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Pabouas mporpamsa cocraniena Ha octose ®I'OC BO no HANPan/ICHHIO NOArOTOBKH 38.03.01
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PaGouas MporpaMMa paccMoTpena i 0o0peHa Ha 3acelaHi KadeAphl FOCYAAPCTHCHHOTO
MYHHLUHN@ILHONO YIPABICHHS H YIIPABICHHS NEPCOHATOM «31» asrycra2018 r.. nporokon Nel.
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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 JIEJIONPOU3BOICTBA HA MPEATIPUIATUAX
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. mo Hampasienuto moarorosku 38.03.01
«IKOHOMHUKa», MponiIb DKOHOMUKA MPEANIPUATHA U OpraHu3auil

JUig n3y4yeHus OUCHMIUIMHBI HEOOXOIMMBI 3HaHUsI, YMEHHUS, BJIaJeHUs, cpOPpMUPOBAHHbBIE
B IIpoliecce U3y4eHUs AUCLUUIINH: MeTo bl IPUHATHUS YIpaBlIeHYeCKUX pemieHnid, CTaTUCTHKA.

3HaHMsI, YMEHUS, BJaJ€HUs, MOJIYYEHHbIE MPU HW3YYEHUM AMCUMILIMHBI HEOOXOIUMBI B
OCBOEHMHM clefyromux KypcoB: «Teopuss opranmzamum», «lIpoekTHas JesTenbHOCTHY,
«[Ipou3BoACTBEHHAA-TIPAKTUKA [0 TOJYYEHUIO MPO(PECCHOHANBHBIX YMEHHH M  OMbITa
podeccnoHabHOMN IS TEIbHOCTI.

3 Komnerenuuu odyyarouierocsi, popmupyemblie B pe3y/jibTaTe 0CBOCHUS
AUCHUILIMHBI U IVIAHUPYeMble Pe3yJibTaThbl 00y4eHus!

B  pesynprare OCBOEHHMS  JUCHMIUIMHBI  «JlOKyMEHTHpOBaHUE  yIpPaBICHUYECKOU
NesITeIbHOCTH 00y4YaloUIuiics 10KeH 001a1aTh CleAYIOUUMU KOMIETCHIIUAMMU:

CtpyKTypHBIU
JJIEMEHT [Tnanupyemble pe3ynbTaThl 00y4eHUs
KOMIIETEHIUHU

OIIK — 4 cnocoOHOCTHIO HAXOAUTH OPraHM3aIHOHHO-YNPABJEHYECKHE PpelleHusl B
npodeccuoHAIbHOI /1esITeIbHOCTH U TOTOBHOCTH HECTH 32 HUX OTBETCTBEHHOCTh

3HaTh - OCHOBHBIC COCTaBJISIOIIME M OSTalbl MOJArOTOBKUA JIOKYMEHTAIIHMH,
TJIaBHBIC TPEOOBAHUS K BEJICHUIO IOKYMCHTAIUH,

- cmocoObl  3(h(EeKTUBHOrO  ACIOBOrO  OOMIICHUS,  ITyOJUYHBIX
BBICTYIUICHUH, TIEPErOBOPOB, MPOBEACHUS  COBCIIAHWH,  JICJIOBOM
NIEPEIMCKH, JISJIOBOTO OOIIEHHS, JIEKTPOHHOW KOMMYHUKAIIUH OCHOBBI
JITIOBOTO OOIICHHUS;

- CII0COOBI M CpeIcTBa HH(POPMALIMOHHOTO BO3ICHCTBUS;

- OCHOBHBIC IOHSTHUS W COBPEMCHHBIC NPHHIUIBI PabOTHI C JIEIOBOM
uHpOpManuei, a TakkKe HMETh IPEJICTABICHHE O KOPIOPATHBHBIX
UH(POPMAIMOHHBIX CUCTEMax U 0a3ax JaHHbBIX;

- OCHOBHbIE TPHUHIMIBI  OpraHU3allid  JEJNONPOU3BOJACTBA U
JOKYMEHTOOOOpOTa B OpraHax TOCYJapCTBEHHON H MYHHUIIMMAIbHOMN
BJIACTH;

—  pasnmU4YHbIE CTPATEeTHH MPEJICTABICHUS PE3YNIbTaTOB CBOEH pabOThI
JUIS IPYTUX CTIEIIMATUCTOB.

YMmeTh - AHAJIM3UPOBATHL KOMMYHUKATUBHBIC IIPOLCCCHI B OpraHu3anuu U
p8.3pa6aTLIBaTL MPEAJIOKCHUSA 110 IOBBIMICHUTO UX B(I)(I)GKTI/IBHOCTI/I;

- JIOTHUYCECKHU BCPHO, APrymCHTHPOBAHO UM ACHO CTPOUTHL YCTHYIO U
IMMCbMCHHYIO pCYb,

- NOoAACPKUBATH HpO(I)CCCI/IOHaJIBHYEO KOMMYHHUKAIIUIO, OCYHICCTBJIATH
HY6J'II/I‘{HLIG BBICTYIIJICHUS

- AHaJIM3UPOBATH JIOTMYCCKYKO CTPYKTYPY H OINPCACIIATH CTCICHb




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIHU

[Tnanupyemblie pe3ynbTaThl 00yICHHS

apryMEHTUPOBAaHHOCTM IHCBMEHHOM W YCTHOM pe4Hd, CO31aBaTh
pa3JIMYHbIE THUIBI TEKCTOB YCTHOW, IHMCbMEHHOM, BUPTYaJIbHOH U
CMELIAaHHOM KOMMYHMKAllMM Ha PYCCKOM S3BIKE B Pa3JIMYHBIX >KaHPAX
yIPaBICHUYECKOM  KOMMYHHMKaluu  (IyOJIMYHBIX  BBICTYIUICHUSX,
IIEPEroBOpax, COBEIAHUSAX, IEIOBOM EPEIUCKH);

—  UHTErpUpPOBaTbh B  JIEATEIBHOCTb IOAPA3ACICHUS  IOJIOKEHUS
AQHATITHYECKUX JIOKJIAJIOB, OTYETOB M JPYruX HWHPOPMAIMOHHBIX
MaTEPHAJIOB.

Bnazets

- KOMMYHHUKaIlUOHHBIMU HaBBIKAMH,

- HaBBIKAMHU COCTaBJICHMsI, y4e€Ta, XpaHEHHs, 3allUThI, TMepeaaydu
CIyXeOHOW  JTIOKYMEHTalldd B  COOTBETCTBUHU C  TpeOOBaHUAMU
JTIOKYMEHTOO0O0POTA,;

- HaBbIKaMHu cOopa, 00paboTKH MHPOPMAIUU U JOKYMEHTAMOHHOM
00ecreyeHn TOCy/IapCTBEHHBIX OpPraHoB BJACTH, OPraHOB BJACTU
cyobektoB P®, opranoB MCY wu opranuzanuii makeToM O(HCHBIX
mporpaMMm Jyisi paboThl C e0BOM MHGOpPMAIME U OCHOBAMHU CETEBBIX
TEXHOJIOTHH,

- METOJaMH BeJIEHUS [IEPErOBOPOB;

- HaBbIKOM (GOPMYIUpPOBaHMS Ieed M 3adad K NyOIUYHOMY
BBICTYIUICHHUIO;

- HaBbIKAMU OTCTAMBAaHUSA CBOEW MO3ULUMU B NPodecCHOHaTHLHOU
cpelie, HaXOKICHHUSI KOMIIPOMUCCHBIX U albTEPHATUBHBIX PEIICHUN

- METOIaMA OpraHu3aIuu 3¢hHEKTUBHBIX JIETTOBBIX
KOMMYHUKaIUH

IIK-14 cnocoO0HOCTBIO OCYHIECTBJISITh JOKYMEHTHPOBAHHE XO351iiCTBEHHBIX
onepaumii, MPOBOJAUTH YYeT JE€HEeKHBIX CPeACTB, pa3padarbiBaTh pPado4uil NJIaH
CYeTOB OYyXrajTepcKoro yuyera OpraHu3anuu M (OpMHPOBATH HAa €ro OCHOBe
OyxraJjrepckue NpoOBOAKH

3HaTh

- OCHOBHBIC TIpaBUJjIa JOKYMEHTUPOBAHUS X0O3SMCTBEHHBIX OTICPALIHA;

- OCHOBHBIE COCTABJIAIOIIME M HTalbl ITOATOTOBKHA XO3SMCTBEHHBIX U
OyXTalTepCKUX JOKYMEHTOB, TPEOOBaHUS K BEJICHHUIO JOKYMCHTAIIHH,

- BUJBI OyXrajTepcKoil TOKyMEHTalluu, BUJIbl (PUHAHCOBOW M HAIOTOBOM
JOKYMEHTAII!

YmeTb

- COCTABJIATH ICPBUYIHYIO 6YXF8.J'ITepCKy1-O JOKYMCHTAIMIO,
- O(I)OpMJ'ISITL n O6pa6aTbIBaTb JOKYMCHTBI 110 XO3SMCTBEHHBIM OIICpalursiIM

Bnaners

- HaBBIKAMU IMOJrOTOBKH, OQOpMIIeHHs, 00paOOTKM M BBINOJHEHUS
JOKYMEHTOB;

- HaBBIKAMU COCTABJICHUSA, Y4€Ta, XpAaHECHMs, 3alUThl, Iepeaadu
XO3IMCTBEHHOH, OyXraaTepckoil W OTYETHOM  JOKyMEHTallMH B
COOTBETCTBUH C TPEOOBAHUSMH JJOKYMEHTO0O0POTA




4 CTpyKTYypa U coiepKaHue TUCUUILTUHBI

OO6mast TpyI0€MKOCTh JUCIHUIUIMHBI COCTABISAET 3 3aueTHbIX equHulbl 108 akas. 4acoB, B TOM 4uCTE:

— KoHTakTHas pabota — 10,7 akan. gaca:

— aynurtopHas — 10 akaj. 4yacos;

— BHeayautopHas — 0,7 akaj. 4acos;

— caMocTosTenpHas padora —93,4 aka. 4acos;

- TOATOTOBKA K 3a4eTy — 3,9 akaj. 4acos.
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1.Tema: Teopernueckue OCHOBbI| 2 1 1 16 |- U3ydeHue yueGHOrO VYcrHBIi onpoc. OIIK-4-3ys.
AeJIONPOU3BO/ICTBA OpraHu3anum. Mmarepuaina, BoiHeceHHoro  |[IpoBepka mHmuBHayanbHbIX| [IK-14 - 3y6
WNudopmanus, ee kpurepuu. [JokyMeHT. Ha CaMOCTOSITEIIbHYIO | 3aITaHHH.
PexBuzut JOKyMEHTA. Oynkunn npopaboTKy, MOATOTOBKA
JTOKYMEHTA. IOpuanyeckas cuia K TEKYIIM 3aHSATHSM.
JTOKYMEHTA. Jlenonpouns3BoACTBO, -[lonroToBka BBICTYIUICHHI
JTOKYMEHTHPOBAaHHUE. C IOKJIaJIaMH.
JloKyMEeHTaIlHOHHOE oOecrieueHne - Ilouck JONOIHUTENHHOM
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- SHIMKJIOTICIUSIMH ).

METOANYCCKasa Oa3a JOKYMCHTHPOBAHU
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YIIPaBICHYECKOM JIESITETbHOCTH 51
OpraHu3aruy padoThl C JOKYMEHTaMH.

2. Tema:O6mme npaBuia| 2 1 1 16 |- Hsydenume  yueOHOTO|YCTHEIH OIpoC. OIIK-4-3ys.
oopmJIeHUs yIpaBJIeHYEeCKUX MmaTepuaia, BbiHeceHHOro |IIpoBepka unauBunyansueix | [7K-14 - 3y6
nokyMeHToB.'OCT P 6.30-2003 Ha CaMOCTOSITEIIHHYIO |3aJaHUH.

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

TpeboBanust K o(hopMIICHHIO -- Tlouck AOMOJHUTENBHOMN
JIOKYMEHTOB". PexBusur 01- uHpopMaIuu 1Mo 3aJaHHOM
l'ocynapctBennsiii repd P®. PexBusur TeMe (paboTta c
02- I'ep6 cyOBekTa PD u OoubIorpaduIeCKuMU
MYHHIIMITATEHOTO o00pazoBaHusl. MaTepuaIami,

PexkBuzur 03 -DmOnema opraHu3anuu CIIPaBOYHHKAMH,

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

Ha OCHOBHOM rOCyJJapCTBEHHBIH
pErucTpalioHHBIN HOMeEp
npennpustus. Peksuzur 06- Ykasanue Ha
UACHTU(UKAITMOHHBIN HOMEp
HAJIOTOTIATEIbIINKA/ KO IIPUYMHBI
OCTaHOBKH 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-
Haumenosanue BHUIA JIOKYMEHTA.
PexBuzur  11-  Jlata  nmokyMeHTa.

PexBusut 12- PeructpanmoHHbiii HOMEp
nokyMeHTa. PexBusut 13- Ccpuika Ha
pETUCTPAlIMOHHBIT ~ HOMEP H  Jary
nokyMeHTa. PekBuzur 14-  Mecro
COCTaBJICHUS WJIM M3JIaHUSl JOKYMEHTA.
PexBu3ut 15- Cmenmenuss o0 axapecare.
PexBmzur 16 -I'pud yrBepxkacHUS
nokyMeHTa. PekBusut 17-Pesomronus.
PexkBuszur  18-3aronoBok K TEKCTy.
PexBuzutr 19- OrMmerka O KOHTpoJie
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
3aBepeHuu  komuu.  PekBuszur  27-
OtMmeTKka 00 ucnonautene. Pexksusur 28-
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OtmeTKka 00 MCHOJHEHUM IOKYMEHTa U
HAaMpaBJIEHUH €ro B Jeno. PexBusut 29-
OTMeTKka O TIOCTYIUICHHH JOKYMEHTA.
PexBuzut 30- Nnentuduxatop
AIIEKTPOHHOW KOTIMU JOKYMEHTA.

CocraB PEKBU3UTOB, ux
MECTOpACHOJIO)KEHHE Ha  JOKYMEHTE.

Dopmyisip-oOpazer] JOKyMEHTa.

3. Tema: OcobenHoctu| 2 1 1 16 |U3yuenue yueOGHOTO YcTHBIHM ompoc. OIIK-4-3ys.
COCTaBJICHUS u odopMiIeHUs MmaTepuaia, BbiHeceHHOro |IIpoBepka unauBunyansusix | [7K-14 - 3y6
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITEJIbHYIO | 3aJaHUI.

OcHoBHbIE TPYIIIbI JIOKYMEHTOB. npopaboTKy, MOATOTOBKA
Hopmarusnbie JOKYMEHTBI K TeKYILUM 3aHSITHSIM.
roCy/IapCTBEHHBIX OpTraHoB. -IloaroroBka BICTYILIICHUI
OpranuzanuoHHbIE JOKYMEHTBI C JIOKJIa/IaMHU.
MIPEeANPUATHS. JIoKHOCTHBIE - [Touck nomoHUTENBHON
HMHCTPYKIHUU. PacniopsinutenbHbie uH($OpPMaIIUU TI0 33JaHHOU
JNOKyMeHThl mpennpusatus. [Ipukaser mo Teme (pabora ¢

OCHOBHO JESITEILHOCTH. O6ubmorpapuuecKUMH
Pacnopsoxenus, peleHus. MaTepHaJaMH,
HHdpopmalioHHO-CTIpaBOYHbIE CIpaBOYHUKAMU,
NOKyMeHThl. IIpoTokonbl, TmoNHAs u KaTaJloTaMu, CJIOBapsMHU,
Kpatkas ¢opma ux oGopMieHHs. AKTHI. SHIMKJIOTICTUSIMH ).

CnyxebHble u 00BSCHUTENBHBIE
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3aIUCKH. CrnpaBku. CayxeOHble
JTOBEPEHHOCTH. [Tucema, 10,4
KJ1accu(pUKaIus, CTPYKTYpa,
CTaHIapTHBIE (pa3bl H  BBIPAKCHHUS.
Hopwmbr  odummansHO-A€T0BOTO  CTHIIS
CIIy’)KeOHBIX  JOKyMeHTOB. JlemoBoe
MUCBMO  MEXIyHapoAHOro  oOpa3ua.
®daxkcel, TenedoHorpammel. Jlorosopa,
KOHTpakThl. CoBpeMEeHHbIE CIIOCOOBI U
TEXHMKA CO3/IaHUsl JOKYMEHTOB.
4. Tema: IlpaBuna odgopmieHusi| 2 1 1 16 |- U3ydyenue yueOHOTO Yeruwiit onpoc. Ilposepka| OIIK-4-3ys.
AOKYMEHTOB M0 JIMYHOMY COCTaBY. MaTepuasa, BBIHECEHHOTO  |MHAMBHUAYalbHBIX 3aganuil. | [IK-14 - 3y6
[lonsiTHe M CTPyKTypa MNEPCOHATbHBIX Ha CaMOCTOSITEJIbHYIO

JTAHHBIX. [IpuHaIeKHOCTH
MEePCOHAIBHBIX JaHHBIX: COOCTBEHHUK,
JepKaTellb u MOJIb30BaTElb
nepcoHanbHbIX  JaHHBIX. CTpyKTypa
KaJpOBOM UH(OPMALIMOHHO-
JOKYMEHTAIMOHHOM CHUCTEMBI.

npopaboTKy, MOATOTOBKA

K TEKYLIUM 3aHATHUSAM.
-IloaroToBKa BBICTYIIICHUHI
C JOKJIaJaMH.

- Ilonck pOMOJHUTEIHLHOU
uH(bOpMallUU TI0 3aJaHHOU

OdopmieHue TOKyMEHTOB TpH MPHUEME, TeMe (pabota c
YBOJILHEHUU U TEpeBojie pabOTHUKA Ha oubarorpaguuecKuMu
IPYTyI0 TOJKHOCTh. AHKeTa. TpymoBbie MaTepuaIamH,

KOHTpakThl. [lpuka3el 1O JTUYHOMY CIIPaBOYHHUKAMH,

COCTaBy. OcHOBHBIE PEKBU3HUTHI KarajoraMu,  CIOBapsSMU,

10
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JOKYMEHTOB W TIpaBHiIa UX 0(OPMIICHHUS. SHIMKIIOTICTUSIMH ).
Kpatkme  cBemeHmss 0  mpaBmiax
odopmIeHHS TPYAOBBIX KHIDKEK,
JUYHBIX  KapTOYeK, JIMYHBIX el
pabOTHUKOB.

5. Tema: Opranmsanusi| 2 1 16 |- U3ydyenue yueOHOTO Yeruwiit  onpoc. Ilposepka| OIIK-4-3ys.
JOKYMEHT0000poTA. [TonsiTus Marepuaia, BBIHECEHHOTO  |MHAMBUAYAIbHBIX 3ananuid. | [IK-14 - 3y6
JOKYMEHTOOOOpOT W OpraHu3alnus Ha CaMOCTOSITENIbHYIO
JTOKYMEHTO000pOTA. HopwmatugHo- popaboTKy, MOATOTOBKA
METOAUYECKast periamMeHTarus K TeKYILIUM 3aHSITHSIM.
nokyMeHTooOopoTa. OCHOBHBIE MpaBUiIa -IloaroroBka BeICTYILIICHUI
OpraHu3aluy JOKYMEHTOOOOpoTa Ha C JIOKJIa/IaMHU.

MIPENPUITHH. KauectBennsie - Ilouck nomonHUTENBHON

XapaKTePUCTUKH  JIOKYMEHTO00OpOTa. uH(bOpMaLlUK TI0 3aJaHHOU

Knaccudukanus  AOKYMEHTONOTOKOB: TeMe (pabota c

TOPU30OHTAJIBHEIE, BEPTHUKAJIbHEIE, oubarorpaguueckuMu

BOCXOJISIIIME, HHUCXOJISALINE, BXOJSAIIUE, MaTepuaIami,

ucxonsamue U BHyTpeHHue. I[loacuer CIIPaBOYHHKAMH,

o0bemMa JOKyMEeHTO000poTa. KarajoraMu,  CIOBapsMH,
SHIMKIIOTIETUSIMH ).

6. Tema: OcHoBHbIe mnpaBuiaa| 2 1 13,4 |- U3yuyenue yueOHOTO VYeruwiii  ompoc.  Ilposepka| OIIK-4-3ys.
OpraHM3anuu padoThbl ¢ JOKYMEHTAMHU. MaTepuasa, BRIHECEHHOTO  |MHAMBHUAYaTbHBIX 3aJaHHH.

OO6paboTka MOCTYHAIOMUX JTOKYMEHTOB. Ha CaMOCTOSTENIbHYIO
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[lepBuunas o0OpaboTka JTOKYMEHTOB. popaboTKy, MOATOTOBKA
O6mme paBUIIa perucTpamnuu K TEKYIIIUM 3aHSITHSIM.
JOKYMEHTOB,  ()OPMBI  PETHUCTPAIUH. -IToaroToBKa BRICTYIICHUI
[Tepemaya JOKYMEHTOB, PacCMOTPEHHE C JOKJIaJIaMH.
150 PYKOBOJUTEIIEM. ITopsimox - Ilouck nomomHUTENBHOU
HaIpaBJIEHUs TOKyMEHTAa Ha UCIIOJHEHHE uHbOpMaLlUK M0 3aJaHHOU
1 pabOThI UCTIOJHUTENS C TOKYMEHTaMHU. TeMe (paboTta c
HUcnonnenne  nmokymenta. Buasl u oubIMorpaduIeCKuMU
bopmbl KOHTPOJIS UCIIOJTHEHUS, MaTepuagami,
cpokoBasg  KaproTeka. OpraHuzanus CIPaBOYHHKAMH,
TeKylero xpaneHus nen. Homenknatypa KarajioraMu,  CIOBapsMH,
zell, oOme TpeOoBaHUs, BUJIBI SHIUKJIOTICTUSMU ).
HOMEHKJIATYP. CocraBnenue
HOMEHKIATyphl nen. DopMupoBaHHE U
opopmienne gen. CucreMarusanus
JOKYMEHTOB B Jene. XpaHEHUE Jed.
[ToaroToBka TOKYMEHTOB K Iepeaaye Ha
apxuBHOE XpaHeHue. Kpurepuu oueHku
nokymeHToB. CocTaBiieHUEe ONHUCEH JIe.
Hroro 3a xypce 4 6 93,4 IIpomexyTounas
arrecTamus — 3a4er
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5 Ob6pa3oBaTesbHbIe M HHPOPMAIHOHHbIE TEXHOJIOTHH

Peanu3zanus KOMIIETEHTHOCTHOTO MOJXOJa IMPEIyCMaTpPUBAET HCIIOJIb30BAHUE B y4EOHOM
MPOLIECCE AKTUBHBIX W WHTEPAKTHBHBIX (OPM MPOBEICHUS 3aAHITHMA BCOYETaHUU C
BHEAYIMTOPHON PabOTO¥ C 1enbi0 (POPMUPOBAHUS M Pa3BUTHS MPOPECCHOHATHHBIX HABBIKOB
00yJaromuxcs.

I[Ipu oOyueHMHM CTYIEHTOB JAWUCHUIUIMHE «JlOKYMEHTHpPOBAaHHE  YIPaBICHYECKOM
JESITEILHOCTHY CJIEYET OCYIIECTBIATh CIEAYIOLHE 00pa30BaTEIbHbIE TEXHOJIOTUU:

1. TpaguuuoHHble 00pa3oBaTe/ibHbIe TEXHOJOTHH OPUEHTUPYIOTCS Ha OPraHU3aIUI0
00pa30BaTeNLHOTO  TPOLIECCa, TMPEANOJATAIONIYI0 HPSIMYI0 TPAHCIANHAI0 3HAHWA — OT
IpenojaBaTelis K CTyAeHTY (IPEeUMYIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILIIOCTPATUBHBIX
METOJIOB OOyUEHHUS ).

Dopmbl yueOHbIX 3aHAMUIL C UCROIb306AHUEM MPAOUYUOHHBIX MEXHOO0UIL:

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

[IpakTrueckoe 3aHATHE, MOCBSIMIEHHOEC OCBOCHHMIO KOHKPETHBIX YMEHWW W HAaBBIKOB IIO
MIPEI0KEHHOMY aJlTOPUTMY.

2. TexHoJjiorun NMpPoOJIeMHOro 00y4eHHsI — OpraHu3anus 00pa30BaTEIBHOTO IpoIlecca,
KOTOpasi MpeArojaraeT MnocTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YU€OHBIX MPOOIEMHBIX
CUTYAIIMH 7151 CTUMYJIMPOBAHKS aKTUBHOW MTO3HABATEIILHON JESTEIHHOCTH CTYJCHTOB.

Dopmbl yueOHbIX 3aHAMUIL C UCROIb306AHUEM MEXHOI02UIL NPOOIEMHO20 00yUeHUA:

[IpakTnueckoe 3aHaTHEe B (opMe TMpakTHKymMa — OopraHu3aius ydeOHOW paboThl,
HalpaBJieHHas Ha pPEIICHHUE KOMIUIEKCHOW Yy4eOHO-TIO3HABATEIbHOW 3ajaud, TpeOyromer oT
CTYZEHTa MPUMEHEHHS KaK HayYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOI0TMH MPOEKTHOr0 00y4YeHHMs — OpraHu3anus o0pa3zoBaTENILHOTO Ipoliecca B
COOTBETCTBUU C aJITOPUTMOM IMO3TAMHOTO pELICHHs MPOOJEMHOM 3ajJaud WU BBINOJHEHUS
yueOHoro 3amanus. [IpoekT mpenmnosiiaraeT COBMECTHYIO y4eOHO-T03HABATENIbHYIO JAESITENTbHOCTD
TPYIIbI CTYIEHTOB, HAMpPaBIECHHYIO HAa BBIPAOOTKY KOHIEMIMHU, YCTAHOBIIEHUE LIelei U 3ajad,
(bOpMYIUPOBKY OKHUIAEMBIX pPE3YyJIbTaTOB, OMpEIeNIEHUE MPUHIMIOB M METOIUK pPEeUICHHS
MOCTABJICHHBIX 3a]ay, IUJIAHUPOBAHUE XOJa pabOThl, MOUCK JOCTYINHBIX WU ONTUMAJbHBIX
pECYpCOB, MOATANHYI pealli3alvio IUIaHa paboThl, MPE3EHTAIMI0 Pe3yIbTaTOB pabOThI, HX
OCMBICJIEHHE U pedIIeKCHIO.

OcHoenble munst NPOEKMO8:

TBopueckuii MpoOeKT, Kak MNPaBUJIO, HE HMMEET NETalbHO MPOpPabOTAaHHOW CTPYKTYpPHI;
y4eOHO-TI03HABATENNbHASL JICATEIbHOCTh CTYJIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOIO
3aJlaHusl, TOAYUHSSACH JIOTHKE U MHTEPEeCaM YUYaCTHUKOB MPOEKTA, KaHPY KOHEUHOTO pe3yabTaTa
(razera, ¢puibM, Mpa3HUK, U3IaHUE, SKCKYPCHS U T.I1.).

4. HTepaKkTUBHbIE TEXHOJOTHMU — OpraHu3als 00pa30BaTENBLHOTO Ipoliecca, KOTopas
MIpPENIoaraeT akTUBHOE M HEIMHEHHOE B3aMMOJICHCTBUE BCEX YYACTHUKOB, JOCTHIKEHHE Ha
3TOM OCHOBE JIMYHOCTHO 3HAYMMOIO Ui HHUX 0Opa3oBaTeNbHOTO pe3ynbrata. Hapsay co
CHEUUATU3UPOBAHHBIMU  TEXHOJOTHSIMM  Takoro  poja  NPHUHIUI  HUHTEPAKTUBHOCTHU
MIPOCTIEKUBAETCS B OOJBIIIMHCTBE COBPEMEHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTHIA.

Dopmbl yueOHbIX 3aHAMULL C UCNOIb306AHUEM CREYUATUSUPOSAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CemuHap-1ucKyccusi — KOJUIEKTUBHOE OOCYXKJIEHHE Kakoro-iubo CIOPHOTo BOIpOCa,
MpoOeMbl, BBIABICHUE MHEHHUH B TpyIme (MEXTPYNIOBOW TUANOT, JUCKYCCHS Kak CIOp-
JTAAJIOT).

5. HuHdopmManuoHHO-KOMMYHHKAIHOHHbIE  00pa3oBaTeibHbIe  TEXHOJOTHH —
Oopranm3aius 00pa3oBaTENBHOTO MPOIlecca, OCHOBAHHAS HA MPUMEHEHUH CIEIUATU3HPOBAHHBIX
MIPOrPAMMHBIX CPEJl M TEXHUYECKHUX CPEJICTB PadOTHI C HH(pOpMAILIHEH.

@opmbl  y4eOHBIX 3aHSATHH C HCIOJIB30BAHHEM HH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIX
TE€XHOJIOTHIA:



Jlexuus-pu3yanu3anus — M3JI0KCHUE COJCPXKAaHHMS COIPOBOXKIACTCS  Ipe3eHTaruen
(memoHcTpanuei y4eOHBIX MaTepUANIOB, MPEACTABICHHBIX B PA3UYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WJUTFOCTPATUBHBIX, IPa()MUECKUX, ayJ0- 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 00y4YaOIMXCst

Ilpumepnas cmpykmypa u cooepicanue pazoena:

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

Ayoumopnas camocmosamenvHas paboma CcmMyOeHmo8 npeonoiazaem BulNOJIHEeHUe
npakmuyecKux pabom.

Ilpumepnuie ayoumopnsie npakmuueckue paoomot (AIIP):

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

Ilposooumcs 6 ¢popme  cemunapa no obobwenuro u  yenyoneHuro  3HAHUN NOHAMUUHO-
Kame20puanbHo20 annapama OUCYUNIUHbBL C DJIEMEHMAMU OUCKYCCUU.

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 oenonpouzsoocmeo (XVIII 6.).
Munucmepckoe Oenonpouzeoocmeo 6 Poccuu (XIX - uauano XX 6s.). locyoapcmeennoe
oenonpouzeoocmeo & cogemckoe gpemsa. Cospemennoe denonpoussoocmeo 6 PO.

AIIP No2 «Coepemennoe zocyoapcmeennoe pecyiuposanue 0eaonpouszeoocmea ¢ P®y.
3axonoodamenvroe pezyruposanue Oenonpouzeoocmea 6 PdD. dedepanvuviii 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U O 3auume uHgopmayuuy. PedepanvHwvili 3aKOH
«O kommepuecxou matiney. Dedepanvuviii 3axon «060 apxusHom Oene 8 Poccuitickoi
Deoepayuuy. Dedepanvuviti  3akon  «O  nepcoHanvuvix  Oauuwixy. Ilocmanosnenue
npagumenvcmea P® «llpasuna noo2omosxku npagosvix akmos GeoepaibHblX O0p2aHOo8
UCNOIHUMENbHOU 81IACMU U UX 20CYO0APCMBEHHOU PeLUCMPAaYUU Y.

Hopmamusno-memoouueckoe pezynuposanue oenonpouszsoocmsa. 1 ocyoapcmeennas cucmema
00KyMeHmayuonHo2o obecneuenus ynpaeienus. Oowue nonoxcenus. Obwue mpebosanus K
OOKyMeHmam u cuyscoam ooxymenmayuonrnozo obecnevenus (I'CAOY). T'OCT P 6.30-2003:
Yuupuyuposanmnvie cucmemvl 0okymenmayuu. Yuupuyuposanuas cucmema opeaHu3ayuoHHO-
pacnopadumenvhot doxymenmayuu. I'OCT P 51141-98 Jlenonpouzsoocmeo u apxugHnoe oeio.
Tepmunvl u onpedenenus Tunogas uHCMpyKyus no 0eionpousso0cmas)y 8 heoepanibHblX 0P2aHax
ucnoanumenvrou enacmu. llepeyeHb Munoswvix ynpagienueckux OOKyMeHmos, oopa3yiouwuxcs 6
0essmenbHOCIU Op2aHU3ayuUll, ¢ YKa3anuem CpoKo8 XpaHeHUs.

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

Ilposooumcsa 6 opme cemunapa no obobuienuro u yeayoneHuro 3HAHULL C dNeMeHmamu
ouckyccuu. Ilonamue u 6uowl bnanxos. Obwuii oaank. bnank nucvma. bnank konkpemmnozo euoa
ooxymenma. branxu ons pabomwl ¢ unocmpannvimu komnanusmu. I epboswiti 6nank. Pexeusumor
onanxa. IIpooonvroe pacnonodcenue pekeusumog oaanka. Yenoeoe gnazosoe u yenmpoganHoe
PAcnonodicenue pekeusumos O1aHKa.

Bvinonnenue npaxmuueckozo 3a0aHus O COCMAGIEHUIO V2108020 U NPOOOIbHO20 00paszyd
oaamnka.

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 nexkyuu 2. Ilpakmuueckoe 3HAKOMCME0 ¢ ogopmieHuem
PEKBU3UMO8 OOKYMEHMO8 YNPAGIeHUs

AIIP No5 «Cocmaenenue 1u4HbIX 0OKYMEHN08).

Ilposooumcs 6 popme cemunapa no 06006wenur0 u yenyoieHuro 3HAHUL ¢ SAeMeHmamu
ouckyccuu. 3assnenus, asmoouozpaguu, pezrome, 1udHvle 0osepeHHocmu, pacnucku. OcHo8Hble
PeKeU3UMDbL, NPABULA COCMABIEHUS U OPOPMIEHUS.

AIIPNe6 «Paboma ¢ 00KymeHmamu, co0eprHcauiumu KOHQuUOeHyuanbHble C6e0eHUN).
Ilepeuenv ceedenuti KoHQuoenyuanvnozo xapakmepa. Ilonsmue KomMmepuecKou MAtiHbl.
Ceedenus, omHocawuecsi Kk Kommepdeckou matine. llopsaook eedenus 0enonpouzsoocmed
OOKYMEHMOB, CO0epHcaujux KoMMepyecKylo mauHy. 3awuma OOKYMEHMOS8, COO0epHCAUUX
KOMMEPUYECKy10 Matity.

Ilpumepnuie unousudyanvnuvie domawinue 3aoanusn (H/13):

H3 Ne 1 «Ponb O00KYMeHMUPOBAHUA YNPAGNEHUYECKOU OeAmeIbHOCHU 6 pAa3eumuu
obwecmea.

Pexomenoayuu no cocmagnenuio u 0opabomke KOHCNEKmMa J1eKyuu.

Paccmompenue oannoii memvl HeoOX00UMO Hauame ¢ U3YYEHUS OCHOBHBIX NOHAMUL OAHHOU
oucyunaunvl.  Ilpu  smom  cnredyem  pazobpamvbcsi ¢ CYWHOCMbIO — Kame2opuu
«/lokymenmuposanuey. bonee noopobno cnedyem paccmompemsv CMPYKMYpYy, COOEpPHCAHUE,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO PA38Umus OoKymenmoobopoma. Jlanee HeobX00umo
U3yyuUms Cocmas HOPMAMuUGHO-Memooudeckol 06a3vl OOKYMEHMUPOBAHUS YNPABIeHUECKOl
0esmenbHOCU 8 COBPEMEHHBIX YC08UAX X03aticmeosanus. OmoenvHo criedyem paccmompems
cmpame2uro  ynpaenenus OOKYMEHMAaMu 6 Op2aHu3ayuu, a maxdce usyuumes Qopmol
CO8PEeMEHHOU OOKYMEeHMAayuu.

Knrouesvie cnosa: Ooxymenm, OoKymeHmuposaHue un@opmayuu, OOKYMeHMUpOosaHue
VNPAGNeH4YeCcKoU  0esamelbHOCmY,  KIUHONUCHL,  NOAUMUKA — YNPAGleHuss  OOKYMeHmamu,
cmanoapmu3zayus, cmpame2us ynpasieHus OOKyMeHmamu, YHuguxayus.

3aoanue ons camocmosmenvHol pabomuwl:

1. M3yyums kamezopuanvHulil annapam.

2. Jlopabomamov mamepuanvl 1eKyuu.

3. Iloocomoseumuvcss k pabome na naekyuu no meme 1. Iloemopums 6onpoc: cywHocms
Kamezopuu «/[oxymenmupoganuey (yiebHas oucyuniuna «/JoKxymenmupoganue ynpasieHyecKo
oesamenvHocmuy, rekyus Nel). Boims 2omosvim Kk 006CyscoeHuro 3mo20 80npoca 6 xooe JeKyuu.

H][3 Ne 2 «Obwgue npasuna oghpopmaenusn ynpaenenueckux O0KyMeHmoe».

Pexomenoayuu no cocmasnenuio u dopabomke KoHcnekma Jnekyuu. H3zyuenue mamepuanos
OaHHOU meMbl clledyem Ha4amv ¢ pacCMOMpeHus mpebo8aHull K 0QOpMIeHUI) PEeKEUUMOS.
Takoice cnedyem uzyuums cocmag peksusumos. Janee Heobxooumo pazobpamvcs ¢
NPUMEHEHUEeM U PACNONONCEHUEM HA OOKYMEHMe PEeKSU3UMO8, ONpedeums ux ooujue yepmol u
paznuuus. Kpome moeo, HYsicHO OemanvbHO pazodopamvcsi ¢ pAa3udHbIMU GUOAMU MEKCMA
O00KyMeHma: mpagapemuulii OOKyMeHm, ankema, mabauya, OJaHK.

Kniouesvie cnosa: eusa coenacosanus, 2pug o3HaxomaeHus, 0ama 0OKyMeHmd, 3a201080K

K meKcmy, UOeHMUDUKAMOP INeKMPOHHOU KONUU OOKYMEHmd, UHMEPSAL, NOONUChb, NOJe
OOKYMeHma, pecUuCmpayuoHHblll HOMep OOKYMeHmd, pe30Moyus, pPeKeU3Um, CmaHOapmubiil
aucm Oymazu, CColIKa HA PecUCMpayuoHHblll HoMep U 0amy OOKYMEeHmd, YO0CmOoGepeHue
O00KyMeHma, opmyasp.

3aoanue ons camocmosmenvrol pabomoi:

1. U3yyume kamezopuanvHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.
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3. [loocomosumubcs k pabome Ha aexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONB308AHUA  A3bIKA 6  0elo60ol  nepenucke  (VueOHAs — OUCYUNIUHA
«/[oxymenmuposanue ynpasieHyeckou oesmenvHocmuy, Jnekyus Ne2). Beimb 2omosvim K
00CYHCOEHUIO IMO20 BONPOCA 8 X0OOe JIeKYUU.

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

Paccmompenue oannoti memvt HeoOX00uMo HaAwamov ¢ aHaIuza 0cobeHHocmel OYuUYUATLHO-
0€1068020 CMUIsL NO CPABHEHUIO C XYOOHCECMBEHHbIM, NYOIUYUCMUYECKUM, HAYYHbIM, Y4eOHbIM,
PA32080PHBIM CIMUTIAMU A3bIKA.

Ilpu smom HysHcHO NOOPOOHO U3YUUMD JIeKCUYECKUEe 0CODEHHOCMU OOKYMEHmMO8. ynompeoieHue
NApPOHUMOS, NIIeOHA3MO8, UCNONb308aAHUe pedesblx Knuue. [locne amoeo credyem paccmompems
opghoepaguueckue ocobeHnocmu 0OKyMeHmos. nNpuUMeHeHue NPONUCHbIX OYK8 8 2eocpaduyeckux
HA38AHUAX, HAUMEHOBAHUAX OP2AHUZAYULL.

Kpome moeco, Heobxooumo obpamums 6HumaHue Ha opghoepaguueckue ocobeHHocmu
OOKYMEHMO8. NpuMeHeHue NPONUCHBIX OYK8 6 2e02paghuuecKux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuti. Tak dwce credyem 6biACHUMb Haubolee pPACHPOCMPAHEHHble 8 OOKYMEHMAX
OWUOKU CUHMAKCUCA U NYHKMYAYUU. NOPSAOOK CI08, CO2NACOBAHUE NOONIeHCAUe20 U CKA3YeMO2o,
npuyacmusle u oeenpudacmusle 060pomul, c108000paA3068aAHUS.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUM QOPMYIUPOBOK, HEUMPAIbHASL IKCHPECCUBHAS
OKPACKA A3bIKA, HeON02U3M, OQUYUATbHO-0eN0601 CMUIb, NOIHOMA UHDOPMAYUL, CUHOHUMB,
magmono2uu, ¢ppazeonocusmel.

3aoanue ons camocmosmenvHol pabomuwl:

1. H3yuume kamezopuanvHwulli annapam.

2. Jlopabomamov mamepuanvl 1eKyuu.

3. Iloocomosumvca k pabome mna aexyuu. Iloesmopums eonpoc: opgocpagpuueckue
0cobeHHOCmU OOKYMEeHmOo8 (yuebHas oucyuniuna «JJokymenmuposanue Ynpasienueckoll
oessmenbHocmuy, nekyus Ne3). Boimb 20mogvim K 00CYHCOEHUIO IMO020 8ONPOCA 8 X00e TeKYUU.

HJ[3 Ned «Ilpasuna ohopmiaenus 00KymeHmos no JudHOMY COCHABY).

Ilpu wusywenuu OaHHOU MmemMbl CMYOEHMAM Heo0X00UMO pazobpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpasienus oOoxymenmamu. Ocoboe euumanue ciedyem YOeaums
PACCMOMPEHUI0 NPOYeOYyPbl NPOECKMUPOBAHUSL U HEOpeHUst OOKYMeHMHubIX cucmem. Taxoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMSAX MOHUMOPUHEA U AyOUMa OOKYMEHMHbIX CUCTEM.
Bonee oemanvro neobxooumo paccmompens CyuyHOCHb 00A20CPOYHOU NPOSPAMMbL 0OVYeHUs]
NepcoHana opeanuzayuu 6 ob61acmu ynpagieHusi OOKYMEeHmamu U NPUMEHeHUs: 00yYaruux
UHCMPYKYULL, BKIIOUASL 00VHAIOWYI0 UHCMPYKYUIO CEKPEMaps.

Kniouesvie cnosa: ayoum ynpasnenusi OOKyMEeHMAMU, KOHEEPMAYUs, MemoOOa02Uust 6HeOPEHUs,
Muspayus OOKyMeHmos, MOHUMOPUHE, HAOEHCHOCHb OOKYMEHMHOU CUCTeMbl, NPOEKMUPOBAHUe
OOKYMEHMHOU CUCMeMbl, PACHPEOeeHHOe YIPAGieHue, pecyiupyrouas cpeod, cmpameus
VAPaeaeHusi OOKYMEeHMAMU.

3aoanue ons camocmosmenvHou pabomoi:

1. U3yuume kameeopuanbHwlil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.

4. I[loocomosumvbcs k pabome na aekyuu. [losmopums 6onpoc: 0bwas xapaKkmepucmura
OOKYMEeHmHbIX — cucmem  (VueOHas — Oucyuniuna  «JoKymenmupoganue YNpasieH4ecKoll
oesamenvHocmuy, rekyus Ned). Boims 20mosvim K 00CysHcOeHUI0 3M020 80Npoca 6 Xooe JeKYUU.

HJ[3 Ne5 «Opeanuzayus 00Kymenmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomre KOHCHEKmMa NeKyuu.
B nauane cnedyem paccmompems mepmunsl «0€I0NPOUIBOOCNBO», «OOKYMEHMAYUOHHOE
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obecneyenue  YNpasieHusy,  «OOKYMEHMUposanue  uUHpopmayuuy,  «OOKYMEHMUPOBAHUe
VAPABIEeHUeCKOU 0essMeNbHOCIUY, «OOKYMEHMONOMOKUY», «O0OKYMEHMO0O0pom».

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

Kpome mozo, HeobxoOumo  ocmanosumvcsi HA  UBYYEHUU — MeMmO008  COKPAWeHUs.
00KyMenmoobopoma.

Credyem yoenumov HUMAHUE COOEPHCAHUIO KOHMPOTSL UCNOTHEHU. OOKYMEHMO8, €20 d9Manam u
MEXHONI02UU.

Knouesvie cnosa: eHympeHnuti  OOKyMeHm, 6X00suwuil  OOKYMeHm, O00KYMeHmoobopom,
OOKYMEHMONOMOKY, — UHPOPMAYUOHHO-NOUCKOBASL — cucmemd, — UHOeKcayusi — OOKYMeHmA,
ucxoosawull  OOKyMeHm, Kamaioe, 00veM O0OKYMeHmoobopoma, payuoHalbHoe O8UNCEHUE
OOKYMEHMO8, — pecucmpayuoOHHO-KOHMPOIbHASL — KApMoyKa,  pesucmpayusi  OOKYMeHmA,
MEXHOI02UYECKAS CXeMA OBUNCEHUS OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmosmenvHol pabomol:

1. H3yyums kamezopuanbHulil annapam.

2. Jlopabomamov 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 0opabomke KOHCNEeKMa J1eKyuu.

Paccmompenue oannoll memvl He0OOX00UMO HAYAMb C U3VHEHUs POaU UHPOPMAYUOHHO
CnpasouHoll pabomsl CiyrHcObLL 0eLONPOU3BOOCMBA OP2AHUZAYUU.

Ilpu smom credyem obpamums GHUMAHUE HA 6UObL, IMANbLL  PaA3pPabOmKu, pPazoeivl
HoMeHKAamypbl Oell. Takoce He0OX00UMO YACHUMb, KAK OCYWeCMEsemcs meKyujee XpaneHue
OOKYMEHMO8 U UX UCTIOb308AHUE.

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

Kpome moco, credyem oxapaxmepuzosame 3KChepmusy YEHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0hOpMIEHUE ee Pe3Ylbmamos, pabomy 3KCHePMmHOL KOMUCCUU.

Takoice cnedyem paccmompemv 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUsS U
UCNONb308AHUS KOHPUOCHYUATLHBIX OOKYMEHMO8. [lanee HYICHO U3YYUmb KAHAIbL 603MONCHOU
ymeyku uHgopmayuu u ympamsi 0OKyMeHmos. H 6 saxnouenue Heodxooumo paccmompems
mpebosanus K U320MOGIeHUI0, Y4emy, UCNOIb308AHUIO U XPAHEHUIO 2epO08bIX OIIAHKOE.
Knrouesvie cnosa: axm, deno, doneocpounoe xpanenue 0OKyMeHmos, 00Cmyn K 0OKyMeHmMAam,
KOHMPOb Oetucmeuil, KOHMpOIb MECHONOLONCEHUsT OOKYMEHMA, HOMEHKIAmypa oei, ONuchy,
NPUMEPHAsSL HOMEHKIAMYpa 0ell, meKyujee Xpanenue 00KyMeHmos, munoéds. HOMeHKIamypa oer,
CBOOHAsL HOMEHKIAMypa 0ell, VHUUMOMNCeHue OOKYMEHMO8, IKCNepmu3d YeHHOCmu OOKYMeHmA.
LI'epbosviii bnamnk, epugh oepanuvenus docmyna Kk OOKyMeHmy, 3aujuyeHHuiti OOKYMeHmoobopom,
KOMMepUYecKass maund, KOHQOUOESHYUATbHbIN OOKYMEHM, NPOMBIULIEHHbIL WNUOHAC, YepO3bl
OOKYMEeHmMam, YeHHAas UHGHOpMayusi.

3aoanue ons camocmosmenvHou pabomoi:

1. U3yyume kameeopuanvHulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. [loocomosumubcs k cemunapy.

4.Iloemopums 80npocC: dKCnepmu3a YeHHOCmu OOKYMeHmos. Buvimb comosbim Kk 06CyamcoeHuo
9MO20 BONPOCA 8 X0O0€ TeKYUU.

Ilpumepnaa memamuxa ayoumopHslxX KOHMPOIbHBIX padom.

3uauenue 0enonpouzeo0cmea 8 3GeKmusHoOM YNpasienuu opeaHu3ayuel.

Cmpyxkmypa u ocobennocmu pabomul cayxcovt JJOY 6 paznuunvix opeanusayusx.
Cospemennas HopmMamueHo-npasosas 6aza OOKymeHmuposanus 6 Pd.

OchosHble 00KYMeHmMblL YNpasieHus u mpebosanus K ux oghopmieHuro.

Kaoposvie doxymenmol u mpebosanus Kk ux ogopmienuro.

Ocobennocmu cocmasnenusi nucem (0enogvle NUCbMA HA PYCCKOM U UHOCMPAHHBIX
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AZbIKAX, DNIEKMPOHHbIE NUCLMA).

7. Opeanusayus pabomsi ¢ OOKyMeHmamu ¢ npumeneHuem cogpementuvix IT.

8. Ocobennocmu pabomsi ¢ apxusnvimu ooxymenmamu. Co30anHued’1eKmpoHHbIXAPXUBOS.

9. Cpeocmsa obecneuenus 3awumvl ungopmayuu npu pabome ¢ KOHDUOEHYUATLHBIMU
.OOKYMEHMAaMu.

10. 3aoauu cayacowr JIOY.

11. [lenonpouz600cmeo — 0CHO8bI MEXHOI02UU YNPABTEHUSL.

12. Jloxymenmoobopom u e20 0CHOGHbIE IMANDL.

13. Tpebosanus k oghopmaenuro OOKyMeHmos.

14. OcHosmuvie dokymenmol ynpasieHus.

15. Pexsusumsi ynpagnenueckux 0OKyMeHmMo8, npasuia ux oQopmieHus.

16. Opeanuzayuonno-pacnopsoumenbHvle OOKYMEHMbL, UX COCMAsLeHUe U OhopMIeHUe

17. Texywee xpanenue oe.

18. Ilepeoaua dokymenmos na apxusroe Xpaneuue.

19. Cnpasouno-unghopmayuonnvie OOKyMeHmbl, UX COCMABIeHUe U OPOpMIeHUE.
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7 OIIeHO‘lHLIe cpeacrea AJisi NIpOBEACHUA HpOMe)l(yTO‘lHOﬁ arreCcranmmu

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

CrpyKTypHBII
JJIEMEHT
KOMITIETEHIINU

[Tnaaupyembie pe3ynbTaThl
00y4eHus

OneHouHbIE CpeICTBA

OIIK - 4 — cnocodHOCTH HaXO0IUThH OPraHvu3alluMOHHO-YIIPABJICHYECCKUEC PCIICHUS B I[pO(l)eCCI/lOHaJ'II)HOﬁ JCATECJIbHOCTH M I'OTOBHOCTH HECTH 3a
HHUX OTBETCTBCHHOCTD

3HaTe

- OCHOBHEIE COCTaBJISIONINE
M JTanbl  IOJATOTOBKU
JOKYMEHTAIlMH,  TJIaBHbBIC
TpeOOBaHUsI K  BEIACHUIO
JTOKYMEHTAINH;

- cnoco0sl 3¢hdekTuBHOrO
JIEIIOBOTO OOIIIeHH,
MyOJUYHBIX BBICTYIUUICHUH,
MEepEroBOPOB, MPOBEIACHUS
COBCIIIAHMH, IEJIOBOH
MEePETHCKH, JIETTIOBOTO
OOIICHUS, AIEKTPOHHOM
KOMMYHUKaIUH OCHOBEHI
JICJI0OBOTO OOIICHHUS,

- Ccmoco0bl M CpeacTBa
MH(POPMAITMOHHOTO
BO3JIEUICTBUS,

- OCHOBHBIC TIOHATHUS WU
COBPEMEHHBIE  IPUHIIMIIBI
paboThl c JIeIIOBO
uHdopmanuend, a TakKe
UMETh TMPEACTaBICHUE O
KOPIIOPaTUBHBIX
MH(OPMAIIMOHHBIX

Teopemuttec:cue 60npocsl.’

1.

2
3.
4.
5

~No

10.

11.
12.
13.
14.

15.

16.
17.

UTto Takoe JOKYMEHT, C KaKo! L[eJIbI0 OH MOXET CO3/1aBaThCs?

KaxoBbl 0cOOEHHOCTH J1€7I0BOTO OOIIEHUS U MTYOITUYHBIX BBICTYIUICHH ?

KaxoBbI 0CHOBHBIE TPU3HAKHU KJIaCCU(PUKALIMK TOKYMEHTOB?

Uto noHnMaeTcs oj JOKyMEHTAI[MOHHBIM 00€CTIeYeHHEM YIIPaBICHHUS ?

B uwem cyrp crampgaptuzanumu M yHHpHUKanuu JgokyMmeHToB? Kakue pazpabaTbiBaroTcs
CTaHJapThI?

Yem otimuaercs ohopmiieHHEe peKBU3UTOB 001IeT0 OJlaHKa OT OJaHKa muchma?

KakoBbI 0CHOBHBIE PEKBU3UTHI, UCHOIb3yeMbIe ISl 0(hOPMIICHHS PUKa3a U PACTIOPSKEHUS.
Kakue popmbl MpOTOKOJIIOB MOKHO HCIOJIB30BATh B YIPABICHUECKON JESITEIbHOCTH, B YEM
UX OTIn4ue?

VYKkaxuTe 0OCHOBHBIE TPEOOBaHUS K O(POPMIICHHUIO JEIOBOTO MUCHMA.

Kakve koMmmiiekchl JOKyMEHTAllMM BKJIIOUaeT B cebd KajgpoBas HHGOPMAIMOHHO-
JOKYMEHTAI[MOHHAs cucTema?

B uem ocobGennocTu opopmiieHUs MPUKA30B M0 JTUYHOMY COCTaBY?

Yto moHuMaeTcs Moj opraHu3alueil 10KyMeHTooo6opoTa?

Yro Takoe cxembl JOKYMEHTO000pOTa, 3a4eM OHH HY>KHBI?

C xakoil 1enbl0 pa3pabaThIBAIOTCS MHCTPYKIHUU TO JENOMPOU3BOJACTBY, UYTO B HHUX
HE0O0XOIMMO MPETYCMOTPETh?

VYKaxuTe TEXHOJOTUYECKYIO TOCIIEI0BaTEIbHOCTh
JOKYMEHTaMH.

KakoBa nocnenoBaresibHOCTb Onepanuii mpu padboTe ¢ BHYTPEHHUMH JOKYMEHTaMu?

C kakoil 1eNp0 IPOBOAUTCS (POPMHUPOBAHUE JIeJI, KaKHe MPH 3TOM HEOOXOAMMO COOIIONATh
TpeOoBaHus?

JTalloOB pa6OTBI C BXOJAIIHNMH




CrpyKTypHBIi
JJIEMEHT

[Inanupyemsle pe3ysbTaTsl

OneHouHbIE CpeICTBA

KOMIIETEHIINU 00ynenus
cucreMax u 0a3zax JaHHBIX, 18. Yto Takoe HOMEHKIATypa /e, ¢ KaKoi IeNbl0 pa3pabaThIBAlOTCS THIIOBBIE HOMEHKJIATYPHI
- OCHOBHBIE IPHUHLHUIIBI nen?
OpraHu3aIun 19. Kakyro nH(pOpMAaIHIO COACP)KUT HOMEHKJIATYpa JeJt?
JIeI0NIPOU3BOICTBA u 20. Uto moHMMAaeTCs 1MOJT SKCIIEPTH30M IEHHOCTH JIOKYMEHTa?
JOKyMEHTO000poTa B 21. Kakue kpuTepuH UCTIOIB3YIOTCS IIPH OIICHKE JJOKyMEHTOB?
opraHax TroCYAapCTBEHHOM 22. Kak ocymiecTBisieTcs mpueM-Tiepeiada Jiesl B apxXuB?
Y MYHHUIIUITAJILHOW BJIACTH; 23. Yto Takoe KOHPUICHIINATBHBIA JOKYMECHT?
—  pasnuyYHbIEe CTpaTeruu 24. Kakre 0CHOBHBIE YIpO3bI BO3HUKAIOT NIPU PadOTE ¢ KOH(UACHITUATEHBIMU JJOKYMEHT aMH ?
MIpe/ICTaBICHUS 25. YkaxuTe OCOOCHHOCTH BEIEHHs JIENIOTNPOU3BOJICTBA, OOECIEUMBAIONIETO y4eT U
pe3ynbTaToOB CBOEH pabOThHI COXPaHHOCTh KOH(UICHINATBbHON HH(POPMAIUU U TOKYMEHTOB.
JUISL APYTUX CIIENHAUCTOB. 26.Uto TOHMMAaeTCs TIOJ 3alIMIICHHBIM JIOKYMEHTOOOOpOTOM, 3a CYET Yero MOXKET OBITh
obecriedeHa ero 3ammura’?
YmMmeth - aQHaJIM3UPOBATh Kommuiekt TectoBbIx 3ananuii: Nel
KOMMYHUKATUBHBIE 1. ®opmymnsip — 3T10:
MPOLIECCHI B OPraHnu3aluu 1 a) OCHOBHas ¢opma JJO0KyMeHTa, (UKCHUpYIollas I[paBOBble OTHOIIEHHS B JIpeBHEpycCKOM
pa3pabaThIBaTh roCyJapCTBeE;
MIPEAIOKEHNUS o 0) oco0o BbIeTaHHAsl KOXKa >KMBOTHBIX, MPUMEHSBIIAs’CS B KaueCTBE OCHOBHOIO MarepHuaa Jjs
MTOBBIIICHUIO ux nucbMa B J[peBHEpyCcCKOM roCy1apCcTBe;
3¢ deKTUBHOCTH; B) CaMOCTOSITENILHOE MOAPA3/IEIIEHNE, OCYIECTBIISIONIECE JeIOMPOU3BOCTBEHHYIO IEATEIbHOCTD;
- JIOTUYECKHU BEPHO, r) TUIoBas ycroiuuBas opma (oOpasel) oTAeIbHbIX HanboJiee pacpoCTPAHEHHBIX JOKYMEHTOB.
apryMEHTUPOBAaHO M SICHO 2. YcraHOBJIEHHE €IUHO00pa3us cocTaBa U (JOPM YIpaBICHUECKUX JOKYMEHTOB, CO3/1aBaEMbIX MpPHU
CTPOUTH YCTHYIO u pELIeHUH OJJHOTHUITHBIX YIIPABICHUYECKUX (YHKIIHI:
MMCEMEHHYIO PEYb; a) yHH(pHUKAIUS;
- MOJJICPKUBATH 0) ceprudukanus;
podeccuoHaIbHYIO B) KOJMPOBAHME;
KOMMYHUKAIIHUIO, ') TOKyMEHTHUPOBAHUE.

OCYIIECTBIATh IYOIMYHBIE
BBICTYIUJICHUS

- aHaJTM3UPOBATh
JIOTUYECKYIO CTPYKTYpPY U

3. OOs3aTenbHBIM YCIOBHEM JUIsl BKJIFOUEHHS WHQPOpPMAaNMU B HH(DOPMAIMOHHBIE PECYPCHI,
OCYIIIECTBIISIEMOTO B TIOPSI/IKE, YCTAHABIMBACMOM OpraHaMu TOCYAapCTBEHHO BIIACTH, SIBIISETCS €e:
a) CTaHIapTU3AIHUS;

0) 3ammuTa;
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CrpyKTypHBIi

[Inanupyemsle pe3ysbTaTsl

JJIEMEHT OneHouHbIE CpeICTBA

KOMIIETEHIINU 0byuenus
OTIPENEIATh CTENEHb B) IOKYMEHTHPOBAHMUE;
apryMEeHTHPOBAHHOCTHU I') BBIKYI TOCYAAPCTBOM Y YaCTHBIX JIUILI.
IIACBMEHHOM M yCTHOU 4. CpencTBOM ycTpaHeHHs «OyMaKHOTO Oymay SIBIISICTCS:
peuu, CO3/1aBaTh a) KOMIIbIOTEpU3alUs JeJI0ONPOU3BOICTBA;
pa3JINYHbIE THUIBI TEKCTOB 0) yHHUKAIUSA TOKYMEHTOB;
YCTHOW, MIACBMEHHOH, B) KJIacCU(UKAIU JOKYMEHTOB;
BUPTYAJIbHOW U CMEIIAHHON I') IPUMEHEHUE Pa3HOCTOPOHHEHN OPIrTeXHUKH
KOMMYHHKAIUH Ha 5. 3HaueHue TOKyMEHTAlMOHHOTO 00eCIIeYeHNsl YIPaBIEHUS ONPENEsIeTCs:
pyccKoM SA3bIKE B a) KOMMYHHUKaIUSIMU;
Ppa3InYHBIX XKaHpax 0) nneHTupuKanuei;
YIPaBJIEHYECKOMN B) (ukcanuei;
KOMMYHUKaIUU T') CyaeOHBIM pa3OupaTeTLCTBOM.
(myOMMIHBIX 6. B mpaBoM BepxHEM yIily JOKYMEHTOB pacoJlaraloTcs CIeIyIoIIue PEKBU3HUTHI: a)
BBICTYIUICHHUSX, rpu¢ coryiacoBaHus;

MEPEroBOpax, COBCIIAHMSIX,
JIEIIOBOM TEPEIUCKH );

—  HMHTETPHPOBATH B
JIEATEIBHOCTD
MOAPa3/ICIICHUS TIOJI0KEHUS
AHAJIUTHYECKUX JOKJIAJI0B,
OTYETOB u JPYrux
MH(OPMATMOHHBIX
MaTepHaJIoB.

0) oTMETKa 0 KOHTPOJIE;

B) Tpu( YTBEPKICHHUS;

T) ajapecar.

7. B 11eBOM BepXHEM yri1y JOKYMEHTOB PACHOJIAratoTCs CIeIyOIUe PEKBU3NUTHI:
a) pe30JIIOIIHS;

0) OTMEeTKa O HAJTMYHH IMPUIIOKCHHUS;

B) OTMETKa 00 UCIOJIHUTEIIE;

I') KOJl OpraHu3aluu.

8. B npaBoM HMKHEM YTy pacloyiaratoTcsi peKBU3HUTHI:

a) OCHOBHOM rocyaapcTBEeHHbIN peructpanuonssiii Homep (OI'PH) ropuanueckoro
IULa;

0) ko1 GOpMBI TOKYMEHTA;

B) UACHTU(UKAIMOHHBIA HOMep Hanoromuiarenbinuka (MHH);

) rpud OorpaHUYEHHUS JOCTYMa K JOKYMEHTY.

9. B 1eBOM HM>KHEM YTJy paclojaratoTcsi pEeKBU3UTHI:

a) KOJ MPUYMHBI IOCTAHOBKH HA YYeT;

22




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeICTBA

0) OTTHCK MeYaTH;

B) BU3bI,

I') OTMETKa 00 UCIIOJIHUTEIIE.

10. K B3aMOUCKITIOHYAIOIIUM PEKBU3UTAM OTHOCSTCSI:

a) sM0sieMa opraHu3aluy U rocyiapcTBeHHblil repd Pd;

0) KOJ Opranu3anuu 1 Koja (opMbl TOKYMEHTa;

B) pPErUCTPAIlMOHHBIA HOMED JJOKYMEHTA U CChUIKA Ha PErHCTPAIlMOHHBIN HOMEp U
JaTy TOKYMEHTa;

r) rpud yrBepxkaeHus u mneuath.ll. Ecnm opranuzamus noABeIOMCTBEHHA OJHOBPEMEHHO

HECKOJIbKMM OpraHam
YIPABJICHHS, TO B PA3HBIX CUTYAIUSIX YKA3bIBACTCSI:

a) HEMOCPEICTBEHHO BBINIECTOAIIAS OPTraHU3aIHS;

0) camas ry1aBHas BBIILIECTOSIIAS OpraHU3aIlus;

B) He 0oJiee TpeX CTETNeHEH M0IBEIOMCTBEHHOCTH,

') HE YKa3bIBAETCSl HU OJIHA BBIMIECTOSIIAS OPraHU3aIlns.
12. JlaToif TOKyMEHTa MOKET OBITh J1aTa:

a) €ro HaIMCaHUs U COTJIACOBAHUS,

0) ero MoIMCaHus;

B) €r0 YTBEPKJICHUS;

T') MPOBEJICHUS 3aCeIaHMs, HA KOTOPOM MPUHATO PEIICHHE.
13. JlaThl B TOKyMEHTaX MOTYT OBITh O(POPMIICHBI:

a) 22. 08. 1997,

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3HUTHI JOKYyMEHTOB MUIIYTCS, KaK MPABUIIO, OT PYKHU:
a) BU3a;

0) pe3omntonus;

B) MO/JINKCB;

r) ajpecar.
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CrpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyembie pe3yabTaThl
oOyueHus

OneHouHbIE CpeICTBA

15. K xakuM pekBU3UTaM OTHOCSITCS CJIOBA!
a) «Bepao» A)
0) «lisa cmyxeOHOTO MoIB30BaHUs» b)
B) «3ameuaHus npuiiaraiorcs» B)
r) «ITetpoB M.K. 924-76-40» I')
16. PEeKBU3UT «IIOMHCH)» HA Pa3HBIX TIOKyMEHTAX BKIFOUACT:

a) JTMYHYIO POCIHCH aBTOpa JOKYMEHTa;

0) TMYHYIO POCIIUCH PYKOBOJUTEINS U €€ paclIu(PpOBKY;

B) yKa3aHHE JOJDKHOCTH, JINYHYIO POCITUCH PYKOBOJUTENS U €€ pacimpoBKY;

T') yKa3aHHe JOJDKHOCTH, HANMEHOBAHHUE OPTraHU3aIAH, JINYHYIO POCITHCH PYKOBOIUTEII,
ee pacmu@poBKy.

KomrutekT TecToBbIX 3a1annii: Ne2

1. Kakoe cokparieHue siBisieTcsi abOpeBUATYpOIA:

a) AI'3 MUC P®;

6) Mocanepro;

B) cTaruisius;

) o/M, 11/0.

2. CroBo, KOTOpO€ 0003HaYaeT HOBOE MOHSITHE, YIIOTPeOIsieMoe B JOKYMEHTAX, —

3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M;

T') apXau3M.

3. Orbepute NpUHIUT O(PUIIHATHHO-EIOBOTO CTUIISI TOKYMEHTAIUU:

a) MpeAO0CTaBICHHS] MAKCUMAJIbHO BO3MOXKHOU HH(POpMAIIUY;

0) MIPUMEHEHUE CIIOB «MbI BBITIOJTHUMY, «5 CACTAION;

B) OrpPaHUUYEHHOCTH B TPUMEHEHHUH S3bIKOBBIX CPE/CTB;

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

4. Jlekcuueckoe COKpallleHUEe CI0Ba, YIOTPeOasieMOoro B JOKyMEHTaxX — 3TO:

a) abOpeBHaTypa;
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0) CHHOHHM;

B) HEOJIOTU3M;

I') TAPOHUM.

5. UTo HE OTHOCUTCS K O(DHUIIHATBLHO-ICIIOBOMY CTHIIIO JOKYMEHTA!

a) aJIpeCHOCTh MH(POPMAIIHH;

0) TeMaTHYeCcKasi OTPaHUICHHOCTh B IIPUMEHEHHUH SI3BIKOBBIX CPEJICTB;

B) IIPEIOCTaBIICHUE MAKCHMAIILHO BO3MOXXHOW WH(POPMAITUH;

') YHUpHUKAUA JOKYMEHTA.

6. K mpaBwiiam 7e510BOro 3THKETa OTHOCSITCS:

a) HETOPOTUTMBOCTH C OTBETOM;

0) O;aroIapHOCTh 32 OTBET WU JCHCTBHE;

B) 00CTOSATETHLHOE M3JI0KEHNUE IOKYMEHTA;

T') yMEHHUE CIymaTh APYTHUX Jr0cH.7. B KakoM JIOKYMEHTE HCIIOJIb3YIOTCS CIIOBA «... B IPOTHBHOM
cnydae Bam OynyT

peIbsIBICHBI TpadHbIE CAHKIIUNY» B KAUE€CTBE S3bIKOBOI (POPMYIIbI, Kak pe3yabTaTa
YHU(PHUKAIUH SI3bIKOBBIX CPECTB:

a) B TApaHTUHHOM TTHCHME;

0) B peKIaMaIlMOHHOM ITHCHhME;

B) B MH(OPMAITMOHHOM THCHME;

T') B IMCbMe-HallOMUHAHUU.

8. CnoBa, KOTOpble CTaHOBSTCS HEO(MUIMAIBHBIM 3aMEHHUTENIEM TepMHUHA M UX NPUMEHEHHEB
JOKYMEHTaX HEAOMYyCTUMO, — 3TO:

a) mpo(decCHOHATTN3MEI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T') MapOHUMBI.

9. 3aKOHUYEHHBII B CMBICIIOBOM OTHOIIIEHHH OTPE30K TEKCTa, MO3BOJISIONINI YCTAaHOBUTD
3HAUEHUE BXOJAIIETO B HETrO CJIOBa MK (pas3bl — 3TO:

a) aHHOTAaIIMS;

0) pedepar;
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B) KOHTEKCT;

I') KOHCIIEKT.

10. Perynupyromas (Ae4TeIbHOCTh OpraHu3aluii) cpejia BKI0YaeT:

a) TOCYJIapCTBEHHbBIE CTAHIAPTHI;

0) OOIIECTBEHHBIE OXKUTAHUS;

B) PEKOMEH/IAINH, OTPAKAIOIIUE MTEPEJOBOM OTIBIT,

') HOPMAaTHUBHBIE JOKYMEHTBI, OTPAYKAIOIINE A TEILHOCTh OPraHU3aIHH.

11. INonuTHKa ynpaBiieHUs: JOKyMEHTaMU OpraHU3alluU [TO3BOJISIET:

a) oBBIATH 3 (HEKTUBHOCTD JAEATEIHHOCTH OPraHu3aIluu;

0) cobmoaaTh TpeOOBaHUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpebl;

B) M30€XKaTh PUCKOB MPEATPHHAMATEILCKON JIEITEIIbHOCTH, CBSI3aHHBIX C TIOKYMEHTaMHU;

T') COXpaHSATh IMaMATh OpraHW3alud, HWHAWBHAA u oOmectBa.l2. K mpuHmmnam pa3paboTku
MpOTrpamMM YIIpaBIICHUS TOKyMEHTAMU OTHOCHTCSI:

a) OIIEHKA PUCKOB, CBSI3aHHBIX C OTCYTCTBHEM O(UIIHUATBHBIX TOKYMEHTOB;

0) ompeneneHue MpaBUIl CO3/IaHUSI METaIaHHBIX O JOKYMEHTAaX;

B) oOecrieueHne XpaHeHHs JOKYMEHTOB B 0€30MacCHOM 1 3aIlUIIEHHOM Cpelie;

T') OIpeesICHHE BO3MOXKHOCTEH MOBBIICHUS YPPEKTUBHOCTH pabOThl OpraHU3aIluu

B pe3yJIbTaTe KaueCTBEHHOTO YIPaBICHUS JOKYMEHTaMHU.

13. Pacnipenenenue OTBETCTBEHHOCTH 3a JOKYMEHTAI[MOHHOE O0ecrieueHUE YIpaBIeHUs
MpeJoJiaraeT OTBETCTBEHHOCTh:

a) BCeX COTPYAHUKOB OpPraHU3alUU 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHHU3aIlH 32 ;

') CeKpeTapei 3a .

14. Ecnu HOKyMEHT SBISETCS TEM, YeM JOJDKEH ObITh; CO3JaH WJIM OTIPABICH JHUIOM,
YIIOJTHOMOYEHHBIM Ha 3TO, a TaK)Ke B TO BpeMs, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO O3HayaeT
ero:

a) I0CTOBEPHOCTb,

0) IIETIOCTHOCTb;

B) ayTEHTHYHOCTb;
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T') IPUTOJHOCTH JUTS UCTIOJIb30BAHUS.

15. CtpaTerust BHeIpeHUs TOKYMEHTHBIX CHCTEM IPEAyCMaTPHUBAET:

a) MPOEKTUPOBAHNE JTOKYyMEHTHBIX CHCTEM;

0) MOArOTOBKY COTPYAHHKOB, PaOOTAIOIMINX C JOKYMEHTAMH;

B) COOTBETCTBHUE JOKYMEHTOB PErYIMPYIOLIEH Cpeie;

T') KOHBEPTAIHIO TIOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CHCTEMBI, (JOPMATHI.

16. CriocoGHOCTh JOKYMEHTHOW CUCTEMBI JJIUTENBHO U MPAaBUIBHO (DYHKIIMOHUPOBATh
B COOTBETCTBHUH C TPEOYEMBIMH MPOIEAYPAMH O3HAYALT €e:

a) HaJISKHOCTD;

0) 3 pexTUBHOCTD;

B) IIETIOCTHOCTb;

I') KOMITJIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHON CUCTEMBI IPEIOTBpAIIaTh HECAHKLIMOHUPOBAHHbBIE
JOCTYII K TOKYMEHTaM, UX YHHUTO)KCHHE, U3MEHEHHE WU TIepeMEIIeHNs 03HAYaeT ee:
a) HaJIG)KHOCTD;

0) 3 pexTHBHOCTD;

B) LIEJIOCTHOCTD;

I) KOMIUIEKCHOCTb.18. Meronoiorusi NpoeKTUPOBAHUS M BHEIPEHHS] JOKYMEHTHBIX
BKJIIOYAET:

a) aHaJu3 JAE0BON JNEesTeIbHOCTH OpraHU3aIUy;

0) OLICHKY CYIIECTBYIOIIHUX TOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OIICHKY, KOPPEKTUPYIOLTUE IeHCTBUS;

I') IpeKpalleHrue MPUMEHEHUsI JOKYMEHTHBIX CUCTEM.

19. O6vexkTaMu yHU(UKALMY U CTAHAAPTU3ALUHI B YIIPABICHUYECKOM EATEIHOCTH
SBIISIIOTCS:

a) TEPMUHBI, UCTIOJIb3yEeMbIE MPU PA0OTE C YIPABICHYECKON HHPOPMAIIHEIA;

0) opraHu3alOHHbIE CTPYKTYPbl OpraHU3aluil, yUpexAeHUH U NpeanpUsATHIA;

B) yIpaBiieHYecKue (QyHKINH;

I') yIipaBJieHUYECKasi JOKyMEHTallUs.

CHCTEM
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KOMIIETEHIINU 0byuenus

Bnaners - KOMMYHUKAIIUOHHBIMU
HaBbIKaMU;
- HaBBIKAMHM COCTaBJICHMUS, [IpakTrueckue 3a1anus:
yuyeTa, XpaHEHUs, 3alllUThl, Kpoccsopa 1.
rnepeaadn ciry>xeOHOM [To ropusonTanu: 1) 3anuce HHPOPMAIMK HA Pa3IMYHBIX HOCUTENSX IO YCTAHOBJIEHHBIM MTPaBUIIaM;
JOKYMEHTAIM! B 2) ycTaHOBJEHHME KOJMYECTBA M COCTaBa JIOKyMEHTOB B €AMHHIAX ydeTa M (QuKcarus
COOTBETCTBUU C MPUHAJUIEKHOCTH KayKJIOM €TMHUIIBI yUeTa K ONpeeIEHHOMY KOMIUIEKCY U OOIIeMY UX KOJIMYECTBY
TpeOOBaHUAMU B YUYETHBIX JOKYMEHTaX; 3) y4eTHBIM JOKYMEHT, COJEpKallluii Ha3BaHUE, CBE/ICHUS O KOJMYECTBE,
JOKYMEHTO000pOTa,; COCTaBe JOKYMEHTOB (POHJAa U MECTE €ro XpaHEeHMs], MpeJIHa3HAYEHHbIN JJIs LEHTPAIU30BAHHOTO
- HaBBbIKAaMU coopa, yuera JIOKyMEHTOB; 4) mepedeHb OQUIMAIbHBIX HAMMEHOBAHMM XpaHSIIMXCS, BBIOBIBIIUX U
obpaboTku uHpopManuu U MOCTYNAIOMINX apXUBHBIX (POHJOB B TMOPSAIKE BO3pAaCTaHMsI NPUCBOEHHBIX MM HOMEPOB; 5)
JOKYMEHTAallHOHHOM MPEeIyCMOTPEHHbIE HOPMATHBHBIMU JIOKYMEHTAMU YCJIOBHSI HCIIOJIb30BAHUS apXUBHBIX U
obecrieyeHnn KOH(UIEHITMAIBHBIX TOKYMEHTOB; 6) nu@poBoe u/min OykBeHHO-IIU(ppOoBOe 0003HAYEHHE Jea B
rOCyJapCTBEHHbIX ~ OpPraHOB HOMEHKJIAType JIeJl OpraHu3allii, HAaHOCMMOE Ha €ro OOJIOKKY; 7) CBOICTBa JOKYyMEHTa,
BJIACTH, OpPraHoB  BJIACTH o0yclaBIUBAIOIIME €r0  KYJIbTypHOE, HAydyHOe€ U T.I. 3HaueHWe; §) BOCCTaHOBJICHUE
cyobekroB  PD, opraHoB IIEPBOHAYAIBHBIX WM OJU3KHUX K IEPBOHAYAIbHBIM CBOMCTB M BHEUIHMX IPU3HAKOB apXUBHOIO
MCY u opraHu3anuin JIOKYMEHTA, TIOJBEPTIIETOCsS TMOBPSKJACHUIO WM pa3pyIICHHIO; 9) CpPeACTBO THUPAXKHUPOBAHUS

MaKeTOM O(HUCHBIX MTPOTpaMM
UIsi  paboTBl  C  JCJIOBOM
nHpopManue U OCHOBaAMHU
CETEBBIX TEXHOJIOTUH,

- METOJaMH BEJICHUS
MEepEroBOPOB;

- HaBBIKOM (OPMYITUPOBAHUS
neneu " 3a11a4 K
MyOIMYHOMY BBICTYIUICHHIO,
- HaBBIKAMH OTCTaMBaHHUS
CBOE MO3UILIUU B
npodeccuoHanbHON  cperne,
HaXO0KJICHUS

nokyMeHTOB; 10) y4eTHbIN JOKYMEHT, coAepiKalllui MepeueHb JAOKYMEHTOB Jiela C yKa3aHHeM
MOPSAJIKOBBIX HOMEpPOB JOKYMEHTOB, WX HHJEKCOB, Ha3BaHWUU, JaT, HOMEpPOB JHUCTOB; 11)
npUMeHeHHe MHQOpPMAlMU JOKYMEHTOB B KyJIbTYPHBIX, HAyYHbIX WU T.NI. LEISAX, a TaKxke st
obecrieueHns 3aKOHHBIX MPaB U MHTEPECOB IpaxaaH; 12) cnpaBOYHHUK, B KOTOPOM HH(OpMAIUS O
JOKYMEHTaX paclojio’keHa B COOTBETCTBUM C BhIOpaHHON cxeMoll knaccupukanuu; 13) H10KyMeHT,
MOJIHOCTBIO BOCTIPOU3BOASIINN HH(OPMALIUIO TOUIMHHOTO JOKYMEHTa M BCE €ro BHEIIHHE
MPU3HAKU WJIM YacTh WX, HO HE UMEIOIINM IOpUIUYECKON cuibl; 14) n3aMeHeHue MepBOHAYAIbHBIX
(U3UKO-XMMHUYECKUX CBOMCTB JOKYMEHTA MOJI BO3JCHCTBHEM BHEUIHMX U BHYTPEHHUX (DaKTOPOB;
15) mepBbIi WM €OUHUYHBIN JK3eMIUISp O(UIMANBHOTO JOKyMEeHTa; 16) Iopuanyeckoe HIn
duznyeckoe JUIO, B IEATEIHHOCTH KOTOPOTO OOpaszyeTcsl MOKyMeHTalbHbIH (oHm; 17) cpeactBo
XpaHEHHUs! TOKYMEHTOB.
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METOJaMH OpraHu3aIuu
3G EKTUBHBIX JIEJIOBBIX
KOMMYHUKaIWMA

[To BepTukanu: 1) nBMkeHHE JOKYMEHTOB B OPraHU3allMd C MOMEHTA UX CO3JaHMs WM TOJydeHUS
JI0 3aBEpILEHUs HCIOJHEHUS WM OTHpaBieHus]; 18) 3amuch y4yeTHBIX JAHHBIX O JOKYMEHTE IO
ycTaHoOBJIeHHOU ¢opme, dukcupyromas ¢(akT ero coszJaHus, OTIPaBICHUs WIM HoiydeHus; 19)
JOKYMEHT WJIM COBOKYITHOCTh JIOKYMEHTOB, OTHOCSIIUXCS K OJIHOMY BOIIPOCY HWJIM YYacTKY
NEeSTeIbHOCTH W TOMEIICHHBIX B OTHAEIbHYI0 00J0XKy; 20) opraHusauus HWIA CTPYKTYpPHOE
MoJIpa3/JieliecHue, OCYIIECTBISIONIee JJIUTENbHOE WM IOCTOSHHOE XpPaHEHHE OKOHYEHHBIX
JOKYMEHTOB C IIeJIbI0 UX HCMOJb30BaHMs; 21) CpelcTBO KacCOBOM OPrTEeXHUKHU; 22) KOMHUS YacTH
TEeKCTa JOKYyMEeHTa, o(opmiieHHas B YCTaHOBICHHOM TMOpsKe; 23) CpeICcTBO H3TOTOBICHHUS
U300pa3UTEIbHBIX JOKYMEHTOB; 24) crnenuaibHO O000PYAOBAHHOE IMOMEIICHUE Js XpaHeHUs
apXMBHBIX JOKYMEHTOB; 25) TMOBTOPHBIM OJK3EMIULSIp TMOJJMHHUKA JIOKyMEHTa, HWMEIOUIUi
IOPUIMYECKYIO CHIly; 26) (du3nueckoe WM IOPUAWYECKOE IHUI0, CO3JaBIliee JAOKyMeHT; 27)
OQUIMABHBIN  JOKYMEHT, HUMEIONINI IOPUAWYECKYI0 CHUJIYy H CoJAepKalmui HH(OpPMALHI0 O
npeaMeTe 3ampoca, ¢ yKa3aHHEM TMOWCKOBBIX JAHHBIX JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha
XpaHEHHE WM K YHUUTOXKEHUIO, a TAK)KE YCTAHOBJIEHUE CPOKOB UX XPAHEHMS] Ha OCHOBE MPHUHSTHIX
KPUTEPHEB.
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Kpoccropna 2.

[To ropuzonTanmu: 1) HOPMATUBHBINA NTOKYMEHT, COJICpPIKallUi CHCTEeMAaTH3UPOBAHHBIN IEpPEUCHb
CTPYNIIMPOBAHHBIX HAWUMEHOBAaHWUN OOBEKTOB M TMPHCBOCHHBIE WM KOJIBI;, 2) HOPMATHBHBIN
JOKYMEHT, 3aKpeIUIAIONMHNN YHUDUKAIIUIO JeJTONPOU3BOACTBa; 3) (uKcanus Ha MaTepuaIbHOM
HocuTelle HHpOpMaIK ¢ PEKBU3UTAMH, MTO3BOJIIONIMMHU €€ WACHTU(QUIIMPOBATh; 4) yCTAaHOBIICHHE
eIMHOO0Opa3usi cocTaBa W (OpPM YIPABICHYECKUX JOKYMEHTOB, CO3/IaBaeMbIX MpPU PEHICHUU
OJHOTHUITHBIX yIpaBlIeHUYeCKnX (QyHKOu; 5) wuHbopMamnusa, (GUKCUpOBAHHAsS Ha KaKOM-JIHOO
MaTepHaIbHOM HOCHUTEIIE.

I[lo Beprukamu: 1) mmdpoBoe o0Oo03HaueHHe (HOPM JTOKYMEHTOB B XOJAE COCTaBICHHS
kinaccudukaTopoB  uHbopManuu; 6) mUGpoBOoe 0003HAYCHUE, SBISIONICECS  DJIEMEHTOM
uaeHTHPHUKAIMA OOBEKTOB B XOJ€ HX KIACCUPHUKAIMK, 7) MEKIYHAPOJIHBIA JIOTOBOP TIO
OTIPEJICTICHHOMY BOIIPOCY; 8) OpraHM3aiusi WIM CTPYKTYPHOE IOJPa3JIeICHUE, OCYIIECTBISIONICe
JOJITOBPEMEHHOE WIIM TIOCTOSIHHOE XPAaHCHUE OKOHYCHHBIX JIe)T; 9) BHECEHUE JIOJKHOCTHBIM JIUIIOM
B o(unManIbHbIe JOKYMEHTHI 3aBEJOMO JIOKHBIX CBEICHHI WM HMCIPABICHUN, MCKAXKAIONINX HUX
neicTBUTeNnpHOE cojaepkanue; 10) CHHOHMM cioBa AOTOBOp; 11) MOKyMEHT, MOATBEP)KIArOIUi
COOTBETCTBHE MPOAYKIIUH, MPOIIECCOB U YCIYT YCTAHOBIECHHBIM TPeOOBaHUSIM.
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[1K-14 — crnocoOHOCTBIO OCYHIECTBIATh JOKYMEHTHPOBAHUE XO3SIMCTBEHHBIX OTIEpaIMid, IPOBOANUTH YUET JCHEXKHBIX CPEICTB, pa3padarhiBaTh pabounit
OpPMHPOBATH HA €r0 OCHOBE OYXTaJITEPCKHE TPOBOIKU

I1JIaH CYCTOB 6yXFaJITepCKOFO yd€Ta OpraHmns3anuu 1

3Hare

- OCHOBHBIC
JOKYMEHTUPOBAHUS
XO3SIICTBEHHBIX OIEPALIHiL;

- OCHOBHBIC COCTaBJIAIONIHNE U

IpaBuJIa

JTaIbI IMOATOTOBKH
XO3IUCTBEHHBIX n
OyXTanTepCKux JIOKYMEHTOB,
TpeboBaHUs K BEICHUIO
JTOKYMEHTAINH;

- BUJIBI OyxranTepckou
JTOKYMEHTAITNH, BHUIBI
(bvHAaHCOBOW W HAJOTOBOM
JTOKYMEHTAITU!

=

ook

~

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

16.

17.

18.
19.

20.
21.
22.
23.
24.

IlepeueHb BOMPOCOB /115l NOATOTOBKH K 3a4€Ty

OcHoBononararomye NPUHIMILL OyXTraJTepcKoro ydyera.

OO0bexThI Oyxrantepckoro Haomonenus. Kiaccuduxaiys Xo3sHCTBEHHBIX CPEICTB, HCTOYHUKOB HX
00pa30BaHys, XO3SHCTBEHHBIX IIPOLIECCOB U PE3YAbTATOB (PMHAHCOBO-XO3SIHCTBEHHOM JEATENBHOCTH.
Kpyroo6opoT x03s1HCTBEHHBIX CPEACTB U UCTOUHUKOB UX 00pPa30BaHUA KaK OOBEKT OYXTaJlTepCKOro
(uHaHCOBOTrO yuera.

Ormpenenenue U copepaHue MpeaMeTa U MeToaa OyXxraaTepcKoro yJera.

CxeMbl JOKYMEHT0000pOoTa KaK MHCTPYMEHT MOZEIUPOBaHUS OyXTaJTepCKOro y4era.

OCHOBBI HOPMaTHBHOT'O PETyITMPOBAHMUS OpraHu3aluy oOyxrantepckoro yuera B Poccuiickoit deneparmu.
YPpOBHM HOPMATUBHOI'O PETYIIMPOBAHMUSL.

XapaxTepuCcTHKa OCHOBHBIX NonoxxeHu PenepanbHoro 3akoHa “O OyxraiarepckoM ydete”.

[MonokeHus o OyXrajaTepCcKOMy y4eTy Kak HallMOHaJbHbIE OyXTanTepcKue crannapThl B Poccuiickoii
®Denepanyu.

YyeTHas MOIUTHKA OPTaHU3ALUY, €€ Ha3HAUEHHE, CTPYKTYpa U COJIEp KaHHE.

DOKOHOMMYECKOE COZiep)KaHNe OHATHSA U KIacCU(pUKaluy OCHOBHBIX CPEZICTB.

HopmaTuBHOE perynupoBaHue OyXIrajaTepcKoro ydeTta OCHOBHBIX CPEZCTB.

JoxyMeHTalIbHOE O(OpMIICHHE XO3SHCTBEHHBIX ONEpalii U JOKYMEHTOOOOPOT 10 y4ETY OCHOBHBIX CPEJICTB.
DOKOHOMHYECKOE COZiep)KaHue OHATHS U KIaccuuKanus HeMaTepHUaIbHBIX aKTHBOB.

HopmatusHoe perynupoBaHue OyXraaTepcKoro y4era HeMaTepHalbHbIX aKTHBOB.

JokyMeHTalIbHOE 0 OpMIICHHE XO3SHCTBEHHBIX ONepanii U JOKYMEHTOO0O0POT 110 y4eTy HeMaTepHabHBIX
aKTHBOB.

JlokyMeHTalIbHOE 0 OpMIICHHE XO3SHCTBEHHBIX ONepalii U JOKYMEHTOO0O0POT 10 y4eTy MaTepHaIbHO-
MPOU3BOJCTBEHHBIX 3aI1aCOB.

JlokymeHTanpHOe 0opMIIEHHE XO3IHCTBEHHBIX ONEPALNil U JOKYMEHTOOOOPOT 10 YUETy ACHEKHBIX CPEICTB U
pacyeTos.

JlokymeHTanpHOoe oopMIIeHHE B JOKyMEHTOOOOPOT PacyeToB 10 OIiaTe Tpyna.

JlokymeHTanpHOe oopMiIeHHE B JOKyMEHTOO0OPOT X035IICTBEHHBIX ONEPAINi 110 YUEeTy U3JepKeK Ha
TIPOMU3BOJICTBO MPOAYKIIMK U HE3aBEPIIEHHOTO POU3BOJICTBA.

JokymeHTanpHOE 0(popMIIeHHE B JOKYMEHTOOO0POT 10 YUeTy (PMHAHCOBBIX BIOKECHUIA.
JlokymeHTanpHOe oopMIIeHHE B JOKyMEHTOOOOPOT IO yUIETy pacueTOB 10 KPEAUTaM 1 3aiiMaMm.
JlokymeHTansHOe oopMIIeHHE B JOKyMEHTOOOOPOT IO yIETy JOXOI0B M PACXO/I0B OPTraHU3AIIH.
JokymeHTanpHOE 0(pOpMIICHHE B JOKYMEHTOOOOPOT 110 YIeTy (MHAHCOBBIX PE3yIBTATOB.

[ToHsiTHe COOCTBEHHOT0 KaNMTajla M €ro CTPYKTYypa.
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OneHouHbIE CpeICTBA

KOMITCTEHITNH 00ynenus
YMmeTb - COCTaBJIATh IEPBUYHYIO Ilpaxkmuueckue 3a0anus
OyXTalnTepCKyI0 TOKYMEHTAIHUIO; 3ananue 1
- ohopMIIATH 1 00padATHIBATH [Ipenmpustie nmpuobdperaer obopymoBaHUE IS 1IeXa B JIM3UHT. [10J0TOBbTE TIEpEeYeHb IOKYyMEHTOB,
JOKYMEHTBI 110 XO3SMCTBEHHBIM | HEOOXOAMMBIX JUTSI IIPOBEICHUS CICITKH.
omeparusm 3aganue 2.
Omnpenenure, Kakue JTOKyMEHTHI IOJDKHBI OBITH COCTABIICHBI:
1) nns BeiBeneHUs U3 cocraBa yupeaureneit OO0 ropuIudecKkoro Juua;
2) ms peopraamzanuu OOO B AO ¢ 0JTHOBpEMEHHBIM BBIBEJICHHEM U3 €r0 COCTaBa
(U3NYECKOTO M FOPUIUIECKOTO JIUIA C BBITUIATON J0JICH YCTABHOTO KAalMTajla ¥ MPUIATAIOITIXCS
JTMBUJICH]IOB.
Brnanets - HaBBIKaMU MOITOTOBKH, Ilpakmuueckue 3a0anusa u 60npocwl
obopmiieHHs,  00pabOTKHM U Omun u3 yupeauteneir OOO — opranmsanus «A» — B KaueCTBE BKJIa/Ja B YCTaBHBIN KaruTall

BBITIOJIHCHUSL ZIOKYMCHTOB;

- HAaBBIKAMHU COCTAaBJICHHUS, yUETa,
XpaHEHWs, 3allUThl, TIeperavn
XO03SUCTBEHHOM, OyXranTepckon
U OTYETHON JIOKyMEHTAllUd B
COOTBETCTBUU C TPEOOBAHMSIMHU
JTOKYMEHT0000poTa

[0 COTJIACOBAHUIO C IPYTMMH YUpETUTENIsIMU Tepefal 000opyloBaHUE, COTIacOBaHHAs CTOMMOCTh
KOTOPOTO, TIOJATBEpPXKJICHHAs HE3aBHUCHUMBIM OICHIIMKOM, cocTtaBuia 55000 pyo. [pyroit
yupeauTenb — opraHuzanuu «b» — M0 COrmacoBaHUIO C JAPYrUMHU  YUPEIUTENIMU OIUIATHI
OpraHu3aIlMOHHBIC PAcXoJbl, cBsizaHHBIC ¢ coszmanneM OOO (mpuHATHI B KayecTBE BKJIaaa). B
Ka4yecTBe TaKMX PacXoJ0B MPeayCMOTpPEHa OIulaTa yCiayr IOPHCTa MO MOATOTOBKE YUpEAUTEIbHBIX
nokymenToB OOO wu omnata peructparnoHHbIx coopoB — 5 000 py6. Mtoro ycraBHbIN KamuTai
OO0miecTBa COCTaBUJI B COOTBETCTBHUU C yUpeAUTENbHBIMH aokymeHTamu 60 000 py6. Pacxombr
IPUHSTHI K OyXTaJITEpCKOMY yUeTy.
CocTaBbTe CXeMy TOKYMEHT0000pOTa.
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6) HOpHI[OR NMpOBEACHUA HpOMe)RYTO‘IHOﬁ aTTeCTalu, IoKa3aTeJiu U KPUTEPUHU
OICHUBaAHUA:

IIpomexyrouHnas arrecranus IO IUCHUILIMHE «/[OKymMEHTHpOBaHUE YIPAaBICHYECKOM
NEATEIBbHOCTHY BKIIIOYAET TEOPETUYECKHUE BOIIPOCHI, ITO3BOJISIOIIME OLICHUTh YPOBEHb YCBOCHUS
00y4aromuMuCs 3HaHUH, U MPAKTHUECKUE 3a[aHNs, BBISBISIONINE CTENIEHb COPMHUPOBAHHOCTH
YMEHUI U BIIaJIEHUH, TPOBOAUTCS B (popme 3aueTa.

IToka3aTenu U KpUTEPUH OLICHHBAHUSA 3a4eTa:

- Ha OLEHKY «3a4YTE€HO0» - CTYJICHT JOJDKEH IIPOJEMOHCTPUPOBAThH TOCTATOYHBIN YPOBEHb
c(OpPMUPOBAHHOCTH KOMIIETEHIIMM HE TOJIbKO Ha YPOBHE BOCHPOMU3BEICHHUS U OOBSICHEHUS
nH(popMallMd, HO U UHTEJJIEKTyaJbHbIE HABBIKM pEUICHHs NpoOiieM U 3ahay, MOoKa3aTh
MMOHUMAaHHE MPOUCXOISIINX B SKOHOMHKE NMPEoOpa3OBaHUM, CYIIECTBYIOIIMX MPOOIeM U JaTh
VM OLIEHKY, BBIHECTH KPUTUYECKUE CYKCHNUS,

- Ha OLIEHKY «He 3a4TeH0» - — 00ydJaromuiics He MOXKET NOoKa3aTh 3HaHWS Ha YpPOBHE
BOCITPOM3BE/ICHUS U 00BsACHEHUS UH(POPMALINHU, HE MOXKET I0Ka3aTh UHTEJUIEKTYalIbHbIE HABBIKU
penieHus MpoCThIX 3a4a4.

8 YueOH0-MeTOAHYEeCKOe U HHPOPMALTHOHHOE 00ecTiedeHn e TUCIUTIHHBI

a) OcHOBHAas JMTEpaTypa

1. Tlanacenko, FO. A. JIokyMEeHTHpOBaHHE YNPABICHUYECKOW ICATEIHHOCTH: YUeOHOE
mocooue / FO.A. Tlamacenko. - Mocksa : PHUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE
noco6wue). - ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - TekcT : 37€KTPOHHBIA.
- URL.: https://znanium.com/read?id=309085 (mara obpamenus: 01.09.2020)

2. Kproxkosa, H. II. JlokyMeHTHpOBaHHE YIPaBICHYECKON AEIATEIBHOCTH : y4deOHOe
nocooue / H. I1. KprokoBa. - MockBa : UH®PA-M, 2019. - 268 c. - (Bsicuiee oOpa3zoBanue:
bakanaspuar). - ISBN 978-5-16-003134-7. - Tekcrt : onekrponnsrii. - URL:
https://znanium.com/read?id=359359 (mara o6pamenus: 01.09.2020). — Pesxkum gocTyma: 1mo
MO/TIHCKE.

0) JlomosiHUTEIbHAS JIUTEpaTypa

1.9ypunos, A. }0. IOpuandyeckoe AeIONPOU3BOJACTBO : ydeOHOE mocoOme s By30B /
A. 1O. UypwnoB. — 2-¢ wu3n., uchp. u jgomn. — Mocksa : M3nmarensctBo [Opaiit, 2020. —
202 c. — (Bwicmiee obpazoBanme). — ISBN 978-5-534-13734-7. — TekcT : 30EKTPOHHBIA //
OBC IOpaiir [caiir]. — URL.: https://urait.ru/bcode/466645 (mara obpamenus: 01.09.2020).

2. Pasnopoxublii, A. A. JIOKyMEHTHPOBaHHE YHPABIEHYECKON IEATENIBHOCTH : yuel.
nocobue / A.A. Pazpgopoxnbiii. — MockBa : UH®PA-M, 2018. — 304 c. — (Beicmiee
oOpa3zoBanue: bakanmaBpuat). - ISBN 978-5-16-011744-7. - Tekct : snekrtponHbli. - URL:
https://znanium.com/read?id=328873 (mata obpamienus: 01.09.2020). — Pexxum gocTyma: mo
TO/THCKE.

B) Meroanueckue ykazaHus

1. Kopuees, 1. K. JlokyMeHTHpOBaHHUE YIpaBIEHUYECKOH JesaTenbHOCTH + TecThl B DbC
. Y4EOHHMK W TPaKTHKYM Ul akajaemudeckoro OakanmaBpuara / U. K. Kopnees, A. B. ITmenko,
B. A. MamypueB. — 2-e u3f., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2019. —
384 c. — (bakamaBp. Axagemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekct
anektponnsid /[ OBC IOpaiir [caiitr]. — URL: https://urait.ru/viewer/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1 (mara oopamenus: 01.09.2020)

r) [IporpammHuoe o6ecneuenue u UHTEepHeT-pecypceb:


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 oGecrieyeHue

HaumenoBanue 110 Ne norosopa Cpg;feﬁ(gjm
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 o1 17.09.2007 OeccpouHo
FAR Manager CBOOOJIHO paclpoOCTpaHsIEMOE 06eccpovHO
7Zip CBOOOJIHO PacIpOCTpaHIEMOE 06eccpovHO

HNHuTepHeT-pecypcsl

1. Undopmarnmonnas cuctema - Equnoe okHO goctyna K HHGOPMAIMOHHBIM pecypcam. -
URL.: http://window.edu.ru/, cBo6oaHbI# T0CTYII

2. Mexaynapoanas 0a3a TOJHOTEKCTOBBIX JKypHaioB Springer Journals. — Pexwum
noctyma: http://link.springer.com/, Bxoa mo IP-aapecam By3a

3. MexnayHapoaHas 0a3a CHpPaBOYHBIX WM3JaHWA [0 BCEM OTpaciisiM  3HAHHM
SpringerReference. — Pexxum noctyna: http://www.springer.com/references, sxon no IP-agpecam

BYy3a

4. MexayHapoHas HayKoMeTpudeckas pedepaTHBHAs M TOJHOTEKCTOBas 0a3a JaHHBIX
HayuyHbix u3ganuii «\Web of science». — Pexxum pocryma: http://webofscience.com, sxox mo IP-
azipecaM By3a

5. MexnayHapoaHas pedepaTuBHas U MMOJTHOTEKCTOBAs CIIpaBOYHAs 0a3a JaHHBIX HAYYHBIX
u3IaHui «SCOPUS». — Pexxum moctyma: http://scopus.com, Bxoa mo IP-aapecam By3a

6. HanmonaneHass wHGOPMAIMOHHO-aHATUTHYECKass cucTeMa — PoccHiickuii WHIEKC
mayqnoro rwrupoBanus (PUHL]). — Pexum mocrtyma: https://elibrary.ru/project risc.asp |,
perucTpanys no JOTUHY U MapOIII0

7. TlouckoBast  cuctema  Axamemusi  Google  (Google  Scholar). -  URL:
https://scholar.google.ru/

8. Poccmiickas ['ocymapctBennas OuOnumoreka. Kartamorn. — Pexum oOpameHus:
https://www.rsl.ru/ru/4readers/catalogues/ , cBOGOAHBIH TOCTYIT

9. VuuBepcurerckas wuHdpopMmammonnas cucreMa POCCUS. — Pexum gocryma:

https://uisrussia.msu.ru, cBOOOIHBII TOCTYIT

10. deaepanbHbIii 00pa3oBaTeIbHBIN MOpTAT — DKOHOMHKA. COIMOIOTUs. MEHEHKMEHT.
— Pexxum nocryna: http://ecsocman.hse.ru, cBo6oaHbI#H mocTyI

11. DnexrponHas Oa3a nepuoauueckux m3manuii East View Information Services, OOO
«MIBUC». — Pexxum noctyma: https://dlib.eastview.com/ , Bxox no IP-aapecam By3a, ¢ BHELIHEH
CETH TIO JIOTHHY U TIAPOJTO

12. DOnexrponnsle pecypcebl 6ubanoreku MI'TY um. I"'M. HocoBa. — Pexxum oOparienus:
http://magtu.ru:8085/marcweb2/Default.asp, Bxox ¢ BHEIIHEH CETH N0 JIOTHHY U TIAPOJTO

9 MarepuajibHO-TeXHHYeCKOe o0ecneyeHne JUCHUNIMHBI (MOIYJIS)

MaTepI/IaJILHO'TeXHI/I‘{eCKOG obecrneucHue JUCIHUITINIMHBI BKITFOYACT:

Tun u Ha3BaHUE ayqUTOPUH OcHalenue ayuTopun
VYuebHble ayTUTOPUH IS MynbsTuMenuiiHbIE CPEACTBA XPAHEHUs, IIepeadyd U
MIPOBEACHUS 3aHATUH JEKIIMOHHOTO | IpeJCTaBIeHUs HHPOPMALIKH.
TUIA
YuebHble ayTUTOPUH JJIs MynbsTUMeIMiiHBIE CPEACTBA XPAHEHHUs], IEpejaul U

34



http://window.edu.ru/
http://link.springer.com/
http://www.springer.com/references
http://webofscience.com/
http://scopus.com/
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Tum u Ha3BaHUE ayJUTOPUH

OcHaleHue ayuTopun

IIPOBEACHUS IIPAKTUYECKUX
3aHATUH, TPYNIIOBBIX U
VHJMBUYyAJIBHBIX KOHCYJIbTALlUM,
TEKYyLIEro KOHTPOJIS U
MIPOMEKYTOYHOM aTTECTAllKU

npecTaBiIeHUs HHPOPMALIKH.
Kommuieke TeCTOBBIX 3aJaHUN IS IPOBEICHNUS
IPOMEKYTOUHBIX U PYOCKHBIX KOHTPOJICH.

IlomMemenus a1 caMOCTOSTEILHOU
paboThI: 00YJAFOIIIHXCS

[Mepconansubie kKoMmblOTepHI ¢ Takerom MSOffice,
BBIX0ZIOM B VIHTEpHET U C JOCTYIOM B BJICKTPOHHYIO
MH(OPMAILIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCHTETA

[Tomemenus it XpaHEeHUs U
MPOPUIAKTUYECKOTO
o0cyXMBaHUS y4eOHOTO
000pyI0BaHUs

[Mkadsr a5 xpaHeHUs] y4eOHO-METOMUECKON
JTOKYMEHTAIMHU, y4eOHOTO 000PYAOBaHUS U yU4eOHO-
HaTJISITHBIX TIOCOOUH.
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