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1. Ilepeyens mNJIAHMPyeMBbIX Ppe3yJabTATOB O0y4YeHUs] IO JAUCHHUILIMHE,
COOTHECEHHBIX C IVIAHUPYEMbIMHU Pe3yJIbTATAMHU OCBOCHHUSI 00pa30BaTeJbHOM

NPOrpamMMmblI

1.1. {ucunmiauna b1.0.21 «/lokymeHTallMOHHOE oOecrieyeHrne U JAeJIONPOU3BOJACTBO B
rocy1apCcTBEHHOM M MYHHMUMIAJBLHOM YIpaBJeHUN» o0ecledyuBaeT OBJAJeHUE
cJIeAyIONUMHA KOMIETeHIUsIMU:

Kon HaumeHoBaHue Kon HaumeHoBaHue
KOMIIeTEeHI[UH KOMIIEeTeHIIUH KOMIIOHEHTA KOMIIOHEHTA
KOMIIETEHIIUH KOMIETEHIIHN
OIIK-5 CnocoOeH uCToib30BaTh B OIIK-5.3 JleMOHCTpHUpYET HaBBIKU

npodeccCHoHABEHOM IeATEIBHOCTH
nH(pOpPMaIMOHHO-
KOMMYHHKAITUOHHBIE TEXHOJIOTHUH,
TOCYJJapCTBCHHBIC U
MYHHUIUTIATbHBIE
WH(POPMAIIMOHHBIE CUCTEMBI,
MPUMECHSITh TEXHOJIOTUU
AJIEKTPOHHOTO TIPABUTEIILCTBA U
MIPEIOCTABIICHUS TOCYIaPCTBEHHBIX
(MyHMIIMTIIAIBHBIX) YCIYT

NPUMEHEHHS TEXHOJIOTH
AIIEKTPOHHOTO
MPAaBUTENIbCTBA U
IPEeI0CTABICHUS
roCyJIapCTBEHHBIX
(MyHUIIUTIAIBHBIX) YCIYT

1.2. B pesyabtrare ocBoenusi qucuuiuimabl 51.0.21 «/lokyMeHTannmoHHoe olecreyeHue M
J1eJIONPOU3BO/ICTBO B TOCYJaPCTBEHHOM M MYHMIHINAJbLHOM YNPABJIEHHHM» Y BbINTYCKHUKA
JAOJIKHBI ObITH ) OPMHUPOBAHBI:

OT®/T® Kon Pe3yabTaThl 00yuyeHus
(npu HATHYHH KOMIIOHEHTAa
npodcrangapra)/ KOMITETEHIIUH
npodgeccuoHabHbIE AeiicTBUSA
BECTH JIEJIONPOU3BOJICTBO U OIIK-5.3 3HaHun: HOPMAaTHUBHO-METOINYECKON
JIOKyMEHTOO0OpOT B OpraHax 0a3pl JTOKyMEHTOBeI4Yeckoil 00paboTku

rOCyIapCTBEHHOW BJIACTH
Poccuiickon denepanuu, opranax
rOCyIapCTBEHHOW BJIACTH
cyonexToB Poccuiickoit
®denepannu, OpraHax MECTHOTO
CaMOYTpaBIICHHUS,
roCy/1apCTBEHHBIX U
MYHUIUTNIATBHBIX TPEANPUATHSIX U
YUPEKICHUSAX, HAYIHBIX U
00pa3oBaTeNbHbIX OpraHU3aIHIX,
MOJINTUYECKUX MaAPTHUSX,
00I11eCTBEHHO-TIOJIUTUYECKHUX,
HEKOMMEPUYECKHUX U KOMMEPUECKHUX

OpTraHHu3aluiIX;

- OCYLUECTBJISITH AEUCTBUSA
(aIMUHUCTPATUBHBIE MTPOLIETYPHI),
o0ecrieunBaromue
IPeI0OCTaBIEHUE

uH(popMaLnu; TEPMHHOJIOTHYECKOTO
KOpIIyca IEJIONPOM3BOACTBA M IPOLECCOB

KU3HEHHOT0  I[MKJIAa  JIOKyMEHTOB B
OpraHu3aluy;

Ymenusn: YMETh BbIOpATh
COOTBETCTBYIOIIUI CUTYyaIlH THI
JIOKYMEHTa IS MIPUHATHUSA
YIPaBIEHYECKOTO PEIICHUs; CO3[aBaTh U
pelaKkTUpOBaTh OpraHu3alMOHHO-

pacnopsiAMTenbHble ¥ UH(GOPMAaLMOHHO-
CIIPABOYHBIE JJOKYMEHTHI B OpraHU3aluu;

HaBpIku: BiaseTs HaBbIKAMH NTOJATOTOBKHU
HEOOXO/UMBIX JIOKyMEHTOB Ha OCHOBAHUU

IIOMCKA W AaHaJIW3a HOPMAaTHBHOW U
[IPaBOBOM uHpOpMaLnY; HaBbIKAMU
OpraHu3alNH mporuecca

JACJIONIPOU3BOJICTBA B OpraHU3aluu




rOCYJapCTBEHHBIX U
MYHHUITUTIATIBHBIX YCIYT B
COOTBETCTBUH C
3aKOHOIATEILCTBOM Poccuiickoi
®denepaunu;

- OCYIIIECTBIIATh TEXHOJIOTHYECKOE
o0ecrieyeHne ciykeOHoit
JEATEILHOCTH CTICIIHAIUCTOB (110
KaTeropusiM U rpymmam
JIOJDKHOCTEHN TOCYIapCTBEHHOM
IPAXKIAHCKOW U MYHULMITAJIbHON
CITYXOBI);

- OPTaHU30BBIBAThH
UH(POPMALMOHHO-aHATUTHYECKYIO
Y OpraHU3aIMOHHO-
aJIMUHUCTPATUBHYIO MOICPKKY
JESTEIIbHOCTH PYKOBOIUTENS
OpraHu3aIu.

2. O0beM HW MeCcTO [UCHUIUVIMHBI B CTPYKType 00pa3oBaTebHOI
NMPorpaMmbl

O0beM JUCHUIIINHBI

OOmasi TpyI0EMKOCTh JTUCIMILIMHBI COCTaBiseT 3 3adeTHble eauHuibl, 108 akamemuueckux
4acoB, 81 acTpOHOMUYECKHUH Yac

I[I/ICIII/IHJII/IHa pcamn3yeTrcda 4YaCTUYHO C TMNPUMEHCHUEM JUCTAHIIMOHHBIX O6pa3OBaTCHBHBIX
texHoyoruit (nanee — J10T)

Ounas ¢popma o0y4eHus1

Bun pa6oTsl TpyaoemkocTb Tpya0eMKOCTh
B aKa/l. yacax B aCTPOH. Yacax
O0mas Tpy10eMKOCTh 108 81
Konrakrnas pa0ora c npenojgasarejieM 48 36
Jlexun 16 12
[IpakTnueckue 3aHATHSA 32 24

JlaGopaTopHbIe 3aHATHS

CamocrosiTesbHast padoTa 60 45

KonTpoJsb

@DOopMBI TEKYILIEro KOHTPOJIS YCTHBIN OIIPOC, peleHne KecoB,
JOKJIaI-TIPE3EHTAIS], TECTUPOBAHUE

®dopMa NPOMEKYTOYHOI aTTecTauMu 3a4er




OuHo-3204Hast popma o0yUeHUsI

Bua pa6oTnl TpynoeMKOCTb TpynoeMKoCTb
B aKa/l. yacax B aCTPOH. Yacax
O0111as1 TPY/10EMKOCTh 108 81
KonrakTHasi padora ¢ npenojaaBarejieM 32 24
Jlexumn 16 12
[TpakTHyeckue 3aHsATUS 16 12
JlaGoparopHble 3aHATHS
CamocrosiTejibHas padoTa 76 57
KoHuTtpoJsb
@OpMBI TEKYILETO KOHTPOJISA YCTHBIN OIIPOC, PEIICHUE KEHCOB,
JIOKJIa(-IIPE3EHTALNs], TECTUPOBAHUE

®opMa NMPOMEKYTOYHON aTTECTALMH 3a4eT

*[Ipu  peanu3anuum JUCUUMIUVIMHBI ¢  ucnojn3oBannemM JIOT  npenogaBareib
CaMOCTOSITEJILHO afanTupyer ¢GopMy TeKylIero KOHTPOJIA, YKa3aHHOTO B TadJuuie, K
CHCTEeMe IMCTAHIMOHHOIr0 00y4enus (m.3, n.4.1, n.4.2).

MecTo AuCHMILVIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOI NPOrpaMMbl

Huctunmuaa b1.0.21  «/lokymeHTaunoHHOe o0ecrieyeHre M 1eJONPOU3BOACTBO B
rocylapcTBeHHOM M MYHUIUNAJBHOM YIPAaBJEHHHW» OTHOCUTCS K JUCIHUILUIMHAM
00s13aTenbHOM yacTu y4yeOHOro IUlaHa [0 HampasieHuto noxarotoBku 38.03.04
«[ocymapcTBeHHOE UM MYHHUIMIAIBHOE  YIPABJICHUE»,  HAIMpPABJICHHOCTh  (MPOQHIIb)
"D} dexTuBHOE TOCYNapCTBEHHOE yIpaBiieHHEe" W M3ydaeTcs CTyJIeHTaMH B 3 ceMecTpe (ovHas
dopma 0OyueHus), B 4 cemectpe (04HO-3a0uHast hopma 00yIEHUs!).

I[I/ICI_II/IHJ'II/IHB. 633preTCH Ha 3HAHUAX:

b1.0.12 Beenenue B mpodecCHOHATBHYIO IeATEIHhHOCTh
b51.0.02 dunocodus

b1.0.22 Teopus rocynapcrsa u mpasa

b1.0.01.01  Hcropusa Poccun

b1.0.07 Pycckuii s3bIk 1 KynbTypa peun

®opMoii MPOMEKYTOUHOM aTTECTAllUU B COOTBETCTBUU C YUEOHBIM IUIAHOM SIBJISIETCS 3aueT.
JlocTyn K cucTeMe JMCTaHIMOHHBIX 00pa3oBaTelbHBIX TEXHOJOIMH OCYLIECTBISETCS KaKIbIM
0o0y4JarlmuMCcsl CaMOCTOSITEIbHO C JII0OOro ycTpoWCTBa, M TOM 4YHCI€ Ha TopTale:
https://Ims.ranepa.ru/. Ilaponb ¥ JOTMH K JIMYHOMY KaOWHETY/TIPOGHIIO MPEIOCTABIISETCS
CTYJECHTY B Ji€KaHaTe.



3.Conep:xanue M CTPYKTYPA AUCHUIIIMHBI

3.1. CTpykTypa JUCHUIIMHBI

Ne ni/m HanMeHoBaHMe TeM O06beM AUCHUILTHHBI (MOAYJIf), Yac. ®opma Tekyero
H/MJIM pa3aesioB KOHTPOJIs
ycneBaemocTu**,
NPOMEKYTOYHOM
arrecTagumu***
Bcero KonTakTHas padoTa cp
00y4Jarouuxcs ¢
npenojaBaTejieM M0 BUAaM
Y4eOHBIX 3aHATHI
Ja JIp m3 KCP
Ounasn opma odyuenusn
Tema 1 [Ipenmer, comepikaHue u 8 2 2 4 VO.T
3aJ1a4¥ JUCIIATIIHEI ’
Tema 2 OCHOBHBIEC CBOICTBA, 8 2 2 4
GYHKIMM ¥ TPU3HAKH VO, T
JOKYMEHTa
Tema 3 | Obmme HOPMBI u 12 2 4 6
mpaBuia  0OPMIICHHS T
yIpaBICHUYECKUX
JOKYMEHTOB
Tema 4 | Cucrtema 12 2 2 8
OpTaHU3aIlMOHHO- I
pacnopsaIuTeIbHON
JOKYMEHTAIHH
Tema 5 JlokyMeHTaImoOHHOE 10 2 2 6
obecrnieueHmne
KOJUIETHaJIbHBIX OPTaHOB
TIpaBJICHUS
yrp . JI-I1, Keiic
OpraHu3aIus
COBEIIAHMH,
KOH(epeHIInH,
cobpanuit
Tema 6 | Cuctema CIIPaBOYHO- 9 4 5
UH(POPMALTMOHHOMN 51
(opmannonr VO, JI-11
AHAMTUYECKOM
JIOKYMEHTAIHH
Tema 7 | CoBpeMeHHOE JAEIOBOE 6 2 4 Keiic
MTUCHEMO
Tema 8 | CocraBienue u 5 2 3
odopmiieHne
dop YO, T, Keiic
JIOKYMEHTaIHH 1o
JUYHOMY COCTaBy
Tema 9 | Opranuszanus u 12 2 4 6
TEXHOJIOTHsI paboThl ¢ YO, T
JOKYMEHTaMH
Tema 10 | Opranuzanus 10 2 2 6
3JIEKTPOHHOT'O VO, T
JIOKyMEHTO000pOTa
Tema 11 | Opranuzanms XpaHEHUs 12 2 4 6 VO, T




JIOKYMEHTOB 5
oOecrieyeHne X
COXPaHHOCTHU

Tema 12

Jenonpou3BojcTBO 11O
YCTHBIM M MUCbMEHHBIM
oOpalleHusIM TPaKAaH B
OpraHM3aIHI0

VO, Keiic

IIpome:xyTouHast
arrecrauus

3agerT

Bcero:

108

16 32

60

Bcero
B ACTPOH Yacax

81

12 24

45

Ouno-3aounasn hopma odyuenusn

Tema 1

IIpenmeT, conepkanue u
3a7a4M JUCLUIIINHBI

2

Tema 2

OCHOBHBIE CBOMCTBA,
GYyHKIIME W TpU3HAKU
JOKYMEHTa

YO, T

Tema 3

Ob6mue HOPMBI u
mpaBuia  oOPMIICHHS
yIpaBICHUECKUX
JTOKYMEHTOB

10

Tema 4

Cucrema
OpraHHu3aloOHHO-
pacropsIAUTENbHON
JOKYMEHTalUN

JI-TT

Tema 5

HoxyMeHTanmoHHoe
obecreyenue
KOJUISTHAJIbHBIX OPTaHOB
yIIpaBIICHUS,
OpTaHH3aIHS
COBEIIAHMH,
KOH(epeHIInH,

cobpanuit

J-11, Keiic

Tema 6

Cucrtema CIPaBOYHO-
WHPOPMAITMOHHON u
aHAJUTUYIECKOMN
JIOKYMEHTaIHH

yO, JI-T1

Tema 7

CoBpeMeHHOE JIEN0BOE
MHCHEMO

Ketic

Tema 8

CocraBnenue u
odopmiieHre
JOKYMEHTAlUN o
JUYHOMY COCTaBY

VO, T, Keiic

Tema 9

Opranuzanus U
TEXHOJIOTHS paboThl C
JIOKyMEHTaMH

YO, T

Tema 10

Opranuzanus
AJIEKTPOHHOTO
JIOKyMEHTO000pOTa

10

YO, T




Tema 11 | Opranuzanus XpaHCHHS 9 2 7
JIOKYMEHTOB 5 VO.T
obecreyenue ux ’
COXPaHHOCTH

Tema 12 | JlemonpousBOJACTBO IO 9 2 7
YCTHBIM U MHCHBMEHHBIM VO. Keiic
oOpaIeHusIM TpakIaH B ’
OpraHHU3aIIHIO
IIpomeskyTouHas 3a4yerT
aTTecTanus
Bcero: 108 16 16 76
Beero 81 12 12 57
B ACTPOH. Yacax

HUcnonvzyemvie coxpawenus: YO — ycmuwiii onpoc, Ooknao-npezenmayus, K — ketic, T —
mecmupoeaHue.

3.2. Conep:xkanue TUCUHIITHBI

Tema 1. IIpeomem, codepirwcanue u 3a0auu OUCUUNTUHDL
«JlokymMeHTallMOHHOE obOecrieyeHrne U JEJIONPOU3BOJCTBO B TOCYIapCTBEHHOM H

MYHUIIUIIAIFHOM YIPaBICHUM» KaK yueOHas qucuuIuiiHa. Lenb u 3a1aui qTUCIHUIUIHHEL.

Ponb noxymenTa u mHGOpMAIMK B KU3HU YelIOBeKa U o0mecTBa. JJokyMeHTHI B cepe mpas
U ympaBieHus. JIOKyMEHT Kak WHCTPYMEHT YIpaBlieHHs. BimsHue HayYHO-TEXHHYECKOTO
nporpecca Ha pa3BUTHE JoKyMeHTa. COBpeMeHHbBIE BUIBI U TPEOOBAHMS K JOKYMEHTaM.

OcHOBHbIE TOHSATHS W  OMNpeneieHHs:: JOKYMEHT (ero cBoWcTBa ©  (YHKIUH),
JEJIIONPOU3BOCTBO (LIEJH, 33a4u U MPUHIIMIIBI), TOKYMEHTOBEACHHE, TOKYMEHTOO00POT. Busl
JOKYMEHTOB M HX Kiaccuukanus. YHUPHUKAIMS ¢ CTaHAApTU3ALUs YIPABICHUECKHUX
JIOKYMEHTOB.

HopmaruBHas 06a3a JOKyMEHTAallMOHHOTO OO€CHeueHUsl yIpaBlieHUss U €€ ypPOBHHU
(3aKoHONIATEeNbHBIE  aKThl, IIOA3aKOHHBIE HOPMATHUBHO-TIPABOBBIC  aKThl, HOPMAaTHUBHO-
METOJMYECKHE JOKYMEHTHI) B OPraHU3alUsIX U B OpraHax TOCYJAapCTBEHHOW BIIACTH M OpraHax
MECTHOTO  camoympaBiieHus.  ['OCymapcTBEHHbIE W OTpaciieBble  CTaHAApTHl  Ha
YHADUIIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIH.

JIuteparypa: MoHOTrpaduu, NEPUOTUIECKHE, CIIPABOYHBIE U METOINYECKHE U3JaHNUS.

Cuctema [elONpPOM3BOJICTBA y JPEBHUX HapoAoB. [Ipeanochliku K 3aKOHOJIATEIbHON
pernaMeHTanuu nenonpousBojctBa B JlpeBHelr Pycu. CouumanbHO-NOJMTHYECKUE YCIOBHS
dopmupoBaHus nenonponsBojcTBa. CyOBbeKThl BeIEHUS IeJIONpPOU3BoACTBa. DopMHpOBaHUE
MpoECCHOHAIBHOTO I1eXa CIEeNHAIMCTOB 1o pabore ¢ uHopMmanueir. Mcnonb3oBanue
nepraMeHTa W OepecTsl B JIEIONPOHM3BOJCTBE. THIWYHBIE JOKYMEHTHI SIOXH: IOTOBOPHI,
3aBEUIaHUs, TPAMOTHI, KaOallbl, )XKUTHWHBIC 3aIMCH, JINYHAS TTEPETTUCKA, KHUTH 3aITMCH TOPTOBBIX
orepanuii, cyaeOHble aena. Xpambl, COKPOBHUIIHHUIEI M XPAHWJIHINA B TOCTHHBIX IPOBAaX Kak
MeCTa XpaHEHUs] TOKYMEHTOB. 3aUaTKU cTaHAapTU3anuu B «popmynspHukax». CKperbl, medaTu
M MOCTBI Kak OJJIEMEHTBl  3aCBUJCTEIHLCTBOBAHUS W  3alIUTHl  HHPOPMAIUM  OT
HECaHKIIMOHMPOBaHHOTO AocTyna. Jlemonpoussoactso B [IpeBHem HoBropoze (mo marepuansam
HOBropoJckux rpamort). «Pycckas [IpaBna» kak 1e0BOH JOKYMEHT.

JlenomponsBoacTBO B mepuos  MockoBckod  Pycm  kak  cmcTtema  MPHKa3HOTO
nenonpousBogactBa XV — XVII BB. CouuanabHO-NMOJUTHYECKHE YCIIOBUS (OPMUPOBAHUSA

9




JIEJIONPOU3BOJICTBA B MEPUOJ LEHTpaIM3aluy. BO3HUKHOBEHHME MPUCYTCTBEHHBIX MECT IS
JIeNoNpon3BOCTBa (3061 U npukasbl). DopMupoBaHUe MPAKTUKH JOKYMEHTHPOBAHUS JIMYHBIX
MOPYYECHUN BEIMKOro KHs34. bospckas /[yma kak BbIcHIee IPAaBUTEIBLCTBEHHOE YYPEKICHUE.
Kiace cnyxunbix moaen (apaku u noabsuue). [lopsgok q03akoHOAATENIbHON CHCTeMaTH3aluu
IIPUKA3HOT'O JEJIONPOU3BOACTBA. TUIMYHBIE JOKYMEHTHI SIIOXH: I'PaMOTHI, IIPUTOBOPHI, HAKA3BI,
JOKJIaJbl, TaMsITH, OTIHCKH, 4enoOuTHble. bymara, Tpsnuunas Oymara Kak Marepuai ajs
nokymeHToB. IlepBas OymaxkHas manydaktypa. Mecta M cHnocoObl XpaHEHHUs JIOKYMEHTOB.
DOneMeHThl CTaHAAPTH3alMK JOKYMEHTOB: HCIIOJIb30BAHHUE CTOJIONA, 3apOXKIACHHE TETPaJHOMN
bopMbI TOKyMEHTa, TUIM3ALUS PEKBU3UTOB, HAJIMUYME YCTOHYMBBIX (OPMYN B UYEITOOUTHBIX
JIOKyMEHTax, MpUMeHeHne Tpadapera.

Cucrema penonpousBoacTBa B IIeTpoBCKyr0 M IOCIENETPOBCKYIO 30Xy Kak CUCTEMa
CEHaTCKOTO U  KOJUJIEKCKOIO  JIeJonpou3BoAcTBa.  COLMAIBHO-TIONUTUYECKUE  YCIIOBUS
(dbopMHpOBaHUs JETONMPON3BOJICTBA: HOBAasl CUCTEMa TOCYAApCTBEHHBIX yupexaeHuil. Mepapxus
CyOBEKTOB JIEIOMPOU3BOJICTBA: JK3EKYTOp, CEKpeTapb KOJUIETUH, MPOKYpOp KOJUIETHUH,
HOTapuyC, PErucTpaTop, aKTyapuycC, KaHLEISPUCT, KOIUHUCT, IHUCEL, MEePEBOAYMK, TOJIMAY,
BaxMHCTp, apxuBapuyc. OCOOEHHOCTH COCTaBJICHHS PErHCTPAllMOHHBIX KHHUT. HoBas cucrema
JOKYMEHTAlus: JOKYMEHThl W3 3amaJHOM CHUCTEMBI JIEJONPOU3BOJICTBA, INEPEMMEHOBAHUE
KOpITyca JOKYMEHTOB CTaporo THIA. BeigeneHue KaHLEISpUil W apXuBOB B 000COOJICHHBIC
cTpyktypsl. [IpodeccronanbHas MOArOTOBKA K KaHUEIAPCKUM JTOJDKHOCTSIM. BBenenue B 1720
r. «['eHepanbHOro perjiaMeHTa» Jjs JOKyMEHTOooOOpoTa KOJUIerni M rocanmnapara. Ykassl «O
dopme cyna» (1723 r.) «Yupexnaenus Juis ynpasieHus ryoepuuii» (1775 r.). Mcnonb3zoBaHue
repOoBoii OyMaru. 3aKOHOJATENbHOE 3aKpeIUieHWe CTaHIapTU3allH: YKa3 O Iepexoje K
TeTpagHoi (hopme, periaMeHThl AJis IPOIECCOB JENONMPON3BOICTBA, Pa3padoTKa «reHepalbHbIX
bopMyIIIpOB» I TOKYMEHTOB, YCTAHOBJICHHUE TUIIOBBIX CPOKOB UCIIOIHEHUS OTIENIbHBIX BUIOB
JIOKYMEHTOB, ONpEJEICHUE MOPSAIKa MOJIB30BaHUS MeUaTsIMHU, MEPhl MO 3aluTe UHPOPMAIIIH,
HaKa3aHue 3a MOJJCIIKY U XUIIEHUE TOKYMEHTOB.

Henonpounzsoactso B XIX — Hauane XX BB. Kak 3Tall MUHUCTEPCKOTO (MCIOJHUTEIBHOTIO)
nenonpousBoAcTBa. ColuanbHO-TOJUTHYECKUE YCIOBUS (OPMHUpPOBAHUS JEJIONPOU3BOICTBA
IpHU OCNAa0JIEHUU BBICHIETO W LIEHTPAJIBHOIO alIapaTroB YIPaBJIEHUs TOCYIapCTBOM, pedopMbl
Anekcanapa [. Hepapxuueckas cucreMa OpraHoB JEJONPOM3BOJACTBA: MHHHCTEPCTBO,
JlenapTaMeHT, KaHLENIApUs, OTIEJICHUE, CTOJ. PacmmpeHue BHIOBOTO COCTaBa JIOKYMEHTOB,
NOSBJICHHE MAIIMHOMUCHBIX JOKYMEHTOB (mocienHss T1perb XIX B.), TemerpamMm u
tenepoHorpamMm. Hauano neHTpanuzanuu — apxuBoB W KaHuemspuid.  Koguduxanus
3aKoHozaTenbcTBa B CBOAax 3ak0OHOB Poccuiickoil MMIIEpUH KaKk HOPMaTUBHO-IIPAaBOBasi OCHOBA
JIEIONIPOU3BO/ICTBA. Passurtne METO0JIOTHH JIETI0TIPOU3BO/JICTBA. VYpouenue
JIeTIONPOU3BOJICTBA 10 BeaoMmcTBaM. {dopmMupoBaHHE KaHUEIAPCKOTO CTHIISA pEYd  IpH
YHU(QUKAUU JAenoBoid mnepenucku. Pa3paboTka NHCbMOBHUKOB Kak COOpPHHUKOB 00paslioB
JIOKYMEHTOB. YHHU(DUKAIMS MpoLenypbl peBU3NU AOKYMEHTOB. [losiBneHne 00s13aTeNbHbIX JIs
JIeTIOBOM MEePEeNUCKH TUIOTPa@CKUX WIN PYKOIIUCHBIX OJIaHKOB IOKYMEHTOB.

JHokymenTanmonnoe obecrnieuenue ymnpasinenuss B CCCP u Poccuiickoit denepanuu: stam
00IIerocyJTapCTBEHHON CHUCTEMBI JIEIOMPOU3BOICTBA ¢ yueToM TpeboBanuii HTP. CommansHo-
HOJUTUYECKHE YCIOBUS (HOPMHUPOBAHMS JEONPOU3BOACTBA. DTallbl CTAHOBJICHUS U PA3BUTHUS
nenonpousoacTa: 1917 — 1973 rr.; 1973 — 1991 rr. CyObexTsl BeieHUs JAeIONpON3BOICTBA.
CucreMbl  OpPraHU3allMOHHBIX,  PACHOPSAMTEIBHBIX M HHQOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB. ['OCyapCTBEHHBIE apXWBBI TEPPUTOPHUAIBHBIX MOJAPA3JIEICHUN B IOJYNHECHUH
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I'maBapxuBa CCCP u ciy>x0b1 JoKyMeHTanmoHHoro obecrieuenus ympasienus (JJOY) Bo Bcex
OpraHU3aIMaX U YUPEKICHUIX KaK CIeHaIbHO OpraHW30BaHHBIE MECTa XPAHEHHUS IOKYMEHTOB.
3akoHonarenbHas 0aza nenonpomsBoiacTBa XX u XXI BB. Co3mganue Beecoro3Horo Hay4yHO-
MCCJIEI0BATENIbCKOTO WHCTUTYTAa JOKYMEHTOBelneHus u apxuBHoro jnaena (BHUMIAAN) nns
pa3paboOTKu MpaBWJI NPUMEHEHUS B YCIOBHUSIX HOBOM TexHUKM EauHONW TOCymapcTBEHHOU
cucreMbl nenonpousBojactBa (EI'CJI). Mctopus cranoBinenus crangaptu3anuud oT 20-30-x rr.
XX B. 10 HOBOM pegakuMM HOPMAaTUBHOro JokymeHTa «l['ocymapcrBeHHass cucrema
JTOKyMeHTarmoHHoro obecrieuenus ynpasieHus» (I'CIOY) B 1988 r. PazpaboTka crieruanbHbIX
rocynapctBeHHbIX cTaHaapToB (I'OCT). OOpaszoBanme EamHOW TOCYmapCTBEHHOW CHCTEMBI
JOKyMeHTarmoHHoro obOecreuenust  ynpaeinenuss (E[CIOY). VYTepxkaeHue THUIOBOMH
MHCTPYKLIMU TIO JEJIONPOU3BOJACTBY B MHUHHCTEpCTBaX H BenomcTBax P®d. Pazpaborka
KIaccupukaropa  ympaBleHYeckod — jgokymeHTanumu. Co3gaHMe  MEpevyHeld  THUIIOBBIX
YIPABJICHUYECKUX IOKYMEHTOB.

Tema 2. Ocnosnbie ceoiicmea, PyHKuuu u RPUSHAKU OOKYMEHMA

CooTrHouleHue MOHATUH «uHoOpManus» U «IOKyMeHT». CBsA3b HUHPOpMaLUU U
NoKkyMeHTa. Ponb nH(bOpManuy B COLMANBHBIX M 3KOHOMUYECKHX Ipoueccax. MHdopmarus kak
OCHOBa TPUHSTHS YIpaBIEHUECKOro pemieHus. Poip mHOpManym B aBTOMaTH3UPOBAHHBIX
CHUCTEMAX.

Bo3HukHOBeHHE JOKYMEHTa, €ro 3HaueHue. TpaHchopmanus TOHATUS «IOKYMEHT».
Omnpenenenne TOKYMEHTa B TOCYAAPCTBEHHBIX cTaHnaprax. CBOHCTBA M (YyHKIMHU JOKYMEHTA.
ConuanbHblii, NpPaBOBOM U HUCTOPUYECKMM Xxapakrep naokymeHTa. [lonstue opurunana.
YMHOXKEHHBbIE OpUTHHANbl. YUEpHOBUKM U OENOBUKHM TEKCTOBBIX JIOKYMEHTOB. ABTOrpadsl.
Penakuuu. Ilonste «noumMHHUK». OCHOBHBIE NpHU3HAKM MOMIMHHUKA. [lominHHBIE U
IOJUIOKHBIE JOKYMEHThl. Buzbl danscudukanmun nokymeHToB. Dambcudukanus coaepk aHusl.
Wntepnomsiuusa. Panbcuduranus cocraBa ynocroBepeHus, Onanka. dunurpanu (OymaxkHble
BOJIsTHBIC 3HAKH ). [leuaTn.

ITonsitne «kommsi». lcropuueckoe pasBUTHE KONWW. BuHIbl KONHH, ONpenensieMbIxX
cnocoboM ux BocnpousBeAeHus. Komuu, pasnuuaemble M0 crnoco0y HUX YAOCTOBEPEHUS.
[TonsiTMe W WCTOPUYECKUN XapakTep CMOCOOOB JOKYMEHTHPOBaHMs. 3BYKOBas pedb, €&
BO3MOXKHOCTH M HEIOCTAaTKU B 3aKpelyieHMH U Tmepenadye umHpopmanuu. Pa3Buthe rpaduku
pycckoro nucbMa. Ckoponuck. CTeHorpadusi.

[TpuMeHeHnEe TEKCTOBOIO NOKYMEHTHpOBaHusA. TexHudyeckoe nokymeHTHpoBaHue. doto-,
KHHO-, ¢doHo-, TEJNEeIOKYMEHTUPOBAHMUE. N3srorosnenune MAaIIMHOYUTAEMBIX "
YeJIOBEKOMAIIMHOYUTAEMbIX JIOKYMEHTOB. MaTepuaibl 1 TEXHUYECKOTO JOKYMEHTHPOBAHUS.
Mamvnasable HocuTenu uHpopmanuu. BnusHue HocuTens mHpOpMaluu Ha JOITOBEYHOCTh U
CTOMMOCTb JIOKYMEHTA.

Jlenonpou3BoACTBO Kak OfHa U3 (PYHKINN YIpaBJIEHUS: ONPEEIeHNE J1eI0IPOU3BOJICTBA,
cdepa pacrpocTpaHEHHsI, CPEICTBA MEXaHU3ALUK AEJIOoNpon3BoaAcTBa. CpelcTBa KOMMPOBAHUS
JIOKYMEHTOB B UCTOpHUYeckoM acrekre. Ciayx0a JOKYyMEHTAIlHOHHOTO 00ecrieueH sl yIpaBiIeHus
(A0Y) B opranmzauuu. CTpykTypa ciayxObl aenonpousBoactBa. OyHkunonan ciayxO0sr JJOVY.
3agaun cnyx0b1 JIOY. ®@opmbl opraHuzanuu pabOThl ¢ JOKYMEHTaMU: LEHTpalIW30BaHHAs,
JNEeleHTpalu30BaHHas U cMemlaHHas.  [lomysisipHble  TEKCTOBBIE — PENAKTOPbl s
nenonpousBojicTBa: Jlekcukon, Word u 1p.; XyHookecTBeHHBIE penakTtophl: PaintBruch,
AcrobatExchange wu nap.), wusgarensckue cucrembl (FrameWaker wu gap.), pemakTopsl
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n300pakeHut co ckaHepa u T.1. CrnenumanbHble NporpamMmubie TpoaykTel D Base, Clipper,
Approach, Oracle, FoxPro, Access u ap. IlporpaMMHbie TpPOAYKTHI Ui MaHHUITYJIUPOBAHHS
aNeKTpoHHBIMU JokyMeHTamu: [lenmo 96, BOCC-pedepent, ['anaktuka (Momynb «YmpaBieHHe
nokymeHtooboporom»), DocsOpen, TeamOffice wu ap. Cucrema  3JIEKTPOHHOTO
nokymentoobopora (CDOJ). Dnekrponnas (mumdpoBas) noanuck. OCHOBHBIC TEHACHIIUU
Pa3BUTHUS TEXHOJIOTH AIEKTPOHHOTO JOKYMEHTO0O0pOTA.

[Tonsitue o nokymente. JJokyMeHT Kak OOBbEKT KOMMYHUKALIUU. 3HAUYEHUE IOKYMEHTOB B
coBpeMeHHOM ofmiectBe. Buemnue mnpusHaku AokymMeHTa. OTIUYMTENIbHBIE CBONCTBA
JIOKyMEHTa KaKk oOBbeKTa wu3ydeHus: 1) aTpuOyTUBHOCTH, 2) (YHKIHMOHAIBLHOCT, 3)
CTpYKTypHOCTh. Ilpu3Haku JOKyMeHTa: O(HUIMAIBHOCTb, OPUTMHAIBHOCTh, IOMJIUHHOCTD,
KONHUIHOCTh. DYHKIMH JTOKYMEHTOB. TuIonorusi AOKyMeHTOB: 1) mo cmocoOy HM3rOTOBICHUS
(pukcarmu mHPOpMAIUK); 2) MO IEHHOCTH COACpX aHWs; 3) MO CTaausM co3gaHus; 4) o
CpOKaM XpaHEHHus; 5) MO CTENeHU TIACHOCTH; 6) MO IOPUAUYECKOW cuie; 7) Mo crocoly
U3JIOKEHUS MaTepraia; 8) mo gopme; 9) mo nmpoucxoxaeauto; 10) mo cpokam u3rorosieHus; 11)
M0 CTENEeHW CHOXXKHOCTH; 12) mo MecTy cocraBieHus;13) mo poay npearenbHocTd; 14) mo
HAaUMEHOBaHUIO; 15) mo HazHaueHHut0. OCHOBHBIE TPYIIBI OPraHU3AIMOHHO-PACTIOPSIUTENBbHBIX
nokymenTtoB (OPJ]): opranuszanuvoHHBIE JOKYMEHTBI, pACHOPSIUTENbHbIE JOKYMEHTHI,
CIPaBOYHO-aHATUTHUYECKUE W MH()OPMAIIMOHHO-CIIPAaBOYHBIE JOKYMEHTHL. Pasrpanndenue Buaa
¥ pa3HOBHIHOCTH JIOKyMeHTa. CucTeMa TIOKyMEHTAIHH.

[TousiTue o0 mpaBOBOM M  HOPMAaTUBHO-METOAMYECKOW 0Oa3e  J1e€J0NpPOU3BOJICTBA.
PerynupoBanue JOKyMEHTAI[MOHHOTO oOOecneueHus! YIpaBlIeHHs Ha (QeneparbHOM YypOBHE:
3akoHbl P®, ykazel [Ipesunenta PO, IlpaBurensctBa PO, pemenuss Komnerunm Pocapxusa,
MEPEYHU TUIIOBBIX JTOKYMEHTOB, TUIIOBAs MHCTPYKIIHS MO JAENOMPOU3BOACTBY U MHCTPYKIIUU T10
3aMOJIHEHUIO OTJENbHBIX BUAOB JIOKYMEHTOB. ['ocynapcTBeHHas cucTeMa JOKYMEHTAI[HOHHOTO
obecnieuenus ynpasienus (I'CAOY). Xapakrepuctuka 'CHOY.

AKTyanbHble cTaHAapThl B oOmactu nenomnpousBoiacta: ['OCT P 7.0.97-2016
«YHUPHUIHPOBAHHBIE CUCTEMBI IOKYMEHTAUU. YHADUIIMPOBAHHAS CUCTEMa OpPTaHU3aIlMOHHO-
pacnopsiANTEeNIbHON ToKyMeHTanuu. TpeboBanus k odpopmiienuto nokymentosy; ['OCT P 7.0.8-
2013 «Cucrema craHmapToB 1o uH(pOpMaNUK, OWUOIHMOTEYHOMY M U3/IATEIHLCKOMY JIEIYy.
Jlemonpou3BoACTBO U apxuBHOE Jeio. Tepmunsl u onpenencaus»; [OCT P MCO 15489-1-2007
«Cucrema cTaHapToB 1o MH(GOpMaIK, OUOINOTEYHOMY M U3/1aTeIbCKOMY Jelly. YTpaBieHue
nokyMeHTaMu. O01ue TpeOoBaHUsA»; COlepKaHNe U NpeAHa3HaYeHUEe CTaHIapTOB.

[TonsTe 00 yHHUPUKAMKU ¥ CTaHAAPTU3AlUMA JOKYMEHTOB. lleaw u NpHHIMITBI
yHu(uKanuu. Dtamnsl nporecca yHupukanuu. CyobexTsl yHupukauu. Crnocodbl yHUpUKaIUn
TeKCTOB. HopmaTuBHO-MeTonudeckas ©0a3a s yHUQHUKAMM ¥ CTaHJAPTU3AIUH.
[ocymapcTBeHHasi cucTeMa CTaHAAPTH3AIMU: OIpENeeHue YHU(PHIUPOBAHHONW CHUCTEMBI
nokymentanuu (YCJl), coBpemeHHble cucteMbl ympaieHueckux YCJI, Tpadaperuzanus.
[Tonsitue 06 ynudunupoBanHoit popme gokymenta (Y®/I). Tabens yHudumupoBaHHsix Gpopm
JIOKYMEHTOB.

Knaccugukaropsl TEXHHKO-DKOHOMUYECKOW M COLMAIbHON HMH(pOpMAIMU: ONpeeseHHe
OKVY/[, OKIIO, OKOI'Y, OKB3/I, 00beKThl BKIIIOYEHHUS B KJIACCU(PHUKATOP, MpeaAHA3HAYCHUE
OKVY[ (Bepcust OK 011-93), cucrema opranu3zanuu uadopmaruu B OKY /.

HampasiieHus: COBEpIICHCTBOBAHUS ACIOPON3BO/ICTBA.
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Tema 3. O01me HOPMBI 1 MPABUJIA 0(POPMIIEHUSA YIIPABICHYECKHUX JOKYMEHTOB

[Tonsitue «pexkBu3UT». IlOCTOSHHBIE M TEpeMEHHbIE PEeKBU3UTHL. lloHsATHE «pOpMyIISIp
nokymMeHTa». OcobeHHOCTH (HOPMYISIPOB TOKYMEHTOB, MOJYYEHHBIX Pa3IHMYHBIMU CIIOCOOaMHU
JNOKYMEHTHpOBaHUs. MHIuBuayanbHbIW W TUNOBOM (opmynsap nokymeHTa. Dopmymsp —
obpaserr.

Bonpockl  NOKyMEHTHpOBaHUS, COCTaBI€HUA M OQOpPMIIEHHMS  JOKYMEHTOB B
3aKOHOJATEIbHBIX W HOPMATHUBHBIX akTax. YHHU(QUKauus AOKyMeHTOB. BHyTpuBuaoBas
yHuukanusa. Pa3zButhe yHMUKaUMM W CTaHJApTU3aLMM JTOKYMEHTOB. l'ocymapcTBeHHBbIE
crangaptel Ha AokymMeHTh. ['OCT P 7.0.97-2016 «Cucrema craHgapToB 1o HHGPOpPMAIIHH,
OMOIMOTEeYHOMY M M3JaTeNIbCKOMY Aeny. OpraHu3alMoOHHO-PACHOPSAUTENbHAS JOKYMEHTAIIHS.
TpeboBanus kK 0HOPMIIEHUIO TOKYMEHTOBY». PEKBU3UTHI, pErJIaMEHTHPYEMbIE TOCYIapCTBEHHBIM
cTangapToM. ABTOp JnokyMeHTa. Ponp Onmanka B odopmiienuu noxkymenrta. CocrtaB OnaHka,
NOPSAJIOK PAcIOJIOXKEHUs] PEKBU3UTOB B OylaHKe. bBIaHKM ¢ yIrJIoBbIM M LEHTPaIbHBIM
pacriosio)keHueM pekBu3uToB. IlpaBuna KoHCTpyunpoBaHus OjaHka. ABTOpPBl  JIMYHBIX
nokyMeHTOB. llonnuce, nedars kak Ipu3Haku aBTopa. Bun nokymenra. PasButhe BuIOB
JOKYMEHTOB. Buzibl JOKyMEHTOB, ONpEAEIA€MbIE 3aKOHOIATEIIbHBIMU U HOPMAaTUBHBIMU AKTAMH.
CBsi3b BUJIOB JIOKYMEHTOB M (DYHKIMH ympaBieHHs. YKa3zaHHE BUAA JIOKYMEHTa, €r0 MECTO U
Ha3HaueHHue B (QopMmylsipe JOKyMEHTa. 3aBUCUMOCTh (DOpPMBI JOKYMEHTa OT €ro BHUA.
O6o3nauenue anpecara. [lpaBuia HamucaHus ajapecata M MECTO YyKa3aHMs ajpecara B
dopmymsipe nokymenrta. OTpaxkeHnue cdepbl JSUCTBUS JOKyMEHTa B ero aapecate. llopsmox
opopMmIIeHHS JOKYMEHTa C HECKOJbKUMHU ajapecaramu. llopsgok odopmieHHs MOYTOBOTO
agpeca. Jlara  nokyMmeHTa. 3HaueHUE  JAaTHUPOBaHWs  JOKyMeHTa. TodHble  JaTsl,
XapakTepU3yIoIue 3JIeMEeHThI popMyIisipa. ABTOPCKUE JaThl (COCTAaBICHUE, OANMCAHUE), AATHI,
OoTHOcAILMecs K cojepxaHuto. Jlatel oOpaboTku 1okymeHTOB. I[lopsnok odopmiieHus [aar.
CocraB ynocroBepeHus JoKkyMeHTa. COCTaB yA0CTOBEPEHUS TEKCTOBBIX JOKYMEHTOB PAa3JIMUHBIX
Kateropuil. Mecto noanucanus B GopMyssipe 10KyMEHTa.

[Tewatm w wux HazHaueHue. Bunbl mnedareid. ['ocymapcTBeHHass repOoBas Medath.
3aKOHOAATENbCTBO OO0 M3rOTOBJIEHWHM W UCIHOJIb30BaHMU TnedaTu. llopsaok mnpocraBieHus
nevarel Ha JJOKyMEHTax. Y TBepxkaeHue JokyMeHToB. CocTaB rpuda yTBepx AeHUs, OPSI0K €ro
opopmienus, MecT B ¢dopmynspe aokymeHTa. OTMETKM Ha JOKyMeHTax. MXx poiab B
NPOMCXOXKAECHUN M MCIOJHEHUH JOKYMEHTOB, MecTo B (opmymsape nokymenta. Ocoboe
HazHaueHue pe3omonuu. TpeboBanume k e€ comepxkaHuo U odopmieHuo. OTMETKH O
IIOCTaHOBKE JJOKYMEHTa Ha KOHTPOJIb, UCIIOJIHEHNUHU JOKYMEHTA U JP.

[ToHsATHE «TEKCT JOKyMEHTa» TMpU  pa3IMyHBIX Crocobax JOKYMEHTHUPOBAHMS.
CopepxaHue NPOCTHIX U CIOXKHBIX JOKYMEHTOB. [lopsnok H3710%KEHUS TEKCTa JTOKYMEHTOB.
Jlormueckast cTpykTypa TekcTa. B3auMocBsizb cogepxkaHuss M (QOpPMBI  JTOKYMEHTA.
dopmanuzanusi TEKCTOB JOKYMEHTOB. AHKera, Tabmuua. OcoOeHHOCTH CTPYKTYpbl TEKCTa
OpraHU3aIMOHHO-PACHIOPSAAUTENBHBIX JTIOKYMEHTOB. DJIeMEHThl TekcTa. [loHsTHE «3arooBok
NOKyMeHTa». Ha3zHaueHue 3aronoBka, €ro mecto B (opmysspe aokymeHTa. [Ipunoxenus k
TEKCTY U TOpANOK MX odopmiieHus. [lpaBonucanue Ha3BaHMU YUpeKACHUH, OpraHU3AIMM,
npeanpuatuii. [IpaBonucanne Ha3BaHMM NOKyMEHTOB. lIpaBomucanue NOKHOCTEH M 3BaHUM.
[IpaBonucanue pgar, uucen, 3HaKoB. CHHTAKCHYECKHME€ OCOOCHHOCTH  JIOKYMEHTOB.
CuHTakcuyeckrue KOHCTPYKIUH.

YHudpukanus TOKyMEHTa KaK OJHO U3 HalpaBJIEHUH €ro COBEPIICHCTBOBAHUSI.
[Ipenmocbuiku W MeTon yHUDUKAUU. YHUQPUKALUS CTPYKTYpbl TEKCTa. JIEMEHTbI
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dbopmanuzanuu. PopMaTn30BaHHBIM XapaKTep TEKCTOB IUIAHOBOW M yUETHOW JOKYMEHTAIWH.
YHUHUKAIMA A36IKOBBIX CpeACcTB. @OpMbI YHH(PHUKAIMU: TUTIOBOH, TpadapeTHBIN TEKCTHI.

OcnoBuble TpeOoBanus K odopmienuto nokymenta mo 'OCT T'OCT P 7.0.97-2016
«YHUPHUIMPOBAHHBIE CUCTEMBI JOKYMEHTALUU. YHUDUIIUPOBAHHAS CUCTEMa OpPTraHU3aIMOHHO-
pacropsAUTENbHON JoKyMeHTauuu. TpeboBanus K 0(hOPMIICHHUIO TOKYMEHTOB.

[TonstTe 0 peKBU3UTAX JOKyMEHTAa. THIMBI pPEeKBU3UTOB. Pa3HOBUIHOCTH TEKCTOBBIX
PEKBU3HUTOB: 1) IO CTPYKType; 2) MO CTENIEHH YCTOMYMBOCTH, 3) IO CTETICHH CTaHAapTU3AINH; 4)
no pacmnojiokeHuto. DopMmynsip AEIOBOro JOKyMmMeHTa. TumoBod (opMmynsp JOKYMEHTa.
Qopmynsip-obpazen. O6mue pekoMeHaauuu K 0hOpMIICHHIO TEKCTa U PEKBU3UTOB JIOKYMEHTA.
TaOynupoBanue pekBU3UTOB. biank mokymeHTa M ero Buibel. CrpaBo4HbIE JaHHBIE 00
opranuzanuu. TpeOGoBaHHsS K M3TOTOBJICHUIO, YUETY, HCIOJIb30BAaHUIO U XPAaHEHHIO OJIAHKOB C
BocripousBeaeHneM I ocypapcteennoro repoa PO u repbos cyonsexToB PO.

CocTtaB pEKBHU3UTOB OpraHU3aLMOHHO-pAcOPSAUTENbHBIX AokyMeHToB 1o I'OCT P
7.0.97-2016.

[TpumepHBIii IepeyeHb TOKYMEHTOB, MOJUIekKAIIUX yTBEepKIeHuto. [IpuMepHbIii iepedeHb
JIOKYMEHTOB, Ha KOTOPBIX CTaBUTCS repOoBasi meyaTh.

Pasmepsl Oymarum B nenomnpousBoiacTBe. Pasmepsl moneit B gokymeHTax. Hymeparms
cTpanull B gokymeHTax. Odopmienue nar. CokpamieHusi ¢ioB B qokymeHtax. OdopMicHue B
JOKyMEHTax HamucaHus uyucesl. Hanucanuve ¢u3znueckux BeIWYMH B JoKymeHTax. Hamumcanue
mareMaTHueckux (opmyn B moxkymeHTtax. OdopmiieHne B JAOKYMEHTaxX TaOJUI] W BBIBOJOB.
OdopmieHue B TOKyMEHTaX HEKOTOPHIX 3HAKOB NMPENUHAHMS U CHMBOJIOB.

S3bIK W CTUIB CIYKEOHBIX JOKYMEHTOB. OKCTPAIHMHTBUCTUYECKHE OCOOEHHOCTHU
O(UIMABHO-IEIOBOTO  CTWJIS  (TOYHOCTb, CTAHAAPTHOCTb, JIOTUYHOCTh, OE3JIMYHOCTH,
OJIHO3HAYHOCTh, YHHU(UKALMUS U CTaHIAPTHOCTh, JIOTUYHOCTH, OJHO3HAUYHBIE (HOPMYIHPOBKH,
JTAKOHUYHOCTb, 00BEKTUBHOCT, CYXOCTb, 0€3IMYHOCTb, 0€33MOIMOHANIEHOCTB ).
JIuHrBHCTHYECKUE OCOOEHHOCTU O(HIIMATBLHO-IENIOBOTO CTHIIS — JIEKCHYecKHe (OKpalleHHas,
HelTpasbHasl, KHMKHas u TEPMHUHOJIOTHYECKAs] JIEKCUKA, MIEPEOCMBICIICHHE
001IeyOTPEOUTENHPHOM  JIEKCUKKM) W TpaMMaThueckue (HOMUHATUBHOCTh, OTIJIAarOJIbHBIC
CYILIECTBUTENIbHBIE, PACIIEIUIEHWE TJIaroJibHONM CEMaHTHUKH, WH(QUHUTUB, HACTOSIIEEe BpeMs
JOJKEHCTBOBAHHUSA, CTPAJaTeNbHBI  3aJor, NpUYacTHsl, JI€eNpUYacTusi, YHCIUTEIbHBIE,
IIPOU3BOJHBIE MIPEIJIOTH, LIETTOYKH POAUTEIBHBIX MAEKEH, OMHOPOIHBIE WICHBI NPEAJIOKEHNUS,
BBOJIHBIE M BCTaBHbIE KOHCTPYKLUU U JIp.). TaBTONOIUS KaK CJeJACTBUE CTPEMIICHUS IOKYMEHTa
K MaKCUMaJbHOW TOYHOCTU. AOOpeBuaTypbl JieKcuueckue H rpadudeckue. Jlormueckas
CTPYKTypa TekcTa JokKyMeHTa. PyOpuxanus Tekcra. Popmaian3oBaHHbIe TeKCThl (Tpadaper,
TabnuIa, aHKeTa).

PenaktupoBanue tekcra gokyMeHTa. Vcnonb3oBaHHe KOPPEKTYPHBIX 3HAKOB IPH MpPaBKe
JIEJIOBBIX JOKYMEHTOB.

Tema 4. CucreMa OpraHu3aliiOHHO - PACTIOPSAANTEIbHON JOKYMEHTALUH

Cucrema OpraHm3allMOHHO-IIPABOBOM JIOKYMEHTAllMM, €€ Ha3HAa4YeHHWE U COCTaB.
CocraBneHne u O(GOpPMIICHHE OTAEIbHBIX BUAOB OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.
OcHOBHBIE BUJBI U TPeOOBAaHUS K COCTaBJICHUIO U O(POPMIICHHIO OpraHU3allMOHHO-TIPABOBBIX
JIOKYMEHTOB.

Cucrema pacnopsIuTeNbHON JOKyMEHTaluu, e€ HazHaueHue u cocrta. [lpouemypa
HU3JJaHUA PACTIOPAANUTCIIBHBIX AJOKYMCHTOB B YCIIOBUAX CAWHOHAYAIUA. Haznauenne u BH/IbI
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pacnopsiIUTeNIbHON  JOoKyMeHTanuu. TpeboBanus k e€ odopmienuto cormacao ['OCT.
CocraBnenne W OQOpPMIICHHE IPOEKTOB PACHOPSIAUTEIBHBIX JOKYMEHTOB (TIOCTaHOBIICHHH,
pelLlIeHUH, IPUKA30B, PacIIOPSLKEHUHN, YKa3aHU).

Hasnadyenue pacnopsiuTeIbHON TOKYMEHTALUUH B YIIPABICHYECKON EATEIBHOCTH OpraHa
BracTh. CocTaB pacnopsAMTENbHOM JOKyMEHTalMu: PacrnopsiaurenbHble  JTOKYMEHTSI,
U3JaBacMble IPU  KOJUIETMAIbHOM IPUHATHM  pPELIEHUH (IIOCTAaHOBJIEHHE, PpELICHUE).
PacnopsiiutenbHble TOKYMEHTBI, M3/1aBaeMble IPU €AMHOJMYHOM MPUHATHH pelieHui (Impukas,
pacriopsbkeHue, ykaszaHue). Ilpoueaypa IOArOTOBKM — PACHOPSAMTENBHBIX — JIOKYMEHTOB
(mpuka3oB, pacnopsbkeHuit). [1opsaok M3AaHUsS COBMECTHBIX PACHOPSAUTENBHBIX JTOKYMEHTOB.
OdopmiieHne pacnopsAUTENbHBIX JOKYMEHTOB. DOpMYIsp pacnopsauTeIbHOrO TOKYMEHTa,
COCTaB PEKBH3UTOB, IpaBuwia ux odopmieHus. TpeOoBaHMS K TEKCTaM pacIOPSAUTEIbHBIX
nokymeHnToB. [lpaBunma cocraBiieHust mpeamMOyibl  (KOHCTATUPYIOIIEW YacTH) TeKCTa
pacropsauTeNbHOr0 JokyMeHTta. [IpaBuia coctaBieHHs M OQOPMIICHHS PACHOPSAUTEIBHOM
YyacTu TeKcTa. THIOBBIE SI3BIKOBbIE OOOPOTHI, MCHOJIb3yeMble B TEKCTAaX PaCHOpPSIUTEIbHBIX
JIOKYMEHTOB.

OCOOEHHOCTH COCTaBJICHUSI PACHOPSAMUTENBHBIX JOKYMEHTOB B Pa3IMYHBIX CHUTyalUs
YIPaBICHYECKON ACSTEIbHOCTH.

[Tonstne 00 OpraHM3alMOHHBIX JOKyMeHTaxX. MOpuaudeckass cujia OpraHH3alMOHHBIX
JOKyMEHTOB. OCHOBHbBIE BH/Ibl OPTaHU3ALMOHHBIX JOKYMEHTOB: YCTaB, IOJIOXKEHHE, LITAaTHOE
pacnucanue, JOJDKHOCTHAs MHCTPYKIMS, YYPEAUTEIbHBIN JOTOBOP U Ap.

[Tonsitme 00 ycraBe. Buabl ycraBoB. PexBm3uThl ycraBa. TumoBas CTpyKTypa ycTama.
OCoOeHHOCTH COCTaBIICHHS U PETHCTPALIUU YCTaBA.

[ToHsATHE O MOJOXKEHUN KaK OpraHu3allMOHHOM AokymeHTe. Cdepa neCTBUS MOTOKEHHS.
Bunpsl nonoxenuii. PekBusutsl popmyinsipa-oOpasia nosoxxeHus. TUNHYHbIE pa3/ieibl B TEKCTE
IIOJIO’KEHUS.

[TonsiTue O mnpaBWiIaX BHYTPEHHETO pacnopsaka. PeKBU3UTBI IpaBWJI BHYTPEHHETO
pacniopsiaka. Tunu4Hsle pa3aensl B TEKCTE PABUII BHYTPEHHETO PaclopsIKa.

[TonssTue 06 wuHCcTpykumu. Bunbl  uHcTpykiuil. TumoBas  MHCTpyKUuUsS IO
JIETIONIPOU3BOJICTBY. PEKBU3HTHI U1 HHCTPYKIUU.

IlonsiTe O MOJPKHOCTHOM HMHCTpyKUuMHU. lIpenHa3sHaueHHe TOJKHOCTHOM HMHCTPYKLIHH.
CBsI3b TOJDKHOCTHOM MHCTPYKIMH, EqnHOro TapudHo-kBanudukamoHHOro ClpaBOYHUKa padoT
u npogeccuit padbounx (EKTC) n EnunHoro kBamu@uKalMOHHOIO CHpPaBOYHUKA JOJDKHOCTEH
pykoBojuTenei, cenuanuctoB u apyrux ciayxamux (EKC). Tunnunble pa3aensl 10KHOCTHOM
MHCTPYKLUU.

[lItaTHast cTpyKTypa M IUTaTHOE pacHUCaHME KaK OcOoOble BBl OPraHU3aLMOHHBIX
JOKyMEHTOB. OCOOEHHOCTH COCTaBJICHUS LITATHOTO PacIUCaHUS.

[TonsiTue 06 yupenuTenbHOM JOroBope. TUIIUYHBIE pa3/enbl 10r0BOpa.

JlokyMeHTaIMoHHOE o0ecreueHue npolecca OpraHu3alii U perucTpaluy IpeanpusITHs.

[TonsiTne O pacHoOpsSAMTENBHBIX IOKYMEHTax. BHUAbI pacnopsOuTENbHBIX JOKYMEHTOB:
IIOCTaHOBJICHUE, YKa3aHUe, IIpUKa3, pelieHue, pacnopsokenue. [lonsatue o nmpukase. IIpukassl no
OCHOBHOHM JesTenbHOCTH. Bpimucka u3 mpukasza. [lonstue o pacnopsokenun. Odopmienue
pacriopsbkenus. OdopmieHne ykazaHusi, MOCTAaHOBIEHHS U pemieHus. OOmme TpeOGoBaHHS K
0(OPMIIEHHIO PaCTIOPSAUTEIbHBIX TOKYMEHTOB.
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Tema 5. JlokyMeHTAUMOHHOe oO0ecneYyeHHe KOJJIETHAJbHBIX OPraHoB YNpaBJIeHUs,
OpraHu3anus coBellaHui, KoH(epeHUnii, coOpaHmil
[Ipouenypa wu3maHus pPACHOPSIUTENBHBIX JOKYMEHTOB B  YCIOBUSX  KOJUIETHAIBHOIO
ynpaBieHus. Bapuantel moamnucanus npotokona. OdopmiieHHE BBIMUCKA W3 MPOTOKOJIA
KOJUIETMAJIbHOTO OpraHa yIpaBJICHUS.
KoMiutekc opraHu3allMOHHO-TEXHUYECKUX MEPONPUATHA IO OpraHUu3allud U IPOBEACHUIO
COBeIIaHui, KoH(pepeHIui, coOpaHuil (Janee - COBEIIAHMI): BBIPAOOTKA TOBECTKH IHSA W
ONpEeNEJCHUE Kpyra IpearolaraéMblX YYaCTHUKOB; O3HAKOMJICHME C TIOBECTKOM JHSA
MpEeJoJiaraéMbIX YYaCTHHUKOB; BBIPAOOTKA perjiaMeHTa COBEIIAHUS; IMOATOTOBKA MaTepUasoB,
HaME€YaeMbIX Ul pacCMOTPEHHsS Ha COBELIAHMM (JOKJIajga, COAOKIAAa, CIPaBOYHO-
UH(POPMALIMOHHBIX MAaTEepPHajoB, MPOEKTa pEIIeHUs); OpraHu3anus padOThl CEKpeTapHara;
TEXHUYECKoe oOOecreueHre NpOBEIEHHUs COBEUIaHMs (aynuo- M BHJeoammaparypa U ap.);
JOKYMEHTHPOBaHUE palbOThl  COBEUIaHWs; O(OPMIIEHHE JOKYMEHTAJIbHBIX MaTepHajoB
COBelllaHusl (M3rOTOBJIEHUE MPOTOKOJA, UTOTOBBIX MAaTepHANIOB, Pa3MHOXKEHHE U OOecrieueHue
UMU YYaCTHUKOB COBEIIAHMUS).
[Iporokon kak mMokymeHT. PekBusutbl mpoTtokona. OdopmieHHe BBIMUCKH U3 MPOTOKOJIA.
Cneuuduka cocraBieHHs AOKIAAHOW U OOBACHUTENBbHON 3amucok. CiyxkeOHas 3amucka.
PexBusuthl 3ancku. Bujibl cipaBok. PexBu3uTsl cipaBku. Crieniuduka COCTaBICHHS aKTa.
Kommiiekc  opraHM3allMOHHO-TEXHHUYECKUX  MEPONPHUSATHN 1O  OpraHu3aluu |
MIPOBEJICHUIO COBEIIaHUH, KOH(DepeHIHii, coOpaHuii (ajiee - COBEIIaHN): BEIPAOOTKA MTOBECTKU
JHS U OIIpeNeJeHHE Kpyra IpelrojiaraéMblX YYacTHHUKOB; O3HAKOMJICHHE C IOBECTKOM JIHS
MpEeJoJiaraéMbIX YYaCTHHUKOB; BhIpAOOTKa periaMeHTa COBEIIAaHUS; MOATOTOBKA MaTepHAalOB,
HaAMEYaeMbIX Ui pAacCMOTPEHHS Ha COBELIAaHWHM (JOKJIajga, COAOKIana, CIPaBOYHO-
WH(OPMALIMOHHBIX MAaTEepUAJIOB, MPOEKTa pEeIIeHHUs); OpraHu3anus padoThl CEKpeTapuarta;
TEXHHUYECKOE oOecleueHue IMpOBEICHUsl COBelaHus (ayauo- W BUAeoammaparypa u [p.);
JOKYMEHTUpOBaHHE pPa0OTHl coBellaHus; O(OpMIEHUE JIOKYMEHTAIbHBIX MAaTepUaJIOB
coBelllaHus (M3roTOBJIIEHNE TPOTOKOJIA, UTOTOBBIX MaTepUaoB, Pa3MHOKEHUE U 00ECTIeUeHUENM
Y YYaCTHUKOB COBEIIAHMUS).

Tema 6. CucreMa cipaBo4HO-MHGOPMALMOHHON ¥ AHAJIUTHYECKOH JOKYMEHTALIMHU

Ha3nauenne uHQOPMAIMOHHO-CIIPAaBOYHOH W aHAJIUTUYECKOM JOKyMEHTAallud B
ynpaBieH4Yeckoil  gestenbHocTd.  Kiaccudukanus — MHOOPMAIMOHHO-CIPAaBOYHBIX U
AHAJTUTMYECKUX JIOKYMEHTOB (110 Ha3HAYEHUIO, TI0 aJipecatry U Jp. Ipu3HaKaM). XapakTepuCTHKa
OCHOBHBIX BHJIOB MH(OPMALMOHHO-CIIPABOYHBIX U AHAIUTHYECKUX JOKYMEHTOB ([OKJIAJHBIE,
ciIy)keOHble, aHAJIUTUYECKUE, IOSICHUTENbHbIE, OOBSICHUTENIbHBIC 3alMCKH, aKThl, CIPaBKH,
NPEJI0OKEHUS, IPEACTABICHUS).

[Iponienypa mMoAroTOBKH, COCTABICHUS M OGOPMIICHUS 3aITUCOK (TOKIAIHBIX, CIY>KEOHBIX,
OOBSCHUTENIbHBIX, AHAINTUYECKUX), CIPABOK, AKTOB, 3asBJICHHI, IMpEICTaBICHHH, CIUCKOB,
IIEpEYHEN U JIp.

JlenoBasi mepenucka Kak oco0asi Tpynna HH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.
CnipaBoYHO-aHAJIUTHUYECKUE JOKYMEHTBHI.
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Tema 7. CoBpeMeHHOE [1€710B0O€ MCHbMO

HenoBas (cnyxeOHas) nepenucka. Poiab 1 Ha3HaYCHHE J1€TOBOM NEPENUCKH KaK CPeICcTBa
U crioco6a MHPOPMAIIMOHHOTO OOMEHA MEX]1y OPraHaMHU BIIACTH, OPTaHU3AUSIMH, TPAXKTAHAMU.
Buasl 1OKyMEHTOB, COCTaBISIONIMX MEPENUCKY (JeI0BOE MHUCHMO, TejerpamMma (TeNeKc),
tenedoHorpamma, (hakcorpamMma, 3JEKTPOHHOE MHCHMO), OCOOEHHOCTH WX HCIOJB30BaHUS B
YIIPaBJICHYECKOU 1E€ATEIbHOCTH.

Knaccudukanus nenoBsix nuceM (1o cdepe mpuMeHEHUs, 10 Ha3HAUEHUIO, MO0 MECTY B
uH(pOpMallMOHHOM oOMeHe u Ap. mpusHakam). CocTaB pEeKBU3UTOB JI€JIOBOr0 muchMma. biank
nenoBoro mnucbma. OOmme TpeOoBaHUS K OG(OPMIIEHUIO JETOBBIX IHCEM, OCOOEHHOCTHU
OopOpMIICHHS JICNIOBBIX THCEM OTIEIbHBIX PA3HOBUIHOCTEH (CONMPOBOAUTEIHHOE MHCHMO,
MUCHMO-TIPOCHOa, 3ampoc, MpeaIoKeHue, TpeboBaHue, rapaHTUHHOE U Jp.).

CocraBiieHUe TEKCTa JIEJT0BOro nuchbma. KoMIIO3UIIMOHHAST CTPYKTYypa JEJI0BOTO MUCHMA,
A3bIK U CTWJIb JEJIOBOr0 NUcbMa. [ IMcCbMEHHBIN E€10BOM ITUKET BEICHHS AEIOBOM MEPEMUCKH.

OcoOeHHOCTH BEJICHUS DJIEKTPOHHOM MEPEMUCKH.

OcoOennoctu odopmieHus Tekcra TenerpaMMbl. OcobeHHOCTH OGOpMIICHHSI TEKCTa U
nepenaun tenegonorpammbl. OCOOEHHOCTH Mepeayn TeKcTa (akca.

Ctpyktypa Gopmymsipa U COCTaB PEKBU3UTOB JIEJIOBOTO MMChMA B AHTJIOSI3IUHBIX CTpaHaXx.
OO6mue TpeboBanusi K 0GOPMIICHUIO JCIOBOW KOPPECHOHJCHIIMN Ha (DpaHITy3CKOM sI3BIKE, Ha
HEMEIIKOM SI3bIKE.

Tema 8. CocraBiienne u opopmiieHHe JOKYMEHTAIMH [0 JHUYHOMY COCTaBY

JlokyMeHTanusi 1O  JHMYHOMY COCTaBy Kak  IIOJICHCTEMa  OpraHHU3al[OHHO-
pacrlopsiANTEeILHON OKYMEHTAllMU. 3aJlaud YIpPaBJICHUS, PellaeMble MPU MOMOILIN KaIpOBBIX
JOKYMEHTOB  (JIOKYMEHTHUPOBAaHUE TPYAOBbIX MpaBooTHOIIeHUH). CocTaB JIOKYMEHTOB,
oopMIISIEMbIX B KaapoOBOH Ciy)kOe: MEepBUYHBIX, YUETHBIX, PACHOPSIAUTEIbHBIX, JIMYHBIX, 11O
COIMAIbHOMY 00€CTICUEHHUIO.

[Topsnox odopmiieHuss U cOCTaB TOKYMEHTOB IpH MpHUEME, YBOJIbHEHUH, MEPEBOJEC Ha
JIpyryio paboTy, TpPEeAOCTaBICHUE OTMYCKa, OQOpMIIEHHUE TOOUIPEHUH, IUCIUILTHHAPHBIX
B3bICKaHUU.

[TonsiTe 0 JOKYMEHTax IO JMYHOMY COCTaBY Kak JIOKaJIbHOW MOJCHUCTEME JOKYMEHTOB

opranm3aiuu. llepedenp ¢GopM o00s3aTeNbHON MEPBUYHON yueTHOW HokymMeHTanuu ((popmbl
KaJpOBOM MOKYMEHTAIlMU MO YYeTy TpyJda U €ero OIuiathl). Buabl TOKYMEHTOB MO JUYHOMY
COCTaBy: MPHUKa3bl MO JHUYHOMY COCTaBY, 3asBJICHHS, TPYIOBbIE KHUKKHU, JTHUYHBIE KapPTOUKH,
AHKETHI, pe3loMe U JIp.

Cnemuduka odopmiieHus TpyaoBoro noroBopa. [lonsitue >¢¢eKTHBHOTO KOHTpAKTA.
OO6mue TpeboBaHUsI K OPOPMIICHUIO TOKYMEHTOB I10 JIMTYHOMY COCTaBy. PEKBU3UTHI 3asBICHUSI.
Odopmrnenue pesrome. Aproduorpadusi. OCOOEHHOCTH COCTaBIICHUs XapakTepucTuku. [IpaBuia
JIOKYMEHTHUPOBAHUS JBMKCHHS JTMIHOTO cocTaBa. OdopmiieHne Mep B3bICKAHUS ¥ ITOOIIPCHHMSL.
Odopmnenne otnycka pabotHuka. OCOOEHHOCTH TOKYMEHTHPOBAHUS YBOJIbHEHUS PaOOTHHKA.

Oco0eHHOCTH XpaHEHUs JOKYMEHTOB I10 JITYHOMY cocTaBy. DopMUpOBaHKE JTHYHOTO JIea
corpynuuka. @opMma, MOPSAIOK BEICHUS U XPAHEHUS TPYJOBBIX KHIDKEK. 3allUTa MepCOHATBHBIX
TAHHBIX paOOTHUKA.
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Tema 9. Opranu3anusi ¥ TEXHOJIOTHs PadoOThI ¢ JIOKYMEHTAMHU

TexHONIOrMM JTOKYMEHTOOOOpOTA: CcO3/laHue, 00paboTKa, XpaHEHHE M HCIIOJIb30BaHHE
JOKYMEHTOB B TEKYIIECH JEATEIIbHOCTH OPraHU3alliuy, YIpeKIACHUs, TpeanpusaTis. OpraHu3anus
JBWDKEHUS JIOKYMEHTOB, TIOCTYHAIOIIMX B YUYPEKACHHE: HKCHEAUIMOHHAS 0O0paboTka u
COPTHpPOBKAa JOKYMEHTOB, IPEIBAPUTEIBHOE pPACCMOTPEHHE JOKYMEHTOB, BKIIIOUCHHE
nokymeHToB B COJIO (ckaHMpoBaHHE JOKYMEHTOB, PETUCTpalMs MU Jp.), PacCMOTPEHHE
JIOKYMEHTOB PYKOBOJICTBOM U BBIHECEHHE PE30JIIOINH, ITepeiada JOKYMEHTOB Ha HCIIOHEHHUE.

Opranuzanus JBUKEHHS] OTIPABISEMbIX JOKYMEHTOB: MOJATOTOBKA MPOEKTa JOKYMEHTA,
coriacoBaHue (BU3UPOBAaHHE) TMPOEKTAa C 3aUHTEPECOBAHHBIMU  MOJpa3fCNCHUSIMU U
JOJDKHOCTHBIMU  JIMLIAaMH, J0pabOTKa MpPOEKTa JOKyMEHTa, OQopMIIEHHE JIOKYMEHTa,
NOJNMCAaHUE W/UIIN YTBEPXKJIECHUE TOKYMEHTa, BKIOYeHHe odunmansHoro qokymenra B C2J10
(perucTpanusi TOKyMeHTa, CKaHMPOBAaHHE M JIp.), OTIpaBKa JOKYMEHTa ajpecaraM, nepeaaya
JOKYMEHTa Ha XpaHEHHE.

Opranuzanus ABUKEHHS] BHYTPEHHUX IOKYMEHTOB.

PernamenTanus nesTenbHOCTH CITYKOBI 1€JOMPOU3BOICTBA HA BCEX YPOBHSX YIPaBICHUS.
[TonoxxeHue o cimyk0e JeI0NpPOU3BOJACTBA, UHCTPYKIUS MO JI€JIOMPOU3BOJCTBY; AOHKHOCTHBIC
WHCTPYKIMU, opranu3anus pabounx mect. CoBpeMeHHbIe OpraHU3aIMOHHBIE (POPMBI CITYKObI
JIEJIONPOU3BOICTBA. Pernmamenranus ocHOBHBIX 3amad u ¢yakuuid J1OY. Pa3zmenenue tpyna
MEXIY TOJPa3ICIICHUSIMH U UCTIOJTHUTEIISIMH.

[IpaBoBast 6aza IENOMPOU3BOJCTBA KaK COBOKYITHOCTH 3aKOHOB, HOPMAaTHBHO-TIPABOBBIX
aKTOB, OPTaHU3AIMOHHBIX W METOJUYECKUX JOKYMEHTOB, TOCYJapCTBEHHBIX CTaHIApTOB,
perJaMeHTUPYIOIINX

WHCTpyKIMsS 1O JIeJONPOU3BOJICTBY — OCHOBHOM HOPMATHBHBIA aKT OpraHU3aluu
JEJIIONPOU3BOJACTBA. THIMOBbIE W WHAUBUAYalbHbIE HWHCTpYKUUU. [lopsmok pa3zpaboTku,
coJlep’kaHue, MpaBuiia yTBepkKACHUS U BHenpeHus. [lnanupoBaHue, opraHusanus U METOAMKA
koHTposst coctostHus JIOY u oOecnedeHHs COXPaHHOCTH JIOKYMEHTALUU B YUPESKICHUH U
CTPYKTYPHBIX nojipa3zaeneHusx. O6paboTka MoCTynarwmux J0KyMEeHTOB (010K-cxema paboThl ¢

BXOJISIIIIMMH JTOKyMeHTaMmu ). OOpaboTKa OTIpaBIsIeMbIX JOKYMEHTOB (0J0K-cXxema pabOThI
C MCXOJSIIMMH JTOKyMEHTaMH). Perucrpanust m KOHTPOJIb MCIIONHEHHUS JOKYMEHTOB. JKypHan
PETUCTpAIIK BXOJSIINX W HMCXOISMIIAX JOKYMEHTOB. TeXHOJIOTHS pabOThl C HCXOISIIUMHU
JOKYMEHTaMH (MHUIIMATUBHBIMU M OTBETHBIMHU ).

TexHonornueckoe obecreueHHue KOHTPOJSI MCIOMHEHHsS JIOKYMEHTOB, NOCTaHOBKAa Ha
KOHTpOJb, paboTa ¢ KOHTPOJIbHOM KapTOTEKOM Ha JOKYMEHTHI M Ha YCTHbIE 3a/JaHUs U
NOPYYEHUsI PYKOBOJUTENS, INPOUIEHHE CPOKOB HCIOJIHEHUS, CHATUE C KOHTpousid. Bumpl
KOHTPOJISI.

CuctemaTtuzanusi JOKyMEHTOB (COCTaBJIEHHE HOMEHKIATYpHI Aei). DopMupoBaHHEe ACI 1O
KJIaCCU(UKALMOHHBIM TPU3HAKaM, TpeOOBaHUSA K (QOPMHUpPOBaHUIO JeJ, odopmiieHue nen B
narnKkax.

HNHdopmaninoHHO-CIIpaBOYHast pabora. KayectBenHsle u KOJINYECTBEHHBIE
XapaKTEePUCTHKH JOKYMEHTOO0OpOTA.

Opranusanus JeNONPOU3BOACTBA B OpraHax BJIAacTH. TUMOBas MHCTPYKUUS IO
JIeNIOTIPOU3BOICTBY B (DeJiepalIbHbIX OpraHax MCIOJHUTEIbHON BIACTH.

JIOKyMEHTOOOOPOT Kak CHCTeMa JBIDKEHHsSI JTOKYyMEHTOB B OpraHM3alWu. THIOBEIC
TEXHOJIOTHH JIOKyMeHTooOopoTa. [IpaBuia opranuzanuu J0KyMEeHTOO00pOTa.
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[Topsimok mpuema BXojsIIed KoppecnoHaeHuu. IlpenBapuTenbHOe paccMOTpEHUE
NOKyMeHTOB KaHuensipuu (cayx6e J[OY). PerucrpannoHHO-KOHTPOJIbHBIE (POPMBI KaHLEIAPHH
(>KypHaJbl pErucCTpaluy JOKYMEHTOB, JIEKTPOHHbIE KapTOUKHU y4eTa U T.II.). PeructpannonHo-
KOHTposbHas kapTouka (PKK).

[TopsioK IPOXOKACHUS UCXOIAIIUX TOKyMEHTOB. OTIIpaBKa nucem, (hakcoB, TEIErPaMM.

[Topsinok NpoXoKAeHUsI BHYTPEHHUX IOKYMEHTOB.

Perucrpamus gokymeHToB: oOmme mnpaBuwia. CojepikaHUE PEerducTPalMOHHOIO HOMepa.
OnTuManbHbBINA COCTAaB OCHOBHBIX PEKBU3UTOB PETUCTPALIMH B KAHLIEISPUU.

KoHTpoJib uCHIOJIHEHUS JOKYMEHTOB. THIOBBIE CPOKH UCIIOJIHEHUS JOKYMEHTOB. llopsmok
OIpe/eNICHUs] MHANBUIYaJIbHOTO CPOKa MCIIOIIHEHUS JOKYMEHTOB. [lopsaoKk mpoaseHus CpokoB
UCIIOJHEHUS! JOKYMEHTOB. [lepMOau4HOCTh NIPEIBApUTEIBLHOTO KOHTPOJIS  HCIIOJIHEHUS
nokyMeHTOB B ciyxk0e JIOY. MTorosslit KOHTpOIIb. [opsaoK CHITHS TOKYMEHTOB C KOHTPOJISI.

Pabota ucnonuuteneit ¢ jokymentamu. Pabora ¢ JoOKyMeHTaMU OIrpaHHMYEHHOIO JOCTYyIa.
Crneuunduka paboTsl ¢ JOKyMEHTaMH, COJAEpKalIUMH KoMMepUecKkyto TaiiHy. [IpaBuna paboTel ¢
OyXraiaTepckoi TOKyMEHTalUEeH.

Tema 10. Opranusanus 3J1eKTPOHHOI0 JOKYMEHT0000pOTa

OcobenHoctn  pabOTBl €  DIIEKTPOHHBIM  JIOKYMEHTOM B  TOCYJIAapCTBEHHOM H
MYHULIMIIAJIBHOM yHpaBieHuu. HopMmaTuBHO-IIpaBOBbIE aKThl U T'OCYJApPCTBEHHBIE CTaHIAPTHI,
perJaMeHTHPYIOIIME OPraHU3alri0  JIOKYMEHTOOOOpOTa C 3JEKTPOHHBIMH JIOKYMEHTAMHU.
IOpuanueckas 3Ha4MMOCTb 3JEKTPOHHOTO JOKyMeHTa. HasHaueHue, BUABI 3IIEKTPOHHOMN
HOJIKMCH U UX MCII0JIb30BaHHUE B TOCYAAPCTBEHHOM U MYHUIIMIIAJIbHOM YIPABJICHUU.

[TonsTe cucreMbl 53IEKTPOHHOTO JokyMeHTooOopora (COZ0), nazHauenwe CO/I,
bynkun CO/1. TpeboBanus k CO/I.

MeXBeJOMCTBEHHBIM 3JIEKTPOHHBINA JTIOKyMEHTO000poT. CHucTeMa MeXBEIOMCTBEHHOIO
3NEKTPOHHOTO AokyMeHTooOopora (MDJI0), Haznauenue u ¢ynkuuu MDJIO, cTpykTypa
M3/10. Buasl nokymeHToB, nepecbuiaeMbix mo MOJ10. CTpyKkTypa 3JIEKTPOHHOIO COOOIIEHUs
M3B/10.

Cucrema MeXBEIOMCTBEHHOTO AJIEKTpPOHHOrO B3aumojeiicteus (CMOB). Ponr CMOB B
peanuzanuu QpyHKUMN 351eKTpoHHOTO npaBuTenbeTBa. Ctpykrypa CMOB. Tlpumenenne CMOB
IIPH IIPEIOCTaBICHUU TOCY1apCTBEHHOMU yciyru B ML,

HcnonpzoBanne COJIO it aBTOMaTU3allMK MapIIPYTHBIX KapT JABMXKEHUS JIEKTPOHHBIX
nokymeHToB B opranuzanuu (Workflow). ApxuBHOoe XpaHEeHHE 3JIEKTPOHHBIX JIOKYMEHTOB B
opranuzaiui. OcoOEHHOCTH TepeAayd AJIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE B
BEJIOMCTBEHHbBIE U TOCY/1apCTBEHHBIEC APXUBBI.

HopmatuBHO-IpaBOBbIE  aKThl, OpPraHU3alMOHHBIE M  METOJWYECKUE JIOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAaHJApTE, PErJaMEHTHPYIOIIMX TEXHOJOTHI0 paboOThl C 3JIEKTPOHHBIMU
JOKYMEHTaMH B TOCYJJapCTBEHHOM M MYHUIUIIAIIbHOM YIIPABJICHUU.

OcoOeHHOCTH [JeNIONPOU3BOJCTBA U JOKyMeHTooOopora B ['ocynmapctBenHoit [lyme.
OcobeHHoCTH paboTHl ¢ TIOKyMEHTaMH B 3aKOHOJATENbHBIX opraHax. OcobeHHOCTH paboThI ¢
JOKYMEHTaMH Ha TOCYAAapCTBEHHOW ciyx0e. OCOOEHHOCTH JENONpPOU3BOACTBA B CYAEOHBIX
opraHax. ['ocymapcTBeHHBIE LieleBbIE MporpamMmsl «QieKTpoHHass Poccus» m «OneKkTpoHHOE
MIPABUTEIBCTBO» U UX pean3alusl.

HopmupoBanue Tpyzaa B paboTe ¢ JOKyMEHTaMHU.
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Tema 11. Opranuszauusi XxpaHeHHsi JOKYMEHTOB M o0ecriedeHrne X COXPaHHOCTH

Cucrematuzanys JTOKYMEHTOB KaK OCHOBA OPraHM3alUU MX IOCIEIYIOIIEr0 XpPaHEHUS.
HomeHnkarypa aenr opranu3anuu Kak cXeMa CUCTeMaTH3aluu JOKYMEHTOB. BUIbI HOMEHKIIATYyp
Jen (TUIIOBBIE, NPUMEPHBIE, UHAUBUAYAJIbHBIE), NPUHIUIBI IOCTPOSHUSI HOMEHKIATYPHI JEIl.
Cpox geiicTBUsI HOMEHKJIATypbl neid. OCHOBHbIE ATambl pa3pabOTKM HOMEHKIJIATYphl €]
opranuzaiuu. [lopsnok odopmileHus, cOraacoBaHusl, YTBEP)KICHUS U BEJCHUsS HOMEHKIIATYpPbI
nen. OdopmieHne UTOroBoi 3aucy B HOMEHKIaType Jen. KoppekTupoBKka HOMEHKIIATyphl Jell.

[Tonstue «aeno». IlpuHuuner popmupoBanus aen. OcodeHHOCTH (HOPMHUPOBAHUA B JieNa
pa3IMYHBIX KAaTeropul JNOKyMeHTOB. IIpaBuiia 1OCTpOCHMsSI 3aroJioBKOB Jel1 M HX
CUCTEMATHU3allMM B HOMEHKJaType aei. OmnpeneiaeHue CpOKOB XPAHEHUs JOKYMEHTOB W JEIl.
Otmerka «IIIK». Unnekcamus nen. IloaroroBka nen Juisi mepegayd B apXWB OpPraHU3AILIMM.
[Tonstue ommcu naen. IlpaBuna cocraBnenus omnuceid. OdopmieHne onucH Aea CTPYKTYpHOTO
noapasnenenusi. HopmartuBHo-MeToamueckue marepuansl DenepaibHON apXUBHOW CITY:KOBI
Poccun no odopmienuro aen. OcHoBHble TpeOoBaHMsA K (GopmupoBanuto nein. [lonHoe wim
4qacTU4YHOEe O(OopMIIEHHE [Jell B 3aBUCUMOCTH OT CpPOKOB XpaHeHus. Hymepauus sucToB.
3aBepuuTenbHas noanuch. BuyTtpenHss omuck. OdopmiieHHe OOJNOXKKH A€l MOCTOSHHOTO U
BpeMeHHOro xpaHeHus. OcdopmiieHHe Jiena: BHYTPEHHsISI ONMCH Jela, JIMCT-3aBepuTellb Jena,
o0noxka nena. CocTtaBiieHUEe ONMCEN Ha Jefa, epeaBaeMble B apXuB opranuszanuu. [lopsmox
nepeaadn JOKYMEHTOB M JIENI HAa apXUBHOE XpaHeHHe. IIopsAnoxk yHMYTOXKEHUS NOKYMEHTOB U
JIeJ1 C UCTEKIIMMU CPOKaMH XPaHEHHUS.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX IOJIpa3eseHusIX opranu3anuu. OTBETCTBEHHOCTb
32 COXPaHHOCTb JJOKYMEHTOB. 3aKOHOJIATEILCTBO M HOPMATUBHI 110 00ECIIEUEHUIO COXPAHHOCTH
JOKYMEHTOB. EMMHCTBO TpeOoBaHMI K XpaHEHHUIO JOKYMEHTOB B JiesnonpousBojcTse. [lopsaaok
BbIIaYyd  JIOKYMEHTOB BO BPEMEHHOE IIOJIb30BAaHME IIPM XPAHEHWU B CTPYKTYPHBIX
noxpasfelieHusAX. XpaHEeHHWE M OpraHu3aunus JocTyna K JIOKyMEHTaM B YCJIOBHAX
(YHKLMOHUPOBAHUS ABTOMATU3MPOBAaHHBIX MH(GOPMALMOHHBIX cucTeM. IloHATHE «dKCcnepTHU3a
LHEeHHOCTH». HOpMaTnBHO-METOOUYECKNE U TEOPETHYECKHE OCHOBBI IIPOBENCHMS JKCIEPTHU3BI.
TpeboBaHMsl K MPOBEIEHUIO SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB B «OCHOBHBIX IpaBuiax
paboThl BEAOMCTBEHHBIX apXuWBOB». OpraHuzanus SKCIEPTH3bl IIEHHOCTH JOKYMEHTOB,
HeHTpaidbHbIX AKcrepTHbIX Komuccuit (LIOK) u skcneptHeix xomuccuil (OK) yupexaeHus.
[TpaBa u QyHKIMM KOMHCCUH, OpraHuM3alus MX paboThl M JOKYMEHTHPOBAHHE JESTEIbHOCTH.
Oransl NPOBEICHHsI SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB. OdopMiieHne pe3yabTaToB 3KCIIEPTU3bI
LIEHHOCTHU JTIOKYMEHTOB.

[lepenaya nen B apxuB OpraHu3aluu (BeloMcTBa). YHU(HKaAIM TpeOOBaHUN K JAenaM,
caaBaeMbiM B apxuB. BsaumopeiictBue ciayx6 JIOY U BeJOMCTBEHHOTO apxuBa IHpu
(GOpMHUPOBAHUN OCHOBBI JUISI MOCIIEYIOIIETO XPAHEHUS U UCTIOIb30BaHUS IOKYMEHTOB.

Tema 12. Jlesionpou3BOACTBO MO YCTHHIM M MUCbMEHHBIM OOpallleHUsIM IPa:KIaH B
OpraHu3anuio
OcHOBHBIE BH/JIbI OOpaIlleHUH: PEIOKEHUE, 3asBICHUS, Kano0a, X01aTaiiCcTBO, METUIHS.
HopmatuBHbIE JOKYMEHTBI, perylIupyrole padoTy ¢ oOpalieHusiMi rpaxaad. JInuHblil npuém
rpaxJaH B opraHu3anuu. Buael oOpamieHuil rpaxaaH: NpeIOKEHHs, 3asBICHUS, >KaIOOBbI.
Opranuzanus paboThl C MHUCbMEHHBIMH OOpAallleHUSIMU Tpak[JaH: PErucTpalus, KOHTPOIIb,
OTBETHl (CPOKM OTBETOB), aHAINW3 OOpallleHWi TrpaxkJaH, CpoK XpaHeHus. Hampasienue mno
1o/iIBeIOMCTBEeHHOCTH. O0XkaloBaHUe rpa’kJjaHaMH OTBETOB, MTOJIyY€HHBIX OT OpraHU3aluy.
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OcobenHoctu  ciyxeOHoO-menoBoro obmenus. Crnenuduka AeI0BOrO  TelIePOHHOTO
pasrosopa. JIN4HbIN NpUEM IpakJaH B OpraHu3auuu. I[1opsaok npuema yCTHBIX U IIMCBMEHHBIX
oOpamienuii rpaxaad. HopMmaTuBHBIE TOKYMEHTHI, peryaupyromue padory ¢ oOpalieHUusMu
rpaxnaad. Opranuzamnusi paboTsl ¢ MUCbMEHHBIMU OOpAIICHUSMHU TPAKIaH B OpraHax BJIACTH H
ynpasieHus. UMUK 1€710BOTr0O YeI0BeKa.

4. MarepuaJibl TEKYIIEro KOHTPOJIS yCIIeBA€MOCTH 00yYar0IIuXCs

4.1. B xone peanmuzauuu nuctmminabl b1.0.21 «/lokymenTtannonnoe obecrniedyeHne u
JIEJIONPOU3BOJICTBO B TOCYJAapCTBEHHOM M MYHUIMIAIBHOM YIIPABIECHUH» MCIOJIb3YHOTCS
CJIEIYIOIIIE METO/bI TEKYLIer0o KOHTPOJIs YCIeBaeMOCTH 00y4aroIuXcs:

Memoow
Haumenosanue memot merymezo
KOHmpOoin
ycneeaemocmu
Ounas popma odyuenus
Tema 1. [Ipenmer, conep:kanue U 3a1a9u JUCIUTLIAHBI YO, T
Tema 2. OcHOBHBIE CBOWCTBA, PYHKIINU M MMPU3HAKU JOKYMEHTA YO, T
Tema 3. OO1IHIe HOPMBI U TIPABMIIA 0OPMIICHUS YIIPABICHISCKUX TOKYMEHTOB T, Keiic
Tema 4. Cucrema opraHu3alMoOHHO- PACTIOPSIUTENBHON JOKYMEHTAIIUN -1
Tema 5. JlokymMeHTanmoHHOE oOOecreueHne KOJUIETUATBHBIX OPTaHOB YIIPABICHUSA, JLIL, Keiic
OpraHU3alns COBEIIaHUH, KOHPEPEHIINHA, cOOpaHuit ’
Tema 6. CucreMa cripaBOYHO-UHGOPMAITMOHHOW U aHATUTHYECKON TOKYMEHTAIIMH VO, -1
Tema 7. CoBpeMeHHOE JeJI0BO€ MUCHEMO Keiic
Tema 8. CocraBieHue U 0hOpMIICHHE JTOKYMEHTAIIUH 110 JINYHOMY COCTaBY VO, T, Keiic
Tema 9. Opranuzanus U TEXHOJIOTHS pabOTHI C TIOKyMEHTaMHU VO, T
Tema 10. Opranusaiiys 3J€KTPOHHOT'O JOKYMEHTO000pOTa VO, T
Tema 11. Opranuzanys XpaHeHUs TOKyMEHTOB B 00eCIieYeHHe UX COXPaHHOCTH VO, T
Tema 12. [lenonpon3BOJCTBO MO YCTHBIM W MUCHMEHHBIM OOpAIeHUsIM TPaXKIaH B VO. Keiic
OpTaHH3AIHIO ’
Ouno-3aounasn popma odyuenusn

Tema 1. I[Ipeamer, cogepxaHue 1 3a0a4u JUCLHUILUIHHbBI
Tema 2. OcHOBHBIE CBOWCTBA, (GYHKIIUH U TIPU3HAKH JJOKYMEHTA VO, T
Tema 3. OOmre HOpMBI U TIpaBUIIa OPOPMIICHHUS YITPABIEHYECKIX JIOKYMEHTOB T
Tema 4. Cuctema opraHu3alliOHHO- PACTIOPATUTENEHON JOKYMEHTALUN O-11
Tema 5. JlokymMeHTaMOHHOE OOECIEYeHHE KOJUICIHANbHBIX OPTaHOB YIPABICHUS, JLIIL Keiic
OpraHM3allys COBELIaHUM, KOH(pEpeHIui, coOpaHuii ’
Tema 6. Cucrema cripaBOYHO-UH(GOPMALMOHHON M aHATUTHYECKON TOKYMEHTAIUN YO, A-11
Tema 7. CoBpeMeHHOE JI€TTOBOE MMHCHMO Keiic
Tema 8. CoctaBnenue u opopMiIeHHE JOKYMEHTAIUH 110 TIHYHOMY COCTaBy VO, T, Keiic
Tema 9. Opraau3aius U TEXHOJIOTHS pabOTHI C JOKYMEHTaMU VO, T
Tema 10. Opranu3zanus 3J1eKTPOHHOTO JOKYMEHTO000pOTa VO, T
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Tema 11. Opranuzamnus XpaHeHHUS TOKYMEHTOB M 00SCIICYCHIE HX COXPAHHOCTH YO, T

Tema 12. I[CJ'IOHpOI/IBBO,Z[CTBO 0 YCTHBIM W NHNCBbMCHHBIM 06paH_IeHI/I}IM TpaxxJaiaH B
OpraHu3anuro

VO, Keiic

4.2. TunoBble MaTe€pUaJIibl TCKYHIET0 KOHTPOJIA YCII€EBACEMOCTH oﬁyqalomnxcm

TunoBblie BOIIPOCHI 1Jisl YCTHOI'O OoIIpoca

M310:KkuTe TeopeTHYECKHEe OCHOBBI 10 JaHHOI TeMe (1aiiTe onpeaeeHus, MePEUNCTUTE H
HA30BHUTE) U 000CHYITEe (APrYMEeHTHPYHTE M MPOIEMOHCTPUPYIITE) CBOE OTHOIIIEHUE K
JAHHOM TeMe (HA KOHKPETHOM IpuMepe):

1.
2.

10.
11.
12.
13.

14.
15.

16.

17.
18.
19.
20.
21,
22,
23.
24,
25.
26.
27.
28.
29.
30.

31.

IIepeuncinure 3Tansl CTAHOBIEHUS IEI0NPOU3BOICTBA B Poccun.

Pacckaxxute, Kak  BIMSIM  COLMAJIBHO-IIOJUTUYECKHE  YCIOBHSI  HAa  CHUCTEMY
JIEJIONPOU3BOJCTBA B UCTOPHH.

HazoBure 3agaun, KOTOpbIE peLIao AEIONPOU3BOICTBO B OTE€UECTBEHHON UCTOPUH.
VYkaxure, Korja craia (opMUpOBaThCs 3aKOHOaTeNbHasA 6a3a Je0Nporu3BOICTBA.
VYkaxkuTe, B KaKOM HaIpaBJICHUU pPa3BUBajJach CTaHJIApTHU3AlMs JIOKYMEHTOB B PYCCKOU
UCTOpUH.

Jaiite onpeneneHue MOHATHIO «IJOKYMEHT» U HA30BHUTE €T0 MPU3HAKU U (QYHKIINH.

HazoBuTe n3BecTHBIE BaM TUIIBI JOKYMEHTOB.

[lepeuncnure BUIBI JEJIOBBIX JOKYMEHTOB, OOpallalolMXcs Ha MPEANpUATHAX U B
OpraHu3alusix.

Onpenenure NOHATUE «IEIONPOU3BOACTBO» U OTMETHTE, MOYEMY €r0 Ha3bIBAIOT OJHOM U3
(GyHKUUH yOpaBiIeHUs.

Kakue TexHuueckue cpecTBa NpUMEHSIOTCS B J1€JI0IPOU3BOJICTBE?

Yro Takoe «cucTemMa JOKyMEHTALUN» U «YHU(PUIIMPOBAHHAS CUCTEMA JJOKYMEHTALUN»?

Urto moHUMaeTCst ol HOPMAaTUBHO-METOAMYECKON 0a301 1eT0npOn3BOICTBA?

Kak perymupyercs JlokymMeHTanMOHHOe oOecreyeHue U JAEJIONpPOU3BOACTBO B
rocy/1apCTBEHHOM U MYHUIIMIIAJIbHOM YIIpaBJI€HUU Ha (eepaaibHOM ypOBHE?

Kakue akTyanbHble CTaHIApTHI B 00JIACTH JEIONPOU3BOJICTBA BaM U3BECTHBI?

B uem 3akmrouaercs cyThb yHU(DUKAIUM, CTaHAapTU3alMU W TpadapeTu3alud B
JIeIONPOU3BOJICTBE?

Kakune knaccupukaTtoppl TEXHHUKO-I)KOHOMUYECKOM M COLMaNbHOM HH(pOpMaluu BaMm
W3BECTHBI?

KakoBbl OCHOBHBIE HAaIIPaBJIEHUSI COBEPIIIEHCTBOBAHMUS ITPOLIEcca JI€I0NPOU3BOICTBA?

Kakue pa3zmepsl Oymaru pa3pemieHsl K IpUMEHEHHIO B IEJIONPOU3BOCTBE?

Kakwue pazMepsl osyieit UCIOIb3YIOTCS B IOKYMEHTax ?

Kak HymepyroTcst CTpaHULbI B JOKyMEHTaXx?

Kaxkue criocoOb1 mpumeHsitoTes npu 0hopMIICHUN JaT?

Kakue cokpallieHus CoB JOMYyCKalTCs B JOKyMEHTax?

Kak odopmisieTcss B JOKyMeHTax HalMCaHUE YUCen?

Kak BbInonHseTcst B JOKyMEHTaxX HalucaHue (GU3NUeCKUX BETHUUH?

Kak BbInonHsgeTcs B JOKyMEHTaX HallMcaHHe MaTeMaTH4ecKux ¢hopmyin?

Kak opopmisitoTest B TOKyMeHTax TaOIUIbl M BHIBOJIBI?

Kakue koppeKkTypHble 3HaKH UCIOJIb3YIOTCS IIPU MTPaBKe JAENOBBIX TOKYMEHTOB?

Yro mpencrasisieT co0oi GopMyIsip OpraHu3aluOHHO-PACTIOPAAUTEIbHBIX TOKYMEHTOB?
Uro mpeacraBisieT co0oit OmaHk ToKymMeHTa?

KakoBbel TpeOOBaHUS K HM3TOTOBJICHUIO, YYETy, MCIHOJIb30BAHUIO M XPAHEHHIO OJAHKOB C
BocnpousBeaeHueM ['ocyaapctsenHoro repba PO u rep6os cyobekToB PDO?

MoryT 51 B T0KyMeHTe ObITh coBMeIeHbl Tep0 PD u repb cyobekra PO?
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32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.

49.
50.
51.
52.

53.
54,
55.

56.

57.
58.

59.
60.
61.
62.
63.
64.
65.
66.
67.
68.

Yrto Takoe TaOyaupoBaHUE PEKBU3UTOB?

Kakue MeXCTpouHbIe HHTEPBAJIbl IPUMEHSIIOTCS TPU OPOPMIICHUH PEKBU3UTOB?

KakoBbl TpeboBanust k 0(hOpMIICHIIO PEKBU3UTOB Ha I0JIE€ YIIIOBOTO IITama’?

Kak opopmisitoTcst peKBU3HTHL, pa3MeliaeMble Ha paboueM mose JOKyMeHTa?

KakoBbl TpeboBaHus K 0(OPMIICHUIO PEKBU3UTOB HA CIIYKEOHOM MOJIe TOKyMeHTa?

KakoB npumepHsbIil nepedyeHb JOKYMEHTOB, NOJIEKAILUX YTBEPKICHUIO?

KakoB npumepHbIii nepedeHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS repOoBast neyaTs?

Kakyro nadopmarnuro Biouaet pekBu3uT «HanMeHoBaHue opranu3anumny»?

Kaxk odopmiisiercst moYTOBBIN apec B TOKYMEHTax ?

Jlyist uero HeoOXOAMM PEKBHU3UT «PerucTpalimoOHHbI HOMEP JTOKYMEHTa»?

Kakue nokymenTsl nojiexar yreepxkaeHuio? Kak odhopmisieTcst 3T0T peKBU3UT?

Kakyro nHpopMaruio coaepKuT peKBU3NUT «3aroj0OBOK K TEKCTY»?

B uem 3aknrouaercs BaxxHOCTh pekBu3uTa «llognuce»?

Kak u ¢ xakoii eJIbl0 CTaBUTCS Me4aTh HA JOKyMEHTe?

KakoBo npenHa3HaueHrEe OPraHU3alMOHHBIX JOKYMEHTOB?

Kakue Buibl OpraHu3aloOHHbIX JOKYMEHTOB BaM U3BECTHBI?

Uro mpencraBisieT co0Oil ycTaB M KaKOBbI OCHOBHBIE TPEOOBaHHS K €ro COJIEPKaHUI0 U

odopMIIeHUIO?

Kak cocraBnsieTcst U perucTpupyercsi ycTaB OpraHu3aiu?

Uro Takoe MmoyiokeHUe KaK OpraHU3alMOHHbIN JOKYMEHT U KaK ero 0(OpMHTH?

YTto pernaMeHTHpYET U KaK COCTaBJISETCS IITaTHOE pacnucaHue?

B uyem coctour pazninume MexAy TaKMMHU JIOKYMEHTaMM, KaK IITaTHOE paclucaHue,

CTPYKTYypa U LITATHAS] YUCIAEHHOCTh?

UTo BXOIUT B CTPYKTYPY IIpaBWJI BHYTPEHHETO pacnopsiika?

Kakue myHKTBI JOTKHBI OBITH OTPAKEHBI B IOJPKHOCTHOM MHCTPYKIIMK?

Kak cBs3aHbl JOKHOCTHAsT HMHCTpyKUus, Enunslii  Tapu@HO-KBaIM(UKAIIMOHHBIN

cupaBoyHUK pabor u mnpodeccuii padounx (ETKC) u Epunbiii kBanupukanuoHHBINA

CIIPaBOYHHMK JOJIKHOCTEH PYKOBOAMUTEINEH, crielinaiucToB u Apyrux ciayxammux (EKC)?

Ha ocHOBaHMM Yero cocTaBisIeTCsi MHCTPYKLHMS IO JAEIONpou3BOACTBY? UTO BXOIUT B

cojiepaHue JaHHOTO IOKyMeHTa?

Kakue TpeboBaHMs MpebsBIAIOTCS K 0QOPMIIEHHUIO 10T0BOpa (KOHTpaKkTa)?

Kaxo# opraHn3aliMOHHBIN JOKYMEHT CIEAYET COCTABUTh B TAKUX CUTYaLlHsX:

e HEOOXOOUMO OIpENeNUTh MOPAJOK MPEJOCTaBIEHUS MECT B OOIIEKUTHH JUIS
WHOTOPOJIHHUX CIIELUAIUCTOB;

e HEOOXOIMMO ONpPENEeTUTh MPUHLUIIBI ACATEIBHOCTH CO3/1aBaeMOi (pUPMBI;

e HEOOXOOUMO pAa3TPaHUuUUTh Ccdepy JEATEIbHOCTH CeKpeTaps U  IIOMOIIHUKA
PYKOBOIMTEIIS,

e HEOOXOJUMO OMPEIENIUTh NOPSAAOK paObOThI ¢ BXOASIIUMHU U UCXOASIIMMU TUCbMaMH;

e HEOOXOOUMO ONpEIENUTh MHOPSAOK JEHCTBHI COTPYIHHMKOB Ha ONACHBIX YYacTKax
paboThI;

e HEOOXOOMMO ONpEeAETUTh NpaBWila IOBEAEHUS, OOIIMe MpaBa U OOA3aHHOCTU I
COTPYAHUKOB OpPTraHU3aLUH.

KakoBa ocHOBHast pyHKIIUS pacOPSIIUTENBHBIX TOKYMEHTOB?

Kakwue BubI paciopsSAUTEIbHBIX JOKYMEHTOB BaM U3BECTHBI?

KakoBsl TpeboBaHUs K 0()OPMIIEHUIO IPUKA30B 110 OCHOBHOM JIeSITEIbHOCTH?

Kaxkwne ObIBatoT BUIBI IPUKA30B?

MO0’KHO JI1 U3MEHUTH KOJINYECTBO YacTel mpHuKaza’?

Kak ¢opmynupyeTcs Kax/plil MyHKT TEKCTa MpuKasza?

C Kakoro MoMeHTa IpuKa3 BCTYIaeT B CUITY?

KTo noanuceiBaeT nprkas o OCHOBHOM J1€ATEIbHOCTH?

Ha xakom 6nanke oopmiisieTcst mpuKas Mo OCHOBHOM J1€ATEIIbHOCTH?

C kakoro MoMeHTa MpHUKa3 BCTYHaeT B CUITY?
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69.
70.

71.
72.
73.
74.
75.
76.

77.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.
98.
99.

B ckonbkux sx3eMIuiapax oQopmMIiIsieTcst IpuKa3 Mo OCHOBHOM €SI TEIbHOCTH?
M3 CKOJBKMX COCTaBHBIX YacTe, KaK IPaBMJIO, COCTOUT TEKCT pPaCIOPSAUTEIBHOIO
JIOKyMeHTa?

Kak opopMuTh BBIUCKY U3 MTpHUKa3a?

Kak opopmuth pacriopspkerue?

Kak opopmuts ykazanue?

Kak opopmuts perenue?

Kak opopmuts nocranosnenue?

KakoBa o6mas ¢yHkus uHOOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB B OTJIMYHE OT
OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB?

Kakwue cymecTBytoT BuAbl HH(GOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB?
Kakoii mpoToK0J1 Ha3bIBa€TCs MOJIHBIM?

KakoBbl peKBU3UTHI TPOTOKOJIA?

Ha uem odopmisroTest epBblid U OCIEIYIOUTHA JTUCTHI TPOTOKOIA?

W3 ckoJIbKUX YacTel COCTOUT TEKCT NPOTOKOIA?

Kakas coctaBHas 4acTh IPOTOKOJIA MOXET OTCYTCTBOBAThH?

KakoBbl peKBU3UTHI BHIITUCKU U3 TPOTOKOJIA?

MoHo 1 0pOpPMHUTE CTyKeOHOE THCHMO Ha Oymare ¢opmara A-5?

B ckonbkux sx3emiuisgpax ohopMisieTcs ciaykedHoe TuchbMo?

KakoBo MakcuManbHOE KOJIMYECTBO aJpeCaToB B MUCbMeE?

W3 CKOIBKUX COCTaBHBIX YACTEH, KaK MPaBUIIO, COCTOUT TEKCT CIIykeOHOro nrchbma?
MoskeT 11 MUCbMO UMETH JBE MOAIUCH?

[TucerMa MOTYT yIOCTOBEPSATHCS MedaThio?

W3 ckoiIbKUX YacTel, Kak MpaBUiI0, COCTOUT TEKCT JOKJIAHON 3aluCKu?

Ha yeM oopMIISIFOT BHEIIIHIOO ¥ BHYTPEHHIOIO TOKJIaIHbIC 3aIHCKU?

KTo cocraBisier u noANMChIBAET BHYTPEHHIOIO JTOKJIAIHYIO 3aIUCKY?

B ckonbKUX 9K3EMIUISIpaX COCTABIIACTCS BHEIIHS TOKIaAHas 3anucka?
KakoBbl peKBU3UTHI CITyKEOHON CIPaBKU?

Ha yeM Mo3xHO 0(hopMHUTE CiTy)eOHYIO CIIPaBKY?

Kakoli JoKyMeHT UMeeT aHAJIOIMUYHBIN CIIpaBKe COCTaB PEKBU3UTOB?

B yeMm orimnuue Tekcra ciayxeOHON CIpaBKU OT TEKCTa JOKJIAJHOM 3arucKu?
KakoBbl peKBU3UTHI CIy)EOHOT0 aKTa?

Kak cTpoutcs TekcT akra?

100.B ckonbKHX 3K3eMIUISIpax opopMIIIeTCs CIIy>KEOHBIH aKkT?

101.Bcerna m akThl MOAJIEKATH YTBEPKACHUIO?

102.Yto sBisteTca qatoii akra?

103.Kak odopmisiercs cBojka?

104.B ueM cnenuguka coOCTaBICHHS OT3bIBA U 3aKIIOYCHUS?

105.KakoBbI 0COOEHHOCTH COCTABICHHS TEKCTA TEJIErpaMMBbl?

106.KakoBo Ha3HaueHue 4epThl B TEKCTE TEJIErpaMmbl?

107.B ckonbkHX 3K3eMIIIsipax opopmisercs Tenerpamma?

108.Mo3KeT 11 MPOCTaBIATHCS IeYaTh B TeserpaMme?

109.KakoBbI 0COOEHHOCTH TEKCTa TeNEPOHOTPAMMBI?

110.YTO BXOJIUT B COCTAaB KaJPOBOU IOKYMEHTALIUH?

111.Kakas JOKyMeHTaIus UCIIONb3yeTCs IPU MpueMe Ha paboTy?

112. KakoBsI cienirdrka opopMIIeHHS TPYIOBOTO JOTOBOpa?

113.B ckoNBKHX 3K3eMIUIsIpax opopMIIsIeTcst TpYAOBOM JOroBop?

114. KakoBBI pEKBU3UTHI 3asBJICHHSI O TIpHEME Ha padoTy?

115.Ha ocHOBaHNHU KaKMX JOKYMEHTOB M3/1a€TCs IPUKa3 M0 JMYHOMY COCTaBy?
116.KTo moanuceIBaeT mpukKas 1no JM4HOMY COCTaBy?

117.KTto 1 xorga opopmisier aBroouorpagpuio?

118.Kora cocTaBisitoT pe3roMe U B YEM €T0 OTJINYue OT aBToOnorpadun?
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119.KaKkoBBI peKBH3UTHI 00JIOKKH JTHaHOTO Aena U HoMmep ['OCTa, Ha OCHOBaHMHM KOTOPOTO OHA
odopmisiercs?

120.KakoBO Ha3HauY€HUE BHYTPEHHEH OMUCHU B JIUYHOM Jeie?

121.KakoBbl pEKBU3UTHI TUTYJIBHOI'O JINCTA TPYAOBOM KHUKKHU?

122.B ueM 3aKI104arTCs 0COOCHHOCTH O(hOpMIIEHUS U BeIeHUS TPYAOBON KHUKKHU?

123.YTo sBISIETCS OCHOBAHUEM JJII BHECEHUS 3aMKCH B TPYAOBYIO KHUXKKY?

124 Korma ohopMIIsieTcsi BKJIABIII B TPYIOBYIO KHIDKKY?

125.Kakue pacnopsiuTeNnbHbIe AEUCTBHUS 0(OPMIISIIOTCS IIPUKA30M I10 TUYHOMY COCTaBy?

126.KakoBbl 0COOEHHOCTH BEACHUS TOKYMEHTAIUU 110 y4eTy KaapoB?

127.I'ne xpaHAaTcs TM4YHbIE KapTOukH popmbr T-27

128.Kak 1OKyMEHTUPYETCSl JBH)KEHUE JTUYHOTO cocTaBa?

129.Kak 1OKyMEeHTaIbHO 0()OPMIIIOTCSI MEPBI B3BICKAHHSI U TIOOILIPEHUS?

130.Kak oopmisieTcss oTmyck paboTHUKA?

131.KakoBbI peKBU3UTHI 3asIBJICHUS 00 YBOJIHLHEHUN?

132.Kak TOKyMEHTHPYETCS YBOJbHEHHE PAOOTHHUKA?

133.UT0O OTHOCHUTCS K 3aIIHUIIAEMbIM 3aKOHOM TEPCOHATLHBIM JaHHBIM PaOOTHHUKA?

134.KakoBbl (DyHKIIUU U CTPYKTYpa CIy>KObI AETONPON3BOACTBA?

135.YT0 OTHOCHTCS K THIIOBBIM TEXHOJIOTHSIM JOKYMEHTOOOOPOTa B OpraHu3aIiuu?

136.KakoBBI OCHOBHBIE DTAIIbI I[OKYMGHTOO60pOTa?

137.Kax BeIpaxaercs 00beM JOKYMEHTO0O0poTa?

138.3aueM HY)KHO MpeBAPUTEIHLHOE PACCMOTPEHUE JOKYMEHTOB B ciykoe JJOY?

139.UT0 BXOAMT B MOHATHE <OKCIEIUIUOHHAs 00paboTka JokyMeHTOB»? KakoBbl oOmiue
MpaBuja 1 3aJa4l pErucTpalu J0KYMEHTOB?

140.B kakoM ciyyae KOHBEPTHl TpU O0pabOTKE TPUCHUIAEMOW KOPPECIIOHICHIIMH HE
YHUUTOXAKOTCS?

141.KakoBa OCHOBHasI 11€JIb U IPUHIUIIBI PETUCTPALIIH?

142.Kakue BUbl TOKYMEHTOB HE NOJIEKAT pErucTpanuu’?

143.Kakue (hopMBbl perucTpanny JOKyMEHTOB IPUMEHSIOTCS B OpraHU3aIum?

144.B yeM npeuMyIIecTBa KapTOuyHOU (POpPMBI perucTpanuu’?

145.B CKOBKHX K3eMILISIpax opOpMIIIETCS pETUCTPAIIMOHHAS KapTodKa?

146.Korga perucTpupyroT NpUChUIaéMble JOKYMEHTHI?

147.Koraa perucTpupyroT co3/1aBaeMble TOKYMEHTHI?

148 . Kakyto HH(pOpMALIUIO COAEPKUT PErUCTPALIMOHHBI HOMEp JOKyMeHTa?

149.Kakue JOKYMEHThl peKOMEHAYeTcs 00s3aTelbHO HANpaBlATh Ui  PAacCMOTPEHUS
PYKOBOIMTEIO OpraHu3auu?

150.Uto BKJIIOYaeT B ceOsl KOHTPOJIb MCIIOJIHEHUS JOKYMEHTOB M NPUHATHIX pemeHuit? Kak
OpraHU30BaTh KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB?

151.KT0 ycTaHaBIMBAaEeT TUIIOBbIE CPOKH UCIIOIHEHUS JJOKYMEHTOB?

152.Yt0 Takoe HHAUBUAYAIbHBIE CPDOKH UCIIOJHEHUS, KTO X YCTAHABIMNBAET?

153.KakoB nopsA0K MPOJIIEHNUS] CPOKOB UCIIOJIHEHUS JOKYMEHTOB?

154.KTO n0MIKEH NMETh IPaBO CHUMATh UCIIOJIHAEMBIE JOKYMEHTBI C KOHTPOJIS?

155.B ueM cnenuduka paboThl C UCXOIAIIMMHI U BHYTPEHHUMH JOKYMEHTaMU?

156.YTo Takoe HOMEHKJIaTypa nen?

157.KakoBO Ha3HaY€HNE HOMEHKIATyphl €7

158.Kakune Bup! (TUIIBI) HOMEHKJIATYp pa3inyaroT B JEJIONPOU3BOJCTBE?

159.KT0 cocTaBisieT, NOANMCHIBAET M YTBEPKAAET HOMEHKIATYpYy Je€l1 CTPYKTYPHOTO
nojapasjaeneHus’?

160.KT0 cocraBisieT, MOANUCHIBAET M YTBEPAKAAECT CBOIHYIO HOMEHKIIATYPY A€’

161.YT0 ycTaHaBIMBAET TUIIOBAs HOMEHKJIATypa J1€m?

162.B ckoIbKHUX dK3eMITIsIpax oopMIIsieTCs: HOMEHKIIaTypa aein?

163.KakoBbI pEKBU3UTHI HOMEHKJIATYPBbI €7
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164.KakoB CpOK XpaHEHHs HOMEHKJATypbl JI€J1 B YUYPEXKICHHUAX, HE MEPEeNarlluX Jaeja Ha
roCy/1apCTBEHHOE XpaHEeHue?

165.Kakue 1OKyMEHTBI UCIIOJIb3YIOTCS ITPU COCTABICHUU HOMEHKJIATYPHI J1€7?

166.Kakue 1OKyMEHTBHI HE BKJIIOUAIOT B HOMEHKJIATYPY e’

167.Korjia HOMeHKJIaTypa J1eJ1 BCTynaeT B CUITy?

168.M0>XHO JIM U3MEHSTh HOMEHKIIATYPY JI€] B TEUEHUE KaJIEHJapHOro roaa?

169.KakoBel o0mue mnpaBmwia (HopMHpOBaHHUS JAOKYMEHTOB IPU IOMEIICHHH Ha TeKyllee
XpaHeHue?

170.KT0 cocTaBisieT ¥ MOANUCHIBAET UTOTOBYIO 3aIIMCh U KOTJ1a 3TO MPOUCXOIUT?

171.TTo kakOMy IPU3HAKY KIACCU(PUIMPYIOT JeJa B UTOTOBOH 3amucu?

172.KaxoB MakcuMabHBII 006beM Iena?

173.Kakyto na(popmMaIuio cCoaep>XxuT HHIEKC ena’?

174. KakuM 00pa3oM HCUHCISAIOTCS CPOKM XpaHeHus Aen? Kakoill JOKyMEHT SIBISETCS OCHOBOM
JUISL OLIPEJIEIIEHNS CPOKOB XpaHEHUs 1en?

175.Korna nemno cuuraercs 3aBeJ€HHBIM?

176.Kak cucteMaTu3upyroT JOKYMEHTSHI 110 IEpenucke?

177.MO>HO 1 MOJIIMBATH B J€JI0 JABA HK3EMIUISIPA OJHOrO TOKYMEHTa?

178.MO>KHO JIM IPUIIOKEHUSI K IOKYMEHTaM (POPMUPOBATH B OT/ACIBHOE A€JI0?

179.Kakue npoueaypsl npeycMaTpuBaeT NpelapXuBHas OArOTOBKA €17

180.Kakoii apxuB Ha3bIBACTCS BEIOMCTBEHHBIM?

181.B Kakux OpraHusamusax CO3JAIOTCA JKCIIEPTHbIE KOMUCCHUM M LEHTPAJbHBIE JKCIIEPTHBIC
KOMHCCHH?

182.KakoBbI OCHOBHBIE 33Ja4H SKCIEPTU3bI LICHHOCTU JOKYMEHTOB?

183.KakuM JOKYMEHTOM PErJIaMEHTUPYETCS CO3JaHue IKCIIEPTHON KOMUCCUM?

184.KTO BXOJIUT B COCTaB WICHOB SKCIEPTHON KOMUCCUU?

185.Kak kiaccupuuupyroT JOKyMEHTHI 110 CPOKaM XpaHeHHS?

186.Kakue 1oKkyMeHTBI OTOMPAIOTCS Ha TOCTOSTHHOE XpaHeHHUe?

187.C KaKoro BpeMEHHU UCUUCIISIETCS] CPOK XpaHEeHus aerna?

188.Kakum JOKYMCHTOM o@opMnﬂeTc;I YHHUYTOXXCHUEC nen?

189.B kakom ciyyae MpOU3BOAUTCS TOIHOE OPOPMIICHHE AeT?

190.Korga nena momiexar YaCTHYHOMY ocpopMJleHmo?

191.Kaxk ocymecTBisieTcs nepeaaya aei B apxuB?

192.KakoBo Ha3HaueHUE BHYTPEHHEN OMMCH Jeia’?

193. 171 4ero UCIoNIb3yeTCs 3aBepUTEIbHAS 3aITUCH?

194.KakvMu HOpMaTUBHBIMH aKTaMU pPeTJaMeHTUpYyeTcs paboTa ¢ JOKyMEHTaMU OTPaHUYEHHOTO
noctyma?

195.KT0 ompezenser cocTaB CEKPETHON U KOHPHICHIMATBHON HHPOpMAIUn?

196.B dyem 3aKiIO4arOTCs OCOOCHHOCTH COCTABJICHHS UM BEACHUS HOMEHKJIATYphl JIeN C
KOH(pHIeHIIMaTbHON HHpopMaruein?

197.B yem cnernuduka paboThl ¢ JOKYMEHTaMH, COJIEPKAIUMHI KOMMEPUECKYIO TaltHy?

198.B ueM 3akirouaroTcs 0coObIe MpaBuiia padOoThI ¢ OyXTanTepCKOl JOKyMEHTaIen?

199.Yto Takoe rpaduk OyXraiarepckoro J0KyMeHToo0opoTa?

200.KakoBo HOpMHpOBaHHUE Tpyaa B paboTe ¢ TOKyMeHTaMu?

201.Kakoe OTHOIIEHHE UMEIOT CAaHUTAPHBIE HOPMBI K pabOTe C IOKYMEHTAIUEH?

TunoBbie TeMbI I J0KJIAI0B — MPE3eHTALUMI

Cobepute wuHbOpPMAIMIO 1O TPEAJTOKEHHOW TeMe, OIICHUTE W CHUCTEMaTU3UpPYHTE ee,
Mo/pa3IeuTe Ha MOATEMBI, COOEpUTE CBEIEHUS JJIA MPE3EHTAllMU, BHIOpaB TJIaBHOE U OTCESIB
BTOPOCTETIEHHOE, BbIBeauTe Ha cnaiasl (10 — 15 cnaiinoB), craenaiite BBIBOABI, YKaXKHUTE
WCIIOJIb30BaHHBIE HCTOYHUKH WH(POPMAITUH:
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Cucrema Aenonpou3BoACTBa Y APEBHUX HAPOJIOB.

Jenonpounssoacteo B JlpeBueM HoBropoze (1o MarepraiaM HOBIOPOACKUX IPaMOT).
ITpuka3Hoe 1enonpou3BoACTBO.

Konnexckoe 1enonpon3BoiCTBO.

MuHucTEpCKOE JeI0NPOU3BOJCTBO.

CoBeTckoe J1e10IIPOU3BOICTBO.

CpencTBa KOIMPOBaHMSI JOKYMEHTOB B UCTOPHUECKOM ACIEKTE.

JlokyMeHTaIMoHHOE 00eCTIeYeHrE MPOoIIecca OPraHU3aluy U PETUCTPALIMH TIPEAIPUSTHSL.
CrpykTypa popmyiisipa 1 COCTaB PEKBU3UTOB JIEJIOBOIO MUCbMA B @HIVIOSA3bIUHBIX CTPAHAX.
Jlenornpoun3BoACTBO 10 paboTe ¢ 0OpaIeHUsIMH TPaK/IaH.

OcobeHHOCTH AETIO0NPOU3BOICTBA U JOKyMeHTooOopoTa B ['ocynapcTeenHoil [yme.
OcobenHocTr paboTHI C TOKYMEHTAMH B 3aKOHOAATEIBHBIX OPraHaXx.

Oco6eHHOCTH PabOThI C TOKYMEHTAMHU Ha roCy1apCTBEHHOH CITyKo0e.

OcoOeHHOCTH AETOMPOU3BO/ICTBA B CY/I€OHBIX OpraHax.

OcobeHHOCTH PabOThI C TOKYMEHTAMHU, COAEPIKALIMMHA KOMMEPYECKYIO TaliHY.
['ocymapcTBeHHBIE 1eieBble MporpamMMmbl  «DiekTpoHHass Poccusi» u  «OJeKTpoHHOE
IPaBUTEJICTBO» U UX pealn3alus.

OcobenHocTa ciry)e0HO0-1e10Boro obmienus. Crenudurka TeneOHHOTO Pa3roBopa.

WMuK 1€710BOTO YeI0BeKa.

Opranu3anvoHHbIE JOKYMEHTBI, WX BHJbI, Ha3sHaueHWe W poib. OOmme mpaBuia uX
odopMIICHHUS.

[ratHOoe pacnucanue. OOmias XapakTepUCTUKAa JOKYMEHTa, CTPYKTypa COJEp)KaHus,
HopsiI0K ohopMIIeHHUS.

PacnopsiauTenbHble JOKYMEHTBI, MX Ha3HAu€HHE W POJib B yrpasieHHH. OCHOBHBIC BUJIBI
pacropsauTeIbHbIX JOKYMEHTOB U 00IIMe IpaBuia ohopMiIeHuUs.

[Tpuka3 mo ocHOBHOM AesTenbHOCTH. CTPYKTYpa TEKCTa MpHUKa3a, MOPSI0K ero pa3padoTKU U
npaBuiIa opOpMIICHUS PEKBU3UTOB. Brlnucka 13 npukasa.

Pacniopspxenue. CTpykTypa TEKCTa, IpaBuiIa 0pOPMIICHHUS PEKBU3HUTOB.
HNHpopMaLlMOHHO-CIIPABOYHBIE JIOKYMEHTBl, MX Ha3HaYeHWE U pojb B YIPABJICHUHU.
[lepeueHp OCHOBHBIX BHJOB HWH(OPMALMOHHO-CIIPABOYHBIX  JTOKyMEHTOB. OO0mue
TpeGoBaHuUs K UX 0(POPMIICHHUIO.

Akt. OOmas xapakTepuCTHKa JIOKYMEHTa, CTPYKTypa TEKCTa, MOPAIOK pa3paboTKu U
oopmIIeHHs PEKBU3UTOB aKTa

[Tporoxon. Obmas xapakTepucTUKa JOKYMEHTA, CTPYKTypa TE€KCTa, MOPSAJOK pa3padOTKH U
oopmIIeHHs PEKBU3UTOB IIPOTOKOJIA.

JoxknanHas, oObAcHUTENbHAs 3amucka. OOmas XapakTepUCTUKAa JOKYMEHTOB, HOPSIOK
oopMIIeHHUS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

CnpaBka. Buael cmpaBok OOmias XapakTepuUCTUKa JOKYMEHTa, PEKBHU3UTHI CIPABOK,
0Cc00EeHHOCTH 0(hOPMIIEHUS.

CnyxebHoe nuceMo. Buapl nucem. CtpykTypa, nopsaok odopmiieHus, TpeOoBaHHS K
NUCbMY, PEKBU3UTHI ITHCHbMA.

Tenerpamma u TenegoHorpamma. OOmiass XapaKTepUCTHKA JIOKYMEHTOB, MOPSA0K
oopMIIeHHs PEKBU3UTOB.

JIoKyMeHTBI 1o THYHOMY cocTaBy. [lepeuens 1okymeHTOB. OCOOEHHOCTH ATHX JOKYMEHTOB.
OdopmiteHne KaJIpoBbIX MPUKA30B, BBHIMHUCKA U3 IPUKA3a.

Odopmnenue 3asBiaeHust, aBToOnorpaduu, XapaKTepUCTUKU, PE3IOME.

Tpynoas kauxkka. [IpaBuna oopmiieHUs TPYIOBBIX KHHXKEK.

JoxymeHT0000p0oT. OCHOBHBIE JTambl JTOKYMEHTOOOOpOoTa. TexHoyorus paboThl ¢
BXO/ISIIIUMH TOKYMEHTaMHU.

Texuomnorust 00pabOTKH BHYTPEHHUX U UCXOJSIINX TOKYMEHTOB.

Perucrpanus JOKyMEHTOB U KOHTPOJIb UCIIOTHEHUS IOKYMEHTOB.

Homenknarypa aen Ha npeAnpustuu, opMupoBaHue U ohopMIICHHE JEIl.
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39 IloaroroBka JOKYMEHTOB Ha apXHUBHOE XPAHEHUE.
40 OpraHu3zanus ¥ 0COOCHHOCTH MPUEMA MMOCETUTEINEH PYKOBOTUTEIIEM.
41 TlonroroBka u 0OCITyXKMBaHHE COBEIIAHUM.

Tunosbie 3a/laHui VISl TECTUPOBAHUA
BbIGGpI/ITe OJIMH HpaBI/IHBHbIﬁ OTBCT, COCTAaBbTC CIIMCOK OTBCTOB Ha BOIIPOCHI TECTA, BBIMIOJIHAA
3aaHusd, C(bOpMyanOBaHHBIe B Ka’>XJIOM BOIIPpOCC TCCTA:

1.

O0mmii MopsiIoK 0(pOpPMJIEHUS OPraHU3ALMOHHO-PACIIOPSAUTEIbHBIX JOKYMEHTOB

U COCTAB PEKBU3UTOB /Ul BCeX OPraHM3auMil YCTAHOBJICH:

1) 3akonom «O6 wuHpopmanKK, HHPOPMAIMOHHBIX TEXHOJOTHSAX H O 3allUTe
UHpOpPMALIUN

2) BemoMcTBeHHOW MHCTPYKIIMEH MO AETONPOU3BOICTBY OpraHU3aI[in

3) T'OCTowm P 7.0.97-2016

4) 3aKOHOM O JOKYMEHTAIIHOHHOM OOECIIeYCHUH YIIPABICHUS

5) TumnoBoit WHCTpyKIMEH 1O JAEJIONPOHM3BOACTBY B  (eaepaibHBIX OpraHax
WCIIOJIHUTEJIbHOW BIIACTH

IlepeyeHb THNOBBIX YIIPABJEHYECKHUX JOKYMEHTOB, 00Pa3yOIIMXCH B IeATEJIbHOCTH

OpraHM3alnMi, ¢ yKa3aHueM CPOKOB XPaHEHHS YTBEPKIEH:

1) PykoBoautenem deepanbHOR apxUBHO# City)0ObI Poccuu

2) MuUHHCTPOM KYJIbTYPhI U MAaCCOBBIX KOMMYHHUKaIi Poccuiickoit denepannu

3) MHHHCTEPCTBOM  3IpaBOOXPAHEHHS M  COIMAIBLHOIO pa3BUTHS  PocCHiiCKOi
®denepaunn

4) TOCTowm P 7.0.8-2013

PexkBU3UTHI ajipeca Ha MOYTOBBIX OTIPABJICHHUAX H OJJAHKAX MOYTOBBIX NEPEBOAOB
NUIIYTCS B MOPSIAKe, YCTAHOBJICHHOM:

1) IIpaBuiaaMu JeIONPOU3BOACTBA B (peepabHBIX OpraHax UCIIOTHUTEIBHON BIACTH

2) Tlocranosnenuem [IpaButenbctBa Poccuiickoit deneparyn

3) PernmaMeHTOM OpraHH3aIiK

4) WHCcTpyKIMEH 1Mo JeI0nPOU3BOACTBY OpraHU3aluH

IMopsaok ucnoab3oBanus uzodpa:keHusi ['ocymapcrBennoro repb6a Poccuiickoii
@enepanun HA 0JIAHKAX IOKYMEHTOB YCTAHOBJICH:

1) Tlonoxenuem o 'ocymapctBentnom repoe Poccuiickoit deaepariuu

2) Toccranmaprom Poccun

3) ®denepanbHBIM KOHCTUTYIIHOHHBIM 3aKOHOM

4) PeriaMeHTOM OpraHH3aIUH

Jesronpou3BoacTBO — 3TO:

1) To ke, 4TO U TOKyMEHTOOOOPOT

2) To e, 4TO U TOKYMEHTAIIMOHHOE 00ECTICUCHHE YIIPABICHHSI
3) To ke, 9TO U TOKYMEHTUPOBAHHUE

4) JlesaTenbHOCTh 10 (GOPMUPOBAHHIO IOKYMEHTOB B Jiejia

JdoxkymeHTO000OpPOT — 3TO:

1) Bo3sBparHoe IBMKEHHE JOKYMEHTA B ITPOIIECCE €ro IBMKEHHS B OpraHnu3aIin

2) To xe, 4TO U JTOKYMEHTOIIOTOK

3) /JIBmkeHue JOKYMEHTa B OPraHU3aI[K C MOMEHTA €0 MOAMUCAHKS 10 OTIIPABICHHS

4) ]JIBWkeHUE JOKYMEHTOB B OPraHU3AlMU C MOMEHTA MX CO3J[aHUS WJIU MOJIyYCHHS 0
3aBCPIICHUA UCITOJITHCHUA UM OTIIPABJICHUS
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7.

8.

9.

JlokyMeHT — 3T0:

1) Wudopmarysi, 3aKperyi€éHHas B IPOCTPAHCTBE M BPEMEHH Ha JINCTE OymMaru

2) CBemeHust O COOBITHSX, IHpolleccax, SBJICHUAX, HE3aBUCUMO OT crocoba uX
Hpe/ICTaBICHUS

3) Hudopmanus, 3apukcupoBanHast Ha OyMa>KHOM HOCHTEIIE

4) 3adukcupoBaHHAs Ha MaTepUaIbHOM HOCHTeNle HH(POPMALUs C pPEKBHU3HTAMH,
MO3BOJISIOMIMME €€ UACHTHU(PHUIIUPOBATH

Perucrpanusi 10KkyMeHTOB npuodpeJia CHCTEMHBIH XapakTep:
1) B nepuon [peHeii Pycu

2) B nepuon Mockosckoii Pycu

3) B nepuon npasnecuus [letpa I u ero HacieIHUKOB

4) B coBeTcKkwHii Iepruos

Tunorpadckue O6JaHKH [JOKYMEHTOB [IJIsl [1€JOBOH TEPEeNHCKH C YIVIOBBIM
pacnoJio;KeHneM PeKBH3UTOB MOSIBUJINCH:

1) B nepuon MockoBckoit Pycu

2) B IlerpoBckoe U MOCIEIETPOBCKOE BpeMs

3) B XIX Beke

4) B XX Beke

10. Eaunasi rocynapcrBeHHasi cucrema jeaonpousBojacrsa (EI'C/l) kak AOKyMeHT O

KOMILIEKCHOH OPraHU3aIiH 1eJIONPOU3BOICTBA MOSBHIIACH:
1) B 20-err. XX Beka

2) B 50-60-e rr. XX Beka

3) B 70-80-e rr. XX Beka

11. lokyMeHT, BBIIAHHBIi B3aMeH YTEePSIHHOIO M HMeEKUMH CHJIYy NOAJIHHHHUKA,

HA3BIBAETCS:
1) Komus
2) Ortmyck
3) Hy6nukar

12. O6beM 10KyMeHT0000pOTa — ITO:

1) KOJMYECTBO BO3BPATHBIX IBMKCHHI JTOKYMEHTA 33 TOJT

2) 00beM OTHOTrO Jea, YMHOKEHHBIH Ha KOJMYECTBO JIEJ, 3aBEAEHHBIX B OpraHU3aIuu
B TEUCHHE TOJIa

3) KOMMYECTBO [OKYMEHTOB, IMOCTYIHUBIINX B OPraHM3alMI0 M CO3JAaHHBIX €H0 B
onpeAeNEHHbIN TEPUO

4) mpowu3BeICHHE IUIOMIAAM OJHOTO JMcTa JOKyMmeHTa ¢Gopmara A4 Ha oOmiee
KOJMYCCTBO JIMUCTOB JOKYMCHTOB, ITOCTYIIMBUINX B OpraHU3alUIO 3a I'OJ

13. PekBU3uT — 310!

1) To xe, uTO U OJIAaHK JOKYMEHTa

2) OO0riee KOJINYIECTBO CTPOK B IOKYMEHTE

3) OO0s3aTenbHbII AIEMEHT TOKYMEHTA

4) CreneHb 3alIUThI JOKYMEHTA OT MOJICITKH

14. IokyMeHT MOKeT CO/IePkKATh:

1) Opnun ampecat
2) JlBa agpecara
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3) He Gouee msiTu agpecatos
4) He Gornee 4eThIpEX aapecaroB

15. Ilpn odopmiiennu rpuda yTBep KAeHUs CJIOBO YTBEP:KIal0 HMeeT cIeAyIOIuil BUI:

1) VrBepxkmaro

2) «YTBepKaa»

3) YTBEPXJAIO
4) «YTBEPXIAIO»

16. lIpaBusbHoe oopMieHue paciiuGpoBKky noanucu B pekBusnte «lloanucob»:

17.

1) B.II. UBanos
2) B.lBanoB
3) HBanos

4) Wsanos B.IT

3aroJ10BOK K TEKCTY /J0JI2KeH ObITh COIJIACOBAH C:

1) HaummeHoBaHueM BHUa TOKYMEHTA

2) C HauMEHOBaHHMEM OPTaHU3AI[MH - aBTOPA JIOKyMEHTa
3) C nmaroii TOKyMeHTa

4) C HauMCHOBAaHHEM BBIIICCTOSINEH OpraHU3aIuu

18. Hepeqeﬂb 00513aTeILHBIX CBeJeHHil 0 AOKYMEHTAaX, HCII0JbB3YEMBIX B CHCTEMax

19.

20.

JJIEKTPOHHOI0 JOKYMEHT0000poTa (pefAepajbHbIX OPraHOB MCIHOJHHUTEIbLHOH

BJIACTH, ONPeeJIEH:

1) TumoBoi HMHCTPYKLIMEH IO JACIONPOM3BOACTBY B  (elepalbHbIX OpraHax
VICIIOJIHUTEJIBHON BIIACTH

2) ®enepanbHbiM 3aKOHOM "O JIOKYMEHTAI[HOHHOM OOCCIICYCHHH YIPaBICHUECKOM
JeSITEIIbHOCTH "

3) Ilocranoenenuem IlpaBurensctBa Poccuiickoit ®enmepaunu «O0 yTBEpkICHUU
[IpaBun genonpous3BoACTBa B eepalIbHBIX OpraHaxX UCIIOJHUTEIBHON BIAacTH (+)

4) TlocranoenenueM I[IpaBurenscrBa Poccuiickoit @enepanun «Ilonoxkenue o cucreme
MEXBEIOMCTBEHHOT'O 3JIEKTPOHHOTO IOKYMEHTOO00pOTa»

Opranusaropom MEKBEIOMCTBEHHOI'0 3JICKTPOHHOI'0 JOKYMEHT0000poTa
SIBJISICTCH

1) denepanbHas ciyx6a oxpanbl Poccuiickoit denepanuu (+)

2) Anmvunuctpanus [Ipesunenta Poccuiickoit deneparyn

3) Amnmapar [IpaButensctBa Poccuiickoii denepanui.

4) TnaBHOe ympaBlieHHE CrelranbHbIX porpamm [Ipesunenta Poccuniickoit deneparmn

JIMCThHI JOKYMEHTA HYMEepYIOT:

1) TlocepeauHe HUKHETO MOJIS JIUCTA
2) TlocepemyHe BEpXHETO MOJIS JIHCTA
3) B mpaBom BepXxHEM YTy

4) B npaBOM HIKHEM YTy

21. lata nokymeHTa oopMJIsieTcs CJIeTyIOIMM 00pa3oMm:

1) 23.12.2015

2) 23.X11.2015

3) 23.12.15

4) 23 nexabpst 2015
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22. B pexBusute «lloanuch» HHUIIHAJIBI CTABATCS:
1) Mo pamumnuu
2) Tlocne hamunuu
3) He nmeer 3naucHMs

23.B kakoMm mnajgexe (opMyJauUpyeTcsl 3aroJi0OBOK K TEKCTY PacnopsiAHTeIbHOrO0

JIOKYMEHTA:
1) B MMEHHUTEIILHOM MaIexKe
2) B BHHHUTEIBHOM HaeKe
3) B mpemioxxHOM majexe

24. TIpuka3 1o 0OCHOBHOIi eI TeJILHOCTH 0()OPMIISIOT:
1) Ha Gmanke nucpMa
2) Ha GnaHke KOHKPETHOTO BUA JOKYMEHTA
3) Ha pomkHOCTHOM O1aHKe
4) Ha o6mem OaHke

25. PexBu3nT «CchlUIKA HA HOMEP U IATY BXOAAIIETO JOKYMEHTa» oGopmJIsieTcs:

1) Bo Bcex mucbMax
2) B oTBEeTHBIX MUCbMax
3) B MHUIMATUBHBIX MHUCHMAX

26. B cocTaB peKBU3UTOB CJ1y:Ke0HOr0 MUCHbMA He BXOJAUT:
1) Anpecar
2) HasBanue BHIa JOKYMEHTA
3) Toamuck

27. B cnyxe0HOM MUChME MAaKCUMAIIbHOE KOJIMYECTBO apecaToB:

1) JlBa
2) Tpu
3) UYersipe
4) TIlatw

28. IleyaTpb0 y10CTOBEpPSETCH:
1) TIuceMo-HANOMHUHAHUE
2) TluceMmo-mipHrIiIaieHue
3) TapaHTHIiHOE THCEMO

29. B cocTaB peKBH3UTOB TeslerpaMMbl He BXOJMT PeKBU3HT:

1) Tleuars
2) HasBanue Buia JOKyMeHTa
3) 3aroyioBOK K TEKCTY

30. lokJaaaHas 3anucKa OT CJIYKeOHOH CIPABKH OTJIHYAETCS:

1) CocTtaBoM PEeKBH3HUTOB
2) CopnepkaHueM TeKcTa
3) IlpaBunamu odopmiteHHs

31. CarykeOHbIii aKT cocTaBjseT U NOANMCHIBACT:
1) PykoBoauTenb
2) Ucnonnurenb
3) Komwuccus
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32. OcHOBaHMeM /I U3JaHUS KAKOI0 PacHoOpsS/ANTE]bHOr0 JOKYMEHTa MOKeT ObITh

aKT:
1) Ilpuka3s
2) Pemrenne
3) Ilocranoeienue

33. 3anuch B TPYA0OBYI0 KHH2KKY BHOCSIT:

1) Tlocne u3gaHus npuKasa Mo JUYHOMY COCTaBY
2) Tlocne opopmiieHus 3asiBICHUS O PUEMe Ha pabOTy M U3aHUsI TpUKa3a
3) Ilocne obopmiteHUs TUUHOM KapTOUKH popmbl T-2

34. B 1u4HoOeE /1€J10 COTPYIHUKA He MOAIMNBAIOT:

1) Kanposblit mpukas
2) Asrtobuorpaduio
3) Jluunyro kaprouky ¢hopmbl T-2

35. K kaipoBbIM TOKYMEHTAM He OTHOCATCS:

1) TpynoBas KHIKKa
2) AsrtoOuorpadus
3) Ilpuka3 110 OCHOBHOM IEATEIHbHOCTH

36. OTMeTKa 0 MOCTYMJIEHUH JOKYMEHTA B OPraHU3aliI0 MPOCTABJISAETCS:

37.

1) Ha Bcex mokymeHTax
2) TosibKO Ha MPHUCHIIAEMBIX JOKYMEHTAX
3) Ilo ycmoTpeHuio cekperaps

Cpok uCnoJIHeHUsI JOKYMEHTAa HCUYHCIIACTCS:

1) C mMoMeHTa IOCTYIICHHUS IOKYMEHTa B OpraHU3aluI0
2) C MOMEHTa HOJNy4YeHUsI JOKYMEHTA UCIIOJHUTEIEM

3) C naThl MOCTYMUBILETO JOKYMEHTA

38. ,IIOKyMeHT CYHUTACTCHA UCITIOJIHCHHBIM

1) Korma ecth yka3aHue pyKOBOIAUTEIS
2) Korma npocraBiieHa 0TMETKa 00 UCIIOTHEHUH
3) Tlocrne perucTpanuu J0KyMeHTa

39. HomeHKk1aTypa esl BCTynaeT B CHILY:

40.

41.

1) C 1 ssHBaps HOBOTO roza
2) Kaxplit HOBBIM KBapTa
3) Ilo pacropsHKeHHIO PYKOBOIUTES

HomeHkJiaTypy /ieJ MOJKHO H3MEHUTH B Te€UeHHe ro/1a, ecJIu:
1) M3meHunach CTpyKTypa OpraHH3aluy, yIpEKICHUS

2) Ectb ykazaHue pyKOBOIHUTEIIS

3) Ilo yka3zaHHIO BBIIIECTOSNICH OpraHu3ain

Co3naHue JKCNEepTHOH KOMUCCHH PerjiaMeHTHPYeTC s :
1) W3nanuem mnpukasa

2) Ilporokomnom 3acenaHus

3) HukakuM JOKyMEHTOM HE perjiaMeHTHPYETCs
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TumnoBoii mpuMep CUTYaIMOHHOM 3a7a4M (Kefica, MPAKTHYECKOI0 3aaHMs)

Cobepute HEOOXOAMMEBIC CBEICHUS, BBIACIUTE TJIAaBHOE, COCTaBbTE COOCTBEHHOE MHECHHE,
KOHCTPYUpYHTE, alrOpUTMHU3UPYITE, pa3pabaThiBaliTe pelieHHe, 0OOCHOBHIBAMTE OTBETHI HA
BOTIPOCHI 33JJaHUSI.

Keiic 1.

OxapakTepu3yiiTe KpaTko NUCbMEHHO cojeprkanue cienytomux cranpapros: I'OCT P 7.0.97-
2016, 'OCT P 7.0.8-2013, I'OCT P MCO 15489-1-2007 (mosHoe Ha3BaHuE, KeM pa3paboTaHo U
BBEJCHO B JEHCTBHE, c¢epa HCHOIb30BAHUS, KOJMYECTBO CTPAHUI, pa3/Aeibl, KpaTkKas
AQHHOTAIHSI COJICPIKAHMS).

Keiic 2.

Cocrasbre B coorBercTBUM ¢ [OCT P 7.0.97-2016 u oopMuTe MONHBINA MPOTOKONI 3aceqaHus
KoJIJIeTUM 0 paboTe otrhena MHGOpMaTH3alMKU N0 OOECIEUYEHUIO AESITEIbHOCTH YUPEXIACHUS
(HaBBaHI/Ie YUpPCKACHUA, MECTO u3agaHusa AOKYMCHTa u ap., PEKBU3HUTLL YKa3aTb
camocTosTenpHO). Ha 3acepanuum peup nuia 0 HEOOXOAMMOCTH JIOMOJHUTENBHOIO BbIJICICHUS
KOMITBIOTEPOB JUIsl oTAena uHpopmaruzanui. Coo0Ianoch Takke O TOM, YTO B OT/EJE HOBBIX
pa3paboTOK MPOBOAATCA MEPONPHUATHS IO YIYYIICHUIO OpraHu3aluu HH(OPMAIMOHHBIX
npoueccoB. Ha 3acemanum 0100peHO OCHOBHOE HAaIpaBIEHHE DPAa0OTHI OTHAENA WM IHPUHSTO
peleHre MOpY4YUTh aJMUHUCTPATUBHO-XO3SHCTBEHHOW ciyx0e mnpuodpecTy JUisl OTxaena
uH(popMaTu3auuu 3 KOMIIbIOTEpA.

Keiic 3.

CocTaBbTe MPOTOKOJ IPOM3BOACTBEHHOI'O COBCINAHUSA PAOOTHHKOB IOPHIMYCCKOrO OTACIA,
KOTOpbIE OOCY)XTal BONMPOC OpraHu3alMd paboThl B OTAEIE B CBSI3M C pa3BUTHEM
KOMMep‘-IeCKOI\/JI NCATCIIBHOCTHU u HpI/IHSIJ'II/I pemeHI/Ie 0 HCO6XOIII/IMOCTI/I YBCJ'II/ILIGHI/I}I
YHCIEHHOCTH pPa0OTHHUKOB OPUAMYECKOrO OTAela M 00 OCHAIIEHHH OTAeJa HOBBIMHU
KOMIThIOTEPaMH.

Keiic 4.

Hanmummre noknaanyro 3anucky Ha uMms pykoBogutenast OOO «YYY» o KOMaHIUPOBaHHUHU B T.
XabapoBck cTapiiero nHxeHepa rexuuueckoro ornaena Msanosa N.U. ¢ 06.10.2018 cpokom Ha 5
JHEeW UIs BBICTYIJICHHMS C JIOKJIaJ0M Ha ceMuHape «CoBpeMEHHbIE CIOCOObI ONTUMH3AINU
JOKyMEHTOO00POTa B KOMMEPUECKOH OpraHnu3aIin».

Keiic 5.
CocraBbre rapantuifHoe mucbMo [TAO «XXX» k OOO «YYY» 00 oOka3aHUU HOMOILU B
YCTaHOBKE W HaJIaJIKe 000pyIOBaHHS BEIYUCIUTENILHOTO IIEHTPA.

Keiic 6.

[ToarotoBeTe M 0OpMHUTE MUCHMO C COOOIIEHUEM O MPOBEIEHUH I'0JIOBOr0 OOIIEro coopaHus
aKIIMOHEPOB aKIIMOHEPHOTO OOIIecTBa (Ha3BaHWE W CIIPABOYHBIE JAaHHBIE OOIIECTBA JOTOITHUTE
caMoCTOsITeNIbHO). B coolOmenun ykaxuTe, 4To coOpaHHE CO3bIBacTcs B OYHOH Qopme,
OTIPENIeINTE CaMOCTOSITEJIbHO TIOBECTKY IHS, NATy, BPEMsl WU MECTO MPOBEACHUS TOJI0OBOTO
oOmiero cobpaHus, Hayalo U OKOHYaHHME PErHCTpalldil YYacTHHUKOB cobOpanus. HeoOxomumo
yKa3aTh, KaKHe JOKYMEHTHI HY)KHO UMETh IIpH cede (MachopT, JOBEpEHHOCTh Ha Tiepeaady paBa
Ha yJacTHe B COOpaHUM U Jp.).

Keiic 7.
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Odopmure dopmynsap Onanka muceMa (¢ ganHbiMH C3UY PAHXwul'C) ¢ npomoibHBIM
pacmoI0KEeHNEM PEKBH3UTOB MITaMIa OJaHKa.

Keiic 8.
Odopmute pekBu3ut «lloamnuce» (1oKyMeHT moamuceiBaer 1) nexan dakynbrera, 2) TUPEKTOP
MHCTUTYTa, 3) KOMUCCHUS U3 3 UEJIOBEK).

Keiic 9.
CocraBbTe  pacHOPSOUTENBHBIA  JOKYMEHT O TIpauKe  OTIIYCKOB  IPOQeECCOpPCKOo-
IPENOAaBaTeIbCKOr0 COCTaBa Ha CIICAYIOIINI KaJeHIapHbIH TOI.

Keiic 10.
[ToaroToBbTE MPOEKT PACHOPSHKCHHS O MPOBEICHHUM PEMOHTHBIX pa0dOT B y4eOHOM KOpITyce
BYy3a.

Keiic 11.
[IpoBeauTe mpaBKy-mepeIeaKy TEKCTA.
Boinucka u3 peuienusi npapJjieHusi copxo3a «Bocxomn»

1. O BeImaue npoueHToB ceHa mnpexacenarens copxosa XKykosa I1.H. u pa3zbop 3asBienus
0 HE3aKOHHOM HaKOIIIEHHOM CeHe Ha TeppuTopuu QoHaa coBxosa «Bocxom» rpaxmaHamu
EdumossiM C.I1. B koa-Be Tpex cToxkoB 1350 kr — koraa ciieqoBano ckocuTh 1 ra uiau 600 kr u
Ko3HOBBIM — KOCHII TpaBy 1O Oeperam U BCKpbLT 0J1MH cTOKOK Ne 88a B Bece 320 kr.

BoicnymiaB v oOCynuB JAOKIaA W BBICTYNHMBIIMX B MPEHHSIX IO JOKIAAy 4YJICHOB
MIpaBJICHUS U MPUTIIAIICHHBIX 10 MOBOY HE3aKOHHOTO CKOIIIEHHOTO CEHa, MPABJICHUE PEIIHIIO:

1. 3a ckomenHoe ceHo camoBosibHO EpumoBy C.II. u ckpeitoe ot oOmepa Koznoy A.C.
BbIIaTh UM IpoLEHT 1o 3akoHy 20% Bcero B xonuyectBe 300 kr u 65 kujorpamm, ocTaiabHOE
CEHO M3BATh B COBX03. E(hMMOBY COrTacHO MMEIOIMIErocs y Hero OwWiieTa Ha KOIICHUE CEHa
pa3peuuTh KOCUTh IO YKAa3aHHUIO MECT MpelcenaTess COBX03a B IMPABWIBHOM TMPOIEHTE C
Ha10aBKOM.

Keiic 12.

Pa3paboraiiTe MpoeKkT AOKHOCTHONW MHCTPYKLUH JJIsl ThiOTOpa yuyeOHOH rpynmsl (onupaiitech
Ha JOKYMEHT «EIuHBIM KBanu(pUKALWOHHBIA CIHPAaBOYHUK JIOJDKHOCTEH PYKOBOIUTENEH,
crenuanuctoB u apyrux ciayxanmx» (EKC), pazgen «KBanudukaimoHHbIE XapaKTEPUCTUKU

J0JKHOCTEN paboTHUKOB oOpasoBaHus» (pa3zaen yrBepxkaeH [Ipukazom MuH3apaBcolpa3BUTus

P® ot 26.08.2010 Ne 761H) u pasznen «KpanudukalMoOHHBIE XapaKTEPUCTHKHU JIOJKHOCTEN
DPYKOBOJAWTENEH W CHENUATUCTOB  BBICIIETO MPOQECCHOHATBLHOTO M JIONOJHHUTEIBHOTO
npodeccnoHanbHOro obpaszoBanusy» (pasznen yreepxxaeH IIpukasom Munsnpasconpa3utus PO
ot 11.01.2011 Ne 1#).

Keiic 13.

CocTaBbTe MPOTOKOJ 3aceJaHHs YYCHOTO COBETa, Ha KOTOPOM pacCMaTpPUBAJICS BOIPOC O
MepPEBOJIE CTYACHTOB C IUIATHOM (hOPMBI 0OYUIEHUS HA OFOKET.

Keii 14.

CoctaBpTe (PparMEeHT HOMEHKIATYphI JEN JUIS KaHIENSAPUU MPEANPUSTHS IO MPOU3BOJICTBY
ynoOpeHuil.

Keiic 15.
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CocTaBbTe NPOTOKOJ 3ace/laHusl SKCIIEPTHON KOMHCCHH, KOTOpas pelaia BOmpoc 00 U3MEHEHUHU
CPOKOB XpaHEHHUSI IOKYMEHTOB.

Keiic 16.

Onpenenure TOKYMEHT 1O KOJOBBIM 0003HaueHUsM B kinaccuduxanmn OKY I (Bepcust OK 011-
93): 0211231, 0252251, 0315002, 0340007, 0402007, 0406000, 0501060, 0603007, 0730101,
0801008, 0901008, 1002002.

Keiic 17. Uto o3nauaer cnenyromas naopmanus: Ha Ne 03-12/123 ot 08.09.2015?

Keiic 18. Haiinute ommbOku B oopmiienun pexsusuta: 1.12.2015, 01.12.15, 13.03.2015 1.

Keiic 19. Paciugpyiite peKBU3UT ¢ perucTpaunoHHbM HomepoM: Ne 01/05-34.

Keiic 20. Odopmure maker Onanka mucbma (¢ maHHeiMu PAHXul'C) ¢ npomoiapHBIM
pacIooKeHNEM PEKBU3UTOB IITaMIIa OJlaHKa.

[To pe3ynapTaraM BBINOJIHEHHUS THCHMEHHBIX JOMAIIHUX M ayIUTOPHBIX 3aJlaHUi y
KaXJIOTO CTYJIEHTa JOJDKHO ObITh copmupoBano neno «[lamka cryneHTa», B KOTOPYHO BXOIST
CJICAYIONINE JOKYMCHTBI:

1) cxema dopmyispa-oOpasiia JOKYMEHTA;

2) OJaHK IMEChbMa C YIJIOBBIM PACIIOJIOKECHUEM PEKBU3HUTOB,
3) OnaHK MUCBbMa C TPOJIOIBHBIM PACIIOIOKECHUEM PEKBU3HUTOB;
4) mpuKas 10 OCHOBHOH JESITEIbHOCTH;

5) npuka3s Mo JUYHOMY COCTaBY;

6) pacmnopspkeHuce;

7) TPOTOKOIT,

8) aKT mpueMKH-TIepeIayu;

9) cnpaBka;

10) oOBsicHUTENIbHAS 3aTIHCKA;

11) nenoBoe MUCHMO;

12) pestome;

13) HOMEHKJIaTypa JJIsl CTPYKTYPHOTO TTOIPA3ICIICHHUS;

14) akT 0 BBIJICJICHHH TIOKYMEHTOB K YHHUYTOXKCHUIO;

15) BHyTpeHHSS OMHUCH Jea.

IIpuMepsI TEKCTOB AJIs1 BHINOJIHEHHUS KOJUIEKTUBHOIO PEAAKTHPOBAHMSA HA NMPAKTHYECKOM

3aHATHH
3aganme: nmpoBeanTe MPaBKy-00pabOTKY TeKcTa
Texer Ne 1
HavansHuKy aBTOPEMOHTHOM CTaHIUN.
T. Kyp6anoBy
JloxiiagHas 3anucka
OOpamatoch K BaM C HacTOsIIeH [OKJIAAHOM MO clenymroleMy [oBoay. BHyTpuiexoBas

IMPOBEPKAa W KOHTPOJIBHBIC HCIBITAHHUA OTPEMOHTHUPOBAHHBIX CTaHHI/Iﬁ aBTOMalllMH HWHOTI'Ia
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TpeOYIOT OCTaBIICHHS Ha KPAaTKOBPEMEHHYIO CBEPXYPOUHYIO paboTy cliecapeii-HajaaTl4uKoB H
modepoB. Mbl Mmoayac CTAJKUBAEMCsS C TPYAHOCTSIMU TNPH O(POPMIICHHH CBEPXYPOUHBIX C
oyxranrepueil. [loaromy Bam cpouno HeoOXo1uMo pa3o0paTbcst B 3TOM BOIPOCE U 00ECTICUUTh
NPUHSATHE HY)KHBIX MEp, KaCaroIIUXCsl CKa3aHHOTO MHOO BHIIIIE.

Crapumii TeXHUK

JI. IpsiukoB

Texer Ne 2
AKT
Hamu cocTaBiieH HW)KECIEOYIOUIMi akT OOCJIEOBAaHUS HAIWYMS CIICHUHBEHTAPS, BBLAAHHOTO
Opuraze 2 Kypca, paboTaroiei B 1. benoso.
[Tocne paByxHeAenpHOTO NpeOBIBaHMS Ha MecTe paboThl HMMEETCs B HAIWYUH: KYpPTOK
(mecanTHBIX) — 16; OprOK BaTHBIX — 25; TENOrpeeK — 4; canor pe3nHOBBIX — 18 map.
OTBETCTBEHHOCTh 3a COXPAHHOCTb BBIJJAHHOW OJAEXKIbl, COTJIACHO PACIMCKH, HECET Opuraaup
Osuapenko Hukomaii. M Obi10 momydeHo Ha Opurany: KypTok — 20; Tenorpeek — 5; Oprok — 25;
canor — 25.
['p. OBuapeHKO ccbulaeTCs Ha OTBHE3N ISATH CTYACHTOB M Ha TO, YTO YacTh caror Oblaa B
HETOJTHOM IKOOBI cocTosiHUU. [ paxknanna OBYapeHKo 00s3yeTcs CAaTh MOTYyYSeHHOE HMYIIECTBO
MOJIHOCTBIO K 15 OKTAOpPS TeKyIero rojaa.
3aM HavyallbHUKA XO3SHUCTBEHHOIO OTIea
[owma ctynentos — Cepreesa JI.U.
Bpuranup Osuapenko H.
11.10.2014 r.

Texcr Ne 3
Hupexropy aBTo6a3s1 Ne 2
rp. Ilerposy B.H.
ot Hukudopona JI.H.

3asiBIICHHUE.

['paxmanuH aupekTop, K BaMm oOpamaercs modep arodassr Huxudopos JILH. mo takomy

BOIIPOCY.
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Ouenp mporry Bac OCBOOOAMTH MEHS Ha BpeMs OT paOOThl Ha JalbHUX peicax (B ropoja

Brnagumup, Spocnasnb, Hwxuuii HoBropon). S celiuac mpoxoky jedeHuE€ B IOJIHMKIMHUKE,

CHpaBKy MOTY IpecTaBuTh. OUeHb Mpolry He 0TKa3aTh B MOEH MPOCh0e U MOIMUCHIBAIOCH.

© oo Nk wdPE

N T e T S Y Sy T
~NOo 0O~ WNEO

18.
19.
20.
21.
22.
23.

24,
25.
26.

27.
28.
29.
30.
31.
32.

Huxudopos JI.H. 2 mapta 2014 r.

Cnucok mepmunoe 01 COCIABNeHUA MEPMUHOI02UUECKO20 Cloeapsa no 0ucuunﬂune

AbGOpeBuarypa
ABTroOuorpadus

AKT

AHkeTta

ApXUBHas OIUCH
ATpuOYTHUBHOCTH JOKYMEHTA
bnank nokymenra

biiank nucema

BusupoBanue noxkymeHra

. BHemHue npusHaku JOKyMEHTa
. BHUM AL

. BHyTpeHHuii TOKyMeHT

. BHyTpeHHsis onuck nena

. Bxogsmmi 1oKkymeHT

. Beimucka u3 noxkymeHnra

. I'enepanbHsiii hopmysip

. 'ocynapcrBenHas cucrema
JOKYMEHTAI[HIOHHOTO obecrieyeHus
ynpasnenus (I'CAOY)

I'ocynapcreennslii ctangapt (I'OCT)
I'paduueckoe cokpaiieHue
['pud

JlenoBoe cinyxebHOe THCHhMO
Jenonpon3BoiCTBO
JeuenTtpann3zoBaHHas
JIeTTOTIPOU3BOICTBA

dbopma

JoxianHas 3anucka
JoxymeHT

JlokyMeHTalMoOHHOE
ynpasnenus (JJ0Y)
JlokyMeHTupOBaHuE

oOecrieuenne

JlokymeHTOO60pOT

JIOKYMEHTBI 110 INYHOMY COCTaBy
JI0JKHOCTHAST MHCTPYKIUS

Jy6nuxat

Envnasg  rocynapcTBeHHas — CHCTEMaA
JOKYMEHTALlMOHHOT'O obecrieyeHus
ynpasnenus (EI'C)

33.
34.
35.

36.
37.
38.
30.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.

53.
54.

55.
56.
57.

58.
59.
60.
61.

62.
63.
64.
65.

3aBepuTesbHas HAAMUCh
3aroJyioBOK Jiena
NnentudukaTtop dSIEKTPOHHOW KOMHH
JIOKyMEHTa
NucTpykius
WHCcTpyKIMs 10 EI0NPOU3BOJCTBY
Ucxonsamuii JTOKyMEHT
Knaccugpukarop OKBI
Knaccugpukarop OKOI'Y
Knaccugukarop OKIIO
Knaccudukarop OKY /]
KomananpoBouHOe ynoCcTOBEpEeHHE
KoHuTposnb ucnonnenus Jo0KyMeHTa
KonuitHoCTh OKYyMEHTA
Komnus
JIMHrBUCTHYECKHE OCOOCHHOCTH CTUIIS
JIucr-3aBepurens
JInunas kapTouka pabOTHHKA
Jlnunoe neno paboTHUKa
JIMYHBIN TUCTOK MO YUYETY KaJIpOB
Munucrepckoe (MCTIOTHUTEIBHOE)
JIEJIONIPOU3BOJICTBO
Homenkiarypa
HopmaTtuBHo-mMeTonnueckas Oaza
JIEJIONPOU3BO/ICTBA
OO1uit 6;1aHK JOKYMEHTA
OObsicHUTEBHAS 3aMHCKa
Oprann3alnOHHO-PACIOPSIUTENbHbBIE
nokymeHThl (OP/])
OpraHu3anoOHHbIE TOKYMEHThI
OpuruHain (TOyTMHHUK )
OpUTHHAIBHOCTH JOKyMEHTA
OdunmanbHO-1eI0BON
(YHKIIMOHATBHBIN CTHITH
OdunmanibHOCTh TOKyMEHTA
Odopmienne nena
[TepconanbHble NaHHBIE paOOTHUKA
[Tetnnusa
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66.
67.
68.
69.
70.
71.

72.
73.
74.
75.
76.
77.
78.
79.

80.

81.

82.
83.
84.
85.
86.
87.
88.
89.

90.
91.

92.
93.

94.
95.
96.

97.

98.

99.
100.

[TnceMOBHHUK

IIneonasm

ITomMHHOCTE NOKYMEHTA
ITonoxenue
ITocTtanoBneHune

[IpaBuiia
pacrnopsjika
[IpencraBnenue
ITpukas

BHYTPEHHEI0  TPYAOBOIO

[Iprka3 no IMYHOMY COCTaBY
[Tpuka3Hoe 1e101ponu3BOJACTBO
IIpoTokon

PacniopsimuTenbHBIE TOKYMEHTHI
Pacnopsixkenue
PerucrpanimoHHO-KOHTPOIbHAS
kapTouka gokymenta (PKK)
PerucrpanimoHHO-KOHTPOJBHBIE  (OPMBI
KaHIEISPUN
Perucrpanmonnsiii  HOMep  (MHACKC)
JIOKyMEHTA
Perucrpanus nokymenra
Pezomronusa

Pesrome

PekBu3uT 1O0KyMEHTa
Pewenue

PyOpukanus

CBogaka

Cenarckoe u KOJIJIEKCKOE
JIEJIONPOU3BOJICTBO

Cucrema 10KyMEeHTallUH

Cucrema ANEKTPOHHOTO
nokymeHnToobopota (CO/)

Crny>xeOHasl 3amiCKa
CrnyxxebHast KOPPECIOH ICHIIUS
(mepenucka)

CwmemranHas ¢popma J1eJI0MPOU3BOICTBA
CnpaBka

CrpaBoYHO-aHAIUTUYECKHE u

UH(POPMALIMOHHO-CITPABOYHBIE

JIOKYMEHTBI
CrpaBouHbIe JaHHBIE 00 OpraHHU3AINH
Cpenctsa MeXaHU3alluu
JIEJIONIPOU3BOICTBA
Cranmapruzamus

CronbmoBas ¢popma TOKyMeHTa

101. CrTpyKTypHOCTH OKYMEHTa

102. Tabens YOI

103. Tabmuua

104. TaBronorus

105. Tenerpamma

106. Tenedonorpamma

107. Terpannas ¢popma qTOKyMEHTa

108. Twumnosas UHCTPYKITUS o
JIEITOTIPOU3BOICTBY

109. Tpadaper

110. Tpadaperuszanus

111. Tpynosas KHMXKKa

112. TpynoBoii 1oroBop (KOHTPAKT)

113. VYkazanue

114,  VYuuduxanus

115.  YuudunupoBanHas cucrTema
noxymenTaruu (YCJI)

116. YaudunupoBannas dopma
nokymenTa (YO/I)

117.  VYcras

118. VYupenurenbHBII 10TOBOD

119. ®akc (hakcorpamma, Tenedakc)
120. ®dopmanu30BaHHBIN TEKCT

121. ®dopmupoBaHue aena

122.  ®opwmynsp AeT0BOro JOKyMEHTa
123.  ®DopmynsapHUK

124, @OyHKIMOHAIBHOCTH JOKyMEHTA
125. XapaxrepucTtuka

126. XomaraiicTBO

127. lleHTpamm3oBaHHas dbopma
JIeNIOTIPOU3BOICTBA

128. IlratHas cTpykTypa

129. lratHoe pacnucaHue

130. DOxkcneguiuoHHas obOpaboTka

JIOKYMEHTOB
131. DxkcrmeprH3a EHHOCTH JOKYMEHTOB
132. DxcneprrHas komuccus (OK)

133. DOkcTpalMHTBUCTHYECKHE
0COOEHHOCTH CTUJIS

134. DOnexrponHas (uudposas) MOANHUCH
(OLII)

135. D¢ ¢exTuBHBI KOHTPAKT

136. Opumndeckas cuiia JOKyMEHTa
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5. OueHoyHble MaTepHAJbI MPOMEKYTOYHOH  aTTeCTAllUM IO
AUCHUILINHE

5.1. 3ader mpoBomuTCAs B NEPUOJ CECCHM B COOTBETCTBHHM C TEKYIIMM TIpapuKOM
y4eOHOro Ipolecca, yTBEPKICHHbIM B COOTBETCTBUHU C ycTaHOBIeHHbIM B C3UY mopsakom.
[TponomKUTENBPHOCT 3a4yeTa Ui KaXKIOro CTyJIEHTa HE MOXET IIPEBbIIATh YEThIPEX
aKaJEMUYECKMX 4YacoB. 3a4eT HE MOKeT HaunmHarbcs paHee 9.00 4yacoB M 3aKaHUMBATBHCA
no3anee 21.00 yaca. 3auer npoBOAUTCA B ayJUTOPUH, B KOTOPYIO 3aIlyCKalOTCsl OJJHOBPEMEHHO
He Oosee 5 uenoBek. Bpems Ha MOArOTOBKY OTBETOB IO OMIIETYy Ka)XJA0My OOydaroleMycs
orBoautcs 45 munyt. [Ipu sBKe Ha 3aueT OOy4arOMIMKCS TOJHKEH MMETh MpH ce0e 3aueTHYIO
KHIKKY. Bo Bpemst 3auera oOydaromuecs IO PELICHHIO IMPENojaBaTess MOTI'YT I0JIb30BaThCs
y4eOHOW TPOrpaMMOi IUCHUIUIMHBI U CIIPAaBOYHON JIUTEPATYPOH.

IIpu npoBeneHun mpoMexkyTouHoit arrecrauuu B CZ10
[TpomexyTouHass aTTecTallUs IPOBOJUTCS B IIEPUOJ CECCUM B COOTBETCTBUM C TEKYLIUM
rpajgukom y4eOHOro Ipoliecca W pacHUCAHHEM, YTBEPKICHHBIMH B COOTBETCTBUU C
ycraHoBieHHbIM B C3UY nopsiakom.

YroObl MPONTH MPOMEKYTOUHYIO aTTECTALIMIO C IPOKTOPUHIOM, CTYAEHTY HYXKHO:

3a 15 MUHYT 10 Hayaja MPOMEKYTOYHOW aTTECTALMU BKIIIOUUTH KOMIIBIOTEP, YTOOBI
3apETUCTPUPOBATHCS B CUCTEME,

IIPOBEPUTH 00OPYIOBaHHUE U YOEIUTHCS, YTO CBA3b C YAaJCHHBIM IOPTOM YCTaHOBJICHA.

BKJIIOUUTD BUJCOTPAHCIALUIO U Pa3pELINTh CUCTEME BECTH 3aIIMCh C KpaHa

IPOUTH BepU(UKAIMIO JIMYHOCTH, IMOKa3aB JIOKyMEHTbl Ha BeO-kamepy (macrnopt u
3a4E€THYI0 KHMXKKY CTYJIEHTA), IPH 3TOM JOJKHO ObITh JOCTATOYHOE OCBELCHHE.

py HEOOXOIMMOCTH TTOKa3aTh pabounii CTOJI MU KOMHATY.

[Tocne perucTpanuu BCEX IIPUCYTCTBYIOIIUX IIPOKTOP OTKpBIBAcT
IIPOBE/ICHUE MIPOMEXYTOYHOM arrecTanud. Bo BpeMs NPOMEXYTOYHOM aTTECTAllMd MOXKHO
I10JIb30BATHCS PYKOIIUCHBIMU KOHCIIEKTAMU C JIEKLUSMHU.

IIpu 3TOM 3anpereHo:

XOJMTh MO BKJIAJKaM B Opay3epe

CUJIETh B HayIIHUKaX

M0JIb30BaThCs MOJICKa3KaMU 3-X JIMIL U IITIaprajikamMu

3BOHUTBH 110 TE€AEPOHY U YXOAUTH 0€3 MpeaynpexACHUS

[Ipu 1r060M HapylIEHUH MPOBEPSIOUINI MUIIET 3aMeYaHre. A eclii rpyObIX HapylIeHUH
ObUIO HECKOJIBKO WJIM CTYACHT HE pearupyer Ha MpeaynpexIeHUsi — MPOKTOpP MOKET IpepBaTh
POMEXKYTOUHYIO aTTECTALMIO JIOCPOYHO WJIM MPEKpPATUTh IMPOBEJIEHUE aTTecTaluu s
HapyIIUTES.

[IpoaomKUTENEHOCTh TPOMEXYTOUHOM aTTeCTAllMU JJS KaKJIOro CTYJEHTa HE MOXKET
IIPEBBINIATH YETHIPEX AKaJAEMHUYECKUX 4acoB. JK3aMEH HE MOXKeT HauMHatbes paHee 9.00 dyacos
U 3akaHuyuBaThcs no3axee 21.00 yaca.

Ha BeimonHeHue 3a1anuii OTBOAUTCA MaKCUMaabHO 30 MUHYT.

OTnyyaThCs B MPOIECCE BBIMOTHEHUS 3aJaHUN MOXKHO He OoJjee, 4eM Ha 2-3 MHHYTHI,
3apaHee MpeAynpeInuB IPOKTOpa.

B cnyuyae HeBbIXOJa CTyleHTa Ha CBsI3b B TeueHue Oosee yem 15 MHUHYT c Hayana
IIPOBEJEHUS KOHTPOJBHOTO MEPOIPHUATHS OH CUMTAECTCAd HEABUBIIMMCS, 32 MCKIIOUEHUEM
Clly4aeB, NPHU3HAHHBIX PYKOBOAMTEIEM CTPYKTYPHOIO NOJpa3feNieHUus] YBaXUTEIbHbIMHU (B
JAHHOM CITy4ae CTYJEHTY MPEOCTaBIsAETCs IPABO MPOMTH UCTIBITAHUE B APYIOM J€Hb B paMKax
CpPOKa, YCTAHOBJIEHHOTO IpenoJiaBaTejieM JO0 OKOHYaHUS TEKyIlel MpOMeXyTOYHOMN
arrecraunn). CTyAeHT JODKEH NpPEJICTaBUTh B CTPYKTYPHOE NOJAPA3ACIEHUE JIOKYMEHT,
MOJATBEPXKJIAIOIIUN YBaXUTEIbHYIO MPUYMHY HEBBIXOJAa €ro Ha CBSI3b B JIGHb IPOBEICHUS



UCTIBITAHUS TIO paciucanuio (00JIe3Hb, CTUXHIHOE OCJICTBHE, OTCYTCTBHUE AIEKTPHUIECTBA U UHBIE
CITy4au, TpU3HAHHBIC PYKOBOJUTEIEM CTPYKTYPHOTO MOIPA3/IeIICHUs] YBAKUTEIbHBIMH).

B cinydae cboeB B pabore o00OpymoBaHHMS WIM KaHaja CBS3W (OCHOBHOTO |
QIBTEPHATUBHOTO) Ha NPOTHKEHUHM Oojee 15 MHHYT cO CTOpPOHBI IpernojaBaTelns, JTUOO co
CTOPOHBI CTYJCHTa, NpernojaBaTeib OCTABISET 3a COOOW TpPaBO OTMEHUTHh IPOBEIACHUE
UCTIBITAHUSA, O YEeM MpPEenoJaBaTeNieM COCTaBIseTcs akT. JlaHHOe OOCTOSTENhCTBO CUMUTAETCS
YBOKUTEILHOW MPUYMHONH HECBOCBPEMEHHOHN ClIayM KOHTPOJIbHBIX Mepornpusatuid. CTylaeHTam
MPEIOCTABIISETCS. BO3MOXHOCTh MPOWTH HCIBITAHUS B JPYTOd JCHb A0 OKOHYAHUS TEKYIICH
npoMexyTouHoi arrectanmd. O Jare ¥ BPEeMEHHM NPOBEACHUS MEPOINPUATHS, COOOMaeTCs
otnenbHo yepe3 COO Mucruryra.

IIpu npoBeaenun npome:xyrouHo arrecramum B CAO B ¢dopme ycTHOro ujam
NMCbMEHHOI'0 0TBETA

Ha noaroroBky cTyseHTaM BBIAETSETCS BPEMs B COOTBETCTBUU ¢ OOBSBICHHBIM B Hayale
IIPOMEXYTOUHOM aTTecTaluu perjamMeHToM. Bo Bpems NOArOTOBKM BCE CTYACHTHI JOJKHBI
HAXOJHUTHCS B IOJIE BKIIOYEHHBIX KaMEp MX HOYTOYKOB, KOMIIBIOTEPOB Wi cMapThoHOB. [
BU3YaJIbHOI'O KOHTPOJIS 3a XOAOM MOATOTOBKH JOIYCTUMO MPUBJIEKATh APYTUX IperoaaBaresneit
kadenpsl, paOOTHUKOB JIeKaHATa WU IMPOBOJAUTH TPOMEKYTOUHYIO aTTECTAIUIO 10 MOATPYIITaM,
YHCIIEHHOCTbIO HE OoJiee 9 uenoBexk.

[To okoHYaHUM BpEMEHH, OTBEIEHHOTO HA IOATOTOBKY:

- B Cily4ae NpPOBEACHUSI NPOMEKYTOUYHOW aTTecTallid B YCTHOM (hOpME CTYAEHTHI
HAUMHAIOT OTBEYaThb C COOJIIOJIGHHEM YCTAaHOBJICHHOW IMpernojaBaTeleM OYepeJHOCTH U
OTBEYAIOT Ha JOINOJHUTEIbHBIE BOINPOCHI; OLIEHKA OOBSABISAETCS IO 3aBEPLICHUH OTBETOB Ha
JIOTIOJIHUTEJIbHBIE BOIIPOCHI;

- B ClIydae MpOBEICHHs IPOMEXYTOYHON aTTeCTAll B MUCbMEHHOHN (hopMe MHCbMEHHAas
paboTa HabupaeTcs CTyJeHTaMH Ha KOMIIBIOTEPE B TEKCTOBOM PEAAKTOPE WJIM 3alUCHIBACTCS OT
PYKH; TIO 3aBEpPUICHUU CTYICHTHI COXPAHSIOT paboTy B JJIEKTPOHHOM (hopMmaTe, yKasbIBas B
HaMMEHOBaHMM (aiina cBor ¢damuauioo; ¢ain pasmemiaercs B Moodle wim B uare
BUJICOKOH(DepeHI;

IIpu nmposenenun npomexyrouHoi arrecramuu B JJOT B ¢opme ycTHOro orera Ha
TEOPETHUECKHE BOMPOCHI U pelIeHus 3a1a4n (Keica) — oleHKa cOOOIaeTCsl IK3aMEHYEeMOMY T10
3aBEPLICHUIO OTBETA.

[Ipu npoBeaennn npomexxyrouHoit arrectauuu B JIOT B opMe MUCbMEHHOTO OTBETA Ha
TEOpPETUYECKHE BOIMPOCHl W pelleHHs 3ajadyu (Kelica) — B TeueHHe 24 4acoB INpernojaBaTellb
poBepsieT pabOThl, BHICTABIISAET OLIEHKH U JOBOJUT UH(OPMALIHIO JI0 CTYIEHTOB.

IIpu nposeaenun npome:kyrounoi arrecranuu B CJ1O B ¢popme TecTupoBaHuA

Jjis BBITIOJTHEHUS] TECTOBOTO 3a/laHusl, IPEXAE BCEro, CIeyeT BHUMATEIbHO IPOYUTATH
nocTaBlIeHHBIH Bompoc. [locie o3HakOMIIEHHs ¢ BOIIPOCOM CIIEAYET MPUCTYNaTh K NMPOUYTEHUIO
npeyiaraéMblX BapuaHTOB oTBeTa. Heo6XoanMMO nmpounTaTh BCe BApUAHTHI U B KAU€CTBE OTBETA
cieayer BbIOpaTh JMOO OAMH JHMOO HECKOJIBKO BEPHBIX OTBETOB, COOTBETCTBYIOIIMX
MPEJICTaBICHHOMY 3a/1aHHUIO.

Ha Bemmonnenue tecta orBogutcs He Ooznee 30 munyt. Ilocne BeImomHeHHs Tecrta
MIPOMCXOJUT aBTOMATHYecKash OIeHKa BbINOJHEHUs. Pe3ynbrar oroOpaxkaercs B JIHMYHOM
KaOuHEeTe 00yJaroIIerocs.
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5.2. OnleHOYHBbIEe MATEPUAJIBI IPOMEKYTOUHOM aTTeCTAIUN

TEXHOJIOTUH 3JIEKTPOHHOTO MPABUTENBCTBA | pa0OTBI € JOKYMEHTaMHU
U IPEeJOCTaBIE€HUS  IOCYJapCTBEHHBIX | HH(OPMAILIMOHHO-TIPAaBOBBIMU
(MyHUIIMIIAJIBHBIX) YCIYT CHUCTEMaMH.

JACJIOITPONU3BOJICTBA.

KommnonenT IIpomeskyTOUYHBIN / KJIIOYeBOM Kpurepuii oueHuBanus
KOMIIETeHIIH U HHIUKATOP OlleHMBAHUA
OIIK-5.3 JeMoHCcTpupyeT HaBbIKM  npuMeHeHwus | CBOOOIHO BJIaJICET OCHOBaMH

nu

Cso0ogHO BJIAJIEET OCHOBaMH

THnoBbIE OLIEHOYHbIE MaTepHuaJabl l'lpOMe)RyTO‘lHOi/i arreCcralumn

Hepeqenb BOITPOCOB JIAl NIOATOTOBKHU K 3a49€TYy

HN3noxuTe TEOpETHYECKHME OCHOBBI 110 JAHHOI TeMe (1aiiTe onpeeeHus, NePeIncIauTe u

Ha3oBHUTE) U 00OCHYNTe (APryMeHTHPYITe H POIeMOHCTPHUPYiiTe) CBOE OTHOLIEHHE K

JAHHOU TeMe (HA KOHKPETHOM NpuMepe):

1.
2.

&

~

10.
11.
12.
13.
14.
15.

16.
17.

18.

Cucrema 0T€4eCTBEHHOI'O JI€JI0NPOU3BOICTBA B UCTOPUUECKOM aCIIEKTE.
HopmartuBHO-ipaBoBO€ peryaMpoBaHUE JOKYMEHTAllMOHHOIO O0ECIeUeHUs YIpaBJICHUs Ha
benepaabHOM ypOBHE.

AKTyalbHblE CTaHAAPTHI B 00JIaCTU JIE€JI0NPOU3BOJICTBA: IIEPEUEHb, IPEHa3HAYCHNE, 0011as
XapaKTepUCTHKA.

JIoKyMeHT: onpezeneHue, OTIINYUTENIbHbIE CBONCTBA, IPU3HAKU, (DYHKIIMHU, TUIIOJIOTHS.
OO6ume TpeboBaHUs K OGOPMIIEHUIO JOKYMEHTOB: pa3Mepbl Oymaru, mojs, HyMeparus
cTpaHull, opopMiIeHUE 1aT, COKpAIICHHH, Ynces, PU3NIECKUX BeIUYuH, GOpMYI1, TaOIHII.
PexBU3UT JOKyMEHTa: OIpelesieHHe, Pa3sHOBUAHOCTH PEKBU3UTOB, COCTAB PEKBU3UTOB
OpTraHU3aIMOHHO-pACTIOPAANTENbHBIX JokyMeHTOB 1o ['OCT P 7.0.97-2016.

dopmyiisip 1 6J1aHK JI€TI0BOTO JOKYMEHTA.

S3bIK W CTWIb CIYKEOHBIX JOKYMEHTOB: JKCTPaJIMHTBUCTUYECKHUE M JIMHTBUCTHYECKHE
0COOEHHOCTH.

Xapaktepuctuka  «l'ocygapCTBEHHON  CHCTEMBI  JOKYMEHTAI[MOHHOTO  OOecredeHus
ynpasnenus (I'CAOY)».

VYHudukanus u craHzapTuzalys JOKYMEHTOB: OIpeNeeHHe, ATalbl MPOLECcCOB, CIIOCOOBI,
HOpMaTuBHas 0aza, yHuHUIMpoBaHHas cuctema gokymeHnTtanuu (Y CJ).

Knaccudukaropsl TeXHUKO-2KOHOMUYECKON U conmanbHoi mHbopmaruu: OKVY ]I, OKIIO,
OKOTI'Y, OKB3/I.

OpranuzalvoHHbIE JOKYMEHTBI: BUJbl, TpeOOBaHUS K 0()OPMIIEHUIO.

PacniopsiiutenbHble TOKYMEHTBI: BUIbI, TPeOOBaHUS K 0()OPMIIEHHUIO.
HNHupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI: BUJIbI, TPEOOBaHUS K 0()OPMIIEHUIO.

JIOKyMEHTBI 10 JIMYHOMY COCTaBy: IepedeHb (opM 00sS3aTeNIbHOW MEPBUYHON Y4ETHOMH
JIOKYMEHTAIMH, BU/IbI IOKYMEHTOB 10 JUYHOMY COCTaBY.

OcCo0eHHOCTH TOKYMEHTHPOBAHUS TPYIOYCTPONCTBA M YBOJIbHEHUS PaOOTHHUKA.
Odopmnenue npoueayp ABMKEHUS KaApOBOr0 COCTaBa: OTIYCK, KOMaHAMPOBKA, H3MEHEHHE
JOJKHOCTH U JIp.

XpaHeHHe JOKYMEHTOB IO JJUYHOMY COCTaBy: (POPMHUpPOBAHUE JIMYHOIO JieJla COTPYAHHUKA,
BeJICHUE TPYJOBOM KHIKKH, 3alllUTa EPCOHATBHBIX JAHHBIX paOOTHHKA.
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19. Crenuduka  paboOTBI € OTHETBHBIMH  TIOJICUCTEMaMH  JTOKYMEHTOB:  JOKYMEHTBI
OTPaHUYCHHOTO JOCTYMa, MTOKYMEHTBI, COJCpXAlue KOMMEPUYECKYIO TailHy, JOKYMCHTBI
3aKOHOJIATEIHHBIX U HCIIOJHUTEIBHBIX OPTaHOB.

20. Cyx0a nokyMeHTarmoHHOro obecriedenus ynpasienus (JJOY) B opranuzanuu: CTpykTypa,
(GYHKIUU ¥ 337129, CPEIICTBA MEXaHU3AIUH, (POPMBI OpraHnu3anuu paboThl ¢ JOKYMEHTAMH.

21. JIokyMEHTOOOOPOT B OpraHU3AlMHU: THIIOBbIC TEXHOJIOTHH, MIPABUIa OPraHU3alMU BHEIIHETO
U BHYTPEHHETO JJOKYMEHTO00O0pOTa, HAIIPaBJICHUSI COBEPIICHCTBOBAHHUSI JICJIONIPOU3BOICTBA.

22. Cucrema 3JIeKTpOHHOTO J0KymMeHToobopoTa (CO/I): TeKCTOBBIE PENaKTOPHI, CIEIHabHbIC
OpOTPaMMHBIE TIPOAYKTHI, JJCKTPOHHAS IOANUCh, OCHOBHBIC TEHICHIUU Pa3BUTHSI
TEXHOJIOTUH 3JICKTPOHHOTO JJOKYMEHTO000POTA.

23. Perucrpanust 1 KOHTPOIIb HCIIOTHEHUS JOKYMEHTOB.

24. Opranu3anus XpaHeHHUs JOKYMEHTOB: HOMECHKIIATypa, POPMHUPOBAHUE ¥ OOPMIICHHE L.

25. DKcriepTH3a IEHHOCTH JOKYMEHTOB: KPUTEPHUU OIICHKH JIOKYMEHTOB, SKCIIEPTHAsI KOMHUCCHS,
BBIJICJICHUE JIe)Ia K YHUUTOXKCHUIO.

26. ITopsok repegadu e B apXuB.

Tunosbie NpuMepbl CHTYAMOHHOM 3a1a4M (Keiica):

IIpoananu3upyiiTe npeacTaBjieHHOe 3aJaHNE, BBHINOJHUTE HEOOX0AMMbIe 1eHCTBHS, JaiTe
UM 000CHOBaHHUe, ONpeJe/MTe, YCTAHOBUTE M YKAa)KMTe CBOE OTHOLIEHHE K 3aTPOHYTOM
Teme
1. CocraBbTe akT npuema — nepegadn MaTepruaibHbIX LIEHHOCTEM.
2. CocraBbTe BHEUIHIOIO CIPAaBKY, BBIAAHHYIO B JOMOYIPABJICHHWH, O BalleM MECTe
MIPOKUBAHUSI.
3. Hanummre 0OBACHUTENBHYIO 3alHMCKy O MPUYMHAX MPOIYCKOB 3aHATUH MO TEXHHUKE
0€30MacHOCTH Mepe/1 MPOU3BOICTBEHHON MPAKTHKOM.
4. Odopmure aeno «llepenncka ¢ BHEHTHUMH OpPraHU3ALUSIMI.
5. Odopmure pexBusut «lloamuch» (mokyMeHT moanuckiBaeT 1) nekan daxynpreTta, 2)
JTUPEKTOP UHCTUTYTA, 3) KOMUCCHS U3 3 YeNIOBEK.
6. CocraBbTe MPOEKT MITATHOTO pacluCaHus Uil (PUTHEC-TICHTPA.
7. Nyuute mnonoxenue o Ceepo-3amagHOM HMHCTUTYTE YIPABICHUS U OTBEThTE Ha
CJIETyIOIINE BOIIPOCHI:
8. KaxkoBa ucropus co3nanus punmnana?
9. Kakum 06pa3om ocyIecTBIseTcs ynpasieHue Gpuinaiom?
10. Kakue BUIBI A€ATEIHLHOCTH BIPAaBE OCYIIECTBIATH (UIHAT M YTO SBISETCS OCHOBHBIM
BUJIOM JI€ATENILHOCTH JIJIsl HEro?
11. CocraBbTe pacnopsIUTEIbHBI JTOKYMEHT O TrpaduKe OTIYCKOB MpodheccopcKo-
MPENOJABATEIHCKOr0 COCTaBa HA CICIYIOIINI KAJICHIAPHBINA O/,
12. [ToAroTOBBTE TPOEKT PACIOPSIKEHUST O MPOBEACHUM PEMOHTHBIX PAadOT B y4eOHOM
KOpITyce By3a.

5.3. OueHoO4YHbIE CPEACTBA TEKYLIEr0 KOHTPOJISA M POMEKYTOYHOM aTTeCTALNHU

OueHoyHbIE Iokazatequ™ Kputepun**
cpeacrsa OIICHKH OILICHKH
(dopmsl Tekymiero
KOHTPOJISA)
Hoxnan- npe3enTanus ®  COONIOJIEHHE peryiaMeHTa Kaxxnplii kpurepuil OLIEHKH OKJIaia OLUEHUBACTCS
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(muckyccus) (15 mun.); B 0,25 oOawa, makcumym 1 Oamn 3a JOKjan.
e  Xapakrtep HcTounnkop | JOTMYyCKaeTcss He Oonee OJHOTO JIOKNAaga B CEMECTD,
(60J1€€ TPEX HCTOUHUKOB); JIeCATH JIOKJIaJ0B B roj (Bcero 1o 10 6annos)
e T0naya MarepHana
(mpe3enTanus);
e OTBETHI HAa  BOHIPOCHI
(BIajicHUE MaTEPHAIIOM).

Tectuposanue MIPOLIEHT IIPaBUIBHBIX Menee 60% — 0 6amnnos;

OTBETOB Ha BOIIPOCHI TECTA.

61 - 75% — 6 Ganos;
76 - 90% — 8 Gamios;
91 - 100% — 10 GaioB.

YcTHbll onpoc

° KOppeKTHOCTL n TI0JIHOTa
OTBCTOB

CnoxHbIi BOIIPOC: IOJIHBIH,
000cHOBaHHEIH 0TBET — 10 6aioB

Pa3BEpHYTHIH,

[IpaBunbHBIA, HO HE apryMEHTHUPOBAHHBIH OTBET — 5
Ganos

HegepHsiii otBeT — 0 6asios
OO0b1uHBII BONIPOC:
TIOJTHBIH, Pa3BEpHYTHIA, 000CHOBaHHBIN OTBET — 4 Oaia

[IpaBuibHBIA, HO HE AapryMEHTUPOBAHHBIA OTBET — 2
Oamnna

Hegepusiii otBet — 0 6anios.
Ipocroii Bonpoc:

[IpaBunpHEIT oTBET — | Oam;
HenpaBunpHelii otBeT — 0 6271108

Pemenue xelicoB

CopepxarenpHasi aKkTUBHOCTb,
KauecTBO MPAKTUUECKHUX
peKOMeHAaul I MPUHITHS
YIpaBJICHUYECKUX PEIICHUM

- BBICTYIIJICHHE XapaKTepu3yeT MOTIBITKY
CEphE3HOr0 MPEeABAPUTEIHHOTO aHaNN3a (MPaBUIbLHOCTh
HpeIOKCHUH, IIOJITOTOBJIEHHOCTH,

apryMeHTHPOBAaHHOCTb U T.1.).
- BHHMaHHE OOpalleHO Ha ONpENeCHHBIH KpyT

BOIPOCOB, KOTOPBIi Tpebyer yII1yOIeHHOTO
00CyXIeHUS.
- MPOIEMOHCTPUPOBAHO BJIaJICHUE

KaTeropuaibHBIM  allllapaToM, CTPEeMJICHHE JaBaTh
OTIpe/IeNIeHUs], BBISABIIATH COJIEPIKaHUE TIOHATHH.

- MPOJIEMOHCTPUPOBAHO  YMEHHE  JIOTUYECKH
MBICIIUTh, TOYKHM 3pEHHUS, BBICKA3aHHbIE paHee,
MIOJIBITOKUBAIOTCS] U IPUBOJAT K JIOTUIECKUM BBIBOJAM.
- MIPeNJIOKEHbl aTbTEPHATUBEI, KOTOPHIE PaHbIIE
OCTaBaJIUCh O¢3 BHUMAHUS.

- MPENJIOKEH OIpeNeeHHbI IUlaHa JAeHCTBUN
YUJTH TUTaH BOTUTOIICHUS PEIICHHS.

- OTIpeICIICHBI CYIIIECTBEHHEIE 3JIEMEHTBI,
KOTOpPBIE OJDKHBI YUUTHIBATHCS MPH aHAU3E NAaHHOTO
Kelica.

- MPUHATO 3aMETHOE YdYacTHe B 00paboTKe
KOJIMYECTBEHHBIX JIAHHBIX, MPOBEJACHUN PACUETOB.

- MO/IBE/ICHBI UTOTH O0CYKICHHSL.

Amnanu3 keiica, JaHHBINA OakagaBpOM IpPHU HEITyOIHIHOM
(TMceEMeHHOI) [IpEe3EHTALUU B ciaydae
KOMITEHCUPYIOIIETO 3a7aHus CUUTACTCS
YAOBJIETBOPUTENLHBIM, €CIIH:

- OBUTO COPMYITHPOBAHO ¥ TPOAHATUZUPOBAHO
OOJIBIIIMHCTBO MPOOJIEM, UIMEIOIIIUXCS B Kece;

- MIPOBEJICHO MaKCHUMaJIbHO BO3MOXKHOE
KOJIMYECTBO PacUeTOB;

- ObUIM CcJeNaHbl COOCTBEHHBIC BBIBOJBI Ha
OCHOBaHMW  WHGpOpMaMA O  Keiice, KOTOpbHIE
OTJIMYAIOTCS OT BHIBOJIOB IPYTHX 0aKaJIaBpOB;
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- ObLIN IPOACMOHCTPHUPOBAHBI aJICKBAaTHBIC
AHAJIMTUYCCKHUEC MCTOABI I 06p360TKI/I I/IH(i)OpMaIlI/II/I;
- COCTABJICHHBIC HOKYMCHTBI II0 CMBICITY U
COACPIKAHNIO OTBEYAIOT Tpe60BaHI/IHM;

NPUBCACHHBIC B UTOT'C aHAaJIM3a apryMCHTBI HAXOAATCS B
COOTBCTCTBUU C PAHEC BbIABJICHHBIMU HpO6J’IeMaMI/I,

CIIeTaHHBIMU BBIBOJIAMH, OLICHKAMU u
WCTIOJIb30BaHHBIMU aHAJINTHIECKIMU METOAAMH.

OreHOYHBIE CPECTBA INoxazarenn™ Kpurepun**

(dpopmsr OIICHKU OIICHKH

IIPOMEXYTOUHOMN

aTTeCcTaInu)

3ager B coorBerctBum ¢ OampHO- | 15-11 GaymioB

pEUTHUHIOBOM CUCTEMOH Ha
MIPOMEXXYTOUHYIO aTTECTALHIO
orBonutcs 30 Ganos.

B Ounere copepxutrcs OIUH
BOIPOC CUTYallMOHHAs 3ajada

(kefic).

Bompoc - 15 6amros

OOyuarommiicss  TOKa3bIBae€T  BBICOKMH  YPOBEHb
KOMIIETEHTHOCTH, 3HaHUS MHPOrPaMMHOIO MaTepuana,
yueOHOM JIUTEpaTypbl, pAaCKphIBAET M aHAIU3UPYET
npoOieMy C TOYKM 3pPEHUS PpaA3IMYHBIX aBTOPOB.
OOyyaromuiicss TOKa3plBaeT HE TOJBKO BBICOKHH
YPOBEHb TEOPETUYECKHUX 3HAHUH, HO U BUAUT
MEXINCIMIUINHAPHBIE  cBsi3u.  IIpodeccronansHo,
IPaMOTHO, TOCJIEAOBATENbHO, XOPOIINM SI3BIKOM YETKO
n3JIaraeT MaTepHal, apryMEHTHPOBAHHO (OPMYIHPYET
BBIBOJIBL. 3HAET B paMKax TpeOOBaHMI K HANIPABJICHUIO U
MIPOQHITIO MOATOTOBKH HOPMATHBHYIO M IPAKTHYECKYIO
6a3y. Ha Bompockl oTBeyaeT KpaTko, apryMEHTHPOBAHO,
yBepeHHOo, 1o cymectBy. CrnocoOeH NpUHUMATbH
ObICTpBIC M HECTAHAPTHBIE PELICHUSL.

10-6 GannoB

OOyyaronuiicst TMOKa3bIBaCT JOCTaTOYHBIH ypPOBEHb
KOMIIETCHTHOCTH, 3HaHHs  MaTepHajoB  3aHITHUH,
yueOHOM M METOJMYECKOH JIMTepaTyphbl, HOPMaTHBOB M
MIPaKTHKH ero MPUMEHECHHS. YBepeHHO "
MPo(eCCHOHANBHO, TPAMOTHBIM SI3BIKOM, SICHO, Y€TKO H
MIOHATHO M3JIaracT COCTOSHHE M CYTh BONpOCa. 3HaeT
TEOPETHYECKYIO M NMPAKTHUECKYI0 0a3y, HO MPH OTBETE
JIOIyCKaeT HECyIeCTBEHHBIC MOTPETTHOCTH.
OOyuarommiicss TOKa3bIBae€T IOCTaTOYHBIH YPOBEHBb
npodeccHOHaNBHBIX  3HAHWH, CBOOOIHO OIEpPHPYeET
MOHATHSMM, METOJaMM OLEHKH HPUHATHS pEIIeHUi,
UMeeT MPEJCTaBICHUE: 0 MEXTUCIUIUIMHAPHBIX CBA3AX,
YBSI3BIBAET 3HAHUS, [IOJNYyYCHHBIE IIPH H3YYEHUH
pa3IMYHBIX ~ AWCLUIUIMH, yMEeT  aHaJIM3MPOBATh
MIPAaKTHYECKHE CUTYyallud, HO JOIyCKaeT HEKOTOpbIE
norpemHocTd. OTBET IOCTPOEH JIOTWYHO, MaTepHal
n3IaraeTcs ~ XOPOIIMM  S3BIKOM,  IPHUBJIEKAaETCS
nH(GOPMATHUBHBII M WILUTIOCTPUPOBAHHBIM MaTepHai, HO
IIPU OTBETE JIONYCKAeT HE3HAYMTENIbHbIE OIINOKH,
HETOYHOCTH IO HAa3BaHHBIM KPHUTEPHUSIM, KOTOpBIE HE
HCKa)XKalOT CYTH OTBETA;

5-1 banoB

OO6yuaromnmiics MoKa3bIBaeT ciiaboe 3HaHHE MaTepHanoB
3aHATHUH, OTCYTCTBYET JOJIKHAS CBA3b MEXIY aHATIH30M,
apryMeHranuei u BbiBogamMu. Ha mocraBieHHbIE
BOTIPOCHI OTBEYAeT HEYBEPEHHO, JIOITyCKaeT
norpemHoct. OOy4aromuiics BiageeT NpaKTHIECKUMH
HaBBIKaMH, TPHUBJIEKACT WILTIOCTPATUBHBIN MaTepHal, HO
YyBCTByeT  ce0s  HEyBEpeHHO  IIpU  aHalm3e
MEXJIUCLMIUIMHAPHBIX cBs3eil. B oTBere He Bcerna
MPUCYTCTBYET JIOTMKA, APIyMEHThl IPHUBIEKAIOTCS
HEJOCTaTOYHO Beckwe. Ha mocTaBiieHHBIE BOIPOCHI
3aTpyAHSACTCS C OTBETAaMH, IIOKA3bIBAaCT HEJOCTATOYHO
rIyO0OKHE 3HAHMSL.
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0 ©Gamos

OOyyaromuiics MOKAa3bIBAET ciabble 3HaHMSA
MaTepHaJIOB 3aHATHH, yIeOHOW JIUTEPaTYPHl, TCOPHH U
MIPaKTHUKA HPUMEHEHUS] M3y4aeMOro BOIIPOCa, HU3KUH
YPOBEHb KOMIIETCHTHOCTH, HEYBEPEHHOE H3JI0KCHHUE
Bonpoca. O0yJaromuiics MOKa3bIBaeT CIaObIii yPOBEHBb
Mpo(eCCHOHANBHBIX ~ 3HAHWH, 3aTpPyAHSECTCS  TIpH
aHaJIM3€e NpakTU4ecKuX curyauuil. He mMoxer npusectu
IpUMepbl U3 peanbHOM mpakTuku. HeyBepeHHO U
JIOTUYECKH HEMOCIEN0BATENIbHO H3JIaraeT MaTepuall.
HenpaBunbHO OTBeuaeT Ha BOIPOCH! WM 3aTPYAHAETCS
C OTBETOM.

15-11 Gamios

CutyanionHast 3ajada (keiic) | HecTaHAapTHOE (MHOTOILIAHOBOE) PEIICHUE 3a1aud
- 10-6 6amioB

15 6anmoB CTaHJapTHOE peLICHUE 3a1aul

5-1 6ammos

3a/ada perieHa ¢ HeKOTOPBIMH HETOYHOCTSIMH

0 OamioB

HEBEpPHOE PellIcHUE WITH 3aja4da He pelieHa

Tunosble oneHO4YHBIE cpeAcTBa ¢ npuMeHennem C1O

Jnsg  ycmemHoro - MOpOXOXKIEHUs ~ MPOMEXYTOUHOM  aTTeCTalluud  ydallemycs
PEKOMEHIyeTC O3HAKOMHUTBCS C JIMTEPATYpPOMl, pasMEUIEHHOW B pa3iene 7, U MaTepuaiaMu,
BbLIOKeHHBIMU B JIOT.

IIpu mpoBeaeHuu 3adera B YCTHOM WM NUCbMEHHOM (opme ¢ npumeHeHuem JOT
CTPYKTypa OuiieTa v TUIIOBBIE OLICHOYHBIE CPEACTBA COOTBETCTBYIOT 1. 5.2. (CM. BBIIIE).

[Ipu npoBenenun 3adera B (opMe TECTUPOBAHUS MPUMEHSIOTCS CJENYIOIIME TUIIOBBIE
OIICHOYHBIE CPEJICTBA:

Ouenoynbie IMokazarenn* Kpurepun**
cpeacraa OLICHKH OLICHKH
(popmbl
IPOMEKYTOUHOTO
KOHTPOJISI)
3auer [TporieHT MpaBUIBHBIX OTBETOB Ha Bompockl | Menee 60% — 0 6annos;
TecTa. 61 - 75% — 1-10 6annoB;

B tecre conepxurca ot 20 go 30 3apanwuil. 76 - 90% — 11-20 bamios;
B cootBeTctBHH C GawmbHO-peiitnurosoit | 91 - 100% —21-30 Gamos.
CHCTEMON Ha MPOMEXYTOUHYIO aTTECTAIUI0
otBoauTcs 30 0asoB.

5.4. llIkana oueHNBaHUA

OneHka pe3y/lbTaTOB MPOU3BOAUTCS Ha OCHOBe OamnbHO-peiTuHroBoit cucremsl (BPC).
HcnonwszoBanne BPC ocymectBisieTcss B cooTBeTCTBUU ¢ mpukazoMm oT 06 centsiops 2019 r.
Ne306 (c uzamenenusimu ot 22.01.2020 Ne 09) «O npuMeHeHHH OaNIbHO-PEUTHHIOBOM CHCTEMBI
OLIEHKH 3HaHUH 00y4aromuxcs».

Cxema pacyeToB cQOpPMHpPOBaHA B COOTBETCTBHM C Y4YeOHBIM IIJJAHOM HaIlpaBICHMS,
COIVIaCOBAHA C PYKOBOJUTENIEM HAay4yHO-00Pa30BaTEIbHOTO HANPABIICHUS, YTBEPXKIE€HA JEKaHOM
daxynbTeTa.

Cxema pacueToB JOBOJUTCS [0 CBEACHUS CTYICHTOB Ha MEPBOM 3aHATUM MO JaHHON
JUCLUIUIMHE, SBJISETCS COCTaBHOM 4YacThio pabodeil MmporpamMmbl AMCHUIUIMHBI U COJCPHKHT
MH(OPMALIMIO 110 U3YYEHUIO0 TUCHUIUIMHBI, YKa3aHHylo B [lonoxkeHun o 6amibHO-pEeHTHHIOBOM
cucTeMe OIeHKH 3HaHui oOyvaromuxcs B PAHXul C.
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B cootBeTcTBUM € OamIbHO-PEHTHHTOBOW CHCTEMON MaKCHUMAaJIbHO-PAaCUYETHOE KOJIHYECTBO
OamnoB 3a cemectp coctasiser 100, U3 HUX B paMKax JUCHUTUINHBI OTBOAUTCS:

20 6aJI0B - HAa MPOMEKYTOYHYIO aTTECTAIHIO

60 6amIoB - Ha PabOTy HA CEMUHAPCKUX 3aHATHIIX

20 GaIoB - Ha MOCEMAEMOCTh 3aHATHI

B cnywyae ecnm CTyZeHT B TeueHHE ceMecTpa He HaOMpaeT MMHHUMAIbHOE 4YUCIO Oallios,
HEoOXoauMoe Ui cJauyd IPOMEXYTOUHOM aTTeCTallMd, TO OH MOXeET 3apaboTaTb
JIONIOJIHUTENIbHbIE Oallibl, OTPAObOTaB COOTBETCTBYIOIIME pa3Jeiibl AUCLUIUIMHBIL, MOJIY4YHUB OT
npenojaBaTesisi KOMIEHCUPYIOIINE 3a1aHusl.

B cnywae mnonydyeHus Ha MNPOMEKYTOYHOM ATTECTAUMHU HEYAOBJIETBOPUTEIBHOW OLIEHKH
CTYJIEHTY HpPEAOCTABIISIETCS IMPaBO IOBTOPHOW AaTTECTalUM B CPOK, YCTAHOBIICHHBIA IS

JJUKBUJalluH aKaﬂeMquCKOﬁ 3a10JDKCHHOCTH 110 UTOTaM COOTBGTCTByIOH.ICfI CCCCHUU.

OOyugarommiics, HAOpaBIIUK B X0/ TEKYIIET0 KOHTPOJI B cemecTpe oT 51 10 70 Gaios, 1o ero
YKEJIAHUEO MOXKET ObITh OCBOOOXK/ICH OT MMPOMEXKYTOYHOM aTTECTAIUH.

[Mxana epeBoJa OUCHKHU 13 MHOT00aJIJIbHOI B CUCTCMY «3aUTCHO» | «He 3auTeHo»:

ot 0 o 50 Gaiu10B «HE 3aYTEHOY

ot 51 o 100 6amoB «3a4TEHO

6. MeToauyeckue MaTepuaJjbl 10 OCBOEHUIO TUCIHUILIHHBI
HaumenoBanue TeMbl Bonpocs! 1J1s1 camonpoBepku
WJIH pazjesia

(GYHKIMU ¥ TIPU3HAKH
JTOKyMEHTa

JAUCHUITIJIMHBI
Tema 1. 1. Kakue »Tambl CTaHOBIECHUA MEPEXKWIO JAEIONPOU3BOJACTBO B
IIpenmer, conepxanue u Poccun?
3aJa4u TUCLMIUINH 2. Kak Bnusmm couuanbHO-TIOJIMTHUYECKUE YCIOBUS Ha CHCTEMY
JIEJIONPOU3BOJICTBA B UCTOPUH?
3. Kakme 3amaum pemano JETOMPOU3BOJACTBO B OTCYCCTBEHHOU
ucropun?
4. Korpa cTana (hopMHpOBaTHCS 3aKOHOJATENbHAs 0aza
JIeJIOTIPOU3BOACTBA?
5. B xakowm HampaBleHUH pa3BUBAJIACh CTaHIAPTU3ALNS JOKYMEHTOB B
pycckoil ucropuu?
Tema 2. Uro Takoe JOKyMEHT U KaKOBBI €0 MPU3HAKA U PyHKIIUN?
OcHOBHBIE CBOJCTBA, Kakwue Tumsl JOKyMEHTOB BaM HU3BECTHBI?

Kakue BuIBI AETOBBIX JOKYMEHTOB OOpaImaroTcsl Ha MPEINPUSITHIX
U B OpraHu3anusx?

Uro Takoe JeNOMpPON3BOJICTBO U MOYEMY €ro Ha3bIBAIOT OJHOU W3
byHKIMI yrnipaBieHus?

Kakue TexHnueckue cpecTBa NPUMEHSIOTCS B IEIONPOU3BOACTBE?

Uro Takoe «cHUCTeMa JIOKyMEHTAIuM» U «yHH(HUIUpPOBaHHAS
cHUCTeMa JOKYMEHTAIun»?

Uto mnoHMMaeTcss MO/
JIEJIOTIPOU3BOACTBA?

Kak perymupyercsi JOKYMEHTAIlMOHHOE OOeCIeueHHEe YIpaBIICHUS
Ha ¢eneparbHOM ypOBHE?

Kakue aktyaibHbIe CTaHIAPTHI B OOJACTH JEIIOMPOMU3BOJICTBA BaM
W3BECTHBI?

HOPMaTHUBHO-METOANYECKON  0a30if
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10. B yem 3akirouaercs CyThb YHH(QUKAIUH, CTaHAAPTU3ALUH U
TpadapeTu3aIuy B ASIOIPOU3BOICTBE?

11. Kakue kimaccuukaTopsl TEXHUKO-DKOHOMHUYECKONH M COIHMABLHOM
WHPOPMaILUK BaM U3BECTHBI?

12. KakoBBI OCHOBHBIE HAIpaBJICHHS COBEPIICHCTBOBAHUS TIpoIlecca
JIeJIOTIPON3BOACTBA?

Tewma 3. 1. Kakme pasmepsl Oymarm paspemieHbl K MNPUMEHCHHIO B
OO6mue HOPMBI u JIeJIOTIPOU3BOACTBE?

mpaBuna  odopmiteHus | 2. Kakwne pazmeps! moJei UCrnoiab3yroTes B TOKyMeHTax?
YIpaBIeHIECKAX 3. Kak HymepyroTcs cTpaHHIBI B JOKYMEHTax ?

JOKYMEHTOB 4, Kaxkue crocoObl IpUMEHSIOTCS Ipu oopMieHun aat?

5. Kakwue cokpamieHust cJIoB JOMyCKAroTCs B TOKYMEHTax?

6. Kak odopmisiercs B JOKyMEHTaX HaIlMCaHHE YHCEN?

7. Kak BbINONHsETCA B JOKyMEHTaX HanucaHue QU3NIECKUX BEITUINH?

8. Kak BwImonmHseTcss B JOKYMEHTaX HAlMCAHUE MAaTeMaTHYECKUX
bopmyn?

9. Kak ohopMisroTcst B JOKyMEHTax TaOJHIIbI H BEIBOJIBI?

10. Kak odopmisitorcsi B TOKyMEHTaX HEKOTOPBIC 3HAKU MPEMUHAHUS U
CHUMBOJIBI?

11. Kakve KOppeKTypHbIE 3HAKH HCIONB3YIOTCA TPH IMPaBKe AEIOBBIX
JTOKYMEHTOB?

12. KakoB cocTaB pPEKBH3HTOB OPraHU3alMOHHO-PACHOPSIUTEIHHBIX
nmokymenTa o I'OCT P 6.30-2003?

13. 1o KaK¥M OCHOBAHUSIM BBLICISIFOTCS. THITBI PEKBHU3UTOB CITYKeOHOTO
JIOKyMeHTa?

14. Uto  mnpencraBmsier  coboit  QopMmymap — opraHM3aIMOHHO-
PacHoOpsINTENbHBIX JOKYMEHTOB?

15. Yro mpexncrasiser coboi OaHK TOKyMeHTa?

16. KakoBel TpeOOBaHWS K HM3TOTOBJICHHIO, Y4YETy, WCIOJIB30BAHUIO H
XpaHEHHUIO OJIaHKOB C BOCTIPOM3BelleHueM | ocynapcTBeHHOTO repoa
P® u repboB cyobekToB PO?

17. Moryt nu B JOKyMeHTe OBITh coBMelleHbl Tepd0 P®D wu repbd
cyobekra PO?

18. UYro Takoe Ta0yIMpOBaHHE PEKBU3HTOB?

19. Kakne MeXCTpOo4HbIe HHTEPBAIBI MPUMEHSIOTCS TIpU OpOPMIICHHN
PEKBU3UTOB?

20. KakoBbl TpeboBaHUs K 0(OPMIICHHIO PEKBU3UTOB Ha TIOJIE€ YTIIOBOTO
mramma?

21. Kak odopMISIOTCS PEKBU3UTHI, pa3MeliacMble Ha pabodeM Tmose
JIOKyMeHTa?

22. KakoBbl TpeOoBanusi K O(QOpPMIICHHIO PEKBH3HTOB Ha CITy:KEOHOM
MoJIe TIOKyMEeHTa?

23. KakoB mpuMepHBId  TEpevYeHb  JIOKYMEHTOB,  ITOJIKAIIUX
YTBEPKIICHUIO?

24. KakoB mpuUMeEpHBIH TIepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBHUTCS
repOoBas nedats?

25. Kakyro wuH(pOpMammio BkiouyaeT pekBu3uT «HawmMeHoBaHme
OpraHu3aIum)?

26. Kak odopmiisieTcsi IOYTOBBIH afpec B TOKyMEHTaxX?

27. Ina dyero HeoOXOIWM pPEKBU3UT «PerncTpanuoHHBII HOMeEp
JIOKyMEHTa»?

28. Kakue mokymeHTthl mojanexar yrBepkiaeHuto? Kak odopmisiercs
3TOT PEKBU3UT?

29. Kakyio nuadopmManuro cogep>kut peKBU3UT «3arojioBOK K TEKCTY»?

30. B gem 3akimouaeTcst BaXHOCTh pekBu3uTa «lloamucey?

31. Kak ¥ ¢ KaKo¥ IIeJIbI0 CTaBUTCS TIeYaTh Ha JOKyMeHTe?
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Tema 4.

1. KakoBo npeaAHa3HAUYCHUC OPraHU3allMOHHbBIX ,I[OKYMCHTOB?

Cucrema 2. Kaxue BUIbI OpraHU3aITMOHHBIX TOKYMEHTOB BaM M3BECTHBI?
OpTraHU3allMOHHO- 3. Uto npencranser co0oi yCTaB U KaKOBBI OCHOBHBIC TPeOOBaHMS K
pacnopsiANTENbHON €ro CoepXKaHuio U 0pOPMIICHUIO?
JOKYMEHTaluU 4. Kak cocTaBisieTcs U perucTpUpyeTcs ycTaB OpraHu3alum?
5. Uro Takoe MOJOKEHHE KaK OPTaHW3allMOHHBIM JTOKYMEHT H KaK €ro
opopMHUTE?
6. UTo perinaMeHTUpPYeT U KaK COCTaBISAETCS LITATHOE paclyucaHue?
7. B ueM cOCTOMT pa3nuyuue MeXIy TAaKUMH JOKyMEHTaMH, KaK ILITaTHOE
pacmucanue, CTpyKTypa 1 IITaTHAs YUCICHHOCTH?
8. UTo BXOIUT B CTPYKTYpY HPaBUII BHYTPEHHETO pactopsiaka?
9. Kakme myHKTBl MJOJIKHBI OBITH OTPaXXEHbl B JIOJDKHOCTHOU
WHCTPYKITAH?
10. Kak cBs3aHbl JOJDKHOCTHAass WHCTpYyKuus, EnwHbii TapudHo-
KBATH(UKAMHMOHHBIA CIIPaBOYHHUK paboT 1 mpodeccuit padbounx (ETKC)
u Emunniin KBaTH(UKAITMOHHBIHA CIIPaBOYHUK IOJDKHOCTEH
PYKOBOJMTENEH, CIIEUATUCTOB M Apyrux ciyxammx (EKC)?
11. Ha ocHOBaHMM 4Yero COCTaBIACTCS  HMHCTPYKIHSA IO
Jeaonpon3BoACcTBY? UTO BXOIUT B COEPKAHUE JAHHOTO TOKyMEHTa?
12. Kakue TtpeOOBaHUS TPEABSABISAIOTCS K OG(OPMIICHHIO JOTOBOpA
(xoHTpakTa)?
13. Kakoli OpraHu3alMOHHBIA JOKYMEHT CJIEAYET COCTaBUTh B TaKHX
CUTyalusIX:
e He0o0XOAWMO OIpPEICTUTh TOPAJOK NPEAOCTABICHUS MECT B
OOMICKUTUH TSI ”HOTOPOTHHUX CIICIIHATHCTOB;
e He0o0XOAWMO ONpPEeNeNUTh MPUHLMIBI JESTEIBHOCTH CO34aBaeMON
(bupMmBI;
e HE0oOXOAMMO pa3rpaHu4uTh cdepy IesATeTBHOCTH CeKpeTaps u
MIOMOIITHUKA PYKOBOAUTEILS;
e He0o0XOAWMO ONpEAEINTh MOPSIOK PadOTHl € BXOMALUMH H
UCXOJISIIMMU TTMChbMaMHU;
e Heo0XOAWMO ONpEAENUTh NOPSOOK [EHCTBUH COTPYIHHKOB Ha
OTACHBIX yYacTKaxX padoThI;
e Heo0XOAMMO OMpENeNIUTh MpaBUiIa TOBEACHUsS, OOIIMe TpaBa H
00513aHHOCTH JJ151 COTPYJHUKOB OpPraHU3aluH.
Tema 5. 1. KakoBa ocHOBHast PyHKIIHS PACTIOPSIIUTENEHBIX IOKYMEHTOB?
JloKkyMeHTaInoOHHOE 2. Kakue BHIBI paCIOPSIUTENBHBIX JOKYMEHTOB BaM M3BECTHBI?
obecrieueHue 3. KakoBel TpeGoBaHusi K OG(OPMIICHHIO TPUKA30B IO OCHOBHOH

KOJUIETHaJIbHBIX OPTaHOB
yIpaBleHAS,
OpraHu3aIus
COBEIIaHMH,
KOoH(hepeHIInH,

cobpanuit

AESATEILHOCTHU?

4. Kakue ObIBatOT BUJIbI TPUKA30B?

5. MO>XHO 11 U3MEHUTH KOJIMYECTBO YacTel mpukasa?

6. Kak opmynupyercst KaxIblii MyHKT TEKCTa MpuKasa?

7. C Kakoro MOM€HTa NPUKa3 BCTyNaeT B CHITy?

8. KTo moamuceIBaeT mpuka3 1o OCHOBHOM JIeATeIbHOCTH?

9. Ha xakom Oanke ohopMIIsieTcst IprKa3 1Mo OCHOBHOM JIeATEIbEHOCTH?
10. C xakoro MOMeHTa NpUKa3 BCTYNAET B CHITy?

11. B ckonpkux 3K3eMIuIsipax oGopMIsieTcs IMpHKa3 [0 OCHOBHOM
JIesITeNIbHOCTH ?

12. M3 CKOJBKUX COCTaBHBIX YacTel, Kak IpPaBWIIO, COCTOMT TEKCT
PacopsIANTENBHOTO IOKYMEHTa?

13. Kak opopmuTh BeIHCKY U3 TpuKaza?

14. Kak opopmuth pacnopspkenue?

15. Kak opopmuth ykazanue?

16. Kak opopmuts pemenne?

17. Kak odopMuTh nmocraHoBieHue?
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Tema 6. 1. KakoBa o01mas ¢dbyHKUIMSA WHPOPMALTUOHHO-CITPABOYHBIX
Cucrema  cIpaBOYHO- JIOKyMEHTOB B OTJIMYHE OT OPTraHU3aIMOHHO-PACIIOPSIUTEIBHBIX
nH(pOpMaAITMOHHON u JIOKYMEHTOB?
aHAJTMTUYECKOH 2. Kakme  cymectByloT  Buabl  HH()OPMAIKMOHHO-CIPABOYHBIX
JOKYMEHTAIHH JTOKyMEHTOB?
3. Kaxkoif mpoTOKO0II Ha3pIBAETCS TTOJTHBIM ?
4. KaxoBbI peKBU3UTHI IPOTOKOJIA?
5. Ha yeM ohopMIISIIOTCS TIEPBBIH U MOCIIEAYIOIINA JIUCTHI MPOTOKOIA?
6. U3 CKOJBKUX YacTei COCTOUT TEKCT MPOTOKOIA?
7. Kakas coctaBHas 4acTh MPOTOKOJIA MOXKET OTCYTCTBOBATH?
8. KaxoBbI peKBU3UTHI BBIIIHCKU U3 IPOTOKOJA?
9. U3 CKOJABKMX YacTeil, KaKk IpaBUJIO, COCTOUT TEKCT OKJIAJIHOU
3aMmcKu?
10. Ha 4eM oQOpMIISIOT BHEIIHIOI M BHYTPEHHIOI JOKJIaIHBIE
3aMuCKu?
11. Kto cocraBiser M TNOANMCHIBAET BHYTPEHHIOK JIOKIAJHYIO
3aMucKy?
12. B CKONBKHX 3K3eMIUISIpaX COCTABISICTCS BHEIIHSS OKIagHas
3anucka?
13. KakoBBI peKBU3UTHI CITYKEOHOW CIIPaBKU?
14. Ha yem MOXHO 0()OPMHUTH CITY:KEOHYIO CIIPaBKY?
15. Kakoil TOKyMEHT UMEET aHaJIOTUYHBIHN CIIPABKE COCTaB PEKBU3UTOB?
16. B yem oTiimume TEKCTa CIyXeOHOUM CIpaBKH OT TEKCTa ITOKJIAIHOM
3aMucKu?
17. KakoBBI peKBU3UTHI CITyKeOHOTO aKkTa?
18. Kak cTpouTtcs TekcT akra?
19. B cKOJNBKUX dK3EMIUISApax 0QOpMIISIETCS CITyKEOHBIH aKkT?
20. Bcerna nu akThl TOAJIEKATh YTBEPXKICHUIO?
21. Yro sBnsieTcs gaTou akra?
22. Kak odpopmisiercst cBoka?
23. B uem cnenunguka cocTaBieHus OT3bIBA U 3aKIIOUCHUSI?
24. KakoBbI 0COOEHHOCTH COCTaBIICHHSI TEKCTa TEIETPaMMBbI?
25. KakoBo Ha3HaueHHNE YePTHI B TEKCTE TEIETPAMMEI?
26. B cKoJIBKHX 3K3eMIUIsIpax opopmisercs Tejaerpamma?
27. MoeT 11 POCTaBIATLCS MeYaTh B Tenerpamme?
28. KakoBbI 0COOEHHOCTH TeKCTa TeleOHOTpaMMBbl?
Tema 7. 1. MoxHo 11 opOopMHTE CiTy’)keOHOE TUCHMO Ha Oymare popmara A-5?
CoBpeMeHHOe JienoBoe | 2. B ckobKuX 3K3eMIIIpax 0hOpMIISICTCS CIIy)KeOHOE TUCHMO?
MTUCHEMO 3. KaxoBo MakcuMalibHOE KOJIMYECTBO a/IpECATOB B MHCHME?
4. U3 CKONBKUX COCTAaBHBIX 4YacTel, Kak NpPaBUJIO, COCTOUT TEKCT
CITye0HOr0 rnuchma?
5. MoXeT 1 MMChbMO UMETh JIBE MOITHCH?
6. IluchbmMa MOTYT YIOCTOBEPSIThCS MEYATHI0?
Tema 8. 1  Yro BXOJUT B COCTAB KaJPOBOU JOKyMEHTAIUH?
CocraBnenue u | 2 Kakasg JoKyMeHTalus UCTIONb3yeTCs Py MpueMe Ha padoTy?
odopmiieHre 3 KakoBsl crieniugrka opopmiieHUs TPYI0BOTO J0roBopa’?
JIOKYMEHTaIHH mo | 4 B ckompkux 3K3eMILIsIpax oGopMIsieTcs TPYAOBOI T0TOBOP?
JUYHOMY COCTaBY 5 KakoBbl peKBU3UTHI 3asIBIICHHS O IpUeMe Ha paboTty?
6 Ha ocHoBaHWM KaKHMX JIOKYMEHTOB HM3JIa€TCs MPUKA3 MO JIMYHOMY
cocTaBy?
7 Kro moamuceIBaeT npuka3s o JM4HOMY COCTaBy?
8 Ko u korga opopmisier aBrodbuorpapuio?
9 Korma COCTaBIsIOT pe3foMeé M B YEM €ro OTIMYHE OT
aBrobuorpaduu?
10 KakoBbl PeKBU3UTHI O0JIOXKKHU JU4HOTO nena u Homep 'OCTa, Ha

OCHOBaHHMHU KOTOPOT0 OHa odopmiisieTcsi?
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11
12
13

14

15
16

17
18
19
20

21
22
23
24

KakoBo HazHaueHHE BHYTPEHHEH OMKMCH B TUIHOM jeie?

KakoBbI peKBU3UTHI TUTYJIBHOT'O JIUCTA TPYAOBOM KHIKKH?

B uem 3akmrouarorcsi 0ocoOeHHOCTH OGOPMICHHS W BeACHHSA
TPYAOBOH KHHKKHU?

Yro sABIsieTCS OCHOBAaHMEM MJIsl BHECEHMS 3allUCH B TPYIOBYIO
KHIKKY?

Koraa odopmiasiercs: BKIIAABII B TPYAOBYIO KHUXKKY?

Kakue pacnopsimutenbHble OeHcTBUS OQOPMIIIIOTCS TIPUKA30M IO
JUYIHOMY COCTaBy?

KakoBbl 0cOOEHHOCTH BelleHHS JOKYMEHTALIUH 110 YYEeTy KaapoB?
I'me xpaHsTCs IN4HbIe KapTOYKH Gopmer T-27

Kak noxymeHTHpyeTCs ABMXKEHHE JINYHOTO cocTaBa?

Kak nokymMeHTaJbHO  O(OPMISIIOTCS  Mepbl  B3BICKAHUS U
MOOIIpEHUs?

Kak odopmisiercs otiryck paboTHuKa?

KaxoBbI pekBH3HUTHI 3a5BIEHUS 00 YBOJbHEHUH?

Kak noxymeHTHpYeTCS yBOJNbHEHHE Pa0OTHHUKA?

UYro OTHOCHTCA K 3alIUIIAeMbIM 3aKOHOM HEpPCOHAIBHBIM IaHHBIM
paboTHHKA?

Tema 9.
Opranuzanus
TEXHOJIOTHSI PabOTHI
JTOKyMEHTaMU

u
C

10

11
12

13
14
15
16
17
18
19

20
21

22

23

KakoBb! GyHKIUH U CTPYKTYpa CIIy>KObI 1€JI0ONPON3BOACTBA?

UTo OTHOCHTCS K THIOBBIM TEXHOJIOTHSIM JOKYMEHTOOOOpOTa B
OpraHu3aIuu?

KaxoBbI OCHOBHEBIE 3Talbl JOKYMEHTOO0OpOTa?

Kak BoIpakaeTcst 00beM IOKyMEHT0000poTa?

3ayeM HYKHO MpeIBapUTEIbHOE PACCMOTPEHUE JIOKYMEHTOB B
ciyx6e JIOY?

Uro BXOOUT B TOHATHE  «IKCIEIUIIMOHHAs  00paboTka
JokyMeHToB»? KakoBbl oOmiMe mpaBuia W 3aJa4d PETUCTPALUU
JIOKYMEHTOB?

B kakom crnydae KOHBepTHI Tpu 00pabOTKe MPHCHUIAEMOM
KOPPECTIOHICHIINHN HE YHHUYTOXKAIOTCS?

KaxoBa ocHOBHasI 11€7Th ¥ IPUHIIUIIEI perUCTpanuu?

Kakue BUIbI JOKYMEHTOB HE HOJIEKAT PEruCTpauuu?

Kakne ¢opmbl perucrpanuu JOKYMEHTOB TPHUMEHSIOTCS B
OpraHu3aIum?

B yem npenmymiecTBa KapToyHOH (popMbI perucTpanun’?

B ckompkux 3K3eMIuIsipax  O0GOpPMIISIETCS  PETHCTPAaLMOHHAS
KapTouka?

Koraa peructpupyroT npuchljiaeMble JOKyMEHTHI?

Koraa peructpupyiot co3gaBaeMble JOKYMEHTHI?

Kakyro wHpOpManuio COAEPKUT  PErUCTPAIIMOHHBIA  HOMEp
JIOKyMeHTa?

Kakne nOKyMEHTBI PEeKOMEHAYETCSl 00s3aTeNIbHO HAlpaBiIsATh IS
paccMOTpeHUs] pPyKOBOJUTENIO OpraHu3aun?

Yro Brimovaer B ceOs KOHTPOJIb WCIOJNHEHHS JOKYMEHTOB U
OpUHATHIX pemeHni? Kak opraHn3oBaTh KOHTPOJb HCHOJTHEHHS
JIOKYMEHTOB?

Kro ycraHaBniBaeT TUIIOBBIE CPOKH HCTIOJTHEHUS JOKYMEHTOB?

Yro Takoe WHIMBUAYallbHBIE CpPOKH HCIIONHEHUS, KTO WX
yCTaHaBIUBaeT?

KakoB mopsijiok poJiieHus] CPOKOB UCTIOIHEHHSI IOKYMEHTOB?

KrTo momkeH MMeTh NPaBO CHUMATh HCIIONHSIEMbIC JIOKYMEHTHI C
KOHTpoJIs?

B uyem cnemuduka pabOTBl C HUCXOAIIIMMH W BHYTPEHHUMH
JIOKyMEHTaMu ?

KakvMH HOpPMAaTUBHBIMHM aKTaMH perjaMeHTHpyercs paboTa c

50



JOKYMCHTAMHU OT'PAHUYCHHOTO ,ZLOCTyrIa?

24 Kto ompenmenseT COCTaB CEKPETHOM ©W  KOH(PHUACHIMAILHOMN
uHpopMaIuu?
25 B dyem 3aimoyaroTcsi OCOOCHHOCTH COCTaBJICHHSI W BEICHUS
HOMEHKJIATYpPHI Al ¢ KOH(UAeHIHaTpHON HHpopMannen?
26 B uwem cnemuduka pabOTBI C MTOKYMEHTaMH, COAEPKAIIIMH
KOMMEPYECKYIO TalHy?
27 B yem 3akmouaroTcs ocoOble MpaBuia paboThl ¢ OyXraaTepcKon
JIOKyMEHTaIen?
28 Uro Takoe rpaduk OyXrajitepckoro J0KyMeHToo0opoTa?
29 KaxoBo HOpMHUpOBaHUE TpyHAa B paboTe ¢ JOKyMEeHTaMu?
30 Kakoe oTHOmeHME HWMEIOT CaHUTapHBIE HOPMBI K paboTe C
JIOKYMEHTAITeH ?
Tema 10. 1 Yro Takoe 3MEKTPOHHBINA TOKYMEHT?
Opranu3zanus 2 Uro mOHMMAIOT O] 3JCKTPOHHBIM TOKYMEHT0000pOTOM?
3IIEKTPOHHOTO 3 Uro BXOAHWT B CHCTEMY AJIEKTPOHHOTO TOKyMEHTO000poTa?
TIOKYMEHTO000pOTa 4 Kakumu HOpPMATHBHBIMH JOKYMEHTAMH YCTaHABIUBAECTCS MOPSIOK
MOJIITUCAHUSI JJIEKTPOHHBIX TOKYMEHTOB?
5 Yrto Takoe ANEeKTPOHHAs NOANUCH?
6 Kakne (yHKIIUM BBITONHSAET DJIEKTPOHHBIA JOKYMEHTOOOOpPOT B
OpraHu3aIuu?
7 Kakue ¢(yHKOMM BBIIOJHSET 3JEKTPOHHBIN TOKYMEHTOOOOPOT B
CHCTEME TOCYJIAPCTBEHHOTO Y MYHUITUIAIILHOTO YIIPABICHHUS ?
Tema 11. 1. Yro Takoe HOMEHKIaTypa aen?
Opranunzanust xpanenust | 2. KakoBo HazHaueHHe HOMEHKIIATYPHI Jed?
JIOKYMEHTOB U 3. Kakue BH/IBI (THrIBI) HOMEHKJIATyp pasIuyaT B
obecrniedyeHne ux JIEIIONIPOU3BOICTBE?
COXPaHHOCTH. 4. KT0 cocTaBnsieT, MOANKUCHIBAET W YTBEPKAAeT HOMEHKIATYPY Jel
CTPYKTYpPHOTO MOJIpa3AeeHUs?
5. Kro cocraBnser, mOANHCHIBAET ¥  YTBEPXKIOAET CBOJHYIO
HOMEHKJIATypy Jen?
6. Uro ycTaHaBIMBaeT THIOBas HOMEHKIATYpa Aem?
7. B CKONBKHX 3K3eMIUIsIpax 0QOPMIIIETCS HOMEHKIATypa Aei?
8. KakoBbI pekBH3UTHI HOMEHKJIATYPHI JIeN?
9. KakoB CpOK XpaHEHUS] HOMEHKIATYPHI Jell B YUYPEXKICHHAX, HE
MepearoIrX JIeja Ha ToCyJapCTBEHHOE XpaHeHne?
10. Kakve JOKyMEHTHI HCIIOB3YIOTCS TIPY COCTABIICHHH HOMEHKIIATyPhI
nen?
11. Kakue JOKyMEHTHI He BKIIOYAIOT B HOMEHKJIATYPY Aei?
12. Koraa HOMEHKJIaTypa JIed BCTyIaeT B CHITy?
13. MOXHO JI1 U3MEHSATh HOMEHKJIATYpy JIe] B TeUeHHE KaJleHAapHOTO
roja?
14. KakoBel oOmme mpaBmia (QOPMHPOBAHHUA JOKYMEHTOB TIpH
MTOMEIIEHUH Ha TeKyllee XpaHeHue?
15. KTto cocraBisieT M TOANUCHIBAET WUTOTOBYIO 3alMCh W KOTJa 3TO
MIPOUCXOAUT?
16. Ilo xakoMy MpHU3HAKY KJIACCH(PHUIMPYIOT JieJia B UTOTOBOM 3armucu’?
17. KakoB MakCUMaJbHBIA 00BeM Jena’?
18. Kakyro nH(opMaImio coJepKUT HHACKC aena?
19. Kakum o0O0pazoMm ucUMCIAIOTCS Cpoku XxpaHeHus paen? Kakoi
JOKYMEHT SIBJIIETCSI OCHOBOHM JUIsI OTpENEeJICHUs] CPOKOB XPaHEHHUS
nen?
20. Korna neno cuuraercs 3aBeieHHBIM?
21. Kak cucteMaTH3UpYIOT JOKYMEHTHI 10 Mepenucke?
22. MOHO JI¥ IOIIMBATH B JIEIIO JIBA DK3EMIUISIPA OJHOTO JOKyMEeHTA?
23. MOHO JIM IPUJIOKEHHSI K JJOKYMEeHTaM (hOpMHPOBATh B OTJIENBHOE
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neno?

24. Kakue mporenypsl IpeaycMaTpuUBaeT INpeJapXHBHAs IMOATOTOBKA
nen?

25. Kakoli apXx¥B Ha3bIBACTCS BEIOMCTBCHHBIM?

26. B kakmx OpraHu3anisaxX CoO3MAl0TCS OJKCIEePTHBIE KOMHCCHU H
[EHTPaIbHbBIE SKCIIEPTHHIE KOMUACCHU?

27. KakoBbI OCHOBHBIC 3aJIa4H SKCIEPTU3bI IICHHOCTH JTOKYMEHTORB?

28. KakuM JTOKyMEHTOM pErjIaMEHTHPYETCS CO3JIaHUE DKCIEPTHOM
KOMUCCHH?

29. KTO BXOJIUT B COCTAB YICHOB 3KCIIEPTHON KOMHUCCUUN?

30. Kak kmaccupuupyroT TOKYMEHTBI IO CPOKAM XpaHEHUS?

31. Kakue moKyMeHTHI OTOMPAIOTCS Ha MMOCTOSTHHOE XpaHeHne?

32. C xaKoro BpeMEHH HCUUCIIACTCS CPOK XpaHEHUs Aea?

33. Kakum oKkyMeHTOM OOPMIISIETCS YHUUTOXKEHUE J1en?

34. B kaxoM ciry4ae mpou3BOAUTCS TOJTHOE OhopMIIeHHE Jei?

35. Korna nena moamnexat 9acTHIHOMY O(hOPMIICHHIO?

36. Kak ocymecTBnsiercs nepenaya Jes1 B apxuB?

37. KakoBo Ha3HaueHUe BHYTPEHHEH omucH jerna’?

38. Jljist 4ero ucrosib3yercs 3aBepuTelIbHAas 3aliCh?

Tema 12. 1. Ha3oBuTe BUIBI yCTHBHIX U MMCHMEHHBIX OOpaIleHNH TpakKIaH.

HenompousBoacteo 1o | 2. Kakwe JOKYMEHTHI periaMeHTHPYIOT —IMOpSIOK  paboTel ¢

YCTHBIM U IHCHMEHHBIM oOpalIeHusIMH TpakIan?

oOpameHusM rpaxaan B | 3. B gem ocoOeHHOCTH mprema oOparieHuii mo teiaedony?

OpraHU3aLuIo 4, B 4eM 0COOCHHOCTH TpHeMa OOpalleHWH NpU JIMYHOM IpHEME
rpaxaan?

IIpy mnOAroTOBKE K ayIUTOPHBIM 3aHATUSAM CTYACHTBI JIOJDKHBI O3HAKOMHUTBCS C
COOTBETCTBYIOILIMMU TEMAaMH, MaTepuall IO KOTOPBIM COIEPKUTCS B yKa3aHHOM B JaHHOMN
paboueil mporpamMme OCHOBHOM JjuTeparype. [IpM MOArOTOBKE OTBETOB HA KOHTPOJIbHBIE
BOIIPOCHI IO TEME, a TAK)KE MPU BBINOJIHEHUH TPEHUPOBOYHBIX 3a/laHUM MO YK€ MPONUJECHHON
TE€Me, CTYIEHTbl MCIOJIB3YIOT pPEKOMEHJIOBaHHYI0 B JaHHOM pabouell mporpamme
JOTIONIHUTEIBHYIO JUTEepaTypy. B mnepuon Mexay ceccusiMd CTYIAEHTbl JODKHBI HM3ydaTh
TEOPETUYECKUI MaTepuall B COOTBETCTBUU C IPOrpaMMOM Kypca, BBIIOJHATH IIPEII0KEHHBIE
npenojaBaTesieM 3aJaHusl JUIsl CaMOCTOSITENIbHOM TBOpPYECKOW pabOThl, TOTOBUTHCA K Caaye
TEKyLIEH M MPOMEKXYTOUHOM aTTecTalM B BHJE 3aueTa Mo y4eOHOMY Kypcy, MpopalaTbiBas
HEOOXOIUMBI MaTepHuall COIVIACHO NEPEYHI0 TEPMHMHOB, KOHTPOJIbHBIX BOIPOCOB U CIHUCKY
pPEKOMEH/I0BaHHOM JsuTepaTypbl. lIpakTudeckue 3aHATHS TpeOYIOT aKTMBHOTO YYacTHsl BCeX
CTYJEHTOB B OOCYXJEHHHM BOIPOCOB, BBIHOCUMBIX Ha cemuHap. Iloaromy BaxHO mpHU
MOJATOTOBKE K HEMY O3HAKOMMTBCSI C IUIAHOM 3aHATHS, IPOAYyMaTh BOIIPOCHI, KOTOPBIE XOTEIOCH
Obl yTOUHHTH B XoJe 3aHATHA. [loe3HO KOHKpPETHM3MpOBaTh BOMPOCHI U3 MPEAJIOKEHHBIX
npenogasareneM. Bo3MOXKHO pacIlIMpeHHE NEpedHs PAacCMaTpUBAcMbIX BOIPOCOB B paMKax
TEMBI I10 JKEJTaHHUIO U MPEATIOKEHUI0 00yJatoInXCsl.

ITonroToBka K BBICTYIJICHHIO C JIOKJIAJIOM WM COOOIIEHHEM JOJDKHA MPOBOAUTHCS Ha
0a3e HECKOJIbKHX HCTOYHUKOB. B BBICTYIJIEHUM [JOJKHBI OBITh IPHUBEACHBI TNPUMEPHI
YIPaBIEHYECKON JAESITEIBHOCTH B KOHKPETHBIX OPraHU3aLUsX.

BricTynnenue cienyet mpenBapuTesbHO 0TpadOTaTh, YTOOB! pedb BBHICTYIAIOILIET0 OblIa
CBOOOTHOM, HE IPUBA3AHHOM K TEKCTY.

[Tonesen paz00p MPaKTHYECKUX CUTyaruil. MaTepuan K 3aHATHSM MOXHO T0J00paTh B
NEPUOANYECKUX M3AAHUSIX HAYYHOI'O M NMPUKIAAHOIO XapaKTepa, BBISIBIISSL TOT, KOTOPBIM NMEET
OTHOIIEHHE K COBPEMEHHBIM YIPaBICHUECKUM IpodiieMaM. AHAUTHYECKUI pa30op MOJ0OHBIX
nyOnuKanuil 1momMoraeT MOHMMAaHHWIO M YCBOGHHIO TEOPETHYECKOTro Marepuaia, (opMHpYyeT
HAaBBIKU HCIIOJIb30BAHUS PA3IMYHBIX YIPABICHUECKHUX MOAXO0/I0B, PEIIEHUs CTaHIapTHBIX 3a/a4,
pa3BUBAET CIOCOOHOCTh K HECTAHAAPTHBIM PELICHUSM.

[IpencraBnenre JOKIaTOB M COOOLIEHMM € Mpe3eHTAlMsIMH pa3BUBAE€T HAaBBIKU
CTPYKTYPHUPOBAHUS MaTepuaia, ClloCOOCTBYET €ro MPOYHOMY YCBOEHHUIO.
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BrinosiHeHNE caMOCTOATENBHBIX TBOPUYECKUX 3alaHU MO3BOJIUT CTYJECHTAM pPa3BUTh U
YKPENUTh HaBBIKU TOMCKA, OIEHKH, 0TOOpa MH(pOpMAIMK, COBMECTHOU IpymmoBoi paboTsl. B
Clly4yae BO3HMKHOBEHHsSI BOMPOCOB, HEOOXOJMMOCTH YTOYHCHHS WM Pa3bsICHEHUS 3aJaHus
ciemyeT oOpaTUTHCS K TPEIo1aBaTelio.

Komniencupyromue 3agaHus OpeniararoTcsi CTyJASHTaM I CaMOCTOSTEILHON padoThI
UHANBUAYAIbHO. OTYETHI IO CAMOCTOSITEIBHON padoTe MPEICTABISIFOTCS TPEIOIaBaTeI0 B BUIC
JIOKJIAZI0B C TIpE3eHTaIMel, a TakkKe MOTYT OBITh PacCMOTPEHbl Ha CEMUHApE NMPU HATHMYUU
BpeMeHU. Vcronp30BaHnEe ANEKTPOHHON MTOYTHI MMO3BOJIMT CAENIATh B3AUMOJCHCTBHE CTYJEHTA C
MpernojaBaresieM onepaTuBHbIM. JlJIs Jomycka K caade 3adera Mo JMCHUIUIMHE CTYJCHTHI
00s13aHbBI BBITIOJIHUTH BCE MOJIYYEHHBIC 3a/IaHUs, YCIICITHO IPOUTH pyOeKHBIA KOHTPOJIb.

Bo BpeMmst ceccum 1 B MEKCECCHOHHBIN MEPUOJT OCHOBHBIM BUIOM IOJATOTOBKHU SIBJISFOTCS
camocTosTeNbHbIe 3aHsATUsI. OHM BKJIIOYAIOT B CEOSI HE TOJIBKO MOATOTOBKY K MPAKTUYCCKUM U
CEeMHHAPCKUM 3aHATHUSIM, HO U CAMOKOHTPOJIb. CaMOCTOSITEIbHBIA KOHTPOJIb 3HAHWUU JOJIKEH
MIPOBOAMTHCS PETYJISPHO C IMOMOIIBIO BOMPOCOB K pasfieiaM B yU4eOHHKaX, BOPOCOB K TEMaM
JIEKIIMH, TECTOBBIM 3aJIJaHUSM B YYCOHMKAX 10 TeMaM, POBEPKU 3HAHUH OCHOBHBIX TEPMHHOB.

CaMocTosiTenbpHasi paboTa CTYJICHTOB BKITFOUAET:

1. CaMOCTOSITeNIbHBIE 3aHATUS [0 YCBOCHHUIO JICKIIMOHHOTO MaTepuana: paboTa c
TEPMUHOJIOTUEH, OTBETHI HA KOHTPOJIbHBIE BOTIPOCHI 110 TeéMaM, MpeACTaBICHHBIM B paziene 7.1
paboueii mporpamMmei;

2. U3y4EHUE yUYEeOHOU JIUTEpaTyphl;

3. UCTOJIb30BaHUe VIHTEpHET-pecypcoB uepe3 calT HaydyHOH OWOIUOTEKH W
MOAMKCHBIC ANEKTPOHHBIE pecypchl C3UY;

4, [Tpu OATOTOBKE K CEMHUHAPCKUM 3aHSTHUSAM TI0JIE3HO KOHKPETH3HUPOBATH BOIIPOCHI

U3 NPEJUIOKEHHBIX B IUIAHE CEMHHApPCKOro 3aHATHS. Ecnu oOydaromuiicss Xo4eT pacCMOTPETh
BONPOC, HE BXOSAIIMNA B TJIAH CEMUHAPCKOrO 3aHATHS, TO OH JOJDKEH COTJlacoBaTh 3TO C
npernoaaBaTesyieM.

[ToaroroBka K BBICTYIUICHHIO Ha CEMUHApE JIOJDKHA MPOBOAUTHCA Ha 0a3e HECKOJIbKHX
HCTOYHUKOB. B BBICTYIIIEHHH TOJKHBI OBITh MPUBEIEHBI IPHUMEPHI 10 KOHKPETHBIM IpolieMam
CUCTEMBI TOCYJJaPCTBEHHON M MYHHUIIUIAIBLHOMN CITyXKOBbI.

BricTymuieHust TOHKHBI OBITH TPEIBAPUTENFHO OTPAOOTAHbI, YTOOBI PEUYb BHICTYIAIOIIETO
ObL1a CBOOOHOM, HE IPUBSA3AHHOM K TEKCTY.

B nmpouecce o0yueHHs yIUTHIBACTCS AKTUBHOCTD HA TIPAKTHYECKUX 3aHATHAX (KauecTBO
HOJTrOTOBJICHHBIX JIOKJIAZ0B, CONPOBOXKAECHUE JIOKJIAZOB MPE3eHTAllUSIMHU, AKTUBHOCTb IpHU
YCTHOM OIPOCE, YY4aCTHH B KPYIIIBIX CTOJax (IUCKyccuH). PemieHusi CUTyallMOHHBIX 3a/ad
(keiicoB) BBIHOCUTCSI HA CAMOCTOATENbHYIO paboTy C MOCIEIYIOIUM 00CYKICHHEM.

Psan Tem kypca MOXKeT OBITh BHIHECEH MPEINO0/IaBaTeIeM Ha CAMOCTOSATEIbHOE N3YUEHUE, C
00CYX/IEHUEM COOTBETCTBYIOIIMX BONPOCOB Ha CEMUHAPCKUX 3aHATUAX. [loaTOMY MmoaroroBka
POMEKYTOYHOW aTTECTAIlMN | TPYIIIOBOM paboTe Ha MPAKTUYECKHUX 3aHATHSIX MOJIPa3yMeBaeT
CaMOCTOSITENIbHYI0O paboTy o0Oydarolmuxcsi B TEYEHHE BCEro ceMecTpa [0 MaTepualiam
PEKOMEHIYEMBIX HCTOYHHKOB (pa3aen  y4yeOHO-METOIUYECKOro W WH(OPMAIMOHHOTO
o0ecrieyeHns U pecypcoB UH(OPMAIIMOHHO-TEIEKOMMYHUKAIMOHHOM ceTn). IIpu moaroToske K
AyJUTOPHBIM 3aHATUSM CTYACHTHI JOJDKHBI O3HAKOMHUTHCS C COOTBETCTBYIONIMMH TEMaMH,
MaTepHal o KOTOpbIM coaepkutcs B 11.7.1. «OcHoBHas nmuTeparypay. [Ipu moarotoBke oTBETOB
Ha KOHTPOJIbHBIE BOTIPOCHI IO TEME, a TAK)KE MIPH BHITOJHEHHH TPEHUPOBOYHBIX 33aJaHHUI IO yiKe
NpOiIEHHON TeMe, CTYICHTHI UCIIOJIB3YIOT PEKOMEHI0BaH .2 TOTOJHUTEIbHYIO JINTEPATYPY.

Memoouueckue pexomenoayuu no no020moeKe clo8aps MepMuHo8
CrnoBapb TEpPMHHOB COCTaBIISETCS B OTIACIBHOM TeTpaau (B CiIydae COCTaBJICHUS
PYKOIIMCHOTO cJIOBapsl) WM B OTAeNbHOM (hailie (B ciydyae COCTaBJICHHS AJIEKTPOHHOIO
cioBapsi). i mpeaBapuUTENbHOW TMPOBEPKUM Mepel coOeceJOBaHMEM 10 IMOHSITUHHO-
TEPMUHOJIOTHUECKOMY ~ammapaTy JeJOTPOM3BOJCTBA TPEABSBISCTCS BECh 3allOJHEHHBIN
cioBapb. [IpoBepka HaHHOrO BHJA pabOTHI OCYILECTBIISETCS HA MOCIEAHUX ayTUTOPHBIX
CEMHHAPCKHX 3aHATHSX ITyTeM COOECEeIOBaHUS IO TEPMUHAM.
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PexoMenayemas asisi cocTaBiIeHUS CIIOBapsi TEPMHHOB JIUTEpaTypa:

I'OCT P 7.0.97-2016 «YHuudumnupoBaHHBIE CUCTEMBI JOKYMEHTAIIMU. YHHUDUIIUPOBAHHAS
CUCTEMa OpPTaHU3aIMOHHO-PACTIOPSIUTEIILHON JOKyMeHTauu. TpeboBaHus K 0(hopMIICHUIO
nokymeHToB». Pazpaboran BHUNJIA/L.
I'OCT P 7.0.8-2013 «Cucrema craHmapToB 10 WHPOpMaNHUK, OUOIUOTCUHOMY U
U3JIaTEIbCKOMY Jely. JleIonmpou3BOICTBO U apXWMBHOE Jel0. TepMUHBI M ONPEACTICHUS.
Pazpaboran BHUUJIAJL. Memoouueckue pexomenoayuu no noocomoske npeseHmayuu 0is
doknaoa

CTyneHThl B COCTaBe IPOEKTHOM TPYIIbl U3 2-X YEJIOBEK TOTOBAT JOKJIAJ C

IIpe3eHTAlMEN 110 OJHOM U3 NMPEAJIOKEHHBIX TEM. 3alluTa JOKJIaja ¢ Ipe3eHTaluel MpOBOIUTCS
Ha MpaKkTUYEeCKUX 3aHATUAX. O0a ydacTHHMKA NIPOEKTHOM TIpynmbl MOIY4aroT OAMHAKOBOE
KOJINYECTBO OAJUIOB 3a 3aIMTYy MPE3eHTAMU-TIPOCKTA. PerimaMeHT A 3aluThl MMpe3eHTaIH-
nokiana — 15 MunyT.

How

oo

10.

11.
12.

13.

Pexomennaryu 1yist coznanust 3¢ ¢GexTuBHON, MH()OPMATUBHOM, HATIISTHOM MTPE3CHTAINH:
Ucnons3yiite pyosnensie mpudThl (Arial mmu Tahoma). Pasmep mpudTa KpymHBIA: a5
OCHOBHOTI'O TeKCTa — He MeHee 16pt, 3aroioBku > 20 pt.

Baxno monoOpathk mpaBmibHOE codyeTaHue 1BeToB uid (oHa u mpudra. OHU JTOIHKHBI
KOHTPacTUPOBAaTh: Ha CBETIIOM ()OHE TEMHBIH HIPUPT.

Caiigpl myuiie oopMIISITh B €IMHOM CTHIIE.

IlepBblii crnaiia OOMDKEH coAeprkaTh Ha3BaHue Aokiana, PO wieHOB NPOEKTHON TPYIIIBL.
Kaxx b1l citaiiz1, Kak IpaBuiIO, UMEET 3ar0JIOBOK.

[TpeanouTuTebHO NCIOIB30BAHUE TPpOorpaMMHoOro npoaykra MS PowerPoint.

[IpeseHTanust HayuHAETCsI C AHHOTAllMM, IJlI€ Ha OJHOM-IBYX claiijax Jaercd
IIPEJICTaBJICHUE, O YEM ITOMIET PEUb.

IIpe3eHTanms He 3aMEHsIET, a JONOJIHAET NoKiIan. He Hano nucars Ha cilaiiax BCe TO, 4TO
Bbl COOMpaETeCh CKa3aTh CIIOBAMHU.

He mneperpyxkaiite cmaiin wuHpopmanmeir. He nemaiite MHOrO Menkoro Ttekcra. [lpwm
IOATOTOBKE IPE3EHTALMM PEKOMEHAYETCSI B MAaKCUMAaJIbHOM CTENEHHM HCIIOJIb30BATh
rpaduku, CXeMbl, TUarpaMMbl U MOJIENIN C UX KpaTKuUM onucaHnueM. @ororpaduu U puCyHKU
JIeNaloT MpeACcTaBIsieMyl0 HH(popMaluio 0ojee HWHTEpeCHOM U IOMOTalT YAEp>KUBATh
BHUMaHUE ayJIuTOpUH, JaBasi BO3MOXXHOCTb SICHO TIOHATh CYTh npeamera. JlIMHHBIE
NEePeYUCIICHNs] WKW OONblIMe TaOMUIBl C YUCIAMH OECCMBICICHHBI — Jy4dlle MOCTpOWTe
rpaduxmu.

Ecnu Bbl uyBcTByeTe cebst XOThb HEMHOTO HEYBEPEHHO INepell ayAuTOpuel, TO HamHILIuTe
cBOIO peub. O3ByuuBaHue OAHOM cTpaHuubl (popmar A4, mpudr 14pt, nomyTopHbIi
UHTEpBaJl) 3aHUMaeT 2 MUHYTHI. [loTpeHupyiiTech BbICTynath ¢ Bailei mpeseHranuei. I1ycTs
KTO-TO TOCIYIIA€T M CKaXXeT, B YeM BallM OUIMOKH, BIEYATIEHUE O BBICTYIUICHUH, YTO
MHTEPECHO, YTO HEMOHATHO, KaK Bbl BBITTIAAEIN.

OnTumanbHas CKOPOCTb MEPEKII0YEHNs — OAMH ciaiia 3a 1-2 MuHyThl. CllylaTeny T0JKHBI
ycIleTh BOCHPUHATH HH(POPMALIMIO U CO cilaija, U Ha ciayX. PekoMeHaanus: 4ucio ciaiios
PaBHO MPOJIOJKUTEIILHOCTH BBICTYIUIEHHS] B MUHYTaX.

Cnenure 3a Bpemenem! PersnaMeHT aiis npe3eHTauuu — 15 MUHYT.

[lepBble ke (pa3bl TOJKHBI MHTpUroBaTh. Hampumep, MOXKHO cKa3aTh O TOM, HAacCKOJIBKO
CIIOKHOW WJIM HAacKOJIbKO Ba)KHOM SIBJISIETCA JAaHHAs 3aJada, WIX O TOM, HACKOJBKO
HEOKUJaHHBIM OYJIET pelIeHre — 3TO MO3BOJIUT YJepKaTh BHUMaHHUE CIIyIIaTesIel 10 KOHIIa.
Ho Torma koHIOBKa JENCTBUTENBHO JOJKHA OKa3aThCs HETPUBHAIBHOW, MHAYE CIyLIATENlb
Oynmer pazouapoBad. 3amoMHHTe, y Bac Tonmpko 20 cexkyHJ B Havalie JOKJIaga I TOTO,
4yTOOBI MPUBJIEYs BHUMaHUE ciyiiareneid. Ecian 3a 3To Bpems He IPO3BYYUT HEUTO IMOMCTUHE
MHTpUTYIOIIEe (MU XOTs Obl XOpoIllas NIyTKa), BEpHYTh BHUMAaHHUE OyJIE€T OYEHb CII0KHO.
JIroau myudiie 3allOMUHAIOT TO, YTO YBUJENH MOCIEAHUM!
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14. 3apanee npoaymaiTe BO3MOKHBIC MPOOJIEMBI ¢ TEXHUKOM. 3apaHee CKOMUPYHTE Ha pabounii

cTon Qailn ¢ mpe3eHTaluel W MpoBephTe, Kak OH paboTaeT, ¢ MEepPBOTO MO IOCIETHETO
cnaiina. O6s13aTeIbHO MMENTe pu ce0e KOMHUIo mpe3eHTauuu Ha (usm-kapre. [IposepsbTe,
HET Ju TpobieM ¢ oToOpaxkeHuem mpudrToB. Llenecoobpasno umers npu cede kak PPT
Mpe3eHTalni0 (B Ciy4yae MoAroToBkH mnpeseHtanuu B MS Office), Tak u PDF Bepcuro (HO
noka3 PDF Bepcuu npe3eHTalmum aBTOMATUYECKH HAJIAraeT OrPaHUYEHUs] Ha HCIOJIb3YEMBbIE
BU3YyaJIbHBIE A((DEKTHI).

15. My3bIkasibHOE COIIPOBOXKJIEHUE (IIPU €r0 HAJIMYMH) JI0JKHO COOTBETCTBOBATh TEME U HECTH

CMBICJIOBYIO HAarpy3KYy.

16. B mocnemHeM cnaiifie Tpe3CHTAIMU CJEIyeT TNPUBECTH IPOHYMEPOBAHHBIA IEPEUYCHb

(baKTI/I‘IeCKI/I HCITOJIE30BaHHOU JUTEPATYpbl C YKa3aHHEM aBTOPOB, HAMMCHOBAHHA MECTa
n3aaHus, u31aTCjabCTBA U 1rojga U3gaHusl.

17. IIpe3enTanus 3apaHee BbICHUIAETCS MIPETIOAABATEIIO HA TIPOBEPKY.

7.Y4eOHasi JuTepaTypa W pecypcbl HH(OPMAIHOHHO-TEJIEKOMMYHUKAIMOHHON ceTH
"Unrepuer"

7.1. OcHoBHAas JUTEpaTypa

1

2

1. BobixkoBa, T.A. JlokymMeHTannoHHOE OOECHEYCHHE YIpaBICHHS (JIEIONPOU3BOCTBO):
yuebHoe mocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ uzj., nepepaod.
u JIO1I. — Mockaa: HNHO®PA-M. — 304 C. — URL:
https://znanium.ru/catalog/document?id=419112#bib

2. T'anmeBa, H.B. JlokymeHTanunonHoe obOecrieyeHue ympasineHus : ydeOHuk / H. B.
['anmesa, XK. K. 'anmeB. — Mocksa : MUCHUC, 2021. — 188 c. — ISBN 978-5-907227-
50-7. —JIanp : 3JICKTPOHHO-OMOIMOTEYHAS cucTema. — URL:
https://e.lanbook.com/book/178119

3. Eropos, B.Il. [lokymeHTOBeIeHHE M JOKYMEHTAlMOHHOE OOECIECYCHUE YIpaBIICHHUS B
ycnoBusix mugpoBoit skonomuku / B. I1. Eropos, A. B. CiiuabkoB. — 4-¢ u31., crep. —
Cankr-IlerepOypr : Jlanp, 2023. — 372 c. — ISBN 978-5-8114-9987-8. — Jlaus :
3JIeKTPOHHO-OnOmoreunas cucrema. — URL: https://e.lanbook.com/book/202163

4. Ky3Heunosn, U.H. [lokymeHTanmoHHOE 0OeCcrieyeHHe yIpaBIeHUs IEPCOHANIOM : YUeOHUK
u npaktukyMm st By3oB/ W. H. Ky3nenoB. — 3-¢ m3n. — Mocksa : M3garenscTBo
FOpaiit, 2023. — 397 c. — (Beiciiee oGpa3zoBanue). — ISBN 978-5-534-14830-5. —
O6pasosarenbHas wiathopma KOpaiir. — URL: https://urait.ru/bcode/489305

5. ITaBaosa, P. C. JlokymeHTannonnoe obecnedenue ynpasienus / P. C. [laBnoBa. — 2-e
u3n. — Cankr-TlerepOypr : Jlawp, 2023. — 608 c¢. — ISBN 978-5-507-44135-8. —
Jlanb: anekTpoHHO-OMOMoTeuHas cucrema. — URL: https://e.lanbook.com/book/256055

7.2. JlonotHUTEJIbHAS JIUTEpaTypa

Abyaanze, 1. I'. JlokymMeHTanlMOHHOE OOecledeHne yIpaBiIeHUsI NEPCOHAIOM : y4YeOHUK U
npaktukym Juig By3os / JI. I'. AOynanze, U. b. Bempsokkuna, B. M. Macnosa. — 2-e u3n.,
nepepab. u jgom. — MockBa: M3parensctBo IOpaiit, 2021. — 370c. — (Bnicmiee
obpazoBanue). — ISBN 978-5-534-14486-4. — OOpazoBarenbHas miatgopma FOpaidt—
URL: https://urait.ru/bcode/477699

Kupcanosa, M. B. Kypc nemonpous3BoacTBa: JOKYMEHTAIIMOHHOE 00ECTICUCHHUE YIIPABICHUS
: yae6HOe mocobue / M.B. Kupcanora, FO.M. AkceHoB. — 6-¢ u3., ucrp. u goir. — MockBa
: IH®PA-M, 2020. — 257 c. + Jlon. marepuansl [DnekTpoHHBIH pecypc]. — (Bsiciee
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10

11

obpasoBaHmue: bakanaspwuar). - ISBN 978-5-16-006789-6. - URL:
https://znanium.com/catalog/product/1088888

JokymenranmonHoe obecneueHue ynpasieHus. CocrtaBieHHe U OQOPMIICHHE JIEIOBBIX
JOKYMEHTOB : yaebHoe nocobue anst CIIO /. — Caparos, Mocksa : [IpodoOpa3oBanue, A
[Tu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — IPR
SMART . — URL.: https://www.iprbookshop.ru/103343.html

AnapeeBa, B. W. JlemonpousBoacTBo: opraHuzanus W BeaeHue [Tekcr]| : yuel.-mpakT.
nocobue / B. . AunpeeBa. — 5-¢ uz ., nmepepad. — Mocksa : Knopyc, 2018. — 296 c.

Ky3nenos HM.H. JlenmoBoe mmchbMO : ydeOHO-CIpaBOYHOE Iocobme s OakamaBpoB /
KysnenoB N.H.. — Mockaa : JlamkoB u K, 2019. — 162 c¢. — ISBN 978-5-394-03381-0. -
IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/85156.html

JlokymeHTOBeleHHe : y4eOHUK W TpakTUKyMm s By3oB/ JI. A. Jloponuna [u 1p.]; mox
penakuueir JI. A. JloponuHoi. — 3-¢ u3x., mepepad. m gomn. — Mocksa : HM3gaTenbcTBO
Opaiit, 2022. — 336 c.— (Bwicmiee o6OpazoBanue). — ISBN 978-5-534-15753-6. —
O6pasosarenbHas miathopma FOpaiit— URL: https://urait.ru/bcode/509617

Pa3znopo:xubiii, A. A. JIOKyMEHTUpPOBaHUE YIIPABICHYECKOHN NIEATEILHOCTH : yuel. mocooue
/ A.A. Paznopoxxnsiii. — Mockpa : UTHOPA-M, 2018. — 304 c. — (Bsicmiee oOpa3zoBaHue:
bakanaBpuar). - ISBN 978-5-16-011744-7. - URL:
https://znanium.com/catalog/product/969585

Kopuees, U. K. Ynpasneane nokymenramu : yaeonuk / U.K. Kopree, A.B. ITmenko, B.A.
MamypueB. — MockBa : UH®PA-M, 2020. — 300 c. — (Beicmiee oOpa3oBanue:
bakanaspwuar). - ISBN 978-5-16-003590-1.. - URL:
https://znanium.com/catalog/product/1068920

Ky3snenosn, U. H. JlokymeHTaniioHHOE 00€CIIEYeHHE YIPABICHUS IEPCOHAIOM : YUYEOHUK U
MPAKTUKYM 75 cpenHero npodeccuonansuoro odpasosanus / M. H. Ky3nenos. — Mocksa :
WznatensctBo  FOpaiir, 2022. — 521 c.— (IIpodeccuonamsHoe o0oOpa3oBaHue). —
ISBN 978-5-534-04451-5. — Tekcr : anekTponHbii / OGpa3oBarensHas mwiardopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/497801

Ka6amos, C.}O. /lenonpon3BoICTBO U apXUBHOE JIEJI0 B TEPMHUHAX U ONpEAENeHUsX : y4eO.
nocooue / N.I'. Achannusaposa; C.10. Kabamo .— 3-e uzn., crep. — Mockga : ®JIMHTA,
2018 .— 294 c. — ISBN 978-5-9765-0784-5 .— URL.: https://rucont.ru/efd/246287
I[MaBnoBa, P. C. [JJokymeHTanimoHHOE oOOecrieueHue ympapieHus. JlenoBas mnepenucka :
yuebHoe nocodue ains By3oB / P. C. ITapnoBa. — Cankr-IlerepOypr : Jlans, 2022. — 152 c.
— ISBN 978-5-8114-8297-9. — Jlanp : anekTpoHHO-OMOMMOTewyHass cucrema. — URL:
https://e.lanbook.com/book/193313

7.3. HopMaTuBHBbIE IPaBOBbIE IOKYMEHTHI U HHAs MPaBoBasi HHGopManus

Koncrutynus Poccuiickoit @eneparuu (mpruHsATa BCEHApOAHBIM rojocoBanueM 12.12.1993 ¢
W3MEHEHUsIMU, OJOOpPEHHBIMH B Xoje oOImepoccuiickoro rojocoBanus 01.07.2020) //
CrpaBouHo-nipaBoBasi ~ cucreMa  «Koucynaprant  Ilmoc». -  Pexum  goctyna:
http://www.consultant.ru;

I'paxnanckuii koneke Poccuiickoit @enepannu (dacte mepsasi) ot 30 HosOps 1994 roma Ne
51-®3 [DOnekrponnsiit pecypc]| // CnpaBouno-nipaBoBas cucrema «Koncynbrant I[lmocy. -
Pexxum noctyna: http://www.consultant.ru;

O TI'ocynapctBenHoM repOe Poccuiickoit @enepanuu [ DneKTpOHHBIN pecypc] : dhenepaabHbIi
KOHCTHUTYLIMOHHBIN 3aKoH oT 25 mekabpst 2000 roga Ne 2-®K3 [pen. or 30.12.2021] //
CnpaBouno-nipaBoBast ~ cucrema  «Koncynprant  Ilmoc». -  Pexmm  pgocryna:
http://www.consultant.ru;
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10.

11.

12.

13.

O rocyaapcTBeHHOU TaiiHe [DieKTpoHHBIN pecypc] : 3akoH PD ot 21 urons 1993 roga Ne
5485-1 [pen. ot 04.08.2023] // CnpaBouno-npaBoBas cucrtema «Koncynbrant Ilmocy. -
Pexxum nmoctyma: http://www.consultant.ru;

OO snexkTpoHHON IMPPOBOH MoAMUCH [DIEeKTPOHHBIN pecypce] : denepanbHblil 3akoH oT 10
suBaps 2002 roma Ne 1-®3 [pex. or 04.08.2023] // CnpaBo4yHO-TIpaBOBas CHCTEMa
«Koncynprant [Imrocy. - Pexxum noctyna: http://www.consultant.ru;

O6 apxuBHOM nene B Poccuiickoit denepanuu [DIeKTpOHHBIN pecypc]| : denepaabHbIi
3akoH OT 22 oktsa0ps 2004 roma Ne 125-@3 [pen. ot 25.12.2023] // CrnpaBouHO-TIpaBoBas
cucrema «Koncynsrant ITmrocy. - Pexxum pocryma: http://www.consultant.ru;

06 urpopMauy, HHPOPMAIIMOHHBIX TEXHOJOTUSAX H 3ammuTe uHGopMammu [ DIEeKTPOHHBIH
pecype] : benepanbHbiii 3akoH oT 27 urons 2006 roga Ne 149-d3 [pexn. ot 12.12.2023] //
CnpaBouno-nipaBoBasi ~ cuctema  «Koncynprant  Ilmoc». - Pexum  pgocryna:
http://www.consultant.ru;

O nopsiake paccMoTpeHus: obpaimenuii rpaxaan B Poccuiickoit @enepaiuu [ IAeKTPOHHBIN
pecype] : denepanbubiii 3akon ot 02 mas 2006 roma Ne 59-®3 [pen. or 04.08.2023] //
CnpaBouHo-nipaBoBasi ~ cuctema  «Koncynprant  Ilmoc». -  Pexum  pgocryna:
http://www.consultant.ru;

O6 yrBepknenun [IpaBui Aemonpon3BoACTBa B (pelepalibHBIX OpraHax HCIOTHHTEIHLHOU
BIACTH [DIEKTPOHHBIN pecypc] : mpuka3 PocapxuBa ot 22.05.2019 Ne 71 // CnpaBouHo-
npaBoBas cuctema «Koncynprant [Limtocy. - Pexxum nocryna: http://www.consultant.ru;

O6 yrBepxkaenun IlpaBun Aenonpou3BOACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIpaBJIeHUs [DIeKTpOHHBIM pecypc| : mpuka3 Pocapxusa ot 22 mas 2019
roga Ne 71 // CnpaBouno-mipaBoBasi cuctema «Koncynprant Ilmrocy. - Pexum nocryma:
http://www.consultant.ru;

O6 yrBepknenun IlepeuHss TUIMOBBIX  YHPAaBIEHYECKHMX AaAPXHUBHBIX JOKYMEHTOB,
00pa3yIomMXcsi B MPOIECcce AEATETBHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO
caMOyMpaBleHUS U OPTaHU3AlNN, C YKa3aHUEM CPOKOB MX XpaHEHUs [ DNEeKTPOHHbBIN pecypc|
: IIpuxa3 PocapxuBa ot 20 nmexabps 2019 roma Ne 236 // CnpaBouHo-TipaBoBasi cucrema
«KoncynpranT [Imocy. - Pexxum nocryna: http://www.consultant.ru;

I'OCT P 7.0.8-2013 HanuonaneHelii ctanaapt Poccuiickoit @enepauuu. Cucrema
CTaHJapTOB MO MH(pOpMaIMK, OUOINOTEYHOMY U M3JATEIbCKOMY Jeiny. Jlenonpon3BoACcTBO
Y apXuBHOE JIesi0. TepMUHBI U onpeeneHus [ DIeKTpOHHBIN pecypc] : mpuka3 Poccrangapra
ot 17 oxtsa0pst 2013 roga Ne 1185-ct // CmpaBouno-mpaBoBasi cucreMa «KoOHCylIbTaHT
[Tmrocy. - Pesxum goctyma: http://www.consultant.ru;

I'oCT P 7.0.97-2016 Haumonanensiii crannapt Poccuiickoit ®epepaunn. Cucrema
CTaHAApTOB 10 WHGOpPMAIMH, OUOIMOTEYHOMY U W3AaTelbckoMy jaeny. OpraHu3aluoHHO-
pacriopsauTenabHas — JOKyMeHTauus. TpeOoBaHus K  O(QOPMIIEHHIO  JIOKyMEHTOB
[OnexTponnbii  pecypc]: mpukaz dDenepanbHOr0  areHTCTBa MO TEXHUYECKOMY
peryaupoBaHuio U MeTposioruu ot 8 aekadps 2016 roga Ne 2004-ct [pen. ot 14.05.2018] //
CnpaBouno-nipaBoBasi ~ cuctema  «Koncynprant  Ilmoc». - Pexum  pgocryma:
http://www.consultant.ru;

7.4. UnTepHeT-pecypchl

C3MY pacrnonaraet 10CTyoOM 4epe3 caT HaydHol oubimoreku http://nwapa.spb.ru/ x

CJIEIYIOIINM MTOAIUCHBIM 3JIEKTPOHHBIM PECypCaMm:

Pycckoazviunbvie pecypcol

ONEeKTpOHHblE  Y4eOHUKH  3JIEKTpOHHO-OMOmmoreuHoi  cuctembl  (OBC)  «AlbOyke»
http://www.nwapa.spb.ru/index.php?page_id=76

HaquO-HpaKTI/IquKI/Ie CTaTbl 110 OJOKOHOMHUKH W MCHCIKMCHTY I/ISJIaTeJ'II)CKOFO aoMa
«bubnuoteka ['pedbennukoBa» http://www.nwapa.spb.ru/index.php?page_id=76
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DIIeKTPOHHO-OMOIMOTEUHAS cucrTema «JIanby»
https://idp.nwipa.ru/idp/profile/SAML2/Redirect/SSO?execution=e2s1

OO6pa3oBareabHas maTdopma «tOpaitT»
https://idp.nwipa.ru/idp/profile/SAML2/Redirect/SSO?execution=e3s1
DJIeKTPOHHAS OubIMoTeYHAs cucrema «NANIUM.COM»

https://idp.nwipa.ru/idp/profile/SAML2/Redirect/SSO?execution=e6s1

Anznoazviunsle pecypcol

EBSCO Publishing- moctyn k MyabTHAHCHHIIIMHAPHBIM IOJHOTEKCTOBBIM 0a3aM JaHHBIX
Pa3IMYHBIX MUPOBBIX M3/1aTENIBCTB IO OM3HECY, SKOHOMUKE, (PMHAHCAM, OyXTalITepCKOMY y4ery,
TYMaHUTAPHBIM M €CTCCTBEHHBIM 00JacTsAM 3HaHU#, pedeparaM H IOJHBIM TEKCTaM
yOJIMKAIKi U3 HAYYIHBIX U HAYYHO — IOMYJIAPHBIX JKyPHAJIOB.

7.5. UHble HCTOYHUKH

1. Odpunmaneueiii  caiit  DenepasibHOro apxuBHOro areHtcTBa (PocapxmBa) —
http://archives.ru/

2. Odunuanbuelii caiit denepanbHOro Ka3z€éHHOro yupexkaeHus «l ocynapcTBeHHbIN
apxuB Poccwuiickoit ®enepanuny — http://statearchive.ru/

3. Odunuanpublii  caiiT Bcepoccuiickoro HaydHO-HCCIEA0BATEIbCKOTO HMHCTUTYTA
JOKyMeHTOBeieHus U apxuBHoro aena (BHUUA) — www.vniidad.ru

4. Twipaus Ynpasistionwx JJokymeHTanuein — Www.gdm.ru

5. TTopran Apxussl Poccuu — http://rusarchives.ru/

6. [lopran «PRO-nmenonmpousBoactBo: XKypHan mis pykoBoguteneit ciyx6 OV
ceKkpeTapei Bcex ypoBHeii» — www.sekretariat.ru

7. Tlopran Cekperapb-Pedepent — www.profiz.ru/sr/

8. MuTepHeT TPOEKT O cHCTEeMax 3JIEKTPOHHOro mokymeHtoobopora DOCFLOW -
www.docflow.ru

9. Caiit Mo KaapoOBOMY JCIIOMPOU3BOCTBY — WWW.Pro-personal.ru

10. UHTepHeT-KypHAI O CHCTeMax OJJIEKTPOHHOrO JokymeHTtoobopota (COI) -
https://ecm-journal.ru

11. brnor skcnepra I'miapaun Ymnpasistonmx Jlokymentanueir H.A. XpamioBckoil —
http://rusrim.blogspot.com/

12. Cucrema 31eKkTpoHHOTO JOKyMeHTooOopoTa DocsVision — https://docsvision.com/

13. Cuctema 371eKTPOHHOTO JJOKyMeHTooOopoTa Directum — www.directum.ru

14. Cuctema 311eKTpOHHOTO 10KyMeHToo0opoTa «/IEJIO» — www.eos.ru

15. MupopmanmonHo-cripaBouHas cucrema «Texakcrnepr» www.cntd.ru

16. CmpaBouHo-npaBoBas cucreMa «KoHcynbTaHT tumrocy Www.consultant.ru

17. CnpaBouHo-nipaBoBasi cuctema «l'apant» www.garant.ru

18. Kypuan «Cekperapb-pedepent» https://www.profiz.ru/sr/

19. XKypuan «Kaaposoe memno» https://www.kdelo.ru/

=

8. MarepuajbHO-TEXHUYECKasA 0a3a, HHQOPMAIlMOHHbIE TEXHOJIOTHH,
NporpaMMHoe odecrnevyeHre 1 MHPOPMAILMOHHBbIE CIIPABOYHbIE CHCTEMbI

Ne i/t HaunmenoBauue
1. Crennanu3upoBaHHbIC 3aJ1bl 17151 IPOBEACHHUS JICKIIUH.
2. Crnenmanu3upoBaHHass MeOEIb M OPICPENICTBA: AyJUTOPUH M KOMITBIOTEPHBIS

KJIACChl, 000PYyI0BaHHBIE TTOCAAOYHBIMUA MECTaMHU (B TOM YHUCIE AJI IPOBEACHUH
3aHATUHN JTa0OPATOPHOTO THIIA).
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Texuuueckue cpeacrtsa oOyueHus:: MHOTOQYHKIMOHATIBHBI MYJIbTUMEIUUHBINA
KOMIUIEKC B JIEKIMOHHOM AayJIWTOPHH; 3BYKOBBIE JIWHAMUKH; IPOrpaMMHbBIE
CpelCTBa, 00ECHEUNBAOLIIE IPOCMOTP BUAEO(]AIIIOB.

[lepcoHanbHbIE KOMIBIOTEPHI C JIOCTYIIOM K JJIEKTPOHHOMY KaTaJiory,
[IOJHOTEKCTOBBIM 0a3aM, IMOAMKUCHBIM pecypcaM M 0a3aM [JaHHBIX HAy4HOM
oubmuorexu C3UY PAHXuI'C.

Texuuueckue cpenctBa o0yuenus: [lepcoHabHBIE KOMITBIOTEPHI; KOMITBIOTEPHBIC
MIPOEKTOPHI; 3BYKOBHIC JHHAMUKH, MPOTPAMMHBIE CPEICTBA, OOECICUMBAIOIINC
npocMoTp Buaeodaitios B popmatax AVI, MPEG-4, DivX, RMVB, WMV.
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