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1. Ilnanupyemble pe3yJibTaThl 00yUeHHs MO TUCHUILINHE, COOTHECEHHbIE €
ycraHoBJeHHbIMUA B OIIOII BO ungukaTopamMu J0CTHKEHUS] KOMIIETEHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

KOI{ 1 HAMMECHOBAHHEC KOMIIETCHIINH

NHauKaTopbl 10CTHKEHUS] KOMIIETEHIIUH
IInanupyemMble pe3yJbTaThl 00yYeHHS

YHnBepcaanaﬂ KOMIICTCHIUA

YK-2 Cniocoben ornpenensits Kpyr
3a/la4 B paMKax IMOCTaBJICHHOM 1IeJId U
BBIOMPATH ONTHUMAJIBHBIE CIIOCOOBI UX
pelIeHus, UCXOS U3 NEHCTBYIOIUX
MIPABOBBIX HOPM, HMEIOIIIXCS PECYPCOB
Y OTpaHUYEHUN

(K01 1 HAMMEHOBAHUE)

3unarp (3): 3HaeT HEoOXOAMMBIC ISl OCYIICCTBICHUS
npoecCHOHATBHON  IEATENILHOCTH HOPMBI TpaBa U
METOIUYECKHE JIOKYMEHTBI B obnactu
JIEJIONIPOU3BO/ICTBA.

Ymers (Y): VYMeer omnpenenarb Kpyr 3aaad IS
noctpoeHust d3PGEKTUBHON CUCTEMBI JIEIOMPOU3BOJICTBA
U JOKYMEHTOOOOpOTa, IUIAHUPOBaTh COOCTBEHHYIO
NEeSATEIbHOCTh UCXO/SI U3 UMEIOLIUXCSl PECYPCOB; peliaTh
MOCTaBJCHHBIC 3aJa4d B paMKax H30paHHBIX BUIOB
poeCCHOHATLHON IeATEIIEHOCTH.

Baagers (B): Biameer OPAaKTUYECKHM  OIBITOM
MIPUMEHEHUSI HOPMATUBHO-METOAMYECKOIN 0a3bl peleHus
3a1a4 B obacTu JeTIOMPOU3BOICTBA u
JIOKYMEHTO000pOTA.

2. llesn ¥ 3a1a4M OCBOEHH S Y4eOHOM JUCHUIJIMHBI, MECTO IMCUMILIUHBI B CTPYKTYype

OIIOII BO

Hucuurnnmuna  «/lenonpousBonctBo»  (b1.0.20) oTHocuTcss Kk 0a30BOM  YacTu
dopmupyeMoii ydacTHUKaMH 0Opa30BaTENIbHBIX OTHOILEHHH OCHOBHOH NpodeccnoHaIbHON
o0Opa3oBaTesbHOM nporpaMmsl Beiciiero oopasoanust 35.03.06 ArponH>keHepHsl.

[lenplo M3ydyeHUs AMCUUIUIMHBI - sBIseTcd (OPMUpOBAHHE Y CTYJCHTOB 3HAHUM
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3JaHMs JJOKYMEHTOB B CUCTEME YIPABJICHMUS, a TaKKe
NpUOOpEeTEeHNE HaBBIKOB TIpaMOTHOW W 3(Q(EeKTUBHOM  OpraHu3allii  COBPEMEHHOIO

JIEJIONPOU3BO/ICTBA HA MIPETPUSITHH.

JUia peanu3anuy TOCTaBICHHOW 1IE€U, B TMPOILIECCE OCBOCHMS AUCLMITIMHBI
«Jlenonpoun3BoaCTBO» ObUIH CHOPMUPOBAHBI CIEAYIOLIUE 3a0auu:
— WU3y4YUTh  3aKOHOJATEIIbHbIE U  HOPMATUBHO-METOJAMYECKHE  JOKYMEHTHI,

periiaMeHTHpyoire paboTy ¢ TOKYMEHTaMU OpraHU3aIliH;

— O3HAaKOMUTL C TIIpaBHJIaMH  COCTABJICHUA U OCI)OpMJIeHI/IH YIIPABJIICHYCCKUX

JIOKYMEHTOB;

— O3HAaKOMUTH C IIpaBUJIaMU COCTABJICHUA U O(l)OpMJ'IeHI/ISI JACJIOBBIX IMTUCEM;

— O3HaKOMUTHb 06yqa}onmxca C Tpe6OBaHI/I$IMI/I HOPMATUBHBIX TIPaBOBBIX aKTOB,

PErIIaMCHTHUPYIOIIUX TOPAAOK CO3AaHUA U ABUKCHUSA JOKYMCHTOB,

— chopMupoBaTh y 00ydJarOMIMXCA MPAKTUYECKUE HABBIKA FOPUIUYECKA TPAMOTHOTO

Oq)OpMJ'IeHI/ISI AOKYMCHTOB, C YYETOM MMOJIOKESHUH HOPMATUBHBIX TOKYMCHTOB;

— H3YUYUTH HOPAOOK pa6OTBI C JIMYHBIMHU U CJ'IY)K66HBIMI/I JOKYMCHTaMU;

— o0ecreunTh YCBOCHUC OCHOBHBLIX ITPaBHJI 06pa6OTKI/I " XPpaHCHUA JOKYMCHTOB.

- C(l)OpMHpOBaTI) HaBBIKM COCTABJICHHUA U O(i)OpMJ'IeHI/IH OCHOBHBIX JOKYMCHTOB

yIpaBJICHUS;




— O3HaKOMUTb

CIylLIaTeNnen

C COBpPCMCHHBIMU

JIOKYMEHTOO0O0pOTa MPEANPUATAN U OpTaHU3aIHi.

TCXHOJIOIUusIMHU

OpraHu3aLuu

3. O0beM yueOHOH TUCHUILIMHBI B 324€THBIX eJHHUIIAX ¢ YKA3aHUEM KOJIMYeCcTBA
aKaJeMHYecKHX YaCOB, BbI/IeJIECHHbIX HA KOHTAKTHYI0 padoTy 00y4aromuxcs ¢
npenojaasaresieM (110 BUAaM yueOHBIX 3aHATHII) U HA CAMOCTOAITEJILHYIO PadoTy

3.1 Ouynas ¢popma 0O6ydeHus

00yJammxcs

Bup yae6Ho# paboThl 1 kypc/1 cemectp

OO01ast TPYA0EMKOCTh AUCHUIIMHBI, 3aU€THBIX €AMHUI]

4acoB 144

AynuTopHasi (KOHTaKTHas1) paboTa, 4acoB 116,3

B T.Y. 3aHATHUS JIGKLIMOHHOTO TUTIA 84

3aHSTHS CEMHUHAPCKOro TUNA 32

POMEKYTOUHAs aTTECTALUs 0,3

CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 18,7

B T.4. KypcoBas pabota -

Konrtpoin 4

Buza npomexyTo4HON arTecTaluu 3a4€T

3.1 3aounas ¢popma oOyueHust
Buj yae6HOH paboThI 3 Kypc

OO011ast TPYA0EMKOCTb AUCHUILIMHBI, 3a4€THBIX €AMHUI] 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 14,25
B T.Y. 3aHATUS JIGKLIMOHHOI'O TUIA 6
3aHSATHUS] CEMUHAPCKOTO THUTIA 8
IPOMEKYTOYHAS aTTECTALUS 0,25
CamocrosiTeibHas padoTa 00y4aomMXxcsi, 4aCoB 125,75
Kounrtpoasn 4
Bua npomexyTo4HON arTecTanuu 3auer

4. Conep:kanue JUCHUILVINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBeJ€HHOr0 HA HUX KOJHYEeCTBA aKAIeMHYeCKHX YACOB U BUIOB y4eOHbIX 3aHATHIA
4.1 Ilepeuenv paszoenoé OuUCUUNIUHBL C YKA3AHUEM MPYOOEMKOCMU ayOUmOPHOIL
(KOHMAKMHOIL) U CAMOCHOAMENbHOU PADOMbL, 6U006 KOHMPOEl U nepeuHa KOMNEemeHyuil

3aounast popma 0OyueHUs

Tpyn0eMKOCTb, 4aCOB Kon
B TOM YHCJIC HaunmenoBanmne MK
HaumeHnoBaHue pa3aeioB U TeM ayIUTOPHOU OLIEHOYHOTI'O
BCETO .. | caMoCTOsITEIb
(KOHTaKTHOI) N CpelcTBa
HOH pabOoTHI
paboThI
Paznen 1. TeopeTuueckre OCHOBBI VK-2
5 p 31,4 3 28,4
JIEJIOTIPOM3BOICTBA
1.1 UcTopus pa3BUTHSA rOCYIapCTBEHHOIO
PHA b yAap 7,5 1 6,5 I[IpakTraeckas paboTa,
Jienonpoun3BoicTea B Poccuun
TecT, pedepart, goknan
1.2. llenu, 3aa4u ¥ MIPUHLIUIIBI 9.7 1 8.7
COBPEMEHHOTO JICJIOTPON3BOICTRA ' '
1.3. Knaccudukanus 1o0KyMeHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHBIE TpeOOBaHUS K 56,6 6 50,6 IMpakTuueckoe YK-2




0 OpPMIICHHIO TOKYMEHTOB 3ajanue, YCTHBIN
2.1. HopMaTHBHO-TIPaBOBEIE U OTBET Ha BOIIPOC
METOIUYECKUE 21,4 1 20,4 JIOKIIaz
OCHOBBI JICJIONPOU3BOJICTBA
2.2. CocTaBiieHHE OPraHU3alMOHHO-
PacHopsIAUTEIbHBIX U HH)OPMALIMOHHO 195 3 16,5
CIPaBOYHBIX JOKYMEHTOB
2.3 TpeOGoBaHMsI K COCTaBICHHUIO U 157 5 137
, ,
0(hOPMIICHHUIO TTHCEM
Paznen 3. Opranuzanus paboThI ¢ 5175 5 46,75 YK-2
JOKYMEHTaMH
3.1 Opranuzanus JOKyMeHTO000pOTa Ha 18.8 5 16.8 IpakTHueckoe
OPEANPHUITUI ’ ’ 3a[aHue, YCTHBIN
3.3 DIeKTPOHHBIN TOKYMEHTOO0OPOT B 204 5 184 OTBET Ha BOIIPOC
OpraHu3aluu ' ! JIOKJIa]
3.3 ABTOMaTHU3UPOBAHHBIC CHCTEMBI 12,55 1 11,55
yueTa JOKYMEHTOB
Hroro 3a kype 139,75 14 125,75 -
IMpomexyTouHasi aTTecTAIIMSA 4,25 0,25 4 Utorosoe
TECTHPOBaHHE,
MHUCbMEHHBIA OTBET
Ha
3K3aMEHAlMOHHBIN
BOIPOC
HUTOI'O no aucuuiinue 144 14,25 129,75 -
Ilpumepnulii nepeuens OUEeHOUHBIX CPEOCME 018 MEKYULez0 KOHMPOJIA YCneeaemocmu
No | HaumenoBanue | Kparkas xapakTepucTHKa OLIEHOYHOTO CpPE/ICTBA IIpencrasnenue
1/ | OLIEHOYHOTO OLIEHOYHOTO
m | cpeacTsa cpencTsa B GoHze
1 | 3amaga CpencTBo OLEHKH YMEHUS IPUMEHSTh IOJTy4YE€HHbIE Kommnekt 3aaau u
(mpakTHYeCKOe | TEOPETHUYECKHE 3HAHHS B PAKTHUECKON CUTYAIIHH. 3aJjaHni
3aJaHuE, 3anaua (3agaHue) JOJKHA OBITH HAlpaBlieHa Ha OLICHUBAHUE TE€X
nabopaTopHasi | KOMIETEHIHH, KOTOPBIE MTOIeKAaT OCBOCHUIO B TAHHON
pabora) JHCIUTUTMHE, JIOJDKHA CO/IEPKaTh YETKYI0 HHCTPYKIIUIO 110
BBINOJHEHHUIO WJIM aJITOPUTM JEHCTBUI.
2 | CoGecenoBanue | CpeacTBo KOHTPOJIS, OpraHM30BaHHOE KakK crieluaibHas Oecena Bomnpocsr o
IpernogaBares ¢ 00yJaroMCs Ha TEMBI, CBSI3aHHBIE C TeMaM/paszenam
I/I3y‘IaeMOI\/'I [IPICIH/IHJII/IHOf/i, 1 paCCYUTAHHOC Ha BBIACHCHUEC JUCITUIIINHBI,
o0beMa 3HaHUH 00ydaroIerocs mo onpeaesiCHHOMY pa3zaedy, MIPECTABICHHBIC B
Teme, npobieMe U T.II. MIPUBSI3KE K
KOMIICTCHIIUAM,
peayCMOTPEHHBIM
P
3 | Tecr CucreMa cTaHIAPTU3UPOBAHHBIX 3aJaHHUH, TO3BOJISIOLIAS @DOoH TECTOBBIX
aBTOMAaTU3UPOBATh NPOLEAYPY U3MEPEHHUS YPOBHS 3HAHUH U 3a/1aHUN
YMEHUH 00yJaromerocs.
14 | Pedepar [IpoayxT camocTosTenbHOM paboThl CTYAEHTa, NpeAcTaBisitomnid | Tembl pedepaTtoB
coboit KpaTKO€ MU3JI0KCHUE B IMCbMCHHOM BUIC MTOJTYYCHHBIX
pe3yJIbTaTOB TEOPETUUECKOT0 aHaJIM3a ONPEIETICHHON HayYHOU
(y4eOHO-ncCIIe10BaTeIbCKOM ) TEMBI, TIE aBTOP PACKPBIBAET CYTh
UccleyeMOoi poOIeMbl, TPUBOAUT PAa3IMYHbIC TOUKU 3PEHUS, a
TaK)X€ COOCTBEHHEIE B3TJIs11bI HA HEC.
15 | Hokman, [IpoaykT caMocTOsATENHHOM paboThI CTYICHTA, IPEACTABISIOMNNA | TeMbI TOKIAIO0B,
cooO1ieHune co00# my0IMYHOE BBICTYIJICHUE 110 MIPEACTABICHUIO MOJIyYEHHBIX | COOOIIeHUH




PE3yIBTATOB PEIICHUS OMPEICIICHHONW yU4eOHO-TIPaKTUIECKOH,
y4eOHO-MCCIIeIOBATEIHCKOW HITH HAYYHOW TEMBI

4.2 Cooepircanue oucyuniunsl no pazoenam u memam
Pa3nes 1. Teopernueckue OCHOBBI eJIONPOU3BOACTBA

Ileanm — wu3yuyeHuUe TEOPETUUYECKUX OCHOB Ppa3BUTHUS TOCYJApCTBEHHOW CHCTEMBI
JenonpousBozcTsa B Poccuu.

3agauym — U3y4UTh OCHOBHBIE IOHSATHS B CUCTEME JEIIONPOM3BOJCTBA, U3YUUTh LEINH,
3aJjaud ¥ NPHUHLHUIIBI COBPEMEHHOTO JIEIONPOM3BOJICTBA; M3YyYUTh OCHOBHBIC 3Tallbl Pa3BUTHS
roCyJapCTBEHHOTO JIeIONPON3BOICTBa B Poccuu, paccMOTpeTh BHIIBI M (POPMBI IOKYMEHTOB.

IlepeueHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Hcropus pa3BUTHS rOCYAapCTBEHHOTrO JICIONPOU3BO/ICTBA B Poccuu
1.2  llenu, 331244 ¥ TPUHIIUIIBEI COBPEMEHHOTO JICTIONPOU3BOJICTBA

1.3 Krnaccuduxanus 10KyMeHTOB

Pa3pnen 2. CoBpemeHHbIe TPeOOBAHNS K 0(POPMIICHUIO JTOKYMEHTOB

Heab — wusydeHue TpeOOBaHUNH M HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K
COCTAaBIICHUIO M O(GOPMIICHHIO OPTraHU3aMOHHO-PACTIOPAAUTEIBHBIX ¥ WH(POPMAIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ puMeHeHuem ACY.

3agauM. mTpHOOpPETEHHWE HABBHIKOB MPHUMEHEHHS HOPMATHBHO-TIPABOBBIX  aKTOB,
METOJUYECKMX  JOKYMEHTOB,  PEINIAMEHTHUPYIOIIMX  BOIPOCHI  JACJIONPOM3BOACTBA U
JOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(POPMIICHHU
OpraHU3alMOHHO-PACIOPSAIUTEIbHBIX u UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopMHpOBaTh y O0YYAIOIIUXCS MPAKTHUYECKHE HABBIKM T'PAMOTHOTO O(OPMIICHHUS MHUCEM, C
Y4ETOM I0JI0KEHUI HOPMATUBHBIX JOKYMEHTOB.

ITepedyenn y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI AEIONPOU3BOACTBA
2.2. CocraBieHHe OpraHM3allMOHHO-PACIOPAIUTEIbHBIX U HMH(pOPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB
2.3 TpeGoBaHuUs K COCTaBIEHUIO U OPOPMIICHHIO TUCEM

Pa3nes 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

Ilesb — paccMOTpeTh ATaIbl JOKYMEHTOO0OpOTa B OpraHu3anuy, ¢ npuMeHenneM ACY.

33[{3‘-11/[: O3HAKOMUTH CTYACHTOB C OJTallaMU MPOXOXKICHHUA ITOKYMCHTOB; HWU3YYUTH
HOPSI0K pabOThl C JIMYHBIMU U CITY>KEOHBIMH JOKYMEHTaMH; 00€CIIEYUTh YCBOEHHE OCHOBHBIX
npaBuwil  00pabOTKM JOKyMEHTOB ¢ npumeHeHueM ACY; O03HaKOMUTH CIylIaTesNend c
COBPEMEHHBIMU TEXHOJOTHSIMUA OPTaHU3AIUH JOKYMEHTO000pOTa MPEeINPUATHI U OpraHu3aIHii.

ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jeJia:

3.1 Opranuzainus 10KyMeHTo000poTa Ha PEeANPUITHH
3.2 DNeKTPOHHBII TOKYMEHTOOOOPOT B OpraHU3aluu
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI yUeTa JOKYMEHTOB

5. OueHo4YHbIe MAaTEPHAJIBI MO TUCHUILIUHE
OrneHOYHBIC MaTepHANIbl MO AWCIUIUIMHE TPEACTaBICHBI B BUAE (POHIA OICHOYHBIX
CPEJICTB.




6. MaTrepuajibHO-TEXHUYECKOE U YUeOHO-MeToAnYecKoe obecnevyeHue TUCIMTILTHHBI

6.1 IlepeyeHb yueOHO-METOAUYECKOT0 o0eceYeHNs 0 QU CIUIINHE

ABTOp, Ha3BaHUC, MECTO U3AaHUA, U3AATCILCTBO, 'O U3JAAHU, KOTMYCCTBO CTPAHUILL

Meromudeckre yKa3zaHUs 110 H3yUeHHIO TUCITUILTHHBI «Jlemonmpon3BoacTBoy», 45¢tp, 2021 T

6.2 IlepeyeHb yueOHbIX U3IaHUI, HEOOXOAUMBIX /IJIsl OCBOCHUS AUCHHUILUIUHBI *

[leyaTHpie yueOHbIe M3MaHNs B OnbmroTedHoM GoH e *

ABTOp, Ha3BaHWE, MECTO U3IaHUS, U3IATCILCTBO, TOM U3IAHHUS, KOJTHMICCTBO
CTpaHuI]

KonmuectBo
3K3EMILISIPOB B
onoImoTeKe

Kyznenor U.H. [lokymenTarmonHoe obecriedenne ynpasienus. - M. : FOpaiir,
2017. - 477c.

[Tanacenko IO.A. [lenompousBOJICTBO: JOKYMEHTALIMOHHOE oOOecIedeHue
ynpasienus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.

brikoBa T.A. JlokyMeHTaIIMOHHOE obecrieueHne

NHOPA-M, 2013. - 304c.

yopaBieHus. - M.

Kupcanoa M.B. CoBpemenHoe nenonponsBojicTBo. - M. : UHOPA-M, 2014.

Poroxxun, M.1O. Jlenonpoussoactso. - M. : IIpocnexkr, 2010. - 228c.

bacako M.U. llemonponsBoacTso.. - PoctoB #//] : ®enunkce, 2011. - 192c.

Njoa s~

Kysznernos U.H. [lenonpounsBoactso : yueb. - crpas. nocodue / U.H.Ky3nenos.
- 6¢ m3., mepepab.u joi. - M. : lamkos u K", 2011. - 459c.

Kemnunackuit 9.B. Uctopust opranuzamnuu neiaonpou3BoacTBa B Poccun X-
Hayasna XX B. - CtaBponoins, 2006. - 143c.

*B cayyae ucnonv308anus NeYamHulX U30AHUL YKA3bl8AeMCs TUmMepamypa, KOmopas umeemcs 6
Hanuuuyu 6 bubauomeKe akademul 8 neuamHom euoe uz pacuema ne menee 0,25 3K3eMIAAPA KAAHCO020 U3
U30aHULL HA 00H020 00YUAIWe20Ca U3 HUCLA TUlY OOHOBPEMEHHO OCBAUBAIOUUX OAHHYIO OUCYUNTUHY.

DJNeKTpOHHBIE YUeOHbIC N3aHUs B AJIEKTPOHHO-ONOIMOTeYHbIX crcTtemax (ObC)**:

Ne ABTOp, Ha3BaHHUE, MECTO U3JAHHUS, TOJI U3TaHUS,
KOJIMYECTBO CTPaHUI]

Ccriika Ha yuyeOHOe n3nanue B ObC

OcHOBHas:

1. Cemko, 1. A. OCHOBBI 1€ONPOU3BOJICTBA :
yueOHoe ocobue / U. A. Cemko, JI. A.
AnryxoBa. — Crasponoins : CT['AY, 2018. —
119 c.

bubnuoreuynas cucrema «JIAHb»
https://reader.lanbook.com/book/141613/previews#1

2. Kysznenos, 1. H. Jlenonpou3BoAcTBO :
cnpaBouHoe nocodue / M. H. Ky3nenos. — 6-e
3. — Mocksa : Hamkos u K, 2017. — 460 c.

bubnuoreunas cucrema «JIAHDb»
https://reader.lanbook.com/book/105543/previews#1

3. | CemenuxuH, B. B. KagpoBoe nenonpoun3BoacTBO
/ B. B. Cemenuxun. — 4-e u3j., nepepad. u JIOo1.
— Mocksa : 'poccMenua, 2019. — 628 c.

bubnuoreunas cucrema «JIAHDb»
https://reader.lanbook.com/book/143530/previews1

4. ITaBnoga, P. C. JlenonpousBoAcTBO 10O

00pameHnsIM rpaXaaH : yaeOHoe mocooue st

By30B / P. C. I1aBnoBa. — Cankr-IletepOypr :
Jlanp, 2021. — 280 c.

bubnuoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/169796#1

JononauurensHas

5. [TaBnoBa, P. C. KonpunenunansHoe
JIEIIOTIPOM3BOICTBO : ydeOHOe ocoOue Juis cro /
P. C. TTaBnoBa. — Cankr-IletepOypr : Jlans,
2021. — 308 ¢

Bubnuoreynass cucrema «JIAHb»
https://reader.lanbook.com/book/169795#1



https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/169795#1

6. Pri6akoB, A. E. OCHOBBI IeIONPOM3BO/ICTBA : bubnuoreuynas cucrema «JIAHb»
yueOnuk / A. E. Pei0akoB. — 3-€ u3g., crep. — https://reader.lanbook.com/book/131907/preview#1
Munck : PUIIO, 2016. — 319 c.

DneKTpoHHBIE YueOHBIE N3aHMSI B AIEKTPOHHO-O0nOMnoTeyHbIx cuctemax (ObC)**:
** ykaspratorcss ObC, ¢ KOTOPBIMH 3aKTI0UYEHBI OMOIMOTEKOI YHUBEpCUTETA TIOTOBOPA

6.3 IlepeyeHb 2J1EKTPOHHBIX 00pa30BaTeIbLHBIX PECYpPCOB *

Ne DJIeKTPOHHBII 00pa3oBaTeIbHBINA pecypc Hoctyn B DOP (cers UHTEpHET, JOKATBbHASA
n/n ceTh, ABTOPU30BAHHDII/CBOOOXHBII AOCTYN
1.| Poccuiickas HallMOHANIbHAS OMOIHNOTEKA [ DICKTPOHHBIH http://nlr.ru/lawcenter_rnb
pecypc]
2. | Poccwuiickas ['ocynapcTBeHHast OMOIMOTEKA [IIEKTPOHHBIH http://www.rsl.ru
pecypc].
3. | denepanbHbIii 00pa3oBaTeNbHBII MOPTANI «IKOHOMHUKA, http://www.ecsocman.edu.ru
COIMOJIOTHSI, MEHEKMEHT)
4. WudopmanmoHHo-cripaBouHas cucrema «[apant https://www.garant.ru/
5.| WudopmarmonHo-cipaBounas cucteMa «KoHCynpTanT http://www.consultant.ru/
[Tnroc»
6. Caiit «Apxussl Poccun» noa sruoit epepanbHOro http://www.rusarchives.ru
apxuBHoro areHrcTBa (Pocapxusa)
7. CnpaBouHo-nipaBoBas cucteMa «KOHCYIbTaHT TLTIOCH http://www.consultant.ru/
8. | Bcepoccuiickuii Hay4YHO-HCCIIEA0BATEILCKHIA HHCTHTYT http://www.vniidad.ru
JOKYMEHTOBeIeHHs U apxuBHOTO nena (BHUUIAT)

6.4 Coepemennnle npogheccuonanvmvle 6a3vl OAHHBIX, UHGOPMAYUOHHBIE CNPABOUHbLE
cucmembsl u TUWEH3UOHHOE NPOCPAMMHOE 00ecneyenue

CoBpemennblie npogeccnoHaabHble 0a3bl JaHHbIX, HHPOPMALMOHHbIE CIIPABOYHbIE
cucTeMbl, UH(PPOBBIE  JJIEKTPOHHbIe  OUOJIHOTEKM W  JpYrue  3JIeKTPOHHbIE
o0pa3oBaTe/IbHBIC PeCypPChI

1. JoroBop o moakIOYeHWHM K HarmoHambHONW ANEKTPOHHOW OMONHMOTEKE W
OpeJOCTaBIeHNH  JlocTyna K  oOwvekrtamM  HanuoHanmbHOM — 37IEKTpOHHOM — OMOIMOTEKH
Nel01/HBB/0502-11 ot 26.02.2020 5 neT ¢ nmposoHraiuei

2. Cornamenne o OecrmmaTHOM TecToBOoM Jnoctyne k Polpred.com. O630p CMU
27.04.2016 6eccpouHo

3. Cornamenne o OecrmaTHOM TecToBoM Jnoctyne k Polpred.com. O630p CMU
02.03.2020 6eccpoyHo

4. UndpopmannonHo-cripaoyHass cucrema «l'apant» — URL: https://www.garant.ru/
NudpopmannonHo-cnpaBoynast cucrema Jlunensunonusiii gorosop Ne 261709/0OI1-2 ot
25.06.2021

5. «Koncynprant [Tnroc». — URL: http://www.consultant.ru/ cBo60aHBIN HOCTYII

6. DnekTpoHHO-OMOMMOTeUHas cuctema AgriLib http://ebs.rgazu.ru/ (CBHAETENBCTBO O
rocyJIapCcTBEHHOM peructparuu 6a3nl nanHbix No2014620472 ot 21.03.2014).

7. ®denepanbHas cyx0a rocyaapctBeHHoi craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunas omexktpoHHas Oubmuoreka oOTkpeiToro jgoctyma (Open  Access).—
URL.:https://cyberleninka.ru/.

9. moyHOTEeKCTOBasT KOJUIEKIMs (0a3a JaHHBIX) OJIJIGKTPOHHBIX KHUT W3JATeIIbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHEbIi LEHTP nH(pOpMaLOHHO-00pa30BaTEIbHbIX pecypcoB.—
URL.:http://fcior.edu.ru/.

11. Undopmaumonnas cucrema «EnuHoe OKHO jocTyna K 00pa3oBaTelIbHBIM
pecypcam».—URL:http://window.edu.ru/.



https://reader.lanbook.com/book/131907/preview#1
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/

Hoctyn K 3JIEKTPOHHOI UHGOPMALMOHHO-00Pa30BaTeJIbHOM cpene,
HH(OPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH «HTEepHET»

1. Cucrema nucraHuuoHHoro oOydenust Moodle www.portfolio.rgazu.ru (cBo601aHO
pacnpocTpaHsieMoe)

2. IlpaBo wucmonb3oBanuss nporpamMm s OBM  Mirapolis HCM B cocrase
(byHKIMOHATBHBIX OJOKOB U MoayJei: BupryansHas komuata. CrangaprHast junensus g0 1000
nosib3oBareseit Ha 1 mecsn (JIlunensunonnstit goropop Ne 77/03/22 — K ot 25 anpens 2022)

3. MHHOBaIMOHHAs CHCTeMa TECTUPOBAHUS — MPOrpaMMHOE obecriedeHne Ha miardopme
1C (Hdorosop Ne K/06/03 ot 13.06.2017)

4. OO6pazoBaTenbHBIE MHTEPHET — MOPTajd POCCHIICKOTO rocyJapCTBEHHOTO arpapHoro
320YHOT0 YHHBEpCHTETa (CBHICTEIHCTBO O PETMCTPAIlMH CPEICTBA MAcCOBOW MH(MOpMAIu DIl
Ne ®C77-51402 ot 19.10.2012).

JInneH3noHHoe H CBOOOIHO pacnpocTpaHsieMoe NPOrpaMMHoe odecrieyeHue

1. OpenOffice —  cBoOoxmHBI  HakeT  O(PHCHBIX  MPHIOKEHHH  (CBOOOIHO
pacrpocTpaHseMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOIHO pacIpoCTpaHseMOe).

3. DnexTpoHHO-OnOMMoTeuHas cucrema Agrilib http://ebs.rgazu.ru/ (cBuaeTENnbCTBO O
rocyapcTBeHHOU peructpauuu 6a3el qJaHHbIX Ne2014620472 ot 21.03.2014).

4. OpunmanpHasa crpanuna ®I'bOY BO «Poccuiickuil rocyaapcTBEHHBIM arpapHbIil
3a04HBIN YHUBEpcHUTET» https://vk.com/rgazuru (cBOOOIHO pacpOCTPaHIEMOE )0

5. [lopran ~ depepanbHOTO  TOCYAAPCTBEHHOTO  OIOJHKETHOTO  00pa30BaTENBLHOTO
yUpEeXJIeHUsl BbICIIEro o0pazoBaHusi «PoccHUiCKHMII TOCYZapCTBEHHBIM arpapHbId 3a04YHBIN
yHHUBEpcuTeT» (cBOOOAHO pacipocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AntuBupycHoe mnporpammuoe obOecneuenue Dr. WEB Desktop Security Suite

(CyOnuuensuonnslii jorosop Nel3740 Ha mepenady HEMCKIIOYUTENBHBIX MPaB Ha MPOrPaMMBI
st OBM ot 01.07.2021).

6.5 IlepeueHnb yueOHbIX ayJUTOPHIL, 000PYT1OBAHMS U TEXHUYECKUX CPEICTB

o0yyeHusi**
Ilepeuennb
IIpennasHaueHue
S — HaumMeHoBaHue kopiyca, 00opynoBaHus (B T.4. BUPTyaJbHbIE
Ne nomemeHus: (aynuTopun) aHAJIOTU) U TEXHUYECKUX CPeCTB
(aynuTopumn) %
00yueHust

Hna sansmuii | Y4eOHO-aIMUHUCTPATHBHBIN CrermanusupoBaHHas MeOelb, J0CKa MENoBad,
JekyuonHozo muna | KOpIyc. MYJIbTUMEUIAHOE ~ 00OpYZOBaHUE,  IPOEKTOD,

Kab. 129. YueOnas ayauropus 9KpaH HaCTEHHbI

JUTS TIPOBEICHUS JTEKITHOHHBIX

3aHATHH (ITOTOYHAS)
Hna sansmuii | Y4eOHO-aIMUHUCTPATHBHBIN CrenmanusupoBaHHas MeOesb, J0CKa MeJoBasl.
CeMUHAPCKO20 KopIryc. MynbraMenuitHoe — 00OpyJOBaHKE, —MPOEKTOP,
muna,  epynnoeix | Ka0. 125. VueOHast ay/utopus | synay actennbiit
KoHCYTbMaYUi, JUTst IPOBE/ICHHUST JICKLIMOHHBIX

. 3aHATHH (TIOTOYHAs)

NPOMENCYMOUHOU
ammecmayuu
Lna V4ueOHO-aIMUHUCTPATHBHBIH IlepcoHanbHble KOMIBIOTEPHl B COOpKEe C
CamMoCmoamenvHou | Kopiyc. BBIXOJJOM B HHTEPHET.
pabomwl ITomenienue TS

CaMOCTOATENbHON paboTHL.

YurtanbHbli 3ai



http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31
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PEJEPAJIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXJIEHUE BBICIIETO ObPA3OBAHMS
MUHUCTEPCTBA CEJIbBCKOI'O XO341MCTBA POCCUMCKOU ®EJJEPAIINN

«POCCUMCKHUI T'OCYJIAPCTBEHHBIA YHUBEPCUTET HAPOJTHOI'O X031 CTBA
NMEHMU B.A. BEPHA ICKOI'O»

(YuuBepcuter BepHajackoro)

(I)OHII OLHECHOYHBIX CPEACTB MJIA NMPOBCACHUA TECKYIIECI0 KOHTPOJIA U
l'[pOMe)KyTO‘{HOﬁ arTrecrannmmn oﬁyqamnmxca o IMCUMIIJINHE
«I[CJIOHI)OHZ;BOIICTBO»

Hanpasnenue noaroroBku 35.03.06 ArpouHxeHepus

HanpaBneHHoCTb (IpO(uIiIb) MPOrpaMMBI:
Nudopmanionnsie u anekTpoTexHudeckue cucteMol B AITK

KBanudukauus OakanaBp

dopma 00ydeHus 3a04Has

bamammxa 2023r.
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1.0nucanue nokaszarejed U KpuTepueB OLEHUBAHMS IJIAHUPYEMbIX Pe3yJIbTAaTOB 00y4YeHHs M0 Y4eOHOM QUCIUIIINHE

WNHaukatopsl HanmenoBanue
TOCTHKEHUS YpoBeHb OCBOCHUS [Tnanupyemble pe3yabTaTbl 00ydeHUs OLIEHOYHOT'O
KOMIIETEHIMH CpeAcTBa
YK-2 Cnocoben 3HaeT: HEOOXOAUMBIE VISl OCYILECTBIICHUS MPO(PECCHOHANBHOM 1eATEIIbHOCTH HOPMBI TpaBa | [IpakTuueckas
OIpeNeNIATh KPyT U METOINYECKHE JOKYMEHTHI B 00JIaCTH J1€JI0ONPOU3BO/ICTBA. pabora, TecT,
3a7a1 B paMKax Moporosbiii YMeert: onpenenars Kpyr 3a/1a4 Ui NOCTpOeHHs 3(PPEKTUBHON CHCTEMBI I€T0MPOU3BOICTBA pedepar,
IIOCTaBJIEHHON U JIOKYMEHTOOOOpOTa, MJIAaHUPOBAaTh COOCTBEHHYIO JEATENILHOCTh MCXOHs W3 MMEIOUIMXCS | JOKJaJ, YCTHBIN
IeNTd ¥ BEIOWpATh (ynoneTBopuress PECypCOB; pemiath MOCTaBICHHBIC 33a4l B PaMKax M30paHHBIX BHIOB MPO(ECCHOHATBLHOU OTBET Ha
OINTUMAJIbHBIE HO) JeSITebHOCTH. BOIIPOC
CTIOCOOBI UX Buiaseer: npakTHYeCKUM OIBITOM MPUMEHEHHS HOPMATHBHO-METOIMYECKON 0a3bl perIeHus
peLIeHus, UCXO01s 3aJa4 B 00JIACTH JIeJIONPOU3BOCTBA U JOKYMEHTO000pOTa.
U3 JACUCTBYIOLINX 3HaeT TBepAO: HEOOXOAMMEBIE IS OCYIIECTBICHUs TNpodeccHoHaNbHOW aesrenbHOCcTH | IlpakTudeckas
IIPABOBBIX HOPM, HOPMBI IIpaBa ¥ METOJMUECKUE TOKYMEHTHI B 00J1aCTH AEIONPOU3BOICTBA. pabora, TecT,
UMEIOIINXCSA YMeeT yBepeHHO: ONpPENeNsATh Kpyr 3aaad Juisi MOCTpOoeHHsT S(P(PEKTUBHONW CHCTEMBI pedepar,
pecypcoB u [TpoaBUHYTHIH JIeJIOTIPOU3BOCTBA U IOKYyMEHTO000pOTa, IIIAHUPOBATH COOCTBEHHYIO JI€ATEILHOCTh UCXO/S | JOKJIAA, YCTHBIN
OTpaHUYECHUN (xopor1o) U3 UMEIOIIUXCS PECYPCOB; pellaTh IIOCTABJIECHHbBIE 33aJaud B paMKaxX M30paHHBIX BUJOB OTBET Ha
npoecCHOHATLHOMN 1€ATEIbHOCTH. BOIIPOC
Buiaseer yBepeHHO: IPaKTUYECKUM OIIBITOM IIPUMEHEHHUST HOPMAaTHBHO-METOIMYECKON Oa3bl
peleHus 3a/1a4 B 00JIaCTH JEJIONPOU3BOJICTBA U IOKYMEHTO000pOTA.
HNmeer cpopmupoBaBmIMecs: cHCTeMaTHYecKHe 3HaHHMA:  HeoOxommmble  Juis | IlpakTtudeckas
OCYILLIECTBIICHUSI TMPO(ECCHOHANBHON JEATENIbHOCTH HOPMBI IIpaBa W MeTOAMYEecKHe | paboTa, TecT,
JIOKYMEHTBI B 00JIACTH JIEJIOTIPOU3BOJICTBA. pedepar,
HNmeer chopmupoBaBLieecsi CHCTeMaTHYeCKOe yMeHHe: ONpEIeNsaTh Kpyr 3ajad Ui | JOKJaj, yCTHBIN
Bricoknii noctpoeHust 3H(HEKTUBHON CHCTEMBI AETONPOMU3BOICTBA M IOKYMEHTOOO0POTa, TNIAHUPOBATH OTBET Ha
(oTIIM4HO) COOCTBEHHYIO JESTEIbHOCTh HCXO/AS U3 HMMEIOLIUXCS PECypcoB; pellaTh MOCTaBICHHBIE BOIIPOC

3a/1a4M B paMKax U30paHHBIX BUAOB MPO(ecCHOHaTbHOM e TENbHOCTH.

Iloxa3zan copmupoBaBIIeecss CHCTEMATHYeCKOe BJIAJCHHE: IIPAKTUYECKMM OIBITOM
MPUMEHEHHUs]  HOPMAaTUBHO-METOAMYECKOM  0a3bpl  pemieHUss 3agad B oOjactu
JIeJIOTIPOU3BOICTBA M IOKYMEHTOO0O0pOTA.
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2. Onucanue NIKaJ ONEeHUBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpPOis

@dopMa TEeKyIIEro KOHTPOJIA

OTCyTCTBHE YCBOCHHUS
(HM>KE TOPOrOBOTO)

[Toporossrii (YIOBIETBOPUTEIHHO)

[IpoaBuHYTHII (XOPOIIIO)

Bricokwii (0TIIHIHO)

Brinonnenue npakTUuecKoro
3aaHus

HC BBIIIOJIHCHO WJIK BCE
3aaHus pCIICHBI
HEIIPaBUIIBHO

Pemreno 6onee 50% 3amaHusi, HO
menee 70%

Pemreno 6onee 70% 3amanmus,
HO €CTh OITHOKH

BCE 33J[aHUS PEIIcHbI 03
OIINOOK

CTyI[CHTBI, MOKa3aBIIMEC YPOBCHBb YCBOCHHA HMUKE ITOPOroBOIro, HE JOIMYCKAIOTCA K HpOMCXCYTOqHOﬁ aTTCCTAllMM 110 JUCHHUITIINHE.

2.2 lllkana OUCHUBAHUA HA Imane npomeofcymoquoﬁ ammecmauuu (3auem U IK3AMEH 6 6UOe UMO206020 mecma, Kypcoeas paﬁoma)

dopma IpOMEKYTOUHOH
aTTecTaluu

OTcyTCTBHE YCBOCHUS (HIKE
TIOPOTOBOTO)

IToporoBslii (yI0OBIETBOPUTENBHO)

IIpoaBuUHYTHIH (XOpOILIO)

Bricokuit (OTIHYHO)

BrInonHeHne HTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% wu Oostee
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3. TunoBble KOHTPOJIbLHbIE 32IaHUS WM HHbIe MATEPHAJIbI, HE00X0AUMbIE /Il OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJI OHEHOYHbBIX CPEACTB JJIsd TEKYIIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI MPAKTHUYECKHNX 3ATAHUM no aucnunanne
«J1eJI0onpoOu3BOACTBO»
Pa3zneua 1. TeopeTuueckue OCHOBBI /1€JIONIPOU3BOACTBA

3aganme 1. 3amonHuTh TAOMUIly, C Y4YETOM  paCIpENeiCHUs 3aKOHOB W HOPMATHUBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Ha3zBanue nokymenra UYro perynupyer JOKyMEHT, Bunpsl nokymeHTOB
OInucaHue (npuBenuTe
puMep)

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenrta Poccniickoit denepanniv, IOCTaHOBIECHUS
[TpaButenscTBa Poccuiickoit deneparuu B chepe AeI0pON3BOICTB

3akoHoJaTeNnbHbIe akThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM HMCIIOJHUTENIbHOM BiacTH cyObekToB Poccuiickoit denepanuu

HopmaruBHbIe IpaBoBbIe aKThI (eiepaibHBIX OPraHOB UCIIOJIHUTENBHON BIACTU
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, arT€HTCTB U JIp.), PEINIaMEHTHPYIOLIHE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeYeH st

TexHuveckue periaMeHThl U HallMOHAIbHbIE CTaHIapThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yrpaBJieHUs

TexHuueckue periaMeHThl U HallMOHAJIbHBIE CTAHAAPTHI B 00JIaCTH JOKYMEHTAIIMOHHOTO
o0ecredyeHus yIpaBIeHUs

Ob6mmepoccuiickue Kiaccu(hUKaTopbl TEXHUKO-YKOHOMUYECKOHN M COIMAIbHON HHpOpManuu

yHI/I(bI/II_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAlIUN

3aganme 2. 3anonHuTe TabauIy. Bnummre BUab TOKyMEHTOB OTHOCUTENIBHO NEPHOIOB!
IIpukasHoe 1e10npoOn3BOICTBO Komnexckoe Mununcrepckoe
JEIIONPOU3BOJCTBO JE€JI0NIPOU3BOICTBO

OtBetbTe Ha Bompoc. Uem 3HameHatenbHbl Aathl: 23 mapta 1840 r., 1868 r., 27 despans 1720
r.?

3anganme 3. [TucbmMenHo oTBeThTe Ha BOIpoc. OOBSICHUTE TEPMHUHBI «yHU(DUKALU» U
«CTaHzapTU3aLus» JoKyMeHTa. Kak cOOTHOCATCS JTaHHBIE MOHATHA?

3ananue 4. BriGepute U3 MpaBoil KOJIOHKH OINpPENENICHUs,, OTHOCALINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.
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1. HO,HJI]‘]HHHK TouHoe BOCNIPOH3IBCACHHEC NNOAJTHHHHUKA

2. Konus Komus, Kotopas BbIAACTCA B CHyHae yTpaThl No-
NUHHIKA WIH OpHriHana, o0nafaeT Toif ke pHIu-
YECKOH CHIIOH, YTO U NOMIHHHHK

3. AyOnuxar Konita Hexoaquero J0KYMEHTA, KOTOPBIiT ocTaeTcs
B YUpEKACHHH

4. Brninucka Opurudan (JOKyMEHT B OKOHYATEJIbHOH PeIAKLIHH,
othopMIeHHBIIT ¢ yueToM TpedoraHHii ['ocTa)

5. Otnyck Konisa odHuHaneHoro JA0KyMeHTa, KOTOpas BOC-

NPOH3BOAMT Kakylo-IHOO 4YacTb, 3aBEPEHHYIO B
ohHIITANEHOM MOPAJKE

6. Astorpad JloKyMeHT, KOTOpBIiH HanicaH aBTOPOM OTITYCKa

3aua1me 5. 3anonanTe Ta6J'II/II_IBI 10 KJ'IaCCI/I(bI/IKaHI/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crennenu ITo conepkanuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam Ilo Ha3HaueHHIO o ropuauueckon ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3a/1a}me 6. [IncbMEHHO OTBETHTE HA CJICAYIOIINEC BOIIPOCHI:

1. Urto Takoe ae1onpou3BOCTBO?

2.  JlaiiTe onpeneneHue MOHATHIO «TOKYMEHTHPOBAHUE

3. HazoBute ocHOBHBIC ()YHKIINU JOKYMEHTA.

4.  Kakue oOmepoccuiickue Kiaccu(UKaToOpbl HCIONB3YIOTCA TpU  O(GOPMIECHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0si cHCTEMa OPraHU3alMOHHO-
pacropsAIUTeIbHON JOKYMEHTAINHU?

6. Kakume paznuyaror crnocoObl JOKYMEHTHPOBaHMS B 3aBUCHMOCTH OT CPEJICTB
JIOKYMEHTUPOBAHUS?

7. YTo NOHMMAIOT MO FOPUANYECKON CUIION TOKyMeHTa?

3ananme 7. IloAroToBbTE AOKJIAJ C MPE3CHTAIMEN MO OJHOW U3 MPEIJIOKEHHBIX TEM
(toxnan Ha 5 MuHyT, npe3eHTauus 10-12 cnaiioB)

1.  VYcoBepiieHCTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUU

2.  Pa3BuTHE MOKYMEHTAIMOHHBIX CITYKO Ha COBPEMEHHOM JTare

3.  TexHuueckue CpeaCTBa, YOPOIIAOIIME BEIACHHE JEJIONPOU3BOJCTBA HA
MpEANPUITUH.

15




4.

I[C.HOBEUI MEepenurcKa - HCOTbEMIIEMOC CPCACTBO CBA3U MMPCANIPUATUSA C BHCITHUMU

OpraHu3aIUsIMU.

5. Kak oBnazieTs HCKYCCTBOM JI€IIOBOTO MTUCHMA.

6 JlokyMeHTHupOBaHUE yIPaBICHUECKOH 1eATeIbHOCTH OpraHU3aIiH.

7. JIOKyMeHT KakK CpelICTBO 3aKpEIUICHUS U PETPAHCIALNN HH(POPMAITUH.

8.  Uudopmaruzanms nenonpou3BoaCcTBa

9. JIOKyMEHTHUPOBAaHUE TPYAOBBIX OTHOLICHUIN

10. KomnbioTepHbIE TEXHOJIOTUH B AEIONPOU3BOICTBE

11. AHanu3 JOKYMEHTOOOOpOTa MU METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabora ¢ KoH(DHUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuszanus paboTel C TOKyMEHTaMHU

14. Awnanus 10KyMEHTOOOOpPOTa U METOJIbI €0 COBEPIICHCTBOBAHHUS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE JOKYMEHTOBE/ICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Oprasuszamnus JOKyMEHTOOOOPOTAa: OCHOBHBIEC IIPABUJIA U OTAIIBL.

2. DTanbl pa3BUTH JeJI0NPOU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABICHHUS.

4.  HopmaruBHO-mpaBoBasi 6a3a COBPEMEHHOIO JEIONPOU3BOICTBA.

5. HopmartuBHast oCHOBA Mpolecca JOKYMEHTUPOBAHUS YIIPABICHHS MIEPCOHATIOM.

6.  OpraHuzanMoOHHbIE KaJpPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, OPSATAO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7.  JIOmKHOCTHasi MHCTPYKIIMS KaK OpraHU3allMOHHBIN KaJpOBBIN JOKYMEHT.

8.  CocraB 1 BUIBI KaJpOBOH JTOKYMEHTAIIHH.

9.  JloxymeHTHpOBaHuUE npoiecca 0POpMICHHS TPYAOBBIX OTHOILICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTPYKType YIPaBICHHS

12. OdwucHsie cpencTBa paboOTHI C TOKYMEHTaMHU

13. 3naueHue JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTHU, KIACCU(PHUKAIIHS
CIIyK€OHBIX JJOKYMEHTOB.

14. Vuaudwukanus u cTaHgapTU3ANNUS JOKYMEHTOB.

15.  [lemomnpowu3BOACTBO B OpraHax MCIOJHUTEIHHOHN BiIacTh. [lopsimok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. Jlemompou3Bo/CTBO B cOBpeMeHHOM Poccum

18. [lemonpou3BoOACTBO 10opeBOIOIMOHHON Poccun

19. Jlemompow3BoACTBO B COBETCKYO 3moxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanmsi JOKYMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TIOKYMEHTOB

23. CucremaTH3anys U XpaHEHUE TOKYMEHTOB

24. HomeHkaTtypa Jejl OpraHu3aiu

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0QOPMJICHHIO JOKYMEHTOB

3apanue 1.Pemmte KpoccBOpa
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ITo ropu3onTanu:

1.  peKkBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIacue WK Hecoryiacue

JOJDKHOCTHOTO JIMIIA C COZIEP’)KaHNEM JOKYMEHTA.

4. pEKBU3UT JIOKYMEHTa, NPEACTABISIIOMINNA COO0M COOCTBEHHOPYUYHYIO PpOCHHCH
MOJTHOMOYHOTI'O IOJDKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEpPA Jiejia 10 HOMEHKJIATYpe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8.  mHMCchMEHHOE TIpeUIOKEHHWE O 3aKIIOYeHWH JIOTOBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.
9. 3aIIuCh I/IH(l)OpMaHI/II/I Ha pas3IMYHbIX HOCHUTCIIAX IO YCTAHOBJICHHBIM ITpaBHJIaM,

00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBUKEHHE TOKYMEHTOB B OPraHU3alMM C MOMEHTA X MOJYyYEHHUS WM CO3/1aHus JI0
3aBEpPLICHUS UCIIOIHEHNS NN OTIPABKHU.

13 oOpa3zen, 3TanoH, MOJeNb MPUHUMAaEMbIe 32 UCXOAHbIE /ISl COMOCTABIIEHUSI C HUMH
JIPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUsT OPUIIMATLHOTO JOKYMEHTa

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (MJIM JOKYMEHT), CpOPMHUPOBAHHBIX 0 KAKOMY-JIHOO
MpU3HaKYy (BUJaM TOKYMEHTOB, BOIPOCAM, KOPPECIIOHIEHTaM U T.1.), TOMEIIEHHBIX B OOJI0XKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (MKCHUPYIOIIUI COTJIAlICHHE CTOPOH 00 YCTAaHOBJIICHWH KaKHX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHT, comepxammii WH()OPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTYETHBIE CBEIICHHUS, IPEACTABIIIEMBII PYKOBOJCTBY.

5. DJeMEeHT yIOCTOBEpEHHS MOJJIMHHOCTH IOAMUCH JOJDKHOCTHOTO JIMIAa Ha
JOKYMEHTaX, IPEeLyCMOTPEHHBIX HOPMATUBHBIMU AaKTaMM, YAOCTOBEPSAIOIIMX IIpaBa JIKII,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

7. 3TO COBOKYITHOCTb PAa3JIMYHBIX CBGI[CHHfl, CUCTCMAa OpPraHU30BaAHHBIX JOAHHBIX,
OTPaKAIOMINUX MPOIECCH H COOBITUSI OKPYKAFOIIETO MHPA.
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10. JOKYMEHT, COCTAaBJIICHHBI HECKONBPKMMH JIUIIAMH H  TOATBEPKIAIOIINN
YCTaHOBJICHHbIE (DAKThI UJIU COOBITHUSI.

11. undopmamus Ha MaTepUaIbHOM HOCHTENE, UMEIOIIas FOPUAMYECKYIO CHITY.

14. nmnepeyeHb KaKMX-TUOO MAHHBIX (CBEIICHMI), PACIIOJIOKECHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. npaBoBOll aKT, U3AaBaéMblii PYKOBOJIUTEIEM OpraHa TIoOCYIapCTBEHHOIO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONINI HAa OCHOBE €IMHOHAYANUs, B
LEJSIX pa3pelieHrss OCHOBHBIX M OINEPAaTUBHBIX 3a]ad, CTOALIUX Mepel JaHHbIM opraHom. B
OTJENBHBIX CIy4asX MOJXET KacaThCsl IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIMI
HE3aBHCHUMO OT OJYMHEHHOCTH;

16. ropuanyecku oOpMIICHHBIH TepeueHb TOKYMEHTOB.

20. 9TO PpPEKBU3UT ODUIMAILHOTO JIOKYMEHTa, MPUIAIONMNA HOPMATUBHBIA WU
IIPAaBOBOM XapaKTep €ro CoAEpKaHUI0

3aganue 2. BuuMarenbHo nzyuure paszzaen 5 «OdopMieHre peKBU3ZUTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Boinonuute 3aganus, B ciiyuae He0OX0IUMOCTH 100aBbTE HEJOCTAIOLIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCA B KaKuXx Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU IOKYMEHTa

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIE JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JOKYMEHTa

3aganue 3. CocraBbTe M oQopMHTE NPHKA3BLI 10 OCHOBHOH 1eSITeIbHOCTH, H JApyrue

pacnopsiiuTebHbIe JOKYMEHThI, HE00X0AMMbIEe B JAHHBIX YIPABJIEHYECKUX CUTYalHsIX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IlerpozaBojcke)
[1..AGpamoB 1 nekaOps Tekyliero roja u3gal ykKa3zaHue o rpaduke OTIIYyCKOB Ha CIETYIOUTUI
KaJICHJIAPHBIA TOJI, COTJIACHO KOTOPOMY PYKOBOJUTENTH CTPYKTYPHBIX MOAPA3ACICHUN TOJKHBI
MPEACTaBUTh B OTAEN KaJpOB CHUCKU COTPYIHHMKOB C YKa3aHMEM IPEANojaraéMoro cpoka
OUYEPETHOTO OTITYCKa B CIEAYIOMEM KalleHaapHoM Toay. Cpok mpejicTaBiieHus cruckoB — 10
nekabps tekymiero roga. OThneny KaapoB YKa3aHHEM IMPEANHCHIBACTCS COCTABUTH CBOJHBIM
rpaduk ormyckoB padotHukoB OOO Ha clenyromuid KaJeHIapHBIM TOJ W Tepenatb ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAYeH HadaTbHHUK
otaena kanpos [lankparosa O.1O. Cpok npencrasnenus rpaduka — 20 qexadpst TEKYIIETo Toja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYATBHUKOM OTZAENa KaJIpoOB, TJIABHBIM OyXTajaTepom,
IOPUCKOHCYJIHTOM.
Curyanus 2.

Hupexktop OO0 «Drtamon» (3apeructpupoanHo B T.llerposaBoncke) JI.b.Ilomo 12
deBpalis TEKyIIero rofa u3ai pacopsHKeHHE O MPOBEICHUU PEMOHTHBIX paboT B 1iexe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMUTEIBHOW CUCTEMBbI 1exa. PacnopspkeHuem
MPEUCHIBAJIOCH MPOBEACHUE PEMOHTHBIX pPabOT B yKa3aHHOM II€XE, 32 YTO OTBETCTBEHHBIM
ObUT Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHUYECKOHW ciayxObl MakapoB JI.M1. Cpok BBIOTHEHHUS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyIecTBICHHEe KOHTPOJS 3a TPOBEACHHEM PEMOHTHBIX pabOT BO3JArajoch Ha
HavajgbHuKa 1iexa Ne 3 Autonona 1O.B.

Pacriopsbkenue ObLIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHUYECKOW CITYKOBI
MakapoBbiM .M. u HavanbHukoMm 1mexa Ne 3 AnrtoHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

3aganue 4. CoctaBbTe U 0(pOpMHUTE CJIYKeOHbIE MHCbMA.
Curyanus 3.

OAO «IlepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) momxHO ObITO B
cooTBeTcTBUM ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYKIIMH» ITOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yui., a. 32, 111123, Tem./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHnyr GypHUTYpY Ha o0myo cymmy 150 000 pyOreit. @akTudecku ke QypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6Gneit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
pyOuseii. CornmacHo 1.8 J0rOBOpa 3a HEIONOCTAaBKY MPOJYKIHMU [OJDKHA OBITH yIUTadeHa
HEyCTOlKa B pazMepe 5%, 4To OT CyMMbl HE0IOCTaBkH coctaBuiio 1500 pyoaeii.

Hupekrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmiack k mupekropy OOO
«[lepBas ®abpuka» O.J. CokoioBy ¢ Mpocb0Oi MEPEUUCIUTh HAa WX PACUETHBIM CcyeT
ykazanHyto cymmy (1500 py0.). B nporuBnom ciysae 3A0 «CAHIEPEJIJIA» Oyner
BBIHYXJICHO 00paTuThcsi B rocapbutpax. IlucbmMo o HemomocTtaBke MPOAYKIUH  OBUIO
coctasieno ucnonautenem P.T. KOxaunoit u moanucano ®enoposoit 12 aBrycra Tekyiiero roja.

3ananue 5. CocraBbTe U oOdopMHTEe [I0KJIAJAHbIE, U OOBSICHUTEJIbHbIE 3ANMNCKH,
He00X0IMMbIe B CJCAYIOIIHNX YIIPABJICHYECKHUX CHTYAIUsIX.
Curyanus 4.

Kyprep 3A0 «®Papma» C.C. CoMOB peryssipHO OMna3[bplBajl Ha paboTy, 4eM Hapyuiai
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kaHuenspueid W.B. IlymunuHa HeomHOKpaTHO enana
emy 3ameuanus (B ycTHOH (opme), a 12 MroHS TeKyIlero roja Obula BBIHYXJI€Ha 00paTUTHCS €
JTaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B. CenoBy ¢ OKJIaJHOM 3amnucCKOM, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pasznen 3. Opranusanus padoThl ¢ JOKYMEHTAMHU

HpI/lMepr SaHaHHﬁ AJISl BBIIIOJTHEHUSA HA NMPAKTUYECCKHUX 3AHATUAX

3apganne 1. OpopMuTh KypHan yuera BXOAALINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsmmii Ne 1-2/82; asrop-otmpaBurens 3A0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) JaTa MOCTyIieHus JokymeHTa 21.12.2021 o cokpaiieHnu mOoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3aganue 2. OQopMUTH KypHaAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne /i 152 153;ucnonnurens Pa3un; kpatkoe copepkanue nata qokymenta 21.12.2021
o mpeaoriate mo koHTpakTy Ne 88/117 22.12.2021; agpecar (komy) 3AO «llunot» ; Ne nena 4-
7.

3apanue 3. OGopMuThH KypHAT y4éTa BHYTPEHHUX JTOKYMEHTOB:

Ne noxymenra 88; nara nmokxymenrta 08.01.2021; xto moamucan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE LITATHOIO PACIUCAHUS; OTMETKA 00 ncnoaHeHnn Cunopos.
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OBPA3EL )KYPHAJIA PETUCTPALIUHU BXOAIIUX JOKYMEHTOB

Homep Jara ABTOp- Hexonammii KpaTtkoe conepkanne
JOKYMeEHTAa JOKYMEHTA OTHPABHTEIL No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHus
21.12.2007
O coxpallleHHH IOCTABOK
THT
22.12.2007
HUcenonuurens Moanuce Cpok [Mpumeuanus
HCIIOJIHUTE/IA HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPAIIHHA HCXOAAIHUX JTOKYMEHTOB

Ne Ajnpecar Kparkoe conepxanune Henosmnurens | Nepena | llpumeuanue
n/n (komy) (3ar0J10BOK)
152 3A0 JlaTta nokymenTa Pazun 4-7
«IIumor» 21.12.2007
O npexonare nNo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL XKYPHAJIA PETUCTPALIUU BHYTPEHHUX TOKYMEHTOB
Harta Hnnpexc Ko noamucan Kparkoe Otmerka 00
coJepKaHHe MCIIOJIHEHHUH
08.01.2007 88 HupekTop OO0 u3MeHeHHH Cunopos
HBanos LITATHOTO
pacnucaHusl

3aganue 4. CexkpeTapb-IOMOIIHMK PYKOBOJIUTEINSA, MpPEIBAPUTENLHO MPOCMOTPEB
JIOKYMEHTAIUI0, TOCTYNHUBIIYIO B OpraHU3alltIo, epeaeT ee BClo pykoBoauTemo. Ilpu stom B
narnkKy ¢ JOKYMCHTaMM BKJIaJbIBACTCSA MHACHEMEHHBIN KOMMeHTapI/Iﬁ, BKJ'IIO'—I&IOI]_[I/Iﬁ CBE€IACHUA O
COCTaBe JOKYMEHTOB, BOIPOCAX, COAEPIKAIINXCS B HUX, OT KOT'O IMOJY4€Hbl JOKyMEHTBI U KOMY
a/IpECOBaHBI.
[IpaBUABHO JIM B YYpEXKJIEHUH MMOHMMAIOT Ha3HAYCHHE OIEPALUU <«IIPEBAPUTEILHOE
pacCMOTPEHHUE TOKYMEHTOB»?
KoHnTpoJsbHbBIE BONIPOCHI:
1. Kakue stambl MpoXoAsT IOKYMEHTBI, OTIpaBlieHHble opranuzanuei? IlpeacraBbre
KpaTKyH XapaKTEPUCTHUKY.
2. Kaxkue JOKYMCHTEI Ha3bIBAIOT MMOCTYITAOIIUMHU, OTIIPABIACMBIMU U BHYTpeHHI/Ie?
3. Kakumm moxymMeHTamMH pYKOBOICTBYIOTCSI NIPU NMPOCKTUPOBAHUH M PAIMOHATM3AINN
JIOKyMeHTOoOoOopoTa?

3aganme S. CocraBbT€ TOJOKEHHME O HOBOM CTPYKTYPHOM TMOJpa3/I€ICHUH B
aJIMUHUCTpalu ropoja bamammxu (otaen kaapoB, (MHAHCOBO-3KOHOMHUYECKUI OTHEIN, OTIEIN
cTpaTernyeckoro pa3putus) B coorBercTBum ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(pOpManuu, OHOIMOTEYHOMY M H3JIATeNbCKOMY Jneny. OpraHu3anuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0hOpMIIEHUIO JOKYMEHTOBY
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3aganme 6. CocraBbTe OPraHU3AMOHHYIO CTPYKTYPY J€IONPONU3BOACTBEHHON CITYKOBI
Bameit opranuzanuud. YcCTaHOBUTE IIepedeHb HOPMATHUBHBIX JOKYMEHTOB, KOTOPBIMHU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKUM BHJIAaM JTIOKyMEHTOB OTHOCATCS MPEICTAaBICHHBIC
HIDKE ()parMeHTHI.
Texer 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢GuUPMEHHBIM HaMMEHOBaHHEM oOmecTBa sBisgercsa: OOImecTBo ¢
orpaHu4eHHONW oTBeTcTBEHHOCThIO «HOTA». CokpamenHoe ¢GUpMEHHOE HaMMEHOBAaHUE
obmiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oOmiecTBa (OYTOBBIN anpec): MooAeKHBIH TpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Tekcer 2
OO0I1111Ee TOJIOKEHNS
1.1. Cekperapb-peepeHT OTHOCHTCS K KATETOPHH CIHEIHAINCTOB NPEAIPUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aJadyaMH ceKpeTapsi-pedepeHTa SBISETCS OpPraHW3alMOHHOE U
JIOKYMEHTAIMOHHOE 00EeCTeueHUE YIPABICHYECKOM IeATEIbHOCTH. ..
Teker 3
1.1. DnexTpornpoBoaKa B Y4eOHBIX MOMELICHHUSIX IODKHA HAaXOIWTHCS B MCIPABHOM
cocrossHuu. CONMPOTUBICHNE HW3OJSALIUH TPOBOJOB JIOJDKHO IEPHOANYECKH 3aMEpSThCS, TPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NMPUMEHSTH ISl 3alIUTHI AJIEKTPOCETEH BMECTO aBTOMATHUYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

HpHMeprlﬁ NMEPEICHb BOMPOCOB /IJisl YCTHOI'O OTBETA HA CEMHUHAPCKUX 3aHATHIA

1. KaxoBbl coBpeMeHHbIE TpeOOBaHHS K S3BIKY W CTHIIO YIIPABICHYECKHX
JIOKYMEHTOB?

2. UYro coboii mpencrapnsieT YcraB oprannzanuu? KakoBsl OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

3. Kax odpopmuTts ITonoxenue 06 otaene wim cimyx0e opraHu3anum?

4 Kak opopmuts mraTHoe pacrucanue?

5.  Kakue tpeboBanus npeabsaBiIsOTCS K 0POPMIIEHUIO JOTOBOpa, KOHTpaKTa?

6 Yro Takoe HHCTPYKIIMS, KAKOBO €€ cojiepkaHue u opopmieHue?

7 OpraHu3anroHHbIE JOKYMEHTHI IPEITPUSTHSI.

8.  PacmopsautenbHble  JTOKYMEHTH TMPEANPHATHSA: MpHKa3bl MO  OCHOBHOU
NeSITeTbHOCTH;, PACTIOPSHKCHUS, PEIICHUSI.

9.  HMHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTBHI: MPOTOKOJIbI, TOJHas M KpaTkKas
dbopMma ux opopMiIeHHUS.

10. HHpopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl, CITy’KeOHbIE u
00BSCHUTENbHbBIE

11. KaxoBbl 3Tans! paboThl C BXOJAAIMIUMHI TOKyMEHTaMu?

12.  Kak crpoutcs paboTa ¢ UCXOASIIUMHA JOKYMEHTaMH?

13. KakoBa TexHosorust paboTbl ¢ BHyTPEHHUMH JOKYMEHTaMU?

14. Kakwue 3a1a9u JOKYMEHTOOOOPOTA PEIIaeT PETUCTPAIUS TOKYMEHTOB?

15. Kakue ymnpaBieH4YecKHe TOKYMEHTBI HE IMOJJIEKAT PEruCTpalud B CIyxk0ax
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIIpaBIeHUs?

16. KaxoB mopsaok perucTpanuu ynpaBieHYecKoro JOKyMeHTa?

17. Kakue cymecTByrOT BUJIbl KOHTPOJIS HCIIOJIHEHHSI JOKYMEHTOB?
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18. Kakume onepanuu MO KOHTPOJIO MCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT
CITY>KOBI JIOKYMEHTAIIHOHHOTO 00ECIICYCHUS YIIPABICHHS?

19. Kak ocymiecTBisieTcsi CHCTeMaTU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe neno, ¢ TOYKH 3peHUs JOKyMeHToBeneHus? [IpuBennuTe mpumepsl Je,
XPaHSIMIUXCA B OPraHU3aIUH.

21. Packpoiite colep)aHHE IMOHSATUS «HOMEHKIATypa nei». Kakoe IOImKHOCTHOE
JMIIO B OPTraHU3alliy OTBEYAET 3a COCTABJICHUE M BBEJICHHE B ICHCTBIE HOMEHKIIATYPHI e’

22. KaxoBbl peKBH3UTHI HOMEHKIIATYPHI J1e1?

23. KaxoBa conepxarenbHas 4aCTh HOMEHKJIATYPBI A€T?

24. Kaxue npu3HaKH 3aBEICHUS JIeJIa UCIIOIB3YIOTCS IPH (hopMUpoBaHHUH Jei?

25. KaxoB ocHOBHOW npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kakue HOpMaTtHBHBIC TpeOOBaHUS HEOOXOAMMO COONIOAATh NPpU (hOPMUPOBAHUHU
nen?

27. Kak ocymecTBIsieTcs MOATOTOBKA JIed K apXHMBHOMY XPaHCHHUIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuKa UCIOJIB3YeTCsl JJIsi COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIeTONPOU3BOICTBE?

29. Kakas oprrexHuKa UCIOJIb3YeTCs JIUIsl TOUCKA, PAHEHUS U Nepejauu JOKYMEHTOB
B COBPEMEHHOM JIETIOTIPOU3BOACTBE?

30. KakoBbl BO3MOXXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAIHOHHOM
o0ecrieueHn! yrpaBaeHUs?

31. KakoBbl BO3MOXXHOCTH CPEJICTB TEJICKOMMYHUKAIMU B JIOKYMECHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

32. B kakux ciy4asx TNPUMCHSIOTCS CTaHJapTHbIE OQUCHBIE TNPOrpaMMbl B
OpraHu3aIiy JIEIOTPOU3BOICTBA?

KOMIIJIEKT TECTOB st npomeskyTo4HO#M aTTecTaluu
(3a4er, 1 ¢epeHINPOBAHHBIN 324€T) MO0 TUCHHUIVINHE

3aueT MPOBOAUTCA B BMJIE UTOrOBOro TecTa. [[si BBIMONIHEHHs TecTa OTBOAMUTCA 45
MUHYT.

IIpumepHbIe 3a1aHNS UTOTOBOIO TeCTA
1. JlokymeHTaMOHHOE oO0ecreyeHHe YNPaBJIeHYECKUX pelleHUii, KaK Mpouecc
BKJIIOYAeT B cels:
a) TOKYMEHTUPOBAHUE PEIICHHS;
0) nH(MOPMAIIMOHHYIO TTOAJEPKKY PEIICHHIA,
B) IOKYMEHTHUPOBAHUE PEIICHUS U KOHTPOJIb 32 €r0 BBIITOJTHEHHEM.
2. CKoJBbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Ooiee
0) 6 u 6omee
B)2 510 5
r) 4 u 6onee
3. Korma peructpupyrorcsi ucxXoasime J0KYMeHTbI?
a) B IHb OTIIPaBKU
0) B IeHb MOAMUCAHUS
B) B JIEHb COTJIACOBAHUS MMPOEKTA
T') HE PETUCTPUPYIOTCS
4. HomeHK1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 3K3eMIUIIpPax;
0) 4;
B) 2.
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5. Ykakurte, Kakue JOKYMEHTBI COCTABJSIOTCS MO pPe3ybTaTaM IKCIePTH3bI

IHEHHOCTHU NTOKYMECHTOB.

a) pelIeHne YKCIEPTHON KOMUCCHH
0) aKT O BBIACTICHUH JOKYMEHTOB HAa YHUUTOXKEHHE
B) ciyxeOHas 3alMcKa O 3aCeaHnu KCIIEPTHON KOMUCCUU
I') IPUKa3 10 OCHOBHOM JI€ATEIbHOCTU
6. KTo umMeeT mpaBo NpoAJIUTh CPOK MCIOJIHEHUS TOKYMeHTa?

a) JIMI0, KOTOPOE €ro yCTaHOBHJIO
0) U110, KOTOPOE UCHIOTHSET JOKYMEHT
B) PYKOBOAUTEIb YUPEIKIACHHS
I') ceKpeTapb
7. Ilpn kakoM 06beMe TOKYMEHT0000pOTa MPUMEHSIETCH KyPHAJIbHAs CHCTEMA

perucrpanum?

—3TO:

a) 1o 10 000 1OKYMEHTOB B roj
0) mo 600
B) 10 1000
r) 10 300 1OKyMEHTOB
8. IlyTh, KOTOPBIii MPOXOAUT JOKYMEHT OT HA4aJia ero CO3JaHusl 10 ¢1a4 B apXUB

a) TOKyMEHTHPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

9. JIoKyMeHTBI, KOTOPbIE 10 COAEPKAHUIO ABJISIOTCS celn(PuIecKUMH U HOCAT

XapaKTep Pa3oBoOro J0KyMeHTa — 3TO:

a) UH/IUBUyaJIbHBIE JOKYMEHTBI;

0) TUIOBBIE TOKYMEHTHI;

B) MPUMEPHBIE TOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. [ena BpemenHoro xpanenus (10 10 ser):

a) MOJIIINBAIOTCS B TBEPJLYIO OOJIOKKY;

0) Ha OTJEJILHOM JINCTE JIeJaeTcs 3aBepUTeIbHAasl HAIUCH;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

11. TIlpaBoBoii akT, omnpeaeisilOUUi NOPSIA0OK (OPMHPOBaHUS, 3aJa4H,

00513aHHOCTH, NIPABA, OTBETCTBEHHOCTh M OPraHM3auLMI0 Pa0oThl NPEANPUATUHS B LEJIOM

WJIH €ro CTPYKTYPHBIX NOApAa31eJIeHHil — 3TO:

a) TPylOBOH JI0TOBOp;

0) MoJI0KeHue;

B) JIOJKHOCTHAsI MHCTPYKIIUS;

I') LITAaTHOE paclucaHue.

12. K opraHM3anmoHHbIM JOKYMEeHTAM OTHOCSITCS:

a) ycTaB, IITAaTHOE PACIIUCaHUE, MIOJI0KEHUE O CTPYKTYPHOM IOJpa3/Ie/IEHUH,

JOJDKHOCTHBIC MHCTPYKIUU,

0) MOCTaHOBJICHUS, YCTaB, MPUKA3bl, PEUICHHUS, PACTIOPSIKEHUS, TTOJIOKECHUS;
B) IPOTOKOJIBI, aKThI, 00BSCHUTEILHBIC U JOKJIATHBIC 3aMMCKH;
I') yCTaB, yKa3bl, IITATHOE PACIMCAHUE, TOJIOKEHHE O CTPYKTYPHOM OJIpa3/iesieHuH,

JOJDKHOCTHBIC MHCTPYKIHH.

13. Ilucbpma, KOTOpbIe HANIPABJIAIOTCS € LeJIbI0 MOATBEP:KAeHUs TaHHBIX paHee

o0eIaHMii WJIN OTOBOPEHHBIX YCIOBHIA:
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a) COMPOBOIUTEIHHBIC THCHMA,
0) rapaHTHITHBIC NTHCHMA,

B) IUChMa-TIOATBEPKACHHUS,

T') TUChbMa-peKIIaMallvu.

14. J1okyMeHT000OpPOT — 3TO:

a) IBIKEHUE JJOKYMEHTOB B OpPraHU3allMi C MOMEHTA UX MOJYYEHUS WIN CO3AaHuUS
JI0 MOMEHTA OTIIPABKHU WJIH UCTIOJIHCHHUS;
0) co3maHye ONTUMAIBHBIX YCIOBHUH 17151 pabOThI C JOKYMEHTAaMU;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3TUX IOKYyMEHTOB HANPABJISIIOTCS OT BHIIIECTOSIIET0 YPOBHS
ynpaBJieHUsl K HIZKECTOSIIEMY:
a) MpUKas3;
0) 3asiBJICHUE;
B) yKa3aHHUE;
r) ciry>xeOHas 3arucka?
16. Opranu3amnus padoThl ¢ JOKYyMEHTAMH HAYMHAETCS

a) C UCTIOJTHEHUS IOKYMEHTA;
0) HanpaBIICHUs JOKYMEHTA Ha UCIIOJTHEHUE;
B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epeYyeHb BOMPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETIONPOU3BOICTBA

2. JIOKyMEHT KaK HOCHUTENb MH(POPMAIIUU U KaK CPEJICTBO peasn3alliy yIpaBIeHYECKUX
GbyHKUIU.

3. JIOKyMEeHT: MOHATHE U OCHOBHBIE TPEOOBAHUS K €0 COCTaBJICHUIO

4. Knaccugukaius 10KyMEeHTOB

5. CoctaB 1 0COOEHHOCTH PAbOTHI C KaJIpOBOM JOKYMEHTaIUEH

6. PaboTa ¢ koHpUIEHIINATEHBIMHA JOKYMEHTaAMH

7. OcobenHocTu paboThl C OOpalieHUsIMU U JKalobamMu oT Tpaxaad J[OKyMEHT Kak
HOCHUTEINTh MH(POPMAITUH U KaK CPEJICTBO pealln3alliil YIPaBICHYSCKUX (PYHKINH.

8. HopmatuBHO-TIpaBOBBIE M METOJUYECKHE OCHOBHI JIIOTIPOU3BO/ICTBA

9. VHudukauus u craHzapTU3alus Kak OCHOBHBIC HAlpaBJIEHUS COBEPIIECHCTBOBAHUS
JOKYMEHTAIMH. DTambl JOKyMEHTO000pOTa B OpraHU3aluu

10. Opranu3zamnus paboThl C JOKYMEHTaMH.

11. HMHupexcauus JOKYMEHTOB, IPaBUJIa MHAEKCALUN JOKYMEHTOB

12.  KoHTposb, 32 HCIIOTHEHHEM JIOKyMEHTOB

13. TloaroroBka J1en K apXUBHOMY XPaHEHHIO

14. DnexTpOHHBIM JOKYyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzarmust JOKyMEHTO000pOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJb UCTIONHEHUS TOKYMEHTOB

18. Cucremarusanus u XpaHeHHE JOKYMEHTOB

19. ®epepanpHOE 3aKoHOMATENLCTBO 00 opranuzauuu OV, TpeboBaHus yHUDUKAIIH
U CTaHAapTHU3ALUU.

20. OcHOBHBIC HamNpaBlIEHUs COBEPIICHCTBOBAHUS cocTaBa U (OPM JTOKYMEHTOB B
coranbHOU chepe.
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21. Buael 1OKYMEHTOB (pacrmopsiauTeNNbHbIC, OpraHU3AIMOHHBIE, WH(OPMAIIMOHHO-
CIPAaBOYHBIC) U UX XAPAKTEPUCTUKH.

22. llepeuHu MOKYMEHTOB C THIIOBBIMH CPOKAMHU XpaHEHHs. 3HAYCHUE IMEpPEeYHEeU U
HOPSI0K MX IPUMEHEHUS B JICIIONPOU3BO/ICTBE.

23. OpranuzanuoHHbIe (GOPMBI JEIOMPOU3BOACTBA. X 3aBUCUMOCTD OT CieUU(UKU U
OPTraHU3alMOHHOMN CTPYKTYPBI YUPESIKIACHUSL.

24.  J1okyMeHTOOOOpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JOKYMEHTOIIOTOKOB.

25. IIpaBumia opraHu3anuu JOKyMEHTO000OpOTa OpraHU3aINH.

26. JlokyMeHTO00OpOT KaK 3(()eKTUBHBIA HHCTPYMEHT ONTUMHU3AINH YIIPABICHYECKUX
peLICHU.

27. Texnonorus paboThI ¢ OOpAIIEHUSIMH IPaXIaH B JICIOTPOU3BOJCTBE OPraHU3AIUH.

28. TpebOoBaHHs 3aKOHOJATEIHCTBA K OPraHU3AIUH PAaOOTHI ¢ OOPALICHUSMH TPAXKAAH.

29. Howmenxiatypa gen, e€ 3HauCHHE, BUIbl HOMEHKIIATYp /€], METOANKA COCTABICHHUS
HOMEHKJIATYp eI

30. [IlomsaTHE «IKCHEPTH3BI LEHHOCTH» JOKYMEHTOB B JEJIONPOU3BOJCTBE, 3aJaudl H
HOPSIIOK [TPOBEICHHUSI.

31. TenaeHIHMH pa3BUTHS IIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOBO#l CTaTyc 3JEKTPOHHBIX JIOKYMEHTOB, 3aKOHOJATEILHOE W HOPMATHBHOE
pEryIupOBaHHUE WCIOIB30BAHUS AIIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI U 0a3bl
JIAHHBIX B COLMATILHOM cdepe.

33. JIoKyMEeHTBI HO JINYHOMY COCTaBY U UX OCHOBHBIE BUJIbI.

34. DOtanbl 06pabOTKH BXOJAIMINUX JOKYMEHTOB.

35. IlepBuuHas 06pabOTKa BXOASAMIUX JOKYMEHTOB.

36. IlpuHsATHE YyIPaBIEHUECKOrO PEIIEHHs 10 KOHKPETHOMY JIOKYMEHTY.

37. OO0paboTKa OTIPaBIsAEMBIX JTOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

39. ®@opMBI perucTpanuu JOKYMEHTOB: ILEHTPAIM30BaHHAS, JEIECHTPATM30BaHHAS,
CMeIlIaHHas.

40. KoOHTpOJIb HCIIOTHEHUS JOKYMEHTOB.
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