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1 Heau n 3a1a4u yuyeOHOH TUCHHUILINHBI

Lenvto nucuuruinnbl «JlokyMeHTaIlMOHHOE 0OecliedeHrne yrpaBieHUsD SBisieTcs (GOpMUPOBAHHE
y 00yJaroIuXCcsl 3HAHUI O MPOIIECCe CO3/IaHus M JIBYKCHUS JIOKYMEHTOB B OpTaHHU3aIUsAX, HOPMaTHBHO-
METOAMYECKONW 0a3bl JIENIONMPOU3BOJCTBA, JOKYMEHTOBEIYECKOH TEPMHUHOJIOTHH, SI3BIKE CIIy>KEeOHOTO
AOKYMCHTA, TCXHOJIOTUAX paGOTbI C JOKYMCHTAaMH, a TaKKC MGTOI[I/IKOﬁ ux O(l)OpMJIeHI/ISI, COCTaBJICHHA,
MIPaBKU U pEeIaKTUPOBAHUS.

OcHOBHBIE 337]a41 Kypca:

- HU3YYCHUC COACPKAHUA HOPMATUBHLIX IIPABOBLIX AKTOB W MCTOAWMYCCKHUX ITOKYMCHTOB,
PEriIaMCHTHUPYIOIHUX BOIIPOCHI CO3JaHHUA JOKYMCHTOB U pa6OTBI C HUMH,

- U3ydeHue TpeOOBaHMS K COCTaBICHUIO M O(GOPMIICHHIO OpPraHU3allOHHO-
pacropsAIUTEIbHON JOKYMEHTALINH;

- M3y4YeHHEe 00ECTICUCHHS PAIIMOHAIBHOTO UCTIOIb30BAHMS JOKYMEHTOB B JICJIOBOM MPAKTUKE
MIPENPUATHS;

- HU3YYCHUC IMpoucAyp OpraHu3alvi XpaHCHHA JOKYMCHTOB, BKIIOYad HX HAIJICKAIIYIO
MOATOTOBKY K TI€pelaye Ha apXWBHOE XpaHEHHWE B TOCYJIapCTBEHHBIM WM BEIOMCTBEHHBIH (110
MPUHAJIEKHOCTH MIPEATIPUATHS) apXUB.

2 TpeOoBaHus K pe3yJibTATaM 0CBOEHHS THCHMIIJIHHBI

[Iponecc n3yueHust TUCIUTUIMHBI HANIPaBJeH Ha (OPMUPOBAHHE CIIETYIONNX KOMITETEHIIHHA:

VYK - 4 CrocobeH npuMeHsITh COBPEMEHHbIE KOMMYHUKATHBHbIE TEXHOJOTHUHU, B TOM YHUCIIE Ha
MHOCTPaHHOM(BIX) SI3bIKE(aX), U1 aKaJJeMUYECKOro U MPO(HEeCCHOHATILHOTO B3aUMOIEHCTBUS.

[Inanupyemble pe3yiabTaTel OOy4YeHMsS HpU M3YYEHHUU JUCLMIUIMHBI, COOTHECEHHbIE C
IUTAaHUPYEMBIMU pe3yJIbTaTaMU OCBOEHUSI 00pa30BaTeNbHOM NMpOorpaMMsbl, PeACTaBIEHbI B TAOIUIIE.

Tabnuua — [Tnanupyemble pe3ynbTaTel 00ydeHUs! TPHU U3YYCHUHU TUCIUTUINHBI, COOTHECEHHBIE C
IUTaHUPYEMBbIMHU pe3yJIbTaTaMH OCBOCHHUSI 00pa30BaTeIbHON IPOrpaMMBbl

Kon [Mnanupyemslie Konx w wamveHoBanme | [lmarmpyemsiil pe3ynsTatr o0ydeHHs Kon
KOMITETEHIIMU pe3yJIbTaThl OCBOCHHS | MHAMKATOPA JOCTHXKEHHS [0 JUCLHUIUIMHE HOKa3aTess
oOpazoBaTenbHOI YHHBEpCaIbHON OCBOCHHUS
MPOTPaMMBbI KOMITCTEHIINT
YK-4 Cnocoben npumenats| 1J[-1vk-4. 3HaTh:
COBPEMCHHEIC 3HaeT Ha - HopMaTuBHBIE JoKyMeHTH | 3(YK-4)1
KOMMYHHKaTUBHBIC roCy1apCTBEHHOM W 1o CTaHJapTU3aluM B 00nacTu
TCXHOIIOTHH, B TOM HHUCIC| jHOCTPaHHOM (BIX)| ZICNONPOM3BOJICTBA, JEHCTBYIOMINE
Ha MHOCTPAHHOM(BIX)| g3pIKaX CTHUIB J€JI0BOTO| Ha  Tepputopun  Poccuiickoii
A3bIKe(ax), B o6menus, BepOanbHble| Penepariu;
aKaJeMUIECKOTO H p HeBepOaIbHbIE, - CHCTEMBI  JOKyMEHTALIUH,
NpOpecCHOHANLHOTO cpenacTaa TpeGopanms Kk  coctapienmio u | S(YK-4)2
B3aHMOJICHCTBHS B3aMMOJICHCTBHUS ¢| opopmieHHIO JOKYMEHTOB,
HapTHEPAMH. 3HaeT| COBPEMEHHBIE CIIOCOOBI M TEXHUKY
MH(POPMAIHOHHO- CO3/JJaHUS JOKyMEHTOB;
KOMMYHUKAIlHOHHBIE - OpTaHHU3aIUIO
TCXHOJIOTHH IJIA ITIOMCKA, I[OKyMeHTOO60pOTa Ha
HE00XO0 MO TpeIPUATHI YK-4)3
HHpopMALH B - MEepeUeHb U  CTPYKTYpy
fiporiecce PCIICHMA OpTaHM3aI[OHHBIX "
CTaHIAPTHBIX 3(YK-4)4

pacnopsAAUuTCIbHbIX JOKYMCHTOB.




KOMMYHUKAaTUBHBIX Ymers:
3aja4 Ha - pas3pabaThIBaTh MPOCKTHI V(YK-4)1
TOCYIapCTBCHHOM Y ynpapnenueckoii goxymenTamum; O
MHOCTPaHHOM (b1x) QHAITU3UPOBATh M BHEIPATH
Asbliax yHpasjieHdecKyo gokymenTanuio; 0 | Y(VK-4)2
ONITUMH3UPOBATh JTOKYMEHTO00OPOT
Ha NpeanpUsTHH; V(VK-4)3
- AHATU3UPOBATD
nHdpopmanuio o Y(VK-4)4
VJ-2vka, Vaeer (bYHKIHOHUPOBAHHUH CHCTEMbI
BHYTPEHHET0 JOKYMEHT0000poTa
BECTH ACJIOBYHO OpraHM3aIHy,
MEPENNCKY, YUYUTHIBas Y(YK-4)5
- BeCTH 0a3bl JAHHBIX MO Pa3IUYHBIM
0COOEHHOCTH OKA3ATCIISIM.
CTHJINCTUKH Buiajers:
OpUIHATEHBIX | HABLIKAMI
HEOHIHMATLHBIX JIOKYMEHTAIFHOTO 0(hOPMIICHHSI
ITHCCM, pelIenuii B yIpaBieHun
COLMOKYJIbTYPHBIE OTIePAIIHOHHOI
pasnuuus B (hopMaTe | (mpou3BOJICTBEHHOI) JEATENLHOCTH BYK-4)1
KOPPECIIOHJECHIIMM HA | OpraHM3alluii;
roCy1apCTBCHHOM  H | - HaBbIKaMU aHamM3a
WHOCTPaHHOM (pIX) | uHbOPMaIKK 0 HYHKIIHOHUPOBAHUH
A3bIKAX. YMEET BECTH | CHCTCMBI BHyTpennero | B(YK-4)2
JHasor JIOKYMEHTO000pOTa OpraHu3aIiH;
- BeZieHHs 0a3 JaHHBIX IO
Pa3IMYHBIM MOKa3aTessiM v | B(YK-4)3
dbopmupoBanus HHOOPMAIIMOHHOTO
obecredeHus YYaCTHUKOB
OPraHU3aI[HOHHBIX MPOEKTOB;
- HaBBIKAMH MO/ATOTOBKA
OpTaHMU3aI[MOHHBIX " B(VK-4)4
pactopsIUTENIbHBIX JOKYMEHTOB.

3 MecTo IMCIMIIIMHBI B CTPYKTYpe 00pa3oBaTe1bHOI MPOrpaMMbl

VyeOnas aucuumnuHa «1OY» sBisercs pakyabTaTUBHOM TUCIUIUIMHON B CTPYKTYpE OCHOBHOM
00pa3zoBaTebHON MPOTrPAMMBI.

3HaHUSI, YMEHUS U HABBIKH, NOJyUYE€HHbIE 00YyYaIOIIMMUCS B X0/1€ U3YUEHHUS Kypca AUCLMILIUHBI,
MOTYT OBITh MCHOJB30BaHbI ISl MPOXOXKAECHUS MPEITUIUIOMHON MPAKTUKU, a TakXKe IJI MOATOTOBKH
BBIITYCKHON KBaTH(PUKAIMOHHON pabOTHI.



4 Conep:xxaHue THCHHUILINHBI

4.1 Temamuueckuit nian oucuyunaIunl (3a04HOU hopmul 00yuenus)
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Tema 1 «OcCHOBHBIE MOHATHS U ONPEACIICHUS I
HUCKYCCHS,
JOKYMEHTallMOHHOT O obecieuenns | 4,25 | 0,25 | 0,25 4 Te};T
YIPaBIEHUSD JIEKIHA
Tema 2 «JIoKyMEeHTalIMOHHOE OOCCIICUeHHE
Hoky . 525 | 0,25 0,25 5 Onpoc
JICJIOBOTO OOIIEHUSD)
Tema 3 «Dopmysip-obpazerr
Huckyccus,
OpPraHU3alHOHHO-PACIIOPSAUTENBHOTO 425 |025]0,25 4 oot
nokyMeHTa. OOIIKe CBEICHUS O PEKBH3UTAX)
Tema 4 «Cucrematuzaums U  XpaHEHHE IMpakTryeckoe
! P 525 | 0,25 0,25 5 | F
YIPaBIEHIECKUX IOKYMEHTOBY 3aHATHE
Tema 5 «IlpaBmiia opopmiaeHus 0JaHKOB Jluckyccus,
p $op 425 | 025025 4 Y
JIOKyMEHTOB) TecT
IIpakTrueckoe
Tema 6 «CocTaBnenne u 0popMIIEHHE TUCEM) 525 | 0,25 0,25 5 p
3aHATHUE
Tema 7 «[IpaBuia opopmiieHHsSI OCHOBHBIX I
HCKYyCCH,
BUI0OB OPraHU3aIlIMOHHO-PACIIOPSAUTEIBHBIX 4,25 0,25 | 0,25 4 T‘ZCT
JIOKYMEHTOBY»
Tema 8 «OdopmieHue I[IpakTHaecKoe
OpraHu3alMOHHOPACTIOPSAIUTENBHON 525 10,25 0,25 5 3aHATHC
JIOKyMEHTAIIAID)
Tema 9 «IIpaBuna opopMiIeHHST OCHOBHBIX I
HUCKYCCHS,
BUJIOB CIPaBOYHO-HH(OPMALIMOHHBIX 425 |025]0,25 4 TgCT
JIOKyMEHTOB)
Tema 10 «CocraBiieEe #  o(opMIICHHE IpakTuueckoe
1 odop 525 | 025 0,25 5 | F
MH(GOPMAITMOHHO-CITPABOYHOHN JTOKYMEHTAIIUN 3aHATHE
Tema 11 «Opranuzanus 10KyMeHTO000pOTa HA HCKyCCHs,
P A AOKY p 425 | 025 025 g | ey
TIPEATIPUATHIX TecT
Tema 12 «OdopMmieHre TOKYMEHTOB IIO IpakTuueckoe
$op ROKY 525 | 025 0,25 5 | F
JIUYHOMY COCTaBY» 3aHATHE
Tema 13 «Anamus COCTOSTHUE
55 05 | 05 5 Juckyccus
JIOKYMEHT0000pOTa Ha TPEATIPUITHID
Tema 14 ®opmupoBaHue 0a3 NaHHBIX U aHAJN3 Ompoc,
JOKYMEHT0000pOTa 5,5 0,5 0,5 5 HNPaKTHYECKOE
3aHATHUC
3auer 4
Bcero 7212 4 2 2 64 4




4.2 ConepxaHue AUCLUILIUHBI

Tema 1 «OcHOBHbIE TIOHATHSI M OMNpeAeJeHHs JOKYMEHTALMOHHOIO0 oO0ecredeHus
yIpaBJIeHUS»

Jlexyus

JIoKyMEHT u cHUCTeMBbl JOKYMEHTAalUW. 3HAYEHUE COBPEMEHHOIO JOKYMEHTHUPOBAHHUS B
yIpaBlieHYecKoU nesiTeibHOCTH. HopmaTuBHO-TIpaBoBasi 0a3a perjiaMeHTHUPYIOIas IEIONPOU3BOICTBO.
OyHKIIMM ~ JOKYMEHTOB. EnmHas  rocymapctBeHHass — cucrema  aenomnpousBojctBa  (ET'CJ).
YuudumupoBanasie cuctembl gokymeHTanuu (YCJI). Knaccudukamus TOKyMEHTOB. YTpaBlieHUECKas
JOKYMEHTaIus: TpeOOBaHUsI K COCTABJICHUIO U O(OPMIICHHUIO.

OcHogubie nouamusi membvl: NOKyMEHT, (DYHKLIHMU JOKYMEHTOB, Kiaccu(HKaIUs IOKYMEHTOB,
JeNIONPOU3BOICTBO, JOKYMEHTHUPOBAHUE, TOKYMEHTO0000POT, hopMyIisp, O1aHK, HOMEHKIIATypa.

Bonpocwi 0ns camokoumpons:
1. KakuM HOpPMATHBHBIM TOKYMEHTOM PErJIAMEHTHPYIOTCS OCHOBHBIE TEPMHUHBI B
o0JacTH NeIonpou3BoICTBA?

2. Yro BKIItOYAET B Ce0s MOHATHE «IOKYMEHT»?

3. Kakue s13b1kH ¥ cI0COOBI JOKYMEHTUPOBAHUS BbI 3HAaeTE?

4. HazoBure coBpeMeHHbI€ BU/IbI HOCUTENEH HHPOPMALIUH.

S. KakuM 3akOoHOM ycCTaHaBIMBaeTCsl MPaBOBOM pEeXHUM CO3JaHUS, XPAHEHUS MU
HCI0JIb30BaHUs NH(OPMALMOHHBIX PECYPCOB?

6. YeM omiaMyaercs JOKYMEHT JIMYHOIO MPOUCXOXKAEHUS OT O(HUIHAIBHOTO
JOKyMeHTa?

7. Yro 00ycnaBiIMBaeT IOPUIMUECKYIO CHITY O(UIIMATIBHOTO JOKYMEHTa?

8. Uro noHnMaeTcs o NOAU(PYHKIIMOHATBHOCTBIO JOKYMEHTa?

9. HazoBure ocHoBHBIE Oi10KM (Tpymnbl) pyHKIMHA ToOKyMeHTa. Uem xapakrepusyercs
KaXKIbpIi 0J10K?

10. Kak mensiercs neiictBue GpyHKun BO BpeMeHu?

11. KakoBbl OCHOBHBIE 11€M YHU(PUKALIUU TOKYMEHTOB?

12. Urto yuuThIBaeTCS MpH NMPOBEIEHUU YHUDUKAIIMHM JOKYMEHTOB?

13. Uto moHMMaeTcs Moj CHCTEMOM TOKyMEHTaIuu?

14. Kakue ObIBatoT cUCTEMbI JOKYMEHTALIUHU?

15. Yro mpexacraBnser coOoi cTaHAAapT U KaKHe BHJbBI CTAHAAPTOB NMPUMEHSIOTCS B
Haiel ctpaHe?

16.  Yro BXOIUT B KOMIUIEKC HOPMAaTUBHBIX TOKYMEHTOB 10 CTaHAapTH3AMN?

17. Uro npencrasisier cobort YCJI u kakue aeiictByromue B Hame crpane Y CJl BbI
3Haere?

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

Tema 2 «/lokyMeHTAaUMOHHOE O0ecreYeHune 1eJI0BOro 00 eHm s
Ilpakmuueckoe 3anamue

Bonpocul onsa 0b6cyacoenus:
1. Onpenenenue OCHOB JOKYMEHTUPOBAHHUSI YIIPABICHYCCKOHN IEATEILHOCTH.



2. S13p1KOBBIE HOPMBI O(HUIMATBHBIX JOKYMEHTOB.

3. UccnenoBanue chep GyHKIIMOHUPOBAHHS M KAHPOBOTO Pa3HOOOPas3wsi 0GpUIIMAIEHO-IEIOBBIX
JTOKYMEHTOB.

4, AHaiin3 s3BIKOBBIX  (DOpM  OPHUITMANTBHBIX JOKYMEHTOB (MPAaKTHYECKHUE YHPAKHEHHS). 5.
HccnenoBanue npuéMoB YHHU(PHUKAINHU S3bIKA CITYKEOHBIX JOKYMEHTOB.

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

Tema 3 «®DopmyJsip-odOpasen; OPraHU3AMUOHHO-PACHOPSAANTEIBLHOr0 JA0KyMeHTa. O01mme
CBe/ICHHUS 0 PEKBH3UTAX))
Jlexyust

VYnpasneHueckas JOKyMEHTalus: TpeOOBaHUS K COCTaBICHUIO U 0OpMIIEHHIO, popMyisipodpaserl,
COCTaB M PACIIOJIOKEHUE PEKBU3UTOB. [10CTOSIHHBIE M IEPEMEHHBIE PEKBU3UTHI. Y TJIOBOM U NMPOAOJIbHBII
O6maHk gokymeHTa. CrocoObl opopMIIeHHs] PEKBU3UTOB: ()JIAHTOBBIM U LEeHTpoBaHHbIH. COBpeMeHHbIE
CIOCOOBI ¥ TEXHHUKA CO3/1aHUS IOKYMEHTOB.

Ocnosnbie nowsmusi memwl: GOpMyIIIp-o0Opasell, peKBU3HT, TaOyIupoBanue, GopMar.
Bonpocwi 0 camoxonmpons:

Kakue ¢opmarsl Oymaru HCHomb3yroTes A1 HOCTpoeHus Gpopmysipa-oopasua OPJ?
Kaxkue pazmepst noneit OPJ] ycranosnens! popmysipom-o6pasziom OPJ1?

MoryT 1 Ha TOJNISAX JOKYMEHTA PacroiaraTbes Kakue-I1m00 peKBU3UTHI?

Kakoit MakcHUManbHBIM cOCTaB pEKBU3UTOB YCTAHOBIIEH (POPMYIIIpOM-00pa3om?
CKOJIBKO MOJI0XKEHUH TaldysTOpa UCTIONb3yeTCs PU 0()OPMIICHUH PEKBU3UTOB?
Kakne peKBH3UTHI OTHOCSATCS K TOCTOSTHHBIM?

Kakue peKBU3UTHI SIBJISIOTCS 00s13aTEIbHBIMU?

CKOJBKO CyIIECTBYET CIIOCOO0B 0POPMIICHUS PEKBU3UTOB?

©ooNoO OGN RE

Uto xapakTepu3yIoT JOMOTHUTENbHBIC peKBU3UTHI OPJ1?
10 UYeM Mpo10JIbHBIN BapuaHT pacloioKEHUsI PEKBU3UTOB 3ar0JI0BOYHON YacTH OJlaHKa OTJInYa-
€TCsI OT YIJIOBOro?

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

Tema 4 «CucremaTu3anus ¥ XpaHeHNe YNPABJICHYECKUX JOKYMEHTOB)»
IIpakmuueckoe 3ansamue

3aoanue 1.
CocraBbTe HOMEHKIIATYPY JI€J1 KaHIIEISIPUH OpraHu3aIiu.

3aoanue 2. CoctaBbTe HOMEHKJIATYpPY 1€l (PMHAHCOBOTO OTIENa
OpraHH3aIiHy.

3aoanue 3.
ChopmupyiiTe TuuHOE N1€70 paOOTHUKA OpTaHU3AIINH.

7



3aoanue 4.
Brizenure u packpoiiTe OCHOBHbIE (PYHKIIMH SKCHEPTHOW KOMHUCCHHM Ha ocHOBe «llomoxkeHus o
IIOCTOSIHHO JIEUCTBYIOIIEH 3KCIIEPTHON KOMUCCUHN YUPEKACHUS, OPraHU3aALMN, IPEAIIPUITUS.

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

Tema 5 «IIpaBuiia opopmiienns 6JJAaHKOB JOKYMEHTOB»
Jlexyust

CoctaB pexkBU3UTOB. biIaHKM TOKYMEHTOB: Ui NMUCbMa W OOMIMK ONAHK s JAPYTHX BHUIOB
nokymMeHToB. Odopmienne pekBu3uTOB. TpeOoBaHHs K OQOPMIICHHIO PEKBHU3UTOB OpPraHU3AlMOHHO-
pacHopsSITUTENbHBIX ~ JOKYMEHTOB,  CHPAaBOYHO-MH(MOPMAIMOHHOM W  CHPAaBOYHO-aHAIUTHYECKOM
nokymeHnrtaruu. CtanaapTusanus npouecca JOKYMEHTHPOBAaHUS.

OcHosHble nonsamus membvl: BUAbI OJIaHKOB JOKYMEHTOB, TIepO, aMOieMa; TOBapHbIi 3HAK (3HAK
oOciry’)kuBaHus); Ko (OpMbl JIOKyMEHTa; HaMMEHOBAaHHE OpraHM3allud - aBTOpa JOKYMEHTa;
HAaUMEHOBAHME CTPYKTYPHOI'O NOJPA3eIICHUs - aBTOpa JIOKyMEHTA; HAaWMEHOBAHME NOJDKHOCTH JIMLA -
aBTOpa JOKYMEHTA; CIIpaBOYHbIC JaHHbIC 00 OpraHu3alMi; HaMMEHOBaHHE BHUAA JOKYMEHTA; JaTa
JNOKYMEHTA; PETHCTPALMOHHBIM HOMEp JOKYMEHTA; CChLIKA HA PEruCTPAllMOHHBIA HOMEP M JaTy
MOCTYNHBIIETO JTOKYMEHTa; MECTO COCTaBIICHHs (M3IaHUs) TOKYMEHTa; TpH(] OrpaHHYEHUs JOCTyHa K
JIOKYMEHTY; ajipecaT; rpu¢ yTBep KJIeHHs JTOKYMEHTA; 3ar0JIOBOK K TEKCTY; TEKCT JOKYMEHTa; OTMETKa O
NPUIIOKEHUU; Tpu(d cormacoBaHHs JOKYMEHTA; BU3a; MOANUCH; OTMETKAa 00 3JEKTPOHHOM MOANMHCH;
neJaTh; OTMETKa 00 MCIOJHUTENE; OTMETKA O 3aBEPEHUHU KOMHMU; OTMETKA O MOCTYIJICHUH JOKYMEHTA;
pe3oIonys; OTMETKA O KOHTPOJIE; OTMETKA O HAIPABICHUM JOKYMEHTa B JEII0.

Bonpocul ona camokonmpons:
1. Kakue opranmzamum uMEIOT MpaBo H300pakaTb Ha OlaHKaXx CBOMX JIOKYMEHTOB
lNocynapctennsiii repd Poccuiickoit deneparun?

2. Yro npeAcTaBisIOT COO0M KOJ OpraHu3alK 1 KoJ (OpMbI JOKYMEHTA, UCIIONb3yeMble Ha
Omankax OPJ1?

3. UeMy JOMKHO COOTBETCTBOBAThH HAMMEHOBAHME BHJIa JOKYMEHTA, IPUBOJUMOE B ONaHKE
KOHKPETHOTO BUJa JOKyMeHTa?

4. Kakwue criocoOs1 oopmieHus pekBu3uTa «Jlata JOKyMeHTa» Bbl 3HaeTe?

S. UYem pekBu3HUT «PerucTpalMOHHBIN HOMEp TOKYMEHTa» OTINYAaeTCs OT peKBU3UTa «CChLIKa
Ha PEeTUCTPAIMOHHBIN HOMEP U JaTy JOKYMEHTa»?

6. Bcerna nu Ha OnaHke JODKEH MNPUCYTCTBOBAaTh PEKBU3UT «MecTo cocTaBieHUs WU
W3JaHUA IOKYMEHTa»?

7. Yro o3HAYaET HAJTMYUE HA JTIOKyMEHTE rpruda orpaHUYeHUs T0CTyTa K HemMy?

8. Kakum o6pa3oM HYXHO O(OPMIIATH PEKBU3UT «AJpecary», €clu JOKYMEHT aJpecyercs B
JIPYTYIO CTpaHy?

9. KakoBbl cocTaBHBIE yacTH pekBu3uTa «['pud yTBepKIeHUs JOKYMEHTa»?

10.  Kakumu criocobamu MOKET 0popMIISAThCS PEKBU3UT «Pe3omonmsi»?

11. Kakuwe cCymecTBylOT OCOOCHHOCTH O(OpPMIIEHUS PEKBHU3UTA «3arojoBOK K TEKCTY

JIOKYMEHTA» B 3aBUCHMOCTH OT BHJA JOKYMEHTA?



12. B kakux ciaydasx TeKCT O(UIIHAIBHOTO JOKYMEHTa MOKHO 0(OPMIIATE TOJIBKO Ha PYCCKOM

sI3bIKE?

13. Korpma oTMETKYy 0 HATUYHUH MPHIIOKESHUS MOKHO 0(DOPMIISATE IO KpaTKoi gopme?

14.  Kaxk opopmiusiercs pekBu3uT «Iloanucey, ecam JOKYMEHT MOAMUCHIBACTCS PYKOBOIUTEISIMU
JBYX OpraHU3aIui?

15. Kakumu crnoco6amMu MOMKET OCYILIECTBIATHCS BHEIIHEE COIJIaCOBaHME M KaK 3TO
odopmisiercs?

16.  I'me mpocraBisieTcst Ha JOKyMeHTe pekBU3UT «['pud corimacoBanus JOKyMeHTa»?

17.  Kakue Buabl neyareil ynorpediustorcs npu odpopmienuun OPJ] u kak mpaBUIBHO JAOJDKHA
OBITh IPOCTABJICHA TIEYaTh?

18.  I'me mpocraBisieTcst OTMETKA O 3aBEPEHUU KOMHH U Kak oHa odopmiisercs?

19 SBnsiercst mu pekBU3UT «OTMETKa 00 UCTIOIHUTEIE)» 0053aTENbHBIM U II€ OH MPOCTaBIIAETCS?

20.  UYrto BXOUT B cocTaB pekBU3UTa «OTMETKAa 00 MCIIOTHEHUH TOKYMEHTA M HAIlPaBJICHUHU €r0
B JIEJIO»?

21.  Ha kakux JIOKyMEHTax MPOCTaBIsAeTCS PeKBU3UT «OTMETKa O MOCTYIUIEHUU JOKYMEHTA B

OpFaHI/ISaHI/IIO»? HazoBuTte cocTaBHBIC YaCcTH 2TOr0 PCKBU3HUTA.

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

Tema 6 «CocTtaBieHue u opopmiieHre MUCEM»
IIpaxmuueckoe 3anamue

3adanue 1.

CocraBbTe nucbMo — npurinamenue Ne 544 ot 10.07.20  mo ci1. 1aHHBIM:

WMHCTUTYT TOUHBIX MPUOOPOB MOCkLUIaeT MuckMo — npuriamenue qupexkropy HHUU «IIpometeii»
Koncrantuny Cepreesuuy ¢ npuriaiieHueM MOCETUTh MEXTyHAPOAHYIO CIIEIMAaTIN3UPOBAHHYIO BHICTABKY
«OKOHOMHS MaTepHAIbHBIX M TOIUIMBHO — JSHEPreTHYECKHX pPECypcoB B CTPOUTENIBCTBE H
IIPOMBILIJIEHHOCTH». BricTaBKka cocTouTcst B . MOCKBa B ITaBUJIbOHE BBICTABOYHOIO LieHTpa Ha KpacHoii
ITpecue 18 aBrycra 20 roxa c¢ 9.00 mo 20.00. Anpec MHCTUTYTa TOYHBIX MPUOOPOB I. MockBa yiI.
IInexanosa
36, ten. 237-87-77. [lupexrop uHctutyTa TouHbIX pudopos C. K. Ceprees.

3aoanue 2.

Cocrabre rapantuitnoe nmucbMo Ne 589 ot 23.09.20  mo cieayronuM JaHHBIM:

00O «Mwury rapantupyer AO «BocTopr» OTrpy3Ky akKyMyJISTOPHBIX Oatapeit Ha cymmy 324000
(Tpucra nBaguath 4yetbipe Thicsiun) pyonel 00 komeek B TeueHUE 2-X HEAEIb C MOMEHTA MOCTYIUICHUS
JICHEKHBIX CPEJICTB Ha PACUETHBIH CcUeT.

Anpec OOO «Mur» r. Mocksa yn. CanoBas 36, ten. 237-87-87. dupextop OOO «Mur» M.
K.Maxkcnmos.

3aoanue 3.
CocraBbTe nH(popMarmonHoe mucbMo Ne 59 ot 12.09.20 1o cieayroummM JaHHBIM:
MockoBckuit moaurpadguaeckuii TEXHUKYM coobmaet aupekTopy mkoiasl Ne 12 B.C. AHTOHOBO¥ 0
TOM, YTO B HOBOM Y4eOHOM I'0/ly TEXHUKYM OTKPBIBACT J]Ba HOBBIX (paKyibTeTA:
1. JlazepHble TEXHOJOTUH B MOJIUTpadum
2. FOpuamnueckuii [IpaBuna npuema odImue ajs Beex.



Anpec MockoBckoro noiurpaduueckoro TexHukyma r. Mocksa yi. Mupa 86, ten. 337-87-87.
Hupekrop texuukyma M.C. Urnarbesa.

3aodanue 4 Cocmasbme u ogpopmume cysiceOuvie NUCLMA NO CLeOYIOUWUM CUMY AYUSIM.

Curyanus 1.

JenapTamMeHT NOJJIEPKKU U Pa3BUTHUS MAJIOTO MPEAITPUHUMATEIHCTBA TUCEMOM 32 MOAMKCHIO 3aM.
nupekTopa aenapramenTa CepukoBa A.B. yBegomus pykoBoacTBO aeTckoro caga Ne 1586 o Tom, 4to B
CBS3M C PAa3BUTHEM MpPEANPUHUMATENIbCTBA 3[JaHUE JIETCKOTO cajla JOJDKHO OBITh MEepelaHo s
TEXHUUYECKUX HYXK] JlerapTaMeHTa.

Ucnonuutenem BacuiabeBoil o mopyueHuto qupekTopa aetckoro caga Ne 1586 HOro-3amagnoro
OKpPY’KHOT'O ympaBieHUs 00pa3oBaHus T. MOCKBBI, PacloOIOKEHHOTO Ha MPOCIeKTe MUYYypUHCKOM, TOM
22 1. MOCKBBI, OBIJIO COCTaBJICHO MUCHMO, aIPECOBAHHOE OTAENy nuceM Mapun MOCKBBI 110 aapecy: T.
Mocksa, yin. Tepckas, 13, B kotopom aupektop nerckoro caga Ne 1586 O.A. AOpamoBa mpocuia
pa3o0paThCs B JaHHOM BOIIPOCE, MOTUBHPYSI TEM, YTO B HA3BAHHOM PaOHE JIETCKUX CaJ[0B OCTAJIOCHh MAJIO
U HE BCEe JETH MOTYT IOocellaTh IETCKUE JAOMIKOJbHBbIE yupexaeHus. [lucbmMo ObLIO OTBETOM Ha
MOJIy4YEHHBIN TOKyMeHT oT JlemapTameHT.

Curyanus 2.

[Ipencenarens mnpaBiaeHus akuoHepHoro kommepueckoro Oanka «TOPITIPEABAHK» (mp.
Bepnaackoro, 19, Mocksa, 112123, Tem.: 567-22-17, dakc: 576-22-20) C.A. IlymoB oOpaTtuics K
I'enepansHomy nupekropy HIIO «Ac6ect» JI.M. BonbiHIEBY ¢ mpock0Oi paccMOTpEeTh BONPOC O
npenocrasieHuu B anutenbHyto apeHry AKb « TOPTTIPEJJBAHK» pa6ounx momazeit — 180 xB. M nox
pa3MeleHue oTAesieHus OaHka.

[Tucemo Obu10  coctaBineHo ucnoiaHurenem A.M. IlognecHolr Ha JOMKHOCTHOM —OllaHKE
npejcenaTens npapieHus 0aHKa U MOANUCaHO 24 MapTa TEeKYILEero roja.

Curyanus 3.

Ucnonunutenem M. IO. IlonskoBod mno mopydyeHHIO HadajdbHUKa oTnaena MapkeruHra ITAO
«Toprnotpedeoro3» (r. Mocksa, Jlecnas yi., .18, 117123, Tem./akc. 234-56-00, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIII 09876543321/123456789) B.A. KomapoBa 0b110 COCTaBI€HO TUCHMO
B aapec OOO «Jleno», TexHuueckomy aupektopy A.M. MsrkoBy 00 oTmnpaBke JAOKyMEHTalUd
cienymolero cogepxanusi: «Hanpasnsem Heobxoaumbie Bam nokyMeHTHI, coaepixkaliue nHGopManuio o
[[EHE KOMIUIEKTa HayYHO-TEXHMYECKON OKyMEHTallud Ha XOoJIoAuJbHOe oOopyaoBanue. llpemiaraem
BBICJIaTh TEXHUYECKYIO JOKYMEHTAIMIO Ha 3apyOe)KHbIe aHaJOTH XOJOJIWIbHOro obopynoBanus. I[lpu
IOPUHATUM  TIOJOKUTENBHOTO — pEIIeHUs O 3aKymnke o0opyaoBaHus mpocuM Bac HampaBuTh
COOTBETCTBYIOIIleE MHCbMO pyKoBogutento otaena cOsita HaymoBy C.ILy». JlaHHBIM HHCBMOM
COIPOBOXKAANIACh CrIeNU (UK Ha
28 1. B 1 3K3.

Curyanus 4.

MOCKOBCKMH pauOTEXHUYECKUHN KOJUJIEHK UMEHM akaaemuka A. A. Pacruietnna MunucrepctBa
obpazoBanus PO (Mockga, yiu. b. Jlekabpbckas, 5, 124000, ten.: 252-11-84, dakc: 253-32-36) pazocnan
nH(OPMAaIMOHHbIE MTUChMa AUPEKTOPAM LIKOJI TOPO/Ia ¢ COOOIIEHHEM 00 OTKPHITHH B HOBOM Y4eOHOM roTy
IBYX (paKyImbTETOB: COBpEeMEHHBbIE HH(OPMAIIMOHHBIC TEXHOJOTHUH U Iopuandeckuid. B mmceme
COOOMIAJIOCH TaKXe O TOM, YTO IMpaBWUjia MprUeMa Ha ykazaHHbIe (axkynbreThl oOmme. [Iucbmo ObLIO
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cocraBieHO ucnojgHuteneM CrenaHoBod u moxanucaHo aupekropoM JI.b. MapteiHiokoM 15 mapra
TEKYLIEro roja.

Curyanus 5.

ITAO «Ilepas ®abpukay (r. banammuxa, yi. 3apeunas, 1. 3, 104010) 1omkHO OBLIO B COOTBETCTBUU
¢ . 6 gorosopa ot 10.07.2015 Ne 12/25 «O nmocraBke NpoayKIIMW» NocTaBuTh AO
«CAHJIEPEJIJTA» (Mocksa, Kpacunoropckast yiu., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue Mecsa KoKaHyko QypHUTYpY Ha
obmryro cymmy 150 000 py6ueit. @aktuuecku ke GypHUTYpBI ObLI0 caaHo Ha cymmy 120 000 py6Gneit u
HenonocTaBiieHo npoaykuuu Ha cymmy 30 000 py6neit. CornmacHo 1.8 moroBOpa 3a HEIONOCTABKY
IIPOAYKIMH JOKHA OBbITh yIJIaueHa HEyCTOlKa B pazMepe 5%, 4TO OT CyMMbl HEJJOIIOCTaBKA COCTaBUIIO
1500 pyOnei.

Hupexktop AO «CAHIAEPEJUUIA» B.Jl. ®enopoBa obpatmnack k aupekropy OOO «llepBas
®abpukay O.JI. CokonoBy ¢ mpocb00i MEPEeYUCINTh HA UX PACUCTHBIA CUeT yKa3zaHHyr cymmy (1500
py6.). B mporuBHOM cimyuae AO «CAHJIEPEJIJIA» OyneT BBIHYKICHO OOpaTUTHCS B TrocapOUTpaxK.
[TuceMo o HemomocTaBKe MPOAYKIHMH ObLIO coctaBieHo ucnoimxutenem P.T. FOmuHol m moammcaHo
®enopoBoii 12 aBrycra TeKyiero roja.

Curyauus 6.

Hupextop AO «Antypuym» (Mocksa, LBetHoit OyneBap, n. 3, 105123, ten./dakc 432-90-78,
OKITIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK «I'YTA-6ank»,
Kopp.cuer 987654321098765444321, BUK 123456789) A.P. CMupHoB o0patusics kK [ 1aBHOMY peiakTopy
xypHana «lemo» B.M. IlomeBomy c mpocb0oii pasmecTuTh pekiamy npoaykimn AO «AHTypuym» B
ouepeHOM Homepe kypHama. OO0beM pekiaMHOro Marepuana — Y mojockl. Oruiata myOIuKaIuu
rapanTupoBaiack. [luceMo 0 pa3menieHnn pekiamsl ObUT0 cocTaBieHo ucnonaurenem JI.U. TTucapesoi,
noanucano gupektTopom A.P. CMUPHOBBIM U IIaBHBIM Oyxrantepom B.A. AHTOHOBOIA.

Curyanus 7.

[TyOnu4HbIM akiMOHEepHBIM 001ecTBOM «Bocxom» (109176, Mocksa, yi. [lonesas, n.14, o¢.324)
obu1 oopmiieH 3aka3 Ne 7 Ha MOCTaBKY MPOAYKIHMH B COOTBETCTBHH C 3aKIIOYEHHBIM JIOTOBOPOM O
noctaBkax oT 13.06.2013 Ne 12 u nanpasneHn B azgpec [TAO «/Iuamant» (114000, Mocksa, yi. [IpoctopHasi,
a. 25, od.14, ten. 168-93-78, OKIIO 87654321, OI'PH 1234567890098, MHH/KIIII
0987654321/123456789). Opnako ITAO «/lmamanT» He cmoryo B YyKa3aHHbBIA cpok (28.07.2014)
WCIIOJHUTH 3aKa3 u3-3a 0OJIe3HU BEAYIIETr0 COTPYIHUKA OTIeNa TOCTaBKU U | eHepaIbHBINA TUPEKTOP €ro
I'.JI. Mypomues HanpaBuil uH(popManuoHHoe nucbkMo B aapec ITAO «Bocxom» o mepeHoce CpoKOB
ucnosHeHus 3akaza Ne 7 ¢ 28.07.2013 na 04.08.2013, B koTopoM Takke otMeTri1 4to [TAO «/lnamant
COrJIaCHO B T€UEHHWE 5 JHEH BBIIUIATUTH HEYCTOMKY B COOTBETCTBHMHM C I1.4.2 3aKJIIFOYEHHOrO JIOrOBOpa O
noctaBkax. IluceMo ObUIO cocTaBieHOo ucnoaHuTeneMm A.JI. CMHUPHOBOW M MOAMKCH 3aBEpeHa MEYaThio
OpraHu3alyu.

Curyanus 8.

00O «Jlura» (MockBa, 123465, yn. Mapoceiika, a.15, tem. 384-05-90, dakc: 384-05-90)
3alUIaHUpOBaNIo TpoBeneHne Bceepoccuiickoil poskaecTBeHCKOW sipmapku oO0yBu ¢ 10 HosOps mo 31
nexadps Tekymiero roga. OgHako B cBsi3u ¢ TeM, 4to OOO «Jlura» He pacmojarano JOCTaTOUHBIMH
IUIOUIaISIMU JIJIS TPOBeIeHus sipMapku, MicnonmuuTenbHbli aupextop obmecta A.A. KoueTkoB BEIHYKIEH
o1 oOpatuthess kK upexropy Bcepoccuiickoro BwicraBouHoro meHtpa T.K. TypoBy ¢ mpock6oit o
npeaoctaBieHnn oomecTBy B apeHay 300-400 KB. M BRICTABOYHOM TUIOMIAN M TapaHTUEH OTUIATHI.

Jlumepamypa: [1]; [3]
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Tema 7 «IIpaBuiia opopmiIeHHs OCHOBHBIX BH/I0B OPIraHU3allHOHHO-PACIOPAAUTEIbHBIX

AOKYMEHTOB»

Jlexyust

OpI‘aHI/I?;aI_[I/IOHHBIC JOKYMCHTBI, IHOHATHUC, OCHOBHBLIC CTPYKTYPHLIC OJ3JICMCHTBI MW IIpaBUJIA

O(bOpMJ'IeHI/IH PCKBU3UTOB PaCI'IOpH,I[I/ITeJ'IBHBIe AOKYMCEHTBI: IIOHATHUEC, CYHIHOCTD, (bYHKHHOHaHBHaﬂ

HAIIpaBJICHHOCTD. HpI/IKaSBI 10 JIMYHOMY COCTaBY. O(bOpMJ'IeHI/IC U COCTaBJICHUC pPaACHOPAONUTCIbHBIX

AOKYMCHTOB. Bremuckn u3 OpraHHU3allMOHHBIX U PpaCIOPAAUTCIIBHBIX JOKYMECHTOB.

OcHosHble NOHAMUSL  MeMbl.: [pukKas, YycCraB, pacCIoOpsKCHUC, IIOCTAHOBJICHUEC, YKa3aHUC,
IMOJIOKCHHUE, MHCTPYKIUA, PCHICHUC.

Bonpocul ona camokonmpons:

1. Kakne Buapl OpraHM3allMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB OTHOCSTCS K
pacropsauTeabHbIM?

2. [Touemy pacnopsiIuTeNbHBIC JOKYMEHTBI OTHOCSATCS K TIPABOBBIM aKTaM?

3. Korna pacriopsiautensHble JOKYMEHTHI BCTYTAIOT B CHITY?

4. Kak paznngarores no cdepe 1eicTBUs pacopsAUTEIbHbIE JOKYMEHTbI?

S. Yro ABNSETCS OCHOBAaHUEM JIJIsl U3/1aHUS PACIIOPSIUTEIBHOIO JOKyMEHTa?

6. Kak ctpoutcs TeKCT pacnopsIuTeIbHOTO J0KyMEHTa?

7. Kak odopmisiercs oTMeTka O HaJMYMM TNPWIOKEHUS B PACHOPSIAUTEIBHOM
JOKyMeHTE?

8. Kakue opransl npuHUMAaIOT MOCTaHOBJIICHHUE?

9. Yro o3HayaeT JjgaTta B PpACHOPSAUTENIBHOM JIOKYMEHTE, IpoCTaBiseMas B
3aroJ0BOYHON yacTu OnaHka?

10. B kakoii ¢popme N3IaroTCS COBMECTHBIE PaCTIOPSIUTENbHBIE TOKYMEHTHI?

11. Kaxkue ObIBaroT BUIbI MPUKa30B?

12. Yewm ormmuaercs opopMiieHHe MpuKasa o JUYHOMY cocTaBy?

13.  Kro umeet npaBo noamnucu Ha mpukaszax?

14.  Kakoli peKBH3HUT UMEETCS TOJBKO Ha JBYX BHJIAX PACTIOPSAUTENBHBIX JOKYMEHTOB -

yKa3zaHuAx U pacnopsbkeHusx? 15. ITo kakum Bommpocam U3ar0TCs pacoOpsKEHUE U yKa3aHue?

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

Tema 8 «O¢popmieHne OpraHu3aUMOHHO-PACTIOPAANTEIBLHON JOKYMEHTALIH
IIpaxmuueckoe 3anamue

3aoanue 1

Odopmuts 3asBieHue Kaccupa 3aBojia «CBeT» ¢ Mpock00il MpeaoCTaBUTh YUEHUUECKUH OTITYCK C
06.03.20 1o 18.03.20  mpoaoyKUTEIBHOCTBIO 13 KalleH1apHbIX IHEW Ha OCHOBAaHUH CITPaBKH — BhI30Ba
Ne 5655 o1 01.03.20 . ®.1.0O. kaccupa MBanosa Mpuna IlerposHa.

3adanue 2

OdopmuTh prKa3 1Mo JUIYHOMY COCTaBY Ha OCHOBE JaHHBIX 3a1aHus No 1.
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ITpuxaz Ne 65k ot 05.03.20  «O mpenocraBieHUH YYEHUUECKOTO OTITyCKay Kaccupy 3aBona M.I1.
Wpanosnoii ¢ 06.03.20 mo 18.03.20  mpoaoBKUTENBHOCTRIO 13 KaleHJapHBIX JIHEW HA OCHOBAHUU
cupaBku-BbI3oBa Ne 5655 ot 01.03.20  u 3aaBnenus kaccupa W.11. iBaHOBHOI.

[TpocTaBuTh BU3Y corjiacoBaHwsi HadalbHUKa oTaena kaapoB O.A. CepreeBoil U OTMETKY 00
03HAaKOMJICHHUU C MpUKa30M VIBaHOBOIA.

3aoanue 3

OdopMuTh MpHKa3 N0 OCHOBHOM /1€ATEIbHOCTH.

B cootBerctBuu ¢ Pacnopsbkenuem Munuctpa ot 04.03.20 . Ne 115 «O6 ycuneHuu
MIPOTUBOMOKAPHOIM 0€30MaCHOCTU U YCUIIEHUU OXPAHbI B IEPUOJ MPA3THUYHBIX THEH» COCTaBUTH MPUKA3
Ne 245 ot 06.03.20  m3ganHbIH qupekTopoM HaydHO-IPOM3BOACTBEHHOTO 00BETUHEHUS K ATPOTIPHOOP
r. Mocksel M.JI. ["'ankuHbIM.

B pacnopsautensHOl YacTy BBIACTUTH 4 MyHKTA:

1. 006 opranuzanuu yOOpKH TEPPUTOPUN O0BEAUHEHUS

2. O mpoBepKe COCTOSHUS IEKTPOIPOBOAKH

3. O npenocTaBieHIH B CEKpeTapuaT reHepaIbHOTO TUPEKTOpa CIUCKA COTPYIHUKOB,
npeObIBaHNE KOTOPBIX HEOOXOIUMO Ha TEPPUTOPUH OOBESTUHEHHS B MPA3THUYHBIC THU

4. KoHTpob 32 HCIIOJTHEHUEM BO3JIaraeTcs Ha IIIaBHOTO HHXKeHepa oO0beauneHwus [1.P.
Kaposga.

Kaxxnpiii myHKT paccMoTpeTh o cxeme «Komy?», «UTo HykHO cnenarb?», «Jlo Kakoro cpoka?.

Hamnpuwmep, 1.1 3aBenytomemy ckiagom O.H. Hukutuny opranu3oBats yOOPKY TEPPUTOPUHU JI0
07.03.20_.

[IpocTaBUTh BU3Y IJIaBHOTO MHXKEHEPA

[TocraBuTh 0T™METKY 00 ncnonautene. Mcmonmnutenem sensiercs ConoBbeBa tenedon 302-34-56

3aoanue 4.

Odopmuts pacnopsbkenue Ne 137 ot 10.03.20 rmaBHOro wuHXeHepa MOCKOBCKOIO
cTaHKocTpouTenbHoro 3aBoja «Texmamnm JI.M. ConnueBa «O BHeapenun crangapta OPJ] CTII 02-601»
Ha OCHOBE MPEJUI0KEHHBIX 00pa3lioB B IPUIIOKEHUU 5 U 6.

B pacnopsautensHON 4yacTH yKa3arh 4 MyHKTA:

1. O Buenpenuu crangapra OPJI CTII 02-601 Bo Beex cimy»0ax, Ha ydacTKaX U B CTPYKTYPHBIX
nozpaszaenenusix 3asona c 01.04.20 .

2. O6 opranmzamuu  3ansaTHid 1o wum3yyenmto CTII 02-601 co cmeumanucrtamMu |
MH)XEHEPHOTEXHOJIOTUYECKUM MEPCOHAIOM (¢ ykazaHueM «KoMy» U ¢ Kakoro 4yucia)

3. O6 opranuzanuu TupaxxupoBanus 01aHkoB OP/], THIIOBBIX TEKCTOB U YHU(PUIIUPOBAHHBIX
dopmM (c yrazaauem «Komy?»)

4. KoHnTponb 3a ucnosHeHHEM paclopsDKEHHs BO3JO0XKUTh Ha 3aMECTHTENs JAUPEKTOpa IO
o6mmum Borpocam UK. buposga.

[IpocraBute B3y ropuckoHcybsra [1.K. JTlyHoBa

ITocraBuTh 0TMETKY 00 ucnonHurene. Mcnonnutenem asnsercsa Xypasnesa 1.B. tenepon 308-
34-16

3aoanue 5. Cocmasvme u opopmume npomoxonvl u akmol, HEOOX0OUMbLE 8 CLEOVIOUUX
VAPABIEHUEeCKUX CUMYAYUSIX.

Curyanus 1.
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Hupexius OO0 «Actpes» (Cankr-IlerepOypr) 12.08.20  r. mpoBesno cBoe ouepeHoe 3acejaHue,
Ha KoTopoM npucytctBoBainu Boctpskos C.T., Cryaues I[1.11., Jlebenes .M., Autonos I1.JI., HlentyHoBa
B.I'., Tumodeer A.A., Ctynoa M.N.

Ha 3acenanuu o06cyxnanock qBa Bompoca: 0 Xoje pekiamuoi kamnanuu B LI kBaprane 20 1. u
0 IIepeX0/ie Ha HOBYIO CUCTEMY BBIIJIAThl IPEMHUAIIbHBIX.

[To nmepBOMY BOIIpOCY ClTymIany cooOIIeHne HadallbHUKa OTIena pekiambl Bocrpskosa C.T., Teker
cooO1IeHust KOToporo ObUT mepenan cexperapro 3acenanust H. /1. benosoii. [TosToMy sxe BOnpocy BBICTYIHI
¢bunancoBsii qupexTop TuModees A.A., KOTOPBIN 0100pHIT yBETMYEHUE PACXO10B HA HAPYKHYIO pEeKIIaMy
B III kBaprane 20 r. Ha 5%.

ITo Bropomy Bompocy caenan coobmenue CrynoB M.M. u TekcT cooOLIeHMs Takke nepenan
cekperapro. Ilo nanHomy xe Bornpocy BbelcTynuin AHToHOB [1.J]., HauaneHUK oTAENna Kaapos, U Jlebenes
U.M., nupextop mno mnpojaxam. IlepBblii 0700pua HOBYIO CHUCTEMY BBIILJIAThl IPEMHUAIBHBIX U
PEKOMEHIOBA MTOJATOTOBUTE HEOOX0oauMbIe TOKyMeHTHI kK 01.09.20  r. Bropoii mpemioxun 1opaborats
HOBYIO CUCTEMY BBIILJIATHI IPEMHUANIBHBIX U PEKOMEHI0BAJI IPOBECTH 'OJIOCOBAHUE 110 JAHHOMY BOIIPOCY
Ha 0011eM coOOpaHuu TPYJOBOTO KOJUIEKTUBA.

B utore 3acenanus ObUTH NPUHSTHI ciieaytomue pemenus: 1. Ogo0puTh paboTy oTaeNa peKiaMbl B
LI xBaprasie 20 r. 2. IIpoBectu obIee coOpaHue TPyA0BOTO KOJUICKTHBA MO BOMPOCY O MEpexojie Ha
HOBYIO CHUCTEMY BBIILIATHl NpemMuanbHbIX 15.08.20 r. OTBETCTBEHHBIM 3a MOATOTOBKY COOpaHusi Oblia
Ha3zHaueHa 3aB. kaHuensapuen lllentynosa B.I'. Co6panue Ben npencenarens O.A. PymsHIes.

Curyanus 2.

AO «I'pang-M» (Mocksa) 05.03.20 r. mposeno 3aceqanue CoBera AUPEKTOPOB, HA KOTOPOM
npucyTcTBoBanu cienyromue wiensl Cosera: [Tonos N.I1., Usanos U.U., Cunopos C.C., YctunoBa V.V,
®enopoB ©.D. B cBs3u ¢ HanMuueM KBOpyMa 3aceilaHue Obulo MpHU3HAHO MpaBoMo4HbIM. Ha 3acenanue
BBIHOCHJICS] BOIIPOC 00 ONpEeAeICHUH PHIHOYHON CTOMMOCTH Pa3MellaeMbIX OOIIECTBOM JOMOTHUTEIbHBIX
akumii. [To tanHOMY Bonpocy 3aciaymanu @egoposa @.@., KOTOPBIN NPEMTOKUII ONIPEAEIUT PEIHOYHYIO
CTOMMOCTh Pa3MEIIaeMbIX OOIECTBOM aKLUUW IyTEM 3aKpbITOW MOAMMCKH JOMOJHUTEIbHBIX aKIHUHA B
pazmepe 10 000 (mecsatu ThicAY) pyO. 3a akiuio. 3acefaHHe MOCTAHOBMIIO YTBEPAMUTH IMPEATIOKEHUE
@enopoa @.P., Tak Kak NpU TojJ0cOBaHUU «3A» OBUIO OTAAHO MATH TOJOCOB, MPOTOJIOCOBABIIMX
«[TPOTUB» u «BO3JIEP)KABIIMXCS» He Obuio. Pemenne npuHATO €AMHOINIACHO. 3acelaHHe Bel
npeacenarens I[1.U. ITporokon noarorosnen cekperapem M.I1. IletpoBbim.

Curyanus 3.

Corpyanuxu Oyxrantepun [TIAO «KBant» mpoBenu 3acefaHue Mo BONPOCY COKpAILIEHHS CpoKa
COCTaBJIEHHUs TO0BOro otdera 3a 20 T., HA KOTOpPOM HpucyTcTBOBajio 6 yenoBek. C cooOlieHnem
BeicTynuia Oyxranrep CypkoBa A.M., KoTopast OTMETWIA, 4TO PaOOTHUKU TPYIIBl y4yeTa UMEIOT BCe
BO3MOXXHOCTH ISl 3HAUUTEJILHOTO COKpAIllEHUsI CPOKa COCTaBJIEHHS TOJ0BOTO OTYETa, U UYTO T'OJI0BOM
otyeT 3a 20 1. MOXeT ObITh NMpEeACTaBIIEH IPYIION y4yeTa Ha 3 JHS paHbllle YCTAaHOBJIEHHOTO CPOKa.

B o6cyxnennn nannoro Bonpoca Beictynuiau E.H. KpoToB, rnaBnsiit Oyxrantep, u I'.A. lllyOuna,
oyxranrep. KpoTroB coolrimt o ToM, 94T0 UM pa3zpaboTaH HOBBIN rpaduk padoOT MO COCTABIEHUIO TOI0BOTO
OTYeTa, MPH YCIOBUHU BBINOIHEHHSI, KOTOPOTO BCEMH paOOTHUKAMU I'PYMIIbI yYeTa, TOJJOBOM OTUET MOKHO
COCTaBHUTb U CAATh Ha 4 JHA paHblie yCTaHOBIEHHOTro cpoka. [.A. lllyOuHa oTMeTnia, 4To TOCPOYHOE
IpeJCTaBIeHUE TOA0BOro oTdera 3a 20  T. SBJISETCS MOYETHOM M OTBETCTBEHHOH 3a/1adell paOOTHHUKOB
OyXrajnTepuu, ¥ YTO KOJUIEKTHB OyXTaJITepUU MOXKET COCTaBHTh T'OJ0BOM OTYET paHbIIe CPOKa, ECIIU BCE
pabOTHHKY OYIyT BBIMIOJIHATH YIUIOTHEHHBIN TpaduK pabOTHI.
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B utore 3acemanus ObLIO pELIEHO MPEACTaBUTH TOIOBOM oTdeT 3a 20 T. Ha YeThIpe JAHS paHbIIe
yctaHoBjieHHOro cpoka, T.e. 00.00.20 r. u MmpoBECTH aHaIU3 TOJOBOTO OTUETA C IENbIO0 BBISBICHUS
pe3epBOB, HEOOXOAUMBIX JUIsSl YCIICUTHOTO BBIMONHEHU TutaHa 3a 20 1. 3acefaHue Bela MpejacenaTelib
K.M. JleBammoBa, npotokoiaupoBai cekperapb 1.B. Xomsakos.

3aoanue 6. Cocmasbme u oghopmume axmol.

Curyauus 4.

Komuccus noa npeaceaarenbcTBOM HavyajdbHUKA TEXHUYECKOU rpynmbl A.A. BonoBoro u 4ieHoB
komuccuu bopucosa M.IO., HauanbHMKA aIMUHUCTPATUBHO-X03sICTBEHHOrO otnena, CmupHosa JLIIL,
oyxranrepa, 1 PomanoBoit 1.K., opuc-menemrepa, AO «JIcoHTHs» Ha OCHOBAHUU JTOKJIATHOMW 3alUCKH
oduc-menemxepa U.K. Pomanosoii 11.07.20__ r. mpoBesa IpoBepKYy TEXHUYECKOTO OCHAIICHUS TPUEMHOM
TeHEPAIbHOTO JIUPEKTOpa W MPHU3HAJIa HETOAHBIMU ISl DKCIUTyaTallil KOIMUPOBAJIbHBIN ammapar Xerox
345(1 mr.), mpenep (wHB. HOMep 367, 1 mrT.), dakc 47823 (1 mr.). Ilpu3HaHHasT HEPUTOTHON IS
SKCIUTyaTalluu TEXHUKA OblIa mepefaHa Ha ckiaj npennpuarud. [lo yctaHoBieHHOMY (akTy KOMHCCHS
cocTaBuja aKT [pHeMa-lepenayd oOprrexHukd B 3 9k3.  (I-1  »9Kk3. —  HavalbHUKY
a/IMMHHUCTPATUBHOXO3SIICTBEHHOT'O OTHEeNa, 2-i - raBHOMY Oyxranrepy, 3-if - B neno 23-02), koTopblit
ObLT yTBEpKIeH reHepaibHbiM qupektopoM [L.U. CTenmaHnoBbIM.

Curyanus 5.

Komuccusi, co3nannas Ha ocHOBaHUH Tipukasza aupexkropa AO «Mencepsuc» ot 05.10.20 1. Ne
23 «O coBepIICHCTBOBAHUM JOKYMEHTAIMOHHOTO obecmneuenust nesrenbHocTd AO «MeacepBuc» B
cocraBe: npeacenatenss 3ynuHou O.J[., 3aB. kaHuensipued, wieHoB komuccun ToxapeBa H.JL., 3aB.
MIPOM3BOJICTBEHHBIM oTAenoM, [TaBnoBoii B.E., 3am. ri. 6yxranrepa, Anekcanaposa A.B., MmeHemxkepa 1o
kanpam, MBanosoii 3.I1., cekperaps-pedepeHTa KaHUEISIpUU, B MPUCYTCTBUU CEKpeTaps OTAena
mapketuHra C.C. Poguonosoii 12.10.20  r. mpoBena npoBepKy COCTOSHMSI pabOThl C JOKYMEHTaMH B
oT/eNie MapKeTWHra. B pesynbTaTe NpOBENEHHON MPOBEPKHM OBUIO YCTAHOBJIEHO, 4YTO B OT/EIE
HECBOEBPEMEHHO (OPMHUPYIOTCS B Jea HUCIOJHEHHBbIC JOKYMEHTBHI, 3aroJIOBKM Jell 3a4acTyio He
COOTBETCTBYIOT 3arojlOBKaM, IPEAyCMOTPEHHbIM HOMEHKIJIATypOW Jell, OTCYTCTBYIOT JBa Jella C
nepenuckoi 3a 20 T., He MpoBeJeHa MpeAapxvuBHas 00paboTka JOoKymMeHTOB 20  T., TMOJIeXKAIINX
JUTMTEIbBHOMY ~XpaHeHW0. Takum o0pa3oM, KOMHUCCHS TIpUIIAa K BBIBOAY, 4YTO B BEICHUH
JIEJIOTIPOU3BO/ICTBA B OT/EJIE MAPKETUHTa UMEIOTCS CYIIECTBEHHBIE HEIOCTATKU, CBUJIETEIIbCTBYIOIIHE O
HapyIIeHUH ACUCTBYIONIMX HOPMATHUBHBIX JOKYMEHTOB B OONACTH OpraHM3allH JOKYMEHTAIIHOHHOTO
obecnieuenus ynpapneHus. [lo yctaHoBneHHBIM (pakTam OBLT COCTaBIIEH aKT IMPOBEPKH pabOTHI ¢
JOKyMEHTaMH B OTJeNe MapKeTHHTa B 4 sk3eMruiapax (1- — 3aM. aupekTopa Mo aJIMUHHCTPATHBHO-
X035IMCTBEHHBIM BOIIPOCaM, 2-i — 3aB. OTJIEJIOM MapKeTHHTa, 3-1 — mpeacenarento KoMuccuu, 4-ii — B €710
01-09. AKT BCTYIHII B CHITY C MOMEHTA YTBEPXKICHUS JUPEKTOPOM TPSIIPUSITHS.

Curyanus 6.

17 sHBaps TEKyLIEro roja B aJpec 3aBoja M0 PEMOHTY YacOB M IOBETUPHBIX U3JENuil mpuoObLIa
MOChIIKA C 3aBOJIA-TIOCTABIIMKA, MPU BCKPBITUM KOTOPOH OBIJIO OOHApyKEHO OTCYTCTBHE ABEHAJIATH
KOPITyCOB JIJIsl 4aCOB MapKH «MOJIHUSY, YHCIUBIIMXCS 110 HakIaAHOM Ne 18 oT 24 okTa0ps mpesl Iy1iero
rona. Jlyis moaTBepkaeHus JaHHOTO (haKTa Ha OCHOBAHWU MpUKa3a AupekTopa 3aBoaa Ne 12 ot 18 sHBaps
TEKyIllero roja Obula CO3JjaHa KOMHUCCHS IOJ Mpece]aTeIbCTBOM HadajdbHHKA OTHENIa CHAOXKEHMs
Kapnenko E.Il. u wieHoB xomuccun unxeHepa IlaBnoBa A.P. u 3aB. ckinagom Ne 1 Kynpsimosa P.B.
Komuccueit Ob1u1 coctaBieH akT 21 sHBaps TEKYIIETO rojia, B KOTOPOM COJEPKAJICS BBIBOJ O TOM, YTO
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3aBOJ-TIOCTABIIMK JOJDKEH IOCTaBUTh HEAOCTAIOIIEE KOJUYECTBO KOPIYCOB K yacaM. AKT BCTYyNHWI B
JeiCTBHE C MOMEHTA yTBEPXkACHU (22 ssHBapsl T. I.) AupeKkTopoM 3aBonaa b.M1. PomaHoBbIM.

Curyanus 7.

HuBeHnTapu3alioHHass KOMUCCHUS, CO3/IaHHAas Ha OCHOBAHMM IMpHUKa3a AUpPEKTopa MOCKOBCKOTO
3aBOJIa 1O PEMOHTY YacoB M IOBENMPHBIX m3aemuii Ne 24 ot 15 deBpays Tekymiero rojua, B COCTaBe
npenceaarens OctpoBckoro J.A. (3aM. IIaBHOTO OyXranrepa 3aBoja) u wieHoB komuccuu [lerpooii O.H.
(6byxrantepa), HockoBoit H.W. (cT. s5x0HOMHCTA IJIAaHOBOTO OTJIEJIa) MPOU3BeEIia PEBU3HIO KacChl 3aBOJIa 1O
cocrosiHMo Ha 16 ¢deBpans Tekymiero roaa. PeBususi mpoBojwiack B HNPUCYTCTBHM Kaccupa 3aBojia
Kapramosa H.W. B pe3ynbrare npoBeieHHON peBU3UHU ObUIO YCTAaHOBIIEHO, YTO OCTATOK HAJTMYHBIX JACHET
B Kacce cocraiisger 1030 py6ueit 00 kom., octaTok AeHer 1o kaccoBoi kaure — 1030 py6. 00 xom. Jpyrux
LIEHHOCTEH B Kacce 3aBojia HE OOHApy»XEHO, YTO COOTBETCTBYET NaHHbIM yueTa. Kommuccust Takxke
YCTaHOBHJIA, YTO TIOPSAOK BEJCHUS KACCOBOW KHHTH W XPaHEHUS JCHET COOTBETCTBYET TPEOOBaHUSIM
[TonoxkeHus 0 BeIEHUU KAaCCOBBIX OINEpalMii TOCyAapCTBEHHBIMU, KOOIIEPATUBHBIMU U OOIIECTBEHHBIMH
MPEANPUATHIME, YUPEKACHUSIMHA U OpraHU3alusIMA. AKT BCTYNWI B JCMCTBHE C MOMEHTA yTBEPKIACHHUS
JTUPEKTOPOM 3aBOJA.

Curyanus 8.

Komuccus B cocraBe npecenaresi, Ha4aJlbHAKA OT/IeIa CHA0KCHHSI U YWICHOB KOMUCCHH:
HaYyallbHUKA OTJAeNa KyJIbTYPHO-OBITOBBIX U XO3SIMCTBEHHBIX YUPEKICHHM, 3aBEAYIOLIETO CKIAI0M,
Ha3Ha4YCeHHAs MpHUKa30M TreHepaibHoro aupekropa [IAO «Crpenay, mpoBena paboTy MO yCTaHOBJICHHIO
HEMPHUTOJHOCTH K JaJBHEUIIEMY HCIIOJIb30BAaHHIO UMyIlecTBa. Komuccus paborana B NPUCYTCTBHUH
KJIQJOBIIIMKA ¥ WHCIEKTOpa (PUHOT/ENA U YyCTAaHOBUIIA, YTO UMYIIIECTBO COTJIACHO MPUIAraeMoMy K aKkTy
MEPEYHIO MOMAJICKUT CHHCAHUIO 32 HETPUTOJHOCTBIO K AalbHEHIIeMY HCIONIb30BaHUIO. AKT CIHUCAHUS
MMYIIIECTBA OBLJI COCTaBIEH C 2 9K3. (0TAeNy CHaOXeHHs, OyXrainTepun ), MOAMUCaH KOMUCCUHN U yTBEPKACH
TeHEPATBHBIM JTUPEKTOPOM.

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

Tema 9 «lIpaBuiaa odopmiIeHHs OCHOBHBIX BHIO0B CIHPAaBOYHO-MH(POPMALMOHHBIX
AOKYMEHTOB)
Jlexyust

NupopmalinoHHO-CLIpaBOYHbIE U HMH(OPMALMOHHO-aHAIUTUYECKHUE JOKYMEHTHI, IOHSTHE,
OCHOBHBIE CTPYKTYpHBIE 3JIEMEHTHI U NpaBuia opopmiieHus pekBu3uToB. OpopMileHHE U COCTaBJICHHE
CIPaBOYHO-MH(POPMALMOHHBIX JOKYMEHTOB. JleloBble M KOMMeEpYeckhe IHCbMa: Kiaccupukanus,
CTPYKTYpa, CTaHJAapTHbIE (pa3bl W BBIPAKEHUS; NpaBuila U (POPMBI KOMMEPUECKOW TEpernucKu ¢
3apyOexHBIMH  TApTHEpaMH; KOPPECHOHJEHIMS, CBSi3aHHas C MPOBEJCHHUEM IMEPUOJUYECKUX
MEPONPUATHI, U Tpoyas KOPPECHOHIEHIMS OpraHu3alnus paboThl C JOKYMEHTaMH, COJEp’KalliMHU
KOH(UIEHIMaNbHbIE CBeIeHUs. Pa3HOBUIHOCTH MHCEM.

OcHoghubie nonsimusi memul. Cy>ke0HOE TUCHMO, TeJIerpaMmMa, TenedoHorpaMma, IPOTOKOI;
JOKJIa/THAs 3aIMCcKa; CIIyKeOHas 3arnicKa, O0bsICHUTEIbHAS 3aMMCKa, CIIPABKa; 3asBJICHUE, TIEPCUCHb,
CIHMCOK, HOMEHKJIATypa Jell, IPeUI0KEeHHE, Kano0a; CBO/IKA, 3aKITF0YCHUE, OT3bIB.

Bonpocul ona camokonmpons:
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1. Kakue 10KyMEeHTBI OTHOCATCS K TPYIIIE CIIPaBOYHO-UH()OPMAITIOHHBIX ?

2. Ha xakux 61aHkax opopMIISIOTCS CIPaBOYHO-UH(OPMALIMOHHBIE TOKYMEHTHI?

3. Kak cTpoutcs CTpyKTypa TEKCTa Cily>keOHOro nucbMa?

4. KakoBsl mpaBuiia opopmIIeHHS TelerpaMmbl?

S. B yem ocobennocts ohopmieHus TenedoHorpaMmMbr?

6. Kakue ObIBatoT BU/IbI IPOTOKOJIOB U YEM OHHU OTJIMYAIOTCA APYT OT Apyra?

7. Kak odopmisieTcs BBogHAs 4acTh MPOTOKOJA?

8. CKOJIBKO 3K3EMIUIPOB aKTa COCTABIISETCS M CKOJIBKO MOIMTUCHIBACTCS?

9. Kak opopmisiercs BHEIIHAA AOKIaAHas 3anucka?

10. B ueM ocoGeHHOCTh 0OpMIIEHHUS CIIPABKH JIMYHOTO XapakTepa?

11. Kto noanuceiBaer 3asBieHue?

12. KakoBbl cTanapTHbIE IpaBUiIa OPOPMIICHHS 3aKIIIOUECHUsA?

13, Yem pernaMeHTHpPYETCs COCTABIECHUE TaKUX JOKYMEHTOB, KaK IepedeHb, CIHCOK,
HOMEHKJIaTypa?

14, Hmeet nu cBoJIKa yHUPUITUPOBAHHYIO Gopmy?

15. Kakwue BuIbI cripaBOYHO-HH(POPMAITMOHHBIX JOKYMEHTOB O(hOpMIISIFOTCS Ha OJaHKe

KOHKPCTHOI'O BUJA IIOK}’MCHTOB?

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

Tema 10 «CocraBiaenune u odopmieHue HHPOPMALNMOHHO-CIIPABOYHON JAOKYMEHTALIMU»
IIpakmuueckoe 3anamue

3aoanue 1
CocraButh akT peBusuu kaccel npeanpusitus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHoBanueM
aBigercs npuka3 aupexkropa Ne 165 or 13.03.20 .
B coctaB koMuccuu, NpoBOAAIIEN PEBU3HIO, BXOIAT:
[Ipencenarens - 3am. qupexropa C.H. Koznos Unensl
komuccuu: 1. I'n. 6yxrantep H.M. Porosa
2. Cr. 6yxrantep 3.A. Opinosa
3. Byxrantep O.1. YuaeBa
[TpucyrcTBoBamu: 3am. 1. Oyxrantepa [.H. Kopones
kaccup B.M. MakcumoBa
PeBusust Obuta mpoBegeHa B mepuony ¢ 14.03.20 mo 16.03.20 B
pe3ysbTare NpoBEACHHON PEBU3HH YCTAaHOBIIEHO:
1. OcTaTok HaJIMYHBIX JEHET B Kacce 1o cocTossHMIO Ha 14.03.20  cornmacHO KaccoBOW KHUTU
U JIaHHBIM OyXTalTepCKOro yueTra JoibkeH cocTaBisaTh S000 pyo.
2. DaKkTHYECKHI OCTATOK HAJTMYHBIX JeHer B Kacce coctapisieT 4800 py6. Hemocraua nener B
kacce - 200 py0.
3. Henocraua Hann4HBIX JeHET B Kacce oOpa3oBaiack Mo BuHe kaccupa B.M. MakcumoBoii
AKT cocTaBiieH B 3-X sk3eMIuisipax: 1-i 2k3. - B qemo Ne 05-11
2-1i 9K3. -AUPEKTOPY MPEATPUATHUS
3-11 9K3. - 1. Oyxranrepy
B npunoxxennn o0bsicHUTENBHAS 3amucka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 3K3.

OdopMUTh peKBU3HT "OTMETKA O HAMIPABICHUHU JOKyMeHTa B fieno" VcrnomHuTeNnb
B.A. Anykun nata 25.03.20 . 3aoanue 2.
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CoctaBuTh OOBSICHUTENBHYIO 3aMMCKY Ha UM JieKaHa (akyabTeTa O IPUYMHE ONOo3JaHus Ha 1-10
napy 17.03.20 . B tekcre yka3zarh IpUUMHY ON031aHus. 3adanue 3.

CocraButh nokiaanyro 3amnucky ot 18.03.20 . HanmucaHHyl0 HaudajdbHUKOM yrpasieHus B.O.
WnbunbiM, anpecoBannyto I'enepanbHomy aupekropy ITAO «IlepeBo3kn» T.I1. Jlanununy o nepeBoje Ha
JOJKHOCTB.

IIpn4unHOM, NOCIYKUBLIEH COCTaBICHUIO JOKJIAJAHOW SBISECTCA PEOPraHU3alUs CTPYKTYpBI
VYrpaBieHuss U yKpyIHEHUE OTICIIOB B pPE3yJbTaTe Yero MPOMCXOAMT IepepachpencicHue (yHKIUN
COTPYIHUKOB.

Havanenuk ynpasnenus Mneun npocut nepesectu crapiuero 3xkoHomucrta C.T. Huxonaesa u3
OTJesla aBTOMOOMJIBHBIX II€PEBO30K B TAMOXKEHHbBIE OTJEN C MOCIEAYIOUIMM BHECEHHEM HM3MEHEHUH B
LITaTHOE PaCIMCAHUE.

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

Tema 11 «Opranusauusi 10KyMeHTO000pPOTAa HA NPeINPUATHIX)
Jlexyus

Opranusanus  JOKYMEHTOOOOpOTa Ha  Wpeanpusatud. TpeOdoBaHMS K  OpraHU3aluu
nokymMeHToobopota. Ciyx0ba TOKyMEHTAMOHHOTO oOecriedeHusi. [IpueM mocTymarmmmx JOKYMEHTOB,
OopraHm3anus JOCTaBKM JOKYMEHTOB. Peructpamuss nokymeHToB. OpraHuzanusi paccCMOTPEHHUS
nokyMmeHToB. Cucrtemarusanusi TOKyMEHTOB, HOMEHKIAaTypa naisi uX (OPMHUPOBAHHS M XpaHEHUS.
KOHTpOJ'IB HCIIOJIHCHUSA JOKYMCHTOB. HOI[FOTOBKa AOKYMCHTOB K apXWBHOMY XPaHCHHUIO.

OchosHnble  noHamusi ~ memvl:  KOPPECHOHJCHIMS, TOTOKM  JOKYMEHTOB,  IPUHIMUIIBI
JOKYMEHTO000pOTa, oreparpaMma, perucTparysi, xKypHai.

Bonpocul ona camokonmpons:

1. Kakue ¢pynkuuu cimyx6s1 JIOY Bbl 3HaeTe?

2. Uro Takoe JOKYMEHTOOOOPOT W KaK OCYHIECTBISIETCS TIOACYET o0beMa
JOKyMeHTooOopoTa?

3. Kakue noToku 10KyMEHTOB IPUHATO pa3nyaTh B COCTaBE JOKYMEHTO0O0opoTa?

4. Ha3zoBuTe 0OCHOBHBIE 3TAlbl JOKYMEHTO000pOTA.

5. HazoBuTe 0CHOBHBIE IPUHIIUITBI OPraHU3AIUN JOKYMEHTOO0O0pOTA.

6. Kakwue BuIIbI paOOT BEITIONHSIOTCS M KAKUE CPEICTBA OPTTEXHUKU MIPHUMEHSTIOTCS TIPH
00paboTKe MOCTyMaroel KOppecoHIeHIINN ?

7. Kakne omepamuy OCYIIECTBIISIIOTCS TPH  TPEIBAPUTEIBHOM PAaCCMOTPEHHUH
JIOKYMEHTOB?

9. Kyna nepenarotcst oOpamieHus rpaskaaH Mocie UX PaCCMOTPEHHUS PyKOBOACTBOM OpTraHU3aINu?
10. Yro Takoe perucrpanus J0KyMEHTOB U KaKOBa €€ OCHOBHAs 11eJb?

11. Kakue JOKyMEHTHI HE MOJIeKaT perucTpanuun?

12. Kakue ¢popMBbI perucTpanui JOKYMEHTOB CYIIECTBYIOT?

13. Yem xapakTepusyeTcs CMEIIaHHasi CUCTEMa PEerucTpaluu?

15. Kak ¢opmupyeTcst perucTpalioOHHbIA HOMEp COBMECTHOTO JoKyMeHTa? 16.

Kakue pekBU3HUTHI BKIIIOUCHBI B PETUCTPALIIOHHBIE (POPMBI?

Jlumepamypa: [1]; [2]; [31; [4]; [5]

18



Tema 12 «O¢gopmiieHHEe JOKYMEHTOB 10 JUYHOMY COCTABY»
Ilpaxmuueckoe 3ansamue

3aoanue 1. TloaroroBeTe pe3toMe ISl 3aHATHS BaKaHTHOM JOJDKHOCTH MEHEKepa To
MIPOJIayKe TOBAPOB.

3adanue 2.
CocraBbTe M O(POpPMHTE TPYAOBOH OTOBOP B CBS3U C IOCTYIUICHHEM Ha pabOTy B KauecTBE

PKOHOMHUCTA, I0pHUCTa (110 BEIOOPY).

3adanue 3.
3anoyHuTe TMYHYIO0 KapTOUKy paboTHUKA Gopmbl T2.

3adanue 4.
CocraBbTe MpUKa3 00 0CBOOOXKIEHNHU Bac OT paboThl B pupme «IlmaHneTa» B CBSA3M C mepee3ioM Ha

HOBOC MCCTO KHTCJILCTBO.

3aoanue 5.

CocTaBbTe NpUKaA3bIL:

a) o mpueme Ha padboty MeHempkepom Jlapuny W.I1.;

0) 00 yBOJILHEHHH NIEPEBOJIOM B APYTYIO OpraHU3aLHUIO.

3aoanue 6. CocTaBbTe MPUKaA3 O MOOIMIPEHUN
pabOTHUKOB.

3adanue 7.
[ToaroroBbeTe NprKa3 (pacopsiKEHHUE) O MPEKpAILEHUH IeUCTBUS TPYAOBOI0 10roBopa (KOHTpaK-

Ta) ¢ paOOTHUKOM.

3aoanue 8.
CocraBbTe 1 0ohopmuTe TpaduK OTITYCKOB pAOOTHUKOB OpTaHU3AIIHH.

3aoanue 9.
3aBenuTe TUYHOE JIENI0 paOOTHUKA OpraHU3aIIH.

3aoanue 10.
3anoMHUTh MaTpuUIly GYHKIUHI C TOMOIIBIO YCIOBHBIX 0003HAYEHM, U pa3paboTaTh MOJI0KEHHE 00

oraene (Kagposas ciayx0a, cinyx06a MapkeTHHTa, UHAHCOBAA CITyX0a)

No HanmenoBanue QyHkmmii Hauanbpnuk 3am. I'maBHBIN Benyuuit Crieranuct
/1 oTaea HavaJIbHUKA CITELIMAJIACT CITELIMAJIACT
oTaena
IMox6op u oT60p KaapoB
2. PazpaboTka npenoxxeHui o

MEPEMEIICHU N UJIN BBIIBHXKCHUU Ha
BBIIICCTOAIINEC JOJIKHOCTH
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3. AHanu3 ~ TeKy4YecTH  KaJpoB U
pa3paboTka mep

4. AHanu3  KagpoBOrO  cocTaBa WU
HOATOTOBKA OTYETOB

Benenue kampoBoro yuera

OdopmireHre KaIpoBBIX JOKYMEH-
TOB

7. Pabora 1o amamrammM  BHOBB
NPUHATBHIX PAOOTHUKOB

8. Opraanzanust 00y4eHus u
MOBBIIICHHS KBATU(DHUKALIH
paboTHHUKOB

9. Pabora ¢ kazpoBBIM pe3epBOM

10. | OpraHu3anys OLEHOYHBIX MPOLETYD
(arTecTanmy, KBaTM(UKAITMOHHBIX
9K3aMEHOB, KOHKYPCOB)

YciaoBHBIE 0003HAYCHHUSA:

P — npunumaer pemienus (yTBepKaaeT, HOAMUCHIBAET JOKYMEHTHI)

Y — y4actByeT B 0OCYK/ICHUH U BBHITTOJIHEHUH JIEUCTBUI

K — xoHTpOnupyeT BHITIOJIHEHHE PA0OThHI

C — cornacoBbIBaeT JOKYMEHTHI UM OTJEJbHBIE BOIIPOCHI 110 JAHHON (PYHKIIHH

O — oTBeyaer 3a BBITIOJHEHUE (QYHKIIHH, OPTaHU3YET €€ BHIMTOJTHCHUE

IT — pa3pabatbiBaeT NpeIoKEeHHsI, TOTOBUT MH(POPMALIHIO JIJISI BBIOJIHEHUS (QYHKITUU
W — ucnonHseT OCHOBHBIE BUABI padOT

[TonoxeHne O CTPYKTYpHOM IMOJpa3/ieleHuu (OTAese, yIpaBleHHH, AenapTaMeHTe, ciyx0e W T.I1.)

BKJIFOYAET CIICAYIOIIUE DJIEMEHTHI:

—o0mue ToJoKeHUs (HauMEHOBaHME, LIeM U 3aJaud JIeATEIbHOCTH, MECTO B OpraHU3allMOHHON
CTPYKTYpE, CTPYKTYpa HOpa3esieHus], JOKHOCTh PyKOBOAUTENS CTPYKTYPHOTO MOApa3AeIeHNs);

— OCHOBHBIE HalpaBJIEHUS U POPMBI JEATEIBHOCTH CTPYKTYPHOIO OJIpa3iesiCHuUs;

— KpYr BOIIPOCOB IO B3aUMOJICHCTBUIO CO CTPYKTYPHBIMU MOJpa3felieHusIMU (HaMMEHOBaHUS
CTPYKTYPHBIX ITO/Ipa3fiesieHui, pOpMbl B3aUMOJCHCTBHS ); — IOJTHOMOYMS U OTBETCTBEHHOCTD;

— IIOKA3aTeJId OLICHKH JEATEIbHOCTH.

3aoanue 11.
Co3paiite HHOOPMAITHOHHO-TEXHOJIOTHUYECKYIO KapTy JABUKCHHUS IIPUKA30B 110 JINYHOMY COCTaBY
TPEIIPUATHSL.

Jlumepamypa: [1]; [3]

Tema 13 «AHAJIM3 COCTOSIHUE JOKYMEHTO000pOTAa HA NPEANPUITHN
Jlexyust

OddexTuBHOE ympaBicHHE, pallMOHATbHAS OpPraHW3alUs U ONTUMHU3AIUS JTOKyMEHTONOTOKOB
MPEATPUSITHSL.

Mertonsl aHanm3a JTOKyMEHTOOOOpOTa: CEKTOPHBIE JHUAarpaMMBbl, CXEMbl JOKYMEHTAIIMOHHBIX
MIOTOKOB, JTOKyMEHTOOOOpOTa, rpapuKy BXOASIIEH M HCXOASIIEH KOPPECMOHACHLUUU U Jp.), a TaKxKe
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METOABI MoJIcueTa ero oobema (M3ydyeHue AOKYMEHTOB, HETOCpPEACTBEHHOE HabmoaeHue, ¢pororpadus,
pabodero JHs, ONPOC, AaHKETUPOBAHUE).

Hcnonp30BaHue MapuIpyTHO-TEXHOJIIOTHUECKHX KapT. [ paduueckas METOMOJIOTHS CTPYKTYPHOTO
anammza SADT (SADT —Structured Analysis and Design Technique). Anamu3 moxymeHTO000pOTa
MOCPEIICTBOM aHajIM3a OPraHW3allMOHHOW CTOPOHBI YIPABICHHS W M3YYCHHUS KA4YEeCTBEHHOTO COCTaBa
JTOKYMEHTOTIOTOKOB.

Ochosnble  nousmus — memvl:  JJOKyMEHTOIIOTOK, MAapUIPyTHO-TEXHOJIOTUYECKUE  KapThl,
orneparpaMmma, rpaduaeckrue MEeTOAbI aHaIN3a, ATAIbl AHAIN3a JJOKYMEHT0000pOTa.

Bonpocul ona camokonmpons:

1. Kakue Tunbl HOTOKOB JJOKYMEHTOB BBLACISIOT?

2. JIns kakux 1eneil mpoBoAAT aHaJIU3 T0KyMeHToo0opoTa?

3. HazoBuTe 1 packpoiiTe OCHOBHBIE ATAIlbl aHAJIN3a JOKYMEHT0000poTa?

4. Ha3oBHTe OCHOBHBIE METO/Ibl aHAJIN3a IOKyMEeHT0000poTa?

5. Ilepeuncnute OCHOBHBIE JIEMEHTHI MAapLIPYTHO-TEXHOJIOIHYECKON KapThl?

6. Packpoiite cymHocTh cTpykrypHoro aHaimsza SADT? 7. HazoBure OCHOBHBIC KaueCTBEHHBIC
XapaKTepUCTUKH JOKyMEeHTa?

Jlureparypa: [1]; [3]

Tema 14 ®opmupoBanue 60a3 JAHHBIX M AHAJIM3 TOKYMEHT0000pOTA
IIpakmuueckoe 3ansamue

Bonpocwl k cemunapy:

1. OcHOBHbIE KpUTEPUH KJIaCCU(DUKALIUU TOKYMEHTOB.

2. Tlpu3Haku KIacCUPUKAIMN YIIPABICHISCKOH HH(POPMAIIHH.

3. IIporpammHOe obecriedeHus Ipu GOPMHUPOBAHUH Oa3bl JTAHHBIX.

4. Cdepa npumeHeHuss 0a3 JaHHBIX B YIpPaBICHYECKOH JesTenbHOCTH. 5. dopMupoBaHue
MH(OPMaLIMOHHOTO 00eCNeYeHNs YUaCTHUKOB OPTaHU3aIllMOHHBIX IPOEKTOB.

IIpakmuueckoe 3a0anue

Samanue 1.
[IpoBeauTe aHaIu3 JOKYMEHTOB 10 KaYE€CTBEHHBIM XapaKTEPUCTUKAM.

3amanue 2.
[Toctpoiite rpaduku TMHAMUKA JOKYMEHTOIIOTOKOB MPEATIPUSTHS.

3ananue 3. Co3pmaiite uH(pOpMAIMOHHYIO 0a3y JaHHBIX TpU  peau3aluu
OpraHU3alMOHHOTO MTPOEKTA.

Jlumepamypa: [1]; [3]

5 Y4eOHO-MeTOoqHYeCKOE 0OOecniedeHHe A1l CAMOCTOSITeIbHOI padoThl 00y4aromuxcs
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B menom BHeayauTOpHas camocTosATeIbHas paboTa CTyAeHTa NMpU M3YyYEHUH Kypca BKIIOYAET B
ce0s1 creayromme BUabl paboT:
- npopaboTKa (M3y4eHHEe) MaTepUAIOB JICKIIHA;
- YTeHHEe M MpopaboTKa pPEKOMEHJOBAHHOH OCHOBHOW U JIOTIOJHHUTEIHHOU

JIUTEPaTYpHI;
- MOJrOTOBKA K IIPAKTUYECKUM (CEMUHAPCKUM) 3aHSITUSIM;
- IIOUCK U NpopaboTka MaTepuaioB U3 HTepHeT-pecypcoB, EpUOANIECKON 1eyaTu;
- BBINIOJIHEHHE JOMAIIHUX 33JaHuil B (opMe TBOPYECKUX 3aJaHMM, Keilc-ctany,
JIOKJIa/10B;
- NOJATrOTOBKA IPE3EHTALMK JJIs MIUTFOCTPALIUY I0KIJIAJIOB;
- BBIIIOJITHEHUE KOHTPOJIBHOM pPabOThI, €cClii MpeayCMOTpeHa Y4YeOHBIM ILJIAHOM
JUCHUILINHBL,

- MOJrOTOBKA K TEKYIIEMY M HUTOTOBOMY (IIPOMEXKYTOYHAsI aTTECTAIMsI) KOHTPOJIO
3HAHUH 10 TUCHUILINHE (3a4eT).

OcHoBHast [IONi1  CaMOCTOSITEJIBHOM  pabOThl  CTYy/JEHTOB TMPUXOJUTCS Ha MpopaboOTKy
PEKOMEHIOBAaHHOM JINTEPATYPHI C IEIBI0 OCBOSHHS TEOPETHUECKOTO Kypca, OJArOTOBKY K MPAKTUYECKUM
(ceMUHApCKUM) 3aHATUSIM, TEMaTHKa KOTOPBIX TIOJHOCTBEO OXBaThIBACT COJACPIKAHUE Kypca.
CaMocrosiTenpHas padoTa Mo MOATOTOBKE K CEMUHAPCKHUM 3aHSATHSAM TPEIIoiaraeT yMeHHe padboTaTh C
NEPBUYHON HH(OpPMAITHEH.

6 ®oH/1 OLEHOYHBIX CPEICTB /1JIsl IPOBeIeHHs IPOMEeKYTOUHOM aTTecTAli 00y4aoIMuXCcs Mo

AUCHUILINHE
6.1. Cmpykmypa ¢honoa oyenounwix cpeocme

@DOHJT OIEHOYHBIX CPEICTB IS MPOBEACHUS MPOMEKYTOYHOW aTTeCTallMi OOydYaroluXxcs IO
IUCHUILTNHE «Jlenonmpon3BOACTBO» MPEACTaBIEH B MPUIOKEHUU K paboueil mporpamMme JUCHUTUTHHBI U
BKJIIOYAET B ceOsl:

- MepevYeHb KOMIIETEHIMH C YKa3aHHWEM 3TanoB UX (OpMUPOBaHHS B IMPOIECCE OCBOCHHS
o0pa30BaTeabHON MPOTrPaMMBI;

- OTMCaHUe MOKa3aTeae U KPUTEpUEB OLEHUBAHUS KOMIIETEHIIUI Ha Pa3IMYHBIX dTanax ux
(dbopMUpOBaHUS, OTIMCAHKE IIKAJI OIICHUBAHMUS,

- TUTIOBBIE KOHTPOJIbHBIC 33/IaHUSl WM MaTephaibl, HEOOXOAWMBIC IJIsi OLEHKH 3HAHWH,
YMEHH, HABBIKOB U (WUJTN ) OTBITA IEATEIbHOCTH, XapaKTePU3YIOIINX dTanbl JOPMUPOBAHHUST KOMITETEHITUH;

- METOJIMYECKUE MAaTepHUaIIbl, OMPEICNSIONINe MPOIEAYpPhl OIICHUBAHUS 3HAHWMA, YMEHHIA,
HABBIKOB ¥ (WJIH) OTIBITA JISATEIIPHOCTH, XapaKTEPU3YIONIMX ATAIBl (JOPMUPOBAHUS KOMITCTCHITHH.

6.2. Bonpocul 0151 nposedeHus RPOMEIHCYMOYHOU ammecmayuu no OucyuniuHe (3avem)

1. Maiite nonsTue nenonpoussBoacTsa. Hazosure ero nenu u 3agauu.

2. CyImHOCTh TOKyMEHTHUPOBAHUSA. Y HU(UKAIUS JOKYMEHTOB.

3. Bunbsl 1OKyMEHTOB, BKIIOYa€MbIX B CUCTEMY OpPraHHM3aIllIOHHO-PACIOPSAIUTENbHOM
JOKYMEHTaL1H.

4. 3aKOHOAATENbHBIE AaKThl M HOPMATUBHBIE JOKYMEHTBI, peErilaMEHTHPYIOLIUE

HCATCIIBHOCTH CJIy)K6bI ,Z[OKYMeHTaI_[I/IOHHOFO OGGCHG‘IGHI/I}I praBﬂeHHH.
5. [ToHsITHE IOPUIMYECKON CUITBI JOKYMEHTA.
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6. CoctaB  00s3aTeNbHBIX  PEKBU3UTOB  OPraHU3ALMOHHO-PACIIOPSIUTEIHHOTO

JTOKYMEHTA.

7. CoBpeMmenHble TpeOOBaHUS K OJTaHKAM JOKYMEHTOB M O(OPMIICHHIO IOKYMEHTOB.

8. OcHOBHBIE TpeOOBaHUS K HW3rOTOBJICHHIO, YUYE€Ty, MCIIOJIb30BAaHUIO M XPaHEHHIO
05aHKOB ¢ BocripousBeaeHueM [ ocynapctBeHHoOro repoa Pd.

9. OCO0eHHOCTH PErucTpaLuy BXOAALINX, UCXOASIIUX U BHYTPEHHHUX J1I0KYMEHTOB.

10. Otanbl JBUKEHUE JOKYMEHTOB B OpraHU3alUH.

11. [Tpu3nakam knaccu(puKauy JOKYMEHTOB OPTaHU3AINH B JETIe.

12. Llenu HOMeHKJATypa /€1 OpraHu3aLuu.

13.  IIpuka3 - noHATHE, COCTaB PEKBU3UTOB, (hopMyisip-oOpasew. Beinucka u3 npukasa.

14.  WHcTpyKuwms - MOHSATHE, PEKBU3HTHI, (hOpMYJIIsIp-00pasel.

15. [TonoxeHue - MOHSATUE, COCTAB PEKBU3UTOB, (hopmyisip-oOpaserl.

16. Pacniopshxenue - moHsitue, peKBU3UTHI, (hopMyIsip-oOpasell.

17. VYkazaHue - moHsATUE, COCTaB PEKBU3HUTOB, (popMyIisip-oOpaserl.

18.  Jlaiite oOmIyr0 XapaKTEPUCTHKY Y Ka3aHUSI.

19. [ToctaHoBieHUE - MOHATUE, PEKBU3UTHI, hOPMYIIAp-00pasell.

20. [TpaBuiia opopmiieHUs: TPOTOKOJIA.

21.  VYcraB - IOHATHE, PEKBU3UTHI, (popMyIsip-oOpaserl.

22.  TexHousorus nepenayu JOKYMEHTOB B apXUB.

23.  IlpaBuiia HCIIOJIb30BaHMS JOKYMEHTOB BEIOMCTBEHHOT'O apXHBa.

24, Oxapakrepu3yiiTe JOKYMEHTHI 110 JINYHOMY COCTaBY.

25. [TpaBuia opopmiieHHsI JOKYMEHTOB MpHU pUeMe Ha padoTy.

26. Kakue 10KyMeHTh! (POpMHUPYIOT JIUYHOE JIENO.

27.  TlpenMeT W OOBEKT KOHTPOJS WCIONHEHHS JOKyMEHTa. MeToabl KOHTpOJIS
VCTIOJTHEHUS IPUHATHIX JOKYMEHTOB.

28.  Meroauka u TEXHUKA PEAaKTUPOBAHUS CIYKEOHOTO JOKYMEHTA.

7 Pexomenayemasi qureparypa

7.1 Ocnoenas numepamypa
1. Conory6 O.I1. Jlenonpou3BoACTBO: COCTaBIEHUE, PEIaKTUPOBAHNE U 00pabOTKa JOKYMEHTOB:
yueb. mocobue. — 6-e u3z. crep. — M.: Omera-JI, 2011. 207 c. 6 3k3.

7.2 /lonoanumenvuan aumepamypa
2. I'OCT P 7.0.97-2016. Hanuonansnsiii crangapt Poccuiickoit ®enepanuun. Cucrema
CTaHAapTOB 1O uHpOpMaIuu, OWUOIUOTEYHOMY W  HW3AaTelbckoMy aemy. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHuss K odopmieHuio JokyMmeHToB" (yTB. IIpukazom
Poccrannapra ot 08.12.2016 Ne 2004-cT)

3. HemonpousBoacteo: yueOnnk/ E.H. bacoBckas, T.A. beikoBa, JL.M. Bsuosa. - 2-e¢ u3m.,
crep.-M. :Akanemus, 2003 .-176 c. 10 3k3.

4, Hunenko C.A. JlenoBeie Oymaru u ocooeHHoctH aemnoBoro oomenust/C.A. Jlunenko, JI.B.
Hunenko. - M.: MapT, 2005.-128 c. 33 3k3.

5. Kupcanosa M.B. CoBpemMeHHOE 1eT0NPOU3BOACTBO: yuel. mocodue. - 4-¢ uza. - M.: Uudpa-

M, 2004. — 312 c. 3 3k3.
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6. Mutpodanos C. B. J[lemompousBoictBo B roctuHuue : yueOHoe mocodbue / C. B.
MutpodanoB. — Cankr-IletepOypr : U0 CII6YTYu2, 2013. — 113 c. — ISBN 978-5-94047-524-8. —
Texer : oamektponneld //  Jlamb :  3JekTpoHHO-OMOnmoreunas  cuctema. —  URL:
https://e.lanbook.com/book/64066 (mata oGpamienus: 14.07.2021). — Pexum gocTyma: ajisi aBTOPH3.
II0JIb30BAaTENIEH.

7. Pymbranna JI.A. JlokyMeHTallmOHHOE OOecIieueHue yIpaBieH s : y4eOHUK. - 8-e U3, crep.-
M.: Axagemus, 2010.-224 c. 5 3k3.

8 IlepeyeHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « AHTEepHET»

1. Jenonpec Pexxum nocryma: http://www.delo-press.ru/
2. JlenompousBoactBo Pexxum noctyma: http:// www.top-personal.ru/officeworks.html
3. Kaaposoe nenonpousBoactBo Pexxum poctyma: http://www.hr-portal.ru/.

9 MeToauuecKue YKazaHnusl 1Jist oﬁyqamumxca M0 OCBOCHHIO TUCHHUIIJIMHBI

Meroarka npenojgaBaHMs IaHHOM IMCLUUIUIMHBI MpEAINOJaraeT YTeHHWE JIEKLUUH, MpOBEACHUE
IPAKTUYECKUX (CEMUHAPCKUX) 3aHATHH, IPYNIIOBBIX U WHAMBUIYAIbHBIX KOHCYJIbTALMH 10 OTAEIbHBIM
(HanOosiee CIOXKHBIM) cHEUPUUECKUM MpodiaemaMm aucuUIUIMHBL [IpenrycMoTpeHa camocTosTenbHast
paboTa CTyACHTOB, a TAK)KE MPOXOXKICHUE ATTECTATMOHHBIX UCITBITAHIHA MTPOMEKYTOUHOM aTTECTAIHH.

Jlekyuu TIOCBSILAIOTCS PACCMOTPEHUIO Han00J1ee BaXKHBIX KOHLIENITYa IbHbBIX BOIIPOCOB: OCHOBHBIM
MOHATHUSIM; TEXHOJOTHSM CO3JaHMsI U JIBUKEHUS OKYMEHTOB, NPUMEHSIEMbIM Ha MPOU3BOJCTBEHHBIX
MPEANPUITHIX PHIOOXO3SIICTBEHHOTO KOMILJIEKCA, OlIEHKE MX 3(P(EKTUBHON peaau3aiuu; 00CYKIESHUIO
BOIPOCOB, TPAKTOBKA KOTOPBIX B JINTEPAType €llle He YCTOsuIach JIMOO sBISETCs MPOTUBOpeunBoil. B xone
JEKIMH 00yJaroLmMcs celyeT MOArOTOBUTh KOHCIIEKTHI JIEKIUI: KpaTKO, CXeMaTHYHO, TOCJIe0BATENILHO
(buKCUpOBaTh OCHOBHBIE MTOJIOKEHHS, BBIBOABI, (DOPMYITUPOBKH, 000OIIECHNS; TOMEYaTh Ba)KHbIE MBICIIH,
BBIIETISITh KIIFOUEBBIE CIIOBA, TEPMHUHBI; IPOBEPSITh TEPMHUHBI, MOHATUS C IMOMOIIBIO SHUMKIIONEINH,
CIIOBapei, CIPaBOYHUKOB C BHINMCBHIBAHUEM TOJKOBAHUW B TETpaj/lb; 0003HAYUTH BOIPOCHI, TEPMHUHBI,
MaTepuaj, KOTOPbI BBI3BIBAET TPYIAHOCTH, ITOMETUTH WM IONBITATHCSA HANTH OTBET B PEKOMEHyEMOM
nutepatype. Eciiu camocTosTenbHO He yjaeTcst pa3o0parbes B MaTepualie, He00X0AUMO c(hopMyIUpOBaTh
BOIIPOC U 3a/1aTh IIPETIOAABATENI0 HA KOHCYJIBTALNY, HA IPAKTUYECKOM 3aHSTHH.

Ilenvio nposedenun npakmuuecKkux 3aHAmuil SBISETCS 3aKpeIUIEHUE 3HAHMHM 0O0ydarouuxcs,
IIOJIyYE€HHBIX UMU B XO/I€ U3YUEHUSI TUCLIUIUINHBI Ha JIEKIUAX U caMOCTOATENbHO. [IpakTndyeckue 3aHATHS
MIPOBOASATCS B OpME CEMHHAPOB; HAa HUX pa30MparoTCcsi KOHKPETHbIE CUTYAIlH U3 IPAKTUKYU 3apyOe’KHOTO
1 POCCUICKOT0 yIpaBlIeHUs, IPOBOAUTCS TECTUPOBAaHUE, 00CYKIAIOTCS JOKIA I, MPOBOASATCS onpockl. Ha
y4eOHBIX 3aHATHSIX CEMHHAPCKOTO TUIA 00ydYarolluecs BBHIMOJHSIIOT MpopaboTKy pabouel mporpammsl,
ynenss ocoboe BHUMaHME 1IeJsM U 337a4aM, CTPYKTYpPe U COJIEPKaHUIO TUCLHUIUTMHBL, KOHCTIEKTUPOBAHHE
HCTOYHUKOB; paboTy ¢ KOHCIIEKTOM JIEKIIUI; TOATOTOBKY OTBETOB K KOHTPOJIBHBIM BOIPOCAM, IPOCMOTP
PEKOMEHIyeMON JUTepaTyphl, paboTy C TeKCTaMU OPUIIMAIbHBIX MyOIMKaINi; perieHne MpakTHYeCKUX
3alaHuM.

[Tpu n3ydeHnn QUCUUIUIMHBI UCTIOIb3YIOTCS HHTEPAKTUBHBIE METOABI O0YUYEHHUs, TAKHE KaK:

1. Jlexuus:

- npoOJeMHass JIeKIHs, TMpearoaraonas H3JI0KEeHHe MaTepuana depe3 MpoOJIeMHOCTb
BOIIPOCOB, 3aJa4 WK cuTyauuid. [Ipu 3ToM npouecc no3HaHUs IPOUCXOAUT B HAYYHOM IIOUCKE, AUATIOTE U
COTPYAHUYECTBE C MIPENOIaBaTENEM B IIPOLIECCE aHAIN3a U CPABHEHUS TOUEK 3pEHMS;
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- TEKIUS-BU3YAIH3aIsl - MOoJa4a MaTepuaia OCYIIECTBISIETCS CPEACTBAMH TEXHHUYECKUX
CpPEICTB OOy4YeHHS C KpPaTKUM KOMMEHTHPOBAHHEM JEMOHCTPUPYEMBIX BU3YAIbHBIX MAaTEPHUAJIOB
(npe3eHTaIuii).

2. CemuHap:

- TEMaTHUYECKH CEMUHAP — 3TOT BHJI CEMUHApPa TOTOBUTCS U MPOBOAMUTCS C IIECIBIO
AKIIEHTUPOBAHUSI BHUMAHUS OOYYArOIIMXCS HAa KaKOW-THOO aKTyalbHOW TeMe WM Ha Hambosee
BaXXHBIX U CYIIECTBEHHBIX ee acrnekTax. [lepen HayamoMm cemMuHapa oOydJaroniuMes aeTcs 3a/1aHue
— BBIJICJIUTD CYIIECTBEHHBIE CTOPOHBI TEMBI, UJIH K€ MPEIo1aBaTeIb MOXKET 3TO CeNIaTh CaM B TOM
ciydae, Korjaa oOydaroliuecs: 3aTpyJHSI0TCSA MPOCIEIUTh UX CBSI3b C MPAaKTUKOW. TemaTuueckui
CEeMHUHAp YIIIyOJIsieT 3HAHUS CTYJICHTOB, OPUCHTUPYET UX HA aKTUBHBIN MOWCK IMyTeH U criocoO0B
pelIeH s 3aTparuBaeMoii MpooIIeMBbI;

B nenom BHeayauTOpHAs camocmosamenwshas padoma oodyvarwuxca TPU U3YYCHHH Kypca
BKJTIOYAET B ce0sl cenyromue BUabl padoT:

- npopaboTKa (M3yuyeHue) MaTepUasoB JEKINL;

- YTeHHE U POPadOTKa PEKOMEHI0BAHHOM y4eOHO-METOINYECKOU TUTEPATYPHI;

- NOUCK U popaboTka MaTepuaioB u3 MHTepHET-pecypcoB, MEPUOANIECKON IevaTu;

- BBIMIOJTHEHHE JOMAITHUX 3aJaHuii B (opme Keiic-cTaau, TECTOB, TBOPYECKHUX
3aJJaHNi, TIOKJIJI0B, peepaTos;

- NOJATOTOBKA TPE3EHTAUMH Ui WUIIOCTPALMU  JOKJIAJ0B W  TPEICTABICHHUS
PE3yJIbTaTOB aHAIM3a KOHKPETHBIX CUTYAIIHA;

- KOHCIICKTUPOBaHUE TICPBOMCTOYHUKOB M YICOHOU JTUTEPATYPHI;

- MOJTOTOBKA K TEKYIIEMY, IPOMEKYTOYHOMY M UTOTOBOMY KOHTPOJIIO 3HAHHA.
OcHOBHast J0OJS CaMOCTOSITENbHOM pabOThl OOyYaroUmIMXcs MPUXOIUTCS Ha TMOATOTOBKY K

MPAKTUYECKUM  3aHATHSAM, TEMaTHKa KOTOPBIX TMOJNHOCTHIO OXBAaThIBAET COJEp)KaHHE Kypca.
CaMmocrtosiTennbHasi paboTa 1O TMOATOTOBKE K  MNPAKTHUYECKUM  3aHATHSAM 1O  JUCIMILIUHE
«/lokyMeHTaImoOHHOE OOECIIeYeHne YIpPABICHHUS» TMPENIojiaraeT yMeHue paboTarh C TMEepPBUYHOU
uH(popmanuen.

10 KypcoBoii npoekTt (padora)
BrimonHenue kypcoBoro mpoekTa (paboTel) HE IPEIYCMOTPEHO YUEOHBIM IJIAaHOM.

11 IepeyeHb HH(OPMALNUOHHBLIX TEXHOJIOTHI, HCHOJb3yeMbIX HNPH OCYLIECTBJIECHHH
00pa30BaTeIbHOIO MPOLEcca MO JMCIUILIMHE, BKJII0Yas NepedyeHb MPOrpaMMHOro odecrneyeHus
¥ UH(OPMALIMOHHO-CIIPABOYHBIX CHCTEM

11.1 Ilepeuensv ungpopmayuonnvix mexnonocuil, UCNHOAbIYEMbIX HPU OCYULECMEIEHUN
obpazoeamenvnoz2o npoyecca
- AIIEKTPOHHBIE 00Pa30BaTEIbHBIC PECYPCHI;
- HCIIOJIb30BAHUE CIIANI-TIPE3CHTALINM;
- WHTEPAKTUBHOE OOIIEeHHE ¢ OOYyYaroNIUMHUCS M KOHCYJIBTHPOBAHHE IMOCPEICTBOM
3JIEKTPOHHOMU IOYTHI.
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11.2 Ilepeuenv npozpammmnozo obecneuenus, UCHOIb3IYEMO20 RPU OCYU|eCHEIeHUU
obpazoseamenvHo20 npoyecca

[Tpu ocBOEHMM TUCIUILIMHBI UCIIOJIb3YETCS JIMLIEH3UOHHOE TPOrpaMMHOE 0OecTieueHHe:
- [Taker P-7 oduc: - mporpaMma npoBEpKU TEKCTOB HA IPEIMET 3aUMCTBOBAHHS

«AHTHIIATAAT.

11.3 Ilepeuens unghopmayuoHHO-CHPABOUHBIX CUCIEM

- crpaBoYHO-TIpaBoBas cucrema ["apanT http://www.garant.ru/online

12 MaTepI/IaJ'[LHO-TeXHI/I‘leCKOC o0ecrneyeHue AUCHUIIJIUHBI

- JUIS TIPOBENICHUSl 3aHSATUM JIEKIIMOHHOTO THUIMA, MPAKTUYECKUX (CEMHHAPCKUX) 3aHITHIA,
IPYNIOBBIX U MHAUBUAYAIbHBIX KOHCYJIBTAIM, TEKYIIET0 KOHTPOJIS U MPOMEXYTOUYHOM arTecTanuu, No
7-405 ¢ xoMIIeKTOM y4eOHOM Mebenn Ha 36 MoCcaouHbIX MECTa,

- JUISL  CaMOCTOSITENIbHOM  paboThl  oOywaromuxcsi - yueOHas aymutopust Ne 305,
o0opysoBaHHass 5 pabOYUMH CTaHIUSMU C JOCTYNIoM K ceTd «lHTepHeT» U B AJIEKTPOHHYIO
nH(OPMaLIMOHHO-00pa30BaTEeNbHYI0 Cpely OpraHu3alud, U KOMIUIEKTOM YydeOHoW Mebenun Ha 29
MOCaIOUHBIX MecTa; yueOHas ayautopus Ne 517, o6opynoBanHas 8§ pabounMU CTaHLUSAMU C JOCTYIIOM K
cetn «VHTEepHET» W B DIEKTPOHHYIO HH(POPMALMOHHO-O00pPA30BATEIbHYIO CpEAy OpTraHU3alllH, M
KOMIUIEKTOM yueOHOM Mebenu Ha 12 nmocajiouHbIX MecTa;

- JI0CKa ayAUTOpHAS;

- npeseHraimn B Power Point mo Temam kypca «J/lokymMeHTanmoHHOE obOecreueHne
yIpaBICHUSY,;

- MyJIbTUMENITHOE 000pyi0oBaHUE (HOYTOYK, MPOEKTOP).
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