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1 OBIIASA XAPAKTEPUCTHUKA PABOYEW TIPOTPAMMBI YUYEBHOU
JUCIUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1 ObsacTh NpUMeHEeHHUs] TPOrPAMMBI

Pabouas mnporpamma y4yeOHOW JTUCHMIUIMHBL «JlOKYMEHTAIlMOHHOE oOOecrneueHue
YIPaBICHUS» SIBISIETCS YacThIO MPOTrpamMMbl MOATOTOBKHM CHELMAIUCTOB CPEAHETO 3BEHA I10
crenanbHocTH  21.02.05.3eMenbHO-UMYIIIECTBEHHBIE OTHOIIEHUs. PabGodas mporpamma
COCTaBJIeHA JUII OYHOU (hOPMBI OOyUCHHUS.

1.2 MecTo QMCHMIJIMHBI B CTPYKTYpe NPOrpaMmbl MOATOTOBKH CHEHHAJINCTOB
cpe/iHero 3BeHa

VYyeOHass mucrumivHa «JlokyMeHTalmoHHOe O0eCnedeHre YIPaBICHUS» OTHOCHTCS K
obmenpodeccnoHaTbHOMY Y4EOHOMY ITHUKITY.

OcBocHHIO YIeOHOH TUCITUTUTMHEI MPEAIISCTBYET U3YICHHE YUSOHBIX AUCIIUILINH:
Pycckuit s3wik, MHopmartuka.

Jucuunnuza «JlokyMeHTaImoHHOE obecrieueHue yIIPaBJICHUSI» SIBIISICTCS

MPEIIIeCTBYIOEH Ui HM3y4eHHUs CIeAYIOUMX Y4YeOHBIX IUCHUIUIMH, MPOodeccrOHATbHbBIX
moayneit: OIL.04. OcuoBbl mMeHemxmeHTa u Mapkerunra; 1IM.01 VYnpasnenue 3emenbHO—
uMyIiecTBeHHbIM KoMiuiekcoM; [IM.02 OcymectBienne kagacTpoBbix oTHomeHuid; [IM.03
Kaprorpadgo— reome3ndeckoe CONMPOBOXKICHUE 3E€METbHO—MMYIIECTBEHHBIX OTHOIIICHUIA;
[IM.04 Onpenenenue CTOUMOCTH HEABMKMMOI'O UMYIIECTBA.

1.3 Lenb 1 miianupyembie pe3yabTaThl 0CBOCHUS AUCHHUILIMHBI:

Coneprxkanye TUCUUIUIMHBI OPUEHTUPOBAHO HA IOJTIOTOBKY OOYYaIOUMXCS K OCBOCHHUIO
npoeCCHOHATIBHBIX MOJYJIEH NMpOorpaMMbl MOATOTOBKH CIHELHMAIMCTOB CPEIHEro 3BEHa 10
CMEUATBLHOCTU U OBJIA/ICHUIO CIEIYIOIIMMH OOLIMMU U TPOPECCHOHATBHBIMA KOMIIETEHIMSIMU:

[TK.1.1. CocTaBnarh 3eMenbHBIN OanaHc paiioHa

[IK.1.2.  TlogroraBnuBaTh  JOKYMEHTAlMIO,  HEOOXOAUMYIO  JUIsl  NPUHATHS
YIPaBIECHYECKUX PEIIEHUH MO KCIUTyaTallul U Pa3BUTHIO TEPPUTOPHIA

[1K.1.3. T'oTOBUTH MpenyoKeHUsi MO ONPEIEICHUI0 PKOHOMUYECKOH I(PPEKTUBHOCTH
MCII0JIb30BaHUsI UMEIOLIET0Cs] HEABUKUMOTO HMYILIECTBA

[IK.1.4. YyacTBOBaTh B NPOCKTHUPOBAHMH W AaHAIN3E COLMUAIBHO-IKOHOMHUYECKOTO
pa3BUTHS TEPPUTOPUU

[IK.1.5. OcyiecTBiaTh MOHUTOPHUHT 3€MEIb TEPPUTOPUN

[IK.2.1. BbINOMHATh KOMIUIEKC KaJaCTPOBBIX IPOLIEAYP

[1K.2.2. Onpenenars KaIacTpOBYIO CTOUMOCTb 3€MEJIb

[1K.2.3. BbINOIHATE KaAacTPOBYIO CEMKY

[1K.2.4. OcymiecTBasATh KaIaCTPOBBIA U TEXHUYECKUNA YI€T 00OBEKTOB HEABUKUMOCTH

[1IK.2.5. ®opmupoBaTh KaaacTpoBOE AEII0

[IK.3.1. Bemonuares paboTel 10  KapTorpado-reofe3ndeckoMy  00ECTICUCHUIO
TEPPUTOPUH, CO3aBaTh TpapuuecKre MaTepHalIbl

I1K.3.2. Hcnonp30BaTh TOCYJapCTBEHHBIE T'€OJEC3UYECKHE CETH M HHBIE CETH A
IPOM3BOJICTBA KapTorpado-reoie3nueckux pador

[1K.3.3. Mcnonp30BaTh B MPAKTUYECKON I€ATEIBHOCTH T€OUH(POPMAIIMOHHBIE CUCTEMBI

[IK.3.4. Omnpenensate KOOpAWMHATBHl T'PAHMLl 3EMEJIBHBIX YYaCTKOB M BBIYMCIATH HX
IJIOIIATN

[1K.3.5. BbINONHATE HOBEPKY U FOCTUPOBKY I'€0/I€3UYECKUX MPHUOOPOB U HHCTPYMEHTOB

[1K .4.1. OcymiecTBasaTh cO0p U 00pabOTKy HEOOXOAMMOM U TIOCTATOYHON MH(MOPMAITUH
00 00BEKTE OLIEHKU M aHATIOTUYHBIX 00BEKTaX
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[IK. 4.2. ITpou3BOUTH pacyeThl MO OICHKE O0BEKTa OLIEHKH Ha OCHOBE MPUMEHUMBIX
MOJIXOJIOB U METOJIOB OLIEHKH

IK.4.3. O6006mare pe3yiabTaThl, MOTYYCHHBIE TMOIXOIAMH, W JaBaTb OOOCHOBAaHHOE
3aKJII0uYeHre 00 UTOTOBOM BEIMYUHE CTOUMOCTH O0BEKTA OLIEHKH

[1K.4.4. PaccunThiBaTh CMETHYIO CTOMMOCTb 31aHUN U COOPY>KEHUH B COOTBETCTBUU C
JNEHCTBYIOIIMMU HOPMATUBAMH U IPUMEHSEMBIMUA METOJUKAMU

[IK.4.5. KnaccuduuumpoBaTh 31aHUST M COOPYXKECHHS B COOTBETCTBUU C TPUHATOH
TUIIOJIOTUEN

[MK.4.6. OdopmIIATh OIEHOYHYIO IOKYMEHTAI[MI0O B COOTBETCTBHHU C TPEOOBaHUSIMHU
HOPMAaTUBHBIX aKTOB, PETYJIUPYIOIINX MPABOOTHOIICHUS B 3TOW 00JaCTH

OK.l1. IloHumarh CyIIHOCTP M COLHMAIBbHYIO 3HAYMMOCTh CBOEH Oymymieil mnpodeccud,
TPOSIBIIATH K Hel ycroiumBbiii naTepec (OK-1)

OK.2. AHanmu3MpoBaTh COIMAIBHO-SKOHOMUYECKHE U MOTUTUYECKUE POOIEMBI U MPOLIECCHI,
UCTIONb30BaTh ~ METOABI  T'yMaHUTAPHO-COLIMOJIOTMYECKMX  HAayK B Pa3iMYHBIX  BHIAX
npo(heCCHOHATTHHON M COIMATLHOM AesiTenbHocTr (OK-2

OK.3. Opranu3oBbIBaTh CBOIO COOCTBEHHYIO JESTEIHLHOCTh, OMPEEISTh METOABI U CIOCOOBI
BBITIOJTHEHHS ITPO(ECCHOHANTBHBIX 3a/1a4, OLICHUBATh UX 3 dexTuBHOCTH 1 KadecTBO (OK-3)

OK 4. Pemarp mpoOnembl, OLIEHWBATh PUCKU M TMPUHHMATh PEIICHUS B HECTAHIAPTHBIX
curyarmsix (OK-4)

OK .5. Ocy1iiecTBIATh MOUCK, aHATN3 U OLEHKY WH(pOpMAIIUHU, HEOOXOIUMOM ISl TOCTaHOBKH
Y pelieHuns TPodecCHOHATBHBIX 3a/1a4, TPO(ecCHOHATLHOTO U JIMYHOCTHOTO pa3BuTus (OK-5)

OK.6. PabGorarh B KOJJIEKTMBE M KOMaHIe, oOecreunBaTh €€ cIuloueHue, 3(PQeKTHBHO
001I1aThCs € KOJUICraMH, PYKOBOICTBOM, rioTpedutensimu (OK-6)

OK.7. CaMoCTOSITeNFHO OIPEAeNATh 3aJaull MPOGECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThCsl CAMOOOPA30BaHNEM, OCO3HAHHO IIAHUPOBATH MOBbIIICHHE KBaMpukaimy (OK-7)

OK .8. BbITh rOTOBBIM K CMEHE TEXHOJIOTHH B TipodeccnonanbHoi aesitenbHocTH (OK-8)

OK .9. VBaxurenbHO U OEpeXHO OTHOCUTHCS K MCTOPUYECKOMY HACIEIUIO M KYJIbTYPHBIM
TPaIMIKSIM, TOJIEPAHTHO BOCIIPUHUMATH COLMAIBHBIC U KYIIbTypHbIe Tpauimu (OK-9)

OK.10. Cobmomate TmpaBWiIa TEXHUKHM OE30MACHOCTH, HECTH OTBETCTBEHHOCTh 32
OpraHM3aIMI0 MEPOTPHSATHI TT0 0becreueHuro Oe3onacHocTr Tpyaa (OK-10)

Koo IIK/ OK VYmenusn 3nanun
IIK 1.1. CocTaBasiTh 3€MEIbHBIN V3. oCymecTBIATh XpaHEHUE U 31. mousATHeE, 1EIH, 32029 U
OanaHc palioHa MOVCK IOKYMEHTOB; MIPHUHIIUIIBI IEJIOMPOU3BO/ICTBA;
V4. ocymecTBISITh aBTOMATH3AIUI0 | 32. OCHOBHBIE TIOHSTHS
00pabOTKU JOKYMEHTOB; JOKYMEHTAITHOHHOTO

o0ecreueHus! yIpaBIeHNUS;

36. opranuzaluo
JOKYMEHTO000pOTa: IPUEM,
00paboTKy, perucTpanuro,
KOHTPOJIb, XpPAHCHHUE
JIOKYMEHTOB, HOMEHKJIATYPY JeI

IIK 1.2. [ToaroraBnuBaTh V1. ohopMIATh TOKYMEHTAIIUIO B 32. OCHOBHBIE MTOHSTHS
JIOKyMEHTAINI0, HEOOXOUMYIO JIJIsSt COOTBETCTBHM C HOPMAaTHBHOMN JIOKYMEHTAIHOHHOTO
MPUHATHS YIIPABJICHUYCCKUX PCIICHUN | 0a30M, HCIIOJB3YSI o0ecrieueHns yrpaBlIeHS;
10 3KCILTyaTalluy U pa3BUTHIO MHPOPMAIMOHHBIE TEXHOJIOTHH; 34. kmaccupuKaIuio
TEeppUTOPUIL V2. yHUDUIHPOBATH CHCTEMBI JIOKYMCHTOB;
JIOKYMCHTAITUH; 35. TpeOoBaHUS K COCTABICHHUIO
VY3. ocymiecTBIATh XpaHEHUE # 0QOPMIICHUIO TOKYMEHTOB;
MOWCK JOKYMCHTOB; 36. opraHu3anuio
V4. ocyniecTBIsATh aBTOMATH3AIKIO | TOKYMEHTOO00POTa: TIPUEM,
00pabOTKU JOKYMEHTOB; 00paboTKy, peruCTpaIuio,

KOHTPOJIb, XpaHEHNE
JOKYMEHTOB, HOMEHKJIATYpy Jell




IIK 1.3. I'oTOBUTH NpeI0KEHUS 110

OTPEICNICHUI0 SKOHOMUYECKOH
3((HeKTUBHOCTH NCTIOTB30BaHUS
MMEIOIIEr0Cs. HEIBIPKUMOTO
MMYILECTBA

V3. ocymiecTBAATE XpaHEHUE U
MOUCK JOKYMEHTOB;

31. noHsATHe, IEIH, 3aa4H1 1
MIPHUHITUIIBI IETONPOU3BOICTBA;
32. OCHOBHBIC MTOHSTHS
JIOKYMEHTAI[HOHHOTO
obecriedeHns yIpaBIICHS;

33. cucteMbl
JIOKYMEHTAI[HOHHOTO
o0eCreueHHs yIIPaBIICHHS,

IIK 1.4. YuacTBOBaTh B
MPOEKTUPOBAHUU U aHAIIN3E
COLMAIBHO-YKOHOMHYECKOTO
Pa3BUTHUS TEPPUTOPUH

V3. ocymiecTBIATh XpaHEHUE U
MOUCK JOKYMEHTOB;

V4. ocymecTBIsATh aBTOMATH3AINI0
00paboTKU TOKYMEHTOB;

V¥5. ncnonb3oBarb
TENIEKOMMYHHKAIIHOHHBIE
TEXHOJIOTHH B JJICKTPOHHOM
JOKYMEHT0000poTe;

32. OCHOBHBIE OHATHS
JOKYMEHTAI[HOHHOTO
obecrieueHuns yrpaBJIeHNUS;
33. cucteMsl
JOKYMEHTAI[HOHHOTO
o0ecriedeHns yIpaBIICHIS;
36. opraHu3aui
JOKYMEHTO000pOTa: IIpUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpPaHCHHUE
JOKYMEHTOB, HOMEHKJIATYpy Ael

IIK 1.5. OcymiecTBisTs MOHUTOPHHT

3eMelb TePPUTOPUHI

V3. ocymecTBIATh XpaHEHUE U
MOUCK JOKYMEHTOB;

V4. ocylecTBIsTh aBTOMATHU3AIHIO
00paboTKU TOKYMEHTOB;

V5. ucnonp3oBarb
TENICKOMMYHHKAIIHOHHBIC
TEXHOJIOTHH B JJICKTPOHHOM
JOKYMEHT0000poTe;

31. moHsATHE, LIETH, 3a]aYH 1
HPUHLUIIBEL JIeTI0IPOU3BOJICTBA;
32. OCHOBHBIE IOHATHS
JOKYMEHTaI[HOHHOTO
obecrieueHus yrpaBJieHNUS;

36. opranuzaunuio
JOKyMEHTO0000pOTa: PUEM,
00paboTKy, periucTpanuio,
KOHTPOJIb, XPaHCHHE
JOKYMEHTOB, HOMEHKJIATYypY JIeJl

TIK 2.1. BeImoaHAITE KOMILIEKC
KaJIaCTPOBBIX TPOIIEAYP

V3. ocylecTBIATh XpaHEHUE U
MOUCK JOKYMEHTOB;

V4. ocymecTBIATh aBTOMATH3AIHIO
00paboTKU TOKYMEHTOB;

V¥5. ucnone3oBaTh
TEIEKOMMYHHKAIIMOHHBIE
TEXHOJIOTHH B AJIEKTPOHHOM
JIOKyMEHTO000pOTE;

31. nonsATHe, NENH, 3a7a9H U
TPUHITHITI ETONPOU3BO/ICTRA,;
32. OCHOBHBIE MTOHSTHS
JIOKYMEHTAIHOHHOTO
o0ecrieueHns yrpaBIeHUS;

36. opraHu3aIi
JIOKYMEHTO000pOTa: MPUEM,
00paboTKy, periucTpamnuio,
KOHTPOJIb, XpaHCHUE
JIOKYMEHTOB, HOMEHKJIATYPY JelT

TIK 2.2. Onpenensitb KaiacTpOBYIO

CTOUMOCTB 3€MCJIb

V3. ocylecTBIATh XpaHEHUE U
MIOMCK JOKyMEHTOB;

31. nonsATHE, IIENH, 3a7a9H U
MIPUHITUIIEI IETOTIPOU3BOICTBA;
32. OCHOBHBIE TTOHSITHS
JIOKYMEHTaIIMOHHOTO
o0ecrieueHns yrpaBICHS;

TIK 2.3. BBIOTHATH KaAacTPOBYIO
CBEMKY

V1. ohbopMIsaTh TOKYyMEHTAIIUIO B
COOTBETCTBUH C HOPMAaTHUBHOMH
0a30ii, UCTIONB3YS
WH(POPMAIMOHHBIE TEXHOJIOTHH;
V2. yHUDUIIHPOBATH CHCTEMBI
JIOKYMCHTAITHH;

V4. ocyuiecTBisATh aBTOMATU3ALHIO
00paboTKN TOKYMEHTOB;

33. cuctemsl
JOKYMEHTAIIHOHHOTO
oOecrieueHns yrpaBlIeHS;

34. xnaccudukanuio
JIOKYMCHTOB;

35. TpeOoBaHUSA K COCTABICHHUIO
1 0QOPMIICHHUIO TOKYMEHTOB;
36. opranuzaluo
JOKyMEHTO000pOTa: PUEM,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHEHNE
JOKYMEHTOB, HOMEHKJIATYpY Jel




IIK 2.4. OcymecTBaTh KaAacTPOBBII
Y TEXHHUYECKHH y4eT 00BEKTOB
HEJIBIDKUMOCTH

V1. opopMIIsTh JOKyMEHTALHIO B
COOTBETCTBHH C HOPMATHBHOI
0a30i, HCIIOJIB3YS
MH(POPMALMOHHBIE TEXHOJIOTUH;
V2.yHu¢ummpoBaTs CHCTEMBI
JOKYMCHTALHN;

V4. ocymecTBISTh aBTOMAaTH3aLUIO0

00paboTKU TOKYMEHTOB;

33. cucteMsl
JOKYMEHTAI[HOHHOTO
obecrieueHns yIIpaBIICHS;

34. xnaccuhuKaIuo
JIOKYMEHTOB;

35. TpeboBaHMUS K COCTAaBICHUIO
1 0(pOPMIICHHIO IOKYMEHTOB;
36. opraHuzaluio
JIOKYMEHTO0000pOTa: MPUEM,
00paboTKy, perucTpaunuo,
KOHTPOJIb, XpPaHEHHE
JOKYMEHTOB, HOMEHKIIATYPY HEI

I1K 2.5. ®opMupoBaTh KaJacTpoBOe
b1 (S (6]

V1. opopMiIsiTh JOKyMEHTALMIO B
COOTBETCTBUH C HOPMATHBHON
0a30i, HCIIOJIB3YS
MH(pOpMaMOHHbBIE TEXHOJIOTHH;
V2.yHuUImpoBaTs CHCTEMBI
JIOKyMEHTAaIHH;

V3. ocylIeCTBISATh XpaHEHUE U
MOUCK JOKYMEHTOB;

V4. ocymecTBIATh AaBTOMATH3AIIHIO

00paboTKU TOKYMEHTOB;

33. cucteMsl
JIOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBIICHS;

34. xnaccuuKauo
JIOKyMEHTOB;

35. TpebOBaHUS K COCTABICHUIO
1 0(OPMIICHHIO TJOKYMEHTOB;
36. opraHuzaIuio
JIOKYMEHTO000pOTa: MPUEM,
00paboOTKy, periUCTPaIUIO,
KOHTPOJIb, XpPaHEHHE
JOKYMEHTOB, HOMEHKJIATYpY JIeJl

[IK 3.1. BemonHATs paboTHI 1Mo
KapTorpago-reo1e3nIecKoMy
00€ecCIIeUeHNIO TEPPUTOPHH,
CO037aBaTh rpaMIeCcKue MaTepHaIbl

V1. opopMIATE JOKYyMEHTANHIO B
COOTBETCTBHH C HOPMaTHBHON
0a30i, HCIIOTB3YS
MH(pOpMaMOHHbBIE TEXHOJIOTHH;
V2.yHu(UIIpOBaTH CHCTEMBI
JIOKyMEHTAaIHH;

33. cucteMbl
JOKYMEHTAI[HIOHHOTO
obecrieueHns yIpaBIICHNUS;

34. xnaccuuKauo
JOKyMEHTOB;

35. TpeOoBaHUS K COCTABICHHUIO
U 0(OPMIICHHIO TJOKYMEHTOB;

[1K 3.2. MUcnions30BaTh
rOCYJIapCTBCHHBIC T'€0IC3NMICCKIE
CCTHU U UHBIC CETHU JIA IMTPOU3BOACTBA
kapTorpado-reoge3sndeckux padot

V1. opopMIIsSITE JOKYMEHTAIUIO B
COOTBETCTBUYU C HOPMATUBHOHI
6a30ii, NCTIONB3YS
HHPOPMALMOHHBIE TEXHOJIOTHH;
VY2.yuuduuupoBaTh CUCTEMBI
JIOKYMCHTAITH;

32. OCHOBHBIE TOHATHA
JIOKYMEHTAI[HOHHOTO
o0ecrieueHns yrpaBIeHUS;

33. cuctemsl
JIOKYMEHTAI[HOHHOTO
obecrieyeHuns ynpaBJeHNS;

34. xnaccudukanuio
JOKyMEHTOB;

35. TpeOoBaHUS K COCTABICHHUIO
1 0(OPMIICHHIO TOKYMEHTOB;

TIK 3.3. Ucmonp30BaTh B
MPAaKTUYIECKOH ACSITeIBPHOCTH
reonH()OPMAITMOHHBIE CUCTEMBI

V3. ocymecTBIATh XpaHEHHE U
HOKCK IOKYMEHTOB;

V4. ocymecTBIATh aBTOMATH3AIIHIO

00paboTKN JOKyMEHTOB;
V5. ucnonp3oBathb
TCJICKOMMYHHUKAIITUOHHBIC
TEXHOJIOTHH B JICKTPOHHOM
JIOKYMEHTOO00POTE;

31. moHsATHE, LIETH, 3aJaYH 1
MIPUHIIMIBI E0NPOU3BOICTBA;
32. OCHOBHBIE MTOHSTHS
JOKYMEHTAlTUOHHOT'O
obecrieueHns yIpaBIeHUS;

36. opraHu3aIuio
JIOKYMEHTO000pOTa: MIPUEM,
00paboTKy, perucTpamnuro,
KOHTPOJIb, XPaHEHHE
JIOKyMEHTOB, HOMEHKJIATYPY JIeJT

IIK 3.4. OnpenensiTb KOOPIAUHATHI
TpaHUL] 3eMETbHBIX YYaCTKOB U
BBIYMCIIATE UX IIOIIAIN

V1. ohopMIATH TOKyMEHTAIIHIO B
COOTBETCTBUH C HOPMATUBHOMN
0a30ii, NCTIONB3YS
nH()OpPMALMOHHbIE TEXHOJIOTHH;
V2.yHupuImpoBaTh CUCTEMBI
JIOKYMEHTAI1H;

34. xnaccudukanuio
JIOKYMCHTOB;

35. TpeOoBaHMsI K COCTaBICHHUIO
1 0OPMIICHUIO TOKYMEHTOB;
36. opraHu3aIuio
JIOKYyMEHT0000pOTa: TIPHEM,
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V4. ocyniecTBIsITh aBTOMATH3AIIHIO
00paboOTKH JOKYMEHTOB;

00paboTKy, perucTpamuo,
KOHTPOJIb, XPAaHCHUE
JIOKYMEHTOB, HOMEHKJIATYPY €I

TIK 3.5. BbIoaHATE IOBEPKY U
IOCTHPOBKY T'€0JE3HIECKUX
prOOPOB M HHCTPYMEHTOB

V3. ocymecTBIATh XpaHEHHE U
TIOWCK JOKYMEHTOB;

V4. ocymecTBISATh aBTOMATH3ALUI0
00paboTKN JOKYMEHTOB;

V5. ucnonp3oBath
TeHeKOMMyHI/lKaLIl/IOHHLIe
TEXHOJIOTHH B DJICKTPOHHOM
JIOKYMEHTO000POTE;

31. moHsTHE, LIENH, 3a0a91 U
MPUHIIUIIBI EOMPOU3BOICTBA;
32. OCHOBHBIC TIOHSITHS
JIOKYMEHTAI[HOHHOTO
obecricueHus yIpaBIICHUS;

36. opraHuzaluio
JOKyMEHTO000pOTa: MPUEM,
00paboTKy, perucTpamnuo,
KOHTPOJIb, XPaHEHHE
JOKYMEHTOB, HOMEHKIIATYPY H€I

IIK 4.1. OcymecTBasTs cbop U
00paboTKy HEOOXOAUMON U
JIOCTAaTOYHOW HHPOPMALIUHU 00
00BEKTE OLICHKH M aHAJIOTHYHBIX
o0beKTax

V1. opopMIATE JOKYMEHTALHIO B
COOTBETCTBHH C HOPMAaTHBHON
0a30i, HCIIOTB3YS
nH(pOpMaMOHHbIE TEXHOJIOTHH;
V3. ocyleCTBIATh XpaHEHUE U
MIOMCK JOKyMEHTOB;

V4. ocymecTBIATh AaBTOMATH3AIIHIO
00paboTKU TOKYMEHTOB;

V¥5. ucnone3oBaTh
TEJIEKOMMYHHKALIMOHHBIE
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKyMEHTO000pOTE;

33. cucTeMsl
JOKYMEHTAI[HIOHHOTO
obecrieueHns yIpaBIICHNS;

35. TpebOBaHUS K COCTABICHUIO
1 0(OPMIICHHIO JOKYMEHTOB;
36. opranuzaunuio
JIOKYMEHT0000pOTa: MPUEM,
00paboTKy, periuCTPaIUIO,
KOHTPOJIb, XpPaHEHHE
JOKYMEHTOB, HOMEHKJIATYPY el

TIK 4.2. [Ipou3BOUTH pacyeThl MO
OLICHKE 00BEKTa OLIEHKH Ha OCHOBE
MPUMEHUMBIX ITOJIX0JJ0B 1 METOJIOB
OLICHKH

V1. opopMIATE JOKYyMEHTANIHIO B
COOTBETCTBUH C HOPMAaTHBHON
0a30i, HCIIOTB3YS
nH(pOpMaMOHHbBIE TEXHOJIOTHH;
V4. ocylmecTBIsSITh aBTOMAaTH3ALHIO0
00paboTKU TOKYMEHTOB;

35. TpeboBaHUS K COCTABICHHIO
1 0(OPMIICHHIO JOKYMEHTOB;

[IK 4.3. O6006mats pe3yabTarhl,
IMOJYYCHHBIC MMOAX0JaMU, U 1aBaThb
000CHOBAHHOE 3aKIIIOUYECHHE 00
HWTOrOBOM BEJIMYMHE CTOUMOCTHU
00BbeKTa OIIEHKH

V1. opopMIIsSITE JOKYMEHTAIUIO B
COOTBETCTBUYU C HOPMATUBHOHI
6a30ii, UCTIONB3YS
nH(OpMaLIMOHHBIE TEXHOJIOTHH;
V4. ocylecTBiIsITh aBTOMATH3AIHIO
00pabOTKU JOKYMEHTOB;

35. TpeOoBaHMSI K COCTABICHUIO
1 0(pOpMIICHHUIO JOKYMEHTOB;

IIK 4.4. PaccuuTbiBaTh CMETHYIO
CTOMMOCTb 3aHUN U COOPYKEHUI B
COOTBETCTBHH C JICHCTBYIOIMMHU
HOpMAaTHUBaMH U NPUMEHSIEMbIMU
METOANKAMU

V4. ocylmecTBIsSITh aBTOMAaTH3ALHIO
00pabOTKU JOKYMEHTOB;

34. xnaccudukanuio
JIOKyMEHTOB;

TIK 4.5. KnnaccugurupoBaTh 3JaHHs
U COOPY>KEHUSI B COOTBETCTBHH C
IIPUHSTON TUIIONOTHEH

VY3. ocylecTBIATh XpaHEHHE U
TONCK TOKYMCHTOB,

V4. ocylecTBiIsTh aBTOMATHU3AIHIO
00paboTKH JOKYMEHTOB;

32. OCHOBHBIE MOHATHUS
JIOKyMeHTaHI/IOHHOFO
o0ecrieueHns yrpaBIeHS;

TIK 4.6. OhopmMIsATh OLIEHOYHYO
JIOKyMEHTALMIO B COOTBETCTBUU C
TpeOOBAHUSAMHI HOPMATHBHBIX aKTOB,
PETYIUPYIONUX MPaBOOTHOIICHUS B
3TOW 00JIaCTH

V1. ohbopMIsaTh TOKYMEHTAIINIO B
COOTBETCTBUH C HOPMATHBHOU
6a30i1, HCHONB3Ys
nH(pOpMaMOHHbIE TEXHOJIOTHH;
V3. ocymiecTBAATE XpaHEHUE U
MIOMCK JOKYMEHTOB;

31. noHsATHE, LIETH, 3aJaYH 1
MIPHUHITUIIEI IEIOTPOU3BOICTBA;
32. OCHOBHBIE MTOHSTHS
JIOKYMEHTAITUOHHOTO
o0ecrieueHHs yIIPaBIICHHS,

35. TpeOoBaHUS K COCTABICHHUIO
# 0QOPMIICHHUIO TOKYMEHTOB;




OK 1. IloHuMars CymHOCTb U
COIMANBHYIO 3HAYNMOCTh CBOCH
Oyamymeit mpodeccuu, IposBIATE K
Hel YCTOMUYMBBIN UHTEpEC

V01.1 onenuBaTh COIUATBHYIO
3HAYUMOCTh CBOEH Oymymieit
npodeccuu U pa3BUTHS
SKOHOMUKH U CPEIBI
JKU3HEAETBHOCTH TPaKAaH
POCCHICKOTO rOCYAapCcTBa;

V01.2 oprueHTHPOBATHCS HA PBIHKE
TpyAa;

Y01.4 coctaBnsTh pe3toMme;

301.1 cymHOCTb ¥ 3HAYMMOCTD
npodeccHoHATEHOM
JeSTEIILHOCTH 110
CIEUHATBHOCTH JJISl PA3BUTHSI
SKOHOMHUKHU U CPEbI
KHU3HE/ICITBHOCTH TPAXK/IaH
POCCHICKOT0 rocyAapcTaa ;
301.2 BO3BMOKHOCTH
MPUMCHCHHUS
po¢h)eCCHOHATBHBIX HABBIKOB B
CMEXKHBIX 00J1aCTsX;

301.4 cTpykTypy U npaBuia
COCTaBJICHHS PE3IOME;

OK 2. AHanm3upoBaTh COIMAIBHO-
SKOHOMHYECKHE M IOJIMTHYECKHE
POOIEMBI H TIPOIIECCHI,
HCIIOJIE30BaTh METOIBI TYMaHHUTAPHO-
COLIMOJIOTMYECKUX HAYK B Pa3IIMIHBIX
BUAAX MPO(heCCHOHATHLHON 1
COIIMAJIbHOM JESATEIbHOCTH

V02.2 ucrnons30BaTh METOIBI
TYMaHUTAPHO-COLUOIOTHYECKHUX
HAYK B Pa3UYHbBIX BHIAX
podeCCHOHABLHOM eI TeIbHOCTH;

302.2 MeTopI TyMaHUTAPHO-
COILIMOJIOTHYECKUX HAaYK B
Pa3IMYHBIX BUAAX
npodecCHOHANBHOM
JeATEIEHOCTH;

OK 3. OpranuzoBbIBaTh CBOIO
COOCTBEHHYIO JICSITCIBHOCTb,
OIMpPCACIIATE METOAbI U CHOCO6I)I
BBITIOJTHEHHST TIPO(ECCHOHANBHBIX
3ajJa4, OLeHNBATh UX 3()(HEKTUBHOCTD
U Ka4eCTBO

Y03.1 pacnio3HaBaTh U
aHaIM3UPOBATH
npo¢heCCUOHATBHYIO 3314y H/HIH
npoOiemMy;

Y03.2 onpenensaTs STambl pemeHus
npodeccroHanbHOM 33134,
COCTAaBJIATh M PEATU30BIBATH [IAH
JICUCTBHS 110 JOCTHKCHUIO
pe3ynbTara;

303.1 anroput™msbl BEIOOpa
THUIIOBBIX METOJIOB U CIIOCOOOB
BBIITOJIHCHUS
npodeCCHOHATBHBIX 3a/1a4;
303.2 cTpykTypy miaHa st
peteHust mpoQecCHOHANbHON
3ajay;

OK 4. PemaTh mpo06eMbl, OIICHUBATh
PUCKH U IPUHUMATH PEIICHUS B
HECTaHAAPTHBIX CUTYAIIHsIX

Y04.1 npuHUMaTh peleHys B
CTaHIApTHOH MpodeccrHoHaTpHON
CUTyallud ¥ OIIPeNeNATh
HEOOXOIUMBIC PECYPCHI;

V.04.4 onpenenarts AeCTBUS s
YMEHBIIIEHUS U (MIIN) TOJTHOTO
YCTpaHEHUS PUCKOB;

304.1 anropuT™MBbl MPUHSITHS
pemeHust B IpoecCHOHaIBHBIX
CTaH/IAPTHBIX CUTYAIUSX;
304.4 mopsAaoK NeHCTBUHN AJIst
YMEHBIIIEHUS U (MIIH) OJTHOTO
YCTPaHEHUsI PUCKOB;

OK 5. Ocy1iecTBasTh OUCK, aHATH3
U OIIEHKY UH(DOpMAIIUH,
HEOOXOAUMOM ISl IOCTAHOBKU U
petienust npodecCHOHANBHBIX 33134,
npo(heCCHOHAILHOTO U IMYHOCTHOTO
pas3BHUTHUS

Y05.1 onpenensitb HEOOXOIUMBIE
WCTOYHHMKN MH(OPMAIHY;

Y05.3 opopMIIsSITE pe3ynbTaThl
noucka HHGopManuu

305.1 HomeHKTIaTypa
HH(OPMALMOHHBIX HCTOYHHKOB
NPUMCHSEMBIX B
npohecCHOHAIBHOM
JeATeIbHOCTH;

305.3 popmat oopmireHUS
Pe3yJIbTaTOB MOUCKA
uH(pOpMAITUH

OK 6. PaboTath B KOJUIEKTHBE U
KOMaHjie, 00eCcrieurBaTh ee
crutodeHue, 3G HEeKTUBHO 00MIaThCs ¢
KOJIJIETaMH, PYKOBOJICTBOM,
MOTPEOUTEISIMH

V06.2 paboTaTh B KOJIJICKTUBE U
KOMaHJIE;

V06.5 B3auMo/1eliCTBOBATH C
KOJIJIETaMH, PYKOBOICTBOM,
MOTPEOUTEISIMH B XOJI€

PO eCCUOHANBHON eI TEIPHOCTH

306.2 oCHOBHBIE TPUHIIAIIBI
paboTHI B KOJIJICKTHBE;

306.5 ncuxonorudeckue OCHOBBI
B3aUMO/ICHCTBUS B
mpo¢heCCHOHATBHOM
JIeSTeIbHOCTH;

OK 7. CaMOCTOATENBHO ONpPENeNaTh
3a71a4M TPO(ECCHOHABHOTO U
JIMYHOCTHOTO Pa3BHUTHSI, 3aHUMATHCS
camM000pa3oBaHHEM, OCO3HAHHO
IUIAHUPOBATH MOBHIIICHHE

KBTH ()UK

VY07.1 caMoCTOSITENBHO ONPEAETITh
3a71a4M TPO(eCCHOHATBLHOTO U
JIMYHOCTHOTO Pa3BHUTHSL;

VY07.3 oco3HaHHO IIIaHUPOBATH
MOBBIIIEHHE KBATU(HUKALIH;

307.1 nyTtu cTaHOBIIEHUS
CIIEIHAIINCTA ¥ PA3BUTHS
JMYHOCTH;

307.3 kpyr npogeccHOHaTBHBIX
3a1a4, mpo(ecCHOHATLHOTO 1
JUYHOCTHOTO Pa3BHUTHS,;




OK 8. BBITh TOTOBBIM K CMEHE
TEXHOJIOTHH B PO ECCUOHATBHON
IEITENLHOCTH

VY08.2 manupoBaTh COOCTBESHHEIC
JIEUCTBUS B YCJIOBUSIX YaCTOM
CMEHBI TEXHOJIOTHH B
po¢eCCHOHANBHON NS TeIPHOCTH

308.2 npreMsbI U CrIocoObI
aJlanTaiuu B
mpo¢eCCHOHATBHOM
JeATEIbHOCTH

OK 9. YBaxxuteiapHO 1 OEpeKHO
OTHOCHUTECS K HCTOPHYECKOMY
HACJICIUIO U KyJIbTYPHBIM
TPaaNuLHSIM, TOJICPAHTHO
BOCpUHUMATDL COLIMAJIbLHBIC
KyJIbTYpHBIE TPAJAULIMN

Y09.1 yBaxutenpHO H 6epEeKHO
OTHOCHUTECS K HCTOPHYECKOMY
HACIIeIUIO OOIIECTBa, B KOTOPOM
MPUXOJUTCS KUTh U PabOTAaTh;
VY09.2 yBaxxuTeapHO U OepeskHO
OTHOCHTBCSI K KyJIBTYPHBIM
TpaauLHsIM O0IIeCTBa, B KOTOPOM
MPUXOJUTCS XKUTh U PabOTAaTh;

309.1 ucropudeckoe HaCIEIIe
o01IecTBa, B KOTOPOM
NPUXOAUTCS KHUTh U paboTath;
309.2 xyabpTypHbIE TPAIULUU
o011ecTBa, B KOTOPOM
MPUXOAUTCS KUTh U paboTarh;

OK 10. Cobnronats npaBuia
TEXHHUKH 0€30IaCHOCTH, HECTH
OTBETCTBEHHOCTb 33 OPraHU3aLHI0
MEPOIPHUATHI TT0 0OECIEUCHUTO
6€30IMaCHOCTH Tpy1a

V¥10.1 cobnronark npaBuia
TEXHHUKH 0€30IaCHOCTH B
po¢eCCHOHANBHON NesITeIbHOCTH;
V10.3 nnanupoBaTh MEPONPUSATHUS
110 obecrieueHuro0 0€301MacHOCTH
TpyAa B IpodecCHOHATEHON

eI TEIBHOCTH;

310.1 mpaBuiia TEXHUKH
0e30I1aCHOCTH B
po¢eCCHOHATBHOM
EITENBLHOCTH,

310.3 BuAbI MEPONIPUATHIA 1TO
obOecrieueHnIo0 0€3011aCHOCTH
Tpyza B mpodeccHoHaIbHON
JEATEILHOCTH;
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2 CTPYKTYPA U COJAEP)KAHUE YYEFHOU JJUCHUILIAHBI

2.1 O0beM yueOHOM AMCUMIIMHBI U BUABI Y4eOHOI padoThI

Buna yueOHoii padoThl O0bem yacoB
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 96
O0s13aTeIbHASI AYTUTOPHAS YUeOHAsT HAarpy3Ka (Bcero) 64
B TOM YHCIJIE:
JICKIINH, YPOKH 48
NPAKTHYECKUE 3aHSTHSI 16
71a00paTOPHBIC 3aHSITHS He
npeoycmMompeHo
KypcoBas padora (IIpOeKT) He
npeoycMOmpeHo
CamocrosiTesibHas padora 32
Dopma NPOMEKYTOUHON aTTECTALUN - 9K3aMEH
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2.2 TemaTn4ecKui IJIaH U coacpiKaHue y‘leﬁHOﬁ AUCHHUITINHBI «I[OKyMeHTaIII/IOHHOC o0ecrneuyeHue YHpaBJICHUSI»

HaunmenoBanue
pa3aesioB U TeM

Conep:xanue yueOHOro MaTepuaia u
(¢opMbI Opraun3anmu 1eiTeJbHOCTH 00y4al0IIUXCs

O0beM yacoB

Koanbl
KOMIIETeHIIMIi/0CBanBaeMbIX
3JIEMEHTOB KOMIIEeTEeHIINI

1 2 3 4
BBenenne OOBeKT, TpeaMeT TOKYMEHTAI[MOHHOTO OOECIICUeHUs YIPABIICHUS. 2 301.2.307.3; 309.1. 302.01.
Lenp u3yueHus: aucumiiuHel. O0IIas xapakTepuCTHKa Kypca, CBSI3b C
JIPYTHUMH JUCITUTUTAHAMMU.
3uauenue JIOY B JAedATENbHOCTH CHENMATUCTa 1O 3€MEIbHO-
MMYIIECTBEHHBIM OTHOIIEHUSIM. BXOTHOM TeCT.
Pa3nen 1. [lokyMeHTHPOBaHME IeATEJIbHOCTH OPTraHU3ALMU, NIPEANPUATHS, YIPeKACHUS 24 OK.1; OK.2;0K.04;0K.5;
OK.07;0K.9;
IIK.1.3. [1K.2.2; 1IK.4.2;
11K.4.3; 11K.4.6.
Tema 1.1. CopepxaHue yaeOHOro Marepuana 2 31, 32;
Ilonsitue, nesn, | Poip m MecTo JOKYMEHTAIMOHHOTO OOECIeYeHHs B paboTe ammapara 301.1; 305.1.; 305.3.
3aja4M U yIpaBlIeHUs; pa3BUTHE UH(POPMAIIMOHHBIX TEXHOJIOTUN U JOKYMEHTOB,
NPUHLIHIIBI HazHayeHue /IOY B coBpeMeHHON opraHu3alui.
AeaonpousBoacTa | OCHOBHBIC 1eNH, 3a/1a4u, IOPUHIIMIBL  JIETIOTIPOU3BOJICTBA

(TOKyMEHTallMOHHOT'O 00eCTIeYeH s YIIPABICHUS).

[ToHsATHE «IOKyMEHTAIIMOHHOE 00eCIIeueHUE YIIPaBICHUS».

[TonsiTe HOpMAaTHUBHO-PABOBOrO obecreueHus «JJoKyMeHTalmOHHOTIO
oOecnieyeHus yrnpaiieHusl. COCTaB HOPMaTUBHO-METOINYECKOH 0a3bl
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Tema 1.2. Coaep:xkaHue yueOHOro MaTepuaJia 31;32;
OcHoBHbIe NOHATHA | OCHOBHBIC OHATHUS: «MHPOPMALIUA», «TOKYMEHTHPOBAHHAS 301.1; 309.1
AOKYMEHTALMOHHOIO0 | HHPOpMAIUL) «TOKYMEHTHPOBAHHUEY, «TOKYMEHT», «PEKBUZUTY,

ol0ecneueHust «OnaHky, «hopmyIsp»
ylpaBJieHUs CaoiicTBa 1 pynkuuu qokymenta. Knaccuduxanms 1oKkyMeHTOB.
Tema 1.3. Coaep:kaHue y4eOHOTro MaTepuaa 33; 35;
Hopmbl u npaBusia | HopMmel u mpaBwita oopmiteHust 10KyMeHTOB B cooTBeTcTBUU ¢ [[OCT P 301.2. 304.1. 305.1;
oopmiieHUs1 7.0.97-2016. «Hanmonanpublii cTannapt Poccuiickoit deneparuu. 305.3. 307.1;
CJIIyKeOHBIX Cucrema crangapToB 1o nHdopmanuu, OUOTMOTEHHOMY U U3ATEILCKOMY
JOKYMEHTOB nery. Opranu3anmoOHHO-PACTIOPSIIUTENbHAS TIOKYMEHTalus. TpeOoBaHus K
odopmiiennto 1okymMeHToB" CocTaB peKBU3UTOB JOKYMEHTOB
IIpakTnyeckne 3anaTuaNel Vi,
Odopmrnenre 0CHOBHBIX peKBU3UTOB B cooTBeTcTBUU ¢ [OCT P 7.0.97- V01.2; ¥02.01;Y04.1 ;
2016. «HaunonanbsHblil crangapt Poccuiickoit @enepanuu. Cucrema ¥05.1; ¥05.3;¥07.1
CTaHJIapTOB M0 UH(pOpMaUK, OUOIMOTEYHOMY U U3/1aTEIbCKOMY JIENTy.
Opranu3anoHHO-pacCoOpsSIAUTENbHAS TOKyMeHTaIusA. TpeOoBaHus K
0 OpMIIEHHIO TOKYMEHTOB"
CamocrosiTesibHas padoTa 00y4alOIINXCH
[IpakTrueckoe 3aganue - 3yunre AEHCTBYIONTYI0O HOPMATUBHO MTPABOBYIO
6asy HAOY u TOCT P 7.097-2016. «HamuoHanpHbI CcTaHAApT
Poccuiickoit  ®enepamuu. Cuctema CTaHAapTOB 1O HH(pOpMauu,
OuOIMOTEeYHOMY W M3AATEIbCKOMY  JIeTy. Opranu3aluoHHO-
pacniopsiiuTenbHas — JOKyMeHTarus. TpeboBaHusi K  o(opMIIEHHUIO
JOKYMEHTOB" CoctaB  pEKBHU3UTOB JIOKyMEHTOBY packpoiite
periaMeHTHPYIOUTUH TOPSAIOK, a TAK)KE MOKAKUTE TMpaBmiia 0POpMIICHUS
PEKBU3UTOB y4YacTBYHOIIKE B 00pabOTKEe JOKYMEHTOB.
Tema 1.4. Coaep:xanue yueOHOro MaTepuaJia 33:35;
Hopmpl u ipaBuia | Tlousarue o GaHKe JOKyMeHTa, BUbI O1aHkoB. [IpaBuna opopmieHus 301.2. 304.1.
oopmirenns peKBH3UTOB GraHKka B cootercTBHM ¢ TOCT P 7.0.97-2016. 305.1;307.1
0JIaHKOB «Haumnonanensiii crangapt Poccuiickoit @enepanuu. Cucrema
AOKYMEHTOB CTaHAApTOB 10 MH(GOPMAIH, OUOITMOTEUHOMY U U3AATEIILCKOMY JIEIY.

OpPaHI/I3aHI/IOHHO-paCHOPH,Z[I/ITCJIBHa}I HJOKYMCHTAIHA. TpeGOBaHI/IH K
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0(pOpMIICHUIO TOKYMEHTOB" .

IIpakTnyeckue 3aHATHANL2 2 Vi;
Cocranenue u oopMIIeHHE Pa3IUIHBIX BUOB OJ1aHKOB (0011Iero OJ1aHKa, Y04.1; Y05.1;
OJlaHKa MMChMa, KOHKPETHOTO OJaHKa). v05.3;¥07.1
Paszgen 2. CucreMbl JOKYMEHTAIIMOHHOTO 00ecriedYeHUs yIpaBJIeHUus 40 OK.04; OK.07;IIK 1.2;
I1K1.3; MIK.2.3;
I1K.2.4; TIK.3.1;
NK.3.2;11K.3.4;11K4.2;
I1K4.3; 11K4.4; 11K4.6;
Tema 2.1. Coaep:xxanue yueOHOro MaTepuaJia 4 31;32;33;34,35;
Opranu3alMoONHO- By opraHM3alMOHHO-PACTIOPAIUTENLHON  JOKYMEHTAMA M X 301.2.304.4. 307.3;
PacnopsSIIATENbHAN | y pacepduranns. OcCOOEHHOCTM K COCTAaBIEHHIO U O(OPMIECHHUIO
AOKYMCHTaNHs OpraHU3alMOHHO-PACIIOPAAUTENBHOM  JTOoKyMeHTanuu. HasHaueHne U
COCTaB OpPraHHU3aI[MOHHO-TIPABOBOM JOKYMEHTAIlMU: YCTaB OpraHH3aluH,
[Tonoxxenus, llltatHoe pacmucaHWe, JAODKHOCTHBIC  WHCTPYKIUH.
TpeboBaHus K COCTaBICHUIO U 0OPMIICHUIO
CamocrosiTesibHAs padoTa 00y4aOIIMXCS 4
MOATOTOBUTH 3JIEMEHT MOPT(OINO — MPUIOKEHHUS 00pa3LIOB JOKYMEHTOB
— (MpoaHaTU3UPOBAB PEATbHBIC YIIPABICHICCKUE JIOKYMEHTHI M IpaBUia
odopMIIeHHs, TOITOTOBBTE WU CO3/IaliTe 0Opa3Ibl IITATHOTO PACTIHCAHUS
OpraHu3aIiK; J0KHOCTHOW HHCTPYKIINH; )
Tema 2.2. Coaep:xaHue yueOHOro MaTepHuaJia 4 31;32;33;34;35;
PacnopsinurenbHas | HazHaueHne u cocTaB pacnopsIuTENIbHON JOKyMEeHTauuu (yka3aHus, 301.2.304.4. 307.3
JAOKYMEHTAIUsl MpHUKa3, pachopsbiKeHHe, IMOCTaHOBJIeHHe). HopMaTuBHBIN XapakTep
pacTOpSAMTENBHBIX JOKYMEHTOB. TpeOoBaHWS K COCTaBICHHIO U
oopmIeHHIO
IIpakTnuyeckue 3aHATHAN3 2 Y1V2,
CocraBnenue n 0opMIICHUE PACIOPAIUTEILHON TOKYMEHTANH (TIpUKa3 Y04.1 ¥05.1 Y¥05.3;
110 OCHOBHOM JIESAITEIBbHOCTH, PACHIOPSKEHUE, YKAa3aHUE, TOCTAHOBIICHUE); Y07.1
CamocrositesibHas padoTa o0y4yauuxcst 4

MOJITOTOBUTH 3JIEMEHT MOPT(HOINO0 — MPHIIOKEHH 00pa3IoB
(mpoaHanM3upOBaB peaibHbIE YIIPaBICHYECKHE JOKYMEHTHI U MpaBuia
oopmIIeHHs, TOArOTOBBTE WIIM CO3/1aliTe 00pa3Iibl MOCTAHOBJIECHUH,
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YKa3aHHi)

Tema 2.3.
HNudopmanuonHo-
CIPaBOYHAS
AOKYMEHTAIUsl

Coaep:xaHue yueOHOro MaTepuaJia

Hasnayenme u cocTaB CHpaBOYHO-MH(POPMAIMOHHOW JOKYMEHTAIUU
ITepermmcka.  OOmas ~ XapakTepUCTHKA  CIY)KEOHOW  MEpPEIHUCKH.
Pa3zHoBUAHOCTH CITY)KEOHBIX MHCEM (COIIPOBOAUTEIFHOE MTHCHMO, TTHCHMO-
npoch0a, THUCBMO - 3ampoc, MHUCbMO-OTBET, IHCHMO-COOOIICHHUE,
MH(QOPMAIIMOHHOE IMUCHMO, MUCHMO-TIPUTIIAIEHne U T.A.). JIOKyMeHTHI
nepenaBacMbie 10 KaHajlaM CBS3M (TelerpaMmma, Tejlekc, (hakcorpamma,
Tesne)OHOrpaMMa, HIEKTPOHHOE HCHMO).

31:32;33;34;35;
301.2.304.4. 307.1;

Coaep:xaHue yueOHOro MaTepuaJa

Ha3nauenne W cOCTaB CHpPaBOYHO-WH(GOPMAIIMOHHON JTOKYMEHTAIIUU
(IpOTOKOM, aKT, JOKJIATHAs 3alKCKa, TMPEATIOKEHHE, CITy)KeOHas 3amicka,
oObsicHUTENbHAS). TpeOoBaHUs K COCTABJIICHHIO U O(POPMIICHUIO.

31:32;33;34;35;
301.2.304.4. 307.1

IpakTHyeckune 3anaTusaNe4

CocraBnenue u oopmiieHue MHOOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
(cmyxeOHBIX MHCEM, HPOTOKOJ, aKT, AOKJIaJHas 3alucKa, clyXeOHble
3aIUCKH );

CamocrosiTesibHasg padoTa 00y4aOIMIMXCH

MOATOTOBUTH MJIEMEHT MOPTHOINO — MPUITOKEHHS 00pa3IIoB
(mpoaHanM3UpPOBaB peaibHbIC YIPaBICHUYECKUE JOKYMEHTBI U IIpaBuia
odopmMIIeHHs, TOATOTOBHTE WIJIM CO3/IaiiTe 00pa3Ilbl 0OBSICHUTEIHHBIX
3aITMCOK. )

V1V2;
Y04.1 ¥05.1 Y05.3;
V07.1

Tema 2.4.
JlokyMeHTHpOBaHHE
TPYAOBBIX
OTHOLIECHHH

ConepxaHue y4eGHOro MaTepuaJjia

Ha3nauenue u coctaB JOKyMEHTAIMU IO JMYHOMY COCTaBy (IIpHUKa3bl MO
JMYHOMY COCTaBY, pe3lOMe, JIMYHOE €TI0, JIMYHAs KapTodka), TpeboBaHus
K COCTaBJICHUIO U 0(OPMIICHHIO.

31; 32;33;34;35;
301.2.304.4. 307.1

IIpakTnyeckue 3ausaTusaNeS

CocraBienue ¥ o¢pOpMIIEHHE IOKYMEHTAllUd IO JMYHOMY COCTaBy C
WCIIO0JIb30BaHUEM YHU(DUIIMPOBAHHBIX (POPM.

CamocTosiTesibHasi padoTa 00y4YarommXxcst

MNOJArOTOBUTh  3JEMEHT  MOPTHOIUO —  MNPUIOKEHHS  00pasloB
(IpoaHaM3UPOBaB pealbHBIC YIPaBIEHYECKAE TOKYMEHTHI W IpaBHIIa
oopmieHHs, TOATOTOBbTE MJM CO3JaiiTe 00paslbl NepeaaBaeMbIX MO

V1V2,
V04.1 ¥05.1 ¥05.3;
¥07.1
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KaHaJiaM CBSI3H)

Tema2.5. Coaep:xaHue yueOHOro MaTepuaJia
JloroBopHo- Hasnavenue u coctaB JOTOBOPHO-TIPABOBOM JOKYMEHTAIIHH. 31;32;33;34,35;
npaBoBasi Odopmienne noroBopos. OhopmiieHne NPEeTEeH3NOHHO-UCKOBOM
JOKYMEHTAI U JIOKYMEHTAITUH. 301.2.304.4. 307.1
CamocrosiTesibHasg padoTa 00y4alOIMMXCs 2
MOATOTOBUTh  JJIEMEHT  MHOPTPOIMO —  MNPUIOXKEHHs  00pasLoB
(mpoaHaIM3UPOBaB pealbHbIC YIPABICHUYECKUE TOKYMEHTBHl M IpaBUIIa
oopmIileHHs, TOArOTOBbTE WJIM CO3/JaliTe 00paslbl JIOTOBOPOB H
MPETCH3UOHHBIX MTHCEM. )
Pa3znen 3. TexH010ruM JOKYMEHTAMOHHOTO o0ecriedeHNsl yIPaBJIeHHUA. 30 OK.3; OK.6; OK.S8:
OK.10; IIK.1.1;
IIK.1.3; TIK.1.4;
MK.1.5; [IK.2.1.;
I1K.2.2; TIK.3.3;
MK.3.5;11K.4.1;
I1K.4.4;11K.4.5.
Tema 3.1. Coaepxanue yueOHOIro MaTepuaia 2 31;32; 33;36;
Opranuszanus [ToHsITHE «€IOKYMEHTOOOOPOTY, €r0 POJib U Ha3HAYEHHUE B JIEATEIHHOCTH 303.1;306.2; 310.1
JAOKYMEHT0000p0Ta | OpraHu3allK; OpraHu3alus J0KyMEeHT0000pOTa; BUABI JOKYyMEHTOIIOTOKA,
MIPHUHITUIIBI, STAIbl TOKyMEHTO000pOTa; OJIOK-CXEMbI TBUKCHUS
UCXOJSAIIMX, BXOJSIIUX U BHYTPEHHUX JJOKYMEHTOB
Coaep:kaHue y4e0HOro MaTepuaa 4 32;33; 34;35,36;
Oco6enHoctr 00pabOTKH BXOISIINX, HCXOIAIINX JOKYMEHTOB. 303.1;306.2; 310.1;
TpeboBaHust K perucTpanu J0KyMEHTOB. 308.2
KoHTpoJb HCIIOTHEHNS JOKYMEHTOB
IpakTnyeckne 3aHaTHANG 2 V1,¥2;V4,
CocraBieHue 3TanoB JABIKEHUS 1 00paboTku JoKyMeHToB. [lopsiiok ¥03.2; ¥06.5; Y08.2;
3aMOJIHEHUS PETUCTPALIMOHHBIX (OPM U BeJIEHUE KOHTPOJIA 32 ¥10.1
WCTIOJIHEHUEM CITY)KEOHBIX JOKYMEHTOB C UCIIOJIb30BAHUEM
ABTOMATHU3HPOBAHHBIX TEXHOJOTHUH.
CamocrosiTesibHas padoTa 00yyaruuxcst 6 32; 36;

Pemmts CUTYAalUOHHYIO 3aJlaqy IO PCrucCTpaiuu Hn I/IH(popMaLII/IOHHO —

303.1;306.2; 310.1
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CIPaBOYHOHN paboTe C JOKYMEHTAMH.

Tema 3.2. Coaep:kaHue y4eOHOTro MaTepuaa 4 33; 34:;35; 36;
XpaHenue [IpaBuna cocraBinenus HoMeHKIaTypshl Aen. DopMmupoBaHue aen. 303.1;306.2; 310.1
JTOKYMEHTOB XpaHeHHe TOKYMEHTOB. JKCIIePTH3a IICHHOCTH IOKYMEHTOB
IIpakTnyeckue 3anaTusaNe7 2 V3:;V4;
[ToaroTroBka MOKYMEHTOB M7l (JOPMUPOBAHUS U XPAHCHHSI JIEI. v03.2; ¥06.5; Y08.2;
Vv10.1
Tema 3.3. Coaep:xaHue yueOHOro MaTepuaJia 4 33; 34;35; 36;
HNudopmanuonnsie | Opranuzanus ABTOMAaTU3UPOBAHHOTO pabouyero MecTa 303.1;306.2; 310.1;
TEXHOJIOTHH B JIEJIOTIPOU3BOTUTEIS 308.2
AOKYMEHTAallMOHHOM | OCHOBHBIE MOKa3aTeNnn UCIOJIb30BaHUS ANEKTPOHHOTO
olecrieyeHUH nokymMeHToobopoTa. Ilopsimok oOMeHa »BIIEKTPOHHBIMH JOKYMEHTaMHU.
ynpaBJieHUS Bo03MOXHOCTH 37IEKTPOHHOM MOYTHI M CPEACTB TEICKOMMYHUKAIIUH.
Buibl OprTeXHUKH U CITOCOOBI €€ UCITOJIB30BAHMS B JOKYMEHTAITMOHHOM
obecrnieueHuu yrnpasienus. 3roToBineHue, KOMMpoBaHUEe U
TUPXUPOBaHKE TOKyMeHTOB. CpencTBa 00pabOTKH JOKYMEHTOB.
IpakTuyeckune 3aHATUANLS 2 V4. V5;
[lepenaya nadopmanmu U cpeacTBa TENEKOMMYHHUKAITMOHHBIX ¥03.2; ¥06.5; V08.2;
TEXHOJIOTUH B 3JIEKTPOHHOM JJOKYMEHTO000pOTe ¥10.1
CamocrosiTesbHas padoTa 00y4alOIINXCH 4
PemuTh cuTyanmoHHYO 331249y 10 PAIMOHATILHOMY BHEAPEHUIO
coBpemeHHoM CO/I.
Bcero (MakcumajibHasi yueGHasi HATPY3Ka): 96
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3 YCJOBUS PEAJIM3AIIMA YYEBHOM TUCIUTIIAHBI

3.1 MaTtepuajibHO-TEXHHYECKOE o0ecevyeHne

Jis  peanuzanyvi  TpOTpamMMbl  YA€OHOW JUCHUIUTMHBI TIPETyCMOTPEHBI  CIIEAYIOIINE
CrHelalibHbIe TOMENICHUS U OCHAIICHHE:

Tun u HauMeHOBaHHUeE

OCHaIIIeHI/Ie CIICHIUAJBbHOI0 ITOMECIICHUA
CIICIUAJbHOT0 IMOMCIICHUSA

KaOUHET YueOHast ayTuTOpus AJs IPOBEACHUS YU€OHBIX, MPAKTUYECKUX
JIoOKyMEHTalMOHHOT O 3aHATHUH, I CAMOCTOSTEIbHON pabOTHI, 7Sl TPYIIIOBBIX U
oOecrnieueHus yrnpaBIeHUS WHJUBUIyaJIbHBIX KOHCYJIBTALMM, ISl TEKYILIETO KOHTPOJISA U

IIPOMEKYTOUYHOM aTTECTALUU.

Pabouee MecTo nmpenoiaBaresis: MepeHOCHON MYIbTUMETUHHBIN
KOMIIJIEKC: HOYTOYK, 9KpaH, MPOEKTOp, paboune mecra
oOyJaronuxcs, Jocka yueoHas, yueoHas meOeIb

ITomemenue s [TepconanbHbIe KOMIBIOTEPHI ¢ TakeToM MS Office, BeIxo0M B
CaMOCTOSITENIbLHOM pabOTHI WHTEpHET U ¢ JOCTYIOM B AJIEKTPOHHYIO HH(OPMAaLIMOHHO-
00yJaronmxcs 00pa3zoBaTeNbHYIO Cpey YHUBEPCUTETA

3.2 VYueOHO-MeTogu4Yeckoe M HH(OPMALMOHHOEe olecleYeHUe PpeaJu3anuu
NMPOrpaMmblI

OcHOBHBbIE HCTOYHMKH:

1. beikoBa, T. A. JlokyMeHTallMOHHOE OOecrHeueHue yMpaBieHHs (IEIOMPOU3BOJCTBO)
[DnexTpoHHEIH pecype] : yaeoHOe mocodue / T. A. beikoa, T. B. Ky3nerosa, JI. B. Cankuna ;
non o6m. pea. T. B. Ky3uenosoii. — 2-e uza., nepepad. u gon. — Mocksa : UTHOPA-M, 2018. —
304 c. - Pexxum poctyma: https://new.znanium.com/read?id=338359

2. Kynses, H. H. ndopmanmoHHble TEXHOJOTMH B JOKYMEHTAI[MOHHOM OOECIEYeHUH
yIpaBJIeHUS U apXUBHOM Jiejie [DneKTpoHHbIN pecypc] : yueOHuk ans By3oB / H. H. Kynses, T.
B. Kongpamosa, E. B. TepentseBa, A. I'. ®abpuuyHoB ; mon oOul. pexa.n.ro.H., npod. H.H.
Kynsesa. — Mocksa: Jloroc, 2017. — 408 c. — (HoBas crynenueckast oubnmmoreka) — ISBN 978-5-
98704-786-6. — Pexxum mocryna: https://new.znanium.com/read?id=337823

3. Pazmopoxnsiii, A. A. JIoKyMEHTHpPOBaHHE YIPABICHYECKOHW JEATEIHHOCTH
[DnexTpoHHBIN pecypc] : yuebHoe mocobue / A. A. Pazmopoxusiii. — MockBa : UHOPA-M,
2017. — 304 c. — (Beiciee o6OpazoBanme: bakamaBpuar). — Pexum mocryna:
https://new.znanium.com/read?id=328873

JlonoTHUTeIbHbIC HCTOYHUKH:

1. BrikoBa, T. A. JlokyMeHTallMOHHOE OOECIeueHUe YINpaBiICHHUs] HErocydapCTBEHHBIX
opranuzanuil [DnekTpoHHbI pecypce] : yueOHoe mocodue / T. A. beikosa, JI. B. Cankuna. — 2-¢
u31., nepepad. u gorn. — Mocksa: HUL MHOPA-M, 2015. — 302 c.: 60x90 1/16. — ISBN 978-5-
16-010379-2. — Pexxum nocryna: https://new.znanium.com/read?id=146258

2. I'napwmii, E. B. JlokyMeHTalnImOHHOE 0OECTIeUeHHE yIpaBlIeHUsI [ DIEKTPOHHBIN pecypc] :
yuebHoe nocobue / E. B. I'maamii. — Mocksa: UL PUOP, HUL[ UHDOPA-M, 2016. — 249 c.:
60x90 1/16. - ISBN 978-5-369-01042-6 — Pexum JocTyna:
https://new.znanium.com/read?id=12647

Ilepuoauyeckue M31aHuA:
MenemxmenT B Poccun u 3a pybexom. - ISSN 1028-5857. - [Onexrponsslii pecypc] -
Pexxum noctyma: https://dlib.eastview.com/browse/issues/18786/2019
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IIporpamMmmHoe o0ecnieueHue:

Haumenosanue I10 Ne ToroBopa Cpok AeHCTBHUA
JIMIEH3UH

MS Windows 7 (moamucka Imagine | JI-1227 ot 08.10.2018 11.10.2021

Premium)

CalculateLinuxDesktop CBOOOIHO 0eccpovHO
pacrpocTpaHsieMoe

MS Office 2007 Nel35 ot 17.09.2007 06eccpouHO

7 Zip CBOOOTHO 0eccpovHO
pacrpocTpaHsieMoe

HNHuTepHeT-pecypcesl

1. Bcepoccuiickuii HayYHO-HCCIICIOBATCILCKHA HWHCTUTYT JIOKYMCHTOBEICHUS U
apxuBHoro nena (BHUWNIAAH) [Dnexkrponusiii pecypc]. Dnektpon. man. — M.: BHUNIA/,
2010. — Pexxwum nocryna: http://www.vniidad.ru , ceo6oaubIi.— 3ari. ¢ 3kpaHa. S3. pyc.

2. Koncynprantllmtoc. Odunmansueiii caiit komnannu «Koncynsrant-Ilmoc». — Pexxum
nocryna: http://www.consultant.ru , ceo6oaHbIi.— 3ari. ¢ skpaHa. 3. Pyc.

3.ITopran «ApxuBsl Poccun» [DnexkTpoHHBIN pecypc]. DnekrpoH. nan. — M.: Pocapxus,
2001. — Pexwum noctyna: http://www.rusarchives.ru , ceo6oansbIit.— 3ari. ¢ 3kpaHa. S3. pyc.

3.3 YueOHo-MeTOoANYECKOE 00ecniedyeHHe CAMOCTOSATEIbHOI padoThl 00yYaroUXCs

CamocrosarenbHass paboTa SBIAETCS O00S3aTENBHOM ISl  KaXIOTr0 O0YyYaromerocs.
CamocrosTenbHas paboTa MOXKET OCYHIECTBIATbCA HMHAUBUAYAJbHO WM TIpynmamMu B
3aBHCUMOCTH OT IIeTH, 00beMa, KOHKPETHOH TEMATHKH CaMOCTOSTEIHHOH palbOoThI, YpPOBHSA
CJIO)KHOCTH, YPOBHSI YMEHHUH 00y4aroIuxcs.

KonTposb pe3ynbTaToB BHEAYyIUTOPHOW CaMOCTOSTENIbHONW pPaOOThI OCYIIECTBISETCS B
npejenax BpEeMEHH, OTBEJEHHOrO0 Ha o0s3areibHble yuyeOHbIE 3aHATHS U BHEAYJIUTOPHYIO
CaMOCTOSITENIbHYI0 paboTy oO0ydJarommuxcs M0 y4yeOHOM AMCUUIUIMHE, NPOXOJUT Kak B
MUCbMEHHOMW, TaK U YCTHOW WJIM CMEIIaHHOM (popMe, ¢ peACTaBICHUEM U3JENNsl UK MPOIyKTa
CaMOCTOSATEIIBHOU J€ATEIbHOCTH.

B xauectBe (opM U METOJOB KOHTPOJII BHEAYJUTOPHOW CAMOCTOSTENbHOM padOThI
UCTIOJIB3YIOTCS: MpPOBEpKa BBIOJHEHHOH pPabOTHl MpernojaBaTeieM, CEMHHApPCKHE 3aHATHA,
TECTUPOBAHUE, CAMOOTYETHI, KOHTPOJIbHBIE PaOOTHI, 3alIMTa TBOPUYECKUX padboT M JIp.

Ne Haumenosanue Or1eHOUHBIE CpeACTBa (3aJaHKs) Al CAMOCTOATEIBHON BHEAYTUTOPHON pabOTHI
pa3zena/TeMsbl
Pazgnen 1. Tekecr 3apaHusA: BBIITOJIHNTE NPAKTHIECKOE 3a/1aHKE.
JlokymMeHTHpOBaHue Hean: pa3Bute U cHopMHPOBaTH OCOOCHHOCTH PabOTaTh C HOPMATUBHBIMHU
JIeSITEIbHOCTH JOKYMEHTaMH U HMHCTPYKTMBHBIMM MaTepHanaMu , pernameHtupyromumu JOY
OpraHu3ally, npaBuiia opOpMIICHNS! PEKBU3UTOB; COBEPLICHCTBOBATh AHAJIMTUYECKHE HABBIKU
HOPEANpUSITUS, 00y4aromuxcsi.
YUpEKACHUS Pexomenanum 1o BLINOJTHECHUIO 32/IAHUSA:

Nzyunre neficTByromyo HOpMaTtuBHO TpaBoByto 6azy JIOY um I'OCT P 7.0.97-
2016. «Hayuonanvnoui  cmandapm  Poccutickot — Dedepayuu.  Cucmema
cmanoapmos no  ungopmayuu, OUOTUOMEYHOMY U  U30AMENbCKOMY  Oel).
Opeanu3ayuoHHO-pacnopsaoumenvHas O0OKYMEHMAYUSL. Tpebosanus K
opopmnenuro  doxymenmog” Cocmas pexeuzumos OOKYMeHmMO8» PACKPOUTe
PETIaAMEHTHPYIONIMIA TOPSIIOK, a TakKkKe IMOKAKHTE  OpaBwia o(QOpMICHUS
PEKBH3MTOB  ydacTBylomue B o00paboTke mokymeHrtoB. HMcmomezyem (CIIC
Koncynprant Ilmoc Pexum mocryma: http://www.consultant.ru ). Onupasce Ha
NPe/IIOKEHHYO0 (POPMY NpEACTaBICHHUS.

Kpurtepnu onenku:

OneHKa «OTJIMYHO» BBICTaBISETCS 32 CAaMOCTOSTENBHYIO, 0e30mmb04HO
BBINIOJIHEHHYIO ~ paboTy,  COAepXKallyl0  apryMEeHTUPOBAaHHBI  BBIBOA U
panroHabHOE H3JI0KEHHE Marepuaia, GopMy MpeACTaBICHNUSI.
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O11eHKa «XOPOIIO» BHICTABISIETCS 32 PabOTY, COJIep KaIlyI0 HEIOYeThl, 0€3 YeTKOH
(hopmBI IpeCTaBICHNUSI.

OreHka «Y/10BJIETBOPHUTEIHLHO» BBICTABIISIETCSI 3a HEJIOCTATOYHO
apryMEeHTHPOBAHHYIO PabOTy, COAEPKAIIYIO HEIOUEThI B U3JI0KCHUU MaTepHala u
(hopMBI TIpeICTaBICHUSI.

Ol1ieHKa «HeY0BJETBOPUTEIbHO» BHICTABISIETCS, €CIIM CAMOCTOsTENbHAs paboTa
HE BBIIIOJHEHA.

Paznen 2.

CucTeMsl
ﬂOKyMeHTaLll/lOHHOFO
obecrieueHus
yIpaBiICHUS

TekeT 3agaHMsi: TOATOTOBUTH 3JIEMEHT MOPT(HOIMO — MPWIOKEHUS 00pas3loB
JIOKYMEHTOB

Ienn: coBepLIEHCTBOBATh 3HAHUS U TEOPETUUECKUE OCHOBBI COCTAaBJICHUS U
odopmiieHns OpraHU3aIIOHHO-PACIOPSIUTEIbHON JIOKYMEHTalluH,
MIOJTBEPKIATh KOHKPETHBIMH TIPHMEPaAMHU

PexomeHnanum 1o BBINOJTHECHUIO 32/1AHUA:

JUis co3aHust NPHIIOKEHUH MOXKHO MCIIOTBb30BaTh HHTEPHET - PECYPCHI, CPEACTBA
MaccoBoil MH(OpMamUHM, a TaK >kK€  PEKOMEHJAlMHd MO TPEICTaBICHUIO
MIPWIOKEHNST W CIIMCOK HAaNMEHOBAaHMH BHIA JOKYMEHTOB pa3MEIICHHBIX Ha
00pa3oBaTeIbHOM TOpTale B JJEKTPOHHOM Kypce «JloOKyMeHTalmoHHOe
obecrieueHne ympasieHHus». [IpoaHaluM3MpoBaB peayibHBIE  YIPaBICHYECKUE
JOKYMEHTBI W TpaBWia O(OPMIEHHSA, HOATOTOBBTE WM CO3IaliTe 00pa3ibl
JOKyMEHTOB.

Pasnen 3.
Texnonoruu
JIOKyMEHTallMOHHOTO
obecrieueHus
yIpaBleHUsI.
Tema 3.1.
Opranuzauus
JIOKYMEHT0000pOTa

TekceT 3aJaHus: PEIINTE CUTYAMOHHYIO 33/1a4y

Henau: cucteMaTu3UpoBaTh 3HAHUST TIO TEME U OCMBICIUTh pPEATBHYIO
po¢eCCHOHATBHO-OPUCHTHPOBAHHYIO CUTYAIIHIO.

PexoMeHIanMy Mo BLINOJTHEHHIO 3aJaHNs:

Brl sBRsieTeECh OTBETCTBEHHBIM 32 PaboTy ¢ JOKYMEHTaMH B CBOEM CTPYKTYpHOM
monpasneneHun. [lopydeHo MOATOTOBHUTH MPOCKT PACHOPSIKEHUS «O MOBHIIICHUH
KBaTU(UKAIIMA pPa0OTHUKOB», HO KOMHUS JOKYMEHTAa IIOCTYNHBIIETO U3
MUHHICTEPCTBA IMOATBEPKAAIONIETO TIOBHIIICHHE KBATA(DUKAIIIN PaOOTHUKOB OBLI
YTepsiH, W TPHUIIIOCH OOPATHTHCS K CEKPETapl0 PYKOBOAWTEINS OPTaHU3aIlMH C
pock00il HaliTH OpUTHHAN NOKyMeHTa. OnpenennuTe, KaKOBBI ACUCTBHS CEKpeTaps
U B KaKOM JIOKyMEHTE IOJDKHBI OBITh IPOIHCAHBI IPOLECCH PabOTHI C TaKUMHU
JIOKyMEHTaMu?

Kputepuu oueHku:

OneHka «OTJIMYHO» BBICTABIACTCS 32 CaMOCTOSTENbHYIO, 0e301murb04YHO
BBITIOJTHEHHYI0 ~ paboTy,  coJepiallyld  apryMEHTUPOBAaHHBIM  BBIBOA U
coJiep)kaTeIbHbIe PEKOMEHIAITHH.

OlleHKa «XOpOIIO» BBICTABISIETCS 3a paboTy, CoAepX allylo HeAo4YeThl, 0e3
peKoMeHIalu.

Orenka «YAOBJIETBOPUTEJIBLHO) BBICTABIISIETCS 3a HEJI0CTAaTOYHO
apryMeHTHPOBaHHYIO PabOTy, COACPIKANTYIO HETOYETHI.

O1cHKa «HEYI0BJIETBOPHTEIBHO» BHICTABISICTCS, €CIIM CAMOCTOSTEIbHAS paboTa
HE BBLIIOJIHEHA

Tema 3.3.
WNudopmannonHsie
TEXHOJIOTHH B
JIOKyMEHTAI[HOHHOM
obecrieueHNN
yTIpaBJICHUS

TekcT 3aaHMA: PEIINTE CUTYAIIMOHHYIO 3a7ady.

Iesab: cucTreMaTH3NPOBATh 3HAHUS IO M3YYEHHONH TEMEH OCMBICIHUTEH PEaJbHYIO
npodeccHoHAIFHO-OPUEHTUPOBAHHYIO CUTYALIUIO.

PexoMeHnanuu 1o BbINOJTHEHUIO 321aHHA:

[TpencraBbTe cebe, 4TO BaM MOPYYHIM MOATOTOBUTH COOOIIEHUE HA ONEpaTHBHOE
coBelmlanne Ha TeMmy Buenapennme coBpemenHoit COJl. Bam HeoOxommmo
MpOaHATM3UPOBaTh (QPyHKIMOHAIbHEIE BO3MOXXHOCTH COJI yuuThIBas ( CIIHMCOK
BO3MOXXHOCTEH, NpPUMEPHl HCIOJIB30BAHUS, JEMO-BEpCHH, LIEHOOOpa30BaHHE).
YKaXuTe Kakue UCTOYHHUKHU BBl HCTIONB30BAIH Ul aHanu3a u nouemy? CocraBbTe
PEKOMEHAAINN M XapaKTepUCTHUKU 1o BHeapeHwio COJl dopmy mpencTaBiIeHHS
OTIPENIeIUTE CAMOCTOSTENIBHO.

Kputepuu oneHku:

OmeHKa «OTJIMYHO» BBICTaBISIETCS 3a CaMOCTOSITENBHYIO, 0€30mmMO09HO
BBHINIOJIHEHHYIO ~ paboTy, COAepKallyl0  apryMEHTUPOBAaHHBI  BBIBOA U
coJiepKaTenbHble PEKOMEHIAIH.

OleHKa «XOpOIIO» BBICTABISIETCST 3a padoTy, COAEpXkKallylo HEJOuYeThl, 0e3
peKoMeHIalui.

Onenka «YNAOBJIETBOPUTEJIbLHO) BBICTaBIISIETCS 3a HE0CTaTOYHO
apryMEeHTHPOBaHHYIO PaboTy, COAEPIKALTYI0 HEOUETHI.
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HC BBIIIOJIHCHA.

Ouenka «HEYAOBJICTBOPUTEIBbHO» BBICTABJIACTCA, €CIIN CAMOCTOATCIIbHAA pa60Ta

4 KOHTPOJIb M OIEHKA
JTACIHATITAHBI

KonTposib ¥ oOLEHKa pe3yJbTaTOB  OCBOCHUS  JUCLUILIMHBI

PE3YJIBTATOB OCBOEHUSI YUYEBHOM

OCYHICCTBIIACTCA

nmpenoaaBaTcieM B IIPOLUECCEC TCKYIET0 KOHTPOJIA U HpOMe)I(YTOqHOﬁ arrecranuu.

4.1 Tekymmii KOHTPOJIb

Kontpommpyemsie paznenst (TeMbl) yaeOHOH
ITUCHUMIINHBI

KoHTtponupyemsie pe3ynbTaTsl
(ymeHus1, 3HAHWSA)

HanmenoBanue
OLIEHOYHOT'O
cpencTBa

Pazpen 1. JlokymeHTHpOBaHHE AEATEIHHOCTH
OpraHu3alny, NpEeaNpUATHS, YIPEKIACHHS

OK.1;301.1301.2 ¥01.1;Y01.2.
0K.2;302.01 ¥02.01
OK.04.304.1 Y04.1 ;

OK.5; 305.1. 305.3. Y05.1;,Y05.3;
0K.07; 307.1;¥07.1;

OK.9; 309.1.Y09.1
IIK.1.3. 31; 32; 33;V3;

IIK. 2.2. 31; 32; ¥3;

11K.4.2; 35, V1; Y4,
1IK.4.3;35,Y1; V4,
11K.4.6.31,32,35,Y1;V3;

Tect
IIpakTuueckoe
3aHATHC
IIpakruueckoe
3a/1aHKe

Paznen 2. CucteMsl JOKyMEHTAI[IOHHOTO
obecrieueHns yrpaBIeHUS

OK.4;304.1.301.4,Y04.1 ;
OK.7;307.1; 307.3.Y07.1

MK 1.2;32343536 V1 V2

Y3 V4

IIK1.3;313233VY3
IIK.2.3;33 343536 V1 V2 V4
K.2.4;3334 3536 V1 V2 V4
MK.3.1; 333435VY1Y2
K.3.2;3233 3435 V1 V2
IK.3.4;343536 Y1 V2 V4
I1K4.2; 35 V1 V4

I1K4.3;35 Y1 V4

[1K4.4; 34 Y4
11K4.6;313235VY1VY3

Tect
IIpakTuueckoe
3aHATHC
Hoptdonmo

Pazpen 3. TexHonoruu 10KyMEHTALIMOHHOTO
obecrieueHNs yIpaBIICHUS.

OK.3;303.1;Y03.2;

OK.6; 306.2 Y06.5;
OK.8:308.2 ¥08.2;

OK.10; 310.1 ¥10.1
MK.1.1; 31 3236 Y3 V4
IIK.1.3;31 3233 V3
IIK.1.4; 323336 Y3 V4VY5
IK.1.5;31 3236 Y3 V4 V5
IK.2.1.;313236 Y3 V4 V5
IIK.2.2; 31 32 V3
IK.3.3;313236 Y3 V; V5
I1K.3.5;31 3236 Y3 V4 V5
IIK.4.1;33 3536 Y1 Y3 Y4 V5
[1K.4.4;34 Y4

I1IK.4.5.32 V3 V4

Tect

[IpaxTnyeckoe
3aHsATHE
Keiic-3amaua /
CHUTYaI[IOHHAs 3aJa4
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4.2 Ilpome:kyTOUYHAS aTTeCTALNS

[IpomexxyTouHast arTecTanus 00yJarOmUXCsl OCYIIECTBIISIETCS MO 3aBEPIICHUM W3YYCHUS
JOUCHHUIIJIINHBI 1 ITO3BOJIACT OHpe,Z[eJII/ITB Ka4yeCTBO U ypOBCHB €€ OCBOCHUHI.

®dopma MPOMEKYTOUHOU aTTECTAIlMU 0 AUCIMIUIMHE «JloOKyMEeHTaIlMOHHOE 00ecIieueHne
YIpPaBJICHUS» - SK3aMEH.

Pe3yabTarsl OueHo4yHbIE CpecTBA
Oﬁy‘leHI/lﬂ IJIA l'lpOMe)KyT()‘{H()ﬁ arTreCcranmumu
Ymenus Tunossle 3ananus (kelc-3a1aun)
OK.1; Y01.1;¥01.2. Y01.4 | Ipakruueckoe 3aganneNel
OK.2; V02.2. CocTaBbTe TMpHKa3, O3HAKOMHBIIHUCH C TEKCTOM IIPOEKTa MpPHKa3a.
OK.3; V03.1 Omnpenennte BCe 1M PEKBH3UTH, HEOOXOIWUMBIE IS JIOKYMEHTa, YyKa3aHEI,
OK.4;VY04.1;Y04.4 JIOTIOJTHUTE HEIOCTAIOIIHE CAMOCTOATENLHO. VICIOTHHUTEIEM SIBIIETCSI COCTAaBUTEIIb
OK.5; V05.1; Y05.3; JIOKYMEHTA.
OK.6; Y¥06.2; V06.5. Conep:xkanue:
OK.7; ¥07.1. Y07.3. JIMpexTop peMOHTHO-IKCIUTYaTallHOHHOTO MYHHUIIMIIANBHOTO YIIPaBICHUS
OK.8: Y08.2; Ne 15 3otos U. T. 5 okTs10pst TeKyIIero roja u3aaji Mpyuka3 o NOAroTOBKE K yOOpke
OK.9; ¥09.1. ¥09.2. TEPPHUTOPHUIl B 3UMHHUN NepuoJ TeKyIero roaa. I masuslil nmxenep Hukonaes b. B.
OK.10; ¥10.1. ¥10.3. K 15 OKTAOps [O/DKEH NPOBECTH 3aKpEIUICHHE YOHMpaceMbIX TEPPUTOPUM 3a
IK.1.1; ¥3,V4. TEXHHUKaMU-CMOTPUTEISIMH M JIBOPDHUKaM M, COCTaBUTh Tpa(uK IBYXCMEHHOU
IK.1.2; V1,V¥2 paboTel 1o yOOpKEe TpOTyapoB M JBOPOBBIX TeppuTOpui, pa3paborats u
IIK.1.3. V3 COTJIacOBaTh B IMpedeKType OKpyra IDIaH YOOPKH TEPPUTOPHU C TIPHBICYCHHUEM
IIK.1.4; Y3,V4,Y5 JIIOJEH M TEXHUKU BEJOMCTBEHHBIX MPEANPUATHH, paCHOI0KEHHBIX HA TEPPUTOPUU
IIK.1.5; ¥3,Y4,V5 OKpyra.
IIK.2.1; ¥3,Y4,V5 IIpukas w3man Ha ocHOBaHMM mocTaHoBleHUs IIpaButensctBa MOCKBBI OT 8
IK.2.2; V3, ceHTs10ps Tekyiero roga Ne 908 «O roToBHOCTH CITy»O TOPOJCKOTO X03siCTBa K
IIK.2.3; V1,V¥2,V4 y0Oopke TeppuTopuii . MOCKBBI B 3UMHUI IEPHOI.
IIK.2.4; V1,VY2,V4 IIpakTnyeckoe 3axanueNe2
IIK.2.5; V1,¥2,V¥3,V4 CocTaBpTe MUCHMO, O3HAKOMHBIIHUCH C TekcToM. Ompenenure Bce JH
I[K.3.1; V1,¥2 PEKBU3UTHI, HEOOXOIMMBIE IJI JTOKYMEHTa, YKa3aHbl, JOTOJIHHUTE HEIOCTAOIINe
I[K.3.2; V1,¥2 caMoCTOSTENIbHO. VcroNHuTENEeM SBIISIETCS COCTABUTEND IOKYMEHTA.
TIK.3.3; ¥V3,¥4,V5 Coaep:xkanue:
1IK.3.4. V1,V¥2,V3 3akpeiToe akmuoHepHoe obmectBa «HOPUC-KOH» OKIIO 42016445,
[1K.3.5; ¥3,¥4,¥5 OI'PH 0236545600012 MHH/KIIIT 61674787543/616542202 Y. H. bacmannas, 1.
T1IK.4.1; ¥1.Y3,V4,V5 27, ctp. 3 Mocksa, Poccus, 117078 ;Ten. (495) 267 14 28; dakc (495) 267 14 17,
[K.4.2. V1, V4 E-mail: uris@kon.ru. ;20.11.20--. Ne 13/1-29. CocraBunu nucsmo aupekropy OO0
TIK.4.3.Y1, V4. VYpan Amutputo UBanosuuy IletpoBy no aapecy Yn. Hwxkuss [lepBomaiickas, 1.46
[IK.4.4;V4 ropog Mocksa, 105203 .00 ycraHOBIeHHMHM KOHTakTOB. MBI HaMepeBaeMcCs
[1K.4.5.Y3,V4. YCTaHOBHUTH JiesioBble KOHTakThl ¢ ¢upmoit OOO CTAPT. Msbl pacnonaraem
I1K.4.6. V1, ¥3. nHpopmanueir o Tom, uTo Bl MMenu nenoBbie CBsA3M € 3TOH (GUPMOIi B TeueHHe
MHOTHX JIET, ¥ TO3TOMY Mbl ObUIM Obl Bam mpusHartenbHbl, eciau Obl Bel Moriu
MIPOKOHCYJITHPOBaTh HAaC OTHOCUTENBHO €€ KOMMEPUYECKOH JesTeNbHOCTH.
3aBepseMm Bac, uyro momoOHas wuHpoOpManms OygeT HCHOJIb30BaHA CTPOTO
KOH(UAEHIIMAIIFHO, a MbI, CO CBOEGH CTOPOHBI, OyzmeM paapl oOKazaThb Bam
aHAJIOTUYHYIO YCIIyTy B Jro0oe Bpems. 3am. [lupekropa B.B. Ky3neros.
IpakTnuyeckoe 3axanueNe3
CocTaBbTe pPACHOPSDKEHUE, O3HAKOMMBIINCH C TEKCTOM  IPOEKTa
pactopspxenns. Onpenennurte Bce U PEKBHU3WUTHI, HEOOXOTUMEBIE JUII JTOKYMEHTa,
yKa3aHbl, JOMOJIHUTE HENOCTAIOLINE CAMOCTOSATENbHO. McrmomHuTeneMm sBiseTcs
COCTaBHUTEJb JOKYMEHTA.
Conep:xkanue:
B cootBercTBum ¢ Pacmopspkennem Mununctpa ot 04.03.20  Ne 115 «O6
YCHUJICHHH TIPOTHBOIIOXKAPHOI 0€301IaCHOCTH W YCWJICHHHM OXpPaHBl B MEPHOJ
Mpa3gHUYHBIX AHEW» cocTaBuTh npukaz Ne 245 ot 06.03.20 wu3ngaHHBIN
JUpEeKTopoM  Hay4dHO-IIpOM3BOACTBEHHOTO OOBETUHEHHS «Arponpudop» T.
Mocksbl M.JI. ["'aikuHBIM.
B pacnopsauTensHON 4acTH BBIAECIUTD 4 MYHKTA!
1. OO0 opraHu3anmy yOOpKH TEPPUTOPHUN 0OBETUHEHHS
2. O npoBepke COCTOSIHUSA AIIEKTPOIPOBOIKHI
3. O mpenocTaBICHMM B CEKPETapHaT TCHEPAIBLHOTO AMPEKTOpa CIHCKA
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COTPYJHHUKOB, TpeOBbIBAaHWE KOTOPHIX HEOOXOAMMO Ha TEpPUTOPUU

00BEANHEHNS B IPa3AHUYHbBIC THA
4. KoHnTponb 3a HCHONHEHHWEM BO3JaraeTcs Ha TJIABHOTO HHXXEHEpa

obowemuuenus [1.P. XKaposa.
(I'me xaxnmprifi MyHKT paccMoTpeTh o cxeme «Komy?», «UTo HYXHO clemaTth?»,

«Jlo xakoro cpoka?».

Hanpuwmep, x n.1 3aBenyromemy ckiaagom O.H. Hukutury opranmsoBats yOOpKy
teppuropun 10 07.03.20  .)

[TpocraButh B3y riaBHOro MHxeHepa. [loctaBuTh 0TMETKY 00 HCIOJIHUTEIE

IpakTnyeckoe 3aganueNed

CocraBbTe CIy)KEOHYIO 3allUCKY , O3HAKOMHBLIMCH C TEKCTOM 3aJaHUsl.
Ompenenure Bce JIM PEKBU3HUTHI, HEOOXOAMMBIE JUIs JIOKYMEHTa, YKa3aHbl,
JIOIIOJIHUTE HEJOCTAIOIINE CAMOCTOSTENBHO. VcoNHUTEIeM SIBIISIETCSl COCTABUTEINb
JOKyMEHTa
Copep:xaHue:

Hupexropy MuorompogmisHoro koitemka Ne 24 Mycaesoit E.A. ot
MacTepa mpousBoiacTBeHHOro o0OyueHms Coxomosoit T.II. CIIYXXEBHAA
3AIIUCKA B anpene B kabunere Nel3 mpoBomgmimch cieqyrome padoTHL: -
MIPUOOPETEHBI MapKephl U KHUIAKOCTD Il MapKepHOH JHOCKH; - OTPEMOHTHPOBAHO 4
YYEHUYECKHUX CTOJIA; - OTPEMOHTHUPOBAHO S5 MUINYIIMX MAIUH; - OTPEMOHTUPOBAHO
2 CBETWJIbHHKA; - COTJIACHO PACICaHHs IPOBOJSTCS 3aHATHS IPOU3BOJCTBEHHOTO
o0y4yeHHs; - cOrjgacHo rpaduka MPOBOAATCA KOHCYJIbTAIMU IO JIUTUIOMHBIM
paboram; - coriacHo rpaduka mpoBOAATCS (aKyIbTaTHBHBIC 3aHATHS IO
npeamery: «1C: Ilpennpusitue n Kanpei»; - paboraer kpyxok «APT-doro» -
KaXIYI0 ISITHHUILY MPOBOAWTCS TeHEepaibHas yOoopka. MacTep MpOM3BOACTBEHHOTO
obyuenns Coxomnosa T.I1. 23.04.2010
Ipakrnyeckoe 3aganueNes

CocTaBbTe aKT, 03HAKOMUBIIHUCH C TEKCTOM 3afaHus. Onpenenure Bce n
PEKBH3UTHI, HEOOXOMUMBIE Ul JOKyMEHTa, YKA3aHbI, JOIMOJIHUTE HEIOCTAfOLINe
CaMOCTOSATEINBHO. VICIIOMHNTENEM SIBIISIETCSI COCTABUTENh JOKYMEHTA.
Conep:xkanue:

AO3T «Xponometp» 25.01. Texymero roma cocraBuil akT (OCHOBaHHE:
npuka3 gupekropa 3asoaa ot 00.00.00 Ne 134. O BckpeiTun noceuiku. CocraBieH
KOMHCCHEH B cocTaBe: Ipejacefarelb-HauYaldbHUK OTAesna CcHaOxeHus B.A.
MemkoB. Unensl komuccun: 1. Mmxenep 3aBoga B.H. IlaBnos. 2. 3aB.ckiamom
3aBojia M.M. Mankuna. 00.00.00 B agpec 3aBoma mpuObLIa MOCHIIKA C 3aBOJA-
nocTaBIMKa. [Ipy BCKPBITHH SIIMKA HE OKA3aJ0Ch YMCISIIUXCS MO HakIagHoi Ne
187522 ot 00.00.00 12 (mBeHammaTtw) KOPIyCOB Ui 4acoB Mapku «Pakeray.
Komucenss mpunmia k BBIBOAY: IOTpeOOBAaTh OT 3aBOAA-TIOCTABIIMKA JOCBUIKH
HEJIOCTAIOLIEr0 4ucia KOpmycoB g 4acoB Mapku «Pakera». YTBEPXIAIO
Hupexrop 3aBoga A.B. ABpasio. CoctaBieH B 3 s3k3eMIuIspax: 1-il sx3eMIuisp —
3aBOJIy-TIOCTABINUKY; 2-H 3K3eMIusip — 3aBoay Ne 1; 3-if sx3emmisip — B JieTo.
IIpencenatens komuccuun B.A. Memkos, unensl komuccuun B.H. IlaBnos, M.M.
Maskuna. B nemo 501-3 JI.A. KiiroueBa
IIpakTHyeckoe 3axaHueN26

CocraBbTe MPOTOKOJI, 03HAKOMHUBIINCH C TEKCTOM 3amaHus. Omnpenennre
BCE JIM PEKBU3UTHL, HEOOXOIUMBbIC JJIsi JOKYMEHTa, YyKa3aHbl, JOMOJHHUTE
HEJIOCTAIOUIME  CaMOCTOSITENbHO.  VcmosHWTENeM — sIBISETCS  COCTaBHUTEINb
JOKyMEHTA.

Conep:xkanue:

OtkpoiToe axkunonepHoe obmectBo «I3TAJIOH» 23.09.20---. IIpoBoamio
3acelaHie  COTPYJHHUKOB OyXrajTepud, Ha KOTOPOM  BEJCS  IPOTOKOJ.
IIpencenatens K.M, Jleamosa, cexperappr M.B. Xomskos. IIpucyrcrsoBamu 18
yenoBek. [loBecTka IHS: COKpAIleHHE CpOKa COCTAaBJICHHS TOIOBOTO OTYETA.
CooOmenne Oyxrantepa T. CypkoBoi A.M. 0 BO3MOXHOCTH JOCPOYHOTO
mpeacraBieHus roxoBoro ordera 3a 20 rox. CIIYIHAJIM: A.M. CypkoBa —
pabOTHMKM TpYyNIbl y4eTa HMEIT BCE BO3MOXKHOCTH Uil 3HAYUTEIBHOTO
COKpAIIIEHHsI CPOKa COCTAaBIICHUS T'OJOBOTO OTYETa, TOJOBOM oTdeT 3a 20 rop
MOXKET OBITh TNPEICTaBJICH TIPYINNON ydeTa Ha 3 OHS PaHbIIC YCTAHOBJICHHOTO
cpoka. BBICTYIIMJIN: E.H. KporoB (rmaBuelii Oyxrantep). MHO# pa3zpaboTan
HOBBIH rpauk paboT MO COCTaBICHUIO Toa0Boro ordera. Ilpum ycnoBun
BBINIOJIHEHHs HOBOTO rpaduka BCceMH PaOOTHUKAMHM TPYMIIBI ydeTa OyXralTepuH,
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MOXKHO COCTaBUTh JOCPOYHO M CJaTh TOJOBOM OTUET HA 4YEThIpe IHS paHbIIe
ycraHoBieHHoro cpoka. [.A. [llybuna (Oyxrantep). [locpodHoe mpeacTaBIeHUE
rogoBoro oryera 3a 20 ron sBISETCS MOYETHOM W OTBETCTBEHHOW 3ajauci
paboTtHrKOB Oyxrantepun. KomekTuB OyXraaTepuu MOMKET COCTaBHTH T'OIOBOM
OTYET paHbIE CPOKAa, €CIM Bce paOOTHUKM OyayT BBIMONHATH YIUIOTHEHHBIN
rpa¢uk pador. IOCTAHOBWJIN: 1. IlpeacraButh romoBoii otder 3a 20 rom Ha
YEeTBIpE IHS paHblle ycTaHOBIeHHOro cpoka, T.¢ 00.00.00. 2. IIpoBectu ananu3
TOZIOBOTO OTYETa C LIENBIO BBISBICHHS PE3EPBOB, HEOOXOAMMBIX JUIS YCHEUIHOTO
BoinoniHeHus tiana 20 1. [peacenarens (moanuck) K.M. Jlepamos. Cekperapb
(momnuce) U.B. Xowmsikos.

IIpakTHuyeckoe 3axanueNe7

CocTtaBbTe NpuUKa3 MO JUYHOMY COCTaBYy, O3HAKOMHUBIINCH C TEKCTOM
IpoeKTa npukasa. Mcnone3ys ¢GopMmy npukasa o mpuemMe CoTpyaHuKa Ha padoty ¢.
T-1 ( He mocTaromye PeKBU3HUTHI TONOIHUTH CAMOCTOSITENIHHO )

Copep:xaHue:

Wmxenep (2 xateropun) BacumseBa Exatepuna HukomaesHa 1 ceHTSIOps
Tekymero roga mogana 3aseieHune B OO0 «Jlyu» ¢ mpocs0oil nmpuHATH ee Ha
paboTy CrenuannucToM OTAEN KaJacTPOBOIO ydeTa Ha HETOJHBIH paOouuii JeHb.
WNucnekrop mo xaapam CwmmpHoBa W.C. o00bscHmIa, dYro Qupma wuMeeT
BO3MOXXHOCTh NPHHATH Ha pabOTy CHENUATUCTOM (MHKEHEpOM 2 KaTeropuH), HO
Ha OCHOBE CPOYHOTO TPYIOBOrO IOroBopa. TpymoBoil ITOroBOp OBLT 3aKIOYEH 5
CEHTSIOpS M MOJIKCAH OT UMEHH (HPMBI TeHEPATbHBIM TUPEKTOPOM MUPOHOBBIM
JI.C. B ToT e aeHb ObUI M3[aH NpPHUKa3 I0 JUYHOMY COCTaBY, 3aBU3MPOBAHHBIN
CwmupnoBoii U.C. n ropuckoncyibrom XmeneBbiM 1M.O. Tlpukaz Obu1 00bsiBIICH
Bacunbesoii E. H. mox pacniicky 6 ceHTAOpSI.

IpakTnyeckoe 3aganueNe8

CocraBpTe AOKJIAJHYIO 3aIIUCKYy , O3HAKOMHBIIHCH C TEKCTOM 3aIaHUsL.
Ompenenure Bce IJIM PEKBU3HUTHl, HEOOXOAMMBIC JUIl JIOKYMEHTa, YKa3aHbl,
JIOTIOJTHUTE HEJOCTAIOIINE CAMOCTOSTENBHO. VICONMHNTEEM SBIISETCSI COCTABUTENb
JOKyMEHTa
Conep:xkanue:

O coCTOSHUM y4eTa Ha CTPOUTENbCTBE JoMa OTAbixa “CocHOBBIA OOp”.
I'maHomy Oyxrantepy OAO «Crpoitkom» K.JI. AnzapeeBoil: mo Baiiemy
pactnopspkennto MHOIO ¢ 01.09 mo 12.09 tekymero roma Obiia MpoBeAcHA
MIPOBEpKa COCTOSHHUS ydeTa Ha CTPOMTENBCTBE JIOMa OTAbIXa. B pe3ynpraTte
MIPOBEPKH yCTaHOBJEHO ciexytomee: 1. IlpuxomHble M pacXomHbIE JOKYMEHTBHI
cmaroTcs Oyxranrepy ¢ omo3JaHueM Ha 5-6 mHeit. 2. [Ipu mpoBepke (hakTHUECKOTo
Hanuuus marepuasioB no 20 HauMeHOBaHUsM Yy knajnoBiiuka Ilerposa JIL.U. Ha 3
CCHTSAOpST YCTAHOBIICHBI W3IHUINKH: TBo3ued 15 xr, omuder 2 kr. Byxramrep
cTpouTenscTBa goMa otTasixa Mmmma H.T. umeer Bce ycinoBus IJisi MPaBHIIbHOM
MIOCTAaHOBKH ydeTa. [1o3ToMy HEOOXOAMMO IPEUIOKHUTH IPOU3BOAMTENIO paboT
toB. Kpukyny I1.U. u 6yxrantepy MuinuHy JTHUKBHANPOBATH HEMOCTATKH B y4eTe K
01.10 Texymero roxma. Ilpumo’keHue: BEJOMOCTH OCTATKOB MaTepHajoB Ha 3
sucrax. byxranrep Bacun I'.P.

IIpakTHyeckoe 3axaHueN29

CocTaBbTe aKT 03HAKOMHMBIIHCH C TEKCTOM 3anaHus. Omnpenenure Bce Jn
PEKBU3UTHI, HEOOXOIMMBIE Ul MOKYMEHTA, yKa3aHbl, JOTIOIHHUTE HEIOCTAIOIINe
CaMOCTOSTENBHO. McrIOMTHUTEIEM SBIISIETCSl COCTABUTEIND JOKYMEHTA.
Coaep:xkanue:

VHBeHTapu3alMoOHHAsT KOMHCCHS, CO3/1aHHas HAa OCHOBAaHUM IIpHKa3a
JupekTopa MOCKOBCKOTO 3aBOjia IO PEMOHTY 4acOB U IOBETUPHBIX u3nenuil Ne 24
ot 15 ¢eppans Tekymiero roga, B coctaBe npeacenarens OctpoBckoro J.A. (3am.
TJIaBHOTO OyXrajirepa 3aBojaa) M uieHoB komuccuu [lerpooit O.H. (Oyxranrepa),
Hockoroit H.W. (cT. 5KOHOMHCTA TJIAHOBOTO OTJENa) MPOU3BENIAa PEBH3UIO KACCHI
3aBoJia MO COCTOSIHMIO Ha 16 ¢eBpans Tekymiero rojga. PeBusus mpoBonpuiach B
npucyTcTBuM Kaccupa 3aBoja Kapramosa H.M. B pesynbrare npoBeneHHON
peBU3UH OBIIO YCTAaHOBJICHO, YTO OCTATOK HAJIWYHBIX JEHEr B Kacce COCTaBIIIET
1030 py6mneit 00 xorm., ocrtaTok JaeHer mo kaccoBoil kaHure — 1030 py6. 00 xor.
Jlpyrux meHHOCTEH B Kacce 3aBOJa HE OOHApyKEHO, YTO COOTBETCTBYET JAHHBIM
yuera. Komuccus Taxke yCTaHOBHMIIA, YTO IMOPSJIOK BEAEHHS KacCOBOW KHHTH U
XpaHEHHsl JEHET COOTBETCTBYET TpeOOBaHMsAM [loyoXeHUst 0 BEAEHHM KacCOBBIX
olepanMii  roCyJapCTBEHHBIMH,  KOONEPATUBHBIMH M OOIIECTBEHHBIMHU
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MIPEANIPUATHAMY, YUPEXKICHUSIMHA U OpraHu3aiusMu. JJoKyMeHT ObUI COCTaBJIEH B
3-x ax3emmupipax (1-ii — . Oyxranarepy, 2-if — B IUIAHOBO-3KOHOMHYECCKHI OTIEI,
3-it — B memo 01-05). Akt BcTymmia B [IeiiCTBHE ¢ MOMEHTa YTBEpP)KICHHS
JUPEKTOPOM 3aBOJIA.

pakrnyeckoe 3aganueNel(

CocraBpTe NHpHKa3 MO JMYHOMY COCTaBY, O3HAKOMHBIIMCH C TEKCTOM
mpoekTa mpukasza. Mcmonesys , popMmy mprkasza o MpeKpameHud ( pacTOp>KEHIH)
TPYAOBOI'O JOroBOopa ¢ paboTHHKOM (yBoibHeHuH) ¢(.T-8 (He mocraromiue
PEKBHU3HTHI JIOTIOJIHUTH CAMOCTOSITENILHO).

Heo0xoanmMo mpoBecTH YBOJBHEHHE B COOTBETCTBUHM CO CTaThsMU 1pyInoBOro
Kkojekca PO.
Conep:xkanue:

IIpexpamenun ( pacTOpKEHUHU) TPYLOBOIO AOTOBOPA CIIEIHAIICTa
(nmxeHepa 2 KaTeropum) OTAelNa KaacTPOBOTO yUeTa 110 HHAIINATHBE pabOTHHUKA B
CBSI3M C NIEPEBOJIOM B APYTYIO OpPraHU3anuio ( Ha JOJDKHOCTD PYKOBOIHUTEINS OTAENA
KaJacTpOBOTO yUETa).

IlIpakmuueckoe 3a0anueNel 1

Hcnionb3yst naHHbIE IPOEKTa JOKYMEHTa IPOAaHAIM3UPYITe IPaBUIbHOCTh
oopMIICHHS M pacTIONOXKEH!Us peKBU3UTOB. U ompenenute , 94TO e1e HeoOX0IMMO
MIPEANIPUHSTH /IS YBOJILHEHUS paOOTHHKA.

Conep:xkanue:

IIpexpamenun ( pacTOpXKEHHH) TPYAOBOTO JOTOBOpa CIEIHAIICTa
(umkeHepa 2 KaTeropuu) OT/esa KaaacTpoBOro y4era [0 HHULUAaTHBEe pabOTHHKA B
CBSI3U C NIEPEBOOM B JIPYTYIO OpraHU3anuio ( Ha JOJDKHOCTh PYKOBOJUTENS OTIENa
KaJacTPOBOTO y4eTa).

IlIpakmuueckoe 3a0anueNel2

Bce ympaBieHdeckne paOOTHHKM MPEANPHATHH W OpraHU3aluil JOJKHBI
YMETh COCTaBIISAITh U O(MOPMIIATH IOKYMEHTAIMIO B COOTBETCTBHU C TpeOOBaHHA
I'OCT P 7.0.97-2016 «Cucrema craHmapTOB 1O WHpOpPMANNH, OHOINOTEYHOMY U
n3garenbckoMy  Aeny.  OpraHM3alMOHHO-pAacHOpsOUTENbHAs — JIOKYMEHTALHS.
TpeboBanust k odopmieHuto mokymeHtoB» (B3amen I['OCT P 6.30-2003).
[IpennosxeHo NCIOIB30BaTh CIEAYIOIINE PEKBU3HUTHI B IIOATOTOBKE JOKYMEHTAIIUU!
NPU TOATOTOBKE PACIOPSHKEHHS HCIIONb30BaTh PEKBH3MTHI OJlaHKa IPHKa3a;
NIPOBECTH YTBEPXKJCHUE JOKYMEHTa; OCYIIECTBUTH MOJNUCAHUE IOKYMEHTa
cocraBuTereM. UTo B 3TOM cirydae HEOOXOAUMO MPEAIPUHITH?

IlIpakmuueckoe 3a0anueNel3

Bce ympaieHdeckne paOOTHUKM MPEINPHUITHH M OpPraHW3alMi IOJKHBI
YMETh COCTaBIATH W O(OPMIIATH AOKYMEHTAIMIO B COOTBETCTBHU C TpeOOBaHMS
T'OCT P 7.0.97-2016 «Cucrema craHmapTOB 10 WHPOpPMANUH, ONOTHOTCIHOMY U
n3garenbckoMy  Aeny.  OpraHu3allMOHHO-pacHoOpsOUTENbHAs — JIOKYMEHTAIHs.
TpeboBanust k odopmieHHO nokymeHToB» (B3ameH ['OCT P 6.30-2003).
Heo0xonnMo MOATOTOBUTH MPOEKT OJaHKAa MUChMA C YTJIOBBIM PACIOIOKEHHEM
PEKBH3MTOB HCHOJB3YSl CIIEAyIOLIMe peKBU3UTHl. Kakue HEHCTBUS OJDKEH
MPEANPUHSTH pA0OTHUK aHHOIT OpraHu3anu’?

IlIpakmuueckoe 3a0anueNel4

Bce ympasieHdeckue paOOTHHKH MPENPHUATH M OpraHu3aluil J0JKHBI
YMETh COCTAaBISITh U OGOPMILITH JOKYMEHTAIMIO B COOTBETCTBHU C TpeOOBaHMS
I'OCT P 7.0.97-2016 «Cucrema crangapToB 10 MH(GOpPMAIMH, ONOIMOTEUHOMY U
n3garenbckoMy  Aeny.  OpraHu3allMOHHO-pacHopsauTeNbHas — JIOKYMEHTALusl.
TpeboBanust k odopmieHuo aokymeHTtoB» (B3amen ['OCT P 6.30-2003).
Heo0xoanMo TMOATOTOBUTH MPOEKT OJaHKa KOHKPETHOIO BHJA JOKYMEHTa C
MIPOJIOJBHBIM ~ PACIIOJIOKEHUEM PEKBH3HTOB HCIIONB3YS CIEAYIOIINE PEKBU3HTHI
Kakne nelicTBust 10JDKEH NPEANIPUHSTE paOOTHHUK JaHHOW OpraHu3aluu?
Ilpakmuueckoe 3a0anueNel5

Bce ympaBneHueckne paOOTHHKH MPENNPYSITHA U OpPTraHU3allui TOJKHBI
yMeTh paboTaTh € BXOJSIIUMH JAOKYMEHTAMU U MPENOCTABIATH Pe3yJbTaT ITOM
pabotel. CekpeTapb PYKOBOIUTENS Tepenal BaM IOJYYCHHBIM JOKYMEHT Ha
KOTOPOM YKa3aHa Pe30JIONUs PYKOBOAUTEIS U €CIIM U3BECTHO, YTO OHA 0(hOpMIICHA
30.10. . ® cCcOmEpKUT pACHOPsDKEHHE O HAa3HAYCHWH OTBETCTBEHHBIM
ucrionaureneM Poroa B.C. 3a corylacoBaHuMe TEXHHYECKOTO 3aJaHusl 110
KOHTpakTy B cpok no 15.11. . Ilpoananusupyiite JIOKYMEHT M MOSICHUTE KTO
SIBJSIETCS. OTBETCTBEHHBIM HCIIOJHUTENEM , KaKOH CPOK HCIIOJHEHHUS , M YTO
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HIpeJOCTaBUTh. APryMEeHTUPYITE CBOI OTBET.
Ilpakmuueckoe 3a0anueNel6

Bce ympaBnendyeckre paOOTHHKH HPEANIPUSITANR W OpPTraHU3alW JOJDKHBI
YMETh BECTH ONEPAaTHBHOE XPaHEHHE JOKYMEHTOB. M mpakTHdyecku y KaXkIoro B
TEUYCHUN KAJICHIAPHOTO Toja HAKAIUTMBAIOTCS PAa3IMYHOTO poJa JOKYMEHTBI, HX
¢dbopMupyIOT B TamkW, TA€ JOKYMEHTHl B [alKaXx HE YYHUTHIBAIOTCS.
[TpoananusupyiiTe W MOSICHUTE cucTeMy (POPMHPOBAHMS IET W ONEPATHBHOTO
XpaHeHus JoKyMeHToB. Kak HeoOXoAuMO OpraHu30BaTh XpaHEHHE JOKYMEHTOB U
HCKJIFOUUTH MOTEPIO?

3HaHus

KoHTposbHbIE BOIPOCH

OK.1; 301.1 301.2 . 301 4.
OK.2; 301.2.
OK.3;303.1 ; 303.2;
OK.4;304.1. 301.4,
OK.5; 305.1. 305.3.
OK.6; 306.2 306.5;
OK.7; 307.1; 307.3.
OK.8: 308.2

OK.9; 309.1.309.2
OK.10; 310.1 310.3
TIK.1.1; 31,32,36,
TIK.1.2; 32,34,35, 36
TIK.1.3; 31 32; 33
TIK.1.4; 32,33,36,
TK.1.5; 31,32,36,
MK.2.1; 31,32,
TK.2.2; 31,32,V3,
T1K.2.3; 33,34,35, 36
TIK.2.4; 33,3435, 36
TIK.2.5; 33,3435, 36
TIK.3.1; 32,34,35,
T1K.3.2; 32,33,34,35,
T1K.3.3; 31,32,36,
T1K.3.4; 34,35, 36
T1K.3.5; 31,32,36,
TK.4.1; 33,35,36,
TK.4.2; 35,

TK.4.3; 35,
T1K.4.4;34,
TK.4.5;32,
T1K.4.6;31,32,35,

1. OcHoBHBIE TI€TH, 3a7a9H, IPUHITUIIEI cOBpeMeHHOTO JJOY

2. Tlonstue noxkymenTta. Bumpl n knaccudukanus ynpaBlIeHIECKUX TOKYMEHTOB

3. Tlomsarne moxymeHTa U ero QpyHKIH. Poib ciryKeOHBIX TOKYMEHTOB B CHCTEME
YTIpaBIICHUS.

4. Yuuduxauus W CTaHIAPTH3aLUs JOKYMEHTOB. YHHU(HUINPOBAHHBIE CHCTEMBI
JOKYMEHTaIIUH.

5. HopmatuBHO  mpaBoBOe  oOecricucHHe
JIeATeNILHOCTh pabOoThI C JOKYMEHTaMH.

6. HopmatusHo-mpaBoBoe obecnedycnue JOY — periiaMeHTUPYIOIIUE CO3MaHUE U
odopmIIcHHE TOKYMEHTOB.

7. HopmatuBHO  mpaBoBOe  oOecredeHne
JEeATeIbHOCTh XPaHEHUSI JOKYMEHTOB

8. OoecrieueHne IOPUANIECKON CIIIBI M ayTEHTUYHOCTH JOKYMEHTA

OcHOBHble TpeboBaHUSA K COCTaBNEHMIO MU 0dpopMIeHUIO oKymeHToB. (TOCT P
7.0.97.-2016.).KpaTKas xapaKTepu1CTUKa.

9. IlonsTue pekBu3uTa JOKyMeHTa. TpeOoBaHMs, IPEABSIBIsAEMbIE K OQOPMIICHHIO
PEKBU3UTOB

10. TpeGoBaHus K O(OPMIIEHHIO OCTOSHHBIX PEKBU3UTOB CIIY)KEOHOTO JOKYMEHTa
11. TpeGoBanuss K OGOPMIICHUIO TEPEMEHHBIX PEKBU3UTOB  CIIy>KEOHOTO
JIOKyMEHTA

12. TpeboBaHusI K OOPMIICHHIO OJIAHKOB CITY)KEOHBIX JOKYMEHTOB.

13. DnekTpoHHbBIE NOANUCH: KTacCU(UKAINSI U TOPAIOK IIPUMEHEHUS

14.Tlonsatue noxymenra. Kiaccmduxamust opraHM3allMOHHO-PacHOPSIUTEIBHBIX
JIOKyMEHTOB

15.Ha3HaueHne ¥ BHIBl OPraHW3AlMOHHBIX JIOKYMEHTOB.
PEKBH3UTOB OPTraHW3AlMOHHBIX JOKYMEHTOB

16. Opranuzanuonssie 1okyMeHThI ( [lonoxenue, J{0JKHOCTHAS] HHCTPYKIIMS, )
17.Ha3znauenne © BHABl PACHOPSIIUTENBHBIX JOKYMEHTOB. (OcobGeHHOCTH
IMOATOTOBKH U HAIMCAHUA PACHOPAIUTEIIbHBIX TOKYMEHTOB .

18. OpopmiteHne pacnopsigUTENbHBIX JOKYMEHTOB IPHHUMAEMbIX KOJIETHATIBHO
19. OdopmiteHHE PaCOPSAAUTEIBHBIX TOKYMEHTOB MPUHUMAEMBIX €IHHOJIAYHBIM
peleHueM

20. Ha3naveHue n BUbI HH)OPMAMOHHO-CIIPABOYHBIX JTOKYMEHTOB . TpeGoBaHus
K opopmiteHH!IO.

21. CnpaBouyHo-uH(OpManMOHHAs JOKyMeHTauus. [IpaBmia cocraBieHHs U
oopMIIeHNS TOKIIaJHBIX, O0BSICHUTEIBHBIX U CITy>KEOHBIX 3aIUCOK, NPEIOKECHUH

JOY  —permaMeHTHpYIOLIUX

A0V  —pernaMmeHTHPYIOLIUX

TumoBoit coctaB

22. CipaBOYHO-aHAIMTUYCCKAsT  JOKYMCHTANWSA: TpaBUIIA  COCTABICHHA U
0o(pOpMIICHHS aKTOB.
23. CpaBo4yHO-MH(DOPMAIIMOHHAS ~ JOKYMEHTAI[HS mpaBwia  ohopMIICHUS

MIPOTOKOJIA

24. CoBpeMeHHOE 1e10B0€ MUChbMO. [IpaBuiia cocTaBieHus 1 0POPMIICHHUS.

25. CocTaB 0053aTEIbHBIX TOKYMEHTOB KaJpPOBO# CITyKOBI.

26. OcoOEHHOCTH TIOATOTOBKH TOKYMEHTOB IO JIMYHOMY COCTaBY MpPEmIpHsATHs(
IpueM Ha padoTy)

27.0co0eHHOCTH  TOATOTOBKM  JOKYMEHTOB 110  JINYHOMY
npennpuaTHs(MpeKpameH|ue TPyA0BOro 10roBopa ¢ pabOTHHKOM)

28. Ha3HaueHHe M cOCTaB JIOKYMEHTALMH I10 JIMYHOMY COCTaBy (pe3tome, JINYHOE
JIeTI0, TMYHAs KapTOuKa),

cocTaBy

29. TTonsitue goKkymeHtoobopora. IIpuem, 06paboTKa U pacipeaeIcHIe BXOIIIINX
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JIOKyMEHTOB
30. IIpaBuia pabOThI ¢ HCXOAAIMIMMH JOKYMCHTAMHU

31. Dtambl ¥ TOPSIOK PabOTH C BHYTPEHHUMH JOKYMEHTAMH

32.Tlopsimok  HampaBiIeHHs Ha WCIONHEHWE ¥ pabOThl HCHOJNHHTENS C
JIOKYMEHTaMH

33. OpraHmanus apXuBHOTO XpaHEHHS JOKYMEHTOB ( TEKyIllee XpaHeHHe)

34. Oco0eHHOCTH COCTaBIICHHUSI HOMEHKIIATYPHI JeTT

35.Iopsnok ¢opmupoBanust u odopmieHuss aen. [loAroToBka IOKYMEHTOB K
apXUBHOMY XPaHEHUIO

36. AkTyanbHbIe po0JIeMbl BHEJIPEHHSA CHCTEM JIEKTPOHHOTO
JOKyMEHT0000pOTa.

37. DNeKTPOHHBIA JTOKyMEHTOOOOPOT M €ro MOpsJA0K OOMEHAa 3JIEKTPOHHBIMU
JIOKYMEHTaMU

38. BimsiHue cpencTB MeXaHH3allMy ¥ aBTOMATH3aluK Ha CO3/IaHUE JOKYMEHTOB U
ux hopmy

39. Opranmanus aBTOMAaTH3UPOBAaHHOTO pabodero mecra .CpenctBa oOpabOTKH
JIOKYMEHTOB.

40.Bugpl OprTEXHHKH M CIIOCOOBI €€ HCIOJIb30BaHMS B JOKYMEHTAIlMOHHOM
o0ecIeYeHNH yIIPaBICHUS

41.CpenctBa TeJIEKOMMYHHUKAIlMM, OJCKTPOHHOW TIOYTHI INpu pabore ¢
3NEeKTPOHHBIMH JJOKYMEHTaMH.

Kpurepun oueHku 3K3amMeHa

—«OTIUYHO» - TEOPETHUECKOE COJIEpKAHHE Kypca OCBOCHO IOJIHOCTHIO, Oe3 MpoOeIos,
yMeHusi cpOpMUPOBaHBI, BCE MPEIYCMOTPEHHbIE MPOrpaMMOil yueOHbIe 3a/laHHsl BBIIOJIHEHBI,
KayeCTBO UX BBIIIOJIHEHUS OLIEHEHO BBICOKO.

—«Xopouio» - TEOPEeTHUECKOE COJAEp)KaHUE Kypca OCBOCHO IOJHOCThIO, 0e3 mpolenos,
HEKOTOpble yMEHUsS C(HOPMHUPOBAHBI HEAOCTATOYHO, BCE MPEAYCMOTPEHHBIE MPOrpaMMOil
yueOHbIe 3aJaHHsI BBINIOJIHEHBI, HEKOTOPBIE BU/bI 3a/IaHUH BHIIOIHEHBI C OIINOKaMHU.

—«Y IOBIIETBOPUTENBHO» - TEOPETUYECKOE COJIEp’)KaHHE Kypca OCBOEHO YaCTUYHO, HO
npo0esbl He HOCAT CYIIECTBEHHOI'O XapakTepa, HeoOXOAUMbIE YMEHHUsl paboThl C OCBOESHHBIM
MaTepuajioM B OCHOBHOM C(HOpPMHUpOBaHBI, OOJBIIMHCTBO IPEAYCMOTPEHHBIX IMPOrpaMMOil
o0y4yeHMsI yuyeOHbIX 3aJJaHM{ BBINOJIHEHO, HEKOTOpbIE M3 BBINOJHEHHBIX 33JaHUI CcojaepiKaT
OIMOKH.

- «HeynoBieTBOPUTETHHOY» - TEOPETHUECKOE COJEPKaHUE Kypca HE OCBOEHO, HEOOXOIMMbIe

yMeHHs He ¢(hOpMUPOBaHbI, BBINOJIHEHHbIE YUeOHBIE 3a/laHUs COJIEpKaT IpyObie OMINOKU
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[Tpunoxxenue 1

AKTUBHBIE U UTHTEPAKTUBHBIE METO/IbI OBYUEHMU A
1. AXTHBHBIE U MHTEPAKTUBHBIE METOABI MCIIONb3YIOTCSA IIPU MPOBEACHUN TEOPETHUECKUX
Y IIPAKTUYECKUX 3AHATUM:

Paznen/rema IIpumeHsieMble aKTUBHBIE U Kpartkas xapakTepuctuka
WHTEPAKTHBHBIC METOMBI

Pazpen 1. Jlexuus Bu3yanuszanus; 1.Ilepenaya mHbOpMAIIMKA O IOKYMEHTaX U
JloxymMeHTHpOBaHUE KomnektuBHast MbICIUTENBHAS TpeOoBaHMit Kk odopmienuio. WM3yuas
JESATEIBHOCTH IESITeNbHOCT (MO3rOBOM IITYPM); | IIPHMEpEI odopmireHHs PEKBH3HUTOB
OopraHusalui, AHanu3 KOHKPETHON CUTyalluu nmokyMeHTOB B cootBercTBHH ¢ ['OCTom
TIPEAIPUATHS, ( odopmiieHEEe PEKBU3UTOB 7.0.97.2016 cTymeHTH aHANM3HPYIOT HE
YUpEKICHUSA 00€eCIeuNBAIOINX IOPHIANIECKYIO TOJIBKO MIOCJIEAOBATEILHOCTD n

CHITy TOKYMEHTY); NpPaBMWJIBHOCTE  OGOPMJIGHUS , HO H

IOPUINYECKYIO CUITY TOKYMEHTA.
2.KonnektrBHOE 00CYy)KACHUE, OGOPMIICHHE
U BBISBIICHUS] 0COOEHHOCTEH B O(OPMIICHUH
PCKBU3UTOB YIIPABJICHUYCCKUX JOKYMCHTOB.
3.Ilo MIpEI0KEHHON CUTYaIUU-
VOpa)XKHEHUIO CTYACHTHl WHAWBUIYAIEHO
BBICTPAaWBaIOT, OQOPMILTIOT M PACIIONATAIOT
PEKBU3UTHI, KaKk Ha OllaHKe, Tak M MpH
(bopMHUpPOBaHUH TOKYMEHTA

1.CtymeHTHl, W3y4Yas pa3JIMYHbIC BUIBI
6s1aHKOB, (GOPMYISIPHI TOKYMEHTOB B X0OJ€
OOCYXIEHUSI ~ COCTaBIAIOT  IIepeueHb
PEKBU3UTOB, ONpEAENSIOUMN KOHKPETHBIN
BUJI IOKyMEHTa, OiaHka. 1 npoeKkTHpyIoT
TUTIOBBIE 00Pa3IIbI.

2. o MIPEUIOKEHHO CUTYyaIuu-
VOpaXHEHUIO  CTYIEHT  CaMOCTOSTENBHO
NPUHUMAeT pelmIeHHe, KaK IPaBHIBLHO
MPOCKTHPOBATh U PACIONOKHUTh PEKBU3UTHI

OnaHkKa
Pasnen 2. Cuctemsl KonnexTtuBHas MbICIUTENbHASL 1. Ha ocHOBaHMH BHUJIOB U (HOPMYISIPOB-
JIOKYMEHTAI[IOHHOTO JeATeIbHOCTh ( MO3rOBOM IITypM); | 00pasioB OpTaHHU3aLOHHBIX,
obecrieueHus AHann3 KOHKPETHBIX CUTYaIHH pactopsiIUTeNIbHBIX, HMHPOPMAIIMOHHO -
yIpaBIEeHUs ( moxroToBKa Keic-makera ¢ CIpPaBOYHBIX  JIOKYMEHTOB, a TakK e
JOKYMEHTaMH); JIOKYMEHTOB JIMYHOTO COCTaBa CTYZICHTHI
['pymnmoBsie JUCKYyCCHH; XapakTepu3yoT MPUHAUICKHOCTh K TPYIIIe

cuctemsl OP/l, aHanu3upyroT NpaBUIbHOCTh
oQOpMIICHHS M PACIIOJIOKEHUSI OCHOBHBIX
PEKBU3UTOB JOKYMEHTOB.

2. Tlo mnOpeanoXeHHBIM  CHUTyalUsIM-
YIPaKHEHUAM CTYIEHTBl IIOArOTaBIMBAOT

OpraHU3alIOHHbIE, pacrnopsIuTeIbHbIE,
MH(OPMALMOHHO - CIIPaBOYHBIE JOKYMEHTHI
u o0cyxnaror MPaBUIBHOCTh Hx
COCTaBIICHHUSI. Odopmisist
OpTaHHU3aI[IOHHBIE, U JOKYMEHTHI JINYHOTO
cocraBa CTYICHTHI paboratoT c
YHU(DHUIINPOBAHHBIMHA ¢dbopmamu u

00CyXIIal0T IPABUIILHOCTH UX OhopMIIeHUS

3. O6yuaromumecs MUKpOrpyHIaMH
MOJITOTABIIUBAIOT MaTepHuall ( KeHC-ITaKeThI C
JIOKyMEHTaMH ) BEIETCS OOCYKICHHE
MpOOJIEMHBIX BOTIPOCOB CBSI3aHHBIX C
odopmiieHnem noKymeHTauu. B
pe3ynbTate 00CyKAeHHs chOpMHUPOBATH
001IMe MOHATHUS TIOCTABICHHON TPOOJIEMBI.
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Pasnen 3. Texunonorun
JIOKYMEHTaIlHOHHOTO
obecrieueHus
YIpaBICHUSL

Jlexuust — BU3yaIu3amys;
AHanu3 KOHKPETHBIX CUTYaLUi;
OdopmiteHIe OTYECTHBIX,
PETHUCTPAIOHHEBIX (HOpM, U
TUIOBBIX ()OPM AJISI TOATOTOBKH
JOKYMEHTOB K XPaHEHHIO
I'pynnoselie nuckyccum;

1. [lepenaya uHpopMaIKU O
JIOKYMEHTO000POTE U €ro MPaBUIbHON
OpraHu3aliy B YIPaBICHICCKOM
nesitenbHOCTH. OOCYKACHHE CXeM
JIOKYyMEHTO000pOTa MPEANPHUATHS U
B3aUMO/ICHCTBHUE C YIPABICHIYCCKUMHU

MPOLIECCAMH.

2.Ha OCHOBaHUH CXEM, Ta0IuIL,
MapIIpyToB JIBMKEHHSI CTYJICHTBI
OTIPENICIISAIOT U BBICTPAUBAIOT JIOTHUCCKYIO
CTPYKTYpY  HPHHIIUIIOB, OLICHOYHEIX
MoKa3aTese, KBaJTU(UKAIIHIO

JIOKyMEHTOO0OpOTa  OpraHH3aIiu u
IIBIDKEHUS TOKYMEHTOIIOTOKOB.

W3yduB OCHOBHBIE TIPUEMBI H METOMBI
perucTpanuu JIOKYMEHTOB CTYACHTHI
HACTONB3Ys  (OPMBI  pETHCTpallii |
MIPEUTOKEHHBIC UM JOKYMEHTHI, 3aIIOHSIIOT
(hopMBI u JIENAIoT BBIBOIBI.
[IpoananusupoBaB ocoOeHHOCTH U (HOpMBI
COCTaBJICHUS HOMEHKJIATYPbI JedL.,
(dhopMUpOBaHUS JTOKYMEHTOB JUIs XPaHCHUS
CTYIICHTBI COCTaBIISIIOT JIOTHYECKYIO
CTPYKTYpyY W  HaxoOdAT  pElIeHud B
3aIOTHCHUA (POPM.

[Mo mpennoXKeHHBIM CHUTYallHsIM CTYICHTHI
MPOBOIAT O0OPabOTKYy ITOKYMEHTOMOTOKOB,
TIPOBOJIAT aHan3 moKasaresen ,
COCTaBIISTIOT MapIIPYTHI IIBIKCHUS
JOKYMEHTOIIOTOKOB B OpTaHU3aINH,
PETUCTPUPYIOT  JOKYMEHTBI, OIPEIEISAIOT
KOHTPOJINPYEMBIE JIOKYMEHTBHI 51
(OpPMHUPYIOT OTHYETBHI.

IlpoBoasiT aHanu3  Jed,  JIOKYMEHTOB
TEKYILEro XpaHEeHUs, (hopmupyroT
JOKYMCEHTHI [JIsI OpraHu3alliu XpaHCHUs, a
TaK JK€ COCTABISAIOT HOMEHKJIATYpPY el
CTPYKTYPHOTO TTOJIpa3IeICHUsI.

3. Oby4atromnuecss MEKPOTPYIIIaMA
MOJITOTABITUBAIOT MaTepHral ( BUAC
MPE3CHTAINN) BeJeTCs 00CYXKICHHE
MIPOOJIEMHBIX BOIIPOCOB BHEIPEHUS U
UCIIOJIb30BAHUSI DJIEKTPOHHOTO
JIOKyMEHT0000pOTa U CPEJCTB
TCJICKOMMYHHKAaIUXU KaK O/THa U3
texHonoruit JIOY. B pesynbrate
o0cyxieHus1 ChOpMUPOBATTH OOIIIHE
TIOHSTHUS TTOCTaBJICHHON TPOOJIEMBL.
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MEPEYEHb IPAKTUYECKHNX 3AHATUI

ITpunoxxenue 2

Paznensr/Tembr TeMbI npakTH4eCKUX/1abopaTOPHBIX Konuuectso Tpebdosanuss PI'OC CI1O
3aHITHH 4acoB (ymetn)
Pasnea 1. lokyMeHTHpOBaHUE AeATEJBLHOCTH OPraHU3ALUH, 4
NpeANPUSITHS, YUPesKIeHUs
Tema 1.3. Nel. OdopmieHne OCHOBHBIX pEKBU3UTOB 2 Vi
Hopwmsr u npasuna B cootBercTBru ¢ [OCT P 7.0.97-2016.
odopmieHns «Hauuonansusiii crangapt Poccuiickoit
CITy’KeOHBIX Oeneparun. CucTeMa CTaHAAPTOB TIO
JIOKYMEHTOB nHpOpMAINH, OMOIHOTETHOMY 1
n3paTenbckomy neny. OpraHusalnoHHO-
pacnopsauTeiibHas JOKYMCHTALUs.
TpebdoBanus Kk 0(OPMIICHUIO
JIOKyMEHTOB"
Tema 1.4. Ne2. CocraBnenue u oopmiieHue 2 Y1
Hopwmsl u npasuna pa3IMYHbBIX BUJOB OJ1aHKOB (001Iero
odopmiicHHs OJJAaHKOB | OnaHKa, OJaHKa MHCbMa, KOHKPETHOTO
JIOKYMEHTOB OJ1aHKa).
Pasnea 2. CucremMbl JOKyMEHTALlHUOHHOTO 00ecnedeHust 6
ynpaBJeHHst
Tema 2.2. Ne3. Cocrasnenue u opopMIreHIE 2 V1;V¥2
PacnopsianTensHas PpacIopsIIUTENIFHON JOKYMEHTAINH
JOKYMEHTaIH (mpuKa3 10 OCHOBHOM JESITEIbHOCTH,
pacriopsbKeHue, ykasaHue,
MIOCTAHOBJICHHE);
Tema 2.3. Ned. Cocrasnenue u oopMIICHHE 2 V1; V2
WudopmannonHo- nH(pOpPMaIMOHHO-CIIPaBOYHBIX
CIIpaBOYHas JOKYMEHTOB (CITy>K€OHBIX IHCEM,
JIOKyMEHTaIHs MIPOTOKOJI, aKT, JOKJIa{Hasl 3alncKa,
CITy>KeOHBIC 3aITUCKH );
Tema 2.4. Ne5. CocraBnenue u oopMIICHHE 2 YI1;¥2
JloKyMeHTHpOBaHHE JOKYMEHTAIUH 110 TMYHOMY COCTaBY C
TPYIOBBIX OTHOLICHUH | MCHOJB30BaHUEM YHU(DHUIIMPOBAHHBIX
¢dopm.
Pasnen 3. TexHo10rum 10KyMeHTALMOHHOIO o0ecnievyeHust 6
ynpaBJeHusl.
Tema 3.1. Ne6. CocTaBiieHHE STANlOB JABIKCHUS K 2 V1;¥2;V4
Opranuzanus 00pabotku nokymenToB. [Topsimok
JOKYMEHT0000poTa 3aI0JIHEHHs] PErUCTPALMOHHBIX GopM 1
BeJICHHE KOHTPOJIS 32 UCTIOJIHEHUEM
CITyKEOHBIX JOKYMEHTOB C
HCTIONB30BaHHEM aBTOMATU3UPOBAHHBIX
TEXHOJIOTHH
Tema 3.2. Ne7. TloaroroBka JOKYMEHTOB IS 2 V3;V4
XpaHeHHe JOKyMEHTOB | (hOPMUPOBAHUS U XPAaHEHHS JEL.
Tema 3.3. Ne8. Tlepenaya nHDOpMAIK U CPEICTBA 2 V4;V5
Wudopmannonusie TENIeKOMMYHHKAI[HOHHBIX TEXHOJIOTHH B
TEXHOJIOTHH B JIEKTPOHHOM JJOKyMEHT0000pOTE
JOKYMEHTAI[HOHHOM
obecrieueHNN
yIpaBJIeHUS
HUTOIo 16
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OBPA3OBATEJIbHBII MAPIIIPYT

[Ipunoxenue 3

Kontponupyemsie
KonrponbHast Touka Pas/ieIet (Temsi) KoHTponupyemble pe3ybTaThl O1leHOYHBIE CPEICTBA
yaeOHOH
JICUUTUTHHBI
Nel Paszmen 1. OK.1;301.1 301.2 Kontponpnas 1. TecToBrie
HoxymentupoBanu | Y01.1;Y01.2. pabota Nel 3a/laHus 10 pasgeny
€ JIesITeIIbHOCTH OK.2; 302.01 Y¥02.01 2. IIpaktuueckoe
opraHu3anuH, 0K.04. 304.1 Y04.1 : 3aganue Ne 1
MPEIIPUITHS, OK.5: 305.1. 305.3. ’ 3. [IpakTuueckue
YUpEKICHUS YOS.{;YOS.S; 3anatue No 1,2.
0K.07; 307.1;¥07.1;
0OK.9; 309.1.Y09.1
IK.1.3. 31; 32; 33;V¥3;
IIK. 2.2.31; 32; ¥3;
IK.4.2; 35, V1, V4,
IK.4.3;35,V1; V4,
I1K.4.6.31,32,35,Y1,;VY3;

N2 Paznen 2. OK .4;304.1.301.4,Y04.1 ; KonTponbHas 1. TecTroBbIe
CucremMbl OK.7; 307.1; 307.3.Y07.1 pabota Ne2 3a1aHH 110
noxymentammons | [IK 1.2; 32343536 V1 pasaeny
oro obdecreyeHus V2 V3 V4 2. [Toptdonuo
YIpaBJICHUS TK1.3: 31 3233 V3 (mpunoxxeHue

T1K.2.3;33 343536 V1 V2 V4 o6pasiios
T1K.2.4;33 343536 Y1 Y2 V4 JIOKYMCHOB)
TK.3.1; 333435 V1 V2 3. Hpaxtucciue
TK.3.2:3233 3435 V1 V2 sanATA Ne 3,4,5
ITK.3.4;34 3536 Y1 V2 V4
I1K4.2; 35 V1 V4
I1K4.3;35 V1 V4
I1K4.4; 34 V4
11K4.6;31 3235 V1 V3
Ne3 Pasnen 3. OK.3;303.1; Y03.2; Htorosoe 1. TectoBbIE
Texnooruu OK.6;306.2 Y06.5; TECTUPOBAHUE 3aJJaHMs
JIOKYMEHTAI[HOHH OK.8: 308.2 ¥08.2; 2. IIpakTuaeckoe
oro obecrnieueHust OK.10; 310.1 Y10.1 3ananue ( Keiic-
yIpaBIeHUS IK.1.1; 31 3236 Y3 V4 3a1a4a)
IK.1.3; 313233 V3 3.IIpakTudeckue
IIK.1.4; 323336 Y3 V4V5 3amaTust Ne 6,7,8
IIK.1.5; 313236 Y3 V4 V5
IMK.2.1.; 313236 Y3 V4 V5
I1K.2.2; 31 32 V3
MK.3.3;313236 Y3 V; V5
IIK.3.5;31 3236 Y3 Y4 V5
IK.4.1;333536 Y1 Y3 V4 V5
I1K.4.4;34 V4
IK.4.532 V3 V4
Ned Homyck k Ioptdommo 1.IlpakTiueckue
JK3aMeHY sansaTust Ne 1-8

2.IlpakTnueckoe
3aJaHue

3. IMoprdomnmo-
TIPWIIOKEHUS
4.CutyaunoHHble
3a7a4a
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IIpomexyTounas
aTTecTanys

DK3aMeH

OK. 1-10;

[1K.1.1.-1.5; [IK.2.1.-2.5;
I1K.3.1.-3.5; [1K.4.1.-4.6;

DK3aMeHaI[MOH
HBIE OMJIETHI

1 TeopeTtudeckue
BOIIPOCHI 10
COJEpKaHUIO Kypca
2. Ketic - 3amaun
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JIUCT PETUCTPALIMA U3SMEHEHUM U JONOJIHEHUMA

Ne| Paznen pa6oueit Kpatkoe conepxaHue H3MeHeHUs/ I0NOTHEHHSA JHara) ITonnuch
n/ IpPOrpaMMsI Ne iporokona| mpencenare
s sacemanusi [IK] 1y [IK
Pa6ouas nporpamMmMa y4ebHo#i JUCLUILTMHBI
«/lOKyMeHTallHOHHOe  ofecriedeHHe  yNpaBJIEHHS»
akTyanusdpoBaHa. B paGouyio mporpaMmy BHECEHBI
CIIEYIONINE H3MEHEHUS:
3 VCJIOBUA B cBf3um c 3akmodyeHHeM KOHTPakTOB cO cropoHHMMHE | 08.09.2031 r. g7
PEW3WH 3NIEKTPOHHBIMH ~ OuOnMoTeuHbiMM  cuctemamu  DBC ITpoTokof Ne ”é/ /
YYEBHOHU ZNANIUM.com K-44-21 ot 12.07.2021 r. OOO 3nanuym 1 7 “/’/;L/
JUCLIUTIIMHBI ¢ 01.09.2021 mo 31.08.2022 r., nn. Y4e6HO-METOMUIECKOE U /

MH(OPMaLMOHHOE O0ECTedeHNe pealu3auu TPOrPaMMBI
YUTaTh B HOBOH penaKiuu:
OcHoBHas JuTepaTypa

I.bbikoBa, T. A. JloKyMeHTauUHOHHOE obecredeHuHe
YTpaBIeHus (1€I0NPOH3BOICTBO) [DNeKTpoHHSIH pecypc] :
ydebHoe nocobue / T. A. Boikosa, T. B. Kysnenosa, JI. B.
Canxkuna ; mon o6m. pen. T. B. KysHenoBoii. — 2-¢ u3n.,
nepepab. u non. — Mocksa : HH®PA-M, 2018. — 304 c. -
Pexxum nocryma: https:/new.znanium.com/read?id=338359
2. KynseB, H. H. HH}popMmalMOHHBIE TEXHOJIOTHH B
HOOKYMEHTALIHOHHOM  OOECTIEYeHWH  yNpaBlIe€HHd U
apXUBHOM Jieie [DNEeKTpOHHBIM pecypc] : yd4eOHMK i
By3oB / H. H. KynseB, T. B. Konapamosa, E. B.
Tepenrbesa, A. I'. ®abpuuHOB ; mox 06Wm. pem.m.IO.H.,
npod. H.H. Kynsesa. — Mocksa: Jloroc, 2017. — 408 c. —
(Homas crynenueckas 6ubnuoreka) — ISBN 978-5-98704-

786-6. - Pexxum JOCTyma:
https://znanium.com/read?id=367368

HononHuTeNbHas IUTEpaTypa
l.Imagnii, E. B. JIoKyMeHTaUMOHHOE oGecredeHue

ynpaBnieHus [DeKTpoHHBIH pecypc] : ydeGHOe mocobue /
E. B. I'naguii. — Mocksa: UL PUOP, HUL] UHOPA-M,
2016. — 249 c.: 60x90 1/16. - ISBN 978-5-369-01042-6 —
Pexxum noctyna: https://new.znanium.com/read?id=12647
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