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1 OBIIASA XAPAKTEPUCTHUKA PABOYEH NMMPOTPAMMBI YUEFHOHN JUCIITATIINHBI
«/lokyMeHTaMOHHOE o0ecneYeHue YIpaBJIeHHs »

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

Pabovast mporpamma y4yeOHOW AUCHUILIMHBI «/{0KyMeHTanHOHHOe obecrieyeHHe YNPABJICHHS
SBIISICTCSA YacThIO MPOrPaMMBbl IOJATOTOBKH CIEIIMATIMCTOB CPEAHEro 3BeHa mo crernuansHocTi 38.02.01
DKOHOMHKA M OyXraJaTepcKuid yuer (1o orpacisiM). Pabouast mporpamma cocrapieHa Ajisi O4HON (HOPMEI
o0OyueHwusl.

1.2 MecTO0 AUMCHMIUIMHBI B CTPYKType NPOrpamMMbl NMOATOTOBKHM CHENUAJTHCTOB CpeIHero
3BeHa

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

OcBoeHnto y4eOHOW IUCHMIUIMHBI TPEAIIECTBYeT H3y4deHue yueOHbix mucrmmma [1]1.02.
HNudopmaruka.

JucuumnuHa «/JloKkyMeHTalmoHHOe of0ecrieyeHre YIpPaBJIeHHs SBISETCS NMPEALIECTBYIOMENH IS
M3YYCHHS CIEAYIOUIMX Y4eOHBIX IUCHMIUIUH, mpodeccuoHanbHbix Mmoxaynei: OIIL.07. Hanorum wu
Hanoroodoxenue; [IM.01. JlokyMeHTUpOBaHUE XO34WCTBEHHBIX ONEpalvii U BeleHUue OyXraJlTepcKoro
ydeta akTuBOB opranuzanuu; 1IM.02. Benenue Oyxranarepckoro ydyera MCTOYHHKOB (POPMHUPOBAHUS
aKTHBOB, BBIITOJIHEHHE PA0OT MO0 MHBEHTAPU3aLMU aKTUBOB M (DHHAHCOBBIX 00sI3aTEIHCTB OPraHNU3aLUU
IIM.04. CocraBienue 1 UCIONb30BaHUE OyXxrantepckoi ((prHaHCOBOIT) OTYETHOCTH.

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOCHUS TN CHMIIJIMHBI:

ConepxaHve JAUCUUIUIMHBI OPHUEHTHMPOBAHO HAa MOJrOTOBKY OOYYalOUIMXCS K OCBOCHHIO
npoeCCHOHATBHBIX ~ MOIYJeH TPOTpaMMbl  MOATOTOBKH  CIEIHMAIMCTOB CPEIHETO 3BEHA  II0
CHELUAIBHOCTU U OBJIAJCHUIO CIEIYIOUIMMH OOIIMMHU U MPO(HECCHOHAIBHBIMU KOMITETCHIIUAMMU:

IIK 1.1. O6pabarbiBaTh NepBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

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

[IK 2.1. ®opmupoBarh OyxraiaTepckue MpOBOAKHU MO yYETY UCTOYHMKOB aKTHBOB OpraHM3alMH Ha
OCHOBE paboyero MjaaHa cCueToB OyXrajTepcKoro ydera.

[IK 2.2. BpInOaHAT NOPYyYEHHsI PYKOBOJICTBA B COCTaBE KOMUCCHH 10 MHBEHTAPU3ALMKM aKTUBOB B
MeECTaX UX XpaHECHHUS.

[IK 2.6. OcymiectBasTh cO0p UHPOpPMALMK O AESITEIbHOCTH 00BEKTa BHYTPEHHETO KOHTPOJIS IO
BBINOJIHEHUIO TpeOOBaHU IPAaBOBOM M HOPMATUBHOI 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[1IK 2.7. BbINOTHATH KOHTPOJIbHBIE NMPOLEAYPHl U UX JOKYMEHTHPOBaHHUE, FOTOBUTH U O(OPMIISATH
3aBepUIalOIINE MAaTEPUaIbl 10 PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIA.

[IK 3.2. OdopMasaTh miuaTeXHbIE TOKYMEHTHI JJIsi NEPEYUCIIEHUs] HAJIOroB U COOpPOB B OIOJKET,
KOHTPOJIMPOBATh UX MPOXOXKICHHUE IO PACUETHO-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 PacuyeTHO-
KaCCOBBIM 0aHKOBCKHM OIEpaLUsIM.

I[IK 4.2. CocraBnath ¢opmbl Oyxrantepckoil ((pMHAHCOBOW) OTYETHOCTH B YCTAHOBJICHHBIC
3aKOHOZATEIBCTBOM CPOKH.

IIK 4.3. CocraBnsaTh (OTUETHI) W HAJOTOBBIE JEKIapallid IO Hajloram u cOopam B OIOJKET,
YUUTHIBas OTMEHEHHBIH efuHblii couuanbHbli Hasor (ECH), oTdeThl mo cTpaxoBBIM B3HOCaM B
rOCyJapCTBeHHble BHEOIO/KETHbIE (OHABI, a Takke (QOPMBI CTATUCTUYECKOHM OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIbCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaTb (DUHAHCOBO-XO3SIMCTBEHHYIO JEATEIBHOCTh, OCYLICCTBISATH aHAIU3
uH(pOpMalNH, TOJIy4EHHOH B X0J1€ POBEJCHHUS KOHTPOJIBHBIX IIPOLIEYP, BBIBICHUE U OLIEHKY PUCKOB.

IIK 4.7. IlpoBoguTh MOHMTOPHMHI YCTPAHEHHUS MEHEPKMEHTOM BBISBICHHBIX HapyIICHU,
HEZ0CTaTKOB U PUCKOB.



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

OK 01 Bribuparb cnocoObl pemieHus 3afad Npo(ecCHOHATBHON NeSTETbHOCTH MPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTAM.

OK 02 OcymecTBisiTh MOHUCK, aHAIM3 W WHTEPHpPETANHI0O HHPOPMAIUH, HEOOXOTUMON JUis
BBINOJIHEHU 3a/1a4 IPOPECCHOHATIBHOM 1€ATEIbHOCTH.

OK 03 ITnarupoBaTh U peaan30BbIBATh COOCTBEHHOE MPO(EeCCHOHAIBHOE U IMYHOCTHOE Pa3BUTHE.

OK 05 OcyumectBisiTh yCTHYI0O U NHUCBMEHHYI0 KOMMYHHMKAIIMIO Ha TOCYJAapCTBEHHOM  SI3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Mcnonb3oBaTh HHGOPMAIIMOHHBIC TEXHOJIOTUH B MPO(HECCHOHATBLHOMN NEITEIHOCTH.

OK 10 Iomp3oBaTbes mpodecCHOHATBFHONW JOKYMEHTAIMe Ha roCcyJapCTBEHHOM M HMHOCTPAaHHOM
A3BIKAX.

Koo IIK/ OK Ymenusn 3nanusn

IIK 1.1. ObpabatbiBaTh V1. opopMIsTh TOKyMEHTAIUIO B 31. TpeboBaHus K

MEPBUYHBIC OYXTAITEPCKUE | COOTBETCTBUHU C HOPMATHBHOM COCTaBJICHUIO ¥ O(hOPMIICHUIO

JTIOKYMEHTBI 0a30ii, B T. 4. C UCIIOJIb30BAHUEM JIOKYMEHTOB;
MH(OPMALIMOHHBIX TEXHOJIOTHUI; 32. cucteMsl
VY2. ucnons3oBaTh JOKYMEHTAIMOHHOTO
YHAUPUITUPOBAHHBIC (DOPMBI obecrieueHus yrpaBiaeHUs;
JIOKYMEHTOB KJIacCU(UKALIUIO TOKYMEHTOB

[IK 1.2. Pa3zpabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTUHU 33. nousATue, LU, 3a1a4d U

COTJIACOBBIBATH C aBTOMATHU3UPOBAHHOI 00paboTKU MPUHIIUIIBI

PYKOBOJICTBOM JTIOKYMEHTAIUN JIEIOTIPOU3BO/ICTBA

OpraHu3anuy padboumii mIaH
CUETOB OYXTaJITEPCKOTO
ydera OpraHu3aluu

[IK 2.1. ®opmupoBaTh V1. 0opopMIATh TOKYMEHTALIUIO B 34. OCHOBHBIE IOHSTHUS
OyXranTepckue MpOBOAKH COOTBETCTBUM C HOPMATHUBHOM JOKYMEHTAI[MOHHOTO
M0 y4EeTy UCTOUHUKOB 0a30M, B T. 4. C UCIIOJIb30BaHHEM oOecrieueHns yrpaBiIeHUs;
aKTHUBOB OPraHM3aLMHU Ha UH(POPMALIMOHHBIX TEXHOJIOTUH; 35. opranuzanuio
OCHOBE pabouero IiaHa V2. ucnonp3oBarhb JIOKYMEHTO000pOTa: PUEM,
CUETOB OYXTaJITepPCKOTO yHU(DULIEPOBaHHBIE (POPMBI 00paboTKy, perucTpanuio,
ydera JIOKYMEHTOB; KOHTPOJIb, XpaHCHHE

V¥3. ucnonb3oBaTh JIOKYMEHTOB, HOMEHKJIATYpy

TEJIEKOMMYHUKAI[IOHHBIE nen

TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHTOO00POTE;

V5. ocylecTBIATh XpaHEHUE U
MOKCK JIOKYMEHTOB

[1K 2.2. BeInOaHATH V2. ucnosnb3oBaTh 32. cucteMbl
MOpYYEHUsI PYKOBOJCTBA B | YHUPHUIIPOBAHHBIE (DOPMBI JOKYMEHTAllMOHHOT'O
COCTaBE KOMHUCCHUU T10 JIOKYMEHTOB; obecrieveHus yrpaBIeHUS;
VHBEHTapHU3aluy aKTHUBOB B | Y 3. UCITOJIB30BATh KJIacCU(UKALIHIO
MeCTaX WX XpaHECHUS TEJIeKOMMYHUKAIIMOHHBIE JIOKYMEHTOB;
TEXHOJIOTMH B JIEKTPOHHOM 34. OCHOBHBIE ITOHATHS
JIOKyMEHTO000pOTe JIOKYMEHTAIlMOHHOTO
obecrieueHus yrpaBieHuUs
[IK 2.6. OcyuiecTBasiTh V3. ucnoabp30BaTh 34. OCHOBHBIE ITOHATHS
c6op uHbopmaIuu o TETIEKOMMYHUKAITHOHHBIC JIOKYMEHTAIMOHHOTO
JeSITEeIbHOCTH 00bEKTa TEXHOJIOTHH B JIEKTPOHHOM oOecrnieveHus ypaBIeHUS;
BHYTPEHHEr0 KOHTPOJIS [0 | JOKYMEHT0000POTE; 35. opranuzanuio
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BBITIOJTHCHUIO TPEOOBaHMIA
[IPaBOBOM U HOPMATUBHOU
0a3bl U BHYTPEHHHUX
pEerIamMeHToB

V4. ocBauBaTh TEXHOJOTUU
ABTOMATH3UPOBAHHOHN 00pabOTKH
JOKYMEHTAILUH

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

IIK 2.7. BuIIOJHATE
KOHTPOJIbHBIC TIPOLIETYPHI U
WX JIOKYMEHTUPOBAHUE,
TOTOBHUTH U 0DOPMIISITH
3aBepIIAIOIINE MaTePUAITbI
10 pe3ybTaTaM
BHYTPEHHET0 KOHTPOJIS

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHONW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocylecTBiIsTh XpaHEHHUE U
MIOWCK JIOKYMCHTOB

35. opranuzaiuio
JIOKYMEHTO000pOTa: IIPHEM,
00paboTKy, pEerUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATypy
Jen

I1K 3.2. Odopmiats
IUTATE)KHbIC TOKYMEHTBI JJIs
MEPEYHCIICHNS HAJIOTOB U
cOOpOB B OIOIKET,
KOHTPOJIMPOBATh UX
MIPOXOKJICHHE 10 PACYCTHO-
KacCOBBIM 0AaHKOBCKHM
oreparusam

V1. obopMIsITE JOKYMEHTAIIHMIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
WH()OPMAIIMOHHBIX TEXHOJIOTHUIA;
V¥2. ucnonp30Barhb
YHAUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBaHMS K
COCTaBJICHUIO M 0(OPMIICHUIO
JIOKYMEHTOB;

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

1K 3.4. Opopmnats
TJIATeKHBIC JOKYMEHTHI Ha
MIEPEUMCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOIKETHBIE
(OH/IBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
UX MPOXOXKICHHUE TIO
pacdeTHO-KacCOBBIM
OAHKOBCKHUM OTepaIism

V1. opopMIsSTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMAaTHBHOU
0a30ii, B T. 4. C KCIIOJIL30BAHUEM
WH()OPMAIMOHHBIX TEXHOJIOTHUIA;
V2. ucnons30BaTh
YHAPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBanus K
COCTABIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnievueHus yrnpaBacHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1IK 4.2. CoctaBnars hopmMbl
OyXranTepckoi
(¢puHAHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHOJIaTE€JILCTBOM CPOKH

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUM C HOPMATHUBHOM
0a3oi, B T. 4. C UCIIOJIb30BAHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUHA;
V2. ucnonp30BaTh
yHU(DULIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUU
aBTOMATHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTaLuU

31. TpeboBanus K
COCTaBICHUIO U O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBIeHUS;
KJ1accu(puKamuo
JIOKYMEHTOB;

33. nmousATHe, LU, 3a0a41 U
TPUHITUITBI
JIEJIONPOU3BOJICTBA

IIK 4.3. CocraBiasarh
(OTYETHI) M HAJIOTOBBIE
JeKJIapaliy 1o HajoraM u
cOopam B OIOTKET,
YUUTHIBAasE OTMEHEHHBIN
€IUHBINA COMHAJILHEBIN HAJIOT
(ECH), otueTsl 110
CTPaxOBbIM B3HOCAM B
rocyJapCTBEHHbBIE
BHEOIOKETHBIE (DOH/IBI, a
TaKxe (OpMbl
CTaTHUCTHYCCKOU

V1. opopMIsATh JOKYMEHTALIUIO B
COOTBETCTBUU C HOPMAaTHBHOU
0a30ii, B T. 4. C HCIIOIL30BAHUEM
UH(POPMALIMOHHBIX TEXHOIOTUH;
V2. ncnonp3oBarth
YHUPUIIUPOBAaHHBIE (HOPMBI
JIOKyMEHTOB

31. TpeboBaHus K
COCTaBJICHUIO ¥ O(hOPMIIEHUIO
JIOKYMEHTOB;

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




OTYETHOCTHU B
YCTAHOBJICHHBIC
3dKOHOIATCJIILCTBOM CPOKH

[IK 4.6. AnanuzupoBaTh
(MHAHCOBO-X03HCTBEHHYIO
JeSITebHOCTb,
OCYLLECTBIISATh AHAJIN3
uHbOpMaINH, TTOITyYCHHON
B XO7/I€ IPOBE/ICHUS
KOHTPOJILHBIX MPOIIETYD,
BBISIBIICHHE U OLEHKY
PHCKOB

V3. ucrnonp30Bath
TEJIEKOMMYHUKAI[HOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocymiecTBIsATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

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

34. 0OCHOBHBIC TTOHSITHUS
JIOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHU;
35. opraHu3zaiuio
JIOKYMEHTOO00O0pOTA: TIPUEM,
00paboTKy, peruCTPaLHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 4.7. TIpoBoauTh
MOHHUTOPHHT YCTPAHEHUS
MEHEIKMEHTOM
BBISIBJICHHBIX HApYIICHHI,
HEJIOCTaTKOB U PUCKOB

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAITUH;

V5. oCcylIecTBIATh XpaHEHUE U
MIOWCK JIOKYMCHTOB

33. nmousATHe, LEIH, 3a0a41 U
TIPUHITUTIBI
JIEJIONIPOU3BO/ICTRA;

34. OCHOBHBIE ITOHATHS
JIOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBIcHUS;
35. opranu3zaiuio
JOKYMEHTO000pOTa: IPHEM,
00paboTKy, pETUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYPY
el

[IK 6.2. Bectu xaccoByto
KHHUTY C COOCTBEHHOM
KaCcCOBOU OTYETHOCTBIO

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOM
0a3oii, B T. 4. C HCIIOJIb30BAaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHI

31. TpeboBanms K
COCTaBIECHUIO ¥ O(hOPMIICHUIO
JIOKyMEHTOB

OK 01 Ber6upath ciocoObl
peleHus 3a1a4
npo¢eCcCuOHATBHON
JeSTeNbHOCTH
MPUMEHUTEIHHO K
Pa3IUYHBIM KOHTEKCTAM.

VY01.1 pacnio3HaBaThb 3a1a4y U/Uiau
npobieMy B pohecCHOHAIbHOM
W/WIIN COITUATEHOM KOHTEKCTE,
VY01.4 BeIABIATH U 3PPEKTUBHO
UCKaTh HH(GOPMAIIHIO,

HeO6XOIlI/IMYIO JJI PCIICHUS 3ada9n

U/Wau IpoOIeMbl

Y01.11 ouenuBars pe3ynpraT U
IOCJIECTBHUS CBOUX NEUCTBUU
(caMOCTOSATENBHO MITH C IOMOIIBIO

301.1 akTyanbHbIN
npohecCuoHaNbHBIN U
COIIMAITLHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS
pabortatb

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

OK 02 OcymiecTBasiTh V02.3 mianupoBaTh Npouece 302.1 HomeHKIaTypa
MOUCK, aHAIU3 U MOVCKA; MH()OPMATMOHHBIX
WHTEPIPETALUIO Y02.5 BeiiensaTy Haubosee HMCTOYHUKOB ITPUMEHSIEMbIX B
uH(popManuu, 3HAUYMMOE B MepeuHe HHGOpMaIuu npodeccuoHaIbHON
HE0OXO0IMMOM ISt NeSITeNIbHOCTH;
BBIIIOJIHEHUA 33124 302.2 npueMsl
npodeccnoHanbHOM CTPYKTYpUPOBAHUS
JESITEIBHOCTH. uH(bOpMaIuu

OK 03 IitanupoBats u VY03.1 onpenensiTh akTyaIbHOCTh 303.1 conepxanue
pean30BhIBaTh HOPMAaTUBHO-TIPABOBOM aKTyaJlbHOM HOPMATHUBHO-
COOCTBEHHOE JIOKYMEHTaIlu! B MPaBOBOM JOKYMEHTAIIHH;




po¢eCCUOHAIBHOE U
JIMYHOCTHOC PA3BUTHC

npodeccHoHaIbHON AEATETLHOCTH;
VY03.2 npuMeHATh COBPEMEHHYIO
Hay4HYIO TPO(eCCHOHATBHYIO
TEPMUHOJIOTHIO

303.2 coBpeMeHHasi Hay4qHas
U npodeccuoHanbHas
TEPMHHOJIOT U

OK 05 OcyiecTBasiTh
YCTHYIO ¥l TUCHBMEHHYIO
KOMMYHHUKAITHUIO Ha
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanyu ¢
y4eToM 0COOEHHOCTEH
COLIMAJILHOTO U
KYJIbTYPHOT'O KOHTEKCTA.

V05.3 uznaratb CBOM MBICIIH 1
0pOPMIISITh TOKYMEHTHI 110
podeCCHOHAIBHON TEMAaTHKE Ha
rOCYJapCTBEHHOM SI3bIKE

305.8 nmpaBusia opopmMIIeHUS
JIOKYMEHTOB

OK 09 Hcnonb3oBaTh
nH(pOPMAaILOHHbIE
TEXHOJIOTUH B
npodeccnoHATEHOM
NS TeNbHOCTH

¥ 09.3 nposBisATh KYJIBTYPY
UH(POPMALIMOHHOM 0€30MaCHOCTH
IIPU UCTIOJIb30BaHUU
MH(OpPMaLOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHI

309.3 HopMmBI
uHGOPMAIMOHHON
0€30MacHOCTH NPU
WCTIOJIb30BaHUHT
nH(OpMaIMoOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUI

OK 10 Ilonb3oBaThCst
npodeccnoHanbHOM
JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

V¥10.3 crpouts npocThie
BBICKa3bIBaHUS O ce0C U O CBOCH
PO ECCHOHAIBHON e TETHHOCTH

310.2 ocHOBHBIE
o01IeynoTpeOuTEenbHbIC
ryarossl (ObITOBast U
npodecCHOHAIbHAS JICKCUKA)




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

Bup yueoHoii padoThl O0beM yacoB

O0bem o0pa3oBaTeIbHOI POrPaMMBbl 48

B TOM YHUCIJIE:

JIEKLUHU, YPOKH 24

MPAKTUYECKUE 3aHSTHS 16

J1ab0opaTopHbIE 3aHATHSL He npedycmompenno

KypcoBas paboTa (IIpoeKT) He npeoycmompenno

KOHCYJIbTaI[u1

CamocrosiTenpHas padbora 8
Komnnexchuiii

IIpomexyTouHas aTTeCTALMSA oegepenyuposanmbviii

3auem




2.2 TeMaTH4eCcKUii MJIaH U cofep:KaHHe Y4eOHOH AMCHUILINHBI «[[0OKyMeHTauHMOHHOe o0ecneyeHne YIpaBiaeHus » (04HO)

HaumeHoBaHue pa3jieioB u
TeM

Conep:xkanue y4eOHOTro MaTepuaia u
(opmbI opranu3anuu aesiTeJJIbHOCTH 00y4AI0IIUXCS

O0beMm
yacoB

KO]II)I KOMHeTeHHHﬁ/OCBaHBaeMLIX
3J1EMEHTOB KOMIIETEeH U

1

2

3

4

Pa3nen 1. O0miast xapakTepruCTUKA JOKYMEHTAIIMOHHOTO O0ECTICUeHUS! YIIPaBICHUS

12

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

Tema 1.1.

OCHOBHBIE ITOHSATHSA
JTOKYMEHTAIlMOHHOTO
oOecrnieueHus yrnpaBIeHUs.
HopmaTtuBHO - MeTonueckoe
peryiaupoBaHHe.

Conepxxanue yueOHOro MaTepuaJa:

ConmepxaHre M OCHOBHBIC TOHATHS, IeNH, 334a4d W TPHUHIUIIBI
coBpemennoro JIO (memnomnpon3BoiacTBa). Mecto U pojib JOKYMEHTOB B
yIpaBJICHUU Ha COBPEMEHHOM 3Talle.

[Tonstne noxkymeHrta, HocuTens IokyMeHTa. OduiMaabHbIE U JIMYHBIE
NOoKyMeHThl.  FOpumudeckas cuima  Jgokymenta.  Kimaccudukarus
JIOKYMEHTOB.
HopmaruBHo-ipaBoBasi ~ 6a3a
o0ecrieyeHUss  YIpPaBICHMS.
yIPaBJIEHYECKOTO 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 HOpMaTUBHOMU 0a30ii

ConepxaHue y4eOHOro Marepuasa

OcCHOBHBIE TIOHSITHS PEKBU3HT, O1aHK, HopMyIsip, popMyIsip — oOpaser.

Hopwmbl u npaBuna opopmiieHust 1oKkymeHToB B coorBercTBuu ¢ 'OCT P
7.0.97-2016. «Hammonanpnbeiii cranmapt Poccuiickoit  ®Denepammu.
Cucrema craniapToB 1o MHGOpMaLUU, OUOIMOTEUHOMY U U3/1aTETbCKOMY
neny. OpraHu3almoHHO-PaCopAIUTeNIbHAs TOKyMeHTalus. TpeOoBaHus K
opopmuenuto  nokymeHToB"  CocTaB  pPEKBU3UTOB  JIOKYMEHTOB.
FOpuanyeckuii ctaTyc JOKyMEHTA.

[lonarue o OnmaHke IOKyMeHTa, BUAbI OnaHkoB. [IpaBuia odopmieHus
pekBuzuToB Onmanmka B coorBerctBMH ¢ [OCT P 7.0.97-2016.
«Haunonanenbii crangapt Poccuiickoit ®denepanuu. Cucrema craHIapToB
nmo  uHbopmaruu, OUOIMOTEUHOMY W HM3JATEIBCKOMY  JIETy.
OpraHu3alvoOHHO-pacopsAIUTeIbHAs JOKyMeHTauus. TpeOoBaHus K
0(OPMIICHUIO TOKYMEHTOB".

31; 32;
3.02.1; 3.05.8;

B ToM 4nciie npakTHYecKux pador :

Ilpakmuuecxas paboma Ne 1.

OdopmiieHHe  PEKBU3UTOB  00ECHEUMBAIONIMX  FOPUIMYECKYIO  CHILY

Vi1;V¥2;
v.02.5; ¥.05.3; V10.3;
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nokymeHTaM. OQopMileHHe pPa3IMYHBIX BHJIOB OJIAHKOB W (opMyIsipa -
oOpasiia

CamocTosiTesibHasi padoTa 00yYaOIMXCS: 2
[IpakTuueckoe 3ananue - M3yunrte neicTBYIONYI0O HOPMATUBHO [IPAaBOBYIO 3.03.1; 3.03.2; 3.10.2.
6azy JIOY u T'OCT P 7.0.97-2016. «HamumoHanbHBIH CcTaHIAPT v.03.1; ¥.03.2.
Poccuiickoit ®@eneparun. Cucrema CcraHgapToB 10 HH(pOpMaIuH,
OuOIMOoTeYHOMY U U3JIATEIIbCKOMY  JIeqy. Opranu3anoHHO-
pacriopsauTenbHas — JAOKyMeHTamus. IpeOoBaHus K  O(QOPMIICHHIO
JIOKYMEHTOB" Cocran PEKBHU3UTOB JIOKYMEHTOB» packpoiite
peTIIaMEHTHPYIOIIHA MOPSIOK, a TAK)KE MOKAKUTE MpaBUiIa 0POPMIICHHS
PEKBU3UTOB y4YacTBYHOIIHE B 00paboTKe JOKYMEHTOB
Pa3znen 2. Cucrembl JIOKYMEHTAIIMOHHOTO 00ecnevYeHus ynpaBJieHust 22 OK. 01; OK.02; OK.05; OK.09;
IIK.1.1; 1TIK.2.2; IIK.3.4; I11K.4.2;
I1K.4.3;
Tema 2.1. YaudunupoBaHHas Cojaep:xanue yueOHOro MaTepuaja 6 31; 32; 33; 34;
CHCTEMa OpTraHU3AIMOHHO - 1. YaudunupoBaHHas CHCTeMa OPTaHHW3AIMOHHO - PacCIOPSIUTEIHHON 3.01.8;3.02.2; 3.05.8; 3.09.3
pacIopsIUTEIbHON nokymentaiuu  YCOP/l: cocraB  YCOPJ, o6mactu mpUMEHEHHS.
JIOKYMEHTAITU! Hcnonp3oBanne yHU(DUIMPOBAHHBIX (HOPM.
OpranuzalvoHHbIE TOKYMEHTHI, UX Ha3HadeHHe, POpMYIspbl - 00pa3Ibl.
[Ipouenypa cocraBieHus U 0GOPMIICHUS OPTaHU3AMMOHHBIX JOKYMEHTOB.
OO6nacTh NpUMEHEHUsI OPraHU3AIMOHHBIX JOKYMEHTOB.
2.PacniopsinurenbHble TOKyMEHTHI. VX Ha3HaueHue, (opMyIsapsl 00pasIbl.
[Ipomenypa cocraBieHUss U OPOPMIICHHS PACTIOPSAUTEIBHBIX JOKYMEHTOB.
Ucnonb3oBanue yHUPHUIMPOBAHHBIX POPM
3.MudopmaniioHHO - cCOpaBOYHBIE JIOKYMEHTHL. [X Ha3HadyeHHe,
dbopmymsipel - oOpasnel.  [Iponenypa coctaBieHuss u - opOpMIICHUS
WH(OPMAIIMOHHO-CIIPABOYHBIX ~ JOKyMEHTOB. OO0nacTb  MPUMEHEHUS
MH(}OPMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB. Hcnons3oBanne
YHUDUIIUPOBAHHBIX (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 ¥.09.3;
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Pa3zpaboTka u oopmieHue cpaBouyHO — HHGOPMAIIMOHHBIX TOKYMEHTOB(
CIIy’)keOHO€ THUChMO, MPOTOKOJ, aKT, JOKJIagHas 3amucKa, CIy)KeOHas
3aImcKa)

CamocrosiTesibHast pa0oTa 00y4aAKOLINXCH:

HOJArOTOBUTH 3JIEMEHT MOPT(HOINO — MPUIIOKEHUS] 00pa3LOB JOKYMEHTOB —
(mpoaHanM3UpoOBaB peajbHbIC YIPABICHUYECKUE JOKYMEHTHI M IIpaBuia
odopmieHHs, TOArOTOBbTE UM CO3J1aiiTe 00pa3Lbl IITATHOTO PACIUCAHUSA
OpraHM3al1H; J0JKHOCTHON UHCTPYKLINH;)

HOJArOTOBUTH 3JEMEHT NMOPT(HOINO — MIPUIIOKEHUS 00Pa3LIoB
(mpoaHanM3KUpOBaB pealbHbIE YIPABIECHYECKUE JOKYMEHTHI U IIpaBUiia
o(opmieHHs, TOArOTOBbTE WIIM CO3/1aliTe 00pa3Lbl 00BACHUTEIbHbBIX
3aIUCOK.)

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

Tema 2.2.
JlokyMeHTaIus 1Mo TPYAOBbIM
OTHOLIIEHUSIM

Coaepxanue yueOHOro MaTepuajia

[Taker nokymMeHTOB 1O JMYHOMY cocTaBy. OcoOeHHOCTH paboOTHI ¢
Ka/IpOBBIMHU JOKYMEHTaMH. JloKkyMeHTHpOBaHUE TPYIOBBIX
paBOOTHOIICHUH. Vcronp30BaHne yHUUITMPOBAHHBIX (POPM TOKYMEHTOB
10 JIMYHOMY cocTaBy. M31aHne npukazoB Mo JIMYHOMY COCTaBYy.

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

B ToM yucae MPAKTUYICCKUX paﬁoT

Ipakmuueckas paboma Ne4.
Pa3pabotka u opopmieHne JOKyMEHTAIMH 110 JINYHOMY COCTaBy C
UCIOJIb30BaHUEM YHU(DULIMPOBAHHBIX (hOopM

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

Tema 2.3.
JoxymeHnTanus
npodeccCuoHaNBHOM
JESATSIIbHOCTH

Conepxanue yueOHOro Marepuasa

Cucrema J10rOBOpPHO-IIPABOBOM JIOKYMEHTALMU: Ha3HAYEHHE, COCTaB,
COCTaBJIEHUE U OPOPMIICHHE.

[TonsiTue noroBopa (KOHTpaKTa), corjiaimieHus, nporokoyna. Kommepueckue
aKThl U JOBEPEHHOCTHU

«TpeboBanus k 0(hOPMIICHHIO W BBIJIAYH JIOBEPEHHOCTEI» JlOBEpeHHOCTH:
pa3oBble, CeUalbHbIEC, TEHEPATIbHBIE.

CocTaB NpeTeH3MOHHO-UCKOBOM JOKYMEHTAIMU: pEeKIaMallliH,
MPETEH3UOHHBIE MHChMa, UICKOBBIE 3asBIICHUS

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

B ToM 4nciie NpaKTHYeCKUX/J1a00paTOPHBIX padoT

Ipaxmuuyeckas paboma Ne 5.
CocraBnenne u O¢GOpMIIEHHE JIOKYMEHTOB IO MpO(hecCHOHAIbHON

V1;V¥2;
V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
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NEeSITEIbHOCTH  (JIOBEPEHHOCTH, TIPETCH3MH M HWCKOBBIC 3asiBIICHUS).
Odopmnenne noepeHHocTel 2 - OdopmiieHHE JTUYHON TOBEPEHHOCTH;
3arnojHeHue yHUpUIMpoBaHHOW ¢opMbl Ne M-2 Odopmienue
MPETCH3MOHHO-UCKOBOM  JTOKyMEHTAIlMW;  3aloJIHeHHuEe  TpadapeTHBIX
OJIAHKOB NMPETEH3UH M MCKOBBIX 3asIBICHHI

¥.09.3;

CamocrosiTesibHas padoTa 00y4YarOIIUXCS: 1 3.01.8;3.02.2; 3.05.8; 3.09.3
MOATOTOBUTH DJIEMEHT MOPTQOJINO — MPUIIOKEHHS 00Pa3II0B V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
(mpoaHanM3UpOBaB pealbHbIE YIPABIECHYECKUE TOKYMEHTHI U IIpaBuia ¥.09.3;
o(opMIIeHHUS, TOATOTOBBTE WU CO3/IaliTe 00pa3ibl JOTOBOPOB U
IPETEH3UOHHBIX IHCEM.)
Pa3nen 3. Opranusanusi J0KyMeHT0000pOTA 14 OK.01; OK.02; OK.03; OK.09;
IMK.1.2; IIK.2.1; I1K.2.2; I1K.2.6;
I1K.2.7; 11K.4.6; I11K.4.7.
Tema 3.1. Coaep:xanue yueOHOro MaTepuaJa: 4 33; 34;35;
TexHonorust U MPUHILIMIIBL OpraHusauus JIOKyMEHTOO60pOTa: NpuéM, 00paGoOTKa, perucTpauus, 3.01.3; 3.01.8; 3.02.1; 3.03.2; 3.09.3
OpraHu3arnu KOHTPOJIb MCIIOJIHCHUS, XPAHCHUE JTOKYMEHTOB.
JIOKyMeHT0000poTa 3HauCHUE U BUIbI HOMEHKIATYp el TpeOoBaHUs K HOMCHKIIATYPE JeIl.
dopmupoBaHue JIe U MOPSIOK 00BETMHEHUS JJOKYMEHTOB B JIeJa.
XpaHeHre JOKyMEHTOB | Jien. [Topsaaok BbIiauu U U3BIATUS JOKYMEHTOB U
JIeN B cllydae HeOOXO0IUMOCTH.
B ToM YHcJIe MPaKTHYECKHUX PadoT
Mpakmuyeckasa paboma Ne 6 2 V4,
CocraBiieHre ATaroB U onepanuu 00padoTKU JOKYMEHTOB. V.014;¥.01.11;¥.02.5; ¥.03.2;
[Topsiiok 3amoIHEHHS PETUCTPAIMOHHBIX (JOPM U BEJIEHWE KOHTPOJIA 3a ¥.09.3.
UCIIOJTHEHUEM CITYKEOHBIX IOKYMEHTOB C HCIIOJIb30BAaHHEM
ABTOMATH3UPOBAHHBIX TEXHOJIOTHI
Mpakmuueckaa paboma Ne 7 2 V5
[ToaroToBka MOKyMEHTOB /Ui (POPMUPOBAHUS U XPAHECHUS JIETT 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 CUTYalMOHHYIO 3a/1a4y 110 PETUCTPALUH U HHPOPMALIMOHHO — Y.01.4; ¥.01.11; ¥.02.5; ¥.03.2;
CIIpaBOYHOU pabOTe ¢ JOKYMEHTaMH. Y.09.3.
Tema 3.2. ABTOMaTHU3UPOBAHHbBIC CHUCTEMBI JIEJIONPOU3BOCTBA. Cucrema 2 33; 34;35;
TexHosorus AJIEKTPOHHOTO AokymMeHTooOopora (CDJI), ee cTpykTypa, HacTpoiika 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
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aBTOMAaTU3UPOBAHHOMN
00pabOTKN JOKYMEHTAINH

CUCTEMBI.
0O0630p COBpeMEHHBIX CPEJCTB OPTTEXHUKH JJIS TIepeaaun U nepepadboTKu

uHpopmanuu. Lludpposas noanucey. DneKTpoHHAs 1oYTa. 3alUuTa
uH(popmanuu. VMcnonap3zoBaHue NpaBoBbIX HHPOPMAIIMOHHBIX CUCTEM

Ilpaxmuueckas paboma Ne 8 2 V3; V4,
[Tepenaya naopmamnmm U CpeaCTBA TEIEKOMMYHHKAITMOHHBIX V.01.4;VY.01.11; ¥.02.5; ¥.03.2;
TEXHOJIOTHI B JICKTPOHHOM JIOKYMEHTO000pOTE ¥.09.3.
CamocTosiTesibHas padoTa 00yYarOIIUXCS: 1 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
Pemte curyanroHHyro 3a1a4y 110 paliiOHaJIbHOMY BHEIPEHUIO V.01.4;V¥.01.11; ¥.02.5; ¥.03.2;
coBpeMeHHoil CO/I. ¥.09.3.

nUTOoro 48
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3 YCJOBUS PEAJIN3AIIMNA YUYEBHOM JUCIIUITLINHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecneyeHne

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

Tun u HauMeHoBaHue
OcHaueHue crenuaabHOro NOMeIEeHH s
CHENHAJTBHOI0 NOMELIeHH
KaOuHeT J{oKyMEeHTalMmOHHOIO MynbTUMENMIIHBIE ~ CPEACTBA  XpaHEHWs, Iepeladyd u
obecrieyeHus ynpaBlieHUs IIPEICTaBICHUS uHpOpMaLIUH. YuebHo-MeTon4ecKas
JOKYMEHTalus, AMAAKTU4YecKue cpencraa, [1K
nabopatopust MHpopMamoHHbIX MyneTuMenuiiHbIe  CpeACTBAa  XpPaHEHMs, Iepejaud U
TEXHOJIOTUH B MPO(hecCHOHATEHON MIPEICTaBICHUS uHpOpMaLUH. Y4eOHO-MeToanYecKast
JESITEIbHOCTH JOKYMEHTalus, InjaKkTuiaeckue cpencraa, I1K.
IloMmerenue st caMOCTOSITEIbHOU [TepconanbHbie KOMIBIOTEPHI ¢ TakeToM MS Office, Berxogom
palboThI 0OyUaroIIMXCs B MIHTEpHET U ¢ JOCTYNOM B 3JIEKTPOHHYIO HH(POPMALUOHHO-
00pa30BaTeNbHYI0 Cpey YHUBEPCUTETA

3.2 YyeOHo-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecliedeHHne peajn3alui NPOrpaMMbl

OcHOBHBIC HCTOYHHMKH:

1. bekoBa, T.A. JloKyMeHTallMOHHOE OOECIICUCHHUE yIpaBICHHUS  (JACIOMPOU3BOICTBO)
[DnexTpoHHbIil pecypc]: yueb. mocobue / T.A. beikoBa, T.B. Ky3snenona, 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 JOKYMEHTAIMOHHOM OOECIICYCHUH YIIPABICHUS
U apXMBHOM Jiene [DneKkTpoHHbIN pecypc]: yueb. mocobue: yueOHuk ans By3oB / H.H. Kynses, T.B.
Kongpamosa, E.B. TepertseBa, A.I'. ®@abpuunoB ; mon ob6mi. pen. m.ro.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
[DnexkTpoHHEIH pecypc] : yueObHoe nocodue / FO.A. ITanacenko. - Mocksa: U1 PUOP, HULl UHD®PA-M,
2016. - 112 c. - Pexxum goctymna: https://new.znanium.com/read?id=45738

4.Paznopoxubiii, A.A. JloKyMEeHTHpOBaHHE YIPABICHUYECKOW MESITEIbHOCTH [DJIEKTPOHHBIN
pecypc]: yueb. mocobue / A.A. Pazmopoxusiii. — Mocksa : UHOPA-M, 2017. — 304 c. — Pexum
nocryma: https://new.znanium.com/read?id=25070

JlonoiHUTeIbHbIE HCTOYHUKH:

1. beixkoBa, T. A.Cankuna, JI. B JlokymeHTanmoHHOe oOecreueHHe yIpaBlICHUS
HETOCYJIAapCTBEHHBIX OpTraHM3alluid [DJIEKTPOHHBIN pecypc/Tekct]: YueOHoe mocodue / beikoBa T. A.,
Cankuna JI. B. - 2-e u3z., nepepab. u gomn. - Mocksa : HUL[ UH®PA-M, 2015. - 302 c. - Pexxum
noctyna: https://new.znanium.com/read?id=146258

2 KysnenoB, M. H. JlokymeHTanuoHHOe o0ecreyeHue ynpasieHusd. JoKyMeHTooOOpoT U
JIEJIOTIPOU3BOJICTBO [ DNEKTPOHHBIN pecypc| : y4eOHUK U MIPaKTUKYM JUTsl PUKJIaHOTo OakaaBpuara / .
H. Ky3nenoB. — 3-e u3z., nepepad. u non. — Mocksa : MzmarensctBo HOpaiit, 2019. — 461 ¢. —
(bakamasp. Ilpukmamuoii kypc). — ISBN 978-5-534-04275-7. — Pexum mgocrtyma: https://biblio-
online.ru/bcode/431759

3.I'manuii, E. B. JlokymeHTanmonHOE oOecIiedeHne yIpaBiIeHHs [ DIeKTpOHHBINA pecypc]: YueOHoe
nocobue/I'manuii E.B. - Mocksa : V1] PUOP, HUI] UH®PA-M, 2016. - 249 c. - Pexxum nocrymna:
https://new.znanium.com/read?id=12647

IMepuoauyeckue u3xaHus:

Bomnpocsr skoHOoMukH: HaydHo-nipakTrueckuii penensupyemsiit sxypHai — ISSN 0042-8736

IIporpammuoe o6ecnieuenne u UnTepHeT-pecypcenl:

HaumenoBanue 110 Ne JloroBopa Cpox aeicTBUs
JINLEH3UH

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 ot 17.09.2017 6eccpouHo
Kaspersky  Endpoint  Security  mms | [1-300-18 or  21.03.2018 | 28.01.2020
ouzHeca-CtaH apTHHIN J-1347-17 ot  20.12.2017 | 21.03.2018
J-1481-16 ot  25.11.2016 | 25.12.2017
J1-2026-15 ot 11.12.2015 11.12.2016
7 Zip CBOOOTHO pacIpoOCTpaHIEMOE O6eccpouHO

HNuTepHeT-pecypesbl

1. Bcepoccuiickuil HaydHO-MCCIIEI0BATENIbCKUIT HHCTUTYT JOKYMEHTOBEACHUS U apXHUBHOTO Jiena
(BHUMUJA) [DnextponHbIi pecypc]. DnektpoH. nan. — M.: BHUNIA/, 2010. — Pexxum nocryma:
http://www.vniidad.ru .

2. IHTYyWT — HaIMOHAIILHBIN OTKPBITHI YHUBEPCHUTET. [ DNEeKTPOHHBIN pecypc]. — Pexxum nocryna:
https://www.intuit.ru/studies/courses, cBo0oHbIN. — 3ari. ¢ dkpana. 3. pyc.

3. Enunoe okHO nocTyna k oOpa3oBaTenbHBIM pecypcam Poccuiickoit @enepannu [DneKTpoHHBIN pecypc]. —
Pexxum moctyma: http://window.edu.ru/,cBo6oambIi. — 3ari. ¢ akpana. 53. pyc.

4. Koncynpsrantllmoc. Odunmansuerii caiit komnanann «Koncynerant-Ilmocy. — Pexxum mocryma:
http://www.consultant.ru

5. Ilopran «Apxubl Poccuny» [DnekTpoHHbI pecypc]. DnekTpoH. nan. — M.: Pocapxus, 2001. —
Pexxum noctyna: http://www.rusarchives.ru .

3.3 YueOHo-MeTOAMYECKOE O00ecIedeHre CAMOCTOSATEeIbHOI padoThl 00y4aKOLIUXCSH

CamocTtosTenbpHas paboTa sSBIseTCs 0053aTeNbHON Ui Kaxk10ro ooyyarorierocs. CaMmocTosiTenbHas
paboTa MOKET OCYIIECTBISITHCS WHAMBHIYAILHO WM TPYIIIAaMHA B 3aBHCHUMOCTH OT IE€NH, o0Bbema,
KOHKPETHOW TEMAaTUKU CAMOCTOSITEIIbHON pabOThI, YPOBHS CJIOXKHOCTH, YPOBHS YMEHUI 00y4JarONIHXCs.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CaMOCTOSTENBHON pabOTBHI OCYIIECTBISIETCS B Ipezenax
BPEMEHHU, OTBEJCHHOTO Ha 00s3aTelIbHbIC YUYCOHBIC 3aHATUS W BHEAYIUTOPHYKO CaMOCTOSTEIBHYIO
paboTy oOydarommxcsi 1Mo y4yeOHOW MUCUHUIUIMHE, MPOXOJUT KaK B MHUCHbMEHHOM, TaK M YCTHOW WU
CMeIIaHHOM Gopme, ¢ IPeICTaBICHUEM U3IEIHS WU MPOIYKTa CAMOCTOSITENILHOM J1eATEeTbHOCTH.

B xadectBe opM M METOJOB KOHTPOJISI BHEAYTUTOPHOM CAMOCTOSITEILHOW paOOThI UCIIOIB3YIOTCS:
MPOBEPKa BHIMOJHEHHOW pabOThl MpernojaBaTesieM, CEMUHAPCKUE 3aHITHs, TECTUPOBAHUE, CAMOOTYETHI,
KOHTPOJIbHBIC pa0OTHI, 3aIlMTa TBOPUCCKUX PabOT U Jp.

Neo Haumenosanue O1eHOYHBIC CPEACTBA (3aIaHMsI) ISl CAMOCTOATENEHOW BHEAYIUTOPHON pabOTHI
pa3zena/TeMsbl
Paspgea 1. O0mas TekcT 3aJaHus: BBIIOJIHUTE NPAKTUYECKOE 3a/laHuUE.
XapaKTepUCTHKA Heas: pa3Buth U chopMUpOBATH OCOOCHHOCTH pabOTaTh ¢ HOPMATUBHBIMH JTOKYMEHTAMH U
JIOKYMEHTAI[HOHHOTO | WHCTPYKTHBHBIMH MaTepuallaMu , peziamenmupyrowumu /JOY npasuna odopmnenus
obecrneueHuUs DPEKBU3UMO08; COBEPUIEHCINEOBAM b AHANIUMUYECKUE HABBLIKU 00YHaAIOMUXCA.
yIpaBlIeHUS PexoMeHnaanuu no BoINOJIHEHUIO 3aJaHU:

Wzyunre peiicTByollyl0 HOpMaTuBHO mnpaBoBywo 6asy JAOY wu ['OCT P 7.0.97-2016.
«Hayuonanonoui  cmanoapm  Poccuiickou  @edepayuu. Cucmema  cmanoapmog no
ungpopmayuu, bubauomeunomy u uzoamenbckomy oeny. OpeanHuzayuoHHO-pacnopaoumenbHas
dokymenmayus. Tpebosanus k ogpopmaenuio doxkymenmog" Cocmaeg peksusumos OOKyMeHmos»
PacKpolTe perJIaMEHTHPYIOIIMA TOpSAA0OK, a TakkKe IOKAKUTE  NpaBWiIa OQOpPMIIECHUS
PEKBU3UTOB ydacTBYyIomme B 00pabotke nokymentoB. Mcnomnp3yem (CIIC KoncynpranT I[lmoc
Pexum poctyma:  http://www.consultant.ru ). Omnupasice Ha TpemIOKEHHYI (opmy
IIPEACTaBICHUSI.

Kpurepnn onenku:

OleHKa «OTJIMYHO» BBICTABISETCS 33 CaMOCTOSATENbHYIO, O€30MIMO0YHO BBINOJIHEHHYIO
paboTy, coJepKallyl0 apryMEHTHPOBAHHBIN BBIBOJ U PAllMOHAILHOE H3JIOKEHHE MaTepHaa,
(hopMy mpeacTaBICHUSI.

OlieHKa «XOPOIIO» BBICTABISIETCSl 32 pabOTy, CO/AEPIKALILYI0 HEHOUYEThl, Oe3 4eTkoi (Hopmbl
MIPe/CTaBICHUSI.

OleHKa «y/OBJETBOPUTENbHO» BBICTABISIETCS 33 HEJAOCTATOYHO apryMEHTHPOBaHHYIO
pabory, coliepKallyro HeJIoUeThl B U3JI0)KEHUH MaTepraita U (GopMbl IpeJicTaBIeHNUSI.
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OHeHKa «HEYTOBJICTBOPUTEIBHO)» BBICTABJIIACTCA, €CJIHM CaMOCTOATCIbHAA pa60Ta HC
BBITIOJTHCHA.

Paszgen 2. Cucremsl

TekcT 3agaHusI: TOATOTOBUTH MIEMEHT HOPT(HOINO — MPHUIIOKEHNST 00pa3IOB JOKYMEHTOB

nokymenranuoHHor | Ileiab: coBepumICHCTBOBAaTh 3HAHUS W TEOPETHYECKHE OCHOBBI COCTABICHHA M O(QOPMIICHHA
0 obecrneyeHus | OPraHU3alUOHHO-PACHOPIIUTENLHON JOKyMEHTAllMH, IOATBEPKAaTh  KOHKPETHBIMHU
ynpaBJieHHst IpUMepaMu
PexomMeH1aliMi 10 BHINOJHEHUIO 32JaHUSA:
J1st co3maHusl NpUIIOKEHUI MOKHO HCIOJIb30BAaTh HMHTEPHET - PECYPCHI, CPENCTBA MACCOBOM
nHopManuy, a TaKk K€ PEKOMEHJAIM{d [0 IPEJCTABJICHHUIO MPUIOKEHUS W CIIMCOK
HauMEHOBaHUMN BUAa JOKYMCHTOB pPasMCUICHHBIX Ha O6pa3OBaTeJ'lI>HOM noprajic B
ANIEKTPOHHOM Kypce «JloKyMeHTannoHHOe obecredeHue ynpasieHus». IlpoaHaianzupoBas
peaybHbIe YIpaBJICHYECKHE JTOKYMEHTHI M ITpaBwiia 0(OPMIICHUsS, MOJrOTOBBTE MM CO3JaiTe
00pa3Libl TOKyMEHTOB.
Kputepun onenku:
OueHKa «OTJIMYHO» BBICTABISICTCA 33 CaMOCTOATEIBHYIO, OE30MIMO0YHO BBIMOIHEHHYIO
paboty, B coorBercTBuE ¢ TpedoBarmsmu ['OCT P 7.0.97-2016. «HammoHansHEIN cTaHIApT
Poccuiickoii depepanuu. u Gopmyssipom oopas3uoM , popMy npeacTaBIeHHUs.
OueHKa «XOpoOLIO» BBHICTAaBIsETCS 3a paboTy, COJEPIKAILYI0 HEAOYeThl, B OdopMIIeHHH
nokymentoB ['OCT P 7.0.97-2016. «HaunonanbHeIH cTangapt Poccuiickoit @enepannu. u 6e3
YETKOH ()OPMBI IIPE/ICTABICHHUSL.
OueHka «y/lOBJIETBOPHTEJIBLHO» BBICTABISETCS 3a HEAOCTATOYHO BBIIOJHEHHYIO U
oopmiieHHy0 paboTy, colepiKallylo HeJo4eThl B O(OPMIICHHH JOKYMEHTAUMI0 U (GopMbI
MIpeCTaBICHHUS.
O1neHKa «HEYIOBJIETBOPUTEJIBLHO» BBICTABISACTCA, €CIM CaMOCTOATENbHas paboTa He
BBITIOJIHCHA.
Pazgen 3. TexeT 3axaHMsA: PEIINTE CUTYAI[HOHHYIO 3a7jauy
Opranuszanus Heau: cucmemamusuposams 3nanus no meme U OCMBICIUTH peajibHYIO0 NpodeccHoHaNIbHO-
JAOKYMEHT0000pOTa. | OPHEHTHPOBAHHYIO CHTYAIIHIO.
Tema 3.1. PexomeHnaanuy no BLINMOJTHEHUIO 320aHUA:
Texuonorus u Bbl sABIseTeCch OTBETCTBEHHBIM 3a paboTy C JOKYMEHTaMH B CBOEM CTPYKTypHOM
TIPUHIAIIBI noapasziesneHun. [lopydeHO  MOATOTOBUTH  TPOCGKT  PACHOPSDKEHHS «O  HMOBBIIICHUH
OpraHM3aIin KBaIN(pUKanIu pPaOOTHUKOB», HO KONMS JOKYMEHTa IOCTYNHMBIIETO M3 MHHHCTEPCTBA
JOKyMEHT0000pOoTa MOATBEPXKIAIOIIETO  IOBBINICHNE KBATH(QHUKALWK PAOOTHUKOB OBUT YTEpSH, W IPHUIIIOCH
00paTUThC K CEKpeTapl0 pPYKOBOIAHUTENS OpraHM3allud C TPOChOOH HAWTH OpUTHHAI
JnokyMmeHTta. OmnpezaesnnTe, KakoBbI JISHCTBUs CeKpeTapsi U B KAKOM JIOKYMEHTE JOJIXKHBI OBITH
MPOIHCAHBI TIPOLIECCH PAOOTHI C TAKUMH JOKYMEHTaMU?
Kputepun ounenku:
O1meHKa «OTJIMYHO» BBICTaBIISICTCS 3a CAaMOCTOATCNBHYIO, 0€30IIMO0YHO BBIIOIHEHHYIO
paboTy, comeprKanryro apryMEeHTHPOBAHHBIN BBIBOJ U COAEP)KaTENIbHBIC PEKOMEHIAINH.
OueHKa «XOpOII0» BHICTABIAETCS 32 paboTy, COJIEPXKAILy0 HEIOYETh, 0€3 PeKOMEHAAIIHIH.
OueHkKa «yIOBJETBOPHUTEJbHO» BBHICTABISIETCS 32 HEAOCTAaTOYHO apryMEHTHPOBAHHYIO
paborty, collepKaIlyro He{OYETHI.
OneHKa «HeYAOBJeTBOPUTEIBLHO» BBICTABIIACTCA, €CIM CaMOCTOATEeNbHas paboTra He
BBITIOJTHEHA
Tema 3.2. TexeT 3aaHNA: PEHINTE CUTYAL[HOHHYIO 33a4y.
Texnonorus Hean: cucremMarn3upoBaTh 3HAHHWSA 10 W3YYCHHOH TeMe H OCMBICJIUTD  PEATBHYIO
ABTOMATH3MPOBAHHO | MPOQECCHOHATEHO-OPUEHTUPOBAHHYIO CUTYAIIHIO.
it 00paboTKH PexomMeHan U N0 BBINOJIHEHHIO 32JaHUA:
JIOKYMEHTAIIH [IpencraBpre cebe, 4TO BaM MOPYYWIH MOATOTOBUTH COOOIIEHNE HA ONEPATUBHOE COBEIaHHUE

Ha TeMy Baempenme coBpemenHor C3JI. Bam HeoOXoamMo MpoaHATM3UPOBATH
(dbyHKIMoHaMbHBIE BO3MOXKHOCTH CDJ] yuuThiBag ( CIHUCOK BO3MOXHOCTEH, TPUMEPHI
HCIIONIb30BaHMs, JIEMO-BEPCHH, IIEHOOOpa3oBaHWE). VYKaXUTE€ Kakhe HWCTOYHHUKH  BBI
UCIIONb30BaNM sl aHanmu3a v nodemy? CocTaBbTe PEKOMEHIALMH M XapaKTEPUCTUKHU I10
BHeApeHuo COJI popMy mpencTaBieHUS ONPEACTUTE CAMOCTOSTEIBHO.

Kpurtepnu onenku:

OIlCHKa «OTJIHYHO» BBICTABIICTCS 32 CAMOCTOATCIBEHYI, O€30MMO0YHO BBITOTHCHHYIO
paboTy, collepKalryr apryMEHTHPOBAHHBINA BBIBOJ U COJICPKATCIBHBIC PEKOMEHIAIINH.
OI1IcHKa «XOPOII0» BBICTABIIETCS 32 Pa0OTY, COACPIKANIYIO HETOUETHI, Oe3 peKOMEHIAIN.
OIcHKa «yHOBJIETBOPUTEIbHO» BBICTABISACTCS 33 HEIOCTATOYHO apTyYMEHTHPOBAHHYIO
paboTy, coep KanTyro HeIOUEThI.
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BBITIOJTHCHA.

OHeHKa «HEYAOBJICTBOPUTEIBHO» BBICTABJIIACTCA, €CJIHM CaMOCTOATEIIbHAsA pa60Ta HC

4 KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHHUSA YYEFHOM JUCITATLTAHBI
KoHTposib M OLEHKa pe3yiabTaTOB OCBOCHUS JUCLUILUIMHBI OCYIIECTBIISIETCS IIPENOJABATEIIEM B

MPOIIeCCe TEKYIIEro KOHTPOJISI U MPOMEXYTOYHOM aTTeCTalUH.

4.1 Texymmii KOHTPOJIb:

No Kontpommpyemsie pazaeins! (TEMbI) KonTtponmpyemsie pe3ynbTaTsl (YMEHUS, HanmenoBanwue
B y49eOHOH TUCTIHIUIHHBI 3HAHUSA) OIICHOYHOTO CPENICTBA
1 OK. 02; 3.02.1; ¥.02.5;
0OK.03; 3.03.2; ¥.03.2;
OK.05; 3.05.8; ¥.05.3; Tect
Paznen 1. O0mast xapakTepucTHKA OK.10; 3.10.2. ¥10.3; [MpakTuyeckas padbora
JIOKYMECHTAIMOHHOT'O 00CCIICUCHHUS K. 1.1; ¥1; ¥2; 31; No 1
yIpaBlICHUS MK.1.2; Y4; 33; [IpakTuueckoe 3aanue
IK.2.1; ¥1; ¥2; 34;
IIK.3.2; ¥V1; ¥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; [IpakTndeckue paboOTHI
AOKYMEHTAILHOHHOT0 o0ecneyeHust IK.1.1;¥1; ¥2; 32; Ne 2-5
ynpaBJieHust MK.2.2; ¥1; ¥2; 32; 34; Ioptdoaro
NK.3.4; ¥1; ¥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

Paznea 3. Opranuzauus
AOKYMEHT0000poTa

OK.09; 3.09.3 ¥.09.3.
K.1.2; Y4; 33;

IK.2.1; ¥3; V5; 34; 35;
IK.2.2; ¥2; ¥3; 32; 34;
IIK.2.6; Y3; Y4; 34; 35;
IK.2.7; Y4; ¥Y5; 35;
IIK.4.6; Y3; YV5; 33; 34; 35;
IIK.4.7. Y4; V5; 33; 34; 35;

[Mpaktuyeckue paboThI
Ne 6-8

Keiic-3anaua /
CHUTYyaI[HOHHAS 33724

4.2 IlpoMe:xxyTOUYHASI aTTeCTAIUSA
[IpomexyTouHass arrecTanus OOYYAIOUIUXCS OCYIIECTBISETCA IO

AUCHUIIIMHBI U TTIO3BOJIACT ONPEACTINTE KAYECTBO U YPOBCHBL €€ OCBOCHHMA.

3aBCPIICHUUN U3YUYCHUA

dopMa NPOMEXKYTOUYHOM aTrTecTauud 10 JucHHINIMHE ««/lokymeHTanuoHHOe oOecnedyenune

yHnpaBJIeHHs » - KOMIUIEKCHBIN qudpepeHInpoBaHHbIN 3aUeT
Pe3yabTa
o OueHoYHBbIE CpeCTBA
oBydenus AJISl IPOMEKYTOUYHOM aTTecTAlMU

TecToBble 3a1aHUsA
Pa3nen 1. OOmas xapakTepUCTHKA JOKYMEHTAITMOHHOTO 00ECIICYCHUS YIIPABICHUS

32;33; 34; [1. Jomomuure: OTpacip AeSTENHOCTH, KOTOpas 00eceyrBaeT JOKYMEHTHPOBAHIE U OPraHM3aIHI0 PaboThI ¢
302 1’ O(i)I/I[H/IaJ'lBHBIMI/I JOKYMEHTaMU, Ha3bIBACTCA -
3.03.1: a) TOKYMEHTHPOBaHHEM;
3' 0 3' 2f 0) IETOTIPOU3BOICTRO;
3'0 '8’ B) OpraHu3ays padoTHI ¢ JOKYMEHTaMU.

.05.8;
3.10.2. 2. Bepno nu yTBepxaenue, uto TepMuH JJOY BO3HUK ¢ BHEPEHUEM CPEICTB BEIYUCIUTCILHON TEXHHUKH,
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COBPEMEHHBIX MH()OPMAIMOHHBIX TEXHOJIOTHIA?
A) na b) mer
3. JloKyMeHT BO3HHK, YTOOBI 3a(MKCHPOBATH HH()OPMAIIHIO U TIPUAATE €i 3aKOHHOCTb, IIPAaBOMEPHOCTS, T.€. -...
la)co3aHKe, IPOU3BOJICTBO, XPaHCHUE, PACIPOCTPAHEHNE H HCIIOJIb30BaHNE JOKYMEHTOB;
0)ripaBmIIa OPOPMIICHHUS aIMUHICTPATUBHBIX TOKYMEHTOB.
B) FOPUAMICCKYIO CHITY
) mpouecca JOKYMEHTUPOBaHUS
4.  CooTHecuTe HOHAITHUS C IPOLECCAMH JJOKYMEHTOBEICHHS:

1)I0KyMEHTUpPOBaHHUE; a) IMpoIecC WIN COBOKYITHOCTH MIPOIIECCOB 10
MIOJITOTOBKE, COCTABIICHUIO, COTTIACOBAHUIO, 0(hOPMIICHHIO
1 M3TOTOBJICHHIO JOKYMEHTOB

2)opraHuzanus padboThI ¢ 0) KOMILIEKC paboT C TOTOBBIMH JJOKYMCHTAMH,

JOKyMEHTaMH. CO3JJAHHBIMH IPEINPUSITHEM WU MTOTYYCHHBIMHU U3 BHE.
5. Ompenenure:
YUTo Ha3BIBaeTCSA JOKYMEHTOM?
IA) MaTepHaIbHBIH HOCUTENh JAHHBIX O 3alIMCAaHHOW Ha HEM MH(OPMALNH, TPEIHA3HAYCHHON I IIepeladil BO
BPEMEHHU M IPOCTPAHCTBE.
b) mpencTaBisieT coboit mporiecc co3nanus 1 0popMIICHNS TOKYMEHTOB.
B) 3adukcupoBanHas Ha MaTepHAILHOM HOCUTENe HH(OpMALUS ¢ PEKBU3UTaMH, TO3BOJISIONINMH €€
MIEHTU(ULIUPOBATD.
) 3adukcupoBanHas MHGOPMaIMs Ul IPUIAHUS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakue NokyMeHTBI CO3J1al0TCsl B TIpOLiECcCe IESITEIbHOCTH TIPEIPHUATHIL U OpraHu3anuii.
@) TMYHBIE, IPABOBBIC;
0) IpaBOBBIE, TOKYMCHTAIBHEIC;
B) o(HUIHAaTIbHEIC, TNIHEIC,
) ydeTHBIC, O(QHUIIATHHBIC
7. . Vuadopmaryst — 3TO CBeACHUS
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 IMIAax, COOBITHAX, (haKTax, IBICHUAX B YCTAHOBJIEHHOH (hopMe NpeacTaBIeHUS

8. UYro siBIIsIETCS IEPBOIL CTYINEHBIO KIACCUPUKAIMH JTOKYMEHTOB.
) KOMIUIEKC JOKyMEHTOB ,[IOMEIEHHBIE B TBEPAYIO OOJIOXKKY.

0) TPYIITUPOBKA UCTIOJHEHHBIX JJOKYMEHTOB B JIeTIa.

B) IPYIIIMPOBKA KOMILIEKCA TOKYMEHTOB B JIelia.

) IeJIeHHE IOKYMEHTOB Ha KJIACCHI.

0. YcTaHOBHUTE COOTBETCTBHUE:
D)o cdepe ucnonp3oBaHus; 2)II0 MECTY COCTaBIICHUS;
3)Im0 IOPUIUIECKON CHUIIE; 4) o hopMe H3IOKECHHUS;

/A) OpUTHHAJIBI, BBITUCKH, TyOJINKATHI;

b) opranu3annoHHO-pacTIOPAANTENbHAS, HAYYHO-TEXHUYIECKas;

B) nnnuBuyansHble, TpadaperHble, yHUGUIMPOBAHHBIE,

") BHyTpeHHHE, BXOAAIINE, UCXOISIIIHIE.

10. fomosHuTE:

HasoBure, 3aK0HOIaTEIIbHBIN JTOKYMEHT, KOTOPBIil COJICPIKUT NPABOBbIE OCHOBBI CO3/1aHMs1, cOOpa, 00pabOTKH,
HaKOIUICHNS!, XpaHEHHS, IIOMCKA, PACCMOTPEHUS U NIPEJOCTaBICHIE JOKYMEHTUPOBAaHHOM nHPopManuu? — 310...
A) 3akoH PD « O06 cTranmapTu3armm

b) 3akoH P® «06 ApxuBHOM (hoHIE M apXHBAX»

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

M) @3 PD « O npaBoBoii 0XpaHe MIPOrpaMM ISl INEKTPOHHBIX BBIYHNCIUTEIBHBIX MAIIMH 1 033 JaHHBIX)

11. YKaxuTe TOKyMEHT, KOTOPBIH YCTaHABINBACT TPEOOBAHUS K COIEPKAaHUIO JOKYMEHTOB B
OpTaHU3aIIH.

1) TOCT P 7.0.97-2016
2) FCI0Y

3) MHCTpYKIKS TIO ACIIOTPON3BOACTBY
4) npaBmiia oopMIICHHUS TOKYMEHTOB

12. OHpC,Z[GJ'II/ITC PEKBU3UTHI, KOTOPBIC ABJISAIOTCSA 00s13aTeILHBEIMU U 00€CTIEUNBAIOT TOPUANYCCKYIO CUITY!
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1) HauMeHOBaHUE OpPraHU3AIUH.

2) rpud cornacoBaHus JOKYMEHTA.

3) mata TOKyMeHTa U HOMEp.

4) anpecar.

5) HAaNMEHOBaHME BUAA JOKYMEHTA.

6) pe3OITIOIHSL.

7) TpU} yTBEPKICHHUS.

8) BH3BI COTNIACOBAHMSI TOKYMEHTA.

9) Tekcr.

10) moamnuch ¥ eYaTh.

11) oT™MeTKa 06 UCTIOTHHTETE.

12) oTMmeTKa 00 HCTIOMHEHHUH TOKYMEHTA M HAMIPABJICHHH €ro B IS0

13. CootHecute BUIBI OJaHKOB?

1) oOmuit 6;ank. 2) GJIaHK MUCHMA. 3) 6;aHK KOHKPETHOTO BHIA JOKYMEHTA.
/A) ICTIONB3YeTCs U U3TOTOBJICHHUS OOJIBIIMHCTBA BHYTPEHHUX JJOKYMEHTOB.
0) co3maeTcs, eci U3JaeTCs MHOTO TOKYMEHTOB OJHOTO M TOTO )K€ BH/IA.

B) ynotpeGsercst ToIpKO Mpu 0OPMIICHHN OJHOTO BHIA TOKYMEHTOB.

14, Boccranosute nporymeHHoe ¢I0B0: «PEeKBU3UT - 3TO 003aTEIbHBIH JIeMEHT 0(pOPMIICHHUS ...
IMTOKYMEHTa.

1. O¢dunmansHOTO

2. Ciry»eGHOTO0

3. JIroGoro

4. npyroii BapuaHT

15. Brigenute npaBUIIbHBIN BapuaHT 0QOpMIICHAS PeKBU3NTA «HanMeHOBaHIE OpraHU3aIii» Ha OJaHKE
MmUCbMa.

a) MUHMCTEPCTBO OBPA30BAHIS U HAYKU POCCUMCKOM ®EJEPALIMU UHCTUTYT
FOCYJIAPCTBA U I[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 TIOMEHCKUIA
TOCYHUBEPCUTET MHCTUTYT T'OCYJAPCTBA U [IPABA

r) MUHUCTEPCTBO OBPA3OBAHMS 1 HAYKH POCCUIICKOMN ®EJIEPAITMN TIOMEHCKHUH
COCYHUBEPCUTET UHCTUTYT

16. BriOepuTe npaBUIbHBIN BapuaHT 0()OPMIICHNS] HAMMEHOBAaHHUE BU/A JOKYMEHTA ....
1.ITucemo-mipocr6a

2 .ITPUKA3

3.CnopaBka

4.1pyroii BapuaHt

17. BriOepuTe npaBUIbHBIN BapuaHT 0hOpMIICHHUS TOYTOBOTO anapeca B « CIIpaBOYHBIX JJAaHHBIX 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{BeTHo#i OynbBap, 1. 3, 105123, ten./daxc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. Tex./axc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiinure npaBuibHOe odopmiieHHE 1aThl?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 mexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux IOKYMEHTAax [IPOCTaBIISIIOTCS CIENYIOIINE PErHCTPAlMOHHBIE HOMepa.:

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

20. BrIOepuTe npaBUIbHBII BapHaHT 0(OPMIICHUS peKBU3UTA «'prd yTBEp:KACHUA», KO A yTBEPKIACHUE
[IPOUCXOIUT JOKHOCTHBIM JIULIOM.

1. VTBEPXKIOAIO Hupekrop 3AO «IIunor» IMogmuce A.B. Ilerpos 23.09.2009

2. Vreepxkgatro dupextop 3AO «IIunot» Iloanucs A.B. Ilerpos 23.09.2009
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3. «YTBepxnato» 3A0 «ITunor» Hupextop [Hoxmucs A.B. ITerpos 23.09.2009

4. YTBEPXKIAKX [dupextop 3A0 «ITwiot» A.B. ITerpoB 23.09.2009

21. B kakoM ciay4ae NpaBmILHO OYOPMIIEH PEKBHU3UT «AZIpecary.

1)  Mupexropy mkoiust Ne 269 Matseesoit Tamape AsekcanapoBHe

2) 195172, Cankr-IletepOypr, yiu. JImutposa, a. 17 k8. 7. Hukudoposoii H. I1.

3) 00O «Tepem» Otmen pexiambl Hauanpauky otaena H. A. Banosy 117134, Mocksa, yi. Ctpourerneii 8,
enepanpaOMy nupekropy 3A0 «BUCT» A. U. CmupHOBOIH

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

oopmiicHue?

1) Aupexrop mkonsl Ne 25 B.A. IlerpoBa
2) IMpeKTOp LIKOJIBI IlerpoBa B.A.
3) dupexrop B.A. IlerpoBa
4) dupexrop ITerpoBa B.A

IIpakTHyeckue 3a1aHus

V1, V2;
v.02.5;
v.03.1;
¥.03.2.
¥.05.3;
¥10.3;

|.Ha ocHoBanun 3amanuii oopMmuTE PEKBHM3UTHI, 00ECTICUMBAIOIIME HOPUANYECKYIO CHIY JOKYMEHTaM.
Y0661 0QopMHUTh pekBHU3UTHI Hcmonb3oBath [OCT u pemaktop Microsoft Word ¢ coGmronenmem Bcex
OTCTYIIOB M HHTEPBAJIOB.

3a):[alme IZO(I)OPMI/ITG HAaMMCHOBAHUEC OpraHU3allMi B COOTBCTCTBHUHU YCTaBad U MPABHUIIBHOTO PACIIOJJIOXKCHUS
qacTei PCKBU3HUTA

Bapuanm 1

3AO0, opranm3anroHHO-TIpaBoBas popma npeanpustus «HOpuc-kon».

Bapuanm 2

Opranuzanys TrocyJapCTBEHHOTO THMAa BcepocCHilcKuil HAy4yHO  HMCCIEeIO0BATENbCTKUM  HMHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO jAena, noguuHsetcs denepansHoMy areHcTBY POCAPXNB MoxeT nMeTh
cokpamieHHoe HaumeHoBanne BHUMJIA L.

Bapuanm 3

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

Bapuanm 4

MuHHCTEPCTBO CTPOUTENBCTBA, APXUTEKTYPBI M KHUIUIHO-KOMYHAJIBHOTO XO35SHCTBA, IPU A IMUHUCTpALNH
PocToBckoii obmacT.

3aganne 20¢opmuTe Ha3BaHWC BHIA JOKYMEHTa W 3aroJIOBOK K TEKCTY 3TOTO MOKYMEHTa, YIMOTPEOUB
HYKHBIH NaJex:

Jns 1 eapuanma

IIpuka3 o BBeACHUH HHCTPYKLIUH 110 TPOTHBOIIOKAPHONW 6€30I1aCHOCTH;

s 2 sapuanma

[Iporokoun 3aceqanus coBeTa Mo MpodUIaKTUKE TPABOHAPYIICHHIA;

Jlns 3 sapuanma

CropaBka O COCTOSHMM pabOTBhl OTHeNa JeJONpPOW3BOJACTBA IO PACCMOTPEHHUIO 3asBICHHH, Kajiod u
IIPEJI0KEHUMN IPAKIaH;

Jns 4 sapuanma

JoJKHOCTHAS MHCTPYKIUS O CHELUATIUCTE 3€MEJIbHO-UMYIECTBEHHBIX OTHOLIEHUIA;

3apanne 30dopmuTe naTy U perHCTPAIMOHHBIA HOMEP JOKYMEHTa

Bapuanm 1

Ecnu ohopmitsiroT npukas 1o 0CHOBHOH JESITEILHOCTH — IPOJIOIBHBIM PAaCHONI0KEHUEM PEKBU3UTOB.
Bapuanm 2.

Ecmu 0opMIITIOT OTYETHBIN TOKYMEHT KOTOPBIH OTHOCHTBCS K OyXTaaTepcKod TOKyMEHTAIUH.
Bapuanm 3

Ecnm 0opMIISIIOT TOTOBOPHO# TOKYMEHT. ( KYTLTH-TIPOJIaXKH )

Bapuanm 4

Ecii moAroToBHIM IS OTHPAaBKH OTBETHOE IMHCHEMO Ha BXOJISIIIEE.

3aganue SOhopMUTE PEKBU3UT MOIITUCH

Bapuanm 1.

Ecnu nooeomosunu npuxas no 0CHO8HOU 0esimelbHOCHU
Bapuanm 2

2Ecnau noocomosunu akm

Bapuanm 3
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Ecnu noocomosunu npomoxon cobpanus
Bapuanm 4
Ecnu noocomosunu eapanmuiinoe nucomo

I1.Crpoextupyiire :

o0mmii 6J1aHK ¢ TIPOIOJIEHBIM PaCIOI0KEHUEM,

OJaHKM IS IIHCEM C YTIIOBBIM H IIPOAOIBHBIM PACIIONOKEHUEM U

0JaHK IPUKa3a C IMPOJOIBHBIM PACIIONIOKEHUEM ITOCTOSIHHBIX PEKBH3UTOB

IUIsL IEPEYHCIICHHBIX HIDKE OPraHU3aLMil ¢ OrPaHUYUTEIEHBIMUA OTMETKAMH IJIs PEKBH3HTOB.

Bcepoccuiickuil HayuHO-HCCIEA0BATENbCKUN HHCTUTYT JOKYMEHTOBEACHHS U apXUBHOTO JIena,
noguunstonuiics POCAPXIBy OKIIO 02842708, OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001;

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

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

V. Huwxwnsst [lepBomaiickast, 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
OxTs6pBCcKOE mocce, 1.9, Topon Bonromonck, Pocrosckast 061. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Paznen 2. CucreMbl JOKYMEHTAIHMOHHOI0 ofeclevYeHUsl yNPaBJIeHUA

TecToBBIE 3adaHUA

31; 1.Cucrema OPJI — o710 ... .
32: a) COBOKYITHOCTbh B3aWMOCBSI3aHHBIX JIOKYMEHTOB, IIPUMEHIEMBIX B OIIPENIEICHHOI cdepe AesITeTbHOCTH;
3 o v o
33 0) cuctema OP/I, B KOTOpO# perinaMeHTUPYIOTCS NpaBa U 0053aHHOCTH MPEINPUITUN U YUpeKIACHUH,
b

B3aMMOOTHOMICHUS C BBIIICCTOAIMMUMUA OpraHu3anuiamMu, ¢ TIOAYMHCHHBIMU U CTOPOHHUMU OpraHuU3aIUAMU;

34; B) CHCTEMA JOKYMEHTAIIMHU, CO3JaHHas 110 €IUHBIM IIPABUIAM U TPEOOBAHUAM, COAEpKaas MH(POPMALIUIO,
3.01.8; HEOOXO0UMYIO [/ YIIpaBJeHHs B ONpe/eeHHON cdepe AesTeTbHOCTH.

3.02.2; 2. Pacnpenenure JOKyMEHTBI IO TPYIIIIaM:

3.05.8; 1) OpraHu3alMOHHbIE;

3.09.3 2) pactopsIuTENbHBIE;

3) uHpOpPMAaITIOHHO-CIIPABOYHEIE.
A)nonokeHne B) MPUKa3bl T) CIPaBKH; J) HHCTPYKIUH; €) PaclopsDKEHHUE; JK) TPYAOBas KHIDKKA;
3) IOCTaHOBIICHUS; K) yCTaB; JI) MUCHMO.
3. Ilpomomxure MpeasioxKeHue- yCTaB- 3T0. ..
1.paBOBOI aKkT, ONPENENSIOIINI CTPYKTYPY, YUCICHHOCTh U JIOJDKHOCTHOM COCTaB pabOTHUKOB OpPraHU3aliy C
yKa3aHUEM JIOJDKHOCTHBIX OKJIaI0B.
2.1paBOBOIi aKT, ONPENENSIOIINI CTPYKTYPY, QYHKLUH U [TpaBa MPEANPHUATHS, OPraHU3aINH.
3.1paBOBOM aKT, U3J]aBaEMBblil TOCY/IapCTBEHHBIM OPIaHOM B EJISIX YCTaHOBJICHHS IIPaBHJI, PEryJIUP YOI
OpraHU3alMOHHbIC, TEXHOJIOTHYECKHEe, (PUHAHCOBBIE CTOPOHBI JIESITEIbHOCTA OpPraHH3alluy, TOJDKHBIX JIUIL.
4.mpaBOBOIi aKT, ONPENEISIOIINI MOPSII0K 00pa30BaHHMs, TPABOBOE MOJOKEHHE, [TPpaBa. 0053aHHOCTH,
OPraHHU3aUI0 PAOOTHI MPEATPHUATHS
4. BcraBbTe NPOIYIICHHBIE CIOBa B OINIPEAEIICHHE:
HopmaTuBHBIN TOKYMEHT, B KOTOPOM OIIPEIEEHHL. . ., ..., ... K OTBETCTBEHHOCTH COTPYJHUKA MPEIIPHATHS -
3TO... HUHCTPYKIHSI.
1.pernaMeHTHpyeTcst MOPSIOK BBIIOJIHEHHS IIPOIECCa, OTBETCTBEHHOCTb.
2.MopsAI0K paboThl, OCHOBHBIE TTOJIOKEHUSI.
3.}yHkuunu, npaBa, 00sS3aHHOCTH.
4.CTpyKTypa, YUCIEHHOCTD ,JOKHOCTHON COCTaB.
5. Omnpenenure B JOKyMeHTa?
I1paBoBO¥1 aKT OIpe eSO TOPSIOK 00pa30BaHKsL, IIPABOE MONOKEHHE, IIPaBa, 00S3aHHOCTH, OPraHM3aLMI0 PAOOTHI
TIPEIIPUSTHS WA CTPYKTYPHOTO TIO/IPa3EIeHHsI. — 310 ...

6. HazoBure NOKyMEHTHI, KOTOpPBIE H3IAIOTCS:

A) B yCIIOBHSIX €IUHOJIMYHOTO IPUHSTHUS PELICHUN-. . ....

B) B ycIOBHSX KOJIIETHANBHOCTH- ......

7. JlomosHMTE IPYIIIBI HA KOTOPBIE AENSATCS IPUKA3hI:

1) TIpoGueMsl co3manusl, TUKBUAALIMH KOMUCCHI, COBELIATEIbHBIX OPraHOB; YTBEPIKACHUE Yero JIN00;
MIPEAOCTaBJICHHE NTPaBa MOJANKCH; - 3TO IMPHUKA3bI I0. .....
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2) TlpoGnemsl prHAHCHPOBaHHS; OOECIIeUeHHUs 000PYA0BaHHUS, MATEpHATIAMH; odopmiienne

PEe3yJIbTaTOB, HTOTOB PaOOTHL; - 3TO IPHUKA3HL 11O ...

3) Ilpuem, yBOJBHEHHME, IEPEBOA, KOMAHANPOBKH, PELICHNUE COLl. BOIIPOCOB; _ 3TO MPUKAa3bI

8) Ompenenure BUABI PACIIOPSIUTEIBHBIX JOKYMCHTOB.

1) pacnopsAUTENbHEINH TOKYMEHT, H3JaBaeMBbIil OPraHOM YIIPaBJICHHS 110 BOIPOCAM OpraHU3alUOHHO-

METOJMYECKOr0 XapaKkTepa JJIsl OpPraHU3alliy BEIIIOJHEHUS] HHCTPYKLMH, IIPHKa3a - 3TO...

2) pacnopsAUTEeNbLHBINA JOKYMEHT KOJUIETHAIBHOTO OpraHa YIpaBiIeHHs], yYeHBIX COBETOB. - ITO..

3) npaBoBOIi aKT, U31aBAEMbIH €TUHOJMYHO PYKOBOAMUTENIEM OPTaHHU3aIMH JUIS JOBEJICHHUS J10 UCTIOTHUTEICH

OIEepaTHBHBIX BOIIPOCOB - 3TO. ..

9) Ompenenute, YTO HA3BIBACTCS TTUCHMOM.

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

2.00011eHHOE Ha3BaHUE PAa3IIMYHBIX 110 COJEPIKAHHIO JJOKYMEHTOB IEPECHIIAEMbIX 110 ITOYTE.

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

4.10KyMEHT, KOTOPBII HE COIEPIKHUT IMOPYUYCHUIA, HE 00SI3bIBAET JIEHCTBOBATh CTPOTO MPEAINHUCAHHBIM 00pa3oM

10) CooTHecuTe BUIBI IIMCEM. M UX Ha3HAUEHHE.

1.undopmanmoHHbIe, 2. KOMMep4YecKue. 3.CONPOBOAUTENBHOE
A) COCTaBJIACTCA MPHU 3aKIHOYCHUU U BBIIIOJTHCHUHW KOHTPAKTOB.

b) nuceMma, conepikaiye cooOIeHus1, TPOCEObI, HATTOMUHAHUSL, TIPEJJIOKEHHUSI.

B) npunararoTcs K OCHOBHOMY JOKYMEHTY , KOTria TpeOyeTcs JOMOIHUTENBHOE OSICHEHHE

11) laiite onpenenieHnue MpoOTOKOIY.

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

2. TOKYMEHT, KOTOPBII HE COJICPKUT MOPYIEHHH, HE 0053bIBacT AEHCTBOBATH CTPOTO MPEANHCAHHBIM 00pa3oM

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

4. IOKyMEHT KOJUICTHAJILHOTO OpraHa yIpaBICHU

12) Jlaiite onpeneneHue aKTy.

1. JOKYMEHT, MOATBEPKAAIOIHNNA KaKue-IN00 COOBITHS CITYy)KEOHOTO XapakTepa.

2. JOKYMEHT, COCTABJICHHBI ISl TOTBEPKACHHS YCTAHOBJICHHBIX (haKTOB, COOBITHIL, NEHCTBUIA.

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

4.10KyMEHT, KOTOPBId HHPOPMUPYET PYKOBOJCTBO 00 U3MEHEHHH MECTa COOBITHUS, (haKTa, SIBICHUSI.

13)Onpenenute, 4To ABIACTCS AaTOH akra?

1. maTa cocTaBIEHUS aKTa.

2. 1aTa HOAIIUCAHUS aKTa

3.1ata coObITHS, IPOBEPKH,

4. nata paboTbl KOMHCCHHU.

14) Onpenenure, KeM IMOJIUCHIBASTCS AKT?

1. mpencenaresnieM ¥ MPUCYTCTBYIOLMIMMH.

2. 4JeHaMU KOMHCCHUH U MIPUCYTCTBYIOLIMMH.

3. mpezacenareneM, YieHaMH KOMHUCCHH, TPUCYTCTBYIOIIUMH.

4. mpencenareneM U ceKpeTapeM

15) [aiiTe omnpeeseHue CIPaBKu

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

2). TOKYMEHT, OOBSICHSIOIINN MPUHIIUI KaKOT0-TU00 JeHcTBUsA, (aKTa, IPOUCIIECTBHUS

3). JOKyMEHT, TOATBEPKAAIOIINI KaKkne-T100 COOBITHS CITyKeOHOTO XapaKkTepa

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

16) Ompenenute BUABI CIIPABOK-

A).JJOKyMEHT COCTaBJICHHBIH N0 YKa3aHUIO PyKOBOIMTES, U MPEICTABIISIOTCS B YCTAHOBJICHHBIE CPOKHL. . ..

B). noxyMeHT cocTaBI€HHBIH TI0 3a1IpOCy 3aMHTEPECOBAHHBIX JIHIL. -. . ..

17) [aiite onpeneneHue 3amucKaMm.

1) TOKYMEHT 110 BOIpocaM, TPEOYIOIINX OTepaTUBHOTO PEIICHHUS TIepeIaBaeMbIii OTIPEICIICHHBIM CITOCOOOM
CBSI3ML.

2) DOKyMEHT, KOTOPBII He COIEP KUT TIOPYIEHUH, He 003bIBaCT JCHCTBOBATE CTPOTO MPEIIMCAaHHBIM 00pa3oM.

3) IOKyMEHT, aJpecOBaHHBIN PYKOBOAMUTEIIO JAHHON WIIM BBIIECTOSIIEH OPraHN3aliu, COOEPIKUT
00CTOATEN HOE M3I0KEHHE KaKOT0-JIM00 BOMPOCa C BBIBOJAMH U IPEATIOKEHUSIMH COCTABUTEIS.

4) NOKYMEHT, COCTaBJICHHBIH JJIsl TOATBEPIKACHHS YCTAHOBJICHHBIX (D)aKTOB, COOBITHH, NeHCTBUI

IIpakTnyeckue 3agaHus

Y1
Y2

9

9

3amanme 1

B (bOpMC InmpukKasa H€O6X0)_II/IMO BBCCTH HMHJCKCHI npeanpnﬂTnﬁ u OpFaHI/I3aHI/Iﬁ O6’I>€)II/IHGHI/I${, B LCIAX
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Y.01.1;
Y.01.4;
Y.02.5;
Y.05.3;
¥.09.3;

YIIOpSIIOUYECHHS OpTraHU3alUil yIpaBJIeHUs B 00bEIMHEHUH U B COOTBETCTBHH C yKazaHueM MUHUCTPOS
P® ot 00.00.00. Ne 423. IPUKA3BIBAIO: O6bennHeHno mpucBOUTh WHACKC — 51. [Ipu mepenucke B
cootBeTcTBHH ¢ CTII 39.00.25 «Opranu3anus JeI0NpON3BOACTBA B 00beAUHCHUN « CTPOUTEXHUKAY, a
Tak)Ke JJIS ydeTa M PerHCTpanuu pa3padbaThiBa€MbIX CTAHJAPTOB NPEANPUATHS IPUCBOUTH
MpeanpuaATHsIM ciexyromue nanekce: 50 — 01 — fIpocmaBckoMy peMOHTHO-MEXaHHUECKOMY 3aBoay; 51 —
02 — Bnagumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrpoiimopmamn». Kontpoas 3a
MCIIOJTHeHHEM TpHUKa3a Bo3jaraercsa Ha kaHuenspuio (T. Kopomnesy B. A.). 'enepanpusiii nupextop A.Il.
MBanos. B neno 1 — 3 — 6. C. C. Iletpos
3aganme 2.
OTkpoliTe crnpaBouHO-TIpaBoBylo cucreMy KoHcynprant Ilmoc, ucmone3yss Kaprouky mnowcka, Haigure
pewenue (cM. pasuen YensOunckas o6xactp). CkonmupoBaTh HalAEHHYI0 HH(MOPMALMIO B TEKCTOBBIN
nporeccop. Odopmute pemerne. Coxpanure padoTy B daiine mox umeneM «Perienue».
3aganme 3.
Hupexmmst OO0 «Actpes» (Carkrt-IlerepOypr) 12.08.2012 mpoBena cBoe ouepeqHOe 3acenaHie, Ha KOTOPOM
npucytcTBoBanu Boctpskos C.T., Crynues [1.11., Jlebene .M., Antonos IL.JI., lllentynosa 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 BBINJIATH IPEMUAbHBIX.
ITo mepBOMy BoTIpOCY CiTymIany cooOLIeHHEe HadaIbHUKa OTAena pekiaamsl Boctpukosa C.T., TeKcT cooOmeHns
KoToporo OblT nepenan cekperapto 3acenanust benosoit H. /1. ITo aToMy ke Bonpocy BBICTYNHI (PUHAHCOBBII
nupektop Tumodeer A.A., KOTOPBIA 0J00OpWIT YBEIMYCHUE PACXOJ0B Ha HapyXHywo pekiamy B III xBaprame
200__ r. Ha 5%. Takxe mepenan cekperapio. [1o maHHOMY ke Bompocy BeicTymmid AHToHOB 1. JI., HauansHUK
oraena kaapos, u Jledbene WM.M., nupextop no npojaxkam. IlepBblii 0JOOpHI HOBYIO CHUCTEMY BBIILIATHI
MPEMHUATBHBIX U PEKOMEH/IOBAJ MOATOTOBUTH HeoOXomumbie mokyMeHTHI K 01.09.200  r. Bropoii mpempioxut
JI0paboTaTh HOBYIO CHCTEMY BBIIUIATHI NPEMHAIBHBIX M PEKOMEHAOBAN MPOBECTH T'OJIOCOBAHHE IO AAHHOMY
BOIIPOCY Ha 0011eM COOpaHNH TPYZOBOTO KOJJICKTHBA.
B ntore 3acexanust Obut IPUHATHI caenytomue pemenus: 1. OxoOpuTs paboTy otaena pexnamsl B 111 kBaprane
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 [llentynosa B.I'. Cobpanne Ben npeacenarens Pymsaies O.A.
3aganmue 4.
Kommuccus mox mpencenaTeabCcTBOM HadajJbHMKA TEXHHUECKOHM rpynmsl BomoBoro A.A. M 4jI€HOB KOMHCCHU
Bopucosa M.IO., HayanpHHKa aJMHHUCTPaTHBHO-XO3siiicTBeHHOro otaena, Cmupnosa JLIL., Oyxranrtepa, u
PomanoBoit M.K., opucmenemxepa 3AO «JIeoHTHs» Ha OCHOBAHMHM [OKJIATHOHN 3almUCKU OQHC-MEHemIKepa
PomanoBoit M.K. 11.07.20  r. mpoBena MHPOBEPKY TEXHHYECKOTO OCHAIECHUS NPHEMHOM TI'eHEepalbHOIO
JUPEKTOpa M MpU3HAJNIAa HETOAHBIMU JUIS SKCIIyaTallMd KONMHPOBaJbHEIN ammapar Xerox 345(1 mT.), mpenep
(weB. HOMep 367, 1 mT.), dpakc 47823 (1 mr.). [Ipu3HaHHAS HEMPHUTOIHOM IS DKCIUTyaTallid 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-i — B meno 23-02), KOTOpbIi OBUT yTBEPKACH TeHEpaIbHBIM qupekTopoM CremanossM [1.1.
3aganmues.
OTKpoiiTe crpaBOYHO-NPaBOBYIO cucteMy KoncynbranT I[lnmioc, HalauTe akT O MPOBEACHUHM MHBEHTAPU3ALIUU
(popma MTHB-00), oTKpoiiTe €€ ¢ MOMOIIbI0 TAOJIUIHOIO MPOIIECCOopa U 3amOJIHUTE ISl CBOSH OpraHU3aIlUH.
Coxpanute paboty B (aiine mog nmeneM «IIpumep 00 MHBEHTaAPHU3AII.
VHBeHTapHU3allMOHHAs KOMUCCHS, CO3/JaHHAs Ha OCHOBAHMU IIpHKa3a JupekTopa Bamero mpeampusatus Ne 24
oT 15 ceHTAOpst TEKyIIeTo roja, B cocTaBe mpeaceaatens OcTpoBckoro J.A.(3aM.TTIaBHOTO Oyxrajirepa 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 3aBoga Kapramosa H.J. B pesynbrare npoBeneHHONW peBU3MH OBUIO YCTaHOBJIEHO, YTO
OCTaTOK HaJIMYHBIX JIeHer B Kacce coctapisierT 1030 pybueit 00 kom., ocTaTok AeHer nmo kaccoBoi kaure — 1030
py6. 00 xon. Ipyrux neHHOCTEH B Kacce 3aBojia He OOHApY>KeHO, YTO COOTBETCTBYET AaHHBIM ydyera. Komuccus
TaKKe YCTAHOBWJIA, YTO TOPSAAOK BEICHUS KAaCCOBOM KHUITW M XpaHEHHUS JICHET COOTBETCTBYET TpeOOBaHMAM
[MonoxxeHuss 0 BeNEHWM KacCOBBIX OIEpPAIMii T'OCYAapCTBEHHBIMH, KOONEPATUBHBIMH W OOIECTBEHHBIMHU
NIPENIPUATHAMH, YIPEKICHUAMHA U OPTaHU3ALUAMH.
AXT BCTYNHII B IGHCTBHE C MOMEHTA yTBEPKICHUS TUPEKTOPOM.
3ananue 6.
Mupexktopy 3A0 «Monoaut» OctpoBckoMmy 3D.A. oT HagaidsHHUKA nuoHepiaareps Kopuryrosa JILII.
JloknanHas 3anucka. CoriacHoO BalleMy IPEINHUCAHUIO MHOI COBMECTHO C TEXHUKOM -CMOTPUTEIEM
UleButoBeiM P.A. 7-8 mas 2004 roma mpoBeIeH OCMOTP KUIBIX MTOMEIIeHHH 0a3bl OTABIXa Hamed GupMeol.
Bce >xuiple KOpIryca B yJIOBIETBOPUTEINbHOM cocTostHMM. OpHako B kopryce Ne 1 HE00X0MMO BCTaBUTh
crekia, kopryc Ne 2 cienyeT nobenuts, a B kopnyce Ne 3 Hano nonoruats asepu. [locie ycrpaneHus

DTUX 1e(PEKTOB M COOTBETCTBYIOMIEH YOOPKH XKHUJIble TOMENIeHNUs] Oy1yT NPUTOHBI ISl IpHeMa
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oTabixaomux. Hauansauk nuonepnareps Jl.m.Kopmynos. 10.05.2004

3ananue 7
Hupextopy I1JI Ne 24 Mycaesoii E.A. ot macTepa mpou3BoacTBeHHOr0 00yueHuss Cokonosoii T.I1.
CIIYKEBHAA 3AININMCKA B anpene B kabunere Nel3 mpoBoaunucs cienyromue paboThl: -
MpHOOPETEHBI MapKePhl U JKUIKOCTD JIJII MAPKEPHON JOCKH; - OTPEMOHTHPOBAHO 4 yUEHHUECKHUX CTOJA; -
OTPEMOHTHPOBAHO 5 MUIIYIIMX MAaIINH; - OTPEMOHTHPOBAHO 2 CBETUIBHUKA; - COIIACHO PACIIHCAHUS
MPOBOAATCS 3aHIATHUS MPOU3BOACTBEHHOTO O00YUYEHNS; - COTJIACHO IpaduKa MPOBOASATCS KOHCYIbTALUU 110
ITUTIIIOMHBIM paboTaM; - COTJIACHO Ipaduka npoBoAsTCs GakynbTaTUBHBIE 3aHATHUS 10 npeameTy: «1C:
[Mpeanpusarue u Kagpsi»; - pabortaet kpyx ok «APT-doTo» - Kaxkaylo NATHUILY IPOBOAUTCS IeHepaibHas
yoopka. Mactep npousBoacteeHHoro odoyuenus Cokonona T.I1. 23.04.2010

3aganme 8.
DTkpoiiTe cipaBouHyto cuctemy Koncynberant I[linroc, ncnions3yst beicTpslii mouck, Haiiqure popmMy npukasa o
IpueMe CoTpyaHuKa Ha paboty ¢.T-1
DxonomucT Bacunsea Exkatepnra HukomaeBHa 1 ceHTsOps Tekymero roga mogaia 3assierne 8 000
«JIyd» ¢ mpock00ii MPUHATE ee Ha paboTy criemuaIncToM (UHAHCOBOTO OTAea Ha HEMOJIHBIN pabounii
meHb. MHcniextop mo kagpam CmuproBa U.C. 00BscHIIA, 9TO HUpMa UMEEeT BO3MOKHOCTh IPUHSATH Ha
babOTy PKOHOMHCTA, HO Ha OCHOBE CPOYHOT'O TPYJOBOTO NOTOBOpa. TpyaoBoil oroBop ObLI 3aKIIOUYEH 5
CeHTAOpPS M MOAIUCAH OT UMEHU (PUPMBI TeHEPAIBbHBIM JUpekTopoM MupoHoBsiM JI.C. B ToT ke neHb
DBIJ M3/1aH MPHKA3 110 JTUIHOMY COCTaBy, 3aBH3UpoBaHHBIH CMupHOBO# 1.C. 1 IOpHCKOHCYIBTOM

Xmenesbim 1.0. [Ipukas 611 006sBIeH Bacunbesoit E. H. mon pacnucky 6 ceHTAOps

Pa3nea 3. Opranusanusi J0KyMeHTO0000pOTA

TecToBBbIE 3a1aHUA

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 OCYIIECTBJIATHCS TAKUM OBPA30M, UTOBbI IBUKEHUA KAXIOT O
JIOKYMEHTA BbUIO..., MAPIIPYT..., BPEMS ITPOXOXJAEHUS . . ..

2) JlonoiaHUTE BUIBI JOKYMEHTOIIOTOKOB:

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

0) Mcxonsimuii JOKyMEHTOIIOTOK-3TO. .. .

B) BHyTpeHHMIT JOKyMEHTOIIOTOK-3TO. ... .

3) YcraHoBuTe NOCIEI0BATENLHOCTS 0OPAOOTKH BXOASIINX JOKYMEHTOB
l)ucnonHeHre TOKYMEHTOB;

2)rpueM U epBUIHAS 00padOTKa;

3)noammBKa JOKYMEHTOB;

4)perucTpanusi 10OKyMEHTOB;

S)HampaBiieHHE Ha HCIIOTHEHHE;

6)npeIBapUTEIEHOE PaCCMOTPEHUE;

7)KOHTPOIb UCTIONHEHUS;

8)paccMoTpeHne TOKYMEHTOB.

4) JlornoaHUTE BJIOK-CXEMY.

1) cocraBiieHHe IPOEKTa UCXOAAIIETO JOKYMEHTA,;

2)npoBepka NpaBUIBHOCTH 0QOPMIICHHS IOKYMEHTa;

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

6) mpocTaHOBKA UCXOIAIICTO HOMEpa Ha JOKYMEHTE;

7) mpoBepKa MPaBIIILHOCTH aIpECOBAHIIS,

8)....... ;

9) moAIMMBKA BTOPOTO IK3EMIUISIpa.

5) JlomoJHuTe.

PeFHCTpaHI/If{ JOKYMEHTOB - 3TO 3allUCh , YUCTHBIX, JAHHBIX O JOKYMEHTE 11O ...
6)CootHecuTe.

1.Ha3HaueHne 1OKyMEHTOB 2.. Hens peructparyiv TOKyMEHTOB
a) 00ecTeuuTh yUer;

0) co3aHne PEruCTPAMOHHO-CIIPABOYHOTO amnmapara;

B) OBICTPBIi1 OUCK;

T') IpeJaHue IPUAHICCKON CHIIBI;

1) TOATBEPKIIcHHE (haKTa CO3TaHUS IOKYMEHTOB;

€) KOHTPOJIb;

) IOATBEPIKICHHE (haKTa MOCTYILICHHUS U OTIPABKU JTOKYMEHTA.

7) Jononnute TpeOOBaHUS PETHCTPALIMH JOKYMEHTOB.
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1) Kaxplil TOKYMEHT PErHCTPUPYETCS TONBKO ... ;

2) BXOISIIHME JOKYMEHTBI PETUCTPUPYIOTCH ...;

3) ucxosmue u BHyTPEHHHE 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 mecsanes; B) 2 roaa; r) 2 roga u 6omee.

9) BribepuTe NpaBUIbHBIN OTBET.

OCHOBHBIE TOKYMEHTHI Y4eTa ....

a) OIUCH;

0) HOMEHKJIaTypa;

B) peructpainuonHtas ¢popma,

T') TUCT-3aBEPUTEID;

1) 00JIOKKa Jiena;

€) BHYTPEHHSIS OIIHCH.

10) domonuure.

Homenknarypa nen - 310 .....

11) OyHxmroHaTBPHOE HA3HAYCHUE HOMEHKIIATYPHI JICI.

a)...;

0) cucTeMaTH3aIUs U y4YeT JeT;

B) NPaBUIILHBII U OBICTPBII MOUCK JIE;

r)...;

1)...5

€)ydeT JIeJT BpEMEHHOT'O XpaHeHUS;

K) pa3paboTka HHPOPMAIMOHHO-TIONCKOBOW CHCTEMBI.

12) Mopsinok 3aBeaeHus aei (roxn).

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

2.HyMepanus JIICTOB Jeja MPOU3BOJMNT . . ..

3.1 ydeTa JOKyMEHTOB B COCTABE MOCTOSHHOTO M BHYTPCHHETO XPAaHEHHS COCTABIISIOT ... .
4.HO}IIHI/IBKa " NEPCIIET MPOU3BOAUTCA B LCIIAX obecrneuyeHus . ...
5. JIOKYMEHTBI BHYTPU JEJ PACIIOJIATAIOT OBBIYHO B ... [IOCJIEJJOBATEJIBHOCTH

HpaKTuquKue 3aJaHUusA

y3

Y4;

V5§
Y.014;
Y.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 BXOASAIIUI TOKYMEHT MOCIIE PACCMOTPEHUST PYKOBOIUTENIEM OPTaHU3AIINH, T1IE€ B PE30JIOIUU
OBUIO YKa3aHO 3aJlaHie TOATOTOBUTH OTBETHBIN JOKYMEHT ( TUCHMO)
1. cornacoBaHue;
2. HUCIIOJIHCHUEC U ITOATOTOBKA }Z[OKyMeHTa;
3. 3aJlaHue 10 MOJTOTOBKE JIOKYMEHTA;
4 moanucaHue;
5. oTmpaBKa U PETUCTPAIH UCXOAIIETO JOKYMEHTA,
6. perucTpanus BXOSAMICTO TOCIe PACCMOTPEHHS PYKOBOIUTEIICM;

Cxema pa0doThI ¢ HCXOAAIIHMM JOKYMEHTOM
Buna nokymenranuu Crnenuajucr oTaeaa PykoBoaurennb Hcnoanureinb
JeJI0NPOU3BOACTBA OpraHu3anumu

Hcxopsammii ILOKyMeHae

YXOIHT B IPYTyIO
OpTaHH3AIHIO

3amaua 2.
[Ipoananu3upyiTe U NOSICHUTE CAEAYIOUIYIO CUTYAIHIO.

B npouecce ucnonnenus nokymenra CepreeB ITA. (0OTBETCTBEHHBIH MCHOJIHUTENb) HECKOJBKO pa3 HepeaaBal
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ero paboTHUKaM Jpyrux nojapasnenenuii. Korna norpe6oBanoch BBISICHUTb, TJ€ HAXOIUTCS JJOKYMEHT 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 UCIIOTHEHHUS JOKYMEHTA.

Kakwne HapymieHns B X0/1¢ BeI€HHU KOHTPOIIS 32 HCIIOJHEHNEM TOKYMEHTa OBLTH TOIYIIEHH! ciryk00i JJOY?
3amaya 3.

OdopMHTE 00JIOKKY JIe)Ia TIOCTOSHHOTO, TOJITOBPEMEHHOTO XPaHEHHUSI. - HCITONB3YsI YCTaHOBICHHYIO (POpMY.
Hemo Ne 759.cpopmupoBanro B MHoronpodmisHOM Kommemke mpu MI'TY B oTaerne memonpon3BoAcCTBa 3a
09.01.2016 — 26.12.2016. 310 dokymeHTsl 0 padote apxusa MnK 3a 2016 r. Ha 127 nucrax.

3agaua 4.

CocraBbTe JHCT-3aBEPUTEND JeIa.

Ecnu neno Ne 05-04, B feio moAMIKUTO M MPOHYMEPOBaHO 127 JUCTOB, €CTh NPOIYIIEHHbIE HOMEpa JIHCTOB 42,
101, Tak ke JUCTHI BHYTpEHHEH omucu 3, jautepHble HoMepa juctoB 26A. Ilpu dopmupoBanuu nena ObLIO
00HApPYKEHO, YTO JHUCT 97 pa3opBaH M CKJICCH, JIUCT 54 UMeeT Hepa30OpPUYMBHII TEKCT, TUCT 84 CKiieeH U3 6
JIMCTOB.

3amaya 5.

Ipoananusupytime u noscHume CIeIyIOIIYIO CUTYaIHIO.

Jus ymoOctBa paboThl Kakaslid cnennanuct, padoratommii B OO0 «Cdepa», 3aBogut cebe mamku, Kyda B
TEUEHHE OINpPECICHHOTO MEPHOAa BKIAIBIBAET COOTBETCTBYIONINE NOKYMEHTHI. Ha 0010)KKaxX 3ammchIBarOTCS
(aMunMs ¥ MHUIOWANBl WCIOJIHMTEIS, a TAaKKe TE WM WHBIC HANpaBlCHUS €ro JCATeNbHOCTH, HarpuMmep:
Wpanos I1.P. 3roToBieHue U yCTAaHOBKA PEKJIAMHBIX LIIUTOB.

Takum 00pa3zoM, B IaNKe HAaKAIIMBAIOTCS Pa3JIMYHbIE JTOKYMEHTHI, Kacaolfecs pelleHHsl JaHHOTO BOIpoca:
MACbMA-MPCAJIOKECHU, MMUCbMa pCKIIaMallii, OTBETHBLIC IHUCbMa Pas3IMYHBbIX opraHmauHﬁ n Hpe}alHHTHﬁ,
JOTOBOPBI, AKTbI W Jp. Kor):[a JOKYMCHTOB CTAaHOBUTCA CJIHMIIKOM MHOI'O, 3aBOAWUTCA BTOpasd Ialka ¢
AHAJIOTUYHOMN 3aIHChI0 Ha 00JI0KKe ¢ JoOaBiieHHEeM ee Homepa, Hanpumep: MBanos I1.P

WzrotoBneHne M yCTaHOBKa pEKIaMHBbIX muTOB. Ne2 . B KoOHIlE roga manku ¢ JOKyMEHTaMH IEpefaioT
CEeKpeTapio, KOTOPHII IMOMEIIaeT UX B OOmMH mKad, B OTACICHUS, I7le XPAaHITCS JOKYMEHTHI ONPEICIICHHBIX
crieuaaucToB. CocTaB M KOJIMIECTBO JOKYMEHTOB B KaXKIOH MANKe HUKEM HE yUHTHIBAIOTCH.

Kak MOXHO oOXapakTepu3oBaTh CHCTEMY (QOPMHPOBAHHMS AET W OINEPATUBHOTO XPAHEHHS IOKYMEHTOB B
obmectBe? Kakum 0Opa3oM OHa OJKHA OBITH OPraHW30BaHA, YTOOBI MOXKHO OBIJIO JIETKO HAXOAUTH HY)KHBIC
JOKYMEHTHI ¥ HCKJIIOYUTh BO3MOXHOCTh UX HOTEpH?

3anaua 6.

00O «Momnoan» BO3TIABIAETCS TCHEPAIBHBIM ITUPEKTOPOM, KOTOPBIM HMeEeT JBYX 3aMECTHTEICH: 10
HSKOHOMHYECKHM M MPOM3BOJICTBEHHBIM BONpOcaM. B cTpykTypy ammapara ympaBieHHs oOlIecTBa BXOJST TPU
(bYHKIMOHANBHBIX Mopaszesenus: ciyxoa JJOY, Oyxranrepus u otnen kajapos. OcranbHas 4acTh KOJUIEKTHBA
— OTO HHXCHCPHO-TCXHHUYCCKUEC pa6OTHI/IKI/I n pa60tnx1e Pa3HbIX CHeHHaﬂbHOCTeﬁ, 3aHUMAIOIINXCs
HETMOCPEACTBEHHO TMPOU3BOACTBEHHON jearenbHocThio. Cnyx6a JIOY mpencraBieHa cekpeTapuaToM,
HUMEIOIIMM B CBOEM COCTaBE YETHIPEX COTPYIHHKOB: DPYKOBOJIMTENS CEKpeTapuara, IBYX CEKperaped wu
OTBETCTBEHHOT'O 32 apXHB OOIIECTBa.

Omnpenenure, KTO U3 JOHKHOCTHBIX JIMIL MOXKET BOUTH B cocTaB skcrepTHOM koMmuccuu OO0 «Monoan»? Kro
MOXeT OBbITh Ha3HAYCH MpeJICeIaTeNIeM U CEKPEeTapeM KOMHUCCHN?

[loaroroBbTe mpHKa3 O CO3AaHUM SKCHEPTHOW KOMHCCHHU. B mpukase MODKEH OBITH OIPENENIEH COCTaB
KOMUCCHH, €€ 3a]1a4H, CPOK paboThl. MOXHO pyKoBoAcTBOBaThCs [IpaBunamu 2015.

Co31aTh CBOIO AJIEKTPOHHYIO TIOUTY WM UCTIONB3YHTE y)Ke NeHCTBYIOIIYIO, BEIOEPHTE MOTOTOBICHHBIE paHee
JIOKYMEHTHI (ITCbMa, NpHKa3sl.) OTHpaBbsTe 4 3IEKTPOHHBIX JOKYMEHTA CBOUM JPY3bsIM Ha AJIEKTPOHHBIC
anpeca. 3aduKcUpyiTe OTIPABICHHBIE TOKYMEHTHI CKPUHIIIOTOM.

Kpurepun onenkn 3xk3ameHa

—«OTIUYHO» - TEOPETHUYECKOE COJECpKAHUE Kypca OCBOEHO IOJIHOCTHIO, 0e3 MpoOesnoB, YMEHUs
c(OpMHPOBaAHBI, BCE IMPEIyCMOTPEHHbIE MPOrpaMMOlN YydeOHbIC 3aJaHUs BBIIOJIHEHBI, KAayeCTBO HUX
BBITIOJTHEHUS OLIEHEHO BBICOKO.

—«XO0pomIo» - TEOPETUYECKOE COJIEPKaHUE Kypca OCBOCHO MOJIHOCTBIO, 0€3 MpoOesIoB, HEKOTOPhIE
yMeHHusi Cc(hOPMHPOBAHBI HEIOCTATOYHO, BCE NPEAYCMOTPEHHBIE MpPOrpaMMoil y4yeOHbIe 3alaHus
BBIIOJIHEHBI, HEKOTOPBIE BH/Ibl 3aJaHUH BBIIIOJIHEHBI C OIIMOKAMH.

—«Y IOBJIETBOPUTEIHHO» - TEOPETHUECKOE COJCPKAHUE Kypca OCBOGHO YaCTUYHO, HO MPoOeibl He
HOCSIT CYIIECTBEHHOIO XapakTepa, HEOOXOAMMbIE yMEHHs paboThl C OCBOEHHBIM MaTepuajioM B
OCHOBHOM C(OPMHUPOBAHBI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MPOrpaMMoii 00yueHHs yuyeOHBIX 3aJaHHi
BBINOJIHEHO, HEKOTOPBIE U3 BBIIIOJHEHHBIX 33JaHUI COIEpKaT OIINOKY.

- «HeynoBiIeTBOPUTEIBHO» - TEOPETHUECKOE COJAEp)KaHHEe Kypca HE OCBOEHO, HEoOXOIuMbIe
yMeHHs He ¢(hOpMHUPOBaHbI, BBINIOJIHEHHbIE YUeOHBIE 3a/IlaHUs COJIEpKaT rpyOble OIINOKHY.
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[Ipunoxenne 1

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

Pasznen/tema

HpI/IMeHHCMHC AKTUBHBIC U
HMHTCPAKTUBHBLIC MCTObI

Kpatkas xapaktepuctuka

Paszagea 1. OOmas
XapaKTePUCTHKA
JIOKYMEHTAIHOHHOT
0 obOecrieyeHust
yIpaBiICHUS

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

AHanu3 KOHKPETHON CUTyalluu

( odopmneHme peksusntos
obecneunBsaloLLMx LOPUANYECKYIO
CUNY JOKYMEHTY);

1).KonzexktrBHOE 00CYKICHHUE:

1. wadopmammu o0 JOKyMEHTax M TpeOOBaHMH K
odopmiernto. M3yyas npumeps! opopMIIeHNS pEeKBH3UTOB
nmokymeHToB B coorBerctBHE ¢ ['OCTom 7.0.97.2016
CTYZIEHTHl aHATM3UPYIOT HE TOJBKO IOCIEJOBATEIBHOCTD
U MIPaBWIBHOCTE O(OPMIICHHUS , HO U IOPUIMUYECKYIO CHITY
JIOKyMEHTA.

2,0popMieHHe W BBUIBIEHHS ~ OCOOEHHOCTEH B
oopMIIEHHN PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB.
2)[To mpemToNKEHHONW CHUTYANH-YIPAKHCHAIO CTYACHTHI
WHIUBHUIYaIbHO BBICTPAUBAIOT, odopmitstoT U
pacroiaraloT peKBU3MTHI, KaKk Ha OJlaHKe, Tak U MpHU
(bopMHUpPOBaHUH TOKYMEHTA

1.CtymeHTbl, wu3ydas pa3Iu4yHbIC BHUABI  OJAHKOB,
¢dopMyIsIpBl  TOKYMEHTOB B X0J€  OOCYXICHUS
COCTaBJIAIOT IIEPEUCHb PEKBU3HMTOB, OIPEACIAIONINI
KOHKPETHBIN BUJ JOKYMEHTa, OnaHka. I mpoeKkTHpyoT
THUITOBBIE 00pa3IBI.

2. Tlo TpeIoKEHHON CHTYAlUH-YIPAKHEHUIO CTYIEHT
CaMOCTOSATENILHO MPUHUMAET pELICHUE, KaK MpPaBHIBHO
MPOEKTUPOBATH U PACIIOI0KUTh PEKBU3UTHI OJIaHKA

Pazpgea 2.
Cucremsbl
JOKYMEHTAIMOHHOT
0 oOecrieueHus
yIpaBIeHUS

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

AHanu3 KOHKPETHBIX CUTYyalul
( noaroToBKa Kelic-naketa ¢
OOKYMEHTamMm);

1. Ha ocnHoBanum BHIOB U (HOpMYJISIPOB-00pa3LoB
OpraHHU3alOHHBIX, PACHOPAJUTENBHBIX, HHPOPMAIIHOHHO
- CIpPaBOYHBIX JIOKYMEHTOB, a TaK J>k€ JIOKYMEHTOB
JIMYHOTO COCTaBa CTY/ICHTBHI XapaKTepU3yoT
HMPHUHAAIEKHOCTh K rpynmne cuctemsl OPJl, ananu3upyror
MPaBIJILHOCTE O(OPMIICHUSI M PACIOIOKEHHST OCHOBHBIX
PEKBH3HUTOB JIOKYMEHTOB.

2. Tlo [pemIOKEHHBIM  CUTYalHSIM-yIPaKHEHUSIM
CTYZCHTHI MTOJITOTABIINBAIOT OpraHH3allMOHHBIE,
pacropsauTeNnbHble, HH()OPMAIMOHHO - CIIPaBOYHBIE
JIOKYMEHTHI ¥ 00CYKIal0T IPABUIBHOCTD UX COCTABIICHHS.
Odopmisss opraHu3alMOHHBIC, M JOKYMEHTHI JIMYHOTO
COCTaBa CTYAEHTHI paboTaloT ¢ YHU(UIMPOBAHHBIMH
¢dopMamu 1 00CYKJal0T IPABHIBHOCTH NX 0()OPMIICHUS

Pazpnean 3.
Opranuzanus
JIOKyMEHTO000poTa

AHanu3 KOHKPETHBIX CUTYaLlUi;
(Odopmnenue OTYETHBIX,
PETUCTPAIIMOHHBIX (HOPM,
THUIOBBIX (GOPM ISl IOATOTOBKH
JIOKYMEHTOB K XPaHEHHUIO )

I'pynmoBsie guckyccuu

1. KonnekTuBHOE 00CYKICHHUE:

UH(GOPMALIUK O TOKYMEHTO000POTE U €ro MpaBUIIbHON
OpraHU3alyHy B yIPABICHYECKOH AESTEIbHOCTH.
OO6cyxIIeHHne CXeM JIOKYMEHTO000pOTa PEINPHUATHS U
B3aUMO/ICHCTBUE C YIPABICHYECKUMH MPOLIECCAMH.
2.Ha ocHoBaHuM cxem, TabnuI, MapHIpyTOB JBHKECHHS

CTYACHTBI ONPCEACTIAOT W BBICTPAMBAIOT JIOTHUYECKYIO

CTPYKTYPY
KBaTH(PHUKAIMIO JOKYMEHTOOOOpPOTa OpraHM3alud |

MPUHIMIIOB, OIICHOYHBIX  IOKa3aTeseH,

JBHKCHUSA JOKYMCHTOIIOTOKOB.

W3y4nB OCHOBHBIE @pPHEMBl M METOJbl PETUCTpPaALUU
JOKYMEHTOB CTYICHTHI HCIIONB3YS ()OPMBI PETUCTPAINH H
MPEUIOKEHHBIE MM JIOKYMEHTBI, 3arloNHSAIT (OPMBI U
JenaT BbIBOABL. IIpoaHamusupoBaB OCOOEHHOCTH H
(hOpMBI cOCTaBIEHUSI HOMEHKIATYPHI Jell., POPMHUPOBAHUS
JOKYMEHTOB Ul XPaHEHMsI CTYIAEHTbl COCTABIIIOT
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JIOTHYCCKYI0 ~ CTPYKTYpPY H  HaxXOISIT pEHICHHUS B
3aMOJHEHUH (OPM.
ITo NPCAJIOKCHHBIM ~ CUTyallUsAsM CTYJACHTbI HPOBOIAT

00pabOTKy  JOKYMEHTOIIOTOKOB, IPOBOMAT  aHAIM3
nokasarened , COCTaBIIIOT  MAapIUIPyThl  JBHKCHHS
JOKYMEHTOIIOTOKOB B  OpPTaHM3allUH, PETHCTPHPYIOT
JIOKYMEHTBI, OIIPEISIISIFOT KOHTPOIUPYEMbIE JOKYMEHTHI U
(OPMHUPYIOT OTYETEHI.

[TpoBomAT aHanmM3 [eln, HJOKYMEHTOB TEKYIIEr0 XpaHCHMS,
(OpMHPYIOT TOKYMEHTHI AJSI OpPTraHW3allii XpaHEHHS, a
TaK JXE€ COCTaBJIAIOT HOMEHKJIATYpy HET CTPYKTYPHOTO
TIOJIpa3/ieIeHHS.

3. Ob6yuaromuecss MUKpOTpyIIIaMy IOATOTaBIUBAIOT
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 4acoB @I ocC CI10
(ymets)
Pazpmen 1. Pazgen 1. OOmas xapakTepucTHKA TOKYMEHTAMOHHOTO 00ECTIeYCHNUS 2 V1;V2;
YIpaBICHUSI V1, Y2,
Tema 1.2. OdopmireHne [paxtraeckas padota Ne 1. OdopmiieHre peKBU3UTOB 2 ¥.02.5; ¥.03.1;
JIOKYMEHTAITH B COOTBETCTBUH | 00ECIECUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.03.2.
C HOpMaTHBHOH 0a30ii OdopmiteHre pa3TUYHBIX BHIOB OJIAHKOB U ¥.05.3;
¢dopmysipa - oOpasma ¥10.3;
Paznen 2. CucteMbl JOKyMEHTalIHOHHOTO OOECTICUEHHS yIIPABICHU 8 V1; V2
Tema 2.1. YaudumupoBanHaas [paktnyeckas pabora Ne 2. Paspaborka u 2 V1; Y2,
CHCTEMa OPTaHU3aLHOHHO - odopMIIeHIEe PaCTIOPSIIUTEIHHBIX JOKYMEHTOB V.01.1; V.01.4;
pacnopsAUTEIbHON ¥.02.5; ¥.05.3;
JIOKyMEHTaLUU v.09.3;
[paktraeckas padbora Ne3. Pa3paboTka 1 oopmIireHHE 2 V1; Y2,
CIpaBOYHO —  HMHQOOPMAIMOHHBIX  JOKYMEHTOB( V.01.1; ¥.01.4;
CIIy’)keOHOe MHCbMO, TPOTOKOJ, aKT, JOKJIaJHas Vv.02.5; ¥.05.3;
3aIuCcKa, CIykeOHas 3arncKa) ¥.09.3;
Tema 2.2. [paktuyeckas padora Ne4. Paspabotka u opopmieHue 2 Y1;¥2;
JlokyMeHTaIus 1o TpyAOBBIM JOKYMEHTAIIH o JUYHOMY cocTaBy c V.01.1; Y.01.4;
OTHOUIICHUSM HCIOJIb30BaHUEM YHUDUITUPOBAHHBIX POPM ¥.02.5; ¥.05.3;
¥.09.3;
Tema 2.3. IIpaktuueckass pabora Ne 5. CocraBieHue u 2 VI1;V¥2;
JloxymeHTarus oopmileHHE JOKYMEHTOB MO MpOoQecCHOHATBHON V.01.1; Y.01.4;
npodeccroHabHOI JeSITebHOCTH (JIOBEPEHHOCTH, NMPETEH3UH U HCKOBBIE ¥.02.5; ¥.05.3;
NEeATEIbHOCTH 3asIBJICHNSA). v.09.3;
Paznen 3. Opraru3zamust JOKYMEHTO000pOTa 6
Tewma 3.1. TexHonOTHA U [MpakTryeckas padbora Ne 6 2 V4
MPUHLIMIIBI OPraHU3aLuN CocraBneHune 3TanoB U onepanuy 00padoTKH V.01.4; V.01.11;
JIOKYMEHTO000pOTa JIOKYMEHTOB. ¥.02.5; V.03.2;
¥.09.3.
[MpakTryeckas pabora Ne 7 2 V5
[oxroToBka JOKyMEHTOB Il (POPMHUPOBAHUS H ¥.01.4;¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [pakrraeckas padora Ne 8 2 V3; V4,
Texuomorus Hepeﬂaqa I/IH(bOpMaL[I/II/I U CpeJICTBa vV.014;VY.01.11;
ABTOMAaTH3UPOBAHHON TeJIEKOMMYHUKAIIMOHHBIX TEXHOIOTHH B 2JIEKTPOHHOM V.02.5;¥.03.2;
00paboTKN JOKYMEHTAINH JIOKyMEHT0060pOTe ¥.09.3.
HUTOI'O 16
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OBPA3OBATEJIbHBI MAPIIPYT

[punoxenne 3

KouTponbHas
TOYKa

KouTponupyemslie
pa3zaens! (TeMbl)

y4eOHOI TUCIUTUIUHBI

KonTponupyemsie
pe3yJIbTaThl

OueHoYHBIE CPEeCTBA

Nel

Pasnen 1. Pasgen 1.

OO1mas xapakTepucTHKa
JAOKYMCHTAallUOHHOT'O

obecnieyeHus
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;

IK. 1.1; V1, ¥2; 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 KoHTpoJbHay
padora Nel

Tect
[MpakTuyeckas padbora
IIpakTuueckoe 3ajaHue

Ne2

Pasznen 2. CucreMbl
JOKYMEHTAIHOHHOT 0

od0ecreyeHns
ynpasJieHusi

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

OK.05; 3.05.8;
Vv.05.3;

OK.09; 3.09.3
v.09.3;

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

T1IK.3.4; ¥V1;VY2;31;
32;

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

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

PyGe:xxnas
KonTpoabnas pabora
Ne2

Tect
[MpakTHyeckue paboTHI
[Moprdonmo

Ne3

Paznen 3.
Opranuszanust

JIOKyMEHT000opoTa

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;

IIK.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 KortponpHas
pabota Ne 3

Tect

[MpakTrdeckas paboTa
Keiic-3anaya /
CHUTYyaI[HOHHAS 337124

Ned

Homyck k
3a4eTy

IHoprdouno

1. TlpaxTtrueckas pabora
2. IIpakTdeckoe 3agaHne
3. IToptdosmo
4.CuTyallMOHHbBIE 3a]ja4a
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IIpomesxyTou
Hasl
aTTecTanus

KomiekcHeIi
g depeHIMPOBAHBIH
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; I1IK.4.2;
1K 4.3;

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

HUrorosas
KounrpoabHas
padora

1. Tect
2. IlpakTuueckoe 3agaHue
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JUCT PETUCTPALIMY U3MEHEHUWH U JOMOJHEHUM

2 ~2 2

Paznen paboueii
MPOTPaMMBbI

Kpatkoe coaepikaHue U3MEHCHHS/ TOTTOTHCHUS

Jlara,
Ne nmpoTtokona
3aceaHus
MK

ITonnuce
npejceaare
ns TTHK

Pabouas nporpamma yueOHON AUCHUIUIMHEI «J{OKyMEeHTallMOHHOE
obecrieueHne yIpaBJiIeHHUs» aKTyalu3upoBaHa. B pabouyro
MIPOTrpaMMy BHECEHBI CIECTYIONINE H3MEHEHUSL:

3 YCJIOBUS
PEAJIM3ALIIN
[TIPOTPAMMBI

JICLATUINHEI

B cBmM ¢  OOHOBICHHEM  MaTepPHAIBHO-TEXHHYECKOTO
obecrieueHus 1. MaTepuanbHO-TEXHHYECKOe 00eCIieueHue YHTATh
B HOBOM pelaKIuu:

JlabopaTopus WnupopmanmoHHBIX TEXHOJIOTHI B
npo(heCcCHOHAIBHON e TEIBHOCTH

VYueOHast ayauTopusi Uil MPOBEJCHUSI YYEOHBIX, MPAKTHYECKUX
3aHATHH, IUIS TPYIIOBBIX M HHIMBUIYATbHBIX KOHCYJIBTAIUH, TSI
CaMOCTOSATENIbHOM ~ paboThl, Ui  TEKYIIEro KOHTPOJsS |
IIPOMEKYTOUYHOH aTTeCTaluu.

Pabouee MecTo mpenopaBarens: IEPCOHANBHBIA KOMIIBIOTED,
NpOEKTOp, pabouume Mecra oOOy4aroUMxcs, J0CKa YydeOHas,
yaeOHast MmeOenb;

IIepcoHanbHbIE KOMIIBIOTEPHL

KabuneT JJOKyMEHTalHOHHOTO 00eCIeYeHH s YIIPABICHUS
VuebHasi ayAuTopHs ISl IPOBEOCHUS YYeOHBIX, NMPAKTHYCCKHX
3aHATHH, JUISl TPYIIIOBBIX M MHIMBUIYAIbHBIX KOHCYJIBTALUHN, IS
CaMOCTOSITENIBHOH ~ pabOoTBI, Ui  TEKYyIIero KOHTPONA U
NPOMEKYTOYHOM aTTECTAINH.

PaGouyee MecTo mpernonmaBaTeNs: IEPCOHANBHBIA KOMIIBIOTED,
cKaHep, paboyre MecTa OOydYaronIMXCsl, JOCKa yucOHas, yucOHas
MeOeb;

IIepcoHanbHbIE KOMIIBIOTEDHI,

Amnmapat xonupoBansHbiii TASKalfa 180

16.09.2020 r.
IIporokos Ne 1

3 YCJIOBUS
PEAJIN3ALIIU
[TIPOTPAMMBI

JIACLIMITJIVHDI

B cBa3m ¢ 3aKiO9eHHEM KOHTPakTOB CO CTOPOHHHMH
3JIEKTPOHHBIMU O6MOIMOTEYHBIMH CUCTEMAMU “lOpait”
(Kontpakt Ne K-55-20 ot 25.08.2020 r. OOO «DnexTpoHHOE
usnarensctBo FOPAWITY, 01.09.2020 r. mo 31.08.2021 r.), 9BC
3HAHUYM (Kontpakt Ne K-60-20 ot 13.08.2020 r. OOO
«BHAHUYM», 01.09.2020 r. mo 31.08.2021 r.) m. VYueGHO-
MeTofuueckoe M HH(OPMALMOHHOE OOECIedYeHHE pealH3anuy
MIPOTPaMMBbl YUTATh B HOBOH PEIAKIIMH:
OcHOBHas UTEpaTypa

1. BrikoBa, T.A. JloxyMeHTallMOHHOE
obecrieueHne ymnpaBiieHHs: (JEIONPOU3BOJICTBO) [DIIEKTPOHHBIH
pecypc]: yue6. mocobue / T.A. beikoBa, T.B. Ky3snuerosa, JI.B.
Cankuna; mox obmr. pen. T.B.Ky3ueroBoit. — 2-¢ u3j., nepepad.
u gon. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexum
nocryma: https://new.znanium.com/read?id=303113

2. Kymnses, H.H. NudopmanmronHbie
TEXHOJIOTUHM B JOKYMEHTAllHOHHOM OOECIIEYEeHHH YIIPaBICHHUS U
apXMBHOM Jiese [DIIeKTPOHHBIH pecype]: yuel. mocodue: yueOHUK
aist By3oB / H.H. Kynses, T.B. Konnpamosa, E.B. Tepenrsesa,
A.T'. ®abpuuHoB ; nox obu1. pen. a.1o.H., npod. H.H. Kynsesa. -

Mocksa : Jloroc, 2017. - 408 c. .- Pexum pocrymna:
https://new.znanium.com/read?id=337823
3. [Tanacenko, 0. A. [lenonpon3BoaCcTBO:

JOKYMEHTAI[HOHHOE OOECTICYeHNEe YIpaBieHUs [DIIeKTPOHHBIH
pecypc] : yuebHoe mocodme / FO.A. ITanacenko. - Mocksa: U]
PUOP, HUL] MH®PA-M, 2016. - 112 c. - Pexum pocryma:
https://new.znanium.com/read?id=45738

2. Pazmopoxusrif, A.A. JIokyMEeHTHpOBaHHE YIPaBICHIESCKOH

16.09.2020 r.
IIporokon Ne 1
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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

JeSITeIBHOCTA [ DNEKTPOHHBINA pecypc]: ydeb. mocobue / A.A.
Pazpopoxusiii. — MockBa : UTH®PA-M, 2017. — 304 c. —
Pexxum moctyma: https://new.znanium.com/read?id=25070
JlomoHUTeIBbHAS JTHTEepaTypa

1. brixoBa, T. A.,CasxmHa, JI. B
JloKyMeHTallnOHHOE obecreueHue YIIpaBJICHUS
HETOCYIAapPCTBEHHBIX OpPTaHU3aIMi [ DIEKTPOHHBIH pecypc/TeKCT]:
Vuebnoe nocobue / beikosa T. A., Cankuna JI. B. - 2-¢ u3n.,
nepepad. u jgomn. - Mocksa : HUL[ UHOPA-M, 2015. - 302 c. -
Pexxum moctyma: https://new.znanium.com/read?id=146258

2. Kysnenos, M. H. JloxymeHTannoHHOE
obecrieueHye yIIpaBJICHUsL. JoxymeHToob0poT u
JICTIONIPON3BOJICTBO  [DNEKTPOHHBIA  pecypc] @ y4eOHHMK W
MIPAaKTHKYM [UTs TpukiagHoro Oakamaspuara / M. H. Ky3neros. —
3-e m3x., mepepadb. u gon. — Mocksa : M3matensctBo FOpaiir,
2019. — 461 c. — (bakanasp. [Ipukmagnoii kypc). — ISBN 978-
5-534-04275-7. — Pexum JIOCTyTIA:

https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/2
3. 'manguii, E. B. JlokymMmeHTanmoHHOe 00ecreYeHne yIpaBlIeHUs
[DnekTponnsiii  pecypc]: Yuebnoe mocobue/I'mamuit E.B. -
Mockga : W11 PUOP, HUL] UH®PA-M, 2016. - 249 c. - Pexum
nocryma: https://new.znanium.com/read?id=12647

3 YCJIOBUS
PEAJIM3ALIIU
[TIPOTPAMMBI

JIICLATINHEI

B cBsi3u ¢ 0OHOBIICHHEM MATEPHATBHO-TEXHHIECKOTO
obecneuenus 1. [Iporpammuoe obecneueHue u MHTEpHET-
pecypehl YUTaTh B HOBOM pelaKInm:

MS Windows (nmoamucka Imagine Premium) morosop [[-1227-18
ot 08.10.2018, cpok neitctus:11.10.2021

Calculate Linux Desktop cBobomHo pacmnpoctpansiemoe I10
(https://www.calculate-linux.org/ru/), cpok nencTBus: GecCpoUHO
MS Office morosop Nel35 ot 17.09.2007, cpok HOeWcCTBHS:
6eccpodHO

7 Zip cBobogHo pacnpoctpansemoe (https://www.7-zip.org/),
CpOK sieiicTBus: 6ecCpouHO

MS Windows (moamucka Imagine Premium) moroeop J1-1227-18
ot 08.10.2018, cpoxk neitctus:11.10.2021

Calculate Linux Desktop cBobGoaHo pacnpocrpansiemoe 10
(https://www.calculate-linux.org/ru/), cpok nencTBus: GecCPOUHO
MS Office morosop Nel35 ot 17.09.2007, cpokx neWcTBUS:
6eccpodHO

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

16.09.2020 r.
IIpotokon Ne 1
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https://new.znanium.com/read?id=25070
https://new.znanium.com/read?id=146258
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/2
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/2
https://new.znanium.com/read?id=12647

JIMCT PETUCTPAIIUY N3MEHEHUM U TONOJIHEHUIA

Ne
n/n

Paznen paGoueii
MPOrpamMMsl

Kpa’moe ConepKaHne U3MEHEH HA/JONOTHEHUA

Hara,
Ne mpoTokona
sacenanus [TIIK

[Toamace
npejacenarens

1 iy e

- GHEIYIOUTHE MBMEHEHMT v con b e iAo

Pabouasn nporpamMma yuebHo JHCLHTUTHHBI
«JlokyMeHTalMOHHO. obecneueHne YIpaBIeHHA»
aKTyaJusdpoBaHa. B paﬁoqyro NporpamMMy BHECEHBI

e I

PR R PP

3 YCIIOBUSL

PEAJIM3ALIUU
VUEBHOH
JUCLIMITJIMHBI

B cBs3u ¢ 00HOBNEHHEM Ma'repua.m,ﬂu-'rexnmlecxom
obecneqenus n. MaTepuansHO-TeXHHYECKOE obecreueHne
YHTATL B HOBOH penaKuum:

Ayautopuss  MI113  Kabuwer  JJoKyMeHTaLIMOHHOIO
obecrneueHus ynpasneHus

VuebHas  ayauTopus and  MpoOBeJeHWs  y4eOHbIX,
MPaKTHYECKHX 3aHATHHM, st FPYNmoBeIX |, H
MHIAHBHIYANbHbIX KOHCYJAbTaUMil, 11 CaMOCTOATENbHOMR
paGoTel, 1A TEKYLIero KOHTPOJA H MPOMEXKYTOUHOH
aATTecTalumnH.

Pabouee  mecTo  npenonaeatens: nepcoHanbHbIH
KOMMbIOTEP, CcKkaHep, [lpuurep nasepHblit Kyocera FS-
1300 D, paboune mecra ofyuarouinxcs, nocka ydeOHas,
yuebHas mebeb;

[lepcoHalibHble KOMMBIOTEPBI; ANNapar KOMHPOBAIbHLLN
TASKalfa 180

08.09.2021 F.
[Tpotokon Ne |

3 YCJIOBUA
PEAJIMU3ALIUA
YUYEBHOM
JIMCLIATIJTUHBI

B cBA3M ¢ 3aKmOuEHMEM KOHTPAKTOB CO CTOPOHHHMH
3NEKTPOHHBIMH ~ OuOanoTeHbIMM  cHcTeMamH  DBC
FOPAWT K-42-21 ot 12.07.2021 r. 000 «DneKTpoHHOe
w3narenbeteo FOPAMTY ¢ 01.09.2021 mo 31.08.2022 r.,
9bC ZNANIUM.com K-44-21 or 12.07.2021 r. 00O
3uanuym ¢ 01.09.2021 no 31.08.2022 r., n. VuebHo-
Mmeroauyeckoe M uH(popmauuoHHoe  obecneucHue
peanu3auny NporpamMMbl HHTaTh B HOBOI pefakiuu:

OcHogHas nuTepaTypa
I. bBeikoBa, T.A. JlokymeHTauuoHHOe ofecreyeHne
yrpasneHus (1e10NpoU3BOACTBO) [DNeKTPoHHEI pecype]:
y4ed. nocobue / T.A. boixosa, T.B. Kysneuosa, J1.B.

CankuHa; noa o6uw. pea. T.B.KysHeuoBoii. — 2-e wu3n.,
nepepab. u gon. — Mocksa : MHOPA-M, 2018. — 304 c.-
Pexcum nocTyna:

https://new.znanium.com/read?id=303113

2. Kyuses, H.H. HubopMauuoHHbIE TEXHOJIOTUH B
NOKYMEHTAUHOHHOM  ofecrieyeHMH  yNpaBlieHus W
apXHBHOM Jjene [Dnektponuslii pecypc]: yue6. mocobue:
yuebuuk ans sysos / H.H. Kynses, T.B. Konapamosa,
E.B. Tepenrtbesa, A.I. ®abpuunoB ; noa oOwm. pen.
A.10.H., npo¢. H.H. Kynsesa. — M.,,2020. - 408 c.- Pexxum
pocryna: https://znanium.com/read?id=367368

5 ITanacenko, 1O. A. JenonpousBoncTeo:
JNOKYMEHTALUMOHHOE ofecrniedeHue yrpaelieHus
[Dnextponubiit pecype] : yueGHoe nocobue / HO.A.
[lanacenko. - Mocksa: ML PHUOP, HHI] HHOPA- M.,
2016. 5 112 & - Pexum aocTyna:
https://new.znanium.com/read?id=45738

4. PasnopoxHsIf, AA. HokymeHTHpOBaHHE
YNpaBJICHYECKOH NeATeNbHOCTH [DNEeKTPOHHLIH pecypc):
yueb. nocobme / A.A. Pasgopoxmbiii. — Mockea
WUHOPA-M, 2017. — 304 c¢. — Pexum pocryna:
https://new.znanium.com/read?id=25070
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JlononHuTeNbHAA TUTEPATYPA

I. Buikosa, T. A..Cankuna, JI. B JlokymMeHTaUHOHHOE
oBecneyeHue yTpaBieHus HEroCy IapcTBEHHBIX
opranu3aunii  [DnekTpoHHblil pecypc/Texct]: YuebHoe
nocodue / beikosa T. A., CauxuHa JI. B. - 2-e¢ wu3n.,
nepepab. u gon. - Mockea : UHOPA-M, 2020. - 302 c. -
Pexum noctyna: https://znanium.com/read?id=355409

2. Kysneuoe, M. H. [okymentaunonHoe obecreueHue
ynpasieHus, JlokyMeHToO0OpOT H AENONPOH3BOACTBO
[DnekTponHblil pecype] : ydeOHHK M MNPaKTHKYM JUIA
npuknagHoro Oaxanaspuata / M. H. Kysneuos. — 3-¢
u3n., mepepad. u gon. — Mocksa : M3gatensctBo IOpaiir,
“2019: ===46 1 ¢, ==(Bakarasp.” TIpAKIaHON " KypC).™=="
ISBN  978-5-534-04275-7. — Pexum  pocryna:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-

431759#page/2
3. Tmamwmii, E. B. [lokymeHTauuMoHHOE obecrieueHHe
VIIpaBIeH!s [DnekTpoHHBI# pecype]: YuebHoe

.| nocebue/I'nasuii .E.B. - Mocksa » RHMOP: MHDPAM, | .-

2020. - 249 c. = Pexum nocryna:
https://znanium.com/read?id=354819
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