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1 Hdesn u 3ap1aum y4eOHOM JUCHMILIHHBI

Llenvto nucuumnnnbl «Jlenonpon3BoAcTBOy» sBisgeTcs GOPMUPOBAHUE Y O0YYAIOMIUXCS 3HAHUMA O
IIPOLIECCE CO3JaHMsl U ABM)KEHUS JOKYMEHTOB B OpraHM3alUsX, HOPMaTUBHO-METOANYECKOM 0a3bl Jeio-
MIPOU3BOJICTBA, JOKYMEHTOBEIUECKOW TEPMHUHOJIOTHH, SI3bIKE CIIY>)KEOHOTO JTOKYMEHTa, TEXHOJOTHUSAX pa-
00THI C TOKYMEHTAaMH, a TAK)K€ METOAUKON X 0(h)OPMIICHUS], COCTABJICHHUS, IIPABKU U PEIAKTUPOBAHMSL.

OcHOBHBIE 33J1a4M Kypca:

- W3Y4YEHUE COJECPKAHMSI HOPMATUBHBIX IIPABOBBIX AKTOB U METOJMYECKUX JOKYMEHTOB, pe-
[JIaMEHTUPYIOLIUX BOMPOCHI CO3aHUSI IOKYMEHTOB U pabOThI C HUMU;

- u3ydyeHue TpeOOBaHUS K  COCTaBICHUIO U
pacnopsIIUTEIIbHON JOKYMEHTALINH;

- u3ydeHne odecneueHus paloHaIbHOTO UCTIOIB30BAHUS JTIOKYMEHTOB B JICJIOBOM MTPAKTHKE
NPEANPUITHS;

— M3y4Y€HHUE MpOLEAYp OpraHu3alMy XPAaHEHUs JOKYMEHTOB, BKIIIOYAs WX HaJICKALLYIO
MIOJIFOTOBKY K I€peJjaue Ha apXMBHOE XpaHEHUE B rOCYAapCTBEHHBIM MM BEIOMCTBEHHbIN (110 MpUHAJ-

Oo(QOpPMIICHHIO  OpraHU3alMOHHO-

JISKHOCTH MPEANPUSATHS) ApXUB.

2 TpeOoBaHusi K pe3y/ibTATAM OCBOCHHMS AMCHHUILIMHBI

[porecc n3ydeHus TUCIUILUIMHBI HANIPABJICH Ha ()OPMUPOBAHUE CIICITYFOIIMX KOMITCTCHITUIA
[1IK - 5 CtocoOHOCTh OCYIIECTBIISATH JEIOMPOU3BOJICTBO U IOKYMEHTOOOOPOT B TYPUCTCKOM JCsI-

TCIBHOCTH.

[Tnanupyemble pe3ysbTaThl 00YUYEHHS] IPU U3YyUYEHUU AUCLMILIUHBI, COOTHECEHHBIE C IJIAHUPYeE-
MBIMU pe3yJIbTaTaMHU OCBOCHMs 00pa30BaTEIbHOM MPOTrpaMMbl, IPECTAaBICHbI B TAOIUIIE.

Tabmuua — Ilnanupyemble pe3yabTaTel 00yUeHHUs NPU U3YUSHUH AUCLUIIMHBL, COOTHECEHHbIE C IIaHUPY-
€MBIMH pPe3yJIbTaTaMU OCBOCHHS 00pa30BaTeIbHOM MPOTPaMMBI

Kon [Inanupyemsie pe3ynpta- | Kom u HanmmeHoBanue | [Imanmpyemsiil pesynbrat oOyuenus | Kox moka-
KOMICTEHIINH | TBI OCBOCHHUS 00pa3oBa- | WHAWKATOpa MOCTHXKCHUS 0 JVCIUTUINHE 3arens
TEJIbHOW MPOrpaMMbl YHUBEpPCAJIbHONH KOMIIE- OCBOCHUSA
TEHIUU
IK-5 Croco0HOCTh ocy- | M-1nks: 3maer mops- | 3HaTh:
HIECTBISAThH JEJIONpon3- | A0K odopMIIeHHS, BEl€- | — HOPMATUBHBIE JOKYMEHTHI IO 3(ITK-5)1
BOJICTBO U JIOKyMEHTO- | HAA W XPAaHCHHS JIOKY- | CTaHIApTU3AlMH B obylacTu  J1es0-
0GOpOT B TypHCTCKOlf | MCHTAMH 1O CHCTeMaMm HpOI/I3BO}Z[CTBal,) nepiCTByjm&l)ne Ha
OIJIATHI TPYAA M OPTaHU- | TEPPUTOPHUU niicKoi -
JEATENBHOCTH Py p eppuTOp OCCHHCKO eaepa
3alUd TpyJda NEpPCOHANa; | IMH;
TCXHOJIOTMH, METOAbl H — CHCTEMBbI I[OKyMeHTaIII/II/I, Tpe_ 3(HK'5)2
MCTOIUKH  IPOBEACHHSA | GoBaHUS K COCTAaBICHHUIO U O(OpM-
aHaJIn3a U CUCTEMATH3a- | JIEHUIO JIOKYMEHTOB, COBPEMEHHEIE
OUU JTOKYMEHTOB M HH- | criocOOBI W TEXHUKY CO3JAHHS JI0-
(bopmanuyu; OCHOBBI 10- | KyMEHTOB;
KyMEHTOO00pOTa M J0- | — OpraHm3aIio  JTOKyMEHT0000-
KYyMEHTAIIMOHHOT'O obec- poTa Ha NpeNpUITUN 3(HK'5)3
HEUCHN — TepeueHb W CTPYKTYpy CIipa-
W]-2nics: Ymeer opra- | pouyno-undopmaumonnsix, opramu- | SUIK-5)4
HHU30BATL XPAHCHUE JI0- | 3a1{HOHHBIX W PaCIOPSAUTEIBHBIX
KYMEHTOB B COOTBET- | ;oKyMEHTOB.
CTBMM C TPEOOBAHMAMHU | yyiory.
3alf,0HOIfaT$H’CTBa Poc- | _ paspabarbiBaTh npoekthl yrpas- | Y(IIK-5)1
CHHCKOM - CDCNCPAlN M | jeyyeckoii JOKYMEHTALMH;
JIOKaJIbHBIMU aKTaMu
— aHalIM3UpoOBaTh M  BHEAPATH
TaHHU3ALUH
OHI}[ 3 3 II YIPaBJIEHUYECKYIO JOKYMEHTALUIO; Y(IIK-5)2
K-S — OINTUMH3UPOBATh  JIOKYMEHTO-
YMeeT BecTH ydeT U pe- V(IIK-5)3
000pOT HA MTPEATIPUATHH;
TUCTPALAIO TOKYMEHTOB
— aHAIM3MPOBATh WH(OPMAIHIO O
B HH()OPMAITMOHHBIX V(ITIK-5)4

3




Kon [Tnanupyemsie pesynsra- | Kon u HanmenoBanue | [lnanupyemslii pesynbrar oOyuenus | Kopx nmoka-

KOMITETEHIIMM | TbI OCBOCHHUS 00pa3oBa- | MHIMKATOPA JOCTHXKEHHS MO JUCLUIUINHE 3arens
TEJILHOH ITPOTpaMMBbl YHHUBEpCAJIbHOH  KOMIIe- OCBOECHHMS
TEHLUH
cucTteMax M Ha Marepu- | (yHKIMOHMPOBAHHUHU CHCTEMBI
IBHBIX HOCHTEJNISIX; Be- | BHYTPEHHETO0  JIOKYMEHTOOOOpoTa
CTH JIEJIOBYIO MIEPENUCKY | OpraHU3aLuy, VY(IIK-5)5

— BecTH 0a3bl JaHHBIX 110 pa3jind-
HBIM ITOKAa3aTCIIsIM.

Baagern:

— HaBBIKAMH  JOKYMEHTAJILHOTO
o(hOpMIICHHS pEeIICHNH B yIpaBiie-
HUU  ONEpaIoHHOH  (TIPOM3BOI-
CTBEHHOI) nesTenpHocTH opranu- | B(IIK-5)1
3alluii;

— HaBbIKAaMH aHaiu3a uH(popMa-
MM O (YHKIMOHUPOBAHUM CHUCTE-
MBI BHYTPEHHETO JOKYMEHTO000PO- B(I1K-5)2
Ta OpPraHU3aIiH;

— BexeHus 0a3 JaHHBIX IO pas-
IMYHBIM TI0Ka3aTensM 1 dopmupo- | B(IIK-5)3
BaHUS WH(POPMALNMOHHOTO obecte-
YEeHHsl YYaCTHHKOB OpTaHH3alUOH-
HBIX IIPOCKTOB;

— HaBbIKaMHU IIOJrOTOBKU OpraHH- B(IIK-5)4
3allMOHHBIX M PACIOPSIUTENBHBIX
JIOKYMEHTOB.

3 MecTo TMCUMILUIMHBI B CTPYKTYpe 00pa3oBaTeIbHOH MPOrpaMmbl

VYyeOHast nucuUIUIMHA «/[eI10npon3BOJACTBO» OTHOCUTHCSA K YacTH (DOPMUPYEMBIX YYACTHUKAMU
00pa3oBaTeNbHBIX OTHOIIEHUH B CTPYKType OCHOBHOI 00pa3oBaTeIbHOM TPOrpaMMBl.

3HaHUSI, YMEHUS U HaBBIKU, TIOJyYEHHbIE O0YUYaAIOLUIMMUCS B XOJ€ U3YUYEHUS Kypca TUCIUILINHBI,
MOTYT OBITh MCIIOJIb30BaHbI ISl IPOXOXKICHUS MPEIUINIOMHON NMPAKTUKH, @ TAaKXKe JUIs MOATOTOBKH BBI-
ITyCKHOM KBaJIM(PUKAITMOHHOMN pabOTHI.




4 Conep:xkanue JUCHUTNTHHBI

4.1.1 Temamuueckuit naian OuCUURIUHBL OUHOU OPMBL 0OYUEHUA

KoHnTakTHast
padoTa no Bu-
JaM y4eOHBIX
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Tema 1 «OCHOBHBIE MOHATUS U ONPEIACICHUS
Huckyccusl,
JOKYMEHTAIIMOHHOTO 00€CIIeUeHUs yIpaBiie- 8 4 4 4 oot
HUSD) JICKLIUST
Tema 2 «/lokymeHTanmoHHOE OO€ecTIedeHne
Hloky H 10 6 6 4 Ormpoc
JIJIOBOTO OOIICHUS»
Tema 3 «Dopmysap-oOpasel] OpraHu3aIuoH- 1
HCKYyCCUs,
HO-PaCHOPSIIUTENBHOr0 JoKyMeHTa. Oomue 8 4 4 4 T;T
CBEJICHHSI O PEKBH3UTAX»
Tema 4 «Cuctemaru3aius U XpaHEHUE YIIPaB- 8 6 6 2 [pakTnueckoe
JIEHYECKHX JIOKYMEHTOB 3aHATHE
Tema 5 «IIpaBuna odopmiieHus OIT1aHKOB J0- 6 2 2 4 Huckyceus,
KYMEHTOB» TeCT
Tema 6 «CocTaBnenue u opopMIIEHUE TTUCEM) 10 6 6 4 IpakTudeckoe
3aHATHC
Tema 7 «[IpaBuia oopmiieHHsI OCHOBHBIX 1
HCKYyCCUs,
BHJIOB OPTaHU3AI[MOHHO-PACTIOPTUTENEHBIX 6 2 2 4 T;T
JOKYMEHTOBY»
Tema 8 «Odopmiienue opraHu3aMOHHO- 10 6 6 4 IpakTuyeckoe
PaCIOPSANTENHHOMN TOKYMEHTAITHID) 3aHATHE
Tema 9 «IIpaBuna opopmiIeHUs] OCHOBHBIX
Huckyccus,
BUJIOB CIIPAaBOYHO-WH(POPMALTUOHHBIX JOKY- 6 2 2 4 oot
MEHTOB»
Tema 10 «CoctaBnenne u odpopMIICHHE MH- 8 4 4 4 TpakTryeckoe
(hopMalOHHO-CTIPABOYHOM JOKYMEHTAIHU» 3aHATHE
Tema 11 «Opranuzanust AOKyMEHTOOOOPOTa 6 2 2 4 Huckycens,
HAa MPEJITPUSTHIX» TECT
Tema 12 «OdopmieHne TOKYMEHTOB 10 JTHY- 8 4 4 4 | Mpaxnueckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanmu3 cocTossHHE JOKYMEHTO000-
6 2 2 4 Huckyceust
poTa Ha IPEeNIPUATHI
Tema 14 dopmupoBanme 0a3 HAaHHBIX W aHa- Ompoc, mpax-
JIU3 JOKyMEHT0060pOTa 8 4 4 4 | Tuueckoe 3a-
HATHUC
HuddepenumpoBannblii 3aueT
Bceero | 108/3 54 | 18 | 36 54




4.1.2. Temamuueckuii na1an OUCYUNIUHDBL OUHO-3A0UHOU hOPMBL 00YUEeHUA

KoHnTakTHast
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Tema 1 «OCHOBHBIE MOHATUS U ONPEACICHUS
Huckyccusl,
JIOKYMEHTAIIMOHHOT'O O00CCIICUeHHUs yIpaBJie- 8 2 2 6 oot
HUSD) JICKLIUST
Tema 2 «/lokymeHTanmoHHOE 0O€ecTedeHne
Jloky H 8 4 4 4 Ormpoc
JIJIOBOTO OOIICHUS»
Tema 3 «Dopmyisip-oOpaser opraHu3aluoH- 1
HCKYyCCHUs,
HO-PacCIOPSIIUTENBHOTO ToKyMeHTa. O0mue 6 2 2 4 TeYCT
CBEJICHHSI O PEKBH3UTAX»
Tema 4 «Cuctemaru3aius 1 XpaHEeHUE YIIPaB- 8 4 4 4 [pakTrueckoe
JIEHYECKHX JIOKYMEHTOB 3aHATHE
Tema 5 «IIpaBuna odopmiieHus OIT1aHKOB J0- 8 2 2 6 Huckyceus,
KYMEHTOB» TECT
Tema 6 «CocTaBnenne u opopMIIEHUE TTHCEM) 10 4 4 6 IpakTudeckoe
3aHATHC
Tema 7 «I[IpaBuia opopmiieHHsI OCHOBHBIX 1
HCKYyCCUs,
BHJIOB OPTaHU3AI[MIOHHO-PACIIOPTUTENEHBIX 7 1 1 6 T;T
JOKYMEHTOBY»
Tema 8 «Odopmiienue opraHu3aMOHHO- 8 2 2 6 IpakTiyeckoe
pacCHOPS,ANTENHBHOM IOKYMEHTAITHID) 3aHATHE
Tema 9 «IIpaBuna oopmiieHHs] OCHOBHBIX 1
HCKYyCCHUA
BUJIOB CIIPAaBOYHO-WH(POPMATUOHHBIX JOKY- 7 1 1 6 T;T ’
MEHTOB»
Tema 10 «CoctaBnenne u odopMIICHHE MH- 8 2 2 6 TpakTryeckoe
(hopMalOHHO-CTIPABOYHOM JOKYMEHTAIHU» 3aHATHE
Tema 11 «Opranuzanust AOKyMEHTOOOOPOTa 7 1 1 6 Huckycens,
Ha MPEJIPUSTHIX TECT
Tema 12 «OdopmieHne TOKYMEHTOB IO JTHY- 8 2 2 6 TpakTideckoe
HOMY COCTaBY» 3aHATHE
Tema 13 «AHanmu3 cocTosHHE JOKYMEHTO000-
7 1 1 6 Huckyceust
poTa Ha IPENPUSTHI)
Tema 14 dopmupoBanme 0a3 HaHHBIX W aHa- Ormpoc, mpax-
U3 JOKYMEHTO000poTa 8 2 2 6 THYECKOE 3a-
HATHUC
HduddepenumpoBannblii 3aueT
Beero | 108/3 | 30 | 10 | 20 78




4.2 Cooepiwcanue oucuyuniutsl

Tema 1 «OcHOBHBbIe TOHATHSI W ONpeleJeHUs] JOKYMEHTAIMOHHOTO o0ecrneyeHust
ylpaBJIeHUs»
Jlexyust

JIOKYMEHT U CUCTEMBI JOKyMEHTallUU. 3HaY€HNUE COBPEMEHHOTO IOKYMEHTUPOBAHUS B yIPaBIEH-
4yeckou nesrenbHocTH. HopmaTuBHO-IIpaBoBast 06a3a periiaMeHTUpYolas AeJ0npor3BoACTBO. DYHKIMU
nokymMeHToB. EnnHas rocymapcrtBenHas cuctema aenornpou3sBojictsa (EI'CJI). YHudunupoBaHHble cH-
crembl nokymentanuu (YCJ). Knaccudukanus 1o0KyMeHTOB. YIIpaBleHUECKasi JOKYMEHTAIUs: TpeOoBa-
HUS K COCTaBJICHUIO U 0(hOPMIICHUIO.

OcHogubie noHAmMuUs membl: TOKYMEHT, QYHKIIUN JOKYMEHTOB, KiIacCU(pUKALIUI JOKYMEHTOB, Jie-
JIOTIPOHM3BOJICTBO, IOKYMEHTHPOBAHKE, JOKYMEHTO0000pOT, PopMyIisip, OJIaHK, HOMCHKIIATYA.

Bonpocw 0na camokonmponsa:

1. KakuM HOpMaTUBHBIM JIOKYMEHTOM PErJIAMEHTUPYIOTCSI OCHOBHBIE TEPMUHBI B 00JIaCTH J€J10-
IIpOM3BOJICTBA?

2. YTo BKIIIOYAET B c€0sl MOHATHUE «JOKYMEHT»?

3. Kakue g3bIKH U c110COOBI JOKYMEHTUPOBAHUS Bbl 3HaeTe?

4. HazoBuTe COBpeMEHHbIE BUAbI HOCUTEEH HHPOPMALIUU.

5. Kakum 3aKOHOM yCTaHaBIMBAETCS IPABOBOM PEXXUM CO3JaHMsI, XPAHEHHUS U UCIIOIb30BaHUS
MH(pOPMALMOHHBIX PeCypcoB?

6. UeM oTamyaeTcsi JOKYMEHT JIMYHOTO TPOUCXOKACHUS OT 0(UIIUAIBHOIO JOKYyMEHTa?

7. Uto 00ycnaBauBaeT I0pUINYECKYI0 CUITy O(pUIHAIBHOTO JOKyMeHTa?

8. Uto moHnMaercs o/l noJuyHKIMOHAIBHOCTBIO IOKyMEeHTa?

9. HazoBuTe OCHOBHBIE OJIOKH (TPpYIbl) PYHKIUI ToKyMeHTa. YeM xapakTepusyeTcs Kax bl
0110K?

10. Kak MeHnsietrcs aeiictBue GpyHKIUI BO BpeMeHH?

11. KakoBbl OCHOBHBIE 1€/ YHU(PHUKAIIUH TOKyMEHTOB?

12. Yto y4nThIBa€TCS MPH MPOBEACHUN YHUDHUKAIIMH JOKYMEHTOB?

13. Yto noHuMaeTcs ol CUCTEMOM TOKyMEHTaluu?

14. Kakue ObIBalOT CUCTEMBI JOKYMEHTAIUH?

15. YUto npencrasisieT co00M CTaHIapT U KaKHe BUJIbI CTAHAAPTOB MPUMEHSIOTCS B HaIlIeH
cTpane?

16. YUTo BXOIUT B KOMIUIEKC HOPMATUBHBIX JIOKYMEHTOB 110 CTAHIAPTU3ALNHN ?

17. Yro npexncrasisier codoir YCJI u kakue neiictBytomue B Hame ctpane Y C/] Bbl 3Haete?

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

Tema 2 «/JlokyMeHTALIMOHHOE 00ecnevyeHHe J1eJI0BOr0 00 eHHsD)
IIpakxmuueckoe 3anamue

Bonpocwt ons oocyscoenus:

1. OnpeneneHre 0OCHOB JOKYMEHTHPOBAHUS YIIPABICHYECKON JEATEIbHOCTH.

2. SI3pIKOBBIE HOPMBI OUIIUATBHBIX JOKYMEHTOB.

3. UccnenoBanue chep GyHKIIMOHUPOBAHHS M KAHPOBOTO Pa3HOOOPa3usi OPHUIIHATEHO-IETOBBIX
JIOKYMEHTOB.

4. Ananu3 S3bIKOBBIX ()OPM O(UITHATIEHBIX TOKYMEHTOB (IIPAKTHYECKUE YIPAKHEHHUS).

5. UccnenoBanue npuéMoB yHU(PUKALIMHU S3bIKA CITY>KEOHBIX JOKYMEHTOB.

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



Tema 3 «@opmyJisip-o0pa3enl OPraHM3alMOHHO-PACIIOPATUTEIHHOI0 JOKYMeHTa. O01mme
CBe/IeHUS] 0 PEKBU3UTAX»

Jlexyust

VYnpaBrneHdyeckass JOKYMEHTalUs: TPEOOBAaHUA K COCTABICHUIO M OQOpPMIICHHIO, (OPMYIIp-
oOpasern, cocTaB M PacloJIOKeHUE PEKBU3UTOB. [IOCTOSIHHBIE W TEPEMEHHBIE PEKBU3HTHI. YTJIOBOH U
MIPOJOJIbHBIN O51aHK HoKyMeHTa. CriocoObl oopmileHUs: peKBU3UTOB: (DIIaHTOBBIN U LIeHTpoBaHHBIH. Co-
BPCMCHHBIC CHOCO6BI " TCXHUKA CO3JaHUS JOKYMCHTOB.

OcnosHble nonamus memul. HopMyisip-oOpasell, peKBU3HT, TaOyIHUpoBaHue, popmar.

Bonpocul ona camokonmpons:

. Kakue ¢opmatsl OyMaru HCIob3yrTCs Ul IOCTpOeHUS Gopmylsipa-oopasma OP/]?
. Kakue pasmepst noneit OPJ] yctanosnens! hopmysipom-oopaszom OP1?

. MoryT 11 Ha 1oJiIX JI0KyMEHTa pacrojiaraTbCsi Kakhue-Iu00 peKBU3UTHI?

. Kakoii MakcuManbHBIi COCTaB PEKBU3UTOB YCTAHOBJIEH (POpMyIsipoM-00pa3iom?

. CKOJIBKO TIOJIOKEHUH TaOyIATOpA UCTIOIB3YETCs MPH 0(OPMIICHHH PEKBU3UTOB?

. Kakue pekBU3UTBI OTHOCSTCS K TOCTOSITHHBIM?

. Kakue pexBU3UTHI ABISIOTCS 0053aTeIbHBIMU?

. CKOIIBKO CYIIECTBYET CIOCOO0B 0(OPMIICHUS PEKBU3UTOB?

. UTo XapakTepusyroT JONOIHUTEIbHbIE PeKBU3UTEI OP/]?

10. Yem npo10IbHBIA BapUaHT PACIIOIOKESHUS! PEKBU3UTOB 3ar0JIOBOYHOM YacTH OJIaHKa OTIINYa-
€TCsl OT YIJIOBOTO?

O 00 1N DN K~ W —

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

Tema 4 ((CI/ICTEMaTI/I3aIII/IH U XpaHCHUEC YIIPABJICHYECCKHUX TOKYMECHTOB»
HpaKmuHQCKO€ 3arAmue

3adanue 1.
CocTaBbTe HOMEHKIIATYPY A€ KaHICISAPUHA OpTaHH3aIHH.

3adanue 2.
CocTaBbTe HOMEHKIATYPY Ael (PMHAHCOBOTO OT/IEa OpraHU3aIl1u.

3aoanue 3.
ChopmupyiiTe TUUHOE €710 pAOOTHHKA OpTaHU3AIIIH.

3adanue 4.

Boiienure u packpoiite OCHOBHBIE (DYHKIIMH AKCIEPTHON Komuccuu Ha ocHoBe «IlomoxeHus o
ITOCTOSIHHO JIEMCTBYIOIIEH SKCIIEPTHON KOMUCCHH YUPEXKIACHUS, OPTaHU3ALNH, TPEAIPUITUS.

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

Tema 5 «IIpaBuia opopmiieHus1 6J1AaHKOB JOKYMEHTOB)»
Jlexyus

CocTaB peKBU3UTOB. bilaHKM JOKYMEHTOB: Ui IChbMa M OOLIUI OJIaHK AJisi IPYTUX BUAOB JIOKY-
MeHTOB. OdopmiieHne peKBU3UTOB. TpeOoBaHUA K O(DOPMIICHHIO PEKBHU3UTOB OPTraHU3allMOHHO-
pacropsIUTeIbHBIX TOKYMEHTOB, CIIPAaBOYHO-UH(POPMALIMOHHON M CIIPaBOYHO-aHATUTUYECKON TOKYMEH-
taruu. CTaHzapTU3aIus mporecca JOKYMEHTHPOBAHHUSL.
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OcHosHble nonamus memvl. BUIBI OJIAaHKOB JIOKYMEHTOB, Tep0, sMOsieMa; TOBapHBINA 3HAK (3HAK
o0ciTy’)KuBaHus); KoJ (GOpMbI JOKyMEHTa; HAMMEHOBAHUE OPTraHU3allMM - aBTOpa JOKYMEHTa; HAaUMEHO-
BaHUE CTPYKTYPHOIO MOAPA3JEICHUs - aBTOpa JIOKYMEHTa; HAUMEHOBAHME JIOJDKHOCTHU JIMLA - aBTOpa
JOKYMEHTa; CIIPaBOYHbIE JaHHbIe 00 OpraHu3allMy; HaMMEHOBAaHUE BHU/A JOKYMEHTa; JaTa JOKYMEHTa;
PErUCTPallMOHHBIM HOMEP JOKYMEHTA; CChUIKA Ha PErMCTPALIMOHHBIM HOMEP U JaTy MOCTYIUBLIETO J10-
KyMEHTa; MECTO COCTaBJIeHUs (M3AaHUS) TOKYMEHTa; Ipud OrpaHHUYEHMs JOCTYIa K JOKYMEHTY; ajpe-
catr; rpu( yTBEp>KACHUS JOKYMEHTa; 3aroJIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O NMPHJIOKEHHH;
rpud coriacoBaHus 10KyMEHTA; BU3a; MOANUCH; OTMETKA 00 3JIEKTPOHHON MOJIIMCH; [1€4aTh; OTMETKA 00
HCIIOJIHUTEIIE; OTMETKA O 3aBEPEHMM KOIMH; OTMETKA O IOCTYIUIEHUU JJOKYMEHTA; PE30JIIOLUS; OTMETKA
0 KOHTPOJIEC; OTMETKA O HAIIPABJICHUU JOKYMEHTA B JIEJI0.

Bonpocul ona camoxonmpons:

1. Kakue opranu3zanuy UMEIOT IPaBoO U300pakaTh Ha OJIaHKAX CBOMX JIOKYMEHTOB I 'ocyapcTBeH-
HbII TepO Poccuiickoit deneparnn?

2. Yro npeacrasisoT co00i Ko/ OpraHu3aliu U Koa popMbl JOKYMEHTA, UCII0JIb3yEMbIE Ha
omankax OPJ1?

3. UeMy OJIKHO COOTBETCTBOBATh HAUMEHOBAHUE BU/1Aa JJOKYMEHTA, IPUBOIUMOE B OJIaHKE KOH-
KpPETHOI'O BUJIa IOKyMeHTa?

4. Kakue cioco0s! opopmieHns pekBu3nTa «Jlata qokymeHnTta» Bbl 3HaeTe?

5. Yem pekBu3uT «PerucrpaiinoHHbIA HOMEP TOKYMEHTa» OTIMYAEeTCs OT pekBU3HUTa «CChlIKa Ha
PErucTpallMOHHBIM HOMEP U 1aTy JOKYMEHTa»?

6. Bcerna i Ha GraHke JOHKEH MPUCYTCTBOBATh PEKBU3UT «MeECTO COCTaBIEHUS WM U3aHUS
JIOKyMEHTa»?

7. YTo 03HayaeT HaIMuMe Ha TOKyMeHTe Tpu(a orpaHMueHus J0CTyIa K HeMy?

8. Kakum 00pa3zom HyHO 0pOPMIISITh PEKBU3UT «AJpecaT», €Clid JOKYMEHT a/Ipecyercs B Apy-
T'YIO CTpaHy?

9. KakoBbl coctaBHbIC YacTH pekBU3UTa «I pud yTBEpKIECHUS TOKYMEHTA)?

10. Kakumu criocobamut MokeT 0opMIIAThCS peKBU3HT «Pe3omronus»?

11. Kakue cymecTBytOT 0COOEHHOCTH 0(hOPMIICHHS PEKBU3HUTA «3aroj0BOK K TEKCTY JTOKYMEHTa
B 3aBUCHMOCTH OT BUJA TIOKyMeHTa?

12. B kakux ciry4asix TeKCT OPHUIIHATHHOTO JOKYMEHTa MOXHO 0()OPMIISITH TOJIBKO Ha PYCCKOM
SI3bIKE?

13. Kora oTMETKY 0 HAJIMYWU TIPUIIOKEHHUST MOKHO 0(OPMIISTH MO KpaTkoi popme?

14. Kak opopmiisiercst pekBu3uT «Iloamuce», ecinu JOKyMEHT MONHUCHIBAETCS PYKOBOAUTEISIMU
JBYX OpraHu3anui’?

15. Kakumu criocobamMu MOKET OCYIIECTBIISTHCS BHEIIHEE COTIACOBAaHUE U KaK 3T0 0(opMIIsieT-
cs?

16. I'ne mpocraBnsercs Ha JOKyMeHTe peKBU3UT «I pu coriiacoBaHus TOKyMeHTa»?

17. Kakue Bupl eyaret ynorpedsitores npu opopmiiennn OPJl 1 kak npaBUiIbHO JOKHA OBITH
IIPOCTaBJIeHA M1€4YaTh?

18. I'me mpocTaBisieTcst OTMETKA O 3aBEPEHUHM KOMUHU U Kak OHa 0hopMIIIeTCs?

19 SBnsercs nmu pekBU3UT «OTMETKa 00 UCTIOIHUTENE» 005A3aTENbHBIM U T€ OH MPOCTaBIseTCs?

20. Yto BX0aUT B cocTaB pekBu3nTa «OTMETKA 00 UCTIOJHEHNUU JOKYMEHTA M HAIIPABJICHHUH €T0 B
neno»?

21. Ha xakux JOKyMEHTaX MPOCTABIISIETCS PEKBU3UT «OTMETKA O OCTYIUICHUU JOKYMEHTa B Op-
rauuszanuio»? HazoBure coctaBHbIE YaCTH 3TOTO PEKBU3UTA.

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



Tema 6 «CocraBienue u opopmiieHue nucem»
Ilpaxmuueckoe 3ansamue

3aoanue 1.

CocraBbTe nucbMo — npuraamiesue Ne 544 ot 10.07.20  no cn. JaHHBIM:

WMHCTUTYT TOYHBIX MPUOOPOB MOCHIUIAET MUChMO — mpurinanienue aupexropy LHHUU «IIpomereii»
Koncrantuny CepreeBudy ¢ NpUriamieHUEM TOCETUTh MEKIYHAPOIHYIO CIIELMAIN3UPOBAHHYO BBICTAaB-
Ky «DKOHOMHSI MAaT€pUaIbHBIX U TOILUIUBHO — SHEPIeTHUYECKUX PECYPCOB B CTPOUTEIHCTBE U MPOMBIIII-
JIEHHOCTH». BpIcTaBka cocTouTcs B I. MOCKBa B aBUJIbOHE BBICTABOUYHOTO IieHTpa Ha KpacHoit [Ipeche
18 aBrycta 20 roma ¢ 9.00 mo 20.00. Axpec mHCTUTYTa TOUHBIX TpubopoB r. Mocksa yi. [lnexanosa
36, Ten. 237-87-77. dupexTop nHctutyTa TouHbIX IpuoopoB C. K. Ceprees.

3adanue 2.

Cocraspte rapantuiinoe nucbMo Ne 589 ot 23.09.20  no cieayrouuM JaHHbIM:

00O «Mury rapantupyer AO «BocTopr» OTrpy3Ky akKyMyJISTOpHBIX O6arapeit Ha cymmy 324000
(Tpucra nBaguaTth uerbipe Thicauu) pyoseit 00 komeek B TeUEHHUE 2-X HEENIb ¢ MOMEHTA MOCTYIUICHUS
JICHEXHBIX CPEJCTB HA pAaCUeTHBIH CYeT.

Anpec OOO «Mur» 1. Mocksa yn. CanoBast 36, ten. 237-87-87. Hupekrop OO0 «Mwur» M.
K.Makcumos.

3adanue 3.
CocraBbre nH(popMarmonHoe nrucbMo Ne 59 ot 12.09.20 1o cieayromymM JaHHbIM:
MockoBckuil monurpadguyeckuit TEXHUKYM coobmaeT aupektopy mkonsl Ne 12 B.C. AHTOHOBOM
0 TOM, YTO B HOBOM y4€OHOM r'oJly TEXHUKYM OTKPBIBAET /IBa HOBBIX (haKyJIbTETa:
1. JlazepHble TEXHOJIOTMH B NOJAUTpadun
2. YOpunmuaeckuit
[TpaBuna nmpuema obuue i Beex.
Anpec MockoBckoro moiurpaduueckoro TexHukyma r. Mocksa yin. Mupa 86, ten. 337-87-87.
Hupekrop texuukyma M.C. Urnareesa.

3aoanue 4 Cocmagvme u oghopmume cysxcebHbvie NUCbMA NO CAEOVIOUUM CUMYAYUSM.

Curyanus 1.

JlemapraMeHT NOJJEPKKU M Pa3BUTUS Majoro MpeIIpUHHUMATENbCTBA MUCHMOM 3a IMOANUCHIO
3aM. AupeKTopa AenapramenTa CBepukoBa A.B. yBegoMun pykoBoAcTBO AeTckoro cajga Ne 1586 o Towm,
YTO B CBSI3U C Pa3BUTHEM NIpPEIIPUHUMATENHCTBA 3/1aHUE JIETCKOTO cajia JOJDKHO OBITh MEepeNaHo s
TEXHUUYECKUX HYXJ JerapTaMeHTa.

Ucnonuutenem BacunbeBoil o mopydeHuto qupektopa aerckoro caga Ne 1586 FOro-3amagnoro
OKPY’KHOTO yTIpaBlieHHs] 00pa30BaHusl T. MOCKBBI, pacloJI0KEHHOT0 Ha MpocnekTe MU4ypuHCKOM, J1I0M
22 r. MoCKkBBI, OBUTO COCTaBJIEHO MHUCHMO, aPECOBAHHOE OTAETY TuceM Mpapuu MOCKBHI TIO ajipecy: T.
Mocksa, yi. TBepckas, 13, B koropoM nupektop aetckoro caaa Ne 1586 O.A. AGpamoBa npocuia pas3o-
OpaThCsl B JAHHOM BOIIPOCE, MOTUBHUPYS TEM, YTO B HA3BAHHOM pailoHEe JIETCKUX CaJi0B OCTAJIOCh MAJlo U
HE BCE JIETH MOTYT IMOCEIIATh JETCKUE JOUIKOJIbHBIE yupekaeHus. [IncbMO OBLIIO OTBETOM Ha MOJTYyYEH-
HBII JIOKYMEHT OT JlermapTaMeHT.

Curyauus 2.

[Ipencenarens mpaBineHus akuoHepHoro kommepueckoro 6anka « TOPTTIPEJJBAHK» (ip. Bep-
Hajckoro, 19, Mocksa, 112123, Ten.: 567-22-17, dakc: 576-22-20) C.A. lymo obpatuics k ['enepansb-
Homy nupektopy HITO «AcGect» JI.M. BonbiHieBy ¢ nmpock00ii pacCMOTPETh BOIIPOC O MPEIOCTABICHUU
B mutensHyto apeHny AKb « TOPTTIPEJIBAHK» pabouunx miomaneit — 180 kB. M 1o pa3merieHue oT-
neneHust OaHka.
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[Tucemo Ob110 coctaBiieHo ucnogauTeneM A.M. TlonnecHoi Ha TOKHOCTHOM OJIaHKE TIpecea-
TEJIsI IpaBJICHUs OaHKa U TOIMCAHO 24 MapTa TEKYIIEro roja.

Curyanus 3.

Ucnonuutenem M. 1O. IlonsikoBoii mo nmopydeHnro HadalibHUKa oTAena Mmapketunra [TAO «Topr-
notpedcoro3» (r. Mocksa, Jlecnas yn., a.18, 117123, ten./pakc. 234-56-00, OKIIO 87654321, OI'PH
1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa 0b1JI0 COCTaBIEHO MUCHMO B aJI-
pec OO0 «/leno», TexHuueckoMy aupekTopy A.M. MsarkoBy 00 OTmpaBKe JOKYMEHTAIUH CJICIYIOIIETO
conepxkanusi: «Hampasisiem HeoOxonumbeie Bam JOKyMeHTHI, colepskaiire WH(OpPMAaILUI0 O LeHe KOM-
IUICKTa HAYYHO-TEXHUYECKOW OKYMEHTAllMd Ha XOJIOAWIbHOE oOopyrnoBaHue. [IpemnmaraeM BbICTATh
TEXHUUYECKYIO JOKYMEHTALUIO Ha 3apyOe’KHbIe aHAJIOTH XOJIOAUIBLHOro oOopyaoBanus. [Ipu npuHsTHH
MOJIOKUTEITFHOTO PEIICHHUs O 3aKyIKe 000pyA0BaHUs MPOocuM Bac HampaBUTh COOTBETCTBYIOIIEE MTUCHMO
pykoBogutento oraena cobita HaymoBy C.IL». JlaHHBIM MHCHMOM COMPOBOKIANACh clienudUKaus Ha
28 1. B 1 3K3.

Curyanus 4.

MoCKOBCKUI paJUOTEXHUUECKUN KOJUIEDK UMEHU akaaemuka A. A. Pacruiermna Munucrepcrsa
obpazoBanus PO (Mocksa, yi. b. [leka0bpbckas, 5, 124000, Ten.: 252-11-84, dakc: 253-32-36) pa3ocnan
MH(GOpPMaLMOHHbIE MHCbMa AUPEKTOpPaM ILIKOJI ropoja ¢ cOooOIIeHHeM 00 OTKPHITUM B HOBOM y4eOHOM
roay JIByX (pakynbpTeTOB: COBpeMEHHBbIE HH()OPMAIIOHHBIE TEXHOJIOTHH U IOpUANYecKuid. B muceme co-
00111aJI0Ch TaK)Ke O TOM, YTO IIpaBUjIa MpUEMa Ha yKa3aHHbIE QakyabTeTsl oouue. [Tucbmo 6610 cocTas-
neHo ucnonHureneMm CrenaHoBoi U nojanucado aupekropom JIL.b. MapteiHiokom 15 mapTa Tekyiero ro-
na.

Curyanus 5.

ITAO «IlepBas ®@abpuka» (r. banammuxa, yin. 3apeunas, 1. 3, 104010) nomkxHO ObUIO B COOTBET-
ctBu ¢ m. 6 goroopa ot 10.07.2015 Ne 12/25 «O mnocraBke npoaykuum» noctaButb AO
«CAHJEPEJIJIA» (MockBa, Kpacunoropckas yi., 1. 32, 111123, Ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedeHue Mecslla KOXaHYIO QYpHUTYPY
Ha o6mryro cymmy 150 000 pyGneit. @aktuuecku ke GypHUTYpHI ObUTO ciano Ha cymmy 120 000 py6neit
U HeJIONOCTaBIeHO npoaykiuu Ha cyMmy 30 000 py6Gueit. CormnacHo 1.8 JoroBopa 3a HelOIOCTaBKY Mpo-
OYKIUKM JI0JDKHA OBITh yIUIayeHa HEyCTOMKa B pa3zmepe 5%, 4TO OT CyMMBbl HEJONOCTaBKH COCTABHIIO
1500 pyOneii.

Hupexrop AO « CAHIAEPEJUIA» B.JI. ®enopoa obpatuinace k gupexropy OOO «Ilepsas daod-
puka» O.J1. CoxonoBy ¢ mpocK00li MepeurcIuTh Ha UX PACUETHBIN cueT ykazanHyo cymmy (1500 pyo.).
B nmpotuBnom cnydyae AO « CAHAEPEJIJIA» OyaeT BoIHYXI€HO 00paTUThCS B rocapouTpaxk. [Tucemo o
HE/IONOCTaBKe MPOAYKLUUHU ObUTO cocTaBieHo ucnonnutenem P.T. FOaunoii u noanucano denoposoii 12
aBrycra TEeKyIlero roja.

Curyanus 6.

Hupextop AO «Antypuym» (Mocksa, LBetHoit O6ynbBap, 1. 3, 105123, Tten./dakc 432-90-78,
OKIIO 12345678, OI'PH 1234567890123, pacu. cuetr 12345678901234567890 B ®BK «['YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CmupHoB oOpartuics k [ maBHOMYy pemakTo-
py xypHana «Jlemo» B.W. [loneBoMy ¢ mpock00ii pasMecTuTh pekinamy npoaykiuuun AO « AHTYprUyM» B
ouepeIHOM HoMepe KypHana. O0beM pekiiaMHOro MaTepuaina — %2 nosjocel. Oruiata myOJuKaluy rapaH-
THpoBaiack. [IMCEMO 0 pa3menieHnu pekiaMbl ObITI0 cocTaBieHo ucnoanutenem JILU. TTucapesoit, mosu-
nucano 1upekropom A.P. CMUPHOBBIM U TJaBHBIM OyxranrepoM B.A. AHTOHOBOIA.

Curyanus 7.

[Ty6mmunbIM akoHepHBIM 001IecTBOM «Bocxom» (109176, Mocksa, yi. [Tonesas, .14, o¢.324)
061 oopMIiIeH 3aKa3 Ne 7 Ha MOCTABKY MPOIYKIIMU B COOTBETCTBUU C 3aKIIOYCHHBIM JIOTOBOPOM O TIO-
craBkax oT 13.06.2013 Ne 12 u nanpasnen B aapec [TAO «/Iluamant» (114000, Mocksa, yiu. [IpoctopHasi,
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o 25, od.14, Ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
0987654321/123456789). Onnako [TAO «J/lmamaHT» HE CMOTJIO B yKa3zaHHBIN cpok (28.07.2014) ucnon-
HUTH 3aKa3 U3-3a 00JIE3HH BEIYyILEro COTPYyIHUKA OTHAea N0ocTaBku U ['eHepanbHblil Aupektop ero I'.JI.
MypomiieB HanpaBui1 HHGpopMarmonHoe mucbMo B aapec [TAO «Bocxom» o nmepeHoce CpoKOB HCIIONHE-
Hus 3akaza Ne 7 ¢ 28.07.2013 na 04.08.2013, B kotopom Takxke otMeTis1 uto [TAO «/luamant» coriacHo
B TEUEHHE 5 JHEH BBHIIUIATUTh HEYCTOWKY B COOTBETCTBHH C I1.4.2 3aKJIFOYEHHOTO JOI0BOpA O MOCTaBKaXx.
[TuceMo ObLTO cocTaBieHo ucnonautenaeMm A.JI. CMUPHOBOI U MOANKCH 3aBepeHa MeYaThl0 OpraHU3aliH.

Curyaunus 8.

00O «Jlura» (Mocka, 123465, yin. Mapoceiika, 1.15, ten. 384-05-90, daxc: 384-05-90) 3aruta-
HUPOBAJIO TpoBeneHue Bceepoccuiickoit pokaecTBeHCKON sipmapku o0y ¢ 10 HOsOps mo 31 mexabps
Teky1iero roga. OgHako B cBsi3u ¢ teM, uro OOO «Jlura» He pacnosaraio JOCTaTOUYHBIMM ILIOLIAASIMU
JUIS IPOBeICHUS sspMapku, McnonHutensHblii tupekTop obmectBa A.A. KoueTkoB BeIHYk/1eH ObLT 00pa-
tuthes K Jupexropy Beepoccuiickoro BeictaBounoro nenrpa T.K. TypoBy ¢ npocws6oii 0 mpemocTasie-
Huu obmiectBy B apeHay 300-400 kB. M BBICTABOYHOM IIOMIAIA U TapAaHTHEW OILIATHI.

Jlumepamypa: [1]; [3]

Tema 7 «lIpaBniaa odopmiieHHSI OCHOBHBIX BHIOB OPraHU3ANMOHHO-PACHOPSAUTEIbHBIX
AOKYMEHTOB)
Jlexyus

OpFaHI/ISaHI/IOHHLIC JAOKYMCHTHI, ITIOHATUC, OCHOBHBIC CTPYKTYPHBIC 3JICMCHTBI U IIpaBUJIa Oq)OpM—
JICHUSA PCKBHU3WUTOB PaCHOpﬂ)II/ITeJ'II)HBIe AOKYMCHTBI: ITOHATHUEC, CYITHOCTD, q)YHKHI/IOHaJ'IBHaH HaIrpaBJICH-
HOCThB. HpI/IKa3BI o JINYHOMY COCTaBY. O(l)OpMHeHI/Ie U COCTABJICHUC PACIIOPAAUTCIIBHBIX JOKYMCHTOB.
Brmmuckn u3 OpTraHHU3allMOHHBIX U PpaCOPAAUTCIIBHBIX JOKYMCHTOB.

OcHo8Hble NOHAMUS MeMbL. IIpHKa3, yCTaB, paClnopsKECHUC, IMTOCTAHOBJICHUC, YKa3aHUEC, ITOJIOXKEC-
HUC, UHCTPYKIUS, pCHICHUC.

Bonpocwi ona camokonmpons:
1. Kakne Bubl OpraHu3aliMOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB OTHOCSTCS K PACIIOPSIANTEIb-
HBbIM?
. [loueMy pacnopsiiuTeNbHbIE TOKYMEHTBI OTHOCATCS K ITPAaBOBBIM aKTaM?
. Korna pacnopsiinrenbHble TOKyMEHTBI BCTYIIAIOT B CUILY ?
. Kak paznuyarotcs no cdepe aecTBust pacopsauTeNbHbIe JOKYMEHTHI?
. Uro siBisieTcs OCHOBaHUEM JAJIS U3JIaHUS PacOPAIUTENIBHOTO T0KyMEHTa?
. Kak ctpoutcs TekcT pacnopsauTenbHOro J0KyMeHTa?
. Kak opopmisieTcs oTMeTKa 0 HATMUKUU MPUIIOKEHUS B pacTIOpSIUTEILHOM TIOKyMeHTe?
. Kakne opransl npyHMMAarOT IOCTaHOBJICHUE?
. Uto 03HauaeT nara B paclopsAUTEIIBHOM JOKYMEHTE, IIPOCTABIsAEMas B 3ar0JIOBOYHON 4YacTH

O 00 1N DN K~ WK

Omanka?

10. B xakoii ¢hopMe U3Jar0TCsi COBMECTHBIE PaCTIOPSAUTEIbHBIE JJOKYMEHTHI?

11. Kakue OBIBarOT BU/IbI MPUKA30B?

12. Yem oTiinuaetcst ohopmIiieHUE pUKa3a 1Mo JIMYHOMY COCTaBy?

13. KTo nmMeet npaBo nmoJNnucu Ha mpukazax?

14. Kakoil peKBU3UT UMEETCSI TOJIBKO Ha ABYX BHJIAX PACTIOPSAUTENbHBIX JOKYMEHTOB - YKa3aHU-
SIX U pacTOPSKEHUSX ?

15. ITo kakuM BOIpOcaM M3AIOTCS PACIOPSKEHUE U YKa3aHHe?

Jlumepamypa: [1]; [2]; [3]; [5]
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Tema 8 «OdopMiieHHe OPraHN3aMOHHO-PACIOPAAUTENbHON JTOKYMEHTANN»
Ilpaxmuueckoe 3ansamue

3aoanue 1

Odopmurts 3asBieHne Kaccupa 3aBojia «CBeT» ¢ Mpoch0oil MPeaoCTaBUTh YUEHUYECKUI OTITYCK C
06.03.20 1o 18.03.20  mpoaomKUTENIbHOCTHIO 13 KaneHJapHbIX JHEH HA OCHOBAHHUH CHPABKU — BBI30-
Ba Ne 5655 o1 01.03.20 . ®.MN.0O. kaccupa NBanosa Mpuna [lerpoBHa.

3aoanue 2

OdopMuTh MIpHKa3 MO TUIHOMY COCTaBY Ha OCHOBE JIaHHBIX 3amaHus No 1.

ITpuka3z Ne 65k ot 05.03.20  «O npenocTaBieHN YUEHUYECKOIO OTIyCKa» Kaccupy 3aBoza M.I1.
Wpanosnoit ¢ 06.03.20  mo 18.03.20  mpoao/pKUTENbHOCTHIO 13 KajgeHAapHBIX JHEH Ha OCHOBAaHUU
cupaBku-BbI3oBa Ne 5655 ot 01.03.20  u 3aaBnenus kaccupa W.11. iBaHOBHOIA.

[IpoctaBuTh BU3Y corjlacoBaHus HadaibHUKa oTaena kaapoB O.A. CepreeBod U OTMETKY 00
03HAKOMJICHHUU C MpUKa3oM VIBaHOBOIA.

3adanue 3

OdopmuTh puKasz Mo OCHOBHOM €SI TEILHOCTH.

B cootBetctBun ¢ Pacnopsokenuem Munuctpa ot 04.03.20  Ne 115 «O06 ycuneHu# npoTHBOIIO-
KapHOU 0e30MacHOCTH M YCHJICHUH OXPaHBI B MIEPHOJ MPA3JHUYHBIX THEH» COCTaBUTH Mpuka3 Ne 245 ot
06.03.20  m3nanHbIi qupekTopoM HaydHO-TTpOM3BOACTBEHHOTO 00beInHEHUsT «ATpornpudop» r. Mock-
Bbl M./I. ["aJIKUHBIM.

B pacniopsiautenbHON 4acTy BBIICTUTH 4 MYHKTA:

1. O6 opranuzanuu yOOpKH TEPPUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUSL DJIEKTPOIIPOBOAKI

3. O npenocTaBieHUU B CEKpeTapuaT IeHEPaTbHOrO JIUPEKTOpa CIUCKA COTPYIHUKOB, IpeObIBa-
HUE KOTOPBIX HEOOXO0AMMO Ha TEPPUTOPUH OOBEAUHEHHS B IIPA3IHUYHbIEC JHU

4. KoHTpoJb 32 UCIIOJIHEHUEM BO3JIaraeTcsl Ha Iri1aBHOro nHxeHepa oobeaunenus I1.P. XKaposga.

Kaxaplii myHKT paccMoTpeTh 1o cxeme «Komy?», «Uto HykHO caenats?», «Jlo kakoro cpoka?y.

Hamnpuwmep, k n.1 3aBenyromemy ckinagom O.H. Hukutuny opranu3oBaTh yOOPKY TEPPUTOPUH JO
07.03.20__.

[IpocTaBUTh BU3Y IJIaBHOTO UHXKEHEPA

[ToctaButh oTMETKY 00 ncnoiautene. Mcnonnutenem sisisercs ConosbeBa Tenedon 302-34-56

3aoanue 4.

OdopmuTts pacriopspkerune Ne 137 ot 10.03.20  rmaBHOTO HMH)XeHepa MOCKOBCKOTO CTaHKOCTPO-
utenbHoro 3aBojaa «Texmam» .M. Connuesa «O BHenpenun cranaapra OPJ[ CTII 02-601» Ha ocHoBe
MIPeIJIOKEHHBIX 00Pa3I0B B MPHIIOKEHUU 5 U 6.

B pacnopsautensHOM yacTH yKa3arh 4 MyHKTA:

1. O Buenpenun crangapra OPJ[ CTII 02-601 Bo Bcex ciayx0ax, Ha ydacTKaxX M B CTPYKTYPHBIX
nozpaszaenenusx 3asona ¢ 01.04.20 .

2. O6 oprammzanuu 3aHsatui mo usydenuto CTII 02-601 co cmemumanucTamMu U WHXKEHEPHO-
TEXHOJIOIMYECKUM MTEPCOHANIOM (¢ yKazaHueM «Komy» M ¢ Kakoro 4ucia)

3. O6 opranmzammu TUpaxkupoBanus OmaHkoB OPJl, THUTIOBBIX TEKCTOB W yHU(DUIIMPOBAHHBIX
dopmM (c yrazaauem «Komy?»)

4. KoHTpOIb 32 UCIIOJTHEHUEM PaCIOPSHKEHUS BO3JIO0XKUTh HAa 3aMECTUTENS IUPEKTOpa MO OOIINM
Bonpocam M.K. bupoga.

[IpocraButh BU3y ropuckoncyibtTa [1.K. JlyHoBa

[ToctaButh OTMETKY 00 mcmonauTtene. Mcnonaurenem sisisercs XKypasnea U.B. tenedon 308-
34-16
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3aoanue 5. Cocmasbme u oghopmume npomoxoavl u aKkmol, HeOOX0OUMblE 8 CIeOYIOUUX YIPAG-
JIeHYeCKUX CUMYayusx.

Curyanus 1.

Hupexknus OO0 «Actpes» (Caukt-IlerepOypr) 12.08.20 1. mpoBeno cBoe ouepenHoe 3aceia-
HUe, Ha KoTopoM npucyrctBoBaiu BoctpsikoB C.T., Ctynnes I1. 1., Jlebenes .M., Auronos IL.JI., [llen-
tynoBa B.I'., Tumodeer A.A., Ctynosa M.U.

Ha 3acenanuu o0cyknanock JBa BOIpoca: o xoje pekiamHoi kammnanuu B I kBaprane 20 1. u
0 IIepexo/ie Ha HOBYIO CUCTEMY BBIIJIAThl IPEMHUATIbHBIX.

[To mepBoMy BOmIpOCY CIymialid COOOIIEHHE HadalbHHMKa oThena pekinambl BocrpsikoBa C.T.,
TEKCT cooOIIeHusI KOToporo Obl1 nepeaan cekperapro 3acenanus H.Jl. benosoii. [loatomy xe Bompocy
BBICTYNMJI (PMHAHCOBBIN AupekTop TumodeeB A.A., KOTOPBIH 0J00pUI YBEIUYCHHUE PACXO0B HA HApY K-
Hyto pexsamy B Il kBaprane 20 r. Ha 5%.

[To BTOpOoMy Bormpocy caenan coodmenue CtyinoB M.M. u TEKCT cooOIIEeHNs TaKXKe Nepeaa cex-
perapro. Ilo manHoMy >xe Bompocy BblcTynuiIn AHTOHOB I1.JI., HauanbHUK OTAena kajxpos, u Jlebenen
.M., nupekrop no nponaxam. [lepBblil 0100pua HOBYIO CUCTEMY BBIILIATHl IPEMUATIBHBIX U PEKOMEH-
JI0BaJl MOATOTOBUTH HeoOXoaumble TokyMeHThl k 01.09.20  r.  Bropoiil npemioxui 1opaboTaTh HOBYIO
CUCTEMY BBIILJIAThl IPEMUANIBHBIX U PEKOMEHI0BAJ IIPOBECTU T'OJIOCOBAHUE 10 JAHHOMY BOIPOCY Ha 00-
11IeM COOpaHUM TPYIOBOTO KOJIEKTUBA.

B urore 3acenanus ObUTH NPUHATHL caenyomue pemenus: 1. OxoOputb paboTy oTIena peKiIaMbl
B Il kBaprane 20 r. 2. I[IpoBecTu obuiee codpaHue TPyAOBOro KOJJIEKTHBA 110 BOIIPOCY O Mepexojie Ha
HOBYIO CHUCTEMY BBIILIATHI MpeMHuadbHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY COOpaHHs OblLia
Ha3HauyeHa 3aB. KaHueispuent llentynosa B.I'.

CoGpanue Ben npencenatens O.A. PymsHies.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3acenanue CoBera IUPEKTOPOB, HA KOTOPOM
npucytctBoBan cieayromue wiensl Cosera: Ilomo W.II., MBanos M.M., Cumopor C.C., YcTtuHoBa
V.V., ®enopos @.d. B cBsa3u ¢ HanmuuueM KBOpyMa 3aceiaHue OblJIo MpU3HaHO MpaBoMOo4HbIM. Ha 3ace-
JlaHHe BBIHOCUJICSI BOIIPOC 00 OINpeaeeHNH PHIHOYHOM CTOMMOCTH pa3MellaeMbIX 00IIeCTBOM JOMOIHU-
TenbHbIX akuui. Ilo nanHomy Bompocy 3aciymanu Pegoposa @.D., KOTOPBIM NPEATIOKUI ONPEACIUTD
PBIHOYHYIO CTOMMOCTh Pa3MEIIAaeMbIX OOIIECTBOM aKLUUN MyTEM 3aKPHITOW MOJANUCKU JOTOJTHUTEIbHBIX
akuuii B pazmepe 10 000 (mecatu Teicau) pyO. 3a akiuio. 3acegaHue MOCTAHOBUIIO YTBEPAUTH MPEAio-
xenue denoposa O.dD., Tak Kak NpU roJocoBaHUU «3A» ObUIO OTJAHO MATH FOJIOCOB, TPOr0JIO0COBABLINX
«[TPOTUB» u «BO3JEPXKABIIMXCS» He Obino. Pemenue npuHATO €AMHOIIACHO. 3aceldaHue Bel
npeacenarens [1.U. ITporokon noarorosnen cekperapem HM.I1. IletpoBbim.

Curyanus 3.

Cotpyanuku Oyxrantepun [TAO «KBaHT» mpoBenu 3acegaHue MO BOMPOCY COKPAIICHHS CpPOKa
COCTAaBJICHHS T0I0BOTO oT4eTa 3a 20 T., Ha KOTOPOM MPHUCYTCTBOBaJIO 6 4enoBek. C cOOOIEHUEM BhI-
crynuna Oyxranrep CypkoBa A.M., KoTopasi OTMETHJIA, YTO PAOOTHUKHU TPYIIHI y4yeTa UMEIOT BCE BO3-
MOKHOCTH JJI1 3HAUUTEIHLHOTO COKPAIIEHHsI CPOKA COCTABJICHUS TOJAOBOIO OTYETA, U YTO TOJOBOM OTYET
3220 T. MOXET OBITh IPEJCTABIICH TPYNION yueTa Ha 3 IHS PaHbIlle YCTAHOBJICHHOTO CPOKa.

B o6cyxnennn nannoro Bonpoca Beictynmiin E.H. KpoTos, rnaBusiit Oyxranrep, u I'.A. Illy6una,
oyxrantep. KpoToB coo01mui 0 ToM, 4T0 UM pa3paboTaH HOBBIHM rpaduk paboT MO COCTaBIEHUIO I'OJ0BO-
ro oTyeTa, MPHU YCJIOBUU BBIMOJIHEHMS, KOTOPOTO BCEMU PaOOTHHKAMU TPYIIbI y4eTa, TOAOBOM OTYET
MOKHO COCTaBUTh W C/aTh Ha 4 JHS paHblle ycTaHoBIeHHOro cpoka. [.A. Illybuna oTmernia, 4To J0-
CPOYHOE MPENCTABIECHNE rOA0BOr0 oTyeTa 3a 20 TI. SBIAETCS MOYETHOM M OTBETCTBEHHOW 3amauei pa-
OOTHUKOB OYXTaNTepUH, U YTO KOJUICKTUB OyXTanTepruu MOKET COCTABUTH F'OJIOBOM OTYET PaHbIIE CPOKA,
€CJIH BCe paOOTHUKH OyAyT BHITIOJHATH YIZIOTHCHHBINA I'paduK paObOTHI.

B utore 3acemanus ObLIO pelIeHO MPEACTaBUTh TOI0BOM OTYeT 32 20 T. Ha YeThIpe JHS PaHBIIe
yCTaHOBJIEHHOTO cpoka, T.€. 00.00.20 r. m mpOBECTH aHaIW3 rOJOBOI0 OTYETA C ILIEJIbIO BBIABJICHUS pe-
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3epBOB, HEOOXOAMMBIX I YCIIEHUIHOIO BbINOJIHEHMs IuiaHa 3a 20 r. 3acegaHue Bena Mpeacearesb
K.M. JleBamoga, nporokonuposai cekperapb 1.B. XomaKoB.

3aoanue 6. Cocmasbme u oghopmume axmol.

Curyauus 4.

Komuccus noj npeacenarenbcTBOM HadaJlbHUKA TEXHUUECKOU Tpynmbel A.A. BosioBoro u ujieHoB
komuccun bopucosa M.IO., HayalbHMKa aIMUHHUCTPATUBHO-XO035MCTBEHHOro otaena, CmupHosa JLIL.,
oyxranrepa, u PomanoBoii UK., opuc-menemkepa, AO «JIeoHTHS» Ha OCHOBAHWU JOKIAJTHOW 3alUCKU
oduc-menemxepa N.K. Pomanosoit 11.07.20  r. npoBena NpoBepKy TEXHHUUECKOTO OCHAIICHUS MPHEM-
HOM TeHEpaJbHOrO IUPEKTOpAa W MpHU3HATa HETOJHBIMU IS IKCIUTyaTallMd KOMMPOBAJIBHBIN armapar
Xerox 345(1 wrt.), mpeaep (uaB. Homep 367, 1 m.), dpakc 47823 (1 mt.). [IpusHaHHAS HENPUTOTHOM IS
JKCIUTyaTalluy TEXHUKA Obla mepefaHa Ha CKiaj npeanpusatus. [lo ycTaHOBICHHOMY (akTy KOMHUCCHS
coCTaBWJIa aKT IMpueMa-nepenadyn OoprrexHukd B 3 9k3. (1-1 9K3. — HAYanbHUKY aJIMUHUCTPATHUBHO-
XO3SIIICTBEHHOI'O OT/€Na, 2-i - [NIaBHOMY Oyxranrepy, 3-i - B feno 23-02), koTopblii ObLI yTBEPAK/IEH re-
HepanbHbIM qupekTopoM [1.1. CtenmanoBbIM.

Curyanus 5.

Komuccusi, co3gannas Ha ocHOBaHMH TipuKasa gupektopa AO «Mexacepsuc» ot 05.10.20 1. Ne
23 «O cOoBepIIEHCTBOBAHUU JOKYMEHTAMOHHOTO o0OecrnieueHus nestenbHoctd AO «MencepBucy» B co-
craBe: npeaceaarens 3yauHou O.[]., 3aB. kaHuemspuent, uieHoB komuccuu Tokapesa H.JI., 3aB. mpous-
BOJICTBEHHBIM oTJesioM, I1aBnoBoit B.E., 3am. ri1. Oyxranrepa, Anekcanaposa A.B., MeHemxkepa 1o kaj-
pam, MBanoBoii 3.11., cexperapsi-pedepeHTa KaHIEIAPUH, B IPUCYTCTBUU CEKpETaps OTAea MapKETHHTa
C.C. PoguonoBoii 12.10.20 . mpoBelna NpoBepKy COCTOSHUS pabOThI C JOKYMEHTaMH B OT/IeJie MapKe-
TUHTa. B pe3ynbrare mpoBeeHHON MPOBEPKU OBLIO YCTaHOBJIEHO, YTO B OTJENIE€ HECBOEBPEMEHHO (op-
MHUPYIOTCS B JI€JIa UCIIOJHEHHBIE JTOKYMEHTBI, 3aTOJIOBKH JIEN 3a4acTyl0 HE COOTBETCTBYIOT 3arOJIOBKAM,
MIPelyCMOTPEHHBIM HOMEHKJIATypOH Jies, OTCYTCTBYIOT J1Ba JieNa ¢ nepenuckoi 3a 20 ., He MpoBe/IeHa
npegapxuBHas 00paboTKa JOKyMeHTOB 20 T., MOAJEKAIIUX JIUTEIbHOMY XpaHeHu 0. Takum o0pa3oM,
KOMUCCHS MPUIILIA K BBIBOJY, YTO B BEJEHUH JEJIONPOU3BOJCTBA B OT/IE€J€ MAapKETHHIa UMEIOTCS Cyllie-
CTBEHHBIE HEJIOCTATKH, CBUACTEILCTBYIOIINE O HAPYIIEHUHN IEHCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB B
o0acTy opraHu3aluy JOKyMEHTallMOHHOTO oOecrieueHus ynpasieHus. [1o yctaHoBIeHHBIM (pakTam ObLI
COCTAaBJIEH aKT MPOBEPKU PabOTHI ¢ JOKYMEHTAMH B OT/eJe MapKeTHHra B 4 sk3eMiutpax (1-it — 3am. au-
peKTopa 1Mo aJMUHUCTPATUBHO-XO3SHCTBEHHBIM BOIIpOCaM, 2-i — 3aB. OTAEIOM MapKeTHHra, 3-1 — npen-
cenarento komuccuu, 4-i1 — B geno 01-09. AT BCTynuil B CUly ¢ MOMEHTa YTBEPXKIEHUS TUPEKTOPOM
MpeANPUATHS.

Curyanus 6.

17 stHBapsi TEKyILIero rojia B aJpec 3aBojia 0 PEMOHTY YacOB U IOBEIMPHBIX M3JEIMNA MpUObLIa
MOCBUIKA C 3aBOJA-TIOCTABIIMKA, MPU BCKPHITUM KOTOPOM OBLJIO OOHApPYKEHO OTCYTCTBHE JIBEHAIIATH
KOPITYCOB JUIsl 4aCOB Mapku «MOJHUs, YUCIUBIIUXCS 10 HakyIaaHoi Ne 18 oT 24 okTs0pst npeaplayie-
ro roja. Jlns moATBep:KI€HUs TaHHOTO (haKTa Ha OCHOBAHUU IMpHKa3a nqupekTopa 3aBoga Ne 12 ot 18 sH-
Bapsl TEKYyIIEro roja Oblja cO3/7aHa KOMUCCHS IOJI TPeACeaaTelbCTBOM HavyaJlbHUKA OT/eNIa CHa0KEHUS
Kapnenko E.Il. u unenoB kxomuccun nnxenepa IlaBnosa A.P. u 3aB. ckiagom Ne 1 Kynpsimosa P.B. Ko-
MHUCcHEel ObUI cocTaBlieH akT 21 sHBaps TEKYIIEro roja, B KOTOPOM COJAEpIKalCs BBIBOA O TOM, YTO 3a-
BOJ-TIOCTABILMK JOJKEH MMOCTaBUTh HEAOCTAIOIee KOJIMUYECTBO KOPIYCOB K YacaM. AKT BCTyNWI B JeH-
CTBUE C MOMEHTA YTBEPKACHU (22 ssHBaps T. I.) AupekTopoM 3aBoaa b.M1. PomaHOBBIM.

Curyanus 7.

WuBenTapu3alioHHasi KOMUCCHS, CO3/IaHHAsh Ha OCHOBAaHWHU MpHKa3za TUpEeKTopa MOCKOBCKOIO
3aBOJIa [0 PEMOHTY YacoB U IOBEIUPHBIX m3aenuid Ne 24 ot 15 ¢eBpans Tekyiero roga, B cocTaBe mpe-
cengarens OctpoBckoro J.A. (3am. TJIaBHOro Oyxrairepa 3aBoja) ¥ wieHoB komuccuu [lerposoit O.H.
(6byxranrepa), HockoBoii H.U. (cT. skOHOMECTA MIaHOBOTO OT/ENA) MPOM3BENA PEBU3HIO KAaCChl 3aBO/IA
M0 cocTOsiHUIO Ha 16 ¢eBpans Tekyuiero roga. PeBusus mpoBoauiach B MPUCYTCTBHM KaccHpa 3aBojia
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Kapramosa H.W. B pe3ynpTaTe npoBeneHHON peBU3UN OBLIO YCTAHOBJIEHO, YTO OCTATOK HAJTUYHBIX JICHET
B Kacce cocrasisier 1030 py6uneit 00 korm., octaTok aeHer mo kaccoBoit kaure — 1030 py6. 00 kon. py-
IUX IIEHHOCTEeH B Kacce 3aBojia HEe OOHapy>KEHO, YTO COOTBETCTBYET AaHHBIM ydera. Komuccusi takxke
YCTaHOBUJIA, UYTO MOPAOOK BCACHUSA KaCCOBOM KHUTH U XpaHCHUA JCHET COOTBCTCTBYCT TpC60BaHI/I$IM ITo-
JIO’)KEHUSI O BEIEHHWU KAaCCOBBIX OIepaluil rocyl1apCTBEHHBIMU, KOONEPATUBHBIMH U OOILECTBEHHBIMU
NpeaAupUATUAMHA, YUPCKACHUAMU U OpraHU3allUusAMU. AKT BCTYIIUJI B I[CﬁCTBPIC C MOMCHTA YTBCPIKACHHUA
JTUPEKTOPOM 3aBOJIA.

Curyaunus 8.

Komuccuss B cocraBe mpenacenarens, HadalbHUKA OTJENAa CHAOXKEHUS W YICHOB KOMHCCHH:
HayallbHUKA OTJAeNa KyJIbTYPHO-OBITOBBIX M XO3SMCTBEHHBIX YUPEXKIECHUHN, 3aBEIYIOIIErO CKIIAJOM,
Ha3HAauYeHHas NpHUKa3oM reHepanbHoro aupekropa [TAO «Crpena», mpoBena padoTy MO YCTaHOBICHHUIO
HEMPUTOJHOCTH K JajbHeHIleMy UCIOIb30BaHuI0 uMyIiecTBa. Komuccus paborana B mpuCyTCTBUU KJila-
JIOBIIIMKA ¥ MHCIIEKTOpa (PMHOT/EA U YCTAHOBUJIA, YTO UMYIIECTBO COTJIACHO MPHJIAracMOMY K aKTy Tie-
PEYHIO TOJUICKUT CIHMCAHUIO 32 HEMPUTOJHOCTHIO K JajbHEHIeMy HCIOIb30BaHUIO. AKT CHHCAHUA
MMYIIECTBa OBUT COCTABJICH C 2 3K3. (OTIEITy CHAOXKCHHMSI, OyXTalTepuH), MOAIMICAH KOMUCCUH B yTBEP-
KJICH TeHEePaIbHBIM JUPEKTOPOM.

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

Tema 9 «IIpaBuia opopmiieHHsI OCHOBHBIX BH/IOB CIIPABOYHO-MH(OPMALMOHHBIX JOKYMEH-
TOB»
Jlexyus

HNHdpopManinoHHO-CIIpaBOYHbIE M HH(POPMALMOHHO-aHAINTUYECKHE JOKYMEHTBI, IIOHSATHE, OCHOB-
HbI€ CTPYKTYPHBIE JIEMEHTHI U MpaBuia oGopmiieHus: pekBU3UToB. OdopmiieHHe U COCTaBIEHHE CIIpa-
BOYHO-MH(OPMAIIMOHHBIX JOKYMEHTOB. J[eloBble 1 KOMMepUecKre M1uchbMa: Kiaccuukanus, CTpyKTypa,
CTaHJapTHbIE (Ppa3bl M BBIPAKEHUS; NpaBUiIa U (DOPMBI KOMMEPUYECKOM MEPENUCKU € 3apyOemHBIMU
NapTHEpaMH; KOPPECTIOHICHIIMS, CBsI3aHHAsl C NPOBENECHUEM INEPUOAMYECKUX MEPONPUATHH, U Mpoyas
KOPPECHOHIEHIIUS OpraHu3aus padoThl ¢ JOKYMEHTaMH, COJAEpKAIIUMU KOH(PUIEHIIMAIbHbIE CBEICHUS.
PasnoBugHOCTH ICEM.

Ocroenbvile noHsmusi memwl. CJ'Iy>KC6HO€ MMUCbMO, TCJICTpaMMa, Teﬂe(bOHOFpaMMa, IMPOTOKOJI; O0-
KjIagaHas 3alucKa, CJ'Iy>KC6Ha$I 3aIllMCKa, 00BsACHUTEIIbHAS 3aIlucCKa, CripaBKa; 3asABJICHUC, IICPCUCHD, CIIH-
COK, HOMCHKJIaTypa ACJI, IMIPECAJIOKCHUC, )KaJ'I06a; CBOJIKA, 3aKJIIOYCHUC, OT3bIB.

Bonpocbi 013 camokonmpons:

. Kakue 1oKkyMeHTBI OTHOCSTCS K TpYIIe CIPaBOYHO-UH(POPMALIUOHHBIX?

. Ha xaxux 6maHkax opopMIIsIFOTCs CIpaBOYHO-UH(OPMAIIMOHHBIE TOKYMEHTHI?
. Kak crpourcs cTpykrypa Tekcra ciry:ke0Horo nucbma’?

. KakoBel mpaBuia opopmiieHus TenerpaMmmbl?

. B uem ocobennocts opopmieHus TeaehoHOrpaMMBbl?

. Kakue ObIBatoT BUbI IPOTOKOJIOB U YEM OHHU OTJIMYAIOTCS JPYT OT Apyra?

. Kak oopmiisiercs BBogHAas yacTh NpoTOKOIa?

. CKOJIBKO DK3EMILISIPOB aKTa COCTABISETCS M CKOJIBKO MOIUCHIBAETCS?

. Kak odopmiisiercst BHEIIHSS JOKIIaIHAS 3amucKa?

10. B yem ocobeHHOCTh 0O(hOPMIICHHUS CIIPABKHU JIMYHOTO Xapakrepa?

11. KTo moanuceIiBaet 3asiBiieHue?

12. KakoBbI cTanapTHBIE IPaBUiIa OPOPMIICHHS 3aKIIIOUYCHUS?

13. YeM pernaMeHTUPYETCS COCTaBIEHUE TAKUX TOKYMEHTOB, KaK IIepeueHb, CIIMCOK, HOMEHKIIa-

O 0 1N DN K~ W —

Typa?
14. imeet nu cBosiKa YHUPHUITUPOBAHHYIO hopmy?
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15. Kakue BupI cipaBOYHO-MH(OPMALIMOHHBIX JOKYMEHTOB 0(pOPMIIAIOTCS Ha OJIaHKEe KOHKpET-
HOT'O BHJIa JOKyMEHTOB?

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

Tema 10 «CocraBiienne u opopMiIeHHe HHPOPMAIHOHHO-CIIPABOYHOM JOKYMEHTALMU»
IIpakmuueckoe 3anamue

3aoanue 1

CocraButsb akT peBusuu kaccol npearnpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHoBaHuEM
siBysieTcs mpuka3 qupexkropa Ne 165 ot 13.03.20 .

B cocTaB komuccnn, IpoBOASIIEN PEBU3HIO, BXOST:

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

Unens! komuccuu: 1. I'n. 6yxrantep H.M. Porosa

2. Crt. oyxranrep 3.A. OpnoBa
3. Byxrantep O.W. YuaeBa

[TpucyrcrBoBanu: 3aM. Ti1. Oyxranrepa [.H. Koposnes

kaccup B.M. MakcumoBa
PeBusus Obuia mpoBemeHa B mepuoa ¢ 14.03.20  mo 16.03.20

B pesynbrare npoBeieHHON pEBU3UH YCTaHOBIIEHO:

1. OcTtaTok HaJIMYHBIX JACHEr B Kacce 1mo cocrtosHuio Ha 14.03.20  coryiiacHO KacCOBOW KHUTHU U
JaHHBIM OYyXTaJlTepCcKOro y4era nojkeH coctaBiars 5000 pyo.

2. @aKkTUYEeCKUH OCTaTOK HAJIMYHBIX JcHEr B Kacce coctaBisieT 4800 py6. Hemocraua neHer B
kacce - 200 py0.

3. Henoctaua HanMuHBIX JICHET B Kacce 0Opa3oBajach 1mo BuHe kaccupa B.U. MakcumoBoii

AKT cocTaBlieH B 3-X sk3eMIuisipax: 1-i ak3. - B nemno Ne 05-11

2-1 9K3. -TUPEKTOPY MPEATIPUITHS

3-1 9K3. - TJ1. OyxTanTepy

B npunoxennu oobsacHuTENbHAS 3anucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 9K3.

OdopMUTh PEeKBU3UT "OTMETKA O HAIIPABJIEHUH JIOKyMEHTA B J1€510"

Wcnonuurens B.A. Anykun narta 25.03.20 .

3aoanue 2.

CocTaBUTh OOBSCHUTENBHYIO 3aIMCKY Ha UMS JIeKaHa (aKylbTeTa O MPUUMHE OMO03/1aHus Ha 1-10

napy 17.03.20 . B TekcTe yka3aTb NIpUYHUHY OMO3IaHMUSL.
3aoanue 3.

CocraBuTh AokiaaHyro 3anucky ot 18.03.20 . HanmucaHHyr HadaJbHUKOM yrpasiieHus B.O.
WneunbiM, agpecoBanHyto I'enepanbHomy nupektopy ITAO «IlepeBoszku» T.II. lanunuHy o mepeBone
Ha JIOJKHOCTb.

[IpuunHOM, TNOCIYXUBLIEH COCTABICHUIO JOKJIATHON SBISIETCS pPEOpPraHu3alus CTPYKTYphI
VYnopasneHus U yKpyInHEHHE OTJENIOB B pe3yibTaTe Yero MPOUCXOIUT mepepacipeneneHre GpyHkuui co-
TPYIHUKOB.

Havaneauk ynpasnenns Uneun npocut nepesectu crapurero 3konomucra C.T. Hukonaesa u3 ot-
Jiella aBTOMOOMIIBHBIX TEPEBO30K B TAMOXKEHHBIE OTIEN C TMOCIEAYIOIIMM BHECEHHUEM H3MEHEHUH B
HITaTHOE pacIUCaHUeE.

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

Tema 11 «Opranuszaunus J0KyMeHTO000POTAa HA NPeANPUSITHAX)
Jlexyus

Opranuzanus 10KyMeHTO000poTa Ha npeanpusaTii. TpeGoBaHUs K OpraHU3aliK JOKYMEHT0000-
pota. Cinyx0a TOKyMEHTalMOHHOTO obecrmedeHus. [Ipuem mocTymaromux JOKYMEHTOB, OpTraHH3alus
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JOCTaBKM JOKYMEHTOB. Perucrpanusa nokyMeHToB. Opranusanus pacCMOTPEHHUs NOKyMeHTOB. CucreMa-
TH3aIHsl JOKYMEHTOB, HOMEHKJIATypa JUIsl UX GOpMUPOBaHUS U XpaHeHHUS. KOHTPOJIb UCHIOTHEHUS JOKY-
MeHTOB. [loAroToBKa TOKyMEHTOB K apXUBHOMY XPaHEHHUIO.

OcHosHble noHAmMUsL membl. KOPPECTIOHICHIIHS, IIOTOKU JTOKYMEHTOB, IPHHIUIIBI TOKYMEHTO000-
poTa, oneparpamma, perucTparus, XypHa.

Bonpocul ona camokonmpons:

1. Kakue pynkiuu cyx6s1 IOY BbI 3HaeTe?

2. Yto Takoe JOKyMEHTOOOOPOT U KaK OCYILIECTBIISETCS MMOACYET 00beMa TOKyMEeHToobopoTa?

3. Kakue noToku TOKyMEHTOB IPUHATO pa3inyaTh B COCTaBE JOKYMEHTO0O0opoTa?

4. Ha3oBuTE OCHOBHBIE 3Talbl JOKYMEHTOO0OpOTA.

5. Ha3zoBuTe OCHOBHBIC IPUHIIUIIBI OPraHU3aLUU JOKYMEHTO000POTA.

6. Kakue BubI paboT BBIMOJHSIOTCS M KAKHE CPEACTBA OPTTEXHUKU PUMEHSIOTCS ITpU 00paboTKe
MOCTYHAIOIEH KOPPECIIOHACHIINN ?

7. Kakue onepanuu ocyIecTBISIOTCS IPU MIPEIBAPUTEILHOM PACCMOTPEHUH IOKYMEHTOB?

9. Kyna nepenatorcs oOpaiiieHus rpaxaaH mocie X pacCMOTPEHUs. PYKOBOACTBOM OpraHU3aIiu?

10. Yto Takoe perucrpaius J0KyMEHTOB U KaKOBa €€ OCHOBHasl 11€JIb?

11. Kakue 7OKyMEHTBI HE IOJIEkKAT perucrpanuu’?

12. Kakue (hopMbI perucTpanuu JOKyMEHTOB CyIIECTBYIOT?

13. Uem xapakTepu3yeTcsi CMeIIaHHasi CUCTeMa perucTpanun’?

15. Kak popmupyeTcst perucTpaiiOHHBII HOMEpP COBMECTHOTO JJOKYMEHTa?

16. Kakue peKBU3UTHI BKIOUYEHBI B PETUCTPAIMOHHBIE (hOPMBI?

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

Tema 12 «OdopmiieHne JTOKYMEHTOB 110 THYHOMY COCTABY»
IIpakmuueckoe 3ansamue

3aoanue 1.
[ToaroroBsTe pe3rome NI 3aHATUSI BAKAHTHOM JOHKHOCTH MEHEXKepa o MPoJIake TOBAPOB.

3aoanue 2.
CocrtaBbTe 1 0QOPMHUTE TPYIOBOM JIOTOBOP B CBSI3U C MOCTYIUIEHHEM Ha pabOTy B KauyecTBE KO-
HOMHCTA, I0pUCTa (110 BEIOODY).

3aoanue 3.
3anoiHUTe JUYHYI0 KapTouKy paboTHuKa popmbl T2.

3adanue 4.
CocraBbTe mpuka3 00 0cBOOOXKIAEHUU Bac OT paboThl B ¢pupme «llnanera» B CBSI3U C mepee3ioM
Ha HOBOE MECTO KUTEIBCTBO.

3aoanue 5.

CocTtaBbTe MPUKa3bI:

a) o mpuemMe Ha padoTy Mmenemkepom Jlapuny M.I1.;

0) 00 YBOJIbHEHHH NIEPEBOJIOM B APYTYIO OPraHU3ALHUIO.

3aoanue 6.
CocTaBbTe MPUKa3 O MOOMIPESHUN PAOOTHUKOB.
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3aoanue 7.
[ToaroroBsTe MpHKa3 (pacmopsHKEHUE) O MPEKPAICHUH JACHCTBUS TPYIOBOTO JOrOBOpa (KOHTPAK-
Ta) C paOOTHUKOM.

3adanue §.
CocraBbTe 1 0hopMHUTE TpaPUK OTITYCKOB PAOOTHUKOB OpraHU3aAIUH.

3aoanue 9.
3aBenuTe JIMYHOE JEJI0 paOOTHHUKA OpraHU3aIuy.

3aoanue 10.
3anosHUTHh MaTPUIy (QYHKIMIA C IOMOIIBIO YCIIOBHBIX 0003HAYCHHM, M pa3padoTaTh MOJIOKEHUE

00 otnene (Kagposas ciyx0ba, ciry>x0a MmapkeTHHra, pUHAHCOBas CIIyxk0a)

Ne HaumenoBanne ¢pyHKInit Hauanbauk 3aM. HaYaJb- I'maBHBIi Benymmuii Cnenuanuct
1/ oTaena HHKa OTJeja CIIELUAJIACT CIIELHAJIACT

1. TToa6op u oT6Op KaapoB

2. PaspaboTka mperoxeHuit o mepe-

MCIICHUH HUJIN BBIJIBUJKCHUHW HaA BbI-
MECTOAINEC TJOJPKHOCTH

3. AHanu3 TeKy4ecTH KaJpoB U pa3pa-
00TKa Mep

4, AHanu3 KagpoBOTo cOCTaBa U MoJI-
TOTOBKa OTYETOB

5. Benenue kaapoBoro yuera

6. OdopmiieHre KaJpoBbIX JOKYMEH-
TOB

7. PaboTa o aganrtanuyu BHOBb MIPUHS-
TBHIX paOOTHHUKOB

8. Opraauzanus 00y4eHus U MOBBIIIE-
HUS KBATM(UKAIIMY PaOOTHUKOB

9. Pabora ¢ KaJIpoBbIM pe3epBOM

10. | OpraHu3anus ONEHOYHBIX MPOLEAYD
(arrecTannu, KBUTUPHUKATUOHHBIX
9K3aMEHOB, KOHKYPCOB)

YciaoBHBIE 0003HAYCHHSA:

P — npunumaet pemenus (yTBepKIaeT, MOMUCHIBAET JOKYMEHTHI)

Y — y4acTByeT B 0OCYK/ICHUH U BBITTOJTHCHUH JTEUCTBUI

K — KkoHTponupyeT BHIOTHEHHE PAOOTHI

C — cornacoBbIBaeT JOKYMEHTHI WM OTJENbHBIE BOIIPOCHI 10 JAHHON (PYHKIINH

O — oTBeyaer 3a BBINIOIHEHUE (PYHKIIHH, OPTaHU3YET €€ BHIMOJIHEHNE

IT — pa3pabatbiBaeT MpeIoKEeHHsI, TOTOBUT MH(POPMAIIHIO JIJISI BBITOJHEHUST (DYHKITUU
N — ucnonHseT OCHOBHBIC BUJIBI pa0OT

[TonoxxeHne o CTPYKTYPHOM TOIpa3AefieHuH (OTAeNe, YIIpaBIeHHH, AeTapTaMeHTe, CIIy»K0e U T.11.)
BKITIOYAET CIEAYIONIUE IIEMEHTHI:

— o0mIme moJIoKeH!s (HanMEeHOBaHUE, TSN U 3a/1a49H JISATEIIbHOCTH, MECTO B OPTaHU3aIIMOHHON CTPYK-
Type, CTPYKTYypa MoApa3aeieHus, JOJKHOCTb PYKOBOIUTEINSI CTPYKTYPHOTO MOpa3IeIeHUs);

— OCHOBHBIC HarmpaBJIeHUs] © (POPMBI JCSITEIBHOCTH CTPYKTYPHOTO MTOIPa3/ICICHUS;

— KpYT BOIIPOCOB 110 B3aUMOJEHCTBHUIO CO CTPYKTYPHBIMM NTOAPA3IEICHUIMH (HAUMEHOBAHUS CTPYKTY -
HBIX MTOJPa3eICHHH, POPMBI B3aUMOICHCTBHS ),

— IIOJIHOMOYHA U OTBECTCTBCHHOCTD,

— MOKAa3aTeNN OIEHKH NI TCITLHOCTH.
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3aoanue 11.
Coznaiite HHPOPMAITMOHHO-TEXHOJIOTHIECKYIO KapTy ABM)KCHUS MPUKA30B IO JIMYHOMY COCTaBY
MIPENPHUATHS.

Jlumepamypa: [1]; [3]

Tema 13 «AHaJIN3 COCTOSIHUE JOKYMEHTO000POTA HA MPEINPUITHN»
Jlexyus

OddexTuBHOE ympaBicHHE, pallMOHATIbHAS OpPTaHHW3AMsS W ONTHUMH3AIUS JOKYMEHTOTOTOKOB
TPEIIPUSATHSL.

MeTtonbl aHaNM3a JOKYMEHTOOOOPOTA: CEKTOPHBIC MUArPaMMBbI, CXEMbI JOKYMEHTAI[MOHHBIX I10-
TOKOB, JIOKyMEHTO000pOTa, rpad)Ku BXOISIICH U UCXOASIICH KOPPECIIOHICHIIMU | JIp.), a TAK)KE METO-
bl TIojIcYeTa ero oobeMa (M3ydeHHe JOKYMEHTOB, HEITOCPEACTBEHHOE Ha0 o AcHue, GoTorpadus, pado-
4ero JHs, ONPOC, AaHKETUPOBAHUE).

Hcnonp30BaHre MapHIpyTHO-TEXHOJOTHYECKUX KapT. ['paduueckas MeToM0NIOTHS CTPYKTYPHOTO
anaimmuza SADT (SADT —Structured Analysis and Design Technique). Ananus mokymeHToo60poTa mo-
CPEICTBOM aHAJIM3a OPTaHW3AI[MOHHON CTOPOHBI YIIPABIICHUS M U3YYCHUS KaYECTBEHHOTO COCTaBa JIOKY-
MEHTOIIOTOKOB.

OcHnosHble nonamus memvl. JTOKYMEHTOIOTOK, MapLIPyTHO-TEXHOJIOI'MYECKHE KapThbl, oOmepa-
rpamma, rpapMuecKue MeTOo bl aHAJIN3a, dTallbl aHAIM3a JOKYMEHTO000pOTa.

Bonpocul ona camokonmpons:

1. Kakue Turbl IOTOKOB IOKYMEHTOB BBIACIISIOT?

2. JIns Kakux 1eNeld mpoBOIST aHAIH3 JIOKYMEHTo000poTa?

3. HazoBuTe 1 pacKkpoiTe OCHOBHBIE ATAIbl aHANIN3a JOKYMEHToo0opoTa?

4. HazoBuTe OCHOBHBIE METOIBI aHANIM3a IOKYMEeHTO000poTa?

5. Ilepeuncnute OCHOBHBIE AIIEMEHTHI MAPIIPYTHO-TEXHOIOTUYECKON KapThi?
6. Packpoiite CymHOCTb CTpyKTypHOTO aHanmu3a SADT?

7. HazoBuTE OCHOBHBIE KAYECTBEHHbBIE XaPAKTEPUCTUKH JOKYMEHTa?

Jluteparypa: [1]; [3]

Tema 14 ®opmupoBaHue 6a3 JAHHBIX M AHAJIM3 TIOKYMEHT0000pOTA
IIpakmuueckoe 3ansamue

Bonpocwl k cemunapy:

1. OcHOBHBIE KPUTEPUU KIIACCUPHUKAIIMU JOKYMEHTOB.

2. llpu3naku kiaccupuKauy yrnpaBlIeHYeCKON HHPOpMaIIH.

3. IlporpammHoe obecnieuenus npu GopMUPOBAHUU Oa3bl TAaHHBIX.

4. Cepa mpumeHeHus 0a3 JTaHHBIX B YIIPABICHYECKOH NESITEIBHOCTH.

5. ®opmupoBaHre HHPOPMALMOHHOTO 00ECIIEUeHUs] YHaCTHUKOB OPTaHU3allMOHHBIX IPOEKTOB.

IIpaxkmuueckoe 3a0anue

3amaunue 1.
[TpoBeauTe aHaMN3 TOKYMEHTOB 10 KaY€CTBEHHBIM XapaKTEPUCTHKAM.

3amanue 2.
[TocTpoiite rpaduKu TMHAMUKH JOKYMEHTOIIOTOKOB TPEATPHUATHS.
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3amaunue 3.
Coznaiite nHGOpMAIIMOHHYO 0a3y JaHHBIX MIPH peAIU3AMHA OPTraHU3AIMOHHOTO TPOEKTA.

Jlumepamypa: [1]; [3]
5 YueOHO-MeTOANYeCKOe o0ecnieyeHne VIS CaMOCTOSITeIbHOI padoThl 00y4aroIIuXcs

B 1ienom BHeaynuTopHas caMOCTOsTENbHAs padoTa CTYyACHTA MPU M3YYCHHH Kypca BKIIIOYACT B
ce0s clieyronme BUIbl padoT:

- npopaboTKa (M3y4eHHE) MaTepUaIoB JICKITU;

- YTeHHE U TPOpabOTKa pEeKOMEHI0BAaHHON OCHOBHOW U JIOMOJIHUTENIBHOM JINTEPATYPHI;

— MOJIrOTOBKA K MPAKTHYECKUM (CEMHHAPCKUM) 3aHATHSM;

— MOKCK U MpopaboTka MaTepuanoB u3 MHTepHET-pecypcoB, NEPUOANUECKOI MeUaTH;

— BBITMIOJTHEHHE TOMAIITHUX 3a/laHuil B hopMe TBOPUECKUX 3aJJaHUi, Keiic-cTaau, TOKIa10B;

— MOJTOTOBKA MPE3EHTALMI IS UIUTIOCTPAIUH JTOKJIa 10B;

- BBITIOJTHCHUE KOHTPOJIBHON pabOThI, €CIIM MPEAyCMOTPEHA YYCOHBIM IJIAHOM JWCIIMILIH-
HBI,

— MOJTOTOBKA K TEKYIIEMYy M UTOrOBOMY (MPOMEKYTOYHAs aTTecTallus) KOHTPOJIIO 3HAHUMN
10 TUCUUIUIMHE (3a4€T).

OcHoBHast J0Js1 CaMOCTOSATEIbHONW pabOThl CTYJAEHTOB MPUXOIUTCS HA MPOPabOTKY pPEeKOMEHI0-
BaHHOMU JIMTEPATYPHI C IEIbI0 OCBOCHHUS TEOPETUIECKOTO Kypca, IOJTOTOBKY K MPAKTUICCKUM (CEMHHAp-
CKHM) 3aHSTHSM, TEMaTHKa KOTOPBIX MOJHOCTHIO OXBAThIBAET CojepkaHue Kypca. CaMocTosTeNbHas pa-
00Ta 10 TIOJITOTOBKE K CEMHHAPCKUM 3aHATHIM TpEIoiaraeT yMeHHe padoTaTh ¢ MepBUIHON nH(pOpMa-
1uen.

6 @oHI OLEHOYHBIX CPEICTB /IJIs MPOBEACHUs MPOMEKYTOYHOH ATTECTAMN 00yYAIOIIUXCS

10 JUCIHUIIHHE
6.1. Cmpyxkmypa ghonoa oyenounwvix cpeocms

@DOHJT OIIEHOYHBIX CPEJCTB I MPOBEACHUS MPOMEKYTOYHON aTTECTAIlMH O0YUYaIOIUXCs IO TUC-
IUTUTHHE «J[e0TpOn3BOICTBO» TPEJCTABICH B MPUJIOKEHUH K padodei mporpaMMe JUCHUTUIMHBI H
BKJIIOUYAET B ceOsl:

— nepeyeHb KOMIETEHIIUNA C YKa3aHUEM JTaroB UX (HOpMHpPOBAHHS B MPOIECCE OCBOCHUS
o0pa30BaTeIbHON MPOrpaMMBbl;

- OIMCAaHUE MTOKa3aTesIeH M KPUTEPUEB OICHUBAHUS KOMITCTCHIIMA Ha Pa3IMIHBIX ITAlax UX
(hopMUpOBaHUSI, OTIMCAHUE TIIKAJI OIICHUBAHMUSI,

— TUTIOBBIE KOHTPOJIbHBIE 3aJaHUS WM MaTepHalibl, HeOOXOIUMBIE JUIS OIEHKW 3HaHUH,
YMEHHH, HABBIKOB M (WJIM) OMBITA JIEATSIBHOCTH, XapaKTePU3YIOMUX 3Tabl (OPMUPOBAHUS KOMITETEH-
LU,

- METOJUYECKHE MaTepHallbl, OMpPENENIONUe MPOIEeAyphl OLICHWBAHUS 3HAHUW, YMEHUH,
HABBIKOB ¥ (MJIH) OTIBITA JIEATEIHHOCTH, XapaKTePU3YIOLINX dTarbl (JOPMUPOBAHUS KOMITETEHITUH.

6.2. Bonpocwl 0132 npoeedeHus npomexcymouHoil ammecmayuu no oucyuniune (Ouggepen-
WUPOBAHHBLI 3auem)

=

JlaiiTe moHsiTHE Aenonponu3BoicTBa. Ha3oBuTE €ro 1enu u 3a1adu.
CymHOCTh TOKyMEHTHPOBaHUs. Y HU(DUKAINS TOKYMEHTOB.

3. Buabel 10KyMEHTOB, BKJIIFOYAEMBIX B CHCTEMY OpPTaHU3AIMOHHO-PACTIOPSAIUTEILHON TOKYMEH-
TallMH.

4. 3akoHOJATENbHBIE aKThl MU HOPMATUBHBIE JIOKYMEHTHI, PETJIAaMEHTUPYIOUIUE NeATEIbHOCTh
CITY>KOBI TOKYMEHTAITMOHHOTO 00eCIIeUeHHUs yIIPABICHHUS.

5. IlonsTHE IOpUANYECKON CUIIBI JOKYMEHTA.
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6. CoctaB 00s13aTeIbHBIX PEKBU3UTOB OPraHU3aLMOHHO-PACTIOPSIUTEIBHOTO JOKYMEHTA.

7. CoBpemeHHbIE TpeOOBaHUS K OJaHKaM JOKYMEHTOB U O(DOPMIICHHIO TOKYMEHTOB.

8. OcHoBHble TpeOOBaHUS K H3TOTOBJICHUIO, YYETy, UCIOJIH30BAHUIO U XPAHEHUIO OJIAHKOB C
BocripousBenieHreM ['ocyaapcTBennoro repoa PO.

9. Oco0eHHOCTH PEruCTpaluy BXOIAIINX, HCXOIALINX U BHYTPEHHUX JOKYMEHTOB.

10. Drambl ABMKEHUE TOKYMEHTOB B OpraHU3aIHH.

11. IlpusHakam KiaaccuPUKAIUU TOKYMEHTOB OpraHU3aliH B JIENE.

12. Ilenn HOMEHKIIATypa €T OpraHU3aIHu.

13. Ilpuka3 - moHsATHE, COCTaB PEKBU3UTOB, (hopMyIisip-o0pasell. Boinucka u3 mpukasa.

14. NHcTpyKIus - MOHSATHE, PEKBU3HTHI, (hopMysp-odpaserl.

15. [TonoxeHue - MOHATHE, COCTAB PEKBU3UTOB, (hOpMYJIsIp-o0pas3elr.

16. PacniopsikeHH€ - IOHATHE, PEKBU3UTHI, (HOPMYJIIp-00pasetl.

17. YxazaHue - MOHSATHE, COCTaB PEKBU3UTOB, (hopmysip-oOpaser.

18. JlaiiTe oOIIyt0 XapaKTePUCTHKY Y Ka3aHHUS.

19. IlocranoBieHUE - TOHSATHE, PEKBU3UTHI, POPMYIISIp-00pasell.

20. IIpaBuiia ohopMIIeHHUS IPOTOKOJIA.

21. YcraB - noHsITHE, PEKBU3UTHI, (hopMysip-oOpaserl.

22. TexHOJIOTHS TIepeIadl TOKyMEHTOB B apXUB.

23. [IpaBuia UCHOIB30BaHUS JOKYMEHTOB BEIOMCTBEHHOI'O apXHUBA.

24. OxapakTepu3yiTe JOKYMEHTHI 110 TUYHOMY COCTaBY.

25. IlpaBuna opopmiieHHs JOKYMEHTOB MpU IpUeMe Ha padoTy.

26. Kakue 1oxyMeHTsl (POPMHPYIOT JIMYHOE JIEIIO.

27. IIpenmeT 1 00BEKT KOHTPOJIS UCIOTHEHUS TIOKyMEHTa. MeToAbl KOHTPOJISI UCTIOJHEHHUS MPHU-
HATBIX JJOKYMEHTOB.

28. MeTroiuKka ¥ TEXHUKA PEIAKTUPOBAHUS CITY>KEOHOT0 JOKYMEHTA.

7 PexoMeHayemasi iuTepaTypa

7.1 Ocnoenasa numepamypa
1. Comnory6 O.I1. Jlenonpou3BOACTBO: COCTaBICHUE, peAaKTUpPOBaHWE M 00pabOTKa JOKY-
MEHTOB: y4eO. nmocobue. — 6-e u3za. crep. — M.: Omera-JI, 2011. 207 c. 6 k3.

7.2 /lonoanumenshas numepamypa
2. I'OCT P 7.0.97-2016. Harmmonanbusiii ctanaapt Poccuiickoit deneparnuu. Cucrema cran-
JapTOB MO HH(pOpMAIMU, OMOIMOTEUHOMY U M3JaTeIbCKOMY Aeny. OpraHu3aloHHO-PACIOPSAUTENbHAS
nokymeHnTanus. TpeboBanus k opopmiienuto 1okymeHToB" (yTB. [Ipukazom Poccranmapra ot 08.12.2016
Ne 2004-c1)

3. HenomnponsBoacteo: yueonnk/ E.H. Bacosckas, T.A. brikoBa, JI.M. Bsuiosa. - 2-e m3n.,
ctep.-M. :Akanemusi, 2003 .-176 c. 10 k3.

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

S. Kupcanoa M.B. CoBpemMeHHOE N1€JI0MPOU3BOICTBO: yuel. mocodue. - 4-e uza. - M.: Un-
¢bpa-M, 2004. — 312 c. 3 7k3.

6. Mutpodanos C. B. /lenonpousBoactBo B roctuHule : yuedHoe nocobue / C. B. Mutpo-
¢danoB. — Cankr-IlerepOypr : U200 CII6YTYu?d, 2013. — 113 ¢. — ISBN 978-5-94047-524-8. —
Texker : AJIEKTPOHHBIH // Jlanb : 3JICKTPOHHO-OMOIMOTEYHAS cucTema. — URL:

https://e.lanbook.com/book/64066 (mara oOpamenusi: 14.07.2021). — Pexkum goctyma: sl aBTOPH3.
M0JIb30BaTENEH.
7. Pympianna JI.A. JIOKyMEHTAIlMOHHOE OOECIeueHUE YIpaBJICHUS: Y4eOHUK. - 8-¢ w31,
crep.-M.: Akanemus, 2010.-224 c. 5 k3.
7.3 Memoouueckue ykazanus
Llynuxoe A.O. denonpousBonactBo. [Iporpamma Kypca M METOOMYECKUE YKa3aHUS K HU3YUYEHUIO
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nucruruHel. — [letponabnoBek-Kamuarckmii: Kamuatl TY, 2019. — 27 c.
8 IlepeyeHn pecypcoB HHPOPMAITHOHHO-TEJIEKOMMYHHKANIMOHHOI ceTH « UHTepHeT»
1. Jlenonpec Pexxum pocrtyma: http://www.delo-press.ru/

2. JlemompousBoactBo Pexxum nocryna: http://www.top-personal.ru/officeworks.html
3. Kazgposoe nenonpoussoacteo Peskum mpocryma: http://www.hr-portal.ru/.

4. DnexktpoHHO-OMOnMoTeuyHas cucrema <«JIAHb»: [Onexkrtponnsiii pecypc]. - Pexum
nocryna: http://e.lanbook.com/

5. DnekTpoHHO-OuOnuoreuHas cucrema «lOpaiit»: [DnexTpoHHBIM pecypc]. - Pexum
nocryma: https://urait.ru

6.

9 MeToauuyeckue YKazaHus OJas oﬁyqammnxcﬂ IO OCBOCHHUIO JHUCHHUIIINHBI

Meroauka mnpenogaBaHus AAHHOW IUCLUILUIMHBL IPEAIOJAracT YTEHHUE JIEKLHM, INPOBEIACHUE
IPAKTUYECKUX (CEMUHAPCKUX) 3aHATHUH, IPYNIOBBIX U MHAUBHUYaJIbHBIX KOHCYJIbTALUHN 110 OTAEIbHBIM
(maunbonee CIOXHBIM) crenu(uIeckuM mpodiemaM AucUUIUMHBEL [IpenycmMoTpeHa camocTosiTeNnbHas
paloTa CTYZCHTOB, a TAK)KE MPOXOXKACHUE ATTECTALlMOHHBIX UCIIBITAHUHI IPOMEKYTOUHOM aTTeCTal|H.

Jlekyuu TOCBALIAIOTCS PACCMOTPEHUIO HanWOoOJee BaKHBIX KOHLENTYaJbHBIX BOIPOCOB:
OCHOBHBIM IIOHSTHSIM; TEXHOJOIMSM CO3JaHUSl M JABW)KECHHSA JOKYMEHTOB, IPUMEHSEMBIM Ha
MIPOU3BOJICTBEHHBIX NPEANPHUATHIX PHIOOXO3SIMCTBEHHOTO KOMILIEKCA, OICHKE UX 3(PQPEKTUBHON
peanu3anuy; OOCYXJIEHUIO BOIPOCOB, TPAKTOBKA KOTOPBIX B JIMTEpaType €Ille He YCTOsIach JMOO
SBJIIETCS MPOTUBOpPeUnBOM. B Xxoze neknuil oOydaromuMmcs ciaeayeT MOATrOTOBUTh KOHCIEKTHI JEKIUI:
KpaTKoO, CXeMAaTU4HO, MOCIIe10BaTeIbHO (PUKCUPOBATH OCHOBHBIE MOJIOKEHUS, BBIBOJBI, (POPMYIINPOBKH,
000011eHNs; TOMEYaTh BaXKHbIE MBICIH, BBIACNSTH KJIIOYEBBIE CIIOBA, TEPMUHBI; MPOBEPSITh TEPMUHBI,
MOHATHSI C TOMOUIBIO SHIMKIIONEIUM, CIIOBAapel, CIPaBOUYHUKOB C BBIUCHIBAHMEM TOJIKOBAaHUI B
TeTpajb; 0003HAUUTh BOMNPOCHI, TEPMHUHBI, MAaTE€pHaJl, KOTOPHIA BBI3BIBAET TPYJIHOCTHU, MOMETUTH U
MIOTIBITAThCSl HAUTH OTBET B peKOMeHayeMol uTepaTtype. Eciu camocrosiTenbHO He yaaeTcst pa3o0parhbest
B MaTrepuaje, HeoOX0AUMO CPOpMYJIUPOBAThH BONPOC M 334aTh IMPENOJaBaTeNl0 Ha KOHCYJbTAllMH, Ha
IIPAKTUYECKOM 3aHSATHH.

Ilenvio nposedenun npakmuyeckux 3anHamuil SBISETCS 3aKpEIJICHUE 3HAHUN OOydarolMxcs,
IIOJIyYEHHBIX UMH B XOJ€ M3y4Y€HHUs AHUCLUIUIMHBI Ha JIEKIUAX M camocTosTenbHO. IlpakThuueckue
3aHATUS IPOBOAATCS B (hOpME CEMHHApPOB; Ha HUX pa3OMpParOTCsl KOHKPETHBIE CUTYyallud U3 MPAKTUKU
3apy0eKHOTO W POCCUHCKOTO YIpaBJICHHUS, NPOBOAMUTCS TECTUPOBAHHME, OOCYXKIAIOTCS JIOKIAJbI,
MPOBOAATCS onpockl. Ha yueOHbIX 3aHATHIX CEMUHAPCKOI0 THUIIA 00YYaloUIUecs BHITOIHAIOT MPOPabOTKy
pabGoueil mporpammsbl, yaenss ocoboe BHMMaHHE LEIsIM M 3ajJadaM, CTPYKType M COAEp)KaHUIO
JTUCIUIUIMHBL, KOHCIIEKTUPOBAHNE MCTOYHUKOB; pabOTy ¢ KOHCIEKTOM JIEKIIHi{; MOJATOTOBKY OTBETOB K
KOHTPOJILHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIyeMOH JUTeparypbl, paboTy ¢ TeKCTaMu O(UIIHATBHBIX
MyOJIMKAIUH; PEIICHUE MPAKTHIECKUX 3aaHui.

[Tpu n3yueHnH UCUUIUIMHBI UCTIONb3YIOTCS MHTEPAKTUBHBIE METOBI O0YUEHHUs, TAKHE KaK:

1. Jlexuus:

- npo0yieMHast JIeKLus, Mperoaramlas H3l0kKeHHe MaTepraia yepe3 npodjJeMHOCTh BO-
IIPOCOB, 3aJa4 Uiau cutyauui. [Ipu 3ToM nporecc mo3HaHus IPOUCXOJUT B HAYYHOM IIOMCKE, AUAJIOTe U
COTPYAHHUYECTBE C MPENOAABATENIIEM B IIPOLIECCE AHATIN3A U CPABHEHMS TOUYEK 3PCHMS;

- JEKUUA-BU3yalIU3alys - MOAada Marepualla OCYIIECTBIISIETCS CPEICTBAMU TEXHUYECKHX
CpeACTB O0OYy4EHHUsI C KPaTKUM KOMMEHTHPOBAHUEM JEMOHCTPHPYEMBIX BH3YalbHBIX MaTepUaJIOB (Ipe-
3eHTaIui).

2. CemuHap:

- TEMaTUYECKUM CEMUHAp — 3TOT BHUJI CEMHHApa TOTOBUTCS U MPOBOJIUTCS C LIEIBIO AKIICH-
TUPOBaHMS BHUMAHUS OOYyYaIOLIMXCS HAa KaKOW-1100 aKkTyaJabHOH TeMe WM Ha Haubojee BaXHBIX U CY-
LIIECTBEHHBIX ee acnekTax. [lepen HayamoM cemuHapa o0y4aromuMCs AaeTCsl 3aaHue — BBIICIUTh CyIIe-
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CTBEHHBIC CTOPOHBI TEMBI, HJIH K€ MPEoIaBaTellb MOXKET TO CHIENaTh caM B TOM Cllydae, Korjaa o0yda-
IOLIMECs 3aTPYIHSIIOTCS MPOCIEANTh MX CBS3b C MPAKTHUKOW. TemaTuyeckuii ceMuHap yriryOssieT 3HaHus
CTYZICHTOB, OPUEHTHUPYET MX HAa aKTUBHBIA MOWCK MyTEH M crocoOOB pelIeHus 3aTparuBaeMon mpooiie-
MBI,

B 1menoMm BHeayqUTOpHasi camocmosamenvHas padoma ooyuarouwiuxca TPU U3YYECHUH Kypca
BKJIFOYAET B ce0sl CIIeTyIONTNE BUIBI pa0oT:

— npopaboTka (M3y4eHne) MaTeprasoB JICKIUH;

- YTEHUE U TPOPa0OTKA PEKOMEHIOBAHHOM yUeOHO-METOIUIECKOH JTUTEPATyPHI,

- MIOUCK U popaboTKa MaTepuasioB U3 HTepHET-pecypcoB, MEPUOANICCKON ITeYaTH;

- BBINOJIHEHHE JIOMAITHUX 3aJlaHui B (hopMe Kelic-CTaau, TECTOB, TBOPUECKUX 3a/IaHUi, JI0-
KJ1a70B, pedepaTos;

- NOJArOTOBKA TPE3eHTAlMN Ui WIIIOCTPAIMK JIOKJIAJ0B M MPEICTABICHUS pPE3yJbTaTOB
aHaJIM3a KOHKPETHBIX CUTYAIIHi;

- KOHCIIEKTUPOBAHKE MIEPBOMCTOUHUKOB U YUEOHOM JTUTEPATyPHI;

- MOJrOTOBKA K TEKYIIEMY, IPOMEXYTOYHOMY U HTOTOBOMY KOHTPOJIHO 3HAHH.

OcHOBHasi JI0J1s1 CAMOCTOSITEIILHOU pabOThl 00YYAIONIMXCS TPUXOJUTCS HA MOATOTOBKY K MPAKTH-
YECKUM 3aHSATHIM, TEMaTHKa KOTOPBIX MOJHOCTHIO OXBATHIBAET cojep)kaHue Kypca. CamocTosiTenbHas
paboTa 1Mo MoJAroTOBKE K MPAKTHYECKUM 3aHATHSM I10 JUCHUIUIMHE «J]eI0mpon3BoICTBOY Mpeoaract
yMeHHe paboTaThb ¢ MePBUYHON HHPOpMAaLIEH.

10 KypcoBoii npoekTt (padora)
BerlinonHnenue KkypcoBoro rnpoekta (paboTbl) He IPEyCMOTPEHO YUEOHBIM IJIAHOM.

11 Ilepeyenb MH(POPMALMOHHBIX TEXHOJIOTHI, HCMOJIb3yeMbIX IIPH OCYLIECTBIEHUH 00pa3o-
BaTeJIbHOI0 Npouecca Mo JAWUCUMILIMHE, BKJIOYAs IepedeHb NMPOrPaMMHOIO odecrnie4eHUsi U MH-
(popManHOHHO-CNIPABOYHBIX CHCTEM

11.1 Ilepeuenv ungpopmayuonnvlx mexnono2uil, UCNOIL3IYEMbIX RPU OCYULECMETEHUN 00pa30-
eamenbH020 npoyecca
JIEKTPOHHBIE 00Pa30BaTEIbHBIE PECYPCHI;

- UCIIOJIB30BAaHUE CIal-Ipe3CHTaluH,;

- MHTEPaKTHUBHOE OOILIeHHE ¢ OOYyYaroIIMMHUCS U KOHCYJIBTHPOBaHHME IOCPEICTBOM 3JIEK-
TPOHHOM ITOYTBHI.

11.2 Ilepeuens npozpammnozo odecnedeHus, UCROIBL3YEMO20 NPU OCYWLECHGIEHUU 00PA306AMETbHO20
npouecca

[Ipu oCBOCHMYM AUCIUTUIMHBI UCIIONIB3YETCS JIUIIEH3HOHHOE TIPOTPAMMHOE 00eCTICUCHHUE:
[Naker P7 — odouc.
11.3 Ilepeuenv uHpopmMayuoHHO-CRPABOUHBIX CUCHEM

— cmpaBOYHO-TIpaBoBas cuctema IapanT http://www.garant.ru/online

12 MaTepuajbHO-TeXHHYECKOe o0ecnevyeHue TUCIUTITUHBI

- JUI TIPOBENICHUS 3aHATUM JIEKIIMOHHOTO TUIA, NMPAKTUYECKUX (CEMHUHAPCKHX) 3aHATHM,
TPYIIOBBIX U MHIUBHUIYaIbHBIX KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS M IIPOMEKYTOYHOM arrectaruu, Ne
7-419 ¢ xoMIeKkTOM yueOHOM MeOenu Ha 36 TOCaJJOUHBIX MECTa;

- JUISL CAMOCTOSITEIbHOM paboThl o0yyaromuxcs - yueOHast ayauropus Ne 305, o6opyaoBaH-

24


http://www.garant.ru/online

Hasg 5 paOouMMHU CTaHLUAMU C JOCTYNOM K ceTH «VHTepHeT» U B 3JEKTPOHHYI0 HH()OPMAIOHHO-
o0pa3oBaTeNbHyI0 CpeAy OpTraHW3alMH, ¥ KOMIUICKTOM ydeOHOW mebenu Ha 29 MOCaOYHBIX MECTa;
yueOnas ayautopus Ne 517, o6opynoBaHHass 8 pabOYUMHU CTaHIIUSMU C JOCTYIIOM K ceTtu «MHTepHeT» n
B QJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CpPEly OpraHU3allii, 1 KOMIUIEKTOM y4eOHOI Mebe-
11 Ha 12 mocajouHbIX MECTa;

- JI0CKa ayAUTOpHAs;

- npe3eHtanuu B Power Point no Temam kypca «/lenonpon3Boactso»;

- MYJIbTUMEIMITHOE 000pyIoBaHue (HOYTOYK, IPOESKTOP, TEIEBU30D).
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