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1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucuutuinnbl «/lokyMeHTamOHHOE 00ECTIeUeHHE YIIPaBICHHS

» ABIsieTca (opMUpOBaHUE Y 00yJaroIUXCcs 3HaHUH O IIpolLecce CO3IaHusl U JBM)KEHUS TOKyMEH-
TOB B OpPraHU3aLUsAX, HOPMATUBHO-METOMYECKONW 0a3bl IEIONpPOU3BOJCTBA, JOKYMEHTOBEIUECKON Tep-
MHUHOJIOTHH, A3BIKE CIYXKEOHOro JOKYMEHTA, TEXHOJIOIHSIX pabOThl C JOKYMEHTAaMH, a TaKkKe METOAUKON
uX 0OpPMIICHHSI, COCTaBJICHUS, IPABKU U PEIAKTHPOBAHUS.

OcHoBHBIE 337a4U Kypca:

— U3YYEHUE COAEPHKAHUSI HOPMATUBHBIX IPABOBBIX aKTOB M METOJUYECKHUX JIOKYMEHTOB, pe-
IJIAMEHTUPYIOIIMX BOIPOCH! CO3JaHUsl JOKYMEHTOB U PabOThI ¢ HUMH;

- u3ydyeHre TpeOOBaHUS K  COCTaBICHUIO |
pacnopsAMTENbHON JOKYMEHTALUY;

- u3ydeHre odecrieuyeHus paliMoHaIbHOIO HCIOIb30BAHUS JOKYMEHTOB B JIEJIOBOM ITPAKTUKE
IIPEAIPUATHS;

— U3YYEHHE MPOLENYp OpraHU3alUu XPAaHEHUS JOKYMEHTOB, BKJIIOYAs MX HaJJIEKAIIYIO
MIOJIFOTOBKY K I€pe/jaue Ha apXUBHOE XPAaHEHUE B FOCYAAPCTBEHHBIM MM BEIOMCTBEHHBIHN (110 MpUHAJ-

oOPMIICHHIO  OpraHU3aIMOHHO-

JISKHOCTH MPEATPUSATHUS) APXUB.

2 TpeOoBaHusi K pe3yIbTATAM OCBOCHHS AMCHHUIIIMHBI

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

TCIBHOCTH.

[Tnanupyemblie pe3yapTaThl 00YUEHUsI IPU MU3YYEHUU JUCLMILIMHBL, COOTHECEHHBIE C IJIaHUpYe-
MBIMU pe3yJIbTaTaMU OCBOEHUs 00pa30BaTEeIbHON IPOTrpaMMbl, IPECTABICHbI B TAOIUIIE.

Tabmuua — [Inanupyemble pe3yabTaThl 00yUeHHS MPH U3YUSHUH AUCIHUILIMHBL, COOTHECEHHBIE C IUIAHHUPY-
€MBIMH PE3yNbTaTaMU OCBOEHHsI 00pa30BaTeIbHOM MPOTpaMMBl

Kon [Tnarupyemsie pe3ynbra- | Kom u HanmeHoBanue | [Imanmpyemsiii pesynsrat oOyuenus | Kox moka-
KOMITCTEHIINM | TBI OCBOCHHMS 00pa3oBa- | MHIWKATOPA JOCTYDKCHHS IO IUCTIUTUTNHE 3aTens
TEJILHOH ITPOTPaMMBbI YHHBEpPCAJIbHOW  KOMIIe- OCBOCHHUS
TEHIUU
IIK-5 Cnoco6HOCTB ocy- | W-1nk-s: 3naer mnops- | 3uarh:
LWECTBIISAThH JI€JIONpou3- | AOK odopMmIIeHHS, BEle- | — HOPMATUBHBIE JOKYMEHTHI IO 3(ITK-5)1
BOJICTBO U JIOKYMEHTO- HU M XpAaHCHUSA JOKY- | CTaHJApTHU3allMM B o0macTu 10~
0GOpOT B TYPHUCTCKOI MEHTAI[MU 110 CHUCTEMaM HpOI/I3BO}Z[CTBaI,) ue%CTByUIOLgIe Ha
OTIJIATHI a U OpPTaHu- | TEPPUTOPUH uiickon -
JeATENBHOCTU TPy p CppUTOp OCCHHCKO eaepa
3aliU TPpyAa MEPCOHANA; | UM,
TCXHOJIOTMH, METOABl W | — CHUCTEMBbl JOKYMEHTAllUH, Tpe- 3(HK'5)2
MCTOIUKH  IIPOBEACHHA | GoBaHWS K COCTAaBICHHIO U O(opM-
aHajihsa M CHUCTCMATH3a- | JIEHUI0 JOKYMEHTOB, COBPEMEHHBIE
MM JOKYMEHTOB M WH- | crtocoOBI U TEXHUKY CO3HJaHHs J0-
(Gopmanmu; OCHOBBI JI0- | KyMEHTOB;
KyMEHTOO00pOTa M JI0- | — OpraHM3amMi0  JOKYMEHT0000-
KYMCHTAIIMUOHHOI'O obec- poTa Ha IpennpUsITUU 3(HK'5)3
[EUCHNUs — TepeueHb W CTPYKTYpy CIipa-
W]-2ncs: Ymeer opra- | poyno-undopmaumonnsix, opramu- | SUIK-5)4
HHU30BATL XPAHCHUE IO~ | 3a1|HOHHBIX W PACIOPSAUTENBHBIX
KYMEHTOB B COOTBET- | ;0KyMEHTOB.
CTBHHM C TPeOOBAHUAMH | yyiary -
3aIi0H0}EaT$H’CTBa Poc- | _ paspabaTbiBaTh mpoekThl ympas- | Y(IIK-5)1
CHHCKOM  DCNCPAlMN M | ;eyyeckoii JOKYMEHTALMH;
JIOKaJIbHBIMU aKTaMu
— aHanu3upoBaTh M  BHEAPATH
TaHU3aluN
OI/IpI[ 3 3 H YIPaBJIEHUECKYIO JTOKYMEHTALUIO; Y(IIK-5)2
ks — ONTUMM3UPOBATH  JTOKYMEHTO-
VYMeer BecTH yueT u pe- V(IIK-5)3
000pOT Ha MPEANPHUSITHH;




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
THCTPAIMIO JOKYMEHTOB | — aHAIM3UPOBATh WHPOPMAIHIO O
B UHQPOPMALIMOHHBIX | (YHKIHOHUPOBAHMU cuctems! | Y(IIK-5)4

CHCTeMaX M Ha MAaTePH- | BHYTPEHHETO  JOKYMEHTO000poTa
aNbHBIX HOCUTEISIX; BE- | OpraHH3alyH,

CTH JIEJIOBYIO MIEPEMUCKY | — BecTH 6a3bl AaHHBIX 10 pasmmy- | Y (IIK-5)5
HBIM [TOKa3aTEIIIM.

Baanersn:

— HaBBIKAMH  JIOKYMEHTAJIbHOTO
oopMIICHHS pEICHUI B yIpaBlie-
HUU  OMNCpAIMOHHON  (TPOU3BOJ-
CTBEHHOMW) nesTenbHOocTH opramu- | B(IIK-5)1
3aIui;

— HaBBHIKAaMH aHaim3a WH(popma-
uur 0 (YHKIHOHHPOBAHUU CHCTE-
MbI BHYTpEHHET0 10KyMeHTooGopo- | B(ITK-5)2
Ta OpraHU3aIUH;

— BeJeHuss 0a3 MaHHBIX 1O pa3-
JMYHBIM TIOKa3aTeasiM ¥ (GopMupo- B(IIK-5)3
BaHMs MH(OpPMAIMOHHOTO obecre-
YCHUSA YYaCTHHUKOB OpraHu3alvoH-
HBIX TIPOEKTOB;

— HAaBbIKAMHU IIOAIOTOBKH OpraHu- B(IIK-5)4
3allMOHHBIX M PACHOPATUTCIBHBIX
JIOKYMEHTOB.

3 MecTo TUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMMbl

VYyeOHas mucuuiuinHa «J{okymMeHTalmoHHOE oOecreueHue YIpaBlIeHUS» OTHOCUTCS K 4YacTH,
dbopMupyeMoOil ydyaCTHHKaMHU OOpa30BATEIbHBIX OTHOIICHUW B CTPYKType OCHOBHOH 00pa30BaTeIbHOM
MIPOrPaMMBI.

3HaHUs, YMEHUS M HaBBIKH, TTOJyYEeHHBIE OOYYAIONIMMHUCS B XOJIe M3YUEHUS Kypca TUCITUTUIAHBL,
MOTYT OBITh UCTIOJIB30BAHBI JIJIsl IPOXOXKACHUS MPEATUTIIIOMHON MPAKTUKH, a TAK)KEe JUIsl TIOJTOTOBKHU BhI-
MyCKHOW KBaJIM(PUKAIIMOHHOMN pabOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuit nian OUCYUNIUHBL (OUHO-3A0YHOU hopmbl 00yUeHUR)

KoHTakTHas
padoTta no Bu-
JAaM y4eOHBIX
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Tema 1 «OCHOBHBIE MOHATUS U ONPEACICHUS
Huckyccusl,
JOKYMEHTAIIMOHHOTO OOeCTIeueHus yIpaBJe- 8 2 2 6 oot
HUS JISKIUS
Tema 2 «JlokymeHTanimoHHOE 00OecTiedeHne
Hoky I 8 4 4 4 Ormpoc
JIeJI0OBOTO OOIICHUS»
Tema 3 «Dopmymnsap-oOpaser] OopraHu3aIuoH- 1
HCKYCCH,
HO-PacIOPSIUTEILHOTO IoKyMeHTa. O01ue 6 2 2 4 TeYCT
CBEJICHHS O PEKBU3HUTAX)»
Tema 4 «CucremaTu3sanys 1 XpaHEHHUE yIIpaB- 8 4 4 4 [Mpakrrdeckoe
JICHYECKHX IOKYMEHTOB) 3aHATHE
Tema 5 «IIpaBuna oopmiieHus OITaHKOB J0- 6 2 2 4 Huckyceus,
KYMEHTOB» TeCT
Tema 6 «CocTaBiienue u 0OpMIICHHE TIHICEM» 10 4 4 6 IpakTiyeckoe
3aHATHC
Tema 7 «IIpaBuna oopmieHHsT OCHOBHBIX 1
HNCKYCCH,
BHJIOB OPraHU3allHOHHO-PACIOPSAUTENBHBIX 7 1 1 6 T;T
JJOKYMEHTOBY»
Tema 8 «O¢opmileHre OpraHN3alOHHO- 10 4 4 6 IMpakTr4eckoe
pacnopsAUTEIbHON TOKYMEHTALIUI 3aHATHE
Tema 9 «IIpaBuna ohopmMIICHHSI OCHOBHBIX 1
HNCKYCCH,
BUJIOB CIIPaBOYHO-UH(POPMAITHOHHBIX JOKY- 7 1 1 6 Te};T
MEHTOBY
Tema 10 «CocraBienue u opopMICHHE HH- 8 2 2 6 IMpaktrueckoe
(hopMaIMOHHO-CIPABOYHOM JJOKYMEHTAIIHNY 3aHATHE
Tema 11 «Opranuzamnus JOKYMEHTOOOOpOTa 7 1 1 6 Huckyceus,
Ha NPeIIPUATHIX» TECT
Tema 12 «Odopmienne TOKyMEHTOB MO JIWY- 8 2 2 6 IMpaktrueckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «Ananu3 cocrosiHEe JOKYMEHTO000-
oKy 7 1 1 6 Juckyccust
poTa Ha NPEeNNPUSTHI
Tema 14 ®opmupoBanue 0a3 JaHHBIX W aHa- Ormpoc, mpax-
JIN3 TOKYMEHTOO00pOTa 8 2 2 6 THECKOE 3a-
HSTHEC
HuddepennmpoBanublii 3aueT
Beero | 108/3 | 30 | 10 | 20 78




4.2 Cooepicanue oucuuniuHol

Tema 1 «OcHOBHbIe TIOHATHSI M OIpelejieHUs] [JOKYMEHTAIMOHHOIO obecnevyeHus
ynpaBJjieHHs»
Jlexyus

JIOKyMEHT U CUCTEMBbI JOKYMEHTAIlMU. 3HAYEHUE COBPEMEHHOTO JOKYMEHTUPOBAHUS B YIIPABIICH-
4yeckoi nesrenbHocTH. HopmaTuBHO-TIpaBoBasi 6a3a periiaMeHTUpYyIomas JAeIonpou3BoACTBO. DYHKINH
nokyMeHToB. EnuHas rocynmapctBeHHas cucrema aenomnpoun3BoactBa (EI'CJl). YaudunmpoBaHHBIE CH-
crembl qokymenTtanuu (YC/). Knaccudukanus nokymeHToB. YpaBieHueckas J0KyMeHTalus: TpedoBa-
HUS K COCTAaBIICHHIO U 0(pOPMIICHHIO.

OcHosHble noHamus. memvl: TOKYMEHT, (QYHKIIUH JOKYMEHTOB, KilacCU(UKAIUsI JOKYMEHTOB, Jie-
JIOTIPOU3BOJICTBO, IOKYMEHTUPOBAHHE, JOKYMEHTO0000pOT, (popmysisip, 6J1aHK, 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 a3bIkH 1 c1IOCOOBI JOKYMEHTHPOBAHUS BbI 3HaeTe?

4. Ha3oBuTe COBpEeMEHHBIEC BUABI HOCUTENEH NHPOPMALIUH.

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

6. UeM oTan4aeTcsi JOKYMEHT JIMYHOTO MTPOUCXOKACHUS OT O(UIIUATBHOTO JOKYMEHTa?

7. Uto 00yciIaBIMBaeT IOPUAHUYECKYIO CHITY OQUITHATBHOTO JOKYMEHTA?

8. Uto moHnMaeTcs o1 Noau(yHKIIMOHATBHOCTBIO IOKyMEHTa?

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

10. Kak mensiercs aeiictsue GpyHKIUI BO BpeMeHH?

11. KakoBbI OCHOBHBIE 1€ YHU(DUKAIIMH TOKYMEHTOB?

12. Yto yuuThIBa€TCS MPH NMPOBEIEHUU YHU(DUKAIIMHU JOKYMEHTOB?

13. YTo noHMMaeTcs ol CUCTEMOM JOKYMEHTALINH?

14. Kakue ObIBatOT CUCTEMBI IOKYMEHTAIUN?

15. Uto mpencrasisieT coO0# CTaHIapT U KaKKie BUbI CTAHAAPTOB MPUMEHSIOTCS B HaIICH
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 «/JlokyMeHTalIMOHHOE 00ecnevyeHue /1eJI0BOr0 00 IIeHH s
HpaKmuHQCKOQ 3arAmue

Bonpocul onsa obcyscoenus:

1. Onpenenenne OCHOB JJOKYMEHTHUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.

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(DUKAITUH S3bIKA CITYKEOHBIX TOKYMEHTOB.

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



Tema 3 «@opmyasp-o0pasen OPraHu3aliOHHO-PACIIOPSAAUTEIBLHOI0 NOKyMeHTa. O0mme
CBeJeHHUSI 0 PEKBH3UTAX»
Jlexyus

VYnpaieHuyeckass JOKyMEHTAIMs: TpeOOBaHHUS K COCTaBICHUIO M OGOpPMIICHUIO, (HOpMYJIsIp-
oOpaser, coCTaB M PacIojOKeHHEe PeKBU3UTOB. [0CTOSHHBIC M NEpPEMEHHBIE PEKBHU3WUTHI. YTIIOBOH H
MPOAONIBHBINA O7aHK AoKyMeHTa. CriocoObl 0popMIICHHST PEKBU3UTOB: (PIIAaHTOBBIN U LIEeHTpOBaHHBIH. Co-
BpPEMEHHBIE CITOCOOBI M TEXHUKA CO3/1aHHSI JOKYMEHTOB.

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

Bonpocul ona camokonmpons:

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

. Moryt 11 Ha MoJIAX JOKYMEHTa pacroiaraThCsi Kakhue-Iuo0 peKBU3UTHI?

. Kakoif MakcMManbHBINM COCTaB PEKBU3UTOB YCTAHOBJICH (hopMyssipoM-o0pa3iom?

. CKOIBbKO TIOJI0’KEHUH Ta0ynsaTopa UCTIOIb3yeTCs MPU 0POPMIIEHUN PEKBU3UTOB?

. Kakue pekBU3UTBI OTHOCSATCS K TIOCTOSTHHBIM?

. Kakue pekBu3uTHI ABNSAIOTCSA 0043aTENbHBIMU?

. CKOJIBKO CymIecTBYeT crioco00B 0(OopMIIEHUS] pEKBU3UTOB?

. UTo XapakTepu3yroT AOMONIHUTEIbHbIE peKBU3UTEI OP/]?

10. Yem npo10J1bHBIN BaprUaHT PacIoyIOKEHUs PEKBU3UTOB 3arojIOBOYHOM yacTy OiiaHKa OTyInYa-
€TCs1 OT YIJIOBOI0?

O 00 1 N DN K W —

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

Tema 4 «CI/ICTeMaTHSaHI/IH 1 XpaHeHH e YIIPABJICHYECCKHUX JOKYMECHTOB)
HpakmuquKoe 3anamue

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

3adanue 2.
CocTaBbTe HOMEHKJIATYPY el (PUHAHCOBOTO OT/IEIa OpraHU3aIliH.

3aoanue 3.
Cdopmupyiite 1udHOE 1710 pabOTHUKA OpPraHU3alUH.

3adanue 4.

Boigenure u packpoiite OCHOBHbIE (PYHKIIMM 3KCHEPTHOM Komuccuu Ha ocHOBe «llosokeHus o
IIOCTOSIHHO JIEHUCTBYIOILIEH DKCIIEPTHON KOMUCCUHU YUPEXKACHUS, OPraHU3ALUH, [IPEIITPUATULY.

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 OpraHU3AIMOHHO-
pactopsSIIUTENbHBIX JOKYMEHTOB, CIIPAaBOYHO-UH(OPMAITMOHHONW 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 (POPMBI TOKYMEHTa; HAMMEHOBAHUE OPTaHU3AIMU - aBTOPA JIOKYMEHTA; HAUMEHO-
BaHUE CTPYKTYPHOTO MOAPA3JCICHHs - aBTOpa TIOKYMEHTa, HAMMEHOBAaHWE JOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTA; CIIPaBOYHBIC JaHHbIE 00 OpraHW3alluy; HAMMEHOBAaHWE BHJIA JOKYMEHTA; JlaTa JOKYMEHTa;
pErUCTpaIMOHHBI HOMEp JOKYMEHTA; CChUIKA Ha PErHMCTPAIMOHHBIN HOMEp M JIaTy MOCTYMUBIIETO J0-
KYMEHTa; MECTO COCTaBJICHHS (M3/JaHUs) JOKYMEHTa; TpH( OrpaHUYCHHS OCTyNa K JOKYMEHTY; aape-
car; rpud yTBEp)KICHUSI JOKYMEHTa; 3aroJIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKAa O NPUIIOKCHUHU;
rpud cormacoBaHus TOKYMEHTA; BU3a; MOIUCH; OTMETKA 00 AIEKTPOHHOU 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 UMEIOT MpaBo u300pakaTh 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 BUIa JOKYMEHTA, IPUBOAUMOE B OJIaHKE KOH-
KpETHOTO BHJIa JOKYMEHTA?

4. Kakue ciocoOb1 ohopmieHust pekBu3uTa «Jlara TOKyMeHTa» Bbl 3HaeTe?

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

6. Bcerna nu Ha G51aHKe JJOJDKEH NIPUCYTCTBOBATh PEKBU3UT «MeECTO COCTaBICHUS WM U3JaHUs
JOKyMEHTa»?

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

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

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

10. Kakumu crioco6amu MOKET 0pOpMIISITbCSI pEKBU3UT «Pe3oronusiy»?

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

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 opopmisiercst pekBU3UT «lloanucey», ecinu JOKyMEHT MONUCHIBAETCS PYKOBOIUTENIMU
IBYX OpraHu3anui?

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

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

17. Kakue Bujpl neyareit ynorpeoisirores npu opopmiaennn OPJl u kak mpaBUIIBHO T0JIKHA 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 peKkBU3HUTA «OTMETKa 00 UCTIOTHEHUH TJOKYMEHTA U HalpaBJIEHUH €r0 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:

HMHCTUTYT TOYHBIX TPUOOPOB MOCHIIAET MUChMO — npuriamenue gupexropy LIHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ MpUIalieHUEM IIOCETUTh MEKIYHAPOIHYIO CIIEHUAIN3UPOBAHHYIO BbICTaB-
Ky «OKOHOMHMSI MaTepUAIbHBIX U TOIUIMBHO — SHEPreTUYECKHX PECypCOB B CTPOUTEIHCTBE M MPOMBIIII-
JICHHOCTH». BpIcTaBka coctoutcs B I. MOCKBa B MMaBUJIbOHE BBICTABOYHOTO LieHTpa Ha KpacHou [IpecHe
18 aBrycta 20 roma c¢ 9.00 mo 20.00. Axpec 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 ciieayronum JaHHbIM:

00O «Mur» rapantupyer AO «BocTopr» oTrpy3Ky akKyMYJISITOpHBIX Oatapeit Ha cymmy 324000
(Tpucra mBaauath 4eThipe THICSUH) pyOseii 00 KoleeK B TCUEHHE 2-X HEIEIb C MOMEHTA MOCTYILICHHS
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.
CocraBbte uapopmaronnoe mucbMo Ne 59 ot 12.09.20 1o ciaenyrommM JaHHBIM:
MockoBckuil nonurpaguueckuii TEXHUKyM coob1aer nupektopy mkoiasl Ne 12 B.C. AHTOHOBOI
0 TOM, YTO B HOBOM y4€OHOM r'oJly TEXHHUKYM OTKPBIBAET /IBa HOBBIX (haKyJIbTETa:
1. JlazepHble TEXHOJIOTHH B MONIUTPAPUU
2. Opunnueckwmii
[TpaBuiia npuema oOuIMe 1715 BCEX.
Anpec MockoBckoro nonurpaduyeckoro TexHukyma r. Mocksa yin. Mupa 86, Ten. 337-87-87.
Hupekrop texuukyma M.C. Urnarsesa.

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

Curyanus 1.

JlemapraMeHT NOAJEPKKH M PA3BUTUSA MAJIOr0 NPEINPUHUMATEIbCTBA MUCHBMOM 3a NOIINHMCHIO
3aM. IupekTopa nenapramenta CBepukoBa A.B. yBemoMusi pykoBOACTBO jaeTckoro cana Ne 1586 o towm,
YTO B CBSI3U C Pa3BUTHEM MpPEANPUHUMATENIbCTBA 3JJaHHUE JIETCKOrO Cajla JOJHKHO OBITh MepenaHo JUls
TEXHUYECKUX HYXJ JenapTaMeHTa.

HcnonnureneMm BacunpeBoil o nopydeHuto nupekropa aerckoro caga Ne 1586 FOro-3ananHoro
OKpPY>KHOT'O yIIpaBJieHHsI 00pa3oBaHusi I. MOCKBBI, PacloyioKEHHOT0 Ha npocrekre Mu4ypuHCKOM, 10M
22 1. MOCKBBI, OBUIO COCTABICHO MHCHBMO, aIPECOBaHHOE OTAENY nrceM Ma3puu MOCKBBI 1O aapecy: T.
Mockga, yn. TBepckas, 13, B koTopom aupektop nerckoro caga Ne 1586 O.A. A6pamoBa npocuia pas3o-
OpaTbcs B JAHHOM BOIIPOCE, MOTHBHUPYS TEM, YTO B Ha3BAaHHOM PaliOHE IETCKUX CaJ0B OCTAJIOCh MaJo U
HE BCE €T MOTYT MOcenaTh JeTCKUE JIOIIKOIbHbIE yupexaeHus. [IncbMo ObU10 OTBETOM Ha MOJIYy4YeH-
HBII JIOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

[Ipencenarens npasienus akimoHepHoro komMmepdeckoro 6anka « TOPTTIPEJIBAHK» (mp. Bep-
Hazackoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. lllymoB obOparuncs k ['eHepais-
Homy nupektopy HITO «Ac6ect» JI.M. BonbiHiieBy ¢ Mpock00ii pacCMOTPETHh BOIIPOC O MIPEIOCTABICHUN
B ;uutenbhyto apenny AKb « TOPI'TIPEJIBAHK» paGouunx momanaeit — 180 kB. M MoJ pa3MelIeHue oT-
neneHus 6aHka.



[Tucemo ObUT0 cocTaBieHo ucnonauteneMm A.M. [loanecHoi Ha JOMKHOCTHOM ONaHKe Tpescena-
TeJIs IpaBJIeHUs1 OaHKa U MOAMKMCaHo 24 MapTa TEKYIIETo Toja.

Curyanus 3.

Ucnonnutenem M. O. IlonsikoBoii no nopyueHuto HayajibHUKa otaesna Mapkerunra [TAO «Topr-
notpedcoro3» (r. Mocksa, JlecHas ynu., n.18, 117123, Ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa ObLIIO COCTaBIEHO MUCHMO B aJl-
pec OO0 «/lenoy», TexHuueckoMy nupekTopy A.M. MsrkoBy 00 OTIpaBKe JOKYMEHTAIIUU CIICIYIOIIETO
conepkanusi: «Hampasisiem HeoOxomuMbie BaMm JOKYMEHTBI, cojepiKaiiue WH(OPMAIUI0 O [EeHE KOM-
IUIEKTa HAYYHO-TEXHUYECKOM TOKYMEHTalluM Ha XOJOoAMIbHOEe obopynoBanue. [Ipeanmaraem BbIcnaTth
TEXHUYECKYIO JIOKYMCHTAIMIO Ha 3apyOeKHBIC aHAIOTU XOJIOAWILHOTO oOopymoBanus. [Ipu nmpuHsATHH
MOJIOKUTETIBHOTO PEIICHHUs O 3aKylKe 000pyA0BaHus MpocuM Bac HanmpaBUTh COOTBETCTBYIONIEE MU CHMO
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
nH(GOPMALMOHHBIE THChMA AUPEKTOPaM IIKOJI TOpojJa ¢ COOOIMIeHHEM 00 OTKPHITUM B HOBOM Y4e€OHOM
roay AByX (hakyJabTETOB: COBpEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHH U Iopuandeckuii. B muceme co-
00IIaIOCh TaKKe O TOM, YTO MpaBHJIa MpUEMa Ha yKa3zaHHbIE GaKyapTeTsl ooume. [TncemMo ObLI0 cocTas-
neHo ucnonnurenem CtenaHoBoi u noanucano aupektopom JIL.b. MapteiHiokom 15 maprta Tekyiiero ro-
na.

Curyaunus 5.

[TAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, 1. 3, 104010) nomkHO OBLIO B COOTBET-
cteBur ¢ 1. 6 moroopa ot 10.07.2015 Ne 12/25 «O mocraBke npoayknum» moctaButb  AO
«CAHJIEPEJIJIA» (MockBa, Kpacuoropckas yiu., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHune Mecsma KOXaHyl QypHUTYPY
Ha ob1yro cymmy 150 000 py6uieit. daktudecku ke GypHUTYpHI OblIO cjaHo Ha cymmy 120 000 py6neit
Y HeJoTIoCTaByIeHO npoaykiuuu Ha cymmy 30 000 py6uteit. CornacHo 1.8 10roBOpa 3a HEJOTIOCTABKY MPO-
OYKUUU JIOJDKHA OBITh yIlaueHa HeycToWKa B pasmepe 5%, 4TO OT CyMMbI HEJOMOCTaBKU COCTaBUIIO
1500 pyOmnei.

Hupextop AO «CAHZAEPEJIJIA» B./I. ®enoposa obpatunack k aupexropy OOO «IlepBas Pab-
pukay» O.J]. CokonoBy ¢ mpochOO MEPEUNCINTh Ha UX PaCUETHBIN cueT yka3zaHHyto cymmy (1500 py0.).
B npotuBnom ciiyyae AO «CAHJZIEPEJIJTIA» OyneT BbIHYXJIeHO 00paTuThest B rocapoutpax. [lucemo 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. cuetr 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmMupHoB obpatuics k [ TaBHOMY penakTo-
py xypHana «Jleno» B.W. IloneBomy ¢ nmpock0oii pazMecTuTh pekyiamy npoaykiuuu AO «AHTypuym» B
ouepeHOM HoMepe xypHaia. O0beM peKIIaMHOT0 MaTeprasia — 2 mosiockl. Oriata myOauKamuy rapan-
TupoBasack. [IucbMo 0 pazMerieHun pekiamsl ObUTI0 cocTaBieHo ucnoiaureneM JIL.U. ITucapesoit, moa-
nucaHo qupektopoM A.P. CMUPHOBBIM U I1aBHBIM OyxrantepoMm B.A. AHTOHOBOIA.

Curyanus 7.

[TyGauaHbIM akimoHEepHBIM 001ecTBOM «Bocxom» (109176, Mocksa, yi. [Tonesas, 1.14, o.324)
6bU1 oopMmiieH 3aka3 Ne 7 Ha MOCTaBKY MPOJIYKIIMU B COOTBETCTBUHU C 3aKJIIOYEHHBIM JIOTOBOPOM O T1O-
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, Temn. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Opnaxo I[TAO «/lnamanT» He cMOrJIO B yKa3aHHBIN cpok (28.07.2014) ucno-
HUTH 3aKa3 M3-3a 0OJIE3HH BEAYIIETO COTPYAHUKA OTIeNa OoCTaBkU U I'eHepanbHbil nupekTop ero I.JI.
MypowmiieB HampaBmi HHGopMalmoHHoe nuckMo B ajpec [IAO «Bocxoa» o mepeHoce CpoKoOB HCIIOIHE-
Husg 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takxke orMmetus 4to [IAO «/luamant» cormiacHo
B T€UCHHE 5 THEH BBHIIIATUTh HEYCTOWKY B COOTBETCTBUH C 11.4.2 3aKJIIOUEHHOTO JOrOBOpa 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 TIpoBeAcHHE Bcepoccuiickoil poxaecTBeHCKor sipmapku o0yBu ¢ 10 HOsOpst mo 31 mexalps
tekymiero roga. Onnako B cBsi3u ¢ TeM, uto OOO «Jlura» He pacnonaraio JOCTaTOYHBIMU IUIOUIAASIMU
1Tl IPOBEICHUS sipMapku, McromHuTenbHbIN nupektop obmectBa A.A. KodyeTkoB BeIHYKIEH Ol 00pa-
tuThes K Jupektopy Beepoccuiickoro BeictaBouHoro mnerrpa T.K. TypoBy ¢ npock0oii 0 mpemocTasie-
HuM o6uiecTBy B apeHay 300-400 KB. M BBICTABOYHOH IIOMIAIM M TApAHTHEH OILIATHI.

Jumepamypa: [1]; [3]

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

OpranuzalvoHHbIE TOKYMEHTbI, IOHATHE, OCHOBHBIE CTPYKTYPHBIE JIEMEHTHI U IpaBuia oopm-
JIEHUs PEKBU3UTOB PacrnopsauTenbHble TOKYMEHTHI: MOHATHE, CYIIHOCTh, (PYHKLIMOHAIbHAs HalpaBJICH-
HocTh. [Ipukassl mo nmuuHOMy coctaBy. OQOpMIICHHE M COCTAaBICHHE PACTIOPSIIUTEIBHBIX JTOKYMEHTOB.
BrlInucku U3 OpraHu3aMoOHHBIX U PACIIOPAAUTENBHBIX JOKYMEHTOB.

OcHogénbie nowsamus memvl: IPUKa3, YCTaB, PACIOPSIKEHUE, IIOCTAHOBIICHUE, YKa3aHUE, MOJIOXKE-
HUE, UHCTPYKIUS, PEIICHHE.

Bonpocul ons camokonmponsi:
1. Kakue BUIbI OpraHu3alliOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB OTHOCSITCS K PaCOPSIUTENb-
HBIM?
. [loueMy pacnopsiguTeNbHbIE TOKYMEHTHI OTHOCATCS K MTPABOBBIM aKTaM?
. Korna pacriopsiniurenbHble JOKYMEHTBI BCTYIAIOT B CHITY?
. Kak paznuyarotcs mo cdepe aeiicTBUs pacoOpsSAUTENbHbIE JOKYMEHTHI?
. Uro sIBIIsIeTCSI OCHOBAHUEM JJTSI U3JIAaHUS PACIIOPSTUTEIIBHOTO JOKYMEHTA?
. Kak ctpoutcs TekcT pacnopsIuTenbHOrO JOKYMEHTa?
. Kak oopmitseTcss oTMeTka 0 HaTMIUH TPHIIOKEHUS B PACIIOPSTUTEIIBHOM JIOKYMEHTE?
. Kakue opransl npuHUMarOT MOCTaHOBIEHUE?
. UTo 03HaUaeT JjaTa B pacopsIUTEIILHOM JIOKYMEHTE, TPOCTaBIIsIeMast B 3ar0JIOBOYHON 4acTH

O 03O L B~ Wi

OnmaHka?

10. B xakoit ¢popMe U3Jat0TCsI COBMECTHBIE PacIIOPSAUTEIbHBIE JOKYMEHTHI?

11. Kakue ObIBaIOT BU/IbI TPUKA30B?

12. Yem oTimuaercs oopMIICHHE MPUKA3a M0 JIMTYHOMY COCTaBY?

13. KTo nMeeT npaBo NognUCH Ha IpUKa3ax?

14. Kakoil peKBU3UT UMEETCS TOJIBKO HAa JBYX BUJAX PACHOPAINUTEIBHBIX JOKYMEHTOB - YKa3aHU-
X ¥ paCIOPSIKEHUSIX ?

15. ITo kakuM BOIpocaM M3JAIOTCS PaCHOPsHKEHUE U YKa3aHHUe?

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

3aoanue 1

Odopmurts 3asBieHHE Kaccupa 3aBojia «CBeT» ¢ MPOCk00ii MPeAOCTaBUTh YUSHUIESCKUI OTITYCK C
06.03.20 1o 18.03.20  nmpoaomKUTENBHOCTHIO 13 KaneHaapHbIX JHEH HA OCHOBAHHMM CHPABKU — BBI3O-
Ba Ne 5655 01 01.03.20 . ®.MN.0O. xaccupa UBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopMuTh mpHKa3 Mo JUYHOMY COCTaBY Ha OCHOBE JTaHHBIX 3ajaHus No 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npeaocTaBiIeHHH YYEHUYECKOTO OTIyCcKay kaccupy 3aBoaa M.I1.
NBanoHoi ¢ 06.03.20 mo 18.03.20  mpoaoiKUTENbHOCTBIO 13 KajneHAapHBIX JHEH HAa OCHOBAaHUU
cipaBku-BbI30Ba Ne 5655 ot 01.03.20  u 3asBnenus kaccupa W.I1. 1iBaHOBHOM.

[IpocTaBuTh BU3Y corjacoBaHWs HadaibHUKa oTnaena kaapoB O.A. CepreeBoii M OTMETKY 00
O3HAaKOMJICHHH C ITpUKa30M [BaHOBOA.

3aoanue 3

OdopmuTh ITpUKa3 10 OCHOBHOW J€STEIbHOCTH.

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

B pacnopsautensHO yacTy BbIACTUTD 4 MyHKTA:

1. O6 opranuzanuu yOOpKH TePPUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUSL DJIEKTPOIIPOBOAKU

3. O mpenocraBieHUU B CeKpeTapuaT FeHepajlbHOTO JUPEKTOpa CIHCKa COTPYAHUKOB, MpeObIBa-
HUE KOTOPBIX HEOOXOAUMO HA TEPPUTOPHH O0BETNHEHHS B MIPA3IHUYHBIC JTHU

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

Kaxxaplit myHKT paccMoTpeTh 1o cxeme «Komy?», «UTo HykHO caenaTs?», «/]o kakoro cpoka?».

Hanpumep, k 1.1 3aBenyromemy ckinagom O.H. Hukutuny opranuzoBath YOOPKY TEpPUTOPUH 10
07.03.20__.

[TpocTaBUTh BU3Y II1aBHOTO HHXKEHEPA

[ToctaButh oTMeETKY 00 UcnionauTene. Mcnomaurenem sisnsiercss ComosneBa Tenedon 302-34-56

3aoanue 4.

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

B pacnopsautensHoOM yacT ykaszarh 4 myHKTA:

1. O Bueapenuu crangapra OPJ] CTII 02-601 Bo Bcex cimyxk06ax, Ha y4acTKax U B CTPYKTYPHBIX
noapazaenenusx 3asonaa ¢ 01.04.20 .

2. O6 opranmzauuu 3aHsatuil nmo usydenuto CTII 02-601 co cnenmanuctamMu UM HHKEHEPHO-
TEXHOJIOTHYECKUM TIEPCOHANIOM (¢ ykazaHueM «Komy» U ¢ Kakoro uucia)

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 npomoxkonvl u aKkmvl, He0OX0OUMble 8 CleOYIOWUX YNPAG-
JIEHYeCKUX CUMYAYUSIX.

Curyanus 1.

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

Ha 3acenanum oOcy»kaanoch ABa Bompoca: 0 xonae pexiamHon kammanuu B 111 kBaprane 20 1. u
0 [IEpEX0/i€ HAa HOBYIO CUCTEMY BBIIIAThI IPEMHUAIIBHBIX.

[To mepBoMy BoIpocy ciymiaiau cOOOIIeHHE HadajdbHUKa oTnaena pekiambl Boctpsikoa C.T.,
TEKCT COOOIICHHsI KOTOpOro ObLT mepenan cekperapro 3acenanus H.J[. bemosoii. [Toaromy 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 BoIpocy caenan coodmenue CtynoB M.M. u TeKCT cooOIIeHUs TaKKe nepeaa cex-
perapro. Ilo nanHomy »xe Bompocy BelcTynwin AHTOHOB II.JI., HauanbHUK oTaena kaapos, U Jlebenes
.M., nupektop no nponaxam. [lepBrlii 0100puiI HOBYIO CHCTEMY BBIILJIATHl IPEMUATIBHBIX U PEKOMEH-
J0BaJI MOATOTOBUTH HeoOXoaumMbie TokyMeHTHI K 01.09.20 1.  Btopoii npeanoxui 1opaboTaTs HOBYIO
CUCTEMY BBIILJIATHl MPEMUANBHBIX U PEKOMEHI0BA MIPOBECTU TOJIOCOBAHKE IO JAHHOMY BOMPOCY Ha 00-
1IeM cOOpaHUM TPYIOBOrO KOJUIEKTHBA.

B urtore 3aceganusi ObUIH IPUHATHI ciienyromue pemenus: 1. Ogobpute paboTy oTaeNa peKiaMbl
B Il kBaprane 20 1. 2. [IpoBecTn ob1iee coOpaHue TPYIOBOTO KOJUICKTHUBA IO BOIIPOCY O MIEPEX0/Ie Ha
HOBYIO CHCTEMY BBITUIAaThl MpeMuanbHbiX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY COOpaHus Oblia
Ha3HauyeHa 3aB. kaHueisipueit lllentynosa B.T'.

Cobpanue Ben npeacenarens O.A. PymsHies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBera AUPEKTOPOB, HA KOTOPOM
npucyrcrBoBasin cieayromue wiensl Cosera: Ilomos W.II., MBanoB M.M., Cunopos C.C., YcTuHoBa
V.V., ®enopo ©.O. B cBsA3u ¢ HamMuueM KBOpyMa 3acefaHue ObUIO MPU3HAHO MpaBoMovHbIM. Ha 3ace-
JaHKe BBIHOCHJICS BOMPOC 00 OIpeeNeHNH PHIHOYHOM CTOMMOCTH pa3MellaeMbIX 00IIeCTBOM JOTOIHU-
TenpHbIX akuui. [lo nanHOMy Bompocy 3acinymanu @egopoBa @.D., KOTOPBIM NPEITIOKHUIT ONPENEITUTh
PBIHOYHYIO CTOMMOCTH Pa3MEIIaeMbIX OOIIECTBOM aKIWK MyTeM 3aKphITON MOJMUCKU JOMOJIHUTENbHBIX
akuuii B pazmepe 10 000 (mecsitu Thicsd) pyO. 3a akiuio. 3aceJaHue MOCTAHOBWIIO YTBEPIUTH MPEIJIO-
xenne denoposa O.D., Tak Kak Mpu roJ0coOBaHUH «3A» OBLTO OTAAHO MATH TOJIOCOB, TPOrOJIOCOBABIINX
«ITPOTUB» u «BO3AEPXABIINXCA» ne Obuto. Pemenue mpuHATO €IMHOTIIACHO. 3acedaHHUE Bl
npeacenarens IL.H. ITporokon noarorosien 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. MOXET OBITh IPEJCTABIICH IPYNION yyeTa Ha 3 JIHS paHbllle YCTAaHOBJIEHHOTO CPOKa.

B obcyxnennn gannoro Bonpoca Beictynuian E.H. Kportos, rinasusiii 6yxranrep, u I'.A. Illy6una,
Oyxranrep. KpoToB cooOmIiI 0 TOM, 4T0 UM pa3pad0TaH HOBBIN rpaduk pabOT MO COCTABICHHUIO T'OI0BO-
ro OT4eTa, MPHU YCIOBUHU BBINOJHEHHS, KOTOPOTO BCEMH PaOOTHUKAMHU TPYMIbI ydera, roJ0BOM OTueT
MOKHO COCTaBUTh U C/IaTh Ha 4 JHS paHblie ycTaHoBiIeHHOro cpoka. I A. Illy6una otmeruia, uro no-
CpPOYHOE MPEACTAaBJIEHNE TroJoBoro oruera 3a 20 TI. sBJISETCS NMOYETHOM M OTBETCTBEHHOM 3ajadei pa-
OOTHUKOB OyXTaJTepuH, U YTO KOJJIEKTUB OyXTaJITepuu MOKET COCTaBUTh FOJIOBOM OTYET paHbIlIEe CPOKaA,
€CII Bce PAOOTHUKHU OYIyT BBINOJIHATH YIUIOTHEHHBIH IrpaduK paboThI.

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 LIEJBIO BBISBICHUS pe-
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3epBOB, HEOOXOAMMBIX JUIsl YCIICHIHOTO BBIMOJIHEHHs TuiaHa 3a 20 r. 3acenaHue Bena mpeicenaTelnb
K.M. JleBamogBa, npoTokoiaupoBai cekperapb 1M.B. XomMskos.

3aoanue 6. Cocmasvme u ogpopmume axmeol.

Curyanus 4.

Komuccus nop npeacenarenbCTBOM HadaJlbHUKA TEXHUUYECKOW rpynnsl A.A. BosoBoro u 4ieHoB
komuccuu bopucosa M.IO., HauanbHMKA aIMUHUCTPATUBHO-X034HCTBEHHOrO 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 OCHAIICHHS MIPUEM-
HOM TeHEepaJbHOIO JUPEKTOpa U IpHU3HAJIa HETOMHBIMM JJI SKCIUIyaTallud KOMHPOBAIbHBIN ammapar
Xerox 345(1 wr.), mpexnep (uuB. HoMep 367, 1 mT.), paxc 47823 (1 wmrT.). [IpuzHanHas HENPUTOAHOM IS
SKCIUTyaTalliy TeXHUKa Oblia mepefaHa Ha ckiaja npeanpusatus. [lo ycraHoBieHHOMY (pakTy KOMHUCCHS
COCTaBWJIA aKT MpHeMma-mnepenadyud oprreXHukd B 3 93k3. (1-1 3Kk3. — HAYabHUKY aJIMHUHUCTPATUBHO-
X035HUCTBEHHOTO OTJIeNa, 2-1 - TIaBHOMY Oyxranrepy, 3-i - B neno 23-02), KoTopblii ObUT YTBEPXKACH Te-
HepabHbIM upekTopoM [I.U. CtenaHoBbIM.

Curyanus 5.

Komuccus, cozgannas Ha ocHoBaHMM npukasa qupekropa AO «Meacepsuc» ot 05.10.20 1. Ne
23 «O CcOBEpIICHCTBOBAHNUU JOKYMEHTAIIMOHHOTO oOecrieuenus nestenbHocTH AO «MeacepBuc» B co-
craBe: npeaceaarens 3yauHou O./]., 3aB. kanuenspuei, uwieHoB komuccuu Tokapesa H.JI., 3aB. nmpous-
BOJCTBEHHBIM oTaenoM, [laBnoBoit B.E., 3am. ri1. Oyxranrepa, Anekcanaposa A.B., MeHemkepa mo ka-
pam, MBanoBoii 3.I1., cekpeTtaps-pedepenHTta KaHIEIIPUH, B IPUCYTCTBUU CEKpeTaps OTJesia MapKeTUHTa
C.C. PoguonoBoit 12.10.20  r. mpoBena mpoBEPKYy COCTOSIHUSA paOOThI C JOKYMEHTAMH B OTJIE€JIe MapKe-
TUHTa. B pesynbrare mpoBeeHHON MPOBEPKU OBLIO YCTAHOBJIEHO, YTO B OTAENIe HECBOEBPEMEHHO (op-
MUPYIOTCA B JieJla UCIIOJHEHHbIE JIOKYMEHTHI, 3ar0JIOBKH JIEJ 3a4acTyl0 HE COOTBETCTBYIOT 3arojIOBKaM,
MIPEAYCMOTPEHHBIM HOMEHKJIATYpOH 1€, OTCYTCTBYIOT JBa Jieja ¢ nepenuckou 3a 20 r., He mpoBeieHa
npegapxuBHas 00padboTka JOKyMeHTOB 20 T., MOAJeKAIUX JIUTEIFHOMY XpaHeHu 0. Takum o0pas3om,
KOMMCCHS MPUIIA K BBIBOJY, YTO B BEJICHUH JEJIONPOU3BOJCTBA B OTJEJIE MAPKETUHIA UMEIOTCS CyIIe-
CTBEHHBIE HEJIOCTAaTKH, CBUETEIHCTBYIOIINE O HAPYIIEHUHU JICUCTBYIOIIMX HOPMATUBHBIX JTOKYMEHTOB B
o0acTy opraHU3aluu JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasieHnus. [1o yctanHoBneHHBIM (hakTam ObLT
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTAMH B OT/eJIe MapKeTHHTa B 4 sk3eMruisapax (1-if — 3am. au-
pEeKTOpa Mo aIMUHUCTPATUBHO-XO3SUCTBEHHBIM BOIIPOCaM, 2-i1 — 3aB. OTAENIOM MapKeTHHra, 3-1 — mpen-
cenarento komuccuu, 4-it — B geno 01-09. AT BCTynuia B CHIy ¢ MOMEHTa YTBEPXKJIEHUS JTUPEKTOPOM
MpEeANPUSITHSL.

Curyanus 6.

17 sHBaps TEKyIllero roja B agpec 3aBojia [0 PEMOHTY YacOB U IOBEJMPHBIX M3JENUi nmpulbLIa
MOCBIJIKA C 3aBOJIAa-TIOCTABIIUKA, MPU BCKPBITHM KOTOPOW OBLIO OOHApY>KEHO OTCYTCTBHE JIBEHAALIATH
KOPITYCOB JJI 4acoB Mapku «MOoHMS», YUCIUBIIUXCS 10 HakiagHo Ne 18 ot 24 okTsa0ps npeapiayie-
ro roaa. Jlyist moATBEpkKIEHUS JaHHOTO (paKTa Ha OCHOBaHMH IpHKa3a AupekTopa 3aBoga Ne 12 ot 18 gH-
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. ckiagom Ne 1 Kynpsmosa P.B. Ko-
MHUccUel ObuT cocTaBiieH akT 21 SHBapsl TEKYIIETo rojaa, B KOTOPOM COZEpIKaJics BBIBOJ O TOM, UTO 3a-
BOJ-TIOCTABILMK JOJDKEH ITOCTABUTh HEAOCTAIOLIEE KOJIMYECTBO KOPIYCOB K YacaM. AKT BCTYNWII B J€H-
CTBUE C MOMEHTa yTBEpKIeHUs (22 ssHBaps T. I.) AupekTopoM 3aBoAa b.M1. PomaHoBbIM.

Curyanus 7.

WHBeHTapu3allMOHHAsE KOMHCCHS, CO3/IlaHHAas Ha OCHOBAaHMM IpHKa3a JUpEeKTopa MOCKOBCKOTO
3aBOJIa MO0 PEMOHTY YacOB M I0BENUPHBIX m3aenuii Ne 24 ot 15 deBpasns Texymero roja, B COCTaBe mpe-
cenatenss OctpoBckoro D.A. (3aM. TIaBHOro Oyxranrepa 3aBoja) U wieHoB komuccuu I[lerposoit O.H.
(Oyxranrepa), HockoBoit H.W. (cT. skOHOMMCTa MIaHOBOIO OT/Eja) MPOU3BEIa PEBU3HMIO KAacChl 3aBOjIa
10 COCTOSIHUIO Ha 16 ¢eBpans Tekymiero rojna. PeBu3us mpoBoamiIach B MPUCYTCTBUU KacCUpa 3aBoja
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Kapramosa H.W. B pe3ynbraTe npoBeAeHHOM PEeBU3HH OBUIO YCTAHOBIIEHO, YTO OCTATOK HAJTMYHBIX JICHET
B kacce coctaniseT 1030 py6neii 00 xom., ocTaTok JeHer mo kaccoBoit kuure — 1030 py6. 00 kom. Jpy-
I'HX LEHHOCTEW B Kacce 3aB0jia HE OOHapYKEHO, UYTO COOTBETCTBYET JAaHHBIM yuera. Kommccus takxe
YCTaHOBMJIA, YTO HOPSII0K BEJECHUS KACCOBOM KHUTU U XpaHEHUs JEHEr COOTBETCTBYeT TpeboBaHusM [lo-
JIO’)KEHUSI O BEJICHUU KAacCOBBIX OIEpallil roCylapCTBEHHBIMHU, KOONEPAaTUBHBIMU U OOILECTBEHHBIMU
IPEANPUATUAMH, YIPEKACHUAMH U OPTaHU3aLMAMH. AKT BCTYNIMJI B ICHCTBUE C MOMEHTA YTBEPKICHUS
JUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccusi B cocraBe mpencenarelnsi, HadalbHUKA OT/AETa CHAOXKCHHS W YJICHOB KOMHCCHH:
HavyaJlbHUKA OTJAENa KYJIbTYPHO-OBITOBBIX M XO3SMCTBEHHBIX YUPEKICHUH, 3aBEIYIOIIEro CKIIAIIOM,
Ha3HAYEHHAas MPUKa3oM reHepaibHoro nupekropa [TAO «Crpenay, npoBena paboTy MO YCTaHOBICHHIO
HEMPHUTOJHOCTH K JaJbHEeHIIIeMy UCTIOIb30BaHUI0 uMyIiecTBa. Komuccust paborana B MpUCYTCTBUH KJla-
JOBIIMKA U WHCIIEKTOpa (DMHOT/ENA U YCTAHOBMJIA, YTO MMYILECTBO COTJIACHO NPUJIaracMoOMY K aKkTy Iie-
PEUHIO TOJUICKHUT CHHCAHUIO 32 HENPHUTOJHOCTHIO K HalbHEWIEMY HCIIOJIB30BAaHUIO. AKT CIHMCAHHS
HMMYIIECTBA OB COCTABJICH C 2 3K3. (OTAeNy CHaOXeHHsI, OyXrajaTepun), MOAMMCAaH KOMUCCUN U YTBEp-
KJICH TCHEPAIBHBIM JITUPEKTOPOM.

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

Tema 9 «IIpaBuia opopmiieHHsi OCHOBHBIX BH/I0OB 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[e7T0BbIe 1 KOMMEPUYECKHE IMUChMa: KiTacCu(UKAIHs, CTPYKTYpa,
CTaHJapTHBIE (pa3bl M BBIPAKEHUS; MpaBuia U (OPMbI KOMMEPUYECKOH MEPENUCKU C 3apyOeHbIMU
MMApTHEPAMH; KOPPECIIOHICHIIUSA, CBS3aHHAsA C MPOBEACHUEM MNEPUOAUYECKUX MEPONPUATHUNA, W MpoYas
KOPPECMOH/ICHITUS OpraHu3aIus paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMH KOH(PHUICHIINATbHBIE CBEICHHUS.
PazaoBumHOCTH ITHCEM.

OcHosHble nouamus memvl: CIyKeOHOE MIUCHMO, TeJerpaMma, TeJaedoHorpaMMa, TPOTOKOJ; JA0-
KJIaJHasl 3aIICKa; CIIy>KeOHas 3aMucKa, OObsICHUTENbHAS 3allMCKa, CIPaBKa; 3asBICHHE, IEPeUeHb, CIIH-
COK, HOMEHKJIaTypa Jell, IPeI0KEeHHE, jkano0a; CBOJIKa, 3aKII0UEHNE, OT3hIB.

Bonpocwl 0na camoxonmpons:

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

. Ha xakux 6mankax oopmisitoTcs cripaBoYHO-UH(OPMALIMOHHBIE JOKYMEHTHI?
. Kak cTpourcs cTpykTypa TekcTa ciry>keOHOro nucbma?

. KaxoBsl mpaBuiia opopmiieHus TeserpaMmMbl?

. B ueM ocobeHHOCTH O opMIIeHUs TeTePOHOTrpaMMBbl?

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

. Kak opopmisiercs BBogHas 4acTh MpoTOKOJa?

. CKOJIBKO 3K3EMILISIPOB aKTa COCTABISETCS U CKOJIBKO MOIUCHIBAETCS?

. Kak opopminsieTcs BHeIIHAS AOKIaHas 3anMucKa’?

10. B yeM 0coGeHHOCTH OOPMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. KTo noanuceiBaet 3asiBieHue?

12. KakoBbl cTanAapTHBIE ITpaBHia 0POPMIICHHUS 3aKITIOUEHUs?

13. Yem pernaMeHTHPYETCSI COCTABJIEHNE TaKUX TOKYMEHTOB, KaK II€pEUEHb, CIIMCOK, HOMEHKJIa-

O 001N DN K W~

Typa?
14. imeet nu cBoaka yHUpuupoBanHyto Gopmy?

15



15. Kakue Bupl CipaBOYHO-MH(POPMALTMOHHBIX TOKYMEHTOB O(hOpMIISIFOTCS HA OJaHKe KOHKPET-
HOT'0 BUJa JOKYMEHTOB?

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

Tema 10 «CocraByienue u opopmiieHHe HHPOPMALTMOHHO-CIIPABOYHOM JOKYMEHTAIIUN
Ilpaxmuueckoe 3ansamue

3aoanue 1

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

B cocraB koMuccuu, npoBosIIel peBU3HIO, BXOJAT:

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

Unens! 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 mepuoa ¢ 14.03.20  mo 16.03.20

B pe3ynbrate npoBeeHHON peBU3UH YCTaHOBIIEHO:

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

2. DaKTUYECKHI OCTaTOK HAIMYHBIX JIeHer B kKacce cocraBisier 4800 py6. 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 npunoxenun oobpsacHuTENbHAS 3anKcka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 3K3.

OdopmMHTh PEeKBU3UT "OTMETKA O HAIIPAaBJICHUU JOKYMEHTA B JeJ10"

Ucnonaurens B.A. Anykun nara 25.03.20 .

3aoanue 2.

CocTaBUTh O0BSCHUTENBHYIO 3alMCKy Ha UMS JIeKaHa QaKyJpTeTa 0 IPUYMHE OMO03/1aHus Ha 1-10

napy 17.03.20 . B TekcTe ykazaTb NIPpUYHUHY ONO3AAHHUS.
3aoanue 3.

CocraButh noknanHyro 3anucky or 18.03.20 . HanmcaHHyr0 HadaiabHUKOM ympasieHus B.O.
WnbunbiM, agpecoBanHyto ['enepanbHomy nupektopy ITAO «IlepeBosku» T.I1. [lanununy o mnepeBoje
HAa JIOJKHOCTb.

IIpn4unHOM, IOCIYKMBLIEH COCTABJICHUIO JIOKJIAJHOM SIBISAETCS PEOPTaHHU3ALUs CTPYKTYpbI
VYrpaBneHus U yKpyIHEHUE OT/ENOB B pe3yabTaTe 4ero MpOMCXOJUT NepepacnpeaeacHie GyHKIuni co-
TPYJIHUKOB.

Havanenuk ynpasnenus Mineun npocut nepesectu crapiuero skonomucra C.T. Hukonaesa us ot-
Jiella aBTOMOOMJIBHBIX IEPEBO30K B TAMOXKEHHbBIE OTIEN C MOCIEAYIOUIMM BHECEHUEM H3MEHEHUH B
LITaTHOE pacIUCaHME.

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

Tema 11 «Opranuzanus 10KyMeHT0000pOTA HA NPEANPUATHSIX»
Jlexyust

Opranuzanus 10KyMeHTo000poTa Ha npeanpusaTiuu. TpeboBaHUs K OpraHu3aluu JTOKyMEHT0000-
pora. Ciy)x6a TOKYMEHTallMOHHOTO obecrieueHus. I[lpuem mocTymarommx JOKYMEHTOB, OpraHM3alus
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JOCTaBKM JOKYMEHTOB. Peructpanus nokymeHToB. Opranuzanus pacCMOTpeHUs J0KyMeHTOB. Cucrema-
TU3alMs JOKYMEHTOB, HOMEHKJIATypa A uX GopMUpoBaHus U XpaHeHHs. KOHTpoIIb UCTIONHEHUS T0KY-
MEHTOB. [IoAroTOBKa TOKYMEHTOB K apXUBHOMY XPAHEHMUIO.

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 OCYIIECTBIIAETCS MOJICYeT 00beMa TOKyMeHToobopoTa?

3. Kakue moToku JOKYMEHTOB IIPUHATO Pa3inyarh B COCTaBE JOKYMEHTOOOOpoTa?

4. Ha3oBuUTE OCHOBHBIE ATalbl JOKYMEHTOOOOPOTA.

5. Ha3oBuTE OCHOBHBIC IPUHIIUIIBI OPraHU3ANU JOKYMEHTO000POTA.

6. Kakue Buibl pabOT BBIMOIHSIOTCS U KaKUE CPEACTBA OPITEXHUKH MMPUMEHSIOTCS TIpu 00paboTke
MOCTYIAIOMIEH KOPPECTIOHACHIINHN?

7. Kakue onepanuu ocyIiecTBISIOTCS IPU MPEABAPUTEIILHOM PaCCMOTPEHUH IOKYMEHTOB?

9. Kyna nepenatorcs oOpallieHus rpax/iaH ocie UX pacCMOTPEHUsI PYKOBOACTBOM OpraHu3auu?

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

11. Kakue JOKyMEHTBI HE TTO/JIekKAT PErucTparuu’?

12. Kakue hopMbl peructpaiiy 10KyMEHTOB CYIIECTBYIOT?

13. Yem xapakTepusyeTcsi CMEIlIaHHask CUCTEMa perucTpauun’?

15. Kak hopmupyercsi perucTpaiioOHHbIH HOMEpP COBMECTHOTO IOKyMeHTa?

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 JIs 3aHATUS BAKAHTHOM JTOJHKHOCTH MEHEKEPA IO MPOJIaXKe TOBAPOB.

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

3adanue 3.
3anoMHUTE IUYHYIO KapTOUKy paboTHHKA hopMbl T2.

3aoanue 4.
CocraBbTe npuka3z 00 0cBOOOXIeHUH Bac OT paboThl B ¢pupme «llnanera» B CBsI3U C TIEpee3IoM
Ha HOBOE MECTO JKUTEJIHCTBO.

3aoanue 5.

CocraBbTe NPUKa3bI:

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

0) 00 yBOJIbHEHUH MEPEBOIOM B IPYT'yIO OPraHU3ALIHUIO.

3aoanue 6.
CoctaBbTe MpUKa3 O TOOMIPEHUU PaOOTHUKOB.
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3aoanue 7.
[ToaroroBsTe MprKa3 (pacopsHKEHUE) O MPEKPAEHUN ISUCTBHS TPYIOBOTO JTOTOBOpa (KOHTpaK-
Ta) ¢ paOOTHUKOM.

3adanue §.
CocraBbTe 1 0)opMHUTE TPaPUK OTITYCKOB PAOOTHUKOB OpraHU3aIUH.

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 CIEUAIIUCT

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 — cormnacoBbIBaeT JOKYMEHTHI UIIU OTJENIbHBIE BOMPOCHI 10 JAHHON (PYHKITUU

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

[T — pa3pabatbiBaeT NpeIoKEeHHsI, TOTOBUT HMH(POPMAIIHIO JIJIS BBIIOJIHEHUS (YHKITUU
N — ucnonHsieT 0OCHOBHBIEC BUJIBI pa0OT

[Tonoxenue o CTPYKTYPHOM MoApa3iefeHuH (0TAeNe, yIpaBleHHH, AeapTaMeHTe, ciykoe U T.I1.)
BKJIIOYAET CIEAYIOLIUE dJIEMEHTBHI:

— o01ue noyioykeHus (HaMMEHOBAHUE, LIEJIH U 33/1a41 JeSITEIbHOCTH, MECTO B OPIraHU3aLMOHHON CTPYK-
Type, CTPYKTYypa MoJpa3AeiaeHus], JOJKHOCTb PYKOBOAUTENSI CTPYKTYPHOI'O MOIpa3 iesieHus );

— OCHOBHBIE HarnpaBiIeHUs U (YOPMBI JeSITEIbHOCTH CTPYKTYPHOTO MO/Ipa3AeIeHuUs;

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

— MOJTHOMOYHSI U OTBETCTBEHHOCT;

— TMOKa3aTeNIN OLIEHKH JEATEIBHOCTH.
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3aoanue 11.

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

Jlumepamypa: [1]; [3]

Tema 13 «AHAIU3 COCTOSTHUE TOKYMEHT0000POTA HA MPeINPUATHH
Jlexyust

D¢ deKkTUBHOE yNpaBJICHUE, PAIlMOHATbHAS OpraHU3alKs 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-
1Bl TTojIcYeTa ero oobeMa (M3ydeHHe JOKYMEHTOB, HEITOCPEACTBEHHOE Ha0moaeHue, hoTorpadus, pado-
4ero JHs, ONPOC, aHKETUPOBAHHUE).

Hcnonb3oBaHne MapmIpyTHO-TEXHOJOTHYECKUX KapT. I'padudeckas METOAOIOTHS CTPYKTYPHOTO
ananm3a SADT (SADT —Structured Analysis and Design Technique). Ananu3 qOKyMEHTOOOOpOTa IO-
Cp€aACTBOM aHaIU3a OpFaHHSaHHOHHOﬁ CTOPOHBI YIIPABJICHUA U U3YUYCHUA KAYCCTBCHHOT'O COCTaBa NOKY-
MCHTOIIOTOKOB.

OcHosHble nousmusi membl. JOKYMCHTOIIOTOK, MAapUIPYTHO-TCXHOJOTHMYCCKUC KapThbl, OIICpa-
rpaMmmMma, rpaQ)quCKHe MCTOAbI aHaJIM3a, 3TAllbl aHaJIM3a I[OKYMGHTOO60p0Ta.

Bonpocwi ona camoxonmpons:

1. Kakue TuIibl NOTOKOB JOKYMEHTOB BBIIEISAIOT?

2. ]It KakuX 1eneil mpoBoIsT aHalIu3 T0KyMeHToo0opoTa?

3. Ha3zoBuTe 1 pacKpoiTe OCHOBHBIE ATAIlbl aHAJIN3a JJOKYMEHTOo0OopoTa?

4. Ha3oBuTE OCHOBHbBIE METO/Ibl aHATIM3a IOKyMEHTO00O0pOoTa?

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 M AHAJM3 I0KYMEHT0000pOTA
HpaKmuHQCKOB 3aHAmue

Bonpocwi k cemunapy:

1. OcHOBHbIE KPUTEPUH KIacCU(PUKAIIUN TOKYMEHTOB.

2. Ilpu3Haku kjaaccu(uKauy yrnpaBieH4ecKoi HHpopMarum.

3. IIporpammHoOe obecrieueHus npu GOpMUPOBAHUU Oa3bl TAHHBIX.

4. Cepa nmpumeHeHMst 6a3 TaHHBIX B YIIPaBIEHUYECKOH NEATETbHOCTH.

5. ®opmupoBaHre HHPOPMAITMOHHOTO 00ECTICUeHUSI YIaCTHUKOB OPTaHU3aIMOHHBIX TTPOEKTOB.

IIpakmuueckoe 3a0anue

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

3aganue 2.
[TocTpotite rpaduku TMHAMUKHN JOKYMEHTOMOTOKOB TIPEATIPHUSTHS.
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3amaunue 3.
Cosnarite HHPOPMAIMOHHYIO 0a3y JaHHBIX P peali3alliKi OPraHu3alMOHHOTO MTPOCKTA.

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

B menom BHeayauTOpHasi CaMOCTOSTENIbHAST padoTa CTYACHTa MPH M3YYCHHUU Kypca BKIIOYACT B
ceOs cienyromye BUIbI padoT:

- npopaboTKa (M3y4eHHE) MaTepUaIoB JICKITUH;

- YTEHUE U TPOPA0OTKA PEKOMEHIOBAHHOW OCHOBHOMW U JIOTIOJIHUTEIILHON JINTEPATYPHI;

- MOJIrOTOBKA K MPAKTHYECKUM (CEMHHAPCKUM) 3aHATHSM;

- MIOUCK U 1popaboTKa MaTepuasioB 3 HTepHET-pecypcoB, MEPUOANICCKON ITeYaTH;

- BBINOJIHEHHUE JIOMAIITHUX 33JJaHuid B (hOpMe TBOPUYECCKHX 3aaHUH, KelC-CTaIH, JOKIIAI0B,;

- MIOJIrOTOBKA MPE3CHTAIMN ISl HIUTFOCTPAIIUH JIOKIIAJIOB;

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

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

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

6 @oH] OLEHOYHBIX CPeICTB /Il MPOBeIeHHs MPOMEKYTOYHOH aTTeCTAMH 00y4aIOIIUXCS

N0 AUCHUIIHHE
6.1. Cmpyxkmypa ghonoa oyenounwvix cpeocme

®DoH/T OLICHOYHBIX CPEJCTB JJIsl MPOBEACHUS MPOMEKYTOUYHOM aTTECTAI[UU 00YJaIOUUXCsl 10 U C-
nuIuinHe «JloKyMeHTaIlMOHHOE o0ecrieueHre ypaBlIeHus» MPECTaBICH B IPUIOKEHUH K paboyeil mpo-
rpaMMe TUCHIUIUIUHBI U BKIIIOYAET B ce0s:

— nepeyeHb KOMIETEHIIUNA C yKa3aHUEM JTaroB UX (OPMHUPOBAHUS B MPOIECCE OCBOCHUS
00pa30BaTeNbHON MPOTPAMMBI;

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

— TUTIOBBIE KOHTPOJIbHBIE 33JaHUSI WM MaTepHhalibl, He0OOXOIWMBbIe ISl OIEHKU 3HaHUH,
YMEHUI, HaBBIKOB U (WJIM) OMBITA NEATEIBHOCTH, XapaKTePU3YIOUINX 3Tanbl GOPMUPOBAHUS KOMIIETEH-
1

— METOJMYECKUE MaTepHallbl, ONPEAEISIONME TPOLEAYpbl OLICHUBAHUS 3HAHUM, YMEHHI,
HaBBIKOB M (WJIM) OTBITA IE€SITEIILHOCTH, XapaKTePU3YIOIIHNX dTAIbl JOPMUPOBAHUS KOMITETEHITUH.

6.2. Bonpocbsl 012 npoeedeHus NPOMeEIHCYMmoUHOU ammecmauuu 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 OPTaHU3allMOHHO-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 OPraHU3aAMOHHO-PACTIOPSIUTEIHHOTO JOKYMEHTA.

7. CoBpemeHHBIE TpeOOBaHUS K OJaHKaM JJOKYMEHTOB ¥ OOPMIICHUIO IOKYMEHTOB.

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

9. Oco0eHHOCTH PETUCTPALIUU BXOSIINX, HCXOISAIINX U BHYTPECHHUX JOKYMEHTOB.

10. Drarmbl JBMKEHUE TOKYMEHTOB B OpraHU3allHH.

11. TlpuzHakam KaaccuPUKAIUU TOKYMEHTOB OPTaHU3AIUH B JIETIE.

12. Ilenu HOMEHKJIATypa Jie]l OpraHU3aIlny.

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

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

15. TlonosxeHue - MOHATHE, COCTAB PEKBU3UTOB, (hOPMYJIIIp-00pasell.

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

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

18. aiiTe oOm1yro XapaKTepUCTUKY Y Ka3aHHUS.

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

20. IIpaBuna odopmiieHUs 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. TlpaBuiia ohopMIiIeHUST JOKYMEHTOB IIPH ITpHEME Ha padoTy.

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.
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8 IlepeueHb pecypcoB HH(POPMALHOHHO-TE1eKOMMYHUKANMOHHOM ceTH « MHTepHET»
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3. Kanpogoe nenonpoussoactso Pexxum nocryna: http://www.hr-portal.ru/.
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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
(Hanboinee CIOXKHBIM) crenudpuueckuM npodiaemMaMm AucUUIUIHHBL [IpemycMoTpeHa camocTosiTeNnbHAS
paboTa CTY/ICHTOB, a TAK)Ke IPOXOKACHUE aTTECTAIIMOHHBIX HCITBITAHUIA TPOMEKYTOUYHOM aTTECTAIIH.

Jlekyuu TOCBAIIAIOTCS PACCMOTPEHUI0 HanOojee BAXKHBIX KOHLENTYaJbHBIX BOMPOCOB:
OCHOBHBIM TOHSATHSAM; TEXHOJOTHSIM CO3JAaHUS W JBUXKEHUS JOKYMEHTOB, IIPUMEHSEMBIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPHUATUIX PBHIOOXO3IHUCTBEHHOTO KOMIUIEKCA, OIEHKE HX 3(PQPEeKTHBHOM
peasmzanum; OOCYXJICHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIUTEpaType €Iie HE yCTOsUIach JHOO
SBIIETCS 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,
MOHSATUSA C TIOMOIIBIO SHIMUKIONEIUN, CIOBapei, CIPABOYHHKOB C BBHIMUCHIBAHUEM TOJKOBAHUM B
TeTpallb; 0003HAUUTH BOMPOCHI, TEPMHUHBI, MaTE€pHall, KOTOPHI BBI3BIBAET TPYAHOCTU, MOMETUTH U
MONBITATHCSl HANTH OTBET B peKOMEHAyeMou auTeparype. Eciu caMocTosTennbHO He yaaeTcst pa3o0paThbes
B MaTepuaie, HeoOX0AuMO CPOopMyIUPOBATH BOMPOC U 3a7aTh MPENoJaBaTelll0 Ha KOHCYIbTAaIlUHU, Ha
MPAKTUYECKOM 3aHSTHUH.

Llenvio nposedenus npakmuueckux 3aHAmull SBISETCS 3aKpeIUIeHHE 3HAHUI oOydaromuxcs,
MOJYYEHHBIX MMHU B XOJI€ W3Y4YEHUs IUCHUIUIMHBI Ha JICKIUSIX W CaMOCTOATENbHO. [IpakTuyeckue
3aHATHUS TIPOBOAATCS B (hOpMe CEMUHApPOB; Ha HUX pazOMPAIOTCs] KOHKPETHBIC CUTYAIlUU U3 MPAKTUKU
3apyOeKHOTO M POCCHUUCKOTO YIPaBICHUS, MPOBOIAUTCS TECTUPOBAHUE, OOCYKIAIOTCS TOKJIAMIbI,
MPOBOAATCS OnMpockl. Ha yd4eOHbIX 3aHATHIX CEMHUHAPCKOTO THUIA 00yYaroUIrecs BBITOIHAIOT MPOPaboTKy
paboueil mporpaMmbl, ynaelss 0co00€ BHUMAHHE IEJISIM W 3aJadaM, CTPYKTYpEe H COJEPKAHUIO
JTUCIUIUTMHBL, KOHCIIEKTUPOBAHNWE MCTOYHUKOB; pabOTy ¢ KOHCIIEKTOM JICKIIHi; MOJATOTOBKY OTBETOB K
KOHTPOJIBHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIYEMOU JIUTEepaTyphl, paboTy ¢ TEKCTaMH OQPHUITHATBHBIX
MyOIUKaIUi; peleHne NPaKkTHIeCKUX 3a/IaHui.

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

1. Jlexuus:

- npoOeMHast JIEKIHS, TPeAnoaramlias u3JIoKEeHHe MaTepraia yepe3 mpoOJIeMHOCTh BO-
MPOCOB, 3a7a4 Wik cutyaruid. [Ipu 3ToM mporiecc mo3HAHUS TPOUCXOAUT B HAYYHOM IMOUCKE, JUAIOTE U
COTPYZHMYECTBE C MPENOAABATENIEM B IIPOLIECCE aHATU3a U CPABHEHUS TOUEK 3PEHHUS;

- JEKIHSA-BU3YAIN3alusl - Tojlada MaTrepuaga OCYIIECTBISIETCS CPEACTBAMH TEXHUYECKUX
CpencTB 00y4YeHHUsI C KPaTKUM KOMMEHTHPOBAHHWEM JIEMOHCTPUPYEMBIX BU3YAJIbHBIX MaTepHaIOB (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-
IIIECTBEHHBIX ee acnekTax. [lepen Havanom cemMuHapa 0O0yJaromuMcs 1aeTcs 3a1aHie — BBIACTUTH CYIIe-
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CTBEHHBIE CTOPOHBI TEMBI, MJIH e MPEnoJaBaTeslb MOXKET 3TO ClIeNaTh caM B TOM cllydae, Korja o0yda-
IOLIUECS 3aTPYAHAIOTCS MIPOCIEINTh X CBS3b C MPAKTUKOW. TeMaTudyeckuil ceMuHap yriyousiser 3HaHus
CTY/ICHTOB, OPUEHTUPYET UX HA aKTUBHBIA MOUCK MyTeH M CrOCOOOB peIIeHus 3aTparuBaeMoil mpooie-
MBI,

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

— npopaboTka (M3y4eHHe) MaTeprasoB JICKIUH;

- YTeHHE U TPOpabOTKa peKOMEHA0BAHHON yueOHO-METOANYECKOM INTEPaTyphI;

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

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

— NOJArOTOBKA NIPE3EHTALMN I WUIOCTPALUU JIOKJIaJ0B U IPEICTaBICHUS pPEe3yJIbTaTOB
aHaJIM3a KOHKPETHBIX CUTYallUN;

- KOHCIIEKTUPOBaHUE TIEPBOMCTOYHUKOB U YU€OHOM JTUTEPATypHI;

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

OcHOBHas 707151 CAMOCTOSITENTEHONW paboThl 00YJAIONIMXCS TPUXOJUTCS HA MOATOTOBKY K IPAKTH-
YECKUM 3aHSATHUSM, TeMaTUKa KOTOPBIX MOJTHOCTHIO OXBaThIBAeT cojlep:kaHue Kypca. CaMocTosTeNbHAS
paboTa 1Mo MOAroTOBKE K MPAKTHYECKUM 3aHATHSM I10 JUCHUIUIMHE «J]e10nmpon3BOACTBOY NMperoIaraet
yMeHue paboTarh ¢ NEPBUYHON HHDOpPMAIIHEH.

10 KypcoBoii npoekT (padoTta)
BeinonHeHne KypcoBoro mpoekTa (paboThl) HE MPEYCMOTPEHO YUCOHBIM TLIAHOM.

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 mexnHono2uil, UCNONL3YEMbIX NPU OCYULECHIBIEHUU 00PA30-
eamenvHo20 npoyecca
JIEKTPOHHBIE 00Pa30BaTEIbHBIE PECYPCHI;

- UCIIOJIb30BAaHUE CIal-IIpe3CHTalUH,;

- MHTEPAKTHUBHOE OOILIeHHE C OOYy4aroIIMMHUCS U KOHCYJIbTHPOBAHHE MOCPEICTBOM 3JIEK-
TPOHHOM ITOYTBHI.

11.2 Ilepeuens npozpammnozo obecneueHus, UCHOIbIYEMO20 NPU OCYULECHEIEHUU 00pPA308aMETbHOZO0
npouyecca

[Ipu ocBOCHNYM AUCHUIUIMHBI UCIIONB3YETCA JIUIIEH3MOHHOE TIPOrpaMMHOE 0OecTiedeHHe:
[Taker P7 — oduc.
11.3 Ilepeuens 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 KOHCYIbTAIMI, TEKYIIErO0 KOHTPOJIS U MMPOMEKYTOYHON aTTecTaruu, 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 3JEKTPOHHYI HH(DOPMAIMOHHO-
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 OpraHU3alu, 1 KOMIUIEKTOM yueOHOU mebe-
JM Ha 12 mocago4yHbIX MeCTa;

- JI0CKa ayAUTOpHAs;

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

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