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1 Henu u 3aga4n y4eOHOH AUCHUILINHBI

Ilenvro nucumiuinHbl «J{OKyMEHTAIIMOHHOE 0OECIIeYeHue yrpaBIeHUs» sBiseTcs (GopMupoBaHue
y 00y4aroImuxcsi 3HaHUM O MPOIECCe CO3aHUs U IBH)KEHUSI TOKYMEHTOB B OpraHU3alMsIX, HOPMaTUBHO-
METOJIMYECKON 0a3bl JeIONMPON3BOACTBA, JOKYMEHTOBEIUECKONH TEPMUHOJIOTHH, SI3BIKE CIY)KEOHOTO J10-
KYMC€HTA, TCXHOJIOTHAX pa6OTI)I C JOKYMCHTAMH, a TAKXKEC MGTO}IHKOﬁ nux Oq)OpMJ'IeHI/ISI, COCTaBJICHUA,
IPAaBKU U PEIaKTUPOBAHMUAL.

OCHOBHBIE 33/1a4M Kypca:

- HU3YUCHUC COACPKAHNA HOPMATHUBHBIX IMPABOBLIX aKTOB U MECTOAUYCCKHUX TOKYMCHTOB, PC-
TJIAMEHTUPYIOIIMX BOMPOCHI CO3AaHUSI IOKYMEHTOB M paOOThI C HUMU;

- u3ydyeHue TpeOOBaHUS K  COCTaBIEHUIO U
pacnopsAIUTEIbHON TOKYMEHTALINH;

— M3y4eHHe 00ecreueHus palliOHAIBHOTO UCTIONb30BaHMS JOKYMEHTOB B JIETIOBOM MPAKTHKE
NpEeaIPUATHA,

- H3Y4YEHHE MPOLEAYp OpraHM3aliyd XpaHEHUd IOKYMEHTOB, BKIIIOYAs HMX HaJJIEXKAIIYIO
MOJTOTOBKY K Tepeaue Ha apXUBHOE XpaHEHUE B FOCYAAPCTBEHHBIA WM BEJOMCTBEHHBIN (IO MpUHA-

0pOpPMIICHUIO  OpraHU3AIMOHHO-

JISKHOCTH NPEATPUATHUS) APXUB.

2 TpeGoBaHus K pe3yJIbTaTaM OCBOCHHS IHCIUIIHHBI

[ponecc n3yueHus! TUCIUIUIMHBI HAMIPaBJIeH Ha (POPMHUPOBAHUE CIIETYIOIIUX KOMITETCHIINA:
OIIK - 4 CniocobeH pa3pabaThiBaTh METOJUYECKHE U HOPMATUBHBIE JOKYMEHTHI IIPU pealu3aliu

pa3paboTaHHBIX MPOCKTOB U MPOTPaMM, HAIPABJICHHBIX HA CO3/IAHHE Y3JIOB U JIeTaJICH MaITuH.

[Tnanupyemble pe3ynbTaThl 0OyUeHHs HPU M3YYEHHM IUCLMILIMHBI, COOTHECEHHbIE C IIaHUpYe-
MBIMH pe3yJibTaTaMH OCBOEHUS 00pa30BaTeIbHON MIPOrpPaMMBbI, IPEACTABICHBI B TAOIUIIE.

Tabnuna — [InanupyemMele pe3yabpTaThl 00yUYeHHS MPU U3YYESHUH AUCHHUIIMHBI, COOTHECEHHBIE C IIaHUPY-
€MBIMHU PE3yNbTaTaMH OCBOEHHSI 00pa30BaTEIbHOM MPOTrpaMMBbI

Kon ITnanupyemsie pesynsta- | Kog u HaumeHoBanue | Ilmanupyemsiif pesynsraT o6ydenus | Konx nmoka-
KOMIETCHIINM | THI OCBOCHHUS 00pa3oBa- | MHAWKATOPA IOCTIKECHUS 0 VCIIUTUTHHE 3aTens
TEJBHOM MPOrpaMMbI YHHUBEPCAJIBbHOU KOMIIE- OCBOCHUS
TEHITHH
OIIK-4 BJIaJicHHE HaBblkamu aHa- | M J[-1onk-4. 3HaHue 3HaTh:
mmza  MHQOPMAaUMM O | MeTOJMYECKHX M HOp- | — HopMartuBHble gokymentsi mo | 3(OIK-4)1
(QYHKIMOHUPOBAHUH  CH- | MaTHBHBIX JIOKyMEH- CTaHIAPTU3aIK B OOJIACTH JEJO-
CTEMBI BHYTPEHHErO J0- | 16p oy peanm3aiim MIPOU3BOJICTBA, )Ief/iCTBijH.II/Ie Ha
KyMEHTO000pOTa OpraHu- MPOEKTOB 1 TIPOTPaMM tepputopun Poccuiickoit ®enepa-
3alMd, BBeIeHHE 0a3 LMY,
W1-2omnk-4. Bnaneer ’
JaHHBIX 110 Ppas3IMdYHbIM — CHCTEMBl JOKYMEHTAalLlMH, Tpe- 3(OHK'4)2
nokazatensm u dopmu- | HABBPIKaMH paspaboTkn OOBAaHUS K COCTABICHHIO U 0(OPM-
poBanue uHpopmarmon- | METOMMECCKUX WU HOP- | neypio noxyMeHTOB, COBpEMEHHbIE
HOTO obecrieyenust | MATUBHBIX  TOKYMCH- | ¢rocoGbl M TEXHHKY CO3JaHHS JIO-
YYaCTHHUKOB OpraHu3anu- | TOB IpU peaiu3aluu KyMEHTOB;
OHHBIX IIPOCKTOB. pa3paboOTaHHBIX MPO- | — OpPraHW3alMIo  JIOKYMEHTO06O-
€KTOB M IPOrPaMM, | poTa Ha NPEATPUATHH 3(OIIK-4)3
HaIlpaBJICHHBIX Ha CO- | — IepedeHb U CTPYKTYpy OpraHHu-
3JaHME MpPOAYyKTa IIH- 3allMOHHBIX W PACHOPAAUTCIBHBIX 3(OHK_4)4
LIEBBIX ITPOU3BOICTB AOKYMCHTOB.
Ymern:
— paspabarbiBaTh npoekTsl ynpas- | Y(OIIK-4)1
JICHYECKOW JIOKYMEHTAIIHY;
— aHaIM3WpOBAaTh M  BHEIPATH
YIIPABIEHYECKYIO JOKYMEHTALIHIO; V(OIIK-4)2
— ONTHMH3HPOBATH  JOKYMEHTO-
060pOT Ha TIPeIMPUATHH; Y(OIIK-4)3
— aHaJIM3UPOBaTh MHGOPMAIIHIO O




Kon [Tmanupyemsie pesynbra- | Kom u HammenoBanue | [Tmanmpyemsiii pesynbrar oOydenust | Kopx moka-

KOMIETEHIINH | THI OCBOCHHUS 00pa3oBa- | MHAMKATOPA JTOCTMKEHUS 0 JUCUIUTUIHHE 3aTes
TENBHOM MPOTrpaMMEI VHHUBEPCAJIBbHOW KOMIIe- OCBOCHUS
TEHIIUU
(GYHKIIMOHUPOBAHUHT cuctemsl | Y(OIIK-4)4
BHYTPEHHETO  JTOKYMEHTOOOOpoTa
OpraHu3aluH,

— BectH 6a3bl JaHHBIX 10 pasnuy- | Y(OIIK-4)5
HBIM [IOKA3aTENIsIM.

Baaners:

— HaBBIKAMH  JOKYMEHTaJbHOTO
oopMIIeHHS PEIICHHI B ympaBie-
HUHM  OIEPAllMOHHOH  (IPOM3BOJI-
CTBEHHOH) gesaTensHocTM opranu- | B(OIIK-4)1
3allHii;

— HaBBIKAMH aHanm3a WHQOpMa-
M 0 (DYHKIIMOHMPOBAHHWHU CHCTe-
MbI BHYTPEHHETO JoKyMeHTooGopo- | B(OIIK-4)2
Ta OpraHu3alny;

— BeleHWs 0a3 JNaHHBIX IO pas-
JIMYHBIM TOKa3aTelsiM U (OpMHpPO- B(OIIK-4)3
BaHUS HMH(MOPMAMOHHOTO obecte-
YEeHUsS] YYaCTHUKOB OpraHU3alMOH-
HBIX IPOEKTOB;

— HaBbIKaMH IOATOTOBKHW OpPraHH- B(OHK_4)4
3aI[MOHHBIX M PaCIOPSIIUTEIBHBIX
JIOKYMEHTOB.

3 MecTo TUCHMILIMHBI B CTPYKTYype 00pa3oBaTe/bHOI NPorpaMMsbl

VYuebnast quctmuinHa «J{OY» sBasercs (pakyIbTaTUBHOW AUCHUIUIMHONW B CTPYKTYpE OCHOBHOM
00pa3oBaTeNIbHON MPOTrPAMMBI.

3HaHUs, yMEHUS U HABBIKH, MTOJyYCHHbIC 00YYarOIMMUCS B XOJI€ H3yUCHHS Kypca IUCIUILINHEI,
MOTYT OBITh MCIIOJIb30BaHbI JJIs1 IPOXOXKACHUS MPEATUINIOMHOM MPAKTHKH, a TAKXKe JIJIsl IOATOTOBKHU BbI-
MyCKHOU KBaJIM(PUKAITMOHHOM pabOoTHl.




4 Copep:xanue JMCUUNIHHBI

4.1 Temamuueckuit nian oucuuniunst (3a04HOU hopmol 00yuenus)

KonTakTHas
pa6oTa no Bu-
JaM y4eOHBIX
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Tema 1 «OcHOBHBIC TIOHITHS W ONPEACIICHUS
Huckyccus,
JOKyMEHTallMOHHOTO oOecmedeHust ympasne- | 4,25 | 0,25 | 0,25 4 oot
HUSD» JIEKLIUS
Tema 2 «JlokyMeHTaITMOHHOE OOecIeueHe 525 | 025 0,25 5 Onpoc
JIETIOBOTO OOLICHUS»
Tema 3 «Dopmynsap-oOpasel] opraHU3aIHOH-
Huckyccus,
HO-paCIopsIUTENBHOTO ToKyMeHTa. OO01ie 425 10,25|0,25 4 eor
CBEJICHUS O PEKBU3UTAX)
Tema 4 «CucteMaruzanus 1 XpaHeHHE YIIPaB-
ema 4 «CucremaTusarg paHeHue ynpa 525 | 025 0,25 5 I[MpakTudeckoe
JIEHYECKUX TOKYMEHTOBY 3aHATHE
Tema 5 «IlpaBuna oopmienns 6I1aHKOB 10~
P dop : 425 | 025025 4 | Aucrycons,
KYMEHTOB) TECT
Tema 6 «CocraBienue u 0ohOpMIICHHE TTHCEM» 525 | 025 0,25 5 I[IpaxTHdeckoe
3aHATHUEC
Tema 7 «IIpaBuna ohopmIIeHUST OCHOBHBIX
Huckyccus,
BHUJIOB OPraHU3aLMOHHO-PACIOPATUTEIBHBIX 425 |0,25]0,25 4 oot
JIOKYMEHTOB)
Tema 8 <<O(1)OpMJ'IeUHI/Ie OpraHu3alHOHHO- 525 | 025 0,25 5 | Tpaxruueckoe
pacnopsaIUTENbHON JOKYMEHTALIUM) 3aHATHE
Tema 9 «IIpaBuna ohopmieHNsE OCHOBHBIX
Huckyccus,
BHJIOB CIIPABOYHO-HH(POPMAITHOHHBIX JTOKY- 425 |0,25| 0,25 4 oot
MEHTOB»
Tema 10 «CocraBnenue 1 opopmiieHuE HH- 595 | 095 0.95 5 I[MpakTudeckoe
(hopMaMOHHO-CIIPAaBOTHON JOKYMECHTAITHIDY ' ' ' 3aHITHE
Tema 11 «Opraamsamus JOKyMEHTOOOOpOTa
Prauusaunt oKy POTA | 425 | 025|025 g | uexyecns,
Ha TIPEIITPUITUIK TECT
Tema 12 « MJICHU KYMEHTOB TIO JINY-
ema OdopmieHne TOKYMEHTOB 10 J 525 | 0,25 0,25 5 [Ipaktuyeckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanu3 cOCTOSIHHE TOKYMEHTO000-
oKy 55 05 | 05 5 Juckyccust
pOoTa Ha MPEATPUSTUN
Tema 14 dopmupoBanue 0a3 JaHHBIX M aHa- Omnpoc, npak-
JIM3 TIOKyMEHTOO00pOTa 5,9 0,5 0,5 5 | Tuueckoe 3a-
HATUC
3auer 4 4
Beero | 722 4 2 2 64 4




4.2 Coodeporcanue oucyuniunsl

Tema 1 «OcHOBHBIC TIOHATHSI W ONpeAeIeHHS [JOKYMEHTAHMOHHOIO o0ecrevyeHust
yIpaBJeHUsD
Jlexyus

JIOKyMEHT U cUCTEeMbl JOKYMEHTAllMU. 3HAYEHUE COBPEMEHHOTO JIOKYMEHTUPOBAHUS B yIIPABIICH-
yecKkoi nearenbHocTH. HopMmaTtuBHO-TIpaBoBasi 06as3a persiaMeHTUpPYIOIIasi AeI0onpon3BoACTBO. DyHKINUN
nokyMmeHToB. EnuHas rocynapctBeHHas cuctema jaenonpousBoiacta (EI'CJl). YaudummpoBaHHBIE CH-
crembl fokymeHtanuu (YCJI). Knaccudukanus 1o0kyMeHTOB. YnpaBlieHuecKas JOKyMEHTaIus: TpeOoBa-
HUS K COCTaBIICHUIO U 0(hOPMIICHUIO.

OcnogHble noHAmus membvi: TOKyMEHT, QYHKIIUU JOKYMEHTOB, KlacCU(UKAIUSI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTHPOBAHUE, JOKYMEHTO0000pOT, hopmyssp, 6J1aHK, HOMEHKIATYpA.

Bonpocul ona camoxonmpons:

1. Kakum HOpMATHBHBIM JJOKYMEHTOM PETIAMEHTHPYIOTCSI OCHOBHBIE TEPMUHBI B 00JIACTH JIEJI0-
MPOU3BOJICTBA?

2. Yo BKJIIOYAET B C€OS MOHATUE «IOKYMEHT»?

3. Kakue s13bIKu ¥ c110COOBI JOKYMEHTHPOBAHUS BbI 3HaeTe?

4. Ha3oBuTe COBpEeMEHHBIC BUIbI HOCHTEIEH HHPOPMALINH.

5. Kakum 3aK0HOM yCTaHaBIMBAETCS MMPABOBOM PEKUM CO3TAHMSI, XPAaHEHUS U HCIIOJIb30BAHUS
MH(POPMAIIMOHHBIX PEeCypcoB?

6. UeM oTnuyaeTcs JOKYMEHT JTUYHOTO IPOUCXOKICHUS OT OUIIUATBHOTO JOKYMEHTa?

7. Yrto o0ycaBIuBacT OPUANICCKYIO CHITY O(DHUIIMATHFHOTO JOKYMEHTa?

8. Uto moHMMaeTcs moA nomu(yHKIMOHAIBHOCTBIO TIOKyMeHTa?

9. HazoBuTe OCHOBHBIE OJIOKH (TPYIITBI) PYHKIUH TOKyMEHTa. UeM XapaKTepu3yeTcs KasKIbli
61oK?

10. Kak meHsercs aeiictBue QpyHKIUI BO BpeMeHu?

11. KakoBbI OCHOBHBIE 11€TTH YHU(DUKAIIMHA JOKYMEHTOB?

12. Uto yuuThIBa€TCS MPH MPOBEACHUN YHUDUKAITUH JOKYMEHTOB?

13. Yro noHuMaeTcst o1 CUCTEMOM JOKYMEHTALINH?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTAIIUN?

15. Uto npencrasisier coO0M CTaHIAPT U KaKUe BUJbI CTAHAAPTOB MPUMEHSIOTCS B HallleH
cTpane?

16. YUTo BXOIUT B KOMILJIEKC HOPMATUBHBIX TOKYMEHTOB IO CTAHAAPTU3ALUU?

17. Yro npencrasnsiet coboit YCJI u xakue aeiicTByromue B Hamiew crpane Y C/] Bbl 3HaeTe?

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

Tema 2 «JlokyMeHTaALMOHHOE 00ecevyeHue /1eJI0BOr0 00 1eHUusD)
IIpaxmuueckoe 3ansamue

Bonpocwt 0ns 06cyaicoenus:

1. Onpenenenrne OCHOB JOKYMEHTUPOBAHHUS YIIPABICHYECKOU 1€ TETbHOCTH.

2. S13bIKOBBIE HOPMBI OPUITHATEHBIX JOKYMEHTOB.

3. UccnenoBanue chep GyHKIMOHUPOBAHUS M SKAHPOBOTO Pa3HOOOpa3us O(GHUIIMATBHO-IEIOBBIX
JTOKYMEHTOB.

4. Ananu3 s36IKOBBIX ()OpM O(HUIIHATIBHBIX TOKYMEHTOB (TIPAKTUYECKUE YITPAKHEHUS).

5. UccnenoBanue npuéMoB yHUDHUKAIMH A3bIKA CITYKEOHBIX IOKYMEHTOB.

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



Tema 3 «®opmyasip-o0pa3en; OpraHu3anOHHO-PACIIOPSAAUTEIBLHOI0 J0KyMeHTa. O0mmue
CBeJIeHHs 0 PEKBU3UTAX»
Jlexyus

VYnpaBieHyeckass JOKyMEHTalusi: TpeOOBaHMA K COCTaBICHUIO U OGOpMIICHUIO, (OPMYIsp-
o0Opa3ser, COCTaB W PaCIOJIOKEHNE PEKBU3HUTOB. [l0CTOSIHHBIE W TIEpEeMEHHBIE PEKBU3UTHL. YTJIOBOU H
IPOOJBHBINA OJaHK JoKyMeHTa. CriocoObl opopMIIeHHsI PEKBU3UTOB: (DIaHroBbIN U LieHTpoBaHHBIH. Co-
BpPEMEHHBIE CIIOCOOBI M TEXHUKA CO3/1aHHsI JOKYMEHTOB.

OcHosnbie nonamus memovi.: Gopmyinsap-oOpasel], peKBU3NUT, Ta0yIUpOBaHKe, hopMmar.

Bonpocul ona camokonmpons:

. Kakue popmatel Oymaru uconas3yroTes A mocTpoeHus popmyisipa-oopasia OPJ]?
. Kakue pasmepsr noneit OPJ] ycranoBneHs! hopmynsspom-oopaznom OP1?
. Moryt i1 Ha oJisAX IOKYMEHTa pacroiaraTthCsi Kakue-a1u0o peKBU3UTHI?
. Kakoif MakcMManbHBINA COCTaB PEKBU3UTOB YCTAHOBIICH (hOPMYIISIpPOM-00pa3riom?
. CKONbKO MOJI0OKEHUH Ta0ynsiTopa UCHOIB3YyeTCs MPU 0(POPMIIEHUU PEKBU3UTOB?
. Kakue pekBU3UTBI OTHOCATCS K TOCTOSTHHBIM ?
. Kakue pekBU3UTHI ABISAIOTCSA 003aTENBHBIMU?
. CKOJIBKO CYIIECTBYET CIIOCOOOB O(OPMIICHUS PEKBU3UTOB?
. UTo XapakTepu3yroT AONOJHUTEIbHBIE peKBU3UTHI OP/]?
10. Yem npooabHBINA BapUAHT PACTIONOKEHHSI pEKBU3UTOB 3ar0JIOBOYHOM yacTH OJlaHKa OTIMYa-
€TCsl OT YIJIOBOTO?

O 0 1N DN B W —

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

Tema 4 «CucreMaTu3anus M1 XpaHeHHe YIIPABJIEHYECKHX IOKYMEHTOB»
Ilpaxmuueckoe 3ansmue

3aoanue 1.
CocTaBbTe HOMEHKIIATYPY A€l KaHLEISIPUU OpraHU3aIUH.

3aoanue 2.
CocTaBbTe HOMEHKJIATYPY Ae)l ((UHAHCOBOTO OTJIEJIa OPTaHU3AIIHH.

3aoanue 3.
Cdopmupyiite nuuHoe 1e10 pabOTHHKA OpTraHU3aIINY.

3aoanue 4.
Boeinenute u packpoiite OCHOBHbIE ()YHKIIMM IKCIIEPTHON KOMHCCHH Ha ocHOBE «llomokeHus o
IIOCTOSIHHO JE€HUCTBYIOLIEN DKCIIEPTHOM KOMUCCHUH YUPEKACHUS, OpraHU3aALMU, IPEATIPUITHSI.

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

Tema S «IIpaBuina opopmiaenns 0JJaHKOB JOKYMEHTOB»
Jlexyus

CocraB peKkBHU3UTOB. biaHKN JOKyMEHTOB: JJIs MEChMa M OOIIMA OTaHK VIS JPYTHX BHJIOB JIOKY-
MeHTOB. Odopmierne pekBU3UTOB. TpeOoBaHMS K OG(OPMIICGHHIO DPEKBH3UTOB OPraHU3aIMOHHO-
PacIOPSIIUTEIbHBIX JOKYMEHTOB, CIIPAaBOYHO-NH(POPMAIIIOHHOM M CIIPAaBOYHO-aHAINTHYECKOH JTOKYMEH-
taruu. CTaHnapTU3anus npouecca JOKYMEHTUPOBAHHS.

7



OcHogHble noHsamus memol: BUJIbI OJJAHKOB TOKYMEHTOB, rep0, sMOiieMa; TOBapHBIM 3HaK (3HAK
o0ciy>kuBaHus); KOA (OpPMbI JOKYMEHTa; HAUMEHOBAHHUE OPraHM3aLMH - aBTOpa JOKYMEHTa; HAUMEHO-
BaHNE CTPYKTYPHOIO IOAPA3JAEICHMs - aBTOpa JOKYMEHTa; HAMMEHOBAaHUE JOJDKHOCTHU JHUIA - aBTOPA
JOKYMEHTA; CIIPpaBOYHbIC JaHHbIE 00 OpraHM3ally; HAUMEHOBAaHHE BHJA JJOKYMEHTA; JlaTa JOKYMEHTA;
PEruCTPaIOHHBI HOMEP JTOKYMEHTA; CChUIKa Ha PEruCTpalliOHHBIA HOMEpP U JaTy MOCTYMHBILErO J10-
KYMEHTa; MECTO COCTaBJICHHs (M3aHUS) JOKYMEHTa; TpHU( OrpaHHMUYEHHs JOCTyNa K JOKYMEHTY; ajpe-
caT; Tpu( yTBEpXKIEHUS TOKYMEHTA; 3arojlOBOK K TEKCTY; TEKCT JOKYMEHTA; OTMETKA O NPHJIOKEHHH;
rpud CoOriacoBaHUs JOKyMEHTA; BU3a; MOANKCH; OTMETKA 00 3JIEKTPOHHOM MOJIMUCH; I1e4aTh; OTMETKa 00
UCIIOJIHUTEIIE; OTMETKA O 3aBEPCHUM KOIHMH; OTMETKA O IMOCTYIUICHUH JOKYMEHTA; PE3O0JIIOLHSA; OTMETKa
0 KOHTpOJIE; OTMETKA O HAIIPABJIEHUHU JOKYMEHTA B JIEJIO.

Bonpocwr ona camokonmpona:

1. Kakue opranuzainyy UMerOT IIPaBo U300paxaTh Ha OJIaHKaX CBOMX TIOKyMEHTOB ['ocynapcTBeH-
HbIi rep0 Poccuiickoii @eneparn?

2. Yto npeAcTaBisAoT co00M Ko opraHu3aluy U Ko (opMbl JOKYMEHTA, UCIIOIb3yEeMbIE Ha
omankax OPJ1?

3. Uemy 0JIKHO COOTBETCTBOBATh HAMMEHOBAHUE BHUJIA IOKYMEHTA, IPUBOUMOE B OJIaHKE KOH-
KpPETHOTO BUJIA JOKYMEHTa?

4. Kakue cniocoObl opopmieHus pekBu3uTa «J/lata JokymMeHTa» Bbl 3HaeTe?

5. UeM pexBu3nT «PerucTpalinoHHbI HOMEP TOKYMEHTa» OTJIMYAeTCs OT pekBU3nTa «CChlIKa Ha
PETUCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa»?

6. Bcerna nu Ha Gy1aHKe JOJKEH MPUCYTCTBOBATh PEKBU3UT «MeECTO COCTAaBICHUS WM U3JaHUS
JOKyMEHTa»?

7. Yrto 03HAaUaeT HATMYKE HA JIOKYMEHTE Tprda orpaHUYCHUS JOCTYIA K HEMY?

8. Kakum 06pazom Hy>KHO 0hOpMIIATh PEKBU3UT «AJlpecary, €Clii TOKYMEHT apecyeTcs B Ipy-
T'yI0 CTpany?

9. KakoBbl cocTaBHbIe YacTu pekBU3UTa «I'pu¢ yTBEpk)AEeHUS TOKyMEHTa»?

10. Kakumu criocobamu MokeT 0hopMIISITECSt peKBH3HUT «Pe3omromms»?

11. Kakue cymiecTByroT 0cCOOEHHOCTH 0(hOPMIICHHUSI PEKBU3HUTA «3arojOBOK K TEKCTY TOKYMEHTa»
B 3aBUCHMOCTH OT BHJIa IOKyMEHTa?

12. B kakux ciyyasx TeKCT OQHUIHATBHOTO JOKYMEHTa MOYKHO O()OPMIIATH TOJIBKO HA PYCCKOM
SI3BIKE?

13. Korza oTMETKY O HAJTMUUU MPUIIOKEHUS MOKHO 0(OpMIIATh O KpaTkoil popme?

14. Kak opopmisiercs pekBU3UT «llognucey, eciiv JOKYMEHT MOANUCHIBAETCS PYKOBOAUTEISIMU
IBYX OpraHu3anui?

15. Kakumu cnoco6aMu MOKET OCYIIIECTBIISITHCSI BHEIITHEE COTIIACOBAHUE U KaK 3TO OPopMIIseT-
cs1?

16. I'ne npocraBnsieTcst Ha JOKyMeHTe pekBU3UT «I pu coriaacoBaHus JOKyMEHTa»?

17. Kakue Buzpl neyarei ynorpeOistitores npu opopmiernn OPJ] 1 kak npaBUIIbHO JOKHA OBITH
MpOCTaBJICHA Ne4YaTh?

18. I'me mpocraBisieTcss OTMETKA O 3aBEPEHUM KOIMU U Kak oHa odopmiisercs?

19 SBnsiercst i pekBU3HT «OTMETKA 00 UCTIONHUTENEY» 00s13aTEILHBIM | TJI¢ OH MPOCTABISAETCS ?

20. Yto BXOIUT B COCTaB peKBU3UTA «OTMETKA 00 UCIIOJHEHUHU JTOKYMEHTA U HAIPaBJIEHUH €r0 B
nerno»?

21. Ha xakux TOKyMEHTax INpOCTaBIIAETCA PEKBU3UT «OTMETKA O MOCTYIIJIEHUH JOKYMEHTa B Op-
raausanuio»? HazoBuTe COCTaBHBIE YaCTH 3TOTO PEKBU3UTA.

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



Tema 6 «CocTraBienue u opopmiaeHne nucem»
IIpakmuueckoe 3anamue

3aoanue 1.

CocraBpre nucbmo — npuriaamenue Ne 544 or 10.07.20  no ci1. gaHHbIM:

WNHCTUTYT TOUHBIX TPUOOPOB MOCHIIAET NUChMO — npuriamenue nupexkropy LHIHUU «IIpomerei»
Koncrantuny CepreeBudy ¢ NpUIalleHUEM IIOCETUTh MEXIYHAPOIHYIO CIENUAIN3UPOBAHHYIO BbICTAB-
Ky «OKOHOMHS MAaTEpUAIbHBIX M TOILUIMBHO — DHEPIETUYECKUX PECYPCOB B CTPOUTENIBCTBE M IPOMBIII-
JIEHHOCTH». BricTaBKa cocTonTcst B . MOCKBa B MaBUJIbOHE BBICTAaBOYHOTO IIeHTpa Ha KpacHoit IIpeche
18 aBrycta 20 roma c¢ 9.00 mo 20.00. Anpec uHCTUTYTa TOYHBIX MPUOOPOB I'. MockBa yi. [lnexanosa
36, Ten. 237-87-77. {upexrop uactutyTa TouHbx npudopos C. K. Ceprees.

3aoanue 2.

Cocrabre rapantuiinoe nucbMo Ne 589 ot 23.09.20  mo cienyronum JaHHBIM:

00O «Mury rapantupyer AO «BocTopr» OTrpy3Ky akKyMyJISTOpHBIX O6atapeit Ha cymmy 324000
(Tpucta nBanuaTth yeTsipe ThicsuM) pyoseit 00 xomeek B TeueHUe 2-X Helelb C MOMEHTa MOCTYIUICHUS
JIEHEXKHBIX CPEJICTB HA PACUETHBIN CUeT.

Anpec OO0 «Mur» r. Mocka yi. CamoBas 36, Ten. 237-87-87. Hupexkrop OO0 «Mwur» M.
K.Makcumos.

3aoanue 3.
CocraBpte naopmarronHoe nucbMo Ne 59 ot 12.09.20 1o cieayronmM JaHHBIM:
MockoBcKkuil moaurpaguuecKuii TEXHUKYM coo0ImaeT aupektopy mkoiasl Ne 12 B.C. AHTOHOBO
O TOM, YTO B HOBOM Y4€OHOM rojly TEXHUKYM OTKpBIBA€T JBa HOBBIX (DaKyJIbTeTa:
1. JlazepHble TEXHOJIOTUH B MOJIUTPAPHUH
2. Opunnueckwuii
[IpaBuna npuema oO1ue 175 BCex.
Anpec MockoBckoro monurpaduyeckoro Texnukyma r. Mocksa yin. Mupa 86, Ten. 337-87-87.
Hupekrop Texuukyma M.C. rnatbeBa.

3aoanue 4 Cocmasbme u ogpopmume cysicedOHble NUCOMA NO CeOYIOWUM CUMY AYUSIM.

Curyanus 1.

JlemapraMeHT MOAJEPKKM M PA3BUTUS Majoro NPEAIpPUHUMATENBCTBA MUCBMOM 3a IMOIIMCHIO
3aM. IupekTopa nemapramenta CeepukoBa A.B. yBemomui pykoBoACTBO neTckoro cama Ne 1586 o towm,
YTO B CBSI3U C PAa3BUTHEM MPEANPHUHUMATEIBCTBA 3[JaHHE JIETCKOTO Caja JOHKHO OBITh MepesaHo s
TEXHUUYECKHUX HYX] JernapTaMeHTa.

Hcnonnutenem BacunbeBoil o nopydeHuro nupekropa aerckoro caga Ne 1586 FOro-3ananHoro
OKpPY’KHOT'O yTIpaBjieHHsI 00pa3oBaHus T. MOCKBBI, pacloJIOKEHHOT0 Ha MpocnekTe MUuypuHCKOM, J10M
22 1. MOCKBBI, OBIIO COCTABJICHO MHCHMO, aIpECOBAHHOE OTAENy muceM Mapuu MOCKBBI IO ajipecy: T.
Mocksa, yn. TBepckas, 13, B koTopom aupekTop aetckoro caga Ne 1586 O.A. A6pamoBa npocuiia pas3o-
OpaTbcs B JAaHHOM BOIIPOCE, MOTUBUPYS T€M, YTO B HA3BAHHOM PaliOHE JIETCKUX CaJOB OCTAJIOCh MAJIO U
HE BCE JIETU MOT'YT MOCEIIaTh AETCKUE JOUIKOIbHbIE yupexaeHus. [lucbmMo ObIJI0O OTBETOM Ha MOTYyYEH-
HBII JIOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

[Ipencenarens mpasieHus akiuoHepHoro kommepdeckoro 6anka « TOPI'TIPEJIBAHKY (mip. Bep-
HajaCcKoro, 19, Mocksa, 112123, ten.: 567-22-17, daxc: 576-22-20) C.A. lllymo obpatuics k ['enepans-
Homy nupektopy HITO «Ac6ect» JI.M. BonbiHIIEBY ¢ MPOCKOOM paccMOTPETH BOIIPOC O MPEA0CTABICHUH
B ;umtenbHyto apeany AKb « TOPI'TIPEZIBAHK» pabounx miomianeit — 180 kB. M oz pa3MelieHue oT-
nejgeHnsa OaHka.



[Mucemo 6bUT0 cocTaBneno ucnonuuteneMm A.M. TloanecHoi Ha JOMKHOCTHOM ONaHKe Mpejacena-
TeJIs TIpaBJIeHusl OaHKa U MOAMUCcaHo 24 MapTa TEKYIIETO To/a.

Curyauus 3.

Ucnonnutenem M. O. IlonsikoBoii no nopyueHuto HayanbHUKa otaena mapketunra ITAO «Topr-
notpedcoro3» (r. Mocksa, JlecHas yim., a.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIII 09876543321/123456789) B.A. KomapoBa 0ObUI0 COCTAaBICHO MUCHMO B ajI-
pec OO0 «/leno», TexunueckoMy nupekTopy A.M. MSrkoBy 00 OTIpaBKe JOKYMEHTAIIUU CJIEIYIOIIETO
conepxanus: «Hampasisem HeoOxomumbie BaM TOKyMeHTBI, cojepikaimye MHOOPMAIMIO O LIEHE KOM-
IUIEKTa HAYYHO-TEXHHUYECKOW TOKYMEHTallMM Ha XOJOoAWIbHOe obopynoBanue. [Ipennmaraem BbICHaTh
TEXHUYECKYI0 JOKYMEHTAILMI0 Ha 3apyOeKHbIE aHAJIOTH XOJOIWIBHOTO oOopyaoBaHus. Ilpu mpuHsaTHH
MOJIO’KUTEIBHOTO PEIIeHHUs 0 3aKylKe 000pynoBaHus MpocuM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHMO
pykoBoautento otaena cosita HaymoBy C.IL». JlaHHBIM MHCHMOM CONPOBOXKIANACH crielu(UKaIUsS Ha
28 1. B 1 7K3.

Cutyanus 4.

MockOBCKUI paJuOTEXHUUECKUH KOJUIEK UMeHHU akagemuka A. A. PacruietnHa MunucrepcTa
obpazoBanus P® (Mockaa, yi. b. [lekabprckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pazocnan
MH(POPMAIMOHHBIE MHChMa AUPEKTOPAM IIKOJI TOpojia C COOOIIeHHEM 00 OTKPBITUM B HOBOM y4eOHOM
roay AByX (pakyiabTeTOB: COBpeMEHHbIE MH(POPMAIIMOHHbBIE TEXHOJIOTHH U Iopuandeckuil. B muceme co-
00II1aJI0Ch TaKXe O TOM, YTO MpaBHjIa pUeMa Ha yKa3aHHbIe (PakynbTeTsl oouiue. [Tnchmo ObLTO cocTas-
JeHo ucnonHuTeneM CTenaHoBoil U noanucano aupexkropom JI.b. MapTeiHiokom 15 MapTa Tekyiero ro-
na.

Curyauus S.

ITAO «IlepBas ®abpuka» (r. banammuxa, ya. 3apeunas, a. 3, 104010) gomkHO OBLIO B COOTBET-
ctBurn ¢ 1. 6 goroopa ot 10.07.2015 Ne 12/25 «O mocraBke npoayKIuu» mocTaBuTh  AO
«CAHJIEPEJIJTA» (MockBa, KpacHoropckast yiu., a. 32, 111123, ten./daxc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedueHune Mecsia KoxaHyoo (QypHUTYPY
Ha oburyro cymmy 150 000 py6reit. daktuuecku sxe GypHUTYpBI ObLIO caHo Ha cymmy 120 000 py6Gueit
¥ HEJIOMOCTaBIIeHO Mpoaykiuu Ha cymmy 30 000 pybneit. CornacHo 1.8 qoroBopa 3a HEJOMOCTABKY MPO-
AYKUUU JTOJDKHA OBITh yIlaueHa HEeycTolka B pasmepe 5%, YTO OT CyMMbI HEJOMOCTAaBKU COCTaBHIIO
1500 pyOneii.

Hupextop AO «CAHIAEPEJIJIA» B./l. ®enopoa obpatunach k gupexropy OOO «IlepBas Pab-
puka» O.[[. CoxonoBy ¢ mpoch00# MepeyncanTh Ha UX PACUETHBIN cueT ykazaHHyo cymmy (1500 py0.).
B npotusnoMm cnyqae AO «CAH/IEPEJIJIA» OyneT BbIHYXIEHO 0OpaTUThCsl B rocapoutpax. [Tucsmo o
HEJIOTIOCTaBKE MPOIYKIMU ObUTO coctaBiieHo ucnoiauautenem P.T. FOaunoit n noanucano ®enoposoii 12
aBrycTa TeKYIIEro roja.

Curyauus 6.

Hupexkrop AO «Antypuym» (Mocksa, IlBetHo#t OymbBap, a. 3, 105123, Tem./dakc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHOB oOpatuics k ['1aBHOMY penaKTo-
py xypHana «J/leno» B.W. IloneBomy ¢ npocbOoii pazmMecTuTh pekiaamy npoaykuuu AO «AHTypuym» B
ouepelHOM HoMepe kypHaia. O0beM pekIaMHOro Marepuaia — 72 mojochkl. Ormuiata myOnIMKaIuy rapaH-
TupoBasiack. [IMcbMO 0 pazMernieHnu peknamMel ObuI0 coctaBieHo ucnoianurenem JILU. ITucapesoi, moa-
nricano AupekTopom A.P. CMUPHOBBIM | TJIaBHBIM OyxrantepoMm B.A. AHTOHOBOM.

Curyanus 7.

[Ty6nuaHbIM akiimoHEepHBIM 001IecTBOM «Bocxom» (109176, Mocksa, yi. [lonesas, 1.14, 0.324)
o611 odopMmIiieH 3aka3z Ne 7 Ha MOCTaBKY MPOAYKIIMU B COOTBETCTBUU C 3aKIIOUYEHHBIM JIOTOBOPOM O TO-
ctaBkax oT 13.06.2013 Ne 12 u nanpasien B aapec [IAO «/Iuamant» (114000, Mocksa, yiu. [Ipocropnas,
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a. 25, od.14, Ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnaxo ITAO «/luamant» He cMorio B yka3aHHBIH cpok (28.07.2014) ucno-
HUTb 3aKa3 KU3-3a OO0JIE3HHM BEAYIIEr0 COTPYAHUKA OTAena JocTaBku U ['eHepanbHbiil nupektop ero I'.J1.
MypowmiieB HarpaBui uHGopManroHHoe muchkMo B anpec [IAO «Bocxom» o mepeHoce CpoKOB HUCIIOIHE-
Hus 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takxke orMmetui yto [TAO «/Iluamanty» cormacHo
B TEUEHHE S5 THEH BBIIJIATUTh HEYCTOWKY B COOTBETCTBUU C 1.4.2 3aKJIIFOYEHHOTO JI0r0BOpa O MOCTaBKax.
[Tucemo Ob110 cocTaBineno ucnoianureneM A.JI. CMUPHOBOI 1 MOAMKCH 3aBEpEeHA NIeYaThi0 OpraHU3alNY.

Curyauus 8.

00O «JIura» (Mocksa, 123465, yn. Mapoceiika, .15, ten. 384-05-90, dakc: 384-05-90) 3arua-
HUPOBAJIO TpoBeAeHNe Bcepoccuiickoit poxaecTBeHCKol sipMapku o0yBu ¢ 10 HOsOpst o 31 mexaOpst
Tekymiero roga. OgHako B cBsA3u ¢ TeM, 4to OO0 «JIura» He pacnosiarajgo HOCTaTOYHBIMU IIJIOMIAISIMU
TUTSL TIPOBEICHUS sipMapku, MconautensHbIld qupekTop obiectBa A.A. KodeTkoB BEIHYXIEH OBLIT 00pa-
tuThes K Jlupektopy Beepoccuiickoro BeictaBounoro mnentpa T.K. TypoBy ¢ mpocb0oit 0 mpenocrasiie-
Huu obmectBy B apeHay 300-400 kB. M BbICTABOYHOM IUIOIIAIN U FapaHTUEN OILIATHI.

Jlumepamypa: [1]; [3]

Tema 7 «IIpaBuia 0(opM/IEHHS OCHOBHBIX BHIAOB OPraHU3ALMOHHO-PACHOPAIUTENIbHBIX
JOKYMEHTOB»
Jlexyus

OpraHu3anyuoHHbIE TOKyMEHTHI, TOHATHE, OCHOBHBIE CTPYKTYPHBIEC 3JIEMEHTHI M TIpaBuia ohopm-
JIeHUs PEeKBU3UTOB PacmopsiiuTenbHble TOKYMEHTHI: MOHATHE, CYIIIHOCTb, ()YHKIIMOHAIbHASI HAIIPaBIICH-
HOCTh. [Ipukassl nmo nuuHOMy coctaBy. OdopMiIEHHE U COCTABIEHUE PACHOPSAUTEIbHBIX JOKYMEHTOB.
BeInucku u3 opraHu3alMoOHHBIX U PACIOPSAAUTEIBHBIX JOKYMEHTOB.

OcHogenble nonamusi membvl: NPUKaA3, yCTaB, PACIOPSHKEHNE, TIOCTAHOBIICHUE, YKa3aHHE, MOJIOXKE-
HUE, UHCTPYKIIMS, pEIICHNUE.

Bonpocw 0na camokonmpona:
1. Kakue BUIbl OPraHN3allMOHHO-PACTIOPSIAUTENBHBIX JOKYMEHTOB OTHOCATCS K PaCIOpsAUTEINb-
HBIM?
. IloueMy pacniopsguTeNbHbIE JOKYMEHTBI OTHOCATCS K IIPAaBOBBIM aKTaM?
. Korna pacnopsinurenbHble JOKYMEHTBI BCTYIAIOT B CUITY?
. Kak paznuyarorcs o cdepe neicTBus pacropsAUTENbHbBIE JOKYMEHTHI?
. Uro siBisieTCcsl OCHOBaHUEM JJIsl U3JJaHUS PacCIOPSIUTEIBHOTO TOKyMeHTa?
. Kak cTpoutcs TekcT pacnopsiAuTeNnbHOrO JOKyMEHTa?
. Kax oopmiisiercs oTMeTka 0 HaMU4YUK IPUIIOKEHUS B PaCIIOPSIUTEIHHOM JOKYMEHTE?
. Kakue opranbl npuHMMarOT OCTaHOBJIEHUE?
. UTo 03HauaeT gara B pacHoOpsAUTEIbHOM JOKYMEHTE, IPOCTABIIsAEMasl B 3ar0JIOBOYHON 4acTH

O 01O L B~ Wi

Onanka?

10. B kakoit ¢opMe U31at0TCSI COBMECTHBIC PACTIOPSIUTEIbHBIC IOKYMEHTHI?

11. Kakue ObIBatOT BUIBI TPUKA30B?

12. Yem oTniruaetcst ohopmiieHHE pUKasa 1o JIMYHOMY COCTaBy?

13. KTo nmeeT npaBo NoJIUCH Ha IIpUKa3ax?

14. Kakoil peKBU3UT UMEETCA TOJIBKO HA IBYX BUAAX PACHOPSAUTENBHBIX TOKYMEHTOB - YKa3aHH-
X U pacHopsKEHUSIX?

15. ITo xakuM BompocaM M3AAIOTCS PaCHOpsKEHNE U YKa3aHHUe?

Jumepamypa: [1]; [2]; [3]; [3]
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Tema 8 «O¢popmiieHne OPpraHu3annOHHO-PACTOPAIUTEIBHON JOKYMEHTAIUID)
IIpaxmuueckoe 3anamue

3aoanue 1

Odopmuts 3asBieHre Kaccupa 3aBojia «CBeT» ¢ Mpoch00il MPeaOCTaBUTh YUCHHUUECKUI OTIYCK C
06.03.20 1o 18.03.20  mpoAOMKUTENBHOCTHIO 13 KaJIeHAApHBIX JTHEW HA OCHOBAHHWM CIIPABKU — BBI30-
Ba Ne 5655 o1 01.03.20 . ®.1.0O. xaccupa MBanosa Upuna IlerposHa.

3aoanue 2

OdopmuTh IpHIKa3 1Mo JUIYHOMY COCTaBY Ha OCHOBE JaHHBIX 3amanust Ne 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npeaocTaBiIeHUU YUEHUYECKOT0 OTITyCKa» Kaccupy 3aBoja M.I1.
NBanoBuo# ¢ 06.03.20 1o 18.03.20  mpOoaoJKUTENBHOCTBIO 13 KaleHAapHBIX JHEH Ha OCHOBAaHUU
cupaBku-BbI30Ba Ne 5655 o1 01.03.20  u 3aaBnenus kaccupa M.I1. MiBaHOBHOI.

[IpocTtaBuTh BU3Y corjacoBaHWs HadaiabHHKa otnena kaapoB O.A. CepreeBod M OTMETKY 00
O3HAaKOMJICHHH C ITPUKa30M BaHOBOI.

3aoanue 3

OdopmuTh NpuKa3 M0 OCHOBHOM J1€ATEIbHOCTH.

B cootBerctBum ¢ Pacnopsskenuem Munuctpa ot 04.03.20  Ne 115 «O0 ycuneHuu npoTUBOINO-
YKapHOU 0€30MacHOCTH M YCHJICHHH OXPaHbl B TIEPHO]T MPa3AHUYHBIX JHEH» COCTaBUTh Ipuka3 Ne 245 ot
06.03.20  m3nanHBI nupekTopoM HaydHO-TIpOM3BOACTBEHHOTO 00BeANHEHHS «ATpOoriprOop» r. Mock-
BoI M. JI. I"ankuHbIM.

B pacnopsauTensHOM YacTH BbIAECIUTD 4 yHKTA!

1. O0 opranuzanuu yOOpKu TEpPUTOPUH 0OBEIMHEHUS

2. O npoBepKe COCTOSIHUS SJEKTPOIPOBOAKI

3. O mpenocTaBIeHUM B CEKpeTapuaT TeHepaIbHOIO JTUPEKTOpa CIHMCKAa COTPYAHUKOB, NpeObIBa-
HUE KOTOPBIX HEOOXOAMMO Ha TEPPUTOPHH O0BEINHEHHS B TIPA3JHUYHBIC THU

4. KoHTpOJIb 32 UCIIOJTHEHWEM BO3JIaraeTcsi Ha IJ1aBHOTO MHXeHepa oobeannenus [1.P. XKapoga.

Kaxxnpiii myHKT paccmoTpeTsh 1o cxeMe «Komy?», «Uto Hyx)HO caenarb?», «J1o kakoro cpoka?y.

Hanpumep, k 1.1 3aBenyromemy ckianom O.H. HukutuHy oprannzoBaTh YOOPKY TEPPUTOPHUH 10
07.03.20__.

[IpocTaBUTh BU3Y INIABHOTO WHXKEHEPA

[ocraButh oTMeTKY 00 ncnoauTene. Mcmomnutenem spisiercst ConoBeeBa tenedon 302-34-56

3aoanue 4.

Odopmuts pacniopstkerne Ne 137 ot 10.03.20  rmaBHOro MHX)eHepa MOCKOBCKOT'O CTaHKOCTPO-
utenpHOTO 3aBoAa «Texmamy J[.M. Connnesa «O Buenpenuu ctanaapra OPJ] CTII 02-601» Ha ocHOBe
MPEUI0KEHHBIX 00pa310B B IPUIOKEHUH 5 1 6.

B pacniopsauTenbHON 4acTH yKka3aTh 4 MyHKTa:

1. O Bueapenuu crangapra OPJ] CTII 02-601 Bo Bcex cimyx0ax, Ha y4acTKax U B CTPYKTYPHBIX
noapasnenenusx 3asoaa ¢ 01.04.20 .

2. O6 opranmzauuu 3ansatuid o usydeHuro CTII 02-601 co cneumanuctamMu U MHKEHEPHO-
TEXHOJIOTHYECKUM IIEPCOHANIOM (¢ ykazaHueM «KoMmy» U ¢ Kakoro 4ucia)

3. O6 opranmzanmu THpakupoBaHus OsaHkoB OPJl, TUMOBBIX TEKCTOB M YHU(UIIUPOBAHHBIX
dbopm (¢ ykazanueM «Komy?»)

4. KoHTpOJIb 32 MCIIOJHEHUEM PAaCHOPSKEHUS BO3JIOKHUTh HAa 3aMECTUTEIISL IUPEKTOPa IO 00IIUM
Bornpocam M.K. buposa.

IIpocraButs Bu3y ropuckoncynsra LK. JIynosa

[ToctaButh 0oTMETKY 00 mcniomHuTene. Mcnomaurenem sBisietcs XKypasnesa 1.B. tenedon 308-
34-16
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3adanue 5. Cocmagvme u ogopmume npomoxovl U aKkmol, He0OX0OUMble 8 CledYIUUX YRPAG-
JICHYECKUX CUMYAYUsIX.

Curtyanus 1.

Hupexmust OO0 «Actpes» (Cankt-IletepOypr) 12.08.20 1. mpoBeno cBoe odepeaHoe 3acena-
Hue, Ha kotopoM npucyrcrBoBainu Boctpsakos C.T., Crynnes I1. /1., Jlebenes .M., Auronos IL.JI., lllen-
tynoBa B.I'., Tumodeer A.A., Ctynosa M.I.

Ha 3acenanum oOcyxanoch ABa Bompoca: 0 xojie pekiaamHoi kamnanuu B 111 kBaprane 20 r. u
0 MEepex0/i€ Ha HOBYIO CUCTEMY BBIILIATHI TIPEMHUAIbHBIX.

[To mepBoMy BompoCy CiyIiaJii cOOOIIeHHe HadajdbHUKa OTAena pekiambl Boctpskoa C.T.,
TEKCT COOOIICHHsI KOTOpOro ObUT mepenan cexkperapto 3acenanus H.JI. bemosoii. [Toatomy xe Bompocy
BBICTYNIJI UHAHCOBBIN AUpEeKTOp TuModeer A.A., KOTOPBIH 0100PHIT YBETUUCHHE PACXOI0B HA HAPY K-
Hy!o peknamy B LIl kBaprane 20 r. Ha 5%.

[To BTOpOMYy Bompocy caenan cooomenre CtyinoB M.U. u TeKkCcT cOOOIIEHHS TaKKe mepeaal CeK-
petapto. Ilo manHOMY ke Bompocy BeicTynmiu AHTOHOB [L.JI., HauanbHUK OTAeNa KajapoB, u Jlebenen
.M., nupekrop no nponaxam. [lepBrlii 0100pUI HOBYIO CHCTEMY BBITLIATHI MPEMHUATBHBIX U PEKOMEH-
J0BaJ MOATOTOBUTH HeoOXoauMble TokyMeHTH k 01.09.20 r. Btopoii npemioxun 1opaboTaTs HOBYIO
CUCTEMY BBITUIATHI IPEMHUANIBHBIX U PEKOMEH/I0BaJ MPOBECTH TOJIOCOBAHME TIO0 JaHHOMY BOMPOCY Ha 00-
IIEM COOpaHuu TPYI0BOTO KOJUIEKTHBA.

B urtore 3acenanus ObUTH NPHUHATHI caenyromue pemenus: 1. Onodbputs paboTy OTAeNna peKiIaMbl
B LI kBaprane 20 . 2. [IpoBecTu ob1miee codpaHue TPyIOBOTO KOJIJICKTHBA IO BOIIPOCY O MIEPEX0/Ie Ha
HOBYIO CHCTEMY BBIMIAThl MpeMuanbHbiX 15.08.20 r. OTBETCTBEHHBIM 3a MOATOTOBKY cOOpaHus ObLia
Ha3HaueHa 3aB. kaHuemspuen llentynosa B.I'.

Cobpanue Ben npencenatens O.A. PymsHies.

Curtyanus 2.

AO «I'pana-M» (Mocksa) 05.03.20 r. mpoBeno 3acenanue CoBeta AUPEKTOPOB, HA KOTOPOM
npucyrctBoBann caeayromue wieHel Cosera: Ilonos M.II., MBanos M.U., Cunopos C.C., YcTuHOBa
V.V., ®enopo ©.®. B cBsi3u ¢ HaTu4IreM KBOpyMa 3aceJjanue ObUIo MpU3HaHO MpaBoMOYHBIM. Ha 3ace-
JlaHWEe BBIHOCUJICS BOIIPOC 00 ONpeeseHUH PIHOYHONW CTOMMOCTH pa3MeIlaeMbIX 00IIeCTBOM JONOIHU-
TenpHbIX akuui. [lo nanHOMY Bompocy 3aciaymanu @enopoBa @.D., KOTOPBIM NPEIOKWI ONPEACINUTD
PBIHOYHYIO CTOMMOCTh pa3MeEIIaeMbIX OOLIECTBOM aKIMM MyTeM 3aKpbITON MOAMUCKU JOMOJHUTEIbHBIX
akmmit B pasmepe 10 000 (mecsatu Thicsd) py0. 3a akmuio. 3aceJaHue MOCTAHOBWIIO YTBEPIUTH MPEIIIO-
xeHne ®enoposa O.dD., Tak KaK NpHU TOJIOCOBAHUH «3A» OBIJIO OTIAHO ISATH T'OJI0OCOB, POTOJIOCOBABILUX
«ITPOTUB» u «BO3AEPXABHINXCS» ne O6buto. Pemenue mpuHATO €IWHOTIIACHO. 3aceldaHUE Bell
npeacenarens ILU. IIporokon nogrorosnen cekperapem M.11. IlerpoBbim.

Cutyanus 3.

Cotpynnuku O6yxrantepun ITAO «KBaHT» mpoBenu 3acefaHue MO BOMPOCY COKPALICHHSI CpOKa
COCTaBJIEHUS TOJI0BOTO oTyeTa 3a 20 T., Ha KOTOPOM MpHCYTCcTBOBaIO 6 yenoBek. C cooOIIeHneM Bbl-
ctynuna Oyxrantep CypkoBa A.M., koTopasi oTMeTHJIa, YTO PaOOTHUKH TPYIILl y4eTa UMEIOT BCE BO3-
MO>KHOCTH JJIs1 3HAUUTEIbHOIO COKPALIEHHUs CPOKA COCTABJIEHHs TOJOBOIO OTYETA, U YTO TOAOBOM OTUET
3220 1. MOXET OBITh IIPEICTABIICH IPYIIION ydeTa Ha 3 JHS paHbIIE YCTAHOBICHHOTO CPOKa.

B o0cyxnenun nannoro Bonpoca Beictynuian E.H. Kporos, rnasusiii 6yxranrep, u I'.A. 1llyouna,
oyxrainrep. KpoToB coolumt o ToM, 4To UM pa3padoTaH HOBBIN rpaduk paboT M0 COCTABICHUIO T'O0BO-
ro OTYeTa, NP YCIOBUHU BBINOJIHEHUS, KOTOPOTO BCEMH pabOTHHKAMHU TPYIMIbI y4eTa, FOJJOBOM OTUeT
MOXXHO COCTaBHTh M CIIaTh Ha 4 JHS paHblle yCTaHOBJIEHHOro cpoka. I'.A. lllybuna oTrmeTmia, 4To 10-
CpPOYHOE MPEJICTABIICHUE r010BOro otyera 3a 20 T. sIBIsETCA MOYETHOM M OTBETCTBEHHOW 3ajaudeil pa-
OOTHUKOB OyXrajaTepuu, U UTO KOJUIEKTHB OyXrajaTepuu MOKET COCTaBUTh I'OJIOBOM OTUET PaHbIIE CPOKA,
eclii Bce pabOTHUKHU OyIyT BBIMOJIHATH YIUIOTHEHHBINA TpapuK pabOTHI.

B urore 3acenanus ObUIO peHIeHO MPEICTaBUTh TOA0BOM oTueT 3a 20 T. HA YeThIpe JIHS paHblle
YCTaHOBJIEHHOIO cpoka, T.€. 00.00.20  r. ¥ mpoBeCTH aHaIU3 rOJOBOT0 OTYETA C LIEJIBIO BBISIBICHUS pe-
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3epBOB, HEOOXOAMMBIX Ul YCIIEHIHOTO BBIMOMHEHHS MiaHa 3a 20 r. 3acenaHue Bella MpejcelaTelb
K.M. JleBamoga, npotokonupoBai cekperaps 1.B. Xomskos.

3aoanue 6. Cocmasvme u opopmume axmel.

Curyanus 4.

Komuccus non npeacenaTenbCTBOM HadallbHUKA TEXHHUYECKOW Tpyniibl A.A. BoloBOro m 4wieHoB
komuccun bopucosa M.YO., HayanbHUKa aIMUHUCTPATUBHO-X035MCTBEHHOTO oTaena, Cmupuosa JLIL.,
oyxranrepa, u Pomanosoit M.K., opuc-menemkepa, AO «JIeonTuss» Ha OCHOBaHHMH JOKJIAIHON 3alMCKH
opuc-menemxepa U.K. Pomanosoit 11.07.20  r. mpoBena npoBepKy TEXHUYECKOTO OCHAICHHUS MPUEM-
HOM T€HEepaJbHOr0 JUPEKTOpAa W MpU3HANA HETOJHBIMU JUIA HKCIUTyaTallMM KOMHMPOBAJIBHBIM armapar
Xerox 345(1 mrr.), mpenep (uaB. HOMEp 367, 1 mT.), dhakc 47823 (1 mt.). [lpusHanHass HEIPUTOAHOMN ISt
SKCIUTyaTallMl TeXHUKa OblIa mepefaHa Ha ckiaj npeanpustus. [lo ycraHoBieHHOMY (DakTy KOMUCCHS
COCTaBWJIa aKT IpHeMa-leperayu OprreXHuku B 3 9k3. (1-1 2K3. — HaYaIbHUKY aJIMHHHCTPATUBHO-
X035IUCTBEHHOTO OTJIeNa, 2-i - TITaBHOMY Oyxrantepy, 3-i - B aeno 23-02), KoTopblii ObUT YTBEPXKIACH Te-
HepanbHbiM JupekTopoM [L.U. CtenaHOBBIM.

Curyanus S.

Komuccus, co3ganHas Ha ocHOBaHUM npukasza aupekropa AO «Meacepsuc» ot 05.10.20 1. Ne
23 «O cOBepIICHCTBOBAHUH JIOKYMEHTAIIMOHHOTO oOecnieueHust nestensHoctd AO «MencepBuc» B co-
craBe: npeacenarens 3yauHoit O.[1., 3aB. kaHuenspuen, uieHoB komuccuu Tokapea H.JI., 3aB. mpous-
BOJICTBEHHBIM oT/enoM, [laBnoBoit B.E., 3am. ri1. 6yxranrepa, Anekcanapoa A.B., MeHemKepa Mo Kaj-
pam, UBanosoii 3.I1., cexperapsi-pedepenHTta KaHIEIIPUH, B IPUCYTCTBUU CEKpeTaps OTIeIa MapKeTUHTa
C.C. PoaunonoBoit 12.10.20  r. mpoBeJia IpOBEPKY COCTOSTHUSL paOOThI C IOKYMEHTAMH B OTJI€JIe MapKe-
TUHTa. B pesynbraTe mpoBeAeHHONH MPOBEPKU OBLJIO YCTAHOBJIEHO, YTO B OTJAENIE HECBOCBPEMEHHO (Gop-
MHUPYIOTCS B JieJla UCTIOJHEHHbBIE IOKYMEHTBHI, 3ar0JIOBKH JIEJI 3a4acTYyI0 HE COOTBETCTBYIOT 3aroJIOBKaM,
MPEeyCMOTPEHHBIM HOMEHKIIATYypO#l JieN, OTCYTCTBYIOT JBa Jeja ¢ mepenuckoii 3a 20 r., He MpoBecHa
npegapxuBHas 00padoTKa JoKyMeHTOB 20 T., MOAJIekKAIIUX JITUTEIFHOMY XpaHeHHI0. Takum o0pa3om,
KOMUCCHS TIPUIILIA K BBIBOAY, YTO B BEJCHUH JEIOMPOU3BOJICTBA B OT/E]e MAPKETUHTa UMEIOTCS CyIIle-
CTBEHHbBIEC HEJIOCTATKH, CBUAETEIbCTBYIOIINE O HAPYILIEHUHU EHCTBYIOIINX HOPMAaTUBHBIX JOKYMEHTOB B
o0JacTH opraHu3aIluy JOKYMEHTAllMOHHOTO obecrieueHus ynpasineHus. [1o yctanoBneHHbIM (pakTam ObLT
COCTaBJICH aKT MPOBEPKHU PabOTHI C JOKYyMEHTaMH B OT/ieJie MapKeTHHTa B 4 sx3emruisapax (1-i — 3am. au-
PEKTOpa MO aJMHUHUCTPATUBHO-XO35HCTBEHHBIM BOMpOCaM, 2-if — 3aB. OTJIEJIOM MapKeTuHra, 3-1 — npen-
cenarenro komucenu, 4-i — B 1eno 01-09. AKT BCTynwil B CHIly C MOMEHTA YTBEPKICHHS JUPEKTOPOM
MpEATPUSITHSL.

Curyanus 6.

17 siHBaps TEKylllero roja B aapec 3aBoja M0 PEMOHTY YacOB U IOBEJIUPHBIX M3JENUil mpudbLIa
MOCBIIKA C 3aBOJIa-TIOCTABILIUKA, MPU BCKPBITMH KOTOPOH ObUIO OOHApPYXEHO OTCYTCTBHE JIBEHAALIATH
KOPITYCOB JJIT 9aCOB Mapku «MOJHHS», YUCIUBIINXCS M0 HakIagHou Ne 18 oT 24 okTsa0ps mpeasiaye-
ro roga. /Iy moaTBepKAeHUs JaHHOTO (paKTa Ha OCHOBAHMH IpHKa3a aupekropa 3aBoga Ne 12 ot 18 gH-
Bapsl TEKYyLIEro roja Oblaa co3/aHa KOMUCCHS IOJ MPEICEAATeIbCTBOM HayalbHUKA OT/AEa CHAOKEHUs
Kapnenko E.II. u unenoB komuccuu nnxenepa Ilasnosa A.P. u 3aB. cxiiagom Ne 1 Kynpsimosa P.B. Ko-
MHUCCHEN ObUI COCTaBlIeH akT 21 sHBaps TEKYIIEro rojia, B KOTOPOM COIEPIKAJICS BBIBOJ O TOM, YTO 3a-
BOJI-IIOCTABILUK JOJDKEH ITOCTaBUTh HEAOCTAIOLIEE KOJUYECTBO KOPIIYCOB K YacaM. AKT BCTyNWI B AcH-
CTBHE C MOMEHTA yTBepKaeHus (22 sHBaps T. T.) qupekTopoM 3aBoja b.M. PomanoBbIM.

Curyauus 7.

WNuBeHTapu3aMoHHass KOMUCCHUs, CO3JaHHAsI HA OCHOBAHWH IPHUKa3a JAUPEKTOpa MOCKOBCKOTO
3aBOJIa TI0O PEMOHTY YacOB M IOBENUPHBIX u3aenuil Ne 24 ot 15 ¢eBpans TekyIiero rojaa, B COCTaBe Mpe/I-
cenatenst OctpoBckoro J.A. (3aM. TJIaBHOro Oyxranrepa 3aBoja) U wieHoB komuccuu Ilerposoit O.H.
(6yxrantepa), HockoBoii H.W. (cT. 5KOHOMHCTA TUIAHOBOTO OTJENIA) MPOU3BENIa PEBU3UIO KACCHI 3aBOJIa
M0 COCTOSTHUIO Ha 16 ¢eBpans Tekymero rojga. PeBusust mpoBoAWIach B MPUCYTCTBUM KaccHpa 3aBOja
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Kapramosa H.W. B pe3ynbpTare npoBeieHHON peBU3UN ObUIO YCTAHOBIEHO, YTO OCTATOK HAIWYHBIX JCHET
B Kacce coctaBiser 1030 py6raeit 00 xom., octaTok AeHer 1o kaccoBoit kaure — 1030 py06. 00 kom. [py-
I'MX LEHHOCTEeH B Kacce 3aBojia He OOHapY)KEHO, YTO COOTBETCTBYET JaHHBIM ydera. Kommuccus Ttakxke
YCTAHOBMJIA, YTO NOPSIIOK BEACHUS KACCOBOM KHUIM U XpaHEHMs IEHET COOTBETCTBYET TpeboBaHusaM Ilo-
JJOXKCHHA O BCACHHH KAaCCOBBIX onepaunﬁ ToCydapCTBCHHBIMU, KOOIICPATHUBHBIMU U 06I_I_ICCTB6HHBIMI/I
NpCANPUATUAMUA, YIPCIKACHUAMU U OpraHu3allusAMU. AxT BCTYyNUII B ,ZIGIZCTBPI@ C MOMCHTA YTBCPXKIACHUSA
JUPEKTOPOM 3aBOJA.

Curyauus 8.

Komuccuss B cocraBe mpencenaTens, HadyalbHUKa OTHeJda CHAOXKEHHS M YICHOB KOMHCCHH:
HaYallbHUKA OTJeNa KYJIbTYPHO-OBITOBBIX M XO3SWCTBEHHBIX YUPEXKICHUH, 3aBEIYIOMIETO CKIAIOM,
Ha3Ha4YeHHas MpHUKa3oM TreHepanbHoro nupekropa [TAO «Crtpenay, mpoBena padoTy M0 YCTaHOBJICHHIO
HETMPUTOJIHOCTH K JajdbHEHIIeMy HCIO0JIb30BaHUI0 uMyIiecTBa. KoMmuccus paborana B IPpUCYTCTBUU KJla-
JIOBILIMKA ¥ MHCIIEKTOpa (PUHOTAENA U YCTAaHOBUJIA, YTO UMYIIECTBO COIJIACHO MPHJIAraeMOMY K aKTy Iie-
PEYHIO TOUICKUT CIHCAHUIO 32 HEMPUTOJHOCTHIO K JajJbHEHIIEMY HCMOJIb30BaHUIO. AKT CHHCAHUS
MMYIIECTBA ObUT COCTaBNIEH ¢ 2 9K3. (0THeNy cHabkeHus, OyXraJlTepuu), IOANUCAaH KOMUCCUN U yTBEp-
KJICH T€HEePATbHBIM TUPEKTOPOM.

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

Tema 9 «IlpaBuia oopMmieHHsI OCHOBHBIX BHAOB CIIPABOYHO-MH(OPMALMOHHBIX JOKYMEH-
TOB»
Jlexyus

HNudopManinoHHO-CIpaBOYHBIC U HHPOPMAITMOHHO-AaHATMTHYCCKIE JOKYMEHTBI, IOHSATHE, OCHOB-
HBIE CTPYKTYPHBIE DJIEMEHTHI U MpaBuia odopmieHus: pekBU3uToB. OdopmiieHrne U cocTaBIeHUE Crpa-
BOYHO-MH(OPMAITMOHHBIX JOKYMEHTOB. J[eJTOBbIE 1 KOMMEPYECKHE MIChMa: KiTacCH(UKAIIHS, CTPYKTYPA,
CTaHIapTHbIE (Gpa3bl U BBIPAXKEHUS; MpaBUia U (OPMbI KOMMEPUECKON MEPENUCKU C 3apyOeKHBIMU
MapTHEPAMU; KOPPECHOHACHIMSA, CBS3aHHAs C MPOBEACHHEM IMEPUOAUYECKUX MEPONPUATHUNA, U MpoYas
KOPPECIOH/ICHIIUS OpraHu3aIus padoThl C JOKYMEHTaMH, COAepKAIIUMU KOH(DUIEHIINAIbHbBIE CBEACHMUSL.
PazHoBUIHOCTH ITHCEM.

OcHosHble noHamus membl.: CIy>ke0HOE TUCHhMO, TellerpamMma, TeseoHorpaMma, MPOTOKOJ; 10-
KJIaJHas 3aIUCKa; CIIy>kKeOHas 3amucKa, OObsICHUTENbHAS 3allMCKa, CIIPaBKa; 3asBJICHHUE, IEPEUEHb, CIIH-
COK, HOMEHKJIaTypa AeJ, PeAJIOKeHHE, jkalto0a; CBOJIKa, 3aKIIF0UCHHE, OT3HIB.

Bonpocuwl ona camoxonmpona.

. Kakue 10KyMeHTBI OTHOCATCS K TPYIIE CIIPAaBOYHO-UH(POPMAIIMOHHBIX ?

. Ha xakux Omankax oopmMIIsitoTcs CripaBOYHO-UH(OPMAaLMOHHbBIE JOKYMEHTHI?
. Kak cTpourcst cTpykTypa Tekcra ciry:keOHOro nucbma?

. KakoBbI npaBmiia ohopmiteHus TeerpaMmbi?

. B uem ocobenHocTh oopmiteHus TeaepoHorpaMmMbl?

. Kakue ObIBatoT BU/IbI IPOTOKOJIOB ¥ YEM OHU OTJIMYAIOTCA APYT OT Apyra?

. Kak opopmisieTcst BBogHas 4acTh MpoToKoia?

. CKOJBKO 3K3eMIUIIPOB aKTa COCTABIAETCA U CKOJIBKO MOIUCHIBAeTCA?

. Kak opopmisieTcst BHeIIHAA AOKIIaHas 3anucka?

10. B yem ocoGeHHOCTh OOPMIICHHUS CTIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceIBaeT 3asBiaeHUE?

12. KakoBsI cTaHIapTHBIC MpaBuUiia 0OPMIICHHUS 3aKITIOUEHHUs?

13. Yem pernaMeHTUPYETCsI COCTaBIEHUE TAKUX JIOKYMEHTOB, KaK [I€peUeHb, CIIMCOK, HOMEHKJIa-

O 00 1N DN K W~

Typa?
14. meeT 11 cBOJIKa YHU(DUITUPOBAHHYIO (hopmy?
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15. Kakue BuIbI CIpaBOYHO-UH(POPMAITMOHHBIX TOKYMEHTOB 0(hOpMIISIOTCS Ha OJIaHKe KOHKPET-
HOT'0 BUJa TOKYMEHTOB?

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

Tema 10 «CocTaBiieHue U opopmiieHHe HHPOPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAILIUM
IIpaxmuueckoe 3anamue

3aoanue 1

CocraButs akT peBuszuu kaccel npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHOoBaHuEM
aBigercs npukas aupekropa Ne 165 or 13.03.20 .

B coctaB komuccun, npoBOJAIIECH pEBU3HIO, BXOJIAT:

[Ipeacenatens - 3am. qupekropa C.H. Koznos

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

2. Cr. 6yxranrep 3.A. OpnoBa
3. byxranrep O.U. Yuaesa

[MpucyrcTBoBanu: 3am. i1. Oyxranrepa [.H. Kopones

kaccup B.M. MakcumoBa
PeBusust Obuta mpoBenmena B mepuon ¢ 14.03.20  mo 16.03.20

B pe3ynbraTe npoBeieHHOM PEeBU3UH YCTaHOBIIEHO:

1. OcTaToK HaJM4YHBIX JEHET B Kacce Mo cocTtosHuio Ha 14.03.20  coriacHO KacCOBOM KHUTH U
JAHHBIM OYXTaJTepPCKOTO ydeTa JoJKeH cocTaBisaTh S000 pyo.

2. @aKkTHYECKUN OCTAaTOK HAJWYHBIX JIeHeT B Kacce cocrtapisier 4800 py0d. Hemgocraua newner B
kacce - 200 py6.

3. HemocTtava HanmuyHBIX JEHET B Kacce oOpa3oBasiach 1o BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X sK3eMIusipax: 1-if 5k3. - B geno Ne 05-11

2-1 9K3. -IUPEKTOPY MPEITPUATUS

3-# 9K3. - 1. Oyxrantepy

B npunoxxenun o0bsicHuTENbHAS 3anucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 3k3.

OdopmMuTh peKBU3HT "OTMETKA O HAIIPABJICHUU JOKYMEHTA B J1€J10"

Ucnonaurens B.A. Anykun nara 25.03.20 .

3adanue 2.

CocTaBUTbh OOBSICHUTENBHYIO 3aIMCKY Ha UMS JIeKaHa (QaKyabTeTa O MPUYMHE OMO3JaHus Ha 1-10

napy 17.03.20 . B tekcre yka3zaTb IpUUMHY ONO31aHUS.
3aoanue 3.

CocraButh poknazHyroo 3amucky ot 18.03.20 . HamMcaHHyIO HadaJbHUKOM ynpasieHus B.O.
Wnbunbiv, aapecoBanHyto ['enepanbnomy nupektopy ITAO «IlepeBosku» T.I1. [lanununy o nepeBojne
HAa JI0JKHOCTb.

[IpnunHON, NOCIYXUBIIEH COCTABICHUIO JAOKJIAJHOW SBISAETCSA pPEOpPraHu3alus CTPYKTYpbI
VYnpaBieHus U yKpyImHEHHE OTAEJIOB B pe3yJbTaTe Yero MpOUCXOAMT IepepacipeeneHie GyHKIui co-
TPYIHUKOB.

Hauvanpnuk ynpasnenus Wneun npocut nepesectu crapiuero skonomucrta C.T. Hukonaesa us ot-

Jciia ABTOMOOUJIBHBIX IEPEBO30K B TAMOXCHHBLIC OTACI C IMOCICAYHOIINMM BHCCCHHCM H3MCHCHUH B
TAaTHOC paclrCaHuc.

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

Tema 11 «Opranusanus 10KyMeHT0000pOTa HA NPeANPUSATHX))
Jlexyus

Opranusanys JOKyMEHTOO00pOTa Ha NpeAnpHuaATHH. TpeboBaHM K OpraHUu3aIiy JOKYMEHTO000-
pora. Cinyx0a IOKyMEHTallMOHHOro oOecneueHus. [lpueMm mocTynarommx JOKYMEHTOB, OpraHU3aLus
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JOCTaBKM JOKyMEHTOB. Peructpanus nokymeHToB. Opranuzanus pacCMOTPEHHUs JOKyMeHTOB. Cucrema-
TU3alMs JOKYMEHTOB, HOMEHKJIATypa A uX GopMUpoBaHUS U XpaHeHHs. KOHTPOJIb UCIIONHEHUS T0KY-
MEHTOB. [1oAroT0OBKa TOKYMEHTOB K apXUBHOMY XPAaHECHMUIO.

OcHogHble noHAMUsL MeMbl.: KOPPECIOHICHIINS, IOTOKU JOKYMEHTOB, IPUHLIUIIBI JOKYMEHTO000-
poTa, orneparpaMma, periucTparys, sKypHa.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cimyx6s1 JIOY BbI 3HaeTe?

2. Uto Takoe JOKYMEHTOOOOPOT M KaK OCYIIECTBISIETCS TOJICUET 00beMa JOKyMEHTO00opoTa?

3. Kakuie moToku JOKyMEHTOB MPUHSATO Pa3indaTh B COCTaBE JOKyMEHTOOOopoTa?

4. Ha3zoBuTEe OCHOBHBIC ATAIbl IOKYMEHTO000POTA.

5. Ha3oBUTE OCHOBHBIE MPUHIUIIBI OPTaHU3AIUU JTOKYMEHTOO00pOTA.

6. Kakue Buzibl paOOT BBITIOTHSAIOTCS M KaKHe CPEJICTBA OPTTEXHUKH MMPUMEHSIOTCS TIpU 00paboTKe
MOCTYTAIONIEH KOppeCTIOHACHIIUN?

7. Kakue onepanuu oCcymiecTBISIOTCS IPU MPeIBAPUTEIHHOM PaCCMOTPEHUH TOKYMEHTOB?

9. Kyna nepenarorcst o0palieHus rpakaaH Mocie UX pacCMOTPEHUSI PYKOBOACTBOM OpraHHU3aIun?

10. Yro Takoe peructpanusi JOKyMEHTOB U KaKOBa €€ OCHOBHAs LENb?

11. Kakue 1oKyMeHTBI HE MOJIeKAT PerucTpanuu’?

12. Kakue hopMbl perucTpaiuy JOKYMEHTOB CYIIECTBYIOT?

13. Yem xapakTepusyeTcsi CMEIIaHHAas CUCTEMAa PErucTpaivu?

15. Kak ¢hopMupyeTcsi perucTpalliOHHBI HOMEpP COBMECTHOTO JJOKyMEeHTA?

16. Kakue pekBU3NTHI BKIIOUEHBI B PErUCTPAIMOHHBIE (HhOpMBI?

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

Tema 12 «OdopmiieHHe JOKYMEHTOB 110 JIHYHOMY COCTaBY»
Ipakmuyeckoe 3anamue

3aoanue 1.
[TonroroBeTe pe3roMe AJisl 3aHATHS BAKAHTHOW JOJDKHOCTH MEHEKepa 1o TPOIake TOBAPOB.

3aoanue 2.
CocraBbTe U 0hopMHTE TPYIOBOIl JOTOBOP B CBS3U C MOCTYILUIEHUEM Ha pabOTy B KadyecTBE IKO-
HOMHUCTA, I0pUCTa (TI0 BEIOODY).

3aoanue 3.
3anoMHUTe TUYHYIO KapTOuKy paboTHHKa hopMmbl T2.

3adanue 4.
CocraBbTe mpuKa3z 00 0cBOOOXKIEHUH Bac oT paboThl B (hupMme «IlmaHera» B CBsI3U C Mepee3ioMm
HA HOBOE MECTO YKHUTEIHCTBO.

3aoanue 5.

CocTaBbTe NPHUKA3BI:

a) o npuemMe Ha pabory meHexepom Jlapuny M.I1;

0) 00 YBOJIbLHEHUH TIEPEBOIOM B JIPYT'YIO OpraHU3AIHIO.

3aodanue 6.
CocTtaBbTe MpHUKa3 O MOOMIPEHUN PAOOTHUKOB.
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3aoanue 7.
[lonroroBeTe mpuka3 (pacnopsiKeHHE) O IPEKPaLeHUH AeHCTBUS TPYIOBOTO 10rOBOpa (KOHTPAK-
Ta) ¢ PaOOTHUKOM.

3aoanue 8.
CocraBbTe 1 0hopMuTe rpaduK OTITYCKOB PAOOTHHUKOB OpraHU3AIIIH.

3aoanue 9.
3aBeuTe TMYHOE JIEJI0 pAOOTHUKA OpTraHU3aAIUH.

3aoanue 10.
3anoHUTh MaTPUILy (PYHKITUH C TOMOIIBIO YCIOBHBIX 0003HAUYCHUMN, U pa3padOoTaTh MOJIOKEHNE

00 otnene (Kagposas ciayx0a, ciry:k0a MapkeTHHra, QUHAHCOBas CITyk0a)

Ne | HanmeHoBaHWe QyHKIHN Havanpauk | 3am. Hagamb- I'maBHBIA Benymmit Criermmanuct
n/n oTjena HHKa OTJeNa CIIEIHATINCT CIEUATIICT

1. ITom6op u 0TOOP KaapPOB

2. Pa3paboTka npemioxeHuii o nepe-

MCIICHHUH MW BBIABM)KCHHUHN Ha BbI-
HMECCTOAIUC JOIKHOCTH

3. AHanu3 TeKy4ecTH KaJpoB U pa3pa-
00TKa Mep

4, AHanu3 KagpoBOTo COCTaBa U TO/I-
TOTOBKa OTYETOB

5. Benenne kaspoBoro yuera

6. OdopmiieHue KaJpoBbIX JOKyMEH-
TOB

7. PaboTa mo amanTary BHOBb MPHHS-
TBIX PaOOTHHUKOB

8. Opranuzanyst 00y4eHus 1 TOBBIIIE-
HUsI KBaTH(UKALMY PaOOTHUKOB

9. PaboTa ¢ KaipoBBIM pe3epBOM

10. | Opranuzanus OIEHOYHBIX MPOLICIYP
(arrectranuu, KBaTU(UKAITHOHHBIX
9K3aMEHOB, KOHKYPCOB)

YciaoBHBbIE 0003HAYCHUA:

P — npunumaet pemieHust (yTBep>KAaeT, MOANUCHIBACT TOKYMEHTHI)

Y — yuacTByeT B 00CY>KI€HUU U BBINOJIHEHUH JIeHCTBUN

K — KoHTponupyeT BhINOIHEHHE PaOOTHI

C — cornacoBbIBaeT TOKYMEHTHI HITH OT/IEIbHBIC BOIPOCHI 110 TAHHOW (YHKIIUU

O — oTBeyaer 3a BBINOIHEHHUE (DYHKIIUHU, OPTAaHU3YET €€ BHITOTHEHHE

IT— pa3pabartbiBaeT NpeI0KEHUs], FTOTOBUT MH(OPMAIUIO JIJIsl BHIIOIHEHUS (PYHKLIIUU
W — ucnonHseT OCHOBHbIE BUIBI pa0bOT

[TonoxeHue o CTPYKTYpPHOM Io/ipa3iesieHnu (0Tiene, yIpaBieH!H, lenapTaMeHTe, ciayxx0e 1 T.11.)
BKJIIOYAET CJICAYIOIINE JIEMEHTHI:

— o011ue nosoXkeHus (HaMMEeHOBaHMe, 1IeIN U 3aJ1auu JIeATEeIbHOCTH, MECTO B OPTraHU3allMOHHOM CTPYK-
Type, CTPYKTYypa MOJpa3AeIeHHUs, 1OJKHOCTh PYKOBOJUTENS CTPYKTYPHOIO IIOAPa3/IeIeHus);

— OCHOBHbBIE HampaBJIeHUs U POPMBI JEATEIBHOCTH CTPYKTYPHOT'O MOApa3/IeIeHHS;

— KpYT BOIIPOCOB IO B3aUMOJIEHCTBHUIO CO CTPYKTYPHBIMH MOAPA3IeIeHUSIMHI (HAMMEHOBAHUS CTPYKTYP-
HBIX M0/Ipa3AeeHu, GOpPMBI B3aUMOACHCTBHS);

— IIOJTHOMOYHSI U OTBETCTBEHHOCTH;

— NIOKA3aTeNH OLICHKH EATEIbHOCTH.
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3aoanue 11.
Cosmaiite HHGOPMAITMOHHO-TEXHOJOTHUECKYIO KapTy ABM)KEHHUS MPUKA30B 110 JIMIHOMY COCTaBY
TPEIIPUATHSL.

Jlumepamypa: [1]; [3]

Tema 13 «AHATU3 COCTOSTHHE JOKYMEHTO000POTA HA NPEeANPUITHH
Jlexyus

O¢ddexTrBHOE ympaBieHUE, pallMOHANbHAs OpPTaHHW3alWs W ONTUMHU3AIUS JOKYMEHTOIIOTOKOB
MPEAIPUATHA.

MeToapl aHaM3a TOKYMEHTOOOOPOTA: CEKTOPHBIE TUArPaMMBI, CXEMBbl JJOKYMEHTAITMOHHBIX T10-
TOKOB, JJOKyMEHTO00O0pOTa, rpadKu BXOJAIIECH U HCXOIAIICH KOPPECIIOHACHIIMU U JIP.), @ TAKKE METO-
B TTOJIcYeTa ero oobeMa (M3ydeHHe JOKYMEHTOB, HEIMOCPEACTBEHHOE Ha0moaeHue, GoTorpadus, pado-
4ero JHs, OTPOC, aHKETUPOBAHHKE).

Hcnonb30BaHre MapHIPyTHO-TEXHOJIOTHUECKUX KapT. ['paduyeckas MeTOIOIOTHS CTPYKTYPHOTO
ananmu3a SADT (SADT —Structured Analysis and Design Technique). Ananu3 gokymMeHTO0OOpOTa TO-
CPEICTBOM aHAJIM3a OPraHU3aIMOHHON CTOPOHBI YIIPABJICHUS M U3yYCHHS Ka4eCTBEHHOTO COCTaBa JIOKY-
MEHTOIIOTOKOB.

OcHogeuvle NOHAMUSL MeMbl: AOKYMCHTOIIOTOK, MapHmpyTHO-TCXHOJOIMYCCKHUEC KapThl, OICpa-
rpamma, rpaquecmzle MCTOABI aHAJIM3a, 3TAIllbl aHAJIn3a ,Z[OKYMGHTOO6OPOT3.

Bonpocwi 0na camokonmpona:

1. Kakue TUnbI NOTOKOB JOKYMEHTOB BBIIEISIOT?

2. J1nst kKakux 1eneit MpoBOAAT aHaIU3 TOKyMEHTooO0opoTa?

3. HazoBuTe 1 pacKkpoiTe OCHOBHBIE ATalbl aHAJIN3a JOKyMEHTo0OopoTa?

4. Ha3oBuTe OCHOBHBIE METOIbl aHATIM3a JIOKyMEHTOO00poTa?

5. IlepeunciuTe OCHOBHBIE AJIEMEHTHI MapIIPYTHO-TEXHOJIOTUYECKOMN KapThl?
6. Packpoiite cymHocTs CTpyKTypHOTro ananuza SADT?

7. Ha3oBUTE OCHOBHBIE KaU€CTBCHHBIC XapaKTEPUCTUKU JOKyMEHTa?

Jluteparypa: [1]; [3]

Tema 14 ®opmupoBanue 0a3 JaHHBIX M AHAJM3 J0OKYMEHT0000poOTa
Hpakmuqecxoe 3arAamue

Bonpocwr k cemunapy:

1. OcHOBHbIE KpUTEPHH KJIaCCU(PUKAIIMHI JOKYMEHTOB.

2. IlpusHaku Ki1accu(uKauy yrnpaBieH4ecKold HH)OpMaIum.

3. I[Iporpammuoe obecnieueHust mpu GopMUpOBaHUM 0a3bl TAHHBIX.

4. Cepa npumeneHust 6a3 TaHHBIX B yIIPaBIEHYECKOH 1A TEILHOCTH.

5. ®opmupoBaHre HHPOPMALMOHHOTO 00ECIIEYEeHUsI YIaCTHUKOB OPTaHU3ALIMOHHBIX IIPOEKTOB.

Ilpakxmuueckoe 3a0anue

3amanue 1.
HpOBel[I/ITe aHaJIn3 Z[OKYMCHTOB 110 KAYCCTBCHHBIM XapaKTepI/ICTI/IKaM.

3aganue 2.
[TocTpotite rpadMKu TUHAMUKA JOKYMEHTOIIOTOKOB MTPEIITPUSATHS.

19



3amanue 3.
Cosnaiite H”HPOPMAITMOHHYO 0a3y JaHHBIX MTPH PeaTH3aIMH OPraHU3aIMOHHOTO ITPOEKTA.

Jlumepamypa: [1]; [3]
5 Y4eOHo-MeTOAUYEeCKOE oOOecTiedeHHe ISl CAMOCTOSITeIbHON padoThl 00y4arOIIUXCSH

B nenom BHeaynuTopHas camMOCTOATEIbHasl padoTa CTylE€HTa MPH M3YYEHHWU Kypca BKIIIOYAET B
ce0s crenyromme BUIbI paboT:

- npopaboTKa (M3ydeHre) MaTepUaIoB JEKIUT;

- YTeHHUE U MPOopaboTKa peKOMEHIOBAHHONW OCHOBHOM M JIOTIOJTHUTEIILHOM JIUTEPATYPHI;

— MOJITOTOBKA K MPAKTHYCCKUM (CEMHHAPCKUM) 3aHSITHSIM;

— MOWCK ¥ MpopaboTka MaTepuanoB u3 MIHTepHEeT-pecypcoB, MEPUOANISCKON TTeYaTH;

— BBHITIOJTHEHHE TOMAIIHUX 33/1aHui B (hopMe TBOPUECKUX 3a/JaHUM, KEHC-CTau, TOKIIAI0B;

— MOATOTOBKA MPE3EHTAIN ISl WIUTFOCTPAIIH JTIOKIa/10B;

- BBITMIOJTHEHHE KOHTPOJIBHOM paboThl, €CIM MPeIyCMOTpEeHa y4eOHBIM IUIAHOM JUCIUILIH-
HBI,

— MOJATOTOBKA K TEKYIIEMY M HUTOTOBOMY (IPOMEKYTOYHAsI aTTEeCTallMsl) KOHTPOIIO 3HAHUMN
0 TUCIUIUTMHE (3a4€T).

OcHoBHas 0Nl CaMOCTOSTEIBHONW pabOThl CTYACHTOB MPUXOAUTCS HA MPOPabOTKYy PEKOMEH]IO-
BaHHOM JINTEPATYphI C LEJIbIO OCBOECHUSI TEOPETUUECKOIO Kypca, OJATOTOBKY K MPaKTUYECKUM (CeMHHAp-
CKHM) 3aHSITHSIM, TEMATHKa KOTOPBIX MOJHOCTHIO OXBATHIBACT COZepkaHue Kypca. CaMOCTOsATEIbHAS pa-
00Ta 1Mo MOJArOTOBKE K CEMHUHAPCKUM 3aHIATHUSIM Mpe/roiaraeT yMeHue padorats ¢ nepBU4YHON nHpopMa-
uen.

6 ®OH/ OLEHOYHBIX CPeICTB VIS MPOBeIeHUs MPOMEKYTOYHOH aTTecTalMu 00y4aloImMXcs

o JMCHMIIJINHE
6.1. Cmpyxkmypa ¢ponoa oyenounvix cpeocmae

@oHJ OLIECHOYHBIX CPEJICTB JUIS MTPOBEICHHS TPOMEKYTOUHON aTTECTALUH O0YJarOIIUXCS IO AHC-
muIuHe «/lemonpons3BoACTBO» MPEACTaBICH B MPHIOKEHHH K pabodeld mporpaMme TUCHMIUIMHBI U
BKJIFOUYAeT B ceOsl:

- IepeyeHb KOMIETEHLIUH C yKa3aHHEM 3TanoB UX (HOPMHUPOBAHMS B MPOIECCE OCBOCHUS
00pa30BaTeIbHON MPOTPaMMBI,

- OIMCaHUE MoKa3aTeIel U KpUTEPHEB OLICHUBAHUS KOMIICTEHIIMH Ha Pa3IMYHBIX 3Tanax ux
(dhopMupoOBaHMs, OTTMCAHNE IITKAJI OI[CHUBAHNS,

- TUIIOBBIC KOHTPOJIBHBIC 3aJaHUs WM MaTCpHaJIbI, HCOGXOI[I/IMBIG A1 OLICHKHU 3HaHPII>i,
YMEHH, HABBIKOB U (WMJIM) OMBITA JEATEIBHOCTH, XapaKTEPH3YIOMNX 3TAIbl ()OPMUPOBAHHUS KOMIIETCH-
LU

- METOJMUYECKUE MaTepUallbl, ONpeNeNSIone MpoLelypbl OLEHUBAHUA 3HAHUM, yMEHUI,
HABBIKOB U (WJIM) OIIBITA JIEATEIBHOCTH, XapaKTEPU3YIOLINX TAIbl (POPMUPOBAHHS KOMITCTCHIIUH.

6.2. Bonpocsl 011 npoeedenuss npOMeINCymouHou ammecmayuu no oucyuniune (3avem)

1. JaiiTe nonsTHE Aenonpon3BoacTBa. HazoBuTe €ro 1meinum u 3agaqm.

2. CymHOCTbh JOKYMEHTUPOBAaHUS. Y HUPHUKAIMS JOKYMEHTOB.

3. Buabl 10KyMEHTOB, BKJIIOYAEMBbIX B CUCTEMY OpraHM3allMOHHO-PACIOPSIIUTENILHON JTOKyMEH-
Taluu.

4. 3akoHOJATeNbHbIE AKThl MU HOPMATHBHBIE JOKYMEHTHI, PETIAMEHTHPYIOLIUE AEATeIIbHOCTh
CIIY>KObl TOKyMEHTALIMOHHOI'O 00€CTIEUEHUS] YIIPABICHUS.

5. TloHATHE FOPUINYECKON CHUITBI IOKYMEHTA.

6. CocraB 00s3aTeIbHBIX PEKBU3UTOB OPTaHN3ALMOHHO-PACTIOPAIUTEIHHOTO TOKYMEHTA.

20



7. CoBpemeHHbIe TpeOOBaHUS K OJaHKaM JOKYMEHTOB U O(hOPMIICHHIO TOKYMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K M3TOTOBIICHUIO, YYETYy, WCIOJIH30BAHUIO W XPAaHCHHIO OJAHKOB C
BocnpousBeaeHreM I'ocynapctBennoro repoa PO.

9. Oco0eHHOCTH PErUCTPALUU BXOJAUINX, UCXOAAIINX U BHYTPEHHUX JOKYMEHTOB.

10. Dransl ABMKEHHE TOKYMEHTOB B OPraHU3AIIHH.

11. Ilpusnakam knaccuPpUKaUU TOKYMEHTOB OpraHU3aliH B JIEJIE.

12. llenu HOMEHKJIATypa /1€ OpraHU3alluy.

13. IIpuka3 - moHsATHE, COCTaB PEKBU3UTOB, (OpMYIsIp-00pa3zel. Beimucka u3 mpukasa.

14. NHCcTpyKIUS - IOHSITHE, PEKBU3UTHI, (hopmysp-oOpaser.

15. TonoxeHue - MOHATHE, COCTAB PEKBU3UTOB, GOPMYIISIp-00pasell.

16. PacniopsikeHue - OHATHE, PEKBU3UTHI, GOPMYIsip-00pasetl.

17. Yka3aHue - IOHATHE, COCTaB PEKBU3UTOB, (HOPMYIsip-00pas3ell.

18. [laiite oO011yro XapakTepUCTUKY YKa3aHus.

19. [locTaHOBNICHHE - TOHATHE, PEKBU3UTHI, (hOopMyIsap-oOpaserl.

20. IIpaBuia ohopMiIeHHsI IPOTOKOJIA.

21. YcraB - mOHATHE, pEKBU3UTHI, (hOpMYIIsip-o0paserl.

22. TexHOJOTHSI TIepeIayl IOKyMEHTOB B apXUB.

23. [lpaBuna UCOIB30BaHUS TOKYMEHTOB BEIOMCTBEHHOT'O apXHBa.

24. OxapakTepHu3yiTe JOKYMEHTHI 110 JHYHOMY COCTaBY.

25. TIpaBuna opopMiieHUs TOKYMEHTOB IIPH IpUEMe Ha padoTy.

26. Kakue 1oKyMeHThI (GOPMHUPYIOT JTUIHOE JCIIO.

27. IlpenmeT 1 00BEKT KOHTPOJISI UCIIONHEHUS] TOKyMEHTa. MeToAbl KOHTPOJISl UCTIOJIHEHUS MPH-
HSTBIX JIOKYMEHTOB.

28. MeToauKa U TEXHUKA PEIaKTUPOBAHUS CITYKEOHOTO JOKYMEHTA.

7 Pexomenayemas JiuTepaTypa

7.1 Ocnoenasn numepamypa
1. Conoryd O.I1. [lenompou3BOACTBO: COCTaBJIECHUE, PEIAKTUPOBaHUE M 00paboTKa JOKY-
MEHTOB: y4e0. mocobue. — 6-¢ u3a. crep. — M.: Omera-JI, 2011. 207 c. 6 3k3.

1.2 /lononnumensnas numepamypa
2. I'OCT P 7.0.97-2016. Hannonaneusiii cranaapt Poccuiickoit ®enepanuu. Cucrema cTaH-
JIapTOB MO0 WHPOPMALUU, OMOIMOTEYHOMY H M3JaTelIbCKOMY Aeiry. OpraHu3alnoOHHO-PACIIOPSIUTETHHAS
nokymeHTarus. TpeboBanus k opopmienuro qokymeHToB" (yTB. [Ipuka3zom Poccrangapra ot 08.12.2016

Ne 2004-ct)

3. HenonpousBoactso: yueobnux/ E.H. bacoBckas, T.A. boikoBa, JI.M. Banosa. - 2-e u3f.,
crep.-M. :Axangemus, 2003 .-176 c. 10 sx3.

4, Hunenko C.A. JlenoBsie 6ymaru u ocodenHoctu nenooro obmenus/C.A. unenko, JI.B.
HMunenxko. - M.: MapT, 2005.-128 c. 33 k3.

5. Kupcanosa M.B. CoBpemeHHOE eT0npou3BOACTBO: yueb. mocodue. - 4-¢ u3a. - M.: UH-
dpa-M, 2004. — 312 c. 3 3k3.

6. Murtpodanos C. B. Jlenonpou3BoacTBo B roctunuile : yueoHoe nocodue / C. B. Mutpo-
¢danoB. — Cankr-IletepOypr : UD0 CII6YTYuD, 2013. — 113 c¢. — ISBN 978-5-94047-524-8. —
Teker : 9NEeKTpOoHHBIN //  JlaHb : 3JIEKTPOHHO-OMOIMOTEeYHAs cucTtema. — URL:

https://e.lanbook.com/book/64066 (nmata oOpamenus: 14.07.2021). — Pexxum nocTyma: Juisi aBTOpHU3.
II0JIb30BaTENEN.
7. Pymbanna JILA. JIokyMeHTAIIMOHHOE OOECIICUCHUE YIpaBlIeHUs: YIeOHUK. - 8-¢ W3],
crep.-M.: Akagemus, 2010.-224 c. 5 5k3.
7.3 Memoouueckue ykazanus
UIynukos A.O. JlokymMeHTalMOHHOE oOecrieyeHue ymnpasieHus. [Iporpamma xypca u meToauye-
CKHE YKa3aHUs K H3YYCHHUIO AUCUUTUINHBL — [lerponaBnoBck-Kamuarckuit: Kamuatl TV, 2019. — 27 c.
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8 Ilepeuenn pecypcoB HH(POPMANMOHHO-TETeKOMMYHUKANIMOHHO# ceTn « AHTepHET»

1. Jenonpec Pexxum mocrtyma: http://www.delo-press.ru/
2. JlemompousBoactBo Pexxum goctyma: http://www.top-personal.ru/officeworks.html
3. Kazaposoe nenonpou3BoactBo Peskum pocryma: http://www.hr-portal.ru/.

9 MeToauuecKkue YKazaHnus 1Jist oﬁyqalomuxm IO OCBOCHHIO JTUCHHUIIJIUHBI

Metonuka mpenofaBaHUs JAaHHOW IUCIMIUIMHBI MpeanojiaraeT 4YTeHHe JIeKUUH, MPOBeIeHUE
MPAKTUYECKUX (CEMUHAPCKHX) 3aHSATUH, TPYIOBBIX M WHIAUBHYAIBHBIX KOHCYIBTAIMN MO OTACIBHBIM
(Hambomee CIOXKHBIM) creruduyeckuM TpodiemMaM JUCHUILIHHBL. [IpemycmMoTrpeHa camocTosTeabHas
paboTa CTY/IEHTOB, a TAK)Ke IPOXO0XKICHHUE aTTECTAIIMOHHBIX HCIIBITAHUIA MPOMEKYTOYHON aTTeCTaIlUH.

Jlekyuu TIOCBAIIAIOTCS PACCMOTPEHHIO Haubojiee BaXHBIX KOHIENTYaJbHBIX BOIPOCOB:
OCHOBHBIM TIOHSTHUSIM, TEXHOJOTHSM CO3JaHUS W JBWKCHHUS JOKYMEHTOB, MPHUMEHSIEMBIM Ha
MIPOM3BOJCTBEHHBIX TMPEANPUATUAX PHIOOXO3SIIICTBEHHOIO KOMIUIEKCA, OLEHKe UX 3(PQPEKTUBHOM
peanmzaryu; OOCYKIEHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIMTEpaType e€Ile He YCTOsulach JIHOO
ABIIAETCA MPOTUBOPEUrBOi. B Xxoze nekuuii oOyyaronmces ciaeayeT MOJArOTOBUTh KOHCHEKTHI JICKIIMA:
KpaTKO, CXeMaTHYHO, TTOCIIE0BATEILHO (PUKCHPOBATH OCHOBHEIC ITOJIOKEHHUS, BRIBOIBI, (POPMYITUPOBKH,
000011IeHUs; TOMEUYaTh BaXKHBIE MBICTH, BBIACNATH KIIIOUEBHIE CJIOBA, TEPMHUHBI, MPOBEPATH TEPMUHBI,
MOHSITHS. C TIOMOIIBIO JIHIMKJIONEINI, CIIOBapei, CIPAaBOYHUKOB C BBITUCHIBAHHEM TOJIKOBAHUHA B
TeTpajib; 0003HAYUTH BOMPOCHI, TEPMHUHBI, MaTe€pHall, KOTOPHIA BBI3BIBAET TPYAHOCTH, MOMETUTH U
MOTIBITATHCSI HAUTH OTBET B PEKOMEHIYEeMOH TuTeparype. Eciiu caMocTOsITeNIbHO He yaeTcst pa3o0paThbes
B MaTepualne, HeoOXoauMo chOopMyIUpPOBaTH BOMPOC M 33JaTh MPEMNOJaBaTEeNI0 Ha KOHCYJIbTAIMH, Ha
MIPAKTUICCKOM 3aHSITHH.

Llenvio nposedenus npakmuueckux 3aHAmMUIl SBISCTCS 3aKpeIUICHHE 3HAHWM oOyuaromuxcs,
MOJIYYEHHBIX MMM B XOJI¢ HM3y4YCHHUS JUCHUIUITMHBI Ha JICKIUSAX W camocTostenbHo. [Ipaktmueckue
3aHATHUS MPOBOAATCS B (hopMe CEMUHApPOB; HA HUX Pa30MpalOTCd KOHKPETHBIE CUTYallUHd M3 MPAKTUKU
3apy0eKHOTO W POCCHUCKOTO YIIPABICHHS, NPOBOJUTCS TECTHPOBAHUE, OOCYKIAIOTCS JTOKJIAJIbI,
MPOBOASATCS onpockl. Ha ydeOHBIX 3aHATUAX CEMUHAPCKOTO THMA 00yJaronrecs BHIIOIHAIOT MPOPaboTKy
pabodeil mporpamMmbl, yaeiss 0co0Oe BHUMAHHUE IICJIIM M 3ajJadaM, CTPYKTYype U COJEPKaHHUIO
JTUCIUIUTNHBL, KOHCIIEKTUPOBAHHWE MCTOYHUKOB; PabOTy ¢ KOHCTIEKTOM JICKIIHi{; MOJTOTOBKY OTBETOB K
KOHTPOJIBHBIM BOIIPOCAM, MPOCMOTP PEKOMEHIYEMOH JIMTepaTyphl, paboTy ¢ TeKCTaMH OQHUITHATBHBIX
MyOIMKaIUil; pelieHre NPaKTUIECKUX 3aIaHui.

[Tpu u3ydeHNH TUCIUTUIMHBI HCIIOJIB3YIOTCSI HHTEPAKTUBHBIC METOIBI O0yUYCHHS, TAKHE KaK:

1. Jlekuus:

- npoOiieMHast JIeKIIKs, Mperoararonias H3lokKeHHe MaTepuana yepe3 npodIeMHOCTh BO-
MIPOCOB, 33124 WK cutyaruii. [Ipu 3ToM mporiecc MO3HAHUS TPOUCXOAUT B HAYYHOM TOHCKE, AUAIIOTE U
COTPYJHHYECTBE C MPEIOoAaBaTesieM B MPOIIecce aHaIu3a U CPaBHEHHUS TOUEK 3PEHUS;

- JEKIUS-BU3YAIM3AIMsl - TM0JIadya MarepHhalia OCYIMIECTBIISICTCS CPEICTBAMU TEXHHUYECKHX
CPEICTB O0YYEeHHS C KPaTKHM KOMMEHTHPOBAHHEM JIEMOHCTPUPYEMBIX BU3YaIbHBIX MaTepuaoB (Tpe-
3eHTaIui).

2. CemuHap:

- TEMaTUYECKUIl CeMUHAp — 3TOT BHJI CEMHUHAapa TOTOBUTCS M MPOBOIUTCS C IENIBIO aKIICH-
TUPOBAHUS BHUMAHUS O00YJArONIMXCS Ha KaKOW-THMOO aKTyaJdhbHOW TeMe WM Ha HanOoJiee BaXKHBIX U CY-
IIECTBEHHBIX €€ acrnekTax. [lepen Hayanom cemMmuHapa 0O0yJaroImuUMes 1aeTcs 3aJaHue — BBIICTUTH CYIIe-
CTBEHHBIC CTOPOHBI TEMBI, HITU K€ TPEIO0/ aBaTellb MOXKET ITO CIeNaTh caM B TOM ClIydae, Korja o0yda-
IOIIUECS 3aTPYIHSAIOTCS MPOCIEAUTh X CBSI3b C MPAKTUKON. TeMaTH4eCKuii ceMuHap yriryoJseT 3HaHUS
CTYJICHTOB, OPUEHTHPYET UX Ha aKTUBHBIM IMOUCK MyTEeH W CIOCOOOB PEIICHUs 3aTparuBacMoin mpoole-
MBI,

B menoM BHeaymuTOpHAas camocmosmenvHas padoma ooydarouwuxca TPU WU3YYEHUH Kypca
BKIIIOUAET B ce0s Cieqyromue BUabsl paboT:
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— npopaboTka (M3ydeHNe) MaTEPUAIOB JIEKIINL;

- YTEeHUE U NPOpabOTKa PEeKOMEHJOBAHHONW y4eOHO-METOINUECKOM JIUTEpaTypHl;

- IIOUCK U MpopaboTKa MaTepuanoB 3 IHTepHeT-pecypcoB, NEPUOANIECKON eUaTH;

- BBITNIOJIHEHHE JIOMAIIHUX 3aJaHui B (hopMe Kelc-CTaau, TECTOB, TBOPUECKUX 3aJaHuil, 10-
KJIaJ10B, pedepaToB;

- IIOATOTOBKA IPE3EHTALMK I WIIIOCTPALUU JNOKJIAJ0B U IPEACTABICHUS PE3yJIbTaTOB
aHaJIM3a KOHKPETHBIX CUTYalHii;

- KOHCIIEKTHPOBAaHHE MIEPBOMCTOUHUKOB U yUEOHOH JTUTEpaTypHI;

- MIOATOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIO 3HAHUIA.

OcHoBHast 011 CaMOCTOSATENBHON PabOThl 00yUYaIOIINXCS MPUXOJUTCS Ha MOATOTOBKY K MPaKTH-
YECKUM 3aHATHUSAM, TEMAaTHKa KOTOPBIX IOJHOCTBIO OXBAaThIBAET colepkaHue Kypca. CaMocTosTeNbHas
paboTa Mo MOATrOTOBKE K MPAKTUYECKUM 3aHATHUSAM IO IUCLUUIUIMHE «J[OKyMEHTallMOHHOE oOecreueHue
yIIpaBJIeHUs» NpeAronaracT yMeHue paboraTh ¢ NEpBUYHON HH(pOpMAIUEH.

10 Kypcosoii npoekT (padora)
BremonHeHne kypcoBoro mpoekrta (padoThl) He IPEeIyCMOTPEHO YICOHBIM IIAHOM.

11 Iepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHI, HCNOJIb3yeMbIX NP OCYLIeCTBJIeHUH 00pa3o-
BaTeJIbLHOI0 Npouecca MO0 JMCHMILIMHE, BKJIKYAas NepedyeHb NMPOrPAMMHOI0 obecrie4yeHHsI U MH-
(popManIMOHHO-CIIPABOYHBIX CHCTEM

11.1 Ilepeuenv ungpopmayuonnsvix mexnono2uil, UCNOIL3YEMbIX NPU OCYULECHEIeHUU 00pa3o-
eamenvbH020 npoyecca
AJIEKTPOHHBIE 00pa30BaTENbHBIE PECYPCHI;

- HCII0JIb30BAaHUE CJIalI-TIPEe3EHTALIN;

— MHTEPAaKTHUBHOE OOIICHHE C OOyYaIOUIMMUCS M KOHCYIbTHPOBAaHUE MOCPEIACTBOM JIIEK-
TPOHHOM IOYTHI.

11.2 Ilepeuensv npocpammnozo odecnevenus, UCNO1b3YEMO20 RPU OCYULECIEIEHUL 00paA306a-
mebHOo20 npoyecca
[Ipu ocBOCHMU AUCHUILTUHBI UCIIOJIB3YETCS JIMLIEH3HOHHOE MPOTrPpaMMHOE 00eCTIeUeHHeE:!
- Ilaket P-7 oduc:

- IporpaMma IpOBEpPKU TEKCTOB Ha IPEIMET 3aUMCTBOBAHMS « AHTHUILIArHAT.

11.3 Ilepeuens ungopmayuonno-cnpagounvix cucmem
- CrIpaBOYHO-TIpaBoBas cuctema ["apant http://www.garant.ru/online

12 MaTepnaﬂbHo-TexnnquRoe odecneuyeHue AUCHHUITINHBI

- JUISL TIPOBEJICHUS 3aHATUHN JIEKIIMOHHOIO THUIA, MPAKTUYECKUX (CEMHHApPCKUX) 3aHATHUH,
TPYNIOBBIX M WHANBUAYATBHBIX KOHCYIBTAIUH, TEKYIIErO0 KOHTPOJIS M MPOMEKYTOUHOM arTecTamuu, Ne
7-405 ¢ xoMIITIEKTOM ydeOHOM MeOenu Ha 36 1MocaI0YHbIX MECTa;

- JUISL CAMOCTOSITENIbHOM paboThl 00ydaromuxcs - yueOHas ayaurtopust Ne 305, o6opynoBaH-
Hasg 5 paOoYMMHU CTaHIUAMH C JIOCTYNOM K ceTH «l/HTepHeT» U B 3JEKTPOHHYIO HH(OPMAIOHHO-
00pa3oBaTeNIbHYI0 Cpeay OpraHu3aliH, U KOMILUIEKTOM ydeOHON mebenu Ha 29 mocaJoyHBIX MECTa;
yueOHas ayautopust Ne 517, o6opynoBanHast 8 paOOUMMHU CTAHIIUSAMU C TOCTYNOM K ceTn «MHTepHEeT» U
B JIEKTPOHHYIO MH(POPMAIIMOHHO-00pa30BaTEIbHYIO Cpeay OpraHU3alui, 1 KOMIJIEKTOM y4yeOHON mebe-
Jv Ha 12 mocajgo4YHbIX MECTa;

— JI0CKa ayIUTOpHAS;

- npesenranuu B Power Point mo temam kypca «JlokymMeHTaIl[HOHHOE OOECIIeUeHHE yIpaB-
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TICHUSY;
- MYJIBTUMEANITHOE 000pynoBaHue (HOYTOYK, TPOCKTOP).
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