®EJIEPAJIBHOE TOCYJJAPCTBEHHOE BIO/[J)KETHOE OBPA3OBATEJIbHOE VUPEXJIEHUE
BBICILIET'O OBPA3BOBAHUS
«KAMYATCKUM T'OCYJJAPCTBEHHbBIN TEXHUUYECKU YHUBEPCUTET»
(®T'BOY BO «Kamuatl ' TY»)

®daxynpTeT HHPOPMAITMOHHBIX TEXHOJIOTHUN, SKOHOMHUKHU U yIIPABIICHUS

Kadenpa «9koHOMUKA U MEHEIHKMEHT»

YTBEPXIAIO
Jlexan ¢akynbrera
UH(OPMAITMOHHBIX TEXHOJIOTHI, SKOHO-
MUKH B YIIPaBIICHUS
/f L /ULA. Poluka /
 «29» suBaps 2025 r.

PABOYAS TIPOTPAMMA JTUCIUITJIMHBI
«OCHOBBI JEJIOIPON3BOACTBA»
HanpaBJIeHHE IOATOTOBKH
38.03.04 'ocynapcTBEHHOE M MYHULIUIIAJIBHOE YIIPABICHUE

(ypoBeHb OakajiaBpuaTa)

HaIPaBIeHHOCTH (ITPOMUIH):
«["ocynapcTBeHHas 1 MyHHUIIMIIAIBHAS CITY)K0a»

[Terponasnosck-KamuaTckui,
2025



Pabouas mporpamma muCIUIUIMHBI cocTaBiiecHa Ha ocHoBanuu PI'OC BO namparnenwmst moarotoBku 38.03.04
«ocynapcTBeHHOE ¥ MYHUITUITATBHOE YIIPABICHHUE).

CocraButenb paboyei mporpaMmmbl m%"
TOTICHT Kadeapbl « IKOHOMHUKA i MCHEIDKMEHTY, ; /<,/ ! A.O. lllynukos
K. TIOJTUT.H.

Pabouas mporpamMma paccMoTpeHa Ha 3aceiaHuu Kadeapsl « IKOHOMUKA U MeHeDKMEeHT 22.01.2025,
poTokoa Ne 6

3aB. kadenpoii «IKOHOMUKA U MEHEPKMEHT, ?\\

K. 3. H., TOTICHT s ‘ 10.C. Mopo3soga
Ko/

«22» saBaps 2025 T.



1 Heau n 3a7a4u y4eOHOM IMCUMILIUHBI

Ienvro nucunruiabel «OCHOBBI JICIONPOU3BOJCTBAY SBISETCS (DOPMUPOBAHHE y OO0YYArOIIUXCS
3HAHUU O JJOKYMEHTAI[MOHHOM 00€CNeUeHUN YIPaBIIEHUs, HOPMATUBHO-METOANYECKOM 0a3bl AeI0npous-
BOACTBaA, I[OKyMeHTOBCI[‘ICCKOﬁ TCPMUHOJIOTUH, A3BIKC CJIy)KGGHOI‘O AOKYMCHTA, TCXHOJIOIUAX pa60TbI C
JOKYMEHTaMHU, a TaK)Ke METOIUKOM X opopMIIeHUs, COCTaBICHUS, TPABKU U PEeAaKTUPOBAHUS.

OcHOBHBIE 33]1a4H Kypca:

- U3YYEHUE COACPkaHMsI HOPMATUBHBIX MPABOBBIX aKTOB M METOJIMYECKUX JTOKYMEHTOB, pe-
TIIaMCHTUPYIOIHUX BOIIPOCHI CO3AaHNA NOKYMCHTOB U pa60TbI C HUMH,

- u3ydeHue TpeOOBaHUS K  COCTaBICHUID U
pacnopsAUTEeIbHON JOKYMEHTAINH;

— U3ydeHre 00ecreueHHsI PAIMOHATILHOTO HCIIOJIB30BAHUS IOKYMEHTOB B JISIIOBOM MPAKTHKE
NPEAIPUATHS,

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

oQOpMIIEHHIO  OpraHU3alMOHHO-

2 TpeGoBaHus K pe3y/1bTaTaM OCBOCHUS M CHUIIIUHBI

[Tpouecc n3yueHust AUCUMILUIMHBI HAIIPABJICH Ha ()OPMUPOBAHUE CIIECTYIOLIIX KOMITCTCHITUIH

I1K-3 - CriocobHOCTh NPOBOIUTH NPUEM, YU€T, 00pabOTKY, PErMCTPALUI0 KOPPECIIOHICHIIMU U
COCTaBJISITh HOMEHKJIATYpy JEll.

[Tnanupyemblie pe3ysbTaTbl 00y4eHMs NMPU U3YUYEHUH JUCLMILIMHBI, COOTHECEHHBIE C IJIaHUpYye-
MBIMH pe3yJIbTaTaMH OCBOEHUS 00pa30BaTEIbHON IPOrPaMMBI, IIPEICTABICHBI B TAOIUIIE.

Tabmuna — [nanupyemsbie pe3yabTaThl O0YUYCHUS TPU U3YYCHHUH JUCIUIUIMHBI, COOTHECEHHBIC C
TUTAHUPYEMBIMU pe3yJIbTaTaMU OCBOEHUSI 00pa30BaTeNbHOM MPOrpaMmbl

Kon [Inanupyemsle pe- Kon u naumenoBa- [nanupyemsblii pe3ysbTaT Kon moka-
KOMIIETEHIIUH | 3YJIbTaThl OCBOCHUS HUE€ UHJUKaTOpa oOyueHus 3aTens
o0pa3oBaTesIbHOI JOCTUKEHUS TIPO- 10 TUCLUIUINHE OCBOEHUS
IIPOrPaMMBI (beccuoHambHOU
KOMITIETEHINH
I1K-3 Cnocobnocts  mipo- | M/-1nks Brmageer nes- | 3gaTh:
BOMHTH TIPUEM, ydér, | TPAIM30BAHHOM 1 cMe- | yoyvaryphpie gokymen- | 3(ITK-3)1
00paGoTKy,  peru- | Lol Qopamu Be- | | M0 CTaHIAPTU3ALUN B
JEHUST  JIeIOTIPON3BO/I-
CTpaLUIO KOPPC- | crga, cucremoii 3am- | OOTACTH JIEIONPOM3BOJCTBA,
COOHACHIUU H CO- | MOJIEHCTBUSI BHYTpHUBE- I[eP'ICTByIOHIHe Ha TCPpUTO-
CTaBJIATh HOMCHKJIA- | AOMCTBCHHOTO M MeX- | pyy  Poccuiickoit ®enepa-
Typy Jen. BEAOMCTBECHHOT'O DJJICK- LU, 3(HK_3)2
TPOHHOI'O0  JOKYMCHTO-
0GopoTa — CHCTEMBI JIOKYMEHTAlIUH,
TpeGoBanns k cocraBiaenmio | 3(MK-3)3
u  OpOPMIICHHIO JIOKYMEH-
TOB, coBpeMennble crocoOs | 3(ITK-3)4
U TEXHHUKY CO3JIaHUS JIOKY-
MEHTOB;
— OpraHu3alui0 JIOKyMEH-
TO0OOpPOTA B OPraHU3AIUIX;
— TIEpeUYeHb MU CTPYKTYpY 3(IK-3)5
OpPraHM3aIMOHHBIX U pacro-
PAOUTENBHBIX JOKYMEHTOB;
— OpraHu3alUI0 MEXBEIOM-




Kon [Inanupyemsle pe- Kon u HaumeHnoBa- [lnanupyemslii pe3ynbTaT Kon moka-

KOMIIETEHIIH | 3YJIBTaThl OCBOCHUS HUE UHAMKATOpa o0y4yeHus 3ares
00pa3oBaTeNbHON JTOCTHKEHUS ITPO- TI0 TUCIUTUINHE OCBOCHHS
IIPOrpaMMbI (beccuoHambHOU
KOMITETCHIIUH

CTBEHHOTO  3JIGKTPOHHOTO
JOKYyMEHTOO0OpOTa ¢ HC-
MOJIb30BAaHUEM  MEKBEIOM-
CTBEHHOH CHCTEMBI 3JICK-
TPOHHOTO JTOKYMEHTOO0OpO-
Ta U JICJIONPOU3BOJICTBA.

Ymersn:
— paspabateiBath mpoektsl | Y(IIK-3)1
YIIPABJIEHYECKON  JIOKyMEH-
Taluy,;

— anammsuposath u BHen- | Y (IIK-3)2
PATH  YIIPABIEHYECKYIO JI0-
KYMEHTAIIHIO; Y(IIK-3)3
— ONTUMH3HPOBATH  JOKY-
MEHTOOOOPOT B OpPraHM3aly-
AX; Y(IIK-3)4
— aHaAIM3UpOBaTh  MH(Op-
MaluK O (YHKIHOHHPOBA-
HHU CHCTEMBI BHYTPEHHETO
JIOKyMEHTO000pOTa OpraHu-
3aluH.

Baanern:

— HaBBIKAMU JOKYMEHTAJIb-
HOro OOpMIICHHS pelIeHU
B ynpasieHun omnepanuon- | B(ITK-3)1
HOM  (IIPOM3BOJCTBEHHON)
JIEATEIIbHOCTH OpTraHU3allnii;
— mHaBblkamu anamm3a uH- | B(IIK-3)2
¢dopmanuu 0 GYHKIHMOHUPO-
BaHuu cucTeMbl BHyTpenHe- | B(ITK-3)3
ro JIOKyMEHTo00OpoTa opra-
HU3aINN;

— HaBBIKAMU  TIOJITOTOBKHU
OpPTaHMU3AIMOHHBIX U Pacro-
PAIUTEIHHBIX JOKYMEHTOB.

3 MecTo TMCHMIIMHBI B CTPYKTYpe 00pa30oBaTeIbHOI MPOrpaMMbl

VYyeOHass AMCUMITIMHA SIBIISETCS JAUCUUIUIMHON, GOpMUpyeMON ydyacTHHUKaMU 00pa30BaTeIbHBIX
OTHOIIECHUH B OCHOBHOI 00pa30BaTebHOI MporpamMmme.

3HaHUsI, YMEHHUS U HaBBIKU, TIOJyYEHHbIE 00YYaIOUIMMUCS B XOJ€ U3y4eHHs Kypca JUCIIUILINHBI,
MOTYT OBITh MCIIOJIb30BaHbI ISl TPOXOXKICHUS MPEIUITIOMHON MPAKTHKH, @ TaKXkKe JUIS MTOATOTOBKH BBI-
MyCKHOW KBaJIM(PUKAIIMOHHOMN pabOTHI.




4 Copep:kanue TUCHUNTHHBI

4.1 Temamuueckuii nnan oucyuniunsl (0uHan hopma odyueHus)
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Tema 1 «OcHOBHBIE NOHATHS U ONpeEie-
Huckyccus,
HUS JOKYMEHTAIIMOHHOTO oOecreueHus 5 4 4 1 TecT
YIpaBICHUS»
Tema 2 «JlokyMeHTalMoHHOE oOecreye-
Hoxy H 7 6 6 1 Omnpoc
HUE JIETTIOBOTO OOIIEHUS
Tema 3 «Dopmyisap-oOpaser] opraHu3aim- Tuckyccns
OHHO-PaCHOPAAUTEIBHOIO JOKYMEHTA. 5 4 4 1 Te};T ’
OOm1re cBeIeHUs O PEKBU3UTAX)
Tema 4 «CucremaTu3zanus U XpaHeHUE [IpakTuue-
YIPABICHYECKUX JOKYMEHTOBY 7 6 6 1 CKO€ 3aHs-
THE
Tema 5 «IIpaBwmia opopmiieHHs OITAHKOB 3 5 5 1 Huckyccusi,
JOKYMEHTOBY TECT
Tema 6 «Cocrapienne u 0ohOpMIICHHE TTH- [TpakTuue-
cemM» 7 6 6 1 CKO€ 3aHs-
THE
Tema 7 «IIpaBuna opopMII€HUSI OCHOBHBIX
Huckyccus,
BUJIOB OPraHU3allMOHHO- 3 2 2 1 TecT
pPacopsiANTEIbHBIX JOKYMEHTOBY
Tema 8 «Odopmienune opraHn3aluoOHHO- [TpakTuue-
pacnopsAUTEIbHON JOKYMEHTALIUN 7 6 6 1 CKO€ 3aHs-
THE
Tema 9 «IIpaBuna opopmiIeHHUST OCHOBHBIX
Huckyccus,
BUJIOB CIIPAaBOYHO-MH(POPMAIIMOHHBIX J10- 3 2 2 1 oot
KYMEHTOBY
Tema 10 «CocraBienue u opopmiieHHe IIpaxTuue-
WH(POPMAITMOHHO-CIPABOYHON TOKYMEH- 5 4 4 1 CKO€ 3aHs-
TaLM THE
Tema 11 «Opranuzanmsi JTOKyMEHTO00O- Tuckyceus
poTa B OopraHax roCyJapCTBEHHOW BJIACTH 4 2 2 2 Te};T ’
Y MECTHOTO CaMOYTIPABIICHUSI»
Tema 12 «Odopmienne JOKYMEHTOB 110 IIpaxTuue-
JINYHOMY COCTaBY» 6 4 4 2 CKO€ 3aHs-
THE
Tema 13 «AHanu3 cOCTOSIHUE JTOKYMEHTO- 4 2 2 2 | Hduckyccus




000poTa Ha IPEATIPUSITHI)

Tema 14 dopmupoBanue 06a3 NaHHBIX U Omnpoc,
aHaJIM3 JJOKYMEHTO000pOoTa 6 4 4 , | mpakTuue-
CKOE 3aHs-
THE
JuddepenumrpoBanubiii 3a4eT
Beero | 72/2 | 54 | 18 | 36 18

4.2Temamuueckuii n1an OUCUYUNIUHBL (OUHO-3A0YHAA hopma 0OyUeHUs)
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Tema 1 «OcHOBHBIE NTOHATHS U ONpeEie- Tnckyceus
HUS JTOKYMEHTAllMOHHOTO 00ecreyeHus 4 2 2 2 TeYCT ’
YIPABICHUS
Tema 2 «JlokyMeHTalMoHHOE obecrneye-
Jloky 1 4 2 2 2 Omnpoc
HUE JIETTIOBOTO OOIIEHUS
Tema 3 «Dopmysip-oOpaszer opraHusaiu- Tnckycens
OHHO-PaCHOPSAUTCILHOIO JJOKYMCHTA. 4 2 2 2 TeYCT ’
OO6mre cBeIeHNs O PEKBU3UTAX)»
Tema 4 «Cucremaruzanus U XpaHEeHHUE ITpakTnue-
YHOPaBICHYCCKUX TOKYMEHTOB)Y 4 2 2 2 CKO€ 3aH-
THE
Tema 5 «lIpaBuna opopmieHus 0J1aHKOB 5 ) ) 4 Huckyccus,
JOKYMEHTOB) TECT
Tema 6 «CoctaBiienue u opopmieHue nu- ITpakTnue-
ceEM» 6 2 2 4 CKO€ 3aHs-
THE
Tema 7 «IIpaBuna odpopMIeHUS OCHOBHBIX Jnckycens
BHUJOB OpraHu3allMOHHO- 6 2 2 4 Te}:}T i
pacnopsANTENbHBIX JOKYMEHTOBY
Tema 8 «OdopmiieHne opraHu3alOHHO- ITpakTnue-
pacrnopsAIUTEIbHON JOKYMEHTAIIN» 6 2 2 4 CKO€ 3aHs-
THE
Tema 9 «lIpaBuna odpopMIeHUS OCHOBHBIX Tlncxycens
BUJIOB CIIPAaBOYHO-MH(POPMALIMOHHBIX J10- 6 2 2 4 TeyCT ’
KYMEHTOBY
Tema 10 «CocraBnenue u opopmieHue 6 ’ ’ 4 [IpakTuue-
1MH(OPMAIMOHHO-CIIPABOYHON JOKYMEH- CKO€ 3aHs-




Talun» THEC

Tema 11 «Opranuzanus ITOKyMEHTOOOO- 5 1 1 4 Huckyccus,
poTa Ha NPEIIPUATUIX ) TECT
Tema 12 «OdopmieHre TOKyMEHTOB TIO [TpakTuue-
JINYHOMY COCTaBY» 5 1 1 4 CKO€ 3aHsI-
THE
Tema 13 «AHanu3 COCTOSHUE JOKYMEHTO-
5 1 1 4 | Juckyccus

000poTa HAa NPEINPUSTHI

Tema 14 ®opmupoBanue 0a3 JaHHBIX H Omnpoc,

aHaJIU3 IOKYMEHTO000pOTa 5 1 1 4 paKTH4e-
CKOE 3aHsi-
THE
JudbdepeHnmrpoBaHHbIi 3a4eT
Becero | 72/2 | 32 | 10 | 22 40

4.2 Cooepiwcanue oucuyuniunol

Tema 1 «OCHOBHBIC MOHATHS U ONpPeAeJeHUs] JOKYMEHTAIMOHHOIO0 o0ecreYeHusi yrpasJe-
HUSD
Jlexyus

JIOKYMEHT U CUCTEMBI JOKYMEHTALUU. 3HAYEHUE COBPEMEHHOI'0 TOKYMEHTUPOBAHUS B YIIPABJICH-
yeckol nesrenbHocTH. HopmaTuBHO-IIpaBoBasi 6a3a periiaMeHTupyrouas JAeJ0npon3BoACcTBO. OyHKINU
nokymeHToB. Exunas rocyaapcrBeHHas cucrema jenonpousBoictsa (EI'CH). YuuduuupoBanHusle cu-
crembl nokymenTanuu (YCJ). Knaccudukanus JoKyMeHTOB. YTIpaBlIeHUECKas: JOKYMEHTAIMs: TpeOoBa-
HUS K COCTABJICHUIO U O(hOPMIICHHUIO.

OcHogubie noHAmMuUs membl: TOKYMEHT, GYHKIIUN JOKYMEHTOB, KiacCU(UKALIUA JOKYMEHTOB, Jie-
JIOTIPOM3BOJICTBO, IOKYMEHTHPOBAHKE, JOKYMEHTO0000pOT, (hopmyssip, OJ1aHK, HOMEHKIIATypa.

Bonpocwl 0na camoxonmpons:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIaMeHTUPYIOTCSI OCHOBHBIE TEPMUHBI B 00JIaCTH JI€J10-
MPOU3BOJICTBA?

2. Yto BKIIIOYAET B ce0sl MOHATHE «IOKYMEHT»?

3. Kakue g3bIkM U c110COOBI JOKYMEHTHPOBAHUS Bbl 3HaeTe?

4. HazoBuTe coBpeMeHHbIE BU/Ibl HOCUTENEH HHPOPMAIIIH.

5. KakuM 3aKOHOM yCTaHABIMBAETCS IPABOBOM PEXXUM CO3JaHMsI, XPAHEHUS U UCIIOIb30BaHM
MH(OPMAITUOHHBIX PECYPCOB?

6. Uem oTiuyaeTcst JOKYMEHT JIMYHOTO IPOUCXOXKIEHUS OT O(UIIMATIBLHOTO T0KyMeHTa?

7. Yto oOycnaBiIuBaeT IOPUAUIECKYIO CHITY OUIIUATBEHOTO JOKYMEHTA?

8. UTo moHMMaeTcst Mol HOIMPYHKIIMOHAIBHOCTBIO JJOKYMEHTa?

9. HazoBuTe ocHOBHBIE OJIOKH (Tpynibl) GYHKIUI TOKyMEeHTa. YeM XapaKTepu3yeTcs KaXKIbli
610K?

10. Kak mensiercs nelictBue QyHKIMI BO BpeMEHU?

11. KakoBbI OCHOBHBIE 1IETTH YHU(PUKALIUN JOKYMEHTOB?

12. Yto yuuThIBa€TCA MPH NMPOBEIEHNUU YHU(DUKAIIMH JOKYMEHTOB?

13. Yto noHMMaeTcst ol CUCTEMOMN JOKYMEHTALINU?

14. Kakue OBIBafOT CUCTEMBI IOKYMEHTAIIUN?

15. Yro mpencrapinseT coOo0i cTaHIapT ¥ Kakue BUJbI CTAHAAPTOB IPUMEHSIOTCS B HaIleH
cTpane?

16. UTo BXOIUT B KOMIUIEKC HOPMAaTUBHBIX JOKYMEHTOB 10 CTaHJApTHU3aLMH?

17. Yro npencrapnser codoit YCJI u kakue neiictBytoniue B Hamiei ctpane Y CJl BeI 3HaeTe?
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Jumepamypa: [2]; [4]; [5]; [6]

Tema 2 «/lokyMeHTAaLIMOHHOE OOecIedeHune 1eJI0BOro 00 meHmn s
Ilpakmuueckoe 3anamue

Bonpocul ons 0bcyscoenus:

1. OmnpesienieHne OCHOB JOKYMEHTHPOBAHHMS YIIPABICHYECKOM AEATSIbHOCTH.

2. SI3bIKOBBIC HOPMBI OUITHATIBHBIX JOKYMEHTOB.

3. Uccnenosanue chep GYHKIIMOHUPOBAHHS U KAHPOBOTO pazHOOOpa3usi OQHUIMATbHO-IETOBBIX
JTOKYMEHTOB.

4. Ananus s3bIKOBBIX (POPM ODHUIHATBHBIX JOKYMEHTOB (IPAKTHUCCKHUE YIIPAKHCHHUS).

5. UccnenoBanue npuéMoB yHUDHUKAIIUH SI3bIKA CITY)KEOHBIX JTOKYMEHTOB.

JMumepamypa: [1]; [2]; [3]; [6]; [7]; [8]; [9]-

Tema 3 «@opmy.isip-o6pa3el] OpPraHU3aNMOHHO-PACTOPAANUTENHLHOI0 T0KyMeHTa. Ofue
CBE/ICHHS 0 PEKBH3UTAX»

Jlexyust

VYnpasneHueckass JOKyMEHTalus: TpeOOBAHUS K COCTAaBICHUIO M O(OPMICHHIO, (OPMYIIsp-
o0pasel, cocTaB U pPACHOJOXKEHHE PeKBU3UTOB. [lOCTOSIHHBIE M IEpeMEHHbIE PEKBU3MUTHL. YTJIOBOH U
MPOAONBHBINA O7aHK goKyMeHTa. CriocoObl opopMIIeHHsST PEKBU3UTOB: (pIIaHTOBBIN M IeHTpoBaHHBINA. Co-
BpPEMEHHBIE CIIOCOOBI M TEXHUKA CO3/1aHUS JIOKYMEHTOB.

Ocnogubie nonsamus memwl: GopMymnsip-oopasell, peKBU3UT, TaOynupoBanue, GopMmar.

Bonpocul ona camokonmpons:

. Kakue ¢opmartsl Gymaru ncnosb3yrorcs s ocTpoeHus: popmynspa-odpasua OP/1?
. Kakue pazmeps! noneit OP/] ycranosnens! popmyssipom-oopasziom OP]?

. Moryt 11 Ha MOJIAX JTOKYMEHTa pacloiaraThCsi Kakhue-muo0 peKBUUTHI?

. Kakoit MakcumanbHbINi COCTaB PEKBU3UTOB YCTAHOBJICH (popMyIisipomM-o0pasiom?

. CKOJIbKO MOJIOXKEHUH TaOyIsTOpa UCTIONb3YyeTCsl TPH 0(OPMIICHHH PEKBU3UTOB?

. Kakue PEKBU3UTHBI OTHOCATCS K IIOCTOSTHHBIM?

. Kakue pekBU3UTHI SABNSAIOTCS 003aTENbHBIMU?

. CKOJIBKO CYyHIIECTBYET CLIOCOO0B 0OPMIIEHUS PEKBU3UTOB?

. UTo XapakTepu3yroT AOMONMHUTEIbHbIE pPeKBU3UTH OP/]?

10. Yem npo10J1bHBIN BapyUaHT pacIoyioKEHNs PEKBU3UTOB 3aroJIOBOYHON YacTu OJlaHKa OTJINYa-
€TCsI OT YIJIOBOIO?

O 001N DN b W~

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

Tema 4 «CucremaTn3anus ¥ XpaHeHHe YNPABJICHYECCKUX JOKYMEHTOB)»
IIpakmuueckoe 3ansamue

3aoanue 1.
CocTaBbTe HOMEHKIATYPY A€ KaHUEISIPUN OpTaHU3aIlHH.

3aoanue 2.
CocTaBbTe HOMEHKIJIATYPY Jie1 (UHAHCOBOTO OT/IEIa OPraHU3aI[HH.



3aoanue 3.
ChopmupyiiTe THIHOE J1€710 pAOOTHHKA OpTaHU3AIIH.

3aoanue 4.
Brinenure u packpoiite OCHOBHBIE (DYHKIIUM DKCIEPTHONM KOMHCCHU Ha ocHOBE «llomoxkeHus o
IIOCTOSIHHO JIEHCTBYIOIIEH SKCIIEPTHOM KOMUCCUU YUPEKIACHUS, OpraHU3aLUuu, IPEATIPUATHS.

Jlumepamypa: [1], [5], [7], [13], [17].

Tema 5 «IlpaBuia opopmiieHus1 6J1AaHKOB JOKYMEHTOB)
Jlexyus

CocrtaB pekBU3UTOB. biiaHKK TOKYMEHTOB: Ul MUChbMa U OOLIMI OJaHK JJIs JPYTUX BUIOB JOKY-
MeHTOB. OdopmieHue pekBU3UTOB. TpeOoBaHMS K O(OPMIIEHHIO PEKBU3UTOB OPIraHU3aLIOHHO-
pacropsaUTEIbHBIX TOKYMEHTOB, CIIPAaBOYHO-UH(POPMALIMOHHON U CIIPAaBOYHO-aHATUTUYECKON JJOKYMEH-
tanuu. CTanzapTu3anus npouecca JOKyMEHTUPOBAHU.

OcHosHble nonsamusi memvl. BUIBI OJIAaHKOB JIOKYMEHTOB, rep0, sMOsieMa; TOBapHBINA 3HAK (3HAK
o0city>)KuBaHus); Ko (GOpMbI JOKyMEHTa; HAMMEHOBAHUE OpPTraHU3allMM - aBTOpa JIOKyMEHTa; HauMEHO-
BaHUE CTPYKTYPHOI'O MOAPA3JEICHUs - aBTOpa JTOKYMEHTa; HAMMEHOBAHME JIOJDKHOCTHU JIMLA - aBTOpa
JOKYMEHTA; CIPaBOYHbIC JaHHbIe 00 OpraHM3allly; HAaMMEHOBAaHME BHJa JOKYMEHTA; JlaTa JOKYMEHTa;
PErUCTPALlMOHHBI HOMEP JOKYMEHTA; CChLIKA HAa PErHCTPAllMOHHBIM HOMEpP M JaTy MOCTYIUBLIETO J10-
KyMEHTa; MECTO COCTaBJIeHUs (M34aHUs) TOKYMEHTa; Ipud OrpaHHMUYCHMs JOCTYyHa K JOKYMEHTY; ajape-
car; rpu( yTBEpXKACHHUS JOKYMEHTa; 3arojIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O MPHJIOKCHHH;
rpud coriacoBaHus JIOKyMEHTa; BU3a; MOANUCH; OTMETKA 00 3JIEKTPOHHON MOIKMCH; [1e4aTh; OTMETKa 00
HCIIOJIHUTEJIE; OTMETKA O 3aBEPEHMH KOMMM; OTMETKA O MOCTYIUIEHUN JOKYMEHTA; PEe30JIIOIMs; OTMETKA
0 KOHTPOJIE; OTMETKA O HAIIPABJICHUU JOKYMEHTA B JIEJIO.

Bonpocwi ona camoxonmpons:

1. Kakue opranu3zanuu UMEIOT IPaBoO U300paXkaTh Ha OJIaHKAX CBOMX JIOKYMEHTOB [ 'ocymapcTBeH-
HbIi rep0 Poccuiickoit @enepanmn?

2. Uto nipeAcTaBiIsitoT cOO0M KOJT OpraHU3aIiy U K01 (HOPMBI TOKYMEHTA, UCIIOJIb3yeMbIe Ha
omankax OPJ1?

3. UeMy OJIKHO COOTBETCTBOBaTh HAMMEHOBAaHUE BUAA JOKYMEHTA, IPUBOAMMOE B OJJaHKE KOH-
KpPETHOTO BHJIa JOKYMEHTA?

4. Kakue ciocoObl ohopmiieHus: pekBu3uTa «Jlara TOKyMeHTa» Bbl 3HaeTe?

5. UeM pekBu3nT «PeructpaninoHHbI HOMEP TOKYMEHTa» OTJIIMYAETCs OT pekBu3nTa «CChUIKa Ha
pEruCTpallMOHHBIA HOMEpP U J1aTy JOKYMEHTa»?

6. Bceraa iau Ha OaHKe JJOJKEH MPUCYTCTBOBATh PEKBU3UT «MeCTo COCTAaBICHUS WIN U3AaHUS
JIOKyMEHTa»?

7. UTo 03Ha4yaeT HaJM4Me Ha JOKYMEHTE rpuda orpaHu4YeHus J0CTyna K Hemy?

8. Kakum 00pa3zom HYKHO 0pOPMIISITh PEKBU3UT «ApecaTy, €clid JOKYMEHT aJIpecyeTcs B Ipy-
T'YIO CTpaHy?

9. KakoBbl cocTtaBHbIC YacTH pekBU3uTa «I pud yTBep>KIeHUS JOKYMEHTa?

10. Kakumu crioco6amu MOKeT 0(pOpMIIATHCS peKBU3UT «Pe3ormonus»?

11. Kakue cymiecTByl0T 0COOEHHOCTH O(pOpMIIEHHUS pEKBU3NTA «3aroJIoBOK K TEKCTY JOKYMEHTa»
B 3aBUCHMOCTH OT BUJa JOKyMEHTa?

12. B kakux ciydasx TEeKCT OPHUITHATHHOTO JOKYMEHTa MOKHO 0(hOPMIISITh TOJIBKO Ha PYCCKOM
A3BIKE?

13. Koria oTMETKY 0 HAIMYUHU TIPUIIOKEHUS MOKHO 0(OPMIISITH TIO KpaTkoi popme?

14. Kak opopmisiercst pexkBu3uT «Iloanuce», ecinu JOKYMEHT HOJAMUCHIBAECTCS PYKOBOAUTEIAMU
JBYX OpraHu3anui’?

15. Kakumu criocobamMu MOKET OCYIIECTBIISTHCS BHEIIHEE COTIACOBAaHME U KaK 3TO 0(opMIIseT-
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cs?

16. I'me mpocTaBisieTcst Ha TIOKyMeHTe peKkBU3UT «I pud coriracoBanusi TOKyMeHTa»?

17. Kakue Buzpl nevaret ynorpebisirores npu opopmiennn OPJ] 1 kak mpaBUIIbHO JOTKHA OBITH
MpOCTaBJIeHa MevyaTh?

18. I'me mpocraBnsieTcss OTMETKA O 3aBEPEHUU KOMTUU M KaK OHa oopmitsieTcs?

19 SBnsiercs nu pekBU3UT «OTMETKa 00 UCIIOJIHUTEINE) 0053aTeIbHBIM U TJI€ OH IPOCTaBIsieTcs?

20. Yto BX0aUT B cOCTaB pekBU3nuTa «OTMETKA 00 UCIIOJHEHUU JJOKYMEHTa U HAlPaBJICHUH €T0 B
neon?

21. Ha xakux TOKyMEHTax MPOCTABIAETCSA PEKBU3UT «OTMETKA O MOCTYIIJIEHUH JOKYMEHTa B Op-
ranu3anuio»? Ha3oBure coctaBHbIe YaCTH 3TOTO PEKBU3UTA.

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

Tema 6 «CocraBienue u oopmiieHHe THCEM»
Ilpakmuueckoe 3ansamue

3aoanue 1.

CocraBbTe nuceMo — npuraamesue Ne 544 ot 10.07.20  no ci. JaHHBIM:

WHCTUTYT TOUHBIX IPUOOPOB MOCHUIAET NUChbMO — npuriamenue nupexropy LIHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ NpUrialieHUEM MOCETUTh MEKIYHAPOAHYIO CIIEHUAIN3UPOBAHHYIO BbICTaB-
Ky «DKOHOMHS MaT€pUAIbHBIX U TOIUIUBHO — YHEPIETHUYECKUX PECYPCOB B CTPOUTEIHCTBE U MPOMBIIII-
JeHHOCTH». BbicTaBKka coctouTcs B I. MockBa B aBWJIbOHE BbICTaBOUHOrO LeHTpa Ha Kpachoii [IpecHe
18 aBrycta 20 roma ¢ 9.00 mo 20.00. Axpec mHCTUTYTA TOYHBIX TpuOOpoB I. Mocksa yi. [lnexanosa
36, ten. 237-87-77. Nupextop unctutyra Tounsix npudopos C. K. Ceprees.

3adanue 2.

Cocraspte rapantuiinoe nucbMo Ne 589 ot 23.09.20  mo cieayroumuM JaHHbIM:

00O «Mury rapantupyer AO «BocTopr» oTrpy3Ky akKyMyJISITOpHBIX Oatapeit Ha cymmy 324000
(Tpucra nBaguaTh 4eTbipe Thicauu) pyosaeil 00 komeek B T€UeHHE 2-X HEAENIb ¢ MOMEHTA MOCTYIUICHUS
JICHE)KHBIX CPEJICTB HA PACUETHBIN CUET.

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

3adanue 3.
CocraspTre nH@opmaronHoe nucbMo Ne 59 ot 12.09.20  mo cnenyromuM JaHHBIM:
MockoBckuil nonurpaduyeckuii TEXHUKYM coobmaet nupexropy mkoisl Ne 12 B.C. AHTOHOBOM
0 TOM, YTO B HOBOM y4€OHOM I'0Jly TEXHUKYM OTKPBIBAET JIBa HOBBIX (haKyJIbTETA:
1. JlazepHble TEXHOJIOTMH B NOIUTpaduu
2. IOpunmueckuit
[TpaBuna nmpuema obuue i Beex.
Anpec MockoBckoro moiurpaduueckoro TexHukyma r. Mocksa yin. Mupa 86, ten. 337-87-87.
Hupekrop texuukyma M.C. rnaresesa.

3aoanue 4 Cocmasbme u oghopmume cydcedOHble NUCLMA NO CEOVIOWUM CUMYAYUM.

Curyauus 1.

JlemapraMeHT NOIJEPKKU M PA3BUTUS Majoro MpPEeAIpPUHHUMATENbCTBA MUCHMOM 3a IOANHCHIO
3aM. qupekTopa Jenapramenta CeepukoBa A.B. yBenoMuin pykoBOACTBO eTckoro cana Ne 1586 o tom,
YTO B CBSI3U C Pa3BUTHEM INPEANPHUHUMATENHCTBA 3[JaHUE JETCKOTo cajia JOJKHO OBITh MepelaHo st
TEXHUYECKUX HYXJ JenapTaMeHTa.

Hcnonnurenem BacunpeBoil o nopydenunto nupekropa aerckoro caga Ne 1586 FOro-3ananHoro
OKPY>KHOT'O yIpaBjieHHsI 00pa3oBaHusi I. MOCKBBI, PacIioIOKEHHOTO Ha MpocnekTe MUu4ypruHCKOM, JJOM
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22 1. MOCKBBI, OBIJIO COCTABIIEHO MHUCHMO, a[PECOBAHHOE OTAENy mruceM Mapuu MOCKBBI IO aapecy: T.
Mocksa, yn. TBepckas, 13, B koTopom aupekTop aerckoro caga Ne 1586 O.A. A6pamoBa mpocuiia pas3o-
OpaThCsi B JAHHOM BOIIPOCE, MOTHBHUPYS TEM, YTO B HA3BAHHOM pallOHE JETCKHX CaJ0B OCTAJIOCh MAJIO U
HE BCE €T MOTYT IOCEeHIaTh JETCKUE JIOIIKOJIbHbIE yupexaeHus. [luceMo OblJI0 OTBETOM Ha MOJYy4EH-
HBII JOKYMEHT OT /lernmapTameHT.

Curyanus 2.

IIpencenarens npapieHus akimoHepHoro kommepueckoro 6anka « TOPTTIPEJIBAHK» (mip. Bep-
Hazackoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. lllymoB obparuics k ['eHepas-
Homy nupektopy HITO «Ac6ect» JI.M. BonbiHiieBy ¢ Mpoch00l pacCMOTPETh BOIIPOC O IIPEIOCTABICHUN
B umtenbhyto apeany AKb « TOPI'TIPEJIBAHK» pa6ouunx mmomanaeit — 180 kB. M 1oj pa3MelieHue ot-
neneHus OaHka.

[Tucemo ObUT0 cocTaBiieHo ucnonauteneM A.M. IloaniecHoi Ha JOKHOCTHOM OJlaHKE mpejacena-
Tejs npaBieHus 0aHKa U moAnucaHo 24 mMaprta TeKyIero roja.

Curyanus 3.

Ucnonnutenem M. O. [lonsikoBoii no nopyueHuto HayajibHUKa otaesna Mapkerunra [TAO «Topr-
notpebcoro3d» (r. Mocksa, Jlecnas yi., a.18, 117123, ten./dakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa ObUIO COCTAaBIICHO MUCHMO B ajI-
pec OO0 «/lenoy», Texunyeckomy nupektopy A.M. MsrkoBy o0 OTIpaBKe JOKYMEHTAIIMH CJIEAYIOLIErO
conepxanusi: «Hampasisiem HeoOxonumbie BaM mOKyMeHTHI, coaepxaniie MHPOPMALUIO O I[EHE KOM-
IUIEKTa HAYYHO-TEXHUYECKOW OKYMEHTAllMd Ha XOJOAMIbHOEe obopynoBanue. [Ipeanmaraem BbIcnaTh
TEXHUYECKYIO JIOKYMCHTAIMIO Ha 3apyOe)KHBbIC aHAJIOTH XOJIOAWILHOTO obopymoBanus. [Ipu mpuHaTHU
MOJIOKUTEIILHOTO PEIIeHHUs O 3aKylKe 000pyAoBaHus MIpocuM Bac HanmpaBUTh COOTBETCTBYIOIIEE MHUCHMO
pykoBoauTento otaena copita HaymoBy C.IL». JlaHHBIM MHCEMOM COMPOBOXKAANACH CIICU(UKAIAS HA
28 1. B 1 3K3.

Curyanus 4.

MoCKOBCKUI paJuOTEXHUUECKUH KOJUIEK UMEHHU akajgemuka A. A. Pacriernna MunHucrepcTBa
obpazoBanus PO (Mocksa, yn. b. [lekadbpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pazocnan
MH(OPMAaLIMOHHBIE MTHCbMa JUPEKTOpaM IIKOJ ropojia ¢ cooOLIeHHEM 00 OTKPBITUM B HOBOM y4eOHOM
roAy IBYyX (hakynbTeTOB: COBpeMEHHbIe MH(OPMAIIMOHHBIE TEXHOJIIOTUH U IopuaAndYeckuid. B muceme co-
0011a710Ch TaKKe O TOM, UTO MpaBujia MpueMa Ha yKa3aHHbIe (akyabTeThl oouue. [Iucbmo ObUI0 cocTaB-
neHo ucriosnHuTeneM CtenaHoBoi U noanucano nupekropoM JI.b. MapteiHtokom 15 mapra Tekyiero ro-
aa.

Curyanus S.

ITAO «IlepBas ®abpuka» (r. banammuxa, yi. 3apeunas, 1. 3, 104010) mommxHO ObUIO B COOTBET-
ctBud ¢ 1. 6 pgoroBopa ot 10.07.2015 Ne 12/25 «O mnocraBke NpoaAyKUUU» MnocTaBuTh  AO
«CAHJIEPEJIJIA» (MockBa, Kpacnoropckas yiu., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue Mmecsua KoxaHyloo QypHUTYpPY
Ha obmyro cymmy 150 000 py6neit. daktudecku xe GypHUTYpHI OblI0 caaHo Ha cymmy 120 000 pyOreit
Y HeJoTIoCTaByIeHO npoaykiuuu Ha cymmy 30 000 py6uteit. CornacHo 1.8 10roBOpa 3a HEJOTOCTaBKY MPO-
OYKUUHU JTOJDKHA OBITh yIIaueHa HEycToWKa B pa3mepe 5%, 4TO OT CyMMbI HEJOMOCTAaBKU COCTaBHIIO
1500 pyObmei.

Hupextop AO «CAHZEPEJIJIA» B./I. ®enoposa obpatunack k aupexropy OOO «llepBas Pab-
pukay O.J]. CokonoBy ¢ MpochOOW MEPEUNCINTh Ha UX PaCUETHHIN cueT ykazaHHyro cymmy (1500 pyO0.).
B nporuBnom ciiyyae AO «CAHZIEPEJIJIA» OyzeT BbIHYXJIeHO 0OpaTuThesl B Tocapoutpax. Ilucsmo o
HEJIOTIOCTAaBKe MPOIYKIIMU ObLI0 cocTaBieHo ucnoiguutenem P.T. FOnuno#t u nmoanmucano ®@emxoposoii 12
aBrycTa TeKyIIero roja.

Curyanus 6.
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Hupextop AO «AHTypuym» (Mocksa, LIBetHoit OyneBap, a. 3, 105123, ten./dpaxc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHoB oOparuiics k [ 1aBHOMY penakTo-
py xypHana «Jlemo» B.W. IlomeBoMy ¢ mpock00il pazMecTuTh pekinamy npoaykuuu AO «AHTYypUym» B
ouepeTHOM HoMepe kypHana. O0beM peKIaMHOro Marepuana — 2 monockl. Ormiata myOIuKauy rapaH-
tupoBainack. [IucbMo 0 pasMenieHn pekiambl Obu10 coctaBieHo ucnoianurenem JILU. [Mucapesoit, mon-
nucano 1upekropom A.P. CMUPHOBBIM U TTIaBHBIM OyxrantepoM B.A. AHTOHOBOA.

Curyanus 7.

[TybnuunbiM akioHepHbIM o01ecTBoM «Bocxom» (109176, Mocksa, yi. Ilonesas, n.14, 0d.324)
obu1 ohopmiieH 3aka3 Ne 7 Ha MOCTaBKY MPOJYKIIMH B COOTBETCTBHH C 3aKIIOUYEHHBIM JIOTOBOPOM O I10-
craBkax oT 13.06.2013 Ne 12 u nanpasnes B aapec [TAO «/Iuamanty» (114000, Mockga, yi. [IpoctopHasi,
a. 25, od.14, Tem. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnaxo ITAO «/[namanT» He cMOIJIO B yKa3aHHBIH cpok (28.07.2014) ucno-
HUTH 3aKa3 u3-3a 0OJIE3HH BEIYIIETO COTPYAHUKA OTIeNa OocTaBku U I'eHepanbHbil nupexTop ero I.JI.
MypowmiieB HampaBmil HHPopMaloHHoe nmucbkMo B ajpec [IAO «Bocxoa» o mepeHoce CpoKoOB HCIIONIHE-
Hus 3aka3a Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopom Takke otMmetuia 4to [TAO «/luamanTty» coriacHo
B T€UCHHE 5 THEH BBHIILIATUTh HEYCTOWKY B COOTBETCTBHH C 1.4.2 3aKIIOUYEHHOTO JOTOBOpa O MOCTABKaX.
[Tucemo Ob1T0 coctaieno ucnomauteneM A.JI. CMEUPHOBOI 1 OANKCH 3aBEpPEHA MeYaThi0 OpPraHU3aLNH.

Curyaunus 8.

00O «Jlura» (MockBa, 123465, yn. Mapoceiika, 1.15, ten. 384-05-90, daxc: 384-05-90) 3aruia-
HUPOBAJIO MpoBeneHue Beepoccuiickoit pokaecTBeHCKOM sipmapku 00yBu ¢ 10 HOs06ps mo 31 nexalps
Tekymero roga. OnHako B cBs3u ¢ TeM, 4ro OOO «JIura» He pacnosarago JOCTaTOYHBIMH IIOLIANSIMHU
ISl IPOBEICHUS sipMapkH, McromHuTenbHbIN nupektop odmectBa A.A. KoyeTkoB BeIHYXIeH ObLT 00pa-
tuthes K Jlupextopy Beepoccuiickoro BeicraBouHoro nenrpa T.K. TypoBy ¢ npocb0oii o mpenocTasiie-
Huu obuiectBy B apeHay 300-400 kB. M BBICTaBOYHOM IUIOLIA/IA U TapaHTUEN OILIATHI.

Jlumepamypa: [1], [2], [3], [4], [6].

Tema 7 «IIpaBuja opopmjieHUs] OCHOBHBIX BHI0B OPraHU3aALMOHHO-PACIOPAINTENbHBIX
AOKYMEHTOB)»
Jlexyust

OpranuzalvoHHbIE JOKYMEHTHI, IOHATHE, OCHOBHbBIE CTPYKTYpPHBIE JIEMEHTHI U MpaBuia oopm-
JIeHUs PEKBU3UTOB PacrnopsauTenbHble TOKYMEHTHI: MOHATHE, CYIIHOCTh, ()YHKIMOHATIbHAs HalpaBJIeH-
HocTh. [Ipukassl mo auuHomy coctaBy. OdopMieHHE U COCTABIEHUE PACIOPSAUTEIbHBIX JOKYMEHTOB.
BelInucku u3 opraHu3alioOHHBIX U PACIIOPAAUTENBHBIX JOKYMEHTOB.

OcHogénbie nonsmus memvl: IPUKa3, YCTaB, PACIOPSIKEHUE, IOCTAHOBIIEHUE, YKa3aHHE, MOJIOXKE-
HUE, UHCTPYKIUS, PEIICHHE.

Bonpocwr onsa camokonmpons:
1. Kakue Bubl OpraHu3alMOHHO-PACTIOPSAAUTENBHBIX JOKYMEHTOB OTHOCSITCSL K PACIIOPSIAUTEIb-
HBEIM?
. [louemy pacnopsiauTenbHble JOKYMEHTBI OTHOCATCS K IIPABOBBIM aKTam?
. Korna pacniopsiautenbHbie JOKYMEHTBI BCTYIIAIOT B CHITY?
. Kak paznugarotcs mo cdepe AeiicTBHs pacOpsSAUTENbHBIE TOKYMEHTHI?
. Uto sIBNIIETCSI OCHOBAHUEM JIJISl U3/IAaHUS PACTIOPSIUTEILHOTO JOKYMEHTA?
. Kak ctpoutcs TekcT pacnopsauTenbHOro 10KyMeHTa?
. Kak odopmiisiercst oTMeTKa 0 HaTUIHH MPUITOKEHHS B PACTIOPSIUTEIHHOM TOKYMEHTE?
. Kakue opranbl npyHUMAalOT MOCTaHOBJICHHUE?

01N DN AW

12



9. Uto o3HayaeT Aara B pacropsiANTEIIbHOM JOKYMEHTE, MPOCTaBisieMas B 3aroJIOBOYHON YacTH
Omanka?

10. B kakoii ¢popme n3aaroTcsi COBMECTHBIE PACTIOPSIIUTENBHBIC JOKYMEHTHI?

11. Kakue ObIBarOT BU/IbI MPUKA30B?

12. Yem oTimuaetcst ohopmIIeHUE MpUKa3a 10 JIMYHOMY COCTaBy?

13. KTo numeer npaBo noJnucu Ha nmpukazax?

14. Kakoil peKBU3UT UMEETCS TOJIBKO Ha JBYX BUJIAX PACHOPSAIUTEIbHBIX JOKYMEHTOB - YKa3aHU-
X U paCHOPSIKEHUSIX ?

15. ITo kakuM BOMpOCaM M3/IAOTCS PACTIOPSKEHUE U yKa3aHue?

Jumepamypa: [1]; [2]; [3]; [9]

Tema 8 «O(l)OpM.]'IeHHe OpFaHI/I3aIII/IOHHO-paCHOPﬂ)II/ITeJILHOﬁ AOKYMEHTaluu»
Hpakmuuemoe 3arAamue

3aoanue 1

OdopmuTs 3asBieHre Kaccupa 3aBoja «CBeT» ¢ MPOChOON MPEeIOCTaBUTh YICHUYECKUN OTITYCK C
06.03.20 1o 18.03.20  nmpoaomKUTENbHOCTHIO 13 KaneHJapHbIX JHEH HA OCHOBAaHUM CIPABKU — BBI3O-
Ba Ne 5655 01 01.03.20 . ®.N.0O. xaccupa NBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopMuth mprKa3 Mo TUYHOMY COCTaBY Ha OCHOBE JTaHHBIX 3a7aHus No 1.

[Tpuka3z Ne 65k ot 05.03.20  «O npeaocTaBieHHN YYEHUYECKOTO OTIyCKa» Kaccupy 3aBoza M.I1.
NpanosHoit ¢ 06.03.20 mo 18.03.20  mpoaoiKUTENbHOCTBIO 13 KajleHAapHBIX JHEH Ha OCHOBAaHUU
cipaBku-BbI30Ba Ne 5655 o1 01.03.20  u 3asBnenus kaccupa W.I1. ViBaHOBHOM.

[TpocTaBuTh BU3y corjacoBaHus HadanbHuKa otaena kaapoB O.A. CepreeBoil u OTMETKy 00
03HAaKOMJICHHH C ITPUKa30M [BaHOBOM.

3aoanue 3

OdopMUTh ITpUKA3 10 OCHOBHOW J€SITEIbHOCTH.

B cootBerctBum ¢ Pacnopskenuem Munuctpa ot 04.03.20  Ne 115 «O0 ycuneHuu npoTHBOIIO-
KapHOU 6€30MacCHOCTH M YCHJIEHUH OXPaHbl B MEPHO MPa3JHUYHBIX JTHEH» cocTaBUTh npukas Ne 245 ot
06.03.20  m3nmaHHBIA TUpeKTOpoM HaydHO-TIPOM3BOJICTBEHHOTO O0BbEIUMHEHUST «ATpOorprudop» T. Mock-
Bbl M./I. I'aIKUHBIM.

B pacnopsautensHOM yacTH BBIACTUTD 4 MyHKTA:

1. O6 opranu3zanum yOOpKH TEPPUTOPUU 0ObEIUHEHUS

2. O mpoBepKe COCTOSIHUS SJIEKTPOIPOBOAKU

3. O mpenocTaBieHUH B CeKpeTapuaT IeHepalbHOTO TUPEKTOpa CIHUCKAa COTPYAHMUKOB, MpeObIBa-
HUE KOTOPBIX HEOOXOANMO Ha TEPPUTOPHH OOBEIUHEHHS B TIPA3IHUYHBIC JTHA

4. KoHTpoJb 32 UCIIOJTHEHWEM BO3JIaraeTcsl Ha T1aBHOTro MHkeHepa oobeaunenus [1.P. XKapoga.

Kaxxapiit myHKT paccMoTpeTs 1o cxeMe «Komy?», «Uto HykHO caenats?», «Jlo kakoro cpoka?».

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

[TpocTaBUTh BU3Y IMTaBHOT'O MH)KEHEPA

[ToctaButh oTMETKY 00 McnioauTeNe. Mcomautenem sisnsiercss ConobeBa Tenedon 302-34-56

3aoanue 4.

Odopmuts pacniopsokerre Ne 137 ot 10.03.20  ryaBHOro MHX)eHepa MOCKOBCKOT'O CTaHKOCTPO-
urensHOTO 3aBoAa «Texmammy J[.M. ConaneBa «O BHenpenuu cranmapra OPJ] CTII 02-601» Ha ocHOBE
MPEUI0KEHHBIX 00pa310B B IPUJIOKEHUH 5 U 6.

B pacnopsiiutenbHON 4acTH yKa3aTh 4 MyHKTa:

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

2. O6 oprammzanuu 3aHsatuii o u3ydenuto CTII 02-601 co cmemumanucramMu U WHXKEHEPHO-
TEXHOJIOTUYECKHUM ITepCOHaIOM (c yKkazaHueM «Komy» U ¢ kakoro ymucia)

3. O6 opranuzanuu TUpaxkupoBanus OgaHkoB OPJl, THUMOBBIX TEKCTOB M YHU(DUIIMPOBAHHBIX
dopmM (c ykazaauem «Komy?»)

4. KoHTpOoIb 32 UCHIOJTHEHUEM PACIOPSHKEHUS BO3JIOXKUTh HAa 3aMECTUTENIS IUPEKTOpa MO OOIIMM
Borpocam M.K. buposa.

IIpocTtaButh BU3y topuckoncynbta I[1.K. JIyHoBa

[ToctaButh OTMETKY 00 mcmonauTene. Mcmnonaurenem ssisercs XKypasnesa U.B. tenedon 308-
34-16

3aoanue 5. Cocmasvme u oghopmume NPOMOKOIbL U AKMbL, HEOOXOOUMbIE 8 CledYIOuUX

VNPABNIeHYeCKUX CUMYAYUsIX.

Curyanus 1.

Hupexkmus OO0 «Actpes» (Cankt-IlerepOypr) 12.08.20 1. mpoBeno cBoe oueperHOe 3aceia-
Hue, Ha kotopoM npucyTcTBoBainu Boctpsikos C.T., Ctynues I1./1., Jlebenes .M., Antonos I1.JI., Hlen-
tyHoBa B.I'., Tumodeen A.A., Ctynosa M.U.

Ha 3acenanum oOcy»kaanoch ABa Bompoca: 0 xojae pekiamuoi kammanuu B 111 kBaprane 20 1. u
0 [IepPeX0/1€ HAa HOBYIO CUCTEMY BBIIJIAThI IPEMHUAIIbHBIX.

[To mepBoMy BoIpoOCy CIyIIadd COOOIIeHHE HadalbHUKa oTnena peknambl BoctpsikoBa C.T.,
TEKCT COOOIICHHSI KOTOpOro ObLI mepenan cekperapro 3acenanus H.Jl. bemosoii. [Toatomy ke Bompocy
BBICTYNWJI (pUHAHCOBBIN AupekTop TuModeeB A.A., KOTOPbIH 0100pUIT YBEIHMUYEHHE PACXOI0B HA HAPYXK-
Hyto peksamy B LI kBaprane 20 r. Ha 5%.

[To BTOpOMY BoIipocy caenan coodmenue CtynoB M.M. u TeKCT cOOOIIEeHUs TaKKe mepeaal Cex-
perapro. [lo manHomy sxe Bompocy BbICTymwin AHTOHOB [1.JI., HauanbHUK OTAENa Kaapos, u Jlebenen
.M., nupektop no nponaxam. [lepBelii 0100priI HOBYIO CHCTEMY BBIILJIATHl IPEMUATIBHBIX U PEKOMEH-
J0BaJI MOATOTOBUTH HeoOXxoaumMbie qokyMeHTHI K 01.09.20 1. Btopoii npeanoxui 1opaboTaTts HOBYIO
CUCTEMY BBIILJIATHI MPEMHUANBHBIX U PEKOMEHI0BA MIPOBECTU TOJIOCOBAHKE MO JAHHOMY BOIPOCY Ha 00-
1IeM COOpaHUM TPYIOBOrO KOJUIEKTHBA.

B urore 3acenanus ObUIM NPUHATHI ciefytomue pemenus: 1. Ono0pute paboTy oTAena peKkjiambl
B III xBaprane 20 . 2. [IpoBectu oO1iee coOpaHue TPyI0BOTO KOJUIEKTHBA IO BOMPOCY O TEPEXo/ie Ha
HOBYIO CHCTE€MY BBIILIATHI npeMHuaiabHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY coOpaHus Oblia
Ha3HauyeHa 3aB. kaHuemspueit lllentynosa B.T'.

Cobpanue Ben npencenatens O.A. PymsHies.

Curyanus 2.

AO «I'pana-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBeTa IUPEKTOPOB, HA KOTOPOM
npucyrctBoBanu cieayromue wieHsl Cosera: [lonos W.II., MBanos U.M., Cunopos C.C., YcruHoBa
V.V., ®enopo @.®. B cBsi3u ¢ HamuumeM KBOpyMa 3aceiaHe ObLIO TPU3HAHO MpaBoMoYHbIM. Ha 3ace-
JlaHW€ BBIHOCWJICS BOIIPOC 00 OMpeAeIeHUH PhIHOYHONW CTOMMOCTH pa3MeIlaeMbIX OOIECTBOM JOMOIHU-
TenpHbIX akuui. [lo nanHOMy Bompocy 3acinymanu @enoposa @.D., KOTOPHIN MPEMIOKWI ONPEACIIUTD
PBIHOYHYIO CTOMMOCTh pa3MeIlaeMbIX OOLIECTBOM AKIMKA MyTEM 3aKpPbITOH MOANUCKU JOMOTHUTENBHBIX
akuuii B pazmepe 10 000 (mecsitu Thicsid) pyO. 3a akiuio. 3aceJaHue MOCTAHOBIIIO YTBEPIUTH MPEIJIO-
xenue @enoposa @.D., Tak KaK MPU roJocoBaHUU «3A» ObUIO OTAAHO MATH FOJIOCOB, IPOTOJIOCOBABIINX
«ITPOTHUB» u «BO3AEPXABIINXCA» He Obuto. Pemenue mpuHATO €IWHOTIIACHO. 3acedaHHE Bel
npeacenarens I1L.U. IIporokon noarorosien cexperapem M.I1. IletpoBbim.

Curyanus 3.

Corpynnuku Oyxrantepun [TAO «KBanT» mpoBenu 3acefjaHue MO BOIPOCY COKpALIEHHs CpoKa
COCTaBJIEHHs TOZI0BOr0 oTyeTa 3a 20 T., HA KOTOPOM MPUCYTCTBOBaIO 6 yesnoBek. C cooOIIeHneM BbI-
crynuia Oyxrainrep CypkoBa A.M., koTopasi oTMeTHIa, YTO PaOOTHUKHU TPYIIIbI y4eTa UMEIOT BCE BO3-
MO>KHOCTH JJIs1 3HAUUTEIBHOTO COKPALIEHHs CPOKA COCTABJIEHMSI TOJOBOIO OTYETA, U YTO I'OJOBON OTYET
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3220 1. MOXXeT OBITh PEACTABJICH TPYINON yueTa Ha 3 IHS paHbIIIe YCTAaHOBJICHHOTO CPOKA.

B o6cyxnenun nannoro Borpoca Beictynuiau E.H. Kpotos, rimaBusiii 6yxranrep, u [ A. lllyouHa,
oyxranrep. KporoB cooOmmi o ToM, 94T0 UM pa3paboTaH HOBBIN rpaduk padoOT MO COCTABICHUIO I'OJIOBO-
ro OTYeTa, MPHU YCIOBUU BBINOJIHEHUS, KOTOPOTO BCeMU PAOOTHHKAMU TPYIIIbI y4eTa, TOJ0BOIl OTYET
MO>KHO COCTaBHUTh M C/aTh Ha 4 THS paHblle YCTaHOBIEHHOro cpoka. I.A. lllyouna ormeTuia, 4yTo A0-
CpOYHOE MpeaCcTaBlIeHre TroJoBoro otuera 3a 20 T. SBJISETCS MOYETHOM U OTBETCTBEHHOMW 3ajqauei pa-
OOTHHMKOB OyXTaJITepUH, H YTO KOJUIEKTHB OyXTaJITepHH MOKET COCTaBUTh TOJAOBOM OTUET paHbIlE CPOKa,
€CJIM BCe paOOTHUKH OYIyT BBIMIOJHATH YIUIOTHEHHBIN Ipaduk paObOTHI.

B urtore 3acemanus ObLIO PELISHO MPEACTABUTH TOI0OBOM oT4eT 3a 20 T. Ha YeThIPE JHS paHbIIe
yCTaHOBJIEHHOr0 cpoka, T.e. 00.00.20  r. m mpoBecTH aHaIM3 TOJOBOTO OTYETA C LEIbIO BBISBICHUS pe-
3epBOB, HEOOXOAMMBIX ISl YCIICHIHOTO BBIMOJNHEHMS miaHa 3a 20 1. 3acenaHue Beja MpeacenaTenb
K.M. JleBammoBa, npoTokoiaupoBai cekperapb 1.B. Xomskos.

3aoanue 6. Cocmasvme u ogpopmume axmeol.

Curyanus 4.

Komuccus nop npeacenarenbCTBOM HadaJlbHUKA TEXHUUYECKOW rpynnsl A.A. BosoBoro u 4ieHoB
komuccuu bopucosa M.IO., HayanbHUKa aIMUHUCTPATUBHO-X03iCTBEHHOTO otaena, CmupHosa JLII.,
Oyxrantepa, u PomanoBoit UK., opuc-menemxepa, AO «JIeoHTHS» Ha OCHOBAaHUU JOKJIATHON 3aIMCKH
opuc-menemxepa U.K. PomanoBoii 11.07.20  r. mpoBena mpoBepKy TEXHUYECKOTO OCHAIICHHS MTPUEM-
HOW TeHepaJlbHOr0 AMPEKTOpa M MpU3HANa HETOAHBIMHU Ul SKCIUTyaTallud KONUPOBAJIBHBIN ammapaT
Xerox 345(1 mrr.), mpeaep (waB. HOMEp 367, 1 mT.), dhakc 47823 (1 mt.). [Ipu3HaHHAS HEIPUTOAHOMN JIIst
SKCIUTyaTallMM TeXHHMKa ObUIa mepeaaHa Ha ckiaja npeanpusatus. [1o ycraHoBieHHOMY (hakTy KOMHUCCHS
coCTaBWjIa aKT IpueMa-nepenadyd OoprrexHukd B 3 9k3. (1-1 3K3. — HavanbHUKY aIMUHUCTPATHUBHO-
XO3SIIICTBEHHOTO OT/IeNa, 2-i - TIaBHOMY Oyxranrepy, 3-if - B geno 23-02), KoTopblii ObLT yTBEPKIIEH Te-
HepabHbIM upekTopoM [I.U. CtenaHoBbIM.

Curyanus 5.

Komuccus, cozgannas Ha ocHoBaHMM npukasa qupekropa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O CcOBEpIICHCTBOBAHNUHU JOKYMEHTAIIMOHHOTO oOecrieuenus nestenbHoctH AO «MeacepBucy B co-
craBe: npeaceaarens 3yauHou O./]., 3aB. kanuenspueit, uieHoB komuccuu Tokapesa H.JI., 3aB. nmpous-
BOJICTBEHHBIM oTjenoM, [1aBmoBoit B.E., 3am. ri1. Oyxrantepa, Anekcanaposa A.B., MeHemkepa mo Kaji-
pam, BanoBoii 3.I1., cexpeTaps-pedepenHTta KaHIENIpHH, B IPUCYTCTBUU CEKpeTaps OT/elia MapKeTUHTa
C.C. PoguonoBoit 12.10.20  r. mpoBena mpoBEPKY COCTOSTHUS paOOThI C JOKYMEHTAMH B OTJEJIe MapKe-
TUHTa. B pe3ynbpTare mpoBeAeHHONW MPOBEPKH OBUIO YCTAHOBJIEHO, YTO B OT/EJ]E€ HECBOEBPEMEHHO (op-
MHUPYIOTCS B JieJla UCIIOJHEHHbIE JTOKYMEHTHI, 3aT0JIOBKH JIEN 3a4acTyl0 HE COOTBETCTBYIOT 3arojIOBKaM,
MPEAYCMOTPEHHBIM HOMEHKJIATYpO# J1€, OTCYTCTBYIOT JiBa JieNa ¢ nepenuckoit 3a 20 r., He MpoBeJeHa
npenapxuBHas o0paboTka JOKyMEeHTOB 20  T., MOANEXKAIUX JJINTEIbHOMY XpaHEHUI0. TakuM o0pa3oM,
KOMMCCHS MPUIIA K BBIBOJY, YTO B BEJICHUH JEIONPOU3BOJCTBA B OTJEJIE MAPKETHUHIA UMEIOTCS CyIIe-
CTBEHHBIE HEJIOCTAaTKU, CBUIETEIHCTBYIOIINE O HAPYIICHUH JIEHCTBYIOIINX HOPMATUBHBIX JJOKYMEHTOB B
o0acTy opraHU3alu JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasieHus. [1o yctanHoBneHHBIM (hakTam ObLT
COCTAaBJICH aKT MPOBEPKHU PabOTHI C JOKYMEHTAMH B OT/eJIe MapKeTHHTa B 4 sk3eMruisapax (1-if — 3am. au-
pEKTOpa 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 TEKyILEro rojia B agpec 3aBojia M0 PEMOHTY YacOB U IOBEJIMPHBIX M3JENUNA MpUObLIA
MOCBIIKA C 3aBOJIa-TIOCTABIMKA, MPU BCKPBITHM KOTOPOW OBUIO OOHApY>KEHO OTCYTCTBHE JBEHAALATH
KOPITYCOB JJI 4acoB Mapku «MOoIHMSY, YUCIUBIIUXCS 10 HakiagHo Ne 18 ot 24 okTsa0ps npeabiayie-
ro roaa. Jlyist moaATBEpKIEHUS JaHHOTO (paKTa Ha OCHOBAHMU IpHKa3a aupekropa 3aBojaa Ne 12 ot 18 sH-
Bapsl TEKYyILIEro roja Oblja cOo37aHa KOMUCCHS O] IIPEACEAATeNbCTBOM HadyalbHUKA OT/JeJIa CHA0KEHUS
Kapnenko E.II. u unenoB komuccun nnxenepa llaBnosa A.P. u 3aB. ckiagom Ne 1 Kynpsmosa P.B. Ko-
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MHUCcHEl ObUT cocTaBlieH akT 21 sHBaps TEKYyLIETo rojia, B KOTOPOM COJAEPKAJCS BBIBOA O TOM, UTO 3a-
BOJI-TIOCTABILUK JOJDKEH MOCTaBUTh HEIOCTAIOIIEEe KOJIMYECTBO KOPIYCOB K yacaM. AKT BCTYIWI B JI€H-
CTBUE C MOMEHTA YTBEPKACHU (22 ssHBaps T. I'.) AupekTopoM 3aBoaa b.11. PomaHoBbIM.

Curyanus 7.

WuBenTapu3alioHHass KOMUCCHS, CO3/IaHHAs Ha OCHOBAHUHU IpHKaza IUpekTopa MOCKOBCKOTO
3aBOJla IO PEMOHTY YacOB U FOBEIUPHBIX uznenuid Ne 24 ot 15 deBpaiis TeKymero roaa, B COCTaBe mpe/-
cenarens OctpoBckoro J.A. (3aMm. TJIaBHOro Oyxranrepa 3aBoja) U 4wieHoB komuccuu Ilerporoit O.H.
(6yxrantepa), HockoBoii H.W. (cT. s5kOHOMHKCTa IJIaHOBOTO OT/ENa) MPOU3BENIAa PEBU3UI0 KAaCChl 3aBOJIa
0 COCTOsIHUIO Ha 16 ¢eBpansa Tekyuiero rojga. PeBusus mpoBoauiack B IPUCYTCTBHM KaccUpa 3aBOja
Kapramosa H.W. B pe3ynbrare npoBeicHHON PeBU3UU OBLIO YCTAaHOBIIEHO, YTO OCTATOK HAIMYHBIX JICHET
B kKacce coctapiseT 1030 py6neii 00 xor., octaTok aeHer no kaccoBor kuure — 1030 py6. 00 kom. Jpy-
I'HX LEHHOCTEW B Kacce 3aBojia HE OOHapYKEHO, YTO COOTBETCTBYET JAaHHBIM yuera. Kommccus takxe
YCTaHOBUJIA, YTO MOPSIIOK BEJIEHUSI KACCOBOM KHUTU U XPAaHEHUs JIEHET COOTBETCTBYET TpeboBanusM [1o-
JIO’KEHUSI O BEJICHHWM KACCOBBIX OIEpaIfii TroCyJAapCTBEHHBIMU, KOONEPATUBHBIMH W OOIIECTBEHHBIMH
MPEANPUATHAME, YIPEKACHUIMHA U OpTaHU3alUsIMU. AKT BCTYIHJI B IEUCTBUE C MOMEHTA YTBEPIKICHUS
JUPEKTOPOM 3aBOA.

Curyaunus 8.

Komuccuss B cocraBe mpezcenarelns, HadalbHUKA OTHeNa CHAOKEHUS W YICHOB KOMHCCHH:
HayaJlbHUKA OTJEla KyJIbTYpHO-OBITOBBIX M XO3SUCTBEHHBIX YUYPEXKICHHM, 3aBEIYIOLIErO CKJIaJ0M,
Ha3HaueHHas MpukKa3oM rexHepanbHoro aupekropa [TAO «Crpenay, npoBesa paboTy MO yCTaHOBJICHHIO
HETMPUTOAHOCTHU K JalbHEHWIIEMY MCIOIb30BaHUIO UMyIecTBa. Komuccus paboTtana B IPUCYTCTBUH Kia-
JOBIIMKA U MHCIIEKTOpa (PUHOT/ENA U YCTAHOBHJIA, YTO UMYILECTBO COTJIACHO MPHJIAraeMoMy K akTy Ie-
PCYHIO MOMJICKHUT CIHCAHHUIO 3a HCOPUTOAHOCTBIO K ZIaHBHeﬁHIeMy HCIIOJIL30BAHUIO. AKT CIHCAHHUS
UMYILECTBa OBbII COCTaBIICH ¢ 2 9K3. (0THeNy CHaOXKeHHs, OyXralTepuu), TOAIMCAaH KOMUCCUI U yTBEp-
JKACH I'CHEPAJIbHBIM AUPCKTOPOM.

Jlumepamypa: [1], [2], [5], [7], [5].

Tema 9 «llpaBuna odgopmiieHHsT OCHOBHBIX BH/JI0B CHPABOYHO-MH(OPMALMOHHBIX
AOKYMEHTOB»
Jlexyust

NudopmanmonHo-cripaBoyHbie ¥ HHGHOPMAIIMOHHO-aHATUTHYECKUE TOKYMEHTHI, IOHATHE, OCHOB-
HBbIE CTPYKTYPHBIE DJIEMEHTHI U MpaBuia oGopmieHus: pekBU3UTOB. OdopmiieHHE U COCTaBJICHHE CIpa-
BOYHO-UH(POPMAIIMOHHBIX JIOKYMEHTOB. JleoBbIe U KOMMEPUECKHE MMChMa: KJIacCu(UKaIus, CTPyKTypa,
CTaHIapTHBIE (Ppa3bl M BBIPAKEHUS; TpaBuia U (POPMBI KOMMEPUYECKON MEPEmUCKU C 3apyOeKHBIMU
MapTHEPAMH; KOPPECIIOHICHIIUSA, CBSI3aHHAsd C MPOBEACHUEM MEPUOAUYECKUX MEPONPUSATHNA, W Mpoyas
KOPPECMOH/ICHITUSI OpraHu3aIs paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMH KOH(PHUICHIINATbHBIC CBEICHMS.
PazHoBumHOCTH ITHCEM.

OcHosHble nouamus memvl: CIyKeOHOE MIUCHbMO, TeJerpaMmMa, TejaedoHorpaMmma, IPOTOKOIM; 10-
KJIaJHAasl 3aIICKa; CIIy)KeOHas 3aMncKa, OOBbsICHUTEbHAS 3allMCKa, CIPaBKa; 3asBICHHE, IEPeUeHb, CIIH-
COK, HOMEHKJIaTypa Jell, PeIIoKeHHE, jkano0a; CBOJIKa, 3aKITI0UEHNE, OT3bIB.

Bonpocw ona camoxonmpons:

1. Kakue 10KyMeHTBI OTHOCSATCS K TPYIIE CIPaBOYHO-UH(OPMAIIMOHHBIX ?

2. Ha xakux 61ankax opopMIIsitoTCs CipaBOYHO-UH()OPMALIMOHHBIE JOKYMEHTHI?
3. Kak cTpoutcs CTpyKTypa TeKcTa ciykeOHOro nucbma?

4. KakoBslI mmpaBmiia 0pOpMIICHUS TEIeTrpaMMbl?

5. B ueM ocoGeHHOCTh oopmiieHHs Tene(OoHOrpaMMBbI?
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6. Kakue ObIBatOT BUBI MPOTOKOJIOB M YEM OHU OTJIMYAIOTCA APYT OT JIpyra?

7. Kak odopmiisercs BBOJHAS 9acTh MPOTOKoJIa?

8. CKOJIbKO 3K3EeMILUIAPOB aKTa COCTABISETCS U CKOJIBKO MOAMKUCHIBACTCS?

9. Kak odopmiisercst BHEIIHSS JOKJIAIHAS 3aITUCcKa?

10. B ueM 0coGeHHOCTh 0hOpPMIICHHSI CIIPABKHU JIMYHOTO XapakTepa?

11. KTo nmoanuceIiBaet 3asBieHue’?

12. KakoBbI cTaHapTHBIEC IPaBUiIa OPOPMIICHHS 3aKITIOYCHUA?

13. Uem pernaMeHTHPYETCsI COCTaBJICHHUE TaKUX IOKYMEHTOB, KaK MepeueHb, CIIHMCOK, HOMEHKJIa-
Typa?

14. imeet nu cBoJiKa YHUPHUITUPOBAHHYIO hopMy?

15. Kakue BBl ClIpaBOYHO-UH(GOPMAIIMOHHBIX TJOKYMEHTOB 0(hOpPMIISIOTCS Ha OJIaHKE KOHKPET-
HOTO BHJIa JOKYMEHTOB?

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

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

3aoanue 1

CocraButs akt peBusuu kaccol npeanpuarus TOO "Cnaprax" Ne 15 ot 14.03.20 . OcHoBaHuEeM
aBigercs npukas aupekropa Ne 165 or 13.03.20 .

B cocTtaB koMuccuu, npoBoJsILEeH peBU3NI0, BXOJAT:

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

Unensl komuccuu: 1. I'n. Oyxrantep H.M. Porosa

2. Cr. oyxranrep 3.A. OpyoBa
3. byxrantep O.U. YuaeBa

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

kaccup B.1. MakcumoBa
PeBususs Obuta mpoBemena B mnepuoa ¢ 14.03.20  mo 16.03.20

B pesynbpraTe npoBeAEHHON PEBU3UH YCTAHOBIIEHO:

1. OcraTtok HaTUYHBIX JICHET B Kacce Mo coctosiHuio Ha 14.03.20  corjmacHO KacCOBOM KHUTH U
JaHHBIM OYXTaJITepCKOTo yuera JoJkeH coctaBiiaTs 5000 pyo6.

2. MaKkTUYEeCKUN OCTAaTOK HAMYHBIX JAeHer B kacce coctaBisieT 4800 py06. Hemocraua nener B
kacce - 200 py0.

3. HenocTraua Hanmu4HBIX JAEHET B Kacce oOpa3zoBajack 1o BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X ak3eMIuisipax: 1-i ok3. - B 1emo Ne 05-11

2-11 9K3. -AUPEKTOPY MPEATPHUITUS

3-1 9K3. - T71. OyXranrepy

B npunoxenun oobpscHuTeNbHAS 3anucka kaccupa B.M. Makcumosoii Ha 1 1. B 1 9k3.

OdopmMHTh PEeKBU3UT "OTMETKA O HAIIPABJICHUU JOKYMEHTA B JeJI0"

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 yka3aTb NIPpUUHUHY ONO3AAHMS.
3aoanue 3.

CocraButh noknannyro 3anucky or 18.03.20 . HanmcaHHy!0 HadaiabHUKOM ympasieHus B.O.
WnbunbiM, afgpecoBanHyto ['enepansHomy nupektopy ITAO «IlepeBosku» T.I1. [lanununy o mepeBoje
HAa JIOJKHOCTb.

IIpn4unHOM, MOCIYKMBIIEH COCTABICHHUIO JIOKJIAQJHOM SBISETCS PEOPraHU3aLUs CTPYKTYphI
VYrpaBneHus U yKpyIHEHUE OT/ENOB B pe3yJbTaTe 4ero MPOMCXOJUT NepepacnpeaeacHue GyHKIUnl co-
TPYJIHUKOB.

Havanpnuk ynpasnenus Mineun npocut nepesectu crapiero skonomucra C.T. Hukonaesa us ot-
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Acia ABTOMOOHJIbHBIX NEPCBO30K B TAMOKCHHBIC OTACI C IMOCICAYIOIIMM BHCCCHUCM U3MEHEHUN B
IOTaTHOC pacIIMCaHucC.

Jlumepamypa: [1], [5], [7].

Tema 11 «Opranusanmusi  JOKYMEHTO000pPOTa B  OPraHax  rocyJapcTBeHHOM
BJIACTH U MECTHOI0 CAMOYIIPABJIECHUS»

Jlexyust

Opranuzanus TOKyMEHTOO0OpOTa B OpraHax roCyJapCTBEHHOH BIACTH M MECTHOTO CaMOYIpaB-
nenus. TpeboBanust Kk opraHuzanuu JokyMeHTooOopoTta. Ciyx0a JOKyMEHTAallMOHHOIO OOecreyeHusl.
[IpueM mocrymnaromux AOKYMEHTOB, OpraHW3alusl JOCTAaBKM JOKYMEHTOB. Perucrpaius JOKyMEHTOB.
Opranu3zaiys paccMOTpeHHUs! TOKyMEeHTOB. CucTemMarusanus JOKYMEHTOB, HOMEHKJIATypa s ux ¢op-
MUpOBaHUs U XpaHeHusa. KOHTpoJb UCHONIHEHHS] TOKYMEHTOB. [10iIroTOBKa JOKYMEHTOB K apXUBHOMY
xpaHeHuto. Opranuzanusi MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa C HCIOJIb30BAHHEM
MEXBEJIOMCTBEHHOM CUCTEMBI AIEKTPOHHOTO JJOKYMEHTOO0OO0POTa U ICTOMPOU3BO/ICTBA.

OcHosHble noHaAMUsL membl.; KOPPECTIOHICHIIHSI, TIOTOKHA TOKYMEHTOB, IPUHIUIIBI TJOKYMEHTO000-
poTa, oreparpamma, perucTpaius, KypHal, JIeKTPOHHBIN JOKYMEHTOO00POT.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cnyx0b1 IOY Bbl 3HaeTE?

2. Yrto Takoe JOKYMEHTOOOOPOT U KaK OCYIIECTBIIIETCS MOICYeT 00beMa JOKyMeHTOo0OopoTa?

3. Kakue moToku JOKYMEHTOB IIPHHATO Pa3ndaTh B COCTaBE JOKYMEHTO00OpoTa?

4. Ha3oBuTE OCHOBHBIE ATalbl JOKYMEHTOOOOPOTA.

5. HazoBuTe OCHOBHBIEC TPUHIUIIBI OPTaHU3AIIMH JJOKYMEHTO00O0pOTAa.

6. Kakue Buibl pabOT BBIMOIHSIOTCS M KaKUE CPEACTBA OPTTEXHUKH MMPUMEHSIOTCS TIpu 00paboTke
MOCTYIAIOIICH KOPPECTIOHACHITHN?

7. Kakue onepanuu OCyeCTBISIIOTCA [IPU IPEABAPUTEIILHOM PACCMOTPEHUN JOKYMEHTOB?

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

10. Yto Takoe perucrpanus J0KyMEHTOB U KaKOBa €€ OCHOBHas 11€JIb?

11. Kakue 7OKyMEHTBI HE TIO/IJIekKAT PETUCTpaIiuu’?

12. Kakue (hopMBbl perucTpaluuu J0KyMEHTOB CYLIECTBYIOT?

13. YeMm xapakTepu3yeTcsi CMEIIaHHasi CUCTEMA PerucTpanuu’?

15. Kak popmupyercs perucTpaiiOHHbII HOMEpP COBMECTHOTO JIOKyMeHTa?

16. Kakne peKkBU3UTHI BKIIOUYEHBI B pErUCTpaliioHHbIe hopMbI?

17. MexaHu3Mbl OpraHu3aIliK 3JIEKTPOHHOTO JOKYMEHTO000pOTa U MEKBEIOMCTBEHHOT'O B3aH-
MoxeiicTBus?

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

Tema 12 «OdopmiieHne JOKYMEHTOB 110 JTUYHOMY COCTABY»
IIpaxmuueckoe 3ansamue

3aoanue 1.
[ToaroToBbTe pe3toMe IS 3aHIATHST BAKAHTHOMN TOHKHOCTH MEHEKepa 1Mo MPoaKe TOBApOB.

3aoanue 2.
CocraBbTe U 0POpMHUTE TPYAOBOI TOTOBOP B CBSI3U C MOCTYIIEHHEM Ha pabOTy B KadyecTBE KO-
HOMHUCTA, I0pHUCTa (TI0 BEIOOPY).

3adanue 3.
3anoMHUTe JUYHYIO KapTOUKy paboTHUKa hopMmbl T2.
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3adanue 4.

CocraBbTe mpuka3 00 0cBOOOXKIACHUU Bac OT paboThl B pupme «Ilnaneray B CBsI3U C mepee3 oM
Ha HOBOE MECTO )KUTEIBCTBO.

3adanue 5.
CocraBbTe NpUKa3bIL:

a) o mpueme Ha paboTy Mmenemkepom Jlapuny N.I1.;

0) 00 yBOTEHEHUH MEPEBOIOM B IPYTYIO OPTaHU3AIIHIO.

3adanue 6.

CocraBbTe NpUKa3 0 NOOMIPEHUH PAaOOTHUKOB.

3aoanue 7.

[ToaroroBbsTe MpHKa3 (pacmopsHKeHUE) O MPEKPAICHUH JACHCTBUS TPYIOBOTO JOTOBOpa (KOHTPAK-
Ta) C paOOTHUKOM.

3adanue S.

CocraBbTe 1 0opopMuTe TpaduK OTITYCKOB pAOOTHUKOB OPraHU3aIINH.

3aoanue 9.

38.B€I[I/IT6 JIMYHOC ACI0 pa6OTHI/IKa OpraHu3anuu.

3aoanue 10.

3amoHUTh MaTpHILy QYHKIUHI ¢ TOMOIIBIO YCIIOBHBIX 0003HAUCHUH, U Pa3padoTaTh MOJI0KECHUE
00 otnene (Kagposas ciyx0a, ciy:x0a mapkeTunra, puHaHcoBas ciryx0a)

Ne | HaumenoBanue Gpynkuuii | Haganpauk | 3am. I'maBHbBIN Benymmi Crneunanuct
n/n oTaena HayaJbHUKA | CIELUAINCT | CHELHATIUCT
oTnena
1. | [log6op u oT6Op KanpoB
2. | Pa3pabotka npeioxe-
HUH O MEPEMEILEHNN NN
BBIJIBUKEHUH HA BbIIIE-
CTOSIIUE TOJKHOCTH
3. | AHanu3 TeKy4ecTH Kaj-
pOB U pa3zpaboTka Mep
4. | Ananu3 KagpoBOro co-
CTaBa M MOATrOTOBKA OT-
4ETOB
5. | Benenwne xagpoBoro yue-
Ta
6. | OdopmieHHE KaIPOBBIX
JIOKYMEHTOB
7. Pabora o aganranmm
BHOBb ITPUHATHIX paboT-
HUKOB
8. | Opranusamus oOydeHus
¥ TIOBBIIICHUS KBATH(PH-
Kary paOOTHUKOB
9. | Pabora ¢ kagpoBBIM pe-
3epBOM
10. | Opranu3anus oneHoY-
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HBIX TIporieayp (arrecra-
WU, KBATH(PUKAITNOH-
HBIX 9K3aMEHOB, KOHKYP-
COB)

Ycii0BHBbIE 0003HAYECHHS:

P — npunumaer pemenus (yrBep>KIaaeT, MOMUCHIBAET JOKYMEHTHI)

Y — y4dacTByeT B 0OCYK/ICHUH U BBITTOJTHCHUH JTCHCTBUI

K — KOHTpOn#pyeT BEIOTHEHUE PAOOTHI

C — cornacoBbIBaeT JOKYMEHTHI UM OTEJIbHBIE BOIIPOCHI 110 JaHHON (PYHKIIMH

O — oTBeyaer 3a BBINIOJIHEHUE (QYHKIINH, OPTaHU3YET €€ BHIIIOJHCHUE

[T — pa3pabarbiBaeT NpeuI0KeHHsI, TOTOBUT UH(POPMALIMIO JIJISl BBIMOJIHEHUS (YHKIIUU

N — ucnonHseT OCHOBHBIE BUABI padOT

[TonoxkeHue o CTPYKTYpHOM HOJpa3AesieHuu (0TAese, YIPaBIeHUH, IenapTaMeHTe, cay>K0e U T.11.)
BKJIFOYAET CJICYIOIINE 3JIEMEHTHI:

— o01Me 1oJI0KeHNs (HaMMEHOBaHUE, LIEJU U 3a/1a4M JIeATEIbHOCTH, MECTO B OPraHU3aLlMOHHON CTPYK-
Type, CTPYKTYypa MoJIpa3/ieieHus, 10JKHOCTh PYKOBOJUTENS CTPYKTYPHOTO MOJIpa3/ielIeHus);

— OCHOBHBIE HampaBiIeHUs U (HOPMBI JeSITETBHOCTH CTPYKTYPHOTO MO/IPa3ACICHHUS;

— KpYT BOIIPOCOB I10 B3aMMOJAEHCTBUIO CO CTPYKTYPHBIMU MOApa3eeHUsIMUA (HAUMEHOBAaHUS CTPYKTYP-
HBIX MT0/Ipa3AeieHui, POPMBI B3aMMOICHCTBHS);

— MOJTHOMOYHMSI U OTBETCTBEHHOCTB;

— IOKA3aTeJIN OLICHKH JEATEIBHOCTH.

3aoanue 11.

Co3pnaiite MHPOPMALIMOHHO-TEXHOJIOTHYECKYIO KapTy JBM)KEHUS IPUKA30B IO JUYHOMY COCTaBY
MPEATPUITHSL.

Jlumepamypa: [1], [2], [3], [4], [5].

Tema 13 «AHa/IU3 COCTOSIHME JOKYMEHT0000pOTAa HA NPEANPUATHI
Jlexyus

OddexTuBHOE yIpaBieHHEe, paliOHANIbHAS OPraHU3alMs M ONTUMHU3ALUS JTOKYMEHTOMOTOKOB
TIPEATTPHUSTHSL.

MeTtoapl aHanmu3a HOKYMEHTOOOOPOTA: CEKTOPHBIE JUArpaMMbl, CXEMbl JOKYMEHTAIIMOHHBIX IO-
TOKOB, TOKyMEHTO000pOTa, TpaMKU BXOJSAIICH U UCXOAIICH KOPPECIOHICHIIUH U JIP.), a TaKKe METO-
IIBI TIOZICUETa €ro o0beMa (M3ydeHHe JOKYMEHTOB, HETIOCPEACTBEHHOE Ha0moaeHue, ¢pororpadus, pado-
4ero JIHs, ONPOC, aHKETUPOBAHUE).

Hcnonp30BaHne MapIIpyTHO-TEXHOJOTHISCKUX KapT. ['paduyeckas METOIOJIOTHS CTPYKTYPHOTO
anaimmza SADT (SADT —Structured Analysis and Design Technique). Ananu3 mokymeHT0o000pOTa TIO-
CPEJICTBOM aHAJIM3a OPTaHW3AI[MOHHON CTOPOHBI YIIPABICHUS W U3YUCHUS KaYeCTBEHHOTO COCTaBa JIOKY-
MEHTOIIOTOKOB.

OcHosHble noHamus memvl. JOKYMEHTOIOTOK, MapIIPYTHO-TEXHOJOIMYECKHE KapThl, OIlepa-
rpamma, TpauecKue MeTo bl aHAJIN3a, dTalbl aHaJIU3a JOKYMEHTO000pOTa.

Bonpocwt ons camokonmpons:

1. Kakue Turbl IOTOKOB JOKYMEHTOB BBIICISIOT?

2. JIns Kakux 1esieid mpoBOISAT aHATIN3 JOKYMEHTO00opoTa?

3. Ha3oBuTe 1 pacKpoiTe OCHOBHBIE ATAIbI aHATK3a JJOKYyMEHTo0OopoTa?

4. HazoBuTE OCHOBHBIE METO/IbI aHANIN3a TOKYMEHTO000poTa?

5. IlepeuncnuTe OCHOBHBIE AIEMEHTHI MAPIIPYTHO-TEXHOJIOTUYECKOU KapThi?
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6. Packpoiite CyliHOCTb CTPYKTypHOT0 aHanu3za SADT?
7. Ha3oBUTE OCHOBHBIE KQUECTBEHHBIE XaPAKTEPUCTUKHU JOKYMEHTA?

Jlumepamypa: [1], [2], [3], [7].

Tema 14 @opMmupoBanue 6a3 TaHHBIX U AHAJIU3 JOKYMEHT0000poTa
Ilpaxmuueckoe 3ansamue

Bonpocwi k cemunapy:

1. OcHOBHBIE KPUTEPHHU KJIACCU(UKAIIMN TOKYMEHTOB.

2. IlpusHaku kaaccu(uKauy yrpaBieHYecKol HHpopMaIum.

3. IIporpamMmHoOe obecrnieyeHus npu HGOpMHUPOBAHUN Oa3bl JAHHBIX.

4. Cepa npumeneHust 0a3 JaHHBIX B YIIPABIEHYECKOH IEATETLHOCTH.

5. ®opmupoBanre HHHOPMALTMOHHOTO 00ECIIEYeHUS YYaCTHUKOB OPTaHU3aLMOHHBIX IIPOEKTOB.

Ipaxmuueckoe 3a0anue

3aganue 1.
[IpoBeauTe aHaIn3 JOKYMEHTOB 10 KaY€CTBEHHBIM XapaKTEPUCTHKAM.

3aganue 2.
[Toctpoiite rpadKu TMHAMHUKH JOKYMEHTOIIOTOKOB TIPEATPUSTHSI.

3aganue 3.
Cosnaiite nHGOpPMAMOHHYO 0a3y JaHHBIX MIPH pealTU3alHA OPTraHU3aAIMOHHOTO TIPOCKTA.

Jlumepamypa: [1], [3], [14], [15], [16].
5 Y4yeOHo-MeTOoqUYeCKOE 0OecnieyeHHe A1l CAMOCTOSITeIbHON padoThl 00y4arOLIUXCH

B nenom BHeaynuTopHas caMocTosATeNbHas padoTa CTy/AE€HTa MPU W3YYEHHHM Kypca BKIIIOYAET B
ceOs creayromme Buabl paboT:

- npopaboTKa (M3y4eHHEe) MaTepUasIoB JICKITUH;

- YTeHHE U TPOpabOTKa pEeKOMEHA0BAaHHON OCHOBHOM U JIONIOJHUTENIbHOM JTUTEpaTyphl;

- HOJTrOTOBKA K MPAKTUYECKUM (CEMUHAPCKUM) 3aHATUSAM;

- HOUCK U MpopaboTka MaTepuaoB U3 HTepHeT-pecypcoB, NEPUOANIECKON MeyaTu;

- BBITOJIHEHHUE JJOMAIIIHUX 33JaHUi B (hopMe TBOPUECKUX 3a/1aHuil, Kelc-CTaIu, JOKIIa/10B;

- MIOArOTOBKA MTPE3EHTALMN JUI HIUTIOCTPALUK TOKJIA10B;

- BBINOJIHEHNE KOHTPOJIBHON paloThl, €ClU MpelycMOTpeHa y4eOHbIM IUIAHOM JHCIUILIU-
HBI;

- MOJIMOTOBKA K TEKYIIEMY M UTOrOBOMY (IIPOMEXYTOYHAs aTTECTalUsl) KOHTPOJIIO 3HAHHUM
10 IUCIMIUIAHE (3a4eT).

OcHOBHas J0J1s1 CAMOCTOSITENIbHOW paboThl CTYJEHTOB MPUXOJUTCS Ha MPOpPabOTKY PEKOMEH0-
BaHHOM JIUTEPATyphI C LEIbI0 OCBOEHUS TEOPETUUECKOTO Kypca, MOJArOTOBKY K MPaKTUYECKUM (CeMUHap-
CKUM) 3aHATHUSAM, TEMAaTHKa KOTOPBIX MOJHOCTHIO OXBATBIBACT coziepkaHue Kypca. CamocrosTenbHas pa-
00Ta Mo MOJArOTOBKE K CEMMHAPCKUM 3aHATHSAM IperoiaraeT ymMeHue padorars ¢ nepBUYHON HH(popma-
uen.

6 ®oHA OLEHOYHBIX CPeICTB AJs NPOBeAeHUs MPOMEKYTOUHON aTTecTAUH 00y4YaroLUXCst
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M0 TUCIHUNIHHE
6.1. Cmpyxkmypa ¢ponoa ouenounvix cpeocme

@DOH/T OIICHOYHBIX CPEJCTB IS MPOBEACHUS MPOMEKYTOYHON aTTECTAIIMH O0yJYaIOIIUXCS 10 JIUC-
uuruinHe «OCHOBBI JAEOMPOU3BOCTBAY MPEACTABIIECH B MPHIOKEHUN K pabouell nporpaMme AUCIUILIU-
HBI U BKJIIOYAET B ce0s:

- nepeyeHb KOMIETCHIUNA C yKa3aHHEM 3TaroB MX (OpMHpOBaHHS B MPOIECCE OCBOCHUS
00pa3oBaTeNbHON IPOTPAMMBI;

- OIMCaHUE MOKa3aTeeil 1 KpUTepreB OLIEHUBAHUS KOMIIETEHIMI Ha Pa3IMYHBIX dTalax ux
(dbopMUpOBaHUsI, ONIMCAHUE IIKAJI OI[CHUBAHMUS;

- TUTIOBBIC KOHTPOJIBHBIE 3aJaHUS WM MaTepHalibl, HEOOXOIUMBIC ISl OIEHKH 3HaHUH,
YMEHHM, HABBIKOB U (MJIM) OMBITA JESTEIBHOCTH, XapaKTEPU3YIOIUX 3Tanbl (OPMUPOBAHUS KOMITCTEH-
LW,

— METOJMYECKUE MaTepHalIbl, OMPEICIIIONINE MPOIEAYPhl OLICHUBAHUS 3HAHUW, YMEHUH,
HABBIKOB ¥ (MJIH) OTIBITA ICATEIHPHOCTH, XapaKTEPU3YIOMINX dTarbl (JOPMUPOBAHUS KOMITETESHIUH.

6.2. Bonpocel 013 nposedeHus nPOMeINCymouHol ammecmayuu no Oucyuniune (3auem)

1. Jlaiite nonarue aenonpousBoacTsa. HazoBute ero nenu u 3aauu.

2. CyuHOCTb JTOKYMEHTUPOBaHUS. Y HUDUKALMS TOKYMEHTOB.

3. Buapl 10KyMEHTOB, BKJIIOYa€MBIX B CUCTEMY OPTaHH3aIIMOHHO-PACTIOPSIUTEILHONW JTOKYMEH-
TaIUH.

4. 3akoHOJATEIbHBIC aKThl W HOPMATHUBHBIC JTOKYMEHTBHI, PErJaMEHTHUPYIOIIHE IesTeIbHOCTD
CIIy’KOBbI TOKYMEHTAIIMOHHOT'O 00ECTIeUeHUs YIIPABICHHS.

5. IlonsiTHe 1OpUAMYECKON CUIIBI JOKYMEHTA.

6. CocraB 00s13aTeNbHBIX PEKBU3UTOB OPraHNU3aLMOHHO-PACTIOPAUTEIBHOTO TIOKYMEHTA.

7. CoBpemeHHbIE TpeOOBaHUS K OJaHKaM JOKYMEHTOB U O(OPMIICHHIO IOKYMEHTOB.

8. OcHoOBHbIE TpeOOBaHUS K W3TOTOBJICHHUIO, YUETYy, MCIOJb30BAaHUIO M XPaHEHHIO OJAHKOB C
BocrpousBenenueM ['ocynapctBennoro repoa PO.

9. OcobeHHOCTH perucTpaly BXOIAIINX, UCXOAAUIMX U BHYTPEHHUX JOKYMEHTOB.

10. Drambl JBMKEHUE TOKYMEHTOB B OpraHH3aIHH.

11. TIpu3Hakam kiaccuUKaluy JOKyMEHTOB OpraHu3alluy B Jele.

12. Tlenu HOMEHKIIATypa JeJl OpraHU3aIHH.

13. TIpuka3 - moHATHE, COCTAB PEKBU3UTOB, (popMyisip-oOpasel. Beinucka u3 npukasa.

14. UncTpyKius - MOHSATHE, PEKBU3UTHI, (HOpMYIIsip-o0pasell.

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

16. PacniopsikeHHE - TIOHATHE, PEKBU3UTHI, (POPMYIISIP-00pasetl.

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

18. JlaiiTe oOIIyI0 XapaKTePUCTHKY Y Ka3aHMUSI.

19. TlocTaHnoBEeHUE - TOHSATHE, PEKBU3UTHI, POPMYISp-00pasell.

20. IlpaBuia ohopMIIEHHUS TIPOTOKOJIA.

21. YcraB - NOHATHE, PEKBU3UTHI, (popMyIsip-oOpasell.

22. TexHonorUs NIepeiayn JOKYMEHTOB B apXUB.

23. IlpaBuiia UCTIOJIb30BaHUS JOKYMEHTOB BEIOMCTBEHHOT'O apXHUBa.

24. OxapakTepHu3yiTe JOKYMEHTHI 110 TNIHOMY COCTaBY.

25. IlpaBuiia ohopMiIeHHUs TOKYMEHTOB IIPU IIpUEMeE Ha paboTy.

26. Kakue ToKyMeHTHI OPMHUPYIOT JIMYHOE JEITO.

27. IlpenmeT U 0OBEKT KOHTPOJISI UCIIOJHEHHUS TOKyMeHTa. MeTo/1bl KOHTPOJIsI UCIIOJHEHUS TIPHU-
HSTBIX TOKYMEHTOB.

28. MeTrouka 1 TeXHUKA PEIaKTUPOBAHUS CIIY>KEOHOTO TOKYMEHTA.

7 PexoMeHayemasi JuTepaTypa
1. Conory6 O.I1. [enonpou3BOACTBO: COCTaBIEHHE, pPeJaKTUpPOBaHHE M 00paboTKa JOKY-
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7.3 Memoouueckue ykazanus

Llynukos A.O. OcHOBBI nenonpou3BoacTBa. [Iporpamma Kypca u METOAMYECKHE YKA3aHUS K U3Y-
YEHUIO JUCLUIUIMHBI Ul 00ydarouuxcs 1no HampasieHuto noarotoBku 38.03.04 «["ocynapcTBeHHOE U
MYHUIIUNATBHOE ynpaBieHus». — [lerponaBnoBck-Kamuarckuit: Kamuatl' TV, 2019. — 27 c.

8 IlepeueHn pecypcoB HH(POPMAIHMOHHO-TEJIEKOMMYHUKANMOHHOI ceTn « AHTepHET»

1. Jlenonpec Pexxum mocryma: http://www.delo-press.ru/
2. JenonpousBoactBo Pexum moctyma: http://www.top-personal.ru/officeworks.html
3. Kazaposoe nenonpou3soactBo Pesxkum gocryma: http://www.hr-portal.ru/.

9 MeToauueckue YKazaHus 1J1s oﬁyqamumxcﬂ 10 OCBOCHHUIO NTHCHHUIIINHBI

Mertonuka mnpenojaBaHus JaHHOW MHCHUIUIMHBI TPEANOJaraeT 4YTeHWE JEKIUH, TPOBEICHUE
MPAKTUYECKUX (CEeMHHAPCKUX) 3aHSATHI, TPYNIOBBIX U MHAWBHUIYAITbHBIX KOHCYIBTAIMI MO OTAEIHHBIM
(HanOosiee CIOXKHBIM) cHelMpUUEecKUM MpoliaemMaM IUCHUIUIMHBL [IpenycMoTpeHa camocTosiTeNnbHas
paboTa CTy/IEHTOB, a TaK)Ke MPOXOKACHHUE aTTECTAlMOHHBIX UCIIBITAHUN TPOMEKYTOUHOM aTTECTAIIHH.

Jlekyuu TOCBSIIAIOTCS PACCMOTPEHHMIO HauOoJiee BAXKHBIX KOHIIENITYAJIbHBIX BOIPOCOB:
OCHOBHBIM TMOHSTUSAM; TEXHOJOTHSIM CO3JaHUS W JBUXKEHUS JOKYMEHTOB, IPUMEHSEMBbIM Ha
MIPOM3BOJICTBEHHBIX TMPEANPHUATUAX PBIOOXO3SHUCTBEHHOTO KOMIUIEKCA, OIeHKE HX d3(PPEeKTHBHOM
peanuzanuu; OOCYXJIEHUIO BOMPOCOB, TPAKTOBKA KOTOPBIX B JUTEpaType €Ile He ycTosuiach 0o
SIBJISIETCSl IPOTUBOPEUMBON. B Xxoz€ neKknuii oOyqaronmmcst ClieIyeT MOATOTOBUTh KOHCTIEKTHI JICKIIHI:
KpaTKO, CXEMaTHYHO, MOCIEA0BATEIbHO (PUKCHPOBATH OCHOBHBIE TIOJIOKEHUS, BBIBOJBI, (POPMYITUPOBKH,
00001IeHHS; TTOMEYaTh BaXXHBIE MBICIIH, BBIJCIATH KIFOUYEBBIC CIIOBA, TEPMHUHBI, IPOBEPATh TEPMHHBI,
MOHATUSA C TOMOIIBIO SHUMKIONEIUN, CIOBapeil, CIPaBOUYHUKOB C BBIMUCHIBAHUEM TOJIKOBAHUH B
TeTpaab; OO03HAYNUTH BOMPOCH, TEPMHUHBI, MaTepuaj, KOTOPBHIM BBI3BIBACT TPYIHOCTH, TOMETHTHh H
MOTIBITATHCS HAMTU OTBET B pEKOMEHAYEeMOM TuTeparype. Eciu caMocTosITeNnsHO HE yaaeTcs: pa3ooparbes
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B MarepHaje, HeoOXoauMo cHOpMyIUpOBaTh BOMPOC W 337aTh IMPENOJaBaTeN0 Ha KOHCYJIbTAIlMH, HA
MIPAKTUYECKOM 3aHSTHU.

Ilenvio nposedenus npakmuyeckux 3aHaAmuil SIBISCTCS 3aKpeIUICHHE 3HAHUN OOydYaroIIMXCs,
MOJIYUEHHBIX MMH B XOJ€ M3y4YeHUS [WCUUIUIMHBI Ha JIEKIUSAX W caMmocTosrenbHo. [IpakTuueckue
3aHATHUS MPOBOJAATCS B (hOpME CEMHHAPOB; Ha HUX Pa3OMpPaIOTCs KOHKPETHBIE CUTYAllMH U3 MPAKTHKH
3apy0eKHOI0 U POCCHUHCKOTrO YIpaBieHHs, MPOBOJUTCS TECTUPOBAHUE, OOCYKIAIOTCS JOKJIAJbI,
POBOJIATCS onpockl. Ha ydeOHBIX 3aHATHAX CEMHUHAPCKOTO THIA 00YyYaIONIMECs BBITOIHAIOT MPOpaboTKy
paboueii mporpammbl, yaenssi ocoboe BHHMaHuE LEIsIM U 3ajadyaM, CTPYKType U COAEP KaHUIO
JMCLUUIUIMHBL, KOHCIIEKTUPOBAaHUE MCTOYHHKOB; pabOTy ¢ KOHCIIEKTOM JIEKLIMH; MMOATOTOBKY OTBETOB K
KOHTPOJIbHBIM BOIpPOCAaM, MPOCMOTP PEKOMEHIYeMOW JHUTEpaTypbl, paboTy ¢ TeKCTaMH O(QUIHATbHBIX
myOIMKaIUi; peleHne MPAaKTUISCKUX 3a/IaHuH.

[Tpu u3ydeHnH TUCHUILIMHBI UCIIOJIb3YIOTCS HHTEPAKTUBHBIE METOIbI O0YUEHHUs, TAKUE KaK:

1. Jlexuus:

- npoOiieMHast JIEeKLus, Mpeoarailas H3JI0KeHHe MaTepralia yepe3 npodJeMHOCTh BO-
IIPOCOB, 3aJa4 win cutyanuil. Ilpu 3Tom npouecc no3HaHus NPOUCXOAUT B HAYYHOM IIOUCKE, 1UAJI0Te U
COTPYJIHHUYECTBE C MPEIOoAaBaTesieM B MPOIIecCce aHAIKM3a U CPAaBHEHUS TOUEK 3PEHUS;

— JEKUUsA-BU3yaIU3alus - Mojada MarepHuaja OCYILECTBIISIETCS CPEICTBAMU TEXHUYECKHUX
CpeAcTB O0YYEHHUsI ¢ KPaTKUM KOMMEHTHPOBAHUEM JEMOHCTPHPYEMBIX BH3YAJIbHBIX MaTepHaNIOB (TIpe-
3CHTAIU).

2. CemuHap:

— TEMaTHYECKHI CEMUHAp — 3TOT BHJ CEMHHApa TOTOBUTCS U MPOBOJIUTCS C IIENIBbIO aKIICH-
TUPOBAHUS BHUMaHUs O0yYaroNIMXCs Ha KaKoW-TUOO aKTyaJbHOW TeMe WM Ha Hauboliee BaXKHBIX U CY-
LIECTBEHHBIX €€ acnekTax. [lepen Hauasom cemuHapa 00y4aromUMCs 1aeTCs 3a/laHue — BbILACIUTH CyIle-
CTBEHHBIE CTOPOHBI TEMBI, WJIU )K€ MPENoAaBaTelib MOXKET TO CAeNaTh caM B TOM cllydae, Koraa o0yya-
IOLIMECs 3aTPYTHSAIOTCS MPOCIEANTh MX CBS3b C MPAKTHUKOW. TeMaTudeckuii ceMuHap yriryOssieT 3HaHus
CTYJCHTOB, OPUEHTUPYET MX HA aKTUBHBIM MOUCK MyTeH U COCOOOB pEelIeHHs 3aTparuBaeMoii mpooJe-
MBI,

B nenom BHeaynuTopHas camocmosamenvHas padoma oodyyarouwguxca TPU U3YUYEHUU Kypca
BKJIFOYAET B ceOs1 CIICTYIONINE BUIBI pa0oT:

- npopaboTKa (M3ydeHue) MaTepraoB JEKIIHii;

- YTEeHUE U NPOPabOTKa pEKOMEHI0BAaHHON y4eOHO-METOANYECKON JIUTEPATYPHI;

- MOUCK U MpopaboTka MaTepuasioB U3 HTepHET-pecypcoB, NEPUOANIECKON MeyaTu;

— BBITOJIHEHHE JIOMAIIHUX 3aJlaHui B (hopMe Kelc-CTaau, TECTOB, TBOPUECKUX 3a/1aHui, J10-
KJ1aJ10B, pedeparos;

- MOJIFOTOBKA NpPE3EHTAlUN I WIUIIOCTPALUU JIOKJIAaJ0B U IPEACTaBICHUS Pe3yJbTaTOB
aHaIM3a KOHKPETHBIX CUTYallUi;

- KOHCIIEKTUPOBaHUE TIEPBOMCTOYHUKOB U YU€OHOW JTUTEPATypHI;

- MOJIMOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY U HTOTOBOMY KOHTPOJIIO 3HAHUM.

OcHoBHast 07151 CaMOCTOSITEIbHON pabOThl 00yUaIOIUXCS TPUXOUTCS Ha MOATOTOBKY K IPaKTH-
YECKUM 3aHATHSAM, TEMaTHKa KOTOPBIX IOJTHOCTBIO OXBAaThIBAET colep)kaHue Kypca. CaMOCTOSTENbHAs
paboTa 1o MOJAroTOBKE K MPAKTUYECKUM 3aHATUAM MO JUucHUIUIMHE « OCHOBBI I€JI0ONPOU3BOICTBAY MPE-
rojlaraeT yMeHue paboTarhb ¢ NepBUYHON HHPOpMALIUEH.

10 KypcoBoii npoekTt (padora)

BrinmonHnenue KypcoBoro mpoekta (padoThl) HE MPEIyCMOTPEHO YUEOHBIM TUTAHOM.
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11 Ilepeyenb NHPOPMALNMOHHBIX TEXHOJOTHH, HCNOJb3yeMbIX NPH OCYILIECTBJICHUH 00pa3o-
BaTeJILHOTO Ipolecca Mo JHCHMILIMHE, BKJIYas NepedeHb NMPOrpaMMHOI0 odecreYyeHHs] M HH-
(popManIMOHHO-CIIPABOYHBIX CHCTEM

11.1 Hepeuenv unghopmayuonnvix mexHo102uil, UCHOIL3YEMBIX NPU OCYULECMEICHUU 00pa30-
eéamenvH020 npoyecca

— DIIEKTPOHHBIE 00pa30BaTEIbHBIC PECYPCHI,

- WCIIOJIb30BAaHKE CIIANA-TIPE3CHTAIUH;

- MHTEPAKTUBHOE OOIIEHHE C O0YyYaroIMMHCS W KOHCYJIbTHPOBAHHE IOCPEICTBOM 3JICK-
TPOHHOM MOYTHI.

11.2 Hepeuensv npozpammmnozo obecneuenus, UCHONBL3YEMO20 RPU OCYW ECMEICHUU 00pA308a-
menbHOo20 npoyecca

[Tpu OCBOCHHUHU TUCHUIUIMHBI HCIOIB3YETCS JTUIIEH3NOHHOE MMPOrpaMMHOE 00ecTiedeHuE:

- [Taker P7 - oduc

11.3 Ilepeuenv ungopmayuoHHO-CRPABOUHBIX CUCHIEM
- CrIpaBOYHO-TIpaBoBast cuctema ['apanT http://www.garant.ru/online

12 MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHue TUCIUTIINHBI

— JUISL IPOBEJICHUS 3aHATHIA JICKIIMOHHOTO TUIIA, MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHMA, TPYIIOBBIX
U WHIUBUAYAIbHBIX KOHCYJIbTALMNA, TEKYIIETO KOHTPOJA M MPOMEXKYTOUHOU arrecramuu, Ne 7-419 c
KOMIUIEKTOM yueOHOU Mebenu Ha 36 1mocalouHbIX MECTa;

— JUISL CAaMOCTOSITeNIbHOM paboThl oOyuatouxcs - yueOHas aynuropus Ne 305, obopynoBaHHas 5 pa-
00YMMH CTaHLUAMU C JOCTynmoM K ceTtu «VHTepHeT» U B JJIEKTPOHHYIO HH(DOpPMAIIMOHHO-
o0pa3oBaTeNbHYI0 CpPEely OpTaHU3alMH, ¥ KOMILICKTOM ydeOHOW mebenu Ha 29 MOCaJOYHBIX MECTa;
yuebHas aynutopus Ne 517, obopynoBanHasi 8 pabo4uuMU CTaHLUAMHU C AOCTYNOM K ceTH «/HTepHeT» U
B QJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CpEly OpraHU3alud, 1 KOMIUIEKTOM Y4eOHOH Mebe-
11 Ha 12 mocaiouHbIX MECTa;

— JI0CKa ayAUTOpHAas;

— mpe3enTaruu B Power Point mo Temam kypca «OCHOBBI JIEIOTIPOU3BOICTBAY;

— MyJbTHMEANIHOE 000pyI0BaHKe (HOYTOYK, IPOEKTOP, TEIECBU30D).
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