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1 Henu u 3aga4n y4eOHOH AUCHUILINHBI

I[envro nucumiuinebl «/lokyMeHTaMOHHOE 0OecrieueHIe YIpaBICHUs

» aBigeTca (popMupoBaHue y 00y4arOIMXCs 3HAHUN O MpOoIecce CO3JaHusl U IBHKEHUS JOKYMEH-
TOB B OpPraHU3aIMIX, HOPMATUBHO-METOINYECKON 0a3bl JEIOMPOU3BOJICTBA, JOKYMEHTOBEIIECKOU Tep-
MHHOJIOTHUHU, A3BIKC CJ'IY)KG6HOFO JOKYMCHTA, TEXHOJOTUAX pa6OTBI C JOKYMCHTaMH, a TaK¥XeE MGTO)II/IKOﬁ
ux 0(pOpPMIICHHS, COCTaBIICHUS, IPABKH U PEJAKTUPOBAHUSI.

OCHOBHBIE 33/1a4M Kypca:

- HU3YUCHUC COACPKAHNA HOPMATHBHBIX MMPABOBLIX AKTOB U MCTOAUYCCKHUX NOKYMCHTOB, PC-
TJIAMEHTUPYIOIIMX BOMPOCHI CO3AaHUSI IOKYMEHTOB M paOOThI C HUMU;

- u3ydyeHue TpeOOBaHUS K  COCTaBIEHUIO U
pacnopsAIUTEIbHON TOKYMEHTALINH;

— M3y4eHHe 00ecTeueHus pallioOHAIBHOTO UCTIONb30BAHMSI TOKYMEHTOB B JIETIOBOM MTPAKTHKE
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 OCBOCHHUSI JMCHUIINHBI

[ponecc n3yueHus! TUCIUIUIMHBI HAMIPaBJIeH Ha (POPMHUPOBAHUE CIIETYIOIIUX KOMITETCHIINA:
[1K - 5 CriocoOHOCTh OCYIIECTBISATH JIEJIOMPOU3BOJICTBO U IOKYMEHTOOOOPOT B TYPUCTCKOM Jesi-

TCIIBHOCTH.

[Tnanupyemble pe3ynbTaTbl OOyUeHHs MPU M3YYEHHM IUCLHILIMHBI, COOTHECEHHBIE C IUIAHUpYe-
MBIMH pe3yJibTaTaMH OCBOEHUS 00pa30BaTeIbHON MIPOrpPaMMBbI, IPEACTABICHBI B TAOIUIIE.

Tabnuna — [InanupyemMele pe3yabpTaThl 00yUYeHHS MPU U3YYESHUH AUCHHUIIMHBI, COOTHECEHHBIE C IIaHUPY-
€MBIMHU PEe3yNbTaTaMH OCBOEHHSI 00Pa30BaTENbHOMN MPOTPaMMBI

Kon ITnanupyemsie pesynsta- | Kog u HaumeHoBanue | Ilmanupyemsiif pesynsraT o6ydenus | Konx nmoka-
KOMIIETEHIINM | TBl OCBOCHHS 00pa3oBa- | MHAWKATOPA JOCTHKEHHS 0 AMCHIUTUINHE 3aTens
TEJILHOM MPOTpaMMBbl YHUBEpCAJIbHOM KOMIIe- OCBOEHUS
TECHIIUU
IK-5 BIaJieHNe HaBBIKaMu aHa- | U1-2mke: 3HAET TexHO- | 3HATH:
am3a  MHQOPMAUMH O | JOTHH, METOABI M METO- | — HopMaruBHble jokymentsl mno | 3(IIK-5)1
(GYHKUMOHMPOBAaHUM CH- | JUKH NPOBEJCHHS aHa- | CTaHAAPTH3alUM B OOJACTH JENO0-
CT€Mbl BHYTPEHHEro 10- | JIu3a U CHUCTEMAaTU3alluM | MPOM3BOJCTBA, JACHCTBYIOIIUE Ha
KyMEHTO000pOTa OpraHu- | JOKyMeHTOB M uH(pOp- | TeppuTopum Poccuiickoii ®enepa-
3aliy, BBEACHHWE 0a3 | MaIuH. LY
JaHHBIX 110 Ppas3IMdYHbIM HI['S]‘[K-G: 3HaeT OCHOBBI | — CHCTEMBl JTOKYMEHTallUH, Tpe- 3(HK'5)2
mokasaTensiM ©  (GOpMH- | TOKyMEHTOOOOpOTa U | GOBaHHMA K COCTABJIECHUIO U O(pOPM-
poBaHHe HHGPOPMAIHMOH- | JOKYMEHTAIIMOHHOTO JIEHUIO JTOKYMEHTOB, COBPEMEHHBIE
HOTO oOecnieyenus | oOecIeueHHsI. CIOCOOBI M TEXHHKY CO3JaHUS JIO-
y4acTHUKOB opranusauu- | U/l-4nke: YMeer opra- | xkymeHToB;
OHHBIX IIPOEKTOB. HHU30BATh XPAHCHHE JO- | — opraHu3alui0  JIOKYMEHT00GO-
KyMCHTOB B COOTBET- | poTa Ha IIPEANPUATHI 3(ITK-5)3
CTBUM C TpeOOBaHUSIMU | _ TepedeHb U CTPYKTYPY OpraHH-
3aKkoHo/aTenbCTBa - POC- | sanyonnpx u pacnopsmurensupx | 3(IK-5)4
cuiickoit ®dexpepauuu u JIOKYMEHTOB.
JIOKaJIbHBIMU aKTaMHd | yyiern:
OpraHU3alHy. — paspabaTeiBaTh mpoexTsl ympas- | Y(ITIK-5)1
W/-Sniee: YMET BECTH | jopyeckoit JIOKyMEHTAIINH;
yaer M perucrpantio | aHAIM3UPOBaTh W BHEAPSTH
JOKYMEHTOB B HEHGOP- YIPaBJIEHYECKYIO JOKYMEHTAIIHIO; Y(IIK-5)2
MAalMOHHBIX CHCTEMaX H
— ONTUMH3HPOBATh  JIOKYMEHTO-
Ha MaTepUalbHbIX HOCH- 06OpOT Ha MPETPHATHI V(IIK-5)3
TEIsX.
— aHaJIM3UPOBaTh MHGOPMAIIHIO O




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

KOMIIETEHIIMM | TBI OCBOEHHS 00pa3oBa- | MHIAMKATOPA JOCTHKEHHS 10 JUCLIUAIUIMHE 3arens
TEIBHON TTPOTPaMMBI YHUBEPCAIBHOM  KOMIIE- OCBOEHUSA
TEHLUH
NJI-6rxs: YMeeT BecTH | QYHKIIHOHUPOBAHHH cuctemsl | Y(ITK-5)4
JIETIOBYIO TICPEITHCKY. BHYTPEHHETO  OKyMEHTOO00pOTa
OpraHu3aLuH,
— BectH 6asbl JaHHBIX 10 pasauu- | Y(IIK-5)5
HBIM MOKA3aTENsIM.
Baaners:

— HaBBIKAMH  JOKYMEHTaJbHOTO
oopMIIeHHS PEIICHHI B ympaBie-
HUHM  OIEPAllMOHHOH  (IPOM3BOJI-
CTBeHHOH) nesTenbHocTH opranu- | B(IIK-5)1
3allHii;

— HaBBIKAMH aHanm3a WHQOpMa-
M 0 (DYHKIIMOHMPOBAHHWHU CHCTe-
MbI BHYTPEHHETO JoKyMenTooGopo- | B(ITK-5)2
Ta OpraHu3alny;

— BeleHWs 0a3 JNaHHBIX IO pas-
JIMYHBIM TOKa3aTelsiM U (OpMHpPO- B(IIK-5)3
BaHUS HMH(MOPMAMOHHOTO obecte-
YEeHUsS] YYaCTHUKOB OpraHU3alMOH-
HBIX IPOEKTOB;

— HaBbIKaMU TOJTOTOBKU OpPTaHH- B(IIK-5)4
3allMOHHBIX W PACIOPSIUTENbHBIX
JIOKYMEHTOB.

3 MecTo TUCHMIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOIl MPOrpaMMbl

Vuebnas nucuniuinHa «J{oKyMEeHTallMOHHOE oOecTieueHne ynpaBieHus» GopMupyeTcs ydacTHH-
KaMu 00pa30BaTeNIbHBIX OTHOLLIEHUH B CTPYKTYpPE OCHOBHOI 00pa3oBaTeNbHON IPOrpaMMBbl, €€ U3ydeHHe
0a3upyeTcsl Ha 3HAHUU COBOKYITHOCTH TAKHUX JUCIUIUINH, KaK « JKOHOMHKaY, «PyccKkuil sI3bIK U KyIbTypa
peun», «Teopust MeHeKMEHTay, «Pa3paboTka ynpaBieHYeCKUX pelIeHui» ap.

3HaHUS, YMEHUS M HaBBIKU, MOJIyYEHHbIE O0yUYalOIIMMHKCS B XO€ M3YUEHMs Kypca JUCIUIUIMHBI,
MOTYT OBITh HCIIOJIb30BaHbI JJIsl IPOXOXKACHHUS MPEATUINIOMHOM MPAKTHUKH, a TAKXKe JIJIs TIOATOTOBKHU BbI-
MyCKHON KBaJIM(PUKAIIMOHHOM PabOTHl.




4 Copep:xanue JMCUUNIHHBI

4.1 Temamuueckuii nnan oucyuniunsl (04HOU opmol 0OyueHus)

KonTakTHas
pa6oTa no Bu-
JAaM y4eOHBbIX
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Tema 1 «OcHOBHBIC TIOHITHS W ONPEACIICHUS
Huckyccus,
JOKYMEHTAllMOHHOTO oOecTedeHus yrpaBie- 9 4 4 5 oot
HUSD) JEKIHS
Tema 2 «JlokymeHTaIimoHHOE 0O€ECTIEUeHE
Hoky 1 10 6 6 4 Omnpoc
JIETIOBOTO OOLICHUS»
Tema 3 «Popmynsip-oOpasern opraHuzauoH-
Huckyccus,
HO-paCIopsIuTEIHHOTO TokyMeHTa. Oomie 8 4 4 4 oot
CBEJICHHS O PEKBU3UTAX)
Tema 4 «CucteMaruzanus 1 XpaHeHHE YIIPaB- 10 6 6 4 [TpakTuueckoe
JICHYECKUX TOKYMEHTOB) 3aHsTHE
Tema 5 «IlpaBuna oopmienns 6I1aHKOB 10~ 6 2 2 4 Iuckyccus,
KYMEHTOB) TeCT
Tema 6 «CocraBienue u 0ohopMIICHHE TTHCEM» 10 6 6 4 ITpaxkTH4eckoe
3aHATHUEC
Tema 7 «IIpaBuna ohopmIIeHUST OCHOBHBIX Tiexycens
BHJIOB OPraHU3allMOHHO-PACIOPAANTEIbHBIX 6 2 2 4 Te};T ’
JTOKyMEHTOB»
Tema 8 «Odopmnenre opraHn3anoOHHO- 8 4 4 4 I[TpakTuueckoe
pacnopsiAUTeIbHON TOKYMEHTALIHI) 3QHSATHE
Tema 9 «IIpaBuna oopmIeHHS OCHOBHBIX Tiexyce
HCKYCCHS,
BHJIOB CITPABOYHO-UH(POPMAIIMOHHBIX JOKY- 6 2 2 4 TGYCT
MEHTOBY
Tema 10 «CocraBnenue 1 opopmiieHuE HH- 8 4 4 4 I[MpakTudeckoe
(hOpMaIOHHO-CIIPABOYHOMN TOKYMEHTAITHI 3aHsTHE
Tema 11 «Opranmsamus AOKyMeHTOOOOpOTa 6 2 5 4 JHuckycens,
Ha MPEATIPUATHIX TECT
Tema 12 «OdopmiieHre JOKYMEHTOB TI0 JIN4- 8 4 4 4 I[TpakTHueckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanu3 cOCTOSIHHE TOKYMEHTO000-
HOKY 5 1 1 4 Huckyccnst
poTa Ha MpeNIPUSITHI)
Tema 14 dopmupoBanue 0a3 JaHHBIX M aHa- Omnpoc, npak-
U3 TOKyMEHT0060pOoTa 8 4 4 4 | rnueckoe 3a-
HATUC
JunddepenumpoBanHblii 3a4et
Bceero | 108/3 51 17 34 57




4.1 Temamuueckuii nnan oucyuniunsl (04HO-3A04HOI hopmbl 00yUeHUs)

KonrakTHas
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Tema 1 «OcHOBHBIE MOHATHUS M ONpPEACICHUS
Huckyccus,
JIOKYMEHTAIIMOHHOTO 00eCIeUeHHs yIpaBJe- 8 2 2 6 oot
HUS JICKIIHS
Tema 2 «/lokymeHTannoHHOE OOecrieueHne
Hoky 8 4 4 4 Ormpoc
JIEJIOBOTO OOIIEHISDY
Tema 3 «DopMmysip-obpazerr opraHu3auoH-  —
HO-PacIopSAIUTENbHOTO JOKyMeHTa. O0mme 6 2 2 4 Te};T ’
CBEZICHHS O PEKBHU3HUTAX)
Tema 4 «Cucremarn3anys 1 XpaHeHHE YIIPaB- 8 4 4 4 IMpaktuueckoe
JICHYECKHUX JJOKYMEHTOB 3aHATHE
Tema 5 «[IpaBuna opopmieHus 6JI1aHKOB 10~ 6 2 2 4 Huckyccus,
KYMEHTOB TECT
Tema 6 «CocraBieHue u 0hOpMIICHHE TTHCEM) 10 4 4 6 ITpakTuyeckoe
3aHATHUC
Tema 7 «IIpaBuna oopmiaeHHsS OCHOBHBIX Tickyee
HCK nus
BHJIOB OpraHU3alMOHHO-PACIOPSAUTEIbHBIX 7 1 1 6 Teyu ’
JIOKYMEHTOBY»
Tema 8 «OdopmieHrne opraHu3alOHHO- IIpakTHueckoe
' 10 | 4 4 6 |
pacTIOpSIINTENFHOM JOKYMEHTAIINN) 3aHATHE
Tema 9 «IIpaBmna ohopmiteHHST OCHOBHBIX i —
n s
BUJIOB CIIPaBOYHO-UH(POPMAIIIOHHBIX JO0KY- 7 1 1 6 Te};T ’
MEHTOB»
Tewma 10 «CocraBienne u oopMieHne MH- 8 2 5 6 I[TpakTuueckoe
(hopMallMOHHO-CTIPABOYHOM JOKYMEHTAITUI 3aHSATHE
Tema 11 «Opranuzanus IOKYMEHTOOOOpOTa 7 1 1 6 Juckyccns,
HAa TPEATIPUATHIX) TECT
Tema 12 «OdopmiieHre TOKYMEHTOB TIO JIF4- 8 2 5 6 IMpaktuueckoe
HOMY COCTaBy» 3aHATHE
Tema 13 «AHanu3 cCOCTOSIHUE TOKYMEHTO000-
7 1 1 6 Huckyccust
pOoTa Ha MPEeNNPUIATHN
Tema 14 dopmupoBanue 0a3 MaHHBIX W aHa- Ompoc, npak-
JIU3 JIOKYMEHTO000pOoTa 8 2 2 6 THYECKOE 3a-
HATUC
Jnddepennmpopannblii 3a4eT
Bcero 7212 32 10 22 76




4.2 Coodeporcanue oucyuniunsl

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

JIOKyMEHT U cUCTEeMbI JOKYMEHTALlUU. 3HAaYE€HUE COBPEMEHHOI'0 IOKYMEHTUPOBAHUS B YIIPABIICH-
yecKkoi nearenbHocTH. HopMmaTtuBHO-TIpaBoBasi 06as3a persiaMeHTUpPYIOIIasi AeI0onpon3BoACTBO. DyHKINUN
nokymeHnToB. Enunas rocynapctBeHHas cuctema jaenonpomsBojctBa (EI'Cl). YuudumupoBaHHbie cH-
crembl fokymeHtanuu (YCJ). Knaccudukamnmsi JoKyMeHTOB. YTpaBlIeHUECKasi TOKyMEHTAIus: TpeOoBa-
HUS K COCTaBIICHUIO U 0(hOPMIICHUIO.

OcnogHble noHAmus membvi: TOKyMEHT, QYHKIIUU JOKYMEHTOB, KlacCU(UKAIUSI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTHPOBAaHUE, TOKYMEHTO0000pOT, (hopMyIisip, OJ1aHK, HOMEHKIIATypa.

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 HOCHTENIECH HHPOPMAIIHH.

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

6. UeM oTnuyaeTcs JOKYMEHT JTUYHOTO IPOUCXOKICHUS OT OUIIUATBHOTO JOKYMEHTa?

7. Yrto 00ycIaBIMBaeT IOPUAMUECKYIO CHITY O(UITMATBHOTO 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 1IeNTH YHUDUKAIINH TOKYMEHTOB?

12. Yo yuuThIBa€TCS NP MPOBEACHUN YHUPUKAIIUN TOKYMEHTOB?

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. YTo BXOIUT B KOMILJIEKC HOPMATUBHBIX TOKYMEHTOB [0 CTaHAApTU3ALUHU?

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. Onpenenenre OCHOB TOKYMEHTUPOBAHHUS YIIPABIECHYECKON N€ATEIbHOCTH.

2. S13bIKOBBIE HOPMBI OPUITHATEHBIX JOKYMEHTOB.

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

4. Ananu3 sI3pIKOBBIX (JOpM ODHUIIUATIEHBIX TOKYMEHTOB (TIPAKTUYECKUE YIIPAKHEHUS).

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 COCTaBICHHIO M O(OpMIIEHHUIO, (HOpMyIsp-
o0Opa3ser, COCTaB W PaCIOJIOKEHNE PEKBU3HUTOB. [l0CTOSIHHBIE W TIEpEeMEHHBIE PEKBU3UTHL. YTJIOBOU H
IPOOJBHBINA OJaHK JoKyMeHTa. CriocoObl opopMIIeHHsI PEKBU3UTOB: (DIaHroBbIN U LieHTpoBaHHBIH. Co-
BPEMEHHBIE CIIOCOOBI U TEXHUKA CO3/IaHHS JTOKYMEHTOB.

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

Bonpocul ona camokonmpons:

. Kakue popmatel Oymaru uconas3yroTes A mocTpoeHus popmyisipa-oopasia OPJ]?
. Kakue pasmepsr noneit OPJ] ycranoBieHs! hopmynsspom-oopaznom OP1?
. Moryt 11 Ha oJisX IOKYMEHTa pacrojaratbCcs Kakue-a11u0o peKBU3UTHI?
. Kakoif MakcMManbHBINA COCTaB PEKBU3UTOB YCTAHOBIICH (hOPMYIISIpPOM-00pa3riom?
. CKONbKO MOJI0OKEHUH Ta0ynsiTopa UCHOIB3YyeTCs MPU 0(POPMIIEHUU PEKBU3UTOB?
. Kakue pekBU3UTBI OTHOCATCS K OCTOSTHHBIM ?
. Kakue pekBU3UTHI ABISAIOTCA 0043aTENbHBIMU?
. CKOJIBKO CYIIECTBYET CIIOCOOOB O(OPMIICHUS PEKBU3UTOB?
. UTo XapakTepu3yroT AONOJHUTEIbHBIE peKBU3UTHI OP/]?
10. Yem npooabHBINA BapUAHT PACTIONOKEHHS pEKBU3UTOB 3ar0JIOBOYHOM yacTH OJaHKa OTJIMYa-
€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 A€l (PUHAHCOBOT'O OTJIEIa OPraHU3aIliH.

3aoanue 3.
Cdopmupyiite nuuHoe €710 pabOTHHKA OpraHU3aIINH.

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 opopmireHnst 6JIaHKOB JOKYMEHTOB»
Jlexyus

CocraB peKkBHU3UTOB. biaHKN JOKyMEHTOB: JJIs MEChMa M OOIIMA OTaHK VIS JPYTHX BHJIOB JIOKY-
MeHTOB. Odopmierne pekBU3UTOB. TpeOoBaHMS K OG(OPMIICGHHIO DPEKBH3UTOB OPraHU3aIMOHHO-
PacIOpsITUTEIBHBIX TOKYMEHTOB, CIIPAaBOYHO-NH(POPMAIIHOHHOHN M CIIPaBOYHO-aHAINTHYECKOH JTOKYMEH-
taruu. CTaHnapTU3anus npouecca JOKYMEHTUPOBAHHS.
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OcHogHble noHsamus memol: BUJIbI OJJAHKOB TOKYMEHTOB, rep0, sMOiieMa; TOBapHBIM 3HaK (3HAK
o0ciy>kuBaHus); KOA (OpPMbI JOKYMEHTa; HAMMEHOBAHUE OPTaHU3AIMM - aBTOpa JOKYMEHTa; HAUMEHO-
BaHUE CTPYKTYPHOIO IOAPA3JAEICHMs - aBTOpa JOKYMEHTa; HAMMEHOBAaHUE JOJDKHOCTHU JHIA - aBTOPa
JOKYMEHTA; CIIPpaBOYHbIC JaHHbIE 00 OpraHM3ally; HAUMEHOBAaHHE BHJA JJOKYMEHTA; JlaTa JOKYMEHTA;
PEruCTPaIlOHHBI HOMEP JTOKYMEHTA; CChIJIKAa Ha PErHCTPAllMOHHBIA HOMEp U JaTy MOCTYMHUBIIETO 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 COrIacOBaHUS JTOKyMEHTA; BU3a; MOANUCH; OTMETKA 00 3JIEKTPOHHOH MOAIMMNCH; TIeYaTh; 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 opranu3zaiuu UMEIOT MPaBoO U300pakaTh Ha OIaHKAaX CBOMX JIOKyMEHTOB [ ocymapcTBeH-
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, IPUBOIUMOE B OJIaHKE KOH-
KpPETHOTO BHJIa 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 Gi1aHKe JJOJDKEH MIPUCYTCTBOBATH PEKBU3HUT «MeCTO cOCTaBIEHUS 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. KakoBbI cocTaBHbIE YacTH pekBU3UTA «I pud yTBEepKIeHUS JOKYMEHTa»?

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 ciy4asx TeKCT OQHUIHATBHOTO JOKYMEHTa MOKHO O(pOPMIISTH TOJIBKO HAa 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 crnoco6amu MOKET OCYIIECTBIIATHCS BHELIHEE COTIACOBaHUE U KaK 3TO 0(opMIIsieT-
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 NI€YaTh?

18. I'me mpocraBisgeTcs OTMETKA O 3aBEpPEeHUH KOIMU U KakK 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 IpOCTaBIIAETCA PEKBU3UT «OTMETKA O IOCTYIUIEHUH IOKYMEHTA B Op-
raausanuio»? HazoBuTe COCTaBHBIE YaCTH 3TOTO PEKBU3UTA.

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



Tema 6 «CocTraBienue u opopmiaeHne nucem»
IIpakmuueckoe 3anamue

3aoanue 1.

Cocraspte nucbMo — npuriaamenue Ne 544 or 10.07.20  mo ci. JaHHBIM:

WNHCTUTYT TOUHBIX TPUOOPOB MOCHIIAET NUChMO — npuriamenue nupexkropy LHIHUU «IIpomerei»
Koncrantuny CepreeBudy ¢ NpUIalleHUEM IIOCETUTh MEXIYHAPOIHYIO CIENUAIN3UPOBAHHYIO BbICTAB-
Ky «OKOHOMHS MAaTEpUAIbHBIX M TOIJIMBHO — DHEPIeTUYECKUX PECYPCOB B CTPOUTENIHCTBE M IIPOMBIII-
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. Iupexrop uHctuTyTa TouHbIX mpubdopos 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 komeek B TeueHUE 2-X HeIeTb C MOMEHTa MOCTYIUICHHUS
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 uHpopmarronHoe nucbkMo Ne 59 ot 12.09.20  mo cienyromuM JaHHBIM:
MocKkoBCKuil moaurpaguuecKuii TEXHUKYM cooOIiaeT aupekropy mkoiasl Ne 12 B.C. AHTOHOBOIA
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 monurpadudyeckoro TexHukyma 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 NpeJIPUHHUMATENbCTBA IUCHMOM 3a IOANMCHIO
3aM. IupekTopa nemapramenta CeepukoBa A.B. yBemoMui pykoBoacTBO aeTckoro caga Ne 1586 o Towm,
YTO B CBSI3U C PAa3BUTHEM MPEANPHUHUMATEIBCTBA 3[JaHHE JIETCKOTO Caja JOHKHO OBITh MepesaHo s
TEXHUUYECKHUX HYX] JernapTaMeHTa.

Hcnonnurenem BacunbeBoil no nopydeHuto nupekropa aerckoro caga Ne 1586 HOro-3anannoro
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 qupexTop aetckoro caga Ne 1586 O.A. AGpamoBa mpocuia pa3o-
OpaTbcs B JAaHHOM BOIIPOCE, MOTUBUPYS T€M, YTO B HA3BAHHOM PaliOHE JIETCKUX CaJOB OCTAJIOCh MAJIO U
HE BCE JIETU MOTYT MOCEIIaTh AETCKUE JOUIKOIbHbIE yupexaeHus. [lucbmMo ObIJI0 OTBETOM Ha MOIYy4EH-
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 ¢ Tpoch00i paccCMOTPETh BOMPOC O MPEA0CTABICHUN
B ;umtenbHyto apeany AKb « TOPI'TIPEZIBAHK» pabounx miomianeit — 180 kB. M oz pa3MelieHue oT-
nejgeHnsa OaHka.
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[Tucemo 6bL10 coctaBieHo ucnonHuteneM A.M. IloaecHoil Ha TOKHOCTHOM OJlaHKe Ipejceia-
TeJs mpaBieHus 0aHKa U MOJMUCcaHo 24 MapTa TEKYIEro roja.

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 0bU10 COCTaBI€HO 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-TEXHUYECKOW TOKYMEHTAllMM Ha XOJIoAWIbHOe oOopynoBanue. [Ipennmaraem BhIciaTh
TEXHUYECKYI0 JOKYMEHTAILMI0 Ha 3apyOeKHbIE aHAJIOTH XOJOIWIBHOTO oOopyaoBaHus. Ilpu mpuHsaTHH
MOJIO’KUTEIBHOTO PEIIeHHUs 0 3aKylKe 000pynoBaHus MpocuM Bac HampaBUTh COOTBETCTBYIOIIEE MUCHMO
pykoBoautemnto otaena cosita HaymoBy C.IL». JlaHHBIM MUCEMOM COMPOBOXKAANACH crielu(HUKAIUS 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 MMHChMa AUPEKTOPAM IIKOJI Topoja ¢ cooOmeHneM 00 OTKPHITUM B HOBOM Y4eOHOM
roay AByX (pakyiabTeTOB: COBpeMEHHbIE MH(POPMAIIMOHHbBIE TEXHOJIOTHH U Iopuandeckuil. B muceme co-
00II1aJI0Ch TaKXe O TOM, YTO MpaBHjIa pUeMa Ha yKa3aHHbIe (paxynbreTsl ooume. [TnceMo ObU10 cocTas-
JeHo ucnonHuTeneM CTenaHoBo# U noanucano aupexkropom JI.b. MapTeiHiokom 15 MapTa TekyIiero ro-
na.

Curyauus S.

ITAO «IlepBas ®abpuka» (r. banammuxa, ya. 3apeunas, a. 3, 104010) gomkHO OBLIO B COOTBET-
ctBur ¢ 1. 6 goroopa ot 10.07.2015 Ne 12/25 «O mocrtaBke mnponmykmum» moctaBute AO
«CAHJIEPEJIJTA» (MockBa, Kpacuoropckas yiu., a. 32, 111123, ten./dgaxc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedueHune Mecsia KoxaHyoo (QypHUTYPY
Ha oburyro cymmy 150 000 py6neit. daktuuecku ke GypHUTYpHI ObLTO caaHo Ha cymmy 120 000 pybmeit
¥ 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 «CAHAEPEJIJIA» B.[l. ®enopoa obpatuinack k qupextopy OOO «llepBas ®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 MPOIYKITMU ObLTO coctaBiieHo ucnoiauutenem P.T. Oauno# u moanmucano degoposoit 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. CmMupHoB obpatuics k ['1aBHOMY peTakTo-
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 O pazMenieHnu pekinaMbl ObUI0 coctaBiaeHo ucnonanurenem JIL.U. ITucapesoit, moa-
nricano AupekTopom A.P. CMUPHOBBIM | TJIaBHBIM OyxrantepoMm B.A. AHTOHOBOM.

Curyanus 7.

[Ty6nuanbIM akiimoHepHbIM 001ecTBOM «Bocxom» (109176, Mocksa, yiu. [lonesas, 1.14, od.324)
o611 odopmIieH 3aka3 Ne 7 Ha MOCTaBKY MPOJYKIMHU B COOTBETCTBUU C 3aKIFOUYEHHBIM JIOTOBOPOM O T1O-
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). Onnako [TAO «/lnamaHT» HE CMOTJIO B YKa3aHHBIN cpok (28.07.2014) ncmo-
HUTb 3aKa3 KU3-3a OO0JIE3HHM BEAYIIEr0 COTPYAHUKA OTAena JocTaBku U ['eHepanbHbiil nupektop ero I'.J1.
MypowmiieB HarpaBui uHGopManroHnHoe muchkMo B aapec [TAO «Bocxoa» o mepeHoce CpoKOB HCIIOJTHE-
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 coctaBieno ucnoiauureneM A.Jl. CMUPHOBOI 1 OAMKCH 3aBepeHa MeYaThi0 OPraHU3aIHH.

Curyauus 8.

00O «JIura» (Mocksa, 123465, yn. Mapoceiika, .15, ten. 384-05-90, dakc: 384-05-90) 3arua-
HUPOBAJIO TpoBeeHNe Bcepoccuiickoit poxaecTBeHCKol sipmapku o0yBu ¢ 10 HOosOpst mo 31 mexabps
Tekymiero roga. OgHako B cBsA3u ¢ TeM, 4To OO0 «JIura» He pacnonarajio JOCTATOYHBIMU ITIOMIASIMH
TUTSL TIPOBEICHUS sipMapku, MconautensHbIld qupekTop obiectBa A.A. KodeTkoB BEIHYXIEH OBLIT 00pa-
tuThes K Jlupektopy Beepoccuiickoro BeictaBounoro mnentpa T.K. TypoBy ¢ mpock00ii 0 mpemocTaBie-
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

OpraHu3anroHHbIE TOKyMEHTHI, TOHSATHE, OCHOBHBIE CTPYKTYpPHBIE 3JIEMEHTHI U TpaBuiIa 0hopM-
JIeHUs PeKBU3UTOB PacnopsiiuTenbHble TOKYMEHTHI: MOHATHE, CYIIIHOCTb, ()YHKIIMOHAIbHASI HAIPaBIICH-
HOCTh. [Ipukassl nmo nuuHOMy coctaBy. OdopMiIEHHE U COCTABIEHUE PACHOPSAUTEIbHBIX JOKYMEHTOB.
BeInucku U3 opraHu3alioOHHBIX U PACIIOPSAAUTENBHBIX JOKYMEHTOB.

OcHoenble nonamusi memovl: NPUKaA3, yCTaB, PACIOPSHKEHNE, TIOCTAHOBIICHUE, YKa3aHHE, MOJIOXKE-
HUE, UHCTPYKIIMS, pEIICHNUE.

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

O 01O L B~ Wi

Onanka?

10. B kakoii ¢popMe U3Aat0TCI COBMECTHBIE PACTIOPSIUTETHHBIC TOKYMEHTHI?

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 JIBYX BUAAX PACHOPSAUTENBHBIX TOKYMEHTOB - YKa3aHH-
X U pacHopsKEHUSIX?

15. ITo xakuM BompocaM M3AAIOTCS PACIOpPsKEHNE U YKa3aHUe?

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

3aoanue 1

Odopmuts 3asBreHne kaccupa 3aBoja «CBeT» ¢ MpocbOol MPe0CTaBUTh YICHUYECKHIA 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 IpHKa3 1Mo TUIHOMY COCTaBY Ha OCHOBE JaHHBIX 3amanus Ne 1.

[Tpuka3z Ne 65k ot 05.03.20  «O nmpenocTaBiIeHUN YUEHUUYECKOTO OTITyCKa» kKaccupy 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 3asBnenus kaccupa M.I1. FiBaHOBHOI.

[IpocTtaBuTh BU3Y corjacoBaHMs HadajdbHUKa oTaena kajapoB O.A. CepreeBoid U 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 ycuneHuH npoTHBOIIO-
YKapHOU 0€30MacHOCTH M YCHJICHHH OXPaHbI B TIEPUOJI MPa3THUYHBIX JHEH» COCTaBUTh puka3 Ne 245 ot
06.03.20  m3nanHBI nupekTopoM HaydHO-TIpOM3BOACTBEHHOTO 00BeANHEHHS «ATpOoriprOop» r. Mock-
BoI M. JI. I"ankuHbIM.

B pacnopsautensHOM YacTH BBIAEIUTD 4 TYHKTA:

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 HCIIOJTHEHHWEM BO3JIaraeTcsl Ha TJIaBHOTro MHkeHepa oobeaunenus [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 HH)KEHEPA

[ocraButh oTMeTKY 00 ncnonauTene. Mcmomautenem sisisiercst ConoBbeBa 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. Comnnnesa «O Bueapenuu cragmapra OPJ] CTII 02-601» Ha ocHOBe
IIPEUI0KEHHBIX 00pa310B B IPUIOKEHUH 5 U 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 3ausaTuid no usydenuro CTII 02-601 co cnenmanucramMu 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 UCIIOJTHEHUEM PACHIOPSDKEHHS BO3JIOKUTH HA 3aMECTUTEINS AUPEKTOPA MO 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 aKmol, He0OX00UMble 8 Cle0YIWUX YNPAE-
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 3acenanuu oOcyxaanoch ABa Bompoca: 0 xoje pekiamHoi kamnanuu B L1 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 ObLT mepenan cexperapro 3acemanus H.Jl. Bemnosoii. [loaToMy ke 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 coodmenue CtynoB M.U. u TeKCT cooOImeHns Takke epeaan 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 HeoOXxoaumMble qokyMeHTHI kK 01.09.20 1.  Bropoiil npeanoxun 1opaboTats HOBYIO
CUCTEMY BBITUIATHI IPEMHUANIBHBIX U PEKOMEH/I0BaJ MPOBECTH TOJIOCOBAHME TIO0 JaHHOMY BOMPOCY Ha 00-
IIEM COOpaHuu TPYI0BOTO KOJUIEKTHBA.

B urtore 3acenanus ObuTu NPUHATHI ciaeaytomue pemenus: 1. Onodpute paboTy OTaena peKiaMbl
B LI kBaprane 20 . 2. IIpoBecTu ob1iee coOpaHue TPyIOBOTO KOJJIEKTHBA MO BOMPOCY O MEepPexXoje 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 3aceanue OblUIO 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 aKIMHA MyTeM 3aKPHITON MOANUCKU JAONOIHUTEIbHBIX
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» He Oblm0. Pemenue mpuHSATO €IWHOTIIACHO. 3aceqaHue Bel
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 MpHCYTCTBOBaIO 6 yenoBek. C cooO1eHEM BbI-
ctynuna Oyxrantep CypkoBa A.M., koTopasi oTMeTHJIa, YTO PaOOTHHUKH TPYIILl y4eTa UMEIOT BCE BO3-
MO>KHOCTH JJIs1 3HAUUTEIbHOIO COKPALIEHHUs CPOKA COCTABJIEHHs TOJOBOIO OTYETA, U YTO TOAOBOM OTUET
3220 T. MOXET OBITh IIPEACTABIICH IPYIINON yueTa Ha 3 THSA paHbIlle YCTAaHOBIICHHOTO CPOKA.

B o0cyxxnennn nannoro Bonpoca Beictynuian E.H. Kporos, rnaBusiii 6yxranrep, u I'.A. lllyOuna,
oyxrainrep. KpoToB coolumt o ToM, 4To UM pa3padoTaH HOBBIN rpaduk paboT M0 COCTABICHUIO T'O0BO-
ro OTYeTa, NP YCIOBUHU BBIIOJIHEHUS, KOTOPOTO BCEMHU pabOTHHKAMM TPYIIBl y4yeTa, TOIOBOH OTYET
MOXXHO COCTaBHUTh M CIIaTh Ha 4 JHS paHblle ycTaHOBJICHHOro cpoka. I.A. IllyOouna ormeruna, 4ro go-
CpPOYHOE MPEJICTABIICHUE r010BOro otyera 3a 20 T. sIBIsETCA MOYETHOM M OTBETCTBEHHOW 3ajaudeil pa-
OOTHUKOB OyXrajaTepuu, U YTO KOJUIEKTHB OyXTaJTepuu MOKET COCTaBUTh I'OJJOBOM OTUET paHbIIE CPOKa,
eclii Bce pabOTHUKHU OyIyT BBIMOJHATH YIUIOTHEHHBIN TpauK paboThI.

B urore 3acenanus ObUIO peHIeHO MPEICTaBUTh TOA0BOM oTueT 3a 20 T. HA YeThIpe JIHS paHblle
ycTaHoBJIeHHOTO cpoka, T.. 00.00.20 . m mpoBecTH aHau3 roJIOBOrO OTUETA C LIENbIO BBISBICHUS pe-
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3epBOB, HEOOXOAMMBIX JUIs YCIICHIHOTO BBINMOMHEHMA MiiaHa 3a 20 1. 3acenaHue Beja mpejaceaareib
K.M. JleBamoga, npotokonupoBai cekperaps 1.B. Xomskos.

3aoanue 6. Cocmasvme u opopmume axmel.

Curyanus 4.

Komuccus non npeacenaTenbCTBOM HadalbHUKA TEXHUYECKOW Tpyniibl A.A. BonoBOro n 4wieHoB
komuccun bopucosa M.YO., HayanbHUKa aJMUHUCTPATUBHO-XO035IMCTBEHHOTO oTaena, Cmupuosa JLIL.,
oyxranrepa, u Pomanosoit M.K., opuc-menemkepa, AO «JIeonTuss» Ha OCHOBaHHMH JOKJIAIHON 3alMCKH
opuc-menemxepa N.K. Pomanosoii 11.07.20  r. mpoBena npoBepKy TEXHUYECKOTO OCHAICHHUS MPUEM-
HOM TE€HEpaJbHOrO JUPEKTOPA W MPU3HANIA HETOJHBIMU Ul HKCILTyaTallMM KOIMHMPOBAJIBHBIM ammapar
Xerox 345(1 mrr.), mpeaep (uHB. HOMEp 367, 1 mT.), dhakc 47823 (1 mr.). [IpusHaHHasS HEIPUTOTHON JIS
SKCIUTyaTallMl TeXHUKa OblIa mepefaHa Ha ckiaj npeanpusatus. [lo ycraHoBieHHOMY (DakTy KOMUCCHUS
COCTaBWJIa aKT IpHeMa-leperayu OprreXHuku B 3 9k3. (1-1 2K3. — HaYaIbHUKY aJIMHHHCTPATUBHO-
X035IUCTBEHHOTO OTJIeNa, 2-i - TIaBHOMY Oyxrantepy, 3-i - B aeno 23-02), koTopblit ObUT YTBEPXKACH Te-
HepanbHbiM JupekTopoM [L.U. CtenaHOBBIM.

Curyanus S.

Komuccus, co3ganHas Ha ocHOBaHUM npukasa qupekropa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O cOBepIICHCTBOBAHUH JIOKYMEHTAIIMOHHOTO oOecnieueHust nestensHoctd AO «MencepBuc» B co-
crape: npeacenarens 3yauHoit O.[1., 3aB. kanuenspuei, uieHoB komuccuu Tokapea H.JI., 3aB. mpous-
BOJICTBEHHBIM oT/enioMm, [laBnoBoit B.E., 3am. ri1. Oyxranrepa, Anekcanaposa A.B., MeHemKepa MO KaJ-
pam, UBanoBoii 3.I1., cexpetaps-pedepenTta KaHIEIIpHH, B IPUCYTCTBUU CEKpeTaps OTAea MapKeTHHTa
C.C. PoaunonoBoit 12.10.20  r. mpoBeJia TpOBEPKY COCTOSTHUSL paOOThI C IOKYMEHTAMH B OTJIEJIe MapKe-
TUHTa. B pesynbraTe mpoBeAeHHONH MPOBEPKU OBLJIO YCTAHOBJIEHO, YTO B OTJAENIE HECBOCBPEMEHHO (Gop-
MHUPYIOTCS B JieJla UCTIOJTHEHHbIE TOKYMEHTHI, 3ar0JIOBKH JIEJ 3a4acTyl0 HE COOTBETCTBYIOT 3arojOBKaM,
MPEeyCMOTPEHHBIM HOMEHKIIATYpO# JieN, OTCYTCTBYIOT JBa Jiejia ¢ mepenuckoii 3a 20 T., He IpoBecHa
npegapxuBHas 00padoTKa JoKyMeHTOB 20 T., MOAJIekKAIIUX JITUTEIFHOMY XpaHeHHI0. Takum o0pa3om,
KOMUCCHS TIPUIILIA K BBIBOAY, YTO B BEJCHUU JIEJIOMPOU3BOJCTBA B OT/IETIC MAPKETUHTA UMEIOTCS CYIIIe-
CTBEHHBIE HEJIOCTATKH, CBUAETEIBCTBYIOINE O HAPYLICHUH JCHCTBYIOIUX HOPMATUBHBIX IOKYMEHTOB B
o0JacTH opraHu3aIluy JOKYMEHTAllMOHHOTO obecrieueHus ynpasineHus. [1o yctanoBneHHbIM (pakTam ObLT
COCTaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTaAMU B OTJeJIe MapKeTuHra B 4 sx3emiuisapax (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
MpEATPUSIITHS.

Curyanus 6.

17 sHBaps TEKyILEero roja B agpec 3aBojia M0 PEMOHTY YacOB U IOBEJIMPHBIX M3AENUN MpHObLIa
MOCBIIKA C 3aBOJIa-TIOCTABILIUKA, MPU BCKPBITMH KOTOPOH ObUIO OOHApPYXEHO OTCYTCTBHE JIBEHAALIATH
KOPITYCOB JJI 4acOB MapKku «MoHMS», YUCIUBIIUXCS 10 HakmagHo Ne 18 oT 24 okTa0ps nmpeasiaylie-
ro roga. /Iy moaTBepKAeHUs JaHHOTO (paKTa Ha OCHOBaHMH IpHKa3a aupekropa 3aBoaa Ne 12 ot 18 sH-
Bapsl TEKYyLIEro roja Oblaa co3/aHa KOMUCCHS IOJ MPEICEAATeIbCTBOM HayalbHUKA OT/AEa CHAOKEHUs
Kapnenko E.II. u unenoB komuccun nnxenepa IlaBnosa A.P. u 3aB. cknanom Ne 1 Kynpsmosa P.B. Ko-
MHUCCHEN ObUI COCTaBlIeH akT 21 sHBaps TEKYIIEro rojia, B KOTOPOM COAEpKajics BbIBOA O TOM, 4TO 3a-
BOJI-IIOCTABILUK JOJDKEH ITOCTaBUTh HEAOCTAIOLIEE KOJUYECTBO KOPIIYCOB K YacaM. AKT BCTyNWI B AcH-
CTBHE C MOMEHTA yTBepKAeHUs (22 ssHBaps T. T.) qupekTopoM 3aBonaa b.M. PomaHoBBIM.

Curyauus 7.

WNuBeHTapu3aMoHHass KOMUCCHUs, CO3/IaHHAs HAa OCHOBAaHWHU IPHKa3a TUPEKTOpa MOCKOBCKOTO
3aBOJIa TI0O PEMOHTY YacOB M IOBENUPHBIX u3aenuil Ne 24 ot 15 ¢eBpans TekyIiero rojaa, B COCTaBe Mpe/I-
cemparens OctpoBckoro D.A. (3aM. TIIaBHOTO Oyxrajirepa 3aBojia) U wieHoB komuccuu [lerposoit O.H.
(6yxrantepa), HockoBoii H.W. (cT. S5kKOHOMHCTA TUIAHOBOTO OTJENA) MPOU3BEIa PEBU3UIO KACCHI 3aBOJIa
M0 COCTOSTHUIO Ha 16 ¢eBpans Tekymero rojga. PeBusust mpoBoAWIach B MPUCYTCTBUM KaccHpa 3aBOja

15



Kapramosa H.W. B pe3ynbpTare npoBeieHHON peBU3UN ObUIO YCTAHOBIEHO, YTO OCTATOK HAIWYHBIX JCHET
B Kacce coctaBisger 1030 py6raeit 00 xom., octaTok AeHer no kaccoBoit kaure — 1030 py06. 00 kom. [dpy-
I'HX LEHHOCTEH B Kacce 3aBojia He OOHApY)KEHO, YTO COOTBETCTBYET JaHHBIM ydera. Komuccus taxke
YCTAHOBMJIA, YTO NOPSIIOK BEACHUS KACCOBOM KHUIM M XpaHEHMs IEHET COOTBETCTBYET TpeboBaHusIM Ilo-
JJOXKCHHA O BCACHHH KAaCCOBBIX onepaunﬁ ToCydapCTBCHHBIMU, KOOIICPATHUBHBIMU U 06I_I_ICCTB6HHBIMI/I
NpCANPUATUAMUA, YIPCIKACHUAMU U OpraHu3allusAMU. AxT BCTYIIUII B HCﬁCTBI/IG C MOMCHTA YTBCPKIACHUA
JUPEKTOPOM 3aBOJA.

Curyauus 8.

Komuccuss B cocraBe mpencenaTens, HauajdbHHKA OTJENa CHAa0XXEHHUS W YJIEHOB KOMHCCHUU:
HaYallbHUKA OTJeNa KYJIbTYPHO-OBITOBBIX M XO3SWCTBEHHBIX YUPEXKICHUH, 3aBEIYIOMIETO CKIAIOM,
Ha3Ha4YeHHas MpHUKa3oM TreHepanbHoro aupekropa [TAO «Ctpenay, mpoBena paboTy MO YCTaHOBJICHHUIO
HEMPUTOTHOCTH K JladbHEeHIIeMy HCTIOIh30BaHUIO uMYyIecTBa. Komuccus paborana B MPUCYTCTBUU Kila-
JIOBILIMKA ¥ MHCIIEKTOpa (PUHOTAENA U YCTAaHOBUJIA, YTO UMYIIECTBO COIJIACHO MPHJIAraeMOMY K aKTy Iie-
PEYHIO TOJUICKUT CIHMCAHUIO 3a HENPUTOJAHOCTBIO K JajJbHEHIIEMY HCIOJIb30BAHUIO. AKT CHHCAHUS
MMYIIECTBA ObUT COCTaBNIEH C 2 9K3. (0THeny cHaOXKeHUs, OyXranTepun), MOANIUCaH KOMUCCUN U YTBEp-
KJICH T€HEePATbHBIM TUPEKTOPOM.

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

Tema 9 «IlpaBuia odopMmieHHsI OCHOBHBIX BUAOB CIIPABOYHO-MH(OPMALMOHHBIX JOKYMEH-
TOB»
Jlexyus

HNudopMannoHHO-CIpaBOYHBIC U HHPOPMAITMOHHO-AaHATMTHIECCKHIE JOKYMEHTBI, IOHSATHE, OCHOB-
HBIE CTPYKTYPHBIE DJIEMEHTHI U MpaBuia odopmieHus: pekBU3uToB. OdopmiieHrne U cocTaBIeHUE Crpa-
BOYHO-HH(OPMAIIMOHHBIX JOKYMEHTOB. J[eJTOBBIE U KOMMEPYECKHE MMIChMa: KiTacCH(UKAIHS, CTPYKTYpa,
CTaHAapTHbIE (pa3bl U BBIPAKEHUS; MpaBuia U (GOpPMBI KOMMEPUECKOM TMEPENHCKU C 3apyOeKHBIMU
MapTHEPAMU; KOPPECHOHACHIMSA, CBS3aHHAs C MPOBEACHHEM IMEPUOAUYECKUX MEPONPUATHUNA, U MpoYas
KOPPECIOH/ICHIIUS OpraHu3aIus paboThl ¢ JOKYMEHTaMH, COJAEPKAIIMMH KOH(HICHIIUATbHBIC CBEICHHUS.
PazHoBUIHOCTH ITHCEM.

OcHosHble noHAmUsL membl: CITy>)kKe0HOE TUCHhMO, TellerpamMma, TeseoHorpaMma, MpOTOKOJ; 10-
KJIaJHas 3aIUCKa; CIIy>kKeOHas 3amucKa, OObsICHUTENbHAS 3allMCKa, CIIPaBKa; 3asBJICHHUE, IEPEUEHb, CIIH-
COK, HOMEHKJIaTypa AeJ, PeAJIOKeHHE, jkalto0a; CBOJIKa, 3aKIIF0UCHHE, OT3HIB.

Bonpocul ona camokonmpons:

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

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

. KakoBbI npaBmiia ohopmiteHus TeerpaMmbi?

. B uem ocobenHocTh opopmiieHus reaedoHorpaMmbi?

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

. Kak opopmisieTcst BBogHas 4acTh MpoToKoia?

. CKOJBKO 3K3eMIUIIPOB aKTa COCTABIISETCS U CKOJIBKO MOJITUCHIBACTCS?

. Kak opopmisieTcst BHeIIHAA AOKIIaHas 3anucka?

10. B yem ocoGeHHOCTh 0OpOpMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceIBaeT 3asBiaeHUE?

12. KakoBsI cTaHIapTHBIC MpaBuUiia 0OPMIICHHUS 3aKITIOUEHHUs?

13. Yem pernaMeHTUPYETCs] COCTABIEHUE TAKUX TOKYMEHTOB, KaK I1I€peUY€Hb, CIIMCOK, HOMEHKIIa-

O 00 1N DN K W~

Typa?
14. meeT 11 cBO/IKa 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, nmpoBOJAIIECH peBU3UIO, BXOIST:

[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 mpoBenena B mepuony ¢ 14.03.20 mo 16.03.20

B pe3ynbrate npoBeeHHON pEBU3UHU 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. @aKTHYECKUN OCTAaTOK HaJWYHBIX JIeHer B Kacce cocrtapisier 4800 py0. Hegocraua nener 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 MPEITPUATHS

3-# 9K3. - 1. Oyxrantepy

B npunoxxennn o0bsicHuTENbHAA 3anKcka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 3Kk3.

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

Ucnonaurens B.A. Anykun nara 25.03.20 .

3adanue 2.

CocTaBUTh OOBSICHUTENBHYIO 3alIMCKy Ha UMS JIeKaHa (akyJapTeTa O MPUYMHE OMO3/aHus Ha 1-10

napy 17.03.20 . B tekcre yka3zaTb IpUYMHY OIO31aHUS.
3aoanue 3.

CocraButh poknazHyroo 3amucky ot 18.03.20 . HamMcaHHyIO HadaJbHUKOM ynpasieHus B.O.
Wnbunbiv, aapecoBanHyto ['enepansHomy pupektopy ITAO «Ilepeozku» T.I1. Janwiuny o mepeBoje
HAa JI0JKHOCTb.

[IpyunHONM, NOCITYXUBIIEH COCTABICHUIO JAOKJIAJHOW SBISAETCA PpEOpraHu3alus CTPYKTYpbI
VYnpaBieHus U yKpyImHEHHE OTAEJIOB B pe3yJbTaTe Yero MpOUCXOAMT IepepacipeeneHie GyHKIui co-
TPYIHUKOB.

Hauvanpnuk ynpasnenus Wneun npocut nepesectu crapiiero skonomucra C.T. HukonaeBa u3 oT-
Jiefla aBTOMOOMJIBHBIX TEPEBO30K B TAMOMKEHHBIE OTAE] C IOCIEIYIOLUIMM BHECEHHUEM H3MEHEHHH B
LITaTHOE pacluCaHue.

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

Tema 11 «Opranusanus 10KyMeHT0000pOTa HA NPeANPUSATHX))
Jlexyus

Opranuzanus 10KyMeHTOo000poTa Ha npeanpusituu. TpeGoBaHus K OpraHU3allK JOKYMEHTO000-
pora. Ciyxx6a JOKyMEHTalMOHHOro obecriedyeHus. llpueM mocTymaroummx JOKYMEHTOB, OpraHH3aius
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JOCTaBKM JOKyMEHTOB. Peructpanus nokymeHToB. Opranuzanus pacCMOTPEHHUs JOKyMeHTOB. Cucrema-
TU3alMs JOKYMEHTOB, HOMEHKJIATypa A UX GopMUpOBaHUS U XpaHeHHs. KOHTPOJIb UCIIONHEHUs T0KY-
MEHTOB. [1oAroToBKa TOKYMEHTOB K apXUBHOMY XPAaHECHMUIO.

OcHogHble noHAMUsL MeMbl.: KOPPECIOHICHIINS, IOTOKU JOKYMEHTOB, IPUHLIUIIBI JOKYMEHTO000-
poTa, oneparpaMma, perucTparus, KypHaJl.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cimyx6s1 JIOY BbI 3HaeTe?

2. Uto Takoe JOKYMEHTOOOOPOT M KaK OCYIIECTBIISIETCS MOJICUET 00BbeMa JOKyMEHTO00opoTa?

3. Kakuie moToku JOKyMEHTOB MPUHSATO Pa3indaTh B COCTaBE JOKyMEHTOOOopoTa?

4. HazoBuTEe OCHOBHBIC ATAIlbl IOKYMEHTOOOOPOTA.

5. Ha3oBUTE OCHOBHBIE MPUHIUIIBI OPTaHU3AIUU JTOKYMEHTOO00pOTA.

6. Kakue Buzibl paOOT BBIMOJTHSAIOTCS M KaKHe CPEJICTBA OPTTEXHUKH MMPUMEHSIOTCS TIPH 00paboTKe
MOCTYTAIONIEH KOppeCTIOHACHIIUN?

7. Kakue onepainuu oCcymecTBISIOTCS IPU MPeIBAPUTEIIEHOM PAaCCMOTPEHUH 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 ¢hopMupyeTcst perucTpalliOHHBI HOMEP COBMECTHOTO JOKyMEHTA?

16. Kakue pekBU3NTHI BKIIOUEHBI B PErUCTPAIMOHHBIE (HhOpMBI?

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

Tema 12 «OdopmiieHre JOKYMEHTOB 110 JIHYHOMY COCTABY»
Ipakmuyeckoe 3anamue

3aoanue 1.
[TonroroBsTe pe3roMe s 3aHATHS BAKAHTHOM JOJKHOCTH MEHEDKEPA IO MPOJIaXKe 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 ocBOOOXIeHUH Bac OT paboThl B ¢pupme «Ilmanera» B CBA3M C mepee3ioMm
HA HOBOE MECTO YKHUTEIHCTBO.

3aoanue 5.

CocTaBbTe NPHUKA3BI:

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

0) 00 yBOJIbHEHUH TIEPEBOIOM B JIPYT'YIO OPTaHU3AIHUIO.

3aodanue 6.
CocTtaBbTe MpHUKa3 0 MOOMIPEHUN PaOOTHHKOB.
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3aoanue 7.
[lonroroBeTe mpuka3 (pacnopsiKeHHE) O IPEKPaLeHUH AeHCTBUS TPYIOBOTO 10rOBOpa (KOHTPAK-
Ta) ¢ PaOOTHUKOM.

3aoanue 8.
CocraBbTe 1 0hopMuTe rpaduK OTITYCKOB paOOTHUKOB OpTraHU3AIIH.

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 CTELUATIHCT

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 HITU OTAEIBHBIE BOMPOCHI 110 TaHHOW (yHKIIUU

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

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

[TonoxeHnue o CTPYKTYpPHOM To/ipa3ziesieHuu (0TeNe, yIpaBIeH!H, lenapTaMeHTe, ciayxoe U T.11.)
BKJIIOYAET CJICAYIOIINE JIEMEHTHI:

— o011ue nosoXkeHus (HaMMEeHOBaHMe, 1IeIN U 3aJ1auu JIeATEeIbHOCTH, MECTO B OPTraHU3allMOHHOM CTPYK-
Type, CTPYKTYpa MOJpa3AeIeHuUs, 10JKHOCTh PYKOBOJUTENS CTPYKTYPHOIO IOApa3/IeIeHus);

— OCHOBHBIE HampaBJIeHUs U POPMBI JEATEIBHOCTH CTPYKTYPHOTO MOIpa3AeIeHHUS;

— 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 BXOJSIICH U UCXOIAIICH KOPPECIIOHACHIIMU U JIP.), @ TAKXKE 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 U U3YUYCHUsI KAYeCTBEHHOTO COCTaBa JIOKY-
MEHTOIIOTOKOB.

OcHogeuvle NOHAMUSL MeMbl: AOKYMCHTOIIOTOK, MapHmpyTHO-TCXHOJOIMYCCKHUEC KapThl, OICpa-
rpamma, rpaquecmzle MCTOAbI aHaJIM3a, 3TAIlbl aHaJIM3a I[OKYMCHTOO60p0Ta.

Bonpocwi 0na camokonmpona:

1. Kakue TUnbI MOTOKOB JOKYMEHTOB BBIJIEISIOT?

2. J1nst kKakux 1eneit MpoBOAAT aHaIU3 TOKyMEHTooO0opoTa?

3. HazoBuTe 1 pacKkpoiTe OCHOBHBIE ATalbl aHAJIN3a JOKyMEHTo0OopoTa?

4. Ha3oBuTe OCHOBHBIE METO/Ibl aHANIN3a JIOKyMEHTO00O0pOoTa?

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 6a3 JaHHBIX M AHAJM3 J0KYMEHT0000poTa
Hpakmuqecxoe 3arAamue

Bonpocwr k cemunapy:

1. OcHOBHbIE KpUTEPHH KJIaCCU(DUKALIMY JOKYMEHTOB.

2. IlpusHaku Ki1accu(uKauy yrnpaBieH4ecKold HH)OpMaIum.

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

4. Cepa npumeHeHus 6a3 JaHHBIX B YIIPABICHYECKON IEATEIBHOCTH.

5. ®opmupoBaHue HHPOPMALIMOHHOTO 00ECIIEYEHUS YIaCTHUKOB OPTaHU3allUOHHBIX IPOEKTOB.

Ilpakxmuueckoe 3a0anue

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

3aganue 2.
[TocTpotite rpadMKu TUHAMUKA JOKYMEHTOIIOTOKOB ITPEATPHUSITHS.
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3amanue 3.
Cospnaiite HHPOPMAITMOHHYO 0a3y JTAHHBIX MIPH PeaTU3AIMH OPTraHU3AIMOHHOTO TIPOCKTA.

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

B nenom BHeaynuTopHas camMOCTOATENbHas padoTa CTyAEHTa MpU U3YyYEHHH Kypca BKJIIOYAeT B
ce0s crenyromme BUIbI paboT:

- npopaboTKa (M3ydeHre) MaTepUaIoB JEKIUT;

- YTeHHUE U MPOopaboTKa peKOMEHIOBAHHONW OCHOBHOM M JIOTIOJTHUTEIILHOM JIUTEPATYPHI;

— MOJITOTOBKA K MPAKTHYCCKUM (CEMHHAPCKUM) 3aHSITHSIM;

- MOWCK ¥ MpopaboTka MaTepraiioB u3 MHTepHET-pecypcoB, IEPUOANISCKON TeYaTH;

— BBHITIOJTHEHHE TOMAIIHUX 33/1aHuil B (hopMe TBOPUECKUX 3a/laHUM, KEHC-CTaau, TOKIaI0B;

— 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 TEOPETUUECKOI0 Kypca, OJATOTOBKY K MPAKTUYECKUM (CEeMHHAp-
CKHM) 3aHSITHSIM, TEMATHKa KOTOPBIX MOJHOCTHIO OXBATHIBACT COZepkaHue Kypca. CaMocTosITeIbHAs pa-
00Ta 1Mo MOJArOTOBKE K CEMHUHAPCKUM 3aHIATHUSIM Mpe/roiaraeT yMeHue padorats ¢ nepBU4YHON nHpopMa-
uen.

6 ®OH/ OLEHOYHBIX CPeICTB /UIS MPOBeIeHHs MPOMEKYTOUHOM aTTecTAuH 00y4aroLUXCs

o JMCHMIIJINHE
6.1. Cmpyxkmypa ¢ponoa oyenounvix cpeocmae

@DoHJ OLIEHOYHBIX CPEJCTB JUIS MTPOBEICHUS IPOMEKYTOUHON aTTECTAllK O0YUYarOIIUXCS TI0 JAHC-
UIUTHHE «J{OKyMEHTAIIMOHHOE 00EeCTIeUeHUE YITPABIICHIS» TPECTABICH B IPUIOKEHUH K paboueii mpo-
rpamMMe TUCHUIUIMHBI U BKJIIOYAET B Ce0st:

- IepeyeHb KOMIETEHLIUH C yKa3aHHEM 3TanoB UX (HOPMHUPOBAHMS B MPOIECCE OCBOCHUS
00pa30BaTebHON MPOTPaMMBI;

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

- TUIIOBBIC KOHTPOJIBHBIC 3aJaHUs WM MaTCpHaJIbI, HGOGXOHI/IMBIG A1 OLICHKHU 3HaHI/Il>'I,
YMEHH, HABBIKOB U (WMJIM) OMBITA JEATEIBHOCTH, XapaKTePHU3YIOIUX 3Tanbl (JOPMHUPOBAHUS KOMIICTECH-
LU

- METOJMUYECKUE MaTepUallbl, ONpeNeNSIone MpoLelypbl OLEHUBAHUA 3HAHUM, yMEHUI,
HABBIKOB U (WJIM) OIIBITA JIEATEIBbHOCTH, XapaKTEPU3YIOLIUX 3TaIbl (POPMHUPOBAHHS KOMITICTCHIIUH.

6.2. Bonpocsl 011 npoeedeHuss NPOMEHCYMOUHOU ammecmauuu no oucyuniune (ouggepen-
UUPOBAHHBLIL 3a4em)

1. /[laiite nonsitie nenonpousBoacTBa. Ha3oBuTe ero 1enu u 3agauu.
CyLIHOCTh TOKYMEHTUPOBAaHUS. Y HUPHUKALMS JOKYMEHTOB.

3. Buapl TOKyMEHTOB, BKJIIOUYAEMBIX B CUCTEMY OpraHM3allMOHHO-PACTIOPSIIUTEIIEHON JTOKyMEH-
TalUu.

4. 3akoHOJATENbHBIE AKTbl U HOPMATUBHBIE JOKYMEHTBI, PETIAMEHTHUPYIOLIUE JEATEIBHOCTD
CJIY’KOBI IOKyMEHTAllMOHHOI'O 00ECIEUEeHUs YIIPABICHMS.

5. IlonsTHe ropuaANYECcKON CHIIbI TOKYMEHTA.
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6. CocraB 00s3aTebHBIX PEKBU3UTOB OPTaHNU3ALMOHHO-PACTIOPAIUTEIBHOTO TOKYMEHTA.

7. CoBpemeHHbIE TpeOOBaHMS K OJJaHKaM JTOKYMEHTOB U O(DOPMIIEHUIO IOKYMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K M3TOTOBJICHHUIO, YYETy, WCHOJb30BAHUIO U XPAHCHHIO OJAHKOB C
BocIpom3BeieHneM [ ocynapcTBeHHOTO Tepba PO.

9. OcobeHHOCTH PerucTpaluy BXOJAIINX, UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB.

10. Drarmbl ABMKEHUE TOKYMEHTOB B OpTaHH3AIHH.

11. TIpuznakam knaccuuKanuy JOKyMEHTOB OPraHU3aLUH B JIEJIE.

12. llenm HOMEHKIIATypa JeT OpTaHU3aIlUH.

13. TIpuka3 - moHsATHE, COCTAaB PEKBU3HUTOB, (hopmyisip-oOpaser. Beimucka u3 npukasa.

14. MucTpyKIius - MOHATHE, PEKBU3UTHI, (OpMYISIp-00pasell.

15. TlonoxeHue - MOHATHE, COCTAB PEKBU3HTOB, (OPMYIISIp-00pa3ell.

16. Pacriopsixenue - moHATHE, PEKBU3UTHI, (PopMyIissp-oOpaserr.

17. YkazaHue - IOHATHE, COCTaB PEKBU3UTOB, (hOPMYIIIp-00pasell.

18. JlaiiTe oOuryro XapakKTepuCTUKy Y Ka3aHUs.

19. TloctanoBneHHE - MOHATHE, PEKBU3UTHI, (OPMYISIp-00paze.

20. TIpaBuna opopMiIeHHs MPOTOKOJIA.

21. YcraB - moHATHE, PEKBU3UTHI, (hopMyIIsip-oOpaserr.

22. TexHonOTHs NIEpeIaYy TOKYMEHTOB B apXUB.

23. IIpaBuiia HCIIONB30BaHHS JJOKYMEHTOB BEIOMCTBEHHOTO apXHUBA.

24. OxapakTepu3yiTe JOKYMEHTHI [0 JHYHOMY COCTAaBY.

25. TIpaBuna oopMIIeHUS TOKYMEHTOB IIPU IIpUEMe Ha padoTy.

26. Kakne mokyMeHTBI (POPMUPYIOT JIMYHOE JEIIO.

27. IlpenMeT 1 OOBEKT KOHTPOJISI UCIIOTHEHUST TOKyMeHTa. MeTOoIbl KOHTPOJISI UCTIOJTHEHUS TPHU-
HSTBIX JJOKYMCHTOB.

28. MeTtoauka ¥ TEXHUKA PEJaKTHPOBAHUS CITyKEOHOTO JOKYMEHTA.

7 Pexomenayemas qutepatypa

7.1 Ocnosnasn 1umepamypa
1. Conoryo O.I1. lenonpou3BOACTBO: COCTaBJICHHE, PEIaKTUpPOBaHHE M 00paboTKa ITOKY-
MEHTOB: y4e0. mocobue. — 6-¢ uzm. crep. — M.: Omera-JI, 2011. 207 c. 6 3k3.

7.2 /lononnumensHnas numepamypa
2. I'OCT P 7.0.97-2016. Harmonanensiii cranaapt Poccuiickoit ®@enepanuu. Cucrema cTaH-
JIapToB Mo WHboOpMalnu, OMOINOTEYHOMY U M3JaTeNbCKOMY aeny. OpraHu3aluOHHO-PACTIOPSIUTEbHAS
nokyMeHnTanus. TpeboBanus k opopmiienuto nokymeHToB" (yTB. Ilpukaszom Poccranaapra ot 08.12.2016
Ne 2004-cT)

3. HenonpousBoacteo: yueonnk/ E.H. BacoBckas, T.A. beikoBa, JI.M. Bsosa. - 2-e¢ u3g.,
crep.-M. :Akanemus, 2003 .-176 c. 10 sk3.

4. Hunenko C.A. [lenoBsie 6ymaru u ocoberHHoctu aenoBoro odmenus/C.A. uaenko, JI.B.
Hunenko. - M.: MapT, 2005.-128 c. 33 ak3.

5. Kupcanosa M.B. CoBpemeHHO€E N1€T0MPOU3BOICTBO: yuel. mocodue. - 4-e uzn. - M.: Un-
¢dpa-M, 2004. — 312 c. 3 sx3.

6. Mutpodanos C. B. [lenonpousBoacTBo B roctuHuile : yuebHoe nocobdbue / C. B. Mutpo-
¢danoB. — Camnkr-IletepOypr : UD0 CIIOYTYu3, 2013. — 113 c¢. — ISBN 978-5-94047-524-8. —
TekcrT : 3JIEKTPOHHBIH // Jlanb : AIIEKTPOHHO-OMOIMOTEeYHAs cucrema. — URL:

https://e.lanbook.com/book/64066 (mara oGpamenusi: 14.07.2021). — Pexum goctyma: Juisi aBTOPH3.
ITOJIB30BAaTENEH.
7. Pymbianna JILA. JlokymeHTanmoHHOe oOecreueHue yrpaBieHus: y4eOHukK. - 8- u3n.,
crep.-M.: Akagemus, 2010.-224 c. 5 7k3.
7.3 Memoouueckue ykazanus
Ulynuxos A.O. JlokymeHTallMoHHOE oOecniedeHue ympasieHus. [Iporpamma Kypca u MeTonuye-
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CKHME YKa3aHUs K M3y4YEeHHUI0 AucuuIuinHbl. — [lerponaBnoBck-Kamuarckuit: Kamuatl TV, 2019. — 27 c.
8 Ilepeuenn pecypcoB HH(OPMANMOHHO-TEJIeKOMMYHUKAIMOHHO# ceTn « AHTEpHET»
1. Jdenomnpec Pexum nocryna: http://www.delo-press.ru/

2. JlenompousBoactBo Pexxum mocrtyma: http://www.top-personal.ru/officeworks.html
3. Kazaposoe nenonpou3sBoactBo Pesxxum gocryma: http://www.hr-portal.ru/.

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

5. DnektpoHHO-OMOMMOTeUHass cucrema «lOpaitTy: [DnexkTpoHHbI pecypc]. - Pexum
noctyna: https://urait.ru

6.

9 MeToauuecKkue YKazaHnus 1Jist oﬁyqalomuxm IO OCBOCHHIO JTUCHHUIIJIUHBI

Metonuka mnpenojaBaHUs JAHHOW IUCLMILIMHBI IPEAIOJAracT YTEHHE JIEKUUH, NPOBEICHUE
IIPAKTUYECKUX (CEMUHAPCKMX) 3aHATUH, TPYNIOBBIX M MHAWBUYAJIbHBIX KOHCYJIbTALUN MO OTAEIBbHBIM
(Hanbonee clOXHBIM) crnenupuyeckuM npodiaemaM AucUMIUIMHBL [IpeqycmoTpeHa camocTosTelbHas
paboTa CTY/IE€HTOB, a TAK)KE IPOXO0XKIECHNUE aTTECTALIMOHHBIX UCIIBITAHUNA TPOMEXYTOUHOMN aTTEeCTaIUH.

Jlekyuu TOCBAIIAIOTCA PACCMOTPEHUIO HauOojiee BaXKHBIX KOHLENTYalIbHBIX BOIPOCOB:
OCHOBHBIM TMOHSATHUSAM; TEXHOJOTMSIM CO3JaHUS M JBW)KEHHUA JOKYMEHTOB, IPUMEHSEMBIM Ha
IPOU3BOJICTBEHHBIX NPEANPUATHIX PbIOOXO3SMCTBEHHOIO KOMILIEKCa, OIEHKe UuX 3((PEKTUBHON
peanu3anum; OOCYXIEHHIO BOIPOCOB, TPAKTOBKAa KOTOPBIX B JIUTEpAType eIlle He YCTOsIach JIMOO
ABJISIETCSI IPOTUBOpPEUMBOil. B xozxe ynekuuit oOyyaromuMmcs ciaeyeT MOArOTOBUTh KOHCHEKTHI JIEKIMA:
KpaTKo, CXeMAaTUYHO, MOCIIETI0BATEILHO (PUKCHPOBATh OCHOBHBIE TTOJIOKEHHSI, BBIBOABI, (DOPMYITHUPOBKH,
0000111eHNs; TTOMeYaTh Ba)kKHbIE MBICIH, BBIIEIATH KIIOYEBBIE CIIOBA, TEPMUHBI; MPOBEPATH TEPMHHBI,
MOHSTHUSL C TNOMOUIbIO SHIMKJIONEINI, CIIOBapei, CIPaBOUYHUKOB C BBIIUCHIBAHUEM TOJIKOBaHUHI B
TeTpaab, 0003HAUUTH BONPOCHI, TEPMHHBI, MaTepHaj, KOTOPbI BBI3BIBAET TPYAHOCTH, MOMETUTb M
MOMBITATHCSI HAWUTU OTBET B PEKOMEHAYEMOI1 tuTeparype. Eciiu caMocTosTeNbHO HE yiaeTcst pa3o0paThCes
B MaTepHalie, HeoOX0AUMO c(OopMyIMpOBaTh BONPOC U 334aTh MpENoJaBaTell0 Ha KOHCYJIbTAllUM, Ha
MIPAKTUYECKOM 3aHSTHH.

Ilenvro nposedenusn npakmuuecKux 3aHAmMuUIl SBISAETCS 3aKpelyieHHE 3HaHUN OOydaroImxcs,
MOJIyYEHHBIX MMM B XOJ€ M3y4eHUsS [UCLUUIUIMHBI Ha JEKUUSAX U camocTrosTtenbHo. [IpakTuueckue
3aHATHUS MPOBOAATCS B (hopME CEMUHApPOB; Ha HUX Pa30MPAIOTCAs KOHKPETHbIE CUTYallUU U3 MPAKTUKH
3apy0eKHOr0 U POCCHUHCKOIO YIpaBi€HHs, NPOBOAUTCS TECTHUPOBAHHE, OOCYKIAIOTCS JOKIIAJbI,
poBOJATCS onpockl. Ha yueOHBIX 3aHATUSAX CEMHUHAPCKOTO THIA 00y4aroIuecs BBIIOIHIIOT MPOpadoTKyY
paboueil mporpammbl, yaenssi oco0oe BHUMAaHHUE I€JIIM M 3ajJadaM, CTPYKTYpe M COJEP’KaHUIO
JUCLUIUIMHBL, KOHCIIEKTUPOBAHUE MCTOYHHKOB; pabOTy ¢ KOHCIIEKTOM JIEKLUH; MOJTOTOBKY OTBETOB K
KOHTPOJIBHBIM BOIIPOCAM, MPOCMOTP PEKOMEHIYEMOH JINTEpPaTypbl, paboTy ¢ TeKCTaMH OQUIIHAIbHBIX
nyOJIMKanuii; peleHue NpaKTHYeCKUX 3aJaHui.

[Tpu n3yyeHUn AUCHUILIMHBI UCIIOJIB3YIOTCSI HHTEPAKTUBHBIE METO/Ibl OOYUYEHUs, TAKUE KaK:

1. JIexuus:

- npoOJeMHast JeKIUs, Mpeoararonas n3J0KeHe MaTepuana yepe3 npoOjJeMHOCTb BO-
IIPOCOB, 3aJa4 Uiu curyauui. [Ipu 3TOM npouecc no3HaHus IPOUCXOAUT B HAYYHOM IIOUCKE, UAJIOTE U
COTPYJHHUYECTBE C IPENOAABATEIEM B MPOLIECCE aHAIN3A U CPAaBHEHHUS TOUEK 3PEHUS;

- JEKIUA-BU3yalIM3alnns - IMojaya Marepuasna OCYIIECTBISECTCS CPEACTBAMHM TEXHUYECKUX
CpeACTB O0Y4YeHHUsI ¢ KPaTKUM KOMMEHTHPOBAaHHEM JEMOHCTPHPYEMBIX BU3YaJbHBIX MaTepHalioB (Tpe-
3eHTAIui).

2. CemuHap:

- TEMaTU4YECKUIl CEMMHAp — 3TOT BHJl CEMUHApa FOTOBUTCS M NMPOBOJUTCS C LIEJIBIO AKIIECH-
TUPOBAaHUS BHUMAaHUS 00yJaromMXcs Ha KakoW-IuM00 akTyaJabHOW TeMe WM Ha HauboJiee BaXKHBIX U CY-
IIECTBEHHBIX ee acnekTax. [lepen HayamoM cemMuHapa 00y4aromuMcst 1aeTcsl 3a1aHue — BBIJCIIUTH CYIIe-
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CTBEHHBIE CTOPOHBI TEMBI, MITU K€ MPEINOoAaBaTellb MOXKET TO CAENaTh caM B TOM cliydyae, Korjaa o0ydva-
IOIIUECS 3aTPYIHSIOTCS MPOCIICAUTh UX CBA3b C MPAKTUKOW. TeMaTHYeCKUuil ceMUHap yriiyOJisieT 3HAHHS
CTYJCHTOB, OPUEHTHPYET UX HA aKTUBHBIM MOUCK MyTeW W CIOCOOOB PEIICHHUs 3aTparuBaeMon mpoobie-
MBI,

B menoM BHeaymuTOpHas camocmosamenvnas padoma ooyyaruwuxca TpU U3YYEHUH Kypca
BKJIFOYAET B CE0s CIICTYIONINE BUIBI PadOT:

— npopaboTka (M3ydeHIe) MaTEPHAIIOB JICKIIN;

— YTeHHUE U TPOpadOTKa peKOMEHI0BAHHON y4eOHO-METOIUYECKOM TUTEPaTYpPHI;

- MIOUCK U TpopaboTKa MaTepuanoB U3 MIHTEpHET-pecypcoB, MEPUOANICCKON TTCUaTH;

- BBINTOJIHEHHE JIOMAIITHUX 3a/1aHuil B (hopMe Keic-CTaiu, TECTOB, TBOPUECKUX 3aaHUH, J0-
KIIaJ0B, pedepaTos;

- MOJITOTOBKA TPE3CHTAIMN ISl WIITFOCTPAIIMUA JIOKJIAJOB M TPEICTABICHHS PE3yJIbTAaTOB
aHaJIN3a KOHKPETHBIX CUTYAIIHIA;

- KOHCIIEKTHPOBaHNE TIEPBOMCTOYHUKOB M YIEOHOH TUTEPATYPHI;

— MOJITOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIIO 3HAHUIA.

OcHOBHas J0J1s1 CAMOCTOSTENILHON paboThl 00yJaroIUXCsi IPUXOAUTCS HA MOATOTOBKY K TPAKTH-
YECKUM 3aHSATHUSM, TEMAaTHKa KOTOPBIX MOJHOCTBIO OXBATBhIBACT cojepikaHue Kypca. CaMocTosiTeNbHas
paboTa 1Mo MOArOTOBKE K MPAKTHYECKUM 3aHITHSAM I10 AUCHIUILUINHE «/[eIonmpon3BOACTBOY» MpeAronaraet
yMeHHue paboTaTh ¢ MepBUUHON HHPOpMAaLIHEH.

10 KypcoBoii npoekT (pa6ora)
BremonHeHne kypcoBoro mpoekrta (padoThl) He IPEeIyCMOTPEHO YICOHBIM IIAHOM.

11 Iepeyenb MHGPOPMALMOHHBIX TEXHOJIOIMH, MCIOJIL3YeMbIX NIPU OCYIIECTBJIEHUH 00pa3o-
BaTEJIBHOI0 Ipouecca Mo AUCHHUILVIMHE, BKJIWYAs INepedeHb NMPOrpaMMHOro odecrnevyeHuss U MH-
(popManImOHHO-CIIPABOYHBIX CHCTEM

11.1 Ilepeuensv unghopmayuonnblX MmexHo102Ull, UCHOTBIYEMBIX HPU OCYUIECIEIEHUU 00PaA30-
eamenbH020 npoyecca
AJIEKTPOHHBIE 00pa30BaTEIbHBIE PECYPCHI;

- WCTIOJIb30BaHUE CIIAiI-TIpE3eHTAINH;

— MHTEPAaKTHBHOE OOIICHHE C OOyYAIOUIMMUCS W KOHCYJIbTHPOBAaHUE MOCPEACTBOM JIICK-
TPOHHOM TTOYTHI.

11.2 Ilepeuens npozpammnozo obecneueHus, UCROILIYEMO20 HPU OCYULECHEIEHUN 00PA308AMENbHOZ0
npouyecca

[Ipu ocBoeHNM JUCLUILIMHBI HCIOIb3YETCs JINIEH3NOHHOE IPOrpaMMHOE 00eCIICUeHH E:
[Maker P7 — oduc.
11.3 Ilepeuenv unghopmayuoHHo-CnpagoOUHBIX CUCHIEM

— crhpaBouHO-TIpaBoBas cucteMa ['apant http://www.garant.ru/online

12 MaTepuajibHO-TEXHHYECKOe ofecredeHue U CIUILTHHBI

- JUIsL TIPOBEJEHUS 3aHATUN JIEKIMOHHOIO THUIA, MPAKTUYECKUX (CEMMHApPCKUX) 3aHATHUH,
IPYIIIOBBIX U MHIMBUAYAJIbHBIX KOHCYJIBTALUM, TEKYIIETO KOHTPOJISA U IIPOMEKYTOYHOU aTTecTanuu, Ne
7-419 ¢ xoMIIeKTOM yueOHOM Mebenu Ha 36 1MOCca09YHbIX MECTa,

- JUISL CAMOCTOSITENIbHOM paboThl 00yuaromuxcs - yueOHas ayauropust Ne 305, o6opynoBaH-
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Has 5 paboYMMHU CTAaHIUAMH C JIOCTYNOM K ceTH «/HTepHeT» U B 3JEKTPOHHYIO HH(DOPMAIIMOHHO-
00pa30BaTEeNFHYIO0 CpEeAy OpPraHM3alh, W KOMIUIEKTOM Yy4eOHO# mebenu Ha 29 mMocalodHBIX MECTa;
yueOHast aynuropusi Ne 517, obopynoBanHas 8§ pabounMu CTaHIUAMHU C JOCTYNOM K cetu «HHTepHe™ u
B 2JIEKTPOHHYIO HH()OPMAITMOHHO-00Pa30BaTEIBHYIO CPEAY OpraHu3aIlii, 1 KOMIIEKTOM Yy4eOHOMi Mebe-
JM Ha 12 mocajgo4YHBIX MECTa;

- J0CKa ayAUTOpHAas;

- npeseHtanuu B Power Point mo temam kypca «JlokyMeHTaIlMOHHOE OOECIICYCHUE YIpaB-
TICHUSY;

— MYJIBTUMEIUIHOE 000pyIoBaHue (HOYTOYK, TPOEKTOP, TEIEBU30D).
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