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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucumtuiHbl «Jlenonponu3BOACTBO» SBIsETCS (hOpMUpOBaHUE y O0YUYaAIOMIUXCS 3HAHUH O
MIpoLIeCCe CO3JaHMs U ABMXKCHUS JOKYMEHTOB B OpraHU3allUsiX, HOPMAaTUBHO-METOAUYECKOM 0a3bl Jelo-
HpOHSBOHCTBa,HOKYMGHTOBGHQCCKOﬁﬁTQpMHHOHOFHH,H3HK€ QHYXC6HOFO AOKYMCHTA, TCXHOJIOTHUAX pPa-
OOTHI ¢ JOKYMEHTaMH, a TaKKe METOJAUKON UX 0(OPMIICHHSI, COCTaBIICHUS, PABKH U PEIAKTUPOBAHHUSL.

OcHOBHBIE 33]1a4H Kypca:

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

- u3ydeHue TpeOOBaHUS K  COCTaBICHUID U
pacnopsAUTEeIbHON JOKYMEHTAINH;

— U3ydeHHe 00eCreueHHsI PAIMOHAILHOTO HCIIOIh30BAHMSI IOKYMEHTOB B JIEIIOBOM MPAKTHKE
NPEAIPUATHS,

- U3YyYEHHE MPOLEAyp OpraHU3alMi XpaHEHUS JAOKYMEHTOB, BKJIIOYAs HMX HaJJICKAIIYIO
MOATOTOBKY K Iepejaue Ha apXUBHOE XpaHEHUE B rOCYAApCTBEHHBIA MM BEJOMCTBEHHBIHN (110 MpUHA/I-

oQOpMIIEHHIO  OpraHU3alMOHHO-

JICKHOCTH MPEANPUATHUS) APXUB.

2 TpeGoBaHus K pe3y/IbTaTaM OCBOEHUS M CHUTIINHBI

[Tporecc n3ydeHus TUCIUTUIMHBI HAIIPABIICH Ha (POPMUPOBAHUE CIICTYIONUX KOMITCTCHIIUN:
[1K - 5 CiocoOHOCTh OCYIIECTBIISATH JIEJIOMPOU3BOJICTBO U IOKYMEHTOOOOPOT B TYPUCTCKOM Jesi-

TCIJIIBHOCTH.

[Tnanupyemslie pe3ysbTaTbl 00y4eHMs NMPU W3YUYEHUH JUCLMILIMHBI, COOTHECEHHBIE C IJIaHUpYe-
MBIMH pe3yJIbTaTaMH OCBOEHUS 00pa30BaTEIbHON IPOrPaMMBI, IIPEICTABICHBI B TAOIUIIE.

Tabnuua — IInanupyemble pe3yabTaTel 00yUeHHs NPH U3YyUSHUH AUCLUIIMHBI, COOTHECEHHbIE C IIaHUPY-
€MBIMH Pe3yJbTaTaMU OCBOEHHsI 00pa30BaTeIbHOMN MPOTPaMMBI

Kon [Tnanupyemsie pesyibra- | Koq wu  HaumenoBanue | [Tnanupyemsiii pedyibrar oOydenust | Kop moka-
KOMIIETEHIIMM | Thl OCBOCHHUS 00pa3oBa- | MHIMKATOPA JOCTHXKEHHS IO JIMCLUIUINHE 3arens
TEJIbHOW MPOTrpaMMbl YHUBEpPCAJIbHOM KOMIIE- OCBOCHUS
TCHLIUH
IIK-5 CrocoOHOCTB ocy- | M-1nks: 3maer mnops- | 3uare:
LIECTBJIATh JIEJIONpou3- | AOK odopmiieHHs, Bele- | — HOPMATUBHBIE JOKYMEHTHI IO 3(IIK-5)1
BOJICTBO U JIOKyMEHTO- | HWI M XPAaHCHWA NOKY- | CTaHIAapTU3ALMUH Bv06HaCTI/I Jieno-
060pOT B TypHCTCKOj | MCHTAUHH 10 CHCTEMAM | MpOM3BOACTBA, JAEHcTByOUME  Ha
NEATENbHOCTH OIIaThl TpyAa U opraHu- | tepputopun Poccuiickoir ®exnepa-
3aIUM TpyJAa NMEepCoHANa; | IHUH;
TCXHOJIOTHH, MCTOAbI H — CHCTEMBI }IOKyMeHTaHI/II/I, Tpe- 3(HK-5)2
MCTOJUKH  IPOBEACHHA | GOBaHMSI K COCTABICHUIO U O(OpM-
aHAJIN3a U CUCTEMATH3a- | JIECHUIO JOKYMEHTOB, COBPEMEHHELIE
ouu JOKYMEHTOB M MH- | crmocoObl M TE€XHHMKY CO3JaHUs JI0-
(bopmanuyn; OCHOBBI [I0- | KyMEHTOB;
KyMeHTOO00poTa M J0- | — OpPTraHU3aIMI0  JTOKyMEHTO000-
KyMEHTAIIHOHHOTO 00€C- | porta Ha IpeANpHsTHI 3(ITK-5)3
HEICHIA — TepeueHb W CTPYKTYpy CIIpa-
WJl-2rics: YMeeT Opra- | poupo-pH(pOpPMAaLMOHHBIX, OpraHu- 3(IIK-5)4
HHU30BATh XPAHCHHUC JO- | saioHHBIX M PACIIOPSIUTETBHBIX
KYMEHTOB B COOTBET- | ;j0KyMEHTOB.
CTBHHM C TPCOOBAHUAMH | yyiaro ™
3aKOHOJATENbCTBA  POC- | _ o3 aGaryipars mpoexter ynpas- | Y(ITK-5)1
cufickofi  Deslepatui U | jopyeckoii JIOKYMEHTAINH;
JloKalbHBIMH AKTAMHU | gpanmsupoBaTh M BHEADATH
opraHma‘unn yHpaBIeHYECKYIO JOKyMEHTAIHIO; V(IIK-5)2
LB — ONTUMH3UPOBATH  JTOKYMEHTO-
VMECT BECTH yUer u pe- 000pOT Ha NPEATIPUSATHY; Y(IIK-5)3
THCTPALMIO JIOKyMEHTOB
— aHaIM3MPOBaTh MH(POPMALHIO O
B nH(pOpMaMOHHBIX V(ITIK-5)4
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Kon [Tnanupyemsbie pesynbra- | Kon u HammenoBanue | [lnanupyemslii pesynbrar oOyuenust | Kox nmoka-

KOMIIETEHIINM | TbI OCBOCHHMS 00pa3oBa- | MHIAWKATOPA JOCTIKEHHS 0 AUCIUIUINHE 3aTens
TEIbHOU IPOrPaMMbl YHUBEPCAJIBHOU KOMIIE- OCBOEHHUS
TCHIUH
cHUcTeMax M Ha Marepu- | (yHKIMOHHPOBaHHUHU CHCTEMBI
IBHBIX HOCHTEINISX; Be- | BHYTPEHHETO  JIOKYMEHTOOOOpOTa
CTH JCTIOBYIO TIEPETIHCKY | OpraHU3anuy, V(IIK-5)5

— BecTH 0a3bl JaHHBIX 110 pa3jind-
HBIM ITOKa3aTCJIsAM.

Baaners:

— HaBbIKAMH  JIOKyMEHTAJIBLHOTO
o(opMIICHHS PEIEHUI B yIpaBiie-
HUM  OTEPAIMOHHOW  (TPOU3BOI-
CTBEHHOI1) jesTensHocTH opranu- | B(IIK-5)1
3alluii;

— HaBBHIKAaMH aHaim3a WH(popMa-
K 0 (QYHKIMOHMPOBAHHWH CHCTE-
MbI BHYTPEHHETO T0KyMeHTooGopo- | B(ITK-5)2
Ta OpraHu3aIny,

— BeneHus 6a3 JaHHBIX 10 pas-
MMYHBIM TOKasaTensM u popmupo- | BUIIK-5)3
BaHMs MH(OpPMaIMOHHOTO obecre-
YCHUSA YYaCTHHUKOB OpraHu3alyoH-
HBIX IIPOEKTOB;

— HaBBIKAMHU MOJTOTOBKM OpraHU- B(IIK-5)4
3alMOHHBIX M PacIoOpsAIUTENbHBIX
JTOKYMEHTOB.

3 MecTo TUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMMbl

VYyebHast qucuuIuiMHa «JleIonponu3BoACTBO» OTHOCUTCS K YAaCTH, (POPMHUPYEMOM ydaCTHUKAMU
00pa3oBaTeNbHBIX OTHOIIEHUH B CTPYKTYpe OCHOBHOM 00pa30oBaTeIbHOM MPOrpaMMBbl.

3HaHUs, YMEHUS M HaBBIKU, TTOJyUYE€HHBIE OOYUAIOUIMMHUCS B XOJI¢ M3YUEHUS Kypca TUCITUTUINHBL,
MOTYT OBITh MCIIOJIb30BaHbI Il IPOXOXKIACHUS MPEIIUITIOMHON MPAKTUKH, @ TaKXKe [T MOATOTOBKH BBI-
MyCKHOHM KBaJIM(UKAITUOHHON PaOOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuit nian OUCUUNIUHBL (OUHO-3A0YHOU hopmbl 00yUeHU)

KonTakTHas
padoTta no Bu-
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Tema 1 «OcHOBHBIE MOHATHUSA U OIpeNEICHUS
Huckyccusl,
JOKYMEHTAIIMOHHOTO OOECTIeueHus] yIpaBIe- 8 2 2 6 oot
HUS JISKIUS
Tema 2 «JlokymeHTanimoHHOE 00ecTiedeHne
Hoxy I 8 4 4 4 Ompoc
JIeJI0OBOTO OOIICHUS»
Tema 3 «Dopmymnsap-oOpaser] opraHU3aIuoH- 1
HCKYCCH,
HO-PacIOPSIUTEIILHOTO IokKyMeHTa. O01ue 6 2 2 4 TeYCT
CBEJICHHS O PEKBU3HUTAX)
Tema 4 «CucremaTn3sanys 1 XpaHEHHUE yIIpaB- 8 4 4 4 [Mpakrrdeckoe
JICHYECKHX IOKYMEHTOB) 3aHATHE
Tema 5 «IIpaBuna ohopmiieHsI OITAHKOB J0- 6 2 2 4 Huckyceus,
KYMEHTOBY TECT
Tema 6 «CocTaBiienue u 0OpMIICHHE TIFICEM» 10 4 4 6 IpakTiyeckoe
3aHATHC
Tema 7 «lIpaBuna oopmiieHHsI OCHOBHBIX 1
HCKYCCH,
BHJIOB OPraHU3allHOHHO-PACIIOPSAUTENBHBIX 7 1 1 6 T;T
JJOKYMEHTOBY»
Tema 8 «O¢opmiieHre OpraHN3alOHHO- 10 5 5 3 IMpaktrdeckoe
pacnopsANTENILHON TOKYMEHTALIH) 3aHATHE
Tema 9 «IIpaBuna ohopmMIICHHSI OCHOBHBIX 1
HCKYCCH,
BUJIOB CIIPaBOYHO-UH(POPMAITHOHHBIX JOKY- 7 1 1 6 T;T
MEHTOBY
Tema 10 «CocraBnenue u opopMICHHE HH- 8 2 2 6 IMpaktrueckoe
(hopMaIMOHHO-CIPABOYHOH JJOKYMEHTAIIHNY 3aHATHE
Tema 11 «Opranuzamnus JOKYMEHTOOOOpOTa 7 1 1 6 Huckyceus,
Ha MPeIIPUATHIX» TECT
Tema 12 «Odopmienne TOKyMEHTOB MO JIWY- 8 2 2 6 IMpaktrueckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «Ananu3 cocrosiHue JOKYMEHTO000-
oKy 7 1 1 6 Juckyccust
poTa Ha NPEeNIPUSTHI
Tema 14 ®opmupoBanue 0a3 JaHHBIX W aHa- Ormpoc, mpax-
JIN3 TOKYMEHTOO00pOTa 8 2 2 6 THMECKOE 3a-
HSTHEC
HuddepennmpoBanublii 3aueT
Beero | 108/3 | 30 | 10 | 20 78




4.2 Cooepicanue oucuuniuHol

Tema 1 «OcHOBHble TOHSATHUSI M ONpeleJieHH JOKYMEHTAMOHHOIO o0ecnevyeHus
ynpaBJjieHHs»
Jlexyus

JIOKyMEHT U CUCTEMBbI JOKYMEHTAIlMU. 3HAYEHUE COBPEMEHHOTO JOKYMEHTUPOBAHHUS B YIIPABIICH-
4yeckoi nesrenbHocTH. HopmaTuBHO-TIpaBoBasi 6a3a periiaMeHTUpYyIomas JAeIonpou3BoACTBO. DYHKINH
nokyMeHToB. EnuHas rocynmapctBeHHas cuctema aenonpousBojactsa (EI'CJl). YHudunupoBanubie cu-
crembl qokymenTtanuu (YC/). Knaccudukanus nokymeHToB. YpaBieHUecKas JOKyMEHTaIus: TpeOoBa-
HUS K COCTAaBIICHHIO U 0(pOPMIICHHIO.

OcHosHble noHamus. memvl: TOKYMEHT, (QYHKIIUH JOKYMEHTOB, KilacCU(UKAIUsI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTUPOBAHHE, JOKYMEHTO0000pOT, (popmysisip, 6JaHK, HOMEHKIIATypa.

Bonpocul ona camokonmpons:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIaMEHTHUPYIOTCSI OCHOBHBIE TEPMHUHBI B 00JIACTH JEII0-
MpOU3BOACTBA?

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

3. Kakue a3bI1kH 1 c1IOCOOBI JOKYMEHTHPOBAHUS BbI 3HaeTe?

4. Ha3oBuTe COBpEeMEHHBIEC BUABI HOCUTENEH NHPOPMALIUH.

5. Kakum 3aKk0HOM ycTaHaBIUBAETCS MPABOBOM PEXKUM CO3JaHUs, XPAHEHUS U HCIIOIb30BaHU
MH()OPMAIIMOHHBIX PECypCOB?

6. UeM oTan4aeTcsi JOKYMEHT JIMYHOTO MIPOUCXOXKACHUS OT OUIIHAIBHOTO TOKyMEeHTa?

7. Uto 00yciIaBIMBaeT IOPUAHUYECKYIO CHITY OQUITHATBHOTO JOKYMEHTA?

8. Uto moHnmaeTcs o1 noiu@yHKIMOHATBHOCTBIO IOKyMeHTa?

9. HazoBuTe OCHOBHBIE OJIOKH (TPYIIIBI) PYHKIUH TOKyMeHTa. YeM XapaKkTepu3yeTcs KaxIblid
61oK?

10. Kak mensiercs aeiictsue GpyHKIMI BO BpeMeHH?

11. KakoBbI OCHOBHBIE 1€ YHU(DUKAIIMH TOKYMEHTOB?

12. Yto yuuThIBa€TCA MPU NPOBEIECHNUN YHU(DUKALIUN TOKYMEHTOB?

13. YTo noHMMaeTcs ol CUCTEMOM JOKYMEHTALINH?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTAIUN?

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

16. YTo BXOUT B KOMILIEKC HOPMAaTUBHBIX JJOKYMEHTOB [0 CTaHAAPTU3ALUU?

17. Yro npencrasmusier coboit YCJ] u kakue aeictByromue B Hamie crpane Y CJl Bbl 3Haete?

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

Tema 2 «/JlokyMeHTaNIMOHHOE 00ecnevyeHue 1eJI0BOr0 00 IeH s
HpaKmuHQCKOQ 3arAmue

Bonpocul onsa obcyscoenus:

1. Onpenenenne OCHOB JJOKYMEHTHUPOBAHUS yIIPABIECHUYECKON AESITETbHOCTH.

2. SI3bIKOBBIE HOPMBI O(HUIHATIBHBIX JOKYMEHTOB.

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

4. AHanu3 A3bIKOBBIX (hOpM OPUIHATIBHBIX JOKYMEHTOB (IIPAKTHYECKUE YIIPAKHEHHUS).

5. UccnenoBanue npuéMoB yHU(UKALIUH SI3bIKA CITY>KEOHBIX JTOKYMEHTOB.

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



Tema 3 «@opmyasip-o0pa3en OPraHU3alMOHHO-PACIOPAIUTEIBLHOI0 J0KyMeHTa. O0mme
CBeJeHHUSI 0 PEKBH3UTAX»
Jlexyus

VYnpaBieHuyeckas JOKyMEHTAIMs: TpeOOBaHHUS K COCTaBJICHUIO M OGOpMIICHUIO, (hopmysip-
oOpaser, coCTaB M PacIojOKeHHEe PeKBU3UTOB. [0CTOSHHBIC M NEpPEMEHHBIE PEKBHU3WUTHI. YTIIOBOH H
IPOAONIBHBINA O7aHK AoKyMeHTa. CriocoObl opopMIIeHHST PEKBU3HUTOB: (prIaHroBbIi U LieHTpoBaHHBINA. Co-
BpPEMEHHBIE CITOCOOBI M TEXHUKA CO3/1aHHSI JOKYMEHTOB.

Ocnognbie nonssmus memwl . GopMyisip-oopasell, peKBU3UT, TaOynupoBanue, GopMmar.

Bonpocul ona camokonmpons:

. Kakue popmater Oymaru ucnosib3yroTcs s moctpoenus popmyisipa-oopasna OP/]?
. Kakue pasmepsr noneit OPJ] ycranosneHs! hopmysipom-oopazmom OP1?

. MoryT 11 Ha oJIsIX JOKYMEHTA pacIioaratbCs Kakue-JIn0o peKBH3UTHI?

. Kakoif MakcMManbHBINM COCTaB PEKBU3UTOB YCTAHOBJICH (hopMyssipoM-o0pa3iom?

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

. Kakue pekBU3UTBI OTHOCSATCS K TIOCTOSTHHBIM?

. Kakue pekBU3HTHI SBISIOTCS 00sI3aTCIbHBIMU?

. CKOJIBKO CymIecTBYeT crioco00B 0(OopMIIEHUS] pEKBU3UTOB?

. UTo XapaKkTepu3yrT AOMOJHUTEIbHBIC peKBU3UTHI OPJ1?

10. Yem npo10J1bHBIN BaprUaHT PacIioyiOKEHUs PEKBU3UTOB 3aroJJOBOYHON YacTu OJlaHKa OTJINYa-
€TCs1 OT YIJIOBOI0?

O 00 1 N DN K W —

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

Tema 4 «CucremMaTn3anus u XpaHCHHUuE YIIPABJCHYECCKHUX JOKYMEHTOB»
HpakmuquKoe 3anamue

3aoanue 1.
CocTaBbTe HOMEHKIATYPY A€M KaHUEISIPUN OpTaHU3aIlHH.

3adanue 2.
CocTaBbTe HOMEHKJIATYPY el (PUHAHCOBOTO OT/IE)Ia OpraHU3aIHH.

3aoanue 3.
Cdopmupyiite mudHOE 1710 paOOTHUKA OPTaHU3AIIHH.

3adanue 4.

Boigenure u packpoiite OCHOBHbIE (PYHKIIMM 3KCHEPTHOM Komuccuu Ha ocHOBe «llosokeHus o
IIOCTOSIHHO JIEHUCTBYIOIIEH DKCIIEPTHON KOMUCCUHU YUPEXKACHUS, OPraHU3ALUHN, IPEATIPUATHS.

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

Tema 5 «IIpaBuiia opopmiieHnst 6JJAaHKOB JOKYMEHTOB»
Jlexyust

CocraB pexkBU3UTOB. BilaHKK TOKYMEHTOB: JIs MUChMa M OOIIWNA OJIaHK IS APYTHX BUIOB JTOKY-
MeHTOB. OdopmieHrne pekBU3UTOB. TpeOoBaHUS K OGOPMICHHIO PEKBU3UTOB OpPraHU3AIMOHHO-
pactopsIIUTENbHBIX JOKYMEHTOB, CIIPABOYHO-MH(GOPMAITMOHHONW M CITPABOYHO-aHATUTHICCKON JTOKYMEH-
tauuu. CTanaapTu3aims npouecca JOKyMEeHTUPOBAHMUS.
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OcHosHble noHsmus memsl: BUABl OJTAHKOB JOKYMEHTOB, rep0, sMOjemMa; TOBapHBIM 3HAK (3HAK
oOciykuBaHus); KOA (OpPMBI JOKYMEHTa; HAMMEHOBAHME OPTaHU3AIMU - aBTOPA JIOKYMEHTA; HAUMEHO-
BaHUE CTPYKTYPHOTO MOAPA3JCICHHs - aBTOpa TIOKYMEHTa, HAMMEHOBAaHWE JOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTA; CIIPaBOYHBIC JaHHbIE 00 OpraHW3alluy; HAMMEHOBAaHWE BHJIA JOKYMEHTA; JlaTa JOKYMEHTa;
pEeruCTpaIiMOHHBI HOMEp JOKYMEHTA; CChUIKA Ha PErHMCTPAIMOHHBIN HOMEp M JIaTy MOCTYMUBIIETO J0-
KYMEHTa; MECTO COCTaBIICHUS (M3aHUs) JOKYMEHTa; TpHU( OTpaHUYCHHs TOCTyIa K JOKYMEHTY; aJpe-
car; rpu( yTBEp)KICHUSI JOKYMEHTa; 3arojIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O MPHIIOKCHHH,
rpud cormacoBaHus TOKYMEHTA; BU3a; MOITUCH; OTMETKA 00 AJIEKTPOHHOU MOAINUCH; MTeYaTh; OTMETKA 00
UCTIOJIHUATEJIC; OTMETKA O 3aBEPEHUH KOIMHU; OTMETKA O MOCTYIUICHHH JTOKYMEHTa; PE30JIIOIUs; OTMETKA
0 KOHTPOJIE; OTMETKA O HAIPABJICHUU JTIOKyMEHTA B JIETIO.

Bonpocul ona camokonmponsa:

1. Kakue opranuzanuu UMErOT MpaBo u3o00pakaTh Ha OJaHKaX CBOMX JOKYMEHTOB ['ocymapcTBeH-
HeIi Tepb Poccuiickoii @eneparn?

2. Yro npeactapisoT co00il Ko opraHu3aiiu U Koa Gopmbl JOKYMEHTA, UCIIOJIb3yeMble Ha
omankax OPJ1?

3. UeMy IOMKHO COOTBETCTBOBATh HAMMEHOBAHUE BUIAa JJOKYMEHTA, IPUBOAUMOE B OJIaHKE KOH-
KpETHOTO BHJIa JOKYMEHTA?

4. Kakue cioco0b1 ohopmiieHust pekBusuta «Jlata TokymeHTa» Bbl 3HaeTe?

5. UeM pekBu3uT «PerucTpalinoHHbI HOMEP TOKYMEHTa» OTJIMYAeTCs OT pekBU3nTa «CChbUIKa Ha
PErucTpallMOHHBINA HOMEP U AaTy JOKyMEHTa»?

6. Beerna nu Ha Gy1aHKe JJOJDKEH NTPUCYTCTBOBATh PEKBU3UT «MecTo cocTaBieHUs WK U3JaHUs
JOKyMEHTa»?

7. YTo 03HaYaeT HaJIM4YME Ha IOKYMEHTE Tprda orpaHYeHUs JOCTYIa K HeMy?

8. Kakum 06pazom HYKHO 0pOPMIISITH PEKBU3UT «AJpecaTy, €Clid JOKYMEHT aIpecyeTcs B ApY-
T'yI0 CTpany?

9. KakoBbI cocTaBHBIC YacTH peKBU3UTA «I pU] yTBEpKICHUS TOKYMEHTa»?

10. Kakumu ciocobamut MOkeT 0opMIIATECS peKBU3HT «Pe3omonus»?

11. Kakue cymiecTByroT 0COOEHHOCTH 0(hOpMIIeHUSI PEKBU3HTA «3arojOBOK K TEKCTY IOKyMEHTa»
B 3aBUCHMOCTH OT BHJIa JOKyMeHTa?

12. B kakux ciryyasx TeKCT O(QHUIHATBHOTO JOKYMEHTa MOYXKHO O(OPMIIATH TOJIBKO HA PyCCKOM
sI3bIKE?

13. Korza oTMeTKY 0 HaJIMYMK IPUIIOKEHUS MOXKHO 0(OpMIIATh IO KpaTkoil popme?

14. Kak opopmisiercs pekBU3UT «lloanucey», eciyu JOKYMEHT MOJIUCHIBAETCS PYKOBOAUTEISIMU
IBYX OpraHu3anui?

15. Kakumu cnoco6amMu MOXKET OCYIIECTBIISATHCS BHEIITHEE COTJIaCOBAHUE U KaK 3T0 0(hopMIIseT-
cs?

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

17. Kakue Buzpl nevaret ynorpeOisitores npu opopmiennn OPJl 1 kak mpaBUIIbHO JOJKHA OBITH
MPOCTABJICHA MT€YaTh?

18. I'me mpocraBisieTcss OTMETKA O 3aBEpPEHUH KOIUH U Kak oHa oopmisiercs?

19 SBnsiercst i pekBU3UT «OTMETKA 00 UCTIOIHUTENIE)» 00513aTeIBHBIM U TJI€ OH MPOCTaBIsETCs?

20. Yro BXOIUT B cocTaB pekBU3HUTa «OTMETKa 00 UCTIOIHEHUH JOKYMEHTA U HAIIPABICHUHU €T0 B
Neno»?

21. Ha xakux TOKyMEHTax MPOCTABIAETCS PEKBU3UT «OTMETKA O NMOCTYIUIEHUH JOKYMEHTA B Op-
ranu3anuio»? HazoBuTe cocTaBHbIE YaCTH ATOTO PEKBU3HTA.

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



Tema 6 «CocraBienue u oopmiieHHe MHCEM»
IIpakmuueckoe 3ansamue

3aoanue 1.

Cocraspte nucbMo — npuriamenue Ne 544 or 10.07.20  no ci1. JaHHBIM:

WMHCTUTYT TOYHBIX TPUOOPOB MOCHUIAET MUChMO — npuriamenue gupekropy LHHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ NMpUIIali€HUEM [IOCETUTh MEKIYHAPOIHYIO CIIEHUAIN3UPOBAHHYIO BbICTAB-
Ky «OKOHOMHMSI MaTepUAIbHBIX U TOIUIMBHO — SHEPreTUYECKHX PECypCOB B CTPOUTEIHCTBE M MPOMBIIII-
JICHHOCTH». BpIicTaBka coctouTcs B . MOCKBA B MaBUJIbOHE BBICTABOYHOrO 1ieHTpa Ha KpacHoii [Ipecne
18 aBrycta 20 roma c¢ 9.00 mo 20.00. Anpec uHcTUTYTa TOYHBIX MpubopoB r. Mocksa yi. [lnexanosa
36, ten. 237-87-77. [lupexrop unctutyra Tounbix nmpudopos C. K. Ceprees.

3aoanue 2.

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

00O «Mur» rapantupyer AO «BocTopr» oTrpy3Ky akKyMYJISITOpHBIX Oatapeit Ha cymmy 324000
(Tpucra nBamnare yeTsipe ThicSYM) pyosielr 00 komeek B TEYEHHE 2-X HEJSIb C MOMEHTA MOCTYILJICHUS
JICHEKHBIX CPEJICTB HA PACUCTHBIN CUET.

Anpec OOO «Mur» r. MockBa yn. Camosas 36, ten. 237-87-87. Jupektop OO0 «Mur» M.
K.Makcumos.

3aoanue 3.
CocraBpte nHpopmaronHoe nucbMo Ne 59 ot 12.09.20  mo cienyromuM JaHHBIM:
MockoBckuil nonurpaguueckuii TEXHUKyM coobiaer nupektopy mkoiasl Ne 12 B.C. AnToHOBOI
0 TOM, YTO B HOBOM y4€OHOM r'oJly TEXHHUKYM OTKPBIBAET /IBa HOBBIX (haKyJIbTETa:
1. JlazepHble TEXHOJIOTHH B MONIUTPAPUU
2. Opunnueckwmii
[TpaBuiia npuema oOuMe 1715 BCEX.
Anpec MockoBckoro nonurpaduyeckoro TexHukyma r. Mocksa yin. Mupa 86, Ten. 337-87-87.
Hupekrop texuukyma M.C. Urnaresesa.

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

Curyanus 1.

JlemapTaMeHT MOAJEPKKM U Pa3BUTHS MaJOro MPEANPUHUMATENbCTBA MHCHMOM 3a IMOJIIHCHIO
3aM. IUpeKkTopa nenapramenta CBepukoBa A.B. yBemomumn pykoBoJcTBO AeTckoro caga Ne 1586 o Towm,
YTO B CBSI3U C Pa3BUTHEM MpPEANPUHUMATENIbCTBA 3JJaHHUE JIETCKOrO Cajla JOJHKHO OBITh MepenaHo JUls
TEXHUYECKUX HYXJ JernapTaMeHTa.

HcnonnureneMm BacunpeBoil o nopydeHuto nupekropa aerckoro caga Ne 1586 FOro-3ananHoro
OKpPY>KHOT'O yIipaBjieHHsI 00pa3oBaHus I'. MOCKBBI, PacloNoKEeHHOIO Ha MpocnekTe Mu4ypruHCKOM, A0M
22 1. MOCKBBI, OBUIO COCTABIEHO MHUCHMO, a/IpECOBAaHHOE OT/AENY nmuceM Mapuu MOCKBBI 1O ajapecy: T.
Mockga, yn. TBepckas, 13, B koTopom aupektop nerckoro caga Ne 1586 O.A. AGpamoBa npocuia pazo-
OpaTbcs B JAHHOM BOIIPOCE, MOTHBHUPYS TEM, YTO B Ha3BAaHHOM PaliOHE IETCKUX CaJ0B OCTAJIOCh MaJo U
HE BCE €T MOTYT MOcenaTh JeTCKUE JIOIIKOIbHbIE yupexaeHus. [TucekMo ObIJI0O OTBETOM Ha MOJy4EH-
HBII JIOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

[Ipencenarens npapieHus akimoHepHoro kommepueckoro 6anka « TOPTTIPEJIBAHK» (mip. Bep-
Hazackoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. lllymoB obOparuncs k ['eHepais-
Homy nupektopy HITO «Ac6ect» JI.M. BonbiHiieBy ¢ mpock00i paccCMOTPETh BOMIPOC O TIPEIOCTABICHUHN
B ;uutenbhyto apenny AKb « TOPTTIPE/IBAHK» pabounx mutomaneit — 180 kB. M MoJ pa3MeIIeHue oT-
neneHus 6aHka.



[Tucemo ObT0 cocTaBieHo ucnonauteneMm A.M. [loanecHoil Ha JOMKHOCTHOM ONaHKe mpeacena-
TeJIs IpaBJIeHUs1 OaHKa U MOAMKMCaHo 24 MapTa TEKYIIETo Toja.

Curyanus 3.

Ucnonnutenem M. O. IlonsikoBoii no nopyueHuto HayanbHUKa otaena mapkerunra ITAO «Topr-
notpedcoro3» (r. Mocksa, JlecHas ynu., n.18, 117123, Ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa ObUIO COCTAaBIICHO MUCHEMO B aI-
pec OO0 «/lenoy», Texuuueckomy aupekTopy A.M. MSTrkoBy 00 OTIpaBKe JOKYMEHTAIIUU CIIEIYIOMIETO
conepkanusi: «Hampasisiem HeoOxomuMbie BaMm JOKYMEHTBI, cojepiKaiiue WH(OPMAIUI0 O [EeHE KOM-
IUIEKTa HAYYHO-TEXHUYECKOM TOKYMEHTalluM Ha XOJOoAmIbHOe oOopynoBanue. [Ipeanmaraem BbIcnath
TEXHUYECKYIO JIOKYMECHTAIMIO Ha 3apyOeKHBbIC aHAJIOTU XOJIOAWILHOTrO oOopymoBanus. [Ipu mpuHsATHH
MOJIOKUTEIBHOTO PEIIeHHUs O 3aKylKe 000pyA0BaHus ITpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE MTUCHMO
pykoBoguTento otaena copita HaymoBy C.IL». JlaHHBIM MHCEMOM COMPOBOKAANACH CIIEIU(pUKANAS HA
28 1. B 1 3K3.

Curyanus 4.

MOoCKOBCKUI paJuOTEXHUUECKUN KOJUIE)K UMeHHU akagemuka A. A. PacruietmHa MunucrepcTa
obpazoBanus PO (Mocksa, yn. b. [lekadbpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pazocnan
MH(POPMALMOHHBIE MMHChMA JAUPEKTOPAM IIKOJI TOPOJa ¢ COOOIIEHHEM 00 OTKPHITHM B HOBOM Y4E€OHOM
roay AByX (hakyJabTETOB: COBpEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHH U Iopuandeckuii. B muceme co-
00IIaIOCh TaKKe O TOM, YTO MpaBHjIa MpUEMa Ha yKa3aHHbIe (GakynbpTeTsl ooume. [Tucbmo ObuT0 cocTas-
neHo ucnonnutenem CtenaHoBoi u noanucano aupektopom JI.b. MapteiHiokoM 15 MapTa Tekymiero ro-
na.

Curyaunus 5.

[TAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO OBLIO B COOTBET-
ctBur ¢ 1. 6 gmoroopa ot 10.07.2015 Ne 12/25 «O mnocraBke mnpoxayknum» moctaBute AO
«CAHJIEPEJIJIA» (Mocksa, KpacHoropckas yiu., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHune Mecsma KOXaHyl QypHUTYPY
Ha obyro cymmy 150 000 py6neit. daktudecku e GypHUTYpHI OblI0 caaHo Ha cymmy 120 000 pyOmeit
Y HEJIOTIOCTaBJICHO npoaykiuuu Ha cymmy 30 000 py6ueit. CornacHo 1.8 10roBopa 3a HeIONOCTaBKY MPo-
AYKUMHU JTOJDKHA OBITh yIJIaue€Ha HEycToWKa B pa3mepe 5%, 4TO OT CyMMbI HEJONOCTAaBKHU COCTaBHIIO
1500 pyOmnei.

Hupextop AO «CAHZAEPEJIJIA» B./I. ®enoposa obpatunack k aupexropy OOO «IlepBas Pab-
puka» O.J]. Cokoi0By ¢ MpochOOW MEPEUNCINTh Ha UX PacUeTHHIN cueT ykazaHHyio cymmy (1500 py6.).
B nporuBnom ciiyyae AO «CAHZIEPEJIJIA» OyzeT BbIHYXJIeHO 0OpaTuThesl B Tocapoutpax. ITucsmo o
HEJIOTIOCTAaBKe MPOAYKIIMU ObLI0 cocTaBiieHo ucnoiguutenem P.T. FOnuno#t u noanucano ®@emxoposoii 12
aBrycTa TeKyILIero roja.

Curyanus 6.

Hupextop AO «AHTypuym» (Mocksa, LlBetnoit OymeBap, a. 3, 105123, ren./pakc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHoB obpatuics k [ TaBHOMY penakTo-
py xypHana «Jleno» B.W. IloneBomy ¢ nmpock0oii pazMecTuTh pekyiamy npoaykiuuu AO «AHTypuym» B
ouepeHOM HoMepe kypHaia. O0beM peKsIaMHOT0 MaTepuaiia — 2 mosockl. Ormiata myOauKamuy rapan-
TupoBasack. [IucbMo 0 pazMerieHun pexiamsl ObUT0 coctaBieHo ucnonnureneMm JIL.U. Iucapesoi, moa-
nucaHo qupektopoM A.P. CMUPHOBBIM U I1aBHBIM OyxrantepoMm B.A. AHTOHOBOIA.

Curyanus 7.

[TyGnuaHbIM akimoHepHBIM 001ecTBOM «Bocxom» (109176, Mocksa, yi. [Tonesas, 1.14, oh.324)
6bU1 oopMmiieH 3aka3 Ne 7 Ha MOCTAaBKY MPOJYKIUU B COOTBETCTBHM C 3aKJIIOUYEHHBIM JOTOBOPOM O IO-
craBkax oT 13.06.2013 Ne 12 u nanpasinen B aapec ITAO «/Iuamant» (114000, Mocksa, yi. [IpocropHas,
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a. 25, od.14, Tem. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Opnaxo I[TAO «/lnamanT» He cMorio B yka3aHHBIN cpok (28.07.2014) ucno-
HUTH 3aKa3 M3-3a 0OJIE3HH BEAYIIETO COTPYAHUKA OTIeNa OoCTaBkU U I'eHepanbHbil nupekTop ero I.JI.
MypowmiieB HampaBmil HHPopMalonHoe nmucbkMo B ajpec [IAO «Bocxoa» o mepeHoce CpoKoB HCIIONHE-
Husg 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B xoTopom Takke orMmetud 4to [IAO «/luamanT coriacHo
B T€YCHHE 5 THEH BBHIILIATUTh HEYCTOWKY B COOTBETCTBHH C 11.4.2 3aKIIOUYEHHOTO JOrOBOpPa O MOCTABKaX.
[Tucemo Ob110 coctaieno ucnomaureneM A.JI. CMUPHOBOI 1 TOANKCH 3aBEpEHA MEYaThi0 OpPraHU3aLUH.

Curyanus 8.

00O «JIura» (Mocksa, 123465, yn. Mapocetika, 1.15, ten. 384-05-90, dakc: 384-05-90) 3aruta-
HUPOBAJIO TPOBeACHUE Bcepoccuiickoil poxaecTBeHCKoN sipMapku 00yBu ¢ 10 HosiOps mo 31 mexabps
tekymiero roga. Onnako B cBs3u ¢ TeM, uto OOO «Jluray He pacmosiarajio JOCTaTOYHBIMU IUIOIIAISIMU
1Tl IPOBEICHUS sipMapku, McromHuTenbHbIN nupektop obmectBa A.A. KodyeTkoB BeIHYKIEH Ol 00pa-
tuThes K Jlupektopy Bceepoccuiickoro BeictaBounoro nentpa T.K. TypoBy ¢ mpocbboii 0 mpemocraie-
HuM o6uiecTBy B apeHay 300-400 KB. M BBICTABOYHOH IIOMIAI M TApaHTHEH OIUIATHL.

Jumepamypa: [1]; [3]

Tema 7 «IIpaBuja opopmjieHUs] OCHOBHBIX BHI0B OPraHU3aLMOHHO-PACIIOPAINTENbHBIX
AOKYMEHTOB)
Jlexyust

OpraHuzalvoHHbIE JOKYMEHTHI, IOHATHE, OCHOBHbBIE CTPYKTYPHBIE JIEMEHTHI U IpaBuiia oopm-
JICHUs PEKBU3UTOB PacrnopsauTenbHble TOKYMEHTBI: IOHATHE, CYIIHOCTb, ()YHKIMOHAJIbHAS HAIpPaBJICH-
HocTh. [Ipukassl mo nmuuHOMy coctaBy. OQOpMIICHHE M COCTAaBICHHE PACTIOPSIIUTEIBHBIX JTOKYMEHTOB.
BelInucku u3 opraHu3alioHHbIX U PACIIOPAAUTEIBHBIX JOKYMEHTOB.

OcHogénbie nonsamus memvl: IPUKa3, YCTaB, PACIOPSIKEHUE, IIOCTAHOBIICHUE, YKAa3aHUE, MTOJIOXKE-
HUE, UHCTPYKIUS, PEIICHHE.

Bonpocul ons camokonmponsi:
1. Kakue BUIbI OpraHu3alliOHHO-PACTIOPSIUTETBHBIX TOKYMEHTOB OTHOCSITCS K PACHIOPSAUTENb-
HBIM?
. [loueMy pacnopsiguTeNbHbIE TOKYMEHTHI OTHOCATCS K MTPABOBBIM aKTaM?
. Korna pacriopsiiurenbHbIe TOKYMEHTHI BCTYIAIOT B CHITY?
. Kak paznuyarotcs mo cdepe aeiicTBUs pacoOpsSAUTENbHbIE JOKYMEHTHI?
. Uro sIBIIsSIETCS OCHOBAHUEM JIJTSI U3JIAaHUS PACTIOPSTUTEIIEHOTO JIOKYMEHTA?
. Kak ctpoutcs TekcT pacnopsIuTenbHOrO JOKYMEHTa?
. Kak oopmitseTcss oTMeTka 0 HATMYHH TTPHIIOKESHUS B PACTIOPSIUTESIIFHOM JOKYMEHTE?
. Kakue opransl npuHUMarOT MOCTaHOBIEHUE?
. UTo 03HaUaeT jaTa B pacCopsIUTEIILHOM JIOKYMEHTE, IPOCTABRIISIEMAast B 3ar0JIOBOYHOM YacTH

O 03O L B~ Wi

OnmaHka?

10. B xakoit ¢popMe U3Jat0TCsI COBMECTHBIE PacIIOPSAUTEIbHBIE JOKYMEHTHI?

11. Kakue ObIBaIOT BU/IBI IPUKA30B?

12. Yem oTimuaercs oopMIICHHE MPUKA3a M0 JIMTYHOMY COCTaBY?

13. KTo nMeeT npaBo NognUCH Ha IpUKa3ax?

14. Kakoil peKBU3UT UMEETCS TOJIBKO HA JBYX BHJIAX PACHIOPSAIUTEIBHBIX JOKYMEHTOB - YKa3aHU-
X ¥ paCIOPSIKEHUSIX ?

15. ITo kakuM BoIpocaM M3JAIOTCS PaCHOPSHKEHNUE U YKa3aHUe?

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

3aoanue 1

Odopmurts 3asBieHHE Kaccupa 3aBojia «CBeT» ¢ MpOCck00ii MPeAOCTaBUTh YUSHUIESCKUI OTITYCK C
06.03.20 1o 18.03.20  nmpoaomKUTENbHOCTHIO 13 KaleHJapHbIX JHEH HA OCHOBAHUM CIPABKU — BBI30-
Ba Ne 5655 01 01.03.20 . ®.MN.0O. xaccupa UBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopMuth mprKa3 Mo JUYHOMY COCTaBY Ha OCHOBE JTaHHBIX 3ajaHus No 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npegocTaBiieHMN YUEHUUYECKOr0 OTITyCKa» Kaccupy 3aBoaa M.I1.
NBanoHoi ¢ 06.03.20 mo 18.03.20  mpoaoiKUTENbHOCTBIO 13 KajneHAapHBIX JHEH HAa OCHOBAaHUU
cipaBku-BbI30Ba Ne 5655 o1 01.03.20  u 3asBnenus kaccupa W.I1. 1iBaHOBHOM.

[IpocTaBuTh BU3Y corjacoBaHUs HadanbHUKa oTaena kaapoB O.A. CepreeBold W OTMETKY 00
O3HAaKOMJICHHH C ITpUKa30M [BaHOBOA.

3aoanue 3

OdopmuTh ITpUKa3 10 OCHOBHOW J€STEIbHOCTH.

B cootBerctBum ¢ Pacnopskenuem Munuctpa ot 04.03.20  Ne 115 «O0 ycuneHuu npoTHBOIIO-
KapHOU 0€30MacCHOCTH M YCHJIEHUH OXPaHbl B IEPUOA NMPa3HUYHBIX JHEI» cocTaBuTh npukasz Ne 245 ot
06.03.20  m3manHBI nupekTopoM HaydHO-TpOM3BOACTBEHHOTO 00BeAnHEHHS «ATporpudop» r. Mock-
Bbl M./I. I'aIKUHBIM.

B pacnopsautenbHoO yacTy BbIACTUTD 4 MTyHKTA:

1. O6 opranuzanuu yOOpKH TePPUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUS 3JIEKTPOIIPOBOJIKU

3. O mpenocraBieHUU B CeKpeTapuaT FeHepajlbHOTO JUPEKTOpa CIHCKa COTPYAHUKOB, MpeObIBa-
HUE KOTOPBIX HEOOXOANMO Ha TEPPUTOPHH OOBEINHEHHS B IPA3IHUYHBIC JTHU

4. KoHTpoJIb 32 UCIIOJTHEHUEM BO3JIaraeTcsl Ha II1aBHOTro MHkeHepa oobeaunenus [1.P. XKapoga.

Kaxxaplit myHKT paccMoTpeTh 1o cxeMe «Komy?», «HUTo HykHO caenaTts?», «/lo kakoro cpoka?».

Hanpuwmep, k 1.1 3aBeayromemy ckinagom O.H. Hukutuny opraHuzoBats yOOpKY TEPPUTOPUHU JIO
07.03.20__.

[TpocTaBUTh BU3Y II1aBHOTO HHXKEHEPA

[TocraButh oTMETKY 00 UcnionauTene. Mcrnomaurenem sensiercs ConoBbeBa tenedon 302-34-56

3aoanue 4.

Odopmuts pacniopskerre Ne 137 ot 10.03.20  ryaBHOro MHXkeHepa MOCKOBCKOT'O CTaHKOCTPO-
utensHOTO 3aBoaa «Texmammy J[.M. Connnesa «O BHenpenuu cranaapra OPJ] CTII 02-601» na ocHoBe
MPEUI0KEHHBIX 00pa310B B MPUIIOKEHUH 5 U 6.

B pacnopsautensHoOM yacT ykaszarh 4 myHKTA:

1. O Bueapenuu crangapra OPJ] CTII 02-601 Bo Bcex cimyxk06ax, Ha y4acTKax U B CTPYKTYPHBIX
nospaszaenenusix 3asona c 01.04.20 .

2. O6 opranmzauuu 3aHsatuil nmo usydenuto CTII 02-601 co cnenmanuctamMu UM HHKEHEPHO-
TEXHOJIOTHYECKUM TIePCOHANIOM (¢ ykazanueM «KomMy» U ¢ Kakoro 4ucia)

3. O6 opranmzanuu THpakupoBaHus OmaHkoB OPJl, TUMOBBIX TEKCTOB M YHU(UIIUPOBAHHBIX
dbopwm (¢ yrkazanuem «Komy?»)

4. KoHTpOJIb 32 HCIIOJIHEHUEM PACIOPsDKEHHS BO3JIOXKUTh HAa 3aMECTUTENIS TUPEKTOpa 10 0OLIIM
Borpocam M.K. buposa.

ITpocraButh Bu3y ropuckoncynsta I1.K. JIynoBa

[ToctaBuTh 0T™METKYy 00 mcnonHutene. Mcnomaurenem spisiercst XKypasnesa 1.B. tenedon 308-
34-16
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3aoanue 5. Cocmasbme u oghopmume npomoxonvl U akmul, He0OX0OUMble 8 CledYIOWUX YNPAG-
JIEHYeCKUX CUMYAYUSIX.

Curyanus 1.

Hupekmus OO0 «Actpes» (Caukt-IlerepOypr) 12.08.20 1. mpoBeno cBoe oueperHOe 3aceia-
Hue, Ha kotopoM npucyTtcTBoBainu Boctpskos C.T., Ctynues I1./1., Jlebenes .M., Aatonos I1.JI., Hlen-
tynoBa B.I'., Tumodeer A.A., Crynosa M.U.

Ha 3acenanum oOcy»kaanoch ABa Bompoca: o xojae pekiaamHon kammnanuu B 111 kBaprane 20 1. u
0 [IEpEX0/i€ HAa HOBYIO CUCTEMY BBIIIAThI IPEMHUAIIBHBIX.

[To mepBoMy BoIpocCy ciymiaiay cOOOIIeHHEe HadajdbHUKa oTnena pekinambl BoctpsikoBa C.T.,
TEKCT COOOIICHHsI KOTOpOoro ObLT mepenan cekperapro 3acenanust H.J[. bemosoii. [ToaTomy ke Bompocy
BBICTYNWI (PMHAHCOBBIN AupekTop TumodeeB A.A., KOTOPbII 0100pHIT YBEIHUEHUE PACXO/I0B HA HAPYXK-
Hyto pekiamy B LIl kBaprane 20 r. Ha 5%.

[To BTOpOMY Borpocy caenan coodmenue CtynoB M.M. u TeKCT cooOIIeHUs TaKkKe mepeaal cex-
perapro. Ilo mannomy sxe Bompocy BeicTynmuin AHToHOB I1.JI., HauanpHMK oTAena kaapos, u Jlebenen
.M., nupektop no nponaxam. [lepBrlii 0100puiI HOBYIO CHCTEMY BBIILJIATHl IPEMUATIBHBIX U PEKOMEH-
J0BaJI MOATOTOBUTH HeoOXxoaumMbie qokyMeHTHI K 01.09.20 1. Btopoii npeanoxui qopaboTaTs HOBYIO
CUCTEMY BBIILJIATHl MPEMUATBHBIX U PEKOMEHI0BAJ MIPOBECTU T'OJIOCOBAHKE IO JAHHOMY BOMPOCY Ha 00-
1IeM cOOpaHUM TPYIOBOrO KOJUIEKTHBA.

B urtore 3aceganusi ObUIM IPUHATHI ciienyomue pemenus: 1. Onobpuths paboTy oTAeNna peKIambl
B Il kBaprane 20 1. 2. [IpoBecTn obmiee codpaHue TPYIOBOTO KOJJICKTHBA IO BOMPOCY O IMEepPeXoje Ha
HOBYIO CHCTEMY BBITUIAaThl MpeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY COOpaHus Oblia
Ha3HauyeHa 3aB. kanueisipueit lllentynosa B.T'.

Cobpanue Ben npeacenarens O.A. PymsHies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBera IUPEKTOPOB, HA KOTOPOM
npucyrcrBoBasin cieayromue wiensl Cosera: Ilomos W.II., MBanoB M.M., Cunopos C.C., YcTuHoBa
V.V., ®enopo ©.®. B cBsi3u ¢ HamuumeM KBOpyMa 3aceiaHue ObLIO MPU3HAHO MpaBoMoYHbIM. Ha 3ace-
JaHMe BBIHOCUJICS BOMPOC 00 OIMpeeNeHNH PIHOYHON CTOMMOCTH pa3MeliaeMbIX OOIIECTBOM JTOTIOTHU-
TenpHbIX akuui. [lo nanHOMy Bompocy 3acinymanu @egopoBa @.D., KOTOPBIM NPEITIOKHUIT ONPENEITUTh
PBIHOYHYIO CTOMMOCTh Pa3MelIaeMbIX OOIIECTBOM aKIUK MyTeM 3aKphITON MOJMUCKU JOMOJHUTENbHBIX
akuuii B pazmepe 10 000 (mecsitu Thics4) pyO. 3a akiuio. 3aceqaHue MOCTAaHOBWIIO YTBEPIUTDH MPEIIO-
xenne denoposa O.D., Tak Kak Mpu roJ0coBaHUU «3A» OBLIO OTJAHO MATH TOJIOCOB, TPOTOJIO0COBABIINX
«ITPOTUB» u «BO3AEPXABIINXCA» ne Obuto. Pemenue mpuHATO €IMHOTIIACHO. 3acedaHHUE Bl
npeacenarens IL.H. ITporokon noarorosieH cekperapem M.I1. IletpoBbiM.

Curyanus 3.

Corpynnuku Oyxrantepun I[TAO «KBaHT» mpoBenu 3acefaHue MO BOMNPOCY COKPAIICHUS CPOKa
COCTaBJIEHHs TOZI0BOr0 oTyeTa 3a 20 T., HA KOTOPOM MPUCYTCTBOBaO 6 yesnoBek. C cooOIIeHneM BbI-
crynuia Oyxranrep CypkoBa A.M., koTopas oTMeTUIa, YTO PaOOTHUKHU TPYIIIbI y4eTa UMEIOT BCE BO3-
MO>KHOCTH JJIs1 3HAUUTEIBbHOTO COKPALICHHsI CPOKA COCTABJIEHMSI TOJOBOIO OTYETA, U YTO FOJOBOW OTYET
3220 1. MOXKET OBITh IPEJCTABJICH IPYNION yueTa Ha 3 JIHS paHbllle YCTAHOBJIEHHOIO CPOKA.

B o6cyxaennn nannoro Bonpoca Beictynuin E.H. Kporos, rnaBueiii 6yxranrep, u I'.A. [llyOuHa,
Oyxranrep. KpoToB cooOmIiI 0 TOM, 4T0 UM pa3pad0TaH HOBBIN rpaduk pabOT MO COCTABICHHUIO T'OI0BO-
ro OT4eTa, MPHU YCIOBUU BBIMOJHEHUS, KOTOPOTO BCEMHM PAOOTHUKAMHU TIPYIIBl y4eTa, FOJOBOH OTYET
MOKHO COCTaBUTh M c/aTh Ha 4 JHS paHblle ycTaHoBieHHoro cpoka. I.A. lllybuna ormeruna, 4yTo J0-
CpPOYHOE MPEACTAaBJIEHNE TroJoBoro oruera 3a 20 TI. sBJISETCS NMOYETHOM M OTBETCTBEHHOM 3ajadei pa-
OOTHUKOB OyXTaJTepuH, U UTO KOJUIEKTUB OyXTralTepuu MOXKET COCTaBUTh I'0JIOBOM OTYET paHbIlIe CPOKaA,
€cii Bce paOOTHUKHU OYIIyT BBIINOJIHATH YIUIOTHEHHBIN Tpaguk paboThl.

B utore 3acemanus ObIJIO PEIIEHO MIPEACTABUTH TOI0OBOM oTYeT 3a 20 T. Ha YETHIPE JHS PaHbIIe
YCTaHOBJIEHHOTO cpoka, T.€. 00.00.20  r. m mpoBecTH aHaJIU3 rOJJOBOTO OTYETA C LIEJIbIO BBISBIEHUS pe-
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3epBOB, HEOOXOAMMBIX ISl YCIICIIHOTO BBIMOJNHEHMs TuiaHa 3a 20 1. 3acenaHue Bena Mpejacenareib
K.M. JleBamogBa, npoTokoiaupoBai cekperapb 1M.B. XomMskos.

3aoanue 6. Cocmasvme u ogpopmume axmeol.

Curyanus 4.

Komuccuns nop npeacenarenbCcTBOM HadallbHUKA TEXHUYECKOW Ipynnbl A.A. BoioBoro u uieHoB
komuccuu bopucosa M.IO., HauaibHUKa aIMUHUCTPATUBHO-X03HCTBEHHOTO otaena, CmupHosa JLIL.,
oyxranrtepa, u PomanoBoit 1.K., opuc-menemkepa, AO «JIeoHTHs» HA OCHOBAaHWUHW JOKJIQJHOW 3aIMCKU
opuc-menemxepa U.K. Pomanosoii 11.07.20  r. mpoBena NpoBepKy TEXHUYECKOTO OCHAILCHHS MTPUEM-
HOM TeHEepaJbHOTO JUPEKTOpa U MpU3HAJla HETOJHBIMU IS SKCIUIyaTallud KOMHPOBAIBHBIN armapar
Xerox 345(1 wr.), mpexnep (uuB. HoMep 367, 1 mT.), paxc 47823 (1 wmrT.). [IpuzHanHas HENPUTOAHOM IS
SKCIUTyaTalluy TeXHUKa Oblja mepefaHa Ha ckiaj npeanpusatus. [lo ycraHoBieHHOMY (QakTy KOMHUCCHUS
COCTaBWJIA aKT MpHeMma-mnepenadyud oprreXHukd B 3 93k3. (1-1 3Kk3. — HAYabHUKY aJIMHUHUCTPATUBHO-
X035HUCTBEHHOTO OTJIeNa, 2-1 - TIaBHOMY Oyxranrepy, 3-i - B 1eno 23-02), KoTopblii ObUT YTBEPXKICH T'e-
HepabHbIM upekTopoM [I.U. CtenaHoBbIM.

Curyanus 5.

Komuccus, cozgannas Ha ocHoBaHMM npukasa gupekropa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O CcOBEpIICHCTBOBAHNUU JOKYMEHTAIIMOHHOTO oOecrieuenus nestenbHocTH AO «MeacepBuc» B co-
ctaBe: npeacenarens 3yaunoit O.[1., 3aB. kanuenspueit, uienoB komuccuu Tokapesa H.JI., 3aB. mpous-
BOJCTBEHHBIM oTzenoM, [1aBnoBoit B.E., 3am. ti1. Oyxranrepa, Anekcanaposa A.B., MeHemkepa mo Ka-
pam, MBanoBoii 3.I1., cexpetaps-pedepeHTta KaHLENIPUH, B IPUCYTCTBUU CEKpETaps OTAella MApKETUHTa
C.C. PoguonoBoit 12.10.20  r. mpoBena mpoBEpKYy COCTOSIHUSA paOOThI C JOKYMEHTAMH B OT/EJIE MapKe-
TUHTa. B pesynbrare mpoBeeHHON MPOBEPKU OBLIO YCTAHOBJIEHO, YTO B OTAENIe HECBOEBPEMEHHO (op-
MHUPYIOTCS B JieJla UCIIOJHEHHbIE JOKYMEHTHI, 3aT0JIOBKH I 3a4acTyl0 HE COOTBETCTBYIOT 3arojOBKaM,
MIPEelyCMOTPEHHBIM HOMEHKJIATYpO# JIe), OTCYTCTBYIOT J1Ba Jiesia ¢ epenuckoi 3a 20 T., He IpoBeIeHa
npegapxuBHas 00padboTka JOKyMeHTOB 20 T., MOAJeKAIUX JIUTEIFHOMY XpaHeHu 0. Takum o0pas3om,
KOMUCCHS MPUIIIA K BBIBOY, YTO B BEJCHUH JEIOMPOU3BOJICTBA B OT/ENEC MAPKETUHTa UMEIOTCS CyIIIe-
CTBEHHbIE HEJIOCTATKH, CBUAETEILCTBYIOIINE O HAPYIIEHUH JEHCTBYIOIMX HOPMAaTUBHBIX IOKYMEHTOB B
00JIacTH OpraHu3alyu JOKYMEHTAIlMOHHOTO obecriedeHus ynpasieHus. [1o ycraHOBIEeHHBIM (pakTaM ObLI
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTaMH B OTJEJIe MapKeTHHTa B 4 sx3emIunsipax (1-if — 3am. au-
PEeKTOpa Mo aAMUHUCTPATUBHO-XO35HCTBEHHBIM BOIIpOCaM, 2-i — 3aB. OT/AEJIOM MapKeTuHra, 3-1 — npen-
cenarento komuccuu, 4-it — B geno 01-09. AT BCTynuia B CHIy ¢ MOMEHTa YTBEPXKJIEHUS JTUPEKTOPOM
MIPEANPUSITHSL.

Curyanus 6.

17 sHBaps TEKyILlEero rojia B agpec 3aBoJia M0 PEMOHTY YacOB U IOBEJIIMPHBIX M3JENIUNA MpUObLIA
MOCBIJIKA C 3aBOJIAa-TIOCTABIIUKA, MPU BCKPBITHM KOTOPOW OBLIO OOHApY>KEHO OTCYTCTBHE JIBEHAALIATH
KOPITYCOB JJI1 4acoB Mapku «MOoHMS», YUCIUBIIUXCS 10 HakiagHo Ne 18 ot 24 okTsa0ps npenpiayie-
ro rozaa. Jlyist moaATBEpkKIEHUS JaHHOTO (paKTa Ha OCHOBaHMH IpHKa3a aupekropa 3aBoaa Ne 12 ot 18 sH-
Bapsl TEKYILIEro roja Obljaa co3/1aHa KOMUCCHS O]l MPEACEAATENbCTBOM HadyalbHUKA OTJENIa CHA0KEHUs
Kapnenko E.II. u unenoB komuccun unxenepa llasnosa A.P. u 3aB. cknagom Ne 1 Kynpsmosa P.B. Ko-
MuUccUel Obul cocTaBiieH akT 21 SHBapsl TEKYIIEro rojaa, B KOTOPOM COJAEPKaJICs BBIBOJ O TOM, YTO 3a-
BOJ-TIOCTABILMK JOJDKEH ITOCTABUTh HEAOCTAIOLIEE KOJIMYECTBO KOPIYCOB K YacaM. AKT BCTYNWII B J€H-
CTBUE C MOMEHTA yTBEp>KIAeHUs (22 sHBaps T. I.) IupekTopoM 3aBoja b.M. PomanoBbIM.

Curyanus 7.

MHBeHTapu3allMOHHAs KOMHCCHUS, CO3/IlaHHAas Ha OCHOBAHMU MpHKa3a TUpeKTopa MOCKOBCKOTO
3aBOJIa MO0 PEMOHTY YacOB M I0BENUPHBIX m3aenuii Ne 24 ot 15 deBpasns Texymero roja, B COCTaBe mpe-
cenatenss OctpoBckoro D.A. (3aMm. TIaBHOro Oyxrajirepa 3aBoja) M wieHoB komuccuu [lerposoit O.H.
(Oyxranrepa), HockoBoii H.W. (cT. skOHOMMCTa MIaHOBOIO OT/Eja) MPOU3BENa PEBU3HIO KAacChl 3aBOJIA
10 COCTOSIHUIO Ha 16 ¢eBpans Tekymiero rojna. PeBu3us mpoBoamiIach B MPUCYTCTBUU KacCUpa 3aBoja
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Kapramosa H.W. B pe3ynbraTe npoBeAeHHON PeBU3HH OBUIO YCTAHOBIIEHO, YTO OCTATOK HAJTMYHBIX JICHET
B kKacce coctanisieT 1030 py6nei 00 xom., ocTaTok neHer mo kaccoBoit kaure — 1030 py6. 00 kom. Jpy-
I'MX LEHHOCTEW B Kacce 3aBojia HE OOHapy)KEHO, YTO COOTBETCTBYET JaHHBIM ydera. Komumccus Takxke
YCTAHOBMJIA, YTO HOPSII0K BEJECHUS KACCOBOM KHUTU U XpaHEHUs JEHEr COOTBETCTBYeT TpeboBaHusaM Ilo-
JIO’)KEHUSI O BEJICHUU KAacCOBBIX OIEpallil roCylapCTBEHHBIMHU, KOONEPAaTUBHBIMU U OOILECTBEHHBIMU
IPEANPUATUIMU, YIPEKACHUAMHA U OPTaHU3ALMUAMHA. AKT BCTYIHI B IEHCTBUE C MOMEHTA YTBEPKACHUS
JUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccuss B cocraBe mpezcenarens, HadyalbHUKA OTHeNa CHAOKEHHS W UWICHOB KOMHCCHU:
HayaJlbHHUKA OTJENa KYJIbTYPHO-OBITOBBIX M XO3SHCTBEHHBIX YUYPEKICHUH, 3aBEIyIOIIETO CKIIAJOM,
Ha3Ha4YeHHas MpHKa30M rexepaibHoro nupekropa [TAO «Ctpenay, mpoBena paboTy MO YCTaHOBJICHHIO
HEMPUTOAHOCTHU K JalibHEHUIIEeMy UCIOIb30BaHUIO uMylecTBa. Komuccus paboTana B MpUCYTCTBUU KJla-
JOBIIMKA U MHCIIEKTOpa (PMHOT/ENA U YCTAHOBHJIA, YTO UMYILIECTBO COTJIACHO MPHJIAraeMoMy K akTy Iie-
PEUHIO TOJUICKHUT CHHCAHUIO 32 HEMPUTOJHOCTHIO K JalbHEHIIEMY HCIIOJIB30BaHUIO. AKT CIHCAHUS
UMYIIECTBa OBII cocTaBieH ¢ 2 3K3. (0THeny cHaOKeHHsI, OyXrantepun), IOANUCaH KOMUCCUI U yTBEp-
KJIEH TeHEePAIbHBIM JHUPEKTOPOM.

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

Tema 9 «IIpaBuia opopmiieHHsi OCHOBHBIX BH/I0B CIIPABOYHO-MH(OPMAIMOHHBIX TOKYMEH-
TOB»
Jlexyust

NudopmanmonHo-cripaBoyHbie 1 HHGHOPMAIIMOHHO-aHATUTHYECKUE TOKYMEHTHI, ITOHSATHE, OCHOB-
HbIE CTPYKTYPHBIE 3JIEMEHTHI U MpaBuia oGopmieHUs: pekBU3UTOB. OdopmiieHHE U COCTaBJICHHE CIIpa-
BOYHO-MH(POPMAITMOHHBIX JOKYMEHTOB. J[eJI0BbIe 1 KOMMEPUYECKHE IMIChMa: KiTacCu(UKaIms, CTPYKTYpa,
CTaHJapTHbIE (Ppa3bl M BBIPAKEHUS; MpaBuia U (HOPMBI KOMMEPUYECKOW MEPENnHucKH € 3apyOeKHBIMU
MMApTHEPAMH; KOPPECIIOHICHIIUSA, CBS3aHHAsA C MPOBEACHUEM MNEPUOAUYECKUX MEPONPUATHUNA, W MpoYas
KOPPECHOH ICHITUSI OpraHu3aIus padoThl ¢ JOKYMEHTAaMU, COJEPKAIIMMHA KOH(PHUICHIINATbHBIE CBEICHHUS.
PazaoBumHOCTH ITHCEM.

OcHosHble nouamus memvl: CIy)KeOHOE MIUCHMO, TeJlerpaMma, TeJaedoHorpaMMa, TPOTOKOJ; JA0-
KJIaJHasl 3aIICKa; CIIy>KeOHas 3aMucKa, OObsICHUTENbHAS 3allMCKa, CIPaBKa; 3asBICHHE, IEPeUeHb, CIIH-
COK, HOMEHKJIaTypa JeJl, PeAJIoKEHHUE, jkatoda; CBOJIKa, 3aKJIF0UEHHE, OT3bIB.

Bonpocw ona camoxonmpons:

. Kakue 10KyMeHTBI OTHOCATCS K TPYIIE CIPaBOYHO-MH(POPMAITMOHHBIX?

. Ha xakux 6mankax oopmisitoTcs cripaBoYHO-UH(OPMALIMOHHBIE JOKYMEHTHI?
. Kak cTpoutcs ctpykTypa TekcTa ciry:keOHOro nucbma?

. KaxoBsl mpaBuiia opopmiieHus TeserpaMmMbl?

. B ueM ocobeHHOCTH O opMIiIeHus TeaepoHOrpaMMbl?

. Kakue ObIBatoT BuAbI IPOTOKOJIOB U YEM OHU OTJIMYAIOTCA APYT OT Apyra?

. Kak opopmisiercs BBogHas 4acTh MpoTOKOJa?

. CKOJIBKO 3K3EMILISIPOB aKTa COCTABIISIETCS] M CKOJIBKO MOIUCHIBAETCS?

. Kak opopminsieTcs BHeIIHAS AOKIaHas 3anMucKa’?

10. B yeM 0co0eHHOCTH OOpPMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceiBaet 3asiBieHue?

12. KakoBbl cTanAapTHBIE ITpaBHia 0POPMIICHHUS 3aKITIOUEHUs?

13. Yem pernaMeHTHPYETCSI COCTABJIEHNE TaKUX TIOKYMEHTOB, KaK I1€pEUYEHb, CIIMCOK, HOMEHKIIA-

O 001N DN K W~

Typa?
14. Imeet nu cBoAka yHUDUIIUPOBAHHYIO (hopMy?
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15. Kakue Bupl CipaBOYHO-MH(POPMALTMOHHBIX TOKYMEHTOB O(hOpMIISIFOTCS HA OJaHKe KOHKPET-
HOT'0 BUJa JOKYMEHTOB?

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

Tema 10 «CocraByienue u opopMiieHue HHPOPMALMOHHO-CIIPABOYHOM JOKYMEHTAII N
Ilpaxmuueckoe 3ansamue

3aoanue 1

CocraButs akT peBusuu kaccol npeanpusatusg TOO "Cnoaprak" Ne 15 ot 14.03.20 . OcHoBaHuEM
aBigercs npukas aupekropa Ne 165 or 13.03.20 .

B cocTtaB koMuccuu, npoBoJsILe peBU3NI0, BXOJAT:

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

Unensl komuccun: 1. I'n. 6yxranrep H.M. Porosa

2. Cr. oyxranrep 3.A. OpioBa
3. byxranrep O.U. Yuaena

[IpucyrcrBoBanu: 3am. 1. Oyxrantepa I'.H. Kopones

kaccup B.1. MakcumoBa
PeBusus Obuta mpoBemena B mepuon ¢ 14.03.20  mo 16.03.20

B pe3ynbraTte npoBeeHHON peBU3UH YCTAHOBIICHO:

1. OcTaTtok HalNMUYHBIX J€HEr B Kacce no coctossHuio Ha 14.03.20  coriacHO KacCOBOM KHUTH U
JAHHBIM OYyXTaJITepCKOro yuera jojpkeH coctaiiaTs 5000 pyo.

2. @aKkTUYECKUW OCTAaTOK HATMYHBIX AeHer B kacce cocrtaBisier 4800 py06. Hemocraua nener B
kacce - 200 py0.

3. Henoctaua HanMuHBIX JIEHET B Kacce oOpa3oBaiach 1o BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X 3k3eMIuisapax: 1-i ak3. - B gemno Ne 05-11

2-11 9K3. -AUPEKTOPY MPEATIPHUITUS

3-1 9K3. - T71. OyXranrepy

B npunoxennn oobpscHuTeNbHAS 3anucka kaccupa B.M. Makcumosoit Ha 1 1. B 1 9k3.

OdopmMHTh PEeKBU3UT "OTMETKA O HAIIPAaBJICHUU JOKYMEHTA B JeJ10"

Ucnonaurens B.A. Anykun nara 25.03.20 .

3aoanue 2.

CocTaBUTh O0BSCHUTENBHYIO 3alMCKy Ha UMS JIeKaHa (akyJbTeTa O IPUYMHE ONO03AaHus Ha 1-10

napy 17.03.20 . B TekcTe yka3aTb NIPpUYHUHY ONO3AAHMS.
3aoanue 3.

CocraButh noknanHyro 3anucky or 18.03.20 . HanmcaHHyr0 HadaiabHUKOM ympasieHus B.O.
WnbunbiM, agpecoBanHyto ['enepanbsHomy nupektopy ITAO «IlepeBo3ku» T.II. lanununy o mepeBone
HAa JIOJKHOCTb.

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

Havanenuk ynpasnenus Mineun npocut nepesectu crapiero skoHomucra C.T. HukonaeBa u3 ot1-
Jiella aBTOMOOMJIBHBIX IEPEBO30K B TAMOXEHHbBIE OTIEN C MOCIEAYIOIIMM BHECEHHUEM H3MEHEHUH B
LITaTHOE pacIUCaHME.

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

Tema 11 «Opranuzanus 10KyMeHT0000pOTA HA NPEANPUATHSIX»
Jlexyust

Opranuzanus 10KyMeHTo000poTa Ha npeAnpusTuu. TpeboBaHUs K OpraHu3aluu T0KyMEHT0000-
pora. Ciy)x6a JOKYMEHTallMOHHOTo obecriedueHus. I[lpuem moctymaroommx JOKYMEHTOB, OpraHM3alus
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JOCTaBKM JOKYMEHTOB. Peructpanus nokymeHToB. Opranuzanus pacCMOTpeHUs J0KyMeHTOB. Cucrema-
TU3alMs JOKYMEHTOB, HOMEHKJIaTypa A uX GOopMUpOBaHUs U XpaHeHHs. KOHTpOJIb UCTIONHEHUS T0KY-
MEHTOB. [IoAroTOBKa TOKYMEHTOB K apXUBHOMY XPAHEHHUIO.

OcHosHble noHAmMUsL membl.; KOPPECTIOHICHIIHSI, TIOTOKU TOKYMEHTOB, IPUHLUIIBI TOKYMEHTO000-
poTa, oreparpamma, perucTparus, xypHall.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cnyx0s1 IOY Bbl 3HaeTe?

2. Yrto Takoe JOKYMEHTOOOOPOT U KaK OCYIIECTBISAETCS OJCUYeT 00beMa T0KyMeHToo0opoTa?

3. Kakue moToku JOKYMEHTOB IIPUHATO Pa3inyarh B COCTaBE JOKYMEHTOOOOpoTa?

4. Ha3oBuTe OCHOBHBIE ATalbl JOKYMEHTOOOOPOTA.

5. Ha3oBuTE OCHOBHBIC IPUHIIUIIBI OPraHU3ANU JOKYMEHTO000POTA.

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

7. Kakue onepanuu ocyIiecTBISIOTCS IPU MPEABAPUTEIILHOM PaCCMOTPEHUH IOKYMEHTOB?

9. Kyna nepenatoTcst oOparmeHust rpax/1aH 1Mociie X pacCMOTPEHHS pyKOBOJICTBOM OpTaHU3aIH?

10. YUto Takoe perucrpaiius 10KyMEHTOB U KaKOBa €€ OCHOBHAs 117

11. Kakue JOKyMEHTBI HE TTO/JIekKAT PErucTparuu’?

12. Kakue hopMbl peructpaiiy 10KyMEHTOB CYIIECTBYIOT?

13. YeMm xapakTepu3yeTcsi CMEIIaHHasi CUCTEMA PerucTpanuu’?

15. Kak hopmupyercss perucTpalliOHHbIH HOMEP COBMECTHOTO TOKyMeHTa?

16. Kakue peKBU3UTHI BKIFOUEHBI B PErHCTPAMOHHBIE (POPMBI?

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

Tema 12 «OdopmiieHne JOKYMEHTOB 10 JTUYHOMY COCTABY»
IIpaxmuueckoe 3ansamue

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

3aoanue 2.
CocraBbTe U 0pOpMHUTE TPYAOBOIl TOTOBOP B CBSI3U C MOCTYIIEHHEM Ha pabOTy B KauecTBE KO-
HOMHUCTA, I0pUCTa (110 BEIOOPY).

3adanue 3.
3anoMHUTE JUYHYIO KapTOUKy paboTHuKa hopMmbl T2.

3adanue 4.
CocraBbTe npukas 00 0cBoOOXKA€HNU Bac OT paboThl B pupme «llnanera» B CBA3M C mepee3aoM
Ha HOBOE MECTO KUTEIbCTBO.

3aoanue 5.

CocraBbTe NPUKa3bI:

a) o mpuemMe Ha padoty menemxkepom Jlapuny N.I1.;

0) 00 yBOJIbHEHUH MEPEBOIOM B IPYTYIO OPTaHU3AIIHIO.

3aoanue 6.
CocTtaBbTe MpUKa3 0 TOOMPEHUN PAOOTHUKOB.
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3aoanue 7.
[ToaroroBsTe MprKa3 (pacopsHKEHUE) O MPEKPAEHUN ISUCTBHS TPYIOBOTO JTOTOBOpa (KOHTpaK-
Ta) ¢ paOOTHUKOM.

3adanue §.
CocraBbTe 1 0opMHUTE TPaPUK OTITYCKOB PAOOTHUKOB OpPraHU3aIliy.

3aoanue 9.
3aBenuTe JIMYHOE JEJI0 pa0OTHUKA OpraHU3aIUH.

3aoanue 10.
3anosHUTh MaTpUIly YHKIMKA C TOMOIIBIO YCIOBHBIX 0003HAYCHHH, B pa3paboTaTh MOJIOKEHUE

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

Ne HaunmenoBanue ¢yHKIMiA HavanbHuk 3aM. Havab- I'naBHBII Benymmuii Crierpanuct
n/n oTzena HUKa OTJeNa CIELUAJIACT CHEUAIIUCT

1. ITon6op u 0TOOP KaapoB

2. Pa3paboTka mpe/yioKeHui 0 mepe-

MCIICHHUHU HUJIN BBIJIBUXKCHUHU HA BbI-
HECCTOAIMEC JOJXKHOCTH

3. AHanu3 TeKy4ecTu KaJpoB U pa3pa-
60TKa Mep

4, AHanu3 KaJgpoBOTo cOCTaBa U MoJI-
TOTOBKA OTYETOB

5. Benenune kapoBoro yuera

6. OdopmireHre KaIpOBBIX JOKYMCH-
TOB

7. Pabora mo aganrary BHOBb PHHS-
TBIX paOOTHUKOB

8. Opraamzanys 00y9IeHUs U ITOBBIIIE-
HUS KBATU(UKAINHA PAOOTHHKOB

9. Pabora ¢ KagpoBBIM pe3epBOM

10. | OpranHu3aius OLEHOYHBIX MPOIEAYP
(arrecranum, KBamH(pUKAITMOHHBIX
JK3aMEHOB, KOHKYPCOB)

YciaoBHBIE 0003HAYCHHSA:

P — npunumaer pemenus (yTBepKIaaeT, MOMUCHIBAET JOKYMEHTHI)

Y — y4dactByeT B 0OCY>K/IEHUH U BBHITIOJIHEHUH TEUCTBUI

K — KoHTpon#pyeT BhIMOTHEHHE PAOOTHI

C — cornacoBbIBaeT JOKYMEHTHI UM OTJENIbHBIE BOIIPOCHI 10 JAHHON (PYHKIIHH

O — oTBeyaer 3a BbINIOIHEHUE (PYHKIIHH, OPTaHU3YET €€ BHIIOJIHEHNE

[T — pa3pabatbiBaeT NpeIoKEeHHsI, TOTOBUT HMH(POPMAIIHIO JIJIS BBIIOJIHEHUS (YHKITUU
N — ucnonHsier 0CHOBHBIE BUIBI pabOT

[TonoxeHnue o CTPYKTYPHOM Io/pa3ieeHuH (0TAeNe, yIpaBlIeHUH, AenapTaMeHTe, ciayxoe U T.11.)
BKJIFOYAET CJIEAYIOIINE 3JIEMEHTBI:

— o01ue noyioykeHus (HaMMEHOBAHUE, LIEJIH U 33/1a41 JeSITEIbHOCTH, MECTO B OPIraHU3aLMOHHON CTPYK-
Type, CTPYKTYypa MOJpa3/AeleHus, T0JDKHOCTh PYKOBOIUTENS CTPYKTYPHOTO OPa3/IeIeHus);

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

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

— MOJTHOMOYHSI U OTBETCTBEHHOCTh;

— TMOKa3aTeNIN OLIEHKH JEATEIBHOCTH.

18




3aoanue 11.

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

Jlumepamypa: [1]; [3]

Tema 13 «AHAIU3 COCTOSTHUE TOKYMEHT0000POTA HA MPeINPUATHH
Jlexyust

D¢ bdeKkTUBHOE YNpaBJICHUE, PAIlMOHAIbHAS OpraHU3alMs W ONTHUMH3AIUsS JOKYMEHTOIIOTOKOB
NpEaIpHUATHS.

MeTOI[BI aHaJin3a I[OKYMCHTOO60pOTaZ CCKTOPHBIC auarpaMMbl, CXEMbl JOKYMCHTAIIlMOHHBIX I10-
TOKOB, JIOKyMEHT0000pOTa, rpa)uKy BXOASAIIECH U UCXOAAIIEH KOPPECTIOHICHIIUU | Jp.), a TAK)KE METO-
1B TTOofIcYeTa ero oobeMa (M3ydeHHe JOKYMEHTOB, HEITOCPEACTBEHHOE HaOmoaeHHe, hoTorpadus, pado-
4ero JHs, ONPOC, aHKETUPOBAHHUE).

Hcnonb3oBaHne MapmIpyTHO-TEXHOJOTHYECKUX KapT. I'padudeckas METOAOIOTHS CTPYKTYPHOTO
ananu3a SADT (SADT —Structured Analysis and Design Technique). Ananu3 q10oKyMEHTOOOOpOTa IO-
Cp€aACTBOM aHaIU3a OpFaHHSaHHOHHOﬁ CTOPOHBI YIIPABJICHUA U U3YUCHUSA KAYCCTBCHHOI'O COCTaBa NOKY-
MCHTOIIOTOKOB.

OcHosHble nousmusi membl. JOKYMCHTOIIOTOK, MAapUIPYTHO-TCXHOJOTHMYCCKUC KapThbl, OIICpa-
rpaMmmMma, rpaQ)quCKHe MCTOJbI aHaJIM3a, 3Tallbl aHaJIN3a ,I[OKYMCHTOO60p0Ta.

Bonpocwi ona camoxonmpons:

1. Kakue TuIibl NOTOKOB JOKYMEHTOB BBIJIEIISIFOT?

2. ]It KakuX 1eneil mpoBoIsT aHalIu3 T0KyMeHToo0opoTa?

3. Ha3zoBuTe 1 pacKpoiTe OCHOBHBIE ATAIlbl aHAJIN3a JJOKYMEHTOo0OopoTa?

4. Ha3oBHTE OCHOBHbBIE METO/IbI aHATIN3A IOKyMEHTO000poTa?

5. Ilepeuncinte OCHOBHBIE AJIEMEHTHI MAPIIPYTHO-TEXHOJIOTUYECKON KapThl?
6. Packpoiite CymHoOCTb CTpyKTYpHOTo aHanu3za SADT?

7. Ha3oBUTE OCHOBHBIE KaU€CTBEHHBIC XapPAKTEPUCTUKU JOKYMEHTA?

Jluteparypa: [1]; [3]

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

Bonpocwi k cemunapy:

1. OcHOBHBIE KpUTEPHUH KJIacCU(DUKAIIMH TOKYMEHTOB.

2. Ilpu3Haku kjaaccu(uKauy yrnpaBieH4ecKoi HHpopMarum.

3. IIporpammHoOe obecrieueHus npu GOpMUPOBAHUU Oa3bl TAHHBIX.

4. Cepa npumeHeHHst 0a3 TaHHBIX B YIIPaBIEHYECKOH 1€ATEIbHOCTH.

5. ®opmupoBaHre HHPOPMAITMOHHOTO 00ECTICUCHUS YIaCTHUKOB OPTraHU3aI[MOHHBIX TIPOEKTOB.

IIpakmuueckoe 3a0anue

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

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

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

B menom BHeayauTOpHAsk CaMOCTOSTENIbHAS PadoTa CTYACHTA NMPH M3YyYCHWU Kypca BKIIOYACT B
ceOs cienyromye BUIbI padoT:

- npopaboTKa (M3y4eHHE) MaTepUaIOB JICKITU;

- YTEHUE U TPOPA0OTKA PEKOMEHIOBAHHOW OCHOBHOMW U JIOTIOJIHUTEIILHON JINTEPATYPHI;

- MOJIrOTOBKA K MPAKTHYECKUM (CEMHHAPCKUM) 3aHATHSM;

- MIOUCK U 1popaboTKa MaTepuasioB U3 MHTEpHET-pecypcoB, MEPUOANICCKON ITeYaTH;

- BBINOJIHEHHUE JIOMAIITHUX 33JJaHuid B (POpME TBOPUYECCKHX 3a/IaHUi, KeWC-CTaIH, JOKIIA/I0B,;

- MIOJIrOTOBKA MPE3CHTAIMN ISl HIUTFOCTPAIIUH JIOKIIAJIOB;

- BBITIOJTHCHUE KOHTPOJIBHON pabOThI, €CIIM MPEAyCMOTPEHA YYCOHBIM IJIAHOM JWCIIMILIN-
HBI;

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

OcHoOBHasl J0JS CaMOCTOSTEIBHONW pabOThI CTYACHTOB MPUXOIUTCS Ha MPOPAOOTKY PEKOMEHI0-
BaHHOU JIUTEPATYPHI C IS0 OCBOCHUSI TEOPETUUECKOTO Kypca, MOATOTOBKY K MPAKTUYECKUM (CeMUHAp-
CKHM) 3aHSITHSIM, TEMATHKa KOTOPBIX MOJHOCTHIO OXBATHIBACT CojepkaHue Kypca. CaMocTosITeIbHas pa-
00Ta 1Mo MOJArOTOBKE K CEMUHAPCKUM 3aHSATHUSM TPEAINOJIaraeT yMeHUue paboTaTh ¢ MepBUYHON HH(POpMa-
IUeH.

6 @oH] OLEHOYHBIX CPeICTB /Il MPOBeIeHHs MPOMEKYTOUHOH aTTeCcTAMH 00Yy4YaloIMXCsl

N0 AUCHUIIHHE
6.1. Cmpyxkmypa ghonoa oyenounwvix cpeocme

@DOH/T OIICHOYHBIX CPEJCTB IS TIPOBEACHUS MPOMEKYTOYHON aTTECTAIIMH O0yUYaIOIINXCS 110 JTUC-
IUIUTHHE «/]enonpon3BoCTBO» MpPECTaBlIeH B MPUIOKEHUH K pabodeil mporpaMMe JUCHUILIIMHBI U
BKJIIOYAET B ceOsl:

— nepeyeHb KOMIETEHIIUNA C yKa3aHHUEM 3TaroB MX (OpMHpOBaHHUS B MPOIECCE OCBOCHUS
00pa30BaTeNbHON MPOTPAMMBI;

- OTMCaHue MOKa3aTeIe U KpUTEPUEB OLICHUBAHUSI KOMIETEHIIMN HA Pa3JIMUHbIX dTarmax ux
(dhopmMupoBaHMs, OTIMCAHUE IITKAJT OIICHUBAHNS,

— TUTIOBBIE KOHTPOJIbHBIE 33JaHUSI WU MaTepUalibl, HEOOXOAMMBIE NJIS OLEHKH 3HAHUM,
YMEHMI, HaBBIKOB U (WJIM) OMbITA ACSITENbHOCTH, XapaKTePU3YIOIINX dTamnbl (GOpMHUPOBAHUS KOMIETECH-
1

— METOJMYECKUE MaTepHallbl, ONPEAEISIONME TPOLEAYpbl OLICHUBAHUS 3HAHUM, YMEHHI,
HaBBIKOB M (WJIM) OIBITA IE€ITEIILHOCTH, XapaKTePU3YIOIIHNX dTanbl (POPMHUPOBAHUSI KOMIETEHITUH.

6.2. Bonpocbwl 012 npoeedeHus NPOMENHCYMOUHOU ammecmayuu no oucyuniute (Ouggpepen-
YUPOBAHHBLIL 3auem)

1. JlaiiTe moHATHE AENONPON3BOACTBA. Ha30BUTE €ro 1eiu u 3a/1aum.
CymiHOCTh IOKYMEHTHPOBAHUS. Y HU(DUKAIUS TOKYyMEHTOB.

3. Buubl 10KyMEHTOB, BKIIOYAEMBIX B CHCTEMY OPTaHU3AIMOHHO-PACTIOPSAUTEILHON JOKYMEH-
TaIlNH.

4. 3akoHOJATENhHBIE AKTHl WU HOPMATHMBHBIC JTOKYMEHTHI, PETJIAMEHTHUPYIOIIUE NeATEeIbHOCTh
CITy>KOBbI TOKYMEHTAIIMOHHOTO 00€CTIeYeHHs! YIIPABICHUS.

5. TloHaTHe OPUANYECKON CHUITBI JOKYMEHTA.
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6. CoctaB 00s3aTeIbHBIX PEKBH3UTOB OPTraHU3aMOHHO-PACTIOPSIUTEIHHOTO JOKYMEHTA.

7. CoBpemeHHBIC TPEOOBaHUS K OJaHKaM JOKYMEHTOB M O(DOPMIICHUIO IOKYMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K W3TOTOBIICHHUIO, YUETYy, MCIOJIB30BAHUIO M XPAaHEHHIO OJAHKOB C
Bocrpou3BenenueM ['ocynapctBeHHoro repba PO.

9. Oco0eHHOCTH PETUCTPALIUU BXOISIINX, HCXOASAIINX U BHYTPEHHUX JOKYMEHTOB.

10. Drambl JBMKEHUE TOKYMEHTOB B OpraHH3aIlHH.

11. TlpuzHakam KaaccuPUKAIUU TOKYMEHTOB OPTaHU3AIUH B JIETIE.

12. Ilenu HOMEHKJIATypa Jie]l OpraHU3aIlny.

13. Ilpuka3s - moHATHE, COCTaB PEKBU3UTOB, (hopMyIIsip-o0paserl. Bolmucka u3 mpukasa.

14. NHCTpyKIUSA - TOHATUE, PEKBU3HUTHI, (HOPMYJIsIp-00paselr.

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

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

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

18. aiiTe oOm1yro XapaKTepUCTUKY Y Ka3aHHUS.

19. TlocraHoBIIEHUE - IOHSATHE, PEKBU3UTHI, POPMYIISP-00paseil.

20. IIpaBuna oopmiIeHHS MPOTOKOJIA.

21. YcraB - OHSITHE, PEKBU3UTHI, (hopMyIsip-oOpaserl.

22. TexHonorUs Nepeiay JOKYMEHTOB B apXUB.

23. IlpaBuiia UCTIOIB30BaHUS IOKYMEHTOB BEIOMCTBEHHOTO apXHUBa.

24. OxapakTepu3yiTe JOKYMEHTHI 10 TUYHOMY COCTaBY.

25. TlpaBuia ohopMIIeHHUS TOKYMEHTOB IIPH IIpUEMe Ha paboTy.

26. Kakue TOKyMeHTbI OPMHUPYIOT JIUYHOE AETIO.

27. IIpenMeT 1 00BEKT KOHTPOJIS UCIIOTHEHUS IOKYMEHTa. MeTOAbl KOHTPOJIST UCTIOTHCHHUS MTPHU-
HSATBIX JOKYMEHTOB.

28. MeTrouKa ¥ TeXHUKA PEIAKTHPOBAHUS CITYyKEOHOTO JJOKYMEHTA.

7 PexomeHayeMasi JiuTepaTrypa

1.1 Ocnoenaa numepamypa
1. Couory6 O.I1. Jlenonpou3BOACTBO: COCTaBlIEHHE, pElIaKTHPOBaHUE M 00paboTKa JIOKY-
MEHTOB: y4e0. mocodue. — 6-e u3a. crep. — M.: Omera-JI, 2011. 207 c. 6 7k3.

1.2 /lononnumenvnas numepamypa
2. I'OCT P 7.0.97-2016. Haumonansusiii crangapt Poccuiickoit @enepanuu. Crucrema craH-
JapToB 10 WH(popManuy, OMOINOTEUHOMY U U3JaTeNbCcKOMy Aeny. OpraHu3almoHHO-pacopsiuTeabHAas
nokymeHTaius. TpeboBanus k opopmiieHHo 10kyMeHToB" (yTB. [Ipuka3zom Poccranmapra ot 08.12.2016
Ne 2004-cT)

3. Henomnpoussoactso: yueoHux/ E.H. bacosckas, T.A. brikoBa, JI.M. Bsnosa. - 2-e u3n.,
crep.-M. :Akagemus, 2003 .-176 c. 10 sk3.

4, Hunenko C.A. [lenoBsie 6ymaru u ocodeHHoctu aenosoro obmenus/C.A. Iunenko, JI.B.
Hunenxko. - M.: MapT, 2005.-128 ¢. 33 k3.

S. Kupcanosa M.B. CoBpeMeHHOE AETO0MpOn3BOACTBO: yued. nmocodue. - 4-e¢ uza. - M.: Un-
dpa-M, 2004. — 312 c. 3 sk3.

6. Mutpodanos C. B. JlenonpounsBoactBo B rocTuHulle : yueobnoe nocodue / C. B. Murpo-
¢danoB. — Cankr-IlerepOypr : UD0 CII6YTYuD, 2013. — 113 c. — ISBN 978-5-94047-524-8. —
Texcr : AJIeKTpOHHBIN /  JlaHb : 3JIEKTPOHHO-OUOINOTEeYHAS CHUCTEMA. — URL:

https://e.lanbook.com/book/64066 (nata obpamenus: 14.07.2021). — Pexxum noctyma: st aBTOpH3.
I0JIb30BaTENEN.
7. Pympmanna JILA. JlokyMeHTaIMOHHOE OOECIIeUCHHE YIpaBICHUS: y4eOHHK. - 8-¢ W31,
crep.-M.: Akanemus, 2010.-224 c. 5 5k3.
1.3 Memoouueckue ykazanus
lynuxos A.O. [enonpousBoactBo. [Iporpamma Kypca U METOAMYECKUE YKa3aHUS K U3YUCHHIO
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muctumiuHel. — [lerponaBnosck-Kamuarckuii: Kamuatl TY, 2019. — 27 c.
8 Ilepeuenn pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANMOHHOH ceTn « AHTEpHET»
1. Jlenonpec Pexxum mocryma: http://www.delo-press.ru/

2. JlenompousBojactBo Pexxum mocryma: http://www.top-personal.ru/officeworks.html
3. Kanpogoe nenonpoussoactso Pexxum nocryna: http://www.hr-portal.ru/.

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

5. DnektpoHHOo-OMOMMoTeyHass cucrema «lOpaitty: [DnexkTpoHHBIM pecypc]. - Pexum
nocryna: https://urait.ru

6.

9 MeToauyeckue yKazaHus sl 00yYAKOUIHXCSI 10 OCBOEHHIO TUCIIHIJIMHBI

Meronuka TpernojaBaHus JTaHHOW JUCIUIUIMHBI TMPEANojaraeT 4YTEHUE JICKIUW, IPOBEICHHE
MPAKTUYECKUX (CEMUHAPCKUX) 3aHATUN, TPYIIOBBIX M WHIAMBUIYATbHBIX KOHCYJIbTALUM MO OTIACIbHBIM
(manboinee CIOXKHBIM) crenudpuueckuM mpodiaemMaMm IucHUIUIHHBL [IpenycMoTpeHa camocTosiTeNnbHAS
paboTa CTY/ICHTOB, a TAK)Ke IPOXOKACHUE aTTECTAIIMOHHBIX HCITBITAHUIA TPOMEKYTOUYHOM aTTECTAIIH.

Jlekyuu TOCBAIIAIOTCS PACCMOTPEHUI0 HanOojee BAXKHBIX KOHLENTYaJbHBIX BOMPOCOB:
OCHOBHBIM TOHATHSAM; TEXHOJOTHSIM CO3JaHUS W JBUXKEHUS JOKYMEHTOB, IIPUMEHSEMBIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPHUATUIX PBHIOOXO3IHUCTBEHHOTO KOMIUIEKCA, OIEHKE HX 3(PQPEeKTHBHOM
peasmzanum; OOCYXJICHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType €Iie HE yCTOsUIach JHOO
ABIIETCS MMPOTUBOPEUNBON. B xoze neknuii oOydaromuMmcst ciaeayeT MOATOTOBUTh KOHCIEKTHI JICKIUil:
KpaTKO, CXEMAaTHYHO, MOCIIEA0BATEIHHO (PUKCHPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOJBI, ()OPMYITUPOBKH,
000011IeHHS; TTOMEYaTh BaXKHBIC MBICIIH, BBIJCIATh KIFOUYEBBIC CIIOBA, TEPMHUHBI, IIPOBEPATh TCPMHHBI,
MOHATUSA C TIOMOINBIO SHIMKJIONEIUN, CIIOBapeil, CIPaBOYHHKOB C BBHIMUCHIBAHUEM TOJKOBAHHWM B
TeTpallb; 0003HAUUTH BOMPOCHI, TEPMHUHBI, MaTE€pHall, KOTOPHI BBI3BIBAET TPYAHOCTU, MOMETUTH U
MONBITATHCSl HANTH OTBET B peKOMEHAyeMou auTeparype. Eciu caMocTosTennbHO He yaaeTcst pa3o0paThbes
B MaTepuaine, HeoOX0oAuMO CPOopMyIUPOBATH BOMPOC M 33JaTh IMPEMNoJaBaTeNl0 Ha KOHCYJIbTAIlMH, Ha
MPAKTUYECKOM 3aHSTHUH.

Llenvio nposedenus npakmuueckux 3aHAmull SBISETCS 3aKpeIUIeHHE 3HAHUI oOydaromuxcs,
MOJIYYEHHBIX MMU B XOJI€ W3Y4YEHUs IUCHUIUIMHBI Ha JICKIUAX W camocTosATenbHO. [IpakTuueckue
3aHATHUS TIPOBOAATCS B (hOpMe CEMHHApPOB; Ha HUX pa30MpaloTcs KOHKPETHBIE CUTYAIlMH U3 MPaKTUKU
3apyOeKHOTO M POCCHUUCKOTO YIPaBICHUS, MPOBOIAUTCS TECTUPOBAHUE, OOCYKIAIOTCS TOKJIAMIbI,
MPOBOAATCS OnMpockl. Ha yd4eOHbIX 3aHATHIX CEMHUHAPCKOTO THUIA 00yYaroUIrecs BBITOIHAIOT MPOPaboTKy
paboueil mporpaMMebl, ynemsis 0co00€ BHUMAaHHME IIEJISIM W 3ajJadaM, CTPYKType H COJIEpPKaHHUIO
JTUCIUIUTMHBL, KOHCIIEKTUPOBAHNWE MCTOYHUKOB; pabOTy ¢ KOHCIIEKTOM JICKIIHi; MOJATOTOBKY OTBETOB K
KOHTPOJIBHBIM BOIIPOCAaM, MPOCMOTP PEKOMEHIYEMOU JIMTepaTyphl, paboTy ¢ TeKCTaMu OQHUIIUATBHBIX
MyOIUKaIui; peleHne NPakTHIeCKUX 3a/1aHui.

[Ipu n3y4eHN TUCIUIUIMHBI UCTIOJIb3YIOTCSI MHTEPAKTUBHBIE METObI 00yUEHH S, TAKHE KaK:

1. Jlexuus:

- npoOeMHast JIEKIHS, TPeAnoaramlias u3JIoKEeHHe MaTepraia yepe3 mpoOJIeMHOCTh BO-
MPOCOB, 3374 WK cuTyanuid. [Ipu »ToM mporiecc mo3HaHUs TPOUCXOAUT B HAYYHOM IOUCKE, JUAIIOTE U
COTPYZHMYECTBE C MPENOAABATENIEM B IIPOLIECCE aHATU3a U CPABHEHUS TOUEK 3PEHHUS;

- JEKIHSA-BU3YAIN3alusl - Tojlada MaTrepuaga OCYIIECTBISIETCS CPEACTBAMH TEXHUYECKUX
CpelncTB 00y4YeHHUsI C KPaTKUM KOMMEHTHPOBAHUEM JACMOHCTPHUPYEMBIX BU3YAIbHBIX MaTEpHAIIOB (TIpe-
3EHTAIIUM ).

2. Cemunap:

- TEMAaTUYECKUI CEMUHAP — 3TOT BUJI CEMUHAPA TOTOBUTCS M MPOBOJUTCS C LENbIO aKIEH-
TUPOBAHUS BHUMaHHS O0y4YaIOIMNUXCA HA KaKOW-TM0O0 aKTyaabHON TeMe WK Ha HanbOojee BaXKHBIX U CY-
IIECTBEHHBIX ee acmekTax. [lepen Hauanom cemMuHapa oOyJaroIUMCs 1aeTCs 3a/laHnue — BBIACTUTH CYIIe-
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CTBEHHBIE CTOPOHBI TEMBI, MJIH e MPEnoJaBaTeslb MOXKET 3TO ClIeNaTh caM B TOM cllydae, Korja o0yda-
IOLIUECS 3aTPYAHAIOTCS MPOCIEINTh X CBS3b C MPAKTUKOW. TeMaTudyeckuil ceMuHap yriyousiser 3HaHus
CTY/ICHTOB, OPUEHTUPYET UX HA aKTUBHBIA MOUCK MyTEH U COCOOOB peIIeHus 3aTparuBaeMon mpooiie-
MBI,

B nenom BHeayauTOpHas camocmosamenwvhas padoma oo0yyarowyuxca TPU U3YUYEHUU Kypca
BKJIIOYAET B ce0sl CleIyIoe BUIbI paboT:

— npopaboTka (M3y4eHHe) MaTeprasoB JICKIUH;

- YTeHHE U TPopaboTKa peKOMEHAOBAHHON yueOHO-METOAMYECKOM INTEPaTyphI;

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

- BBIMOJIHEHHE JOMAIIHKX 3a/laHuil B (hopme Kelc-CTaiu, TeCTOB, TBOPUECKUX 3aJaHUi, 10-
KJIa70B, pedepaTos;

— [OJArOTOBKA NPE3EHTAUUN I WIIOCTPALUU J0KJIAaJ0B U IPENCTABICHUS PE3YJIbTaTOB
aHaJIM3a KOHKPETHBIX CUTYallUN;

- KOHCIIEKTUPOBaHUE TIEPBOMCTOYHUKOB U YU€OHOM JTUTEPATypHI;

- MOJIFOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIO 3HAHUMH.

OcHOBHas 707151 CAMOCTOSITENTEHONW paboThl 00YJAIONIMXCSl TPUXOJUTCS HA MOATOTOBKY K PAKTH-
YECKUM 3aHSATHSAM, TEeMaTHKa KOTOPBIX MOJHOCTHIO OXBaThIBA€T cojiep:kaHue Kypca. CaMocTosTeNbHAs
paboTa 1Mo MOAroTOBKE K MPAKTHYECKUM 3aHATHSM I10 JUCHUIUIMHE «J]e10nmpon3BOACTBOY NMperoIaraet
yMeHue paboTarh ¢ NEPBUYHON HHDOpPMAIIHEH.

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

11 epeyenb HHGPOPMANMOHHBIX TEXHOJIOTHI, HCNOJIb3yeMbIX MPHU OCYLECTBIEHUH 00pa3o-
BaTeJbHOr0 Mpolecca Mo JAUCUMILIMHE, BKJIOYAs NepedeHb MPOrPaMMHOI0 obdecrieyeHUusi U MH-
(opManMOHHO-CIPABOYHBIX CHCTEM

11.1 Hepeuenv ungopmayuonnvix mexnono2uil, UCNOIL3YEMbIX NPU OCYULECHIBGIEHUU 00PA30-
eamenvHo20 npoyecca
JIEKTPOHHBIE 00Pa30BaTEIbHBIE PECYPCHI;

- UCIIOJIb30BAaHUE CIal-IIpe3CHTalUH,;

- MHTEpPaKTHUBHOE OOILIeHHE C OOYy4arolIMMHUCS U KOHCYJIbTHPOBAHHE MOCPEICTBOM 3JIEK-
TPOHHOM ITOYTBHI.

11.2 Ilepeuens npozpammnozo obecneueHus, UCHOIBIYEMO20 NPU OCYULECHEIEHUU 00pPA308aMeTbHOZ0
npouyecca

[Ipu ocBOCHNYM AUCHUIUIMHBI UCIIONB3YETCA JIUIIEH3MOHHOE TIPOrpaMMHOE 0OecTiedeHHe:
[Taker P7 — oduc.
11.3 Ilepeuenv ungopmayuonHo-cCnpagoUHvIX CUCHEM

— cmpaBoyHO-TIpaBoBas cucrema ['apant http://www.garant.ru/online

12 MaTtepuajibHO-TeXHHYECKOE 0O0ecnedeHue JUCHUTLTUHBI

— JUTSL TIPOBENICHUSI 3aHSATUH JIEKIIMOHHOTO THUMA, MPAKTUYECKUX (CEeMUHAPCKUX) 3aHATHUH,
TPYNIOBBIX U UHIUBUIYaTbHBIX KOHCYIBTAINI, TEKYIIETO KOHTPOIIS M MPOMEKYTOUHOM aTrTecTanuu, Ne
7-419 ¢ koMITIIeKTOM ydeOHOM MeOen Ha 36 TOCca0IHBIX MECTa;

— JUTSL CAMOCTOSITENIbHOM paboThl oO0yJarommxcs - yuebnas ayautopus Ne 305, o6opynoBan-
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Has 5 paboYMMHU CTAHIUSAMU C JOCTYNOM K ceTH «/HTepHeT» W B JIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3alH, U KOMIUIEKTOM ydeOHOW mebenu Ha 29 TOCaTOYHBIX MECTa;
yaeOHas ayauropust Ne 517, obopynoBanHas 8 pabo4nMu CTaHIUSAMHU C JOCTYIOM K ceTH «MHTepHET» U
B AJICKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CpeAy OpraHU3aluu, 1 KOMIUIEKTOM yuyeOHOl Mebe-
JM Ha 12 mocago4yHbIX MeCTa;

- JI0CKa ayAUTOpHAs;

- npe3eHtau B Power Point mo Temam kypca «/lenonpou3BoacTsoy;

— MYJIbTHMEINIHOE 000pyI0BaHKEe (HOYTOYK, IIPOCKTOP, TEICBU30P).
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