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1 [lmanupyemble pe3y/ibTaTbhl 00y4eHHUS MO JUCHHUILUIUHE, COOTHECEHHbIE ¢
ycranoBjeHHbIMH B OIIOII BO unankaTtopamMu 10CTHKEHUS] KOMIETeH i

1.1 Ilepeyenb KoMneTeHUHiH, GOPMUPYEMBIX YUeOHOMH TUCUMTILINHOM

YHI/IBepcaJIBHBIe KOMIICTCHIIHHU

VYK-1. CmocoGeH OCymecTBIATh IOWCK,
KPUTHYECKHUI aHAIN3 U CHHTE3 HH(POPMAIHH,
MPUMEHSTH CUCTEMHBII MOIXO0/ AJIsl PeIIeHHs
MIOCTABJICHHBIX 3a]a4

3mate  (3): 3HAaTb  HOPMATHBHO-TIPABOBBIE H
METOJMYECKHE  JOKYMEHTBI,  PErJIAMEHTUPYIOIIUC
BONPOCHI JIENIONPOU3BOJICTBA M JAOKYMEHTOO0OPOTa;
3HATh OCHOBHBIE TPEOOBaHHWS K  COCTAaBJICHUIO
JIOKYMEHTa; 3HATh OCHOBHBIC HAIIPaBJICHUE B paboTe ¢
JIOKYMEHTaMH 110 YHU(DUKAIUU M CTaHAapPTH3AIHUU
JIOKYMEHTOB;, 3HaTh OCHOBHBIC TpeOOBaHUS K
COCTABIICHHUIO JIOKYMEHTOB; (YHKIIMH JOKyMEHTa,

KJIACCU(UKAITIIO JIOKyMEHTOB, CIOCOOBI
JIOKYyMEHTUPOBAHUS; 3HATh COBpPEMEHHBIC
TEXHHYECKHEe  CpeacTBa W WH(GOPMAIMOHHBIC
TEXHOJIOTHH, HCIIONTb3yeMbIe pH peleHnu

KOMMYHUKATUBHBIX 3aaa4.

Ymers (¥): VYMere TpaMOTHO HCHOJB30BaTh
TIOMCKOBBIE  BO3MOXXHOCTH CHUCTEM  3JEKTPOHHOTO
JOKYMEHT0000poTa; pa3dupathcs B KiaccupukaTopax
Ppa3IUYHbBIX BUJIOB, yMETh MOJIb30BATHCSI
HOMEHKJIATYpOil JIeN, TepeuHsIMH JOKYMEHTOB C
Pa3IMYHBIMU CPOKAMH XPAaHEHHUSL.

Baaners (B): Biamerh MOHATUHWHBIM —ammapaToM
JUCIUIUIMHEI;, BJIaJETh HAaBBIKAMH HCIIOJIB30BaHMS
COBPEMEHHBIX TEXHUYECKUX CPencTB H
MH(OPMAITMOHHBIMH TEXHOJIOTHSIMA TIPH  PEIICHUU
KOMMYHUKATHUBHBIX 3aJa4 IOATOTOBKH OCHOBHBIX
BHJIOB TOKYMEHTOB, UCIIOJIb3yEMbIX PAOOTHHKAMH.

YK-4. CriocoGeH oCyIIeCTBISITh IETIOBYIO
KOMMYHUKAIIUIO B YCTHON U IMCbMEHHOU
(hopMax Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoii @eaepany 1 THOCTPAHHOM
(p1x) s13bIKE(aX)

3Hath 3): CoBpEeMEHHYIO OpraHu3aLuIo
JIOKYMEHTO000pOTa M TCHICHIMM HCIIOIb30BAHUS
ACJl; 3Hare  JTambl  JTOKyMEHTOOOOpoTa B
OpraHu3allid; 3HaThb INpaBWia pPErHCTpald U
VWHACKCUPOBAHMUS JOKYMEHTOB; 3HAaTh OPTaHU3ALUIO
KOHTPOJIA HaJd HWCIOJHCHHUEM JOKYMCHTOB. 3HaThb
OCHOBHBIE TpeOOBaHMS K apXUBHOMY XPaHEHHIO JEI;
3HaTh ~ OPraHW3alMI0  ONEPATUBHOTO  XPaHEHUs
JTOKYMEHTOB B TEKYIIIEM JIEJIONPOU3BOCTBE.

Ymerb (Y): ymMers BeCTH  JIEJNOBYIO TIEpPEIHCKY,
YUUTBIBasi OCOOCHHOCTH CTHJIMCTUKU O(QUIHATIBHBIX
HeO(QUIIMATBLHBIX TTHCEM, COIIMOKYIBTYPHBIEC Pa3IHUMs
B JopMaTe KOppECHOHACHINH Ha TOCYAapCTBEHHOM U
WHOCTPAaHHOM (-bIX) SI3bIKaX; YMETb COCTaBISTH H
opopmisTe  ympaBieHueckwe,  HMH()OPMALOHHO-
CIIPaBOYHbIE  JIOKYMEHTBI, B  COOTBETCTBUH C
TpeOOBaHUSIMU NMPABOBBIX aKTOB M CTaHJIAPTOB; YMETh
BHEJPATH  pAlIOHAIBHYI0 TEXHOJOTHIO TpHEMA,
MIPOXOXKICHHUS, TOATOTOBKH 1 OTIIPaBKU JOKYMEHTOB B
TPaIUIIMOHHBIX YCIOBUSX M B YCJOBHAX pabOTHI ¢
npuMmeneHueM ACY.

Baaners (B): HaBbIKaMy cocTaBICHUS 1 0)OPMIICHUS
OpraHU3aIMOHHO-PACTIOPSANTETHHON u
nH(OPMAITMOHHO-CIIPABOYHON ~ JIOKyMEHTalluH, C
npumeHenueM ACY; BiageTh HaBbIKAMU PaOOTHI B




cucteMe ACY; BnajeTb HaBBIKAMH TPABUIBLHOTO
MPUMEHEHUST  HOPMATHUBHBIX  IPABOBBIX  aKTOB,
METOAMYECKUX JOKYMEHTOB, pEIrIaMEHTUPYIOIINX
BOIPOCHI JCJIONPOU3BOJICTBA U JJOKYMEHTO000POTA.

2. llesin m 321241 OCBOCHUSA Y4eOHOM TUCHUILUIMHBI, MECTO JUCUMILIMHBI B CTPYKTYype
OIIOII BO

Jucuummna «Jlenonponu3BoACTBO» OTHOCHTCS K 4acTH (OpMUPYEMON y4aCTHUKAMHU
00pa3oBaTeNbHBIX OTHOIIEHUI OCHOBHOW MPOQeCcCHOHATBHON 00pa30BaTeIbHOM POrpaMMbl
BhbIcmiero oopaszoBanus 13.03.02 DiieKTposHEPTreTUKA U DJICKTPOTEXHUKA

[lenpro W3y4YeHHs] AMCUUIUIMHBI - SBISAETCS (QOPMHUPOBAHUE Yy CTYIACHTOB 3HAHUU
TEOPETHUUYECKUX U MPAKTUYECKUX OCHOB CO3/IaHMS JOKYMEHTOB B CHCTEME YIIPaBJICHUS, a TAaKKe
NpHOOpEeTEeHUE HABBIKOB TIPaMOTHOW W A(G(EKTHBHOW  OpraHW3aliil  COBPEMEHHOTO
JIEJIONPOU3BOJICTBA HA MPEATPUSITHH.

Jlnsg peanuzanuy TMOCTABJIEHHOW MLE€JIHM, B MPOLECCE OCBOEHUS AMCLMIUIMHBI
«/lenonpounsBocTBO» ObUTH CHOPMHUPOBAHBI CIIEAYIOIINE 3aJaUU:

— U3YYUTh  3aKOHOJATENbHBIE W  HOPMATUBHO-METOJUYECKHE  JOKYMEHTHI,
peraamMeHTupyomue padoTy ¢ TOKyMEHTaMH OpraHU3aIuy;

— O3HaKOMHTb C TMPaBWJIAMU COCTaBIIEHUS U OQOPMIICHHUS YIIPABICHYECKUX
JIOKYMEHTOB;

— O3HaKOMHTH OOydarluxcs ¢ TpeOOBAaHUSIMU HOPMATHUBHBIX IIPABOBBIX AaKTOB,
PETJIAMEHTHPYIOIIUX TOPSIOK CO3/IaHUs U JBUKEHUS JOKYMEHTOB;

— chopmupoBaTh y 00y4yarOmMXCA MPAKTUUECKUE HABBIKA FOPUIUUYECKA TPAMOTHOTO
0(OpMIICHUS JOKYMEHTOB, C YUYE€TOM I0JIOKEHHI HOPMATUBHBIX JOKYMEHTOB;

—  U3YYUTh NOPSATOK paOOTHI C JIMYHBIMU U CITY)KEOHBIMHU JOKYMEHTAMHU;

— o0ecrneuuTh yCBOGHHE OCHOBHBIX MPaBUI 00PaOOTKHU U XpaHEHUs JOKYMEHTOB.

— cdopMupoBaTh HAaBBIKK COCTaBIEHUS W OQGOPMIICHHS OCHOBHBIX JOKYMEHTOB
yIIpaBJICHUS;

—  HBYYHUTh paboTy CIIy kOBl JOKyMEHTAIIMOHHOTO O0ECTIEYCHUS YIIPABIICHHUS;

— O3HAKOMHUThH CIyLIaTeJIed C COBPEMEHHBIMHU TEXHOJIOTMSIMU  OpraHU3aliu
JIOKYMEHTOO000pOTa MIPEANPUATUN U OpTraHU3aIHI.

3. O6beM y4eOHOI TMCHUIIMHBI B 3a4eTHBIX eINHULAX € YKa3aHHEM KOJIN4ecTBa
aKaJeMHYeCKHX YaCOB, BbIICJCHHBIX HA KOHTAKTHYIO padoTy 00y4arommxcst ¢
npenoaasareJieM (110 BUAAM Y4eOHbIX 3aHATHH, TEKYIIUH ¥ IPOMEKYTOYHbIH KOHTPOJIb 10
AUCHHUILVINHE) H HA CAMOCTOSITEIbHYIO PadoTy 00y4aromuxcs

3.1 Ounas ¢popma oOyueHus

Buj yue6HOH paboTh 2 ceMecTp

OO0m1ast TpyJ0€MKOCTh AUCITUIUIMHBI, 3a4€THBIX €TUHUIL 4
4acoB 144
AynuTopHasi (KOHTaKTHas1) paboTa, 4acoB 32,2

B T.4. 3aHATHUS JICKIIMOHHOTO TUTIA 16
3aHSATUSL CEMUHAPCKOrO TUIA 16
IPOMEXKYTOUYHAsl aTTECTALIUS 0,25
CamocTrosiTe/ibHasi padoTa 00y4aloUIUXcsl, YacoB 107,7
KonTpoan 4
By mpoMexyTo4HOI aTTecTaiuu 3ayer




4. Conep:kanue TMCHUILUINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBEJECHHOI0 HA HUX KOJHYeCTBA aKAJeMHUYeCKUX YACOB U BH/I0B Y4eOHbIX 3aHATHH
4.1 Ilepeuenv pazoenog OUCUUNIUHBL C YKA3AHUEM MPYOOEMKOCHU ayOUmMOPHOU
(KOHMAKMHOIL) U CAMOCHOAMENbHOU PAdOmbl, 6U006 KOHMPOEl U nepeuHs KOMNEemeHyuil

Ounast popma oOyueHHs

TpymaoeMKocTb, 4acoB Kon
B TOM 4HCIIE HaumeHoBaHue | KOMIIETEHIIUU
HaumenoBanue paszaenoB U TeM ayAUTOPHOU OLIEHOYHOTO
BCETO .\ |caMocTosTen
(KOHTaKTHOM) N CpelcTBa
BHOI paboTHI
paboThI
Pazgen 1. TeopeTtnueckue IMpakTrueckas
! P 32,4 6 26,4 b
OCHOBBI JIEJIONIPON3BOJACTBA paooTta, TeCT,
1.1 Ucropus pa3BuTus pedepar, noknaz
roCyIapCTBEHHOTO 12,5 2 10,5
JleIonpon3BoJicTBa B Poccun VK-1
1.2 Tlenn, 3a7a4u U TPUHIIMIIBI
COBPEMEHHOTO 10,5 2 8,5
JIEJIOTPON3BOJICTBA
1.3 Kunaccuduxarms
Puran 9,4 2 74
JIOKYMEHTOB
Paznen 2. CoBpeMeHHbIE IMpakTrueckoe VK-4
TpeGoBanusa K 0OPMICHHIO 40 12 28 3ajanue (Ha
I[OKyMeHTOB COCTaBJICHHUC U
2.1. HopMaTuBHO-TIPaBOBBIE H opopmnenne
METOTHYCCKIE 176 5 126 OpraHU3aMOHHO-
OCHOBBI JIEJIONIPOU3BOICTBA PacTIOpAUTC/ILHEL
X IOKYMEHTOB)
2.2 Cocrapnenue JIOKYMEHTOB, TeCT,
OpraHH3allHOHHO- YCTHBII OTBET Ha
paciopsIAUTENbHBIX U 7 15,4
BOIIPOC JOKIa
MH(GOPMAITMOHHO CITPABOYHBIX
JIOKYMEHTOB
Paznen 3. Opranusanus paboThI ¢ IIpakTyeckoe VYK-1, YK-4
. P i p 67,6 13,9 53,4 P
JOKyMEHTaMU 3agaHue (Ha
31 OpFaHI/ISaHI/IH COCTaBJICHHUC U
JIOKYMEHT0000pOTa B 12,6 2 10,6 oGopurenre
KaaApOBBIX
OpTraHH3aIHA
3.2 Ocob 6 JTOKYMEHTOB)
2 OcobentocTn paboTe! ¢ 16.1 3,75 12.4 JIOKYMEHTOR, TecT,
KaJIPOBOH JIOKYMEHTAIUEH YCTHBIi OTBET Ha
3.3 Opranuzarus paboTHI C
P LA P 20,3 4 16,3 BOMPOC
oOpaleHIsIMH TPpaXIaH
3.4 DNeKTPOHHBIH
P 18 4 14
JIOKyMEHTO00OOPOT B OpraHU3aINH
HToro 3a cemecTp 140 31,9 107,8
IIpomeskyTOo4YHas1 aTTECTALMS 4 0,25 4 Hrorosoe VK-1, YK-4
TECTUPOBAHUE,
MUCHbMEHHBIN
OTBET Ha
JK3aMEHAIMOHH
bIil BONIPOC
HUTOI'O no qxucuumninue 144 32,2 107,7




4.2 Cooepircanue oucuyuniunsl no pazoenam
Paznen 1. TeopeTuyeckue OCHOBBI 1€JIONIPOU3BOJACTBA

Leaun — wu3ydyeHHe TEOPETUYECKUX OCHOB PA3BUTHS TOCYAAPCTBEHHOW CHCTEMBI
JnenonpousBojacTsa B Poccum.

3agauyu — U3yYUTh OCHOBHBIE MOHSTHS B CHUCTEME JEIONPOU3BOJCTBA, U3YYUTh LEINH,
3ala4yi U NPUHIUIIBI COBPEMCHHOI'O0 ACJIOMPOMU3BOACTBA; U3YYUTb OCHOBHBIC 3Tallbl PA3BUTHUA
roCyAapCTBEHHOTO JEJIONPOU3BOACTBa B Poccuu.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Ucropus pa3BuTUs TOCY1apCTBEHHOT'O AEJI0NPOU3BOACcTBa B Poccun
1.2 Ilenu, 3aauu ¥ NPUHLUIIBI COBPEMEHHOIO JAEJIONPOU3BOICTBA

1.3 Knaccuduxanus TOKyMEeHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHHMSA K 0(OPMJICHHIO JOKYMEHTOB

Hemnm - wusydyeHue TpeOOBAaHUM U HOPMATUBHO-METOJMYECKHX JIOKYMEHTOB K
COCTaBJICHUIO M O(GOPMIICHHIO OPraHU3aLUOHHO-PACIIOPAAUTENbHBIX M HH(POPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, ¢ puMeHeHuemM ACY.

3agaum — mnpuOOpeTeHHE HaBBIKOB MPUMEHEHHMsS HOPMAaTHBHO-IIPABOBBIX AaKTOB,
METOJAMYECKUX  JOKYMEHTOB,  DPETJaMEHTHUPYIOIIMX  BONPOCHI  JEJIONPOM3BOJACTBA U
JIOKYMEHTO000pOTa; NMPHOOPETEHNE TEOPETUUYECKHX M MPAKTUYECKUX HABBIKOB B O(QOPMIICHHU
OpraHU3aIMOHHO-PACIOPSAUTENBHBIX U HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 3J1eMEHTOB pa3jea:
2.1. HopmaTuBHO-TIpaBOBBIE U METOJMUYECKHE OCHOBBI JAEIOIPOU3BOICTBA
2.2. CocraBieHHe  OpraHU3AIMOHHO-PACTIOPSAUTENFHBIX W HH()OPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB

Pa3nea 3. Opranusanus padoTsl ¢ JOKYMEHTAMH

Hesn — u3yduTh paboOTy CiIyKObl JOKYMEHTALIMOHHOTO OOECIeUYeHUs YIpaBlICHMUS,;
pPaccMOTpeTh 3Tambl JOKyMEHTO000pOTa B OpraHU3alli; pacCMOTPETh OCHOBHbIE TPEOOBaHUS K
o(opMIIEHHIO KaJpOBOM JOKYMEHTAIMU U IOKYMEHTAIUHU 10 3aBUTEIbHBIM IOKYyMEHTAM.

3agaun: O3HaKOMUTH OOyHarOIIMXCS, C TPEOOBAHUSMHU HOPMATUBHBIX NPABOBBIX aKTOB,
pPErIaMEHTUPYIOLUX TNOPAJOK CO3JaHMS U ABWKCHUS JOKYMEHTOB; O3HAKOMUTH CTYIEHTOB C
dTalaMM MPOXOKJAEHHUS JTOKYMEHTOB; COPMHUPOBATh y OOYYArOIIMXCS MPAKTHUECKUE HABBIKU
IpaMOTHOTO O(QOPMIICHUS IOKYMEHTOB, C YYETOM IIOJIO)KEHUH HOpPMAaTUBHBIX JOKYMEHTOB;
U3YYHUTh MOPSIOK pabOThl C JMYHBIMU U CIIy’KEOHBIMH JOKYMEHTaMH; OOECIEeUUTh YCBOEHHE
OCHOBHBIX NpaBHJI 00pabOTKH TOKYMEHTOB ¢ npuMmeHeHrneM ACY; 03HaKOMMTH ciymiaTesneil ¢
COBPEMEHHBIMH TEXHOJIOTHSIMU OPTaHU3alUK JOKYMEHTO000pOTa MPEANPUITHIA U OpraHu3aliuii.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:
3.1 Opranusanus JOKyMeHTO000pOTa B OpraHnu3alul
3.2 OcobOeHHOCTH PabOTHI ¢ KaAPOBOH JTOKyMEHTAIHEH
3.3 Opranusanus paboThl ¢ 0OpaIIEHUIMH IPAXKAAH
3.4 DNEeKTPOHHBIN TOKYMEHTOOOOPOT B OpraHU3aInN

5. OueHo4YHbIe MAaTEPUAJIBI IO TUCHHUIIHHE
OneHouyHbIE MaTepHANBl 0 TUCIUILUIMHE TMpEACTaBIeHbl B BHAE (OHIA OIECHOYHBIX
CPEJICTB.



6. MaTepuajibHO-TeXHUYECKOE U YUeOHO-MeTOAN4YeCcKoe o0ecneyeHne 1 CHUIIIUHbI

6.1 Ilepeueny  yueoHO-MemoouuecKozo obecneueHusn no oucyuniune
«/lenonpouzeoocmeo»
No ABTOp, Ha3BaHWE, MECTO M3MIaHUS, U31aTEILCTBO, TOJ M3AHMUs, KOJIHYECTBO CTPAHUII, PEKUM
n/m JlocTyna
1 | MeTtoaudeckre yKa3aHHs 10 H3YUCHHIO TUCIUTLTHHBI
6.2 Ilepeuens yueonvix uzoanuil, He0OX0OUMbBIX 0J11 0C60CHUA OUCUUNIUHBL *
DJeKTpoHHbBIE YUeOHbIC 3AaHUS B AIEKTPOHHO-O0MOanoTeyHbIX cuctemax (Ob6C)**:
No | ABTOp, Ha3BaHME, MECTO U3JJAHUs, TOJ Ccpuika Ha yueOHoe uznanue B ObC
n/n U3JIaHUS], KOJIMYECTBO CTPAHUI]
OcHoBHas:
1.|ITaBoBa, P. C. Jlemonpou3BOACTBO IO bubmuoreunass cucrema «JIAHb»
oOpalieHusIM  TpaXkaaH yueOHoe https://reader.lanbook.com/book/169796#1
nocobue s By3oB / P. C. IlaBnoBa. —
Canxkr-IlerepOypr : Jlans, 2021. — 280
c.
2.|Ky3nenos, 1. H. Jlenonpous3BoacTBo : bubanoreunas cucrema «JIAHDbY»
cupaBoyHoe nocodue / M. H. Kysneros. | https://reader.lanbook.com/book/105543/preview#1
— 6-e m31. — Mocksa : [Jlamkos u K,
2017. — 460 c.
3.| CemeHHXUH, B. B. Kanposoe bubnuoteunas cucrema «JIAHb»
nenonpousoacTeo / B. B. Cemenuxus. | https://reader.lanbook.com/book/143530/preview#1
— 4-e uzn., nepepad. u gomn. — MockBa
: 'poccMenua, 2019. — 628 c.
4.| CemKo, n. A. OCHOBEBI bubmuoreunas cucrema «JIAHBb»
JIeTIONPOM3BOACTBA : ydeOHoe mocobue / | https://reader.lanbook.com/book/141613/preview#1
n. A. Cewmxo, JI. A. AntyxoBa. —
Crasponons : CTI'AY, 2018. — 119 c.
JlonomauTenpHas
5.|ITaBnoBa, P. C. Koudunenumnanbuoe bubmnoreunas cucrema «JIAHDbY»
JIEIIONPOU3BOJCTBO : yueOHOoe mocobue https://reader.lanbook.com/book/169795#1
mns cio / P. C. IlaBmoBa. — CaHKT-
[TerepOypr : Jlanp, 2021. — 308 ¢
6.| Pri0akos, A. E. OCHOBEI bubmuoreunas cucrema «JIAHBb»
nenornpousBojicTBa : yueOnuk / A. E.|https://reader.lanbook.com/book/131907/preview#1
Pei6akoB. — 3-¢ u3m., ctep. — MUHCK :
PUIIO, 2016. — 319 c.
6.3 Ilepeuens r3nekmponnvlx 00pazoeamenbHvlX pecypcos *
Ne DJIEKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctyn B DOP (ceTs UHTEPHET, JT0KAIbHAA
n/n CeTh, ABTOPU30BAHHDII/CBOOOAHBIIH 10CTYI
1 Poccuiickas HanmoHanbHast OMOIHOTEKA http://nir.ru/lawcenter_rnb
[QnexTpoHHBIH pecypc]
2 Poccuiickas ['ocynapcTBeHHas OubimnoTeka http://www.rsl.ru
[37eKTpOHHEIH pecypce].
3 denepanbHbIil 00pa30BaTEIbHBIN TOPTAT http://www.ecsocman.edu.ru
«SKOHOMI/IKa, COLMOJIOrusa, MCHCIXKMCHT»



https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/169795#1
https://reader.lanbook.com/book/131907/preview#1

6.4 CoBpemennble mnpodeccHOHATbHBIC 0a3bl JAaHHBIX, MH(OPMaALMOHHBIE
CIPaBOYHbIE CHCTEMbI H JHIIEH3HOHHOE MPOrpaMMHOe odecedeHne
CoBpeMeHHbIe TpodeccHOHAIbHbIE §a3bl JAHHBIX, HH(POPMALMOHHBIE CIIPABOYHbIE

cucTeMbl, HHUPPOBbIEe  IEKTPOHHbIe  OUOJUOTEKM M JApyrue  3JIEeKTPOHHbIE
o0pa3oBaTejbHbIe pecypchl

1. loroBop o0 moAKIIOYEHUHM K HarmoHambHONW AJEKTPOHHOW OMONMOTEKE W
MPEIOCTaBICHUH  JocTyna K oObekTamM  HamnuoHanpHOW — 3JEKTPOHHOW — OMONIHOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJIOHTaIe

2. Cornamenne o OecrulaTHOM TecToBoM Joctyne K Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cornamenne o OecrulaTHOM TecToBoM Joctyne K Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. Uudopmannonno-crpaBouynas cuctema «[apant» — URL: https://www.garant.ru/
WNudopmannonHo-cripaBounasi cucrema Jlunensuonusid goroBop Ne 261709/0OI1-2 ot
25.06.2021

5. «Koncynbrant [Timrocy. — URL: http://www.consultant.ru/ ceobomabIi 1ocTyn

6. DnekrpoHHO-OMONIMOTeUHast cuctema Agrilibhttp://ebs.rgazu.ru/ (cBunmerenscTBO 0
rocyJIapCcTBeHHOM peructparuu 6a3nl 1anHbix No2014620472 ot 21.03.2014).

Hoctyn K 3JIEKTPOHHOM HH(OPMAIMOHHO-00pa30BaTEIbHOMI cpene,
HH(OPMAIMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTH « AHTepHET»

1. Cucrema nucranumonnoro o60yuyenusMoodlewww.portfolio.rgazu.ru (cBoGoaHO
pacnpocTpaHsieMoe)

2. IlpaBo wucnonp3oBanusi mporpaMmMm it OBM  MirapolisHCM B coctaBe
(GyHKIMOHAIBHBIX 0JIOKOB U Moayei: BuptyanbHast komHaTa. CtanaaptHas auuensus 10 1000
nosib3oBareseit Ha 1 mecsn (Jlunensunonnsrit goropop Ne 77/03/22 — K ot 25 anpens 2022)

3. VHHOBanMOHHAs CHCTEMa TECTHPOBAaHUS — MPOTPaAaMMHOE oOOecredYeHne Ha
wiatpopme 1C ([Jorosop Ne K/06/03 ot 13.06.2017)

4. OOpa3oBaTeNbHbIIl UHTEpHET — HopTayi Poccuiickoro rocyiapcTBEHHOIO arpapHOro
3209HOT0 YHUBEpCHUTETa (CBHIETENHCTBO O PErHCTPAIlMU CPECTBA MAcCOBBIX MH(popManmu D1
Ne ®C77-51402 ot 19.10.2012).

JIMIeH3U0HHOoEe U CBOOOIHO pacnpocrpansieMoc nmporpammMmHoOC odecrneuyeHue

1. OpenOffice —  cBoOOaHBI  makeT  O(GUCHBIX  MPHUIOKEHHH  (CBOOOIHO
pacrpocTpaHseMoe)

2. linuxmint.com https://linuxmint.com/(cBo6oaHO pacmpocTpaHseMoe)

3. DnekrponHo-OnOIMOTeUHast cuctema Agrilib http://ebs.rgazu.ru/(cBumeTenscTBO 0
rocyAapcTBEHHOU peructpauuu 6a3el qaHHbIX Ne2014620472 ot 21.03.2014)

4. O¢unmansHas crpanuna ®PI'BOY BO «Poccuiickuil rocynapcTBEHHBIH arpapHbIi
3a0uHbIil yHHBepcuTeT» https://vk.com/rgazuru(cBo6oaHO pactpocTpaHsIeMoe)

5. Ilopran denepanbHOr0 rocyAapcTBEHHOTO OOPKETHOIO 00pa3oBaTENBHOTO YUPEK-
JIeHHs BbICIIero oOpasoBaHus «Poccuiickuii rocyiapcTBEHHBIN arpapHblii 3a04HBIH YHUBEPCH-
TeT» (cBOOOHO pacmpocTtpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

6. AntuBHupycHoe mporpammuoe obecnieuenne Dr. WEB Desktop Security Suite

(CyOnunensuonnbiii joroBop Nel3740 Ha mepenady HEHMCKIIOYUTENBHBIX MPaB Ha MPOrpaMMBI
i1 OBM ot 01.07.2021).


https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/
http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

6.5 IlepeyeHb y4eOHBIX Ay IMTOPHIi, 000PYA0BAHUS U TEXHHYECKHUX CPEICTB

o0ydeHusi**
IIpexnasnayenue Ilepeyens
HaumenoBanue kopmyca,
noMeneHust o0opynoBaHusi (B T.Y4. BHUPTYyaJibHble aHAJIOIH) U
Ne nomemenus (aynuropum) .
(aynuTopumn) TeXHUYECKHX CPeACTB 00yUeHHUs!

VYueOHas  aynuTopus
ULt MPOBEACHUS
JICKIMOHHBIX 3aHATHN

Y4eOHO-aIMIHUCTPAaTHBHBII
KOpIIyC.

Kab. 129.

Ne TU 140

Crenuanu3upoBanHass ~ MeOenb,  JIocKa  MeJoBasd,
MyJbTHMUJUHHOEC 00OpYJIOBaHHE, IPOCKTOp, OSKpaH
HaCTCHHBIN

YueOHast  ayauTopus
IS 3aHATHH
JEKIUOHHOTO  THIIA,
CEMHUHAPCKOTO  THMA
(cemuHapsl,
NpaKTHYECKUE
3aHATHS, PAKTUKYMBI,
nabopaTopHbIe
paboThl,
KOJUIOKBUYMBI),  JJIs
MPOBEICHUS
TPYIIIOBBIX
KOHCYJIbTaluil u
WHIUBUAYAIbHON
paboTBl  O00yYaBIIUXCS
C  INeJaroru4yecKuMu

Y4eOHO-aIMIHUCTPAaTHBHEII
KOpIIyC.

Ka6. 125

Ne TU 136

Criermanmu3upoBadHas ~ MeOenb,  JIOCKa  MeJoBas.
MynsTUMuARIiHOE 000pYyZOBaHHE, TPOCKTOp, SKpaH
HACTCHHBIN

pabOTHUKAMH, It
IIPOBEJCHUS TEKYILETO
KOHTPOJIA u
IIPOMEXKYTOUHOMI
aTTecTalluy
ITomemenue s | YueOHO-aAMUHUCTPATUBHBIN IlepconanbpHbIE KOMIBIOTEPH B COOpPKE C BBIXOJOM B
CaMOCTOATEIIBHOMI KOpILyC. MHTEPHET
paboThI UuranbHbli 3251
Ne TH 177




MMUHHCTEPCTBO CeNbCKOro xo3sucTBa Poccuiickon @eaepaunu
DenepajibHOE TOCYIAPCTBEHHOE OK0/IKeTHOE 00pa3oBaTe/ibHOE YUpe:KIeHue
BbICLIEr0 00pa3oBaHMs
«PoccuiicKkuil rocyIapCTBeHHBIN arpapHbIi 320YHbINH YHUBEPCUTET»

DoH/I OLIECHOYHBIX CPEACTB JJIl IPOBEIeHHS TEKYLIEro KOHTPOJI U
MPOMEKYTOYHOM ATTeCTANMH 00YUAIIMXCH M0 JUCHUILIHHE
«J1eJIonpou3BOACTBO»

Hanpasnenue noaroroBku 13.03.02 DnekTposHepreTUKa U 3JIEKTPOTEXHUKA

HampaBnennocts (mpoduiab) mporpaMmbl: - OJIEKTPOCHAOKEHUE CEIbCKUX
TEPPUTOPUU

KBanudukauus: Oaxanasp

®dopma oOydeHuUs: OYHas

banammxa 2022 r.
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1.0nucanue noka3arteJeil H KpuTepHeB OLCHUBAHNS IJIAHMPYEMbIX Pe3y/JIbTATOB 00y4YeHHUsI 110 Y4eOHOM THCIUILIHHE

Komnerennmii Nuauxarop VDOBEHE Haumenosanue
C(l)OpMHpOBaHHOCTI/I OCEOCHI/IH* HJIaHI/IpyeMBIe pe3yJabTaThl oﬁyqem/m OLICHOYHOT 0 CpeacTBa
KOMIIeTeHI M i
YK-1. CmocobeH | 3uats (3): 3akonopmarensHble | IloporoBbiii 3HaTh: HOPMATHBHO-TIPABOBBIE W METOJAMYECKHE HOKyMEHTHI, | Pedepar, ycTHBIII oOTBeT Ha
OCYLIECTBIIATH TIOUCK, | aKTHI, NOCTaHOBJICHHS, | (YAOBJIETBOPUTEIBH | PeriaMeHTHPYIOLINE BOIIPOCHI JeJIONPOU3BOACTBA U | BOIIPOC NPaKTHYECKOE 3aJaHue,
KPUTHYCCKHI aHaIu3 ¥ | HOPMATHBHbBIC JOKYMEHTBI | 0) JOKYMEHTO000pOTa; 3HaTh OCHOBHBIE TpeOOBaHUS K | UTOTOBOE TECTHPOBAHHE, OTBET
CUHTE3 nHdopManuy, | perJaMeHTUpYoLHe COCTaBIICHHIO JOKYMCHTa; 3HATh OCHOBHBIC HAMpPAaBJICHHE B | HAa YK3aMCHAIMOHHBIN BOMPOC
OPUMEHSATh ~ CHCTEMHBIN | OpPTaHU3AIHI0 paboTe ¢ MOKyMEHTaMH IO YHH(PHKAIWK W CTaHIAPTHU3ALUH
MOAXO0J sl pEIISHHsS | JENONpPOM3BOJICTBA B JOKYMEHTOB; 3HATh OCHOBHBIC TpPEOOBaHUSI K COCTABJICHHIO
MOCTABIICHHBIX 33124 opranmsaimu KKX JIOKYMEHTOB; byHKUHH JOKYMCHTA, KJTacCU(UKAIHUIO
JOKYMEHTOB, CIIOCOOBI JOKYMEHTHPOBAHHS; 3HaTh COBPEMEHHBIC
TEXHUYECKUE CpeICcTBa M HH()OPMAIMOHHBIE TEXHOJOTHUH,
UCIIONB3yeMBbIe TIPH PEIeHNH KOMMYHHKATHBHBIX 331a4.
YMeTh: TPaMOTHO HCIOJNB30BAaTh IOUCKOBBIE BO3MOXKHOCTH
CHCTEM OJIEKTPOHHOIO JOKYMEHTO00OpOTa; pa3duparsci B
KJIacCH(HKATOpax pasIMYHBIX BHJIOB, YMETb IOJB30BATHCS
HOMEHKJIATypOUd [€d, MEepPEeYHSAMH JIOKYMEHTOB C pa3IMYHbIMHU
CpOKaMH XpaHEHHS.
BﬂalleTb: MOHATUHHBIM armaparoM JUCHUIUIMHBI; BJIAACTH
HaBbIKaMH HCIIOJIb30BAHHUA COBPEMCHHBIX TEXHUYECKUX CPCIACTB
n  MHOOPMAIMOHHBIMH  TEXHOJOTHUSMH  IPU  PELICHHH
KOMMYHUKATHUBHBIX 3aJa4 IIOATOTOBKH OCHOBHBIX BUIO0B
JIOKYMEHTOB, HCIIOJIb3YeMBIX PaOOTHUKOM;
YMeTh: NPUMEHATh METOMKA IpoaBUHYTHI 3HaeT TBepAO: HOPMATHBHO-TIPABOBBIE M  METOJHYCCKHE Pedepart, ycTHbIN 0TBET Ha
nomcka, cobopa, 06paboTKH (xopo1o) JOKYMEHTBI, perJIaMeHTHPYIOLIHE BOIIPOCH! JIEJIONPOM3BOJICTBA U | BOIPOC MPAKTHYECKOE 3a/IaHue,

uH(pOpMAaIINH, CHCTEMHBII
MOJIXOJ] JUTSl PEIICHUS
MOCTABJICHHBIX 3a/1a4 CHCTEMbI
JIeTIONPOU3BOJICTBA
JIOKYyMEHTO000pOTa
OpraHu3aIu

JOKyMEHT0000pOTa; 3HaTh OCHOBHBIE TpeOOBaHMS K
COCTaBJICHHIO  JOKYMCHTa; TBEpAO 3HAET OCHOBHBIE
HampaslieHne B pa0boTe ¢ JOKyMEHTaMH MO YHH(HUKalMU W
CTaHIApPTH3allMM JOKYMEHTOB; 3HaThb OCHOBHBIE TPeOOBaHUSA K
COCTaBJICHHIO JIOKYMEHTOB, ¢GbyHKIMH JOKyMEHTa,
KJIacCU(UKAIINIO JOKYMEHTOB, CIHOCOOBI JIOKYMEHTHPOBAHUS,
3HATh COBPEMEHHbIE TEXHHUYECKHE CPEACTBA M MH(POPMAIHOHHBIE
TEXHOJIOTHH, HCIIOJIb3yeMbIe NPH PEIICHMH KOMMYHHKATHBHBIX
3azad.

YMeeT yBepeHHO: HCIOJIL30BaTh IOMCKOBBIE BO3MOXKHOCTU
CHCTEM DJJIEKTPOHHOTO JIOKyMEHTO00OpOoTa; pa3Ouparbcsi B
KJaccuPUKaTopax palIMuHBIX BHIOB, YMETh IOJb30BATHCS
HOMEHKJIATypOH Jel, HNEepedHsSMU JOKYMEHTOB C Pa3IHYHBIMU
CPOKaMH XpaHEHUSI.

Bianeer yBepeHHO: MNOHATHHHBIM aNmapaToM AUCHUILIUHEL,
BJIa/IeCT HABBIKAMH HCIIOJIb30BAHHS COBPEMEHHBIX TEXHHYECKHX
CPEICTB U HWH(POPMAIMOHHBIMH TEXHOJOTHSMH TIPH PEHICHUHN

HUTOTOBOC TCCTUPOBAHUC, OTBCT
Ha SKSaMeHaHI/IOHHHﬁ BOIIPpOC
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KOMMYHUKAaTUBHBIX  3a1a4 IOATOTOBKHA
JAOKYMCHTOB, UCTTIOJIb3YCMBIX pa6OTHI/IKOM.

OCHOBHBIX BHIOB

Biiajgerh: MeTOIaMH MOUCKA,
cbopa u 06paboTKH, st
pelIeHusI MOCTABJICHHBIX 3a/1a4
B CHCTEME JICTIONPOM3BOICTBA

Bbicokuii
(OTJIMYHO)

3HaeT TBepaO: HOPMATHBHO-NIPABOBBIE U  METOAUYECKHE
JIOKYMEHTBI, PErIaMeHTUPYIOIINE BOIPOCH! AEIONPOU3BOJCTBA U
JIOKyMEHT0000pOTa; 3HaTh OCHOBHBIE TpeOOBaHUS K
COCTaBJICHHIO JOKyMEHTa; 3HaTb OCHOBHBIC HAIIPAaBICHHUE B
pabore C JMOKyMEHTaMH NO YHUGUKAIMM M CTaHJapTH3ALHH
JOKyMEHTOB; 3HaThb OCHOBHBIC TpPeOOBaHUS K COCTABICHUIO
JOKYMEHTOB; ¢$yHKIMH JOKyMEHTA, KIacCH(UKAIHIO
JOKYMEHTOB, CIOCOOBI TOKYMEHTHPOBAHHUS; 3HATh COBPEMCHHBIE
TEXHUYECKUE CPEACTBA W HH(POPMAIMOHHBIE TEXHOJIOTHH,
HCIONb3yEMBIE PU PEIIEHNH KOMMYHHKATHBHBIX 3a/1a4.

YMeeT yBEepeHHO:  HCIOIBb30BATh IOMCKOBBIE BO3MOXKHOCTH
CHCTEM DJJIEKTPOHHOTO JOKyMEHTO00OpOoTa; pa3Ouparbcsi B
K1accuukaTopax pasjMYHBIX BHJOB, YMETh IIOJIB30BATHCS
HOMEHKJIATypoH JeN, MepeyHsAIMH IOKyMEHTOB C Ppa3IMYHBIMU
CpOKaMH XpaHEeHHUS.

Baajneer yBepeHHO: TOHATUIHBIM amNMapaToM AWCIUIIMHEI,
BJaJeTh HaBBIKAMU HCIIOJIb30BaHMUSA COBPEMEHHBIX TEXHHYECKHX
cpeAcTB W MH(GOPMAMOHHBIMH TEXHOJOTHUSMH NPH PEIICHUU
KOMMYHUKATHBHBIX 3aJa4 IOATOTOBKM OCHOBHBIX BUJOB
JIOKyMEHTOB, HCII0Ib3YeMbIX paOOTHHKOM;

Pedepar, ycTHbIil oTBET Ha
BOTPOC NPaKTUUECKOE 3aJaHue,
UTOrOBOE TECTUPOBAHUE, OTBET

Ha K3aMEeHaI[MOHHBII BOIIPOC

YK-4. Cnocoben
OCYIIECTBIISITH JICTIOBYIO
KOMMYHUKAIIHIO B YCTHOH
U MMCbMEHHOH (hopMax Ha
TOCYJTapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu
1 MTHOCTPAHHOM (BIX)
sI3bIKe(ax)

3uaTh (3): CoBpeMEHHYIO
OpTaHH3aIHIIO
JIOKyMEHTO0000poTa U
TEHJCHIINH UCTIOIb30BaHMS
ACY

Ioporosplii
(ynoBJ1eTBOPUTENbH

0)

3naer: OcCHOBHBIE TpPEOOBAaHUS K COCTABICHHIO JIOKyMEHTA.
OcHOBHBIE HampaBiieHHe B paboTe C JOKYMEHTaMH IIO
YHUQHUKAIMK W CTaHAAPTU3AIMU JOKYMEHTOB; 3HAa€T OCHOBHBIC
TpeOOBaHUs K COCTABJICHHUIO JOKYMEHTOB; (DYHKIIMH JOKYyMEHTa,
KI1acCU(UKAIMIO JJOKYMEHTOB, CIIOCOOBI JJOKyMEHTHPOBAHHUS;
COBpPEMEHHBIE TPEOOBAaHMUS K JOKYMEHTAIIMOHHOMY 00ECIIeUCHHIO
yIIpaBJICHUS.

Ymeer: CocTaBisiTh U OQOPMIISIT yNIPABIEHYECKHE JOKYMEHTHI,
B TOM 4YHcJIe WH(POPMAIMOHHO-CIIPABOYHBIC, B COOTBETCTBHU C
TpeOOBaHMSIMK TIPAaBOBBIX AaKTOB M CTaHJApTOB; TPaMOTHO
HCIIONIb30BaTh TTOMCKOBBIE BO3MOJKHOCTH CHCTEM 3JIEKTPOHHOTO
JIOKyMEHT0000pOTa; pasbuparbcsi B KkiaccudukaTopax
pa3IMuYHBIX BUAOB, YMETh I0JIb30BaTbCSl HOMEHKIATYPOH Jell,
NEPECYHAMU TOKYMEHTOB CO CPOKaAMU XPaHCHUSA.

Bﬂa}]eeT: HaBBIKaMH TIPaBUJIBHOTO NMPUMEHCHUSA HOPMATHBHBIX
IIPaBOBBIX aKTOB, METOANYCCKUX JOKYMCHTOB,
periiaMeHTUPYIOIHX BOITPOCHI JeIONIPOU3BO/ICTBA u
JIOKyMEHT0000pOTa.

Pedepar, ycTHBIN OTBET Ha
BOIIPOC IMIPAKTHYECKOE 3aaHue,
UTOTOBOE TECTHPOBAHHE, OTBET

Ha 9K3aMEHalMOHHBII BOIIPOC

Ymets (Y): BecTu AETOBYIO
MIEPETINCKY, yUUTHIBAS
0COOCHHOCTH CTHIIMCTHKH
oHIMATIBHBIX U

IpoaBunyTHI
(xopo1uo)

3naer TBepao: 1o COBPEMEHHOM opraHu3aluu
JIOKYMEHTO0000pOoTa U TeHACHIWU wucnoib3oBanuss ACJ; 3HaTh
ATambl JOKYMEHTO000POTa B OPTaHU3AIH; IPaBUIa PETUCTPALUN
Y WHICKCHPOBAaHUS JOKYMCHTOB;, 3HATh OPTaHU3AIIUI0 KOHTPOJS

Pedepar, ycTHbIit 0TBET Ha
BOIPOC NPAaKTUUECKOE 3aJaHUE,
UTOrOBOE TECTUPOBAHUE, OTBET

Ha K3aMEHaIMOHHBII BOIPOC
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HEO(HUINATBHBIX TIHCEM,
COITHOKYJIBTYPHBIE Pa3JInyUs B
(hopmare KOpPECTIOHICHIINU Ha

rOCYJIapCTBEHHOM H
HHOCTPAHHOM (-bIX) SI3bIKAX.

HaJl MCIIOJTHEHNEM JIOKYMEHTOB; 3HA€T OCHOBHBIC TPEOOBAaHHUSA K
apXMBHOMY XPaHEHHUIO [eJ; 3HAaeT OpraHu3alMi0 ONEepaTHBHOIO
XpaHEeHHUs JOKYMEHTOB B TEKYIIEM JEJIOMPOU3BOJICTBE.

YMeeT yBepeHHO: BeCTH  JEJOBYH MEPENUCKY, YYUTHIBas
O0COOCHHOCTH CTHJIMCTHKH OQHIMAIbHBIX W HEO(PHIUAIbHBIX
MIHCEM, COLIMOKYJIBTYypHBIE paznu4us B ¢dopmarte
KOPPECTOH/ICHIINY Ha TOCYJapCTBEHHOM U HMHOCTPAHHOM (-BIX)
SI3BIKAX; YMEET COCTaBIATh M O(GOPMIATH YNpPaBICHYECKHE,
nH(GOPMANMOHHO-CIIPAaBOYHbIE JTOKYMEHTBI, B COOTBETCTBHH C
TpeOOBaHUSIMH MPABOBBIX aKTOB M CTAaHJAPTOB; YMETh BHEAPSATH
PaMOHATBHYO TEXHOIOTHIO MPHEMa, TIPOXOXKIACHUS, HOATOTOBKU
U OTIpPaBKM JOKYMEHTOB B TpPAAWIMOHHBIX YCIOBHAX U B
ycnoBusAX paboTsl ¢ npumeHeHueM ACY.

Biiageer yBepeHHO: HaBBIKAMU COCTaBieHHS W O(OPMIICHUS
OpraHU3aIIMOHHO-PACIOPSIUTEIBHOMN U nH(pOpMaIMOHHO-
CIpaBOYHON JOKyMeHTanuu, c¢ npumeHeHueM ACY; BraxeeT
HaBbIKaMu paboTel B cucteme ACY; BhajeeT HaBBIKAMHU
NpPaBUIBHOTO IPUMEHEHHMS HOPMATUBHBIX IIPABOBBIX AaKTOB,
METOAMYECKHX JOKYMEHTOB, pErJaMEHTUDPYIONIUNX  BOIPOCHI
JITIONPOU3BOJICTBA M JOKYMEHTO000pOTa.

Baanern (B): HaBBIKAMHU
BEICHUS JICJIOBOW TMEPEIUCKH,
YYUTHIBAS 0COOCHHOCTH

CTHIINCTKHN O(I)I/II_II/IaJ'ILHLIX n
HCO(i)I/ILII/IaJ'IBHBIX IIMCEM

Brbicokuii
(OTIAMYHO)

Hmeer chopmupoBaBuinecsi cucTeMaTHYeCKHe 3HAHUS: 110
COBPEMCHHON OpraHM3allMM JOKyMEHTO000pOTa M TEHICHLUH
ucrions3oBanus  ACJl; 3HaTh dTambl JOKyMEHTOOOOpoTa B
OpraHW3alliy; NpaBUia PETHCTPALUU M HUHACKCUPOBAHMUS
JOKYMEHTOB; 3HaThb OPraHU3alMI0 KOHTPOISA HaJ HCIOIHEHUEM
JOKyMEHTOB; 3HAeT OCHOBHbIE TPeOOBaHUS K apXUBHOMY
XPaHEHUIO M€, 3HAaeT OPTaHU3aIMI0 OIEPATHBHOTO XPaHEHUS
JIOKYMEHTOB B TEKYIIIEM JEIOTPON3BOICTRE.

HmeeT chopmMupoBaBiieecs cucTeMaTHYeCKOe YMeHHe: BECTH
JIETIOBYI0  TIEPETHUCKY, YUYUThIBasi OCOOEHHOCTH CTHJIMCTUKH
opunmanbHBIX W HEO(PUIMATBHBIX ITHCEM, COLMOKYJIbTYPHBIC
pasnmuus B popMaTe KOPPECIOHICHIIMHM Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM (-bIX) SI3bIKAaX; yMEET COCTaBISTH M O(GOPMIATH
yTpaBieHYeCcKHe, WHPOPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHI, B
COOTBETCTBHM C TPeOOBaHMSAMH IPABOBBIX aKTOB M CTaHIAPTOB;
yMETb  BHEAPATh  PALUOHANBHYH)  TEXHOJOTMIO  ITIpUEMA,
MIPOXOKACHUA, MOJATrOTOBKH )4 OTIIpaBKH JOKYMECHTOB B
TPaIUIIMOHHBIX YCJIOBUAX U B YCIIOBUAX pa6OTBI C IPUMCHECHUEM
ACY.

Iloxasan cdopmupoBaBuieecss CHCTEMATHYECKOE BJIAJCHHE:
HaBbIKAMH COCTaBJICHUA W O(pOpMJ'[eHI/Iﬂ OpraHnu3alMoOHHO-
pacnopsauTEIbHON 51 UH(POPMAIIMOHHO-CIIPAaBOYHON
JokyMeHTauuy, ¢ npumeneHueM ACY; BhajeHue HaBbIKAMU
pabotsl B cucreme ACY; BiajeHue HaBBIKAMH NPaBHILHOTO

Pedepar, ycrHBIIT oOTBeT Ha
BOIIPOC MPAKTHIECKOE 3a/1aHME,
UTOTOBOE TECTHPOBAHHE, OTBET
Ha HK3aMEHAIMOHHBIN BOIIPOC
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NPUMEHEHHSI HOPMATHBHBIX IIPaBOBBIX aKTOB,
JIOKYMEHTOB, PETJIAMEHTHPYIOIIHX BOIPOCHI IEIOMPOH3BOICTBA U
JIOKyMEHT0000pOTa.

MCTOOAUYCCKUX

* 3aUTCHO BBICTABIISICTCS IIpHU YPOBHE OCBOCHUA KOMIICTCHIIMU HE HUKE ITIOPOTOBOT'O

2. Onucanye HIKAJ OLeHUBAHUSA

2.1 lllkana oyenusanus Ha Imane MeKyuLe20 KOHmpous

dopma tekyulero | OTcyTcTBue ycBoeHus | [Toporossrit [TponBuHYTHIH (XOPOIIO) Bricokuii (0TIMYHO)
KOHTPOJIA (HUKe HOPOTOBOTO0) (YIOBJIETBOPUTEIILHO)
Brmmonnenue HE BBHINIOJIHEHA Wiu Bce | Pemeno 6onee 50% 3amanus, | Pemeno Gonee 70% 3amaHus, | Bce 3agaHus pelieHbl 0e3
[IPaKTUYECKOI0 3aJaHusl | 3aJaHus peiensl | HO meHee 70% HO €CTh OIIUOKH OLMO0K
HEMPaBUIBHO
VYCTHBIN OTBET HAa BONIPOC | HE BbIMOAHeHa wid Bce | [lenp wu  3agaum  Bompoca | Llens w 3amaun BeimonHeHus | Llenb HanucaHus oTBeTa Ha
3a/laHus pEILIEHbI | JOCTUTHYTHl YACTUYHO. BOIIPOCA JIOCTUTHYTHI. BOIIPOC JIOCTUTHYTA,
HEMPaBUIBHO 3a/1a4M PEIICHBI.
Pedepar He BbIMonHeHa wian Bee | Llems w 3amaum pedepara | Llenp w 3amaum BemonHeHws | Llens Hanmcanus pedepara
3a/laHus pEIICHBI | JOCTUTHYTHI YacTUYHO. | pedepara JOCTUTHYTHI. | IOCTUTHYTA, 3a/1a4u
HETPaBWILHO AKTYyaJIbHOCTh TeMBbI | AKTYyalbHOCTh T€MBI pedepara | pemieHsl.  AKTyaJlbHOCTh
pedepara orpezieNieHa | MOATBEPK/ICHA. Pedepar | Tembl UCCIIEJIOBAHMUS
HeyOenuTenbHo. B pedepare | BBINOIHEH ¢ HE3HAUUTEIbHBIMU | KODPEKTHO M TIOJIHO
BBISIBJICHBl ~ 3HAUUTENbHBIC | OTKIOHEHUSIMU OT TpeOOoBaHUI | 0OOCHOBaHA. Pegepar
OTKJIOHEHHSI OT TpeOOBaHUH | METOJUYECKHUX yKa3aHUM. BBIIIOJIHEH COIJIACHO
METOANYECKUX YKa3aHUU. TpeOOBaHUSIM.

2.2 lllkana oyenusanusn Ha 3mane NPOMeICymouYHol ammecmayuu (3auem u IK3ameH, Kypcosas paboma)

®dopma OtcyrctBue ycBoenust | [loporoselii (ynoBiaerBoputenbHo) | [IpoaBuHyThIl (X0poI1Io) Beoicokuit (0TIMYHO)
IIPOMEXYTOUYHON (HHXe OpPOroBOTO)
aTTecTaluu
Brinonnenue Menee 51% 51-79% 80-90% 91% u 6onee
UTOTOBOTO
TECTUPOBAHUS
OTtBeT Ha HE BBITIOJIHEHA WUJIA BCE [lenp 1 3amaum Bompoca Lenb u 3amaun Ilenp HanMcanust OTBETA HA
9K3aMEHALIMOHHBIN 3a/laHus PELIEHBI JIOCTUTHYTBI YaCTHYHO. BBITNIOJTHEHUS BOIIpOCa BOIIPOC TOCTUTHYTA, 3aJja4uu
BOIIPOC HENPaBUIBHO AKTyanbHOCTh TEMBI pedepara JIOCTUTHYTHI. pEIIEHBI.
orpejiesieHa HeyOeUTENbHO. AKTyanbHOCTb TEMBI
pedepaTa moaTBEpKIACHA.
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3. TunoBbie KOHTPOJIbHbIE 3aJaHUS U HHbIE MATEPUAJIbI, HEOOXO0AUMBIE /11 OLIEHKH
3HAHUI, YMEHM i, HABBIKOB M (MJIH) ONBITA AeSITeJIbHOCTH, XaPpAKTEPU3YIOIIHUX ITANbI
(opMupoBaHus KOMIIeTEHIINI B MpoLecce 0CBOeHHs 00pa30BaTeIbHOI NPOrpaMMbl

®OHJ OHEHOYHBIX CPEJACTB AJIsI TEKYHIETI'O KOHTPOJISA
Pa3znen 1. TeopeTuueckue OCHOBBI 1€JIONIPOU3BOACTBA

3aganme 1. 3amonHuTh TAOMUIly, C y4YETOM  paCIpEIEiCHUs 3aKOHOB M HOPMATHBHBIX
JIOKYMEHTOB, peryiupyroumx ['CJ]

Hassanue noxymeHnra UYro peryaupyer JOKYMEHT, Bunasl 1oxkymeHTOB
OIMCAHHE (mpuBenuTe
puMep)

KomndunmpoBaHHbIe 3aKOHBI

Vka3bl u pactiopsbxkenus [Ipesunenta Poccuiickoit @enepannu, OCTaHOBICHUS
[TpaButenscTBa Poccuiickoit denepaiuu B chepe ae10mpon3BOJACTB

3akoHoJaTeabHbIe akThl cyObekTOB Poccuiickoit denepanny u npaBoBbl€ aKThl, IPUHUMAEMbIE
OpraHaMH MCHOJHMTENbHOM BiacTu cyObekToB Poccuiickoit deneparyu

HopmaruBHbie paBOBBIE aKTHI (heAepalbHBIX OPraHOB UCTIOIHUTENLHON BIACTH
(MHUHHCTEPCTB, KOMUTETOB, CIY»KO0, aT€HTCTB U JIp.), PEIIAMEHTHUPYIOIIHE BOIIPOCHI

JOKYMCHTAIIMOHHOI'O obecneueHus

Texangeckue PEMIaMCHTBI 1 HATMOHAJIBHBIC CTAHAAPTHI B obnactu JOKYMCHTAIIMOHHOI'O
o0ecrieueHHs YIIPaBICHHs

TexHuueckue periaMeHThl U HallMOHAJIbHbIE CTAHIaPThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecreueHus ynpapieHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHUKO-PKOHOMHYECKOM 1 COIMaIbHOMN I/IH(bOpMaLII/II/I

yHH(bHHHpOBaHHBIe CHUCTCMbI JOKYMCHTAIIUN

3ananmue 2. 3anonaurte Tabnuiy. Boummre Buabpl JOKYMEHTOB OTHOCUTEIHHO MEPUOIOB:
[Ipuka3Hoe 1enonponu3BoOACTBO Komnnexckoe Munucrepckoe
JIETIOTTPOU3BOJICTBO JIETTONTPOU3BOJICTBO

OtBerbTe Ha Bompoc. UeM 3HameHarenbHbl Aathl: 23 mapta 1840 r., 1868 r., 27 denpans 1720
r.?

3apanme 3. [TucbMenHo oTBeThTE Ha Borpoc. OOBSICHUTE TEPMUHBI «YHHU(PHUKALUL» U
«cTaHJapTU3auus» AokymeHTa. Kak cooTHOCATCS JaHHBbIE TOHATHS?

3ananue 4. BriGepute U3 MpaBoil KOJOHKH OINpENEeNeHus, OTHOCSIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO MPOHYMEPOBAB UX.
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1. HO,H.TIHHHHK TouHoe BOCTNIPOH3IBCIACHHC NOATHHHHKA

2. Konus Konus, kotopas BHAAETCA B CHyHae YTPaThl No-
NHHHIKA WIH OpHIrHHaNa, 001a1aeT Toil e IpHIM-
YECKOIT CHJION, YTO U NONHHHHK

3. Qybankar Konisa Hexoadmero JoKyYMEHTa, KOTOpRIiT ocTaeTcs
B YUPEKASHHH

4. Brinucka OpuruHan (JOKYMEHT B OKOHUYATENIbHOH peaaKLiH,
othopMneHHHil ¢ yueToM TpebosaHuii [octa)

5. Otnyck Konita odHuHaneHOro J0KYMEHTA, KOTOpas BOC-

NPOM3BOAMT KaKYIO-THOO 4YacTh, 3aBEPECHHYKD B
opHUIANEHOM MOPsAJKE

6. Astorpad JIOKyMeHT, KOTOpbIH HanucaH aBTOPOM OTITYCKa

3aua1me 5. 3anonanTe Ta6J'II/II_[bI 110 KJ'IaCCI/I(I)I/IKaL[I/IOHHBIM IMpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO ITo mecty Ilo crennenu ITo copepxaHuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam Ilo Ha3HaueHuIO o ropuauyeckon ITo cpokam xpaHeHus
UCHOJIHEHUS cuiie

3aganue 6. [[MCEMEHHO OTBETHTE HA CIIEAYIOLINE BOIPOCHI:

1.  Yro Takoe Aen0npou3BOACTBO?

2. Jlaiite onpeneneHue MOHATHIO «I0KYMEHTHPOBAHUE

3. HazoBute ocHOBHBIC PYHKINHU JTOKYMEHTA.

4.  Kakue obmepoccuiickue KiacCU(PUKATOpbl HCHOJIB3YIOTCA NpU  O(OPMIICHUU
OpraHU3al[MOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB?

5. Kakme BuIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHucTeMa OpraHM3allOHHO-
pacnopsAUTENbHON TOKyMEHTAuu?

6. Kakume paznuuaror crnocoObl JOKYMEHTHPOBAaHUS B 3aBHUCHUMOCTH OT CpEACTB
JIOKYMEHTHPOBaHHUSI?

7. Uro mOHMMAIOT NOJ] FOPUANYECKON CUIION JOKyMeHTa?

3ananme 7. IloAroroBbTe NOKJAI C MPE3CHTAMEN MO OJHOW U3 MPEIIOKEHHBIX TEM
(Toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcosepiieHcTBOBaHUE IETIONPOU3BOICTBA HA MPEANPUATUN

2.  Pa3BuTHe NOKyMEHTAIIMOHHBIX CIIy>kK0 Ha COBPEMEHHOM JTarie

3.  TexHumyeckwe CpeACTBa, YIPOIIAIONINE BEIACHHWE JIEJIONMPOU3BOJICTBA HA
PEIIPUATHH.
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4.

HCJ’IOBaﬂ MEPENMCKAa - HCOTBEMIIEMOEC CPCACTBO CBA3U MPEANIPHUATHUA C BHCUIHUMU

OpraHu3alUSIMH.

5. Kak oBnazneTs HCKyCCTBOM JI€JI0BOIO IMChMA.

6 JloKyMeHTHpOBaHHUE YIPABICHYECKOH 1S TETbHOCTH OpraHU3allu.

7. JIOKyMEHT Kak CpeJICTBO 3aKpEIICHHs U PETPAaHCIALUU UH)OPMAIIH.

8.  Mudopmaruzanms nenonpon3BoacTBa

9.  JlokyMeHTHpOBaHHUE TPYJOBbIX OTHOLICHUH

10. KomnbroTepHbIE TEXHOJIOTUHU B ICTONPOU3BOJICTBE

11. Amnanu3 JOKyMEHTOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12. PabGora ¢ KoH}HUAESHIINATHLHBIMHU TOKYMEHTAMHU

13. Opranuzamnus paboThl ¢ JOKYMEHTaMHU

14. Amnanu3 JOKyMEHTOOOOPOTa U METOABI €T0 COBEPILIEHCTBOBAHMUSL.

15. MUcropust pa3BUTHs JOKYMEHTOBEIECHUS

16. CoBpeMeHHOE T0KyMEHTOBEICHHE.

IIpuMepHBbIe TeMbI pedepaToB

1.  Opranuzanus J0KyMEHTOOOOPOTAa: OCHOBHBIE ITPaBHJIA U 3TAIIbI.

2. Drtamsl pa3BUTHS JeNIONPOU3BOACTBA B Poccun.

3. Cuyx0a nenonpon3BoJCTBa U IOKYMEHTAIIMOHHOTO 00eCIieueH sl YIIPaBICHHUS.

4. HopmaruBHO-IpaBoBas 0a3a COBPEMEHHOIO JEJIONPOU3BOICTBA.

5. HopwmartuBHast ocHOBa mpolecca JOKYMEHTHPOBAHUS YIPABJICHUS IEPCOHAIIOM.

6.  OpraHuzanoHHbIE KaJPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, TOPAAO0K
MOJTOTOBKH U O()OPMIICHUSI.

7. JIomKHOCTHAs MHCTPYKLUS KaK OpraHU3allMOHHBIN KaJpOBbIM JJOKYMEHT.

8.  CocraB u BUBI KaJIPOBOH TOKYMEHTAIINH.

9.  JlokyMeHTHpOBaHUE Mpouecca 0pOpMIICHHUS TPYAOBBIX OTHOILICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapp B CTpYKType YIIPaBICHUS

12.  OducHsle cpencTBa pabOTHI C TOKYMEHTAMU

13. 3naueHMe JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTH, KIACCU(PUKALIHS
CIIyKeOHBIX JOKYMEHTOB.

14. VYuuduxanus u craHaapTU3alnus JOKyMEHTOB.

15. Jlenmonpou3BOACTBO B OpraHax MCIOTHUTEIHHOM BiacTh. [lopsiiok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGennocTtr opopmiieHHsI THPHOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. enonpou3BojJCTBO B cOBpeMeHHOM Poccun

18. lenonpou3BOACTBO 1OPEBOIOIMOHHON Poccun

19. enmonpou3BOACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranuzanus 10KyMeHToo0opoTa

21. Peructpanus JOKyYMEHTOB

22. KoHTpOJIb UCTIONHEHUS TOKYMEHTOB

23. CucremaTrHu3anus U XpaHEeHHE JJOKYMEHTOB

24. HowmenknaTypa Jeq OpraHu3alu

Pa3nea 2. CoBpeMeHHbIe TPeOOBaHMA K 0(pOPMIICHHIO JOKYMEHTOB

3apanue 1.Pemmute kpoccBopa
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ITo ropusonTanm:

1.  pexBU3UT IOKYMEHTA, BEIPAXKAIOLIMIA COIJIacHe WM HECOoIJlache

JOJKHOCTHOTO JIMLA C COJIEPKAaHUEM JTOKYMEHTA.

4. pPEKBU3UT [OKYMEHTa, IPEACTaBIAIOLMI €000 COOCTBEHHOPYUHYIO POCIHUCH
IIOJTHOMOYHOI'O JIOJKHOCTHOT'O JIUIIA.

6 - mpuCBOEHME MOPSAIKOBOI0 HOMEpPA Jieja 0 HOMEHKJIATYpe U YCIOBHOE 0003HaUCHHE
CTPYKTYPHOH 4acTH yUpexACHUN, IPOCTaBIIeMble Ha 00JIOKKE Jena.

8. NHUChMEHHOE TMpeNoXKEeHHe O 3aKIYEeHUH JoroBopa (KOHTpakTa) Ha
OTIPE/ICNIEHHBIX YCIOBUSIX.

9. 3anMch MHQOPMAIMM HA Pa3IMYHBIX HOCUTENIAX IO YCTAHOBJICHHBIM IPAaBUIIAM,
00eCreunBaroIUM €€ IOPUINYECKYIO CHITY.

12. nBUKEHME TOKYMEHTOB B OPraHMU3alMM C MOMEHTA UX IOJYyYEHUS WM CO3/1aHus J10
3aBEepLICHUS UCTIOHEHUS WIH OTIPABKH.

13 obpasen, 3TajoH, MOJENb IPUHUMAEMBbIE 32 UCXOJIHBIE JJISI CONOCTABIIEHUSI C HUMH
JIPYTUX IPEeIMETOB.

17. o6s3aTenbHbIN AJIEMEHT OpopMIIeHUsT OPUIIMATIBHOTO TOKYMEHTa

18 noxyMeHT, pUKCHPYIOUIHMI X0/ 3aceAaHusl, COBEIIaHUs.

19. COBOKYNMHOCTh JAOKYMEHTOB (WM JOKYMEHT), C()OPMHUPOBAHHBIX IO KaKOMY-THOO
NpU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 00JIOKKY.

ITo BepTHKAIN:

2.  JTOKYMEHT, (PMKCUPYIOIIMHI COrjalleHne CTOPOH 00 YCTaHOBJIEHHMH KaKHX- JHOO
OTHOILIEHW! U YCIIOBUW UX PETYJIMPOBAHUSA.

3. JlokymeHT, coaepxauuii HMH(GOPMAIMOHHO-CIIPABOYHbIE, AHATUTHUYECKHE WIH
OTUYETHBIE CBEICHUS, TPEJICTABISIEMbIN PYKOBOJICTBY.

5. DJIEMEHT YJIOCTOBEPEHMsI MOMJMHHOCTU TOJINUCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaxX, MPEeAyCMOTPEHHBIX HOPMAaTHUBHBIMHU aKTaMH, YAOCTOBEPSAIOIIMX IpaBa JIHII,
¢dukcupyromux (HakTel, CBI3aHHbIE C (PUHAHCOBBIMHU CPEICTBAMH.

7. 3TO COBOKYNHOCTb pa3JIUYHBIX CBEIEHHUI, CHCTEMa OPraHW30BAHHBIX JaHHBIX,
OTpaKaIOIIMUX MPOLECCH U COOBITUS OKPYIKAIOIIEro MHUpa.
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10. 1OKyMEHT, COCTaBJICHHbIH HECKOJBKUMH JIMIAMU U  TMOATBEPKAAIOIIUN
YCTaHOBJICHHBIE (DaKThI UJIU COOBITHSI.

11. wundopmanus Ha MaTepHaIbLHOM HOCUTEIIE, UMEIOIask OPUANUECKYIO CUITY.

14. nepeyeHp Kakux-nuMOO IAHHBIX (CBEIEHUI), PACIOJIOXEHHBIX B OIpPEICIICHHOM
nopsiike (00OpOTHAS U T.I1.)

15. mpaBOBO#l aKT, W3/MaBaeMbBIii PYKOBOIMTEIEM OpraHa ToCyIapCTBEHHOTO
yOpaBiieHus: (ero CTPYKTYpHOTO IMOJApa3/eNeHus), NeHCTBYIOMNUNA Ha OCHOBE €IMHOHAuajus, B
LENAX pa3pelieHus] OCHOBHBIX M OINEPATUBHBIX 3ajlad, CTOSAIMIMX MEpei JAaHHBIM opraHoMm. B
OTJICNIbHBIX CIydasgX MOKET KacaTbCsi LIMPOKOr0 Kpyra OpraHu3aluil U JODKHOCTHBIX JIMIL
HE3aBUCHMO OT MOAYUHEHHOCTH;

16. ropunuuecku ohOpPMIICHHBIN ITepEYCHb TOKYMEHTOB.

20. 5TO pEeKBU3UT O(PUUIMAILHOTO JOKYMEHTa, NPUAAIONNA HOPMATHBHBIN WM
IIPABOBOM XapakTep ero CoAep KaHuIo

3apanue 2. BunmarenbHo usyunte pasnena 5 «OdopmieHue peKBU3UTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Beinonaute 3a1anusi, B CIy4ae HEOOXOAUMOCTH J00aBbTE HEIOCTAIOIIYIO

uHGOpMALIHIO:
Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaXx HUCIIOJIb3YETCA B KaKux Ciiydasax
peKBU3HTA Tocty) JTAHHBIA PEKBU3UT) YKa3bIBaeTCS B
JIOKYMEHTaX
Busa
IToamnuce

OTMeTKa 0 3aBepeHun
KOIMU JIOKYMEHTa

HaumenoBanue
JOJKHOCTH JIMIIA

CnpaBoYHbIEC JaHHBIE
00 opraHu3aru

Jarta nokymenTa

CchUIKa Ha
pEruCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBIHCI‘O
JIOKYMEHTa

3ananue 3. CocraBbTe U OpopMHuTE NMPUKA3BLI M0 OCHOBHON NeSITEeJIbHOCTH, H JPyrue

pacnopsauTe/bHbIe JOKYMEHTbI, HCOOXOANMBIE B JAHHBIX YIIPABJICHYECCKUX CUTyalHsAX.
Curyanus 1.

3amecturens aupektopa OOO «Otanmon» (3apeructpupoBaHo B T.Ilerpo3aBojcke)
[1.11.AGpamoB 1 nekaOps TeKyllero roja u3iain yKazaHue O rpaduke OTIYCKOB Ha CIEAYIOIUN
KaJICHJAPHBINA TOJI, COTJIaCHO KOTOPOMY PYKOBOJIWTENM CTPYKTYPHBIX MOAPA3JECICHUN JTOJIKHBI
IPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHMKOB C yKa3aHHUEM IIPENI0JIaraeMoro cpoka
OUYEepPEeZHOro OTIIyCKa B CIeayolleM KajeHaapHoM roay. Cpok mpenacrtaBieHus cnuckos — 10
nekabps Tekymiero roga. OtTneny KaJIpoB yKa3aHHEM MPEIIUCHIBAETCS COCTaBUTh CBOJHBIN
rpaguk otmyckoB pabotHukoB OOO Ha cienyromuii KajleHJapHBIA TOJ W TepelaTh ero B
JTUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHE IpaduKa Ha3HaueH HaydajlbHHUK
otnena kaapos [Tankparosa O.}O. Cpok npeacraBnenus rpaduxa — 20 nexadpst TEKyIero roja.

VYka3zanue ObUIO 3aBU3MPOBAHO HAYAJBLHUKOM OTJIENa KaJpOB, TJIABHBIM OyXrajiTepowm,
IOPUCKOHCYJIBTOM.
Curyauus 2.

Hupexkrop OOO «Otanon» (3aperucrpupoBaHo B r.IlerposzaBoncke) JI.b.Ilomos 12
(deBpasis TEKyIEro rofa U3aajl paclopsiKeHHe O MPOBEIEHUU PEMOHTHBIX padoT B 1exe Ne 3 B
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CBSA3M C AaBApUMHBIM COCTOSIHUEM OTONMUTENIBHOW CHCTEMBI Iexa. PacnopskeHunem
MPEUCHIBAIOCH MPOBEJACHUE PEMOHTHBIX PabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObLT Ha3HAYCH HAYAJIIbHHUK PEMOHTHO-TeXHUYECKOH ciyxk0b1 MakapoB [[.M. Cpok BBINOSHEHUS
BceX paboT — 15 deBpans Tekyiero roaa.

OcylecTBiieHHEe KOHTPOJS 3a MPOBEJCHHEM pPEMOHTHBIX paboT BO3jaraioch Ha
HavyaybHUKa 11exa Ne 3 Antonona HO.B.

Pacniopsbkenue ObLIO 3aBU3UPOBAHO HAYAJIILHUKOM  PEMOHTHO-TEXHUYECKOM CITYKOBI
MakapossiM J[.M. u nHauanmpHukoMm mexa Ne 3 AntonoBsiM HO.B., 3amectutenem aupexropa
I1.11. AGpamMOBBIM.

3ananmue 4. CocraBbTe M 0(popMHUTE CJIY:KeOHbIE TUCHMA.
Curyanus 3.

OAO «llepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) gomkHO ObUTO B
COOTBEeTCTBUH C M. 6 noroopa oT 10.07.2003 Ne 12/25 «O mocrtaBke MPOIAYKIHW» TTOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yi., a. 32, 111123, ren./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B Teuenue
Mecsia Koxanyo GypHutypy Ha obmryto cymmy 150 000 py6neit. @aktudecku ke QypHUTYpPHI
Oobut0 cmano Ha cymmy 120 000 pyOneit u HemomocTaBieHO Hpoaykuuu Ha cymmy 30 000
pyOuseii. CornmacHo 1.8 10oroBopa 3a HEIONOCTAaBKY IPOJYKLIMH JOJDKHA OBITh YIUIaueHa
HEYCTOHKa B pazmepe 5%, 9TO OT CyMMBI HEJJOITOCTaBKH coctaBmiio 1500 pyoeii.

Hupexkrop 3A0 «CAHIAEPEJIUIA» B.JI. ®enopoBa obparunace K aupekropy OOO
«IlepBass ®Padpuka» O.J. CokonoBy ¢ npoch00il MEPEYUCIUTh HAa HMX PACUETHBIH CYeT
ykazaHHyo cymmy (1500 py6.). B nporuBnom cinyuae 3A0 «CAHIEPEJUJIA» Oyner
BBIHY)KJICHO 00paTtuthcsi B rocapoutpax. IIMCbMO 0 HEmOmocTaBKe NPOAYKIUH  OBLIO
coctapiieHo ucnoiaureneM P.T. FOaunoit n nognucano ®@enopooii 12 aBrycra TekyIero roja.

3ananme 5. CocraBbTe M o0dQopMHUTE AOKJAAHbIe, M OOBICHUTEJIbHbIE 3aNMCKH,
HEe00X0UMbI€ B CJEAYIOIIHX YIPABJIeHYECKUX CUTYAIUSIX.
Curyanus 4.

Kypsep 3A0 «Dapma» C.C. CoMOB peryisipHO omaszbiBaj Ha padoTy, yeM Hapyliail
TPYIOBYIO AMCUUILIMHY. 3aBeayromias kanuenspueit M.B. lllymunnna HeogHOKpaTHO aenana
eMy 3ameuanus (B ycTHOU (opme), a 12 uIoHs TeKyIero rojaa Oblia BEIHYKJIEHAa 00paTUTHCA C
IaHHBIM BompocoM K ['eHepanmpbHOMy aupektopy A.B. CemoBy ¢ MOKIaJHON 3amucKoi, B
KOTOpOM Mpocuia NpUHATh Mephl auciuiuinHapHoro xapakrepa k C.C. ComoBy.

Pa3nea 3. Opranusanus padoTsl ¢ JOKYyMEHTAMH

HpI/IMepLI 3aJJaHUH IJI5 BHINOJIHEHHS HA NPAKTHYCCKUX 3aHATHUAX

3aganue 1. OPopMuUThH XXKypHai yueTa BXOIAIIMNX JOKYMEHTOB:

HoMmep aokyMeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonuutens Ceprees; nata
nokymenta 18.12.2021; ucxomstmmii Ne 1-2/82; aBtop-ormpasutens 3A0 «Dpa»; KpaTkoe
coJiepskaHue (3aroJIoBOK) JaTa MOCTyIUleHHMsl JokyMeHTa 21.12.2021 o cokpalieHun mocTaBoK
THT 22.12.2007; noanuce ucnoaaurens Ceprees.

3apganue 2. OpopMuTh KypHan ydéra HCXOIAIMUX JOKYMEHTOB:

Ne ni/m 152 153;ucnonnurens Pa3un; kpatkoe copep:kanue nata fokymenta 21.12.2021
o npenorate mo KoHTpakTy Ne 88/117 22.12.2021; anpecar (komy) 3A0 «ITumot» ; Ne nena 4-
7.

3anganne 3. OpopMuTh KypHan yuéra BHyTPEHHUX JOKYMEHTOB!

No nokymenta 88; mata mokymenta 08.01.2021; kto moamucan MBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE TaTHOTO PACIUCaHUs; OTMETKa 00 ucnoigHeHuu Cuaopos.
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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
UcnoyiHuTe b IMoanuce Cpoxk IIpuMeuanus
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

3ananue 4. Cekperapb-TIOMOIIHUK PYKOBOAMTENS, NPEABAPUTEIHFHO IPOCMOTPEB
JIOKYMEHTAIIMIO, TIOCTYIHUBIIYIO B OPraHU3aIIUIo, TIEPEIacT €€ BCIO pyKOBOIUTEN0. [Ipr 3 TOM B
Hanky ¢ JOKYMEHTaMHU BKJIQJIbIBAeTCs MUCHbMEHHBII KOMMEHTApHi, BKIIOYAIOIINA CBEJCHUS O
COCTaBe JJOKYMEHTOB, BOIPOCAX, COACPKAIIUXCS B HUX, OT KOTO TOJyYSHbI JOKYMEHTBI U KOMY
a/IpeCcOBaHBI.

[MpaBUIBbHO JIM B YYPEKICHUM TOHMMAIOT Ha3HAUCHHE OMEpAIMU «IPEABAPUTEIHLHOE
pPacCMOTpPEHHE TOKYMEHTOBY?

KonTpoJibHbIe BONPOCHI:

1.  Kaxkwue sTamsl IpoXoAsaT TOKYMEHTHI, OTIIpaBlieHHbIe opranu3amuei? [Ipeacrasbre
KPaTKYyI XapaKTePUCTHKY.

2. Kakue 1OKyMEHTBI Ha3bIBaIOT IMOCTYMAIOIINMHE, OTIPABIIIEMBIMUA ¥ BHYTPEHHHUE?

3. Kakumu  JOKyMEHTaMH  pPyKOBOJCTBYIOTCS  MPH  IPOCKTUPOBAHUH U
panMoHAIU3aIMU TOKyMeHTo000poTa?

3apanume S. CocTaBpTe IOJOKEHHME O HOBOM CTPYKTYPHOM IIOJPA3ICIICHHH B
aIMUHHCTpaIMU ropoja bamammxu (otaen kaapoB, GUHAHCOBO-OKOHOMUYECKUH OT/AEN, OTIEN
CTPATETHYECKOTO pa3BUTHs) B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB IO HH(pOpMAIMK, OUOIMOTEYHOMY M HU3IATeNbCKOMY Jeny. OpraHu3aluoHHO-
pacnopsiIuTenbHas ToOKyMeHTanus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOBY
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3apanue 6. CocTaBpTe OpraHU3AIMOHHYIO CTPYKTYPY ACIONPOU3BOACTBEHHOM CITY)KOBI
Bameii opranuzanuu. YCTaHOBUTE II€PEUYEHb HOPMATUBHBIX JOKYMEHTOB, KOTOPBIMHU
MOJIB3YIOTCS COTPYIHUKH cITyKOb1 JIOY.
3aganme 7. Onpenenure, K KaKuM BHJIAM JIOKYMEHTOB OTHOCSTCSI IIPE/ICTaBICHHbIE
HUXe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKACHHE 00IecTBa
1.1. TomueiM (UPMEHHBIM HaUMEHOBaHHEM oOmecTBa sBisercsa: OOImeEcTBO ¢
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». CokpamenHoe ¢upMeHHOE HaMMEHOBAaHUE
obmectBa - OO0 «HOTA».
1.2. MecronaxoxaeHue odmectBa (IMOYTOBBIA anapec): MoJjoaeXHbIH mpocH., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparus.
Texker 2
OO01mure mooKeHus
1.1. Cekperapb-peepeHT OTHOCUTCA K KaTEropuH CHEIHAIUCTOB MpPeaNpHUsITHS,
IPUHUMAETCS ¥ YBOJIBHSIETCA JUPEKTOPOM.
1.2. OcHOBHBIMH 3aJauaMH cekpeTaps-pedepeHTa sBISETCS OPraHu3allOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBICHYECKOMN 1eATEIbHOCTH. ..
Teker 3
1.1. DnexTponpoBoaka B YYEOHBIX MOMEILEHUSAX JIOJKHA HAXOAWUTHCS B HMCIPABHOM
coctosiHuU. CONPOTUBJICHUE H3OJIALUN MPOBOJOB JOJKHO TMEPUOAUYECKU 3aMepAThCS, MPU
HEOOXO0JUMOCTHU J0KEH IPOU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NPUMEHSATH AJS 3AMIUTHI 3JIEKTPOCETEH BMECTO aBTOMATHYECKHX
IpeloXpaHuTeNeH U MJIaBKUX BCTABOK 3aIUTY KyCTaPHOI'O U3TOTOBICHUS (<GKYUKH»).

[IpumepHBbIii epeyeHb BOMPOCOB /IJI1 YCTHOI'O OTBETA HA CEMHMHAPCKHUX 3aHATHI

1. KakoBbl coBpeMeHHble TpeOOBaHMS K S3bIKY M CTWIIO YIPaBICHYECKHX
JIOKYMEHTOB?

2. UYro coboii npencrasisger Ycras opranuzanun? KakoBbl OCHOBHbIE TpeOOBaHUS K
€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kax opopmuts [lonoxxenue o0 otaene uiam ciayx0e opraHuzanun’?

4 Kak oopmuts mratHoe pacnucanue?

5. Kaxue TpeGoBaHus NpeabABISAIOTCS K 0(OPMIIEHHIO IOTOBOPA, KOHTpaKTa?

6 Uto Takoe UHCTPYKIIUS, KAKOBO €€ cojiep:kanne u ohopmiieHue?

7 OpraHu3anoHHbIe JOKYMEHTHI IPeTPUATHUS.

8.  PacmopsauTenbHble TOKYMEHTBHl MPEONPUATHS: TPUKa3bl TI0 OCHOBHOMU
NeSITebHOCTH; PACTIOPSKEHNUS, PEIICHUS.

9.  HMHbopManmoHHO-CIIpaBOYHBIE JTOKYMEHTHI: TIPOTOKOJBI, IIOJHAS W KpaTKas
dopma ux opopmiIeHUs.

10. HWudpopmanmoHHO-CIIPaBOYHBIE JIOKYMEHTHI: aKTBhI; ci1yKeOHbIe 51
OOBSICHUTEIIbHBIE

11. KaxkoBsl 3Tansl pabOTHI ¢ BXOASIIMMHU JOKYMEHTAMHU ?

12. Kak crpoutcs paboTa ¢ UCXOASIIUMH JOKYMEHTaMU?

13. KakoBa TexHOJ0THS pabOTHI ¢ BHYyTPEHHUMH TOKYMEHTaMU ?

14. Kakwue 3agaun J0KyMEHTO000pOTa pelIaeT perucTpanus J0KyMeHTOB?

15. Kakue ympaBieHYECKHE TOKYMEHTbl HE MOMJIEKAT perucTpaluu B CIoyxkOax
JIOKYMEHTALMOHHOTO 00eCTieYeHHs yIpaBIeHus?

16. KaxoB mopsok perucTpanny yrupaBIeHuIeCKoro JOKyMeHTa?

17. Kakwue cymecTByOT BUJIbl KOHTPOJIS UCIIOTHEHUS JOKYMEHTOB?

18. Kakme omnepanmuu 1O KOHTPOJIO WCIOJIHEHUS JOKYMEHTOB OCYIIECTBISIOT
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CITyObI TOKYMEHTAIIMOHHOTO 0OecTieyeH sl yIpaBieHus?

19. Kak ocymiecTBisieTcsi cicTeMaTrU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe Aeno, C TOUYKU 3peHHs JoKyMeHToBeneHus? [IpuBeaure npumepsl aed,
XPaHAIMIUXCA B OPraHU3aIIH.

21. Packpoiite cojepxaHue MOHATHS «HOMEHKIaTypa aem». Kakoe MOMKHOCTHOE
JMIIO B OPTraHU3alliy OTBEYAET 3a COCTABJICHUE U BBEJCHHUE B ICHCTBIE HOMEHKIATYPHI J1es1?

22. KakoBbl peKBU3UTHl HOMEHKJIATYPBI A€’

23. KakoBa cozmepkareiabHas 4aCTh HOMEHKIIATYPBI 7

24. Kakue npu3HaKky 3aBeICHUS JieJ1a UCIIONIB3YIOTCS IpU (hopMHUpOBaHUH Jen?

25. KaxoB ocHOBHOU npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jesia?

26. Kakue HopMmaTtHBHBIC TPeOOBaHHS HEOOXOIUMO COOJIOAATH TIPH (POPMUPOBAHUHU
nen?

27. Kak ocymiecTBisieTcsl MOATOTOBKA JIe] K apXMBHOMY XPAaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuka UCIOJIb3yeTcs AJI COCTAaBICHHS IOKYMEHTOB B COBPEMEHHOM
JIeIOTPOU3BOJICTBE?

29. Kakas oprrexHuKa UCHONB3YeTCs JUIsl MOMCKA, paHEHHs U TMepefadn T0KyMEHTOB
B COBPEMEHHOM JIETIOTIPOU3BOACTBE?

30. KakoBbI BO3MOXXHOCTH KOMITBIOTEPHBIX TEXHOJOTHH B JIOKYMEHTAIIHOHHOM
o0ecrieueHn! ynpaBiaeHus?
31. KakoBbI BO3MOXXHOCTH CPE/CTB TEJIEKOMMYHHMKALUH B IOKYMEHTAIIMOHHOM

o0OecrieueHn! ynpaBiaeHus?
32. B kakux ciyyasx TPUMEHSIOTCS CTaHAapTHbIE OQHCHBIE TPOTPaMMBI B
OpraHHU3aLUH JeJI0NPOU3BOACTBA?

KOMIIJIEKT TECTOB
AJIsl IPOMEKYTOYHOM aTTecTaluM (3a4eT) N0 AMCHHUILINHE «/(esIonpon3BoacTBO»
3K321M€H HpOBOI[I/ITCﬂ B BUAC UTOTOBOI'0O T€CTAa U OTBETA HA BKSaMeHaHHOHHLIﬁ BOHpOC.

IIpumepHbIe 3aJaHUS HTOTOBOI0 TECTA
1. lokyMeHTallMOHHOe oO0ecneyeHHe YIPABJIEHYECKUX PpelleHuil, Kak Mmpouecc
BKJIIOYAeT B cels:
a) JOKYMEHTHUPOBAHHE PELICHHUS;
0) nH(MOPMALIMOHHYIO MTOAJIEPKKY PELICHUI;
B) IOKyMEHTHPOBAHUE PEIIEHUS U KOHTPOJIb 3@ €T0 BHIIOJIHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOH KoMuccHU?
a) oT 2 u Ooinee
0) 6 u 6osee
B)2 10 5
r) 4 u 6onee
3. Korna perncrpupyrorcsi HCXoasilue 10KyMeHTbI?
a) B IHb OTIIPaBKU
0) B JIEHb MOAITUCAHUS
B) B ICHb COTJIaCOBAHUS MTPOEKTA
T') HE PETUCTPUPYIOTCS
4. HoMeHKJIaTypa JeJ COCTABJISIETCS:
a) B 3 K3eMIUIIpax;
0) 4;
B) 2.
5. YkakuTte, Kakue JOKYMEHTBI COCTABJIAIOTCS MO Pe3y/bTaTaM IKCHEePTUH3bI
LHEHHOCTH JOKYMEHTOB.
a) perieHue IKCIEePTHON KOMUCCUHT
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0) aKT O BBIJCJIEHUHU JOKYMEHTOB Ha YHUUYTOKEHUE
B) ciyeOHas 3ammcKa 0 3aceJaHuu KCIIEPTHON KOMUCCHU
T') IPUKa3 0 OCHOBHOM JEATEIbHOCTU
6. KTo umMeeT npaBo NpoA/IuTh CPOK MCIOJHEHUS TOKYMeHTa?
a) U110, KOTOPOE €ro YCTaHOBHUIIO
0) U110, KOTOPOE UCTIOTHSET JOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
I') ceKpeTapb
7. Ilpu kakoM o0beMe TOKYMEHTO000POTA MPUMEHAETCS KYPHAIbHAsI CUCTeMa

perucrpanumn’?

— 3TO:

a) 1o 10 000 TOKYMEHTOB B o
0) 1o 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IIyTh, KOTOPBIIi MPOXOAUT JOKYMEHT OT HAYAJIA €r0 CO3IaHMs 10 CIaYu B apXUB

a) JOKYMEHTHPOBAHHCE;

0) IeIOTPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

I') CUCTeMa JJOKyMCHTAIINH.

9. JlokyMeHTbI, KOTOPBIE N0 COMEPKAHNIO SABJISIOTCS CeNH(UIeCKMMH H HOCHAT

XapakTep pa3oBoro 10KyMeHTa — 310:

a) UHAUBUyalIbHbIE JOKYMEHTHI,

0) TUIIOBBIE TOKYMEHTHI;

B) IPUMEPHBIE TIOKYMEHTHI;

r) TpadapeTHble JOKYMEHTHI.

10. [desa BpemenHoro xpanernus (10 10 jer):

a) MMOJLIMBAIOTCA B TBEPAYIO O0JIOKKY;

0) Ha OTJIEJILHOM JIMCTE JIeJIaeTCsl 3aBepUTebHas HAAINCh;

B) U TO U JIPYTOE;

T') HU TO, HU JIpyTOe€.

11. IlpaBoBoii akT, omnpegeJsilOlMii NOPSAAOK (OpPMHPOBaHHUs, 3aJaYH,

00513aHHOCTH, NMPaBa, OTBETCTBEHHOCTh W OPraHU3anuI0 padoTbl NMPEeANPHATHA B LEJIOM
WJIM ero CTPYKTYPHBIX NOAPa3/ieJIeHUuil — 3T0:

a) TPYJOBOM JOTOBOD;

0) MOJI0KEHNUE;

B) JIOJDKHOCTHASI HHCTPYKIIHS,

I') LITATHOE paclucaHue.

12. K opraHu3auHOHHBIM JJOKYMEHTAM OTHOCSITCS:

a) yCTaB, MTaTHOE paclUCaHue, ITOJIOKECHUE O CTPYKTYPHOM TOIpa3 IeIICHUH,

AOJDKHOCTHBIC NHCTPYKIIUU

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TIOJTOKEHUS;
B) POTOKOJIBI, aKThI, 00BSCHUTEIbHbIE U 0K IHbIE 3aIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIIUCAHUE, TIOJ0KEHHE O CTPYKTYPHOM IOAPA3IEICHUH,

JOJDKHOCTHBIC MHCTPYKIHU.

13. Tlucbma, KOTOpPbIe HANMPABJISIOTCS C HEJbI0 MOATBEPIKAEHNUs JAAHHBIX paHee

o0eaHMil WJIN OTOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENbHbBIE TUCHMA;
0) rapaHTHITHbIE TUCHMA;

B) IUCbMa-TIOATBEPKACHUS,

I') NUCbMa-peKIaMalliu.

14. ToxkyMeHT0000pOT — 3TO:
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a) ABMXXCHUC NOKYMCHTOB B OpTraHHU3allMi C MOMCHTA UX IMOJTYYCHHUA UJIU CO3aHUA

A0 MOMCHTA OTIIPABKU HUJIN UCIIOJIHCHU A,

0) co3aaHne ONTUMAIBHBIX YCIOBUM sl paObOThI C TOKYMEHTAMH,
B) IIPOLIECC CO3JaHUS TIOKYMEHTA.
15. Kaxkue U3 3THX JOKYMEHTOB HANPABJISAIOTCSH OT BbILIECTOSLIET0 YPOBHS

YIpaBJEC€HUSA K HUKECTOAIIEMY

No ok w

© ®

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.

25.
26.

a) MpUKas3;

0) 3asBJICHUE;

B) yKa3aHUE;

r) ciry>keOHas 3anucka?

16. Opranusamnus padoThl ¢ JOKYMEHTAMH HAYMHAETCS:
a) C UCIIOJIHEHUS IOKYMEHTA;

0) HarpaBJIeHUS TOKYMEHTA Ha HCIIOJHCHHE;

B) IIpUEMa BXOJIAIIETO JOKYMEHTA.

HpI/IMepHLIi/i MNEPEICHDb IK3AaMCHAIIMOHHBIX BOIIPOCOB:

Llenu, 3a1a4M ¥ IPUHIAITEI COBPEMEHHOTO JIEJIOTIPOU3BO/ICTBA

JIOKyMEeHT Kak HOCUTENIb MH(MOPMALUU M KaK CPEACTBO pealM3alUU YNPaBIECHUYECKUX
GyHKIMIA.

JIOKyMEHT: NOHATUE U OCHOBHbIE TPEOOBAHHUS K €r0 COCTABJICHUIO

Knaccugukarus 10KyMEeHTOB

CoctaB 1 0COOEHHOCTH PabOTHI € KaJPOBOIl TOKyMeHTaLueil

Pabora ¢ kKoHpUAEHIINATEHBIMHU TOKYMEHTAMHU

OcobeHHoctu paboThl € OOpalleHUsIMM M JKajoOaMu OT rpaxaaH J[OKyMEHT Kak
HOCHUTEIIb MHPOPMALIUHU U KaK CPEJCTBO peaIM3alii YIPABICHUECKIX (YHKIIUH.
HopmaTuBHO-ITpaBOBbIE U METOINYECKHE OCHOBBI JI€TIOIPOM3BOJICTBA

YHuuKanus u CTaHJApTH3alMs KaKk OCHOBHBIC HAIPABIICHHS COBEPIICHCTBOBAHHMS
JOKYMEHTalH. DTanbl JOKyMEHTO000pOTa B OpraHu3aluu

Opraauzanus padoThI ¢ TOKYMEHTaMHU.

WNupekcarus 10KyMEHTOB, paBUIIa MHIEKCAIIUH JJOKYMEHTOB

KoHTpob, 32 HCTIOTHEHHEM JJOKYMEHTOB

[ToaroToBka aen Kk apXUBHOMY XPaHEHUIO

DNEeKTPOHHBIN TOKyMEHTOOOOPOT B OpraHU3aluu

Opranuzanus J0KyMEHT0000poTa

Perucrpanus 10KkyMeHTOB

KoHTposb ucnosHeHns J0KyMEHTOB

Cucremaruzanus 1 XpaHeHHE JTOKyMEHTOB

@denepanbHOe 3aKOHOAATENbCTBO 00 opranuzaiuu JIOY, TpeGoBaHus YHUPHKALMU U
CTaHJApTH3AIHH.

OCHOBHBIE HampaBJICHUS COBEPIIECHCTBOBAHMS cocTaBa U (GOpPM JIOKYMEHTOB B
coruanbHOU chepe.

Bunsl  10KymMeHTOB  (pacnopsiiMTeNbHBIE, OpraHU3allMOHHbIE, WH(POPMALUOHHO-
CTPaBOYHBIC) U MX XaPAKTEPUCTUKH.

[TepeuHn TOKYMEHTOB C TUIOBBIMHU CPOKaMM XpaHEHUs. 3HaYCHHE MepeuHe U MopsIoK
WX IPUMEHEHHS B JETIOMPOU3BOJICTRE.

Opranu3anronablie (OpMBI  JeNoNpou3BoAcTBAa. VX 3aBUCUMOCTh OT CHEHM(DUKH H
OpTraHU3aIMOHHON CTPYKTYPBI YUPESIKICHHUS.

JlokymeHTo060poT. OmnpeneneHue, XapaKTepuCTUKa OCHOBHBIX JOKYMEHTOIIOTOKOB.
[TpaBuiia opranu3aiiy JOKyMeHTOO00pOTa OpraHU3aIiy.

JIoKkyMeHTOO00pOT Kak A(PQPEKTHUBHBII HMHCTPYMEHT ONTHUMH3ALMU YIPaBIECHUYECKUX
pELICHM.
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217.
28.
29.

30.

31.
32.

33.
34.
35.
36.
37.
38.
39.

40.

TexHomnorust paboThl ¢ 0OpaleHUsMU IPAXKAAH B AETONPOU3BOICTBE OpraHU3alllu.
TpeboBaHMs 3aKOHOIATENBCTBA K OpraHU3aluu paboThl C 00OpaIICHUSIMUA TPAXKIaH.
Howmenknarypa nen, e€ 3HaueHue, BUAbI HOMEHKJIATYp J€Jl, METOAMKA COCTABICHMS
HOMEHKJIATyp /el

[TonsATHE «IKCHEPTU3BI LEHHOCTH» JOKYMEHTOB B J€JIOINPOU3BOICTBE, 3a/1a4l U MOPAI0K
POBEICHUSL.

TenaeHuMN pa3BUTUSA JIEKTPOHHOIO TOKYMEHTO000pOTA.

[IpaBoBOlf cTaTyC O3JIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATE€IbHOE W HOPMATHBHOE
pEryJaupoBaHKE UCIOIb30BaHUS SJIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHbBIE JOKYMEHTHI U
0a3bl JaHHBIX B COIUAIBHOM cdepe.

JIOKyMEHTBI HO IMYHOMY COCTaBY U UX OCHOBHBIE BHJIbI.

Oranbl 00pabOTKU BXOAALINX JTOKYMEHTOB.

[TepBuunas 06pabOTKa BXOIAIMMUX JOKYMEHTOB.

[TpuHsATHE yIPaBIEHYECKOTO PEIICHUS 10 KOHKPETHOMY JOKYMEHTY.

O06paboTka OTHpaBIIEMbIX TOKYMEHTOB.

Perucrpanus 10KyMEHTOB.

@opMbl  perucTpanyu  JOKYMEHTOB:  IIEHTpaJIM30BaHHas, JIELEHTpaTIU30BaHHas,
CMEIIaHHAS.

KoHTposb ucnosHeHus J0KyMEHTOB.
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