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1 OBIIASI XAPAKTEPUCTHUKA PABOYEH NMPOTPAMMBI YYEBHOW JUCIHUITIJIAHBI
«/IOKYMEHTALIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSD»

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

PabGouast mporpamMma y4eOHOW MUCHUILIMHEL «/lOKyMeHTALMOHHOe ofecnedyeHne YIMpaBJIeHUS
SBJIETCSL YacCThIO IIPOIPaMMBbl MOATOTOBKU CHELUATMCTOB CPEAHEr0 3BeHa Mo cnenuanbHocTu 38.02.01
DKOHOMHKAa W Oyxranrepckuil yder (mo otpacism). PaGouas mporpamma cOCTaBieHa Ml 3a0YHOM
(hopMBI 00yUCHHSI.

1.2 MecTo AMCUMIUIMHBI B CTPYKTYpe HPOrpaMMbl NMOATOTOBKH CHENHAJTHCTOB CpeIHero
3BeHAa

Vyebnas nucuMiuiiHa ««JlOKyMeHTallHOHHOe o0ecnevyeHUe YHpPaBJEHHsA» OTHOCHUTCS K
o0menpodecCHOHAIBHOMY  YYE€OHOMY ITUKITY.

Juctunnuna «/lokyMeHTaMOHHOE o0ecnieyeHue YNPABJIeHHS SIBISICTCS MPEAIISCTBYIOMIEH s
U3YYECHHS CIEAYIOUIMX Y4eOHBIX AMCHUIUINH, mpodeccroHanbubix Moaynei: OIIL.07. Hamoru wu
Hasorooboxenue; [IM.01. JlokymMeHTHpOBaHHE XO3SHCTBEHHBIX ONEpalMii M BEJCHHE OyXTralTepCKOTO
yueta akTuBOB opranuzanuu; [IM.02. Bexenue OyxraaTepckoro ydera HCTOYHHKOB (HDOPMUPOBAHUS
aKTHUBOB, BBIITOJIHCHUE Pa0OT 110 HHBCHTAPHU3AIIUN AKTHBOB U (DMHAHCOBBIX 0053aTEIHCTB OPraHU3aANN
[IM.04. CocraBienue 1 UCIIOTIb30BaHUE OyXrantepckoil ((GMHAHCOBOM) OTYETHOCTH.

1.3 Heap u niianupyemblie pe3yJibTAThl 0CBOEHUSI T CUUIJIMHBI:

CopepxaHve JUCHUIUIMHBI OpPUEHTHUPOBAHO HA MOJArOTOBKY OOY4YaloIIUMXCS K OCBOCHMIO
npodeccHOHANBHBIX ~ MOJYJIEH MpPOrpaMMbl  MOATOTOBKH  CIEIUATMCTOB CpPEJHEro 3BEHa IO
CTIEIUANBHOCTH ¥ OBJIAJICHUIO CIEAYIONIMMHU OOIIUMH M TPO(HECCHOHATTLHBIMU KOMITETCHIIUSMHU:

IIK 1.1. O6pabatbiBaTh MepBUYHBIE OYXTaITePCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabaThiBaTh U COIJIACOBBIBaTH C PYKOBOACTBOM OpTaHM3alMK pabouuii IUIaH CUYETOB
OyXTraJTepCKOTO y4eTa OpraHu3aIHy.

I1K 2.1. ®opmupoBaTh OyXrajitepckue NPOBOAKH M0 YYETY UCTOUHMKOB aKTUBOB OPraHM3aLlUU Ha
OCHOBE paboyero IiaHa CYeTOB OYXTalTepCKOro yJera.

IIK 2.2. BpINOAHATS NOPYYEHHUSI PYKOBOJCTBA B COCTABE KOMUCCUM 110 MHBEHTAPU3ALIUN AKTHUBOB B
MeCTaX UX XpaHEHHUS.

IIK 2.6. OcymecTBisTh cO0p MHPOPMALUU O AESITEIBHOCTH 00bEKTa BHYTPEHHETO KOHTPOJIS IO
BBITIIOJTHEHUIO TPEOOBAHUN TPABOBOM M HOPMATUBHON 0a3bl U BHYTPEHHUX PETJIaMEHTOB.

[IK 2.7. BBINOTHATH KOHTPOJIBHBIE MPOLEAYPHl U UX JOKYMEHTHPOBaHHE, TOTOBUTH U O(OPMIISATH
3aBepuIalolIie MaTepUasbl 0 pe3ysibTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OdopmisATh MIaTEeKHbIE JTOKYMEHTHI JAJISl MEPEUUCIICHUs] HAJIOroB U COOPOB B OIO/IXKET,
KOHTPOJIMPOBATh UX MPOXO0KJIEHUE M0 PACUETHO-KACCOBBIM OAaHKOBCKUM OIEpAIUsIM.

I[IK 3.4. Odopmisars mnnaTexHble JTOKYMEHTbl Ha IIEPEUUCIIEHHE CTPAaXxOBBIX B3HOCOB BO
BHEOIO/UKETHbIE (DOHIBI M HAJOrOBBIE OpraHbl, KOHTPOJIMPOBATh HX IPOXOXKIEHHE I10 PpPacyeTHO-
KaCCOBBIM OQHKOBCKHM OIEpALIHSIM.

I[IK 4.2. CocraBnare ¢opmbl Oyxraatepckoil ((PpUHAHCOBOI) OTYETHOCTH B YCTAaHOBJICHHBIC
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CoctaBisate (OTYETH) W HAJIOTOBBIE JEKJIApallid 1O Hajoram WU cbopam B OMOKET,
YUUTHIBasE OTMEHEHHBIH eauHbi conuanbHblii Hamor (ECH), oTueTel MO CTpaxoBBIM B3HOCaM B
roCy/lapCTBEeHHbIE BHEOIO/DKETHbIE (OHIBI, a Takke (OPMbl CTAaTUCTHYECKOM OTUETHOCTU B
YCTaHOBJIEHHBIE 3aKOHOIaTEILCTBOM CPOKHU.

I[IK 4.6. Ananu3upoBaTh (HUHAHCOBO-XO3SHUCTBEHHYIO JI€ATEIBHOCTh, OCYIIECTBISATh aHAJU3
nH(pOpMaINY, TOJTYYEHHON B X0J1€ MPOBEACHHSI KOHTPOJIBHBIX MPOLEAYP, BHISBICHUE U OL[CHKY PUCKOB.

I[IK 4.7. IlpoBOoauTh MOHUTOPHHI YCTPaHEHHS MEHEIP)KMEHTOM BBISIBICHHBIX HAapyUICHU,
HEJ0CTaTKOB U PUCKOB.

[1IK 6.2. BecTun kaccoByI0 KHUT'Y ¢ COOCTBEHHOI KaCCOBOM OTYETHOCTBIO.
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OK 01 Bribuparb criocoObl pemieHus 3afad npodeccuoHanbHON NeATeNTbHOCTH MPUMEHUTENIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 OcymecTBisiTh MOHMCK, aHAIW3 W WHTEPHpPETAHI0O HHPOPMAIUH, HEOOXOTUMON JUis
BBITIOJTHEHUS 33124 MPOodeCCHOHATBHON AeSITENbHOCTH.

OK 03 I[TnanupoBaTh U peaTu30BbIBaTh COOCTBEHHOE PO(ECCHOHATLHOE U JIMYHOCTHOE Pa3BUTHE.

OK 05 OcyumectBisiTh YCTHYIO U NHUCBMEHHYI0 KOMMYHHMKAIIMIO Ha TOCYJAapCTBEHHOM  SI3bIKE
Poccwuiickoit @eneparuu ¢ yaeToM 0COOCHHOCTEH COMMATLHOTO U KYJIBTYPHOT'O KOHTEKCTA.

OK 09. Mcnonb3oBaTh MHGOPMAITMOHHBIC TEXHOJIOTUH B TPO(HECCHOHATBLHOMN NEITEILHOCTH.

OK 10 IMomp30oBaTbes mpodecCHOHATBPHONW JOKYMEHTAIMe Ha roCyJapCTBEHHOM M HMHOCTPAaHHOM
SI3BIKAX.

Koo IIK/ OK Ymenusn 3nanusn
IIK 1.1. O6pabaTsiBaTh V1. obopMIsITE JOKYMEHTAIIHMIO B 31. TpeboBaHMS K
MEPBUYHBIC OYXTaNTEPCKUE | COOTBETCTBUHU C HOPMATHUBHOM COCTaBIICHUIO ¥ O(hOPMIICHUIO
JTIOKYMEHTBI 0a30ii, B T. 4. C UCIIOJIb30BAHUEM JIOKYMEHTOB;
MH(OPMAaLIMOHHBIX TEXHOJIOTHUI; 32. cucteMsl
VY2. ucnons3oBaTh JOKYMEHTAIMOHHOTO
YHAPUITUPOBAHHBIC (DOPMBI obecrieueHust yrpaBJicHuUs;
JIOKYMEHTOB KJIacCU(UKALIHUIO0 TOKYMEHTOB
[IK 1.2. Pa3zpabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTUHU 33. nmousATHe, LU, 3a0a41 U
COTJIACOBBIBATH C aBTOMATU3UPOBAHHON 00paboTKU MPUHIIUIIBI
PYKOBOJICTBOM JIOKYMEHTAIUU JIEIONPON3BO/ICTBA

OpraHM3aluy padovHi IJIaH
CUETOB OYyXrajTepcKoro
ydera OpraHu3aliu

[IK 2.1. ®opmupoBaTh V1. opopMIsTh JOKYMEHTAIIUIO B 34. OCHOBHbBIE IOHSTHUSI
OyXranTepckue MpOBOAKH COOTBETCTBUM C HOPMATHUBHOM JOKYMEHTAI[MOHHOTO
M0 y4EeTy UCTOUHUKOB 0a30M, B T. 4. C UCIIOJIb30BaHHEM oOecTieYeHus yrpaBIIeHS,
aKTHUBOB OPraHM3aLMHU Ha UH(POPMALIMOHHBIX TEXHOJIOTHA; 35. opranuzanuio
OCHOBE pabouero IiaHa V2. ucronp3oBathb JIOKYMEHTO000pOTa: PHUEM,
CUETOB OYXTaJITEpPCKOTO yHU(ULIEPOBaHHBIE (POPMBI 00paboTKy, perucTpanuio,
ydera JIOKYMEHTOB; KOHTPOJIb, XpaHEHHE

V3. ucnonb3oBaTh JIOKYMEHTOB, HOMEHKJIATYpy

TEJIEKOMMYHUKAI[IOHHBIC nen

TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHTOO00POTE;

V5. ocyliecTBIATh XpaHEHUE U
MOMCK JIOKYMEHTOB

IIK 2.2. BuIoJHATE V2. ucnoap30BaTh 32. cucTeMsbl
MOPYYCHUS PYKOBOJICTBA B | YHH(DHIIMPOBAHHBIC ()OPMBI JTIOKYMEHTAIMOHHOTO
COCTaBE KOMHCCHH I10 JIOKYMEHTOB; obecrieueHus ypaBIcHUS;
WHBEHTApU3aIliu aKTUBOB B | Y 3. UCIIOJIB30BATh KJ1accu(puKammo
MeCTaX WX XpaHECHUS TEJIeKOMMYHUKAIIMOHHBIE JTIOKYMEHTOB;
TEXHOJIOTHH B DJIEKTPOHHOM 34. OCHOBHEBIE ITOHATHS
JIOKyMEHTO000pOoTe JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBieHuUs
[IK 2.6. OcyuiecTBasiTh V3. ucrnoabp30BaTh 34. OCHOBHBIE ITOHATHS
c6op uHdopmaiuu o TEJICKOMMYHHUKAITHOHHBIC JIOKYMEHTAIMOHHOTO
JIEATEIIbHOCTH 00bEKTa TEXHOJIOTHH B JIEKTPOHHOM obecrieueHus ypaBIcHUS;
BHYTPEHHEI0 KOHTPOJIS [0 | JOKYMEHTO000POTE; 35. opranuzanuo
BBHITIOTHEHUIO TPeOOBaHUN V4. ocBanBaTh TEXHOJIOTHUU JOKYMEHTO000pOTa: IPHEM,
MMPaBOBOM M HOPMATUBHOU ABTOMAaTHU3UPOBAHHOW 00pabOTKH 00paboTKy, pETHCTPAIIHIO,
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0a3bl 1 BHYTPEHHUX
pETIIaMEHTOB

JIOKYMEHTAITU!

KOHTPOJIb, XPaHEHUE
JIOKYMEHTOB, HOMEHKJIATYPy
Jen

IIK 2.7. BuIIoJHATE
KOHTPOJIbHBIC TTPOLICTYPHI U
WX JIOKYMEHTUPOBAHUE,
TOTOBHUTH U 0DOPMIISITH
3aBEepIIAIOIINE MaTePUAITbI
10 pe3ybTaTaM
BHYTPEHHET0 KOHTPOJIS

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocylecTBiIsATh XpaHEHHUE U
MIOWCK JIOKYMCHTOB

35. opranu3zaiuio
JOKYMEHTO000POTA: TIPHEM,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATypy
nen

IIK 3.2. Odopmiarts
IUTATEKHBIC TOKYMEHTBI JJIsI
MIEPEYHCIICHNS HAJIOTOB U
cOOpOB B OIOIKET,
KOHTPOJIMPOBATh UX
MIPOXOKJICHHE 110 PACYCTHO-
KacCOBBIM 0AaHKOBCKHM
oreparusam

V1. obopMIIsITh JOKYMEHTAIIHMIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHH;
¥2. ucnonp30Barth
YHHPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBanHMs K
COCTaBJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

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

I1K 3.4. OdopmnsaTh
TIATeKHBIC JJOKYMEHTHI Ha
MEPEYHCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOIKETHBIE
(OH/IBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
HX MPOXOXKJICHHUE 110
pacdeTHO-KacCOBBIM
OAHKOBCKUM OIEPaIUsM

V1. opopMIsTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMATUBHOU
0a30ii, B T. 4. C HCIIOIL30BAHUEM
WH()OPMAIIMOHHBIX TEXHOJIOTHIA;
V2. ucnons30BaTh
YHAUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBaHus K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

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

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

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUM C HOPMATHUBHOM
0a3oii, B T. 4. C UCIIOJIb30BAaHUEM
UH(POPMALIMOHHBIX TEXHOJIOT U
V2. ucnonp30BaTh
yHU(DULIIPOBAaHHBIE (POPMBI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUU
aBTOMATU3UPOBAHHOW 00pabOTKU
JOKYMEHTaLUU

31. TpeboBanus K
COCTaBICHUIO U O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMEbl
JIOKYMEHTAIMOHHOTO
o0ecrieueHus yrpaBIeHUS;
KJ1accu(puKamuio
JTIOKYMEHTOB;

33. nmousarue, Leau, 3a0a41 U
TPUHITUITBI
JIEJIONIPOU3BOJICTBA

IIK 4.3. CocraBisaTh
(OT4eTHI) U HAJIOTOBbHIE
JeKJIapalyy Mo HaJIoram u
cOopam B OIOTKET,
YUUTHIBasE OTMEHEHHBIN
€UHBINA CONHAJILHBIN HAJIOT
(ECH), otuetsl o
CTPaxOBBIM B3HOCAM B
rocyJapCTBEHHbBIE
BHEOIOKETHBIC (DOH/IBI, a
TaKxe (OpMbl
CTaTHUCTHYCCKOU
OTYETHOCTH B
YCTaHOBJICHHBIC

V1. opopMIsATh JOKYMEHTALUIO B
COOTBETCTBUU C HOPMAaTHBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
WH()OPMAITMOHHBIX TEXHOJIOTHIA;
V2. ucnosnb3oBaTh
yHUGUIIIPOBAHHBIE (HOPMBI
JIOKyMEHTOB

31. TpeboBaHus K
COCTaBJICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTOB;

32. CUCTEMBI
JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBicHUs;
KJIacCU(UKAIUIO IOKYyMEHTOB




3aKOHOAATCIbCTBOM CPOKHU

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

V3. ncronp3oBathb
TEJIEKOMMYHUKAI[IOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocymecTBIsATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

33. noHATHE, LICNH, 3302494 U
TIPUHITUTIBI
JIEIONIPOU3BO/ICTRA;

34. OCHOBHBIC TTOHSITHUS
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHUs;
35. opranuzaiuio
JIOKYMEHTOO0O0pOTA: TIPUEM,
00paboTKy, pEeruCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 4.7. TIpoBoaUTH
MOHHUTOPHHT YCTPAHEHUS
MEHEIHKMEHTOM
BBISIBJICHHBIX HApYIICHHI,
HEJIOCTaTKOB U PUCKOB

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JOKYMEHTAIIH;

V¥5. oCyleCTBIIATh XpaHEHUE U
MIOWCK JOKYMEHTOB

33. noHsATHE, LICNIH, 330294 U
TIPUHITUTIBI
JIEJIONIPOU3BOJICTRA;

34. OCHOBHBIC TTOHITHUS
JIOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBIcHUS;
35. opranu3zaruio
JIOKYMEHTO000pOTa: IPUEM,
00paboTKy, pETUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 6.2. Bectu xaccoByto
KHHUTY C COOCTBEHHOM
KaCcCOBOU OTYETHOCTBHIO

V1. ohopMISATH TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMATHUBHOM
0a3oii, B T. 4. C UCIIOJIb30BaHUEM
MH(OPMAIIMOHHBIX TEXHOJIOTHI

31. TpeboBanus K
COCTABJICHUIO ¥ O(OPMIICHUIO
JIOKyMEHTOB

OK 01 Ber6upats ciocoObl
peleHus 3a1a4
npo¢eCcCuOHAITBHON
JeSATeNbHOCTH
MPUMEHUTETHHO K
Pa3IUYHBIM KOHTEKCTAM.

V01.1 pacnio3HaBaThb 3a1a4y U/Uiau
npobieMy B pohecCHOHAIbHOM
U/WJIH COLIMAJIBHOM KOHTEKCTE;
VY01.4 BeIABAATH U 3PPEKTUBHO
UCKaTh UH(POPMAIIHIO,
HE00XO0IUMYIO ISl PELICHUS 3a]jauu
U/Wau IpoOIeMbl

Y01.11 ouenuBars pe3ynpTaT U
IOCJICICTBHUS CBOUX NEUCTBUU
(caMOCTOSATENBHO MITH C TOMOIIBIO

301.1 akTyanbHbIN
npohecCuoHaNbHBIN U
COIIMATLHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS
pabortatb

301.3 oCHOBHBIE HICTOYHUKH
uH(pOpPMaIlUU U PECYPCHI IS
301.8 nopsa0K OLEHKH
PE3yJIbTaTOB pELICHUs 3a/1a4

OK 02 OcyiiecTBasiTh ¥ 02.3 mianupoBaTh IPOLECC 302.1 HomeHknaTypa
IIOMCK, aHAJIN3 U MOUCKA; UH(GOPMaIMOHHBIX
HHTEPIPETALUIO V¥02.5 Boiaenars Haubosee HWCTOYHHUKOB IIPUMEHSAEMBIX B
uH(popManuu, 3HaYMMOE B [IepeYHe HHPOpMALUU npodeccuoHaIbHON
HE00XO0IUMOM ISt JIeSATEIbHOCTH;
BBIIIOJTHEHUS 32734 302.2 npuemMsbl
npodeccroHanbHOI CTPYKTYpUPOBAHHUS
JESITEIBHOCTH. uH(bOpMaIuu

OK 03 ILtanupoBate u V03.1 onpenensith aKTyajabHOCTb 303.1 conepxanue
peann30BbIBaTh HOPMaTHUBHO-IIPABOBOM aKTyaJIbHOW HOPMATHUBHO-
COOCTBEHHOE JIOKYMEHTaIuH B MPaBOBOM JOKYMEHTAIINH;

npogeccuoHaTbHOE U

po(hecCHOHANLHOM e TeNbHOCTH,

303.2 coBpeMeHHasi Hay4Has
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JIMYHOCTHOC Pa3BUTHC

V¥V 03.2 npuMeHATh COBPEMEHHYIO

HaY4YHYIO PO eCcCHOHATBHYIO
TEPMHHOJIOTHIO

1 ipodecCuoHaIbHAS
TCPMUHOJIOTUA

OK 05 OcymiecTBasTh
YCTHYIO ¥ TUCBMEHHYIO
KOMMYHHKAIIMIO HA
TOCYJapCTBECHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4eTOM O0COOCHHOCTEH
COIIMAJIEHOTO U
KYJIbTYPHOT'O KOHTEKCTA.

V05.3 uznaraTb CBOM MBICTU U
0OpPMIISATH TOKYMEHTHI 1O
npodecCHOHATLHON TeMaTUKE Ha
TOCYJapCTBECHHOM SI3bIKE

305.8 mpaBuiia oopmIiIeHUS
JTOKYMEHTOB

OK 09 HUcmionb3oBarhb

Y 09.3 nposBASATE KYJIBTYPY

309.3 HOpMBI

nH(pOpMaIMOHHBIE nH(pOpMaIMOHHOM 0€30MMacHOCTH nH(pOpMaIMOHHON

TEXHOJIOTHH B MIPH UCTIOJIb30BAHUU 0€30MacHOCTH MPU

npodeccnoHanbHOM MH(OPMaLIMOHHO- UCIOJIb30BaHUU

NeSATSITHOCTH KOMMYHHKAITUOHHBIX TEXHOJIOTHIA UH(POPMAITMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

OK 10 ITonp3oBatbcs ¥10.3 ctpouts pocThIE 310.2 ocHOBHBIE

npodeccnoHaTBEHOM BBICKA3bIBAaHUS O ceOe U 0 CBOCH 001IeyoTpeOUTENbHBIC

JNOKyMEHTaIMel Ha
roCyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

npodeccuoHaIbHOMN e TeTbHOCTH

riarosibl (ObITOBas U
npodeccCuoHabHAS JICKCHKA)




2 CTPYKTYPA M COJIEP)KAHUE YUYEFHOM JJUCIIUTLJIMHBI

2.1 O6beM yueOHO#H AMCHUIIMHBI M BUbI Y4e0HOI padoThl (3204HO)

Bup yueOHoii padoThl

O0beM yacoB

O0bem 00pa3oBaTeIbHOI POrPaMMBbl 48

B TOM YHCJIE!

JIEKIUH, YPOKHU 4
71a00paTOPHbIE 3aAHATHUS He npedycmompenno
IIPAKTUYECKHUE 3aHATHSI 8

KypcoBasi paboTa (IpOoeKT)

He npedycmompenno

KOHCYJIbTallUKN

He npedycmompenno

CamMocTosiTe1bHas1 padoTa 36

JIOMalIHssl KOHTpoJibHas pabora Nel 8
Komnnexcnuiii

IIpomMe:xxyTouHasi aTTecTanus oughgpepenyuposanwiii

3a4em




2.2 TemaTn4yeckuii NJIaH U cOfiep:KaHue Y4eOHOH TUCHMILTUHBI «/loKyMeHTaHOHHOE ofecTiedeHne YnpaBJieHus » (3204HO)

HaumeHoBaHue Conep:xxanue y4e0HOIro MaTepuajia u O0bem yacoB | O0beM yacoB (1o 3a04Hoil popme Koabi
pa3aesioB U TeM (opMBbI OPraHu3annu JesiTeJILHOCTH (1o ouHoM o0yueHmusi), B TOM YHUCJIe KOMIIETEeHIIHI1/0CBanB
00y4Jaroumuxcs dopme BO CAMOCTOSNTENLHAS AeMBbIX DJIeMEHTOB
Oﬁy‘leHI/Iﬂ) B3aHMO/IeiicTBHH paGora KOMIIeTeHI M
C nmpenoaaBaTeJIeM
1 2 3 4 5 6
OK. 02; OK.03;
OK.05;0K.10;
Pa3znen 1. O0mas xapakTepucTHKa JOKYMEHTAI[MOHHOTO OOecreyeHus 12 3 3 K. 1.1;
YHpaBJIeHuA MK.1.2;TIK.2.1;
IIK.3.2; I1K.6.2;
Tema 1.1. Conep:xaHue yueOHOro MaTepuaJa 31; 32;
OcCHOBHEIE 1. ConmeprkaHrie 1 OCHOBHBIC TIOHATHS, LIEJIH, 3a1a4u U | 4 1 2 33; 34;
MIOHSTHUS U MPUHIUIIEI coBpeMeHHoro /IO (nenonpou3BoacTBa). 3.02.1; 3.03.1; 3.03.2;
HOpMAaTtuBHO - | [loHATHE JIOKYMEHTA, HOCUTEIA JIOKYMEHTA. 3.05.8;3.10.2.
METOIHYECKOE Knaccudukanys J0KyMEHTOB. V1;V2;
perynupoBanre | HopmatuBHO-npaBoBas 0aza OpraHu3aluu v.02.5; V.03.1; V.03.2.
JOKYMEHTAMOH | TOKYMEHTAllUOHHOTO  OOECIIeUeHUus  YIpaBJICHUS. v.05.3; V10.3;
HOTO YHubukanus W CTaHJapTU3AlUsS YIPABICHUYECKOTO
obecrieyeHus JOKYMEHTa
YHIPABJICHHUS. 2.0OCHOBHBIE TOHSTHS PEKBHU3UT, ONaHK, (Gopmyssp,
Odopmrenne bopmysip — oOpaser. 6 2

JOKYMEHTAIUH B
COOTBETCTBUH C
HOPMaTUBHOHN
0a3on

Hopmbl w mpaBwia odopMieHUS JTOKYMEHTOB B
COOTBETCTBUU c I'OCT P 7.0.97-2016.
«Hanuonanenseiii crangapt Poccuiickoit ®denepanuu.
Cucrema CTaH/IapTOB o uH(popmManuu,
OMOJIMOTEYHOMY u W3/1aTeITbCKOMY Jiemy.
Opranu3aloHHO-PACTIOPIUTENbHAS IOKYMEHTAIIUS.
TpeboBanust xk odopmiennuto aokymeHtoB" CocraB
PEKBU3UTOB JOKYMEHTOB. FOpuauueckuii craTyc
JTOKYMEHTA.

[lonstne o OyaHKe [OKYMEHTa, BHUIBI OJIAHKOB.
[IpaBuna odopmieHuss peKBU3UTOB ONaHKa B
COOTBETCTBUU c I'OCT P 7.0.97-2016.
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«Hanuonanenseiii crangapt Poccuiickoit ®denepanuu.
Cucrema CTaH/1apTOB 1o nHpopManuy,
OuOIMOTEUHOMY u U3/1aTEIbCKOMY Jeny.
Opranu3aiioOHHO-PACIIOPSIUTENbHAS TOKYMEHTALIUS.
TpeboBanus K 0POPMIICHUIO TOKYMEHTOB'".

B ToM 4unciie npakTHYecKUX pador 2 4
Ipakmuueckas paboma Ne |
Odopmrnenne PEKBU3HUTOB 00eCTIeunBarOIINX 2 4
IOpUANYECKYI0 cully JokymeHTaM. OdopmieHue
pa3IMYHBIX BUJOB OJaHKOB M (hopMyIsipa - oOpasma
OK. 01; OK.02;
OK.05; OK.09;
Pa3nen 2. CucreMbl JOKYMEHTAIIMOHHOTO o0ecnieyeHUs ypaBJjeHus | 22 10 nK.1.1; I1K.2.2;
IK.3.4; IK.4.2;
I1K.4.3;
Tema 2.1. | Conep:xkanue y4yeOHOr0 MaTepuasia 2 6 31; 32; 33; 34;
Yuuuuuposa | 1.YHu(UUUpOBaHHAS CHMCTEMa OPraHM3AMOHHO - 3.01.8; 3.02.2; 3.05.8;
Has CUCTeMA | pacnopsauTensHol nokymenTanuun YCOPJI: coctas 3.09.3
opranu3aiMoHH | YCOPJI, o6mactu mnpumeHenus. Vcnons3oBanue V1, V2,
Y - | yHU(ULIHUPOBAHHBIX (HOPM. V.01.1; V.01.4; ¥.02.5;
pacnopAnUTEIbH | OpraHu3allMOHHbIE JOKYMEHTHI, HMX Ha3HAuYCHHUE, ¥.05.3; ¥.09.3;
ot dbopmymsipel - o6pasiel. [Ipouemypa cocraBieHus u
NOKYMCHTAllMN oopmienus OpraHHU3allMOHHBIX JOKYMCHTOB.
1 TOKYMEHTaluu | O61acTh IIPUMEHEHUS OpraHU3alMOHHBIX
NpO(ECCUOHATL | OKYMEHTOB.
HOM 2.PacniopanurtenbHble JOKYMEHTHL. VX Ha3HaueHue,
ACATEILHOCTH dopmyssipel  06pasipl. [Iporieaypa cocTaBicHUsT © | 2
opopMIICHHST ~ PaCHOPSIUTEIBHBIX  JIOKYMEHTOB.
Hcnons3oBanue yHUPpHUIIMPOBAHHBIX GOpM
3.MHpopMallMOHHO - CHpPaBOYHBIE JOKYMEHTHI. KX
HazHaueHue, ¢Gopmyisipel - oOpasusl. Ilponenypa
cocTraBieHuss U  odopmieHUus HHPOPMAIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB. (OO0iacTh NpUMEHEHUS
MH(OPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
Vcnonp3oBaHue yHUPHUIMPOBAHHBIX (hopM 4
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4. [Ilaker [AOKYMEHTOB IO JIMYHOMY COCTaBy.
OcobeHHocTH paboOThl C KaJpOBBIMH JOKYMEHTaMH.
JIOKyMEHTHUpOBaHUE TPYJIOBBIX MPABOOTHOIICHUIA.
Hcnonbs3oBanue YHUDUITUPOBAHHBIX bopm
JOKYMEHTOB 10 JUYHOMY cocTaBy. W3maHue
IIPUKA30B 10 JUYHOMY COCTaBY

5. Cucrema J0roBOPHO-TIPABOBOM JTOKYMEHTAIIMU:
Ha3HAYEHHUE, COCTaB, COCTABJICHUE U 0(OpPMIICHHE.
[TonsiTe  goroBopa  (KOHTpaKTa), COTJIAIICHHUS,
nporokosia. Kommepueckue akThl U JOBEPEHHOCTH
«TpeboBanuss Kk  ohOpMIEHUI0O W  BbLIAYU
JIOBEPEHHOCTEN» JloBepeHHOCTH: pasoBkI€,
crelHalibHbIe, TeHepaIbHbIC.

CoctaB  NpeTEeH3MOHHO-UCKOBOM  JOKYMEHTAalLlUU:
peKjamManuu, MPETeH3HUOHHBIE IHChMa, HUCKOBBIC
3asIBIICHHSI

B ToM umMciIe npaKTHYecKUuX padoT 4

Ipaxmuueckas paboma Ne 2.

PazpaGotka u odopmieHHe pacHopsIUTEIbHBIX 1

JOKYMEHTOB

IIpakmuyeckasa paboma Ne3.

Pazpabotka u  odopmiileHHE  CIOPAaBOYHO  —

MH(POPMALIMOHHBIX JOKYMEHTOB( CIIy)K€OHOE MUCHMO, 1

IPOTOKOJ, AaKT, [OKJaJHas 3amucKa, CiIyXeOHas

3ammcKa)

Ipaxmuueckas paboma No4.

Pazpabotka u ocdopmieHue JOKYMEHTALUU IO

JTUYHOMY COCTaBy c UCIOJIb30BAHUEM 0.5

YHUDUIIMPOBAHHBIX (POpM

IIpakmuueckas paboma Ne 5.

CocraBieHne # OQOpPMIICHHE JOKYMEHTOB  IIO 05
,

PO ECCUOHATBHONW  ACSATEIHPHOCTH  (JIOBEPEHHOCTH,
MPETEeH3MH W HCKOBBIC 3asBieHus). OdopmiieHne
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MPETEH3MOHHO-UCKOBOM JTIOKYMEHTAIMU; 3aroTHEHNE
TpadapeTHbIX OJIAHKOB TMPETCH3UH U  HUCKOBBIX

3as1BJICHU I
OK.01; OK.02;
OK.03; OK.09;
IK.1.2; IK.2.1;
Pa3jnen 3. Opranusamnus 10KyMeHT0000poTa 14 10 NK.2.2; IK.2.6;
K.2.7; IIK.4.6;
IMK.4.7.
Tema 3.1. Coaep:xaHue yueOHOro MaTepuaJia 33; 34;35;
Opranuzanuu 1. Opranuzanus  JA0OKyMeHTOoOopoTa:  mpuéwm, | 4 3.01.3; 3.01.8; 3.02.1;
JOKYMEHTO000p | 00paboTKa, perucTpaiusi, KOHTPOJb HCIOJHECHUS, 4 3.03.2; 3.09.3
oTa u XpaHEHUe TOKYyMEHTOB.
TEXHOJIOTHH 2.3HaveHne W BUIBI HOMCHKIATYD nen. TpeboBaHus K | 2 V3;V4;V5
aBTOMATU3HPOBA | HOMEHKJIATYpPE JEIl. v.01.4; V.01.11;
HHON 00paboTku | PopmMupoBaHHEe €T M TNOPSAAOK OOBEIMHEHHUS ¥.02.5; ¥.03.2; ¥.09.3.
JOKYMEHTAI[MK | JIOKYMEHTOB B Jiefla. XpaHEHHE JOKYMEHTOB U Jedl.
[Topsitok BbIAYM W HM3BSITHS JTOKYMEHTOB W JIeT B
cllydae HeoOXOJUMOCTH
3.ABTOMaTH3UPOBAHHKIC CUCTEMHI | 2 2
JIeNIOTPOU3BOICTBA. Cucrema ANEKTPOHHOTO
nokymeHToobopota (C3/]), ee cTpykTypa, HaCTporKa
CUCTEMBI.
O0630p COBPEMEHHBIX CpPEICTB OPITEXHUKH  JUIS
neperayu u nepepaboTKu UH(pOpMaLIUH.
DnekTpoHHas ToYTa.. lcmonap30BaHWE MPABOBBIX
MH(OPMAIIMOHHBIX CUCTEM
B ToMm yuciie npakTHYecKUX pador 6 4
lMpakmuyeckas paboma Ne 6
CocraBieHne dTamoB W oOmepanuud  o0pabOTKU
JIOKYMEHTOB. 2 2

[lopsmok 3amoiHeHHs] PErUCTPAlMOHHBIX (GOpM U
BEJCHUE KOHTPOJISI 32 HCIOJHEHUEM CIIyKeOHBIX
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AOKYMCHTOB C HUCIIO0JIBb30BaHHUCM

ABTOMATU3WPOBAHHBIX TCXHOJIOT ni

lMpakmuyeckas paboma Ne 7

[ToarotoBka MOKYMEHTOB [Uisi (OPMUPOBAHUS U | 2 1 1

XpaHEHUs Jel

Ilpakmuueckas paboma Ne 8

[Tepenaua uH(popMaIuu u CpencTBa

TEJICKOMMYHUKAIIMOHHBIX TEXHOJIOTHI B 2 1

AEKTPOHHOM JOKYMEHTO000pOTE

JlomarHsist KOHTpoJbHas padora Ne 1 8 31; 32; 33; 34; 35;
3.01.3; 3.01.8; 3.02.1;
3.02.2; 3.03.1; 3.03.2;
3.05.8; 3.01.8;
3.09.3;3.10.2.
V1;V2;V3;V4; VY5
V.0l1.1; V.01.4;
V.0l1.11;
v.02.5; ¥.03.1; ¥.03.2.
¥.05.3;,¥.09.3. ¥10.3

IIpoMe:xxyTouHasi aTTecTanus 1 31; 32; 33; 34; 35;

(Kommnuiekcubiii nudpdepeHupoBaHHbII 3a4eT) 3.01.3; 3.01.8; 3.02.1;
3.02.2; 3.03.1; 3.03.2;
3.05.8; 3.01.8;
3.09.3;3.10.2.
V1;V2;V3;V4; V5
V.01.1; V.01.4;
V.0l1.11;
Vv.02.5; ¥.03.1; ¥.03.2.
¥.05.3;;¥.09.3. ¥10.3

HUTOIO 48 12 36
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3 YCJOBUS PEAJIN3AIINY YUYEBHOM JUCIUILIUHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecneyeHne

I[HSI pcam3anuu MnmporpamMmbl y‘-IGGHOfI AUCHUIUIMHBI MPEAYCMOTPCHBI CICAYIOIUC CIICHHUAJIbHBIC
MIOMEIIIEHHUS U OCHAIIICHHE:

Tun U1 HAUMEHOBaHME

OcHallleHHe CenHaJbLHOr0 MoMeIeH s
CHeNHAJLHOI0 MOMEIeHUS

KaOuHeT J[OKyMEHTallMOHHOTO YuebHass ~ aymuTopwst  JUII  TIPOBENCHHMS  Y4YEOHBIX,
oOecrieYeHHs yIpaBIICHUS MPAKTHYECKUX 3aHATUH, ISl TPYIIOBBIX M WHAWBUAYATbHBIX
KOHCYJIbTAIMH, 7151 CAMOCTOATENBHOM pabOThI, ISl TEKYILIETO
KOHTPOJISl ¥ TPOMEKYTOYHOMN aTTECTAIUH.

Pabouee mecTo mpemnojaBaTess: MEPCOHANBHBIM KOMIBIOTED,
CKaHep, paboune MecTa OOy4aromuxcs, JOCKa ydeOHas,
yueOHas meOeb;

[lepcoHanbHBIE KOMIIBIOTEPHI;

Amnmapat xormupoBansHbeId TASKalfa 180

naboparopust MHpOpMaIIMOHHBIX YyeOnass  ayautopus  Afs  TNPOBEACHUS  Y4YEOHBIX,
TEXHOJIOTUH B MPO(heCCHOHATEHON MPaKTUYECKUX 3aHATHH, 1S TPYNIOBBIX U MHIUMBUIYaTbHBIX
NEeSATEIbHOCTH KOHCYJbTAINH, JI CAMOCTOSTENbHOM paboThl, IS TEKYIIETo

KOHTPOJISI i TPOMEKYTOUHOM aTTECTAIHH.

Pabouee mecTo mpemnojaBaTess: NEPCOHANBHBIM KOMIIBIOTED,
MpoeKTop, paboume Mecta OOydJaroOUIMXCs, MOCKa ydeOHas,
yueOHasi me0erb;

[lepcoHaJIbHBIE KOMITBIOTEPHI

IToMerenue mIst caMOCTOATEILHON [Tepconanbuble KOMMBIOTEPHI ¢ TakeToM MS Office, Brixogom
paboThI 0OyJAOIINXCS B MIHTEpHET U C TOCTYIIOM B AJIEKTPOHHYIO0 HH()OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely YHUBEPCUTETA

3.2 YyeOHO-MeTOAMYECKOE H HH(POPMALMOHHOE 00ecnedeHne peajn3anui NPorpaMMbl

OcHOBHbIE HCTOYHHKH:

1. beixoBa, T.A. JlokyMeHTauMOHHOEe oO0OeclieueHue yrpaBieHUs  (JeJIOMpPOU3BOJCTBO)
[DnexTponHsbIit pecypc]: yaed. mocodue / T.A. beikoa, T.B. Ky3nenosa, JI.B. Cankuna; moa o6m1. pex.
T.B.Ky3nenoBoii. — 2-e usn., nepepad. u mon. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexum
noctyna: https://new.znanium.com/read?id=303113

2. Kynses, H.H. Un¢popmanionHble TEXHOJIOTHUH B JOKYMEHTAIMOHHOM 00€CICUEeHUH YIPABICHUS
U apXuUBHOM jene [DneKkTpoHHbIN pecypc|: yueb. mocobue: yueOnuk ans BysoB / H.H. Kynses, T.B.
Kongpamosa, E.B. TepentoeBa, A.I'. ®@abpuunoB ; mon ob6m. pen. n.ro.H., nmpod. H.H. Kynsesa. -
Mockaa : Jloroc, 2017. - 408 c. .- Pexxum goctyna: https://new.znanium.com/read?id=337823

3. Ilanacenko, lO. A. Jlenomnpou3BOACTBO: JOKYMEHTAllMOHHOE OOecleYeHue YIpaBlIeHHs
[DnexTponHsbIit pecypc] : yuebHoe mocooue / FO.A. Tlanacenko. - Mocksa: U1 PUOP, HUI] UHD®PA-M,
2016. - 112 c. - Pexxum poctyma: https://new.znanium.com/read?id=45738

4. Paznopoxsbiii, A.A. JloKyMeHTHpOBaHHE YIPaBICHUECKOH JEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yue6. mocobue / A.A. Paznopoxusiii. — MockBa : UHOPA-M, 2017. — 304 c¢. — Pexum
noctyna: https://new.znanium.com/read?id=25070

JonosHUTE/ILHbIE HCTOYHUKU:

1. beikoBa, T. A.Cankuna, JI. B JlokymeHTannoHHOe oOecleyeHHe YIpPaBICHUS
HETOCYJapCTBEHHBIX OpTraHM3alluid [DJIEKTPOHHBIN pecypc/Tekct]: YueOHoe mocodue / beikoBa T. A.,
Cankuna JI. B. - 2-e u3n., nepepab. u gon. - Mocksa : HUL[ UH®PA-M, 2015. - 302 c. - Pexum
noctyna: https://new.znanium.com/read?id=146258

2. Kyzuenos, M. H. JlokymeHTannoHHOe obecneueHue yrpasieHus. J[oKyMeHTOOOOpOoT u
JIETOTIPOU3BOJICTBO [ DNEKTPOHHBIN pecypc| : y4eOHUK U MTPAKTUKYM JIsl IPUKJIaHOTO OakaaBpuara / .
H. Ky3nenos. — 3-e u3a., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2019. — 461 c. —
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https://new.znanium.com/read?id=303113
https://new.znanium.com/read?id=337823
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https://new.znanium.com/read?id=146258

(bakamaBp. Ilpukmamnoit  kypc). —  ISBN  978-5-534-04275-7. — Pexum  goctyna:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-431759#page/2

3. I'maawmii, E. B. JlokymeHTanmonHoe obecrieueHrue yrpaBieHus [ DIeKTPOHHBIN pecypc]: YueOHoe
nocobue/I'nmaguii E.B. - Mocksa : UL PUOP, HUI[ MHD®PA-M, 2016. - 249 c. - Pexxum nocryma:
https://new.znanium.com/read?id=12647

Ilepuoauyeckue u3IaHusA:
1. Bomnpocsl sxoHOMuKHK: Hayano-npakTuueckuii penensupyemsiii sxypHai — ISSN 0042-8736

IIporpammHoe obecnieyeHue:

Haumenosanue 110 Ne loroBopa Cpok AeHCTBUA
JIMIIEH3UHN

MS Windows 7 (moammcka Imagine | 1-1227 ot 08.10.2018 11.10.2021

Premium)

MS Office 2007 Nel35 o1 17.09.2017 6eccpouHo

Calculate Linux Desktop CBOOOHO PACIIPOCTPAHIEMOE 0eccpouHo

7 Zip CBOOOTHO PaCIIPOCTPAHIEMOE OeccpouHO

HNHuTepHeT-pecypcsl

1. Beepoccuiickuii HaydHO-HUCCIIEAOBATENLCKUN MHCTUTYT JOKYMEHTOBEACHUS U apXMBHOTO Jeja
(BHUN AL [Dnexrponnslit pecypce]. Dnekrpo. gad. — M.: BHUMJA/, 2010. — Pexxum nocrymna:
http://www.vniidad.ru .

2. UHTYyHT — HallMOHAJIbHBIN OTKPBITHIN YHUBEPCUTET. [ DIEKTPOHHBIN pecypc]. — Pexum nocrymna:
https://www.intuit.ru/studies/courses, ceob6oaHbIi. — 3ari. ¢ 3kpaHa. S3. pyc.

3. Enunoe okHO mocTymna K oOpa3zoBaTenbHBIM pecypcam Poccuiickoit @enepannu [DeKTpOHHBIH
pecypc]. — Pexxum nocryma: http://window.edu.ru/,cBoboansrii. — 3ari. ¢ skpana. 513. pyc.

4. Koncynprantllmtoc. Odunuanbusiii cailt komnanuu «Koncynbsrant-Ilmoc». — Pexxum gocryna:
http://www.consultant.ru

5. lopran «ApxuBsl Poccumn» [DnexkTpoHHBIN pecypc]. DnekTpoH. naH. — M.: Pocapxus, 2001. —
Pexxum noctyna: http://www.rusarchives.ru.
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4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCITATIIAHBI
KoHTposb M OIlEHKA pe3ylbTaTOB OCBOEHUS IUCLMILIMHBI OCYIIECTBISETCS IPENOAABATEIEM B

IIPOLIECCE TEKYUIETO KOHTPOJIS U IPOMEXYTOUYHON aTTECTALINH.

4.1 Texymmii KOHTPOJIb:

Haumenosanue
KonTpomupyemsle pa3ziensl (TeMbl) KonTponupyemslie pe3ynbTaThl
Ne €OHON INCIUIUINHBI (YmMeHus, 3HaHMS) OUCHORHOTO
- Y ’ CpeacTBa
1 OK. 02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2;
JlomarnHss

Pa3nen 1. OGmiast xapakTepuCTHKA
JIOKYMEHTAIHOHHOTO 00eCTIeYeHHSI

OK.05; 3.05.8; ¥.05.3;
OK.10; 3.10.2. ¥10.3;
K. 1.1; ¥1; ¥2; 31;

KOHTpOJIbHast paboTa
Ne 1
Tect

YIPaBJICHUS IK.1.2; ¥4; 33; TpaxTieckas
IIK.2.1; ¥1; ¥2; 34; 6ota Ne 1
MK.3.2; V1; ¥2; 31; 32; pabota 8
IIK.6.2; ¥1; 31;
2 OK. 01; 3.01.8; V.01.1; ¥.01.4;
0OK.02; 3.02.1; ¥.02.5;
OK.05; 3.05.8; V.05.3; powanmr
Paszen 2. CHCTeMbI OK.09; 3.09.3 ¥.09.3; Ny TR PAROTE
AOKYMEHTAIlHOHHOT' 0 NK.1.1;¥1; ¥2; 32; TéCT
o0ecrneyeHus: ynpasBJeHUs IIK.2.2; ¥1; ¥2; 32; 34; IipaxTiaeckue
IIK.3.4; ¥1; ¥2; 31; 32; 6 No2-5
K.4.2; V1; ¥2; 31; 32; 33; pabOTel A%
IIK.4.3; ¥Y!; ¥2; 31; 32;
3 OK.01; 3.01.3; 3.01.8; ¥.01.4;

Paszgea 3. Opranuszanus
JOKYMEHT0000poTa

Y.01.11;

0K.02; 3.02.1; v.02.5;
OK.03; 3.03.2; v.03.2;
0K.09; 3.09.3 ¥.09.3.
IIK.1.2; Y4; 33;

IIK.2.1; ¥3; V5; 34; 35;
IK.2.2; ¥2; ¥3; 32; 34;
IIK.2.6; Y3; Y4; 34; 35;
IIK.2.7; Y4; ¥5; 35;
I1K.4.6; Y3; ¥Y5; 33; 34; 35;
IIK.4.7. Y4; ¥5; 33; 34; 35;

JlomarHsist
KOHTpOJIbHast paboTa
Nel

Tect

[IpakTrnueckue
pabotsl Ne 6-8

4.2 IIpome:xxyTOUHAS ATTECTALUA
[IpomexyTouHass arrecTamus OOYYAIOUIUXCS OCYIIECTBISICTCS IO

AUCHUILIWHBI U ITO3BOJIACT ONIPEACINTE KAYECTBO U YPOBCHBL €€ OCBOCHMA.

<D0pMa HpOMe)ICYTOQHOﬁ arreCraiun 110 JUCHHUIIIIMHE

yIpaBJIeHUs» - KOMIUIEKCHBIN AU dEpeHIINPOBAHHBIN 3a4eT.

3aBCPIICHUUN U3YUYCHUA

«JlokyMeHTalmoHHOe obecreYeHne

PesyibTa
bl
o0yueHust

OueHo4HBbIE CpeCTBA
JJIS IPOMEKYTOYHOM aTTeCcTaluu

TecToBbIC 3a1aHUA

Pazjnen 1. O0mas xapakTepuCTHKa JOKYMEHTAITMOHHOTO 00ECTIeYeHUS yIIPaBICHUS

32; 33; 34; 1. JlonomHute: OTpacib AEITETLHOCTH, KOTOPas 00ecTieunBaeT JOKYMEHTHPOBAHUE M OPTaHU3aINI0 PabOTHI C
302 1, O(l)I/I[II/IaJ'[BHBIMI/I JOKYMEHTaMU, Ha3bIBACTCA -

) JOKYMEHTHPOBAHHEM;
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3.03.1;
3.03.2;
3.05.8;
3.10.2.

0) 1eJI0ITPOU3BOICTBO;
B) opranu3anus paboThl C JOKYMEHTAMH.

2. Bepno mu yrBepxaenue, uto TepMuH JJOY BO3HUK ¢ BHEAPEHHEM CPEACTB BEIUNCIUTEIHHON TEXHUKH,
COBpPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHIA?

A) na b) mer
3. JIoKyMeHT BO3HHK, YTOOBI 3aUKCHPOBATH HH(DOPMAIHIO U IPUAATE € 3aKOHHOCTh, IPAaBOMEPHOCTD, T.€. -

a)co3/1aHKe, IPOU3BOJICTBO, XPAaHEHHE, PACIIPOCTPAHEHHUE U UCIIOJIb30BAHHE JOKYMEHTOB;
0)npaBuia opopMIleHNsT aIMUHUCTPATHBHBIX JOKYMEHTOB.

B) FOPHIMYECKYIO CHITY

') mpolecca JOKyMEHTHUPOBAaHUS

4. CooTHecuTe HOHATHS C IPOLIECCAMU JOKYMEHTOBEICHHUS:

1)moxyMeHTHpOBaHHE; a) IPOLECC MM COBOKYITHOCTH ITPOLIECCOB T10
MIOJTOTOBKE, COCTABIICHUIO, COTJIACOBAHMUIO, 0(hOPMIICHHIO
1 M3TOTOBJICHHIO JOKYMECHTOB

2)opraHu3zanusi paboTHI ¢ 0) KoMITIeKC paboT C TOTOBBIMH JOKYMECHTAMH,

JOKyMEHTaMH. CO3JJaHHBIMHM IPEIIPUSITHEM WIIH ITOJTYYEHHBIMHA U3 BHE.
5. Ompenenure:
Urto Ha3bIBaeTCsA JOKYMEHTOM?
IA) MaTepualIbHbI HOCUTEIb JAHHBIX O 3allCAaHHOW Ha HeM MH(GOPMALMH, TPeIHa3HAYeHHON JUIS IIepeiady BO
BPEMEHHU M POCTPAHCTBE.
b) mpencraBisier cobol mporece co3aanus U 0GOPMIICHHS JOKYMECHTOB.
B) 3adukcupoBaHHas Ha MaTepHUATBHOM HOCHTENC HHPOPMAIHS C PEKBU3UTAMH, O3BOJISIOIINMH €€
MACHTH(UINPOBATS.
") 3adukcupoBanHas HHGOPMALS IS IPUIAHHS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakune okyMeHTHI CO3Iat0TCsl B TIpOLiEcce NESITENbHOCTH MPEIIPHATHI U OpraHu3anuii.
Q) TMYHBIC, IPABOBHIC;
0) mpaBOBBIE, TOKYMCHTAJIBHEIC,
B) oduIHaIbHbIC, TUYHBIE;
') y4eTHbIe, O(HLIHATbHBIC
7. . Vudopmariust — 3T0 CBEACHUS
@) 0 COOBITHSAX , SIBIICHHSX IPOLIECCAX;
0) o mpeamerax, (hakTax, COOBITHSIX, HE3aBUCUMO OT (DOPMBI MIPEACTABICHUS;
B) 0 IHMIAX, COOBITHSX, SBJICHUIX (haKTax, HE3ABUCUMO OT (POpMBbI NIPE/ICTABICHHS.
') 0 JIUIAX, COOBITUX, (haKTax, SIBICHUAX B YCTAHOBJICHHOH (opMme npescTaBiIeHus

8. UYro sBIISIETCS IEPBOH CTYNEHBIO KIIACCU(DHUKAINH TOKYMEHTOB.
) KOMIUIEKC JOKYMEHTOB ,[TOMEIIICHHBIC B TBEPAYIO OOJIOKKY.

0) TPYIITUPOBKA UCTIOIHEHHBIX JOKYMEHTOB B JI€TIa.

B) IPYHIIMPOBKA KOMILJIEKCA JOKYMEHTOB B JIeJia.

) A€NeHHEe NTOKYMEHTOB Ha KJIacChI.

0. YcTaHOBHTE COOTBETCTBHE:
1)mo cdepe UCTONB30BaAHHUS, 2)I10 MECTY COCTaBJICHHUS,
3)1o0 IOpUINUECKON CHIIE; 4) o popme M3NOKESHHUS;

|A) OpUTHUHAJIBI, BBIMMUCKH, TyOIHKATHI;

IB) opraHM3anMOHHO-pacTIOPsSIIUTENbHAsT, HAYYHO-TEXHUIECKas;

B) naanBUAyanbHbIE, TpadapeTHble, yHU(PUIUPOBAHHEIE;

') BHyTpeHHHE, BXOASIINE, HCXOASIUE.

10. TomonmHure:

IHa3oBuTe, 3aKOHOAATENBHBIN JOKYMEHT, KOTOPBII COJEP)KUT MPABOBBIE OCHOBBI CO3/1aHMs, cOOpa, 00padOTKH,
HAKOIIJICHUS, XpaHEHHSI, TIONCKA, PACCMOTPEHHUS U MPEIOCTaBICHHE JOKYMEHTHPOBAaHHOH HH(popMamn? —
BTO...

IA) 3akoH P® « O06 crangapTHU3anm

b) 3akon P® «06 ApxuBHOM (OHIIE U apXUBAX)

IB) @3 P® « O6 uHpopMaIuu u 3amute HHOOPMAaII»

) @3 PD « O mpaBoBoii 0XpaHEe IPOTPAMM ST NEKTPOHHBIX BEIYUCIUTEIBHBIX MAIIMH U 0a3 TaHHBIX)
11. YKaxuTe TOKYMEHT, KOTOPBIil ycTaHaBIMBaeT TPEOOBAHHS K CO/IEPKAHHUIO JOKYMEHTOB B
OpTaHHU3aIIH.

1) TOCT P 7.0.97-2016

18




) TCI0Y

3) MHCTpYKIUS IO JETOTIPON3BOICTBY
4) npaBuia ohopMIICHUS TIOKYMEHTOB

12. Omnpenenute peKBU3UTHI, KOTOPHIE SBISIFOTCS 005S3aTEIbHBIMA M 00ECTICUUBAIOT IOPUANICCKYIO CHITY:
1) HamMeHOBaHWE OPTaHHU3AIUH.

2) rpud coriacoBaHus JOKYMEHTA.

3) maTa TOKyMEHTa U HOMED.

4) ampecar.

5) HaMEHOBaHUE BHUA JIOKYMEHTA.

6) pe3ooLusl.

7) rpud yTBEpKACHHUS.

8) BH3BI COrNacoBaHMs TOKyMEHTA.

9) Tekcr.

10) moAmKch U Ieyars.

11) oTMeTKa 06 HCIIOJIHUTENE.

12) oTMeTka 00 HCHIOJIHEHHH TOKYMEHTA ¥ HAIIPaBJICHHH €r0 B JIEJI0

13. CooTtHecuTe BHUALI OJIAHKOB?

1) oOuiumii Gnank. 2) O1aHK NMUChMa. 3) O1aHK KOHKPETHOTO BUJIAa TOKYMEHTA.
IA) UCTIONB3YETCS AJIsl U3TOTOBJICHUS OOJIBLIIMHCTBA BHYTPEHHUX IOKYMEHTOB.

0) cozmaeTcsi, eClii U37aeTC MHOTO JIOKYMEHTOB OJJTHOTO U TOTO K€ BHA.

B) ynotpebusiercst ToIbKO IpH 0pOpMIICHHH OHOTO BHJA JOKYMEHTOB.

14. BoccranoBute nporynieHHoe coBo: «PEeKBU3HT - 3TO 00513aTENbHBII AIEMEHT OPOPMIICHHUS ...
IMOKyMEHTa.

1. OpunmansHOTO

2. CiyxeOHOTO

3. JIroboro

4. npyroii BapuaHT

15. Beigenure npaBuibHbI BapuaHT oopMieHus pekBu3nTa «HanMeHoBaHKe opraHu3anum» Ha OnaHKe
MmrUcChbMa:

a) MUHUCTEPCTBO OBPA30BAHHMS U HAYKU POCCHUMCKOM ®EJEPALIMU UHCTUTYT
FOCYJJAPCTBA U IIPABA TIOMEHCKOI'O IT'OCY/JIAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHU S 1 HAVKM POCCUMCKOM ®EJIEPAITMM TIOMEHCKUIA
rOCYJAPCTBEHHbBI YHUBEPCUTET UHCTUTYT I'OCYJAPCTBA 1 ITIPABA

B) MUHUCTEPCTBO OBPA3OBAHU S U HAYKH POCCHUMCKOM ®EJIEPALIMU TIOMEHCKUIA
COCYHUBEPCUTET UHCTUTYT FTOCYJAPCTBA U ITPABA

r) MUHICTEPCTBO OBPA3OBAHMS 1 HAYKU POCCUICKOM ®EJEPALIMN TIOMEHCKHIM
FOCYHUBEPCUTET UHCTUTYT

16. BriOepuTe npaBUIbHBIN BapraHT 0()OPMIICHNSI HANMEHOBAaHHE BHJa JOKYMEHTA ....
1.ITuceMo-npocnba

2.ITPUKA3

3.CnpaBka

4.1pyroit BapuaHT

17. BriOepuTe npaBUIbHBIN BapHaHT 0(hOPMIICHHUS TOYTOBOTO anapeca B «CrpaBOYHBIX JaHHBIX 00
OpraHu3alu1-aBTOPEY.

1. OAO «ITunot» yn. 3onoTtapeBckas, 3, opuc 112, r. YiubsHoBcK, 212109

2. OAO «ITumor» 212109, r. YbsHOBCK, yi1. 30J0TapeBcKas, 3, opuc 112

3. Mockga, lpetHoti OynbBap, 1. 3, 105123, ten./dpaxc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. ter./dakc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiigure npaBuibHOe 0(GOPMIICHHE JaThI?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 nexabps 2005 r.;

4) 09. 12. 2005.

19. Ha xakuX JOKyMEHTaX IMPOCTABIIAIOTCS CIEAYIOIINE PETUCTPAIIIOHHEIE HOMEpa:
1) No 10 — st ... a) HCXOJIlee U BXOASIINE JOKYMEHThI

2)Ne 10K — s ... 0) BHYTpEHHHE JIOKYMEHTBI
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3) 05-115/75 — st B) JOKYMEHTBI JINYHOTO COCTaBa

20. BriOepure npaBMIBHBIN BapuaHT oopmieHns pekBu3uTa «[ pud yTBep KIeHISD», KOT/Ia YTBEPKICHIE
MPOMCXOIUT JOJKHOCTHBIM JIHIIOM.

1. YTBEPXKJOAIO Hupexrop 3A0 «ITmmor» Ilogmucs A.B. Iletpos 23.09.2009

2. Yreepxkgaro dupextop 3A0 «[Imnot» Iloamucs A.B. IlerpoB 23.09.2009

3. «YTBepxnato» 3A0 «[Tumot» Hupekrtop [Toamuces A.B. Ilerpos 23.09.2009

4. YTBEPXKIAIO Mupextop 3A0 «ITunot» A.B. Ilerpor 23.09.2009

21. B xakoM ciryqae 1npaBuiIbHO 0(OPMIIEH PEKBU3UT «AJlpecary.

1)  Hupexropy mkoissl Ne 269 MatseeBoit Tamape AjekcanapoBHe

2) 195172, Cankr-IletepOypr, yu. Amutposa, a. 17 k8. 7. Hukudopoeoii H. I1.

3) 00O «Tepem» Otaen pekiaambl Hauanpuuky otaena H. A. BanoBy 117134, Mocksa, yi. Ctpouterneii 8,
["enepansHOMY AupexTopy 3A0 «BUCT» A. U. CmupHOBOit

22. B kakom ciydae mpaBWIBHO opopMIleH pekBU3UT «Iloamucey Ha OaHKe JOKyMEHTa U TIOKaXHTE ero

opopmieHne?

1) Aupexrop mkomsr Ne 25 B.A. ITerpoBa
2) AupeKTop KO [Terposa B.A.
3) Aupexrop B.A. TlerpoBa
4) dupexTop ITerpoBa B.A

HpaKTI/IKa - OPUEHTUPOBAHHLIC 3alaHUNA

Vi1;V2;
Vv.02.5;
v.03.1;
Vv.03.2.
v.05.3;
V10.3;

|.Ha ocroBanum 3amanuii opopMHUTE PEKBU3UTHI, 0OECMEUMBAIONINE IOPUAMYECKYIO CHIY JTOKYMEHTaM.
Y0661 0hopMuTs pekBU3HUTH Hcnoab3oBath 'OCT u pemakrop Microsoft Word ¢ cobmronerunem Bcex
OTCTYIIOB U UHTCPBAJIOB.

3aganne 1:0dopmure HAWMMEHOBAHWEC OpraHH3allMd B COOTBETCTBHM yCTaBa W MPaBUIBHOTO
PacCIOJIOKCHHS YacTeil PeKBU3UTA

Bapuanm 1

3AO0, opranuzanioHHoO-TipaBoBas Gopma npeanpusTus «FOpuc-KoH».

Bapuanm 2

Oprasm3anysi TOCYNApCTBEHHOTO THIA BCEpOCCHHCKHME HAyYHO HCCIICAOBATCIBCTKHA HHCTUTYT
JIOKyMEHTOBEACHUSI U apXUBHOTO Jiena, noauunsercs dOenepansHomy arenctsy POCAPXHB moxer umetsb
cokpatieHHoe HaumeHoBanue BHUMJIA.

Bapuanm 3

MocBomokaHasl OTHOCHTCS K THITY TOCYIapCTBEHHOTO YHUTAPHOTO TP EANPHUITHS IO T.MOCKBa.

Bapuanm 4

MUHUCTEPCTBO  CTPOUTEIBCTBA,  APXUTEKTYphl U KHIUIIHO-KOMYHAJbHOTO  XO3SHCTBa,  MpH
AnvuHucTpammu PoctoBekoit o6macTy.

3apanmne 20¢opMmuTe Ha3BaHHE BHIA JOKYMEHTAa M 3arojlOBOK K TEKCTY ATOTO JOKYMEHTa, YIOTpeOuB
HY’KHBIH NaJEXK:

s 1 sapuanma

[Ipuka3 o BBeIeHUH WHCTPYKIIMH TI0 IIPOTHUBOIIOKAPHOH O€30MaCHOCTH;

Jns 2 eapuanma

IIpoTokoun 3acemanus coBeTa MO MPOQPIIIAKTHKE MPABOHAPYIICHHN;

Jns 3 eapuanma

CnpaBka O COCTOSHMM pPabOTHI OTAeNa JEJONpPOW3BOJCTBA II0 PACCMOTPEHHIO 3asiBICHMH, Xainod u
IpeIOKEHUN TpakJaH;

s 4 eapuanma

JlomKHOCTHASE HHCTPYKIHSA O CHEIHUAINCTE 3€MEIbHO-UMYIIIECTBEHHBIX OTHOIICHHIA;

3aganue 30GhopMuUTE 1aTy U PETUCTPANMOHHBIA HOMEP JOKYMEHTA

Bapuanm 1

Ecnu ohopMIIsIIOT mpHKa3 o OCHOBHOM AESITENFHOCTH — IPOJOIBHBIM PACHON0KEHUEM PEKBU3HUTOB.
Bapuanm 2.

Ecnm ohopMIIsIoT OTYETHBIN JOKYMEHT KOTOPBIH OTHOCHTBCS K OyXTalTepCKON JTOKYMEHTAIHH.
Bapuanm 3

Ecnu ohopMitsitoT 10oroBopHO# TOKyMEHT. ( KYIUIH-TIPOAXKH)

Bapuanm 4

Ecnu noaroToBmIIM Jyist OTIPaBKH OTBETHOE NMMChbMO Ha BXOJISIIEE.
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3aganne SOpopMHUTE PEKBU3UT IOMTUCH

Bapuanm 1.

Ecnu nodeomosunu npuxasz no 0CHOSHOU OesmensHOCHU
Bapuanm 2

2Ecau nodzomosunu akm

Bapuanm 3

Ecau noocomosunu npomokon cobpanus

Bapuanm 4

Ecnu noocomosunu capanmuiinoe nucbmo

I1.Crpoextupyiire :

001muii 6J1aHK C MTPOIOJIBHBIM PACIIOJIOKEHUEM,

OJIaHKH JJI1 IMCEM € YTJIOBBIM U IMMPOJAOJbHBIM PACIIOJIOKCHUEM U

OJIaHK IpHUKa3a C MPOIOJIbHBIM PACIIOJIOKEHUEM TIOCTOSIHHBIX PEKBU3UTOB

JUIS TIEPEYNCIICHHBIX HIDKE OPTaHU3alLUi ¢ OrpaHMYUTEIbHBIME OTMETKAMHU JJISl PEKBU3UTOB.

Bceepoccuiickuil Hay4HO-MCCIIEA0BATEIbCKUN HHCTUTYT JOKYMEHTOBEACHHS U aPXUBHOTO €A,
noguunstonuiicss POCAPXIMBy 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'ocynapctBennsiit npoekTHbl nHCTUTYT CAHTEXIIPOEKT, noguunstomuiics I'occtporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001;

V. Huwxusis [epBomaiickast, 1.46 ropox Mocksa, 105203

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

OTKphITOE aKIMoHepHoe oburecTBo «BOJITOJJOHCKUN XJIEBOKOMBHUHAT»
OKIIO 23132807, OI'PH 1821800370797, UHH/KIIII 3408032140/342001002
OxTs0phcKOe 1m0cce, 1.9, ropon Bonromonck, Pocroekas 001, 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

[Paznen 2. CucTeMbl JOKYMEHTAIMOHHOIO o0ecneYyeHnsl yIpaBJeHUus

TecToBbIC 3aaHUA

31;

32;
33;

34;
3.01.8;
3.02.2;

3.05.8;
3.09.3

1.Cucrema OPJ] — 370 ... .
a) COBOKYIHOCTb B3aUMOCBSI3aHHBIX IOKYMEHTOB, IIPUMEHIEMbBIX B ONPENIEICHHOH cepe AeaTeabHOCTH;
0) cucrema OP/], B KOTOpO# permaMeHTHPYIOTCS TIpaBa ¥ 00sS3aHHOCTH MPEIIPHUIATHI U YIPEKICHUH,
B3aMMOOTHOIIIEHNUS C BBIIIECTOSIIIMMHU OPTaHU3ALUSIMH, C TOJYMHEHHBIMUA U CTOPOHHUMHU
OpraHHu3aIusIMHy;
B) CHCTEMa JJOKYMEHTAIMH, CO3JJaHHAas 110 €IMHBIM IIpaBHjIaM U TPEOOBaHUAM, COJepIKaIIas
nHpOpMAIHUI0, HEOOXOAUMYIO ISl YIIPABICHUS B ONPE/eIEHHON cepe NesATeIbHOCTH.
2. Pacmpenenurte JOKyMEHTHI IO TPYIIIIaM:

1) opranu3anMoHHEIE;

2) pacnopsAuTeNbHbIE,

3) nH(OpMaIIOHHO-CIIPaBOYHEIE.
A)ronoxeHne B) MPUKa3bl T') COPABKH; 1) HHCTPYKIMH; €) PacCHOpsDKEHHE; JK) TPYZOBask KHUXKKA,
3) IOCTaHOBJICHUS; K) yCTaB; JI) IUCHMO.
3. IlpomomxuTe NpeAoXeHUue- ycTas- 3T0. ..
1.11paBOBO aKT, ONPENEISIOMNI CTPYKTYPY, YUCICHHOCTh U JODKHOCTHOM COCTaB paOOTHHKOB OpraHU3alul
C YKa3aHHEeM JOJDKHOCTHBIX OKJIAJI0B.
2.1IpaBOBOM aKT, ONPENEIISIOINI CTPYKTYPY, QYHKIUH U ITpaBa MPEANPHATHS, OpraHU3alNH.
3.1IpaBOBOM aKT, U37JaBAEMBIN TOCYIAPCTBEHHBIM OPTaHOM B IIEJISIX YCTAHOBIECHUS NPaBUIL, PEryIUpPYIOIU
OpraHU3alOHHBIE, TEXHOJIOTHYECKHE, (PUHAHCOBBIE CTOPOHBI JEITEIILHOCTH OpraHU3allH, JOJDKHBIX JIHII.
4.11paBOBOM aKT, OMPEACISIOMUI MOPAIOK 00pa30BaHIsL, IPABOBOE TTOI0XKEHHUE, IPaBa. 00SI3aHHOCTH,
OpTraHM3aIUI0 pabOTHI MPEANPHUATHS
4. BcTaBpTe MPOITyIIEHHBIE CIIOBA B ONPEACIICHNE!
HopmaTuBHBIN TOKYMEHT, B KOTOPOM OIIPEAENEHSI. . ., ..., ... K OTBETCTBEHHOCTH COTPYIHHUKA MPEIIPHUITHUS -
3TO... HHCTPYKIH.
1.permaMeHTHpYETCS MOPAAOK BRIITOIHEHHS MPOIIECcCa, OTBETCTBEHHOCTb.
2.10PSIIOK PabOThI, OCHOBHBIE MOJIOKEHHUSI.
3.¢yHKIMH, paBa, 00s3aHHOCTH.
4.cTpyKTypa, YUCIEHHOCTh ,JODKHOCTHON COCTaB.
5. Omnpenenure BI JOKyMeHTa?
ITpaBoBo¥i aKT oNpeesSFOLIMIA TOPSIIOK 00PA30BaHMsL, IIPABOE MOJIOKEHHE, TIPaBa, 00S3aHHOCTH, OpPraHM3alMIo PaOOTHI
TPEATPUSTHS WK CTPYKTYPHOTO NOAIPA3JIENEHNUsL. — 310 ...
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6. Ha3oBuTe MOKYMEHTBI, KOTOPBIC H3IAIOTCS:

A) B yCTIOBHSAX €OMHOINYHOTO IIPUHSATHUS PEIICHHUH-. . .. ..

B) B yCmoBHAX KOJUIETHATIBHOCTH- ... ...

7. [omomHuTE TPYNIBEI HA KOTOPHIE NEISATCS MPUKA3HL:

1) TIpoGiieMsl cO3MaHusl, TAKBUIAIIMH KOMUCCHIA, COBEIIATEIbHBIX OPTaHOB; YTBEPKACHHE YEro JIH0O0;

MIPeJOCTaBIICHHUE MIPaBa MOIIHCH; - 3TO MPUKA3HI TIO. . ... .

2) TlpoGrnembl (hpuHAHCHPOBaHUS; 0OeCIeYeH st 000PYIOBaHHsI, MaTEpHAIaAMHU; odopmiicHHE

Pe3yNbTaToOB, UTOTOB PAOOTHI; - 3TO MPUKA3HI 1O ....

3) Ilpuem, yBonbHEHHUE, IEPEBOJI, KOMAHMPOBKH, PEIIEHHE COIl. BOMPOCOB; _ 3TO MPUKA3BI

8) Ompenenute BUABI PACTIOPAAUTEIBHBIX TOKYMEHTOB.

1) pacnopsANTENbHBIN JOKYMEHT, H31aBaeMblil OPraHOM YIIPABJICHMS [0 BONIPOCAM OPTaHU3alMOHHO-

METOAUYECCKOI'O xapaKTepa JJIs opraﬂmaumu BBIITOJIHCHUA l/IHCprKLII/lI/l, npm(a3a = 9TO...

2) pacmopsANTEeNBHBIN TOKYMEHT KOJUICTHAIEHOTO OpPTaHa YIPaBICHHUS, YICHBIX COBETOB. - 3TO..

3) mpaBOBO¥i aKT, M3/1aBaeMBIi €TMHOIMIHO PYKOBOAUTEIIEM OPTaHU3ALNH IS JOBEICHHUS 10 HCIIOTHHUTEICH

OTIEPATUBHBIX BOIPOCOB - 3TO...

9) Ompenenure, 9TO HA3BIBACTCS TTHCHMOM.

1. JOKYMEHT 10 BOIIpOCaM, TPEOYIOIINI ONepaTHBHOTO PEIICHISI, IepeIaBaeMbIi ONPECIICHHBIM CIIOCO00M
CBSI3H.

2.000111eHHOE Ha3BaHUE PA3INYHBIX 110 COJIEPKAHUIO JOKYMEHTOB MEPEChIIAeMbIX 10 MOYTE.

3. IOKYMEHT JICJIOBOM MEPEMUCKU U UX Ha3BaHUS ONPEACIIIOTCS CriocobamMu repeaayu aeIoBor HHopMaIu
110 3JIEKTPOHHOM CBA3H.

4.TOKYMEHT, KOTOPBI HE COCPKHUT MOPYICHUH, HE 00SI3pIBACT JEHCTBOBATh CTPOTO MPEAIICAHHBIM 00pa3oM

10) CooTHecuTe BUABI IMCEM. U UX HA3HAYCHHE.

1.uadopmannoHHbIe, 2. KOMMEpYECKHE. 3.conpoBoANTETBHOE
A) cocTaBisieTcs! IPY 3aKJIFOYEHIH M BBIITOJTHEHHH KOHTPAKTOB.

b) nucema, coneprkaiye cooOIeHNs, TPOCEObI, HATTOMUHAHUS, TIPEIUIOKCHHUS.

B) npunararorcs K OCHOBHOMY TOKYMEHTY , KOTJ[a TpeOyeTCs TOTIOITHUTEIbHOE MOSICHEHUE

11) laiire onpeneieHre MPOTOKOIY.

1. JOKYMEHT, COCTaBJICHHBI 1JIsl TOJTBEPIKACHHS YCTAHOBICHHBIX (haKTOB, COOBITHI, IeHCTBUI

2. TOKYMEHT, KOTOPBII HE COJIEPKUT MOPYUEHHH, He 00s3bIBaCT ACHCTBOBATH CTPOTO MPEANMCAHHBIM 00pa3oM

3. IOKYMEHT, GUKCHUPYIOLIHHA X0 00CYkKIEHUS BOIIPOCOB M IIPUHSITHUS PELICHUI Ha COOpaHUH, COBEIAHNH.

4. MOKyMEHT KOJUICTHAIEHOTO OpTraHa YIpaBICHUS

12) laiite onpeneneHue aKTy.

1. JOKYMEHT, ITOITBEPKAAIOIIIA KaKie-IIN00 COOBITHSA CITy’)KeOHOTO XapaKTepa.

2. TOKYMEHT, COCTABJICHHBIN JJIS IOATBEPKACHUS YCTAHOBIICHHBIX (DaKTOB, COOBITHIA, TEHCTBHIA.

3.I0KyMEHT, OOBSCHSFOIINI MPUHIIUT KaKOT0-THO0 AeUCTBHS, (haKTa, MPOUCIICCTBHS.

4.MOKYMEHT, KOTOPBI HHPOPMHUPYET PYKOBOJCTBO 00 M3MEHEHHU MeCTa COOBITHS, (PaKTa, sIBICHUS.

13)Onpenenute, 4TO ABISACTCS AATOM akTa?

1. naTa cocTaBNIeHHA aKTa.

2. nata TOANKCAaHUS aKTa

3.1ata coOBITHS, IPOBEPKH,

4. nata pabOThl KOMHUCCHH.

14) Ompenenure, KeM MMOMUCHIBACTCS aKT?

1. mpencenarenseM ¥ MPHUCYTCTBYFOIIUMI.

2. 4IleHaMA KOMHCCHUH U TIPUCYTCTBYIOIIAMHU.

3. mpencenareneM, WieHaMHd KOMHCCHH, TPUCYTCTBYIOIMMHU.

4. mpencenaresieM U ceKpeTapeM

15) [aiite onpeneneHue CrpaBKu

1). TOKyMeHT, COCTaBJICHHBIN JUIsl TIOATBEP)KICHHUS YCTAaHOBIICHHBIX (PaKTOB, COOBITHH, NeHCTBHI

2). TOKYMEHT, OOBSICHSIOIINN MTPHHIIAIT KAKOT0-TH00 JAeHCTBHSA, (haKTa, IPOUCIIICCTBHS

3). HOKYMEHT, MOATBEP K IAIOMINI KaKue-TH00 COOBITHS CIIy)KeOHOTO XapaKkTepa

4). TOKYMEHT, KOTOPbIi HHPOPMUPYET PYKOBOJCTBO 00 M3MEHEHUN MECTa COOBITHS, PaKTa, SIBICHUSI.

16) Omnpenenure BUIBI CIIPABOK-

A).IOKYMEHT COCTaBJICHHBIH 110 YKa3aHUIO PYKOBOJIUTENS, U MIPEICTABISIOTCS B yCTAHOBICHHBIE CPOKHL.-. ..

B). noxyMeHT cocTaBIEHHBIH IO 3a1IpOCY 3aMHTEPECOBAHHBIX JIHIL. -. . ..

17) [aiite onpeneneHue 3amicKaMm.

1) TOKyMEHT I10 BOIIpOCaM, TPEOYIOIIMX ONEPaTHBHOTO PEIICHHUS TTePEAaBaeMbIi OIPEIEIeHHBIM CII0cO00M
CBSI3ML.

2) TOKYMEHT, KOTOPBII HE COJEPKUT MOPYUEHHH, He 0053bIBaET AEHCTBOBATH CTPOTO MPEIIHCAaHHBIM
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o0pazom.
3) IOKYMEHT, apeCOBAaHHbIN PYKOBOIUTEIIIO JAHHOMN HMJIM BBIIICCTOSINEH OPraHU3anH, COIEPIKUT
00CTOSATENIFHOE N3JI0KEHHE KAKOT0-THM00 BOIPOCA C BHIBOJAMH U MPEIIOKCHUSIMH COCTABUTEIIS.
4) MOKyMEHT, COCTaBJICHHBIN IS TIOATBEPKACHUS YCTAHOBICHHBIX ()aKTOB, COOBITHH, TeHCTBHIA

I[IpakTuyeckue 3axaHust

Yi;

Y2;

Y.01.1;
Y.01.4;
v.02.5;
¥.05.3;
¥.09.3;

3aganmne 1

B ¢opme npukaza He0OXOAMMO BBECTH HHIEKCHI MPEANPHUATHH U OpraHU3alui 00bEIUHEHHS, B LEIX
YHOpSIOYeHUS] OpraHu3aluil ynpaBieHus: B 00beJMHEHNU U B COOTBETCTBUHU C YKa3aHHEeM MUHHCTPOS
IPD ot 00.00.00. Ne 423. TTIPUKA3BIBAIO: O6benmHeHuto npucBouTh nHAEKC — 51. IIpu mepemnmcke B
cootBeTcTBHH ¢ CTII 39.00.25 «Opranu3anus JeI0NpON3BOACTBA B 00beAUHCHUN « CTPOUTEXHUKAY, a
TaKKe IJIs y4eTa ¥ PETHCTPANHNH pa3padaThIBAEMBIX CTAHJAPTOB HPEANPUATHS IPUCBOUTH
mpennpusTusaM cienytomue uaaekes: 50 — 01 — SpocraBckoMy peMOHTHO-MEXaHHYECKOMY 3aBoay; 51
— 02 — Bragumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrpoiimopmam». KoHTpoas
Ba MCIIOJIHEHHEM IpHKa3a BosyiaraeTcs Ha KaHuessiputo (1. Koponey B. A.). ['eHepanbHbIli JUpeKTOp
IA.I1. UBanos. B neno 1 — 3 — 6. C. C. IleTpos

3ananme 2.

Otkpoiite crpaBoyHO-TIpaBoByto cuctemy Koucynprant I[lmtoc, ucmons3ys KapTouky moucka, HaiguTe
pewenue (cM. pasznen YensOunckas obnacts). CKONMpOBaTh HaWJEHHYIO WH(OpMalWi0 B TEKCTOBBIH
nporieccop. OdopmuTte pemerne. Coxpanure padoTy B daiie mox umeHeM «Perenue».

3aganmue 3.

Hupexmmst OO0 «Actpest» (Cankr-IletepOypr) 12.08.2012 nposena cBoe odepenHOe 3aceaHue, Ha KOTOPOM
npucytctBoBanu BoctpsakoB C.T., Crymmes ILJ., Jlebenes N.M., Antonos ILJI., IllenrynoBa B.I'.,
Tumogeer A.A., Ctynoa M.1.

Ha 3acemanmm o6cyxaanock Ba BOIIpoca: 0 Xoae pekiaMHoi kammannu B 11 keaptane 2012 1. u 0 mepexoze
Ha HOBYIO CHCTEMY BBINJIATHI IPEMUATbHbIX.

Ilo mepBomMy BoOmpOCy CiylIand CcOOOIIeHHE HadalbHHKa oTnxena pexigamsl BoctpuxoBa C.T., Ttekcr
COOOIICHHsT KOTOPOTO OBUT Iepeaan cekpetapio 3aceqanus benosoit H. JI. Tlo sToMy ke BOMPOCY BBICTYITHI
¢uHaHCOBBIH nupekTop TumModeeB A.A., KOTOPBIT 0100pMIT YBEIMUSHNE PACXOJOB Ha HAPYKHYIO peKJiaMy B
IIT xBapTane 200 . Ha 5%. Taxxke mepenan cekperapio. [lo naHHOMY ke BOMPOCY BHICTYNUIN AHTOHOB II.
JI., HauanbHUK oTAena Kanpos, u Jlebenes .M., nqupexrop no nponaxam. [TepBbiii 0100pHI HOBYIO CUCTEMY
BBIIIATHI TIPEMHUATBHBIX M PEKOMEHIOBAN MOATOTOBUTH HeoOXoaumbie gokyMeHThl K 01.09.200 . Bropoii
TIPEAIOKIIT JOpab0TaTh HOBYIO CHCTEMY BBIIIATHI IPEMHAIBHBIX M PEKOMEHI0BAJI IIPOBECTH T'OJIOCOBaHHUE T10
JAHHOMY BOIIPOCY Ha 00IIeM COOpaHnH TPYIOBOTO KOJUICKTHBA.

B wutore 3acemanus ObUIM TPUHATH ciexyrome pemieHus: 1. OmoOputs paboty otmena pekiamsl B 111
kBaprasie 20 r. 2. [IpoBecTn obmiee cobpaHne TpyI0BOro KOJUIEKTHBA IO BOIPOCY O MEPEXoJe Ha HOBYIO
cucteMy BBITUIATH peMuanbHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY cOOpaHMs ObIIa Ha3HAYCHA
3aB. kanuenspueii lllentynosa B.I'. CoOpanue Ben npeacenatens Pymsaunes O.A.

3aganmue 4.

Kommuccns nop npecenaTensCTBOM HadaJIbHUKA TEXHUYECKON rpymnmsl BomoBoro A.A. U WiIEHOB KOMHCCHH
Bbopucosa M.IO., HayanbHUKA aJMHUHHCTPATHBHO-XO03scTBEHHOTrO otnena, Cmupnosa JLII., Oyxranrepa, u
PomanoBoii N.K., opucmenemkepa 3A0 «JIeoHTHs» Ha OCHOBaHMM IOKJIAJIHOW 3amucKku oduc-meHemkepa
PomanoBoit M.K. 11.07.20  r. mpoBena MpOBEpKYy TEXHHUYECKOIO OCHAIICHUS MPHUEMHON T'€HEpaJbHOTO
JUPEKTOpa W MpH3HAaJIa HETOMHBIMHU JUIA SKCILTyaTallud KOMMMPOBAIBHBIN ammapaTt Xerox 345(1 mir.), mpenep
(wHB. HOMEp 367, 1 mit.), dakc 47823 (1 mt.). [Ipu3HaHHAsT HEPUTOMHON ISl SKCILTyaTAIlMH TEXHIKA OblIa
nepesiaHa Ha ckJyaj npeanpusaTus. [lo ycTaHoBIeHHOMY ()akTy KOMHCCHS COCTaBWJIA akKT IpHeMa-Tieperadn
OPITEXHUKH B 3 9K3. (1-i 9K3. — HAYAbHUKY aJMHHHACTPATHBHO-XO3SMCTBEHHOTO OTaeNa, 2-i — 31 rimaBHOMY
Oyxranrepy, 3-i — B neno 23-02), KOTOPBIi ObUT YTBEpIK/AEH reHepanbHbIM qupekTopoM CrenanosbiM I1.1.
3aganmesS.

OTKpoiiTe cripaBOYHO-TIpaBoOBYI0 cucteMy KoHcynbTant [lmtoc, HalauTe akT O MPOBEICHUN WHBEHTAPHU3AIIH
(dbopma MHB-00), oTKpoO#TE €€ ¢ MOMOIIBI0 TAOJUIHOTO MPOIECCOpa W 3aIOJTHUTE JIJISi CBOCH OpTaHHM3aIlHH.
Coxpanute paboty B (aiine mog umeneM «IIpumMep 00 MHBEHTapHU3AIHI.

VHBeHTapu3alMoOHHAs KOMUCCHS, CO3[JaHHasi Ha OCHOBaHMU IIPHKa3a JupekTopa Bamero npegnpustust Ne 24
oT 15 cenrsOpst Tekymero roma, B cocTaBe mpexacenatesnss OcTpoBckoro D.A.(3aM.IyIaBHOTO Oyxranrepa
3aBoja) U wieHoB komuccuu Ilerposoit O.H. (Oyxrantepa), HockoBoii H.M. (cT. 3KOHOMUCTa IUIAHOBOTO
OTJea) MPOM3BENa PEBH3MIO KAacChl 3aBOJla IO COCTOSHMIO Ha 16 ceHTsAOps Tekymero ronxa. PeBusms
IIPOBOAMIIACH B NMPHUCYTCTBHHU Kaccupa 3aBoaa Kapramosa H.M. B pesynbraTe npoBeneHHON peBU3UH OBLIO
YCTaHOBJICHO, YTO OCTaTOK HAIMYHBIX JIeHeT B Kacce cocrasiser 1030 pyOuseit 00 kom., OCTaTOK JEHET Mo
kaccoBoii kaure — 1030 py0. 00 kon. [Ipyrux meHHOCTEH B Kacce 3aBojJia He OOHAPYKEHO, YTO COOTBETCTBYET
JaHHBIM ydera. KoMmuccus Takxke ycTaHOBMIIA, YTO IOPSIOK BEAEHHMS KAacCOBOM KHUTH M XpaHEHHUsS JICHET
cooTBeTCTBYeT TpeboBaHusAM IlojoXkeHHs O BEAGHWHM KAaCCOBBIX OIEpalMid TroCylapCTBEHHBIMH,

KOOINICPpaTUBHBIMU 1 O6HI€CTBGHHI)IMI/I NPEANPUATUAMHA, YIPCIKICHUAMU U OpraHUu3alluAMHU.
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AKT BCTYIUJI B IEHCTBHE C MOMEHTA YTBEPKACHUS JTUPEKTOPOM.

3anaHue 6.
Tupextopy 3A0 «Mononut» OcTpoBckomMy J.A. oT HavanpHUKa nuoHepareps Kopmrynosa JILII.
JlokmagHas 3amucka. COraacHO BameMy MPEeANHCAHIIO MHOIO COBMECTHO C TEXHHKOM -CMOTPUTEIEM
UleBuToBbIM P.A. 7-8 Mas 2004 roga nmpoBeeH OCMOTP KHUJIBIX IIOMEMICHUN 0a3bl OTABIXa HAIICH
tbupmsbl. Bee sxmutble Kopmyca B yIOBIETBOPUTEIBHOM cOCTOssHHH. OmHaKo B Kopmyce Ne 1
HeoOX0AMMO BCTAaBUTH cTekia, Kopmyc Ne 2 cinenyeT moOenuTs, a B kopiryce Ne 3 Ha/lo mMOIOTHATH
inBepu. [Tocie ycrpaneHus 3TUX 1e(PEKTOB U COOTBETCTBYIOIIEH YOOPKH KHIIbIEe TOMEIICHHS Oy Iy T
MPUTOAHBI AN IpueMa oTabixaomux. HavaneHuk nuonepnareps JI.nm.Kopmynos. 10.05.2004

3amanme 7
Tupexropy I1JI Ne 24 MycaeBoit E.A. ot macTepa npousBoacTBeHHOTO 00yueHus Cokomnosoi T.I1.
CJIIYKEBHAS 3AIIMCKA B anpeine B kabunete Nel3 npoBoauiauch cieayronue padboTel: -
MproOpeTEeHbl MapKePhl U KUIKOCTD JIJIsi MAPKEPHOU JOCKHU; - OTPEMOHTHPOBAaHO 4 yUEHHUECKUX CTOJIa;
- OTPEMOHTHPOBAHO 5 MHUINYIIUX MAaIINH; - OTPEMOHTHPOBAHO 2 CBETUIPHUKA; - COTJIACHO PACTIHCAHUS
MPOBOASITCS 3aHATHUS MPOU3BOJCTBEHHOTO 00YUICHUS; - COTVIACHO rpaduKa MPOBOIATCA KOHCYJIbTAUH
MO0 TUTUIOMHBIM paboTaM; - COTJIACHO rpaduKka MpoBOASATCS (paKyIbTaTHBHBIC 3aHATHS IO MPEIMETY:
«1C: IIpegnpusitue u Kagps»; - padoTtaet kpy) ok «APT-¢doTo» - kKaxkayro NATHUIY IPOBOIUTCS
reHepaibpHas yoopka. Mactep npou3BoacTBeHHOT0 00yueHuss Cokonosa T.I1. 23.04.2010

3aganmue 8.
Dtkpoiite cripaBounyto cuctemy Koncynprant Ilmtoc, ucnonb3yst BeicTpblil nouck, Halaute GpopMy mpukasa o
TpremMe coTpyaHuKa Ha pabory ¢.T-1
PkoHoMucT BacunseBa Exatepuna HukonaeBHna 1 cenTsbps Tekymero roja nojaana 3assieaue B8 OO0
JIyd» ¢ mpock00il MPUHSITH €¢ Ha pabOTy crenuaaInucToM GUHAHCOBOrO OTC/a Ha HEIIOJIHBIH paboun it
ieHb. Mucnexrop no kajapam CmupHoBa U.C. o0bscHmIa, uTO UpMa HMEET BO3MOXKHOCTD NPUHATH Ha
habOTy SKOHOMHUCTA, HO Ha OCHOBE CPOYHOTO TPYAOBOTO J0TOBOpa. TpyAoBOH TOTOBOP OBLI 3aKII0OYCH
b CeHTAOpS W MOANMCAH OT UMEHU (PUPMBI TeHEPaANbHBIM JUpekTopoM MupoHossiM JI.C. B ToT e neHp
DBIJI M3JaH IPHUKA3 MO JINYHOMY COCTaBy, 3aBU3npoBaHHbIN CMupHOBO# U.C. U IOPHCKOHCYIBTOM
XmeneBeiM M.0. Tlpuxas 6s11 00bsBeH Bacunbesoit E. H. mox pacnucky 6 ceHTs0ps

Paznen 3. Opranu3amnusi 10KyMeHT0000poTa

TecToBbIC 3aaHUA

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

JlommoIHuTE NpeaIoKEHHE.

1) ZOKYMEHTOOBOPOT - OTO

1A) IOKYMEHTOOBOPOT JJOJIXKEH OCYILECTBJISITLCS] TAKUM OBPA30M, UTOBbI IBUKEHUS KAXKAOIO
JOKYMEHTA BbbLJIO..., MAPIIIPYT..., BPEMS [IPOXOXAEHUA .. ..

2) JlomonHMTE BUIBI JOKYMEHTOIIOTOKOB:

a) Bxomsmmii JOKyMEHTOMIOTOK-3TO. . .. .

0) Ucxoasamuii TOKyMEHTOIOTOK-3TO. . . .

B) BHyTpeHHMIT JOKYMEHTOIIOTOK-3TO. . .. .

3) YcraHOBUTE MOCIIEIOBATEIHHOCTE 00PaOOTKH BXOAAIMINX TOKYMEHTOB
1)ucnonHeHHe JOKYMEHTOB,

2)rpueM H epBUYIHAS 00paboTKa;

3)noamuBKa JOKyMEHTOB;

4)peructpanus JOKyMEHTOB;

5)HanpaBiieHHE Ha HCIIOJTHEHUE;

6)npeIBapUTEIEHOE PACCMOTPEHUE;

7)KOHTPOJIb UCTIOHEHMUS;

8)paccMoTpeHHe TIOKYMEHTOB.

4) JTonionHUTE OIOK-CXEMY.

1) cocraBieHHe IPOEKTa UCXOAAIIET0 JOKYMEHTa;

2)mpoBepKa MpaBIWIBHOCTH O(hOPMIICHHUS TOKYMEHTA;

3).....;

6) IpOCTaHOBKA MCXOIAIIETO HOMEPa Ha JOKYMEHTE;

7) ipoBepKa MPaBIIILHOCTH aAPECOBAHIS;

8)....... ;

9) HoAIMMBKA BTOPOTO IK3EMIUISIpa.

5) Jononxure.

Perucrtpamus TOKyMEHTOB - 3TO 3aIHCh , YYCTHBIX, JAHHBIX O JOKYMEHTE TIO ...
6)CootHecure.

1.Ha3HaueHue JOKyMEHTOB 2.. Hens peructpaiyu JOKyMEHTOB
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a) 00eCIeUnTh yUeT;

0) co3aHne PEruCTPAMOHHO-CIIPABOYHOTO arnmapara;

B) OBICTpBIH MOWCK;

T') IpeaHne IPUAHICCKON CHIIB;

1) TOATBEPKICHUE (haKTa CO3TaHUSI TOKYMEHTOB;

€) KOHTPOJIb,;

) IOATBEp KICHHE (haKTa MOCTYIUICHHUS U OTIPABKU TOKYMEHTA.

7) Jomnosuute TpeGOBaHMS PETUCTPALIUH JOKYMEHTOB,

1) Kaxplil TOKYMEHT PETHCTPUPYETCS TONBKO ... ;

2) BXOJSIIHE JOKYMEHTBI PETUCTPUPYIOTCA ...}

3) ucxopsuue U BHyTPEHHUE B ...;

4) BXOASIIHE, UCXOSIINE U BHYTPCHHUE TOKYMEHThI PErUCTPUPYIOTCS

8) BribepuTe mpaBUIbHBINA OTBET.

Kakoit cpok 0TBOANTCS XpaHEHHUIO JOKYMEHTOB 110 MECTY MX (POPMHPOBAHU?

a)l rox; 6) 6 mecsues; B) 2 rona; ) 2 roga u 6oee.

9) BriOepuTe NpaBUIbHBIN OTBET.

OCHOBHBIE TOKyMEHTHI y4eTa ....

a) OITNCH;

0) HOMEHKJIATypa;

B) perucTpaiuontas ¢hopma;

T') IUCT-3aBEPUTEIb;

1) 00JIOKKa Jiena;

€) BHYTPEHHSISI OMUChH.

10) domosHwure.

Homenkmiarypa nein - 310 .....

11) ®ynKnuoHaNIFHOE Ha3HAYCHIE HOMEHKIATYPHI JCTI.

a)..;

0) cucTeMaTHU3aIUs U y4YeT JeT;

B) IPaBIIIEHBIN U OBICTPBIN TIOUCK JIEIT;

r)...;

A)...;

€)y4erT Jie]l BpeMEHHOT'O XpaHeHHUs;

XK) pa3paboTka HHPOPMAIHMOHHO-TIONCKOBOW CHCTEMBI.

12) Mopsnok 3aBeaeHus aei (ron).

a)...;6)...; .B)....; T)..... H)....; €. ox)....

1.0dopmruenue gen- 3T10..

2.HyMepanus JIUCTOB Jeja MPOU3BOJHT . . ..

3.15 ydeta JOKyMEHTOB B COCTaBE IMMOCTOSHHOTO U BHYTPEHHETO XPaHEHHS COCTABIISIOT ... .

4. moJIIMBKA U MEPEIICT MPOU3BOTUTCS B IEIAX 00CCICUCHUS . . . .
5. JIOKYMEHTGI BHYTPU JIEJI PACTIOJIAT AIOT OBBIYHO B ... TIOCJIEJIOBATEJILHOCTU

HpaKanecRne 3aJaHusd

Y3

Y4;

Y5
Y.014;
Y.01.11;
Y.02.5;
Y.03.2;
¥.09.3.

3agaua 1.
YcraHoBuTe 3Tarnsl paboThl C UCXOISIIMM TOKYMEHTOM. PaciipeaennTe 3Tamsl 1o cXeMe U COSMHUTE HX
CTpEIIKaMH.
B! nmostyumiiy BXOAAIIMNA JOKYMEHT I1OCJIE pACCMOTPEHHSI PYKOBOJUTEIEM OPTaHU3AIMH, TJ€ B PE30TIOIHNN
OBUIO YKa3aHO 3aJlaHie TOATOTOBUTH OTBETHBIN JTOKYMEHT ( MUCHMO)
1. cornacoBaHue;
2. UCIIOJIHEHHUE U IMOATOTOBKA TOKYMCHTA,
3. 3a7aHue 10 MOJTOTOBKE JOKYMEHTA,;
4 .moancaHue;
5. OTIpaBKa M perucTpanys HCXOIIIETr0 JOKYMEHTa;
6. perucTpanus BXOAIIEr0 NOCNIe PACCMOTPEHHs PYKOBOJUTEIEM;
Cxema padoThI ¢ HCXOASIIUM JOKYMEHTOM

Buna nokymenranuu CrnenuajnucT oTaeaa PykoBoaurenb Hcnoannrtennp
JeJI0NPOU3BOACTBA OpraHu3alnumu
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Ucxonsammii fokymen

YXOIHT B IPYTYIO
OPTaHH3AIHIIO

3amaua 2.

IIpoaHanu3upyUTe U NOSCHUTE CACAYIOLIYIO CUTYALUIO.

B nponecce ncnonHenus nokymenta Ceprees [1A. (0TBETCTBEHHBIN UCIIOIHUTEN) HECKOJIBKO pa3 HepeaaBai
ero pabOTHHKaM JpYyrux mnoxapasaencHuil. Korna norpe6oBanock BBISICHUTD, TJIe HAXOUTCS TOKYMEHT M KTO B
9TO BpeMsi C HUM paboTaeT, cexperapb Komoa C.T. He cMorna OTBETHTH Ha 3TOT BONPOC, T.K. HE ObuIa
MIOCTaBJIEHA B U3BECTHOCTH O MOPSIKE HCIIOIHEHUS JOKYMEHTA.

Kakwne HapymieHns B X0/1e BeIeHH KOHTPOJIIS 32 UCIIOJTHEHNEM TOKYMEHTa OBUTH TOIYIIEHH! ciryk00it JJOY?
3amaya 3.

OdopMuUTH 00II0KKY J1e1a HTOCTOSHHOTO, TOJTOBPEMEHHOTO XPAHEHHS. - UCTIONB3YS YCTAHOBICHHYIO (OpMYy.
Hemo Ne 759.chopmupoBanno B MHoronpodmisHOM Kommiemke npu MI'TY B oTaerne AelIompom3BOACTBA 3a
09.01.2016 — 26.12.2016. Oto okymeHTHI 0 pabdote apxuBa MnK 3a 2016 r. Ha 127 mmcrax.

3agaya 4.

CocTaBbTe THCT-3aBEPUTENH JIeNa.

Ecnu neno Ne 05-04, B geno noamuTO ¥ NPOHYMepOoBaHO 127 IUCTOB, €CTh MPOMYIIEHHBIE HOMEpa JUCTOB 42,
101, Tak e JUCTHI BHYTPEHHEW omucH 3, nuTepHble HoMepa JictoB 26A. Ilpu ¢popmupoBanun aena ObLIO
00OHapykeHO, 4To JUCT 97 pa3opBaH M CKIEEH, JIUCT 54 uMeeT Hepa300pUMBBINA TEKCT, JUCT 84 ckileeH U3 6
JINCTOB.

3agaua 5.

Ipoananuszupytime u noscHume CIeIyIOIIYIO CUTYaIHIO.

Jus ynoberBa paboThl Kakaelil criermanuct, padoraromuit B OO0 «Cdepay, 3aBogut cebe mamku, Kyaa B
TEUCHHE OIPEIEIICHHOTO EPHO/ia BKIIAIBIBAET COOTBETCTBYIONINE JOKyMEHTHl. Ha 0010)KKaxX 3amnchIBaroTCs
(amMunMs ¥ MHULOWANBI MCIOJIHUTENS, a TAKXKe TC WINM MHbIC HAIIPABICHHS €ro JESTEJbHOCTH, HAIpPUMEp:
NBanos I1.P. MI3roToBiieHrE U YCTAaHOBKA PEKJIAMHBIX IIIUTOB.

Takum 006pa3om, B Manke HAKAIUIMBAIOTCS PAa3JIMUHBIC JOKYMEHTHI, KaCAaloNIHecs PeIIeHUs] JTaHHOTO BOIpoca:
MHUChMa-TIPEAJIOKEHNS, TTUChMa pPEKJIaMalliyi, OTBETHBIC MHChMa PA3IMYHBIX OPTaHM3AIUN U IPEANPHITUH,
JIOTOBOPBI, akThl M Jp. Korma DOKyMEHTOB CTaHOBUTCA CIMIIKOM MHOTO, 3aBOAMTCS BTOpas Iamka ¢
AQHAJIOTHYHOMN 3aIHChI0 Ha 00JI0KKe ¢ JoOaBIeHHEeM ee HoMmepa, Hanpumep: MBanos I1.P

M3rotoBneHne u ycTaHOBKAa pPEKJIaMHBIX IIUTOB. Ne2 . B KoOHIle roja mamku ¢ JOKYMEHTaMHU IEpeaaroT
CEeKpeTapro, KOTOPHIN MOMeNaeT ux B o0muil mkad, B OTACICHUS, TI€ XPAHATCS TOKYMEHTBI OTIPeIeIeHHBIX
crieraaucToB. COCcTaB M KOJIMYECTBO TOKYMEHTOB B KaX/IOW MANKe HUKEM HE YYUTHIBAIOTCS.

Kak MoXHO oxapakTepu3oBaThb cHCTeMy (OpPMHPOBaHMS A€ W ONEPATUBHOTO XPAHEHHsS JOKYMEHTOB B
obmectBe? KaknM 00pa3om oHa J0/DKHA OBITH OPTaHU30BaHa, YTOOBI MOXHO OBIJIO JIETKO HAXOJIUTH HYXKHbIE
JOKYMEHTHI ¥ HCKJIIOYUTh BO3MOXHOCTh UX HOTEpH?

3amaua 6.

000 «Monoau» BO3IIIABISETCS TEHEPAIbHBIM TUPEKTOPOM, KOTOPBIM HMEET IBYX 3aMECTHUTENei: Mo
SKOHOMHYECKUM M NPOU3BOACTBEHHBIM BOIIpocaM. B cTpyKTypy amnmapara ynpaBieHHs 00IIecTBa BXOIAT TPH
(GYyHKIMOHANBHBIX Tmonpasjenenus: ciayxba JIOY, Oyxranrepus u otaen kaxpoB. OcranbHas YacTh
KOJIJICKTHBA — 3TO HHXCHEPHO-TEXHUYIECKHE PAOOTHUKH M paboune pa3HbIX CIEHHATIBHOCTEH, 3aHUMAIOIIUXCS
HEMOCPEACTBEHHO MPOU3BOJCTBEHHON aesTtenbHOocThI0. Ciyx6a JIOY mpezacTaBieHa ceKpeTapHaToM,
HMEIOIIMM B CBOEM COCTaBE YETHIPEX COTPYAHUKOB: PYKOBOJHUTEIS CEKpeTapuara, ABYX CeKpeTapeil u
OTBETCTBCHHOT'O 32 apXHB O0IIECTBa.

Onpenenure, KTO U3 JOKHOCTHBIX JIMII MOKET BOMTH B cocTaB 3kcnepTHoi komuccun OO0 «Monogu»?
Kro MoxeT ObITh Ha3HAYEH IpeziceaTeNIeM U CeKpeTapeM KOMUCCHH?

[ToaroroBpTe MpHKa3 O CO3MAHMM 3KCIEPTHOH KOMHCCHHM. B TpuKkase nomkeH OBITH OIPEAENeH COCTaB
KOMMCCHH, €€ 3aJa4d, CPOK paboTel. MokHO pykoBoacTBoBaThcs [IpaBmiamu 2015.

Co311aTb CBOIO JIEKTPOHHYIO HIOYTY WJIM UCTIONB3YHTE yXKe AeHCTBYIOIIYIO, BEIOEPHTE IOIrOTOBICHHBIC paHee
JOKyMEHTHI (TMChMa, NpUKa3bl.) OTIpaBbTe 4 JIEKTPOHHBIX JOKYMEHTA CBOUM IPY3bsM HA 3JIEKTPOHHBIC
azpeca. 3aUKCHPYHTE OTIIPaBICHHbBIE JOKYMEHThI CKPUHIIOTOM.

Kpurepun onenkn 3k3aMeHa

—«OTIU4HO» - TEOPETHUYECKOE COJECpkKAHHE Kypca OCBOECHO IOJHOCTBIO, 0€3 NMpoOesoB, yMEHUs
c(OpMHpOBaHBI, BCE MPEIyCMOTPEHHbIE MPOrpaMMOl YueOHBIE 3a/laHUs BBINOJIHEHBI, KaueCTBO HX
BBIITOJIHEHHU S OLIEHEHO BBICOKO.

—«XO0po1I0» - TEOPETUIECKOE COAEPHKAHUE Kypca OCBOEHO IOJIHOCTBIO, 0€3 Mpo0esoB, HEKOTOPhIE
yMeHHsI Cc(OPMUPOBAHBl HEJOCTATOYHO, BCE IMPEIYCMOTPEHHbIE MPOrpaMMOil ydeOHbIE 3aJaHUS
BBINOJIHEHBI, HEKOTOPBIE BH/IbI 3aJaHUI BBIITOJIHEHBI C OIIMOKAMH.
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—«Y IOBJIETBOPUTEIHHO» - TEOPETHUECKOE COJCpkKAHUE Kypca OCBOEHO YaCTUYHO, HO MPOOeibl He
HOCSIT CYIIECTBEHHOTO XapakTepa, HEOOXOAMMbIE YMEHMsI pabOThl C OCBOEGHHBIM MaTepHalioM B
OCHOBHOM C(OPMHUPOBAHBI, OOJBITMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMOil 00ydeHUs yueOHBIX 3alaHuil
BBITIOJTHEHO, HEKOTOPBIE M3 BHIMOJIHEHHBIX 3a/IaHUl cofiepKaT OIIMOKH.

- «HeynoBiIeTBOPUTEIBHO» - TEOPETHYECKOE COJAEpIKaHHMEe Kypca HE OCBOEHO, HEoOXOIUMBbIe
yMeHHs He ¢(hOpMHUPOBaHbI, BBINIOJTHEHHbBIE YU€OHbIC 3a/1aHUs COJIEPKaT ITpyObie OIIMOKH
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NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Paznenbr/Tembr Tembl npakTH4eckux/madbopatopubix 3ansatuil | Komudec | TpebGoanus
TBO drocC CI10
4acoB (ymeTp)
Paznen 1. Paznen 1. OGmias xapakTepucTuka JOKYMEHTAIIMOHHOTO 2 V1;V¥2;
obecrieueHust yrpaBiIeHUs V1;¥2;
Tema 1.1. [Ipaktuyeckas pabora Ne 1. Odopmienue 2 V¥.02.5;
OCHOBHBIE IOHATUA U PEKBHU3UTOB o0ecreunBaroImx v.03.1;
HOPMAaTHUBHO - IOPUANYECKYIO CHITY IOKYMEHTaM Vv.03.2.
METOIUUECKOE OdopmiieHre pa3IMUHBIX BUIOB OJJaHKOB U Vv.05.3;
peryianupoBaHue bopmysipa - oOpasua v10.3;
JOKYMEHTAIlMOHHOT'O
obecrnieyeHus
yIpaBIeHUSI.
Odopmnenue
JIOKYMEHTAIUH B
COOTBETCTBUHU C
HOPMAaTUBHOI 0azoit
Paznen 2. Cuctembl JOKyMEHTALIMOHHOTO 00ECTIeYeHHs YIIPaBIICHUS 8 Vi1; V2
Tema 2.1. [Tpaktuueckas pabora Ne 2. PaspaboTtka u 2 Y1;¥2;
YHaubunupoBanHas odopmiieHue pacnopsAUTENbHBIX VY.01.1;
CUCTEMA OPraHU3alMOHHO | JIOKYMEHTOB Vv.01.4;
- pacnopsAIUTEIIbHON ¥.02.5;
JIOKYMEHTAIUU v.05.3;
U JOKYMEHTALlUU ¥v.09.3;
npodeccuoHanbHOM [IpakTnueckast pabora Ne3. Paszpabotka u 2 V1;V2;
JESITEIIbHOCTH odopmIleHrEe CITPaBOYHO — HH(GOPMAITMOHHBIX VY.01.1;
JTIOKYMEHTOB( CIIy)K€OHO€ MUChMO, TIPOTOKOI, v.01.4;
aKT, JIOKJaJHas  3alucKa,  CiyxeOHas v.02.5;
3ammcKa) ¥.05.3;
Y.09.3;
[Ipaktrueckass pabora Ne4. Paszpaborka u 2 V1; V2,
oopmieHre JOKyMEHTAalMH IO JHUYHOMY V.01.1;
COCTaBy c HCIIO0JIb30BaHUEM v.01.4;
YHU(DUIUPOBAHHBIX (HhOpM ¥.02.5;
¥.05.3;
¥.09.3;
IIpaktuyeckas padora Ne 5. CocraBineHue u 2 V1; V2,
opopmiieHne JIOKYMEHTOB o V.01.1;
npodeccroHanbHOM NEeSATETbHOCTH V.01.4;
(TOBEepEeHHOCTH, TIPETCH3UH U  HUCKOBBIC ¥.02.5;
3asiBJICHUS ). ¥.05.3;
¥.09.3;
Paznen 3. Opranusaius JOKyMeHTO000pOTa 6
Tema 3.1. [Ipaktrueckas padota Ne 6 2 V4
Opraauzanuu CocTaBiieHHE ATAINoB U oNepanuu 00padoTKH v.01.4;

28




JOKYMEHTO000pOTa M JOKYMEHTOB. V.01.11;
TEXHOJIOTHH v.02.5;
aBTOMAaTU3UPOBAHHON ¥.03.2;
00pabOTKH JOKYMEHTAITUH ¥.09.3.
[TpakTrueckas pabota Ne 7 2 VY5
[TonroroBka JOKYMEHTOB ISl (POpPMUPOBAHUS V.01.4;
Y XpaHEHHUs Ael V.01.11;
v.02.5;
V¥.03.2;
¥.09.3.
[TpakTuueckas padora Ne 8 2 V3; V4,
[lepenava nudopmanuu u cpeacTsa V.01.4;
TEJIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHHA B Y.0L.11;
ANEKTPOHHOM JJOKYMEHTO0OO0pOTe V.02.5;
V¥.03.2;
¥.09.3.
UTOrO 16
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OBPA3OBATEJIbHBII MAPIIIPYT

[punoxenne 3

KonTponbu
ast TOuKa

Kontponupyemslie
pazziessl (TEMBI)
yaeOHO
JUCIUTTNHBI

Kontponupyemsl
€ pe3yJbTaThl

OuneHoYHBIE CpPeICTBA

Nel

Paznen 1. Pa3nea 1.
Oomas
XapaKTePUCTHKA
JIOKYMEHTAIMOHHOT
0 o0ecricueHuUs
yIpaBiICHUS

OK. 02; 3.02.1;
v.02.5;

0K.03; 3.03.2;
v.03.2;

OK.05; 3.05.8;
¥.05.3;

0OK.10; 3.10.2.
v10.3;

K. 1.1; V1, V2;
31;

IIK.1.2; Y4, 33;
I[IK.2.1; V1; ¥V2;
34;

I[IK.3.2; V1; ¥V2;
31; 32;

I1K.6.2; V1; 31;

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

Tect
[TpakTrueckas padbota
Nel

Paznen 2.
Cucremsnl
AOKYMEHTAIIHOHHO
ro odecrnevyeHus
ynpasJjieHust

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

OK.05; 3.05.8;
v.05.3;

OK.09; 3.09.3
v.09.3;
IMK.1.1;V1; Y2;
32;

I[IK.2.2; V1; Y2;
32; 34;
IIK.3.4;V1; V2;
31; 32;
I[IK.4.2;V1; Y2,
31; 32; 33;
I1IK.4.3; V!; V2;
31; 32;

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

Tect
[TpakTrueckue paboThl
Ne 2-5

Paznen 3.
Opranun3anus
JIOKYMEHT0000pOT
a

OK.01; 3.01.3;
3.01.8; ¥.01.4;
V.01.11;
0OK.02; 3.02.1;
v.02.5;

0OK.03; 3.03.2;
Vv.03.2;

0OK.09; 3.09.3
v.09.3.

IIK.1.2; V4; 33;
IIK.2.1; V3; V5;

Jomarrnsst
KOHTpOJIbHAst paboTa
Nel

Tect

IIpakTueckue
paboTeiNe 6-8
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34; 35;

IIK.2.2; ¥V2; V3;
32; 34;

I1K.2.6; ¥V3; V4;
34; 35;

I1IK.2.7; ¥4, V5;
35;

I1IK.4.6; ¥Y3; V5;
33; 34; 35;
I11IK.4.7. Y4; V5;
33; 34; 35;

Homyck
3a4yery

Jomarnsst
KOHTpOJIbHAsI paboTa
Nel

1. IlpakTuueckue
pabotsr Ne 1-8

2. [IpakTuueckoe
3aJJaHue

IIpome:xyT
O4HasA
arrecTauu
|

KommnexkcHsrit
nuddepeHITpOBaHbI
i
3a4yeT

OK. 02; OK.03;
OK.05;0K.10;
IIK. 1.1;
IMK.1.2;ITK.2.1;
I1K.3.2; T11K.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; I1IK.2.2;
IIK.3.4; 1IK.4.2;
1K .4.3;

OK.01; OK.02;
OK.03; OK.09;
IK.1.2; T1IK.2.1;
I1K.2.2; 11IK.2.6;
I1K.2.7; 1IK.4.6;
I1IK.4.7.

Urorosas
KonTponbhas
pabora

1. Tecr
2. [IpakTueckoe
3aJjaHne
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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

08.09.2021 r.
IMpotokon Ne |

AmrTrn A e mana 1 Amasere arrrey Y omomimels amraiR e eed® e |



BT 4 e s ]

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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