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JIuceT akTyaau3auuu padodeil nmporpamMmsl

Pabouas nmporpamMma nepecMoTpeHa, o0cyxieHa u ogoopeHa Juist peanusanun B 2021 - 2022
y4eOHOM rojy Ha 3acefaHuu Kadeapsl ['ocyaapCcTBEHHOTO MyHHUIUIIAIBHOTO YIPABICHUS U

[Iporokonm o 20 . No
3aB. xadempoit H.P. bansinckas

PaGouas mporpamma nepecMoTrpena, oocykaeHa u omoopena st peanm3anuu B 2022 - 2023
y4eOHOM To/ly Ha 3acenaHuu Kadeapbl ['0cy1apCTBEHHOTO MYHUIIUITAIBHOTO YIPABICHUS U

IIporokom ot 20 . Ne
3aB. kadenpoit H.P. bansiackas

Pabouas nporpamma nepecMoTpeHa, 00CcyxaeHa u ogoopeHa ajs peanusanuu B 2023 - 2024
yueOHOM Trojly Ha 3acenaHuu Kadeapsl ['ocy1apcTBEHHOr0 MyHUIIUIIAIBHOTO YIPABICHUS U

IIporokonm ot 20 . Noe
3aB. kadenpoit H.P. banbrackas

PaGouas nporpamma nepecmotpena, o0cyxaeHa u onoOpena st peanuszanuu B 2024 - 2025
y4eOHOM rofly Ha 3aceiaHuu Kadeapsl [ ocynapCTBEHHOTO MyHUITUTIAIEHOTO YIIPABICHUS U

ITporokom ot 20 . Ne
3aB. xadempoit H.P. bansiackas

Pabouas mporpamMma nepecMoTpeHa, o0Cyx/ieHa 1 ogoopeHa 1t peanuzanuu B 2025 - 2026
y4eOHOM rojy Ha 3acefaHuu Kadeapsl ['ocyaapCcTBEHHOTO MyHHUIUIIAIBHOTO YIPABICHUS U

[Iporokonm o 20 . No
3aB. xadempoit H.P. bansinckas




1 Leau ocBOCHUA TUCUMILIMHBI (MOIYJIA)

[lenpto ocBOEHUSI NUCHMIUIUHBI «J[OKYMEHTUPOBAHUE YIIPABICHUECKON JIEATEIbHOCTH
SBISICTCS.  M3YYCHHE TEOPETHYECKMX W TMPAKTHYECKHMX OCHOB CO3JIaHUS JOKYMEHTOB
YIpaBleHUs; TPaMOTHOW  A(()EKTHBHON OpraHHU3aIi COBPEMEHHOTO JICIONPOM3BOJICTBA HA
MIPEANPUATHIX U B OPraHU3aINSIX.

2 MecTo AMCHMILUIMHBI (MOYJIS1) B CTPYKType 00pa3oBaTe/ibHONH MPOrpaMMbl

Juctiymnuza  JIOKyMEHTHpOBaHHME  YNPAaBJIECHYECKOW  JEATEJIBHOCTH  BXOAWT B
BapHATUBHYIO YacTh y4e€OHOrO MjaHa o0pa3oBaTelbHON MPOTrPaMMBI.

Jnsg  u3ydeHus  TUCHMIUIMHBI  HEOOXOAMMBbI  3HaHMA  (YMEHHMs,  BIQJICHUS),
chOopMUPOBaHHBIE B PE3yJIbTaTe U3yUYEHUS TUCIUIUINH/ MPAKTUK:

Nudopmaruka

3HaHus (YMEHUs, BIaJIeHuUs), MOJTyUYCHHbIE MPU U3yYEHUU NAHHOW NHUCHUIUIMHBI OyIyT
HEOOXOUMBI [T U3Y4EHUS JUCLUUIUINH/TPAKTHK:

OcHoBbI PO eCcCHOHATIBHON 1€ TENbHOCTU

busnec-mian

[IpoekTHas neATENIbHOCTh

[ToaroroBka K 3aIuTe U 3allUTa BBITYCKHOW KBaJTH(HKAIIMOHHON pabOThI

3 Komnerenunu odyuyaromerocsi, GopmupyemMbie B pe3yJbTaTe 0CBOEHUS

AUCHHUIIMHBI (MOAYJIf) U IVIAHUPYeEMBbIe Pe3yJbTaThbl 00y4eHus!

B pesynbrarte ocBOEHUS TUCHUIUIMHBI (MOAYJs) «JloKyMeHTHpOBaHHE YIIpaBI€HYECKON
ACATCIIBbHOCTHN» OGY‘-I&IOH.II/II\/’ICSI JOJIXKCH OGJI&I[B.TL CJICAYIOIUMHU KOMIICTCHIUAMMU:

CTpyKTypHBIi [Tnanupyemsble pe3yabTaTbl 00y4eHUs
JIIEMEHT
KOMIETEHIIUH

OIIK-4  crnocoOHOCTBHIO HAXOIUTh OPraHU3aLMOHHO-YIIPABIEHYECKHE PELLICHNS B
npodeccuoHaNbHOM 1€ATEIbHOCTH U TOTOBHOCTh HECTU 32 HUX OTBETCTBEHHOCTh

3HaTh OCHOBHBIE COCTABJISIONINE U 3TAIBI TOATOTOBKH JOKYMEHTAIIMH, TJIABHBIC
TpeOOBaHUS K BEJICHUIO JOKYMEHTAITUN

croco0b! A3 (HEKTHBHOTO JIETIOBOTO OOIICHHMSI, ITyOJIMYHBIX BBICTYIUICHUH,
IIEpErOBOPOB, MPOBEJICHUSI COBEIIAHUH, IEIIOBOM MEPETIHCKHU, I€TOBOTO
OOIIEHUS, IMEKTPOHHONH KOMMYHHUKAIIMA OCHOBBI JICTIOBOTO OOIICHUS
CrocoObI U CpeICTBa MH(POPMAITMOHHOTO BO3/ICHCTBHS

OCHOBHBIE TIOHSTHS U COBPEMEHHBIC TIPUHIIHITBI PA0OTHI C JICTOBOM
uHpOpMAIUECH, a TAaKKe UMETh TIPECTABICHHUE O KOPITOPATHBHBIX
UH(QOPMAITMOHHBIX CUCTEMaX U 0a3ax JTaHHBIX

OCHOBHBIE MIPUHITUTIBI OPTaHU3AINH JISTOMPOU3BOICTBA U
JOKYMEHT0000pOTa B OpraHax rOCyIapCTBEHHOM U MYHUIIUITAIHHON BIACTH
pa3IUYHbIE CTPATETUH MPECTABICHUS PE3YJIETATOB CBOCH PabOTHI st
JPYTUX CIEIAATHCTOB.




YMeTh

aHaJIM3UPOBAaTh KOMMYHUKATUBHBIE MTPOLIECCHI B OPTaHU3aLUU U
pa3pabareIBaTh MPEUIOKEHUS TI0 TTOBBIMICHUIO X 3()()EKTUBHOCTH
JIOTUYECKHU BEPHO, aPTYMEHTUPOBAHO U SICHO CTPOUThH YCTHYIO U
MHCbMEHHYIO PEYb

MOJIEPKUBATh TPO(HEeCCHOHABHYI0 KOMMYHHKAIIHIO, OCYIIECTBIISTh

Ty OTMYHBIC BRICTYTUICHHS

aHAJIM3UPOBATh JIOTHUECKYIO CTPYKTYPY U ONPEIEINISITh CTENEHb
apryMEHTUPOBAHHOCTH MMCbMEHHON M YCTHOM pPeuH, CO3/1aBaTh Pa3jInyHbIE
THUIIBI TEKCTOB YCTHOM, MUCbMEHHOM, BUPTYAJIbHOM U CMEILIAHHOU
KOMMYHHKAIIUHA Ha PYCCKOM SI3BIKE B PA3JIMYHBIX KAHPAX YIPABICHYECKON
KOMMYHHKAIMH (ITyOIUYHBIX BBICTYIICHUSIX, IEPETOBOPAX, COBEIIAHMSX,
JIEJIOBOM MEPENHICKH)

MHTErPUPOBATH B ACSITEIBHOCTD MOAPA3AEICHUS MOJTOKECHUS
AHATUTUYICCKUX JTOKJIAJIOB, OTYCTOB M IPYTHX UHPOPMAITHOHHBIX
MaTEPHUANIOB.

Bnanets

KOMMYHHUKAITMOHHBIMH HaBBIKAMU
HaBBIKAMH COCTABJICHMSI, yUeTa, XpaHEeHHUs], 3alIUThI, TIepeaunl cIy>KeOHOM
JIOKyMEHTAI[UU B COOTBETCTBUU C TPEOOBAHUSMHU TJOKYMEHTOOOOpOTA
HaBBIKaMH cOopa, 00padoTKK MH(OPMAITUU U TOKYMEHTAIIHOHHOM
o0ecreueHny rocyIapCTBEHHBIX OPTraHOB BJIACTH, OPIaHOB BJIACTH
cyonrekToB PO, opranoB MCVY u opranu3aiuii makeTromM o(pucHBIX
nporpamMmm JJist paboTHI ¢ JIeI0BOM HH(pOpMaIeld 1 OCHOBAMU CETEBBIX
TEXHOJIOTUI

METOJIaMHU BEJICHUS IIEPErOBOPOB

HaBBIKOM (POPMYIIMPOBAHUSA LIEJeH U 3a7a4 K MyOIUYHOMY BBICTYTIIICHHIO
HaBBIKAMH OTCTAWBAHHSI CBOSH MO3HIIMH B MTPO(ecCHOHANTBHOM cpefie,
HaXOXKACHUSI KOMIIPOMUCCHBIX U aJIbTepHATUBHBIX PEIICHUN

METOAaMH OpraHu3auy 3P PEeKTUBHBIX TETOBBIX KOMMYHUKAIUI

IT1K-14 cnocoOHOCTHIO OCYIIECTBIATH JOKYMEHTUPOBAHUE XO3IUCTBEHHBIX OTEPAIINA,
MIPOBOJIUTH YUET ICHEKHBIX CPEJICTB, Pa3padaThiBaTh pabOUMii TUTAH CYETOB OyXTalTEPCKOTO
ydeTa opraHu3aiuu 1 GopMHUpOBaTh HA €r0 OCHOBE OyXrajaTepcKue MPOBOJIKH

3HaTh

OCHOBHBIE IpaBUjia JOKYyMEHTUPOBAHUS XO35MCTBEHHBIX ONEPALAN
OCHOBHBIE COCTABJISIFOLIUE U 3TAIBI OJTOTOBKU XO3SIMCTBEHHBIX U
OyXrajaTepcKuX JOKYMEHTOB, TP€OOBaHMS K BEACHUIO JOKYMEHTAIUN
BUIBI OyXTalTepPCKON JOKYMEHTAIMH, BIIIBI (DMHAHCOBOW M HAJIOTOBOU
JOKYMEHTaluu

YMeTh

COCTAaBIIATh MEPBUUHYIO OyXTAITEPCKYIO TOKYMEHTAIUIO
opopMIIsATh U 00pabaThIBaTh JOKYMEHTHI IO XO35HCTBEHHBIM OTIEPAIHSIM

Bnanets

HaBBIKAMU TOATOTOBKH, 0(opMIIeHUs], 00paOOTKU U BHIIOIHEHUS
JOKyMEHTOB

HaBBIKAMU COCTABJICHUS, yUeTa, XpaHCHHS, 3aIIUThI, TIepeIaun
XO3SIICTBEHHOM, OyXTaNTepCKON M OTYETHOM TOKyMEHTAITUHU B
COOTBETCTBHUH C TPEOOBAaHUSIMU JOKyMEHTO00OpOTa




4. CTpyKTypa, 00BEM U COJEpKAHME TUCHUIIMHBI (MOLYJIs1)
OO6miast TpyJI0OEMKOCTh JUCIMIUIMHBI COCTaBIseT 3 3aueTHbIX eauHul] 108 akan. 4acoB, B TOM

qucie:

— KOHTaKTHas paborta — 4,4 akaJl. 4acoB:

— ayqMTOpHas — 4 akaJ. 4acos;

— BHeaynuTopHas — 0,4 akaJ. yacoB

— caMocTosTeNbHas padora — 99,7 akaj. 4acos;

— MOJTrOTOBKA K 3au€Ty — 3,9 akaj. yaca
dopma arTecTanuu - 3a4eT

S
=
AynutopHast 8
KOHTaKTHas paboTa « ®dopma TeKy1ero
[
B akajJ. yacax Bn KOHTPOJIS
Pazpmen/ Tema Q (B axaf. Jacax) g ! . P Kon
e K |caMOCTOATENBHOH | ycTieBaeMocTH 1
JTACITUTITAHBI < 2 . |xommereHnnm
) paboTHI HPOMEKYTOUHOH
Tlex. nmab. | mpakr. o aTTeCTaIHy
3aH. 3aH. S
<
o
1.  Teopermueckue  OCHOBBI
JIeTIONPOU3BOICTBA
1.1  Hadopmamms,  ee
KPHTEPHH. JloKyMeHT.
PexBu3uT JIOKYMEHTA.
OyHKIUH JIOKYMEHTA.
IOpuanueckas cuia
JOKyMEHTA.
Jemnonpon3BoacTBo,
JOKYMEHTHPOBaHHE.
JlokyMeHTallmoHHOE
obecrieyeHUe yIpaBICHUSL.
CamocrosiTensHOE
JloKyMeHTO000POT. o
U3y4YeHUE Y4eOHOI
Knaccuduxanus 1 RayIHOR
JOKyMEHTOB. Komnbrorepnoe | OINIK-4, TIK-
Y 2 10,3/0,31 0,3/0,311| 16,6 JIUTEPATYPBI P i
Cranaaptuzanus u TECTUPOBaHHE 14
Pabora ¢
YHUQHUKAIUS JOKYMEHTOB.
JNEKTPOHHBIMHU
YauduuupoBaHHas
OubMMoTeKaMu
cucrema JOKYMEHTALUH
ycm. CucreMst
JOKYMEHTauu. [IpHHIAITBI
JIeJIOTIPOU3BO/ICTBA.
HopwmarugHno-
METOJIHYECKAst 6aza
JOKYMEHTHPOBAHUS
YIIpaBICHIECKOHI
JeSITeIbHOCTH
OpraHm3aliii  paboTel ¢
Hroro mo pazaeny 0,3/0,31 0,3/0,311| 16,6
2. O0mmue IpaBuiIa
oopMIICHHUST  yIpaBIeHYESCKUX




2.1 TOCT P 6.30-2003
«YHUDUIIMPOBAHHBIC
CHCTEMBI JOKYMCHTAaLlUH.
YauduuupoBanHas
cUcTeMa OpraHU3alMOHHO-
pacropsaAuTeNbHON
JOKYMEHTALIH.
TpeGoBanus K
o OpMIIEHUIO
JIOKYMEHTOB". PexBuzut
01- TocymapcTBeHHBIH repo
P®. PexsBuzur 02- I'ep6
cyObeKTa PO u
MYHHIHUITATEHOTO
oOpazoBanus. PexBusut 03
-Ombnema OpraHu3aIyu
WIK  TOBAapHBIA 3HaK.
PexBuzut 04- Kon
OpraHu3aluu. PexBuzut
05- Yka3aHue Ha OCHOBHOM
rOCyJapCTBEHHBII
PETUCTPAllMOHHBIA  HOMEp
npennpustus. Peksmzur 06-
VYkazanue Ha
UACHTU(PHUKAIIMOHHBIH
HOMeEp
HaJIOTOTUIATEbIKA/KOJT
NPUYUHEl TIOCTAHOBKH Ha
yuer. PexBuszur 07- Konx

(hopmbl JIOKYMEHTa.
PexBusur 08-
HaumeHnoBanue

OpraHu3al}H. PexBusur

09-CripaBo4HBIE  CBeIEHUS
00 opraHuzauuu. PexkBu3ut
10- HammenoBanue BHOa
nokymenTa. PexBmsur 11-
[Jara noxymeHra. PekBu3ut
12- PerucrpanmonHsrii
HOMEp JIOKYMEHTA.
PexBusur 13- Cchuika Ha
perucTpalioHHBIA  HOMEp
u nary JIOKYMEHTA.
PexBuzut 14- Mecrto
COCTaBJICHUSI WM W3aHUSL
nokyMmeHTa. PexBusur 15-
Ceenmenust 00  ajpecare.
PexBuzut 16 -I'pud
YTBEP)KACHUS  JOKYMEHTA.
PexBuzur  17-Pesomonus.
PexBuzut 18-3aronoBok k
TekcTy.  PexBuzur 19-
OrmeTka 0 KOHTpOJIE
PexBuzur 20- Tekct
IokyMeHTa. PexBuzur 21-
OtMmeTka 0 HaJTMYUHU
npemioxeHnd.  PexkBusut
22- Tloamuce. PexBusur
23- Tpud cormacoBaHus
IoKyMeHTa. PexBuzur 24-
Busbl COMIaCOBaHMUs
JNOKyMeHTa. PexBusutr 25-
ITewars.  PexBm3utr  26-
OTMeTka O  3aBEpEeHHHU
KOIHUU. PexBuzur  27-
OTMeTKa 00 HCIOJIHHTENE.
PexBuzutr 28- Ortmerka 00
WCIOJIHEHUH JOKYMEHTa M

0,3/0,31

0,3/0,31

16,6

CamocrosiTenbHOE
u3ydyeHue yueOHoU
U Hay4qHOU
JIUTEePaTypsl
Pa6ota ¢
JNMEKTPOHHBIMH
OubIMoTEeKAMHU

Kommerorepaoe
TECTUPOBaHHE

OIIK-4, TIK-
14




Uroro no pasneny

0,3/0,31

0,3/0,31

16,6

3. OCOOEHHOCTH COCTaBICHUS U
odopmieHus OCHOBHBIX
JOKYMEHTOB YIPaBJIEHUS

3.1 OcHOBHBIE TPYIIIBEI
JOKYMEHTOB.
HopMaruBHbIE JTOKyMEHTBI
TOCYyJapCTBEHHBIX OPTaHOB.
OpraHuzaiuoHHbIe
JOKYMEHTBI  TPEIIPHSTHSL.
JlomkHOCTHBIE
HMHCTPYKIIUH.
PacriopsimurensHbie
JOKYMEHTBl HpPEeIIPHSTHL.
IIpukazel 1mO  OCHOBHOH
JeSTEITLHOCTH.
PacropspKeHust,  peIICHUsL.
HudpopmarmonHo-
CIIpaBOYHBIC JOKYMCHTBI.
IlpoTokomsl, ToONHAsE U
Kpartkas (hopma ux| 2
o opMIIeHHS. AKTBI.
CryxeOHble u
OOBSCHUTENbHBIE 3aIUCKH.
CrpaBkH. CurysxeOHble
JIOBEPEHHOCTH. IInceMa,
X KJaccuuKanus,
CTPYKTypa,  CTaHJapTHbIC
Gpa3el ¥ BBIpAXKCHUS.
Hopwmst oHIHAEHO-
JeTIOBOTO CTHIIS
CITy’)EOHBIX  JOKYMEHTOB.
JenoBoe MUCHMO
MeXIyHapoJHoro oOpasua.
@axkcel, TenedoHOrpaMMBL
JHorosopa, KOHTPAKTBHI.
CoBpeMEHHBIC CIIOCOOBI U

0,3/0,31

0,3/0,31

16,6

CaMOCTOSATENBHOE
U3y4YeHUE YUeOHO
U Hay4yHOU
JUTEPATYPHI
Pabota ¢
JNEKTPOHHBIMHU
OMOIMOTEKAMHU

Komrsrorepraoe
TECTHPOBaHHE

OIIK-4, IIK-
14

Uroro no pasneny

0,3/0,31

0,3/0,31

16,6

4. IIpaBuna oopmenus
JOKYMEHTOB 10  JINYHOMY
COCTaBY




4.1 TloHsaTHE U CTPYKTypa

TePCOHANBHBIX JIaHHBIX.
[IpunannexxHoctb
TIePCOHANBHBIX JIAHHBIX

COOCTBEHHUK, AEpiKareilb U
HOJIb30BATENb
MIePCOHATBHBIX
Crpyxrypa
nH(OPMAIOHHO-
JIOKYMEHTAIIHOHHOU
CHCTEMBI. Odopmnenue
JIOKYMEHTOB TpU TIpHEME,
YBOJIBHEHHH M MEpeBOJIe
paboTHHKa Ha  JPYTYIO
JOJDKHOCTb. Amnkera.
TpynoBble KOHTPAKTBI.
Ipuka3el 1O  JHUIHOMY
COCTaBy. OcHoBHBIE
PCKBU3UTBI JOKYMEHTOB U
mpaBmia uX OQOPMIICHUS.
Kparkue CBEICHUS o
MpaBUIax othopMIIeHNS
TPYIOBBIX KHYDKEK,
JIMYHBIX KApTOYEK, JIMYHBIX

JTAaHHBIX.
KaJpOBOM

0,3/0,31

0,3/0,31

16,6

CamocrosiTeTbHOE
n3yueHue yueOHOM
U Hay4HOU
JIUTEPATYPHI
Pabora ¢
INEKTPOHHBIMHU
O6ubmoTexaMu

KomnbrorepHoe
TECTUPOBaHHE

OITK-4, TIK-
14

Uroro no pazneny

0,3/0,31

0,3/0,31

16,6

5. Oprasuzarys

JIOKYMEHTO000pOTa

5.1 IlonsTs
JOKYMEHTO000pOT u
OpraHu3arys
JIOKyMEHTOO00pOTA.
Hopmaruszo-
METOIeCcKast
pernaMeHTanus
JOKYMEHTOO000pOTAa.
OcHOBHBIE npaBmiIa
opraHu3aIu
JOKYMEHTO000pOTa Ha
MIPEANPHUSITHH.
KavectBennsie
XapaKTePUCTHKU
JIOKyMEHTOO00pOTA.
Knaccudukanums
JOKYMEHTOIIOTOKOB:
TFOPU30HTAJIBHBIC,
BEPTHUKAIbHBIC,
BOCXOJAIINE, HHUCXOMAIIHUE,
BXOIMIIME, HCXOOAIUE U
BHYTpPEHHHE. IMoxacuer

0,4/0,41

0,3/0,31

16,6

CaMOCTOATENEHOE
n3yueHue y4eOHOM
Y Hay4HOI
JIUTEPATYPBI
Pa6ora ¢
INEKTPOHHBIMHU
OubIMoTEKAMU

Komnbroteproe
TECTHPOBaHHE

OITK-4, TIK-
14

Uroro mo pazneny

0,4/0,41

0,3/0,31

16,6

6. OCHOBHEBIE
OpraHu3aIH
JIOKYMEHTAMK

paboThI

IpaBuiIa

C




6.1 O0pabotka

MOCTYHAOIINX
JnokymeHToB.  IlepBuuHnas
00paboTka JTOKYMEHTOB.
Oo6mrme MpaBuIIa
perucTpanyy  JOKYMEHTOB,
(bopMsI PErUCTpaLyH.
[Iepenaua JIOKyMEHTOB,
paccMoTpeHue ux
pyxoBomutenem. Ilopsimok
HaripaBJICHUA JOKYMCHTa
Ha HCIOJIHEHHEe W PabOTHI
WCTIONHUTEIS c

CamocrosiTennsHOE
JOKYMEHTaMH. o

n3yueHue yueOHOM
UcnonHeHne  JOKYMEHTA. 1 HayaHof
Buast u ¢dopmMbl KOHTpOIIS Kommneroteproe | OITK-4, T1K-

5 (bop P 0,4/0,41 0,5/0,51|16,7 JIUTEPATYPBI P ’
HCTIOJHEHUS, CpPOKOBas TECTHPOBaHNE 14
Pabora ¢
kapToTeka.  OpraHuszanus
ANIEKTPOHHBIMH
TEKYIIEro XpaHeHWs [ell.
OubIMoTeKaMK

Homenknatypa nen, oGriue
TpeOoBaHuMsl, BHU/IBI
HOMEHKJIATYP.
CocraBnenne
HOMEHKJIATyphI el
®dopmupoBaHue u
odopmiieHue el
Cucremaruzanus
JOKYMEHTOB B Jene.
Xpanenue eI,
IMoaroroBka JOKYMEHTOB K
mepenade Ha  apXHBHOE
XpaHeHHE. Kpurepru
Uroro no pasneny 0,4/0,41 0,5/0,51|16,7
Uroro 3a cemectp 2/21 2211 99,7 3a4éT
Htoro mo JUCIUIIIMHE 2121 2121 99,7 3aueT OIIK-4,I1K-14




5 OOpa3oBaTeibHbIE TEXHOJIOTHH

Peanuzanusi KOMIIETEHTHOCTHOTO TIOJXO/a IPEIyCMaTpUBAeT MHCIOJIb30BaHUE B
y4eOHOM Mpollecce aKTUBHBIX W MHTEPAKTUBHBIX (DOPM MPOBENECHHS 3aHATHI B COUYETAaHUU C
BHEayJIUTOPHOU paboOTON ¢ 1enbi0 (OPMUPOBAHUS U Pa3BUTHUS MPO(HECCHOHAIBHBIX HABHIKOB
00yJaroIImXcsl.

[Ipu oOy4eHWHM CTYIEHTOB JUCHUIUTHHE «JlOKyMEHTHUpOBaHHE yMpaBICHUECKOM
NEeSITeNIbHOCTH CIEAYyeT OCYLIECTBIIATh CleAyIole o0pa3oBaTeabHble TEXHOIOTHHU:

1. TpagumuoHHbIE OOpa30BATEIbHBIE TEXHOJIOTUU OPUEHTUPYIOTCS Ha OpraHU3aIUIo
o0Opa3oBaTeNbHOTO  Mpollecca, MPEANoNIaralollyl0 MPSAMYK  TPaHCISALWIO 3HAHUM  OT
MpernoaaBareNs K CTyAeHTY (NMPEeMMYIIeCTBEHHO Ha OCHOBE OOBSICHUTEIHHO-ULTIOCTPATHUBHBIX
METOJIOB O0y4YECHUS).

®opmbl Y4eOHBIX 3aHITHIA C UCTIOIB30BAHUEM TPATUIIMOHHBIX TEXHOJIOTHI:

WndopmanmonHas JieKlus —  [OCIENOBATENbHOE  H3JIOKEHHE  Marepuajia B
TUCIHUIUTMHAPHON JIOTHKE, OCYIIECTBISEMOE MPEUMYIIECTBEHHO BEpOAIbHBIMU CpPEICTBAMHU
(MOHOJIOT TIpernoIaBaTes).

[IpakTrueckoe 3aHSATHE, MOCBAIIEHHOE OCBOCHHUIO KOHKPETHBIX YMEHHUU M HABBIKOB IO
MPEJI0KEHHOMY aJTOpUTMY.

2. Texnonoruu mpo6iIeMHOro OOy4eHHUs] — OpraHu3anus o0pa30BaTEIbHOTO Mpoliecca,
KOTOpasi MpeArnoaraeT moCTaHOBKY MPOOJEMHBIX BOMPOCOB, CO3IaHHE yUE€OHBIX MPOOJIEMHBIX
CUTYAIMH JJIs CTUMYIHPOBAHMS aKTUBHOM MO3HABATEILHON JIEATEIHHOCTH CTYJICHTOB.

@opmbl yUeOHBIX 3aHITHIA C UCTIOJIB30BAaHUEM TEXHOJOTUI MPOOIEMHOT0 O0y4YeHHUS:

[TpakTrueckoe 3aHsATHE B (GopMe TNpaKTUKymMa — OpraHu3aius y4dyeOHOU paloThl,
HalpaBJIeHHAas Ha PEIICHHE KOMIUIEKCHOW Y4YeOHO-TTO3HABATEIBLHOM 3amaun, TpeOyromiei oT
CTy/IeHTa MIPUMEHEHHUS KaK HayYHO-TEOPETHUECKHUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHONOruM MPOEKTHOTO OOY4YEHMsI — OpraHM3alMs 0O0pa3oBaTEeNBLHOrO Ipoliecca B
COOTBETCTBHH C QJITOPUTMOM I[IO3TAIMHOTO PEIIeHHs] MPOOJEeMHON 3a/add WU BBITIOTHEHHS
yueOHOoro  3azanus. IlpoekT mpeamonaraeT  COBMECTHYIO  y4eOHO-IIO3HABATEIbHYIO
JeSITeNbHOCTh TPYMIBI CTYACHTOB, HANPABJICHHYIO HA BBIPAOOTKY KOHIICTIIIMU, YCTAaHOBIICHHE
Henen u 3a1ad, GopMyIUPOBKY OKHAAEMBIX PE3YJIbTaTOB, ONPEIEsIEHNE MPUHIIUIIOB U METOJIUK
pelleHrsT TIOCTAaBIEHHBIX 3ajay, IUIAHUPOBAHHWE XoAa paboThl, TOWCK JOCTYMHBIX |
ONTHMAJbHBIX PECYPCOB, MO3TANHYIO peajll3alyio IUlaHa padoThl, MPE3EHTALMIO PE3yJIbTaTOB
paboTHI, UX OCMBICICHHE U PEPIEKCHIO.

OCHOBHEBIE THUIIEI IMPOCKTOB:

TBopueckuil MPOEKT, KaK MPaBWJIO, HE MMEET JAeTadbHO MPOPaOOTaHHOU CTPYKTYpHI,
y4eOHO-II03HaBaTeNbHasl JESATeIbHOCTh CTYAEHTOB OCYIIECTBISETCS B paMKaxXx pPamMOYHOTO
3aaHusl, TOMYUHSSACH JIOTMKE W UWHTEpecaM YYacTHUKOB TMPOEKTa, KAHPYy KOHEUHOTO
pesynbrata (rasera, GuIbM, MPa3aHUK, U3aHUE, SKCKYPCHS U T.I1.).

4. lHTepakTUBHBIE TEXHOJOTUU — OpraHHU3aIus 00pa3oBaTeIbLHOTO MpoIlecca, KOTopas
npeamojiara€t akKTUBHOC H HeJIMHEHOe BSaHMOHeﬁCTBHe BCCX YYAaCTHHUKOB, JOCTHXXCHHEC Ha
9TOH OCHOBE JIMYHOCTHO 3HAYMMOTO /I HUX OOpa3oBaTesNbHOTO pe3ynbTara. Hapsgy co
CIICUaJIN3NPOBAHHBIMHA TEXHOJIOTUAMHN TaKOro poaa IMPUHIUIT HHTCPAKTUBHOCTHU
MPOCTEKUBACTCA B OOJBIIMHCTBE COBPEMEHHBIX 00Pa30BATENIbHBIX TEXHOIOTHH.

q)OpMI)I y‘-Ie6HI)IX 3aHSITHA C HUCIIOJIL30BAaHUEM CIICUAIM3UPOBAHHBIX MHTCPAKTUBHBIX
TEXHOJIOTHM:

CeMuHap-IUCKycCcHsl — KOJUIEKTHBHOE OOCYXJAEHHE KaKOro-iubo CIOpPHOrO BOIpoca,
MpoOJieMbl, BBHISBICHHE MHEHUH B rpynmne (MEXTpYIIOBOM TUANIOT, AUCKYCCUS Kak CIOp-
JTIAJIoT).

5. HWubopManMoOHHO-KOMMYHUKAIIMOHHBIE  0Opa3oBaTeibHbIE  TEXHOIOTUU  —
OpraHu3alus o0pa3oBaTeIbHOr0 nporecca, OCHOBaHHas Ha MPUMEHEHU N
CHEIHATM3UPOBAHHBIX TPOTPAMMHBIX CPEJl U TEXHHUECKHUX CPEACTB pabOThl ¢ MHGOpMAITHEH.

@opmbl YUeOHBIX 3aHITHI C UCTIOIb30BaHUEM MH(POPMAILIMOHHO-KOMMYHUKAIIMOHHBIX



TEXHOJIOTHI:

Jlexuusi-Busyanuzanusi — H3JIOKEHHE COJIEPKAHUS COMPOBOXKIAETCS Mpe3eHTaluen
(memoHcTpanuel yueOHbIX MaTepHUalioB, MPEACTABICHHBIX B PAa3JIMUYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WUTFOCTPATUBHBIX, TPaUUECKUX, ayTHO- U BUICOMATEPHAIIOB).

[Ipaktnueckoe 3aHsTHE B (GOpPME TMpE3CHTAIMU — TPEJICTaBICHUE PE3yJILTAaTOB
MIPOEKTHON WJIM MCCIEAOBATEIBCKON JEATEIbHOCTH C MCIOJIB30BAHUEM CIECIMAIM3UPOBAHHBIX
MIPOTPaMMHBIX CPEJICTB.

6 YueOHO-MeTOAUYECKOE 00ecliedyeHHe CAMOCTOSITeIbHOI padoThl 00y4aroIuXCs
[IpencraBiieHo B npriIokKeHUN 1.

7 OueHoOYHbIE cpeICTBA IJIs1 MPOBeAeHHs MPOMEKYTOYHOM aTTecTalun
[IpencraBieHsl B MPUIOKEHUH 2.

8 YueOHo-MeTOMMUYECKOEe U HH(POPMALIMOHHOE O0ecneYeHue JUCHUNIHHBI (MOILYJIs1)

a) OcHoBHas1 TUTEpaTypa:

1. [Manacenxko, FO. A. JIokyMEeHTUPOBAaHHE YIPABICHUECKONU ACATEIHHOCTH: YUeOHOE
nocobue / FO.A. Ilanacenko. - MockBa : PHUOP, 2018. - 138 c.: - (KapmanHoe yueOHOe
mocobue). - ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr
anektponnbIil. - URL: https://znanium.com/read?id=309085 (mara obOpamenus: 01.09.2020)

2. KprokoBa, H. II. JlokyMeHTHpOBaHHE YIPABIEHUYECKON AEATEIBHOCTU : yueOHOe
nocobue / H. I1. KprokoBa. - MockBa : UH®PA-M, 2019. - 268 c. - (Bsiciiee o6pa3oBanue:
bakanaBpuar). - ISBN 978-5-16-003134-7. - Tekcr : oanekrpoHHbii. - URL:
https://znanium.com/read?id=359359 (mara o6pamenus: 01.09.2020). — Pexum goctyma: mo
TIOJIITHCKE.

0) /lomoiHUTEJIbHAA JINTEpPaTypa:

1. Kopuees, 1. K. JlokymMeHTUpOBaHHE YIIPAaBICHUECKON AEATENILHOCTU + TECTHl B
OBC : yueOHUK M MpakTUKyM Ais akagemuueckoro Oakanaspuarta / M. K. Kopuees, A. B.
[Tmenko, B. A. Mamypues. — 2-e u3f., nepepad. u gon. — Mocksa : U3garensctBo FOpaidT,
2019. — 384 c. — (bakamaBp. Akagemudeckuii kKypc). — ISBN 978-5-534-04533-8. — Tekct
: anektpoHHblid // DBC Opaiir [caiit]. — URL: https://urait.ru/viewer/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page/1 (mara obpamienus: 01.09.2020)

2. Paznopoxuslii, A. A. JIokyMeHTUpOBaHHE YIPABICHUYECKON NEATEIBHOCTH : y4eO.
nocooune / A.A. Pazgopoxusrii. — MockBa : UH®PA-M, 2018. — 304 c¢. — (Bsicmiee
oOpazoBanue: bakamaspuar). - ISBN 978-5-16-011744-7. - Tekct : snektponHsiid. - URL:
https://znanium.com/read?id=328873 (mara o6pamenus: 01.09.2020). — Pexum goctyna: mo

MOIIIHUCKE.
B) MeToauyeckue yKazaHusi:
Meronnueckue ykazanus pasMenieHsl B [lpunoxenun 3

r) [Iporpammuoe obecnieuenne u UurepHeT-pecypcni:

IIporpammHuoe oGecnieyenue

Haumenosauue I10 Ne noroBopa Cpox neicTBUS TUIIEH3UHN

MS Office 2007
Professional

Ne 135 ot 17.09.2007 O6eccpouHO



https://znanium.com/read?id=309085
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
https://znanium.com/read?id=359359

MS Windows 7

Professional(urs  [/1-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

77ip CBOOOJIHO OCCCPOUHO
FAR Manager CBOOOJTHO OECCPOIHO

HpO(l)eCCI/IOHaJIbeIe 0a3bl JAHHBIX U I/IH(l)OpMaIII/IOHHbIe CIIPaBOYHLIC CUCTEMBI

Hazpanue kypca Cchlika

OnexkTpoHHas 0a3a TEPUOAWYECKUX H3JaHUN
Fast View Information Services, OO0 «MIBUCy»
ITouckoBas cucrema Axkagemusi Google (Google
Scholar)
Wudopmanmonnas cucremMa - EnuHOe OKHO
JI0CTyTa K MHPOPMAIIMOHHBIM pecypcaM
HammonanbHas nH(OPMaIMOHHO-
aHanuTHuecKas cucrema — Poccumiickmii uagexc|URL: https:/elibrary.ru/project risc.asp
Hay4yHOro rutupoBanust (PUHIL)
denepanbHOe  TOCYAAPCTBEHHOE  OIOKETHOE
YUpEKIACHNE «DenepanbHbII urcturyT|URL: http:/www1 fips.ru/
IPOMBIILICHHON COOCTBEHHOCTH)
DnexTpoHHBIE pecypchl onbmmotexku MI'TY um.
I''1. HocoBa
MexryHapoTHas HayKOMETpHUYeCKast
pedeparuBHas ¥ moONMHOTEKCTOBast Oasa maHHbIX|http://webofscience.com
HayuHbIx M3ganuii «Web of science»
MexayHapogHast pedepaTuBHas "
MOJTHOTEKCTOBAsl __ CIpaBovHas _ 0a3a  JIaHHBIX

9 MartepuajbHO-TEXHHYECKoe o0ecneyeHue TUCIUIIINHBI (MOIYJIs)

https://dlib.eastview.com/

URL: https://scholar.google.ru/

URL: http://window.edu.ru/

http://magtu.ru:8085/marcweb2/Default.asp

http://scopus.com

MarepuaiabHO-TEXHUYECKOE 00eCTieYeHHEe TUCIUIUIMHBI BKIIIOYAeT:

1. Y4eOHble aymurtopuu [Uisl HPOBEACHHUS 3aHATHM JiIeKUMOHHOro Tuma. OcHalleHue:
MynbpTUMeIMiHBIE CPECTBA XPAaHEHUS, NTepejaul U MpeICTaBICHUs] HHPOPMAIUH.

2. Yd4eOHBIE ayoqUTOPUH JUISI TIPOBENCHHS MPAKTHYSCKUX 3aHATHUH, TPYNIOBBIX U
UH/IMBUAYAIBHBIX KOHCYJbTallMi, TEKYLIEro KOHTPOJS W IPOMEXKYTOYHOM aTTeCTalUH.
OcHanieHne: MyJIbTHMEAUHHBIC CPEACTBA XPAHEHUS, Mepejau U TPeACTaBICHUsT HH(POPMAIIH,
KOMIUIEKC TECTOBBIX 3aJJaHUN Ul MPOBEACHUS IPOMEKYTOUHBIX M PyOSKHBIX KOHTPOJIEH.

3. Tlomemenus i camMOCTOATEIBHOW paboThl  oOyuarommxcsi. OcHalieHue:
nepcoHabHble KomIbioTepel ¢ makeroM MSOffice, BbixonmoMm B VHTEpHET M € JOCTYHNOM B
3JIEKTPOHHYIO0 MH(POPMALIMOHHO-00pa30BaTeIbHYI0 CPEy YHUBEPCUTETA

4. TlomemieHuss Juid XpaHEHMS U MNPOQUIAKTUYECKOrO0 O0OCITy)XMBaHUS Yy4eOHOIro
obopynoBanusa. OcHamieHue: mKapbel I XpaHEHUS yYeOHO-METOIUYECKOM ITOKYMEHTAIWH,
yueOHOro 000pyI0BaHUs U yueOHO-HATTIAIHBIX TOCOOUIA.

[Ipunoxenue 1
YueOHO-MeTOIMYeCKOe 00eciedeHHe CaMOCTOSATeIbHOM PadoThl 00y4ar0IMXCs
Ilpumepnaa cmpykmypa u cooeprcanue pazoena:
Ilo oucyunaune «/[okymenmuposanue ynpaeieHueckol 0esimenibHOCMuy npedycmMompend
BHEAYOUMOPHAS CAMOCMOAMENbHASL pabOma 00y4aloujuxcs.
Ilpumepnvie memol 014 CAMOCHOAMENbHOU PAOOMbL:


http://webofscience.com/
http://magtu.ru:8085/marcweb2/Default.asp
http://www1.fips.ru/
https://elibrary.ru/project_risc.asp
http://window.edu.ru/
https://scholar.google.ru/
https://dlib.eastview.com/

1 «Pontb 00KymMeHmupoeanus ynpasienuecKkoll 0esameibHOCmu 8 pa3eumuu 00uiecmaay.
Pexomenoayuu no cocmaenenuto u 0opabomke KOHCneKma 1eKyuu.

Paccmompenue oannoii memvl He0bX00uMO Hauamv ¢ U3V4eHUs OCHOBHBIX NOHAMUU OAHHOU
Ooucyunaumsl.  Ilpu  osmom  crnedyem  pazobpamvci ¢ CYWHOCMbIO — Kame2opuu
«doxymenmuposanuey. bonee noopobmo credyem paccmompemsv CMPYKMypy, COOEpHCAHUe,
yenu u 3a0ayu OUCYUNIUHBL, UCOPUIO pa3eumusi 0OKymermoobopoma. [lanee HeobOX0O0UMO
U3yuUmsb  COCMag HOPMAMUBHO-MEMOOUYeckol 0azvl OOKYMEHMUPOBAHUA YNPABLEeHUeCKOU
O0esimenbHOCIU 8 COBPEMEHHBIX YCIOBUAX X03Aticmeosanus. OmoenvHo ciedyem paccmompems
cmpame2uro  YnpasieHus OOKYMEHMAamMu 6 OpeaHusayuu, a makdxice uyuums Gopmol
CcO8peMenHOU OOKYMeHmayuu.

Kniouesvie cnosa: Ooxkymenm, OOKymenmupoganue uHgopmayuu, OOKYMEHMUPOBaHue
VNPAGNeHYeCcKoU  0essmelbHOCMU, — KIUHONUCL,  NOIUMUKA — YNPAGNeHUs:  OOKYMEeHmAaMU,
cmanoapmu3ayus, cmpamezust ynpagieHus OOKyMeHmamu, YHupukayus.

3aoanue ons camocmosmenvHoU pabomwl:

1. H3yuums xamezopuanvhulii annapam.

2. Jlopabomame mamepuanst 1exyuu.

3. Iloozomosumbcsi Kk pabome Ha nekyuu no meme 1. Iloemopums 6onpoc: cywHocmb
Kkamezopuu «/[okymenmuposanue» (yuebnasn oucyuniuna «/JokymeHmuposanue ynpagieH4eckou
oesamenvHocmuy, nekyus Nel). Boimb 20mo6uim K 00CyHcOeHUI0 IM0o20 60NPOCA 8 X00e NeKYUU.

2 «Obuue npasuna opopmnenusn ynpasieHueckux 00KyMeHmosy.

Pexomenoayuu no cocmasnenuro u oopabomke KoHcnekma jaekyuu. H3yuenue mamepuanos
O0aHHOU meMbl cledyem Ha4yamov C paccMOmpenus mpebosanull K oQopMIeHUI0 PeKEU3UMOS.
Taxoice cnedyem usyuums cocmas peksusumos. Janee HeobXxooumo pazodopamvcs ¢
npUMeHeHUeM U PACNONONCEHUEM HA OOKYMEeHMme PEeKSU3UMO8, Onpedeiums ux ooujue depmol u
pasmyus. Kpome mozo, HyscHo OemanvHO pazodpamuvcs ¢ pasiuyHubIMU 8UOAMU MeKCcmda
OoKyMeHma: mpagapemuulii OOKyMeHm, aHKkema, maonuya, O1auk.

Knroueegvie cnosa: suza coenacosanus, epug osHakomnenus, oama 00OKyMeHmad, 3a2071080K

K meKcmy, UuOeHmug@ukamop 21eKMpPOHHOU KONUU OOKYMEHMA, UHMep8as, NOONUCL, Noie
OOKYMeHma, pe2ucmpayuoHHbll HOMep OOKYMEHMA, pe30Nioyus, PeKsusum, CmaHoapmHblll
aucm Oymazu, CCulIKa HA pecUCmpayuoHHuli HOMep U 0amy OOKYMeHmd, YO0OCmoGepeHue
0oKyMeHma, opmysp.

3adanue ons camocmosmenvHol pabomoi:

1. 3yuums kxamezopuaivHwulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumucs k cemunapy.

3. [loocomosumuca k pabome na nexyuu no meme 3. [loemopums 60npoc: ocHoOBHbIe
0COOEHHOCMU — UCHONbL308AHUSL  A3bIKA 8  0el08oU  nepenucke  (yueOHas  OUCYUNIUHA
«doxymenmupoganue ynpagnenyeckou oOeamenvbHocmuy, Jnexkyus Ne2). Beimv comosbiv K
00CYHCOCHUIO D020 BONPOCA 8 X0O€ TeKYUU.

3 «Ocobennocmu cocmasienusn u 0hopmieHus 0CHOBHBIX OOKYMEHMO8 YNPABIEeHUA).
Pexomenoayuu no cocmaenenuro u dopabomke KOHCHeKMa 1eKyuu.

Paccmompenue oanuoii memvl HeobX00UMO Hauamv ¢ AHAIU3A OCOOEHHOCHMEU ODUYUATLHO-
0e1108020 MUl N0 CPABHEHUIO C X)YO0HCECMBEEHHbIM, NYOTUYUCTIUYECKUM, HAYUHBIM, V4eOHbIM,
PA32080PHBIM CIMUIAMU A3bIKA.

IIpu 5mom Hys#cHo ROOPOOHO U3YUUMb JIeKCUYECKUEe 0COOEHHOCMU OOKYMEHMOo8: ynompeonenue
NApOHUMO8, NIeOHA3MO8, UCNOJIb308aHue pedesblx Kiuue. Ilocnie smozo criedyem paccmompems
opgoepadghuueckue ocobeHHOCmU OOKYMEHMO8: NPUMeHeHUe NPONUCHBIX OYKE 6 2e0epahuyecKux
HA38AHUSAX, HAUMEHOBAHUAX OP2AHU3AYUL.

Kpome moeo, Heobxooumo obpamums eHumManue Ha opgoepaguueckue 0cobeHHOCU
OOKYMEHmMO8: NpuMeHeHue NPONUCHbIX OVKE 8 2e02pa@uuecKux HA38aHUsx, HAUMEHOBAHUSX



opeanuzayuti. Tax oice credyem GulACHUMb Hauboiee pacnpocmpaHesHvle 6 OOKYMEeHMAax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK C08, CO2NACO8AHUE NOOeHCaue2o U CKA3yemozo,
npuyacmmusle u 0eenpuddacmusvle 000pomsl, c108000pA308aAHUS.

Kniouesvie cnoea: abbpesuamypa, 1aKOHU3M QOPMYIUPOBOK, HEUMPAIbHAS IKCAPECCUBHAS
OKpACKa A3bIKA, HEON02U3M, OPUYUATLHO-0e1080U CMULb, NOTHOMA UHHOPMAYUU, CUHOHUMDL,
Maemonocuu, hpazeonocusmoi.

3aoanue ons camocmosmenvHoU pabomawi:

1. H3yuums xamezopuanvhulii annapam.

2. Jlopabomame mamepuanst 1exyuu.

3. Iloocomosumvca « pabome na Jnexkyuu. Iloemopums eonpoc: opghoepaguueckue
ocobeHHocmu  OOKyMeHmo8 (yuebuas oucyuniuHa «/JoKymeHmuposanue YnpaeieHUecKoll
oesamenvHocmuy, nekyus Ne3). boimsb 20moguim K 00CyHcOeHUI0 IMO20 60NPOCA 8 X00e NeKYUU.

4 «llpasuna oghpopmnenus 00KymeHmos no 1uUHOMY COCIABy».

Ilpu usyuenuu OanHOU meMbl CMYOEHMAM He0OXO0UMO pazoopamvcsi ¢ NPUHYUNAMU
paspabomku npocpamm ynpasienusi Ookymenmamu. Ocoboe 6HuMaHue ciredyem YOeaums
paccmompenuio npoyedypbl NPOeKMUposanuss U 6HeOpeHus OOKYMeHMHbIX cucmeM. Takoice
cnedyem oCmaHo8UMbCsl HaA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMA OOKYMEHMHBIX CUCTEM.
bonee oemanvrno neobxooumo paccmompems cyuyHOCHb 00I20CPOYHOU NPOSPAMMbL 00YUEHUS
nepcoHana opeanuzayuu 6 oobaacmu YNpaeieHusi OOKYMEeHmamu U HpUMeHeHUs 00y4aroujux
UHCMPYKYUT, 8KTIIOUAS 00YUAIOWYI0 UHCMPYKYUIO CEeKPemaps.

Kniouesvie cnosa: ayoum ynpaenieHusi 0OKyMeHMAamu, KOHBEPMAayus, Memoooao2usi 6HeOpeHUsl,
mucpayus 00KyMeHmo8, MOHUMOPUH2, HAOEHCHOCb OOKYMEHMHOU CUCTEeMbl, NPOEKMUPO8aHUe
OOKYMEHMHOU CUCeMbl, pPACnpedeleHHOe YNpaeieHue, pecyaupyiouas cpeod, Cmpamezusl
YNpagnieHusi OOKYMeHmamu.

3adanue ons camocmosmenvHol pabomoi:

1. 3yuums xamezopuaivHwulil annapam.

2. [lopabomamv mamepuanvl 1eKyuu.

3. Iloocomosumucs k cemunapy.

4. I[loocomosumuca k pabome na nexyuu. Ilosmopums 6onpoc: obwas xapakmepucmuxa
OOKYMEeHmHbIX — cucmem  (yyeOnas  oucyunauna  «/Jokymenmuposaunue  ynpagienueckou
oesamenvHocmuy, nekyus Ne4). Boimsb 20mo6uim K 00CyHcOeHUI0 IM0O20 60NPOCA 8 X00e NeKYUlU.

5 «Opzanuzauusa 0oKymenmoooopomay.

Pexomenoayuu no cocmaenenuio u 0opabomke KOHCneKma 1eKyuu.

B nauane cnedyem paccmompems mepmunsl «0e10APOU3BOOCIBOY», «OOKYMEHMAYUOHHOE
obecneuenue  ynpasieHus», «OOKYMEHMUposauue  uxHgopmayuuy,  «OOKyYMEeHmuposaHue
VAPABNeHUeCKOll 0esimeNbHOCMUY, « OOKYMEHMONOMOKUY, «OOKYMEHMO060pOm ».

Jlanee neobxo0umo usyuums opeanuzayuro 0oKymeHmoooopoma. Takdice HYHCHO NOOPOOHO
NPOAHATUIUPOBAMb OCOOEHHOCMU PAOOMbL C BXOOAWUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome  moco, Heobxooumo  ocmanmosumvcsi Ha  U3YYEHUU ~ MemOO08  COKPAUjeHUs
00KyMeHmoobopoma.

Cnedyem yoenumov HUMAHUE COOEPHCAHUIO KOHMPOTA UCNOTHEHUsT OOKYMEHMOo8, e20 SManam u
MexHON02UU.

Knwouesvie cnoea: enympenunuii O0OKyMeHmM, 6X00AWUL OOKYMEHmM, OOKYMEeHmOoobopom,
OOKYMEHMONOMoKY, — UHQDOPMAYUOHHO-NOUCKOBAA — cucmema, — uUHOeKcayus  OOKyMeHmd,
UCxX00sawull  OOKyMeHm, Kamanoe, o00vem OO0KYMEeHmMoobopoma, payuoHalIbHOe OBUNCEHUE
OOKYMEHmMO8, — pecucmpayuoOHHO-KOHMPOIbHAS — KAPMOYKa,  pecucmpayus  OOKyMeHmd,
MEeXHONI02UYeCKdsl CXema OBUNCEHUsL OOKYMEHMO8, IKCNEeOULUS.

3adanue ons camocmosmenvHol pabomoi:

1. 3yuums xamezopuaivHwulil annapam.

2. [lopabomams mamepuanvl 1eKyuu.



3. Hoocomosumvca k pabome Ha aekyuu. I[loemopums  onpoc:  opeaHuzayust
O0okymenmoobopoma  (yuebnas — oucyuniuma  «/JoKyMeHmuposamue  YNpaeieHyecKol
OdesimenvHocmuy, nekyus Ne5). Boimb 20mosvim Kk 00CysHcOeHuro 3moco 80NPoca 8 Xo0e JIeKYuu.

6 «OcHosHble npasuia op2anu3auuu padomsl ¢ OOKyMeHmamu.
Pexomenoayuu no cocmaenenuro u dopabomke KOHCHeKMa 1eKyuu.
Paccmompenue Oamnou membr HeoOXO0UMO Hauyamv € U3YYeHUs pPOAU  UHDOPMAYUOHHO
CHPAasouHoll pabomsi CiyHcOvl 0e10NPOU3800CMEd OPaAHUIAYUU.
Ilpu smom cnedyem obpamumsv GHUMAHUE HA BUObL, MANbL  pPa3pabdoOmKu, pasoeivl
HoMeHKaamypsl 0el. Takace HeobXOOUMO YACHUMb, KAK OCYWeCmBIsemcs meKyuee XxpameHue
OOKYMEHmMO8 U UX UCHOIb308AHUE.
Ymo o3nauaiom «aucm-3amecmumensy, «kkapmasamecmumendy?
Kpome moeo, cnedyem oxapaxmepuzosamov sKcnepmusy yeHHOCMU OOKYMEHMOS, Kpumepuu
OYEeHKU OOKYMeHMOo8, 0ghopMieHUe ee pe3yibmamos, pabomy 9KChepmHOU KOMUCCUU.
Taxoice credyem paccmompemv 0COOEHHOCMU NPOUECCO8 NOO20MOBKU, U30AHUS, XPAHEHUs U
UCNONBL308AHUSA KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYMHCHO U3yuumy KaHAIbl 803MONCHOL
ymeuku ungopmayuu u ympamol 00KymeHmos. M 6 saxnroueHue HeobXxooumo paccmompents
mpebo8aHus K U320MOGIEHUIO, YYemy, UCNONb308AHUIO U XPAHEHUIO 2epO08biX OIAHKOB.
Knrouesvie cnosa: akm, deno, 0oneocpounoe xpamerue 0OKYMeHmMOos8, O0CMYN K OOKYMEeHMAM,
KOHMPONb Oelicmeull, KOHMPOJb MeCMmONON0NCEHUs. OOKYMEHMA, HOMEHKAAmypa Oej, ONUCh,
NpUMEpHAs. HOMEeHKIamypa oell, meKkyujee XxpaHeHue 00OKyMeHmos, munosdas HOMeHKiamypa oei,
CBOOHASL HOMEHKAAMYPA Oell, VHUUMOdCeHUe OOKYMEHMO8, IKCNepmu3a YeHHOCmuU OOKYMeHMmA.
T'epbosuviil brank, epugh oepanuuenus 0ocmyna Kk OOKyMeHmy, 3aujuyyeHHbulll OOKYMEeHmoooopom,
KOMMepYecKas mauHa, KOHPUOEeHYUANbHbIN OOKYMEHM, NPOMBIULIEHHbIL WNUOHAMC, YePO3bl
0OKYMEeHmMAam, YyeHHas uHpopmayusl.
3adanue ons camocmosmenvHol pabomoi:
1. 3yuums xamezopuaivHwulil annapam.
2. [lopabomamv mamepuanvl 1eKyuu.
3. Iloocomosumucs k cemunapy.

4. Iloocomosumvca k pabome na nexyuu. Ilosmopums 6onpoc: 3Kcnepmu3a YeuHoCmu
00KyMeHmos (yuebnas Oucyuniuna «/JoKymeHmuposaHue YnpasieHyeckol O0esamelbHOCUY,
nexyust Ne6). Boimv 20mogvim K 00CYHCOeHUI0 IMO20 80NPOCA 8 X00e JeKYUU.

Ilpumepnvie memol pehepamos
1 «Teopemuueckue 0cHO8bl 0e1ONPOU3EO0CHIEA OP2AHUAUUNY.
IIposooumcs 6 ghopme  cemunapa no oboowjenuro u  yenyboneHuro  3HaAHUU NOHAMUUHO-
Kame2opuanbHo20 annapama OUCYUNIUHBL C JIeMeHMAamu OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deomoyus  doxymenma Kak Hocumensi —uHgopmayuu. Bosumuxnoeemue u  pazeumue
omeuecmeenHo2o oOenonpouzeoocmea. Jleronpouzsoocmeo 6 cpeonue eeka (XI-XV as.).
Ilpukasnoe oenonpouszsoocmeo (XVI-XVII 6s.). Konneoscckoe oenonpouzeoocmeo (XVIII s.).
Munucmepckoe Odenonpouzsoocmeo 6 Poccuu (XIX - wuawano XX 68.). locydapcmeenmnoe
denonpouzeo0cmeo 6 cosemckoe epems. CospemenHoe 0enonpouzso0cmeo 8 Pd.
2 «Cospemennoe 2ocyoapcmeeHHnoe pecyiuposanue 0eanonpou3eoocmea ¢ Py,
3axonodamenvroe peeyruposanue Oenonpouzeoocmea 6 PdD. Deodepanvruviti 3axkon «O6
uHgpopmayuu, UHPOPMAYUOHHBIX MEXHON02UAX U O 3auume ungopmayuuy. PedepanvHblil 3aKOH
«0 kommepueckou matney. Dedepanvuviii 3axkon «0O6 apxusHom Oene 6 Poccuiickou
Deoepayuuy.  Dedepanvuvii  3akon  «O  nepcoHanvHvix  Oanuwlxy. Ilocmanosnenue
npagumenvcmea P® «llpasuna noocomosku npasosvix axkmos GeodepanbHbIX 0p2aHo8
UCTIOTTHUMENLHOU BAACTU U UX 20CYOAPCMEEHHOU PESUCTIPAYULLY.
Hopmamueno-memoouueckoe pezynuposanue oenonpoussoocmea. I ocyoapcmeennas cucmema
O0OKyMeHmayuoHHo2o obecneyenus ynpaeienus. Obwue nonoxcenus. Obwue mpebdosanus K
dokymeHmam u cayocoam ookymenmayuonnozo ovecneuenus (I'C/JOY). TOCT P 6.30-2003:



Vuuguyuposannvie cucmemvl 0okymenmayuu. Ynuguyupoeannas cucmema opeaHu3ayuoHHO-
pacnopsoumenvrou ookymenmayuu. I OCT P 51141-98 Jlenonpoussoocmeo u apxugHoe 0eno.
Tepmunol u onpedenenuss Tunogas uHCMpYKYus no 0eronpousso0cmay 8 gedepanbHulx Opeanax
ucnoanumenvrou eracmu. Ilepeuenb munosvix ynpasieHueckux OOKYMeHmos, 00pazyiouuxcs 6
OdesimenbHOCIU Op2aHU3AYUL, ¢ YKa3aHuem CPOKO8 XPAHEHUS.

3 «Ipebosanusn K 61aHKAM OOKYMEHMO8 YRPAGICHU).

Ilposooumcs 6 ¢hopme cemunapa no 060OwWerut0 u YenyoneHur) 3HAHUL C JNeMeHmamu
ouckyccuu. ITlousmue u uowi 6nanxos. Obwui onanx. bnank nucoma. brnank konkpemuozo uoa
doxymenma. bnaunku 0ns pabomwi ¢ uHocmpanuvimMu Komnanusamu. I epbosulil oranx. Pexeuzumot
onanka. IlpodonvHoe pacnonodicenue pekeusumoes oianka. Yenosoe grazosoe u yeHmMposaHHoe
PAcnoiodceHue peksusumos O1anKda.

Bvinonnenue npaxmuueckozo 3a0anus no cOCMAGIEHUI0 Y2l08020 U NPOOOJbHO20 00pasya
oaanka.

4 «Obwue npasuna oghopmnenus ynpasieHueckux 00OKyMeHmoe».

Ilposooumcs 6 ¢hopme cemunapa no 0600weHUlO U YeryOneHuro 3HAHUU  C JIeMeHmamu
ouckyccuu. Onpoc no mamepuanam aekyuu 2. IIpakmuueckoe 3HAKOMCMBO ¢ OgopmieHuem
PEKBU3UMOE8 OOKYMEHMO8 YNpaesieHus:, Boinonnenue KoHmpoabHvlx 3a0aHul

5 «Cocmasnenue TuUHBIX OOKYMEHMOB).

Ilposooumcs 6 ¢hopme cemunapa no 0b60OWeHur0 U yeryonreHuro 3HAHULl ¢ 1eMeHmamu
ouckyccuu. 3ansnenus, asemobuocpaguu, pesome, JUYHBIE O00BEPEHHOCHMU, PACHUCKU.
OcHogHble peKksu3Uumvl, Npasuia cocmagieHus u ogopmienus. Bvinonnenue KOHMpOIbHbIX
3a0anutl

6 «Paboma c 0okymenmamu, cooeprcauiumu KOHQUOEHUUATIbHBLE CECOCHUA).

Ilepeuens ceedenuti KonguoenyuanrbHozo xapaxmepa. Illonamue Kommepueckol MAtiHbl.
Ceedenus, omuHocawuecss K Kommepueckou maine. I[lopsaook eedenus Oenonpouzeoocmea
OOKYMEHMO8, CO0EPHCAUUX KOMMEPUECKYI0 mauHy. 3awuma OOKYMEHMO8, CO0epHCAUjUx
KOMMepYeCKy10 mauHy.



IIpunaoxenue 2

OueHouHbIE CpeACTBA 1JIs1 MPOBEIEHUsI MPOMEKYTOUHOM aTTecTalluu
a) [lnanupyembie pe3ybTaThl 00y4eHHs U OLIEHOYHbIE CPEACTBA VIl POBeAeHUs] IPOMEKYTOYHOMH ATTeCTAIUM:

CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaTbl
00yJeHHs

OreHOYHBIE CpeACTBa

OIIK — 4 — cmocodHOCTH HaXOAUTh OPraHUu3alMOHHO-YIIPABJIICHYECCKHUEC pECHICHUS B HpO(i)CCC]/IOHaJII)HOi/JI HACATCJIBbHOCTH U TOTOBHOCTDb HECTH 3a
HHUX OTBETCTBCHHOCTD

3HaTh

OCHOBHBIC COCTaBJIAOIIUC

3Tanbl MOATOTOBKU IMyOIMYHORO
BBICTYIUICHHS, IJIaBHBLE

u

TpebOBaHUs K  OpraHu3andd
MyOIMYHBIX BEICTYIIEHHIA 4.
Cr1oco0bl s hexkTHBHODO

JIENOBOTO OBIIEHHs, My OIIIHEx

BEICTYIUICHHH,  ITIEpPETOBOPOB,
MIPOBEICHUS coBeIanust,
JIEJIOBOM TEPENUCKHU, JETOBOTO
obmieHus, anexTpoHHAH
KOMMYHHKallun OCHOBLQ
JIeTIOBOTO OOIIeHHUs

CHOCOOBI U cpencTid

WH(HOPMAITMOHHOTO B03ﬂeﬁCTBPl]512

OCHOBHBEBIC IIOHATUA
COBpPEMCHHBIC anHunan'
paboThI c JIeJI0BOM

nHpopmarmen, a TakxkKe uUME
NpEaACTaBJICHUC ]
KOPTIOPATHBHBIX 17
MH(POPMALMOHHBIX CUCTEMax U
0a3ax JTaHHBIX 1

OCHOBHBEIC HpI/IHI_II/IH}:?

TeopeTndeckne BOIPOCHI:

Yro Takoe JOKYMEHT, C KaKOi 11eIbI0 OH MOXKET CO3/1aBaThCsl?

KaxoBbl 0cOOEHHOCTH A€I0BOTO OOIIEHUS U IMTyOJTUYHBIX BBICTYIUICHUH?

KakoBbl OCHOBHBIE IPU3HAKU KJIACCU(UKAIIUN JOKYMEHTOB?

Yrto moHUMAETCs O] TOKYMEHTAIMOHHBIM 00ECTICYCHUEM YIIPABIICHHUS?

B yem cyTh cranaaptuzanuu u yaudukanuu 1okymeHToB? Kakue pa3pabarsiBatoTCsi CTaHAAPTHI?
Yem oTnruaercs opopmileHHE PEKBU3UTOB 00111ero OJaHka oT O1aHKa nucbMa?

KakoBbI OCHOBHBIE PEKBU3UTHI, HCHOIb3YEMbIE JUIsI OPOPMIICHHS IPUKA3a U PACTIOPSKEHMUS.

Kakne (opmbl MPOTOKOJIOB MOKHO HCIIOJB30BATh B YIPABICHYECKOH JAEATEIHHOCTH, B YeM HX
oTianuue?

VYKaXuTe OCHOBHBIE TPeOOBaHUS K O()OPMIICHHUIO JIEIIOBOTO TTHCHMA.
Kakpe  KOMIUIEKCHI ~ JOKYMEHTAllMM  BKJIOYaeT B ce0s
JIOKyMEHTAI[MOHHAs CUCTeMa?

B 1yem ocobenHoCTH 0(hOpMIIEHUS TPUKA30B 10 JTUYHOMY COCTaBY?
Uto moHMMAETCs 101 OpraHU3aIKe TOKyMeHTo00opoTa?

KaJpoBas  MH(POPMALMOHHO-

1;3] Uro Takoe cxeMbl JOKYMEHTOOOOPOTA, 3a4€M OHHU HY KHBI?

C xakoll IeNbI0 Pa3padaThIBAIOTCA MHCTPYKIMH IO JCIIOTPOU3BOJICTBY, YTO B HUX HEOOXOIUMO
MIPEAyCMOTPETH?

p| YkaknuTe TeXHOIOIHYECKYIO [OCIIEI0BATeIBHOCTD ITAIOB PA0OTHI C BXOISIIMMH JIOKYMCHTAMH.

KakoBa nocienoBaTebHOCTh ONepaluil npu padbote ¢ BHyTPEHHUMH JOKyMEHTaMu?
C xakoil 1esnpl0 MpoBOAUTCA (OPMUPOBAHUE [, KaKHe IpPU ITOM HEOOXOAMMO COOJHOIATh
TpeGoBaHus?

8| Uto Takoe HOMEHKJIATypa eI, C KaKOH IeJIbI0 pa3padaThIBalOTCS TUIIOBBIE HOMEHKIATYPHI Aei1?

Kakyro nndopmanuio coaepkutT HOMEHKIIaTypa Aem?




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

OpraHu3alMK JIeTOTPOU3BOACTRY
U JTOKyMeHTo00OpoTa B opran@
roCyJapCTBEHHOU 22
MYHULMIIAJIBHOMN BIACTH 23
pas3InYHbIC crparerid
MIPEICTABICHUS pe3ynbTaT@d
cBOe paboThl IS  JIPYrHUX
CIICIIMAJIICTOB. 26

UTo moHMMAETCs TTO1 AKCIIEPTU30H IIEHHOCTH JTOKyMeHTa?

Kakue kputepun NCnob3yrOTCs IIPU OLIEHKE JOKYMEHTOB?

Kak ocymectpisiercs nmpueM-miepeaya 1ei B apxXuB?

Yro Takoe KOH(PUIECHINATBHBIN TOKYMEHT?

Kakue ocHOBHBIE YTpO3bl BO3HUKAIOT IpU padoTe ¢ KOH(UICHIIMATIbHBIMU JOKYMEHTaMu?
VYKaXuTe OCOOCHHOCTH BEIEHUS [JeJIONPOU3BOACTBA, OOECHEUMBAIOLIETO YYET M COXPAaHHOCTh
KOH(HIeHInATbHON UH(POPMAIUH U JJOKYMEHTOB.

Yro nmoHMMaeTcs MOA 3alIMIICHHBIM JOKYMEHTOOOOpOTOM, 3a CUET Yero MOXKeT ObITh o0ecrieyeHa
ero 3amura’?

YMeTn

aHAJIN3UPOBATh
KOMMYHHUKAaTHBHbBIE TIPOLIECCHI B
OpraHu3alMi U pa3pabaTbiBaTh
MIPEUIOKEHNST 10 IOBBIIIECHUIO
ux 3¢ exTuBHOCTH

JIOTUYECKHU BEPHO,
apryMEHTUPOBAaHO U SICHO
CTPOUTH YCTHYIO U NHUCbMEHHYIO
peyb

MOJIEPKUBATh
po¢eCCHOHANBHYIO
KOMMYHHUKAIUIO, OCYLIECTBIIATH
yOJIMYHBIEC BBICTYIUICHUS
aHAJIN3UPOBATh JIOTUYECKYIO
CTPYKTYpPY U ONpEACIATh
CTCIIEHb APIyMEHTHUPOBAaHHOCTHU
IIICBMEHHOW M YCTHOM peun,
CO3/1aBaThb  Pa3JM4YHBIC  THIIBI
TEKCTOB YCTHOM, NIUCbMEHHOM,
BUPTYaJIbHOM W  CMEIIaHHOMH
KOMMYHHUKAIlMM  HAa  PYCCKOM

KommuiekT TecToBbix 3ananuii: Nel

1. ®opmyitsip — 3TO:

a) ocHOBHasg ¢opMmMa JOKyMeHTa, (UKCUpYyIOlash MpaBOBbIE OTHOLIEHHS B J[peBHEpycCKOM
roCyJapcTBe;

0) 0cobo0 BBIJEIAaHHAS KOXKa JKUBOTHBIX, IMPUMEHSBILIASACS B Ka4eCTBE OCHOBHOTO MaTepuana s
nuchMa B J[peBHEpYCCKOM rocyiapcTBe;

B) CaMOCTOSITEIILHOE MO/IPA3EIEHUE, OCYILECTBIISAIONIEE JEIONPON3BOACTBEHHYIO NEATEIbHOCTD;
T') TUIIOBas ycTolunBas popMa (oOpaszelr) OTAeIbHBIX HanboJee pacIpOCTPAaHEHHBIX TOKYMEHTOB.
2. YcraHoBIeHHE eqMHO00pasus coctaBa U GopM YIPaBICHYECKUX JTOKYMEHTOB, CO3/IaBAEMbIX MpHU
pEIICHUHU OJHOTUITHBIX YIIPABICHYCCKUX (DYHKIIAMN:

a) yHUpUKaIus;

0) cepruduxanus;

B) KOJAUPOBAHUE;

I') JOKYMEHTHpPOBAHHUE.

3. OOs3aTenbHBIM YCIOBUEM Ui BKJIIOUEHHS HHPOpManuu B HHPOPMAILMOHHBIE PECYPCHI,
OCYILIECTBIIIEMOT0 B IMOPSIIKE, YCTAHABIMBAEMOM OpraHaMH TOCYJapCTBEHHOM BIIACTH, SBIISETCS
ee:

a) CTaHIapTU3AIINS;

0) 3ammura;

B) IOKYMEHTHPOBAHUE;

T') BBIKYI FOCYIapPCTBOM Y YaCTHBIX JIUII.




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

S3bIKE B PA3JIMYHBIX >KaHpax
yIpaBJIeHY€CKOW KOMMYHHUKALUU
(TryOIHBIX BBICTYIUICHHUSX,
NIeperoBopax, COBEIIAHUSAX,
JIEJIOBOM MEPETNHCKH)

UHTETPUPOBATh B JEATEIbHOCTD

noapasacJICHUA TTOJIOKCHHUA
AHAJIMTUYCCKHX JOKJIaa0B,
OTYCTOB n ApyTrux

MH(OPMAIIMOHHBIX MaTEpUAJIOB.

4. CpencTBOM yCTpaHEHUS «OyMa)KHOTO Oymay SIBIISICTCSI:

a) KOMIIbIOTEpHU3aLMsl eI0NPOU3BO/ICTBA;

0) yHu(UKaIHS TOKyMECHTOB;

B) KJaccu(UKaIMs T0KyMEHTOB;

') IPUMEHEHNE Pa3HOCTOPOHHEH OPTTEXHUKHU

5. 3HaueHHe JOKYMEHTAIIMOHHOTO 00ecrieueH sl yIpaBIeHUs ONpeaeseTcs:

a) KOMMYHUKaLUSMU;

0) uaentudukanuen;

B) Qukcanueii;

T) CyIeOHBIM Pa30UpPaTEILCTBOM.

6. B mpaBOoM BepxXHEM YTy JOKYMEHTOB PacIoIararoTcs CIEAYIOUINe PEKBU3UTHI: a)
rpud corinacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) Tpud yTBEPKICHUS;

T') ajpecar.

7. B 1eBOM BepxHEM YTy JOKYMEHTOB PACIOIaraloTcs CaeIyole PeKBU3UTHI:
a) pe3oJIIoLHs;

0) OTMETKa O HAIMYMU PUITOKEHHS;

B) OTMETKa 00 UCTIOIHUTEIIE;

I') KOJI OpraHu3aIum.

8. B mpaBoM HIDKHEM yTITy pacroyiaraloTcsi pEKBU3HTHI:

a) OCHOBHOM rocyapcTBeHHbIN peructpanuonusiii Homep (OI'PH) ropuanueckoro
1A,

0) ko1 POpMBI JOKYMEHTA;

B) WICHTU(UKAIMOHHBINA HOMep Hanororiarensinuka (MHH);

r) TpuQ orpaHMYEeHUs JOCTyMA K JOKYMEHTY.

9. B 11eBOM HIDKHEM YTITy PacIioyiaraloTCsl pEKBU3HTHI:

a) KoJl TPUYMHBI IOCTAHOBKU Ha Y4eT;

0) OTTHICK TI€YaTH;

B) BU3BI;




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

') OTMETKA 00 UCTIOJTHUTEIE.

10. K B3auMOUCKITIOHAIOIUM PEKBU3UTAM OTHOCSITCS:

a) sMOJIeMa OpraHu3aluu ¥ rocylapcTBeHHbIN repo Pd;

0) Koz opraHu3auy U Koja GopMbl TOKYMEHTA;

B) PErUCTPALMOHHBIN HOMEP JOKYMEHTA U CChUIKA HA PErUCTPALlMOHHBINA HOMED U
JaTy JOKyMEHTa;

r) rpud yTBepxkaeHus U 1nedarb.ll. Ecam opranuszamus moJBeAOMCTBEHHA
HECKOJIbKMM OpraHam

YIOPaBIEHUS, TO B Pa3HBIX CUTYalUsIX YKa3bIBACTCSI:

a) HETMOCPECTBEHHO BBIILIECTOSAIIAsT OPraHU3aIus;

0) camasi T1aBHAs BBIIIECTOSIIAS OPTraHU3AIINS;

B) He OoJiee TpeX CTeneHel MoABeIOMCTBEHHOCTH;

I') HE YKa3bIBAE€TCS HU OJJHA BBIIIECTOSIIAs OpraHU3aIusl.

12. JlaToii JOKyMEHTa MOKET ObITh JaTa:

a) €ro HalMCaHUs U COTJIACOBAHMUS;

0) ero noANUcaHus;

B) €0 YTBEPKACHMUS;

I') IpOBEJICHHS 3aCEAaHus, Ha KOTOPOM MPHHATO PELICHHE.

13. JlaTel B JOKyMEHTaX MOTYT OBITH O(pOPMIICHBI:

a) 22. 08. 1997,

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUUIYTCS, KaK MIPABUIIO, OT PYKHU:
a) BU3a;

0) pe3omronus;

B) TIOJIHCB;

T) aJpecar.

15. K KakuM peKBU3UTaM OTHOCSITCS CIIOBA!

a) «BepHo» A)

OJTHOBPEMEHHO




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

0) «/Jlns ciy>xebHOTO MOTB30BaHMS» B)
B) «3ameuaHus npuiaramrcs» B)
r) «IlerpoB M.K. 924-76-40» I)
16. PekBH3HT «ITONKCH» HA PA3HBIX JOKYMEHTAaX BKJIFOUACT:

a) IMYHYIO POCIHCH aBTOpa JOKYMEHTA,

0) JINYHYIO POCIIHCH PYKOBOJMTEIS U €€ PacIIu(pPOBKY;

B) YKa3aHUE JIOJKHOCTH, JIMYHYIO POCTIHCH PYKOBOJIUTEIIS U €€ paciiu(poBKy;

T') yKa3aHue JIOJDKHOCTH, HAMMEHOBAHUE OPTraHU3aIliH, TUYHYIO POCIIUCH PYKOBOIUTEIIS,
ee pacdpoBKy.

Kommnekt TecToBBIX 3amanuii: No2

1. Kakoe cokparienue siBnsieTcs abOpeBUaTypoii:

a) AI'3 MUC PO;

0) MocaHepro;

B) cTarmsims;

r) 0/M, 11/0.

2. CnoBo, KOTOpOE 0003HAYAET HOBOE MOHATHE, YIIOTPEOIIEMOE B TOKYMEHTaX, —

3TO:

a) abbpeBuartypa;

0) CHHOHUM,;

B) HEOJIOTH3M;

I') apXausMm.

3. Ot6epuTte npUHIKI O0PUITUATBHO-AETOBOTO CTHIIS JOKYMEHTAIIHH:

a) MPEIOCTaBICHUS MaKCUMAIBHO BO3MOYKHOU WH(OpMAITNH;

0) IPUMECHEHHUE CIIOB «MBI BBITIOJTHUMY, «SI CACIIAI0;

B) OTPaHUYCHHOCTh B IPAMEHCHUH SI3BIKOBBIX CPEJICTB;

I') IPUMCHEHUE YETKUX OTBETOB «J1a», KHETY.

4. JIekcu4ecKoe COKpaIIeHUE CJI0Ba, YIOTPEOIIEeMOro B IOKYMEHTAX — 3TO:

a) abbpeBuatypa;

0) CHHOHUM,;

B) HEOJIOTH3M;




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

I') IapOHUM.

5. UTo He OTHOCUTCS K O()UIINATIBHO-AETIOBOMY CTUIIIO TOKYMEHTA!

a) apecHOCTh HH(OpMAIHH;

0) TemMaTHYeCcKasi OrpaHUYEHHOCTb B IPUMEHEHHUH S3bIKOBBIX CPEJICTB;

B) MPENIOCTABICHHE MAaKCUMAIBHO BO3MOYKHON HH(OpMAIIHH;

I) yHU(UKAIMS JOKYMEHTA.

6. K mpaBumiiam 1€710BOT0 3THKETa OTHOCSTCS:

a) HETOPOITUBOCTb C OTBETOM;

0) GraroapHOCTh 3a OTBET WIIH JICHCTBUCE;

B) 00CTOATENBHOE U3JIOKEHUE TOKYMEHTA;

') YMEHHUE CIyIIaTh IPYTHX JIoAeH.7. B KakoM TOKyMEHTE HCIOIBb3YIOTCS CIIOBA «... B IPOTUBHOM
ciydae Bam OymyT

NPEIbsBICHBI ITpPadHBIE CAHKIIMM» B KAYECTBE S3BIKOBOM ()OPMYJIBI, KaK pe3ysbTara
YHU(UKALUH SI3BIKOBBIX CPEICTB:

a) B rapaHTUHHOM ITUCHME;

0) B peKJIaMallMOHHOM IHCHbME;

B) B HH(OPMAIIMOHHOM MTHUCHME;

I') B IMCbMe-HAlIOMUHAHHH.

8. CrnoBa, KOTOpBIE CTAHOBSTCS HEOPHUIMAIHHBIM 3aMEHHUTEIEM TEPMHUHA U WX TNPUMECHEHUCB
JOKyMEHTaX HeJl0IyCTUMO, — 3TO:

a) mpo¢eCCUOHATTU3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

T') TAPOHUMBI.

9. 3aKOHYEHHBIN B CMBICIIOBOM OTHOIIEHUH OTPE30K TEKCTA, MMO3BOJISIONINN YCTAHOBUTH
3HaueHHE BXOJAIIETO B HETO CJIOBA WK (pa3bl — 3TO:

a) aHHOTAIlus,

0) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.




CrpyKTypHBIii
ANIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

10. Perynupyromast (AesITeNbHOCTh OpraHu3aluii) Cpeia BKIIIOYAeT:

a) TOCy/IJapCTBEHHbIE CTaH/AAPTHI;

0) 0OIIIECTBECHHBIC OXKHIAHHMS;

B) PEKOMEHJIAIMH, OTPaXKaroIllue Mepe1oBOi OIbIT;

') HOPMaTHBHBIE JOKYMEHTBI, OTPAYKAIOIINE IEATEIHHOCTh OPTaHU3aAIIHH.

11. IlonuTuka ynpaBiaeHHs: JOKyMEHTaMH OpraHU3alluy MTO3BOJISET:

a) MOBBIIATh 3PPEKTUBHOCTD NEATEILHOCTH OpTraHU3AIINH;

0) cobmoath TpeOOBaHM 3aKOHOAATENLCTBA U PETYIUPYIOLIEH cpeibl;

B) M30€XaTh PUCKOB MPEATTPHUHUMATEIBCKON ACITEITPHOCTH, CBI3aHHBIX C JIOKYMEHTAMU;

I) COXpaHATh NaMsTh OpraHu3alMy, MHAMBUAA M obmectBa.12. K npunmumnam pa3paboTku
MPOTPaMM YTIPaBIICHHS TOKYMEHTAaMHU OTHOCHUTCS:

a) OLIEHKAa PUCKOB, CBSI3aHHBIX C OTCYTCTBHEM O(UIMATBHBIX JOKYMEHTOB;

0) ompeneneHne MpaBuUi CO3/IaHUs METAAAHHBIX O JIOKYMEHTAX;

B) obecrieueHne XpaHeHHUs JOKYMEHTOB B O€30IaCHOI U 3allMIIEHHOM cpefe;

T') OIlpeesieHIe BO3MOKHOCTEW MOBBIIEHUS 3()(H)EeKTUBHOCTH pabOThI OpraHU3auu

B pe3yJibTaTe KaueCTBEHHOT'O YIPABJIECHUS TOKYMEHTAMHU.

13. Pacnipenenenue OTBETCTBEHHOCTH 33 JOKYMEHTAI[MOHHOE O0eCTIeueHUE YIIPABICHUS
IPENoaraeT OTBETCTBEHHOCTB!

a) BCeX COTPYIHHUKOB OpPTaHHU3allNH 32 ;

0) CUCTEMHBIX aJIMUHUCTPATOPOB 3a ;

B) PyKOBOJICTBA OpraHU3alMH 3a ;

T') ceKkpeTapei 3a .

14. Ecnm OOKyMEHT SIBISIETCS TEM, 4YeM JIOJDKEH OBITh; CO3IaH WIJIM OTIPABIICH JIMIIOM,
YIOJHOMOUYEHHBIM Ha 3TO, a TaK)Xe B TO BPEMsl, KOTOPOE yKa3aHO Ha JJOKYMEHTE, TO 3TO O3HayaeT
€ero:

a) JOCTOBEPHOCT,

0) LIEJTOCTHOCTH;

B) ayTEHTUYHOCTb;

T') IPUTOIHOCTH JIJISl HCTIOJIb30BAHUSI.

15. Ctparerus BHEIpeHUs1 JOKYMEHTHBIX CUCTEM IPEAyCMaTPUBALT:




CrpyKTypHBIii
3JIEMEHT

KOMIICTCHIIN

[InanupyeMsle pe3yabTaThl
00yJeHHs

OreHOYHBIE CpeACTBa

a) IPOEKTHPOBAHUE TOKYMEHTHBIX CHCTEM;

0) MOArOTOBKY COTPYAHHKOB, pabOTAIOLINX C TOKYMEHTAMHU;

B) COOTBETCTBUE JJOKYMEHTOB PETYIMPYIONICH Cpee;

I') KOHBEPTAIMIO JOKYMEHTOB B HOBBIE IOKYMEHTHBIE CUCTEMBI, ()OPMATHI.

16. CtocoOHOCTh TOKYMEHTHOM CHCTEMBI JUTUTEIBHO U IPABWIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH € TpeOyeMbIMU MPOLETypaMH O3HAYAET €e:

a) HaJIe)KHOCTB;

0) 7 heKTUBHOCTH;

B) IIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb.

17. CiocoGHOCTh TOKYMEHTHOH CHCTEMBI IPEIOTBPAIIaTh HECAaHKIIHOHUPOBAHHBIC
JOCTYII K IOKyMEHTaM, UX YHUUTOXKEHHE, U3MEHEHHE WIN NepEeMEIeHHs 03HAYaeT ee:
a) HaJIe)KHOCTB;

0) 7 hEeKTUBHOCTH;

B) IIEJIOCTHOCTb;

I) KOMIUIEKCHOCTb.18. MeTrononoruss MpOeKTUPOBAHUS W BHEAPEHMUS JIOKYMEHTHBIX CHUCTEM
BKJTIOYAECT:

a) aHaJIU3 JEJI0BOM NeATeIbHOCTH OpraHu3aluy;

0) OLIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OLIEHKY, KOPPEKTHUPYIOIINE AeHCTBUS;

I') IpeKpaiieHre MPUMEHEHHS JOKYMEHTHBIX CHCTEM.

19. O6bexTamu yHU(PUKALUY U CTAaHJAPTU3ALMH B YIIPABICHUECKON AEATEIbHOCTH
SIBIISTFOTCSL:

a) TEepMHUHBI, UCHIOJIb3YyeMblE NPH paboTe ¢ ynpaBieHYeCcKoil HH(popMannei;

0) opraHu3aOHHBIE CTPYKTYPHI OpraHU3aIHiA, YIPEXKICHUH U TIPEATIPUATHH;

B) yIIpaBJieHYeCKHUE QYHKIUY;

T') yIpaBlieHUECKasi JOKyMEHTAIIHS.

Bnanetn

- CIIOCOOHOCTBIO OCYILECTBISTh
JIeJI0OBOE OOIIEeHHE U MyOIUYHbIe

[IpakTnueckue 3agaHus:
Kpoccropn 1.




CrpyKTypHBIii

[InanupyeMsle pe3yabTaThl

AJIEMEHT OreHOYHBIE CpeACTBa
00yJeHHs
KOMIICTCHIINU
BBICTYIIJICHUS, BectH | [lo ropmsonTamu: 1) 3ammce WHPOpPMAMKM Ha pPa3IUYHBIX HOCUTENSX 110 YCTAHOBIICHHBIM
MIEPETOBOPHI, COBEIIIaHUs, | IpaBUIaM; 2) YCTAaHOBJICHUE KOJIMYECTBA U COCTaBa JOKYMEHTOB B CIMHUIAX ydueTa W (PUKCAIUS
OCYHICCTBJIATDH ACJIOBYIO | IPUHAATICIKHOCTHU Ka)I(I[Oﬁ CANMHUIIBI Y4Y€Ta K OIIPCACICHHOMY KOMILUICKCY U 06meMy ux
MEPEeNUCKy W  TOAJCPKUBATH | KOTMYECTBY B YUETHBIX JOKYMEHTaX; 3) YUETHBIH JTOKYMEHT, COJCPIKALINIA HA3BaHHUE, CBEIACHUS O

QJICKTPOHHBIC KOMMYHUKAIUH.

KOJIMYECTBE, COCTaBE [OKYMEHTOB (OHJAa W MECTE€ €ro XpaHEHHUs, IpeIHAa3HAYEeHHbIN s
LEHTPAJIM30BaHHOTO y4eTa JOKYMEHTOB; 4) nepedeHb opUIHMaIbHbIX HAMMEHOBAHUM XPaHAIIMXCS,
BHIOBIBIIUX M TOCTYNAIOIINX apXUBHBIX (DOHIOB B MOPSIKE BO3pPACTAHUS TNPHUCBOCHHBIX UM
HOMEPOB; 5) NMpelyCMOTPEHHbIE HOPMATUBHBIMU JIOKYMEHTAMHU YCJIOBUS HCIIOIb30BAHUS apXUBHBIX
¥ KOH(HUIESHIINATBHBIX JTOKYMEHTOB; 6) npoBoe n/mimn OyKBeHHO-IIM(PPOBOE 0003HAUCHHE Jeia B
HOMEHKJIaType [l OpraHu3aliy, HaHOCHUMOE Ha €ro OOJIOXKKY; 7) CBOHCTBa JIOKYMEHTa,
o0ycnaBiIMBAIOIIME €ro KyIbTypHOE, HAaydyHOe M T.aI. 3HaueHHWe; &) BOCCTAHOBJICHHUE
NEPBOHAYAIBHBIX WJIM OJM3KUX K MEPBOHAYAJbHBIM CBOMCTB M BHEIIHUX MPU3HAKOB apXUBHOTO
JOKYMEHTa, TOABEPIIIErocs MOBPEXKICHUIO WM pa3pylIeHHI0; 9) CpeAcTBO TUPAKUPOBAHUS
IOKyMeHTOB; 10) y4yeTHbIM IOKYMEHT, COAepXalluil MepedyeHb OKYMEHTOB Jella ¢ yKa3aHHeM
MOPSAKOBBIX HOMEPOB JOKYMEHTOB, MX HHJAEKCOB, Ha3BaHUM, JaT, HOMEpPOB JucToB; 11)
NpUMEHeHHe MH(POPMALUU JTOKYMEHTOB B KyJbTYPHBIX, Hay4yHBIX M T.II. LEIAX, a TaKKe IS
oOecrieyeHns1 3aKOHHBIX NIPaB U MHTEPECOB IpaxkaaH; 12) cnpaBOYHUK, B KOTOPOM MH(OpMAIHS O
JOKYMEHTaX pacroJIOKeHa B COOTBETCTBUU C BHIOpAHHOM cxeMol kiaccudukanuu; 13) TOKyMeHT,
MIOJIHOCTBbIO BOCTIPOM3BOJAIIMM HMH(OPMALMIO MOUIMHHOTO JIOKYMEHTa M BCE €ro BHEIIHHE
NPU3HAKU WM 4acTh UX, HO HE UMEIOLIUH I0pUINYecKOi cuiibl; 14) n3MEHeHne NepBOHAYaIbHBIX
(U3NKO-XUMUYECKHUX CBOMCTB JOKYMEHTA ITOJl BO3JEHCTBHEM BHEIIHMX M BHYTPEHHHUX (PaKTOPOB;
15) mepBbIif WM €AMHUYHBIN SK3eMIUIAp O(PUUIMANIBHOTO JOKyMeHTa; 16) Iopuauueckoe WU
¢du3nUecKoe IO, B IEATEIBHOCTH KOTOPOTO 0o0pasyeTcs NOKyMEHTalIbHbIH (GoHm; 17) cpenctso
XpaHEHHUs JTOKYMEHTOB.
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[To BepTukanu: 1) ABMKEHHE JOKYMEHTOB B OPraHU3allid C MOMEHTA UX CO3/IaHUS WU MOJTYYEHUs
JI0 3aBEPIICHUS WCIOJHEHUS WX OTMpaBlIeHUs; 18) 3amuch yYETHBIX JAHHBIX O JIOKyMEHTE IO
yCTaHOBJIEHHON (hopme, (ukcupyromas (HakT ero Co3maHus, OTHPABICHHs WIN MONydeHus; 19)
JOKyMEHT WJIM COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIHMXCS K OJHOMY BOMPOCY WM Yy4YacTKY
JEeSTeNbHOCTH ¥ TOMEIICHHBIX B OTAEIbHYIO OO0NOXKKYy; 20) opraHu3anus WU CTPYKTYpPHOE
MoJIpa3ieieHNe, OCYIIECTRISIONIEE JITUTEIIPHOE WM TOCTOSHHOE XPaHEHHE OKOHYCHHBIX
JIOKYMEHTOB C II€JIbI0 UX UCIOJIb30BaHUs; 21) CpeacTBO KacCOBOM OPITEXHUKH; 22) KOIMHUS YaCTU
TEKCTa JIOKyMEHTa, O(OpMIICHHAas B YCTAHOBJIEHHOM TOpsAKe; 23) CPEeICTBO HW3TOTOBJICHUS
M300pa3UTENbHBIX JOKYMEHTOB; 24) CHelualbHO OOOpYIOBAHHOE IOMEIIEHUE IS XpPaHEHUs
apXUBHBIX JOKYMEHTOB; 25) TMOBTOPHBIH OJK3EMIUISIp MO/UIMHHUKA JOKYMEHTa, WMEIOIUN
IOPUAMYECKYI0 cuily; 26) ¢Gu3MYecKoe WM HOPUIUYECKOe JHUIO0, CO37aBIliee TOKYMEHT; 27)
opUIMATBHBIA JOKYMEHT, HUMEIOIIMN IOPUIUYECKYI0 CHIy U coaepKammid WHGOPMAIUI0 O
mpeaMeTe 3ampoca, ¢ yKa3aHHUEM IMOMCKOBBIX JIAaHHBIX JOKYMEHTOB; 28) OTOOp TOKYMEHTOB Ha
XpaHEHHE WIN K YHHUTOXKEHHUIO, a TAK)KE€ YCTAHOBJICHHE CPOKOB UX XPAaHEHHUS Ha OCHOBE MPUHSTHIX
KPUTEPHUEB.
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Kpoccropn 2.

Ilo ropuzonTanu: 1) HOPMAaTUBHBIA JOKYMEHT, COAEpXKAIUN CUCTEMATU3UPOBAHHBIN IEPEYEHb
CTPYIIIMPOBAHHBIX HAMMEHOBAaHUII OOBEKTOB W TPUCBOCHHbIE WM KOABI; 2) HOPMATHBHBIN
JOKYMEHT, 3aKpeIUIIOUINA YHU(PUKAIMIO AEJIONPOU3BOJACTBA; 3) (uKcalus Ha MarepuarbHOM
HOcHUTese MHGOPMAIINK C PEKBU3UTAMU, MTO3BOJISIONIMMHU €€ MIACHTH(PUIIMPOBATh; 4) yCTAaHOBJICHHUE
enuHooOpa3ust coctaBa M (OPM YHPABICHYECKUX JOKYMEHTOB, CO3/1aBaEMbIX IPH pPELICHUU
OJHOTUIHBIX yIpaBieHuecKux GyHKuuil; S5) wuHdopmanus, (UKCUpOBaHHAas Ha KaKOM-JTHOO
MaTepuaJIbHOM HOCHUTEJE.

[To Beprukamu: 1) wmudpoBoe ob6o3HaueHHe ¢GOpPM JTOKYMEHTOB B XOI€ COCTABJICHHS
ki1accuukaTtopoB uHpopmauuu; 6) 1udppoBoe 0003HAUCHHE, SBISIOIIEECS  IIEMEHTOM
uaeHTu(UKAM OOBEKTOB B XOJe HMX KiIacCcuPUKauu;, 7) MEXKIyHapOAHBIA JOTOBOP TIO
OIpeJeIEHHOMY BOIPOCY; 8) OpraHu3alys WM CTPYKTYpPHOE MOJpasfesieHue, OCYIIECTBISIOIee
JIOJITOBPEMEHHOE WJIM TOCTOSHHOE XpaHEHHUE OKOHYEHHBIX Jied; 9) BHECEHHE JOKHOCTHBIM
JIMLIOM B O(pHILIMAIbHBIE JOKYMEHTBI 3aBEOMO JIOKHBIX CBEACHUIN MU MCIIPABICHUN, HCKaXAIOIIUX
WX JeHCTBUTENBHOE cojeprkanue; 10) cHHOHUM ciioBa A0ToBOP; 11) MTOKYMEHT, MOATBEPIKIAFOIIHIA
COOTBETCTBHE MPOAYKIMH, IPOLIECCOB U YCIYT YCTAHOBJIEHHBIM TPEOOBAHUSIM.
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OreHOYHBIE CpeACTBa
00yJeHHs H peAt

[1IK-14 — ciocoOHOCTBIO OCYIIECTBIIATh TOKYMEHTUPOBAHUE XO3IMCTBEHHBIX OINEpaliii, MPOBOAUTH YUET JEHEKHBIX CPEACTB, pa3padareiBaTh pabouMii
IUIaH CYETOB OYXTaJITepPCKOro yyeTa OpraHu3aiii ¥ (opMHpPOBATH HA €r0 OCHOBE OyXraJITepCKUe NPOBOAKH

3HaTI) OCHOBHBEIC HpaBI/IHa Hepeqeﬂb KOHTpOJI]:HLIX BOHPOCOB OJIF MOATOTOBKHU K 33'-léTy
JIOKYMEHTUPOBAHUS
XO35IMCTBEHHBIX ONEepaIui
OCHOBHBIE COCTABIISIOIINE U

- OCHOBOMOJIATAIOIYE TPUHIUITBI OYXTalITEePCKOro y4eTa.
- O0bekThl Oyxranrepckoro HaOmoaeHus. Kinaccudukanms Xo3sHCTBEHHBIX CPEACTB, HCTOYHUKOB UX
00pa3oBaHMsl, XO35MCTBEHHBIX IIPOLIECCOB U PE3yJIbTaTOB (PMHAHCOBO-XO035HCTBEHHOW JESTEIbHOCTH.

OTallbl IIOATOTOBKHU - Kpyroo6opot X03siCTBEHHEIX CPEACTB U HCTOYHUKOB UX 00pa30BaHus KaK 00BEKT OyXTaaTepcKoro
XO3SIMCTBEHHBIX U (I)I/IHaHCOBOFO ydera.

OyXTaJaTepCKuX JOKYMEHTOB, - OmnpejienieHUe U COAepKaHUE MPEAMETA M METOa OyXTaITEPCKOro yUeTa.

Tp660BaHI/I$I K BEJICHUIO - CxeMbI TOKYMEHT0000pOTa KaK HHCTPYMEHT MOJICIIMPOBAHHS OYXTaJITEPCKOTO yUeTa.

JOKyMEHTALIH - OCHOBBI HOPMATHBHOIO PEryIMPOBAHMS OpraHU3aluy OyXraaTepckoro yuera B Poccuiickoii depeparuu.

YPOBHM HOPMATHBHOTO PETYIIMPOBAHHS.

- XapakTepucTHKa OCHOBHBIX MoNtoxkeHnH DemepanbHOro 3akoHa “O OyxranrepckoM ydere”.

- [Monosxenust mo OyxranTepcKoMy y4eTy Kak HallMOHAJIbHBIE OyXrantepckue cranaaptsl B Poccuiickoit
®denepanui.

AOKYMCHTAIIUH - VY4eTHast MOJUTHKA OpraHU3alMY, €e Ha3HaYeHUE, CTPYKTypa U coJiepKaHue.

- DKOHOMHYECKOE COZiepKaHHe TIOHITHUS U KJIACCU(HKAIUH OCHOBHBIX CPEJICTB.

- HopmarunBHoe perynupoBaHue OyXrajaTepcKoro yaeTa OCHOBHBIX CPENICTB.

- JlokymeHTanpHOe 0(OpMIIEHHE XO3HCTBEHHBIX ONEpaiii U JOKYMEHTOOOOPOT TI0 Y4ETy OCHOBHBIX CPEICTB.
- DKOHOMHUYECKOE COJCP)KaHNE IMMOHATHS U KJIacCU(PUKAIM HEMaTepHaIbHBIX aKTHBOB.

- HopmartusHoe perynupoBanne OyXraaTepckoro ydera HeMaTepHaIbHBIX aKTHBOB.

- JlokymMeHTanpHOe 0(hOpMIIEHHE XO3HCTBEHHBIX ONEpaiii 1 JOKYMEHTOO0OPOT 110 YUeTy HeMaTepHalbHBIX

BUJIbI OyXTanTepcKoi
JOKYMEHTAIUH, BUIbI
(UHAHCOBOM M HAJIOTOBOM

AKTUBOB.
- JloxymeHTasHOEe 0(OpPMIICHUE XO3SHCTBEHHBIX ONIEPAli M TOKYMEHTOOOOPOT 110 yYeTy MaTepHaIbHO-
MIPOU3BOJICTBEHHBIX 3aI1aCOB.

- JlokyMeHTansHOe 0(opMIIEHHE XO3HCTBEHHBIX ONEpaliii 1 JOKYMEHTOOOOPOT TI0 YUETY JICHE)KHBIX CPE/ICTB
U PacueToB.

- JloxymeHnTansHOe 0(hOpMIICHHE U JOKYMEHTOOOOPOT pacyeToB I10 OILIaTe TPpy/a.

- JlokyMeHTansHOe 0(opMIIEHHE B JOKYMEHTOO0OPOT XO3IHCTBEHHBIX OIEPAIMi 110 YUeTy H3JepKeK Ha
MPOU3BOJICTBO MPOAYKIIMU M HE3aBEPLIEHHOTO IPOU3BO/ICTBA.

- JloxymeHTanpHOE 0OpPMIICHHE B JOKYMEHTOO0OPOT TI0 Y4eTy (PWHAHCOBBIX BJIOKCHUH.

- JokymeHTasHOe 0hOpMIICHHE B JOKYMEHTOOOOPOT N0 YYEeTy pacyeToB IO KPSAUTaM M 3aliMaM.

- JokymeHTaipHOe 0hOpPMIICHHE U JOKYMEHTOOOOPOT MO YYeTy JOXOAO0B M PACXOIOB OpPraHH3alHu.




CrpyKTypHBIii
3JIEMEHT

[InanupyeMsle pe3yabTaThl

OreHOYHBIE CpeACTBa

KOMITCTEHITUT 00yseHms
- JlokymeHTanpHOe 0(OpMIIEHHE U JJOKYMEHTOOOOPOT 110 yueTy (PUHAHCOBBIX PE3yJIbTaTOB.
= ITousTre cOOCTBEHHOTO KalnTajia U €ro CTPYKTYypa.
YMmeTh COCTaBJISITh TIEPBUYHYIO Ilpakmuueckue 3a0anus
OyXTaJITePCKYIO0 TOKYMEHTAIUIO 3ananue 1
odopMIIsATh 1 00pabaThIBaTh [Ipeanpustue npuodperaeT 060pyA0BaHUE IS 11eXa B TU3UHT. [[0J0TOBBTE MepedeHb JOKYMEHTOB,
JOKYMEHTBI TI0 XO3WCTBEHHBIM | HEOOXOAMMBIX TSI IPOBECHUS CIICITKH.
onepanusam 3aganue 2.
Omnpenenure, Kakue JOKYMEHTHI IOJDKHBI OBITH COCTABIICHBI:
1) nyst BeIBeieHus u3 coctaBa yupeauteneir OOO opuandecKoro JIuia;
2) nns peopranuzanuu OOO B AO ¢ 0THOBpEMEHHBIM BBIBEICHHUEM U3 €r0 COCTaBa
(U3UYECKOro U IOPUINYECKOrO JIULA C BRIIJIATOM J10JIel YCTaBHOTO KaluTajaa U MPUYUTAIOIINXCS
JVBUICH]IOB.
Bnanets HABBIKAMU TOATOTOBKH, Ilpakmuueckue 3a0anus u 60nPocovl

odopmieHus, 00pabOTKH U
BBITIOJTHCHHSI TOKYMEHTOB
HaBbIKAMU COCTaBJICHUS, YUETa,
XpaHEeHUs, 3aIIUTHI, Iepe1avun
XO3SIICTBEHHOM, OyXTanTepcKoi
1 OTYETHOM JOKYMEHTALIMU B
COOTBETCTBHH C TPEOOBAaHUSIMU
JTOKyMeHTO00OpoTa

Onun u3 yupenureneir OOO — opranu3zanus «A» — B KQUECTBE BKJIAJa B YCTaBHBIA KaMTal
M0 COTJIACOBAHUIO C JIPYTHUMH YUPEIUTEIsIMU Tepenan o0opyaoBaHUe, COTIACOBAHHAS CTOMMOCTh
KOTOPOTO, TIOATBEP)KJACHHAsT HE3aBHUCHMBIM OLCHIIUKOM, cocTtaBwia 55000 py06. pyroi
yuypenuTenb — opraHusauud «b» — MO COIMAacoBaHHUIO C JPYTUMHU YUPEIUTEISIMU OIUIATHII
OpraHU3alMOHHBIE pacxoipl, CBsA3aHHbIe ¢ co3maHnueM OOO (NMpuHATHI B KauecTBE BKiaaa). B
KAa4eCTBE TaKMX PacXo/IOB IMPEAyCMOTpPEHA OIjlaTa YCIyr IOPUCTA MO MOJArOTOBKE YUPEAUTEIbHBIX
nokymeHToB OOO u ormata peructparoHHbx coopoB — 5 000 py6. Utoro ycraBHBINA KamuTam
OOmiecTBa COCTaBMJI B COOTBETCTBHHM C yupeauTelabHbIMH jgokymeHTamu 60 000 py6. Pacxomsr
MIPUHSTHI K OyXTaJITEPCKOMY yUETYy.

CocTaBbTe CXeMY JOKYMEHT0000poTa.




0) Ilopsimoxk mnpoBedeHMsT NPOMEKYTOYHON AaTTeCTAIlMH, MOKA3aTeJM M KPHUTEpPUH
OLlCHHUBAHMS:

IIpomesxcymounas ammecmayus npoeooumcsi 8 ghopme 3avema.
Kpumepuu oyenxu (8 coomeemcmeuu ¢ hopmupyemvimu KomMnemeHyusiMu U niaHupyemoimu
pe3yibmamamu 00y4eHus,):
Or1eHKa «3a4TeHO» BBICTABJISETCS CTYJACHTY, KOTOPBIi
- MPOYHO YCBOWJI IPEyCMOTPEHHBIN IPOrPaMMHBIN MaTepuan;
- MPaBWJIbHO, apTyMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C TPUBEACHUEM IPUMEPOB;
- MOKa3al NTyOOKKe CUCTEeMAaTU3UPOBAHHBIC 3HAHMSI, BIIAICeT IPUEMaMU PACCYKICHUS
COTIOCTABJISIET MaTepuajl U3 Pa3HbIX HCTOYHUKOB: TEOPHIO CBA3BIBACT C MPAKTUKOH, IPYTUMHU
TEMaMHM JIaHHOTO Kypca, IPYTruX U3y4yaeMbIX MPEIMETOB
- 0e3 OImMOOK BBITIOTHUIT MPAKTHUECKOE 3a/TaHHE.
O1ueHKa «He 3a4TeHO» BBICTaBJISIETCS CTYJCHTY, KOTOPbIN He cipaBuiics ¢ 50% BonpocoB u
3aJIaHNi, B OTBETAX Ha JIPyTHe BOMPOCHI JOMYCTUJI CYIIeCTBeHHBIC OmHOKu. [lenocTHorO
MIPEICTABJICHUS O B3aUMOCBS35X, KOMIIOHEHTAX, ATalax pa3BUTUA KYJIbTYpPbl Y CTyJICHTa HET.

IIpunoxenue 3
Memoouueckue pexomenoayuu 014 NOO20MOEKU K 3auemy
1. IToaroroBka K 3a4eTy 3aKJIFOYAETCS B M3yYEHUH TIIATEIILHON TPOPabOTKE CTYyICHTOM
yueOHOro Marepuasa JUCUUIUIMHBI ¢ Y4ETOM YUYeOHUKOB, JIGKIIMOHHBIX U CEMUHAPCKUX 3aHATHH,
CTPYIIHPOBAHHOM B BHJIE KOHTPOJHHBIX BOTIPOCOB.
2. 3a4eT 1o Kypcy NpOBOAUTCS B BUJE TECTUPOBAHUSI.
3. KauecTBEHHO! OATOTOBKOW K 3a4€Ty SIBISETCS:
—II0JTHOE 3HaHME BCEro yueOHOTo MaTepHaa 1o Kypcy;
—CBOOOJIHOE OTIEPUPOBAHUE MATEPHUATIOM;
—JIeMOHCTpaIMsl 3HaHUH JTOTIOHUTEIBHOTO MaTepHaa;
—4ETKHE MPaBUIbHBIC OTBETHI B 3aJJaHUSX.

IIpuMepHBIii IEpeYeHb BOIPOCOB K 3aYETy:

1. OCHOBHBIE TOHATHS, TPUMEHSIEMBIE B IETONPOU3BOJCTBE.

2. PexBu3uthl 10KyMeHTOB. Kakue Bubl OJaHKOB U (OpMaThl TOKyMEHTA IPUMEHSIIOTCS B
YUpEKACHUAX?

3. CocraB 00miero Oga”ka.

4. PexBu3uTHI B cocTaBe OiaHka nucbMa. UeM oTingaeTcst oOmumii Oj1aHK OT OJlaHKa ISt
nucema?

5. PexBu3uThl B cocTaBe 0J1aHKa BUAA JOKYMEHTA.

6. Dopmymsp-odpaserr.

7. Kaxue TpeboBaHUs MPEIBABISAIOTCS K JOKYMEHTaM?

8. Ha3nauenue u cocTaB OpraHu3alvOHHO-IIPABOBOM JOKyMEHTALIUN
9. HasnaueHue U cocTaB pacloOpsIUTENIBHON JTOKyMEHTAlluU

10. Haznauenue u coctaB MH(GOPMAIIMOHHO-CIIPAaBOYHOM JJOKYMEHTAIHH
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TpeboBanus Kk 0pOpMICHUIO PEKBU3UTA «HAMMEHOBAHUE OPTaHU3ALINN

CocTaB peKBU3HTA «CIPABOYHBIC JAHHBIE 00 OPraHU3aAIINI»

[Topsinok natupoBaHus JOKYMEHTA U BHJIbI J1AT.

CocTaBHbIE YaCTH PETUCTPALIMIOHHOTO HOMEpA JOKYMEHTA U MOPSAJOK €ro MPOCTaBICHUS
[Topsimok anpecoBaHus JOKyMEHTA.

Kakumu criocobamu opopmiisieTcst yTBepKIeHNE JOKyMEeHTa?

Kakwue TpeboBaHus MpeabIBISIOTCS K 3ar0JOBKY?

[Mopsmox oopmieHNs TPUITOKEHUN K TOKYMEHTY

[Topsnox oopmiieHUsT peKBU3UTOB «IOJIMHUCH» U «OTMETKA O 3aBEPEHUU KOITHU»
Kak odopmisieTcst cornacoBanue 10KyMeHTa?

[Topsimok mpocTaBieHrs Ha JOKYMEHTaxX nevyarei

[Tepeunciure OTMETKH, IPOCTABIISIEMbBIE HA BXOJSIIIIEM JJOKYMEHTE, YKaXKHUTE MOPSIOK X
oopMIICHUSI.

OTarnel IMOATOTOBKH JOKYMCHTA.

OO6mue TpeboBaHUS K TEKCTy JokyMeHTa. Kak oopmiisercst B TEKCTe cChlIKa Ha
JPyToil TOKYMEHT?

Buybl opraHu3annoHHBIX JOKYMEHTOB U OCOOCHHOCTH UX COCTAaBICHUS M OPOPMIICHHS.
JlaTel paciOpsSAUTENbHBIX TOKYMEHTOB M OCOOEHHOCTH UX COCTaBICHUS U 0()OPMIICHHUS.
B uem ocobennoctu coctaBiieHust 1 0(hOpMIIEHUSI POTOKOJA?

B uem ocobeHHOCTH cocTaBneHus 1 0OPMIICHUS aKTa?

TpebGoBaHus K COCTaBIEHUIO U OPOPMIICHHIO JJOKJIAJHBIX 3aIIMCOK

TpeGoBanus k cocTaBiIeHUIO U 0QOPMIICHUIO OOBSICHUTEIBHBIX 3aITUCOK

TpeboBanus k cocTaBiIeHUIO U OGOPMIICHUIO CIIPABOK

TpeboBaHus K COCTaBICHUIO U OPOPMIIEHHUIO CITYKEOHBIX TUCEM

TpeOoBaHus K COCTABIEHUIO U O(POPMIICHUIO TEJIErpaMM

OcobenHocTr cocTaBieHust 1 0OpMIICHHS Telle()OHOTpaMM

Yro nmoHnMaeTcs moJ 00beMoM JOKYMEHTO000pOTa, OYEMY OH YBEJINUUBACTCS?

UTto BXOIUT B MOHATHE TIOKyMEHTOOOOpOTa?



37. OpraHu3aliOHHbIE TOKYMEHTBI, ONPEACIIAIOLINE MOPSII0K IBUKEHNS TOKYMEHTOB B
opranuzanui (pupme)

38. TpeOoBaHus K OpraHU3aAINK [TPHEMa U IEPBUIHON 00pabOTKH TOKYMEHTOB
39. 3HaueHue nNpeABapUTEIBHOIO POCMOTPA U paclpeAe]eHUs IOCTYUBIINX JOKYMEHTOB

40. ITpaBuna oOGpabOTKH UCXOAAIIUX JOKYMEHTOB.
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