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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2021 - 2022
y4eOHOM roy Ha 3aceqaHuu kadeapsl ['0CyaapcTBEHHOTO MyHHUIIMIIAIILHOTO YIIPABICHUS U

[IpoTokom oT 20 r. Ne
3aB. kadeapoii H.P. Banbiackas

Pabouas mporpamma nepecMoTpeHa, o0cyxaeHa u ogqodpena st peanmsanuu B 2022 - 2023
y4eOHOM rojy Ha 3aceanuu Kadeapsl ['ocynapcTBEHHOTO MYHUIIUITAIBHOTO YIPABICHUS U

[Ipotokom o 20 r. Ne
3aB. kadenpoii H.P. Banbiackas

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusamuu B 2023 - 2024
yueOHOM roly Ha 3acefaHuu Kapeapsl ['ocynapcTBEHHOTO MyHHIIUITATILHOTO YIIPABICHUS

[Iporokon or 20 1. Ne
3aB. kadenpoii H.P. banbinckas

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2024 - 2025
y4eOHOM Trojly Ha 3acefaHuu Kadeapsl ['ocy1apcTBEHHOTO MyHHUIIUIIATHLHOTO YIIPABICHUS H

[IpoTtokom o 20 . Ne
3aB. kadenpoii H.P. banbinckas

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u oxodpena s peanm3anuu B 2025 - 2026
y4eOHOM roy Ha 3aceqanuu Kadeapsl ['0CyaapcTBEHHOTO MyHHUIIMITAILHOTO YIIPABICHUS U

IIpotokom ot 20 1. Ne
3aB. kadenpoit H.P. banbiackas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

M3y4YEHUE TEOPETUUYECKUX U MPAKTUYECKUX OCHOB CO3/IaHUSI JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOM 1 3 (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEJIONPOU3BOICTBA HA MIPEATIPUATUIX U
B OpraHU3alUsIX.

2 MecTo TMCUHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil IPOrpaMMbl

JucuuiuinHa JIOKyMEHTHpPOBAaHUE YIPABICHUECKOW JESATEIbHOCTH BXOIUT B 0a30BYIO
4acTh y4eOHOTO I1aHa 00pa30BaTENbHON MPOTPAMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBL  HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

Meroas! NPUHATHS YIPABICHUYECKUX PEILICHUN

HNudopmartuka

3HaHus (YMEHMs, BJIA/IEHUs), [IOJyYEHHbIE NPU U3YyYEHUU JaHHOM IUCLMIIIMHBI OynyT
HEOOXOAUMBI JUIsl U3yYCHUS U CHUILTIH/TIPAKTHK:

JlennoBple KOMMYHUKALIUN

VYnpaBileHYeCKUE PEILICHUS

ConuaibHO-3KOHOMHYECKOE IJIAHUPOBAHUE B MYHUIIMIIAIIBHBIX 00Pa30BaHUSIX

IIpoekTHas neATEIBLHOCTD

CBs131 ¢ 00IIECTBEHHOCTHIO B OpPraHax BJIacTH

3 Komnerenuun odyuarouierocs, popMupyembie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/ibTaThbl 00y4eHHUs

B pesynbraTe ocBOEHMS QUCHUIUIMHBI (MOAYIIs) «J{OKyMEHTUpOBaHHUE YIIPABIECHUECKOM
JESTEIbHOCTH 00yJarouiics JOHKEH 00J1ajaTh CIEIYIOIUMUA KOMIETEHIUAMU:

CtpyKTypHBIT [Tnanupyemble pe3yabTaThl 00yUEHUS
JJIEMEHT
KOMIIETCHIIMT

OIIK-4  crocoOHOCTHIO OCYLIECTBIIATH JEI0BOE OOIIEHUE U TYOJUYHbIE BBICTYIICHUS, BECTH
MEPEroBOphI, COBEIIAHUS, OCYIIECTBIATh AEIOBYIO IEPENHUCKY U MOIEPKUBATE JIEKTPOHHbIE
KOMMYHUKAaIIUA

3HaTh [] OCHOBHBIE MOHATHUS U COBPEMEHHbIE MPUHIUIIBI Pa0OTHI C JI€T0BOM
nHpopMaluen, a Takke UMETh IPECTaBIeHNE O KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEMax U 0a3ax JTaHHBIX

(] OCHOBHBIE PUHIUIIBI OPraHU3ALMH JIEIOIPOU3BOJCTBA U
JIOKYMEHTO00O0pOTa B OpraHax rocy/1apCTBEHHON U MyHUIIUTIAIbHOMN
BJIACTH

(] pa3iauyHble CTpaTEeTuy MPEACTABICHUS PE3YyIbTaTOB CBOEH pabOThI JUIs
JPYTUX CHELUAIUCTOB.

YMetb ] MIHTETPUPOBATH B JACSITEIILHOCTD MOAPA3CICHHSI TTOT0KECHHS
AQHAIUTUYECKUX JTOKJIAI0B, OTYETOB M APYTHX WH(POPMAITMOHHBIX
MaTepuasoB

Brnanets (] HaBBIKaMU COCTaBJICHUS, yU€Ta, XpaHEHHUs], 3alllUThl, IepeJadun
CITy>KeOHOI TOKYMEHTAllMU B COOTBETCTBUHU C TPEOOBAHUSIMU
JIOKYMEHTO000poTa

(] HaBbIKaMu cOopa, 06paboTKH UH(OPMAIMH U TOKYMEHTAIIUOHHOM
o0ecrneveHnr ToCy1apCTBEHHBIX OPraHOB BJIACTH, OPTaHOB BIIACTH
cyobekToB PD, opranoB MCVY u opranuzanuii makeromMm oQpHCHbIX
porpamM Jiist padoTHI C AeT0BOM MH(OpPMAIEH 1 OCHOBAMH CETEBBIX
TEXHOJIOTUU




4. CTpyKTypa, 00b€éM U colepkaHie TUCHHUTINHBI (MOLYJI5)
OO0mmast TpyI0eMKOCTh AUCIMILTUHBI cocTaBiseT 3 3aueTHbIX eauHuin 108 akan. gacos, B TOM
qHCIe:
— KOHTakTHas pabora — 10,7 akaj. 4acoB:
—ayaurtopHas — 10 aka. gacos;
— BHeayautopHas — 0,7 akaj. 4acoB
— camocTosTeapHas padota — 93,4 akaj. 4acos;

— IMOATOTOBKA K 3a4éTy — 3,9 akaj. yaca
dopma aTTecTaIiy - 3a4€T

AynutopHas S s
KOHTaKTHas paboTa E z dopMa TeKyLEero
Paznen/ Tema 2 (B axaz. acax) E g‘ Bun N KOHTpOJIA Kon
J—— > & 5| caMOCTOATENEHOH | yoreBaeMOCTH I | W\ oo
g £ paboThI IPOMEKYTOUHON
nmal. | mpakr. | S &
Tex. Z'Q aTTeCTalluu
3aH. | 3aH. |Q &
1.  Teoperuueckue  OCHOBBI
JIeJIONPOU3BOJICTBA
1.1  HMudopmanus, ee
KpUTEPHUH. JloxyMeHT.
PexBusur JIOKyMEHTA.
OyHKIIIH JIOKyMEHTA.
IOpuanueckas cuia
JOKyMEHTA.
Jenonpoun3BoacTso,
JOKyMEHTHUPOBaHHE.
JloxymMeHTaIoHHOe
obecrieyeHUe yIpaBlICHUS.
TTOKyMEHTOOGODOT. CaMOCTOﬂTeanoev:
Knaccuduxars H3y4eHue yquSHon
JIOKYMEHTOB. 1 HayqHOU KowmnerorepHoe
CrangapTu3anus u 210.5/0.51 1 16,6 JUTCPATYPE! TECTUPOBAHHE OTIK-4
yHUGUKALMS  JOKYMEHTOB. Pagora ¢
YHupHUIHpOBaHHAS JICKTPOHHBIMH
CHUCTEMA JIOKyMEHTALuu Gnbnnorexamu
vyCh). Cucremsl
JOKyMeHTanuu. [IprHInTIBI
JIeTIOIPOU3BOCTBA.
HopmaTtusHO-
METOANYECKas 6aza
JOKYMEHTHUPOBAHHUS
yIpaBJIEeHYECKOH
JeSITeTLHOCTH
OpraHm3aluy  paboThl ¢
Wroro no pazneny 0,5/0,51 1 16,6
2. O0ume npaBuiia 0pOpMIICHHS
YIPaBICHYECKHX TOKYMEHTOB
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«YHUDUIIPOBAHHBIC
CHCTEMBI  JIOKyMEHTAIHH.
YuupunupoBaHHas
CHCTeMa OpTaHM3AIMOHHO-
pacnopsauTeIbHON
JOKyMEHTAIIWH.
TpeboBanus K
0 OpMIICHUIO
nokymeHtoB". PexBusut 01-
T'ocynapcTBeHHBII repo
P®. PexBmsur 02- T'ep6
cyObekTa PO u
MYHHIHTAIEHOTO

obpaszoBanus. Pekuzur 03
-OMmbema OpraHu3aIyx
WIH TOBapHBIi 3HAaK.
PexBuzur 04- Kog
opranusanuu. Pexsuzut 05-
Vka3aHue Ha OCHOBHOU
roCyJapCTBEHHBII
PETHCTPAMOHHBIA ~ HOMEp
npexnnpustus.Pexsusur 06-
Vkazanue Ha
UICHTUQUKAIIMOHHBIH
HOMeEp
HaJIOTOTLIATEIBIINKA/KO/T
NPUYUHEL TIOCTAHOBKH Ha
yuer. PexBusur 07- Kox

hopMbI JOKYMEHTA.
PekBusur 08-
HaumenoBanue

opranuzauuu. Pexsusut 09-
CripaBouHbIC CBEICHHS 00
opranuzauuu. Pexsuzut 10-
Haumenosanue BU/IA
nokymeHnra. PekBusur 11-
Jata noxymenra. PexBusur
12- Perucrpanuonnsiit
HOMED JOKYMEHTA.
PexkBuzur 13- Cchuika Ha
pErUCTPallMOHHBIA HOMEp U
JaTy JOKyMeHTa. PexkBu3ut
14- Mecto cocTaBIeHUS
WIA W3JaHUuS JOKYMEHTAa.
PexBusur 15- Ceenenus o0
anpecare. PexBmsur 16 -
T'pud YTBEPIKICHUS
nokyMmeHra. PekBuzur 17-
Pesomronusa. PexBusur 18-
3aroj0BoK K  TEKCTy.
PekBuzur 19- Otmerka o
koHTposie PexBusur 20-

Tekct JIOKYMEHTA.
PexBusur 21- OtMmerka o
HaJIMYUU MPEIOKEHU .

Pexsusur 22- Iloamwmce.
PexBusur 23- I'pud
COIJIaCOBaHHs JOKYMEHTA.
PexBuzur 24- Busnr
COIJIaCOBaHHs JOKYMEHTA.
PexkBuzur  25-  Ileuars.
PexBusur 26-OtMmeTKa O
3aBEPCHUU KOTIHH.
Pexsusur 27- OtMmerka 00
ucnosaurene. Pexksusur 28-
Ormetrka 00 HCHOJIHEHUU
JIOKVMEHTA ¥ HAlDABICHHUH

0,5/0,51

16,6

CaMOCTOSITEIbHOE
u3ydeHue yueOHon
Y Hay4HOU
JIUTEPATyPhI
Pa6ora ¢
AIIEKTPOHHBIMHU
OMOIMOTEKAMK

KowmnerotepHoe
TECTHPOBaHHE

OIIK-4




Hroro no pazaery

0,5/0,51

16,6

3. OcoOEHHOCTH COCTaBIEHHUS U
OCHOBHBIX

odopmIIeHUS
JIOKYMEHTOB YITPaBJICHHUS

3.1 OcHOBHBIE  TpYIHIIBI
JOKyMEHTOB.
HopMaTuBHBIE JTOKYMEHTBI
TOCY/IapCTBEHHBIX OPraHOB.
OpraHu3anmoHHbIE
JIOKYMEHTBI ~ TPEINPHATHS.
JlomKHOCTHBIE
HUHCTPYKI[HH.
Pacniopsimutensubie
JOKYMEHTBI ~ TPENPHUATHS.
[lpuka3zel 1O  OCHOBHOM
JIeSTEITbHOCTH.
Pacniopspxenus, pemeHwus.
NupopmaonHo-
CIpaBOYHBIE  JTOKYMEHTHI.
IIpoToKONBl, TONHAs U
Kpartkas bopma ux
odopmIIeHuS. AKTBL.
CnyxeOHbIe u
OOBSCHUTEIbHBIC 3aMHCKH.
CripaBKHu. CnyxeOHbIC
nosepeHHocTu. Ilucema, ux
KiaccupHUKaIms,
CTPYKTypa,  CTaHJapTHbIC
Gbpasel W BBIpAXCHHUSL.
Hopwmsr odurmansHo-
JIETIOBOTO CTHIIA
CIY)XeOHBIX  JTOKyMEHTOB.
JlenoBoe MMHCHMO
MEXIyHapOJHOro o0pasLa.
®dakcel, TenehoHOrpaMMBL.
JHorosopa, KOHTPAKTBHI.
CoBpeMeHHbIE CIOCOOBI U

0,5/0,51

16,6

CaMOCTOSITEIbHOE
u3ydeHue yueOHon
Y Hay4HOU
JIUTEPATyPhI
Pabora ¢
AJIEKTPOHHBIMHU
OMOIMOTEKAMH

Kowmmrrotepaoe
TECTHPOBaHUE

OIIK-4

HWroro no pazneny

0,5/0,51

16,6

4, [IpaBumna
JIOKYMEHTOB o
COCTaBy

odopmIIeHHUS
JTUIHOMY

4.1 Tlonatue M CTPYKTypa
HEPCOHAIBHBIX JAHHBIX.
IIpunannexxnoctsb
HEPCOHAIBHBIX JAHHBIX:
COOCTBEHHUK, JepKaTelb U
H0JIb30BaTENb
HEePCOHANBHBIX
Crpykrypa
UH()OPMAIIMOHHO-
JOKyMEHTaLlMOHHOM
CHCTEMBI. Odopmnenue
JOKYMEHTOB IIpU IIpUEME,
YBOJILHEHUM U IEepeBOJe
paboTHUKa Ha  OPYIyIO
JIOJIKHOCTB. Amnkera.
Tpynosble KOHTPAKTBI.
Ilpuka3sl 1o  JIM4YHOMY
COCTaBYy. OcHOBHBIE
PEKBU3UTHl JIOKYMEHTOB U
npaBuwia MX OG(OpMIICHHUS.
Kparkue  cBemeHus o
IpaBuiIax odopmnenust
TPYHAOBBIX KHHMXEK, JTUIHBIX
KapTO4eK, JIMYHBIX  Jel

JaHHBIX.
KaJpoBOM

0,5/0,51

16,6

CaMOCTOSITEIbHOE
u3ydeHue yueOHon
Y Hay4HOU
JUTEPATYPbI
PabGora ¢
AJIEKTPOHHBIMHU
OubIMoTEKAMU

KowmmnerorepHoe
TECTUPOBAHUE

OIIK-4




Wroro no pazneny 0,5/0,51 16,6
5. Opranuzanus
JIOKYMEHT0000pOoTa
51 Ionstus
JOKYMEHT0000pOT u
OpTaHU3ALNSI
JIOKyMEHT0000pOTA.
HopwmatusHo-
METOIIYeCKast
periaMeHTarys
JIOKyMEHT0000pOTA.
CamocrosTensHoe
OcHoBHEIE MpaBuUIa -
u3ydeHue yueOHon
OpraHu3aliu .
JOKyMeHT0000pOoTa Ha 1 HayTHOM KowMmmnsioTepHOe
/11 16,6 JIUTEPATYPbL p OIIK-4
TPEANPHUITHH. TECTUPOBAHHE
Pabora ¢
KauecTBennbie
JNIEKTPOHHBIMHU
XapaKTEePUCTUKH
O6nbanorexamMu
JIOKyMEHT0000pOTA.
Knaccudpukanus
JIOKYMEHTOIIOTOKOB:
TOPU3OHTAJIBHEIE,
BepPTHKAIbHbIC,
BOCXOJISIIIIE, HUCXOISIINE,
BXOMAIUE, HCXOASAIIAE U
BHYTpEHHHE. IToxcuer
Hroro no pazaeny /11 16,6
6. OcHOBHBIE IpaBuiIa
OpraHu3aluu paboThI c
JOKyMEHTaMHt
6.1 O6paboTka
MOCTYTAOIINX
IOKyMeHTOB.  llepBudHas
00paboTka JIOKYMEHTOB.
Oo6urme IpaBuiIa
perucTpanuy  JOKyMEHTOB,
(hopmsr peTHCTpaInH.
Iepenaua JIOKyMEHTOB,
paccMoTpeHue ux
pykoBomutenem. Ilopsmok
HarpaBJICHUS JOKYMCHTA Ha
UCIIOJIHEHHE W PabOTHI
HCIIOJIHUTEIIS c
CamocrosTenpHoe
nokyMmeHTamu. McmonaHeHne SHodi
HU3Y4YCHH YCOHOU
JIOKyMeHTa. Bunsl u popmbl sydeHne y ev 0
W HAy4IHOH
KOHTPOJISt WCTIOJTHEHHUS KommnsioTepHoe
P ’ /11 10,4 JUTEPaTypPhI p OIlK-4
CpOKOBast KapToTeKa. TECTUPOBAHHE
Pa6ora ¢
Opranuzanus TEKYIIETO
3JIEKTPOHHBIMU
XpaHeHUs Jie.
OnbIMoTEeKaMU
HomeHnkmatypa nen, oOmue
TpeboBaHus, BHUJIBI
HOMEHKJIATYD.
Cocrasinenue
HOMEHKJIATYPHI Jelt.
dopmupoBaHue U
odopmiteHHE hih 8
CucremaTHu3aus
JIOKyMEHTOB B zene.
Xpanenue aen. [ToaroroBka
JIOKYMEHTOB K Tepenade Ha
apXUBHOE XpaHeHHE.
Kpurepun OLICHKH
Hroro no paspeny /11 10,4
Uroro 3a cemectp 4/41 93,4 3a4€T
Hroro no aucrumianHe 4/41 93,4 3a4eT OIIK-4




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anus KOMIETEHTHOCTHOTO MOIX0/1a IPEAYCMAaTPUBAET HCIIOJIB30BAaHHIE B YUEOHOM
IpoLEeccCe AaKTHUBHBIX M HHTEPAKTHUBHBIX (OpM TNPOBEACHHSI 3aHATHM B COYETAHUU C
BHEAYAUTOPHOW PabOTON C 1EIbi0 (POPMUPOBAHUS M PA3BUTUSA MPOPECCHOHATBHBIX HABBIKOB
oOydJaronuxcs.

[Ipu oOyyeHMH CTYACHTOB IUCHMIUIMHE «J[OKYMEHTHpOBaHHE YIIPaBIEHYECKOM
JESTEIIbHOCTHY CIEAYET OCYIIECTBIISATh CIEAYIOIUE 00pa30BaTEIbHBIE TEXHOIOTHH:

1. TpagunuoHHble 00pa30BaTENbHBIE TEXHOJIOIMM OPUEHTHUPYIOTCS HAa OpraHU3alUio
00pa3oBaTeNbHOTO  MpOLlecca, MPEANONAralIlyl0 MPsIMYI0  TPaHCISALUIO 3HAHUA  OT
IpenoiaBaTess K CTyIeHTY (IIPEUMYLIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-MILTFOCTPATUBHBIX
METO/I0B OOYYCHHMS).

@opmbl y4eOHBIX 3aHSATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WndopmannonHass Jekuuss —  [OCIENOBAaTEIbHOE H3JIOKEHHWE MaTrepuaisa B
JUCHUTUTMHAPHOM JIOTHKE, OCYIIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTesl).

[IpakTnueckoe 3aHsTHE, MOCBSIIEHHOE OCBOEGHUIO KOHKPETHBIX YMEHMHM M HABBIKOB I10
MPEAI0KEHHOMY aJITOPUTMY .

2. Texuomoruu mpoOIEMHOTO OOyUYEHUSI — OpraHu3anus o0pa3oBaTEeILHOrO IMpolecca,
KOTOpasi MpeJroiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JIaHUE YUEOHBIX MPOOIEMHBIX
CUTYaluH JUIsl CTAMYJIMPOBAaHUS AaKTUBHOW MI03HABATEIbHOU AESATEIbHOCTHU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJI30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUEeHHUS:

[IpakTuyeckoe 3aHsATHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HalpaBlieHHAs Ha peIIeHHEe KOMILIEKCHOW y4eOHO-TI03HaBaTeNbHOW 3a1aud, TpeOyromei oT
CTyJEHTa IPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHonoruu NMpoeKTHOr0 OOYy4YEeHUS — OpraHHu3anus 00pa30BaTEIBLHOTO Mpollecca B
COOTBETCTBUHU C AJTOPUTMOM IIO3TAIHOTO PELICHUS MHPOOJEMHOM 3aJayd WIM BBIIOJHEHUS
yueOHoro 3ananus. [IpoekT npeanonaaraeT COBMECTHYIO y4eOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYNIbl CTYJEHTOB, HAIIPaBJICHHYIO Ha BbIPAOOTKY KOHLEMIMM, YCTAHOBJIEHHUE L€ U 3a1ad,
(GOpMYITUPOBKY O0XXHJIA€MBIX PE3yIbTAaTOB, OMpPENCICHHUE MPHUHIMIIOB W METOJIUK PpEIICHUS
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYNHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pEaTU3alyio0 IJaHa paboThl, MPE3EHTALMIO PEe3yJbTaTOB pPabOThHI, MX
OCMBICIIEHHE U peIIEKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuii MpoekT, Kak MpaBUIIO, HE UMEET AETaTbHO MPOPAOOTAHHON CTPYKTYpHI,
yueOHO-TI03HABATENbHAS JEATEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOIO
3a/1aHMS], TOIYUHSACH JIOTUKE U MHTEPECaM YYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOT'O pe3yJbTara
(razera, puaIbM, Mpa3aHUK, U3AHUE, IKCKYPCHUS U T.I1.).

4. VlHTepakTUBHbIE TEXHOJOTMHM — OpTraHU3alis 00pa3oBaTeIbHOIO Mpoliecca, KoTopas
npeJinoiaracT akTUBHOE U HEJTMHEIHOE B3aUMO/IEHCTBUE BCEX YUACTHHUKOB, JTOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOro JJIsi HHUX oOpa3oBaresbHOro pesynbrata. Hapsny co
CHEIUAIIM3UPOBAHHBIMU ~ TEXHOJOTHSIMHU  TaKOro  pojJa  MNPUHIUN  HUHTEPAKTUBHOCTH
IPOCIIEKUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTENIbHBIX TEXHOIOTHIA.

@®opMbl yueOHBIX 3aHATHI C UCHOJIB30BAaHUEM CHENHATU3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTHIA:

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJIE€HHE KaKoro-iudo CHOpPHOTO BOMpOca,
npo0JieMbl, BBISIBJICHHE MHEHH B Tpymme (MEXIPYNIOBOH IUANOr, IUCKycCHUsS Kak CIop-
JIAAJIor).

5. HHpopManMOHHO-KOMMYHUKAIIMOHHBIE  OOpa3oOBaTENbHBIE  TEXHOJIOTHH  —
opranusaius o0pa3zoBaTebHOTO Mpolecca, OCHOBaHHAsl HA MPUMEHEHUH CIIeUAIN3UPOBAHHBIX
IPOTPaAMMHBIX CpeJl U TEXHUYECKHUX CPEJCTB PabOThI ¢ HHPOPMALUEH.

®opmbl y4eOHBIX 3aHATHI € UCIIOJIb30BAaHUEM HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX



TEXHOJIOTHIL:

Jleknug-Bu3yanuzanus — H3JI0KEHUE COACP)KAHUSA COMPOBOXKAACTCS IPE3CHTAlMEH
(meMoHCTpaIe yaeOHbIX MaTepUAIOB, MPEJCTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CHCTEMaxX, B
T.4. WUTFOCTPATUBHBIX, TPAPUICCKUX, ayAHO- U BUICOMATEPHUAIIOB).

[IpakTrueckoe 3ansTHE B hOpME ITPE3CHTALIMH — ITPEICTABICHUE PE3YJIHTATOB MIPOCKTHOM
WM  HUCCIEAOBATEIbCKOM  JIEATENBHOCTA C  HCIOJb30BAHHEM  CHENUAIM3UPOBAHHBIX
MIPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4YaroIIMXCst
IIpencraBneno B npuiioxeHuu 1.

7 OueHoYHbIE CPeCTBA JIS MPOBeIeHUs POMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpaTypa:

1. [Manacenko, FO. A. JlokyMeHTHpOBaHHE YIPABIECHYECKOW AeATENbHOCTH: YuyeOHOe
nocobue / FO.A. INanacenko. - Mockga : PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsii. - URL:
https://znanium.com/read?id=309085 (nara obparmienus: 15.12.2019)

0) JlomostHuTEIbHAS JIATEPATYpA:

1. Kopuees, U. K. JlokyMeHTHpOBaHUE yIIpaBIEHUECKOH AesTeabHoCcTH + TecThl B DbC :
y4eOHHK U IPAKTHKYM JJIs akajemudeckoro 6akanaspuata / U. K. Koprees, A. B. ITmienko, B. A.
MamrypreB. — 2-e u3j., nepepad. u gorn. — Mocksa : U3zparensctBo FOpaiit, 2019. — 384 ¢. —
(bakamaBp. Akagemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcrt : ameKTpoHHBIH //
OBC [Opaiir [caiit]. — URL: https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-
deyatelnosti-testy-v-ebs-433066 (mara obpamenus: 15.12.2019).

2. KazakeBnu, T. A. JlokymMeHTanmuoHHOE oOOecleueHHe YIpaBICHUs . y4eOHUK U
HPaKTUKYM JJIsI cpeHero npodeccronansHoro oopasoanust / T. A. KazakeBuu, A. 1. Tkamuy.

— 2-e u3n., ucnp. W gon. — MockBa @ MsparemsctBo IOpaiit, 2019. — 177 c. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : 31eKkTpoHHbI# //
OBC [IOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-obespechenie-

upravleniya-437587#page/1 (nara obpamienus: 15.12.2019).

B) MeTtoauyeckue ykazanus:
[IpencraBneHbl B IPUIIOKEHUH 3

r) [Iporpammuoe obecneuenue u UnTepHer-pecypceni:

IIporpammHoe o0ecnneyenne

Haumenosanue 110 Ne norosopa CpoOK eCTBUS TUIEH3UN
MS Windows 7

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

MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpoyHo
Professional



https://znanium.com/read?id=309085%20
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587%23page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587%23page/1

MS Windows 7

Professional(mns  |[A-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

7Zip cB0OoHO pacrpoctpansemoe [10 OCCCPOUHO
FAR Manager CcB000JIHO pactpoctpansemoe [10 0ECCPOYHO




IIpodeccnonanbHble 0a3bl JaHHBIX M HHPOPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchIIKa

DnexkTpoHHas 0a3a MepUOIUUECKUX n3gaHuii East View
Information Services, OO0 «MMIBHUC»

ITouckosas cucrema Axkanemus Google (Google Scholar) |[URL: https://scholar.google.ru/

https://dlib.eastview.com/

Nudopmannonnas cucrema - EauHoe OKHO JgoCTyra K

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

Hanmonanbhas HH()OPMAIIMOHHO-aHATUTHYECKAsT URL:

cucreMa — POCCHICKHIA MHIEKC HAYYHOTO IIUTHPOBAHUS https://elibrary.ru/project_risc.asp
(PVIHII)

denepanbHOE roCy/IapCTBEHHOE OF0KETHOE

yupexaenne «Denepanbubiii mHcTUTYT npoMsitennoi|URL: http://wwwl.fips.ru/
COOCTBEHHOCTH

9 MaTepHaJLHO-TEXHHYECKOE o0ecneuyeHne TUCIUIINHBI (MOXYJIf)

MarepuanbHO-TEXHHUECKOE 00ecleueHUe AUCUUIUINHBI BKIIIOUAET:

1. YuyeOuble ayauTopuu JUIsl IPOBEACHUS 3aHATUH JIGKLIMOHHOTO TUIIA: MYJIbTUMEIUIHbIE
CpeACTBa XpaHEHMUsI, TIepelavur ¥ IPEACTaBICHUS HH(OPMAIIHH.

2. YueOHble ayIUTOPUM JUIs MPOBEACHUS HPAKTUYECKUX 3aHATUH, TPYNIOBBIX U
UHAMBUAYAJIbHBIX KOHCYJbTallMM, TEKYLIEro KOHTPOJIsSI M IPOMEXKYTOYHOM aTTeCTallUu:
MYJIbTUMEAUMHBIE CPEICTBA XpaHEHHUs, Nepefayd U IpeAcTaBiIeHUs HH(OPMAIMM; KOMILIEKC
TECTOBBIX 33aJJaHUH JUIsl IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

3. Ilomemenuss i CaMOCTOATENBHOM paboThl OOydaroImuxcs: IepcoOHATbHbIE
KomIeloTepsl ¢ maketom MS Office, BbixogoM B MHTEpHET M € IOCTYIIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA

4. TlomemeHuss A XpaHEHUS M MPOMUIAKTUYECKOTO OOCITY)KUBAaHUS Y4eOHOTO
o0opynoBaHus: IIKadbl Uil XpaHEHHs Yy4eOHO-METOJMUYECKOW JOKyMEHTaluH, Yy4eOHOro
000pyI0BaHUS U YI€OHO-HATIISTHBIX TIOCOOUIA.

[Ipunoxenne 1
Y4eOHO-MeTOoANYEeCKOe 00ecTIeYeHne CAMOCTOSITEIbHOM PadoThl 00y4yaromuxcs
Ilpumepnaa cmpykmypa u cooepicanue pazoena:
Ilo oucyunnune «okymenmuposanue ynpagieHueckol 0esmeibHOCmuy npeoycmMompenda
6HeayOUMopHas CAMOCMOosMenbHas paboma 00yYaouWUxcsi.
Ilpumepnvie memot 01 CAaMOCMOAMENbHOU PAOOMbL:

1 «Ponb 00KymeHmupoeanus ynpaeieH4ecKoil 0eameabHOCmU 6 pa3eumuu 00uecmaea.
Pexomenoayuu no cocmagnenuio u 00pabomke KOHCHeKma JeKyuu.

Paccmompenue 0annoli memvl He0OX00UMO HAYAMb C U3YYEHUS OCHOBHBIX NOHAMUL OAHHOU
oucyunaunvl.  Ilpu  smom  ciredyem  pasobpamvcsi ¢ CYWHOCMbIO — Kame2opuu
«doxymenmupoganue». Bonee noopodoHo credyem paccmompemv CMPYKmMypy, CoOepicaHue,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO paA3sumusi 0oKymenmoobopoma. [lanree HeobOX00umo
U3yUUMb  COCMA8 HOPMAMUBHO-MEMOOUUEeCKOl 0a3bl  OOKYMEHMUPOBAHUSL  YNPABIEHUECKOl
0esmenbHOCMU 8 COBPEMEHHbIX YCI08UAX X03Atcmeosanus. OmoenbHo cledyem paccmompens
cmpamezulo  ynpaeieHus OOKYMEHmamu 8 OpeaHu3ayuu, a makxice u3yuumos @Gopmol
co8pemMenHOl OOKYMEHMayuu.

Kniouegvie  cnoea:0okymenm, — OOKyMeHmupogaunue — uHgopmayuy,  OOKYMEeHMUposaHue
YApAGNeHYecKol — 0esimenlbHOCMU, — KIUHONUCL,  NOAUMUKA — YNpAaeleHus  OOKYMeHmAaMu,
cmanoapmu3ayus, Cmpamezus YnpasieHus OOKyMeHmamu, YHUGUKayusl.

3adanue ons camocmoamenvHou pabomuwl:

1. H3yuums kamezopuanbHulll annapam.

2. [lopabomams mamepuanvl 1eKyuu.



3. Ilooecomosumscsi k pabome Ha aekyuu no meme 1. Iloemopums e6onpoc: cywHocms
Kkamezopuu «/[oxymenmupoganuey (yuebnas oucyuniuna «/Jokymenmuposanue ynpasieH4eckoll
OdessmenvHocmuy, aekyus Nel). Boimb 20mosvim K 00CyHcOeHUr0 3mo2o 60npoca 6 Xooe JeKyuu.

2 «Obuwue npasuna opopmienus ynpagieH4eckKux 00KyMeHmoe.

Pexomenoayuu no cocmasnenuio u 0opabomie KOHCnekma Jekyuu. M3yuenue mamepuanog
OaHHOU meMbl clledyem HaA4amsv ¢ pacCMOMpeHus mpeOo8aHul K 0QOpMIeHUI0 PeKEU3UMOS.
Takoce credyem usyuumv cocmas pexeusumos. [anee HeobXo0umo pazobpamscs ¢
npUMeHeHUeM U PACNON0NHCEHUEeM HA OOKYMEHMmMe PeK8U3Umos, onpeoeums ux ooujue depmol u
paznuuus. Kpome moeo, Hys#cHO 0emanvHO pazodpamvCs ¢ pasiudHbIMU 6UOAMU MeKCma
Odokymenma: mpaghapemuwiii OOKYMeHM, aHKema, maoiuya, O1auK.

Knroueswvie cnosa: éusza coenacosanus, epug o3HaxomaeHus, 0ama 0OKyMeHmd, 3a20J1080K

K meKcmy, UOeHMUDUKAMOp NeKMPOHHOU KONUu OOKYMEeHmd, UHMepean, HNOONUChb, NoJje
OOKYMEHMA, PecUCMpPAyUoOHHblll HOMEP OOKYMEHMA, pPe30aoyus, PeKeusum, CmaHOApmHblil
aucm Oymazu, CColIKA HA PecUCMPAYUOHHBIIL HOMep U 0amy OOKyMeHmd, YOOCmo8epeHue
0oKymenma, hopmynsp.

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 onpoc: ocHognbvie
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 cocmasnenus u ohopmaeHus 0CHOBHHIX OOKYMEHN08 YRPAGICHUA).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue oannoti memvl HeobXooumo Havams ¢ aHaiu3a 0cobeHHocmell OQUYUATLHO-
0e11086020 CMUJsi NO CPABHEHUIO C XY O0HCECMBEHHBIM, NYOIUYUCMULECKUM, HAYYHbIM, V4eOHbIM,
PA32060PHBIM CIIUTIIMU SI3bIKA.

IIpu 5mom HysHCHO NOOPOOHO U3YYUMDb JeKcUudecKue 0COOeHHOCMU OOKYMEHMO8: YnompeoaeHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. Tlocie smozo ciedyem paccmompems
opgoepaguueckue ocobeHHOCmU OOKYMEHMO8. NPUMEHEeHUe NPONUCHBIX OVKE 6 ceocpaghuiecKux
HA36AHUAX, HAUMEHOBAHUSIX OPCAHUAYUIL.

Kpome moco, neobxooumo obpamums 6HumaHue Ha opghocpaguueckue o0cobeHHOCmU
OOKYMEHMOB: NpUMEHEHUe NPONUCHBIX OVKE 6 2e0epaghuueckux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayutl. Tax oice crnedyem GvIACHUMb HauboLee pACNpPOCMPAaHeHHble 8 OOKYMEHMAxX
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPSIOOK CIL08, COLACOBAHUE NOONeHCAUE20 U CKA3YEeMO2O,
npuyacmuvle u 0eenpuydacmuvle 000pomyl, ci08000pA306AHUSL.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUIM GOPMYIUPOBOK, HEUMPAIbHASL IKCHPECCUBHASL
OKPACKA A3bIKA, HEON02U3M, OPUYUATLHO-0eN0801 CUb, NOJHOMA UHDOPMAYUL, CUHOHUMB,
Masmono2uu, hpazeonocusmbl.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. IHloocomosumvcs k padbome Hna nexkyuu. Ilosmopums eonpoc: opgocpaguueckue
ocobeHHOCmU OOKYMeHmMo8 (yueOHas oucyuniuna «/JoKxymenmuposanue YnpasieHuecKou
OdesmenvHocmuy, rekyus Ne3). Boims 20mosvim K 00CyHcOeHU0 3mo2o 60npoca 6 Xooe JeKyuu.

4 «Ilpasuna opopmnenus 0OKyMeHmM OB NO TUYHOMY COCIABY).
Ilpu usyuenuu OanHOU membl CMYOeHMAM HeoOX00UMO pazoodpamvcs ¢ NPUHYUNAMU
paspabomku npocpamm ynpasieHus Ookymenmamu. Ocoboe 6HumaHue ciedyem yoeaums



PAccMompenuio npoyeodypbl NPOEKMUPOBAHUs U 6HeOpeHUs OOKYMeHmuwlx cucmem. Taxoice
cedyem oCmaHo8UmMbCsl Ha 0COOEHHOCMAX MOHUMOPUH2A U AYOUMA OOKYMEHMHbIX CUCTHEM.
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 ynpaeneHus 0OKyMeHmMamu, KOHGEpMayus, mMemoooio2us 6HeOpeHus,
Muepayus OOKYyMeHmMOo8, MOHUMOPUHS, HAOEHCHOCHb OOKYMEHMHOU CUCTeMbl, NPOEKMUposanue
OOKYMEHMHOU CUCMeMbl, pPAChpeoeleHHoe YHpaeleHue, pe2yaupyouias cpeod, Cmpameusl
VRpaenenus 0OKyMeHmamu.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3. Illoocomosumwcs kK cemunapy.

4. I[loocomosumucsa k pabome Ha nexyuu. [loemopums sonpoc: 0bwas xapakmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YNpagieHuecKou
OoessimenvHocmuy, nekyus Ned). Boimb 20mosvim K 00CYHCOEeHUI0 MO020 BONPOCA 8 X00e JeKYUU.

5 «Opzanuzayua 00KymeHmoooopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCINEO», K OOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOBaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABIeHYecKoU 0esimebHOCUY, OOKYMEHMONOMOKUY, «O0KYMEHMO0O0pom).

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

Kpome  mozo, HeobX00umo  ocmano8UmMbCsA  HA  UYYEHUU — Memo008  COKPAWEHUs.
0oKyMenmoobopoma.

Credyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOLS UCNOJIHEHUS OOKYMEHMO8, €20 IManam u
MexXHON02UMU.

Knwouesvie cnosa: enympennutl OOKyMeHm, 6X00AWUL OOKYMEHM, OOKYMeHmoobopom,
OOKYMEeHMONOmoKy,  UHOPMAYUOHHO-NOUCKOBASL  cucmema,  UHOeKcayus  OOKYMeHmd,
ucxooawull  OOKymenm, Kamanioe, 00vem OO0KYMEHmMOooOopoma, payuoHAIbHOe OBUNCEHUE
O0OKYMEHmMO8,  pecUcmpayuoHHO-KOHMPOIbHASL — KAPpMouKd,  pecucmpayus  OOKYyMeHmA,
MEXHONIO2ULECKASI CXeMA OBUNCEHUSI OOKYMEHMO8, IKCHeOUYUs.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuanst 1eKyuiu.

3. Iloocomosumscsi « pabome Ha aekyuu. Iloemopums  6onpoc:  opeanuzayus
0okymenmoobopoma  (yuebnas  Ooucyuniuna — «Jokymenmuposanue — ynpaeieH4eckou
OdessimenvHocmuy, nekyus Ne5). Boimb 20mosvim K 00CYHCOEeHUI0 9MO020 80NPOCa 8 X00e JeKYUU.

6 «OchoeHble npaguna opzanu3auuu padomosl ¢ 0OKyMeHmamuy.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCReKma 1eKyuu.

Paccmompenue oannoti memvl He0OX00UMO HAYAMbL C U3VHEHUS POIAU  UHDOPMAYUOHHO
CNpagouHoll pabomsl CiysHchbl 0e10NPOU3BOOCHBEA OP2AHUZAYULL.

Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, dManvl pazpabomKu, pasoeivl
HomeHKaamypwvloen. Taxoce HeobdX00UMo YACHUMb, KAK OCYWeCcmenaemcs mexywee XpameHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3nauarom «aucm-3amecmumendy, «<Kapmazamecmumensy?

Kpome moeo, cnedyem oxapaxmepuzogams 3KChepmusy YeHHOCMU OOKYMEHMO8, Kpumepuu
OYeHKU OOKYMeHmMOo8, 0poOpMIeHUe ee pe3yIbmamos, pabomy 3KCnepmHol KOMUCCUU.

Taxkoice cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO20MOBKU, U30AHUS, XPAHEHUS U
UCNONb308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMOB. Jlanee HYHCHO U3YYUMb KAHAIbL BO3MONCHOU
ymeuku ungopmayuu u ympamsi OOKymeHmos. 1 6 3axiouenue Heodxooumo paccmompems



mpebo8aHUs K U320MOGIEHUI0, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epO0BbIX OIAHKOS.
Knrouesvle cnosa: akm, deno, 0oneocpounoe xpanenue 0OKyMeHmos, O0CMyn K OOKYMeHmMAaM,
KOHMPONb O0eucmeuUtli, KOHMpPOJb MECMONON0NHCEHUsL OOKYMEHMA, HOMEHKAIamypa Oell, ONUCYH,
npuUMepHas HOMEeHKIamypa oejl, mexKyuee Xpanenue 0OKYMeHmMos, munogas HOMeHKIamypa oell,
CBOOHASL HOMEHKIamypa Oejl, VHUUMOodiceHue OOKYMEHMO8, IKCNepmu3a YyeHHOCmu OOKYyMeHmd.
T'epbosbiii baank, epugh oepanuuenuss 0ocmyna Kk 0OKyMeHmy, 3auuyeHHslll 00KYMeHmoooopom,
KoMMepyecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULIEHHbIU WNUOHAMNC, V2PO3bl
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. Iloemopums 6onpoc: 3Kcnepmusza YeHHOCmu
00KYyMeHmo8 (VueOnas Oucyuniuna «/JoKymenmuposanue YNpasieHuecKol O0esmelbHOCIUY,
qexyusi No6). Boimsv 20moguim K 00CYIHCOEHUIO IMO020 80NPOCA 8 X00e TeKYUU.

Ilpumepnvie memul peghepamos
1 «Teopemuueckue 0CHOBbL 0eIONPOU3BOOCHIBA OPZAHUZAYUU.
Ilposooumcs 6 ¢hopme  cemunapa no obobwenuro u  yeayOneHuro  3HaAHUU NOHAMULHO-
KAme2opuaibHo20 annapama OUCYUNIUHBL C INeMEHMAMU OUCKYCCUU.
Onpoc no mamepuanam nexyuu 1.
Deonoyusi  0oKymewma Kak — Hocumens —uumgopmayuu. Boswuknosenue u  pazeumue
omeuecmeenHo2o Oenonpouzsoocmea. Jlenonpouzeoocmeo 6 cpednue eexka (XI-XV ss.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). T'ocyoapcmeennoe
0enonpouzeo0cmeo 6 cogemckoe gpems. Cogpementoe 0enonpouzso0cmeo ¢ PO.
2 «Cospemennoe zocyoapcmeeHHoe pecyiuposanue 0e10npou3eoocmea ¢ P®y.
3axonodamenvhoe pezynuposanue Oderonpouzsoocmea 6 P®. @eodepanvuviti 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHOIOUAX U O 3auume uHgpopmayuuy. Pedepanvhblil 3aKOH
«O kommepueckou mauney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccuiickou
Dedepayuuy».  Deoepanvhuiii  3akon  «O  nepconanvhvix  0anuwixy.  IlocmanoeneHue
npasumenvcmea P®  «llpasuna nodeomosku npagogvix axmos (HeoepaivbHblX O0peaHo8
UCNOTHUMENLHOU 8IACMU U UX 20CYOAPCMBEHHOU PeSUCPAYUUY.
Hopmamusno-memoouueckoe pezynuposanue oenonpouszsoocmea. I ocyoapcmeennas cucmema
00KyMeHmayuouHo2o obecneyenus ynpaeienus. Oowue nonoxcenus. Obwue mpebosaHus K
OOKYyMeHmam u cayxicoam ooxymenmayuonrnozo obecneuenus (I'CHOY). I'OCT P 6.30-2003:
Yuuguyuposannvie cucmemvr dokymenmayuu. Yuuguyupoeannas cucmema opeanuzayuoHHO-
pacnopadumenvrou doxymenmayuu. I'OCT P 51141-98 [lenonpouzeoocmeo u apxueroe oeo.
Tepmunsl u onpedenenusi Tunosas uHCMpPYKyus No 0eL10NPOU3BOOCMEY 8 (PedepalbHbIX OP2aAHAX
ucnonrHumensuou eracmu. llepeuenb munogvlx ynpasieHueckux 0OKyMeHmos, 00pazyiouuxcs 6
0esAmenbHOCMU OP2AHU3AYUL, C YKA3AHUEM CDPOKO8 XPAHEHUSL.
3 «Tpeboeanus Kk ba1anKam 0OKymMeHmo8 ynpasneHus.
Ilposooumcs 6 ¢opme cemunapa no 06odbwenuro u yeayoieHuro 3HAHUL C deMeHmamu
ouckyccuu. Ilousamue u uowi 6nankos. Odowuil drank. bnank nucvma. bBrank KoHkpemuozo 6uoa
doxymenma. bnanku ons pabomwl ¢ uHocmpauuvimu kKomnanuamu. I epbosulil oranx. Pexsuzumot
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanosoe grazosoe u yenmpoganmoe
PACnonodicenue pekeu3umos O1aHKda.
Bvinonnenue npakmuuecko2o 3a0auus NO COCMAGIEHUIO Y2l108020 U NPOOOIbHO20 00pazyd
onanxa.
4 «Obwue npasuna oghopmienusn ynpasieH4ecKux 0OKyMeHnoey.
Ilposooumcs 6 ¢hopme cemunapa no 00600wWeHur0 U YeryONeHul0 3HAHUU  C IleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3nakomcmeo ¢ ogopmieHnuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpOIbHbIX 3A0aHUlL



5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,

Ilposooumcs 6 ghopme cemunapa no 0b606weHur0 u yeryoieHur) 3HAHUU C  dJeMeHmamu
ouckyccuu. 3asenenus, agmoduocpaguu, pesrome, iuunsvle 0osepeHHocmu, pacnucku. OCcHogHbie
DpeKsusumyl, NPAasuIa cocmagienus u oghopmierus. Boinoanenue KonmpoabHbIX 3a0anuii

6 «Paboma c 0oKymenmamu, co0epicauiumu KOHQPUIEHUUAIbHbIE C6COCHUA).

Ilepeuenv ceedenuti kKon@uoenyuarpbHoco xapakmepa. Ilonamue Kommepueckol maiiHbl.
Cseodenus, omuocswuecs K Kommepueckou matine. I[lopsadox eedenusi 0eronpouzso0cmed
OOKYMEHMO8, CO0epHCaujux KOoMMepyecKyro mauny. 3awuma OOKYMEHMO8, CO0epHCaujux
KOMMEPUECKYI0 MauH).



puioxenne 2

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

a) [linanupyembie pe3yJbTaThbl 00yUYeHHs U OllEHOYHbIE CPEJICTBA /ISl NPOBEJACHUs MPOMEKYTOYHON ATTeCTANNM:
CTpyKTypHBII
JJICMCHT HnaHpreMLIe PE3YJIbTAThI 06yquI/m OHCHO‘IHI)IC CpCacCTBa
KOMIICTCHIIUN

OIIK - 4 —cnoco0HOCTHIO OCYUIECTBJISATH [eJ10B0€ OO

NOAICPKUBATDH 3JICKTPOHHbIC KOMMYHUKAIlUHU.

eHHe M MyO0IMYHbIe BBICTYIICHHUS, BeCTH IE€pPeroBoOpbl, COBEUIAHMs, OCYUIECTBJATH AEJOBYI0 MNMEPeNHCKY H

3HaTh — OCHOBHBIC COCTaBIAIONIME U OSTaIlbl [ TeopeTHuecKre BOMPOCH:

MOJATOTOBKH yOJIMYHOTO 1. Yro Takoe JOKYMEHT, C KaKOH LENbI0 OH MOXET CO3/1aBaThCs?
BBICTYIUICHHUSI, [JIaBHBIE TPeOOBAHMS 2. KaxoBbI 0COOCHHOCTH JIEIOBOTO OOIICHNUS U ITyOIMIHBIX BBICTYIUICHUH?
K OpraHusaliin 1y OJIMYHBIX 3. KaxoBHbI OCHOBHBIC IPU3HAKH KJIACCU(PHUKAIINN JOKYMEHTOB?
BBICTYILICHHH 4. Yto moHMUMAETCS MO JOKYMCHTAIIHOHHBIM 00eCTICYeHUEM YIIPaBIICHHUS ?

— cnoco0bl  3PEKTUBHOTO AEIOBOTO 5. B 4em cyTh crangapTuzanuu u yHudukaun rokymMmenToB? Kakue pazpabarsiBaroTest cTaHIapThI?
oOmenwus, My OIMYHEIX 6. Yewm ommyaercs opopMIICHHE PEKBU3UTOB 001Iero OaHka oT OJaHKa nmucbMa?
BBICTYIUICHHUH, HIEpErOBOPOB, 7. KakxoBbI OCHOBHBIE PEKBH3HTHI, HCIIOJIb3yeMbIe JUIsl 0(OPMIICHHUS TIPUKa3a U PACTIOPSHKECHHS.
NPOBE/ICHUs COBEIUAHUM, JE€TI0BON 8. Kaxkue (hopMbI MPOTOKOJIOB MOYKHO UCIIOJIB30BATh B YIPABJICHUECKOH IEATENLHOCTH, B UeM UX OTIINUne?
NEPENUCKY,  [IENOBOr0  o0IueHus, 9. Vkaxure OCHOBHBIE TPEOOBAHHS K O(OPMIICHUIO JIETIOBOTIO MUCHMA.
3IEKTPOHHOU KOMMYHHKAIUA 10. Kakue KOMILICKCHI TOKYMEHTAIIMHU BKIIIOYACT B ceOs KaapoBas HHPOPMAIMOHHO-IOKYMECHTAI[HOHHAS CUCTeMa?
OCHOBBI JIEJIOBOTO OOIIEHUS 11. B uem ocobeHHOCTH 0(hOPMIICHUS TPUKA30B M0 JINYHOMY COCTaBy?

— crocoObI " cpencTBa 12. Yro moHMMAETCs TOJ] OpraHu3alueit JOKyMeHT0000poTa?
MH()OPMALMOHHOTO BO3JICHCTBHA 13. Yro Takoe cxeMbl JOKYMEHTOO0OPOTA, 3a4eM OHH HYKHBI?

— OCHOBHBIE MOHATUS U COBPEMEHHBIE 14. C xakol menpio pa3padaThIBAIOTCS WHCTPYKIMH 110 JICJIONPOM3BOJACTBY, YTO B HHX HEO0OXOIUMO
NPUHIOUNBL  paboTBl € JIENOBOM MIPeAYyCMOTPETH?
uHpOpMALIMEN, a TaKKe HMETh 15. VkaxuTe TeXHOIOTHYECKYIO MTOCIE0BATEIbHOCTD ATANOB PaOOTHI C BXOAAIINMH JOKYMEHTAMH.
NpEJCTaBIeHHe O KOPIIOPATHBHBIX 16. KaxoBa mocienoBaTenbHOCTD ONEpayii pyu padoTe ¢ BHYTPEHHUMH JOKYMEHTaMH?
MHQOPMAILMOHHBIX CHCTEMax U 6a3zax 17. C xaxoii nenbto npoBoAuTCs (HOPMHUPOBaAHUE JIe], KAKHE IPU 3TOM HEOOXOAMMO cOOroaTh TpeOboBaHus?
JIaHHBIX 18. UYro Takoe HOMEHKJIATypa [IeJl, C KaKOH 1EJIbI0 pa3padaThIBaAIOTCs THIIOBbIC HOMCHKIIATYPBI €7

— OCHOBHBIC IPHUHUMIILI OpraHu3aluu 19. KaKyIO I/IH(bopMaL[I/IIO COZCPKUT HOMCHKJIaTypa ):[en?
JETOMPOU3BOACTBA u 20. Yro moHMMAaETCs MO IKCIIEPTU30# IIEHHOCTH JOKyMEHTa?
JIOKYMEHTOO60OpOTa B oprasax 21. Kakue KpUTEpPHH HUCIIOIB3YIOTCS MPH OLIEHKE JOKYMEHTOB?
FOCy}IapCTBeHHOﬁ u MyHPILIPIl'laHBHOﬁ 22. Kax OCYIICCTBIIICTCA IPpUEM-TICpeaada aCjI B apXI/IB?
BIIACTH 23. Uro Takoe KOH(PUICHIIMATHHBIN JOKYMEHT?

— pasnnuHbIe cTpaTernu 24. Kakue OCHOBHBIE YTpO3bl BOSHUKAIOT TIPH Pad0Te C KOH(DUACHIIMAIBHBIMH JOKYMEHTaMuU?
IPECTABICHAS PE3YJIbTATOB CBOGH 25. VKaxkuTe OCOOCGHHOCTM BEAEHHS  JEIONPOW3BOJCTBA, OOECHEUMBAIONIETO YYe€T W COXPAHHOCTh
PabOTHI JUIsl IPYTHX CICIHATHCTOB. KOH(MAESHIIMAIEHON HHPOPMAINH U IOKYMEHTOB.

26. Yto moHMMaeTcs O/ 3aIMIIEHHBIM JIOKYMEHTOO00POTOM, 32 CUET Yero MOXKET ObITh 0OecIieueHa ero 3amura?
Vmersb — aHaIM3MpOBaTh KOMMYHHKaTHBHbIE | KoMIurekT TecToBbIx 3amanuii: Nel




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

npouecchl B OpraHM3allid |
pa3pabaThIBaTh INPEUIOKEHUS  I10
MOBBIIIEHHIO NX 3()(PEKTHBHOCTH

— JIOTUYECKU BCPHO, apryMEHTUPOBAHO

n SICHO CTPOUTH
MACbMCHHYIO P€Yb

YCTHYIO U

— TMOJJEPXHUBaTh NPOPECCHOHATBHYIO

KOMMYHHKAIINIO, OCYIIECTBIIATH
Hy6J’II/I‘IHHe BBICTYIIJICHUSA
— AaHaJIM3UupoOBaATh JIOTUYCCKYIO

CTPYKTYpY M OIIPEAENSATh CTENEHb
ApryMEHTHPOBAHHOCTH IMHCBMEHHOM
u YCTHOM peun, co3/1aBaTh
Ppas3IMYHbIC€ THUIBI TCKCTOB yCTHOﬁ,

[IUCbMEHHOH, BUPTYaJIbHOU 5
CMEUIaHHOM  KOMMYHUKAalUd  Ha
PYCCKOM  si3bIK€ B Pa3iIM4HBIX
KaHpax YIpaBIeHIECKON
KOMMYHUKAIHA (TyOIMTIIHBIX
BBICTYIUICHUSX, TIeperoBopax,
COBEIAHMSAX, JICIOBOH HEPETTNCKH)

— HHTETpHpOBaTb B  JAEATEIBHOCTH
MOApa3IeNICHNs TIOJIOXKEHHS
AQHAJIMTHYECKUX JOKJIAJ0B, OTYETOB
u JPYTHX MH(pOpMaLMOHHBIX
MaTepHaJoB.

1. ®opmyisip — 3T0:

a) OCHOBHas (hopMa JIOKYMEHTa, QUKCUPYIOIIas IIPaBOBbIE OTHOIIEHHS B J[peBHEPYCCKOM IOCyAapCTBe;
0) oco0o BbIeNaHHAsh KOXa JKMBOTHBIX, IPHMEHSBIIAACS B KayecTBE OCHOBHOTO Marepualia Juisl NHChbMa B
JlpeBHEPYCCKOM TOCYIapCTBE;

B) CaMOCTOSTENBHOE M0JIpa3zieeHe, OCYIIECTBISIONIEE 1EIONPOU3BOACTBEHHYIO IESTEIbHOCTD;

T) THHOBas ycroiunBas opma (0Opaser) OTAEIbHBIX Hanboee pacpoCTPaHEHHbIX IOKYMEHTOB.

2. YcraHOBJIEHHE eOUHOOOpasusi cocTaBa M (OPM YINPaBICHYECKHX JIOKYMCHTOB, CO3aBaeéMbIX IIPU DPEIICHUU
OJIHOTHITHBIX YIPABJICHYSCKUX QYHKIHUIL:

a) yHA(UKAIS;

0) cepTuduKanus;

B) KOJUPOBAHHE;

T) IOKyMEHTHPOBAHHE.

3. OOs3aresnpHBIM YCIOBHEM JUIs BKJIIOYEHHs WH(OpManuMK B HH(MOPMAIOHHBIE PECYpPCHI, OCYILIECTBIIEMOIO B
MIOPSIIIKE, YCTAaHABINBAEMOM OPraHaMH T'OCYIapCTBEHHOI BIAaCTH, SIBISICTCS €e:

a) cTaHJapTU3alKs;

0) 3armura;

B) IOKyMEHTHPOBAaHHUE;

T') BBIKYII TOCYJaPCTBOM Y YaCTHBIX JIUIL.

4. CpencTBOM yCTpaHEHHUs «OyMa)KHOTO Oymay SIBJISIeTCS:

a) KOMITBIOTEPH3aLHsl IeIONPOU3BOICTBA;

0) yHUpUKAIHS JOKYMECHTOB;

B) KJIaCCU(HKANNS JOKYMEHTOB;

T') IPUMEHEHHE Pa3HOCTOPOHHEH OPITEXHUKU

5. 3HayeHue JOKYMEHTAIIHOHHOTO O00ECIIeUeH s yIIPaBICHHsI ONPEIesIeTCs:

a) KOMMYHHUKaIUIMU;

0) unentudukauei;

B) (hukcanueid;

T') CyaeOHBIM pa30HpPaTETECTBOM.

6. B mpaBoM BepXHEM YTy JIOKYMEHTOB PacroiararoTcsl CIIeyIOIINe PEKBU3UTHI: )

rpud coriacoBaHus;

6) oTMETKa 0 KOHTPOJIE;

B) rpu( yTBEPXKICHNUS;

T) ajxpecar.

7. B neBoM BepXHEM yIily JOKYMEHTOB PACIOJIAraloTcs CIeIyIONINe PEKBU3HUTHI:

a) pe30ITIOLIHS;

0) oTMETKa 0 HATWYHNH MPUI0KEHNUS;

B) OTMeTKa 00 MCTIOJIHUTETIE;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

T') KOJ OpraHU3alHH.

8. B mpaBOM HIDKHEM YTIly pacloyiaratoTcsi peKBU3UTHL:

a) OCHOBHOI1 rocyiapcTBeHHBIH peructpanuonHsiii Homep (OI'PH) ropuandeckoro
JIMLA;

0) kKo (hOpMBI JOKYMEHTa;

B) HAeHTH(UKAIIMOHHBII HOMep Haoromatenbiuka (MHH);

T) Tpu} OrpaHUICHUS TOCTYIA K JOKYMCHTY.

9. B neBoM HIDKHEM YTJIy pacloiaratoTcsi peKBU3UTHI:

a) KOJI MPUIHHBI TIOCTAHOBKH Ha YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

I') OTMETKa 00 HCIOJIHUTETE.

10. K B3aMOHUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSTCS:

a) sMbJeMa opraHu3alyy U rocy1apcTBeHHbIN repd PO;

0) KOJ OpraHU3alyK ¥ Ko (OPMBI JOKYMEHTA;

B) PErUCTPAIIMOHHBIN HOMEp HOKyMEHTa U CChUIKA Ha PETUCTPAlMOHHBIA HOMEp U
JaTy TOKYMEHTa;

r) rpu¢ yrBepkaeHus U nedatsb. 1 1. Ecnu oprannzanms moaBeoMCTBEHHA OJTHOBPEMEHHO HECKOJIBKHM OpraHam
YIIPaBJIEHUs, TO B PA3HBIX CUTYALUsIX YKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAsT OPTaHU3AIIHS;

0) camast T7IaBHas! BBIIIECTOSIIAS OpTaHU3aIlus;

B) He OoJIee Tpex CTeleHeH 1M0/[BeIOMCTBEHHOCTH;

T') HEe YKa3bIBAaeTCsl HH OHA BBIIIECTOAIIASI OPraHU3alHsl.

12. JlaTo#t TOKyMEeHTa MOXET OBITh JaTa:

a) ero HaIMCAHUS U COTJIACOBAHNS;

0) ero moJMUcaHus;

B) €r0 yTBEPKACHUS;

T') IPOBEICHU 3aceqaHus1, Ha KOTOPOM MPHUHATO PELICHHUE.

13. JIaTeI B TOKYMEHTaX MOTYT OBITH O(hOPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUITYTCS, KaK IPABUJIO, OT PYKHU:
a) BU3a;

0) pe3oonus;

B) TIOJIITNCE;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

T) aapecar.

15. K xakuM peKBU3UTaM OTHOCATCS CJIOBa!
a) «BepHo» A)
0) «[lns ciry>xeGHOTO MoIBp30BaHus b)
B) «3aMedaHus npuiarawrca» B)
r) «IlerpoB M.K. 924-76-40» I')
16. PekBU3HT «ITOMIICH) HA PA3HBIX JTOKYMEHTAaX BKIIIOYACT:

a) JMYHYIO POCIIHCH aBTOPA JTOKYMEHTA;

0) THYHYIO POCIIMCH PYKOBOIUTEIS U €€ pacIIu(PpPOBKY;

B) YKa3aHHE OJDKHOCTH, JIMYHYIO POCIHCH PYKOBOAUTEISA U €€ paci(poBKY;

T') yKa3aHHe JTOJDKHOCTH, HANMEHOBAaHUE OPTaHU3AIUH, JIMIHYIO POCIIUCH PYKOBOIUTEIIS,
ee pacmdpoBKy.

KommiekT TecToBbIX 3aaHuii: Ne2

1. Kakoe cokparienue sBisieTcst ab0peBHaTypoii:

a) AI'3 MUC Pd;

0) Mocauepro;

B) crardJisiiys;

r) 0/M, 11/0.

2. CnoBo, KOTOpOoe 0003HaYaeT HOBOE MOHATHE, YIOTPeOIseMoe B TIOKYMEHTAX, —

9TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxau3M.

3. OTOepuTe MPUHIUI OPUIIAATBHO-CIIOBOTO CTUIIS JOKYMCHTAIHH:

a) IPEIOCTABIICHUS] MAKCUMAJIbHO BO3MOXKHOM MH()OpMAIIUH;

0) MPUMEHEHHUE CJIOB «MbI BBITIOJTHUMY, «S CIETAI0»;

B) OTPaHHYECHHOCTDb B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

T') IPUMEHEHUE YETKHX OTBETOB «[a», «HETY.

4. Jlexcudyeckoe COKpallleHHe CIIOBa, YIIOTPEOIsIeMOro B JOKYMEHTaX — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') TApOHHM.

5. Uto He OTHOCHUTCS K OPHUIHAIBHO-IEIOBOMY CTHIIIO JJOKYMEHTA:

a) aApeCcHOCTh HHPOPMALINY;

0) TemMaTuuecKasi OrpaHU4YEHHOCTh B IPUMEHEHHH SI3bIKOBBIX CPE/ICTB;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

B) IPEIOCTABICHAE MAKCUMAIBHO BO3MOKHON HH()OPMAIIHH;
) yHUGUKAIUS JOKYMCHTA.

6. K npaBuiiam 1eI0OBOr0 ATUKETA OTHOCSTCS:

a) HETOPOILTUBOCTh C OTBETOM;

0) O6;aroTapHOCTH 3a OTBET WIIH JCHCTBUC;

B) 00CTOSTEIBHOC M3IIOKCHHE JOKYMEHTA,

') YMEHHUE CIIyIIaTh IPYTUX JIIOAEH.7. B KakoM TOKyMEHTe UCIIOIb3YIOTCS CIIOBA «... B IPOTUBHOM ciiydae Bam OymyT

NP bSBIICHBI IITPadHbIe CAHKINI» B KA4eCTBE SI3bIKOBOI (POPMYIIBI, KaK pe3ysbTaTa
YHU(DUKALAH S3BIKOBBIX CPEIICTB!

a) B TapaHTUHHOM MHCHME;

0) B peKIaMaliuOHHOM THCHEME;

B) B HH(OPMAIIIOHHOM ITHACHME;

I') B IMCbMe-HAIIOMHHAHUU.

8. CHOBa, KOTOPbIC CTAHOBATCA Heoq)I/ILII/IaHI)HI)IM 3aMCHUTECJICM TEpMHHA W WX NOPUMCHCHUECB JOKYMCHTax

HEJIOMYCTHMO, — 3TO:
a) MpoeCCHOHATI3MBI;

0) CHHOHHMBI,

B) HEOJIOTU3MBI;

T') TApPOHUMBL.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTa, MO3BOJISIONINHA YCTAHOBUTD
3HaYEHHE BXO/IIIETO B HETO CII0Ba WM (hpasbl — 3TO:

a) aHHOTAIIVS,

6) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perynupytomiast (AedTeNbHOCTS OpraHU3alMil) Cpeja BKIIFOYAET:

a) TOCYIapCTBEHHBIC CTAHAAPTHI;

0) 0OIIECTBEHHBIE OXKUIAHNUS;

B) PEKOMEH/IAIINH, OTPAKAIOLIE TIEPEJOBOI ONBIT;

') HOpPMaTUBHbIE JOKYMEHTBI, OTPaKarOIHe AESTEIbHOCTh OPTaHM3aLNH.

11. [onuTHKa ynpaBieHUs JOKyMEHTaMH OpraHN3aluy 103BOJISET:

a) HOBBIIATH 3P(PEKTUBHOCTH JIESATEIEHOCTH OpPraHNu3alvy;

6) cobmonaTe TpeOOBaHMs 3aKOHOAATEIHCTBA U PETyIHPYIOIIEH Cpeabl;

B) M30eaTh PUCKOB NPEIIPHUHUMATEILCKOM eI TeIbHOCTH, CBSI3aHHBIX C JIOKYMEHTaMU;

I') COXpaHATh MaMsATh OpraHM3alMu, MHAMBHAA W oOmecTBa.l12. K mpuHmmmam pa3paboTKH NMporpaMMm yHpaBieHHS

JOKYMEHTaMH OTHOCUTCA:
a) OIICHKA PHUCKOB, CBA3AHHBIX C OTCYTCTBHUEM O(bI/IHI/IaJ'IBHBIX JTIOKYMCHTOB;




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

0) onpenesieHNe MPAaBUII CO3aHUS METaaHHbIX O TOKYMEHTaX;

B) o0OecrieueHre XpaHeHUs] TOKYMEHTOB B 0€301acCHO 1 3alUIIeHHOI cpeae;

I') onpeieieHre BO3MOXKHOCTEH NOBBIIEHHS 2P (PEKTHUBHOCTH pabOThl OpraHU3alnuu

B pe3yJIbTaTe KaueCTBEHHOTO YIIPaBJICHHS JOKYMEHTaMH.

13. PactipenienieHne OTBETCTBEHHOCTH 32 IOKYMEHTAIIHOHHOE 00eCIIeYeHNE YIIPaBICHUS
MIPEAIoaraeT OTBETCTBEHHOCTh!

a) BCEX COTPYIHHUKOB OpraHU3alny 3a ;

0) CHCTEMHBIX aIMUHICTPATOPOB 3a ;

B) PYKOBOJCTBA OPTaHHU3AINH 32 ;

T') ceKpeTapeii 3a .

14. Ecnn 1OKyMeHT SIBISIETCSI TEM, YeM JOJDKEH OBITh, CO3JaH WJIM OTIPABIICH JIMIIOM, YIIOJIHOMOYEHHBIM Ha 3TO, a
TaKkKe B TO BPeMsi, KOTOPOE YKa3aHO Ha JJOKyMEHTE, TO 3TO O3HAYACT €T0:

a) IOCTOBEPHOCT,

0) IIeJIOCTHOCTH;

B) ayTEHTUYHOCTb;

T') IPUTOHOCTD JUIsl HCIIOJIb30BaHUSI.

15. Crparerus BHeIpeHU JOKYMEHTHBIX CHCTEM IpeyCMaTPUBAET:

a) IPOEKTHPOBAHNE IOKYMEHTHBIX CUCTEM;

0) MOJrOTOBKY COTPYAHUKOB, pabOTAIOIINX C JOKYMEHTaMH;

B) COOTBETCTBUE JJOKYyMEHTOB PETYJINPYIOLIEH cpee;

I') KOHBEPTALUIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CHCTEMBI, (JOPMATHI.

16. CiocoOHOCTh JOKyMEHTHON CHCTEMBI JUINTEIBHO U MPABWIEHO (QYHKIIMOHUPOBATH
B COOTBETCTBHH C TPeOyeMBIMH MPOLIEypaMH O3HAUYaET ee:

a) HaJIe)KHOCTh;

0) 3 (heKTUBHOCTH;

B) IIEIOCTHOCTH;

T') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOM CHCTEMBI IIPEA0TBPAIIaTh HECAHKIIHOHUPOBAHHbIE
JOCTYII K IOKYMEHTaM, UX YHUYTOXXCHHUE, H3MEHEHHUE WIIN TEPEMEICHHUS 03HAYAET ee:
a) HaJIC)KHOCTB;

0) 3QPeKTUBHOCTE;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb. 1 8. MeTo1010THsl TPOEKTUPOBAHUS M BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:
a) aHa/n3 JEJI0BOH JeITeIbHOCTH OpraHu3allny;

0) OLICHKY CYMIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE EHCTBHS;

I') IpeKpalleHne MPUMEHEHHS JOKYMEHTHBIX CHCTEM.




CTpyKTypHBIH

JJIEMEHT [Tnarupyemsie pe3yabTaTsl 00yIeHUS OueHoYHBIE CpPENCTBA
KOMITETEHIINN
19. O6bexTamMu yHUPUKAIIMH U CTAHAAPTU3ALNH B YIIPABICHUECKOH eI TeIbHOCTH
SIBIIIIOTCSL:
a) TEPMHUHBI, UCTIOJIB3YEMbIE ITpU paboTe ¢ ynpaBiieHYeCKoi nHdopManuei;
0) opraHu3alMOHHbBIE CTPYKTYPHI OpPraHU3aLUH, YIPEeXKICHUH U NIPeIIPHUITHII;
B) ynpaBiieHUeCKUe (QyHKIUH;
T) yIpaBlieHUeCcKasi JOKyMEHTalusl.
Brnaners - CIIOCOOHOCTBIO ocymecTBiATh | [IpakTuueckue 3aaHus:
JenoBoe  obmenwe W myOsmuHsle | Kpoceopa 1.
BBICTYIUICHHSI, BecTH  meperoBopsl, | [To ropusonTanu: 1) 3anuck MHGOpPMAIMK HA Pa3IMYHBIX HOCHUTEISX IO YCTAHOBICHHBIM MPaBUiaM; 2) YCTaHOBJICHHE
COBEIIAHMA, OCYIIECTBIATH JICJIOBYIO | KOJIMYECTBA M COCTaBa JOKYMEHTOB B CIMHMIAX ydeTa W (DUKCAnWs MPUHAUICKHOCTH KaXIOW EIWHHUIBI ydeTa K
TIEPETINCKY u MOJIEPXKHUBATh | ONIPEAEICHHOMY KOMIUIEKCY W OOLIEMy MX KOJIWYECTBY B YUETHBIX JOKYMEHTaX; 3) yYETHBIH JOKYMEHT, COJEp KAIINi

QJICKTPOHHBIC KOMMYHHWKAIIUU.

Ha3BaHWE, CBEICHMS O KOJHMYECTBE, COCTaBe MOKYMEHTOB (DOHAA M MECTE€ €ro XpaHEHUs, NpeIHA3HAYCHHBIH I
LCHTPAIN30BAaHHOTO yd4eTa JOKYMEHTOB; 4) IepedeHb O(HIIMANbHBIX HAUMECHOBAHMM XPAHSIIMXCS, BHIOBIBIINX H
MOCTYIAIOIINX apXUBHBIX (DOHIOB B TOpSAKE BO3pACTaHUS NPHUCBOCHHBIX MM HOMEpPOB; 5) IPEAyCMOTPEHHBIE
HOPMATUBHBIMH JOKYMCHTAMHU YCJIOBUS HUCIIOJIB30BaHUA ApXUBHBIX U KOH(bI/II[eHHI/IaHI)HbIX JOKYMCHTOB; 6) L[I/I(prBOC
u/wnu OyKBeHHO-IM(DPOBOE 0003HAUCHHE Jeja B HOMCHKIATYpE JeJl OpraHH3alliy, HAHOCHMOE Ha €ro OO0JIOXKY; 7)
CBOMCTBa JIOKYMEHTa, OOyCJIaBiIMBAIOIIME €ro KyJabTypHOE, Hay4HOE€ MW T.N. 3HAa4YCHUE; §) BOCCTAHOBICHUE
MEpBOHAYAJIbHBIX HJIA OMM3KHUX K MEepBOHAYAIIbHBIM CBOMCTB MW BHEIIHUX IMPU3HAKOB apXMWBHOI'0 JOKYMCHTA,
MOJIBEPIIIETOCs MOBPEKIACHUIO WIIH Pa3pyLIeHNIO; 9) CpeicTBO THPAXUPOBAHUSA TOKYMEHTOB; 10) ydeTHBIN JOKYMEHT,
COZIepJKaliii NepeyeHb JOKYMEHTOB Jiefia ¢ yKa3aHHEeM HOPSJKOBBIX HOMEPOB JIOKYMEHTOB, MX MHJEKCOB, Ha3BaHWUM,
JlaT, HOMEpOB JHCTOB; 11) mpuMeHeHne HHPOPMAIMU JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX U T.II. IIEJSIX, a TAKXKe I
oOecrieyeHns] 3aKOHHBIX TIPaB M HMHTEPECOB TpaxJaH; 12) CIpaBOYHHMK, B KOTOPOM HMH(OpMAIMsi O JOKYMEHTax
pacIiojoXeHa B COOTBETCTBUM C BHIOpPAaHHOW cxeMoH knaccupukanny; 13) MOKYMEHT, MOJHOCTHIO BOCIPOW3BOISAIINH
nH(pOpMaNNIO MOAIMHHOTO JIOKYMEHTA W BCE €ro BHEIIHHE NMPHU3HAKH WM YacTh MX, HO HE MMEIOUIMH I0pUANYECKON
cuibl, 14) M3MeHeHHe MNepBOHAYAIbHBIX (DPU3NKO-XMMHUYECKHX CBOMCTB JOKYMEHTa I10JI BO3JCHCTBHEM BHEUIHUX H
BHYTPEHHHX (PakTOpoB; 15) MEpBBIA WM €IUHWYHBIH SK3EMIUIIP O(QUIIHANbHOTO NOKYMEHTa; 16) I0puandecKoe Win
¢dusnyeckoe IMIO, B JACATEILHOCTH KOTOPOro oOpasyercs IOKyMeHTanbHbl ¢(oHn; 17) cpencTBo XpaHEeHHUs
JTOKYMCHTOB.




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo BepTukanu: 1) ABUMKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTA MX CO3J[aHUS WU TMOJIYYeHUS JO 3aBEpIICHUS
UCIIOJIHEHHSI WIIA OTIpaBiieHus; 18) 3amuch y4eTHBIX TaHHBIX O JOKYMEHTE 10 YCTaHOBJICHHOH (opme, dukcupyrommas
(dakT ero co3maHus, OTIPABICHUS U MONydeHHs;, 19) MOKYMEHT WM COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIUXCS K
OJIHOMY BOIIPOCY WJHM YYacTKy JAESITeIbHOCTH M TIOMEIICHHBIX B OTACTbHYIO 00J0XKy; 20) opraHu3anus WiIu
CTPYKTYPHOE TIOJIpa3/ielIeHHe, OCYIIECTBISIONIEE UINTEIBHOE WM MTOCTOSTHHOE XpaHEHHE OKOHYEHHBIX JTOKYMEHTOB C
[IENTBI0 X HMCIIONIB30BaHMST; 21) CpeACcTBO KacCOBOI OPITEXHUKH; 22) KOMHUS YACTH TEKCTa TOKYMEHTa, oopMIICHHAS B
YCTAaHOBIICHHOM TOpsiAKe; 23) CpeAcTBO H3TOTOBICHHS HW300pa3HTENBHBIX JTOKYMEHTOB; 24) CIEIUalbHO
0o0OpyIOBaHHOE IOMEIICHUE /IS XPaHCHUS AapXWBHBIX [OKYMEHTOB; 25) TMOBTOPHBIH SK3eMIULIp ITOTHHHUKA
JOKYMEHTa, UMCIOIIUI IOPHIUYECKYIO CHITy; 26) (H3MUECKOe WM IOPHIUYECKOE IJIUI0, CO3AaBIIce ITOKYMEHT; 27)
oUIHANBEHBIH JOKYMEHT, UMCIOIIUIN OPUAMYECKYI0 CIIy W CoIep)Kammidi WH(POpPMAIHI0O O TpeIMeTe 3ampoca, ¢
yKa3aHHEM IOWCKOBBIX JNAHHBIX JOKYMECHTOB; 28) OTOOp JOKYMEHTOB Ha XpPaHCHHE WIM K YHHYTOXKCHHUIO, a TaKKe
YCTaHOBJICHHE CPOKOB UX XPAHEHUsI HA OCHOBE TPUHSATHIX KPUTEPHUEB.

Kpoccrops 2.




CTpyKTypHBIH
JIIEMEHT
KOMITETCHIIMU

[Tnarupyemsie pe3yabTaTsl 00yIeHUS

Or1eHOUHBIE CpeaCTBa

ITo ropmsonTanmu: 1) HOpPMAaTHUBHBIA JOKYMEHT, COAEpPXALIMH CHCTEMAaTH3UPOBAHHBIM IEpEYeHb CIPYNIHPOBAHHBIX
HaMMEHOBAaHUII OOBEKTOB W NPUCBOCHHBIE WM KOJbI; 2) HOPMATHUBHBIA JOKYMEHT, 3aKpEIUISIONIMN YHU(DHUKALHIO
JIENONPOU3BOICTBA; 3) (UKcallMs Ha MaTepUAILHOM HOCHTeNe WHPOpMAalMd C PEKBU3UTAMH, TO3BOJSIONUMHU €e
UICHTH(PUINPOBaTh; 4) yCTaHOBICHHE €AMHOOOpasms cocTaBa M (GOPM YIPABICHYECKHX TOKYMEHTOB, CO3aBa€MBIX
IpU PpeIIeHWH OJHOTHUIIHBIX YIpaBlIeHUYeCKHX GQyHKIm; 5) wuHpOpManus, (QUKCHpOBaHHAasE Ha KaKOM-JIHOO
MarepualbHOM HOCHTEE.

[To Beprukamu: 1) mudposoe o003HaueHHE POPM JOKYMEHTOB B XOJ€ COCTaBJICHHUS KiIacCu(UKATOPOB WHpopManuu; 6)
mudppoBoe 0003HAYCHHE, SBILIIONICECS JIEMEHTOM HWIACHTU(QHUKAIINE OOBEKTOB B XOAE HUX Kiaccupukarum, 7)
MEXIYHApOAHBIH JIOTOBOP 110 OMNpPEAETICHHOMY BONIpPOCY; &) OpraHm3alMs WM CTPYKTYpHOE IOJpa3jelieHHe,
OCYIIECTBIISIOIIEE IOJITOBPEMEHHOE WM IIOCTOSHHOE XPaHEHHE OKOHUCHHBIX J1eN; 9) BHECEHHE JIOJDKHOCTHBIM JIMIIOM
B O(QHIMAIbHBIE JOKYMEHTHl 3aBEJOMO JIOXKHBIX CBEACHHH WIM HCHPABICHWH, MCKAXKAIOMNX WX AEHCTBUTEIHHOE
cozxepskanue; 10) cuHOHMM citoBa J10roBOp; 11) MOKyMEHT, MOATBEPKIAIOIINH COOTBETCTBHE TPOIYKINH, IPOLECCOB U
YCIIYT YCTAHOBJICHHBIM TPEOOBAHUSIM.




0) Ilopsimoxk npoBedeHHS] TPOMEKYTOUHOH AaTTeCTAllMU, MOKa3aTeJM W KPUTepPUHU
OLICHUBAHUS:

IIpomesicymounaa ammecmayus npogooumcs 6 gpopme sauema.
Kpumepuu oyenxu (6 coomeemcmeuu ¢ popmupyemvimu KOMNEMeHYUAMU U NIAHUPYeMbIMU
pesyremamamu 06yuenus):
OrneHKa «3a4TE€HO» BBICTABIISETCS CTYACHTY, KOTOPBIi
- IPOYHO YCBOWJI IPEAYCMOTPEHHBIN POrPaMMHBINA MaTepHUall,
- IPaBUJIbHO, APTYMEHTUPOBAHO OTBETHJI Ha BCE BOIIPOCHI, C IPUBEACHUEM IIPUMEPOB;
- TOKa3aJl TITy0OKHEe CHCTEMaTU3UPOBAHHBIC 3HAHUS, BIaJIeeT IPUEMaMH PacCyKICHUS U
COIIOCTABJISIET MaTepHall U3 pa3HbIX HCTOUYHUKOB: TEOPUIO CBA3BIBACT C IPAKTUKOM, JPyTUMU
TEMaMHU JAHHOTO Kypca, IPYTUX U3Y4aeMBbIX IPEIMETOB
- 6€3 oImMOOK BBIIOJIHUI IPAKTHUECKOE 3aJaHHUE.
OneHka «He 3a4TEHO» BBICTABIISETCS CTYAEHTY, KOTOPbIi He crpaBuiics ¢ 50% Bonpocos u
3aJJaHUi, B OTBETAX Ha JPYrHe BONPOCH! JOMYCTUII CyllecTBEHHbIE oHOKH. LlenocTHOrO
NPEJCTAaBICHUS O B3aUMOCBSI35X, KOMIIOHEHTAX, 3Tanax pa3BUTUS KyJIbTYPHl Y CTY/ICHTA HET.

Ipuio:xkenue 3
Memoouueckue pekomenoayuu 011 nOO20MOGKU K 3a4emy
1. [TonrotoBKa K 3a4eTy 3aKII0YAETCs B U3YUYCHUH TIIATEIHHON IPOPAOOTKE CTYACHTOM
y4eOHOro Marepuasia JUCIUILUIUHBI C YYETOM YUYEOHUKOB, JIEKIIMOHHBIX U CEMUHAPCKUX 3aHITHH,
CTPYNIHUPOBAHHOM B BUJI€ KOHTPOJBHBIX BOIIPOCOB.
2. 3a4eT 1no Kypcy NpoOBOAUTCS B BUJIE TECTUPOBAHMUS.
3. KauecTBeHHOM MOArOTOBKOM K 3a4€TY SIBJIAETCS:
—TIOJTHOE 3HAHUE BCETO Y4eOHOro MaTepuasa mo Kypcy;
—CBOOOJIHOE OTIEPUPOBAHKE MATEPUATIOM;
—JI€MOHCTpAIMs 3HAaHUH JOMOJHUTEIILHOTO MaTepuaa;
—4y€TKHE IPaBUIbHBIE OTBETHI B 3aJaHHSIX.

[TprMepHBIii TepeueHb BONPOCOB K 3a4eTy:

=

OCHOBHBIE TIOHSTHS, TPUMEHSIEMBIE B JICIIOTIPOU3BO/ICTBE.

2. PexBu3uthl okymMeHTOB. Kakue BuIbI OJ1TaHKOB 1 (hOpMATHI TOKYMEHTA TPUMEHSIOTCS B
YUpEKIACHUSAX ?

3. Cocras o01m1ero 0Oy1aHka.

4. PexBU3UTHI B cocTaBe OJaHka muchMa. Uem oTinuaetcst oOmuii 6ank oT OaHKa Jis
nicbma?

5. PexBU3UTHI B cocTaBe OllaHKa BUJIA TOKYMEHTA.

6. Dopmyisp-obpaserl.

7. Kaxkue TpeGoBaHMs PEABABIAIOTCA K TOKyMEHTaM?

8. Hasnauenue u cocTaB OpraHH3aIMOHHO-TIPABOBOM JTOKYMEHTAIIUA

9. HaznaueHue M cOCTaB pacHoOPSIUTENLHON TOKyMEHTAIlUU

10. Ha3naueHue u cocTaB HHGOPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAIIUH

11. TpeGoBaHus K 0POPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIINN»

12. CocTaB peKBH3UTA «CIIPABOYHBIC JAHHBIE 00 OPTaHU3AIUI

13. Iopsitok AaTUpOBaHMS TOKYMEHTA U BUBI JaT.

14. CoctaBHBIC YaCTH PETUCTPAIIIOHHOTO HOMEpPa JOKYMEHTA M MOPSAOK €ro MPOCTABICHUS

15. Topsmok aapecoBaHUs JOKYMEHTA.

16. Kakumu ciocobamu opopmirsieTcst YTBEpKIACHHE TOKyMeHTa?

17. Kakue TpebGoBaHMs IPEIBSIBIISIOTCS K 3aT0JIOBKY?

18. TMopsimox ohopMITeHHUS IPHUITOKEHUH K TOKYMEHTY

19. Mopsitox opopMIIeHUS PEKBUZUTOB «IIOAMKCH» H «OTMETKA O 3aBEPEHHUH 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 mpocTaBieHUs Ha TOKYMEHTax nevyaTen

[lepeuncnure OTMETKH, IPOCTABISEMBIE Ha BXOSIEM JOKYMEHTE, YKaKUTE MOPSAOK UX
odopmIIeHHUS.

OTansl NOATOTOBKU JTOKYMEHTA.

O6mmue TpeboBanus K TEKCTy AokyMeHTa. Kak odopmiisercs B TEKCTE cChUIKa Ha
JpYroi J1OKyMEHT?

Bupl opraHn3alinoHHBIX JOKYMEHTOB M OCOOGHHOCTH UX COCTABJICHUS U O(POPMIICHUSI.
JlaThl pacriopsAUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH MX COCTABICHHS U O()OPMIICHUSI.
B yem ocoGenHocTu coctaBieHus U 0hopMIICHHS POTOKOIa?

B uem ocobenHocTH coctaBieHus U opopmIiieHuUs aKkTa?

TpebGoBaHusI K COCTaBICHHUIO U 0(OPMIICHHIO TOKJIAIHBIX 3aIIUCOK

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHUIO OOBSICHUTEIBHBIX 3aITUCOK

TpeGoBanust K COCTaBICHUIO U O(OPMIICHHUIO CIIPABOK

TpeboBaHMs K COCTABICHUIO U O(DOPMIICHHUIO CITY’KEOHBIX ITHCEM

TpebGoBaHus K COCTaBICHUIO U O(OPMIICHHUIO TeJlerpaMM

OcoOenHocTH cocTaBieHus U ohopmiieHus TeaedoHOrpaMM

Yrto noHuMaeTcs noj 00beMoM JOKYMEHTO000POTa, OYEMY OH YBEIUYUBACTCS?

Yto BXOIUT B MOHATHE JOKYMEHTOOOOpOTa?

OpranuzanvoHHbIe JOKYMEHTBI, OTPEAEIISIONIUE MOPSIA0K IBUKEHHS TOKYMEHTOB B
opranu3zanuu (pupme)

TpebGoBanus K OpraHU3alUU TPUEMa U IEPBUYHOM 00pabOTKU TOKYMEHTOB

3HavYeHne MPEABAPUTEIHHOTO IIPOCMOTPA U PACTIPEICNICHHSI TOCTYIHUBIINX JOKYMEHTOB
[TpaBusia 00pabOTKH UCXOASIINX TIOKYMEHTOB.



