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1 Hesu v 3a1aum y4eOHOM TUCHUIIIIHUHBI

Ienvro nucuumumael «JlOKyMEHTAIIHOHHOE 00ECTICeYeHUE YIIPAaBICHUS» SBIAETCS (POPMHUPOBAaHUE
y 06y11a101unxca 3HaHHI>i 0 HpOHCCCC CO31aHUS U OBUXCHUS Z[OKYMSHTOB B opraHnsaum{x, HOpMaTI/IBHO-
METOAMYECKON 0a3bl JeJOMpPOU3BOJICTBA, JTOKYMEHTOBEIUECKONW TEPMUHOJIOTHH, SI3BIKE CIY)KEOHOTO
JIOKYMEHTA, TEXHOJIOTHAX PabOThI C TOKYMEHTAMH, a TAKXKE METOJIUKOM MX OGOPMIICHHS, COCTABIICHHSI,
MPaBKU U pEJAKTUPOBAHUS.

OcHOBHBIE 3a]1a4d Kypca:

- I/ISYIICHI/IG COI[Gp)KaHI/Iﬁ HOpMaTI/IBHBIX HpaBOBI)IX AKTOB U MCTOOINYCCKHUX I[OKYMCHTOB,
PETIAMEHTHPYIOITUX BOIPOCHI CO3/IAHUS IOKYMEHTOB U paOOThI C HUMH;

- U3y4YeHHe TpeOOBaHMSI K COCTABICHUI0O U O(OPMIICHUIO OPTaHU3aIMOHHO-
pacnopsANTENFHOM JOKYMEHTAIUY;

- M3ydeHue 00eCTICUeHHS PAIMOHAIBHOTO HCIIOIh30BaHMsI JOKYMEHTOB B JICIOBOM TTPaKTUKE
MpEeANPUITHS;

- I/I3ylleHI/I€ npouez[yp OpFaHI/I3aHI/II/I XpaHeHI/Ifl I[OKYMGHTOB, BKJIFOYAasl HX HaI[J'IC)KaHIYIO
MOATOTOBKY K TMepelade Ha apXWMBHOE XpaHEHHWE B TOCYIApCTBEHHBIH WM BEIOMCTBEHHBIH (110
MPUHAJIC)KHOCTH TIPEATPUATHS ) APXHB.

2 TpebGoBanusi K pe3yJibTaTaM OCBOEHHSI TH CIIUTITHHBI

[Ipouiecc u3yueHus TUCIMIUIMHBI HATIPABJICH Ha (POPMHUPOBAHUE CIACAYIOIINX KOMIETECHIIUNA:

YK - 4 CnocobGeH MpUMEHSTh COBPEMEHHbIE KOMMYHHUKATUBHBIE TEXHOJOTHHU, B TOM YHUCJIE Ha
WHOCTPaHHOM(BIX) SI3bIKE(aX), IS aKaIEMUYECKOTO U MTPO(HEeCCHOHATILHOTO B3aUMOICHCTBUSI.

[Inanupyemble pe3ynbTaThl OOY4YeHHsS] TMPU HMIYUYEHUU JUCHUIUIMHBI, COOTHECEHHBIE C
TUTAHUPYEMBIMH pe3yJIbTaTaMy OCBOCHHUsSI 00pa30BaTENbHON MPOTrpaMMBbl, PEJICTABICHBI B TA0JIHUIIE.

Tabnuna — [Inanupyemsie pe3yibTaThl 00yUeHUs IPH W3YUYEHUN AUCLHUIUIMHBI, COOTHECEHHBIE C
IUIAHUPYEMBIMH PE3yJIbTaTaMU OCBOECHUS 00pa3oBaTeNbHOI MpOrpaMMbl

Kon [Inanupyemblie Kon wu mnanmenoBanme | IlmaHupyemsrif pe3ynbraT 00ydeHus Kon
KOMIICTCHIIUHN PE3YIbTAThl OCBOCHUA HHAWKaTOpa JOCTUKCHUA 110 JUCLIUITJIMHE I1oKasareis
00pa3oBaTenbHOM YHHBEpCAIbHON OCBOCHHS
HPOTPaMMBI KOMIICTCHI[U
VK-4 Cnocoben npumeHaTs MJ[-1vK-4. 3HaTh:
COBPCMCHHBIC 3HaeT Ha| - HopmatuBHble n0Kymenthl | 3(YK-4)1
KOMMYHUKaTUBHBIC rocy1apCTBEHHOM WU 10 CTaHgapTH3allMd B o0macTu
TCXHOJIOTHH, B TOM HMCIC yHoCTpaHHOM (bIX)| AENONPOU3BOJCTBA, JEHCTBYIONIUE
Ha MHOCTPaHHOM(BIX)| g3p1kax CTHIIb J€JIOBOro| Ha  Teppurtopun  Poccnmiickoit
A3bIKe(2X), VI ofmenns, BepOanpHple Penepauuu;
aKazieMUecKoro 1y HeBepOabHbIE - CHCTEMBI  JIOKYMEHTAIIUH,
npogeccHonaNLHOro cpencTsa TpeGoBanns K cocrapnemmo u | (Y K-4)2
B3aUMO/ICHCTBH B3aNMOCHCTBHUS c| odopmiteHHIO JIOKyMEHTOB,
napTHEPaMH. 3HaeT COBPEMEHHBIE CIOCOOBI M TEXHUKY
MH(DOPMALMOHHO- CO3/IaHUs IOKYMEHTOB;
KOMMYHHUKAIIUOHHBIE - OpraHMu3aLuio
TEXHOJIOTUH JUIS TIOMCKA JOKYMEHT0000poTa Ha
HEOOX0IUMO IDe TIPS THH
urbopManun B _p e 3(VK-4)3
HOepeueHb W CTPYKTYpY
HpOuecce pemeHHﬂ OpraHru3allMOHHBIX u 3 VK 4 4
CTaH/lapTHBIX PAacIOPSAUTEIBHBIX JOKYMEHTOB. (VK-4)




KOMMYHUKaTUBHBIX Ymers:
3ama4 Ha| - pa3pabaTbIBaTh IPOEKTHI Y(VK-4)1
FOCYAapCTBCHHOM 1 ynipasnenyeckoit nokymenTarmm; O
MHOCTPaHHOM (bix) aHaJM3UPOBaTh M BHEAPSTH
Aspliax yIpaBieHuecKyio fokymenTamuto; 0 | Y(YK-4)2
ONTHMH3UPOBATh TOKYMEHTOOOOPOT
Ha MPEATPUATHH; Y(VK-4)3
- aHAIU3UPOBATh
HH(OPMAIIHIO 0 V(VK-4)4
VJI-2vK4. Vaeer (DYHKIIMOHHPOBAHUU CHCTEMBI
BHYTPEHHETO JIOKYMEHTO000pOTa
BECTH ACTOBYIO | oo rapysamum, VYKA4)5
TICPCIHCKY, YUHUTBIBAA | peotn Gassl ganmbIX 10 Ppa3IuUHBIM
0coGeHHOCTH MOKA3aTeIIsIM.
CTUJIMCTUKHU Buiagers:
0HUITHATBHBIX u| HABBIKAMI
HeoHIHMATbHBIX JIOKYMEHTAIBHOTO 0(OPMIICHUS
11ceM, pelleHuii B ypaBiIeHun
COLMOKYJIbTYPHBIE OTIEPAIHOHHOI
pazmuuus B opmate | (mpousBOACTBEHHOI) AEATENLHOCTH B(YK-4)1
KOPPECHOH/ICHIIMA Ha | OpraHU3alluii;
rocyaapCTBEHHOM ni - HaBBIKAMU aHanusa
HUHOCTPaHHOM (p1X) | uHGOpMaLHH O (YHKIHOHHPOBAHHH
A3BIKAX. YMEET BECTH | CUCTEMBI BuyTpenHero | B(YK-4)2
JHATIOT JIOKYMEHTO000POTa OpTaHN3allNH;
- BeJeHUs 0a3 MaHHBIX IO
Pa3Iu4HBIM MoKa3aressM u | B(VK-4)3
dhopMupoBaHus HHPOPMAIMOHHOTO
obecrnieueHHs Y4aCTHUKOB
OpraHU3alHOHHBIX IPOCKTOB;
- HaBBIKAMHU MOJITOTOBKU
OPraHU3aLUOHHBIX u B(YK-4)4
PaCIOPSAAUTEIBHBIX JOKYMEHTOB.

3 MecTo TUCHMIVIMHBI B CTPYKTYpe 00pa3oBaTeibHOIl MPOrpaMMbl

VYueOnas aucuumiuHa «JOY» sBisercs GpaxyabTaTUBHONW JUCIUILTMHON B CTPYKTYpe OCHOBHOM
00pa3oBaTeNIbHON MPOTPAMMBI.

3HaHUS, YMEHUSI U HABBIKH, TIOJyYEHHbIE 00YUYAIOUIUMUCS B XOJI€ U3YUEHUS Kypca JUCIUILINHBL,
MOTYT OBITh HCIIONB30BAHBI ISl MPOXOXKICHUS MPEITUIUIOMHON MPAKTUKU, a TaKXKe I MOATOTOBKH
BBIITYCKHOW KBaTH(PUKAIMOHHON pabOTHI.



4 Conep:xkanue TUCIHHIIMHBI

4.1 Temamuueckuil nian Oucyunaunsl (3a04HOI hopmol 00yuenus)
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Tema 1 «OcHOBHBIC TIOHATHS W ONPEACIICHUS
Huckyccus,
JIOKYMEHTAIIHOHHOTO obecneuenust | 4,25 | 0,25 | 0,25 4 e
YIPABICHUSD JTEKLUS
Tema 2 «JlokyMeHTaIMOHHOE 0OecIieueHne
Hoxy H 525 | 0,25 0,25 5 Ompoc
JIEIIOBOTO OOTIEHIISDY
Tema 3 «Dopmysap-obOpasert
Huckyceus,
OPraHU3alMOHHO-PACIIOPAIUTEIBLHOTO 425 0,251 0,25 4 oot
nmokymeHTa. OOIIHe CBeIeHUS O PEKBH3UTAX)
Tema 4 «Cucremaruzanuss U XpaHCHUE [pakTHueckoe
" P 525 | 0,25 0,25 5 7
YIpaBICHIYCCKUX JOKYMCHTOB) 3aHATHC
Tema 5 «IIpaBuna odopmienns 61aHKOB UCKyCCHs,
P dop 425 025 025 g | A
JIOKYMEHTOB) TecT
IIpakTueckoe
Tema 6 «CoctaBnenne u 0popMIICHHE TTHCEM 525 | 0,25 0.25 5 p
3aHATHC
Tema 7 «I[IpaBuna ohopmieHHsI OCHOBHBIX
Huckyccus,
BUJIOB OpraHU3aLMOHHO-PACIOPAIUTEIbHBIX 425 0251 0,25 4 oot
JIOKYMEHTOB)
Tema 8 «Odopmitenne IMpakTrueckoe
OpraHu3alMOHHOPACTIOPSIAUTENBHOMN 525 |0,25 0,25 5 3aHATHE
JIOKYMEHTAITUI)
Tema 9 «IlpaBuna odopmiIeHUs] OCHOBHBIX
Huckyccus,
BUOB CITPaBOYHO-UHPOPMAITHOHHBIX 425 |0,25]| 0,25 4 Tect
JIOKYMEHTOB)
Tema 10 «CocraBnenne wu odopMIICHUE IMpaktrueckoe
1 odop 525 | 0,25 0,25 5 7
MH(POPMAITMOHHO-CIIPABOYHON IOKYMEHTAIMI)Y 3anATHE
Tema 11 «Opranuzanust TOKyMEHTOO0OO0pOTa Ha| HCKYCCHS,
P i 0Ky P 425 025 025 4 | ey
MPEANPUATHIX» TecT
Tema 12 «Odopmienne TOKYMEHTOB TIO [pakTHueckoe
dop HOKY 525 | 0,25 0,25 5 | 7
JIMYHOMY COCTaBY» 3aHATHC
Tema 13 «AHanms COCTOSIHHE
55 05 | 05 5 Juckyccust
JIOKYMEHTO000pOTa Ha TPSANPUITHIDY
Tema 14 ®opmupoBanue 6a3 JaHHBIX U aHAIIN3 Onmpoc,
HOKyMeHTOO60pOTa 5,5 0,5 0,5 5 IIPAKTUYIECKOE
3aHATHEC
3auer 4
Bcero 7212 4 2 2 64 4




4.2 CopnepxaHue JUCHUIUTMHBI

Tema 1 «OcHOBHBIC TIOHSATHSI W ONpeAeJeHHs] JAOKYMEHTALMOHHOrO olecrne4eHus
yIpaBJICHUS»

Jlexyus

JIOKyMEHT ¥ CHCTEMBbl JOKYMEHTAllMM. 3HA4YE€HHE COBPEMEHHOIO JOKYMEHTHPOBaHHUS B
yIpaBJIeH4eCKOH nesaTenbHOocTH. HopMaTuBHO-IpaBOBas 0a3a perilaMeHTUPYIOILAs JEJIONPOU3BOACTBO.
OyHkuuu ~ JoKyMeHTOB. EnmHadg  rocynapctBeHHas — cucrteMa  genonpousBoactsa  (EI'CI).
YuaudunupoBanusle cucreMmbl gokyMmeHTtanuu (YCJ). Knaccuduxanus qoKyMeHTOB. YTpaBieHUECKast
JTOKYMEHTAIHsI: TpeOOBAHHUS K COCTaBICHUIO U O(POPMIICHHIO.

Ocnognbie nouwsmusi memvl: JAOKYMEHT, (YHKIHMU JOKYMEHTOB, KIACCH(HKALUSI JTOKYMEHTOB,
JeJI0NPOU3BOACTBO, JOKYMEHTUPOBaHHE, JOKYMEHTO0000pOT, PopMyIIsip, OJ1aHK, HOMEHKJIATypa.

Bonpocwi ona camoxonmponsa:
1. KakuM HOpPMAaTHBHBIM [IOKYMEHTOM pErJIAMEHTUPYIOTCS OCHOBHBIE TEPMHHBI B
00J1acTH J1eJI0NPOU3BOACTBA?

2. Yro BKIIIOYAET B CEOs1 IOHITHE «TOKYMEHT»?

3. Kakwe s13p1k1 ¥ c110co0bI JOKYMEHTUPOBAHHUS BB 3HaeTe?

4. HazoBute coBpeMeHHbIC BUIbI HOCUTENECH HHDOpMAITHIH.

5. Kakum 3akOoHOM ycTaHaBIMBAaeTCsl MPAaBOBOM pEXUM CO3JaHMS, XPAHEHUA H
UCIONIb30BaHUsI HGOPMAIIMOHHBIX PecypcoB?

6. UeMm oTnauuaeTcss JTOKYMEHT JIMYHOTO MPOUCXOKACHUS OT  OQHUIHMATIHLHOTO
JTOKyMeHTa?

7. Urto o0ycnaBiauBaeT IPUINIECKYIO CHITY OPHUIMAIBHOTO T0KYMEHTA?

8. Urto noHnMaeTcs ol NoMu(GyHKIIMOHAIBHOCTBIO JOKYMEHTA?

9. HazoBute ocHOBHBIC Os10KM (Tpymmbl) PyHKIUN ToKyMeHTa. UeM xapakTepusyeTcs
KaXKIbIi OJI0K?

10. Kax meHnsiercs nerictBre QpyHKIUI BO BpeMeHU?

11. KaxoBbl 0cHOBHBIE L1€7M YHU(DUKALIUN JOKYMEHTOB?

12.  Yto yuuThIBaeTCs MpU MPOBEACHUM YHU(DUKAIIUU TOKYMEHTOB?

13. YTo moHUMAETCs MO CHCTEMOM IOKYMEHTAIN?

14. Kaxkue OBIBAIOT CUCTEMBI IOKYMCHTAIIAN ?

15. Yro mpexnctaBnsieT coOOW CTaHAAPT W KAaKUE BUIbI CTaHIAPTOB MPUMEHSIOTCS B
Hamiel ctpane?

16.  Yro BXOIUT B KOMILIEKC HOPMATHUBHBIX JOKYMEHTOB IO CTaHAAPTU3ALUN?

17. Uro npencrasnser codoir YC/ n kakue nelictByromue B Hamell ctpane YCJl Bbl
3HaeTe?

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

Tema 2 «/lokyMeHTALMOHHOE O0ecrneuyeHue 1eJI0BOro 001eHusD)
IIpaxmuueckoe 3ansamue

Bonpocul ons o6cyscoenus:
1. Onpenenenne OCHOB JOKYMEHTHPOBAHUS YIIPABICHYCCKOM JIEATEITHHOCTH.



2. S13p1IKOBBIE HOPMBI OPUIIMATBHBIX TOKYMEHTOB.

3. UcciienoBanue chep QyHKIIMOHHPOBAHUS M JKAHPOBOTO Pa3sHOOOpas3us OPHUIIHATBEHO-IEIOBBIX
JIOKYMEHTOB.

4. AHanu3 SI3BIKOBBIX (OpPM OQHUIMATIBHBIX JIOKYMEHTOB (NPAaKTUYECKHE YIPaKHEHHS). 5.
HccnenoBanue npuéMoB yHU(PUKALIUU S3bIKA CITYKEOHBIX JOKYMEHTOB.

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

Tema 3 «®opmynasip-o0pa3eny OpraHU3alMOHHO-PACHOPAAUTE]BLHOI0 AOKyMeHTa. O0mmue
CBeJeHUS 0 PEKBU3UTAX»
Jlexyus

VYnpasieHuyeckas JOKyMEHTaIMs: TpeOOBaHM K COCTABICHUIO U 0(OpMIIeHHIO, (hopMysipoOpasell,
COCTaB UM PACIOJIOKECHUE PEKBU3UTOB. [I0CTOSHHBIE U NTEPEMEHHBIE PEKBU3UTHL. YTIJIOBOM U MPOJOIbHBIN
Omank pokymeHTa. CriocoOsl oopmiIeHUS PEKBU3UTOB: (PIIAHTOBBIN W 1EHTpOBaHHBIA. COBpEeMEHHBIC
CHOCOOBI M TEXHHUKA CO3/1aHUsI TOKYMEHTOB.

OcHognbie nonamus memul: GopMysip-oOpasel, peKBU3UT, TaOyaupoBaHue, (popmar.
Bonpocul ona camoxonmpons:

Kakue ¢opmaTsl Oymaru uCHosab3yroTCs s MOCTpoeHus popmyisipa-odpasua OP/1?
Kaxkue pazmeps! noneit OPJ] ycranoBneHbsl popmyssipoMm-o6pasziom OPJ1?

MoryT /i1 Ha OJISIX TOKYMEHTA PacmoaraTbCsi Kakue-1md0 peKBU3UTHI?

Kakoit MakcuMasbHBIH COCTaB PEKBU3UTOB YCTaHOBIIEH (POPMYIIIpOM-00pa3iom?
CKOJIBKO MOJIOKEHHUM Ta0yIsITOpa UCTIONb3YeTCs MPH 0(hOPMIICHUN PEKBU3UTOB?
Kakue peKBH3UTHI OTHOCSATCS K MOCTOSTHHBIM?

Kakue pekBU3UTHI SBIISIOTCS 00513aTEIbHBIMU?

CKOJIBKO CYIIECTBYET CITOCOO0B 0(hOPMIICHHS PEKBU3UTOB?

© oo N kD

UTto xapakTepu3yroT JAOMOJTHUTENIbHBIE PeKBU3UTHI OPJ[?
10 UeM mpoI0NIbHBIN BapUAHT PACIONOKEHUSI PEKBU3UTOB 3ar0JIOBOYHOM YacTH OJlaHKa OT/INYa-
€TCs OT yIi0BOro?

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

Tema 4 «CI/ICTeMaTI’IﬁlaHI/Iﬂ U XpaHCHUE YIIPABJICHYECCKHUX TOKYMECHTOB)
HpaKmuueCKoe 3anamue

3aoanue 1.
CocTaBbTe HOMEHKJIATYPY A€ KaHUEISIPUN OPTaHU3aIIH.

3aoanue 2. CoctaBbTe HOMEHKIATYpYy 1€l (PUHAHCOBOT'O OT/Ela
OpraHu3aInH.

3aoanue 3.
Cdhopmupyiite JIMIHOE €10 paOOTHUKA OPTaHU3aIUH.

7



3aoanue 4.
Boinenure u packpoiite oCHOBHBIE ()YHKIIMHM SKCIEPTHON KoMHccuu Ha ocHOBe «llonoxkeHus o
IIOCTOSIHHO JEHCTBYIOIIEH SKCIIEPTHOM KOMUCCHH YUPEKICHUS, OPraHU3ALNHN, TIPEIIPUATHS.

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

Tema S «IIpaBuniia opopmiieHus1 0JJAaHKOB IOKYMEHTOB»
Jlexyus

CocTtaB pekBU3UTOB. biaHKM JOKYMEHTOB: Jjsi NUCbMa M oOLUMil OJNaHK JUisl OPYrMX BUIOB
nokyMmeHToB. Odopmiienne pekBu3uToB. TpeboBaHus K O(QOPMIIEHHIO PEKBU3UTOB OpPraHU3allMOHHO-
pactopsSANTENbHBIX ~ JOKYMEHTOB,  CIIPAaBOYHO-MH(DPOPMAIIMOHHOM M CIPaBOYHO-aHATUTHYECKOU
nokyMeHTanuu. CtaHgapTusanys npouecca JOKyMEHTUPOBaHUS.

OcnogHvle nonamus memvi: BUAbl OJAHKOB JOKYMEHTOB, TepO, amMOiema; TOBapHBIN 3HAK (3HAK
oOCITy>)kuBaHHs); KOA (OpPMBI JOKYMEHTa, HAWUMEHOBAaHME OpraHU3alMd - AaBTOpa JOKYMEHTa;
HAaUMEHOBAHHME CTPYKTYPHOI'O IOJpa3felieHus - aBTopa JIOKYMEHTa; HauMEHOBaHHE JIOJDKHOCTHU JIMLA -
aBTOpa JOKYMEHTa; CIIpaBOYHbIE JaHHbIE 00 OpraHM3allMy; HAaUMEHOBaHHE BUIA JOKYMEHTa; Jara
JNOKYMEHTA; PETMCTPAallMOHHBIA HOMEp [OKYMEHTa; CChUIKA Ha PErUCTPAallMOHHBI HOMEp U JAaTy
MOCTYIUBIIETO JIOKyMEHTa; MECTO COCTaBICHMs (M3JIaHUs) JOKYMEHTa; TIpuU( OrpaHHMUYCHHs JOCTYyNa K
JOKYMEHTY; ajipecart; rpu¢ yTBEp)KIACHUS TOKYMEHTa; 3ar0JIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKA O
NpWIOXKEHNU; Tpu( coriacoBaHus AOKYMEHTA; BW3a; IOAINWCH; OTMETKAa 00 SJIEKTPOHHOW TOAINCH;
nevyarb; OTMETKa 00 MCIOJHUTENE; OTMETKAa O 3aBEPEHUM KOMHH; OTMETKA O MOCTYIUIEHUU JOKYMEHTa;
pE30IIIONMsl; OTMETKA O KOHTPOJIE; OTMETKA O HAIIPABICHUM JOKYMEHTA B JIEJI0.

Bonpocwi ona camokonmpons:

1. Kakue opraHuzanum UMEIOT NpaBO H300pakaTh Ha OJaHKaX CBOMX JOKYMEHTOB
I'ocynapcrennsiit repd Poccuiickoit @eneparmun?

2. Yro npeAcTaBiIsAOT COOON KOJ OpraHu3aliy U KoJ (GOpMbI JOKYMEHTA, UCIIOIb3yeMble Ha
omankax OPJ1?

3. YeMy OKHO COOTBETCTBOBATh HAMMEHOBAaHHE BHJA JOKYMEHTa, IPUBOJUMOE B OJIaHKE
KOHKPETHOI'O BU/1a JOKYMEHTa?

4. Kaxkue ciocoOb1 oopmieHus pekBusuta «Jlata JokymeHTa Bbl 3HaeTe?

5. Uem pekBU3UT «PerucTpalinoHHbIi HOMEP JOKYMEHTa» OTIMYAETCs OT pekBU3uTa «CChlIKa
Ha PErUCTPALMOHHBIN HOMEP U JaTy T0KyMEHTa»?

6. Bcerna nm Ha OnaHke JOJDKEH HPUCYTCTBOBATH PEKBH3UT «MECTO COCTaBICHUS WIH
W3/IaHUS TOKYMEHTa»?

7. Yro 03HaYaeT HaJMUYUE HA TIOKyMEHTe Ipu(a orpaHudeHus 10cTyna K Hemy?

8. Kakum obGpazoM HY)HO opOpMIISATH PEKBU3HUT «AJlpecary», €ClIM JOKYMEHT aApecyeTcs B
ApYryIo cTpaHy?

9. KaxoBbl cocTaBHbIe yacTH pekBu3uTa «I'pud yrBepKIeHus JOKyMEHTa»?

10.  Kakumu cioco6amu MOXeT 0popMIISATECS PEKBU3UT «Pe30mrorusi»?

11.  Kakue cymecTtByloT 0COOEHHOCTH O(OpMIIeHHsS pEeKBU3UTA «3arojloBOK K TEKCTY

AOKYMCHTa» B 3aBUCUMOCTH OT BH A IIOKYMCHTa?



12. B kakux ciyyasx TeKCcT opHUIIMaILHOTO JOKYMEHTAa MOXHO 0()OPMIISITh TOJIBKO HA PYCCKOM
SI3BIKE?

13. Korga otMeTKy 0 HAIMUMK IPHIIOKEHUS MOXKHO 0(DOPMITSITE IO KpaTtkoit popme?

14.  Kax opopmisiercst pekBU3HT «lloAnucey, ecu TOKyMEHT MOAMKUCHIBACTCS PYKOBOUTEIISIMH
JIBYX OpTraHu3aiuii?

15. Kakumu crnocoGaMM MOXKET OCYIIECTBIIATHCS BHEIIHEE COIVIACOBAHME M KAk 3TO
oopmisiercs?

16.  I'me mpocTaBnsieTcs Ha JOKyMeHTe PeKBU3UT «I pu¢ coriacoBaHus JOKyMeHTa»?

17.  Kaxkue Buapl neuateid ynorpedsstorcs npu opopmiennn OPJl 1 kak mpaBUIBLHO JODKHA
OBITh MPOCTABIICHA TIEYaTh?

18.  I'me mpocTaBisieTcst OTMETKA O 3aBEPEHUH KOITUH U Kak oHa oopmisiercs?

19 SBnsercs nu pekBU3UT «OTMETKa 00 UCTIOIHUTEIIE) 005A3aTENbHBIM U TIe OH MPOCTABIsAETCS?

20.  Yto BXOAHMT B cocTaB pekBU3UTa «OTMETKA 00 MCIIOJHEHUN TOKYMEHTA U HAaIIPAaBJICHUU €ro
B J€J10»?

21.  Ha kakux JOKyMEHTaxX MPOCTaBIsAeTCA PeKBU3UT «OTMETKa O MOCTYIJICHUH JIOKYMEHTa B

OpFaHI/BaHI/IIO»? HazoBute coctaBHEIC YaCTH 3TOI'0 PCKBHU3UTA.

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

Tema 6 «CocTtaBienue u opopmieHre mUceM»
IIpakmuueckoe 3anamue

3aoanue 1.

CocraspTe nucbMo — npuriamenue Ne 544 or 10.07.20  no ci1. gaHHbIM:

MHCTUTYT TOUHBIX TPUOOPOB MOCkUIAaET NUchMo — npurnamenue aupexkropy HHUU «IlpomeTteit»
Koncrantuny CepreeBudy ¢ npuriameHueM MOCETUTh MEX/IYHAPOAHYIO CHIELIMAIN3UPOBAHHYIO BEICTABKY
«OKOHOMHSI MaTepUAIbHBIX M TOIUIMBHO — JHEPreTHYECKUX PpEeCcypcoB B CTPOMTEIbCTBE U
IIPOMBILUIEHHOCTW». BpIicTaBka cocTouTcs B I. MOCKBa B IIaBWJILOHE BBICTABOYHOTIO LieHTpa Ha KpacHou
IIpecne 18 aBrycra 20 roma ¢ 9.00 mo 20.00. Aapec MHCTUTYTa TOYHBIX MpPUOOpoB r. MockBa yiI.
[Inexanosa
36, Ten. 237-87-77. {upexrop nnctutyTa TouHbix npudopos C. K. Ceprees.

3aoanue 2.

Cocrabte rapantuiinoe nucbMo Ne 589 ot 23.09.20  mo cineayroum JaHHbIM:

00O «Mury rapantupyetr AO «BocTopr» OTrpy3Ky akKyMyJISTOpPHBIX O6atapeid Ha cymmy 324000
(Tpucta nBanuaTth ueTslpe ThicsuM) pyoneil 00 xomeek B Te4eHHE 2-X HEAENIb ¢ MOMEHTA MOCTYIUICHUS
JCHEKHBIX CPEJICTB HA PACUCTHBIN CUET.

Anpec OOO «Mur» 1. Mocksa yn. CanoBas 36, ten. 237-87-87. Hupexktop OOO «Mur» M.
K.Maxkcumos.

3aoanue 3.
CocrtaBbTe uapopmanronHoe nmucbMo Ne 59 ot 12.09.20  no crieayromuM JaHHBIM:
MockoBckuil monurpapuueckuii TeXHUKyM coodiaeT qupekropy mkoisl Ne 12 B.C. AHTOHOBOM 0
TOM, YTO B HOBOM y4€OHOM I'0Jly TEXHUKYM OTKPBIBAET JIBa HOBBIX (haKyJbTeTa:
1. Jla3epHble TEXHOJOTUHU B MOIUTPAdUU
2. IOpuaunueckuii [IpaBuna npuema oOriue A Beex.



Anpec MockoBckoro nosmrpaduueckoro TexHukyma r. Mocksa yi. Mupa 86, ten. 337-87-87.
Hupekrop Texuukyma M.C. UrnaTtseBa.

3aoanue 4 Cocmasbme u oghopmume cayxicedOHble NUCOMA NO CACOVIOUWUM CUMY AYUSIM.

Curyauus 1.

JlenapTaMeHT NOANEP>KKH U pa3BUTHsI MAJIOTO NIPEANPUHUMATENIBCTBA TMCbMOM 3a ITOANUCHIO 3aM.
nupekTopa aenapramerra Cepukosa A.B. yBenmomui pykoBoacTBo aetckoro cana Ne 1586 o Tom, 4To B
CBSI3M C DAa3BUTHEM MPEANPHUHUMATENBCTBA 3[aHHME JIETCKOTO cajna JOJDKHO OBITh MepeNaHo s
TEXHUUYECKHUX HYX] JeapTaMeHTa.

Hcnonnutenem BacunbeBoil o nopydenuto aupekropa aerckoro caaa Ne 1586 Oro-3anagHoro
OKPY>KHOTO yIpaBiieHHsI 00pa3oBaHusl T. MOCKBBI, pacIOI0KEHHOTO Ha MPOCcHeKTe MU4ypuHCKOM, J10M
22 1. MoCKBBI, OBIJIO COCTaBJICHO MUCHMO, aIPECOBAHHOE OTIETy nruceM Mapun MOCKBBI 10 aapecy: T.
Mocksa, yn. Tsepckas, 13, B kotropoMm aupektop aeTckoro cama Ne 1586 O.A. AGpamoBa mpocuia
pa3o0paThCs B JAHHOM BOINIPOCE, MOTUBUPYSI TEM, YTO B HA3BAHHOM pailoHe JETCKHX Cal0B OCTAJIOCh MAJIO
U HE BCE JIETM MOTYT IOCelaTh JETCKHE MIOUIKOJbHbIE yupexaeHus. [lucbMo ObUIO OTBETOM Ha
[IOJIY4CHHBIA JOKYMEHT OT JlenapTamMeHT.

Curyauus 2.

[Ipencenarens mnpaBieHus akuuoHepHoro kommepueckoro Oanka «TOPITIPEJJBAHK» (mp.
Bepnaackoro, 19, Mocksa, 112123, tem.: 567-22-17, dakc: 576-22-20) C.A. lllymoB obOpatuics K
I'enepanbaomy aupekropy HIIO «AcOect» JI.M. BousbHIEBY ¢ npocb00il paccMOTpeTh BOMNPOC O
npenoctasiernu B juutenbHyto apeany AKb « TOPI'TIPEJIBAHKY pa6ounx mnomaznei — 180 kB. M o
pa3MelieHne oTaeaeHus OaHKa.

[Iucemo ObuIO0  coctaBneHo wucronHuTenaem A.M. IlomiecHoil Ha JOJDKHOCTHOM —OJlaHKE
npeceaaTens npaBieHus 0aHKa U MOANKUCAaHO 24 MapTa TEKYIIEro roja.

Curyanus 3.

Ucnonnurenem M. 1O. IlonskoBoli mo TNOpPYyYEHHIO HadalbHUKA oOTAena MapketuHra [IAO
«Toprmorpedcoro3» (r. Mocksa, Jlecnas yim., n.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa 0Ob1710 COCTaBJIEHO MTUCHMO
B aapec OO0 «/leno», TexHuyeckomy maupekropy A.M. MsrkoBy 00 OTHpaBKe JAOKYMEHTAIMH
crienyromero coaepxkanus: «Hanpapnsem HeoOxoanmbie Bam TOKyMEHTHI, coiepkaniiue nHHOPMAIIHIO O
[[eHe KOMIUIEKTa HAyYHO-TEXHMYECKOH TOKYMEHTAllMW Ha XOJIOAWIbHOe obopynoBanme. llpemmaraem
BBICJIaTh TEXHUUYECKYIO JIOKYMEHTAllMI0 Ha 3apyOe)KHble aHaJOTH XOJIOAWJIbHOro obopynoBaHus. [Ipu
NPUHIATUA  TIOJOXKUTEIBHOTO pEIIeHHus O 3aKynke o0opyaoBaHMs TMpocuM Bac HampaBuUTbH
COOTBETCTBYIOIIIEE MUCHMO pykoBoguTento otnena cOeita HaymoBy C.ILy». JlaHHBIM THUCBMOM
COIIPOBOKAAJIACH CIeI(UKanus Ha
28 1. B 1 7K3.

Curyannus 4.

MOCKOBCKHH paTuOTeXHUYECKHI KOJUIe/DK UMEHHU akajgemuka A. A. Pacruietnna MuHmcTepcTBa
obpazoBanus PO (Mocksa, yn. b. [lekadpbckas, 5, 124000, ten.: 252-11-84, dakc: 253-32-36) pa3ocnan
MH(POPMAIMOHHBIE TUChMA JUPEKTOPAM IIKOJI TOPOa C COOOIIEHNEM 00 OTKPBHITHHA B HOBOM Y4€OHOM IOy
IBYX (haKyJbTETOB: COBpPEMEHHble HH(OPMALMOHHBIE TEXHOJOTMM U Iopuaudeckuid. B mucbme
coO0IIaNOCh Tak)Ke O TOM, YTO MpaBWia MpuUeMa Ha ykazaHHble (akynbTeThl oOmue. [Iucbmo ObLIO
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coctaBiieHO wucnonHuTeraeM CrenaHoBo W moamucaHo aupekropom JILb. MapteiHiokoM 15 mapra
TEKYIIETO rojia.

Curyauus S.

ITAO «IlepBas @abpukax (r. banammuxa, yi. 3apednas, 1. 3, 104010) momkHO OBLIO B COOTBETCTBUU
c 1. 6 goroBopa ot 10.07.2015 Ne 12/25 «O nocraBke IpOIyKIMKU» MOCTaBUTH AO
«CAHJIEPEJIJIA» (MockBa, Kpacnoropckas yiu., a. 32, 111123, ten./daxc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B Teuenue Mecsia KoxkaHylo QypHUTYpY Ha
obmryro cymmy 150 000 pybneit. @aktudecku ke GypHHTYpHI ObUI0 caaHo Ha cymmy 120 000 pybneit n
HEJ0ToCTaBIeHO Tpoaykiuuu Ha cymmy 30 000 py6sneii. CoriacHo 1.8 m0TOBOpa 3a HEIOMOCTABKY
NPOAYKIIMU JT0JKHA OBITH yIIaueHa HeycTOHKa B pa3Mepe 5%, 4TO OT CyMMBI HEJOMOCTaBKU COCTaBHIIO
1500 pybneit.

Hupexrop AO «CAHIEPEJUIA» B.JI. ®emnopoBa obpatunacek k aupekropy OOO «Ilepsas
®dabpuka» O.J]. CokonoBy ¢ mpoch0Oi MEPEUUCINTh HA MX PACUETHBIM CYET ykazaHHyr cymmy (1500
py6.). B mporuBHom cinyyae AO «CAHJEPEJIJIA» GyneT BbIHYKAEHO OOpaTUTBHCS B rocapOUTpax.
[TucekmMo 0 HemomocTaBke MPOAYKIMHU OBUIO cocTaBieHo ucnoiHutenem P.T. FOmguHOW w moamucaHo
®enopoBoil 12 aBrycra TeKyuero roja.

Curyanus 6.

Hupexkrop AO «Antypuym» (Mocksa, LlBetHoit OymeBap, a. 3, 105123, ten./pakc 432-90-78,
OKTIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CMupHOB oOpatuiics kK [ 1TaBHOMY pe1akTopy
xypHana «Jlemo» B.W. IloneBomy ¢ mpockboi pazmecTuTh pekiamy mpoaykuuun AO «AHTypuym» B
oyepeHOM HoMmepe kypHama. OO0beM pekilaMHOro MaTtepuana — % monocel. Omara myOnuKanuu
rapantupoBaiach. [IMCbMO O pa3MeleHnn pekiiaMbl ObUIO cocTaBieHo ucnonaurenaem JI.U. Tlucapesoii,
noanucaHo 1upekTopoM A.P. CMUPHOBBIM U INIaBHBIM OyxrantepoMm B.A. AHTOHOBOIA.

Curyauus 7.

[Ty6nuaHaBIM aknroHEepHBIM obmecTBoM «Bocxom» (109176, Mocksa, yi. [lonesas, a1.14, od.324)
Obu1 oopmiieH 3aka3 Ne 7 Ha MOCTaBKY MPOIYKIUU B COOTBETCTBUU C 3aKJIIOYEHHBIM JOTOBOPOM O
noctaBkax oT 13.06.2013 Ne 12 u nanpasnen B agpec [TAO «duamant» (114000, Mocksa, yi. IIpoctopHas,
a. 25, od.14, ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, MHH/KIIII
0987654321/123456789). Onnako ITAO «J/luamaHT» He CMOIJI0O B YKa3aHHBIH cpok (28.07.2014)
UCIIOJIHUTH 3aKa3 U3-3a 0O0JIE3HM BEIYILEro COTPYAHHUKA OT/eNa JOCTaBKU U ['eHepanbHbIil AUPEKTOP €ro
I'.JI. MypomiieB HampaBui uHpopMaunonHoe nucbMo B anapec I[TAO «Bocxom» o mepeHoce cpokoB
ucnonHenus 3akaza Ne 7 ¢ 28.07.2013 na 04.08.2013, B kotopom Takxke otMmeTws uto [TAO «/Inamant»
COTJIaCHO B T€UEHHUE 5 JIHEH BBIIJIATUTH HEYCTOMKY B COOTBETCTBUM C MM.4.2 3aKIIOYEHHOTO JOrOBOpa O
nocraBkax. [lucemo 6buT0 coctaBieHo ucnonHutenaem A.JI. CMUPHOBOM M MOANKCH 3aBEpPEeHA MEeYaThio
OpraHu3aIyy.

Curyanus 8.

OO0 «JIura» (MockBa, 123465, yn. Mapoceiika, n.15, ten. 384-05-90, cdakc: 384-05-90)
3amIaHUpoBajIo IposeneHue Bceepoccuiickoil poxkaecTBeHCKON sipmapku o0yBu ¢ 10 HosiOps mo 31
nekadpst tekymiero roaa. Omnako B cBsi3u ¢ Tem, uro OOO «Jlura» He pacronaraio J0CTaTOYHBIMU
TUIOUIAISIMU AJISl IPOBeIeHus sspMapku, MicnonmHuTenbHbIi nupektop odmecta A.A. KoueTkoB BEIHYX/IEH
obu1 obpatuthes kK Jupextopy Beepoccuiickoro BeictaBoyHoro menrpa T.K. TypoBy c¢ mpock6oit o
npenocTaBieHun oomecTBy B apeHay 300-400 kB. M BEICTABOYHOM TUIOMIAIA U TAPAHTHEH OTUIATHL.

Jlumepamypa: [1]; [3]

11



Tema 7 «IlpaBuiia opopmiieHUsI OCHOBHBIX BU/I0B OPTraHM3ALMOHHO-PACTIOPSAUTENbHBIX

AOKYMEHTOB»

Jlexyus

OpFaHI/ISaHI/IOHHHe JOKYMCHTBI, IIOHATHUC, OCHOBHBLIC CTPYKTYPHBIC OJOJICMCHTBI W IIpaBWJId
O(l)OpMJ'IeHI/IH PCKBHU3UTOB PaCHOpHI[I/ITeJ'IBHBIe JOKYMCHTBI: IIOHATHC, CYHIHOCTD, Q)YHKHI/IOHaHLHaH
HAaIlIpaBJICHHOCTD. HpI/IKaSLI o JIMYHOMY COCTaBYy. O(I)OpMJ'ICHI/IC U COCTAaBJICHUC PACHOPAAUTCIBHBIX
AOKYMCHTOB. Brinmcku u3 OpraHru3allMOHHBIX U PACIIOPAAUTCIIBHBIX JOKYMCHTOB.

OcHoeuvle NOHAMUS MeMbl. IpuKa3, YyCTaB, pacClnopsaKCHHUE, IIOCTAHOBJIICHUC, YKa3aHHC,

IMOJIOKCHHUE, MHCTPYKIUA, pCHICHUC.

Bonpocwi ona camoxonmpons:

1. Kakue Buasl OpraHu3allMOHHO-PACHOPSIAUTENBHBIX JOKYMEHTOB OTHOCATCS K
pacnopsiAUTENbHBIM?

2. [Touemy pacnopsiiuTeNbHbIE TOKYMEHTBI OTHOCATCS K IIPABOBBIM aKTaM?

3. Korna pacnopsinurenbHble JOKYMEHTBI BCTYNAIOT B CHITY?

4. Kak paznunuarotcs mo cepe AeHCTBUS pacopsIuTeIbHbIE TOKYMEHTHI?

S. Yro sBISETCS OCHOBAaHMEM JJISl U3/IaHUS pacTIOpIUTEIbHOIO JOKyMeHTa?

6. Kak ctpoutcs TekCT pacnopsIuTeIbHOTO T0KyMeHTa?

7. Kak odopmisercs oTMeTKka O HaJWMYMM NPWIOKEHUS B PACIOPAIUTEIHLHOM
TOKyMEHTE?

8. Kaxue opranbsl nppuHUMarOT NOCTaHOBIIEHUE?

9. Yro o3HayaeT JaTa B PACIOPSAUTENBHOM JIOKYMEHTE, TNpOCTaBiseMas B
3aroJ0BOYHOM yacTu OgaHka?

10. B kaxoii popme n3ar0TCsi COBMECTHBIE PACTIOPSIUTENbHBIE TOKYMEHTHI?

11.  Kakwue ObIBatOT BUJIbI TPUKa30B?

12. Yewm ommuaercs opopmieHHe IpUKasa Mo JHYHOMY COCTaBYy?

13. KTo umeer nmpaBo noanucy Ha npukaszax?

14. Kaxoif pekBU3UT HMEETCs TOJIBKO Ha JBYX BUAAX PACIIOPSIUTEIbHBIX TJOKYMEHTOB -

yKa3zaHuax U pacnopspkeHusx? 15. Ilo kakum BompocaM U3Jar0TCs pacopsKeHUe U ykazaHue?

Jumepamypa: [1]; [2]; [3]; [5]

Tema 8 «O(l)OpM.]'IEHI/Ie OpFaHI/I3aIII/IOHHO-pacrlopﬂ)ll/lTe.]'[bHOﬁ AOKYMEHTaAIUHN»

HpaKmuueCKoe 3anamue

3adanue 1

OdopmuTs 3asBieHre Kaccupa 3aBojaa «CBeT» ¢ MPOCKOO MPENOCTaBUTh YUEHUYECKHM OTITYCK C
06.03.20  mo 18.03.20  mpoaoJKUTENBHOCTBIO 13 KaneHAapHbIX AHEH HA OCHOBAHUH CITPAaBKH — BbI30Ba
Ne 5655 o1 01.03.20 . ®.1.0O. kaccupa MBanosa Mpuna IlerposHa.

3aoanue 2

OdopmuTh NpHKa3 1Mo JUMYHOMY COCTaBY Ha OCHOBE JaHHBIX 3a1aHus Ne 1.
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[Tpuka3 Ne 65k ot 05.03.20  «O mpenocTaBiIeHUN YUEHUUYECKOTO OTITyCKa» Kaccupy 3aBoja M.IL
NBanosuoii ¢ 06.03.20  mo 18.03.20  mpoaoKUTENbHOCTBIO 13 KajneHJapHbIX JHEW HAa OCHOBAaHUU
cupaBku-Bb3oBa Ne 5655 o1 01.03.20  u 3asBnenus kaccupa W.I1. iBanOBHOIA.

[TpocTtaBuTh BHU3y corjacoBaHusl HadaidbHHMKa oThena kaapoB O.A. CepreeBodl W OTMETKY 00
O3HAKOMJIEHUH C IIPHUKa30M BaHOBOM.

3aoanue 3

OdopMuTh NprKa3 10 OCHOBHOM J1€ATEIbHOCTH.

B cootrBerctBum ¢ Pacnopsikennem Mununctpa ot 04.03.20 Ne 115 «O6 ycunenun
MIPOTUBOINIOXKAPHOW OE30MACHOCTH M YCUIICHUN OXPAaHBI B IEPUOJI MTPA3IHUYHBIX JTHEH)» COCTAaBUTH MPHKA3
Ne 245 o1 06.03.20  m3nanHbIN AupekTopoM HaydHO-TIpOM3BOACTBEHHOIO 00BEAMHEHUS «ATponipruOop»
r. Mocksel M. /1. ["'ankuabIM.

B pacnopsautenbHON 4acTH BBIAEIUTD 4 IIyHKTA:

1. OO0 opranuzanuu yOOpKH TEpPUTOPUHN 00bETUHEHUS

2. O mmpoBepKe COCTOSIHUS 3JIEKTPOIPOBOIKH

3. O npenocTaBiieHUH B CEKpeTapuaT reHepaIbHOTO TUPEKTOpa CIUCKA COTPYTHUKOB,
npeObIBaHUE KOTOPBIX HEOOXOANMO Ha TEPPUTOPHH O0BEIUHEHHS B TPA3IHUYHbIC THH

4. KonTpons 3a ucromHeHreM BO3JIaraeTcsi Ha TJIaBHOTO HHXKeHepa oobeauneHus [1.P.
7Kaposga.

Kaxnapiii myHKT paccMoTpeTh 1o cxeme «Komy?», «UTo Hy»kHO caenaTb?», «/lo kakoro cpoka?».

Hanpuwmep, k 1.1 3aBenyromemy ckianom O.H. Hukutiuay opranu3oBats yOOpPKY TEPPUTOPHHU 10
07.03.20__.

[IpocTaBUTh BU3Y TJIABHOT'O HHXKEHEPA

[ToctaButh oTMeTKy 00 ucnonuurene. Mcnonunurenem apnsercs ConobeBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacropsokenne  Ne 137 ot 10.03.20  rmaBHOro wuHxeHepa MOCKOBCKOTO
cTaHkocTpouTenbHOTO 3aBoaa «Texman» /.M. ConnueBa «O BHenpenun cranaapra OPJ] CTII 02-601»
Ha OCHOBE MPEJIOKEHHBIX 00pa31loB B MPUIIOKEHUH 5 U 6.

B pacnopsiaurensHoOl yacTu yka3aTh 4 MyHKTa:

1. O Buenpennu crannapra OPJ CTII 02-601 Bo Bcex cimyx0ax, Ha yyacTKax U B CTPYKTYPHBIX
nozpaszenenusx 3asoaa ¢ 01.04.20 .

2. O6 opranmzanuu 3aHatuil mo wum3ydeHuto CTII 02-601 co cmeumanuctamu u
MHXEHEPHOTEXHOJIOTHYECKUM MepCOHANIOM (C ykazaHueM «KoMy» U ¢ Kakoro 4ucia)

3. 006 opranmzanuu TupaxxupoBanusi 61aHkoB OPJl, TUMOBBIX TEKCTOB U YHHUPHUIIUPOBAHHBIX
dopm (c ykazanuem «Komy?»)

4. KonTponp 3a ucnomHeHHMEM pacHopsKEHHS BO3JIOKUTh Ha 3aMECTUTEN AUPEKTOpa IO
o6muMm Boripocam M.K. bupoga.

IIpocraButs Bu3y ropuckoncynsta I1.K. JIyHOBa

[ToctraButh 0TMETKY 00 McnionuuTene. Mcnonaurenem siisercs XKypasnesa U.B. renedon 308-
34-16

3aoanue 5. Cocmagbme u oghopmume npomoKoavl U aKkmul, HEOOX0OUMbLE 8 CIEOVIOUUX
VNPABNeHYeCKUX CUMyayusx.

Curyanus 1.
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Hupexmust OO0 «Actpesi» (Cankt-Ilerepoypr) 12.08.20 . mpoBesio cBoe ouepeiHOe 3aceqaHme,
Ha KoTopoM mnpucyrctBoBasiu BoctpsikoB C.T., Ctynues I1.11., Jlebenes .M., Antonos I1.JI., lllentyHoBa
B.I'.,, Tumocdees A.A., Crynosa M.H.

Ha 3acenanuu oOcy»kaanocs ABa Bompoca: o xoje pekiaamHoi kamnanuu B I kBaprane 20 r. u
0 MEepPEexX0/1€ Ha HOBYIO CUCTEMY BBIILIATHI IPEMHUAIbHBIX.

[To mepBOMy BOTIpOCY CIIyIIIa COOOIICHNE HaYaJIbHUKA oTiena pekinambl BoctpsikoBa C.T., Tekcr
COO0O0IIIeHUsI KOTOPOTO ObLI Niepenan cekpetapro 3acenanus H. /1. benosoii. [TosTomy ke BOpoCy BBICTYIHII
¢dbunaHcoBbIl qupekTop TumodeeB A.A., KOTOPHIN OJOOPHIT YBEIMYCHHE PACXOI0B HA HAPYKHYIO pEKIamy
B III kBaprane 20 r. Ha 5%.

[To BTOpomy Bompocy caenan coobmenne CtynmoB M.U. u TekcT cooOuieHusi Takxke nepeaan
cekperapro. Ilo manHomy sxe Bonpocy BeicTynuiu AHToHOB [1.JI., HauanpHUK OTAENa Kaapos, u Jlebenen
WM., nupextop mno mnpoxaaxam. [lepBelii 0700pHJI HOBYIO CHCTEMY BBIIUIATHI MPEMHAIBHBIX MU
PEKOMEHI0BaJI IOATOTOBUTH HeoOXxoaumbIe JokyMeHTh kK 01.09.20 1. Brtopoii npeanoxun nopadborath
HOBYIO CHUCTEMY BBIILIAThl IPEMHUAIBHBIX U PEKOMEHI0BAJ MIPOBECTH IOJIOCOBAHUE 110 TAHHOMY BOIIPOCY
Ha 0011eM coOpaHuM TPYJOBOTO KOJIEKTHBA.

B utore 3aceganus ObUTH NPUHSTH Ciieaytonue pemenus: 1. Ogo0puth paboTy oT/eNa peKIaMbl B
I xBaprane 20 1. 2. IlpoBectn obiiee codpanune TPyJAOBOTO KOJIJIEKTHUBA IO BOIPOCY O MEPEexXojie Ha
HOBYIO CHCTEMY BBIUIATHI MpeMuaabHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOJATOTOBKY cOOpaHus Oblia
Ha3HaveHa 3aB. kaHnensapuei lllentynosa B.I'. Cobpanue Ben npeacenarens O.A. PymsHiies.

Curyauus 2.

AO «I'pang-M» (Mocksa) 05.03.20 1. mposeno 3acenanue CoBeTra AHPEKTOPOB, HA KOTOPOM
npucyrctBoBaiu cnenayromue uwieHsl Coseta: [lonos W.I1., Usanos U.U., Cunopos C.C., Ycrunosa V.V,
®enopoB ©.®D. B cBsi3u ¢ HaTMUMEM KBOpyMa 3acefaHue ObLIO MPU3HAHO MpaBoMOoYHBIM. Ha 3acenanue
BBIHOCHWJICSI BOTIPOC 00 OTMIPEIEICHUH PRIHOYHOW CTOMMOCTH pa3MeNIaeMbIX 00IIECTBOM JIOTTOJIHUTEIBHBIX
akiui. [To nannomy Bompocy 3aciymanu Pegopoa O.D., KOTOPHIN TPEAIIOKUI ONPEICITUTh PHIHOYHY O
CTOMMOCTh pPa3MeEIIaeMbIX OOIIECTBOM aKIUW IyTeM 3aKpHITOW MOAMHCKHU JOMOJHUTENbHBIX aKIUN B
pazmepe 10 000 (mecsiti ThicsSY) pyO. 3a akmuio. 3acefaHHe MOCTAHOBUIIO YTBEPAUTH MPEIIOKEHUE
®denopoa @.D., Tak KaKk TpH TOJIOCOBAaHUU «3A» OBUIO OTJAHO TSITh TOJIOCOB, MPOTOJIOCOBABIIHX
«ITPOTUB» u «BO3AEPXABHINXCS» He Oblmo. Pemienne mpuHATO €IWHOTIIACHO. 3aceaHue Bel
npencenarens [LU. [Iporokon noarorosinen cekperapem N.I1. [TetpoBbiM.

Curyanus 3.

Cotpynnuku Oyxrantepun [TAO «KBaHT» mpoBenn 3aceaHHe O BOIIPOCY COKpPAILLEHHUS CPOKa
COCTaBJICHUSI To0BOrO oryeTta 3a 20  T., HA KOTOPOM MPHUCYTCTBOBajo 6 uyemoBek. C coolmieHueM
BelcTynuia Oyxranrep CypkoBa A.M., KoTopass OTMETHIJIA, YTO PaOOTHUKU TPYMIbI ydeTa MMEIOT Bce
BO3MOXXHOCTH ISl 3HAYUTEJIBHOTO COKpAILEHUS CPOKA COCTABJIEHUS T'OAOBOIO OTYETA, U YTO TOJOBOM
oryer 32 20 T. MOXKET OBITh IPEACTABJICH TPYINON yyeTa Ha 3 JIHS paHbIlIe YCTAaHOBICHHOTO CPOKA.

B o0cyxaenun gannoro Bonpoca Beictynuiau E.H. Kportos, riasssiii Oyxranrep, u I'.A. Llly6una,
oyxrantep. KpotoB coobmmimi o ToM, 4TO UM pa3zpaboTaH HOBBIN rpaduk paboT MO COCTaBICHUIO TOJIOBOTO
OTYEeTAa, MPH YCIOBHH BBITIOJIHEHHS, KOTOPOT'O BCEMH pPaOOTHUKAMU TPYIIIBI y4eTa, TOJJOBOM OTYET MOYKHO
COCTaBUTh U cAaTh Ha 4 JHs paHblle ycTaHOBIeHHOro cpoka. I'.A. lllyOuHa oTMeTniIa, 4TO TOCPOYHOE
IPEJCTaBICHUE I'OJJ0BOr0 oTyera 3a 20  I. ABIsSETCS NOYETHOM M OTBETCTBEHHOH 3ajayeil paOOTHHUKOB
OyXraJTepuu, 1 4TO KOJUIEKTUB OyXraJTepuu MOKET COCTaBUTh I'OJI0BOM OTUET paHblIe CPOKa, €CIIU BCE
pabOTHUKM OYyIYT BBIMOIHAT YIUIOTHEHHBIH IrpaduK paboTHI.
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B urore 3acenanus ObUIO pelIeHO MPEACTaBUTH FOJI0BOM oT4eT 3a 20 T. Ha YeThIpe JHS pPaHbIIe
ycTaHoBieHHOro cpoka, T.e. 00.00.20 r. m mpoBECTH aHajau3 TOAOBOTO OTYETA C LENbI0 BBIABICHUS
pe3epBOB, HEOOXOUMBIX ISl YCIICIITHOTO BBIMOJMHEHUS miaHa 3a 20 1. 3acemaHue Bejia mpeaceaaTeb
K.M. JleBamogsa, npotokonuposan cekperapb M.B. XoMsKkoB.

3aoanue 6. Cocmagvme u ogpopmume axmeoi.

Curyanus 4.

Komuccust mon mpencenaTen-CTBOM HadalbHUKA TEXHUYECKOUM rpymnmbl A.A. BonoBoro u wieHoB
komuccun bopucosa M.IO., HauanbHHUKa aIMUHUCTPATUBHO-XO35IMCTBEHHOTO oOTAena, CmupHosa JLII.,
oyxrantepa, u Pomanosoit .K., opuc-menemxepa, AO «JIeoHTHs» Ha OCHOBAHMUHU JOKJIAJHOM 3aIUCKU
opuc-menemxepa ML.K. Pomanosoii 11.07.20  r. mpoBesia mpoBepKy TEXHUUECKOT0 OCHAIIEHUS TPUEMHOMN
reHEepaIbHOr0 JAUPEKTOpA U MpPU3HAJA HErOAHBIMU IS SKCIUTyaTallMM KONMPOBAJIbHBIN anmapar Xerox
345(1 mr.), mpenep (unB. HOMep 367, 1 mrt.), ¢pakc 47823 (1 mr.). IlpusHanHas HENpUTOAHON I
SKCIUTyaTallMi TeXHUKa OblIa mepefaHa Ha ckiaj npeanpusatus. [lo ycraHoBieHHOMY QakTy KOMHUCCHUS
COCTaBWJIa aKT IpUeMa-mepefayd oprrexHukn B 3 9k3.  (1-1  9K3. —  HayvaJabHUKY
aJIMUHUCTPATUBHOXO3SHCTBEHHOr0 OTJeNa, 2-i - r1aBHOMY Oyxrantepy, 3-if - B neno 23-02), koTopslid
ObUT yTBEPK/IECH TeHepaabHbIM qupekropom [L.U. CrenaHoBbIM.

Curyanus S.

Komuccusi, coznannast Ha ocHOBaHUM npukasza aupekropa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O CcOBepHICHCTBOBAaHWU JOKYMEHTAIIMOHHOTO obecmedeHus nesteabHocTH AO «MeacepBucy B
cocraBe: npeacenarenss 3yaunHout O.[]., 3aB. kanuenspueil, wieHoB komuccuu ToxapeBa H.JI., 3aB.
MIPOU3BOJCTBEHHBIM OoT/AeNoM, [laBnoBoii B.E., 3am. ri. 6yxranrepa, Anekcanaposa A.B., MeHemkepa 1o
kanpam, MBanoBoii 3.I1., cekperaps-pedepeHTa KaHIENSIpUHU, B TPUCYTCTBUU CEKpeTaps OTAena
mapketunra C.C. PoguonoBsoii 12.10.20 . mpoBesa npoBepKYy COCTOSIHMSI pabOThI ¢ JOKYMEHTAMH B
OTIeNie MapKeTHHra. B pe3ynbTaTe NpPOBEICHHOW MPOBEPKH OBUIO YCTAHOBJICHO, YTO B OTHACIC
HECBOEBPEMEHHO (HOPMUPYIOTCS B JIeJla HMCIOJHEHHBIE JOKYMEHTBI, 3arojIOBKH JeJ 3a4acTylo He
COOTBETCTBYIOT 3arojloBKaM, IPEeIyCMOTPEHHBIM HOMEHKJIATYpPOH [el, OTCYTCTBYIOT [Ba Jieja C
nepernuckoid 3a 20 T., He TpoBeleHA MpefapxuBHas o0paboTka mokymMeHTOB 20  T., MOAJIEKAIIUX
JUIMTETPHOMY XpaHeHuio. Takum o00pa3oM, KOMHCCHS TIPHUIUIA K BBIBOAY, YTO B BEIACHHUH
JIEJIOTPOU3BO/ICTBA B OT/EJIE MAPKETHHIa UMEIOTCSI CYIIECTBEHHBIC HEJIOCTATKU, CBUJETEILCTBYIOIINUE O
HapyIIEHUN JCUCTBYIOIIMX HOPMATHBHBIX JIOKYMEHTOB B 00JIACTH OpraHU3alMH JOKYMEHTaIIMOHHOTO
obOecrieuenus ympasieHus. [lo ycTaHOBIeHHBIM akTaM OB COCTaBJICH aKT MPOBEPKU pPabOTHI C
JOKYMEHTaMHu B OTJele MapkeTuHra B 4 sk3eMiuiapax (1-if — 3aMm. gupekTopa Mo agMHHHCTPATHUBHO-
XO035IICTBEHHBIM BOIIPOCaM, 2-i — 3aB. OTAEIOM MapKeTuHra, 3-1 — npeacenatento koMmuccuu, 4-if — B 1710
01-09. AKT BCTynuIiI B CHITy ¢ MOMEHTA YTBEPIKICHHS TUPEKTOPOM MPEIATIPUATHS.

Cutyanus 6.

17 sHBaps TEKYIIETO roja B apec 3aBoja MO PEMOHTY YacOB M IOBEJIMPHBIX W3JENUN MpUObLIa
MOCBUIKA C 3aBOJA-TIOCTABIIMKA, TPU BCKPBITMM KOTOPOH OBLJIO OOHApY)KEHO OTCYTCTBHE JIBEHAJLIATH
KOPITYCOB JIJIs1 4aCOB MapKu «MOJTHUS», YUCTUBIIUXCS 10 HaKIaaHOU Ne 18 ot 24 okTs0ps npeasiIyero
roja. J{is moaTBepKAeHHs TaHHOTO (haKTa HAa OCHOBAHHHM MpHUKa3a aupekTopa 3aBoga Ne 12 ot 18 sauBaps
TEKYIIero roja Oblla co3JaHa KOMHUCCHUSI IO MpeICcenaTeIbCTBOM HadallbHUKA OTIeNa CHAOKEHUs
Kapnenko E.Il. n unenoB xomuccun muxkeHepa llaBnoBa A.P. u 3aB. ckinagom Ne 1 Kynpsimosa P.B.
Komuccueit 6p11 cocTaBneH akT 21 sHBapsi TEKYIIETO rojfa, B KOTOPOM COJIEPIKAJICS BBIBOJ O TOM, YTO
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3aBO/I-IIOCTABIIMK JIOJDKEH MOCTAaBUTh HEJOCTAIOIIEE KOIMYECTBO KOPIYCOB K dacaM. AKT BCTYNHJI B
neicTBUEe ¢ MOMEHTa yTBep KIeHUs (22 stHBaps T. T.) nupektopoMm 3aBoaa b.M. PomaHOBBIM.

Curyauus 7.

WHBeHTapu3allMoOHHass KOMUCCHsI, CO3JaHHAs Ha OCHOBAHMH IpUKaza JUpeKTopa MOCKOBCKOIO
3aBOJIa [0 PEMOHTY 4YacoB M OBeNUpPHBIX u3zenuil Ne 24 ot 15 ¢eBpans Tekyuiero roga, B COCTaBe
npeacenarens OctpoBckoro D.A. (3aM. TaBHOTO OyxranTepa 3aBojia) v wieHoB komuccuu [letposoit O.H.
(0yxranrepa), HockoBoit H.I. (cT. 3x0OHOMHCTA MJIaHOBOT'O OT/€1a) IPOU3BEa PEBU3HIO KacChl 3aBOia IO
COCTOAHUIO Ha 16 QeBpana Tekymero roga. PeBusus mpoBoaunach B NPUCYTCTBHM Kaccupa 3aBoja
Kapramosa H.W. B pe3ynbraTte npoBeieHHONW PeBU3UM ObUIO YCTAHOBIJIEHO, YTO OCTATOK HAJMUYHBIX JIEHET
B Kacce coctaisier 1030 py6uneit 00 kom., octaTok AeHer no kaccoBoi kaure — 1030 py6. 00 kon. Apyrux
IIEHHOCTEe B Kacce 3aBoja He OOHapyKEeHO, YTO COOTBETCTBYET JaHHBIM y4yeTa. Komuccus Ttaxxke
YCTAHOBMJIA, YTO TOPSIOK BEACHUS KAacCOBOM KHHTM M XPAaHEHUs JICHET COOTBETCTBYET TPeOOBaHHIM
[TonoxeHus: 0 BEAEHUH KAaCcCOBBIX OllEpalMii rocy1apCTBEHHBIMHU, KOOIIEPATUBHBIMU U OOIIECTBEHHBIMU
NPEIIPUATHIMU, YUPEKACHUSIMHU M OpraHU3alusIMHU. AKT BCTYNWI B ACHCTBUE C MOMEHTA YTBEPKIAECHUS
JTUPEKTOPOM 3aBOJIA.

Curyanus 8.

Komuccus B coctaBe mpejcenaTenis, Ha4ajabHUKa OT/1e/1a CHA0OXEHUS U WIEHOB KOMUCCHU:
HavaJbHUKA OTNENa KYJIbTYpHO-OBITOBBIX W XO3SHWCTBEHHBIX YUPEKICHHUH, 3aBEIYIOIIETO CKIAIOM,
Ha3HaueHHas Npuka3zoM rexHepanbHoro nupexropa ITAO «Crpena», npoBena paboTy 10 yCTaHOBJIECHHUIO
HENPUTOJHOCTH K JalbHEHIIEeMy MCIIOJIb30BaHMI0 HMYyIlecTBa. Komuccus paboTana B NPHCYTCTBUH
KJIaJIOBIIMKA M MHCIIEKTOpa (PUHOTIENA U YCTAaHOBHJIA, YTO UMYIIECTBO COTJIACHO MPUIIaraeMoMy K aKkTy
NEPEYHIO MOJUICKHUT CHHCAHUIO 32 HEMPUTOJHOCTHIO K JaIbHEHIIEMY HCIIOJIB30BAaHHIO. AKT CIHCAHUS
UMYIIECTBA ObLT COCTABJIEH C 2 9K3. (0TAENTy CHaOXKEeHMsI, OyXTraJITepHuH ), OANMUCAH KOMUCCUI U YTBEPKIEH
TeHEePAIbHBIM JTUPEKTOPOM.

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

Tema 9 «llpaBuna o¢gopMiIeHHs OCHOBHBIX BHIOB CIIPABOYHO-MH(OPMAIMOHHBIX
AOKYMEHTOB)»
Jlexyus

NudopmaiimoHHo-cripaBouYHble U UHGOPMALMOHHO-aHAJIUTUYECKHE JIOKYMEHTBI, IOHATHE,
OCHOBHBIE CTPYKTYpHBIE 3JIEMEHTHI U MpaBuia opopmieHus pekBU3uToB. OPopMiIeHHE U COCTABIECHUE
CIPaBOYHO-MH(POPMAIIMOHHBIX JTOKYMEHTOB. JlelOBblE W KOMMEpYECKHME MHUChMa: Kiaccu(ukaims,
CTPYKTypa, CTaHAapTHble (pa3bl U BBIpAKEHUS; MpaBuia U (HOPMBI KOMMEPUYECKON MEPENUCKH C
3apyOeXHBIMU NApTHEpaMH; KOPPECHOHJECHIMS, CBSI3aHHas C IIPOBEJECHUEM MEPUOJUUYECKUX
MEpPOIPHUATHIH, U Mpoyass KOPPECHOHIEHIMS OpraHu3aius pabdoThl C JOKYMEHTAMH, COJEp KAIUMHU
KOH(UICHIMAIbHbIE CBEICHUS. Pa3HOBUIHOCTH MHCEM.

OcnosHule nousamus memul. cyxkeOHOE MUCbMO, TeJerpaMma, Tesie)oHOrpaMma, IpOTOKOI;
JOKJIAIHAs 3aIMCKa; CIy)KeOHast 3amnucKa, 00bsICHUTENbHAS 3aMMCKa, CIIPABKa; 3asiBIICHHE, TIEPEUCHb,
CIIUCOK, HOMEHKJIaTypa JeJl, IpeJIoKEeHHE, Kajl00a; CBOAKA, 3aKII0YEHHE, OT3bIB.

Bonpocwi ona camoxonmpona:
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1. Kakue 10KyMeHTBI OTHOCATCS K TPYIIE CIIPABOYHO-UH(YOPMALIMOHHBIX?

2. Ha xakux 61ankax oopmiisitoTest cripaBOYHO-UH(POPMALIMOHHbBIE TOKYMEHTHI?

3. Kak ctpoutes cTpykrypa TeKcTa Ciry>keOHOro nucbma?

4. KakoBel npaBuia opopmiieHHs TenerpaMmbl?

S. B uem ocobeHHoCTh 0opMieHHs TenedOoHOrpaMMBbl?

6. Kakwue ObIBatOT BHIBI TPOTOKOJIOB M YEM OHM OTIMYAIOTCS IPYT OT Apyra?

7. Kak odopmisiercs BBogHas 4acTh NpoTOKOIa?

8. CKOJIBKO 3K3EMIUIIPOB aKTa COCTABISIETCS M CKOJIBKO MOIMTUCHIBACTCS?

9. Kak odopmiisiercst BHEIIHISI TOKIIAAHAs 3amKcKa?

10. B yeM ocob6eHHOCTD 0(OpMIICHHS CIIPABKH JIMYHOTO Xapakrepa?

11. Kto nmoamuceiBaer 3asBiaeHue?

12. KaxoBbl cTanapTHbIE IIpaBUiIa OGOPMIICHHS 3aKIIOUSHHS?

13. Yem perisamMeHTHpYyeTCsl COCTaBIECHUE TaKUX JOKYMEHTOB, KaK IepeueHb, CIUCOK,
HOMEHKIIaTypa?

14, Nmeet nu cBosika yHUDHUITUPOBaHHYIO hopmy?

15. Kaxue Buspl cripaBOYHO-MHPOPMALIMOHHBIX TOKYMEHTOB O(pOPMIIAIOTCS Ha OaHKe

KOHKPETHOT'O BUJa TJOKYMEHTOB?
Jlumepamypa: [1]; [2]; [3]; [4]; [5]

Tema 10 «CocrtaBienne u odopmieHue HHGOPMALHOHHO-CIIPABOYHOH JOKYMEHTALMI)
IIpaxkmuueckoe 3ansamue

3aoanue 1

CocraButs akT peBusnu kaccsl npeanpusatusg TOO "Crnaprak" Ne 15 ot 14.03.20 . OcHoBaHMEM
aBigercs npukas aupekropa Ne 165 or 13.03.20 .

B coctaB koMuccuu, mpoBosLIeH pEBU3HIO, BXOJIAT:
[Ipencenatens - 3am. qupekropa C.H. Koznos UsneHsr
komuccuu: 1. I'n. Oyxrantep H.M. Porora
2. Ct. 6yxrantep 3.A. OpnoBa
3. byxrantep O.1. YuaeBa
[IpucyrcrBoBanmu: 3am. 1. Oyxraarepa [.H. Kopomnes
kaccup B.1. MakcumoBa
PeBusus Obputa mpoBenena B mepuoxn ¢ 14.03.20 1o 16.03.20 B
pe3yabTaTe MPOBEACHHON PEBU3UH YCTAHOBJICHO:

1. OcTaToK HaJMYHBIX JICHET B Kacce 1o cocTossHuio Ha 14.03.20  coryiiacHO KacCOBOM KHUTH
Y JaHHBIM OyXTaJITePCKOTO y4ueTa JoKeH cocTaBiaTh S000 pyo.

2. dakTUYECKHUI 0CTaTOK HAIMYHBIX JeHer B Kacce coctasisieT 4800 pyod. Henocraua nener B
kacce - 200 py0.

3. Henocrauya HanM4HBIX AeHET B Kacce o0pa3oBanack Mo BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X aK3eMInIsipax: 1-i 9k3. - B gemo Ne 05-11

2-1 3K3. -IIUPEKTOPY MPEATPUITHS

3-1 9K3. - 1. OyxTanTtepy

B npunosxenun oObsicHUTEBHAS 3anmucka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 9k3.

OdopMuUTh peKBU3UT "OTMETKA O HANIPABIEHUHU JOKyMeHTa B feno" McnomHuTenb
B.A. Anykun nara 25.03.20 . 3a0anue 2.
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CocTaBUTh OOBSICHUTENBHYIO 3aIIUCKY Ha MMs JIekaHa (aKkylbTeTa O MPUYKMHE OMOo3JaHus Ha 1-1o
napy 17.03.20 . B Tekcrte yka3aTh NpUYUHY ONO31aHUs. 3adanue 3.

CoctaButh AoKIagHy0 3anucky oT 18.03.20 . HamuWcaHHYIO HayaJdbHUKOM yrpasieHus B.O.
NnbunsiM, anpecoBannyto ['enepanbHomy nupextopy [TAO «llepeBozku» T.I1. [Janunnny o nepeBojie Ha
TOJKHOCTb.

[IprurHON, TOCHYKUBLIEH COCTABICHUIO JOKJIAJIHON SIBISETCS peOpraHu3alusi CTPYKTYpPhI
VYnopapneHuss U yKpYITHEHUE OTAENOB B pe3ylbTaTe YEero MPOHMCXOAUT TmepepacrpeiesieHue (QyHKIun
COTPYIHUKOB.

Havaneauk ympasnenuss e npocut nepeBectu crapiiero skoHomucta C.T. HukomaeBa u3
oTJieJa aBTOMOOWJIBHBIX MEPEBO30K B TAMOXKEHHBIE OTIEN C IMOCIEAYIOUIMM BHECEHHEM H3MEHEHUU B
ITaTHOE pacIliCaHue.

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

Tema 11 «Opranu3anusi JOKyMeHTO000pPOTA HA NPeANPUATHIX»
Jlexyus

Opranuzanus  JOKyMEHTOOOOpOTa Ha  mpeAanpuatud. TpeboBaHHMs K  OpraHHU3aluu
nokymeHnToobopora. Cayx0a JOKYMEHTAIIMOHHOTO obOecrieueHus. lIpueM MOoCTymarmux JTOKYMEHTOB,
opranusanuss AO0CTaBKM JOKYMCHTOB. PCFI/ICTpaHI/IH JOKYMCHTOB. OpFaHI/ISaHI/Ifl pPacCMOTPCHHUA
noKyMeHTOB. CuHcTemaTu3anusi TOKyMEHTOB, HOMEHKIATypa i MX (OPMHPOBAHUS M XPAHCHHS.
KoHTtpomb ucronHeHus 10KyMeHTOB. [10r0TOBKa TOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

OcHognvle  nouamusi ~ membl:  KOPPECIOHAEHLUS, IIOTOKM  JOKYMEHTOB,  IPUHIIMIIBI
JOKYMEHTO000pOTa, oreparpamma, perucTpanus, KypHai.

Bonpocwi ona camoxonmpona:

1. Kaxkune pynkumu cimyx0b1 JIOY BbI 3HaeTe?

2. Uro Takoe [OKYMEHTOOOOPOT W KaK OCYIIECTBISIETCS TMOACYET o0beMa
JOKyMeHTooOopoTa?

3. Kaxkue noTtoku 10KyMEHTOB IPUHATO pa3jinyaTh B COCTaBE JOKyMEHTOOOOpoTa?

4. Ha3zoBute ocHOBHBIE 3Talbl JOKYMEHTO00O0pOTA.

5. Ha3zoBuTe 0OCHOBHBIC MPUHIIUIIBI OPTAHU3AIUH JOKYMEHTOO0O0pOTA.

6. Kakwue Bubl paboT BBIIOTHAIOTCS M KaKHE CPEICTBA OPITEXHUKH IIPUMEHSIOTCS TIPU
00paboTKe nocTymnaroeil KOppecnoHIeHIMH?

7. Kakue onepamuu OCYIIECTBIAIOTCA MPH  MPEABAPUTEIBLHOM PACCMOTPEHUU
JIOKYMEHTOB?

9. Kyna nepenatorcst oOpaiieHus rpaskaaH Mociie UX pacCMOTPEHUSI pyKOBOJICTBOM OpraHU3aIiu?
10. Yro Takoe perucTpanms JOKyMEHTOB M KAKOBa €€ OCHOBHAS I1€JIb?

11. Kakue 1OKYMEHTBI HE MOJIJIEKAT PErUCTparivu?

12. Kakue ¢popMbl perucTpanuu J0KyMEeHTOB CYIIECTBYIOT?

13. Yem xapaxrepu3yeTcsi CMEIIaHHasi CUCTEMa PErucTpanuu?

15. Kax dopmupyeTcst perucTpaliliOHHBI HOMEP COBMECTHOTO ToOKyMeHTa? 16.

Kakwe peKkBU3UTHI BKIIFOUEHBI B PETHCTPAMOHHBIE (POPMBI?

Jlumepamypa: [1]; [2]; [3]; [4]; [5]
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Tema 12 «OdopmiieHre JOKYMEHTOB 110 JINYHOMY COCTABY»
IIpakmuueckoe 3anamue

3aoanue 1. TloaroToBbTe pe3tOMe IS 3aHATHS BaKAaHTHOW JOJDKHOCTH MEHEIXepa o
MPOJIa’ke TOBapOB.

3aoanue 2.

CocrtaBbTe U 0(GOpMHUTE TPYIAOBOH JOrOBOpP B CBS3M C MOCTYIUIGHHEM Ha paboOTy B KauecTBe

9KOHOMHCTA, FOpHCTa (TI0 BEIOOPY).

3aoanue 3.
3amoJIHATE JTUYHYIO KapTOUYKy padoTHUKA Gopmbr T2.

3aoanue 4.
CocraBbTe npuka3 00 0ocBoOO0XKIeHUN Bac OT paboThl B hupme «Ilmaneray B CBSA3M C Mepee3ioM Ha

HOBOC MCCTO KHUTCJILCTBO.

3aoanue 5.

CocTtaBbTe MPUKA3HI:

a) o mpueme Ha padoty menemkepom Jlapuny U.I1.;

6) 00 yBOJBHEHHUHU MIEPEBOJIOM B APYT'YIO OPraHU3ALIHUIO.

3aoanue 6. CocTtaBbTe NMpPUKa3 O MOOIIPEHUU
pabOTHUKOB.

3aoanue 7.
[lonroroBpTe NpuKa3 (pacnopsiKEeHHE) O MPEKPAILEHUH IEUCTBUS TPYAOBOTO 10roBopa (KOHTpaK-

Ta) ¢ PaOOTHUKOM.

3aoanue 8.
CocTtaBbTe 1 0popMUTE TpaPUK OTITYCKOB pAOOTHUKOB OpraHU3AIHH.

3adanue 9.
3aBeMTe JTMYHOE JICJI0 pAOOTHHUKA OpraHU3aIliy.

3aoanue 10.

3armosHUTh MaTpHIly QYHKIUK ¢ TOMOIIBIO YCIIOBHBIX 0003HAYEHUH, U pa3paboTaTh MoJI0KeHHE 00

otnene (Kamposas ciyx0a, cinyk0a MmapkeTuHra, GuHaAHCOBas CITy»K0a)

Ne HaunmenoBanue QpyHKImi Havansaux 3aMm. I'maBHBIN Benymmuit Crenuanuct
n/n oTxena HavaJIbHUKA CHEHATTICT CTIEIHATNCT
oTaena
[ox6op u oT6Op KagpoB
2. PaspaboTka mpemnoxeHuit o

NEPEMECUICHNUN UJIU BBIJIBUYXKCHUHN Ha
BBIICCTOAIINE JOJIXKHOCTH
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3. AHanu3  TEKy4eCTH  KaJpoB U
paspaboTka mep

4, AHanmu3  KagpoBOTO  cocTaBa |
IOoArOTOBKA OTYCTOB

Benenue kagpoBoro yuera

6. OdopmieHne KaIpoBbIX JOKyMEH-
TOB

7. Pabora mo amamrammu  BHOBB
MIPUHSTHIX paOOTHUKOB

8. Opraamnzanus 00ydeHus u
HOBBILICHHSI KBATU(UKALUH
pabOTHHKOB

9. Paborta ¢ kaapoBBIM pe3epBOM

10. | Opranu3aius OICHOYHBIX MPOLEAYP
(arrecranuy, KBATU(PUKAITHOHHBIX
9K3aMEHOB, KOHKYPCOB)

YciaoBHBIE 0003HAYCHUA:

P — npunumaer pemenus (yrBepKaaeT, HOIMUCHIBAET JOKYMEHTHI)

Y — y4acTByeT B OOCYKICHHUH U BHITIOJTHEHUH JIEHCTBUIN

K — xoHTponupyeT BhINOIHEHUE pabOThI

C — cornacoBbIBaeT TOKYMEHTBI WU OT/IE€JIbHBIE BOIPOCHI 110 TaHHON (QyHKIIUU

O — oTBeyaeT 3a BBINOJHEHHE (DYHKIIUU, OPTaHU3YET €€ BIIOJTHEHHE

[T — pa3pabaTbIBaeT NpeI0KEHHSI, TOTOBUT HH(OPMALIMIO JIJISl BBIMOIHEHUS (PYHKIUN
W — ucnonHser 0OCHOBHbIE BUJBI paboOT

[lonoxeHne O CTPYKTYpHOM MoOfpa3jaeneHuu (OTAese, yIpaBiIeHHH, JAernapTaMeHTe, Cilyk0e U T.II.)

BKJIFOYAET CJICIYIOIINE 3JIEMEHTHI:

—o0ue noyiokeHus (HaMMEHOBaHHWE, IEM M 3aJauyd JEATEIbHOCTH, MECTO B OpraHU3alMOHHOU
CTPYKTYpE, CTPYKTYypa MoApa3aeiaeHus], T0JKHOCTb PYKOBOJIUTENSI CTPYKTYPHOT'O MOIpa3/IesIeHuUs );

— OCHOBHBIE HaTpPaBJICHUS U (POPMBI JESITETBHOCTH CTPYKTYPHOTO MOIpa3AeICHHUS;

—Kpyr BOINPOCOB IO B3aUMOJCUCTBUI0O CO CTPYKTYPHBIMU TOJpa3felieHUus MU (HAMMEHOBaHUS
CTPYKTYPHBIX TOAPA3ICICHIH, (POPMBI B3aUMOICHCTBHS); — TOJTHOMOYHS U OTBETCTBEHHOCTH;

— MIOKAa3aTeNN OLUEHKH JIeATEeIbHOCTH.

3aoanue 11.
Co3naiite HHOOPMAITMOHHO-TEXHOJIOTHUECKYIO KapTy JIBUKCHHUS TPUKA30B 110 JINYHOMY COCTaBY
TPEIIPUATHS.

Jlumepamypa: [1]; [3]

Tema 13 «AHa/IU3 COCTOSAHHE JOKYMEHTO000POTA Ha NPeNPHITHID)
Jlexyus

OddexTuBHOE YyIpaBieHHEe, palMOHAJIbHAs OpraHU3alUs U ONTUMHU3ALUSA JTOKYMEHTONOTOKOB
MPEANPUATHS.

Metoasl aHanmm3a JTOKYMEHTOOOOpPOTAa: CEKTOPHBIC IHUAarpaMMbl, CXEMbI JTOKYMEHTAIIMOHHBIX
MOTOKOB, JOKYMEHTO000pOTa, rpaduku BXOASAIICH M UCXOASANICH KOPPECHOHACHIIMU M JAp.), a TaKkKe
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METOIBI MoJicYeTa ero o0bemMa (M3yueHHe JOKYMEHTOB, HEIOCPEACTBEHHOE HalIoaeHue, Gpororpadus,
pabouero JiHs, Onpoc, aHKETHPOBAHUE).

Hcnonp3oBaHne MapmipyTHO-TEXHOJOTHICCKUX KapT. [ 'padudeckas METOIOJIOTHS CTPYKTYPHOTO
anammza SADT (SADT —Structured Analysis and Design Technique). AHanu3 I0KymMeHTOOOOpOTa
MOCPEJICTBOM aHajM3a OPraHM3allMOHHOW CTOPOHBI YNPABJICHHUS W M3YYCHHUS KAUYCCTBCHHOTO COCTaBa
JTOKYMEHTOIIOTOKOB.

OcHogHble  nowamus.  memvl:  JOKYMEHTONOTOK, MAaplIpPYTHO-TEXHOJIOTMYECKHE  KapThl,
oreparpamma, rpaguueckre MeTo/Ibl aHaJIN3a, 3Tallbl aHaJIN3a JOKYMEHTO000pOoTa.

Bonpocwl ona camoxonmpons:

1. Kakuie TUTIBI TOTOKOB JOKYMEHTOB BBIIEIISIFOT?

2. J1nst Kakux 1esield mpoBOIAT aHAIU3 JJOKYMEHTO000poTa?

3. HazoBuTe 1 packpoiiTe OCHOBHBIC ATAITBl aHAIH3a JJOKYMEHT0000poTa?

4. HazoBUTE OCHOBHBIE METO/IbI aHAJIH3A JOKYMEHTO000pOTa?

5. [lepeunciute OCHOBHBIC 3JIEMEHTHI MAPIIPYTHO-TEXHOJIOTHYECKON KapThl?

6. Packpoiite cymHOCTh cTpykTypHOro ananmuza SADT? 7. HazoBuTe OCHOBHBIE KadyeCTBCHHBIE
XapaKTePUCTHKH JJOKYMEHTa?

Jlureparypa: [1]; [3]

Tema 14 ®opmupoBanue 6a3 JaHHBIX M AHAJM3 T0KYMEHT0000pOTA
IIpakmuueckoe 3anamue

Bonpocwr k cemunapy:

1. OcHOBHBIE KpUTEPHH KIIaCCHU(PUKALIUN TOKYMEHTOB.

2. Tlpu3Haku KjIaccupUKaLMU yIPaBICHUECKON HH(POpMALHH.

3. IIporpammHoe obecriedeHnst Ipu GOPMHUPOBAHUN Oa3bl TaHHBIX.

4. Cdepa npumeHeHuss 0a3 JaHHBIX B YIpaBICHYECKOH JesTenbHOCTH. 5. DopMupoBaHHe
UH(POPMALIMOHHOTO 00€CTICUeHHUs] YUaCTHUKOB OPTaHNU3alMOHHBIX POEKTOB.

IIpakmuueckoe 3adanue

3aganue 1.
[IpoBenuTe aHanu3 JOKYMEHTOB M0 KAY€CTBEHHBIM XapaKTePUCTUKAM.

3aganue 2.
[Toctpoiite rpaduku TMHAMUKHA JOKYMEHTOIIOTOKOB MPEANPUSITHS.

3amanue 3. Co3pmaiite mHpOpMaLMOHHYIO ©0a3y JHaHHBIX TpPH  peaH3alHu
OpraHN3alMOHHOTO MPOEKTA.

Jlumepamypa: [1]; [3]

5 YuyeOHO-MeTOAUYECKOE 00ecTiedeHne 1/l CAMOCTOATEILHOI padoThbl 00y4aroUXCs
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B nenom BHeaynuTopHas camocTosITeNbHAas paboTa CTyACHTa MpU U3YYEHHH Kypca BKJIIOYAeT B
cebst cneayromnue BUIbI paboT:
- nmpopaboTKa (M3yueHHe) MaTepUaoB JICKIIH;
- YTeHHe W TpopaboTKa pPEKOMEHIOBAHHOW OCHOBHOM ¥ JIOMOJHUTEIHHON

JTUTEPaTYPHI,

- MOJIMOTOBKA K MPAKTUYECKUM (CEMUHAPCKUM) 3aHSITUSM,;

- MOMCK | MpopaboTka MaTepuanoB u3 MIHTepHeT-pecypcoB, NEPUOANUECKOM MeUaTu;

- BBITIOJIHGHHE JIOMAITHUX 3aJaHuii B (opMe TBOPUECKUX 3aJaHUM, KeHc-CTaju,
JIOKJIaJ0B;

- MOATOTOBKA MPE3CHTAINH JIJIS1 WIUTFOCTPALIMU JOKIA/I0B;

- BBIMIOJTHEHHE KOHTPOJILHOW pPabOThI, €ClH TPEeAyCMOTpeHa YUeOHBIM ILIAHOM
JHACIUATUINHEI;

- MOJTOTOBKA K TEKYIIEMY M UTOTOBOMY (TPOMEXYTOYHAsl aTTeCTallusi) KOHTPOIIO
3HaHUH MO TUCHUILINHE (3a4eT).

OcHoBHast [10JI1  CaAMOCTOSITEIbHOM  pabOThl  CTYIEHTOB MPUXOAWTCS Ha MHPOpabOTKy
PEKOMEHI0BAHHOM JINTEPATYPHI C IIEJIbI0 OCBOSHUS TEOPETHUECKOTO Kypca, MOATOTOBKY K MPAKTUYECKUM
(ceMHHApCKMM) 3aHATHSM, TEMaTHKa KOTOPHIX IIOJIHOCTHIO OXBATBIBACT COJACpXKAHHE Kypca.
CaMocTosTenpHas padoTa Mo MOATOTOBKE K CEMHUHAPCKHUM 3aHATHAM TpPEAIoaracT yMeHue paboTarh ¢
MePBUYHON HHPOPMAIIHEH.

6 @oH/I O1IEHOYHBIX CPEICTB /ISl MPOBeAeHHUS MPOMEKYTOYHOH aTTecTAllMU 00y4aI0UIUXCH 10

AUCHMILINHE
6.1. Cmpykmypa ¢honoa ouenounvix cpeocme

@DOoH/T OLICHOYHBIX CPEJICTB [IJIsl MPOBEIACHUS MPOMEKYTOUHOU aTTeCTAllMM OOYYarolmuXcsl IO
TUCHUIUTMHE «JleTonpon3BOACTBO» MPEACTABICH B MPUIOKEHUU K padodell mporpamMme AUCHUIUIMHBI U
BKJIIOUYAET B ceOs:

- nepevYeHb KOMIIETCHIIMM C YKa3aHHWEM 9TaroB WX (OPMUPOBAHHS B MPOIECCE OCBOCHHS
00pa3oBaTeNbHON MPOTPAMMBI;

- OTHCaHUE MOKa3aTeIeH U KPUTEPUEB OIICHUBAHUS KOMIIETEHIIMN HA PA3IUYHBIX dTalax Ux
(dbopMUpOBaHUS, OTIMCAHKE KA OIICHUBAHMUS,

- TUTIOBBIE KOHTPOJIBHBIC 3aJIaHMsl WJIM MaTepuaiibl, HEOOXOIUMBIE JIi OLEHKH 3HAHUH,
YMEHH, HABBIKOB U (WUJIN) OTIBITA AESITEIbHOCTH, XapaKTePU3YIOIIUX Tanbl POPMHUPOBAHUS KOMIIETEHIIU;

- METOAMYECKHUE MaTepualbl, ONPEECISIONME TPOLEaAYypbl OLEHUBAHUS 3HAHUN, YMEHUH,
HABBIKOB U (WJIM) OTBITA JIEATEIHLHOCTH, XapaKTEPU3YIOIINX ITAIMbI (JOPMUPOBAHUS KOMITCTEHITHIHA.

6.2. Bonpocul 01151 nposedeHus RPOMEIHCYnMoYHOI ammecmauuu no OucyuniuHe (3avem)

1. JaiiTe moHsATHE NE€T0NPON3BOACTBA. Ha30BUTE €ro 1enu 1 3a/1auu.

2. CymHOCTh TOKYMEHTUPOBaHUs. Y HUDUKAIHS TOKYMEHTOB.

3. Bunbl 10KyMEHTOB, BKJIFOYaEMbIX B CHCTEMY OpPraHU3aIMOHHO-PACTIOPSIUTEIBLHOMN
JIOKYMEHTAITUH.

4. 3aKOHOJATENIbHBIE AKThl W HOPMATHBHBIE JOKYMEHTBI, pErIAMEHTUPYIOIINE

JESITEIbHOCTD CITY>KOBI JOKYMEHTAIL[MOHHOI'O 00ECIIEYeHHs YIIPABIICHUS.
S. [TonsiTHE OPUANYIECKON CUIIBI JOKYMEHTA.
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6. Cocrasn 0053aTeNbHBIX PCKBU3UTOB OpraHru3aiuOHHO-pACIIOPAAUTCIIBHOTO

JOKYMEHTA.
7. CoBpemeHHble TpeOOBaHUS K OJaHKaM JTOKYMEHTOB U O(DOPMIIEHUIO JJOKYMEHTOB.
8. OcHoBHBIE TpeOOBaHUS K HM3TOTOBJICHUIO, YYETY, HCIOJIB30BAHUIO U XPaHEHHIO

0J1aHKOB C BocTpou3BezieHueM ['ocynapctBennoro repoa Pd.

9. OCOOEHHOCTH PEeruCcTpaluy BXOAAIINX, UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB.
10.  Drambl ABMXKEHHE JOKYMEHTOB B OpPraHU3aLIMH.

11. [Tpu3Hakam KiaccupUKaluy JOKYMEHTOB OpraHU3alliu B JIee.

12. Llenu HOMEHKIATypa /i OpraHu3alltu.

13.  IIpuka3s - noHsATHE, COCTaB PEKBU3UTOB, (hopMyisip-oOpasel. Brinucka u3 npukasa.
14. WHcTpyK1us - MOHATHE, PEKBU3HUTHI, POpMYIIsip-oOpasell.

15.  TlonoxeHue - MOHITHE, COCTAB PEKBU3UTOB, (hOPMYIISIp-00pasell.

16. Pacniopspxenue - moHsITHE, PEKBU3UTHI, (hOpPMYIIsSp-00pasell.

17. VYkazaHue - HOHITHE, COCTaB PEKBU3HUTOB, (hopmysip-oOpaserl.

18. JaiiTe o0111yt0 XapaKTepUCTUKY Y Ka3aHHUs.

19. [TocTaHoBneHUE - NOHATHE, PEKBU3UTHI, (hopMyIsip-oOpasell.

20. [IpaBuna oopmieHus: mpoToKoIa.

21.  VYcraB - NOHATHE, PEKBU3HUTHI, (hOpMyIsip-oOpaserl.

22.  TexHonorus nepenadyu JOKYMEHTOB B apXUB.

23.  IlpaBuia HCIIONB30BaHMS JOKYMEHTOB BEIOMCTBEHHOT'O apXHBa.

24. Oxapakrepu3yiTe JOKYMEHTHI 110 JUYHOMY COCTaBY.

25. [TpaBuna oopmiieHnss JOKYMEHTOB MPH MprUeMe Ha padoTy.

26. Kakue 1okyMeHThI pOPMHUPYIOT JIMYHOE JEIO.

27. Ilpenmer u OOBEKT KOHTPOJS HCIONHEHUS JOKyMEHTa. MeTonbl KOHTpOJIS

HCIIOJIHCHUSA NPUHATBIX JOKYMCHTOB.
28. MCTOI[I/IKa 1 TCXHUKA PCAAKTUPOBAHUSA CJ'IY)KGGHOFO AOKYMCHTA.

7 PexomeHyemasi IuTepaTypa

7.1 Ocnoenas numepamypa
1. Conory6 O.I1. Jlenonpou3BOICTBO: COCTaBICHHE, PEIAKTUPOBAHUE U 00PabOTKa TOKYMEHTOB:
yuae0. mocobue. — 6-e uzga. crep. — M.: Omera-JI, 2011. 207 c. 6 3k3.

7.2 /lonoanumensnasn aumepamypa
2. I'OCT P 7.0.97-2016. Hammonanpubiii ctangapT Poccuiickoit ®eneparuu. Cucrtema
CTaHzapToB 1Mo wuHpopmanuu, OUOIMOTEYHOMY U  H3AaTelbckoMy neny. OpraHu3aluoOHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBanusi k odopmieHuo aokymeHToB" (ytB. Ilpukazom
Poccranmapra ot 08.12.2016 Ne 2004-cT)

3. HenonpousBoacteo: yueonuk/ E.H. BacoBckas, T.A. beikosa, JI.M. BsoBa. - 2-e u3gn.,
crep.-M. :Akagemus, 2003 .-176 c. 10 3k3.

4. Hunenko C.A. JlenoBsie Oymaru u ocodbennoctu aenoBoro odmenus/C.A. unenko, JI.B.
Hunenko. - M.: MapT, 2005.-128 c. 33 3k3.

o. Kupcanosa M.B. CoBpeMeHHOE AeI0ONPOU3BOACTBO: yuel. mocodue. - 4-¢ uzn. - M.: Undpa-

M, 2004. — 312 c. 3 oK3.
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6. Mutpodanor C. B. Jlemompou3BoACTBO B TrocTHHHIE : ydeOHOoe mocodoue / C. B.
MurpodanoB. — Cankr-IlerepOypr : UD0 CII6YTYu3, 2013. — 113 c. — ISBN 978-5-94047-524-8. —
Texkct : onextpoHsblii //  Jlamp :  aneKkTpoHHO-OMOnmoTeuHas  cucrema. —  URL:
https://e.lanbook.com/book/64066 (nata obpamenus: 14.07.2021). — Pexxum moctyma: Ajis aBTOpPHU3.
IIOJIB30BaTENEH.

7. Pymbianna JI.A. JlokyMeHTaIIMOHHOE o0ecieueHue ynpaBieHus: y4eOHUK. - 8-€ u31., cTep.-
M.: Akagemus, 2010.-224 c. 5 7k3.

8 IlepedeHn pecypcoB HH(POPMATMOHHO-TEJIEKOMMYHHUKAIMOHHOI ceTH « AHTepHET»

1. Jdenomnpec Pexum nocryna: http://www.delo-press.ru/
2. JlenompousBoactBo Pexxkum mocrtyma: http://www.top-personal.ru/officeworks.html
3. Kazaposoe nenonpou3BoactBo Pexxum pocryma: http://www.hr-portal.ru/.

9 MeToauueckue YKazanusd 1Jis1 oﬁyqamumxca MO0 OCBOCHHUIO JTUCHUIIJIMHBI

Metoauka mnpenojiaBaHusl JaHHOM TUCHMIUIMHBI NpENoiaraeT 4TeHUe JEKIHH, NpOoBeJeHHE
MPAKTUYECKUX (CEMUHAPCKUX) 3aHSATHH, TPYNIOBBIX U WHAMBUIYAIbHBIX KOHCYJIBTAIUHN 10 OTACIBHBIM
(maunbonee CIOXKHBIM) crenu(UYecKuM MpodieMaM TUCHMIUIMHBL [IpenycMoTpeHa camMocTosATeNbHas
paboTa CTY/ICHTOB, a TAK)KE MPOXOKICHUE aTTECTAIIMOHHBIX HCITBITAHUH MTPOMEKYTOYHOMN aTTECTAIUH.

Jlekyuu TIOCBSIIAIOTCS pACCMOTPEHUIO HanOoJIee BaKHBIX KOHIIETITYaIbHBIX BOIIPOCOB: OCHOBHBIM
MIOHATHUSAM; TEXHOJIOTHSIM CO3JIaHUSI M JBIDKEHUS JOKYMEHTOB, IPUMEHSIEMBIM Ha MPOM3BOJICTBEHHBIX
NPEIIPUATHIX PHIOOX03IHCTBEHHOTO KOMIUIEKCA, OIeHKEe MX 3()()EeKTUBHOW peann3anuu; 00CyXKIESHUIO
BOTIPOCOB, TPAKTOBKA KOTOPHIX B JIUTEPATYPE €Ile HE YCTOSIIACh JTUOO SIBIISIETCS TPOTHBOPEYMBOM. B x01e
JeKIMH 00ydaronMes cae1yeT HOArOTOBUTh KOHCIIEKThI JIEKIUH: KpaTKO, CXeMAaTU4HO, 10CIIE10BATEIbHO
(UKCUPOBATh OCHOBHBIE IOJIOKEHHSI, BBIBOABI, (HOPMYIUPOBKH, 0000OIIECHNS; TOMEYaTh Ba)KHbIE MBICIIH,
BBIJICJIATh KIIOUEBBIE CIIOBA, TEPMUHBI; MPOBEPSTH TEPMUHBI, MOHATHS C TOMOIIBIO IHIMKIIONEIHH,
CJIOBapel, CIPaBOYHUKOB C BBIMUCHIBAHUEM TOJKOBaHHH B TETpPab, 0OO3HAYHTH BOIPOCHI, TEPMHUHBHI,
MaTepHuall, KOTOPbIA BBI3BIBACT TPYAHOCTH, MMOMETUTHh M TIOMBITATHCS HAWTH OTBET B PEKOMEHIYeMOM
auteparype. Eciin caMmocTosTenbHO HE yaaeTcs: pa3o0paThesi B MaTepualie, He00X0aAuMo c(hopMyIHpOBaTh
BOIIPOC U 33/1aTh NMPENOABATENI0 Ha KOHCYIbTALUH, HA IPAKTUYECKOM 3aHITHH.

Ienvio nposedenus npakmuueckux 3aHAmMUN SBISCTCA 3aKpeIUICHWE 3HAHWN OOydJarommxcs,
MOJIy4EHHBIX MU B X0/1€ U3yUCHHs JUCIUIUIMHBI Ha JIEKIUAX U CaMOCTOSTeNbHO. [IpakTuueckue 3aHsaTus
MPOBOJATCS B JOPME CEMUHAPOB; Ha HUX Pa30UparoTCs KOHKPETHBIE CUTYallUU U3 IPAKTUKH 3apyOexKHOTO
Y POCCHICKOT0 yIIpaBIeHHs, TPOBOANUTCS TECTUPOBaHHE, 00CYXK1at0TCs JOKIIA/bI, TPOBOAATCS onpockl. Ha
y4eOHBIX 3aHATUSAX CEMHHAPCKOTO THUMAa O0YyYaromIuecsl BHIMOIHAIOT MPopaboTKy pabodeil mporpammel,
ynensist 0co00e BHUMaHHE IENISIM M 3a]jadaM, CTPYKTYpe B COJIEPKAHUIO JUCIUIUTHHBI, KOHCTIEKTUPOBAaHHUE
UCTOYHUKOB; pabOTy C KOHCIIEKTOM JIEKLIUH; TOJATOTOBKY OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, IIPOCMOTP
PEKOMEHAYeMOH JIUTepaTypbl, paboTy ¢ TeKCTaMU O(UIMAIBHBIX MyOJINKaLUi; peleHue MPaKTUYECKUX
3alaHUMN.

ITpu n3yyeHny AMCUUILINHBI UCTIONB3YIOTCS HHTEPAKTUBHBIE METO/Ibl O0YUYEHNUs, TAKHE KaK:

1. Jlexuus:

- npo6neMHa;1 JICKIMA, IIpcAllojararomas H3JI0KCHUC MaTcpualia 4dYcpe3 HpO6HeMHOCTB
BOIIPOCOB, 3aaa4 UJIN CHTyaHHﬁ. HpI/I 9TOM IIPOLECC MO3HAHUA ITPOUCXOAUT B HAYYHOM IMOUCKE, TUAJIOTC U
COTPYAHUUCCTBEC C MPETIOAABATCIICM B MPOUCCCC aHAJIM3a U CPABHCHUA TOYCK 3PCHUS,
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- JEKUUA-BU3YyalIU3alusl - MojJaya MaTepuana OCYIIECTBISETCS CPEACTBAMH TEXHUYECKUX
CpeICTB OOy4YeHHs] C KpaTKUM KOMMEHTHPOBAaHHEM JIEMOHCTPUPYEMBIX BHU3YalbHBIX MaTepUajOB
(npe3eHranuii).

2. CemuHap:

- TEMaTUYECKUI CeMUHAp — 3TOT BHJI CEMUHApa TOTOBUTCSI U MPOBOAUTCA C IIEJIBIO
aKLEHTUPOBAaHUSI BHUMAaHMs OOYYaloIIMXCS HAa KaKOW-THOO aKTyaJlbHOM TeMe Wid Ha Haubosee
BaYKHBIX M CYIIECTBEHHBIX €€ acrnekTax. [lepen HauanoM cemuHapa o0y4aronumMcst 1aeTcs 3aJaHue
— BBIJICNIUTH CYLIECTBEHHBIE CTOPOHBI TEMBI, WU K€ MPEnoJaBaTeb MOXKET 3TO CAeIaTh caM B TOM
ciiydae, Korja oOydaroluecs: 3aTpyAHIIOTCS MPOCIEIUTh UX CBSA3b C MPAaKTUKOW. TemaTumueckuid
ceMUHap yriyOJsieT 3HaHMsI CTYJE€HTOB, OPUEHTUPYET UX HAa aKTUBHBIM MOUCK MyTEH U crocoOoB
pelIeHUs 3aTparuBaeMon npoOIeMbl;

B nenom BHeayauTOpHas camocmoamenwvhas padoma odyuaouwjuxca TPU U3YYEHUH Kypca
BKJTIOYAET B c€0s1 CIIEAYIONIUE BHIIBI padoT:

- npopaboTka (M3ydeHre) MaTEpPUaIoB JEKIUL;

- YTeHHE U TPOpabOTKa peKOMEHAOBAHHON y4eOHO-METOAMYECKOM INTEPATYPHI;

- MOMCK U MpopaboTka MaTepuanoB U3 MIHTepHeT-pecypcoB, NEPUOANUECKOM eUaTH;

- BBINOJIHCHHE JOMAIlHUX 33JaHuil B (opMme Kelc-CTaau, TECTOB, TBOPYECKUX
3a/laHul, T0K/1a/10B, pedepaTos;

- HNOJArOTOBKA MPE3eHTAUMH Ui WJUIIOCTPAUUM JOKJIAJ0B U  IPEICTaBICHUS
pE3yJIbTaTOB aHAJIN3a KOHKPETHBIX CUTYaIINM;

- KOHCIIEKTUPOBAaHUE TIEPBOMCTOYHUKOB M Y4€OHOI TUTEpaTypHI;

- MOJIFOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U UTOTOBOMY KOHTPOJIIO 3HAHHM.
OcHOBHast J0JdsI CaMOCTOSITENIBHOM pPa0OThI OOYYAIOUIMXCS TMPHUXOJUTCS HA TOATOTOBKY K

MPAKTUYECKUM  3aHATHUAM, TEMaTUKa KOTOPBIX IIOJHOCTBIO OXBaThIBAET COJAEpPKAHME Kypca.
CamocTosaTenbHass paboTa 1O TOATOTOBKE K  MPAKTUYECKUM  3aHATUSAM [0  JIUCUUIUIMHE
«JlokyMeHTallMOHHOE OOEcIieueHre YIpaBiICHUs MpeanojaraeT yMeHue paboTath C TNEPBUYHON
uHpopManuen.

10 KypcoBoii npoekT (padora)
Brimonaenmne KypcoBoro npoekra (padoTsl) HE MPEYCMOTPEHO YU€OHBIM IIIAHOM.

11 Ilepeyenr WHGPOPMAIUOHHBIX TEXHOJIOTMH, HCHOJb3YyeMbIX IPH OCYUIECTBJICHUU
0o0pa3oBaTeIbHOIO NMpoIecca Mo JUCHUIVINHE, BKIKYasi epedyeHb NPOrpaMMHOro odecrne4eHus
1 MH(OPMALOHHO-CIIPABOYHBIX CHCTEM

11.1 Ilepeuensv unghopmayuonnvix mexnoaocuil, UCnOIb3YEMbIX RPU OCYULECIEICHUN
obdpazoseamenvHo20 npoyecca
- 3JIEKTPOHHBIE 00pa30BaTeNbHbIE PECYPCHI;
- HCIIOJIB30BAaHUE CIaN-TIPE3CHTALUM;
- UHTEPAKTUBHOE OOIEHHE C OOYYarOMIMMHUCA M KOHCYJIHTHPOBaHHE MOCPEICTBOM
3JIEKTPOHHOU MOYTHI.
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11.2 Ilepeuensv npozpammnozo obecneuenus, UCNOAb3YEMO20 NPU OCYULECHI/ICHUU
obpazoeamenvHozo npouecca

[Ipu ocBOCHMHU AUCIUILTUHBI UCTIONIB3YETCS JTUIIEH3MOHHOE ITPOrpaMMHOE 00ecTieueHue:
- ITaker P-7 oduc: - mporpamma nmpoBepKH TEKCTOB Ha MpeIMET 3aMMCTBOBAHUS

«AHTHIIIIATHATY.

11.3 Ilepeuenv ungopmayuoHHO-CRPABOYHBIX CUCEM
- cnpaBOYHO-TIpaBoBas cucrema ['apant http://www.garant.ru/online

12 MarepuajibHO-TeXHHYeCKOe o0ecredeHue U CIUNINHBI

- U TIPOBENICHUS 3aHATHI JIEKIIMOHHOTO THUIIA, MPAKTUYECKUX (CEMUHApPCKUX) 3aHITHH,
IPYNIOBBIX U UHAUBHUIYAJIbHBIX KOHCYJIbTAIMH, TEKYILIEr0 KOHTPOJISI U IPOMEXYTOUHOM arTectanuu, No
7-405 ¢ KOMIUIEKTOM y4eOHOM Mebenu Ha 36 mocagouHbIX MECTa;

- JUISL  CaMOCTOSITENbHOM paboThl  oOydaromuxcss - yudeOHas ayautopus Ne 305,
obopynoBaHHass S5 pabOYMMM CTAaHIMSAMH C JOCTYNOM K ceTh «VHTepHeT» U B D3JIEKTPOHHYIO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO Cpely OpraHM3allid, W KOMIUIEKTOM Y4yeOHoil Mmebenu Ha 29
MOCaJI0YHBIX MecTa; yueOHas ayauropus Ne 517, o6opynoBanHas 8 pabounMu CTAHIUSAMH C JOCTYIIOM K
cetn «VHTEpHET» M B DIIEKTPOHHYIO HHPOPMAIMOHHO-00pa30BaTEIbHYIO Cpely OpraHu3aluu, |
KOMIUIEKTOM yuyeOHoU Mebenu Ha 12 mocagoyHbIX MecTa;

- J0CKa ayAUTOpHAas;

- npe3eHranun B Power Point mo Temam kypca «JlokyMmMeHTalMoHHOe obecrieueHue
YIpaBICHUS»;

- MyJIbTUMEANIHOE 000pyI0BaHNE (HOYTOYK, IPOEKTOD).
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