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AHHOTanUs padoyeil NPOrpaMmMbl JUCUUILIHHBI
«JlokymMeHTaUMOHHOE 0O0ecneuyeHue YpaBJIeHus»
Pazpaborunku: Annpeesa B.1., UBanoBa A.B., Ma3yHoBa A.A.

Henb usyyenus
JAUCHMILTHHBI

[{enpro U3y4YeHHs TUCIUILTMHBI «/|0OKyMEHTallMOHHOE 00eCTIeueHIEe
YIIPABJICHUS» SIBIIACTCS:

- YCBOCHHUC TCOPCTUYCCKUX OCHOB AOKYMCHTUPOBAHUA
ynpaBHCquCKOﬁ ACATCIIBHOCTH,

- OBJIaACHUC IIpaBUJIaMU, MCTOAAaMHU n cp€acTBaMu
JOKYMEHTAIITHOHHOTI'O obecrieueHus YIIpaBJICHUA.

- ¢dopMUpOBaHHE HABBIKOB IOJATOTOBKH  OpPraHU3aIMOHHO-
paclopsANTENBHBIX JOKYMEHTOB U OpraHu3anmuu padoTel ¢
JIOKYMEHTaMHU B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBAHUSIMU

MecTO TUCHUILINHBI B
CTPYKTYpe NPOorpaMmabl

«/lokymMeHTallMOHHOE OOecTeueHue YIpaBIEHUS» OTHOCUTCS K
JTUCIUIIMHAM BapUaTUBHOM YacTu MpodeCCHOHATBHOIO y4eOHOTO
nukia IMIICC3 no cneumnanbHocTH CIIO 40.02.03 IlpaBo wu
cynebHoe aIMMHUCTPUpPOBaHUE 0a30BOI MOJATOTOBKH.

Komnerenmuu,
(¢opMmupyemsie B
pe3yJibTaTe 0CBOCHMS
AMCUUTIMHBI

OK 1. [JToHumarhb CymHOCTb U COLMAJIBHYIO 3HAUUMOCTh CBOEH
Oyayuieit nmpodeccun, IpOSBIATH K HEMl YCTOWYUBBIN UHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JCSTEIHHOCTD, BEIOUPATH
THUIIOBBIE METO/BI U CIIOCOOBI BBIIOTHEHHS TPO(ECCHOHATBHBIX
3aj1a4, OI[EHUBATh MX 3PPEKTUBHOCTH U KA4ECTBO.

OK 3. IlpuHuMaTh pelieHns B CTaHAapTHBIX U HECTaHapTHBIX
CUTYalUsAX U HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBiIATh TOUCK U UCMIOIb30BaHUE HH(POPMALIUH,
HeoOxoauMoM it 3(p(HEKTUBHOTO BBHITOTHEHUS
npodecCHOHATBHBIX 33/1a4, MPO(HECCHOHAIBHOTO U IMYHOCTHOTO
pa3BUTHSL.

OK 5. Ucnonb3oBath HH()OPMALIMOHHO-KOMMYHHUKAITHOHHBIE
TEXHOJIOTHH B IPO(HECCUOHATLHOM eI TEIbHOCTH.

OK 6. CamocTosiTenbHO ONPEAENATh 3aJa4u
po(heCCHOHATLHOTO M IMYHOCTHOTO Pa3BUTHS, 3aHUMATHCSI
camMmo00pazoBaHNEM, OCO3HAHHO JIAHUPOBATh MOBBIIICHUE
KBaJIM(DUKALIHH.

OK 7. OpueHTHpPOBATHCS B YCIOBUAX OCTOSTHHOTO OOHOBJICHHUS
TEXHOJIOTHI B IPO()ECCHOHATLHOM IESITEIIbHOCTH.

OK 9. [IposIBIIATE HETEPIIUMOCTD K KOPPYILIMOHHOMY
HOBEJCHHUIO.

I1IK 1.1. OcymecTBisaTh paboTy ¢ 3asBICHUSMH, Kajlo0aMu H
UHBIMH OOpallleHUSAMU TpaxJaH U OpraHu3alluii, BeCTH IpHEM
MOCETUTEIIEH B CYyJIE.




Copnepxanue Pasmen. 1. OcHOBHBIE  MOJNOXEHUS  JOKYMEHTHPOBAHUS
AUCHMILTHHBI YIpaBJIEHYECKOH 1€ TEIbLHOCTH

Tema 1.1. Ilonstme wu coxepx’aHuEe JOKYMEHTAL[MOHHOIO
o0ecrieyeHHs YIpaBICHUA. 3aKOHOJATEIBHOE U HOPMAaTHBHO-
IIPABOBOE PEryJIMPOBAHUE TOKYMEHTUPOBAHUS

Tema 1.2. ITonstue o mokymenrtax. CriocoObl co3gaHus JOKYMEHTOB
(TOKyMeHTHpOBaHUSI) M Ha3HayeHHe ((QYHKIWU) JTOKYMEHTOB.
Hocurenu nndopmanun. I[TpusHaku u cTpykrypa 10KyMeHTa

Tema 1.3. VYuudukanus © craHaapTu3auus JOKYMEHTOB.
YHuudummpoBaHHbie CHUCTEMBI JIOKYMEHTAITUN YCLI).
YHUPHUIUPOBAHHYIO CHCTEMY MEPBUYHOM yYETHOH AOKYMEHTAIHH
B YaCTH JOKYMEHTALIUU 110 YYETy TPpYyAa.

Tema 1.4. CocraB u odopmienue peku3utoB OPJl. bnanku
JIOKYMEHTOB, TpeOOBaHUs K 0(hOPMIICHHUIO

Tema 1.5. OpranuzannoHHble JTOKyMEHThl. TpeboBaHus K
COCTaBJIEHUIO M 0(OPMIICHUIO.

Tema 1.6. PacnopsimurensHble JOKyMEHTHL. TpeOoBaHuMs K
COCTaBJICHUIO U 0(OPMIICHHUIO.

Tema 1.7. UnpopManimoHHO-CIIPaBOYHbIE TOKYMEHTHI.

TpeOoBaHus K COCTaBICHUIO M OPOPMIICHHIO.

Paznen 2. Opranuzanus paboTsl ¢ JOKyMEHTaMHU.

Tema 2.1. Cnyx0a 10KyMEHTAllMOHHOT'O 00eCIIeYeHNUs YIPaBICHHUS.
[ToHsiTHE ¥ NPUHINIIBI OPraHU3aMH JJOKYMEHT0000pOTA.

Tema 2.2. ITlpuem, perucrtpaiusi, pacCMOTPEHHE U HCIIOJTHEHHE
JOKYMEHTOB. OTIpaBKa HCXOASIINX JOKYMEHTOB.
Tema 2.3. KoHTpoJIb HCIIOJTHEHUS TOKYMEHTOB.

Paznen 3. Opranuzanus XpaHeHus! JOKYMEHTOB.

Tema 3.1. OmnepatuBHOE XpaHEeHHE ITOKyMEeHTOB. HomeHkiarypa
Jiell, MeToIuKa ee coctaBieHus. DopmupoBaHue aed.

Tema 3.2. DkcniepTH3a HEHHOCTU JOKYMEHTOB.

IToaroroBka JOKYMCHTOB K II€pCAavC Ha apXUBHOC XPAHCHHUC.

O01mas Tpy10eMKOCTh OO61mas TpyA0EMKOCTh AUCHHUIIIIMHBI COCTaBIsET 72 yaca.
AUCHMILTUHBI

®opma 3ayer.

MPOMEKYTOYHOM

aTTecTaluu

1. Hean u miiaHupyemMbie pe3yabTaThl H3yYeHUs IUCHUIIMHBI (MOLYJIs1)

HGJ'IB HN3YUCHUA TUCHUIIIINHBI:

YCBOCHHE TEOPETHUYCCKMX OCHOB JOKYMEHTHUPOBAHUS YIPABICHUCCKON IESITEIHLHOCTH;
OBJIAJICHUEC TMpPaBWJIAMH, METOJAaMH M CPEJICTBaMH JIOKYMEHTAIIMOHHOTO OO0ECIeUeHUS
yrnpaBieHus; (OPMUPOBAHHWE HABBIKOB MMOATOTOBKH OPraHU3allMOHHO-PACIIOPSIUTEIbHBIX
JOKYMEHTOB M OpraHm3ali paboThl C HUMH B COOTBETCTBUHM C YCTaHOBICHHBIMU
TpeOOBaHUSIMHU.



3agauM AMCUUILINHBI:

- W3y4YeHHE TEOPETUYECKHX OCHOB JJOKYMEHTAI[MOHHOT'O OOECIICUCHHUs yIIPABICHHS;

- W3y4YeHHE MPAaBHUJI OPraHU3aIMU ACATEIBHOCTU CIIyKO JOKYMEHTAllMOHHOTO 00eCTIeYeHHS
yIIpaBICHUS;

- HU3y4YEHHE CHUCTEM JIOKYMEHTHPOBAHUS B PA3JIMYHBIX chepax NesTeIbHOCTH;

- npuoOpeTeHHe NPAKTHUYECKUX YMEHUN M HaBBIKOB MpPU COCTaBICHHH, OPOPMIICHUU,
00paboTKe, XpaHEeHUH U TIepejaue B apXUB YIPABICHUYECKUX JOKYMEHTOB;

- YCBOEHHME IIpaBWJI IIPUIaHUs JOKYMEHTaM FOPUINYECKON CHIIbI;

- W3y4YeHHE MOPSJIKA CO3JaHUs U MCIIOIB30BaHUS HH()OPMAIIMOHHO-TTOUCKOBBIX CUCTEM I10
JIOKYMEHTaM OpraHU3aliu

B pE3yiIbTaTe OCBOCHUA JUCHUITIIMHBI «IIOK}’MGHTEU_II/IOHHOG obOecrieueHue
YHpaBJICHUA CTYACHT ONOJIKEH O6J'IaI[aTBZ

- O6IIII/IMI/I KOMIICTCHIIUSMU

OK 1. IloHumatp CyniHoOCTb U COLMANIbHYIO 3HAYMMOCTb CBOEH OyayIei npodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. OpraHI/IBOBLIBaTB CO6CTB€HHYIO ACATCIIbHOCTD, BLI6I/IpaTB THUIIOBBIC MCTOABbI 1
CII0COOBI BHIITIOIHCHUS HpO(l)eCCI/IOHaJII)HI)IX 3aja4d, OICHUBATh UX B(bq)eKTHBHOCTB H Ka4CCTBO.

OK 3. [IpyHumars penieHus: B CTaHAaPTHBIX U HECTAaHAAPTHBIX CUTYALMSIX U HECTU 33 HUX
OTBETCTBEHHOCTD.

OK 4. OcymiecTBisTh MOUCK U UCTIOIB30BaHUE HHPOPMAITIH, HEOOXOAUMOI 17151
3¢ (HEeKTHBHOTO BBITIOTHEHHSI MPO(PECCHOHAIBHBIX 33/1a4, TPO(HECCHOHATLHOTO W TNIHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonp3oBaTh HHOOPMAITMOHHO-KOMMYHUKAIITMOHHBIE TEXHOJIOTHH B
npodhecCuOHANBHOW e TENbHOCTH.

OK 6. CamMOCTOATENIBHO ONPEAETATh 33Jaul MPO(PECCHOHATBHOTO U JIMYHOCTHOTO pa3BUTHS,
3aHMMAaTbhCA CaMOOOPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh MOBBIIIEHNE KBATU(UKALINH.

OK 7. OpueHTHpOBATHCS B YCIOBUSAX MTOCTOSTHHOTO OOHOBJICHHS] TEXHOJIOTHI B
npodhecCuOHANBHOW e TENbHOCTH.

OK 9. [IposiBIATh HETEPIIUMOCTH K KOPPYINIIMOHHOMY [TOBEACHHUIO.
- mpodeccrOHATIbHBIMU KOMITETEHIIUSMU:

IIK 1.1. OcymiectBnath paboTy ¢ 3asBICHUSIMHU, )Kano0aMHu U HHBIMU 00pallieHusIMU
IpaXkJaH U OpraHu3alil, BECTU IPUEM ITOCETUTEIIEH B CYyIE.
B pesyabTare nzyueHusi ynpaBjieHUsI IePCOHAJIOM CTYAEHT A0JIKeH

yMeTh:

- oopMIATH JTOKYMEHTALMI0O B COOTBETCTBMM C HOPMAaTHBHOM 0a30ii, HCHONIB3Yys
MH(OpPMaLIMOHHBIE TEXHOJIOTUH;

- OCYIIECTBJIATH aBTOMATH3aUI0 00pabOTKH TOKYMEHTOB;

- yHI/I(i)I/IIII/IpOBaTI) CHUCTCMbI JOKYMCHTAIIUU;

- OCYHIECTBJIATE XPAaHCHUC U ITIOUCK JOKYMCHTOB,

- OCYIIECTBJIATH aBTOMATH3aUI0 00pabOTKH TOKYMEHTOB;



- HCIIOJIb30BaTh TEJICKOMMYHHKAIIMOHHBIE TEXHOJIOTHU B 3JIEKTPOHHOM JTIOKYMEHTO000pOTE;
3HATH:

- IOHATHUC, TOCIIHU, 3aJa41 U ITPUHIHUIIBI ACTIOITPOU3BOACTBA,

- OCHOBHBLIC ITOHATHUA JOKYMCHTAIUOHHOT'O obecrieueHust YIIpaBJICHUA,

- CUCTCMbI JOKYMCHTAIUOHHOI'O obecrieueHns YIIPpAaBJICHUA

- KJIaCCHU(UKALUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTaBJICHHUIO U O(OPMIICHUIO IOKYMEHTOB;

-OpraHU3aIMI0 JOKYMEHTO000poTa: IprueM, 00paboTKy, perucTpannio, KOHTPOJb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATypy Jell;

NpHoOpecTH NPAKTHYECKHIi ONBIT:

- cocrtaBieHUsT M O(OPMIICHHS OPTraHU3ALMOHHO-PACHIOPSIAUTEIbHBIE JOKYMEHTOB B
COOTBECTCTBHUU CcO CTaHOapTOM u HOPMAaTUBHBIMHA IMIpaBOBbBIMHA AOKYMCHTaMU,
pEerIaMeHTHPYIOIIUMHU JOKYMEHTAIMOHHOE 00ECTICUeHUE YIIPABIICHUS;

- 00pabOTKM BXOIAIIMX, BHYTPEHHHUX, HCXOAALIMX JOKYMEHTOB M KOHTPOJII 3a HX
UCTIOJTHECHUEM;

- TPOBEICHMS OJKCIEPTU3bl IICHHOCTH JOKYMEHTOB M O(GOPMIICHHS JOKYMEHTOB JUIS
nepesiauu uX Ha apXUBHOE XpaHEHUE;

- HOPpUMCHCHHA TOCYHApPCTBCHHBLIX CTAaHAAPTOB, HOPMATUBHO-MCTOAWYCCKUC JOKYMCHTOB,
pEerIaMEHTHPYIOIIUX OPraHU3AIMIO JOKYMEHTAIIMOHHOTO 00ECIICUeHHS YIIPABIICHNUS,

- IMPUMCHCHUA TeXHOJ'IOI“I/If/’I, HCIIOJIb3YCMbIX pu BEACHUUN AOKYMCHTALITMUOHHOTI'O
oOecrnieyeHus yrnpaBIcHUs.

2. Mecto aucuumiaunbl (MoayJsi) B crpykrype IIIICC3/0IO0II

[Iporpamma y4eOHOW AMCHUIUIMHBI SIBJSIETCS YacThIO MPOTpaMMbl  TTOATOTOBKHU
CIIEIUATIUCTOB CpeAaHero 3BeHa YHuBepcutera no crnenuaibHoct CIIO 40.02.03 IlpaBo u
cynebHOoe aIMUHUCTPUPOBAHUE.

JucuunnuHa «JlokyMeHTaIlmoOHHOE obecrieyeHue yIpaBICHUS SIBIISIETCS
ob1enpodeccuoHaAIbHON TUCIUTITUNHON MPo(heCcCHOHATBHOTO YIEOHOTO IIUKIIA.

N3ydyeHne AMCUMIIIMHBI HampaBieHO Ha (opMHpoBaHHE y OOyYarOIIMXCS OOIUX U
npodeccuonanbHbix KomnereHuit B coorBercTBUn ¢ ®I'OC CIIO mo cnenmansaoct 40.02.03
[TpaBo u cyneOHOE aAMUHUCTPUPOBAHHUE.

I[I/ICIII/IHJ'II/IHa oOecreynBaeT ITOHUMAaHHE CTYACHTOB TCOPCTUYCCKHUX, MCTOJUYCCKUX U
MPAKTUYCCKUX aCIICKTOB CUCTEMBI JOKYMCHTAIIUOHHOI'O o0OecIieueHus YIIpaBJICHUA.

Jis  u3ydeHHs JTUCHUIUIMHBI, HEOOXOJMMO OCBOCHHE COJAEPIKAHHUS —CIIEAYIONINX
nucuuriauH OIIOIL: ynpaBieHue nepcoHanom, Tpy10BO€ MPaBo U IPYTUX.

[IperoaBanrie MUCHMIDIMHBI TPEAyCMaTPUBAET ClieAylomue (HOPMBI OpraHU3alNN
y4eOHOTO Tpoliecca: JEKIUH, CEMUHApBI, MPAKTHUYECKUE 3aHSATHS, TMOATOTOBKA JOKIAJ0B W
pedeparoB, camocTosTeNbHAas ~ pabora  oOyuwaromierocs. B mpomecce  oOyueHus
npeycMaTpuBaeTCsl UCIOIb30BAHNE KOMITBIOTEPHOIN TEXHUKH U MYJIbTUMEIUIHON anmapaTypsl;
AKTUBHBIX U MHTEPAKTUBHBIX (OpM 00yUCHMS; OPraHU3aLMH CAMOCTOSTEIbHOW BHEAyIMTOPHOM
paboThI 0OyUaOLIUXCS U IP.



3. O6beM uCHUILUIHHBI (MOAYJISI) U BUABI Y4eOHOI padoThI

Tabauya 2
Jns Habopa Ha 6a3ze 9 kimacca
TpynoemMkocTb
. o
Bun yae6HO# paboThI 3ay.
en yac. cemMecTpam
] 5 cem. 6 cem
OO01ast TPy/10eMKOCTb JTUCIUILIUHBI 10 Y4€OHOMY TUIaHy 72 72
KonTakTHas pabora 26 26
3aHATHUS JIEKIUOHHOIO THIIA 24 24
3aHsATHUSI CEMUHAPCKOTO TUIIA 26 26
B TOM YHCJIE C IPAKTUYECKONW NOArOTOBKOM (Iipu
HaJTUYIHH) - -
CamocrosTenpHas padoTa moa KOHTPOJIEM 99 29
npenogasaressi, HUPC
®opma MPOMeKYTOYHOM aTTeCTaAllNH 3auer
Tabauya 2.1
Jnis Habopa Ha 6a3e 11 ximacca
TpynoemMKoCcTh
. 1o
Bun yae6HO# paboTh 3ay.
Jac. ceMecTpam
en.
3 ceMm. 4 cem

O01mas Tpy10eMKOCTb JIUCHUIUIMHBI 10 y4eOHOMY IIJIaHy 99 99
KonraktHas pabota 64 64
3aHATHUS JTEKIIMOHHOTO THIIA 32 32
3aHATHUSI CEMUHAPCKOTO TUIIA 32 32
B TOM YHCJIE C IPAKTUYECKOM MOATOTOBKOM (TIpn
HaJIMYWHN ) : -
CamocTosTenbHast paboTa Mo KOHTPOJIEM

35 35
npenonasarens, HUPC
DopMa NPOMEKYTOUYHOM aTTEeCTALUH 3auer

4. Conep:kaHue QM CHUIINHBI (MO1YJIA)
4.1 Tekcr padoueil mporpaMMsl 10 TEMaM.

Paszpnen 1. OcHOBHBIE MOJI0KEHHUSI JOKYMEHTHPOBAHMS YIIPABJEHYECKOM 1eATeJIbHOCTH




Tema 1.1. IloHsiTHe W coaepkaHWe JTOKYMEHTAMOHHOIO o0ecne4eHUsl YINPaBJIeHUS.
3akoHoAaTe/IbHOE 1 HOPMATHBHO-TPABOBOE PeryJHPOBaHUE JOKYMEHTUPOBAHNS

Conepxanue yueOHOro MaTepHasa.

1. TlonsTHe W coaepkaHHE JTOKYMEHTAIIMOHHOTO OOECTEUCHHUs YIPAaBJICHUS KaK (yHKIIUU
yIpaBJICHUS
2. CooTHoOIlIEHHE MEXIy JOKYMEHTAIIMOHHBIM OOCCIICYCHHEM YIIPABICHUS W JPYTUMU
yIpaBJIeHYCCKUMHU (YHKIIUSIMU
3. CoBpeMeHHBIE TpeOOBaHHMS K OpPraHM3ANMH JOKYMEHTAIIMOHHOTO OOeCTeUeHUs
yIpaBJICHUS
4. HampaBneHus COBEPIICHCTBOBAHUS COBPEMEHHBIX CHCTEM JOKYMEHTHUPOBAHUS
5. 3akoHomaTelbHBIE W HOPMATHBHBIC AaKThl, PErJIAMCHTUPYIOIIUE ICSTEIBHOCTh II0
JIOKYMEHTAI[MOHHOMY OO€CIICYCHHIO YITPABICHHUS
CemuHapckoe  3aHsiTHE:  (OPMYJIMPOBaHHWE  OCHOBHBIX  TpeOOBaHWUM K  cHCTEMe
JOKYMEHTAI[MOHHOTO  OOECIICYCHHs]  yMpaBJICHHS; NPUMCHCHHE  3aKOHOJATENbHBIX U
HOPMATHUBHBIX MPAaBOBBIX aKTOB IPH OCYIIECTBICHHM IPOLECCOB JIOKYMEHTHPOBAHUS
VIIPaBICHYCCKON ACSITETLHOCTA U OPTaHU3AIHNH PAOOTHI C TIOKYMEHTAMU

Tema. 1.2. Ilonsitue 0 1okymeHTax. Croco0bl CO31aHUs JOKYMEHTOB (IOKYMEHTHPOBAHUS)
U Ha3HaveHHe (GpyHkuum) 1okyMeHTOB. Hocuresn nnpopmanuu. [IpuzHaku U cTpyKTypa
AOKYMEHTAa

Copepxanue yueOHOro MaTepuana

1. Tlomatme W  oOmpeleNeHWE OCHOBHBIX TEPMHHOB: JIOKYMEHT, HWH(OpMaIus,
JOKYMEHTUPOBaHUE, O(PHIMATBHBIA JOKYMEHT, JJIEKTPOHHBIH JIOKYMEHT, JOKYMEHT
JMYHOTO MTPOUCXOXKICHUS

2. TlpowcxoXJIeHUE ¥ O3BOJIONUS TOHITHS «IOKYMEHT», COOTHOIICHHUE IOHITHMA
«IH(POPMAIHS U TOKYMEHT», OIIpe/ielIeHHEe TOKYMEHTa B TOCYAapCTBEHHOM CTaHIapTe

3. OcHOBHBIE CIOCOOBI JTOKYyMEHTHPOBAHWS M WX B3aMMOCBS3b C MaTepHAIHHBIMU

HOCUTEIISIMU MH(OpMaIK

[TprmeHeHre cOBpeMEHHBIX NHPOPMAIIMOHHBIX TEXHOJIOTUNA TP CO3JJaHUH JOKYMEHTOB
5. Knaccudukanus [IOKyMEHTOB MO pa3iMYHBIM IpU3HAKaM: crocobaM co3AaHus,

CTPYKTYpPE U COJIEPKAHUIO
6. OcHOBHblE (DYHKIIMM JOKYMEHTOB, MX XapaKTEpUCTHKA, POJb JOKYMEHTa B XHU3HH
yeJioBeKa U o0IecTBa, B cepe ynpaBieHus
7. Bugsl Komuil JOKYMEHTOB M CHOCOOBI MPHIAHHUS IOPUIUYECKOW CHJIBI  KOIHUSAM
JIOKYMEHTOB
CemuHapckoe 3aHsTHE: ONpeseieHne QYHKIUNH KOHKPETHBIX BUIOB JIOKYMEHTOB; OIpeJleIeHue
CHoco0O0B JOKYMEHTHPOBAHUS, C IOMOIIb KOTOPBIX OBbLI CO3/JaH JJOKYMEHT

B

Tema 1.3. YHndukanuss M craHaapTU3anusi JOKYMEHTOB. YHH(QHUIHPOBAHHbIC CHCTEMbI
noxymentanum (YCJ)

Conepxanue yqaeOHOro MaTepraia

1. OcHOBHBIEC TEPMUHBI, IPUMEHSIEMbIC B YHU(DHUIIMPOBAHHBIX CHCTEMaX JIOKyMEHTAIlUU

2. Hampamnenust yHU(pUKAINY U CTAHTAPTU3AINHA B COBEPIICHCTBOBAHUH JJOKYMEHTOB

3. XapakTepuCTHKa OCHOBHBIX YHH(PDHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIlUU, TPUMEHSIEMBIX
B PO

4. TlepeyeHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(PHUIIMPOBAHHBIC CHUCTEMBI
JIOKYMEHTAITU!



Tema 1.4. VYuuduuupoBaHHasi  CHCTeMa  OPraHU3AMUOHHO-PACHOPSAANTEIbHBIX
nokymentanuun (YCOP/). Monpenu mnocTpoeHHsi [TOKYMEHTOB. dopmyJasip-odpasen
AOKYMEHTA.

Conepxanue yueOHOTO MaTepuaia

1. Xapakrtepuctuka YHUGUIMPOBAHHON CHCTEMBI OpPraHHU3AIIOHHO-PACTOPSIUTENbHBIX
JIOKYMEHTOB

2. Ha3znauenue u oOjacTu NpUMEHEHHs] YHU(PUIUPOBAHHON CHCTEMbl OpPraHU3allMOHHO-
pacrnopsiAUTENbHBIX TOKYMEHTOB

3. CocraB YHUGUIMPOBAHHON CHUCTEMBl NMEPBUYHOM YYETHOW JOKYMEHTAIlMM B YacCTH

JOKYMEHTAIMU 110 y4eTy TpyAa

Dopmynsp-obpazel; OpraHU3auOHHO-PACTIOPATUTENbHBIX JOKYMEHTOB

5. CoctaB u cxema pacloIO)KeHUS PEKBU3UTOB B (hopmynsipe-oOpasie, pPEeKBH3UTHI
3aroJIOBOYHOM, CoJiepKaTeIbHON U 0(hOPMIISIOLIEH YacTH TOKYyMEHTa

&

Tema 1.5. buaankm JA0KyMeHTOB, TpeOoBaHHsI K O(GOPMIICHHI0O PEKBH3MTOB
OPraHu3alOHHO-PACIIOPSIAUTEIbHBIX JOKYMEHTOB

Coneprkanue y4eOHOro Matepuana

1. TpebGoBanust k odopmieHuto pekBm3uToB B coorBercTBuu ¢ ['OCT P 7.0.97-2016
«Cucrema craHgapToB mo uH(opmanuu, OubmmoreyHomy neny. OpraHu3alOHHO-
pacriopsiiuTebHas JoKyMeHTalus. TpeboBaHus K 0()OPMIICHUIO JTOKYMEHTOBY

2. Tlopsimok mpHIaHUS JOKYMEHTaM HOPHIMYECKOW CHIIBI, OTMETKH Ha CIYXeOHBIX

JOKYMEHTax

[TonsTHe O1aHKa OPraHU3alMOHHO-PACIIOPSAUTEIBHOTO JOKYMEHTA

Buibl v pa3HOBHUIHOCTH OJIAHKOB, BAPHAHTHI PACTIONIOKCHHUST PEKBU3UTOB OJIaHKA

~ow

[TpakTueckue 3aHATHS

HpaKTI/IqCCKOG 3aHATHUC! 0(1)OpMJ'IeHI/Ie PCKBU3HUTOB OpPTraHU3ALIMOHHO-PACTIOPAAUTCIIBHBIX
JAOKYMCHTOB; COCTAaBJICHUC OJIaHKOB JOKYMCHTOB KOHKpCTHOfI OpraHu3aluu: O6H.[CFO 6HaHKa,
OjaHKa MUchbMa U OJIaHKa KOHKPETHOT'O BUJld TOKYMCHTA

Tema 1.6. OpranumzaumoHHble JOKyMeHTbl. CocTaB [JOKYMEHTAllUM ¥ NpPaBWJIa
opopMmiieHuUA.

Copepxanue yaeOHOT0O MaTepuana

1. Buasl u pa3sHOBUAHOCTH OPraHU3AIMOHHBIX JOKyMEHTOB, Bxoasmux B YCOPJ| u
YCIIY ]
2. HOpuanyeckoe 3Hau€HHE OPraHU3AUOHHBIX IOKYMEHTOB M OCOOEHHOCTH MX MOATOTOBKH
3. Topsimok pa3pabOTKH, COTJIACOBAHUS, MOJITUCAHUS, YTBEPKICHHUS W BBOJA B JCHCTBHE
OpraHU3aIMOHHBIX JOKYMEHTOB
4. Tlopsinmok BHECEHWS W3MEHEHHWH B OpraHU3aIllMOHHBIE JOKYMEHTHI M O3HAKOMIICHHUE
pabOTHUKOB C OPraHNU3AMOHHBIMU IOKYMEHTaMHU
[lpakTHdyeckoe 3aHATHE: COCTABIEHHWE MPOEKTOB OPTaHU3AIMOHHBIX JOKYMEHTOB B
COOTBETCTBUHM C THUIIOBBIMH CTPYKTYpaMH TEKCTOB; 3allOJJHEHHE YHU(UIMPOBAHHBIX (HopM
OpPraHU3aIMOHHBIX JTOKYMEHTOB; O(OpMIIEHHWE OpPraHU3allMOHHBIX JOKYMEHTOB: MOJOXKECHHUS,
JOJDKHOCTHOW MHCTPYKLMU; aHaIu3 O0(OPMIIEHUS MPEATIOKEHHBIX 00pa3lioB OpraHU3aI[MOHHBIX
JIOKYMEHTOB Ha COOTBETCTBUE 0(opMiIeHUs peKBU3UTOB TpeboBanusM 'OCTa P 7.0.97-2016



Tema 1.7. PacnopsiguteibHble JTOKyMeHTbl. CoCTaB [JOKYMEHTAMH M TPaBWiIa
opopMmieHus

Conepxanue yaeOHOro MaTepraia

1. Buael ¥ pa3sHOBUIHOCTH PaCHOPSAIUTEIBHBIX JOKyMeHTOB, Bxoasmux B YCOPJ| u
YCIIY ]
2. HOpuguyeckoe 3HaueHWE PACTIOPAIUTEIBHBIX JOKYMEHTOB M OCOOCHHOCTH HX
MOATOTOBKU U MPUMEHEHUS
3. Tlopsimok pa3pabOTKH, COTJIACOBAaHMS, MOJIMCAHUS, YTBEPKICHUS U BBOJa B JCHCTBHUE
pacopsIUTENbHBIX IOKYMEHTOB
4. CTpyKTypa TEKCTOB PaCIOPSAUTEIBHBIX JOKYMEHTOB
[TpakTH4eckoe 3aHSATHE: COCTABICHUE MPOCKTOB PACTIOPSAUTEIBHBIX TOKYMEHTOB; oopmIiIeHHE
paclopsIUTEILHBIX JOKYMEHTOB: TPHKa3a, BBIMHCKKM W3 TpUKa3a; aHaIW3 OQOpMIICHUS
MPEIUIOKEHHBIX 00pa3IoB PACIOPSAUTEIBHBIX JOKYMEHTOB Ha COOTBETCTBHUE OGMOPMIICHUS
pexBusuToB TpeboBanmsiM 'OCTa P 7.0.97-2016; cocraBienue u odopmiIeHHE BBINHUCOK U3
pacropsiANTENIbHBIX TOKYMEHTOB

Tema 1.8. /lokymMeHTHpOBaHHE KOJLIETHAJBHON JeATeJbHOCTH. COCTAaB JOKYMEHTALUM W
npasmwia opopmiieHus

Coneprkanue ydeOHOro Marepuana

1. JlokyMeHTBI, co3/1aBacMble IPH JOKYMEHTHPOBAHHH KOJUICTHAIILHOM JIESTEITbHOCTH
2. OCOOCHHOCTH IOKYMEHTHUPOBAHHS JESATEIbHOCTH KOJUICTHAIBHBIX OPTaHOB, IOHSTHE
«KBOpYMa»
3. CrpyKTypa TeKcTa IpOTOKOJIa, BBOJHAS U OCHOBHAS YaCTH
4. ®dopma MPOTOKOJIA: TOJHBIA U KPATKUH MTPOTOKOJI, OTPAKCHNE B TIPOTOKOJIE PE3yIbTaTOB
TOJIOCOBAHUS
[TpakTudeckoe 3aHATHE: COCTaBlIeHUE M O()OPMIIEHHE MPOTOKOJIOB M BBIIMCOK U3 MPOTOKOJIOB;
aHamu3  OQOpPMIIEHUS  NPEUIOKEHHBIX  00pa3lloB  JOKYMEHTOB, COCTAaBJIEHHBIX  IpHU
JOKYMEHTHPOBAaHUHM KOJUJIETHANBHBIX OpraHoB (coOpaHMii, 3aceiaHuil, CcoOBELIaHM) Ha
COOTBeTCTBUE 0popMIiIeHUs pekBU3UTOB TpeboBanusm ['OCTa P 7.0.97-2016

Tema 1.9. UndopmannonHo-cnpaBoyHbie JOKyMeHThI. COCTaB JOKYMEHTAIlUM U NMPaBUJia
opopMieHu

Cogepxanue yaeOHOT0O MaTepuana

1. Buasl ¥ pa3HOBUIHOCTH HMH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, BXOJSIIUX B
YCOPA u VCIIV ]
2. Bunpl akTOB, 0COOEHHOCTH COCTaBJIECHUS U 0OPMIICHHS
3. Buner mH(bOpMaAMOHHO-CIIPABOYHBIX JOKYMEHTOB, BXOJSAIIMX B COCTaB CIIy)K€OHOMH
HEepenCKH
4. Tlopsaok cocTtaBiieHus U 0POPMIIEHUS CITYKEOHBIX TUCEM
5. BHyTpeHHss nepenucka B OpraHu3anuu
[TpakTHyeckoe 3aHATHE: COCTABJIEHHE MPOEKTOB HH(POPMAIMOHHO-CIIPABOYHBIX JTIOKYMEHTOB;
odopmiieHre HHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB: aKTa, CIIPaBKU, CIY>KEOHOT0 MHUCHhMA,
JOKJIQJIHOM  3amMCKH, OOBSCHUTENBHOW  3allMCKH, 3asBJICHUS; aHaau3  odopmieHus
IPEUIOKEHHBIX 00pa3llOB PAaCHOPSAUTENBHBIX JOKYMEHTOB Ha COOTBETCTBHE O(OpMIICHHS
pexBu3uToB TpedoBanusm 'OCTa P 7.0.97-2016

Tema 1.10. Cy:xxeOHas nepenucka. PasnoBuanocTu u npasuinaogopmienns. Iloaroropka
" BbllaYa BBIINIUCOK U3 JOKYMECHTOB H KOnuii AOKYMCHTOB



Copneprkanue yueOHOTO MaTepralia

1. Bunabl ¥ pa3HOBUAHOCTH JOKYMEHTOB, BXOSIINX B COCTaB CIIY)KEOHOM NepenucKku
2. TpebGoBanus K opOpMIICHHUIO CITY)KEOHOH TIEPETTUCKU

3. Crtuib 1enoBoro nuchbMa

4. TlpaBuna oopmiieHUs BBIMUCOK U3 JOKYMEHTOB U BbIJaul KONUI TOKYMEHTOB

[IpakTuyeckoe 3aHATHE: COCTABICHHE IMPOEKTOB CIIY)KEOHOTO MUCHhMA, JOKJIAJHOM 3alHCKH,
OOBSCHUTEIIGHON 3alMCKY, 3asBICHUS; aHauu3 OQOPMIICHHUS MPEIJIOKEHHBIX 00pa3IoB
JIOKYMEHTOB, COCTABJISIEMBIX TIPU CIY’)KEOHOW TMEpernucKe, Ha COOTBETCTBHE TPEOOBaHUSIM
0o(OpMIICHUS PEKBU3UTOB U TPEOOBAHUSAM K CTPYKTYpE TEKCTa

Pazgen 2.0pranusanust padoThl ¢ ynpaBJeHYeCKUMH TOKYMEHTAMU

Tema 2.1.

Cay:xx0a JOKYMEHTAIIMOHHOr0 o0OecnedyeHusi ynpapjieHusi. TpeOoBaHusi opraHu3anuu
JOKYMEHTO000O0POT.

Coneprkanue y4eOHOro Marepuana

1. OpranuzaunonHsle (HOpMbl JOKYMEHTALMOHHOTO OOECIEYEeHHs YIIpaBJIEHUsS: CIyxk0a
JOKYMEHTAITMOHHOTO  O0ECIIeYeHHUs]  YNpABJICHUS, OCHOBHBIC 3a1aud, (DYHKIHH,
CTPYKTYpa, JOJDKHOCTHOM COCTaB

2. JIOKyMEHTOOOOpPOT B OpraHU3allM: TOHATHE, TPUHIMIBI ¥  XapaKTePUCTHKH
JOKYyMEHTOO0OpOTa, €ro CTPYKTypa, ydeT o0beMa IOKyMEHTOO0OpOTa, HOPMATHUBHBIC
JOKYMEHTBI, PETJIAMEHTHPYIOIIHE OPraHN3alUI0 JOKYyMEHTO000poTa

Tema 2.2. Ilpuem, perucrpanmsi, PpaccMOTpeHHe W WCHOJHEHHEe JIOKYMEHTOB.
HndopmannonHo-cnpaBoyHas padora

Coneprxkanue y4eOHOro Marepuana

1. Opranuzanus paboThl ¢ JOKYMEHTaMH, MOCTYNHUBIIMMH B OpraHU3alMIo, NpPHEM U
IepBOHAYalIbHas 00pa0OTKa JOKYMEHTOB, IPEIBAPUTEIBHOE PACCMOTPEHUE H
pacnpezneneHue

2. Perumcrpammsi OKyMEHTOB, €€ 3HaueHHMe © (GOpMBI, TpeOOBaHUS K COCTaBYy
PETUCTPALIMOHHBIX UHIIEKCOB

3. PaccmoTrpeHne IOKyMEHTOB pYKOBOJHWTEIEM OpraHM3alUH, Iieperada JOKYMEHTOB
UCTIOJIHUTEIISAM, paboTa UCTIOIHUTENEN C TOKYMEHTaMHU

4. Opranuzanust THPOPMAIMOHHO-CIIPABOYHOMN padOTHI

[TpakTuyeckoe 3ansTHe: nenoBas urpa «llopsaok mnepBUYHONW 0OpabOTKHM M pPErucTpanuu
JIOKYMEHTOB

Tema 2.3. KoHTpPOJIb HCNIOJHEHUsSI JOKYMEHTOB. OTnpaBKa HCXOAAIIUX JOKYMEHTOB
Copneprxanue yueOHOro MaTepuaia

1. [enb 1 32124l KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB, PUHIUIIBI OpraHU3allul KOHTPOJIS

2. TunoBble U MHAUBUYaJIbHBIE CPOKH UCTIOJTHEHUS IOKYMEHTOB

3. Bumer KOHTpOIS: TpeayNpeauTeNbHbIH, (HOPMATFHO-CPOKOBBIN, TEXHOJOTHS BEICHUS
KOHTPOJIS

4. Tlompaznenenus ciyxO0bl JJOY, ocyiiecTBistonie KOHTPOJIb UCIOTHEHUS TOKYMEHTOB,
uXx (yHKIMH, TpaBa, 00s3aHHOCTb U OTBETCTBEHHOCTh

5. OcHOBHbIE STambl KOHTPOJS MCIOJIHEHUS: IOCTAHOBKA JIOKYMEHTOB Ha KOHTPOJIb,
BEJICHUE KOHTPOJA, CHATHUE JOKYMEHTOB C KOHTPOJSA, aHAajIu3 MCIOJHUTEIbCKOU
JUCIUTIAHBI



6. OrnpaBka UCXOALIMX TOKYMEHTOB, Nlepe/iadya JOKYMEHTOB BHYTPH OpraHu3aluu
Pa3nes 3. Opranusanusi XxpaHeHHsl JOKYMEHTOB

Tema 3.1. Opranu3amusi ONepaTHUBHOIO XpaHeHusi JAoKyMeHTOB. Homenkiarypa nged,
MeTOJUKAa ee cocTaBjieHus. @opMupoBaHue JeJl.

Conepxanue yaeOHOro MaTepraia
TpeboBaHMs K OpraHU3aIUy ONEPATUBHOTO XPAHEHUS UCIIOJIHEHHBIX JOKYMEHTOB

[TonsTHus: «1eno», «popMHpPOBaHUE JIET», KHOMEHKIATYpa JIeN», 3HaYeHHE HOMEHKIIATYphl JeT
JUIs KJIaccu(UKAUU TOKYMEHTOB OpraHU3aIiu

[Topsimox ¢dopmMupoBaHus €N, OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB, XpaHEHHE
JIOKYMEHTOB B 3JIEKTPOHHOH popme

Buael HOMEHKIATyp JAell, MOPSAJOK COCTaBlIEHUS, OPOPMIICHHUS, YTBEPKICHUS U MPUMEHEHUs
KOHKPETHOW HOMEHKJIATypbl JeJI OpraHu3allid ¢ HOMEHKIATyphl Jied CTPYKTYpHOTO
1oJipa3/iesIeHUsl OpraHu3aluu

Tema 3.2. DkcnepTu3a HeHHOCTH J10KYMeHTOB. IloaroroBka JoOKyMeHTOB K mepeaauye Ha
apXHBHOe XpaHeHHe

Cogepxanue yueOHOro MaTepuasa

1. TloHsTHE ZKCHEPTHU3Bl LEHHOCTH JIOKYMECHTOB, NMPHUHIUIBI U KPUTEPHUH OIPEACTICHUS
HAYYHOH, ICTOPHUYECKON U NMPAKTHYECKOW IIEHHOCTH JOKYMEHTOB

2. DKcrepTHas KOMHCCHUSI OpPTraHM3alMH, €€ 3aJadd, (QYHKIHMH, IpaBa, OOSI3aHHOCTH U
OpraHu3aius IesiTeIbHOCTH

3. OdopmieHHE pe3ysIbTaTOB IKCIEPTU3BI IIEHHOCTH JOKYMEHTOB, IMOPSIOK YHHUTOKCHUS

JIOKYMECHTOB, HE TOJUICKAIUX JUTMTEIBHOMY XPaHCHHIO, TPeOOBaHUS K O(POPMIICHHIO

JIOKyMEHTOB

[Topsimok MOATOTOBKY /I K Tiepeiaue B apXuB, CPOKU XpaHEHHS TOKYMEHTOB B apXHUBax

5. TpeboBanus kK 0HOPMIICHHIO JIe] BPEMEHHOTO , TIOCTOSTHHOTO XPAaHEHUS U 10 JTUYHOMY
COCTaBy

6. CocraBnenne u oopMIIEHUE ONIFCEH JIe], IepeaaBaeMbIX Ha apXUBHOE XPaHEHHUE

Ea

HpaKTI/IqCCKOG 3aHATUC. OIPCACIICHHUEC BHUIA pa6OT]E>I 3KCHepTHOI71 KOMHUCCHU, (bOpMPIpOBaHI/Ie
JAc1a, COCTaBJICHUC U OCI)OpMJ'IeHI/Ie OIIMCHU ACJI, IICPEAaBACMbIX Ha APXHUBHOC XPAHCHUC

4.2. Pa3nennbl U TeMbl JUCHUNJIMHBI, BUbI 3aHATHI (TeMAaTHUYECKUI MJIAH)
TemaTuyecKuil NJIaH
ouHas opma obyuenus

B TOM 4YMCJI¢

Paznen
JMCIUTIAHBI,
TeMa

HaunmeHnoBanue

JAUCHUITJIMHBI

Koa xkoMnereHuuu
Oo0mast Tpyn0eMKOCTh
KonTakTHas pa6oTa
3aHATHSA JTeKIMOHHOTO
THIA
3ansaTusn
CEeMHHAPCKOr0 THIA
IIpakTHyeckas
MOAr0TOBKA
CamocTosiTeJbHast
pa6ora nox
KOHTPOJIEM
npenoaasareas HUPC

OLCHOYHOI'0O CpeacTBa




Pazgen 1. Tema 1.1. OK1- WNunuBumyansHas
[TonsTne n OK 7, OK dbopma:  dKcmepTHas
conepxanue JJOVY. -9, OLICHKA BBIMIOJIHEHUSA
3akoHOaTENbHOE U K 1.1 MPAKTHYECKOM
HOPMAaTUBHO-TIPABOBOE : paboThI; BBITOIHEHHUE
peryanupoBaHue JIOMaIIHen
JIOKYMEHTHPOBAHHS MPAKTHYECKOM
paboTHI; KOHTPOJIbHAS
pabora 1o BapuaHTaM,
BOITPOCHI AJIsI 3a4€Ta
Paznmen 1. Tema 1.2. OK1-
[Tonusarume o OK 7, OK WnauBumyansHas
nokymeHnTtax. Crioco0sl | — 9, dbopma:  IKcmepTHaS
CO3JIaHHS JOKYMEHTOB K 1.1 OIICHKA BBITIOJTHCHHUSI
(mOKyMEHTHPOBaHU) : MPAKTHYECKOM
Y Ha3HAYCHUE paboThI; BBIMOJIHEHUE
(byHKIIHM) JIOMAaITHen
JIOKYMEHTOB. MPAKTHYECKOM
Hocurenn paboThL; KOHTPOJIbHAS
nH(pOpMAITHH. paboTa Mo BapuaHTawM,
[IpuzHaku u BOITPOCHI AJIs1 3a4€Ta
CTPYKTypa IOKyMEHTa
Pazgen 1. Tema 1.3. OK1- NunuBunyaneHas
Yuudukanus u OK 7, OK ¢dbopma:  sKcrepTHas
CTaHIapTH3AIHS -9, OIICHKAa BBITIOTHEHHUS
JIOKYMEHTOB. 0K 1.1 MPaKTUYECKOU
YHubunmpoBaHHbie ) paboThI; BBITOJHEHHUE
CUCTEMBI JoMalIHen
noxymenTarmu (Y CJI) MPaKTUYECKOM
paboThI; KOHTPOJIHHAS
paboTa o BapuaHTawm,
BOIIPOCHI JIs 3a4€Ta
Paznen 1. Tema 1.4. OK1- " -
HIMBUIyaJIbHAS
YaudunuposanHas OK 7, OK 4
dopMa:  IKcHepTHas
cucreMa -9,
OIIEHKa BBITIOJTHEHUSI
OpTraHHU3aIMOHHO- .
o K 1.1 MPaKTUYECKOU
pacnopsAUTENbHOM
paboThL; BBITOIHEHHE
JIOKYMEHTAIMH N
JIoMarnrHei
(YCOPLI). Monenu .
MPaKTHYECKOM
MOCTPOCHUS
paboThL; KOHTPOJIbHAS
JIOKYMEHTOB.
paboTa o BapuaHTam,
Dopmynsp-odpaszer .
BOIIPOCHI IS 3a4€Ta
JOKYMEHTA
Paznmen 1. Tema 1.5. OK1 - WnauBumyansHas
bnanku nokymentoB, | OK 7, OK ¢dopma:  sKcmepTHas
TpeOOBaHUS K -9, OIICHKA BBITIOJHEHHUS
oopmienuto K 1.1 MPaKTHYECKOM
PEKBH3HUTOB : paboThL; BBITOIHEHHUE
OpraHHU3aIMOHHO- JIoManrHei

pacnopsaIUTENbHbIX

MPaKTUYECKOU




JOKYMCHTOB

paboTHI; KOHTPOJIbHAS
pabora 1o BapuaHTawm,
BOMIPOCHI JJISI 3a4€Ta

6 | Paszmen 1. Tema 1.6. OK1- WnauBunyansHas
OpraHu3zaioHHbIE OK 7, OK dopma:  sKcHepTHas
nokyMmeHTsl. CocTas -9, OLICHKA BBIIIOJHEHUS
JOKYMEHTAllUU U MPaKTUIECKON
npaBuiIa opopMIIeHUS HK 1.1 paloThl; BBINOJIHEHHUE

JIOMaIIHen
MPaKTUYECKOU
paboThI; KOHTPOJIBHAS
pabota 1o BapuaHTaMm,
BOMIPOCHI JJISI 3a4€Ta

7 | Pazmen 1. Tema 1.7. OK1- WnausunyanbHas
PacnopsimutenbHbie OK 7, OK dopma:  sKcmepTHas
nokyMeHTsl. CocTaB -9, OIIEHKa BBITIOJTHEHUSI
JOKYMEHTAIIUU MPaKTUIECKON
npaBuiIa opopMIIeHUS HK 1.1 paloThl; BBINOJIHEHUE

JIOMaIIHen
MPaKTUYECKON
paboThL; KOHTPOJIbHAS
pabota 1o BapuaHTaMm,
BOIIPOCHI AJIA 3a4€Ta

8 | Pazmen 1. Tema 1.8. OK1- NunuBunyansHas
JoxymMeHTHUpOBaHUE OK 7, OK ¢dbopma:  sIKcrepTHas
KOJUIErHaJIbHOU -9, OIIEHKa BBITIOJTHEHUSI
nesitensHocTU. CocTaB MPaKTUIECKOH
JOKYMEHTAIIUU K 1.1 paboThI; BBIMIOJIHEHUE
npaBuiIa opopMiIeHus JIOMaIrHen

MPaKTUYECKON
paboThI; KOHTPOJIbHAS
pabota 1o BapuaHTam,
BOIIPOCHI JIs 3a4€Ta

9 Pasnen 1. Tema 1.9. OK1- NunuBunyansHas
WndopmanmonHo- OK 7, OK ¢dopma:  sKcHepTHas
CIIpaBOYHbIE -9, OLICHKA BBITIOJHEHUS
nokymeHTsl. CocTas MPaKTUIECKON
JOKYMEHTAIINU K 1.1 paboThI; BBIMIOJIHEHUE
npaBuiIa opopMIIeHUS JIoMarrHei

MPaKTUYECKOU
paboThI; KOHTPOJIbHAS
paboTa 1o BapuaHTaMm,
BOIIPOCHI JJIs 3a4€Ta

10 | Pazgen 1. Tema 1.10. OK1 - WnauBumyansHas
CayxebHas OK 7, OK ¢dopma:  sKcHepTHas
MepenncKa. -9, OLIGHKa BBITIOJHEHUS
PasnoBuaHOCTH M MIPAKTUYECKOM

MK 1.1

rpaBuiia opopmIIeHHS.
IloaroroBka u BbIaya

paboThL; BBITOIHEHHUE
oMallIHen




BBIMIMCOK U3
JIOKYMEHTOB W KO
JIOKYMEHTOB

MPaKTUYECKOU
paboTHI; KOHTPOJIbHAS
pabota o BapuaHTaMm,
BOMIPOCHI JJISI 3a4€Ta

11 | Pazgen 2. Tema 2.1. OK1- WnauBumyansHas
Cayx0a OK 7, OK dopma:  sKcHepTHas
JOKyMEHTallMOHHOTO | — 9, OLIGHKa  BBITIOJHEHUS
oOecrieyeHust MPaKTUIECKOU
yTpaBiCHHS. HK 1.1 paboThI; BBIMOJIHEHUE
TpeboBanus k JTIOMaITHeH
OpraHu3aluu MPaKTUYECKOU
JOKYyMEHT0000poTa palboThI; KOHTPOJIbHAS

pabora 1o BapuaHTaM,
BOMIPOCHI JJISI 3a4€Ta

12 | Pazgen 2. Tema 2.2. OK1- NunuBuayaneHas
[Ipuem, peructpauus, | OK 7, OK ¢dbopma:  sKcrepTHas
paccMOTpeHue u -9, OLICHKA BBIIIOJHEHUS
HCIIOJIHEHUE IPaKTUYECKON
JOKYMEHTOB. K11 paboThI; BBIMOJIHEHUE
NudopmanmonHo- JIoMarHei
crpaBoYHas paboTa MPaKTUIECKOU

paboThL; KOHTPOJIHHAS
paboTa Mo BapuaHTaM,
BOIIPOCHI AJI 3a4€Ta

13 | Pazgen 2. Tema 2.3. OK1- WnausunyanbHas
KonTpons OK 7, OK ¢dbopma:  sKcrepTHas
WCTIONHEHUS -9, OLICHKA BBIIIOJHEHUS
JOKYMEHTOB. MPaKTUIECKON
OtmnpaBka HCXOIAIINX HK 11 paloThl; BBINOJIHEHHUE
JOKYMEHTOB JIOMaIrHen

MPaKTUYECKOU
paboThI; KOHTPOJIBHAS
pabota 1o BapuaHTaMm,
BOIIPOCHI JIs 3a4€Ta

14 | Pazgen 3. Tema 3.1. OK 1 - WnauBunyanbHas
Opranuzamus OK 7, OK dopma:  sKcHepTHas
OIICPaTUBHOTI'O - 9, OIICHKa BbIIIOJHCHUA
XpaHeHus MPaKTUYECKON
JOKYMEHTOB. HK 11 paloThl; BBINOJIHEHHUE
Howmenxnarypa nemn, JIoMalHen
METOAMKA €€ MPaKTUIECKON
COCTaBIICHHS, paboThI; KOHTPOJILHAS
(hopMupoBaHue nen paboTa 1Mo BapuaHTam,

BOIIPOCHI IS 3a4UéTa

15 | Pazgen 3. Tema 3.2. OK1- WnauBumyansHas
OkcnepTtusa nenHoctu | OK 7, OK ¢dopma:  sKcmepTHas
JTOKYMCHTOB. - 9, OII€CHKAa BbIIIOJHCHUS
IToaroroBka MPaKTUYECKOU

MK 1.1

JAOKYMCHTOB K
nepeaadyc Ha apxXuBHOC

paboThL; BBITOIHEHHUE
JOMalIHen




XpaHeHUe MPAKTHYECKOM
paboTHI; KOHTPOJIbHAS
pabota o BapuaHTaMm,
BOMIPOCHI JJISI 3a4€Ta

BCET'O 72 26 | 24 | 26 22

4.3 CamocTOosSITEIbHOE H3yYCHUEC Oﬁy‘lalOIIII/IM]/ICﬂ pa3aejioB TUCHUIIINHBI

Ne pazgena Koua-Bo
(Tembl) Bonpockl, BHIHOCMMbIE HA CAMOCTOSITEJIbHOE U3YyUYeHHe 4yacoB
AUCUHMILTUHBI
Paspien 1. 1. Tlonsarue u cogepkanue JIOVY.
Tema.1.1 2. 3axkoHOJATeNbHOE M HOPMATHBHO-TIPABOBOE PETYINPOBAHHE 1
JOKYMEHTHPOBaHUS
Tema.l.2 1. TlonsiTHe O JOKyMEHTAX.
2. Croco0bl co3qaHus JOKYMEHTOB (JOKYMEHTUPOBAHHUS) U
HazHayeHue ((PYHKIUU) TOKYMEHTOB. 1
3. Hocurenu nadopmarum.
4. Tlpu3HaKu U CTPYKTYpa JOKYMEHTa
Tema.1.3 1. Vaudukauus u craHaapTU3aNUS TOKYMEHTOB. 5
2. Yuudunuponansble cucteMbl nokymentanuu (YCJ)
Tema.1.4. 1. VauduumpoBaHHas cuCTeMa OpraHU3aIMOHHO-
pacnopsauTenbHbIX 10KyMeHTOB (YCOP/). 5
2. Mopenu noctpoeHus J0KyMeHTOB. Dopmysip-oopaserr
JIOKYMEHTa
Tema. 1.5. 1. bnaHkH JOKYMEHTOB, TPeOOBaHUS K O()OPMIICHHUIO 2
pexBusutoB OP /]
Tema. 1.6. 1. OpraHu3anvoHHbIE JOKYMEHTHI. 2
2. CocTaB JOKYMEHTAlLlMU U IPaBUiIa 0POPMIICHHS
Tema. 1.7.
1. 1 PacnopsiiuTtenbHble TOKYMEHTHI. 5
2. CocTaB JOKYMEHTAIIUU U TIPaBUiIa OPOPMIICHHS
Tema. 1.8.
1. JlokyMeHTupOBaHUE KOJJIETHAIbHOU JESTEIbHOCTH. 2
2. CocTaB JOKYMEHTALUU U IpaBuiIa 0POpMIICHHS
Tema. 1.9. 1. NudopmannoHHO-CIIPABOYHBIE JOKYMEHTHI. 5
2. CocTaB JOKYMEHTAIIMU U IPaBUIIa OPOPMIICHHS
Tema. 1.10. 1. CayxeOHas nepenucka.
2. PasHOBWIHOCTH M TIpaBHIa OPOPMIICHUS. 5
3. TloaroroBka M BblJjaua BBIUCOK U3 JOKYMEHTOB M KO
JIOKYMEHTOB
Tema. 2.1. 1. Cnyx6a JJOY. 2
2. TpebGoBaHus K OpraHU3aIuy JJOKYMEHTO000pOTa
Tema. 2.2. 1. Tlpuem, peructpaiiysi, paCCMOTPEHUE U UCTIOTHEHUE
JIOKYMEHTOB. 2
2. WudopmannoHHO-cripaBo4yHas padora
Tema. 2.3. 1. KoHTpoib UCIIOTHEHUS JOKYMEHTOB. 1
2. OtnpaBka UCXOISNINX JJOKYMEHTOB
Hroro: 22




5. YueOHo-MeToAMYecKOe H HH(OPMAIIMOHHOE o0ecTiedeHne JUCIUNIMHBI (MOTYJIs)
5.1. Y4yeOHO-MeTOAMYECKHE PEKOMEHIAIUN 110 U3YYEeHHU IO TUCHMILIUHBI (MO1YJIA)

CoBpeMeHHbBIE TpeOOBaHUS K CTyAeHTaM, oOydaromumcs 1o crneruaibHoctH 40.02.03
«[IpaBo m cynebHOe aIMUHHCTPUPOBAHUEY», MOJUYEPKUBAIOT OCOOYI0 BAKHOCTH BOCIHTAHUS
CTOMKOTO IMO3HABATEIBHOTO MHTEPECa, Pa3BUTHA AHATUTHYECKOTO M TBOPYECKOTO MBIILICHHUS,
SBIISIOMIMXCSI HEOTHhEMJIEMBIMU XapaKTEPUCTHKAMHU BCECTOPOHHE pa3BUTOM JuuHOCTH. OT
BBIITYCKHUKOB TpeOyeTcsi, 4ToObl OHM HE TOJBKO KBAIM(DUIMPOBAHHO pa3Oupainuch B
CHEUMATbHBIX U HAYYHBIX OOJIACTIX 3HAHUHM, HO U yMenu (OPMHUPOBATH U 3AIIUIIATH CBOH HJIEH
U npemioxkeHus. /s 3Toro HeoOX0AUMO YMETh CaMOCTOSITENIbHO HAaXOAWTh, aHATHU3UPOBATh U
000011aTh Hay4HbIe (DAKTHI, IBICHUS U HH(POPMAIIHIO.

Martepuan kypca «/lokyMmMeHTalmoHHOE OOecredyeHHUe YIPaBICHUS» YCBOUTCS JIydllle,
€CJIM HayvaTh €ro U3ydeHue Mo MPHUHIIMITY «OT 00IIero — K yacTHoMy. B mporecce n3ydenus: tem
Kypca CTYIEHTY OyayT BCTpeYaThCsl pa3liMyHble TEPMHUHBI M MOHATHS, 0€3 3HaHHUS KOTOPBIX
OyIeT JOCTaTOYHO CJIOXHO YCBOMTH Marepuan. M 3/1ech B KadyecTBE PEKOMEHIAIIMH MOXKHO
NPEJIOKUTh 3aBECTH CTYIEHTY CJOBaphb, rAe OH OyneT  pacmu@poBBIBATH CIOXKHBIE H
HETMOHSITHBIE JIJIsl HETO MOHSATHUS U TEPMHUHBI.

JUia  mostydeHuss TIyOOKMX M MPOYHBIX 3HAHUM 1O Kypcy CTYIEHT JOJDKEH
CHCTEMAaTHYECKH CaMOCTOSTENFHO paboTaTh HAJA U3YYEHHEM IPOTrpaMMHOTO Marepuala.
['maBHOe B Teproa OOydYeHHS CBOCH CIHCIMAIBHOCTH — 93TO HAyYUTHCS METOJaM
CaMOCTOSITEIIFHOTO YMCTBEHHOTO TPY/a, CO3HATEIFHO Pa3BUBaTh CBOM TBOPUYECKUE CIIOCOOHOCTH
¥ OBJIQJICBATh HABBIKAMU TBOPYECKOH padoTHI. 1 3TOro HEO0OXOJMMO CTPOro COOJIONATH
JMCIMIUIUHY Y4eOHO# NesTeNIbHOCTH M MoBeAeHHs. UeTkoe IUIaHUpOBaHHE CBOEro padoyero
BPEMEHH U OTIbIXa SIBISIETCS HEOOXOIMMBIM YCIOBHEM JUIS YCICUIHOW CaMOCTOSTEIbHOM
paboTHI.

[lonroroBka CTYOEHTOB IO  JUCHMIUIMHE  «JlOKyMEHTallMOHHOE oOecnedeHue
yIIPaBJICHUS» OCYIIECTBIIACTCS B Tpolecce pa3HbIX (GopM paldOTHI: JIEKIUH, CEMHHAPCKUX
(MpaKTHYECKUX) 3aHATHH, CAaMOCTOATENBHOTO W3YYEHUS TEOPUH IO OCHOBHOW W
JOTIOJTHUTENIFHON ~ JIUTEpaType, WHTEPAKTHBHBIX METOJOB. B HHTEPAKTHBHOM pPEKUME
npoBoauTtcs He MeHee 20% neKknoHHbIX, 30% ceMUHapCKuX (MIPaKTUUYECKUX ) 3aHSATHI.

.HGKI_[I/IH, KakK IpaBWIO, MNpCAICCTBYCT MAPYruM BHUHAAM 3aHATUHA. B Xoze Jekunuu
paccMaTpruBaOTCA OCHOBHLIC IIOHATUA TCMBbI (pasz[ena), CBSA3aHHBIE C HEM TCOPCTUUCCKHUE U
MPAKTUYCCKUC BOIIPOCHI, BBIJAOTCA PCKOMCHAAINN JJId CaMOCTOSITEILHOMN pa60TBI.

HpaKTI/I‘-IGCKI/Ie 3aHATUA TPOBOJAATCA B (1)0pMe TEMATUYCCKUX HW HHTCPAKTUBHBIX
ceMruHapoB (pa3paboTka MPOEKTa, poJjieBass WUrpa W 1p.). B Xoae NpakTUYECKHX 3aHATHUM
MPOBOJUTCS 00s3aTeNbHOE TECTUPOBaHWE IO wu3ydaeMod Tteme (pasmeny). B pamkax
MHTEPAKTUBHBIX CEMHHAPOB PAa3BUBAIOTCA M YKPEIUISIOTCS TBOPUECTBO, KOMMYHUKAOEIHHOCTH,
KOMaHJIHBIfI AyX, CBO6OJIa CaMOBBIPaXXCHU A, B3BAUMOYBAXKCHNEC U ICMOKPATUYHOCTD.

Hns  OGonee 5¢p¢eKkTUBHOW MNOATOTOBKM KO BCEM BHJAM 3aHATHH HEO0O0XOAMMO
UCIOJIb30BaTh COBpEMEHHbIE MpodeccuoHanbHble 0a3bl  gaHHBIX «KoHcynmpTant Ilmocy,
«["apanty», «Konekcey, rae pa3MeIarTcs Bce M3MEHEHHs B HOPMAaTHBHBIX NPaBOBBIX aKTaXx.

C nenbro neTanbHOW MOArOTOBKH, PACIIMPEHUS KPYro30pa M OTCIEKUBAHUS HOBEHIIMX
U3MEHEHUH B 3aKOHOJIATEIbCTBE MO0 0€30IaCHOCTU HEOOXOAMMO HCIOJb30BATh OTEYECTBEHHBIE
UH(OPMAIIMOHHO-CIIPABOYHBIC U TIOUCKOBBIE cHCTeMBI «Yandex», «Google» u mp.



Texymuii KOHTPOJIb YCIIEBAEMOCTH MPECTABISAET COOOM MPOBEPKY YCBOCHUS YUEOHOTO
MaTtepuaa, peryasipHO OCYIECTBISIEMYIO Ha MPOTSKEHUU CEMECTpaA:

- YCTHBIH oIpoc (TpyNIOBOi U MHAUBUAYAIbHBIN);

- KOHTPOJIb CAMOCTOSITENILHOM paboThl CTYJIEHTOB (B MUCbMEHHOW U YCTHOU (hopme);

- IPEOCTaBJICHNE JOKJIAJa;

- BBITIOJIHEHUE TECTOBBIX 3aJaHHM.

dopMoi TPOMEKYTOUHOH aTTECTAIIUH SBIIACTCS 3a4€T, IPOBOIUMBIN B YCTHOM (opMme.

I[Ipy  ocBOGHMHM  JWCHMIUIUHBI C  TNPUMEHCHHEM  JJICKTPOHHOTO  OOydeHUs
(oOpa3zoBaTeNbHBIX TEXHOJIOTHIA) B AUCTAHIIMOHHOM (popMarte JIEKIIMOHHBIC 3aHSTHUS TPOBOISATCS
C  UCIOJB30BaHHWEM CPEICTB  BHICOKOH(EPEHICBS3M  (CHHXPOHHOE  B3aWMOJICHCTBUE
0o0yJaromuxcsi U TpernojiaBarens), MO0 C HCIOJB30BAHUEM 3alMCed BHUACO-JICKIMH (ayauo-
JIEKIUI ), TMO0 TIeYaTHBIX JICKIIMOHHBIX MaTepUaoB (TE3UCOB, MTPE3EHTAINI, KOHCIIEKTOB | T.I1.),
au00 UX COBOKYIHOCTHIO. 3aluCH BUACOJCKIUN (ayAHONEKIMil), TMeYaTHbIE JIEKIIHOHHBIC
MaTepuaiabl K HHUM (TE3UChI, IMPE3EHTAIMH, KOHCIEKTHI M Jp.) SBIAIOTCS 0053aTEIbHBIM
CTPYKTYpPHBIM 3JIeMeHTOM HacTosiiiero Y MK, xpaHsaTcst B 371eKTpOHHOU (popMe Ha 3IEKTPOHHBIX
pecypcax PI'VII (CO0O ®emuaa, 001ayHOr0 XpaHWIUIIA U Jp.), B OuOnuoreyHom QoHae, Ha
cooTBeTcTByWOImEeH Kadenpe. OOyuaroniyecss TMOIYy4YalOT JOCTYIl KO BCEM HAa3BaHHBIM
MaTepuaiaM B JIEKTPOHHOHU (hOpMe U CaMOCTOSTENIBHO MONB3YIOTCS UMU. Best nHdopmanus npu
TUCTAaHIIMOHHOM  (opmare OOydeHUsT JOBOAUTCA A0 OOydarolmuxcsi B MOPAJIKE,
MpPEeAyCMOTPEHHOM JIoKaidbHbIMU akTamu PI'VII, ¢ ucnosib30BaHMEM 3JIEKTPOHHBIX PECYpPCOB
PI'VII wumu wuHbIM crnocoboMm uepe3 CTpyKTypHble monapasaenenus PI'YIL, u (umm)
MPENo/1aBaTeIsIMU.

OAHOBpPEMEHHO, MIPU OCBOEHUH AMCLUILUIMHBI C IPUMEHEHUEM 3JIEKTPOHHOTO O0y4YeHUS
(oOpa3zoBarenbHBIX TEXHOJOTUM) B JHUCTAaHIMOHHOM (opMmaTe, CeMHHapcKue (MpaKTUYecKue)
3aHATHSI TPOBOJATCA C MHCIIOJNB30BAaHHEM CPEACTB BUICOKOH(DEPEHIICBS3U (CHHXPOHHOE
B3aMMOo/IeicTBHE 00YUaIOLINXCS U MPeroiaBaTelis) B MOpsAIKe, IPEeAyCMOTPEHHOM JIOKAJIbHBIMU
akramu PI'VII, ¢ ucrons3oBanueM 31eKTpoHHBIX pecypcos PI'VII.

5.3. UudopmanuonHoe odecneyeHne u3ydeHus JUCHUIITIHHBI (MOIYJIS)

WNupopmaniioHHble, B TOM YUCIE 3JIEKTPOHHBIE pECYpChl Y HUBEPCUTETA, a TAKKE MHbIE
3JIEKTPOHHBIE PECYPChl, HEOOXOAUMBIE JJIsl U3YyUeHUs AUCHUILUIMHBI (MOAYJIf):

Ne HaunmenoBanue Anpec B cetn UnTepHer
IL./1.

1.| ZNANIUM.COM http://znanium.com

OcHOBHas KOJIIEKIIUS

Konnekuust uzgarenscrsa Ctatyt
Znanium.com. Discovery s acupaHToB

2.| DBC IOPAUT www.biblio-online.ru

3.1 OBC «BOOK.ruy» Www.book.ru

koJutekuus n3narensersa [Ipocnekt IOpuanueckas
JauTepaTypa; KoJekuuu ugarenasctsa Knopyc [Ipaso,
OKOHOMHUKA U MEHEKMEHT

4.| East View Information www.ebiblioteka.ru
Services YHuBepcasipHas 6a3a JaHHBIX TEPUOAUKHI



http://znanium.com/
http://www.biblio-online.ru/
http://www.book.ru/
http://www.ebiblioteka.ru/

(27IEKTPOHHBIE KYpPHAJIbI)
5. | HIIP PYKOHT http://rucont.ru/
Paszpnen Bawma komnekuus - PI'VII-nepuonuka
(2JIEKTPOHHBIE JKYPHAJIBI)
6.| Oxford Bibliographies www.oxfordbibliographies.com
mMoayJab Management —acriupantypa DKOHOMHKA U
moxayJab International Law- acnupantypa
IOpucnpynenuust
7. | UudopMarimoHHo- WWW.0P.raj.ru 3JeKTPOHHBIC BEPCUH YUCOHBIX,
00pa3zoBaTeNbHBINA TOPTAT Hay4HbIX U HAyYHO-NIpakTH4YecKux unanui PI'VII
PT'VII
8.| Cucrema 3JIEKTPOHHOTO www.femida.raj.ru
o0yuenust «Demuaar V4eOHO-METOIHUECKIE KOMILICKCHI,
Paboune nporpaMmebl 10 HANPaBJICHUIO TOATOTOBKU
9.| Caiit Bepxosuoro Cyna http:// www.vsf.ru
Poccuiickoit @enepanun
10} IIpaBoBBIE CHCTEMBI http://www.consultant.ru/
KoncynsrantlIntoc
11} TIpaBoBsIe cucrembl I'apanT http://www.garant.ru/win/
12| TAC P® «IlpaBocyaue» www.sudrf.ru, http://techportal.sudrf.ru
13| Poccrar http://www.gks.ru/
14} TocynmapcTBeHHast cucrema | http://pravo.gov.ru/
IIpaBOBOM UHpOpMaLuHy,
o(uIMaTbHBIN UHTEPHET-
nopTal
15| Enunast  mexBemomcTBenHas | http://fedstat.ru/
MH(POPMAIIMOHHO-
CTaTUCTHYECKAsI cucTemMa
(EMHCC)

OcHOBHas U JIONOJHUTENbHAS IUTEpaTypa ykazaHa B KapTe o0ecrieueHHOCTH JIUTEpaTypou.

HopMaTuBHBI€e IPaBOBbIE aKThI
Konctutynus Poccuiickoit @enepauuu. IIpuHsAta Ha BCEeHapOOHOM TroJiOCOBaHUU 12
nexabps 1993 r.// Poccuiickas rasera, 25 nexkadps 1993 r.

@enepanbhbiii  KoHcTuTynnoHHBIM 3akoH oT 25 nekabps 2008 r. Ne 2-OK3 «O
rocynapctBeHHOM repoe Poccutickoit ®enepaunn// C3 PD. 2003. Ne 27. Ct. 2696

®enepanbhblif 3akoH 0T 06.04.2011 Ne 63-D3 «O6 snextponHoit  noxmucw» // C3 PO.
2002. Ne 2. C1.127

®enepanbubiid 3akoH 0T 01.06.2005 Ne 53-®3 «O rocymapcTBeHHOM si3blke Poccuiickoii
denepaunn»

@denepanbHbiii 3akoH oT 22.10.2004 No 125-®@3 «OO6 apxuBHOM aene B Poccuiickoii
Oeneparuny // C3 PO. 2004. Ne 43, c1.4169

Oenepanbhbiii 3akoH oT 02.05.2006 No 59-03 «O mnopsinke paccMOTpPEeHHs] OOpalieHHi
rpaxknan Poccutickoit denepamumn» // C3 PO. 2006. Ne 19, ct. 2060

@enepanbhblii 3akoH oT 27.07.2006 Ne 149-03 «O6 wunbopmainuu, HHGOOPMALMOHHBIX
TEXHOJIOTUSX U 0 3amuTe napopmarmny» // C3 PD. 2006. Ne 31. (u.1). Ct. 3448


http://rucont.ru/
http://www.oxfordbibliographies.com/
http://www.op.raj.ru/
http://www.femida.raj.ru/
http://techportal.sudrf.ru/
http://www.gks.ru/

®denepanpubiii 3ak0oH OT 27.07.2006 Ne 152-®3 «O mepcoHanbHbIX AaHHBIX» // C3 PO.
2006. Ne 31. (a.1). Cr. 3451

I'OCT P 7.0.8-2013 «/lenonpon3BOACTBO U apXUBHOE J1eJ10. TepMUHBI M ONIPEACTICHUS.

I'OCT P 7.0.97-2016 «Cucrema cranmapToB 1o HHPOpMAIMH, OUOIMOTEUHOMY JIETy.

OpFaHI/I3aL[I/IOHHO'paCHOpH,I[I/ITeJ'IBHaH

JOKYMCHTOB

JIOKyMEHTAITHSI.

HNHuTepHeT-pecypcesl

TpeboBanuss kK  0pOPMIICHHUIO

Caiiter: http:document-ved.ru/, / http:www.duma.gov.ru/, http:www.delopress.ru/,

http:www.1c.ru/

6. MaTepuaIbHO-TEXHUYECKOE OfecnedeHne

B memsax ocBoeHus ydeOHOH NpOrpaMMBbl JUCHUIUIMHBI HEOOXOIMMBI CIIEIYIOIINE
MaTepUaIbHO-TEXHUUYECKUE U IPOTPaMMHbIE CPECTBA!
- JeKIMOHHBIE 3aHATHs: aynuTopHblil Goug [1® PI'VII, skpan, mpoekTop, KOMIBIOTED,

ayauoariiaparypa

- CEMMHAapBbI:

ayauoariiaparypa.

aymutopHeii  ¢oun I[IdD PI'VII,

9KpaH, IPOEKTOP, KOMIIBIOTED,

- MPaKTHYECKUE 3aHATUSA: ayauTopHbId Gona PI'YII, BkiIro4as KOMIBIOTEPHBIN Ki1acc —
paboune MecTa CTY€HTOB OCHAILEHbI IEPCOHAIBHBIMUA KOMIIbIOTEpaMu ¢ ycTaHoBieHHoi CIIC
«Koncynprant [Imroc» u noctynom k pecypcaM cetu MHTEpHET, B TOM 4YMCIIE UHTEPHET-CAUTy

PI'VIL

- mpouee: pabouee MeCTO MPenoJaBareisl, OCHAIEHHOE I€PCOHAIBHBIM KOMIIBIOTEPOM C
ycranoBieHHon CIIC «Koncynbrant Ilmoc» u gocrynom k pecypcam cetu MHTEepHET, B TOM
yucie uHTepHer-cauty PI'VIL

o\

HaumenoBanme
JUCHMILTUHBI
(MonyJisl), NPAKTHK
B COOTBETCTBHH C
Y4eOHBIM ILIAHOM

HanMeHoBaHMe YueOHBIX KAOMHETOB,
JadopaTopuii, MAaCTEPCKUX M IPYTUX
noMeumenuii* gas peanusauuu OOII

OcHaleHHOCTh y4eOHbIX KaOMHEeTOB,
JabopaTopuii, MaCTepCKHUX M APYTUX
noMeumennii* aas peanuzanuu OOII

JlokyMeHTalnoHHOE
oOecrieyenne
YIOPABICHUS

No 219 KabGuuer
001IenpoeCcCHOHATBEHBIX AUCITUTLTHH

Y4eOHbIi KaOWHET /s TPOBEICHHS
CEMUHAPCKUX 3aHATHH, Ui TEKYIIEero
KOHTpPOJISA 5 MPOMEKYTOUHOU
aTTecTanuu (JIU00 aHaJIoT)

Cron mpemnopaBaTensi, yaeOHbIE CTOJBI,
CTYJbS

MenoBaHHasa Jocka
WudopmaimoHHble CTEH B

Mupoxodopmarueiii TV Samsung 55” -
1 .

Ne 214 YueOHBIN KaOUHET

VY4eOHbIi KaOMHET IS NPOBEICHUS
JIEKITMOHHBIX 3aHATHH

Y4eOHblli KaOWHET /s TPOBEICHHS
CEMUHAPCKUX 3aHATHH, JUIS TEKYIIEro
KOHTPOJIS u MIPOMEKYTOYHOU
aTTectanuu (Ju00 aHAJOT)

Cron mpenogaBaTesi, YIeOHBIE CTOJIBI,
CTYIbs

ITpoexTop Beng MP520 -1 mit.

Aynnoycunurens UHTEP-M  A-60 c¢
MHUKPO(GOHOM U KOJIOHKaMH.

MarautHo-MeJIoBas 10CKa

DKpaH C 3JEKTPONPHUBOIOM




Kapra o0ecnneuyeHHOCTH JIMTEPATYPOil
Kadenpa cymanumapnuix u coyuanvno-sxonomuueckux OucCyuniun
HanpasJiienue noaroroBku (cneuuajabHocTh): 40.02.03 IlpaBo n cyne6HOe aIMMHUCTPUPOBAHUE
ba3oBblii ypoBeHb

I[ncunnmma: ﬂoxymenmauuounoe obecneuenue ynpaejienun

Bun nznanus

KoauyecTBo
Cceplaka
HanmenoBanwne, ABTop wim penakrop, M3marensctBo, ['on m3manms, KOJI-BO CTPaHUI] IK3EMILISIPOB
(meuyaTtHble+
3JIeKTPOHHbIE)
1 2 3
OcHoBHasi TUTEpaTypa
Bbacakos M.H. http://www.book.ru/book/9 O+e
JIoKyMeHTalnOHHOE 00ecTIieueHre yIpaBieHus (¢ OCHOBaMH apXHUBOBeAeHUs): Yuebnoe mocobue st CITO / 32044
M.J. Bacakos. - nekTpoH. aaH. - M.: KaoPyc, 2020. - 216. - Internet access. - Pexxum nocryna: book.ru. - ISBN
978-5-406-07305-6
BuikoBa T. A. http://znanium.com/go.php? O+e

JlokyMeHTaIMoOHHOEe o0ecreueHe yrpasjieHus (1eI0mpon3BoACcTBO) : YueOHoe nocodue / T.A. beikopa,T.B.
Kysneropa. — 2-e u3g.; nepepad. u goi. - M.: OO0 "HayuHo-uznarensckuii ieatp MHOPA-M", 2020. - 304 c. -
ISBN 978-5-16-013913-5

id=1070624

Kopnees U. K.

JlokymMeHTanmoHHoe obecniedenue ynpanieHus + tectsl B OBC : Yueonuk u npaktukym s CI1O / UK.
Kopuees., A. B. [Tiienko, B. A Mamypiies. - 2-¢ U3/, ; Iep. ¥ 01 - DJeKTPoH. aaH. - M.: FOpaiit, 2020. - 384
c. - (IIpodeccuonansHoe oOpazoBanue). - Pexxum mocryna: https://urait.ru/bcode/453688 . - ISBN 978-5-534-
05022-6.

https://urait.ru/bcode/45368
8



http://www.book.ru/book/932044
http://www.book.ru/book/932044
http://znanium.com/go.php?id=1070624
http://znanium.com/go.php?id=1070624
https://urait.ru/bcode/453688
https://urait.ru/bcode/453688

Ky3unenos U. H. https://urait.ru/bcode/451242 O0+e
JIokyMeHTaInoOHHOE o0ecTieueHue yrpaBlieHus. JJOKyMeHTOO00pOT U IEIONPOU3BOJICTBO : YUSOHHK U
npaktukym A CI1O / U.H. Ky3nenos. - 3-e u3z. ; mep. u 1o1. - JneKkTpoH. Aad. - M.: FOpaidt, 2020. - 462 c. -
(ITIpodeccuonansHoe oOpazoBanue). - Pexxum goctyma: https://urait.ru/bcode/451242 . - ISBN 978-5-534-04604-
5
JlonoiHuTEILHAS JIUTEpPATypa
Adynanze JI. T https://urait.ru/bcode/45244 O+e
JIoKkyMeHTallMOHHOE O0ecIeueHe yIpaBIeHHs HepcoHanoM : YueOnuk u npaktukym mns CIIO / JI.I'. AGynanse, | 3
W.b. BempsoxkuHa, B.M. Maciosa. - OnektpoH. naH. - M.: FOpaiit, 2020. - 299 c. - (IlpodeccnonansHoe
oOpaszoBanue). - Pexxum noctyna: https://urait.ru/bcode/452443 . - ISBN 978-5-534-01543-0.
Joponuna JILA. https://urait.ru/bcode/45376 O+e
JIokyMeHTannoHHOE oOecTeueHue yrpasieHus . YueOuuk u npaktukym aast CIT1O / JILA. Jloponuna, B.C. 7
Wpurtukosa. - DnexTpoH. naH. - M.: FOpaiir, 2020. - 233 c. - (IlpodeccnonansHoe 0Opa3oBanue). - Pexxum
nocrtyna: https://urait.ru/bcode/453767 . - ISBN 978-5-534-05783-6
Ilysasosa H. H. https://urait.ru/bcode/45106 O+e
JloxyMeHTanmoHHOe obecrneueHne ynpapiaeHus : Yueouuk u npaktukym aius CI1O / H.H. Illysanosa. - 2-e u3a. - | 7
OnekTpoH. aaH. - M.: FOpaiit, 2020. - 265 c. - (IIpodeccuonanbHoe o0pazoBanue). - Pexxum nocryna:
https://urait.ru/bcode/451067 . - ISBN 978-5-534-00088-7.
Ka3zakeBuu T. A. https://urait.ru/bcode/45280 O+e
JlokymeHTaMoHHOe obecrnieueHne ynpasienus : Yueouuk u npaktukym st CI10 / T.A. Kaszakesuy, A.. 0
Tkanud. - 2-e 3. ; UCHP. U JOIL. - DJIEKTPOH. 1aH. - M.: FOpaiit, 2020. - 177 c. - (IIpodeccronansHoe
oOpaszoBanue). - Pexxum poctyna: https://urait.ru/bcode/452800 . - ISBN 978-5-534-06291-5.
I'aanmii E. B. http://znanium.com/go.php? O+e
JlokyMeHTanmoHHOe oOecrieueHre ynpasienus : YueoHoe nocobue / E.B I'maamii. - M.: Uznatensckuii Lientp id=1065817
PUOP, 2020. - 249 c. - ISBN 978-5-369-01042-6.
Bapmynn B.B. http://www.book.ru/book/932 O+e

JlokyMeHTannoHHoe obecrievueHue ynpasieHus: YueOnuk / B.B. BapmyHnn. - Dnextpon. nan. — M.: FOctumnus,
2020. - 271 c. - Internet access. - Pexxum nocrymna: book.ru. - ISBN 978-5-4365-3439-8
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8. ®oH/1 O1IEHOYHBIX CPEICTB

8.1. [lacmopT (poH/Ia OLIEHOYHBIX CPEICTB
no AucuuIInHe «JokymMmeHTauMOHHOE 00ecneyeHue yrpaBJaeHu s »

Ne | Konrpomupyemsie paznensl (Tembl) | Kox koHTponupyemoit HaunmMenoBaHue 011eHOYHOTO
/T TUCTIATITAHBI KOMITETCHIIMHU (WJTU €€ CpencTBa
JacTH)

1 |Pazpmen 1. Tema 1.1. [Tonsatue u OK1-0OK7,0K-9, |UuauBugyanbHas dopma:
cogepxxanue 10Y. 3akoHonarenapHoe 9KCIIepTHAS OLICHKA
Y HOPMATHUBHO-TIPABOBOE HK 1.1 BBITIOJTHCHHSI MIPaKTUIECKOM
peryiMpoBaHue TOKyMEHTHPOBAHUS paboThI; BBITIOJTHEHUE
JOMaIlHen MPaKTUYECKON
paboTHI; KOHTpOJIbHas paboTa
[0 BapHaHTaM, BOIPOCHI IS

3a4éra
2 |Pazgen 1. Tema 1.2. [TousTHe O OK1-0OK7,0K-9, |UunuBugyanbHas dopma:
nmokyMeHTax. CriocoObI co3maHmst JKCIIepPTHAS OIIeHKA
JIOKYMEHTOB (JOKYMEHTHPOBAHUSA) U HK 1.1 BBITIOJTHEHHS MIPaKTHIECKOI
HazHavyeHne (PyHKINN) TOKYMEHTOB. paboTsr; BEITIOTHEHUE
Hocurenn napopmanun. [puzHaku JIOMaIlHEH IPaKTUYECKOMN
U CTPYKTypa JOKYMEHTa paboThl; KOHTpONbHas paboTa
10 BapUaHTaM, BOIPOCHI IS

3a4éra
3 |Pa3men 1. Tema 1.3. Yaudukamus u [OK1—-OK 7, OK-9, |HUuguBunyanbpHas dopma:
CTaHJapTH3aNuUs TOKYMEHTOB. 9KCTIepTHAS OlIeHKa
YHubumpoBaHHbIE CUCTEMBI K 1.1 BBITOJTHCHUS MIPaKTHYECKOM
nmokymenTaruu (Y CJI) paboThr; BBINIOJIHEHUE
JOMAaIlHEN MPaKTUYECKOMN
paboThI; KOHTpOJNBbHas paboTa
[0 BapHaHTaM, BOIPOCHI IS

3a4éra
4 |Pazmen 1. Tema 1.4. OK1-0OK7,0K-9, |UunuBuayanbHas dopma:
YHudumupoBaHHas cucremMa JKCIIepTHAS OIIEHKA
OpraHU3aIlMOHHO-PACTIOPAAUTEIHHON K 1.1 BBITIOJTHEHHUS MIPaKTHIECKOM
nokymenTaruu (Y COPI). Monenu padoThI; BBITIOJTHEHUE
MOCTPOEHUS TOKYMEHTOB. JIOMallHen MPaKTUYECKON
®Dopmynsap-oOpaser JOKyMeHTa paboThl; KOHTpoOJBHAas pabora
10 BapUaHTaM, BOIPOCHI IS

3a4éra
5 |Pasgen 1. Tema 1.5. bnanku OK1-0OK7,0K-9, |HUaxuBunyaibHas dopma:
JIOKyMEHTOB, TpeOOBaHHS K JKCTIEpTHAS OIIeHKa
0(OPMIICHUIO PEKBU3UTOB HK 1.1 BBITIOJTHEHHUSI MIPAKTHYECKOM
OpraHu3aIOHHO- paboThr; BEITIOJTHEHUE
pacrnopsaIuTeNbHbIX JOKYMEHTOB JIOMAaIIHEH MIPaKTUYECKOM
paboTbl; KOHTpoOJbHas paboTa
[0 BapuaHTaM, BOMPOCHI JUIS

3a4éra
6 |Pasmen 1. Tema 1.6. OK1-0K7,0K-9, VB Iy aTbHas bopma:




Opraau3ainoHHbIC JOKYMEHTEHI. K 1.1 JKCTIepTHAS OTICHKA
CocTtaB TOKyMEHTAILlUH U TIpaBHia BBITTOJIHEHHS MIPaKTHIECKOM
odopmiteHUs paboThI; BBITIOJIHEHUE
JOMaIlHen MPaKTUYECKON
paboThI; KOHTpOJBbHas paboTa
[0 BapHaHTaM, BOIPOCHI IS

3a4éra
7 |Pa3men 1. Tema 1.7. OK1-0OK7,0K-9, |UuauBugyanbHas dopma:
PacnopsimutenbHble JOKYMEHTHI. 9KCIIepTHAS OLICHKa
CocTaB TOKyMEHTAIH U TIpaBuiia HK 1.1 BBITIOJTHEHHS MIPaKTHIECKOI
odopmiteHUS paboTEHI; BBIIIOJIHEHUE
JIoMallHen MpaKTUYECKON
paboTHI; KOHTpOJIbHas paboTa
[0 BapuaHTaM, BOMPOCHl JUIS

3a4éra
8 [Pazgen 1. Tema 1.8. OK1-0OK7,0K-9, |UunuBugyanbHas dopma:
JloxyMeHTHpOBaHHE KOJUIETHATIbHOU DKCIIEpTHAs OILICHKA
nesitenbHOCTH. CocTaB HK 1.1 BBITTOJTHEHHS MPaKTUIECKOH
JOKYMCHTAIIMU 1 MTpaBuIIa paboTsr; BBITIOJTHEHUE
odopmieHus JIOMaIlHEN IPaKTUYECKOMN
paboTeI; KOHTpOJNBbHas paboTa
[0 BapHaHTaM, BOIPOCHI IS

3a4éra
9 [Pazgen 1. Tema 1.9. OK1-0OK7,0K-9, |UunuBugyanbHas dopma:
HNudopmaimoHHO-CITPaBOYHBIE JKCIIepPTHAS OIIeHKA
MoKyMeHTBI. COCTaB TOKYMEHTAIHH HK 1.1 BBITIOJTHEHHS MIPaKTHIECKOM
Y TIpaBuiia 0QOpMIICHHUS paboTsr; BBITIOJIHEHUE
JOMAaIlHEN MPaKTUYECKOMN
paboThl; KOHTpOJIbHAs paboTa
10 BapUaHTaM, BOIPOCHI IS

3a4éra
10 |Pasmen 1. Tema 1.10. CnyxeOnas OK1-0OK7,0K-9, |HUanuBunyaibHas dopma:
nepenucka. PasHOBUIHOCTH U 9KCTIepTHAS OlIeHKa
npasuina opopmitenus. [logroroska K 1.1 BBIIIOJTHEHUS MPaKTHYECKOMN
Y BbIjIa4a BHIMKACOK U3 JOKYMEHTOB U paboTsr; BBITTOJTHEHUE
KOIHN JJOKYMEHTOB JIOMaIIHEH MIPaKTHYECKOH
paboThI; KOHTpOJNBbHas paboTa
[0 BapHaHTaM, BOIIPOCHI IS

3a4éra
11 |Pa3zpmen 2. Tema 2.1. Cnyx0a OK1-0OK7,0K-9, |UuauBugyanbHas dopma:
JOKYMEHTAIIHOHHOTO 00eCTIeYeHUs 9KCHEepTHAS OLIEHKa
ynpasnenus. TpeOoBaHus k HK 1.1 BBITOJIHEHHS MPAKTUIECKOH
OpraHu3alyy J0KyMEHTO000pOoTa paboTsr; BBITTOJTHEHUE
JIOMaIHen MPaKTUYECKON
paboThI; KOHTpOJIbHAs paboTa
[0 BapuaHTaM, BOMPOCHI JUIS

3a4éra
12 |Pa3men 2. Tema 2.2. Tlpuem, OK1-0OK7,0K-9, |HUanuBunyaibHas dopma:
perucTpanus, pacCMOTPEHUE U JKCTIepTHAS OIIeHKa




UCTIOJIHEHHE JIOKYMEHTOB.
WHubopmanmoHHO-CITpaBoYHAS
pabora

MK 1.1

BBIIOJTHEHUS MPaKTUYECKON
paboThr; BBITIOJIHEHUE
JOMaIlHen MPaKTUYECKON

paboThI; KOHTpOJIBbHas paboTa

[0 BapUaHTaM, BOIPOCHI IS
3a4éra
13 |Pazmen 2. Tema 2.3. KouTposb OK1-0OK7,0K-9, |UuauBugyanbHas dopma:
UCTIOJTHEHHS JOKyMeHTOB. OTrnpaBka 9KCIIepTHAS OLICHKa
HCXOSIINX JOKYMEHTOB HK 1.1 BBITIOJTHCHHSI MPaKTHUYECKOH
paboTHI; BBITIOJTHEHTC
JIoMallHen MpaKTUYECKON
paboTHI; KOHTpOJBHAs padoTa
[0 BapHaHTaM, BOIPOCHI IS
3a4éra
14 |Paznmen 3. Tema 3.1. Opranmzanmuss | OK 1 -0OK 7,0K-9, |UuauBuayansHas dopma:
OTIEPaTHUBHOTO XPaHEHHS JKCIIepPTHAS OIIEHKA
nokymeHToB. HomeHknarypa aen, K 1.1 BBIIOJIHEHHUS MPaKTUYECKOU
METO/IMKA €€ COCTaBIICHHUS, paboThI; BBITIOJTHEHUE
¢dbopMupoBaHUE AT JIOMaIlHEH [IPaKTUYECKON
paboThl; KOHTpONbHas paboTa
[0 BapHaHTaM, BOIPOCHI IS
3a4éra
15 |Pasmen 3. Tema 3.2. Dkcneprusa OK1-0OK7,0K-9, |HUanuBunyanbpHas dopma:
[IEHHOCTH TOKyMeHToB. [lonroroBka JKCIIepPTHAS OIIEHKA
JIOKYMEHTOB K Tiepeiadye Ha HK 1.1 BBITIOJTHEHHS MIPaKTHIECKOH
apXUBHOE XpaHCHUE paboTsr; BEITIOTHEHUE
JOMaIIHEH MPaKTUYECKOMN
paboThI; KOHTpOJNBHas paboTa
10 BapwaHTaM, BOIPOCHI JJIs
3a4éra
IlepeyeHb KOMIETEeHUIMI ¢ YKa3aHUEM ITANOB UX (POpMUPOBAHUS
B npouecce ocsoenus INIICC3
Mo JUCIHUILUINHE «/lokyMeHTalMOHHOE 00ecTieYeHne YIPaBJIeHHsD»
Ne Jrtansl GopMHUpPOBaHHUS
Kon Komnerenuust
n/n
1 OK 1 IToHUMATB CYIIHOCTh ¥ CONMAbHYIO 3HAUNMOCTh cBoei | Temsr 1.1-1.10; 2.1.-2.3;
Oyaymieir mpodeccuu, MPOSBISATh K HEH yCTONYMBHIN
MHTEpEC 3132
2 OK 2 Oprann30BBIBaTh COOCTBEHHYIO NESITEILHOCTD, Tewmsr 1.1-1.10; 2.1.-2.3;
BBEIOMpATh THUIIOBBIE METOBI M CITOCOOBI BHITIOIHEHUS
po(hecCUOHAIBHBIX 33]1a4, OLICHUBATh UX 3.1-3.2
3¢ (HEeKTUBHOCTD U KA4€CTBO
3 OK 3 [IpuHMMaTE peleHns B CTaHAAPTHBIX U Temsr 1.1-1.10; 2.1.-2.3;
HECTaHIAPTHBIX CUTYaIMsIX U HECTH 3a HUX
OTBETCTBEHHOCTh 3.1-3.2




4 OK 4 OcCyIIeCTBIATh MOMCK W HCIOJb30BaHue uMH(popmanmu, | Temsr 1.1-1.10; 2.1.-2.3;
HeoOxomuMor it 3((EKTUBHOTO  BHITIOTHCHUS 3.1-3.2
npodeccHOHaTbHBIX  3a7a4, NpodeccHoHambHoro u | ==
JUIHOCTHOTO Pa3BUTHUS

5 OK 5 Ucnonb3oBath WHpOpMAHOHHO-KOMMYHUKaonubie | Temsr 1.1-1.10; 2.1.-2.3;
TEXHOJIOTHH B MPO(ECCHOHANBHON NeATEIbHOCTH 31-3.2

6 OK 6 CaMOCTOSTEIBLHO OTIPECIIATh sagaun | Temsr 1.1-1.10; 2.1.-2.3;
Mpo(eCCHOHATBHOTO M JIMYHOCTHOTO  Pa3BUTHA, 31-3.2
3aHUMATbCS camMo00pa3oBaHUEM, ocosHauHo | W
IJIAHUPOBATH MOBBIIIICHNE KBATH(DUKAIIH

7 OK7 OpHEHTUPOBATHCS B YCIOBHSIX MOCTOSIHHOTO Temsr 1.1-1.10; 2.1.-2.3;
O0OHOBJICHUS TEXHOJIOTHH B IPOdheCCHOHATBHOMN
JIeATEIHOCTHA 3.1-3.2

8 OK 9 [IposABNATE HETEPIIUMOCTH K KOPPYIIIMOHHOMY Temsr 1.1-1.10; 2.1.-2.3;
MOBEICHHIO

3.1-3.2

9 K 1.1 OcyecTBIsATh paboTy ¢ 3asBICHUSIMU, KaI00aMH U Temsr 1.1-1.10; 2.1.-2.3;
WHBIMH 00paleHUsIMH IPpaKJaH U OpraHu3aliii, BECTH 3132
MIpUEM NIOCETUTENEH B CyJE. -

Bomnpocekl 111 ceMUHApPOB (MPAKTHYECKUX 3AHATHH)
Mo JUCHHUIINHE «/lOKyMeHTallnOHHOe o0ecnieyeHne ypaBJeHUus»

1. Ilepeyenb KOMIMETEHIUH, TPOBEPSIEMBIX OIIEHOYHBIM CPEIACTBOM:

OK 1. IloHumaTh CyIIHOCTh ¥ COLUANBbHYIO0 3HAYUMOCTb CBOEH Oynyie npodeccuu, IposBIsATH
K HeW yCTOWYMBBIN MHTEPEC.

OK 2. OpFaHI/I3OBBIBaTL CO6CTB€HHYI-O ACATCIIBHOCTD, BI>I6I/IpaTB THUIIOBBIC MCTOAbI U CIIOCOOBI
BBITIOJTHCHU A HpO(I)eCCI/IOHaJ'IBHBIX 3aaa4, O CHUBATb UX B(I)(I)CKTI/IBHOCTL N Ka4CCTBO.

OK 3. [IpuHuMaTh penieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalMsIX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh NOUCK U UCIOJIBb30BaHUE UHPOPMAIINU, HEOOX0AUMOH 17151 3P PHEKTUBHOTO
BBINOJIHEHUS ITPO(ECCHOHANIBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHS.

OK 5. Ucnonb3oBath HHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B MPO(PECCHOHAIBHON
JESATEIBHOCTH.

OK 6. CamocTosiTeIbHO ONPEACNIATH 3a7a49u MPOGECCHOHATHHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCsS caMO00pa30BaHUEM, OCO3HAHHO IJIAHMPOBAThH MOBBIIIEHHE KBATU(PHUKAIIUH.

OK 7. OpueHTHPOBaTHCS B YCIOBUAX MTOCTOSTHHOTO OOHOBJICHHS TEXHOJIOTHI B
npodecCHOHATBHON AEATEIbHOCTH.

OK 9. ITposBIATE HETEPIUMOCTD K KOPPYIILMOHHOMY NOBEAECHUIO.

[1K 1.1. OcymiecTBasTh paboTy ¢ 3asBICHUSAMHE, *Kalo0aMH U HHBIMU OOpaIleHUsIMH TPakJIaH U
OpraHu3alui, BECTU IPUEM IOCETUTENIEN B CyJIE.




Tema Ne 1.1. Ilonsitue u conepxkanmne JOY. 3akoHoaarebHOe 1 HOPMATHBHO-TIPABOBOE

peryJiupoBaHue 10KYMEHTUPOBaAHUA

Ne Bomnpocsl Kox xomnerennun
n/n (yacTv KOMIETEHIIMH)

1 [Tonsitue u conepxanue JJOY kak QyHKIIUHN yIpaBiIeHUs OK1-0OK7,0K-9,
K 1.1

2 Coornomenue mexay JAOY u apyrumu ynpasinenudeckumu | OK 1 — OK 7, OK -9,
GyHKIUSIMU 0K 1.1

3 CoBpemennble TpeOoBanus Kk opranuzanuu JJ10Y OK1-0OK7,0K-9,
K 1.1

4 Hanpasnenust coBepuieHCTBOBaHMsI coBpeMeHHbIX cuctem | OK 1 —-OK 7, OK -9,
JIOKYMEHTHUPOBAHUS 0K 11

5 3akoHOMATeNbHBIE M HOpMaTuBHBIE TpaBoBble  akThl, | OK 1 —OK 7, OK -9,
perJaMeHTHpYoIIne AesTeNbHOCTH 1o JJOY 0K 11

6 ®dopmynupoBaHUE OCHOBHBIX TpeOoBaHwmii k cucteme JJOY OK1-0OK7,0K-9,

IIK 1.1

Tema Ne 1.2. [Tonsitue 0 nokymenrax. Ciocodnl co31aHUA JOKYMEHTOB
(IOKyMeHTHPOBaHUS)

U Ha3HauveHue (pyHkuuu) nokymeHToB. Hocurenu nnpopmaunu. Ilpusnaku u cTpykrypa

JOKYMEHTOB
Ne Bomnpocsl Koa komnereHuuu
n/n (4acTH KOMIETEHMH)
1 [TonsaTHe M ompeneneHHEe OCHOBHBIX TEPMHMHOB: JOKyMeHT, | OK 1 —OK 7, OK -9,

uHpopMalus, T0KyMEHTHPOBaHNE, OQUIIMATIBHBINA TOKYMEHT,
AIIEKTPOHHBIN JOKYMEHT, JOKYMEHT JINYHOTO ITPOUCXOKICHHUS

IIK 1.1

2 [TpoucxoxaeHne W OSBONIONUS TOHATHS  <«IoKyMmeHT», | OK 1 —OK 7, OK -9,
COOTHOILLIEHUE TMOHATHH <«WH(OPMALUA» U «IOKYMEHT», K 1.1
orpeziesieHue T0KyMEHTa B TOCYAapCTBEHHOM CTaHAapTe '
3 OcHOBHBIE CIOCOOBI JOKYMEHTUPOBAHMSI, UX B3aUMOCBS3b C OK1-0OK7,0K-9,
MaTepHaIbHBIMU HOCUTEISIMU HH(POpMALUU
K 1.1
4 [TpumeHeHne COBpeMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTHIi OK1-0OK7,0K-9,

npu CO3AaHNH JOKYMCHTOB

IIK 1.1




Ne Bomnpocsl Kox xomMnerenun
n/n (4acTH KOMIETEHIINHN)
5 Knaccudukanust TOKyMEHTOB 110 pa3IMYHBIM ITPU3HAKAM: OK1-0OK7,0K-9,
crocobam co3aHusl, CTPYKTYpPE U COJEP>KaHUIO K 1.1
6 OcHoBHbIE (QYHKITUN TOKYMEHTOB, HX Xapakrepuctuka, poab | OK 1 —-OK 7, OK -9,
JIOKYMEHTA K 1.1
7 I'OCT P 7.0.8.-2013 Jlenonpou3BOACTBO U apXUBHOE JIETIO. OK1-0OK7,0K-9,

TepMuHBI U onIpeneeHns

IIK 1.1

Tema Ne 1.3. YHudukanusi v crangapTu3anus J0KyMeHTOB. Y HU(UIMPOBAHHbIE CHCTEMbI

noxymenTanum (YCJ)

Ne Bomnpocsl Koa komMneTeHIIMHA
n/n (4acTH KOMIETEeHINHN)

1 OcHoBHbIE TEpMUHBL, TpUMeHsieMble B Y C/J] OK1-0OK7,0K-9,
K 1.1

2 HampaBnenus YHUPUKATUU )5 CTaHIapTU3ALUHI B|OK1-0OK7,0K-9,
COBEpIICHCTBOBAHUU JJOKYMEHTOB 0K 11

3 XapakTepucTUKa OCHOBHBIX YHU(PHUIIMPOBAHHBIX CUCTEM OK1-0OK7,0K-9,
JIOKYMEHTAlWH, IPUMEHAEMBIX B PD K 1.1

4 [TepeueHb OCHOBHBIX TOCYJapCTBEHHBIX CTAHAAPTOB Ha OK1-0OK7,0K-09,

YHU(PHUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUU

IIK 1.1

Tema Ne 1.4. YCOPJ. Moaein nocTpoeHusi A0KyMeHTOB. @opmMyJisip AOKyMeHTa

Ne Bomnpocsl Koa komMnereHIuu
n/n (4acTH KOMIETEHMH)

1 Xapaxrepuctuka Y COP/] OK1-0OK7,0K-09,
IIK 1.1

2 Haznauenue u obnactu npumenenust Y COPJ{ OK1-0OK7,0K-09,
IIK 1.1

3 CoctaB yHHpHUIHPOBaHHOW cUCTeMbl mepBuU4HON yderHoi | OK 1 — OK 7, OK -9,
JOKYMEHTAIlMU B YaCTH JIOKYMEHTAIUH 10 YUeTy Tpy/ia 0K 1.1

4 Dopmyisip-oopazer; OP/] OK1-0OK7,0K-9,




Ne Bomnpocsl Koa komnerennun
n/n (4acTH KOMIETEHIINHN)
K 1.1
3) CoctaB 1 cxema pacroyioKeHHsT peKBU3UTOB B ¢opmyisipe- | OK 1 - OK 7, OK -9,
oOpasile, PEKBU3UTHI 3aroJIOBOYHOM, COJEPKATEIbHON U K 1.1
odopmIIsIOIIe YacTH JOKyMEHTa '
6 I'OCT P 7.0.97-2016 «Cuctema cranaaptoB o uadopmaruu, | OK 1 —OK 7, OK -9,

O6ubnuoreyHoMy neny. OpraHuzalMOHHO-pacHOpsAUTEIbHAS
nokymeHTanus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOBY»

IIK 1.1

Tema Ne 1.5. Biianku 10KyMeHTOB, TpeOoBaHusA K oopmiieHHI0 pekBU3UTOB OP/]

Ne Bomnpocsl Koa koMneTeHIIMHA
n/n (4acTH KOMIETEeHINHN)

1 TpeboBanusi Kk opopmieHno pekBu3uToB B cooTBeTcTBHH ¢ | OK 1 - OK 7, OK -9,
I'OCT P 7.0.97-2016 K 1.1

2 [Mopsimox mpumaHust JOKyMeHTaMm ropuamyeckor cmibl, | OK 1 - OK 7, OK -9,
OTMETKH Ha CITY’)KEOHBIX JOKYMEHTaX 0K 1.1

3 [Tonsitme 6:ranka OPJ] OK1-0OK7,0K-09,
K 1.1

4 Bunbr u pasHoBugHOCTH OaHKOB, BapwaHTHI pacmonoxerus | OK 1 — OK 7, OK -9,

PEKBHU3UTOB OaHKa

K 1.1

Tema Ne 1.6. OpranuzauuonHbie JOKyMeHTbl. COCTaB JOKYMEHTAllMH U IPaBHJIa

opopMmieHus.
Ne Bomnpocsl Kox komnerenunu
n/n (4acTH KOMIIETEHIIVN)
1 Bunbl w pa3sHOBUAHOCTH OpTraHHM3AIMOHHBIX JoKymeHTOB, | OK 1 — OK 7, OK -9,
Bxomsamux B YCOPJI u YCITY,
A A [IK 1.1
2 IOpuaudeckoe 3Ha4YeHHWE OpraHuW3aMOHHBIX JdokyMeHToB M | OK 1 — OK 7, OK -9,
0COOEHHOCTH UX MOATOTOBKH
A MK 1.1
3 [Topsimox pa3paboTKH, COTJIaCOBaHMS, noamucanus, | OK 1 -0OK 7, OK -9,
YTBEP)KJICHHSI U BBEJICHUS B JICHCTBHE OPTaHU3AIMOHHBIX 0K 1.1
JIOKYMEHTOB ’
4 [Topsimox  BHecenust u3MeHeHuid B opranm3zanmonHeie | OK 1 - OK 7, OK -9,
JIOKYMEHTBI n 03HAKOMJICHMS paboTHUKOB c




n/n

Bomnpocsl

Koa komnerennun
(4acTH KOMIETEHIINHN)

OpraHru3alilMOHHBIMU JOKYMCHTAMHA

IIK 1.1

Tema Ne 1.7. PacnopsianrenbHblie JOKyMeHTbI. COCTaB JOKYMEHTAllMH M IPaBHJIA

opopMmieHus
Ne Bonpocsl Koa xomnerennun
n/n (yacTv KOMIETEHIIMH)
1 Buasl W pa3sHOBUAHOCTH paclopAIUTENbHBIX ToKyMeHToB, | OK 1 - OK 7, OK -9,
YCOP/ u YCITY
BXOJSIINX B A n Ji| K 1.1
2 IOpunnyeckoe 3HaueHune pacropsauTenbHbIX AokymeHToB u | OK 1 - OK 7, OK -9,
0
OCOOEHHOCTH UX MOJATOTOBKH M MPUMEHECHHS 0K 1.1
3 [Topsimox pa3paboTku, COIJIaCOBaHU, noamucanus, | OK 1 -0K 7, OK -9,
YTBEP)KJICHHSI U BBEACHUSI B JCHCTBHUE PACHOPSIUTEIHHBIX K 1.1
JIOKYMEHTOB :
4 CTpyKTypa TEKCTOB paclopsAUTEIbHBIX JOKYMEHTOB OK1-0OK7,0K-9,

K 1.1

Tema Ne 1.8. JlokyMeHTHPOBaHHE KOJJIETHATbHOM AesiTeIbHOCTH. CoCTaB JOKyYMEHTAluH

U NpaBuia 0(popMIIeHHSA

Ne Bomnpocsl Kox komnerenunu
n/n (4acTH KOMIIETEHIINH)

1 JokymeHTsI,  co3maBaemble  mpu  gokymeHTtHpoBanuu | OK 1 — OK 7, OK -9,
KOJIJIETHATBbHOM JIeITEIbHOCTH K 1.1

2 OcobenHoctH JIOKyMEHTHUPOBAHUS nesitenbHOCTH | OK 1 — OK 7, OK -9,
KOJUJIETHAJIbHBIX OPTaHOB, IIOHATHE «KBOPYMa) 0K 1.1

3 CrpyKTypa TeKCTa IpPOTOKOJIa, BBOJHASI U OCHOBHAS YaCTH OK1-0OK7,0K-09,
IK 1.1

4 dopma npoTOKoIIa: MOJIHBIN U KpaTKuil npoToko, orpaxkenue | OK 1 — OK 7, OK -9,

B IIPOTOKOJIC PE3YJIbTATOB I'OJIOCOBAHUA

K 1.1

Tema Ne 1.9. UnudopmaninoHHO-CIIPaBOYHbIE JOKYMEHTbI. COCTaB JOKYMEHTALIMU U
npasuJia opopMJICHHUs.




Ne Bomnpocsl Kox xomMnerenun
n/n (4acTH KOMIETEHIINHN)

1 Bunet w  pasHoBumHOCTH  MH(pOpMarmoHHO-cripaBovyHbix | OK 1 — OK 7, OK -9,
JOoKyMeHTOB, Bxoamux B YCOP u YCIIY ]| K 1.1

2 Buibr akTOB, 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUS OK1-0OK7,0K-09,
K 1.1

3 Buasl nHbOpMaMOHHO-CIIPaBOYHBIX JOKYMEeHTOB, Bxomsmmx | OK 1 — OK 7, OK -9,
B COCTaB CIIYXCOHOH MepenucKu K 1.1

4 [Topsimok cocTaBneHust 1 0POPMIICHUS CITY>KEOHBIX THCEM OK1-0OK7,0K-9,
K 1.1

5 BnayTtpennss nepenucka B OpraHu3auu OK1-0OK7,0K-9,

K 1.1

Tema Ne 1.10. Ciny:xedHas nepenucka. PazHoBuanocTu u npaBuiia ogpopmMieHus.
Hoaroroska

H Bbl/1aYa BBINIUCOK U3 JOKYMEHTOB U KOIMUH JOKYMEHTOB

Ne Bomnpocsl Koa komMneTeHIIMHA
n/n (4acTH KOMIETEHINHN)
1 Buael v pa3sHOBUIHOCTH JOKYMEHTOB, Bxonsammx B coctaB | OK 1 —-OK 7, OK -9,
CIIy’KeOHOI Mepenucku K 1.1
2 TpeboBanus k opopmIIEHUIO CITyKeOHOI nepenucKu OK1-0OK7,0K-09,
K 1.1
3 Ctuip 1emoBOro mucbMa
4 [TpaBuna odopmieHuss BBIIMCOK M3 JOKyMeHTOB M Bbliaun | OK 1 —OK 7, OK -9,

KOITMI HAOKYMCHTOB

K 1.1

Tema Ne 2.1. Cayx6a [JOY. TpeGoBanusi opraHu3zauuu 10KyMeHT0000poTa

Ne Bomnpocsl Koa komnerennun
n/n (4acTH KOMIETEHIINH)
1 Opraamzannonnsie popmel 10Y: coyxbda IOV, ocnoBubie | OK 1 — OK 7, OK -9,

3amauu, QYHKIUH, CTPYKTYpPa, TOTHDKHOCTHON COCTaB

IIK 1.1




Ne Bomnpocsl Koa komnerennun
n/n (4acTH KOMIETEHIINHN)
2 JoxymeHTOO00pOT B Opranm3anuu: mnonsrtue, npuHuumnel U | OK 1 —OK 7, OK -9,

XapaKTepUCTHKA JOKYMEHTOOOOpOTa, €ro CTPYKTypa, ydeT
o0bemMa JIOKyMEHTOOOOpOTa, HOPMATHUBHbBIE JIOKYMEHTHI,
perjJaMeHTUpYIoIIKe JOKYMEHTO000pOT

IIK 1.1

Tema Ne 2.2, [Ipuem, perucrpanusi, pACCMOTPeHHe U UCIIOJIHEHNE JOKYMEHTOB.

NudopmannonHo-cripaBoyHasi padbora

Ne Bomnpocsl Koa komnereHuuu
n/n (4acTH KOMIETEHIINHN)
1 Opranuzanus paboTbl ¢ jpokymeHTamu, noctynusmmmu B | OK 1 -OK 7, OK -9,
OpraHM3alyio, TMpueM ¢ [epBOHauYalbHas 00paboTka K 1.1
JIOKYMEHTOB, IpEIBapUTEILHOE paccMoTpeHue U ’
pacnpenesesnme
2 Perucrpamuss  noxkymeHtoB, ee 3HaueHue u  ¢dopwmsbl, | OK1—-OK 7, OK-9,
TpeOOBaHUS K COCTABY PErHCTPAIMOHHBIX UHIEKCOB K 1.1
3 PaccmoTpenue moxkymMeHTOB pykoBoauteiem opranuzanuu, | OK 1 —OK 7, OK -9,
nepegava JJOKyMEHTOB UCIIOIHUTENSAM, pab0Ta UCIIOIHUTENIEH K 1.1
C JOKYMEHTaMH ’
4 Opranuzanus nHhHOpPMalMOHHO-CIIPABOYHON PabOThHI OK1-0OK7,0K-9,

K 1.1

Tema Ne 2.3. KOHTpOJIb HCIIOJTHCHUS TOKYMEHTOB. OTl'IpaBKa HCXO0AAIUX JOKYMEHTOB

Ne Bomnpocsl Koa komnerenuun
n/n (4acTH KOMIIETEHIIVH)
1 [lermn w 3agaum  KOHTPOJIS HCIONHEHUs jAokymeHToB, | OK 1 —OK 7, OK -9,
NPUHIAITB OPTaHU3aIUN KOHTPOJIS
PHHIHIET opramian P MK 1.1
2 TunoBele ¥ uHAMBHAYyadbHble  cpoku  ucnonHeHus | OK 1 - OK 7, OK -9,
OKYMEHTOB
O K 1.1
3 Bungsl  koHTpons:  mpenynpenuTenbHbId,  popmanbHO- | OK 1 -OK 7, OK -9,
CPOKOBBIH, TEXHOJIOTUS BEICHHUSI KOHTPOJIS
P 8 P IK 1.1
4 [Monpaznenenus coyx6b IOV, ocymecrBastonme koHTposib | OK 1 —-OK 7, OK -9,
UCITIOJIHEHUS IOKYMEHTOB, UX (DYHKIMH, ITpaBa, 00s3aHHOCTH K 1.1
Y OTBETCTBEHHOCTD :
5 OcCHOBHBIE 3Talbl KOHTPOJSA WCHONHEeHHs: TmoctaHoBka | OK 1 —OK 7, OK -9,




n/n

Bomnpocsl

Koa komnerennun
(4acTH KOMIETEHIINHN)

JIOKYMEHTOB Ha KOHTPOJIb,
JOKYMEHTOB ~ C  KOHTPOJIS,
JUCIIUILIHHBI

BCACHNUEC KOHTPOJA, CHATHUEC
aHaJIu3 HCITOJIHUTEILHOMN

IIK 1.1

OtnpaBka UCXOISIIMX JOKYMEHTOB, Iepefada JOKYMEHTOB
BHYTPH OpTaHHU3aLUN

OK1-0OK7,0K-9,
IIK 1.1

Tema Ne 3.1. Opranuzanus onepaTuBHOr0 XpaHeHus1 J0KyMeHTOB. Homenknartypa neu,

METOHKA ee cocTaBJieHusi. PopMupoBanme e

Ne Bomnpocsl Koa komnereHuuu
n/n (4acTH KOMIETEeHINHN)
1 TpeboBanusi k opranuzanuu orneparuBHoro xpanenus | OK 1 —-OK 7, OK -9,
HUCIIOJIHEHHBIX JOKYMEHTOB
HOKYM TK 1.1
2 [TonsiTusa:  «memo»,  «popmupoBanue gen», 3HadeHnue | OK 1 —-OK 7, OK -9,
HOMEHKJIATypbl A€l Juis KiacCU(PHUKAUU JOKYMEHTOB K 1.1
OpraHu3aIuu ’
3 [Mopsimox  ¢opmupoBanust  gen, orBercrBeHHOCcTh 3a | OK 1 -0OK 7, OK -9,
COXpPAaHHOCTh  JIOKYMEHTOB, XpaHEHHE JOKYMEHTOB B K 1.1
3JIEKTPOHHOM BHJIE ’
4 Bunet  HOMeHknaTypel  gen, nopsgok  cocraBienws, | OK 1 —-OK 7, OK -9,

O(i)OpMJ'ICHI/ISI, YTBCPXKACHUA W TIPHUMCHCHUC KOHKpCTHOfI
HOMCHKJIATYpbl JCJI OpraHu3aliiki W HOMCHKIIATYPbI ICJI
CTPYKTYPHOT'O IOAPA3ACIICHUSA OPraHUu3aluu

K 1.1

Tema Ne 3.2. DkcnepTu3a HEeHHOCTH 10KYMeHTOB. [loaroroBka 10KyMeHTOB K nepeaave

Ha aPXUBHOC XpaHECHUE

Bonpocsl

Koa komnerenuun
(4acTH KOMIIETEHIINH)

1 [ToHsATHE DPKCHEPTH3BI EHHOCTH JOKyMeHToB, mpuHmmbel u | OK 1 — OK 7, OK -9,
KpUTEpUU  OINpPEACIICHUs  HAY4YHOW, HCTOPUYECKOH U K 1.1
MPAKTUYECKON IIEHHOCTH IOKYMEHTOB '

2 DKcrnepTHas KOMHCCUS opraHum3anuu, ee 3anaun, ¢ynkiuu, | OK1—-OK 7, OK -9,
npaBa, 00s13aHHOCTH U OpraHu3alys JesITeIbHOCTH K 1.1

3 Odopmnenue pe3yIbTaToOB IKCTIEPTU3BI neaHoct | OK 1 —OK 7, OK -9,
JOKYMEHTOB, TOPSAJOK YHHUYTOXKEHHUS JOKYMEHTOB, HE

nouIC)Kalmux  XpaHCHUIO, Tpe60BaHI/I$I K O(I)OpMJ'ICHI/IIO

IIK 1.1




Ne Bonpocsi

Koa komnerennun
(4acTH KOMIETEHIINHN)

JOKYMEHTOB

4 [Topsimok TOATOTOBKM JIe K Tepefade B apXuB, CPOKHU

XPaHCHUA JOKYMCHTOB B apXHUBax

OK1-0OK7,0K-9,
K 1.1

5 TpebGoBanusi kK OQPOPMIICHUIO €]l BPEMEHHOT'0, TOCTOSTHHOTO

XPpaHCHUA U 110 IMIYHOMY COCTAaBY

OK1-0OK7,0K-9,
K 1.1

6 CocraBnenue u opopMiIeHHE OMUCEH nej, MepeaaBaeMbIX Ha

APXUBHOC XpaHCHUE

OK1-0OK7,0K-9,
K 1.1

2. Kpurepuu onenku:

Kputepuu

OrueHka

basnsl

OOyvaromuiicss TIyOOKO WM3Y4HJI — y4eOHBIH
MaTepual, MoCJIe0BATEIbHO U HCUYEPITBIBAIOIIE
OTBEYaeT Ha TIOCTABJIEHHBIE BOIPOCHI, CBOOOHO
IMPUMCHSCT IIOJIYYCHHBIC 3HAHUA Ha IIPAKTUKE.
[IpakTrueckre 3aaHus BHITONTHIET 0€3 OMIMOOK

«OTJIUYHO»

3

OOyvaromuiicss  TBepAO  3HAeT  y4eOHBIN
MaTepual, OTBedaeT 0e3 HaBOJIIMX BOIIPOCOB
U HC JOIMYCKAa€T IpHU OTBETC CCPLE3HBIX
OHH/I6OK, YMECT IIPUMCHSATH IMOJTY4YCHHBIC
3HaHWS Ha TpakTuke. [IpakTHdeckue 3amaHUs
BBIIIOJIHACT 663 CYIIECTBEHHBIX OIIHNOOK.

«XOPpO1IOo»

OOyuatomuiics  3HaeT  JIMIIb  OCHOBHOM
MaTepuaj, Ha 3aJlaHHble BOIPOCHI OTBEYAET
HEJIOCTATOYHO YETKO W TOJHO, YTO TpedyeT
JIOTIOJTHUTENBHBIX W YTOYHSIONUX BOIMPOCOB
NpenojaBareNs, B TNPAKTHYSCKUX 3aJaHHAX
JIOITYCKAET OIIMOKH

«YAOBJICTBOPUTCIIBHO»

OO0yyJaroImuics IMeeT OTJeNbHbIC
MIPEJICTaBJICHUS 00 H3yYSCHHOM MaTepHale, He
MO3KET MOJIHO U MPABUIBHO OTBETUTH HA
MOCTaBJICHHBIE BOIPOCHI, ITPU OTBETAX
JTOTTyCKaeT rpyObie OMMOKY, B MPAKTHIECKHUX
3aJIaHUSAX JIOMYCKAET MHOTO IPyOBIX OINOOK

«HCYIOBJICTBOPUTCIILHOY




Bonpocs! 111 KOHTPOJIBLHOIO 3aJaHUS
no AucuuImInHe «JokymeHTaumoHHoe o0ecrneyeHne ynpaBJaeHH s
1. Ilepeyenb KOMIIETEHIIUH, POBEPSIEMBIX OIICHOYHBIM CPEICTBOM:

OK 1. [ToHumaTh CyIIHOCTh M COLMAIBHYIO 3HAUUMOCTh CBOEH Oyayiiei npodeccun, nposiBiIiTh
K HEW YCTOWYMBBIN UHTEPEC.

OK 2. OpFaHI/I3OBBIBaTB CO6CTBCHHYI-O ACATCIIbHOCTD, BI)I6I/IpaTB THUIIOBBIC MCTOABI U CII0COOBI
BBITIOJTHEHU A HpO(l)CCCI/IOHaJ'II)HBIX 3aJa4, OCHUBATh UX 3(1)(1)CKTI/IBHOCTB 1 Ka4CCTBO.

OK 3. [IpunumaTth penieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIMSIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOUCK U UCIOJBb30BaHUE HHPOPMAIHU, HE00X0AUMOM T 3P HEKTHBHOTO
BBINOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U TMYHOCTHOTO PAa3BUTHSL.

OK 5. Hcnionp30oBaTh HHOOPMAITMOHHO-KOMMYHHKAITMOHHBIC TEXHOJIOTHH B IPO(EeCCHOHATLHON
JESITEIbHOCTH.

OK 6. CamoCTOSITENEHO ONPENENSITh 3a1a4l MPOPECCUOHATHHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS CaM000pa30BaHUEM, OCO3HAHHO TNIAHMPOBATH MOBHIIICHNE KBATHU(UKAIIHH.

OK 7. OpueHTHpPOBATHCS B YCIOBUAX MOCTOSIHHOTO OOHOBJICHUS TEXHOJIOTHH B
po(hecCuOHATILHON 1S TENIbHOCTH.

OK 9. [IposiBIATh HETEPIUMOCTH K KOPPYIIIMOHHOMY ITOBEJCHUIO.

[1K 1.1. OcymmecTBisTh padoTy ¢ 3asSBICHUSMHE, *Kal00aMH 1 HHBIMH OOpaIleHUSIMH TPaKIaH U
OpraHu3aIyii, BECTU IpUeM IIOCETUTEINEH B CyIe.

Tema 1.1. Tlonsatue wu conepxkanue JIOY. 3akoHomarenbHOE M HOPMATHBHO-IIPABOBOE
peryiMpoBaHHue JOKYMEHTUPOBAHHUS

Ne Bomnpocsl Koa komnerenuuu (4acru)
n/n KOMIIETEeHIINH
1. Wznoxure cBoe mpencraBieHue o nenornpousBojactse u | OK1-OK 7, OK -9,
ero mucrokax. Kakme BHABI HEATEIBHOCTH OXBaTHIBAIOTCS K 1.1
J9THM NOHATHEM? )
2. Omnpenenenue MMOHATHH «aemonpouspoacTBoy, | OK 1 —OK 7, OK -9,
«TOKYMEHTaIIHOHHOE oOecrieyenne yIIpaBJICHUS», K 1.1
«yIpABICHUE JOKYMEHTAMU» '
3 KaxoBbl OCHOBHBIE 3a/1a4M JOKYMEHTUPOBAHUS? OK1-0OK7,0K-9,
IIK 1.1
4 Kakyto pons urpaer /I0Y B ynpaBieHN COBpEMEHHBIMU OK1-0OK7,0K-9,
opranmu3anusMu’?
P . MK 1.1
5 KakoBbI OCHOBHBIE 33/1a4l TOKYMEHTUPOBAHUS OK1-0OK7,0K-9,
IIK 1.1

6 Kakue 3akoHOmaTensHble 1 HOpMaTHBHBIE TIpaBoBbie akThl | OK 1 — OK 7, OK -9,




perynupytot JOY?

K 1.1

KakoBa npaktuueckas 3Hauumoctb JJOY?

OK1-0OK7,0K-9,
IIK 1.1

Tema 1.2. Ilonarue o mokymenrtax. CrocoObl CO3MaHMs JOKYMEHTOB (IOKYMEHTHPOBAHUS) U

Ha3HaueHHe ((PYHKIUH) JTOKYMEHTOB.

Hocurenu wundopmanuu. IlpusHaku u cTpyKTypa

JIOKyMEHTa
Ne Bomnpocsl Koa komnerenuuu (4acru)
n/n KOMIIeTeHIIUH
1 KakoBbel  ocHOBHble  mpeamocbulku  Bo3HMKHOBeHHs | OK 1 — OK 7, OK -9,
JNOKyMeHTa? K 1.1
2 B3aumocBsi3p NOHATUN «MHQOPMAIHS» U «TOKYMEHT» OK1-0K7,0K-9,
K 1.1
3 JaiiTe omnpeaeieHue MaTEpUAIIBHOTO Hocuteng | OK1-0OK 7, OK -9,
JOKYMEHTHUPOBAaHHOI HH(pOpMaIiu K 1.1
4 Kakumu cpenctBamum u cmocobammu MokHO co3xaBats | OK 1 — OK 7, OK -9,
JIOKYMEHTBI? K 1.1
3) [lepeuncnure GyHKIMU TOKYyMEHTA OK1-0OK7,0K-9,
K 1.1
6 Kakoe 3Hauenme wumeer ¢QyHkmmonanbHeii aHamu3 | OK 1 - OK 7, OK -9,
JOKYMEHTA /115l IPaKTU4eCcKoi paboThI? K 1.1
7 [ToHsATHE «IOKYMEHT» U «O(PHUIHATBHBIN JOKYMEHT» OK1-0OK7,0K-9,
K 1.1
8 IIpu  kakux  ycioBusX  JokyMeHT  mnpuobperaer | OK 1 —-OK 7, OK -9,
IOPUINYECKYIO CUITY? K 1.1
9 Kaxkue MIPU3HAKU JIOKYMEHTa saeigrorest | OK 1 -0K 7, OK -9,
JOKYMEHTOO00pa3yroImuMu? K 1.1
10 | KakoBa cTpykTypa TOKyMeHTa? OK1-0OK7,0K-9,

IIK 1.1

Tema 1.5. branku JOKyMEHTOB, TpeOOBaHHUS K O(GOPMIIEHHIO PEKBU3UTOB OPraHU3ALMOHHO-
pacropsAUTENBHBIX TOKYMEHTOB




Ne Bomnpocsl Kon komnerenunu (4actu)
n/n KOMIIETeHI[UHU
1 Urto Takoe «OJIaHK TOKYMEHTa? OK1-0OK7,0K-9,

K 1.1
2 Ha3zoBute BapuaHTHI pacloiIOKEeHUs PEKBU3UTOB OJaHKa OK1-0OK7,0K-9,
K 1.1
3 Kakwue Bupl 071aHKOB yCTaHOBJIEHBI CTaHIAPTOM? OK1-0OK7,0K-9,
K 1.1
4 Ha «kakux pokymenrax pgomyckaercs wu3o0Opaxenune | OK 1 —-OK 7, OK -9,
I'ocynapcrBennoro repoa PO? 0K 1.1
5 Wznoxure tpeOoBaHus K wu3rorosieHuto, yuery u | OK1-OK7,0K-9,
XpaHEHUIO repOOoBbIX OJIaHKOB K 1.1
6 Uro Takoe «popmar»? Kakue dopmarsr paspemenst k | OK1-OK 7, OK -9,
npumenHenutro ['OCT P 7.0.97-2016 nayist 1moAaroToBKu K 1.1
CIIy>k€OHBIX JJOKYMEHTOB? '
7 Kakune pasmepsr moneit s ciyxeOHbx pokymeHToB | OK 1 —OK 7, OK -9,
npexycmorpens 'OCT 7.0.97-20167 K 1.1
8 HazoBure cmoco0sl odopmienuss nat B gokymenrax. | OK 1 —OK 7, OK -9,
[IpuBenuTe mpumepsl K 1.1
9 Jlaiite ompeselieHne peKBU3NUTA JOKYMEHTA OK1-0OK7,0K-09,
MK 1.1
10 KakoBbl 0COOEHHOCTH SI3bIKA CITY>KEOHBIX IOKYMEHTOB? OK1-0K7,0K-9,

K 1.1
OK1-0OK7,0K-9,
K 1.1

Tema 1.7. PacniopsiiutensHble 10KyMeHThl. COCTaB JOKYMEHTALUHU U MTpaBUiIa OPOpMIICHHS

Ne Bomnpocsi Koa xomnereHuunu (4acTu)

n/n KOMIIETeHIIHH

1 Haiite ompexnenenue pacnopsautenbHoro gokymenta. | OK 1 —-OK 7, OK -9,
[IpuBenuTe mpuMepsl pacloOPAAUTEIbHBIX JOKYMEHTOB K 1.1

2 [Tepeuncnmure cocraB pekBuszutoB OPJ[ mo I'OCT P | OK1-OK7,0K-9,

7.0.97-2016




K 1.1

3 Urto npencrasistor coboit hopmyssipsl OPJI ¢ yrimoeeim 1 | OK 1 — OK 7, OK -9,
MIPOJIOJILHBIM PACIOI0KEHUEM PEKBU3UTOB? K 1.1
4 Kakne w™excrpounble uHTEpBaibl wucnonb3ytores mpu | OK 1-0OK 7, OK -9,
oopmIeHnN PEKBU3UTOB 0K 1.1
3) Kakas wundopmanus BxoauT B pekBusutT «CrpaBounsie | OK 1 —-OK 7, OK -9,
JaHHBIE 00 OpraHu3aum»? K 1.1
6 Uro o3mawaer mpouenypa npugaHus —gokymenty | OK 1 —-OK 7, OK -9,
FOPUJIMYECKON CUITBI? K 1.1
7 Kak cocraBisieTcst 3arojioBok K TEKCTy TOKyMeHTa? OK1-0K7,0K-9,
MK 1.1
8 KakoB cMbICHT peKBU3UTA «PE30JIIOIUSIN? OK1-0K7,0K-9,
MK 1.1
9 Kak cTpykTypupyeTcst TEKCT JOKyMeHTa? OK1-0OK7,0K-9,
K 1.1
10 |Ilowemy mpu otmpaBke cayxeOHoro mmcema c¢ | OK1-0OK7,OK -9,
MPUIIOKEHHBIMH K HEMY JAOKYMEHTaMH MPOCTABIACTCA | Lo
pekBU3UT «OTMETKA O MPHUIIOKEHUN?
11 | Kak mpaBunbHO odopmisiercss pacmupposka noxamucu | OK 1 -0OK 7, OK -9,
pykoBojuTens B pekBuzute «llognuce»? K 1.1
12 | Kakyto ponp B JokymMeHTax wurpaer ortmerka o6 | OK1-0OK 7, OK -9,
UCIIONHUTENE? K 1.1
13 | Kakyro wmHpopmanmo MOXXHO ToiXydnTh 3 pekBusuta | OK 1 - OK 7, OK -9,
«OTMeTKa 0 HaINPaBJICHUH JOKYMEHTA B JIEI0»? K 1.1
14 Kakumu cmocobamu  mpoctaBisercs B cimyxkeOnbix | OK 1 —OK 7, OK -9,
MHCbMaX ~ OTMETKA O MOCTYIUICHWH JOKYMEHTA B | .. 4
OpraHu3anuio? )
15 Kakme pexBusutbl mpoctaBisoTcss Ha Bxomsmem | OK 1 —-OK 7, OK -9,
JOKYMEHTE BO BpeMs €ro JIBWKEHHS B OpraHu3aniun? 0K 1.1
16 Kakue pexBusuthl mpoctaBisitorcss Ha wucxomsaumx u | OK1—-OK 7, OK -9,

BHYTPEHHHUX JIOKYMEHTaX B Ipolecce UX opOpMICHHS U
JIBMDKEHUS B OpraHU3aluu?

K 1.1




2. Kputepuu oueHku:

Kpurepun

Orenka

bamner

OOyuaromuiicst TIIyOOKO H3Yy4Wsl Y4eOHBIH
Marepua, MocIe0BaTeILHO u
MCYEPIIBIBAIOLIE OTBEYaeT Ha
HIOCTaBJICHHbIE BOIIPOCHI, CBOOOITHO
NpUMEHSEeT  IOJIyYeHHbIE 3HAHHMA  HA
IpaKTHKE. [pakTrdeckue 3aaHus
BBINOJTHSET Oe3 OmmnOoK

«OTJIIMYHO»

3

OOyvaromuiicss TBepAO 3HAeT Yy4eOHBIi
Marepuan, OTBe4aeT 0e3  HaBOIIIINX
BOIIPOCOB W HE [IOMYCKaeT IIPH OTBETE
CEpbE3HBIX OIIUOOK, yMEeT NPUMEHSTDH
IMOJTY4YCHHBIC 3HaHUA Ha ITPAKTHKE.
[MpakTuyeckue 3alaHus BBITONHIET 0€3
CYIIIECTBEHHBIX OIINOOK.

«XOPpO1IO»

OOyyaroluiicss 3HAeT JIMIIb OCHOBHOM
MaTepual, Ha 3aJaHHbIC BOIPOCH OTBEUACT
HEJ0CTATOYHO YETKO U MOJIHO, YTO TPeOyeT
JIOTIOJTHUTENBHBIX u YTOUHSIOIIHX
BOIMPOCOB TPETOABATENs, B MPAKTHYCCKUX
3aJ]aHUsIX J0MYyCKAeT OIUOKH

«YOOBJIETBOPHUTECIIHLHOY

OO0Oy4JaroIuics UMEET OTICIIbHBIC
HpE/ICTaBICHHs 00 N3yYEeHHOM MaTepHae,
HE MOXKET ITOJTHO U NMPAaBMWIIBHO OTBETHTH Ha
HIOCTaBJICHHbIE BOIPOCHI, ITPU OTBETaX
JIOITYCKaeT rpyOble OMMOKH, B
MPaKTUYECKUX 33JaHUSX JIOIyCKAeT MHOTO
rpyOBIX OIIIOOK

«HEYOOBJICTBOPUTCIBHO»




BOHpOCbI N TECThI IJIdA 3a4YeTa

o JTMCHMILJINHE «I[OKyMeHTaIII/IOHl-Ioe o0ecrneyeHue YipaBJICHUS»

1. YopaBnenueckas JOKyMEHTAIH: IOHATHE, HA3HAYCHUE, 001I1asi XapaKTePUCTHKA.

2. JIoKyMEeHTHPOBaHHE YIIPABICHYECKON ACATEIBHOCTHU: IIOHATHE, COBPEMEHHBIEC KOHIICTIIIUH.
3. Posb cekperaps B TOKYMEHTAIIMOHHOM OOECIICUCHHUH YIIPaBIICHHS.

4. Cnyx0a JOKyMEHTAIIHOHHOTO O0ECIIEUeHUS YIIPABICHH: CTPYKTYypa, 3a1auu, PyHKIUH.

5. Kakumu 3akoHOJNATENbHBIMM M HOPMATUBHO-IIPABOBBIMU  aKTaMU  PETYIUPYETCS
JIOKyMEHTUPOBaHUE?

6. O6mue npaBuiia oHopMIICHUST JOKYMEHTOB.

7. BiaHku JOKYMEHTOB: BHJIbI, OCOOCHHOCTH O(OPMIICHHUS.

8. Ilo kakoMy NpU3HAKY BBIIEICHBI CUCTEMBI JoKyMeHTauuu? [IpuBeaure npumepsl.
9. Ilouemy HeoOXOAMMBI YHH(DHUKAINSA U CTAaHAAPTH3ANNS JOKYMEHTOB?

10.Kaxyro posib UrparoT cTaHAApThI IPU COCTABICHUU U 0(OPMIIEHUH JOKYMEHTOB?

11. OObsicHuTe, mouyeMy AOKYMEHTHI, Bxojsmme B coctaB OPJl, umeroT Takue Ha3BaHUS:
OpraHU3aIMOHHbBIE, PACTIOPSIUTEIbHBIC, HH()OPMAITMOHHO-CIIPABOYHBIE.

12. PexBusutsl qokymenTa. [IpaBuia ohopmiieHus.

13. 13 kakux yacteil coctouT AJokyMeHT? CozepKaHue U Ha3HAYEHUE KaKI0M YacTH.

14. 3aronoBoyHast yacTh 10KyMeHTa. CoCTaB peKBU3UTOB.

15. ConeprxarenbHast 4acTh 10KyMeHTa. COCTaB pEKBU3UTOB.

16. Oopmirsiromias yactb JokyMeHTa. CocTaB peKBU3HUTOB.

17. Kakue peKBU3UTHI U [TIOYEMY Ha3bIBAIOTCSI MOCTOSSHHBIMU? [IpuBeauTe mpumepsl.

18. Kakne peKBU3HUTHI M ITOUYEMY Ha3bIBAIOTCS NIepeMeHHbIMU? [IpruBeuTe npumepsl.
19.Kaxkas nadopmariiust BXOJUT B COCTaB PEKBU3HUTA

«CrpaBo4HbI€ JaHHbIE 00 OpraHu3anuu?

20. Kakue mpukassl 0 JIMYHOMY COCTaBy UMEIOT YHU(DUIUPOBAHHYIO popMy?

21. Kak opopmisiercs pekBusut «Aapecar»? [IpuBeaure mpumepsl.

22. Kak opopmisercst pekBU3uT «I pud yrBepxaeHus nokymenta»? [Ipusenure npuMepsl.
23. Kak opopmisercs pekBusut «Pesomonus»? [Ipusenute npuMepsl.

24. Kak opopmisiercs pekBu3uT «I'pud cormacoBanus 1okymeHnTa»? [IpuBeauTe mpumepsl.
25. Kak opopmisercst pekBu3uT «Bu3sa cornacoBanus gokymenTta»? IlpuBeaure npumepsl.

26. Kakne peKBU3UTHI TOKYMEHTa Ha3bIBAKOTCS «OT-



Metkamu»? [IpuBenure npumepsl.

27. Kak opopmisercs: pekBU3UT «OTMETKa 0 HATMYUH NpuiioxkeHus»? [IpuBenute npuMepsl.
28. Kak opopmisiercs pekBusut «lloamuce»? [IpuBenure mpumepsl.

29. Kakyto posb B JOKYMEHTAX UTPAET OTMETKA 00 UCIIOIHUTETE?

30. Kakumu crioco0aMu Ha JJOKYMEHTE TPOCTABIISCTCS

OTMETKa O MOCTYIJICHUH JIOKyMeHTa B opranu3anuio? [Ipusenure npuMepsl.

31. Opranu3anMoOHHbIE JOKYMEHTHI: Ha3HAaYeHUE, COCTAaB, OCOOCHHOCTH CTPYKTYPBHI.

32. PacniopsinurenbHble JOKYMEHTBI: HA3HaYeHHE, COCTaB, 0COOCHHOCTH CTPYKTYPBHI.

33. JIOKyMEHTUPOBAHHE JAEATEIbHOCTH KOJUIETHAJIBHBIX OpPraHoOB: COCTaB, OCOOEHHOCTH
CTPYKTYPBHI.

34. UndopmMannoHHO-CIIPaBOYHbIE JOKYMEHTHI: Ha3HAYEHHE, COCTAaB, 0COOEHHOCTH CTPYKTYPHI.
35. PackpoiiTe conepkaHue TepMUHA «IOKyMEHTO000pOT»?

36. Ha kakue noToku aensTcst JOKyMeHThl opranuzauun? [lpuseaure npuMepsl.
37. KakoBblI 3Tansl paboThl ¢ BXOJAIINUMH TOKyMEHTaMu?

38. Kak cTpouTtcs paboTta ¢ UCXOIAUIMMH TOKyMEHTaMuU?

39. KakoBa TexH0JI0TUsI pa0OTHI C BHYTPEHHUMHU JOKYMEHTaMH?

40. ITpueM u nepBUYHOE PaCCMOTPEHHUE JOKYMEHTOB.

41. Peructpanus 1 y4eT JOKYMEHTOB.

42. PaccMOTpeHME JOKYMEHTOB PYKOBOIUTEIIEM.

43. Kakast OTMETKa CTaBUTCS Ha UCIIOJHEHHOM JoKyMeHTe? [IpuBeauTe npumepsl.
44. Opranu3zanusi KOHTPOJISI 332 UCTIOJIHEHUEM JIOKYMEHTOB.

45. Opranuzanus XpaHeHHs TOKyMEHTOB.

46. [Topsaox dhopmupoBaHus Jie7.

47. Ilopsaok oopMieHus Aei.

48. HomeHKIaTypa Jei: IOHATHE, 3HAaYCHHE, TPABUIIA COCTABIICHMS.

49. KakoBbI 3a1a4¥ 3KCIIEPTHOM KOMUCCUHM OpraHU3alnn?

50. Uto noHnMaeTcs moJ1 SKCIEPTU30M LIEHHOCTH I0KYMEHTOB?

51. Kak o6pabaTbIBalOTCs TOKYMEHTHI Mepesl ciaueld B apXuB?

52. IIpouenypa nepenaun TOKyMEHTOB HAa apXUBHOE XPaHEHHUE.

53. KakoB nops0K YHUUTOKEHNS JOKYMEHTOB C HCTEKITUMU CPOKaMU XpaHEHUsI?
54. Kakue 1OKyMEHTBI OTHOCATCS K KaIpOBOM TOKyMEHTaluN?

55. Kakast undopmarius coaep>KuTcs B IMYHOU KapTouke pabOTHHUKA?



56. Kakue BUIbI IOKYMEHTOB OTHECEHBI K OOpaIICHHUIM TpaxaaH?

57.Yem ornmnuaercs 3asBICHUE TPAKIAHUHA OT >KaJI00bI?

58. Uem oTiiM4aeTcst NpeJI0KEHUE TPAKIaHUHA OT 3asiBJICHUS?

59. Uro npeacrasisier co00i KOJJICKTUBHOE oOparieHue?

60. KakumMy HOpMAaTHUBHBIMU JIOKYMEHTAMU pErJIaMEHTUPYETCsl oOpraHu3anusi paboThl C
oOpalleHus MU Tpaxkaan?

61. Kakue TUIIOBBIE CPOKH YCTAHOBJICHBI JJII UCTIOJHEHUS OOpaIeHui rpaxaaH?

62. kakue rpudbl OrpaHUUEHUS JIOCTYIA K JOKYMEHTY CYIIECTBYIOT?

63. KaKMMU HOpPMAaTHBHBIMU IPABOBBIMH aKTaMH pErilaMEHTHPYETCS MOPAIOK OOpalleHus C
JTOKYMEHTaMH, UMEIOIIUMU TpUdbI OrpaHuYeHHs JocTyna?

64. Kakas nadopmanus He MOXKET ObITh OTHECCHA K KOH(DHICHITUATBHOM?

65. Kto B OopraHu3alun OCYIICCTBIISICT BEACHUC ACJIONPOU3BOACTBA IO JOKYMCHTAM C l"pI/I(i)OM
OI'paHHUYCHUS )IOCTyrIa?

66. Uto BXOOUT B COCTAB PCTUCTPALNUOHHOTO MHACKCA NOKYMCHTA C FpI/I(bOM <1 CJ'Iy>KC6HOFO

IIOJIb30BAHUA»?

Ne TecTbl Koa komnereHuum (4acTu)
n/n KOMIIETEeHIINH
1. Onpenenure BUIBI MPUBEACHHBIX HUXE pekBU3uTOB, Hanmute | OK 1 - OK 7, OK -9,

omnOKH B MX OQOPMJICHUH U IOKAKHUTE
odopmiieHue:

1. 9.05.2021
2. 3AO «EBpoctangapt»
Hupextopy Cycnony W.II,
101000, Mocksa, yi. [Tokposka, 10
3. «YTBEPXIAO»
Hupexrop OAO «Bukropus»
Heanos 1. A. Cunopos
05.05.2021
4. CrenaHoBy
[Ipomry noaroroButs otBeT kK 01.06.2021.
5. HavanpHuky oTziena MapkeTHHra
000 «Cdepa»

.M. XapnamoBy

MIPaBUIIBLHOE

6. HupexTtop Cemernos Cemenos I'.A.

K 1.1




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

CornacoBaHo

[Ipencenarens npodroma

000 3Bapsa»

I'ypos B.A.I'ypos

02.05.2021

C 1.3 He cornaceH

IOpuckoncynst

Ho6parumos P.P. Hbpazumos
C mpuka3oM 03HAKOMJICH:

Cekpetapb Ilanmeneesa
M./1.ITarTeneeBa

14.05.2021
BepHo
Cekpetapb Muxatinosa
B neno
[Hunosa 623-6677
H.M. [po3noBy
[ToaroTOBUTH MPOEKT TUIaHA MOJICPHU3AINH
Conosves 11.05.2021
[ToaroToBUTH NPOEKT NpUKA3a HA YBOJILHEHNE
Aywes 27.04.2021
HauanbsHuky otaena pexiamsl
00O «3Dueprus»
Knanosy /1.1O.
V1. Bocrounas, a.16, Mocksa, 116213
Ha Ne 37/07-15 ot 02.05.21.
[Ipunaraercs: 2 sx3eMIuIsipa Ha 3 IUCTaX.
COI'JTACOBAHO
[IpoTokon 3acenanus IIpaBnenus
COI'JTACOBAHO
Kapnos A.K.Kapnos

C mpuka3oM 03HaKOMJIEHA!

Oduc-menemxep Cunuyuna  Cununnuna I1./1.




20.  I'maBHbIf Oyxranrep
He cornacen
Cokonvcekas

21.  332-98-76
Casenvesa

22. B nmemo Ne 03-05
12.05.2021

23. ['eHepambHBIA TUPEKTOP Aoamos O /1.

10.05.2021
24. «IIpokonmponuposaroy
Hnvuna
25. Konus Bepna
Ocunosa A.H.

26. HavanbHuKy OTAeNa IpoJax
IToAroTOBUTH MPOEKT IJIaHa peaIu3aluy IPOAYKIIUU
bopucos

27.  llpunoxeHwue: akT Ha 3 TUCTAX

28. YTBEPXIAIO
Hupextop Kpsuios A.A.
Heanosg
02.05.2021

29.  OAO «Carypn»

I'enepanbHOMY OTUPEKTOPY
Tumodeesy C.C.

30. HupexTop Bunorpanos A.B.

BBI6epI/ITe HpaBI/IJ'IBHBIf/i OTBCT Ha MMPUBCACHHBIC HUXKEC BOIIPOCHI:

1. Kakoe wu3 ompeneneHnii TOYHEE OTPaKaeT COACp)KaHUE
tepmuHa "/lenonponsBonctso?

A) J[lenompow3BOACTBO - 3TO COCTAaBJICHHE M OQopMIICHHE
YIPaBICHYECKUX JOKYMEHTOB I10 YCTAHOBJICHHBIM ITPABHIIAM;

b) Jenonpon3BoacTBo - 3TO JIOKYMEHTHpPOBaHHUE
VIPaBJIEHYECKOW JESITENbHOCTH W OpraHu3anus paboTel ¢
JOKYMEHTaMH.

OK1-0K7,0K-9,
K 1.1




2. YKamnTe, Kaku€ H3 IMPUBCACHHBIX HHWXE JOKYMCHTOB
OTHOCATCA K OpraHu3alluOHHbBIM!

A) Ilpukas;

b) llltaTHOE pacnucanue;

B) [lomosxeHune o CTPYKTYPHOM TOAPA3IEICHUH;
I') [Tucemo;

) IpoToxou;

E) HomxkHOCTHAS HHCTPYKLINS;

X) [locranoBnenue;

3) AkT;

W) Ycras.

3. Ykaxwure, 4TO NMpearoaraeT opraHu3aluoHHas
(GyHKIHUS TOKYMEHTA!

A) JloxymeHT ¢uKcHpyeT ompeneneHHble (aKThI, COOBITH,
SBJICHUS TPAKTUYECKOH W  MBICIUTEIBHON JIEATEITbHOCTH
4eJI0BeKa;

b) C nmomompio mokymeHTa oOecrmeduBaeTCsl BO3ICHCTBAE Ha
TPYNIIBl  JIOJACH s OpraHW3allid ¥ KOOPJMHAIWMU WX
JeSITENBHOCTH;

B) [okymeHT oOecrnedynBaeT CBSI3U MEXAY CTPYKTYPHBIMHU
NoJpa3eficHUsIMHA BHYTPU OpraHU3allMd, a TakXe BHEIIHUE
CBSI3U OpraHu3anyu c JIPYyTUMH OpraHu3auusiIMu,
OPEONPHUATHIMHE, TOCYJapCTBEHHBIMH OpraHaMh M OpraHaMu
MECTHOT'O CaMOYIIPaBJICHHUS.

4. Kakue BuAbl JOKYMEHTOB O(OPMIIAIOTCS MpPHU NPOBEIACHUHU
3aceaHusl KOJJIETHATIBHOTO OpraHa (CoBeTa IMPEKTOPOB):

A) Oruyer;

b) IIpoTokomn;

B) Crenorpamma;

I') Cnpagka;

) Hoxmnan.

5. Yro npencrannser coboit "Gopmysip” TOKyMEHTa:

A) @opmynsp [IOKYMEHTa MpEACTaBIIeT CcoOOH cxemy,
OTPAXKAIOIIYTO MOPSIOK PACTIOIOXKEHHS PEKBU3UTOB IOKYMEHTA;

B) ®opmynsip mokyMeHTa ycTaHaBIUBACT MPaBUiIa OQOPMIICHUS
PEKBU3HUTOB JOKYMEHTA.

6. Kakoe 3HaueHne UMeeT YHI/I(bI/IKaI_II/ISI JAOKYMCHTOB!

A) Coxkpamaercss KOJIHYECTBO TPUMEHSIEMBIX JIOKYMEHTOB,




COBEPILICHCTBYIOTCS UX (POPMBI;

b) [IloBemmaercs KadecTBO  JOKYMEHTAIlMH, CHIDKACTCS
TPYJOEMKOCTh €€ 00paboTKH;

B) Hdocrturaercs nHbOpMAIIMOHHAST COBMECTUMOCTD PA3INIHBIX
CHUCTEM JOKYMEHTAIIUU;

I') bonee a3 ekTHBHO UCTIONB3YETCSI KOMITBIOTEPHAS TEXHUKA.

7. SABnsercs mu ob6szarensHeiM [OCT P 7.0.97-2016 npu
o opMIIEHUH TOKYMEHTOB:

A) Mla;
b) Her;
B) Tpebosanust 'OCTa sBiIsiIOTCS pEKOMEHTYEMBIMH.

8. Kto moamuchiBaeT MPOTOKON 3aceJaHus KOJUICTHaIbHOTO
oprasa:

A) PykoBoauTens opraHu3aiuy;

B) Cekperapp 3acemaHns KOJIJIETHATBHOTO OPraHa;
B) PykoBoauTens KOIETHAIEHOTO OpraHa;

I') Cexpetapb pyKOBOIUTES OPTaHU3AIUY;

) ['naBHeIii Oyxrantep;

E) IIpencenarensCTBYIONNI HA 3aCeTaHUN.

9. Kro mnoanmucelBaeT axT, COCTAaBIEHHBIH MO pe3yjbTaTaMm
paboThl KOMHCCHUH:

A) Ilpeacenatens KOMHCCHY;

b) PykoBoauTens KOIErHabHOTO OpraHa;
B) Cexpetapb pyKOBOIUTENS OPTaHU3AINY;
I') Ynens! komuccuy;

) I'maBHBIiA OyxranTep.

10. Moxet nu rocynapcTBeHHbIH repd P® ucnonb3oBatbes Ha
OnaHKax JOKYMEHTOB aKLIMOHEPHBIX OOIIECTB:

A) Mla;
b) Her;
B) Ilo ycMoTpeHunio opraHu3anum.

11. Moxer nHM WCIONB30BAaThCA B  JIOKyMEHTax He
3apEeTUCTPUPOBAaHHAs B YCTAHOBJICHHOM IOpsAAKe 5MOieMa
OpraHu3aluu:

A) Ja;
b) Her;




B) Ilo ycMoTpeHHI0 OpraHu3aiyy.

12. MoXeT 1 BOCTIPOM3BOIUTLCS Ha OaHKe MuchMa 3MOJieMa
OpraHu3aluy, ecldi Ha HEeM  YyXe  BOCIPOHU3BEICH
rocynapcTBeHHsIi repo P® wu repod cyObekra PD:

A) la;
b) Her;
B) Ilo ycMoTpeHHnto opraHu3anm.

13. Ha KaKux JOKYMCHTAax IMPOCTAaBJISICTCA PECKBU3UT
«HammenoBanue Buaa AOKYMCHTa»:

A) Ha Bcex nokyMmeHTax, 3a HCKIIOUCHUEM PaCIIOPSIUTEIIbHBIX;
b) Ha Bcex nokymeHTax, 3a HCKIIOUEHHUEM TTHCEM;
B) Ha Bcex nokymeHrax.

14. TlpaBuiibHO M yKa3aH MOYTOBBIN aJjpec B peKBU3UTE «Aapecar
TIPH aAPECOBaHUH IOKyMEHTa (PH3HUECKOMY JIHILY:

130102, r. Mockaa,
p. Mupa, 94, k. 82,
I'ynseBy A.H.

A) IlpaBuibHO;

b) He npaBunbHO;

B) JlanHbI1 BU aipecoBaHUs HE PETIIaMEHTUPYETCH.

15. Hdonyckaer mu ['OCT P 7.0.97-2016 odopmieHue natel
TpeMsi Tlapamu apaOCKuX LTUQp: YHUCIO MECSI] T'OJ, HarmpuMep,
30.12.21:

A) Mla;
b) Her;
B) Odopmienue natet [OCToM He periaMeHTUpPYyeTCsl.

16. Kak mnpocTaBnsroTcss perucrpalyoHHblE HOMepa B
JNOKYMEHTE, COCTaBIEHHOM COBMECTHO JByMia M  Ooiee
OpraHu3alysIMHU:

A) PerucrpanmonHsie HOMepa OpraHU3allUil MPOCTABISIOTCS
Yyepe3 KOCYIO UepTy B MOPSAAKE YKa3aHHUS aBTOPOB B IOKYMEHTE;

b) CocraBnsroTcst nBa SK3eMIUIIpa JOKYMEHTa, Ha OIHOM W3
KOTOPHIX TPOCTABJISCTCS PErHCTPAIMOHHBIA HOMEP  OJHOM
OpraHu3aliy, Ha JAPYIOM — PETUCTPAIMOHHBIA HOMEp ApYToiu
OpTaHW3AIINH.

17. B xakoMm ciiy4ae B JOKYMEHT BKJIIOYAETCSl PEKBU3UT «MecTo
cocTaByieHMsI (M3/IaHUA) JOKYMEHTa»:

A) JlaHHBIA PEKBU3UT HEOOXOAMM, €ciii 6e3 HEr0 HEBO3MOKHO
YCTAaHOBUTH MECTO COCTABJICHUA JOKYMCHTA,




b) JlanHblii peKBU3UT HEOOXOMMM Ha BCEX JOKYMEHTaX KPOMeE
TTHCEM.

B) JlaHHBII peKBU3UT HEOOXOAUM Ha JTIOOOM JTOKYMEHTE.

3aBenyrommii kadeapoit

KpI/ITCpI/II/I OIICHKH 3a4CTa C YUCTOM 63ﬂbHO-peI71THHFOBOI7[ CHCTCMBI:

/ JI.H. IBanoBa

Kpurepuu Ormenka

baner

OOyvaromuiicss TIIyOOKO H3y4HII «OTJINYHO»
y4eOHBIN Marepuail,
HOCJIEI0BATEIBHO u
WCUEpIIBIBAIONIE  OTBEYaeT  Ha
TIOCTaBIICHHBIC BOTIPOCHI,
CBOOOJHO NPUMEHSET HONTyYEHHbIE
3HAHUS Ha MPaKTUKE.
[IpakTuueckue 3a1aHUs
BBITIOJIHSIET 0e3 OLINOOK.
CdopmupoBaHHEIe

CHCTEeMaTHYECKHUE 3HAHW,
chopMHpOBaHHBIC YMEHHUS,
HaBBIKH

80-100

OOyuatomuiicss  TBEpAO  3HAET «XOpOIIO»
y4eOHBIH MaTepual, oTBedaeT 0e3
HaBOJSIIUX  BOIPOCOB H  HE
JIOITYCKaeT MpPU OTBETE CEPhE3HBIX
OIINOOK, yMmeeT MIPUMEHSTh
MOJTy4YeHHbIC 3HAHUSI Ha TPAKTHKE.
[IpakTuueckue 3aJJaHUSA
BBITIONHSIET 0€3 CyIIECTBEHHBIX
omnOok. CdopmMupoBaHHbIe, HO
coJepKalIue OTIeNIbHbIE MPOOeIb
3Hanus, Conepxalye OTIENbHbIE
poOeJIBI, HO B 1[EJIOM
cthopmMupoBaHHEIE YMEHHUS,
HaBBIKH

59-79

OOyvaromuiicss ~ 3HaeT  JIMIIb «YJOBIETBOPUTEIHHO»
OCHOBHOW MaTepuall, Ha 3aJJaHHbIE
BOIIPOCHI OTBEYAECT HEIOCTATOYHO
YETKO M IOJHO, YTO TpedyeT
JIOTIOJTHUTENBHBIX W YTOYHSFOIIUX

BOIIPOCOB npernojaaBareii, B
MPAKTHYCCKUX 3aJaHHAX
A0IMyCKacT OIIIMOKHU.

CdopmupoBanHsbIe, HO

37-58




colieprKariue CYIIECTBEHHBIE
npoOensl  3HaHUA, Copepikariue
OTJIENBHBIC MPOOEIbI, HO B IICJIOM
c(hopMUpOBaHHBIC YMCHUS,
HABBIKU

OOyuaromuiicst UMeeT OTAEIbHbIC
npeAcTaBiIeHus 00 U3yYeHHOM
MaTepuase, He MOXKeT MOJIHO U
MPaBUIIBHO OTBETHTH Ha
HIOCTaBJICHHBIE BOIPOCHI, IIPU
OTBETax JIOIyCKaeT Ipyobie
OIIMOKH, B MTPAKTHYECKUX
3aaHUSIX JOMYCKaeT MHOTO
rpyObIx ommnbok. dparMeHTapHbIe,
He c(hopMHUpOBaHHBIE 3HAHUS,
YMEHHSI, HaBBIKA

«HEYOOBJICTBOPUTECIIBEHO»

37 u MmeHee

OOyuaromuiicst TBEpO 3HAET
yueOHBII MaTepuai, oTBedaeT 0e3
HABOJALIMUX BOIIPOCOB U HE
JIOIYCKAEeT MPH OTBETE CEPHE3HBIX
omnOOoK, yMeeT IPHUMEHSTh
HOJTyYCHHBIC 3HAHHS HA TIPAKTHKE.
[IpakTryeckue 3a1anus
BBITIOJIHACT 0€3 CYIECTBEHHBIX
omnbok. ChopMupoBaHHbBIE, HO
COZIepIKAIIHe CYIECCTBCHHBIE
npobensl 3Hanus, ConeprKaiue
OT/IeNbHBIC POOEIBI, HO B IIEJIOM
c(OpMHUpPOBaHHBIE YMEHHUS,
HaBbIKH

«3a4YTCHO»

37-100

OOGyuaromuiics 3HaeT JIUITh
OCHOBHOM Marepuall, Ha 3a/IlaHHbIE
BOTIPOCHI HE JTAET YETKUX U
MIOJTHBIX OTBETOB, YTO TPeOyeT
JTOTIOJTHUTENBHBIX ¥ YTOUHSFOIIINX
BOTIPOCOB TPETIOIaBaTENsl, B
MPAKTHUYECKUX 3aIaHUSIX
JIOITYCKAET OIIMOKH.
@parMeHTapHbIe, HE
c(hopMUPOBaHHBIC 3HAHUS,
YMEHHSI, HABBIKU

«HE3AYTCHO»

MmeHee 37




KoMmnuiekT npakTu4eckux 3aaHui 1J1sl CEMUHAPCKHUX (MPAKTHYECKUX) 3aHATHI

o JTMCHMILJINHE «I[OKyMeHTaIII/IOHl-Ioe o0ecrneyeHue YipaBJICHUS»

1. Ilepeuenb KOMIIETEHIIU, IPOBEPSEMBIX OLIECHOYHBIM CPEICTBOM:

OK 1. [ToHuMaTh CyIIHOCTh U COIMATIBHYIO 3HAUMMOCTh CBOEH Oyayiei npodeccuu, MposiBIsATh
K HEH yCTOMYMBBIN MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTh, BEIOMPATh THUIIOBBIE METOJBI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3()(EKTUBHOCTH M KAYECTBO.

OK 3. [IpuauMaTh pemnieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIMSAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh MOUCK U UCHONB30BaHUE HHPOPMAINHU, HEOOX0AUMOH A5l 3P HEKTUBHOTO
BBITIOJTHEHUS MPO(PECCHOHAIBHBIX 3a/1a4, MPO(eCCHOHAIBHOTO U IMYHOCTHOTO Pa3BUTHA.

OK 5. Ucnonb3oBath HHOOPMALIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B MPOQECCUOHAIBHON
JIeSITCIIbHOCTH.

OK 6. CamocTOsTEIbHO ONPEACIIATH 3aa49H MPOGECCHOHATBHOTO ¥ JINYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO IIAHUPOBATH MOBBIIICHHE KBATA(DHUKAIIHH.

OK 7. OpueHTHpPOBATHCS B YCIOBUAX OCTOSIHHOTO OOHOBJICHUS TEXHOJIOTHH B
pohecCuOHATILHON e TENIbHOCTH.

OK 9. [IposiBIATh HETEPIIUMOCTH K KOPPYIMIIUOHHOMY MTOBEACHHUIO.

[1K 1.1. OcymmecTBisTh paboTy ¢ 3asBICHUSAMH, KaTo0aMH 1 HHBIMH OOpaIlEHUSIMH TPaKIaH U
OpraHu3aIyii, BECTU IpUeM IIOCETUTEINECH B CyIe.

Tema 1.5. binaHku JOKyMEHTOB, TpeOOBaHUS K OGOPMIIEHHIO PEKBU3UTOB OPraHU3ALMOHHO-
pacropsAUTENbHBIX TOKYMEHTOB

Ne 3ananue Koa xomneTenumn (4acTu)
n/n KOMIIeTEeHIIUH

1. Ompenenure ommbOounble BapuaHThl 1pu  opopmiennn | OK 1 - OK 7, OK -9,

PEKBU3UTA KHAUMCHOBAHUEC OpraHUu3alium»: K 1.1

1) ®I'bOYBO «Poccutickuit rOCYJapCTBEHHBIN
YHHUBEPCHUTET MIPABOCY UMY,

2) MOCKOBCKHii TOCY1apCTBEHHBIN YHHBEPCHUTET;

3) OrkpeiToe  akiuoHepHoe  obOmectBo  «Kackamy;
3akpeiToe aKIroHepHoe oo0mecTBO «[ Iy ToHMITY;

4) dupma «CnytHuky; Pupma «Buonay.

2. CocTaBuTh 001K OJIaHK OpraHu3aluy, Uconb3ys ciaeaytomme | OK 1 —OK 7, OK -9,

JaHHBIC: K 1.1

- HamMeHoBaHue opraHuzanuu: OOLIECTBO ¢ OTrpaHUYEHHOUN
otBeTcTBeHHOCTBIO «MMmepus» (OO0 «mnepus»);

- MECTO HAXOXKACHHA OpraHn3anuu — MOCKBa;

a) yTII0BO¥; 0) MPOAOITHHBIIN

3 CocTaBuTh ONIAaHK IMChMa OpraHu3anyy, ucnoib3ys cieayronme | OK 1 —OK 7, OK - 9,
JIaHHBIE:




HalMEHOBaHUE  OpraHu3alMu:  3aKphITOe  aKIUOHEPHOE
obmectBo «3Be3na» (A0 «3Be3may);

anpec: [lepBomaiickas yiu., a. 10, Mocksa, 135676;
tenedon (495) 621-0501; daxc (495) 621-0503;
E-mail; zvezda@ mail.ru;

OKIIO 32544206; OI'PH 1036600150574;
WHH/KIIIT 7709046240/771001001

a) yTIoBoi 0) IpOIOBLHBIHA

K 1.1

Tewma 1.6. OpraanzannoHHble TOKyMeHTHL. COCTaB JOKYMEHTAIINY U TPaBUiIa OPOPMIICHUS

Ne 3ananue Koa xomnereHuum (4acTm)
n/n KOMIeEeTEeHIIH U
1. Haitmute ommbOku B dopmynspe (cxeme) mnonoxenuss o | OK1-OK 7, OK-9,
kannemsipuad OAO «MencepBuc» K 1.1
OAO «MencepBucy» YTBEPXJIAIO
I[TOJIOXKEHUE Hupextop OAO
00.00.000 Ne 00 auunas noonucs N.0.Oamummst

0 KaHLEJISIpUn

CrtpyKTypa TeKcTa

1. OO01Me oI0XKEHUS
2. OcHOBHBIE 33291

3. OyHKIMH

4. [IpaBa u 00s13aHHOCTH

5. OTBETCTBEHHOCTH

3aB. KaHLEIIpUE JIUYHASL NOONUCH

IOpuckoncynst

Jluunas N.0. ®amunusa

1.0. ®amunusa




IOONUCH

Jlata

C nookeHUEM 03HAKOMJICHEI:

HenonpousBoaurens JUYHAS N.0. ®amunus
NnOONUchH
Kypsep JUYHAS N.0. ®ammus
Ne 3ananue Koa xomnereHuum (4acTu)
n/n KOMIIeTeHIIH A
Haiinute ommbkun B Qopmymsipe (cxeme) momkHoctHOH | OK 1 —OK 7, OK -9,
CTPYK abotarka OAO «MencepBucy
HHCTPYKIIUH PabOTHH JICEPBHU K 1.1
YTBEPXJIAIO

JOJDKHOCTHAS MHCTPYKIUA
00.00.000 Ne 00

MockBa

Hupexrop OAO «MencepBuc»
auynas noonucy N1.0.damunus

Jara

CrpykTypa Tekcra

1. O01e noI0KEHUS

2. ®yHKIMA

3. JIoKHOCTHBIE 00S3aHHOCTH
4. Ilpasa

5. OTBETCTBEHHOCTD

3aB. KaHLEIIpUEH JIUYHASL NOONUCH

IOpuckoncynst

1.0. ®amunusa




Jluunas N.0. damunusa

Moonucy

Hata

C mHCTpYKIMeH 03HaKOMIIEHA! JUYHAA N.0. Gamunus

nOONUCh

Tewma 1.7. PaciopsimutensHbie JokyMeHTHI. COCTaB JOKyMEHTAITUH | TTPaBIiia OhOpMIICHHS
Ne 3apanue Koa xomnerenun (4acTu)
n/n KOMIETEeHIIMH
1 CocraBuTh TipuKka3 o BBeAeHuMU B nelictBue Muctpykium no | OK 1 - OK 7, OK -9,

JENOTPON3BOICTBY B OPTaHM3AlWU HWCHOJIB3YS CIEAYIOIINE
JaHHEIE:

- HauMeHOBaHHWe opraHu3aiuu: OTKPHITOE AaKIHOHEPHOE
00IIIeCTBO «ABaHTap»;

- mara 12.01.2021; - peructpamuonnsiii Homep Ne 1; - mecTo
n31aHus pukasa MockBa;

- B KOHCTaTHPYIOLIEH YacTH YKa)XXHTE€, YTO NPUKA3 M3IACTCS B
LIESIX COBEPUICHCTBOBaHUS pPaboThl ¢ AokymeHTamu B OAO
«ABaHrap» U obecreueHns COXpaHHOCTH IOKYMEHTOB;

- pacnopsauTenbHas YacTh MpHKasa COACPXKUT CIEAYIOIINe
HpeANUCAHUS: 1. YTBEepIUTH WHcTpyknuio o
JenonpounsBoacTBy B anmnapate OAO «ABaHrapa»; 2. Beectu B
nercteue Mucrpykuuio mo nenonpousBoactsy c¢ 01.02.2021.
OtBercTBeHHBIH —  cekpeTapb-pedepert IlerpoBa AHHa
CemenoBHa; 3. BceM CTpyKTYpHBIM TOJpa3iefieHUsIM H
corpynaukam ¢ 01.02.2021 pykoBoacCTBOBaThCS MpaBUIIAMH
paboThl ¢ AOKyMEHTaMH, 3aKperuieHHbIMH B MHCTpykmmm 1o
JIeTIOTIPOU3BOICTBY. OTBeTCTBEHHBIE - HayvaJIbHUKA
CTPYKTYpHBIX  moxpaszzaeneHuit; 4. Cekperapio-pedepeHTy
ITerpoBoit AHHe CeMEHOBHE COBMECTHO C 3aBEAYIOIIUM
KOnMpoBaIbHEIM Otopo MBandenko CepreeM AjeKCaHIPOBUYEM
o0ecrneunThb THPaKUPOBAaHUE WucTpykimn o
JEJNONPON3BOACTBY W €€ TepeAadyy B CTPYKTYpHBIE
noapazaenenus m1o0 01.02.2021; 5. KoHTpoas 3a HCMOTHEHHEM
HACTOAIIETO TPHKa3a BO3JOXKWTH HAa 3aMECTHTENS ITUPEKTOpa
Kapumosa Tumypa AHapeeBrya.

- mpuka3 moamucaH aupektopoMm CremaHOBBIM AJjeKceeM
IOpbeBuuewm;

- IIpUKa3 COIJacoBaH C 3amecTuTeneM aupexkropa KapumoBbiM
Tumypom  Anppeemuem  12.01.2021 w  HaYaIbHUKOM
opuanueckoro otraena OauHunoBelM EBrenuem IlaBnoBuuem

K 1.1




12.01.2021; - ¢ npuka3oM O3HAKOMJICHBI: ceKpeTapb-ped)epeHT
Ilerpoa A.C. 13.01.2021 wm 3aBemyrouMii KONUPOBAJIBHBIM
6ropo MBanuenko C.A. 13.01.2021;

- TEKCT npuka3a coctaBwia KapnoBa Hartanea JIMutpueBHa, ee
cirykeOnblii Tenedon (495) 621-1215; - npuka3 HampaBiieH B
neno Ne 08-01 cekperapem-pedepentom IlerpoBoii  A.C.
14.01.2021.

Cnenatp Boimucky m. 4 w3 Ilpukaza (ymp. 1). Beimucky
3aBepmaa 14.01.2021 cekperapn-pedepent IletpoBa A.C.

Tema 1.8. JlokyMeHTHpOBaHWE KOJUIETHANbHOU nestenbHOCTH. COCTaB MTOKYMEHTAIlMH M TpaBHiIa

odopmiteHUS

Ne 3ananue Koa xomnereHuum (4acTu)
n/n KOMIETEeHIINH
1 CocTaBuTh MPOTOKOJI 3acelaHusi cOBeTa MHCTUTYTa, uctonbiys | OK 1 —OK 7, OK -9,

CJIETYIOIIUE TaHHBIE:

- HauMmeHoBaHue opranuzanuu: OI'YH «Hayuno-
HCCIIEA0BATENbCKUN HHCTUTYT KPUCTAIIOTpaduny;

- MecTo n3manns MocKkBa;
- nmata 11.10.2021; peructpanuonnsiii Ne 15;

- mnpeaceaarens 3acenanus — KpacnoB A.M., cekperapp —
Hemvmuenko O.M.;

- mpucyTcTBOBaIN — 20 4eIOBEK (CIIUCOK MPUIAraeTcs);

- TIOBECTKa [JHS BKIIOYaeT cruexyroomme Bompock: 1. O6
OpraHu3alun IKCIIEPUMEHTAIBHOM nabopaTtopuu u
yrBepxxkaeHue [lonoxxenus o Hell (BeicTyIuieHHE 3aM. [JupexTopa
uHctutyta  IlomoBa A.K.); 2. O HasHayeHHWH AMPEKTOpA

AKCIIEPUMEHTATIbHON JabopaTopuu (BbIcTyIuieHHe KpacHoBa
A.M.);

- no mnepBoMmy Bompocy chymanu IlomoBa A.K., koTopbiit
000CHOBaAJ 11€7€CO00Pa3HOCTh CO3/IaHMsl SKCIEPUMEHTAIBHON
1a00paToOpUH U U3JIOKUI MPOEKT MOJ0KEHUs 0 TabopaTropuy;

- mo BTOpoMy Bormpocy ciymand KpacnoBa A.M., kotopsiit
MIPEIIOKIIT PYKOBOJICTBO JTabopaToprel mopyduTh mpodeccopy
B.B. MakcumoBy;

- Ha 3aC€JaHUH MOCTAaHOBUJIM: 110 MIEPBOMY BOIIPOCY — CO3AaTh B
CTPYKType HWHCTHUTYTa OKCICPUMEHTAILHYIO J1abopaTopuio u
yTtBepauTh IlonoxkeHne o HeW; Ho BTOPOMY BOIIPOCY -
Ha3HAYUTh JTUPEKTOPOM DJKCIEPUMEHTAIBHOH J1abopaTopum
MakcumoBa B.B.;

- K MIPOTOKOIY MpUJIaraeTcs [onoxxenue 00
SKCIIEpUMEHTATBHOW JTabopaTopud Ha &8 JUCTaX B OTHOM
IK3EMILISIPE;
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- IPOTOKOJI MOAIKCAH MPeACceaaTeIeM 3aCeIaHus U CEKpeTapeM
3aceIaHus;

- mporokon HampaBieH B neno Ne 01-07 corpymauneit
KaHLeIsIpun HHCTUTyTa TuMommHoi 12.10.2021.

Caenatp BBIIMCKY IIyHKTa 2 W3 IPOTOKONA. Beimucky
3aBepuia cexkperaps Jpimuenko O.M. 14 suBaps 2021 roga

Tewma 1.9. UadopmannoHHO-crIpaBoYHbIE JOKYMEHTHI. COCTaB TOKyMEHTAIIUH U TIpaBuia 0(OpMICHHS

Ne 3ananue Koa komnerenuun (4actu)
n/n KOMMeTeHIH U
1 | CocTtaBbTe aKT MPOBEPKU PACXOIOBaHMs BalOTHBIX cpeacts, | OK 1 —-OK 7, OK -9,

WCTIONB3YS CIEAYIOIIIE JaHHbIE:
1) nHaumenoBanus opranuzanuu: 3A0 «Opbutay;

2) akt coctainen 20.11.2021, peructparuonnsiit Ne 5;
3) MecTo cocTaBieHUs MOCKBa;

4) axT yTBEpXKIEH TeHepalbHbIM nupekTopoM 3A0 «Opbuta»
Bacunsessim JI.B. 20.11.2021;

5) BO BBOJHOM YaCTH aKTa yKa3aHO:

- IpOBEpKa NpOBEICHa HAa OCHOBAaHMU IPHKAa3a TE€HEPaJIbHOTO
nupekTopa ot 13.11.2021 Ne 10 «O mpoBeaeHun GpuHAHCOBOTO
KOHTpPOJIA 3a pPacxOJOBaHHUEM CpPEICTB INPU KOMaHAMPOBKAX
padotaukoB 3A0 «Opburtay 3a rpaHuIy;

- aKT COCTaBJI€H KOMHCCHEH B COCTaBe: IIPEICENaTellb —
3aMecTHUTeNlh, TiaBHoro Oyxrantepa Kucenes W.K.; wunensr:
HavanbHUK otaena kagpos Illymos H.IL, ropuckoHcynsT
JlonyxoB M.IO., Oyxrantep Kapauenkos JI.I.;

- MPUCYTCTBOBAJIM: 3aM. | eHepalbHOrO JUpEeKTopa IO
nepconary CmupnoB [.H., pedepeHT reHepanbHOro IupeKTopa
IIpucraBkun C.1.;

5) B KOHCTaTUPYIOLIEH YacTH aKTa yKa3aHo:

- B mepuoz ¢ 17 mo 20 HostOpst 2021 roga KOMHUCCHs TIPOBEpHIIA
cucreMy OQOpMJICHHS  JIOKyMEHTOB 10  HalpaBJICHUIO
pabotaukoB 3A0  «OpbOurta» B  3arpaHKOMaHJHPOBKH,
MOJYYEHUs, PAcXOJIOBaHUS M OTYETOB B KOMAaHIUPOBOYHBIX
pacxojax;

- B XOA€ MpoBepKH Komuccusi ycraHowina: 1. [Ipmkaser o
KOMAaH/JIMPOBKAax HE UMEIOT JOKYMEHTOB-OCHOBAaHUI U HE BCErJa
BU3UPYIOTCS IOPHCKOHCYJIETOM, TJIABHBIM OyXTaiTepoM;

2. Otgen KagpoB MepenaeT KOMUIo IprKa3a 0 KOMaHIMPOBKE B
Oyxranrepuio 3a 1-2 mHS 0 AaTHl BBIE3/la B KOMAHIUPOBKY; 3.
Haumcnenne aBaHCOBBIX CYMM [UIsi BO3MEIIEHHUS PACcXOJOB
BEJETCS ¢ HAPYIICHUEM JICHCTBYIONUX HOPMATHUBOB;
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-  Kommccuss mpemnmaraer  MOATOTOBUTH W YTBEPIUTH
WHcTpykiuio o0 TOpsAIKe MOAYyYEHUS W PacxOJOBaHUS
MTOAOTYETHBIX KOMaHANPOBOYHEBIX CPEICTB;

6) aKT coCTaBJICH B TPEX dK3eMIUIsIpax: 1-i HampaBieH B geiro No
26-05, 2-ii - 1. Oyxranrepy,

3-i — B OT/ICIT KaJIpOB;
7) aKT MOJMKCAH NpeceiaTeNIeM U WICHAMH KOMHCCHUY;

8) c¢ axtom o3nakomsieHsl 20.11.2021 3am. I'enepanbHOro
mupekropa 1o mnepconary CwmmpHoB [.H., pedepent
renepaibHoro aupekropa [Ipucraskun C.U.;

9) akr nHampaBieH B geno Ne 26-05 I'puropsesoir T.IL
21.11.2021.

Tema 1.10. CimyxebHast nepenucka. PasHoBunHocTH M mpaBuia oopmieHus. [lonrotoBka W BeIgaya
BBIIIMCOK U3 JIOKYMEHTOB M KOITHI JJOKYMEHTOB

Ne 3ananue Koa xomnereHuum (4acTu)
n/n KOMIeEeTEeHIIH U
1 | CocraButh ¥ 0GOpPMHTL JOKHBIM 00pazoMm muchbMo U3 OO0 | OK 1 -OK 7, OK -9,

«duzaita-lentp» B 3AO0 «Cdepa» 0o paccMOTpeHUH 3asBKH Ha
Y4acTHe B BHICTABKE UCIONB3YsI CIECAYIOLINE AaHHbBIE!

- OO0 «/luzaitn-Llentp» Haxomutcs mo agpecy: JoHckas yi.,
118, Mocksa, 110002; Ten. (495) 459-56-98; daxc: (495) 459-
5976; E-mail: design@mail.ru

OKIIO 00000000; OI'PH 0000000000000; WMHH/KIIII
0000000000/000000000;

- Hupexkropom OOO «/luzaitH-Llentpy» sBuserca CeMeHOB
Buxrop IlerpoBuy;

- 3A0 «Cdepa» HaxoauTcss mo anpecy: 3eneHas yi., 28,
Mocksa, 115218;

- Hupextopom 3A0 «Cdepa» sBusercs Hosuxo Banentun
HBanoBuy;

- IMucemo ormpasneno B 3A0 «Cdepa» 21 suBaps 2021 r. (ero
peructparmonssiii Ne 63/10-07) B orBer Ha muchMo u3 3A0
«Cdepa» ot 13 suBapst 2021 r. Ne 25/08-15;

- B muceme coobmaercs, uto 3asBka 3A0 «Cdepa» Ha yyacTue
B BECCHHEW BBICTaBKE BBICTABOYHOIO LIEHTpa pacCMOTPEHA H
OTOOPOYHBIM  COBETOM TpPUHATA K HCIOONHeHuto. s
MOArOTOBKU  BbIcTaBOUHOM  skcmo3uuuud  3A0  «Cdepa»
HE0OX0IMMO KOMaHIUPOBAaTh B «JIuzaita-LlenTp»
OTBETCTBEHHOTO HCIIONHUTENS TIO BOIPOCAM yYacTUS B
BBICTaBKE CPOKOM Ha 3 aH4 He no3nHee 03 mapta 2021 r.;

- ITucemo cocraBuna BacuibkoBa Tartbsina IlerpoBHa, ee
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ciry>keOnsbiii Tenedon (495) 459-5130;

- [Tucemo moctynuino B 3A0 «Cdepa» 27 supaps 2021 r., emy
MPUCBOEH peructpanronnsiii Ne 48/08-15;

- Hupextop 3A0 «Cdepa» Hammcall Ha MACHME PE3OTIOIII0 28
saapss 2021 1., B koTtopoit mopyumn KomocoBy AHIpero
Huxkonaepuuy paspaboTath IUTaH OpraHU3aIMOHHO-
TEXHUYECKUX MEpPOTPUSITHH TI0 TOATOTOBKE K BBICTABKE,
BKJIOUasi KOMaHMPOBAHKE JAU3aiiHepa-KOHCYIbTaHTa CBETIOBY
H.B. B «/lm3aita-LleaTtpy, B cpok mo 25.02.2021;

- JlaHHOE MUCHEMO, KaK UCTIIOJHEHHOE, HarpaBiaeHo B aeno Ne 08-
15 corpymuuueii 3A0 «Cdepa» CepreeBoit  Onbrout
AnexkcarnposHoi 06 mapta 2021 1.

2.Kpurtepuu oLleHKH:

Kpurepun

Ornenka

baner

OOyuaromuiicss TIIyOOKO H3y4YHIT
yueOHBIId Marepuan, CBOOOJHO
IMPUMCHACT TIIOJIYYCHHBIC 3HaHHWA
Ha  nOpaktuke. IIpakThueckue
3ajJlaHusl BHITIOJTHACT Oe3 OmMO0K

«OTJIIMYHO»

OOyuaromuiicss  TBEpIO  3HAET
yueOHBIN Mmarepua, ymeer
NPUMEHSATh IIOJIyYCHHbIE 3HAHHUSA
Ha  nOpaktuke. IIpakThueckue
3aJaHUs BBITIOJTHSIET oe3
CYLIECTBEHHBIX OIINOOK.

«XOpOo1Io»

OO0yyvaromuiics 3HAeT JIMIIb
OCHOBHOH MaTepuan,
JTOTIOJTHUTENBHBIX U YTOUYHSFOIIAX
BOITPOCOB MIpernoiaBaTers, B
MPaKTUYIECKUX 3aIaHnsIX
JTOTTYCKAaET OIIMOKH

«KYHAOBJIETBOPHUTEIIBHO»

OO0yuatomuiics UMeeT OT/IEIbHBIC
NpeCTaBIeHUs 00 U3yYeHHOM
Marepuase, He MOXeT MOJHO U
MPaBUIIBHO IPUMEHHUTH €T0 Ha
NPaKTUKE, B IPAKTUIECKUX
3aJaHMSAX JOITyCKAaeT MHOTO
rpyOBIX OIHUOOK

«HCYOOBJICTBOPUTCIIBHO»




KoMnieKT npakTu4ecKuxX JOMAIIHUX 3aJaHUI

o JTMCHMILJINHE «I[OKyMeHTaIII/IOHl-Ioe o0ecrneyeHue YipaBJICHUS»

1. Ilepeyenb KOMIETEHIIUH, IPOBEPSIEMBIX OLIECHOYHBIM CPEICTBOM:

OK 1. [ToHuMaTh CyIHOCTh U COIMATBHYIO 3HAUMMOCTh CBOEH Oymyien npodeccuu, mposBIIsATh
K HEH yCTOMYMBBIN MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTh, BEIOMPATh THUIIOBBIE METOJBI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX d(PPEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpuHuMAaTh perieHus B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTYAIUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh MOUCK U UCHONB30BaHUE HHPOPMAINHU, HEOOX0AUMOH A5l 3P HEKTUBHOTO
BBITIOJTHEHUS PO ECCHOHAIBHBIX 3a/1a4, MPO(eCCHOHAIBHOTO ¥ IMYHOCTHOTO Pa3BUTHSI.

OK 5. Ucnonb3oBath HHGOOPMALIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH B MPO(PECCUOHATBHON
JIeSITCIIbHOCTH.

OK 6. CamocTOsTEIbHO ONPEACIIATH 3aa49H MPOGECCHOHATBHOTO ¥ JINYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHMPOBATH TIOBHINICHUE KBATU(UKAIIHH.

OK 7. OpueHTHpPOBATHCS B YCIOBUAX OCTOSIHHOTO OOHOBJICHUS TEXHOJIOTHH B
pohecCuOHATILHON e TENIbHOCTH.

OK 9. [IposiBIATh HETEPIIUMOCTH K KOPPYIMIIUOHHOMY MTOBEACHHUIO.

[1K 1.1. OcymmecTBisTh paboTy ¢ 3asBICHUSAMH, KaTo0aMH 1 HHBIMH OOpaIlEHUSIMH TPaKIaH U
OpraHu3aIyii, BECTU IpUeM IIOCETUTEINECH B CyIe.

Tema 1.4. CoctaB ¥ odopMIeHHE PEKBU3UTOB OPTraHWU3AIMOHHO-PACTIOPSAUTENHLHBIX JIOKYMEHTOB.
bnanku 1oKkyMeHTOB, TpeOOBaHUs K OPOPMIICHUIO IOKYMEHTOB

Ne 3ananue Kona komnerenuun (4actu)
n/n KOMIIEeTeHIINH
1. CoctaButh 00w OnaHk opraHu3zanmu W OnaHk nucema | OK 1 - OK 7, OK -9,

opraHuvsanuyu  HUCIOJIb3ysd CBOM JAaHHBIE B  YIJIOBOM U
IpoaOJIbHOM HUCIIOJHCHUH.
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Tema 1.6. Opranuzaunonsslie J0KyMeHTbl COCTaB JOKyMEHTALWH U IpaBuiia 0opMIICHHS

Ne 3ananue Koa komnerenuun (4actu)
n/n KOMTETEHIINT
1. CocraBbre [lomoxenue 00 otaene npokymeHrarmonHoro | OK1-OK 7, OK -9,

oOecriedeHus yIpaBJIeHUs, UCTIONIB3Ys CIeYIONIHe JaHHbIE: SE
- HaumeHoBaHue oprannzanui: 3A0 «TexmpoekTy;
- nata 23 mapta 2021 roaa;

- perucTpaunMoHHbIi HOMep: Ne 1/1;




- MCCTO U3JaHU: MOCKBa;

- Ilomoxenue yrBepkaeHo mupekropoM 3A0 «TexmpoekT»
CemenoBeiM B. U.

22 mapra 2021 rona;

- Tekcr [lonoxenus copep kUt ciemyromue pasaens: 1. Oomue
MTOJIOXKCHUS;

2. Henmun u 3amauu otaena JJOVY; 3. @ynkuuu otaena JOVY; 4.
[lpaBa u o6s3anHOCTH oTaena JIOVY; 5. BzaumooTHomeHHS
otnena JIOY ¢ npyrumu CTpyKTYpHBIMU TOPa3ICICHUSIMU;

- TlomoxxeHne mnoOANMKMCAHO 3aBEIYIOIIAM OOIIMM OTICIIOM
HUsanoBem I'.I1.;

- Ilonoxxenue coriaacoBano: 1) ¢ Ha4aNbHUKOM OT/AENA KaJIpoB
[I.C. I'puropseBeiM 16 mapra 2021 r. ; 2) ¢ Ha4aJbHUKOM
topuanyeckoro otaena O.B. Jlanunosoi

19 mapta 2021 r.;

- C IlonoxenueM o3HakoMJIeHBI: 1) HadanbHUK oTaena JJOY
[lerpoa A.B. 24.03.2021; 2) rn. cnenuanuct otaena [JOY
Apxumnosa H.M. 24.03.2021;

3) cnermanuct otnena JJIOY Kpacunosa 1.B. 24.03.2018;

- [Tonoxxenune HanpasieHo B neno Ne 01-08 Tepexooit M.A. 26
mapta 2021 r.

Tema 1.7. PacniopsiiutensHble JOKyMeHTBL. COCTaB JOKYMEHTAIUU B TIpaBuiia 0hOpMIICHHS

Ne 3ananue Kona komnerenuumn (4actu)
n/n KOMIIEeTeHIINH
1. CocTaBuTh TMpHKa3 O CO3JaHMM MOCTOsAHHO neicTBytomiei | OK 1 —OK 7, OK -9,

skcrepTHOM koMuccun 3A0 «KoHcanTHHI»:

- HaMMCHOBAHHC OpraHuU3aluun: 3aKpBITO€ AKIMUOHEPHOC
06IJ_ICCTBO «KOHC&HTI/IHF»;

- nata 14.07.2021; - perucrpannonssiii Homep Ne 21; - MecTo
W3JaHMs IpuKa3a MockBa;

- B KOHCTaTUPYIOIIEH YacTH YKaXHUTe, YTO NPHUKa3 WU3JIAETCS B
LEJSIX YITYYIIeHUsS COXPAaHHOCTH JIOKYMEHTOB, 00Pa3yIONIUXCS B
nesteabHocTH 3A0 «KoHcanTuHDY;,

- pacnopsauTeNbHas YacTb IpPHUKa3a COAEPKUT CIEAYIOLIUE
npeanucanus: 1.  Co3gaTh  MOCTOSIHHO — ACHCTBYIOIIYIO
JKCIIEPTHYIO KOMHUCCHIO B coctaBe: [lpencenarens KoMuccuu —
3aMECTHUTENIb TeHepabHOro ampekTopa MatBeeB A.C.; dieHBI
KoMmMccuM: yrnpasisitomui aenamu Berpos K.H., 3aBegyromas
kaHuemsipueir  Ilerposa  M.II., 3aBegyroomas  apXMBOM
Wpannukosa I1.0., HauanbHUK cekperapuara JlemeHTeeBa Y.1.;
2. Ilpencenarento komuccuu B cpok 10 20.08.2021 mpencraButh
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Ha YTBEpXACHHE IOpa0OTaHHBIH mpoekT IlojokeHus o
MOCTOSIHHOM ~ ACUCTBYIOIIEH  DKCIEPTHOM  KoMuccuu; 3.
Komuccun B cpok 1o 25.08.2021 pa3zpaboTath u npeIcTaBUTh Ha
COTJIaCOBAaHUE  3aMECTUTEII0  TEHEPAIbHOTO  JUPEKTOpa
MockButuny [.II. mnaH BHEOYEPEAHBIX MEPONPUITHH MO
MIPOBEJICHHUIO AKCIEPTU3bI IIEHHOCTH TOKYMEHTOB OOIIeCTBa; 4.
KonTpons 3a HCHOJHEHMEM  IIpUKa3a  BO3JOXHUTH  Ha
3amecturenis nupektopa Mocksuna I'.I1

- MpUKa3 TOANMHUCAH TEHEPAIBHBIM  TUPEKTOPOM
KpacunbsHukoBbEIM AsiekceeM AJIEKCeeBUYEM;

- MpHKa3 COrJacoBaH C IOPUCKOHCYIbTOM AJIbTOBBIM
Muxaunom BukropoBmuem 10.07.2018 wu HaJaIbHHKOM
OpraHWU3aIMOHHOTO  OTHAewa CuUMKUHBEIM  AHIpeeM
Bagumosnuem 11.07.2021;

- C TMpPHKA30M O3HAKOMIJICH: 3aMECTUTENlhb TIeHEepalbHOro
nupexropa MatseeB A.C. 13.07.2021;

- TeKcT npukasa coctaBuwia Kanyruna Haranes AnapeeBHa, ee
ciry>keOHblIii TenedoH (495) 4321-8612;

- mpuka3 HampasieH B Aeno Ne 05-04 cekperapem CKBOPIIOBOM
N.E. 14.07.2021.

2. Cpenare Boimucky 1. 1 w3 Ilpukaza. Beimmcky 3aBepuia
cekpetaps Bunorpagosa T.b. 15.07.2021.

Tema 1.8. JlokyMEHTHpOBaHHE KOJUIETHANbHON nearenbHOCTH COCTaB JOKYMEHTAllMd W IIpaBHIIa

odopmiteHUS

Ne 3ananue Koa xomnerenumn (4acTu)
n/n KOMMETEeHIINN
1. CocTtaBbTe TPOTOKOJ TpoW3BoAcTBeHHOro copemanus y | OK1—-OK 7, OK -9,

reepaibHoro  gupektopa 3A0  «UHopmTexHOIOrHNY,
pacnoJioKeHHOro B r. MockBa.

Jlata  mpoBeneHHMS ~ NPOM3BOJICTBEHHOTO  COBEIIAHHS
06.11.2021, mpoToko: 3apeructpuponan moga Ne 11.

Ha npoun3BoicTBEHHOM COBEIIAHUM MIPEACEaaTeNeM SIBISIICS
rerepaibHblid aupekrop 3A0 «UudopmrexHoaorum» CojaoBbEB
AIl, mnporokon Bema cekperapp Iluckynosa C.B., Ha
MIPOM3BOACTBEHHOM COBEUIAHMH IPHUCYTCTBOBAIM: HaudalbHHUK
OT[eNa TMPOW3BOACTBA HMH(MOPMAIMOHHBIX cHucTeM JIuBaHOB
C.H., HavanpHHUK IJIaHOBO-3KOHOMHYECcKoro otaema Opiosa
C.O., rnaBupiii Texnonor Hazapos C.C., HadampHUK OTHAENA
MapketuHra Abpamos O.B.

Ha mnpousBojacTBeHHOE coBellaHWe OBbUTH TMPHUIIIANICHBI
rnaBHBIN Oyxrantep BoiitoB [I.A., HaYaJIbHUK IOPHIMYECKOTO
ornena Tuxonos IT.H.

Ha oOcyxnenne Obutn  BbiHeceHBI Bompockl: 1. OO0
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OpPraHM3alliy  TPOU3BOJCTBCHHON  AEATEIBHOCTH  OTHEJa
nHpOpMaUMOHHBIX cucTteM (Jlokiman HavanbHUKA —OTHENa
npou3BoAcTBa MH(popManmoHHsix cucteM Jlueanosa C.U.; 2. O
BBEJICHUHU CHCTEMBI CKAJIOK Ha LIEHbl MH(POPMALMOHHBIX CUCTEM
MO JIEJIONPOM3BOJICTBY M AapXMBHOMY Jely s Y4eOHBIX
3aBeIeHUH (JOKIa[ HAYaIbHUKA IUIAHOBO-5KOHOMHYECKOTO
otaena Opnosoit C.0.).

[lo mepBoMy Bompocy CcCHymiaid HavyaJlbHUKA OTACTA
MPOM3BOACTBA HMHPOPMAMOHHBIX cucteM JluBanmoBa C.H.,
KOTOPBI  TMPEACTABWJI  TPEAJIONKCHUS 10  YIyYIICHUIO
TEXHUYECKOro O00ecrieueHHs OTHeNa; IO BTOPOMY BOIPOCY
CIyllald  HayallbHUKAa  IUIAHOBO-9KOHOMHYECKOTO  OTJela
OpinoBy C.O., koTOpas MpeaaoKuia BBECTH CUCTEMY CKUIOK Ha
LEHbl  WH(POPMAIMOHHBIX CHCTEM II0 JCIONPOU3BOJCTBY H
apXUBHOMY JIEJTy JUIsl YIeOHBIX 3aBEICHUI.

Ilo mepBoMy BONPOCY BBICTYNWJI IJIABHBIA TEXHOJIOT
Hazapos C.C. ¢ noaaep:xkoi mpenigoxeHusi HayaJlbHUKa OT/Aea
Mpou3BOJCTBa MH(pOpMannoHHBIX cucTeM JluBanosa C.U.; mo
BTOPOMY BOIIPOCY BBICTYNMJI HayaJbHUK OTIEJIa MapKETHHIa
AbpamoB O.B. c ambTepHAaTUBHBIM IPENJIOKEHHE IO BOMPOCY
BBEJICHUSI CUCTEMBI CKHJIOK Ha IIeHbl HH()OPMAIIMOHHBIX CUCTEM
[0 JEJIOTNPOM3BOJCTBY M AapXMBHOMY Jely Il Y4eOHBIX
3aBEACHUI.

I[lo mepBoMy BOMPOCY TIOCTAHOBHIIM: HAYAIBHUKY
OTJieNa TPOM3BOJACTBA HMH(POPMANMOHHBIX cHUcTeM JInBaHOBY
C.HU. mnpousBecTH 3aKymKy 5 KOMIBIOTCPOB HEOOXOIUMOM
KOHQUTYpaluu Uil OTIACTH MPOM3BOJACTBa MH(POPMAIIMOHHBIX
cucteM B cpok 110 27.11.2021 u oOecnieuuTh UX paliMOHAILHOES
WCIIONIb30BAaHUE MEXIY CIEMHAIMCTaMH OTAeNa; M0 BTOPOMY
BOIPOCY MOCTAaHOBWJIM: HAYaJIbHHUKY IJIAHOBO-3KOHOMHYECKOTO
oraena Opnosoit C.U. pazpabotaTh CUCTEMY CKHJIOK Ha LIEHBI
MH(OPMAITMOHHBIX CUCTEM TIO JIEJIOMPOU3BOICTBY U ApXUBHOMY
Jeny Ui y4eOHBIX 3aBEACHHN C YYETOM allbTepHATHBHBIX
MIpEeJIOKCHUN HadanbHUKa oT/iea MapkeTrara A6pamosa O.B.

HpOTOKOJ'I noAmnucaH mnpeacenaTresieM H CCKpETapeM
IIPOU3BOJACTBEHHOI'O COBCIIIAHUA.

C [poTOKOJIIOM O3HAKOMIIEH 3aMECTUTENb TI'€HEPaTbHOIO
mupektopa 3A0 «Mudopmrexnonorun» ['puropses K.IL
07.11.2021.

[Iporokon HampaBnen B gemo Ne 06-09 cexperapem
Iuckynosoit C.B. 08.11.2021.

Tema 1.9. UndopmanimonHo-cipaBOYHbIE JOKYMEHTBI. COCTaB JOKYMEHTAIMU U PaBuiia 1 0QOpMIICHNUS

Ne 3ananue Kona komnerenuuu (4acTu)
n/n KOMIIETEHIIMH

1 | CocraBbTe aKT NPOBEPKH PAacXOIOBaHHs BaMOTHBIX cpeacts, | OK 1 —OK 7, OK -9,




WCIIONIB3YSl CIAEAYIOUINE JaHHBIE:
1) nHanmenoBanus opranuzauuu: 3A0 «OpOutay,

2) akt cocrasien 20.11.2021, perucrparuonnsIit Ne 5;
3) MecTo cocTaBiieHNs MOCKBa;

4) axT yTBEep)KIEH TeHepalbHbIM TupekTopoM 3A0 «OpOuta»
Bacunsessim JI.B. 20.11.2021;

5) BO BBOJHOHM YacTH aKTa yKa3aHo:

- TIpOBepKa MpOBE/icHa HA OCHOBAaHHW IPHKa3a TeHEepalbHOTO
mupekropa oT 13.11.2021 Ne 10 «O mpoBeneHnn (pUHAHCOBOTO
KOHTpPOJIS 3a pPAacXOJ0BaHUEM CPEJICTB ITPU KOMAaHIMPOBKAX
pabotankoB 3A0 «Opbutay 3a rpaHHILy;

- aKT COCTaBJI€H KOMMCCHEH B COCTaBe: IIpeACceNaTellb —
3aMecTuTeNs TiaBHoro Oyxrantepa Kucenes W.K.; wunensr:
HavanbHUK otaena kaxpos Ilymos H.IL, ropuckoHcynsT
JlomyxoB MLIO., 6yxrantep Kapauenkos JI.W.;

- MPUCYTCTBOBAJM: 3aM. [ eHepalbHOro JUpEeKTopa IO
nepconairy CmupHoB [.H., pedepeHT reHepanbHOro IUpEKTOpa
IIpucraBkun C.1.;

5) B KOHCTATUPYIOIIECH YaCTH aKTa YKa3aHo:

- B meprox ¢ 17 mo 20 HosOps 2021 roma kKoMUCCHS TIpOBepUiIa
cucreMy OQOpMJICHHS  JOKYMEHTOB IO  HalpaBJICHUIO
paboraukoB 3A0  «OpbOurta» B  3arpaHKOMaHIHPOBKH,
MOJIy4eHHs, PACXOJOBAaHHS M OTYETOB B KOMAHIMPOBOYHBIX
pacxojax;

- B XOZ€ MpoBepkH Komuccusi ycraHoBwna: 1. [Ipukassr o
KOMaHAMPOBKaX HE UMEIOT TOKYMEHTOB-OCHOBAHUHN U HE BCETa
BUBUPYIOTCS IOPUCKOHCYJIBTOM, IJIABHBIM OyXTalTepoM;

2. Otnen KagpoB MepenaeT KOMUIo IprKa3a 0 KOMaHIUPOBKE B
Oyxrantepuro 3a 1-2 JIHS 70 JaThl BbIe3la B KOMaHIUPOBKY; 3.
Hauncnenne aBaHCOBBIX CyMM [IJisi BO3MEIICHHS PacXojOB
BEJIETCS C HAPYIICHUEM JICHCTBYIONUX HOPMATHBOB;

- Komuccus npeaiaract IIOATOTOBUTH n YTBEPAUTH
I/IHCTPYKLII/IIO 0 TOpsAAKEe IOJYYCHUA U PaCXOAOBaHHUA
MMOAOTUCTHBIX KOMaHAUPOBOYHELIX CPEACTB,

6) aKT COCTaBIJIEH B TpeX dK3eMIUIsipax: 1-it HampasiieH B neio Ne
26-05, 2-ii - ri1. Oyxranrepy,

3-i1 — B OTIEI KaApOB;
7) aKT NOANMCAH MpeacesaTeNIeM 1 WieHaMH KOMUCCHHY;

8) c¢ axrtom o3HakomsieHsl 20.11.2021 3am. ['enepanbHOrO
mupekTopa 1o mepcoHawry CmupaoB [.H., pedepent
re”HepaibHoro nupekropa Ilpucraskun C.U.;

9) akT HampaBieH B JeNI0 ClieluanucToM KaHuemsipuua Ne 26-05
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I'puropsesoii T.I1. 21.11.2021.

Tema 1.10. Cimyxxebnas mepenucka. PasHoBunHoctd u mpaBuina odopmienus. [loarotoBka m Belgaya
BBINMCOK U3 JOKYMEHTOB M KON JOKYMEHTOB

Ne 3ananue Koa komnerenuun (4actu)
n/n KOMIIeTeHLIMH
1 | 3apanme. CoctaButh W o¢opMuTh mnuckMo Ha ocHoBanuu | OK 1 —OK 7, OK -9,

CIIETYIOIINX JaHHBIX:

- 13 xommmaann 3A0 «9nekrponnka-Cepsucy B OO0 «Opuon»
MOCTYITUIIO MUCHMO O pa3MEICHUN HAPYKHOM PEeKIIaMBbl.

- Anpec 3A0 «Dnexrponmka-CepBuc»: MockBa, yiI.
Vxromckas, 1. 14, uagexc 21406;

- HUcxopsmmii Homep mucema: 09-07/110; Jlata ormpasku: 04
asrycra 2021 r.;

- cmopaBouHble JaHHble 3A0 «3OnekTpoHuka-CepBUC»: TeN.
(495)486-6693, dakc (495) 486-6648, ampec >IEKTPOHHOU
noutel:  electservise@mail.ru, OKIIO 03487655, OI'PH
10876575548628, UHH/KIIII 7707654535/770786508;

- CozmeprkaHye MUCbMa: B OTBET Ha NMPEAJI0KEHUE, TOCTYIHUBIICE
u3 OO0 «Opuon» (mucemo oT 14 utons 2021 r. Ne 220/01-04),
komnanusi 3A0 «DnexTponuka-CepBUC» c000IIAaeT O CBOCH
3aMHTEPECOBAaHHOCTH B pa3MEIIeHHWH CBETOBOI YCTaHOBKM Ha
Kphllie goma 1o aapecy: CMoseHcKas 1., 4.5 ¥ 0 TOTOBHOCTH
MOAIMCATH JOTOBOP O COTPYIHUYECTBE;

- Ilucemo azapecoBano I'enepanmpHOMY mupekTopy OOO
«Opuon» Konocosy Ceprero IBanoBuuy;

- K jmanHOMY mHChMY Ipuiaraercsi MpoekT J0ToBOpa Ha JIBYX
CTpaHMLAX B IBYX 3K3EMIUIIPaXx;

- Ilucemo moamucano mgupektopoM 3A0 «DIEeKTpOHUKA-
Cepsuc» CrenanoseiM Tumypom I'eopruesudeM;

- Texct mmcema coctaBun I[lloxoB Iletp IlerpoBuu (ero
ciryxeOHbIi TenedoH (495) 486-6954,

- mucbMo OwuT0 morydeHo B OO0 «Opuony» 11 aBrycra 2021 r.;
- BXoJsAIIMi HoMep nuchma: 151/02-04;

- O3HaKOMHUBHIMCH ¢ mHcbMOM, nupektop OOO «Opuon» 14
asrycta 2021 r. pmam pacmnopspbkeHHE CBOEMY 3aMECTUTEIO
[erpory I1.C. 00CyauTh yCIOBHS TOTOBOpA C HOPUCKOHCYIHTOM
U TTIaBHBIM OyXTalITepOM U JOJIOKHUTh O pe3yJbTaTax B CPOK A0
25 asrycra 2021 r;

- JaHHOE MUCBhMO, KaK HCIIOJTHEHHOE, HampasiieHo B feno Ne 06-
10 corpyanuneit OOO «Opuon» HoukoBoit TarbsHOl
[lerpoBHoii 28 aBrycra 2021 r.
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2.Kpurepnuu olleHKH:

Kputepuu

Orenka

baner

OOyuatomuiicss TIIyOOKO HM3Y4HII
yueOHBIId  Marepuan, CBOOOIHO
NPUMEHSIET MOJTy4YCHHbIC 3HAHUS Ha
npakTuke. [IpakTudeckue 3amaHus
BBITIONTHSET Oe3 OmmnOoK

«OTJIIMYHO»

3

OOyuaromuiicss  TBEpAO  3HAET
yaeOHBIN MaTepuan, yMeeT
NPUMEHSTH TTOJTydeHHbIC 3HAHNS Ha
npakTuke. [IpakTuueckne 3amaHus
BBIMIOJIHACT 0€3  CyIIeCTBEHHBIX
OLINOOK.

«XOpOTIIO»

OO0yyvaromuiics 3HaeT  JIMIIb
OCHOBHOM MaTepuail,
JOMOJTHUTENBHBIX M YTOUYHSIOLINX
BOIIPOCOB  IIpemojaBarens, B
MMPAKTHYCCKUX 3alaHUuAX
JTOTTYCKAET OMIMOKH

«YZOBJIETBOPUTEIILHO

OO0y4JaroIUics UMEET OTICIIbHBIC
npeCcTaBIeHUs 00 U3yYCHHOM
Marepuase, He MOXKeT MOJIHO U
NpPaBHJIBHO NPUMEHHUTH €r0 Ha
HPaKTHKE, B TIPAKTHIECKUX
3aJaHUsIX JOMYCKaeT MHOTO
rpyOBIX OIIUOOK

«HEYOOBJICTBOPUTECIBHO»




