTCS:

a) HETOPOILTUBOCTh C OTBETOM;

0) O6;aroTapHOCTH 3a OTBET WIIH JCHCTBUC;

B) 00CTOSTEIBHOC M3IIOKCHHE JOKYMEHTA,

') YMEHHUE CIIyIIaTh IPYTUX JIIOAEH.7. B KakoM TOKyMEHTe UCIIOIb3YIOTCS CIIOBA «... B IPOTUBHOM ciiydae Bam OymyT

NP bSBIICHBI IITPadHbIe CAHKINI» B KA4eCTBE SI3bIKOBOI (POPMYIIBI, KaK pe3ysbTaTa
YHU(DUKALAH S3BIKOBBIX CPEIICTB!

a) B TapaHTUHHOM MHCHME;

0) B peKIaMaliuOHHOM THCHEME;

B) B HH(OPMAIIIOHHOM ITHACHME;

I') B IMCbMe-HAIIOMHHAHUU.

8. CHOBa, KOTOPbIC CTAHOBATCA Heoq)I/ILII/IaHI)HI)IM 3aMCHUTECJICM TEpMHHA W WX MNOPUMCHCHUEB JOKYMCHTax

HEJIOMYCTHMO, — 3TO:
a) MpoeCCHOHATI3MBI;

0) CHHOHHMBI,

B) HEOJIOTU3MBI;

T') TAPOHUMBIL.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTa, MO3BOJISIONINHA YCTAHOBUTD
3HaYEHHE BXO/IIIETO B HETO CII0Ba WM (hpasbl — 3TO:

a) aHHOTAIIVS,

6) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perynupytomiast (AedTeNbHOCTS OpraHU3alMil) Cpeja BKIIFOYAET:

a) TOCYIapCTBEHHBIC CTAHAAPTHI;

0) 0OIIECTBEHHBIE OXKUIAHNUS;

B) PEKOMEH/Ial[1H1, OTPAXKAIOLIHE MTEPEIOBOH OIIBIT;

') HOpPMaTUBHbIE JOKYMEHTBI, OTPaKarOIIHe AESTEIbHOCTh OPTaHU3aLnH.

11. [onuTHKa ynpaBieHUs JOKyMEHTaMH OpraHN3aluy 103BOJISET:

a) HOBBIIATH 3P(PEKTUBHOCTH JIESATEIEHOCTH OpPraHNu3alvy;

6) cobmonaTe TpeOOBaHMs 3aKOHOAATEIHCTBA U PETyIHPYIOIIEH Cpeabl;

B) M30eaTh PUCKOB IPEIIPHUHUMATEILCKOM eI TeIbHOCTH, CBSI3aHHBIX C JIOKYMEHTaMU;

I') COXpaHATh MaMsATh OpraHM3alMu, MHAMBHAA W oOmecTBa.l12. K mpuHmmmam pa3paboTKH NMporpaMMm yHpaBieHHS

JOKYMEHTaMH OTHOCUTCA:
a) OIICHKA PHUCKOB, CBA3AHHBIX C OTCYTCTBHUEM O(bI/IHI/IaJ'IBHBIX JTIOKYMCHTOB;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

0) onpenesieHNe MPAaBUII CO3aHUS METaaHHbIX O TOKYMEHTaX;

B) o0OecrieueHre XpaHeHUs] TOKYMEHTOB B 0€301acCHO 1 3alUIIeHHOI cpeae;

I') onpeieieHre BO3MOXKHOCTEH NOBBIIEHHS 2P (PEKTHUBHOCTH pabOThl OpraHU3alnuu

B pe3yJIbTaTe KaueCTBEHHOTO YIIPaBJICHHS JOKYMEHTaMH.

13. PactipenienieHne OTBETCTBEHHOCTH 32 IOKYMEHTAIIHOHHOE 00eCIIeYeHNE YIIPaBIICHUS
MIPEAIoaraeT OTBETCTBEHHOCTh!

a) BCEX COTPYIHHUKOB OpraHU3alny 3a ;

0) CHCTEMHBIX aIMUHICTPATOPOB 3a ;

B) PYKOBOJCTBA OPTaHHU3AINH 32 ;

T') ceKpeTapeii 3a .

14. Ecnn 1OKyMeHT SIBISIETCSI TEM, YeM JOJDKEH OBITh, CO3JaH WJIM OTIPABIICH JIMIIOM, YIIOJIHOMOYEHHBIM Ha 3TO, a
TaKkKe B TO BPeMsi, KOTOPOE YKa3aHO Ha JJOKyMEHTE, TO 3TO O3HAYACT €T0:

a) IOCTOBEPHOCT,

0) IIeJIOCTHOCTH;

B) ayTEHTUYHOCTb;

T') IPUTOHOCTD JUIsl HCIIOJIb30BaHUSI.

15. Crparerus BHeIpeHU JOKYMEHTHBIX CHCTEM IpeyCMaTPUBAET:

a) IPOEKTHPOBAHNE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, pabOTAIOINX C JOKYMEHTaMH;

B) COOTBETCTBUE JJOKYyMEHTOB PETYJINPYIOLIEH cpee;

I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CHCTEMBI, (JOPMATHI.

16. CiocoOHOCTh JOKyMEHTHON CHCTEMBI JUINTEIBHO U MPABWIEHO (QYHKIIMOHUPOBATH
B COOTBETCTBHH C TPeOyeMBIMH MPOLIEypaMH O3HAUYaET ee:

a) HaJIe)KHOCTh;

0) 3 (heKTUBHOCTH;

B) IIEIOCTHOCTH;

T') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOM CHCTEMBI TIPEA0TBPAIIaTh HECAHKIIHOHUPOBAaHHbIE
JOCTYII K IOKYMEHTaM, UX YHUYTOXXEHHUE, I3MEHEHHUE WIIM TEPEMEICHHUs 03HAYaeT ee:
a) HaJIC)KHOCTB;

0) 3QPeKTUBHOCTE;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb. 1 8. MeTo1010THsl TPOEKTUPOBAHUS M BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:
a) aHaJIn3 JEJIO0BOH JeITeIbHOCTH OpraHu3allly;

0) OLICHKY CYMIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE EHCTBHS;

I') IpeKpalleHne MPUMEHEHHS JOKYMEHTHBIX CHCTEM.




CTpyKTypHBIH

JJIEMEHT [Tnarupyemsie pe3yabTaTsl 00yIeHUS OueHoYHBIE CpPENCTBA
KOMITETEHIINN
19. O6bexTamMu yHUPUKAIIMH U CTAHAAPTU3ALNH B YIIPABICHUECKOH eI TeIbHOCTH
SIBIIIIOTCSL:
a) TEPMHUHBI, UCTIOJIB3YEMbIE ITPpU paboTe ¢ ynpaBiieHYeCKoi nHdopmanueii;
0) opraHu3alMOHHbBIE CTPYKTYPHI OpPraHU3aLUH, YIPEeXKICHUH U NIPeIIPHUITHII;
B) ynpaBiieHUeCKUe (QyHKIUH;
T) yIpaBlieHUeCcKasi JOKyMEHTalusl.
Brnaners - CIIOCOOHOCTBIO ocymecTBiATh | [IpakTuueckue 3aaHus:
JenoBoe  obmenwe W myOsmuHsle | Kpoceopa 1.
BBICTYIUICHHSI, BeCTH  meperoBopsl, | [To ropusonTanu: 1) 3anuck MHGOpPMAIMK HA Pa3IMYHBIX HOCHUTEISX IO YCTAHOBJICHHBIM MPaBUiaM; 2) YCTaHOBJICHHE
COBEIIAHMA, OCYIIECTBIATH JICJIOBYIO | KOJIMYECTBA M COCTaBa JOKYMEHTOB B CIMHMIAX ydeTa W (hUKcanms MPUHAUICKHOCTH KaXKIOW EIMHHUIBI ydera K
TIEPETINCKY u MOJIEPXKHUBATh | ONIPEAEICHHOMY KOMIUIEKCY W OOLIEMy MX KOJIWYECTBY B YUETHBIX JOKYMEHTaX; 3) yYETHBIH JOKYMEHT, COJEp KAIINi

QJICKTPOHHBIC KOMMYHHWKAIIUU.

Ha3BaHWE, CBEICHMS O KOJMYECTBE, COCTaBe MAOKYMEHTOB (DOHAA M MECTE€ €ro XpaHEHUs, NpeIHa3HAuYCHHBIH I
LCHTPAIN30BAaHHOTO yd4eTa JOKYMEHTOB; 4) IepedeHb O(HIIMANbHBIX HAUMECHOBAHMM XPAHSIIMXCS, BHIOBIBIINX H
MOCTYIAIOIINX apXUBHBIX (DOHIOB B TOpSAKE BO3pACTaHUS NPHUCBOCHHBIX MM HOMEpPOB; 5) IPEAyCMOTPEHHBIE
HOPMATUBHBIMH JOKYMCHTAMHU YCJIOBUS HUCIIOJIB30BaHUA ApXUBHBIX U KOH(I)I/IZ[CHHI/IaHLHI)IX JOKYMCHTOB, 6) HI/I(I)pOBOC
u/wnu OyKBeHHO-IM(DPOBOE 0003HAUCHHE Jeja B HOMCHKIATYpE JeJl OpraHH3alliy, HAHOCHMOE Ha €ro OO0JIOXKY; 7)
CBOMCTBa JIOKYMEHTa, OOyCJIaBiIMBAIOIIME €ro KyJabTypHOE, Hay4HOE€ MW T.N. 3HAa4YCHUE; §) BOCCTAHOBICHUE
MEpBOHAYAJIbHBIX HJIA OMM3KHUX K MEepBOHAYAIIbHBIM CBOMCTB MW BHEIIHUX IMPU3HAKOB apXMWBHOI'0 JOKYMCHTA,
MOJIBEPIIIETOCs MOBPEKIACHUIO WIIH Pa3pyLIeHNIO; 9) CpeicTBO THPAXUPOBAHUSA TOKYMEHTOB; 10) ydeTHBIN JOKYMEHT,
COZIepJKaliii NepeyeHb JOKYMEHTOB Jiefia ¢ yKa3aHHEeM HOPSJKOBBIX HOMEPOB JIOKYMEHTOB, MX MHJEKCOB, Ha3BaHWUM,
JlaT, HOMEpOB JHCTOB; 11) mpuMeHeHne HHPOPMAIMU JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX U T.II. IIEJSIX, a TAKXKe I
oOecrieyeHns] 3aKOHHBIX TIPaB M HMHTEPECOB TpaxJaH; 12) CIpaBOYHHMK, B KOTOPOM HMH(OpMAIMsi O JOKYMEHTax
pacIiojokeHa B COOTBETCTBUH C BHIOpPAaHHOW cxeMoH Kinaccupukanny; 13) MOKyMEHT, MOJHOCTHIO BOCIPON3BOISAIINH
nH(pOpMaNNIO MOAIMHHOTO JIOKYMEHTA W BCE €ro BHEIIHHE NMPHU3HAKH WM YacTh MX, HO HE MMEIOUIMH I0pUANYECKON
cuibl, 14) M3MeHeHHe MNepBOHAYAIbHBIX (DPU3NKO-XMMHUYECKHX CBOMCTB JOKYMEHTa I10JI BO3JCHCTBHEM BHEUIHUX H
BHYTPEHHHX (PakTOpoB; 15) MEpBBIA WM €IUHWYHBIH SK3EMIUIIP O(QUIIHANbHOTO NOKYMEHTa; 16) I0puandecKoe Win
¢dusnyeckoe IMIO, B JACATEILHOCTH KOTOPOro oOpasyercs IOKyMeHTanbHbl ¢(oHn; 17) cpencTBo XpaHEeHHUs
JIOKYMEHTOB.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo BepTukanu: 1) nBUKEHHE JOKYMEHTOB B OpTaHHM3AIlMM C MOMEHTA MX CO3JaHUS WU MOJYYECHUS JO 3aBEpIICHUS
UCIIOJIHEHHSI WIIA OTIpaBiieHus; 18) 3amuch y4eTHBIX TaHHBIX O JOKYMEHTE 10 YCTaHOBJICHHOH (opme, dukcupyrommas
(dakT ero co3maHus, OTIPABICHUS U MONydeHHs;, 19) MOKYMEHT WM COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIUXCS K
OJIHOMY BOIIPOCY WJHM YYacTKy JAESITeIbHOCTH M TIOMEIICHHBIX B OTACTbHYIO 00J0XKy; 20) opraHu3anus WiIu
CTPYKTYPHOE TIOJIpa3/ielIeHHe, OCYIIECTBISIONIEE UINTEIBHOE WM MTOCTOSTHHOE XpaHEHHE OKOHYEHHBIX JTOKYMEHTOB C
[IENTBI0 X HMCIIONIB30BaHMST; 21) CpeACcTBO KacCOBOI OPITEXHUKH; 22) KOMHUS YACTH TEKCTa TOKYMEHTa, oopMIICHHAS B
YCTAaHOBIICHHOM TOpsiAKe; 23) CpeAcTBO H3TOTOBICHHS HW300pa3HTENBHBIX JTOKYMEHTOB; 24) CIEIUalbHO
0o0OpyIOBaHHOE IOMEIICHUE /IS XPaHCHUS AapXWBHBIX [OKYMEHTOB; 25) TMOBTOPHBIH SK3eMIULIp ITOTHHHUKA
JOKYMEHTa, UMCIOIIUI IOPHIUYECKYIO CHITy; 26) (H3MUECKOe WM IOPHIUYECKOE IJIUI0, CO3AaBIIce ITOKYMEHT; 27)
oUIHANBEHBIH JOKYMEHT, UMCIOIIUIN OPUAMYECKYI0 CIIy W CoIep)Kammidi WH(POpPMAIHI0O O TpeIMeTe 3ampoca, ¢
yKa3aHHEM IOWCKOBBIX JNAHHBIX JOKYMEHTOB; 28) OTOOp JOKYMEHTOB Ha XpPaHCHHE WIM K YHHUYTOXKCHHUIO, a TaKKe
YCTaHOBJICHHE CPOKOB UX XPAHEHUsI HA OCHOBE TPUHSATHIX KPUTEPHUEB.

Kpoccrops 2.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo ropmsonTanmu: 1) HOpPMAaTHUBHBIA JOKYMEHT, COAEpPXALIMH CHCTEMAaTH3UPOBAHHBIM IEpEYeHb CIPYNIHPOBAHHBIX
HaMMEHOBAaHUII OOBEKTOB W NPUCBOCHHBIE WM KOJbI; 2) HOPMATHUBHBIM JOKYMEHT, 3aKpEIUISIONIMH YHU(DHUKALUIO
JICIIOTIPOM3BOICTBA; 3) (UKcalUsl Ha MaTepUalbHOM HOCHTENe HWHGOPMAIMU C PEKBHU3UTAMH, IO3BOJIIONINMH €€
UICHTH(PUINPOBaTh; 4) yCTaHOBICHHE €AMHOOOpasms cocTaBa M (GOPM YIPABICHYECKHX TOKYMEHTOB, CO3aBa€MBIX
IOpU  pPEUICHUH OJHOTUIIHBIX YIpaBleHYeCKuX QyHKuMH; S5) wuHbopmanus, QUKCUpOBaHHAs Ha KaKOM-JIHOO
MarepualbHOM HOCHTEE.

[To Beprukamu: 1) mudposoe o003HaueHHE POPM JOKYMEHTOB B XOJ€ COCTaBJICHHUS KiIacCu(UKATOPOB WHpopManuu; 6)
muppoBoe 00O3HAYCHHE, SBILIIONICECS JIEMEHTOM HWIACHTU(HUKAIIMA OOBEKTOB B XOAe WX Kiaccupukamum, 7)
MEXIYHApOAHBIH JIOTOBOP 110 OMNpPEAETICHHOMY BONIpPOCY; &) OpraHm3alMs WM CTPYKTYpHOE IOJpa3jelieHHe,
OCYIIECTBIISIOIIEE IOJITOBPEMEHHOE WM IIOCTOSHHOE XPaHEHHE OKOHUCHHBIX J1eN; 9) BHECEHHE JIOJDKHOCTHBIM JIMIIOM
B O(QHIMAIbHBIE JOKYMEHTBHl 3aBEJOMO JIOXKHBIX CBEACHHH WIN HCIPABICHWH, MCKAXKAIOMNX WX AEHCTBUTEIHHOE
cozxepskanue; 10) cuHOHMM citoBa J10roBOp; 11) MOKyMEHT, MOATBEPKIAIOIINH COOTBETCTBHE TPOIYKINH, IPOLECCOB U
YCIIYT YCTaHOBJICHHBIM TPEOOBAHUSIM.




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

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenxu (6 coomeemcmeuu ¢ popmupyemvimu KOMNEMeHYUAMU U NIAHUPYeMbIMU
pesyremamamu 06yuenus):
OrneHKa «3a4TE€HO» BBICTABIISETCS CTYACHTY, KOTOPBIi
- IPOYHO YCBOWJI IPEAYCMOTPEHHBIN POrPaMMHBINA MaTepHUall,
- IPaBUJIbHO, APTYMEHTUPOBAHO OTBETHJI Ha BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJl TITy0OKHEe CHCTEMaTU3UPOBAHHBIC 3HAHUS, BIaJIeeT IPUEMaMH PacCyKICHUS U
COIIOCTAaBJISIET MaTepHall U3 pa3HbIX HCTOUYHUKOB: TEOPUIO CBA3BIBACT C IPAKTUKOM, JPyrUMU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB
- 6€3 oImMOOK BBIIOJIHUI IPAKTHUECKOE 3aJaHHUE.
OneHka «He 3a4TEHO» BBICTABIISETCS CTYAEHTY, KOTOPbIi He crpaBuiics ¢ 50% Bonpocos u
3aJlJaHUi, B OTBETAX Ha JIPYrue BONPOCHI JOMYCTUII CyllecTBEHHbIE oHOKH. LlenocTHOrO
NPECTAaBICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, ATanax pa3BUTUS KyJIbTYPHl Y CTY/ICHTA HET.

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

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHATHS, IPUMEHSEMBIC B JISIIOMTPOU3BOJICTRE.

2. PexBu3utThl ToKkyMeHTOB. Kakvie BHIbI OJIaHKOB B (DOPMATHI IOKYMEHTA TPUMCHSIFOTCS B
YUpEKIACHUSAX ?

3. Cocras o0uiero 0y1aHka.

4. PexBU3UTHI B cOcTaBe OiaHKa MmuchMa. Uem oTinuaeTcst o0muii 61aHk OT OaHKa JIs
nucbma?

5. PexBu3uTH B cocTaBe OIaHKa BUA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxue TpeGoBaHMs MPEABABIAIOTCS K TOKYMEHTaM?

8. Ha3znaueHue M cOCTaB OPTaHU3AIMOHHO-TIPABOBOM JJOKYMEHTAITUU

9. HaznaueHue M cOCTaB pacHoOPSIUTENLHON TOKyMEHTAIlUU

10. Haznauenue u coctaB HH(YOPMAIIMOHHO-CITPABOYHOW JOKYMEHTAITUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBH3UTA «CIIPABOYHBIC JAHHBIE 00 OPTaHU3AIUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

14. CocraBHbIE YaCTH PETUCTPALIMOHHOTO HOMEPA JOKYMEHTA U MOPSI0K €ro MPOCTaBICHUS

15. Tlopsimok agpecoBaHus JOKYMEHTA.

16. Kakumu cnoco6amu oopMIisieTcs yTBEpKICHHE TOKyMeHTa?

17. Kakue TpeOGoBaHMs MIPEIBSIBIISIOTCS K 3aT0JIOBKY?

18. Tlopsimox odopmiteHUs IPUITOKEHUN K TOKYMEHTY

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



20.
21.
22.

23.
24.

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

38.
39.
40.

Kak odopmisiercs coriiacoBanue 10KyMmeHTa?

[Topsimok npocTaBieHus Ha TOKYMEHTax revyarei

[lepeuncnure OTMETKH, IPOCTABISEMBIE Ha BXOSIEM JOKYMEHTE, YKaKUTE MOPSAOK 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.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH MX COCTABICHHS U O()OPMIICHUSI.
B uem ocoOeHHOCTH cocTaBieHus: 1 0(OopMIIeHUs TPOTOKOIa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO JOKIAJHBIX 3aIIHCOK

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHUIO OOBSICHUTEIBHBIX 3aITUCOK

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK

TpeboBaHMs K COCTaBICHUIO U O(POPMIICHHUIO CITY>KEOHBIX TTHCEM

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TeNerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yro nmoHuMaeTcs noj 00beMoM JOKYMEHTO000pOTa, TOYEMY OH yBEIHMUUBACTCA?

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 PACTIPEICNICHHSI TOCTYIHUBIINX JOKYMEHTOB
ITpaBuia 00pabOTKM UCXOAALINX JOKYMEHTOB.



