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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucuntuiabel «OCHOBBI JICIOMPOU3BOJACTBAY SBISETCS (DOPMUPOBAHHE y OO0YYArOIIUXCS
3HAHUN O JJOKYMEHTAI[MOHHOM 00€CNeUeHUN YIPaBIIEHUs, HOPMAaTUBHO-METOANYECKOM 0a3bl AeI0npous-
BOACTBaA, I[OKyMeHTOBCI[‘ICCKOﬁ TCPMUHOJIOTUH, A3BIKC CJIy)KGGHOI‘O AOKYMCHTA, TCXHOJIOIUAX pa60TbI C
JOKYMEHTaMHU, a TaK)Ke METOANKOMN UX 0(hopMIIEHUS, COCTaBICHHUS, TPABKU U PEAAKTUPOBAHUSI.

OcHOBHBIE 33]1a4H Kypca:

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

- u3ydeHue TpeOOBaHUS K  COCTaBICHUID U
pacnopsAUTEeIbHON JOKYMEHTAINH;

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

- U3YyYEHHE MPOLEAyp OpraHU3alMi XpaHEHUS JAOKYMEHTOB, BKJIIOYAs HMX HaJJICKAIIYIO
MOATOTOBKY K Tepefjaue Ha apXMUBHOE XpaHEHUE B FOCYJapCTBEHHBIN WU BEIOMCTBEHHBIN (IO MPUHA/I-
JICKHOCTH MPEANPUATHUS) APXUB.

oQOpMIIEHHIO  OpraHU3alMOHHO-

2 TpeGoBaHus K pe3y/IbTaTaM OCBOEHUS M CHUTIINHBI

[Tpouecc n3yueHust AUCUMILUIMHBI HAIIPABJICH Ha ()OPMUPOBAHUE CIIECTYIOLIIX KOMITCTCHITUI

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

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

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

Kon [Inanupyemsle pe- Konx n HanmeHoBa- [Inanupyemslii pe3ynbTaTt Konx noxka-
KOMIIETEHIIUH | 3YyJIbTaThl OCBOCHUS HUE UHIUKATOPa o0yueHus 3arens
o0pa3oBaTesIbHOI JOCTUKEHUS TIPO- 10 TUCLUIUINHE OCBOEHUS
IIPOrPaMMBI (beccuoHanbHON
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 CTaHIApTHU3ALUU B
JEHUST  JIeIOTIPON3BO/I-
CTpaLUIO KOPPC- | crga, cucremoii 3am- | 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-
TO0OOPOTa B OPraHU3ALMSIX;
— TIEpeUYeHb MU CTPYKTYpY 3(IK-3)5
OpPraHM3aIMOHHBIX U pacro-
PAOUTENBHBIX JOKYMEHTOB;
— OpraHu3alUI0 MEXBEIOM-




Kon [Inanupyemsle pe- Kon u HaumenoBa- [Inanupyemslii pe3ynbTaT Kon moka-

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

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

Ymersn:
— paspabateiBath mpoektsl | Y(IIK-3)1
YIIPABJIEHYECKON  JIOKyMEH-
Taluy,

— anammsuposath u BHen- | Y (IIK-3)2
PATH  YIIPABIEHYECKYIO JI0-
KYMEHTAIIHIO; Y(IIK-3)3
— ONTUMH3HPOBATH  JOKY-
MEHTOOOOPOT B OpPraHM3aly-
X, 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  (IIPOM3BOJICTBEHHOI)
NEeATEIbHOCTH 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
OTHOILICHUN B OCHOBHOI 00pa30BaTeNbHON MporpaMme, ee u3ydeHue 0azupyercs Ha 3HAaHUU COBOKYITHO-
CTH TaKUX IUCUUIUIMH, KaK «DKOHOMUKa», «Pycckuil s3bIK M KyJabTypa peun», «Teopus ynpaBieHUs»,
«Pa3paboTka ynpaBiIeHYECKHX PELICHUI Jp.

3HaHUSI, YMEHHUS U HaBBIKU, TIOJyYEHHbIE 00YYaIOUIMMUCS B XOJ€ U3y4eHHs Kypca JUCIIUIUINHBI,
MOTYT OBITh MCIIOJIb30BaHbI ISl TPOXOXKIACHUS MPEIUITIOMHON NMPAKTUKH, @ TAaKXKe JUIs MOATOTOBKH BBI-
MyCKHOW KBaJIM(PUKAITMOHHOM pabOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuit nian OUCUUNIUHDL
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Tema 1 «OcHOBHBIE MOHSATHUS U OMpeeIie-
Huckyccus,
HUS JIOKYMEHTAI[HOHHOTO OOecreueHHs 6 4 4 2 et
YIIPaBJICHUS
Tema 2 «JlokyMeHTalMoHHOE oOecreye-
Hoxy H 6 4 4 2 Ompoc
HUE JIETTIOBOTO OOIIEHUS
Tema 3 «Dopmyisap-oOpaser] opraHu3aim- Tuckyccns
OHHO-PACHOPSATUTENLHOTO IOKYMEHTA. 6 4 4 2 Te};T ’
OOm1re cBeIeHUs O PEKBU3UTAX)
Tema 4 «Cucremaruzanus U XpaHeHHE [TpakTuue-
YIPaBICHYECKUX JOKYMEHTOBY 6 4 4 2 CKOE 3aHsi-
THE
Tema 5 «IIpaBuna opopmieHus 61aHKOB 6 4 4 5 Huckyccusi,
JIOKYMEHTOBY TECT
Tema 6 «Cocrapienne u 0ohOpMIICHHE TTH- [TpakTuue-
cem» 6 4 4 2 CKOE€ 3aHs-
THE
Tema 7 «IIpaBuna opopMII€HUSI OCHOBHBIX
Huckyccus,
BHJIOB OpraHU3aI[MOHHO- 6 4 4 2 TecT
pPacHopsSANTENbHBIX JOKYMEHTOBY
Tema 8 «Odopmienue opraHu3alMOHHO- [TpakTuue-
pacnopsAUTEIbHON JOKYMEHTALUN 6 4 4 2 | cKoe 3aHsi-
THE
Tema 9 «IIpaBuna opopmiIeHHUST OCHOBHBIX
Huckyccus,
BUJIOB CIIPABOYHO-MH(POPMAIIMOHHBIX J0- 4 2 2 2 TecT
KYMEHTOBY
Tema 10 «CocraBnenue u ohpopmieHue [IpakTuue-
WH(POPMAITMOHHO-CIPABOYHON TOKYMEH- 4 2 2 2 CKOE€ 3aHsI-
TaIum» THE
Tema 11 «Opranuzanmsi JTOKyMEHTO00O- Tuckyceus
poTa B opraHax rocyAapCTBEHHOW BiacTu 4 2 2 2 TeyCT ’
Y MECTHOT'O CaMOYITPABIICHUS
Tema 12 «OdopmieHre JOKYMEHTOB 110 IIpaxTuue-
JTUYHOMY COCTaBY» 4 2 2 2 CKOE 3aHsI-
THE
Tema 13 «AHanu3 coCTOSHHE TOKYMEHTO- 4 2 2 2 | Huckyccus




000poTa Ha IPEATIPUSITHI)
Tema 14 dopmupoBanue 06a3 NaHHBIX U Omnpoc,
aHaJIu3 IOKyMEHTO000pOoTa 4 2 2 5 paKkThye-
CKOE 3aHsI-
THE
JuddeperurpoBanublii 3a4eT
Becero | 72/2 | 44 | 22 | 22 28
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Tema 1 «OcHOBHBIC TTOHSATHUS U OMpeEie- Juckyceus
HUS JTIOKYMEHTallMOHHOTO OOecreyeHus 4 2 2 2 Te};T ’
YIPaBICHUS»
Tema 2 «JlokyMeHTaImoHHOE oOecreye-
JToxy i 4 2 2 2 Onpoc
HHE IEJIOBOTO OOIIEHUI
Tema 3 «Dopmynsap-oOpaser] opraHuzaiu- Tnekyceus
OHHO-PacCHOPSAAUTEILHOIO JOKYMEHTA. 4 2 2 2 Te}:}T ’
OO011ue cBeIeHNs 0 PEKBU3UTaX)
Tema 4 «CuctemaTuzaius 1 XpaHeHue [TpakTuue-
YIPABICHUYECKUX IOKYMEHTOBY» 4 2 2 2 CKOE€ 3aHs-
THE
Tema 5 «IIpaBuna opopmienus G1aHKOB 6 5 5 4 Huckyccusi,
JIOKYMEHTOB» TECT
Tema 6 «Cocrapienne u 0ohOpMIICHHE TTH- [TpakTuue-
cem» 6 2 2 4 CKO€ 3aH/-
THE
Tema 7 «IIpaBuna opopMIIEHUST OCHOBHBIX Juckycens
BUJIOB OPraHU3alliOHHO- 6 2 2 4 TeyCT ’
pacnopsIIUTENbHBIX TOKYMEHTOBY
Tema 8 «Odopmnenue opraHn3auoOHHO- [TpakTuue-
pacIopsIUTENIbHON JOKYMEHTALIMN» 6 2 2 4 CKO€ 3aHs-
THE
Tema 9 «IIpaBuia opopMIeHHST OCHOBHBIX Tnekycens
BUJIOB CIIPAaBOYHO-MH(POPMAIIMOHHBIX J0- 6 2 2 4 TeyCT ’
KYMEHTOBY
Tema 10 «CocraBnenue u opopmiieHne [TpakTuue-
MH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEH- 6 2 2 4 CKO€ 3aHi-
TaIAN THE




Tema 11 «Opranauzanus JOKYMEHTO00O- 5 1 1 4 Huckyccus,
pOoTa Ha MPEIIPUSTUIX TECT
Tema 12 «OdopmiieHre TOKYMEHTOB 110 [IpakTuue-
JINYHOMY COCTaBY» 5 1 1 4 CKO€ 3aHs-
THE
Tema 13 «AHanu3 cocTosiHUE TOKYMEHTO- 5 1 1 4 | Inexyceus

000pOTa Ha MPEINPUATHI

Tema 14 ®dopmupoBanue 0a3 JaHHBIX U Omnpoc,

aHaIN3 JJOKYMEHTO000pOTa s 1 1 4 | TpakTHe-
CKOE 3aHs-
THE
JuddeperurpoBanublii 3aueT
Beero | 72/2 | 24 | 12 | 12 48

4.2 Coodepircanue oucuyuniunsl

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

JIOKYMEHT U CUCTEMBI JOKYMEHTAllUU. 3HAYEHUE COBPEMEHHOI'0 JOKYMEHTUPOBAHUS B YIIPABJICH-
yeckol nesrenbHocTH. HopmaTuBHO-IIpaBoBasi 6a3a persiaMeHTUpyrolas JAesIonporu3BoACTBO. DYHKIMU
nokymeHToB. Exunas rocyaapcrBeHHas cucrema jenonpousBoictsa (EI'CH). YuuduuupoBanHsle cu-
crembl JokymeHTtauuu (YC/). Knaccuduxanus nokymeHToB. YpaBieHuecKast JOKyMEHTalus: TpeboBa-
HUS K COCTABJICHUIO U O(hOPMIICHHIO.

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

Bonpocwl 0na camoxonmpons:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIaMeHTUPYIOTCSI OCHOBHBIE TEPMUHBI B 00JIaCTH JEJI0-
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 ycTaHaBIMBAETCs MPABOBOM PEXXUM CO3JaHUsI, XPAHEHUS U UCIIOIb30BaHUS
MH(OPMALMOHHBIX PeCypcoB?

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

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

8. Uto moHnmaercs no noJn(yHKINOHAIBHOCTBIO IOKyMeHTa?

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 yuuThIBaETCS MPH MPOBEACHUN YHUPHUKAIIUH 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 npencrasinsier coboit YC/I u kakue aelictByrouiue B Hameil crpane Y CJI Bbl 3HaeTe?




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

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

Bonpocwt ons obcyscoenus:

1. Onpenenenne OCHOB JOKYMEHTUPOBAHUS yIIPABIECHUYECKON AESITEIbHOCTH.

2. SI3pIKOBBIE HOPMBI OUIIUAIBHBIX JJOKYMEHTOB.

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

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

5. UccnenoBanue npuéMoB YHU(PUKALIUHU S3bIKA CITYKEOHBIX TOKYMEHTOB.

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

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

Jlexyus

YnopaBneHuyeckass JOKYMEHTallUs: TpPeOOBAaHHUA K COCTaBICHHI0O M OQopMIIeHHIO, (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 CO3aHuA 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-o6paszuom OP/1?
. MoryT 111 Ha MOJSAX TOKYMEHTa pacrojiaraTbCsi Kakue-ITu00 PeKBU3UTHI?
. Kakoit MakcuManbHbIi cOCTaB peKBU3UTOB YCTaHOBIIEH (GOPMYIIPOM-00pa3om?
. CKOJIbKO TOJI05KE€HUH Ta0yIaTOpa UCHIOIB3YETCs MPU O(POPMIIEHUN PEKBU3UTOB?
. Kakue pekBU3UTBI OTHOCATCS K OCTOSTHHBIM?
. Kakue pekBU3UTHI ABISIOTCS 00s3aTEIIBHBIMU?
. CKoJbKO cyliecTByeT crioco0oB 0(opMIIEHUS] pEKBU3UTOB?
. UTo xapakTepu3yroT JONOIHUTEIbHbIE PeKBU3UTEI OP/?
10. YeM npo10J1bHBINA BapuaHT PacIONOKEHHs] pEKBU3UTOB 3ar0J0BOYHON YacTH OJIaHKa OTiIHYa-
€TCsI OT YTJIOBOTO?

O 00 1IN DN K W —

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

Tema 4 «CucreMaTu3anus U XpaHeHHe 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 opopmiieHnst 0JIAaHKOB JOKYMEHTOBY»
Jlexyust

CocrtaB peKBU3HUTOB. bilaHKK JTOKyMEHTOB: JUIsSl TTMCbMa W OOLIHI OJaHK ISl IPYTUX BUJIOB JOKY-
MeHTOB. OdopmiieHne pekBU3UTOB. TpeboBaHUS K OGOPMIICHHIO PEKBU3UTOB OpPraHU3AI[MOHHO-
pacropsaIUTEIbHBIX TOKYMEHTOB, CIIPAaBOYHO-UH(POPMAIIMOHHOHN ¥ 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 PETUCTPAIIMOHHBIA HOMEp W JIaTy MOCTYINHUBIIETO J10-
KYMEHTa; MECTO COCTaBJICHHS (M3/JaHUs) JOKYMEHTA; TpHU{( OTrpaHUYCHHS IOCTyNa K JOKYMEHTY; aape-
car; rpud yTBEp)KICHUS JOKYMEHTa; 3arojIoBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O MPHIIOKCHHH,
rpud cormacoBaHHs TOKYMEHTa; BU3a; MOJIIUCEH; OTMETKA 00 3JICKTPOHHOM IMOANKCH; ITIe4aTh; 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 IPaBo U300paxaTh Ha OJIaHKaX CBOMX JIOKyMEHTOB I'ocynapcTBeH-
HbI TepO Poccuiickoit @eneparun?

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

3. Uemy 10JIKHO COOTBETCTBOBATh HAMMEHOBAHUE BHJIA IOKYMEHTA, IPUBOAUMOE B OJIaHKE KOH-
KpPETHOTO BHJIa JOKYMEHTa?

4. Kakue cniocoObl opopmieHus pekBU3uTa «/lata JokymMeHTa» BbI 3HaeTe?

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

6. Beerna nu Ha G6i1aHKe JJOJKEH NMPUCYTCTBOBATh PEKBU3UT «MecTo cocTaBIeHUs WM U3aHUS
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. KakoBblI cocTaBHbIe YacTu pekBU3UTA «[ pud yTBEpKACHUS TOKyMEHTa»?

10. Kakumu criocobamu MOXET 0POPMIISATHCS PEKBU3UT «Pe3omronusi»?

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

12. B kakux ciryyasix TeKCT OQHUIHMATBHOTO TJOKYMEHTa MOKHO O(POPMIISTH 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 MOKET OCYIIECTBIIATHCS BHELTHEE COTJIAaCOBAHUE U KaK 3TO 0(opMIIseT-
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'me mpocraBsieTcss OTMETKA O 3aBEpPEHUH KOIIUM U Kak OHa oopmisiercs?

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

20. Yro BXOIUT B cocTaB pekBU3HUTa «OTMETKA 00 UCIIOIHEHUH JOKYMEHTA U HAIIPABJICHUHU €T0 B
neno»?

21. Ha kakux JOKyMEHTax MpocTaBiisieTcsl peKBU3UT «OTMETKa O MOCTYIJIEHUU IOKyMEHTa 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 cii. JaHHBIM:

WHCTUTYT TOYHBIX MPUOOPOB MOCHUIAET TUChMO — npurnamenue nupekropy LIHUU «[Ipomereii»
Koncrantuny CepreeBuuy ¢ MpUIialieHUEM [IOCETUTh MEKIYHAPOIHYIO CIIEHUAIN3UPOBAHHYIO BbICTaB-
Ky «DKOHOMHMS MaTe€pUalbHBIX U TOILIMBHO — SHEPIE€THUYECKUX PECYPCOB B CTPOUTEIBCTBE U MPOMBIII-
JICHHOCTH». BpIicTaBka coctoutcs B . MOCKBa B MaBUJIbOHE BBICTABOYHOTO IieHTpa Ha KpacHoi [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 nHctutyra Tounbix npudopos 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 TedeHHE 2-X HeAedb C MOMEHTA MOCTYIUIEHUS
JICHEKHBIX CPEJICTB Ha pACUETHBIN CYeT.

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 nonurpaguueckuii TEXHUKyM coob1aer nupektopy mkoiasl Ne 12 B.C. AHTOHOBOI
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. IupeKkTopa Jenapramenta CeepukoBa A.B. yBenmoMui pykoBOACTBO aeTckoro cana Ne 1586 o towm,
YTO B CBSI3U C PA3BUTHEM MPEANPUHUMATEIIHCTBA 37aHUE JIETCKOTO Cajla JOJDKHO OBITh TEpEeNaHo s
TEXHUYECKUX HYXK/]I JenapTamMeHTa.

UcnonauTenem BacunbeBoit 1o mopydeHuto qupektopa aetckoro caga Ne 1586 FOro-3amagnoro
OKPY)KHOTO yIIpaBJieHHs] 00pa3oBaHus T. MOCKBBI, PaclONIOKEHHOTO Ha MpocrekTe MUudypuHCKOM, JOM
22 r. MockBBI, OBUTO COCTaBJIEHO MHUCHMO, aIPECOBAHHOE OTAENY nuceM Mapuu MOCKBBI TIO ajipecy: T.
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Mocksa, yn. TBepckas, 13, B koropom aupektop nerckoro caga Ne 1586 O.A. AGpamoBa mpocuia 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 JlemapTameHT.

Curyanus 2.

[Ipencenarens mpaBneHus akuoHepHoro 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 paccMOTpETh BONIPOC O MPEIOCTABICHUU
B murensHyro apeHny AKb « TOPI'TIPEJIBAHK» pa6ouunx miomazeit — 180 kB. M 1o pa3MenieHue oT-
JieNeHust OaHKa.

ITucemo ObT0 cocTaBiieHo ucnojHuTeaeM A.M. TlomnecHoi Ha TOKHOCTHOM OJIaHKE Tpecea-
TeJs mpaBieHus 0aHKa U oAMucaHo 24 MapTa TEKyIIero roja.

Curyanus 3.

Ucnonautenem M. 1O. IlonsikoBoi no nopyyeHuto HauaibHUKa oTAena mapkeTuHra IIAO «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 0110 COCTaBIECHO MUCHMO B aJI-
pec OO0 «/leno», TexuuueckoMy nupekTopy A.M. MsarkoBy 00 OTIpaBKe JOKYMEHTAIIMU CIIETYIOLIETO
conepkanusi: «Hampasnsiem HeoOxonuMmbeie Bam JOKyMEHTHI, cojepiKkaiire WHGOPMaIHI0 O LEeHE KOM-
IUIEKTAa HAYYHO-TEXHUYECKOM NOKYMEHTalluM Ha XOJIoAWIbHOE oOopynoBaHue. [Ipeasnaraem BbIcaaTh
TEXHUUYECKYIO JIOKYMEHTAIMIO Ha 3apyOe)KHbIe aHAIOTHU XOJOAWILHOrO oOopyaoBanus. [Ipu npuHsATHH
MOJIOKUTEIBLHOTO PEIICHUSI O 3aKyIKe 000pya0BaHus TpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE THUCHMO
pykoBoauTtento otaena cobita HaymoBy C.IL». JlaHHBIM THCHMOM CONPOBOXKJANach crienu(UKaIus 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(pOpPMAIMOHHbBIE MHCbMa AMPEKTOpaM IIKOJI ropoja ¢ cooOIIeHneM 00 OTKPHITUM B HOBOM Yy4eOHOM
roqy AByX (hakyJabTETOB: COBpEMEHHbIE MH(POPMAIIMOHHbBIE TEXHOJIOIMH U Iopuandeckuil. B muceme co-
00I11aI0Ch TaKXKe O TOM, YTO IIpaBUjIa MPUEMa Ha yKa3aHHbIe (pakynbTeTsl oouue. [Tucbmo 6610 cocTas-
neHo ucrnonnuteneMm CtenaHoBol U noanucano gupekropom JIL.b. MapteiHiokom 15 mapra Tekyiiero 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 mnocrtaBke mnpoaykuuu» noctaBute  AO
«CAHIEPEJITIA» (Mocksa, Kpacnoropckas yiu., 1. 32, 111123, Ten./dgakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedyeHue Mmecsla KOxaHyl0 QypHUTYPY
Ha o6mryro cymmy 150 000 py6ueit. daktudecku xe GypHUTYpHI ObLTO ciaHo Ha cymmy 120 000 pyOneit
U HeJloNoCcTaBlIeHo npoaykiuu Ha cymmy 30 000 py6uieit. CoryiacHo 1.8 J0roBopa 3a HeI0IOCTaBKY Ipo-
OYKIMKM JOJKHA OBITh yIUIadeHa HeycToilka B pasmepe 5%, YTO OT CyMMbl HEJOMOCTABKH COCTaBUIIO
1500 pyGneii.

Hupexrop AO «CAHIAEPEJUIA» B.JI. ®enoposa obpatunace k gupexkropy OOO «Ilepras dabd-
puka» O.J[. CoxonoBy ¢ mpock00ii MepeUrcIuTh Ha UX PACUETHBIN cueT ykazaHHyo cymmy (1500 pyo0.).
B mpotuBnom cnyuae AO «CAHIAEPEJUIA» OyaeT BoIHYXI€HO 00paTUThCS B rocapouTpaxk. [Iucbmo o
HE/IOMOCTaBKe MPOAYKIUH ObUI0 cocTaBieHo ucnonnuteneM P.T. FOaunoit n noanucano ®enoposoii 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. CmMupHoB obpatuics k [ TaBHOMY penakTo-
py xypHana «/leno» B.W. [loneBomy ¢ mpock0oii pazmMecTuTh pexiamy npoaykiuuu AO «AHTypuym» B
ouepeTHOM HoMepe kypHasa. O0beM peKIaMHOro Marepuana — 2 nmonockl. Omiata myOauKauu rapaH-
TupoBasack. [IucbMo 0 pazMemieHun pexiambl ObUIO cocTaBieHo ucnoiaureneM JILU. [Tucapesoi, moa-
nucano AupekTopomM A.P. CMEUPHOBBIM U TJIaBHBIM Oyxrantepom B.A. AHTOHOBOIA.

Curyanus 7.

[Ty6auaHbIM akImoHEpHBIM 001ecTBOM «Bocxomy» (109176, Mocksa, yi. [Tonesas, .14, 0.324)
ObU1 odopmiieH 3aka3 Ne 7 Ha MOCTAaBKY MPOJYKIIMU B COOTBETCTBUU C 3aKIIOYEHHBIM JIOTOBOPOM O T1O-
craBkax oT 13.06.2013 Ne 12 u nanpasnen B aapec [TAO «/Iuamant» (114000, Mocksa, yi. [Ipoctopnas,
a. 25, od.14, Ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnako I[TAO «J/luamanT» HE cMOIJIO B yYKa3aHHBIN 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 «Bocxon» o mepeHoce CpoOKOB UCTIOIHE-
Husg 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takxke orMmerui 4to [TAO «/IuamanT» cormacHo
B T€UEHHE 5 JHEH BBHIIIATUTh HEYCTOMKY B COOTBETCTBHH C 11.4.2 3aKIIOYEHHOT'O JOrOBOpa O MOCTABKAX.
[TuceMo ObLT0 cocTaBiieHo ucnonautenaeM A.JI. CMUPHOBOI U MOANKCH 3aBepeHa MeYaThI0 OPraHU3aIIHH.

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 rojga. OnHako B cBs3u ¢ TeM, uto OOO «Jlura» He pacnosarajgo JOCTaTOUYHBIMM ILIOLIAASIMU
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 TUIOIIA/IA U TapaHTUEN OILIATHI.

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

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

OpFaHI/BaHI/IOHHLIe JAOKYMCHTHI, ITIOHATUC, OCHOBHBIC CTPYKTYPHBIC 3JICMCHTEI U IIpaBUJIa Oq)OpM—
JICHUA PCKBU3WUTOB PaCHOPSII[I/ITCJ'II)HBIG AOKYMCHTBI: ITOHATUEC, CYIITHOCTD, (1)yHKHI/IOHa.TII>Ha$I 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, paClnops>KCHUC, IMTOCTAHOBJICHUC, YKA3aHHUC, 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 opopmisieTcss oTMeTKa 0 HaTM4UK NPUIIOKEHUS B pacIIOpIUTEIbHOM TIOKyMeHTe?
. Kakue opransl npuHUMarOT MOCTaHOBJIEHUE?
. Uto 03HavaeT n1ara B paclopsAUTEIIBHOM JOKYMEHTE, IIPOCTABIIsAEMas B 3ar0JIOBOYHON 4YaCTH
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omanka?

10. B kakoit ¢hopMe U31a10TCS COBMECTHBIE PACTIOPSATUTEIBHBIC IOKYMEHTHI?

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 M3JAI0TCS PaCIOpsKEHUE U yKa3aHHUe?

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

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

3aoanue 1

Odopmurts 3asBieHre Kaccupa 3aBoja «CBeT» ¢ Mpocb0oil MpeoCcTaBUTh YICHUYECKUN 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 3amanus Ne 1.

[Tpuxaz Ne 65k ot 05.03.20  «O npenocTaBieHUH YYEHUYECKOTO 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.11. iBaHOBHOI.

[IpoctaBuTh BU3y corjacoBaHus HadaibHUKa oTnaena kaapoB O.A. CepreeBoil M OTMETKY 00
03HAKOMJICHHUU C MpUKa3oM VIBaHOBOIA.

3adanue 3

OdopMUTh MpHKa3 IO OCHOBHOM AESITETbHOCTH.

B coorBerctBuu ¢ Pacnopsikennem Munuctpa ot 04.03.20  Ne 115 «O0 ycuieHun npoTHBOIO-
KapHOI 6€30MaCHOCTH M YCUJIEHUH OXPAaHbI B NEPHO/ MTPa3JHUYHBIX JHEH» cocTaBUTh mpuka3 Ne 245 ot
06.03.20  m3panHbI nupekTopoM HaydHO-ITpOM3BOACTBEHHOrO 00beINHEHHS «ATponpubop» r. Mock-
Bbl M./]. ["aJIKUHBIM.

B pacnopsiantenbHON 4acTy BBIAETUTH 4 IyHKTA:

1. O6 opranuzanuu yOOpKH TEppUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUSL DJIEKTPOIIPOBOAKI

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

4. KoHTpomb 32 MCIOJIHEHUEM BO3JIaraeTcsi Ha riaBHOro nHxeHepa oobeaunenus I1.P. XKaposga.

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 oTMETKY 00 ucnonaurene. Mcnonuurenem sisisiercs ConosneBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacnopsixerre Ne 137 ot 10.03.20  rmaBHOrO HHKeHEpa MOCKOBCKOIO CTaHKOCTpPO-
utenbHoro 3asojaa «Texmamn» .M. Connuesa «O BHenpenuu crangapra OPJ[ CTII 02-601» na ocHoBe
MPEeIJIOKEHHBIX 00pa3I0B B MPHUIIOKEHUU 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 o u3ydenuto CTII 02-601 co cmenmanucTtamMu M HHKEHEPHO-
TEXHOJIOTUYECKHUM IepcoHajoM (¢ ykazanueMm «Komy» u ¢ Kakoro ymcrna)

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

4. KoHTpOJIb 32 MCIIOJIHEHHEM PACHIOPSDKEHUS BO3JIOKHUTh Ha 3aMECTUTEINS UPEKTOPA IO OOIIUM
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 npomoKoavl U aAKmMbl, He0OXO0OuUMble 8 CAe0YIOUUX

VIPABNEeHYeCKUX 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., Autonos I1.JI., Illen-
tTyHoBa B.I'., Tumodeer A.A., Crynosa M.U.

Ha 3acemanuu o6cy»)nanochk n1Ba Bompoca: o xojae pekinamuoi kammanuu B LI kBaprane 20 1. u
0 Iepexo/ie Ha HOBYIO CUCTEMY BBIIIAThl IPEMHUAIIBHBIX.

[To mepBoMy Bompocy ciyliaidu COOOIIEHHE HadajdbHUKa oThena pexsiambl BocrpsikoBa C.T.,
TEKCT cOOOIIeHUsI KOTOporo Obl1 nepeaan cekperapro 3aceganus H.Jl. benosoii. [Toatomy xe Bompocy
BBICTYNHJI GUHAHCOBBIN aupekTop TumodeeB A.A., KOTOPBIH 0J00pHI YBEIUYCHHUE PACXOJI0OB HA HAPYK-
Hy!o pexiamy B III kBaprane 20 r. Ha 5%.

I[To BTOpomy Bomnpocy caenan coodmenue CtynoB M.U. u TeKCT coOOIIEHUsT TaKKe TiepeIai CeK-
perapto. Ilo manHOMy >xe Bompocy BbicTynwin AHTOHOB I1.JI., HauanbHUK OTHENa KaJapoB, U Jlebenes
WN.M., nupekrop no nponaxam. [lepBblii 0100pua HOBYIO CHCTEMY BBIILIATHl IPEMUATIBHBIX U PEKOMEH-
JI0BaJl MOATOTOBUTH HeoOXoaumble TokyMeHThl K 01.09.20  r.  Bropoii npemioxui 1opadotaTh HOBYIO
CUCTEMY BBIILIAThl IPEMUAIBHBIX U PEKOMEH/I0BAJ IIPOBECTU I'OJIOCOBAHUE 10 JAHHOMY BOINPOCY Ha 00-
IIeM COOpaHUM TPYAOBOTO KOJJIEKTUBA.

B utore 3acenanus ObLTM MPUHATHI cleayomue pemenns: 1. Onodoputs padoTy oTaeNa peKiIaMbl
B I kBaprane 20 r. 2. IIpoBectu ob1iee cobpaHue TpyA0BOTO KOJJIEKTHBA 110 BOIIPOCY 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 npencenatens O.A. PymsHiies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBera IUPEKTOPOB, HA KOTOPOM
npucyrctBoBayin cienytomue wiensl Cosera: [lomo W.II., UBanos U.M., Cumopor C.C., YcTunoBa
V.V., ®enopos @.d. B cBs3u ¢ HanmuuueM KBOpyMa 3aceiaHue OblUTo MpU3HAHO MpaBoMoYHbIM. Ha 3ace-
JlaHKE BBIHOCUJICSI BOIPOC 00 OIpeeeHNH PHIHOYHOM CTOMMOCTH pa3MeIlaeMbIX OOIIECTBOM JOMOIHU-
TenbHBbIX akuui. Ilo nanHoMy Bompocy 3aciymand Pegoposa O@.D., KOTOPBIM MPEITOKUI ONPENEIUTD
PBIHOYHYIO CTOMMOCTh pa3MelIaeMbIX OOIIECTBOM aKLUN MyTeM 3aKpbITOW MOJAMUCKU JOMOJIHUTEIbHBIX
akuuit B pazmepe 10 000 (mecatu Teicsay) pyO. 3a akiuio. 3acegaHue MOCTAHOBUIIO YTBEPAUTH MPEAIo-
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 oT4eTa 3a 20 T., Ha KOTOPOM MPHUCYTCTBOBaIO 6 denmoBek. C coOoOIeHHEeM BhI-
crynuina Oyxrantep CypkoBa A.M., KoTopasi OTMETHIA, YTO PAOOTHHUKHU TPYIIILI y4eTa UMEIOT BCE BO3-
MOYXHOCTH JJISI 3HAUUTEITLHOTO COKPAIEHUs CPOKAa COCTABJICHHS TOJI0BOTO OTYETA, U YTO TOJAOBOM OTUET
3220 T. MOXET OBITh IPEJCTABIICH TPYMIION yueTa Ha 3 JTHS paHbIlle YCTAHOBIEHHOTO CPOKA.
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B o6cyxnennn gannoro Bonpoca Beictynuian E.H. Kportos, rimasusiii 6yxranrep, u I'.A. Illy6una,
oyxranrep. KpoToB coolmimt o ToM, 4T0 UM pa3pad0TaH HOBBIN rpaduk padoT MO COCTABICHHUIO T'OI0BO-
ro OTYeTa, MPH YCIOBUU BBIOJHEHHS, KOTOPOTO BCEMH PaOOTHUKAaMHU TPYMIBI y4eTa, FOJOBOM OTUET
MOKHO COCTaBUTh U C/IaTh Ha 4 JqHS paHblie ycTaHoBleHHoro cpoka. I A. Illy6una otmeruia, 4ro ao-
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,
€CII Bce PaOOTHUKHU OyIyT BBIIOJIHATH YIUIOTHEHHBIH IpaduK pabOTHI.

B urore 3acenanus ObLI0 pEHICHO MPEICTaBUTh MOJO0BOM oTUeT 3a 20 T. HA YeThIpe JIHS paHbllle
ycTaHoBJIeHHOTO cpoka, T.e. 00.00.20 . m mpoBecTH aHAIU3 TOJOBOTO OTYETA C IEIbIO BHISBICHUS pe-
3epBOB, HEOOXOJUMBIX JUIS YCHEIIHOTO BbIMOJNHEHUs MmiaHa 3a 20 1. 3acemaHue Bena mpeicenareib
K.M. JleBamoga, nporokonuposain cekperapb 1.B. Xomsakos.

3aoanue 6. Cocmasbme u oghopmume axmol.

Curyanus 4.

Komuccus noa npeacenareabCcTBOM HadalbHUKA TEXHUUECKOHM rpynnbl A.A. BoyioBoro u 4ieHoB
komuccuu bopucoBa M.IO., HauanbHUKA aIMUHUCTPATUBHO-XO3HCcTBEHHOTO otTaena, CmvupHosa JLIL.,
oyxranrepa, u PomanoBoii LK., opuc-menemkepa, AO «JIeoHTHS» HA OCHOBAaHUU JOKJIIAJIHON 3alTUCKU
oduc-menemxepa N.K. Pomanosoit 11.07.20  r. nmpoBena npoBepKy TEXHHUUYECKOTO OCHAIICHUS MPHEM-
HOM T'€HEepaJbHOI'O JHUPEKTOpa U IpHU3HAJIa HETOJHBIMM JJI SKCIUIyaTallud KOMUPOBAJIbHBIN ammapar
Xerox 345(1 mrt.), mpeaep (uaB. Homep 367, 1 m.), dpakc 47823 (1 mt.). [Ipu3HaHHAS HENPUTOTHOM JIJIs
SKCIUTyaTallii TEXHWKa 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 ocHoBaHHM Tipukasa gupekrtopa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O cOBepIIEHCTBOBAHNUHU JOKYMEHTAIIMOHHOTO o0OecrnieueHus nesteabHocTH AO «MeacepBucy B co-
craBe: npeaceaarens 3yauHou O.[]., 3aB. kaHuenspuent, uieHoB komuccuu Tokapesa H.JI., 3aB. nmpous-
BOJICTBEHHBIM oTJiesioM, I1aBnoBoit B.E., 3am. ri1. Oyxranrepa, Anexcanaposa 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 IpoOBEpKY COCTOSHUS PabOTHI ¢ TOKYMEHTaMH B OT/AeJIe MapKe-
TUHTa. B pe3ynbrare npoBeeHHON MPOBEPKU OBLIO YCTAHOBJIEHO, YTO B OTENIE€ HECBOEBPEMEHHO (op-
MHUPYIOTCA B JI€JIa UCIIOJHEHHBIE JTOKYMEHTHI, 3aTOJIOBKH JIEN 3a4acTyl0 HE COOTBETCTBYIOT 3aroJIOBKAM,
MIPEelyCMOTPEHHBIM HOMEHKJIATYpOll Jie)l, OTCYTCTBYIOT J[Ba Jiesia ¢ epenuckoi 3a 20 1., He mpoBeJeHa
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, CBUACTEILCTBYIOINE O HAPYIIEHNUHN IEHCTBYIOIINX HOPMATUBHBIX JOKYMEHTOB B
o0yacTy opraHU3aluy JOKYMEHTAllMOHHOTO obecrieueHus ynpasieHusd. [1o yctaHoBIeHHBIM (hakTam ObLT
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-ii — B geno 01-09. AT BCTynuia B CUily ¢ MOMEHTAa YTBEP)KJIEHUS JUPEKTOPOM
MIPEeANPUSATHS.

Curyanus 6.

17 ssHBaps TeKylIero roja B aJpec 3aBoja 110 PEMOHTY YacOB U IOBEIMPHBIX M3/€IHil nmpuoObLIa
MOCBUIKA C 3aBOJA-TIOCTAaBIIMKA, MPU BCKPHITUM KOTOPON OBLIIO OOHApPYKEHO OTCYTCTBHUE JBEHAIIATH
KOPITYCOB Il YacOB Mapku «MOJHMSI», YUCIUBIIUXCSA 10 HakIaaHoi Ne 18 oT 24 okts0pst npeabiyie-
ro roja. Jlns moATBep:KIeHUs TaHHOTO (paKTa Ha OCHOBAHUU IMpHKa3a qupekTopa 3aBoja Ne 12 ot 18 su-
Bapsl TEKYILIEro roja Oblja cO3/aHa KOMUCCHS IOJI MPEACEAaTeNbCTBOM HavyalbHUKA OT/JeNIa CHA0KEeHUs
Kapnenko E.I1. u wienoB komuccun nuxxkenepa [lasnosa A.P. u 3aB. cknagom Ne 1 Kyapsimosa P.B. Ko-
MHUCcHEel ObUT cocTaBlieH akT 21 sHBaps TEKYIIEro rojia, B KOTOPOM COZepKajics BBIBOJ O TOM, YTO 3a-

15



BOA-TIOCTAaBIIUK JOJIZKCH IMOCTABUTH HCAOCTAIOIICC KOJIMYCCTBO KOPIIYCOB K HacaM. AKT BCTYIIUII B neﬁ-
CTBHE C MOMEHTA yTBEepKaeHus (22 ssHBaps T. T.) qupekTopoM 3aBoaa b.M. PomanoBbIM.

Curyanus 7.

MHBeHTapU3allMOHHAsE KOMHCCHS, CO3/IaHHAsi Ha OCHOBAaHHMHM IpHKa3a JUPEKTopa MOCKOBCKOTO
3aBOJIa IO PEMOHTY YacOB M IOBEIMPHBIX m3aenuii Ne 24 ot 15 deBpais Texymiero roja, B COCTaBe mpe-
ceparens OctpoBckoro J.A. (3aMm. TJiaBHOro Oyxrairepa 3aBoja) U uwieHoB komuccuu I[lerposoit O.H.
(Oyxranrepa), HockoBoit H.U. (cT. skOHOMMCTa MJIaHOBOTO OT/Eja) MPOU3BEIa PEBU3HIO KAacChl 3aBOJIa
M0 COCTOSTHUIO Ha 16 ¢eBpais Tekymiero rojga. PeBusus mpoBoAMiach B MPUCYTCTBUU KaccHpa 3aBOjIa
Kapramosa H.W. B pe3ynbrare npoBesieHHON peBU3UH ObLIO YCTAHOBJIEHO, YTO OCTATOK HAJIMYHBIX JIEHET
B Kacce cocrasisier 1030 py6aneit 00 kom., octatok aeHer mo kaccoBoit kaure — 1030 py6. 00 kon. py-
IMX IIEHHOCTEeH B Kacce 3aBojia HE OOHAapy>KEHO, YTO COOTBETCTBYET JaHHBIM yuera. Komuccus takxke
YCTaHOBMJIA, YTO MOPSIOK BEJACHUS KACCOBOM KHUTU U XPAHEHUS JCHET COOTBETCTBYET TpeboBanusm [lo-
JIO’)KEHUSI O BEICHHWU KACCOBBIX OIEpalil rocyaapCTBEHHBIMU, KOONEPATUBHBIMU U OOIIECTBEHHBIMU
MPEANPUATHIME, YIPEKJACHUSIMHA W OPTaHU3ANMSIMHA. AKT BCTYIHJI B JICWCTBHUE C MOMEHTA yYTBEPKICHUS
JTUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccuss B cocraBe Tmpenucenarelis, HadadbHUKA OT/ENa CHA0KCHHUS W WICHOB KOMUCCHH:
HavyallbHUKA OTJAeNa KYJIbTYPHO-OBITOBBIX M XO3MMCTBEHHBIX YUPEXKIEHUH, 3aBEIYIOIIEro CKIIAJOM,
Ha3HA4YeHHAas MPUKa30oM TreHepanbHoro aupekropa [IAO «Crpenay, mpoBena padoTy MO YCTaHOBJICHHUIO
HEMPUTOJHOCTH K JajbHeHIleMy UCIOIb30BaHuI0 uMylecTBa. Komuccus paborana B MpUCYyTCTBUM KJa-
JIOBIIIMKA ¥ MHCIIEKTOpa (PMHOT/EA U YCTAHOBUJIA, YTO UMYIIECTBO COIIACHO MPHUJIAraeMOMY K aKTy ITe-
PEUHIO TOJUICKUT CIHMCAHUIO 32 HEMPUTOJHOCTHIO K JalbHEHIIEeMYy HCIOIb30BAHUIO. AKT CHUCAHUS
HMMYIIIECTBA OBLJI COCTABJICH C 2 3K3. (OTAENy CHaOXeHUsI, OyXrajaTepun), MOAMMCAH KOMUCCUN U 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(POPMALIMOHHO-aHAINTUYECKHUE JOKYMEHTBI, IIOHSATHE, OCHOB-
HbIE CTPYKTYPHBIE 3JIEMEHTHI U NpaBuia oopmieHus: pekBU3UTOB. OdopmiieHHe U COCTaBJIEHHE CIIpa-
BOYHO-MH(OPMAIIMOHHBIX JJOKYMEHTOB. /[eoBbIe 1 KOMMepUecKue MIchMa: Kiaccu(ukaius, CTpykTypa,
CTaHJapTHbIE (Ppa3bl M BBIPAKEHUS; MpaBwia U (QOPMBI KOMMEPUYECKON MEPEnUCKU C 3apyOeHbIMU
IapTHEpaMH; KOPPECIOHICHIMSI, CBsI3aHHAsl C IPOBENECHUEM INEPUOAMYECKUX MEPONPUATHH, U Mpouas
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, O0OBACHUTEIIbHAS 3alucCKa, CIipaBKa; 3asABJICHUC, IICPECUCHB, CIIN-
COK, HOMCHKJIaTypa ACJ, ITPCAJIOKCHUC, >I<ano6a; CBOJKa, 3aKJIFOYCHUEC, OT3bIB.

Bonpocbi 0na camokonmpons:

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

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

4. KakoBslI mipaBuiia 0(opMIICHHS TeIerpaMMbl?

5. B uem ocoGeHHOCTh 0QopMIIeHUS TeNePOHOTpaMMBbI?

6. Kakue ObIBatOT BUBI MPOTOKOJIOB U YEM OHU OTJIMYAIOTCA APYT OT JIpyra?
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7. Kak odopmisieTcss BBOJHAS 9acTh MPOTOKOJIA?

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 MTpaBUiia 0GOPMIICHHUS 3aKITI0UCHUS?

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

14. Umeer nu cBosiKa yHU(DUIIMPOBAHHYIO hopMy?

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 or 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 PEBU3UHN YCTAHOBIIEHO:

1. OcTaTtok HanM4YHBIX JEHEr B Kacce Mo cocTtossHuio Ha 14.03.20  coriacHO KacCOBOM KHUTH U
JaHHBIM OYXTalTepCKOro y4yera qojikeH coctaBiars 5000 pyo.

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

3. Henocraua HamM4HBIX JIEHET B Kacce oOpa3oBajachk 1o BUHe kaccupa B.W. MakcumoBoit

AKT cocTaBlieH B 3-X sk3eMIuisipax: 1-i 7k3. - B nemo Ne 05-11

2-11 5K3. -AUPEKTOPY NMPEANPHUITUS

3-1 9K3. - T71. OyXTanTepy

B npunoxennu oobsacHUTENbHAS 3anucka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 9K3.

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

Hcnonuurens B.A. Anykun nara 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 NpUYMHY ONIO3JaHUS.
3aoanue 3.

CocraBuTh AoknaaHyr 3amucky oT 18.03.20 . HanmcaHHyl0 HadalbHUKOM ympaBieHus B.O.
WnsunbiM, agpecoBanHyro I'enepanbHoMy nupektopy ITAO «IlepeBoszku» T.I1. lanununy o nepeBone
Ha JIOJKHOCTb.

[TpyunHOM, NOCTYXUBLIEW COCTABICHUIO MAOKJIAIHON SBISIETCA PEOPraHu3alus CTPYKTYpBI
VYnpasneHus ¥ yKpyIHEHHE OTIENIOB B pe3ysbTaTe Yero MPOUCXOIUT Mepepacipenenenre GyHKuui 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  «OpraHu3zanusi  JOKYMEHTO00OpPOTa B  OpraHax  rocyAapcTBEHHOI
BJIACTH M MECTHOI0 CAMOYIIPABJICHUS

Jlexyus

Opranu3anus JOKYMEHTOOO0OpOTa B OpraHax IOCYAapCTBEHHOM BJIACTM M MECTHOI'O CaMOyIpaB-
nenus. TpeOoBaHUS K OpraHM3aluu AOKyMeHTooOopoTa. Ciy:xkba ITOKyMEHTAIlMOHHOTO OOECIICYCHHS.
IIpuem noctymaromux JOKYMEHTOB, OpraHu3alMs JOCTaBKM IOKYMEHTOB. Perucrpanus 1OKYMEHTOB.
Opranuzanus paccMOTpeHHsI JOKyMeHTOB. CucreMaTHu3alus JOKYMEHTOB, HOMEHKJIATypa Jis ux ¢op-
MHUpPOBaHMs U XpaHeHUsA. KoHTposb McnosHeHusT JOKyMEHTOB. I10roToBka 10KyMEHTOB K apXHBHOMY
xpaHeHuto. OpraHuzaius MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa ¢ HCIOJIb30BAHHUEM
MEXBEJJOMCTBEHHON CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO00pOTa U JIJIONPOU3BO/ICTBA.

OcHognbie NOHAMUS meMbl: KOPPECTIOHACHIINS, TIOTOKH JOKYMEHTOB, IPUHIIUIIBI JJOKYMEHT0000-
poTa, oneparpaMmma, perucTpanus, KypHai, JIeKTPOHHBIN JOKYMEHTOOOO0POT.

Bonpocw 0na camoxonmpona:

1. Kakue ¢pynkuuu ciayx0s1 IOV Bbl 3HaeTe?

2. YUTto Takoe JOKYMEHTOOOOPOT M KaK OCYIIECTBISETCS MOJCUYeT 00beMa TOKyMeHTOo000poTa?

3. Kakue noToku JOKYMEHTOB IIPUHATO Pa3inyaTh B COCTaBE JOKYMEHTOOOOpoTa?

4. Ha3zoBHUTE OCHOBHBIE dTAIbl IOKyMEHTO000pOTA.

5. Ha3oBuTE OCHOBHBIE IPUHIUIIBI 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 oOpalieHust rpax/iaH 1Mociie uX pacCMOTPEHUsS! pyKOBOJACTBOM OpraHH3aLUuu?

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

11. Kakue JOKyMEHTBI HE TOJIekKAT perucTpanuu’?

12. Kakue opMmbl peructpanuu 10KyMEHTOB CYIIECTBYIOT?

13. Yem xapakTepu3yeTcsi CMEIIaHHas CUCTEMA PETUCTPALUN?

15. Kak hopmupyercss perucTpallioOHHbI HOMEP COBMECTHOTO TOKyMEHTa?

16. Kakue peKBU3UTHI BKIIOUEHBI B PErHCTPALMOHHBIE (POPMBI?

17. MexaHu3Mbl OpraHu3aluy 3JEKTPOHHOTO JOKYMEHTO000pOTa U MEXBEJOMCTBEHHOTO B3au-
MOJEUCTBUS?

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

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

3aoanue 1.
[ToarotroBbTE pe3roMe NS 3aHATUSL BAKAHTHOM TOMKHOCTU MEHEKEpa Mo MPoJIaxke 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 mpuka3z 00 0cBOOOXKIEHUH Bac OT paboThl B ¢pupme «IlmaHera» B CBS3U C TIEpee310M
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.

CocrtaBbTe MpUKa3 O MOOMIPEHUN 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 OpraHu3aIliu.

3aoanue 10.

3anoMHUTh MaTpUIly GYHKIMI ¢ 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 | CICIUAINACT | CICIIHAIUCT
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. | Odbopmienune 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 Tpoleayp (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/AEIbHBIE BOIIPOCHI 10 TaHHOW (PYyHKIIUU

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

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

W — ncnonHseT OCHOBHbBIE BUJIbI PA0OT

[TonoxxeHne o CTpyKTYpHOM HOJpa3esieHuu (OTAENE, YIPaBIECHUH, IeIapTaMeHTe, Cl1yK0e 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 HANpaBleHUsI U GOPMBI JESTEIBHOCTH CTPYKTYPHOTO MOIpa3eliCHuUs;

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

— MOJTHOMOYHSI U OTBETCTBEHHOCT;

— IIOKAa3aTeJld OLIEHKU JeATEIbHOCTH.

3aoanue 11.
Coznaiite HHPOPMAITMOHHO-TEXHOJOTHICCKYIO KapTy JIBIKECHUS MPHUKA30B IO JIUYHOMY COCTAaBY
MPEAPHUATHS.

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

Tema 13 «AHa/IN3 COCTOSTHME JOKYMEHT0000pOTAa HA NPEANPUATHI
Jlexyust

OddexTuBHOE yIpaBICeHHEe, pallOHATbHAS OPTaHMU3AMsS W ONTHMH3AIMS JOKYMEHTOIIOTOKOB
MIPEANPUSITHSL.

MeTtobl aHANIM3a JOKYMEHTOOOOPOTAa: CEKTOPHBIC TUArPaMMBI, CXEMbI JJOKYMEHTAIIMOHHBIX I10-
TOKOB, TOKyMEHTO000pOTa, TpaMKU BXOJSIICH U UCXOAIICH KOPPECIOHICHIIUH U JIP.), & TAaK:Ke METO-
IIbl TIOJIcUeTa ero oobeMa (M3ydeHHne JOKYMEHTOB, HEMOCPEACTBEHHOE Habmoaenue, Gororpadus, 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 YIPABIEHUS U U3YUEHHUs KaYeCTBEHHOTO COCTaBa JOKY-
MEHTOITOTOKOB.

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

Bonpocbi 0na camokonmpons:

1. Kakue TuIbl TOTOKOB IOKYMEHTOB BBIJIEIISFOT?

2. JIns KakuXx 1eniei MpoBOAAT aHaIu3 T0KyMeHToo0opoTa?

3. HazoBuTe 1 pacKkpoiTe OCHOBHBIE ATAIbl aHATIN3a JJOKYyMEeHTo0OopoTa?

4. Ha3zoBHTE OCHOBHBIE METO/IbI aHAJTIM3a IOKyMEHTO000poTa?

5. Ilepeunciute OCHOBHBIE AIEMEHTHI MAPIIPYTHO-TEXHOJIOTUYECKOU 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 npumeHeHust 6a3 1aHHBIX B YIIPaBJIEHYECKOH 1€ TEIbHOCTH.

5. @opmupoBanue HHPOPMAITMOHHOTO O0ECTICUCHHUST YYACTHUKOB OPTaHU3AIMOHHBIX IIPOCKTOB.

IIpakmuueckoe 3a0anue

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

3aganue 2.
[TocTpotite rpaduku TUHAMUKHU JOKYMEHTOMOTOKOB TIPEANPHUSATHUS.

3agadue 3.
Coznaiite nHPOpPMAIIMOHHYIO 0a3y NaHHBIX MIPH pealn3allii OPraHU3aMOHHOTO MPOEKTA.

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

B nenoM BHeayauTOpHas caMocTosATeNbHas paboTa CTyIeHTa MPHU W3YYEHHH Kypca BKIIIOYAET B
ce0s creyrommue BUIbl pador:

- npopaboTka (M3y4eHre) MaTeprUaJIOB JEKIINH;

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

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

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

- BBINIOJTHEHUE JIOMAITHUX 33J[aHuil B JOpMe TBOPUYCCKUX 33JaHuil, KeHC-CTaIH, JOKIaI0B;

- HOATOTOBKA MPE3CHTALNH /TS WILTIOCTPAIHH JIOKJIAJI0B;

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

- NOATOTOBKA K TEKYIIEMY M UTOrOBOMY (TIPOMEXKYTOUYHAs aTTECTALUs) KOHTPOJIIO 3HAHHM
0 JUCIHMIUIAHE (3a4eT).

OcCHOBHasi JI0JII CaMOCTOSITEIIbHOM pabOTHI CTYJCHTOB MPHXOIMTCS HA MPOPaObOTKY PEKOMEHI0-
BaHHOM JIUTEPATYPHI C LEIBI0 OCBOCHUS TEOPETUIECKOTO Kypca, MOJArOTOBKY K MPAKTUYECKUM (CEMHHAp-
CKHMM) 3aHSTHSM, TEMaTHKa KOTOPBIX MOJHOCTHIO OXBAThIBACT cojiepkanue Kypca. CaMocTosTenbHas pa-
00Ta 1Mo MOJATOTOBKE K CEMUHAPCKUM 3aHSATHSIM MpEAIoiaracT yMeHue paboraTh ¢ nepBUYHON HH(OpMa-
IUCH.

6 ®oHJ OLEHOYHBIX CPEICTB AJs MPOBEAEHHs MPOMEKYTOUHOI aTTeCTAIMU 00Y4YAIOLIUXCS
10 IUCHUILIHHE
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6.1. Cmpyxkmypa honoa oyenounvix cpeocmae

@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 KOMIICTCHIIMK C yKa3aHUEM 3TaroB MX (OpMHpOBaHHS B MPOIECCE OCBOCHHUS
00pa3oBaTeNbHON IPOTPAMMBI;

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

- TUIIOBBIC KOHTPOJIbHBIC 3a/IaHUsl MJIM MaTepUaibl, HEOOXOAUMBIC JIsi OIECHKU 3HAHWH,
YMEHUH, HABBIKOB M (MJIM) OIBITA NEATEIBHOCTH, XapaKTEPU3YIOMIUX 3Tanbl (HOPMUPOBAHHS KOMIIETCH-
LW

- METOJMYECKHE MaTepHalIbl, ONMPEICIISIONINE MPOIEIypPhl OlCHUBAHUS 3HAHHWHA, YMEHHIA,
HABBIKOB U (WJIM) OMBITA JIESTEILHOCTH, XapaKTEePU3YIOIIUX ATarbl JOPMHUPOBAHUS KOMITETCHIINH.

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

1. /laiite nonsTHe nenonpousBozcTa. Ha3oBuTe ero 1enu v 3ajgauu.

2. CymiHOCTh TOKYMEHTHPOBAHUS. Y HU(PHUKAIHS JOKYMEHTOB.

3. Buapl 10KyMEHTOB, BKIIOYAaEeMbIX B CUCTEMY OpraHH3allMOHHO-PACHIOPSIUTEILHOW JOKYMEH-
TaIIH.

4. 3akoHOJATEJIbHBIC aKThl U HOPMATHUBHBIE JIOKYMEHTBI, PErJaMEeHTUPYIOIIHUE JesTeIbHOCTb
CITY>KOBI TOKyMEHTAIIHOHHOTO 00ECTICYCHHUS YyIIPABIICHHS.

5. TloHsATHE IOPUANYECKON CUIIBI TOKYMEHTA.

6. CocraB 00s13aTETBHBIX PEKBU3UTOB OPraHN3alMOHHO-PACTIOPSAIUTEIHHOTO TOKYMEHTA.

7. CoBpemeHHbIe TpeOOBaHUs K OJJaHKaM JOKYMEHTOB U O(OPMIICHUIO JOKYMEHTOB.

8. OcHOBHBIE TpeOOBaHUS K W3TOTOBIICHHUIO, YUETYy, HCIOJIB30BAHHIO M XPAaHEHHIO OJAHKOB C
Bocrnpou3BesieHreM I'ocyaapcTBenHoro repoa PO.

9. OcobeHHOCTH PEeruCTPaIy BXOSIINX, HCXOAAIINX ¥ BHYTPEHHUX TOKYMEHTOB.

10. Dramnbl ABMKEHUE TOKYMEHTOB B OpraHU3alHH.

11. Ilpu3Hakam KiaaccuPUKAMU TOKYMEHTOB OpraHU3aliH B JIENE.

12. Ilenn HOMEHKJIATypa /i€ OpraHu3aluu.

13. Tlpuka3s - MoHATHE, COCTAB PEKBU3UTOB, (hopMyIIsip-o0pa3erl. Brlmucka u3 mpukasa.

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

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

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

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

18. [laiite o011yro XapakTepUCTUKY Y Ka3aHusl.

19. TlocraHoBIJICHUE - IOHSATHE, PEKBU3UTHI, POPMYIISIP-00pasell.

20. IIpaBuiia ohopMiIeHUsI TIPOTOKOJIA.

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

22. TexHonorus nepeaayu JOKYMEHTOB B apXUB.

23. TlpaBuiia UCIIOIB30BaHUS TOKYMEHTOB BEIOMCTBEHHOTO apXHBa.

24. OxapakTepu3yiTe JOKYMEHTHI [10 TUYHOMY COCTaBY.

25. TlpaBwmiia ohopMIIeHHUS JOKYMEHTOB IIPH TIpHEMe Ha padoTy.

26. Kakue 1oOKyMeHTbI (OPMUPYIOT JIMYHOE JEII0.

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

28. MeTrouka ¥ TEeXHUKA PEIaKTHPOBAHUS CITYKEOHOTO JJOKYMEHTA.

7 PexomeHayeMasi JiuTepatypa
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YeHHUIO TUCHUIUIMHBI Ui o0yyarouuxcs no HamnpaieHuto noarotoku 38.03.04 «['ocynapcTBeHHOE U
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8 Ilepeuenn pecypcoB HH(POPMAIIHMOHHO-TEJIEKOMMYHUKANMOHHOI ceTH « AHTEpHET»

1. Henompec Pexxum nocryma: http://www.delo-press.ru/
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9 MeToanueckue YKazaHud AJasd oﬁyqamumxcn 110 OCBOCHHMIO JHUCHMIIJINHBI

Meronvka npenojaBaHus NaHHOW MJUCLHUIUIMHBI IIPEANOJIAraeT YTEHUE JIEKLUN, IPOBEICHUE
MPAKTUYECKUX (CEMHHAPCKUX) 3aHSATHI, IPYNIOBBIX U MHAWBHUIYAIbHBIX KOHCYJIbTAIMI MO OTAEIbHBIM
(Haubonee CIIOXHBIM) crienupuyeckuM mnpobiemMaMm aucuuIuidHbL. [lpegycmoTrpeHna camocTosiTenbHas
paboTa CTy/IeHTOB, a TAK)Ke IPOXOXKACHUE aTTECTAlMOHHBIX UCIIBITAHUNA TPOMEKYTOUHOM aTTeCTalUH.

Jlekyuu TIOCBSIIAIOTCS PACCMOTPEHUIO Hanbosiee BaKHBIX KOHILENTYAIbHBIX BOIPOCOB:
OCHOBHBIM IOHATHAM; TEXHOJIOTHSM CO3JaHUS MW JBWXKEHUS JOKYMEHTOB, IIPUMEHAEMBIM Ha
MIPOU3BOJICTBEHHBIX MNPEANPHUATHIX PHIOOXO3SIMCTBEHHOIO KOMILJIEKCa, OIEHKE UuX 3((EeKTUBHON
peannzanuu; OOCYKJIEHHUIO BOMPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType e€lle He ycrosuiach JHu0o
ABIISIETCA NMPOTUBOpPEUrBOil. B xoze nekuuit oOyyaromumcest ciaeayeT MOJArOTOBUTh KOHCHEKTHI JEKIIMMA:
KpaTKO, CXeMaTH4YHO, MOCIeA0BaTEIbHO (PUKCHUPOBATh OCHOBHBIE TIOJIOKEHUS, BBIBObI, (POPMYITUPOBKH,
0000111eHUs; TTOMEYaTh Ba)XKHBIE MBICIH, BBIIEIATH KIIOUYEBBIE CIIOBA, TEPMHUHBI; MPOBEPATH TEPMUHBI,
MOHATUSA C IIOMOINBIO SHIMKIONEINN, CIIOBAapeil, CIPaBOYHMKOB C BBINIUCHIBAHUEM TOJIKOBAHHU B
TeTpaab, 0003HAYUTH BOMPOCHI, TEPMHHBI, MaTe€pHaj, KOTOPbIM BBI3BIBAET TPYIHOCTH, MOMETUTH M
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MOTIBITATHCS. HAMTH OTBET B PEKOMEHAYEMO TuTeparype. Eciu caMocTosITeNnsHO He yaaeTcs: pa3ooparbes
B MaTepuaje, HeoOX0AUMO CPOpMYyIUPOBATH BONPOC M 33JaTh MpEnojaBaTeslio Ha KOHCYJIbTAallud, Ha
MPAKTUYECKOM 3aHSATHUU.

Llenvto nposedenus npakmuueckux 3aHAmuil SIBISETCA 3aKpeIUICHWE 3HaHWM 00ydaroummxcs,
MOJIYYEHHBIX MMU B XOJI€ M3Y4YEHUs IUCHUIUIMHBI Ha JIEKIUSIX W camMocToATeNbHO. [IpakTuueckue
3aHATUS MPOBOAATCS B (hOpMe CEMHHApPOB; Ha HUX pa30MparoTCcs KOHKPETHbIE CUTYAllMU U3 MPAKTUKU
3apy0eKHOTO U POCCHUUCKOTO YIPABJICHHS, IMPOBOJUTCS TECTUPOBAHHUE, OOCYKIAIOTCS JOKJIAJBI,
MPOBOASATCS onpockl. Ha ydeOHbIX 3aHATHIX CEMUHAPCKOT0 THUIA 00yYaroUIiecs BHITOIHAIOT MPOPaboTKy
pabodeii mporpamMmbl, yaenssi ocoboe BHHMaHWE MM M 3a7adaM, CTPYKType U COACPIKAHHIO
JTUCIHUIUTMHBL, KOHCIIEKTUPOBAHNWE MCTOYHUKOB; pabOTy C KOHCIIEKTOM JIEKIIHi{; MOJATOTOBKY OTBETOB K
KOHTPOJBHBIM BOIPOCAM, MPOCMOTP PEKOMEHIYEMOW JHUTEpaTyphl, paboTy C TeKCTaMH OQUIIUATBHBIX
myOIMKauil; peleHre NPakTHIeCKUX 3a/1aHui.

[Tpu u3ydeHUH TUCIUTUIMHBI HCIIOJIb3YIOTCS MHTEPAKTHBHBIC METOIBI OOYUCHUS, TAKHE KaK:

1. JIexknus:

- npoOeMHasi JISKIHS, TPeAnojaramlias u3JIoKeHue MaTepraia yepe3 npoOJIeMHOCTh BO-
MIPOCOB, 3aJa4 Wik cutyauui. [Ipu 3TOM npouecc nNo3HaHUS IPOUCXOJUT B HAYYHOM ITOUCKE, THATIOTE U
COTPYJHHYECTBE C MPENoAaBaTesIeM B IIPOLIECCe aHATM3a U CPABHEHHS TOUYEK 3PCHUS;

— JeKUMSI-BU3YyalIU3alus - Mojaya Marepuana OCYIIECTBISIETCS CPEACTBAMHM TEXHUYECKUX
CpeICTB OOy4YeHHs ¢ KPaTKMM KOMMEHTHUPOBAaHUEM JEMOHCTPHUPYEMBIX BH3yaJbHBIX MaTepHaloB (Ipe-
3CHTAIIAN ).

2. CemuHap:

- TEMaTUYECKUI CeMHHAp — 3TOT BHJI CEMHUHApa TOTOBUTCS U MPOBOJUTCS C LETBIO aKICH-
TUPOBAHMUS BHUMAaHUS OOYJarONIMXCs Ha KaKOW-TMOO aKTyaabHOW TeMe WM Ha HanOoJiee BaXKHBIX U CY-
IIECTBEHHBIX ee acnekTax. [lepen Hauanom cemuHapa 0O0y4aroImUMCs 1aeTCs 3a/laHue — BBIACTUTH CYIIe-
CTBEHHBIE CTOPOHBI TEMBI, WJIH K€ MPETO/IaBaTesIb MOXKET TO CIeNaTh caM B TOM cllydae, Korja ooyda-
IOLIUECS 3aTPYAHAIOTCS MIPOCIEINUTh X CBS3b C MPAKTUKOW. TeMaTudyeckuili ceMuHap yriyousiseT 3HaHUs
CTYJCHTOB, OPUEHTUPYET WX HA aKTUBHBIA IOUCK MyTEeH W CIIOCOOOB PEIICHUS 3aTparuBaeMoi mpooiie-
MBI,

B uenom BHeaymuTOpHas camocmosamenvnas padoma odyuarouguxca TpU U3YYCHUH Kypca
BKJIIOYAET B ce0sl CIeyIONIe BUIbI paboT:

- npopaboTKa (M3y4eHHEe) MaTepUasoB JICKITUH;

- YTEHHUE U TPOpPabOTKa pEKOMEH/I0BAHHON yueOHO-METOIMUECKON JTUTEPATYPHI,

- MOMCK U TTpopaboTKa MaTeprasioB u3 MHTEpHET-pecypcoB, IEPHOINIECKON TTeYaTH;

— BBITIOJIHEHHE JOMAIIHUX 3a7aHuil B popme Keic-cTaau, TeCTOB, TBOPUECKUX 3aTaHUM, J0-
KJIaJI0B, pedeparos;

— MOATOTOBKA MPE3eHTAUUN JUIsl WUIIOCTPAUU JOKIJIAI0B M IMPEACTABICHUS PE3YJbTaTOB
aHaJIN3a KOHKPETHBIX CUTYaIlUi;

— KOHCIIEKTUPOBaHNE TIEPBOMCTOYHUKOB M YU€OHOM JTUTEPATypHI,

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

OcHoBHast IO CaMOCTOSITENBHON pabOThl 00YUYAIOIUXCS TPUXOIUTCS Ha MOATOTOBKY K MPaKTHU-
YECKUM 3aHSATHSAM, TEMaTHKa KOTOPBIX TMOJIHOCTHIO OXBATHIBAET cojiepkaHue Kypca. CamocTosTenbHas
paboTa Mo MOATOTOBKE K MPAKTUYECKUM 3aHATUSAM MO TUCHUIUTNHE « OCHOBBI IETIONPOU3BOICTBAY MPE-
roJyiaraeT yMeHue paboTaTh ¢ NepBUUHON HHPOpMaIIHEi.

10 KypcoBoii npoekT (padora)

BrimotHeHME KypCcoBOTO MpoeKTa (padoThl) HE MPETYCMOTPEHO YI€OHBIM TIITAHOM.
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11 IMepevyenb UHGPOPMANUOHHBIX TEXHOJIOTHH, HCIOJIb3yeMbIX NMPHU OCYHIECTBJIEHUU 00pa3o-
BaTEJILHOI0 Mpolecca Mo AUCHMILINHE, BKJIKYas NepedyeHb MPOrpaMMHOI0 ofecnevyeHUss M HH-
(opManIMOHHO-CTIPABOYHBIX CHCTEM

11.1 Ilepeuensv ungpopmayuonnvix mexnono2uil, UCHONLIYEMBIX NPU OCYULECMEIEHUU 00PA30-
eamenbvH020 npoyecca

- 3JIEKTPOHHBIE 00pa30BaTEIbHbBIE PECYPCHI;

- UCII0JIb30BaHUE CIIaN-TIPE3ECHTALNM;

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

11.2 Ilepeuenv npozpammnozo obecneuenus, ucCnonb3yemo20 npu OCyuieCmeieHuu oopazoea-
meibHO20 npoyecca

[Tpu oCBOCHHMH TUCIMILIMHBI UCIIOJIB3YETCS JIMIIEH3HOHHOE TTPOrpaMMHOE 0OecIiedeHue:

- TEeKCTOBBIN peaakTop Microsoft Word;

- naket Microsoft Office;

- 3JeKTpOoHHBIC TabnuIbl Microsoft Excel;

- npe3eHTalMoHHbII penxakrop Microsoft Power Point.

11.3 Ilepeuenv ungopmayuoHHO-CRPABOUHBIX CUCHIEM
- crpaBoyHO-TIpaBoBast cuctema KoncynpranT-moiroc http://www.consultant.ru/online
- CrpaBOYHO-TIpaBoBast cuctema ['apant http://www.garant.ru/online

12 MaTepuaJIbHO-TeXHHYECKOEe o0ecnevyeHrue TUCIUTIINHbI

— JJIs IPOBEJICHUS 3aHATUI JISKIIMOHHOTO THIIA, IPAKTUYECKUX (CEMUHAPCKUX) 3aHATHH, IPYNIIOBBIX
U WHAMBUIYAJIbHBIX KOHCYJBTAIlMH, TEKYLIEr0 KOHTPOJS M NMPOMEXYTO4YHOH arrectauuu, Ne 7-405 c
KOMIUIEKTOM yueOHOU Mebenu Ha 36 1MocalouHbIX MECTa;

— JJI caMOCTOATENbHOM paboThl o0ydaromuxcs - yueOHas aynutopust Ne 305, obopynoBanHas S pa-
004YMMH CTaHIMSAMH C JocTynoM K cetu «VHTepHeT» UM B 3JIEKTPOHHYIO HH(GOPMAIMOHHO-
00pa3oBaTeNbHYIO0 Cpely OpraHU3alld, U KOMIUIEKTOM ydeOHOW mebenu Ha 29 mocaloyHBIX MECTa;
yueOHas aynutopust Ne 517, oGopynoBanHas 8 pabOYMMH CTaHIUSAMH C AOCTYNOM K ceTu «MHTepHeT» u
B AJIEKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CpEAy OpraHU3allu, 1 KOMIUIEKTOM y4yeOHON Mebe-
11 Ha 12 mocajiouHbIX MECTa;

— JI0CKa ayAuTOpHAs;

— mnpesenTtarmu B Power Point mo temam kypca «OCHOBBI I€TOIPOU3BOJICTBAY;

— MyJIbTUMEUITHOE 000py0BaHuE (HOYTOYK, IPOEKTOP).
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