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JIner akryaauszanuu padoueil mporpaMmbl
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3aB. kadeapoii H.P. Bansinckas
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IIporokomor 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas
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Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl ['0CyaapCTBEHHOr0 MyHUIIMTIAILHOTO YIIPABICHUS U

IIporokomor 20 . Ne
3aB. kadenpoit H.P. banbiackas

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpenHa st peaym3anun B 2025 - 2026
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl ['0CyaapCTBEHHOTO MyHUIIMTIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadenpoit H.P. Banbiuckas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[enbo OCBOGHHUS MTUCHUILUIMHBI «/{0OKyMEHTHpOBAaHUE YHPABIEHUYECKON N1EATEIbHOCTH
SBJISICTCS] U3YYCHUE TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOM ¥ 3¢ (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEIONPOU3BO/ICTBA HA MIPEATIPUATUIX U
B OpraHU3alUsIX.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

JuctuiuimHa JIOKyMEHTHPOBAaHUE YIPABICHUECKOW NESTEIHLHOCTH BXOIUT B 0a30BYIO
94acTh Y4eOHOTO M1aHa 00pa3oBaTeILHON IPOrPAMMBI.

Jnsi  W3ydeHWs  JUCHUIUIMHBI ~ HEOOXOMUMBI  3HaHUS  (YMEHHs,  BIIAJICHUSA),
c(hOpMHUPOBAHHEIE B PE3YJIbTATE U3yUCHUS TUCITUTUINH/ TPAKTUK:

Jns  w3ydeHWss  JUCHUIUTMHBI ~ HEOOXOMWUMBI  3HAHUS, YMCHHS,  BJIaJICHUS,
chopMUpOBaHHBIE B Tpoliecce oOydeHus Ha OakanaBpuare: BIIaJeHUEM O0a30BBIX HABBIKOB
NPaKTUYECKON paboThI IO cOOPY pealibHBIX (PAKTUYECKUX MATEPUAIIOB, MX KOMIUIEKCHOM OLICHKE,
aHAIM3y W  CHUCTEMAaTH3alldd B  4YacTH, Kacamollelcs  PEHICHUSIOKYMEHTHPOBAHUS
YIIPABJICHYECKOHN JESITEIbHOCTH, CIIOCOOHOCTh K a0CTPAKTHOMY MBIIIJICHHIO, aHATM3Y, CHHTE3Y,
CIIOCOOHOCTBIO TPHUHUMATh OPTAHHU3AIMOHHO-YIIPABICHYCCKUE PEIICHUS, OICHUBATh WX
MOCJIC/ICTBHS, HECTH OTBETCTBEHHOCTh 3a WX peajM3alMi0, TOTOBHOCTh II0JIb30BAThCS
HOPMAaTUBHBIMH JJOKYMEHTAMH Ha ITPAKTHKE.

3HaHus (YMCHUs, BJIAJICHUs), TIOJYYCHHBIC MPH M3YYCHUHU JTAHHOW TUCHHUIUIMHBI OyIyT
HEOOXOIUMBI JIJISl U3YYCHHSI JUCIIUILTIH/TIPAKTHK:

JlenoBble KOMMYHUKAUH

VYnpaBieHYECKHE PEIICHUS

ConuaibHO-3KOHOMHUYECKOE ITITAHUPOBAHUE B MYHUITUTIAIBHBIX 00Pa30BaHUSIX

[IpoekTHas AesATETbHOCTD

CBsi3u ¢ 00I1I€CTBEHHOCTHIO B OPraHax BIACTH

3 Komnerenuun ody4aromierocs, popMmupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IIJIAHUPYeEMble Pe3yJIbTAThl 00yUeHu st

B pe3ynbraTe ocBOEHMS AUCHUIUIMHBI (MOAYIs) «J{OKyMEHTHpOBaHHUE YIpPaBIEHUECKOM
JESITEIbHOCTH» 00yUaroIUNCs JOJDKEH 001a1aTh CIICAYIOIIMMI KOMIETEHIUSAMMU:

CTpyKTypHBIit [Tnanupyemsble pe3ynbTaThl 00y4eHUs
JIEMEHT
KOMIIETEHIINH

[1K-12 3HaHHEeM OCHOB Pa3paOOTKH M BHEIPEHUS KaIPOBOW U YIIPABIEHYECKOW TOKYMEHTAIUH,
ONTUMHU3AIHNH TOKYMEHTO000POTa U CXeM (PYHKITMOHATHHBIX B3aMMOCBSI3EH MEXKTY
MOJIpa3ieNIeHUsIMU, OCHOB pa3paOO0TKH U BHEAPEHUS MPOLEAYpP PEryIHUpOBaHUS TPYIOBBIX
OTHONIEHUI U COMPOBOXKIAIONIECH TOKYMEHTAMU

3HaTh OCHOBBI Pa3pabOTKH ¥ BHEAPECHHS KaIPOBOU 1 yIPABICHYECKON
JIOKYMEHTalUH

OCHOBBI ONITUMHU3AINH IOKYMEHTO000POTa U cXeM (yHKIIMOHATBHBIX
B3aUMOCBS3EN MEXKY MTOAPa3ICICHUAMHU

YMers TOTOBHTH KaJPOBYIO U YIIPABICHUYECKYIO JOKYMEHTAIUIO
YIIPaBJIATH TOKYyMEHTO000POTOM

Bnagets METOJIaMH Pa3padOTKH U BHEIPEHUS MPOLEAYP PEryIHPOBAHUS TPYIOBBIX
OTHOIIIEHUH U COMPOBOXKAAIONIECH TOKYMEHTAUI




[TIK-13 yMeHuneM BeCTH KaipOBOE AEIONPOU3BOJICTBO U OPraHU30BbIBATh APXUBHOE XPAHEHHUE
KaApPOBbIX JOKYMCHTOB B COOTBETCTBUU C l[eflCTBy}OILII/IMI/I HOPMATUBHO- IIPAaBOBbBIMU dAKTAMH,
3HaHHWEM OCHOB KaJpOBOIl CTATUCTUKH, BJIaJICHUEM HaBbIKAMU COCTABIICHUS KaJJpOBOil
OTYETHOCTH, a TAKKE HABbIKAMU O3HAKOMJICHUS] COTPYIHUKOB OpraHU3alNU C KaJPOBOM
JOKYMEHTaIuel 1 IeHCTBYIOIKUMH JTOKaIbHBIMH HOPMaTUBHBIMH aKTaMH, yMEHHUE 00eCTIeUUTh
3alIUTYy NCPCOHAJIBHBIX JAHHLIX COTPYAHUKOB

3HaTb MMPUHOUIIBI BEACHUS KaAPpOBOTO ACJIOIPOU3BOACTBA, OCHOBBI KaI[pOBOfI
CTaTUCTHUKH

Ymern BECTHU KaApPOBOEC ACTIOIPOU3BOACTBO U OPTaHU30BBIBATE APXUBHOC XPAaHCHUEC
KaJApPOBbIX TOKYMCHTOB B COOTBCTCTBUU C IIGIZCTByIOH.[HMPI
HOPMATHUBHO-IIPABOBBIMH dKTaMHU

BJIaI[eTB HaBBIKaMH COCTaBJICHUSA KaHPOBOﬁ OTYCTHOCTH, a TAK)KC HaBbIKaMH

O3HAKOMIJICHHUA COTPYAHUKOB OpraHu3anuu C Ka,[[pOBOI‘/'I HOKYMeHTaHHeﬁ u
I[GI\/JICTBYIOIIII/IMI/I JIOKAJIbHBIMU HOPMATUBHBIMH dKTaMH

[1K-17 3HaHMEM OCHOB pa3pabOTKH M BHEAPEHHS MPO(ECCHOHATBLHBIX, B TOM YHCIIE
KOPIIOPAaTUBHBIX, CTAHAAPTOB B 00JIACTH YIIPABJICHUS IIEPCOHAIOM, YMEHHEM COCTaBIIATh
OTIHMCAHMS U pacupeAesaTh PyHKIUH U (yHKINOHAIBHBIE 00S3aHHOCTH COTPY/AHUKOB, a TAKKE
GyHKLIMY noApa3ieeHUH Pa3HOro YpoBHS (KapThl KOMIIETEHIUH, TOJDKHOCTHBIE HHCTPYKLIUH,
MIOJIO’KEHHUS O MOAPA3IECICHHUSX )

3HaTh OCHOBBI pa3pabOTKH U BHEIPEHUS POPECCHOHATBHBIX, B TOM YHCIIE
KOPIOPAaTUBHBIX, CTAHJAPTOB B 00JIACTH YIPABJICHUS IIEPCOHATIOM

YMerb COCTABIISATh ONUCAHUS U pacTIpeIeATh QYHKIIMHA U PYHKIIMOHAIbHbIE
00513aHHOCTH COTPYIHHUKOB, a TAKKe (PYHKIIMU TTO/IPA3IeIICHHI Pa3HOTO
YPOBHA

BJ'IaI[eTB HaBbIKaMU COCTAaBJICHHA KapPThI KOMHGTGHHI/Iﬁ, JOJDKHOCTHBIC MHCTPYKIIUU,
MIOJIOKEHMS O MOJIpa3IeICHUsAX

OIIK-9 CIIOCOOHOCTBIO OCYIIECTBIIATH AEI0BOE 001IeHNE (ITyOIMYHbIE BBICTYIICHUS,

MEpETOBOPLI, IPOBCACHUC COBCH.I&HPIIZ, AcCJIOBaA NECPCIIUCKA, 3JICKTPOHHBIC KOMMYHI/IKaI_[I/II/I)

3HaTh

OCHOBHBIE SI3BIKOBBIC HOPMBI M CTHJIUCTHUYECKHE TPEOOBAaHUS YCTHOM,
MUCHbMEHHOM, JIEKTPOHHON KOMMYHUKAIIUN OCHOBBI U (JOPMBI J1€IOBOM
KOMMYHUKaIUN

MeTobl cOopa, 00pabOTKH U XpaHEHUs J1€710BOM nHpopMaun
MPUHIUIIBI TIOCTPOCHUS M JIOTHKY YCTHOW M MMMChMEHHOM peun

YmMmern

OCYIIECTBIISATh MEXIIMYHOCTHOE U MEKKYJIbTYpHOE OOILeHUE
peann3oBaTh KOMMYHUKaTUBHOE HAMEPEHHE C 1IEJIbI0 OOIEHUS ¢
MapTHEPOM

coOupartb, 00padaThIBaTh U HHTEPIPETUPOBATH HHPOPMAIIHIO B 001aCTH
poeCCUOHATILHOMN 1eATebHOCTH

Bnaners

HaBbIKaMHU cOopa, 06paboTKH J1e10BOM HHPOPMALIUU

HaBBIKAMHU COCTABIICHHUSI, yUE€Ta, XPAaHCHUS, 3aIIUTHI, TIepPeIadn CIIyKEOHOM
JOKYMEHTAIU!

pa3IMYHBIMH BHIAMH U METOJIAMH apTyMEHTAIIMH U KOHTPapTyMEHTAIHN




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUILIMHBI (MOAYJIS)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM
qyuce:
— KOHTaKTHas padora — 4,4 akaJ. 4acos:
— ayuTopHas — 4 akaJl. yacos;
— BHeaynutopHas — 0,4 aka. yacoB
— caMocTosTeNnbHas pabora — 99,7 aka. yacos;

— MOJTOTOBKA K 3auéTry — 3,9 akaj. yaca
dopma aTTeCTalUy - 3a4ET

AynuropHas § g Dopma
KOHTaKTHast pabora 2 9 Bux TeKyIIero
Pasnen/ Tema g| (paxan uacax) £ 2| camoctosensHo | KOHTpOIS Koz
> 8 9 . KOMITETEHIIN
JIACIMTUTHHBI =z E o i yCIEBaeMOCTH U
n1ab TIPaKT. éé paGoTHI HPOMEKYTOTHO 1
Jlex. 3a.H' sam. |5 & 1 aTTecTanuu
1. Teoperuueckue OCHOBBI
JIETIONPOU3BOJICTBA OPTraHH3AIIHH.
1.1 Wudopmauusi, ee KpHUTCPHUH.
JoxymeHT. PexkBU3UT [NOKyMeHTa.
Oynakuun nokymeHra. FOpunuaeckas
cuia JIOKyMEHTa.
Jleronpou3BoACTBO,
JIOKyMEHTUPOBaHHUE. CaMOCTOSTEeNBHO
JlokyMeHTaIMOHHOE  OOecreYeHue € 3y4eHne
yIpaBJIEHUS. JoKyMeHTOO00POT. yueOHOi u [K-12,
Knaccudpukarust JIOKYMEHTOB. | 0,3/0,3 0,3/0,3 | 16, HAYYHOH KommnprorepHoe TIK-13,
Crangaptuzauuss ¥ yHUUKaAIUs " 141 6 JUTEPATypPbI TECTHUPOBaHHE IK-17,
JTOKyMEHTOB. YuudumpoanHas Pabora ¢ OIIK-9
cucrema gokymentauuu (YCJ). 3JIEKTPOHHBIMU
Cucremsl JIOKYMEHTAIIH. 6ubnmorexamu
TTpunuunst JIETIONPOU3BOICTBA.
HopmaTtuBHO-MeTOAnYeCKast Oaza
JOKYMEHTHUPOBAHHMS yIIPABIECHYECKOH
JIEeSTebHOCTH W OpraHu3aluH
paboTHI ¢ ZOKYMEHTAMH.
Viroro 1o pasziery 0,3/0,3 0,3/0,3 | 16,
)48 )44 6

2. O6mme mpaBwia  odopmieHUs
YIIPaBIEHUYECKUX JOKYMEHTOB




2.1 IoCT P 6.30-2003
«YHU(UIUPOBAaHHbIE CHCTEMBI
JOKYMEHTaluH. Y HH(UIIPOBaHHASL
cucrema

OpraHM3allMOHHO-PACIOPAIUTEIBHON
JokymeHtanuu.  TpeboBaHust K
0 OpMIICHUIO JIOKYMEHTOB".
Pexusur  01- TocynmapcTBeHHBII
rep6 P®. PexBuszur 02- Tepd
cyobekra PO M MyHUIMNAIBHOTO

00pa3zoBaHusl. PexBuzur 03
-OMmbiema OpraHu3alyu wi
ToBapHbIil 3HaK. PexkBmsur 04- Kon
OpraHU3allMu. PexBusur 05-
Vkazanue Ha OCHOBHOI
roCyZapCTBEHHBII

PETUCTPALIMOHHBII HOMEp
npennpustus. PekBusur 06-
VkazaHue Ha WACHTH()UKAIMOHHBII
HOMeEp HAaJIOTOILIATENbIINKA/KO

NPUYUHBl TIOCTAaHOBKM HAa  Y4er.
PexBusur 07- Kox (hopmbl
JIOKYMEHTA. PexBuzur
08-HaumenoBanue OpraHU3aIHH.
PexBusur 09-CripaBouHble CBEJCHUS
00 opranmzanuu. PekBusur 10-
HanmenoBanne Buma [noKyMeHTa.
PexBuszur 11- Jlata mokymeHTa.
PexBusur 12- PerucrpanuoHHbIH
HOMep JOKyMmeHTa. PexBm3ur 13-
CchliKa Ha perucTpaloHHbIi HOMEp
U Jary JOoKyMmeHTa. Pexsusur 14-
Mecto cocTaBieHUs WM H3JaHUS
nokymeHTa. Pexksm3ur 15- Ceenenwust
00 anpecare. PexBusutr 16 -I'pud
YTBEPXKICHUS TOKyMEeHTa. PeKBH3UT
17-Pe3omionus. PexBuzur
18-3aronoBok K TEKCTy. PeKBU3UT
19- Otmerka o koHTpone PexBH3UT
20- Tekct mokymenra. PekBusur 21-
OTMeTKa O HaJIMYUHU MPEAJIOKCHUH.
Pexsusur 22- Iloamuck. PexBu3ur
23- I'pu¢ cormacoBaHHsl TOKYMEHTA.
PexBusur 24- Busbl cornacoBaHUS
nokymeHnra. PexBuzur 25- Ileuars.
PexBusur 26-OTMeTka O 3aBEpeHUH
konuu. PekBuzur 27- Otmerka 00
UCTIOJIHUTETIE. PexBuzur 28-
OTMeTKa 00 MCHONHEHUH JTOKYMEHTa
W  HampaBJIeHHWH €ro B  JIelo.
PexBuzur 29- OtMmeTka 0
MOCTYIUICHUH JOKYMEHTa. PeKBU3UT
30- HpeHTU(HKATOp BIEKTPOHHON
KOTIMU JIOKYMEHTA.

Cocras PEKBU3UTOB, ux
MECTOPACIIONIOKEHHE Ha JOKYMEHTE.
Dopmynsp-oOpazer T0KyMeHTa.

0,3/0,3
14

0,3/0,3
14

16,

CaMOoCTOATEHEHO
€ U3y4eHue
yueOHOM U

HaY4YHOU
JIUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTECKAMHU

KommeiotepHoe
TECTHPOBaHHE

MK-12,
[K-13,
IK-17,
OIIK-9




Hroro no pazaery

0,3/0,3
)4

0,3/0,3
)4

16,

3. Ocobennoctu
odopmIIeHUS
yIpaBJICHUs

COCTaBJICHUA
OCHOBHBIX

u

JOKYMECHTOB

3.1 OcHOBHEIE TPYMITEl JOKYMEHTOB.
HopmaTuHbIE JOKYMEHTBI
TOCYJapCTBEHHBIX OpraHoB.
OpraHu3aloHHbIE JOKYMEHTBI
HPEIPUSTHSL. JIOJKHOCTHBIC
HUHCTPYKIHH. PacniopsinurensHble
JOKYMEHTHI Hpeanpustus. IIpukasst
o OCHOBHOMH IeATEeTLHOCTH.
Pacriopspxenus, peLIeHHs.
HudopmanmoHHo-CcIipaBoYHEIE
JOKYMEHTHI. IIpOTOKOJIBI, MOJIHAS U
Kpatkas ¢opmMa HuX OQpOpPMIICHUS.
AKTBL. CrnyxeOHble u
0o0BsicHUTENbHBIE 3anicku. CIpaBKy.
CayxxeOHble 1oBepeHHOCTH. [TuchMa,
UX  KIaccuUKamus, CTPYKTYypa,
CTaHJapTHEIC ()pasbl U BBHIPAKCHHS.
Hopwmst oduHaNTEHO-IET0BOTO
CTWIA  CIYKEOHBIX  JJOKyMEHTOB.
JleroBoe THCBMO MEXTYHAPOJHOTO
obpasna. dakcel, TeneGoHOrpaMMBL.
JoroBopa, KOHTPAKTBHI.
CoBpeMeHHBIE CIOCOOBI M TEXHMKA
CO3JaHusI TOKYMEHTOB.

0,3/0,3

0,3/0,3

16,

CaMOCTOSATEILHO
¢ 3y4eHHue
yueOHOil u

HayqIHOU
JIUTEPATyPhI
Pa6ora ¢
AIIEKTPOHHBIMHU
OMOIMOTEKAMK

Kowmmeroreproe
TECTHPOBaHHE

[K-12,
IK-13,
IK-17,
OIIK-9

HWroro no pazneny

0,3/0,3
)44

0,3/0,3
)4

16,

4. TIpaBuna odopmMieHHs: JOKYMEHTOB IO

JIMYHOMY COCTaBy

4.1 [Tonsite u
TIepCOHATBHBIX JTAHHBIX.
[IpunannexxHOCTh MEPCOHATBHBIX
JAHHBIX: COOCTBEHHHK, AEpiKaTellb U
MI0JIb30BaTENb MEPCOHAIBHBIX
naHHbiX.  CTpykTypa — KaIpoBoit
UHPOPMAIIOHHO-TOKYMEHTAI[HOHHO
51 CUCTEMBI. Odopmitenne
JIOKYMEHTOB npu npueme,
VBOJILHEHUH U TIEpeBOe PabOTHUKA
Ha JpYryl0 JOJDKHOCTb. AHKeTa.
TpynoBble KOHTpakThl. [IpHKa3sl MO
JUYHOMY  COCTaBy. OcHOBHbIE
PEKBHU3UTHI JTOKYMEHTOB W IIpaBHJa
ux opopmirenus. Kparkue cBepeHus
0 mpaBwiaax OGOPMIIECHHS TPYIOBBIX
KHWKEK, JINYHBIX KapTOYeK, JIMYHBIX
Jiel pabOTHHUKOB.

CTPYKTypa

0,3/0,3
14

0,3/0,3
144

16,

CaMOCTOSATEILHO
€ U3y4eHue
yueOHOH U

Hay4YHOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMoTEKAMU

Kowmmeiorepaoe
TECTHPOBaHHE

TK-12,
[K-13,
IIK-17,
OIIK-9




Hroro no pazaery

0,3/0,3
)4

0,3/0,3
)4

5. Opranu3zanusi TOKyMeHT0000poTa

5.1 TlousATus IOKyMEHTOOOOPOT H
OpraHu3amys  JIOKYMEHTO00OpOTa.
Hopmartusrno-meronndeckast
periaamMeHTanust JOKYMEHT0000poTa.
OCHOBHBIE TIpaBWJa OpPraHHU3ALNU
JIOKYMEHT0000poTa Ha
HPEANPHUSITHH. KauecTBeHHbIE
XapaKTEePUCTUKH
nIokyMeHToobopota. Knaccudukanus
JIOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHEIE,
BOCXOJIAIIHE,

BEPTHKAJIbHbIE,
HHUCXOJSIINE,
BXOJUAILINE, HCXOMSIINE u
BHyTpeHHue.  Ilomcuer  oObema
JIOKYMEHT0000pOTA.

0,4/0,4

0,3/0,3

CaMOCTOSITEIHLHO
€ U3y4yeHue
yueOHOM U

Hay4YHOU
JUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTEKAMH

KomnerorepHoe
TECTHPOBaHHE

MK-12,
IK-13,
MK-17,
OIIK-9

Hroro no pazpeny

0,4/0,4
)4

0,3/0,3
)4

6. OcHOBHble IIpaBWJIa OpraHU3alUH

paboTHI ¢ JOKYMEHTaMH

6.1  OOpaGoTka  MOCTYMAIOUIMX
nokyMmeHToB. IlepBuunas oOpaboTka
JTOKyMEHTOB. O61ue MpaBuiIa
perucTpanuy JAOKYMEHTOB, (DOPMEI
pETHCTpaLUH. IMepenaua
JOKYMEHTOB,  PacCMOTPEHHE  HX
PYKOBOIUTEIIEM. Iopsinok
HarrpaBJICHUSL JAOKYMCHTa Ha
UCIIOJIHEHHE M PabOTHl MCHOITHUTEIS
C JOKYMCHTaMH. Hcnonnenne
IOKyMeHTa. Buagbl u  hopmbl
KOHTPOJIA HCIIOJIHCHMUA, CpOKOBas
kaproteka. OpraHuzanus TEKyIIero
xpaHenus nen. Homenxsatypa pen,
oorue TpeboBaHus, BUJIBI
HOMEHKJIATYp. CocraBienue
HOMEHKJIaTyphl aen. dopMupoBaHue
u odopmnenue ned.
Cucremaru3anyss  JTOKYMEHTOB B
nene. Xpanenue pen. Iloaroroska
NOKyMEHTOB K  Iepeiadye  Ha
apxuBHoe  XxpaHeHue. Kpurepuu
OLIGHKH JIoKyMeHTOB. CocTaBieHue
omnuceit gei.

0,4/0,4
14

0,5/0,5
144

CaMOoCTOATEHEHO
€ U3y4eHue
yueOHOH U

Hay4YHOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OHOIMOTEKAMH

Kowmmeiorepaoe
TECTHPOBaHHE

TK-12,
[K-13,
IIK-17,
OIIK-9

Uroro mo pazneny

0,4/0,4
)4

0,5/0,5
)4

16,

Uroro 3a cemectp

2/21

2/21

99,

3a4€T




Hrtoro no aucumiuinHe

221

221

3a4€T

MK-12,ITK-
13,IIK-
17,0I1K-9




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anust KOMIIETEHTHOCTHOTO MTO/IX0/1a MPEAYCMAaTPUBAET UCIIOIb30BAHKUE B Y4eOHOM
nporecce AaKTUBHBIX M HWHTEPAKTHUBHBIX (OpPM TPOBEJACHHUS 3aHATHH B COYETAaHHUH C
BHEAYJUTOPHON paboTOil ¢ 1enbl0 POPMUPOBAHUS M Pa3BUTUA MPO(ECCHOHANBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHHHM CTYAEHTOB JUCHMIUIUHE «JlOKyMEHTHPOBAaHHE YIPABICHUECKOMN
JEeSITETLHOCTI CIIEYET OCYIECTBIATH CeIylonue 00pa3oBaTeIbHbIE TEXHOIOTUH:

1. TpagunuoHHble 00pa3oBaTelbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluio
00pa30BaTeNIbHOTO  IIpOLlecca, MPEANOJJAralllyl0 MPSAMYH TPaHCISALIUI 3HAHMUM  OT
npenoAaBaresss K CTyJIeHTY (IPEeuMYIECTBEHHO HAa OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

Wudopmanmonnas JeKnus — [OCIENOBATEIbHOE H3JIOKEHHE MaTepuaja B
TUCIUIIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT Mpeno1aBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN M HABBIKOB IO
IPEJIOKEHHOMY aIrOPUTMY.

2. Texnonmoruu npobIeMHOr0 OOyYeHHUSI — OpraHu3alus o0pa3oBaTEeNBLHOrO Mpolecca,
KOTOpasi MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YYEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

@®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

[IpakTuueckoe 3aHaTHe B GopMe NPAKTHKyMa — OpraHu3anus ydeOHO paboThl,
HalpaBJ€HHAsT Ha pelIeHHE KOMIUIEKCHOW y4eOHO-TI0O3HABATENbHON 3a/ayu, TpeOyromen OT
CTyJICHTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHONOTMU TPOEKTHOTO OOYYECHHUs — OpraHU3ams 00pa30BaTENLHOTO TpoIecca B
COOTBETCTBUM C AJITOPUTMOM IIOATAITHOIO PELIeHUs MPOOJEMHOHN 3a7adM WM BBIOJIHEHUS
yuebHoro 3aanus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYNIbl CTYJIEHTOB, HANIPABJICHHYIO HA BbIPAaOOTKY KOHIEMIIMM, YCTAHOBJIEHHE L€l U 3a1ad,
(GOpMYIHPOBKY OKHJAEMBIX PE3yJIbTaTOB, OIpEJeNIeHHEe MPUHLUIOB U METOAMK PpeIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, MOUCK JOCTYMHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pPEANN3alUI0 IUlaHAa pabOThI, MPE3CHTALUI0 PEe3yIbTaToOB pPabOThI, MX
OCMBICIIEHUE U PEDIIECKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB!

TBopueckuil MpoekT, Kak MpaBUJIO, HE UMEET AETAJbHO NPOPaOOTAHHON CTPYKTYpHI;
yueOHO-TI03HaBaTeIbHas JEATEIbHOCTh CTYAEHTOB OCYILECTBIISETCS B paMKax paMOYHOIO
3aJ]aHusl, TOJUUHSSICh JIOTUKE U MHTEpEecaM y4YaCTHUKOB IIPOEKTa, )KaHPY KOHEYHOIO pe3yJsibTaTa
(razera, puibM, Ipa3THUK, U3AAHUE, DKCKYPCHS U T.I1.).

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHU3alUsg 00pa30BaTENIbHOIO IMpoliecca, KOTopas
IperoiaraeT akTUBHOE U HEIMHEIHOe B3aMMO/IeHCTBHE BCEX YUaCTHUKOB, IOCTHKEHUE HA ITON
OCHOBE JIMYHOCTHO 3HAYMMOIO JUJIi HHUX oOpa3oBaTelbHOTO pe3ynbrata. Hapsay co
CHELMATU3UPOBAHHBIMUA  TEXHOJOTHSMM  TaKOr0  pojJa  HPUHIUI  MHTEPAKTUBHOCTH
MIPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeNbHbBIX TEXHOJIOTHH.

@opMbl yueOHBIX 3aHATHH C HMCIIOJIB30BAaHUEM CIIELUAIN3UPOBAHHBIX WHTEPAKTUBHBIX
TEXHOJIOTHIA:

CemuHap-IuCKyccusi — KOJUIEKTUBHOE OOCYXKIEHHE Kakoro-iubo CIIOpHOTO BOIpOCa,
npoOsieMbl, BBISIBJICHHME MHEHUM B rpymne (MEeXIpyHmoBOM JWajor, JUCKYyCCHS —Kak
CIIOp-JMaJjor).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTelbHBIE  TEXHOJOTHH  —
opranu3zaiysi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEIMaT3HPOBAHHBIX
MPOrPaMMHBIX CpeJl U TEXHUUYECKUX CPENICTB paboThI ¢ HH(OpMAaLIKEH.

@®opmbl y4eOHBIX 3aHATHI C UCTIOIb30BaHUEM HH(POPMALTMOHHO-KOMMYHHUKAITHOHHBIX



TEXHOJIOTHIL:

Jleknug-pusyanuzanus — H3JI0KEHUE COACPKAHUS COMPOBOXKAACTCS IpPE3CHTAlMEH
(meMoHCTpaIe y4eOHbIX MaTepUANIOB, TPEJCTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WUTFOCTPATUBHBIX, TPAPUIECKUX, ayAHO- U BUICOMATEPHUAIIOB).

[TpakTudeckoe 3aHsATHE B OpME MPE3SHTAINH — PECTABICHUE PE3YIHTaTOB MPOCKTHON
WM  MCCIEAOBATEIbCKOM  JIESITEIBHOCTH C  HCIOJb30BAaHHEM  CHEHUAIM3UPOBAHHBIX
MPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAuYecKOe 00ecreueHHe CaMOCTOSITeIbHOI padoThI 00y4Yalomuxcst
[Ipencrasneno B npuioxxenuu 1.

7 OueHoYHbIE CPeCTBA IJIf IPOBEIeHUs POMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIMHbBI (MO1YJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. MManacenko, FO. A. JIoKkyMEHTHPOBaHUE YIPABICHYCCKOW IEATEIHHOCTH: YueOHOe
noco6ue / FO.A. TTanacenko. - Mockgsa : PUOP, 2018. - 138 c.: - (KapmanHoe y4e6HOE mocobue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcrt : anekrponnsiid. - URL:
https://new.znanium.com/catalog/product/927448 (nara obpamenus: 15.12.2019)

0) JlonosiHuTeIbHAS JIUTEPATYpA:

1. Kopnees, U. K. JlokymMeHTHpOBaHUE YIIPABICHUECKON AesTeabHOCTH + TecThl B ObC :
y4eOHUK U IPAaKTHKYM s akajemudeckoro oakanaspuata / U. K. Kopuees, A. B. ITmenko, B. A.
Mamypues. — 2-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akamemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : aiekTpoHHbIi //
OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/433066 (nara obpamenus: 15.12.2019).

2. KazakeBnu, T. A. JlokyMeHTanmMoHHOE OOecCIeueHHe YIpaBICHUs . y4eOHUK U
HPaKTUKYM s cpeHero npodeccronansHoro oopasoanust / T. A. Kazakesuu, A. W. Tkamuu.
— 2-e u3n., ucnp. W gon. — MockBa : MsparemsctBo FOpaiit, 2019. — 177 c. —
(ITpodeccuonanpraoe obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : 31eKkTpoHHbI# //
OBC lOpaiir [caiit]. — URL.: https://urait.ru/bcode/437587 (nara oopamenwus: 15.12.2019).

B) MeToauyeckue ykasaHus:
MenToaudeckue ykazanus pasMenieHsl B [Ipunoxkenun 3

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:

IIporpammHuoe obecnieyeHue

Haumenosanue 110 Ne norosopa CpoOK eiicTBUS TUIEH3UN
MS Windows 7

Professional (s [[1-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)

MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHO
Professional

MS Windows 7

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

7Zip cB00OIHO pacnpocTpansemoe [10 OeccpoyHO
FAR Manager cBoOoHO pacrpoctpansemoe [10 OCeCCPOUHO




IIpodeccnonanbHble 0a3bl JaHHBIX M MH(GOPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

HasBanue xypca CchlLIKa
DnekTpoHHas 0a3za nepuoauveckux u3manuii East View
Information Services, OO0 «MIBHUC»

ITouckosas cucrema Akagemus Google (Google Scholar) JURL: https://scholar.google.ru/

https://dlib.eastview.com/

Nudopmanmonnas cucrema - EnnHoe okHO gocTyna K

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

Hanmonanbhas HH(GOPMAIIMOHHO-aHATU THYECKAsT URL:

cucreMa — PoccniCKuit MHIGKC HAYYHOrO LMTHPOBAHMS| el . :
ttps://elibrary.ru/project_risc.as

denepanbHOE rOCYIapCTBEHHOE O10DKETHOE

yupexnenne «DenepanbHblii nHCTUTYT npoMbliniennoi|URL: http://wwwl.fips.ru/

COOCTBEHHOCTH»

9 MaTtepHaJbHO-TEXHHYECKOE o0ecneueHne TUCIUTILIHHBI (MOLYJIs1)

MatepuraiabHO-TEXHUYECKOE 00eCrIeYeHNE IUCIUIUIMHBI BKIIIOYAET:

1. YyeOHble ayauTopuu A NMPOBEACHMS 3aHATUH JeKUuMOoHHOro Tuma. OcHalleHue:
MynbTHMEINITHBIE CPEICTBA XPAHEHHUS, TIEPEIauu U MPEICTaBICHI HHPOPMALIUH.

2. YueOHble ayIUTOPUM JUIs MPOBEACHUS HPAKTUYECKUX 3aHATUH, TPYNIOBBIX U
WHAUBUAYAJIbHBIX KOHCYJbTallMM, TEKYLIEro KOHTPOJIS M HPOMEXKYTOYHOW aTTECTalUH.
OcHalieHue: MyJIbTUMEINIHHBIE CPEICTBA XPAaHEHUs, Iepelaul U PeCTaBIeHUs UHPOpMaLUy,
KOMIUIEKC TECTOBBIX 3aJJaHU AJIs IPOBEIECHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

3. llomemenuss g caMOCTOSTENbHOW paboThl  oOywaromuxcsa. OcHalieHue:
nepcoHabHbIe KoMIbioTepbl ¢ makerom MSOffice, Beixogom B MHTepHET M C JOCTYIIOM B
3JIEKTPOHHYIO MH(OPMAIIMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA

4. TlomemeHus Uil XpaHEHHs] M NPOPHIAKTHUYECKOTO OOCITYKHBAaHUS YueOHOIO
oOopynoBanusi. OcHameHue: ImKadbl Ui XpaHEHUS Yy4eOHO-METOJIMYECKOH JOKyMeHTaIuH,
yueOHOro 000py/10BaHUS U y4eOHO-HATIISIIHBIX TOCOOUH.

[Ipunoxenne 1
Y4eOHO-MeTOoANYEeCKOE 00ecTIeYeHne CAMOCTOAITEIbHOM PadoThl 00y4aromuxcs
Ilpumepnaa cmpykmypa u cooepicanue pazoena:
Ilo oucyunnune «okymenmuposanue ynpagieHueckol 0esameibHOCmuy npeoycmMompenda
6HeayOUMopHas CAMOCMOSAMeNbHAS paboma 00yUaAIOUWUXCS.
Ilpumepnvie memut 01 cCamocmoamenvHoll padomoi:

1 «Ponb 00KymeHmupoeanus ynpasienueckoil 0eameabHOCmu 8 pa3eUmul 00uiecmear.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

Paccmompenue oannou memvt He0OXO0OUMO HAYAMb C U3YYEHUS OCHOBHBIX NOHAMUL OAHHOLU
oucyunnunsl.  Ilpu  omom  cnredyem  paszobpamvca ¢ CYWHOCMbIO — KAMeE20puu
«doxymenmuposanuey. bonee noopobHo ciedyem paccmompems CMpyKmMypy, cooepicanue, yeau
U 3a0a4u OUCYUNIUHBL, UCIOPUIO pa3sumusi QOKymMeHmoobopoma. Jlanree HeoOX00UMO u3yyumeo
€COCMas HOPMAMUBHO-MEMOOUUECKOU 0A3bl OOKYMEHMUPOBAHUS YNPABTIEHYECKOU 0esimelbHOCmU
8 COBDEMEHHBIX YCN08UAX X035ticmeosanus. OmoenbHo cledyem paccmMompems

cmpame2uro YnpasieHuss OOKYMeHMAaMU 6 OpeaHu3ayuu, a maxice usyuiums opmuvl cO6pemMenHou
0OKyMeHmayuu.

Kniouegvie  cnosa:ookymenm, — O0oKymenmuposanue — uHgopmayuu,  OOKYMEeHmuposaHue
VAPABNeHYecKou  0esamenbHOCmY,  KIUHONUCL,  NOAUMUKA — YNpaeieHusi — OOKYMeHmamu,
cmanoapmu3zayus, cmpamezus ynpasieHusi 00KyMeHmamu, YHUGuUKayus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHuli annapam.

2. Jlopabomams mamepuanvt 1ekyuu.



3. [loocomosumubcs k pabome Ha rekyuu no meme 1. [loemopums gonpoc: cywyHocmob Kame2opuu
«/lokymenmuposanuey (yuebnas oucyuniuna «/JoKymeHmuposanue ynpasienieckou
OdessmenvHocmuy, aekyus Nel). Boimb 20mosvim K 00CYHCOeHUI0 3M020 80NPOCa 8 X00e JIeKYUU.

2 «QObugue npasuna oghopmieHus ynpaeieHuyecKux 00OKyMeHnosy.

Pexomenoayuu no cocmasnenuio u 0opabomie KOHCnekma Jekyuu. M3yuenue mamepuanog
OaHHOU meMbl clledyem HaA4amsv ¢ pacCMOMpeHus mpeOo8aHul K 0QOpMIeHUI0 PeKEU3UMOS.
Takorce credyem uzyuums cocmas pekeuzumos. /lanee Heodxooumo pazoopamucs ¢ npuMeHeHuem
U pAcnonodiceHuem Ha OOKYMeHme DeKGU3UMO8, Onpedelumsv ux obwue yepmvl U pasiuyusl.
Kpome moeo, Hysjicno demanvHO pazodpamvcsi ¢ pasiudHblMu 6UOAMU MEKCMA OOKYMEHMA:
mpaghapemuulii OOKYyMeHm, ankema, maoauyd, O1auK.

Knroueswvie cnosa: eusza coenacosanus, epug o3HaxomaeHus, 0ama 00KyMeHmd, 3a20J1080K

K meKcmy, UOeHMUDUKAMOp NeKMPOHHOU KONUu OOKYMEeHmd, UHMepean, HNOONUChb, NoJje
OOKYMEHMA, PecUCmMpayuoHHbllL HoMep OOKYMEHMA, Pe300YUsl, PeKSU3UM, CIAHOAPMHbLLL TUCT
bymazu, ccolIKa Ha pecucmpayuoHHblil Homep U 0amy 00KyMeHmad, y0ocmosepenue 00KyMeHma,
dopmynsap.

3aoanue ons camocmoamenvHou pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. [loocomosumwcsi k cemunapy.

3. [loocomosumscs k pabome Ha aekyuu no meme 3. [losmopums 6onpoc: ocHogHbie
0CODeHHOCMU — UCNONb306AHUSL  A3bIKA 8  0el08ol  nepenucke  (yyeOHas  OUCYUNIUHA
«/loxymenmuposanue ynpasieHueckou oesamenbHocmuy, aekyus Nel). Bvime comoevim K
00CyAHCOeHUIO 2020 BONPOCA 8 X00€e TeKYUU.

3 «Ocobennocmu cocmagnenus u 0QopmaeHus 0CHOBHHLIX OOKYMEHNO08 YRPAGIEHUA).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue  dannoti  memvl  HeoOX00uMO  Hayamb ¢ aHAIU3A  OCOOEeHHOcmel
ouyuanbHo-0e108020 CMUNSL NO CPABHEHUIO C  XYOOHCECMBEHHbIM, NYOIUYUCTNIUYUECKUM,
HAY4HbIM, Y4eOHbIM, PA3208OPHbIM CIMUIAMU A3bIKA.

Lpu smom Hysx#cHO noOpobHO U3yUUMb JeKcuyecKue 0cobeHHOCmuU OOKYMEHmMOo8: ynompeoieHue
NAPOHUMO8, NIeOHA3MO8, UCNOIb308aHUe peyesblx Kauute. [locie smoeo ciedyem paccmompems
opgoepaguueckue ocobeHHOCmU OOKYMEHMO8. NPUMEHEHUEe NPONUCHBIX OYKE 6 2e02paduyecKux
HA36AHUSAX, HAUMEHOBAHUAX OP2AHU3AYUI.

Kpome moco, neobxooumo obpamums 6HumaHue Ha opghocpaguueckue o0cobeHHOCmU
OOKYMEHMO8: NpuUMeHeHue NPONUCHBIX OVKE 6 2eozpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax sce cnedyem 8visACHUMb HAUbOIEe pAcnPOCMpPaneHHble 8 OOKYMEHMAax ouuoKu
CUHMAKCUCA U NYHKMYyayuu: HOPAOOK Cl08, CO2NACO8AHUe NOONeHCAujeco U CKa3yemozo,
npuyacmmusie u 0eenpuyacmusvie 000pomsl, c108000pPaA308aHUS.

Kniouesvie cnosa: abbpesuamypa, naKoHusM @OpMYIUPOBOK, HEUMPANbHAsL IKCHPECCUBHAS
OKpacKa A3bIKA, HeON02U3M, OQUYUATLHO-0e1080U CMUlb, NOIHOMA UHGOPpMAYUU, CUHOHUMDI,
Masmonocuu, hpaszeonocusmbl.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumscs k pabome na aexyuu. Ilosmopums 6onpoc: opghoepaguyeckue ocobennocmu
0oKymenmos (yuednas oucyuniuna «JokymeHmuposauue ynpasieHieckou OesmenbHOCmuy,
nexyus Ne3). Boimb 20moguim K 00CYHCOEHUIO 21020 80NPOCaA 8 X00e NeKYUU.

4 «Ilpasuna opopmnenus 0OKyMeHmM OB NO TUYHOMY COCIABY.
Ipu uzyuenuu OanHoOU memol CMyOeHmam HeoodXo00UMo pazoopamvcs ¢ NPUHYUNAMU PA3PAOOMKU
npoepamm ynpasnenus O0okymenmamu. Ocoboe eHumanue ciredyem yoeaumsv paccMOmpeHuio



npoyeoypvl  NPOEKMUPOBanus U HeOpeHus OOKYMeHmHblx cucmem. Taxoce crnedyem
O0CMAHOBUMBCS HA OCOOEHHOCAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCTEM.

bonee oemanvro neobxooumo paccmompems cyuHOCMb 00A20CPOYHOU NPOSPAMMbL 00YUeHUs
nepcoHana Opeanu3ayuu 6 001acmu Ynpagienus OOKYMEeHMAaMu U HpUMeHeHUs 00yuanuux
UHCMPYKYUU, KII0YAS 00YHaIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kntouesvie cnosa: ayoum ynpasieHus 0OKyMeHmMamu, KOHGEPMAayus, Memoooio2us 6HeOpeHUs,
Mucpayus O0OKyMeHmos, MOHUMOPUHE, HAOEHCHOCMb OOKYMEHMHOU CUCTeMbl, NPOEKMUPOBAaHUe
OOKYMEHMHOU CUCMeMbl, pPAChpeoeleHHoe YHpaeleHue, pe2yaupyouias cpeod, Cmpameusl
YApasieHus OOKYMEeHMAMU.

3aoanue ons camocmosmenvHol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3. Illoocomosumwcs kK cemunapy.

4. [loocomosumyucsa k pabome Ha nexyuu. [loemopums 6onpoc: 0dwas xapakmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebnas  oucyuniuna  «Jokymenmuposanue  YnpaeieH4ecKoll
OdesamenvHocmuy, rekyus Ne4). boimb 20mosvim K 00CyHcOeHU0 3mo2o 860npoca 6 Xxooe JeKyuu.

5 «Opzanuzayua 00KymeHmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

B nauane cnedyem paccmompems mepmuHvl «0€I0ONPOUIBOOCIBO», «OOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOBaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIEHUECKOU OesimebHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO000pomy.

Janee HeobxoOumo uzyuums opeanuzayuio O0oKymeHmoobdbopoma. Taxoce HYHCHO NOOPOOHO
NPOAHATUUPOBAML OCODEHHOCU PAOOMbL C XOOAUUMU U UCXOOAUUMU OOKYMEHMAMU.

Kpome  mozo, HeobXo0umo  ocmanoBUmbCs  HA  UYYEHUU — Memo008  COKPAWEeHUs.
00KyMenmoobopoma.

Credyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOL UCNOJIHEHUS OOKYMEHMO8, €20 IManam u
MEXHONI02UU.

Knwouesvlie cnosa: eHympennuti OOKYyMeHm, 6X00AWUll OOKYMEeHMm, O0OKYMeHmoobopom,
OOKYMEHMONOMOKU, — UHPOPMAYUOHHO-NOUCKOBAsL — cucmemda, — UHOeKcayusi — OOKYMeHma,
ucxooawull  OOKymenm, Kamanioe, 00vem OO0KYMEHmMOooOopoma, payuoHAIbHOe OBUNCEHUE
OOKYMEHMO8,  pecUCmpayuOHHO-KOHMPOIbHAsL — KApMouKa, — pecucmpayusi — OOKYMEHMA,
MEXHONIO2ULECKASI CXeMA OBUNCEHUSI OOKYMEHMO8, IKCNeOUYUs.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Iloocomosumscsi « pabome Ha aekyuu. I[loemopums  6onpoc:  opeanuzayus
dokymenmoobopoma  (yuebHas — Oucyuniuna  «JoKkymeHmuposaumue — ynpagieHyecKkol
OdesimenvHocmuy, nekyus Ne5). Boimb 20mosvim K 00CYHCOEHUI0 9MO020 BONPOCa 8 X00e JeKYUU.

6 «OcHoeHble npaguna opeanu3auuu padomosl ¢ 0OKyMeHmamu.

Pexomenoayuu no cocmasnenuro u 0opabomke KOHCHEKMa NeKyuu.

Paccmompenue oannoti memvl He0OX00UMO HAYamMv ¢ U3VHEHUS POAU  UHPOPMAYUOHHO
CNpagouHoll pabomsl CiysHchbl 0e10NPOU3BOOCHBEA OP2AHUZAYULL.

Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, dManvl pazpabomKu, pasoeivl
HomeHKaamypuvloen. Taxoce HeoOX00UMO YACHUMb, KAK OCYWeCmenaemcs mekyujee xpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3nauarom «iucm-3amecmumensy, «<Kapmazamecmumensy?

Kpome moeo, cnedyem oxapaxmepuzogams 3KCnepmusy YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMEHmMO8, 0pOpMIeHUe ee pe3yIbmamos, pabomy 3KCnepmHol KOMUCCUU.

Takoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUS, XPAHEHUs U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMOB. Jlanee HYHCHO U3YYUMb KAHAIbL BO3MONCHOU
ymeuku uHgopmayuu u ympamsi OOKymeHmos. 1 6 3axiouenue Heodxooumo paccmompems



mpebo8aHUs K U320MOGIEHUIO, YUemy, UCNONb308AHUIO U XPAHEHUIO 2epO08bIX ONAHKOS.
Knrouesvle cnosa: akm, deno, 00120cpoutoe Xpanerue 0OKYMEeHmos, O0CMYn K OOKYMeHmMAaM,
KOHMPONb O0eucmeuUtli, KOHMpPOJb MECMONON0NHCEHUsL OOKYMEHMA, HOMEHKAIamypa Oell, ONUCYH,
npuUMepHas HOMeHKIamypa oejl, mexKyuee XpaHeHue OOKyMeHmos, munogas HOMeHKIamypa oell,
CBOOHASL HOMEHKIamypa Oejl, VHUUMOodiceHue OOKYMEHMO8, IKCNepmu3a YyeHHOCmu OOKYyMeHmd.
T'epbosbiii baank, epugh oepanuuenuss 0ocmyna Kk 0OKyMeHmy, 3auuyeHHslll 00KYMeHmoooopom,
KoMMepyecKas maund, KOH@OUOEHYUANbHBIUL OOKYMEHM, NPOMBIUIEHHBIN WNUOHANC, Y2PO3bl
O0OKYMEeHmMAaM, YeHHAsl UHHOPMAYUSL.
3aoanue ons camocmoamenvHou pabomol.
1. U3yuums kamezopuanbHblil annapam.
2. Jlopabomame mamepuansl 1eKyuu.
3. Ilooecomosumuscs kK cemunapy.

4. Iloocomosumscs k pabome Ha nexkyuu. [loemopums 6onpoc: 3Kchepmusa YeHHOCMuU
O0KYMeHmo8 (yuebHas OucyuniuHa «/JoKymeHmupogaHue YnpaeieH4eckou O0esamenibHOCHUY,
nekyust No6). Boimb 20mosvim K 00CyHcOeHUIo 9mo2o 60npoca 6 Xxooe 1eKyuu.

Ilpumepnvie memul peghepamos
1 «Teopemuueckue 0CHOBbL 0eIONPOU3BOOCHIBA OPZAHUZAYUU.
Ilposooumcsa 6 gopme cemMuHapa no 006006weHu u yenybnenuro 3HaHUU
NOHAMUUHO-KAMe20PUATIbHO20 ANNapama OUCYUNIUHBL C dIEMEHMaMu OUCKYCCULL.
Onpoc no mamepuanam nexyuu 1.
Deonoyusi  0oKymewma Kak — Hocumens —uumgopmayuu. Boswuknosenue u  pazeumue
omeuecmeenHo2o Oenonpouzsoocmea. [lenonpouzeoocmseo 6 cpeonue eexka (XI-XV ss.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). T'ocyoapcmeennoe
0enonpouzeo0cmeo & cogemckoe spems. CospemenHoe 0enonpouzso0cmeo ¢ PO.
2 «Cospemennoe 20cyoapcmeentoe pezyiuposanue 0eaionpou3eoocmea ¢ P®y.
3akonooamenvHoe pezynuposanue oenonpouzsoocmea 6 P®D. deodepanvuviii 3akon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHOIOUAX U O 3auume uHgdopmayuuy. Pedepanvhblil 3aKOH
«O kommepueckou mauney. Dedepanvhviti 3axkon «06 apxuenom Oene 6 Poccuiickoii
Dedepayuuy».  Deoepanvhuiii  3akon  «O  nepconanvhvix  0anuwixy.  IlocmanoeneHue
npagumenvcmea P® «llpasuna noo2omoexku npasosvix aKkmos GeoepanrbHblX O0peaHos
UCNOTHUMENbHOU 8I1ACMU U UX 20CYOAPCMBEHHOU PESUCPAYULL.
Hopmamusno-memoouueckoe pezynuposanue oenonpouzsoocmea. I ocyoapcmeennas cucmema
00KyMeHmayuouHo2o obecneyenus ynpaeienus. Oowue nonoxcenus. Obwue mpebosaHus K
0OKyMeHmam u cayxcoam Oookymenmayuonnozo ovecnevenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannuvie cucmembl OOKYMEHMayuu. Yuuguyuposannasn cucmema
opeanuzayuouno-pacnopsoumenvrou ooxymenmayuu. IOCT P 51141-98 Jlenonpouzgoocmeo u
apxusnoe Oeno. Tepmumnvl u onpedenenus Tunosas UHCMPYKYUs nO OeIONPOUIBOOCEY 8
geodepanvrbix OpeaHax UCNOIHUMENbHOU 6enacmu. IlepeueHb MuUnNoOBvLIX YNpasieHyecKux
OOKYMEHMO08, 00pA3yIoOuUXcst 8 0esmenbHOCIU OP2AHU3AYUL, C YKA3AHUEM CPOKO8 XPAHEHUs.
3 «Tpebosanus k bn1anKam 0OKymMeHm o8 ynpasieHus.
Ilposooumcs 6 ¢popme cemunapa no 0606weHUI0 U YenyoaeHuro 3HAHUL C dJleMeHmamu
ouckyccuu. Ilouamue u 6uodvl 6nankos. Oowuii 6aank. brank nucema. Brank kKoHKpemHo2o euoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu kKomnanuamu. I epbosulil oranx. Pexsuzumot
onanka. Ilpooonvroe pacnonosicenue pekeusumog 61aHka. Yanoeoe razoeoe u yenmpoganmoe
PACnonodicenue peKsUusumos OIaHKd.
Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazyd
bnauka.
4 «Obuwue npasuna oghopmienus ynpasieH4ecKux 00OKyMeHn o8y .
IIposooumcs 6 ¢hopme cemunapa no 00600wWeHur0 U yeryOnNeHuro 3HAHUU  C dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3nakomcmeo c¢ ogopmnenuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpOIbHbIX 3a0aHUlL



5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,

Ilposooumcs 6 ¢opme cemunapa no 060OweHu0 U yenyoaeHuro 3HAHUL ¢ dIeMeHmamu
ouckyccuu. 3asenenus, asmoobuozpadui, pesrome, 1uyHvle 0ogepeHHocmu, pacnucku. OcHogHbvle
DpeKsusumyl, NPAasuIa cocmagienus u oghopmierus. Boinoanenue KonmpoabHbIX 3a0anuii

6 «Paboma c 0oKymenmamu, co0epiHcauiumu KOHQPUOEHUUAIbHbIE C6COCHUA).

Ilepeuenv ceedenuti konguoenyuanrbHoco xapakmepa. Ilonamue Kommepueckol MmMatiHul.
Cseodenus, omuocswuecs K Kommepueckou matine. I[lopsadox eedenusi 0eronpouzso0cmed
OOKYMEHMO8, CO0epHCaUUx KOMMepYecKyro mauny. 3awuma OO0KYMEHMO8, COO0epHCaujux
KOMMEPUECKYI0 MauH).



puioxenne 2

OIIeHO‘leIe cpeacrea Jid MpoBEeACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTalluMn

a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLEHOYHbIE CPEJACTBA ISl MPOBEJACHUS MPOMEKYTOUHON ATTeCTAlNM:
CTpyKTypHBII
JJIEMEHT [Tnanupyemsble pe3yabTaThl 00yYeHUs OueHOYHBIE CpesICTBA
KOMITETEHIINU
OIIK — 9 — cnmocoOHOCTHIO OCYLIECTBJIATH /ieJioBoe o0lleHHe (MyOJHYHBIe BBICTYIUIEHHS, NepPeroBopbl, NMpoBeleHHE COBELIAHWId, Je10Basi MepenucKa, 3JeKTpPOHHbIe
KOMMYHHUKAIIUH)
3HaTh - OCHOBBI JIEJIOBOTO OOIIEHHS Teoperuyeckue BOIPOCHIL:
1. Yo Takoe TOKYMEHT, C KAKOH IIETIbI0 OH MOXKET CO3/1aBaThCs?
2. KakoBbl 0COOCHHOCTH JIIOBOTO OOIIECHUS ¥ MyOIMYHBIX BBICTYIUICHHN?
3. KakoBbI OCHOBHBIC IPU3HAKH KIACCU(PHKALIMU JTOKYMEHTOB?
4. Yro NOHMMAeTCs MOJ JOKYMEHTAIMOHHBIM 00eCIIeYeHHEM YIPaBICHUS?
5. B 4em cyTh cTaHOapTU3aLUH U YHHGUKAIHK JOKyMeHTOB? Kakue pa3pabaThiBalOTCs CTaHIAPTHI?
6. UYem otmmuaercs oopMieHHE peKBU3UTOB 00IMIero O6J1aHKa OT OJlaHKa muchkMa?
7. KakoBbI OCHOBHBIE PEKBH3HTBI, HCIIOJIb3yeMbIe JUIsl 0(OPMIICHUsS IIPUKa3a U PaCIOPSHKEHHUS.
8. Kaxkue (hopMbI MPOTOKOIOB MOYKHO UCIIOJIB30BATh B YIIPABICHYECKOHN JESTENFHOCTH, B YEM HX OTJIHYKE?
9. VYkaxute OCHOBHBIC TPeOOBaHUS K 0(OPMIICHHIO JICJIOBOTO MHChMA.
VYmethb KommmrekT TecToBrIxX 3amanmii: Nel

— OCYIICCTBJIATH ACJIOBYHO ICPCHUCKY,
HCII0JIB30BAaTh QJICKTPOHHBIC
KOMMYHUKaAIIUN

1. ®opmyisp — 3TO:
a) OCHOBHas (hopMa JIOKYMEHTa, pUKCUPYIOIIas IIPaBOBbIE OTHOIIEHHS B J[peBHEPYCCKOM roCyAapCTBe;
0) oco00 BbIENAaHHAS KOXKa J>KMBOTHBIX, NPUMEHSBILNASCS B KaueCcTBE OCHOBHOTO MaTepuaia Majisl NUChbMa B
JlpeBHEPYCCKOM TOCyIapCTBE;
B) CaMOCTOSTENILHOE MOJIpa3/ieieHHe, OCYIECTBIISIONIEE JIEIONPOU3BOACTBEHHYIO IESITEIbHOCTD;
T') THIOBas ycToiunBas Gopma (0Opaselr) OTaeNbHBIX Hanbollee pacpoCTPpaHEHHBIX TOKYMEHTOB.
2. VYcraHOBIEHHE eIUHOOOpa3us cocrtaBa M ()OPM YIPABIEHUYECKHX JOKYMEHTOB, CO3/1aBacMBIX NPH pPEHICHHH
OJHOTUIHBIX YNPaBICHYECKNX (HYHKIUH:
a) yHA(UKAIS;
0) cepTuduKanms;
B) KOANPOBAHUE;
T') JOKYMEHTHPOBAHUE.
3. O0s3aTeIbHBIM YCIIOBHEM JISI BKITIOUCHHUS HHPOPMAIIMN B HH(POPMAIMOHHBIE PECYPCHI, OCYIIECTBIIIEMOTO B TOPSIKE,
yCTaHaBJIMBAEMOM OpTaHaMH rOCy/IapCTBEHHOMN BIACTH, SIBIISETCS €e:
a) cTaHJapTU3aIINS;
0) 3amuTa;
B) TOKyMEHTHPOBAHHUE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIUIL.
4. CpezncTBoM ycTpaHeHUs! «OyMakKHOTO OyMay SIBIISIETCS:
a) KOMITBIOTEPU3AIHsl ICIOIPON3BOJICTBA,;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIMU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

0) yHu(UKaMs TOKYMEHTOB;

B) KJIacCU(HKAIS JOKYMEHTOB;

T') IPUMEHEHUE Pa3HOCTOPOHHEH OPITEXHUKU

5. 3HayeHue JOKYMEHTAIIHOHHOTO 00ECIIeUeH s yIIPaBICHHs ONPEaesIeTCs:
a) KOMMYHHUKaLUSIMU;

0) uneHTuduUKanuei;

B) puKcanuei;

T) CyaeOHBIM pa30HpaTEIECTBOM.

6. B npaBoM BepxHEM YTy JOKYMEHTOB PacIioaraloTcsl CICAYIOIINe PEKBH3HTHL: )
rpu¢ coriiacoBaHus;

0) OTMETKa 0 KOHTPOIIE;

B) Tpu( YTBEPKICHHUS;

T) agpecar.

Bnagets

- HaBBIKaMH Hy6J'H/I‘IHI>IX BBICTyHHeHHﬁ,
MEPEroBOpoOB, MPOBCACHUA COBemaHHﬁ.

[IpakTryeckne 3aganus:

Kpoccsopz 1.

[To ropuzonTanu: 1) 3amuck MHGOPMAIMK HA PA3IMYHBIX HOCUTENSX MO YCTAHOBJICHHBIM IpaBUiaM; 2) yCTaHOBJICHHE
KOJIMYECTBA M COCTaBa JIOKYMEHTOB B €IMHHMLAX Yy4eTa M (UKCalMs NPUHAIICKHOCTH KaXKIOW EAMHUIBI y4era K
OIIPEACICHHOMY KOMIUIEKCY M OOIIEMYy MX KOJHMYECTBY B YUETHBIX JOKYMEHTax; 3) y4eTHbBIH JOKyMEHT, ColepiKalinii
Ha3BaHUE, CBEJCHUS O KOJMYECTBE, COCTaBe JOKYMEHTOB (OHIAa M MecTe €ro XpaHeHHMs, NpeJHa3HAuYeHHBIH st
HEHTPAIN30BaHHOTO y4yeTa JIOKYMEHTOB; 4) mepeueHb O(UIIMaNbHBIX HAaWMMEHOBAaHWN XPaHSIIWUXCS, BBIOBIBIIUX U
NOCTYNAIOIINX apXUBHBIX (DOHIOB B TOpSAKE BO3pACTaHUSI IPUCBOSHHBIX WM HOMEPOB; 5) TNperyCMOTpEHHbIE
HOPMAaTHBHBIMH JIOKYMEHTaMH YCIIOBHS MCIIOJIb30BaHMS ApPXMBHBIX W KOH(HICHINAIBHBIX JOKYMEHTOB; 6) mudpoBoe
n/um OykBeHHO-IIM(poBoe 0003HaUeHHE Jiefla B HOMEHKIATYpe JIeJI OpraHu3alii, HAHOCHMOE Ha €ro OOJIOXKY; 7)
CBOMCTBa JOKYMEHTa, OOyCIaBIMBAIOIIME €ro KyJbTYpPHOE, HaydyHOe M T.I. 3Ha4YeHHe; §) BOCCTaHOBICHHE
NIepBOHAYAIBHBIX WIN ONM3KMX K IepBOHAYAJIBHBIM CBOWCTB M BHEIIHUX NPU3HAKOB apXWBHOTO JOKYMEHTA,
TIOJIBEPTIIETOCS TTOBPEKIACHUIO WIIM PAa3pYIICHHUIO; 9) CPEACTBO TUPAKUPOBAHUS JOKYMEHTOB; 10) y4eTHBIN JOKyMEHT,
CoZIeprKallii epeueHb JOKYMEHTOB JIeJIa ¢ YKa3aHHEM IOPSAKOBBIX HOMEPOB JOKYMEHTOB, X MH/IEKCOB, HAa3BaHWUi, J1aT,
HOMepoB JIMCTOB; 11) mpuMeHeHne MH(POPMAIMK JTOKYMEHTOB B KYJbTYpPHBIX, HAYYHBIX W T.N. LEJNSX, a TaKKe JUis
oOecriedeHHs] 3aKOHHBIX IIPaB M HHTEPECOB TpaxjaH; 12) CHpaBOYHUK, B KOTOPOM HHGOpMAIMsI O JOKyMEHTax
pacrosio’keHa B COOTBETCTBHH C BBIOpaHHOH cxeMol kimaccupukanuu; 13) TOKyMEHT, MOJHOCTHIO BOCTIPON3BOSIIINA
WHGOPMANNIO MTOTMHHOTO TOKYMEHTa W BCE €ro BHEIIHHE MPU3HAKH WINM YacTh MX, HO HE MMEIOMHNN IOPHINIECKOH
cuisl; 14) m3MeHeHHWe NepPBOHAYAIBHBIX (U3UKO-XMMHYECKHX CBOMCTB JOKYMEHTAa IIOJ BO3IEHCTBHEM BHEUTHHX H
BHYTPEHHUX (AaKTOpoB; 15) mepBBIil WINM €AMHUYHBIA 3K3eMIUIIp O(HUIIMAIBHOTO JIOKYMEHTa; 16) I0pHIMYecKoe Wil
(u3HYECKOE JINIO, B AESTEIHHOCTH KOTOPOT0 00pa3yeTcsi JOKyMeHTaIbHbIH (oHM; 17) cpeicTBO XpaHEeHHs JOKYMEHTOB.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIHU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa
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ITo BepTukanu: 1) nBUXKEHHE NOKYMEHTOB B OpPraHU3allid C MOMEHTa UX CO3/JaHMS WIHM MOJYyYEHHUS IO 3aBEpIICHUS
WCTIOTHEHUS WU OTHpaBiieHus; 18) 3amuch y4eTHBIX JaHHBIX O TJOKYMEHTE MO YCTaHOBJIEHHOH (opme, hukcupyromas
(dakT ero co3maHus, OTIPABICHHUS WA MOJIy4eHHUs; 19) JOKYMEHT WJIH COBOKYIHOCTh JOKYMECHTOB, OTHOCSIIHXCS K
OJTHOMY BOIIPOCY HJIM YYaCTKY ACATEIEHOCTH U MOMEIICHHBIX B OTACIBHYIO 00JI0KKY; 20) OpraHU3aIist WK CTPYKTYPHOE
MOIpa3ieNIeHUe, OCYIICCTBIIONIEE UIMTENFHOS WM TOCTOSHHOE XpAaHCHHWE OKOHYCHHBIX NOKYMEHTOB C ILENBI0 UX
WCTIONB30BaHus; 21) CpeacTBO KacCOBOM OpPITEXHHWKH, 22) KOMHS YacTH TEKCTa IOKYMEHTa, OQpOpMIICHHAs B
YCTaHOBIICHHOM IOPsAKE; 23) CPEelCTBO H3TOTOBJICHUS H300pa3UTEIbHBIX JOKYMEHTOB; 24) ClielIHaibHO 000pyIOBaHHOE
MTOMEIICHUE TSI XPAHCHHSI apXHWBHBIX JOKYMEHTOB; 25) MOBTOPHBIA IK3EMIUP IOUTHHHUKA TOKYMEHTA, MMEFOITHIA
IOPUINIECKYIO CHITY; 26) (u3mueckoe WM FOPUANIECKOE JIUI0, CO3/aBIIee JOKYMEHT; 27) opHUIUaNbHBIA JOKYMEHT,
UMCIOIIUI FOPUANICCKYIO CHITY U COZIepKaliuid HHPOPMAIIUIO O IMpeAMEeTe 3ampoca, ¢ yKa3aHHeM MOUCKOBBIX JaHHBIX
JIOKyMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHUE WU K YHUUITOKESHHIO, & TAK)KE YCTAHOBJIEHUE CPOKOB UX XPaHEHUS Ha
OCHOBE TIPUHATHIX KPUTEPUEB.

IIK-12-3naHueM OCHOB pa3padoTKU M BHeJAPEHMsI KA/IPOBOii U yNpaBJIeHYeCKOii JOKYMeHTAIlM1, ONTHMHM3AaHHN JOKYMEHT0000pOTa M cXeM (PYHKIMOHAJIBHbIX B3aHMOCBsI3ei
MesKY MoApa3ieaeHUsiMi, OCHOB Pa3padoTKH 1 BHePeHUsI

Nnpoueayp peryJupoBaHus TPYAOBbIX OTHOIIEHUIT U COMPOBOKAAIONIEH JOKYMEHTaIM e,

3HaThb

- OCHOBBI pa3pabOTKM W BHEAPEHUS
KaJpoBOi u yIpaBIEHYECKON
JIOKYMEHTAIIH

TGOpGTI/ILICCKI/Ie BOIPOCHI:

1. Kakne komIiekcsl JOKyMEHTalny BKIIIOUaeT B ces KaspoBast ”HYOpMalMOHHO-IOKYMEHTAallHOHHAs cuctema?
2 B uem ocobenHOCTH 0OPMIICHHS PHUKA30B TI0 INYHOMY COCTaBY?

3. YUto moHMMaeTCs TI0JT OpraHu3aIme JOKyMeHToobopoTa?

4 Uto Takoe CXeMbl JOKYMEHT0000pOTa, 3a4eM OHU HY)KHBI?




CTpyKTypHBIH

JNEMEHT [Mnanupyemble pe3yabTaThl 00yUeHUS O1leHOYHBIE CPE/ICTBA
KOMITETCHIMU
5. C Kkakod meJbpl0 pPa3padaThIBAIOTCSA WHCTPYKIMUA MO JCIOMPOU3BOJICTBY, YTO B HHX HEOOXOAUMO
MPEAYCMOTPETH?
6. YKaxuTe TeXHOJIOTHIECKYIO MTOCIICAOBATEIILHOCTD ATAOB PA0OTHI ¢ BXOASIIUMHE JOKYMCHTAMH.
7. KakoBa nociie1oBaTeIbHOCTh ONepaliyii Ipu padoTe ¢ BHYTPEHHUMH JOKYMEHTaMu?
8. C xakoil enpro mpoBoUTCs (HOPMUPOBAHUE JIENT, KAKUE IPU STOM HEOOXOIMMO COOI0IaTh TpeOOBaHMs?
9. Yro Takoe HOMEHKJIATypa JIeJI, C KAKOH IEJIbI0 pa3padaThIBAIOTCs THIIOBbIC HOMCHKIIATYPHI 1en?
YMmeTh - MPUMCHSTh nporenypsl | KoMriekt TecToBbiX 3amanuii No2:

perynupoBaHusl TPYAOBBIX OTHOLIEHUN
U COIIPOBOXAAOLIEH JOKYMEHTALUU

1. Kakoe cokparienue sBisieTcst ab0peBHaTypoOi:

a) AI'3 MUC Pd;

6) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KOTOpOoe 0003HaYaeT HOBOE MOHATHE, YIOTPeOIieMoe B TOKyMEHTaX, —
9TO!

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxausM.

3. OTOepuTe MPUHIUI OPHUIAATEHO-CIIOBOTO CTUISL JJOKYMCHTAIHH:
a) IPEIOCTABICHUS] MAKCUMAJIbHO BO3MOXKHOM HH(opManuy;

0) MPUMEHEHUE CJIOB «MbI BBITIOJTHUMY, «S1 CIETAI0»;

B) OIPaHIMYCHHOCTH B IPUMECHEHUH SI3BIKOBBIX CPEIICTB;

T') IPUMEHEHHE YETKUX OTBETOB «Ja», KHETY.

4. JlekcudaecKkoe COKpaIIeHHE CIIOBA, YIIOTPEOIIeMOTro B JOKyMEHTaX — 3TO:
a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') TApOHUM.

5. Uto He OTHOCHUTCS K OPUIIHATIBHO-IEIOBOMY CTHIIIO JOKYMEHTA:

a) aApeCcHOCTh HHPOPMALINY;

0) TeMaTuuecKas OrpaHUYEHHOCTh B IPUMEHEHHH SI3bIKOBBIX CPE/JICTB;
B) MPEJOCTaBICHHE MAKCUMAaJIbHO BO3MOXKHOM HHpOpMaIny;

T) yHU]UKaAIMS TOKYMEHTa.

6. K mpaBmiiam 11€710BOTO 3THKETa OTHOCSITCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) 6laroTapHOCTH 32 OTBET WIIH JACHCTBHE;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIMU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

B) 0OCTOSITENBHOE U3JI0KEHUE TOKYMEHTa,;

') YMEHHUE CIIyIIaTh APYTUX JIIOACH.

7. B KakoM JJOKyMEHTE HUCIIOJIb3YIOTCS CIIOBA «... B IPOTUBHOM ciydae Bam OyayT
NIpeABSBICHBI IITpadHBIE CAHKIUI» B KAYECTBE SI3BIKOBOI (POpMyIIBI, KaKk pe3ysbTara
YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TapaHTUITHOM THCHME;

0) B peKIaMariuOHHOM TIHCHEME;

B) B HH(OPMAIIIOHHOM IIHCHME;

T) B IHChbME-HAIOMHHAHUHL.

Bnanets

- HaBBIKAaMH ONTHMU3AIIH
JOKyMEHTO000poTa u cXeM
(yHKIIMOHATBHBIX B3aNMOCBSI3eH
MEKIY MOJpa3AeIeHISIMU

KommiekT TecToBbIX 3aaanuii Ne 3:

1. B neBoM BepxHEM yTIy JOKyMEHTOB PACIOJIAraloTCs CIETYIONINEe PEKBU3HTHI:
a) PE30ITIOIIHS;

0) OTMEeTKa O HAJTMYNH TIPUIOKCHUS;

B) OTMETKa 00 MCIIOHUTEIIE;

T') KOJ OpraHH3aLuH.

2. B mpaBoM HIKHEM YTy pacriojiaraloTcsi peKBU3UTHI:

a) OCHOBHOM rocynapcTBeHHbII peructpanuonssiii Homep (OI'PH) ropunudeckoro
JUIA;

0) K011 hOPMBI TOKYMEHTA;

B) MIACHTHU(UKAIIMOHHBII HOMep Hajoromatensimyka (MHH);

) Tpud OrpaHUYEHHUS AOCTyIA K TOKYMEHTY.

3. B neBoM HIDKHEM YTJIy pacIojaraioTcsi peKBU3UTHI:

a) KOJI MPUYMHBI TIOCTAaHOBKH Ha YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

T') OTMETKa 00 UCTIOJHHUTEIIE.

4. K B3aMMONCKJIIOYAIOIIUM PEKBU3UTaM OTHOCSTCSI:

a) sMbJeMa opraHu3alyy U rocyJapCTBeHHbIH repd PO;

0) KOJ OpraHu3aluu ¥ Koj (OpPMbI JOKYMEHTA;

B) pErHCTPAIIMOHHBIA HOMEpP JOKYMEHTA U CChLIKA Ha PErHCTPAIlMOHHBII HOMED U
JaTy JOKYMEHTa,

r) rpud) YTBEpKACHUS U 1edaTh. 5. Eciin opranusaius o jBeJOMCTBEHHA OJJHOBPEMEHHO HECKOJILKUM OpraHaM
YIIPaBJIEHUs, TO B PA3HBIX CUTYaLUsIX YKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIECTOSIIAsI OPTaHU3aIHS;

0) camast T71aBHAs! BBILIECTOSIIAS OPTaHU3aIus;

B) He 00JIee Tpex CTeNeHeH 110/1BeIOMCTBEHHOCTH;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIHU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

T') HEe YKa3bIBaeTCsl HY OJIHA BBIILIECTOAIIAs] OPraHU3alHsl.

6. JlaToii JOKyMEHTa MOKET OBITh JIaTa:

a) ero HaIMCaHMs U COTJIACOBAHUS;

0) ero moMUCaHus;

B) €r0 YTBEPKACHUS;

T') IPOBE/ICHUS 3aCEaHusl, HA KOTOPOM IPHHSTO PELICHUeE.

7. J1aTeI B JOKyMEHTaX MOTYT OBITH O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycta 1996 rona;

B) 1988. 02. 22;

r) 22 arycra 1997 r. 13 gac.45 muH.

8. Kakue peKkBU3UTHI TOKYMEHTOB IHIITYTCS, KaK IIPABHJIO, OT PYKH:
a) BU3a;

0) pe3ostonus;

B) MOJIMTUCE;

T) agpecar.

9. K xakuM peKkBHU3UTaM OTHOCSTCS CIIOBa:

a) «BepHo» A)
0) «ns cirysxeOHOTO TTONB30BaHUsT» B)
B) «3aMeYaHus pUIIaraloTcsa» B)
r) «IletpoB M.K. 924-76-40» I')
10. PekBH3HT «ITOMITICHY HA PA3HBIX TOKYMEHTAX BKIFOYACT:

a) JMYHYIO POCIIHCH aBTOPa JTOKYMEHTA,

0) IMYHYIO POCIHCH PYKOBOAUTEIS U €¢ pacuin(poBKy;

B) yKa3aHHUE J0JIKHOCTH, JINUHYIO POCIIHCH PYKOBOJHUTEIS U €€ PacIIu(ppPOBKY;

I') yKa3aHHe JI0JDKHOCTH, HAMMEHOBAHUE OPTaHH3allUH, JINUHYIO POCIHCH PYKOBOAMTEIIS,
ee pacum@poBKy.

nK-13 - YMEHUEM BECTH KaapoBo€ I€J0MPOU3BOACTBO U OPraHvM30BbLIBATL ApPXMBHOE€ XPaHEHHE KaJAPOBLIX /JAOKYMEHTOB B COOTBETCTBUU C HeﬁCTBymHIMMH
HOPMATUBHO-NIPAaBOBLIMU AKTAMW, 3SHAHUEM OCHOB Kanponoﬁ CTATUCTUKHU, BJIAJICHUECM HABBIKAMHU COCTABJICHUSA Kanponoﬁ OTYECTHOCTH.

3HaThb

- KaJpoBO€ JIEJIONPOU3BOACTBO U
OCHOBBI KaJJpOBOM CTATUCTUKHU

KommiaekT TecToBhIX 3aganuii Ne 4:

1. CrioBa, KOTOpBIE CTAHOBSTCSI HEOPHUITHAILHBIM 3aMEHUTENIEM TEPMUHA U UX IPUMEHEHHE B JOKYMEHTaX HEIOMYCTUMO,
—3T0:

a) MpoQeCCHOHATHU3MBI;

0) CHHOHUMBEI,

B) HEOJIOTU3MBI;

T') HAPOHHMBI.




CTpyKTypHBIH
JNEMEHT
KOMITETCHIMU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

2. 3aKOHYEHHBIH B CMBICIIOBOM OTHOLIEHUH OTPE30K TEKCTa, MO3BOJISIOIINI yCTAHOBUTH
3HaYEHHE BXO/IIETO B HETO CJIOBa WM (pasbl — 3TO:

a) aHHOTAlIUs,;

6) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

3. Perynmupyromas (IesTeIbHOCTh OpTaHU3allHii) cpe/ia BKII0YaeT:

a) TOCyIapCTBEHHbIEC CTAaHIAPTHI;

0) 0OIIECTBCHHBIE OXKUIAHHS,

B) PEKOMEHIAIINH, OTPAKAIOLIIE IIEPEJOBOH OMBIT;

') HOpMaTUBHbIE JOKYMEHTHI, OTPaKAIOIIHUE AEATEIbHOCTh OPTaHH3aIIH.

4. IlonuTHKa ynpaBJIeHHUs JOKYMEHTaMU OPTaHU3alnH MT03BOJISET:

a) IOBBIIATH A3PPEKTUBHOCTH JIESATENEHOCTH OPraHNu3allHy;

0) coOnoaaTe TpeOOBaHMUs 3aKOHOAATENIbCTBA U PETyIUPYIOIIEH Cpeabl;

B) M30eKaTh PUCKOB MPEANPHUHUMATEILCKOM eI TEIbHOCTH, CBSI3aHHBIX C JIOKYMEHTAaMHU;
I') COXpaHATh MaMATh OpraHW3allMd, WHAMBHIA M obOmectBa. 12. K mpuHnunam pa3paboTKu MporpaMm yHpaBleHHs
JOKyMEHTaMH OTHOCHTCSL:

a) OLICHKA PUCKOB, CB3aHHBIX C OTCYTCTBHEM O(HINAIBHBIX TOKYMEHTOB;

0) onpeneseHne MPaBUII CO3IAHUS METAIaHHbBIX O TOKYMEHTAaX;

B) o0OecrieueHre XpaHeHns! TOKYMEHTOB B 0€3011acHOM 1 3allUIIeHHOI cpexe;

T') OIpe/ieIeHNEe BO3MOXXHOCTEH NOBBIIEHHS AP PEKTHBHOCTH pabOTHl OpraHU3annuu

B Pe3yJbTaTe KAUeCTBEHHOTO YIIPABICHHS JOKYMEHTaMH.

5. Pacnipesienenre OTBETCTBEHHOCTH 32 JIOKYMEHTAlMOHHOE 00eCTIeYeHEe yIIPaBIeHH
HpeAroiaraeT OTBETCTBEHHOCTb:

a) BCeX COTPYAHUKOB OpraHU3alyu 3a ;

0) CHCTEMHBIX aIMUHICTPATOPOB 3a ;

B) PYKOBOJICTBA OpPraHM3aluy 3a ;

T') ceKpeTapeii 3a

YMmerh

- OpraHU30BBIBATE APXUBHOE XPaHEHUE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU
c JENCTBYIOLUMU
HOPMAaTUBHO-IIPaBOBBIMU aKTaMHU

IIpakTuueckue 3anaHus:
Kpoccropa Ne 2




CTpyKTypHBIT
JJIEMEHT
KOMIETECHIINI

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

11

ITo ropusoHTanu: 1) HOPMATUBHBIA TOKYMEHT, COACPIKAIIMH CHCTEMAaTH3HMPOBAHHBIH NEPEYCHb CTPYIIHUPOBAaHHBIX
HaWMEHOBaHUH OOBEKTOB M IPHCBOCHHBIE WM KOMBL, 2) HOPMATUBHBIA JOKYMEHT, 3aKpEIUIIOINH yHU(DUKALUIO
JIeIONPON3BOACTBA; 3) (HKCanUs Ha MATEPUAJbHOM HOCUTENe MHPOPMALMH C PEKBH3UTAMH, IO3BOJITIOLIMMH €€
UIeHTHOUIMPOBATE; 4) YyCTAaHOBIICHUE eMHOO0pa3Hs cocTaBa M OpM yIpaBICHYECKHX JOKYMEHTOB, CO3aBacMBbIX IPH
pELICHHH OJHOTHITHBIX YyHpapieHUecKuX (YHKIHMH; 5) mHpOpManus, GUKCHPOBAaHHAS Ha KaKOM-JTHOO MaTepHalbHOM
HOCHTEJIE.

[To Beprukamu: 1) unpposoe 0603HaUeHHE POPM JOKYMEHTOB B XOJIE€ COCTaBJICHHs Kiaccu(pukaTopoB HHbOpMaIu; 6)
uuppoBoe 0003HAUCHHE, SBISIONICECS DJIEMEHTOM HICHTH()UKAIIMH OOBEKTOB B XOA€ HUX Kiaccupukaiuu, 7)
MEXAYHApOAHBIH JOTOBOP IO OIPENeNIeHHOMY BOIIPOCY; 8) OpraHu3aunusi WIM CTPYKTYpHOE TO/pa3JielieHue,
OCYIIECTBIISIIOIIEE I0JTOBPEMEHHOE MITH IIOCTOSIHHOE XpaHEHHE OKOHYEHHBIX JIelT; 9) BHECEHHE  JIOJKHOCTHBIM JIMIIOM B
O(bI/IHI/IaJ'H)HI)Ie JOKYMEHTBI 3aBE€IOMO JIOXKHBIX CBCI[eHI/Iﬁ Ui HCHpaBHeHHﬁ, HCKaXaruux #ux I[eﬁCTBHTeHBHOe
cozxepxkanue; 10) cHHOHMM ciioBa 10roBop; 11) TOKyMEHT, MOATBEP KIAIOIINIA COOTBETCTBUE NMPOMYKLHH, IIPOLIECCOB H
YCIYT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Bnanets

- HaBBIKAMH COCTAaBJICHHUA Ka}lpOBOﬁ
OTYCTHOCTHU

KommnekT TecToBbIX 3aganni Ne5:

1. Ecimm JOKYMCHT ABJIACTCA TEM, UEM JTOJIKCH 6BITB; CO3J1aH WJIN OTHPABJICH JIMIIOM, YIIOJTHOMOYCHHBIM Ha 3TO, a TAKXKE B
TO BpeMs, KOTOpPOE YKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYaeT ero:

a) IOCTOBEPHOCT,

0) LIETTOCTHOCTH;

B) AyTCHTUYHOCTE;




CTpyKTypHBIH
JNEMEHT
KOMITETCHIIHU

[TnaaupyemMsble pe3yabTaTsl 00yUeHUS

Or1eHOUHBIE CpeaCTBa

T') IPUTOAHOCTB AJIS UCIIOIB30BAHUS.

2. Ctparerus BHeIPEHUS JOKYMEHTHBIX CHCTEM NpelyCMaTpUBaET:

a) MPOEKTUPOBAHUE TOKYMEHTHBIX CHCTEM;

0) MOJrOTOBKY COTPYAHUKOB, pabOTaIOIIUX C JOKYMEHTaMH;

B) COOTBETCTBHUE IOKYMEHTOB PETYIUPYIOLIEH cpee;

I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE IOKYMEHTHBIE CUCTEMBI, (pOpMaThl.

3. CriocoOHOCTh TOKYMEHTHOM CHCTEMBI JITUTEIHHO U MIPABUIHHO (QYHKIIMOHAPOBATH
B COOTBETCTBHUH C TpEOYEMBIMH NPOIIEypaMH O3HAYAET €e:

a) HaJIe)KHOCTD;

0) 3¢ PeKTUBHOCTE;

B) IIETIOCTHOCTB;

T') KOMIUICKCHOCTbD.

4. CnocoOHOCTh JOKyMEHTHOW CUCTEMBI IIPEJOTBpAILaTh HECAHKIIMOHUPOBAaHHbIE
JIOCTYII K TOKYMEHTaM, UX YHUUTOXKCHHE, U3MEHEHHE WM IIepeMel[eHIsI 03HauaeT ee:
a) HaJIe)KHOCTh;

0) 3pPeKTUBHOCTE;

B) LEJIOCTHOCTB;

') KOMIUIEKCHOCTb.S. MeTo10/I0THs TPOEKTUPOBAHUS M BHEJIPEHHSI JOKYMEHTHBIX CUCTEM BKJIIOYAET:
a) aHAJN3 JICJIOBOH JACATEIIEHOCTH OpTraHU3allny;

0) OLIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTHPYIOIIHNE ACHCTBIS,

T') IpeKpalieHne IPUMEHEHUS JOKYMEHTHBIX CHCTEM.

6. O0BeKTaMy YHU(DHUKAIMH U CTAHAAPTU3AIUH B YIIPABICHICCKOH ACITETHEHOCTH
SABJISIOTCS:

a) TePMUHBI, UCTIOIBb3yEeMbIE TIPU paboTe ¢ yIpaBieHYecKo nHpopmameii;

0) opraHM3alMOHHbIE CTPYKTYPHI OPTaHU3aIUH, YIPEKIACHNUN U IPEIIPHUITHIA;

B) yIpaBieH4YecKHe (QyHKINY;

I') yIpaBJIeHYECKas JOKYMEHTAIHSI.

IIK-17 - 3HaHUEM OCHOB pa3p360T1m U BHECApPEeHUSA HpO(l)eCCl/IOHaJILHl)lX, B TOM YMCJI€ KOPNIOPAaTUBHBIX, CTAHAAPTOB B 00J1acTH YupaBJjieHusl IEPCOHATIOM, YMEHUEM COCTABJIATH
OonucaHus U pacnpeaejasaiTb (l)yHKl[l/ll/l u (l)yHK[II/IOHaJ'll)Hl)le 00513aHHOCTH COTPYAHMKOB, a TaKiKe (l)yl-[Klll/ll/l nonpasnenennﬁ pa3Horo ypoBHs (Kaprl KOM neTemmﬁ,
A0JIZKHOCTHBIC HHCTPYKIIMH, TOJTOKCHUHA O nonpame.nenuﬂx)

3HaTh

- OCHOBBI CTaHIAPTU3AIMH B 00IacTH
YIIPaBIIEHUsSI IEPCOHATIOM

Teoperuueckue BOIIPOCHI:

1.Kaxyto uHpOpMAaLIHIO COAEP)KUT HOMEHKIIATYpa AET?
2.YT10 MOHUMAETCS TIOJ] IKCIIEPTU30H IIEHHOCTH TIOKyMeHTa?
3.Kakue KxpuTepru UCIIONB3YIOTCS IPH OLIEHKE TOKYMEHTOB?
4. Kak oCyIiecTBIsI€TCSl IpUeM-Tiepeada e B apxuB?




CTpyKTypHBIH

3JIEMCHT [Tmanupyemsle pe3yapTaThl O0yUCHUS Or1eHOUHBIE CpeaCTBa
KOMITCTCHITUH
5.Yt0 Takoe KOH(pUICHIUATbHBIA TOKYMEHT?
6.Kakue 0OCHOBHBIC yTrpO3bl BOHUKAIOT MPH paboTe ¢ KOHPUACHIIMATBHBEIME JOKYMCHTAMU?
7.Yxaxure 0COOCHHOCTH BEICHUS JCIOMPOU3BOJCTBA, OOCCICUMBAIOIICIO YYET M COXPAHHOCTh KOH(MHICHIIMAILHOU
UH(POPMAILIUHU U JJIOKYMCHTOB.
8.UTo moHMMaeTCs MOJT 3aIMIICHHBIM TOKYMEHTO000POTOM, 3a CUET Yero MOXKET ObITh 00CCIeUeHa ero 3ammra?
Ymetb - COCTaBJISATh OIHCaHMS u [IpakTnyeckoe 3aHATHE B (QOpMe MPE3CHTAIlMM — MPEJCTABICHHE PE3yJbTaTOB MPOCKTHON WK
pacnpenensThb GbyHKIMN U | “ccenoBaTeNbCKON AESITENFHOCTH C UCTIONb30BAaHUEM CIIEHUATH3UPOBAHHBIX POTPAMMHBIX CPEJCTB.
(hYHKIIMOHATIHLHEIC 00s13aHHOCTH 1.3Ha4ycHue IENONPOU3BO/ICTBA B 3(P(PEKTUBHOM yIPaBICHUH OPraHU3aIUCH.
COTPYJHUKOB 2.CtpykTypa 1 0co0eHHOCTH padoThI ci1yx0b1 JIOY B pa3inudyHbIX OpraHU3aIHsX.
3.CoBpeMeHHast HOpMATUBHO-IPaBOBas 0a3a TOKyMEHTHPOBaHus B PD.
Bnanerts - HaBBbIKAMU BHEJIPCHUS [IpakTryeckoe 3aHATHE B  (QOpMe MPE3CHTAIlMM — MPEJACTABICHHUE PE3yJbTaTOB MPOCKTHON  WIK
npoQeCCUOHANBHBIX  CTAHIAPTOB B | HCCIICAOBATCILCKON ACATEIHHOCTH C UCIIOIBb30BAaHHEM CIICIUATA3UPOBAHHBIX MPOrPAMMHBIX CPEICTB.

001acTH yIpaBIeHUS IEPCOHAIOM

1.OcHOBHBIE TOKYMEHTHI YIIPABJICHUsI U TPeOOBaHMUS K UX 0(YOPMIICHHUIO.

2.KaznpoBsle TOKyMEHTBI ¥ TPEOOBaHHSA K UX 0(POPMIICHHIO.

3.0Cco0EHHOCTH COCTAaBICHUS NMHCEM (IENOBBIE IMHChMa Ha PYCCKOM M HMHOCTPAHHBIX S3BIKAX, 3JIEKTPOHHBIC
MMChMa).

4.0Opraaun3anys paboThl ¢ JOKyMEHTaMH C IPIMEHEHHEM COBpeMEHHBIX I T.




0) Ilopsnok npoBedeHHS] TPOMEKYTOUHOH AaTTeCTALMH, NOKA3aTeJId M KpPUTepHH
OLICHHBAHUS:

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenxu (6 coomeemcmeauu ¢ popmupyemvimu KOMnemeHyusimMu u niaHupyemvimu
pesyremamamu 06yuenus):
OreHka «3a4TEHOY BBICTABISIETCS CTYACHTY, KOTOPBIH
- IPOYHO YCBOWJI IIPEYCMOTPEHHBIHM MPOrpPaMMHBII MaTepualt;
- IPaBWJIBHO, apPT'YMEHTUPOBAHO OTBETHJI HA BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJI TIIy0OKHEe CHCTEMAaTH3UPOBAHHbIC 3HAHUS, BIIA/ICET IPHEMaMH PaCcCYXJICHHS U
COMOCTABIISIET MaTepUall U3 Pa3HbIX HCTOYHUKOB: TEOPUIO CBSI3BIBACT C IPAKTUKOU, IPYTUMHU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB
- 6€3 omKOOK BBIMOIHUI TPAKTUYECKOE 3a/IaHHE.
OrneHka «He 3a4TEHO» BBICTABIISETCS CTYAEHTY, KOTOPbIN He cripaBuiics ¢ 50% BonpocoB U
3a/1aHuii, B OTBETaX Ha APYTrHe BOIPOCH JOMYCTUI CyIIeCTBeHHBIE omnOKH. LlerocTHoro
NPECTAaBICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, ATanax pa3BUTUS KyJIbTYPHl Y CTY/ICHTA HET.

Ipuio:xkenue 3
Memoouueckue pekomenoayuu 011 n0020MOGKU K 3auemy
1. IToaroToBka K 3a4eTy 3aKJIF0YAETCs B U3YUYEHUH THIATENEHON TPOPabOTKE CTYJEHTOM Y4eOHOTO
MaTepuayia JUCUUILTAHBI C YIETOM Y4eOHUKOB, JICKIIMOHHBIX U CEMUHAPCKUX 3aHITHH,
CTPYNIHUPOBAHHOM B BUJI€ KOHTPOJBHBIX BOIIPOCOB.
2. 3aueT no Kypcy NpOBOJUTCS B BUJE TECTUPOBAHHUS.
3. KauecTBeHHOM MOArOTOBKOM K 3a4€TY SIBJIAETCS:
—TIOJTHOE 3HAHKE BCETO YUYEeOHOro MaTepuaia mo Kypcy;
—CBOOOJIHOE OTIEPUPOBAHKE MATEPUATIOM;
—JI€MOHCTpAIMs 3HAaHUH JTOTIOJTHUTEIILHOTO MaTepuaa,;
—4€TKHUE MPABUIbHBIE OTBETHI B 33aJJaHUSAX.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHATHS, IPUMEHSEMBIC B JISIIOMTPOU3BOJICTRE.

2. PexBu3uthl TokyMeHTOB. Kakvie BHIbI OJTaHKOB U (hOPMATHI IOKYMEHTA TPUMCHSIFOTCS B
YUpEKIACHUSAX ?

3. Cocras o0uiero 0y1aHka.

4. PexBu3uThl B cocTaBe OjaHKa MUchMa. YeM oTIMyaeTcss oOIIMii OJIaHK OT OaHKa s
michMa?

5. PexBu3uTH B cocTaBe OIaHKa BUA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxue TpeGoBaHMs MPEABABIAIOTCS K TOKYMEHTaM?

8. Ha3znaueHue M cOCTaB OPTaHU3AIMOHHO-TIPABOBOM JJOKYMEHTAITUU

9. HaznaueHue M cOCTaB pacHoOPSIUTENLHON TOKyMEHTAIlUU

10. Haznauenue u coctaB HH(YOPMAIIMOHHO-CITPABOYHOW JOKYMEHTAITUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBU3HTA «CIIPABOYHBIC JaHHBIC 00 OPTaHU3AIUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

14. CocTaBHbIC YaCTHU PETHCTPAIMOHHOTO HOMEPA IOKYMEHTA U TIOPSJIOK €T0 MPOCTaBICHUS

15. Tlopsimok agpecoBaHus JOKYMEHTA.

16. Kakumu cnoco6amu oopMIisieTcs yTBEpKICHHE TOKyMeHTa?

17. Kakue TpeOoBaHMs MPEIBSIBIISIOTCS K 3aT0JIOBKY?

18. Tlopsimox odopmiteHUs IPUITOKEHUN K TOKYMEHTY

19. Mopsiiox oopmIIeHUST PEKBU3UTOB «ITOJIUCH» U «OTMETKA O 3aBEPCHHUH KON



20.
21.
22.

23.
24.

25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.

Kak odopmisiercs coriiacoBanue 10KyMmeHTa?

[Topsimok npocTaBieHus Ha TOKYMEHTax revyarei

[lepeuncnure OTMETKH, IPOCTABISEMBIE HAa BXOSIIIEM TJOKYMEHTE, YKAKUTE MOPSAOK UX
odopmIIeHHUS.

OTansl NOATOTOBKU JTOKYMEHTA.

OO6ume TpeboBaHus K TEKCTy JokyMeHTa. Kak oopmisiercs B TEKCTe CCbUIKA Ha
JpYroi J1OKyMEHT?

Buzpl opraHu3aiiioHHbIX JOKYMEHTOB U OCOOEHHOCTH MX COCTABICHUS U O()OPMIIEHUS.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH MX COCTABICHHS U O()OPMIICHUSI.
B uem ocoOeHHOCTH cocTaBieHus: 1 0(OopMIIeHUs TPOTOKOIa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO JOKIAJHBIX 3aIIHCOK

TpeOGoBaHMsI K COCTaBICHHUIO B O()OPMIICHHIO OOBSICHUTEIIHLHBIX 3aITUCOK

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK

TpeboBaHMs K COCTaBICHHUIO U O(POPMIICHUIO CITY’KEOHBIX MTUCEM

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TeNerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yro nmoHuMaeTcs noj 00beMoM JOKYMEHTO000pOTa, TOYEMY OH yBEIHMUUBACTCA?

Yto BXOIUT B MOHATHE JOKYMEHTOOOOpOTa?

OpraHu3anroHHbIE JOKYMEHTBI, ONPEIEISIIOIIUE MOPSI0K IBUKEHUS JOKYMEHTOB B
opranu3zanuu (pupme)

TpeboBaHus K OpraHU3alyy NpUeMa U MEPBUYHON 00pabOTKU JOKYMEHTOB

3HavYeHne MPEABAPUTEIHHOTO IIPOCMOTPA U PACHIPEICTICHHS TOCTYNMUBIINX JOKYMEHTOB
ITpaBuia 00pabOTKM UCXOAALINX JOKYMEHTOB.



