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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucuutuinnbl «/lokyMeHTamOHHOE 00ECTIeUeHHE YIIPaBICHHS

» ABIsieTca (opMUpOBaHUE Y 00yJaroIUXCcs 3HaHUH O IIpolLecce CO3IaHusl U JBM)KEHUS TOKyMEH-
TOB B OpPraHU3alUsAX, HOPMATUBHO-METOMYECKONW 0a3bl EIONpPOU3BOJCTBA, JOKYMEHTOBEIUECKON Tep-
MHUHOJIOTHH, A3BIKE CIYXKEOHOro JOKYMEHTA, TEXHOJIOIHSIX pabOThl C JOKYMEHTAaMH, a TaKkKe METOAUKON
uX 0OpPMIICHHSI, COCTaBJICHUS, IPABKU U PEIAKTHPOBAHUS.

OcHoBHBIE 337a4U Kypca:

— U3YYEHUE COAEPKAaHHUSI HOPMAaTUBHBIX IPAaBOBbIX AKTOB U METOJIMYECKUX JTOKYMEHTOB, pe-
IJIAMEHTUPYIOIIMX BOIPOCH! CO3JaHUsl JOKYMEHTOB U PabOThI ¢ HUMH;

- u3ydyeHre TpeOOBaHUS K  COCTaBICHUIO |
pacnopsAMTENbHON JOKYMEHTALUY;

- u3ydeHre o0ecrieueHus paloHaIbHOTO UCIIOIb30BAaHUS IOKYMEHTOB B JIEJIOBOM ITPAKTHUKE
IIPEAIPUATHS;

— U3YYEHUE MPOLENyp OpraHU3alUd XpPaHEHUS JOKYMEHTOB, BKJIIOYAs HMX HaJJICKaIIYIO
MIOJIFOTOBKY K I€pe/jaue Ha apXUBHOE XPAaHEHUE B FOCYAAPCTBEHHBIM MM BEIOMCTBEHHBIHN (110 MpUHAJ-

oOpPMIICHHIO  OpraHU3aIMOHHO-

JISKHOCTH MPEATPUSATHUS) APXUB.

2 TpeOoBaHusi K pe3y/IbTATaM OCBOCHMS M CHMIIIMHBI

[Tporecc u3yueHus: AUCUUIUIMHBI HAIPaBlieH Ha (OPMUPOBAHUE CIIETYIOIUX KOMIETSHIIUM:
[1K - 5 CtocoOHOCTh OCYIIECTBIISATH JIEIOMPOU3BOJICTBO U IOKYMEHTOOOOPOT B TYPUCTCKOM JesI-

TCIBHOCTH.

[Tnanupyemblie pe3yapTaTbl 00YUEHUsI IPU U3YyYEHUH AMCLUILIIMHBI, COOTHECEHHBIE C IIAHUpYe-
MBIMU pe3yJIbTaTaMU OCBOEHUs 00pa30BaTEeIbHON IPOTrpaMMbl, IPECTABICHbI B TAOIUIIE.

Tabmuua — [Inanupyemble pe3yabTaThl 00yUeHHS MPH U3YUSHUH AUCIHUILIMHBL, COOTHECEHHBIE C IUIAHHUPY-
€MBIMH PE3yNbTaTaMu OCBOEHHs 00pa30BaTeIbHOM TPOrpaMMBl

Kon [Inarupyemsie pesynbra- | Kom u HanmeHoBanue | [Imanmpyemsiil pesynsrar oOyuenus | Kox moka-
KOMICTEHIINH | TBI OCBOCHHUS 00pa3oBa- | WHAWKATOpA MOCTHXKCHUS 0 JUCIUTLTNHE 3arens
TENBHOM MPOTpaMMBI YHHUBEpCAbHOH KOMIIe- OCBOCHHUS
TEHIUU
ITK-5 BlIaJicHHe HaBbIKaMH aHa- | U/I-2nk-6: 3HaeT TexHO- | 3HATH:
nu3a  uHGOpMALUM O | JOTMHM, METOJAbI U METO- | — HopMaruBHble gokymenthl mno | 3(ITK-5)1
(GYHKIMOHMPOBAaHUM CH- | JUKH TPOBEICHHS aHA- | CTAHJAPTH3ALMM B OOJACTH JEINO-
CTE€Mbl BHYTPEHHErO JO- | IM3a M CUCTEMATU3ALMUM | MPOM3BOJACTBA, IEHCTBYIOIIME Ha
KyMEHTOOOOpOTa OpraHu- | J0KyMEeHTOB U uH]Op- | teppuropun Poccuiickoii denepa-
3alMy, BBeJeHWE 0a3 | Maluwu. 1IUH;
JMaHHBIX 10 pa3nuyHbM | MJ1-3mke: 3HAET OCHOBBI | — cpcTEMBI JIOKYMEHTAIuM, Tpe- 3(IIK-5)2
noxasarenaM U (GopMH- | JOKYMEHTOOOOPOTa M | GOBaHMS K COCTAaBIEHHIO H O(OPM-
poBaHue I/IHq)OpMaL[I/IOH- JAOKYMCHTAIMOHHOT'O JICHUIO JTOKYMEHTOB, COBPEMCHHBIC
HOTO obecrieueHns | obecrieyeHus. CIIOCOGHl M TEXHHKY CO3JaHHs JI0-
yY9acTHHKOB opraHm3anu- | M/I-4mxe: YMmeer opra- KyMEHTOB;
OHHBIX TIPOEKTOB. HU30BaTh XPAaHCHHE [0- | — OpraHM3amMi0  JOKYMEHTO00O-
KYMEHTOB B COOTBET- | pora Ha NPeANPUATHH 3(I1K-5)3
CTBUHM C TPEOOBAHUAMM | _ pepeyeHb M CTPYKTYpY OpraHH-
3akoHoAatenbetBa  Poc- | sapyonnpix u pactopsaurensupix | SUTK-5)4
cuiickoil ®exnepanuu u JIOKyMEHTOB.
JIOKAJIbHBIMU aKTaMH [ yyror -
OpraHU3alHi. — paspabaTeiBaTh TIpoekTsl ympas- | Y(ITK-5)1
W-Suce: YMECT BECTH | popyecioii JOKYMEHTAIHH;
yaer M pCriCIpatuio | aHANM3UPOBATh W BHEIPATH
JIOKYMEHTOB B HH(op- YIPaBJICHYECKYIO TOKYMEHTAIUIO; Y(IIK-5)2
MAIIMOHHBIX CHCTEMax W
— ONTHMH3HPOBaTh  JIOKYMEHTO-
Ha MaTepUAIIbHBIX HOCH- 0GOpPOT Ha MPEPHATHY; V(ITK-5)3
TEIsX.
— aHAIM3WPOBATh WH(POPMALHIO O




Kon [Tnanupyemsbie pesynbra- | Kon u HammenoBanue | [lnanupyemslii pesynabrar oOyuenns | Kox moka-

KOMIIETEHIINM | TbI OCBOCHHMS 00pa30oBa- | MHIAWKATOPA JOCTHKEHHS 0 AUCIUIUINHE 3aTens
TEIbHOU IIPOrpPaMMbl YHUBEPCAJIBHOU KOMIIE- OCBOEHHUS
TCHIUH
N-6nk-6: YMeeT BecTH | QYHKIMOHHPOBAHHUU cuctemsl | Y(ITK-5)4
JIETIOBYIO TIEPETIUCKY. BHYTPEHHET0  JOKYMEHTO00OpOTa
OpTaHM3aINH,

— BecTH 6a3bl JaHHBIX 10 pasnuy- | Y(IIK-5)5
HBIM ITOKa3aTelIsIM.

Baaners:

— HaBBIKAMH  JOKYMEHTAIBLHOTO
ohopMIICHHST pelICHUI B ympaBiie-
HUMA  OMEpandoOHHONH (TPOHM3BOJ-
CTBEHHOI1) jesaTensHocTH opranu- | B(IIK-5)1
3alluii;

— HaBBHIKAaMH aHaim3a WH(popMa-
A 0 (QYHKIMOHWPOBAHUM CHCTE-
MBI BHyTpEHHETO T0KyMeHTooGopo- | B(IIK-5)2
Ta OpPraHU3aLHH;

— BexeHus 0a3 JaHHBIX IO pas-
JMYHBIM TIOKa3aTeasiM ¥ (GopMHpo- B(IIK-5)3
BaHMsl MH(OpPMaIMOHHOTO obecre-
YCHUSA YYaCTHHUKOB OpraHu3alyoH-
HBIX TPOCKTOB;

— HaBBIKAMHU MOJTOTOBKU OpPraHHU- B(IIK-5)4
3alMOHHBIX M PacCIoOpAIUTENbHBIX
JTOKYMEHTOB.

3 MecTo TUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMMbl

VYuebnas qucuumuimHa «J{oKyMeHTAIlMOHHOE O0ecIieueHHEe YIpaBIeHUs» GOpMUpPYyeTCs ydacTHH-
KaMu 00pa30BaTeNIbHBIX OTHONICHHUN B CTPYKTYPE OCHOBHOM 00pa3oBaTEeIbHON MPOTPAMMBI, €€ U3YYEeHUE
0a3upyeTcsi Ha 3HaHUM COBOKYITHOCTH TaKUX JUCIHIUINH, KaKk « JKOHOMHKa», «PycCcKuil sI3bIK U KyJIbTypa
peun», «Teopust MeHeKMEHTay, «Pa3paboTka yrmpaBiIeHYECKHX pEHIeHUID ap.

3HaHUs, YMEHUS U HAaBBIKU, MOJyYE€HHbIE OOYUAIOUIMMHUCS B XOJI€ U3YUEHUs Kypca TUCIUIUINHBI,
MOTYT OBITh MCIIOJIb30BAHBI ISl TPOXOXKICHHS TPEIIUILIIOMHON MPAKTHKH, & TAKXKe IS TOATOTOBKH BBI-
MYCKHOM KBaJIM(UKAITMOHHON PabOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuii nian oucyunIuHsl (0UHOU opmul 00yueHus)

KonTakTHas
padoTta no Bu-
JaM y4eOHBIX
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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-PacCIOPSIUTEIILHOTO IokyMeHTa. 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 oopmiieHust OITaHKOB J0- 6 2 2 4 Huckyceus,
KYMEHTOBY TECT
Tema 6 «CocraBieHue u 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 OpraHN3alOHHO- 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
(hopMaIMOHHO-CIPABOYHOH JJOKYMEHTAIIHNY 3aHATHE
Tema 11 «Opranuzanus JOKYMEHTO00OpOTa 6 2 2 4 Huckycens,
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 NPEeNIPUSTHI
Tema 14 dopmupoBanue 0a3 JaHHBIX M 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-3A04HOU 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-PacIOPSIUTENIEHOTO ToKyMeHTa. 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 «CocrtaBienue u opopMIIeHUE THCEM) 10 4 4 6 IpakTiyeckoe
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 oopmiieHHsI OCHOBHBIX 1
HNCKYyCCHUA
BHJIOB CIIPABOYHO-MH(OPMAIIMOHHBIX JTOKY- 7 1 1 6 Te};T ’
MEHTOB»
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 MPEIIPUATHIX» 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 dopmupoBanmne 0a3 TaHHBIX U aHa- Ompoc, npax-
U3 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
ynpaBJjieHHs»
Jlexyus

JIOKyMEHT U CUCTEMBbI JOKYMEHTALUU. 3HAYEHUE COBPEMEHHOIO JIOKYMEHTUPOBAHUS B yIIPABIICH-
4yeckoi nesrenbHocTH. HopmaTuBHO-TIpaBoBasi 6a3a periiaMeHTUpYyIomas JAeIonpou3BoACTBO. DYHKINH
nokyMeHToB. EnuHas rocynmapctBeHHas cuctema aenonpousBojactsa (EI'CJl). YHudunupoBanubie cu-
crembl qokymenTtanuu (YC/). Knaccuduxanus qokymeHToB. YnpaBieHuecKas JOKyMeHTalus: TpeboBa-
HUS K COCTAaBIICHHIO U 0(pOPMIICHHIO.

OcHosHble noHamus. memvl: TOKYMEHT, (QYHKIIUH JOKYMEHTOB, KilacCU(UKAIUsI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTUPOBAHKE, JOKYMEHTO0000pOT, popmysisp, 6J1aHK, HOMEHKIATYpA.

Bonpocul ona camokonmpons:

1. KakuM HOpMATHBHBIM JIOKYMEHTOM PETJIAMEHTHUPYIOTCS OCHOBHBIC TEPMUHBI B 00J1aCTH JIEJI0-
MpOU3BOACTBA?

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

3. Kakue a3bI1kH 1 c1IOCOOBI JOKYMEHTHPOBAHUS BbI 3HaeTe?

4. HazoBute cOBpeMEHHBIE BUIbI HOCUTENCH HHPOPMAIIIH.

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

6. UeM oTan4aeTcsi JOKYMEHT JIMYHOTO MIPOUCXOXKACHUS OT OUIIHAIBHOTO TOKyMEeHTa?

7. Yto 00yciTaBIMBaeT IOPUIHUYECKYIO CHITY O(UIINATHHOTO 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(DUKAIIMH TOKYMEHTOB?

12. Yto yuuThIBa€TCA MPU NMPOBENECHNUN YHU(DUKALIMHU JOKYMEHTOB?

13. YTo noHMMaeTcs ol CUCTEMOM JOKYMEHTALINH?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTAIUN?

15. Uto mpencrasisieT coO0# CTaHIapT U KaKue BUbI CTAHAAPTOB MPUMEHSIOTCS B HallleH
cTpaHe?

16. YTo BXOIUT B KOMIIEKC HOPMATUBHBIX IOKYMEHTOB 110 CTaHAAPTU3ALU?

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. Onpenenenre OCHOB JJOKYMEHTHUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.

2. SI3bIKOBBIE HOPMBI O(HUIHATIBHBIX JOKYMEHTOB.

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

4. AHanu3 A3bIKOBBIX (POPM OPUITMATIBHBIX JOKYMEHTOB (ITPAKTHYECKHUE YIIPAKHEHUS).

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

VYnpaieHyeckast JOKyMEHTAIMs: TpeOOBaHHUS K COCTaBICHHIO M O(OPMIICHHUIO, (HOpMyIsip-
oOpaser, coCTaB M PacIojOKeHHEe PeKBU3UTOB. [0CTOSHHBIC M NEpPEMEHHBIE PEKBHU3WUTHI. YTIIOBOH H
IPOAONIBHBINA O7aHK AoKyMeHTa. CriocoObl opopMIIeHHST PEKBU3HUTOB: (prIaHroBbIi U LieHTpoBaHHBINA. Co-
BpPEMEHHBIE CIIOCOOBI M TEXHUKA CO3/1aHMsI IOKYMEHTOB.

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

Bonpocul ona camokonmpons:

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

. MoryT 11 Ha oJIsX JOKYMEHTA pacIoyiaratbCsi Kakue-JImoo peKBU3UTHI?

. Kakoif MakcMManbHBINM COCTaB PEKBU3UTOB YCTAHOBJICH (hopMyssipoM-o0pa3iom?

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

. Kakue pekBU3UTBI OTHOCSATCS K TIOCTOSTHHBIM?

. Kakue pekBU3UTHI SBISIOTCS 00sI3aTeIbHBIMU?

. CKOJIBKO CymIecTBYeT crioco00B 0(OopMIIEHUS] pEKBU3UTOB?

. UTo XapaKkTepu3yrT AOMOJHUTEIbHBIC peKBU3UTHI OPJ1?

10. Yem npo10J1bHBIN BaprUaHT PacIioyiOKEHUs PEKBU3UTOB 3aroJJOBOYHON YacTu OJlaHKa OTJINYa-
€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 HOMEHKJIATYPY el (PUHAHCOBOTO OT/IE)Ia OpraHU3aIHH.

3aoanue 3.
Cdopmupyiite 1udHOE /1e710 pabOTHUKA OPraHU3alINH.

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 opopmiieHns 6JJaHKOB JOKYMEHTOB»
Jlexyust

CocraB pexkBU3UTOB. BilaHKK TOKYMEHTOB: JIs MUChMa M OOIIWNA OJIaHK IS APYTHX BUIOB JTOKY-
MeHTOB. OdopmieHrne pekBU3UTOB. TpeOoBaHUS K OGOPMICHHIO PEKBU3UTOB OpPraHU3AIMOHHO-
pactopsIIUTENbHBIX JOKYMEHTOB, CIIPABOYHO-UH(OPMAITMOHHONW M CIIPABOYHO-aHATUTUICCKON JTOKYMEH-
tauuu. CTanaapTu3aims npouecca JOKyMEeHTUPOBAHMUS.
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OcHosHble noHsmus memsl: BUABl OJTAHKOB JOKYMEHTOB, rep0, sMOjemMa; TOBapHBIM 3HAK (3HAK
oOciykuBaHus); KOA (OpPMBI JOKYMEHTa; HAMMEHOBAHME OPTaHU3AIMU - aBTOPA JIOKYMEHTA; HAUMEHO-
BaHUE CTPYKTYPHOTO TOAPA3JICICHHs - aBTOpa TIOKYMEHTa, HAMMEHOBAaHWE JOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTA; CIIPaBOYHBIC JaHHbIE 00 OpraHW3alluy; HAMMEHOBAaHWE BHJIA JOKYMEHTA; JlaTa JOKYMEHTa;
pEeruCTpaIiMOHHBI HOMEp JOKYMEHTA; CChUIKA Ha PErHMCTPAIMOHHBIN HOMEp M JIaTy MOCTYMHBIIETO 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 cormacoBaHHs TOKYMEHTa; BU3a; MOIMUCH; OTMETKA 00 JICKTPOHHOM MOICH; TIeYaTh; 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 UMEIOT MpaBo u3o0pakaTh Ha OJaHKaX CBOUX JIOKYMEHTOB ['ocynapcTBeH-
HeIi Tepb Poccuiickoii @eneparn?

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

3. UeMy IOMKHO COOTBETCTBOBATh HAMMEHOBAHUE BUIAa JJOKYMEHTA, IPUBOAUMOE B OJIaHKE KOH-
KpETHOT0 BHJ1a 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. Beerna nu Ha Gy1aHKe JJOJDKEH MIPUCYTCTBOBATh PEKBU3UT «MeECTO COCTaBIICHUS I U3JIaHUS
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 cocTaBHBIEC YacTH peKBU3UTA «[ puQ yTBEepKIeHUS JOKYMEHTa»?

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(HUIIHATBHOTO JOKYMEHTa MOXHO O(OPMIISATH TOJIBKO Ha PYCCKOM
sI3bIKE?

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

14. Kak opopmisiercs pekBU3UT «lloanucey», eciyu JOKYMEHT MOJIUCHIBAETCS PYKOBOAUTEISIMU
JBYX Opranu3zanui’?

15. Kakumu cnoco6amMu MOXKET OCYIIECTBIISATHCS BHEIITHEE COTJIACOBAHME U KaK 3TO 0(hopmIIsieT-
cs?

16. I'ne npocraBnsieTcst Ha JOKyMeHTEe pekBU3UT «I pud cormacoBaHusi JTOKyMeHTa»?

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

18. I'me mpocTaBnsieTcss OTMETKA O 3aBEPEHUU KOIMUU U KaK OHa odopmisieTcs?

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 MpOCTaBIAETCS PEKBU3UT «OTMETKA O MOCTYIUIEHUH JOKYMEHTa B Op-
ranu3anuio»? HazoBuTe cocTaBHbIE YaCTH ATOTO 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 «9KOHOMHMSI MaTepUAIbHBIX M TOIUIMBHO — SHEPreTUYECKUX PECypCOB B CTPOUTEIHCTBE M IPOMBIII-
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. Jupexrop uncrtutyra Tounsix npudopos 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 nBaguaTh deTbipe Thicauu) pyomeit 00 komeek B TeUeHHUE 2-X HEAENb C MOMEHTA MOCTYIUJICHHS
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.
CocraBpte nHpopmaronHoe nucbMo Ne 59 ot 12.09.20  mo cienyromuM JaHHBIM:
MockoBckuil nonurpapuueckuil TEXHUKyM coobmiaer aupekropy mkoisl Ne 12 B.C. AnTOHOBOI
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 yia. 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 PA3BUTUSA Majoro MPEAIPHHHUMATENbCTBA IMUCHMOM 3a IOANHCHIO
3aM. AupeKTopa AenaprameHTta CBepukoBa A.B. yBegomuin pykoBojcTBO jerckoro caga Ne 1586 o Towm,
YTO B CBSI3U C Pa3BUTHEM MpPEANPUHUMATENIbCTBA 3JJaHHUE JIETCKOrO Cajla JOJHKHO OBITh MepenaHo JUls
TEXHUYECKUX HYXJ JernapTaMeHTa.

Hcnonnurenem BacunpeBoil o nopydeHuto nupekropa aerckoro caga Ne 1586 IOro-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, yn. TBepckas, 13, B koTopom aupekTop aerckoro caga Ne 1586 O.A. AGpamoBa npocuia pas3o-
OpaTbcs B JAHHOM BOIIPOCE, MOTHUBHUPYS TEM, YTO B HA3BAaHHOM paiiOHE JIETCKUX CaJ0B OCTAIOCh MaJO U
HE BCE €T MOTYT MOCenaTh JeTCKUE JIOMIKOIbHbIE yupexaeHus. [ITucekMo ObIJI0O OTBETOM Ha MOJYy4EH-
HBII JIOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

[Ipencenarens npasienus akimoHepHoro kommepueckoro 6anka « TOPTTIPEJJBAHK» (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. BonbiHileBYy ¢ Mpock00i pacCMOTPETH BOIIPOC O MPEAOCTABICHUHI
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-
TeJIs IpaBJIeHUs1 OaHKa U MOAMKMCaHo 24 MapTa TEKYIIETo Toja.

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 COCTAaBIICHO MUCHMO B aI-
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-TEXHUYECKOM MOKYMEHTalluu Ha XOJOoAWIbHOe obopynoBaHue. [Ipennmaraem BwiciaTh
TEXHUYECKYIO JIOKYMCHTAIMIO Ha 3apyOeKHBIC aHAIOTU XOJIOAWILHOTO oOopymoBanus. [Ipu nmpuHsATHH
MOJIOKUTEIBHOTO PEIIeHHUs O 3aKylKe 000pyA0BaHus ITpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE MTUCHMO
pykoBoauTtento otaena cobita HaymoBy C.IL». JlaHHBIM MUCEMOM COMPOBOXKAANACH Crienu(UKaIsS 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
MH(POPMAIMOHHBIE MMHChMA JAUPEKTOPAM IIKOJI TOpoJa C COOOIIEHnEM 00 OTKPHITUM B HOBOM Y4E€OHOM
roay AByX (hakynbTeTOB: COBpEeMEHHbIE HH(OPMAIIMOHHBIE TEXHOJOTHH U Iopuandeckuil. B muceme co-
00IIaIOCh TaKKe O TOM, YTO MpaBHjIa MpUEMa Ha yKa3aHHbIe (GakynbpTeTsl ooume. [Tucbmo ObuT0 cocTas-
neHo ucnonauteneM CrenanoBoi u noanucano qupekropom JI.b. MapteiHiokoM 15 Mapra Teky1iero ro-
aa.

Curyaunus 5.

[TAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO OBLIO B COOTBET-
ctBur ¢ 1. 6 gmoroopa ot 10.07.2015 Ne 12/25 «O mnocraBke mnpoxayknum» moctaBute AO
«CAHJIEPEJIJIA» (MockBa, Kpacnoropckas yiu., a. 32, 111123, ten./dgaxc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue Mecsla KOXaHyl0 QypHUTYPY
Ha obmyro cymmy 150 000 py6neit. daktuuecku xe GypHUTYpHI ObII0 caaHo Ha cymmy 120 000 pyOneit
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 «CAHZAEPEJIJIA» B./I. ®enoposa obpatunack k aupekropy 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 MPOAYKIUU ObuT0 coctaBiieHo ucnoiaunutenaem P.T. FOnuno# 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 «I'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 pekinamel ObUTI0 cocTaBieHo ucnoianureneM JLLU. [Tucapesoit, moa-
nucaHo qupektopoM A.P. CMUPHOBBIM U I1aBHBIM OyxrantepoMm B.A. AHTOHOBOIA.

Curyanus 7.

[TyGnuaHbIM akimoHepHBIM 001ecTBOM «Bocxom» (109176, Mocksa, yi. [Tonesas, 1.14, oh.324)
6bU1 oopMIiieH 3aka3 Ne 7 Ha MOCTaBKY MPOJIYKIIMU B COOTBETCTBUHU C 3aKJIIOYEHHBIM JI0TOBOPOM O I1O-
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, Tem. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Opnako ITAO «/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 HHPopMalonHoe nmucbkMo B ajpec [IAO «Bocxoa» o mepeHoce CpoKoB HCIIOJHE-
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 Ob1T0 coctaineno ucnoauureneM A.JI. CMHUPHOBOI 1 OANKCH 3aBEpPEHA NIEUaThI0 OPraHU3aAIHH.

Curyanus 8.

00O «JIura» (Mocksa, 123465, yn. Mapocetika, 1.15, ten. 384-05-90, dakc: 384-05-90) 3aruta-
HUPOBAJIO TPOBeACHUE Bcepoccuiickoil poxaecTBeHCKoN sipMapku 00yBu ¢ 10 HosiOps mo 31 mexabps
Tekymiero roga. Onnako B cBsi3u ¢ TeM, uto OO0 «JIura» He pacroyiarajio TOCTaTOYHBIMH TLIOMIAASIMUI
1Tl IPOBEICHUS sipMapku, McromHuTenbHbIN nupektop obmectBa A.A. KodyeTkoB BeIHYKIEH Ol 00pa-
tuThes K Jlupektopy Bceepoccuiickoro BeictaBounoro nentpa T.K. TypoBy ¢ mpocbboii 0 mpemocraie-
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, OCHOBHbBIE CTPYKTYPHBIE JIEMEHTHI U IpaBuiia oopm-
JIEHUs PeKBU3UTOB PacrnopsauTenbHble TOKYMEHTBI: MOHATHE, CYIIHOCTb, ()YHKIMOHAIbHAS HAlpaBJICH-
HocTh. [Ipukassl mo nmuuHOMy coctaBy. OQOpMIICHHE M COCTAaBICHHE PACTIOPSIIUTEIBHBIX JTOKYMEHTOB.
BelInucku u3 opraHu3alioHHbIX U PACIIOPAAUTEIBHBIX JOKYMEHTOB.

OcHogénbie nonsmus memvl: IPUKa3, YCTaB, PACIOPSIKEHUE, IIOCTAHOBIEHUE, YKa3aHHE, MOJIOXKE-
HUE, UHCTPYKIUS, PEIICHHE.

Bonpocul ons camokonmponsi:
1. Kakue BUIbI OpraHu3alliOHHO-PACTIOPSIUTETBHBIX TOKYMEHTOB OTHOCSITCS K PACHIOPSAUTENb-
HBIM?
. [ToueMy pacnopsiAuTeNbHbIE JOKYMEHTHI OTHOCSATCS K TPABOBBIM aKkTam?
. Korna pacriopsiniurenbHble JOKYMEHTBI BCTYIAIOT B CHITY?
. Kak paznuyarotcs mo cdepe aeiicTBUs pacoOpsSAUTENbHbIE JOKYMEHTHI?
. Uro sIBIIsSIETCS OCHOBAHUEM JIJTSI U3JIAaHUS PACTIOPSTUTEIIEHOTO JIOKYMEHTA?
. Kak ctpoutcs TekcT pacnopsIuTenbHOrO JOKYMEHTa?
. Kak oopmitseTcss oTMeTka 0 HATMYIHH TPHIIOKEHHUS B PACTIOPSTUTEIIFHOM 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 PacOPSAUTEIbHBIE 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 M3AAIOTCS PaCHOPsHKEHUE U YKa3aHHUe?

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

3aoanue 1

Odopmurts 3asBiIeHHE Kaccupa 3aBojia «CBeT» ¢ Mpoch00i MPeOCTaBUTh YICHUYECKUH OTIYCK 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 JTaHHBIX 3ajaHus No 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npenocTaBieHNN yYEHUYECKOT0 OTIycKa» 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 W.I1. 1iBaHOBHOM.

[IpocTaBuTh BU3Y corjacoBaHWs HadanbHUKa oTaena kaapoB O.A. CepreeBodl M OTMETKY 00
O3HAaKOMJICHHH C ITpUKa30M [BaHOBOA.

3aoanue 3

OdopmuTh ITpUKa3 10 OCHOBHOW J€STEIbHOCTH.

B cootBerctBum ¢ Pacnopskenuem Munuctpa ot 04.03.20  Ne 115 «O0 ycuneHuu npoTHBOIIO-
KapHOU 0€30MaCHOCTH M YCHJIEHUHM OXPaHbl B MEPHO MPa3JHUYHBIX THEH» cocTaBUTh npukas Ne 245 ot
06.03.20  m3manHBI nupekTopoM HaydHO-TpOM3BOACTBEHHOTO 00BeAnHEHHS «ATporpudop» r. Mock-
Bbl M./I. I'aIKUHBIM.

B pacnopsautenbHoO yacTy BbIACTUTD 4 MTyHKTA:

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 UCIIOJTHEHHWEM BO3JIaraeTcst Ha I1aBHOTO MHXkeHepa 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 IMTaBHOT'O MH)KEHEPa

[ToctaButh oTMETKY 00 McnionauTene. Mcrnomnurenem sisnsercs ComnoneBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacniopskerre Ne 137 ot 10.03.20  ryaBHOro MHXkeHepa MOCKOBCKOT'O CTaHKOCTPO-
utensHOTO 3aBoaa «Texmammy J[.M. Connnesa «O BHenpenuu cranaapra OPJ] CTII 02-601» na ocHoBe
MPEUIOKEHHBIX 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 3aHiatuil no u3ydenuto CTII 02-601 co cmeumanuctamMu 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 HCIIOJHEHUEM PACIOPSKEHHS BO3JIOXKUTh HAa 3aMECTUTEINS AUPEKTOpa MO 00IUM
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 npomoxonvl U akmul, He0OX0OUMble 8 CledYIOWUX YNPAG-
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 xone pekiamHoi kammnanuu B 111 kBaprane 20 r. u
0 [IEpEX0/i€ HAa HOBYIO CUCTEMY BBIIIAThI IPEMHUAIIBHBIX.

[To mepBoMy BoIpocCy ciymiaiay cOOOIIeHHEe HadajdbHUKa oTnena pekinambl BoctpsikoBa C.T.,
TEKCT COOOIICHHsI KOTOpOoro ObLT mepenan cekperapro 3acenanus H.J[. bemoroii. [ToaTomy xe 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 Borpocy caenan coodmenue CtynoB M.M. u TeKCT cooOIIeHUs TaKkKe mepeaal 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-
J0BaJI MOATOTOBUTH HeoOXxoaumMbie qokyMeHTHI K 01.09.20 1. Btopoii npeanoxun 1opadboTats HOBYIO
CUCTEMY BBIILJIATHl MPEMUANBHBIX U PEKOMEHI0BA MIPOBECTU TOJIOCOBAHKE IO JAHHOMY BOMPOCY Ha 00-
1IeM cOOpaHUM TPYIOBOrO KOJUIEKTHBA.

B urtore 3aceganusi ObUIM IPUHATHI ciienyomue pemenus: 1. Onobpuths paboTy oTAeNna peKIambl
B Il kBaprane 20 . 2. [IpoBectu oO1iee codpanue TpyI0BOro KOJJIEKTUBA IO BOMPOCY O MEePEeXo/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 ©.®. B cBsi3u ¢ HamuumeM KBOpyMa 3aceiaHre ObLIO TPU3HAHO MpaBoMoYHbIM. 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 pa3MeIlaeMbIX OOIIECTBOM aKIMH MyTeM 3aKPbITON MOANMHUCKU JONOIHUTEIbHBIX
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 «BO3AEPXABIINXCS» He Obut0. Pemienne mpuHATO €IWHOTIIACHO. 3aceqaHue Bell
npeacenarens IL.H. ITporokon noarorosien cekperapem M.I1. IletpoBbim.

Curyanus 3.

Corpynnuku Oyxrantepun I[TAO «KBaHT» mpoBenu 3acefaHue MO BOMNPOCY COKPAIICHUS CPOKa
COCTaBIJIEHHs TOZI0BOro oTyeTa 3a 20 T., HAa KOTOPOM MPUCYTCTBOBaIO 6 yesnoBek. C cOOOIeHNEM 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
3a20 1. MOXET OBITh IPEJCTABJICH IPYNION yueTa Ha 3 IHS paHbllle YCTAaHOBJIEHHOI'O 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 YCIOBUU BBHIMOJHEHUS, KOTOPOTO BCEMHM PAOOTHHKAMHU TPYHIBI y4eTa, FOJJOBOM OTUeT
MOKHO COCTaBUTh M c/aTh Ha 4 JHS paHblle ycTaHoBieHHoro cpoka. I.A. lllybuna ormeruna, 4yTo J0-
CpPOYHOE MPEACTAaBJIEHNE TroJoBoro oruera 3a 20 TI. sBJISETCS NMOYETHOM M OTBETCTBEHHOM 3ajadei pa-
OOTHUKOB OyXTaJTepuH, U UTO KOJUIEKTUB OyXTajaTepuu MOKET COCTaBUTh FOJIOBOM OTYET paHbIlle CPOKaA,
€cii Bce paOOTHUKHU OYIIyT BBIINOJIHATH YIUIOTHEHHBIN Tpaguk paboThl.

B utore 3acemanus ObIJIO PEIIEHO MIPEACTABUTH TOI0OBOM oTYeT 3a 20 T. Ha YETHIPE JHS PaHbIIe
YCTaHOBJIEHHOTO cpoka, T.€. 00.00.20  r. m mpoBecTH aHaNM3 roJ0BOr0 OTUETA C LIEJIBIO BHISBICHUS 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 ogpopmume axmeol.

Curyanus 4.

Komuccus nop npeacenaresibcTBOM HadaJlbHUKA TEXHUUECKOU Tpynnbl A.A. BosioBoro u 4ieHos
komuccuu bopucosa M.IO., HauaibHUKa aIMUHUCTPATUBHO-X03HCTBEHHOTO otaena, CmupHosa JLIL.,
oyxranrtepa, u PomanoBoit 1.K., opuc-menemkepa, AO «JIeoHTHs» HA OCHOBAaHWUHW JOKJIQJHOW 3aIMCKU
opuc-menemxepa U.K. Pomanosoii 11.07.20  r. mpoBena NpoBepKy TEXHUYECKOTO OCHAICHHS MPUEM-
HOM TeHEepaJbHOTO JUPEKTOpa U MpU3HAJla HETOJHBIMU IS SKCIUIyaTallud KOMHPOBAIBHBIN armapar
Xerox 345(1 wr.), mpexaep (uuB. HoMep 367, 1 mT.), paxc 47823 (1 wmrt.). [lpuznaHHas HENPUTOTHOM IS
SKCIUTyaTally TeXHUKa Oblja rnepefana Ha ckiaj npeanpustus. [lo ycraHoBiaeHHOMY (pakTy KOMHUCCHUS
COCTaBWJIA aKT NpHema-mnepenadyud oprreXHukd B 3 3k3. (1-1 3Kk3. — HAYabHUKY aJIMHUHUCTPATUBHO-
X035HWCTBEHHOTO OTJIeNa, 2-1 - TIaBHOMY Oyxranrepy, 3-i - B neno 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 CcOBEpIICHCTBOBAHNUU JOKYMEHTAIIMOHHOTO oOecrieuenus nestenbHocTH AO «MeacepBuc» B co-
ctaBe: npeacenarens 3yaunoit O.[1., 3aB. kanuenspuei, uienoB komuccuu Tokapesa H.JI., 3aB. mpous-
BOJCTBEHHBIM oTzenoM, [1aBnoBoit B.E., 3am. ti1. Oyxranrepa, Anekcanaposa A.B., MeHemkepa mo Ka-
pam, MBanoBoii 3.I1., cexpetaps-pedepeHTta KaHLIENIPUH, B IPUCYTCTBUU CEKpPETaps OTJesIa 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 UCIIOJHEHHbBIE JTOKYMEHTHI, 3aT0JIOBKH JIEN 3a4acTyl0 HE COOTBETCTBYIOT 3arojioBKam,
MIPEelyCMOTPEHHBIM HOMEHKJIATYpO# JIe), OTCYTCTBYIOT J1Ba Jiesia ¢ epenuckoi 3a 20 T., He IpoBeIeHa
npegapxuBHas 00padboTka JOKyMeHTOB 20 T., MOAJeKAIUX JIUTEIFHOMY XpaHeHu 0. Takum o0pas3om,
KOMUCCHS MPUILIA K BBIBOJY, YTO B BEJEHUU JIEJIONPOU3BOJCTBA B OT/AEIE MAPKETUHIA UMEIOTCS CyLIe-
CTBEHHbBIE€ HEJIOCTATKH, CBUAETEILCTBYIOIINE O HAPYIIEHUH JEHCTBYIOIUX HOPMAaTUBHBIX IOKYMEHTOB B
00JIacTH OpraHu3alyu JOKYMEHTAIlMOHHOTO obecriedeHus ynpasieHus. [1o ycraHOBIEeHHBIM (pakTaM ObLI
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTaMH B OTJENIe MapKeTHHTa B 4 sx3emIusipax (1-if — 3am. au-
PEeKTOpa Mo aAMUHUCTPATUBHO-XO35HCTBEHHBIM BOIIpOCaM, 2-i — 3aB. OT/AEJIOM MapKeTuHra, 3-1 — npen-
cenarento komuccuu, 4-it — B geno 01-09. AT BCTynuia B CHIy ¢ MOMEHTa YTBEPXKJIEHUS JTUPEKTOPOM
IIPEANPUATHS.

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 JJI1 4acoB Mapku «MOonHMS», YUCIUBIIUXCS 10 HakiagHo Ne 18 ot 24 okTa0ps npeasiaylie-
ro rozaa. Jlyist moaATBEpkKIEHUS JaHHOTO (paKTa Ha OCHOBaHMH IpHKa3a aupekropa 3aBoaa Ne 12 ot 18 sH-
Bapsl TEKYILIEro roja Obljaa co3/aHa KOMUCCHS O]l MPEACEAATeNbCTBOM HavyalbHUKA OTJENIa CHa0KEHUs
Kapnenko E.II. u uneHoB komuccun nnxenepa IlaBnosa A.P. u 3aB. cknagom Ne 1 Kynpsmosa P.B. Ko-
MuUccuell Obul cocTaBiieH akT 21 SHBapsl TEKYIIEro rojaa, B KOTOPOM COJAEPKaJICs BBIBOJ O TOM, YTO 3a-
BOJ-TIOCTABILMK JOJDKEH ITOCTABUTh HEAOCTAIOLIEE KOJIMYECTBO KOPIYCOB K YacaM. AKT BCTYNWII B J€H-
CTBUE C MOMEHTA yTBEpKIAeHUs (22 sHBaps T. I.) IupekTopoM 3aBoaa b.M. PomanoBbIM.

Curyanus 7.

MHBeHTapu3allMOHHAs KOMHCCHUS, CO3/IlaHHAas Ha OCHOBAHMU MpHKa3a TUpeKTopa MOCKOBCKOTO
3aBOJIa MO0 PEMOHTY YacOB M I0BENUPHBIX m3aenuii Ne 24 ot 15 deBpasns Texymero roja, B COCTaBe mpe-
cenatenss OctpoBckoro D.A. (3aM. TJaBHOro Oyxrairepa 3aBoja) M wieHoB komuccuu [lerposoit O.H.
(Oyxranrepa), HockoBoii H.W. (cT. skOHOMMCTa MIaHOBOIO OT/Eja) MPOU3BENa PEBU3HIO KAacChl 3aBOJIA
10 COCTOSIHUIO Ha 16 ¢eBpans Tekymiero rojna. PeBu3us mpoBoamiIach B MPUCYTCTBUU KacCUpa 3aBoja
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Kapramosa H.W. B pe3ynbraTe npoBeAeHHOM PEeBU3HH OBUIO YCTAHOBIIEHO, YTO OCTaTOK HAJMYHBIX JICHET
B kKacce coctanisieT 1030 py6nei 00 xom., ocTaTok neHer mo kaccoBoit kaure — 1030 py6. 00 kom. Jpy-
I'MX LEHHOCTEH B Kacce 3aBojia He OOHapY)KEHO, YTO COOTBETCTBYET AaHHBIM yuera. Komuccus takxke
YCTAHOBMJIA, YTO HOPSII0K BEJECHUS KACCOBOM KHUTU U XpaHEHUs JEHEr COOTBETCTBYeT TpeboBaHusaM Ilo-
JIO’)KEHUSI O BEJICHUU KAacCOBBIX OIEpallil roCylapCTBEHHBIMHU, KOONEPAaTUBHBIMU U OOILECTBEHHBIMU
IPEANPUATUIMU, YIPEKACHUAMHA U OPTaHU3ALMUAMHA. AKT BCTYNHI B ACHCTBHE C MOMEHTA YTBEPKACHHUS
JUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccuss B cocraBe mpezcenarens, HadyalbHUKA OTHeNa CHAOKEHHS W UWICHOB KOMHCCHU:
HayaJlbHHUKA OTJENa KYJIbTYPHO-OBITOBBIX M XO3SHCTBEHHBIX YUYPEKICHUH, 3aBEIyIOIIETO CKIIAJOM,
Ha3Ha4YeHHas MpHKa30M rexepainbHoro nupekropa [TAO «Crpenay, mpoBena paboTy MO yCTAaHOBJICHHIO
HEMPUTOAHOCTHU K JalibHEHUIIEeMy UCIOIb30BaHUIO uMylecTBa. Komuccus paboTana B MpUCYTCTBUU KJla-
JOBIIMKA U MHCIIEKTOpa (PMHOT/ENA U YCTAHOBHJIA, YTO UMYILIECTBO COTJIACHO MPHJIAraeMoMy K akTy Iie-
PEUHIO TOJUICKHUT CHHCAHUIO 332 HEMPHUTOJHOCTHIO K JalbHEHMIEeMy HCIIOJIBb30BAaHUIO. AKT CIHCAHUS
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/IOB CIIPABOYHO-MH(OPMAIMOHHBIX TOKYMEH-
TOB»
Jlexyust

NudopmanmonHo-cripaBoyHbie 1 HHGHOPMAIIMOHHO-aHATUTHYECKUE TOKYMEHTHI, ITOHSATHE, OCHOB-
HbIE CTPYKTYPHBIE 3JIEMEHTHI U MpaBuia oGopmieHUs: pekBU3UTOB. OdopmiieHHE U COCTaBJICHHE CIIpa-
BOYHO-MH(POPMAITMOHHBIX JOKYMEHTOB. J[eJI0BbIe 1 KOMMEPUYECKHE MUChMa: KiTacCu(UKAIHS, CTPYKTYPA,
CTaHIapTHBIE (Ppa3bl M BBIPAKEHUS; MpaBuia U (HOPMBI KOMMEPUYECKOW MEPENHuCKH ¢ 3apyOeKHBIMU
MapTHEPAMH; KOPPECIOHICHIIUSA, CBSI3aHHAs C MPOBEACHUEM NEPUOAUYECKUX MEPONPUATHNA, W MpoYas
KOPPECMOH/ICHITUS OpraHu3aIus paboThl ¢ JOKYMEHTaMH, COJEPKAIIMMU KOH(PHUICHIIUATbHBIE CBEICHHUS.
PazaoBumHOCTH ITHCEM.

OcHosHble nouamus memvl: CIy)KeOHOE MIUCHMO, TeJlerpaMma, TeJaedoHorpaMMa, TPOTOKOJ; JA0-
KJIaJHasl 3aIICKa; CIIy>KeOHas 3aMucKa, OObsICHUTENbHAS 3allMCKa, CIPaBKa; 3asBICHHE, IEPeUeHb, CIIH-
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 cTpoutcs ctpykTypa TekcTa ciiy: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 BBogHas 4acTh MpoTOKOJa?

. CKOJIBKO 3K3EMIUISIPOB aKTa COCTABISETCS M CKOJIBKO MOIUCHIBAETCS?

. Kak opopminsieTcs BHeIIHAS AOKIaHas 3anMucKa’?

10. B yeM 0co0eHHOCTH OOpPMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceiBaet 3asiBieHue?

12. KakoBbl cTanAapTHBIE ITpaBHia 0POPMIICHHUS 3aKITIOUEHUs?

13. Yem pernaMeHTHPYETCSI COCTaBJIEHUE TaKUX TIOKYMEHTOB, 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 JOKYMEHTOB?

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

Tema 10 «CocraByienue u opopmiieHHe HHPOPMALMOHHO-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 cocTaB koMuccuu, npoBoJsILEel peBU3NIO, 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: 3am. 1. Oyxrantepa I'.H. Kopones

kaccup B.1. MakcumoBa
PeBususs Obuta mpoBemena B mepuon ¢ 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 OYyXTaJITepCKOro yuera jojpkeH coctaiiaTs 5000 pyo.

2. DaKTUYECKHI OCTaTOK HAIMYHBIX JIeHer B kKacce cocraBisier 4800 py6. Hemocraya 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 ak3. - 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 3aIMCKY Ha UMS JIeKaHa (aKyJbTeTa O MPUUMHE ON03/4aHus 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 ['enepansHomy nupektopy ITAO «IlepeBoszku» T.I1. lanununy o mepeBoje
HAa JIOJKHOCTb.

IIpn4unHOM, NOCIYKMBLIEH COCTABJICHUIO JIOKJIAJHOM SBJISIETCS PEOPTaHHU3aLUs CTPYKTYphI
VYrpaBneHus U yKpyIHEHUE OT/ENOB B pe3yabTaTe 4ero MpOMCXOJUT NepepacnpeaeacHie GyHKIuni co-
TPYJIHUKOB.

Havanpnuk ynpasnenus Mneun npocut nepesectu crapiuero skoHomucra C.T. HukonaeBa us ot-
JieNia aBTOMOOMJIBHBIX TEPEBO30K B TAMOXKEHHbBIE OTIEN C MOCIEAYIOIIMM BHECEHHUEM H3MEHEHUH B
LITaTHOE pacIUCaHME.

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

Tema 11 «Opranuzanus 10KyMeHT0000pOTA HA NPEANPUATHSIX»
Jlexyust

Opranuzanus 10KyMeHTo000poTa Ha NmpeanpusTui. TpeboBaHUs K OpraHu3aluu JTOKyMEHT0000-
pora. Ciy)x6a JOKYMEHTallMOHHOTo obecriedueHus. I[lpuem moctymaroommx JOKYMEHTOB, OpraHM3alus
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JOCTaBKM JOKYMEHTOB. Peructpanus nokymeHToB. Opranuzanus pacCMOTpeHUs J0KyMeHTOB. Cucrema-
TU3alMsl JOKYMEHTOB, HOMEHKJIaTypa A uX GOopMUpOBaHus U XpaHeHHs. KOHTpOIIb UCTIONHEHUS T0KY-
MEHTOB. [IoAroTOBKa TOKYMEHTOB K apXUBHOMY XPAHEHHUIO.

OcHosHble noHAmMUsL membl.; KOPPECTIOHICHIIHSI, TIOTOKU TOKYMEHTOB, IPUHLUIIBI TOKYMEHTO000-
poTa, oreparpamma, perucTpanus, KypHall.

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 JOKYMEHTOOOOpoTa?

4. Ha3oBuTe OCHOBHBIE ATalbl JOKYMEHTOO0OOPOTA.

5. Ha3oBuTE OCHOBHBIC IPUHIIUIIBI OPraHU3ANU JOKYMEHTO000POTA.

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

7. Kakue onepaiuu ocyIecTBISIOTCS IPU MIPEeIBAPUTEILHOM 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 PErucTparuu’?

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 «OdopmieHne J0KyMEHTOB 110 JHYHOMY COCTABY)»
Ilpakmuueckoe 3anamue

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

3aoanue 2.
CocraBbTe U 0pOpMHUTE TPYAOBOIl TOTOBOP B CBSI3U C MOCTYIIEHHEM Ha pabOTy B KauecTBE 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 IPYTYIO OPTraHU3ALIUIO.

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 0opMHUTE TpaPUK OTITYCKOB PAOOTHUKOB OpraHU3aI1y.

3aoanue 9.
3aBenuTe JIMYHOE JEJI0 pa0OTHUKA OpraHU3aIUH.

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

00 otaene (Kampoas ciryx0a, ciy>x0a MapkeTnHra, (GMHaHCOBasI CITyk0a)

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-
HECCTOAIMEC JOJXKHOCTH

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

[T — pa3pabatbiBaeT NpeIoKEeHHsI, TOTOBUT HMH(POPMAIIHIO JIJIS BBIIOJIHEHUS (YHKITUU
N — ucnonHseT OCHOBHBIC BUJIBI pa0OT

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

— o01ue noyioykeHus (HaMMEHOBAHUE, LIEJIH U 33/1a41 JeSITEIbHOCTH, MECTO B OPIraHU3aLMOHHON CTPYK-
Type, CTPYKTypa MOoJpa3AeieHHs], TOJKHOCTh PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICIECHUS);

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

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

— MOJTHOMOYHMSI U OTBETCTBEHHOCT;

— TMOKa3aTeNIN OLIEHKH JEATEIBHOCTH.
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3aoanue 11.

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

Jlumepamypa: [1]; [3]

Tema 13 «AHAIU3 COCTOSTHUE TOKYMEHT0000POTA HA MPeINPUATHH
Jlexyus

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

MeTOI[BI aHaJin3a I[OKYMCHTOO60pOTaZ CCKTOPHBIC auarpaMMbl, CXEMbl JOKYMCHTAIIlMOHHBIX I10-
TOKOB, IOKyMEHT0000pOTa, rpa)uKy BXOASIIECH U UCXOAAIIEH KOPPECTIOHICHIIUU H 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 aHaJIN3a, 3TaIlbl aHaJINu3a ,Z[OKYMGHTOO60pOTa.

Bonpocwi ona camoxonmpons:

1. Kakue TuIibl NOTOKOB JOKYMEHTOB BBIJIEIISIFOT?

2. ]It KakuX 1eneil mpoBoIsT aHalIu3 T0KyMeHToo0opoTa?

3. Ha3zoBuTe 1 pacKpoiTe OCHOBHBIE ATAIlbl aHAJIN3a JJOKYMEHTOo0OopoTa?

4. Ha3oBHTe OCHOBHBIE METO/IbI aHATIN3a IOKyMEHTO000poTa?

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

7. Ha3oBUTE OCHOBHBIE KaU€CTBEHHBIC XapPAKTEPUCTUKU JOKYMEHTA?

Jluteparypa: [1]; [3]

Tema 14 ®opmupoBaHue 6a3 JaHHBIX U AaHAJIM3 JOKYMEHT0000poTa
HpaKmuHQCKOB 3aHAmue

Bonpocwi k cemunapy:

1. OcHOBHBIE KpUTEPHUH KJIacCU(DUKAIIMH TOKYMEHTOB.

2. Ilpu3Haku kjaaccu(uKauy yrnpaBieH4ecKoi HHpopMarum.

3. IIporpammHoe obecrieueHus npu GOpMUPOBAHUU Oa3bl TAHHBIX.

4. Cepa npumeHeHust 0a3 TaHHBIX B YIIPaBIEHYECKOH 1A TEIbHOCTH.

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

IIpakmuueckoe 3a0anue

3amanue 1.
[IpoBeauTe aHaIN3 JOKYMEHTOB 10 KaYE€CTBEHHBIM XapaKTEPUCTHKAM.

3aganue 2.
[TocTpotiTe rpaduku TUHAMUKHN TOKYMEHTOMOTOKOB TIPEIPHUSATHS.
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3amaunue 3.
Cosnarite HHPOPMAIMOHHYO 0a3y JaHHBIX MIPH pealU3alMKi OPTraHU3aIMOHHOTO TIPOCKTA.

Jumepamypa: [1]; [3]
5 Y4ueOHO-MeTOAMUYECKOE OOecTieYeH e IJIA CAMOCTOSITeIbHOM PadoThI 00yYaKIIHXCSI

B menom BHeayauTOpHAsk CaMOCTOSTENIbHAS PaboTa CTYJCHTa NMPH 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 popaboTKa 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 pabOThI, €CIIM MPEAyCMOTPEHA YYCOHBIM IJIAHOM JWCIIMILIN-
HBI;

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

OcHoOBHasl J0JS CaMOCTOSTEIBHONW pabOThI CTYACHTOB MPUXOIUTCS Ha MPOPAOOTKY PEKOMEHI0-
BaHHOU JIUTEPATYPHI C IS0 OCBOCHUSI TEOPETUUECKOTO Kypca, MOATOTOBKY K MPAKTUYECKUM (CEeMUHAp-
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 OLEHOYHBIX CPEICTB /sl MPOBeIEHUSI MPOMEKYTOYHOI aTTecTAUH 00yYaroIINXCS

MO AUCHMIIHHE
6.1. Cmpyxkmypa ¢honoa oyenounvix cpeocme

@DOHJI OIICHOYHBIX CPEJCTB I MPOBEACHUS MPOMEKYTOYHON aTTeCTallMi 00yJyarouuxcs 1Mo Juc-
nuIinHe «JloKyMeHTalMoHHOe oOecrieueHe YIpaBIeHus» IPeACTaBiIeH B MPUIOKEHUH K paboyeil mpo-
rpaMme JUCHUIIIMHBI U BKJIIIOYACT B ceost:

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

- OomnMcaHue mokas3aTejiel U KPHUTCPUCB OUCHHUBAHUA KOMHGTGHHI/II\/’I Ha pa3JINMYHBIX 3Talax Mux
(dhopmMupoBaHMs, OTIMCAHUE IITKAJT OIICHUBAHNS,

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

- METOAMYECKHE MaTepHalibl, ONpPEEIAIONINe MPOLeayphl OLEHUBAHUSA 3HAHUM, YMEHHIH,
HAaBbIKOB U (MJIH) OMbITA I€ATEIbHOCTH, XapaKTePU3YIOLINX dTarnbl ((OPMHUPOBAHUS KOMITETEHIIUH.

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

1. /laiite nonsTHe nenonpousBozcTBa. Ha3oBuTe ero 1enu u 3agauu.
CymHOCTb TOKyMEHTUPOBaHUs. Y HU(DUKALNS IOKYyMEHTOB.

3. Buapl 10KyMEHTOB, BKIIOYAaE€MbIX B CUCTEMY OpraHM3allMOHHO-PACHIOPSIUTEIEHOW JOKYMEH-
TalnH.

4. 3akoHOJaTeNbHbIE aKThl M HOPMATHBHBIE JTOKYMEHTBI, PETJIAMEHTUPYIOLIUE JIesTeNbHOCTD
CITY>KOBI TOKyMEHTAIIMOHHOTO 00EeCTIeYeHNUs YIIPABICHHS.

5. TlonsTHe IOpUANYECKON CUITBI 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
BocrpomsBenenueM ['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. Ilpuka3s - moHATHE, COCTaB PEKBU3UTOB, (hOpMyIIsip-o0paser. Bolnmucka u3 mpukasa.

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

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

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

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

18. aiiTe oOuryro XapaKTepUCTUKY Y Ka3aHHUsI.

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 BEIOMCTBEHHOTO 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 ¥ TEeXHUKA PEIAKTHPOBAHUS CITy)KEOHOTO TOKYMEHTA.

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
nokymeHTanus. TpeboBanus k opopmiieHuto 10kyMeHToB" (yTB. [Iprka3zom Poccranaapra 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 ocodeHHoctu aenosoro obmenus/C.A. Iunenko, JI.B.
Hunenxko. - M.: MapT, 2005.-128 c. 33 k3.

5. Kupcanosa M.B. CoBpeMeHHOE A€T0NpOU3BOACTBO: yuebd. nocodue. - 4-¢ uza. - M.: Un-
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. Pympmanna JILA. JlokyMeHTalIMOHHOE OOECIIeUCHHE YIpaBICHUS: y4eOHHK. - 8-¢ W31,
crep.-M.: Akanemus, 2010.-224 c. 5 5k3.
1.3 Memoouueckue ykazanus
lynuxos A.O. JlokymeHTallMoHHOE oOecrneueHre ynpapieHus. [IporpamMmma Kypca u mMetoauue-
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CKHE YKa3aHUs K M3y4eHHUI0 AucuuIuinHbl. — [lerponaBnoBck-Kamuarckuit: Kamuatl TV, 2019. — 27 c.
8 IlepeueHb pecypcoB HH(POPMALHOHHO-TE1eKOMMYHUKANMOHHOM ceTH « MHTepHET»
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. DnektpoHHo-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 (CEMUHAPCKHUX) 3aHATUN, TPYIIOBBIX M WHIAMBUIYAJTbHBIX KOHCYJIbTALUM MO OTACIbHBIM
(Hauboinee CIOXKHBIM) crenudpuueckuM npodiaemMaM IucHUIUIHHBL [IpenycMoTpeHa camocTosiTeNnbHAS
paboTa CTY/ICHTOB, a TAK)Ke IPOXOKACHUE aTTECTAIIMOHHBIX HCITBITAHUIA TPOMEKYTOUYHOM aTTECTAIIH.

Jlekyuu TOCBAIIAIOTCS PACCMOTPEHUIO HaumboJee BaKHBIX KOHIENTYaJlbHBIX BOIPOCOB:
OCHOBHBIM TOHSATHSAM; TEXHOJOTHSIM CO3JAaHUS W JBUXKEHUS JOKYMEHTOB, IIPUMEHSEMBIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPHUATUIX PBHIOOXO3IHUCTBEHHOTO KOMIUIEKCA, OIEHKE HX 3(PQPEeKTHBHOM
peanm3anum; OOCYXICHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType €Ile HE YCTOsUIach JHOO
SBIIETCS MMPOTUBOPEUNBON. B xoze neknuii oOydaromuMmcst ciaeayeT MOATOTOBUTh KOHCIEKTHI JICKIUil:
KpaTKO, CXEMAaTHYHO, MOCIIEA0BATEIHHO (PUKCHPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOJBI, ()OPMYITUPOBKH,
000011IeHHS; TTOMEYaTh Ba)KHBIC MBICIIH, BBIJICIATH KIFOYEBBIC CIIOBA, TEPMHUHBI; MPOBEPITH TEPMHUHBI,
MOHSATUSA C TIOMOIIBIO SHIMKIIONEIUN, CIOBapeil, CIPaBOYHUKOB C BBHIMUCHIBAHUEM TOJIKOBAHUM B
TeTpajb; 0003HAYUTH BOMPOCHI, TEPMHUHBI, MaTe€pHall, KOTOPHIA BBI3BIBAET TPYAHOCTHU, TMOMETUTH U
MOMBITATHCSI HAUTH OTBET B peKOMEHAyeMOoM JuTeparype. Eciu caMocTosITeNbHO HE yaaeTcst pa3o0paThes
B MaTepuaie, HeoOX0AUMO CPOpMYyITUPOBATH BOMPOC M 33JaTh IMPENoJaBaTeNi0 Ha KOHCYJIbTAIMH, Ha
MPAKTUYECKOM 3aHSTHUH.

Llenvio nposedenus npakmuueckux 3aHAmMuUIl SIBISETCS 3aKpEIUICHUE 3HAHWM 00ydarommxcs,
MOJIYYEHHBIX MMM B XOJI€ W3Y4YEHUsS IUCHUIUIMHBI Ha JICKIUSIX U CaMOCTOATENbHO. [IpakTuyeckue
3aHATHUS TIPOBOAATCS B (hOpMe CEMHHApPOB; Ha HUX pa30MpaloTcs KOHKPETHBIE CUTYAIlMH U3 MPaKTUKU
3apyOeKHOTO M POCCHUUCKOTO YIPaBICHUS, MPOBOIAUTCS TECTUPOBAHUE, OOCYKIAIOTCS TOKJIAMIbI,
MPOBOAATCS ONMpockl. Ha yd4eOHBIX 3aHATHIX CEMHUHAPCKOTO THUIA 00yYarOUIHecs BBITOIHAIOT MPOPaboOTKyY
paboueil mporpaMMebl, ynemsis 0co00€ BHUMAaHHME IIEJISIM W 3ajJadaM, CTPYKType H COJIEpPKaHHUIO
JTUCIUIUTMHBL, KOHCIIEKTUPOBAHNWE MCTOYHUKOB; pabOTy ¢ KOHCIIEKTOM JICKIIHi; MOJATOTOBKY OTBETOB K
KOHTPOJIbHBIM BOIIPOCAaM, MPOCMOTP PEKOMEHIYEMOW JIUTEepaTyphl, paboTy ¢ TEKCTaMH OQPHUIIHATBHBIX
MyOIUKaIui; peleHne NPakTHIeCKUX 3a/1aHui.

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

1. JIekuus:

- npoOyeMHast JIEKIHS, TPEAroaramiias U3JI0KEeHHe MaTeprana 4epe3 mpoOJIeMHOCTh BO-
MPOCOB, 3a7a4 WK cuTyarui. [Ipu 3ToM mporiecc mo3HaHUS TPOUCXOJIUT B HAYYHOM TTOUCKE, JHAIIOTE U
COTPYZHMYECTBE C MPENOAABATENIEM B IIPOLIECCE aHATU3a U CPABHEHUS TOUEK 3PEHHUS;

- JEKIHSA-BU3YAIU3aldsl - Tojlada MaTepuaiga OCYIIECTBISIETCS CPEICTBAMH TEXHUYECKUX
CpencTB 00y4YeHHUs C KPaTKUM KOMMEHTHPOBAHHUEM JIEMOHCTPUPYEMBIX BU3YAJIBHBIX MaTepUATIOB (TIpe-
3EHTAIIUM ).

2. Cemunap:

- TEMAaTUYECKUI CEMUHAP — 3TOT BUJI CEMUHAPA TOTOBUTCS M MPOBOJUTCS C LENbIO aKIEH-
TUPOBAHUS BHUMaHHS O0y4YaIOIMNUXCA HA KaKOW-TMO0O0 aKTyadbHON TeMe WM Ha HanbOoJee BaXKHBIX U CY-
IIIECTBEHHBIX ee acnekTax. [lepen Hayanom cemMuHapa 0O0yJaroImUMCs TaeTCsl 3a/laHue — BBIACTUTH CYIIe-
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CTBEHHBIE CTOPOHBI TEMBI, MJIH e MPEnoJaBaTeslb MOXKET 3TO ClIeNaTh caM B TOM cllydae, Korja o0yda-
IOLIUECS 3aTPYAHAIOTCS MIPOCIEINUTh UX CBA3b C MpakTUKOW. TemaTndyeckuil ceMuHap yriayosieT 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 CleIyIoIie BUAbI padoT:

— npopaboTka (M3y4eHHe) MaTeprasoB JICKIUH;

- YTeHHE U TPOpabOTKa peKOMEHA0BAHHON yueOHO-METOANYECKOM INTEPaTyphI;

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

- BBITNIOJIHEHHE JOMAIIHUX 3a/laHuil B (popme Kelc-CTau, TECTOB, TBOPUYECKUX 3aJaHuil, J0-
KJIa70B, pedepaTos;

— [OJArOTOBKA NPE3EHTALMN I WUIOCTPALUU JO0KJIAaJ0B U IPEACTABICHUS PE3YJIbTAaTOB
aHaJIM3a KOHKPETHBIX CUTYallUN;

- KOHCIIEKTUPOBaHUE TIEPBOMCTOYHUKOB U YU€OHOM JTUTEPATypHI;

— MOJMOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIO 3HAHUH.

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 3aHATHSIM I10 JUCHUIUIMHE «J]e10mpon3BOACTBOY Mpearnoaraet
yMeHue paboTarh ¢ NEPBUYHON HHDOpPMAIIHEH.

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

11 epeyenb HHGPOPMANMOHHBIX TEXHOJIOTHI, HCNOJIb3yeMbIX MPHU OCYLECTBIEHUH 00pa3o-
BaTeJbLHOI0 Mpolecca Mo JAUCHHUILINHE, BKJIWYas NepedyeHb MPOrpaMMHOr0 odecrniedyeHHs] U HMH-
(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 OCYULECHEIEHUU 00pPA308aMeTbHOZ0
npouyecca

[Ipu ocBOCHMM TUCITUTUIHMHBI UCIIOIB3YETCS JTUIICH3NOHHOE MTPOTpaMMHOE 00ecTIeueHUe:
[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 JEKIIMOHHOTO THUIMA, MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHUH,
TPYNIOBBIX U UHIUBUIYaTbHBIX KOHCYIbTAIMI, TEKYIIErO0 KOHTPOIIS M MIPOMEKYTOUHOM aTTecTanuu, Ne
7-419 ¢ koMITIIeKTOM ydeOHOM MeOen Ha 36 TOCca0IHBIX MECTa;

— JUTSL CAMOCTOSITENIbHOM paboThl o0yJarommxcs - yuebnas ayautopus Ne 305, o6opynoBan-
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Has 5 paboYMMHU CTAHIUSAMU C JOCTYNOM K ceTH «/HTepHeT» W B 3JEKTPOHHYIO HH(DOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3alH, U KOMIUIEKTOM ydeOHOW mebenu Ha 29 TOCaTOYHBIX MECTa;
yaeOHas ayauropust Ne 517, obopynoBaHHasi 8§ pabodunMHU CTaHIUSAMU C JOCTYIIOM K cetu «HTepHeT» u
B AJICKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CpeAy OpraHu3alu, 1 KOMIUIEKTOM yuyeOHOl Mebe-
JM Ha 12 mocago4yHbIX MeCTa;

- JI0CKa ayAUTOpHAs;

- npe3enTtauu B Power Point mo temam kypca «J{oKyMeHTaIllMOHHOE 00CCIICUCHUE YITPaB-
TICHUS;

- MYJIbTUMEIHIHOE 000pyIoBaHue (HOYTOYK, IPOEKTOP, TEIEBU30D).
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