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PabGouass nporpamma y4yeOHON AUCUUIUIUHBI «J{OKyMEHTAIlMOHHOE O0ecreueHue
yInpaBleHus»  paspaboTaHa Ha ocHoBe @enepanbHOr0  roOCYIapCTBEHHOIO
obpazoBarenbHOro crangapra (mamee — OI'OC) mo chneHUaIbHOCTH CPEIHErO
npodeccuoHanbHoro  obpazoBanus (manee CIIO), 38.02.01 DxoHOMHKA W
OyXranaTepckuii yder (1O OTpacisiM), yTBEPXKAEHHOrO TNPHKa3oM MHMHUCTEPCTBA
obpasoBanusi U Hayku Poccuiickoit ®enmepauuu ot 28 wmrons 2014 r. N 832
(3apeructpupoBaH B Muntocte PO 19 asrycra 2014 r. N 3363)

Hucuunnuna OIT 06 «JIoKyMEeHTaIlMOHHOE 00ecIIeUeHHEe YIIPaBICHUS
®opma o0yueHus: O4Has
VY4eOHblii rox: 2019-2020

2 Kypc 3 cemectp
MaKCHUMalibHasi yueOHas Harpy3ka o0ydaromerocs 64 yaca
o0si3aTenbHas ayJUTOpHAs ydeOHasi Harpy3ka 64 yaca;
camocTosiTeNIbHas paboTa 0 4yacos;
KOHCYJIbTaLIH 0 Jacos;
(dbopMa UTOrOBOTO KOHTPOJIS ) mudd. 3auet
CocraBuTens: npenogaBaTelib / ['puneBa M.H

II HUChb
YTBepxIeHa Ha 3acelaHuu HpMO-HHKJIOBOﬁ KOMHUCCUHM  reorpaduu,
CHelUaJbHBIX  reorpaUyecKux  AUCLUUIUIMH, CEPBHUCHBIX  CIEIHAIBHOCTEH,
TICHXOJIOTMH U yIIpaBJIEHUs IIEPCOHAJIOM i crienranbHOCTH, 38.02.01 «DKOHOMUKA U
Oyxraiatepckuid yuer» (110 OTpacisiM)
npotokost Ne 10 ot «15» mas 2019 1.

IIpencenarens npeAMETHO-IIUKIOBOM KOMHCCHHU ["acnapsia H.O.
«15» mas 2019 1. ﬂ /
Penenzent (-b1):

Kang. s5xoHOM. HayK, TOLEHT Kadeapsl
0011ero, CTpaTern4ecKoro
HH(OPMAIIIOHHOTO MEHEDKMEHTA U
ousnec-npoueccoB ®I'6OY BO
«Kyol'Y»

bty

M.A.MupomHu4eHKO

A, Cpttdiirtboea
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JIMCT
cornacoBaHus pabodel MporpaMMbl JUCLIMITIIHHBI

OI1.06 JOKYMEHTALIMOHHOE OBECIIEYEHME VYIIPABJIEHMA

3am. Jmpe%leCHO
E.H. Puibanxo

( )IIII/ICL’
«14» mas 2019 .

Jlupexrop %ﬂoﬁ oubnuorexu Kyol'yY

/J%/Z M.A. Xyaoe
nénitncs”
«13» mas 2019 1.

Jluio,  OTBETCTBEHHOE 3a  YCTAHOBKY M  JKCIUIyaTalHio
uH(popmalu ro obecrie4eHus: MporpaMmbl

HU.B. Muniox

N A~
IIOAIIUCH

«10mag 2019 1.

IMporpaMMHO-
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PELHEH3UA
Ha pabouyio nporpammy AucuumInHbl OI1.06«/{lokyMeHTaALIMOHHOE 0OecnieyeHne
ynpasJjieHus» 1o cnenuaabHocTH 38.02.01 DxoHomMuka U OyXrajaTrepcKui yuer
(mo orpacisam)

IIporpamMma pa3spaboraHa Ha ocHoBe {DenepalbHOrO0 TOCYAAapCTBEHHOTO 00pa30BaTEIHLHOrO
crangapra CIIO cneunumansHoctH 38.02.01 DxoHOMHKa M OyXraaTepcKuid ydeT (IO OTpacisiM),
YTBEPXKACHHOIO NpuKa3oM MuHucTepcTBa obpa3zoBanus U Hayku Poccuiickoit ®@enepanuu ot 28
utosst 2014 r. Ne 832 (3apeructpupoBan B Muntocte PO 19 asrycra 2014 r. N 33638)

Crpykrypa paboueil mporpamMMbl COOTBETCTBYET INPHHSATBIM B By3e mosiokeHueM o PIIJI.
[IporpamMma mpenycMaTpuBaeT OCBOEHHE KOMIIETEHIIMH B BUAAX AESTEIBHOCTH, MPETYyCMOTPEHHBIX
tpeGoBanusmMu OI'OC.

JlanHas paboyas mporpamma COAEPKHUT CIeIyIoIIe He00X0IUMbIe KOMIIOHEHTHI:

- macnopta pabodyeii mporpaMMbl Y4eOHOU JUCIIAILIHHBL,

- CTPYKTYpPBI ¥ IPUMEPHOTO COAEPIKaHMsI yUeOHOM JUCIUIUINHBL,

- YCJIOBHM peayin3alvy yueOHOU AUCUIUTUTHHEI;

- KOHTPOJISL ¥ OLIEHKE Pe3yJIbTaTOB OCBOCHHS y4eOHOU AUCIUIUINHBL

B nacnopre paboueil mporpammbl y4eOHON JMCIMILIHHBI OMpEAEIeHbl 00JIaCTh MPUMEHEHHUS
paboyeli mporpamMMbl, MeCTO y4eOHOM IUCHMILIMHBI B CTPYKType OCHOBHOHM 00Opa30oBaTeIbHOM
IIPOrpaMMBI, LEJIM U 3a7a4d y4eOHOH TUCHUILIMHBL, TpeOOBaHUS K pe3ysibTaTaM OCBOEHHUS yueOHOM
JUCHUIUIMHBI; OTBEIEHHOE KOJIMYECTBO YaCOB HA OCBOCHHE MTPOrpaMMBbl YYEOHOM TUCIUTIIHHBL

IIpenonaBaTeneM COCTaBI€eH TEMAaTHYECKHH IUIAaH M COJACp)KaHHE Y4eOHOW JUCIIMILIHHEI,
OIIpeJIENIEHB] YCIOBHS peali3aliy y9eOHOH TUCIUILUIMHBIL, BKIIOYAIOIIUE:

- TpeOOBaHUS K MUHUMAIIbHOMY MaTepHATbHO-TEXHUIECKOMY 00€CIICYCHUIO
- uHQOpMalnMOHHOE obecrneyeHue oOy4yeHHs (TepeueHb PEKOMEHIYEeMBbIX yUeOHBIX H3IaHUi,
HHTepHeT-pecypcoB, JONOTHUTEIBHOM JTUTEPATYPHI).

Penensupyemas nporpamMa y4eOHOM JAUCIMIUIMHBI XOPOIIO MPOJAyMaHa ¥ OPUEHTHPOBaHA Ha
IOJATOTOBKY OOYyYaroIUXCsl K UCIOJIb30BAHUIO TOTYYSHHBIX HABBIKOB B CBOEH MPOGECCHOHATBHOM
JIeSITEIbHOCTH.

Takum oOpa3oMm, HaHHas paGoyas mporpamMmma y4eOHOU JACLIHTLIAHBI
«JIOKyMEeHTallMOHHOEe ~ oOecrieueHre  YIpaBlIeHHS» MO  CICHHATBHOCTH»  pa3paboTaHHas
npenojasareneM ['puneBoit M.H. MmoxeT ObITh HCIIOB30BaHA B Ka4eCTBE paboOyeil MpOrpaMMsl 1o
cnenuanbHOoCcTH 38.02.01 DxoHOoMuEKa U Oyxrantepckuit yder (mo orpacisim) B MUHCITO ®I'BOY BO
«Ky0baHckuii rocy1apCTBEHHBIH YHHBEPCUTETY.

Penenzenrt:

Kann. sxoHOM. Hayk,

JIOLIeHT Kadeapsl o01ero,
CTPaTeru4ecKoro HHHOPMaIMOHHOTO

MEHEDKMEHTa U OM3HEC-TIPOLIECCOB
®I'bOY BO «Ky6I'Y» #LM . M.A.MupOITHUYEHKO
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PELIEH3U A
Ha pabovyro nporpammy 1o aucrumuae OI1.06 «JlokyMeHTalMOHHOE 00eCIIeYeHHnE
YIPaBJICHUSD) 110 HAIIpaBjieHHuIo NoAroToBky 58.02.01 DxoHOMUKA B OyXTaITEpCKUil yueT
(1o oTpacisiM), IOATrOTOBJIEHHYIO Npenoxasaresiem [ puresoi M. H.

VyeOHas aucuuIuiMHa «JloKyMEHTalMOHHOE 00eCleYeHHEe YIPABIEHHS» IMPEACTABISET
co00li Kypc, B X0ZIe H3y4EHHsI KOTOPOTO Y CTYACHTOB (POPMHUPYIOTCS KOMIIETEHIINH,
ycranosnensbsie TpebopanusM OI'OC CIIO nmo HampaBinenuro noarotoBku 58.02.01 DxoHOMUKA
¥ OyXranTepckuii yder (II0 OTpaciisiM), IPH 9TOM yKa3aHbl TPeOOBaHHS K 3HAHMAM, YMEHHAM H
HaBBIKaM, TIOJIy4EHHBIM B XOA€ M3y4YeHHMs JAUCLUIUIMHBI, IO KAXKIOH H3 (HOPMHUPYEMBIX
KOMIIETEHIU M.

B pabouedi mporpaMme [aHO ONHMCaHHE JIOTHYECKOW B3aUMOCBS3M C JAPYTHMH
JAMCHMIUIMHAMH. YKa3aHbl TpeOOBaHHS K 3HAHMSM, YMEHHSM M HaBbIKAM O0YyYarolIerocs,
HEeOOXOIMMBIE TIPU OCBOCHUH JAHHOW JHUCHHUILUITHHBI U MPHOOPETEHHBIE B PE3YJILTAaTe OCBOCHHS
NPEeIIECTBYIOMUX JUCHUILIMH (Moyiei). Takxke npeacTaBiIeHsl MK IUCIUIUTHHAPHBIE CBI3H C
JAPYTUMH JTUCIUILTAHAMHE.

Temarnueckuii maH U3ydeHUs TUCIUILTHHBL, 00pa30BaTeIbHbIE TEXHOJIOTUH, OIIEHOYHEIE
CpeAcTBa Ul TEKYLIETO KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOYHOH aTTeCTaldd II0 MTOram
OCBOCHHSI TUCLHUILIMHBI, IIEPEYEHb OCHOBHOM M JIONOJHUTEIBHON JIUTEPATyphl, IPOrPAMMHOTIO
obecrieueHus, a TakkKe MaTepUalbHO-TEXHUYECKOe 00ecredeHne Crioco0CTBYIOT IIAHOMEPHOMY
U Ka4eCTBEHHOMY OCBOEHHIO BCEX IUJIAKTUYECKUX €IUHUI], YCTAHOBJIEHHLIMH B Ka4E€CTBE LEJIeH
U 3a7a4 paboyell mporpaMmel.

Penensupyemass pabouas mporpaMma 4YETKO CTPYKTYPHPOBaHA, CONEPKHT BCe
HeoOXomuMble — paszensl. CHOUCKM — JUTEparypsl  JOCTATOYHBI,  BKJIIOYAIOT  OCHOBHOM
TEOPETHYECKUI MUHUMYM II0 TEME.

Penensupyemass pabouas mporpamMva y4eOHOW JMCIMIUIMHBI MpENCTaBIeHa HA
o(uIMaTEHOM CaiiTe By3a H OTBEYaeT HOPMATHBHBIM TPeOOBaHHUAM (eaepaJbHOIO H JIOKAIHHOTO
ypoBHs. M3yuenue mucuuiuidHel GOpMHpYeT BeCh HEOOXOAMMBINA IEpEYeHb KOMIIETECHIHIH,
npexycmoTpeHHbix ®I'OC CIIO u pexomenayercs IUIsl yTBEPKACHHS B KadecTBe paboueit
IIPOrpaMMBbI B IIPEICTABJICHHOM BH/IE.

Penienzenr:
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@, 745113 A.B.Cre6oBckas
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1. TIACHOPT PABOYEM TIPOI'PAMMBbI YYEBHOM JAANCHUITIINHBI
OI1.06 «JIoOKYMEHTAIITHOHHOE 00ecreyeHne ynpaBjaeHus)

1.1. ObsacTh NPUMEHEHHUS TPOTPAMMBI

Pabouas mporpamma yueOHOH aucruruinHbl Pabouas mporpamMa yueOHOM AMCHUIUIMHBI
OI1.06 «JlokyMeHTallMOHHOE 0OecrieueHHe YIPaBICHUS» SBISETCA YaCThIO MPOTPaAMMBbI IOATOTOBKU
cnenuanucToB cpexHero 3BeHa B coorBerctBuM ¢ OI'OC CIIO mno cnemmansHoctH 38.02.01
DOkoHOMHKa H Oyxrantepckuii yder (mo otpacnsiM) EE ocBoeHne mnoArotoBur Oynymiero
cnenpanucta K Bumgy aesrenbHoctu coriacHo @I'OC mo CIIO: 4.3.2. Bemenue OyXraaTepcKoro
y4deTa HCTOYHHKOB (POPMUPOBAHUS UMYIIECTBA, BHIMOJIHEHHE paOOT 110 MHBEHTApU3ALUH UMYIIECTBA
1 (PMHAHCOBBIX 0053aTENbCTB OPTraHU3AIIH

1.2. MecTo y4yeOHOI THCHUIVIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CHELHATUCTOB
CpeJHero 3BeHa:

Jucuumnirza BxoauT B O0menpodeccnoHaabHbIi yueOHbIH UK y4eOHOTO TUIaHa.

Huctmmumaa OIL.06  «JlokymeHTanmoHHOE oOOecreueHue YIpaBlIeHUs» OMHUpaeTcs Ha
NPEIIECTBYIONINE AUCHUIUIMHBL: «OKOHOMHKa» M (OPMUPYET KOMIETEHUMH [UIS OCBOCHHSA
NOCHEAYIONMX  JUCHUIUIMH:  «OKOHOMHKA  OpraHuzamun», «MeHemkmenTa»,  «OCHOBBI
NPEINPUHIMATENBCKOM IEATEIEHOCTI.

1.3. Henn m 3apaum y4eOHOM IMCHUILIMHBI — TpPeOOBaHUS K pe3y/abTAaTaM OCBOCHUS
AUCUMIIHHBI:

Llenv - w3ydyeHrne BHUJOB O(QUIMAIBHBIX JOKYMEHTOB M TPEeOOBaHUI K MX COCTABICHUIO U
0(OPMIICHHUIO.

OCHOBHBIMU 3a@0ayamuy JUACUUILTUHBI SBJISIFOTCS OCBOEHHE NPaBWJI OPTaHU3AIUN PabOTHI C
JTOKYMEHTaMU; TOPsI/IKa OpraHu3aluy padoT M0 AEJIONPON3BOICTBEHHOMY OOCITY>KUBAHUIO; IPUEMOB
COBPEMEHHOTO JIeNIOTPOU3BO/ICTBA. .

B pesynbraTe n3yueHus 00s3aTenbpHON YacTH yueOHOTO MUKIIA 00 yJarOIIHIACS TOJKEH:
3HaAMb!

- 00 OCHOBHBIX MOJIOKEHUAX M0 TOKYMEHTUPOBAHUIO YIIPABICHUECKON JESITEIbHOCTH;
- TEPMHUHOJIOTHIO B 00J1aCTH JOKYMEHTAIMOHHOTO 00eCTIeYeHus YIPaBICHUs
- 0 mpaBmiIaX 0POPMIICHUS JOKYMEHTOB;
- HOpMaTHBHbIE JOKYMEHTBI, PErJIaMEHTHUPYIOIINE COCTaBICHUE U 0POPMIICHHE OPraHU3aI[HIOHHO-
pacropsaIuTeNbHBIX JOKYMEHTOB
- 00 yHU(UKAIMK U CTAaHJAPTU3AIMH YIIPABIECHUYECKUX JOKYMEHTOB
- (hopMBI, METOBI M CUCTEMBI JJOKYMEHTHUPOBAHHS,
- TIOPSIOK OpraHU3aliy JOKYMEHTOB B KOMIUIEKCHI,
- 3aKOHOJATeNbHbIE aKThl U HOPMAaTHUBHBIE TOKYMEHTHI 110 OpraHU3aluy padoThl C TOKYMEHTALUEH;
- TIpaBWJIa COCTABJICHUS U OPOPMIICHHUIO Pa3IMYHbIX BUAOB JTOKYMEHTOB;
- TpeGOBaHU K TEKCTY CIy>KEOHBIX JOKYMEHTOB;
- oOmue npaBuiIa Opra"u3anuy padoThl ¢ JOKyMEHTaMH
ymemn:
- TI0JIb30BATHCS U3YYEHHBIMH CTAaHIAPTU3UPOBAHHBIMU TEPMHUHAMU;
- IPUMEHATH Ha IPAKTUKE TOCYAaPCTBEHHBIE CTAHIAPTHI, APYTHe HOPMATUBHBIE U METOIUYECKUE
JTOKYMEHTBI, pEerJIaMEeHTUPYIOIINE OPTaHU3aLHUI0 TOKYMEHTAMOHHOTO 00ecrieueH sl YIpaBIeHuUs;
- COCTaBJISITh U MPABUIIBHO (B COOTBETCTBHUHM C JACHCTBYIOIIMMU HOPMATUBHBIMU JJOKYMEHTaMH)
0(GOPMIITH OCHOBHBIE BHJIbI OPraHU3aLMOHHO-PACTIOPAIUTEIBHBIX TOKYMEHTOB;
- BBITIOJIHATH OTIpeieNIeHHbIE BUIbI pa00T MO OpraHu3aiy paboT ¢ JOKyMEHTaMU B YUPEKICHUSX;
- o(opMIIATH HOMEHKJIATYPY JeN U POPMUPOBATH Jiesia B COOTBETCTBUH ¢ HOMEHKIIATYpOH /e,
- OCYUIECTBJIATH JOKYMEHTHPOBAHUE U OPraHU3aLMIO pabOTHI C JOKYMEHTaMH;
- MOJIb30BATHCSl OCHOBHBIMH HOPMAaTHUBHO-TIPABOBBIMU JOKYMEHTaMH B 001aCcTH
TOKYMEHTUPOBAHHUS
- COCTaBJIATH U OPOPMIISTH pa3IMYHbIE BH/IBI JOKYMEHTOB.
MakcumanbHas ydyeOHasi Harpy3ka oOygaromierocst 64 gac., B TOM 4ucCIIe:
— oOs3arenpHas aynuTopHas yueOHast Harpyska 64 yac.;
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— camocTosTenbHas pabota 0 yac.
1.4. IlepeyeHb IUIAHHPYEMBIX Pe3yJbTATOB O0Oy4YeHHS IO IHCHUILINHE (NMepevYeHb
¢GopmupyeMbIX KOMIIETEHLUIT)

Wnnexc CopneprxaHre KOMIIETEHIINT B pesynbprare u3yueHus yaeOHOH JUCHUTUINHB
KOMITETCHUMH | (uiau e€ 9acTH) o0yyaromnyecs 10JHKHBI
3HaTh YMETh
OK-1 BeiOupats cnocoObl pemieHust | - 00 OCHOBHBIX - IOJIB30BATHCS
3a1a4d npodecCHOHANBHON | TIONOKEHHSIX 110 M3y4YEHHBIMH
NEeSTENbHOCTH JOKYMEHTHPOBaHHUIO CTaHIAPTU3UPOBAHHBIMU
MPUMEHUTENBHO K Pa3iINYHbIM | yIIpaBIeHYECKON TEpMUHAMU;
KOHTEKCTaM NeSITENbHOCTH; - IPUMEHSITH Ha MPaKTHKE
- TEPMHUHOIIOTHIO B 00JIaCTH | TOCYIapCTBEHHBIC
JOKYMEHTallOHHOT O CTaHAApTHI, Apyrue
obecriedeHus! ynpaBieHHsI HOPMaTHBHBIC U
- 0 IpaBUJIax OPOPMIICHUSI | METOAWYECKUE
JOKYMEHTOB; JOKYMEHTHI,
- 3aKOHOJIATENIbHBIE AKThl U | pETJIaMEHTHPYIOLINE
HOpMaTHBHBIC IOKYMEHTBl | OpraHU3alI0
M0 OpraHu3alu padoThl ¢ | JOKYMEHTAIIMOHHOTO
JOKyMEHTanuen oOecrieueHns yrpaBieHUs;
OK-2 Ocy1iecTBIATh NMOUCK, aHATU3 | - HOpPMAaTUBHBIE - COCTaBIIATH U MPABUIBHO
u MHTEPIPETALHUIO | JOKYMEHTHI, (B COOTBETCTBHH C
nHpOpPMAIK, HEOOXOOMMOW | perjaMeHTHPYIOLIHe NEHCTBYIOIINMHU
JUId  BBIIOJHEHUA  3a/ad | COCTaBJIEHUE U HOPMAaTHBHBIMH
npodeccHOHANTBHON ohopmiieHne JOKyMEHTaMH1) OpOpMIIATH
NEeSTENbHOCTH OpTaHN3alHOHHO- OCHOBHBIE BUBI
pacnopsIAUTENbHBIX OpTaHN3alHOHHO-
JOKYMEHTOB pacropsANTENbHBIX
- TpeOOBaHUA K TEKCTY JOKYMEHTOB;
CITyKeOHBIX JOKYMEHTOB;
- o0ume npaBuia
opraHu3anuu paboThl ¢
JOKYMEHTaMH
OK 3 [InanupoBaTh U | - 00 yHu(UKAMH U - BBINOJIHATH
peann30BbIBaTE COOCTBEHHOE | CTaHIApTH3ALHUU OIIpe/IeIIEHHbIE BUIBI
npodeccuoHaNbHOE U | yIpaBIeHYECKUX paboT 1Mo opraHu3alum
JIMYHOCTHOE Pa3BUTHE JOKYMEHTOB paboT ¢ JOKyMeHTaMu B
- (hopmBI, METOBI U YUPEKACHUSAX;
CHCTEMBI - oopMILATH
JOKYMEHTHPOBAHMS; HOMEHKJIATypy 1€l U
- TOpSAAOK OpraHH3alnn ¢dbopMupoBats aena B
JOKYMEHTOB B KOMILJIEKCHI; | COOTBETCTBHH C
- MpaBHWJIA COCTABJIEHUSA U | HOMEHKJIATYpOH Jel;
0(hOpMIIEHUIO pa3INYHBIX
BHJIOB JOKYMEHTOB
OK 4. PaGorare B KoIekTHBE W | - O mpaBwiax oQoOpMIIeHHS | - OCYULIECTBIISATh
KOMaHJIE, 3G PEKTUBHO | JOKYMEHTOB; JOKYMEHTHUPOBaHUE U
B3aMMOJICIICTBOBATh C | - 3aKOHOZATENbHBIC aKThl U | OPTaHU3aIMIO PadOTHI ¢
KOJJIETaMH,  PYKOBOJACTBOM, | HOPMAaTHBHBIE JOKYMEHTHl | TOKyMEHTaMU;
KIIMEHTaMH M0 OpraHu3aluu padoTel ¢ | - MOJIb30BAThCS
JOKYMEHTaluen OCHOBHBIMH HOPMATHUBHO-
MPaBOBBIMHU JOKyMEHTaMHU
B o0nmacTu
JOKYMEHTHPOBaHUS
OK 5 OcymecTBisTh  yCTHYIO U TpeOOBaHUS K - BBITIOJHATH

NMUCbMCHHYIO KOMMYHUKAIIUIO
Ha TOCYAAapCTBCHHOM A3bLIKC

TCKCTY CHy>Ke6HI:IX
HJOKYMCHTOB,

OIEIEIICHHBIC BUIBI
paboT mo opraHu3aluu
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Poccuiickoit
Y4eTOM

denepanuu
0COOEHHOCTEN
COIMAILHOTO M KYJIBTYPHOTO

C |- ImpaBujia
COCTaBJICHUA U

0(hOpMIICHHIO pa3IHMYHBIX

paboT ¢ JOKyMeHTaMH B
YUIPSKIACHUSAX

KOHTEKCTa BHJIOB IOKYMEHTOB

OK9 Hcnons3oBats - IOPSAOK OpPraHu3aluu - COCTaBJIATH U
WH(POPMAIMOHHEIE JOKYMEHTOB B KOMIUIEKCHI; | O OPMIISATE pa3iInyHbIC
TEXHOJIOTUU B BH/Ibl TOKYMEHTOB
npoheccuOHAITLHOU
JeSITENbHOCTH

OK 10 [Tons30BatbCs - IIpaBUiIa - OCYILECTBJIATH
npodeccHoHaNbHON COCTaBJICHHS U JOKYMEHTHPOBAHHE U
JOKYMEHTalHuen Ha | ohopMIIEHHIO pa3IUYHBIX OpraHU3aIuIo PadoTHI ¢
rOCyIapCTBEHHOM U | BUJOB JJOKYMEHTOB JOKYMEHTaMH;
MHOCTPAHHOM SI3BIKaxX

K 1.1 - 00 yHH(HUKALUHU U - IPUMEHATDH HA [TPAKTUKE

OO0pabatkiBaTh
OyXraJiTepckue TOKYMEHTHI

NEPBUYHBIC

CTaHIAPTU3AIUH
YIPaBICHYECKHX
JOKYMEHTOB

- (opMBbI, MeTOBI U
CHCTEMBI
JOKYMEHTHPOBAHUS;

- npaBuiia
COCTaBJICHUS U
0(hOPMITCHHIO Pa3INIHBIX
BUJIOB JIOKYMCHTOB;

roCyJlapCTBEHHBIE
CTaHIApTHI, ApyTHe
HOPMAaTUBHBIE U
METOJUYECKHE
JOKYMEHTHI,
periaaMeHTHPYIOLIe
OpTraHH3ALHI0
JOKYMEHTallOHHOT O
obecriedeHus! ynpaBieHHsI

2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIIUILIVHBI
2.1. O0beM yueOHOM AMCHMIIMHBI M BUAbI Y4e0HO0#l padoThI

Bun yueoHoi#i padoThl Oobvem uacos
MaxcnMaJjbHasi ydeOHasi HATpy3Ka (Bcero) 64
O0s3aTe1bHAs ayIMTOPHAs yuyeOHas Harpy3Ka (Bcero) 64
B TOM YHCJIE:
3aHATHS JICKHMOHHOT'O TUIIA 32
IIPAKTUYECKUE 3aHATHUS 32
7a00paTOpHbIE 3aHATUS -
CamocrosiTesbHast paboTa odyuyaronierocs (Bcero) 0
B TOM YHCJIE:
Te3aypyc -
pedepar -
CaMOCTOSTENIbHAS BHEAYJUTOPHAsL paboTa B BHJIE TOMALTHUX NMPAKTHUECKUX -
3aJaHu{, THIUBUAYAJIbHBIX 3aJaHU, CAMOCTOSATENFHOTO IOA00pa 1
M3yUYEHHsI IOTIOJIHUTENFHOTO TEOPETHUECKOro MaTepraa
Koncynomayuu -
IIpomesicymounas ammecmayus 8 popme 3auema/sxzamena/ou. zauema Judd.3ager
2.2. CTpyKTYypa AMCUMILIMHBI:
KosinuecTBo ayIMTOPHBIX YaCOB CamocrosiTesibHA
HaunmeHoBaHHe Teoperuye | IIpakTHYecKkHue U s1 padora
pa3iesioB M TeM Bcero cKoe J1a0opaTopHbIe o0y4aromerocs
o0yueHue 3aHATHS (uac)
Pa3nen 1. Beenenue B
AOKYMEHTHPOBAHHE 3 16 16 )
yIIpaBIIEHYECKOM
JEATENbHOCTH
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Paznen 2.

Opranuzanus paboTsl 32 16 16

C IOKyMEHTaMHU

Bcero mo 64 32 32 )
AUCUHHUIIHHE

2.3. TemaTnyeckuii IUVIaH M COAeP:KAHME YUeOHOM TUCIUIIINHBI

HanmeHoBaHu Coaep:xanue yueOHOTo MaTepuaJa, JabopaTopHblie O0be | YpoBen
€ pa3zeJioB U PadoThI H NPAKTHYECKHE 3aHATHS, CAMOCTOATEIbHAS M b
TeM padora o0y4aromuxcs 4acoB | OCBOCHHU
|
1 2 3 4
Jlexknun
Pazpea 1. JIOKyMEHTBI U CTIOCOOBI JOKYyMEHTHPOBAHUS 2
BBenenue B YHudukanus u craHgapTuzanus JOKyMEeHTOB. CHCTEMBI 2
AOKYMEHTHPOB | JTOKYMEHTaIU! 1
aHue PekBU3UTHI U OJIAHKH JOKYMEHTOB. 2
ynpaBJjieH4eCK | OpraHu3allMOHHO-paclopsAuTeIbHAs JTOKyMCHTaLM. 4
oi OpraHu3alvoHHbIE JOKYMEHTHI
AeSITEJIbHOCTH IIpakTHYecKHe 3aHATHA
Odopmitenne opraHu3aluOHHBIX TOKYMEHTOB >
2
Odopmitenne pacropsaUTeIbHbIX JOKYMEHTOB )
BCEI'O 110 PA3JEJY 14
Paznea 2. Jlexnun
Opranmsanusa | OpraHusaiys JOKyMeHT0000poTa 2
padoTeI ¢ Opranuzanys perucTpaluu JOKYMEHTOB U KOHTPOJIb 4
AOKYMEHTAMH | ycrioJIHEHUS! JOKYMEHTOB |
Opranuzanys onepaTUBHOTO XpaHEHUs! JOKYMEHTOB 2
ITopsinok nepenaun JOKYMEHTOB B apXUB MJIM Ha 4
YHUUTOKEHHE
IIpakTHYecKHe 3aHATHA
Peructpanus BXoIAMX, UCXOAALIUX U BHYTPEHHUX )
JOKYMEHTOB B JKypHaJI€ U HAa KAPTOUKE
Odopmiienne OCHOBHBIX PEKBU3UTOB U OCHOBHOM 2
OpraHU3alMOHHO-PACTIOPSAAUTEIBHON TOKYMEHTAINH C 4
nomo1bio [I19BM. Co3nanne mabioHOB JOKYMEHTOB
BCEI'O 110 PA3JEJY 18
HNTOI'O: | 64
2.4. Copepxanue pas3fesoB AUCHHUIIINHBI
2.4.1. 3aHATHA JJIEKIMOHHOT 0 THIIA
Ne dopma
pa3g Hanverosanme Cozlepma}me pasacia TCKYUICT O
cJia pasieia KOHTPOJIA
1 2 3 4

3cemecmp
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(I'CAOY); TunoBast MHCTPYKLHUS MO JEIONPOU3BOJCTBY B
(enepanbHBIX OpraHax UCIOJHUTEIBHOM BIACTH.

Ponmp  uHpOpMamum B COLMAIBHO-3KOHOMHYECKHX
nporeccax. PenepanbHblii 3akoH «O06 wuHpOpManuwy,
uHpopmanuu W 3amure uHGopMarum»y. DyHKUKUK
JOKYMEHTOB:  HWH(pOpMAalMOHHAs, = KOMMYHHUKaTHBHasd,
coLlMaNbHas, KyJIbTYpHas. YIpaBJleHYECKas, IpaBoOBasd,
UCTOpHYECKasl, U IPYTUe, UX XapaKTEePUCTHKA.
JIOKyMEHTHpOBaHHE: OCHOBHBIE CIIOCOOBI. MaTtepuanbHble
Hocutenu uHpopmanuu. Knaccudukanus TOKYMEHTOB MO
croco0y HM3TOTOBIICHHS, MPOUCXOXKACHUIO, COJCPKAHUIO,
HAaMMEHOBAHHIO U APYTUM MPU3HAKAM.

Oobmepoccuiickue knaccudukatopsl (OKVY/, OKIIO,
OKOHX, OKVH), wux Kkparkasg XapaKTepUCTHKA.
YHuUUUpOBaHHAs CHUCTEMa JOKYMEHTAIMU: TOHSATHE.
CoctaB  yHU(UIIMPOBAHHBIX CHCTEM JOKYMEHTAlLIUU:
OpraHu3alMOHHO-PACHOPSAUTENIbHAS, OTYETHO-
CTaTUCTHYECKasl, IEpPBUYHAs, ydeTHas, (pruHAHCOBas U Jp.
l'ocynapcTBeHHble cTaHAApPThl Ha yHUDUIMPOBAHHBIE
CHCTEMBl  JOKYMEHTAI[HH. PexBu3ur, bopmymsap
JNOKyMEHTa, TUIoBo dopmyrsip, Qopmymnsp-odpaser,
Tabenb bopm JIOKYMEHTOB, anpo0M bopm
YHU(DUITUPOBAHHBIX JIOKYMEHTOB: HIOHSTHE,
XapaKTepUCTHKA.

[IpaBuna odopmieHus peKBU3UTOB ONaHKa U UX
pacroyio)keHus Ha craHpaptHoMm (Qopmare Oymarw,
pa3Mepsl nosel. bilank T0KyMeHTa: MOHITUE, HA3HAYEHHUE,
BHIbI OJaHkOB (oOmMi OnaHk, OJIAHK MHCbMa, OJaHK
KOHKPETHOTO BUJa AOKyMeHTa (kpome muchMa). Cocras,
odopMIICHHE PEKBU3UTOB OJIaHKA.
OpraHu3anoHHO-PaCTIOPIIUTEIHHBIE JOKyMEHTHI:
MIOHATHE, Ha3HaueHHE, OCHOBHBIE BUJIbI
(opranu3anoOHHbIE, PACTIOPSIUTENIBHBIE, CIPABOYHBIE).
OpraHu3allMOHHbIE  JOKYMEHTBHI: YCTaB, IMOJIOKEHHUS,
CTpYKTypa W  IITaTHas  YHCJICHHOCTb,  LITaTHOE
pacnucaHue, NpaBWiIa, JOJDKHOCTHAS HMHCTPYKIUS, HUX
Ha3HAUYEHHUE, XapaKTepUCTHKa M COCTaB, TPeOOBaHUS K
0(OpMIICHHUIO, MOPSTIOK YTBEPKICHHUS.
PacniopsiauTenbHbie U CIIPaBOYHbIE JOKYMEHTHI.

Ne H ®dopma
AMMCHOBAaHUC

pa3g pasnena Co;[epxca}me pasacia TCKYLICTO

cjia KOHTPOJIA

1 2 3 4

1 Pazpnen 1. [Mpenmer, wenu ¥ 3agauu  JUCUUIUIMHBI U ee | T
Bsenenue B MEXKIIPEIMETHBIE CBA3U C JPYIMMHU JIHUCLUILUIMHAMH.
JIOKyMeHTUpoBa | MlcTopusi pa3BUTUS JOKYMEHTAI[HOHHOTO 00OecreueHHs
HUE YIPABJICHHUS. OcHoBHBIE MOHATUSA: JOKYMEHT,
YIPABJIEHYECKOU | JOKYMEHTALlMOHHOE obecrieueHue YIIPABJICHUS.
NeATEIIbHOCTH Ha3nauenue I'ocynapcTBeHHOM CHUCTEMBI

JOKYMEHTAL[MOHHOTO obecrnieueHUs YIIPABJICHUS
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Ne ®dopma

HanmenoBanune

pasn asena Conepxanue pasnena TEKYIIEro

ena P KOHTPOJIS

1 2 3 4

2 Pasnen 2. JIoKyMeHTOO0O0pOT: TMOHSTHE, O0IIME NMPUHIMIEI opranu3anuu | T
Opranusarus JIOKYMEHTO000pOTa, €ro CTPYKTypa, HEOOXOIUMOCTh Yydéra | A
paboTHI ¢ o0béMa  IOKyMeHTooOOpoTa. HopmatuBHBIE — IOKYMEHTHI, | J1
JIOKYMEHTaMH perIaMeHTHPYIONIHE OpTraHHU3AIHIO JIOKYMEHTOO000pOoTa.

perucrpanus IOKyMEHTOB, ONpenelieHHe, LeNH, 3a1aql, MecTa
pErUCTpalny pa3lIuYHbIX KaTeropuii JOKyMeHTOB. CHCTEMBI U
(hopmbl perucTpannu (’KypHaibHasi, KapTO4YHas,
aBTOMATH3WPOBaHHAs), WX JOCTOMHCTBA H  HEIOCTaTKH.
[lokazatenu, BBOAMMBIE B  PErHCTPALUOHHBIE  (HOPMBIL.
OcoOeHHOCTH ~ pEeTHCTpPallMd  BXOAAIIMX, HCXONAMIUX H
BHYTPEHHHX JIOKYMEHTOB.

CoctaB BBINONHAEMBIX Pa0OT TMPH OTIPaBKE HCXOASIINX
JOKYMEHTOB: MpPOBEpKa MPaBUILHOCTH OQOPMIICHUS, HAJTMYHUS
NpUJIOKEHUH, ajapeca, COPTHPOBKA IO aapecaTaM M BUAAM
OTHPAaBJICHUI COCTAaBJICHUE OMHCKH PACCHUIKU. TpaanIOHHBIA
crnoco0  OTHpaBKM  JOKyMeHTOB  (moutoii).  OrtmpaBka
JOKYMEHTOB C ITOMOIIBIO Tenedona, paxca.

KoHTponp ucmonHeHUs JOKYMEHTOB: TOHSTHE, Ha3HaueHHE,
BuAbl. [IpHHIMIBI opraHu3auny KOHTPossl. CPOKH HCIIOTHEHUS:
TUTIOBOW, MHIMBHUIYANbHBIA. TeXHONOTusi BEOEHHS KOHTPOJIS.
AHaJn3 UCTIONHEHUS JOKYMEHTOB B YUPEKICHUSAX.
B3anMocBs3p perucTpanu JOKYMEHTOB M HMH(OPMAaLHOHHO-
cpaBo4HOH paboTel. OpraHuzamus padoOTbl C HOMOLIBIO
CIIPaBOYHBIX KapTOYEK.

JIOMKHOCTHBIE ~ JIMIA, OCYLIECTBISIIOIINE DPETUCTPALIo0 U
KOHTPOJIb UCIIOJNIHEHUs, UX (QYHKIMHA U mpaBa. HomeHknatypa
Jen:  TOHATHE.  3HaueHWEe  HOMEHKJIATYpbl — JAen  JUis
Kjaccu(UKalMd IOKYMEHTOB, ONEPATHBHOTO XPAaHEHUS M HX
MpeAapXuBHON MOATroTOBKH. Buabl HomeHkiatyp aen. [lopsook
COCTaBNICHUs, O(OPMIICHHS, YTBEPXKACHUS M NPUMEHEHUs
KOHKPETHOM HOMEHKJIATypbI fei. [lopsgok ¢popMupoBaHus 1e.
OcHOBHBIE STambl Mepenavyd JOKYMEHTOB B apXWB WM Ha
YHUYTOKEHHE: TOArOTOBUTENbHBIH (0OOCHOBaHHME BBIOOpa
crmocoba COXpaHEHHsI WJIM YHUYTOXKEHHUS IIyTeM IPOBEICHUS
9KCHEPTU3bl LEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
ner JUis Tiepefavyy B apXuB), 3aBEepLIAIONINN (Tlepenada B apXuB
WM YHUYTOXEHUE).

OkcnepTH3a IIEHHOCTH JIOKYMEHTOB: TIIOHATHE, Ha3Ha4YCHUE.
Cpoku XxpaHeHHs JOKYMEHTOB. llepeyHun [JOKYMEHTOB ¢
yKa3aHHEM CPOKOB XpaHEHHs, WX BH[bl, HA3HAUYCHHE, CXEMBI
noctpoeHus. llopsgoxk mepemaun nen B apXuB WM
YHUYTOXKEHHS JOKYMEHTOB.

[Tpumeuanue: T — tezaypyc, [ — muckyccus, A-aHanmu3 npoOJeMHBIX CUTyalni (YOpaKHESHHs)

2.4.2. JlaGopaTOpHbIE 3aHATHS - HE MPEAYCMOTPEHO

2.4.3. llpakTnyeckue 3aHATHS (CEMMHAPCKOI0 TUIA)

Ne ®opma
HaumenoBanue
pazne Coneprxanue paszziena TEKYIIEro
pasnena
na KOHTPOJISI
1 2 3 4
3 cemecmp
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1 Pazpnen 1. Bunet JIOKYMEHTOB: TEKCTOBBIE, rpaduueckue,
BBenenue B MaIIMHOYUTaeMble, (HOTOJTOKYMEHTH. BimsHue HaydHO-
JOKYMEHTUPOBA | TEXHUYECKOTO nporpecca Ha JOKYMEHT U
HHE JOKYMEHTUPOBAHHUE. ®enepanbHbI 3aKOH «006
YIPABJIIEHUYECKOU | DIIEKTPOHHOMU MO AITUCH. Cocras, odopmIieHue,
TSI TEILHOCTH U3rOTOBJIEHHE,  XpaHeHHe  ONIaHKOB  OpraHU3aluu.
dopmynsp-oOpazen TpyNIIbI JIOKYMEHTOB,
MpUHAICKAKUX K OnHOW cucreme. IlpoekrupoBaHue
OJaHKOB JOKYMEHTOB OpraHM3aluu. THIBI TOKYMEHTOB:
MOJUTMHHUK, KOMHs, JyOJIMKAaT, BBIHMCKA, UX Ha3HauYCHHE.
[Topsimox odopmiieHHe W BBIIAYM KOMUH U JyOJTUKATOB
JOKYMEHTOB, BBIIMCOK W3 HUX. PacnopsaurenbHble
JOKYMEHTBI: IIOCTaHOBJIEHHME, IIPUKa3, pacHOpsLKEHUE,
COBMECTHBIN pacnopsAUTEIbHbIN JOKYMEHT, ux
Ha3HAYEHHUE, XapaKTEpUCTHKAa MU COCTaB, TpPeOOBaHMS K
opopmueruto. CrpaBouHbIE JOKYMEHTBI: CIy)KEOHbBIE
IIMCbMA, CIIPABKH, AOKJIAIHBIE 3aIIUCKH, IPOTOKOJIbI, AKTHI,
3asBlICHHE, WX XapaKTepUCTHKA M COCTaB, TpeOOBaHUS K
0(OPMIICHHUIO.

< —

2 Paznen 2. Perucrpanuss BXOIMIIMX, HCXOAAUIMX M BHYTPEHHUX
Opranuzanus JOKYMEHTOB B JKypHaJie U Ha KapTOUuKe

paboTHI C OdopmiieHne OCHOBHBIX PEKBHU3UTOB U  OCHOBHOMU
JOKYMEHTaMHU OpraHu3alMOHHO-PACIOPSAUTENBHON  JOKYMEHTAlMH ¢
nomoipio [I9BM. Co3ganue 1maGnoHOB JOKYMEHTOB.
Opranu3anus XpaHEHHUsS HCIOJHEHHBIX JIOKYMEHTOB.
OcHoBHBIE TpeOOBaHUS HOPMATUBHBIX  JIOKYMEHTOB,
periIaMeHTHPYIOUINX JaHHBIA 3Tal JOKYMEHTO00OpOTa.
OTBETCTBEHHOCTH 32 COXPAHHOCTh JTOKYMEHTOB.

o>l H

[Tpumeuanne: T — Te3aypyc, P — Hamumcanme pedepata, Y — yCTHBIH ompoc, A - aHamu3
MPOOIEMHBIX CUTYaIUi

2.4.4. ConepxaHue caMOCTOATEJIbHOM padoThI — He MPEAYCMOTPEHO
Bonpocs! 1u1s1 00cyxkIeHns 1Mo TeMaM:

Paszoen 1. Beeoenue 6 0okymenmupoganue ynpagieH4eckou 0esmenibHocmu

Tema 1 Joxymenmol u cnocobbl OOKyMeHmMUupo8aHus

1. Kakum HOpMaTHBHBIM JOKYMEHTOM PETJIaMEHTUPYIOTCS OCHOBHBIE TEPMUHBI

B 00J1aCTH J1eONPOU3BOACTBA?

2. Yto BKIIOYAET B CE0sl MOHATHE «OKYMEHT»?

3. Kakue s13bIKH U cIOCOOBI JOKYMEHTHPOBAHHUS BbI 3HaeTe?

4. HazoBuTe COBpEMEHHBIE BUAbI HOCUTEIEH HHPOPMAITIH.

5. Kakum 3aKk0HOM yCcTaHaBIMBAETCS MPABOBOM PEKUM CO3AAHUS, XPAHEHUS U

UCTOJIb30BaHUS HH()OPMAITHOHHBIX PECYpCOB?

6. Uem oTiiM4aeTcst JOKYMEHT JIMYHOTO TPOUCXOXKIAEHHS OT O(UIIHATBHOTO T0OKyMeHTa?

7. Yto 00yclIaBIMBaeT IOPUIANYECKYIO CHITY O(pUIIMAIEHOTO JOKYMEHTa?

8. UTto moHMMaeTcs o1 NoJU(PYHKIIMOHATBHOCTBIO JOKYMEHTA?

9. HazoBuTe OCHOBHBIE OJIOKH (Tpymibl) GYHKIMH JOKyMeHTa. YeM xapakTepu3yercs

KaX/Ibli 0J10K?

10. Kak mensiercs neiictBue GyHKIHI BO BpeMeHH?

11. HazoBuTE OCHOBHBIE CBOMCTBA JOKYMEHTA.

12. Jlaiite onpenenenue arpuOyTUBHOCTH ((DyHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)

JOKYMEHTA.

13. Ha3zoBuTE OCHOBHBIE IPU3HAKHU TOKYMEHTA U JAWTE KPATKYIO XapaKTEPUCTUKY

Ka)KJIOTO U3 HUX.

14. Yro Takoe ropuandeckas cuia J0KyMeHTa?
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15. Jlaiite onpeneneHue o IMHHMAKA U TyOIMKaTa JTOKyMEHTA.

16. Jlaiite onpenenenue konuu AokymMeHTa. Koraa komust JoKyMeHTa nmpruooOperaer
IOPUANYECKYIO CHITY?

17. Yem NOJIMHHBIA JOKYMEHT OTIUYAETCS OT MOAJI0KHOT0?

18. Uro npeacTaBnsgeT co60il JOKYMEHT, (albCU(PUIMPOBAHHBIN TTOJTHOCTHIO?

19. Yro npeacTaBnseT cob60il JOKYMEHT, (albCUPUIMPOBAHHBIA YaCTUYHO?

20. Yro npexacraBiseT co00i OpUrHHAT TOKYMEHTa?

Tema 2 Ynugpuxayusa u cmanoapmusayus 0okymenmos. Cucmemsl 00OKyMeHmayuu

1. KakoBbI OCHOBHBIE 11€TH YHU(DHUKAITUH TOKYyMEHTOB?

2. Yto yyuThIBaeTCA MPU NPOBEACHUH YHU(DUKAIUU JOKYyMEHTOB?

3. Uto nmoHMMaeTcs oA CUCTEMOU JOKYMEHTALIH ?

4. Kakue ObIBalOT CUCTEMBI JOKYMEHTALIUN?

5. B uem ocobennocts YCOPJI?

6. Uto npencrasisier co00H CTaHAAPT U KaKKUe BUJIbI CTAaHIAPTOB MPUMEHSIOTCS

B Hallel crpane?

7. YTO BXOANUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAApTU3aLUU?

8. K10 pa3pabarsiBaeT 1 yTBEp>KAaeT HOPMATUBHBIE JOKYMEHTHI IO CTaHIapTU3AIIH
U KTO OCYIIECTBIISIET KOHTPOJIb U HaJ30p 32 COOII0IeHUEM UX TpeOoBaHUA?

9. Yto npencrasiusier coboit YCJI u xakue neiictByromue B Hamiei ctpane YC/]

BbI 3HaeTe?

10. Yto noHumaercs noJ peKBU3UTOM JOKyMEHTa?

11. Yro onpenensier popMyssip AOKYMEHTA M YeM OTJINYAETCs POpPMYIsip JOKYMEHTa
oT ¢popmyisipa-obpasma?

12. KakuM HOpMaTUBHBIM JOKYMEHTOM PErVIaMEHTHPYETCS TP

Tema 3 Pekeuzumul u O1aHKU OOKYMEHMOS.

1. Kakue ¢opmatbl Gymaru uCHoab3yIOTCs U TOCTPOEHUs (popMyisipa-o0pasna
oprJ1?

2. Kakue pasmeps! noneit OP/] ycranoBnensl hopmynspom-oopazmom OP1?

3. Moryt 11 Ha HOJISIX TOKyMEHTA PacIoJiarathecsl Kakhe-1100 peKBU3UTHI?

4. Kakoif MakcCUMaJbHBIM COCTaB PEKBU3UTOB YCTAHOBIIEH (POPMYIISIPOM-00pa3om?
5. CKOJIBbKO TOJIOKEHUH TaldynaTopa UCTIONIb3yeTCs PU 0(POPMIICHUN PEKBU3UTOB?
6. Kakue pekBU3UTBI OTHOCATCS K TIOCTOSTHHBIM ?

7. Kakue peKBU3UTHI SABISIOTCS 003aTeIbHBIMU?

8. CKOJIBKO CYIIEeCTBYET crioco00B 0POpPMIICHUS PEKBU3UTOB?

9. Yto XapaKTepu3yrOT IONOJHUTENbHbIE peKBU3UTHI OPJ1?

10. Yem npoaosbHBIN BapUaHT PacIoyIOKEHNs] PEKBU3UTOB 3ar0JI0BOYHON 4acTu
ONaHKa OTIIMYAETCS OT YTIOBOTO?

11. Kakumu crioco6aMu MOKHO M3TOTaBJIMBATh OJIAHKH TOKyMEHTOB?

12. Yro siBrsieTCst OCHOBOM ISl MPOEKTUPOBAHUS OaHKa JOKyMeHTa?

13. JIns opopmiaeHHs KaKUX BHJIOB IOKYMEHTOB UCTIOJIb3YeTCs OOIIHiA OaHK?

14. Kakue moCTOSSHHBIE PEKBU3UTHI MOT'YT ObITh HAHECEHBI Ha KaXK/IbIi BU OnaHKa?
15. Kakumu cnoco6amu MOTYT OTMEUaThesl Ha OJIaHKaX MecTa JJIsl IEPEMEHHBIX
PEKBU3UTOB?

16. Uem o01mmii O1aHK oTiaM4daeTest OT OJlaHka nmuchMa?

18. Kakue TpeGoBaHuUs MPEABSIBISIOTCS IPU U3TOTOBIICHUS OJlaHKa ¢ H300pakeHHEM
I'ocynapcrBennoro repba P® unu rep6oB cyobekToB PO?

19. YUro HE0OX0AMMO MPEACTABUTH B THIIOTPA(HIO Ul U3rOTOBICHUS OlaHKa?

Tema 4  Opeanuzayuonno-pacnopsaoumenvhas — Oookymenmayus.  OpeaHuzayuoHHbvle

OOKYyMeHmbl
1. Kakue 1oKyMEHTbI OTHOCSTCS K OpraHu3alliOHHBIM?
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2. B yem 3axioyaercsi 0cOOEHHOCTh O()OPMIICHHSI 3aroJIoBKa K TEKCTY B OpraHM3allMOHHBIX
JOKyMeHTax?

3. Kora oprann3anuoHHble JOKyMEHTHI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpoUTCs TEKCT B OpraHU3al[MOHHBIX JOKYMEHTaX?

5. Kak nonro neicTByeT opraHu3allMOHHBINA JOKYMEHT? MOXHO JId BHOCUTh U3MEHEHUS

B TEKCT OPraHU3aL[MOHHOTO T0KyMeHTa?

6. Kakue cBeneHus JOHKHBI COAEPKATHCS B TEKCTE YUPEIUTENIbHBIX JOKYMEHTOB?

7. C KaKo# LETbI0 CO3/1at0TCsl TUIIOBBIE U IPUMEPHBIE OPraHNU3allMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TEKCTa MOJI0KEHUS 00 OpraHu3anuu?

9. B ueM coCTOUT pa3Inuue TaKMX JOKYMEHTOB, KaKk IITATHOE PAclCaHUE U

CTPYKTYypa U IITaTHasl YUCIECHHOCTb?

10. ITouemy HOMKHOCTHAS MHCTPYKIIMS HE COCTABIISIECTCS AJIs KATETOPUH CITYXKAIIUX

«pykoBoauTENN»? UTO NOIDKHO COAEPKATHCS B TEKCTE KaXA0I0 pas3zesa J0KHOCTHON

UHCTPYKLMU?

11. Kakue BUJIbI OpraHU3alMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacropsiANTENIbHBIM?

12. [louemy pacniopsIuTeIbHbIE JOKYMEHTBI OTHOCSITCSI K IIPABOBBIM aKTaM?

13. Korzia pacniopsiiuTeNIbHbIE JOKYMEHTBI BCTYAIOT B CUILY?

14. Kak paznuuatotcs 1o cepe AeUCTBUS paclopsIUTeIbHbIE TOKYMEHTHI?

15. Yto ABNsETCS OCHOBAHUEM ISl U3AAHUS PACIOPSIAUTENBHOIO JOKYMEHTA?

16. Kak cTpouTcsl TEKCT pacopsAUTENIBHOTO TOKyMeHTa?

17. Kak oopmiisieTcsi OTMETKA O HATMYUH MPUII0KEHUS B PaCIOPSIIUTEIEHOM

JTOKyMeHTe?

18. Kakue opranbl IpUHUMAIOT [IOCTAHOBJIEHHUE?

19. Yto o3HauvaeT nata B pacHoOpsSAMTEIBLHOM JOKYMEHTE, IIPOCTaBisieMas B 3ar0JIOBOYHOMN
yacT OnaHka?

20. B xaxoii (hopme U31aI0TCSI COBMECTHBIE PACHIOPSIIUTENbHBIE JOKYMEHTHI?

21. Kakuie ObIBarOT BUJIBI PUKA30B?

22. Yem otnuuaetcs opopmIIeHHE TPUKa3a Mo JUYHOMY COCTaBy?

23. KTo uMmeer npaBo NOANMCH HA MIPUKa3ax?

24. Kakoil peKBU3UT UMEETCSI TOJIBKO Ha ABYX BHJIaX PaCHOPSAUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U pacOpsKEHUAX?

25. Ilo xakuM BoIpocaM M3/AI0TCS PACTIOPSKEHUE U YKa3aHue?

261. Kakue TOKyMEHTBI OTHOCATCS K TPYIIE CIPaBOYHO-UH(POPMALIUMOHHBIX?

27. Ha kakux GnaHkax o(OpMIISIIOTCS CIIPaBOYHO-UH(OPMAIIHOHHBIE TIOKYMEHTHI?

28. Kak cTpouTCs CTpYKTYypa TEKCTa CIIy>)kKeOHOTo muchbma?

29. KakoBbl npaBuiia 0(hOpMIICHUS TeJIeTPaMMBbl?

30. B uem ocobeHHOCTh 0popMIIeHUs TeNe(hOHOTPAMMBI?

31. Kakue ObIBatOT BUIBI TPOTOKOJIOB M YEM OHM OTIIMYAIOTCS JAPYT OT Apyra?

32. Kak opopmiisieTcst BBOJHAs 4acTh MPOTOKOJA?

Paszoen 2 Opeanuzayus pabomwl ¢ OOKyMeHmamu

Tema 1 Opeanuzayus 0okymeHmoobopoma

1. Kak Ha3piBaeTcs cimyx0a, OCyIIeCTBIAIONIAs JOKYMEHTAIIMOHHOE 00ecTiedeHne

yIpaBJIEHUs, B 3aBUCUMOCTHU OT IPUHAUIEKHOCTH K OTIPEACTICHHOM TpyIIe opraHu3aui?

6. Uto ycTaHaBIMBaeT HHCTPYKLUS O JETONPOU3BOJICTBY U KaKUe paselibl TEKCTa

MOTYT OBITh BKJIIOYEHHI B Hee?

7. Kakue ¢yHKIMM B cayk0e OpraHu3aliid BBINOJHAET KAaTETOPHUsS  CIY)KalIUX
«CHEUATUCTBI»?

8. Ha kakue BubI 1EIOTPOU3BOCTBEHHBIX paboT pa3paboTaHbl HOPMbI BpEMEHU?

9. UYrto Takoe JOKYMEHTOOOOpPOT UM KaK OCYILECTBIISIETCS  MOJACYeT oObeMa
JOKyMeHTooOopoTa?

10. Kakue moToku 10KyMEHTOB IPUHSATO PAa3IUYaTh B COCTaBE JOKYMEHTO0O0poTa?

11. Ha3oBuTE OCHOBHBIE 3TANBl JOKYMEHTO00O0pOTA.
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12. Ha3oBuTE OCHOBHBIE IPUHIIMITBI OPTaHU3ALUN JOKYMEHTOO0O0pOTA.
13. Kakue cymiecTByIOT OpraHi3aiMoOHHbIe (POPMBI JETOTPOU3BOCTBA U UEM OHH
OTJIMYAIOTCSI IPYT OT Apyra?

Tema 2 Opeanuzayus pecucmpayuu OOKyYMEHMO8 U KOHMPOb UCNOTHEHUs. OOKYMEHMO8
1. KTo B opranuzanusix ocyuiecTBiseT MpueM U 0TpabOTKy KOPPECTIOHACHIH?

2. Tlouemy neHTpain3anys NpuemMa 1 OTIPaBKH - HEIPEMEHHOE YCIOBUE PaLlMOHAIBHOM
OpraHu3aluy JOKyMeHTooO0opoTa?

3. Kakue Bubl pa®oT BBIMOJHSAIOTCS U KAKHE CPEICTBA OPITEXHUKU IPUMEHSIOTCS

pu 00paboTKe MOCTYHAIOIICH KOPPECTIOHACHIINN?

4. Yro mpencrapusieT co00i pekBU3UT 29 «OTMETKa 0 MOCTYIUICHUU JOKyMEHTa

B OpPraHU3allMIO» U I'I€ OH MPOCTaBIIAETCS?

5. IloueMy He Bce KOHBEPTHI MOUIEKAT YHUUTOKEHUIO 10CIIE BCKPBITHS?

6. Kakum 06pazoM OCyIIECTBIIAETCS T0CTaBKa KOPPECTIOHACHIHH?

7. Kyna nomxeH nepenaBaTbesi JOKyMEHT, €CJIU B PEKBU3UTE 15 «AnpecaT» yka3aHo
TOJIbKO HAUMEHOBaHUE OpraHu3aLuu’?

8. UTo moJKHA cAeNaTh SKCIEIUIIHS, €CJIU IPU BCKPBITUN KOHBEPTA 0OHAPYKHUIIOCH,
YTO JTOKYMEHT MOCTYNUI 0€3 MpUI0KEeHNN ?

9. Kakas koppecioHJeHIIMS HE TIOUIEKUT BCKPBITUIO?

10. Kakoii mpoIeHT OT 00IIero KOJIMYeCTBa MOCTYIMHUBIINUX TOKYMEHTOB OOBIYHO
IIOCTYIIAeT Ha PACCMOTPEHNUE PYKOBOAMUTENS?

11. Kakue onepaiuy oCyLeCTBISIFOTCS IPU IPEIBAPUTEILHOM PACCMOTPEHUH JOKYMEHTOB?
12. Yro npeacTaBiseT co060il pe30IoHs U TJIe OHa MPOCTaBIISAETCS?

13. MOHO 1 IPOCTABIIATH PE30IIOLUIO HAa OTACIBHOM JIUCTE?

14. Kyna nepenatorcsi JOKYMEHTBI [IOCIIE UX PACCMOTPEHHUA?

15. Kyna nepenarorcst oOpaieHus rpaxkJiad Mocie UX pacCMOTPEHHs pYKOBOJICTBOM
OpraHu3anuu?

16. KT0 siBIIIeTCsl OTBETCTBEHHBIM 3a UCIIOJIHEHUE, €CIIM B PE30JIIOIIUU YKa3aHO
HECKOJIBKO UCIIOJIHUTENENH?

Tema 3 Opeanusayus onepamueHo20 XpaneHus OOKyMeHmo8

1. YTo npoucXoauT ¢ TOKyMEHTaMH II0CJI€ OKOHYaHUSI UX UCTIOTHEHNA?

2. aiiTe onpeeneHne NOHATUS «aei0». Kak mpoucxomut ero oopmupoBanue?
3. Yto npencrasisier coboit HomeHknarypa aen? Kak ona opopmsercs?

4. HazoBute BUbI HOMEHKJIATYPBI JEI.

5. Kakue Bupl Manok MCHOJb3YKOTCS PU OpraHU3alii ONEPaTUBHOIO XpaHEHU S
JOKYMEHTOB?

6. Kak ¢popmupyercs HHIEKC Aenia 0O HOMEHKIAType e’

7. Kak nomkeH ObITh COPMYTUPOBAH 3ar0JIOBOK Jerna?

8. Ha ocHOBaHMM 4ero NpoMCXOAUT ONPEEIIEHUE CPOKOB XPaHEHHSI TIOKYMEHTOB?
9. YTo Ha3bIBAETCSI HTOTOBOH 3aMMCHI0 B HOMEHKIIAType JIell U 10 Kakoi (hopme
OHa coCTaBJIsAeTCA?

Tema 4. Ilopadok nepedauu OOKYMEHMOE 8 ApXug U Ha YHUYMOolCeHue

1. B Tedenmne Kakoro cpoka JOJDKHBI XPaHUTHCS 10 MecTy (hOPMUPOBAHUS 3aKOHYCHHBIE
JEJIOTPOU3BOICTBOM jeia?

2. KakoBbl CpOKM XpaHEHUS A€, MOUIeKAIUX [Iepeade B apXUB OpraHu3aun?

3. Yto npeaycMarpuBaeT MojHoe o(opMIIEHHUE Jiefia P MOATOTOBKE €ro K Iepeaade
Ha XpaHEHHE B apXUB OpraHU3aLuu?

4. B KaKkuX cIy4asx COCTaBJICHHE BHYTPEHHEH OMUCH Jiesia 00s13aTeTbHO ?

5. Yto 03HayaeT nepecucTeMaTu3anys JOKYMEHTOB B JIeJI€ U IOUEMy OHa MPOBOIUTCS
TOJIBKO ITPU NMOATOTOBKE JI€JIa K Iepeiaue Ha XpaHEeHHUe?

6. Kak HymepyroTcs 1ucThl fena?

7. Bcerna nu cocTaBiisieTcs 3aBepuTeNbHas Haanuch Aena? YTo B Hee BXOAUT?

15


http://www.print-driver.ru/?demolabel-ru

8. Kakum 00pa3zom MmommBarOTCs TOKyMEHTHI TIOCTOSIHHOTO CPOKa XpaHEHHUS B
TBepyto 00710kKy? Beerna nmu nena neperuieratorcs?

9. Kak 10oJKHBI XpaHUTHCS 0CO00 LIEHHbBIE TOKYMEHTHI?

10. C xakuMu UeNIMU TPOU3BOIUTCS TOJTHOE 0(OpMIIEHHE JIeJT TIPU MX MOATOTOBKE
K [Iepe/iaye Ha XpaHEHUE B apXUB OpraHu3alyu?

AHaJm3 po0JIeMHBIX CUTY AU
Jns mpoBeieHUs aHanmu3a NPOOJIEMHONW CHUTyallMM HEOOXOIMMO TIPEeXJEe BCEr0 YETKO

chOopMyIUPOBATh CYLTHOCTH MPOOIEMBI M OITUCATh CUTYAIMIO, B KOTOPOIl OHA UMEET MECTO.

CopneprxanneM aHanu3a MpoOIEeMHON CUTYalluu SBIISETCS:
1) ompeneneHue CyIIECTBOBaHMS MpOOJNEMBI, T.6. YCTaHOBJIEHHE, €CTh JH B

HeﬁCTBHTeHBHOCTH Hp06J'I€Ma MW OHA ABJISACTCA MHHMOP’I,

2) ompeneneHue HOBU3HBI TPOOIEMHOM CUTYalUu;

3) ycTaHOBJIEHUE IPUYMH BOSHUKHOBEHHS MTPOOIEMHOI CUTYaIHH;

4) onpenenenue B3aMMOCBSI3U C IPYTUMH MPOOIIeMaMH;

5) ompeneneHne CTENeHN OTHOTHI  JOCTOBEPHOCTH MH(OPMAIMU O TPOOIEMHOM CUTYaluH;
6) omperneseHre BO3MOKHOCTH Pa3pelIMMOCTH ITPOOIEMBI.

2.4.5. IlepeyeHb y4eOHO-MeTOAUYECKOT0 O0ecTieYeHU I 00y4AIOMIMXCH M0 TNUCHUIIHHE

HaumeHnoBanue [TepeueHsb yaeOHO-METOIUIECKOTO 00ECTICYCHUS TUCIIUILTAHBI TIO
paszziena, TeMBbl, BBITIOJTHEHUIO CAMOCTOSITENTLHOU PaboThI
suna CPC

2 3

Tezaypyc 1. Kopnees, U. K. JlokymeHTanioHHOE 00ecTiedeHne ynpaBieHus +
tecThl B DbC : y4eOHHUK U MPAKTUKYM JUISI CPETHETO
npodeccuonansaoro oopazosanus / U. K. Kopuees, A. B. [Tmenko, B.
A. MamypueB. — 2-e u3fl., nepepad. u gon. — MockBsa : U3naTenscTBo
HOpaiit, 2019. — 384 c¢. — (IlpodeccronanpHoe 00pa3oBaHme). —
ISBN 978-5-534-05022-6. — Texcrt : anexrponHslit / OBC FOpaiit
[caiiT]. — URL: https://biblio-online.ru/bcode/438491.

Ananus 1 Hoponuna, JI. A. JlokyMeHTalmoHHOE OOecredYeHrne yNpaBiIeHUS :
poOJIEeMHBIX y4eOHUK M MPAKTUKYM JJISI CPETHEro Mpo(ecCHOHATBHOTO 00pa30BaHuUs
CUTYyaLUH / JI. A. Hoponuna, B. C. HputukoBa. — MockBa : M3naTenscTBO
KOpaiit, 2019. — 233 c¢. — (IIpodeccuonanbHoe 00Opa3oBaHue). —
ISBN 978-5-534-05783-6. — Texkct : snexrponHsiii // OBC FOpait
[caiiT]. — URL: https://biblio-online.ru/bcode/438586.

3. OBPA3OBATEJIBHBIE TEXHOJIOT' T

3.1. O0pa3oBaTebHbIC TEXHOJIOTHH NIPH NPOBEACHUM JICKIUH

No Tema Bups! npumeHsieMbIx § Kon-Bo
00pa3oBaTeNbHBIX TEXHOJIOTUH | Yac

1 2 3 4

1 JlokyMeHTBI ¥ c1IOCOOBI TIOKYyMEHTHPOBAHUS Tpaguumonnoe oOy4yeHue 2

) YHuduKanus W CTaHAAPTU3ALUs  JIOKYMEHTOB. Ry T— )
Cuctembl JOKyMEHTAIUU

3 |PekBU3UTHI U OJIAHKHU JOKYMEHTOB. TpamuimonHoe o0ydeHne 2

4 Opranu3anroHHO-pacTIOPIUTEIbHAS PazBuBaromniee 0oyueHue 4
nokymeHTanusi. OpraHu3aoHHbIE JOKYMEHTBI

5 |Opranuzanusi JOKyMEHTO000poTa PasBuBaroiee o0yueHue 2
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6 OpraHu3anus  perucTpalMd  JOKYMEHTOB M| pamuirioHHOe o0ydyeHue 4
KOHTPOJIb HCIIOJIHEHUSI TJOKYMEHTOB
7 |OpraHuzanus OnepaTuBHOTO XpaHEHHs TOKYMEHTOB|T paguinoHHOe 00yueHne 2
] [Topsimok nepeaayn JOKYMEHTOB B apXuB win Ha (I pagunuonHoe oOydyeHue 4
YHUYTOKECHUE
Wroro no xkypcy| 22
B TOM YHCJIE HHTEpaKTHUBHOE 00ydenue*| 6
3.2 O6pa3oBareibHbIe TEXHOJIOTMH NPU NMPOBeIeHUN MPAKTHYECKHX 3aHATHI
(cemuHapcKux pador)
Bups! npumeHsieMbIx Kox.
Ne Tema 3ansaTus AAbI TP .
00pa30oBaTeNbHBIX TEXHOJIOTUH | Yac
1. |OdopmieHne opraHi3alMOHHBIX JOKyMEHTOB PenpoaykTuBHOE 00yueHue 2
2. |OdopmieHne pacnopsiAUTeNIbHBIX JOKYMEHTOB PenponyktuBHOE 00ydeHne
Perucrpanus BXOAANX, UCXOISAIIUX U 2
3. |BHYTPEHHHUX JIOKYMEHTOB B KypHaJle U Ha Kelic-TexHonorus
KapTOUKe
OdopmiieHne OCHOBHBIX PEKBU3UTOB U OCHOBHOM 4
OpraHu3alMOHHO-PACHOPSAUTEIBHON
4. PenpoayktuBHOE 00yUeHue
nokymeHTaiuu ¢ nomoisto [IIDBM. Co3ganue
m1abJI0HOB JOKYMEHTOB
Uroro mo kypcy| 10
B TOM YHCJI€ HHTEPaKTHBHOE 00yueHne™ 2

4. YCJIOBUS PEAJIM3AIIUUA ITPOT'PAMMBI JUCHHUTIJIMHBI
4.1. MartepuajbHO-TeXHHYecKasi 0a3a, HeoOXoAUMAs JAJsl OCYIIECTBJIEeHUs] 00pPa30BaTeJbHOI0
npouecca no JMCUNILINHE

Peanu3zanust y4eOHOW AMCHUIUIMHBI OCYIIECTBISETCS B CIENHATBLHO 000PYIOBaHHOM
KaOWHETe: AYAUTOPUSL.

HanmenoBanue 1UKIIOB, HaunmeHnoBaHue y4eOHBIX
. OcHamieHHOCTh y4eOHBIX KAOMHETOB,
pa3zienoB, AUCLUILINH, KaOWHETOB, Taboparopuid, o
nabopaTopHii, MaCTEPCKUX U JAPYrUX
npo¢ecCHOHATBHBIX MaCTEPCKHX U JPYTUX .
o o MOMEICHUH JJIs1 peau3aliu
moxynein, MJIK, [IOMEILECHUN IS pean3alyuu .
. 00pa3oBaTeIbHON MPOTPAMMBI
MIPAKTUK 00pa3oBaTeIbHON MPOTPAMMBI
JIoKyMEeHTallMOHHOE Kabuner nokymeHTanMoHHOTO | YueOHas MeOesb U CUCTEMbI XpaHEHHUs
oOecrieueHne oOecrieyeHus yrpaBieHUs, (tocka KJaccHasi, CTOJI ¥ CTYJI
YIPAaBJICHHUS 350063 r. KpacHonap [IPENOAAaBaTeNs, CTOJbI U CTYJIbS
yi1. Mupa, 29, yYCHUYECKHE, MIKa(bl A XpaHECHHS
ayn. 8 y4eOHBIX MTOCOOMH, CUCTEMBI XpaHEHHUs

TaOJIMII ¥ TJIAKaTOB);

TEXHUYECKUE CPe/ICTBA 00ydeHUs (HOyTOyK
npenojasaTess — 1 mrt., BuaeonpoekTop — 1
IT., 9KpaH — | wrt., nuuen3uonnoe [10);
JIEMOHCTPAIOHHBIC YUeOHO-HAT IS THBIC
MOCcOOus (KOMILIEKT CTEHJIOB).
AIIEKTPOHHBIC CPEJICTBA OOYICHHUS
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(3MEKTPOHHBIEC HATJISIIHBIEC TTOCOOMS,
yueOHbIe BUICOPHITBEMBI).

Y4eOHO-MEeTOIMYEeCKUEe MaTepualbl JJIsl CaMOCTOSTEbHONW paboThl 00YYaOIUXCS U3 YHCIIA
WHBAIUIOB U JIUI] C OTPAaHUYEHHBIMUA BO3MOXKHOCTSIMU 3710poBbsi (OB3) nmpenocrasnsitorcs B popmax,
aJlaTUPOBAHHBIX K OTPAaHUYEHHSIM UX 3[I0POBbS U BOCTIPUATHUS HHPOPMAITUH:

JUnist U1 ¢ HapyIIEeHUSMHU 3PEHUS:

— B I1e4aTHOM (hopMe yBeTUUEeHHBIM HIPUPTOM,

— B (JopMe PIEKTPOHHOTO JOKYMEHTA,

JUist U1 ¢ HapyIIEHUSIMH CITyXa:

— B re4atHoi dopme,

— B (JopMe PIEKTPOHHOTO JIOKYMEHTA.

JUist U1 ¢ HapyIIEHUSIMH OTIOPHO-JIBUTaTEJILHOTO arrapara:
— B re4atHoi (opme,

— B JopMe PIEKTPOHHOTO JOKyMEHTa

4.2. IlepevyeHb HE00X0AMMOIr0 NPOrPpaMMHOI0 odecreYeHnst

Omnepanmonnas cuctema Microsoft Windows 10 (mor. Ne73—-A2d/223-D3/2018 ot 06.11.2018,
cornamenue Microsoft ESS 72569510);

[Taket nmporpamm Microsoft Office Professional Plus (mor. Ne73—-A3®/223-03/2018 ot 06.11.2018,
cornartenue Microsoft ESS 72569510;

7-zip GNULesser General Public License (cBoOogHO€ porpaMMHoe o0ecrieyeHre, He OrpaHuueHo,
OeccpouHo);

Wutepner 6paysep Google Chrome (6ecruiaTHoe nmporpaMMHOe o0ecrieyeHrne, He OrpaHuYeHo,
OeccpouHo);

K-Lite Codec Pack — ynuBepcanbHbIil HA00p KOAEKOB (KOIUPOBIIUKOB-IEKOAUPOBIINKOB) U
YTWIIMT JJIs1 IPOCMOTpa U 00pabOTKU ayano- U BUueodaiiaos (6ecruiaTHOe MporpaMMHOe
obecrieueHne, He OTPaHUICHO, OECCPOYHO);

WinDjView — nporpamma i npocMoTpa ¢aiinos B popmate DIV u DjVu (cBoOGoHOE
MpOrpaMMHOE O0ecrieueHe, He OTPaHmYEHO, OECCPOUHO);

Foxit Reader — mpukiagHoe mporpaMMHOe oOecrieueHne it IPOCMOTpa SJIEKTPOHHBIX TOKYMEHTOB
B ctangapre PDF (6ecruiatHOe mporpaMMHoe o0ecredeHre, He OrpaHudeHo, 06eCCpPOUHO);

5. HEPEYEHb OCHOBHBIX 1 TOITOJIHUTEJIBHBIX HTH®OPMAIIMOHHBIX
NCTOYHHUKOB, HEOBXOJUMBIX JJI51 OCBOEHUSA JUCIIUITJIMHBI

5.1 OcHoBHasi IMTEpaTYpa

1. Kopnees, U. K. JIokymeHnTanonHoe odecnedenue ynpasienus + tectol B DbC : yueOHUK U

MPaKTUKYM Ui cpeaHero npodeccruonansHoro odpazosanus / . K. Kopuees, A. B. ITmenko, B. A.

Mamrypues. — 2-e u3z., nepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2019. — 384 c. —

(ITpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr : anekrponnsiii // 9bC

FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438491

5.2 JlonoaHuTeIbHAS JIUTEPATYpa

1. HoponuHa, JI. A. JlokyMeHTalMOHHOE 0OecrieueHHe YIpaBJIeH!s ;| yUeOHUK U IPAKTUKYM IS

cpenHero npodeccruonansHoro oobpazosanus / JI. A. Jloponuna, B. C. MputukoBa. — Mocksa :
NznatensctBo FOpaiit, 2019. — 233 ¢. — (IIpodeccuonanpaoe oopazoBanue). — ISBN 978-5-
534-05783-6. — Tekct : anextponusiii // DBC KOpaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/438586
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HopMmatuBHO-1IpaBOBBIE TOKYMEHTBI
®denepanbHbIe 3aKOHbI

1. O crparernueckoM 1ianupoBanuu B Poccuiickoit @enepauuu [ DIeKTpOHHBIN pecypce]:
denepanbhblit 3ak0H 0T 28.06.2014 N 172-@3 (c u3m. u gom. ot 31 gexabps 2017).
Hoctyn n3 CIIC KoncynsrantlLnroc.

2. O peIHKE LEHHBIX Oymar [DneKkTpoHHBIH pecypc]: dhenepanbHblii 3akoH oT 20.03.1996
N 39-@3 (pen. ot 27.12.2018). Hoctyn u3 CIIC Koncynbrantllntoc.

3. O Gankax 1 OAHKOBCKOM JEATENILHOCTH [ DNEKTPOHHBIHN pecypc]: (penepanbHblii 3aKOH
oT 02.12.1990 N 395-1 (pen. ot 27.12.2018) Hoctyn u3 CIIC Koncynsrantltoc.

4. O UenrpansHoMm Oanke Poccuiickoii @eneparnu (banke Poccun) [ DnekTpoHHBIH pecypce]:
denepanbubiit 3akoH o1 10.07.2002 N 86-D3 (pen. ot 01.05.2019) Hoctyn uz CIIC
Koncynprantllntoc.

5. O Oanke pa3BuTHs [ DIEKTPOHHBIN pecypc]: dheaepanbHbiii 3ak0H oT 17.05.2007
N 82-@3 (pen. ot 28.11.2018). Hoctyn u3 CIIC Koncynbrantllntoc.

6. O OyxranrepckoMm ydere [ DIeKTpOoHHBIH pecype]: henepanbHbiii 3akoH ot 06.12.2011
N 402-@3 (pex. ot 28.11.2018) Hoctyn u3 CIIC Koncynsrantllntoc.

7. O BHeceHnu n3MeHeHuii B @enepanbHblil 3akoH «O OyXTaaTepcKoM ydeTe»
[DnexkTpoHHBIH pecypc]: denepanbHbiii 3aK0H OT 28.11.2018 N 444-D3. [loctym u3
CIIC Koncynbsrantlntoc.

8. O0 OTBETCTBEHHOCTH 3a HAPYIICHUE MOPSIKA MPEICTABICHHUS TOCYIaPCTBEHHOM  CTaTHUCTUYECKOU
OTUETHOCTHU [DNEeKTpOoHHBIN pecypc]: 3akoH PD ot 13.05.1992 N 395-1 (c u3m. u mom. ot 30
nexabpst 2001). Joctyn u3 CIIC Koncynprantlliroc.

9. O 3amuTe KOHKYPEHIIUHU [ DIeKTpOHHBIN pecypc]: dheaepanbhblii 3akoH oT 26.07.2006 N 402-D3
(pexn. ot 27.12.2018) Hoctyn u3 CIIC Koncynsrantllntoc.

Konexcer

1. BropketHblit Koneke Poccuiickoit deneparmu [DneKTpoHHBIN pecype]: dpenepaabHblil 3aKOH OT
31.07.1998 N 145-®3 (pen. ot 15.04.2019). Hoctyn u3 CIIC Koncynsrantllitoc.

2. Hanorosiii kogekce Poccuiickoit deneparuu (4acteb nepnast) [ DIeKTpOHHBIN pecypc:
denepanbublit 3akoH 0T 31.07.1998 N 146-D3 (pexn. ot 01.05.2019). Joctym uz CIIC
Koncynprantllnoc.

3. Hanorossiii kosieke Poccuiickoit @enepanuu. (4acte BTopast) [ DNEKTPOHHBIN pecypc]:
denepanbubiit 3akoH PO ot 5.08. 2000 r. N 117-@3 (pen. ot 01.05.2019) Hoctymn uz CIIC

Koncynprantllntoc.

4.T'paxxnanckuit koaeke Poccuiickoii ®@eneparun. Yacts 1 [DnexTponHslil pecypc]: dhenepanbHblii
3akoH P® o1 30.11. 1994 r. N 51-®3 (pen. ot 03.08.2018). Hoctyn u3 CIIC Koncynsrantllntoc.

5. I'paxnanckuii konexc Poccuiickoit deneparmu. Yacts 11 [Dnexrponnslit pecype]: denepanbHbIit
3akoH P® ot 26.01. 1996 1. N 14-®3 (pex. ot 29.07.2018) Hoctyn u3 CIIC KoncynpsranTllntoc.
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6. YronoBHsIi kogeke Poccuiickoit @enepanun [ DneKTpoHHBIN pecypc]: dheaepanbHblii 3ak0oH PO ot
13.06.1996 . N 63-®3 (pen. ot 23.04.2019) Hoctyn u3 CIIC Kouncynsrantlltoc.

7. Konekc Poccuiickoit @eneparyn 06 aAIMUHUCTPATUBHBIX MPABOHAPYILIEHUX [ DIIEKTPOHHBIN
pecypc]: denepanpbiii 3akoH PO ot 30.12.2001 r. N 195-@3 (pen. ot 01.05.2019) Hoctym u3
CIIC Kouncynbsrantlntoc.

ITocranoBnenus, pacnopsixenus [Ipasurenscrea PO

1. O Konuenuuu J0JrocpoyHoro ConuanbHO-IKOHOMUYecKoro pazsutus Poccuiickoit @enepanum Ha
nepuo 110 2020 rona (BMecte ¢ «KoHienuen J0ArocpoyHoro coruaibHO-3KOHOMUYECKOTO
passurtus Poccuiickoit @enepanun Ha nepuof 10 2020 roga») [DneKTpOHHBIHN pecypce]:
pacnopsbxenue [IpaButensctea PO ot 17.11.2008 N 1662-p (pen. ot 28.09.2018) Joctyn uz CIIC
Koncynprantllntoc.

3akonbl KpacHomapckoro kpas

1. 006 yTBepkaeHNU TOCyAapcTBEHHOM mporpammbl KpacHogapckoro kpas "CompaabHo-
SKOHOMHUYECKOE U MHHOBAIMOHHOE pa3BuTHe KpacHomapckoro kpas" [DIeKTpoHHBIN pecypc]:
MOCTAaHOBJICHHE TJIaBbl aIMUHKUCTpanuu (ryoepraropa) Kpacnomapckoro kpas ot 05.10.2015 N 943
(pen. ot 05.02.2019). Hoctyn u3z CIIC Koncynbrantllntoc.

2. O cTpaTernyeckoMm IJIaHUPOBAHUU U MHIUKATUBHBIX IUIaHAX COLUAIBHO-3KOHOMUYECKOIO
passutus B KpacHonapckom kpae [DnekTpoHHbIH pecypc]: 3akoH KpacHogapckoro kpas ot
06.11.2015 N3267-K3 (pen. ot 11.12.2018). Hoctyn u3 CIIC Koncynbrantllntoc.

5.3 llepuoanyeckne U3IaHUsA

DnexTpoHHas 6ubnunoreka "M3ngarensckoro goma "I'pebennukoB” (www.grebennikon.ru);
baser nannbx kommanuu «Mct Beroy (http://dlib.eastview.com).

Kypnan «Jleaonponu3BoacTBO»

Kypnan «Jlea0npou3BoACTBO U JOKYMEHTOOOOPOT Ha IPEANPUITHIX)

b=

5.4. IlepeyeHb pecypcoB HH(POPMAIHOHHO-TEJEKOMMYHUKANMOHHOM ceTn « UHTEepHET),
HeO00XO0AUMBIX /15l 0CBOCHHS THCIMIIIMHBI

1. MuHHUCTEpPCTBO HayKH M BBICIIEro oopaszoBanus Poccuiickoii @eneparuu

(https://minobrnauki.gov.ru);

2. ®epepanbubiit nopran "Poccuiickoe oopazoBanue” (http:/ www.edu.ru/);

3. Mudopmanmonnas cucrema "Enunoe okHO ocTyna K 00pa3oBaTeIbHBIM pecypcam”
(http://window.edu.ru/);
Enunas xomutekuus mudpobix oOpasoBatenbHbIx pecypcoB (http://school-collection.edu.ru/);
®enepanbHbIi HeHTp HHPOPMaAITMOHHO-00pa3oBaTenbHBIX pecypcos (http://fcior.edu.ru/);
OopazoBarenbusblii moptan "Yueba" (http:// www.ucheba.com/);

IIpoext 'ocymapcTBEHHOrO HHCTUTYTa pycckoro si3bika uMeHn A.C. Ilymkuna
"O6pa3zoBanue Ha pycckoM" (https://pushkininstitute.ru/);

8. Hayunas snextponHnas oubianoreka (HOB) (http://www.elibrary.ru);

9. HammownanwsHas snexktponHas oubmnoreka (http://H36.pd/);

10. KubepJlenunnka (http://cyberleninka.ru/).

11. CnpaBouno-uHpopmarmonHslii mopran "Pycckuit s3pik" (http://gramota.ru/);

12. Cnyx0a TeMaTu4ecKuX TOJKOBBIX cioBapeit (http://www.glossary.ru/);

13. CnoBapu u >anmknoneauu (http://dic.academic.ru/);

14. KoncynbranT [lntoc - cnpaBouHas rmpaBoBas cucteMa (JOCTYIH IO JIOKAJbHOM CeTH)

N wn ks
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6. METOINYECKUE YKA3ZAHUA U1 OBYUYAIOLIIUXCA
1O OCBOEHUMIO JTNCIUITJIMHBI

JucuuninuHa « JlokyMeHTanuoOHHOe o0ecreyeHue yInpaBJeHHs» [IpeayCMaTpUBAET
JEKIIMOHHBIE U TPAKTHUECKUE 3aHATHA. YCIENIHOE M3y4YeHHE JUCHUILUIMHBI TpelyeT
CHCTEMaTHYECKOTO TMOCEUICHUs 3aHATUH, AaKTHMBHON pabOThl HA NPAKTUYECKUX 3aHIATHAX,
BBIMIOJIHEHUST Y4EOHBIX 3aJaHUN TIpenojaBaTeldst M CaMOCTOATENBbHOW paldOThl CTY/AEHTa,
O3HAaKOMJICHHUsI C OCHOBHOM U IOIIOJIHUTEIILHOM JINTEPATypOH.

IIo Kypcy mpenyCMOTPEHO MPOBEIACHHUE JIEKLIHUOHHBIX 3aHATUN, Ha KOTOPBIX JAETCs
OCHOBHOW CHCTEMAaTU3UPOBAaHHBIM Marepuai. [IpeqHazHaueHue JeKUUN 10 KypCy 3aKIIO4YaeTcs B
CIIEIYIOLLEM:

- U3JI0’KEHHE BaKHEUIIeH HHPOPMAaLIUK 110 3alaHHOM TeMe.

- IOMOIIIb B OCBOCHHMH (hyHIaMEHTAIBHBIX MPOOJIEM Kypca.

- HOIYJIIpUA3aLUs HOBEUIINX TOCTHKEHUN COBPEMEHHOW HaYyYHOU MBICIIH.

CryneHTy mnpeanaraercs HalMCaHUE KOHCIEKTa JIEKIMHA: KpaTKo, CXEMaTH4YHO,
MOCIIEIOBATEIbHO (PUKCHUPOBATh OCHOBHBIEC TOJIOKEHHUS, BBIBOJABI, (POPMYIHPOBKH, 000OIIEHHS;
[IOMeYaTh BaKHBIE MBICIIH, BBIJEIATH KIFOUEBbIE CI0BA, TEPMHUHBI. [IpoBepka TepMUHOB, OHATHIA
C IIOMOILBIO SHIUKIIONEANM, CIOBAPEH, CIIPABOYHUKOB C BBIIMCBIBAHUEM TOJIKOBAHUM B TETpalb
(coctaBnenune Tte3zaypyca). OO0O3HAUUTH BOMPOCHl, TEPMUHBI, MaTepHasl, KOTOPBIH BBI3bIBAET
TPYIHOCTH, IIOMETHUTb M TONBITATBCA HAUTH OTBET B PEKOMEHIyeMou nureparype. Eciun
CaMOCTOSITENILHO HE YaeTcsl pa3o0paThCsi B MaTepuale, Heo0X0auMo chOpMyIUpOBaTH BOTIPOC U
3a/1aTh IPENOAABATENI0 HA KOHCYJIbTAlMH, Ha PAKTUYECKOM 3aHITHH.

Jlekuu MO JAHHOMY KypCy IMPENOCTaBISIOT 0a30BYI0 OCHOBY ISl MCHOJIB30BAHHUS
apyrux  QGopMm yd4eOHBIX 3aHATHH, TaKUX KaK CEMHUHApCKOE 3aHSATHE, KOHCYJIbTaIHs,
i depeHInpOBaHHBIN 3a4eT.

[IpakTuyeckue 3aHATHA (CEMUHApBI) MpEAHA3HAYEHBI IS YIIIYOJEHHOTO H3Y4eHHS
npeaMeTa, OBJaJeHUE METOAOJIOTHEH, TPUMEHHUTEIbHO K OCOOCHHOCTAM H3ydaeMoil Hayku. Ha
CEeMHMHApax CTYAEHTHl 3aKPeIUIIIOT 3HAHMSA, IOJYYCHHBIE Ha JIEKIUSAX WM U3 y4eOHUKOB, B
mporiecce WX Tepeckaza WM oOcyxneHus. IloaroroBka K 3aHSATHSAM), BBICTYIUIGHHE C
COOOLICHUSAMH PACIIUPSIOT 3HAHUS CTYICHTOB TI0 KypCy.

JupgakTudyeckue neiau CeMUHapa:

-yrayOiieHue, CHCTeMaTHU3alusl W 3aKpelvieHHe 3HaHWM, TNpeBpalleHHe WX B
yOex1eH!sI ;- TPOBEpKa 3HAHUM;

- IPUBUTHE YMEHUN W HABBIKOB CAMOCTOSITENILHOM PabOThl ¢ yUeOHHUKOM, CTaThed U
p.;

-pa3BUTHE KYIbTYphl peud, (pOopMHpOBaHUE YMEHHs apryMEHTHPOBAHO OTCTaUBATh
CBOIO TOYKY 3PEHMs, OTBEYAst HA BOIPOCHI APYIUX CTYACHTOB U IPENOJaBaTeIs;

- YMEHHUE CIylaTh IPYruX, 3a4aBaTh BOIIPOCHI.

B 3aBUCMMOCTHM OT CTENEHH aKTMBU3ALMM MHEMUYECKOW WU MBICIUTEIBHOU
JEATeIbHOCTH CTYAEHTOB (POPMBI OpraHU3allMi CEeMUHAPCKHUX 3aHATUN MOXKHO pa3feiuTh Ha JBa
Tuna: 1) penpoayKTUBHBIN U 2) IPOIYKTUBHBIN.

PenponykTUBHBIM TUI OpraHuU3alMM  3aHATHUS IIPEAIOJIAraeT, IpekKIe BCETo,
aKTHBHU3AIMI0 MHEMUYECKUX CIIOCOOHOCTEN cTyieHTOB. OHU J0JDKHBI 3aTIOMHUTH U MEPECKa3aTh
OTpe/IeNIeHHbI Y4eOHbIN MaTepuan Ha OCHOBE MaTepuasia JIeKIUH WM y4eOHHUKOB WU
IIEPBOUCTOYHUKOB. IIpOAYKTHBHBIN THUI OpraHu3allMy 3aHATHS IPEATNONAracT AKTHBHU3ALUI0
MBICTIUTEIBHBIX CIOCOOHOCTEH cTyaeHTOB. OHM JOJDKHBI CpPaBHUTH, MPOAHATU3UPOBATH,
0000IMINUTh, KPUTHUYECKH OIICHUTH, CJENaTh YMO3AKIIOYEHHE Ha OCHOBE YCIBIIIAHHOTO WU
IIPOYUTAHHOIO MaTepuaysa. TakoW XapakTep 3aHATHIO IIPUJAET IIOCTAaHOBKA BOIIPOCOB
crenyromiero tuna: Yem otnugaercs...; Uro obdmiero mexmy...; Kakue mexanusmel...; Beiienure
JOCTOMHCTBA U HEAOCTATKU... (IIPEAIOJIAraeTcs, YTO OTBEThl Ha ATH BOIPOCH! B SIBHOM BHUJE B
yueOHUKE WM JIEKIIUU He JTaHbI).

Bun (popma) cemunapa onpesensiercsi CoaepKaHUEM TEMbI, YPOBHEM IOJITOTOBKH CTYJICHTOB
JAHHOW TpYNNbl, HampaBlIeHHMEM H© MpoduiaeM HX MOArOTOBKH, HEOOXOIMMOCTBIO YBS3aTh
npernoiaBaHue y4eOHOW AUCIUIUIUHBI C JIPYTMMHU TUCHMIIMHAMU, U3y4aeMbIMH CTyAeHTaMH. Bun
CeMHMHapa MpHU3BaH CIIOCOOCTBOBATH HAMOOJIee TOJIHOMY PACKPBITHIO COAEP)KAaHUS U CTPYKTYPHI
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oOCyk/aeMOll Ha HEM TeMbl, OOECIeYUTh HAMOONBIIYI0 AKTUBHOCTh CTYACHTOB, pEILICHHE
MO3HABATEIbHBIX M BOCIIUTATEIBHBIX 33/1a4.

B pamkax kypca mpenmojaraercs HECKOJBKO BHJIOB CEMHHAPCKUX 3aHATUH, a HMMEHHO:
BOIPOCHO-OTBETHBIM BHUJ CEMUHApa, CEMUHAp-IUCKYCCHUs, aHAJIW3 NPOOJIEMHBIX CHUTYalHi,
oOCyKJIeHHe MUCHbMEHHBIX paboT CTyAeHTOB (pedepaToB). [ MOKOCTh BUIOB CEMHHAPCKUX 3aHATHH,
IIMPOKHE BO3MOXXHOCTH TOCTOSIHHOTO HX COBEPUICHCTBOBAHMS MO3BOJISIOT Hauboyiee IOJIHO
OCYIIECTBIISATH OOpaTHYIO CBSI3b C OOy4aeMbIMM, BBICHSS A ceOs psl BOIPOCOB, MUMEIOIIUX
BaXHOE 3HAYEHME JIsl IOCTAHOBKHU BCETo y4eOHOTO Mpolecca.

[Ipy mOArOTOBKE K MPAKTHUYECKOMY 3aHATHUIO  CTYACHTHI HMEIOT BO3MOXKHOCTb
BOCIIOJIb30BATHCS KOHCYJIBTAIIUSIMH TIPETIOAaBaATEs.

[Tpu mOArOTOBKE K MPAKTUYECKUM 3aHATHIM HEOOXOAUMO:

- TPUHOCUTH C cOOOW PEKOMEHJOBaHHYIO IpErojaBaTeieM JIHUTEepaTypy K KOHKPETHOMY
3aHATHIO;

- 10 OYepeTHOrO TMPAKTHYECKOTO 3aHATHUS 10 PEKOMEHJOBAaHHBIM JIUTEPATYPHBIM
MCTOYHHUKAM MPOPabOTaTh TEOPETUUECKUI MaTepHaj, COOTBETCTBYIOLIEH TEMbI 3aHATHS;

- B Hayaje 3aHATHH 3a7aTh IMPENojaBaTeNl0 BOMPOCH IO MaTepHaiy, BbI3BaBIIEMY
3aTpy/AHEHHs B €r0 IOHMMAaHUU U OCBOSGHUH IPU PEUICHUH 3a/1a4, 3aJaHHBIX JJIs1 CAMOCTOSATEIBHOTO
peleHus;

- Ha 3aHATHU JOBOJIUTH KaXKIYIO 3a/auy IO OKOHYATEJIbHOTO PELICHHUs, JeMOHCTPHPOBAThH
MOHMMaHHUE TMPOBEJICHHBIX PAacueTOB (aHAIM30B, CUTyalluil), B Clydae 3aTpyAHEHUN oOpamiaThCs K
MIPEI01aBaTEIO.

Ha 3aHsTHH OYeHb Ba)KHO BBICTYILIATh BCTYIUTEIBHOE CIIOBO MPENOaBaTeNs, yACHUTD LElb U
3aJjaud CeMUHApPCKOro 3aHATUs. ClenyeT BHUMATENBHO CIYIIATh BBICTYIUICHHS CBOMX COKYPCHHUKOB
1 OBITh TOTOBBIM BBICTYIIHTH C JIOTIOJTHEHUEM, BBICKa3aTh CBOE MOHUMaHUe MpoOieMsl. XKenarenbHo,
9YTOOBI BBICTYIUICHHE OBLJIO CBOOOTHBIM, apryMEHTHpPOBAHHBIM. B Xojae aucKyccuu HeoO0X0IuMo
0003HAUUTh OCHOBHBIE NPOOJIEMBbI paccMaTpuBaeMoil Tembl ((peHoMeHa, cUTyallMu W T.JA.), JaTh
o0ocHOBaHMA. BpICTyIJIeHHE MO OCHOBHOMY BONpPOCY HE JOJDKHO mpeBblmats 10-15 MunHyT.
JIOTIOJTHEHUsI MOTYT 3aHUMATh 10 5 MUHYT. KOM4ecTBO OMOJIHEHUH U BOIPOCOB K BBICTYIAIOLIEMY
HE OrpaHM4yeHo. Marepuan Kypca MOXKET OBITh XOPOIIO YCBOEH JIMIIb B TOM CIydae, €CIHd ero
u3yueHre OyJeT MPOBOIUTHCS PETYNISIPHO, CHCTEMATUYEeCKH, JO3UPOBAHO M PUTMUYHO, B TEUCHHE
BCET0 CEMECTpaA.

Pexomenganum nmo padore ¢ aurepaTrypoit

[Ipy wW3ydyeHUM JAUCUUIUIMHBI y CTYICHTOB JOJDKEH BbIpAa0ATHIBATHCS PALMOHATIBHO —
KPUTUYECKHIA MOJIX0 K U3y4aeMbIM MpoOieMaM U SIBICHHUSM. JTO BKIIOYAET MOHMMAaHUE TOTO, YTO
CO BpEMEHEM psl HHPOPMALMOHHBIX M TEOPETHUECKHMX MAaTepHalloB YCTapeBaeT, Tpedys
KpUTH4eCKOro oTHomeHus. C qpyroil CTOpOHBI, KaKIbli TEKYIIUI BOIIPOC MMEET CBOIO MCTOPHIO,
KOTOPYIO TOKE IM0JIe3HO 3HaTh. Kaxkmoe coOBbITHE MOXKET MMETh pa3Hble MHTEPIPETALUH, TTOITOMY
CJIOBA, CKa3aHHBIE MHOTO JIET Ha3aJ[, MOTYT UMETh Ba)KHOE 3HAYCHHUE.

YrtoObl OHATH COJEPKAHUE MaTepuaa, Hy)KHO YMETh €ro NpounThiBaTh. HaunHats criemyer
C TMpPeNBapUTEIBHOTO IMPOCMOTPa, B XOJ€ KOTOPOTO O3HAKOMHUTHCS C Ha3BaHHWEM paboTHI, ¢
aHHOTAlIMEH, OTJIaBJICHUEM, TpeanciIoBrueM. HYacto 3ambicen paboTHI SICEH YK€ MPU 03HAKOMIICHUH C
ee Ha3zBaHHeM. Ho 0coOeHHO MHTEepeceH MPOCMOTp OTJIABICHUS, B PE3yJabTaTe KOTOPOTO CTAHOBHUTCS
SICHBIM pa3BUTHE MbICIH aBTOpa. Hernoxo Obw1o Obl MOSIBUBIIKECS MPH 3TOM MBICIH 3a()UKCUPOBATH
Ha Oymare.

[IpocmaTpuBasi TEKCT OTJIABJIEHHS, HY)KHO OCTaHOBUTBHCS Ha TeX TJlaBaX, KOTOpbIE
NPEJCTABISAIOT A Bac OCOOEHHBIM MHTEpec, Oerjo O3HAKOMUTBHCS C HHUMH, COCTaBJISIsI B OOIIMX
yepTax CBOE MPEACTABIEHUE O HUX. Llenp 3TOro neicTBUsl — HAUTU MECTa, OTHOCSALIMECS K HCKOMOM
TeMe, OTIPEICIINB IIPH ITOM, YTO IIEHHOTO B KaX/IOM U3 HUX.

Crnenyronuii sTan — NpoYTeHNe BBIICTICHHBIX MECT ¢ (PUKCAIMel caMbIX IJIaBHBIX CBEJICHUU.
[Ipu >TOM HaIO YETKO W SICHO OCO3HABATh LENb YTEHUS, MOCTOSHHO JAEp)Ka ee mepen coOoM: Mo
KakoMy BOIIPOCY HY)KHa MH(opmanus, Uil 4ero Hy)KHa, €€ XapakTep M T.I. He0OXOJUMO MEHSTh
PeKUM 4YTEHHST — OT O€rjJoro BAYMYHMBOTO — B 3aBUCUMOCTM OT IIEHHOCTH WH(pOpMaIUH,
OCTaHaBJIMBASCh TaM, II€ ATO TpeOyeTcs Al IITyOOKOTO MOHUMAHUS TEKCTA.
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Crnenyer Hay4dWTbCsS ONPEAENATh CTPYKTYpYy TEKCTa IO COMOJYMHEHHOCTH €ro 4acTei,
YUUTBIBAsi B3aMMOCBSI3b TEKCTa C PUCYHKaMH, CHOCKaMM, MpUMEYaHUsMH H TaOnuuamu. Bee 3to
MIOMO’KET TOHUMaHMIO TEKCTa MPH OETIIOM O3HAKOMIIEHHH ¢ HUM. Tak BbIpabaThIBaeTCsl CIIOCOOHOCTD
IIPU IPOUTEHHUH Cpa3y MOHUMATH CMBICI U 3HaUY€HHE HOBOW MH(OpPMALIIH.

MHOrre KHUTM ¥ CTaTbd MMEIOT B CBOEM amIapare CHHCKH JIMTEPaTypbl, KOTOPHIE AAIOT
BO3MO’KHOCTh MOTIOJHUTh MH()OPMAIIHOHHYIO OCBEIOMIIEHHOCTh O JIOTIOJIHUTENILHOU JINTepaType 1o
JTAHHOMY BOTIPOCY.

OTnenbHBIM 3Tan NpOYTEHHsI — BeAeHME 3anuceil mpounTaHHOro. CyIIecTBYeT HECKOJIBKO
BUJIOB 3aITUCEH: IJIaH, BBIMUCKH, TE3UCHI, aHHOTAIHSI, pe3toMe, KOHCIIEKT.

IlnanoM ynoOHO MOJIB30BAaTHCS MPU MOATOTOBKE K YCTHOMY BBICTYIUICHHIO MO BBIOpaHHOMN
teme. Kaxaplif MyHKT I1aHa JTOJDKEH PacKphiBaTh OJHY M3 CTOPOH M30paHHOM TEMbI, a BECh IUIaH
JOJKEH OXBATBIBATh €€ LIEITUKOM.

Te3uchbl MpennonaraloT CXaroe H3JI0KEHHE OCHOBHBIX TOJOXKEHUH TekcTa B (opme
yTBEep)KIeHUs Wi oTputanus. OHM sBIsIOTCs  Oosiee  COBEpUICHHOM (GopMmol 3ammcell U
NPEJCTaBISAIOT OCHOBY VISl AUCKyccHU. K TOMY e X JIeTKO 3alIOMHHTb.

AHHOTaNMA — KPAaTKOE U3JIOKEHHUE COJepKaHUs — aeT o0Iiee mpeacTaBieHue o padore.

Pe3ioMe kpaTKo XapakTepu3yeT BBIBOJbI, IT1aBHbIE UTOTH ITPOU3BEICHUS.

KoncnekT sBisercs Hanbosee pacrnpocTpaHeHHOU (opmoii BeneHus 3ammceil. OCHOBHYIO
TKaHb KOHCIEKTa COCTaBIISIIOT TE3UCHI, JOTOJIHEHHBIE [OKa3aTelIbCTBAMU U PACCYXKICHUSMHU.
KoHcriekt MokeT OBITh TEKCTyaJbHBIM, CBOOOJHBIM MM TEMAaTHUECKUM. TexcmyanvHbill
NpeJCTaBIsieT coOO0M HUTATHUK C COXpPAHEHHUE JIOTUKU PadOTBl U CTPYKTYphl TekcTa. C80000mbil
KOHCITIEKT OCHOBAH Ha M3JI0)KEHUHU MaTepuaia B TOM NOpsKe, KOTOPbIi OoJie ynodeH aBTopy. B atom
CMBICJIE KOHCHIEKT MpEeACTaBIsieT cOOMpaHHWe BOEOMHO MBICIEH, pa30pOocaHHBIX MO BCEH KHHTE.
Temamuueckuti KOHCIIEKT MOET OBITb COCTaBJIEH 0 HECKOJIbKMM HCTOYHHUKAM, I/I€ 32 OCHOBY
Oepercst TeMa, HHTEPIPETUPYEMast IO — Pa3HOMY.

DKOHOMHMIO BPEMEHHM JaeT HCIOJIb30BaHUE INPH 3AMHCIX PA3IMYHOTO pOJa COKpAIeHHH,
abOpeBUaTYphI U T.JI. MHOTHE HUCIOJIB3YIOT JUISI PETUCTPALIMH UCCIIEAYEMbIX TEM CHCTEMY KapTOUeK.
[IpeumymiecTBO KapTO4YeK B TOM, YTO TE€Ma TaM H3JIAraeTcsl OYEHb CXKaToO, 1 OHU OY€Hb yJOOHHBI B
UCTOJb30BAHMH, T.K. MX MOXHO pa3l0oXWUTh Ha CTOJE, MEeperpyrnmnupoBaTh U 0e3 Tpyda HalTu
HCKOMYIO TEMY.

7. OUEHOYHBIE CPEACTBA JISA KOHTPOJIA YCIIEBAEMOCTHU
7.1. IlacnopT oHIA OLIEHOYHBIX CPEACTB

Kon
Ne Kontponupyemsie paznesnsl (TeMbl) KOHTPOJIUPYEMOU HaumenoBanue
n/m JUCLUILINHBI KOMIIETEHIINU OLICHOYHOT'O CPEJCTBA
(nnu ee yacTn)
Paznen 1. Beenenue B 1. CocraBnenue
JOKYMEHTHUPOBAHUE YIIPABICHUYECKOMN OK 1-5, Te3aypyca
! JESITEILHOCTH OK 9-10 2. YcTHBI onpoc
' IK 1.1 (nuckyccus)
3. Pemenue npoGieMHbBIX
3a/1a4
Paznen 2. Opranmzarus paboTsI ¢ 1. Yuacrue B AucKyccuu
2| AOKYMEHTaMU 2. Pemenue npobiaeMHBIX
3a1a4
3. VYcTHbIM onpoc
IIpomexyTOUHBIN KOHTPOJIb OTBeThI Ha BONPOCHI

7.2. ATrrecTanus 00y4alIUXcsl HA COOTBETCTBHE UX MEPCOHAIBHBIX JOCTHKEHUI MOITANTHBIM
TpeOOBAHUAM

‘ Dopma ‘ 3HaHus ‘ Ymenus ‘ JInunble ‘ IIpumepsl ‘
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aTTecTalluu Ka4yecTBa OLIGHOYHBIX
oOyuaronuiicss | cpeacTs
TeKyIas - 00 OCHOBHBIX - TIOJIB30BATHCA JlMcuuImMHup | Te3aypyc,
MOJIOKEHHSAX T10 U3yYEHHBIMHU OBAHHOCTS, pedepartsl,
JTOKYMEHTUPOBAHHU | CTaHIAPTHU3UPOBAHHBI | OTBETCTBEHHOC | BOMPOCHI JUIS
10 MU TEpMHHAMU; Tb, YCTHBIX
yIIpaBJIEHYECKOM - IPUMEHSATH Ha WMHUIIMATUBA, OTBETOB Ha
NeATeNbHOCTH; MIPAaKTUKE KOMMYHHKa0e | JUCKYCCHOHH
- TEPMHUHOJIOTHIO B | TOCYJapCTBEHHbIE JLHOCT, bI€ BOTIPOCHI;
oOmactu CTaHJApTHI, APYyTUe BOCIIUTAHHOCT | pelIeHHe
JOKYMEHTAI[HOHHO | HOpPMAaTHUBHBIE U b. KeHCoB,
ro o0ecreyeHus METOMYECKHUE BBITIOJTHEHUE
yIIpaBJICHUS JTOKYMEHTHI, MPAKTUYECKU
- 0 MpaBUJIaxX periaMeHTHPYIOLIe X 3aJJaHuN
opopMITCHHS OpraHu3aIIo
JTOKYMEHTOB; JOKYMEHTAI[HOHHOTO
- HOpMAaTUBHbBIE obecrnieveHus
JTOKYMEHTHI, yIIPaBJICHHSI;
periaMeHTHPYIOU] | - COCTABIATh U
M€ COCTAaBJICHHE U | TPAaBUIBHO (B
odopmIiieHHE COOTBETCTBUHU C
OpPraHU3alMOHHO- | JAEHCTBYIOIIMMHU
pacropsIuTeNbHbl | HOPMAaTHUBHBIMH
X JOKYMEHTOB JOKYMEHTaMHu )
- 00 yHU(UKAIIH opopMIATH
U CTaHAApTH3allMd | OCHOBHBIC BUJIBI
YIIPaBIIEHYECKUX OpraHu3alMoOHHO-
JTOKYMEHTOB pacropsIuTeNbHBIX
- popMBI, METOIBI JIOKYMEHTOB;
U CHCTEMBI - BBITIOJTHATh
JOKYMEHTUPOBAHHU | OTpEAEICHHBIEC BUIbI
s1; pabot o
- NOPSAZIOK | OpraHu3aluu padboT ¢
OpraHu3aluu JOKYMEHTaMH B
JOKYMEHTOB B YUpPeKIICHHS;
KOMILJIEKCHI; - opopMIATH
-3aKOHOJATENIbHBIE | HOMEHKIATYPY JIeNl U
aKThl U ¢dbopmupoBars aena B
HOpMAaTHUBHBIE COOTBETCTBUH C
JTOKYMEHTHI 110 HOMEHKJIATYpO Jel;
OpraHu3aluu - OCYIIECTBIATh
paboTHI C JOKYMEHTHUPOBAaHUE U
JOKYMEHTAIHeiH; OpraHu3aluio paboThl
- npaBuUja | € AOKyMEHTaMH;
COCTaBJICHUS U - MOJIb30BATHCS
0(OPMIICHHIO OCHOBHBIMH
pa3NUYHBIX BUJOB | HOPMAaTHBHO-
JTOKYMEHTOB; MIPaBOBBIMU
-TpeOOBaHMS K JOKyMEHTaMH B
TEKCTY obnactu
CITY’KEOHBIX TOKYMEHTUPOBAHHUS
JTOKYMEHTOB; - COCTaBJIATH U
- oOrmue opopMIIATH
npaBuja pa3IUYHbBIE BUJIBI
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OpraHu3aluu JTOKYMEHTOB;
paboTHI C
JOKYMEHTaMHU
MIPOMEXYTO | - 00 OCHOBHBIX - TIOJIB30BATHCA Jucuumnuza, | Komruiexr
YHasi MOJIOKEHUSX T10 M3yYEHHBIMHU OTBETCTBEHHOC | TEOPETUYECK
JOKYMEHTUPOBAaHH | CTaHJApTHU3UPOBAHHBI | Th, UX BOIPOCOB
10 MU TEPMHHAMU; WHHUIMATUBA, | K OK3aMEHY
yIIpaBJIEHYECKOM - IPUMEHSATH Ha KOMMYHHKa0e
NeATeNbHOCTH; MIPAaKTUKE JLHOCT,
- TEPMHUHOJIOTHIO B | TOCYJapCTBEHHbIE BOCIIMTAaHHOCT
oOmactu CTaHJApThl, APYrUe b.

JOKYMEHTAI[HOHHO
ro o0ecreyeHus
yIIpaBJICHUsI

- 0 IpaBUIIaxX
odopmIIeHHS
JTOKYMEHTOB;

- HOpMaTHBHBIC
JTOKYMEHTHI,
perJIaMeHTUP YOI
Ue COCTaBIICHUE U
odopmieHue
OpraHu3alMoHHO-
pacnopsIIUTEIbHBI
X JOKYMEHTOB

- 00 yHU(UKAIIH
U CTaHJIapTH3AINU
YIPaBICHYECKUX
JTOKYMEHTOB

- popMBI, METOIBI
U CHCTEMBI
JTOKYMEHTHPOBAHH
5

- HOPAIOK
OpraHH3anum
JOKYMEHTOB B
KOMILJICKCHI;
-3aKOHOJATeNbHBIE
aKThI U
HOpPMAaTHBHEIC
JTOKYMEHTHI 110
OpraHH3anuu
paboTHI C
JOKYMEHTALUEH;

- npaBuiia
COCTaBIICHUS
oGopMIICHHIO
pa3NYHBIX BUIOB
JTOKYMEHTOB;
-TpeOOBaHMS K
TEKCTY
CITY’KEOHBIX
JOKYMEHTOB,;

HOpPMaTHUBHBIE U
METOIMYECKHUE
JTOKYMEHTHI,
periJaMeHTHPYIOLIIe
OpraHu3aIuIo
JOKYMEHTAI[HOHHOTO
obecrieueHus
yIIpaBJICHUS;

- COCTaBJISTh U
IIPaBWJIBHO (B
COOTBETCTBUH C
JNEUCTBYIOLIUMHU
HOpPMaTUBHBIMH
JOKYMEHTaMH )
0popMIIATH
OCHOBHBIE BH/IbI
OpraHu3aIMoHHO-
pacropsIuTeNbHBIX
JTOKYMEHTOB;

- BBITIOJIHATH
OTIpeieIeHHbIE BU/IBI
pabort 1o
opranu3zanuu pador ¢
JOKYMEHTaMH B
YUpeXKICHHS;

- opopMIATH
HOMEHKJIATYpY Jel U
(dbopmupoBath 1ena B
COOTBETCTBUH C
HOMEHKJIaTypO A€,
- OCYIIECTBIIATD
JOKYMEHTUPOBaHHUE U
OpraHu3aLuio paboThl
C IOKyMEHTaMU;

- MOJIb30BATHCS
OCHOBHBIMH
HOPMAaTHUBHO-
MIPaBOBBIMU
JOKYMEHTaMH B
oOmactu
TOKYMEHTUPOBAHHUS
- COCTaBJIATH U
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- oOrmue opopMIIATH
npaBuiia pa3IUYHBIC BHIBI
OpraHH3anum JTOKYMEHTOB;
paboTHI C

JOKYMEHTaMH

Kpurepun onenkn 3HaHUH

1. KpuTepuu oneHKH YCTHOTO ONPoca (AUCKYCCHH/KOJIJIOKBHYMOB/CO0ece10BaHUA):

—OIICHKA «OTIMYHO» BBICTABISETCA CTYACHTY, €CIH OH ITyOOKO M3Y4ms yueOHBIM MaTepuan u
aUTepaTypy Mo mpoOieMe, IMOCIeA0BaTeNIbHO M MCYEpIBIBAIONIE OTBEYAeT Ha IIOCTAaBJICHHbBIE
BOTIPOCHI;

—OIIEHKA «XOPOIIO» BBICTABJSIETCS CTYJCHTY, €CIM OH TBEpAO 3HAET MaTepual M OTBEYAeT
0e3 HaBOAIINX BOIIPOCOB, pa30upaeTcs B IUTEpaType 1o npodieme;

—OIICHKa «YJOBJIETBOPUTEIHHO» BBICTABIISICTCS CTYJEHTY, €CIU OH 3HAET JIUIIb OCHOBHOU
MaTepuall, IyTaeTcsl B JIMTepaType Mo MmpobiemMe, a Ha 3aJaHHbIe BOIPOCHI OTBEYAET HEIOCTATOYHO
YETKO M IOJHO;

—OIICHKA «HEYJOBJIETBOPUTEIBHO» BBICTABISETCSA CTYACHTY, €CIM OH HE YCBOWJ OCHOBHOTO
MaTepHalia, He CMOT JJOCTaTOYHO IOJIHO U MPaBUIIBHO OTBETUTH HA MOCTABJIEHHBIE BOIIPOCHI, HE 3HAET
JUTEPaTypHI MO Mpodieme.

2. Kpurepuu oneHKH NPH pellIeHUH KeiicoB

OuneHka «3a4TEH0» BBICTABJAETCS CTYAEHTY, eCJIu:

—3a/laHi€ BBIMOJIHEHO M OTIMYAeTCA TIYOMHON M COIEp)KaTeNbHOCTBIO, JaHHbBIE JOTMYHO
NOCTPOEHHbIE, TOJHBIE, [JaHbl MCYEpPIBIBAIOUINE OTBETHl, JEMOHCTPHpPYET IpHMEHEHHE
AHAJTUTUYECKOTO U TBOPUYECKOTO TIOIXOJIOB;

—CTYIEHT JeMOHCTPUPYET yMEHHE BECTH HAYYHYIO TUCKYCCHIO.

OueHka «He 32a4TeH0» BbICTABJSAETCSH CTY/ICHTY, €CJIM:

—CTYJIEHTOM HE PAcKpbITO COJACpKaHME 3aJaHus, OOHAPYKEHO HE3HAHHE WM HENOHUMaHHE
CYILHOCTH BOIIPOCOB;

—JIOTIYILIEHBI CYIIECTBEHHBIE (PaKTUYECKHE OIIMOKH MTPU OTBETAX Ha BOIIPOCHI;

—Ha JIONOJIHUTEJIbHBIE BOIMPOCHI CTYJACHT 3aTPyJHSETCS JaTh OTBET WM JaeT HEBEpHBIC
OTBETHI.

7.3. OneHo4HbIe cpeacTBA VIS MPOBeeHUs TeKylleil aTTecTaluu
Te3aypyc. Te3aypyc mo3BONSI€T BBISIBHUTH CMBICI HE TOJBKO C TOMOIIBIO ONpEAETCHUs, HO U
MIOCPE/ICTBOM COOTHECEHHS CJI0OBA C IPYTUMH MOHATUSMU U UX TPYyIIIaMH.
Tembl pedepaTos
1.ITonATHE O JOKyMEHTAaX, CIIOCO0ax TOKYMEHTUPOBAHHUS, HOCUTEISIX HH(POPMALIUH
2. [Tonstue o GyHKIUAX JOKYMEHTA

3. [Tpu3Haku U CTPYKTypa TOKyMEHTa

4. YHaudukanus u cTaHAapTU3anus J0KyMEHTOB.

5. YHUpUUIUPOBAHHBIE CUCTEMBI TIOKYMEHTALIUU

6. dopmynsip-oOpaser; OpraHu3alnOHHO-PACTIOPSAIUTEIBHOTO TOKYMEHTA

7. TpeboBanust Kk O(OPMICHHIO PEKBH3HTOB OPraHHU3aLMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB

8. [IpaBuna odgopMiaeHHs OCHOBHBIX BHAOB OPraHMU3AaLMOHHO-PACIIOPSAIUTEIBHBIX
JTOKYMEHTOB

9. CrnpaBo4YHO-UH(OPMAITIOHHBIE IOKYMEHTBI

10.  Cayx0a TOKyMEHTallMOHHOTO 00ECTIEYeHHUS YIIPAaBICHHS.

11.  TpeGoBaHus K OpraHu3alyu JOKyMEHTO000pOTa

12.  IIpuem mocTynarmmux J0KyMEHTOB, OpraHu3aius JOCTaBKH JOKYMEHTOB

13.  TpeboBaHust K  OpraHM3allMl  XpaHEHHWS  HCIOJHEHHBIX  JOKYMEHTOB B
JEI0MPOU3BOACTBE.

14. Howmenkinarypa nen

15.  TpebGoBanus K GOPMHUPOBAHUIO JIE] B JEIONPOU3BOICTBE
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Bomnpocsl 151 yCTHOTO 0TBeTa (INCKYCCHHU) M0 TEMAaM:

Pa3nen 1. BBenenue B TOKyMEHTHPOBAHUE YIIPABICHUECKOHN AEATEILHOCTH

Tema 1 JIokyMeHTHI U CIOCOOBI TOKyMEHTHPOBAHUS

1. Kakum HOpMaTHBHBIM JOKYMEHTOM PETJIaMEHTUPYIOTCS OCHOBHBIE TEPMUHBI

B 00J1aCTH J1eONPOU3BOACTBA?

2. Yto BKIIIOYAET B CE0sl MOHATHE «JOKYMEHT»?

3. Kakue s13bIKH 1 cIOCOOBI JOKYMEHTHPOBAHHUS BbI 3HaeTe?

4. HazoBuTe COBpeMEHHBIE BUAbI HOCUTEIEH HHPOPMAITIH.

5. Kakum 3aKk0HOM yCcTaHaBIMBAETCS MPABOBOM PEXKUM CO3AHUS, XPAHEHUS U
UCTIOJIb30BaHUS MH()OPMAITMOHHBIX PECYpCOB?

6. Uem oTiiM4aeTcst JOKYMEHT JIMYHOTO IPOUCXOXKIAEHHS OT O(UIIHMATBHOTO TOKyMeHTa?
7. Yto 00yclIaBIMBaET IOPUIANYECKYIO CUITY O(pUIIMAIEHOTO JOKYMEHTa?

8. UTto moHMMaeTcs o1 NoIU(PYHKIIMOHATBHOCTBIO JOKYMEHTA?

9. HazoBuTe 0cHOBHBIE OJIOKH (Tpymniibl) GYHKIMH JOKyMeHTa. YeM xapakTepu3yercs
KaX/IbIi 0J10K?

10. Kak mensiercs neiictBue QyHKIHI BO BpeMeHH?

11. HazoBuTE OCHOBHBIE CBOMCTBA JOKYMEHTA.

12. Jlaiite onpenenenue arpuOyTUBHOCTH ((DyHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)
JOKYMEHTA.

13. Ha3zoBuTE OCHOBHBIE IIPU3HAKHU TOKYMEHTA U JAWTE KPATKYIO XapaKTEPUCTUKY
Ka)KJI0TO U3 HUX.

14. Yro Takoe ropuandeckas cuia J0KyMeHTa?

15. Jlaiite onpeneneHue Mo IMHHMAKA U TyOIuKaTa JTOKyMEHTA.

16. [laiite onpenenenue konuu qokymenrta. Koraa konus qokyMmeHTa nmpruoopeTaer
IOPUANYECKYIO CHITY?

17. Yem NOJIMHHBIN JOKYMEHT OTAUYAETCS OT MOAJI0KHOT0?

18. Uro npeacTaBiseT co60il JOKYMEHT, (albCUPUIMPOBAHHBIN TTOJTHOCTHIO?

19. Yro npeacTasnseT co60il JOKYMEHT, (albCUPUIMPOBAHHBIA YaCTUYHO?

20. Yro npexacraBisieT co00i OpUrHHAT TOKYMEHTa?

Tema 2 YHudukanus u cranaaptuzanus 10KyMeHToB. CHCTEMbI TOKYMEHTAIUH

1. KakoBbI OCHOBHBIE 11€TH YHU(DUKAITUH TOKYyMEHTOB?

2. Yto yyuThIBAETCA MPU NPOBEACHUH YHU(DUKALUU JOKYyMEHTOB?

3. Uto nmoHMMaeTcs oA CUCTEMOU JOKYMEHTALINH ?

4. Kakue ObIBalOT CUCTEMBI JOKYMEHTALIUN?

5. B uem ocobennocts YCOPJI?

6. Uto npencrasisier cOO0H CTaHAAPT U KaKUe BUJIbI CTAaHAAPTOB MPUMEHSIOTCS

B Hallel crpane?

7. YTO BXOAUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAApTU3ALUU?

8. K10 pa3pabarsiBaeT 1 yTBEp>KAaeT HOPMATUBHBIE JOKYMEHTHI IO CTaHIapTU3ALIH
U KTO OCYIIECTBIISIET KOHTPOJIb U HaJ30p 3a cOOII0IeHUEM UX TpeOoBaHUA?

9. Yto npencrasisier cobort YCJI u kakue neiictyromue B Hamei ctpane YC/]

BbI 3HaeTe?

10. Yto noHumaercs noj peKBU3UTOM JOKyMeHTa?

11. Yro onpenensier popMyssip AOKYMEHTA M YeM OTJINYAETCs GOpPMYIsip JOKYMEHTa
oT ¢popmyisipa-obpasma?

12. KakuM HOpMaTUBHBIM TOKYMEHTOM PEIVIaAMEHTHPYETCS TP

Tema 3 PexBU3UTHI U OJTaHKU JOKYMEHTOB.

1. Kakue ¢opmartsl Oymaru HCHOIb3YIOTCS UL TOCTpOeHus popmynsipa-oopasua OPL?
2. Kakue pa3meps! noneit OP/] ycranoBneHsr hopmynspom-oopazmom OP1?

3. Moryt 11 Ha HOJISIX TOKyMEHTA PacIoJiaraThCsl Kakhe-1100 peKBU3UTHI?

4. Kakoif MakCUMaJbHBIM COCTaB PEKBU3UTOB YCTAHOBIIEH (POPMYIIIPOM-00pa3om?
5. CKOJIBKO TMOJI0XKEHUH TadynaTopa UCIONIb3yeTCs IPpU 0(POPMIICHUN PEKBU3UTOB?
6. Kakue pekBU3UTBI OTHOCATCS K TIOCTOSTHHBIM ?
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7. Kakue pekBU3UTHI SABISIOTCS 00s3aTeIbHBIMU?

8. CKOJIBKO CYIIIECTBYET CIIOCOOOB 0(POPMIICHHS PEKBU3UTOB?

9. Yto XapaKTepu3yrOT IONOJHUTENbHbBIE peKBU3UTHI OPJ1?

10. Yem npoaosibHBIN BapUaHT PaCIONIOKEHNS PEKBU3UTOB 3ar0J0BOYHON 4acTu

Onmanka otnmudaercsi ot yriaooro? 11. Kakumu cmocobamMu MOXKHO M3rOTaBIMBAThH OJIAHKH
JOKYMEHTOB?

12. Yro siBrsieTCst OCHOBOM JUIsl MPOEKTUPOBAHUS OIaHKa JOKyMeHTa?

13. JIns opopmieHHs KaKUX BHJIOB IOKYMEHTOB UCTIOJIb3YeTCs OOIIHiA OaHK?

14. Kakue moCcTosSsHHBIC PEKBU3UTHI MOT'YT ObITh HAHECEHBI Ha KaXK/IbIi BU OnaHKa?

15. Kakumu cnoco6amu MOTYT OTMEUaThCsl Ha OJIaHKaX MecTa JJIsl IEPEMEHHBIX

PEKBU3UTOB?

16. Yem oOmmmii 6;1aHK OTJIMYAeTCs OT OaHKa mucbMa?

18. Kakue TpeGoBaHuUS MPEABSIBISIOTCS MIPU U3TOTOBIICHUS OJlaHKa ¢ H300pakeHHEeM

I'ocynapctBennoro rep6a P® unu rep6oB cyobekToB PO?

19. YUro HE0OX0AMMO MPEACTABUTH B THIIOTPAHIO Ul U3rOTOBIECHUS OlaHKa?

Tema 4 Oprann3alluOHHO-paCOPAAUTENbHASA JOKyMeHTauusa. Oprann3alioOHHbIE JOKYMEHTBI

1. Kakue 1oKyMeHTbI OTHOCSTCSI K OpraHu3alluOHHBIM?

2. B yem 3axioyaercsi 0c00EHHOCTh O(OPMIICHHS 3aroJioBKa K TEKCTY B OpraHM3allMOHHBIX
JNOKyMeHTax?

3. Korna oprann3annoHHble JOKYMEHTHI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpoUTCS TEKCT B OpraHU3alMOHHBIX JOKYMEHTaX?

5. Kak nonro neicTByeT OpraHu3allMOHHBINA JOKYMEHT? MOXHO JId BHOCUTh U3MEHEHUS

B TEKCT OPraHU3aL[MOHHOTO TI0KyMEHTa?

6. Kakue cBeneHus JOKHBI COAEPKATHCS B TEKCTE YUPEIUTEIbHBIX JOKYMEHTOB?

7. C KaKoH LIETbI0 CO3/1at0TCsl TUIIOBBIE U IPUMEPHBIE OPraHNU3allMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TEKCTa M0JI0KEHUS 00 OpraHu3anuu?

9. B ueM coCTOUT pa3nuue TaKMX JOKYMEHTOB, KaKk IITATHOE PACICaHUE U

CTPYKTypa U LITaTHasl YUCIEHHOCTb?

10. ITouemy HOMKHOCTHAS MHCTPYKILMSI HE COCTABIISECTCS AJIs KATETOPUH CITYXKAIIUX

«pykoBoauTENN»? UTO NOIDKHO COAEPKATHCS B TEKCTE KaXA0I0 pa3zeia J0KHOCTHON

UHCTPYKLMU?

11. Kakue BUJIbI OpraHU3allMOHHO-PACHIOPSIUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacropsiANTENIbHBIM?

12. Ilouemy pacniopsiauTeNbHbIE JOKYMEHTBI OTHOCSTCS K IPABOBBIM aKTaM?

13. Korzia pacniopsiiuTeNIbHblE JOKYMEHTBI BCTYAIOT B CHILY?

14. Kak paznuuatotcs 1o cepe AeUCTBUS paclopsaIUTeIbHbIE TOKYMEHTHI?

15. Yto ABNsE€TCS OCHOBAHUEM ISl U3[AAHUS PACIOPSIAUTENBHOIO JOKYMEHTA?

16. Kak cTpouTcsi TEKCT pacopsAUTENIBHOTO TOKyMeHTa?

17. Kak oopmiiseTcsi OTMETKA O HATMYUH MPUIIOKEHHUS B PACHIOPSIIUTEIEHOM

JTOKyMeHTe?

18. Kakue opranbl IpUHUMAIOT [IOCTAHOBJIEHUE?

19. Yto o3HauvaeT nata B pacHoOpsSAMTEIBLHOM JOKYMEHTE, IIPOCTaBisieMas B 3ar0JIOBOYHOMN
yactu OnaHka?

20. B kaxoii (hopme U31aI0TCSI COBMECTHBIE PACHOPSIIUTENbHBIE JOKYMEHTHI?

21. Kakuie ObIBArOT BUJIBI PUKA30B?

22. Yem otnuuaetcs opopMIIeHHE TIPUKa3a Mo JUYHOMY COCTaBy?

23. KTo uMmeer npaBo NOANUCH HA MTPUKa3ax?

24. Kakoil peKBU3UT UMEETCSI TOJIBKO Ha ABYX BHJIaX PaCHOPSAUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U pacoOpsHKEHUSAX?

25. Ilo xakuM BoIpoCcaM M3/AI0TCs PACTIOPSKEHUE U YKa3aHue?

26. Kakue TOKYMEHTBI OTHOCSTCS K IPYIIIE CIPaBOYHO-MH(POPMAITUOHHBIX?

27. Ha kakux Onankax o(pOpMIISIIOTCS CIIPaBOYHO-UH(OPMAIIHOHHBIE TIOKYMEHTHI?

28. Kak cTpouTCs CTpYKTYpa TEKCTa CIIy>KeOHOTO muchbma?

29. KakoBbl npaBuiia 0(hOpMIICHUS TeJIeTPaMMBbl?
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30. B uem ocobenHOCTh OpopmMiIeHHs TeneOHOTPaMMBI?
31. Kakue ObIBatOT BUIBI TPOTOKOJIOB M YEM OHM OTJIIMYAIOTCS JAPYT OT Apyra?
32. Kak opopmiisieTcst BBOJHAs 4acTh MPOTOKOJA?

Paznen 2 Opranuzanus paboThl ¢ JOKyMEHTaMHU

Tema 1 Opranu3zanusi JOKyMEHTO000pOTa

1. Kak Ha3piBaeTcs cimyx0a, OCyIIeCTBIAIOMAs JOKYMEHTAIIMOHHOE 00ecTiedeHne

yIpaBi€HUs, B 3aBUCUMOCTH OT NPUHAIIEKHOCTH K OIIPEIETIEHHOM IpYIIe OpraHu3anui?

6. Uto ycTaHaB/IMBAET MHCTPYKLMS 1O JEIONPOU3BOJCTBY U KaKU€ pa3zeiibl TEKCTa

MOTYT OBITh BKJIIOYEHHI B Hee?

7. Kakue ¢yHKIMM B cayk0e OpraHu3aliid BBINOJHAET KAaTETOPHUsS — CIY)KaIIUX
«CHEUATUCTBI»?

8. Ha kakue BubI 1€IOTIPOU3BOICTBEHHBIX paboT pa3paboTaHbl HOPMbI BpEMEHU ?

9. Uro Takoe JOKYMEHTOOOOPOT W Kak OCYIIECTBISETCS  MOACYET o0bema
JTOKyMeHTooOopoTa?

10. Kakue moToku T0KyMEHTOB NPUHSATO PAa3IUYaTh B COCTaBE JOKYMEHTO0O0poTa?

11. Ha3oBuTE OCHOBHBIE 3TANbl JOKYMEHTO00O0pOTA.

12. Ha3oBuTE OCHOBHBIE IPUHIIMITBI OPTaHU3ALUHN JOKYMEHTOO0O0pOTA.

13. Kakue cymiecTByOT OpraHu3aiMoOHHbIe (POPMBI JETOPOU3BOCTBA U YUEM OHH

OTJIMYAIOTCSI IPYT OT Apyra?

Tema 2 Opranu3zanusi perucTpaluuy J0KyMEHTOB U KOHTPOJIb UCTIOJTHEHUSI IOKYMEHTOB

1. KTo B opranuzanusix ocymiecTBiseT pueM U 0TpaObOTKy KOPPECTIOHACHIH?

2. Ilouemy neHTpain3anys NpuemMa U OTIPaBKH - HEIPEMEHHOE YCIOBUE PaLlMOHAIBHOM

OpraHu3aluy JOKyMEeHTOoO0opoTa?

3. Kakue Buipl paOOoT BBIMOJHSAIOTCS U KAKHE CPEJCTBA OPTTEXHUKU IPUMEHSIOTCS

pu 00paboTKe MOCTYHAIOIICH KOPPECTIOHACHIINN?

4. Yro mpencrapusieT co00i pekBU3UT 29 «OTMETKa 0 MOCTYIUICHUU JOKyMEHTa

B OpPraHU3alMIO» U I'/I€ OH MPOCTaBIIsAETCS?

5. IloueMy He Bce KOHBEPTHI MOUIEKAT YHUUTOKEHHUIO 10CIIE BCKPBITHS?

6. Kakum 06pazoM OCyIIECTBIIAETCS T0CTaBKa KOPPECTIOHACHINH?

7. Kyna nomxeH nepenaBaTbesi JOKyMEHT, €CJIM B PEKBU3UTE 15 «AnpecaT» yKa3aHo

TOJIBKO HAUMEHOBAaHUE OpraHu3aLuu’?

8. Uto moiKHA cAenaTh SKCIEIUIIHS, €CIIU MPU BCKPHITUN KOHBEPTA 0OHAPYKHUIIOCH,

YTO JTOKYMEHT MOCTYNUI 0€3 MpUI0KeHN?

9. Kakas xkoppecioHJeHIMS HE TIOJUIEKUT BCKPBITUIO?

10. Kaxoii mpoIeHT OT 0011er0 KOJIMYECTBA MOCTYMUBIINX TOKYyMEHTOB OOBIYHO

IIOCTYIIA€T Ha PACCMOTPEHNUE PYKOBOAUTENS?

11. Kakue onepaiuy oCyLeCTBIISIFOTCS IPU IPEIBAPUTEIBLHOM PACCMOTPEHUH JOKYMEHTOB?

12. Yro npeacTaBiseT co060il pe30IoHs U TJe OHa MPOCTaBIISAETCS?

13. MOXHO 11 IPOCTABIIATH PE30IIOLUIO Ha OTACIBHOM JIUCTE?

14. Kyna nepenatorcsi JOKYMEHTBI [IOCIIE UX PACCMOTPEHHUA?

15. Kyna nepenarorcst oOpaleHus rpaxkJiad Mocie UX pacCMOTPEHHs PYKOBOJICTBOM

OpraHu3anuu?

16. KT0 siBIIIeTCsl OTBETCTBEHHBIM 3a UCIIOJIHEHUE, €CIIM B PE30JIIOIIUU YKa3aHO

HECKOJIBKO UCIIOJIHUTENENH?

Tema 3 Opranu3zanus onepaTUBHOIO XpaHEHUS JOKYMEHTOB

1. YTo nporcxXoauT ¢ TOKyMEHTaMH II0CJI€ OKOHYaHUsI UX UCIIOIHEHUA?

2. JlaiiTe onpenenenre NOHATHS «1eno». Kak mpoucxoaut ero opmupoBanue?
3. Uto npencrasisier coboit HomeHknarypa aen? Kak ona opopmsercs?

4. HazoBute BUbI HOMEHKJIATYPBI JEI.

5. Kakue Bupl Manok MCHOJB3YKOTCS IPU OpraHU3aliy ONEpaTUBHOIO XpaHEHUS
JOKYMEHTOB?

6. Kak hopmupyeTcst UHIEKC Jesia 0 HOMEHKJIaType Jen?
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7. Kak nomkeH ObITh COPMYTUPOBAH 3ar0JIOBOK Jerna?

8. Ha ocHOBaHMM 4ero NpoMCXOAUT ONPEEIIEHUE CPOKOB XPaHEHUSI TIOKYMEHTOB?

9. Yto Ha3bIBAaETCSI HTOTOBOH 3aMMChI0 B HOMEHKIIATYpe JIel U 10 Kakoi (hopme

OHa CcOCTaBJIsAeTCA?

Tema 4. Ilopsnok nepenaun JOKyMEHTOB B apXUB WM HA YHUUTOXKEHHUE

1. B Tedenmne Kakoro cpoka JOJDKHBI XPaHUTHCS IO MeCcTy (hOPMUPOBAHUS 3aKOHYCHHBIE

JEJIONPOU3BOJICTBOM jeiia?

2. KakoBbl CpOKM XpaHEHUS A€, MOUIeKAIUX [Iepeade B apXUB OpraHu3anun?

3. Yto npeaycMarpuBaeT MojHOe o(opMIICHHUE JieNia P MOATOTOBKE €ro K Imepeaade

Ha XpaHEHHE B apXUB OpraHU3aLuu?

4. B KaKkuX cIy4asx cOCTaBJICHHE BHYTPEHHEH OMUCH Jienia 00s13aTeIbHO ?

5. Yo 03HayaeT nepecucTeMaru3anys JOKYMEHTOB B JIeJI€ U IOUeMy OHa IPOBOJUTCS

TOJIBKO ITPY NMOATOTOBKE JI€J1a K Iepeiaue Ha XpaHeHHUe?

6. Kak HymepyroTcs nucThl nena?

7. Becerna nu cocTaBiisieTcs 3aBepuTeNbHas Hanuch Aena? YTto B Hee BXOAUT?

8. Kakum 00pa3zom MoAmMBaroOTCs TOKyMEHTHI TIOCTOSIHHOTO CPOKa XpaHEHHUS B

TBepyto 00710kKy? Beerna nmu nena neperuieratorcs?

9. Kak 10oJKHBI XpaHUTHCS 0CO00 LIEHHbBIE TOKYMEHTHI?

10. C xakuMu eNIMU TPOU3BOIUTCS TOJTHOE 0(OpMIIEHHE JIeIT TIPU MX MOATOTOBKE

K [lepe/iaye Ha XpaHEHUE B apXUB OpraHu3aluu?

AHaJm3 npo0JIeMHBIX CUTY AU

Jlns mpoBeieHUs aHanmu3a NPOOJIEMHONW CHUTyallMM HEOOXOIMMO TPEeXJE BCEr0 YETKO
cOpMyYIHPOBATH CYIIHOCTH IPOOIEMBI M OTIMCATh CUTYAIIUIO, B KOTOPOM OHA UMEET MECTO.

CopneprxanueM aHanu3a MpoOIeMHON CUTYalluu SBIISETCS:

1) ompeneneHue CyIIECTBOBaHMS MpOOJNEMBI, T.6. YCTaHOBJIEHHE, €CTh JH B
JeWCTBUTENFHOCTH Mpo0ieMa UK OHA SBJISIETCS MHUMOM;

2) ompeneneHue HOBU3HBI IPOOIEMHOM CUTYalUu;

3) ycTaHOBJIEHUE IPUYMH BOSHUKHOBEHHS MPOOIEMHOI CUTYaIHH;

4) onpenenenue B3aMMOCBSI3U C IPYTUMH MPOOIIEeMaMH;

5) ompeneneHne CTENeHN OTHOTHI i JOCTOBEPHOCTH MH(POPMAIMU O TPOOIEMHOM CUTYaluH;

6) orpenesneHre BO3MOKHOCTH Pa3pelIMMOCTH MTPOOIEMBI.

KEHNC-3ananue 1: Kommanuss «M...» 3aHuMaeTcss pa3paboTKaMH MHpPOTPaAaMMHOTO
oOecrieyeHus. 3apruiaTta MepcoHaia HaMpsMyIO 3aBHCHUT OT KOJHMYECTBA BBINOJHEHHBIX 3aKa3oB. B
MoclieIHee BpeMsi B OpraHU3alMy HaOII0AaICs POCT 3aKa30B, U COTPYAHUKAM MPHUXOIUIOCH MHOTO
pabotate. Imutpuii B. — Bexymwmii paspadotunk. Tak MoIydmsiocs, 4To B caMblii pasrap paboThl OH
clioMall HOTY M Mecs1l ObUT Ha O0JILBHUYHOM, HO paboTai ynaneHHo u3 goma. [loaToMmy pykoBoauTENH
OIJIATWJI €My He OOJbHMYHBIN, a BBIMOJHEHHBIE MPOEKTHI (TO €CTh COTPYAHHK MOJYYHI MOJTHYIO
3apmiaTy co Bcemu 6oHycamu). Ho ynaneHHO He ObUIO BO3MOKHOCTH PELIUTh HEKOTOPBIE BOIPOCHI,
u JMuTpuii BeIen Ha pabOTy B BBIXOJHOHM MO CBOEH MHUIMATHBE, YTOOBI J0JeNaTh TO, YTO He
yCIIedl, HO 32 YTO yX€ MOJIyYHJI OIUIaTy.

Uepes kakoe-TO BpeMsl pyKOBOAUTEIb NONPOCWIT JIMUTPHsI BEINTH B BBIXOJHOM J€Hb, TaK KaK
CPOYHO HYXHO OBLJIO 3aKOHUMTH NpoekT. OH cormacwics. Ho cmycts Bpems [mutpmii cran
TpeOoBaTh 1Ba OTryNa 3a paboTy B BbIXOJHBIE. PyKoBOAMTENb OTKa3al, OOBICHSS, YTO €My MOJIOKEH
TOJIbKO OJuH. [Ipoun3omen KOH(GIUKT, KOTOPBI NPUBEN K TOMY, 4yTO JIMUTpHii Hamucas 3asBIeHUE
00 yBonbHeHHMU. HavanpHUK 00paTmics 3a MOMOIIbI0 K aupekropy no nepconany KOmuu K., yTo6s1
OHa TIOMOTJIa €My YperyaupoBaTh KOHQIMKT U OOBSICHUTH JIMUTpHUIO, YTO €My JAEHCTBHTEIBHO
I0JIO’KEH OJIMH OTTYII.

3apganue. [lomorure HOmuum K. HailTu BbIXON W3 cHOXuBIIEHCsS curyanuu. To ecTb
NPEUIOKUTE CBOE pEIIeHHE Keiica, OTBETMB Ha CJEyIoUlHe BOmpochl: — B yem ommuOka
pykoBoauTelns U B ueM He npaB Imurtpuii? — Kak FOnuu oObsICHUTE COTPYIHUKY, YTO €My TOJIOXKEH
OJIUH OTTYIl, U HE JeMOTHUBHPOBATH MpH 3ToM? — Kak opranu3oBatb paboTy, 4TOOBI TAKUX CHUTyalUi
HE IIPOUCXONIIO?

JlaHHBIM Keiic JOJpKeH ObITh pelleH C TO3WIUN  JTOKyMEHTAMOHHOTO OOecredYeHus
yIpaBICHUS.
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KEMC-3ananue 2: 3A0 «Cenena» nomydaer oT OAO «MepKypuii» peKIaMHyio 6pOIIopy,
NPECTaBIISIONIYIO 000TpeBaTeIbHbIE

npuOOpPHI, KOTOPBIE MOTJIM ObI HATH IPUMEHEHHE B TEIUTMYHOM XO3SHCTBE.

Ha coBemanum o uCnojab30BaHUIO 3TUX MPHUOOPOB BBISICHUIIOCH, YTO /ISl IPUHSTUS

OKOHYATEeJIBHOTO PElICHUs HeoOXoIuMbl 0oJiee IMOJIHbIE JaHHBIE 10 BCEM TOBapaM JaHHOMN
TPYIIIBL, TAKKE

MIPENCKYPAHT LIEH C YKa3aHUEM YCIIOBU IIOCTABKHU.

3amanue: CocTaBbTe MHPOEKT CiykeOHOoro muchMma B cekperapuar OAO «Mepkypuii» ¢
3arpocoM Oostee o gpoOHON HHPOPMALIMU O JAHHOM TOBape.

KEMC-3ananue 3: Tlo Bune Gyxranrepun cotpyaaukam 3AO «CeleHa» B TEKYIIEM MecSIIe
ObL1a 3a7epkaHa BhITIaTa 3apaboTHOM maThl. [ aBHbIi Oyxrantep uHpopmupyet aupexropa 3A0 o
TOM, YTO 3aJIep>KKa HAIMYHOCTU ObLIa CcBsi3aHa C omo3aaHueM Ha cueT 3A0 NEHEKHBIX CPEICTB OT
pEeANPUATUI-TIAPTHEPOB.

3anmanue: B pomu Oyxrantepa 3anoiaHuTe GOpMYIIsip CIyxKeOHOM 3arucKu.

KEMC-3ananue 4: Bamum paboTonateneM ABISETCS HHANBHAYATbHBIN TIPeTPUHEMATENb.
Be1 npopaboTanu 7 gHEi.

ITpu sToM paboTa asnsercs st Bac ocHoBHoi (c1.66 TK PO).

3aganue:

1. O6s13aH 11 MHAMBHTYAIbHBIHN MPeANPUHUMATEb BECTH Ha paOOTHUKA TPYAOBYIO KHUKKY B
JTaHHOM CUTyaluu?

2. Kto u3 paboronaTeneii He UMeeT MPaBO BECTH HA paOOTHUKA TPYAOBbIE KHUKKHU?

[IpakTuyeckue 3axaHus

3aoanue 1.. Curyanus

3amecturens gupekropa OOO «Oranon» (3apeructpupoano B T.Ilerpo3aBojicke)
[1.1.AGpamoB 1 nexaOpsi Tekymiero rojga u3fajg yka3aHue O rpaduke OTIYCKOB Ha CIEIYIOIMIMN
KaJIEHJAapHBIA TOJ, COIJIACHO KOTOPOMY PYKOBOAWUTEIN CTPYKTYPHBIX MOJPAa3AEICHUN JOJKHBI
IIPEJICTaBUTh B OTAENA KaJIpOB CHUCKH COTPYAHHUKOB C YKa3aHHEM MPEANOJaraéMoro cpoka
OUEpEeHOr0 OTIYCKAa B CIEAYIOIIEM KajleHAapHoM roay. Cpok mpeiacTtaBieHMsl crnuckoB — 10
nexalpst Tekymero roaa. Otaeny KaapoB yKa3aHHWEM IPEeNUChIBAETCS COCTABUTh CBOJHBIN rpaduk
otiryckoB pabotHukoB OOO Ha cieAyromuil KaJleHIapHBIA TOJ U MepeaaTb ero B JAUPEKIHIO Ha
yrBepkJIeHre. OTBETCTBEHHBIM 3a COCTaBJIEHHE Tpaduka Ha3HAUYeH Ha4YalbHUK OTHENa KaJpoB
[TankpartoBa O.}O. Cpox npezacraienus rpaduka — 20 nexadps TEKyIIero roja.

VYkazanue ObUIO 3aBM3MPOBAHO HAYATBHUKOM OTJeNa KaJpoB, TJIABHBIM OyXrajaTepoM,
IOPUCKOHCYJIBTOM.

3aoanue 2. Curyauus:

000 «Jlura» (Mocksa, 123465, yn. Mapoceiika, a.15, ten. 384-05-90, cdakc: 384-05-90)
3aIIaHupoBaJIo MpoBeneHne Beepoccuiickolt poskaecTBeHCKOM spmapku oOyBu ¢ 10 Hoa0ps mo 31
nexkaops Tekymiero roga. Omnako B cBs3u ¢ TeM, uto OOO «JIura» He pacmoiaraio J0CTaTOYHBIMH
IUIOIIASIMA  JUISL TIPOBEACHUS sSpMapKu, McmomHuTenbHbIM nupekrtop obmectBa A.A.KoueTkos
BBIHY)KJeH Obl1 oOpatuthes K upextopy Bceepoccuiickoro BeictaBouynoro nentpa T.K.TypoBy c
npocs00il 0 mpenocraBieHun oo6miectBy B apeHay 300-400 kB.M BBICTAaBOYHOW IUIOIIAAU H
rapaHTUEH OIJIATHI.

3aoanue 3. Curyanus:

3A0 «Ilonmurpad» BBIOJHWIO 3aKa3 HA M3TOTOBIIEHHE peKIaMHBIX MaTepuanoB it OO0
«Crpoutensy. MHopMaust o BBHINOJHEHHWH 3aka3a Oblja IepeiaHa MOCPEICTBOM COCTABJICHUS
tenedoHorpammsl, B KoTopoii 3A0 «[lonurpad» Takke MPOCHIO OIUIATHTH BHICTABJICHHBIM CUET B
cpok 1o 20 gexabps tekymiero roga. TenedoHnorpamma Oblia MOAMKMCAHA 3aMECTUTENEM AUPEKTOPA
3.M.CoHuHBIM U NIEpEIaHa €r0 CEKPETAPEM.

3aoanue 4. Curyauus:

17 gHBaps TeKyllero roja B aJpec 3aBOJa IO PEMOHTY 4YacOB M IOBEIMPHBIX H3JEIUU
npuObLIa TOCBIIKA € 3aBOJAA-NOCTABINMKA, IPU BCKPBITUU KOTOPOM OBLIO OOHApYKEHO OTCYTCTBHE
JIBEHAJIIATH KOPITYCOB IJIsi 4acoB Mapku «MoJsHUs», YHCTUBIIUXCS MO HakiaaaHou Ne 18 ot 24
OKTSIOps mpeaplaymero roxaa. Jlnsg moaTBepKAeHUs HaHHOTO (pakTa HAa OCHOBAHMHU TIpUKa3a
mupektopa 3aBoja Ne 12 or 18 sHBaps Tekymero roga Oblla co3JaHa KOMHUCCHS TIOA
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npe/cenaTeabcTBOM HavyajdbHUKa oTAe’a cHaOkeHus: Kaprnenko E.I1. u wieHOB KOMUCCHH MHXEHEpa
[TaBnoBa A.P. u 3aB.ckimamom Ne 1 Kynpsimosa P.B. Komuccueit Ol coctaBineH akt 21 sHBaps
TEKYILETO Toja, B KOTOPOM COJEPIKaJCs BBIBOJ O TOM, YTO 3aBOJAINOCTABIIUK JOJDKEH MOCTaBUTh
HEJO0CTAIOLIEe KOJIMUYECTBO KOPIYCOB K 4YacaM. AKT BCTYNWI B JEMCTBHE C MOMEHTA YTBEPXKICHUS
(22 auBaps 1.1.) AupexTopoMm 3aBojaa b.M1.PomaHoBbIM.

3aoanue 5. Curyanuus:

Hupextop OO0 «Meura» IlonsikoB B.M. 10 okrsabpsi Tekyuiero rojpa u3fgaga MpHUKa3 o
NIPOBECHUN WHBEHTApHU3allMU TOBAPHO-MAaTEpUANbHBIX IIEHHOCTEH Ha ckiaze npennpusatus. OH
Ha3HAYWI KOMHUCCHIO TOJ IpEACENaTeIbCTBOM KOMMeEpYeckoro aupekropa 3ojorapesa E.M. . B
cOCTaB KOMHCCHM BOLUIM TiaBHbIM Oyxrantep Bomommna E.H. um Oyxranrep MBanoa B.C. . B
nprkase ObIJIO TOPYYEHO TMPENCTaBUTh Ha YTBEPXKICHHE IOKYMEHTBI CKJIaJICKOro yuera (1o
COCTOSHMI0O Ha 1 OKTAOps) M OTUeTHl 00 OCTaTKax TOBapHO-MAaTepHABHBIX LEHHOCTEeH (10
cocrosHuto Ha 10 okxta0ps) k 15 okrabpsa. Ilpoext mpukaza ObUT 3aBHU3HUPOBAH 3KOHOMHUCTOM
npennpusatis Mutnnoit O.A.

3aoanue 6. Curyanus:

Anpecyiite mHchMO BO  BHemrHeskoHoMuYeckoe oObeauHeHHE —«TexmammKcrmopTy,
I'enepanbublit nupexkrop Tumodeer A.C. no anpecy : 1.23 yn.Cperenka, Mocksa, 123290

3aoanue 7 Curyauus:

Odopmure noanuch Ha JOKYMEHTE, €CJIH U3BECTHO, YTO €ro MOANKCaIa KOMHCCHUS B COCTABE:

IIpencenarens — 'naBHbIil nuxxenep Kapnos B.C.

Unens! komuccun — Menekep otaena cobita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aoanue 8. Curyanus:

CocrtaBbTe JOKIAIHYIO 3alMCKY O KOMaHAMPOBAHMH PaOOTHUKOB HA CUMIIO3UYM. OcCTajabHbIE
PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

3aoanue 9. Curyauus:

CocraBbre 3asBienue Ha ums nupekropa [10 «CnaBa» o npueme Ha padoty U.A. iBaHOBa Ha
JOJDKHOCTB Oyxranrepa. OcTajabHbIE JaHHBIE YKQXKUTE CaMOCTOSTEIBHO.

Ilpoussoocmeennvie 3a0auu

1. Pa3paborats GiaHk 001IeCTBa C OTPaHUYEHHOH O0TBETCTBEHHOCTHIO (61aHK OO0 «...»)

2. Pa3paborarh Gi1aHK OTKPBITOTO aKIIMOHEPHOTO obmiecTBa (6nank OAO «...»)

3. Pa3zpaboraTh O1aHK MHAWBUIYaJILHOTO npennpuHumaress (6mank MIT)

4. CocraBbTe MUCBMO-TIPOCHOY 3aKpbITOro akmuoHepHoro obmectBa «KPAC-mebenb» B
KOMHUTET BHEUIHEOKOHOMHUYECKUX CBS3€H aJMUHUCTpPAIMM OOJIACTH O BBIJCICHUM JMICH3UM Ha
noctaBky B Kutaif 4000 T Meraqa B CBSI3M C 3aKIIOYEHHEM KOHTpakTa ¢ OOBEIMHEHHEM IO
MEXIyHApOJAHOMY COTPYIHUYECTBY Ha CTPOUTEIBCTBO JAEBATUITAXKHOTO 00mexxuTHs B KpacHomape.
CornacHO KOHTPAKTY OIUIaTa BBHIMOJIHEHHBIX pa0doOT OyJdeT MPOU3BOIUTHCS POCCHUCKUMHU PYOSISIMU U
MaTepHagaMH.

5. CocTaBbTe JOKJIAIHYIO 3aMMCKY HaYaJbHUKA OTAea PYKOBOJAUTEINIO MPEeANpUsiTus o (pakre
HEBBINIOJIHEHUS PACTIOPSDKEHUST O MOHTaXe OOOpYyJZOBaHUS Ha YYacTKe IO TNPHUYMHE CI1aboro
KOHTPOJISI CO CTOPOHBI IVIABHOI'O MEXAHUKA.

6. CocTaBUTh yCTaB OpraHu3aluy (MpeInpusTHs) Jr000i OpraHu3alMOHHO-TIPABOBOI (POPMBI
1o Bamiemy Bb100py. OopMUTH HA yCTaBe HEOOXOAUMBIE MOIHCH U OTMETKH.

7. CoctaBuTh aBTOOMOTpaduIo

8. CocraBuTh 00pa3er] HOMEHKIIATYPHI JIe7T OpTaHU3aIIH.

7.4. OneHo4HbIe CPEeACTB A5 MPOBeICHUs MPOMEKYTOYHON aTTeCTAlUuN

[Tpomexxyrounas arrectauus — qudd.3auer

7.4.1. IlpuMepHbIe BONPOCHI /151 NPOBeAeHUsI POMEKYTOYHOM aTTecTanuu (g d.3auer)

1. KakoB npeaMeT TOKyMEHTAlMOHHOTO 00ecreueH sl YIpaBIeHus?

2. Kak cBs3aHO [OKyMEHTAIMOHHOE OOeCleueHHe YIpaBJIEHUs C JIOKYMEHTOBEICHHUEM,
JEIONPOU3BOJACTBOM,

apXUBOBEACHUEM?

3. Kakyro pomp wurpaer AOKyMEHTallUOHHOE oOOeclieueHHe B YIPaBJICHUH COBPEMEHHBIMHU
OpraHu3aLusIMu?
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4. Kakre HOpMaTUBHO-IIPABOBBIE aKTHI PEryIUPYIOT JOKyMEHTAMOHHOE 00ecieueHHe yIpaBIeHus?
5. KakoBa npakTuueckasi 3HaUMMOCTh YU€OHOH AUCIMITIIMHBI «I0KYMEHTAIIMOHHOE 00ecreueHne
yIpaBIEHUSI»?

6. Kakoit 06beM 1 coaepkaHrie UMEIOT HOHATHS «MHPOPMAaLUsI» U «TOKYMEHT»?

7. Kakyro pons urpaet uapopmarys B odecrieueHH 3PGEKTUBHOTO yIPaBICHU?

8. KakoBbl HICTOUHUKH MOIy4EHHs! YIIpaBlIeHYeCKOH HHPpopManuu?

9. KakoBpl HazHaueHHWE M (YHKIMH CIYXO JOKYMEHTAIIMOHHOTO OOECIeYeHHs YIpaBlICHUS B
COBPEMEHHBIX

opraHuzanusix?

10. Yro Takoe «cucremMa JOKYMEHTALUN» U «yHU(UIIIPOBAaHHAS CHCTEMA JIOKYMEHTAITUI ?

11. Kakue BUIbI yIpaBIeHYECKHX JOKYMEHTOB BKIIIOYAET B cebs YHUPHUIMPOBAaHHAS CUCTEMA
OpraHU3alMOHHO-PACHIOPSAAUTEILHON TOKYMEHTAUNU?

12 IloHATHE: «PEKBU3UT» JOKYMEHTA.

13. YTo Takoe NOCTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI OPraHU3alMOHHO-PACIIOPSAIUTEIBHOM
JTOKyMeHTanuu?

14. KakoB cocTaB MOCTOSIHHBIX M NEPEMEHHBIX PEKBH3UTOB OpPraHU3aL[MOHHO-PACHOPSAUTEIBLHON
JTOKyMeHTanuuu?

15. Kakue pexkBU3UTHI UCHOJB3YIOTCS B 3ar0JOBOYHON YAaCTH OpPraHU3alMOHHO-PACHOPSIAUTEIbHBIX
JOKYMEHTOB?

16. Kakue peKBU3UTHI UCIIONIB3YIOTCS B COJIEP/KATEIBHON YacTH OPAHU3ALMOHHO-PACTIOPSIAUTEIBHBIX
JOKYMEHTOB?

17. Kakue peKBU3HUTHI UCTIONB3YIOTCS B O(OpPMIISIONIEH YacTH OpraHU3alliOHHO-PACTIOPAIUTEIbHbBIX
JOKYMEHTOB?

18. KakoBbI TpeOoBaHusI K OPOPMIICHHIO TPUKA30B TI0 OCHOBHOM JEesTEIHHOCTH?

19. Kak oopMUTh BBIMHUCKY U3 MpHKa3a?

20. Kak ohopmuTs pemienue?

21. Kak ohopMuTh nocraHosiaeHue?

22. Yro coboii npencTapiseT YcTaB OpraHu3aiuu?

23.KakoBbI OCHOBHbIE TPEOOBAHHUS K COCTABICHUIO U O(OPMIICHHIO Y CTaB OpraHu3aluu?

24. Kak opopmuTs [losoxxenue 06 otaene uim ciay>xoe opraHusayn?

25. Kak ohopMuTh mratHoe pacnucanue?

26. Kakue TpeOoBaHuUs NPEABABISAIOTCS K 0(OPMIICHHIO TIOTOBOPA, KOHTpaKTa?

27. Yto Takoe MHCTPYKIIMS, KAKOBO €€ cojiep kanue u opopmieHue?

28. Kakue TpeOoBaHUs NPEABABISAIOTCS K 0(OPMIICHHIO TPOTOKOIa?

29. Kak 0(hopMUTh JOKIAJHYIO, CIY)KEOHYIO M OOBSCHUTEIbHYIO 3aITHCKH?

30. KakoBbI coBpeMeHHbIe TpeOOBaHMUS K A3bIKY M CTHIIIO YIIPABIEHUYECKUX JOKYMEHTOB?

31. U3 kakux yacTeil CKIaJbpIBAETCs JOKYMEHTOOOOPOT OpraHu3aIiu?

32. KaxoBblI 3Tansl paboThl ¢ BXOISIIUMHU TOKYMEHTaMU?

33. Kak crpoutcs pabora ¢ HCXOAAUTMMH JOKYMEHTaMH?

34. KaxoBa TexHOJOTHsI pabOThl ¢ BHYTPEHHHUMH JOKYMEHTaMU?

35. Kakwue 3amaun 10KyMEeHTO000pOTA pelIaeT perucTpanus J0KyMeHTOB?

36. Kakue ynpaBieHYecKre JOKYMEHTHI HE MOAJIEKAT PErUCTPALUH B CIIyKOaxX JOKYMEHTAIIMOHHOTO
oOecrieyeHus yrpaBaeHus?

37. KakoB NOpsAI0K perucTpalnyy ynpaBieHUeCKOro JOKyMeHTa?

38. Kakue cymiecTByloT BUJIbl KOHTPOJIS UCIIOJTHEHUS TOKYMEHTOB?

39. Kakume omepauud 1O KOHTPOJIO HCHOJIHEHUS JOKYMEHTOB OCYHIECTBISIIOT —CIIYXOBbI
JOKYMEHTAI[HOHHOTO 00eCTIeYeHUs yIPaBICHHS ?

40. Kak ocy1miecTBisieTCsl CUCTEMATHU3alMsI U XpaHEHUE TOKYMEHTOB B OpraHU3alu?

41. Yro Takoe 1eno, ¢ TOUKU 3peHUs TOKyMeHTOBeAeHUs? [IpuBennTe npumepsl Aei, XpaHsAnuxcs B
OpraHu3aluu.

42. PackpoilTe cojaepxkaHuE TMOHSATUS «HOMEHKIaTypa neia». Kakoe [0IKHOCTHOE JHUI0 B
OpraHM3alM OTBEYAET 32 COCTABJICHUE U BBEACHUE B JEMCTBHE HOMEHKIATYPHI J1e1?

43. KakoBbl peKBU3UTHl HOMEHKIJIATYpBI €17

44. KakoBa coziepkareibHasi 4aCTb HOMEHKJIATYpbl Aei?
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45. Kakue npu3HaKy 3aBeICHHs Jiefia UCIIONb3YI0TCs pU (GopMUpOBaHUU €7
46. KakoB OCHOBHOW NpUHIMI (JOPMUPOBAHHS JJOKYMEHTOB B Jena?
47. Kakue HopMaTHBHbIE TpeOOBaHUSI HEOOXOJMMO COOIIOAATh MpHU (OPMUPOBAHUU €17
48. Yro Takoe sKcIepTH3a LEHHOCTH JOKYMEHTOB, M KaKH€ JOJDKHOCTHBIE JIMIIAa B OpraHU3aluH
3aHMMAIOTCSl €€ IPOBEICHUEM?
49. Kakrie HOpMAaTUBHBIE AKTHI PETYIMPYIOT NIPOBEICHHUE SKCIIEPTU3BI LIEHHOCTH JJOKYMEHTOB B
OpraHu3anuu?
50. Yo sBRsieTCs pe3ysbTaTOM MPOBEACHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB OpraHu3aluu’?
51. Kak ocymecTBisieTcsi HOArOTOBKA J€]1 K apXMBHOMY XPaHEHHMIO B COBPEMEHHBIX OpraHn3alusax?
52. Kakue JOKyMEHTBI BXOJAT B COCTaB JOKYMEHTAIMU 110 Kajpam?
53. Yto Takoe TpyJOBOW KOHTPAKT?
54. KakoBbl OCHOBHBIE U IOTIOJHUTEJIbHBIE YCIOBUSI TPYIOBOIO KOHTpaKTa?
55. Ha xakoif cpok MOXET OBITh 3aKJIIOYEH TPYAOBOM KOHTPAKT?
56. Yrto takoe nuuHas kapTouka Gopmsl T-2? Kakas nundopmarus Guxkcupyercs B Heil?
57. KakoBbl IIpaBuJja 3al0IHEHUS U XpPaHEHMSI JINYHBIX KApTOUEK?
58. Kakwue neiictBusi GUKCHPYIOTCS B IPUKa3ax Mo Kaapam?
59. KakoBbI CpOKHU XpaHEHUS NIPUKA30B?
60. Uto Takoe nnyHoe aeno? Kakue TOKyMEHThI BXOJAT B €r0 COCTaB?
61. KaxoB nopsiaok (opMHUpPOBAHUS M XPAaHEHUSI TMYHBIX J€T1?
62. KakoBbI IpaBuJja 3al0IHEHHS TUTYJIBHOTO JIUCTA TPYJOBOW KHUXKKH?
63. Kakue cBefieHust 0 pabOTHUKE (PUKCUPYIOTCS B €0 TPYIOBOW KHIDKKeE?
64. Kak xpaHATCS TPYyZOBbIE KHW)KKH, U BEJETCS UX Y4eT?
65. Kakas oOprrexHuka HCIOJIB3YETCSI U1 COCTaBJIEHHMsS JOKYMEHTOB B  COBPEMEHHOM
JEJOTPOU3BOICTBE?
66. Kakass oprrexHuka HCHOJIb3YeTCsA Ul IIOMCKA, XpaHEHWsT M Iepefadd JOKYMEHTOB B
COBPEMEHHOM
JEJONPOU3BOICTBE?
67. KakoBbI BO3MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B IOKYMEHTALMOHHOM 00eCrieueHIH
yIpaBJIeHUs?
68. KakoBbI BO3MOKHOCTHU CPEICTB TENEKOMMYHUKALIMHU B IOKYMEHTALIMOHHOM 00eCrieueHIH
ynpaBieHus?
69. B kakux cny4asx HOpPUMEHSIOTCS CTaHAApTHbIE O(QUCHBIE NPOrpaMMbl B OpraHU3aIMU
JeJI0NPOU3BOJICTBA?

7.4.2. IlpumepHbIe 3a1a4M 1JIsl IPOBEJACHUS] IPOMEKYTOYHOM aTTecTaluu
1. Odopmurp npuka3 10 OCHOBHOW JEATEILHOCTH CO BCEMH peKBU3UTaMH SpocraBckuii
roCyJapCTBEHHBIN yHHUBepcuTeT. [IpuKka3 o HaydHO-HUCCIIE0BATENbCKOM paboTe Ha JIETHUH MEepPHOJ.
B cootBercTBMM C mIaHOM Hay4HO-HccienoBarenbckoil paborel Ha 2009/2010 yueOHbIl TOA
npukasbiBato: 1. HarmpaBuTh B mepuoJl JETHUX KaHUKYJ HAYYHYIO SKCIEAMLINIO AJI U3YUEHUS sA3bIKa
u ¢onpkiaopa HaponoB Cemepa. 2. 3aBenyronryio Kadenpoil pycCKOro si3blka W JUTEpaTyphl,
KaHaugata (UIOJOrMYecKuX Hayk, noueHta CkBopuoBy A.A. Ha3HAYUTh PYKOBOJIUTENEM
skcneauuuu. 3. PykoBoaurento skcneauuuu CkBoproBod A.A. NpeACTaBUTh pa3BEPHYTHIN IUIaH
paboThl 3KcreAuIUU Ha 3acegaHue YueHoro coeta 18.05.2010. 4. KonTponb 3a MCHOJIHEHHEM
IIpYKa3a BO3JIOXKUTh Ha cekperaps YueHoro coBera Kosasnenko @.I1. Pexrop yHuBepcurera
[1.B.I'openos
2. OdopmuTth pacnopsixeHue co Bcemu pekBuszutamu Otaenenue «MHTypuct». Pacnopspkenue o
BBIMIOJTHEHUN MEPOTNPHUATUN 10 TOATrOTOBKE Jareps B mocenke [neGoBckoe. SpocmaBnb. Jlis
OpraHm3anu paboT MO TOATrOTOBKE Jareps B mocenke [7ebGoBckoe W B IEMsIX 00ecredeHHs
BbInoHeHus: Pacnopspkenust ['maBunTypucta ot 26.03.2010 Ne 17 ob6s3piBato: 1. JIupextopos
roctunuly CrporanoBy W.II., I'aBpunoBy A.M.: 1.1. OTkomanaupoBaTh B Jjarepb Ha IEPUOA C
18.05.2010 mo 10.06.2010 paboumx CTPOUTENBHBIX CIIEHUAIBHOCTEH MIJIsi BBINOJHEHHS paboT ¢
omnatoil mo cpeaHemy. 1.2. CoctaButh miaH peMOHTHbIX paboT mo 20.04.2010. 1.3. OGecneuntsb
paboTaronmx HEOOXOAMMBIM O0OpYAOBAaHHMEM M HHCTpYMEHTOM. 2. KOHTpOJb 3a HCHOJIHEHUEM
pacropsbKeHUsl BO3JIOKHTH Ha IJIaBHOTO uHHXKeHepa barypuna B.I'. I'eHepanbHBI IUpEKTOp
B.C.l1BanoB
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3. OdopMuTh AOKIATHYI 3aNMCKY CO BCEMU peKBHU3UTaMU MexaHuueckuil 3aBoi. JlokiagHas
3allMCKa O HECOOJIOJCHWM TEXHUKH Oe30IacHOCTM Ha cTpoilydacTke. CTpOUTENbHO-MOHTAXHOE
ynpasienue Ne 1. ['naBHoMy nnxeHepy UrnarbeBy C.d. 3aBoJ HEOQHOKpPATHO cTaBWiI nepen Bamu
BOIPOC O COOTIOIEHNH TEXHUKN 0E€30MaCHOCTH Ha CTPOIlydacTKe.

Onnako 10 cux mop: 1. OTCYyTCTBYIOT OTpaKICHUS B MECTaX MPOU3BOJICTBA CTPOUTENIBHBIX PaboT. 2.
He orpaxmarorcs mecrta CBapO4yHBIX pabOT, Tleé MOTYT MajgaTh HpeaMeThl ¢ BbICOTHL 3. Ilpm
MIPOU3BOJICTBE pabOT B palloOHE MEXaHOCOOPOYHOTO IIeXa BEAeTCs OCTOHHMPOBAHUE KOJOHH, XOTS
OrpakJIeHHUEe KOTJIOBaHAa He chenaHo. IIpomy cpouHo npuHATH Mepbl. MHxeHep mo TexHuke
6e3zonacHoctu B.C.Mnbun

4. OdopMHUTH CHPaBKYy CO BCEMH pPEKBU3UTaMU PeMOHTHO-cTpouTenbHOe ympaBieHue Ne 21.
CrpaBka O XOJi¢ KamUTAJIBHOTO PEMOHTa JXKMIBIX JI0oMOB 1o muaHy | ksaprama 2010 ropa.
HavanpHuky VYmnpasnenus kanuranbHoro pemonra IlpaButensctBa fpocmasns CamoiinoBy C.U.
BBon B skcruryaranuio kuioi miuomaau no miany I xBaprama 2010 roga cocrasiser 5324 M2 .
CMoHTHpOBaHO kuiIoi uiomany 4066 M2 , MOANEKNUT NEMOHTAaXKY U MOHTaxy 1574 m2 . Ilepenano
noJ otaenounsie padotsl 2551 M2 . [lepenano moa CaHTEXHUUECKUE U AIIEKTPOTEXHUUECKUE PaOOTHI
4066 M2 . B CMOHTHUPOBaHHBIX IIOMEIICHUSAX MOAJEXKAT BBINOJIHEHHUIO BHYTPEHHHE
CTOJISIPHOOTENOUHbIe paboTel oObeMoM 1500 M2 . HeynoBnerBoputensHo Beayres padotsr CY-11
Tpecta Ne 3 mo meHTpaibHOMY OTOIUIEHHMIO, BOJONIPOBOAY M KaHaimu3anuuu B goMe N 55 mo
npocnekty Mamunoctpoureneil. HaganbHUK peMOHTHO-CTpouTenbHOTO ynpasieHnus B.I'.Kapmos.

5. Odopmuth cnpaBky co Bcemu pekBusuTamu IIpubGopoctpourtenshsiii 3aBox (yin./Imutpuena,
1.25, SApocnasnb, 193198, Ten1.298 87 34). CnpaBka B HaJOrOBYIO MHCIIEKIMIO 3aBOJIKCKOTO paiioHa
SlpocnaBna. Epemun Bacunuit MuxaiinoBud paboTaeT Ha 3aBOJie cClecapeM MeXaHOCOOPOYHOTO
nexa. Cpenemecsiunas 3apabotHast miata 9700 pyoneit. Jupekrop 3aBoga M.M.Kapros. 'maBHbIii
oyxranrep A.A.AGpamoBa.

6. OdopmMurs, aKT CcO BceMH pekBu3uTaMu 63 [1aBHOE yOpaBJIEHHWE MPOMBIIUIEHHOCTH
CTPOMTENBHBIX  MaTepualioB.  AKT  yCTaHOBIEHHs  (DAaKTHUECKOM  MPOM3BOIUTEIHHOCTH
TEXHOJOTMYECKOW JMHUU. T.SpocnaBiab. OCHOBaHME: IPUKAa3 MUHUCTPA IPOMBILIIEHHOCTH
cTpouTenbHbIX MatepuanoB oT 10.09.2009 Ne 108. Ilpencenatens — ri1aBHbIM TEXHOJIOT YIPABIICHUS
[Terpos .M. UneHsl koMHCCHU — pyKOBOAUTENb jabopatopun Maxkapos C.W., crapimmii nHXeHep
nabopatopuu CumakoB FO.B. IIpucyrcrBoBain riaBublii nHxeHep 3asoaa Ne 1 Pagun MLIT. B nepuoa
c 10.10.2009 mo 12.10.2009 xommccusi mpoBena pabOTy MO YCTAaHOBJICHHIO (HaKTHUECKOU
IIPOU3BOJUTENBHOCTH TEXHOJOTUYECKOW JIMHUU 10 W3TOTOBJIEHUIO aCOECTOLIEMEHTHBIX JIMCTOB Ha
3aBojie Ne 1. JIuHus npuHsATa B SKCIUTyaTaluio B 1ekadpe 1998 r. co cpeaneit mpon3BOUTEIBHOCTHIO
250 nucroB/yac. 3a mpoluesee BpeMs MPOU3BOAUTENFHOCTD JIMHUHM 3HAYUTENBHO BO3pocia. s
YTOUHEHHUS] TMPOU3BOJUTEIBHOCTU JIMHUM M KauyecTBa MPOAYKLIMH KOMHCCHS paccMOTpelna
MaTepHalibl: CBEACHUS O paboTe JIMHUU 3a BECh MEpUOJ; (HU3MKO-MEXaHHMYECKHe IMokaszarenu. B
pe3yiapTaTe KOMHUCCHUS OINpEeiuia 4YacoBYIO NPOU3BOAUTENbHOCTh JUHMM B 400 smcToB, 4TO
COOTBETCTBYET To0BoH MomHOCTH 300 MiH.MCTOB B roa. CocTaBieH B Tpex dK3emIuiipax: 1-il —
I'maBacOecry; 2-it — HUWnpoekrac6ecty; 3-if — 3aBogy N 1. YTBepKaaeT 3aMecTUTEIh MHUHHCTPA
A.B.Ceprees.

7. OdopmMuTs NMpHKa3 O IpueMe Ha PabOTy CO BCEMH PEKBU3UTAMH AKIHMOHEPHOE OOIECTBO
3akpeiToro Tuna "[lpuboit". SpocmaBne. Ilpuxa3. Hasnaunts AmnnpeeBa Cepres IlerpoBuua
HavanbHUKOM Jnaboparopur N 3 ¢ 03.02.2010 ¢ oOKJIaAOM COTJACHO LITATHOMY PACIHUCAHUIO.
OcnoBanue: 3asBinenue AunapeeBa C.II. ot 01.02.2010 c¢ Bu3zamMH HayalnbHUKA OTAENIa KaJpOB U
rinaBHoro Oyxrantepa. Jupexkrop AO3T M.O.IlaBnos

8. OdopmuTts npuka3 o0 yBOJILHEHUU CO BCEMU PEKBU3UTAMHU AKIIMOHEPHOE OOIIECTBO 3aKPHITOTO
tuna "[Ipuboit". SApocnasns. [lpukas. YBomute ['opoxoBa Cranucnasa [letpoBuya, nHxeHepa 1exa
Ne 2, ¢ 15.02.2010 mo cobGcTBeHHOMY >kenmaHUiO B coorBercTBuU 1.3 ¢1.77 TK P®. OcHoBanue:
3asBieHue ['opoxosa C.II. ot 01.02.2010. {upexrop AO3T M.O.I1aBnoB. Busbl HauansHMKa 1exa N
2 CemenoBa B.WM., nauvanbHumka otnena kajgpoB Hwuxomaesa K.C., rmaBHoro Oyxranrtepa
Huxudoposoii B.JL.

9. Odopmurs TesedoHorpamMmy co BceMH pekBusuTamu Munnpomcrpoit P®. Ilepeman —
cekperapp Cepreesa, ten.147 83 35. SpocnaBiaberpoit N 8. Ilpunsan — cexperaps Mypaiiosa,
ten.375 92 48. Bpemsa mnepemaum: 11 gac. 30 mun. 27 ¢espans 2010 roga B 10.00 cocroutcs
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Komneruss MunucrepctBa. SIBka HayaabHHUKA SIpOCIaBILCTPOs 00s3aTeNbHA. 3aBEAYIOIIUI 0OUIIM
otaenom B.K.BopoHos.

8. JONIOJIHUTEJIbBHOE OBECIIEYEHHME JJUCHUIIJINHBI — He npexycMOTpeHO

9.0BbYYEHME CTYJAEHTOB-UHBAJIMAOB U CTYJAEHTOB C OI'PAHUYEHBIMH
BO3MOXKHOCTAMHA 3/10POBbA

[Topsinok oOyueHHs] WHBAJIUAOB U CTYACHTOB C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH OINpEIeICH
«[Tonmoxxennem KyOI'Y 00 oOyueHMHM CTyZEHTOB-MHBAJIHMJIOB W CTYJCHTOB C OTPaHUYCHHBIMHU
BO3MOKHOCTSIMU 3/10POBBSI.
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