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1 Henu u 3a3a4M y4eOHOH AUCHUILIMHBI

Ienvro nuctuminHbl «J{OKyMEHTAIIHOHHOE OOecTieueHUe YIpaBIeHUs» SBISIETCS (HOPMUPOBAHHE
y o0yyaromuxcs 3HaHUH 0 Mpoliecce CO3AaHUs U IBM)KEHUS JOKYMEHTOB B OpraHM3alusx, HOPMAaTUBHO-
METOMUYECKON 0a3bl JENONPOU3BOACTBA, JOKYMEHTOBEIYECKONH TEPMHHOJIOTHH, SI3BIKE CIYKeOHOTO 10-
KyMEHTa, TEXHOJOIHAX pabOThl C JOKYMEHTaMH, a TaKKe METOJUKOW MX O(pOpPMIICHHS, COCTaBJICHU,
MIPaBKU U PEIAKTUPOBAHHUS.

OcHoBHBbIE 337]a41 Kypca:

- U3y4YEHUE COJAEPKAHMS HOPMATUBHBIX IIPABOBBIX AKTOB U METOAMYECKUX JOKYMEHTOB, pe-
[JIAaMEHTUPYIOLIMX BOIPOCHI CO3aHMsI TOKYMEHTOB U pabOThl C HUMU;

- u3yuyeHue TpeOOBaHUS K  COCTaBICHHUIO U
pacropsIAUTEIbHON JOKYMEHTALINHY;

- U3y4YEeHHUE 00€CIIeUEHMs pallMOHAIBHOTO HCIIOIb30BaHMsI IOKYMEHTOB B JIEJIOBOM IIPAKTHKE
HIPEAIPUATHS;

- U3y4YeHUe MpOLEAYp OpraHU3aluu XPAaHEHUS NOKYMEHTOB, BKIIIOYAs UX HAJUICKALLYIO
IIOITOTOBKY K II€peJaue Ha apXMBHOE XPAaHEHUE B rOCYJapCTBEHHBIM MM BEIOMCTBEHHbIN (110 MpUHAJ-

O(pOpPMIICHHIO  OpraHU3alMOHHO-

JICKHOCTH MPEATIPUSATHS) apXUB.

2 Tp660BaHI/Iﬂ K pe3yJibTaTaM OCBOCHUA TUCHHUIIIMHDbI

[pornecc n3ydeHus: TUCIUILUIMHBI HANIPABJICH Ha (OPMHUPOBAHUE CIICTYFOLIIX KOMITCTCHITHIA:
IIK - 5 C1ocoOHOCTh OCYIIECTBIIATH JACIOMPOU3BOICTBO U JJOKYMEHTOOOOPOT B TyPUCTCKOM Iesi-

TCJIBbHOCTH.

[Tnanupyemblie pe3ynbTaThl 00yUeHHs NPU W3yYEHUH JUCIHILIMHBI, COOTHECEHHbIE C IUIaHHpYe-
MBIMHU pe3yJIbTaTaMHU OCBOCHMs 00pa30BaTEIIbHONW POTrpaMMBbl, IPECTABICHbI B TAOIULIE.

Tabnuua — [Inanupyemble pe3yabTaTel 00y4YeHUs IPH U3yYEHUH AMCLUIIIMHBL, COOTHECEHHBIE C IJIaHUpY-
€MBIMH PE3yJIbTaTaMU OCBOEHHsI 00pa30BaTeIbHON IPOrPaMMBbI

Kon [Tnanupyemsie pesynbra- | Koq u  HammenoBanue | [Tnanupyemsiii pedyiabrat oOydenust | Kop moka-
KOMITETEHIIMM | TbI OCBOCHHUS 00pa30Ba- | MHAMKATOPA JOCTHXKEHHS IO AUCIUTUINHE 3arens
TEJEHOHN MPOTPaMMBbl YHUBEPCAJILHOM  KOMITe- OCBOCHUS
TEHIIUH
IK-5 BllaZicHHe HaBbIkaMu aHa- | U/-2nk-6: 3HaeT TexHO- | 3HATH:
mu3a  wHQOpMAmMM O | JIOTMH, METOABI M METO- | — HopMaTHBHEIE nokymeHtsl mo | 3(IIK-5)1
(GYHKIMOHHPOBAaHWH CH- | IUKM TIPOBENCHHSA aHA- | CTAHAAPTHU3ALMM B OOJNACTH JeJo-
CTEMBl BHYTPEHHETO MO- | TM33a U CHCTEMATU3AlMH | IPOM3BOACTBA, ICHCTBYIOIIME HA
KyMEHTO000pOTa OpraHu- | JIOKyMeHTOB M HH(Op- | Teppuropun Poccuiickoit ®enepa-
3alMd, BBEIEHHE 0a3 | MaluH. LINN;
AaHHbIX 10 pasnudHbiM | MJ[-3nike: 3HAET OCHOBBI | — cHCTEMBI JOKYMEHTAIlUH, Tpe- 3(I1K-5)2
nokKasareisiM H (l)OpMI/I- JIOKyMeHTOO60p0Ta U | QoBaHUS K COCTABJICHUIO U o(bopM-
poBaHUE I/IHCl)OpMaLII/IOH- JOKYMCHTAIIMOHHOT' O JICHUIO JOKYMEHTOB, COBPEMEHHBIE
HOT'O obecneuenus | oOecreueHusl. CIIOCOOBI M TEXHHKY CO3JaHMS JIO-
y4acTHUKOB opranusauu- | UJl-4ni.e: YMeeT opra- | kymeHTos;
OHHBIX TIPOEKTOB. HU30BaTh XPAHCHHE NO- | — OpraHW3alii0  JOKYMEHTO0GO-
KyMEHTOB B COOTBET- | pora Ha NPEANPUSITHH 3(IIK-5)3
CTBHM C TPEOOBAHUAMH | _ pepedcHb M CTPYKTYpY OpPTraHH-
3aKoHOMaTenbeTBa  Poc- | sapyonnpx u pacnopsaurenshpix | SUTK-5)4
cuiickoit ®exepauuu u JIOKYMCHTOB.
JIOKAIbHBIMH aKTaMH | yyrory-
OpTaHH3ALH. — paspabatsiBaTh mpoexThl ympas- | Y(IIK-5)1
W/1-Smie: YMeECT BECTH | jonyeckoii JIOKyMEHTAINH;
yaer WM perHCIpatMio | _ - ouanysupoBaTh M BHEAPATH
JOKYMEHTOB B HH(Op- YIPaBICHYECKYIO JOKYMEHTAIIHIO; Y(IIK-5)2
MalMOHHBIX CHUCTEMaX H
— ONTUMH3HPOBATH  JIOKYMEHTO-
Ha MaTEepPUATbHBIX HOCH- 06OpOT HA IPEIPHATHE, V(IIK-5)3
TEJIsIX.
— aHaJIM3MpoBaTh MH(POPMAIHIO O




Kon [Tnmanupyemsie pesynsta- | Kom u nHanmenoBanue | [Imanupyemsiit pesynsrat o0ydenns | Kox moka-

KOMIICTEHIINH | THI OCBOCHUS 00pa3oBa- | MHIMKATOPA JOCTIKEHUS 10 JUCIUTUINHE 3arens
TEJIbHOW MPOrpaMMBbl YHUBEPCAJIBHOM KOMIle- OCBOEHUSA
TCHIUU
UJ1-6rics: YMeer BecTH | (GyHKIMOHMPOBAHHUU cuctemsl | Y(ITK-5)4
JICJIOBYIO MIEPEIHCKY. BHYTPEHHETr0  JIOKYMEHTO00OpOTa
OpraHu3allH,

— BecTH 6asbl JanHbIX 10 pasmmu- | Y(IIK-5)5
HBIM MIOKA3aTeIIsIM.

Baagern:

— HaBBIKAMH  JIOKYMEHTAIBFHOTO
oopMIICHHS pEIICHU B yIpaBie-
HUU  ONEpaloHHOH  (TPOM3BOJ-
CTBeHHOI) aesTensHocTH opranu- | B(IIK-5)1
3aIui;

— HaBBIKAMH aHanmW3a WHpOpMa-
oMM O (YHKIMOHMPOBAHUHM CHUCTe-
Mbl BHYTPEHHETO JIOKYMEHTO000PO- B(IIK-5)2
Ta OpraHu3allky;

— BelmeHHWs 0a3 MaHHBIX IO pas-
JIUYHBIM TTOKa3aTesIM u (HOpMUpO- B(IIK-5)3
BaHUs HWHGOPMAIIMOHHOTO obecte-
YeHHWs YYaCTHUKOB OpPTaHM3alHOH-
HBIX IPOCKTOB;

— HaBBIKAMH IOATOTOBKH OpraHu- B(HK_5)4
3allHOHHBIX W PaCHOPAOUTEIBHBIX
JOKYMEHTOB.

3 MecTo THCHMIIJIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMbl

VYuebnas aucuumiuHa «/O0Y» dopmupyercss yyacTHuKaMu 00pa30BaTENbHBIX OTHOIIEHUI B
CTPYKTYpE OCHOBHOM 00pa30BaTEIHLHOM MPOTPAMMBI, €€ U3yueHne 0a3upyeTcs Ha 3HAHUU COBOKYITHOCTH
TaKUX AMCLMILUINH, KaKk «DKOHOMHUKa», «Pycckuii A3BIK M KyJIbTypa peum», «Teopus MEHEIKMEHTa»,
«Pa3paboTka yrpaBieHUECKUX PELICHUI» Jp.

3HaHus, YMEHUS M HaBBIKHU, ITOJIyUYE€HHBIE OOYYaIOUIMMHUCS B XOJI€ M3yUEHUs Kypca JAUCIUILIUNHBI,
MOTYT OBITh UCIIOJIL30BAHBI JIJIsl IPOXOXKACHUS MPEAIUIIIIOMHON MPAaKTHKH, a TAKKe JIJIsl OJITOTOBKU BbI-
MyCKHOM KBaJIN(UKAITUOHHON PaOOTHI.




4 Copep:xaHue TMCUHUIIHHDI

4.1 Temamuueckuii nnan oucyuniunsl (04HOU opmul 0Oyuenus)

KonTakTHasn
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Tema 1 «OCHOBHBIE TOHATHUS U OMPEACIICHUS
Huckyccus,
JOKYMEHTAIIHOHHOTO OOeCTieueHus yIpaBJie- 6 4 4 2 oot
HUSD JICKLHUS
Tema 2 «JlokyMeHTaMOHHOE oOecrieueHe
Hloky H 6 4 4 2 Omnpoc
JIeJIOBOTO OOLIEHUS»
Tema 3 «DopmyIsap-o0paszer oOpranu3aIuoH- Tiekyce
n us
HO-PacIopsIUTEILHOTO JoKyMeHTa. O01ue 6 4 4 2 TgCT ’
CBEICHHUS O PEKBU3HUTAX»
Tema 4 «CucreMatuzanys 1 XpaHeHHE YIIPaB- 6 4 4 5 IMpakTudeckoe
JICHYECKUX JJOKYMEHTOB» 3aHATHE
Tema 5 «IlpaBuna odopmiieHus OJIAHKOB J10- 6 4 4 2 Huckyccus,
KYMEHTOBY» TeCT
Tema 6 «CocraBnenue u opopmIIeHIE THCEM» 6 4 4 5 | Mpaxruyeckoe
3aHATHEC
Tema 7 «IIpaBuia oopMIICHUST OCHOBHBIX Tuckyee
HCKYCCHS,
BHUJIOB OPIaHU3ALIMOHHO-PACIIOPSAUTEIbHBIX 4 2 2 2 Tg;T
JIOKYMEHTOB»
Tema 8 «OdopmieHne opranu3aoHHO- 4 2 2 5 | TpakTiaeckoe
pPacCTIOPSIINTENEHON TOKYMEHTAIAI 3aHATHE
Tema 9 «IIpaBuna oopmIiteHNsSI OCHOBHBIX 1
HNCKYyCCHUA
BUJIOB CIIPaBOYHO-UH(POPMALTMOHHBIX JOKY- 4 2 2 2 Te};T ’
MEHTOBY»
Tema 10 «CocraBienue u oopMIICHIE HH- 4 ) 5 5 IMpakTuveckoe
(hopMalMOHHO-CIPABOYHOMN JOKYMEHTALUN 3aHATHE
Tema 11 «Opranuzauus JOKyMEHTOOOOpOTa 4 2 2 2 Huckyccns,
Ha IPEANPHUATHIX) TECT
Tewma 12 «OdopmieHre JOKyMEHTOB IO JIF4- 4 ) 5 5 | Mpaxrueckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanu3 cocTosiHUEe JOKYMEHT0000-
JlOKy 6 2 2 4 Huckyccust
pOTa Ha MPEATIPHUITHI
Tema 14 ®opmupoBanue 6a3 MaHHBIX W aHa- Omnpoc, npax-
JIU3 IOKyMEHT0000pOoTa 6 2 2 4 | Ttnueckoe 3a-
HATHUEC
JuddepenumpoBannslii 3auer
Beero | 7212 40 | 20 | 20 32




4.1 Temamuueckuii naan OucyunIuHbl (04HO-3A04HOI hopmbl 00yUeHUs)
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Tema 1 «OcHOBHBIE NOHATUS U OIpENEIEeHUs
Huckyccusl,
JOKYMEHTAllMOHHOTO O0ecleueH sl yIpaBJe- 4 2 2 2 oot
HUSI» JICKLUST
Tema 2 «JlokyMeHTallMOHHOE o0ecieueHue
Jloky H 4 2 2 2 Ompoc
JI€TI0BOTO OOIIEHHS
Tema 3 «Dopmysip-o6paser] opraHu3anioH- 1
HCKYCCHA,
HO-paCIOpsSAUTEIBLHOTO ToKyMeHTa. O0mie 4 2 2 2 TgCT
CBEJICHHUS O PEKBU3HUTAX»
Tema 4 «Cuctemarnsanys U XpaHeHUE YIIpaB- 4 2 2 5 IMpaktuveckoe
JICHYECKUX JOKYMEHTOBY 3aHsTHE
Tema 5 «IIpaBuna oopmieHus 6J1aHKOB 10- 4 5 2 5 Huckyceus,
KYMEHTOBY TECT
Tema 6 «CocraBienue u ohopMIICHHE TTHCEM» 4 2 9 2 IpakTuyeckoe
3aHATHC
Tema 7 «IIpaBumna ohopmiieHHsI OCHOBHBIX 1
HNCKYyCCHUA
BHJIOB OpTaHU3AIMOHHO-PACIIOPSIUTEITEHBIX 6 2 2 4 TgCT ’
JIOKYMEHTOBY
Tema 8 «OdopmiieHre oprann3aluoHHO- 6 2 2 4 IpakTHdeckoe
PacHOPSIAUTENBHON TOKYMEHTAIMH» 3aHsTHE
Tema 9 «llpaBuna odopMiIeHNS OCHOBHBIX I —
HCKYCCHS,
BHJIOB CITPaBOYHO-MH(POPMAIIMOHHBIX JOKY- 6 2 2 4 Te};T
MEHTOB»
Tema 10 «CoctaBnenne u oQpopmMiIeHUE HH- 6 5 2 4 IMpaktuaeckoe
(hopMaImoOHHO-CITPABOYHON TOKYMEHTAITUN 3aHATHE
Tema 11 «Opranuzammsi TOKyMEHTOOOOpOTa 6 2 2 4 Huckyccwusl,
Ha MPEIIPUATHIX» TECT
Tema 12 «Odopmienre JOKyMEHTOB 1O JIN4- 6 5 2 4 IMpaktuaeckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanu3 cocTosHUE JOKYMEHT0000-
AOKY 6 2 2 4 Juckyccust
poTa Ha NPEANPUATHI
Tema 14 dopmupoBanue 0a3 AaHHBIX U aHa- Omnpoc, npax-
U3 IOKyMEHTO000poTa 6 2 2 4 | Ttnueckoe 3a-
HATHE
JuddepenupoBaHHblil 3a4eT
Bceero 72/2 28 14 14 44




4.2 Cooepircanue oucyuniunol

Tema 1 «OcHOBHBbIC TIOHATHS M ONpelde/ileHUs [OKYMEHTAIMOHHOIO o0ecne4yeHus
ylpaBJieHUs»
Jlexyus

JIOKYMEHT U CUCTEMbI TOKyMEHTalUU. 3HAY€HUE COBPEMEHHOT0 JIOKYMEHTHUPOBAHUS B YIIPABIIECH-
yeckoi aearenbHocTH. HopMmaTuBHO-TIpaBoBas 6a3a periaMeHTHPYOMas AeI0Npor3BOACTBO. DyHKIUU
NokyMeHTOB. Enunas rocynapcrBenHas cucrema jaenonpousBojactsa (EI'CJl). YuuduuupoBanusie cu-
crembl fokymenTaimu (YCJ). Knaccudukaus 10KyMeHTOB. YIIpaBiIeHUECKas JOKyMEHTaIus: TpeOoBa-
HUS K COCTABJICHHIO U OPOPMIICHUIO.

OcnosHvle noHamus membvl: TOKYMEHT, (YHKIIUU JOKYMEHTOB, KJIacCU()UKaLUsA JOKYMEHTOB, Je-
JIOIPOU3BOJICTBO, TOKYMEHTHUPOBAHUE, TOKYMEHTO0000POT, (hopMyJisip, 6J1aHK, HOMEHKIIATYPa.

Bonpocwvl ona camoxonmpona:

1. Kakum HOpMaTHUBHBIM JOKYMEHTOM PETJIAMEHTHPYIOTCSI OCHOBHBIE TEPMHUHBI B 00JIACTH JIEJI0-
MPOU3BOCTBA?

2. Uto BKITIOYAET B CEOS OHITHE «TOKYMEHT»?

3. Kakue s13bIkH ¥ C1TIOCOOBI JOKYMEHTUPOBAHUS B 3HaeTe?

4. HazoBute coBpeMeHHbIE BU/IbI HOCUTENECH HHDOPMAIIIH.

5. Kakum 3aKOHOM yCTaHABIMBAETCS IPABOBOM PEKUM CO3/IaHUS, XPAHEHUS U UCIIOJIb30BaHUS
MH(POPMAITMOHHBIX PECYPCOB?

6. UeM oTnuvaeTcs JOKYMEHT JIMYHOTO MPOUCXOKACHUS OT O(UIIUATBHOTO JOKYMEHTa?

7. Yto 00ycnaBIuBaeT IOPUINIECKYIO CUITYy O(DHUIIMATIBHOTO TOKyMeHTa?

8. Uto moHMMaeTcs 1Mo moau(yHKIIMOHATEHOCTBIO IOKyMeHTa?

9. HazoBuTe OCHOBHBIE OJIOKH (TpyYTITe) GYHKIUN TOKyMEHTa. UYeM XapaKTepHu3yeTcsl KayKIabIi
010K?

10. Kak mensieTcst neiictBrue GyHKINN BO BpeMEHU?

11. KakoBbl OCHOBHBIE 1EJTH YHU(PHUKAIIUNA JTOKYMEHTOB?

12. Yto yuuThIBa€TCS MPH MPOBEIACHUN YHUDUKAIINH JOKYMEHTOB?

13. Uto moHMMaeTcs o1 CUCTEMOM JOKyMEHTAIuu?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTALIUU?

15. Yro npencraBisieT co00M CTaHIAPT M KaKKe BUABI CTAHIAPTOB MPUMEHSIOTCS B Hallleh
cTpane?

16. YTo BXOIUT B KOMILIEKC HOPMAaTUBHBIX JOKYMEHTOB 110 CTaHIapTH3AIIH?

17. Yo npencrasnsier cobot YCJI u kakue aeiicTBytoue B Hamieil ctpane Y CJl Bbl 3HaeTe?

Jumepamypa: [2]; [4]; [5]; [6]

Tema 2 «/lokyMeHTALMOHHOE 00ecniedeHune 1eJJ0BOro 00 ImeHnsD)
Ilpakmuueckoe 3anamue

Bonpocul 0na 06cysrcoenus:

1. OnpeneneHne OCHOB JOKYMEHTUPOBAHUS YIPABICHYECKOU e TETHLHOCTH.

2. S13pIKOBBIE HOPMBI OUITHATIBHBIX JOKYMEHTOB.

3. UccnenoBanue chep QyHKIIMOHHPOBAHHS M YKAHPOBOTO pa3sHOOOpasus OQHUITHATBHO-ICITOBBIX
JIOKYMEHTOB.

4. AHanu3 S3BIKOBBIX (OPM OPHUIHATBHBIX JTOKYMEHTOB (TIPAKTHUECKUAC YIIPAKHCHHUS).

5. UccnenoBanue mpuéMOB yHU(PHUKAIIUY SI3bIKA CITYKEOHBIX JOKYMEHTOB.

Jlumepamypa: [1]; [2]; [3]; [6]; [7]



Tema 3 «@opmyasip-o0pa3en; OpPraHu3alMOHHO-PACHIOPSAAUTEIbLHOr0 JOKyMeHTa. O0mmue
CBeJIeHUsl 0 PEKBU3UTAX)

Jlexyus

VrpaBneHueckas JOKyMEHTalus: TpeOOBAaHUS K COCTAaBICHUIO M O(OPMICHHIO, (HOPMYJIsp-
oOpasel, cocTaB U PACIOJOKEHHE PEKBU3UTOB. [lOCTOSIHHBIE M NMEPEeMEHHBIE PEKBU3UTHI. YTJIOBOH U
MIPOJOJIbHBIN OJ1aHK JoKyMeHTa. CriocoObl 0opopMIIeHUsT peKBU3UTOB: (DJIaHTOBBIN U LIeHTpoBaHHbIH. Co-
BpPEMEHHBIE CIIOCOOBI U TEXHHUKA CO3/1aHUS JIOKYMEHTOB.

OcHognbie nonamus memul.: HopMyIsip-oOpasel, peKBU3UT, TaOyJIHMpoBaHue, popMar.

Bonpocwl ona camoxonmpona:

. Kakue ¢popmatel 6ymaru ucnonb3yrorcs Ajst mocTpoeHus popmyspa-odpasuna OP/1?
. Kakue paszmepsi noneit OPJ] ycranoBnens! popmysipom-oopasziiom OPJ1?
. MoryT 11 Ha HOJIsIX TOKyMEHTa pacroiararbcsi Kakue-1ub0 peKBU3UThI?
. Kakoit MmakcumanbHBIN COCTaB PEKBU3UTOB YCTAHOBIIEH (hopMyIisipomM-o0pasiom?
. CKOJIBbKO NOJ0KEHUH Ta0yIATOpa UCTIONB3YETCs TPH 0POPMIICHHH PEKBU3UTOB?
. Kakne pekBU3HUTHI OTHOCSTCS K TOCTOSTHHBIM?
. Kakue pekBU3UTHI ABISAIOTCS 00s3aTe€IbHBIMU?
. CKOJIBKO CYIIIECTBYET CIIOCOO0OB 0O(OPMIICHUS PEKBU3UTOB?
9. Uto XapaKkTepu3yoT JONOIHUTENbHbIE peKBU3UTHI OPJ?
10. Yem npoobHBIN BapUaHT PACIIOIOKEHHUS PEKBU3UTOB 3aroJIOBOYHOM YacTH OaHKa OTJIMYa-
€TCsl OT YIJIOBOI0?

03N N KW

Jlumepamypa: [2]; [5]; [6]

Tema 4 ((CI/ICTeMaTI/ISaIII/Iﬂ U XPpAaHCHUEC YIIPABJICHYECCKUX NOKYMECHTOB»
Hpakmuttecme 3arAamue

3aoanue 1.
CocTaBbTe HOMEHKJIATYPY e KaHUIEISPUN OpraHU3alI|H.

3aoanue 2.
CoctaBbTe HOMEHKIIATYPY Jie1 ((UHAHCOBOTO OT/IENIa OPTaHU3aIHH.

3aoanue 3.
Chopmupyiite mudHOE J1e710 paOOTHUKA OPraHU3aIIHH.

3aoanue 4.
Brinenure u packpoiite OCHOBHBIE (PYHKIMHM DKCHEPTHON KOMHCCHU Ha OcHOBe «llomoxkeHus o
MIOCTOSIHHO JIEHCTBYIOIIEH DKCIIEPTHON KOMUCCHH YUPEXKIECHUS, OPTaHU3ALNN, TIPEIIPUATHSY.

Jlumepamypa: [1]; [5]; [7]

Tema S «IIpaBuiia opopmiieHus 6JJaHKOB TOKYMEHTOB)»
Jlexyus

CocrtaB peKkBU3HUTOB. bilaHku TOKYMEHTOB: [T TUChMa W OOMIHiA OJaHK JJIs APYTUX BHIIOB JOKY-
MeHTOB. OdopmieHre pekBU3UTOB. TpeboBaHMS K O(OPMICHHIO PEKBU3UTOB OPIraHU3alMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB, CIPAaBOYHO-UH(OPMALIMOHHON U CIIPaBOYHO-aHAJTUTHUECKON JOKYMEH-
tauuu. CTaHzapTU3alus npouecca JOKyMEHTUPOBaHUS.
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OcnosHvle nousimus memvl. BUJbl OJJAHKOB TOKYMEHTOB, TepO, 3MOsieMa; TOBapHBINA 3HAK (3HaK
o0ciTy>)knBaHus); KoJ (OPMBI JOKyMEHTa; HAMMEHOBAHNE OpPTaHU3AIMH - aBTOpa JOKYMEHTa; HAUMEHO-
BaHME CTPYKTYpPHOTO TOApa3/eNeHHs - aBTOpa JTOKYMEHTa; HaMMEHOBaHWE JOJDKHOCTH JIMIA - aBTOpa
JOKYMEHTa; CIIPaBOYHBIC JaHHBIE 00 OpraHW3alW{; HaMMEHOBAaHHE BU/a IOKYMEHTA; JaTa JOKYMEHTa;
PErucTpaliiOHHBI HOMEP JOKYMEHTA; CChUIKA Ha PETUCTPALlMOHHBIM HOMEp U JaTy MOCTYNHBLIETO J0-
KyMEHTa; MECTO COCTaBIIeHHs (M3aHUs) OKYMEHTa; Tpu( OrpaHUYEHHs JIOCTYyINa K JOKYMEHTY; aape-
car; Tpu(d YTBEp>KACHUS TOKYMEHTA; 3ar0JIOBOK K TEKCTY; TEKCT JIOKYMEHTa; OTMETKa O MPHIJIOKEHUH;
rpud COTIaCOBaHUS JTOKYMEHTA; BU3a; MOAIMMNCEH; OTMETKA 00 3JIEKTPOHHOM MMOAIUCH; IeYaTh; OTMETKa 00
UCIIOJIHUTEJIE; OTMETKA O 3aBEPEHUH KOIMHU; OTMETKA O MOCTYIUICHUH JOKYMEHTa; PE30JIOLHs; OTMETKa
0 KOHTpOJIC; OTMETKA O HAIPaBJICHUN JTOKYMEHTA B JEJIO.

Bonpocuwl ona camoxonmpona:

1. Kakue opranuszaiuy UMeroT IpaBo U300paxaTh Ha OJIaHKax CBOMX JOKyMeHTOB ['ocynapcTBen-
HblIi rep6 Poccuiickoit @enepanyn?

2. Yto npeacTaBisAoT co00i KO OpraHu3aluu U Koa (OpMbl JOKYMEHTA, UCIIOIb3yEeMble Ha
Omankax OPJ1?

3. Yemy J0JKHO COOTBETCTBOBATh HAMMEHOBAHUE BHJIA IOKYMEHTA, IPUBOAUMOE B OJIaHKE KOH-
KpETHOTO BHJIa JOKYMEHTa?

4. Kakue cioco0s! opopmieHus: pekBusmTa «/lara JokymMeHTa» Bbl 3HaeTe?

5. YeM pexBu3UT «PeructpaiioHHbId HOMEp JOKyMEHTa» OTIUuYaeTcs oT pekBu3nuTa «Cchlika Ha
PErUCTPALMOHHBIM HOMED U 1aTy TOKyMEHTa»?

6. Bcerna nu Ha Gi1aHKe OJKEH NMPUCYTCTBOBATh PEKBU3UT « MECTO COCTaBIEHUS WM U3JaHUS
JIOKyMEHTa»?

7. Yto 03HaYaeT HAIMYKE HA JJOKyMEHTE Tpr(da OrpaHUuEHUs JOCTyIa K HeMy?

8. Kakum 06pa3oM HY>KHO 0pOPMIISTH PEKBU3UT «AJIpecary, €Clii TIOKYMEHT aJpecyercs B JIpy-
TyI0 CTpany?

9. KakoBbl cocTaBHbIE YacTH pekBU3UTa «I'pud yTBepKIAeHUS JOKYMEHTa»?

10. Kakumu ciocobamut MoxkeT 0(hopMIIATECS peKBU3HT «Pe3omrommsy»?

11. Kakue cymiecTByIOT 0cOOeHHOCTH 0(OPMIICHHS PEKBU3UTA «3aroJI0OBOK K TEKCTY JOKYMEHTa
B 3aBHCHMOCTH OT BU/Ia JOKYMEHTa?

12. B xakux ciy4asix TeKCT O(QpUIHaTBHOTO JOKYMEHTa MOXKHO 0(OPMIISTH TOJIBKO HA PYCCKOM
SI3BIKE?

13. Korga oTMeTKY 0 HAJIMUWHU MPUIIOKEHUS MOXKHO 0(DOPMITATE IO KpaTkoit popme?

14. Kak opopmisiercs: pekBu3uT «Ilonmuce», ecinm JOKyMEHT HOIMHUCHIBAETCS PyKOBOAUTEISIMA
JIBYX OpraHu3aiuii?

15. Kakumu ciocobamMyu MOXKET OCYIIECTBISTHCS BHEIIHEE COTJIaCOBaHUE U KakK 3TO 0(hopMIIseT-
ca?

16. I'me npocrasisieTcss Ha JOKyMeHTe peKBH3UT «I pud coriiacoBanus JOKyMeHTa»?

17. Kakue Buzbl mevareit ynotpeosstores npu opopmiennn OPJ 1 kak mpaBUiIbHO TOJDKHA OBITH
MPOCTaBJICHA MeYaTh?

18. I'ne mpocTaBmnsieTcs OTMETKA O 3aBEPEHUU KOMTUU M KaK OHa oopmiisieTcs?

19 SBnsiercs nu pexkBuU3UT «OTMETKa 00 UCIIOIHUTENE» 0053aTEIbHBIM U TJI€ OH IPOCTaBIIsieTcs?

20. Yto BX0aUT B cocTaB pekBu3nuTa «OTMETKa 00 UCIIOJIHEHUH JTOKYMEHTa U HAIIPaBIIEHUH €T0 B
nesnon?

21. Ha xakux TIOKyMEHTax MpOCTaBIseTCs peKBU3UT «OTMETKA O MOCTYIJICHUH IOKyMEHTa B Op-
ranu3anuio»? Ha3oBure cocTaBHbIE YaCTH 3TOr0 PEKBU3UTA.

Jlumepamypa: [1]; [2]; [4]; [5]; [6]



Tema 6 «CocraBienue u opopmiieHHe MUCEM»
IIpaxmuueckoe 3anamue

3aoanue 1.

CocraBbte nucbMo — npurinamenue Ne 544 ot 10.07.20  mo ci1. JaHHBIM:

WHCTUTYT TOUHBIX PUOOPOB MOCHUIAET MUCbMO — Ipuriamnienue aupextopy LHIHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ NpUIiaieHUEM IOCETUTh MEXyHAPOJHYIO ClIEHUATU3UPOBAHHYIO BHICTAB-
Ky «OKOHOMMSI MaTEpUAIbHBIX U TOIJIMBHO — DHEPreTUYECKUX PECYpPCOB B CTPOUTENIHCTBE M IPOMBIII-
JEHHOCTH». BpicTaBka coctoutcst B T. MOCKBa B MaBUJIbOHE BBICTABOYHOTO 1ieHTpa Ha KpacHoii [IpecHe
18 aBrycra 20 roxa ¢ 9.00 no 20.00. Anpec MHCTUTYTa TOYHBIX PUOOPOB I. Mocksa yi. Ilinexanosa
36, ren. 237-87-77. qupektop mHCTUTYTA TouHBIX IprOopoB C. K. Ceprees.

3aoanue 2.

CocraBbre rapantuitnoe nucbMo Ne 589 ot 23.09.20 1o ciieyoiuM JaHHBIM:

00O «Mury rapantupyetr AO «BocTopr» oTrpy3Ky akKyMyJIsITOpHBIX Oatapeit Ha cymmy 324000
(Tpucta nBanuath 4eTbipe Thicsaun) pyomneit 00 Komeek B TeUeHHE 2-X HEAeNb C MOMEHTA MOCTYIUICHHS
JICHEHBIX CPEJICTB HA PACUETHBIN CUET.

Anpec OOO «Mur» r. Mocksa yn. CanoBas 36, ten. 237-87-87. Hupektop OO0 «Mur» M.
K.MakcumoB.

3aoanue 3.
CocraBbTe nH(popMaronHoe mucbMo Ne 59 ot 12.09.20 1o cieayroumm JaHHbIM:
MockoBckuil nonurpapuueckuil TEXHUKyM coob1aer nupektopy mkoiasl Ne 12 B.C. AHTOHOBOI
0 TOM, YTO B HOBOM y4eOHOM T0/ly TEXHUKYM OTKpPBIBACT J[Ba HOBBIX (paKyibTeTa:
1. JlazepHble TEXHOJOTHH B ONUrpaduu
2. YOpunnueckuit
[IpaBuia npuema oduiue ajs Bcex.
Anpec MockoBcKoro moaurpaguyeckoro TexHukyma r. Mocksa yi. Mwupa 86, Ten. 337-87-87.
Hupekrop texuukyma M.C. Urnarbesa.

3aoanue 4 Cocmasome u opopmume ciysxcedHble NUCLMA NO CLEOYIOUWUM CUMYAYUSIM.

Curyanus 1.

JlemapTaMeHT TOJACPXKKA M Pa3BUTHS Majoro MpeANpUHUMATENbCTBA MHUCHMOM 3a IMOJAMUCHIO
3aM. IupekTopa jaenapramenta CBepukoBa A.B. yBenoMumn pykoBOACTBO aeTckoro caaa Ne 1586 o Towm,
YTO B CBSI3U C Pa3BUTHEM MNPEINPUHUMATEIHCTBA 3/I1aHHE JETCKOTO Cajla JOKHO OBITh MEpelaHo JUis
TEXHUYECKUX HYX/]I JerapTaMeHTa.

Hcnonuutenem BacunbeBoil mo mopydeHuto qupekropa aerckoro caaa Ne 1586 HOro-3amagnoro
OKPY>KHOTO yMpaBJIeHHUs] 00pa3oBaHus I'. MOCKBBI, paCIOJIOKEHHOTO Ha MpocrekTe MUuypruHCKOM, J10M
22 1. MOCKBBI, OBIJIO COCTABIIEHO MUCHMO, aJIPECOBaHHOE OTAeNy muceM Mapun MOCKBBI 1O ajipecy: T.
Mocksa, yi. TBepckas, 13, B koropom nupekrop netckoro camga Ne 1586 O.A. AGpamoBa mpocuiia pa3o-
OpaThCsl B JAHHOM BOIIPOCE, MOTUBUPYS T€M, YTO B Ha3BAaHHOM paiioOHe AETCKHX CaJI0B OCTAIOCh Mo U
HE BCE JIETH MOTYT TMOCENIaTh JETCKUE JTOMIKOJIbHBIC yupekaeHus. [ITncbMo ObLTO OTBETOM Ha MONTYyYCH-
HBIA TOKYMEHT OT JlemapTamMeHT.

Curyanus 2.

[Ipencenatens npasiaeHus akuuoHepHoro kommepueckoro 6anka « TOPTTIPE/IBAHK» (mip. Bep-
Hajckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. lllymoB oOpatuics k ['enepans-
Homy nupektopy HITO «Acbect» JI.M. BosnbiHLieBy ¢ mpock00i pacCMOTPETH BOIIPOC O MPEAOCTABICHUH
B untenbHyo apenny AKb « TOPITIPEJJBAHK» pa6Gouunx mnomianeit — 180 kB. M 1o pa3MenieHue oT-
neneHust OaHka.
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[Tucemo 66110 coctaBneno ucnoiguutenaeM A.M. IoanecHoit Ha TOHKHOCTHOM OJlaHKE TIpejcena-
TEJIs PaBJICHUsI OaHKA U MOANUCAHO 24 MapTa TeKyIIero roja.

Curyanus 3.

Ucnonuurtenem M. 0. TlonsikoBoii no nopydeHunto HavanbHUKa otaena mapketunra [TAO «Topr-
notpedcoro3» (r. Mocksa, Jlecnas yn., a.18, 117123, ten./pakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa Ob10 COCTaBI€HO MUCHMO B aJ-
pec OO0 «/leno», Texunyeckomy aupekTopy A.M. MsrkoBy o0 OTHpaBKe JOKYMEHTALUU CIIEAYIOIIEro
conepxanusi: «Hanpasisiem HeoOxomumble Bam moKyMeHTHI, copepikaiiue HHPOPMAILUMIO O IIeHE KOM-
IUIEKTa HAYYHO-TEXHMYECKOW JOKYMEHTAIlMM Ha XOJIOAWIbHOEe obopynoBanue. llpeanaraem BbICIATh
TEXHUYECKYIO JOKYMEHTAIIUIO Ha 3apyOeKHBbIC aHAJIOTH XOJIOIMIBHOTO oOopynoBanus. Ilpu npuaATHH
MIOJIOKUTETIBHOTO PELICHUs O 3aKyIke 000py10BaHUs MpocuM Bac HanpaBUTh COOTBETCTBYIOLIEE MTUCHMO
pykoBoauTeno otaena cobita HaymoBy C.IL». JlaHHBIM THCHMOM CONPOBOXAAIACH CHelU(UKAIIU HA
28 1. B 1 3K3.

Curyanus 4.

MOCKOBCKMI palMOTEXHUYECKUI KOJUIEK UMEHHN akaneMuka A. A. Pacruietuna Munucrtepcrsa
obpazoBanus PO (Mocksa, yn. b. Jlekadpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pa3ocnan
MH(OPMALIMOHHBIE MHCbMa JIUPEKTOpPaM UIKOJI ropojia ¢ cOOOLIEHHEM 00 OTKPBITUM B HOBOM y4eOHOM
rofy IByX (pakynbTeTOB: COBpeMEHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUH U IOpUAnYecKuid. B muceme co-
o011aioch TaKXke 0 TOM, YTO MpaBUjia IpUeMa Ha yKa3aHHble GakynbTeTsl oomue. [luceMo ObuI0 cocTaB-
neHo ucnonHuTesneM CTtenanoBoil U nognucano qupekropoM JILb. MapreiHiokom 15 mapTta Tekyuiero ro-
na.

Curyanus 5.

ITAO «IlepBas ®@abpuka» (r. banammuxa, yn. 3apeunas, a. 3, 104010) momxHO ObUIO B COOTBET-
crBu ¢ 1. 6 goroBopa ot 10.07.2015 Ne 12/25 «O mocraBke nHpoayKIum» mocTaBuTh  AO
«CAHJIEPEJIJIA» (Mockga, Kpacunoropckas yi., 1. 32, 111123, Ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHHe Mecsia KOXKaHYIO QypHUTYPY
Ha o6mryro cymmy 150 000 py6raeit. @aktruecku sxe GypHHTYpBI ObUTO ciaHo Ha cymmy 120 000 pyomneit
Y HeomocTaBlieHo nmpoaykinuu Ha cymmy 30 000 py6meii. CornacHo 1.8 10oroBopa 3a HeJJOTIOCTaBKY TpO-
OYKIMHM JTOJDKHA OBITh yIladeHa HEyCTOWKa B pazmepe 5%, 4TO OT CyMMBI HEJOMOCTaBKU COCTaBUIIO
1500 pyOGuetii.

Hupexrop AO « CAHIEPEJUJIA» B.JI. ®enopoBa obpatuinace k gupexropy OOO «Ilepas daod-
puka» O.J1. Cokon0By ¢ MpochOOW MEPEUUCIUTh Ha UX PACUETHBINA CUET yKazaHHyro cymmy (1500 pyO.).
B nmporuBHOM ciiydyae AO « CAHIAEPEJIJIA» OyaeT BoIHYXICHO 00paTUThCS B rocapouTpaxk. ITuceMo o
HEJIOTIOCTAaBKe MPOIYKIMU ObLI0 cocTaBiieHo ucnoiuurenaem P.T. FOnuno#t u noanucano ®@expoposoit 12
aBrycra TeKyIIero roja.

Curyanus 6.

Hupextop AO «AnTypuym» (Mocksa, LIBetHoit OyneBap, a. 3, 105123, ten./dgaxc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuet 12345678901234567890 B ®BK «['YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHOB oOpaTuiics k [ TaBHOMY penakTo-
py xypHana «Jleno» B.W. IlomeBoMy ¢ mpock00il pa3MecTuTh peknamy npoaykinua AO «AHTYpuym» B
ouepeHOM HoMepe kypHasa. O0beM pekiiaMHOro Matepuaiia — %2 monockl. Oriata myOIuKaIuy rapaH-
TupoBaiack. [lucekMo 0 pasMeneHun pekiaambl Obu10 coctaBieHo ucnonHutenem JLU. ITucapesoii, mon-
nucaHo qupekTopoM A.P. CMUPHOBBIM U INIaBHBIM OyxrantepoM B.A. AHTOHOBOM.

Curyanus 7.

[Ty6nuunbiM aknoHepHbIM 0011ecTBOM «Bocxom» (109176, Mocksa, yi. [lonesas, 1.14, 0.324)
obu1 0popmIieH 3aka3 Ne 7 Ha MOCTaBKY MPOAYKIIMH B COOTBETCTBUH C 3aKIIOYEHHBIM JIOTOBOPOM O TIO-
craBkax oT 13.06.2013 Ne 12 u nanpasinen B agpec [TAO «Inamant» (114000, Mockga, yi. IIpoctophas,
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o 25, od.14, Tem. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnako I[TAO «JluamanT» HE CMOTJIO B yKa3aHHBIH cpok (28.07.2014) ucnon-
HUTH 3aKa3 M3-3a O0JIE3HU BEIYIIEro COTPYAHUKA OTHAeNa 1ocTaBku U ['eHepanbHblil Aupextop ero I'.JI.
MypowmiieB HampaBmi nHpopMmamonHoe nmuckMo B aapec [TAO «Bocxom» o mepeHoce CpoKOB HCTIOTHE-
Husg 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takxke ormetus uTo [IAO «JlmamaHT» corimacHo
B T€UEHHUE 5 JTHEW BBIIIATUTh HEYCTOWKY B COOTBETCTBUU C 11.4.2 3aKIIIOYEHHOT'O JOTOBOPA O IMOCTAaBKaX.
[Tucemo 66110 coctaBieno ucnomHuteneM A.JI. CMEUPHOBOI 1 IOANHCH 3aBEpEeHA TIeUaThi0 OpPraHU3aINH.

Curyanus 8.

00O «JIura» (Mocksa, 123465, yn. Mapocetiika, a.15, Ten. 384-05-90, daxc: 384-05-90) 3amna-
HUPOBAJIO TpoBeneHne Bcepoccuiickoi poxkaecTBEHCKON sipMapku o0y ¢ 10 HOs0ps mo 31 mekabps
Tekymero roga. OnHako B cBs3u ¢ TeM, uto OOO «JIura» He pacnosaraiao JOCTaTOYHBIMU IUIOLIANSIMHU
JUIsL IpOBeieHUs sipMapku, McnonaurensHplil tupextop oduiectBa A.A. KoueTkoB BbIHYXAeH Obl1 00pa-
tuthes K Jupexropy Bceepoccuiickoro BeictaBounoro nentpa T.K. TypoBy ¢ mpocb0oil o mpegocraie-
Huu obuiectBy B apeHay 300-400 kB. M BBICTABOYHOM IUIOIIA/IM U TapaHTUEN OILIATHI.

Jlumepamypa. [1]; [3]

Tema 7 «IIpaBuina o¢popM/ICHHS OCHOBHBIX BHA0B OPraHU3ALHMOHHO-PACIHOPAIUTEIbHBIX
AOKYMEHTOB)
Jlexyus

Opranu3aliOHHbIE JOKYMEHTBI, TIOHATHE, OCHOBHbBIE CTPYKTYpPHBIE JIEMEHTHI U IpaBuiia ohopm-
JIeHUs1 PEKBU3UTOB PacnopsaurenbHble JOKYMEHTBI: MOHITHE, CYIIHOCTb, ()YHKIIMOHAJIbHAS HAIPaBJICH-
HoCcTb. [Ipukassl mo auuHoMy cocraBy. OdopmiieHHE U COCTAaBIIEHUE PACHOPSAUTEIbHBIX JOKYMEHTOB.
Bpinucku u3 OpraHu3anioOHHBIX U PACIIOPSAUTENBHBIX JOKYMEHTOB.

OcHogéHble noHsamus membvl: MPUKa3, yCTaB, PACIOPSHKEHNE, TIOCTAaHOBIICHUE, YKa3aHUE, IOJIO0XKe-
HUE, UHCTPYKLUS, PEILICHUE.

Bonpocul 015t camokoHmpoisi:
1. Kakue BUIBI OPraHU3alMOHHO-PACTIOPSIUTEBHBIX JOKYMEHTOB OTHOCSTCS K PACIIOPSIUTEITb-
HBIM?
. [ToueMy pacniopsAuTeIbHbIC JOKYMEHTBI OTHOCSATCS K MTPABOBBIM aKTaM?
. Korna pacriopsiiutenbHbIE TOKyMEHTHI BCTYIAIOT B CHITY?
. Kak pasznmuuarorcs mo cdepe AeHCTBHS pacopsAAUTEIbHbIC JOKYMEHTHI?
. UTo sIBJII€TCS OCHOBAHUEM JIJISI U3JIAaHUS PACTIOPSTUTESIILHOTO IOKyMeHTa?
. Kak ctpoutcst TekCT pacmopsITeIbHOTO JOKYMeHTa?
. Kak oopmiisieTcss oTMeTka 0 HaTMYHUY TIPUIIOKEHHUS B PACTIOPSIUTEITHHOM JOKYMEHTE?
. Kakue opransl MpuHUMAIOT MOCTAHOBJICHUE?
. UTo 03Ha4aeT JaTa B pacopsSIUTEeILHOM IOKYyMEHTE, TIPOCTABIISIEMAst B 3ar0JIOBOYHON YaCTH

O 03N LB W

Onanka?

10. B xaxo#i ¢popme U3ar0TCsi COBMECTHBIE PACTIOPSIIUTENbHBIE JTOKYMEHTHI?

11. Kakue ObIBarOT BUJIBI MPUKA30B?

12. Yem otnuuaercst opopmiieHHE MpUKa3a Mo JIMYHOMY COCTaBy?

13. KTo nmeeT npaBo MOANKMCH Ha MpUKa3zax?

14. Kakoil peKBU3UT UMEETCS TOJIBKO Ha JBYX BUJAAX PACHOPSAIUTEIBHBIX JOKYMEHTOB - YKa3aHU-
SIX ¥ pacopsiKeHHsIX?

15. I1o xakuM BOTIPOCaM M3IAIOTCS PACTIOPSKEHUE U YKa3aHHE?

Jumepamypa: [1]; [2]; [3]; [5]
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Tema 8 «OdopmiIeHHe OPraHU3alMOHHO-PACIOPAIUTEIbHONH JOKYMEHTALUI
IIpaxmuueckoe 3anamue

3aoanue 1

Odopmuts 3asBeHNE Kaccupa 3aBoja «CBeT» ¢ mpoch00il MPeToCTaBUTh YYCHHYECKH OTITYCK C
06.03.20 1o 18.03.20  mpoJoJKUTENBbHOCTHIO 13 KajeHIapHbIX JHEH Ha OCHOBAHUU CIIPABKHU — BbI30-
Ba Ne 5655 o1 01.03.20 . ®.M.0O. kaccupa NUBanosa Mpuna [lerposHa.

3aoanue 2

OdopmuTh IpUKa3 [0 JUYHOMY COCTaBY Ha OCHOBE JaHHBIX 3aaaHus Ne 1.

[Tpuka3z Ne 65k ot 05.03.20  «O mpenocTaBieHNH YUEHUYECKOTO OTITyCKa» Kaccupy 3aBoja M.I1.
NBanoBHoi ¢ 06.03.20 1o 18.03.20  npoxo/KUTENbHOCTBIO 13 KajneHAapHBIX JHEH HAa OCHOBaHWM
cnpaBku-Bb3oBa Ne 5655 ot 01.03.20  u 3asBnenus kaccupa W.I1. liBaHOBHOM.

IIpocTaBuTh BH3y corjlacoBaHusi HadainbHHMKa oThena kaapoB O.A. CepreeBoil U OTMETKY 00
03HAaKOMJICHHH C ITPUKa30M BaHOBOM.

3aoanue 3

OdopmuTh pUKa3 10 OCHOBHOM JI€ATEIBHOCTH.

B cootBerctBum ¢ Pacnopskenuem Munuctpa ot 04.03.20  Ne 115 «O6 ycuneHu# npoTHBOIIO-
KapHOU 0€30MaCHOCTH M YCHUJIEHUH OXPaHbl B IEPHOA Mpa3qHUYHBIX JTHEI» cocTaBuTh npukasz Ne 245 or
06.03.20  m3manHBIA nupekTopoM HaydHO-TIpOU3BOACTBEHHOTO 00benUHEHHS «ATponpudop» r. Mock-
Bbl ML.JI. ['ankuHbIM.

B pacnopsautenbHON YacTu BbIAECTUTH 4 IYHKTA:

1. O6 opranuzanum yoopKku TeppUTOPUU 0ObEAUMHEHUS

2. O mpoBepKe COCTOSTHUS JIEKTPOIIPOBOIKU

3. O mpenocTaBiIeHUH B CEKpeTapuaT TeHepalbHOTO JTUPEKTOpa CIHMCKA COTPYIHHMKOB, IMpeObIBa-
HUE KOTOPBIX HEOOXOIMMO Ha TEPPUTOPUU OOBEINHEHUS B IIPa3IHUYHbIC JHU

4. KoHTpOJIb 32 HCIIOJTHEHHWEM BO3JIaraeTcsl Ha I1aBHOTO MHkeHepa oobeannenus [1.P. XKapoga.

Kaxnpiii myHKT paccMoTpeTsb 1o cxeMe «Komy?», «HTo HykHO cnenats?», «Jlo kakoro cpoka?y.

Hampumep, k 1.1 3aBeayromemy ckiaagom O.H. Hukutuny oprannzoBath yOOPKY TEPPUTOPHU 10
07.03.20__.

IIpocTaBUTH BU3Y INIABHOTO MH)KEHEPA

[ToctaBuTh 0OTMETKY 00 ncnoiauTene. Mcnonnutenem spisiercs ConoBreBa tenedon 302-34-56

3aoanue 4.

Odopmuts pacnopsikerre Ne 137 ot 10.03.20  rmaBHOTO MHXkKeHEpa MOCKOBCKOTO CTaHKOCTPO-
utenbHoro 3asoja «Texmamn» JI.M. Connuesa «O BHeapenun cranaapta OPJ[ CTII 02-601» Ha ocHOBe
MIPEIJIOKEHHBIX 00pa3IOB B MPHIOKEHUH 5 U 6.

B pacnopsautensHo yacTH yka3arh 4 MyHKTa:

1. O Baenpenun crangapta OPJ] CTII 02-601 Bo Bcex ciyk0ax, Ha y4acTKax M B CTPYKTYPHBIX
nospaszenenusx 3asoaa ¢ 01.04.20 .

2. O6 oprammzanuu 3aHsatuii o u3ydeHuto CTII 02-601 co cmermumanucramMu M WHKEHEPHO-
TEXHOJIOITMYECKUM IepcoHaioM (¢ ykasanueMm «Komy» u ¢ kakoro uucina)

3. O6 opranumzanuu THpaxupoBaHus OmaHkoB OPJI, THUIIOBBIX TEKCTOB M YHU(DHIIMPOBAHHBIX
dopmM (c ykazaanem «Komy?»)

4. KoHTpousb 32 UCTIOJTHEHUEM PAaCTOPsHKEHUS BO3JO0XKUTH HAa 3aMECTUTENsl AUPEKTOpa MO OOIINM
Bornpocam M.K. buposa.

[IpocTaBute Bu3y ropuckoHcybta [1.K. JIlyHOBa

[ToctaButh oTMETKY 00 ucnonHuTene. Mcmonaurenem smisiercs XKypasieBa U.B. tenedon 308-
34-16
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3aoanue 5. Cocmasvme u oghopmume npomoxosvl U aKmol, He0OX0OUMblE 8 CIeOYIOUUX YIPAG-
JIeHYeCKUX CUMYAYUSX.

Curyanus 1.

Hupexnusa OO0 «Actpes» (Cankt-IlerepOypr) 12.08.20  r. mpoBesio cBOE O4YEpeaHOe 3aceia-
Hue, Ha koTopoM npucytcrBoBanu BoctpsikoB C.T., Ctyanes I1. /., JlebeneB U.M., Auronos I1.JI., Illen-
tyHosa B.I'., Tumodeen A.A., Ctynosa M.N.

Ha 3acenanum o6cyx1anoch iBa Bonpoca: o Xxoae pekinaMHoi kammnanuu B LI kBaptane 20 1. u
0 [epex0/i€ Ha HOBYIO CUCTEMY BBIIUIATHI IPEMHUAIbHBIX.

ITo mepBoMy BOIIpOCY Cllyllanud COOOIIEHHE HadajdbHHMKa oThena pekiambl BoctpsikoBa C.T.,
TEKCT COOOIICHHS KOTOporo ObuT mepenan cekperapro 3acenanus H.J[. bemnosoit. [loaTomy ke Bompocy
BBICTYNHJI (PUHAHCOBBIN AupekTop TumodeeB A.A., KOTOPBII 0JOOPUIT YBEIMYEHHUE PACXO0B HA HApyXK-
Hyto pexiamy B LI kBaptane 20 r. Ha 5%.

ITo BTOpOoMy Bompocy caenan coodmenue CtynoB M.U. u TeKCT cooOLIeHNs TakKe Tepeaa Cek-
petapto. Ilo nanHomy »xe Borpocy BbicTynwin AHToHOB I1.JI., HauanpHUK oTxHEna Kaapos, u Jlebenen
.M., nupekrop no nponaxam. IlepBelii 0100puiI HOBYIO CUCTEMY BBIIIATHI IPEMHUAIbHBIX U PEKOMEH-
JIOBaJI TIOJITOTOBUTHh HeoOxoaumble TOKyMeHTHI K 01.09.20 .  Btopoii npennoxui 1opadoTaTh HOBYIO
CHCTEMY BBIILIAThl IPEMHUANIBHBIX U PEKOMEH/I0BAJ MPOBECTU IOJI0OCOBAHME 110 JaHHOMY BOIIPOCY Ha 00-
IeM COOpaHuu TPYI0BOr0 KOJUIEKTHBA.

B urore 3acenanus OblIM NpUHATH cienyomue pemenus: 1. OnoOputs paboTy OTHeNa peKIambl
B lI kBaprane 20 r. 2. [IpoBecTu obiiee codpanne TpyA0BOr0 KOJJIEKTHBA MO BOIIPOCY O MEepexoe Ha
HOBYIO CHUCTEMY BBIILIAaThl npemMuaibHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY cOOpaHMs Oblia
Ha3HauyeHa 3aB. kaHueysgpueit lllentynosa B.T'.

Cobpanue Ben npencegarens O.A. PymsHies.

Curyanus 2.

AO «I'pana-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBeTa IUPEKTOPOB, HA KOTOPOM
npucytcTBoBanu ciueayronme wiensl Cosera: Ilomos W.II., UBanoB U.U., Cunopos C.C., YcTuHoBa
VY.V., ®enopos ©.D. B cBsi3u ¢ HaTMYKEM KBOpyMa 3aceaHue ObUIO MPU3HAHO MpaBOMOYHBIM. Ha 3ace-
JTaHMe BBIHOCHUJICS BOMIPOC 00 OmpeeNieHuH PhIHOYHON CTOMMOCTH pa3MeliaeMblX 00IIECTBOM JIOMOIHU-
TenpHbIX akuui. Ilo ganHOMYy Bompocy 3aciymanu PegopoBa @.PD., KOTOPBIM NPEITIOKUI ONIPENEIUTD
PBIHOYHYIO CTOMMOCTH Pa3MellaeMbIX OOIIECTBOM aKIUW MyTeM 3aKPBITON MOJMUCKU JOTOJIHUTEIBHBIX
akuuii B pazmepe 10 000 (mecsatu Thicsiv) pyO. 3a akiuio. 3acellaHue MOCTAHOBUIIO YTBEPAUTH MPEJI0-
xeHne Genoposa O.D., Tak Kak MpU roJ0coBaHUU «3A» ObUIO OTJAHO MATH TOJIOCOB, MTPOTOJI0COBABIINX
«ITPOTUB» u «BO3JAEPXABIINXCS» He Obuto. Pemienune mpuHATO €IWHOTIIACHO. 3acelaHHe Bel
npencenarensd [LU. ITporokon noarotosien cekperapem M.I1. [TetpoBbim.

Curyanus 3.

Cotpyanuku Oyxrantepun ITAO «KBaHT» mpoBenn 3acegaHue MO BONPOCY COKPAIIEHHsI CPOKa
COCTaBJIEHUS IOJJOBOTO oTueTa 3a 20 T., HA KOTOPOM MPUCYTCTBOBaiO 6 yesnoBek. C cooOlIeHnEeM Bbl-
ctynuina Oyxranrep CypkoBa A.M., koTopas oTMeTHIa, YTO PaOOTHUKHU TPYMIIBI YYETa UMEIOT BCE BO3-
MO’KHOCTH JJIsl 3HAYUTEIBHOIO COKpAIIEHUsI CPOKA COCTABICHUS IOJIOBOIO OTYETa, M YTO TOJOBON OTUET
3220 r. MOXET OBITh IPEJICTaBJIEH IPYIIION yueTa Ha 3 IHs paHbllle YCTaHOBJIEHHOTO CPOKa.

B o6cyxnennn nannoro Borpoca BeicTymin E.H. KpoTos, rinaBueril 6yxranrtep, u I A. [llyOouna,
oyxrantep. KpoToB cooOmmi o ToM, 9T0 UM pazpaboTaH HOBBIN rpaduk padOT MO COCTABICHUIO T'OJIOBO-
ro OTYeTa, MPHU YCIOBHUU BBINOJHEHUS, KOTOPOTO BCEMHU pabOTHHKAMHU TPYIIBbl y4deTa, TOJO0BOM OTYET
MO>KHO COCTaBUTh U C/IaTh Ha 4 JHS paHblie ycTaHoBJIeHHOro cpoka. I.A. Illy6una otmeruna, 4to Jo-
CpPOYHOE IPEJCTaBICHUE TOA0BOro oTueTa 3a 20  T. sABJsETCS MOYETHOM M OTBETCTBEHHOM 3ajnadeit pa-
OOTHUKOB OYXTajTepUH, U YTO KOJJIEKTUB OYXTaJaTepUU MOKET COCTaBUTh I'0JIOBOM OTYET paHbIlIE CPOKa,
eclii Bce paOOTHUKHU OyayT BBIMIOIHATH YIUIOTHEHHBINH ITpaguK paboTHI.

B utore 3aceganust 6pUT0 pPEIICHO MPEACTaBUTH TOJ0BOM OTYET 32 20 T. HA YETHIPE JHS paHBIIIE
ycTaHOBJIEHHOTO cpoka, T.e. 00.00.20 . m nmpoBecTH aHAIM3 TOJOBOrO OTYETA C LEJIbIO BBISBICHUS pe-
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3epBOB, HEOOXOAMMBIX Ul YCIEUIIHOTO BHIMONHEHUs TuiaHa 3a 20 1. 3acenaHue Bella mpejcenaTelb
K.M. JleBamoBa, npoTtokonupoBai cekperapb 1.B. Xomskos.

3aoanue 6. Cocmagvme u oghopmume axmol.

Curyanus 4.

KomMmuccus noa npenceaarenscTBOM HavyalbHUKA TEXHUYECKOU rpynmbl A.A. BonoBoro u 4ineHoB
komuccun bopucoa M.YO., HadanpHUKAa aIMUHUCTPATUBHO-X03sUCTBEHHOTO oOTaena, Cmupuosa JLII.,
oyxranrepa, u Pomanosoii U.K., opuc-menemxepa, AO «JIeoHTHS» Ha OCHOBaHMHU JOKJIAJIHOW 3aITUCKU
oduc-menemxkepa M.K. Pomanosoii 11.07.20  r. nmpoBesa npoBepKy TEXHHUUYECKOIO OCHAIICHHSI ITPUEM-
HOM T'€HEpaJbHOIO IUPEKTOpa M NpPU3HAJIA HETOJHBIMM JJIS 3KCIUIyaTallud KONMPOBAJIBHBIN ammapar
Xerox 345(1 wr.), mpenep (uuB. HOMep 367, 1 wT.), hakc 47823 (1 wrt.). [IpusHanHast HENPUTOAHOMN i
9KCIUTyaTallui TeXHUKA ObLIa mepefaHa Ha ckiaf npennpuatus. [lo yctaHoBieHHOMY (BakTy KOMHUCCHUS
COCTaBMJIAa aKT IpHUeMa-liepeAadynd OprrexHuKu B 3 7k3. (1-1 9K3. — HavaIbHUKY aJIMUHUCTPATUBHO-
XO34WCTBEHHOT'O OT/eNa, 2-i - raBHOMY Oyxranrepy, 3-i - B aeno 23-02), KOTOpbli ObUT yTBEPXK/IEH Ie-
HepanbHbIM upekTopoM [1.U. CtenaHoBBIM.

Curyanus 5.

KomMmuccus, co3ganHas Ha ocHoBaHMM npukasza qupekropa AO «Mencepsuc» ot 05.10.20  r. Ne
23 «O coBeplLIEHCTBOBAHUU JIOKyMEHTAalIMOHHOTO obecneuenus aestenbHoctu AO «MezacepBuc» B co-
craBe: npeacenarens 3yaunon O.[1., 3aB. kaHuenspuel, yieHoB koMuccuu Tokapesa H.JIL., 3aB. mpous-
BOJICTBEHHBIM otesniom, [laBnoBoit B.E., 3am. rin. Oyxranrepa, Anekcanaposa A.B., menemkepa mo kaj-
pam, VMBanoBoii 3.11., cekperapsi-pedepeHTa KaHIEIAPUH, B IPUCYTCTBUU CEKpeTaps OT/esla MapKeTHHTa
C.C. PoanonoBoii 12.10.20  r. mpoBena IpOBEPKY COCTOSIHUS paOOTHI C JOKYMEHTAMH B OTJEJIC MapKe-
TUHra. B pe3ynprare npoBeieHHON MPOBEPKU ObUIO YCTAHOBIJIEHO, YTO B OTJIEJI€ HECBOEBPEMEHHO (Hop-
MHUPYIOTCS B JeJIa UCIIOJHEHHbIE JTOKYMEHTBI, 3ar0JI0BKH JIEJ 3a4acTyl0 HE COOTBETCTBYIOT 3arojOBKaM,
IIPElyCMOTPEHHBIM HOMEHKJIATYPOH JI€)I, OTCYTCTBYIOT J1Ba JIENa C epenuckor 3a 20 T., He MpoBEIEHA
npegapxuBHas 00paboTKa JOKyMeHTOB 20 T., MOAJNEeKAIIUX JTUTEIFHOMY XpaHeHuto. Takum o0pas3om,
KOMUCCHS MPUILIA K BBIBOJY, YTO B BEICHUH JIEJONPOU3BOJCTBA B OTAEIE MAPKETHHIAa UMEIOTCA CyIIe-
CTBEHHbBIE HEJIOCTATKH, CBUAETEILCTBYIOIINE O HAPYIIEHUHU JIEHCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB B
00J1acTH OpraHU3aluu JOKyMEHTAIllMOHHOI0 obecnedeHus ynpasieHus. [1o ycTaHOBIEHHBIM pakTaM ObLI
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTaMH B OTJEJIe MapkeTuHTa B 4 sx3emIuisipax (1-if — 3am. 1u-
PEeKTOpa MO aJMUHUCTPATUBHO-XO35HCTBEHHBIM BOIIPOCAM, 2-i — 3aB. OT/I€JIOM MapKeTuHra, 3-1 — npea-
ceparento komuccuu, 4-i1 — B gaeno 01-09. AT BCTynuil B CUIIy ¢ MOMEHTa YTBEPXKICHUS TUPEKTOPOM
MIPEANPUATHS.

Curyanus 6.

17 ssHBaps TEKyLIEro roja B aJpec 3aBojia MO PEMOHTY YacOB U FOBEJMPHBIX U3JEIUI MpUObLIa
MOCBUIKA C 3aBOJA-TIOCTABIIMKA, MPU BCKPBITHH KOTOPOH OBLJIO OOHAPY>KEHO OTCYTCTBHUE JBEHAIIATH
KOPIIyCOB Ul 4acoB Mapku «MomHus», yucnuBmuxcs no HakinagHo Ne 18 ot 24 okTsa0ps npeasiayiie-
ro roga. JIyis moaTBepKACHUS JaHHOTO (pakTa Ha OCHOBAHMHM MpHKa3a aupektopa 3aBoaa Ne 12 ot 18 an-
Baps TEKYIIETro rojaa Oblia co3JaHa KOMHUCCHUS TIOJT TIPeICeIaTeIhbCTBOM HAYaIbHUKA OT/IEa CHAOKEHUS
Kapnenko E.I1. u unenoB komuccuu nnxxenepa I[laBnoBa A.P. u 3aB. ckinagom Ne 1 Kyapsimosa P.B. Ko-
MHUCCHEH OBUT cocTaBlieH akT 21 sHBaps TEKYIIETro Ioja, B KOTOPOM COJACPXAJICS BBIBOJ O TOM, YTO 3a-
BOJI-ITOCTABIIIMK JIOJHKEH MOCTaBUTh HEJOCTAIOIIEee KOJIMUECTBO KOPIMYCOB K YacaM. AKT BCTYIWI B Jeii-
CTBHE C MOMEHTA yTBEPKJIeHUA (22 aHBaps T. T.) qupektopoM 3aBojaa b.M. PomanoBbIiM.

Curyanus 7.

WuBeHTapu3aIlMoHHass KOMUCCHUS, CO3/IaHHAs Ha OCHOBAHMM TMpHUKa3a AUpeKkTopa MOCKOBCKOTO
3aBOJia TI0O PEMOHTY YacOB W FOBEIMPHBIX u3nenuii Ne 24 ot 15 deBpanst Tekymero rojaa, B COCTaBe mpe/i-
cemarenss OctpoBckoro J.A. (3aM. TIaBHOTO Oyxranrtepa 3aBoja) U uieHoB komuccuu lletposoit O.H.
(obyxranrepa), Hockosoit H.U. (cT. SkOHOMECTA IJIAHOBOTO OT/IEJa) MPOU3BEIA PEBU3HIO KACCHI 3aBOJIA
M0 COCTOSTHUIO Ha 16 deBpansa Tekymero roaa. PeBusus mpoBoauiack B MPUCYTCTBUM KacCHUpa 3aBOJA
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Kapramosa H.W. B pe3ynbTaTe npoBeeHHON peBU3UH ObLIO YCTAHOBIICHO, YTO OCTATOK HAJIMYHBIX JCHET
B Kacce coctapiseT 1030 py6ueit 00 kor., ocTatok AeHer mno kaccoBoit kaure — 1030 py6. 00 komn. dpy-
I'MX LIEHHOCTEM B Kacce 3aBoja HEe OOHapy>KEHO, YTO COOTBETCTBYET AaHHbIM yuera. Komuccus taxxke
YCTaHOBMJIA, YTO MOPSIIOK BEACHUS KaCCOBOM KHUTM M XpAaHEHUs JIEHET COOTBETCTBYeET TpeboBaHusaM Ilo-
JIOKEHHUSI O BEJIEHMU KAacCOBBIX OIEpaliil rocynapCTBEHHBIMU, KOONEPAaTUBHBIMH U OOILECTBEHHBIMU
HMPEANPUATHIAMH, YUPEKIACHUSAMHU U OPraHU3alMsIMHU. AKT BCTYyIWI B I€HCTBUE C MOMEHTA yTBEPKIACHMUS
JUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccusi B coctraBe mpejacenatens, HavyalbHUKAa OTHENa CHAO0XKEHHS M YICHOB KOMUCCHH:
HayaJbHUKA OTJE]a KyJIbTYpPHO-OBITOBBIX M XO3SHCTBEHHBIX YUPEKIACHHUH, 3aBEAYIOIIETO CKIIAIOM,
Ha3HauYeHHas MpHUKa3oM TreHepanbHoro aupekropa [IAO «Ctpena», mpoBena paboTy MO yCTaHOBICHUIO
HETIPUTOTHOCTH K JaJTbHEHIIIEMY MCIOJIb30BaHUIO0 uMyIiecTBa. Komuccus paborana B MpUCYTCTBUU KJla-
JIOBILIMKA ¥ MHCIIEKTOpa (PUHOTAENA U YCTAaHOBUJIA, YTO UMYIIECTBO COTJIACHO MPUIIATaeMOMY K aKTy Tie-
PEYHIO TOJUICKUT CIHCAHUIO 32 HEMPHUTOJHOCTHIO K MabHEUIIEMY HCIIOJIB30BAHUIO. AKT CIHUCAHHS
MMYIIEeCTBa ObLI COCTABIICH C 2 7K3. (0Taeny cHaOXeHUs, OyXraJTepun), MOJMUCAaH KOMUCCUN U yTBEp-
KJICH TeHEPATIbHBIM TUPEKTOPOM.

Jlumepamypa: [1]; [2]; [5]; [7]

Tema 9 «IIpaBuia opopmiIeHH OCHOBHBIX BUAOB CIIPABOYHO-HHPOPMALNMOHHBIX JOKYMEH-
TOB»
Jlexyus

NudopmannonHo-cipaBoyHble 1 HHGHOPMAITMOHHO-aHATUTHIECKHE TOKYMEHTHI, TOHSATHE, OCHOB-
HbIE CTPYKTYpHBIE AJIEMEHTHI U mpaBuia oopmieHus: pekBU3uToB. OdopmieHHEe U COCTaBJICHHE CIpa-
BOYHO-HH(OPMAIIMOHHBIX JOKYMEHTOB. J[eJI0BbIe 1 KOMMEPUECKHE MUChMa: KiIaccu(UKaIms, CTPYKTypa,
CTaHJapTHBIE ()pa3bl M BBIPAXKEHUS, NMpaBwia U (OpPMBI KOMMEPUYECKOH NEPENHCKUA C 3apyOeKHBIMU
MapTHEPAMU; KOPPECTIOHICHIMSA, CBS3aHHAs C MPOBEICHHEM IMEPUOAUYECKUX MEPONPHUATHNA, W TpoUast
KOPPECTIOHICHIIUS OpraHu3aIus paboThI C JOKYMEHTaMH, COJIepKalllMMHU KOH(HICHIIMAILHBIE CBEJICHUS.
Pa3HOBUITHOCTH TTHCEM.

OcHognble nousimusi memwl: CIy’>keOHOE MTUCHEMO, TeJIerpaMma, Tee(oHorpaMma, MPOTOKOIT; A0-
KJIaJHasl 3aMKCKa; CiIy)keOHas 3amucka, OObsICHUTENbHAS 3allMCKa, CIpaBKa; 3asBICHHE, IEPeUeHb, CIIH-
COK, HOMEHKJIATypa JIeN, IPEJIOKEHHE, ®KaI00a; CBOJKA, 3aKITIOYCHIE, OT3BIB.

Bonpocul ona camokonmpons:

. Kakue moKkyMeHTBI OTHOCSTCS K TPYIINE CIPaBOYHO-UHPOPMAIITOHHBIX ?

. Ha xakux 6mankax ohopMIIstoTes CripaBOYHO-UH(OPMAIMOHHBIE JOKYMEHTHI?
. Kak ctpourcs cTpykTypa TekcTa ciyke0Horo nucbma?

. KakoBsI mpaBuina ohopmiieHus: TeerpaMmmbi?

. B uem ocobenHocTh 0hopmiteHHs TenedoHOTpaMMBbl?

. Kakue ObIBaroT BUIBI IPOTOKOJIOB U Y€M OHU OTJIMYAIOTCS APYT OT apyra?

. Kak odopmisieTcss BBoiHas 9acTh MpOTOKOIA?

. CKOJIBKO 3K3eMIUISIPOB aKTa COCTABISETCSA U CKOJIBKO MOAMUCHIBACTCS?

9. Kak odopmiisieTcst BHEITHSS JOKIaIHAsI 3amicKa?

10. B uem ocoGeHHOCTh OPOPMIICHHUST CIIPABKH JIMYHOTO Xapakrepa?

11. KTo moamuceIBaeT 3asiBicHue?

12. KakoBbI cTaHAapTHBIE MTpaBHUiIa OOPMIICHUS 3aKITIOUSHHS?

13. Uem pernaMeHTHpPYETCSI COCTaBJICHUE TaKUX JTOKYMEHTOB, KaK MepeueHb, CIIMCOK, HOMEHKIIa-

0N DN KW~

Typa?
14. Imeet nu cBoAka yHU(ULIIpOBaHHYIO hopmy?
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15. Kakue BubI CipaBOYHO-MH(POPMALMOHHBIX TOKYMEHTOB OPOPMIISIOTCS Ha OJaHKEe KOHKPET-
HOT'O BHJIa JJOKYMEHTOB?

Jlumepamypa: [1]; [2]; [3]; [4]; [5]

Tema 10 «CocTaBJjienne u opopMmiieHHe HHPOPMAIHOHHO-CIIPABOYHOM JOKYMEHTALM I
IIpakmuueckoe 3ansamue

3aoanue 1
CocraButs akT peBusuu kaccsl npennpusatusg TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHoBaHuEM
sBigeTcs npukas aupekropa Ne 165 or 13.03.20 .
B cocTaB komuccnu, IpoBOAAILIEN PEBU3HIO, BXOJAT:
[Ipencenarens - 3am. qupexropa C.H. Koznos
Unens! komuccuu: 1. I'n. 6yxranrep H.M. Porosa
2. Cr. oyxranrep 3.A. Opnosa
3. Byxranrep O.W. Yuaesa
[IpucyrcTBoBanm: 3am. 1. Oyxranrepa I'.H. Koposnes
kaccup B.1. MakcumoBa
PeBusust Opuia mpoBemena B mepuon ¢ 14.03.20 mo 16.03.20
B pesyinbrare npoBeIcHHON PEBU3UH YCTaHOBIIEHO:

1. OcTaTok HaTUYHBIX JICHET B Kacce 1o coctosHuio Ha 14.03.20  corimacHO KacCOBOM KHUTH H
JaHHBIM OYXTaJITepCKOro yueTa oJpKeH cocTaBisaTh S000 pyo.

2. ®aKkTUYECKUH OCTAaTOK HAJIIMYHBIX JeHEer B kKacce cocrabisier 4800 py6. Hemoctaua nmener B
kacce - 200 py0.

3. Hemoctava Hamn4yHBIX JCHET B Kacce oOpa3zoBajiack 1Mo BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBiieH B 3-X ak3eMIuIsipax: 1-i ok3. - B geno Ne 05-11

2-1i DK3. -TUPEKTOPY MPEATPUATHUS

3-i 9K3. - 1. OyXranrepy

B npunoxxennn o0bsicHuTENbHAA 3anucka kaccupa B.M. MakcumoBoit Ha 1 11. B 1 9K3.

OdopmMuTh peKBU3UT "OTMETKA O HAINIPaBJICHUHU JOKYMEHTA B /110"

Ucnonnurens B.A. Anykun nara 25.03.20 .

3aoanue 2.

CocTaBuTh OOBSICHUTENBHYIO 3aITUCKY HAa UM JIeKaHa (haKkyJIbTeTa O MPUYMHE OMO3/AaHus Ha 1-10

napy 17.03.20 . B TekcTe yka3aTh NPpUYMHY OMO3JaHUS.
3aoanue 3.

CocraBuTh noknagHyro 3anucky or 18.03.20 . HanucaHHyr HadajdbHUKOM ympasienus B.O.
WnbunsiM, agpecoBannyto I'enepanbHomy nupektopy ITAO «llepeozku» T.II. lanuiuny o nepeBoje
Ha JOJIKHOCTb.

[IpnynHOM, IOCIYKUBIIEH COCTABJICHUIO JOKJIAIHON SBISETCS PEOPraHU3alUsl CTPYKTYphI
VYrpaBneHus U yKpyImHEHHE OTJENIOB B pe3yjbTaTe Yero MPOUCXOIUT mepepacnpeaencHiue QyHKIui co-
TPYIHUKOB.

Havanbauk ynpasnenus Unbun npocut nepesectu crapuiero 3xkoHomucta C.T. Hukonaesa u3 ot-

Jca aBTOMOOUJILHBIX MNEPEBO30K B TAMOKCHHBIC OTACI C MOCICAYIOIIMM BHCCCHUEM W3MEHCHHUI B
IMTAaTHOC paClIMCaHUC.

Jlumepamypa: [1]; [5]; [7]

Tema 11 «Opranusanusi J0KyMeHT0000pOTA HA MPeANPUATHIX»
Jlexyus

Opraauzanust JTOKyMEHTOO0OpOTa Ha MPeaNpUsATHH. TpeOoBaHMs K OPTaHU3AINH JTOKYMEHT0000-
pora. Ciy:x06a TOKYMEHTallMOHHOTo obecriedyeHus. [IpueM mocTymarommx AOKYMEHTOB, OpraHHM3alus
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AOCTaBKHU JOKYMCHTOB. PGFI/ICTpaHI/Iﬂ JOKYMCHTOB. OpraHmaum{ PaCCMOTPCHHUA TOKYMCHTOB. Cucrema-
TU3alnust IOKYMCEHTOB, HOMCHKJIATYpa AJId UX q)OpMI/IpOBaHI/I}I " XpaHCHUA. KOHTpOJ'IL HUCIIOJIHCHUS TOKY-
MCHTOB. HOI[FOTOBKa JOKYMCHTOB K apXUBHOMY XPaHCHMUIO.

OcnosHble noOHAmMUsL MmeMmbl.: KOPPECTIOHICHIIHS, TIOTOKHA TOKYMEHTOB, MPHHIUIIBI JOKYMEHTO000-
poTa, oneparpamMma, perucTpaius, KypHal.

Bonpocw ona camoxonmpona:

1. Kakue @ynkuuu ciayx6s1 JJIOY Bbl 3HaeTe?

2. Yto Takoe JOKyMEHTOOOOPOT U KaK OCYIIECTBIIAETCS MMoAcYeT 00beMa JOKyMEHTo00opoTa?

3. Kakue noToku JTOKyMEHTOB IPUHATO pa3inyaTh B COCTaBE JOKYMEHTO000OpoTa?

4. Ha3zoBHTE OCHOBHBIE 3TAlbl JOKYyMEHTO000pOTA.

5. HazoBuTe OCHOBHBIE MPUHILIUIIBI OPTaHU3ALNUN JOKYMEHTO000pOTA.

6. Kakue Bubl paOOT BBIMOJIHAIOTCS U KaKHe CPEACTBAa OPITEXHUKU MPUMEHSIOTCS ITpU 00paboTke
MOCTYTAIOIIEH KOPPECTIOHACHITUN ?

7. Kakue onepanun ocylecTBISIOTCS IPU NIPEABAPUTEIIBHOM PAaCCMOTPEHUH I0OKYyMEHTOB?

9. Kyna nepenarorcst oOpaleHus rpaxaaH ociIe UX PaCCMOTPEHUS pPyKOBOACTBOM OpraHHU3aLuu?

10. Yto Takoe perucrpanus 10KyMEHTOB U KAKOBa €€ OCHOBHas 11€JIb?

11. Kakue JOKyMEHTBI HE TIOJIeKaT perucTpanuu?

12. Kakue hopMbl perucTpanuu J0KyMEHTOB CYIIECTBYIOT?

13. Yem xapakTepusyercsi CMEIIaHHask CUCTEMa perucTpanuu?

15. Kak ¢popmupyercst perucTpaiiioHHbIi HOMEP COBMECTHOI'O IOKyMeHTa?

16. Kakue pekBU3UTHI BKIIOYEHBI B PETUCTPALIMOHHbBIE (OPMBI?

Jlumepamypa: [1]; [2]; [3]; [4]; [5]

Tema 12 «OdopmiieHne T0KYMEHTOB 110 JTUYHOMY COCTABY»
IIpaxmuueckoe 3anamue

3aoanue 1.
[ToaroToBbTE pe3toMe /s 3aHITHSI BAKAHTHOM JTOJKHOCTH MEHE[Kepa I10 MPOjiake TOBApOB.

3aoanue 2.
CocraBbTe U 0()OPMUTE TPYIOBOH TIOTOBOP B CBSI3M C MOCTYIUICHHEM Ha Pa0OTy B KaueCTBE IKO-
HOMHUCTA, IOpUCTA (110 BEIOOPY).

3aoanue 3.
3anogHUTE TUYHYIO0 KapTouKy paboTHuka Gopmbr T2.

3aoanue 4.
CocraBbTe mpuka3 00 0cBOOOXKACHUHU Bac OT paboThl B ¢pupme «Ilmanera» B CBS3U C mepee3ioM
Ha HOBOE MECTO XHUTEJIBCTBO.

3aoanue 5.

CocTaBbTe NpUKa3bI:

a) o mpueme Ha paboty MeHemkepom Jlapuny W.I1.;

0) 00 yBOJBLHEHHUH ITEPEBOJIOM B IPYTYIO OPTaHU3AIINIO.

3aoanue 6.
CocTtaBbTe MpUKa3 0 MOOIIPEHUH PAOOTHUKOB.
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3aoanue 7.
[ToxroToBbTe MpUKa3 (pacmopsHKEHHUE) O TPEKPALMICHUN JEHCTBUS TPYAOBOTO TOTOBOpa (KOHTPAK-
Ta) ¢ pa0OTHUKOM.

3aoanue §.
CoctaBbTe U 0opMUTE rpaPuK OTIYCKOB pAOOTHUKOB OpraHU3aIUH.

3aoanue 9.
3aBeauTe JIMYHOE JeJI0 pa0OTHUKA OpPraHU3aIUH.

3aoanue 10.
3anoaHUTh MaTpUIly QYHKIUH ¢ TOMOIIBIO YCIOBHBIX 0003HAYCHUH, M pa3paboTaTh MOJIOKCHHE

00 otnene (Kagposas cimyx0a, ciryx0a MapkeTHHTa, UHAHCOBAs CITyk0a)

Ne HanmenoBanune ¢yHKumii Hauvansauk 3aM. HavasIb- I'maBHBII Benymuii Crnenuanuct
/1 oTaena HHKa OTAeNa CIICIIHAIINCT CHEIHAIIICT

1. ITox6op u 0TOOP KagpoB

2. Pa3paboTka mpemioxkeHuit o mepe-

MCIICHUH WX BBIJIBUXXCHHUHN HA BBI-
MECTOAIMEC JOJPKHOCTH

3. AHanm3 TeKy4ecTH KaapoB U paspa-
0oTKa Mep

4, AHanu3 KagpoBOro COCTaBa U MO-
TOTOBKA OTYETOB

5. Benenne kagpoBoro ydera

6. OdopmiteHne KagpOBBIX JOKYMEH-
TOB

7. Pabora mo amantaruy BHOBb IPHHS-
THIX paOOTHHUKOB

8. Opranuzanusi 00y4ueHus 1 TOBBILIIe-
HUS KBAJIM(HUKAIMU PAOOTHHKOB

9. Pabota ¢ KaIpOBBIM pe3epBOM

10. | OpraHuzanus OIEHOYHBIX IPOLCAYP
(arrecTanuu, KBATU(UKAIIMOHHBIX
9K3aMEHOB, KOHKYPCOB)

YcioBHBIE 0003HAYECHUSA:

P — npunumMaet pemieHus (yTBEPKIAET, MOAMUCHIBACT JOKYMEHTHI)

Y — y4acTByeT B 00CYX/IEHUU U BHITIOJIHEHUH IEUCTBUI

K — KOHTpOIHpyeT BHITIOTHEHUE PAOOTHI

C — cormacoBbIBaeT JOKYMEHTHI HJIA OT/ICJIbHBIE BOMPOCHI IO JAaHHOH (QyHKIIUN

O — oTBeyaeT 3a BBINOJHEHNE (PYHKITUHU, OPTAaHU3YET €€ BHIMOTHEHNE

[T — pa3pabaTbiBaeT npeIoKEHHs], TOTOBUT HHPOPMAIIUIO AJIS BBIMOIHEHUS (PyHKINN
W — ucnonHseT oCHOBHbBIE BUABI paboT

[TonoxeHue 0 CTPYKTYPHOM TMopa3zeiicHuH (OT/Aese, yIpaBlIeHUH, eapTaMeHTe, CIIy)KOe U T.11.)
BKJTIIOYAET CIIEAYIOINE DJIEMEHTBI:

— o01ue moyiokeHus (HaMMEHOBAHHUE, [T U 33/1a4H IEITSILHOCTH, MECTO B OPTaHM3AIIMOHHOMN CTPYK-
Type, CTPYKTypa MoApa3ieieHHs], JOTKHOCTh PyKOBOIUTENS CTPYKTYPHOTO TOIpa3esieHus);

— OCHOBHBIC HampaBJIeHUs! H (DOPMBI JCSITEIBHOCTH CTPYKTYPHOTO MTOIPa3/ICICHHUS;

— KpYT BOIIPOCOB 110 B3aUMOJEHCTBHUIO CO CTPYKTYPHBIMH MOAPA3AEICHUSIMH (HAUMEHOBAHUS CTPYKTY -
HBIX MTOpAa3ACICHUI, POPMBI B3aUMOICHCTBHUS );

— IIOJIHOMOYHA U OTBECTCTBCHHOCTD,

— MOKAa3aTeNN OLEHKH JICATEIIbHOCTH.
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3a0anue 11.
Cozpnaiite MHPOPMAIIMOHHO-TEXHOJIOTHYECKYIO0 KapTy ABIKEHUS MPHUKA30B MO JTUYHOMY COCTaBY
TP ATIPUSATHSL.

Jlumepamypa. [1]; [3]

Tema 13 «AHaJIHM3 COCTOSTHUE TOKYMEHTO000POTA HA NPeANPUSITHI
Jlexyus

9(1)(1)6KTI/IBHO€ YHOpaBJICHUC, pallMOHAJIbHAAd OpraHu3aluvsa W ONTUMHU3AlUA JOKYMCHTOIIOTOKOB
IpeanpHusATHS.

MCTOI[LI aHalJIi3a ,Z[OKy'MeHTOO60pOTaZ CCKTOPHBIC AUarpaMmbl, CXEMbl JOKYMCHTAIIMOHHBIX IIO-
TOKOB, JJOKYMEHTO000pOTa, rpaMKu BXOAIIEH U UCXOIAIIEH KOPPECIOHIEHIIUH U JIp.), @ TAK)Ke METO-
bl TIoJIcYeTa ero oobeMa (M3yueHHe JOKyMEHTOB, HEIOCPEACTBEHHOE Ha0 o aeHue, GoTorpadus, pado-
4ero JHsl, ONPOC, aHKETUPOBAHHME).

Hcnonb30BaHue MapHIpyTHO-TEXHOJOTHUECKUX KapT. I'paduyeckas MeTO10I0TUS CTPYKTYPHOTO
anammza SADT (SADT —Structured Analysis and Design Technique). Ananu3 nmokymMeHTO0OOpOTa TO-
CpCACTBOM aHAJIN3a OpFaHI/I3aI_II/IOHHOI71 CTOPOHBI YIIPABJICHUA U U3YUYCHUA KAYCCTBCHHOT'O COCTaBa NOKY-
MEHTOIIOTOKOB.

OcHoéuble noHsmMuUsi membl. JAOKYMCHTOIIOTOK, MAapIIpPYTHO-TCXHOJIOTMYCCKHUE KapThbl, OIICpa-
rpamMma, rpa(pnqecm/le MCTO/JbI aHaJIn3a, 3Tallbl aHaJIu3a JIOKyMCHTOO60p0Ta.

Bonpocwl ona camoxonmpona:

1. Kakue TuIbl NOTOKOB IOKYMEHTOB BbIIEISIOT?

2. JIns kakux 1eneil mpoBoAAT aHaJIu3 JIOKyMeHToo0opoTa?

3. HazoBuTe 1 pacKkpoiiTe OCHOBHBIE ATalbl aHAJIN3a JOKYyMEHTOo0opoTa?

4. HazoBuTe OCHOBHBIE METO/IbI aHATTN3a JOKYMEHTO0O0poTa?

5. Ilepeuncnure OCHOBHBIE 3IEMEHTHI MAPIIPYTHO-TEXHOJIOTUYECKON KapThl?
6. Packpoiite cynHoOCTh CTpYKTypHOTO aHanu3za SADT?

7. Ha3zoBuTEe OCHOBHBIC KQU€CTBEHHBIE XapaKTEPUCTUKU TOKyMEHTa?

Jluteparypa: [1]; [3]

Tema 14 @opmupoBanue 6a3 TaHHBIX U AHAJIN3 TOKYMEHT0000pOTA
IIpaxmuueckoe 3anamue

Bonpocwvl k cemunapy:

1. OcHOBHBIE KPUTEPUH KIACCUPHUKAIINN JOKYMEHTOB.

2. [Tpu3Haku knaccuuKaluy ynpaBieHYecKod HHPpOpMaLum.

3. IIporpamMMHoe obecrieueHus npu GOpMHUPOBAHUM Oa3bl JAHHBIX.

4. Cepa mpuMeHeHMst 6a3 1aHHBIX B yIIPaBIEHYECKOH NeATEIbHOCTH.

5. ®opmupoBaHre HHPOPMAITMOHHOTO O0ECTIICUCHHUST YUACTHUKOB OPTaHNU3aIIMOHHBIX IIPOCKTOB.

IIpakmuueckoe 3adanue

3aganue 1.
[TpoBeauTe aHaNM3 TOKYMEHTOB 110 KAY€CTBEHHBIM XapaKTEPUCTHKAM.

3agaHue 2.
[Toctpoiite rpaduky TMHAMUKHA JOKYMEHTOIIOTOKOB IPEAPHUSATHSI.
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3aganue 3.
Cozpnaiite nuopmanoHHy0 0a3y JaHHBIX MIPH peaU3allui OPTaHU3AIMOHHOTO MPOEKTA.

Jlumepamypa. [1]; [3]
5 Y4ueOHO-MeTOoAuYeCKOe o0ecrieyeHue JAJIs CAMOCTOSITeIbHON padoThl 00y4aroluxcs

B nenom BHeaynuTopHas caMOCTOsATENbHAsE padoTa CTyAEHTa MPU U3YUYEHHH Kypca BKJIIOYAET B
cebst cneayrome BUIbI paboT:

— npopaboTka (M3yueHne) MaTEPUAIOB JIEKIINNL;

- YTEHUE U IPOPa0OTKa PEKOMEHIOBAHHOW OCHOBHOM M JIOTIOJTHUTEIBHOM JTUTEPATYPhI;

- MOJICOTOBKA K MPAKTHYSCKUM (CEMHHAPCKUM) 3aHSITHSAM;

- MOMCK U MpopaboTka MaTepuasioB U3 MIHTepHeT-pecypcoB, NEPUOANUECKOM eUaTH;

- BBITIOJIHEHHE JOMAILIHUX 3a/laHui B (opMe TBOPUECKUX 3aJlaHUM, Keilc-cTau, JOKJIaI0B;

- MOJIFOTOBKA MPE3EHTAIMH ISl UJUTFOCTPALIUU T0KJIa/10B;

- BBIMIOJTHEHHE KOHTPOJIBHON paboOThl, €CIM MPEeIyCMOTpPEHa Yy4eOHBIM IUIAHOM JUCIHUILIN-
HBI,

— [IOJrOTOBKA K TEKYIIEMY M UTOIOBOMY (IIPOMEKYTOUYHAsl aTTeCTalMsl) KOHTPOJIIO 3HAHUI
10 JUCIUIUIMHE (3a49€T).

OcHOBHas 0T CAMOCTOSITENIFHONW pabOThl CTYJACHTOB NMPUXOAMTCS HA MPOPabOTKY PEeKOMEHIO-
BaHHOM JINTEPATYPHI C LEJIBbIO OCBOECHUSI TEOPETUUECKOI0 Kypca, OJArOTOBKY K MPaKTUYECKUM (CEeMHHAp-
CKHM) 3aHSTHSM, TEMaTHKa KOTOPBIX MOJHOCTBIO OXBAaThIBACT COZEpKaHue Kypca. CamMocrosTelbHas pa-
00Ta Mo MOJArOTOBKE K CEMHUHAPCKUM 3aHATHSIM IpeJroiaraeT yMeHue padoTarh ¢ nepBUYHON nHpopma-
uen.

6 ®@oH] OLEHOYHBIX CPEACTB /Ui MPOBEIEHNUS MPOMEKYTOUYHOIH aTTeCTANMU 00YYAIOIIUXCSA

M0 TUCHHIIHHE
6.1. Cmpyxkmypa ghonoa ouenounvix cpeocma

q)OHI[ OICHOYHBIX CPCACTB JIA IMPOBCACHUA HpOMeX(YTOqHOﬁ arrecraluu 06y‘-IaIOIIII/IXC$I 1o Auc-
UTUTMHE «J]eonpon3BOACTBOY» TPEACTAaBICH B MPHIOKEHUH K padodell MporpaMme TUCIHMIUITHHBI U
BKJTIOUYAET B ceOs:

- nepeyeHb KOMIETEHIMH ¢ yKa3aHHWEeM JTaroB UX (OPMHUPOBAHUS B IPOLECCE OCBOCHUS
00pa3oBaTebHON POTPAMMBI;

— OTHCaHUe MOKa3aTele U KPUTepUEB OIEHUBAHUS KOMIIETEHIIMA Ha Pa3IMYHBIX dTAMax ux
(hopmMupoBaHUs, OTIMCAHKUE ITKAJI OICHUBAHMSI,;

- TUTIOBBIC KOHTPOJIbHBIE 3a/IaHUSl WM MaTepUalbl, HEOOXOJUMBIC ISl OICHKU 3HAHUH,
YMEHHM, HaBBIKOB U (WJIM) OMBITA JEATEIBHOCTH, XapaKTEPU3YIOUINX dTanbl (OPMUPOBAHUS KOMIIETEH-
LU

- METOJMYECKUE MaTepUAIIbI, OMPEICIISIONINE MPOIEIyphl OLCHUBAHUS 3HAHUH, YMEHHH,
HABBIKOB U (WJIH) OTIBITA IEATETHHOCTH, XapaKTEPU3YIOLIUX dTarbl (JOPMUPOBAHUS KOMITETEHITHI.

6.2. Bonpocel 011 nposedeHuss npoMeHCymouHol ammecmayuu no oucuyuniune (Oughghepen-
YUPOBAHHDLI 3auem)

=

Jlaiite moHsTHE Aenonponu3BoAcTBa. HazoBuTe ero nenum u 3agadu.
CymHOCTh TOKYMEHTHPOBAaHUS. Y HU(DUKAIHS TOKYMEHTOB.

3. Buasl 10KyMEHTOB, BKIIOYaeMbIX B CUCTEMY OpPraHU3aIIMOHHO-PACTIOPSAUTEIBHON JTOKYMEH-
Talluun.

4. 3akoHOJaTEeNbHBICE aKTHl U HOPMATHMBHBIC JOKYMEHTHI, PETJIAMCHTHPYIOUIUE EATeIbHOCTh
CJIy)KGBI I[OKYMeHTaI_[I/IOHHOFO OGGCHC‘IGHI/ISI ynpaBneHHﬁ.

5. TloHaTHe FOPUIUYECKON CHIIBI TOKYMEHTA.
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6. CocraB 00s3aTENTBFHBIX PEKBU3UTOB OPTaHN3AIMOHHO-PACTIOPSAUTEIBHOTO JOKYMEHTA.

7. CoBpemeHHbIe TpeOOBaHUS K OJaHKaM JOKYMEHTOB U O(DOPMIICHHUIO JOKYMEHTOB.

8. OcHoOBHbBIE TpeOOBaHUS K W3TOTOBIICHHIO, YYETy, HCIOJIB30BAHHUIO M XPaHEHHIO OJAHKOB C
BocTpou3BeaeHneM ['ocyaapctsennoro repba PO.

9. OcobeHHOCTH PETUCTPAIIUH BXOSIINX, UCXOAAIINX M BHYTPEHHHUX TOKYMEHTOB.

10. Drarmbl ABMKEHUE JOKYMEHTOB B OpraHU3alHH.

11. Ilpusnakam Ki1accuPpUKAUU TOKyMEHTOB OpraHU3aliuu B JIEJe€.

12. Ilenu HOMEHKJIATypa A€ OpraHu3aluu.

13. Ilpuka3s - MoHATHE, COCTaB PEKBU3UTOB, (hopMyJIsIp-o0pa3erl. Beiucka u3 mpukasa.

14. NHCcTpyKIus - OHATHE, PEKBU3UTHI, (hOpMYJIIsIp-00paseL.

15. [TonoxxeHue - MOHITHE, COCTAB PEKBU3UTOB, (hOpMYJIIp-o0pas3elr.

16. PacniopsikeHue - IOHATHE, PEKBU3UTHI, (HOpMYIIIp-o0paserl.

17. Yka3aHue - IOHITHE, COCTAB PEKBU3UTOB, (hOopMyJIsp-o0paserl.

18. [laiite o011y10 XapaKTepUCTUKY Y Ka3aHUS.

19. TlocraHoBIICHNUE - IOHATHE, PEKBU3UTHI, POPMYJIIIP-00pasel.

20. IIpaBuia oopmieHHs IPOTOKOJIA.

21. YcTaB - IOHSTHE, PEKBU3HTHI, (hopMyIIsip-oOpaserr.

22. TexHonorus nepeaayn JOKYMEHTOB B apXUB.

23. IlpaBuiia UCTIOIB30BaHUS IOKYMEHTOB BEJIOMCTBEHHOTO apXHUBa.

24. OxapakTepu3yiTe JOKYMEHTHI 110 TUYHOMY COCTAaBY.

25. IlpaBuia ohopmiIeHHsT JOKYMEHTOB IIPH ITpHEMe Ha paboTy.

26. Kakue 10KyMeHTbl (OPMHUPYIOT JIUYHOE JIEJ10.

27. IlpenMeT 1 OOBEKT KOHTPOJISI UCTIOTHEHUS IOKYMEHTa. MeTOoIbI KOHTPOJISI UCTIOTHEHUS TIPH-
HATBIX JOKYMEHTOB.

28. MerouKka ¥ TEXHUKA PEJAKTHPOBAHUS CITy’)KEOHOTO TOKYMEHTA.

7 PexomMeHnayeMasi JJuTepaTypa

7.1 Ocnoenasn r1umepamypa
1. Conory6 O.I1. /leaonmpou3BOJICTBO: COCTaBJIEHHE, PEJAAKTHpPOBaHHE M 00pabOTKa JIOKY-
MEHTOB: y4e0. mocoowme. — 6-¢ m3a. crep. — M.: Omera-JI, 2011. 207 c. 6 3k3.

1.2 /lonoanumenshnan numepamypa
2. I'OCT P 7.0.97-2016. Haninonaneusiii cranaapt Poccuiickoit @enepanun. Cucrema cras-
TapToB 1Mo uHpopMauu, OMOIMOTECUHOMY M U3JIaTeIbcKOMy neiry. OpraHnu3alinoOHHO-PACTIOPSIUTETbHAS
nokymeHTanus. TpedoBanus k opopmieHuto mokymeHToB" (yTB. [Ipukazom Poccranmapra ot 08.12.2016
Ne 2004-cT)

3. HenonpousBoacteo: yueOnuk/ E.H. bacosckas, T.A. beikoBa, JI.M. Bsnosa. - 2-e u3m.,
crep.-M. :Akanemust, 2003 .-176 c. 10 ax3.

4, Hunenko C.A. JlenoBeie Oymaru u ocooeHHOCTH aenoBoro oomenus/C.A. JIunenko, JI.B.
HMunenko. - M.: MapT, 2005.-128 c. 33 k3.

5. KupcanoBa M.B. CoBpemeHHOE IeTONpPOU3BOICTBO: yueb. mocodue. - 4-¢ uzn. - M.: Un-
dpa-M, 2004. — 312 c. 3 3x3.

6. Mutpodanor C. B. Jlenonpon3BoacTBO B rocTuHUIe : yueOHoe mocodue / C. B. Murpo-
¢danoB. — Cankr-IlerepOypr : UD0 CII6YTYuDd, 2013. — 113 ¢. — ISBN 978-5-94047-524-8. —
Tekcr : AJIEKTPOHHBIH // Jlanb : AJIEKTPOHHO-OMOIMOTEUHAS cucTema. — URL.:

https://e.lanbook.com/book/64066 (mara oOpamenus: 14.07.2021). — Pexum goctymna: Iuisi aBTOpH3.
I10JIb30BaTENEN.
1. Pymbianna JILA. JlokyMeHTalMOHHOE OOECIIeYeHHE YIpaBICHUS: y4eOHHWK. - 8-¢ W31,
ctep.-M.: Akanemus, 2010.-224 c. 5 7k3.
7.3 Memoouueckue ykazanus
UIynuxos A.O. JlokyMeHTallMOHHOE oOecrnedeHue ympasieHus. [Iporpamma Kypca u mMetomuue-
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CKHME yKa3aHUs K H3yUCHHIO TUCUUIUIMHEL — [lerponaBioBck-Kamuarckuit: Kamuatl TV, 2019. — 27 c.
8 Ilepeuenn pecypcoB HH(OPMAIHOHHO-TEJIEKOMMYHHUKALIMOHHOI ceTH « AHTepHET»

1. Jlenonpec Pexxum moctyma: http://www.delo-press.ru/
2. JlenompousBozactBo Pexxum goctyma: http://www.top-personal.ru/officeworks.html
3. Kazapogoe nenonpoussoactBo Pesxxum goctyna: http://www.hr-portal.ru/.

9 MeToanuecKkue YKazaHud AJad oﬁyqamnmxca 110 OCBOCHHIO JUCHMUIIJIMHBI

Meroavka mnpenojaBaHus JAHHOW JUCHUIUIMHBL IPEIIOJIaracT YTEHHE JIEKIHM, MPOBEICHUE
MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHH, IPYNIOBBIX U MHAUBUIYAJIbHBIX KOHCYJIbTALUH 110 OTAEIbHBIM
(Hambomnee CIOXKHBIM) crenuduueckuM mpodiemMaM JuCHUILIUHBL. [IpemycMoTpeHa camocTosiTenbHas
paboTa CTyZIeHTOB, a TAK)KE IMPOXOKACHNE aTTECTALMOHHBIX HCIIBITAHUI MPOMEXYTOUHOM aTTeCTaluy.

Jlekyuu TIOCBAIIAIOTCS PACCMOTPEHHIO HanOojiee BaKHBIX KOHLENTYaJbHBIX BOIPOCOB:
OCHOBHBIM IIOHSTHSIM; TEXHOJOTMSIM CO3[JaHUSl M JBW)KEHHA JOKYMEHTOB, IIPUMEHSEMbBIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPUATUAX PHIOOXO3SIICTBEHHOIO KOMIUIEKCAa, OLEHKe UuX 3()QPexTuBHOM
peanu3anuu; OOCYXJIEHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType e€lle He YCTosaach JIMOO
SIBJIIETCS MPOTUBOpeurBOd. B xozxe neknuil oOydaromuMmcs cieayeT MOArOTOBUTh KOHCIEKThI JIEKIUH:
KpaTKO, CXeMaTU4YHO, MOCIIEI0BATEIbHO (PUKCUPOBATh OCHOBHBIE MOJIOKEHUSI, BBIBOBI, (POPMYIINPOBKH,
0000111eHNs; TOMEYaTh BaXKHbIE MBICIH, BBIIEISATH KJIIOUEBBIE CIIOBA, TEPMUHBI; IPOBEPSITh TEPMUHBL,
MOHATHSL C IOMOUIbIO SHIMKIIONEIUM, CJIOBApPEH, CIIPAaBOYHUKOB C BBINMCHIBAHUEM TOJIKOBAaHUN B
TeTpajb; O00O3HAUYUTH BOMPOCHI, TEPMHUHBI, MaTe€pHall, KOTOPHIA BBI3BIBAET TPYAHOCTH, IOMETUTH H
MIOTIBITATHCSl HAUTH OTBET B peKOMEHAyeMoH JiutepaTtype. Eciu camocTosiTebHO He ynaeTcst pa3o0paThest
B Marepuaie, Heo0XoauMo chOpMYJIMPOBATh BOIPOC M 3aJaTh NPENOJABATENI0 Ha KOHCYJIbTAllUU, Ha
MIPAKTUYECKOM 3aHSTHH.

Ilenvio nposedenus npakmuueckux 3anamuil SIBISETCS 3aKpEIUIEHHWE 3HaHMM oOydaroluxcs,
MOJIYYEHHbIX MMHU B XOJI€ W3Y4Y€HUs IUCLUUIUIMHBI Ha JEKUUSIX W caMocTosATeNnbHO. [IpakTuueckue
3aHATHUS MPOBOAATCS B (hOpME CEMUHAPOB; HAa HUX pa3OMparoTCsl KOHKPETHBIE CUTYyallUd U3 MPAKTUKU
3apy0eHOTO M POCCUKCKOTO YyIpaBleHUS, MPOBOJUTCS TECTHPOBAHUE, OOCYXKAAIOTCS JTOKJIAJbI,
MPOBOJIATCS ONpockl. Ha y4eOHBIX 3aHATHSAX CEMHUHAPCKOTO THITa 00yYarONIMecs BBITOIHSIIOT MPOpadoTKy
paboyeil mporpammbl, ynaenss oco00e BHHMMaHHE LEIsIM M 3ajadaM, CTPYKType U COAEPKaHUIO
JMCHIUTUIMHBL, KOHCTIEKTUPOBAHUE MCTOYHHKOB; pabOTy C KOHCIIEKTOM JIEKIIMH; MOJTOTOBKY OTBETOB K
KOHTPOJIBHBIM BOMPOCaM, MPOCMOTP PEKOMEHIyeMOW JHUTEepaTyphl, padoTy C TeKCTaMH OQHUIIUATBHBIX
My OJIMKAIUMI; PEIICHUE MPAKTUUYECKUX 3aJaHui.

[Ipy u3yueHUN TUCIUTUIMHBI UCTIONb3YIOTCSI HHTEPAKTUBHBIE METOIbI 00YUYEHUS, TAKHE KaK:

1. Jlexuus:

- npoOsieMHas JeKLus, Mpeoaralas U3JI0KeHe MaTepraia yepes3 npoOjJeMHOCTh BO-
IIPOCOB, 3aJa4 Uiu curyauui. IIpu 3ToM mpouecc no3HaHus IPOUCXOAUT B HAYYHOM IOUCKE, TUAJIOTE U
COTPYAHHUYECTBE C MPENOAABATEIEM B IPOLIECCE AHATIN3A U CPABHEHMS TOUYEK 3PEHHS;

- JEKIMSI-BU3yaJIu3alMs - Mojaya Marepuana OCYIIECTBIISIETCS CPEICTBAMHM TEXHUYECKUX
CpeACTB O0y4YeHHUsI C KPaTKUM KOMMEHTHPOBAHUEM JEMOHCTPHPYEMBIX BHU3YaJIbHBIX MaTepuasnoB (Ipe-
3eHTaIui).

2. CeMuHap:

- TEMAaTHUYECKUI CEMUHAp — 3TOT BHJ CEMHHApPA TOTOBUTCS U MPOBOAUTCS C LIEIBIO AKICH-
TUPOBaHUSI BHUMaHUS O00y4aroNIMXcs Ha KakoW-11M00 akTyalbHOW TeMe WM Ha HauboJiee BaXKHBIX U CY-
IIECTBEHHBIX ee acnekTax. [lepex HayamoMm ceMuHapa o0y4aromuMcs JaeTcs 3aJJaHue — BBIJICIUTH CyIle-
CTBEHHBIE CTOPOHBI TEMBI, WM )K€ MpernoaaBaTesib MOXKET 3TO CAeNaTh caM B TOM cllydae, Korja ooyuva-
IOLIMECs 3aTPyIHSAIOTCS MPOCIEIUTh X CBSI3b C MPAKTUKOW. TeMaTHuecKuil ceMuHap yriayOsseT 3HaHus
CTYJI€HTOB, OPUEHTUPYET MX Ha aKTHUBHBII MOUCK IyTel M cocoOOB pelIeHUs 3aTparuBaeMoil mpoobie-
MBI,

B nenom BHeaynuTOpHas camocmoamenvHaa padoma oodyuawouwjuxca TpU U3yYEHHH Kypca
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BKJTIOYAET B ce0s1 CIIEAYIOMINE BUIbI padoT:

- nmpopaboTKa (M3y4eHHE) MaTeprasIoB JICKIUH;

- YTEHUE U IPOPabOTKa PEKOMEHJOBAHHON yUeOHO-METOJUUECKON JTUTEPATypPhI;

- MIOUCK U MpopaboTka MaTepuasioB U3 MHTEpHET-pecypcoB, EPUOANYECKOM MeYaTH;

- BBINOJIHEHHE JIOMAIIHUX 3a/laHui B opme Keiic-cTaau, TECTOB, TBOPUECKUX 3a/1aHUil, J10-
KJIaJI0B, pedepaTos;

- MOJTOTOBKA TPE3EHTAIMK Ul WILTIOCTPAIMH JIOKJIAI0B U TPEICTABICHHUS PE3yJIbTaTOB
aHaJM3a KOHKPETHBIX CUTYyallUii;

- KOHCIIEKTHPOBAaHHE MIEPBOMCTOYHUKOB M yUCOHOH TUTEPaTyphI;

- MOJTrOTOBKA K TEKYIEMY, IPOMEKYTOYHOMY U HTOTOBOMY KOHTPOJIIIO 3HAHHIA.

OcHOBHast A0J1s1 CAMOCTOSITENIbHON pabOThl 00YYaIOIIMXCSl MPUXOAUTCS HA MOJATOTOBKY K IIPAKTH-
YEeCKUM 3aHATHSM, TEMaTHKa KOTOPBIX MOJHOCTHIO OXBAThIBAET cojaep)kaHue Kypca. CamMocCTosTeNbHas
paboTa 1Mo MOArOTOBKE K MPAaKTUYECKUM 3aHATHSAM TI0 AUCHUILTHHE «JlOKyMEHTAIlMOHHOE oOecTieueHne
yIpaBJIeHUs» NpernonaraeT yMeHue padboTars ¢ nepBUYHON HHPOpMaLuei.

10 KypcoBoii npoekT (padora)
Brinonnenue kypcoBoro npoekTa (padoTel) HE IPEyCMOTPEHO YUEOHBIM IJIAHOM.

11 Ilepeyens UHGOPMAIMOHHBIX TEXHOJIOTHH, HCMOJb3yeMbIX NMPU OCYIIECTBJICHUH 00pa3o-
BATEJbHOI0 Mpouecca Mo JMCHMILVINHE, BKJIKYAsA MepeYyeHb NMPOrpaMMHOr0 odecriedeHUs M HMH-
(popManoOHHO-CIPABOYHBIX CHCTEM

11.1 Hepeuenv ungopmayuonnvix mexnono2uil, UCNONL3YEMbIX NPU OCYULECMEIACHUU 00PA30-
eamenbH020 npoyecca

- 3JIEKTPOHHBIE 00pa30BaTEIbHbIE PECYPCHI;

- WCIIOJIb30BaHUE CIIAl-TIPE3EHTalN,

- MHTEPAKTHUBHOE OOILIeHHE C OOYyYaloIIMMUCS U KOHCYJIBTUPOBaHHME MOCPEICTBOM 3JEK-
TPOHHOM MOYTBHI.

11.2 Ilepeuenv npozpammnozo obecneuenus, UCnOIb3YEMO20 NPU OCYULeCHBIeHUU 00pa3oea-
mebHOo20 npoyecca

[Tpu ocBOCHHMH TUCIUTUIMHBI UCIIOJIB3YETCS JIMIIEH3MOHHOE TTPOTPaMMHOE 00eCTIeueHUE:

- TeKCTOBBIN penaktop Microsoft Word;

- nakeT Microsoft Office

- aneKTpoHHbIE Tabymibl Microsoft Excel;

- npe3eHTalMoOHHbBIN pepakTop Microsoft Power Point.

11.3 llepeuens ungpopmayuoHHo-cnPABOUHBIX CUCHIEM
- crpaBoYHO-TIpaBoBas cucteMa Koncynprant-mmoc http://www.consultant.ru/online
- cripaBo4HO-TIpaBoBas cucteMa ['apanr http://www.garant.ru/online

12 MaTepI/IaJIBHO-TeXHI/I'ICCKOQ o0ecneuyeHue JAUCHHUIIIMHBI

- JUTISL TIPOBENIEHUSl 3aHATUHN JIEKIIMOHHOTO THUIMA, MPAaKTUYECKUX (CEMMHApPCKUX) 3aHATHUH,
TPYNNOBBIX U UHIUBUIYaJbHBIX KOHCYJbTAIMH, TEKYIIETO KOHTPOJIS U MPOMEKYTOYHON aTTecTaruu, Ne
7-405 ¢ koMIUIeKTOM yueOHOU Mebenu Ha 36 mocaouHbIX MECTa;

- JUISl CaMOCTOSITEILHOM paboThl oOyuaromuxcs - yueOHas ayauropust Ne 305, o6opyaoBaH-
Hasg 5 pabouMMHU CTaHIUSAMH C JOCTYNOM K ceTu «VHTepHeT» U B SIEKTPOHHYI0 WH(POPMAIMOHHO-
00pa3oBaTeNbHYI0 CpeAy OpraHu3alii, U KOMIUIEKTOM ydeOHOM mebenu Ha 29 mocalovyHBIX MECTa;
yueOHas ayauropus Ne 517, obopynoBaHHast 8§ pabOUMMHU CTaHIUSAMU C AOCTYIOM K ceTH «VHTepHeT» U
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B 2JICKTPOHHYIO WHPOPMAITMOHHO-00Pa30BaTEIBHYIO CPely OpraHu3allii, U KOMIUIEKTOM y4eOHOI MeOe-
71 Ha 12 mocamoYHbBIX MECTa;

- JIOCKa ayAUTOpHAS;

- npesenTtauu B Power Point mo temam kypca «JloKyMEeHTaI[MOHHOE OOCCIICUCHUE YIpaB-
JICHUSY;

- MYJIbTUMEANIHOE 000pyn0BaHue (HOYTOYK, POCKTOD).
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