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1 I_[e.]m OCBOCHHUSA TUCHUIIJIMHBI

Ilenpr0 OCBOEHHS IUCLUIUIMHBI «/{OKYMEHTHpPOBAaHUE YIPABICHYECKOW JEATEIBHOCTH
SIBJISIETCS. U3YYEHUE TEOPETUYECKUX U NPAKTUYECKUX OCHOB CO3JaHUs JTIOKYMEHTOB YIIPABJICHUS
rpaMOTHON M 3((EKTUBHONW OpraHU3alMH COBPEMEHHOTO JIEIONPOU3BOJICTBA HA MPEATIPUATUAX
U B OPraHMU3aLUsX.

2 MeCTO THCHUILTHHBI B CTPYKTYpe 00pa3oBaTeIbHON MPOrpaMMbl
NMOAr0OTOBKM OakajiaBpa

Hucuumnuna b1.5.13 «/lokyMeHTHpOBaHME YIpaBIEHUYECKON NESATENIbHOCTH» BXOJIUT B
0a30ByI0 9acTh 00pazoBaTeabHON IporpaMmel O10ka b1. o Hampasienuto moaroroBku 38.03.04
«["ocynapcTBEHHOE M MyHULIUIIATIBHOE YIIPABICHUEY.

Jnist M3y4eHust AUCIUTUIMHBI HEOOXOIMMBI 3HAHMS, YMEHHUS, BIaJIeHUs, cHOpMUPOBAHHEIE
B Ipoliecce oOydeHHs Ha OakajaBpuaTe: BIAJCHHEM 0a30BBIX HABBIKOB MPAKTHYECKON PaOOTHI
mo cOopy peanmbHBIX (AKTHUECKUX MAaTepHAIOB, WX KOMIUIEKCHOW OIEHKE, aHalu3y |
CHCTEMAaTH3allid B YACTH, KacCalomeics pemeHns TOKYMEHTHPOBAHUS —YIPaBICHYECKON
NeSITENIbHOCTH, CIIOCOOHOCTh K aOCTPAaKTHOMY MBIIIJIEHUIO, aHAU3y, CUHTE3Y, CIIOCOOHOCTHIO
MPUHAMATh OPTaHWU3AIMOHHO-YIIPABIICHYECKUE PEIICHUs, OICHUBATh WX ITOCIIEACTBUS, HECTH
OTBETCTBEHHOCTP 33 UX PEAN3aINI0, TOTOBHOCTH ITOJIH30BATHCSI HOPMATHBHBIMH JTOKYMEHTAMHU
Ha TPaKTHKE

3HaHUs, yMEHUs, BIAJCHUs, TOJIyYeHHBIC NMPH W3YyYSHHWH JWCIUIUIMHBI HEOOXOIMMBI B
OCBOGHMHU clefyromux KypcoB: «lIpoekTHas pgedarenbHOCTBH». 3HaHUS 1O mpobiieMam
JOKYMEHTUPOBAHHUS YIPABICHYECKON NEATENIbHOCTH HYKHBI B HAay4yHO - HCCJEIO0BATEIbCKOU
paboTe ¥ MPaKTUYECKOU eI TEIbHOCTH.

3 Komnerennun odyuaruierocsi, opmupyembie B pe3yJbTaTe 0CBOCHMSI
AUCHUILIMHBI H IUIAHUPYeMble Pe3yJbTaThbl 00y4eHust

B pPE3yiIbTaTe OCBOCHHA JUCHHUITIIMHBI ((I[OKYMGHTI/IPOBaHI/Ie ynpaBHqueCKOﬁ
ACATCIBHOCTHN» o6yqaf01u1/11710${ JOJDKEH O6J'I3,Z[3TB CJICAYIOIMIUMHU KOMIICTCHIIUSAMM:

CtpyKkTypHBIT
JJIEMEHT [Tnanupyemsble pe3ynbTaThl 00y4eHUs
KOMITIETEHITNH

OIIK-4 cnocoOHOCTHI0O HAXOAMTh OPraHU3aANMOHHO-YNPAaBJeHUYECKHE pelleHus] B
npogeccuoHAIbHOI 1esITeIbHOCTH U TOTOBHOCTH HECTH 32 HUX OTBETCTBEHHOCTH

3HaTh — TCXHOJIOTHUU TIPHUHATHA OPraHU3aIIlMOHHO-YIIPABJICHUYCCKUX peI_I_IeHI/Iﬁ B|
HpO(i)eCCHOHaHLHOﬁ JCATCIBbHOCTH, BO3MOXKHBIC ITIOJIOKHUTCIIbHBIC H
OTPULATCIIBHBIC ITOCJICACTBUS IIPUHUMACMBIX pemeHHﬁ.

YMeTh — (QopMynupoBaTh albTepHATHBHbBIC BapHaHTHI OpraHU3aIMOHHO-
VIIPAaBICHUYECKUX pEHICHWH U HaXOOUTh W3 UX YHCIa ONTHUMAaJIbHBIE
OpraHU3alMOHHO-YIIPABIICHYECKHE pereHus B npodeccuoHaIbHOMI
NEeSATENbHOCTH;

— TPUMEHATH BO3MOJKHBIE IOJIOKUTEJIBHBIE M OTPHULIATEIbHBIE TOCIEACTBUSA
NPUHUMAEMbIX  OPraHM3allMOHHO-YNPABIEHYECKUX  PELICHUH, OIICHUBATH
(P PEKTUBHOCTD YNPaBICHYECKUX PEIICHUH.

Branets — TEXHOJOTHSAMM IPUHATUS OPraHU3alMOHHO-YIIPABICHYECKUX PCIICHUN B
poheccuoHaNbHON AEATENILHOCTH M OLIEHKH UX 3(P(PEKTUBHOCTH;

— CIIOCOOHOCTBIO HECTH OTBETCTBEHHOCTh 3a MOCJIEJICTBUS MPUHUMAEMBbIX
OpraHU3alMOHHO-YIIPABJICHYECKUX PEILICHU.

IIK-14 — Cnioco0HOCTH OCYIIECTBJSITh AOKYMEHTHPOBaHHME XO3fiiCTBEHHBIX ONepanuii,
NPOBOIMTh Y4YeT J[EeHEKHbIX CpPeICcTB, paspadarbiBaTh padouyuii IUIaH CYETOB
OyXraJTepcKoro ydera opraHusanuu M (opMupoBaTh Ha ero OCHOBe OyxrajrepckKue
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CrpyKTypHBIi

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs
KOMIIETEHIIUU
NPOBOAKH
3narb UCTOYHUKHA MH(POPMALINH, 3aKOHOJATEIbHBIC M JIPYrde HOPMAaTHUBHBIC
AKTBI, PETYJINUPYIOLIUE JOKYMEHTUPOBAHKUE U YUET XO3IMCTBEHHBIX ONIEPALNN
Ha MPEANPUATUAX PAIUYHBIX (POPM COOCTBEHHOCTH, B TOM YHCJIE 110 YYETY
JICHEXKHBIX CPEJICTB;
METOJIMKY y4yeTa XO3sIICTBEHHbIX OIlEpalluii Ha cyeTax OyXrajTepcKkoro
yderTa,
YMeTh OCYHIECTBJIATH  JOKYMEHTUPOBAHHE  XO3SMCTBEHHBIX  OIEpalui;
MPOBOJUTH y4eT JEHEXKHBIX CPEACTB, a Takke Jpyrux OOBEeKTOB
OyXrajaTepckoro y4era;
paszpabareiBaTh pabouuii IJIaH CYETOB OyXTaJTepcKOro ydera
opra’u3anuu 1 GopMHpPOBaATh HA €r0 OCHOBE OYXTaJITEPCKUE MPOBOJIKH;
Braners HaBbIKaMU MPAKTUYECKOTO OTpaXK€HUs (PAKTOB XO3SIICTBEHHOM >KU3HU,

aKTUBOB, JI0XOJIOB, PaCX0JI0B U APYTUX OOBEKTOB OYyXralTepCKOTO y4yeTa Ha
cyeTax OyXraJTepcKOro y4era;




4 CTpyKTYypa U coiepKaHue I CHUIITHHBI

OO6mast TpyI0€MKOCTh JUCIHUIUIMHBI COCTABISAET 3 3aueTHbIX equHulbl 108 akas. 4acoB, B TOM 4uCTE:
— KOHTaKTHas pabota — 4,4 akan. vaca:

— aynuTopHas — 4 akaj. 4acos;

— BHeayautopHas — 0,4 akaj. 4acos;

— caMocTosTenpHas padora —99,7 akai. 9acos;

- TOATOTOBKA K 3a4eTy — 3,9 akaj. 4acos.
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1.Tema: Teopernueckue OCHOBbI| 2 11 16 |- U3ydeHue yueGHOrO VYcrHBIi onpoc. OIIK-4-3ys.
AeJI0NPOU3BO/ICTBA OpraHu3anum. MmaTepuaia, BbiHeceHHoro |[IpoBepka MHIMBUAYaIbHBIX
WNudopmanus, ee kpurepun. JJoOKyMeHT. Ha CaMOCTOSITEIIbHYIO |3aITaHHH.
PexBuzut JOKyMEHTA. Oynkunn npopaboTKy, MOATOTOBKA
JTOKYMEHTA. IOpuanyeckas cuia K TEKYIIM 3aHSATHSM.
JTOKYMEHTA. Jlenonpouns3BoACTBO, -[lonroToBka BBICTYIUICHHI
JTOKYMEHTHPOBAaHHUE. C IOKJIaJIaMH.
JloKyMEeHTaIlHOHHOE oOecrieueHne - ITlouck JONOJIHUTENBHOM
yIIpaBJICHUS. JloKkyMeHTO00O0POT. uHpOpMaMU 1O 33/aHHOM
Knaccugukanus JOKYMEHTOB. TeMe (pabota c
Crangaptuzanus " YHUDUKALHS O6ubmorpapuuecKUMH
JOKYMEHTOB. YauduuupoBaHHas MaTepHaJaMH,
cucreMa JTOKYMEHTAIH (YCL). CIpaBOYHUKAMU,
Cuctembl JokymMeHTaruu. [IpuHIUTIBI KaTaJlloraMu,  CJIOBapsMH,
JIeTIOTIPOU3BO/ICTBA. HopmarusHo- SHIMKJIOTIETUSIMH ).

METOANYCCKAasA 0a3a JOKYMCHTHPOBAHW
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YIIPaBICHYECKOM JIESITETbHOCTH 51
OpraHu3aIuy padoOThI C JOKYMEHTAMH.

2. Tema:O6mme npasuia| 2 | 1\1 16 |- Hsydenume  yueOHOTO|YCTHEIH OIpoC. OIIK-4-3ys.
oopmiieHUs ynpaBJieHYeCKUX MaTepuaia, BeiHeCeHHOTo  |[IpoBepka WHIMBHIYyaTbHBIX
nokyMeHToB.'OCT P 6.30-2003 Ha CaMOCTOSITEIIHHYIO |3aJaHUH.

«YHupuuupoBaHHbIe CUCTEMBI npopaboTKy, MOATOTOBKA
JOKYMEHTAI1H. VYuudunupoBanHas K TEKYILIUM 3aHSITHSIM.
cucrema OpPraHu3aMOHHO- -IToaroroBka BBICTYIUIEHUI
pacnopsauTeNbHOM JOKYMEHTAIIIH. C JIOKJIa/IaMHU.

TpeboBanust K o(hopMIICHHIO - Ilouck AOMOJHUTENBHOMN
JIOKYMEHTOB". PexBusur 01- uHpopMaIuu 1Mo 3aJaHHOM
l'ocynapctBennsiii rep6 P®. PexBusut TeMe (pabota c
02- I'ep6 cyOBekTa PD u OoubIorpaduIeCKuMU
MYHHIIMITATEHOTO o0pazoBaHusl. MaTepuaIami,

PexkBuzur 03 -DmOnema opraHu3anuu CIIPaBOYHHKAMH,

win ToBapHbIil 3Hak. PexBusut 04- Kog KarajoraMu,  CIOBapsMH,
opranmzanuu. PexBuszur 05- VYkazanwue SHIUKJIOTICTUSMHU).

Ha OCHOBHOM roCyJapCTBEHHBIH
pEruCTpalMOHHBIN HOMEp
npennpustus. Peksuzur 06- Ykasanue Ha
UACHTU(UKAITMOHHBIN HOMEp
HAJIOTOTIATEIbIINKA/ KO IIPUYMHBI
IOCTaHOBKH Ha yueT. PexBusut 07- Kog
¢dopmbl  nokymenTta. PexBusur  08-




Pasnern/ tema
JOUCIIUITIIINHBI

Kypc

AynuTtopHas

KOHTaKTHas paboTta

(B akan. yacax)

JICKITUHN

nabopar.
3aHATHUA
MpaKTHY.
3aHATHS

CaMocTosiTenbHas
paboTa (B akaJ. yacax)

Bun camocrositennnHON
paboThI

dopma TeKylero KOHTpOJIs
YCIIEBAEMOCTH U
MPOMEKYTOUYHOM aTTECTANKI

Kop u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII 1N

HaunmenoBanue opranuzannu. PexBuzuT

09-CripaBounbIe CBEJICHHS 00
OpraHU3aIN. PexBuzur 10-
HaumenoBanue BHUIA JIOKYMEHTA.
PexBuzur  11-  Jlata  nmokyMeHTa.

PexBusut 12- PeructpanmoHHbiii HOMEp
nokyMeHTa. PexBuszut 13- Ccpuika Ha
pETUCTPAlIMOHHBIT ~ HOMEP H  Jary
nokyMeHTa. PekBuzur 14-  Mecro
COCTaBJICHUS WJIM M3JIaHUSl JOKYMEHTA.
PexBuzut 15- Cmenmenuss o0 axapecare.
PexBuzur 16 -I'pud yrBepxkacHUS
nokyMeHTa. PekBuszut 17-Pesomronus.
PexkBuszur  18-3aronoBok K TEKCTy.
PexkBuzur 19- Otmerka 0 KOHTpoOJE
Pexsusur 20- Texkcr JOKyMeHTa.
PexBusur 21- OtMmeTka 0 HaIMYAHU
npeaioxenuid. PexBuszut 22- Iloanwuce.
PexBuzur 23- I'pud cornacoBanus
nokymeHTta.  PekBuszutr  24-  Bussl
COTJIaCOBaHUA JI0KyMeHTa. PekBu3uT 25-
Ileyats. PexBm3ur 26-OtMmeTka 0
3aBepeHuM  komuu. PekBuszur  27-
OtMmeTKka 00 ucnonautene. Pexksusur 28-
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OtmeTKka 00 MCHOJHEHUM IOKYMEHTa U
HaMpaBJI€HUH €ro B Jeno. PexBusut 29-
OTMeTka O TIOCTYIUIEHHHM JOKYMEHTA.
PexBuzut 30- Nnentuduxarop
AIIEKTPOHHOW KOTIMU JOKYMEHTA.
CocraB PEKBU3UTOB, ux
MECTOpACIOJIO)KEHHE Ha  JOKYMEHTE.
Dopmyisip-oOpazer] JOKyMEHTa.
3. Tema: OcobenHoctu| 2 1\1 16 |HU3yuenue yueOHOTO YcTHBIHM ompoc. OIIK-4-3ys.
COCTaBJICHUS u odopMiIeHUs MaTepuaia, BoiHeceHHOro  |[IpoBepka MHAMBHIYaTbHBIX
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITEJIbHYIO | 3aJaHUI.
OcHoBHbIE TPYIIIbI JIOKYMEHTOB. npopaboTKy, MOATOTOBKA
Hopmarusnbie JOKYMEHTBI K TeKYILUM 3aHSITHSIM.
roCy/IapCTBEHHBIX OpTraHoB. -IloaroroBka BICTYILIICHUI
OpraHu3anoHHbIe JOKYMEHTBI C JIOKJIa/IaMHU.
MIPEeANPUATHS. JlomKkHOCTHBIE - [Touck nomoHUTENBHON
HMHCTPYKIHUU. PacniopsinutenbHbie uH(pOpPMaLIUHU TI0 33TaHHOM
NOKyMeHThl mpenmpustus. [Ipukaser mo Teme (pabora ¢
OCHOBHO JESITEILHOCTH. O6ubmorpapuuecKUMH
Pacnopsoxenus, peLIeHHUS. MaTepHaJaMH,
HHdpopmalioHHO-CTIpaBOYHbIE CIpaBOYHUKAMU,
NOKyMeHTHl. IIpoTokoisbl, mosnHas w KaTaJloTaMu, CJIOBapsIMHU,
Kpatkas ¢opma ux oGopMieHHs. AKTHI. SHIMKJIOTICTUSIMH ).

CnyxebHble u 00BSCHUTENBHBIE
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3aMHCKH. CrpaBku. CnyxeOHble
JTOBEPEHHOCTH. [Tucema, 10,4
KJ1accu(pUKaIus, CTPYKTYpa,
CTaHJIApTHBIE (pa3bl H  BBIPAKCHHS.
Hopwmbr  odummansHO-A€T0BOTO  CTHIIS
CIIy)KeOHBIX ~ JIOKyMeHTOB.  JlemoBoe
MUCHbMO  MEXIYHApOIHOTO  oOpasia.
®daxkcel, TenedoHorpammel. Jlorosopa,
KOHTpakThl. COBpPEMEHHBIE CIOCOOBI U
TEXHUKA CO3JIaHMS JIOKYMEHTOB.
4, Tema: IlpaBuiaa odopmiaenusi 2 | 1\1 16 |- U3ydyenue yueOHOTO Yeruwiit onpoc. Ilposepka| OIIK-4-3ys.
AOKYMEHTOB MO JIMYHOMY COCTaBY. MaTepHalia, BRIHECEHHOTO  |MHIWBHIyaIbHBIX 3aJaHUH.
[lonsiThe M CTpPYKTypa NEpPCOHAIBHBIX Ha CaMOCTOSITEIIbHYIO

JTAHHBIX. [IpuHaIeKHOCTH
MEePCOHAIBHBIX JaHHBIX: COOCTBEHHUK,
JepKaTellb u MOJIb30BaTelNb
nepcoHanbHbIX  JaHHBIX. CTpyKTypa
KaJpOBOM UH(OPMALIMOHHO-
JOKYMEHTAIMOHHOM CHUCTEMBI.

npopaboTKy, MOATOTOBKA

K TEKYLIUM 3aHATHUSAM.
-IToaroroBka BBICTYIUIEHUN
C JOKJIaJaMH.

- Ilonck pOMOJHUTEIHLHOU
uH(bOpMallUU TI0 3aJaHHOU

OdopmieHue TOKyMEHTOB TpH MPHUEME, TeMe (pabota c
YBOJILHEHUU U TEepeBojie pabOTHHKA Ha oubarorpaguuecKuMu
IPYTyI0 TOJDKHOCTh. AHKeTa. TpymoBbie MaTepuaIamH,

KOHTpakThl. [lpuka3el 1O JTUYHOMY CIIPaBOYHUKAMH,

COCTaBy. OcHOBHBIE PEKBU3HUTHI KarajoraMu,  CIOBapsSMU,

10




AynuTtopHas = :% e
KOHTaKTHas paboTa % g = x
Paznen/ Tema § (B axaz. Hacax) é 5 Bun camocrosdrenbHOM Pop M;;Z?;?;gif; I:ITPOM g qE) %
JMCIUTUTHHEI < . : S = paboTeI . 528
= g = z 2 ) MPOMEXYTOYHOHU aTTECTAluN 5 = E
5 & & g & % g =S
o O T < = < o = X
= g3 e8| O = <
o
JOKYMEHTOB W TIpaBHiIa UX 0(OPMIICHHUS. SHIMKIIOTICTUSIMH ).
Kpatkme  cBemeHmss 0  mpaBmiax
odopmIeHHS TPYIIOBBIX KHIDKEK,
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
pabOTHUKOB.

5. Tema: Opranmsanusi| 2 16 |- U3ydyenue yueOHOTO Yeruwiit  onpoc. Ilposepka| OIIK-4-3ys.
JAOKYMEHT0000poTAa. [onsatus MaTepHala, BRIHECEHHOTO  |MHIWBHIyaIbHBIX 3aaHUH.
JOKYMEHTOOOOPOT W OpraHM3anus Ha CaMOCTOSITEIIbHYIO
JTOKYMEHTO000pOTA. HopwmatugHo- popaboTKy, MOATOTOBKA
METOIUYECKas periaMeHTaIus K TEKYIIHM 3aHSTHSIM.

TOKyMeHT0o0opoTa. OCHOBHBIE TIpaBUIIa -IToaroroBka BBHICTYIUICHHIA

OpraHu3alui  JTIOKyMEHTOOOOpoTa Ha C TOKJIaJJAMH.

MPEIIPUSATHH. KavecTBeHHbIC - - [louck nOMOTHUTETHHOM

XapaKTePUCTUKH  JIOKYMEHTOO00OPOTA. UHPOpMALIUK TIO 3aJlaHHON

Knaccudukanus  AOKYMEHTONOTOKOB: TeMe (pabota c

TOPH30HTAJILHBIE, BEPTUKAJIbHEBIC, OoubIIMorpapuUECKUMH

BOCXOJISIIIME, HUCXOMAIINE, BXOJSAIIHE, MaTepHaJaMH,

ucxomsamue W BHyTpeHHue. [lomacuer CIPaBOYHUKAMH,

o0bemMa JOKyMEHTO000poTa. KarajoraMu,  CIOBapsMH,
SHIMKIIOTIETUSIMH ).

6. Tema: OcHoBHbIe mnpaBuiaa| 2 1 19,7 |- U3yuyenue yueOHOTO VYeruwiii  ompoc. Ilposepka| OIIK-4-3ys.
OpraHM3anuu padoThbl ¢ JOKYMEHTAMHU. MaTepHala, BHIHECEHHOTO  |MHIUBHIyaJIbHbBIX 3aaHUH.

OO6paboTka MOCTYHAOIUX JOKYMEHTOB. Ha CaMOCTOSITEJIbHYIO
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[lepBuunas o0OpaboTka JTOKYMEHTOB. popaboTKy, MOATOTOBKA
O6mme MpaBuiIa perucTparuu K TEKYIIIUM 3aHSITHSIM.
JOKYMEHTOB,  ()OPMBI  PETHUCTPAIUH. -IToaroToBKa BRICTYIICHUI
Ilepeqaya MOKyMEHTOB, pPacCMOTpPEHHE C JOKJIaJIaMH.
150 PYKOBOJUTEIIEM. ITopsimox - - Ilonck nonoaHUTENBHOU
HaIpaBJICHUs JOKYMEHTAa Ha UCIOJHEHHE uHbOpMaLlUK M0 3aJaHHOU
1 pabOThI UCTIOJHUTENS C TOKYMEHTaMHU. TeMe (pabota c
HUcnonnenne  nmokymenta. Buasl u oubIMorpaduIeCKuMU
(bopMbI KOHTPOJISt UCIIOJTHEHMUS, MaTepuagami,
cpokoBasg  KaproTeka.  OpraHuzanus CIPaBOYHHKAMH,
TeKylero xpaneHus nen. Homenknatypa KarajioraMu,  CIOBapsMH,
zell, oOme TpeOoBaHUs, BUJIBI SHIUKJIOTICTUSMU ).
HOMEHKJIATYP. CocraBnenue
HOMEHKIATypbl naen. DopmupoBaHHEe U
opopmienne gen. CucreMarusanus
JOKYMEHTOB B Jene. XpaHEHUE Jed.
[ToaroToBka TOKyMEHTOB K Iepeaaye Ha
apxuBHOE XpaHeHue. Kpurepuu o1eHKH
nokymeHToB. CocTaBiieHUEe ONHUCEH JIe.
Utoro mo pazneny [TpoBepka WHAMBUAYATBHBIX
3aJlaHu
Hroro 3a kype 2/2 2\2 99,7 IIpomesxyTounas
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Pasnern/ tema
TUCIHUTIINHBI

Kypc

AynuTtopHas

KOHTaKTHas paboTta

(B akan. yacax)

JICKITUHN

nabopar.
3aHATHUA
MpaKTHY.
3aHATHS

CaMocTosiTenbHas
paboTa (B akaJ. yacax)

Bun camocrositennnHON
paboThI

dopma TeKylero KOHTpOJIs
YCIIEBAEMOCTH U
MPOMEKYTOUYHOM aTTECTANKI

Kop u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII 1N

aTrrecranud — 3a4eT

2/l — B TOM 49HCIIe, Yachl, OTBEICHHBIC HA pa0OTy B HHTEPAKTUBHOU (popme.
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5 Ob6pa3oBaTesbHbIe M HHPOPMAIHOHHbIE TEXHOJIOTHH

Peanu3zanus KOMIIETEHTHOCTHOTO MOJXOJa IMPEIyCMaTpPUBAET HCIIOJIb30BAHUE B y4EOHOM
MPOLIECCE AKTUBHBIX W WHTEPAKTUBHBIX (OPM TMPOBEACHUS 3aHSITHIA BCOUYETAHUU C
BHEAYIMTOPHON PabOTO¥ C 1enbi0 (POPMUPOBAHUS M Pa3BUTHS MPOPECCHOHATHHBIX HABBIKOB
00yJaromuxcs.

I[Ipu oOyueHMHM CTYIEHTOB JAWUCHUIUIMHE «JlOKYMEHTHpPOBAaHHE  YIPaBICHYECKOM
JESITEILHOCTHY CIIEYET OCYIIECTBIATh CEAyole 00pa30BaTeNIbHbIE TEXHOJIOTUU!

1. TpaguuuoHHble o0pa3oBaTe/bHbIE TEXHOJOTHM OPUEHTUPYIOTCS Ha OPraHU3AIUIO
00pa30BaTeNLHOTO  TPOLIECCa, TMPEANOJATAIONIYI0 HPSIMYI0 TPAHCIANHAI0 3HAHWA — OT
IpenojaBaTelis K CTyAeHTY (IPEeUMYIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILIIOCTPATUBHBIX
METOJIOB OOyUCHUS ).

Dopmbl yueOHbIX 3aHAMULL C UCNOTL306AHUEM MPAOUUUOHHBIX MEXHON0UIL:

NudopmanrionHas  nekuus —  NOCHEAOBAaTENbHOE  M3JI0KEHHE  MaTepuana B
JUCHMIUIMHAPHOM JIOTUKE, OCYLIECTBIISIEMOE IPEUMYILECTBEHHO BepOaIbHBIMU CpPEICTBAMU
(MOHOJIOT TIpeno/1aBaTes).

[IpakTrueckoe 3aHATHE, MOCBSIIEHHOEC OCBOCHHMIO KOHKPETHBIX YMEHWW W HABBIKOB TIO
MIPEI0KEHHOMY aJlTOPUTMY.

2. TexHoJjiorun NMpPoOJIeMHOro 00y4eHHsI — OpraHu3anus 00pa30BaTEIBHOTO IpoIlecca,
KOTOpasi MpeArojaraeT MnocTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YU€OHBIX MPOOIEMHBIX
CUTYAIIMH 711 CTHMYJIMPOBAHUSI aKTUBHOM TTO3HABATEIILHON JIETEIHHOCTH CTY/ICHTOB.

Dopmbl yueOHbIX 3aHAMUIL C UCROIb306AHUEM MEXHOI02UIL NPOOIEMHO20 00yUeHUA:

[IpakTnueckoe 3aHaTHEe B (opMe TMpakTHKymMa — OopraHu3aius ydeOHOW paboThl,
HalrpaBJieHHas Ha pPEIICHHE KOMIUIEKCHOW Y4eOHO-TIO3HABAaTEIbHOM 3amauu, TpeOyromel oT
CTYZCHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKUX 3HAHUH, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOI0TMH MPOEKTHOr0 00y4YeHHMs — OpraHu3anus o0pa3zoBaTENILHOTO Ipoliecca B
COOTBETCTBUU C aJTOPUTMOM IMO3TAMHOTO pEUICHHs] MPOOJEeMHOM 3ajaud WU BBITOJHEHUS
yueOHoro 3amanus. [IpoekT mpenmnoyiaraeT COBMECTHYIO Y4eOHO-T03HABATENIbHYIO JAESITEIbHOCTD
TPYIIbI CTYIEHTOB, HAMpPaBIECHHYIO HAa BBIPAOOTKY KOHIEMIMHU, YCTAHOBIIEHUE LIelei U 3ajad,
(bOpMYIUPOBKY OKHUIAEMBIX pPE3YyJIbTaTOB, OMpEIeNIEHUE MPUHIMIOB M METOIUK pPEeUICHHS
MOCTABJICHHBIX 3aJa4, IJaHUPOBAaHUE XOJa pabOThl, MOUCK AOCTYMHBIX U ONTHMAaJIbHBIX
pECYpCOB, MOATANHYI pealli3alvio IUIaHa paboThl, MPE3EHTAIMI0 Pe3yIbTaTOB pabOThI, HX
OCMBICJIEHHE U pedIIeKCHIO.

OcHoenble munst NPOEKMO8:

TBopueckuil MpoOEKT, Kak MPaBUIIO, HE HMEET JEeTalbHO NPOPAOOTAHHON CTPYKTYpHI;
yueOHO-TI03HABATENbHAS JICATEIBHOCTh CTYJCHTOB OCYIIECTBISIETCS B paMKax paMOYHOTO
3aJlaHusl, TOAYUHSSACH JIOTHKE U MHTEPEeCaM YUYaCTHUKOB MPOEKTA, KaHPY KOHEUHOTO pe3yabTaTa
(razera, ¢puibM, Mpa3HUK, U3IaHUE, SKCKYPCHS U T.I1.).

4. NHTepaKkTUBHbIE TEXHOJOIMU — OpraHu3aIus 00pa3oBaTeIbHOTO IMpoliecca, KOTopas
MIpPENIoaraeT akTUBHOE M HEIMHEHHOE B3aMMOJICHCTBUE BCEX YYACTHUKOB, JOCTHIKEHHE Ha
3TOM OCHOBE JIMYHOCTHO 3HAYMMOIO Ui HHUX 0Opa3oBaTeNbHOTO pe3ynbrata. Hapsay co
CHELUATU3UPOBAHHBIMU  TEXHOJOTHSIMM  TakOro  poJa  MPUHLIMI  HHTEPAKTUBHOCTH
MIPOCTIEKUBAETCS B OOJBIIMHCTBE COBPEMEHHBIX 00Pa30BaTeNbHBIX TEXHOJIOTUIA.

Dopmbl yueOHbIX 3aHAMULL C UCNOIb306AHUEM CREYUATUSUPOSAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CemuHap-1ucKyccusi — KOJUIEKTUBHOE OOCYXKJIEHHE Kakoro-iubo CIOPHOTo BOIpOCa,
MpoOeMbl, BBIABIIEHHE MHEHHHA B TpyIme (MEXrpyHmoBOW IHANOT, AUCKYCCHS Kak CIOp-
JTAAJIOT).

5. HuHdopmManuoHHO-KOMMYHHKAIHOHHbIE  00pa3oBaTeibHbIe  TEXHOJOTHH —
Oopranm3aius 00pa3oBaTENBHOTO MPOIlecca, OCHOBAHHAS HA MPUMEHEHUH CIEIUATU3HPOBAHHBIX
MIPOrPaMMHBIX CPeJl M TEXHUYECKUX CPEJCTB PabOTHI C MH(POpMAIIHEH.

@opMbl  y4eOHBIX 3aHATHI C HCMOJIB30BAHHEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TE€XHOJIOTHIA:



Jlexuus-pu3yanu3anus — M3JI0KCHUE COJCPXKAaHHMS COIPOBOXKIACTCS  Ipe3eHTaruen
(memoHcTpanuel yq4eOHBIX MaTepUaANIOB, MPEACTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WJUTFOCTPATUBHBIX, IPahUUIeCKuX, ayauo- U BUJCOMATEPHAIIOB).

[IpakTudeckoe 3aHsTHE B POpME MPE3CHTAMU — IPEACTABICHUE PE3YAbTATOB MPOECKTHOM
WIA  UCCIENIOBATENLCKOW  JCATENBHOCTH C  HCIOJB30BAHMEM  CIICUATM3UPOBAHHBIX
MIPOTPAaMMHBIX CPE/ICTB.

6 YueOHO-MeTOAMYECKOE OOecTIeueHHe CAaMOCTOATEIbLHOM PadoThl 00y4aroIuXcst

Ilpumepnas cmpykmypa u cooepicanue pazoena:

Ilo oucyunaune «/[okymenmuposanue ynpagieHueckou 0essmenbHOCmy npedyCMOmpeHd
ayoOumopHas u 6HeayOUmopHas camoCcmosmenvHas paboma o6y4arWuUxcs.

Ayoumopnas camocmoamenvHas paboma CcmyOeHmos npeonoiazaem — 6blNOJHEHUE
npakmuyecKux pabom.

Ilpumepnuie ayoumopnsie npakmuueckue paoomot (AIIP):

AIIP Nel «Teopemuueckue 0CHOBbL 0€/10NPOU3B00CMEA OPCAHUAUUU .

Ilposooumcs 6 ¢popme  cemunapa no obobwenuro u  yenyoneHuro  3HAHUN NOHAMUUHO-
Kame20puaibHo20 annapama OUCYURIUHBL C 2TeMEeHMAaMU OUCK)Y CCUL.

Onpoc no mamepuanam nexyuu 1.

Deonoyusi  0oKymenma Kak Hocumens —un@opmayuu. Bo3Huknosenue u  passumue
omeuecmeeHHo20 O0enronpou3soocmea. [lenonpouzeoocmeo 6 cpedHue eexka (XI-XV 6s.).
Ilpukaznoe oenonpouszeoocmeo (XVI-XVII 6s.). Konnesxcckoe oenonpouzeoocmeo (XVIII s.).
Munucmepckoe Oenonpouzeoocmeo 6 Poccuu (XIX - uauano XX 6s.). locyoapcmeennoe
oenonpouzeoocmeo & cogemckoe gpemsa. Cospemennoe denonpoussoocmeo 6 PO.

AIIP No2 «Coepemennoe zocyoapcmeennoe pecyiuposanue 0e10npou3eoocmea ¢ P@y.
3axonooamenvrnoe pezyruposanue Oenonpouzeoocmea 6 P®D. dedepanvuviii 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U O 3auume uHgopmayuuy. PedepanvHwvili 3aKOH
«O Kkommepueckon matiney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccuiickoii
Deoepayuuy. Dedepanvuviti  3akon  «O  nepcoHanvHvix  0aumHvixy. Ilocmanosénenue
npagumenvcmea P® «llpasuna noo2omosxku npagosvix akmos GeoepaibHblX O0p2aHOo8
UCNOIHUMENbHOU 81IACMU U UX 20CYO0APCMBEHHOU PeLUCMPAaYUU Y.

Hopmamusno-memoouueckoe pezynuposanue oenonpoussoocmsa. 1 ocyoapcmeennasn cucmema
O0OKYMeHmayuoHHo2o obecnevenus ynpaesnenus. Obwue nonodcenus. Odbwue mpebosanus K
OOKyMeHmam u cuyscoam ooxymenmayuonrnozo obecnevenus (I'CAOY). T'OCT P 6.30-2003:
Yuugpuyuposanmnvie cucmemvl 0okymenmayuu. Yuuguyuposanuas cucmema opeaHuzayuoOHHO-
pacnopadumenvhou doxymenmayuu. I'OCT P 51141-98 Jlenonpouzsoocmeo u apxugHnoe oeio.
Tepmunvl u onpedenenus Tunogas uHCMpyKyus no 0eionpousso0cmas)y 8 heoepanibHblX 0P2aHax
ucnonnumensvuou enacmu. llepeyeHb Munogvix ynpasieH4eckux OOKyMeHmos, oopa3yiouuxcs 8
0esmenbHOCIU OP2aHU3ayull, ¢ YKa3anuem CpoK0o8 XpaHeHUsl.

AIIP Ne3 «Tpebosanus Kk 61ankam 0OKymMeHmoe ynpaeieHus).

Ilposooumcsa 6 opme cemunapa no obobuienuro u yeayoneHuro 3HAHULL C dNeMeHmamu
ouckyccuu. Ilonamue u 6uovl bnanxos. Obwuii oarank. bnank nucoma. bnank konkpemnozo euoa
ooxymenma. branxu ons pabomul ¢ unocmpannvimu komnanusmu. I'epboswiil bnank. Pexeusumoi
onanxa. IIpooonvroe pacnonodcenue pekeusumog oaanka. Yenoeoe gnazosoe u yenmpoganHoe
PAcnonodicenue pekeusumos O1aHKa.

Buinonnenue npaxmuuecko2o 3a0aus no COCMAGIEHUIO Y2108020 U NPOOONbHO20 00pasya
onanka.

AIIP Ne4d «Oouwgue npasuna oghopmnenusn ynpasieHueckux 00KyMeHmaoe.
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Ilposooumcs 6 ¢popme cemunapa no o00606wjenuro u yenyoneHuro 3HaAHUU ¢ I1eMeHmamu
ouckyccuu. Onpoc no mamepuanam aexkyuu 2. Ilpakmuueckoe 3HAKOMCMBoO ¢ oghopmieHuem
PEKBU3UMO8 OOKYMEHMO8 YNpaesieHus, Boinoinenue KOHmMpoabHbIX 3a0aHUll

AIIP No5 «Cocmaenenue 1u4HbIX 0OKYMEHN08).

Ilposooumcs 6 popme cemunapa no 06006wenur0 u yenyoieHuro 3HAHUL ¢ SAeMeHmamu
ouckyccuu. 3assnenus, asmoouozpaguu, pezrome, 1udHvle 0osepeHHocmu, pachucku. OcHogHble
PeKeU3UmMbl, NPABULA COCMABIEHUS U OPOopMIeHUs. Beinoanenue koumponbhvix 3a0anuil

AIIPNe6 «Paboma ¢ 00KymeHmamu, co0eprHcauiumu KOHQuUOeHyuanbHble C6e0CHUN).
Ilepeuenv ceedenuti konpuoenyuanbHoeo xapakmepa. Ilowamue Kommepyeckou mMAUHbL.
Ceedenus, omHocawuecsi K Kommepueckou matine. llopsiook eedeHus O0enonpou3eo0cmea
OOKYMEHMOB, CO0epHcaujux KoMMepyecKylo mauHy. 3awuma OOKYMEHMOS8, COO0epHCAUUX
KOMMEPUECKYI0 MAaiiHy.

Ilpumepnuie unousudyanvnuvie domawinue 3aoanusn (H/13):

H3 Ne 1 «Ponb O0OKYMeHMUPOBAHUA YNDPAGNEHUYECKOU OeAmeabHOCMU 6 pa3eumuu
obwecmea.

Pexomenoayuu no cocmagnenuio u 0opabomke KOHCHEKmMa J1eKyuu.

Paccmompenue oannoii memvl HeoOX00UMO HaAuame C U3YYEHUS OCHOBHBLIX NOHAMUL OAHHOU
oucyunaunvl.  Ilpu  smom  cnedyem  pazobpamvbcsi ¢ CYWHOCMbIO — Kame20puu
«/lokymenmuposanuey. bonee nodpobno credyem paccmompemv CMPYKMypy, COOEpHCAHUE,
yenu u 3a0ayu OUCYUNTUHBL, UCMOPUIO PA38UmMust 00Kymenmoobopoma. Jlaree HeobXooumo
U3yyuUms Cocmas HOPMAMuUGHO-Memooudeckol 06a3vl OOKYMEHMUPOBAHUS YNPABIeHUECKOl
0esAmenbHOCIU 8 COBPEMEHHbIX YCN08UAX X035aticmeosanus. OmoenvHo cledyem paccmompens
cmpame2uro  ynpaenenus OOKYMEHmamu 6 OpeaHusayuu, a makdce usydums ¢opmol
CO8pPEeMEHHOU OOKYMEeHMAayuu.

Knrouesvie cnosa: oOoxymenm, OoKymeHmuposaHue un@opmayuu, OOKYMEeHMUpOosaHue
VNPAGNeHYeCcKoU  0esamelbHOCmY,  KIUHONUCHL,  NOAUMUKA — YNPAGNeHUs  OOKYMEeHmAamu,
cmanoapmuzayus, cmpame2us Ynpaegienus 00OKyYMeHmamu, YHUpukayus.

3aoanue ons camocmosmenvHol pabomuwl:

1. M3yyums kamezopuanvHolil annapam.

2. Jlopabomamov mamepuanvl 1eKyuu.

3. Iloocomosumwscsi k pabome na nexyuu no meme 1. Ilosmopums eonpoc: cyuHocmo
Kamezopuu «/[oxymenmupoganuey (yuebHas oucyuniuna «/Jokymenmuposanue ynpasieH4eckoll
oesamenvHocmuy, rekyus Nel). Boims 2omosvim Kk 006CyscOeHur0 3mo20 80npoca 6 xooe JIeKYuu.

H][3 Ne 2 «Obwgue npasuna oghpopmienusn ynpagnenuecKkux 00KyMeHmoe».

Pexomenoayuu no cocmasnenuio u oopabomke KOHCnekma Jekyuu. M3yuenue mamepuanog
OAHHOU MeMbl Cledyem HAu4amv ¢ paccMompenuss mpebo8aHuil K 0QOpMAeHUIO PEeKEU3UMOS.
Takoice cnedyem uzyuumev cocmag peksusumos. Janee Heobxooumo pazobpamvcs ¢
NPUMEHEHUEM U PACNONONCEHUEM HA OOKYMEHMe PEeKEU3UMO8, ONpedelums ux oouue wepmol u
paznuuus. Kpome moeo, HysicHo OemanvHo pazoopamvcsi ¢ pasiudHblMu 6UOAMU MeKCma
O00KyMeHma: mpagapemuulii OOKyMeHm, ankema, mabauya, OJaHK.

Kniouesvie cnosa: eusa coenacosanus, 2pug o3HaxomaeHus, 0ama 0OKyMeHmd, 3a20J1080K

K meKcmy, UOeHMUGUKAMOp 21eKMPOHHOU KONnuu OOKyMeHmd, UHmMep8as, HNOONUChb, NoJle
OOKYMeHma, pecUuCmpayuoHHblll HOMep OOKYMeHmd, pe30Moyus, pPeKeU3Um, CmaHOapmubiil
aucm Oymazu, CColIKa HA PecUCMpayuoHHblll HoMep U 0amy OOKYMEeHmd, YO0CmOoGepeHue
0oKymenma, gpopmynap.

3aoanue ons camocmosamenvuol pabomol:

1. U3yyume kamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

16



3. [loocomosumucs k cemunapy.

3. [loocomosumubcs k pabome Ha aexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONB308AHUSA  A3bIKA 6  0elo60ol  nepenucke (VueOHAs — OUCYUNIUHA
«/loxymenmuposanue ynpasieHueckou oesamenbHocmuy, aekyus Nel). bvimb comoewviv K
00CYHCOEHUIO IMO20 BONPOCA 8 X0Oe JIeKYUl.

HJ[3 Ne3 «Ocobennocmu cocmagieHus u ohpopmnenus 0CHOGHbIX OOKYMEHM 08 YNPABIeHUA).
Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCHEKMA NeKYUU.

Paccmompenue Odannoti memvt HeoOX00umMo Hawamv ¢ aAHAIU3A OCOOEHHOCMeU OQUYUATLHO-
0€1068020 CMUsL NO CPABHEHUIO C XYO00HCECMBEHHbIM, NYOIUYUCMULECKUM, HAYYHbIM, Y4eOHbIM,
PA32080PHBIM CIMUNAMU SA3bIKA.

Llpu 5mom HysHcHO NOOPOOHO U3YUUMD JIeKCUYECKUEe 0COOEHHOCMU OOKYMeHmOo8. ynompebienue
NApoOHUMO8, NJIeOHA3MO8, UCNONIb308aHUe pedesblX Kauute. [locne amozo cnedyem paccmompems
opghoepaguueckue ocobennocmu OOKyMeHmo8. nNpuUMeHeHue NPONUCHbIX OYKE8 8 2eocpaduyeckux
HA38AHUAX, HAUMEHOBAHUAX OP2AHUZAYULL.

Kpome moeco, Heobxooumo obpamums 6Humanue Ha opgoepaguueckue 0cobeHHOCmuU
OOKYMEHMO8. NpumMeHeHue HNPONnuUcHvlX OVKE 6 2eocpaguueckux HA38aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax orce crnedyem 6visACHUMb HaubOoOLee pPACNPOCMPAHEHHble 8 OOKYMEeHmMAax
OWUOKU CUHMAKCUCA U NYHKMYAYUU. NOPSOOK CI08, CO2NACOB8AHUE NOONIeHCAUe20 U CKA3)eMOo2o,
npuyacmusle u oeenpudacmusle 060pomul, C108000PA308AHUSL.

Knrouesvie cnosa: abbpesuamypa, nakoHuzm GQopmynuposox, HeumpaibHas IKCHPeccUusHas
OKpACKa A3bIKA, HEON02U3M, OQUUUATbHO-0e10680U CMUlb, NOJHOMA UHGOPMAYUU, CUHOHUMDI,
masmono2uu, ppazeonocusmol.

3aoanue ons camocmosamenvHol pabomal:

1. U3yuums kamezopuanbhslil annapam.

2. Jlopabomamov mamepuansl 1eKyuu.

3. Iloocomosumvca k pabome mna aexyuu. Iloesmopums eonpoc: opgocpapuueckue
ocobeHHOCmU OOKYMEeHmOo8 (yuebHas oucyuniuna «JJokymenmuposanue Ynpasienueckoll
oessmenvHocmuy, nekyus Ne3). Boimb 20mosvim K 00CYsHCOeHUI0 3M020 80NPoca 8 Xooe JeKYuu.

HJ[3 Ned «Ilpasuna ohopmaenus 00KymeHmoe no JudHOMYy COCHABY).

Ilpu usywenuu OaHHOU memMbl CMYOEHMAM HeoOX00UMO pazobpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpaeieHus Ookymenmamu. Ocoboe 6HuMaHue ciedyem YOoeaums
PACCMOMPEHUIO NPOYeOYypbl NPOEKMUPOBAHUSL U 6HeOpeHUs: OOKYMeHMHbIX cucmem. Taxoice
cnedyem oCmaHo8UMbCsL Ha 0COOEHHOCMSX MOHUMOPUHEA U AyOUmMa OOKYMEHMHbIX CUCTEM.
Bonee oemanvro neobxooumo paccmompems CyuHOCHb 00A20CPOYHOU NPOSPAMMbL 0OVUeHUs.
nepcoHana opeanuzayuu 8 obnacmu YnpaeieHus OOKYMEHMAaMu U NPUMEHEeHUs 00y4arouux
UHCMPYKYULL, BKIIOUASL 00VUAIOWYI0 UHCMPYKYUIO CEKPEMapsi.

Kniouesvie cnosa: ayoum ynpasnenusi OOKyMeHMAMU, KOHEEPMAYUs, MemoOOa02Ust 6HeOPEeHUs,
Mucpayus OOKyMeHmo8, MOHUMOPUHE, HAOEHCHOCHb OOKYMEHMHOU CUCTEeMbl, NPOEKMUPOBAHUe
OOKYMEHMHOU CUCMeMbl, PACHpeOesieHHoe YNPAGIeHue, peSyaupylowas cpeoa, cmpameust
VAPasaeHusi OOKYMEHMAMU.

3aoanue ons camocmosamenvHou pabomoi:

1. U3yuume kameeopuanvHwlil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumucs k cemunapy.

4. [loocomosumucs k pabome na aexyuu. Ilosmopums 6onpoc. oowjas xapakmepucmuxa
OOKYMEeHmMHbIX — cucmem  (VuebHas — Oucyuniuna  «JoKymenmupoganue YNpasieH4ecKoll
oesamenvHocmuy, rekyus Ned). Boims 20mosvim K 00CysHcOeHUI0 3M020 80Npoca 6 Xooe JeKYUU.

HJ[3 Ne5 «Opzanuzayus 00KymeHmoooopoma.
Pexomenoayuu no cocmagnenuro u 0opabomke KOHCHEKMA NeKYUU.
B nauane cnedyem paccmompems mepmunsl «0eI0NPOUIBOOCNBO», «OOKYMEHMAYUOHHOE
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obecneyenue  YNpasieHusy,  «OOKYMEHMUposanue  uUHpopmayuuy,  «OOKYMEHMUPOBAHUe
VAPABIEeHUeCKOU 0eameNbHOCUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pOmy.

Hanee neobxooumo uzyuums opeanuzayuro O0oKymenmoobopoma. Taxoce HYdHCHO NOOPOOHO
NPOAHATUIUPOBATNL OCODEHHOCMU PAOOMbL C BXOOAWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome  moco, HeobxoOumo  ocmanosumvcs  HA  UBYYEHUU — MeMmO008  COKPAUjeHUs
00KyMenmoobopoma.

Credyem yoenumsv HUMAHUE COOEPHCAHUIO KOHMPOL UCNOIHEHUS OOKYMEHMO8, €20 IManam u
MEXHONI02UU.

Knouesvie cnosa: eHympeHnuti  OOKyMeHm, 6X00suwuil  OOKYMeHm, O00KYMeHmoobopom,
OOKYMEHMONOMOKY, — UHPOPMAYUOHHO-NOUCKOBASL — cucmemd, — UHOeKcayusi — OOKYMeHmd,
ucxoosawull  OOKyMeHm, Kamanoe, 00vemM OO0KYMEHmMOooOopoma, pAyuoHAlIbHOe OBUNCEHUE
OOKYMEHMO8, — pecucmpayuoOHHO-KOHMPOIbHASL — KApMoyKa,  pesucmpayusi  OOKYMeHmA,
MEXHOI02UYECKAS CXeMA OBUNCEHUS OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmosmenvHol pabomol:

1. H3yyume kamezopuanbHulii annapam.

2. Jlopabomams mamepuansl 1eKyuu.

3.Iloemopums 6onpoc: opeanusayus OoKymeHmoobopoma. bvimb comoevim K 00OcysicOenuio
9MO20 BONPOCA 8 X00e NeKYUU.

HJ[3 Neb6 «OcHnoenble npasuna opeanuzayuu paGomol ¢ 0OKyMeHmMamuy.

Pexomenoayuu no cocmagnenuro u 00pabomke KOHCHeKMa JeKYuu.

Paccmompenue oannou membl HeOOXOO0UMO HAYAMb C U3YYEHUS POAU  UHDOPMAYUOHHO
CnpasouHoll pabomsl CiyrHcObLL 0eLONPOU3BOOCMBA OP2AHUZAYUU.

Ilpu smom credyem obpamums GHUMAHUE HA 6UObL, IMANbLL  PaA3pPabOmKu, pPazoeivl
HomeHkaamypul Oel. Takoce He0OX00UMO YACHUMb, KAK OCYUeCmEIsemcs meKyuee XpaHeHue
OOKYMEHMO8 U UX UCNOIb308AHUE.

Ymo o3nauarom «iucm-3amecmumendy, «<Kapmazamecmumenby?

Kpome moco, credyem oxapaxmepuzosamov 5KCnepmusy YEHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0hOpMIEHUE ee Pe3Ylbmamos, pabomy 3KCHePMmHOL KOMUCCUU.

Takoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUS U
UCNONb308AHUSA KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlasiee HYHCHO U3y4ums KaAHALbl 803MONCHOU
ymeyku uHgopmayuu u ympamsi 0OKyMeHmos. H 6 saxnouenue Heodxooumo paccmompems
mpebosanusl K U320MOBIEHUIO, Y4emy, UCNOIb308AHUIO U XPAHEHUIO 2epO0BbIX OIAHKOS.
Knrouesvie cnosa: axm, deno, 0oneocpounoe xparenue 0OKyMeHmos, 00CMyn K 0OKYyMeHmdaM,
KOHMPOb Oetucmeuil, KOHMpOIb MECHONOLONCEHUsT OOKYMEHMA, HOMEHKIAmypa oei, ONuchy,
NPUMEPHASL HOMEHKILAMYpa Oell, meKyujee Xpanenue 00OKyMeHmo8, munosas HOMeHKIamypa oel,
CBOOHAsL HOMEHKIAMypa 0ell, VHUUMOdCeHue OOKYMEHMO8, IKCNepmu3d YeHHOCmu OOKYMEeHmA.
LI'epbosviii bnamnk, epugh oepanuvenus docmyna Kk OOKyMeHmy, 3aujuyeHHuiti OOKYMeHmoobopom,
KOMMepYecKasi maind, KOH@UOECHYUATbHbIL OOKYMEHNM, NPOMbIULICHHbIN WHUOHAMIC, YZPO3bl
OOKYMEeHmMam, YeHHAas UHGHOpMayusi.

3aoanue ons camocmosmenvHou pabomoi:

1. U3yuume kameeopuanvHblii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.

4.Iloemopums 80npoc: dKCnepmu3a YeHHOCmu OOKyMeHmos. bvimb comoebim Kk 00CyscOoenuio
9MO20 BONPOCA 6 X00e NEeKYUU.
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Ilpumepnaa memamuxa peghepamoe.
3uauenue 0enonpouz8o00cmea 8 dHeKmusHoOM YnpasieHuu opeanu3ayuel.
Cmpyxkmypa u ocobennocmu pabomul ciyxcovt JJOY 6 paznuunvix opeanuzayusx.
Cospemennas HopmMamueHo-npasosas 6aza OoKymeHmupoganus 6 P®.
OchosHble 00KYMeHmMblL YNpasieHus u mpebo8anus K ux oghopmieHuro.
Kaoposvie doxymenmol u mpebosanus K ux ogopmienuio.
Ocobennocmu cocmasnenusi nucem (0enogvle NUCbMA HA PYCCKOM U UHOCMPAHHBIX
AZbIKAX, DTIEKMPOHHbIE NUCLMA).
Opeanuzayust pabomul ¢ OOKyMeHmamu ¢ npumenenuem cogpementvix IT.
Ocobennocmu pabomoi ¢ apxusHvimu 0okymenmamu. Co30anued1eKmpoHHbIXAPXUBOS.
Cpeocmea obecneuenus 3awumoel uHgopmayuu npu pabome ¢ KOHGOUOCHYUATbHLIMU
.OOKYMEHMAaMU.
10. 3aoauu cayxcowt JIOY.
11. [lenonpousz600cmeo — 0CHO8bI MEXHOI0SUU YNPABTEHUSL.
12. Jloxymenmoobopom u e20 0CHOGHbIE IMANDL.
13. Tpebosanus k oghopmaenuro OOKyMeHmos.
14. OcHosmuvie 0okymenmol YnpaesieHus.
15. Pexsuzumsi ynpagnienueckux 0OKyMeHmMo8, npasuia ux oQhopmieHus.
16. Opeanuzayuonno-pacnopsoumenvHole OOKYMEHMbl, UX COCMABIEHUe U 0PopMIeHUe
17. Texywee xpanenue oen.
18. Ilepeoaua dokymenmos na apxusroe xpaneuue.
19. Cnpasouno-ungopmayuonnsvie OOKyMeHmbl, UX cocmasienue u ohopmieHue.

ok whE

© N
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7 OIIeHO‘lHLIe cpeacrea IJisi MIpOBECACHUSA HpOMe)KyTO‘lHOﬁ aTreCTanmuu

a) HHaHpreMbIe Pe3yJdbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CPEACTBA IJIA IPOBECACHUSA HpOMe)KyTO‘lHOﬁ aTreCranum:

CTpyKTypHBIi
JJIEMEHT
KOMITETEHIINU

[TmaHupyeMble pe3yIbTaThl 00yICHUS

OreHOYHBIC CpeacTtaa

OIIK-4 cnoco0HOCTBLIO HaXO0IUTh OPraHu3alluOHHO-YIIPABJICHYECCKUE PCIICHUSA B l'[pO(l)CCCI/IOHaJII)HOi/i JCATCJIBbHOCTH U TOTOBHOCTb HECTH 3a HUX

OTBECTCTBCHHOCTD
3HaTh Teopernueckre BONPOCH:
1. Yro Takoe JOKYMEHT, C KaKOH LIEJbI0 OH MOKET CO3/1aBaThCs?
2. KakoBbI 0COOCHHOCTH JEIOBOTO OOIICHUS M MyOJIMYHBIX BBICTYIUICHUI?
— TEXHOJIOTMH NPUHATUA 3. KaxoBbl OCHOBHBIE IPU3HAKHU KJIACCU(PHUKALIUH JOKYMEHTOB?
OpraHU3aIMOHHO- 4. UYro noHMMaercs MoJ| TOKYMEHTAIMOHHBIM 00eCieueHneM yIpaBieHus?
YIIPaBICHYECKUX  pEIICHHH B 5. B dewm cyrb cranmapTuzanuu U yHupukanuu 1okymeHToB? Kakue pa3pabaTbiBatoTCs CTaHIAPThI?
NPODECCHORATLHOIT 6. Uewm ornmuaercs odopmiieHHE PEKBH3UTOB 00IIEro OJ1aHKa OT OJlaHKa michma?
7. KaxoBbl OCHOBHBIEC PEKBH3HTHI, HCIIONb3YyeMbIe sl 0pOpMIIEHHUS TPUKa3a U PACHIOPSHKEHHS.
ACATCILHOCTH, BO3MOXKHBIC 8. Kakwue GpopMbl IPOTOKOIOB MOKHO HCIIONIB30BAThH B YIIPABICHYECKOW JIESITENBHOCTH, B YEM UX OTIHYHE?
TIOJIOKUTCJIBHBIC u 9. VYkaxute OCHOBHbIC TpeOOBaHUs K 0()OPMIICHHUIO JIEIOBOTO MHChMA.
OTpHIIATEIILHBIC MOCJIEACTBUS 10. Kaxue KOMIUIEKCHI TOKyMEHTALMH BKJIIOYAeT B ce0s KaapoBasi HHPOPMaIMOHHO-TOKYMEHTallMOHHAS chcTeMa?

MPUHUMAEMBIX PEIICHUM.

11. B 4em ocobeHHOCTH 0hOpMIIEHHS TIPUKA30B 10 JUIYHOMY COCTaBY?
12. Yro moHuMaeTcs 1o opraHu3ainuei JoKkyMeHToooopora?
13. Yto Takoe cxeMbl JOKyMEHTO000pOTa, 3a4eM OHU HYXKHBI?

YMeTh

— (dopmyIupoBaTh
aJIbTEpPHATHBHBIE BapHaHThI
OpraHu3aIMoHHO-
YIPABJICHYCCKUX  PCIICHUH U

HaXoaUuThb u3 Hux quciia
OIITUMAJIBHBIC OpPraHU3allMOHHO-

yIpaBJICHUYECKUE pEIIeHUs B
npodeccuoHaIbHON
JEeSATENbHOCTH;

— TPUMEHSATH BO3MOJKHBIE
MOJIOKUTETIbHBIE u
OTPULIATENIbHBIE  TOCJEACTBUS

KomrirekT TecToBhIX 3amanuii: Nel

1. ®opmymsip — 3T10:

a) OCHOBHas (popMa JOKYMEHTa, (PHKCHPYIOIIAs [IPAaBOBbIE OTHOLIEHHS B JIpeBHEPYCCKOM roCyIapCTBe;

0) o0co00 BbIIETaHHAS KOXKA JKMBOTHBIX, NPHMEHSBIIASACS B KayeCTBE OCHOBHOIO MaTepuajga Ui IIHChbMa B
JpeBHEPYCCKOM rocyaapcTBe;

B) CAMOCTOATEIBHOE MOAPAa3IeTIeHHe, OCYIIECTBIIIONIEee IeTONPOU3BOICTBEHHYIO IeSTEeNbHOCTD;

') THIIOBas ycroiunBas opma (00paserr) OTACNbHBIX HAOOIee PacpOCTPAHEHHBIX TOKYMEHTOB.

2. YcraHoBieHHEe equMHOOOpa3usi cocraBa W (OPM YIpaBIEHYECKHX IOKYMEHTOB, CO3JaBaeéMbIX IPH PEIICHHU
OIHOTHITHBIX YIIPABICHYECKHUX ()yHKIIMIA:

a) YHU(UKAITHS,

0) cepTuduranms;

B) KOAMPOBAHUE;

T') TOKYMEHTHPOBAHUE.

3. OO0s3aTenbHEIM YCIOBHEM JUIsl BKIIIOYCHHS HH(OpMAIMH B WH(QOPMAIMOHHBIE PECYPCHI, OCYIICCTBIIIEMOrO B




CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

IIPUHAMAEMBIX OPTraHU3aMOHHO-
YIIPABIEHYECKUX peLIeHH,
OIICHUBATh 3P PEKTUBHOCTD
YIPaBJICHYECKUX PEIICHUN.

TIOpsIIKE, YCTaHABIMBAEMOM OpIaHAMH T'OCYJapCTBEHHOM BIACTH, SIBIISICTCS €e:
a) CTaHIapTU3AIHS;

0) 3amura;

B) JOKyMEHTHPOBAHHE;

T') BBIKYII TOCYJApPCTBOM y YACTHBIX JIHII.

4. CpencTBOM yCTpaHEHHS «OyMaKHOTO OyMay SIBIISETCS:

a) KOMITBIOTEepU3aIHs JAEIONPOU3BOACTRA;

0) yHu(UKaKs TOKYMEHTOB;

B) KJlaccu(UKays JOKYMEHTOB;

T') IPUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU

5. 3HaueHue JOKYMEHTAIIMOHHOTO O0ECTIeUeH s YIIPaBIICHUS ONPEACIsIeTCs:
a) KOMMYHHKAIUSAMUY;

0) unenTuduKanyei;

B) (ukcanuen;

T) cyneOHBIM pa3oupaTeIbCTBOM.

6. B mpaBoM BepXHEM yrily IOKYMEHTOB PACIIONAratoTCs CIEYIOIUe PEKBU3HUTHI: a)
rpud coriacoBaHus;

6) oTMeTKa 0 KOHTPOJIE;

B) rpu yTBepKICHNUS;

T) ajpecar.

7. B 1eBOM BepXHEM YTy JOKYMEHTOB PacIolararoTcs CIeAYIOUIHe PEKBU3UTHL:
a) pe30TIOIS;

0) oTMeTKa 0 HaJHMYUH MPUIOKEHNUS;

B) OTMETKA 00 HCIIOTHUTEIIE;

T) KOJI OpTaHU3aIHH.

8. B mpaBoM HIKHEM YTITy pacIioNararoTcsl peKBU3HTHI:

a) OCHOBHO# rocynapcTBeHHBIH peructparmuonnsiii Homep (OI'PH) ropumimaeckoro
BIER

0) Koz (OpMBI JOKYMEHTA;

B) UIEHTU(UKAIIMOHHEIN HOMep HajoromiaTensmmuka (MTHH);

T) rpu¢ OrpaHIYCHUS JOCTYIA K JOKYMEHTY.

9. B 71eBOM HIDKHEM YTy PacIioiaraloTcsi peKBU3HUTHL:

a) KO IPUYHHBI TOCTAaHOBKHU Ha YYET;

0) OTTHCK ITeYaTH;

B) BH3HI;

T') OTMETKa 00 WCITOTHUTEIE.

10. K B3anMOHCKITIOYAOINM PEKBU3UTAM OTHOCSTCS:
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CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

a) smMOieMa opraHu3aliy ¥ rocy1apcTBEHHbIH repo Pd;

0) Ko opraHM3anyy 1 KoJl OPMBI JJOKYMEHTA;

B) pErHCTPaIlMOHHBII HOMEp JOKYMEHTA U CChUIKA Ha PETHCTPALMOHHBIH HOMEp U
JIaTy JOKYMEHTa;

) Tpu( yTBEpP>KACHUS U 11€9aTh.

11. Ecnu opranuzanyis NoIBeIOMCTBEHHA OJJHOBPEMEHHO HECKOJIBKHM OpraHam
YIIPaBJICHUs, TO B Pa3HBIX CUTYALUSIX YKa3bIBAETCS:

a) HEeMOCPEACTBEHHO BBILIECTOSIIIAsE OPraHu3aIys;

0) camasi rJIaBHas BBIILIECTOSIIAS OPTaHU3ALIHSL;

B) He OoJiee Tpex CTENeHe! MOBEIOMCTBEHHOCTH;

T') HE yKa3bIBaeTCs HH OJ[HA BBIIIECTOAIIAs] OPTaHU3aLHS.

12. JlaTo#t fOKyMeHTa MOXeT OBITh JaTa:

a) ero HaNMCaHUs U COrJIAaCOBAHUSI;

0) ero moamUCcaHus;

B) €r0 YTBEPKACHUS;

T') IPOBEJICHUS 3aceIaHus, Ha KOTOPOM MIPHUHATO PEIICHHUE.

13. laTbl B JOKyMEHTaX MOT'YT ObITh O()OPMIICHBI:

a) 22. 08. 1997,

6) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUIIYTCS, KaK [IPABHJIO, OT PYKH:

a) BU3a;

0) peomonus;

B) TIOJIIHC;

T) aJpecar.

15. K xakuM peKBU3UTAM OTHOCSITCS CIIOBA!

a) «Bepro» A)
0) «/ms cryxxebHOTO TTONB30BaHU» bB)
B) «3aMedaHus mpuararrcs B)
r) «IlerpoB M.K. 924-76-40» TI')
16. PEKBU3HT «IIOAMUCEH) Ha Pa3HBIX JOKYMEHTaX BKIJIIOYAET:

a) JINYHYIO POCIHCH aBTOPA JOKYMEHTa;

0) TMYHYIO POCIIMCH PYKOBOIUTENS U €€ pacIIu(ppOBKY;

B) yKa3aHUE JODKHOCTH, JINYHYIO POCIIUCH PYKOBOIUTENS U €€ PacIiIi(pOBKY;

T') YKa3aHHe JOJDKHOCTH, HAMMEHOBAHUE OpTaHHU3ALMH, JINYHYIO POCIHCH PYKOBOIUTEIIS,
ee pacImuQpoBKy.
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CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa

Brnanets

—  TEXHOJOTHSIMHU MIPUHATHUSA
OPraHu3alMOHHO-
YIPABICHUYECKUX PEUNICHU B

npoecCuoHAIBHON
NESATEILHOCTH H  OICHKH  HX
s dexTuBHOCTH;

— CIOCOOHOCTBIO HECTH
OTBETCTBCHHOCTH 3a
MOCIICICTBUS MIPUHUMACMBIX
OpraHu3aIMOHHO-

YIPaBICHYECKUX PEIICHUN.

[IpakTiueckne 3amaHus:

Kpoccsopa 1.

[o ropuzoHTanu: 1) 3amuck MHGOPMAIMK HA Pa3IMYHBIX HOCHTEJSX 110 YCTAHOBJICHHBIM IMPAaBMIIaM; 2) YCTAaHOBJICHHE
KOJIMYEeCTBA M COCTaBa JIOKYMEHTOB B €AMHHIAX ydeTa M (hUKcalus NPUHAIISKHOCTH Ka)IIOW €IWHUIBI ydera K
ONpeIeNIEHHOMY KOMILIEKCY U OOLIEMY MX KOJIWYECTBY B YUETHBIX JOKYMEHTaX; 3) YUETHBIH JOKYMEHT, CONep KalInit
Ha3BaHWE, CBEJCHUS O KOJMYECTBE, COCTaBE JIOKYMEHTOB ()OH/IAa M MECTE€ ero XpaHeHHs, NpenHa3HaYeHHbBIH I
LEHTPAJIM30BAHHOTO y4YeTa JOKYMEHTOB; 4) mepedeHb O(UIMAIBHBIX HAUMEHOBAaHMH XPaHSIIMXCS, BBIOBIBIIMX M
MOCTYMAIOIIMX apXUBHBIX (DOHAOB B MOpPSIKE BO3PACTAHHs IPHCBOCHHBIX WM HOMEPOB; 5) TNpeqyCMOTpPEHHbIE
HOPMAaTHBHBIMHM JJOKyMEHTaMH YCJIOBHSI MCIOJIb30BaHMUS apXUBHBIX M KOH(UAECHIMAIBHBIX JOKYMEHTOB; 6) HU(poBoe
w/unn OykBeHHO-IIM(poBoe 0OO3HAUCHHE Jefla B HOMEHKIAType el OpraHu3aluH, HAaHOCHMOE Ha ero OOJOXKKY; 7)
CBOWMCTBAa JOKyMEHTa, OOYCIAaBIMBAIOLIME €ro KyJIbTypHOE, HAydHOe M T.I. 3HAUCHHE; §) BOCCTAHOBJICHUE
NEpBOHAYAJIbHBIX WA 6J'II/I3KI/IX K TII€pBOHAYAJIbHBIM CBOMCTB U BHEIIHHX IIPU3HAKOB AapXHWBHOI'0 JTOKYMCHTA,
TMIO/IBEPIILIEr0Cs MOBPEXKACHHUIO WM Pa3pyLICHUI0; 9) CpeACTBO TUPAKUPOBAHUS JTOKYMEHTOB; 10) ydeTHBIH JOKYMEHT,
COZIepIKaIlMi MepeYeHb JOKYMEHTOB Jiefla C YKa3aHWEeM IOPSIKOBBIX HOMEPOB JIOKYMEHTOB, MX MH/EKCOB, Ha3BaHWH,
JaT, HOMEPOB JIMCTOB, 11) TMPUMCHECHUEC I/IH(bOpMaL[I/II/I JAOKYMEHTOB B KYJIbTYPHBIX, HAYUYHBIX U T.II. HEJIAX, a TAKXKE I
obecrieyeHns] 3aKOHHBIX IPaB M HMHTEPECOB TpaxkgaH; 12) CIpaBOYHUK, B KOTOpPOM HH(pOpMaIMsi O JTOKYMEHTax
PAcIoNIOKeHa B COOTBETCTBUM C BHIOpaHHON cxeMoil knaccudukanuy; 13) ZOKYMEHT, ITOTHOCTBIO BOCIIPOHU3BOASIINIA
MH(POPMALUIO MOAIMHHOIO JOKYMEHTAa M BCE €ro BHEIIHHWE IPH3HAKH WIM 4YacTh MX, HO HE MMEIOLIMI IOpHANYECKOH
cuibl; 14) M3MeHeHHe IepBOHAYANIBHBIX (PU3UKO-XMMHUYECKUX CBOMCTB JIOKYMEHTa IO BO3JCHCTBHEM BHEIIHHX H
BHYTpEHHUX (DakTOpOB; 15) MepBbIid MM €IMHUYHBINA IK3EMIULIP O(QUIMANBHOrO JOKyMeHTa; 16) IopuanuecKoe Wi
¢u3HYeckoe MO, B AEATEIBHOCTH KOTOPOro oOpasyeTcss MOKYMEHTaIbHBIH (GoHI;, 17) CpencTBo XpaHEHUS
JOKYMEHTOB.
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CTpyKTypHBIii
JJIEMEHT
KOMITETEHIINT

[Tnmanupyemble pe3yabTaTsl 00ydeHUs

OreHOYHBIE cpeacraa
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[To BepTukamu: 1) IBIKEHHE HOKYMEHTOB B OpPraHM3alM¥ C MOMEHTAa MX CO3JaHUS WIH NOJYYECHHUS OO 3aBEpIUCHUS
UCIIOJIHEHMS WM OTHpaBiieHus; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE II0 YCTAHOBJIEHHOH (opme, pUKCUpyromas
(daKT ero co3maHMs, OTIPABICHUS WIM HONy4eHHs; 19) HOKYMEHT WM COBOKYIIHOCTb HOKYMEHTOB, OTHOCSIIMXCS K
OJHOMY BONPOCY WM YYaCTKy [IESTEIHHOCTH M IIOMEUICHHBIX B OTHCNIbHYIO O0NMOXKYy; 20) opraHmzanus WiId
CTPYKTYpHOE TOIpa3AelieHHe, OCYIIECTBILONIee JIUTEIbHOE WIH IOCTOSHHOE XPaHEHHEe OKOHYEHHBIX JOKYMEHTOB C
LEJbI0 UX MCIOJIb30BaHus;, 21) CpecTBO KACCOBOIM OPIrTeXHHUKHU; 22) KOIHMS YacTH TEKCTa JOKyMEHTa, opopMIleHHas B
YCTAaHOBIICHHOM Mopsiike; 23) CpPeacTBO HM3TOTOBICHMS HW300pa3UTENBHBIX JIOKYMEHTOB; 24)  CHelHaIbHO
000pyZOBaHHOE IIOMEIIEHUE I XPAHEHUS AapXUBHBIX JTOKYMEHTOB; 25) IOBTOPHBIM JK3eMIUIp IOJUIMHHHKA
JIOKyMEHTa, UMEIOIINI IOPUINYECKYI0 CHly; 26) (u3uueckoe WM IOPUIUYECKOE JIMIO, CO3/AaBliee AOKyMeHT; 27)
OopHULIHUATBHBI JOKYMEHT, MMEIOIINHA IOPUANYECKYIO CHIY H COAep KAl HH(POpMAIMIO O MpexMeTe 3ampoca,
yKa3aHHEM ITOWCKOBBIX IAHHBIX JOKYMEHTOB; 28) OTOOp JOKYMEHTOB Ha XpaHEHHWE WIM K YHHYTOXEHHIO, a TaKKe
YCTaHOBJICHHE CPOKOB UX XPaHEHHUS Ha OCHOBE NPUHATHIX KPUTEPHEB.

L7 ]

IIK-14 — Cnoco0HOCTb OCYlIECTBJISITh JOKYMEHTHPOBAHHE XO0351iiCTBEHHBIX ONepaluii, MPOBOAUTH y4YeT JIeHEKHbIX CPelCTB, pa3padaTbiBaTh
pabo4nii MJIaH C4eTOB OYXTaJTEPCKOro yueTra Opranu3anum u GopMupoBaTh Ha ero OCHOBe OyXraJTepcKHe NPOBOJIKH

3HaThb

UCTOYHUKH
uH(pOpMaIny,
3aKOHOJIATeJIbHbIE U JApYrue

Teopernueckre BONPOCHI:
1. C xakoil menmpl0 pa3pabaThIBAlOTCS WHCTPYKIMHA IO JENOMPOU3BOICTBY, HYTO B HHX HEOOXOIUMO
TIPEyCMOTPETH ?
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HOPMAaTHBHbIE
perynupymoluue
JOKYMEHTUPOBAHUE U YyYeT
XO35MCTBEHHBIX OIlepaluil Ha
NPEANPUATHSIX  Pa3IMYHBIX
(dhopM COOCTBEHHOCTH, B TOM
Ylclie MO YYeTy JEHEXHBIX
CPEICTB;

METO/IUKY yuera
XO35MCTBEHHBIX OIEpalui Ha
cyerax OyXrajnaTepckoro

y4era;

aKTEI,

YKaXnUTe TEXHOJIOTHIECKYIO TOCIIEI0BATENLHOCTh 3TAIIOB Pa0OTHI ¢ BXOASIIUMHE JJOKYMEHTaMH.
KakoBa mocnenoBaTebHOCTh ONepaluii npu padboTte ¢ BHYTPEHHUMH JOKYMEHTaMu?
C Kaxoi 11eJIb10 POBOAUTCA (POPMUPOBAHHUE €I, KAKUE IPH ITOM HEOOXOIMMO coOII0aTh TpeOoBaHMsA?
Yto Takoe HOMEHKJIATypa Jell, ¢ KaKOl LeIbI0 Pa3pabaThIBAIOTCA TUIIOBbIE HOMEHKIATYPHI Jen?
Kakyro nadopmanuio coep>xuT HOMEHKIIaTypa Jem?
Yro moHMMaeTcst Mo SKCIEPTU30H IIEHHOCTH TIOKyMeHTa?
Kakue kputeprn UCTIONb3YIOTCS IPH OLIEHKE JOKYMEHTOB?
Kak ocymectBisieTcs npueM-niepenada aell B apxus?

. Yto Takoe KOH(UIEHIINATbHBINA TOKYMEHT?

. Kakne ocHOBHBIE Yyrpo3bl BO3HUKAIOT NP padoTe ¢ KOH(PUICHIMaTbHBIMU JOKyMEHTaMH?

. YKaxuTe OCOOCHHOCTH BEIEHHsA JEJIONPOM3BOJACTBA, OOECIEUMBAIOIIETO  y4eT U
KOH(UIeHIMATBFHOM HH(OpMAIMU U JOKYMEHTOB.

13. Yto nmoHMMaeTcs Noj 3alMIIeHHBIM JOKYMEHTO00OPOTOM, 32 CYET YETro MOXKET OBITh O0ecreueHa ero 3ammura’?

Boo~NoOhkwD

=
N O

COXPaHHOCTb

VYmMmers

OCYILIECTBIISITh
JTOKYMEHTUPOBaHUE
XO3SMCTBEHHBIX  OIEPALMIA;
MIPOBOJUTH YUYET JIEHEXKHBIX
CPEICTB, a TaKXKe JAPYTrux
00BEKTOB OyXTaJITepCKOTo
yueTa;

paspabaThIBaTh pabounii
IJIaH CYETOB OYXraiaTepcKoro
ydeTa OpraHu3anuu u
(¢hopMHpOBaTh Ha €r0 OCHOBE
Oyxrantepckue mpOBOIKH;

KomriekT TecToBbIx 3amaHmii: No2

1. Kakoe cokpaiiienue siBisieTcst ab0peBHaTYpOid:

a) AI'3 MUC Po;

6) Mocauepro;

B) crarduisius;

r) o/Mm, 11/0.

2. CnoBo, koTopoe 0003Ha4aeT HOBOE TIOHSATHE, YIOTPeOIsieMoe B IOKYMEHTaX, —
3TO:

a) abbpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T) apXamusMm.

3. Orbepure NPUHIUNI OPUIHATHHO-IEIOBOTO CTHIS TOKYMEHTAIIUH:
a) MPEI0CTABICHUSI MAKCHMAJIBHO BO3MOXHOU HH(OPMAIIUH;

0) IpUMEHEHHE CIIOB «MbI BBITIOJHUMY, «SI C/ICIIAI0N;

B) OrPaHHUYCHHOCTh B IIPUMEHEHHH S3bIKOBBIX CPEJICTB;

') IPUMEHEHUE YETKUX OTBETOB «JIa», «HET).

4. Jlekcryeckoe COKPAIEHHE CIIOBA, YIIOTPEOIsSIEMOro B IOKYMEHTaX — 3TO:
a) abOpeBmatypa;

0) CHHOHHM,;

B) HEOJIOTU3M;

T) TAPOHUM.
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5. Uto He oTHOCHTCS K OPUIINATIBHO-AEI0OBOMY CTHIIIO JOKYMEHTA!

a) aIpecHOCTh MH(OPMALIUH;

0) TemaTH4ecKast OrpaHUYEHHOCTh B IPUMEHEHNH SI3BIKOBBIX CPEJICTB;

B) MpeIOCTaBIICeHNE MaKCUMAaJIbHO BO3MOXKHOM MH(OPMAIUH;

r) yHU(]UKaAIMS JOKYMEHTa.

6. K mpaBuiiam 1e10BOro STHKETa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6yaroapHOCTh 33 OTBET WJIM JICUCTBHC;

B) 00CTOSITENIFHOE M3JIOXKEHHE JIOKYMEHTA;

T') YMEHHUE CIYIIaTh APYTUX JIOCH.

7. B xaKkoM JJOKyMEHTE HCIOJIB3YIOTCS CIIOBA «... B IPOTHBHOM ciiydae Bam Oymyt
npenbsIBIeHbI MITPadHbIe CAHKINI) B KAYECTBE S3BIKOBOM (DOPMYJIBI, KaK pe3yibTaTa
yHI/Id)I/IKaHI/II/I A3BIKOBBIX CPEJICTB!

a) B TapaHTHUHHOM IIHCHME;

0) B peKkJIaMallMOHHOM IHCHME;

B) B MH()OPMALIMOHHOM NHCHME;

I') B IMCbMe-HalOMUHAHUH.

8. CiioBa, KOTOpBIC CTAHOBATCA HEOQHLIMATIGHBIM 3aMEHHTENIEM TEPMHHA M HUX IPUMCHCHHEB
HEZOMyCTUMO, — 9TO:

a) npodeccuoHaIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T) TAPOHHUMBL.

9. 3aKOHYEHHBI B CMBICIIOBOM OTHOIIEHUH OTPE30K TEKCTa, II03BOJIIOINI YCTAHOBHTD
3HAUCHHE BXOAIIETO B HETO CJI0BA WM (pas3bl — ITO:

a) aHHOTAIIWS,

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perynupyrommas (1esTensHOCTh OpTaHN3allfil) Cpeaa BKIIFOYAET:

a) TOCYapCTBEHHbBIE CTAHAAPTHI;

0) oOIIeCTBEHHBIE OXKHUIAHHS,

B) PEKOMEH/IAIINH, OTPAXKAIOIINE TIEPEIOBOM OIIBIT;

') HOpMaTHBHBIE JIOKYMEHTHI, OTPaXKarolIne ACSATEILHOCTh OPTaHU3aLUH.

11. ITonuTHKa YIIpaBICHUS JOKYMEHTAMH OpTaHU3aIHH [TO3BOJISICT:

a) TMOBHIIATE YPPEKTUBHOCTH AESATETHHOCTH OPTaHU3AIHM;

0) cobmoaaTh TpeOOBaHNS 3aKOHOAATEIHCTBA M PETYANPYIOMIEH Cpepl;

JIOKYMEHTaX
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B) M30eKaTh PUCKOB MTPEANIPUHIMATEIBCKOH A TEIHHOCTH, CBSI3aHHBIX C JIOKYMEHTaM;
T') COXpaHSITh NaMATh OPTaHU3alUK, HHAWBHUIA U OOLIECTBA.

12. K npunImnam pa3paboTKy MpOrpaMM yrpaBJieHUs JOKyMEHTaMU OTHOCHTCS:

a) OLICHKa PUCKOB, CBS3aHHBIX C OTCYTCTBHEM O(HUINAIBHBIX JOKYMEHTOB;

0) ompeseneHre MPaBUi CO3aHUS METaJaHHBIX O IOKYMCHTAX;

B) o0ecrieueHne XpaHeHUsI JOKyMEHTOB B O€30MacCHOM U 3allMIIEHHOI cpejie;

T) ompe/ieieHHe BO3MOXKHOCTEH MOBBINIEHHS d3PEKTUBHOCTH pabOThl OpraHU3alin

B pe3y/bTaTe KaueCTBEHHOIO yIpPaBJICHHS JIOKYMEHTaMU.

13. Pacripenenenyie OTBETCTBEHHOCTH 32 JIOKYMEHTAI[IOHHOE 00eCIIeYeHUE YITPaBICHHS
MpeIoiaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYIHHKOB OpraHU3alMH 32 ;

0) CHCTEeMHBIX aIMUHUCTPATOPOB 3a ;

B) PYKOBOJICTBA OpTaHMU3AILIMH 32 ;

T') ceKkperapeii 3a .

14. Ecinu OKyMEHT SIBIISIETCSl TEM, YeM JIOJDKEH ObITh, CO3/IaH HJIM OTIPABIICH JIMIIOM, YIIOJTHOMOYEHHBIM Ha 3TO, a
TaKKe B TO BpeMsi, KOTOPOE YKa3aHO Ha IOKyMEHTE, TO 3TO 03HAYaeT ero:

a) IOCTOBEPHOCTb,

0) 1IETTOCTHOCTB;

B) ayT€HTHUYHOCTE;

I') IPUTOJHOCTD AJISL UCIIOJIB30BaHUSL.

15. CTparerust BHEIPEHUsI JOKYMEHTHBIX CUCTEM IpeycCMaTpPHUBAcT:

a) IPOEKTHPOBAHUE JOKYMEHTHBIX CHCTEM;

0) TIOIrOTOBKY COTPYAHUKOB, Pa0OTAIOIINX C IOKYMEHTAMU;

B) COOTBETCTBHE JOKYMEHTOB PETYIHPYIOLIeH cpere;

I') KOHBEPTALMIO TOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CHCTEMBI, ()OPMATHL.

16. CriocoOHOCTh TOKYMEHTHOW CUCTEMBI JITTUTENHHO U TPABUIBHO (DYHKIIMOHUPOBATH
B COOTBETCTBUH C TPeOyeMBIMH MPOLIEAYpAMHU O3HAYAET ee:

a) HaJIGKHOCTD;

0) > PeKTUBHOCTE;

B) IIEJIOCTHOCT;

T') KOMITIEKCHOCTbD.

17. CiocobHOCTh JOKYMEHTHO!N CHCTEMEBI IPEIOTBPAIIATh HECAHKITHOHHPOBAHHBIC
JOCTYH K JOKYMEHTaM, HX YHHYTOXCHHE, I3MEHEHNE WK [IepeMeleHHs] O3HaYaeT ee:
a) HaJIOKHOCTD;

0) > PeKTHUBHOCTE;

B) IIEIIOCTHOCTE;

T') KOMITJIEKCHOCTb.
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CTpyKTypHBIii

SIIEMEHT InanupyeMbie pe3ynbTaThl O0YUCHUS O1eHOYHBIE CpeCTBa
KOMIICTEHIHH
18. MeTo0/10rHst TIPOEKTUPOBAHKS ¥ BHEAPEHHS TOKYMEHTHBIX CHCTEM BKIIIOUAET:
a) aHaJIU3 JIEJIOBOM JIEITENbHOCTH OPTaHU3aIlHH;
0) OLIEHKY CYIIECTBYIOIIUX JOKYMCHTHBIX CHCTEM;
B) MOHHMTOPHHT, OIIEHKY, KOPPEKTHPYIOIIHE JCHCTBHS;
I) IpeKpalieHre MPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. O6bexTaMu YHU(PUKALUY U CTAHIAPTU3AINK B yIPABICHIECKON JIEATENbHOCTH
SIBIISFOTCA:
a) TEPMHUHBI, HCIIOIb3yEeMbIC TIPU pabOTe C yIpaBiIecHYCCKON HH(OpMaIHeH;
0) opraHHU3aIMOHHbIE CTPYKTYPBI OPraHU3aIMii, YIPEXKICHUN U IPEATPUATHIA;
B) yIpaBlieHUeCKHe (yHKIIUH;
I) ynpaBlieHYecKas JOKYMEHTALIUS.
Bnaners Kpocceopn 2. _
T I 0 O O O e BT
11
2] | g8 [ |
9
HaBBIKAMHU 3] [ [ | |

IIPAKTUYECKOTO  OTpPaKEeHUs

(hakToB XO03SIICTBEHHOM

KU3HH, aKTHBOB, JOXOJOB, | |4 | ] 6 | |

pacxoJIoB U JPYrux oOBEKTOB

OyXrajarepckoro ydera Ha 5 L [ | | |

cyerax OyXranaTepckoro

yyera;

ITo ropmsonTamu: 1) HOPMATHBHBIA IOKYMEHT, COACPKAIIMHA CHCTEMATH3UPOBAHHBIA MEpEUYeHb CTPYIIHPOBAHHBIX
HAUMEHOBAHUH OOBEKTOB M MPHUCBOCHHBIE WM KOIBI; 2) HOPMATHUBHBIA JTOKYMEHT, 3aKPEIUIAIONINNA YHH(DHUKAINIO
JeONPOHU3BOACTBA; 3) (HKcanus Ha MaTepUaJbHOM HOCHTENe MHPOPMALMH C PEKBU3UTAMHM, ITO3BOJIIOIMIMMHU €
HOCHTUPHUIHUPOBATh; 4) YCTaHOBICHHE €OMHOOOpa3us cocTaBa W (HOPM YIpPaBICHYSCKHX TOKYMEHTOB, CO3JaBacMBIX
TPH  PEIICHHH ONHOTHITHBIX YIpaBICHYSCKNX (YHKOWH; 5) wuHpopMarms, (QUKCHpOBaHHAs Ha KaKOM-ITHOO
MaTepHaTbHOM HOCHTEIIE.

ITo BepTukamm: 1) nuppoBoe obo3HadeHHe HOPM TOKYMEHTOB B XOZE COCTABICHHS KIIACCH()UKATOPOB HH(POpMAIHH; 6)
mruppoBoe 0003HAUCHHE, SBILIIONICECS DIEMEHTOM HWIACHTU(DHUKAIMA OOBEKTOB B XOI€ HX KiIacCHPUKAIWH; 7)
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MEKAYHApOIHBI JIOTOBOp II0 ONPEAEIEHHOMY BONpOCY; §) OpraHu3amnus WIH CTPYKTYpHOE TOApa3JelieHue,
OCYIIECTBIISIOIIEE I0JATOBPEMEHHOE HJIH TIOCTOSIHHOE XpaHEHHE OKOHYEHHBIX AeN; 9) BHECEHHE OJDKHOCTHBIM JIMILIOM
B O(HIMANBHBIC JOKYMCHTHI 3aBEJIOMO JIOKHBIX CBEICHUH WM WUCIPABJICHUHA, WCKAKAIIUX WX JCHCTBUTEIHLHOES
conepkanue; 10) CHHOHMM CIIOBa JOTOBOP; 11) JOKYMEHT, IOATBEPKIAFOIINN COOTBETCTBUE MPOAYKIIHH, IPOIECCOB U

YCIIYT YCTAHOBJICHHBIM TPEOOBAHHUSIM.
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6) HOpHI[OR NMpOBEACHUA HpOMe)RYTO‘IHOﬁ aTTeCTalu, IoKa3aTeJiu U KPUTEPUHU
OICHUBaAHUA:

Ilpumepnas cmpykmypa u cooepicanue NyHKma:

Ilpomesicymounass ammecmayus npogooumcs. 8 (opme 3avema NO  BONPOCAM,
oxeamwigalowue meopemudeckue OCHOBbL OUCYUNIUHBL «/JOKYMeHmuposanue ynpasieH4ecKoll
oesmenbHoOCmu».

3awuma npakmuyeckux pabom npPOBOOUMC HENOCPEOCMEEHHO HA NPAKMUYEeCKUX
3AHAMUSIX.

8 YueOH0-MeTOIMYEeCKOE U HHPOPMALHOHHOE 00ecTiedeHn e TUCIUTIHHBI

a) OcHoBHas JMTEpaTypa:

1. Tlanacenko, IO0. A. JlokymeHTHpOBaHUE YNPABICHUYECKON NEATETLHOCTH: YueOHOe
nmocooue / FO.A. Tlanacenko. - Mocksa : PMOP, 2018. - 138 c.: - (KapmanHoe yuecOHOE
nmoco6ue). - ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr @ 3aeKTPpOHHBIN.
- URL.: https://znanium.com/read?id=309085 (mata obparienus: 01.09.2020)

2. KprokoBa, H. II. JIokyMeHTHpOBaHWE YIPaBICHUYECKOW MESITEIHHOCTH : y4deOHOE
nocobue / H. I1. KprokoBa. - Mocksa : UHOPA-M, 2019. - 268 c. - (Bsicmiee o6pa3oBanue:
bakamaBpuar). - ISBN 978-5-16-003134-7. - Tekct : onektponeii. - URL:
https://znanium.com/read?id=359359 (mata o6Oparenus: 01.09.2020). — Pexxum goctyma: mo
IIOAITHUCKE.

0) lonoJiIHMTeIbHAS JIUTEepaTypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHHE YIPABICHUYECKOHN neaTenbHOCTH + TecThl B DbC
. y4eOHHUK W MPaKTUKyM Ui akagemudeckoro OakamaBpuata / . K. Kopuees, A. B. ITmenko,
B. A. Mamypnes.-2-e u3n., nepepad. u gomn.-Mocksa : M3marensctBo FOpaiit, 2019.-384 c.-
(bakamaBp. Axamemuueckuii kypc).-ISBN 978-5-534-04533-8.-Tekct : anekrpounsiii // DbC
IOpaiir [caiit].-URL.: https://urait.ru/bcode/433066 (mata oopamierus: 01.09.2020).

2. KazakeBnu, T. A. JloxymeHTarimoHHOEe oOeclieueHHEe YIpaBJICHUS . YYCOHUK H
MPAaKTUKYM s cpeaHero mpodeccuonanbHoro obpasoanus / T. A. KasakeBwu, A. U.

Tkannu.-2-¢ wu3a., wucnp. u jgom.-MockBa : MWsmarensctBo FOpaiit, 2019.-177 c.-
(ITpodeccuonansuoe obpazosanue).-ISBN 978-5-534-06291-5.-Teker : anexrpouusiii // 9bC
IOpaiir [caiir].-URL: https://urait.ru/bcode/437587 (nara o6pamenns: 01.09.2020).

B) Meroanueckue ykazaHusi

MeTtoanyeckue YKa3aHUs MMPUBCJACHBI B HpI/IJ'IO)KeHI/II/I 1

r) lIporpammHuoe ob6ecneuenue u UHTEepHeT-pecypcebI:
IIporpammHoe oGecnieyenue

Haumenosanue [10 Ne nmoroBopa CpoK JIeHCTBHS JIMIICH3UU
MS Windows 7 J1-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 0eccpoyvHO
FAR Manager CBOOOJIHO pacmpocTpaHsieMoe | 6eccpoyHO
7Zip CBOOOJIHO pacmpocTpaHsieMoe | 6ecCpoyHO

HNHuTepHeT-pecypcnl
1. HaL[I/IOHaJ'IBHa}I I/IH(I)OpMaLII/IOHHO-aHaHI/ITI/I‘-IeCKaSI cuctema — Poccuiickuit HHJACKC HAYYHOT'O
mutuposanus (PMHLY). — url: https://elibrary.ru/projest_risc.asp.



https://znanium.com/read?id=309085%20
https://znanium.com/read?id=359359
https://urait.ru/bcode/433066
https://urait.ru/bcode/437587
https://elibrary.ru/projest_risc.asp

2. [Touckonas cucrema AkagemusiGoogle (GoogleScholar). — url: https://scholar.google.ru/.
3. Uudopmanmonnas cucrema — EnuHoe okHO ocTyna K MHGOpMaIMOHHBIM pecypcam. — Url:

http://window.edu.ru/.

9 MartepuajibHO-TeXHUYeCKOe ofecneyeHne JUCHUNINHBI (MOTYJIs)

MaTepI/IaJIBHO-TeXHI/I‘-IeCKOG obecrnieueHue JUCIHUIINIMHBI BKIIIOYACT:

Tun u Ha3BaHUE ayJUTOPUH

OcHalenue ayuTopun

VY4eOHble ayTuTOPUH IS
MPOBEICHUS 3aHSITHI JICKIIMOHHOTO
THUIMA

MynbTUMEMIHBIE CPEACTBA XPAHEHHUs, IIEpEeIadl U
IpeJCTaBlIeHUs HH(OPMALIHK.

VY4eOHble ayAUTOPUH IS
MIPOBEJICHUS IIPAKTUUECKUX
3aHATUH, TPYNIOBBIX U
WHIUBUAYAIbHBIX KOHCYJIbTAIHH,
TEKYILEro KOHTPOJIS U
MPOMEKYTOYHOM aTTeCTalNK!

MyneTUMeMIHBIE CPEACTBA XPAHEHNUS, IIepeJadYd U
IpeJcTaBlIeHNs HH(pOpMAaLIHK.

Kommnuieke TecToBBIX 3aJaHNl JUIsl IPOBEICHUS
MIPOMEXKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

TloMemenus a1 caMOCTOSTEIILHOU
paboTHI: 00YJAIOIITUXCSI

[MepconansHbie KOMMbIOTEPHI ¢ TakeToM MSOffice,
BBIXOJIOM B VIHTEpHET U C JOCTYIIOM B 3JICKTPOHHYIO
nH(}OpPMaITMOHHO-00pa30BaTENBHYIO CPETy YHUBEPCUTETA

[Tomernenus st XpaHSHUSI U
PO UITAKTUYECKOTO
00CITy>)KMBaHUS Y4eOHOTO
000pyn0oBaHUs

[xads! 115 XxpaHeHUs] y4eOHO-METOINUECKON
JTOKYMEHTAIMHU, y4eOHOTO 000PYAOBaHUS U y4eOHO-
HArJISITHBIX TTOCOOHI.
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IIpuioxenue 1
TpeboBanus k ogpopmieHHI0 pepepata

1. PaGota BBIONHSETCA TE€YATHBIM CIIOCOOOM C WCIIOJIb30BAaHHEM KOMITBIOTEpA U
MIpUHTEpa Ha OJHOM cTopoHe Jincta opmarta A4 yepe3 nonrtopa (1,5) marepBana. Tun mpudra —
Times New Roman, user mpudTta — uepHslii, kerib (pazmep) mpudra — 12 wiu 14. B pabote He
JOITyCKAeTCsI UCMOJIb30BaHKE MPUQTA Pa3HBIX TAPHUTYD.

2. AG3ampl B TEKCTE) clelyeT HaYMHATh C OTCTyNa, paBHOTroO 1,25 MM, BRIpaBHUBAaHHE 110
LIUpPUHE.

3. HaszBaHus pasnenoB M TOJpPa3/ieioB BBLAEISAIOTCS KUPHBIM MpudrtoM. Hazpanue
paszena pacroJiaraercsi IocepeinHe CTPOKH, a mojpasjena — oT ad3ana.b

4. Cnucox MCHoJIb30BaHHBIX UCTOUYHUKOB U JIUTEpATyphl Neyaraercs yepes 1,5 untepnaina,
KaX/10€ Ha3BaHNE HAUYMHAETCS C ab3ala.

5. CTpaHuUIIbl UIMEIOT CIIEAYIOIINE TOJIS: JIeBO€E 25 MM, mpaBoe - 10 MM, BepXHee U HUKHEE
- 20 MM.

6. CtpykTypa paboThI:

- TUTYNbHBIN JIUCT.

- ConepxaHue.

- Beenenue.

- Texct paboTsI (TJ1aBHI).

- 3aKJIIOUYEHHE.

- CIUCOK UCTOYHUKOB U JIUTEPATYPHI.

- [Ipunoxenus

Bce cTtpykTypHbIe 371eMeHTHI pa0OThl HAUWHAIOTCS C HOBOTO JIUCTA.

7. 3arojIOBKM PpAacIoJiararoTcsl IMOCEpeUHE CTPAaHULbI U YKa3bIBAIOTCS MPOMHUCHBIMU
OykBamMH 0€3 KaBbIYEK M TOYKU B KOHIIE, BBLACISIOTCS MOTYXUPHbIM IpudToM. [lepeHocuts
CIIOBa B 3arojIOBKE€ HE [OIMYyCKaeTcs. 3arojoBKU OrJaBJCHHs JOJDKHBI TOYHO TIOBTOPSITH
3aroJIOBKU B TEKCTE.

8. NnmrocTpanuu, UCHOIb3yeMble B TEKCTE€ pabOThI, pa3MEeIalOTCs TOcie MePBOM CChUIKU
Ha HUX U COMPOBOXKIAIOTCS cinoBaMu «PucyHok», «Tabnuma», «Cxemay, «'paduk» u 1.1m. Bee
WUTIOCTpPAIlMM  HYMEpPYIOTCS CKBO3HOM HyMmepanuei apabckumu nudpamMu B HOpSIKE
YIIOMUHAHUS B TEKCTE (IS K&KJIOTO BUJIa WILTIOCTPALIUNA CBOSI HyMEpalus).

9. IlpunoxeHus AOKHBI MMETh TEMAaTHYECKUE 3aroJIOBKM M HYMEPYIOTCS apaOCKUMHU
uudpamu. [lepeueHb NpUIOKEHUN YKa3bIBAETCS B OTJIABICHHH.

10. Bce crpanunpl paOoThl, BKIIOYas MPUIIOKEHUS, HyMepyloTcs mo mopsiaky. [lepsoit
CTpaHMILIEH CUMTAeTCs TUTYJIBHBIM JIMCT, HA HEM HOMep He cTaBuTcsA. HymepyroT apaGckumu
mudpamu, ucnonbdys mpudr Times New Roman, kernp 12, ¢ coOnrojeHHEM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep mpocTtaBisieTcss B IpaBOM BepXHEM YTy (BbIpaBHUBaHHE
10 MTPABOBOMY Kpato) 0€3 TOUKHU B KOHIIE.

11. Ccpuikn HyMepyIOTCSl B CKBO3HOM TOpsiiKe apaObCKuMu nudpaMu B mpeaenax Kaxaou
4acTH paboThI (BBEIEHUS, PA3/IEIOB U 3aKIIOUCHHUS).
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12. CHocka odopmisiercs B koHIle pasznena (BcraBka — Cepuika — CHocka — KonreBas
CHOCKa, IPUMEHUTDH KO BCEMY JOKYMEHTY):

- bes kpacHol cTpoku (ab3ama).

- Hymepanus: apabckumu mudpamu.

- lpudt: Times New Roman, 10 kers.

- BeipaBHUBaHME 110 LMIMPHUHE.

- OiuHapHbIN UHTEPBaAI KaK BHYTPU OJJHOW CHOCKH, TaK U MEXJy IBYMsI CHOCKAMH.

33



