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1 OBIIASA XAPAKTEPUCTHUKA PABOYEH NMMPOTPAMMBI YUEFHOHN JUCIITATIINHBI
«/lokyMeHTaMOHHOE o0ecneYeHue YIpaBJIeHHs »

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

Pabovast mporpamma y4eOHOW AUCHUILIMHBI «/{0KyMeHTanHOHHOEe obecrieyeHHe YNPABJICHHS
SBIISICTCSA YacThIO MPOrPaMMBbl IOJATOTOBKH CIEIIMATIMCTOB CPEAHEro 3BeHa mo crernuansHocTi 38.02.01
DKOHOMHKA M OyXraJaTepcKuii yuer (1o orpacisiM). Pabouast mporpamma cocrapieHa AJisi O4HON (HOpPMBI
o0OydeHusl.

1.2 MecTO0 AUMCHMIUIMHBI B CTPYKType NPOrpamMMbl NMOATOTOBKHM CHENUAJTHCTOB CpeIHero
3BeHa

VYyeOHas jucuuiuiiHa ««/JlokyMeHTanMOHHOe o0ecneyeHHe YNPaBJIEHHMA» OTHOCUTCS K
oOmenpodeCcCHOHAIBHOMY  YIEOHOMY ITUKITY.

OcBoeHnto y4eOHOW IUCHMIUIMHBI TPEAIIECTBYeT H3y4deHue yueOHbix mucuurume [1]1.02.
HNudopmaruka.

JucuumnuHa «/JloKkyMeHTalmoHHOe of0ecrieyeHre YIpPaBJIeHHs SBISETCS NMPEALIECTBYIOMENH IS
M3YYCHHS CIEAYIOUIMX Y4eOHBIX IUCHMIUIUH, mpodeccuoHanbHbix Mmoxaynei: OIIL.07. Hanorum wu
Hanorooboxenue; [IM.01. JlokymMeHTHpOBaHNE XO34WCTBEHHBIX ONEpalMil U BeIEHHE OyXIaJTepCKOIro
ydeta akTuBOB opranuzanuu; 1IM.02. Benenue Oyxranarepckoro ydyera MCTOYHHKOB (POPMHUPOBAHUS
aKTHBOB, BBIITOJIHEHHE PA0OT MO0 MHBEHTAPU3aLMU aKTUBOB M (DHHAHCOBBIX 00sI3aTEIHCTB OPraHNU3aLUU
IIM.04. CocraBrieHnue 1 UCNONb30BaHUE Oyxrantepckoi (prHaHCOBOIT) OTYETHOCTH.

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOCHUS TN CHMIIJIMHBI:

ConepxaHve JAUCUUIUIMHBI OPHUEHTHMPOBAHO HAa MOJrOTOBKY OOYYalOUIMXCS K OCBOCHHIO
npoeCCHOHATBHBIX ~ MOIYJCH TPOTpaMMbl  MOJITOTOBKH  CIEIHAIMCTOB CPEAHETO 3BEHa 10
CMELUAIBHOCTU U OBJIAJICHUIO CIEAYIONIMMHU OOIIHUMU U TPO(ECCUOHATIbHBIMU KOMIIETEHLIUAMMU:

IIK 1.1. O6pabarbiBaTh NepBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabaTpiBaTh U COIJIACOBBIBaTh C PYKOBOACTBOM OpraHM3alMM paOouuii IUIaH CUYETOB
OyXraJTepcKoro yuyera OpraHu3aluu.

[IK 2.1. ®opmupoBath OyxraiaTepckue MpOBOAKHU MO yYETY UCTOYHMKOB aKTMBOB OpraHM3alMd Ha
OCHOBE paboyero MjaaHa cCueToB OyXrajTepcKoro ydera.

[IK 2.2. BpInOaHAT NOPYyYEHHsI PYKOBOJICTBA B COCTaBE KOMUCCHH 10 MHBEHTAPU3ALMKM aKTUBOB B
MeECTaX UX XpaHECHHUS.

[IK 2.6. OcymuiecTBasTh cO0op UHPOpPMALMKU O ACSITEIBHOCTH O0BEKTa BHYTPEHHErO0 KOHTPOJIS 1O
BBINOJIHEHUIO TpeOOBaHU IPAaBOBOM M HOPMATUBHOI 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[1IK 2.7. BbINOTHATH KOHTPOJIbHBIE NMPOLEAYPHl U UX JOKYMEHTHPOBaHHUE, FOTOBUTH U O(OPMIISATH
3aBepUIAlOIINE MAaTEPUAIbI 10 PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS.

[IK 3.2. OdopMasaTh miuaTeXHbIE TOKYMEHTHI JJIsi NEPEYUCIIEHUs] HAJIOroB U COOpPOB B OIOJKET,
KOHTPOJIMPOBATh UX MPOXOXKICHHUE IO PACUETHO-KACCOBBIM OAHKOBCKUM OIEPALHSIM.

I[IK 3.4. Odopmidrh miaTeXHbIE JAOKYMEHTbl Ha II€PEUMCICHHE CTPAaXOBBIX B3HOCOB BO
BHEOIO/KETHbIE (DOHIBI M HAJIOTOBBIE OPraHbl, KOHTPOJIMPOBATH WX MPOXOXKJIEHHE IO PACUETHO-
KaCCOBBIM 0aHKOBCKHM OIEpaLUsIM.

I[IK 4.2. CocraBnath ¢opmbl Oyxrantepckoil ((pMHAHCOBOW) OTYETHOCTH B YCTAHOBJICHHBIC
3aKOHOZATEIBCTBOM CPOKH.

IIK 4.3. CocraBnsaTh (OTUETHI) W HAJOTOBBIE NEKIApalliyd IO Hajgoram W cbopam B OIOIKET,
YUUTHIBas OTMEHEHHBIH efuHblii couuanbHbli Hasor (ECH), oTdeThl mo cTpaxoBBIM B3HOCaM B
rOCyJapCTBeHHble BHEOIO/KETHbIE (OHABI, a Takke (QOPMBI CTATUCTUYECKOHM OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIbCTBOM CPOKH.

I[IK 4.6. Ananu3upoBaTb (DUHAHCOBO-XO3SIMCTBEHHYIO JEATEIBHOCTh, OCYIIECTBIATH aHAIU3
uH(pOpMalNH, TOJIy4EHHOH B X0J1€ POBEJCHHUS KOHTPOJIBHBIX IIPOLIEYP, BBIBICHUE U OLIEHKY PUCKOB.

IIK 4.7. IlpoBoguTh MOHMTOPHMHI YCTPAHEHHUS MEHEPKMEHTOM BBISBICHHBIX HapyIICHU,
HEZ0CTaTKOB U PUCKOB.



1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHOH KaCCOBOW OTYETHOCTHIO.

OK 01 Bribuparb cnocoObl pemieHus 3afad Npo(ecCHOHATBHON NeSTETbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 OcymiecTBiiTh MOHMCK, aHAIM3 W HWHTEPHpETanni0 HHPOpPMAIMH, HEOOXOJUMOW IS
BBITIOJTHEHUS 33/1a4 NPOodeCCHOHATBHON AesITebHOCTH.

OK 03 ITnarupoBaTh U peaan30BbIBATh COOCTBEHHOE MPO(EeCCHOHAIBHOE U IMYHOCTHOE Pa3BUTHE.

OK 05 OcyumectBisiTh yCTHYI0O U NHUCBMEHHYI0 KOMMYHHMKAIIMIO Ha TOCYJAapCTBEHHOM  SI3bIKE
Poccwuiickoit @eneparuu ¢ yaeToM 0COOCHHOCTEH COIMAIEHOTO B KYJIhTYPHOTO KOHTEKCTA.

OK 09. Mcnonb3oBaTh HHGOPMAIIMOHHBIC TEXHOJIOTUH B MPO(HECCHOHATBLHOMN NEITEIHOCTH.

OK 10 Iomp3oBaTbes mpodecCHOHATBFHONW JOKYMEHTAIMe Ha roCcyJapCTBEHHOM M HMHOCTPAaHHOM
SI3BIKAX.

Koo IIK/ OK Ymenusn 3nanusn

IIK 1.1. ObpabatbiBaTh V1. opopMIsTh TOKyMEHTAIUIO B 31. TpeboBaHus K

MEPBUYHBIC OYXTAITEPCKUE | COOTBETCTBUHU C HOPMATHBHOM COCTaBJICHUIO ¥ O(hOPMIICHUIO

JTIOKYMEHTBI 0a30ii, B T. 4. C UCIIOJIb30BAHUEM JIOKYMEHTOB;
MH(OPMALIMOHHBIX TEXHOJIOTHUI; 32. cucteMsl
VY2. ucnons3oBaTh JOKYMEHTAIMOHHOTO
YHAUPUITUPOBAHHBIC (DOPMBI obecrieueHus yrpaBiaeHUs;
JIOKYMEHTOB KJIacCU(UKALIUIO TOKYMEHTOB

[IK 1.2. Pa3zpabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTUHU 33. nousATue, LU, 3a1a4d U

COTJIACOBBIBATH C aBTOMATU3UPOBAHHOM 00pabOTKH MPUHIIUIIBI

PYKOBOJICTBOM JTIOKYMEHTAIUN JIEIOTIPOU3BO/ICTBA

OpraHu3anuy padboumii mIaH
CUETOB OYXTaJITEPCKOTO
ydera OpraHu3aluu

[IK 2.1. ®opmupoBaTh V1. 0opopMIATh TOKYMEHTALIUIO B 34. OCHOBHBIE IOHSTHSI
OyXranTepckue MpOBOAKH COOTBETCTBUM C HOPMATHUBHOM JOKYMEHTAI[MOHHOTO
M0 y4EeTy UCTOUHUKOB 0a30M, B T. 4. C UCIIOJIb30BaHHEM oOecrieYeHus yrpaBIIeHIS,
aKTHUBOB OPraHM3aLMHU Ha UH(POPMALIMOHHBIX TEXHOJIOTUH; 35. opranuzanuio
OCHOBE pabouero IiaHa V2. ucnonp3oBarhb JIOKYMEHTO000pOTa: PUEM,
CUETOB OYXTaJITepPCKOTO yHU(DULIEPOBaHHBIE (POPMBI 00paboTKy, perucTpanuio,
ydera JIOKYMEHTOB; KOHTPOJIb, XpaHCHHE

V¥3. ucnonb3oBaTh JIOKYMEHTOB, HOMEHKJIATYpy

TEJIEKOMMYHUKAI[IOHHBIE nen

TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHTOO00POTE;

V5. ocylecTBIATh XpaHEHUE U
MOKCK JIOKYMEHTOB

[1K 2.2. BeInOaHATH V2. ucnosnb3oBaTh 32. cucteMbl
MOpYYEHUsl PYKOBOJICTBA B | yHU(PUIIMPOBaHHBIE (POPMBI JOKYMEHTAllMOHHOT'O
COCTaBE KOMHUCCHUU T10 JIOKYMEHTOB; obecrieveHus yrpaBIeHUS;
VHBEHTapHU3aluy aKTUBOB B | Y 3. UCITOJIB30BATh KJIacCU(UKALIHIO
MeCTaX WX XpaHECHUS TEJIeKOMMYHUKAIIMOHHBIE JIOKYMEHTOB;
TEXHOJIOTMH B JIEKTPOHHOM 34. OCHOBHBIE ITOHATHS
JIOKyMEHTO000pOTe JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBieHuUs
[IK 2.6. OcyuiecTBasiTh V3. ucnoabp30BaTh 34. OCHOBHBIE ITOHATHS
c6op uHbopmaIuu o TETIEKOMMYHUKAITHOHHBIC JIOKYMEHTAIMOHHOTO
JeSITEeIbHOCTH 00bEKTa TEXHOJIOTHH B JIEKTPOHHOM oOecrnieveHus ypaBIeHUS;
BHYTPEHHEr0 KOHTPOJIS [0 | JOKYMEHT0000POTE; 35. opranuzanuio
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BBITIOJTHCHUIO TPEOOBaHMIA
[IPaBOBOM U HOPMATUBHOU
0a3bl U BHYTPEHHHUX
pEerIamMeHToB

V4. ocBauBaTh TEXHOJOTUU
ABTOMAaTH3UPOBAHHOH 00pabOTKH
JOKYMEHTAILUH

JIOKYMEHTOO00O0pOTA: TIPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATypPy
Jen

IIK 2.7. BuIIOJHATE
KOHTPOJIbHBIE TTPOLICTYPHI U
WX JIOKYMEHTUPOBAHUE,
TOTOBHUTH U 0DOPMIISITH
3aBepIIAIOIINE MaTePUAITbI
10 pe3ybTaTaM
BHYTPEHHET0 KOHTPOJIS

V4. ocBanBaTh TEXHOJIOTUH
aBTOMAaTHU3UPOBAHHONW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocylecTBiIsTh XpaHEHHUE U
MIOWCK JIOKYMCHTOB

35. opranuzaiuio
JIOKYMEHTO000pOTa: IIPHEM,
00paboTKy, pEerUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATypy
Jen

I1K 3.2. Odopmiats
IUTATE)KHbIC TOKYMEHTBI JJIs
MEPEYHCIICHNS HAJIOTOB U
cOOpOB B OIOIKET,
KOHTPOJIMPOBATh UX
MIPOXOKJICHHE 10 PACYCTHO-
KacCOBBIM 0AaHKOBCKHM
oreparusam

V1. obopMIsITE JOKYMEHTAIIHMIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
WH()OPMAIIMOHHBIX TEXHOJIOTHUIA;
V¥2. ucnonp30Barhb
YHAUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBaHMS K
COCTaBJICHUIO M 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

1K 3.4. Opopmnats
TJIATeKHBIC JOKYMEHTHI Ha
MIEPEUMCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOIKETHBIE
(OH/IBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
UX MPOXOXKICHHUE TIO
pacdeTHO-KacCOBBIM
OAHKOBCKHUM OIepaIisam

V1. opopMIsSTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMAaTHBHOU
0a30ii, B T. 4. C KCIIOJIL30BAHUEM
WH()OPMAIMOHHBIX TEXHOJIOTHUIA;
V2. ucnons30BaTh
YHAPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB

31. TpeboBanus K
COCTABIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

32. cucteMsl
JOKYMEHTAI[IOHHOTO
oOecrnievueHus yrnpaBacHUS;
KJIacCH(UKAIUIO JOKYMEHTOB

I1IK 4.2. CoctaBnate hopmMbl
OyXranTepckoi
(¢puHAHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHOJIaTE€JILCTBOM CPOKH

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUM C HOPMATHUBHOM
0a3oi, B T. 4. C UCIIOJIb30BAHUEM
UH(POPMALIMOHHBIX TEXHOJIOTHA;
V2. ucnonp30BaTh
yHU(DULIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUU
aBTOMATHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTaLuU

31. TpeboBanus K
COCTaBICHUIO U O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBIeHUS;
KJ1accu(puKamuo
JIOKYMEHTOB;

33. nmousATHe, LU, 3a0a41 U
TPUHITUITBI
JIEJIONPOU3BOJICTBA

IIK 4.3. CocraBiasarh
(OTYETHI) M HAJIOTOBBIE
JeKJIapaliy 1o HajoraM u
cOopam B OIOTKET,
YUUTHIBAasE OTMEHEHHBIN
€IUHBINA COMHAJILHEBIN HAJIOT
(ECH), otueTsl 110
CTPaxOBbIM B3HOCAM B
rocyJapCTBEHHbBIE
BHEOIOKEeTHBIE (OH/IBI, a
TaKxe (OpMbl
CTaTHUCTHYCCKOU

V1. opopMIsATh JOKYMEHTALIUIO B
COOTBETCTBUU C HOPMAaTHBHOU
0a30ii, B T. 4. C HCIIOIL30BAHUEM
UH(POPMALIMOHHBIX TEXHOIOTUH;
V2. ncnonp3oBarth
YHUPUIIUPOBAaHHBIE (HOPMBI
JIOKyMEHTOB

31. TpeboBaHus K
COCTaBJICHUIO ¥ O(hOPMIIEHUIO
JIOKYMEHTOB;

32. cucTeMsl
JOKYMEHTAI[HOHHOTO
oOecrnievyeHus yrnpaBIeHUS;
KJIacCU(UKAIUIO IOKYyMEHTOB




OTYETHOCTHU B
YCTAHOBJICHHBIC
3dKOHOIATCIIbLCTBOM CPOKH

[IK 4.6. AnanuzupoBaTh
(MHAHCOBO-X03HCTBEHHYIO
JeSITebHOCTb,
OCYLLECTBIISATh AHAJIN3
uHbOpMaINH, TTOITyYCHHON
B XO7/I€ IPOBE/ICHUS
KOHTPOJILHBIX MPOIIETYP,
BBISIBIICHHE U OLEHKY
PHCKOB

V3. ucrnonp30Bath
TEJIEKOMMYHUKAI[IOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocymiecTBIsATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

33. noHATHE, LICNH, 330294 U
TIPUHITUTIBI
JIEIONIPOU3BO/ICTRA;

34. 0OCHOBHBIC TTOHSITHUS
JIOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHU;
35. opraHu3zaiuio
JIOKYMEHTO000pOTA: TIPUEM,
00paboTKy, peruCTPaLHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
Jen

[IK 4.7. TIpoBoauTh
MOHHUTOPHHT YCTPAHEHUS
MEHEIKMEHTOM
BBISIBJICHHBIX HApYIICHHI,
HEJIOCTaTKOB U PUCKOB

V4. ocBanBaTh TEXHOJOTUH
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAITUH;

VY5. oCcylecTBisATh XpaHEHUE U
MIOWCK JIOKYMCHTOB

33. nmousATHe, LEIH, 3a0a41 U
TIPUHITUTIBI
JIEJIONIPOU3BO/ICTRA;

34. OCHOBHBIE ITOHATHS
JIOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBIcHUS;
35. opranu3zaiuio
JOKYMEHTO000pOTa: IPHEM,
00paboTKy, pETUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATYPY
el

[IK 6.2. Bectu xaccoByto
KHHUTY C COOCTBEHHOM
KaCcCOBOU OTYETHOCTBIO

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOM
0a3oii, B T. 4. C HCIIOJIb30BAaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHI

31. TpeboBanms K
COCTaBIECHUIO ¥ O(hOPMIICHUIO
JIOKyMEHTOB

OK 01 Ber6upats ciocoObl
peleHus 3a1a4
npo¢eCcCuOHATBHON
JeSTeNbHOCTH
MPUMEHUTEIHHO K
Pa3IUYHBIM KOHTEKCTAM.

VY01.1 pacnio3HaBaThb 3a1a4y U/Uiau
npobieMy B pohecCHOHAIbHOM
W/WIIN COITUATEHOM KOHTEKCTE,
VY01.4 BeIABIATH U H3PPEKTUBHO
UCKaTh HH(GOPMAIIHIO,

HeO6XOIlI/IMYIO JJI PCIICHUS 3ada9n

U/Wau IpoOIeMbl

Y01.11 ouenuBars pe3ynpraT U
IOCJIECTBHUS CBOUX NEUCTBUU
(caMOCTOSATENBHO MITH C IOMOIIBIO

301.1 akTyanbHbIN
npohecCuoHaNbHBIN U
COIIMAITLHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS
pabortatb

301.3 oCHOBHBIE HICTOYHUKH
uH(pOpMaLlUU U PECypCh JUIs
301.8 nopsa0K OLEHKH
Pe3yJIbTaTOB pELICHUs 3a/1a4

OK 02 OcymiecTBasiTh V02.3 mianupoBaTh Npouece 302.1 HomeHKnaTypa
MOUCK, aHAIU3 U MOVCKA; MH()OPMATMOHHBIX
WHTEPIPETALUIO VY 02.5 BeIiensaTy Haubosee HMCTOYHUKOB ITPUMEHSIEMbIX B
uH(popManuu, 3HAUYMMOE B MepeuHe HHGOpMaIuu npodeccuoHaIbHON
HE0OXO0IMMOM ISt NeSITeNIbHOCTH;
BBIIIOJIHEHUA 33124 302.2 npueMsl
npodeccnoHanbHOM CTPYKTYpUPOBAHUS
JESITEIBHOCTH. uH(bOpMaIuu

OK 03 IitanupoBats u VY03.1 onpenensiTh akTyaIbHOCTh 303.1 conepxanue
pean30BhIBaTh HOPMAaTUBHO-TIPABOBOM aKTyaJlbHOM HOPMATHUBHO-
COOCTBEHHOE JIOKYMEHTaIlu! B MPaBOBOM JOKYMEHTAIIHH;




po¢eCCUOHAIBHOE U
JIMYHOCTHOC PA3BUTHC

npodeccHoHaIbHON AEATETLHOCTH;
VY03.2 npuMeHATh COBPEMEHHYIO
Hay4HYIO TPO(eCCHOHATBHYIO
TEPMUHOJIOTHIO

303.2 coBpeMeHHasi Hay4YHas
U npodeccuoHanbHas
TEPMHHOJIOT U

OK 05 OcyiecTBasiTh
YCTHYIO ¥l TICBMEHHYIO
KOMMYHHUKAITHUIO Ha
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanyu ¢
y4eToM 0COOEHHOCTEH
COLIMAJILHOTO U
KYJIbTYPHOT'O KOHTEKCTA.

V05.3 uznaratb CBOM MBICIIH 1
0pOPMIISITh TOKYMEHTHI 110
po¢eCCHOHAIBHON TeMaTHUKE Ha
rOCYJapCTBEHHOM SI3bIKE

305.8 nmpaBusia opopMIIeHUS
JIOKYMEHTOB

OK 09 Ucnionp3oBathb

¥ 09.3 nposBisATh KYJIBTYPY

309.3 HopMmBI

nH(pOPMAaILOHHbIE UH(POPMALIMOHHOM 0€30MaCHOCTH UH(POPMALIMOHHOM

TEXHOJIOTUU B IIPU UCIIOJIb30BaHUU 0€30I1aCHOCTH IIpU

npodeccnoHATEHOM nH(pOpMaIIUOHHO- WCIIOJIb30BaHUH

JeSTeNbHOCTH KOMMYHHKAIIHOHHBIX TEXHOJIOTHM UH(POPMALIMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTUI

OK 10 ITonb30oBatbes V¥10.3 crpouts npocThie 310.2 ocHOBHBIE

npodeccuoHaIbHON BBICKa3bIBaHUs O ce0e U 0 CBOEH o011eynoTpeduTeNbHbIE

JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

PO ECCHOHAIBHON e TETHHOCTH

ryarossl (ObITOBast U
npodecCHOHAIbHAS JICKCUKA)




2 CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCHOUTIJINHBI
2.1 O6beM yueOHOI TUCHUIIHHBI U BU/IbI Y4eOHOH padoThl (04HO)

Bup yueoHoii padoThl O0beM yacoB

O0bem o0pa3oBaTeIbHOI POrPaMMBbl 48

B TOM YHUCIJIE:

JIEKLUHU, YPOKH 24

MPAKTUYECKUE 3aHSTHS 16

J1ab0opaTopHbIE 3aHATHSL He npedycmompenno

KypcoBas paboTa (IIpoeKT) He npeoycmompenno

KOHCYJIbTaI[u1

CamocrosiTenpHas padbora 8
Komnnexchuiii

IIpomexyTouHas aTTeCTALMSA oegepenyuposanmbviii

3auem




2.2 TeMaTH4eCKUi IJIaH U cofep:KaHue Y4eOHO# THCHUIIMHBI «[[0KyMeHTaMOHHOe o0ecneyeHne YIpaBaeHus » (04HO)

HaumeHoBaHue pa3jieioB u
TeM

Conep:xkanue y4eOHOTro MaTepuaia u
(opmbI opranu3anuu aesiTeJJIbHOCTH 00y4AI0IIUXCS

O0beMm
yacoB

KO]II)I KOMHeTeHHHﬁ/OCBaHBaeMLIX
3J1EMEHTOB KOMIIETEeH U

1

2

3

4

Pa3nen 1. O0miast xapakTepruCTUKA JOKYMEHTAIIMOHHOTO O0ECTICUeHUSs! YITPaBICHUS

12

OK. 02; OK.03; OK.05;0K.10;
IIK. 1.1; IIK.1.2;11K.2.1; 11K.3.2;
I1K.6.2;

Tema 1.1.

OCHOBHBIE ITOHSATHSA
JTOKYMEHTAIlMOHHOTO
oOecrnieueHus yrnpaBIeHUs.
HopmaTtuBHO - MeTonueckoe
peryiaupoBaHHe.

Conepxanue y4eOHOro MaTepuaJa:

COZ[ep)KaHI/IC N OCHOBHBIC TIIOHATHUA, LOCJIM, 3aJa4d W I[PUHIOUIILI
coBpemennoro JIO (memnomnpon3BoiacTBa). Mecto U pojib JOKYMEHTOB B
yIpaBJICHUU Ha COBPEMEHHOM 3Talle.

[Tonstne nokymeHra, HocuTess AOKyMeHTa. OQuuMaibHbIE U JIMYHBIE
NOoKyMeHThl.  FOpumudeckas cuima — gokymeHTa.  Kimaccudukarms
JIOKYMEHTOB.
HopmaruBHo-ipaBoBasi ~ 6a3a
o0ecrieyeHUss  YIpPaBICHMS.
yIPaBJIEHYECKOTO IOKyMEHTa

OpraHu3alu JIOKYMEHTAI[MOHHOTO
Yuuduxanuys 51 CTaHapTH3AIUS

32; 33; 34;
3.03.1; 3.03.2; 3.10.2.

Tema 1.2. OdopmiieHue
JIOKYMEHTAIlUH B COOTBETCTBUU
C HOpMaTUBHOMU 0a30ii

ConepxaHue y4eOHOro Marepuasa

OcCHOBHBIE TIOHSITHS PEKBU3HT, O1aHK, HopMyIsip, popMyIsip — oOpaser.

Hopwmbl u npaBuna opopmiieHust 1oKkymeHToB B coorBercTBuu ¢ 'OCT P
7.0.97-2016. «Hammonanpubeiéi cranmapt Poccuiickoii  Demeparium.
Cucrema craniapToB 1o MHGOpMaLUU, OUOIMOTEUHOMY U U3/1aTETbCKOMY
neny. OpraHu3almoHHO-PaCopAIUTeNIbHAs TOKyMeHTalus. TpeOoBaHus K
opopmuenuto  nokymeHToB"  CocTaB  pPEKBU3UTOB  JIOKYMEHTOB.
FOpuanyeckuii ctaTyc JOKyMEHTA.

[lonarue o OnaHke IOKyMeHTa, BUAbI OnaHkoB. IlpaBuna odopmienus
pekBuzuToB Onmanmka B coorBerctBMH ¢ [OCT P 7.0.97-2016.
«Haunonanenbii crangapt Poccuiickoit ®denepanuu. Cucrema craHIapToB
nmo  uHbopmaruu, OUOIMOTEUHOMY W HM3JATEIBCKOMY  JIETy.
OpraHu3alvoOHHO-pacopsAIUTebHAs JOKyMeHTauus. TpeOoBaHHs K
0(OPMIICHUIO TOKYMEHTOB".

31; 32;
3.02.1; 3.05.8;

B ToM 4nciie npakTHYecKux pador :

Ilpakmuuecxas paboma Ne 1.

OdopmiieHHe  PEKBU3UTOB  00ECHEUMBAIONIMX  FOPUIMYECKYIO  CHILY

Vi1;V¥2;
v.02.5; ¥.05.3; V10.3;
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nokymeHTaM. OQopMileHHe pPa3IMYHBIX BHUJIOB OJIAHKOB U (dopmysspa -
oOpasiia

CamocTosiTesibHasi padoTa 00yYaOIMXCS: 2
[IpakTuueckoe 3ananue - M3yunrte neicTBYIONYI0O HOPMATUBHO [IPAaBOBYIO 3.03.1; 3.03.2; 3.10.2.
6azy JIOY u T'OCT P 7.0.97-2016. «HamumoHanbHBIH CcTaHIAPT v.03.1; ¥.03.2.
Poccuiickoit ®@enepanuun. Cucrema craHgapToB 10 HH(pOpMauH,
OuOIMOoTeYHOMY U U3JIATEIIbCKOMY  JIeqy. Opranu3anoHHO-
pacriopsauTenbHas — JAOKyMeHTamus. IpeOoBaHus K  O(QOPMIICHHIO
JIOKYMEHTOB" Cocran PEKBHU3UTOB JIOKYMEHTOB» packpoiite
peTIIaMEHTHPYIOIIHA MOPSIOK, a TAK)KE MOKAKUTE MpaBUiIa 0POPMIICHHS
PEKBU3UTOB Yy4acTBYIOIIKE B 00pabOTKE JOKYMEHTOB
Pa3znen 2. Cucrembl JIOKYMEHTAIIMOHHOTO 00ecnevYeHus ynpaBJieHust 22 OK. 01; OK.02; OK.05; OK.09;
IIK.1.1; 1TIK.2.2; IIK.3.4; I11K.4.2;
I1K.4.3;
Tema 2.1. YaudunupoBaHHas Cojaep:xanue yueOHOro MaTepuaja 6 31; 32; 33; 34;
CHCTEMa OpTraHU3AIMOHHO - 1. YaudunupoBaHHas CHCTeMa OPTaHHW3AIMOHHO - PacCIOPSIUTEIHHON 3.01.8;3.02.2; 3.05.8; 3.09.3
pacIopsIUTEIbHON nokymentaiuu  YCOP/l: cocraB  YCOPJ, o6mactu mpUMEHEHHS.
JIOKYMEHTAITU! Hcnons3oBanne yHUDUIIMPOBAHHBIX (OPM.
OpranuzalvoHHbIE TOKYMEHTHI, UX Ha3HadeHHe, POpMYIspbl - 00pa3Ibl.
[Ipouenypa cocraBieHus U 0GOPMIICHUS OPTaHU3AMMOHHBIX JOKYMEHTOB.
OO6nacTh NpUMEHEHUsI OPraHU3AIMOHHBIX JOKYMEHTOB.
2.PacniopsinurenbHble TOKyMEHTHI. VX Ha3HaueHue, (opMyIsapsl 00pasIbl.
[Ipomenypa cocraBieHus: 1 OPOPMIICHHS PACTIOPSAIUTEIHHBIX JOKYMEHTOB.
Ucnonb3oBanue yHUPHUIMPOBAHHBIX POPM
3.MudopmaniioHHO - cCOpaBOYHBIE JIOKYMEHTHL. [X Ha3HadyeHHe,
dbopmymsipel - oOpasnel.  [Iponenypa coctaBieHuss u - opOpMIICHUS
WH(OPMAIIMOHHO-CIIPABOYHBIX ~ JOKyMEHTOB. OO0nacTb  MPUMEHEHUS
MH(}OPMaLIMOHHO-CIIPABOYHBIX JOKYMEHTOB. Hcnons3oBanne
YHUDUIIUPOBAHHBIX (OpM
B Tom unciie npakTHYecKux pador
Ipaxmuyeckas paboma Ne 2. V1; V2;
Pa3zpaboTka u odopmiieHHE pacOPSIUTEIBLHBIX TOKYMEHTOB V.01.1; V.01.4; ¥.02.5; ¥.05.3;
Ipaxmuyeckas paboma Ne3. 2 ¥.09.3;
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Pa3zpaboTka u oopmieHue cpaBoyHO — HHGOPMAIIMOHHBIX TOKYMEHTOB(
CIIy’)keOHO€ THUChMO, MPOTOKOJ, aKT, JOKJIagHas 3amucKa, CIy)KeOHas
3aImcKa)

CamocrosiTesibHast pa0oTa 00y4aAKOLINXCH:

HOJArOTOBUTH 3JIEMEHT MOPT(HOINO — MPUIIOKEHUS] 00pa3LOB JOKYMEHTOB —
(mpoaHanu3MpoBaB peajbHbIE YIPABICHUYECKUE JOKYMEHTHI M IpaBuia
odopmieHHs, TOArOTOBbTE UM CO3J1aiiTe 00pa3Lbl IITATHOTO PACIUCAHUSA
OpraHM3al1H; J0JKHOCTHON UHCTPYKLINH;)

HOJArOTOBUTH 3JEMEHT NMOPT(HOINO — MIPUIIOKEHUS 00Pa3LIoB
(mpoaHanM3KUpOBaB pealbHbIE YIIPABIEHYECKHE JOKYMEHTHI U IIpaBUiia
o(opmieHHs, TOArOTOBbTE WIIM CO3/1aliTe 00pa3Lbl 00BACHUTEIbHbBIX
3aIUCOK.)

3.01.8; 3.02.2; 3.05.8; 3.09.3
V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
¥.09.3;

Tema 2.2.
JlokyMeHTaIus 1Mo TPYAOBbIM
OTHOLIIEHUSIM

Coaepxanue yueOHOro MaTepuajia

[Taker nokymMeHTOB 1O JMYHOMY cocTaBy. OcoOeHHOCTH paboOTHI ¢
Ka/IpOBBIMHU JOKYMEHTaMH. JloKkyMeHTHpOBaHUE TPYIOBBIX
paBOOTHOIICHUH. Vcronp30BaHne yHUUITMPOBAHHBIX (POPM TOKYMEHTOB
10 JIMYHOMY cocTaBy. M31aHne npukas3oB MO JIMYHOMY COCTaBY.

31; 32; 33; 34;
3.01.8; 3.02.2; 3.05.8; 3.09.3

B ToM yucae MPAKTUYICCKUX paﬁoT

Ipakmuueckas paboma Ne4.
Pa3pabotka u opopmieHne JOKyMEHTAIMH 110 JINYHOMY COCTaBy C
UCIOJIb30BaHUEM YHU(DULIMPOBAHHBIX (hOopM

V1;V2;
V.01.1; ¥V.01.4; ¥.02.5; ¥.05.3;
Vv.09.3;

Tema 2.3.
JoxymeHnTanus
npodeccCuoHaNBHOM
JESATSIIbHOCTH

Conepxanue yueOHOro Marepuasa

Cucrema J10rOBOpPHO-IIPABOBOM JIOKYMEHTALMU: Ha3HAYEHHE, COCTaB,
COCTaBJIEHUE U OPOPMIICHHE.

[TonsiTe noroBopa (KOHTpaKTa), corjaiieHus, nporokosna. Kommepueckue
aKThl U JOBEPEHHOCTHU

«TpeboBanus k 0(hOPMIICHHIO W BBIJIAYH JIOBEPEHHOCTEI» JlOBEpeHHOCTH:
pa3oBble, CeUalbHbIEC, TEHEPATIbHBIE.

CocTaB NpeTeH3MOHHO-UCKOBOM JOKYMEHTAIMU: pEeKIaMallliH,
MPETEH3UOHHBIE MHChMa, UICKOBBIE 3asBIICHUS

31; 32; 33; 34;
3.01.8;3.02.2; 3.05.8; 3.09.3

B ToM 4nciie NpaKTHYeCKUX/J1a00paTOPHBIX PadoT

Ipaxmuuyeckas paboma Ne 5.
CocraBnenne u O¢GOpMIIEHHE JIOKYMEHTOB IO MpO(hecCHOHAIbHON

V1;V¥2;
V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
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NEeSITEIbHOCTH  (JIOBEPEHHOCTH, TIPETCH3MH M HWCKOBBIC 3asiBIICHUS).
Odopmrnenne moepeHHocTed 2 - OdopmiieHHE JTUYHON JOBEPEHHOCTH;
3arnojHeHue yHUpUIMpoBaHHOW ¢opMbl Ne M-2 Odopmienue
MPETCH3MOHHO-UCKOBOM  JTOKyMEHTAIlMW;  3aloJIHeHHuEe  TpadapeTHBIX
OJIAHKOB NMPETEH3UH M MCKOBBIX 3asIBICHHI

¥.09.3;

CamocrosiTesibHas padoTa 00y4YarOIIUXCS: 1 3.01.8;3.02.2; 3.05.8; 3.09.3
MOATOTOBUTH DJIEMEHT MOPT(OIINO — MPUIIOKEHUS 00pa3I0B V.01.1; ¥.01.4; ¥.02.5; ¥.05.3;
(mpoaHanM3UpOBaB pealbHbIE YIPABIECHYECKUE TOKYMEHTHI U IIpaBuia ¥.09.3;
o(opMIIeHHUS, TOATOTOBBTE WU CO3/IaliTe 00pa3ibl JOTOBOPOB U
IPETEH3UOHHBIX IHCEM.)
Pa3nen 3. Opranusanus 10KyMeHT0000pOTa 14 OK.01; OK.02; OK.03; OK.09;
IMK.1.2; IIK.2.1; I1K.2.2; I1K.2.6;
I1K.2.7; 11K.4.6; I11K.4.7.
Tema 3.1. Coaep:xanue yueOHOro MaTepuaJa: 4 33; 34;35;
TexHonorust U MPUHILIMIIBL OpraHusauuss 1OKyMEHTOO60pOTa: NpHEM, 00paGoTKa, perucTpauus, 3.01.3; 3.01.8; 3.02.1; 3.03.2; 3.09.3
OpraHu3arnu KOHTPOJIb MCIIOJIHCHUS, XPAHCHUE JTOKYMEHTOB.
JIOKyMeHT0000poTa 3HauCHUE U BUIbI HOMEHKIATYp el TpeOoBaHUs K HOMCHKIIATYPE JeIl.
dopmupoBaHue JIeT U MOPSI0K 00BETMHEHUS JJOKYMEHTOB B JIeja.
XpaHeHnue JOKyMEHTOB | Jien. [Topsok BeIIauu U U3BATUS JOKYMEHTOB U
JIeN B cllydae HeOOXO0IUMOCTH.
B ToM YHcJIe MPaKTHYECKHUX PadoT
Mpakmuyeckasa paboma Ne 6 2 V4,
CocraBiieHre ATaroB U onepanuu 00padoTKU JOKYMEHTOB. V.014;¥.01.11;¥.02.5; ¥.03.2;
[Topsiiok 3amoIHEHHS PETUCTPAIIMOHHBIX ()OPM U BEICHHE KOHTPOJIS 32 ¥.09.3.
UCTIOJTHEHUEM CITY)KEOHBIX IOKYMEHTOB C HCIIOIH30BAHHEM
ABTOMATH3UPOBAHHBIX TEXHOJIOTHI
Mpakmuueckaa paboma Ne 7 2 V5
[ToaroToBka MOKyMEHTOB /Ui (POPMUPOBAHUS U XPAHECHUS JIETT V.014;V.01.11; ¥.02.5; ¥.03.2;
¥.09.3.
CamocrosiTejibHasi padoTa 00y4YaroIIUXCsi: 1 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
PeInTh CUTYalMOHHYIO 3a/1a4y 110 PETUCTPALUH U HHPOPMALIMOHHO — Y.01.4; ¥.01.11; ¥.02.5; ¥.03.2;
CIIpaBOYHOU pabOTe ¢ JOKYMEHTaMH. Y.09.3.
Tema 3.2. ABTOMaTHU3UPOBAHHbBIC CHUCTEMBI JIEJIONPOU3BOCTBA. Cucrema 2 33; 34;35;
TexHosorus AJIEKTPOHHOTO AokymMeHTooOopora (CDJI), ee cTpykTypa, HacTpoiika 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
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aBTOMAaTU3UPOBAHHOMN
00pabOTKN JOKYMEHTAIUN

CUCTEMBI.
0O0630p COBpeMEHHBIX CPEJCTB OPTTEXHUKH JJIS TIepeaaun U nepepadboTKu

uHpopmanuu. Lludpposas noanucey. INeKTpoHHAs 1MOYTa. 3alUTa
uH(popmanuu. VMcnonap3oBaHue NpaBOBBIX HHPOPMAIIMOHHBIX CUCTEM

Ilpaxmuueckas paboma Ne 8 2 V3; V4,
[Tepenaya naopmamnmm U CpeaCTBA TEIEKOMMYHHKAITMOHHBIX V.01.4;VY.01.11; ¥.02.5; ¥.03.2;
TEXHOJIOTHI B JICKTPOHHOM JJOKYMEHTO000pOTE ¥.09.3.
CamocTosiTesibHas padoTa 00yYarOIIUXCS: 1 3.01.3;3.01.8; 3.02.1; 3.03.2; 3.09.3
Pemte curyanroHHyro 3a1a4y 110 paliiOHaJIbHOMY BHEIPEHUIO V.01.4;V¥.01.11; ¥.02.5; ¥.03.2;
coBpeMeHHoil CO/I. ¥.09.3.

nUTOoro 48
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3 YCJOBUS PEAJIN3AIINY YUYEBHOM JUCIUILIUHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecneyeHne

I[HSI pcam3anuu MnmporpamMmbl y‘-IGGHOfI AUCHUIUIMHBI MPEAYCMOTPCHBI CICAYIOIUC CIICHHUAJIbHBIC
MIOMEIIIEHHUS U OCHAIIICHHE:

Tun U1 HAUMEHOBaHME

OcHallleHHe CenHaJbLHOr0 MoMeIeH s
CHeNHAJLHOI0 MOMEIeHUS

KaOuHeT J{OKyMEHTalmOHHOTO YuebHass ~ aymuTopwst  JUII  TIPOBENCHHMS  Y4YEOHBIX,
oOecrieYeHHs yIpaBIICHUS MPAKTHYECKUX 3aHATUH, ISl TPYIIOBBIX M WHAWBUAYATbHBIX
KOHCYJIbTAIMH, 7151 CAMOCTOATENBHOM pabOThI, ISl TEKYILIETO
KOHTPOJISI i TPOMEKYTOYHOM aTTECTAIHH.

Pabouee mecTo mpemnojaBaTess: MEPCOHANBHBIM KOMIBIOTED,
CKaHep, paboune MecTa OOyJaromuxcs, J0cKa ydeOHas,
yueOHas meOeb;

[lepcoHanbHBIE KOMIIBIOTEPHI;

Amnmapat xormupoBansHbeId TASKalfa 180

naboparopust MHPpOpMAITMOHHBIX YyeOnass  ayautopus  Afs  TNPOBEACHUS  Y4YEOHBIX,
TEXHOJIOTUH B MPO(heCCHOHATEHON MPaKTUYECKUX 3aHATHH, 1S TPYNIOBBIX U MHIUMBUIYaTbHBIX
NEeSATEIbHOCTH KOHCYJbTAINH, JI CAMOCTOSTENbHOM paboThl, IS TEKYIIETo

KOHTPOJISI i TPOMEKYTOUHOM aTTECTAIHH.

Pabouee mecTo mpemnojaBaTess: NEPCOHANBHBIM KOMIIBIOTED,
MpoeKTop, paboume Mecta OOydJaroOUIMXCs, TOCKa ydeOHas,
yueOHasi me0erb;

[lepcoHaJIbHBIE KOMITBIOTEPHI

IToMerenue mIst caMOCTOATEILHON [Tepconanbuble KOMMBIOTEPHI ¢ TakeToM MS Office, Brixogom
paboThI 0OyJAOIINXCS B MIHTEpHET U C TOCTYIIOM B AJIEKTPOHHYIO0 HH()OPMAIIMOHHO-
00pa3oBaTeNbHYI0 Cpey YHUBEPCUTETA

3.2 YyeOHO-MeTOAMYECKOE H HH(POPMALMOHHOE 00ecnedeHne peajn3anui NPorpaMMbl

OcHOBHbIE HCTOYHHKH:

1. beixoBa, T.A. JlokyMeHTauMOHHOEe oO0OeclieueHue yrpaBieHUs  (JeJIOMpPOU3BOJCTBO)
[DnexTponHsbIit pecypc]: yaed. mocodue / T.A. beikoa, T.B. Ky3nenosa, JI.B. Cankuna; moa o6m1. pex.
T.B.Ky3nenoBoii. — 2-e usn., nepepad. u mon. — Mocksa : UHOPA-M, 2018. — 304 c.- Pexum
noctyna: https://new.znanium.com/read?id=303113

2. Kynses, H.H. Un¢popmanionHble TEXHOJIOTHUH B JOKYMEHTAIMOHHOM 00€CICUEeHUH YIPABICHUS
U apXuUBHOM jene [DneKkTpoHHbIN pecypc|: yueb. mocobue: yueOnuk ans BysoB / H.H. Kynses, T.B.
Kongpamosa, E.B. TepentoeBa, A.I'. ®@abpuunoB ; mon ob6m. pen. n.ro.H., nmpod. H.H. Kynsesa. -
Mockaa : Jloroc, 2017. - 408 c. .- Pexxum goctyna: https://new.znanium.com/read?id=337823

3. Ilanacenko, lO. A. Jlenomnpou3BOACTBO: JOKYMEHTAllMOHHOE OOecleYeHue YIpaBlIeHHs
[DnexTponHsbIit pecypc] : yuebHoe mocooue / FO.A. Tlanacenko. - Mocksa: U1 PUOP, HUI] UHD®PA-M,
2016. - 112 c. - Pexxum poctyma: https://new.znanium.com/read?id=45738

4. Paznopoxsbiii, A.A. JloKyMeHTHpOBaHHE YIPaBICHUECKOH JEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yue6. mocobue / A.A. Paznopoxusiii. — MockBa : UHOPA-M, 2017. — 304 c¢. — Pexum
noctyna: https://new.znanium.com/read?id=25070

JonosHUTE/ILHbIE HCTOYHUKU:

1. beikoBa, T. A.Cankuna, JI. B JlokymeHTannoHHOe oOecleyeHHe YIpPaBICHUS
HETOCYJapCTBEHHBIX OpTraHM3alluid [DJIEKTPOHHBIN pecypc/Tekct]: YueOHoe mocodue / beikoBa T. A.,
Cankuna JI. B. - 2-e u3n., nepepab. u gon. - Mocksa : HUL[ UH®PA-M, 2015. - 302 c. - Pexum
noctyna: https://new.znanium.com/read?id=146258

2. Kyzuenos, M. H. JlokymeHTannoHHOe obecneueHue yrpasieHus. J[oKyMeHTOOOOpOoT u
JIETOTIPOU3BOJICTBO [ DNEKTPOHHBIN pecypc| : y4eOHUK U MTPAKTUKYM JIsl IPUKJIaHOTO OakaaBpuara / .
H. Ky3nenos. — 3-e u3a., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2019. — 461 c. —
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https://new.znanium.com/read?id=303113
https://new.znanium.com/read?id=337823
https://new.znanium.com/read?id=45738
https://new.znanium.com/read?id=25070
https://new.znanium.com/read?id=146258

(bakamaBp. Ilpukmamnoit  kypc). —  ISBN  978-5-534-04275-7. — Pexum  goctyna:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-431759#page/2

3. I'maawmii, E. B. JlokymeHTanmonHoe obecrieueHrue yrpaBieHus [ DIeKTPOHHBIN pecypc]: YueOHoe
nocobue/I'nmaguii E.B. - Mocksa : UL PUOP, HUI[ MHD®PA-M, 2016. - 249 c. - Pexxum nocryma:
https://new.znanium.com/read?id=12647

Ilepuoauyeckue u3aaHus:
1. Bomnpocsl sxoHOMuKHK: Hayano-npakTuueckuii penensupyemsiii sxypHai — ISSN 0042-8736

IIporpammHoe ob0ecnieuenne:

Haumenosanue 110 Ne loroBopa Cpok AeHCTBUA
JIMIIEH3UHN

MS Windows 7 (moammcka Imagine | 1-1227 ot 08.10.2018 11.10.2021

Premium)

MS Office 2007 Nel35 ot 17.09.2017 OeccpouHO

Calculate Linux Desktop CBOOOHO PACIIPOCTPAHIEMOE 0eccpouHo

7 Zip CBOOOTHO PaCIIPOCTPAHIEMOE OeccpouHO

HNHuTepHeT-pecypcsl

1. Beepoccuiickuil HaydHO-UCCIIEOBATENCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXMBHOTO Jeja
(BHUN AL [Dnexkrponnslit pecypce]. Dnekrpo. gad. — M.: BHUMJA/, 2010. — Pexxum nocrymna:
http://www.vniidad.ru .

2. IHTyHT — HaIlMOHAIBHBIA OTKPBITHIA YHUBEPCUTET. [ DIEKTPOHHBIN pecypc]|. — Pexxum nocryna:
https://www.intuit.ru/studies/courses, ceob6oaHbIi. — 3ari. ¢ 3kpaHa. S3. pyc.

3. Enunoe okxHO mocTyna K oOpa3zoBaTenbHBIM pecypcam Poccuiickoit @enepannu [DneKTpOHHBIH
pecypc]. — Pexxum nocryma: http://window.edu.ru/,ceoboansrii. — 3ari. ¢ skpana. 513. pyc.

4. Koncynprantllmtoc. Odununanbusiii cailt komnanuun «Koncynbsrant-Ilmoc». — Pexxum gocrtyna:
http://www.consultant.ru

5. Topran «Apxusl Poccuny» [DnekTpoHHBI pecypc]. DnekTpoH. maH. — M.: Pocapxus, 2001. —
Pexxum noctyna: http://www.rusarchives.ru.

3.3 YyeOHo-MeTOAMYECKOE ODecIedeHre CAMOCTOATEIbHOI padoThl 00y4aKOLIUXCH

CamocTosTenpHas paboTa sSBIsSeTCs 00s3aTeNbHON sl KaXI0T0 oO0yuaromierocs. CamocTosiTenbHas
paboTa MOKET OCYIIECTBISITHCS WHIMBHIYAJILHO WJIH TPYIIIAaMH B 3aBHCHMOCTH OT II€JH, 00Bbema,
KOHKPETHOU TEMAaTHKU CAMOCTOATEIbHOU paboThl, YPOBHSI CIIOKHOCTH, YPOBHS YMEHUHN 00yUYaIOITUXCS.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CaMOCTOSTENHLHONW PabOTHI OCYIIECTBISIETCS B Ipeenax
BPEMEHH, OTBEICHHOTO Ha O0O0s3aTelbHbIE Yy4eOHbIE 3aHSATHUS W BHEAYJIUTOPHYIO CaMOCTOSITENbHYIO
paboTy oOydJarmmxcsi 1Mo y4yeOHOW MUCHHUIUIMHE, MPOXOJUT KaK B MHUCHbMEHHOM, TaK M YCTHOW WU
CMeIIaHHOoM Gopme, ¢ IPeICTaBICHUEM U3IEIHs UITU MPOAYKTA CAMOCTOSITENILHOM J1eATEeTbHOCTH.

B kauectBe pOpM M METOIOB KOHTPOJISI BHEAYTUTOPHON CaMOCTOSTEIILHOW pabOThl MCTIOIB3YIOTCS:
MIPOBEPKa BHIMIOJHEHHOW pabOThI MpemnojaBaTesieM, CEMUHAPCKHUE 3aHSITH, TECTUPOBAHUE, CAMOOTUYETHI,
KOHTPOJIbHBIE PAOOTHI, 3aIIUTa TBOPUYECKUX PAOOT | JIp.

No HaumenoBanue OICHOYHBIC CPECTBA (3alaHusl) A1 CAMOCTOSTEIIBEHON BHEAY TUTOPHOU PabOTHI

pasziena/TeMsl

Pa3gen 1. O0mas TekeT 3aJaHus: BBINOJIHUTE NPAKTUYECKOE 3a/1aHuE.

XapaKTePUCTHKA Heasn: pa3Buth ¥ chopMupoOBaTh OCOOCHHOCTH PabOTaTh C HOPMATUBHBIMHU JTOKYMEHTAMH U

JIOKYMEHTAllUOHHOTO | MHCTPYKTUBHBIMU MaTepuanamu , peziamenmupyiowumu JOY npasuna ogpopmnenua

obecrieyeHUs DEKBU3UMO8; COBEPUICHCIMEOBANb AHATIUMUYECKUE HABBLIKU 00YHaAIOMUXCA.

YIpaBJICHUSL PexoMeHIanmuu 10 BHIMIOJTHEHHIO 321AHHS:
Wzyunre peiicTByollylo HOpMaTtuBHO mpaBoByo 6aszy JOY wu I'OCT P 7.0.97-2016.
«Hayuonanonoui  cmanoapm  Poccuiickoii  @edepayuu.  Cucmema  cmanoapmos no
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ungopmayuu, budruomeyHomy u uzoamenvckomy oeny. OpeaHu3ayuoHHO-pacnopsOUmenbHAs
doxymenmayus. Tpebosanus k opopmuenuio dokymenmos” Cocmag pekeusumos OOKYMeHmos»
pacKkpoiTe perIaMeHTHPYIOIIUA TOPSA0K, a TakkKe MOKAKUTe  MpaBmia OQpOpMIICHUS
PEKBU3UTOB ydacTByIomme B 00padotke nokymenTtoB. Mcnomp3yem (CIIC KoncynsranT Ilmoc
Pexxum pocryma:  http://www.consultant.ru ). Omnupasce Ha mnpeaIokKeHHYIO (opmy
MPEACTABICHUSI.

Kpurepuu ouenku:

OLeHKa «OTJIMYHO» BBICTABIACTCS 332 CAMOCTOSTENbHYI, O€30IIHO0YHO BBITIOTHEHHYIO
pabory, colepiKallyro apryMeHTHPOBAaHHBINA BBIBOJ M PAl[MOHAIBHOE H3JI0XKEHHE MaTepHaa,
(dbopMy npescTaBICHUs.

OueHKa «XOpOIIO» BHICTABISIETCS 3a pabOTy, COAEPXKALIYI0 HEHOUYEThl, Oe3 4eTKo (HopMbI
MIPEACTaBICHUSI.

OLeHKa «YIOBJIETBOPUTENBHO» BBICTABISICTCS 33 HEIOCTATOYHO apryMEHTHPOBAHHYIO
paboTy, collepKaIlyro HeIOYEThl B U3JI0KEHHH MaTepraia U GOpMbl IPeICTABICHHS.

OlieHKa «HEY/OBJIETBOPUTEILHO» BBICTABIISACTCS, €CIH CaMOCTOSITeNbHAas paboTa He
BBINOJTHEHA.

Paszgen 2. Cucremsl

TekcT 3agaHuUsI: TOATOTOBUTH MIEMEHT NOPT(HOINO — MPHUIIOKEHUSI 00pa3IOB JOKYMEHTOB

nokymentanuoHHor | Ilejb: coBepHIICHCTBOBATh 3HAHUS W TEOPETUYECKHE OCHOBBI COCTABICHHA M O(QOPMIICHHA
0 obecrmedyeHus | OPraHU3aUOHHO-PACHIOPIIUTENLHON JOKyMEHTAlLlMH,  IOATBEPXKAATh  KOHKPETHBIMHU
ynpaBJeHust pUMepaMu
PexoMeHanuM 10 BBINOJTHEHUIO 321aHUS:
Jlna co3maHus MPUIIOKEHUH MOXHO HMCIOJB30BaTh HHTEPHET - PECYpPCHI, CPEACTBAa MacCOBOM
nHdopmManuy, a Tak kK€ PEKOMEHJAlM{d [0 IPEJCTABICHHUIO MPUIOKEHUS W CIIUCOK
HalMEHOBAaHMH BHJAa JOKYMEHTOB pa3MEIIEHHBIX Ha 0Opa3oBaTeIbHOM IOpTale B
NIEKTPOHHOM Kypce «JlOKyMeHTaIlMoHHOe oOecledyeHre yhpasieHus». lIpoaHann3upoBas
peanbHbIe YIpaBJICHUECKHE JTOKYMEHTHI M MpaBmia 0(OPMIICHUS, MOArOTOBBTE HIIM CO3JaiTe
00pa3Ibl JOKYMEHTOB.
Kpurepuu ouenku:
OueHKa «OTJIMYHO» BBICTABISICTCA 33 CaMOCTOATEIBHYIO, OE30MMOO0YHO BBIOTHEHHYIO
paboty, B coorBercTBuE ¢ TpeboBarmsamu ['OCT P 7.0.97-2016. «HammoHansHEIH cTaHmApT
Poccuiickoii depepanuu. u Gopmyssipom oopas3uom , popmy mpeacTaBiIeHHUsI.
OueHKa «XOpoOLIO» BBICTaBIsieTCS 3a paboTy, COJEPIKAILYI0 HEAOYeThl, B OdopMiIeHHH
nokymenToB 'OCT P 7.0.97-2016. «HaunoHansHse1i crangapt Poccuiickoit @eneparuu. u 6e3
YeTKOW ()OPMBI IIPE/ICTABICHUSL.
OmeHKka «yAOBJETBOPUTEJbHO» BBICTABISIETCS 3a HENOCTATOYHO BBINOJHEHHYIO U
odopmiieHHyI0 paboTy, colepiKallylo HeJo4eThl B O(OPMIICHHH JOKYMEHTAUWI U (HopMBbI
HpeACTaBICHUS.
O1meHKa «HEYIOBJIETBOPUTEJIBHO» BBICTABISCTCA, €CIM CaMOCTOATENbHas pabora He
BBINTOJTHEHA.
Pazpen 3. Teker 3aKaHusA: PENINTE CUTYAlIUOHHYIO 3a7jauy
Opranunzanusi Heau: cucmemamusupoeams 3nanus no meme u OCMBICIUTH peaJbHYIO0 NpodeccHoHaIBFHO-
AOKYMEHT0000pOTa. | OPHEHTHPOBAHHYIO CHTYAIIHIO.
Tema 3.1. PexoMeHnganum no BLINMOJTHEHHUIO 32 JaHU:
TexHonorus u Bbl  sABIseTech OTBETCTBEHHBIM 3a paboTy C JIOKYMEHTaMH B CBOEM CTPYKTYpHOM
TIPUHITHUIIBI nogpasfeneHn.  [lopydyeHO MOATOTOBUTH MPOEKT  PACHOPSDKEHHS «O  IOBBIIICHUU
OpraHu3aIIH KBaTH(UKanuu pabOTHUKOB», HO KOMMA JOKyMEHTa IIOCTYIHBIIETO W3 MHHHCTEPCTBa
JOKYMEHT0000poTa MOATBEPKIIAIONIET0  IMOBBIIIEHWE KBaNIW(HUKALUK PaOOTHUKOB OBLI yTEpsH, W MPHUIILIOCH
00paTUThCI K CEKPETapi0 PYKOBOAMTEISI OPTraHW3alMM C NPOChOOM HAWTH OpUTHHAIT
JokymeHTta. OmnpenennTe, KaKOBBI JACHCTBUSI CEKpeTapsi U B KAKOM JTOKYMEHTE IOJIKHBI OBITH
MIPOTIMCAHBI TIPOIIECCH PAOOTHI C TAKUMH JOKYMEHTaMU?
Kpurepnn onenku:
OueHka «OTJIMYHO» BBICTABISICTCS 33 CaMOCTOSATENbHYIO, O€30IIMO0YHO BBINOJIHEHHYIO
pabory, coliepKallyro apryMeHTHPOBAaHHBIN BBIBOJ U COJIEPKATEIbHBIE PEKOMEH IAIIHH.
OueHKa «X0pOII0» BHICTABISICTCS 32 paboTy, CoJlep Kallyio HeJOYETh, 0e3 PeKOMEHAAIHH.
OneHKa «yAOBJICTBOPUTEIbHO» BBICTABISAETCA 3a HEJOCTATOYHO AapTyMEHTHPOBAHHYIO
paborty, cosiepKaIlyro He{0OYETHI.
OneHKa «HEYAOBJIETBOPUTEIBLHO» BBICTABIACTCA, €CIM CaMOCTOATENbHAs paboTa He
BBITIOJTHEHA
Tema 3.2. TexeT 3aKaHuA: PEHINTE CUTYAL[HIOHHYIO 33a4y.
TexHonorus Henp: cucTeMaTH3WpoBaTh 3HAHUS 10 M3YYEHHOW TeME€ M OCMBICIUTHh PEaTbHYIO
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ABTOMATH3UPOBAHHO
it 0OpaboTKH
JIOKyMEHTAHN

podeCCHOHANBEHO-0PUEHTUPOBAHHYIO CUTYAIIHNIO.

PexoMeHaaLMN 110 BBINOJTHEHHIO 3a1aHNUA:

IpencraBbre cebe, 4TO BaM MOPYYHIM IIOATOTOBUTH COOOLICHHE Ha ONIEPATHBHOE COBCLIAHUE
Ha TeMmy Baenpenme coBpemenHod CDJI. Bam HeoOXxoamMo TpoaHAIN3UPOBATH
¢yHKUHOHANBHBIE BO3MOXKHOCTH COJ] yumTeiBasg ( CIHCOK BO3MOXKHOCTEH, IPHUMEPHI
UCIIONB30BAHMS, JEMO-BEpCHH, LIEHOOOpa3oBaHME). VYKaXKHTE KaKde WCTOYHHKU  BEI
UCIIONB30BANIN Ul aHanmu3a M novemy? CocTaBbTe PEKOMEHAAIMU M XapaKTEPUCTHKU II0
BHenpenuto COJ1 hopmy mpeacTaBiaeHUs ONPENEITUTE CAMOCTOSTEIBHO.

Kpurepuu onenku:

OueHKa «OTJIMYHO» BBICTABISIETCS 3a CaMOCTOATENbHYIO, O€30IIMOO0YHO BBINOJIHEHHYIO

BBITIOJTHCHA.

OueHKa «y/IOBJIETBOPHTEILHO»
paboTy, comepKanryro HeA0UETHI.
OLeHKa «HEeYIOBJIeTBOPUTEIBLHO» BBICTABISICTCS, €CIM CaMOCTOsTENbHas paboTa He

paboTy, coepKallyto apryMEeHTHPOBAHHBIN BBIBOJ U COMEPKATEIbHbIE PEKOMEH AU,
O1eHKa «XOPOII0» BHICTABISICTCS 32 paboTy, COJIEPIKAILyIO HEIOYETh, 0€3 PEKOMEHAALHH.
BBICTABJSIETCS 3@ HEJOCTAaTOYHO apryMEHTHPOBAHHYIO

4 KOHTPOJIb M1 OLIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCIHATLIMHBI
KoHTposb M OLEHKa pe3yabTaTOB OCBOCHUS IUCLUILIMHBI OCYILECTBIIIETCS IIPEINOJABATEIEM B

IIpoLIECCE TEKYLIET0 KOHTPOJIS U IPOMEXKYTOUYHON aTTECTALIUU.

4.1 Texymmii KOHTPOJIb:

KonTtpomupyemsie pazaeins! (TEMBbI)

KonTtponmnpyemsie pe3ynbTaTsl (yMEHUS,

HaumeHnoBanue

Paznea 3. Opranuzauus
AOKYMEHT0000poTa

OK.09; 3.09.3 ¥.09.3.
IK.1.2; Y4; 33;

IIK.2.1; ¥3; V5; 34; 35;
IK.2.2; ¥2; ¥3; 32; 34;
IIK.2.6; Y3; Y4; 34; 35;
IK.2.7; Y4; ¥Y5; 35;
IK.4.6; Y3; ¥V5; 33; 34; 35;
MIK.4.7. Y4; V5; 33; 34; 35;

Ne y4eOHOM TUCIUTUINHBI 3HAHUSA) OIICHOYHOT'O CPEJICTBA
1 OK. 02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2;
OK.05; 3.05.8; ¥.05.3; Tect
Paznen 1. O6mast xapakTepucTUKA OK.10; 3.10.2. ¥10.3; [MpakTuyeckas padbora
JIOKYMECHTAITHOHHOT'O 00CCIICUCHHUS K. 1.1; ¥1; ¥2; 31; No 1
yIpaBJIeHUs IK.1.2; V4; 33; IIpakTnyeckoe 3anaHue
IIK.2.1; ¥1; ¥2; 34;
IIK.3.2; ¥1; ¥2; 31; 32;
IK.6.2; ¥1; 31;
2 OK. 01; 3.01.8; Y.01.1; ¥.01.4;
0K.02; 3.02.1; ¥.02.5;
OK.05; 3.05.8; ¥.05.3; Tect
Pazgen 2. Cucremsl 0K.09; 3.09.3 ¥.09.3; [IpaxTndeckue paboTHI
JOKYMEHTAI[HOHHOTO o0ecneyeHust MNK.1.1;¥1; ¥2; 32; Ne 2-5
ynpasJieHust MK.2.2; ¥1; ¥2; 32; 34; [oprdonmo
1IK.3.4; V1; ¥2; 31; 32;
IK.4.2; ¥1; ¥2; 31; 32; 33;
MNK.4.3; ¥!; ¥2; 31; 32;
3 OK.01; 3.01.3; 3.01.8; ¥V.01.4; Y.01.11;
0K.02; 3.02.1; ¥.02.5;
OK.03; 3.03.2; ¥.03.2;
Tect

[MpakTuyeckue paboThI
Ne 6-8

Keiic-3agaua /
CUTYyaIlMOHHAs 337134

4.2 IIpome:xxyTOUHAS ATTECTALUA

[IpomexxyTounass arrectanus OOYYAIOIIMXCS OCYIIECTBISIETCS IO

3aBCPIICHUUN U3YUYCHUA

JAUCHUILIWHBI U TTIO3BOJIACT ONPEACTINTE KAYECTBO U YPOBCHBL €€ OCBOCHHMH.

®opma

IIPOMEKYTOYHOU

aTTecTalMu 1o  JaucnuriinHe  ««J/lokymeHTanuoHHoe oOecredyeHue

ynpaBJieHHs » - KOMIUIEKCHBIN AU PepeHInpOBaHHbIHN 3a4eT
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Pe3yabra
bl

OueHouHBbIE cpeCcTBa
JJIS IPOMEKYTOYHOM aTTeCTALHNH

00y4eHust
TecTOoBBIE 3aJaHus
Pa3nen 1. OOmias XxapakTepUCTHKA JOKYMEHTAIIMOHHOTO O0ECIIEYCHUS YIIPABICHUS
32; 33; 34; [L. Hononuure: OTpacib AeSATENLHOCTH, KOTOPaAs 00€CIeYMBAET JOKYMEHTUPOBAHUE M OPTaHM3aLUIO PabOTHI C
3.02.1; opHUIHaTEHBIMI TOKYMEHTAMH, Ha3bIBACTCS -
. a) TOKYMCHTHPOBaHHEM;

3.03.1; 5 ,

) IEJTOTIPON3BOCTBO;
3.03.2; B) OpraHu3anus paboThI ¢ JOKYMEHTaMU.
3.05.8;
3.10.2. 2. BepHo nu yTBepxkaeHue, uto TepMutd JJOY BO3HUK ¢ BHEPEHUEM CPEJCTB BEIUUCIUTCILHON TEXHHUKH,

COBPEMEHHBIX MH()OPMAIMOHHBIX TEXHOJIOTHIA?
A) na b) mer
3. JlokyMeHT BO3HHK, 4YTOOBI 3a)MKCUPOBATh HHPOPMALIMIO ¥ NPUAATH €if 3aKOHHOCTb, IIPABOMEPHOCTH, T.€. -

a)co3IaHne, MPOU3BOICTBO, XPAaHEHHE, PACIIPOCTPAHEHUE U UCTIONIF30BaHNE JOKYMEHTOB;
0)rIpaBmIIa OPOPMIICHHS aIMUHICTPATUBHBIX TOKYMCHTOB.

B) FOPUAMICCKYIO CHITY

T') IpoIiecca TOKyMEHTHPOBaHUS

4. CooTHecuTe MOHATHUS C TMPOIIECCAMH TOKYMEHTOBEACHHUS

1)IoKyMEHTUpOBaHHUE; a) IpoIiecC WIN COBOKYITHOCTh ITPOIIECCOB 110
MIOJI'OTOBKE, COCTABIICHUIO, COTJIACOBAHUIO, 0(OPMIICHHIO
1 M3TOTOBJICHHIO JJOKYMEHTOB

2)opranu3arisi paboThI ¢ 0) KOMILJIEKC pabOT C TOTOBBIMH JJOKYMCHTAMH,

JOKyMEHTaMH. CO3JJaHHBIMHM IPEIIPUSITHEM WIIH NTOJTYYEHHBIMHU U3 BHE.
5. Ompenenure:
Uto Ha3pIBaeTCsS JOKYMEHTOM?
IA) MaTepualIbHbIM HOCUTEJb JaHHBIX O 3alHCAaHHOW Ha HEM MH(OPMAINH, TPEeIHA3HAYCHHON I IIepeladil BO
BPEMEHHU M IPOCTPAHCTBE.
Ib) mpexncrasnsiet coboii mporece co3gaHus U 0POPMIIEHHS JOKYMEHTOB.
B) 3adukcupoBaHHas Ha MaTepUaIbHOM HOCHTEINIE HHPOPMAIMS C PEKBU3UTAMH, MO3BOJISIIOIUMY €€
MIEHTU(ULIIUPOBATD.
") 3adukcupoBanHas nHMOpPMALKs /IS NPUIAHHS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakune NokyMeHTBI CO3/1al0TCsl B TIPOLIECCE JIESITENIbHOCTH TIPEIIPHSTHIL U OpraHu3anuii.
Q) TMYHBIE, IPABOBBIC;
0) mpaBOBBIE, TOKYMEHTAJIBHBIC;
B) o(UIHaTIbHEIC, TNIHEIC,
T') y4eTHBIE, opUIHaIBEHBIC
7. . Vuadopmarst — 3TO CBeACHUS
a) O COOBITHSX , SIBIICHUAX ITPOIIECCAX;
0) o mpeamerax, pakTax, COOBITUSIX, HE3aBHCUMO OT ()OPMBI TIPEICTABICHHUS;
B) 0 IHMIAX, COOBITHSX, SBJICHUAX (haKTax, HE3ABUCUMO OT (POpMBI IIPECTABICHNUSI.
') O JINIAX, COOBITHSX, (haKTax, SIBICHUAX B YCTAHOBJIEHHOH (opMe IpeaAcTaBIeHUS

8. Uro sBisieTCSA MEPBOH CTYMEHBIO KJIACCH(PHUKAINN TOKYMEHTOB.
) KOMIUIEKC TOKyMEHTOB ,[IOMEIICHHBIEC B TBEPAYIO OOJIOXKKY.

0) TpYNITMPOBKA UCTIOIHEHHBIX IOKYMEHTOB B JIeTIa.

B) rPYIIIHPOBKa KOMILJIEKCa JOKYMEHTOB B JIefia.

) JeIeHUe JOKYMEHTOB Ha KJIACCHI.

9. VYcTaHOBUTE COOTBETCTBHE:!
1)no cepe ncnonb3oBaHus; 2)110 MECTY COCTaBIIEHHUS;
3)Io 1opuIUUeCcKON CHe; 4) o popme N3NOKCHNUS;

|A) OpUTHHAIIBI, BBIMTUCKH, TyOIHKATHI;

b) opranm3annoHHO-pacTIOPAANTENbHAS, HAYYHO-TEXHUIECKAs;

IB) nHAMBUAYaNbHBIE, TpadapeTHBIC, YHUPHUITIPOBAHHBIC,

") BHyTpeHHHE, BXOASIIIE, HCXOIIINE.

10. formosiHuTe:

IHazoBuTe, 3aKOHOAATENBHBIN TOKYMEHT, KOTOPBIH COAEPKHUT MPAaBOBBIC OCHOBHI CO3/IaHUs, cO0pa, 00paboTKH,

[HAKOIJICHUS, XpaHCHH S, IOUCKA, PACCMOTPCHUS U IPEAOCTABJICHUC )IOKyMGHTHpOBaHHOﬁ I/IHq)OpMaL[I/II/I? —
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bTO...

IA) 3akoH P® « O06 crangapTHU3anm

Ib) 3akoH PD «00 ApxuBHOM (poHIE U apXUBaX»

B) @3 P® « O6 napopManny u 3ammre HHOOPMAITII

) @3 P® « O mpaBoBoii 0XpaHEe IPOTrpaMM IS HIEKTPOHHBIX BEIYUCIUTEIHHBIX MAIINH U 0a3 JTaHHBIX)
11. VYKaxuTe JOKYMEHT, KOTOPbI YCTaHABIMBACT TPEOOBAHUS K COJCPIKAHHIO TOKYMCHTOB B
OpraHU3aLHH.

1) TOCT P 7.0.97-2016
D) FCIOY

3) MHCTpYKIMS 1O JeTI0NpPOU3BOJICTBY
4) mpaBmita opopMIICHUS TOKYMEHTOB

12. OmnpenenuTe peKBU3UTHI, KOTOPEIE SBISIFOTCS 005S3aTEFHBIMU B 00€CTICYMBAIOT FOPUANIECCKYIO CHITY:
1) HamMeHOBaHWE OPTaHHU3AIUH.

2) Tpud corlacoBaHMs JOKYMEHTA.

3) mata mOKyMeHTa ¥ HOMEp.

4) angpecar.

5) HaMEHOBaHNE BHAA TOKYMEHTA.

6) pe30oIoLusI.

7) rpud yTBEpKACHHUS.

8) BH3BI COTNIACOBAHMSI IOKYMEHTA.

9) Tekcr.

10) nmoanuch U nevath.

11) or™MeTKa 06 HUCTIOTHUTETE.

12) oTMeTKa 00 HCHIOJIHEHHH TOKYMEHTA ¥ HAIIPaBJICHHH €r0 B IEJI0

13. CoortHecuTe BUABI OJIAHKOB?

1) oOmuit 6;aHk. 2) OJIaHK MUChMa. 3) 6MaHK KOHKPETHOT'O BHa JOKYMEHTA.
IA) UCTIONB3YETCS TSl U3TOTOBJICHUS OOJBIIMHCTBA BHYTPEHHHUX JOKYMEHTOB.

0) co3maercs, eCiii U37aeTC MHOTO IOKyMEHTOB OJJHOTO U TOTO K€ BHA.

B) ynotpebiisiercst TobKO IpH 0pOpMIIEHHH OHOTO BHJA JOKYMEHTOB.

14. BoccranoBuTe nporynieHHoe coBO: «PEKBU3HT - 3TO 0053aTENbHBII AIEMEHT OPOPMIICHHUS ...
IMOKyMEHTa.

1. OpununansHOTO

2. Cayxeb6HOTO

3. JIroboro

4. npyroii BapuaHT

15. Brigenurte npaBuIIbHBIN BapuaHT opopMileHHs pekBm3nTa «HanmMeHoBaHMe opraHu3anum» Ha OJaHKe
MMrucChbMa.

a) MUHMCTEPCTBO OBPA30BAHIS U HAYKU POCCUMCKOM ®EJEPALIMU UHCTUTYT
COCYJAPCTBA U [TPABA TFOMEHCKOI'O TOCYJAPCTBEHHOI'O VHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHU S 1 HAVKM POCCUMCKOM ®EJIEPAIIMM TIOMEHCKUIA
TOCYJAPCTBEHHBINM YHUBEPCUTET MHCTUTYT T'OCYJAPCTBA U [IPABA

B) MUHICTEPCTBO OBPA3OBAHIS 1 HAYKU POCCUICKOM ®EJEPALIMU TIOMEHCKUIA
TOCYHUBEPCUTET UHCTUTYT T'OCYZIAPCTBA U ITIPABA

r) MUHMCTEPCTBO OBPA30BAHHS U HAYKU POCCUMCKOM ®EJIEPALIMU TIOMEHCKUIA
TOCYHUBEPCUTET UHCTUTYT

16. BriOepute mpaBHIbHBIA BAPHAHT OQOPMIICHHS HAUMCHOBAHHE BUA TOKYMCHTA ....
1.ITucemo-nipocnba

2.ITPUKA3

3.CnpaBka

4.1pyroit BapuaHT

17. BriOepure npaBWILHBIA BapuaHT 0(OPMIICHHS ITOYTOBOTO ajipeca B «CIpaBOYHBIX JAHHBIX 00
OpraHu3aI[H-aBTOPEY.

1. OAO «ITumot» yi. 3omotapeBckas, 3, opuc 112, r. YiesaHoBck, 212109

2. OAO «IIunot» 212109, r. YaesHOBCK, yi. 3010TapeBckasi, 3, opuc 112

3. Mockga, [{petHoit OynbBap, 1. 3, 105123, ten./dpaxc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. Ter./dakc 432-90-78, OKIIO 12345678, OI'PH 1234567890123
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18. Haiinure npaBuibHOe odopmiieHHe 1aThl?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 mexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux JOKyMEHTaX IPOCTaBISFOTCS CICAYIOLINE PETHCTPALOHHBIe HOMepa:

1) Ne 10 — st ... a) UCXOJSIIee W BXOISIUE JOKYMEHTHI
2)Ne 10K — st ... 0) BHYTpEHHHE JIOKYMEHTBI
3) 05-115/75 — st B) IOKyMEHTBI JINYHOT'O COCTaBa

20. BrIOepuTe NpaBUIbHBIA BapuaHT opopmiieHus pekBu3uTa «I'pud yTBepKaeHus», Koraa yTBep KaeHUe
MPOUCXOAUT JOJIKHOCTHBIM JIMIIOM.

1. YTBEPXKXIOAI Hupektop 3AO «Iunor» Iloanuce A.B. ITetpos 23.09.2009

2. YVreepxkgaro dupextop 3AO «[Imnot» Iloammcs A.B. IlerpoB 23.09.2009

3. «YTBepxnato» 3A0 «[lumot» Hupekrtop [Toamucs A.B. Ilerpos 23.09.2009

4. YTBEPXKIAIO Hupextop 3A0 «ITumot» A.B. Iletpor 23.09.2009

21. B kakoM cay4ae MpaBmwIbHO OYOPMIICH PEKBHU3UT «AZIpecar.

1)  Mupexropy mkoinst Ne 269 Matseesoit Tamape AsekcanapoBHe

2) 195172, Caukr-IletepOypr, yi. Imutposa, 1. 17 k8. 7. Hukudoposoii H. I1.

3) 00O «Tepem» Otnen pexnamel Hauansuuky otaena H. A. Msanosy 117134, Mockga, yin. Ctpouteneii 8,
["enepanpHOMY AupexTopy 3A0 «BUCT» A. U. CmupHOBOit

22. B kakom city4yae npaBuibHO oopmiieH pekBu3uT «Iloanuce» Ha OnaHke JOKyMEHTa M MOKaKUTE €ro

oopmiicHue?

1) Aupexrop mkomsl Ne 25 B.A. IlerpoBa
2) AupeKTop IIKOIBI [lerpoBa B.A.
3) Aupexrop B.A. IletpoBa
4) dupexTop IlerpoBa B.A

IIpakTH4yeckue 3aanus

Vi1;V2;
v.02.5;
Vv.03.1;
v.03.2.
¥.05.3;
v10.3;

|.Ha ocHoBanuu 3ananuii oopmute pPeKBH3MTBI, 0OECHIECUMBAIONINE FOPHAMYECKYIO CHIY JTOKyMEHTaM.
Yro6bl opopMuth pekBu3uThl ucnonszoBath [OCT u pemakrop Microsoft Word ¢ cobnronenuem Bcex
OTCTYIIOB M HHTEPBAJIOB.

3a)1a1me l:O(I)OpMI/ITe HAaUMMCHOBAaHUEC OpraHu3alMkd B COOTBETCTBUM YCTaBa W MOPaBUIBHOI'O
PacnioJIOKCHUA yacTen PEKBU3HTA

Bapuanm 1

3AO0, opraauzanroHHO-TIpaBoBas Gpopma npeanpustus «HOpuc-kon».

Bapuanm 2

Opranuzanys TOCYIapCTBEHHOTO THMAa BcepoccHiCKMii HAydyHO HCCIENOBATENbCTKUA  HHCTUTYT
JIOKYMEHTOBEJICHHUS M apXUBHOTO Jena, noxunnsaercs PenepansHomy areHcTBYy POCAPXNB MoxeT nMeTh
cokpauieHHoe HaumeHoBaHue BHUNJIA .

Bapuanm 3

MocBoi0KaHa1 OTHOCUTCS K THUITY TOCYIapCTBEHHOIO YHUTAPHOrO MPEANPUSITHUS o I.MocKBa.

Bapuanm 4

MUHUCTEPCTBO ~ CTPOUTEIBCTBA,  APXUTEKTYphl U JKWIUIIHO-KOMYHaJbHOTO  XO3SMiCTBa,  MpH
AnvmuauCTparmu PocToBckoit o0macTy.

3aganne 20¢opMuTe Ha3BaHHE BHJA JOKYMEHTa M 3arojIOBOK K TEKCTY 3TOTO JIOKYMEHTa, yIMOoTpeOuB
HYKHBIN MaJIex:

Ina 1 sapuanma

IIprka3 o BBeACHUU HHCTPYKIMU 110 IPOTUBOIIOKAPHOH O€301acHOCTH;

Ina 2 sapuanma

IIpoTokomn 3acemanus coBeTa MO NPOQHIAKTHKE TPaBOHAPYIICHHH;

s 3 eapuanma

CropaBka O COCTOSHMM pPabOTBI OT/eda AEJIONPOW3BOJCTBA IO PACCMOTPEHMIO 3asiBICHHH, Xajlod u
NPe/I0KEHUH TPpaxIaH;

Mna 4 eapuanma

JlomKHOCTHASI MHCTPYKIUS O CHEUAIIICTE 3eMeIbHO-MMYIIIECTBEHHBIX OTHOILICHNH;

3amanne 30dopmuTe naTy U perucTpalMOHHBIA HOMEP JOKYMEHTa
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Bapuanm 1

Ecnu ohopmitsiroT npukas 1o 0OCHOBHOM J€SITEIIbHOCTH — IIPOJIOJIBHBIM PAaCONOKEHUEM PEKBU3UTOB.
Bapuanm 2.

Ecmu 0opMILTIOT OTYETHBIH TOKYMEHT KOTOPBI OTHOCHTHCS K OyXTaaTepcKol TOKyMEHTAIH.
Bapuanm 3

Ecmu oopMIIsIIoT TOTOBOPHOIT JOKYMEHT. ( KYILTH-TIPOJAKH)

Bapuanm 4

Ecny noaroToBmIIN Uil OTIPABKH OTBETHOE MMHMCHMO Ha BXOJSIICE.

3aganne SOpopMuTe PEKBU3UT ITOIITUCH

Bapuanm 1.

Ecnu noocomosunu npuxas no ocHosHnoti dessmenvHocmu
Bapuanm 2

2Ecnu noocomosunu akm

Bapuanm 3

Ecnu noocomosunu npomoxon cobpanus

Bapuanm 4

Ecnu noocomosunu eapanmuiinoe nucomo

I1.Crpoextupyiire :

o061uii GJIaHK C IPOIOJIBHBIM PACIIONI0KEHUEM,

OJIaHKH IS TIMCEM C YTIIOBBIM M IIPOJOJIBHBIM PACIIONOKEHUEM U

0JIaHK MPUKa3a C IMPOJOIBHBIM PACIIOTI0KEHUEM MTOCTOSIHHBIX PEKBU3UTOB

JUIsL IEPEYHCIICHHBIX HIDKE OpPraHU3alMil ¢ OrpaHHYHUTEIbHBIMA OTMETKAMU JUISl PEKBU3HUTOB.

Bcepoccuiickuii Hay4HO-UCCIEA0BATENbCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO JIea,
noguunsionmumiics POCAPXIBy OKIIO 02842708, OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001;

yi. Ilpodcorosnas, 1.82 ropox Mocksa, 117393 Ten./dakc (095) 7187874 E-mail: mail@vniidad.ru

I'ocynapcreennslit npoextHbld HHCTUTYT CAHTEXITPOEKT, noxuunstomuiics I'occtporo Poccuu
OKITIO 02842708 OI'PH 1027700380795 WHH/KIIII 7708033140/771001001;

V. Huwxuss [epBomaiickast, 1.46 ropon Mocksa, 105203

Ten. (495) 275 23 23 dakc (495) 275 12 12 E-mail: santeh@gs.ru

OTKpHITOE aKIMoHepHOe 061ecTBo «BOJITOJJOHCKHM XJIEEOKOMBUHAT»
OKIIO 23132807, OT'PH 1821800370797, MHH/KIIIT 3408032140/342001002
OxTs0pBCKOE ToCcce, 1.9, ropon Bonromonck, PocroBekas 001. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Pa3zgea 2.

CucreMsl AOKYMECHTAUMUOHHOI'0 ob0ecneuyeHus YupaBJICHUA

TecToBBIE 3adaHUA

31;
32;
33;
34;
3.01.8;
3.02.2;
3.05.8;
3.09.3

1.Cuctema OPJ] — 3710 ... .
a) COBOKYIHOCTb B3aUMOCBSI3aHHBIX JIOKYMEHTOB, IIPUMEHIEMbBIX B ONIPEIEICHHOH cepe 1eaTeabHOCTH;
0) cuctema OP/I, B KOTOpO# perinaMeHTUPYIOTCS MpaBa U 0053aHHOCTH MPEINPHUIATHN U YUpEKICHUH,
B3aMMOOTHOIICHUS C BBILIECTOSIIMMH OPraHU3aLMsIMH, C TOJYHMHEHHBIMU U CTOPOHHUMH
OpTaHM3AIUAMY;
B) CUCTEMa JJOKYMEHTAIMH, CO3J]aHHAs [10 SIMHBIM MTPpaBHaM U TPeOOBaHUIM, COepIKAILAS
nHpOpMAIHI0, HEOOXOIUMYIO JUIsl YIPABIICHHUS B ONPEAEIICHHON cdepe NesITeNbHOCTH.
2. Pacmipenenurte JOKyMEHTHI IO TPYIIIIaM:

1) opraHu3alMOHHEIE;

2) pacriopsiiNTENbHBIE;

3) uHpOPMAMOHHO-CIIPABOYHEIE.
A)nonoxeHue B) MPUKa3bl T') CHPABKH; J) MHCTPYKIHH; €) PaclopsDKEHHUE; JK) TPYAOBasi KHIDKKA;
3) IOCTaHOBIJICHUS; K) yCTaB; JI) MUCHMO.
3. IlponmomkuTe NpeAoXeHUue- yCTaB- 3T0. ..
1.11paBOBOI aKT, OIPEACISIONINI CTPYKTYPY, YUCIEHHOCTh U JOJDKHOCTHOM COCTaB paOOTHUKOB OPTaHU3AINH
C YKa3aHHEM JOJIKHOCTHBIX OKJIaJ0B.
2.1paBOBOM aKT, ONPENEISIOIUN CTPYKTYPY, QYHKIUH U [IpaBa NPEANPUATHSA, OPTraHU3aNH.
3.11paBOBOH aKT, U3JaBaeMbIi TOCYAaPCTBEHHBIM OPIaHOM B LEIISIX YCTAHOBICHHS PaBHUII, PErYIHPYIOIIUi
OpraHU3aIOHHBIE, TEXHOJIOTHUECKHE, (PUHAHCOBBIC CTOPOHBI JEATEIILHOCTH OPTaHU3aINH, TODKHBIX JIHIL.
4.1paBOBOM aKT, ONPENEIISIOIINH MOPSIOK 00pa30BaHMs, TPABOBOE MOJ0KEHHE, ITPpaBa. 00s3aHHOCTH,
OpraHHU3aUI0 PA0OTHI MPETPHUATHS
4. BcraBbTe NPOIYIIECHHBIE CJIOBA B OINIPE/IEIICHHUE:
HopmaTuBHBIN TOKYMEHT, B KOTOPOM OIIPEAENEHS!. . ., ..., ... K OTBETCTBEHHOCTH COTPYAHUKA NTPEATIPHUATHS -
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9TO... UHCTPYKIHSI.
1.perimamMeHTHpyeTCs MOPAIOK BEIIIOIHEHUS IIPOLecca, OTBETCTBEHHOCTb.

2.10PAI0K PAOOTHI, OCHOBHBIC MOJIOKCHUS.

3.¢dyHKIHY, TIpaBa, 00S3aHHOCTH.

4.CTpyKTypa, YUCICHHOCTS ,JOJDKHOCTHOH COCTaB.

5. Onpenenure BIA JOKyMeHTa?

ITpaBoBoii aKT OPEAEISFOLIMI MOPSIOK 00pa30BaHKs, IPABOE MOJNIOKEHHUE, IPaBa, 00S3aHHOCTH, OPraHM3aLHIO PAOOThI
TIPEIIPUATHS WA CTPYKTYPHOTO TIO/IPA3IEIIeHHS. — 310 .. .

6. HaszoBure NOKyMEHTHI, KOTOPbIE H3[JAIOTCS:

A) B yCIOBHSIX €IUHOIMYHOTO IPUHSTHUS PEIICHUi-. . .. ..

B) B ycoBUsIX KOJUIETHATbHOCTH- ......

7. JlomosHMTE IPYIIBI HA KOTOPBIE ACNSATCS PUKA3bI:

1) TIpoGnemsl co3maHusl, TMKBHAALNH KOMUCCHI, COBEIIATENBHBIX OPIaHOB; YTBEPIKICHHE I€ro JIH00;

MIPEAOCTaBIICHNE NTPaBa MOIIKCH; - 3TO IPHUKA3HI T10. . ...

2) TIpoGieMbl pUHAHCHPOBAHHMS; OOECIICUCHHST 000PYIOBAHMS, MaTCPHATAMH; odopmiecHHEe

PE3yNBTaTOB, HTOTOB PabOTHI; - 3TO MPHUKA3EI 1O ....

3) Ilpuem, yBOJBHEHHE, IEPEBOA, KOMAHANPOBKH, PELICHNE COLl. BOIIPOCOB; _ ATO MPUKAa3bI

8) Onpexnenute BUABI PaCIOPIAUTEIBHBIX JOKYMEHTOB.

1) pacniopsANTENbHBIN TOKYMEHT, H34aBaeMblil OpraHOM YIIPaBJICHHS IO BONIPOCaM OpTaHHU3aIMOHHO-

METOJMYECKOT0 XapaKTepa I OpraHU3alluy BRIIOJHEHNS HHCTPYKILIUH, [IPUKa3a - 3TO...

2) pacnopsAUTeNbHBIN TOKYMEHT KOJJIETHAIEHOI'O OpTraHa yIpaBleHUs, YI€HBIX COBETOB. - 3TO..

3) npaBOBOI1 aKT, U3/1aBaEMBIil €TUHOIUIHO PYKOBOAUTENEM OPTraHU3aLUH I JOBEACHHUS 10 UCIIOTHUTENEH

OTIEPaTHUBHBIX BOIPOCOB - 3TO. ..

9) Omnpenenure, YTO HA3bIBACTCS TTUCHMOM.

1. JOKYMEHT 110 BOIIpOCaM, TPEOYIOLIHMIA ONEpaTHBHOTO PELICHUs, TIepeaBaeMblii OIPEICICHHBIM CIIOCO00M
CBSI3M.

2.00011eHHOE Ha3BaHUE PA3IMYHBIX 110 COJIEPKAHHIO JOKYMEHTOB IEPECHIIAEMbIX II0 TTOUTE.

3. IOKYMEHT JIeTIOBOH NMEPENHCKN M UX Ha3BaHUS OIIPEACIAIOTCS CIIOCO0aMu Mepeiadu JIeI0BOH HHYOpMAaILIH
TI0 3JIEKTPOHHOM CBSI3H.

4.10KyMEHT, KOTOPBII HE COIEPKUT MOPYUCHHUH, HEe 00SI3bIBACT ICHCTBOBATH CTPOTO MPEANHUCAHHBIM 00pa3oM

10) CooTHecuTe BUBI TICEM. U UX HAa3HAUCHHE.

1.uHbOpPMALIOHHEIE, 2. KOMMepYecKue. 3.CcONpPOBOANUTENBHOE
A) cocTaBisIeTCs IPH 3aKJIIOYEHUH U BBITIOJTHEHUH KOHTPAKTOB.

b) nucema, coneprkaiyie cooOImeH s, TPOCEOBI, HATTOMUHAHNS, PEITI0KEHHS.

B) npunararorcs K OCHOBHOMY TOKYMEHTY , KOTJja TpeOyeTcs TOTIOTHUTEIbHOE MTOSICHEHUE

11) laiite onpenesieHue MpoOTOKOIY.

1. JOKYMEHT, COCTaBJIEHHBII IJIs TOJTBEPKACHHS YCTAHOBICHHBIX (haKTOB, COOBITHI, NeHCTBHUIH

2. TOKYMEHT, KOTOPBIH HE COAEPKUT IMOPYIEHHUIl, He 00SI3pIBACT JEMCTBOBATH CTPOTO NPEANHUCAHHBIM 00pa3oM
3. IOKYMEHT, (UKCHUPYIOLIHH X0 00CYkKIEHUSI BOIIPOCOB M IIPUHSITHUS PELICHUI Ha COOpaHNH, COBEIIAHNH.
4. MOKyMEHT KOJUIETHAIBHOTO OpraHa YIpaBICHUS

12) Maiite ompesieneHue aKkTy.

1. JOKYMEHT, MOATBEPKAAONIHIA KaKie-IN00 COOBITHS CITy)KEOHOTO XapakrTepa.

2. JOKYMEHT, COCTABJICHHBII1 1JIsl TOJTBEPIKACHHS YCTAHOBJICHHBIX (haKTOB, COOBITH, IeHCTBUIA.
3.I0KyMEHT, OOBSCHSIONINI IPUHIUIT KaKOTro-JIM00 AeHCTBHUS, (haKTa, IPOUCIICCTBHS.

4.10KyMEHT, KOTOPBI HHPOPMUPYET PYKOBOACTBO 00 N3MEHEHUN MeCTa COOBITHS, (DaKTa, SIBICHUSI.
13) Omnpeenurte, 4TO SIBISASTCS NATOM aKTa?

1. maTa coCTaBJIEHHS aKTa.

2. naTa NOAIIMCAHHS aKTa

3.1ata coOBITHS, IPOBEPKH,

4. nata pabOThl KOMHCCHH.

14) Onpenenure, KEM IOAMKCHIBAETCS aKT?

1. mpencenaTeneM | MPUCYTCTBYIOIIMMH.

2. 4jieHaM1 KOMHCCHH U IIPUCYTCTBYIOLINMH.

3. mpexacenareneM, WieHaMH KOMUCCHH, IPUCYTCTBYIOITIMH.

4. mpencenareneM U ceKpeTapeM

15) [laiite onpenencHue CrpaBKu

1). TOKyMEHT, COCTaBJICHHBIN JUIsl TIOATBEP)KICHUS YCTAaHOBIICHHBIX ()aKTOB, COOBITHH, NeHCTBHI
2). TOKyMEHT, OOBSICHSIOIINIT IPUHINI KaKOT0-1TH00 JIeHcTBYA, paKTa, MPOUCIIECTBUS

3). IOKyMEHT, ITOJTBEPKAAIOINHA Kakue-T100 COOBITHS CiIyKeOHOTO Xapakrepa
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4). TOKyMeHT, KOTOPbIH HHYOPMHPYET PyKOBOJCTBO 00 M3MEHEHHH MeCTa COOBbITHS, (haKTa, SIBICHUSI.

16) Omnpenenure BUIBI CIIPABOK-

A).IOKyMEHT COCTaBJICHHBIN 110 YKa3aHUIO PYKOBOAUTEIS, U MIPEACTABISIOTCS B YCTAHOBIICHHBIE CPOKH. -. ...

B). noKyMeHT cocTaBIEHHBIH IO 3aMIPOCY 3aMHTEPECOBAHHBIX JIHIL. -. . ..

17) JlaiiTe onpenenieHue 3aiCKaM.

1) TOKyMEHT I10 BOIIpOCaM, TPEOYIOLINX ONEPAaTHBHOTO PEIICHHUS IIEPEIaBacMblii ONIPEAEICHHBIM CIIOCO00M
CBSI3U.

2) NOKYMEHT, KOTOPBII HE COJIEPKUT NOPYUCHHH, He 0053bIBAET AEHCTBOBATH CTPOTO MPEANUCAHHBIM
o0pazom.

3) HOKYMEHT, aipeCOBaHHbII PYKOBOIUTEIIO JAaHHOMN UM BHIMIECTOSINEH OpraHU3aluu, CONEPKHUT
00CTOSTENFHOE N3JI0KEHHE KaKOT0-TH00 BOIPOCa C BBIBOJAMU M TIPEII0KEHUSIMH COCTABUTEIIS.

4) TOKYMEHT, COCTaBJICHHBIH ISl TOJTBEPIKICHHS YCTAHOBJICHHBIX (JAKTOB, COOBITH, IeHCTBUI

HpaKTI/I‘{ECKI/Ie 3aJaHusA

Yi;

Y2;

YV.01.1;
Y.014;
v.02.5;
¥.05.3;
¥.09.3;

3aganmne 1

B ¢opme npukaza He0OXOAMMO BBECTH HMHJAEKCHI NPEANPUATHH U OpraHu3anuii 00beJUHEHUs, B LENIX
YHOpSIOYEeHUS] OpraHu3aluil ynpaBieHus: B 00beJMHEHNU U B COOTBETCTBUHU C YKa3aHHeM MUHHCTPOS
P® ot 00.00.00. Ne 423. [IPUKA3BIBAIO: O0benuHenuto npucBouTh nHiIekc — 51. [Ipu nepenucke B
coorBercTBuu ¢ CTII 39.00.25 «Opranuzanus AeIoNpou3BoACTBa B 00bequHeHnn «CTpoiTEeXHUKaY, a
TaKXe JJIi y4yeTa U perucTpanuu pa3pabaTeiBaeéMbIX CTaHAAPTOB NMPEANPUITUS IPUCBOUTH
mpeanpusTHaM ciaenyromue naaekce: 50 — 01 — SIpociaBckoMy peMOHTHO-MEXaHHYECKOMY 3aBOAY; 51
— 02 — Bmagumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrtpoiimopmam». KoHTpoas
Ba MCIIOJIHEHHEM IpHKa3a Bozyaraercs Ha KaHuenspuio (1. Koponesy B. A.). ['eHepanbHbIl qUpEKTOP
IA.I1. BanoB. B memo 1 — 3 — 6. C. C. IleTpos

3aganmue 2.

Otkpoiite cnpaBoyHO-mpaBoByto cucteMy KoucynpranT Ilmoc, ucnonssys KapTouky mnoucka, Hainure
pewenue (cM. pasznen YensOunckas obnacts). CKONMpOBaTh HaWJEHHYIO WH(OpMalWi0 B TEKCTOBBIH
nporieccop. OdopmuTte pemerne. Coxpanure padoTy B daiie mox umeHeM «Perenue».

3ananue 3.

Hupexist OOO «Actpest» (Cankr-Iletep6ypr) 12.08.2012 nposena cBoe ouepenHOe 3acefaHue, Ha KOTOPOM
npucyrctBoBanu BoctpskoB C.T., CrymueB II.[., Jlebenes W.M., Auronos ILJI., UlentyHoBa B.I'.,
Tumodeer A.A., Crynosa M.1.

Ha 3acenanmnm o6cyxaanock qBa BoIpoca: 0 Xojae pexiamHoi kammnanuu B 111 kBaprane 2012 1. u 0 mepexoze
Ha HOBYIO CHCTEMY BBIIJIATHI IPEMUAIIbHBIX.

ITo mepBomy Bompocy ciymand cooOlIeHHe HadaldbHUKa oThena pekiaambl BoctpukoBa C.T., Tekct
coo01IeHns1 KOToporo ObLT nepenan cexperapro 3aceqanust benosoit H. JI. ITo aTomy e BOmpocy BBICTYIHII
¢uHaHCOBBIN mupexTop TumodeeB A.A., KOTOPBII 0Z0OPHIT yBEIMUCHNE PACXOI0B HA HAPYXKHYIO PEKJIaMy B
IIT xBaprane 200 . Ha 5%. Taxoke mepenan cekperapro. Ilo maHHOMY ke Bompocy BeICTynunn AHTOHOB 1.
JI., HawanpHUK oTAeNa Kaapos, u Jlebenes 1.M., nupexrop mo npoxaxam. I1epBoIif ogo0pwI HOBYIO CUCTEMY
BBIIIATHI TIPEMHUATBHBIX U PEKOMEHIOBAJ MOArOTOBUTH HeoOXoaumbie gokyMmeHThl K 01.09.200 . Bropoii
MIPEUIOKIIT JOpaboTaTh HOBYIO CHCTEMY BBIIUIATHI IPEMHUAIBHBIX U PEKOMEHI0BAJ IPOBECTH FOJIOCOBAHUE TI0
JTAHHOMY BOIIPOCY Ha 00IIeM COOpaHUH TPYIOBOTO KOJUIEKTHBA.

B wutore 3acemanus ObuUIM HpUHATH ciexyrone peuteHus: 1. Opob6puts paboty otaena pekiamsl B 111
kBaprasie 20 r. 2. [IpoBectn obmiee cobpaHne TpyI0BOro KOJUIEKTHBA IO BOIPOCY O MEPEX0Jie Ha HOBYIO
cucteMy BBITUIATH peMuanbHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY COOpaHUs Oblla Ha3Ha4YCHA
3aB. kaunemsapuei lllentynosa B.I'. CoOpanue Ben npencenarens Pymsanes O.A.

3apanme 4.

Komnccenst mox npencenaTensCTBOM HadallbHUKA TEXHUYECKOW rpymibsl BomoBoro A.A. 1 4iIeHOB KOMHCCHH
Bopucosa M.IO., HayanpHMKa aAMUHHCTPaTUBHO-XO03dHCTBEHHOTO otaena, Cmupnosa JLII., Oyxranrepa, u
PomanoBoii N.K., opucmenemkepa 3A0 «JleoHTHs» Ha OCHOBAaHWHU NOKJIAMHOHN 3amucKu oduc-MeHemxepa
PomanoBort M.K. 11.07.20  r. mpoBena MpOBEpKY TEXHHYECKOTO OCHAIICHUS MPHUEMHON T'€HEPaIbHOTO
JUPEKTOpa M MpHU3HAJIa HETOMHBIMHU JUIS AKCIUTyaTallii KOMMMPOBANBHBINA ammapat Xerox 345(1 mr.), mpenep
(umaB. HOMep 367, 1 mrt.), pakc 47823 (1 wT.). [Ipu3HaHHAS HEMPHUTOIHOW I AKCIUTyaTaIllMN TEXHHUKA Oblia
nepezana Ha cKian npeanpusatud. Ilo ycTtaHoBieHHOMY (BakTy KOMHCCHS COCTaBHJIA aKT IpHeMa-Tieperadn
OPITEXHHUKHU B 3 3K3. (1-i 3K3. — HAYAIPHUKY aJIMHUHUCTPATUBHO-XO03HCTBEHHOTO OT/eNa, 2-i — 31 riaBHOMY
Oyxranrepy, 3-i — B neso 23-02), KOTOPBIi ObUT YTBEpIK/AEH reHepanbHbIM qupekTopoM CrenanosbiM I1.1.
3aganmeS.

Ortkpoiite cripaBo4HO-TIpaBoBYI0 cucteMy KoncynpranT Ilntoc, HaiinuTe akT 0 MPOBEJEHUN WHBEHTAPU3ALUU
(popma THB-00), oTkpoiiTe €e ¢ MOMOIIBI0 TAOJUYHOTO MPOIECCOopa U 3aIOJTHUTE JUI CBOCH OpraHU3aIliy.
Coxpannte paboty B ¢aiine nox nmenem «IIpumep 06 MHBEHTapU3ALMN.

VHBeHTapu3anMOHHAs KOMUCCHS, CO3/IaHHasi Ha OCHOBAaHUM IIpHKa3a qupekropa Bamero mpeanpustas Ne 24

oT 15 cenrsOps Tekymero roma, B cocTtaBe npexacenatenss OcTpoBckoro J.A.(3aM.IJIaBHOTO Oyxranrepa
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3aBoja) M wieHoB komuccuu Ilerposoit O.H. (Oyxranrepa), HockoBoit H.U. (cT. sKOHOMHCTa TJIaHOBOTO
OT/eNla) TPOM3BeNia PEBH3MIO0 KAacChl 3aBOJla IO COCTOSHUIO Ha 16 CeHTAOps Tekymero roja. PeBusus
MIPOBOIMIIACH B TIPUCYTCTBUH Kaccupa 3aBoga Kapramosa H.W. B pesynpraTe mpoBeneHHOH peBH3HH OBLIO
YCTaHOBIICHO, YTO OCTaTOK HAJIMYHBIX AeHer B kacce cocraBiser 1030 pyoOmneit 00 korm., OCTAaTOK AEHET IO
kaccoBoit kaure — 1030 py0. 00 kon. [Ipyrux meHHOCTEH B Kacce 3aBofja He 0OHAPY)KEHO, YTO COOTBETCTBYET
JaHHBIM ydeTa. KoMmmuccns Takxke yCTaHOBMIIA, YTO NMOPSIIOK BEACHHMS KAacCOBOM KHWUTH M XPAaHEHHUS JICHET
COOTBETCTBYeT TpecOoBaHMAM IlOJNIOKEHMSI O BEIEHWM KAacCOBBIX OIEpallii  rOCYAapCTBEHHBIMH,
KOOTIEPATUBHBIMH U OOIIECTBEHHBIMU NPEANPUATUAMY, YUPESKACHUIMHI U OPraHU3alUAMU.
AKT BCTYIHIJI B IefiCTBHE C MOMEHTA YTBEPXKICHHS JTUPEKTOPOM.
3aganmue 6.
Nupextopy 3A0 «Monoaut» OcTpoBckomMy D.A. oT HauanbHUKa nuoHepnareps Kopmynosa JLII.
JloxnanHas 3anucka. CoriacHo BaiemMy IpeANuCaHUI0 MHOIO COBMECTHO C TEXHUKOM -CMOTPUTENEM
UleButoBbiM P.A. 7-8 mas 2004 rosa npoBelieH OCMOTp JKUJIBIX MOMEIICHH I 0a3bl OT/bIXa HAlllEeH
bupmsbl. Bee sxmutple Kopyca B yIOBIETBOPUTEIBHOM cocTossHHH. OnmHako B Kopmyce Ne 1
HeoOX0IUMO BCTABUTH CTEKJIa, Kopmyc Ne 2 cienyeT moOenuTh, a B kopiryce Ne 3 Ha/io MOIOTHATH
inBepu. [Tocie ycTpaHeHus 3THX 1e(PEKTOB U COOTBETCTBYIOIIEH YOOPKH XKHMIIBIC TOMEIIECHUS Oy Iy T
TMPUTOIHBI s IpueMa oTasIxaromux. Havaneank nunonepnareps J.o.Kopmryros. 10.05.2004
3agaune 7
TupexTopy I1JI Ne 24 Mycaeoit E.A. ot mactepa npou3BoacTBeHHOro 00ydeHus Cokomnooii T.I1.
CJIV)KEBHAS 3AIIMCKA B anpene B kabunere Nel3 npoBoaunuch cieayouue padoTsl: -
MprOOpETEHBI MapKePhl U )KUJKOCTD JUJIi MAPKEPHOU TOCKH; - OTPEMOHTHPOBAHO 4 yUEHHUECKUX CTOJIa;
- OTPEMOHTHUPOBAHO 5 MUIIYIIUX MAIINH; - OTPEMOHTUPOBAHO 2 CBETUJIBHUKA; - COTJIACHO PACIUCAHUS
MPOBOAATCS 3aHATHUS IPOU3BOJCTBEHHOTO O0YUYECHUS; - COTJIACHO I'paduKa MPOBOJISATCS KOHCYJIbTALHH
0 AMILIOMHBIM paboTaM; - corjacHo rpaduka npoBoasTcs (aKyJIbTaTUBHBIC 3aHATHS MO IPEIMETY:
«1C: IIpegnpusitue u Kagps»; - padoTtaet kpykok «APT-¢hoTo» - KaxkAy0 NATHULY IPOBOIUTCS
reHepanbpHas yoopka. Mactep mpou3BoacTBeHHOro o0yueHuss Cokomosa T.I1. 23.04.2010
3aganue 8.
Dtkpoiite cpaBounyto cucteMy Koncynbrant [Tnfoc, ucmons3ys BricTpriii mouck, HalauTe popMy mpuKasa o
TpreMe COTpyIHUKa Ha padoTy ¢.T-1
PrxoHomucT BacunbeBa Exatepura HukomaeBna 1 ceHTsI0ps Tekymero roja nmongana 3assieaue B8 OO0
JIyd» ¢ mpoch00il MPUHATH €¢ Ha padOTy crenuaiucToM GUHAHCOBOrO OTcja Ha HEMOJIHBIH padbounii
neHb. Mucnextop no kagpam CmuprHoBa U.C. 00bsicHMIa, 4TO pUpMa UMEET BOZMOXKHOCTh IPUHSATH Ha
pabOTy SKOHOMHUCTa, HO Ha OCHOBE CPOYHOT0 TPYAOBOTO J0roBopa. TpyaoBOH 1OTOBOP OBLI 3aKI0YEH
b ceHTAOps U MOANUCAaH OT UMEHU (PUPMBI T'eHepalbHBIM JupekTopoM MuponoBsiM JI.C. B ToT ke neHb
DBLT M3/1aH MPHUKa3 M0 JHNYHOMY COCTaBy, 3aBU3UpOBaHHBIN CMmupHOBOH U.C. U IOPUCKOHCYIHTOM

XmenesbiM 1.O. [lpuka3s 611 00bsiBeH Bacunsenoii E. H. mon pacniucky 6 ceHTa0pst

Paznen 3. Opranu3anus 10KyMeHT0000poTa

TecToBBIE 3aTaHUA

33; 34;35;
3.01.3;
3.01.8;
3.02.1;
3.03.2;
3.09.3

JlomoIHUTE NpEeANIoKEHHE.

1) AOKYMEHTOOBOPOT - OTO

1A) JIOKYMEHTOOBOPOT JIOJDKEH OCYIIECTBJISATHECS TAKUM OBPA30M, UTOBbLI IBMXEHUSA KAXIOI'O
JOKYMEHTA BbIJIO..., MAPIIPVYT..., BPEMS [TPOXOXAEHUA .. ..
2) JlonoiaHUTE BUIBI JOKYMEHTOIIOTOKOB:

a) Bxogsamuit TOKyMEHTOIIOTOK-3TO. ... .

0) Ucxoasamuii TOKyMEHTOIOTOK-3TO. . . .

B) BHyTpeHHMIT JOKYMEHTOIIOTOK-3TO. . .. .

3) YcraHoBuTE NOCIEI0BATENLHOCTS 0OPA0OTKH BXOASAIINX JOKYMEHTOB
1)ucrionHeHNe JOKYMEHTOB;

2)rpueM U epBUYIHAS 00paboTKa;

3)moammBKa JOKyMEHTOB;

4)peructpanys JOKyMEHTOB;

5)HampaBieHHE Ha UCIIOTHEHHE;

6)IIpeIBapuTEIILHOE PACCMOTPEHHE;

7)KOHTPOJIb UCIIOJTHSHHUS,

8)paccMoTpeHne TOKYMEHTOB.

4) JTonioniHUTE OIOK-CXEMY.

1) cocraBieHHe MPOEKTa NCXOAAIIETO JOKYMEHTa;

2)npoBepKa NpaBUIBHOCTH OPOPMIICHHS IOKYMEHTa;

3
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6) MpOCTaHOBKa MCXOJISIIIETO HOMEPa Ha JOKYMEHTE;

7) poBepKa MPaBIILHOCTH aAPECOBAHIIS;

8) ..., ;

9) moAmMBKa BTOPOTO SK3EMIUISIpa.

5) JlomoJjHuTe.

Peructpamus TOKyMEHTOB - 3TO 3aIlHCh , YUCTHHIX, JAHHBIX O TOKYMEHTE TIO ...

6)CootHecuTe.

1.Ha3HaueHue JOKyMEHTOB 2.. llens peructpanuu JOKyMEHTOB

a) o0ecneynTh yuerT;

0) co3naHue perucTpaliOHHO-CIIPABOYHOTO aIapara;

B) OBICTPBIii MTOKCK;

T') IpeJlaHne IOPUIMYECKO CHIIBI;

1) TIOATBEPKICHUE (haKTa CO3AaHUsI JOKYMEHTOB;

€) KOHTPOJIb;

) IOATBEP KICHHUE (haKTa MOCTYIICHAS M OTIIPABKH TOKYMEHTA.

7) Jomosnute TpeGOBaHMS PETUCTPALIMH JOKYMEHTOB.

1) KaxmBIi JOKYMEHT PETHCTPUPYETCS TONBKO ... ;

2) BXOIMIIHME JOKYMEHTBI PETUCTPUPYIOTCA ...;

3) ucxopsmue U BHyTPEHHUE B ...;

4) BXOASIIHE, UCXOSINNE U BHYTPCHHUE TOKYMEHTHI PETUCTPHPYIOTCS

8) BribepuTe mpaBUIbHBIN OTBET.

Kakoli cpok OTBOAMTCSI XpaHEHHIO JOKYMEHTOB 10 MECTY UX (POPMUPOBaHUsI?

a)l rox; 0) 6 mecsues; B) 2 roaa; r) 2 rona u doJee.

9) BribepuTe MpaBUiILHEIA OTBET.

OCHOBHBIE TOKYMEHTHI y4eTa ....

a) OITHCH;

0) HOMEHKJIATypa;

B) perucTpanuoHHas ¢popma;

T') JINCT-3aBEPUTEIIb;

1) 00JIOXKKa Jiena;

€) BHYTPEHHSSI OMUChH.

10) domosHwure.

Homenknatypa gen - 370 .....

11) ®yHKIMOHAIBHOE HA3HAYEHHE HOMEHKJIATYpHI Jel.

a)...;

0) cucTteMaTU3aIUs U y4YeT JeT;

B) IPaBWIILHBIN U OBICTPBIN TIOUCK JIEIT;

r)...;

I)...;

€)y4eT JIeJT BpeMEHHOTO XPaHeHHS;

K) pa3paboTka HHPOPMAIIMOHHO-TIONCKOBOW CHCTEMBI.

12) Topsimok 3aBeaeHust aei (roxm).

a)..;0)...; .B)....; TD).... Doy €).en; K).

1.0dopmieHnue aen- 3T0..

2.HyMepauus JUCTOB JeJia MPOU3BOIUT . . ..

3.5 yueTa JOKyMEHTOB B COCTaBe MOCTOSSHHOI'O M BHYTPEHHEr0 XpaHEHHUs COCTAaBIAIOT ... .

4. nmoMIIMBKA M MEperJIeT IPOU3BOJIUTCS B LIEJsAX oOecrneyeHus . . . .
5. I[OKYMEHTI)I BHYTPU JEJI PACIIOJIAT AIOT OBbIYHO B ... [IOCJIEAOBATEJIbBHOCTU

IIpakTnyeckue 3agaHus

Y3

Y4,

¥5
Y.01.4;
Y.01.11;
Y.02.5;
¥.03.2;
¥.09.3.

3anaua 1.

YcraHoBuTe 3TABl pa0OTHl ¢ UCXOIAIIMM JOKYMEHTOM. Pacnpeaenure 3Tambl 0 CXeMe B COSAMHUTE UX
CTpeTKaMHu.

BrI mosyunim BXOIAIIUEN TOKYMEHT MOCIIE pACCMOTPEHUST PYKOBOIUTEIIEM OPTaHU3AIUH, TE B PE30JTIOINH
OBLTO YKa3aHO 33JaHUE MOJATOTOBUTH OTBETHBIA JOKYMEHT ( TUCHEMO)

1. corimacoBaHue;

2. UCTIOJTHEHUE U MOATOTOBKA TIOKYMEHTA;

3. 3aJ]aHuUE 0 MOJITOTOBKE JOKYMCHTA;

4. moIMUCaHuE;

5. oTmpaBKa ¥ PErUCTPAIHs UCXOIAIICTO JOKYMEHTA,

6. perucTpanus BXOISIIETO MOCIEe PACCMOTPEHHS PYKOBOIUTEIIEM;

Cxema padoThl ¢ HCXOASIIIIUM JOKYMEHTOM
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Bua nokymenranuu CrnenuajnucT oTaeaa PykoBoaurenb Hcnoannrteanp
JeJI0NPOU3BOACTBA OpraHu3anumu

Hcxopsammit ,uoxyMeme

YXOIHT B APYTYIO
OPTaHH3AIHIIO

3amaua 2.

IIpoaHanu3upyUTe U MOSCHUTE CACAYIOLIYIO CUTYALUIO.

B nponecce ncnonHenus nokymenta Ceprees [TA. (0TBETCTBEHHBIN UCTIOIHUTENH) HECKOJIBKO pa3 MepenaBai
ero pabOTHHKaM JpYyrux mnoxapasaencHuil. Korna norpe6oBanock BBISICHUTD, T1Ie HAXOIUTCS TOKYMEHT M KTO B
9TO BpeMsi ¢ HUM pabotaet, cexperapb Komoa C.T. He cMoria OTBETUTh Ha 3TOT BONPOC, T.K. HE ObuIa
MIOCTABJICHA B U3BECTHOCTD O MOPSAKE UCTIOTHEHHUS JOKYMEHTA.

Kakwne HapymieHns B X0/1¢ BeIeHHU KOHTPOIIS 32 HCIIOJHEHNEM TOKYMEHTa OBLIH TOIYIIEHBI ciry:k00i JJOY?
3agaua 3.

OdopMuTh 00JIOKKY JIeJIa TOCTOSTHHOTO, T0JTOBPEMEHHOTO XPaHEHHMSI. - NCTIOJNB3Ys YCTAHOBIICHHYIO (opMy.
Hemo Ne 759.chopmupoBanHo B MHOronpodmisHOM Koymiemke npu MI'TY B oTaerne AelIompon3BOACTBA 3a
09.01.2016 — 26.12.2016. 310 HokymeHThl 0 padote apxua MK 3a 2016 r. Ha 127 nucrax.

3anmaua 4.

CocTaBbTe JTHCT-3aBEPUTENH JIea.

Ecnu neno Ne 05-04, B geno noamuTo ¥ NPOHYMepOBaHO 127 IHCTOB, €CTh MPOMYIIEHHBIE HOMEPa JUCTOB 42,
101, Tak e JUCTBI BHYTPEHHEW omucH 3, nuTepHble HoMepa JinctoB 26A. Ilpu ¢popmupoBanun nena ObLI0
00OHapykeHO, 4To JUCT 97 pa3opBaH M CKIEEH, JIUCT 54 uMeeT Hepa300puUMBBINA TEKCT, JUCT 84 ckileeH u3 6
JIMCTOB.

3agaua 5.

Ipoananuszupytime u noscHume CIeIyIOIIYIO CUTYaIHIO.

Just ynoberBa paboThl Kaxkaelil criermaiuct, padoraromuit B OO0 «Cdepay, 3aBogut cebe mamku, Kyga B
TEUCHHE OIPEETICHHOTO NepHo/ia BKIIAIbIBACT COOTBETCTBYIONINE JOKYMEHTHL. Ha 00710)KKaxX 3amnchIBaroTCs
(amMmnMs ¥ MHULOWATB! MCIOJIHUTENS, a TAKXKe Te WIM MHbIC HAIIPABICHHS €ro JEsTeIbHOCTH, HAIpUMEp:
Wpanos I1.P. 3roToBieHue 1 yCTaHOBKA PEKJIAMHBIX LLIUTOB.

Takum 006pa3om, B Manke HAKAIUIMBAIOTCS Pa3IMYHBIE JOKYMEHTHI, KaCaloN[Hecs PeIIeHUs] JaHHOTO BOIpOCa:
MUCHhMa-TIPEAJIOKECHNSA, TTHChMa pEKJIaMalliy, OTBETHBIC IMHMChMa PA3IMYHBIX OPTaHM3AIUN U HPEANPHITHH,
JIOTOBOPBI, akThl M 1p. Korma DOKyMEHTOB CTaHOBUTCA CIHIIKOM MHOTO, 3aBOAMTCS BTOpas Iamnka C
AQHAJIOTUYHOMN 3aIHChI0 Ha 00JI0KKe ¢ JoOaBieHHEeM ee HoMepa, HanpuMep: Banos I1.P

M3rotoBneHne W ycTaHOBKAa pPEKIaMHBIX IIUTOB. Ne2 . B KOHIle roja mamku ¢ JOKYMEHTaMHU IEpeaaroT
CEeKpeTapio, KOTOPHIN NMOMEIAeT UX B 00K MmKag, B OTISICHHUS, T XPAHATCSA JTOKYMEHTHI ONpeeIeHHBIX
crieanucToB. CocTaB M KOJIMYECTBO JIOKYMEHTOB B KaX/IOW MANKe HUKEM HE YUUTBIBAIOTCS.

Kak MOXHO oxapakTepu3oBaTb cHCTEMY (OpPMHPOBaHMS A€ W ONEPATUBHOTO XPAHEHHsS JOKYMEHTOB B
obmectBe? KaknM 00pa3om oHa J0/DKHA OBITH OPTaHU30BaHa, YTOOBI MOXHO OBIJIO JIETKO HAXOJIUTH HYXKHbIE
JOKYMEHTHI ¥ HCKJIIOYUTh BO3MOXHOCTh UX HOTEpH?

3anaua 6.

00O «Momnoam» BO3TIABISETCS TEHEpPalIbHBIM TUPEKTOPOM, KOTOPHI HMEET ABYX 3aMECTUTENCH: IIo
9KOHOMHYECKUM M NPON3BOICTBEHHBIM BOIIpocaM. B cTpyKkTypy amnmapara ynpaBieHHs 00IIecTBa BXOIAT TPH
(yHKIMOHATBHBIX monpazaeneHus: ciayx6a OV, Oyxranrepus u otaen kagpoB. OcrampHas dYacTh
KOJUIEKTHBA — 3TO HHKXEHEPHO-TEXHUUECKHE PAOOTHUKY U Pabodre pa3HbIX CICIMAIbHOCTEH, 3aHUMAIOIINXCSI
HETMOCPEACTBEHHO IPOMU3BOJCTBEHHON aesTtenbHOocThI0. Ciyx6a JIOY mpezacTaBiieHa CeKpeTapHaToM,
HMEIOIUM B CBOEM COCTaBE UETHIPEX COTPYAHUKOB: PYKOBOJAUTENS CEKpeTapuaTra, ABYX CeKkpeTapell u
OTBETCTBEHHOT'O 32 apXHB O0IIECTBa.

Omnpenenure, KTO U3 AOJKHOCTHBIX JIUI MOXET BOHTH B cocTaB sKkcnepTHOH komuccun OO0 «Monoam»?
KTo MoxeT ObITh Ha3HaUEH IpeJiceiaTeNIeM U CeKpeTapeM KOMUCCUH?

[loaroroBbTe mpHKa3 O CO3/MaHMM 3KCIEPTHON KoMHCCHHM. B Tpukase nomkeH OBITH OIpEAENeH COoCTaB
KOMMCCHH, €€ 3aJa4d, CPOK paboTel. MokHO pykoBoacTBoBaThes [IpaBmiamu 2015.

Co311aTh CBOIO JIEKTPOHHYIO MOUYTY MJIM UCTIONB3YHTE yXkKe AEHCTBYIOILIYIO, BEIOEPHTE IOATOTOBICHHBIC paHEE
JIOKYMEHTHI (IIICbMa, MpHKassl.) OTnpaBbTe 4 3JIEKTPOHHBIX JOKYMEHTA CBOMM JIPY3bSM Ha DJIEKTPOHHEIC
anpeca. 3ahUKCHPYyITE OTIPABICHHBIE TOKYMEHTHI CKPUHIIIOTOM.
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Kpurepun onenkn 3k3aMeHa

—«OTIU4HO» - TEOPETHUYECKOE COJEpkKaHHE Kypca OCBOEHO IOJHOCTBIO, 0€3 NMpoOenoB, yMEHUs
c(OpMHPOBaHBI, BCE MPEIyCMOTPEHHbIE MPOrpaMMOl Y4eOHBIC 3aJaHUs BBIIIOJIHEHBI, KAa4eCTBO WX
BBINOJIHEHUS OLIEHEHO BBICOKO.

—«XO0poII0» - TEOPETUIECKOE COAEPKAHUE Kypca OCBOEHO IOJIHOCTBIO, 0€3 po0enoB, HEKOTOPhIE
yMeHusi Cc(HOPMHUPOBAHBI HEIOCTaTOYHO, BCE MPEIYCMOTPEHHBIE IPOrpaMMON ydyeOHble 3aJaHus
BBITTOJIHEHBI, HEKOTOPBIE BHUJIbI 3aJaHHI BHIITOJIHEHBI C OIIMOKAMH.

—«Y 1OBJIETBOPUTEIBHO» - TEOPETHUECKOE COJEpkKAHUE Kypca OCBOEHO YaCTUYHO, HO MpPoOenbl He
HOCAT CYIIECTBEHHOTO XapakTepa, HEOOXOIMMble YMEHHS pabOThl C OCBOCHHBIM MAaTepHAIOM B
OCHOBHOM C(OPMHUPOBAHbI, OOJIBIIMHCTBO IPEIYCMOTPEHHBIX IPOrpaMMOii 00ydeHHs! yueOHBIX 3a/laHuil
BBINOJIHEHO, HEKOTOPBIE M3 BBIITOJHEHHBIX 33aHUI CO/IepKaT OMINUOKY.

- «HeynoBiaeTBOpPUTENIBHO» - TEOPETHUECKOE COAEp)KaHUE Kypca HE OCBOEHO, HEoOXOIUMbIe
yMeHUs He ¢(hOpMHUPOBAHBI, BBHITIOTHEHHBIE YUeOHBIC 3aJaHUs COACPIKAT TPyObIe OINOKH.
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[Ipunoxenne 1

AKTUBHBIE U UHTEPAKTUBHBIE METO/Ibl OBYUYEHUA
1. AKTHBHBIE U HMHTEPAaKTHBHBIE METOIbl HCIOJB3YIOTCS IPH IPOBEICHUU TEOPETHYECKUX U
MIPAKTUYECKUX 3aHATUH:

Pasznen/tema

HpI/IMeHHCMHC AKTUBHBIC U
HMHTCPAKTUBHBLIC MCTObI

Kpatkas xapaktepuctuka

Paszagea 1. OOmas
XapaKTePUCTHKA
JIOKYMEHTAIHOHHOT
0 obOecrieyeHust
yIpaBiICHUS

I'pynmoBsle auckyccuu;
(uapopMammu 1o oo6CyxaaeMoin
mpobieme)

AHanu3 KOHKPETHON CUTyalluu

( odopmneHme peksusntos
obecneunBsaloLmx LOPUANYECKYIO
CUNY JOKYMEHTY);

1).KonzexktrBHOE 00CYKICHHUE:

1. wadopmammu o0 JOKyMEHTax M TpeOOBaHMH K
odopmiernto. M3yyas npumeps! opopMIIeHNS pEeKBH3UTOB
nmokymeHToB B coorBerctBHE ¢ ['OCTom 7.0.97.2016
CTYZIEHTHl aHATM3UPYIOT HE TOJBKO IOCIEJOBATEIBHOCTD
U MIPaBWIBHOCTE O(OPMIICHUS , HO U IOPUANIECKYIO CHILY
JIOKyMEHTA.

2,0popMieHHe W BBUIBIEGHHS ~ OCOOEHHOCTEH B
oopMIIEHHN PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB.
2)[To mpemToNKEHHONW CHUTYANH-YIPAKHCHAIO CTYACHTHI
WHIUBHUIYaIbHO BBICTPAUBAIOT, odopmitstoT U
pacrnoiaraloT peKBU3MTHI, KaKk Ha OJlaHKe, Tak U TpH
(bopMHUpPOBaHUH TOKYMEHTA

1.CtyneHTbl, wu3ydas pa3lu4YHblE BUABI  OJAHKOB,
¢dopMyIsIpBl  TOKYMEHTOB B X0J€  OOCYXICHUS
COCTaBJIAIOT IIEPEUCHb PEKBU3HMTOB, OIPEACIAIONINI
KOHKPETHBIN BUJ JOKYMEHTa, OnaHka. I mpoeKkTHpyoT
THUITOBBIE 00pa3IBI.

2. Tlo TpesIoKEHHON CHTYAlUH-YIPAKHEHUIO CTYIEHT
CaMOCTOATENIbHO TNPHHUMAET pPELICHHe, KaK IPaBHIBHO
MPOEKTUPOBATH U PACIIOI0KUTh PEKBU3UTHI OJIaHKA

Pazpgea 2.
Cucremsbl
JOKYMEHTAIMOHHOT
0 oOecrieueHus
yIpaBIeHUS

I'pynnosas puckyccust
(uHpOpMaImK 1o o06Cy)aaeMon
mpobieme)

AHanu3 KOHKPETHBIX CUTYyalul
( noaroToBKa Kelic-naketa ¢
OOKYMEHTamMm);

1. Ha ocnHoBanum BHIOB U (HOpMYJISIPOB-00pa3LoB
OpraHHU3alOHHBIX, PACHOPAJUTENBHBIX, HHPOPMAIIHOHHO
- CIpPaBOYHBIX JIOKYMEHTOB, a TaK J>k€ JIOKYMEHTOB
JIMYHOTO COCTaBa CTY/ICHTBHI XapaKTepU3yoT
HMPHUHAAIEKHOCTh K rpynmne cucremsl OPJl, aHanu3upyrot
MPaBHJIBLHOCTh O(OPMIICHUSI M PAaCIOJI0KEHHS OCHOBHBIX
PEKBH3HUTOB JIOKYMEHTOB.

2. Tlo [pemIOKEHHBIM  CUTYalHSIM-yIPaKHEHUSIM
CTYZCHTHI MTOJITOTABIINBAIOT OpraHH3allMOHHBIE,
pacropsauTeNnbHble, HH()OPMAIMOHHO - CIIPaBOYHBIE
JIOKYMEHTHI B 00CYKIal0T IPABUIBHOCTD UX COCTABIICHHUS.
Odopmisss opraHu3alMOHHBIE, W JOKYMEHTHI JIMYHOTO
COCTaBa CTYAEHTHI paboTaloT ¢ YHU(UIMPOBAHHBIMH
¢dopMamu 1 00CYKJal0T IPABHIBHOCTH NX 0()OPMIICHUS

Pazpnean 3.
Opranuzanus
JIOKyMEHTO000poTa

AHanu3 KOHKPETHBIX CUTYaLlUi;
(Odopmnenue OTYETHBIX,
PETUCTPAIIMOHHBIX (GOPM, U
THUIOBBIX (GOPM ISl IOATOTOBKH
JIOKYMEHTOB K XPaHEHHUIO )

I'pynmoBsie guckyccuu

1. KonnekTuBHOE 00CYKICHHUE:

UH(GOPMALIUK O TOKYMEHTO000POTE U €ro MpaBUIIbHON
OpraHU3alyHy B yIPABICHYECKOH AESTEIbHOCTH.
OO6cyxIeHne CXeM IOKYMEHTO000pOTa IPEIIPHUSTHS 1
B3aUMO/ICHCTBUE C YIPABJICHYECKUMH POLIECCAMH.
2.Ha ocHoBaHuM cxem, TabnuI, MapHIpyTOB JBHKECHHS

CTYACHTBI ONPCEACTIAOT W BBICTPAMBAIOT JIOTHUYECKYIO

CTPYKTYPY
KBaTH(PHUKAIMIO JOKYMEHTOOOOpPOTa OpraHM3alud |

MPUHIMIIOB, OIICHOYHBIX  IOKa3aTeseH,

JBHKCHUSA JOKYMCHTOIIOTOKOB.

W3y4uB OCHOBHBIE NpHUEMBl M METOJBl PETUCTPALUU
JOKYMEHTOB CTYICHTHI HCIIONB3Ys (POPMBI PETUCTPAINH H
MPEUIOKEHHBIE MM JIOKYMEHTBI, 3arloNHSAIT (OPMBI U
JenaT BbIBOABL. IIpoaHamusupoBaB OCOOEHHOCTH H
(hOpMBI cOCTaBIEHUSI HOMEHKIATYPHI Jell., POPMHUPOBAHUS
JIOKYMEHTOB Ul XPaHEHMsI CTYACHTbl COCTaBISIOT
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JIOTHYCCKYI0 ~ CTPYKTYpPY H  HaxXOISIT pEHICHHUS B
3aMOJHEHUH (OPM.
ITo NPCAJIOKCHHBIM ~ CUTyallUsAsM CTYJACHTbI HPOBOIAT

00pabOTKy  JOKYMEHTOIIOTOKOB, IPOBOMAT  aHAIM3
nokasarened , COCTaBIIIOT  MAapIUIPyThl  JBHKCHHS
JOKYMEHTOIIOTOKOB B  OpPTaHM3allUH, PETHCTPHPYIOT
JIOKYMEHTBI, OIPENeISIFOT KOHTPOJIMPYEMBIE JOKYMEHTHI U
(OPMHUPYIOT OTYETHL.

[TpoBomAT aHanmM3 [eln, HJOKYMEHTOB TEKYIIEr0 XpaHCHMS,
(OpMHPYIOT TOKYMEHTHI AJSI OpPTraHW3allii XpaHEHHS, a
TaK JXE€ COCTaBJIAIOT HOMEHKJIATYpy HET CTPYKTYPHOTO
TIOJIpa3/ieIeHHS.

3. Ob6yuaromuecss MUKpOTpyIIIaMy OATOTaBIUBAIOT
MaTepuai ( BUJe IMPE3CHTANU) BeJeTCA 00CYKICHHE
MPOOJEMHBIX BOIIPOCOB BHEAPCHUS U UCIIOIb30BAHHUS
ANEKTPOHHOTO TOKYMEHTOO0OPOTA B CPEICTB
TEJIEKOMMYHHUKALIUY Kak ofHa U3 TexHozioruit JJOY. B
pe3ynbTaTe 00CYKICHUS CHOPMHUPOBATH OOIIHE TTIOHATHS
MTOCTaBJICHHON TIPOOIEMBL.
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NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Paznenbl/Tembl TeMbl npakTHYEeCKNX/T1a00PaTOPHBIX 3aHIATUI Komnuects TpedoBanus
0 4acoB @I ocC CI10
(ymets)
Pazpmen 1. Pazgen 1. OOmas xapakTepucTHKA TOKYMEHTAMOHHOTO 00ECTIeYCHNUS 2 V1;V2;
YIpaBICHUSI V1, Y2,
Tema 1.2. OdopmireHne [paxtraeckas padota Ne 1. OdopmiieHre peKBU3UTOB 2 ¥.02.5; ¥.03.1;
JIOKYMEHTAITH B COOTBETCTBUH | 00ECIECUNBAIOIINX IOPUANICCKYIO CHIIY JOKyMEHTaM v.03.2.
C HOpMaTHBHOH 0a30ii OdopmiteHre pa3TUYHBIX BHIOB OJIAHKOB U ¥.05.3;
¢dopmysipa - oOpasma ¥10.3;
Paznen 2. CucteMbl JOKyMEHTalIHOHHOTO OOECTICUEHHS yIIPABICHU 8 V1; V2
Tema 2.1. YaudumupoBanHaas [paktnyeckas pabora Ne 2. Paspaborka u 2 V1; Y2,
CHCTEMa OPTaHU3aLHOHHO - odopMIIeHIEe PaCTIOPSIIUTEIHHBIX JOKYMEHTOB V.01.1; V.01.4;
pacnopsAUTEIbHON ¥.02.5; ¥.05.3;
JIOKyMEHTaLUU v.09.3;
[paktraeckas padbora Ne3. Pa3paboTka 1 oopmIireHHE 2 V1; Y2,
CIpaBOYHO —  HMHQOOPMAIMOHHBIX  JOKYMEHTOB( V.01.1; ¥.01.4;
CIIy’)keOHOe MHCbMO, TPOTOKOJ, aKT, JOKJIaJHas Vv.02.5; ¥.05.3;
3aIuCcKa, CIykeOHas 3arncKa) ¥.09.3;
Tema 2.2. [paktuyeckas padora Ne4. Paspabotka u opopmieHue 2 Y1;¥2;
JlokyMeHTaIus 1o TpyAOBBIM JOKYMEHTAIIH o JUYHOMY cocTaBy c V.01.1; Y.01.4;
OTHOUIICHUSM HCIOJIb30BaHUEM YHUDUITUPOBAHHBIX POPM ¥.02.5; ¥.05.3;
¥.09.3;
Tema 2.3. IIpaktuueckass pabora Ne 5. CocraBieHue u 2 VI1;V¥2;
JloxymeHTarus oopmileHHE JOKYMEHTOB MO MpOoQecCHOHATBHON V.01.1; Y.01.4;
npodeccroHanbHO JeSITebHOCTH (JIOBEPEHHOCTH, NMPETEH3UH U HCKOBBIE ¥.02.5; ¥.05.3;
NEeATEIbHOCTH 3asIBJICHNSA). v.09.3;
Paznen 3. Opraru3zamust JOKYMEHTO000pOTa 6
Tema 3.1. Texnonorus u [MpakTryeckas padbora Ne 6 2 V4
MPUHLIMIIBI OPTaHU3aluN CocraBneHune 3TanoB U onepanuy 00padoTKH V.01.4; V.01.11;
JIOKYMEHTO000pOTa JIOKYMEHTOB. ¥.02.5; V.03.2;
¥.09.3.
[MpakTryeckas pabora Ne 7 2 V5
[oxroToBka JOKyMEHTOB Il (POPMHUPOBAHUS H ¥.01.4;¥.01.11;
XpaHeHus Jel v.02.5;¥.03.2;
¥.09.3.
Tema 3.2. [pakrraeckas padora Ne 8 2 V3; V4,
Texuomorus Hepeﬂaqa I/IH(bOpMaL[I/II/I U CpeJICTBa vV.014;VY.01.11;
ABTOMAaTH3UPOBAHHON TeJIEKOMMYHUKAIIMOHHBIX TEXHOIOTHH B 2JIEKTPOHHOM V.02.5;¥.03.2;
00paboTKN JOKYMEHTAINH JIOKyMEHT0060pOTe ¥.09.3.
HUTOI'O 16
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OBPA3OBATEJIbHBI MAPIIPYT

[punoxenne 3

KouTponbHas
TOYKa

KouTponupyemslie
pa3zaens! (TeMbl)

y4eOHOI TUCIUTUIUHBI

KonTponupyemsie
pe3yJIbTaThl

OueHoYHBIE CPEeCTBA

Nel

Pasnen 1. Pasgen 1.

OO1mas xapakTepucTHKa
JAOKYMCHTAallUOHHOT'O

obecrneueHus
yIpaBiICHUS

OK. 02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
Vv.03.2;

OK.05; 3.05.8;
Vv.05.3;

OK.10; 3.10.2.
V10.3;

IK. 1.1; V1, ¥2; 31;
TIK.1.2; V4, 33;
IIK.2.1; V1; ¥2; 34;
IIK.3.2; V1; V2; 31;
32;

I1K.6.2; V1; 31;

PyGe:xxnasa KoHTpoJbHay
padora Nel

Tect
[MpakTnyeckas padbora
IIpakTuueckoe 3ajaHue

Ne2

Pasznen 2. CucreMbl
JOKYMEHTAIHOHHOT 0

od0ecreyeHns
ynpasJieHusi

OK. 01; 3.01.8;
V.01.1; ¥.01.4;
0OK.02; 3.02.1;
v.02.5;

OK.05; 3.05.8;
Vv.05.3;

OK.09; 3.09.3
v.09.3;

I[IK.1.1;V1; ¥2; 32;
T1IK.2.2; ¥1;V¥2; 32;
34;

T1IK.3.4; ¥V1;VY2;31;
32;

[IK.4.2; V1, V2; 31;
32; 33;

[IK.4.3; V!; V2; 31;
32;

PyGe:xxnas
KonTpoabnas pabora
Ne2

Tect
[MpakTHyeckue paboTHI
[Moprdonmo

Ne3

Paznen 3.
Opranuszanust

JIOKyMEHT000opoTa

OK.01; 3.01.3;
3.01.8; V.01.4;
V.01.11;

0OK.02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
v.03.2;

OK.09; 3.09.3
v.09.3.

IIK.1.2; V4; 33;
IIK.2.1; Y3; V5; 34;
35;

[IK.2.2; ¥2; V3; 32;
34;

IIK.2.6; Y3; V4, 34;
35;

IIK.2.7; V4, V5; 35;
I[IK.4.6; Y3, V¥5; 33;
34; 35;

I[IK.4.7. Y4; VY5, 33;
34; 35;

Py0exnas KortponpHas
pabota Ne 3

Tect

[IpakTudeckas padbota
Keiic-3anaua /
CUTYaIlMOHHAs 33124

Ned

Homyck k
3a4eTy

IHoprdouno

1. TlpaxTtrueckas pabora
2. IIpakTdeckoe 3agaHne
3. IToptdosmo
4.CuTyallMOHHbBIE 3a]ja4a
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IIpomesxyTou
Hasl
aTTecTanus

KomiekcHeIi
g depeHIMPOBAHBIH
3a4eT

OK. 02; OK.03;
OK.05;0K.10;
IK. 1.1;
IK.1.2;I1IK.2.1;
I1K.3.2; TIK.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; I1IK.2.2;
I1K.3.4; I1IK.4.2;
1K 4.3;

OK.01; OK.02;
OK.03; OK.09;
IIK.1.2; TIK.2.1;
I1IK.2.2; TIK.2.6;
I1IK.2.7; TIK.4.6;
I1K.4.7.

HUrorosas
KounrpoabHas
padora

1. Tect
2. IlpakTuueckoe 3agaHue
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JIUCT PETUCTPAIIMU U3MEHEHUM U JOTTOJTHEHUM

Ne | Paspmen paboueit Kpatkoe copepikaHue U3MEHEHHS/ TOTOTHCHUS Hara, [Moanuck
n/m TIPOTPaMMBEI Ne mporokona mpencemaTers
3acemanms I1IIK TIIK
Pabouas mporpaMma yaebHOit JVCTIUTUTAHBI
«JlokyMeHTaIMOHHOE obecrnieucHHe YIpaBICHUS
aKkTyanu3upoBaHa. B pabouyio mporpamMmy BHECCHBI
CIICAYIOIINE U3MCHEHUS:

1 | 3 VCJIOBUA B cBs3u ¢ 3akimrodueHHMeM KOHTPAkTOB co cropoHHHMH | 14.09.2022rT. ///
PEAJIM3ALINN SIEKTPOHHBEIMH ~ OubmuoTeunbiMu  cucteMamu  OBC | IIportokon Ne 1 "’;/4'
YUEBHOU i
ey | OPAUT K-42-22 or 24082022 1. 000

«DNMEKTPOHHOE M3AATEIHCTBO IOPAMT» ¢ 01.09.2022 mo
31.08.2023 r., DOBC ZNANIUM.com K-38-22 ot

10.08.2022 r. OOO 3mammym c 01.09.2022 mo

31.08.2023 r., I VueOHO-METOIHUECKOE u
HH(OPMAIMOHHOE 00ECTICUCHHE peaTn3alii IPOrPaMMBbl
YHUTATh B HOBOU PeNaKIiH:

OcHOBHas JUTEpaTYpa

1. brikoBa, T.A. JlokyMeHTallMOHHOE oOecredeHue
YIpaBJIeHHUS (IEIOTMPOU3BOACTBO) [ DNEKTPOHHEIH pecypc]:
yue6. mocobue / T.A. brikoBa, T.B. Kysnemoma, JI.B.

Cankuna; mox obmr. pen. T.B.Kysnemosoit. — 2-¢ u3n.,
mepepad. u gon. — Mocksa : UHOPA-M, 2018. — 304 c.-
Pexxum JOCTyTIA:

https://new.znanium.com/read?id=303113

2. Kynmses, H.H. HWHbopManmoHHbIE TEXHOJIOTHH B
JOKYMEHTAI[HOHHOM  O0€CNeYeHHH  yNpaBlIeHHS U
apXMBHOM Jienie [DIIeKTPOHHBIA pecypc]: yuel. mocobwue:
yueOHuk aist By3oB / H.H. Kynses, T.B. Konpgpaioga,
E.B. TepentheBa, A.I'. ®abpuuHoB ; TOa OOMI. pEl.
n.10.H., mpod. H.H. Kynsesa. — M.,2020. - 408 c.- Pexum
noctyma: https://znanium.com/read?id=367368

3. Ilanacenko, 1O. A. JenonpousBoacTBoO:
JOKYMEHTAI[HOHHOE obecrieueHue yIpaBIeHUs
[DnekTponnbii pecype] : yuebnoe mocobue / HO.A.
ITanacenko. - Mocksa: U1l PUOP, HUI] UHDPA-M,

2018. - 138 c.: - - ISBN 5-369-00014-X. - TekcT :
SJIEKTPOHHBIH. - URL.:
https://znanium.com/catalog/product/927448

4. Pa3nopoxHslii, AA. JlokymeHTHpOBaHUE

YIpaBJICHUYECKONW JEsATeNIbHOCTH [DJIEKTPOHHBIN pecypc]:
yueb. mocobue / A.A. Pazmopoxspiii. — Mocksa :
NHO®PA-M, 2018. — 304 c. — (Bsicuiee obOpazoBaHue:
bakanaspuar). - ISBN 978-5-16-011744-7. - Tekct :
3JIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/969585

JlomomHUTEBHAS TUTEpaTypa

1. BbeikoBa, T. A.,Cankuna, JI. B JlokymMeHTallMOHHOE
obecrieycHme YIpaBJICHUS HETOCYIapCTBEHHBIX
opraHuzaiuii [DICKTPOHHBIH pecypc/Tekct]: YdueOHoe
nocooue / BeikoBa T. A., Camkxuna JI. B. - 2-e wusn,
nepepad. u gon. - Mocksa : UH®PA-M, 2020. - 302 c. -



https://znanium.com/catalog/product/927448
https://znanium.com/catalog/product/969585

Pexxum nocrymna: https://znanium.com/read?id=355409

2. Kyznenos, V. H. [loxymeHTanuoHHOe obecriedeHue
ynpasieHus. JIOKyMEHTOO0OpOT M JEeIONpON3BOJCTBO
[OnexTpoHHBII pecypc] : y4eOHMK M TNPAaKTUKYM JUIst
npuknagHoro OakamaBpmara / WM. H. KysmemoB. — 3-e
u3f., nepepad. u gon. — Mocksa : M3natensctBo HOpaiir,
2019. — 461 c. — (bakanaBp. IlpukmnagHoii Kypc). —
ISBN  978-5-534-04275-7. — Pexwum  mocryma:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-
431759%¢page/2

3. T'magmit, E. B. JlokymeHTanmoHHOe oOecredcHue

YHIpaBJICHUSA [DnexTponHsIit pecypcl: VYuebHOE
mocobue/I'naguit E.B. - Mocksa : PUOP: MHD®PA-M,
2020. - 249 c. - Pexum JIOCTYyTIA:

https://znanium.com/read?id=354819
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