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PaGouas mporpamma cocrapieHa Ha ocHose ®T'OC BO mo HampapJeHHIO MOATOTOBKH

(cnemuansrocTh) 38.03.04 TocynapeTheHnoe B MyHULHNATEHOE YIPABICHHE, YTBEPIKISHHOTO
npukazoM MOuH P® ot 10.12.2014 Ne 1567.
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Ne 1. :
&
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JIneT perucTpanyy H3MEHEeHH 1 ZIOHOJIHEHHﬁ
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1 Ilesiu ocBOEHUSA M CIUNINHBI

Ilenpto OCBOEHHSI TUCIHUIUIMHBI «J{OKyMEHTHpOBaHHE YNPABICHUYECKON EATEIbHOCTH
SIBJISIETCSl U3yUYEHHUE TEOPETUUECKUX U MPAKTUUECKUX OCHOB CO3/IaHUS JTOKYMEHTOB YIPABIICHUS,
rpaMOTHON U 3P PEKTUBHOI OpraHu3allyd COBPEMEHHOTO JIEIOMPOU3BOJCTBA HA MPEANPUATHIX
U B OPTaHU3AIIHSIX.

2 MecTo TMCHHMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl
NMOATrOTOBKH OakajiaBpa

HucuuiuinHa «J{oKyMEHTHpOBaHHUE YIIPAaBIECHUYECKON JEesITeIbHOCTH» BXOIUT B 0a30BYIO
4acTh 00pa3oBaTeNbHOM TporpamMmbl Osoka bl. mo wHampasnenuto moaroroBku 38.03.01
«IJKOHOMUKA.
Jnst u3y4yeHus: TUCUUIUITMHBI HEOOXOAUMBI 3HAHUS, YMEHUS, BIaJeHus, chopMUpOBaHHbBIE
B IIPOLIECCE U3YUEHUS JUCUUIUIMH: MeTo1bl IPUHATHS YIIpaBICHYECKUX pereHnid, CTaTUCTHKA.
3HaHUS, YMEHUS, BIAJEHUS, MOJyUYCHHbIE MPU W3YYEHUHM AUCHMILIUHBI HEOOXOAUMBI B
OCBOGHUHU cleayromux KypcoB: «Teopuss opranuzamum», «IIpoekTHas [OeATENbHOCTHY,
«IIpon3BOACTBEHHAA-IPAKTHKA [0 TONYYEHUIO MNPO(PECCHOHAIBHBIX YMEHUH U OIbITa
pohecCHOHAEHOM e TEIBHOCTH.

3 KomnereHunu odyuyarwomierocsi, opmupyembie B pe3yJbTaTe 0CBOCHHS
AUCHHUIUIMHBI M IVIAHUPYeMbIe Pe3yJbTaThl 00y4eHust

B pesynbrare  OCBOEHHMS  OUCHMIUIMHBI  «JIOKyMEHTHpOBaHWE  YNPABICHYECKOU
ACATCIIBHOCTHN» 06yanOH1HﬁCH JOJI’KEH OGH&II&TL CJICAYOIUMHU KOMIICTCHIIUAMM:

CTpyKTypHBIi
3JIEMEHT [Tnanupyemble pe3yapTaTbl 00y4eHUs
KOMIIETEHIINH

OIIK — 4 cnocoO0HOCTBI0O HAXOAMTHh OPraHHM3AIMOHHO-YIPAaBJIEHYECKHE PpPelIeHUs B
Nnpo¢eccCHOHAILHON 1eSITeJIbHOCTH M TOTOBHOCTh HECTH 32 HUX OTBETCTBEHHOCTh

3HaTh - OCHOBHBIC COCTABJISIIOIIME W OTambl MOJITOTOBKH JOKYyMEHTAIIHH,
TJIaBHBIE TPEOOBAHUS K BEJICHUIO TIOKYMEHTAIINY;

- crtoco0bI 3PPEKTHUBHOTO 1EITOBOTO OOLICHHUS, ITyOJIMIHBIX BHICTYTUICHHH,
MIepErOBOPOB, MPOBEICHUSI COBCIAHWH, NETOBOH MEPENHCKH, JEIOBOTO
OOIIEHUS, AIEKTPOHHOW KOMMYHHKAIIMHA OCHOBBI JIEJIOBOTO OOLICHHUS;

- CHIOCOOBI M Cpe/IcTBa MHPOPMAIIMOHHOTO BO3/ICHCTBYS;

- OCHOBHBIC TIOHATUS W COBPEMEHHBIC MPHUHIUIBI pabOTHI C JEIOBOU
uHpopMaIMer, a TakKe HMETh IPEACTABICHUE O KOPIIOPATUBHBIX
WH(POPMAIMOHHBIX CHCTeMax U 0a3aX JaHHBIX;

- OCHOBHBIC  TPUHIMIIBI ~ OPraHU3allMd  JICJIONPOM3BOJCTBA U
JIOKyMEHTOO000pOTa;

—  pa3NWYHBIE CTPATETUW TPEACTABICHUS PE3yJIbTATOB CBOEH pabOTHI
JUISL IPYTUX CIICUANCTOB.

YmMmeth - aHaJU3upoOBaTh KOMMYHHMKATHBHBIE TIPOIECCHl B OpraHuU3alld U
pa3pabaTbIBaTh MPEIOKEHUS 110 TOBBIIICHUIO UX 3 (EKTUBHOCTH;

- JIOTUYECKU BEpPHO, apryMEHTHPOBAHO U SICHO CTPOUTh YCTHYIO U
MMCBMEHHYIO peyb;

- MOAJEPKUBATh MNPO(ECCHOHANBPHYI0 KOMMYHHUKAIIUIO, OCYIIECTBISATH
1y OIMYHBIE BBICTYIUICHUS;

- QHAJIM3MPOBATh JIOTMUECKYIO CTPYKTYpy M OINpEAeNaTh CTeleHb
apryMEHTHUPOBAHHOCTHM INHCbMEHHOM M YCTHOM peuHu, CO3/1aBaTh
pa3IM4Hble THUObl TEKCTOB YCTHOW, THCbMEHHOW, BHUPTYAJbHOM U




CTpyKTypHBII

3JIEMEHT [Tnanupyemble pe3yapTaTbl 00y4eHUs

KOMIIETEHIINH
CMEIIAHHON KOMMYHHKAallUM Ha PYCCKOM SI3bIKE B Pa3/IMYHBIX >KaHpax
yHpaBIeHYECKON KOMMYHHKaIUN (my OIMYHBIX BBICTYIUICHUSIX,
IIEPEroBOpax, COBEIIAHUSAX, IEIT0BOI IEPENUCKN);
—  MHTETpUpOBaTb B  JIEATEIbHOCTb TOJPA3AEICHUS  IOJIOKECHUS
aHAJIUTUYECKUX JOKJIAJ0B, OTYETOB U JPYrHX HH(POPMALMOHHBIX
MaTepHaoB.

Bnagers - KOMMYHUKAllMOHHBIMU HaBBIKAMHU;

- HaBbIKAMM COCTABJICHUS, ydeTa, XPAHEHMs, 3aIlUTHI, Iepenadyu
CIly’)KeOHOH  JTOKYMEHTAalluh B  COOTBETCTBHM C  TpeOOBaHHUAMHU
JIOKyMEHTO000POTa;

- HaBbIKaMH cOOpa, 00pabOTKM MHPOPMALUU M JOKYMEHTALMOHHOM
o0eCrieuyeHUH TOCyIapCTBEHHBIX OpraHOB BIJIACTH, OpPraHOB BIACTH
cyobektoB P®, opranoB MCY wu opraHumzanuii makeToM OQHUCHBIX
mporpamMm Juist paboThl C J1e10BOW MHGpOpManueil U OCHOBaMHU CETEBBIX
TEXHOJIOTHI;

- METOJJaMH BEICHUS TIEPETOBOPOB;

- HaBbIKOM (opMmynupoBaHMs ILened M 337ad K NyOIUYHOMY
BBICTYTUICHHIO;

- HaBbIKAMU OTCTaMBaHUS CBOEH MO3UIMU B MNpo(ecCHOHATBHOM
cpeze, HaXOXKACHUST KOMIIPOMHUCCHBIX U allbTePHATUBHBIX PEIICHUI

- METOaMHU OpTaHu3aIIH 3P PEKTUBHBIX JIEITOBBIX
KOMMYHUKaIUH

IIK-14 cnoco0HOCTHI0 OCYHIECTBJATH [JOKYMEHTHPOBAHHE XO3AHCTBEHHBIX OIepanui,
NPOBOIMTH Y4YeT JeHEeKHbIX CpeACTB, pa3padarbiBaTh padouyuil IUIaH CYeTOB

0yXrajaTrepckoro
NPOBOJIKH

ydyeTa opraHu3anuu M (opMHPOBATH HA €ro OCHOBe OyXrajarepckue

3HaTh

- OCHOBHBIE IIPABUJIA JTOKYMEHTUPOBAHUs XO35CTBEHHBIX OIEPALINNA;

- OCHOBHBIE COCTABJISIIOIIME M DTalbl TOJATOTOBKH XO3SHCTBEHHBIX U
OyXTanTepCKUX TOKyMEHTOB, TpeOOBaHMS K BEACHHUIO IOKYMECHTAIINN;

- BHJIBI OyXTraJaTepCKOW MOKYMEHTAIlMH, BWIbI (DMHAHCOBOM W HAJIOTOBOM
JOKYMCHTAMKU

YMmetn

- COCTaBJIATh NEPBUYHYIO OyXTaJITEPCKYIO JOKYMEHTAIHIO;
- 0(hopMJISITH M 00pabaThIBaTh JOKYMEHTHI 10 X035MCTBEHHBIM ONEepalusiM

Bnanets

- HaBBIKAMHM MOJTOTOBKH, O(OpMIICHHUS, OOpabOTKM U BBITOJHEHHS
JOKYMEHTOB;

- HaBbIKAMM COCTAaBJICHHUS, Yy4YeTa, XpaHEHMs, 3allUThl, Ieperadyu
XO35UCTBEHHOM, OyXTaJITepCKOM W OTYETHOM  JOKyMEHTallud B
COOTBETCTBUU C TPEOOBAHUSIMHU JOKYMEHTOOOOPOTA




4 CTpyKTYypa U coaepKaHue TUCHHUIINHBI

OO6mmas TpyJI0€MKOCTh JUCIUIUIMHBI COCTABIISET 3 3a4eTHHIX enuHuIlbl 108 akas. 9acoB, B TOM YHCIIC:

— KOHTakTHas pabdora — 10,7 akan. yaca:

— ayaurtopHas — 10 akaj. 4acos;

— BHeayauTopHas — 0,7 akaj. 4acos;

— caMmocTosTeNnbHas pabota —93,4 akaj. 4acos;

— TMOJrOTOBKa K 3aueTry — 3,9 akaj. 4acos.
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1.Tema: Teoperuyeckue OCHOBBI| 2 1 1 16 |- N3ydenne yueOHOTO YcTHbli onpoc. OIIK-4-3ys.
JIeJI0NPOU3BOACTBA OpraHM3aumu. Marepuaia, BbineceHHoro |IIpoBepka unauBuayanbubix| [IK-14 - 3y6
Nudopmanus, ee xkputepun. JJoKyMeHT. Ha CaMOCTOATENIbHYIO | 3aJaHUI.
PexBusur JIOKYMEHTA. OyHKIHUU popaboOTKy, MOArOTOBKA
JIOKyMEHTA. IOpunnueckas cuna K TEKYILIUM 3aHSATHUSAM.
JOKYMEHTA. Jlenonpon3BocTBO, -IToAroroBKa BBICTYIUICHUI
JIOKyMEHTUPOBAHHUE. C JIOKJIaJIaMHU.
JlokymMeHTaumoHHOE obecrnieueHue - Ilouck AOMOJHUTENBHOMN
yIIpaBJICHUS. JlokyMeHTOOOO0POT. nHpopManuu MO 3aJaHHOMN
Knaccudukanus JIOKYMEHTOB. TeMe (pabora c
Crannaptuzanus u YHUPUKAAS oubmorpaduaeckumMu
JIOKyMEHTOB. YuudunupoBanHas Marepuaiamu,
cucrema JIOKYMEHTalUH yCh). CIIPABOYHHUKAMH,
Cucrembl JokyMeHTauuu. [IpuHUHNBI KaTaJloraMH,  CJOBapsMH,
JIETTONPOU3BO/ICTBA. HopmarusHo- SHIIUKJIOTICTUSIMHA).

MCTOAMNYCCKAsA baza JOKYMCHTHUPOBAHUA
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yIpaBIEHYECKOH  JIeSATEIbHOCTH u
opraHu3anu paboThl ¢ JOKyMEHTaMH.

2. Tema:O0mme npasuia| 2 1 1 16 |- Usyuenume  yueOHoOro|YcCTHBIH ompoc. OIIK-4-3ys.
o(opMJIeHUSA yIpaBJeHYeCKUX Matepuaia, BbiHeceHHoro |IIpoBepka unauBunyanbusix | [IK-14 - 3y6
A0kyMeHTOB.I'OCT P 6.30-2003 Ha CaMOCTOSITENIbHY IO | 3aJaHU.

«YHUGHUIMPOBaHHBIE CUCTEMBI popaboTKy, MOArOTOBKA
JOKYMEHTaL1H. YHuduuupoBaHHas K TEKyLIUM 3aHITHSIM.
cucrema OpraHU3alOHHO- -ITonroroBka BEICTYIUICHUN
pacnopsIuTeabHON JOKyMEHTAIUH. C JIOKJIaJIaMHU.

TpeGoBanwmst K odopmiteHn O -- Tlouck AOMOJHUTENBHOMN
JIOKyMEHTOB". PexBusur 01- uH(pOpMallMK O 3aJaHHOU
lNocynapctBennsiii repd P®. PexBuszur TeMe (pabora c
02- I'ep6 cyOBeKTa PO u oubnnorpadpuueckumMu
MYHUIUIAIBHOTO o0Opa3oBaHusl. MaTepuagami,

PexBuzur 03 -DOmOnema opraHuzanuu CIIPaBOYHHKAMHU,

Wy ToBapHbIN 3Hak. PexBuzut 04- Kon KaTajaoraMH, CJIOBapsIMH,
opranusanuu. Pexsuszur 05- VYkasanue SHIMKIIONIEUSIMHU).

Ha OCHOBHOM roCyJapCTBEHHBIN
PEerucTpaliOHHbIN HOMED
npennpusTus. Pexsuszur 06- Ykazanue Ha
UACHTUDUKAITMTOHHBIN HOMED
HAJIOTOTIIATEIIBINNKA/KO/T MIPUYNHBI
noctaHoBku Ha yuer. PexBuszut 07- Kox
dopmbl  nokymeHnrta.  PexBuzutr  08-




Pasgein/ tema
JIACUATLTUHBI

Kypc

AyautopHas

KOHTaKTHas pa60Ta

(B akaj. yacax)

JICKOIUN

nabopar.
3aHATHUS
MpaKTUY.
3aHATHUA

CaMocTtosiTenbHas
paborta (B akaJ. yacax)

Bun camocrosTeapbHOU
paboThI

dopma TEKyIEero KOHTPOJIs
yCIEBAEMOCTHU U
MPOMEKYTOYHOM aTTECTalKN

Kop u cTpyKTypHBIT

3JIEMEHT
KOMIIETEHIIN U

HaumenoBanue opranmzannu. PexBu3uT

09-CripaBouHbIe CBEJICHHUS 00
OpraHu3aIny. PexBusur 10-
HaumenoBanue BUZA JOKYMEHTA.
PexBusur 11- Hara  nmokymeHTa.

PexBusut 12- PeructpaninoHHbIi HOMED
nokymenTta. PexBusut 13- Ccpuika Ha
PErUCTpAallMOHHBIA ~ HOMEp H  JaTy
nokymeHTta. PexkBuzur 14-  Mecro
COCTaBJICHUS! WJIM W3JaHHS JIOKYMEHTA.
PexBu3ut 15- Cmenenusi 00 azapecare.
PexBuzur 16 -I'pud yTBepxaeHus
nokyMmeHTa. PekBusut 17-Pe3omtonus.
PexBu3ur  18-3aronoBok K  TEKCTY.
PexBuzur 19- OtmeTka 0 KOHTpoOJsie
PexBuzut  20- TekcT nOKyMmeHTa.
PexBmzur 21- Ormerka o0 HaIMIuH
npemioxenuil. Pexksuzur 22- Iloanuce.
PexBmsur 23- TIpud cormacoBanus
nokymeHTa.  PekBuszur  24-  Bussl
COTJIacCOBaHUs JIOKyMeHTa. PexBu3uT 25-
Ileyats. PexBusur 26-OTMmeTka 0
3aBepeHuu  komuH.  PexkBuzur  27-
OtMmeTka 00 ucroanuTenae. PexkBu3ut 28-
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OtmeTKa 00 MCHOJHEHUHM JOKYMEHTa U
HaIpaBJIEHUU €ro B neno. PexBusur 29-
OTMeTKka O TOCTYIUIGHUH JOKYMEHTA.
PexBusut 30- Wnentudukarop
ANEKTPOHHON KOMHUH JIOKYMEHTA.

CocraB PEKBU3UTOB, ux
MECTOpACIOJIO)KEHHE Ha  JOKYMEHTE.

Dopmysip-odpaselr JOKYMEHTa.

3. Tewma: OcoOennocTu| 2 1 1 16 |W3ydyenue yueGHOTO YcTHbli onpoc. OIIK-4-3ys.
COCTaBJICHUSA H opopmiieHUs Matepuaia, BbiHeceHHoro |IIpoBepka unauBunyansueix | [IK-14 - 3y6
OCHOBHBIX JOKYMEHTOB YNpaBJeHHS. Ha CaMOCTOSITENIbHYIO |3aJaHH.

OcHoBHbIE IpyIIbl JIOKYMEHTOB. popaboTKy, MOArOTOBKA
HopmatuHbie JTIOKYMEHTBI K TeKYIIUM 3aHITHSIM.
roCyAapCTBEHHBIX OpraHoB. -ITonroroBka BBICTYIUICHUN
Opranu3zalnoHHbIE JTIOKYMEHTBI C JIOKJIaIaMH.
MPEATPUATHSA. JIoJKHOCTHBIE - [Touck nonoaHuTENbHOU
HWHCTPYKIIHH. PacniopsimutenbHbie nH(pOpMaIIUY 1O 3a/1aHHOM
JTOKyMEHTBbI npeanpustus. [Ipukasbl mo Teme (pabora ¢

OCHOBHOM NESATETLHOCTH. oubmorpaduaecKkuMu
Pacniopsixenus, peuieHusl. MaTepHuaaamH,
HNudopmannonHo-cripaBoyHbIe CIPaBOYHHUKAMH,
NOKyMeHThl. IIpoTokonbl, nonHas U KaTaJloramu, CJIOBapsiMu,
Kpatkasi ¢popMa ux ohopMIICHHS. AKTHI. SHITUKJIOTICTUSIMH).

Cny>xeOHbIe u 00BSCHUTEIBHBIE
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3aIUCKH. CnpaBku. Cny>xebHble
JIIOBEPEHHOCTH. [Tucema, 170
KJ1accupukanms, CTPYKTYpa,
CTaHIapTHBIE (pa3bl H  BBIPAKCHHUS.
Hopwmbl  odunnanbHO-A€TOBOTO  CTUIS
CIly’)KeOHBIX ~ JIOKyMEHTOB.  [lenoBoe
MUCBMO  MEXAyHapoiHoro  oOpasnua.
dakcel, TenedoHorpammel. Jlorosopa,
KOHTpakThl. COBpeMEHHbIE CIOCOOBI U
TEXHHMKA CO3/IaHUS JOKYMEHTOB.
4. Tema: IlpaBuaa odgopmieHusi| 2 1 1 16 |- N3ydenne yueOHOTO VYernwiii  onpoc.  Ilposepka| OIIK-4-3ys.
AOKYMEHTOB II0 JIMYHOMY COCTaBYy. MaTepuasa, BBIHECEHHOIO  |MHAMBHUAYaJIbHbIX 3a1aHuil. | [IK-14 - 3y6

[lonsiTe M CTPyKTypa MEpPCOHAIBHBIX

Ha CaMOCTOATCIIbHY IO

JTAHHBIX. [IpunagnexxHocTb popaboTKy, MOATOTOBKA
MEPCOHANBHBIX JaHHBIX: COOCTBEHHUK, K TEKYILIUM 3aHSATHUSAM.
ZepKaTespb u M0JIb30BATEIb -IToAroroBKa BBICTYIUICHUI
MEPCOHAIBHBIX  JaHHbIX. CTpykTypa C JIOKJIaJIaMHU.

KaJpoBOM UH(POPMAIMOHHO- - Ilouck AOMOJHUTENBHOMN
JIOKYMEHTAllMOHHOU CUCTEMEL. nHpopManuu MO 3aJaHHOMN
OdopmMneHne TOKYMEHTOB TIpHU IMpPHEME, TeMe (pabora c
YBOJIbHEHUU M TIEpeBOjie PabOTHUKA Ha oubnuorpaduaecKkuMu
JIPYTYI0 NOJKHOCTh. AHKera. TpynoBbie Marepuajiamu,

KOHTpakThl. [Ilpuka3sl 1o JIUYHOMY CIIPaBOYHHMKAMH,

COCTaBy. OcHOBHbIE PEKBU3HUTHI KaTaJIoTaMH,  CJIOBapsMH,

10
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JOKYMEHTOB U NpaBuia UX ohopMIIeHusI. SHIUKJIONETUSIMHU).
Kpatkue  cBemeHus 0  nIpaBHiIax
oopmiieHus TPYIOBBIX KHIKEK,
JUYHBIX ~ KapTO4eK, JIMYHBIX  JIeT
pabOTHHKOB.

5. Tewma: Opranmzanusi| 2 1 16 |- U3ydeHue yueOHOTO VYerunit  onpoc.  [lposepka| OIIK-4-3ys.
JOKYMEHT0000poTA. [Tonsarus Marepuaia, BRIHECEHHOTO  |MHIUBUAYalbHbIX 3a0aHuil. | [IK-14 - 3y6
JOKYMEHTOOOOpOT W OpraHH3aIus Ha CaMOCTOSITEIIHY IO
JIOKyMEHTO000POTA. HopmaTusHo- MpopaboTKy, MOATOTOBKA
MEeTOIUYECKast permamMeHTaIus K TeKYIIHM 3aHITHSIM.
JTOKyMeHT0000poTa. OCHOBHBIE MpaBHJIa -IToaroroBka BBICTYIUICHHI
OpraHm3aly  JOKYMEHTOOOOpoTa Ha C JIOKJIaJIaMHU.
NPEINPUATHH. KauecTBeHHEIE - Tlonck nOMOMHUTEILHOU
XapaKTEPUCTUKU JIOKyMEHTO000pOTA. uH(pOpMaLUK TO 3aJaHHOU
Knaccudukanmst ~ TOKYMEHTOIIOTOKOB: TeMe (pabota v
TOPU30HTAJIILHBIE, BEpPTHUKAJIbHBIE, oubnmorpaduyeckumu
BOCXOJSIIME, HHUCXOMAIIUE, BXOJIAIIUE, MaTepuagami,
ucxonsmme u BHyTpeHHue. [lomcuer CIPaBOYHHKAMH,
o0beMa TOKyMEHTO00O0pOTa. KaTaJioraMHu,  CJIOBapsMH,

SHIMKJIOTICTUSMHU ).
6. Tema: OcHOBHBbIe mpaBwjaa| 2 1 13,4 |- U3ydenue yueOHOTO Verunit  onpoc.  [lposepka| OIIK-4-3ys.

OpraHu3amuu padoThl ¢ JOKYMEHTAMHU.
OO06paboTKka MOCTYMAIINUX JOKYMEHTOB.

Marcpuraia, BBIHCCCHHOI'O
Ha CaAMOCTOATCIIbHYIO

WHIUBUTy ATBHBIX 3aJIaHUH.

11




AyautopHas

—
= =
s 9 2
KOHTaKTHas paboTta = T OE
B aKaJ. yacax S . dopma TEKyIEero KOHTPOJIs S =l
Paznen/ Tema 2 ( ) © J| BuxcamocrosTensHOM p Y p 5=
> ® X yCIIEBAEMOCTHU U =
JTUCIUTUTAHBI N - | S paboThI . 8 g o
= g8 = = 52 IIPOMEXKYTOYHOU aTTECTAllNU 5 & B
= = ~ @™ S
5| & & E&| € =
) o w 2 % s B S
S| S5 L5 3¢ x =
= = ™ = ™ O L% M
o
[lepBuunas o0OpaboOTKa JTOKYMEHTOB. MpopaboTKy, MOATOTOBKA
Oo6mmue npaBuIa perucTpamnuu K TeKYIIHM 3aHITHSIM.
JOKYMEHTOB,  (OpMbl  pErucTpaiuu. -IToaroroBka BeICTYTUIEHUI
[lepenaya MOKYMEHTOB, pPacCMOTpPEHHUE C JIOKJIaJIaMHU.
ux PYKOBOJIUTEIIEM. [Topsimok - Tlouck IOMOMHUTEIHEHOU
HaIpaBJICHUs TOKYMEHTa Ha UCIIOTHEHUE uH(pOpMaLUK TO 3aJaHHOU
1 pabOThI UCTIOTHUTENS C TOKYMEHTaMH. TeMe (pabota v
Wcnonnenne  nokymeHra. Buagel u oubnmorpaduyeckumu
(hopMbI KOHTPOJIS UCIIOJTHEHUS, MaTepuagami,
CpokoBasi  kaproTeka. OpraHuzanus CIPaBOYHHKAMH,
TeKyIiero xpanenus aen. Homenknarypa KarajoraMu,  CIIOBapsIMH,
zen, oo0mume TpeboBaHus, BUJIBI SHIMKJIOTISTUSIMHU ).
HOMEHKJIATyp. CocraBienue
HOMEHKIATYphl jAen. DopMHUpOBaHUE U
opopmienue gen. Cucremarusanus
JOKyMEHTOB B Jiele. XpaHEHUE el
[ToaroroBka TOKYMEHTOB K Iepenaye Ha
apxuBHOe XpaHeHHe. Kpurepuu oueHku
nokymMeHTOB. CoCTaBJICHUE OMMCEH JieT.
Hroro 3a kypc 4 6 93,4 IIpomeskyTouHast
arrecTanus — 3a4eT
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5 Odpa3oBaresbHbIC H HH(POPMAIIMOHHBIE TEXHOJIOTHH

Peanu3zanus KOMIETEHTHOCTHOTO MOAXOa MPeayCMaTPUBAET UCIOIb30BaHUE B Y4eOHOM
MpOIECCe AaKTUBHBIX W HWHTEPAKTHBHBIX (OPM TMPOBEIEHUS 3aHATUA B COYCTAHUU C
BHEAyJIUTOPHON paboTO# C 1enbio (GOpPMHUPOBAHUS M PA3BUTHS NPO(ECCHOHATBHBIX HABBIKOB
00ydJaromuxcs.

[Ipu oOyueHUM CTYIOEHTOB JUCHUIUIMHE «J[OKyMEHTHpOBaHUE YTNpaBICHYECKON
JESITeILHOCTHY CIIEIyeT OCYIIECTBIIATE CIEAYIOMNEe 00pa3oBaTeIbHbIE TEXHOIOTHUH:

1. TpaguunoHHble 00pa3oBaTe/ibHbIE TEXHOJOTHH OPUEHTHUPYIOTCS Ha OPTaHU3ALUIO
00pa30BaTEeNIbHOTO  TpOLIECCa, MPEANONATAIONIYI0 TMPSAMYIO  TPAHCISALUIO 3HAHUM  OT
npenoAaBaTesiss K CTYJIEHTY (IPEeUMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIbHO-WIITIOCTPATUBHBIX
METOJIOB O0YUYECHHUS).

Dopmbl yueoHbIX 3aHAMUIL C UCNOTB30BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WudopmanvonHass  JEKIHMsS —  TOCJIENOBAaTEJIbHOE  M3JIOKEHHE  Marepuana B
JUCIUIUIMHAPHON JIOTUKE, OCYIIECTBISEMOE MPEUMYIIECTBEHHO BepOAIbHBIMH CpEICTBaMU
(MOHOJIOT IIpenoaaBaTes).

[TpakTyeckoe 3aHSATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHUH M HABBIKOB IO
IPEJI0KEHHOMY aJITOPUTMY .

2. TexHoJsioruu nMpod6JIeMHOro 00y4YeHUs1 — OpraHM3aIrs 00pa30BaTEILHOTO IpoIlecca,
KOTOpasi MPEAINOoJIaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHUE YUEOHBIX MPOOIEMHBIX
CUTyalU AJIs CTUMYJIHUPOBAHUS aKTUBHOM MMO3HABATEIbHON AESITEILHOCTU CTYIEHTOB.

Dopmbl yueOHbIX 3aHAMUIL C UCNOTbI0BAHUEM MEXHOI02UTL NPOOIEMHO20 00YyUEeHUA:

[IpakTnueckoe 3aHATHEe B (opMe TMpakTHKymMa — OpraHu3anus ydeOHOHl paboThl,
HalpaBJIeHHAas Ha pEIICHHWE KOMIUICKCHOW yueOHO-TIO3HaBaTeIbHOM 3ajauu, TpeOylomen ot
CTyJIeHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOJIOTMH NPOEKTHOI0 O0Yy4YeHHUsI — OpraHu3aius o0pa30BaTENILHOTO Tpolecca B
COOTBETCTBUHU C aJITOPUTMOM IIO3TAIHOTO DPELIECHUS MPOOJIEMHOM 3aJaddl WJIM BBITOJHEHUS
yueOHoro 3afanus. [IpoekT mpeanonaraeT COBMECTHYIO Y4eOHO-TI03HABATEIbHYIO AEITEIbHOCTD
IpyIIbl CTYy/JAEHTOB, HAIPAaBJIECHHYIO HA BbIPAaOOTKY KOHIIENLIMH, YCTAHOBJIEHME LieJIel U 3ajad,
(GOpMYyIHPOBKY OXHAAEMBIX pPE3YyJIbTATOB, OMpPEIEICHHE MPUHIMIIOB U METOAUK PEIICHUSI
MIOCTaBJIEHHBIX 3aJ]a4, IUIAaHUPOBaHHE XO0JAa pabOThl, MOMCK MAOCTYNHBIX MU ONTHUMAaJbHBIX
PECYPCOB, TMOATAMHYIO pEalM3alHi0 IUIaHa pabOThl, MPE3EHTAIMI0 Pe3yJbTaTOB PalbOThI, MX
OCMBICJICHHE U pe]IIeKCHIO.

OcHogHble munvl NPOEKmMoa:

TBopueckuil MpOEKT, KaKk MPaBUIO, HE HMMEET JETallbHO NPOpaOOTaHHON CTPYKTYpHI;
y4eOHO-TT03HABATENbHAS JIEATEIBHOCTh CTYJIEHTOB OCYIIECTBISIETCS B paMKax pPaMOYHOTO
3a/laHusl, MOJIYUHSSACH JOTUKE U UHTEpPECaM YYaCTHUKOB MPOEKTA, )KaHPY KOHEUHOrO pe3yJibTaTa
(razera, pUIbM, IPA3AHUK, U3/IaHUE, SKCKYPCHUS U T.IL.).

4. UHTepaKTUBHbIE TEXHOJOIMH — OpPTaHU3aIMsI 00pa30BaTEIHHOTO MPOIECcca, KOTOpast
IpenonaraeT akTUBHOE M HEIMHEWHOE B3aUMOJICHCTBUE BCEX YUYACTHHKOB, TOCTHKEHHE Ha
TOH OCHOBE JIMYHOCTHO 3HAYMMOIO JUIsi HMX OOpa3zoBaTeslbHOro pesynbrata. Hapsany co
CHEIUAIM3UPOBAHHBIMU ~ TEXHOJIOTHSMM  TaKOro  poAa  MPUHIMI  HMHTEPAKTUBHOCTHU
IIPOCIJIEKUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTEIbHbIX TEXHOJIOTUH.

Dopmbl yueOHbIX 3aHAMUIL C UCNOTB30BAHUECM CREUUATUIUPOBAHHBIX UHMEPAKMUBHDBIX
MEexXHOI102UlL:

CeMuHap-IUCKYCCHSl — KOJUIGKTMBHOE OOCYXJEHHE KaKOro-ITMOO CIIOPHOTO BOIPOCa,
npo0JsieMbl, BBISIBICHHE MHEHUN B Tpymne (MEXrpylnmoBOW AHAlOr, JHUCKYCCUS Kak CIIOp-
JIAAJIoT).

5. HHpopManMOHHO-KOMMYHHKALMOHHbIe  00pa3oBaTe/ibHble  TEXHOJOTHH —
opraHmzaiys 00pa3oBaTeIbHOTIO MpoIlecca, OCHOBaHHAS Ha MPUMEHEHUH CIIeUaTH3UPOBAHHBIX
POTPAMMHBIX CPEJI M TEXHHUYECKUX CPEACTB padOTHI ¢ MHPOpPMALUEHi.

@®opmbl  y4eOHBIX 3aHSATHI C HCIOJB30BaHMEM HWH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA:



Jlexuus-Bu3yanusanus — U3J0KEHUE COJIEP)KAHUSA  CONPOBOXKIAETCS  IPE3EHTALUEH
(eMoHcCTpanueil yueOHbIX MaTepuaoB, IPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHUCTEMaXx, B
T.4. WUTIOCTPATUBHBIX, TpahUUECKUX, ayAHO- U BUJEOMATEPHAIIOB).

[TpakTueckoe 3aHsATHE B OpME MPE3CHTALMU — IPEJICTABICHUE PE3YyJIbTAaTOB MPOECKTHON
WIM  HCCIENOBAaTENbCKOW  JEATENIBHOCTM  C  MCIOJIB30BAHMEM  CIIELUAIM3UPOBAHHBIX
MIPOrPaMMHBIX CPEJCTB.

6 YueOHO-MeTOANYECKOE 00ecTeYeHHe CAMOCTOAATEILHOIH padoThl 00y4arommuxcst

Ilpumepnaa cmpykmypa u cooepicanue pazoena:

Ilo oucyunnune «/[okymeHmupogaHue yYnpasieHuyecKol 0esmeibHOCmuy npedycmMompena
ayoumopHas u 6HeayoOumopHas camocmosmenbHas paboma 00yyaouuxcs.

Ayoumopnas camocmosamenvras paboma CMyOeHmos npeononazaem  GblNOJIHEHUe
npaKmuyecKux pabom.

Ilpumepnvie ayoumopnuvie npaxmuveckue pabomot (AIIP):

AIIP Nel «Teopemuueckue 0CHO8bL 0€/10RPOU3B00CHIBA OP2AHUIAUUUY.

Ilposooumcs 6 gopme  cemunapa no obobujenuro U yenyoreHur)  3HAHUU NOHAMULIHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C INeMEHMAaMU OUCKYCCUU.

Onpoc no mamepuanam nexyuu 1.

Deonroyusi  dokymewma Kak Hocumens  uHgopmayuu. BosHukmosenue u  pazeumue
omeuecmeenHo20 Oenonpousgoocmsa: [lenonpouzgoocmeo 6 cpeonue eexka (XI-XV as.).
Ilpukasnoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnesxcckoe oenonpouzsoocmeo (XVIII 6.).
Munucmepckoe Oenonpouzeoocmeo 6 Poccuu (XIX - nauwano XX 6s.). ['ocyoapcmeennoe
oenonpouzeo0cmeo 6 cogemckoe spems. Cospementoe denonpousso0cmeo 6 PO.

AIIP No2 «Cospemennoe 2ocyoapcmeeHHoe pezyiuposanue 0e1onpou3eoocmea ¢ P®y.
3akonooamenvHoe pezynuposanue oenonpouzeoocmea 6 P®D. Dedepanvnvii 3axon «O6
ungopmayuu, UHGOPMAYUOHHBIX MEXHONIOUAX U O 3aujume ungopmayuuy. PedepanbHbiii 3aKOH
«O kommepueckol mainey. Dedepanvnvii 3axon «0O0 apxuenom Oene 6 Poccuiickoii
Dedepayuuy.  Deoepanvuviii  3axkon  «O  nepconanvhvix  Oanmvixy. Ilocmanoenenue
npasumenvcmea P® «llpasuna nod2omosku npagogvix akmos @heoepanbHblX O0p2aHO8
UCNOTHUMENILHOU 8IACMU U UX 20CYOAPCMBEHHOU Pe2UCMPAYUU Y.

Hopmamusno-memoouueckoe pezynuposanue oenronpouzeoocmea. 1 ocyoapcmeennas cucmema
O0OKyMeHmayuornno2o obecneuenus ynpasienus. Obowue nonoscenus. Obwue mpedosanus K
OOKYyMeHmam u cayxcoam ooxymenmayuonnozo odvecneuenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemvbl 0oxymeHmayuu. Yruguyuposannas cucmema opeaHu3sayuoOHHO-
pacnopsaoumenvrou ooxymenmayuu. I'OCT P 51141-98 /lenonpouzeoocmeo u apxuenoe oeio.
Tepmunvt u onpedenenuss Tunosas uHCMpyKyus no 0ei1onpou3Bo0cmey 6 heoepaibHblx Op2aHax
ucnonrHumensvhotl eracmu. Ilepeuens munogvix ynpagieHueckux OOKyMeHmos, oopazyioumuxcs 6
0esamenbHOCmuU OP2aHU3aYULL, ¢ YKA3AHUEeM CPOKO8 XPAHEHUSL.

AIIP No3 «Tpebosanusn K 61aHKAM 0OKYMEHM OB YRPAGIEHUA).

Ilposooumcsa 6 opme cemunapa no ob6ooweHuro u yenyonieHuro 3HAHUL C 21eMeHmamu
ouckyccuu. Tlowsamue u 6uowt b1ankos. Oowuii banx. brank nucema. brank KOHKpemHo20 8uda
ookymenma. bnanxu ons pabomei ¢ unocmpanuvimu komnanuamu. I epbosviii bnanx. Pexeusumol
onanka. IlpooonvHoe pacnonodicenue pexeuzumos oianka. Yenosoe ¢gnazoeoe u yeHmposanHoe
PACnoodcene peKeu3umos OiauKa.

Buvinonnenue npakxmuueckozo 3a0aunusi no COCMABNEHUI0 2108020 U NPOOOTbHO2O 00pa3ya
onauka.

AIIP Ned «Obwue npaguna oghpopmnenusn ynpaeieH4ecKux 00OKYMEeHmoey.
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Ilposooumcs 6 ¢opme cemunapa no 0000ujeHUI0 U YeryONeHU) 3HAHUNL  C DINeMeHmMaMU
ouckyccuu. Onpoc no mamepuanam nexyuu 2. IIpaxmuueckoe 3naxomcmeo ¢ oghopmienuem
PEKBU3UMO8 OOKYMEHMO8 YNPaBIeHUs!

AIIP No5 «Cocmagnenue 1udHbIX 0OKYMEHMO08)).

IIposooumcs 6 ¢hopme cemunapa no 060OwWerul0 U yenyonreHuro 3HAHUL ¢ dNeMeHmamu
ouckyccuu. 3asenenus, agmoodouocpaguu, pesome, iuunsvie 0ogepeHnocmu, pacnucku. OcHogHbie
DpeKsusumyl, NPAasuia coCmagienus U 0ghopmieHus.

AIIPNe6 «Paboma ¢ 00KymeHmamu, coO0eprHcauiumu KOHQUOeHYUAbHble C6COCHUA).
Ilepeuenv ceedenutli KoHpuoenyuanvnoeo xapaxmepa. Ilowsamue Kommepueckol MAaliHbl.
Cseodenus, omuocsawyuecs K Kommepueckou matine. I[lopsadox eedenusi 0eronpouzso0cmed
OOKYMEHMO8, CO0epHCaujux KoOMMepyYecKylo mauHy. 3awuma OOKYMEHMO8, COO0epHCaujux
KOMMEPUECKYI0 MauH).

Ilpumepnvie unoueudyanvnsvie oomauwinue 3aoanus (U/13):

HJ3 N 1 «Ponb O0KYMEeHmMUPOBAHUA YNPAGIEHYECKOU O0eAmeabHOCIU 6 pa3eumuu
obwecmea.

Pexomenoayuu no cocmasnenuto u 0opabomxe KOHCNEKmMa NeKyuu.

Paccmompenue oannou memvl Heo6x00umMo Hayamv ¢ U3YUEHU OCHOBHBIX NOHAMULU OAHHOU
oucyunaunvl.  Ilpu  smom  ciredyem  pazobpamvcsa € CYWHOCMbIO — KAmMe2opuu
«{okymenmuposanuey. bonee nodpobHno ciredyem paccmompemv CMPYKMypy, COOepicaHue,
yenu u 3a0auu OUCYUNIUMBI, UCOPUIO pazeumusi 0oKymenmoobopoma. [lanee HneobXo0umo
usyuUms COCMag HOPMAMUBHO-MEMOOUUECKO 6asbl OOKYMEHMUPOBAHUS YNPABIEeHYeCKOU
0eAmenbHOCMU 8 COBPEMEHHBIX YCNI08UAX X03Aticmeoganus. OmoenvHo ciedyem paccmompems
cmpame2uro  ynpasienus OOKYMEeHmamu 6 OpeaHu3ayuy, a maxdce u3yuums @hopmol
COBPEMEHHOU OOKYMEHMAayUU.

Kniouesvie cnosa: O0oxkymenm, OOKyMeHmMuposaumue uHGopmayuy, OOKYMEeHMUpOosaHue
VIPABNeHYecKoU  0esmenbHOCMY,  KIUHONUCL,  NOAUMUKA — YNpaeieHusi — OOKyMeHmamu,
cmaunoapmu3ayus, cmpame2usi ynpaeieHus 00OKYMeHmamu, YHUQuKayus.

3aoanue ons camocmoamenbHou pabomawl.

1. H3yuums xamezopuanvbHwlii annapam.

2. [lopabomams mamepuanst 1eKyuu.

3. Iloocomosumvscsi k pabome na naekyuu no meme 1. Iloemopums 6onpoc: cywHocmb
Kkamezopuu «/[okymenmupoganuey (yuebHas oucyuniuna «/[okymenmuposanue ynpasieHuecKou
oessmenvrocmuy, aekyus Nel). Boimb 20mosvim K 00CYHcOeHUI0 3M020 80NPOCA 8 X00e TeKYUU.

H][3 Ne 2 «Obugue npasuna ohopmieHus ynpasieH4eckux 00OKyMeHnosy.

Pexomenoayuu no cocmasnenuio u oopabomke KOHcnekma nexkyuu. M3yuenue mamepuanos
OaHHOU meMbl clledyem HaAYams ¢ pacCMOMpeHus: mpebosanutl K 0QOPMIEHUIO PeK8U3UMOB.
Takoce crnedyem usyuums cocmas pexeusumos. Janee Heobxooumo paszobpamvcs ¢
npUMeHeHUeM U PACNON0NHCEeHUEeM HA OOKYMEeHMme PeK8U3UMOs, Onpedelums ux oouue uepmol u
paznuuus. Kpome moeo, HyjicHO OemanvHO pazoopamvcsi ¢ pasiuyHbIMU GUOAMU MEKCma
O0oKyMenma: mpagapemuulil OOKYMeHM, ankema, maoauya, Oaauk.

Kniouesvie cnosa: eusa coenacosanusi, epugh 03HaKomienus, 0ama 0OKyMeHmd, 3a201080K

K meKcmy, UOeHMU@UKAMOp NeKMPOHHOU KONUU OOKYMEeHmd, UHMep8an, HNOONUChb, NoJje
OOKYMEHMA, PecUCMPAYUOHHBIIL HOMEDP OOKYMEHMA, Pe30aI0YUsl, PEeKGU3UmM, CMAaHOAPMHbLU
aucm Oymacu, CCblIKA HA PecUCMpayuoHHblL HOMeEp U 0amy OOKyMeHmd, YOOCmo8epeHue
0oKymeHnma, ghopmyasap.

3aoanue ons camocmoamenvHou pabomol.

1. H3yuums xamezopuanvbHwlii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumwcsi Kk cemunapy.
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3. [loocomosumucs k pabome Ha aekyuu no meme 3. [logmopums 60npoc: 0CHOBHbIE
0COOEHHOCMU — UCNONB306AHUSL  A3bIKA 6  0eloBoU  nepenucke (yueOHas  OUCYUNIUHA
«/{okymenmuposanue ynpaeienyeckou OesmenbHocmuy, jaekyus Ne2). Bvimb 2comosvim K
00CYIHCOEHUIO IMO20 BONPOCA 8 X0OE JIeKYUU.

H/[3 Ne3 «Ocobennocmu cocmageieHus u 0gpopmiaeHus 0CHOBHBIX OOKYMEHMO8 YRPAGICHUA).
Pexomenoayuu no cocmasnenuto u 0opabomxe KOHCHEKMa NeKyull.

Paccmompenue oannoti memvr HeobXxo0umo Havams ¢ aHaiuza 0cobenHocmel opuUYUAIbHO-
0€106020 CMUsA NO CPABHEHUIO C XY O0HCECNBEHHBIM, NYOIUYUCTUYECKUM, HAYYHBIM, Y4eOHbIM,
PA32080PHBIM CIUNIAMU A3bIKA.

Ipu 5mom Hys#cHO ROOPOOHO U3YUUMb JeKCUdecKue 0coOeHHOCU 00KYMeHmMOo8: ynompeod.ieHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. Tlocie smozo credyem paccmompensb
opgoepaghuueckue ocobeHnHocmu OOKyMeHmMo8: NpuMeHeHue NPONUCHLIX OYK8 6 2eoepaguieckux
HA36AHUAX, HAUMEHOBAHUSX OP2AHUZAYUIL.

Kpome moco, wneobxooumo obpamums eHumanue Ha opghocpaguueckue 0cobeHHOCU
OOKYMEHMO8: NpUMEHeHUe NPONUCHBIX OVKE 6 2e0cpaghuueckux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuil. Tax oice cnedyem GuIACHUMb Haubosee pacnpocmpaneHHvle 8 OOKYMEeHMAxX
OWUOKU CUHMAKCUCA U RYHKMYAYUU: NOPAOOK CIO8, CO2AACOBAHUE NOONeHCAUe20 U CKA3YeMO20,
npuvacmuvie u 0eenpuidacmuvlie 000pomyl, c108000pPaA308aAHUSL.

Kniouesvie cnosa: abopesuamypa, 1aKoHUIM @QOPMYIUPOBOK, HEUMPAIbHAs IKCHAPECCUBHASL
OKpACKa A3bIKA, HEON02U3M, OQPUYUATLHO-0eN0601 CMUb, NOJHOMA UHDOPMAYUlU, CUHOHUMDBL,
Masmono2uu, hpaszeonocusmul.

3adanue ons camocmosmenvHol pabomoi:

1. H3yuums kamezopuanbhslil annapam.

2. lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumscss k pabome Hna nexkyuu. Iloemopums eonpoc: opgoepagpuueckue
ocobennocmu  OOKyMeHmog (yuebHas Oucyuniuna «/JoKymeHmupoganue ynpaeieH4eckou
OoessmenvHocmuy, aekyus Ne3). Boimb 20mosvim K 00CYHcOeHU0 3mMo20 80Npoca 6 Xo0e JeKyuu.

HJ[3 Nod «Ilpasuna opopmnenus 00KymeHmos no JTUYHOMY COCIABY».

Ilpu u3yuenuu OanHOU meMbl CMYOEHMAM He0OX00UMO paz0opamvcia ¢ NPUHYUNAMU
paspabomku npozpamm ynpaeieHus Ooxymenmamu. Ocoboe 6HuMmanue ciredyem YOeaumo
paccmompenuto npoyedypvl NPOeKMUpPOBaHUs U GHeOpeHUs OOKYMeHmHbIX cucmem. Taxoice
cedyem oCmaHo8UMbCS HA 0COOEHHOCMAX MOHUMOPUHEA U AYOUma OOKYMEeHMHbIX CUCTEM.
bonee demanvro Heobxo0uMo paccmompems CyWHOCMb 00120CPOUHOU NPOSPAMMbBL 0OVHeH s
nepcoHana opeaHusayuu 8 o01acmu YNpasieHus OOKYMeHmamu U HPUMEHEHUs 00YyUarouux
UHCMPYKYULU, BKIIOYAsL 00YYAIOW)I0 UHCIMPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenus 0OKymMeHmamu, KOHEEPMayus, Memoooio2usi 6HeOpeHus,
Muzpayus OOKYyMeHmMOo8, MOHUMOPUHS, HAOEHCHOCMb 0OKYMEHMHOU CUCTEeMbl, NPOEeKMUPOBAHUE
OOKYMEHMHOU CUCmeMbl, pAcnpeoeieHHoe YnpaeieHue, pelyaupylowas cpeod, cmpameus
Ynpaegnenus 00KyMeHmamu.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums xamezopuanvHblil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomogumucs kK ceMunapy.

4. [loocomosumyucsa k pabome na aexyuu. Ilosmopums eonpoc: obwas xapakmepucmuxa
OOKYMEeHmHbIX — cucmem  (yuebHas  oucyuniuna  «/JoKymeHmuposauue  YNpagieHyecKou
oeamenvHocmuy, nekyus Ne4). Boimb 20mogbim K 06CyHCOeHUI0 9MO020 80NPOCa 8 X00e NeKYUl.

HJ[3 No5 «Opzanuzayus 00KyMeHmO000pomay.

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEeKMa AeKYuu.
B nauane cnedyem paccmompems mepmunsl «0€10NPOU3BOOCNEO», « OOKYMEHMAYUOHHOE
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obecneueHue  ynpagieHus»,  «OOKYMEHMUposanue  uHgopmayuuy,  «OOKYMEHMUposanue
VAPABIEHUECKOU OessmeNbHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pOmy.

Hanee HeobXooumo uzyuume opeanusayuro O0oKymenmoobopoma. Taxoce HYHICHO NOOPOOHO
NPOAHANUUPOBAMNb OCODEHHOCMU PAOOMbL ¢ 8XOOAUUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome moeo, HeobxoOumo  ocmanmosumvca HA  U3YUEHUU ~ MeMOO08  COKPAUeHUS
00KyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPHCAHUIO KOHMPOTA UCHOTHEHUS OOKYMEHMO8, e20 dManam u
MEXHONIO2UU.

Knrouesvie cnosa: eHympeHHuti OOKyMeHm, 6X00awuti O0OKYMeHm, OOKYMeHmMooOopom,
OOKYMEHMONOMOKU, — UHQPOPMAYUOHHO-NOUCKOBASL — cucmemd,  UHOeKcayusi — OOKYMeHmd,
ucxo0suull  OOKyMeHm, Kamanoe, 00veM OOKYMEeHmooOOpoOma, pAayuoHAlIbHOe OBUNCEHUE
OOKYMEHMO8,  pecUCmpayuoOHHO-KOHMPOTIbHAL — KAPMOYKA, — pecucmpayusi  OOKYMeHma,
MEeXHONI02UYECKAsl CXeMa OBUNCEHUS OOKYMEHMO8, IKCNeOUYUsL.

3aoanue ons camocmosmenvHou pabomol.

1. H3yuums kamezopuanvbHblii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3.Iloemopums 6onpoc: opeanusayus OoKymeHmoobopoma. bBvimb comoevim k 00cyscoeHuro
9MO20 BONPOCA 8 X00€ NeKYUU.

HJ[3 Nob6 «OcHnoeHble npasuia opeanu3ayuu padomot ¢ 00KyMeHmamu).

Pexomenoayuu no cocmasnenuto u 0opabomxe KOHCNEKmMa NeKyuu.

Paccmompenue Oannoti memvl HEOOX00UMO HAYAMb C U3VHEHUs POAU  UHPDOPMAYUOHHO
Cnpagounoll pabomsl ciysHcobl 0eONPOU3BOOCHBA OPLAHUZAYUL.

Ilpu smom crnedyem obpamums GHUMAHUE HA 6UObL, MANbLL  PaspabomKu, pazoenvl
HoMeHKAamypbl 0el. Takoce HeoOX0OUMO VACHUMb, KAK OCYWeCMBIsemcs meKkyujee XpaneHue
OOKYMEHMO8 U UX UCNOIb308AHUE.

Ymo o3Hauarom «iucm-3amecmumendy, <kapmasamecmumenby?

Kpome moeo, cnedyem oxapaxmepuzogams 3KChepmu3sy YEHHOCMU OOKYMEeHmOos, Kpumepuu
OYEHKU OOKYMEHMO8, 0OpMIeHUE ee Pe3yTbmamos, pabomy 3KCHePMHOU KOMUCCUU.

Takorce credyem paccmompemsv 0COOEHHOCMU NPOYECCO8 NOO20MOBKU, U3OAHUS, XPAHEHUs U
UCNONB308AHUSL KOHPUOCHYUATLHBIX 0OKYMEHMO8. Jlanee HYHCHO U3yuums KaHAIbl 803MONCHOU
ymeuku uHgopmayuu u ympamsi OOKymeHmos. M 6 3axiouenue Heodxooumo paccmompems
mpebosanusl K U320MOGIEHUIO, Yuemy, UCNONb308AHUIO U XPAHEHUIO 2epOOo8biX OIAHKOS.
Knrouesvie cnosa: akm, deno, 0oneocpounoe xpaneHue 0OKyMeHmos8, 00CMyN K 0OKYMeHmMAaM,
KOHMPONb 0etUcmeull, KOHMPOIb MECMONOIONCEHUST OOKYMEHMA, HOMEHKIAmypa o0el, ONUch,
NPUMEPHAsL HOMEHKIAMypa 0ell, meKyujee XpaneHue 00KyMeHmos, munogas HoMeHKIamypa oel,
CBOOHAsL HOMEHKIAMYpa 0ell, YHUUMONCeHUue OOKYMEHMO8, IKCNePmu3a YeHHOCmu OOKYMeHmA.
T'epbosuitl Onank, epugh oepanudenuss 0OCmMyna Kk OOKYMeHmy, 3auuyeHHblll OOKYMeHmoooopom,
KOMMepUYecKas mautd, KOH@UOEHYUANbHBIL OOKYMeHm, NPOMbIULICHHbIU WHUOHAMNC, VZPO3bl
OOKYMEHMAM, YeHHAs UHDopMayus.

3aoanue ons camocmoamenvHou pabomawl.

1. H3yuums xamezopuanvbHwlii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Iloocomosumwcs kK cemunapy.

4.Iloemopums 80npoc: dKCnEpmMu3a YeHHOCmu O0OKymenmos. bvimb comosvim Kk 00CydHcOeHuio
9MO20 BONPOCA 8 X00e NeKYUU.

Ilpumepnas memamuxa ayoumopHvix KOHMPOILHLIX padom.

3nauenue oenonpouze00cmea 6 3PGeKmueHoM YNpasieHuu opeaHu3ayuel.

Cmpyxmypa u ocobennocmu pabomwi ciydxcovt [JOY 6 paznuunvlx opeaHu3ayusx.
Cospemennas HopmamueHo-npasosas 6aza 0oKymenmuposarus ¢ P®.

OcHogHble 00KyMeHmbl ynpasieHus U mpebo8anus K ux 0ghopmieHuro.

Kaoposvie doxymenmol u mpebosanus K ux ogpopmienuio.

Ocobennocmu cocmaenenus nucem (0enogvle NUCLMA HA PYCCKOM U UHOCMPAHHBIX
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AZBIKAX, INEKMPOHHBLE NUCOMA,).

7. Opeanusayusi pabomsl ¢ 0OKYMeHmamu ¢ npumereHuem cospementulx IT.

8. Ocobennocmu pabomul ¢ apxusHvimu 0okymermamu. Co30anHues1eKmpoHHbIXAPXUBOE.

9. Cpeocmea obecneuenus 3awumsl uH@Gopmayuu npu pabome ¢ KOHPUOEHYUATbHLIMU
.OOKYMeHmamu.

10. 3a0auu cnyancowt JJOY.

11. [lenonpouz600cmeo — 0CHOBbI MEXHOI02UU YNPABTIEHUS.

12. Jlokymenmoobopom u e20 0CHOBHble IMAnNb.

13. Tpebosanus k oghopmienuo OOKyMenmos.

14. OcHosmbie 0OKyMeHmbl YRPAGIEHUSL.

15. Pexsuzumvl ynpasienyeckux 0OKYMeHmos, npaguid ux ogh)opmieHus.

16. Opeanuzayuonno-pacnopsoumenbHvle OOKYMEHMbl, UX cocmasgienue u oghopmieHue

17. Texywee xpanenue oei.

18. Ilepedaua 0oxymenmos nHa apxueHoe XpaHeuue.

19. Cnpasouno-ungopmayuonnsvie OOKYMeHmbl, UX cocmasienue u 0QopmieHue.
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7 OneHo4YHbIe CPeACTBA IJIsl IPOBEAeHHUS IPOMEKYTOYHOM aTTeCTalluu

a) [l.ianupyemble pe3y/ibTAaThl 00yUeHHS U OLEHOYHbIE CPeACTBA sl POBEACHUS MPOMEKYTOYHOM aTTeCTAllUN:

CrpyKTypHBII
DJIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysbTaThl
o0Oy4JeHus

OneHouHbIE CpesicTBa

OIIK - 4 — crioco0OHOCTH HAXOAUTH OPraHU3AUMOHHO-YIIPABJIEHYECKHEe pelleHns B PO eCcCHOHAIbHON AesITeJIbHOCTH U TOTOBHOCTH HECTH 3a
HHMX OTBETCTBEHHOCTH

3HaTh

- OCHOBHBIC COCTAaBJIAIOIIIHNEC

Teopemuqecmte 60npocosl’

M 9Tambl  MOJATOTOBKH 1. Yro Takoe TOKYMEHT, C KaKOM IIEJIbI0 OH MOXKET CO3/1aBaThCs?

JOKYMEHTAIlUU,  TJIaBHbBIE 2. KaxoBbl 0COOGHHOCTH JIEIOBOTO OOIIEHUS U MyOIMYHBIX BBICTYIUICHUN?

TpeOOBaHUS K  BEICHUIO 3. KaxoBbI OCHOBHBIE TIPU3HAKU KIacCUPUKAIIH JOKYMEHTOB?

JIOKYMEHTAIUH; 4. Yrto moHUMAETCs MO JOKYMEHTAI[HOHHBIM 00eCTIeYeHUEM YIIpaBIeHUs?

- cnoco0sl 3¢ (HEeKTUBHOTO 5. B dem cyrp crangaptuzauumu M yHUuUKauuu JaokymeHTOoB? Kakue pa3spabarbiBaroTcs
JIEIIOBOTO oOmieHws, CTaHAapTHI?

MyOJUYHBIX BBICTYIUIEHUH, 6. Yem omnmuaetcs opopmiieHHE pEKBU3UTOB 0011ero OnaHka oT OylaHka muchbma?
MIEPETOBOPOB, TPOBEIACHHS 7. KakoBbI OCHOBHBIE PEKBU3UTHI, UCTIOIb3yeMbIe IS 0QOPMIICHHS MPUKA3a U PACTIOPSKEHUSI.
COBCILIAHUH, JIETTIOBOM 8. Kakwne (popmbl MPOTOKOJIOB MOYKHO HCIIOJIB30BAaTh B YIIPABICHYCCKON JCATCILHOCTH, B YeM
TIePETHCKH, JIEIIOBOTO uX oTnuuue?

oOuieHus, AIIEKTPOHHOMN 9. VYkaxxuTe OCHOBHBIE TPEOOBaHUS K 0(OPMIICHHIO JICIIOBOTO IMHACHMA.

KOMMYHHKAIIUU OCHOBBI 10. Kakyie KOMIJIEKCHI JTOKYMEHTAllMUd BKJIO4aeT B cebsS KaapoBas HWHGOPMaIMOHHO-
JIEJIOBOTO OOILIEHUS; JOKyMEHTAI[MOHHAas cuctema’?

- cmoco0bl W CpeacTBa 11. B yem ocobeHHOCTH 0(hOpMIIEHHS MPUKA30B MO TUYHOMY COCTaBY?

MH(POPMAIIUOHHOTO 12. Uto moHUMaeTcs 1o opranusaiuei JokyMenroobopora?

BO3/ICICTBUS; 13. Yto Takoe cxembl JOKYMEHTOO00pOTa, 3a4eM OHHU HYKHbI?

- OCHOBHbBIE TOHATUS U 14.C kaxoil wUenbl0 pa3padaTbIBalOTCS MHCTPYKIMM IO JEJIONPOM3BOACTBY, 4YTO B HHUX
COBPEMEHHBIE  TPUHIIUIIBI HE00XOMMO MPEeTyCMOTPETh?

paboTsl c JIETTIOBOM 15. YkaxkuTe TEXHOJOTHYECKYIO TOCIENOBAaTEIbHOCTh JTaloB pabOThl € BXOASIIMMH
uHpopmanuend, a TakKe JOKYMEHTaMHU.

WMETh TMPEACTABICHUE O 16. KakoBa mocienoBareIsHOCTh ONepanuii Ipu padboTe ¢ BHyTPEHHUMH JTOKYMCHTAMHE?
KOPIIOPaTHUBHBIX 17. C kaxoit 1enpto MpoBoAUTCS (pOpMHUpPOBAHHE e, KaKHe MPH 3TOM HEOOXOIUMO COOIIONaTh
1H(OPMALIMOHHBIX TpeboBaHus?




CTpyKTypHBII
AIIEMEHT

[Inanupyemslie pe3ybTaThl

OneHouHbIE Cpe/iCcTBA

KOMIICTCHITHH 00yuerma
cuctemax u 0a3ax JaHHBIX; 18. Yto Takoe HOMEHKIATypa e, ¢ KaKOH LEeNbio pa3padaThiBalOTCS TUIIOBBIE HOMEHKJIATYPHI
- OCHOBHBIE NPUHLHIIBI nen?
OpraHu3anuu 19. Kakyto nH(popManuio Coaep>XxuT HOMEHKIIaTypa j1en?
JIETTOTIPOU3BOJICTBA u 20. YTo moHMMAETCS MO SKCIEPTU30M LIEHHOCTH TOKYMEHTa?
JOKYMEHTO000pOTa; 21. Kakue kpuTepuu UCIONIb3YIOTCS IPU OLIEHKE TOKYMEHTOB?
—  pa3nuyHble CTPATETUHU 22. Kak ocy1iecTBiIsIeTCsl npueM-nepeaada 1ei B apxus?
MIpeICTaBICHUS 23. Yro Takoe KoH(UICHITNAIBHBIN TOKYMEHT?
pe3yJIBTaTOB CBOCH PabOTHI 24. Kakue 0CHOBHBIE yTPO3bl BO3HUKAIOT IPU paboTe ¢ KOHPUIEHIIUATbHBIMU JOKYMEHTaAMH?
JUTSL IPYTHX CIICIUATHCTOB. 25. YkaxxuTe OCOOCHHOCTH BEACHUS JICIOMPOU3BOACTBA, OOECIEUHMBAIOIIECTO y4YeT U
COXPaHHOCTh KOHGUACHIMATEHON HH()OPMALIUU U IOKyMEHTOB.
26.Yto moHMUMAaeTCs TOJ 3allHUIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CUET Yero MOXET OBITh
o0ecreyeHa ero 3ammura’?
YMets - aHaJIU3UPOBATh KommiexT TectoBbix 3amanuii: Nel
KOMMYHHKATHUBHbBIC 1. ®opmynsap — 3710:
MIPOIIECCHI B OPTaHMU3AIUN U a) ocHoBHas (opma TOKyMeHTa, (UKCHPYIOIIas IPaBOBBIE OTHONICHHUS B JIpeBHEpyCCKOM
pa3pabatbIBaTh roCyaapCTBe;
TIPEITIOKEHUS 1o 0) 0co00 BBIIETaHHAS KOXKa JKMBOTHBIX, MPUMEHSBIIASNCS B KA4eCTBE OCHOBHOTO MaTepuaia Jyis
MOBBILICHUIO ux nuchMa B J[peBHEPYCCKOM roCy1apCTBE;
3¢ heKTHBHOCTH; B) CAMOCTOSITEJILHOE TTOAPa3/IelIeHHE, OCYIECTBISIONIEE ISIONMPON3BOICTBEHHYIO IEATEIbHOCTb;
- JIOTUYECKHU BEpHO, T') TUTIOBas ycToiuuBas ¢hopma (o0pasel) OTAeIbHBIX HauOoiee paclpoCTPAHEHHBIX JOKYMEHTOB.
apryMEHTHPOBAHO U SICHO 2. YcTaHOBJICHHE €IMHOOOpa3ws COcTaBa U JOPM yIPaBICHICCKUX IOKYMEHTOB, CO3aBACMBIX TIPH
CTPOUTH YCTHYIO u pEIICHUN OJTHOTUITHBIX yIPaBICHUYECKUX (YHKITUI:
MMMCbMEHHYIO peUb; a) yHUpUKAIHUS;
- MO/AJIEP>KUBATh 0) cepruduxanms;
poheCCHOHATBHY IO B) KOJUPOBAHHE;
KOMMYHHKAIHIO, ') TOKYMEHTHPOBAHHUE.
OCYIICCTBIIATh ITyOTHUYHEIC 3. OOsB3aTenbHBIM YCIOBHEM JUIS BKIIOYCHUS WH(MOpMAanmud B WHOOPMAIMOHHBIE PECYPCHI,
BBICTYIUICHHUS, OCYHIECTBIISIEMOTO B MOPSIIKE, YCTAHABIMBAEMOM OpPTaHaMU TOCYIapCTBEHHOMN BJIACTH, SBISETCS €e:
- aHAJTM3UPOBATH a) CTaHAapTU3AINS;

JIOTHYECKYI0 CTPYKTYpYy |

0) 3ammra;
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CTpyKTypHBII

[Inanupyemslie pe3ybTaThl

AIIEMEHT OneHouHbIE Cpe/iCcTBA

KOMIICTECHINH 00yuerma
OTIpeNeNsTh CTETIeHb B) IOKYMEHTHPOBAHUE;
apryMEeHTUPOBAHHOCTHU T') BBIKYI TOCYJJapCTBOM Y YaCTHBIX JIMII.
MUCBMEHHOM W YCTHOM 4. CpencTBOM yCTpaHEHHs «OyMakHOTO OyMay SIBISIETCS:
peuu, CO3/1aBaTh a) KOMITbIOTEpHU3aLUs JeIONPON3BOICTBA;
pa3nu4HbIe THUMBl TEKCTOB 0) yHuUKaIHs JOKYMEHTOB,;
YCTHOM, MMMCbMEHHOM, B) KJIacCHU(PUKAIHSI IOKYMEHTOB;
BUPTYaJIbHOW U CMEIIAHHOU I') IPUMEHEHUE PA3HOCTOPOHHEN OPITEXHUKHU
KOMMYHHKAIUU Ha 5. 3HaueHue TOKyMEHTAllMOHHOTO 00ecTIeyeH sl YIIpaBJICHUs ONpeaesIeTcs:
pycckom SA3BIKE B a) KOMMYHUKAIUSIMU;
pa3IUYHBIX KaHpax 0) uneHTudukanuen;
yIpaBiIe€HYECKON B) (QuKcanuei;
KOMMYHHKAITUN T') CyZAeOHBIM pa3OupaTeTbCTBOM.
(myOIMUHBIX 6. B mpaBoM BepXHEM YTy JOKYMEHTOB PacIloIaraloTcs CIEAYIOUINe PEKBU3UTHI: a)
BBICTYIIJICHUSIX, rpu¢ corjacoBaHus;

MEPEroBopax, COBELIAHMSAX,
JIETIOBOM TEPEIUCKH ),

—  HMHTETPHUPOBAThH B
JeSITeTbHOCTD
MOJPa3ACICHUS TOT0KEHHS
aHAJTUTUYECKUX JIOKJIAJIOB,
OTYETOB u IPYTHX
MH(POPMALIMOHHBIX
MaTepHaoB.

0) OTMETKa O KOHTPOJIE;

B) rpu( YTBEpKIACHUS;

r) ajpecar.

7. B 1eBoM BepXHEM YTy TOKYMEHTOB PacCIONIaratoTcsl CIEAYIONNe PEKBU3UTHL:
a) pe30JIoLIHS;

0) OTMETKa 0 HATMYUU TTPUITOKEHUS,

B) OTMETKA 00 UCTIOJHUTEIIE;

T') KOJT OpraHu3aIiy.

8. B mpaBoM HM)KHEM yTIy pacrojaraloTcs PeKBU3HTHI:

a) OCHOBHOM TOCyAapCTBeHHBIN perucTpannonubiii Homep (OI'PH) ropuandeckoro
TUIa;

0) K011 (HhOpPMBI TOKYMEHTA;

B) WICHTU(DUKAIIMOHHBIN HOMep Hanoromuiarenbinuka (MHH);

r) rpud orpaHUYCHUS JOCTyIA K JOKYMEHTY.

9. B 1eBOM HMXKHEM YTITy pacroiiaratoTcsi PEKBU3UTHI:

a) KOJ IPUYMHBI HIOCTAHOBKHU Ha YYeT;
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CTpyKTypHBII
AIIEMEHT
KOMIICTECHINH

[Inanupyemslie pe3ybTaThl
oOydeHus

OneHouHbIE Cpe/iCcTBA

0) OTTHUCK IICUYaTH;

B) BU3HI,

T') OTMETKa 00 MCIIOTHHUTEJIE.

10. K B3aMMOUCKITIOYAOIIUM PEKBU3UTAM OTHOCSITCS:

a) sMOJemMa opraHu3aly U TOCyapCTBeHHBIH repd PO;

0) KOl OpraHu3aIy U Ko GopMbI TOKYMEHTA;

B) PETUCTPAIIMOHHBIN HOMEp IOKyMEHTA U CChUIKA Ha PErHCTPAIIOHHBI HOMED U
1aTy JOKYMEHTa;

r) rpud ytBepxkaeHus u medath.ll. Ecnim opraHmzamus MmOABEIOMCTBEHHA OJHOBPEMEHHO
HECKOJIbKUM OpraHam

YIPAaBIIEHUS, TO B Pa3HBIX CUTYyAIlUsIX YKA3bIBACTCS:

a) HEMOCPEJCTBEHHO BBIIIECTOSIIAsl OpraHU3aIHs;

0) camas TTIaBHAs BBIIIECTOSIAS OPTaHU3AIIHS;

B) He OoJiee TpeX CTeneHel MoABEJOMCTBEHHOCTH;

I') HE YKa3bIBACTCS HU OJIHA BBIMIECTOSIIAS OPTaHU3AIIHSL.

12. JlaToli TOKyMEHTa MOXKET OBITh J1aTa:

a) ero HaMMCaHMs W COTJIAaCOBAHMS,

0) ero MoaNMUCaHus;

B) €r0 YTBEP)KJICHUS;

T') IPOBEJICHUS 3aceaHtsl, HA KOTOPOM MPHUHSTO peLIeHHeE.

13. JlaTbl B TOKYMEHTaX MOTYT OBITh O()OPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 yac.45 muH.

14. Kakue peKBU3HUTHI TOKYMEHTOB MUIIYTCS, KaK MPABUIIO, OT PYyKH:
a) BU3a;

0) pe3oronus;

B) MMOJIIUCH;

T) ajpecar.

22




CTpyKTypHBII
AIIEMEHT
KOMIICTECHINH

[Inanupyemslie pe3ybTaThl
oOydeHus

OneHouHbIE Cpe/iCcTBA

15. K xakuM peKBU3UTaM OTHOCATCS CJIOBA!
a) «Bepro» A)
0) «/lns ciysxeGHOTO MOJIb30BaHUs» b)
B) «3aMedaHusl MpujararoTcs» B)
r) «IlerpoB M.K. 924-76-40» I)
16. PEekBU3UT «OAMKUCH» HA Pa3HBIX JOKYMEHTaX BKIIOYAET:

a) TUYHYIO POCIUCH aBTOPA IOKYMEHTA;

0) TUYHYIO POCITUCH PYKOBOJIUTENIS U €€ paciu(poBKy;

B) YKa3aHUe JIOJDKHOCTH, JIMYHYIO POCTIMICh PYKOBOJIUTEIIS U €€ paciiu(poBKy;

I') yKa3aHue JOHKHOCTH, HAMMEHOBAHHUE OpraHU3alluu, THYHYIO POCIIUCH PYKOBOJUTENS,
ee paciugpoBKy.

KomimiekT TecToBEIX 3amaduii: Ne2

1. Kakoe cokpaiiieHue siBisieTcst a0OpeBruaTypoii:

a) AI'3 MUC P®;

0) Mocauepro;

B) cTarqisius;

r) 0/m, 1/0.

2. CnoBo, KOTOpoe 0003HaYaeT HOBOE MOHATHE, YIOTPEeOIsieMOe B JOKYMEHTaX, —

3TO:

a) abOpeBuarypa;

0) CHHOHUM,;

B) HEOJIOTH3M,;

I') apXans3M.

3. Or6epute npuHIMNI O(QULIHATHHO-AETOBOTO CTUIISI JOKYMEHTALIUU:

a) MPEJIOCTABICHUS MaKCUMAIILHO BO3MOXKXHON HH(POPMAIUY;

0) MPUMEHEHHUE CIIOB «MbI BBIIIOJIHUMY, «5 CACTAION;

B) OTPAaHUYEHHOCTh B IPUMEHEHUH SI3bIKOBBIX CPEJICTB;

I') IPUMEHEHHUE YETKUX OTBETOB «J1a», «HETY.

4. Jlekcu4yeckoe COKpalleHHe CI0Ba, yIOTPeOIsseMOoro B JOKyMEHTaxX — 3TO:

a) abOpeBuarypa;
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0) CHHOHUM,;

B) HEOJIOTH3M,;

I') IAPOHUM.

5. Yrto He OTHOCUTCS K O(PUIINATILHO-IEIOBOMY CTHIIIO JOKYMEHTA!

a) aApECHOCTh HH(POPMAIIHH;

0) TemaTHYecKasi OrPaHUYEHHOCTh B IPUMEHEHHUH S3BIKOBBIX CPE/ICTB;

B) IIPEIOCTABIICHUE MAKCUMAIIBHO BO3MOKHOU HH(pOpMannu;

') yHU(DHKAIUS JOKyMEHTA.

6. K mpaBmiiaM J1€J10BOr0 3TUKETA OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) Gy1aroJapHOCTH 32 OTBET WU JACHCTBHE;

B) 00CTOATETHLHOE M3JI0KCHHUE IOKYMEHTA;

I') yMEHHE CIylIaTh APYrHux Jrojael.7. B kakoM JOKyMeHTEe NCHOJb3YIOTCS CIIOBA «... B IPOTUBHOM
cinyyae Bam OyayT

MpeIbsBICHBI IITPadHBIC CAHKIIUN» B KAYECTBE S3BIKOBOM (JOPMYIIBI, KaK pe3yiabTara
YHU(UKALNUN S3bIKOBBIX CPEJCTB:

a) B rapaHTUHHOM IIHUCHME;

0) B peKJIaMallMOHHOM TTHCHME;

B) B M”HPOPMAITMOHHOM THCHME;

I') B IUCbMe-HallOMUHAHUH.

8. CrnoBa, KOTOpBIC CTaHOBITCS HEO(PUIMAIBHBIM 3aMEHHUTENIEM TEpMHUHA M WX NPUMEHEHUEB
JOKYMEHTaX HEJOIyCTUMO, — 3TO:

a) mpoheCCUOHATN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T') TAPOHUMBI.

9. 3aKkOHUEHHBIN B CMBICIOBOM OTHOIIEHUH OTPE30K TEKCTa, IO3BOJIAIONINI YCTAaHOBUTH
3HaYEHHUE BXOJSILEro B HEro CJIoBa WK (pasbl — 3TO:

a) aHHOTAIINS;

0) pedepar;
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B) KOHTEKCT;

') KOHCTICKT.

10. Perynupyromas (AesiTeIpHOCT OpraHU3aluil) Cpea BKIIOYAET:

a) rocyAapCTBEHHBIEC CTAaHAAPTHI;

0) OOIIIECTBCHHBIC OXKUIAHUS;

B) PEKOMEHJIAINH, OTPaXKaloII1e MePeI0BOM OMBIT;

') HOPMaTUBHBIC TOKYMEHTHI, OTPaXaIoIIHe IeATEIbHOCTh OPTaHU3aIlHH.

11. IlonuTHka ynpaBieHUs] JOKYMEHTaMU OpraHU3aliy O3BOJISECT:

a) MOBBIIATH YPPEKTUBHOCTD JIEATEIHHOCTH OPraHU3aIINN;

0) coOroaaTh TpeOOBaHMUS 3aKOHOIATEIILCTBA U PETYIUPYIOIICH CPEIbI;

B) M30€XaTh PUCKOB MPEANPHHUMATENECKON AESITEIbHOCTH, CBSI3aHHBIX C JIOKYMEHTaMU;

I) COXpaHATh MNaMsATh OpraHu3aluy, WHAMBHAAa W oOmiectBa.12. K mnpunmumam paspaboTku
MPOrpaMM yTPaBICHUS TOKyMEHTAMH OTHOCHUTCS:

a) OLICHKAa PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(UIUATBHBIX TOKYMEHTOB;

0) ompenesneHue MpaBuil CO3JJaHNUS METaJaHHbBIX O JOKYMEHTaX;

B) oOecrieueHne XpaHeHHUs JOKYMEHTOB B 0€30MMacHON U 3allUIIEHHOHN Cpelie;

I') OIpeieIeHue BO3MOKHOCTEH MOBBILICHUS Y3PPEKTUBHOCTH PaOOThI OpraHU3aLlUuU

B pe3yJibTaTe KaU€CTBEHHOTO YIIPAaBJICHUS JOKYMEHTaMHU.

13. Pacnipenenene OTBETCTBEHHOCTH 32 JOKYMEHTAI[HOHHOE 00EeCTIeYeHHE YIIPABICHHS
MpeIoiaraeT OTBETCTBEHHOCTH:

a) BCEX COTPYAHHUKOB OpPraHU3aINH 32 ;

0) CUCTEeMHBIX aJIMUHUCTPATOPOB 3a ;

B) PYKOBOJICTBA OpPTraHU3AINH 32 ;

T') CeKpeTapen 3a .
14. Ecin MNOKYMEHT SBIS€TCS TEM, YeM JOJDKEH OBITh; CO3[JaH WJIM OTIPABICH JIHIIOM,
YIOJHOMOYEHHBIM Ha 3TO, a TaKXKe B TO BpeMs, KOTOPOE yKa3aHO Ha JOKYMEHTE, TO 3TO O3HadaeT
ero:

a) TOCTOBEPHOCTb,

0) LIEJTOCTHOCTB;

B) ayTEHTUYHOCTD;
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T') IPUTOAHOCTb VISl HCTIOTH30BAHHSL.

15. Ctpaterus BHEAPEHUS TOKYMEHTHBIX CUCTEM MPEIyCMATPUBAET:

a) MPOCKTHPOBAHHUE IOKYyMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, PaOOTAIOMIUX C TOKYMEHTAMH;

B) COOTBETCTBUE JOKYMEHTOB PETYJIUPYIOLIEH Cpelie;

') KOHBEPTALIMIO IOKYMEHTOB B HOBbIE JJOKYMEHTHbBIE CUCTEMBI, (POPMATHI.

16. CiocoGHOCTh TOKYMEHTHOM CUCTEMBI JUTUTEIBHO U MPABUIBHO (PYHKIIMOHUPOBATD
B COOTBETCTBUU C TpeOyEeMBbIMHU MPOLIEypaMH O3HAYAET €e:

a) HaJEKHOCTb;

0) >pdexTuBHOCTD;

B) LIEJIOCTHOCTb;

') KOMIUIEKCHOCT.

17. CiocoOHOCTh TOKYMEHTHOW CUCTEMBI IPEIOTBPAIIATh HECAHKIIMOHUPOBAHHBIC
JOCTYT K IOKyMEHTaM, UX YHUUTOXXKEHHE, U3MEHEHHNE WU TIepeMEIIeHNs 03HavaeT ee:
a) HaJIEKHOCTD;

0) >pdexTuBHOCTD;

B) LIEJIOCTHOCTb;

I) KOMIUIEKCHOCTh.18. Meromonoruss NpoOeKTHUPOBAaHUS M BHEIPEHHUS JOKYMEHTHBIX CHCTEM
BKITIOYAET:

a) aHaJM3 JIeJ0BOU AESITENbHOCTH OpraHU3aIiHy;

0) OLIEHKY CYIIECTBYIOUIMX IOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OIICHKY, KOPPEKTUPYIOIIKE AeHCTBUS;

T') MIpEeKpalleHue MPUMEHEHUS TOKYyMEHTHBIX CUCTEM.

19. O6bekTamMu yHU(DHUKAIIMY U CTAaHAAPTU3AIIMN B YIIPABICHUECKOM JIEATETLHOCTH
SIBIISTFOTCSL:

a) TEPMHHBI, UCTIOJIb3yEeMbIe TTPH paboTe C yIpaBIeHYECKON HHPOpMAITUCH;

0) opraHu3aIMOHHBIE CTPYKTYPBl OpPraHU3alui, yUpeKACHUN U TPEIIPUSTHIA;

B) yIpaBiieHUYEeCKUE (QyHKIINH;

T') yIpaBleHYecKas IOKyMEHTAIIUS.
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KOMIICTECHINH 00yueHus

Bnanets - KOMMYHUKAIIHOHHBIMHU
HaBBIKAMH;
- HaBbIKAMHM COCTaBJICHUS, [IpakTuyeckue 3aJaHus:
y4eTa, XpaHEHHUs, 3alluThI, Kpoccropn 1.
nepeaavu ciyske6Hoit | Ilo ropusonTanu: 1) 3anuck HHPOPMALUU HA PA3IMYHBIX HOCUTEISAX 10 YCTAHOBICHHBIM IPaBUIIaM;
JTOKyMEHTALIH B 2) yCTaHOBJEHHME KOJMYECTBA M COCTaBa JOKYMEHTOB B €IUHUIAX YydeTa M (HUKCAIH
COOTBETCTBUU c NPUHAIIICKHOCTH KaXI0M €JMHULIBI yUeTa K OIPeeIEHHOMY KOMIUIEKCY M 00LIeMy MX KOJNYECTBY
TpeOOBaHUAMU B YUYETHBIX JOKYMEHTaX; 3) y4EeTHBIH IOKYMEHT, COJCp KAl Ha3BaHUE, CBEJCHUS O KOJMYECTBE,
JOKYMEHTOO00pOTa; COCTaBe JOKYMEHTOB (POHAA M MECTE €ro XpaHEHHs, MpeAHA3HAYCHHBIH A LEHTPaIM30BaHHOTO
- HaBBIKAMH cbopa, ydeTa JIOKyMEHTOB; 4) mepeueHb O(DUIMAIbHBIX HAWUMEHOBAaHWH XpaHALIMXCS, BBIOBIBIINX U
0o0paboTku uHPOpMALUU U MOCTYMAIOUINX AapXUBHBIX ()OHIOB B TMOPSAIKE BO3PACTAHUS MPUCBOCHHBIX MM HOMEPOB; 5)
JOKYyMEHTAIHOHHOM NpeayCMOTPEHHBIE HOPMAaTHBHBIMH JOKYMEHTAaMH YCJIOBHS HCIIOJNIB30BAHUS ApXMBHBIX |
o0ecrnieueHNH KOH(HICHIIMATIBHBIX JTOKYMEHTOB; 6) nuppoBoe W/Huiu OyKBEeHHO-IM(PPOBOE 00O3HAUCHUE JeNia B
TOCYJIAapCTBEHHBIX  OPraHOB HOMEHKJIAType [eJl OpraHu3allid, HAHOCHMOE Ha €ro OOJOXKY; 7) CBOWCTBAa JOKyMEHTa,
BJIACTH, OpraHoB  BJAcTH o0yclaBIuBaIOIIME €ro KyJbTypHOE, HayyHOe W T.I. 3HaueHHe; &) BOCCTAHOBJICHHE
cyobexktoB  P®, opraHos NEpBOHAYAIBHBIX WM OJIM3KMX K TEPBOHAYAIBHBIM CBOMCTB M BHEUIHUX IMPHU3HAKOB APXHUBHOTO
MCY U OpraHu3alii | JOKyMEHTa, MOJBEPIIIErocs IMOBPEXKICHUIO WM pa3pylIeHUIo; 9) CpelncTBO THPAKUPOBAHUS

MakeToM O(HCHBIX TPOrpamMm
UIss  paboOTBl  C  JCJIOBOM
nHpopManuedk W OCHOBaAMHU
CETEBBIX TEXHOJIOTHUH;

- METOIaMH BEJICHUS
MEPEroBOPOB;

- HaBBIKOM (OPMYTUPOBAHUS
neaeu " 3aja4 K
MyOJIMYHOMY BBICTYILJICHUIO,
- HaBBIKAMH OTCTaWBaHUS
cBOEH HO3UIIIU B
npodeccuoHanbHONH  cpefe,
HaX0XJICHHUS

nokyMeHTOB; 10) y4eTHBIH TOKYMEHT, COJAEpIKaIluii MEepedyeHb JOKYMEHTOB Jiejla C yKa3aHUEM
MOPSIIKOBBIX HOMEPOB JOKYMEHTOB, WX WHIEKCOB, Ha3BaHWUW, JaT, HOMEPOB JHCTOB; 1)
MpUMeHeHHe HMH(OpMalMKU JOKYMEHTOB B KYJIbTYPHBIX, Hay4YHBIX U T.I. LENIAX, a TaKXKe JUIs
oOecrieyeHns1 3aKOHHBIX MPaB M MUHTEPECOB IpaxaH; 12) cnpaBOYHUK, B KOTOPOM MH(OpMAIHS O
JIOKyMEHTaX PacIioyioKeHa B COOTBETCTBUU C BhIOpaHHOUN cxemol kinaccudukanuu; 13) TOKyMeHT,
MOJIHOCThIO BOCTPOM3BOSIINN HMH(DOPMAIMIO TOJJIMHHOTO JOKYMEHTa U BCE €ro BHEIIHHE
MIPU3HAKK WJIM 9acTh WX, HO HE UMEIOINN FOPUINYECKOW CHiibl; 14) M3MeHEeHHEe MepBOHAYATBHBIX
(U3UKO-XMMHYECKUX CBOMCTB JOKYMEHTA IMOJ BO3/ICHCTBUEM BHEIIHUX U BHYTPEHHUX (AKTOPOB;
15) mepBBI WM EOUHWUYHBIA DK3EMIUIIp O(UIIMAIBHOTO JOKYMEHTa; 16) IOpUIUYECKOE WIIH
¢du3nueckoe M0, B AEATEILHOCTH KOTOPOro 00pasyercs JNOKyMeHTalbHbIH (Goua; 17) cpeactBo
XpaHeHUs JOKYMEHTOB.
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3¢ PeKTUBHBIX JIETIOBBIX
KOMMYHUKaIUN

[To BepTukanu: 1) nBUKEHHUE JOKYMEHTOB B OpraHU3alMK C MOMEHTA UX CO3[IaHUS WIH MOIYYEHUs
710 3aBEpILEHUSI WUCIIOJIHEHUS WU OTHpaBieHus; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE IO
ycTaHOBIIEHHON (opme, (ukcupyromas ¢GakT ero co3gaHus, OTIPABICHHUS WIX MoirydeHus; 19)
JOKYMEHT WJIM COBOKYIHOCTh JIOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOMNPOCY WM YYacTKy
JESATEIbHOCTH M TIOMEIIEHHBIX B OTIEIbHYIO 0070kKy; 20) opraHusamus WIH CTPYKTYpHOE
MOJIpa3/JelieHne, OCYIIECTBISIONIEE JJIUTENBHOE WJIM TOCTOSHHOE XpaHeHHE OKOHYEHHBIX
JIOKYMEHTOB C IEJbI0 MX UCIHOJIb30BaHUs; 21) cpecTBO KacCOBOM OPrTEXHUKHU; 22) KOMHUS 4YacTH
TEeKCTa JOKYMEHTa, O(OpMIIEHHas B YCTaHOBJIEHHOM TMOpsiake; 23) CpeACTBO H3TOTOBJICHUS
M300pa3UTENbHBIX JOKYMEHTOB; 24) cHenualbHO OO0OpYJOBaHHOE TIOMEIICHHUE IS XPaHCHHUS
ApXUBHBIX JIOKYMEHTOB; 25) TMOBTOPHBIA JK3EMIULIp TOJJIWHHUKA JOKYMEHTA, WMEIOIIHI
IOPUANYECKYI0 Ccuity; 26) Qu3uueckoe WIH IOPUANYECKOE JIMIO, CO3JaBIIee ITOKYMEHT; 27)
opUIUATBHBIA JOKYMEHT, WMCIONIMN IOPUIWYECKYIO CHIy W COoJepKamuid WHOOpPMAIUI0 O
mpeaMeTe 3ampoca, ¢ yKa3aHWeM TOUCKOBBIX JaHHBIX JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha
XpaHEHHUE WIH K YHUYTOXKEHHUIO, a TAK)KE YCTAaHOBJIEHUE CPOKOB MX XPAHEHUS HA OCHOBE MPHUHSTHIX
KPUTEPUEB.
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Kpoccsopn 2.

[To ropusonTanmu: 1) HOPMATUBHBIA TOKYMEHT, COJEp)KAIUNA CUCTEMATHU3MPOBAHHBIN IEepeYeHb
CTPYIIIIUPOBAHHBIX HAaWMEHOBAaHUI OOBEKTOB U TPHCBOCHHBIE WM KOJIBI; 2) HOPMATHUBHBIN
JOKYMEHT, 3aKpeIUIIIOmUNd yHU(PUKAIMIO AeIonpou3BoAcTBa; 3) (dukcanuss Ha MaTepUaIbHOM
HocuTelle MHQOPMAIK C PEKBU3UTAMH, TIO3BOJIIONIMMH €€ WACHTU(UIMPOBATh; 4) yCTaHOBIICHHE
eanHooOpa3usi coctaBa U (GOpM YNPaBICHUECKUX JOKYMEHTOB, CO3/JaBa€MbIX IPH PEUICHUH
OJHOTHUIHBIX YIpaBlIeHYECKUX QyHKUui; 5) uHbopManus, (UKCUpOBaHHAS Ha KaKOM-JIHOO
MaTepHUagTbHOM HOCHUTEIIE.

ITo Beprukamu: 1) 1mdpoBoe o003HaueHHEe (GOPM JOKYMEHTOB B XOAE COCTABICHHS
kinaccudukaropoB  uHbopmaruu; 6) 1mdpoBoe 0003HAUCHHE, SIBISAIONMIEECS DJIEMEHTOM
uaeHTUPHUKAIMN OOBEKTOB B XOJA€ WX Kiaccupukanmuu; 7) MEXKIyHAPOJHBIM TOTOBOp IIO
OTIpeIeIECHHOMY BONPOCY; 8) OpraHu3alus WM CTPYKTypHOE MOJpa3AelieHUe, OCYIIECTBIISIOIIee
JOJATOBPEMEHHOE HJIU TIOCTOSIHHOE XpaHEeHUE OKOHYECHHBIX JeJ; 9) BHECEHHE JODKHOCTHBIM JIMLIOM
B o(uLManIbHbIe JOKYMEHTHI 3aBEIOMO JIOKHBIX CBEJIEHUN WM HCHPABICHHUM, MCKaKAIOMUX HUX
AeicTBUTENbHOE conepkanue; 10) cuHOHMM cioBa 10oroBop; 11) moxkymeHT, MOATBEpKAArOIIMMA
COOTBETCTBHE MPOTYKLHUH, IPOLIECCOB U YCIYT YCTAHOBJIEHHBIM TPEOOBAHUSIM.
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I1K-14 — cnocoOHOCTBIO OCYIIECTBIISATh JOKYMEHTHPOBAHUE XO3SIMCTBEHHBIX OMEpallyii, MPOBOAUTH yUeT JEHEKHBIX CPEACTB, pa3padaTsiBaTh paboumii
OpMHPOBATh Ha €r0 OCHOBE OyXTajaTepCcKUe MPOBOJKU

IJIaH CYETOB OYXTaJITEPCKOTO yUeTa OpraHu3aluu 1

3HaThb

- OCHOBHEIC
JOKYMEHTHPOBAHUSA
XO3SIMICTBEHHBIX OIEpaLIHii;

- OCHOBHBIE COCTAaBJISIOIIME U

rpaBuIIa

JTaIlbl MIOATOTOBKH
XO3SIICTBEHHBIX "
OyXranTepcKux JIOKYMEHTOB,
TpeOoBaHUs K BEJICHUIO
JOKyMEHTAIUK;

- BUJIBI OyXraJiTepckoi
JIOKyMEHTalUH, BU/IBI
(¢uHaHCOBOW W HAJOrOBOH
JOKyMEHTAlUU

—

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

16.

17.

18.
19.

20.
21.
22.
23.
24.

Hepe'—leﬂb BOIIPOCOB /IJ1dl MOATOTOBKH K 33‘léTy

OcHoBoOMONaraIUe MPUHIHUIB OyXTaaTepcKOro y4yeTa.

O0mBexThI Oyxranrepckoro HadmoaeHus. Kiaccndukanus Xxo3sHCTBEHHBIX CPECTB, HCTOYHHKOB HX
00pa30BaHus, XO3sIMCTBEHHBIX MPOIIECCOB U PE3YJIbTATOB (PHHAHCOBO-XO03SIMCTBEHHOMN JCATCILHOCTH.
Kpyroo6opot X03s1iiCTBEHHBIX CPEJICTB M HCTOYHUKOB MX 00pa30BaHuUs Kak 00bEKT OyXrajaTepcKoro
(bMHAHCOBOTO yueTa.

OmnpeneneHne U CoAepKaHue MpeaMeTa 1 MeTo/1a OyXrajaTepcKoro y4era.

CxeMBblI TOKyMEHTO000pOTa KaK HHCTPYMEHT MOJICITUPOBAHHS OyXTaJITepCKOTO yUeTa.

OCHOBBI HOPMAaTHBHOTO PETryIUPOBAaHIS OpraHnu3aIy OyXraiTepckoro yuera B Poccuiickoit @enepanum.
YpOBHM HOPMAaTUBHOTO PETYJINPOBAHUSL.

XapakTeprcTika OCHOBHBIX IOJIOKeHIH DenepaabHoro 3akoHa “O OyxranTepckoM ydere”.

[TooxeHust o OyXranTepckoMy y4eTy Kak HallMOHAIBHBIE OyXralTepckre cTaHAapThl B Poccuiickoit
denepanum.

VYueTHas IOJIMTHKA OpraHU3ally, ee Ha3HaYeHHE, CTPYKTYpa U COIePIKAHHE.

DKOHOMUYECKOE COACPIKAHNE TTOHATUA U KHaCCHd)I/IKaHI/II/I OCHOBHBIX CPEJICTB.

HopmaTuBHOE peryiaupoBaHue OyXralTepcKOro yueTa OCHOBHBIX CPEJICTB.

JlokyMeHTanbsHoe 0(opMIIEHHE XO3SHCTBEHHBIX OIEpalii U JOKYMEHTOOOOPOT MO Y4ETy OCHOBHBIX CPEJICTB.
DKOHOMHYECKOE CO/IepKaHUe MOHATHS U KilacCH(UKaIMs HeMaTepUallbHbIX aKTHBOB.

HopmaTuBHOE peryiaupoBaHue OyXrajaTepcKoro yuera HeMaTepualbHbIX aKTHBOB.

JlokyMeHTansHOe 0(opMIIEHHE X035 HCTBEHHBIX OIEpaliii U JOKYMEHTOOOOPOT IO y4eTy HeMaTepHalbHBIX
aKTHBOB.

JlokymeHTanbsHOe o(opMIIEHHE XO3SHCTBEHHBIX OllEpalvii ¥ JOKYMEHTOOOOPOT 0 y4eTy MaTepHaibHO-
MIPOM3BOACTBEHHBIX 3aI1aCOB.

JlokymeHTansHOe 0OpMIIEHHE XO3SHCTBEHHBIX OIIEpaiii U JOKYMEHTOOOOPOT MO YUETY ACHEKHBIX CPEJCTB U
pacyeTos.

JlokymeHTansHOe 0OpMIIEHHE U JOKYyMEHTOOOOPOT pacyeToB MO OIuIaTe TPyZa.

JlokymeHTansHOe 0(OpMIIEHHE H JOKYMEHTOOOOPOT XO3SIMCTBEHHBIX ONEpanuii 1o y4eTy U3AepKeK Ha
MPOU3BOJICTBO MTPOAYKINHU U HE3aBEPIICHHOTO POU3BOJICTBA.

JlokymeHTanbHOe 0(OpMIIEHHE U JOKYMEHTOOOOPOT 10 YueTy (DUHAHCOBBIX BJIOKEHHH.
JlokymeHTanbpHOe 0(OpMIIeHHE U JOKYMEHTOOOOPOT 10 YYEeTy PacuyeToB 110 KpeIUTaM U 3aiiMaMm.
JlokymeHTanbpHOe 0(OpMIIEHHE U JOKYyMEHTOOOOPOT I10 YYETy JJOXOJIOB U PacXo/10B OpraHU3aLIH.
JlokymeHTanbHOe 0(hOpMIIEHHE U JOKYyMEHTOOOOPOT 110 yueTy (PUHAHCOBBIX PE3YJIbTATOB.

[ToHsATHE COOCTBEHHOTO KAUTANIA B €T0 CTPYKTYPA.
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KOMIICTECHINH 00yuerma
YMmeTh - COCTaBJISITh IEPBUYHYIO Ilpakmuueckue 3a0anus
OyXTaJITEPCKYIO IOKYMEHTAIINIO; 3aganue 1
- oopmIIsATh 1 00padaTHIBATH [Ipennpusitie npuodperaer 060pyAOBaHHE IS IIeXa B TU3UHT. [1010TOBbTE IepeueHb TOKYMEHTOB,
JIOKYMEHTBI 110 XO3IUCTBEHHBIM | HEOOXOAMMBIX ISl POBE/ICHUS CACIKU.
onepauusm 3ananue 2.
Onpenenure, Kakue JOKYMEHTBI TOJKHBI ObITH COCTABIICHBI:
1) nns BeIBeeHUs U3 coctaBa yupeauteneit OO0 10puaudecKoro Jauia;
2) nns peopraauzanuu OOO B AO ¢ 0THOBpEMEHHBIM BBIBEJICHUEM U3 €T0 COCTaBa
(U3NYECKOT0 U IOPUIMYECKOTO JIUIA C BBIIUIATOM JJ0JIei yCTaBHOTO KaruTala U MPUYUTAIOLINXCS
JTVBUICH]IOB.
Bnanets - HaBbIKaMU MOJATOTOBKH, Ilpakmuueckue 3a0anusa u 6onpocul
opopmienus, 00pabOTKH U Onun u3 yupeaureneit OOO — opranuzanus «A» — B KaueCTBE BKJIa/la B yCTaBHBIN KamuTall

BBIITOJIHEHMS IOKYMEHTOB;
- HaBBIKaMU COCTABJICHHUS, YUETa,
XpaHEHMs, 3allUThl, [epenadu
XO35IICTBEHHOM, OyXranTepckon
U OTYETHOM JOKYMEHTaluu B
COOTBETCTBUM C TpeOOBaHUSIMHU
JIOKyMEHTO000pOTa

[0 COIJIACOBAHUIO C JPYTMMHU yYpeIUTENsIMU Iepenal o00pynoBaHHE, COTIacOBaHHAs CTOMMOCTb
KOTOPOro, TOATBEP)KICHHAas HE3aBUCHUMBIM OLIGHIIMKOM, cocTtaBuiaa 55000 py6. [pyroit
yupeaurenb — opraHuzauuu «b» — 1Mo coriacoBaHuio ¢ JAPYTMMHU YUPEAUTEISIMH  OIUIATHI
OpraHu3alMOHHBIE pacXojbl, cBsa3aHHble ¢ cozgaHueM OOO (HmpuHATH B KadecTBE BKiIajga). B
KauecTBE TaKUX PacXoJ0B MPEIyCMOTPEHA OIuIaTa yCIyT IOPUCTA MO MOATOTOBKE YUpEIUTENbHBIX
nokymeHToB OOO u orutata peructpaluoHHbIXx cOopoB — 5000 py6. Mtoro ycraBHbIN KamuTanl
OOmiecTBa COCTaBMJI B COOTBETCTBUH C ydpeauTedbHBIMH MokyMeHTamu 60 000 py0. Pacxomsi
IPUHATHI K OyXTaJITepCKOMY yUeTy.
CocTaBbTe cXeMy JJOKYMEHTO000pOTA.
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0) Ilopsanoxk mnpoBegeHMs TNPOMEKYTOYHOH aTTecTALlMH, IOKa3aTeJd M KPHUTEPHH
OLICHUBAHMS:

IIpomexyTouHas aTrrecranus MO IUCUUIUIMHE «JlOKYMEHTUPOBAaHUE YIIPABICHYECKOU
JEATEIbHOCTH» BKIIIOYAET TEOPETUYECKHUE BOIIPOCHI, ITO3BOJISAIOIINE OLICHUTh YPOBEHDb YCBOCHHUS
00y4aromyMuUCs 3HAHUH, U MPAKTUUECKUE 3aJlaHMsl, BIABISIONINE CTENEHb C(HOPMUPOBAHHOCTH
YMEHHUH U BIIaJICHU, TPOBOIUTCS B (hopMe 3aueTa.

Iloxka3aTenn U KpUTepHUH OLICHNBAHUS 3a4eTa:

- Ha OLEHKY «3a4TEeHO0» - CTYJICHT JI0JKEH IPOJEMOHCTPUPOBAThH TIOCTaTOUYHBIN YPOBEHb
c(OPMHUPOBAHHOCTH KOMIIETEHLUUI HE TOJBKO HAa YPOBHE BOCIHPOM3BEACHUS U OOBSCHEHHUS
uHbOpMallMi, HO M UHTEIUIEKTyaJbHblE HABBIKM peUIeHHs NpobiieM U 3adad, MOKa3aTh
NOHMMaHHE TMPOUCXOAIIMX B SKOHOMHUKE MPeoOpa3oBaHMii, CYIIECTBYIOIMX MpoOIeM M JaThb
UM OILICHKY, BBIHECTH KPUTHUECKUE CYKICHHUS;

- Ha OLICHKY «He 3a4YTeHO0» - — O0ydYaroIuiicss He MOXKET MOKa3aTh 3HaHWA Ha YPOBHE
BOCTIPOM3BEICHUS U 00BSICHEHUS] HHPOPMAIIUU, HE MOXKET MOKa3aTh MHTEJUIEKTYaJIbHble HaBbIKU
pelIeHNs IPOCTHIX 3aad.

8 YueOHo-MeTOMMUeCcKOe U HH(POPMALTMOHHOE 0OOecTiedeHre TUCIIUTITTHHbBI

a) OcHoBHas1 IMTEpPaTypa

1. TTanacenko, 0. A. JlokyMEeHTHpOBaHHE YIIPABICHUECKOW NEATENBHOCTH: YueOHOe
nocobue / FO.A. Ilanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yueOHOE
noco6ue). - ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - TekcT : 371€KTPOHHBIN.
- URL: https://znanium.com/read?id=309085 (mara obpamenus: 01.09.2020)

2. Kprokosa, H. Il. JlokyMeHTUpOBaHHE YIPABICHUECKOW NEATENLHOCTH : ydyeOHOe
nocobue / H. I1. KprokoBa. - Mocksa : UHOPA-M, 2019. - 268 c. - (Bsiciiee obpa3zoBanue:
bakanaspuatr). - ISBN 978-5-16-003134-7. - Tekcr : osnektponHsii. - URL:
https://znanium.com/read?1d=359359 (mara oOpamenus: 01.09.2020). — Pexum gocrtyna: mo
HOJIIHCKE.

0) /lonoJIHUTEIbHAA JIUTEpPaTypa

1.Yypunos, A. 0. KOpuanueckoe Aenonpon3BOACTBO : yueOHOe MmocoOue amsi BY30B /
A. 1O. Yypunos. — 2-e wu3a., uchp. u jgon.— Mocksa: M3zgarensctBo FOpaitt, 2020. —
202 c. — (Boicmiee oOpazoBanue). — ISBN 978-5-534-13734-7. — TekcT : 3J€KTpOHHBINA //
OBC Opaiir [caiit]. — URL: https://urait.ru/bcode/466645 (mara oopamenus: 01.09.2020).

2. Paznopoxubiii, A. A. JIOKyMEHTHPOBAaHHE YIPABICHYECCKOM NEATENHLHOCTH : yueO.
nocobue / A.A. Pazmopoxusiii. — MockBa : UTHOPA-M, 2018. — 304 c. — (Bricuiee
obpaszoBanue: bakanaBpmuat). - ISBN 978-5-16-011744-7. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/read?id=328873 (mara obpamenus: 01.09.2020). — Pexum gocrtyma: mo
TIOJTIITUCKE.

B) Meroanuyeckue ykazaHus

1. Kopuees, 1. K. JlokyMeHTUpOBaHNE YIIPaBICHUECKOHN eATeNnbHOCTH + TecTsl B ObC
: y4eOHUK M MPaKTUKyM JUIs akagemudeckoro OakanaBpuara / U. K. Koprees, A. B. [lmenko,
B. A. Mamypues. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2019. —
384 c. — (bakamaBp. Axagemuyeckuii Kypc). — ISBN 978-5-534-04533-8. — TekcT :
anektponHblii // OBC IOpaiit [caiitr]. — URL: https://urait.ru/viewer/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1 (mata oopamenus: 01.09.2020)

r) lIlporpammHuoe obecneuenue u UHTepHeT-pecypcebl:


https://znanium.com/read?id=309085
https://znanium.com/read?id=359359
https://urait.ru/bcode/466645
https://znanium.com/read?id=328873
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1

IIporpammHoe o0ecnieyeHune

Hanmenosanue 110 Ne norosopa Cpok nelcTBuUS TMLIEH3UH
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
MS Office 2007 No 135 ot 17.09.2007 06eccpodHo
FAR Manager cBOOOHO pacrpocTpaHsIeMoe 06eccpouHo
7Zip CBOOOHO pacrpocTpaHsIeMoe 06eccpouHo

HNHTepHeT-pecypcsl

1. Mudopmannonnas cucrtema - EnuHOe OKHO TOocTyna K HHPOPMAIIMOHHBIM pecypcam. -
URL.: http://window.edu.ru/, cBoOOAHBINH TOCTYII

2. MexayHaponHas 0a3a IOJHOTEKCTOBBIX JKypHasoB Springer Journals. — Pexum
noctyma: http://link.springer.com/, Bxox o IP-anpecam By3a

3. MexnyHaponHas 0a3a CHOpaBOYHBIX M3JAHWA IO BCEM OTpacisAM  3HAHHMA
SpringerReference. — Pexxum noctyma: http://www.springer.com/references, Bxoxa no [P-agpecam
BYy3a

4. MexayHapoaHas HayKOMeTpHudeckas pedepaTHBHAs W TOJHOTEKCTOBas 0a3a JTaHHBIX
Hay4HbIX u3nanuii « Web of science». — Pexxum nocryma: http://webofscience.com, Bxox no IP-
ajzpecam By3a

5. MexnyHapoaHas pedepaTuBHas U MOJHOTEKCTOBAsI CIIPaBOYHAs 0a3a JaHHBIX HAYYHBIX
u3nanuii «Scopus». — Pexxum pocryna: http://scopus.com, Bxox o [P-anpecam By3a

6. HarmmonanpHas WHQPOPMAIIMOHHO-aHATUTHYECKAass cuUcTeMa — Poccuilckuii HWHIEKC
HayuyHoro 1wrtupoBanus (PUHIL). — Pexum moctyma: https://elibrary.ru/project risc.asp ,
pEerucTpaIys 1o JOTHHY U MapoITio

7. IlouckoBast  cucrema  Axamemus  Google  (Google  Scholar). -  URL:
https://scholar.google.ru/

8. Poccuiickas ['ocynmapctBeHnas OuoOnmoreka. Kartamorm. — Pexum oOparieHus:
https://www.rsl.ru/ru/4readers/catalogues/ , CBOOOIHBIN TOCTYTT

9. YHuBepcurerckass wuHpopmarnuonnas cucrema POCCHUS. — Pexum pocryna:

https://uisrussia.msu.ru, cBOOOAHBIN TOCTYTI

10. denepanbHbIil 00pa3oBaTENbHBIA MOPTAT — DKOHOMUKA. Conronorusi. MeHeKMEHT.
— Pexxum nocryma: http://ecsocman.hse.ru, cBOOOAHBIN J0CTYTI

11. DnektponHnas 6a3a mepuoamdeckux uiznanmii East View Information Services, OOO
«MIBUC». — Pexxum noctyna: https://dlib.eastview.com/ , Bxox no IP-agpecam By3a, ¢ BHEIIHEH
CETH 10 JIOTHHY | ITapOJTIO

12. Dnextponnsie pecypesl 6ubmmorekn MI'TY um. I, HocoBa. — Pexxum oOparieHus:
http://magtu.ru:8085/marcweb2/Default.asp, BX0 ¢ BHENTHEH CETH 1O JJOTUHY U TIAPOJIIO

9 MaTepuajibHO-TeXHUYECKOe o0ecneyeHue TUCIUIJINHBI (MOLYJIs1)

MaTepI/IaHBHO-TeXHI/I‘IeCKOC obecneueHue JUCHUIITIMHBI BKJIFOYACT:

Tun n Ha3BaHUE ay IUTOPHUH OcHalieHue ayiuTopun
VY4eOHble ayAUTOPUH JUISI MynbsTUMEAUITHBIE CPEACTBA XPAHECHHUS, IIEpEJadl U
NPOBEICHUS 3aHATUH JIEKLIMOHHOTO | MpeACTaBIeHUs MH()OpMAIUH.
THUIIA
VYyeOHble ayAUTOPUH IS MynbTUMEIUIHBIE CPEACTBA XPAHEHNUS, IEpEJaYd U
IIPOBEICHMS IPAKTUYECKUX MIPECTaBICHHUS WH(POPMAIIHH.
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http://window.edu.ru/
http://link.springer.com/
http://www.springer.com/references
http://webofscience.com/
http://scopus.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
https://www.rsl.ru/ru/4readers/catalogues/
https://uisrussia.msu.ru/
http://ecsocman.hse.ru/
https://dlib.eastview.com/
http://magtu.ru:8085/marcweb2/Default.asp

Tun u Ha3BaHUE ay IUTOPUU

OcHaleHue ayiuTopun

3aHSATUHN, TPYNIIOBBIX U
WHJVBUTyaJIbHBIX KOHCYJIBTALIMM,
TEKYILEro KOHTPOJISI U
IIPOMEKYTOUYHON aTTECTAllUU

Kommiekc TecToBbIX 3ajaHUi ISl TPOBEACHUS
MIPOMEXYTOUHBIX U PYOEIKHBIX KOHTPOJIEH.

[TomerieHns U1d caMOCTOSTEILHOM
paboThI: 00yUaAIOIIUXCS

[lepconanbHbie KOMIBIOTEPHI ¢ TakeToM MSOffice,
BBIXOJIOM B VIHTEpPHET U C JJOCTYIIOM B DJIEKTPOHHYIO
nH(OpPMAIMOHHO-00pa30BaTEeNbHYIO Cpey YHUBEPCHUTETA

[MomerneHus A5l XpaHEHUsSI U
npOoPHUIAKTHIECKOTO
00CITy)XKMBaHUS YIEOHOTO
000pyTIOBaHUS

[xadb! 111 XpaHeHUS Y4eOHO-METOIUICCKOM
JOKyMEHTAIUH, y4eOHOTO 000py0BaHMS U y4eOHO-
HarJISIIHBIX [TOCOOMIA.
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