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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucunruiabel «OCHOBBI JICIONPOU3BOJCTBAY SBISETCS (DOPMUPOBAHHE y OO0YYArOIIUXCS
3HAHUN O JJOKYMEHTAI[MOHHOM 00€CNeUeHUN YIPaBIIEHUs, HOPMAaTUBHO-METOANYECKOM 0a3bl AeI0npous-
BOACTBaA, I[OKyM@HTOBCI[‘ICCKOfI TCPMHHOJIOTUHU, SA3BIKC cnynce6Hor0 JOKYMCHTA, TCXHOJIOTUAX paGOTBI C
JOKYMEHTaMHU, a TaK)Ke METOIUKOM X opopMIIeHUs, COCTaBICHUS, TPABKU U PEeAaKTUPOBAHUS.

OcHOBHBIE 33]1a4H Kypca:

- U3YYEHHE COACPKAHMSI HOPMATUBHBIX MPABOBBIX aKTOB M METOJUYECKHUX JIOKYMEHTOB, pe-
TNIaMCHTUPYIOIHX BOIPOCHI CO3AaHNUA NOKYMCHTOB U pa6OTBI C HUMH,

- u3ydeHue TpeOOBaHUS K  COCTaBICHUID U
pacnopsAUTEeIbHON JOKYMEHTAINH;

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

- U3YyYEHUE MPOLENyp OpraHu3allMu XpaHEHUs JOKYMEHTOB, BKJIIOYas UX HaJJICKallylo
MOATOTOBKY K Iepefjaue Ha apXHUBHOE XpaHEHUE B FOCYAApCTBEHHBINM WM BEOMCTBEHHBIN (110 MpUHA/I-
JICKHOCTH MPEANPUATHUS) APXUB.

oQOpMIICHHIO  OpraHU3alMOHHO-

2 TpeGoBaHus K pe3y/IbTaTaM OCBOEHUS M CHUTIINHBI

[Tpouecc n3ydeHust AUCUMILUIMHBI HAIIPABJICH Ha (JOPMUPOBAHUE CIIECTYIOLTIX KOMITCTCHITUIH

I1K-3 - CriocobHOCTh NPOBOIUTH NPUEM, YU€T, 00pabOTKY, PErMCTPALUI0 KOPPECIIOHICHIIMU U
COCTaBJISITh HOMEHKJIATYpy JEll.

[Tnanupyemslie pe3ysbTaTbl 00y4eHMs NMPU U3YYEHUM TUCLMILIMHBI, COOTHECEHHBIE C IUIaHUpYe-
MBIMH Pe3yJIbTaTaMU OCBOCHHS 00pa30BaTEIbHON IPOTPaMMBI, IPECTABICHBI B TAOIUIIE.

Tabmuna — [nanupyemsbie pe3yabTaThl O0YUYCHUS TPU U3YYCHHUH JUCIUIUIMHBI, COOTHECEHHBIC C
TUTAHUPYEMBIMU pe3yJIbTaTaMU OCBOCHHUS 00pa30BaTeNIbHON MPOTrpamMMbl

Kon [Inanupyemsle pe- Konx n HanmeHoBa- [Inanupyemslii pe3ynbrat Konx noxka-
KOMIIETEHIIUH | 3YyJIbTaThl OCBOCHUS HUE UHIUKATOPa o0yueHus 3arens
o0Opa3oBaTesIbHOI JOCTUKEHUS TIPO- 10 TUCLUIUINHE OCBOEHUS
IIPOrPaMMBI (beccuoHambHOU
KOMITIETEHINH
I1K-3 Cnocobnocts  mipo- | M/-1nks Brmageer nes- | 3gaTh:
BOTHUTH TIPUEM, ydér, | TPAIM3O0BAHHOM 1 cMe- | yoyvaryphpie gokymen- | 3(ITK-3)1
00paGoTKy,  peru- | Lo Qopamu Be- | | M0 CTaHIAPTU3ALUN B
JEHUST  JIeIOTIPON3BO/I-
CTpaLUIO KOPPC- | crga, cucremoii B3am- | OOTACTH JIEIONPOM3BOJCTBA,
COOHACHIUU H CO- | MOJIEHCTBUSI BHYTpHUBE- I[eP'ICTByIOHIHe Ha TCPpUTO-
CTaBJIATh HOMCHKJIA- | AOMCTBCHHOTO M MeX- | pyy  Poccuiickoit ®enepa-
Typy Jen. BEAOMCTBECHHOT'O DJJICK- LUK, 3(HK_3)2
TPOHHOI'O0  JOKYMCHTO-
0GopoTa — CHCTEMBI JIOKYMEHTAlIUH,
TpeGoBanms k cocrapiennio | 3(I1K-3)3
u Oo(OPMIICHHIO JOKYyMEH-
TOB, coBpeMenHble crocobnl | 3(ITK-3)4
U TEXHHUKY CO3JIaHUS JIOKY-
MEHTOB;
— OpraHu3alui0 JIOKyMEH-
TO0OOpPOTA B OPraHU3AIUIX;
— TIEpeUYeHb MU CTPYKTYpY 3(IK-3)5
OpPraHM3aIMOHHBIX U pacro-
PAOUTENBHBIX JOKYMEHTOB;
— OpraHu3alUI0 MEXBEIOM-




Kon [Inanupyemsle pe- Kon u HaumeHnoBa- [lnanupyemslii pe3ynbTaT Kon moka-

KOMIIETEHIIH | 3YJIBTaThl OCBOCHUS HUE UHAMKATOpa o0y4yeHus 3ares
00pa3oBaTeNbHON JTOCTHKEHUS ITPO- TI0 TUCIUTUINHE OCBOCHHS
IIPOrpaMMbI (beccuoHambHOU
KOMITETCHIIUH

CTBEHHOTO  3JIGKTPOHHOTO
JOKYyMEHTOO0OpOTa ¢ HC-
MOJIb30BAaHUEM  MEKBEIOM-
CTBEHHOH CHCTEMBI 3JICK-
TPOHHOTO JTOKYMEHTOO0OpO-
Ta U JICJIONPOU3BOJICTBA.

Ymersn:
— paspabateiBath mpoektsl | Y(IIK-3)1
YIIPABJIEHYECKON  JIOKyMEH-
TalWy;

— anammsuposath u BHen- | Y (IIK-3)2
PATH  YIIPABIEHYECKYIO JI0-
KYMEHTAIIHIO; Y(IIK-3)3
— ONTUMH3HPOBATH  JOKY-
MEHTOOOOPOT B OpPraHM3aly-
AX; Y(IIK-3)4
— aHaAIM3UpOBaTh  MH(Op-
MalnuK 0 (QYHKIMOHHPOBA-
HHU CHCTEMBI BHYTPEHHETO
JIOKyMEHTO000pOTa OpraHu-
3aluH.

Baanern:

— HaBBIKAMHU JIOKYMEHTaJIb-
HOro O(OpMIIEHUS peleHHUH
B ynpasieHun omnepanuon- | B(ITK-3)1
HOM  (IIPOM3BOJCTBEHHON)
JeATEIbHOCTH OpraHU3alni;
— mHaBblkamu aHammza uH- | B(IIK-3)2
¢dbopmanuu 0 QyHKIHMOHUPO-
BaHuu cucTeMmbl BHyTperne- | B(ITK-3)3
ro JJOKYMEHTO00OpoTa opra-
HU3aIH;

— HaBBIKAMH  IOJTOTOBKH
OpPraHU3alMOHHBIX M pacro-
PSAUTENBHBIX JIOKYMEHTOB.

3 MecTo TMCHMIIMHBI B CTPYKTYpe 00pa30BaTeIbHOI MPOrpaMMbl

VYyeOHass AMCUMITIMHA SIBIISETCS JAUCLUUILIMHON, GOpMUpyeMON ydyacTHHUKaMU 00pa30BaTeIbHBIX
OTHOILICHUI B OCHOBHOI 00pa30BaTeIbHOI IporpamMmme.

3HaHUSI, YMEHHUS U HaBBIKU, TIOJyYEHHbIE OOYUYaAIOIIMMUCS B X0JI€ U3yUeHUsl Kypca TUCIUILINHBI,
MOTYT OBITh MCIIOJIb30BaHbI ISl TPOXOXKICHUS MPEIIUITIOMHON MPAKTHKH, @ TaKXkKe JUIs MOATOTOBKH BBI-
MyCKHOW KBaJIM(PUKAIIMOHHOMN pabOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuit nian OUCUUNIUHDL
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Tema 1 «OcHOBHBIE OHATHS U ONpeETe-
Huckyccus,
HUS JOKYMEHTAIIMOHHOTO oOecreueHus 5 4 4 1 TecT
YIpaBICHUS»
Tema 2 «JlokyMeHTalMoHHOE oOecreye-
Hoxy H 7 6 6 1 Omnpoc
HUE JIETTIOBOTO OOIIEHUS
Tema 3 «Dopmyisap-oOpaser] opraHu3aim- Tuckyccns
OHHO-PaCHOPAAUTEIBHOIO JOKYMEHTA. 5 4 4 1 Te};T ’
OOurre cBeIeHUs O PEKBU3UTAX)
Tema 4 «CucremaTu3zanus U XpaHeHUE [IpakTuue-
YIPABICHUYECKUX JOKYMEHTOBY 7 6 6 1 CKO€ 3aHs-
THE
Tema 5 «IIpaBuna opopmieHus 61aHKOB 3 5 5 1 Huckyccusi,
JOKYMEHTOBY TECT
Tema 6 «Cocrapienne u 0ohOpMIICHHE TTH- [TpakTuue-
cemM» 7 6 6 1 CKO€ 3aHs-
THE
Tema 7 «IIpaBuna opopMII€HUSI OCHOBHBIX
Huckyccus,
BUJIOB OPraHU3allMOHHO- 3 2 2 1 TecT
pacnopsIIUTENbHBIX TOKYMEHTOBY
Tema 8 «Odopmienune opraHn3aluoOHHO- [TpakTuue-
pacnopsAUTEIbHON JOKYMEHTALIUN 7 6 6 1 CKO€ 3aHs-
THE
Tema 9 «IIpaBuna opopmiieHHUs] OCHOBHBIX
Huckyccus,
BUJIOB CIIPABOYHO-MH(POPMAIIMOHHBIX J0- 3 2 2 1 oot
KYMEHTOBY
Tema 10 «CocraBnenue u ohpopmieHue [IpakTuue-
WH(POPMAITMOHHO-CIPABOYHON TOKYMEH- 5 4 4 1 CKO€ 3aHs-
TaLM THE
Tema 11 «Opranuzanmsi JTOKyMEHTO00O- Tuckyceus
poTa B OopraHax roCyJapCTBEHHOW BIIACTH 4 2 2 2 Te};T ’
Y MECTHOTO CaMOYTIPABIICHUSI»
Tema 12 «OdopmieHre JOKYMEHTOB 110 IIpaxTuue-
JINYHOMY COCTaBY» 6 4 4 2 CKO€ 3aHs-
THE
Tema 13 «AHanu3 cOCTOSIHUE JTOKYMEHTO- 4 2 2 2 | Hduckyccus




000poTa Ha IPEATIPUSITHI)
Tema 14 dopmupoBanue 0a3 NaHHBIX U Omnpoc,
aHaJIu3 IOKyMEHTO000pOoTa 6 4 4 9 paKkThye-
CKO€ 3aHs-
THE
JuddeperurpoBanublii 3a4eT
Becero | 72/2 | 54 | 18 | 36 18
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Tema 1 «OcHOBHBIC TTOHSATHUS U OMpeEie-
Juckyccus,
HUS JTOKyMEHTAllMOHHOTO O0ecreyeHus 4 2 2 2 et
YIPaBICHUS»
Tema 2 «JlokyMeHTaImoHHOE oOecreye-
JToxy 10 4 2 2 2 Onpoc
HUE JIEJIOBOTO OOIIEHUS»
Tema 3 «Popmyssip-o6paser opraHu3amu- Tnckycens
OHHO-PacHOPSIIUTECIIEHOIO TOKYMEHTA. 4 2 2 2 Te}:}T ’
OO1u11e cBeIeHUs! O PEKBU3UTAX»
Tema 4 «Cucrtemarusanusi U XpaHeHue IIpakTrue-
YIIPaBIEHYECKUX JOKYMEHTOB) 4 2 2 2 CKO€ 3aHs-
THE
Tema 5 «IIpaBuna opopmienus G1aHKOB 6 5 5 4 Huckyccusi,
JOKYMEHTOBY TECT
Tema 6 «Cocrapienne u 0ohOpMIICHHE TTH- [TpakTuue-
ceM» 6 2 2 4 CKOC 3aHsI-
THE
Tema 7 «IIpaBuna opopMIIEHUST OCHOBHBIX
Huckyccus,
BHUJOB OpraHu3aliOHHO- 6 2 2 4 TecT
pacnopsiAMTEIbHBIX JOKYMEHTOB)
Tema 8 «Odopmnenue opraHn3auoOHHO- [TpakTuue-
pacnopsAUTEIbHON JOKYMEHTAILUN 6 2 2 4 CKO€ 3aHs-
THE
Tema 9 «lIpaBuna oopMIIEHUSI OCHOBHBIX
Huckyccus,
BHJIOB CITPAaBOYHO-WH()OPMAITMOHHBIX J0- 6 2 2 4 TecT
KYMEHTOBY
Tema 10 «CocraBnenue u opopmiieHne [TpakTuue-
MH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEH- 6 2 2 4 CKO€ 3aHs-
Talum» THE




Tema 11 «Opranauzanus JOKYMEHTO00O- 5 1 1 4 Huckyccus,
pOoTa Ha MPEIIPUSTUIX TECT
Tema 12 «OdopmiieHre TOKYMEHTOB TI0 [IpakTuue-
JINYHOMY COCTaBY» 5 1 1 4 CKO€ 3aHSI-
THE
Tema 13 «AHanu3 cocTosiHUE TOKYMEHTO- 5 1 1 4 | Tucxycens

000pOTa Ha MPEINPUATHI

Tema 14 ®dopmupoBanue 0a3 JaHHBIX U Omnpoc,

aHaIN3 JJOKYMEHTO000pOTa s 1 1 4 | TpaKTHye-
CKOE 3aHs-
THE
JuddeperurpoBanublii 3aueT
Beero | 72/2 | 32 | 10 | 22 40

4.2 Coodepircanue oucuyuniunsl

Tema 1 «OcHOBHBbIE MOHATHS U ONpeAeJeHUs] JOKYMEHTAIMOHHOT0 o0ecreyeHusi ynpanJe-
HUSD)
Jlexyus

JIOKYMEHT U CUCTEMBI JOKYMEHTALUU. 3HAYEHUE COBPEMEHHOI'0 TOKYMEHTUPOBAHUS B YIIPABIICH-
yeckol nesrenbHocTH. HopmaTuBHO-IIpaBoBasi 6a3a persiaMeHTUpyrolas JAesIonporu3BoACTBO. DYHKIMU
nokymeHToB. Exunas rocyaapcrBeHHas cucrema jenonpousBoictsa (EI'CH). YuuduuupoBanHsle cu-
crembl JokymeHnTauuu (YC/). Knaccuduxanus 1okyMeHTOB. YipaBieHuecKas J10KyMeHTalus: TpeOoBa-
HUS K COCTABJICHUIO U O(hOPMIICHHIO.

OcHosHble noHsmust membl: TOKYMEHT, QYHKIIUU JOKYMEHTOB, KilaccCu(UKaIUs JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, JOKYMEHTHUPOBAHHE, TOKYMEHTO0000POT, PopMyIisip, OJIaHK, HOMEHKJIATypa.

Bonpocw 0na camoxonmpons:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIaMEHTHPYIOTCSI OCHOBHBIE TEPMUHBI B 00JIACTH J€J10-
MPOU3BOJICTBA?

2. Yto BKIIIOYAET B ce0sl MOHATHE «IOKYMEHT»?

3. Kakue g3bIkH U c110COOBI JOKYMEHTHPOBAHUS Bbl 3HaeTe?

4. HazoBuTe COBpeMEHHBIE BUAbI HOCUTENEH HHPOPMALIUU.

5. Kakum 3aK0OHOM yCcTaHaBIMBAETCS MPABOBOM PEXXUM CO3JaHUSI, XPAHEHUS U UCTIOIb30BaHUS
MH(OPMALMOHHBIX PeCypcoB?

6. UeM oTanyaeTcsi JOKYMEHT JJUYHOT'O IPOUCXOXKAECHUS OT O(UIIHAIBHOTO T0KYyMEHTAa?

7. Uto 00ycnaBauBaeT I0pUINUYECKYIO CUITY O(DUIIHAIBHOTO JOKYMEHTA?

8. Uto moHnMaeTcs 1o/ nojJu(yHKINOHAIBHOCTBIO TOKYyMEHTAa?

9. HazoBuTe OCHOBHBIE OJIOKH (IpyMIbl) PYHKIUH ToKyMeHTa. YeM xapakTepu3yeTcs Kax bl
010K?

10. Kak mensietrcs aevictBue GpyHKIUI BO BpeMeHH?

11. KakoBbl OCHOBHBIE 11€NTH YHU(DUKAIIMHI TOKYMEHTOB?

12. Yto yunThIBaETCS MPH MPOBEACHUU YHHU(PHUKAIIMUA JOKYMEHTOB?

13. Yro noHMMaeTcs moJ1 CUCTEMON JOKYMEHTALINU?

14. Kakue ObIBAIOT CUCTEMBI IOKyMEHTAIUN?

15. Uto nmpencrasisieT coO0# CTaHIapT U KaKhe BUJIbI CTAHAAPTOB MPUMEHSIOTCS B Hallel
cTpane?

16. YUTo BXOIUT B KOMIUIEKC HOPMaTUBHBIX JJOKYMEHTOB I10 CTaHAAPTH3ALUN?

17. Yro npenctasnsier coboit YC/I u kakue aelictByromiue B Hameil crpane Y CJl BbI 3HaeTe?




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

Tema 2 «JlokyMeHTalIMOHHOE 00ecievyeHHe 1eJI0BOr0 00 IeHUsD)
Ipaxmuueckoe 3ansamue

Bonpocwt ons obcyscoenus:

1. Onpenenenne OCHOB JOKYMEHTUPOBAHUS yIIPABICHUECKOH €S TEIbHOCTH.

2. S13bIKOBBIE HOPMBI OUIIMATIBHBIX JJOKYMEHTOB.

3. UccnenoBanue chep GyHKIIMOHUPOBAHUS M KAHPOBOTO Pa3HOOOpa3usi OPHUIIHATEHO-IETOBBIX
JOKYMEHTOB.

4. Ananu3 s3bIKOBBIX (HOpM O(UITHATIEHBIX JOKYMEHTOB (IIPAKTHYECKUE YIIPAKHEHHUS).

5. UccnenoBanue npuéMoB yHU(DUKALIUK SI3bIKA CITY’KEOHBIX JOKYMEHTOB.

Jlumepamypa: [1]; [2]; [3]; [6]; [7]; [8]; [S].

Tema 3 «@opmyJisip-o0pasen OpraHu3aMOHHO-PACTIOPAAUTEIBHOr0 J0KyMeHTa. O01mue
CBe/IEeHHUS] 0 PEKBU3UTAX)

Jlexyus

VYnopaBneHueckass JOKYMEHTalus: TpeOOBaHHA K COCTAaBICHUIO M OQOpPMIICHUIO, (OpMYISp-
oOpasern, CocTaB M PacoyioKeHUE PEKBH3UTOB. [IOCTOSHHBIC M TIEPEMEHHBIC PEKBU3HUTHI. YTJIIOBOH U
MPOJONBHBIN ONaHK HoKyMeHTa. CriocoObl ohopmileHUsT peKBU3UTOB: (DIIaHTOBBINM U LIeHTpOoBaHHBIH. Co-
BPCMCHHBIC CIIOCOOBI ¥ TEXHUKA CO3aaHusA NOKYMCHTOB.

OcnosHvle nonsamus memul. GopMyisip-oOpaserr, peKBU3UT, TaOyaupoBaHue, Gopmar.

Bonpocul ona camokonmpons:

. Kakue popmater Oymaru ucnosib3yroTcs ajis moctpoenus popmyisipa-oopasia OP/1?
. Kakue pasmeps! noneit OPJ] yctanosiens! popmyisipom-oopaszuom OP/1?
. MoryT 11 Ha MOJSAX TOKYMEHTa pacrojiaraThCs Kakue-Tu00 PeKBU3UTHI?
. Kakoit MakcuManbHbIi cOCTaB peKBU3UTOB YCTaHOBIIEH (GOPMYIIPOM-00pa3om?
. CKOJIbKO TOJI05KE€HUH Ta0yIaTOpa UCHIOIB3YETCs MPU O(POPMIIEHUN PEKBU3UTOB?
. Kakue pekBU3UTBI OTHOCATCS K IOCTOSTHHBIM?
. Kakne pekBH3HTHI ABISIOTCS 00S3aTEIHHBIMHE?
. CKoJbKO cyliecTByeT crioco0oB 0(opMIIEHUS] pEKBU3UTOB?
. UTo xapakTepu3yroT JONOIHUTEIbHbIE PeKBU3UTEI OP/?
10. YeM npo10J1bHBINA BapuaHT PacIONOKEHHs] pEKBU3UTOB 3ar0J0BOYHON YacTH OJIaHKa OTiIHYa-
€TCsl OT YIJIOBOT0?

O 00 1IN DN K W —

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

Tema 4 «CucremMaTu3anus U XpaHeHUe YIIPABJIEHYECKHX JOKYMEHTOB)
Ipaxmuueckoe 3anamue

3aoanue 1.
CocTaBbTe HOMEHKIIATYPY JIeJ KaHIEISIPUH OpraHU3aInu.

3aoanue 2.
CocTaBbTe HOMEHKIATYPY A€l (UHAHCOBOTO OT/EIa OpraHU3aI1H.

3aoanue 3.



Cdopmupyiite 1udHOE 1710 pabOTHUKA OpPraHU3alUu.

3aoanue 4.
Beienure u packpoiitre ocCHOBHbIE (DYHKIMM 3KCIIEPTHON Komuccuu Ha ocHoBe «llomoxkeHus o
IIOCTOSIHHO JIEHMCTBYIOILIEH SKCIIEPTHON KOMUCCUHN YUPEXKACHUS, OPraHU3aLUN, IPEATIPUITHSI.

Jlumepamypa: [1], [5], [7], [13], [17].

Tema 5 «IIpaBuiia oopmiieHns 6JIAaHKOB JOKYMEHTOB)
Jlexyust

CocrtaB peKBU3HUTOB. bilaHKK JTOKyMEHTOB: JUIsSl TTMCbMa W OOLIHI OJaHK ISl IPYTUX BUJIOB JOKY-
MeHTOB. OdopmiieHne pekBU3UTOB. TpeboBaHUS K OGOPMIICHHIO PEKBU3UTOB OpPraHU3AI[MOHHO-
pacropsAUTEIbHBIX TOKYMEHTOB, CIIPABOYHO-UH(POPMAIIMOHHON ¥ CIIPAaBOYHO-aHATUTHYECKON JJOKYMEH-
taruu. CTanaapTH3aIus mporecca JOKyMEHTUPOBAHUS.

OcHogubie nousimusi memvl: BUIbl OJIAaHKOB TOKYMEHTOB, rep0, aMOiaema; TOBapHBIN 3HAK (3HAK
oOciTykuBaHUs); KOJ (POPMBI TOKYMEHTa; HAMMEHOBAHNE OPTaHU3AIMH - aBTOPA JIOKYMEHTA; HANMEHO-
BaHUE CTPYKTYPHOTO TMOAPA3JICICHHS - aBTOpa JTOKYMEHTa, HAMMEHOBAaHUE JOJDKHOCTH JIMIIA - aBTOpa
JOKYMEHTA; CIPAaBOYHBIC JIaHHBIC 00 OpraHW3alliy; HAMMCHOBAaHWE BHJIA JOKYMEHTA; JlaTa JOKYMEHTA;
pErUCTpAIIMOHHBI HOMEp JOKYMEHTA; CChUIKA Ha PETUCTPAIMOHHBIN HOMEp M JIaTy MOCTYIHUBIIETO J0-
KYMEHTA; MECTO COCTaBIICHHS (M3JaHUSA) JOKYMEHTa; TpH( OTrpaHWYCHHsS OCTyIa K JOKYMEHTY; ajpe-
car; rpud yTBEp)KICHUS JOKYMEHTa; 3arojIoBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O MPHIIOKCHHH,
rpud cormacoBaHUs TOKYMEHTA; BU3a; TIOITUCH; OTMETKA 00 AJICKTPOHHOMU IMOAIUCH; ITeYaTh; OTMETKA 00
UCITIOJIHUATEJIC; OTMETKA O 3aBEPEHUM KOIMHU; OTMETKA O MOCTYIUICHHH JOKYMEHTA; PE30JIIOIUs; OTMETKA
0 KOHTPOJIE; OTMETKA O HAPABJICHUH JTIOKyMEHTA B JIETIO.

Bonpocw 0na camoxonmpona:

1. Kakue opranuszanuy UMEIOT IPpaBo U300paxkaTh Ha OJIaHKaX CBOMX JIOKYMEHTOB ['ocynapcTBeH-
HbI TepO Poccuiickoit @eneparun?

2. Yto npeacTaBisioT co00i Ko opraHu3aluu 1 Koja (opMbl JOKYMEHTA, UCIIOJIb3yEeMble Ha
omankax OPJ1?

3. Uemy 10JI’KHO COOTBETCTBOBATh HAMMEHOBAHUE BHJIA IOKYMEHTA, IPUBOIUMOE B OJJaHKE KOH-
KpPETHOTO BHJIa JOKYMEHTa?

4. Kakue ciocoObl opopmieHns pekBu3uTa «/lara qokymMeHTa» Bbl 3HaeTe?

5. UeM pekBu3uT «PeructpaninoHHbI HOMEP TOKYMEHTa» OTJIMYaeTCs OT pekBu3nTa «CchliKa Ha
PETUCTPALIMOHHBIA HOMEDP U 1aTy JOKYMEHTa»?

6. Bcerna nu Ha G651aHKe JJOJKEH NMPUCYTCTBOBATh PEKBU3UT «MecTo cocTaBiIeHUS WM U3/IaHus
JOKyMEHTa»?

7. YTo 03HayaeT HaJIu4ue Ha JOKyMEHTe Ipu(a orpaHUYEHuUs JOCTyIa K HeMy?

8. Kakum 06pa3oM HY)HO 0pOpMIIATH PEKBU3UT «AJipecaTy, €Clii JOKYMEHT aJJpecyeTcs B Ipy-
TyIO CTpaHy?

9. KakoBbl cocTaBHbIe YacTu pekBU3UTa «[ pud yTBep)aeHus TOKyMeHTa»?

10. Kakumu cnoco6amu MOKeT 0(hOpMIISITHCST PEKBU3UT «Pe30mrorusy»?

11. Kakue cymiecTByroT 0COOEHHOCTH 0(hOpMIICHHUSI PEKBU3HUTA «3arojOBOK K TEKCTY JIOKyMEHTa»
B 3aBUCUMOCTH OT BHJa JTIOKyMeHTa?

12. B kakux ciryyasix TeKCT OQHUIHMATBHOTO JOKYMEHTa MOYKHO O(OPMIISTH TOJIBKO HA PyCCKOM
s3bIKe?

13. Korza oTMeTKy 0 HAJTMYMU TPUIIOKEHUS MOKHO 0(OpMIIATH IO KpaTKoil popme?

14. Kak opopmisiercs pekBU3UT «lloanmucey», eciiu JOKYMEHT MOJMUCHIBAETCS PYKOBOAUTEIIMU
JBYX OpraHH3anui?

15. Kakumu cnoco6amMu MOXKET OCYIIECTBIISATHCS BHEIITHEE COTJIaCOBaHUE U KakK 3T0O odopmiisieT-
cs?



16. I'ne mpocraBnsercss Ha JOKyMeHTe peKBU3HT «I pu¢ cormacoBaHus TOKyMEHTa»?

17. Kakue Byl nevareid ynorpeossitores npu opopmienun OPJ] 1 kak mpaBMIIbHO OJDKHA OBITH
MPOCTABJICHA M1€YaTh?

18. I'te mpocTaBiisieTcsi OTMETKA O 3aBEPEHUH KOMUHU U KaK OHa oopmitsieTcs?

19 SABnsercs mu pekBU3UT «OTMETKa 00 UCTIONHUTENEY 0053aTEIbHBIM U TI€ OH MPOCTABIsAETCA?

20. Yto BX0auT B cocTaB pekBu3nuTa «OT™MeTKa 00 NCIOIHEHUH TIOKYMEHTA U HalpaBJICHUH €To B
neno»?

21. Ha xakux IOKyMEHTax MpPOCTaBIIAETCS PeKBU3UT «OTMETKA O MOCTYIJICHUU JIOKYMEHTA B Op-
ranuzanuio»? HazoBure cocTaBHbIE YaCTH 3TOTO PEKBU3UTA.

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

Tema 6 «CocraBieHue u opopMiieHHE THUCEM»
Ilpaxmuueckoe 3ansamue

3aoanue 1.

Cocrasbte nucbMo — npuriamenue Ne 544 ot 10.07.20  no ci1. JaHHBIM:

WHCTUTYT TOUHBIX MPUOOPOB MOCHUIAET TUCHMO — npurnamenue nupexropy LIHUU «[Ipomereii»
Koncrantuny CepreeBuuy ¢ MpUIialieHUEM [IOCETUTh MEKIYHAPOIHYIO CIIEHUAIN3UPOBAHHYIO BbICTaB-
Ky «DKOHOMHMSI MaTe€pUalbHBbIX U TOILIMBHO — SHEPIeTHUYECKUX PECYPCOB B CTPOUTEIBCTBE U MPOMBIII-
JICHHOCTH». BpicTaBka coctouTcs B . MOCKBA B MaBUJIbOHE BBICTABOYHOIO 1ieHTpa Ha KpacHoii [IpecHe
18 aBrycta 20 roma c¢ 9.00 mo 20.00. Anpec uHCTUTYTa TOYHBIX MpUbOpoB I'. MockBa yi. [lnexanosa
36, Ten. 237-87-77. lupexrop unctutyra Tounbix mpudopos C. K. Ceprees.

3aoanue 2.

CocrabTe rapantuiinoe nucbMo Ne 589 ot 23.09.20 1o ciieayrouum JaHHBIM:

000 «Mur» rapantupyer AO «BocTopr» oTrpy3Ky akKyMyJIsITOpHBIX Oatapeil Ha cymmy 324000
(Tpucra nBaguath 4yetbipe Thicsiun) pyoneit 00 xomeek B TeyeHUE 2-X HeAeIb C MOMEHTA MOCTYIUIEHUS
JICHE)KHBIX CPEJICTB HA pACUETHBIH CUeT.

Anpec OOO «Mur» r. Mocksa ya. CanoBas 36, ten. 237-87-87. Hupekrop OOO «Mur» M.
K.Maxkcnmos.

3aoanue 3.
CocraBpTe nHpOpMaronHoe mucbkMo Ne 59 ot 12.09.20  mo cieayromumM JaHHBIM:
MockoBckuil nonurpapuueckuil TEXHUKyM coobiiaer nupekropy mkoisbsl Ne 12 B.C. AHTOHOBOM
O TOM, YTO B HOBOM y4e€OHOM T0o/ly TEXHUKYM OTKpPBIBAa€T JBa HOBBIX (paKynbTeTa:
1. JlazepHble TEXHOJIOTHH B MOIUTPAPUU
2. HOpuanueckuii
[TpaBuiia npuema oOuIe 171 BCeX.
Anpec MockoBckoro nojurpaduueckoro TexHukyma r. Mocksa yi. Mupa 86, ten. 337-87-87.
Hupexrop Texnukyma M.C. Urnateesa.

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

Curyanus 1.

JenapTamMeHT MOIACPKKH W Pa3BUTHSA MaJOro MPEANMPUHUMATEIHCTBA MHUCHMOM 3a TIOJIMUCHIO
3aM. IupekTopa Jenapramenta CepukoBa A.B. yBenoMuil pykoBoacTBO AeTckoro caaa Ne 1586 o Towm,
YTO B CBSI3U C PA3BUTHEM MPEANPUHUMATEIIHCTBA 37aHUE JIETCKOTO Cajla JOJDKHO OBITh TEpEeNaHo s
TEXHUYECKUX HYXK/]I JenapTamMeHTa.

WcnonauTenem BacunbeBoit 1o mopy4eHuto qupekrtopa jaerckoro caga Ne 1586 FOro-3amagnoro
OKPY)KHOTO yIpaBJieHHs] 00pa3oBaHus T. MOCKBBI, PacIONIOKEHHOTO Ha MpocnekTe MUudypruHCKOM, A0M
22 r. MockBBI, OBUTO COCTaBJIEHO MHUCHMO, aIPECOBAHHOE OTAENY nuceM Mapuu MOCKBBI TIO ajipecy: T.
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Mocksa, yn. TBepckas, 13, B koropoM nupektop aerckoro caaa Ne 1586 O.A. AGpamoBa npocuiia pas3o-
OpaTbcs B JAHHOM BOIIPOCE, MOTHUBHUPYSI TEM, YTO B HA3BAaHHOM PalOHE JIETCKUX CaJOB OCTAIOCh MAJIO U
HE BCE JIETH MOTYT IOCEMIATh JETCKUE JOUIKOJIbHBIE yupexkaeHus. [IucpMo ObUIO OTBETOM Ha MOJIyYeH-
HBIW TOKYMEHT OT [lermapTameHT.

Curyanus 2.

[Ipencenarens mpaBneHus akiponepHoro kommepueckoro 6anka «TOPTTIPEJJBAHK» (ip. Bep-
Hajckoro, 19, Mockga, 112123, Ten.: 567-22-17, dakc: 576-22-20) C.A. lllymo obpaTtuics k ['enepanb-
Homy nupekropy HITO «Ac6ect» JI.M. BonbiHiieBy ¢ mpocs00ii paccCMOTpPETh BOIIPOC O MPEI0CTABICHUT
B murensHyro apeHny AKb « TOPI'TIPEJIBAHK» pabouux miomaneit — 180 kB. M 1o pa3MerieHue oT-
JieNeHust OaHKa.

ITucemo ObT0 cocTaBiieHo ucnojHuTeaeM A.M. TlomnecHoi Ha TOKHOCTHOM OJIaHKE Tpecea-
TeNs mpaBeHus 0aHKa U oANUcaHo 24 MapTa TEKYIIEero roja.

Curyanus 3.

Ucnonautenem M. 1O. IlonsikoBoii mo nopyyeHuto HadaiibHUKa otAena mapketunra [TAO «Topr-
notpedcoro3» (r. Mocksa, Jlecnas yi., a.18, 117123, ten./pakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa OblJ1I0 COCTaBICHO MUCHMO B a/JI-
pec OO0 «/leno», TexunueckoMmy aupekTopy A.M. MsrkoBy 00 OTIpaBKe JOKYMEHTAIIUU CJIEIYIOLIErO
conepkanusi: «Hampasnsiem HeoOxonuMmbeie Bam JOKyMEHTHI, cojepiKkaiire WHGOPMaIHI0 O LEeHE KOM-
IUIEKTAa HAYYHO-TEXHUYECKOM JOKyMEHTalluM Ha XOJoAwIbHOE oOopynoBanue. [Ipeanmaraem BbicnaTh
TEXHUUYECKYIO JIOKYMEHTAIMIO Ha 3apyOe)KHbIe aHAJIOTHU XOJIOAUIBLHOrOo oOopymoBanus. [Ipu mpuHsATHH
MOJIOKUTEIBLHOTO PEIICHUSI O 3aKyIKe 000pya0BaHus TpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE THUCHMO
pykoBoauTtento otaena cobita HaymoBy C.IL». JlaHHBIM MHCBMOM COMPOBOKAANACH CrieupUKaUs Ha
28 1. B 1 3K3.

Curyauus 4.

MoCKOBCKUI pagUOTEXHUUECKUN KOJUIEIPK UMEHU akageMmuka A. A. PacruiermHa MunucrepcTtsa
obpazoBanus P® (Mocksa, yn. b. [leka0bpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pazocnan
MH(OPMALMOHHbIE MMHChMa JAUPEKTOPaM IIKOJ ropoja ¢ cooOIIeHHeM 00 OTKPBITUM B HOBOM Yy4eOHOM
roqy AByX (hakyJabTETOB: COBpEMEHHbIE MH(POPMAIIMOHHbBIE TEXHOJIOIMH U Iopuandeckuil. B muceme co-
00I11aI0Ch TaKXKe O TOM, YTO MIpaBUjIa MMPUEMa Ha yKa3aHHbIe (pakynbTeTsl oouue. [Tucbmo 6bu10 cocTas-
neHo ucronnuteneMm CtenaHoBol U noanucano gupekropom JI.b. MapteiHiokoM 15 MapTa Tekyuiero ro-
na.

Curyanus 5.

ITAO «IlepBas ®@abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO ObUIO B COOTBET-
ctBu ¢ m. 6 goroopa ot 10.07.2015 Ne 12/25 «O mnocraBke npoaykuuu» mnoctaBute AO
«CAHAEPEJIIA» (Mocksa, Kpacnoropckas yi., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedyeHue Mmecsla KOxaHyl0 QypHUTYPY
Ha o6mryro cymmy 150 000 py6ueit. dakTuyecku ke GypHUTYpHI Ob1TO cano Ha cymmy 120 000 pyGreit
U HeJIOoNOoCTaBlIeHo npoaykiuu Ha cymmy 30 000 py6ueit. CornacHo 1.8 0roBopa 3a HeIOIOCTaBKY Mpo-
OYKIMKM JOJKHA OBITh yIUIadeHa HeycToilka B pasmepe 5%, YTO OT CyMMbl HEJOMOCTABKH COCTaBUIIO
1500 pyGneii.

Hupexrop AO «CAHIAEPEJUIA» B.JI. ®enopoa obpatuinace k gupexropy OOO «llepsas daod-
puka» O.J[. CoxonoBy ¢ mpock00ii MepeYrcIuTh Ha UX PAaCUETHBIN cueT ykazaHHyo cymMmmy (1500 pyO0.).
B mpotuBnom cnyuae AO «CAHIAEPEJUIA» OyaeT BoIHYXI€HO 00paTUThCS B rocapouTpaxk. [Iucbmo o
HE/IOMOCTaBKe MPOAYKIUHN ObUIO cocTaBieHo ucrnonnuteneMm P.T. FOaunoii n noanucano ®enoposoit 12
aBrycTa TEeKYIIEro roja.

Curyanus 6.
Hupextop AO «AHTypuym» (Mocksa, LiBetnoit OyneBap, a. 3, 105123, ren./paxc 432-90-78,
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OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHOB oOpatuics k [ TaBHOMY pemrakTo-
py xypHana «/leno» B.W. [loneBomy ¢ mpock0oii pazmMecTuTh pexiamy npoaykiuuu AO «AHTypuym» B
ouepeTHOM HoMepe kypHasa. O0beM peKIaMHOro Marepuana — 2 nmonockl. Omiata myOnuKauy rapaH-
TupoBasack. [IucbMo 0 pazmemieHun pexinaMel ObUT0 coctaBieHo ucnonnurenem JIL.U. IMucapesoit, moa-
nucano AupekTopomM A.P. CMEUPHOBBIM U TJIaBHBIM Oyxrantepom B.A. AHTOHOBOIA.

Curyanus 7.

[Ty6uaHbIM akimoHEepHBIM 001ecTBOM «Bocxom» (109176, Mocksa, yi. [Tonesas, 1.14, oh.324)
ObU1 odopmiieH 3aka3 Ne 7 Ha MOCTAaBKY MPOJIYKIMU B COOTBETCTBUHU C 3aKJIIOUYEHHBIM JOTOBOPOM O IO-
craBkax oT 13.06.2013 Ne 12 u nanpasnen B aapec [TAO «/Iuamant» (114000, Mocksa, yi. [Ipoctopnas,
o 25, od.14, Ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnako I[TAO «J/lmamant» He cMOTJIO B yKa3aHHBIN cpok (28.07.2014) ucnon-
HUTH 3aKa3 U3-3a O0JIE3HH BEIYILEro COTPYIHUKA OTHAea N0ocTaBkU M ['eHepanbHblil aupektop ero I'.JI.
MypowmiieB HanpaBui HHGopMamonHoe mucbMo B aapec [TAO «Bocxoa» o mepeHoce CpoKOB HCIIOIHE-
Hug 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopoMm Takxke ormeTus yto [IAO «/lnamanT» corinacHo
B T€UEHHE 5 JHEH BBHIIIATUTh HEYCTOMKY B COOTBETCTBHH C 11.4.2 3aKIIOYEHHOT'O JOrOBOpa O MOCTABKAX.
[TuceMmo Ob1TO cocTaBieHo ucnoiaautenem A.JI. CMUPHOBOI! U MOANKCH 3aBepeHa MeYaThi0 OpraHU3aIUH.

Curyanus 8.

000 «Jlura» (MockBa, 123465, yin. Mapoceiika, 1.15, ten. 384-05-90, daxc: 384-05-90) 3arura-
HUPOBAJIO MpoBeAeHue Bcepoccuiickoil poxaecTBeHCKkor sipMapku 00yBu ¢ 10 HosiOps mo 31 mexabps
Tekymiero roga. OnHako B cBs3u ¢ TeM, uto OOO «Jlura» He pacnosiarajio JOCTaTOYHBIMU ILIOIIASIMU
JUIS IPOBeICHUs spMapku, McnonHutensHeliil nupektop odmectBa A.A. KoyeTkoB BeIHYX1eH ObLI 00pa-
tuthes K Jupexropy Beepoccuiickoro BeictaBounoro nenrpa T.K. TypoBy ¢ mpocb0oit 0 nmpemocraie-
Huu obmiectBy B apeHay 300-400 kB. M BBICTABOYHOM TUIOLIAIA U TapaHTHEN OTLIATHI.

Jlumepamypa: [1], [2], [3], [4], [6].

Tema 7 «IIpaBuia 0(popMJICeHHUS] OCHOBHBIX BHAOB OPraHHU3aLMOHHO-PACIHOPAIUTENbHBIX
AOKYMEHTOB)
Jlexyus

OpFaHI/BaHI/IOHHLIe JAOKYMCHTHI, ITIOHATUC, OCHOBHBIC CTPYKTYPHBIC 3JICMCHTBI U IIpaBUJIa Oq)OpM—
JICHUA PECKBHU3WUTOB PaCHOpflI[I/ITeJ'II)Hble JOKYMCHTBI: ITOHATUEC, CYITHOCTD, q)YHKHHOHaJIBHaSI HaIrpaBJICH-
HOCTB. HpI/IKa3BI o JINYHOMY COCTaBYy. O(I)OpMHeHI/Ie U COCTABJICHUC PACIIOPAAUTCIIBHBIX JOKYMCHTOB.
Brimickn u3 OpraHHU3allMOHHBIX U PACIOPAAUTCIIBHBIX JOKYMCHTOB.

OcHo8Hble NOHAMUSL MeMbL. IIpHKa3, yCTaB, paClnoOpsAKECHUC, ITIOCTAHOBJICHUC, YKA3aHHUEC, ITOJIOXKEC-
HUC, UHCTPYKIUA, PCHICHUC.

Bonpocbi 0na camokonmpons:
1. Kakne Bubl OpraHu3aliMiOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB OTHOCSTCS K PACIIOPSIAUTEIb-
HbIM?
. [Touemy pacniopsiiuTenbHbIE JOKYMEHTBI OTHOCATCS K IIPABOBBIM aKTam?
. Korna pacniopsinntenbHble JOKYMEHTBI BCTYNAIOT B CUITY?
. Kak paznuyaroTcs no cdepe aeicTBust pacopsaAUTENbHbIE JOKYMEHTHI?
. Uro siBisieTcs OCHOBaHUEM JJIS U3JIaHUS PacOPAIUTENIBHOTO TI0KYyMEHTA?
. Kak ctpoutcs TekcT pacnopsauTenbHOro J0KyMeHTa?
. Kak opopmisieTcs oTMeTKa 0 HalMYUK NPUIIOKEHUS B paCIIOPSIIUTEILHOM TIOKyMeHTe?
. Kakue opransl npuHUMarOT MOCTaHOBJIEHUE?
. Uto 03HavaeT n1ara B paclopsAUTEIIBHOM JOKYMEHTE, IIPOCTABIIsAEMas B 3ar0JIOBOYHON 4YaCTH
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omanka?

10. B kakoit (hopMe U37a10TCS COBMECTHBIE PACTIOPSIUTEIbHBIC TOKYMEHTHI?

11. Kakue ObIBatOT BHJIBI PUKA30B?

12. Yem oTiiuaercs ohopMIICHHE MPUKA3a M0 JIMYHOMY COCTaBY?

13. KTo nMeeT npaBo NoAIUCH Ha IpUKa3ax?

14. Kakoil pekBU3UT UMEETCS TOJIBKO Ha JIBYX BHUJIaX PAaCHOPSAUTEIbHBIX JOKYMEHTOB - yKa3aHU-
X ¥ pacHOPSIKEHUSIX ?

15. ITo kakuM BoIpocaM U3JAIOTCS PaCHOPsKEHUE U YKa3aHUe?

Jumepamypa: [1]; [2]; [3]; []

Tema 8 «OdopMiieHHe OPraHN3alMOHHO-PACTIOPSAUTEIbHON JOKYMEHTALM M)
Ilpaxmuueckoe 3ansamue

3aoanue 1

Odopmurts 3asBieHne Kaccupa 3aBoja «CBeT» ¢ MPock00ii MPeAOCTaBUTh YUEHUYECKUI OTITYCK C
06.03.20 1o 18.03.20  nmpoaomKUTENBHOCTHIO 13 KaneHaapHbIX JHEH HA OCHOBAHHMH CIPABKU — BBI30-
Ba Ne 5655 o1 01.03.20 . ®.N.0O. xaccupa NBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopmuTh npukas no TMYHOMY COCTaBY Ha OCHOBE JaHHBIX 3aanust No 1.

[Tpuxaz Ne 65k ot 05.03.20  «O npenocTaBieHUH YYEHUUYECKOTO OTIIycKa» Kaccupy 3asoga M.I1.
Npanosnoit ¢ 06.03.20 1o 18.03.20  mpoaonKUTEIBHOCTHIO 13 KajdeHAapHBIX THEH Ha OCHOBAaHUU
cupaBku-BbI3oBa Ne 5655 ot 01.03.20  u 3aaBnenus kaccupa W.I1. iBaHoBHOIA.

[IpoctaBuTh BU3y corjacoBaHus HaudaibHUKa oTaena kaapoB O.A. CepreeBod U OTMETKY 00
03HAKOMJICHHUU C MpUKa3oM VIBaHOBOIA.

3adanue 3

OdopMUTh MpHKa3 IO OCHOBHOM AESITETbHOCTH.

B coorBerctBuu ¢ Pacnopsikennem Munuctpa ot 04.03.20  Ne 115 «O0 ycuneHu# npoTHBOIMO-
KapHOI O€30MaCHOCTH M YCUJIEHUH OXPAaHbl B MEPUO]I MPa3JHUYHBIX JHE» cocTaBUTh mpuka3 Ne 245 ot
06.03.20  m3panHbI nupekTopoM HaydHO-ITpOM3BOACTBEHHOrO 00beINHEHHS «ATponpubop» r. Mock-
Bbl M./]. ["aJIKUHBIM.

B pacnopsianTenbHON 4acTH BBIAETUTH 4 IIyHKTA:

1. O6 opranuzanuu yOOpKH TEppUTOPUN O0BETUHEHUS

2. O mpoBepKe COCTOSIHUS AIEKTPOIIPOBOIKU

3. O npenocTaBieHUU B CEKpeTapuaT IeHEPaTbHOrO JIUPEKTOpa CIUCKA COTPYIHUKOB, peObIBa-
HUE KOTOPBIX HEOOXOAMMO Ha TEPPUTOPUH OOBEINHEHHS B IPA3IHUYHBIE JHU

4. KoHTpoJb 3a MCIIOJIHEHUEM BO3JIaraeTcsl Ha riaBHoOro nnxeHepa ooreaunenus [1.P. XKapoga.

Kaxaplii myHKT paccMoTpeTh 1o cxeMme «Komy?», «4To HykHO caenaTts?», «/lo kakoro cpoka?».

Hanpuwmep, k 1.1 3aBeayromemy ckinagom O.H. Hukutuny opranuszoBatb yOOpKY TEPPUTOPUH 10
07.03.20__.

[IpocTaBuTh BU3Y II1aBHOTO UHXKEHEPA

[ToctaButh oT™MeTKY 00 ucnoiuurene. Mcnonnutenem ssnsercs ConosbeBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacnopsixerre Ne 137 ot 10.03.20  rmaBHOrO HHKeHEpa MOCKOBCKOIO CTaHKOCTpPO-
utenbHoro 3asojaa «Texmamn» .M. Connuesa «O BHenpenun cranaapra OPJ[ CTII 02-601» Ha ocHoBe
MPEIJIOKEHHBIX 00Pa3I0B B MPHIIOKEHUH 5 U 6.

B pacnopsautenpHOM yacTH yKa3ath 4 MyHKTa:

1. O Buenpenun crangapra OPJI CTII 02-601 Bo Bcex ciyx0ax, Ha ydacTKax M B CTPYKTYPHBIX
noapasaenenusx 3asoja ¢ 01.04.20 .
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2. O6 opranmzauuu 3aHsatuil nmo u3ydenuto CTII 02-601 co cmeumanucrtamMu W MHKEHEPHO-
TEXHOJIOTUYECKHUM IepcoHajoM (¢ ykazanueMm «Komy» u ¢ Kakoro ymcrna)

3. O06 opranm3amuu TupaxkupoBanus OsaHkoB OPJl, THUMIOBBIX TEKCTOB M YHU(DHUIIUPOBAHHBIX
dhopm (¢ ykazanuem «Komy?»)

4. KoHTpOJIb 32 UCIIOJHEHUEM PACIOPSDKEHUS BO3JIOXKUTh HAa 3aMECTUTENS IUPEKTOPA IO OOLIUM
Bonpocam M.K. bupoga.

IIpocraButs Bu3y ropuckoncynbTa I1.K. JIyHOBa

ITocTaBuTh OTMETKY 00 ucnosHutene. Mcnomaurenem spisercs XXypasnea 1.B. tenedon 308-
34-16

3aoanue 5. Cocmasvme u ogopmume npomMoKoabl U aKmvl, HeoOXooumble 8 CAeOVIOUUX

VIPABNEHYeCKUX CUMYAYUSIX.

Curyanus 1.

Hupexknus OO0 «Actpes» (Caukt-IlerepOypr) 12.08.20 1. mpoBeno cBoe ouepenHoe 3acea-
HUe, Ha KoTopoM npucyrctBoBasid Boctpsikos C.T., Cryanes I1.21., Jlebenes .M., Auronos I1.JI., [llen-
tTyHoBa B.I'., Tumodeer A.A., Crynosa M.U.

Ha 3aceganuu o6cy»knanoch aBa Bompoca: o xozie pekinamHon kammanuu B 11 kBaprane 20 1. u
0 Iepexo/ie Ha HOBYIO CUCTEMY BBIIIAThl IPEMHUAIIBHBIX.

[To mepBoMy Bompocy ciyliaad cooOIIeHHEe HadajJbHUKa oTnena pekinambl BoctpskoBa C.T.,
TEKCT cooOIIeHus1 KOToporo Obu1 nepeaan cexperapto 3acenanus H./l. benosoii. ITosTomy e Bompocy
BBICTYNHJI GUHAHCOBBIN aupekTop TumodeeB A.A., KOTOPBIH 0J00pHI YBEIUYCHHUE PACXOJI0OB HA HAPYK-
Hy!o pexiamy B III kBaprane 20 r. Ha 5%.

ITo BTOpOMY Borpocy caenan cooduenue CtynoB M.M. u TEKCT coOOIIEeHNs TaKXKe nepeaa cex-
perapto. Ilo manHOoMy >xe Bompocy BbicTynwin AHTOHOB I1.JI., HauanbHUK OTHENa KaJIpoB, U Jlebenes
WN.M., nupekrop no nponaxam. [lepBblii 0100pua HOBYIO CHCTEMY BBIILIATHl IPEMUATIBHBIX U PEKOMEH-
JI0BaJl MOATOTOBUTH HeoOXoaumble TokyMeHTH K 01.09.20 .  Bropoil npemioxun 1opadoTats HOBYIO
CUCTEMY BBIILIAThl IPEMUAIBHBIX U PEKOMEH/I0BAJ IIPOBECTU I'OJIOCOBAHUE 10 JAHHOMY BOINPOCY Ha 00-
IIeM COOpaHUM TPYAOBOTO KOJJIEKTUBA.

B urore 3acenanus ObLTM MPUHATHI cleayromue pemenus: 1. Onooputh paboTy oTaena peKiaMbl
B I kBaptane 20 r. 2. I[IpoBecTu obuiee cobpaHue TpyA0BOrO KOJJIEKTHBA 110 BONPOCY O Mepexo/ie Ha
HOBYIO CHCTEMY BbIIUIaThl npeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY COOpaHus Oblia
Ha3HayeHa 3aB. KaHuesapuen lllenrynosa B.I'.

CoGpanue Ben npeacenatens O.A. PymsHiies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBeTa TUPEKTOPOB, HA KOTOPOM
npucyrctBoBayin cienytomue wiensl Cosera: [lomo W.II., UBanos U.M., Cumopor C.C., YcTunoBa
V.V., ®enopos @.d. B cBs3u ¢ HanmuuueM KBOpyMa 3aceaHue OblJIo MpU3HaHO paBoMOYHbIM. Ha 3ace-
JlaHKe BBIHOCUJICSI BOIIPOC 00 OINpeaeeHNH PhIHOUYHOM CTOMMOCTH pa3MellaeMbIX O0IIeCTBOM JOMOIHU-
TenbHBbIX akuui. Ilo nanHoMy Bompocy 3aciymand Pegoposa O@.D., KOTOPBIM MPEITOKUI ONPENEIUTD
PBIHOYHYIO CTOMMOCTH Pa3MELIaeMbIX OOIIECTBOM aKUUN MyTEeM 3aKpbITON MOJAMUCKU JOMOJIHUTEIbHBIX
akuuit B pazmepe 10 000 (mecatu Teicsay) pyO. 3a akiuio. 3acegaHHe MOCTAHOBUIIO YTBEPAHUTH MPEATIO-
xenne Oegopora O.d., Tak Kak MPU roJIOCOBAaHUU «3A» OBIUIO OTIAHO MATH TOJIOCOB, MTPOTOJIOCOBABIINX
«[TPOTUB» nu «BO3/IEP)KABILMNXCS» He Oblno. Pemenue mpuHATO €AMHOTIACHO. 3aceJaHHue Be
npeacenarens [1.U. ITporokon noarorosnen cekperapem M.I1. IletpoBbim.

Curyanus 3.

Cotpynnuku Oyxrantepun [TAO «KBaHT» mpoBenu 3aceiaHue MO BOMPOCY COKPAIICHUS CPOKa
COCTAaBJICHHS T0OI0BOTO OoT4eTa 3a 20 T., Ha KOTOPOM MPHUCYTCTBOBAIO 6 4yenoBeK. C COOOIIEHHEM BBI-
crynuia Oyxrantep CypkoBa A.M., KoTopasi OTMETHIA, YTO PAOOTHHUKHU TPYIILI y4eTa UMEIOT BCE BO3-
MOYXHOCTH JJISI 3HAUUTEITLHOTO COKPAIEHUs CPOKAa COCTABJICHHS TOJI0BOTO OTYETA, U YTO TOJAOBOM OTUET
3220 T. MOXET OBITh IPEJICTABJICH TPYNION yueTa Ha 3 IHS paHbIlle YCTAHOBJICHHOTO CPOKA.
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B o6cyxxaenun nannoro Bonpoca Beictynuin E.H. Kporos, rnaBueriii 6yxranrep, u I'.A. llyOuna,
oyxranrep. KpoToB coolmimt o ToM, 4T0 UM pa3pad0TaH HOBBIN rpaduk padoT MO COCTABICHHUIO T'OI0BO-
ro OTYeTa, MPHU YCJIOBUHU BBIMOJHEHHS, KOTOPOTO BCEMH pPabOTHHKAMHU TPYIIBI y4eTa, FOJOBOM OTYET
MOKHO COCTaBUTh U Cc/aTh Ha 4 JHS paHblie ycTaHoBleHHoro cpoka. I.A. lllybuna ormeruna, 4yTo J0-
CpPOYHOE MPEJCTaBICHUE r0I0BOro oTuera 3a 20 T. sSBIsETCA MOYETHOM M OTBETCTBEHHOM 3ajaueil pa-
OOTHUKOB OyXTajJTepuu, U YTO KOJJIEKTUB OyXTajaTepuu MOKET COCTaBUTh M'OJIOBOM OTYET paHbIlIe CPOKaA,
€CIIi Bce pPaOOTHUKHU OyIIyT BBINOJHATH YIUIOTHEHHBIN TpaguK paboThI.

B urore 3acenanus ObLI0 pEHICHO MPEICTaBUTh MOJO0BOM oTUeT 3a 20 T. HA YeThIpe JIHS paHbllle
ycTaHoBJIeHHOTO cpoka, T.e. 00.00.20 r. m mpoBecTHU aHaIU3 TOJJOBOTO OTYETA C LEJIbIO BHISBICHUS pe-
3epBOB, HEOOXOJUMBIX Ul YCHEIIHOTO BbINOMHEHUS IiaHa 3a 20 r. 3acemaHue Bena IpeacenaTelib
K.M. JleBamoga, nporokonuposain cekperapb 1.B. Xomsakos.

3adanue 6. Cocmasbme u oghopmume axmol.

Curyanus 4.

Komuccus noa npeacenareabCcTBOM HadalbHUKA TEXHUUECKOHM rpynnbl A.A. BoyioBoro u 4ieHoB
komuccuu bopucoBa M.IO., HayanbHUKa aIMUHUCTPATUBHO-X03HcTBeHHOTO otTaena, CmupHosa JLIL.,
oyxranrepa, u PomanoBoii UK., opuc-menemkepa, AO «JIeoHTHS» Ha OCHOBAHWUU JOKJIATHOW 3aIUCKH
oduc-menemxepa N.K. Pomanosoit 11.07.20  r. nmpoBena npoBepKy TEXHHUUYECKOTO OCHAIICHUS MPHEM-
HOM T'€HEepaJIbHOIO JUPEKTOpa U NIpU3HAJa HETOJHBIMU JJIs 3KCIUIyaTallud KOMHMPOBAIBHBIN ammapar
Xerox 345(1 mt.), mpeaep (uuB. Homep 367, 1 mT.), dpakc 47823 (1 mt.). [IpusHaHHAS HENPUTOTHOM IS
SKCIUTyaTallil TEXHHWKa ObUIa mepeaana Ha ckiaja npeanpusatus. [lo ycranoBieHHOMY (hakTy KOMHUCCHS
coCTaBWjIa aKT MpueMa-nepeAadyn OprrexHukd B 3 9k3. (1-1 9K3. — HaYaIbHUKY aIMUHUCTPATHUBHO-
XO3SICTBEHHOTO OTJeNa, 2-i - TIIaBHOMY Oyxranrepy, 3-if - B geno 23-02), KOTopsIii ObUT YTBEpHKIEH Te-
HepanbHbIM qupekTopoM [1.1. CtenmanoBbiM.

Curyanus S.

Komuccusi, co3gannas Ha ocHOBaHMH TipuKasa gupektopa AO «Mexacepsucy ot 05.10.20 1. Ne
23 «O cOBepIIEHCTBOBAHNUHU JOKYMEHTAIIMOHHOTO o0ecrnieueHus aestenbHoctd AO «MencepBuc» B co-
craBe: npeaceaarens 3yauHou O.[]., 3aB. kaHuenspuent, uieHoB komuccuu Tokapesa H.JI., 3aB. nmpous-
BOJICTBEHHBIM oTJiesioM, [1aBnoBoit B.E., 3am. ri. Oyxranrepa, Anekcanaposa A.B., MeHemkepa 1o kaj-
pam, BanoBoii 3.I1., cexperaps-pedepeHTta KaHLEIIpUH, B IPUCYTCTBUU CEKpeTaps OT/esia MapKEeTUHTa
C.C. PonmonoBoit 12.10.20  r. mpoBesna IpOBEpKY COCTOSHUS PabOTHI ¢ TOKYMEHTaMH B OTJIEJIe MapKe-
TUHTa. B pe3ynbrare npoBeeHHON MPOBEPKU OBLIO YCTAHOBJIEHO, YTO B OTENIE€ HECBOEBPEMEHHO (op-
MHUPYIOTCA B JI€JIa UCIIOJHEHHBIE JOKYMEHTHI, 3aT0JIOBKH JIEN 3a4acTyl0 HE COOTBETCTBYIOT 3aroJIOBKAM,
MIPEelyCMOTPEHHBIM HOMEHKJIATYpOH JeJl, OTCYTCTBYIOT JiBa Jiesa ¢ nepenuckor 3a 20 r., He IpoBeeHa
npegapxuBHas 00paboTka JOKyMeHTOB 20 T., MOAJeXaIuX JIMTEIbHOMY XpaHeHuto. Takum o0pas3om,
KOMUCCHS MPUILIA K BBIBOJY, YTO B BEJCHUH JEIONPOU3BOJICTBA B OTJIE€]€ MAapKETHHIa UMEIOTCS CyIlie-
CTBEHHBIE HEJIOCTATKH, CBUAETEILCTBYIOINE O HAPYIIEHUH JEHCTBYIOIMX HOPMAaTUBHBIX IOKYMEHTOB B
o0acTy opraHU3aluy JOKYMEHTAllMOHHOTO obecrieueHus ynpasieHus. [1o yctaHoBIeHHBIM (pakTam Obu1
COCTaBJIEH aKT MPOBEPKU PabOTHI ¢ JOKYMEHTaMH B OT/eJIe MapKeTHHra B 4 sk3eMIutipax (1-it — 3am. au-
peKTOpa 1Mo aJMUHUCTPATUBHO-XO3SHCTBEHHBIM BOIIpOCaM, 2-i1 — 3aB. OTAEIOM MapKeTHHra, 3-1 — mpen-
cenarento komuccuu, 4-i1 — B geno 01-09. AT BCcTynui B cuily ¢ MOMEHTAa yYTBEPXKIEHUS TUPEKTOPOM
MIPEeANPUSATHS.

Curyanus 6.

17 stHBapsi TeKyILIero roja B aJpec 3aBojia 0 PEMOHTY YacOB M IOBEIMPHBIX M3JEIMNA MpUObLIa
MOCBUIKA C 3aBOJA-TIOCTAaBIIMKA, MPU BCKPHITUM KOTOPON OBLIIO OOHApPYKEHO OTCYTCTBHUE JBEHAIIATH
KOPITYCOB Il YaCOB Mapku «MOJHUs», YUCIUBIIUXCA 110 HakiagHoi Ne 18 ot 24 okTs0ps npeapiayie-
ro roja. Jlnst moATBep:KIeHUs TaHHOTO (paKTa Ha OCHOBAHUU IMpHKa3a qupekTopa 3aBoaa Ne 12 ot 18 sH-
Bapsl TEKYILIEro roja Oblja cO3/aHa KOMUCCHS IOJI MPEACEAaTeNbCTBOM HavyalbHUKA OT/JeNIa CHA0KEeHUs
Kapnienko E.I1. n unenoB komuccun unxenepa Ilasmosa A.P. u 3aB. ckiragom Ne 1 Kynpsimosa P.B. Ko-
MHUCcHEeN ObUT cocTaBlieH akT 21 sHBaps TEKYIIEro rojia, B KOTOPOM COJAEPKaJCs BBIBOA O TOM, YTO 3a-
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BOA-TIOCTAaBIIUK JOJIZKCH IMOCTABUTH HCAOCTAIOIICC KOJIMYCCTBO KOPIIYCOB K HacaM. AKT BCTYIIUII B ,Z[ef/'l-
CTBHE C MOMEHTA yTBEepKaeHus (22 ssHBaps T. T.) qupekTopoM 3aBoaa b.M. PomanoBbIM.

Curyanus 7.

WHBeHTapu3allMOHHAsE KOMHCCHUS, CO3/IaHHAas HAa OCHOBAHWU NpPHKa3a TUpeKTopa MOCKOBCKOTO
3aBOJIa IO PEMOHTY YacOB M IOBEIUPHBIX u3aenuii Ne 24 ot 15 deBpais Texymiero roja, B COCTaBe Mpej-
ceparens OctpoBckoro J.A. (3aMm. TJiaBHOro Oyxrairepa 3aBoja) U uwieHoB komuccuu I[lerposoit O.H.
(Oyxranrepa), HockoBoii H.U. (cT. skOHOMMCTA MJIaHOBOTO OTZEja) MPOU3BENa PEBU3HIO KAacChl 3aBOJIA
M0 COCTOSTHUIO Ha 16 ¢eBpans Tekymiero rojaa. PeBus3us mpoBoawiiack B MPUCYTCTBUH Kaccupa 3aBoja
Kapramosa H.W. B pe3ynbrare npoBesieHHON peBU3UH ObLIO YCTAHOBJIEHO, YTO OCTATOK HAJIMYHBIX JIEHET
B Kacce cocrapiusier 1030 py6neit 00 kom., octatok aeHer mo kaccoBoit kaure — 1030 py6. 00 kon. py-
IUX IIEHHOCTEeH B Kacce 3aBojia HEe OOHApY)KEHO, YTO COOTBETCTBYET JaHHBbIM yuera. Komuccus taioke
YCTaHOBMJIA, YTO MOPSI0K BEJACHUS KACCOBOM KHUTU U XPaHEHUs JCHET COOTBETCTBYET TpeboBanusm Ilo-
JIO’)KEHUSI O BEICHHWU KACCOBBIX OIEpalil rocyaapCTBEHHBIMU, KOONEPATUBHBIMU U OOIIECTBEHHBIMU
MPEANPUATHIME, YIPEKIACHUSIMA ¥ OPTaHU3AMSIMHA. AKT BCTYIHII B ICHCTBUE C MOMEHTA yYTBEPKIACHUS
JTUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccusi B cocraBe Tmpenucenarels, HadalbHUKA OTIENA CHAOXKECHUS W WICHOB KOMHCCHH:
HayallbHUKA OTJAeNa KYJIbTYPHO-OBITOBBIX M XO3MMCTBEHHBIX YUPEXKIEHUH, 3aBEIYyIOIIEro CKIa/IoM,
Ha3HA4YeHHAas MPUKa30oM TreHepanbHoro aupekropa [IAO «Crpenay, mpoBena padoTy MO YCTaHOBJICHHUIO
HEMPUTOJHOCTH K JajbHeHIleMy UCIOIb30BaHUI0 uMyIiecTBa. Komuccus paborana B mpuCyTCTBUU Kila-
JIOBIIIMKA ¥ MHCTIIEKTOpa (DMHOT/IENA U YCTAHOBUJIA, YTO UMYIIECTBO COTJIACHO MPUJIaraeéMoMy K aKTy Tie-
PEUHIO TOJUICKUT CIHMCAHUIO 32 HEMPUTOJHOCTHIO K JalbHEHIIEeMYy HCIOIb30BAHUIO. AKT CHUCAHUS
UMYIIECTBA OBUT COCTABIICH C 2 3K3. (OTIEITy CHAOKCHHsI, OyXTanTepun), MOANMMCAH KOMUCCUI B yTBEp-
KJICH TeHEePaIbHBIM JTUPEKTOPOM.

Jlumepamypa: [1], [2], [5], [7], [5].

Tema 9 «IlpaBuna o¢gopMiIeHHSI OCHOBHBIX BH/JI0OB CHPAaBOYHO-WH(OPMAIMOHHBIX
AOKYMEHTOB)
Jlexyus

HNHdpopManinoHHO-CIIpaBOYHbIE M HH(POPMALMOHHO-aHAINTUYECKHUE JOKYMEHTBI, IIOHSATHE, OCHOB-
HbIE CTPYKTYPHBIE 3JIEMEHTHI U NpaBuia oopmieHus: pekBU3UTOB. OdopmiieHHe U COCTaBJIEHHUE CIpa-
BOYHO-MH(OPMAIIMOHHBIX JJOKYMEHTOB. /[eoBbIe 1 KOMMepUecKue MIchMa: Kiaccu(ukaius, CTpykTypa,
CTaHJapTHbIE (Ppa3bl M BBIPAKEHUS; NpaBUiIa U (OPMBI KOMMEPUYECKOW MEPENHUCKH C 3apyOeKHBIMU
IapTHEpaMH; KOPPECIIOHICHIIMS, CBSI3aHHAs C MPOBENCHHUEM NEPUOAMYECKUX MEPONPHUATHI, U Ipodast
KOPPECHOHIEHIIUS OpraHu3aus padoThl ¢ JOKYMEHTaMH, COJAEPKAIIUMU KOH(PUIEHIUAIbHbIE CBEICHMSL.
PasnoBugHOCTH NHCEM.

OcHosHble NOHAMUS MeMbl: CJ'IY)KC6HOC MMUCbMO, TCJICTpaMMa, TCJ'IC(I)OHOTpaMMa, MIPpOTOKOJI; 10~
KjIagHasd 3a1ucKa, cny>1<e6Ha${ 3allMcCKa, 00BACHUTEIIbHAS 3alucCKa, CIipaBKa; 3asABJICHUC, IICPECUCHD, CIIH-
COK, HOMCHKJIaTypa ACJ, ITPCAJIOKCHUC, >I<ano6a; CBOJKa, 3aKJIFOYCHUEC, OT3bIB.

Bonpocwi 0na camokonmpons:

1. Kakue 1oOKyMeHTbI OTHOCATCS K IPYyIIE CIPaBOYHO-MH(POPMAI[HOHHBIX ?

2. Ha kakux 61aHkax opopMIISIFOTCS CIIPaBOYHO-UH(GOPMAIIMOHHbBIE JOKYMEHTHI?
3. Kak cTtpoutcs cTpykTypa TeKcTa ciy>keOHOro rnmuchma?

4. KakoBslI mipaBuiia 0(opMIICHHS TeIerpaMMbl?

5. B uem ocoGeHHOCTh 0popMIiIeHUS TenePOHOTpaMMbl?

6. Kakue ObIBatOT BUBI MPOTOKOJIOB U YEM OHU OTJIMYAIOTCA APYT OT JIpyra?
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7. Kak odopmisieTcst BBOIHASI 9YacTh MIPOTOKOJIA?

8. CKOJIBKO 3K3EMILUTAPOB aKTa COCTABJISETCS U CKOJIBKO MOANMCHIBAECTCS?

9. Kak oopmiisiercst BHEIIHSS TOKIIaHAsT 3aMUCKa?

10. B yeM 0coGeHHOCTH OOPMIIEHUS CITPABKH JIMYHOTO XapakTepa?

11. KTo noanuceiBaet 3asBieHue?

12. KakoBbI cTaHIapTHBIC MpaBuiia 0OPMIICHUS 3aKIIOUCHUS?

13. YeM persiaMeHTUpPYETCsl COCTABIICHHE TAKUX JIOKYMEHTOB, KaK MepeueHb, CIIMCOK, HOMEHKJIA-
Typa?

14. Umeet nu cBOsIKAa yHUDUITUPOBAHHYIO pOpMy?

15. Kakue BubpI ClipaBOYHO-UH(GOPMALIMOHHBIX TOKYMEHTOB 0(hOpMIISIOTCS Ha OJIaHKEe KOHKPET-
HOT'O BUJIa JJOKYyMEHTOB?

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

Tema 10 «CocraBiienue u opopMiIeHHe HHPOPMALHOHHO-CIIPABOYHOM JOKYMEHTALNI
IIpakmuueckoe 3anamue

3aoanue 1

CocraButs akT peBusun kaccol npenrnpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHoBaHuEM
sBisieTcs: npukas aupexkropa Ne 165 ot 13.03.20 .

B cocras komuccuu, NpoBOAALIEH PEBU3NIO, BXOIAT:

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

Unens! komuccuu: 1. I'n. 6yxrantep H.M. Porosa

2. Cr. Oyxranrep 3.A. OpnoBa
3. Byxrantep O.U. YuaeBa

[TpucyrcTBoBanu: 3am. ri. Oyxranrepa [.H. Kopones

kaccup B.M. MakcumoBa
PeBusus Obinma mpoBenena B mepuox ¢ 14.03.20 mo 16.03.20

B pe3ynbrare npoBeieHHON peBU3UH YCTaHOBIIEHO:

1. OcTaTtok HanM4YHBIX JEHEr B Kacce Mo cocTtossHuio Ha 14.03.20  coriacHO KacCOBOM KHUTH U
JaHHBIM OYXTaiTepcKoro yuyera qojikeH coctaBisith S000 pyo.

2. ®aKTUYEeCKHI OCTaTOK HAIMYHBIX JieHer B Kacce coctamiser 4800 py6. Hemocraya nener B
kacce - 200 py0.

3. Henocraua HanMuHBIX JIGHET B Kacce 0Opa3oBaiach 1o BuHe kaccupa B.U. MakcumoBoit

AKT cocTtaBlieH B 3-X sk3eMrIuisipax: 1-if ok3. - B nemno Ne 05-11

2-11 5K3. -AUPEKTOPY NMPEANPHUITUS

3-1 9K3. - T71. OyXTanTepy

B npunoxennu oobsacHuTENbHAS 3anucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 9K3.

OdopMuUTh peKBU3UT "OTMETKA O HAIIPABJIEHUH JIOKYMEHTA B J€J10"

Ucnonuutens B.A. Anykun nata 25.03.20__.

3aoanue 2.

CoctaBuTh OOBSICHUTENBHYIO 3aIIUCKY Ha UMs JIeKaHa (aKyJIbTeTa O MPUYUHE OI03/1aHus Ha 1-10

napy 17.03.20 . B TekcTe yka3aTh NPpUUMHY ONO3JaHUS.
3aoanue 3.

CocraBuTh AoknaaHyr 3amucky oT 18.03.20 . HanmcaHHyl0 HadalbHUKOM ympaBieHus B.O.
WnsunbiM, anpecoBanHyto I'enepanbHomy nupektopy ITAO «IlepeBoszku» T.II. lanununy o mnepeBone
Ha JIOJKHOCTb.

[TpyunHOM, NOCTYXUBLIEH COCTABIEHUIO JOKIAJAHOM SIBISETCS pPEOpPraHu3alus CTPYKTYpBI
VYnpasneHus ¥ yKpylHEHHUE OTIENIOB B pe3ysbTaTe Yero MPOUCXOJUT Mepepacipenenenre GyHKuuii co-
TPYJIHUKOB.

Havaneauk ynpasnenns Mnbeun npocut nepesectu crapurero 3konomucra C.T. Hukonaesa u3 ot-
Jiefla aBTOMOOMJIBHBIX TE€PEBO30K B TaMOXKEHHBIE OT/EN C MOCIEIYIOIIUM BHECEHHEM H3MEHEHHH B
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IITATHOE PACITUCAHHE.
Jlumepamypa: [1], [5], [7].

Tema 11  «Opra"Hu3anus  JOKYMEHTOO00pPOTa B  OpPraHax  rocyJAapCcTBeHHOIl
BJIACTH U MECTHOT'0 CAaMOYIIPaBJIeHHs»

Jlexyus

Opranu3zanus J0KyMEHTO00OpOTa B OpraHax rocyJapCTBEHHOW BJIACTM U MECTHOTO CaMOYIIpaB-
nenus. TpeOoBaHus K opraHU3anuu JoKyMeHTooOopota. Ciyx0a JOKyMEHTAallMOHHOTO OOCCIeueHUsI.
[IpueM mocTymarwmux AOKYMEHTOB, OpraHW3alus JOCTAaBKH JOKYMEHTOB. Perucrparus JOKyMEHTOB.
Opranu3zaiys paccMOTpeHHUsI JOKyMEHTOB. CucTeMaru3anus JOKYMEHTOB, HOMEHKJIaTypa Ui ux Qop-
MUpPOBaHUS W XpaHeHUs. KOHTpoJb UCIOJIHEHHs] TOKYMEHTOB. [1oAr0TOBKAa JOKYMEHTOB K apXHBHOMY
xpaneHuto. OpraHuzanus MEXBEIOMCTBEHHOI'O 3JIEKTPOHHOIO JIOKYMEHTOOOOPOTa C MCIOJIb30BAaHUEM
MEXBEJIOMCTBEHHON CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U JIeTOTPOU3BOJICTBA.

OcHognbie NOHAMUS meMbl: KOPPECTIOHACHIINS, TIOTOKH JOKYMEHTOB, IPUHIIUIIBI JJOKYMEHT0000-
poTa, oneparpaMmma, perucTpanus, *KypHai, SJIeKTPOHHBIN JOKYMEHTOO0O0POT.

Bonpocw 0na camoxonmpona:

1. Kakue ¢pynkuuu ciayx0s1 IOV Bbl 3HaeTe?

2. Yrto Takoe JOKYMEHTOOOOPOT U KaK OCYIIECTBIISICTCS TOJICYeT 00beMa TOKyMeHToo00poTa?

3. Kakue noToku JOKyMEHTOB IIPUHATO pa3inyarh B COCTaBe JOKYMEHTO00opoTa?

4. Ha3zoBHUTE OCHOBHBIE dTAIbl IOKyMEHTO000pOTA.

5. Ha3oBUTE OCHOBHBIE IPUHIMIIBI OPraHU3alUU JOKYMEHTO000pOTA.

6. Kakue BubI pabOT BBIMOIHSAIOTCS M KaKHE CPEACTBA OPTTEXHUKU PUMEHSIOTCS ITpU 00paboTKe
MOCTYIAIOIIEH KOPPEeCITOHACHIIU?

7. Kakue onepanuu ocyIiecTBISIOTCS IPU MIPEABAPUTEIILHOM PaCCMOTPEHUH IOKYMEHTOB?

9. Kyna nepenatotcst oOpaiieHust rpax/iaH 1ociie X pacCMOTPEHHs] pyKOBOJICTBOM OpTraHU3aluu?

10. Yto Takoe perucrpaius J0KyMEHTOB U KaKOBa €€ OCHOBHasl 11€J1b?

11. Kakue JOKyMEHTBI HE TO/JIekKAT perucTpanuu’?

12. Kakue opMmbl peructpanuu 10KyMEHTOB CYIIECTBYIOT?

13. Yem xapakTepu3yeTcsi CMEIIaHHas CUCTEMA PETUCTPALUN?

15. Kak hopmupyercst perucTpalliOHHbI HOMEP COBMECTHOTO JOKyMEHTa?

16. Kakue peKBU3UTHI BKIIOUEHBI B PErHCTPALMOHHBIE (POPMBI?

17. MexaHu3Mbl OpraHu3alliy AIEKTPOHHOTO JOKYMEHTO000pOTa U MEXBEJOMCTBEHHOT'O B3au-
MozeiicTBus?

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

Tema 12 «OdopmiieHne JOKYMEHTOB 0 JJUYHOMY COCTABY»
IIpakmuueckoe 3ansmue

3aoanue 1.
[TonroTroBsTE pe3roMe NS 3aHSATUSI BAKAHTHOM JOHKHOCTH MEHEXKepa 0 MPOJ1axe TOBAPOB.

3aoanue 2.
CocraBbTe 1 0)OPMHUTE TPYIOBOM TOTOBOP B CBSI3U C MOCTYIUICHHEM Ha pabOTy B Ka4yecTBE KO-

HOMHCTA, I0pUCTa (10 BEIOODY).

3aoanue 3.
3anoiHUTE JIUYHYIO KapTOuKy paboTHHKA popMbl T2.
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3aoanue 4.

CocraBpTe npuka3z 00 0cBOOOXKIEHUH Bac OT paboThl B ¢pupme «Ilmanera» B CBsI3U ¢ mepee3ioMm
Ha HOBOE MECTO KUTEIHCTBO.

3adanue 5.
CocTaBbTe MPUKA3BI:

a) o mpueme Ha padoty menemkepom Jlapuny U.IL;

0) 00 YBOJIbHEHHUH MEPEBOJOM B JIPYTYIO OpraHU3AIIHIO.

3aoanue 6.

CocraBbTe MpUKa3 O MOOIMIPEHUN PAOOTHUKOB.

3adanue 7.

[ToaroroBpTe MpuKa3 (pacrnopsbKeHHE) O MPEKPALIeHUH ISHCTBUS TPYAOBOTO JOTOBOPA (KOHTPAK-
Ta) ¢ paOOTHUKOM.

3adanue §.

CocraBbTe 1 0opMuUTe TpaduK OTIIYCKOB paOOTHUKOB OpraHU3aIUH.

3aoanue 9.

3aBeuTe JIMYHOE J1e7I0 paOOTHUKA OpraHU3aIliH.

3aoanue 10.

3anoMHUTh MaTpUIly GYHKIUI ¢ TOMOIIBIO YCIOBHBIX 0003HAUEHUI, U pa3padoTaTh MOJI0KEHUE
00 otnene (Kagposas ciryx0a, ciry:x0a MmapkeTnHra, puHAHCOBas CIIyk0a)

Ne | HaumenoBanue pynkuuii | Haganenuk | 3am. I'maBHBIN Benyumit Cnenuanuct
/11 oTmena HAYaJIbHUKA | CICIUAINCT | CHCIIHAIUCT
oTnena
1. | Ilog6op u oTOOp KaapoOB
2. | Pa3pabotka mpeminoxe-
HUH 0 IepeMenIeHIH WU
BBIJIBIDKCHUH Ha BBIIIIE-
CTOSIIME TOJDKHOCTH
3. | AHanm3 TeKyJecTu KaJl-
pOB U pa3paboTKa Mep
4, AHanm3 KagpoBoro co-
CTaBa M MOATOTOBKA OT-
YETOB
5. | Benenue kazmpoBoro yue-
Ta
6. | OdopmieHue kaapoBbIX
JIOKyMEHTOB
7. Pabora o aganramun
BHOBB IIPUHSATHIX PabOT-
HUKOB
8. | Opranusamus oOyueHus
Y TIOBBITIICHUS KBTA (Y-
Kaluu pabOTHUKOB
9. | PabGora ¢ kaJipoBBIM pe-
3epBOM
10. | Opraau3amnus oneHoq-

HBIX TIpoleayp (arrecra-
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WY, KBATH(PUKAITMOH-
HBIX 9K3aMEHOB, KOHKYP-
COB)

Ycii0BHBIC 0003HAYEHHS:

P — npunumaet pemenus (yrBepkaaeT, MOANUCHIBAET TOKYMEHTHI)

Y — y4acTByeT B 0OOCY>KJICHUH U BBHITIOJTHEHUH JICHCTBUI

K — koHTponupyeT BbIIOJIHEHHE paObOThI

C — cornacoBbIBaeT TOKYMEHTHI HITH OT/IEIbHBIC BOIPOCHI 110 TaHHOW (QYHKIIUU

O — oTBeyaer 3a BbINOJIHEHHE (DYHKIIMH, OPTaHU3YET €€ BhIOJIHEHHE

IT — pa3zpabarbiBaeT npeI0KEHNs], TOTOBUT HH(POPMAIUIO /ISl BHIIOJTHEHUS (PYHKIUU

W — ncnonHseT OCHOBHbBIE BUJIbI PA0OT

[TonoxxeHne o CTPYKTYpPHOM IOJpa3AeieHuu (OTAENE, YIPaBIECHUH, IeapTaMEHTe, CIyKO0e U T.11.)
BKJIIOYAET CJIEAYIOIINE 3JIEMEHTBI:

— o01mIue moyiokeHus (HauMEeHOBaHue, IeNU U 33/1a4M JIeATEIbHOCTH, MECTO B OPraHU3alMOHHON CTPYK-
Type, CTPYKTYypa NOApa3AeiaeHHs], JOJKHOCTb PYKOBOAUTENSI CTPYKTYPHOI'O IIO/Ipa3 iesICHus );

— OCHOBHBIE HAIPaBIIEHUS U POPMBI JEATEIBHOCTH CTPYKTYPHOT'O MOIPa3/ICIICHNUS;

— KpYT' BOIIPOCOB I10 B3aUMOJEHCTBHUIO CO CTPYKTYPHBIMU MOAPA3/ICICHUIMU (HAUMEHOBAHUS CTPYKTYp-
HBIX TIOJIpa3AeneHuil, popMbl B3aUMOACHCTBUSA);

— MOJTHOMOYHSI U OTBETCTBEHHOCT;

— IIOKAa3aTeJld OLIEHKU JeATEIbHOCTH.

3a0anue 11.
Coznaiite HHPOPMAITMOHHO-TEXHOJOTHIECCKYIO KapTy JBIKECHUS MPUKA30B IO JIUYHOMY COCTaBY
MPEAPHUATHS.

Jlumepamypa: [1], [2], [3], [4], [5].

Tema 13 «AHa/IN3 COCTOSTHME JOKYMEHT0000pOTAa HA NPEANPUATHI
Jlexyust

OddexTuBHOE yIIpaBeHHEe, paliOHAIbHAS OPTaHW3AMS W ONTHMHU3ANUS JTOKYMEHTOIIOTOKOB
MIPEANPUSATHS.

MeTtobl aHANIM3a JOKYMEHTOOOOPOTAa: CEKTOPHBIC TUArPaMMBI, CXEMbI JJOKYMEHTAIIMOHHBIX I10-
TOKOB, TOKyMEHTO000pOTa, TpaMKU BXOJSIICH U UCXOAIICH KOPPECIOHICHIIUH U JIP.), & TAaK:Ke METO-
1Bl TIOJIcUeTa ero oobeMa (M3ydeHHne JOKYMEHTOB, HEMOCpeICTBeHHOe Habmonenue, Gotorpadus, pado-
Yero JHs, ONPOC, AHKETUPOBAHUE).

Hcnonp30BaHne MaplIpyTHO-TEXHOJOTHYecKuX KapT. ['paduyeckas MeTOIONIOTHUS CTPYKTYPHOTO
ananu3a SADT (SADT —Structured Analysis and Design Technique). Ananu3 q0KyMEHTOOOOpOTa TO-
CPEICTBOM aHAJIM3a OPTaHU3AI[MOHHON CTOPOHBI YIIPABICHUS M U3YYEHUS Ka4eCTBEHHOT'O COCTaBa JIOKY-
MEHTOITOTOKOB.

OcHoBHble NOHAMUS MeMbl. JOKYMCHTOIIOTOK, MApIIPYTHO-TEXHOJOTHUYCCKUE KapThbl, OIICpa-
rpamma, rpa(l)nqecm/le MCTOJbI aHaJIn3a, 3Tallbl aHaJIn3a I[OKYMGHTOO60p0Ta.

Bonpocbi 013 camokonmpons:

1. Kakue Tumbl MOTOKOB TOKYMEHTOB BBIJICISIOT?

2. JIns KakuXx 1eniei MpoBOAAT aHaIu3 T0KyMeHToo0opoTa?

3. HazoBuTe 1 pacKkpoiTe OCHOBHBIE ATAIbl aHATIN3a JJOKYyMEeHTo0OopoTa?

4. Ha3zoBHTE OCHOBHBIE METO/IbI aHAJTIM3a IOKyMEHTO000poTa?

5. IlepeuncinTe OCHOBHBIE 3JIEMEHTHI MapIIPYyTHO-TEXHOJIOTHYECKOW KapThl?
6. Packpoiite cylHOCTb CTpYKTypHOT0 aHanu3a SADT?
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7. Ha30BUTE OCHOBHBIE KAYECTBEHHBIE XaPAKTEPUCTUKH TOKyMEHTa?

Jlumepamypa: [1], [2], [3], [7].

Tema 14 @opmupoBaHue 6a3 JAHHBIX M AHAJM3 I0KYMEHT0000pOTA
IIpakmuueckoe 3anamue

Bonpocwi k cemunapy:

1. OcHOBHBIE KPUTEPUU KIACCH(PHUKAIIMU JOKYMEHTOB.

2. Ilpu3Haku kinaccu(uKauy yrnpaBieH4ecKol HHopMaum.

3. IlporpammHoe obecniedenus: npu GOpMUPOBAHNHN Oa3bl TAaHHBIX.

4. Cepa npumeHeHMst 6a3 JaHHBIX B YIIPaBJIEHUYECKOH IESTEIbHOCTH.

5. ®opmupoBaHue HHPOPMAITMOHHOTO O0ECTICUEHUST YYACTHIUKOB OPTaHU3aIIMOHHBIX IIPOCKTOB.

IIpakmuueckoe 3a0anue

3aganue 1.
[TpoBenuTe aHANM3 TOKYMEHTOB 110 KAY€CTBEHHBIM XapaKTEPUCTHKAM.

3aganue 2.
[TocTpotite rpaduku TUHAMUKHU JOKYMEHTOMOTOKOB TIPEANPHUSATHUS.

3agadue 3.
Coznaiite HHPOPMAIIMOHHYIO 0a3y JaHHBIX MIPU peann3alii OPraHu3aluOHHOTO MTPOEKTA.

Jlumepamypa: [1], [3], [14], [15], [16].
S Y4eOHo-MeToqMYeCKOe 0O0ecnedeHue A1 CAMOCTOSITEIbHON PadoThl 00y4aIOIIUXCH

B nenoM BHeayauTOpHas caMocTosATeNbHass paboTa CTy/IeHTa MPU W3YYEHWH Kypca BKIIOYAeT B
ce0s creyrommue BUbl pador:

- npopaboTka (M3y4eHre) MaTeprUaJIOB JEKIINH;

- YTEHHE M MPOpaboTKa peKOMEH/IOBAaHHON OCHOBHOM U JIOTIOTHUTEILHON JTUTEPATYPHI;

- MOJI'OTOBKA K TIPAKTHYECKUM (CEMHUHAPCKUM) 3aHSITHSIM,

- TIOMCK | TIpopaboTKa MaTeprajioB u3 HTepHET-pecypCcoB, MEPUOTUUECKON MevaTH;

- BBINIOJTHEHHUE JIOMAITHUX 33[aHuil B (hOpMe TBOPUYCCKUX 3aJaHuil, KeHC-CTaIH, JOKIaI0B;

- HOATOTOBKA MPE3CHTALNH /TS WILTIOCTPAIHH JIOKJIAJI0B;

- BBINIOJTHEHUE KOHTPOJBHON pabOThI, €CIM MPEeTyCMOTPEeHa y4eOHBIM TUIAHOM JHCIIUTLIH-
HEI,

- HOATOTOBKA K TEKYHIEMY M UTOTOBOMY (TIPOMEKYTOYHAsI aTTECTAIMsl) KOHTPOJIIO 3HAHHMA
0 JUCIHMIUIAHE (3a4eT).

OcCHOBHasi JI0JII CaMOCTOSITEIIbHOM pabOTHI CTYJCHTOB MPHXOIMTCS HA MPOPaObOTKY PEKOMEHI0-
BaHHOM JIUTEPATYPHI C LENBI0 OCBOCHUS TEOPETUIECKOTO Kypca, MOJArOTOBKY K MPAKTUYECKUM (CeMUHAp-
CKHMM) 3aHSTHSM, TEMaTHKa KOTOPBIX MOJHOCTHIO OXBAThIBACT CojiepkaHue Kypca. CamMocTosTenbHas pa-
00Ta 1Mo MOJATOTOBKE K CEMUHAPCKUM 3aHSATHSIM MpEAIoiaracT yMeHue paboraTh ¢ nepBUYHON HH(OpMa-
IUCH.

6 ®oHJ OLEHOYHBIX CPEICTB /Js1 MPOBEAEHHs MPOMEKYTOUHOI aTTeCTAIIMH 00y4aAKIIMXCS
10 IUCHUILIHHE
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6.1. Cmpyxkmypa ghonoa ouenounwvix cpeocma

@DoH/1 OIIEHOYHBIX CPEJCTB ISl IPOBEACHUS IPOMEKYTOUHOU aTTECTAIIMH O0YJAIOIIUXCS 1O JHC-
nuIuiMHe «OCHOBBI AEONPOU3BOACTBaY MPEACTABIIEH B IPUWIOKEHUN K padoyeil mporpaMMme AUCLHUILIU-
HBI U BKJIFOYAET B CeO:

- nepeYeHb KOMIICTCHIIUNA C yKa3aHUEM 3TaroB UX (OPMUPOBaHUS B IMPOIECCE OCBOCHUS
00pa3oBaTeNbHON IPOTPAMMBI;

- OIIMCaHMeE ITOKa3aTelicu U KPUTCPUCB OLICHHUBAHUA KOMHGTGHHI/Iﬁ Ha pa3JIMYHBIX 3Tallax Uux
(hopMHUPOBaHHUS, OTIMCAHUE IIIKAJT OTICHHBAHHSI,

- TUTIOBBIC KOHTPOJIbHBIC 3a/laHUsl MJIM MaTepUalibl, HEOOXOJIUMBIC NJIsl OICHKH 3HaHWM,
YMEHUH, HABBIKOB M (MJIHM) OTBITA NEATEIBbHOCTH, XapaKTEPU3YIOMIUX 3Tanbl (POPMUPOBAHHS KOMIIETCH-
LW

- METOJMYECKHE MaTepHalIbl, ONMPEICIISIONINE MPOIEIypPhl OlCHUBAHUS 3HAHHWHA, YMEHHIA,
HABBIKOB U (WJIM) OMBITA JIESTEILHOCTH, XapaKTePU3YIOIIUX ITAIbl (POPMUPOBAHHSI KOMIIETCHIINH.

6.2. Bonpocel 0112 npoeedeHus RPOMENCYMOUHOU ammecmayuu no OUcCyunIune (3auem)

1. /laiite nonsTHe nenonpousBozcTsa. HazoBute ero 1enu v 3ajgauu.

2. CymHOCTbh TOKYMEHTHPOBAaHUS. Y HU(PHUKAIHS JOKYMEHTOB.

3. Buapl 10KyMEHTOB, BKIIOYAaeMbIX B CUCTEMY OpraHM3allMOHHO-PACHIOPSIUTEILHOW JOKYMEH-
TaIIH.

4. 3akoHOJATEJbHBIC aKThl U HOPMATHUBHBIE JIOKYMEHTBI, PErJaMEHTUPYIOIIHUE JesTeIbHOCTb
CITY>KOBI TOKyMEHTAIIHOHHOTO 00ECTICYCHHUS YyIIPABICHHS.

5. TloHsATHE IOPUANYECKON CUIIBI TIOKYMEHTA.

6. CocraB 00s13aTETBPHBIX PEKBU3UTOB OPraHN3alMOHHO-PACTIOPAIUTEIHHOTO TOKYMEHTA.

7. CoBpemeHHbIe TpeOOBaHUs K OJJaHKaM JJOKYMEHTOB U O(OPMIICHHIO JOKYMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K WM3TOTOBIICHHUIO, YUETYy, MCIOJIB30BAHHIO M XPAaHEHHIO OJAHKOB C
BocmnpousBeneHueM ['ocygapctsennoro repba PO.

9. OcobeHHOCTH PEeruCTpPaIy BXOSIINX, UCXOISAIINX U BHYTPEHHUX TOKYMEHTOB.

10. Dramnbl ABMKEHUE TOKYMEHTOB B OpraHU3alH.

11. Ilpu3Hakam KiaaccuPUKAMU TOKYMEHTOB OpraHU3aliH B JIENE.

12. Ilenn HOMEHKJIATypa /i€ OpraHu3aluu.

13. Ilpuka3s - MoHATHE, COCTAB PEKBU3UTOB, (hopMyIIsip-o0paserl. Belmucka u3 mpukasa.

14. NHCcTpyKIMS - MOHATHE, PEKBU3UTHI, (hOpMYIsIp-00paseL.

15. [TonoxxeHue - MOHITHE, COCTAB PEKBU3UTOB, (hOPMYIIsIp-00pasell.

16. PacniopsikeHue - MOHATHE, PEKBU3UTHI, (HOpMYIIsip-00pasell.

17. Yka3aHue - TOHITHE, COCTAB PEKBU3UTOB, (hopMyIsip-oOpaszell.

18. [laiite o011yro XapakTepUCTUKY Y Ka3aHusl.

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

20. IIpaBuiia ohopMiIeHUsI TPOTOKOIA.

21. YcraB - OHSITHE, PEKBU3HTHI, (hopMyIIsip-oOpaserr.

22. TexHonorus nepeaayn JOKYMEHTOB B apXUB.

23. TlpaBuiia UCIIOIB30BaHUS TOKYMEHTOB BEIOMCTBEHHOTO apXHBa.

24. OxapakTepu3yiTe JOKYMEHTBHI [10 TUYHOMY COCTaBY.

25. TlpaBwuiia ohopMIiIeHHST JOKYMEHTOB IIPH ITpHEMe Ha padoTy.

26. Kakue 1oOKyMeHTHI OPMUPYIOT JIMYHOE JEIIO.

27. IlpenmeT 1 0OBEKT KOHTPOJISI UCIIOJTHEHUS TOKyMEHTa. MeTOoIbI KOHTPOJISI UCIIOJTHEHUS TIPH-
HATBIX TJOKYMEHTOB.

28. MeTrouka ¥ TEeXHUKA PEIaKTHPOBAHUS CITyKeOHOTO JJOKYMEHTA.
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1. Comnory6 O.I1. Jlenonmpou3BOACTBO: COCTaBIEHUE, PEAAKTUPOBaHUE M 00paboTKa JOKY-
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9 MeToanueckue YKazaHud AJasd oﬁyqamumxcn 110 OCBOCHMIO NUCHMITJIMHBbI

Meroauka npenoaaBaHMs JaHHOW AMCLMIUIMHBI MPEAIOJIAaraeT 4YTEHUE JIEKIMH, IPOBEJIECHUE
MPAKTUYECKUX (CEMMHAPCKUX) 3aHATHI, TPYNIOBBIX U UHAWBHUIYAIbHBIX KOHCYJIbTAIMI MO OTAEIbHBIM
(Haunbonee CIOXHBIM) crnennpuyeckuM mnpodiemaM aucuUIUIMHBL [IpegycmoTpeHa camocTosiTenbHas
paboTa CTy/IeHTOB, a TaK)Ke IPOXOXKACHUE aTTECTAllMOHHBIX UCTIBITAHUNA TPOMEKYTOUHOM aTTeCTalliH.

Jlekyuu TIOCBSIIAIOTCS PACCMOTPEHUIO Hanbosiee BaKHBIX KOHILENTYAIbHBIX BOIPOCOB:
OCHOBHBIM IOHATUAM; TEXHOJIOTHSM CO3JaHUS MW JBWXKEHUS JOKYMEHTOB, IIPUMEHSAEMBIM Ha
MIPOU3BOJICTBEHHBIX MNPEANPHUATHIX PHIOOXO3SIMCTBEHHOIO KOMILJIEKCa, OIEHKE UuX 3((PEeKTUBHON
peanuzanuu; OOCYKJIEHUIO BOMPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType €lle He ycrosuiach JH0o
ABIISIETCA NMPOTUBOpPEUrBOil. B xoze ynekuuit oOyyaromumcest ciaeayeT MOoJArOTOBUTh KOHCHEKTHI JEKIIMMA:
KpaTKO, CXEMaTH4YHO, MOCIeA0BaTEIbHO (PUKCHUPOBATH OCHOBHBIE TOJIOKEHUS, BBIBOJIbI, (POPMYIHUPOBKH,
0000I11IeHHUs; TTOMEYaTh BA)XKHBIE MBICIH, BBIIEIATH KIIOUYEBBIE CIIOBA, TEPMHUHBI; MPOBEPATH TEPMUHBI,
MOHATUS C IIOMOIIBK SHIMKIONEINN, CIOBapeil, CIPaBOYHHKOB C BBINUCHIBAHUEM TOJIKOBAHHU B
TeTpaab, 0003HAYUTH BOMPOCHI, TEPMHHBI, MaTe€pHaj, KOTOPbIM BBI3BIBAET TPYIHOCTH, MOMETUTH U
MOMBITATHCSl HAMTH OTBET B peKOMEHAyeMo uTeparype. Eciu caMocTosITeNnsHO HE yaeTcs: pa3o0parbes
B MarepHaje, Heo0XoauMo c(hOopMyIHUpOBaTh BOMPOC M 334aTh MPENoJaBaTeli0 Ha KOHCYJIbTAallMM, Ha

23



MPAKTUYECKOM 3aHSATHUU.

Llenvto nposedenus npakmuueckux 3aHAmuill SBISETCS 3aKpeIUICHHE 3HAHUM oOydaromuxcs,
MOJIYYEHHBIX MMU B XOJI€ M3Y4YEHUs IUCHUIUIMHBI Ha JIEKLIUSIX W caMocToATeNbHO. [IpakTuyeckue
3aHATUS TPOBOAATCS B (hOopMe CEMHHApPOB; Ha HUX pa30MpaloTCs KOHKPETHBIC CUTYAIlMH U3 MPaKTUKU
3apy0eKHOTO U POCCHUUCKOTO VIPABICHHS, MPOBOJUTCS TECTHPOBAHUE, OOCYKIAIOTCS JOKIIAJIbI,
MPOBOAATCS onpockl. Ha ydeOHbIX 3aHATHIX CEMUHAPCKOT0 THIA 00yYaroU[recs BHITOIHAIOT MPOPaboTKyY
pabodeil mporpammbl, yaensisi 0co00e BHHMAaHHE IEIsIM M 3ajadaM, CTPYKType U COJACPIKAHUIO
JTUCHUIUTMHBL, KOHCIIEKTUPOBAHUE MCTOYHUKOB; pabOTy ¢ KOHCIEKTOM JIEKIIHi; MOJATOTOBKY OTBETOB K
KOHTPOJBHBIM BOTIPOCAM, MPOCMOTP PEKOMEHIYEMOW JHUTEpPaTyphl, paboTy ¢ TeKCTaMH OQUIIHATBHBIX
myOIMKauil; peleHre NPakTHIeCKUX 3a/laHui.

[Ipu n3ydeHN TUCHUILUIUHBI UCTIOJIb3YIOTCSI MHTEPAKTUBHBIE METOAbI 00YUEHUSI, TAKUE KaK:

1. JIexknus:

— npoOJieMHast JIEKIKs, TPEIoJIararolias H3JI0KEeHHe MaTepralia yepe3 mpoOJIeMHOCTh BO-
IIPOCOB, 3aJa4 Wik cutyauui. [Ipu 3TOM npouecc nNo3HaHUs IPOUCXOAUT B HAYYHOM ITOMCKE, THAIIOTE U
COTPYJHHYECTBE C MPENOAaBaTEIIEM B IPOIIECCE aHATU3a U CPABHEHUS TOUYEK 3PCHUS;

— JeKUMSI-BU3YyalIU3alus - Mojaya Marepuana OCYIIECTBISIETCS CPEACTBAMHM TEXHUYECKUX
CpeICTB O0Yy4YEeHHs ¢ KPaTKMM KOMMEHTHUPOBAaHUEM JIEMOHCTPHUPYEMBIX BH3yaJbHBIX MaTepHaloB (Ipe-
3CHTAIIAMN ).

2. CemuHap:

- TEMAaTUYECKUI CeMHHAp — 3TOT BHJ CEMHUHApa TOTOBUTCS U MPOBOJUTCS C LIETBIO aKICH-
TUPOBAHUS BHUMaHUsS O0YJarONIMXCs Ha KaKOW-TMOO aKTyadbHOW TeMe WM Ha HanOoJiee BaXKHBIX U CY-
IIECTBEHHBIX ee acnekTax. [lepen Hauanom cemuHapa 00y4aroImUMCs 1aeTCsl 3a/laHue — BBIACTUTH CYIIe-
CTBEHHBIE CTOPOHBI TEMBI, WJIHM K€ IIPETO/IaBaTesIb MOXKET ITO CIeNaTh CaM B TOM clly4ae, Korja oOyda-
IOIIUECS 3aTPYAHAIOTCS MIPOCIEINUTh X CBS3b C MPAKTUKOW. TeMaTudyeckuil ceMuHap yriyousiseT 3HaHUs
CTYJCHTOB, OPUEHTUPYET WX HA aKTUBHBIA IMOUCK MyTEeH W CIIOCOOOB PEIICHUS 3aTparmBacMoi mpooiie-
MBI,

B uenom BHeaymuTopHas camocmoamenvhas padoma ooOyuarouguxca TpU U3YYCHUH Kypca
BKJIFOUYAET B ce0sl CIeyIoNe BUIbI paboT:

- npopaboTKa (M3y4eHHE) MaTepUaIoB JICKITUH;

- YTEHHUE U TPOPabOTKa PEKOMEH/I0BAHHON yUeOHO-METOIMUECKON JTUTEPATYPHI,

- MOMCK U TTPOopabOTKa MaTepHasioB U3 MIHTepHET-pecypCcoB, MEPHOIUUECKON TTeYaTH;

— BBITIOJIHEHHE JOMAIIIHUX 3aJaHuil B popMe Kelc-CTau, TeCTOB, TBOPUECKUX 3aTaHUM, J0-
KJIaJI0B, peeparos;

— MOATOTOBKA MPE3eHTAUUN JUIsl WUIIOCTPAlUU JOKIJIAI0B M IMPEACTABICHUS PE3YJbTaTOB
aHaJIN3a KOHKPETHBIX CUTYaIUi;

— KOHCIIEKTUPOBaHNE TIEPBOMCTOYHUKOB M YU€OHOM JTUTEPaTypHI,

— MOATOTOBKA K TEKYILIEMY, TPOMEKYTOUHOMY U UTOTOBOMY KOHTPOJIIO 3HAHUH.

OcHoBHasl IO CaMOCTOSITENBHON pabOThl 00YUYAIOIUXCS TPUXOIUTCS Ha MOATOTOBKY K MPaKTH-
YECKUM 3aHSTHSAM, TEMaTHKa KOTOPBIX TMOJHOCTHIO OXBATBIBACT cojepkaHue kypca. CamocTosiTenpHas
paboTa Mo MOJATOTOBKE K MPAKTUYECKUM 3aHITHUSIM MO AUCHUTUTMHE «OCHOBBI I€TIONPOU3BOICTBAY MPE-
roJyiaraeT yMeHue paboTarh ¢ NepBUUHOIN HHPOpMaIIHEi.

10 KypcoBoii npoekT (padora)

BrimotHeHME KypcoBOTo MpoekTa (padoThl) HE TPEAYCMOTPEHO YIEOHBIM TIITAHOM.

11 MMepevyenb uHGPOPMANUOHHBIX TEXHOJIOTHH, HCMOJIb3yeMbIX NMPH OCYIIECTBJIEHHH 00pa3o-
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BATEJIbHOI0 Mpolecca Mo AUCHMILINHE, BKJIKYas NepedyeHb MPOrPpaMMHOI0 ofecrmevyeHUss M WH-
(hopManIMOHHO-CTIPABOYHBIX CHCTEM

11.1 Ilepeuensv ungpopmayuonnvix mexnono2uil, UCNOIL3YEMBIX NPU OCYULECHIIEHUU 00PA30-
eamenbvH020 npoyecca

- 3JIEKTPOHHBIE 00pa30BaTEIbHBIE PECYPCHI;

- UCII0JIb30BaHUE CIIaN-TIPE3ECHTALM;

- MHTEPAKTHBHOE OOILICHHE C OOYYarOIIMMHUCS U KOHCYJIbTHPOBAHHE IOCPEICTBOM 3JIEK-
TPOHHOM ITOYTBHI.

11.2 Ilepeuenv npozpammnozo obecneuenus, Ucnoib3yemozo npu OCyuieCmeieHuu oopazoea-
meibH020 npoyecca

[Tpu ocBOCHMH TUCIUIUIMHBI UCIIOJIB3YETCS JIMIIEH3HOHHOE MTPOrpaMMHOE 00ecIiedeHuE:

- [Taket P7 - oduc

11.3 Ilepeuensv ungpopmayuonno-cnpagounslx cucmem
- CIpaBOYHO-TIpaBoBas cuctema ["apanT http://www.garant.ru/online

12 MaTepI/laﬂbHO-TeX}[I/I'{eCKOC o0ecneyeHue AUCHHUIIIIMHBI

— JUTSI TPOBEJICHUS 3aHATHIA JICKITAOHHOTO THIIA, TPAKTUYCCKUX (CEMUHAPCKUX) 3aHATHHA, TPYITOBBIX
W WHIUBUAYATBHBIX KOHCYJIBTAIMNA, TEKYIIETO KOHTPOJIS M MPOMEKYTOUHOU arrectammu, Ne 7-419 c
KOMIUIEKTOM yueOHOU Mebenu Ha 36 MocalouHbIX MECTa;

— ISl CAaMOCTOSITENILHOM paboThl o0yuaromuxcs - yueonas ayautopus Ne 305, obopynoBanHas 5 pa-
00YMMH CTaHLUAMU C JOCTynmoM K ceTtu «MHTepHEeT» U B IJIEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa30BaTeNbHYI0 Cpely OpraHu3allid, U KOMIUIEKTOM y4dyeOHOW mebOenu Ha 29 MOCaJ04YHBIX MECTa;
yaeOHas ayauropust Ne 517, obopynoBaHHas 8§ paboYrMH CTAaHIUSMHE C JOCTYIIOM K ceTH «MHTepHEeT» H
B AJICKTPOHHYIO HH(POPMAIITMOHHO-00Pa30BaTEIbHYIO CpEAy OpraHU3allui, 1 KOMILIEKTOM yueOHOI Mebe-
M Ha 12 mocago4YHbBIX MECTa;

— JI0CKa ayJAUTOpHAS;

— mnpe3enTtarmu B Power Point mo temam kypca «OCHOBBI I€IIOIPOU3BOJICTBAY;

— MyJIBTHMEAHUIHHOE 000pyI0BaHKe (HOYTOYK, IPOCKTOP, TEIECBU30D).

25


http://www.garant.ru/online

