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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucummuiHbl «Jlenonponu3BOACTBO» SBIsAETCS (hOpMUpOBaHHE y O0yUYaAIOMIUXCS 3HAHUH O
MIpOLIECCEe CO3JaHMs U ABMXKCHUS JOKYMEHTOB B OpraHH3aIUsaX, HOPMAaTUBHO-METOIUYECKOM 6a3bl Jelo-
IMPOU3BOJCTBA, HOKYMGHTOBCHHCCKOﬁ TCPMHUHOJIOTHH, A3BIKC cnynce6Hor0 AOKYMCHTA, TCXHOJIOTHUAX pPa-
OOTHI ¢ JOKYMEHTaMH, a TaKKe METOAUKON UX 0(hOPMIICHHS, COCTABJICHHUS, IPABKU U PEJaKTUPOBAHUSI.

OcHOBHBIE 33]1a4H Kypca:

- U3YYEHHE COACPKAHMSI HOPMATUBHBIX MPABOBBIX aKTOB M METOJUYECKHUX JIOKYMEHTOB, pe-
TIIaMCHTUPYIOIHUX BOIIPOCHI CO3AaHNA NOKYMCHTOB U pa60TbI C HUMH,

- u3ydeHue TpeOOBaHUS K  COCTaBICHUID U
pacnopsAUTEIbHON JOKYMEHTAIUH;

— U3ydeHHe 00ecreueHHsI PAIMOHATILHOTO HCIIOJIB30BAHUS JOKYMEHTOB B JISIIOBOM MPAKTHKE
NPEAIPUATHS,

- U3YyYEHHE MPOLEAyp OpraHU3alMi XpaHEHUS JAOKYMEHTOB, BKJIIOYAs HMX HaJJICKAIIYIO
MOATOTOBKY K Iepefjaue Ha apXHUBHOE XPaHEHUE B FOCYAApCTBEHHBINM WM BEJIOMCTBEHHBIN (IO MPUHA/I-

oQOpMIICHHIO  OpraHU3alMOHHO-

JICKHOCTH MPEANPUATHUS) APXUB.

2 TpeGoBaHus K pe3y/IbTaTaM OCBOEHUS M CHUTIINHBI

[Tporecc n3ydeHus TUCIUTUIMHBI HAIIPABIICH HA (POPMUPOBAHUE CIICTYIONUX KOMITCTCHIIUN:
[1K - 5 CiocoOHOCTh OCYIIECTBIISATH JAEJIOMPOU3BOJICTBO U TIOKYMEHTOOOOPOT B TYPUCTCKOM 1esi-

TCIJIIBHOCTH.

[Tnanupyemslie pe3ysbTaTbl 00y4eHMs NMPU U3YYEHUM TUCLMILIMHBI, COOTHECEHHBIE C IUIaHUpYe-
MBIMH pe3yJIbTaTaMH OCBOEHUS 00pa30BaTEIbHON IPOrPaMMBI, IIPEICTABICHBI B TAOIUIIE.

Tabnuua — IInanupyemble pe3yabTaTel 00yUeHHs NPH U3YUSHUH AUCLUIIMHBI, COOTHECEHHbIE C IIaHUPY-
€MBIMH Pe3yNbTaTaMU OCBOEHHsI 00pa30BaTeIbHOMN MTPOTPaMMBI

Kon ITnanupyemsie pesyibra- | Kog u HaumenoBanme | IImaHupyemslit pe3ynbTar oOyuenus | Kopx moka-
KOMIIETEHIIMM | TBI OCBOGHHUS 00pa3oBa- | MHAMKATOpa JTOCTHXKEHUS 0 JUCLUIUTNHE 3aTes
TEJIbHOW MPOrpaMMbl YHUBEpPCAJIbHOM KOMIIE- OCBOCHUS
TCHLIUH
T1IK-5 BlaJIcHHe HaBbIKaMH aHa- | U/1-2pk.6: 3HaeT TexHO- | 3HATh:
mm3a  uHGOpMAnMM O | JIOTWH, METOIBl M METO- | — HopMaruBHBIe gokymenthl mo | 3(IIK-5)1
(GYHKIMOHMPOBAHUM CH- | JIMKH TPOBEJCHHMS aHa- | CTaHJApPTH3alldd B OOJACTH JEINO-
CTEMBI BHYTPEHHEIo JO- | IM3a M CHCTEMATH3allMH | MPOU3BOJCTBA, IEHCTBYIOIIME Ha
KyMEHTO000pOTa OpraHu- | IOKyMEHTOB W HUHOOp- | Teppuropun Poccuiickoii ®enepa-
3anMy, BBeJeHHWE 0a3 | MaluH. LU
JaHHBIX 110 pPa3JIUnYHbIM I/II['SHK-GI 3HaeT OCHOBHI | — CHCTEMBI JOKYMEHTAllUH, Tpe- 3(HK-5)2
nmokasareisiMm U (HOpMH- | TOKYyMEHTOO0OopOoTa M | GOBAaHMSA K COCTABJICHMIO M O(DOPM-
poBaHue WH(DOPMALMOH- | JOKYMEHTAIIMOHHOTO JIEHUIO JIOKYMEHTOB, COBPEMEHHEIE
HOTO obecmeueHus | ooecreyeHus. CrocoGBl M TEXHHKY CO3JAHMS JO-
y4acTHUKOB opraumsauu- | UJl-4nke: YMeeT opra- | xymeHTOB;
OHHBIX IIPOEKTOB. HU30BAaTh XPAaHCHHE JO- | — opraHWs3amyMi0  JOKYMEHT00GO-
KyMEHTOB B COOTBET- | poTa HA NPEANPHATHH 3(IIK-5)3
CTBUM C TPEOOBAHMAMM | _ pepeyeHp M CTPYKTYPy OpraHH-
3aKOHOMATeNbCTBA  POC- | sayponmpix w1 pacnopsaurensupx | S(TK-5)4
cuiickoii ®denepauuu U JIOKYMEHTOB.
JIOKTbHBIMA aKTaMH | yyrery-
OprafHusalii. — paspabaTsiBaTh mpoekTHl ympas- | Y(IIK-5)1
W-Snke: YMEET BECTH | jopyeckoii noKyMeHTAIHIL,
yaer WM perHCTPAUMio | _ - oponysupoBath M BHEADATH
JIOKYMEHTOB B HH(Op- YIPaBIEHIECKYIO TOKYMEHTALIHIO; Y(IIK-5)2
MallMOHHBIX CHUCTEMax H
— ONTUMH3UPOBATH  JIOKYMEHTO-
Ha MaTepUaIbHBIX HOCH- T m— V(IIK-5)3
TEIsX.
W/T-6rmcs: Ynmeer Becti | - aHAIM3UPOBaTh MH(OPMALUIO O VTK-5)4
NIEI0BYIO TIEPEITHCKY. (YHKIIMOHUPOBaHUU CHCTEMBI

3




Kon [Tnanupyemsie pesynbra- | Kon u HanmenoBanue | [lnanupyemslii pesynbrar oOyuennst | Kox moka-

KOMIIETEHIINM | ThI OCBOCHHMS 00pa3oBa- | MHAWKATOPA JOCTYKEHHS 0 AUCIUIUINHE 3aTens
TEIbHOU IIPOrpPaMMbl YHUBEPCAJIBHOU KOMIIE- OCBOEHHUS
TCHIUH

BHYTPEHHETO0  JOKyMEHTO000pOTA
OpraHu3aIlHH, VY(IIK-5)5
— BecTH 0a3bl JaHHBIX 110 Pa3jiny-
HBIM [TOKA3aTEIAM.

Baaners:

— HaBbIKAMH  JIOKyMEHTAJIBLHOTO
o(opMIICHHS PEIIEHUH B yIpaBJie-
HUM  OTEPAIMOHHOW  (NPOU3BOM-
CTBEHHOI1) jesTensHocTH opranu- | B(IIK-5)1
3alluii;

— HaBBHIKAaMH aHaim3a WH(popma-
K 0 (QYHKIMOHMPOBAHHWH CHCTE-
MbI BHYTPEHHETO H0KyMeHTooGopo- | B(ITK-5)2
Ta OpraHu3aIny,

— BeneHus 6a3 JaHHBIX 10 pas-
mmaneM noKasatensam i opmupo- | B(IIK-5)3
BaHMs MH(OpPMaMOHHOTO obecre-
YCHUA YYaCTHHUKOB OpraHu3alvoH-
HBIX IIPOEKTOB;

— HAaBbIKAMHU IIOAIOTOBKU OpraHu- B(IIK-5)4
3alIMOHHBIX W PacHopsAUTEIBHBIX
JIOKYMEHTOB.

3 MecTo TUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMMbl

VYuyebHast nucuuminHa «Jleaonpon3BoacTBo» GOpMHUPYETCs yYaCTHUKaMU 0Opa3oBaTENbHBIX OT-
HOIICHUH B CTPYKTYpe OCHOBHOW 00pa30BaTEIbHON MPOrpaMMEI, €€ U3yd4eHHe 0a3upyeTcsi Ha 3HAHUU CO-
BOKYITHOCTH TAaKUX JUCLUIUINH, KaK «DKOHOMHKa», «Pycckuil A3bIK M KynbTypa peun», «Teopus me-
HEJKMEHTay, «Pa3paboTka ynpaBiIeHUECKUX PELIEHUN» Ip.

3HaHUs, YMEHUS U HAaBBIKHU, MTOJIyYE€HHbIE O0YUYaIOIIMMUCS B XOJ€ U3YyYEHHs Kypca JUCIIUIUINHBI,
MOTYT OBbITh UCIIOJIB30BaHBbI JUIsl IPOXOXKACHUS MPEATUIIIOMHON MPAaKTUKH, a TAKXKe JUIsl IOJTOTOBKHU BbI-
MYCKHOM KBaJIM(UKAITMOHHON PabOTHI.




4 Copep:kaHue TUCHUNIMHBI

4.1 Temamuueckuii nian oucyunauHsl (04HOU opmul 0OyueHus)

KonTakTHas
padoTta no Bu-
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Tema 1 «OcHOBHBIE MOHATHUSA U OIpeNCICHUS
Huckyccusl,
JOKYMEHTAIIMOHHOTO OOeCTIeueHus yIpaBJe- 9 4 4 5 oot
HUS» JISKIUS
Tema 2 «JlokymeHTanmoOHHOE 00OecTiedeHne
Hoky e 10 6 6 4 Onpoc
JIeJI0OBOTO OOIICHUS»
Tema 3 «Dopmymnsap-oOpaser] opraHU3aIuoH- 1
HCKYCCH,
HO-PacIOPSIUTEIILHOTO IokKyMeHTa. O01ue 8 4 4 4 TeYCT
CBEJICHHS O PEKBU3HUTAX)»
Tema 4 «CucremaTn3anys 1 XpaHEHHUE yIIpaB- 10 6 6 4 [Mpakrrdeckoe
JICHYECKHX IOKYMEHTOB) 3aHATHE
Tema 5 «IIpaBuna odopmiieHust OITaHKOB J0- 6 2 2 4 Huckyceus,
KYMEHTOBY TECT
Tema 6 «CocrtaBienue 1 opopMIIeHHE TUCEM) 10 6 6 4 | Tlpakriieckoe
3aHATHC
Tema 7 «lIpaBuna oopmieHHsI OCHOBHBIX 1
HCKYCCH,
BHJIOB OpTaHU3AIMOHHO-PACTIOPSTUTEITHHBIX 6 2 2 4 T;T
JJOKYMEHTOBY»
Tema 8 «O¢opmiieHre OpraHU3alMOHHO- 8 4 4 4 IMpakTrdeckoe
pacnopsANTENIbHON TOKYMEHTALIMH 3aHATHE
Tema 9 «[IpaBuna opopMIIeHUS] OCHOBHBIX 1
HCKYCCH,
BUJIOB CIIPaBOYHO-UH(POPMAITHOHHBIX JOKY- 6 2 2 4 T;T
MEHTOBY
Tema 10 «CocraBnenue u opopMICHHE HH- 8 4 4 4 IMpaktrueckoe
(hOopMaIMOHHO-CIPABOYHOH JJOKYMEHTAIIHNY 3aHATHE
Tema 11 «Opranuszanus JOKYMEHTOOOOpOTa 6 2 2 4 Huckyccus,
Ha MPeIIPUATHIX» TeCT
Tema 12 «Odopmienne TOKyMEHTOB MO JIWY- 8 4 4 4 IMpaktraeckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «Ananu3 cocrosiHEe JOKYMEHTO000-
HOKY 5 1 1 4 Huckyccust
poTa Ha NPENNPUATHI
Tema 14 ®opmupoBanue 0a3 JaHHBIX W aHa- Ormpoc, mpax-
U3 IOKyMEHTO000poTa 8 4 4 4 | Tuyeckoe 3a-
HSTHEC
Huddepenimpoanublii 3aueT
Bcero | 108/3 51 17 34 57




4.1 Temamuueckuit nian OucyunIuHbl (04HO-3A04HOI hopmbl 00yUeHU)

KonrakTHas
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Tema 1 «OCHOBHBIE MOHATUS U ONPEIACICHUS
Huckyccus,
JIOKYMEHTAIIMOHHOTO O0CCIICUeHHs yIpaBJe- 8 2 2 6 oot
HUSI» JIEKLUSI
Tema 2 «JlokymeHTanMOHHOE 00OecTedeHne
Hloky H 8 4 4 4 Ompoc
JICTIOBOTO OOIICHUS»
Tema 3 «Dopmysip-oOpaser opraHu3amnruoH- i —
Hn us
HO-PacIOPSIUTENILHOTO IoKyMeHTa. O01mue 6 2 2 4 Te};T ’
CBEJICHHSI O PEKBU3UTAX)
Tema 4 «Cuctemaruzaius U XpaHEeHUE YIIPaB- 8 4 4 4 [MpakTnueckoe
JICHYECKHX JIOKYMEHTOBY 3aHATHE
Tema 5 «IIpaBuna opopmienus: 61aHKOB 10- 6 2 2 4 Iuckyceus,
KYMEHTOB» TECT
Tema 6 «CocraBieHne u opopMIIEHUE TTUCEM) 10 4 4 6 IpakTi4eckoe
3aHATHC
Tema 7 «[IpaBuia ohopMIICHHSI OCHOBHBIX Tuexyce
HCK us
BHJIOB OPTaHU3AI[IOHHO-PACTIOPSTUTEIEHBIX 7 1 1 6 Te};T ’
JOKYMEHTOBY»
Tema 8 «OdopmiteHre OpraHN3aIMOHHO- 10 4 4 6 IpakTi4eckoe
pacHOPS,ANTENHHOMN IOKYMEHTAIHI) 3aHATHE
Tema 9 «lIpaBuna oopmieHHsT OCHOBHBIX 1
HNCKYyCCHUA
BHJIOB CIIPABOYHO-MH(OPMAIIMOHHBIX JTOKY- 7 1 1 6 Te};T ’
MEHTOBY
Tema 10 «CocraBnenrie U opopMIICHHE HH- 8 2 2 6 IpakTiyeckoe
(hopMalMOHHO-CIPAaBOYHOM JOKYMEHTAIIMN) 3aHATHE
Tema 11 «Opranuzanust AOKyMEHTOOOOPOTa 7 1 1 6 Huckycens,
Ha MPEIPUSTHIX» TECT
Tema 12 «Odopmienne TOKyMEHTOB TIO JINY- 8 2 2 6 IMpakrrdeckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanu3 cocTosiHUE TOKYMEHT0000-
JoKy 7 1 1 6 Juckyceust
poTa Ha IPEIPUSTHID
Tema 14 dopmupoBanme 0a3 JaHHBIX W aHa- Omnpoc, npak-
T3 JOKYMEHTO000poTa 8 2 2 6 THYECKOE 3a-
HATHUEC
HuddepennmpoBannblii 3aueT
Bcero 7212 32 10 22 76




4.2 Cooepicanue oucuuniuHol

Tema 1 «OcHOBHble TOHSATHUSI M ONpeleJieHH JOKYMEHTAMOHHOIO o0ecnevyeHus
ynpaBJieHHs»
Jlexyus

JIOKyMEHT U CUCTEMBbI JOKYMEHTAIlMU. 3HAYEHUE COBPEMEHHOTO JOKYMEHTUPOBAHUS B YIIPABIICH-
4yeckoi nesrenbHocTH. HopmaTuBHO-TIpaBoBasi 6a3a periiaMeHTUpYyIomas JAeIonpou3BoACTBO. DYHKINH
nokyMeHToB. EnuHas rocynmapctBenHas cuctema jaenonponsBojacta (EI'CJl). YHudunupoBanusie cu-
crembl qokymenTtanuu (YC/). Knaccudukanus nokymeHToB. YpaBieHueckas J0KyMeHTalus: TpedoBa-
HUS K COCTAaBIICHHIO U 0(pOPMIICHHIO.

OcHosHble noHamus. memvl: TOKYMEHT, (QYHKIIUH JOKYMEHTOB, KilacCU(UKAIUsI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTUPOBAHKE, TOKYMEHTO0000POT, PopMyJsip, OJ1aHK, HOMEHKIATYpa.

Bonpocul ona camokonmpons:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIaMEHTHUPYIOTCSI OCHOBHBIE TEPMHUHBI B 00JIACTH JEII0-
MpOU3BOACTBA?

2. Yro BKIIOYAET B C€OsI MOHATUE «ITOKYMEHT»?

3. Kakue s3bI1kH 1 C1IOCOOBI JOKYMEHTHUPOBAHUS BbI 3HaeTe?

4. Ha3oBuTe COBpEeMEHHBIEC BUABI HOCUTENEH NHPOPMALIUH.

5. Kakum 3aKk0HOM ycTaHABIMBAETCs MPABOBOM PEXXUM CO3aHMs, XPAHEHUS U UCIIOIb30BAHUS
MH()OPMAIIMOHHBIX PECypCOB?

6. UeM oTan4aeTcsi JOKYMEHT JIMYHOTO MIPOUCXOXKACHUS OT OUIIHAIBHOTO TOKyMEeHTa?

7. Uto 00yciIaBIMBaeT IOPUIHUECKYIO CHITY OQUIIHATBHOTO JOKYMEHTA?

8. Uto moHnMaeTcs o1 Noau(yHKIIMOHATBHOCTBIO IOKyMEHTa?

9. HazoBuTe OCHOBHBIE OJIOKH (TPYIIIBI) PYHKIUH TOKyMeHTa. YeM XapaKkTepu3yeTcs KaxIblid
610K ?

10. Kak mensiercs nelictBue QyHKIMI BO BpeMEHU?

11. KakoBbI OCHOBHBIE 1€/ YHU(DUKAIINHN TOKYMEHTOB?

12. Yto yuuThIBa€TCS MPH NMPOBEIEHUU YHU(DUKAIIMHU JOKYMEHTOB?

13. YTo noHMMaeTcs ol CUCTEMOM JOKYMEHTALINH?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTAIUN?

15. Yro nmpencrasinsier coO0i cTaHIapT U KaKue BUJbI CTAHAAPTOB IPUMEHSIOTCS B HalleH
cTpaHe?

16. YTo BXOUT B KOMILIEKC HOPMAaTUBHBIX JJOKYMEHTOB [0 CTaHAAPTU3ALUU?

17. Yro npencrasmusier coboit YCJ] u kakue aeictByromue B Hamie crpane Y CJl Bbl 3Haete?

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

Tema 2 «/lokyMeHTALIMOHHOE OOecIeYeHune 1eJI0BOro 00 meHm s
Ilpakmuueckoe 3anamue

Bonpocul onsa obcyscoenus:

1. Onpenenenne OCHOB JJOKYMEHTHUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.

2. SI3bIKOBBIE HOPMBI O(HUIHATIBHBIX JOKYMEHTOB.

3. UccnenoBanue cdep GyHKIMOHUPOBAHUS M KAHPOBOTO Pa3HOOOpa3us O(UIIMAIIBHO-IETOBBIX
JIOKYMEHTOB.

4. AHanu3 A3bIKOBBIX (hOPM OPUIHAIBHBIX JOKYMEHTOB (IIPAKTUUECKHUE YIIPAKHEHHUS).

5. UccnenoBanue npuéMoB YHU(DUKAITUH S3bIKA CITYKEOHBIX TOKYMEHTOB.

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



Tema 3 «@opmyasip-o0pa3en OPraHU3alMOHHO-PACIOPAIUTEIBLHOI0 J0KyMeHTa. O0mme
CBeJeHHUSI 0 PEKBH3UTAX»
Jlexyus

VYnpaieHuyeckast JOKyMEHTAIMs: TpeOOBaHHUS K COCTaBICHUIO M OGOpPMIICHUIO, (HOpMYJIsp-
oOpaser, coCTaB M PacIojOKeHHEe PeKBU3UTOB. [0CTOSHHBIC M NEpPEMEHHBIE PEKBHU3WUTHI. YTIIOBOH H
MPOAONIbHBINA O7aHK AoKyMeHTa. CriocoObl opopMIIeHHST PEKBU3UTOB: (prIaHroBbIi U LieHTpoBaHHBINA. Co-
BpPEMEHHBIE CITOCOOBI M TEXHUKA CO3/1aHHSI JOKYMEHTOB.

Ocnognbie nonsmus memwl: GopMyisip-oopasell, peKBU3UT, TaOynupoBanue, GopMmar.

Bonpocul ona camokonmpons:

. Kakue popmater Oymaru ucnosib3yroTcs i moctpoenus popmyssipa-oopasa OP/]?
. Kakue pasmepsr noneit OPJ] ycranoBnens! hopmysipom-oopazmom OP1?

. MoryT 11 Ha oJIsIX JOKYMEHTA pacIioyiaratbCsi Kakue-JImoo peKBU3UTHI?

. Kakoif MakcMManbHBINM COCTaB PEKBU3UTOB YCTAHOBJICH (hopMyssipoM-o0pa3iom?

. CKOJIBKO TIOJIOXKECHUH TaOy IsITOPA UCTIONB3YETCS IPH 0(OPMIICHHH PEKBU3UTOB?

. Kakue pekBU3UTBI OTHOCSTCS K TIOCTOSTHHBIM?

. Kakue pekBH3UTHI SBISIOTCS 00sI3aTCIbHBIMU?

. CKOJIBKO CymIecTBYeT crioco00B 0(OopMIIEHUS] pEKBU3UTOB?

. UTo XapaKkTepu3yrT AOMOJHUTEIbHBIC peKBU3UTHI OPJ1?

10. YeM npo107IbHBINA BapUaAHT PACIIONOKEHHS PEKBU3UTOB 3ar0JI0BOYHON YacTH OJaHKa OTINYa-
€TCs1 OT YIJIOBOI0?

O 00 1 N DN B W —

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

Tema 4 «CucremaTn3anus ¥ XpaHeHHe YNPABJICHYECCKHX JOKYMEHTOB)»
IIpakmuueckoe 3ansamue

3aoanue 1.
CocTaBbTe HOMEHKIATYPY A€M KaHUEISIPUN OpTaHU3aIlHH.

3adanue 2.
CocTaBbTe HOMEHKIIATYPY Aes (PHHAHCOBOTO OTJIeIa OPraHU3aIlNH.

3aoanue 3.
Cdopmupyiite 1udHOE 1710 pabOTHUKA OpPraHU3alUH.

3adanue 4.

Brinenute u packpoiite OCHOBHbIE (DYHKIIMM SKCIEpTHOM Komuccuu Ha ocHOBe «llomokeHus o
IIOCTOSIHHO JIEHMCTBYIOIIEH SKCIIEPTHON KOMUCCUHU YUPEKACHUS, OPraHU3aLUHN, IPEATIPUITHSI.

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

Tema 5 «IIpaBuiia opopmiieHnst 6JJAaHKOB JOKYMEHTOB»
Jlexyust

CocraB pexkBU3UTOB. BilaHKK TOKYMEHTOB: JIs MUChMa M OOIIWNA OJIaHK IS APYTHX BUIOB JTOKY-
MeHTOB. OdopmieHrne pekBU3UTOB. TpeOoBaHUS K OGOPMICHHIO PEKBU3UTOB OpPraHU3AIMOHHO-
pactopsSIIUTENBHBIX JOKYMEHTOB, CIIPABOYHO-MH(OPMAITMOHHONW M CITPABOYHO-aHATUTHICCKON JTOKYMEH-
tauuu. CTanaapTu3aims npouecca JOKyMEeHTUPOBAHMUS.

8



OcHosHble noHsmus memsl: BUABl OJTAHKOB JOKYMEHTOB, rep0, sMOjemMa; TOBapHBIM 3HAK (3HAK
oOcimykuBaHus); KOA (OpPMBI JOKYMEHTa; HAMMEHOBAHUE OPTaHM3AINH - aBTOPA JIOKYMEHTA; HAUMEHO-
BaHUE CTPYKTYPHOTO MOAPA3JCICHHs - aBTOpa TIOKYMEHTa, HAMMEHOBAaHWE JOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTA; CIIPaBOYHBIC JaHHbIE 00 OpraHW3alluy; HAMMEHOBAaHWE BHJIA JOKYMEHTA; JlaTa JOKYMEHTa;
pEeruCTpaIMOHHBI HOMEp JOKYMEHTA; CChUIKA Ha PETHCTPAIIMOHHBI HOMEp M JIaTy MOCTYIUBIIETO J10-
KYMEHTa; MECTO COCTaBJICHHS (M3/JaHUs) JOKYMEHTa; TpH( OrpaHUYCHHS OCTyNa K JOKYMEHTY; aape-
car; rpu( yTBEp)KICHUSI JOKYMEHTa; 3arojIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O MPHIIOKCHHH,
rpud cormacoBaHus TOKyMEHTa; BH3a; MOJIUCH; OTMETKA 00 JICKTPOHHOW MOAMKCH; I1eYaTh; OTMETKa 00
UCTIOJIHUATEJIC; OTMETKA O 3aBEPEHUH KOIMHU; OTMETKA O MOCTYIUICHHH JTOKYMEHTa; PE30JIIOIUs; OTMETKA
0 KOHTPOJIE; OTMETKA O HAIPABJICHUU JTIOKyMEHTA B JIETIO.

Bonpocul ona camokonmponsa:

1. Kakue opranuzanuu UMErOT MpaBo u300pakaTh Ha OJaHKaX CBOMX JOKYMEHTOB ['ocymapcTBeH-
HeIi Tepb Poccuiickoii @eneparn?

2. Yro npeactapisoT coO0il Ko opraHu3aiiu U Koa Gopmbl JOKYMEHTA, UCIIOJIb3yeMble Ha
omankax OPJ1?

3. UeMy IOIKHO COOTBETCTBOBATh HAMMEHOBAHUE BU/IAa JOKYMEHTA, MPUBOAUMOE B OJIaHKE KOH-
KpETHOTO BHJIa JOKYMEHTA?

4. Kakue ciocoOb1 ohopmieHust pekBu3uTa «Jlara TOKyMeHTa» Bbl 3HaeTe?

5. UeM pekBu3uT «PerucTpalinoHHbI HOMEP TOKYMEHTa» OTJIMYAeTCs OT pekBU3nTa «CChbUIKa Ha
PErucTpallMOHHBINA HOMEP U AaTy JOKyMEHTa»?

6. Bcerna i Ha OnaHKe TOJDKEH MPUCYTCTBOBATh PEKBU3UT «IMeCTO COCTABJICHUS WM U3AaHUS
JOKyMEHTa»?

7. YTo 03HaYaeT HaJIM4YME Ha IOKYMEHTE Tprda orpaHYeHUs JOCTYIa K HeMy?

8. Kakum 06pazom HYKHO 0pOPMIISITH PEKBU3UT «AJpecaTy, €Clid JOKYMEHT aIpecyeTcs B ApY-
T'yI0 CTpany?

9. KakoBbI cocTaBHBIC YacTH peKBU3UTA «I pU] YyTBEpKICHUS TOKYMEHTa»?

10. Kakumu criocobamu MOXKET 0POpMIISTHCA PEKBU3UT «Pe3omronusi»?

11. Kakue cyniecTByr0T 0COOEHHOCTH O(OPMIICHHUS PEKBU3HUTA «3aroJ0BOK K TEKCTY JIOKYMEHTa)
B 3aBUCHMOCTH OT BHJIa JOKyMeHTa?

12. B xakux ciydasx TeKCT O(UIHATBHOTO JOKYMEHTa MOXKHO O(OPMIISITh TOJILKO Ha PYCCKOM
sI3bIKE?

13. Korga oTMETKY 0 HATMYUH MPUITIOKEHHS] MOKHO OOPMIIATH MO KpaTko dopme?

14. Kak odopmisiercss pekBu3uT «lloamnucey, €ciiu TOKyMEHT TMOAMUCHIBACTCS PYKOBOAUTEIISIMHU
JBYX Opranu3zanui’?

15. Kakumu crnoco6aMu MOKET OCYIIIECTBIIATHCS BHEITHEE COTIaCOBaHUE U KaK 3TO 0pOopMIIseT-
cs?

16. I'te mpocTaBiisieTcst Ha IOKYMEHTEe PeKBHU3UT «I pud coriiacoBaHUs JOKyMEHTa»?

17. Kakue Buapl eyaret ynotpeosirores npu opopmiiennn OPJl u kak mpaBUIbHO JOHKHA OBITH
MpOCTaBJICHA NeYaTh?

18. I'me mpocTaBnsieTcss OTMETKA O 3aBEPEHUU KOMUU U KaK oHa odopmitsiercs?

19 SBnsiercs i pekBU3UT «OTMETKA 00 UCTIONHUTENIEY» 00513aTeIBLHBIM U TJI€ OH MPOCTAaBISETCS?

20. Yto BXOIUT B cocTaB pekBu3nuTa «OTMETKa 00 MCMOTHEHUH TOKYMEHTA U HAIPaBIEHUH €T0 B
Neno»?

21. Ha kakux JOKyMEHTax MpOCTaBIIAETCS PEKBU3UT «OTMETKA O MOCTYIJIEHUH JOKYMEHTA B Op-
ranuzanuio»? Ha3oBuTe cOCTaBHBIE YaCTH 3TOTO PEKBU3HTA.

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



Tema 6 «CocraBienue u oopmiieHHe MHCEM»
IIpakmuueckoe 3ansamue

3aoanue 1.

Cocraspte nucbMo — npuriamenue Ne 544 or 10.07.20  no ci1. JaHHBIM:

HMHCTUTYT TOYHBIX TPUOOPOB MOCHIIAET MUChMO — npuriamenue gupexropy LIHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ NMpUIIali€HUEM [IOCETUTh MEKIYHAPOIHYIO CIIEHUAIN3UPOBAHHYIO BbICTAB-
Ky «OKOHOMHMSI MaTepUAIbHBIX M TOILIUBHO — SHEPreTUUYECKUX PECypCOB B CTPOUTEIHCTBE M MPOMBIII-
JICHHOCTH». BpIcTaBka coctoutcs B I. MOCKBa B MMaBUJIbOHE BBICTABOYHOTO LieHTpa Ha KpacHou [IpecHe
18 aBrycta 20 roma c¢ 9.00 mo 20.00. Anpec uHcTUTYTa TOYHBIX MpubopoB r. Mocksa yi. [lnexanosa
36, ten. 237-87-77. lupexrop unctutyra Tounsix nmpudopos C. K. Ceprees.

3aoanue 2.

CocrabTe rapantuiinoe nucbMo Ne 589 ot 23.09.20 1o ciieayronum JaHHbIM:

00O «Mur» rapantupyer AO «BocTopr» oTrpy3Ky akKyMYJISITOpHBIX Oatapeit Ha cymmy 324000
(Tpucta nBamuaTh detbipe Thicauu) pyobmneit 00 komeek B Te4eHHE 2-X HEAelb C MOMEHTA MOCTYIUICHUS
JICHEKHBIX CPEJICTB HA PACUCTHBIN CUET.

Anpec OOO «Mur» r. MockBa yn. Camosas 36, ten. 237-87-87. Jupektop OO0 «Mur» M.
K.Makcumos.

3aoanue 3.
Cocraspte nHpopmaronnoe nucbMo Ne 59 ot 12.09.20 1o ciaeayromum JaHHBIM:
MockoBckuil nonurpaguueckuii TEXHUKyM coob1aer nupektopy mkoiasl Ne 12 B.C. AHTOHOBOI
O TOM, YTO B HOBOM y4e€OHOM Io/ly TEXHUKYM OTKpPbIBA€T JBa HOBBIX (paKynbTeTa:
1. JlazepHble TEXHOJIOTHH B MONIUTPAPUU
2. Opunnueckwmii
[TpaBuiia npuema oOuMe 1715 BCEX.
Anpec MockoBckoro nojurpaduueckoro TexHukyma r. Mocksa yi. Mupa 86, ten. 337-87-87.
Hupekrop texuukyma M.C. Uruarsesa.

3aoanue 4 Cocmasvme u ogpopmume cayncednvle NUCbMA NO CAEOVIOWUM CUMY AYUSIM.

Curyanus 1.

JlemapraMeHT NOIJEPKKH M PA3BUTHS Majoro MPEAIpPUHUMATENBCTBA MUCHBMOM 3a IOANHMCHIO
3aM. IupekTopa nenapramenta CBepukoBa A.B. yBemoMusi pykoBOACTBO jaeTckoro cana Ne 1586 o towm,
YTO B CBSI3U C Pa3BUTHEM MpPEANPUHUMATENIbCTBA 3JJaHHUE JIETCKOrO Cajla JOJHKHO OBITh MepenaHo JUls
TEXHUYECKUX HYXJ JernapTaMeHTa.

Hcnonnurenem BacunpeBoil o nopydeHuro nupekropa aerckoro caga Ne 1586 FOro-3ananHoro
OKpPY>KHOT'O yIIpaBJieHHsI 00pa3oBaHusi I. MOCKBBI, PacloyioKEHHOT0 Ha npocrekre Mu4ypuHCKOM, 10M
22 1. MOCKBBI, OBUIO COCTABIEHO MHUCHMO, a/IpECOBAaHHOE OT/AENY nmuceM Mapuu MOCKBBI 1O ajapecy: T.
Mocksa, yi. TBepckas, 13, B koTopom aupektop aerckoro caga Ne 1586 O.A. AGpamoBa mpocuiia pas3o-
OpaTbcs B JAHHOM BOIIPOCE, MOTHUBHUPYS TEM, YTO B HA3BAaHHOM paiiOHE JIETCKUX CaJ0B OCTAIOCh MaJO U
HE BCE €T MOTYT MOCenaTh JeTCKUE JIOMIKOIbHbIE yupexaeHus. [IuceMo ObIJI0O OTBETOM Ha MOJTy4YeH-
HBII JIOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

[Ipencenarens npasienus akimoHepHoro komMmepdeckoro 6anka « TOPTTIPEJIBAHK» (mp. Bep-
Hazackoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. lllymoB obOparuncs k ['eHepais-
Homy nupektopy HITO «Ac6ect» JI.M. BonbiHIIeBY ¢ MpOCK00i pacCMOTPETH BOMIPOC O MPEAOCTABICHUN
B ;uutenbhyto apenny AKb « TOPI'TIPEJIBAHK» paGouunx momanaeit — 180 kB. M MoJ pa3MelIeHue oT-
neneHus 6aHka.
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[Tucemo ObT0 cocTaBieHo ucnonauteneMm A.M. [loanecHoil Ha JOMKHOCTHOM ONaHKe mpeacena-
TeJs IpaBJIeHUs1 OaHKa U MOAMKCaHO 24 MapTa TEKYIIEro roja.

Curyanus 3.

Ucnonnutenem M. O. IlonsikoBoii no nopyueHuto HayajibHUKa otaesna Mapkerunra [TAO «Topr-
notpedcoro3» (r. Mocksa, JlecHas ynu., n.18, 117123, Ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa ObUIO COCTaBJICHO MUCHMO B ajI-
pec OO0 «/lenoy», TexHuueckoMy nupekTopy A.M. MsrkoBy 00 OTIpaBKe JOKYMEHTAIIUU CIICIYIOIIETO
conepkanusi: «Hampasisiem HeoOxomuMbie BaMm JOKYMEHTBI, cojepiKaiiue WH(OPMAIUI0 O [EeHE KOM-
IJIEKTa HAYYHO-TEXHUYECKOW [TOKyMEHTallud Ha XOJOAuiIbHOE oOopynoBanue. [Ipeanaraem BbIciaTh
TEXHUYECKYIO JIOKYMCHTAIMIO Ha 3apyOeKHBIC aHAIOTU XOJIOAWILHOTO oOopymoBanus. [Ipu nmpuHsATHH
MOJIOKUTEIBHOTO PEIIeHHUs O 3aKylKe 000pyA0BaHus ITpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE MTUCHMO
pykoBogutento otaena cobita HaymoBy C.IL». JlaHHBIM MHCHBMOM COMPOBOXKIANACH crienu(uKanms Ha
28 1. B 1 3K3.

Curyanus 4.

MOoCKOBCKUI paJuOTEXHUUECKUN KOJUIE)K UMeHHU akagemuka A. A. PacruietmHa MunucrepcTa
obpazoBanus PO (Mocksa, yn. b. [lekadbpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pazocnan
nH(GOPMALMOHHBIE THChMA AUPEKTOPaM IIKOJI TOpojJa ¢ COOOIMIeHHEM 00 OTKPHITUM B HOBOM Y4e€OHOM
roay AByX (hakynbTeTOB: COBpEeMEHHbIE HH(OPMAIIMOHHBIE TEXHOJOTHH U Iopuandeckuil. B muceme co-
00IIaIOCh TaKXe O TOM, YTO MpaBHjIa MpPUEMa Ha yKa3aHHbIE (PaKynbpTeTsl oomue. [Tncemo G110 cocTas-
neHo ucnonnutenemM CrenanoBoi u noanucaHo gupexkropom JI.b. MapteiHiokoM 15 mapra TekyIero ro-
aa.

Curyaunus 5.

[TAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO OBLIO B COOTBET-
ctreBun ¢ n. 6 gmoroopa ot 10.07.2015 Ne 12/25 «O mocraBke npoaykmum» moctaBute AO
«CAHJIEPEJIJIA» (MockBa, Kpacnoropckas yiu., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue Mecsla KOXaHyl0 QypHUTYPY
Ha obmmyro cymmy 150 000 py6neit. daktuuecku ke GypHUTYpHI OblIO cjaHo Ha cymmy 120 000 pyOreit
Y HeJoTIoCTaByIeHO npoaykiuuu Ha cymmy 30 000 py6uteit. CornacHo 1.8 10roBOpa 3a HEJOTIOCTABKY MPO-
AYKUMHU JTOJDKHA OBITh yIJIaue€Ha HEycToWKa B pa3mepe 5%, 4TO OT CyMMbI HEJONOCTAaBKHU COCTaBHIIO
1500 pyOmnei.

Hupextop AO «CAHZEPEJIJIA» B.JI. ®enoposa obpatuinack k aupexropy OOO «llepBas Pab-
pukay» O.J]. CokonoBy ¢ mpochOO MEPEUNCINTh Ha UX PaCUETHBIN cueT yka3zaHHyto cymmy (1500 py0.).
B nporuBnom ciiyyae AO «CAHZIEPEJIJIA» OyzeT BbIHYXJIeHO 0OpaTuThesl B Tocapoutpax. ITucsmo o
HEJIOTIOCTAaBKe MPOIYKIIMU ObLI0 cocTaBieHo ucnoguuteneM P.T. KOnunoit u noanucano ®exoposoit 12
aBrycTa TeKyILIero roja.

Curyanus 6.

Hupextop AO «AHTypuym» (Mocksa, LlBetnoit OymeBap, a. 3, 105123, ten./pakc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «['YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHoB obpatuics k [ mTaBHOMY penakTo-
py xypHana «Jleno» B.W. IloneBomy ¢ nmpock0oii pazMecTuTh pekyiamy npoaykiuuu AO «AHTypuym» B
ouepeHOM HoMepe kypHaia. O0beM peKsIaMHOT0 MaTepuaiia — 2 mosockl. Ormiata myOauKamuy rapan-
TupoBasack. [IucbMo 0 pazMerieHun pekiamsl ObUTI0 cocTaBieHo ucnoiaureneM JIL.U. ITucapesoit, moa-
nucaHo qupektopoM A.P. CMUPHOBBIM U I1aBHBIM OyxrantepoMm B.A. AHTOHOBOIA.

Curyanus 7.

[TyGauaHbIM akimoHepHBIM 001IecTBOM «Bocxomy» (109176, Mocksa, yi. [Tonesas, 1.14, oh.324)
6bU1 oopMmiieH 3aka3 Ne 7 Ha MOCTaBKY MPOJIYKIIMU B COOTBETCTBUHU C 3aKJIIOYEHHBIM JIOTOBOPOM O T1O-
craBkax oT 13.06.2013 Ne 12 u nanpasinen B aapec ITAO «/Iuamant» (114000, Mocksa, yi. [IpocropHas,
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a. 25, od.14, Temn. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Opnaxo I[TAO «/lnamanT» He cMOrJIO B yKa3aHHBIN cpok (28.07.2014) ucno-
HUTH 3aKa3 M3-3a 0OJIE3HH BEAYIIETO COTPYAHUKA OTIeNa OoCTaBkU U I'eHepanbHbil nupekTop ero I.JI.
MypowmiieB HampaBuil HHGopMalonHoe nmucbMo B ajapec [TAO «Bocxon» o nmepeHoce CpoKOB UCHOIHE-
Husg 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takxke orMmetus 4to [IAO «/luamant» cormiacHo
B T€YCHHE 5 THEH BBHIILIATUTh HEYCTOWKY B COOTBETCTBHH C 11.4.2 3aKIIOUYEHHOTO JOrOBOpPa O MOCTABKaX.
[Tucemo Ob110 coctaineno ucnonuurenaeM A.JI. CMEUPHOBOI U OANKCH 3aBEpEHa MeYaThi0 OPraHU3aLnH.

Curyanus 8.

00O «JIura» (Mocksa, 123465, yn. Mapocetika, 1.15, ten. 384-05-90, dakc: 384-05-90) 3aruta-
HUPOBAJIO TPOBeACHUE Bcepoccuiickoit poxkaecTBeHCKON spMapku 00yBu ¢ 10 HOsiOps mo 31 nmexaOps
tekymiero roga. Onnako B cBsi3u ¢ TeM, uto OOO «Jlura» He pacnonaraio JOCTaTOYHBIMU IUIOUIAASIMU
1Tl IPOBEICHUS sipMapku, McromHuTenbHbIN nupektop obmectBa A.A. KodyeTkoB BeIHYKIEH Ol 00pa-
tuThes K Jupektopy Bceepoccuiickoro BeictaBounoro nentpa T.K. TypoBy ¢ mpock6oii 0 mpemocTasie-
HuM o6uiecTBy B apeHay 300-400 KB. M BBICTABOYHOH IIOMIAIM M TApAHTHEH OILIATHI.

Jumepamypa: [1]; [3]

Tema 7 «IIpaBuja opopmjieHUs] OCHOBHBIX BHI0B OPraHU3aLMOHHO-PACIIOPAINTENbHBIX
AOKYMEHTOB)
Jlexyust

OpraHuzalvoHHbIE JOKYMEHTHI, IOHATHE, OCHOBHBIE CTPYKTYPHbIE 3JIEMEHTHI U IpaBuia opopm-
JIEHUs PEKBU3UTOB PacrnopsauTenbHble TOKYMEHTHI: MOHATHE, CYIIHOCTh, (PYHKLIMOHAIbHAs HalpaBJICH-
HocTh. [Ipukassl mo nmuuHOMy coctaBy. OQOpMIICHHE M COCTAaBICHHE PACTIOPSIIUTEIBHBIX JTOKYMEHTOB.
BelInucku U3 OpraHu3anioOHHBIX U PACIIOPAAUTENBHBIX JOKYMEHTOB.

OcHogénbie nonwsmus memvl: IPUKa3, YCTaB, PACIOPSIKEHUE, IIOCTAHOBIICHUE, YKa3aHHE, MOJIOXKE-
HUE, UHCTPYKIUS, PEIICHHE.

Bonpocul ons camokonmponsi:
1. Kakue BUIbI OpraHu3alliOHHO-PACTIOPSIUTETBHBIX TOKYMEHTOB OTHOCSITCS K PACHIOPSAUTENb-
HBIM?
. [loueMy pacnopsiIuTeNbHbIE TOKYMEHTBI OTHOCATCS K MTPABOBBIM aKTaM?
. Korna pacriopsiniurenbHble JOKYMEHTBI BCTYIAIOT B CHITY?
. Kak paznuyarotcs mo cdepe aeiicTBUs pacoOpsSAUTENbHbIE JOKYMEHTHI?
. Uro sIBIIsSIETCS OCHOBAHUEM JIJTSI U3JIAaHUS PACTIOPSTUTEIIEHOTO JIOKYMEHTA?
. Kak ctpoutcs TekcT pacnopsinTeabHOro JOKyMeHTa?
. Kak oopmitseTcss oTMeTka 0 HaTMIUH TPHIIOKEHUS B PACIIOPSTUTEIIBHOM JIOKYMEHTE?
. Kakue opransl npuHUMarOT MOCTaHOBIEHUE?
. UTo 03HaUaeT JjaTa B pacopsIUTeIbHOM JIOKYMEHTE, IPOCTABIISIEMast B 3ar0OJIOBOYHOM YacTH

O 01O L B~ Wi

Onmanka?

10. B xakoii ¢popMe U3Jat0TCS COBMECTHBIE PacOPSAUTENbHbIE JOKYMEHTHI?

11. Kakue ObIBaIOT BU/IbI TPUKA30B?

12. Yem oTimuaercs oopMIICHHE MPUKA3a M0 JIMTYHOMY COCTaBY?

13. KTo nMeeT npaBo NognUCH Ha IpUKa3ax?

14. Kakoil peKBU3UT UMEETCS TOJIBKO HA JBYX BHJIAX PACHIOPSAIUTEIBHBIX JOKYMEHTOB - YKa3aHU-
X ¥ paCIOPSIKEHUSIX ?

15. ITo kakuM BOIpocaM M3JAIOTCS PaCHOPsHKEHUE U YKa3aHHUe?

Jumepamypa: [1]; [2]; [3]; []
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Tema 8 «O¢popMiIeHHe OPraHU3AMOHHO-PACTIOPSAANTEIBLHON JOKYMEHTAILIHI)
IIpaxmuueckoe 3anamue

3aoanue 1

Odopmurts 3asBieHHE Kaccupa 3aBojia «CBeT» ¢ MPoch00oil MPeoCTaBUTh YICHUYECKUHN OTITYCK C
06.03.20 1o 18.03.20  nmpoaomKUTENBHOCTHIO 13 KaneHaapHbIX JHEH HA OCHOBAHHMM CHPABKU — BBI3O-
Ba Ne 5655 01 01.03.20 . ®.MN.0O. xaccupa UBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopMuth mprKa3 Mo JUYHOMY COCTaBY Ha OCHOBE JIaHHBIX 3agaHus No 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npeaocTaBiIeHHH YYEHUYECKOTO OTIyCcKay kaccupy 3aBoaa M.I1.
NBanoHoi ¢ 06.03.20 mo 18.03.20  mpoaoiKUTENbHOCTBIO 13 KajneHAapHBIX JHEH HAa OCHOBAaHUU
cipaBku-BbI30Ba Ne 5655 o1 01.03.20  u 3asBnenus kaccupa M.I1. iBaHOBHOM.

[IpocTaBuTh BU3Y corjacoBaHWs HadaibHUKa oTnaena kaapoB O.A. CepreeBoii M OTMETKY 00
O3HAaKOMJICHHH C ITpUKa30M [BaHOBOA.

3aoanue 3

OdopmuTh ITpUKa3 10 OCHOBHOW J€STEIbHOCTH.

B cootBerctBum ¢ Pacniopsbxernem Munuctpa ot 04.03.20  Ne 115 «O06 ycuieHun npoTHBOIIO-
KapHOU 0€30MaCHOCTH M YCHJIEHUH OXPaHbl B EPUOA MPa3JHUYHBIX JTHEH» cocTaBUTh npukas Ne 245 ot
06.03.20  m3manHBI nupekTopoM HaydHO-TpOM3BOACTBEHHOTO 00BeAnHEHHS «ATporpudop» r. Mock-
Bbl M./I. I'aIKUHBIM.

B pacnopsautenbHO yacTy BbIACTUTD 4 MyHKTA!

1. O6 opranuzanuu yOOpKH TePPUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUSL DJIEKTPOIIPOBOAKU

3. O mpenocraBieHUU B CeKpeTapuaT FeHepajlbHOTO JUPEKTOpa CIHCKa COTPYAHUKOB, MpeObIBa-
HUE KOTOPBIX HEOOXOANMO Ha TEPPUTOPHH OOBEINHEHHS B IPA3IHUYHBIC JTHU

4. KoHTpoJb 32 UCIIOJTHEHHEM BO3JIaraeTcsl Ha TJ1aBHOTroO MHkeHepa oobeaunenus [1.P. XKapoga.

Kaxxaplit myHKT paccMoTpeTh 1o cxeme «Komy?», «UTo HykHO caenats?», «/1o kakoro cpoka?».

Hanpuwmep, k 1.1 3aBeayromemy ckinagom O.H. Hukutuny opraHuzoBats yOOpKY TEPPUTOPUHU JIO
07.03.20__.

[TpocTaBUTh BU3Y INTaBHOT'O MH)KEHEPa

[ToctaButh oTMeETKY 00 UcnionauTene. Mcnomaurenem sisnsiercss ComosneBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacniopskerre Ne 137 ot 10.03.20  ryaBHOro MHXkeHepa MOCKOBCKOT'O CTaHKOCTPO-
utensHOTO 3aBoaa «Texmamy J[.M. Connnesa «O BHenpenuu ctangapta OPJ] CTII 02-601» na ocHoBe
MPEUI0KEHHBIX 00pa310B B IPUJIOKEHUH 5 U 6.

B pacnopsautensHoOM yacT ykaszarh 4 myHKTA:

1. O Bueapenuu crangapra OPJ] CTII 02-601 Bo Bcex cimyxk06ax, Ha y4acTKax U B CTPYKTYPHBIX
noapasnenenusx 3agona ¢ 01.04.20 .

2. O6 opranmzauuu 3aHsatuil nmo u3ydenuto CTII 02-601 co cmeunmanuctamMu M HHKEHEPHO-
TEXHOJIOTUYECKHUM IepcoHajoM (¢ ykazaHnueMm «Komy» u ¢ Kakoro ymcrna)

3. O6 opranmzanuu THpakupoBaHus OmaHkoB OPJl, TUMOBBIX TEKCTOB M YHU(UIIUPOBAHHBIX
dbopwm (¢ yrkazanuem «Komy?»)

4. KoHTpOJIb 32 UCIIOJIHEHHEM PAaCHOPSKEHUS BO3JIOKHUTh Ha 3aMECTUTEINS IUPEKTOPA MO OOIIUM
Borpocam M.K. buposa.

ITpocraButh Bu3y ropuckoncynsta I1.K. JIynoBa

[TocTaBuTh O0T™METKYy 00 mcnonHutene. Mcnomaurenem spisiercst XKypasnesa 1.B. tenedon 308-
34-16
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3aoanue 5. Cocmasbme u oghopmume npomokonvl U aKxmol, HeoOXo00UMble 8 CLeOYIOWUX YAPAG-
JIEHYeCKUX CUMYAYUSIX.

Curyanus 1.

Hupekmus OO0 «Actpes» (Caukt-IlerepOypr) 12.08.20 1. mpoBeno cBoe oueperHOe 3aceia-
Hue, Ha kotopoM npucyTtcTBoBainu Boctpskos C.T., Ctynues I1./1., Jlebenes .M., Aatonos I1.JI., Hlen-
tynoBa B.I'., Tumodeer A.A., Crynosa M.U.

Ha 3acenanum oOcy»kaanoch ABa Bompoca: 0 xonae pexiamHon kammanuu B 111 kBaprane 20 1. u
0 [IEpEX0/i€ HAa HOBYIO CUCTEMY BBIIIAThI IPEMHUAIIBHBIX.

[To mepBoMy BompoCy ciymiaiu cOOOIIeHHe HadalbHUKa oTnena peknambl BoctpsikoBa C.T.,
TEKCT COOOIICHHsI KOTOpOro ObLT mepenan cekperapro 3acenanus H.J[. bemosoii. [Toaromy ke Bompocy
BBICTYNWI (PMHAHCOBBIN AupekTop TumodeeB A.A., KOTOPbII 0100pHIT YBEIHUEHUE PACXO/I0B HA HAPYXK-
Hyto pekiamy B LIl kBaprane 20 r. Ha 5%.

[To BTOpOMY Boripocy caenan coodmenue CtynoB M.. u TekcT cooOIieHus Takxke nepeaal cex-
perapro. Ilo nanHomy »xe Bompocy BelcTynwin AHTOHOB II.JI., HauanbHUK oTaena kaapos, U Jlebenes
.M., nupektop no nponaxam. [lepBslii 0100prI HOBYIO CHCTEMY BBIILIATHl IPEMUATBHBIX U PEKOMEH-
JI0BaJI TTOATOTOBUTE HE0OXoquMbIe ToKyMeHTHI K 01.09.20  r.  Bropoii npemioxum 1opadoTaTh HOBYIO
CUCTEMY BBIILJIATHl MPEMUANBHBIX U PEKOMEHI0BA MIPOBECTU TOJIOCOBAHKE IO JAHHOMY BOMPOCY Ha 00-
1IeM cOOpaHUM TPYIOBOrO KOJUIEKTHBA.

B urtore 3aceganusi ObUIH IPUHATHI ciienyromue pemenus: 1. Onodputs paboTy OTAeNa peKIaMbl
B Il kBaprane 20 1. 2. [IpoBecTn ob1iee coOpaHue TPYIOBOTO KOJUICKTHUBA IO BOIIPOCY O MIEPEX0/Ie Ha
HOBYIO CHCTEMY BBITUIAaThl MpeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY COOpaHus Oblia
Ha3HauyeHa 3aB. kanueisipueit lllentynosa B.T'.

Cobpanue Ben npeacenarens O.A. PymsHies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBera AUPEKTOPOB, HA KOTOPOM
npucyrctBoBanu cieayromue wieHsl Cosera: [lonos W.II., MBanos U.M., Cunopos C.C., YcruHoBa
V.V., ®enopo ©.®D. B cBsi3u ¢ HamuuueM KBOpyMa 3acefiaHue ObUIO MMPU3HAHO NMpaBoMOYHBIM. Ha 3ace-
JlaHW€ BBIHOCWJICS BOIIPOC 00 OMpeAeeHUN PhIHOYHONW CTOMMOCTH pa3MeIlaeMbIX OOIECTBOM JIOTIOIHHU-
TenpHbIX akuui. [lo nanHOMy Bompocy 3acinymanu @egopoBa @.D., KOTOPBIM NPEITIOKHUIT ONPENEITUTh
PBIHOYHYIO CTOMMOCTh pa3MeIIaeMbIX OOIIECTBOM aKIMi MyTeM 3aKpbITOM MOANUCKU AOHNOTHUTEIbHBIX
akuuii B pazmepe 10 000 (mecsitu Thicsd) pyO. 3a akiuio. 3aceJaHue MOCTAHOBWIIO YTBEPIUTH MPEIJIO-
xeHue @enoposa @.D., Tak KaK IpU roJI0COBaHUM «3A» ObUIO OTAAHO MATH T'OJIOCOB, IPOT0JIOCOBABIINX
«ITPOTUB» u «BO3JEPXABIINXCA» ne 6buto. Pemenue mpuHITO €IUHOTIIACHO. 3acedaHUe Bell
npeacenarens IL.H. ITporokon noarorosien cekperapem M.I1. IletpoBbim.

Curyanus 3.

Corpynnuku Oyxrantepun I[TAO «KBaHT» mpoBenu 3acefaHue MO BOMNPOCY COKPAIICHUS CPOKa
COCTaBJIEHHs TOZI0BOro oTyeTa 3a 20 T., Ha KOTOPOM HPUCYTCTBOBajiO 6 uenoBek. C cOOOLUIEHUEM BBI-
crynuia Oyxrainrep CypkoBa A.M., koTopasi oTMeTHIa, YTO PaOOTHUKHU TPYIIbI y4eTa UMEIOT BCE BO3-
MO>KHOCTH JJIs1 3HAUUTEIBbHOTO COKPALIEHHsI CPOKA COCTaBJIEHMSI TOJOBOIO OTYETA, U YTO IOJOBOW OTYET
3220 1. MOXET OBITh IPEJICTABJICH IPYNION yueTa Ha 3 JIHS paHbllle YCTAHOBIEHHOTO CPOKa.

B o6cyxaennn nannoro Bonpoca Beictynuin E.H. Kporos, rnaBueiii 6yxranrep, u I'.A. [llyOuHa,
Oyxranrep. KpoToB cooOmIiI 0 TOM, 4T0 UM pa3pad0TaH HOBBIN rpaduk pabOT MO COCTABICHHUIO T'OI0BO-
ro OT4eTa, MPHU YCIOBUHU BBINOJHEHHS, KOTOPOTO BCEMH PaOOTHUKAMHU TPYMIbI ydera, roJ0BOM OTueT
MOKHO COCTaBUTh M c/aTh Ha 4 JHS paHblle ycTaHoBieHHoro cpoka. I.A. lllybuna ormeruna, 4yTo J0-
CpPOYHOE MPEACTAaBJIEHNE To0Boro oruera 3a 20 TI. sBJISETCS MOYETHOM M OTBETCTBEHHOW 3aj1adel pa-
OOTHUKOB OyXTaJTepuH, U YTO KOJJIEKTUB OyXTaJITepuu MOKET COCTaBUTh FOJIOBOM OTYET paHbIlIEe CPOKaA,
€cii Bce paOOTHUKHU OYIIyT BBIINOJIHATH YIUIOTHEHHBIN Tpaguk paboThl.

B utore 3acemanus ObIIO PEIICHO MPEACTABUTH TOI0BOM OTYeT 3a 20 T. Ha YeThIpe AHS paHbIIe
YCTaHOBJIEHHOTO cpoka, T.€. 00.00.20  r. m mpoBecTH aHaJIU3 rOJJOBOTO OTYETA C LIEJBIO BBISBICHUS pe-
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3epBOB, HEOOXOAMMBIX ISl YCIICIIHOTO BBIMOJNHEHMs TuiaHa 3a 20 1. 3acenaHue Bena Mpejacenareib
K.M. JleBamogBa, npoTokoiaupoBai cekperapb 1M.B. XomMskos.

3aoanue 6. Cocmasvme u opopmume axmel.

Curyanus 4.

Komuccus nop npeacenarenbCTBOM HadaJlbHUKA TEXHUUYECKOW rpynnsl A.A. BosoBoro u 4ieHoB
komuccuu bopucosa M.IO., HauaibHUKa aIMUHUCTPATUBHO-X03HCTBEHHOTO otaena, CmupHosa JLIL.,
oyxranrtepa, 1 PomanoBoit 1.K., opuc-menemkepa, AO «JIeoHTHs» HA OCHOBAaHWUHU JOKJIQJTHOW 3aIMMCKU
opuc-menemxepa U.K. Pomanosoii 11.07.20  r. mpoBena NpoBepKy TEXHUYECKOTO OCHAIICHHS MIPUEM-
HOM TeHEepaJbHOTO JUPEKTOpa U MpU3HAJla HETOJHBIMU IS SKCIUIyaTallud KOMHPOBAIBHBIN armapar
Xerox 345(1 mrr.), mpexaep (uaB. HOMEp 367, 1 mT.), hakc 47823 (1 mrt.). [Ipu3HaHHAS] HEIPUTOTHOMN AJISI
SKCIUTyaTally TeXHUKa Oblja rnepefana Ha ckiaj npeanpustus. [lo ycraHoBiaeHHOMY (pakTy KOMHUCCHUS
COCTaBWJIA aKT NpHema-mnepenadyud oprreXHukd B 3 3k3. (1-1 3Kk3. — HAYabHUKY aJIMHUHUCTPATUBHO-
X035HUCTBEHHOTO OTJeNIa, 2-1 - TJIaBHOMY Oyxranrepy, 3-i - B 1eno 23-02), KOTopblii ObUT YTBEPXKACH T'e-
HepabHbIM upekTopoM [I.U. CtenaHoBbIM.

Curyanus 5.

Komuccus, cozgannas Ha ocHoBaHMM npukasa gupekropa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O CcOBEpIICHCTBOBAHNUHU JOKYMEHTAIIMOHHOTO obecnieueHus nestensHoctd AO «MencepBuc» B co-
craBe: npeaceaarens 3yauHou O./]., 3aB. kanuenspuei, uwieHoB komuccuu Tokapesa H.JI., 3aB. nmpous-
BOJCTBEHHBIM oTzenoM, [1aBnoBoit B.E., 3am. ti1. Oyxranrepa, Anekcanaposa A.B., MeHemkepa mo Ka-
pam, MBanoBoii 3.I1., cekpeTapsa-pedepenTta KaHIEIIPUH, B IPUCYTCTBUU CEKpeTaps OT/esia MapKeTUHTa
C.C. PoguonoBoit 12.10.20  r. mpoBena mpoBEpKYy COCTOSIHUSA paOOThI C JOKYMEHTAMH B OT/EJIE MapKe-
TUHTa. B pesynbrare mpoBeeHHON MPOBEPKU OBLIO YCTAHOBJIEHO, YTO B OTAENIe HECBOEBPEMEHHO (op-
MUPYIOTCA B JieJla UCTIOJHEHHbBIE JTOKYMEHTHI, 3aT0JIOBKH JIEJ 3a4acTyl0 HE COOTBETCTBYIOT 3arojIOBKaM,
MPeAYCMOTPEHHBIM HOMEHKJIATYpO# J1€, OTCYTCTBYIOT JiBa Jiena ¢ nepenuckoit 3a 20 r., He MpoBeJeHa
npenapxuBHas o0OpaOoTka JOKyMeHTOB 20  T., MojAjeXalux JUINTEIbHOMY XpaHeHuto. Takum obpazom,
KOMMCCHS TPUIIIA K BBIBOJY, YTO B BEJICHUH JEJIONPOU3BOJCTBA B OTJEJIE MAPKETHUHIA UMEIOTCS CYIIe-
CTBEHHBIE HEJIOCTAaTKH, CBUETEIHCTBYIONINE O HAPYIICHUH JIEUCTBYIOINX HOPMATHUBHBIX TOKYMEHTOB B
o0acTu opraHU3aluu JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasieHus. [1o ycTaHOBIEHHBIM (akTaM ObLT
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTAMH B OT/eJIe MapKeTHHTa B 4 sk3eMruisapax (1-if — 3am. au-
pEKTOpa Mo aIMUHUCTPATUBHO-XO3SHCTBEHHBIM BOIIPOCaM, 2-i — 3aB. OTAENIOM MapKeTHHra, 3-1 — mpen-
cenarento komuccuu, 4-it — B geno 01-09. AT BCTynui B CUIy ¢ MOMEHTa YTBEPXKJIEHUSI JTUPEKTOPOM
MpEeANPUSITHSL.

Curyanus 6.

17 sHBaps TEKyILlEero rojia B agpec 3aBoJia M0 PEMOHTY YacOB U IOBEJIIMPHBIX M3JENIUNA MpUObLIA
MOCBIJIKA C 3aBOJIAa-TIOCTABIIUKA, MPU BCKPBITHM KOTOPOW OBLIO OOHApY>KEHO OTCYTCTBHE JIBEHAALIATH
KOPITYCOB I 4acoB MapKku «MOodHMSY, YUCIUBIINXCS 10 HakinagHo Ne 18 ot 24 okTsa0ps npeapiayIe-
ro rozaa. Jlyist moaATBEpkKIEHUS JaHHOTO (paKTa Ha OCHOBaHMH IpHKa3a aupekropa 3aBoaa Ne 12 ot 18 sH-
Bapsl TEKYILIEro roja Oblaa co3/1aHa KOMUCCHS MOJ] MPEACEAATENbCTBOM HavyalbHUKA OT/JENIa CHAOKEeHUs
Kapnenko E.II. u uneHoB komuccun nnxenepa IlaBnosa A.P. u 3aB. ckiagom Ne 1 Kynpsmosa P.B. Ko-
MuUccuell Obul cocTaBiieH akT 21 SHBapsl TEKYIIEro rojaa, B KOTOPOM COJAEPKaJICs BBIBOJ O TOM, YTO 3a-
BOJ-IIOCTABILMK JOJDKEH MTOCTABUTh HEAOCTAIOLIEE KOJIMYECTBO KOPIYCOB K YacaM. AKT BCTYNUJI B J€H-
CTBUE C MOMEHTa yTBEpKIeHUs (22 ssHBaps T. I.) AupekTopoM 3aBoAa b.M1. PomaHoBbIM.

Curyanus 7.

MHBeHTapu3allMOHHAs KOMHCCHUS, CO3/IlaHHAas Ha OCHOBAHMU MpHKa3a TUpeKTopa MOCKOBCKOTO
3aBOJIa IO PEMOHTY YacOB M I0BENUPHBIX m3aenuii Ne 24 ot 15 deBpasnst Tekymero roaa, B COCTaBe mpej-
cenatenss OctpoBckoro D.A. (3aM. TIaBHOro Oyxranrepa 3aBoja) U wieHoB komuccuu I[lerposoit O.H.
(Oyxranrepa), HockoBoii H.W. (cT. skOHOMMCTa MIaHOBOIO OT/Eja) MPOU3BENa PEBU3HIO KAacChl 3aBOJIA
1o COCTOsSIHUIO Ha 16 ¢eBpans Tekymiero rojna. PeBusus mpoBoamiIack B MPUCYTCTBUM Kaccupa 3aBoja
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Kapramosa H.W. B pe3ynbraTe npoBeAeHHOM PEeBU3HH OBUIO YCTAHOBIIEHO, YTO OCTATOK HAJTMYHBIX JICHET
B kKacce coctanisieT 1030 py6nei 00 xom., ocTaTok neHer mo kaccoBoit kaure — 1030 py6. 00 kom. Jpy-
I'HX LEHHOCTEH B Kacce 3aBojia HE OOHAPY)KEHO, YTO COOTBETCTBYET AAHHBIM ydera. Kommccusi Takxe
YCTAHOBMJIA, YTO HOPSII0K BEJECHUS KACCOBOM KHUTU U XpaHEHUs JEHEr COOTBETCTBYeT TpeboBaHusaM Ilo-
JIO’)KEHUSI O BEJICHUU KAacCOBBIX OIEpallil roCylapCTBEHHBIMHU, KOONEPAaTUBHBIMU U OOILECTBEHHBIMU
IPEANPUATHAME, YIPEKACHUAMH U OPraHU3alMsIMHU. AKT BCTYIHWJI B IEHCTBHE C MOMEHTA YTBEPKICHHUS
JUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccuss B cocraBe mpezcenarens, HadyalbHUKA OTHeNa CHAOKEHHS W UWICHOB KOMHCCHU:
HayaJlbHUKA OTJENa KYJIbTYpHO-OBITOBBIX M XO3SHCTBEHHBIX YUYPEXKICHUH, 3aBEIYIOLIETO CKIAIOM,
Ha3Ha4YeHHas MPHKa30M rexepaibHoro aupextopa [TAO «Crpena», nmpoBena paboTy MO yCTaHOBICHHIO
HEMPUTOAHOCTHU K JalibHEHUIIEeMy UCIOIb30BaHUIO uMylecTBa. Komuccus paboTana B MpUCYTCTBUU KJla-
JOBIIMKA U MHCIIEKTOpa (PUHOT/IENIA U YCTAHOBHJIA, YTO MMYIIECTBO COTJIACHO MPHJIAraeMoMy K akTy Iie-
PEUHIO TOJUICKHUT CHHCAHUIO 32 HENPHUTOJHOCTHIO K HalbHEWIEMY HCIIOJIB30BAaHUIO. AKT CIHMCAHHS
UMYILECTBa OBLI COCTaBJIeH ¢ 2 9K3. (OTHeNy cHaOKeHHsI, OyXrantepun), IOANUCaH KOMUCCUI U yTBEp-
KJIEH TeHEePAIbHBIM JHUPEKTOPOM.

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

Tema 9 «IIpaBuia opopmiieHHsi OCHOBHBIX BH/I0OB CIIPABOYHO-MH(OPMAIMOHHBIX TOKYMEH-
TOB»
Jlexyust

NudopmanmonHo-cripaBoyHbie 1 HHGHOPMAIIMOHHO-aHATUTHYECKUE TOKYMEHTHI, ITOHSATHE, OCHOB-
HbIE CTPYKTYPHBIE DJIEMEHTHI U MpaBuia odopmieHUs: pekBU3UTOB. OdopmiieHHEe U COCTaBJICHHE CIpa-
BOYHO-MH(POPMAITMOHHBIX JOKYMEHTOB. J[e7T0BbIe 1 KOMMEPUYECKHE IMUChMa: KiTacCu(UKAIHs, CTPYKTYpa,
CTaHIapTHBIE (Ppa3bl M BBIPAKEHUS; MpaBuia U (HOPMBI KOMMEPUYECKOW MEPENHuCKH ¢ 3apyOeKHBIMU
MapTHEPAMH; KOPPECIOHICHIIUS, CBSI3aHHAsA C MPOBEACHUEM NEPUOAMYECKUX MEPONPHUATHM, U Ipoyas
KOPPECMOH/ICHITUS OpraHu3aIus paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMH KOH(PHUICHIINATbHBIE CBEICHHUS.
PazaoBumHOCTH ITHCEM.

OcHosHble nouamus memvl: CIy)KeOHOE MIUCHMO, TeJlerpaMma, TeJaedoHorpaMMa, TPOTOKOJ; JA0-
KJIaJHasl 3aMHICKa; CIy:KeOHas 3aMucKa, 00bsCHUTENbHAS 3alliCKa, CIIPABKa; 3asBlICHUE, IePEUeHb, CIH-
COK, HOMEHKJIaTypa Jell, IPeI0KEeHHE, jkano0a; CBOJIKa, 3aKII0UEHNE, OT3hIB.

Bonpocw ona camoxonmpons:

. Kakue 10KyMeHTBI OTHOCATCS K TPYIIE CIPaBOYHO-MH(POPMAITMOHHBIX?

. Ha xakux 6mankax oopmisitoTcs cripaBoYHO-UH(OPMALIMOHHBIE JOKYMEHTHI?
. Kak cTpourcs cTpykTypa TekcTa ciry>keOHOro nucbma?

. KaxoBbl mpaBuiia opopmiieHus TesnerpaMmMpl?

. B uem ocobeHHOCTH OopMIiIeHUs TeaePOoHOrpaMMbl?

. Kakue ObIBaroT BHIBI TPOTOKOJIOB M Y€M OHH OTIUYAIOTCS APYT OT Apyra?

. Kak opopmisiercs BBogHast 4acTh npoTokosa?

. CKOJIBKO 3K3EMILISIPOB aKTa COCTABISETCS U CKOJIBKO MOIUCHIBAETCS?

. Kak opopminsieTcs BHeIIHAS AOKIaHas 3anMucKa’?

10. B yeM 0co0eHHOCTH OOpPMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceiBaet 3asiBieHue?

12. KakoBbI cTaHAapTHBIE TpaBUiIa OPOPMIICHUS 3aKITI0UEeHUS?

13. Yem pernaMeHTHPYETCSI COCTABJIEHNE TaKUX TOKYMEHTOB, KaK II€pEUEHb, CIIMCOK, HOMEHKJIa-

O 00 1N DN K~ W~

Typa?
14. Imeet nu cBoAka yHUDUIIUPOBAHHYIO (hopMy?
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15. Kakue Bupl CipaBOYHO-MH(POPMALTMOHHBIX TOKYMEHTOB O(hOpMIISIFOTCS HA OJaHKe KOHKPET-
HOT'0 BUJa JTOKYMEHTOB?

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

Tema 10 «CocraByienue u opopmiieHHe HHPOPMALTMOHHO-CIIPABOYHOM JOKYMEHTAIIUN
Ilpaxmuueckoe 3ansamue

3aoanue 1

CocraButs akT peBusuu kaccol npeanpusatusg TOO "Cnoaprak" Ne 15 ot 14.03.20 . OcHoBaHuEM
aBigercs npukas aupekropa Ne 165 or 13.03.20 .

B cocraB koMuccuu, npoBosIIel peBU3HIO, BXOJAT:

[Ipeacenarens - 3am. qupexropa C.H. Koznos

Unensl komuccun: 1. I'n. 6yxranrep H.M. Porosa

2. Cr. oyxranrep 3.A. OpioBa
3. byxrantep O.U. YuaeBa

[IpucyrcrBoBanu: 3aMm. 1. Oyxrantepa I.H. Kopones

kaccup B.1. MakcumoBa
PeBusus Obuta mpoBemena B mepuoa ¢ 14.03.20  mo 16.03.20

B pe3ynbraTte npoBeeHHON peBU3UH YCTAHOBIICHO:

1. OcTaTtok HalNMUYHBIX J€HEr B Kacce no coctossHuio Ha 14.03.20  coriacHO KacCOBOM KHUTH U
JAHHBIM OyXraJITepCcKoro yuera goipkeH coctaisats 5000 pyo.

2. DaKTUYECKHI OCTaTOK HAIMYHBIX JIeHer B kKacce cocraBisier 4800 py6. Hemocraua nener B
kacce - 200 py0.

3. Henoctaua HanMuHBIX JIEHET B Kacce oOpa3oBaiach 1o BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X 3k3eMIuisapax: 1-i 7k3. - B gemno Ne 05-11

2-11 9K3. -AUPEKTOPY MPEATIPHUITUS

3-1 9K3. - T71. OyXranrepy

B npunoxenun oobpscHuTeNnbHAS 3anucka kaccupa B.M. Makcumosoit Ha 1 1. B 1 9k3.

OdopmMHTh PEeKBU3UT "OTMETKA O HAIIPAaBJICHUU JOKYMEHTA B JeJ10"

Ucnonaurens B.A. Anykun nara 25.03.20 .

3aoanue 2.

CocTaBUTh O0BSCHUTENBHYIO 3alMCKy Ha UMS JIeKaHa QaKyJpTeTa 0 IPUYMHE OMO03/1aHus Ha 1-10

napy 17.03.20 . B TekcTe yka3aTb NIPpUYHUHY ONO3AAHMS.
3aoanue 3.

CocraButh noknanHyro 3anucky or 18.03.20 . HanmcaHHyr0 HadaiabHUKOM ympasieHus B.O.
WnbunbiM, agpecoBanHyto ['enepanbHomy nupektopy ITAO «IlepeBosku» T.I1. [lanununy o mnepeBoje
HAa JIOJKHOCTb.

IIpn4unHOM, NOCIYKMBLIEH COCTABJICHUIO JIOKJIAJHOM SBJISIETCS PEOPTaHHU3aLUs CTPYKTYphI
VYrpaBneHus U yKpyIHEHUE OT/ENOB B pe3ybTaTe 4ero MpOMCXOUT NepepacnpeaencHie GyHKIUi co-
TPYJIHUKOB.

Havanpnuk ynpasnenus Mneun npocut nepesectu crapiero skonomucra C.T. Hukonaesa us ot-
JieNia aBTOMOOMJIBHBIX TEPEBO30K B TAMOXKEHHbBIE OTIEN C MOCIEAYIOIIMM BHECEHHUEM H3MEHEHUH B
LITaTHOE pacIUCaHME.

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

Tema 11 «Opranusanus 10KyMeHT0000pOTA HA NPEANPUATHIX»
Jlexyust

Opranuzanus 10KyMeHTo000poTa Ha npeanpusaTiuu. TpeboBaHUs K OpraHu3aluu JTOKyMEHT0000-
pora. Ciy)x6a JOKYMEHTallMOHHOTo obecriedueHus. I[lpuem moctymaroommx JOKYMEHTOB, OpraHM3alus
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JIOCTaBKM JOKYMEHTOB. Peructpanus nokymeHnToB. Opranuzanus pacCMOTpeHUs: 10KyMeHTOB. Cucrema-
TU3alMs JOKYMEHTOB, HOMEHKJIATypa A uX GopMUpoBaHus U XpaHeHHs. KOHTpoIIb UCTIONHEHUS T0KY-
MEHTOB. [IoAroTOBKa TOKYMEHTOB K apXUBHOMY XPAHEHHUIO.

OcHosHble noHaAMUsL membl. KOPPECTIOHICHIIHS, TIOTOKH TOKYMEHTOB, IPUHIIUIIBI TOKyMEHTO000-
poTa, oreparpamma, perucTparus, xypHall.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cnyx0s1 IOY Bbl 3HaeTe?

2. Yrto Takoe JOKYMEHTOOOOPOT U KaK OCYIIECTBISAETCS OJCUYeT 00beMa T0KyMeHToo0opoTa?

3. Kakue moToku JOKYMEHTOB IIPUHATO Pa3inyarh B COCTaBe JOKYMEHTO000poTa?

4. Ha3oBuUTE OCHOBHBIE ATalbl JOKYMEHTOOOOPOTA.

5. Ha3oBuTE OCHOBHBIC IPUHIIUIIBI OPraHU3ANU JOKYMEHTO000POTA.

6. Kakue Buibl pabOT BBIMOTHSIOTCS U KaKUE CPEACTBA OPTTEXHUKH MPUMEHSIOTCS TpU 00paboTke
MOCTYIAIOMIEH KOPPECTIOHACHIINHN?

7. Kakue onepanuu oCcyIecTBISIOTCS MPH MPEABAPUTEIHLHOM PaCCMOTPEHUH IOKYMEHTOB?

9. Kyna nepenatorcs oOpallieHus rpax/iaH ocie UX pacCMOTPEHUsI PYKOBOACTBOM OpraHu3auu?

10. YUto Takoe perucrpaiius 10KyMEHTOB U KaKOBa €€ OCHOBHAs 117

11. Kakue JOKyMEHTBI HE TTO/JIekKAT pEerucTparun’?

12. Kakue hopMbl peructpaiiy 10KyMEHTOB CYIIECTBYIOT?

13. Yem xapakTepusyeTcsi CMEIlIaHHask CUCTEMa perucTpauun’?

15. Kak hopmupyercss perucTpalliOHHbIH HOMEP COBMECTHOTO TOKyMeHTa?

16. Kakue peKBU3UTHI BKIFOUEHBI B PErHCTPAMOHHBIE (POPMBI?

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

Tema 12 «OdopmiieHne JOKYMEHTOB 10 JTUYHOMY COCTABY»
Ilpaxmuueckoe 3ansamue

3adanue 1.
[ToaroToBETE pe3roMe IS 3aHATUS BAKAHTHOM JTOJHDKHOCTH MEHEKepa 10 MPOJIake TOBAPOB.

3aoanue 2.
CocraBbTe U 0pOpMHUTE TPYAOBOI TOTOBOP B CBSI3U C MOCTYIIEHHEM Ha pabOTy B KayecTBE KO-
HOMHUCTA, I0pUCTa (110 BEIOOPY).

3adanue 3.
3anoMHUTE IUYHYIO KapTOUKy paboTHHKA hopMbl T2.

3aoanue 4.
CocraBpTe mpuka3z 00 0cBOOOXIeHUH Bac OT paboTel B ¢pupme «llmanera» B CBA3U C Mepee3aoM
Ha HOBOE MECTO JKUTEIHCTBO.

3aoanue 5.

CocraBbTe NPUKa3bI:

a) o mpuemMe Ha padoty menemxkepom Jlapuny N.I1.;

0) 00 yBOJIbHEHUH MEPEBOIOM B IPYT'yIO OPraHU3ALIHUIO.

3aoanue 6.
CocTtaBbTe MpUKa3 0 TOOMPEHUN PAOOTHUKOB.
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3aoanue 7.
[ToaroroBsTe MprKa3 (pacopsHKEHUE) O MPEKPAEHUN ISUCTBHS TPYIOBOTO JTOTOBOpa (KOHTpaK-
Ta) ¢ paOOTHUKOM.

3adanue §.
CocraBbTe 1 0)opMHUTE TPaPUK OTITYCKOB PAOOTHUKOB OpraHU3aIUH.

3aoanue 9.
3aBenuTe JIMYHOE JEJI0 pa0OTHUKA OpraHU3aIUH.

3aoanue 10.
3anosHUTh MaTPUIy YHKIMKA C TIOMOIIBIO YCIOBHBIX 0003HAYCHHH, M pa3padoTaTh MOJIOKEHUE

00 otaene (KampoBas ciryx0a, ciry>x06a MapkeTHHra, ()MHAHCOBasI CIIyk0a)

Ne HaunmenoBanue ¢yHKIMiA HavanbHuk 3aM. Havab- I'naBHBII Benymmuii Crierpanuct
n/n oTzena HUKa OTJIeNa CHELUAJIACT CHEIUAIUCT

1. ITon6op u 0TOOP KaapoB

2. Pa3paboTka mpe/yioKeHui 0 mepe-

MCIICHHUHU HUJIN BBIJIBUXKCHUHU HA BbI-
MECCTOAIMEC JOJKHOCTH

3. AHanu3 TeKy4ecTu KaJpoB U pa3pa-
60TKa Mep

4, AHanu3 KaJgpoBOTo cOCTaBa U MoJI-
TOTOBKA OTYETOB

5. Benenune kapoBoro yuera

6. OdopmireHre KaIpOBBIX JOKYMCH-
TOB

7. Pabora mo aganrary BHOBb PHHS-
TBIX paOOTHUKOB

8. Opraamzanys 00y9IeHUS U ITOBBIIIE-
HUS KBATU(UKAINHA PAOOTHHKOB

9. Pabora ¢ KagpoBBIM pe3epBOM

10. | OpranHu3aius OLEHOYHBIX MPOIEAYP
(arrecranum, KBamH(pUKAITMOHHBIX
JK3aMEHOB, KOHKYPCOB)

YciaoBHBIE 0003HAYCHHSA:

P — npunumaer pemenus (yTBepKIaaeT, MOMUCHIBAET JOKYMEHTHI)

Y — y4dactByeT B 0OCY>K/IEHUH U BBHITIOJIHEHUH TEUCTBUI

K — koHTpon#pyeT BhIMOTHEHHE PAOOTHI

C — cornacoBbIBaeT JOKYMEHTHI UM OTJENIbHBIE BOIIPOCHI 10 JAHHON (PYHKIIHH

O — oTBeyaer 3a BbINIOIHEHUE (PYHKIIHH, OPTaHU3YET €€ BHIIOJIHEHNE

IT — pa3pabatbiBaeT NpeI0KEeHHsI, TOTOBUT HHPOPMAIIHUIO 1711 BBIMOIHEHUS (DYHKIIUU
N — ucnonHseT OCHOBHBIC BUJIBI pa0OT

[TonoxeHue o CTPYKTYPHOM Mo/ipa3iefieHuH (OTAeNe, yIpaBlIeHHH, AerapTaMeHTe, ciayxoe U T.11.)
BKJIIOYAET CIEAYIOLIUE dJIEMEHTBHI:

— o01ue noyioykeHus (HauMEHOBAHUE, LIEJH U 33/1a41 JeSITeIbHOCTH, MECTO B OPTaHU3allMOHHOM CTPYK-
Type, CTPYKTYypa MoJpa3AeiaeHus], JOJKHOCTb PYKOBOAUTENSI CTPYKTYPHOI'O MOIpa3 iesieHus );

— OCHOBHBI€ HarnpaBieHus U (GOPMBI JeSITEIbHOCTH CTPYKTYPHOTO MO/Ipa3AeIeHHUs;

— KPYT BOIIPOCOB IO B3aMMOJIEHCTBHIO CO CTPYKTYPHBIMH MOAPA3/IeICHUIMU (HAUMEHOBAHUS CTPYKTYp-
HBIX 10/Ipa3ieieHnuit, OpMbI B3aUMOIECHCTBHS);

— MOJTHOMOYHSI U OTBETCTBEHHOCT;

— TMOKa3aTeNIN OLIEHKH JEATEIBHOCTH.

19




3aoanue 11.

Coznaiite HTHPOPMAIIMOHHO-TEXHOJOTHYECKYIO KapTy JBHKEHUS MPHUKA30B MO JIUYHOMY COCTaBY
MpEANPUSITHSL.

Jlumepamypa: [1]; [3]

Tema 13 «AHAIU3 COCTOSTHHE TOKYMEHT0000POTA HA MPeINPUATHH
Jlexyust

D¢ deKkTUBHOE yNpaBJICHUE, PAIlMOHATbHAS OpraHU3alKs W ONTHUMH3AIUsS JOKYMEHTOIIOTOKOB
NpEaIpHUATHS.

MeTOI[BI aHaJin3a I[OKYMCHTOO60pOTaZ CCKTOPHBIC auarpaMMbl, CXEMbl JOKYMCHTAIIlMOHHBIX I10-
TOKOB, JIOKyMEHT0000pOoTa, rpadKu BXOASIIECH U UCXOAAIIEH KOPPECTIOHICHIINU | Jp.), a TAK)KE METO-
1Bl TTojIcYeTa ero oobeMa (M3ydeHHe JOKYMEHTOB, HEITOCPEACTBEHHOE Ha0moaeHue, hoTorpadus, pado-
4ero JHs, ONPOC, aHKETUPOBAHHUE).

Hcnionb3oBanue MapHaIpyTHO-TCXHOJIOT'HMYCCKUX KapT. Fpa(bnqecxaﬂ METOHOJIOTHUA CTPYKTYPHOI'O
ananm3a SADT (SADT —Structured Analysis and Design Technique). Ananu3 qOKyMEHTOOOOpOTa IO-
Cp€aACTBOM aHaIU3a OpFaHHSaHHOHHOﬁ CTOPOHBI YIIPABJICHUA U U3YUCHUSA KAYCCTBCHHOI'O COCTaBa NOKY-
MCHTOIIOTOKOB.

OcHosHble nousmusi membl. JOKYMCHTOIIOTOK, MAapUIPYTHO-TCXHOJOTHMYCCKUC KapThbl, OIICpa-
rpaMmmMma, rpaQ)quCKHe MCTOAbI aHaJIM3a, 3TAllbl aHaJIM3a I[OKYMGHTOO60p0Ta.

Bonpocwi ona camoxonmpons:

1. Kakue TuIibl NOTOKOB JOKYMEHTOB BBIJIEIISIFOT?

2. ]It KakuX 1eneil mpoBoIsT aHalIu3 T0KyMeHToo0opoTa?

3. HazoBuTe 1 packpoiTe OCHOBHBIE ATAITbl aHAJIN3a JOKYMEHT0000poTa?

4. Ha3zoBHTE OCHOBHbBIE METO/IbI aHATIM3a IOKyMEHTO000poTa?

5. Ilepeuncnnte OCHOBHBIE AJIEMEHTHI MapPIIPYTHO-TEXHOJIOTUYECKON KapThl?
6. Packpoiite CymHoOCTb CTpyKTYpHOTo aHanu3za SADT?

7. Ha30BUTE OCHOBHBIE KaY€CTBEHHBIE XapaKTEPUCTHKHU JIOKyMEHTA?

Jluteparypa: [1]; [3]

Tema 14 ®opmupoBaHue 6a3 JAHHBIX M AHAJM3 I0KYMEHT0000pOTA
HpaKmuHQCKOB 3aHAmue

Bonpocwi k cemunapy:

1. OcHOBHBIE KpUTEPHUH KJIacCU(DUKAIIMH TOKYMEHTOB.

2. Ilpu3Haku kjaaccu(uKauy yrnpaBieH4ecKoi HHpopMarum.

3. IIporpammHoOe obecrieueHus npu GOpMUPOBAHUU 0a3bl JaHHBIX.

4. Cepa nmpumeHeHMst 6a3 TaHHBIX B YIIPaBIEHUYECKOH IEATETbHOCTH.

5. ®opmupoBaHre HHPOPMAITMOHHOTO 00ECTICUCHUS YIaCTHUKOB OPTaHU3aI[MOHHBIX TIPOEKTOB.

IIpakmuueckoe 3a0anue

3amanue 1.
[IpoBeanTe aHaNN3 TOKYMEHTOB 10 KAYECTBEHHBIM XapaKTEPUCTHKAM.

3aganue 2.
[TocTpotite rpaduku TMHAMUKHN JOKYMEHTOMOTOKOB TIPEATIPHUSTHS.
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3amaunue 3.
Cosnarite HHPOPMAIMOHHYO 0a3y JaHHBIX MIPH pealU3alMKi OPTraHU3aIMOHHOTO TIPOCKTA.

Jumepamypa: [1]; [3]
5 Y4yeOHO-MeTOoAMUYECKOE OOecTIeYeHHe 1JIs1 CAMOCTOSITeIbHOI PadoThl 00yYAKOIIHXCS

B menom BHeayauTOpHasi CaMOCTOSTENIbHAST padoTa CTYACHTa MPH M3YYCHHUU Kypca BKIIOYACT B
ceOs cienyromye BUIbI padoT:

- npopaboTKa (M3y4eHHE) MaTepUaIOB JICKITU;

- YTEHUE U TPOPA0OTKA PEKOMEHIOBAHHOW OCHOBHOMW U JIOTIOJIHUTEIILHON JINTEPATYPHI;

- MOJIrOTOBKA K MPAKTHYECKUM (CEMHHAPCKUM) 3aHATHSM;

- MIOUCK U 1popaboTKa MaTepuasioB 3 HTepHET-pecypcoB, MEPUOANICCKON ITeYaTH;

- BBINOJIHEHHUE JIOMAIITHUX 33JJaHuid B (POpME TBOPUYECCKHX 3a/IaHUi, KeWC-CTaIH, JOKIIA/I0B,;

- MOJIrOTOBKA MIPE3CHTAIMN ISl HIUTFOCTPALIUH JIOKJIAJIOB;

- BBITIOJTHCHUE KOHTPOJIBHON pa0OThI, €CIIM MPEyCMOTPEeHA yYEOHBIM IUIAHOM JIUCIIMILIN-
HBI;

- MOJIrOTOBKA K TEKYIIEMY M MTOTOBOMY (IIPOMEXKYTOYHAsI aTTECTAIMsI) KOHTPOJO 3HAHUM
10 TUCIMIUIMHE (3a4eT).

OcHoOBHasl J0JS CaMOCTOSTEIBHONW pabOThI CTYACHTOB MPUXOIUTCS Ha MPOPAOOTKY PEKOMEHI0-
BaHHOW JIUTEPATYPHI C IS0 OCBOCHUS TEOPETUIECKOTO Kypca, MOATOTOBKY K MPAKTUYECKUM (CeMUHAp-
CKHM) 3aHSITHSIM, TEMATHKa KOTOPBIX MOJHOCTHIO OXBATHIBACT CojepkaHue Kypca. CaMocTosITeIbHas pa-
00Ta 1Mo MOJArOTOBKE K CEMUHAPCKUM 3aHSATHUSM TPEAINOJIaraeT yMeHUue paboTaTh ¢ MepBUYHON HH(POpMa-
IUeH.

6 ®oHI OLIEHOYHBIX CPEICTB /ISl MPOBeIeHUS] MPOMEKYTOYHOH ATTECTAIIMH 00Y4AIOIIHXCS

MO AUCHMIIHHE
6.1. Cmpyxkmypa ¢honoa oyenounvix cpeocme

@DOHJI OIICHOYHBIX CPEJCTB I MPOBEACHUS MPOMEKYTOYHON aTTeCTallMi 00yJyarouuxcs 1Mo Juc-
UIUIMHE «/lenonpon3BoACTBO» NpEACTaBICH B NMPHIOKEHUH K pabodell mporpaMme TUCHMILUIMHBI U
BKJIIOYAET B ceOsl:

- nepevyeHb KOMIETEHIIMHA C yKa3aHUEM 3TarnoB UX (OPMUPOBAHMS B MPOIECCE OCBOCHUS
00pa3oBaTeNbHON IPOTPAMMBI;

- OomnMcaHue mokas3aTejiel U KPHUTCPUCB OUCHHUBAHUA KOMHGTGHHI/II\/'I Ha pa3JINMYHBIX 3Talax Mux
(dhopMupoBaHMs, ONIMCAHUE IITKAJT OI[CHUBAHUS,

- TUIIOBbIE KOHTPOJIbHBIC 3a/laHUsl MM MaTepualibl, HEOOXOIUMBIE NJIsl OLEHKH 3HaHU,
YMEHUI, HaBBIKOB U (WJIM) OIBITA JESITEIbHOCTH, XapaKTEPU3YIOIUX 3Tanbl (JOPMUPOBAHUS KOMIIETEH-
1

- METOAMYECKHE MaTepHalibl, ONpEeIoNIie MpOoleIypbl OLEHUBAaHUS 3HAHUM, yMEHUH,
HABbIKOB U (MJIM) OMbITA JIEATEIbHOCTH, XapaKTEPU3YIOIINX ATarbl GOPMUPOBAHUS KOMIIETEHIIUH.

6.2. Bonpocbwl 011 npoeedeHus NPOMEIHCYMOUHOU ammecmayuu no oucyuniute (Ouggpepen-
YUPOBAHHBLIL 3auem)

1. JlaiiTe moHATHE AENONPON3BOACTBA. Ha30BUTE €ro 1eiu u 3a/1aum.
CymiHOCTh IOKYMEHTUPOBAHUS. Y HU(DUKAIUS TOKYyMEHTOB.

3. Buubl 10KyMEHTOB, BKIIOYaEMbIX B CHCTEMY OPTaHU3allMOHHO-PACTIOPSAUTEILHON JOKYMEH-
TaIlNH.

4. 3akoHOJATENhHBIE AKTHl WU HOPMATHMBHBIC JTOKYMEHTHI, PETJIAMEHTHUPYIOIIUE NeATEeIbHOCTh
CITy>KOBbI TOKYMEHTAIIMOHHOTO 00€CTIeYeHHs! YIIPABICHUS.

5. TloHaTHe OPUANYECKON CHUITBI JOKYMEHTA.
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6. CoctaB 00s3aTeIbHBIX PEKBH3UTOB OPraHU3aAMOHHO-PACTIOPSIUTEIHHOTO JOKYMEHTA.

7. CoBpemeHHBIC TPEOOBaHUS K OJaHKaM JOKYMEHTOB M O(DOPMIICHUIO IOKYMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K W3TOTOBIICHHUIO, YUETYy, MCIOJIB30BAHUIO M XPAaHEHHIO OJAHKOB C
Bocrpou3BenenuemM ['ocynapctBeHHoro repoa PO.

9. Oco0eHHOCTH PETUCTPALIUU BXOSIINX, HCXOISAIINX U BHYTPECHHUX JOKYMEHTOB.

10. Drambl JBMKEHUE TOKYMEHTOB B OpraHH3aIlHH.

11. TlpuzHakam KaaccuPUKAIUU TOKYMEHTOB OPTaHU3AIUH B JIETIE.

12. Ilenu HOMEHKJIATypa Jie]l OpraHU3aIlny.

13. TIpuka3 - moHATHE, COCTAB PEKBU3UTOB, (popMyIsip-oOpasen. Beimucka u3 npukasa.

14. NHCTpYyKIUSA - TOHATUE, PEKBU3HUTHI, (HOPMYJIsIp-00pas3elr.

15. TlonosxeHue - MOHATHE, COCTAB PEKBU3UTOB, (hOPMYJIISIp-00pasetl.

16. PacriopsixeHue - MOHATHE, PEKBU3UTHI, GOPMYIISIp-0Opasell.

17. YxazaHue - MOHSATHE, COCTaB PEKBU3UTOB, (hopmyIsip-oOpaserl.

18. aiiTe oOm1yro XapaKTepUCTUKY Y Ka3aHHUS.

19. TlocraHoBIIEHUE - IOHSATHE, PEKBU3UTHI, POPMYIISP-00pasell.

20. IIpaBuna oopmMiIeHHS MPOTOKOJIA.

21. YcraB - oHSITHE, PEKBU3UTHI, (hopMyIsip-oOpaserl.

22. TexHonorUs Nepeiay JOKYMEHTOB B apXUB.

23. IlpaBuiia UCTIOIB30BaHUS IOKYMEHTOB BEJIOMCTBEHHOTO apXHUBa.

24. OxapakTepu3yiTe JOKYMEHTHI 10 TUYHOMY COCTaBY.

25. TlpaBuia ohopMIIeHHUS TOKYMEHTOB IIPH IIpUEMe Ha paboTy.

26. Kakue TOKyMeHTbI OPMHUPYIOT JIUYHOE AETIO.

27. IIpenMeT 1 00BEKT KOHTPOJIS UCIIOTHEHUS IOKYMEHTa. MeTOAbl KOHTPOJIST UCTIOTHCHHUS MTPHU-
HSATBIX JOKYMEHTOB.

28. MeTrouKa ¥ TeXHUKA PEIAKTHPOBAHUS CITYyKEOHOTO JJOKYMEHTA.

7 PexomeHayeMasi JiuTepaTrypa

1.1 Ocnoenas numepamypa
1. Comnory6 O.I1. Jlenonpou3BOACTBO: COCTaBlIEHHE, pEJIaKTHPOBaHUE M 00pabOTKa JIOKY-
MEHTOB: y4e0. mocodue. — 6-e u3a. crep. — M.: Omera-JI, 2011. 207 c. 6 7k3.

1.2 /lononnumenvnas numepamypa
2. I'OCT P 7.0.97-2016. Haumonansusiii crangapt Poccuiickoit @enepanuu. Crucrema craH-
JapToB 10 WH(popManuy, OMOINOTEUHOMY U U3JaTeNbCcKOMy Aeny. OpraHu3almoHHO-pacopsiuTeabHAas
nokymeHTtanus. TpeboBanus k opopmiieHuto 10okyMmeHToB" (yTB. [Ipnkazom Poccrannapra ot 08.12.2016
Ne 2004-cT)

3. Henomnpoussoactso: yueonuk/ E.H. bacosckas, T.A. brikoBa, JI.M. Bsnosa. - 2-e u3n.,
crep.-M. :Akagemus, 2003 .-176 c. 10 sk3.

4, Hunenko C.A. lenoBsie 6ymaru u ocodenHoctu nenoBoro obmenus/C.A. lunenko, JI.B.
Hunenxko. - M.: MapT, 2005.-128 ¢. 33 k3.

5. Kupcanosa M.B. CoBpeMeHHOE IeI0MpOnu3BOICTBO: yued. mocodue. - 4-¢ u3gd. - M.: UH-
dpa-M, 2004. — 312 c. 3 k3.

6. Mutpodanos C. B. JlenonpounsBoactBo B rocTuHulle : yueobnoe nocodue / C. B. Murpo-
¢danoB. — Cankr-IlerepOypr : UD0 CII6YTYuD, 2013. — 113 c. — ISBN 978-5-94047-524-8. —
Texcr : AJIeKTpOHHBIN /  JlaHb : 3JIEKTPOHHO-OUOINOTEeYHAS CHUCTEMA. — URL:

https://e.lanbook.com/book/64066 (nata obpamenus: 14.07.2021). — Pexxum noctyma: st aBTOpH3.
I0JIb30BaTENEN.
7. Pymemanna JILA. JlokyMeHTalIMOHHOE OOECIIeUCHHE YIpaBICHUS: y4eOHHK. - 8-¢ W31,
crep.-M.: Akanemus, 2010.-224 c. 5 5k3.
1.3 Memoouueckue ykazanus
lynuxos A.O. [enonpousBoactBo. [Iporpamma Kypca U METOAMYECKUE YKa3aHUS K U3YUCHHIO

22



muctumiuHel. — [lerponaBnosck-Kamuarckuii: Kamuatl TY, 2019. — 27 c.
8 Ilepeuenn pecypcoB HH(POPMAIIHOHHO-TEJIEKOMMYHUKANMOHHOI ceTH « MHTEepHET»
1. Jlenonpec Pexxum mocryma: http://www.delo-press.ru/

2. JlenompousBojactBo Pexxum mocryma: http://www.top-personal.ru/officeworks.html
3. Kanpogoe nenonpoussoactso Pexxum nocryna: http://www.hr-portal.ru/.

4. DnextpoHHO-OMONMKMoTeuHass cuctema <«JIAHb»: [DOnektpoHnslii pecypc]. - Pexum
noctyna: http://e.lanbook.com/

5. DnektpoHHOo-OMOMMoTeyHass cucrema «lOpaitty: [DnexkTpoHHBIM pecypc]. - Pexum
nocryna: https://urait.ru

6.

9 MeToauyeckue yKazaHus sl 00yYAKOUIHXCSI TI0 OCBOEHHIO JUCIIHIJIMHBI

MeTonuka TpenojaBaHus JTaHHOW JUCIUIUIMHBI IPEANojaraeT 4YTEHUE JICKIUW, IPOBEICHHE
MPAKTUYECKUX (CEMMHAPCKUX) 3aHSATUN, TPYNIIOBBIX M WHIAMBUIYAIBHBIX KOHCYJIbTAIMU MO OTIACIHHBIM
(Hauboinee CIOXKHBIM) crenudpuueckuM npodiaemMaM IucHUIUIHHBL [IpenycMoTpeHa camocTosiTeNnbHAS
paboTa CTY/ICHTOB, a TAK)Ke IPOXOKACHUE aTTECTAIIMOHHBIX HCITBITAHUIA TPOMEKYTOUYHOM aTTECTAIIH.

Jlekyuu TOCBAIIAIOTCS PACCMOTPEHUI0 HanOojee BAXKHBIX KOHLENTYaJbHBIX BOMPOCOB:
OCHOBHBIM TOHSATHSAM; TEXHOJOTHSIM CO3JAaHUS W JBUXKEHUS JOKYMEHTOB, IIPUMEHSEMBIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPHUATUIX PBHIOOXO3IHUCTBEHHOTO KOMIUIEKCA, OIEHKE HX 3(PQPEeKTHBHOM
peasmzanum; OOCYXJICHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType €Iie HE yCTOsUIach JHOO
SBIIETCS MMPOTUBOPEUNBON. B Xxoze neknuii oOydaromumcs ciaeayeT MOATrOTOBUTh KOHCIEKTHI JICKIUil:
KpaTKO, CXEMAaTHYHO, MOCIIEA0BATEIHHO (PUKCHPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOJBI, ()OPMYITUPOBKH,
000011IeHHS; TTOMEYaTh BaXKHBIC MBICIIH, BBIJCIATh KIFOUYEBBIC CIIOBA, TEPMHUHBI, IIPOBEPATh TCPMHHBI,
MOHATUSA C TIOMOINBIO SHIMKIONEINN, CIIOBapeil, CIPaBOYHMKOB C BBHIMUCHIBAHUEM TOJKOBAHUM B
TeTpajb; 0003HAYUTH BOMPOCHI, TEPMHUHBI, MaTe€pHall, KOTOPHIA BBI3BIBAET TPYAHOCTHU, TMOMETUTH U
MONBITATHCSI HAUTH OTBET B PEKOMEHyeMou JuTeparype. Eciu caMocTosITeNnbHO HE yaaeTcst pa3o0paThes
B MaTepuaie, HeoOX0AUMO CPOpMYyITUPOBATH BOMPOC M 33JaTh IMPENoJaBaTeNi0 Ha KOHCYJIbTAIMH, Ha
MPAKTUYECKOM 3aHSTHUH.

Llenvio nposedenus npakmuueckux 3aHAmull SBISETCS 3aKpeIUIeHHE 3HAHUI oOydaromuxcs,
MOJIYYEHHBIX MMU B XOJI€ W3Y4YEHUs IUCHUIUIMHBI Ha JICKIUAX U caMoCToATeNbHO. [IpakTuueckue
3aHATHUS TIPOBOAATCS B (hOpMe CEMHHApPOB; Ha HUX pa30MpaloTcs KOHKPETHBIE CUTYAIlMH U3 MPaKTUKU
3apyOeKHOTO M POCCHUUCKOTO YIPaBICHUS, MPOBOIAUTCS TECTUPOBAHUE, OOCYKIAIOTCS TOKJIAMIbI,
MPOBOAATCS Onpockl. Ha yd4eOHBIX 3aHATHIX CEMHUHAPCKOTO THUIA 00yYaroNIrecs BBITOIHIIOT MPOPaboTKy
paboueil mporpaMMebl, ynemsis 0co00€ BHUMAaHHME IIEJISIM W 3ajJadaM, CTPYKType H COJIEpPKaHHUIO
JTUCIUIUTMHBL, KOHCIIEKTUPOBAHNWE MCTOYHUKOB; pabOTy ¢ KOHCIIEKTOM JICKIIHi; MOJATOTOBKY OTBETOB K
KOHTPOJIBHBIM BOIIPOCAaM, MPOCMOTP PEKOMEHIYEMOU JIMTepaTyphl, paboTy ¢ TeKCTaMu OQHUIIHATBHBIX
MyOIUKaIui; peleHne NPakTHIeCKUX 3a/1aHui.

[Ipu n3ydeHNN TUCIUIUIMHBI UCTIOJIb3YIOTCSI MHTEPAKTUBHBIC METOIbI 00yUEHH S, TAKHE KaK:

1. JIekuus:

- npoOeMHast JIEKIHS, TIPEAnoaramiias u3JI0KEeHHe MaTepraia Yepe3 mpoOJIeMHOCTh BO-
MPOCOB, 3a7a4 WK cuTyanuid. [Ipu 3ToM mporiecc mo3HaHUs MTPOUCXOAUT B HAYYHOM IOUCKE, JUAIIOTE U
COTPYZHMYECTBE C MPENOAABATENIEM B IIPOLIECCE aHATU3a U CPABHEHUS TOUEK 3PEHHUS;

- JEKIHSA-BU3YAIN3alusl - Tojlada MaTrepuaga OCYIIECTBISIETCS CPEACTBAMH TEXHUYECKUX
CpencTB 00y4YeHHUsI C KPaTKUM KOMMEHTHPOBAHHUEM JACMOHCTPHUPYEMBIX BU3YAIbHBIX MaTEpHAIOB (TIpe-
3EHTAIIUM ).

2. Cemunap:

- TEMAaTUYECKUI CEMUHAP — 3TOT BUJI CEMUHAPA TOTOBUTCS M MPOBOJUTCS C LENbIO aKIEH-
TUPOBAHUS BHUMaHHS O0y4YaIOIMNUXCA HA KaKOW-TM0O0 aKTyaabHON TeMe WK Ha HanbOojee BaXKHBIX U CY-
IIECTBEHHBIX ee acrekTax. [lepen Hayanom cemMuHapa oO0yJaroIuMCs 1aeTCs 3a/laHnue — BBIACTUTH CYIIe-
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CTBEHHBIE CTOPOHBI TEMBI, MJIH e MPEnoJaBaTeslb MOXKET 3TO ClIeNaTh caM B TOM cllydae, Korja o0yda-
IOLIUECS 3aTPYAHAIOTCS MIPOCIEINUTh X CBS3b C MPAKTUKOW. TeMaTudyeckuil ceMuHap yriyousiser 3HaHUs
CTY/ICHTOB, OPUEHTUPYET UX HA aKTUBHBIA MOUCK MyTEH U COCOOOB peIIeHus 3aTparuBaeMon mpooiie-
MBI,

B nenom BHeayauTOpHas camocmosamenwvhas padoma oo0yyarowyuxca TPU U3YUYEHUU Kypca
BKJIIOYAET B ce0sl CleIyIoe BUIbI paboT:

— npopaboTka (M3y4eHHe) MaTeprasoB JICKIUH;

- YTeHHE U TPOpabOTKa peKOMEHA0BAHHON yueOHO-METOAMYECKOM INTEPaTyphI;

- MOUCK U MpopaboTka MaTepuanoB u3 MHTepHET-pecypcoB, NEPUOANYECKOI euaTH;

- BBIMOJIHEHHE JOMAIIHKX 3a/laHuil B (hopme Kelc-CTaiu, TeCTOB, TBOPUECKUX 3aJaHUi, 10-
KJIa70B, pedepaTos;

— [OJrOTOBKA IPE3EHTALUN I WUIOCTPALUU JIO0KJIAaJ0B U IIPEICTABICHUS PE3YJIbTAaTOB
aHaJIM3a KOHKPETHBIX CUTYallUN;

- KOHCIIEKTUPOBaHUE TIEPBOMCTOYHUKOB U YU€OHOM JTUTEPATypHI;

— MOJIMOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIO 3HAHUA.

OcHOBHas 707151 CAMOCTOSITENTEHONW paboThl 00YJAIONIMXCS TPUXOJUTCS HA MOATOTOBKY K IPAKTH-
YECKUM 3aHSATHSAM, TEeMaTHKa KOTOPBIX MOJHOCTHIO OXBaThIBA€T cojiep:kaHue Kypca. CaMocTosTeNbHAs
paboTa 1Mo MOAroTOBKE K MPAKTHYECKUM 3aHATHSM I10 JUCHUIUIMHE «J]e10nmpon3BOACTBOY NMperoIaraet
yMeHue paboTarh ¢ NEPBUYHON HHDOpPMAIIHEH.

10 KypcoBoii npoekT (padoTta)
BeimosnHeHne KypcoBoro nmpoekTa (paboThl) HE IPEIYCMOTPEHO YYCOHBIM ILIAHOM.

11 epeyenb HHGPOPMANMOHHBIX TEXHOJIOTHI, HCNOJIb3yeMbIX MPHU OCYLECTBIEHUH 00pa3o-
BaTeJbLHOr0 Mpolecca Mo JAUCUMIUIMHE, BKJIOYAs NepedyeHb MPOrPaMMHOI0 obdecrieyeHUusi U UH-
(opManMOHHO-CIPABOYHBIX CHCTEM

11.1 Hepeuenv ungopmayuonnvix mexnono2uil, UCNOIL3YEMbIX NPU OCYULECHIGIEHUU 00PA30-
eamenvHo20 npoyecca
JIEKTPOHHBIE 00Pa30BaTEIbHBIE PECYPCHI;

- UCIIOJIb30BAaHUE CIal-IIpe3CHTalUH,;

- MHTEPAKTHUBHOE OOILIeHHE C OOYy4aroIIMMHUCS U KOHCYJIbTHPOBAHHE MOCPEICTBOM 3JIEK-
TPOHHOM ITOYTBHI.

11.2 Ilepeuens npozpammnozo obecneueHus, UCHOIbIYEMO20 NPU OCYULECHBIEHUU 00pPA306aMETbHO20
npouyecca

[Ipu ocBOCHMM TUCITUTUIHMHBI UCTIONB3YETCS JTUIICH3NOHHOE MTPOTrpaMMHOE 0OecTieueHue:
[Taket P7 — oduc.
11.3 Ilepeuens ungopmayuonHo-cnpagoUHvIX CUCHEM

— cmpaBoyHO-TIpaBoBas cucrema ['apant http://www.garant.ru/online

12 MaTtepuajibHO-TEXHUYECKOE 0fecnedeHue JUCHUTLTUHBI

— JUTSL TIPOBENICHUSI 3aHSATUH JIEKIIMOHHOTO THUMA, MPAKTUYECKUX (CEeMUHAPCKUX) 3aHATHUH,
TPYNIOBBIX U UHIUBUIYaTbHBIX KOHCYIBTAINI, TEKYIIETO KOHTPOIIS M MPOMEKYTOUHOM aTrTecTanuu, Ne
7-419 ¢ koMITIIeKTOM ydeOHOM MeOen Ha 36 TOCca0IHBIX MECTa;

— JUTSL CAMOCTOSITENIbHOM paboThl oO0yJarommxcs - yuebnas ayautopus Ne 305, o6opynoBan-
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Has 5 paboYMMHU CTAHIUSAMU C JOCTYNOM K ceTH «/HTepHeT» W B DIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3alH, U KOMIUIEKTOM ydeOHOW mebenu Ha 29 TOCaTOYHBIX MECTa;
yaeOHas ayauropust Ne 517, obopynoBanHas 8 pabo4nMu CTaHIUSAMHU C JOCTYIOM K ceTH «MHTepHET» U
B AJICKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CpeAy OpraHU3aluu, 1 KOMIUIEKTOM yuyeOHOl Mebe-
JM Ha 12 mocago4yHbIX MeCTa;

- JI0CKa ayAUTOpHAs;

- npe3eHtau B Power Point mo Temam kypca «/lenonpou3BoacTsoy;

— MYJIbTHMEIMIHOE 000pyI0BaHKEe (HOYTOYK, IIPOCKTOP, TEICBU30P).
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