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1 OBIIASA XAPAKTEPUCTHKA PABOYEH NMMPOIPAMMBI YUEFHON JUCIATIINHBI
«/lokyMeHTaMOHHOE o0ecneYeHue YIpaBJIeHHS »

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

Pabovast mporpamma y4eOHOW AMCHUILIMHBI «/{0KyMeHTanHOHHOe obecrieyeHHe YNPAaBJICHHS
SBIISICTCA YacThIO MPOrPaMMBbl OJATOTOBKH CIEIIMATIMCTOB CPEAHEro 3BeHa mo crernuansHocta 38.02.01
DKOHOMHKA M OyXrajaTepcKuid yuer (1o orpacisiM). Pabouast mporpamma cocrapieHa Jjisi O4HON HOpPMEI
o0Oy4eHusl.

1.2 MecTO0 AUMCHMIUIMHBI B CTPYKType NPOrpamMMbl NMOATOTOBKHM CHENUAJTHCTOB CpeIHero
3BeHa

VYyeOHas jucuuiuiiHa ««/JlokyMeHTanMOHHOe o0ecneyeHHe YNPaBJIEHHMA» OTHOCUTCS K
oOmenpodeCcCHOHAIBHOMY  YIEOHOMY ITUKITY.

OcBoennto y4eOHOW IUCHMIUIMHBI NPEAIIECTBYeT H3ydeHue yueOHbx nucrmmma [171.02.
HNudopmaruka.

JucuumnuHa «/JloKyMeHTallnoHHOe of0ecrieyeHre YNPaBJIeHHUs SBISETCS NMPEALIECTBYIOMIEH IS
M3YYECHHS CIEAYIOUIMX Y4eOHBIX IUCIHMIUIUH, mpodeccuoHanbHbix Mmoxayneit: OIIL.07. Hanorum wu
Hasoroo6soxkenue; [IM.01. JlokyMeHTHpOBaHNE XO3SHCTBEHHBIX OINEpalUii M BeleHHE OyXTalTepcKoro
ydeta akTuBOB opranuzanuu; 1IM.02. Benenue Oyxranarepckoro ydyera MCTOYHHKOB (POPMHUPOBAHUS
aKTHBOB, BBIITOJIHEHHE PA0OT MO0 MHBEHTAPU3aLMU aKTUBOB M (DHHAHCOBBIX 00sI3aTEIHCTB OPraHNU3aLUU
IIM.04. CocraBiieHue 1 UCIOJIb30BaHUE OyXranrepckoi (puHaHCOBOIT) OTYETHOCTH.

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOCHUS AN CHMIIJIMHBI:

CopnepxaHue JAUCUUIUIMHBI OPHUEHTHPOBAHO HAa MOJrOTOBKY OOYYalOUIMXCS K OCBOCHMIO
npoeCCHOHATBHBIX ~ MOIYJEH MPOTrpaMMbl  MOATOTOBKH  CIEIHMAIMCTOB CPEIHET0 3BEHA 10
CHELUAIBHOCTU U OBJIAJCHUIO CIETYIOUIMMH OOIIMMHU U MPO(HEeCCHOHAIBHBIMU KOMITETCHIIUAMMU:

IIK 1.1. O6pabarbiBaTh NepBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabaTpiBaTh U COIJIACOBBIBaTh C PYKOBOACTBOM OpraHM3alMM paOouuii IUIaH CYETOB
OyXraJTepcKoro yuyera OpraHu3aluu.

IIK 2.1. ®opmupoBath OyxraiaTepckue MNpOBOAKHU MO yYETY UCTOYHMKOB aKTHBOB OpraHM3alMM Ha
OCHOBE paboyero MnjiaHa cCueToB OyXraJTepcKoro yvera.

[1IK 2.2. BpINOAHATS NOpYUYEHHUS] PYKOBOJCTBA B COCTaBE KOMUCCHH IO MHBEHTApU3AllUM AKTHUBOB B
MeECTaX UX XpaHECHHUS.

[IK 2.6. OcymuiectBasaTh cO0op UHPOpPMALMK O JAEATEIBHOCTH 00BEKTa BHYTPEHHETO KOHTPOJIS IO
BBINOJIHEHUIO TpeOOBaHU IPAaBOBOM M HOPMATUBHOI 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[1IK 2.7. BbINOTHATH KOHTPOJIbHBIE MPOLEAYPHl U UX JOKYMEHTHPOBaHHE, TOTOBUTH U O(OPMIISATH
3aBepUIAIOIINE MAaTEPHAIBI IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIA.

[IK 3.2. OdopMasaTh miuaTeXHbIE TOKYMEHTHI JJIsi NEPEYUCIIEHUs] HAJIOroB U COOpPOB B OIOJKET,
KOHTPOJUPOBATh UX MPOXOXKJCHHUE TI0 PACYETHO-KACCOBBIM OAHKOBCKUM OIEpaLHsIM.

I[IK 3.4. Odopmiarh mniaTeXHbIE AOKYMEHTbl Ha IIEPEUMCIICHHE CTPaxoOBbIX B3HOCOB BO
BHEOIO/KETHbIE (DOHIBI M HAJIOTOBBIE OpPraHbl, KOHTPOJIMPOBATH MX MPOXOXKJIEHHE IO PacueTHO-
KacCOBBIM 0AHKOBCKHUM OMEPALUSIM.

IIK 4.2. CocraBnath ¢opMbl Oyxrantepckoil ((pMHAHCOBOW) OTYETHOCTH B YCTAHOBJIEHHBIE
3aKOHOJATEIHCTBOM CPOKH.

IIK 4.3. CocraBnsTh (OTUETHI) W HAJOTOBBIE JEKJApallid IO HajloraM u cOopam B OIOJKET,
YUUTHIBas OTMEHEHHBIH efuHblii couuanbHbli Hasor (ECH), oTdeThl mo cTpaxoBBIM B3HOCaM B
rOCyJapCTBEHHblEe BHEOIO/KETHbIE (OHABI, a Takke (OPMBI CTATUCTUYECKOH OTYETHOCTH B
YCTaHOBJICHHbIE 3aKOHOIATEIHCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaThb (DUHAHCOBO-XO3SIMCTBEHHYIO JEATEIBHOCTh, OCYIIECTBIATH aHAIU3
nH(pOpMalKY, TOTYYEeHHON B XOJI€ MPOBEIECHUS KOHTPOJIBHBIX MTPOLIEYP, BBISIBIEHUE U OLIEHKY PHUCKOB.

IIK 4.7. IlpoBoguThb MOHMTOPHMHI YCTPAaHEHHUS MEHEPKMEHTOM BBISBICHHBIX HapyIICHU,
HEJ0CTaTKOB U PUCKOB.



1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHOH KaCCOBOW OTYETHOCTHIO.

OK 01. BribupaTs criocoObl penienus 3a1a4 npoecCuOHaTbHON IeATeIbHOCTH MPUMEHUTEIBHO K
Pa3IMYHbIM KOHTEKCTaM.

OK 02. OcymecTBiaTh IMOWCK, aHAIW3 M HMHTEPIPETANI0 HHPOPMAIUH, HEOOXOAMMOM s
BBITIOJTHEHUS 33124 PO eCCUOHATLHOM HAIIPaBIEHHOCTH.

OK 03. IimanupoBath U peaan30BbIBATh COOCTBEHHOE MPOPECCHOHATHHOE U INYHOCTHOE Pa3BUTHE.

OK 05. OcyiiecTBiasiTb YCTHYIO UM MUCbMEHHYIO KOMMYHHMKAIIMIO Ha TOCYJApPCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEN COLMAIIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK 09. Mcnonb3oBaTh HHGOPMAITMOHHBIC TEXHOJIOTUH B PO(HECCHOHATBLHOMN NEITEILHOCTH.

OK 10. ITonmp30oBaTbes mpoQecCHOoHaTbHON TOKyMEHTAlUeH Ha TOCYJapCTBEHHOM M WHOCTPaHHOM
SI3BIKAX.

Koo IIK/ OK Ymenusn 3nanusn
IIK 1.1. O6pabatbiBaTh V1. opopMIsTh JOKyMEHTAIUIO B 31. TpeboBaHus K
MEPBUYHBIC OYXTAITEPCKUE | COOTBETCTBUHU C HOPMATHBHOM COCTaBJICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTBI 0a30ii, B T. 4. C UCIIOJIb30BAHUEM JIOKYMEHTOB;
MH(OPMALIMOHHBIX TEXHOJIOTHUI; 32. cucteMsl
VY2. ucnons3oBaTh JOKYMEHTAIMOHHOTO
VHUPUITUPOBAHHBIC (DOPMBI obecrieueHus yrpaBiaeHUs;
JIOKYMEHTOB KJIacCU(UKALIUIO TOKYMEHTOB
[IK 1.2. Pa3zpabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTUHU 33. nmousATHe, LU, 3a1a41 U
COTJIACOBBIBATH C AaBTOMATU3UPOBAHHOI 00paboOTKU MPUHIIUIIBI
PYKOBOJICTBOM JIOKYMEHTAIUU JIEIONPON3BO/ICTBA

OpraHu3anuy paboumii MIaH
CUETOB OYXTaJITEPCKOTO
ydera OpraHu3aluu

[IK 2.1. ®opmupoBaTh V1. 0opopMIATH TOKYMEHTALINIO B 34. OCHOBHBIE IOHSTHUS
OyXranTepckue MpOBOAKH COOTBETCTBUH C HOPMATHUBHOM JOKYMEHTAI[MOHHOTO
0 y4eTy HCTOUHUKOB 0a30M, B T. 4. C UCIIOJIb30BaHHEM oOecrieYeHus yrpaBIIeHS;
aKTHBOB OPraHM3aLMHU Ha MH(POPMALIMOHHBIX TEXHOJIOTUHA; 35. opranuzanuio
OCHOBE pabouero IiaHa V2. ucnonp3oBath JIOKYMEHTO000pOTa: PUEM,
CUETOB OYXTaJITepPCKOTO yHU(ULIIPOBaHHBIE (POPMBI 00paboTKy, perucTpanuio,
ydera JIOKYMEHTOB; KOHTPOJIb, XpaHEHHE

V3. ucnonb30BaTh JIOKYMEHTOB, HOMEHKJIATYpy

TEJIEKOMMYHUKAI[IOHHBIS nen

TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHTOO00POTE;

V¥5. oCyleCTBIIATh XpaHEHUE U
MOMCK JIOKYMEHTOB

[1IK 2.2. BbINOaHATH V2. ucnonb3oBaTh 32. cucteMsbl
MOPYYEHUSI PYKOBOJICTBA B | YHU(PHUITUPOBAHHBIE (POPMBI JIOKYMEHTAIMOHHOTO
COCTaBE KOMHUCCHUU T10 JIOKYMEHTOB; obecrieveHus yrpaBIeHUS;
WHBEHTApU3AIlUHA AKTUBOB B | Y 3. HCMOJIb30BATh KJIacCU(PUKAITHIO
MeCTax UX XpaHEHUs TEJIEKOMMYHUKAIIMOHHbBIE JIOKYMEHTOB;
TEXHOJIOTHU B DJIEKTPOHHOM 34. OCHOBHBIE MOHSTHUS
JIOKyMEHTO000pOoTe JIOKYMEHTAIMOHHOTO
o0ecrnievyeHus yrnpaBIeHUs
[IK 2.6. OcyuiecTBasTh V3. ucnosb3oBaTh 34. OCHOBHBIE MTOHATHUS
c6op uHbopmaium o TETIEKOMMYHUKAITHOHHBIC JIOKYMEHTAIMOHHOTO
JesITeIbHOCTH 00bEKTa TEXHOJIOTHH B JIEKTPOHHOM obecrnieveHus yrpaBIeHUs;
BHYTPEHHET0 KOHTPOJIS [0 | JOKYMEHTO0000pOTE; 35. opranuzanuio
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BBITIOJTHCHUIO TPEOOBaHMIA
[IPaBOBOM U HOPMATUBHOU
0a3bl U BHYTPEHHHUX
pEerIamMeHToB

VY4. ocBauBaTh TEXHOJOTUU
ABTOMATH3UPOBAHHOM 00pabOTKH
JOKYMEHTALUH

JIOKYMEHTOO00O0pOTA: TIPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATypy
Jel

IIK 2.7. BuInosHATh
KOHTPOJIbHBIC TTPOLIETYPHI U
WX JIOKYMEHTUPOBAHUE,
TOTOBHUTH U 0DOPMIISITH
3aBEePIIAIOIINE MaTePUAITbI
10 pe3yJbTaTaM
BHYTPEHHET0 KOHTPOJIS

V4. ocBanBaTh TEXHOJIOTUU
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocyliecTBiIsTh XpaHEHHUE U
MIOWCK JIOKYMCHTOB

35. opranuzaiuio
JIOKYMEHTO000POTa: MPHEM,
00paboTKy, pEerUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATypy
Jen

I1K 3.2. Odopmiarth
IUTATEKHBIC JOKYMEHTBI 151
NEPEYHCIICHUS HAJIOTOB U
cOOpOB B OIOIKET,
KOHTPOJIMPOBATh UX
MIPOXOKJICHHE 10 PACYCTHO-
KacCOBBIM 0aHKOBCKHM
oreparsamM

V1. obopMIIsTh JOKYMEHTAITHIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
MH()OPMAIIMOHHBIX TEXHOJOTHUIA;
¥2. ucnonp3oBarhb
YHUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBanHMs K
COCTaBJICHUIO M 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1K 3.4. OdopmasaTh
IJIATeKHBIC JJOKYMEHTHI Ha
MIEPEUMCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOKETHBIE
(OH/IBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
HX MPOXOXKJICHHUE 110
pacueTHO-KacCOBBIM
OAHKOBCKHUM OTepaIsm

V1. opopMIsSTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C HCIIOJIL30BAHUEM
MH()OPMAIIMOHHBIX TEXHOJOTHUIA;
V2. ucnons30BaTh
YHUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBaHus K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1IK 4.2. CoctaBnarb hopmbl
OyXrainTepckoi
(puHAHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHOJIaTE€JILCTBOM CPOKH

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATHBHOM
0a3oii, B T. 4. C UCIIOJIb30BAaHHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUHA;
V2. ucnonp3oBathb
yHU(ULIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUH
aBTOMATHU3UPOBAHHOW 00pabOTKU
JIOKYMEHTalluU

31. TpeboBanus K
COCTaBIICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JIOKYMEHTAIMOHHOTO
oOecrieueHus yrpaBIeHUS;
KJ1accu(puKamio
JTIOKYMEHTOB;

33. nmousATHe, LU, 3a0a41 U
TIPUHITUITBI
JICJIONPOU3BOJICTBA

IIK 4.3. CocraBiasarh
(OT4eThI) U HAJIOTOBbHIE
JeKJIapaliy 1o HajJoraM u
cOopam B OIOTKET,
YUUTHIBAasE OTMEHEHHBIN
€TUHBIA COIMAIBLHBIA HAJIOT
(ECH), otuetsi o
CTPaxOBBIM B3HOCAM B
rocyJapCTBEHHbBIE
BHEOIOKETHBIE (DOH/IBI, a
TaKxe (OpMbl
CTaTHCTHYCCKOU

V1. opopMIsATh JOKYMEHTALIUIO B
COOTBETCTBUM C HOPMAaTHBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
MH(OPMALIMOHHBIX TEXHOJIOTHI;
V2. ncnonp3oBarthb
YHUPUIIUPOBAHHBIE (DOPMBI
JIOKyMEHTOB

31. TpeboBaHus K
COCTaBJICHUIO ¥ O(hOPMIIEHUIO
JIOKYMEHTOB;

32. cucTeMbl
JOKYMEHTAI[HOHHOTO
oOecrnievyeHus yrnpaBIeHUS;
KJIacCU(UKAIUIO IOKYyMEHTOB




OTYETHOCTHU B
YCTAHOBJICHHBIC
3dKOHOIATCJIIbLCTBOM CPOKH

[IK 4.6. AnanuzupoBaTh
(UHAHCOBO-X03HCTBEHHYIO
NesITeTbHOCTb,
OCYILECTBIISATh AHAJIN3
nHpOpMaINH, TTOTyYCHHON
B XO7/I€ IPOBE/ICHUS
KOHTPOJILHBIX MPOIIETYD,
BBISIBIICHHE U OLEHKY
PHCKOB

V3. ucrnonp3oBarhb
TEJIEKOMMYHUKAI[IOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocylecTBIATh XpaHEHUE U
IIOUCK JJOKYMEHTOB

33. noHATHE, LICNH, 330294 U
TIPUHITUTIBI
JIEIONIPOU3BO/ICTRA;

34. 0OCHOBHBIC TTOHSITHUS
JIOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHU;
35. opranu3zaruio
JIOKYMEHTOO00O0pOTa: TIPUEM,
00paboTKy, peruCTPaLHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 4.7. TIpoBoauTh
MOHHUTOPHHT YCTPaHEHUS
MEHEIKMEHTOM
BBISIBJICHHBIX HAPYIICHHUIA,
HEJIOCTaTKOB U PUCKOB

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHONW 00pabOTKH
JIOKYMEHTAITUH;

VY5. ocyliecTBasATh XpaHEHUE U
MIOWCK JIOKYMCHTOB

33. noHsATHE, LICNIH, 330294 1
TIPUHITUTIBI
JIEJIONIPOU3BO/ICTRA;

34. OCHOBHBIC TTOHITHUS
JIOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBIcHUS;
35. opranu3zaiuio
JOKYMEHTO000pOTa: IPHEM,
00paboTKy, pETUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKyMEHTOB, HOMEHKJIATYPY
Jen

[IK 6.2. Bectu xaccoByto
KHHUTY C COOCTBEHHOM
KaCCOBOU OTYETHOCTBHIO

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOMN
0a3oii, B T. 4. C UCIIOJIb30BAaHHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHI

31. TpeboBanms K
COCTaBIECHUIO ¥ O(hOPMIICHUIO
JIOKyMEHTOB

OK 01 Ber6upath ciocoObl
peleHus 3a1a4
npo¢ecCuOHAITBHON
JeSTeNbHOCTH
MPUMEHUTETHHO K
Pa3NUYHBIM KOHTEKCTaM

V01.1 pacnio3HaBaTh 3a1a4y U/Uiau
npo6ieMy B pohecCHOHAIbEHOM
W/WIIN COITUAIEHOM KOHTEKCTE;
VY01.4 BIABAATH U 3PPEKTUBHO
UCKaTh UH(POPMAIIHIO,

HCO6XOI[I/IMYIO JJI PCIICHUS 3ala4n

U/Wau IpoOeMbl

VY01.11 ouenuBars pe3ynbTar u
IOCJIEICTBHUS CBOUX NEUCTBUU
(caMOCTOATENBHO MM C HOMOUIBIO

301.1 akTyanbHBIN
npohecCuoHaNbHBIN U
COIIMATLHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS
pabortatb

301.3 oCHOBHBIE HICTOYHUKH
uH(pOpMaLlUU U PECypCh JUIs
301.8 nopsa0K OLEHKH
Pe3yJIbTaTOB pELICHUs 3a/1a4

OK 02 OcyiiecTBasiTh V02.3 mianupoBaTh Npouece 302.1 HomeHKnaTypa
IIOMCK, aHAJIN3 U MOUCKA; UH(GOPMaIMOHHBIX
HAHTEPIPETALALO V02.5 BeiienaTs Hanbomee HWCTOYHUKOB MPUMEHSIEMBIX B
nH(popManuu, 3HAYMMO€ B MEpeyHe HHPOPMALIUU npodeccuoHaIbHON
HE0OX0IMMOM ISt NeSITeNIbHOCTH;
BBIIIOJIHEHUA 3a1a4 302.2 npueMsl
npodeccroHanbHOM CTPYKTYpUPOBAHHUS
HaIpaBJIE€HHOCTH uH(bOpMaIuu

OK 03 IlmaaupoBats u Y03.1 onpenensiTh akTyaabHOCTh 303.1 coneprxanue
peann30BbIBaTh HOPMAaTHUBHO-TIPABOBOM aKTyaJIbHOW HOPMATHUBHO-
COOCTBEHHOE JIOKYMEHTaIlu! B MIPaBOBOM JOKYMEHTAIINH;




npo¢eCCUOHAIBHOE U
JIMYHOCTHOC PA3BUTHC

npodeccHoHaIbHON AEATEILHOCTH;
VY03.2 npuMeHATh COBPEMEHHYIO
Hay4HYIO TIPO(eCCHOHATBHYIO
TEPMUHOJIOTHIO

303.2 coBpeMeHHasi Hay4qHas
U npodeccuoHanbHas
TEPMHHOJIOT U

OK 05 OcyiecTBasiTh
YCTHYIO ¥l TUCHBMEHHYIO
KOMMYHHUKAITHUIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiuu ¢
Y4ETOM OCOOCHHOCTEH
COLIMAJILHOTO U
KYJIbTYPHOT'O KOHTEKCTA

V05.3 uznaratb CBOM MBICIIH 1
0(pOPMIISITH TOKYMEHTHI 110
po¢eCCHOHAIBHON TEMaTHUKE Ha
rOCYJaPCTBEHHOM SI3bIKE

305.8 nmpaBusia opopmIIeHUS
JIOKYMEHTOB

OK 09 HUcnonb3oBaTh
nH(pOPMAaLOHHbIE
TEXHOJIOTUH B
npodeccnoHaTEHOM
JeSITeNIbHOCTH

¥ 09.3 nposBisTh KyJAbTYpy
MH(POPMALIMOHHOM 0€30MaCHOCTH
IIPU UCTIOJIb30BAHUU
MH(OpPMaLIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHI

309.3 HopMmBI
uHGOPMAIMOHHON
0€30MacHOCTH NPU
UCIIOJIb30BaHUH
nH(OpMaIMoOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUI

OK 10 Ilonb3oBaThCst
npodeccnoHanbHOMI
JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

V10.3 ctpouts npocThie
BBICKa3bIBaHUS O ce0C U O CBOCH
poeCCHOHAIBHON JEATEIHHOCTH

310.2 ocHOBHBIE
o0IeynoTpeOUTEeNbHbIC
ryarosibl (ObITOBas U
npodecCHOHAIbHAS JICKCUKA)




2 CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCHOUTLJIMHBI
2.1 O6beM yueOHOI TUCHUIIHHBI U BU/IbI Y4eOHOH padoThl (04HO)

Bup yueoHoii padoThl O0beM yacoB

O0bem o0pa3oBaTeIbHOI POrPaMMBbI 48

B TOM YHUCIJIE:

JIEKLUHU, YPOKH 24

MPAKTUYCCKUE 3aHSTHS 16

J1ab0paTopHbIE 3aHATHSL He npedycmompenno

KypcoBas paboTa (IIpoeKT) He npeoycmompenno

KOHCYJIbTaI[u1

CamocrosiTenpHas padbora 8
Komnnexcnuuii

IIpomexyTouHas aTTecTALMSA oegepenyuposanmbiii

3auem




2.2 TeMaTH4eCKUi IJIaH U cofep:KaHHe YUeOHOH AMCHUILINHBI «[[0KyMeHTaMOHHOe o0ecneyeHne YIpaBiaeHus » (04HO)

HaumeHoBaHue pa3jiesioB u
TeM

Conep:kanue y4eOHOTr0o MaTepHuasia u
(opmbI opranu3zanuu aesiTeJJbHOCTH 00y4AI0UIUXCS

O0beMm
yacoB

Koapl koMneTeHInii/0CBANBaEeMbIX
7JIEMEHTOB KOMIIETEeH U

1

2

3

4

Pa3nen 1. O0miast xapakTepruCTUKA JOKYMEHTAIIMOHHOTO O0ECTICUEHUS! YIIPaBICHUS

12

OK. 02; OK.03; OK.05;0K.10;
IK. 1.1; IIK.1.2;11K.2.1; 11K.3.2;
I1K.6.2;

Tema 1.1.

OCHOBHBIE ITOHSATHSA
JTOKYMEHTAIlMOHHOTO
oOecrnieyeHus yrnpaBIeHUs.
HopmaTtuBHO - MeTonueckoe
peryiaupoBaHHe.

Conep:xanue yueOHOro MaTepuasa:

CO[[ep)KaHI/Ie N OCHOBHBIC TIIOHATHUA, LOCJIM, 3aJadd W I[IPUHIUIIBI
coBpemennoro JIO (menompon3BoiacTBa). MecTo U pojib JOKYMEHTOB B
YIIPaBJICHUHU HA COBPEMEHHOM 3Tarle.

[lonstie nOKyMeHTa, HOCHTENs AoKyMeHTa. OQuUIUaIbHbIE U JINYHBIC
nokyMeHThl.  FOpumudeckas cuima — Jgokymenta.  Kiaccudukarus
JIOKYMEHTOB.
HopmaruBHo-ipaBoBasi ~ 6a3a
obecriedeHHsT  yIpaBIICHHUS.
YIIPaBJICHYECKOTO IOKYMEHTa

OpraHu3alu JIOKYMEHTAI[MOHHOTO
Yuuduxanuys 51 CTaHapTH3AIUS

32; 33; 34;
3.03.1; 3.03.2; 3.10.2.

Tema 1.2. OdopmiieHue
JIOKYMEHTAIIUN B COOTBETCTBUHU
C HOpMaTHBHOMU 0a30ii

Conep:xanue yueOHOTro MaTepHaJia

OcHOBHBIE TIOHSTHS PEKBU3HT, OJaHK, GopMyIsip, GopMyIsip — oOpaserr.

Hopwmsl u npaBuia opopmiieHust 10KkyMeHToB B cootBeTcTBUU ¢ ['OCT P
7.0.97-2016. «HammonambHbeIii craHmapt Poccuiickoit  ®Denepammu.
Cucrema craniapToB 10 MHGOpPMALMU, OUOIMOTEUHOMY U U3/1aTETbCKOMY
neny. Opranu3almoHHO-PaCcopAIUTeNbHAs TOKyMeHTalus. TpeOoBaHus K
opopmienuro  gokymMeHTOB"  CocTaB  pPEKBU3UTOB  JOKYMEHTOB.
IOpunnuecknii cratyc JOKyMeHTA.

[Tonsitue o OnaHke MOKyMeHTa, BUAbI OnankoB. [IpaBuna odopmieHus
pekBu3nTOB Omanka B cootBerctBmm ¢ [OCT P 7.0.97-2016.
«Haunonansneiil crangapt Poccuiickoit @denepanuu. Cucrema craHIapToB
nmo  uwHbopmaruu, OUOTMOTEUHOMY W H3JATEIBCKOMY  JIETy.
OpraHu3allMOHHO-pacTopsAAUTeNbHAs JTOKyMeHTauus. TpeOoBaHHS K
0OPMIICHUIO TOKYMEHTOB".

31; 32;
3.02.1; 3.05.8;

B ToM 4nciie npakTHYecKux pador :

Ilpakmuuecxas paboma Ne 1.

OdopmiieHne PEKBU3UTOB  00ECHEUMBAIONIMX  IOPUIMYECKYIO  CHITY

V1;¥2;
v.02.5; ¥.05.3; ¥10.3;
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nokymeHTaM. OdopMileHHe pPa3IMYHBIX BHJIOB OJIAaHKOB W (opMyIsipa -
oOpasia

CamocrosiTesibHAsi padoTa 00yYaAOIIMXCS: 2
[TpakTnueckoe 3ananue - M3yunte AeMCTBYIOLIYI0 HOPMAaTUBHO IIPABOBYIO 3.03.1; 3.03.2; 3.10.2.
6azsy JIOY u T'OCT P 7.0.97-2016. «HamumoHanbHBI CcTaHIAPT v.03.1; V.03.2.
Poccuiickoit @eneparun. Cucrema craHgapToB 10  HH(pOpMaIum,
OuOIMOTEYHOMY  H U3JIATEIIbCKOMY  JIeny. Opranu3anoHHO-
pacriopsauTeNnbHas  JOKyMeHTauus. IpeboBaHuss K  o(opMIICHHUIO
JIOKYMEHTOB" CocraB PEKBHU3UTOB JIOKYMEHTOB» packpoiite
PETIIAMEHTHPYIOIIHIA MTOPSIOK, a TAK)KE TOKAKUTE MpaBUiIa 0POPMIICHHS
PEKBU3UTOB y4YacTBYHOIIHE B 00paboTKe JOKYMEHTOB
Pa3znen 2. Cucrembl JIOKYMEHTAIMOHHOTO 00ecnieuYeHUus1 ynpaBJieHust 22 OK. 01; OK.02; OK.05; OK.09;
IIK.1.1; ITIK.2.2; I1K.3.4; I11K.4.2;
I1K.4.3;
Tema 2.1. YaudunupoBaHHas ConepixaHue y4eOHOro MaTepuasa 6 31; 32; 33; 34;
CHUCTEMa OpraHU3AIMOHHO - 1. YaudunupoBaHHas CHCTEMa OPTraHW3AIMOHHO - PacCIOPSAUTEIHLHON 3.01.8;3.02.2; 3.05.8; 3.09.3
pacIopsIUTEIbHON nokymentaiuu  YCOP/[: cocraB  YCOPJI, o6mactu mNpUMEHEHHS.
JIOKYMEHTAITU! Hcnonp3oBanne yHU(DUIIMPOBAHHBIX (OPM.
OpranuzalvoHHbIE TOKYMEHTHI, UX Ha3HadeHHe, GopMyIspbl - 00pa3Ibl.
[Tpotieaypa coctaBieHuss U 0GOPMIICHHSI OPTaHU3AMOHHBIX JIOKYMECHTOB.
OO6nacTs NpUMEHEHUsT OPraHU3aIMOHHBIX JOKYMEHTOB.
2.PacniopsinurenbHble TOKyMEeHTHI. VX Ha3HaueHue, GOpMyIsapsl 00pasIlbl.
[Tpotieaypa cocraBieHus M 0POPMIICHUS PACTIOPSAUTEIHHBIX JJOKYMEHTOB.
Hcnonk3oBanue yHU(DUIIMPOBAHHBIX (hOopM
3.MudopmaniioHHO - cCOpaBOYHbIE JIOKYMEHTHl. [X Ha3zHadyeHwHe,
dbopmymsipel - oOpasmel.  [Iponemypa coctaBieHuss u - 0pOpMIICHUS
WH(OPMAIIMOHHO-CIIPABOYHBIX ~ JOKyMEHTOB. OO0nacTb  MPUMEHEHUS
MH(}OPMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB. Hcnons3oBanne
YHUDUIIMPOBAHHBIX (OpM
B Tom unciie npakTHYecKux pador
Ipaxmuyeckas paboma Ne 2. V1; V2,
Pa3zpaboTka u odopmiieHHE pacOPSIUTEIBLHBIX TOKYMEHTOB V.01.1; V.01.4; ¥.02.5; ¥.05.3;
Ipaxmuyeckas paboma Ne3. 2 Y.09.3;
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Pa3zpaboTka n oopmieHue cpaBouyHO — HHGOPMAIIMOHHBIX TOKYMEHTOB(
CIIy’)keOHO€ MHUChMO, MPOTOKOJ, aKT, JOKJIagHas 3amucKa, CIy)KeOHas
3aIrcKa)

CamocrosiTe1bHast padoTa 00y4YaomMXcs:

HOJArOTOBUTH 3JIEMEHT MOPT(HOINO — MPUIIOKEHUS] 00pa3L OB JOKYMEHTOB —
(mpoaHanM3MpoBaB peajbHbIE YIPABICHUYECKUE OKYMEHTHI M IpaBUia
oopmiIeHHs, TOArOTOBbTE UM CO3J1aiiTe 00pa3Lbl ITATHOTO PACIUCAHUSA
OpraHM3alK; J0JKHOCTHON UHCTPYKIINH;)

HOJArOTOBUTH 3JIEMEHT NMOPT(HOINO — MIPUIIOKEHUS 00pa3LI0B
(mpoaHanu3UpOBaB peabHbIE YIPABIECHYECKUE JOKYMEHTHI U IIpaBUiia
o(opmiIeHHs, TOArOTOBbTE WIIM CO3/1aliTe 00pa3Libl 00bICHUTEIbHBIX
3aIUCOK.)

3.01.8; 3.02.2; 3.05.8; 3.09.3
V.01.1; ¥V.01.4; ¥.02.5; ¥.05.3;
¥.09.3;

Tema 2.2.
JlokyMeHTaIus 1Mo TPYAOBbIM
OTHOLIIEHUAM

Coaep:xanue yueOHOro MaTepuaJia

[Taker nOKyMEHTOB 1O JH4YHOMY cocTaBy. OcoOeHHoCcTH paboThl ¢
Ka/IpOBBIMHU JOKYMEHTaMH. JloKkyMeHTHpOBaHUE TPYJIOBBIX
paBOOTHOIICHUH. Mcronp30BaHne yHU(UITUPOBAHHBIX (POPM TOKYMEHTOB
10 JIMYHOMY cocTaBy. M3aHne npukazoB Mo JINYHOMY COCTaBYy.

31; 32; 33; 34;
3.01.8; 3.02.2; 3.05.8; 3.09.3

B ToM yucae NMPAKTUYICCKUX paﬁoT

Ilpakmuueckasn paboma Ne4.
Pa3pabotka u opopmieHne JOKyMEHTAIMH 110 JINYHOMY COCTaBy C
UCIOJIb30BaHUEM YHU(DULIMPOBAHHBIX (hOpM

V1;V2;
V.01.1; ¥V.01.4; ¥.02.5; ¥.05.3;
Vv.09.3;

Tema 2.3.
JoxymeHTanus
npohecCuOHANBHOM
JESATSIIbHOCTH

Coaep:xanue yue0HOro MaTepHaJia

Cucrema J10rOBOpPHO-IIPAaBOBOM JIOKyMEHTAllMU: Ha3HA4€HHE, COCTaB,
COCTaBIJIEHUE U OPOPMIICHHE.

[TonsiTrie noroBopa (KOHTpaKTa), corjamieHus, nporokona. Kommepueckue
aKThl U JOBEPEHHOCTU

«TpeboBanus k 0hOPMIICHHIO W BBIJIAYH JTOBEPEHHOCTEI» JlOBEpeHHOCTH:
pa3oBble, CIIENIMANIbHBIE, TEHEPAJIbHBIE.

CocTtaB npeTeH3nOHHO-UCKOBOM TOKYMEHTAIMU: peKJIaMaluy,
IIPETEH3HOHHBIE TMChMA, UCKOBBIE 3asIBJICHUS

31; 32; 33; 34;
3.01.8;3.02.2; 3.05.8; 3.09.3

B ToM 4nciie NpaKTHYeCKUX/J1a00paTOPHBIX padoT

Ipaxmuyeckas paboma Ne 5.
CocraBnenne u OGOpMIIEHHE JIOKYMEHTOB IO MPO(hecCHOHAIbHON

V1;VY2;
V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
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NESITETbHOCTH  (JIOBEPEHHOCTH, TIPETCH3MH W HWCKOBBIC 3asBIICHUS).
Odopmnenne noepeHHocTel 2 - OdopmiieHUE JTUYHON JTOBEPEHHOCTH;
3arnojHeHne yHUpUIUpoBaHHOW QopMbl Ne M-2 Odopmienue
MPETCH3UOHHO-UCKOBOM  JTOKyMEHTAllMW; 3aloJIHeHHuEe TpadapeTHBIX
OJIAHKOB NMPETEH3UH M NCKOBBIX 3asIBICHHUIA

¥.09.3;

CamocrosiTesibHasA padoTa 00yYarOIIUXCS: 1 3.01.8;3.02.2; 3.05.8; 3.09.3
MOATOTOBUTH DJIEMEHT MOPTQOJINO — MPUITIOKEHHS 00pa3IIoB V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
(mpoaHanM3KUpOBaB peallbHbIE YIPABICHYECKUE TOKYMEHTHI U IIpaBuia ¥.09.3;
o(opMIIeHHS, TOATOTOBBTE WU CO3/IaliTe 00pa3iibl JOTOBOPOB U
IPETEH3UOHHBIX IHCEM.)
Pa3nen 3. Opranusanusi J0KyMeHT0000pOTA 14 OK.01; OK.02; OK.03; OK.09;
IK.1.2; IIK.2.1; I1K.2.2; I1K.2.6;
I1K.2.7; 11K.4.6; I11K.4.7.
Tema 3.1. Conepixanue y4eGHOro MaTepuaJia: 4 33; 34;35;
TexHOIorus U NPUHLHUIIBI Oprauusauus 1OKyMEHTOO60pOTa: NpuéM, 00paGoTKa, perucTpauus, 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
OpraHu3arnu KOHTPOJIb UCIIOJIHCHUS, XPAHCHUE JTOKYMEHTOB.
JIOKyMeHT0000poTa 3HaueHUE U BUIBI HOMEHKIATYp Jei. TpeOoBaHus K HOMEHKIIATYpE Jedl.
dopmupoBaHue JIe U MOPSIOK 00BETMHEHUS JJOKYMEHTOB B JIeJa.
XpaHeHne JOKyMEHTOB | Jien. [Topsaok BbIiauu U U3BIATUS JOKYMEHTOB U
JIeN B Cliydae HEOOXO0IUMOCTH.
B ToM YHc/ie MPaKTHYECKHUX PadoT
Mpakmuyeckasa paboma Ne 6 2 V4,
CocraBieHre HTaroB U onepanui 00padoTKH JOKYMEHTOB. V.014;¥.01.11;¥.02.5; ¥.03.2;
[Topsimok 3amoTHEHUST PETUCTPAITMOHHBIX (JOPM U BEJICHHE KOHTPOJIS 3a ¥.09.3.
UCTIOTHEHUEM CITY)KEOHBIX IOKYMEHTOB C HCIIOJIb30BAaHHEM
ABTOMATH3UPOBAHHBIX TEXHOJIOTHI
Mpakmuueckas paboma Ne 7 2 V5
[ToaroToBka MOKyMEHTOB i1 (POPMUPOBAHUS U XPAHCHUS 1T V.01.4;V.01.11; ¥.02.5; ¥.03.2;
¥.09.3.
CamocrosiTejibHasi padoTa 00y4YaroIIUXCs: 1 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
PeInTh CHTYallMOHHYIO 3a/1a4y [0 PETHCTPALMU U MHPOPMAIIHOHHO — Y.01.4;¥.01.11; ¥.02.5; ¥.03.2;
CIpaBOYHOU pabOTe ¢ JOKYMEHTaMH. Y.09.3.
Tema 3.2. ABTOMaTHU3UPOBAHHbBIC CHUCTEMBI JIEJIONPOU3BOCTBA. Cucrema 2 33; 34;35;
TexHoiorus AJIEKTPOHHOTO AokymMeHToobopora (CDJI), ee cTpykTypa, HacTpoiika 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
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aBTOMAaTU3UPOBAHHOMN
00pabOTKH JOKYMEHTAIUH

CUCTEMBI.
0O0630p COBpeMEHHBIX CPEJCTB OPTTEXHUKH JJIS TIepeaaun U nepepadboTKu

uHpopmanuu. Lludpposas noanucey. IneKTpoHHAs OYTa. 3aluTa
uH(popmanuu. VMcnonap3zoBaHue NpaBoBbIX HHPOPMAIIMOHHBIX CUCTEM

Ilpaxmuueckas paboma Ne 8 2 VY3; V4,
[Tepenaya naGopmanmu U CpeaCTBA TEIEKOMMYHHKAITHOHHBIX V.014;V.01.11; ¥.02.5; ¥.03.2;
TEXHOJIOTHI B JICKTPOHHOM JIOKYMEHTO000pOTE ¥.09.3.
CamocrosiTesibHas padoTa 00yYarOIIUXCs: 1 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
PemmTe cuTyallnOHHYIO 3a/1a4y 110 pallMOHAIBHOMY BHEIPEHUIO V.01.4;V¥.01.11; ¥.02.5; ¥.03.2;
coBpeMeHHoil CO/I. ¥.09.3.

HUTOI'O 48
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3 YCJOBUS PEAJIU3AIIMY YUYEBHOM JUCIIUITLINHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecrneyeHne

Jlnst peanu3anuyl porpaMMbl y4eOHOH AUCHMIUIMHBI TPEAYCMOTPEHBI CIEAYIOIINE CIeIHaTbHbIe
MIOMEIIIEHHUS U OCHAIIICHHE:

Tun u HauMeHoBaHue
OcHaueHnue crenuaabHOro NOMeEIEeHH S
CHENHATBHOI0 NOMEIIeHH
kaOuHeT JoKyMEeHTaluOHHOIO MynbTUMEAMIIHBIE ~ CPEACTBA  XpaHEHWs, Iepeladyd U
obecrieyeHus yrpaBiieHUs IIPEICTaBICHUS uHpOpMaLIUH. VYuebHo-MeTonuecKas
JOKYMEHTalus, AMAAKTHYeCcKue cpencraa, [1K
nabopatopust MHpopMamoHHbIX MyneTuMenuiiHbIE  CPEACTBA  XPAaHEHHs, Iepejaud U
TEXHOJIOTHH B PO eCCHOHATHHOM IIPEICTaBICHUS uHpOpMaLUH. Y4eOHO-MeToanYecKast
JESTEIIbHOCTH JOKyMEHTauus, 1njaKkTuiaeckue cpencrna, I1K.
IloMmerenue st caMOCTOSITEIbHOU [TepconanbHbie KOMIBIOTEPHI ¢ TakeToM MS Office, Berxogom
palboThI 0OyUaroIIMXCs B MIHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIUOHHO-
00pa30BaTeNbHYI0 Cpely YHUBEPCUTETA

3.2 YyeOHo-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecliedeHHe peaJn3alui NPorpaMMbl

OcCHOBHbBIE HCTOYHUKH:

1. bekoBa, T.A. JlokyMeHTallMOHHOE OOECIICUCHHE yIpaBICHHUS  (JACIOMPOU3BOICTBO)
[DnexkTponHbIil pecypc]: yuebd. mocobue / T.A. beikoBa, T.B. Ky3snenosa, JI.B. Cankuna; moa o0mi. pe.
T.B.Ky3nenoBoii. — 2-¢ usnm., nepepad. u mon. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexum
noctyna https://new.znanium.com/read?id=303113

2. Kynses, H.H. UndopmannoHHbie TEXHOJIOTHH B JJOKYMEHTAIIMOHHOM OOECIICYEeHUH YIIPABICHUS
U apXMBHOM Jiene [DneKkTpoHHbIN pecypc]: yueb. mocobue: yueOHuk ans By3oB / H.H. Kynses, T.B.
Konpnpamosa, E.B. TepertseBa, A.I'. ®@abpuunoB ; mon ob6mi. pen. mro.H., npod. H.H. Kynsesa. -
Mockaa : Jloroc, 2017. - 408 c. .- Pexxum poctyna: https://new.znanium.com/read?id=337823

3.ITanacenko, 1O. A. Jlenonmpou3BOACTBO: ITOKYMEHTAIMOHHOE OOECIeYeHHEe YIpaBICHHS
[DnexkTpoHHEI pecypc] : yueObHoe nocobue / FO.A. [Tanacenko. - Mocksa: U1 PUOP, HUL] UHD®PA-M,
2016. - 112 c. - Pexxum noctyna: https://new.znanium.com/read?id=45738

4.PaznopoxHbii, A.A. JlokyMeHTHpOBaHHE YIPABICHUYECKOW JESITEIbHOCTH [DIEKTPOHHBIN
pecypc]: yueb. mocobue / A.A. Pazmopoxusiii. — Mocksa : UHOPA-M, 2017. — 304 c¢. — Pexum
nocryma: https://new.znanium.com/read?id=25070

JlonoiHUTeIbHbIE HCTOYHUKH:

1. beikoBa, T. A.Cankuna, JI. B JlokyMeHTanuOHHOE oOecreueHHe YyIpaBJICHUsS
HETOCYJapCTBEHHBIX OpPraHM3aluid [DJIEKTPOHHBIN pecypc/Tekct]: YueOHoe mocodue / beikoBa T. A.,
Cankuna JI. B. - 2-e u3n., nepepab. u pon. - Mocksa : HUL[ UH®PA-M, 2015. - 302 c. - Pexum
noctyna: https://new.znanium.com/read?id=146258

2 KysnenoB, M. H. JlokymeHTanuoHHOe o0ecreyeHue ynpasieHusd. JoKyMeHTooOOpoT U
JIEIOTIPOU3BOJICTBO [ DNEKTPOHHBIN pecypc| : Y4eOHUK U MIPaKTUKYM JUTsl PUKIaAHOTo OakaaBpuara / .
H. Ky3nenoB. — 3-e u3z., nepepad. u non. — Mocksa : M3marensctBo HOpaiit, 2019. — 461 ¢. —
(bakanmasp. Ilpukmamuoii kypc). — ISBN 978-5-534-04275-7. — Pexum mgocrtyma: https://biblio-
online.ru/bcode/431759

3.I'manmii, E. B. JlokymeHTanmonHOE oOeciedeHne yIpaBiIeHus [ DIeKTpoHHBINA pecypc]: YueOHoe
nocobue/I'manuii E.B. - Mocksa : W11 PUOP, HUI] UHD®PA-M, 2016. - 249 c. - Pexxum nocrymna:
https://new.znanium.com/read?id=12647

IMepuoauyeckue u3xaHus:

Bomnpocsl skoHoMukn: HaydHo-nipakTrueckuii penensupyemsiit sxypHai — ISSN 0042-8736

IIporpammuoe obecnieuenne u UHTepHeT-pecypcenl:

HaunmenoBanmue I1O Ne /ToroBopa Cpok AeHCTBUS
JIMLIEH3UH

MS Windows 7 (moammcka Imagine | JI-1227 oT 08.10.2018 | 11.10.2021

Premium) H-757-17 or  27.06.2017 | 27.07.2018
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https://new.znanium.com/read?id=303113
https://new.znanium.com/read?id=337823
https://new.znanium.com/read?id=45738
https://new.znanium.com/read?id=25070
https://new.znanium.com/read?id=146258
https://biblio-online.ru/bcode/431759
https://biblio-online.ru/bcode/431759
https://new.znanium.com/read?id=12647

H-593-16  or  20.05.2016 | 20.05.2017
J1-1421-15 ot 13.07.2015 13.07.2016
MS Office 2007 Nel35 o1 17.09.2017 6eccpouHo
Kaspersky  Endpoint  Security  mms | /1-300-18 or  21.03.2018 | 28.01.2020
ouzHeca-CTaHIapTHBIN J-1347-17 ot  20.12.2017 | 21.03.2018
-1481-16 ot  25.11.2016 | 25.12.2017
J1-2026-15 ot 11.12.2015 11.12.2016
7 Zip CBOOOTHO pacIpOCTPaHIEMOE 06eccpouHO

HNuTepHeT-pecypcnbl

1. Bcepoccuiickuil HaydHO-UCCIIEN0BATEIbCKUIT MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO Jieia
(BHUMUJIA) [DnextponHsIii pecypc]. DnektpoH. nan. — M.: BHUNIA/, 2010. — Pexxum nocryma:
http://www.vniidad.ru .

2. IHTyWT — HaMOHAJILHBIN OTKPBITHIM YHUBEPCHUTET. [ DIEKTPOHHBIHN pecypc]. — Pexxum mocryna:
https://www.intuit.ru/studies/courses, cBoboHBIN. — 3ari. ¢ skpaHa. S3. pyc.

3. Enunoe okHO JocTyna K o0pa3oBaTeNibHBIM pecypcaM Poccuiickoit @enepanyu [DneKTpoHHBIH pecypc]. —
Pexxum moctyma: http://window.edu.ru/,cBo60aHbI#. — 3ari. ¢ skpana. 53. pyc.

4. Koncynpsrantllmoc. Odunmansuerii cailt komnanun «Koncynerant-Ilmocy. — Pexxum nocryma:
http://www.consultant.ru

5. Ilopran «Apxusl Poccuny» [DnekTpoHHbIil pecypc]. Dnektpon. nan. — M.: Pocapxus, 2001. —
Pexum noctyna: http://www.rusarchives.ru .

3.3 YuyeOHo-MeTOAMYECKOE O00ecIedeHre CAMOCTOATEeIbHOI padoThl 00y4arOLIUXCSH

CamocTtosTenbHas padoTa sSBIseTCs 0053aTeNbHON Ui Kaxk10ro ooyyarorierocst. CaMocTosiTeNnbHas
paboTa MOKET OCYIIECTBISITHCS WHAMBHIYAILHO WJIH TPYIIaMHA B 3aBHCHUMOCTH OT MU, 00BbeMa,
KOHKPETHOW TEMAaTUKU CAMOCTOSITEIIbHON pabOThI, YPOBHS CJIOXKHOCTH, YPOBHS YMEHUI 00y4JarONIHXCs.

KoHTponb pe3ynpTaToB BHEAYAMTOPHOW CaMOCTOSTENBHON pabOTHl OCYIIECTBISIETCS B Ipezenax
BPEMEHHU, OTBEJCHHOTO Ha 00s3aTelIbHbIC YUYCOHBIC 3aHATUS W BHEAYIUTOPHYK) CaMOCTOSTEIBHYIO
paboTy oOydarommxcsi 1Mo y4yeOHOW MUCUHUIUIMHE, MPOXOJUT KaK B MHUCHbMEHHOM, TaK M YCTHOW WU
CMeIaHHOoM Gopme, ¢ IPeICTaBICHUEM U3IEIHS UITH MPOIYKTa CAMOCTOSITENILHOM J1eATEeTbHOCTH.

B xauectBe (hopM ¥ METOJIOB KOHTPOJIS BHEAYTUTOPHON CaMOCTOSTEIILHON PabOThl HCITOJIB3YIOTCS:
MPOBEPKa BHIOTHEHHOW paboThI MpernoaBaTesieM, CEMUHAPCKUE 3aHSITHs, TECTUPOBAHUE, CAMOOTUYETHI,
KOHTPOJIbHBIE pa0OTHI, 3aIIUTa TBOPUYECCKUX PadOT U Jp.

Neo Haumenosanue O1eHOYHBIC CPEACTBA (3aIaHMsI) ISl CAMOCTOATENEHOW BHEAYIUTOPHON pabOTHI
pa3zena/TeMsbl
Paspea 1. O0mas TekcT 3aaHus: BBIIOJIHUTE NPAKTUYECKOE 3a/IaHuE.
XapaKTepUCTHKA Heas: pa3Buth u chopMUpOBATH OCOOCHHOCTH pabOTaTh ¢ HOPMATUBHBIMH JTOKYMEHTAMH U
JIOKYMEHTAIIHOHHOTO | WHCTPYKTHBHBIMH MaTepuallaMu , peziamenmupyrowumu JJOY npasuna ogopmnenus
obecrneueHus DPEKBU3UMO08; COBEPUIEHCINEOBAM b AHANIUMUYECKUE HABBLIKU 00YHaAIOMUXCA.
yIpaBlIeHUS PexoMeHnaanuu no BoINOJIHEHUIO 3aJaHU:

Wzyunre peiicTByollyl0 HOpMaTuBHO mnpaBoBywo 6asy JAOY wu I'OCT P 7.0.97-2016.
«Hayuonanvnoui  cmanoapm  Poccuiickou  @edepayuu. Cucmema  cmanoapmog no
ungpopmayuu, bubauomeunomy u uzoamenbckomy oeny. OpeanHuzayuoHHO-pacnopaoumenbHas
dokymenmayus. Tpebosanus k ogpopmaenuio doxkymenmog" Cocmaeg peksusumos OOKyMeHmos»
pPacKpolTe perJIaMeHTHPYIOIIMA TIOpSAA0K, a TakkKe IOKKUTE  NpaBHiIa OQOpPMIIEHUS
PEKBU3UTOB ydacTByromme B 00pabotke nokymentoB. Mcnomnp3yem (CIIC KoncynpranT [lmoc
Pexum pocryma:  http://www.consultant.ru ). Omnupasice Ha TpemIOKEHHYIO (opmy
IIPEACTaBICHUSI.

Kpurepnn onenku:

OleHKa «OTJIMYHO» BBICTABISETCS 33 CaMOCTOSTENbHYIO, O€30MIMO0YHO BBIMOJIHEHHYIO
pabory, colepKallyro apryMeHTHPOBAaHHBIN BBIBOJ| U PAllMOHAIBLHOE H3JI0KEHHE MaTepuala,
(dhopmy mpeacTaBIeHUS.

OlieHKa «XOPOIIO» BBICTABISIETCS 32 pabOTy, CO/AEPXKALILYI0 HEHOUYEThl, Oe3 4eTkoi (Hopmbl
MIPEe/ICTaBICHUSI.

OleHKa «Y/OBJIETBOPUTENbHO» BBICTABISIETCSI 33 HEJIOCTATOYHO apryMEHTHPOBaHHYIO
pabory, coliepKallyro HeJIoUeThl B U3JI0)KEHUH MaTepraita U (GopMbl IpeJicTaBIeHNUSI.
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OHCHKa «HEYTOBJECTBOPUTEJIBbHO» BBICTABIACTCA, €CIIHM CaMOCTOATCIbHAA pa60Ta HC
BBITIOJTHCHA.

Paszgen 2. Cucremsl

TekcT 3agaHusI: TOATOTOBUTH MIEMEHT NOPT(HOINO — MPHUIOXKEHNST 00pa3IOB JOKYMEHTOB

nokymenranuonHor | Ilejab: coBepHmICHCTBOBATh 3HAHUS W TEOPETUYECKHE OCHOBBI COCTABICHHA U O(QOPMIICHHA
0 o0ecrieyeHust | OpPraHU3aNNOHHO-PACIOPSIUTEIHLHON JOKyMEHTAILlMH, IOATBEPKAATh  KOHKPETHBIMHU
ynpaBJieHust IpUMepaMu
PexomMeH1aliMi 10 BHINOJHEHUIO 32JaHUSA:
J1st co3maHus NpUIIOKEHUI MOKHO HCIOJIB30BAaTh HHTEPHET - PECYPCHI, CPENCTBA MACCOBOU
nHopManuy, a TaKk K€ PEKOMEHJAIM{d [0 IPEJCTABJICHHUIO MPUIOKEHUS W CIIMCOK
HaUMEHOBaHUH BHJAa JIOKYMEHTOB pa3MEIICHHBIX Ha 00pa3oBaTeNbHOM IOpTaje B
ANIEKTPOHHOM Kypce «JloKyMeHTannoHHOe obecredeHue ynpasieHus». IlpoaHaianzupoBas
peaybHbIe YIpaBJICHYECKHE JTOKYMEHTHI M ITpaBwiia 0(OPMIICHUsS, MOJrOTOBBTE MM CO3JalTe
00pa3Libl TOKyMEHTOB.
Kputepun onenku:
OueHKa «OTJIMYHO» BBICTABISICTCA 33 CAMOCTOATEIBHYIO, OE30IIMO0YHO BBIOTHEHHYIO
paboty, B coorBerctBuE ¢ TpeboBarmsmu ['OCT P 7.0.97-2016. «HammoHansHEIN cTaHmapT
Poccuiickoii depepanun. u Gopmyssipom oopas3uomM , popMy MpeacTaBIeHHUS.
OueHKa «XOpoOLIO» BBHICTaBISiETCS 3a paboOTy, COJEPIKAILyI0 HEAOYeThl, B OdopMIIeHHH
nokymentoB ['OCT P 7.0.97-2016. «HaunonanbHe1A cTangapt Poccuiickoit @enepanuu. u 6e3
YETKOH ()OPMBI IIPE/ICTABICHHUSL.
OueHKa «y/lOBJIETBOPHTEJIBLHO» BBICTABISETCS 3a HEAOCTAaTOYHO BBIIOJHEHHYIO U
odopmiieHHYyI0 paboTy, cojepiKallylo Heqo4eThl B O(OPMIICHHH JOKYMEHTAUMI0 U (GOpMBI
MIpeCTaBICHHUS.
OueHKa «HEY/OBJIETBOPUTEILHO» BBICTABIACTCS, €CIM CaMOCTOsITeNbHas pabdoTa He
BBIITIOJIHCHA.
Paznen 3. TexeT 3axaHMsA: PEIINTE CUTYAI[MOHHYIO 3a7jauy
Opranunzanusi Heau: cucmemamusuposams 3nanus no meme u OCMBICIUTH peajibHYI0 NpodeccroHaNIbHO-
JAOKYMEHT0000pOTa. | OPHEHTHPOBAHHYIO CHTYAIIHIO.
Tema 3.1. Pexomenganum no BLINMOJTHEHUIO 321aHUA:
TexHonorus u Bbl sABIseTeCch OTBETCTBEHHBIM 3a paboTy C JOKYMEHTaMH B CBOEM CTPYKTypHOM
TIPUHINTIBI noapaszieneHun. [lopydeHO  MOATOTOBUTH TPOCGKT  PACHOPSDKEHHS «O  MOBBIIICHUH
OpraHM3aIin KBaM(pUKanIuM pPaOOTHUKOB», HO KONHS JOKYMEHTa IOCTYNHMBIIETO M3 MHHHCTEPCTBA
JOKyMEHT0000pOTa MOATBEPXKIAIOIIETO  IOBBIMICHNE KBATH(QHUKALWK PAOOTHUKOB OBUT YTEpSH, W IPHUIIIOCH
00paTUTbCS K CEKpeTapl0 pPYKOBOAUTENS OpraHW3allid C NPOochOOW HANTH OpuUTrHHAI
JnokyMmeHTta. OrnpenesnnTe, KakoBbI JISHCTBUs CeKpeTapsi U B KAKOM JIOKYMEHTE JIOJKHbI OBITH
MIPOTHMCAHBI TIPOLIECCH PAOOTHI C TAKUMH JOKYMEHTaMU?
Kpurepun ounenku:
O1meHKa «OTJIMYHO» BBICTaBIISIETCS 3a CaMOCTOATENBHYIO, 0€30IIMO0YHO BBITOIHEHHYIO
paboTy, coeprKalnryro apryMEeHTHPOBAHHBINA BBIBOJ U COAEP)KATENIbHBIE PEKOMEHIAINH.
OueHKa «XOpOII0» BRICTABIAETCS 32 paboTy, COJIEpIKaIy0 HEJIOYETh, 0e3 PeKOMEHAAIMH.
OueHKka «y10OBJETBOPHUTEJbHO» BBHICTaBISIETCS 32 HEAOCTAaTOYHO ApryMEHTHPOBAHHYIO
paborty, coJlepKallyro He{OYETHI.
OneHKa «HeYAOBJeTBOPUTEIBLHO» BBICTABIACTCSA, €CIM CaMOCTOATEeNbHas paboTra He
BBITIOJTHEHA
Tema 3.2. TexeT 3aaHNA: PEHINTE CUTYAL[HOHHYIO 33a4y.
Texunonorus Hean: cucreMaTH3upoBaTh 3HAHWS 110 H3YYEHHOW TEME M OCMBICIHTh pPEaITbHYIO
ABTOMATH3MPOBAHHO | MPOQECCHOHAIBHO-OPUEHTUPOBAHHYIO CUTYAIIHIO.
it 00paboTKN PexomeH1aliuM 1O BHIMOJTHEHUIO 32/IaHUS:
JIOKyMEHTAIN [IpencraBpre cebe, 4TO BaM MOPYYWIH MOATOTOBUTH COOOIIEHNE HA ONEPATUBHOE COBEIaHHUE

Ha TeMy Baempenme coBpemenHor C3JI. Bam HeoOXoamMo MpoaHATM3UPOBATH
¢yHKUIMOHANbHBIE BO3MOXKHOCTH COJ] yunmTeiBasg ( CIHMCOK BO3MOXKHOCTEH, IPHUMEpPHI
WCTIONB30BaHUs, JIEMO-BEpCHH, IeHOOOpa3oBaHHE). YKaKHUTe KaKhHe WCTOYHWKH  BBI
HCTONB30BaM JUIA aHann3a W 1modemy? CocTaBbTe PEKOMEHIAIIMA W XAPaKTEPUCTHUKH II0
BHenpenno COJ1 hopMy IpeacTaBiIeHUs ONPENEITUTE CAMOCTOSTENBHO.

Kpurtepnu onenku:

OueHkKa «OTJIMYHO» BBICTABISICTCS 33 CaMOCTOSATENbHYIO, O€30MIMO0YHO BBIOJIHEHHYIO
pabory, cozepKallyro apryMeHTHPOBAaHHBIN BBIBOJ U COJIEPKATEIBHBIE PEKOMEH IAIIHH.
OueHKa «XOPOII0)» BHICTABISETCS 32 padoTy, COJIep KaIlylo HeJI0YETh, 0e3 peKOMEHAIIHH.
OueHKa «yIOBJETBOPHUTEJbHO» BBHICTaBISIETCS 33 HEAOCTaTOYHO ApPryMEHTHPOBAHHYIO
paboTy, coep Kalryro HeIOUEThI.
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OIIGHKa «HEYAOBJICTBOPUTEIBHO)» BBICTABJIACTCA, €CJIHM CaMOCTOATCIIbHAsA pa60Ta HC
BBITIOJTHCHA.

4 KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHA YYEFHOU JUCITATLIAHBI
KoHTposib M OLEHKa pe3yiabTaTOB OCBOCHUS IJUCLUILIMHBI OCYIIECTBIISIETCS IIPEINOJABATENIEM B

IIPOLIECCE TEKYLIET0 KOHTPOJIS U IIPOMEXYTOYHON aTTECTALIUH.

4.1 Texymmii KOHTPOJIb:

No Kontpommpyemsie pazaeins (TEMbI) KonTtpommpyemsie pe3ynbTaTsl (YMEHUS, HanmenoBanwue
B y4eOHOH TUCTIHIUTHHBI 3HAHUSA) OIICHOYHOTO CPE/ICTBA
1 OK. 02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2;
OK.05; 3.05.8; ¥.05.3; Tect
Paznea 1. O0mast xapakTepucTHKA OK.10; 3.10.2. ¥10.3; [MpakTnyeckas pabora
JIOKYMECHTAITMOHHOT'O 00CCIICUCHUS K. 1.1; ¥1; ¥2; 31; No 1
yIpaBlICHUS K.1.2; ¥4; 33; [IpakTuueckoe 3aaHue
IK.2.1; ¥1; ¥2; 34;
IIK.3.2; ¥1; ¥2; 31; 32;
IK.6.2; ¥1; 31;
2 OK. 01; 3.01.8; Y.01.1; ¥.01.4;
0K.02; 3.02.1; ¥.02.5;
OK.05; 3.05.8; ¥.05.3; Tect
Pasnen 2. Cucremsl OK.09; 3.09.3 ¥.09.3; [IpakTnaeckue paboOTHI
AOKYMEHTALHOHHOI0 o0ecneyeHust IK.1.1;¥1; ¥2; 32; Ne 2-5
ynpaBJeHUs! MK.2.2; ¥1; ¥2; 32; 34; Ioptdoamo
1IK.3.4; V1; ¥2; 31; 32;
IK.4.2; ¥1; ¥2; 31; 32; 33;
IK.4.3; ¥!; ¥2; 31; 32;
3 OK.01; 3.01.3; 3.01.8; ¥.01.4; Y.01.11;
0OK.02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2; Tect
gﬁ(l)gz,gy(lg;;] 09.3. [Mpaktuyeckue paboThI
Paznen 3. Opranusanus R Ne 6-8
JAOKYMEHT0000poTa gﬁ;;’ z;’ zg’ ;g’ gi’ Keiic-3anaya /
1IK.2.6; V3; V4; 34; 35, CHTYaUMORHAA sajat
IK.2.7; Y4; ¥5; 35;
IIK.4.6; Y3; YV5; 33; 34; 35;
IK.4.7. Y4; V5; 33; 34; 35;

4.2 IlpoMe:xxyTOUYHASI aTTeCTAIUSA

HpOMC)KYTOLIHaSI arTeCcTanusd o6yqalonmxc>1 OCYHICCTBJIACTCA IO 3aBCPHICHUU HU3YUYCHUA
AUCHUIIIMHBI U TTIO3BOJIACT ONPEACTINTE KAYECTBO U YPOBCHBL €€ OCBOCHHMA.

dopMa POMEXKYTOUYHOM aTTecTalud M0 JUcHHIUIMHE ««/lokymeHTanuoHHOe oOecrneyeHue

ynpaBJieHHs » - KOMIUIEKCHBIN A PepeHInpOBaHHBIN 3a4eT
Pe3yabTa
o OueHoYHBIE CpPeCTBA

Jisl IPOMEKYTOUHOM aTTeCcTAlUU
o0yueHust A P Y 1
TecToBble 3a1aHUsA
Pa3nen 1. OOmias xapakTepUCTHKA JOKYMEHTAITMOHHOTO 00ECTICYCHUS YIIPABICHUS

32;33; 34; [1. Jomomuure: OTpacis AesTENHOCTH, KOTOpas 00eceyrBaeT JOKYMEHTHPOBAHIE U OPraHU3aIHI0 PaboThI ¢
3 02 1 O(i)I/I[H/IaJ'[BHBIMI/I JOKYMEHTaMU, Ha3bIBACTCA -
3.03.1: a) TOKYMEHTHPOBaHHEM;
3' 03' 2f 0) IETOTIPOU3BOICTRO;

: T B) OpraHn3anus paGOTBI C JOKYMCHTaMHU.
3.05.8;
3.10.2. 2. Bepno nu yTBepxaenue, 9to TepMuH JJOY BO3HUK ¢ BHEPEHUEM CPEJCTB BEIYUCIUTCILHON TEXHHUKH,
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COBPEMEHHBIX MH()OPMAMOHHBIX TEXHOJIOTHIA?
A) na b) Het
3. JloKyMeHT BO3HHK, YTOOBI 3a(MKCHPOBATH HH()OPMAIIHIO U TIPUAATH €i 3aKOHHOCTD, IIPAaBOMEPHOCTS, T.€. -...
la)co3IaHKe, IPOU3BOICTBO, XPaHECHUE, PACTIPOCTPAHEHNE H MCIIOJIb30BaHUE JOKYMEHTOB;
0)ripaBmIa OPOPMIICHHUS aIMUHICTPATUBHBIX TOKYMEHTOB.
B) FOPUAMICCKYIO CHITY
) mpoLecca JOKYMEHTHPOBaHUS
4.  CooTHecHTe HOHSATHUS C IPOLECCAMH JOKYMEHTOBEACHHS:

1)I0KyMEHTUpPOBaHHUE; a) MpoIecC WIN COBOKYITHOCTH IIPOIIECCOB 10
MIOJI'OTOBKE, COCTAaBIICHUIO, COTITIACOBAHUIO, 0(pOPMIICHHIO
1 M3TOTOBJICHHIO JOKYMEHTOB

2)opraHuzanys paboThI ¢ 0) KOMILIEKC paboT C TOTOBBIMHU JJOKyMEHTaMH,

JOKyMEHTaMH. CO3JJAHHBIMH IPEINPUSITHEM WU NTOTYYCHHBIMHA U3 BHE.
5. Ompenenure:
YUto Ha3BIBaeTCA JOKYMEHTOM?
IA) MaTepHaIbHBIH HOCUTENh JAHHBIX O 3alIMCAaHHOW Ha HEM MH(OPMAINH, TPEIHA3HAYCHHON I IIepeladil BO
BPEMEHHN M IPOCTPAHCTBE.
b) mpencTaBisieT coboit mporecc co3nanus 1 0GpOpMIICHNS TOKYMEHTOB.
B) 3adukcupoBaHHas Ha MaTepHAILHOM HOCUTEJIe HH(OpMALUs ¢ PEKBU3UTaMH, TO3BOJISIONINMH €€
MICHTU(ULIUPOBATD.
) 3adukcupoBanHas MHGOPMaIMs Ul IPUIAHUS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakune ToKyMeHTBI CO3J1al0TCsl B TIpOLIECCE JIESITENbHOCTH TIPEIPHUATHI U OpraHu3anuii.
A) TMYHBIE, IPABOBBIE;
0) IpaBOBBIE, TOKYMCHTAIBHEIC
B) o(HUIHAaTIbHEIC, TNIHEIC,
) ydeTHBIC, O(HUIIATHHBIC
7. . Vuadopmaryst — 3T0 CBEeACHUS
a) O COOBITHSX , IBIICHUAX IIPOIIECCAX;
0) o mpeaMeTax, GpakTax, COOBITHSIX, HE3aBHCUMO OT ()OPMBI TIPEICTABICHUS;
B) O JIUIAX, COOBITUAX, BICHUAX (haKTaX, HE3ABUCUMO OT (hOPMBI IIPEIACTABICHHS.
) 0 IMIax, COOBITHAX, (haKTax, IBICHUAX B YCTAHOBJIEHHOH (hopMe MpeacTaBIeHUS

8. UYro siBIIsIeTCS IEPBOI CTYNEHBIO KIIACCU(PUKAIMH JTIOKYMEHTOB.
) KOMIUIEKC JOKyMEHTOB ,[IOMENEHHBIE B TBEPAYIO OOJIOXKKY.

0) TPYIITUPOBKA UCTIOIHEHHBIX JOKYMEHTOB B JIeTIa.

B) IPYIIIMPOBKA KOMILIEKCA JIOKYMEHTOB B JIeJia.

) IeJIeHHE IOKYMEHTOB Ha KJIACCHI.

0. Y CTaHOBUTE COOTBETCTBHUE:
D)o cdepe ucnonbp3oBaHus; 2)1I0 MECTY COCTaBIICHUS;
3)I0 IOPUIUIECKON CHIIE; 4) o (hopMe H3TOKECHHUS;

/A) OpUTHHAJIBI, BBITUCKH, yOJINKATHI;

b) opranu3annoHHO-pacTIOPAAUTENbHAS, HAYYHO-TEXHUYIECKas;

B) nanuBuyansHble, TpadaperHble, yHUGUIMPOBAHHBIE,

") BHyTpeHHHE, BXOAAIINE, UCXOISIIIHIE.

10. fomosHuTe:

HasoBure, 3aKk0HO1aTEIIbHBIN JIOKYMEHT, KOTOPBIil COJICPIKUT NPABOBbIE OCHOBBI CO3/1aHMs1, cOOpa, 00pabOTKH,
HAKOIUICHHUS!, XpaHEHHS, TIOMCKA, PACCMOTPEHUS U NIPEJOCTaBIEHIE JOKYMEHTUPOBaHHOH HHPopManuu? — 310...
A) 3akoH P® « O6 cranmapTuzarmm»

b) 3akoH P® «06 ApxuBHOoM (hOHZE M apXHBAX»

B) ®3 PD « O6 nHpopManny 1 3ammre HHPOPMALHN»

M) @3 PD « O npaBoBOii 0XpaHe IIPOrpaMM ISl NEKTPOHHBIX BBIYMCIUTEIBHBIX MAIIMH U 033 JaHHBIX»

11. YKaxure TOKyMEHT, KOTOPBIH YCTaHABIMBACT TPEOOBAHUS K COICPKAHHUIO TOKYMEHTOB B
OpraHU3aIHH.

1) TOCT P 7.0.97-2016
2) FCI0Y

3) MHCTpYKIKS TIO AEIIOTPOU3BOACTBY
4) npaBmiia ooOpMIICHHUS TOKYMEHTOB

12. Onpe,ueJmTe PEKBU3UTHI, KOTOPHIC ABJISAOTCSA 00s13aTeILHBEIMU U 00€CTIEUNBAIOT TOPUANYICCKYIO CUITY!
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1) HauMeHOBaHHE OpraHU3AIUH.

2) rpud cornacoBaHus JOKYMEHTA.

3) mata mOKyMeHTa U HOMEp.

4) anpecar.

5) HANMEHOBaHME BUAA JOKYMEHTA.

6) pPe3OITIOIHSL.

7) TpUd yTBEPKICHHUS.

8) BU3BI COTNIACOBAHMSI TOKYMEHTA.

9) Tekcr.

10) moamnuch ¥ eYaTh.

11) or™MeTka 06 UCTIOTHHTETE.

12) ormerka 00 HCTIOJHEHUH JOKYMEHTA M HATIPABJIEHHUH €T0 B JIETI0

13. CootHecute BUIBI OJaHKOB?

1) oOmuit 6;ank. 2) GJIaHK MUCHMA. 3) 671aHK KOHKPETHOT'O BH/a JOKYMEHTA.
IA) ICTIOTB3YeTCS U M3TOTOBJICHHUS OOJIBIIMHCTBA BHYTPEHHUX JJOKYMEHTOB.
0) co3maercs, eci N3JaeTCs MHOTO TOKYMEHTOB OJJHOTO M TOTO )K€ BH/IA.

B) ynotpe0usieTcst TOIpKO pu 0pOPMIICHAN OJHOTO BHA TOKYMEHTOB.

14, BoccTanosute nporymeHHoe ¢I0B0: «PEKBU3UT - 3TO 003aTEIbHBIN JIeMEHT 0(pOPMIICHUS ...
IMTOKYMEHTa.

1. O¢dunmansHOTO

2. Ciry»eGHOTO0

3. JIroGoro

4. npyroit BapuaHT

15. Brigenute npaBWIIbHBIN BapuaHT 0QOpMIICHHS PeKBU3NTa «HanMeHOBaHME OpraHU3aIii» Ha OJaHKe
MmUCbMa.

a) MUHHCTEPCTBO OBPA30BAHIS U HAYKU POCCUMCKOM ®EJEPALIMU UHCTUTYT
FOCYJIAPCTBA U [TPABA TKOMEHCKOI'O TOCYJJAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHU S 1 HAVKM POCCUIMCKOM ®EJEPALIMM TIOMEHCKUIA
IOCYJIAPCTBEHHBII YHUBEPCUTET UHCTUTYT TOCYJAPCTBA U [IPABA

B) MUHICTEPCTBO OBPA3OBAHIS U HAYKU POCCUICKOM ®EJEPALIMU TFOMEHCKUIA
TOCYHUBEPCUTET MHCTUTYT T'OCYJAPCTBA U [IPABA

r) MUHUCTEPCTBO OBPA3OBAHU S 1 HAYKH POCCUICKOM ®EJIEPAIIN TIOMEHCKUI
COCYHUBEPCUTET UHCTUTYT

16. BriOepuTe npaBUIbHBIN BapuaHT 0(hOPMIICHNS] HAMMEHOBAaHHE BH/IA JIOKYMEHTA ....
1.ITucemo-mipocr6a

2.ITPUKA3

3.CnopaBka

4.1pyroii BapuaHt

17. BriOepuTe npaBUIbHBIN BapuaHT 0hOpMIIEHHUS TIOUTOBOTO ajnpeca B «CHpaBOYHBIX JAHHBIX 00
OpraHU3aI[H-aBTOPEY.

1. OAO «ITunot» ya. 3onmotapeBckas, 3, opuc 112, r. YibsaHoBck, 212109

2. OAO «IlIunor» 212109, r. YibsiHOBCK, yi1. 3oj0TapeBckas, 3, oduc 112

3. Mocksa, L{BeTHoli OynbBap, a. 3, 105123, ten./paxc 432-90-78, OKIIO 12345678, OI'PH 1234567890123
4. Tex./daxc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiinure npaBuibHOe odopmIiieHHE 1aThl?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 mexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux TOKYMEHTax [IPOCTaBIISIOTCS CIENYIOIINE PETUCTPALMOHHBIE HOMEpa:

1) Ne 10 — st ... a) HCXOIIee U BXOISIINE JOKYMEHTHI
2) Ne 10 K — st ... 0) BHYTpEHHHUE JOKYMEHTHI
3) 05-115/75 — st B) JIOKYMEHTHI JINYHOTO COCTABA

20. BwiOepuTe NpaBHIbHBIA BapHaHT opopMmiieHHs pekBU3UTa «['pr() YTBEpIKACHUSI», KOTa YTBEPKICHUE
[IPOMCXOIUT JOKHOCTHBIM JIULIOM.

1. VTBEPXKIAIO Hupekrop 3AO «Ilunor» IMogmuce A.B. Ilerpos 23.09.2009

2. Vreepxkgatro dupextop 3AO «IIunor» Iloanucs A.B. Ilerpos 23.09.2009
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3. «YTBepxnaro» 3A0 «Ilunot» Hupextop [Hoamuce A.B. ITerpos 23.09.2009

4. YTBEPXKIAKX dupextop 3A0 «ITumot» A.B. IletpoB 23.09.2009

21. B kakoM cay4ae paBmwIbHO OYOPMIICH PEKBHU3UT «AZIpecary.

1)  Mupexropy mkoiust Ne 269 Marseesoit Tamape AsekcanapoBHe

2) 195172, Cankr-IletepOypr, yiu. Imutposa, a. 17 k8. 7. Hukudoposoit H. I1.

3) 00O «Tepem» Otmen pexiaambl Hauanpuuky otaena H. A. Banoy 117134, Mockga, yi. Ctpoureneii 8,
enepanprOMY nupekropy 3A0 «BUCT» A. U. CmupHOBOIA

22. B xakom ciyyae npaBuibHO oopmiieH pekBu3uT «Iloanuce» Ha OnaHke JOKyMEHTa M MOKaKUTE €ro

oopmiicHue?

1) Aupekrop uikosl Ne 25 B.A. IlerpoBa
2) JupeKTop IIKOJIbI ITerpoBa B.A.
3) dupektop B.A. IletpoBa
1) upektop ITetpoBa B.A

IIpakTnyeckne 3agaHus

Vi1, V2;
v.02.5;
V.03.1;
¥.03.2.
Vv.05.3;
¥10.3;

|.Ha ocHoBanun 3amanuii oopMmuTE PEKBHM3UTHI, 06ECTICUMBAIOIINE HOPUANYECKYIO CHIY JOKYMEHTaM.
Y0661 0QopMHUTh pekBHU3UTHI Hcmonb3oBath [OCT u pemaktop Microsoft Word ¢ coGmrogenuemM Bcex
OTCTYIIOB M HHTEPBAJIOB.

33)]3Hl/le IZO(I)OPMI/ITG HAaMMCHOBAHUEC OpraHU3allii B COOTBCTCTBHUU YCTaBa U IMPABUIIBHOTO PACHOJIOXKCHUA
qacTei PCKBU3HUTA

Bapuanm 1

3AO0, opranm3annoHHO-TIpaBoBas popma npeanpustus «HOpuc-kon».

Bapuanm 2

Opranuzanys ToCyJapCTBEHHOTO THMAa BcepocCHilcKuil HAy4yHO  HCCIEIOBAaTENbCTKUM  HMHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOIO jefa, nmoguunsiercs PenepansHomy areHcTBy POCAPXIUB moxer numers
cokpateHHoe HaumeHoBanue BHUMJIA L.

Bapuanm 3

MocBo10KaHaJI OTHOCUTCS K THUITYy FOCYJapCTBEHHOTO YHUTAPHOTO MpeanpusTHs mo r.Mockaa.

Bapuanm 4

MUHHCTEPCTBO CTPOUTENBCTBA, APXUTEKTYPBI U KUIUIIHO-KOMYHAIBHOIO XO3HCTBA, IpU A IMHUHUACTPALUH
PocToBckoii obmacT.

3aganmne 20¢opmuTe Ha3BaHHWE BHIA JOKYMEHTa W 3aroJIOBOK K TEKCTY 3TOTO MOKYMEHTa, YIMOTPEOUB
HYKHBIH NaJex:

Jns 1 eapuanma

IIpuka3 o BBe€HMHM HHCTPYKILIUH 1O TPOTHBOIIOKAPHONW 6€30MaCHOCTH;

s 2 sapuanma

[Tporokou 3acenanust CoBETa MO MPOGHUIAKTHKE TPABOHAPYILIECHUIT;

s 3 sapuanma

CropaBka O COCTOSHMM pabOTBhl OTHeNa JeJONpPOW3BOJACTBA IO PACCMOTPEHHUIO 3asBICHHH, Kajiod u
IIPEJIOKEHUHN IPAXKIAH;

Jns 4 sapuanma

JlomKHOCTHAS MHCTPYKIUS O CHENHAIIICTE 3eMeIbHO-MMYIIIECTBEHHBIX OTHOIICHHH;

3aganne 30¢popMuTE ATy ¥ PETUCTPAIIHOHHEI HOMEP JOKYMEHTa

Bapuanm 1

Ecnu ohopmitsitoT npukas 1o 0OCHOBHOH J€SITEIIEHOCTH — IPOJIOIBHBIM PAaCHONI0KEHHEM PEKBU3UTOB.
Bapuanm 2.

Ecim ohopMIIsIIOT OTUETHBIN TOKYMEHT KOTOPBIH OTHOCHUTBCS K OyXraJTepcKoi JOKyMEHTAIUH.
Bapuanm 3

Ecnu oopMIsIoT TOroOBOpHOI JOKYMEHT. ( KyIUTH-TIPOJaXKH)

Bapuaum 4

Eciim moAroTOBHIM IS OTIPAaBKH OTBETHOE IMHCHEMO Ha BXOJISIIIEE.

3aganue 5OhopMuUTe PEKBU3UT MOIIUCH

Bapuanm 1.

Ecnu nooeomosunu npuxas no 0CHO8HOU 0esimelbHOCHU
Bapuanm 2

2Ecnau noocomosunu akm

Bapuaum 3
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Ecnu nodeomosunu npomoxon cobpanus
Bapuanm 4
Ecnu nodeomosunu eapanmuiinoe nucbmo

I1.Crpoextupyiire :

o0mmii 6JIaHK ¢ TIPOIOJIEHBIM PAaCHOI0KEHUEM,

ONMaHKU JUTS TIHCEM C YTIIOBBIM U MPOAOJILHBIM PACIIONIOKEHUEM U

OJaHK NPHUKa3a C MPOIOJIbHBIM PACIIONIOKEHUEM MOCTOSIHHBIX PEKBU3UTOB

JUTS TIEPEYMCIICHHBIX HIDKE OPraHU3allUi ¢ OrPaHUYUTEIbHBIMI OTMETKAMH JJISI PEKBH3HUTOB.

Bcepoccuiickuil HaydHO-HCCIEA0BATENbCKUN HHCTUTYT JOKYMEHTOBEACHHS U apXUBHOTO JIea,
noquunstomuiics POCAPXHWBy OKIIO 02842708, OI'PH 1027700380795, MUHH/KIIIT
7008032140/702001001;

yi. IIpodcorosnas, 1.82 ropox Mocksa, 117393 Ten./dakc (095) 7187874 E-mail: mail@vniidad.ru

T'ocynapctennsiii npoexTHbii nHCTUTYT CAHTEXITPOEKT, nogunnstonuiica I'occtporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIII 7708033140/771001001;

V. Huxwnss [lepsomaiickas, 1.46 ropox Mocksa, 105203

Ten. (495) 275 23 23 dakc (495) 275 12 12 E-mail: santeh@gs.ru

OTKpHITOE aKIMoHepHOe 06mecTBo «BOJITOJJOHCKHM XJIEEOKOMBUHAT»
OKIIO 23132807, OT'PH 1821800370797, MHH/KIIII 3408032140/342001002
OxTs6pBCKOe mocce, 1.9, ropon Bonromonck, PocroBekas 001. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Paznen 2. CucreMbl JOKYMEHTAUHMOHHOIO ofecleYeHUsl yIIPaBJIeHUA

TecToBBIE 3adaHUA

31; 1.Cucrema OPJI — 370 ... .
32: a) COBOKYITHOCTb B3aUMOCBSI3aHHBIX JIOKYMEHTOB, IIPUMEHIEMBIX B ONIPENIEICHHOH cepe AeaTeTbHOCTH;
3 o v o
33 0) cuctema OP/I, B KOTOpO# perinaMeHTUPYIOTCS NpaBa U 0053aHHOCTH MPEINPUITUN U YUpeKIACHUH,
b

B3aMMOOTHOMICHUS C BBIIICCTOAIMUMUA OpraHusanuiamMu, ¢ TIOAYMHCHHBIMU U CTOPOHHUMU OpraHU3alluAMM;

34; B) cHCTEMA JOKYMEHTAIIMHU, CO3JaHHas 110 eIUHBIM MIPABUIaM U TPEOOBAHUAM, COAEpKamas HH(POPMALIHUIO,
3.01.8; HEOOXO0UMYIO [/ YIIpaBJeHHs B ONpe/eeHHON cdepe AesTeTbHOCTH.

3.02.2; 2. Pacnpenenurte NOKyMEHTBI IO TPYIIIIaM:

3.05.8; 1) OpraHu3alMOHHBbIE;

3.09.3 2) pactopsIuTENbHBIE;

3) uHpOPMAITIOHHO-CIIPABOYHEIE.
A)nonokeHne B) MPUKa3bl T) CIIPaBKH; J) HHCTPYKIUH, €) PaclopsDKEHHUE; JK) TPYAOBas KHIDKKA;
3) IOCTaHOBIICHUS; K) yCTaB; JI) MUCHMO.
3. Ilponomxure MpeasioxKeHHe- yCTaB- 3T0. ..
1.paBOBOI aKkT, ONPENENSIOIINI CTPYKTYPY, YUCISHHOCTD U JIOJKHOCTHO# COCTaB paOOTHUKOB OpPraHU3alliy ¢
yKa3aHUEM JIOJDKHOCTHBIX OKJIaI0B.
2.1paBOBOi aKkT, ONPENEINSIOIINI CTPYKTYPY, QYHKLUH U [TpaBa MPEANPHUsITHS, OpraHU3alNH.
3.1paBOBOM aKT, U3J]aBaEMBblil TOCY/IapCTBEHHBIM OPIaHOM B EJISIX YCTaHOBJICHHS IIPaBHJI, PEryJIUP YOI
OpraHU3alOHHbIE, TEXHOJIOTHUECKHE, (PUHAHCOBBIE CTOPOHBI JEITEILHOCTH OPTraHU3al|H, TOJDKHBIX JIUIL.
4.mpaBOBOIi aKkT, ONPENEISIOIINI MOPSIIOK 00pa30BaHMsl, TPABOBOE MOJI0KEHHE, ITPaBa. 0053aHHOCTH,
OPraHHU3aUI0 PAOOTHI MPEATPHUATHS
4. BcraBbTe IPOIYIICHHBIE CIOBA B OINIPEAEICHHE:
HopmaTuBHBIN TOKYMEHT, B KOTOPOM OIIPEAENEHSI. . ., ..., ... K OTBETCTBEHHOCTH COTPYIHUKA MPEITPHUATHS -
9TO... HUHCTPYKIHSI.
1.pernaMeHTHpyeTcst MOPSIOK BBIIOJIHEHHS IIPOIECCa, OTBETCTBEHHOCTb.
2.MopsAI0K paboThl, OCHOBHBIE TTOJIOKEHUSI.
3.}yHkuunu, npaBa, 00sS3aHHOCTH.
4.CTpyKTypa, YUCIIEHHOCTH ,JJOJDKHOCTHON COCTaB.
5. Omnpenenure B JOKyMeHTa?
T1paBOBO¥1 aKT OIpPEENSFOLIMI TOPSIOK 00PA30BaHHsL, [IPABOE MOJIOKEHHE, IPaBa, 00SI3aHHOCTH, OPraHU3aLMIO PaOOThI
TIPEIIPUSTHS WA CTPYKTYPHOTO TIO/IPa3EIeHHsI. — 310 ...

6. HazoBure NOKyMEHTHI, KOTOPbIE M3/AIOTCS:

A) B yCIIOBHSIX €IUHOIMYHOIO IPUHSTHUS PELICHUM-. . ....

B) B ycI0BHSX KOJIIETHAIBHOCTH- ......

7. JlomosHMTE IPYIIIBI HA KOTOPBIE AENATCS IPUKA3hI:

1) TIpoGuemsl co3manusl, TUKBUAALIMH KOMUCCHI, COBELIATEIbHBIX OPraHOB; YTBEPIKACHUE Yero JIM00;
MPEAOCTaBJICHHE NTPaBa MOJNKCH; - 3TO IMPHUKA3bI I0. .....
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2) TlpoGnemsl prHAHCHPOBaHHS; OOeCIICYeHHsT 000PYA0BaHHUS, MAaTEepHAIAMH; odopmiienne

pe3yJIbTaTOB, HTOTOB PaOOTHL; - 3TO IPHUKA3HL 11O ...

3) Ilpuem, yBOJBHEHHE, IEPEBOA, KOMAHANPOBKH, PELICHNE COLl. BOIIPOCOB; _ 3TO MPUKAa3bI

8) Ompenenure BUABI PACHOPSIIATEIBHBIX JOKYMEHTOB.

1) pacnopsAUTENbHBINA JOKYMEHT, H3JaBacMBbIil OPraHOM YIIPABJICHHUS 110 BOIPOCAM OPTaHU3aLUOHHO-

METOJMYECKOr0 XapakTepa IJIsl OPraHU3alliy BEIIIOJTHEHUS HHCTPYKLMH, IIPHKa3a - 3TO...

2) pacnopsAAUTENbHBINA JOKYMEHT KOJUICTHAIBHOTO OpraHa YIpaBiIeHHs], yYeHBIX COBETOB. - 3TO..

3) npaBoBOIi aKT, U3/1aBaEMbIil €IMHOJMYHO PYKOBOANTEIEM OPraHU3alMuU JUIsl IOBEJCHUS 1O UCIIOIHUTEIEH

OIIEpaTHBHBIX BOIIPOCOB - 3TO. ..

9) Ompenenute, YTO HA3BIBACTCS TTHCHMOM.

1. JOKYMEHT 110 BOIIpOCaM, TPEOYIOLIHIA ONepaTHBHOTO PELICHHs], TIepejaBaeMblii ONpeeIeHHBIM CIIOCOO0M
CBSI3U.

2.00011eHHOE Ha3BaHUE PA3JIMYHBIX 110 COJIEPKAHHIO JJOKYMEHTOB IIEPECHIIIAEMbIX II0 ITOYTE.

3. IOKYMEHT AEJIOBOMU IEPENUCKH U MX Ha3BaHHS ONPEACIIOTCS criocobaMyl epeaadu JeoBoi HHOpManum
10 3JIEKTPOHHOM CBSA3H.

4.10KyMEHT, KOTOPBII HE COICPIKHUT IMOPYUYEHUI, HEe 00sI3bIBAET JICHCTBOBATH CTPOTO MPEIUCAHHBIM 00pa3oM

10) CooTHecuTe BUIBI IIMCEM. M UX Ha3HAUEHHE.

1.undopmanmoHHbIe, 2. KOMMepYecKue. 3.CONpOBOAUTENBHOE
A) COCTaBJIACTCA MPHU 3aKIHOYCHUU U BBIIIOJTHCHUHW KOHTPAKTOB.

b) nuceMma, coneprkaiiyie cooOIeHNUs, MPOCHObI, HATTOMUHAHUSL, TIPEJIOKECHHUS.

B) npunararoTcs K OCHOBHOMY JTIOKYMEHTY , KOTJJa TpeOYeTCsl JOMOIHUTEIILHOE TIOSICHEHHE

11) laiite onpenesieHue MpOTOKOIY.

1. TOKYMEHT, COCTaBJICHHBIH ISl IOATBEPXKICHNS YCTAHOBICHHBIX (PaKTOB, COOBITHH, NeHCTBUN

2. TOKYMEHT, KOTOPBII HE COJEPKUT MOPYIEHHH, HE 0053bIBaCT AEHCTBOBATH CTPOTO MPEAIIICAHHEIM 00pa3oM

3. IOKyMEHT, QUKCHPYIOLUINH X0 00CYKICHUS BOIPOCOB M IIPUHSITHS PELICHUH Ha COOpaHNH, COBEIIaHNH.

4. IOKyMEHT KOJUICTHAJILHOTO OpraHa yIpaBICHU

12) Jlaiite onpeneneHue aKTy.

1. JOKYMEHT, TOATBEPKAAOIIHIA KaKKue-IN00 COOBITHS CITY)KEOHOTO XapakTepa.

2. JOKYMEHT, COCTABJICHHBI 1JIs1 TOJTBEPKACHHS YCTAHOBJICHHBIX (haKTOB, COOBITHI, IEHCTBUIA.

3.10KyMEHT, OOBSCHSIOLIMIA PHHIUIT KaKOT0-JIM00 AeHCTBUS, (haKTa, IPOUCIICCTBHSI.

4.10KyMEHT, KOTOPBId HHPOPMUPYET PYKOBOACTBO 00 N3MEHEHHU MECTa COOBITHS, (haKTa, SBICHHUS.

13)Onpenenure, 4To ABIACTCS AATOM akTa?

1. maTa cocTaBIEHUS aKTa.

2. 1aTa HOAIIUCAHUS aKTa

3.1ata coObITHS, IPOBEPKH,

4. nata paboTbl KOMHCCHHU.

14) Omnpenenure, KeM IMOJIUCHIBASTCS AKT?

1. mpencenaresnieM ¥ MPUCYTCTBYIOLMIMMH.

2. 4JeHaMU KOMHCCHUH U MIPUCYTCTBYIOLIMMH.

3. mpeacenareneM, YieHaMHd KOMHUCCHH, TPUCYTCTBYIOLMMH.

4. mpencenareneM U ceKpeTapeM

15) [aiiTe omnpepesieHue CIPaBKu

1). JOKyMEHT, COCTaBJICHHBIH [T MOATBEP)KICHUS YCTaHOBJICHHBIX (PAKTOB, COOBITHH, eHCTBUI

2). TOKYMEHT, OOBSICHSIOIINUN MTPUHIIUI KaKOT0-TH00 JeicTBUSA, (haKTa, TPOUCIIECTBUS

3). IOKyMEHT, MOJATBEPKAAIOIINI KaKknue-T100 COOBITHS CIIy)KeOHOTO XapaKkTepa

4). TOKyMeHT, KOTOPbIH HHYOPMHUPYET PyKOBOJCTBO 00 H3MEHEHHH MeCTa COOBITHS, (DaKTa, SIBICHUSI.

16) Ompenenute BUIBI CIIPABOK-

A).JJOKyMEHT COCTaBJIEHHBIH N0 YKa3aHHUIO PyKOBOIMTEIIS, U MPEICTaBISIOTCS B YCTAHOBJIEHHBIE CPOKH. . ..

B). noxyMeHT cocTaBI€HHBIH 110 3a1IpOCy 3aMHTEPECOBAHHBIX JIHIL. -. . ..

17) [aiite onpeneneHue 3amicKaMm.

1) ZOKyMEHT 10 BOIIpOcaM, TPEOYIOMNX OTEePaTUBHOTO PEIICHHUS TIepelaBaeMblil OIIPEAETICHHBIM CIIOCOO0M
CBSI3M.

2) IOKYMEHT, KOTOPbIil HE COJIEPKUT MOPYUEHHI, He 00S3bIBAET NEWCTBOBATH CTPOTO MPEANHCAHHBIM 00pa3oM.

3) IOKyMEHT, aJpeCOBaHHBIN PYKOBOAMTEIIO JAHHON MJIH BBILIECTOSIIECH OPraHnu3aliu, COJCPIKUT
00CTOATENFHOE M3I0KEHHE KaKOT0-JIM00 BOMPOCa C BBIBOJAMH U IPEATIOKEHUSIMH COCTABUTEIS.

4) NTOKYMEHT, COCTaBJICHHBIH JUIS TOJITBEPIKACHHSI YyCTAHOBIJICHHBIX (DaKTOB, COOBITHH, eHCTBUI

IIpakTnyeckue 3agaHus

Y1
Y2

9

9

3apanme 1

B (1)0pM€ ImpuKasa H€O6X0)_II/IMO BBCCTH HHJCKCHI npeanpnﬂTnﬁ u OpFaHI/I3aHI/Iﬁ O6’I>€)II/IHGHI/I$I, B ICIAX
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Y.01.1;
Y.01.4;
Y.02.5;
Y.05.3;
¥.09.3;

YIIOpSIIOYCHHS OpraHnu3anuid ynpaBieHus: B 00bEJUHEHNN U B COOTBETCTBUHU C YKa3aHHEeM MUHHCTPOs
P® ot 00.00.00. Ne 423. IPUKA3BIBAIO: O6bennHeHnIo MpucBOUTh HHACKC — 51. [Ipu mepenucke B
cooTBeTcTBHH ¢ CTII 39.00.25 «Opranu3anus qeI0NpON3BOACTBA B 00beAUHCHUN « CTPOUTEXHUKAY, a
Tak)Ke JJI ydeTa ¥ PETHCTPANMK pa3padaThiBaeMbIX CTAHAAPTOB IPEANPUATHS IPUCBOUTH
MpeanpuaATusIM ciexyromue nanekce: 50 — 01 — fIpociaBckoMy peMOHTHO-MEXaHHYECKOMY 3aBony; 51 —
02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrpoiimopmam». KonTpons 3a
MCIIOJTHeHNEM IIpuKa3a Bo3yiaraeTcs Ha KaHuemsipuio (T. Koponesy B. A.). ['enepanpusiii nupextop A.Il.
MBanos. B nenmo 1 — 3 — 6. C. C. Iletpos
3aganme 2.
Otkpoiite crpaBoyHO-TIpaBoByt0 cucrteMy Koncynbrant I[lmoc, ucnomedys Kaprouky mnowucka, Haiante
pewenue (cM. pasgen YensOunckass o6nacth). CKONMpOBaTh HAWAECHHYIO HH(GOPMAIMIO B TEKCTOBBIN
nporeccop. Odopmute pemenne. Coxpanure padoTy B daiinie mox umeHeM «Perenue».
3apganme 3.
Hupexmmst OO0 «Actpes» (Carkrt-IlerepOypr) 12.08.2012 mpoBena cBoe ouepeqHOe 3acenaHie, Ha KOTOPOM
npucytctBoBany Boctpskos C.T., Crynues [1.11., JlebeneB .M., Antonos I1.JI., Illentynosa B.I"., Tumodeen
A.A., Ctynosa M.U.
Ha 3acemannm o6cyxmanock Ba Bompoca: 0 xoae pekiamuoi kammanud B 111 xBaprame 2012 1. u 0 mepexone
Ha HOBYIO CHCTEMY BBINJIATHI IPEMUATBHBIX.
ITo mepBOMY BOTIpOCY CITyIIaiM COOOIIEHNE HaYalbHUKa oTAeNna pekinambl Boctpukosa C.T., TekeT coobmieHns
KoToporo OblT nepenan cekperapto 3acenanust benosoit H. /1. ITo aToMy ke Bonpocy BBICTYNHI (PUHAHCOBBII
nupektop Tumodeer A.A., KOTOpBIH OJOOPUIT YBEIMYCHHUE PACXOIOB Ha HapyxHyw pekiaamy B III kBaprane
200 r. Ha 5%. Taxxke nepenan cekperapro. I[To nanHOMY ke Bompocy BelcTynuian AHTOHOB I1. JI., HauanbHUK
oraena kaapos, u Jledbenes WU.M., nupektop mo mpojakam. [lepBblii 0JOOpHI HOBYIO CHUCTEMY BBIILIATHI
MPEMHUATBHBIX U PEKOMEHIOBAJ MOATOTOBUTh HeoOXomumbie nokyMmeHTsl K 01.09.200 r. Bropoit mpemioxui
JI0paboTaTh HOBYIO CHCTEMY BBIIUIATHI NPEMHAIBHBIX M PEKOMEHAOBAN MPOBECTH T'OJIOCOBAHHE IO AAHHOMY
BOIIPOCY Ha 0011eM COOpaHNH TPYZOBOTO KOJJICKTHBA.
B ntore 3acexanust ObuH PUHATHI caenytomue pemenus: 1. OxoOpuTs padoty otaena pexnamsl B 111 kBapTane
20 1. 2. IIpoBectn obmiee coOpaHue TPYAOBOTO KOJUIEKTHBA MO BOIPOCY O MEPEXO/e HA HOBYIO CHCTEMY
BEIIIIATHl mpemuaidbHBIX 15.08.20 1. OTBEeTCTBEHHBIM 3a TOITOTOBKY coOpaHWs Oblla Ha3HadeHa 3aB.
kannemsipueit [llenrynosa B.I'. Cobpanne Ben npeacenarens Pymsames O.A.
3aganmue 4.
Komuccust mon mpencenarensCcTBOM HadajdbHUKA TEXHHYECKOH Tpymmbl BojoBoro A.A. M 4iICHOB KOMHCCHHU
Bopucosa M.IO., HayanpHHKa aJMHHUCTPaTHBHO-XO3siiicTBeHHOro otaena, Cmupnosa JLIIL., Oyxranrtepa, u
PomanoBoii N.K., odpucmenemrepa 3A0 «JleoHTHs» Ha OCHOBAaHMM JIOKJIATHOM 3alHMCKU OQHC-MEHeKepa
PomanoBoit M.K. 11.07.20  r. mpoBena NPOBEPKY TEXHUYECKOTO OCHAIIEHUS NPHEMHOM TIe€HEepalbHOIO
JUPEKTOpa M MpU3HAJNIAa HETOAHBIMU JUIS SKCIIyaTallMd KONMHPOBaJbHEIN ammapar Xerox 345(1 mT.), mpenep
(weB. HOMep 367, 1 mwT.), dakc 47823 (1 mrt.). [Ipu3HaHHAS HENPUTOAHON IS SKCIUTyaTallMd TEXHUKA ObLIa
nepeiaHa Ha ckiaj npeanpuatus. Ilo yctaHoBneHHOMY ()akTy KOMHCCHS COCTaBHMJIa aKT IpHeMa-TIepeaadn
OpPITeXHUKH B 3 9K3. (1-i 3K3. — HAYANBHUKY aJMHHUACTPATHBHO-XO3SHCTBEHHOTO OTAena, 2-if — 31 riiaBHOMY
Oyxranrepy, 3-if — B meso 23-02), KOTOpEIi OBUT yTBEPKACH TeHepalbHEIM AupekTopoM CremanoBeM [1.1.
3aganmues.
OTkpoiiTe crpaBo4HO-IIpaBoBYy0 cucteMy KoncymbranT Ilmtoc, HaliguTe akT O MPOBEACHHUH HMHBEHTApU3AIUH
(popma MHB-00), oTKpoiiTe €e ¢ MOMOIIbI0 TAaOIMYHOTO MPOIECCOpa M 3aMOJHHUTE IS CBOCH OpraHU3allHH.
Coxpanute paboty B (aiine mog nmeneM «IIpumep 00 MHBEHTaAPHU3AII.
VHBeHTapu3alMOHHAs KOMHCCHS, CO3/IaHHAsl HA OCHOBaHHMM INpHKasa Jupekropa Bamrero npexnpusitust Ne 24
oT 15 ceHTs0ps Tekymiero roga, B coctaBe mpeacenarenss Octposckoro D.A.(3aM.ITIaBHOTO OyXxraitepa 3aBoja)
n uneHoB komuccuu Iletposoit O.H. (Gyxranrepa), HockoBoit H.M. (cT. 3KOHOMHCTa IUTAHOBOTO OTAENA)
MIPOM3BENa PEBH3MIO KACChl 3aBOJA 110 COCTOSHUIO Ha 16 CeHTIOps Tekymiero roxa. PeBnsus mpoBoamiach B
NIPUCYTCTBUM Kaccupa 3aBoaa Kapramosa H.M. B pesynprare npoBeneHHONH peBH3MH OBIIO YCTaHOBJIEHO, YTO
OCTaTOK HaJIMYHBIX JIeHer B Kacce coctapisierT 1030 pybueit 00 kom., ocTaTok AeHer nmo kaccoBoi kaure — 1030
py6. 00 xon. Ipyrux neHHoCTE! B Kacce 3aBojia He 0OHapy)KEHO, YTO COOTBETCTBYET AaHHBIM yduera. Komuccus
TaKKe YCTAaHOBWJIA, YTO TOPSJOK BEIECHUS KAaCCOBOM KHHUITM M XpaHEHUS JIEHET COOTBETCTBYET TpeOOBaHMAM
[MonoxxeHuss 0 BeNEHWM KacCOBBIX OIEpPAIMii T'OCYAapCTBEHHBIMH, KOONEPATUBHBIMH W OOIECTBEHHBIMHU
NPEANPUATHAMHE, YIPSIKACHUSIMHU U OPraHU3aLMIMH.
AXT BCTYNHJI B JIGUCTBHE C MOMEHTA YTBEPIKICHHUS TUPEKTOPOM.
3ananue 6.
Mupexktopy 3A0 «Monoaut» OctpoBckoMmy D.A. oT HagaidsHHUKA nuoHepiaarepss Kopuryrnosa JILII.
JlokmagHas 3anucka. CorylacHO BameMy IpeAIHCaHNI0 MHOIO COBMECTHO C TEXHHKOM -CMOTPHUTEIEM
UleButoBeiM P.A. 7-8 mas 2004 roga mpoBeeH OCMOTP KIJIBIX MOMEIIEHUH 0a3bl OTABIXA HaImIedl GUpPMBL.
Bce >xuiple KopIryca B yJIOBIETBOPUTEIbHOM cocTostHMM. OxHako B kopryce Ne 1 HE00X0MMO BCTaBUTh
crekia, kopryc Ne 2 cnenyeT nobenuts, a B kopnyce Ne 3 Hajgo noxoruats asepu. [locie ycrpaneHus

DTUX 1e(EeKTOB M COOTBETCTBYIOIIEH YOOPKH XKHUJIbIE TOMELIeHNs] Oy1yT NPUTOJHBI ISl IpUeMa
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oTabixaomux. Hauansauk nuonepnareps Jl.m.Kopmynos. 10.05.2004

3ananue 7
Mupextopy I1JI Ne 24 Mycaesoii E.A. ot macTepa mpou3BoacTBeHHOT0 00yueHuss Cokonosoii T.I1.
CIIYKEBHA A 3AIINMCKA B anpene B kabunete Nel3 mpoBonuiuch cienyioniue paboTsl: -
MpHOOpPETEHBI MapKephl U )KUIKOCTh A MapKEePHOU JOCKH; - OTPEMOHTHPOBAHO 4 yYCHUYECKHUX CTOJIA; -
OTPEMOHTHPOBAHO 5 MUINYIINX MAIIWH; - OTPEMOHTUPOBAHO 2 CBETHJIBHUKA; - COTJIACHO PACIIHCAHUS
MPOBOASTCS 3aHATUS IPOU3BOJICTBEHHOTO O0yUYEHUs; - COINIacHO Tpaduka MPOBOIATCSH KOHCYIbTAIlUH T10
ITUTIIIOMHBIM paboTaM; - COTJIACHO rpaduka npoBoAsTCs GakynbTaTUBHBIE 3aHATHUS 10 npeameTy: «1C:
[Mpeanpusarue u Kagpsi»; - pabortaet kpyxok «APT-poTo» - Kaxkaylo NATHHUIY IPOBOJIUTCS reHepajbHas
yoopka. Mactep npousBoacteeHHOro 00ydyenust Coxonora T.I1. 23.04.2010

3aganme 8.
DTkpoiiTe cipaBouHyto cuctemy Koncynperant [linroc, ncnionssyst beicTpslii mouck, Haiinure popMy npukasa o
IpueMe CoTpyAHUKa Ha paboty ¢.T-1
PxonomucT Bacunsea Exatepnna HukomaeBHa 1 ceHTsA0ps Texymero roaa nmoaana 3assieane B OO0
«JIya» ¢ mpock00ii MpUHATE ee Ha paboTy criemuaIncToM GUHAHCOBOTO OTAea Ha HEMOJIHBIN pabounii
meHb. Mucniextop mo xkagpam Cmuprosa U.C. 00BscHIIA, 9TO HUpMa UMEEeT BO3MOKHOCTh IIPUHSATH Ha
habOoTy SKOHOMHCTa, HO Ha OCHOBE CPOYHOTO TPYNOBOTO A0oroBopa. TpynoBoi 1OroBop ObUT 3aKIIOUCH 5
CeHTSAOpS U MOANHKCAH OT HMEHH QUPMBI FeHepaIbHbIM aupekTopoM MupounossMm JI.C. B TOT ke neHb
BT M3JaH MPUKa3 110 THYHOMY COCTaBYy, 3aBU3HpoBaHHBIH CMupHOBO# U.C. ¥ I0PHCKOHCYIETOM

Xmenesbim 1.0, [Ipukas 6611 00bsiBieH Bacunberoit E. H. moa pacnucky 6 ceHTs0ps

Pa3nea 3. Opranusanusi J0KyMeHTO0000pOTA

TecToBBbIC 3aaHUA

33; 34;35;
3.01.3;
3.01.8;
3.02.1;
3.03.2;
3.09.3

JlomonHNTE IpEenIoKEeHHE.

1) JOKYMEHTOOBOPOT - 3TO

1A) JOKYMEHTOOBOPOT JIOJDKEH OCYIIECTBJIATHCSA TAKUM OBPA30M, UTOBbI IBUKEHUA KAXIOT'O
JOKYMEHTA BbLJIO..., MAPIIPYT..., BPEMS [IPOXOXAEHUA .. ..

2) JlonoiaHUTE BUIBI JOKYMEHTOIOTOKOB:

a) Bxogsamuit TOKyMEHTOIIOTOK-3TO. ... .

0) Ucxonsimuii JOKyMEHTOIIOTOK-3TO. .. .

B) BHyTpeHHMIT JOKYyMEHTOIIOTOK-3TO. ... .

3) YcraHoBuTE NOCIIEIOBATENLHOCTS 0OPA0OTKH BXOASIINX JOKYMEHTOB
l)ucnonHenre T0KyMEHTOB;

2)mpueM U epBUIHAS 00paboTKa;

3)noammBKa JOKYMEHTOB;

4)peructpanusi JOKyMEHTOB,;

S)HampaBiieHHE Ha HCIIOTHEHHE;

6)npeIBapUTEIEHOE PACCMOTPEHUE;

7)KOHTPOIIb UCTIOTHEHUS;

8)paccMoTpeHne TOKyMEHTOB.

4) JlornoHUTE OJIOK-CXEMY.

1) cocraBiieHHEe TPOEKTa NCXOAAIIETO JOKYMEHTa,;

2)npoBepka NpaBUIBHOCTH 0QOPMIICHHS IOKYMEHTa;

3.
4).....5
5)ecenss

6) mpocTaHOBKA UCXOIAIIECT0 HOMEpPa Ha JOKYMEHTE;

7) mpoBepKa MPaBIIILHOCTH aIpECOBAHIIS,

8)....... ;

9) momMBKa BTOPOT0 SK3EMILISIpa.

5) JlomoJHuTe.

Peructpauusi JOKYMEHTOB - 3TO 3aIUCh , YYETHBIX, JaHHBIX O JOKYMEHTE IIO ...
6)CootHecuTe.

1.HazHaueHue TOKyMEHTOB 2.. llens perucTpanyuy JOKyMEHTOB
a) o0ecreunTs yJer;

0) co3gaHne PerucTPauoOHHO-CIIPaBOYHOTO anmapara;

B) OBICTPBIi OUCK;

T') TIpeJlaHne IOPUIMYECKOH CHIIBI;

1) TIOATBEPKICHUE (haKTa CO3AaHUsI JOKYMEHTOB;

€) KOHTPOJIb;

) TIOATBEp)KAEHUE (haKTa MOCTYIUICHHS U OTIIPABKU JIOKYMEHTA.

7) Jononnute TpeOOBaHHUS PETHCTPALIMH JOKYMEHTOB.
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1) kaxablil JOKYMEHT PErHCTPUPYETCS TONBKO ... ;

2) BXOISIIHME JOKYMECHTBI PETUCTPUPYIOTCS ...}

3) ucxozsmue ¥ BHyTPSHHHE B ...;

4) BXOAsIIIe, UCXOIIINE U BHYTPCHHNE JOKYMEHTHI PETUCTPUPYIOTCS
8) BriOeprTe IpaBUIbHBINA OTBET.

Kakoit cpok 0TBOAHTCS XpaHEHHUIO JOKYMEHTOB 110 MECTY X (POPMHPOBAHU?
a)l rox; 6) 6 MecsaneB; B) 2 roaa; r) 2 rojxa u 6oee.

9) BeibepuTe NpaBUIIbHBIN OTBET.

OCHOBHBIE IOKYMEHTHI y4eTa ....

a) OIUCH;

0) HOMEHKJIaTypa;

B) perucrpaiuonHas Gopma;

T') JINCT-3aBEPHUTEID;

1) 00JIOKKa Jiena;

€) BHyTPEHHSIS OINCH.

10) Jomonuure.

Homenknarypa nen - 310 .....

11) ®ynKnmoHaNIEHOE Ha3HAYEHHE HOMEHKIIATYPHI Jell.

a)...;

0) cucTeMaTH3aIUs U y4YeT JeT;

B) NPaBUIILHBII U OBICTPBII MOUCK JIE;

r)...;

1)...3

€)y4erT Jie]l BpeMEHHOTO XpaHeHUs;

K) pa3paboTka HHPOPMAIHOHHO-TIONCKOBOW CHCTEMBI.

12) Mopsnok 3aBeaeHus aeit (ron).

a)..;b)...; .B)....; D.... ... ©)...; . XK)....
1.Odopmnenue nen- 3T0..

2.HyMepanus JIUCTOB Jeja MPOU3BOJMNT . . ..

3.15g ydeta JOKyMEHTOB B COCTABE MOCTOSHHOTO M BHYTPEHHETO XPaHEHHS COCTABIISIOT ... .
4.HO}1L[II/IBK3 " NEPCIIET MPOU3BOAUTCA B LCIIAX oOecreyeHus . ...
5. JIOKYMEHTbBI BHYTPH JIEJI PACIIOJIAT AIOT OBbIYHO B ... [IOCJIEJOBATEJIbBHOCTA

HpaKTuquKue 3aJaHUusA

y3

Y4;

V5
Y.014;
V.01.11;
v.02.5;
¥.03.2;
¥.09.3.

3amgaua 1.
YcTaHOBHTE 3TanBl PadOTHl ¢ UCXOIAIINM JTOKYMEHTOM. Pacmpenenure aTarsl o cXeMe B COSIMHUTE UX
CTpEJIKaMH.
Brl monmyunnm BXOISAIIUI TOKYMEHT MOCIIE PACCMOTPEHUS PYKOBOAUTENIEM OPTaHU3aIINH, T1IE B PE30JIOIIUN
OBUIO YKa3aHO 3aJlaHie TOATOTOBUTH OTBETHBIN JOKYMEHT ( TUCHMO)
1. cornacoBaHue;
2. HUCIIOJIHCHUEC U ITOATOTOBKA }:[OKyMeHTa;
3. 3aJlaHue 10 MOJTOTOBKE JIOKYMEHTA;
4 moanucaHue;
5. oTmpaBKa U PETUCTPAIHS UCXOIAIICTO JOKYMEHTA,;
6. perucTpamus BXOAIIETO TOCIIe PACCMOTPEHHS PYKOBOIUTEIICM;

Cxema pa0doThI ¢ HCXOAS MM JOKYMEHTOM
Bun nokymenranuu CrnenuaJjmucr oTaesa PykoBoaurennb Hcnoanurein
JeJI0ONPOU3BOACTBA OpraHu3anumu

Hcxopsammii ,HOKyMCHie

YXOIHT B JPYTYIO
OpraHHU3aIHIo

3amaua 2.
[Ipoananu3upyiTe U NOSICHUTE CAEAYIOUIYIO CUTYAIHIO.

B npouecce ucnonnenus nokymenra CepreeB ITA. (0OTBETCTBEHHBIH MCHOJIHUTENb) HECKOJBKO pa3 HepeaaBal
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ero paboTHUKaM JApyrux noxapasneneHuii. Korna norpe6oBanoch BBISICHUTbD, TJ€ HAXOIUTCS JOKYMEHT M KTO B
3TO BpeMms ¢ HuM pabotaer, cekperaph Komoa C.T. He cMorja OTBETHTH Ha JTOT BOMPOC, T.K. HE Oblia
MIOCTABJICHA B U3BECTHOCTD O MOPSAJKE UCTIOTHEHUS JOKYMEHTA.

Kakwne HapymieHns B X0/1€ BeIeHHs KOHTPOJIS 32 UCIOJHEHNEM TIOKYMEHTa OBLTH IOyIIeHBI ciryx0oi JJOY?
3amaya 3.

OdopMHTE 00JIOKKY [IeNIa TIOCTOSHHOTO, TOITOBPEMEHHOTO XPAaHEHMS. - HCITONB3Ysl YCTAHOBICHHYIO (POpMY.
Hemo Ne 759.cpopmupoBanro B MHoronpodmisHOM Kommemke mpu MI'TY B oTaerne nmemomnpon3BoAcTBa 3a
09.01.2016 — 26.12.2016. 3T0 dokymeHTsl 0 padote apxuBa MnK 3a 2016 r. Ha 127 nucrax.

3agaua 4.

CocTaBbTe THCT-3aBEPUTENH JIeNa.

Ecnu neno Ne 05-04, B neio moAMMUTO M MPOHYMEPOBaHO 127 JUCTOB, €CTh NPOIYIIEHHbIE HOMEpa JHCTOB 42,
101, Tak ke JUCTHI BHYTpeHHEH omucH 3, auTepHble HOMepa jucToB 26A. Ilpu dopmupoBanuu nena ObUIO
00OHapykeHO, 4To JHCT 97 pa3opBaH U CKJEEH, JUCT 54 HMeeT Hepa30OpUMBBIA TEKCT, JIUCT 84 cKieeH u3 6
JIMCTOB.

3amaya 5.

Ipoananusupytime u noscHume CIeIyIOIIYIO CUTYaIHIO.

Jus ymoOctBa paboThl KakAwlii cienuamucT, pabdoratommii B OO0 «Cdepa», 3aBoaut cebe mamkd, Kyaa B
TEUEHHE OMNPEICICHHOTO MEPHOAa BKIIAIBIBAET COOTBETCTBYIOIINE NOKYMEHTHI. Ha 0010)XKKaxX 3ammchIBarOTCS
(aMunMs W MHUIOMAIBl WCIOJIHMTEIS, a TAaKKe Te WM WHBIC HANpaBJCHUS €ro JICATeNBHOCTH, HarpuMmep:
Wpanos I1.P. 3roToBieHue 1 yCTaHOBKA PEKJIAMHBIX LIIUTOB.

Takum o0pa3zoM, B ManKe HAKAIUIMBAIOTCS Pa3IHMYHbIE JOKYMEHTHI, Kacalolluecs pelleHHus JaHHOTO BOIpoca:
MHUChMa-TIPEJUIOKEHNs, NMUCbMa pEeKJIaMalliy, OTBETHBIE MUCbMa Pa3lUYHBIX OpPraHU3alUid W MPEANPHSTHH,
JIOTOBOpPBI, aKkThl M Jp. Korja IOKyMEHTOB CTAaHOBHTCS CIIMIIKOM MHOTO, 3aBOAMTCS BTOpas Iamka c
AQHAJIOTUYHOM 3aIHChI0 Ha 00JI0KKe ¢ JoOaBiieHHEeM ee HoMmepa, Hanpumep: MBanos I1.P

WzroToBneHne M ycTaHOBKa peKIaMHbIX muTOB. Ne2 . B KOHIlE roga manky ¢ JOKyMEHTAaMH IEpefaioT
CEeKpeTapio, KOTOPHII MOMEIIaeT UX B OoOmui mKad, B OTACICHUS, IIe XPAHATCA JOKYMEHTHI OIPEACICHHbIX
creanucToB. COCTaB M KOJIMIECTBO JOKYMEHTOB B KaXIOW NMANKe HUKEM HE yUUTHIBAIOTCH.

Kak MOXHO oOXapakTepH3oBaTh CHCTEMY (QOPMHUPOBAHHS €T W ONEPATUBHOTO XPAaHEHHS JOKYMEHTOB B
obmectBe? Kakum 00pa3oM OHa OJDKHA OBITH OPraHW30BaHA, YTOOBI MOXKHO OBUIO JIETKO HaXOIWTh HY>KHBIE
JOKYMEHTHI ¥ HCKJTIOYUTh BO3MOXHOCTh UX HOTEpPH?

3anaua 6.

00O «Momnoau» BO3TIABIAETCS TCHEPAIBHBIM ITUPEKTOPOM, KOTOPBIM HMeEeT JBYX 3aMECTHTEIeH: 10
HKOHOMHYECKHM M MPOM3BOJCTBEHHBIM BOIpOcaM. B cTpykTypy ammapaTa yrnpaieHHs oOIIeCTBa BXOAAT TPH
(bYHKIMOHANBHBIX MopaszaeseHus: ciuyxoa JJOY, Oyxranrepust u otaen kajapos. OcranbHas 4acTh KOJUIEKTHBA
— 93TO WHXCHEPHO-TEXHHWYECKHe pAa0OTHHUKM M paboude pasHBIX CHEeNHaTbHOCTEH, 3aHHMAIOIIUXCS
HETMOCPEACTBEHHO TPOM3BOJACTBEHHON nesaTenpHOCThi0. Cnyxk6a JIOY mpencraBieHa ceKpeTapuaTom,
HUMEIOIIMM B CBOEM COCTaBE YETHIPEX COTPYIHHKOB: DPYKOBOJIMTENS CEKpeTapuara, IBYX CEKpeTaped wu
OTBETCTBEHHOT'O 32 apXHB OOIIECTBa.

Omnpenenure, KTO U3 JOHKHOCTHBIX JIMIL MOXKET BOUTH B cocTaB skcrepTHOM koMmuccuu OO0 «Monoan»? Kro
MOXeT OBbITh Ha3HAYEH TpeJICeIaTeNIeM U CEKpeTapeM KOMUCCHU?

[loaroroBpTe mpHKa3 O CO3AAHMM SKCHEPTHOW KOMHCCHMHU. B Tpukase m0/DKeH OBITH OIPEAENeH COCTaB
KOMUCCHH, €€ 3a]1a4H, CPOK paboThl. MOXHO pyKoBoAcTBOBaThCs [IpaBunamu 2015.

Co311aTh CBOIO 3JIEKTPOHHYIO MOYTY WIIH UCTIONB3YHTE yiKe IEHCTBYIOIIYIO, BHIOEPUTE TIOATOTOBICHHBIEC paHee
JIOKYMEHTHI (IICbMa, NpHKa3bl.) OTHpaBhTe 4 3IEKTPOHHBIX JOKYMEHTA CBOUM JPY3bsIM Ha AJIEKTPOHHBIC
anpeca. 3adhuKcUpyiTe OTIPABICHHBIE TOKYMEHTHI CKPUHIIIOTOM.

Kpurepun onenkn 3xk3amMeHna

—«OTIUYHO» - TEOPETHUYECKOE COJEpXKaHHWE Kypca OCBOCHO MOJHOCTHIO, 0€3 MpoOesioB, YMEHHUs
cOpMHUPOBAHbI, BCE MPEIyCMOTPEHHbIE MpPOrpamMMol yueOHbIE 3aJaHHsl BBIIIOJIHEHBI, KaueCTBO HX
BBITIOJTHEHUS OLIEHEHO BBICOKO.

—«XO0pouIo» - TEOPETUYECKOE COJIEPKaHUE Kypca OCBOCHO MOJIHOCTBIO, 0€3 MpoOesioB, HEKOTOPhIE
yMeHusi Cc(hOPMHPOBAHBI HEIOCTaTOYHO, BCE MPEAYCMOTPEHHBIE MPOrpaMMON yueOHbIe 3aJaHus
BBITIOJTHEHBI, HEKOTOPBIE BU/IbI 33JaHUI BBHITIOJHEHBI C OITHOKaMH.

—«Y IOBJIETBOPUTEIBHOY» - TEOPETHUECKOE COJEpkKAHUE Kypca OCBOEHO YaCTUYHO, HO MpPoOesbl He
HOCSIT CYIIECTBEHHOI'O XapakTepa, HEeoOXOoAHMble yMEHHS pPabOThl C OCBOCHHBIM MaTepuajoM B
OCHOBHOM C(OPMHUPOBAHBI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MPOrpaMMoii 00yueHHs yuyeOHBIX 3aJaHHi
BBITIOJTHEHO, HEKOTOPbIE U3 BBIMOJIHEHHBIX 3a/IaHUI coiepKaT OIIMOKH.

- «HeynoBiIeTBOPUTENIBHO» - TEOPETHUECKOE COJEp)KaHHe Kypca HE OCBOEHO, HEOOXOIHUMBbIe
yMeHHs He ¢(hOpMUPOBaHbI, BHINOJIHEHHbIE YU€OHBIE 3a/IJaHUs COJEpKAT rpyOble OIINOKHY.
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[Ipunoxenne 1

AKTUBHBIE U UHTEPAKTUBHBIE METO/Ibl OBYUYEHUA
1. AKTHBHBIE U HMHTEPAKTHBHBIE METOIbl HCIOJB3YIOTCS IIPH IPOBEICHUU TEOPETHYECKUX U
MIPAKTUYECKUX 3aHATUH:

Pasznen/tema

HpI/IMeHHeMHC AKTHUBHBIC U
HMHTCPAKTUBHBLIC MCTObI

Kpatkas xapakrepuctuka

Paszagea 1. OOmasg
XapaKTePUCTHKA
JIOKYMEHTAIHOHHOT
0 obOecrieyeHust
yIpaBiICHUS

I'pynmoBsle auckyccuu;
(uapopMammu 1o oo6CyxaaeMoin
mpobieme)

AHanu3 KOHKPETHON CUTyalluu

( odopmneHme peksusntos
obecneunBaloLLmX OPUANYECKYIO
CUNY JOKYMEHTY);

1).KonzektrBHOE 00CyKICHHUE:

1. wmadopmammu o0 JOKyMEHTaXx M TpeOOBaHMH K
odopmnernto. M3yqas npumeps! opopMIICHNS pEeKBH3UTOB
nmokymeHToB B cootBerctBHE ¢ ['OCTom 7.0.97.2016
CTYZIEHTHl aHATM3UPYIOT HE TOJBKO IOCIEJOBATEIBHOCTD
U MIPaBWIIBHOCTH O(OPMIICHUS , HO U IOPUIANIECKYIO CHILY
JIOKyMEHTA.

2,0popMieHHe W BBUIBIEHHS ~ OCOOEHHOCTEH B
oopMIIEHHN PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB.
2)[To mpemToNKEHHONW CHUTYaINH-YIPAKHECHUAIO CTYACHTHI
WHIUBHUIYaIbHO BBICTPAUBAIOT, oopmitsitoT 51
pacrnoiaraloT peKBU3MTHI, KaKk Ha OJlaHKe, Tak U TpH
(bopMHUpPOBaHUH TOKYMEHTA

1.CtymeHTbl, wu3ydas pa3IuYHbIC BUABI  OJAHKOB,
¢dopMyISIpBl  TOKYMEHTOB B X0J€  OOCYXICHUS
COCTABJIAIOT IIEPEUCHb PEKBU3HUTOB, OIPEACIAIONINI
KOHKPETHBIN BUJ JOKYMEHTa, OnaHka. I mpoeKkTHpyoT
THUITOBBIE 00pa3IBI.

2. Tlo mpeIoKEHHOU CHUTYAlUH-YIPAKHEHUIO CTYIEHT
CaMOCTOSATENIbHO TMPUHUMAET pELICHUE, KaK MpPaBHIBHO
MPOEKTUPOBATH U PACIIOI0KUTh PEKBU3UTHI OJIaHKA

Pazpmea 2.
Cucremsbl
JOKYMEHTAIMOHHOT
0 oOecrieueHus
yIpaBIeHUS

I'pynnosas puckyccust
(uHpOpMaImK 1o o06Cy)aaeMon
mpobieme)

AHanu3 KOHKPETHBIX CUTYyaLUH
( noaroToBKa Kelic-naketa ¢
OOKYMEHTamum);

1. Ha ocnHoBanum BHIOB U (HOpMYJISIPOB-00pa3LoB
OpraHHU3alOHHBIX, PACHOPAJUTENBHBIX, HHPOPMAIIHOHHO
- CIpPaBOYHBIX JIOKYMEHTOB, a TaK J>k€ JIOKYMEHTOB
JIMYHOTO COCTaBa CTY/ICHTBHI XapaKTepU3yoT
MPUHAIJIEKHOCTE K rpymme cuctembl OPJl, aHanu3npyor
MPaBIJILHOCTE O(OPMIICHUSI M PACIOIOKEHHST OCHOBHBIX
PEKBH3HUTOB JIOKYMEHTOB.

2. Tlo [peIIOKEHHBIM  CUTYalHSM-yIPaKHEHUSIM
CTYZCHTHI HOJTOTABIINBAIOT OpraHM3alMOHHBIE,
pacropsauTenbHble, HH(GOPMAIMOHHO - CIIPaBOYHBIE
JIOKYMEHTBI M 00CYKIal0T PaBHILHOCTh UX COCTABIICHHSI.
Odopmiss opraHu3alMOHHBIE, W JOKYMEHTHI JIMYHOTO
COCTaBa CTYAEHTHI paboTaloT ¢ YHU(UIMPOBAHHBIMH
¢dopMamu 1 00CYKJal0T IPABHIBHOCTH NX 0()OPMIICHUS

Pazpnean 3.
Opraauzanus
JIOKyMEHTO000poTa

AHanu3 KOHKPETHBIX CUTYaLUi;
(Odopmnenue OTYETHBIX,
PETUCTPALIMOHHBIX (GOPM, U
THUIOBBIX (GOPM ISl IOATOTOBKH
JIOKYMEHTOB K XPaHEHHUIO )

I'pynnossle nuckyccuun

1. KonnekTuBHOE 00CYKICHHUE:

uHpoOpMaIKKU 0 JOKYyMEHTOO00POTE U €ro MPaBUILHON
OpraHH3aliy B YIPABICHISCKOU AEATEIbHOCTH.
OO0cyXIeHHEe CXeM TIOKYMEHTO000pOTa MPEIIPUATHS H
B3aMMOJICHCTBHE C YIPABICHYECCKAMH MPOIIECCAMHU.
2.Ha ocHOBaHHHM CXeM, TaOJIUI, MAapIIPYTOB IBMKCHUSI

CTYACHTBI ONPCEACTIAOT W BBICTPAMBAIOT JIOTHUYECKYIO

CTPYKTYPY
KBaTH(PHUKAIMIO JOKYMEHTOOOOpPOTa OpraHM3alud |

MPUHIMIIOB, OIICHOYHBIX  IOKa3aTeseH,

JBHKCHUA JOKYMCHTOIIOTOKOB.

W3y4nB OCHOBHBIE NpHUEMBl M METOJBl PETUCTPALUU
JOKYMEHTOB CTYICHTBI HCIIONB3Ys ()OPMBI PETUCTPAINH H
MPEUIOKEHHBIE MM JIOKYMEHTBI, 3arojHSAIT (OPMBI U
JenaT BbIBOABL. IIpoaHamusupoBaB OCOOEHHOCTH H
(hOpMBI coCcTaBIEHUST HOMEHKIATYPHI Jel., POPMHUPOBAHUS
JOKYMEHTOB Ul XpPaHEHMs] CTYIEHTBl COCTaBIISIIOT
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JOTHYECKYI0 CTPYKTYpy W  HaxOOiT pCIICHUS B
3aMOJHEHUH (OPM.
[lo mnpenyokKEeHHBIM CHUTYaIWsIM CTYJICHTHI IMPOBOJST

00pabOTKy  JOKYMEHTOIIOTOKOB, IPOBOMAT  aHAIM3
mokasareqned , COCTABIIOT MAapIIPYTHl  JBHKCHHS
JOKYMEHTOIIOTOKOB B OpPTraHM3allUH, PETHCTPUPYIOT
JIOKYMEHTBI, OIPENeISIFOT KOHTPOJIIMPYEMBIE JOKYMEHTHI U
(hOpMUPYIOT OTYETEI.

[TpoBomAT aHanM3 1el, JOKYMEHTOB TEKYIIEr0 XpaHCHMS,
(OpMHPYIOT TOKYMEHTHI AJSI OpPTaHM3allMy XpaHEHWS, a
TaK JXE€ COCTaBJIAIOT HOMEHKJIATYpy €T CTPYKTYPHOTO
TIOpa3ACIeHHUS.

3. Ob6yuaromuecss MUKpOTpyIIIaMy MOATOTAaBIUBAIOT
MaTepuai ( BUJe IMPE3CHTANUN) BeJCTCA 00CYKICHUE
MPOOJEMHBIX BOIIPOCOB BHEAPCHUS U UCIIOIb30BAHHUS
ANEKTPOHHOTO TOKYMEHTOO0OPOTA B CPEICTB
TEJIEKOMMYHHUKALIUY Kak ofHa U3 TexHozioruit JJOY. B
pe3ynbTaTe 00CYKICHUS CHOPMHUPOBATH OOIIHE TTIOHATHS
MTOCTaBJICHHON TIPOOIEMBL.
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NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Paznenbl/Tembl TeMbl npakTHYEeCKNX/T1a00PaTOPHBIX 3aHIATUI Komnuects TpedoBanus
0 9acoB @I ocC CI10
(ymets)
Pazpen 1. Pazgen 1. O0mas xapakTepruCTHKA JOKYMEHTAIIMOHHOTO 00eCTIeYeHNUS 2 Vi1;V¥2;
YIpaBICHUSI V1;V2;
Tema 1.2. OdopmireHne [paxtraeckas padora Ne 1. OdopmiieHHe peKBU3UTOB 2 v.02.5; ¥.03.1;
JIOKYMEHTAITH B COOTBETCTBUH | 00ECIICUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.03.2.
C HOpMaTHBHOH 0a30ii OdopmiteHre pa3TUIHBIX BHIOB OJIAHKOB U ¥.05.3;
¢dbopmysipa - oOpasna ¥10.3;
Paznen 2. CucteMbl JOKyMEHTalIHOHHOTO OOECTICUEHUS yIIPABICHUS 8 V1; V2
Tewma 2.1. YaudumupoBanHas IIpaktnyeckas pabora Ne 2. Paspaborka u 2 V1; V2
CHCTEMa OPTaHU3aLHOHHO - odopMIIeHIEe paCTIOPSIUTEIHHBIX JOKYMEHTOB V.01.1; Y.01.4;
pacnopsAUTEIbHON ¥.02.5; ¥.05.3;
JIOKyMEHTaLUU v.09.3;
[paktrdeckas padbora Ne3. Pa3paboTka 1 oopmireHUE 2 V1; V2
CIpaBOYHO —  HWHQOOPMAIMOHHBIX  JOKYMEHTOB( V.01.1; ¥.01.4;
CIIy’)keOHOC MHCBMO, TPOTOKOJ, aKT, JOKJIaJHas v.02.5;¥.05.3;
3aIucKa, cIykeOHas 3a1ncKa) ¥.09.3;
Tema 2.2. [paktuyeckas padora Ne4. Paspabotka u opopmieHue 2 V1;V2;
JlokyMeHTaIus 1o TpyAOBBIM JIOKYMEHTAIIH 1o JUYHOMY COCTaBYy c V.01.1; Y.01.4;
OTHOUICHUSM HCIOJb30BaHUEM YHHUMDUITUPOBAHHBIX (POPM ¥.02.5; ¥.05.3;
¥.09.3;
Tema 2.3. IIpaktuueckass pabora Ne 5. CocraBieHue u 2 VI1;V¥2;
JloxymeHTarus oopmileHHE JOKYMEHTOB TO MNpoQecCHOHATIBHOM V.01.1; Y.01.4;
npodeccroHanbHO JeSITeIbHOCTU (JIOBEPEHHOCTH, NMPETEH3UH U HCKOBBIE ¥.02.5; ¥.05.3;
IEeATEIbHOCTH 3asBJICHUSA). v.09.3;
Paznen 3. Opraauzamus JOKyMeHTO00OpOTa 6
Tema 3.1. Texnosorus u [paktraeckas pabora Ne 6 2 V4
MPUHLIMIIBI OPraHU3aLuN CocraBieHHE 3TANoOB U onepalui 00padoTKH v¥.01.4;¥.01.11;
JIOKYMEHTO0000pOTa JIOKYMEHTOB. ¥.02.5; ¥.03.2;
¥.09.3.
[Ipaktraeckas padora Ne 7 2 VY5
[oxroToBka JOKyMEHTOB Il (POPMHUPOBAHUS H ¥.01.4;¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [paktraeckas pabora Ne 8 2 V3; V4,
Texuomorus Hepeﬂaqa I/IH(bOpMaLII/II/I U CpeJICTBA vV.014;VY.01.11;
ABTOMATH3UPOBAHHON TEJIEKOMMYHUKAIIMOHHBIX TEXHOIOTHI B SJIEKTPOHHOM V.02.5;¥.03.2;
00paboTKN JOKYMEHTAINH JIOKyMEHT0060pOTe ¥.09.3.
HUTOI'O 16
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OBPA3OBATEJIbHBI MAPIIPYT

[punoxenue 3

KouTponbHas
TOYKa

KouTponupyemsie
pa3zaens! (TeMBbl)

Y4eOHOI TUCIUTUIAHBI

KonTponupyemsie
pe3yabTaThl

OueHoYHBIE CPECTBA

Nel

Pasnen 1. Pasgen 1.

OO1mas xapakTepucTHKa
JOKYMEHTAI[HOHHOTO

obecrneueHus
yIpaBiICHUS

OK. 02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
Vv.03.2;

OK.05; 3.05.8;
Vv.05.3;

OK.10; 3.10.2.
V10.3;

IIK. 1.1; V1, V2; 31;
TIK.1.2; V4, 33;
IIK.2.1; V1; ¥2; 34;
IIK.3.2; V1; V2; 31;
32;

I1K.6.2; V1; 31;

PyGe:xxnasa KoHTpoJibHay
padora Nel

Tect
[MpakTnyeckas pabora
IIpakTuueckoe 3ajaHue

Ne2

Pasznen 2. CucreMbl
TOKYMEHTAIIMOHHOT O

o0ecreyeHns
ynpasJieHusi

OK. 01; 3.01.8;
Y.01.1;¥.01.4;
0K.02; 3.02.1;
v.02.5;

OK.05; 3.05.8;
v.05.3;

OK.09; 3.09.3
v.09.3;

I[IK.1.1;V1; ¥2; 32;
T1IK.2.2; ¥1; ¥2; 32;
34;

T1IK.3.4; ¥V1;V¥2;31;
32;

[IK.4.2; V1, V2; 31;
32; 33;

I[IK.4.3; V!, V2; 31;
32;

PyGexxnas
KonTponbnas padora
Ne2

Tect
[MpakTHyeckue paboTHI
[Moprdonmo

Ne3

Paznen 3.
Opranuszanust

AOKYMEHT0000poTa

OK.01; 3.01.3;
3.01.8; V.01.4;
V.01.11;

0OK.02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
v.03.2;

OK.09; 3.09.3
v.09.3.

IIK.1.2; V4; 33;
IIK.2.1; Y3; V5; 34;
35;

IK.2.2; ¥2; V3; 32;
34;

I[IK.2.6; Y3; V4; 34,
35;

IIK.2.7; V4, V5; 35;
I[IK.4.6; Y3, V¥5; 33;
34; 35;

I[IK.4.7. Y4, VY5, 33;
34; 35;

Py0exnas KontponbHas
pabota Ne 3

Tect

[IpakTudeckas padoTa
Keiic-3anaua /
CUTYaIlMOHHAs 33124

Ned

Homyck k
3a4eTy

IHoprdouno

1. TlpaxTtrueckas pabora
2. IIpakTdeckoe 3amaHne
3. IToptdosmo
4.CutyallnOHHBIE 3a7a4a
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IIpomesxyTou
Hasl
aTTecTanus

KomrekcHeIi
G hepeHIPOBAHBIH
3a4eT

OK. 02; OK.03;
OK.05;0K.10;
IK. 1.1;
IK.1.2;I1IK.2.1;
I1K.3.2; TIK.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; I1IK.2.2;
I1K.3.4; I1K.4.2;
1K 4.3;

OK.01; OK.02;
OK.03; OK.09;
IIK.1.2; IIK.2.1;
I1IK.2.2; TIK.2.6;
I1IK.2.7; TIK.4.6;
I1K.4.7.

HUrorosas
KonrpoabHas
padora

1. Tect
2. IlpakTuueckoe 3agaHue
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JUCT PETUCTPAIIMU U3MEHEHUH U JTOMOJHEHUM

Ne | Pazpen paboueii Kparkoe coneprxanue n3MeHeHHs/ JOIOIHEHUS Jara, IMoamuce
i MIPOrPaMMBbI Ne mpoTokona | mpencenate
/ 3aceaHus as TTLK
I TTIK

Pabouas nporpamma yueOHON AUCHMIUIMHEI «J[OKyMEeHTallMOHHOE

obecrieueHne yNpaBieHHUs» aKkTyalu3upoBaHa. B pabouyro

MIPOrpaMMy BHECEHBI CIEIYIOIINE H3MEHEHUSL:

1132 Yue6Ho- | B cB3m ¢ oOHOBiIeHWeM  IuaTGopmbl  anekTpoHHO# | 11.09.2019T. ==
MeToAndYeckoe W | OMONMHMOTEedHOI cucTeMbl “3HaHnyM” B TeKCT pas3zmena 3.2 Paboueit | IIporokom Ne ““‘('
WHPOPMALIMOHHO | MPOTPaMMBI BKJIIOYEHBI OOHOBJICHHBIE PEXHMBI gocTtyma Ha | 1
e oOecneueHne | HHPOPMAIHNOHHBIE HICTOYHUKH.
peanuzanun
POrpaMMBbl

2 3VCJIOBUSA | B cBasu ¢ OOHOBIEHHEM  MarepuanbHO-TeXHHYeckoro | 16.09.2020 r. =
PEAJIM3ALIMU | obecnieyenns 1. MatepnanbHO-TeXHUYECKOE 00ECIICUCHUE YATATE | [Tpotokon Ne | ““(‘

[TPOTPAMMBI | B HOBOI1 pefakiuu:

JUVCHUIIJIMHBI| JIabopaTopust WHdopmanmoHHBIX TEXHOJIOTUI B
po¢heCCHOHATIBHOM e TeIbHOCTH
VYueOHast ayAuTOpUsl Uil MPOBEICHUS YYEOHBIX, MPAKTHYECKUX
3aHATHH, U1 TPYNIIOBBIX M HHAWBUAYATbHBIX KOHCYIBTALUH, AT
CaMOCTOATENbHOM  paboThl, Ui  TEKyIIero KOHTPOIS |
MIPOMEXYTOYHOH aTTECTaIHH.
PaGouee MecTo mpemnopaBaTens: IEPCOHANBHBIH KOMIIBIOTED,
NPOEKTOp, paboume Mecra oOydaromMXcs, JOCKa YydeOHas,
yaeOHast Mmebenb;
[TepcoHanbHBIE KOMIIBIOTEPHI
Kabunet JIoKyMEeHTalMOHHOTO OOECTICUeHHS YIIPaBICHHS
VYueOHast ayAuTOpHUsl Uil MPOBEICHUS YYEOHBIX, MPAKTHYECKUX
3aHATHH, U1 TPYNIIOBBIX U MHAMBUIYaJIbHBIX KOHCYJBTALUM, IS
CaMOCTOSTENIbHOM ~ paboThl, Ui  TEKYIIEro KOHTPOJsS |
IIPOMEKYTOUYHOH aTTeCTaluu.
Pabouee Mecto mpenosaaBarens: IEPCOHANBHBIA KOMIIBIOTED,
CKaHep, paboyre MecTa OOydYaronIMXCsl, JOCKa yueOHas, yueOHas
MeOelb;
IlepcoHanbHBIE KOMIBIOTEPHI;
Anmnapat xonupoBaibHblii TASKalfa 180

3 3VYCIOBHUSA | B cBi3m ¢ 3akiiO4eHHEM KOHTPakToB co cropoHHEMH | 16.09.2020 r. ==
PEAJIM3ALUN | 3neKTpOHHBIMU OMOIMOTEYHBIMU CUCTEMaMH “lOpant” | IlpoTokon Ne 1 “““(_

[MPOIT'PAMMBI | (KorTtpakt Ne K-55-20 ot 25.08.2020 r. OOO «DnexTpoHHOE '
JUCHUITJIMHBI| n3maTenncTBoO FOPAMT», 01.09.2020 r. o 31.08.2021 r.), 9BC

3HAHUYM (Kontpakr Ne K-60-20 or 13.08.2020 r. OOO
«GHAHUYM», 01.09.2020 r. mo 31.08.2021 r.) m. VYueGHO-
MeTonuueckoe U HWH(OPMALMOHHOE O0ECIeYeHUE pear3alnuu
IIPOrPaMMBbl YHTaTh B HOBOU PEIAKLIUU:

OcHOBHas TuTEpaTypa
1. beikoBa, T.A. JloKyMeHTalMOHHOE
obecrieueHne ympaBiIeHUs (IEIOTNPON3BOACTBO) [DNEKTPOHHBIH
pecypc]: yue6. mocobue / T.A. beikoBa, T.B. Ky3renosa, JI.B.
Cankuna; oz o6bmr. pea. T.B.KysHenooit. — 2-e u3n., nepepad.
u nmon. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexum
nocryna: https://new.znanium.com/read?id=303113
2. Kynses, H.H. Wudopmanmonusie
TEXHOJIOTUHM B JOKYMEHTAllHOHHOM OOECIIEYEeHHH YIIPaBICHHUS U
apXUBHOM jielie [DIeKTpOHHBIN pecypc]: yued. mocodue: yueOHUK
i By3oB / H.H. Kynses, T.B. Konapamosa, E.B. Tepenrtsesa,
A.I'. ®abpuuHoB ; mox obmI. pex. A.fo.H., mpod. H.H. Kynsesa. -
Mocksa Jloroc, 2017. - 408 c. .- Pexum pocryma:
https://new.znanium.com/read?id=337823
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3. [Tanacenko, 0. A. [lenonpou3BoACTBO:
JIOKYMEHTAITMOHHOE 00ecleYeHne YIpaBiIeHUsS [DIeKTPOHHBIN
pecype] : yuebnoe mocobue / FO.A. ITanacenko. - Mocksa: W]
PUOP, HUIl NH®PA-M, 2016. - 112 c. - Pexum mocryma:
https://new.znanium.com/read?id=45738

2.  Paspmopoxmbiii, A.A. JIOKyMeHTHPOBAaHHE YTIPABIEHUECKOH
JeSITeIBHOCTA [DNCKTPOHHBINA pecype]: yueb. mocobue / A.A.
Pazpopoxusiii. — MockBa : UHOPA-M, 2017. — 304 c. —
Pexxum moctyma: https://new.znanium.com/read?id=25070
JlonoyHUTENBHAS INTEPATYPA

1. brikoBa, T. A.,CasxmHa, JI. B
JloKyMeHTallnOHHOE obecreueHue YIIpaBJICHUS
HETOCYIAapCTBEHHBIX OpPTaHU3aIi [ DIEKTPOHHBIN pecypc/TeKCT]:
Vuebnoe mocobue / BbeikoBa T. A., Cankuna JI. B. - 2-e u3g,,
nepepab. u gomn. - Mocksa : HULl UH®PA-M, 2015. - 302 c. -
Pexxum moctyma: https://new.znanium.com/read?id=146258

2. Kysnenos, M. H. JloxymeHTannoHHOE
oOecrieucHue yIpaBJeHUS. JlokyMeHTO000pOT u
JICTIONIPOU3BOJICTBO  [DNIEKTPOHHBIA  pecypc] @ y4eOHMK WU
MPaKTUKYM JUis TpukiiagHoro Gakanaspuara / M. H. KysHenos. —
3-¢ m3a., mepepad. u gon. — Mocksa : MsnatensctBo HOpaiir,
2019. — 461 c¢. — (bakanasp. [IpukmagHoii kypc). — ISBN 978-
5-534-04275-7. — Pexum JIOCTyTIA:

https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/2
3. T'mapnit, E. B. JlokyMeHTanImOHHOE OOECIICYCHHE YIIPABICHHS
[OnexTponnbii pecypc]: Yuebnoe mocobue/Imammit E.B. -
Mocksa : U1 PUOP, HULL UH®PA-M, 2016. - 249 c. - Pexum
nocryma: https://new.znanium.com/read?id=12647

3 YCJIOBUS
PEAJIN3ALIIU
[IPOTPAMMBI

JIACLIUITJIVHDI

B cBs3u ¢ 0OHOBIICHHEM MATEPHATBHO-TEXHHIECKOTO
obecneuenus 1. [Iporpammuoe obecneueHue U HTepHET-
pecypchl YMTaTh B HOBOM pelaKIInm:

MS Windows (moanucka Imagine Premium) norosop /1-1227-18
ot 08.10.2018, cpok neiictBusi:11.10.2021

Calculate Linux Desktop cBobogHo pacnpoctpansemoe 10
(https://www.calculate-linux.org/ru/), cpok neicTBus: GecCPOUHO
MS Office morosop Nel35 ot 17.09.2007, cpok HOeWcCTBHS:
6eccpodHO

7 Zip cBobogHo pacmnpoctpansemoe (https://www.7-zip.org/),
CPOK JeiicTBHS: OecCpodHO

MS Windows (moanucka Imagine Premium) norosop /1-1227-18
ot 08.10.2018, cpoxk neitctus:11.10.2021

Calculate Linux Desktop cBobGoaHo pacnpocrpansiemoe 10
(https://www.calculate-linux.org/ru/), cpok nencTBHs: GECCPOUHO
MS Office nmorosop Nel35 ot 17.09.2007, cpok pedcTBus:
6eccpodHO

7 Zip cBobogHo pacmnpoctpansemoe (https://www.7-zip.org/),
CPOK JeiicTBHS: OecCPOYHO

16.09.2020 r.
IIpotokon Ne 1
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