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1. TIACIIOPT PABOYEW ITPOIPAMMBI YYEBHOH JUCHUILJIMHBI OIL05
«JlokyMeHTallHOHHOE o0ecreyeHue yIpaBaeHUus»

1.1. O6saacTh NpUMeHeHHsI TPOTPAMMBI

Pabouas nporpamma ydeOHOW mucuumanabel OIL0S5S «JlokymeHTannoHHOE obecneueHue
yIpaBJICHUS» SBIAETCA 4YacTbIO MPOrpPaMMbl TMOJATOTOBKM CHEIUAIMCTOB CpPEJHEro 3BEHAa B
cootBeTcTBUM ¢ PI'OC CIIO no cneunansHoctu 21.02.05 3emMenbHO-UMYIIECTBEHHBIE OTHOILIECHUS B
4acTU OCBOEHHUS oOuenpodeccnoHanbHO  OTUCHUILUIMHBL  «/loKyMeHTalmoHHOe o0ecnedeHne
yIpaBICHUSI» W TMpeIHa3HAaYeHa JJI OCBOCHHS 0OydJaromuMucs coorBercTByronmx obmmx (OK) u
npodeccuonanbHbIX (I1K) KommeTeHnii:

OK1-0OK9,IIK 1.1 -TIK 4.6.

1.2. MecT0 y4e0HOIl TMCUUIJIMHBI B CTPYKTYpe NPOrpaMMbl OATOTOBKH CIIENMATUCTOB
Cpe/lHero 3BeHa:

Huctunmuuaa BxomuT B IIpodeccmonanpHblid  yueOHBIM muKa ydeOHoro miaHa, OII
Oo6menpoheccnoHaTbHBIC JUCIUTLIAHBL.

Hucnummuaa  OI1.05  «JlokymeHTanmoHHoe oOecrieueHue YIpaBlICHUS» OMHUpPAETCS Ha
MPEIIIECTBYIONUE TUCIUTUTMHBL. «JKOHOMHKA OpTaHu3amuu» U (HOPMUPYET KOMIICTCHIIUU IS
ocBoeHUs nocneayrommx qucuumini: «IIpaBoBoe obecrnieueHue npodeccuoHanbHON ASSITENEHOCTUY,
«OCHOBBI MEHEJIKMEHTA U MAPKETHUHTa», K IKOHOMHUECKUIN aHAIH3.

1.3. Hean u 3agaum y4eOHOW AUCUMILUIMHBI — TPeOOBAHUA K Pe3yJbTAaTaM OCBOCHUS
AUCHMIIMHBI:

Lenb - u3yyeHue BUAOB O(ULMATBHBIX JOKYMEHTOB M TPeOOBAaHUN K MX COCTABICHUIO U
0o OpMIICHHUIO.

OCHOBHBIMU 3aJladyaMH JUCLUUIUIMHBI SBISIOTCSA OCBOCHHE MpPaBHJ OpraHU3anuu padoThl ¢
JOKYMEHTaMU; TIOPSIKA OpraHu3aIuu padoT 1Mo AIOMPON3BOACTBEHHOMY 00CITY>KUBAHUIO; TIPUEMOB
COBPEMEHHOTO JIeTIOMPOU3BO/ICTRA.

B pe3ynbrate n3yueHus 00s3aTeIbHON YacTH y4eOHOTO IUKIIA O0yUYaIOIIHICS TOJIKEH:

3HATh:

- 00 OCHOBHBIX ITOJIOKCHHSX TI0 JJOKYMEHTHUPOBAHUIO YIIPABICHUYECKOH JIeITCITLHOCTH;

- TEPMHUHOJIOTHIO B 00J1aCTH JOKYMEHTAIMOHHOTO O0ECIIeUeHHs yIPaBICHUS

- 0 MpaBUjIaX 0pOPMIIEHHS JOKYMEHTOB;

- HOpMATUBHBIE JOKYMEHTBHI, pErJaMeHTHPYIOIIUE COCTaBlIeHHE U  OQpOpMIICHUE
OpraHU3aIMOHHO-PACTIOPSATUTEIBHBIX JOKYMEHTOB

- 00 yHHUKALIUY U CTaHJAPTU3AIMH YIIPABICHUYECKUX JOKYMEHTOB

- OpMBI, METOJIBI 1 CUCTEMBI JOKYMEHTHUPOBAHUS;

- MOPSII0K OPraHU3aLUN JOKYMEHTOB B KOMIJIEKCHI;

- 3aKOHOJIaTeNbHbIE aKThl W HOPMATHUBHBIC JOKYMEHTHI 1O OpraHU3aIMH pPadOTHI C
JTOKyMEHTAIUEH;

- MpaBUjia COCTABJICHUS 1 O(DOPMIICHUIO Pa3TUYHBIX BUIOB JOKYMEHTOB;

- TpeOOBaHUS K TEKCTY CITYKEOHBIX TOKYMEHTOB;

- oO1ue mpaBuiia OpraHu3alud padoThl C TOKYMEHTaMU

YMETh:

- MIOJIb30BAThCS U3YYCHHBIMU CTAHAPTU3UPOBAHHBIMU TEPMUHAMH;

- TMPUMEHSITh Ha TPAKTHKE TOCYAapCTBEHHBbIC CTAHIAPTHI, JPYrHe HOPMATUBHBIE U
METOJMYECKUE TOKYMEHTHI, PErIAMEHTHPYIONIHNE OPTaHU3alUI0 IOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBJICHHUS;

- COCTaBJISITh W TPaBWIBHO (B COOTBETCTBUM C JCHCTBYIOIIMMH HOPMATHBHBIMHU
JOKyMEHTaM# ) 0(OpMJIISITH OCHOBHBIC BUJIbI OPTaHU3AI[MOHHO-PACTIOPSTUTENBHBIX JOKYMEHTOB;

- BBITIOJHATH OMpEEICHHBIE BHIBI pa0OT IO OpraHu3amuu padoT ¢ JOKyMEHTaMu B
YUPEXKACHUSX;

- opopMIIATH HOMEHKJATypy Jedl u (GOpMHpOBaThH Jejla B COOTBETCTBHH C
HOMEHKJIaTypO JIelT;

- OCYIIECTBISATH JOKYMEHTHUPOBAHUE M OPTaHU3AIUIO PA0OTHI C TOKYMEHTAMU;

- MOJIb30BaTHCS OCHOBHBIMH HOPMATHBHO-TIPABOBBIMHU JOKYMEHTaMH B 00JIACTH
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JIOKYMEHTUPOBAHUS
- COCTaBJIATh U 0OPMIISITH Pa3InYHbIEC BUIBI JOKYMEHTOB.

1.4. IlepeyeHb NJIAHUPYeMbIX Pe3yJbTATOB O00y4YeHHMsI 1O AUCHUILIMHE (MepeYeHb
(popmMupyemMbIX KOMIIETEHIIHIT)

Unneke ConepxaHne KOMIETEHIIMN B pesynbpraTe uzyuyenus yueOHON AUCIMIUIMHBI 00yJaroLecs
KOMITETCHIT | (WMJIH €€ J9acTH) JTOJKHBI
un 3HATh YMETh
OK1 [loHumars CymHocTh 1 - 00 OCHOBHBIX TOJIOKEHHSAX 110 - [I0JIb30BATHCS U3YUYEHHBIMU
COLUANTBHYIO 3HAYUMOCTb JOKYMEHTHUPOBAaHUIO CTaHJapTU3UPOBAHHBIMH
cBoel Oynymiei npodeccun, yMpaBieHUECKON ACATENBHOCTH; | TEPMHUHAMU,
MIPOSIBJIATH K HEH - TEPMHUHOJIOTHUIO B 00JaCTH
YCTOWYMBBIN UHTEpPEC JOKYMEHTALUOHHOI'O
oOecrieyeHust
ynpaBleHUS
OK2 AHaNMM3UPOBATh COIMANBHO- | - O IMpaBHIIaX 0POPMIICHUS - IPUMEHATD Ha MIPAKTUKE
SKOHOMHYECKHE U JOKYMEHTOB; rOCyJapCTBEHHBIE
MOJMUTUYECKUE TIPOOIIEMBI 1 - HOpMaTHBHBIC JTOKYMEHTEI, CTaHJApTHI, JPyTHE
MIPOLIECCHI, UCIIOIB30BATh periIaMeHTHpPYIOIINe HOPMAaTUBHBIE U
METOZABI TYMaHUTAPHO- cocTapiieHHE 1 0OpMIICHHE METOANYECKHE
COLIMOJIOTMYECKHUX HAYK B OpTaHU3aIlMOHHO- JIOKYMEHTBI,
Pa3NUYHBIX BHIAX pacmopsAUTENLHBIX periaMeHTHpPYIOIIne
npodeccuoHanbHON 1 JOKYMEHTOB OpraHu3aLHIo
COLMAITBHOM JIeSITETTLHOCTH. JIOKYMEHTAIIHOHHOTO
o0ecrieyeHus ynpaBicHUs,
OK3 Opranmn3oBBIBaTH CBOIO - 00 yHUUKAIUN 1 - COCTaBJIATH U TIPABUJIBHO (B
COOCTBEHHYIO EATEIBHOCTb, CTaHIApTH3aLUU COOTBETCTBHH C
OTIPENEISATh METOBI 1 yIpaBieHUYECKUX JOKYMEHTOB JEHCTBYIOINMU
CTIOCOOBI BBITIOTHEHUS - OPMBI, METOIBI U CUCTEMBI HOPMATUBHBIMH
npodeccuoHaNbHBIX 3a1ad, JOKYMEHTHUPOBAHUS; JOKYMEHTaMH),
OLIEHMBATH MX - MOPSIOK OpPraHu3allum - 0pOpPMIISITH OCHOBHEIC
3G HEKTHBHOCTH 1 KAYECTBO JIOKYMEHTOB B KOMITJIEKCHI, BUJIBI OpPraHN3aI[MOHHO-
pacropsAUTENbHBIX
JIOKYMEHTOB;
OK 4 Pemars nmpo6iieMsl, - IIpaBUJIa COCTABJIEHUS U | - OCYILECTBIIATH
OLIEHMBAThH PUCKH H 0o(opMIIEHUIO pa3THYHBIX JIOKYMEHTUPOBaHHUE U
MPUHUMATH PEIICHHS B BUJIOB IOKYMEHTOB, OpraHu3alMI0 PabOTHI C
HECTaHJIApPTHBIX CUTYaIHSsX. - TpeOOBaHUS K TEKCTY JIOKYMEHTaMH,
CITy>KeOHBIX JIOKYMEHTOB;
OK 5 OcymiecTBIATh NOUCK, -3aKOHOJATEIIbHBIE AKTHI U - opopMITITH
aHaJIM3 U OLEHKY HOPMAaTUBHBIE JOKYMEHTHI 11O HOMEHKJIATypy Aed U
nH(pOpMaIuU, HeOOXOUMOK OpraHu3aiuy paboThI € (dhopMupoOBaTh Jiea B
JUIsI IOCTAHOBKH U PEIICHUS JNOKYMEHTAIMEH; - 001Iue COOTBETCTBHH C
npodeccuoHaNbHBIX 3a/1ad, MpaBUiIa OpraHU3alKy paboThl C | HOMEHKIATYpOH JIeJT;
MpoeCcCHOHANBHOTO U JOKYMEHTaMH - MOJIb30BATHCS
JIUYHOCTHOTO Pa3BUTHS OCHOBHBIMH HOPMAaTHUBHO-
MPaBOBBIMH JJOKYMEHTaMH B
001aCTH JOKYMEHTHPOBaHHUSI
OK 6 PaGoTath B KOJIIEKTHBE U - 00 OCHOBHBIX TOJIOKEHHSX T10 - BBIMOJIHSATH OTIPEJIeIICHHBIC
KOMaH/ie, 00ecreunBaTh ee JOKYMEHTHPOBAHUIO BUJIBI pabOoT IO OpraHU3aluH
cIIoYeHue, SPPEKTUBHO yIpaBieHUECKON ACATENBHOCTH; | PadOT C AOKyMEHTaMHU B
o0mIaTbes ¢ KOJIeraMH, - (hOpMBI, METO/TBI U CUCTEMBI VUPEKICHUSX;
PYKOBOJICTBOM, JOKYMEHTHPOBaHUS
NOTPEOUTEISIMU.
OK 7 CaMOCTOSTENBHO ONPELSITD - o01me - BBIMIOJIHATH
3aJ]a9u MPOECCHOHATBHOTO MpaBUIIa OPTaHU3AINT oTpeJIeIeHHbIE BB
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Wnneke ConepxaHne KOMIETEHIIUU B pesynbpraTe uzyuenus yqeOHON AUCHMIUIMHBI 00yJaroLecs

KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI

un 3HATh YMETH
W JUIHOCTHOTO Pa3BUTHS, paboTHI ¢ paboT o OpraHu3aIuu
3aHUMAThCS JOKYMEHTaMH paboT ¢ TOKyMEHTaMHU B
camMo00pa3oBaHUEM, YUPEKACHUSX;

OCO3HAHHO IUIAHUPOBAThH
MOBBIILICHHE KBATH(DUKALHH.

OK 8 BbITh rOTOBBIM K CMEHE -3aKOHOJIaTENIbHBIE aKThl U - 0(pOpMIISITH HOMEHKIIATYPY
TEXHOJIOTHI B HOpPMaTUBHBIE JOKYMEHTHI 110 Jen 1 GopMHUpOBAaTh Jena B
PO ECCHOHATTEHOM OpraHU3aINH PaObOTHI COOTBETCTBHH C
JEeSATEIbHOCTH C JOKYMEHTAaLIUEH; HOMEHKJIATypoOil 1e;

- II0JIB30BaTHCSI OCHOBHBIMHU
HOPMAaTHUBHO- IIPAaBOBBIMHU
JIOKyMEHTaMH B 00JIaCTH
JIOKYMEHTHUPOBaHU

OK9 VYBaXuTeNnpHO U OEpeKHO - 00 yHU}UKAIHU 1 - BBITIOJHATD
OTHOCHUTBCSA K CTaHIApTH3aLUU OIpeieICeHHbIC BUBI
HUCTOPUYECKOMY HACIEIHIO U YIpaBJIEHUYECKUX paloT 1o opraHuzauuu
KYJIbTYPHBIM TPaIHIIHUsIM, JIOKYMEHTOB paboT ¢ TOKyMEHTaMH B
TOJICPAaHTHO BOCIIPHHHUMATD YUPEKACHUSX;
COLMANIbHBIC U KyJIbTYPHBIE
TpaJUuIAN

OK10 CoOmoaTh npaBuiia - o0Omue - BBITIOJIHSATh
TEXHUKHU 0€30MacHOCTH, [IpaBUIa OPTaHU3aLNN OIpeIeICHHbIC BUBI
HECTH OTBETCTBEHHOCTH 32 paboTsI € paboT 1Mo opraHu3anuu
OpTraHMU3aLUI0 MEPOIIPHUITUI JIOKYMEHTaMH1 paboT ¢ TOKYMEHTaMH B
10 00€eCTIeYCHUI0 YUPEKACHUSX;
0e30MmacHOCTH Tpy/a.

MK 1.1 CocTaBisATh 3€MENbHBIH - (hOopMBI, METO/IBI 1 CUCTEMBI - COCTaBIATh U OHOPMIIATH
Oananc paiioHa JIOKYMEHTHPOBaHHUS pasiIuyHbIe

BUJBI IOKYMEHTOB

11K 1.2 IloarorasnuBare - 00 OCHOBHBIX - BBIIOJIHATH
JIOKYMEHTAIIHIO, TIOJIOKEHUSX T10 OTIpeIeNICHHBIE BUJIBI
HEOOXOIUMYIO JIJIsl IPHHATHS | JOKYMEHTHPOBaHUIO paboT no opraHu3anuu
YIpaBJIEHYECKUX PELICHUH yIpaBieHYECKON paboT ¢ TOKyMEHTaMH B
IO dKCIITyaTally 1 JeSTeNIbHOCTH; YUPEKICHUSX;

Pa3BUTUIO TEPPUTOPHUH.

IIK 1.3 l'oToBUTH IpennoXeHUs 1o - IpaBuiia - 0OpPMIIATE OCHOBHBIE
OTIPEICIICHHIO COCTaBJICHUS U OOPMIICHHIO BUJIBI OPraHNU3aLMOHHO-
9KOHOMHUYECKON Pa3IMYHBIX BUAOB JOKYMEHTOB; | pacHOPSAUTENbHBIX
3 HEKTHBHOCTH - TpeGOBaHUsI K TEKCTY JIOKyMEHTOB,
WCTIOJNBb30BAaHMS UMEIOLIETOCS |  CIIY>KEOHBIX IOKYMEHTOB;

HEJBM)KHMOTO UMYIIIECTBA.

IIK 1.4 YuacTBOBaThH B - 00 OCHOBHBIX ITOJIOKEHHUSX T10 - BBITIOJIHATH ONPE/ICIICHHBIE
MIPOEKTHUPOBAHUH U aHAIIN3E JOKYMEHTHPOBAHUIO BUABI pabOT 1O OpraHU3aLUH
COLIMANIbHO-3KOHOMHUYECKOT0 yIpaBieHUYECKON paboT ¢ TOKyMEHTaMH B
pPa3BUTHUS TEPPUTOPHH. JeSITeNIbHOCTH; YUPEXKIEHUSX;

IIK 1.5 Ocy1iecTBIsATh MOHUTOPHHT -3aKOHOJATEJIbHBIE - oopMIIATH

3eMeIb TEPPUTOPUI

aKThl U HOpMaTHBHBIE
JIOKYMEHTBI 10
OpraHM3alnu PabOTHI C
JOKYMEHTalHeH;

HOMEHKIIATypy Ael U
(dhopMupoBaTh iena B
COOTBETCTBHH C
HOMEHKIIATypPOH JeT;

- IIOJIB30BaTHCSI OCHOBHBIMHU
HOPMaTHBHO- PABOBBIMHU
MIOKyMEHTaMH B 00J1aCTH
JIOKYMEHTUPOBAHUS




Wnneke ConepxaHne KOMIETEHIIUU B pesynbpraTe uzyuenus yqeOHON AUCHMIUIMHBI 00yJaroLecs
KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI
un 3HATh YMETh
IIK 2.1 BBINOIHITE KOMILIEKC - (opMBI, METOIBI U CUCTEMBI - COCTaBJIATH M OPOPMIIATH
KaJacTPOBBIX MIPOLEIYD. JOKYMEHTHUPOBAHUS pas3In4HbIEe BUABI
JIOKyMEHTOB
K 2.2 Onpenenars KagacTpoBYyIO - (hopMBI, METOIBI U CUCTEMBI - COCTaBIATH U OHOPMIIATH
CTOMMOCTD 3€MeEJlb. JOKYMEHTHUPOBAHUS pas3In4HbIe BUABI
JIOKyMEHTOB
K 2.3 BrImonHATs KagacTpoByto - (hopMBI, METOIBI 1 CUCTEMBI - COCTaBIATH U OHOPMIIATH
CBEMKY. JOKYMEHTHUPOBAHUS pas3In4HbIEe BUABI
JIOKYMEHTOB
1K 2.4 OcyiecTBIATh KaAaCTPOBBIH - (hopMBI, METOIBI 1 CUCTEMBI - COCTaBIATH U OHOPMIIATH
U TEXHUYECKHU y4eT JOKYMEHTHPOBaHUS pa3uvHbIe BUABI
00BEKTOB HEJABMKHUMOCTH. JIOKYMEHTOB
K 3.1 BrImmonHATE paboTHI 10 - (opMBI, METOIBI U CUCTEMBI - COCTaBJIATH M OPOPMIIATH
kaprtorpado- JOKYMEHTHPOBaHUS pa3NuvHbIC BUABI
re0Ae3UIECKOMY JIOKYMEHTOB
00ecnedeHuIo TepPUTOPHUH,
co3ziaBaTh rpaduyeckue
MaTepuaibl
K 3.2 Hcnons3oBaTh 3aKOHOJIaTEIbHbIEC aKThI U - opopMITITH
roCyJapCTBEHHBIE HOPMATUBHBIE JOKYMEHTHI IO HOMEHKJIATypy Aed U
reoJIe3NYeCKIe CeTH U UHBIE opraHu3zanuu paboThl ¢ (dopMHpOBaThH Jera B
CEeTH I ITPOU3BOCTBA JOKYMEHTalHen; COOTBETCTBHH C
KapTorpado- reoe3n4ecKux HOMEHKIJIaTypOH JIeJT;
pabor. - MOJIH30BATHCS
OCHOBHBIMH HOPMAaTHUBHO-
NIPaBOBBIMH JOKYMEHTaMH B
001aCTH JOKYMEHTHPOBAHUSI
K 3.3 HcnonszoBaTh B - (hOpMBI, METO/IBI 1 CUCTEMBI - COCTaBIIATh U OHOPMIIATH
MIPaKTHUYECKOH e TeNbHOCTH JOKYMEHTHPOBaHUS pas3IuvHbIC BUJIBI
reonH(popMaloOHHbIE JIOKYMEHTOB
CUCTEMBI
IIK 3.4 Onpenenars KOOpAUHATHI - (hOpMBI, METO/TBI 1 CUCTEMBI - COCTaBIIAATh U OHOPMIIATH
IPaHMI] 3eMEJIbHBIX YYaCTKOB | JOKYMEHTHPOBAHUS pas3In4HbIe BUIBI
1 BBIYMCIISITH MX TJIOLIA M. JIOKYMEHTOB
MK 3.5 BEIMONHATE TOBEPKY 1 - (hOpMBI, METO/TBI | CUCTEMBI - COCTaBIIAATh U OHOPMIIATH
FOCTHPOBKY T'€0/I€3MUECKUX JIOKYMEHTHPOBaHHS pa3InvHbIC BUJIBI
npuOOPOB M HHCTPYMEHTOB. JIOKYMEHTOB
IIK 4.1. Ocy1ecTBasTh cO0p 1 - 00 OCHOBHBIX MOJIOKEHHSX I10 - BBIIIOJIHSTH OIPEACIICHHBIC
00paboTKy HEOOXOAMMOH U JIOKYMEHTHUPOBaHHUIO BU/JIbI PA0OT 1O OpraHU3aIuu
JOCTaTOYHON HH(pOpMAIUN YIpaBICHYECKOM eI TENbHOCTH; paboT ¢ TOKyMEHTaMH B
00 00BEKTE OLIEHKU U YUPEKACHUSX;
AHAJIOTUYHBIX 00BEKTaxX
1K 4.2. [IpousBoauTh pacueTs! O - o01Ire nmpaBuiia OpraHu3au - BBITIOJIHSATH ONPE/IEIIEHHBIE
OLIEHKE 0OBEKTa OLIEHKHU Ha paboThI ¢ TOKyMEHTaMHU BUBI pabOT IO OpraHU3aLUH
OCHOBE IPUMEHUMBIX paboT ¢ TOKyMEHTaMH B
MTOJIXOJIOB U METOJIOB OIICHKH. VUPEKICHUSX;
IIK 4.3. O0600maTh pe3ynbTaThl, - 00 OCHOBHBIX TOJIOXKEHHSIX TI0 - BBITIOJIHATH OIPEJICIICHHBIE
MOJTyYEeHHbBIE TOAXO0AaMH, U JOKYMEHTHPOBAHUIO BUABI pabOT 1O OpraHU3aLuH
JaBaTh 00OCHOBAaHHOE yIpaBICHUECKON AESTENBHOCTH; paboT ¢ TOKyMEHTaMH B
3aKJIIOueHne 006 HTOrOBOM VUPEKICHUSX;
BEJIMYMHE CTOMMOCTHU - 0pOpMIISITH OCHOBHBIC
00BEKTa OLEHKH BUIbI OPraHU3alMOHHO-
pacHops,ANTENBHBIX
11K 4.4 PaccunThIBaTh CMETHYIO - (hopmpbl, MeTOAIBI 1 - COCTaBJISITh U
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Wnnexc CopeprkaHre KOMIETEHITUN B pesynpraTe nzydenus yueOHON IUCITUIUIMHBI 00yYaroIrecs
KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI
1707 3HATh YMETh
CTOUMOCTD CUCTEMBI 0pOPMIIATH Pa3INIHBIE
3IaHUH U COOPYKCHHUHU B JIOKYMEHTHPOBAHHS BUJBI JOKYMEHTOB
COOTBETCTBHH C
JeHCTBYIOIUMU
HOpMaTHBAMH U
MPUMEHSICMbIMH
METOJTUKaAMHU.
TIK 4.5. Kiraccudumuposats 3manus - 3aKOHOJATEIbHEIC - 0hOpMIISATH
u aKThl 1 HOPMAaTHBHBIE HOMEHKJIATypy Ael 1
COOPYKCHHUS B JIOKYMEHTBI TI0 OpraHHU3aIiN (dhopMupoBaTh Jiena B
COOTBETCTBHH C paboTHI ¢ TOKyMEHTaInei COOTBETCTBHH C
NPUHSITON TUIOJIOTUEN HOMEHKJIaTypoil e, -
MOJIb30BATHCS OCHOBHBIMHU
HOPMAaTHBHO- PABOBBIMU
JIOKyMEHTaMH B 00JIaCTH
JIOKYMEHTUPOBAHUS
[IK 4.6. O opMIISITH OIICHOYHYIO - 3aKOHO/IATEIbHEIE - o opMIIATH

JOKYMCHTAIIUIO B
COOTBETCTBHH C
TpeOOBaHUSIMHU
HOPMATHBHBIX aKTOB,
PErYIUPYIOLIHX
MPABOOTHOIIICHHUS B
9TO# 00nacTn

aKThl 1 HOPMaTHBHbIC
JOKYMEHTBI 110 OpPraHU3aIiuu
paboThI ¢ TOKyMEHTaIUEH

HOMEHKIIATypy Ael U
(dhopMupoBaTh 1e7a B
COOTBETCTBUHU C
HOMEHKJIATypoH Jen; -
MOJIE30BATHCSI OCHOBHBIMU
HOPMAaTHBHO- ITPAaBOBBIMU
JIOKyMEHTaMH B 00JIaCTH
JTOKYMEHTUPOBAHUS




2. CTPYKTYPA ¥ COJAEPKAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHOIl padoThI

Bun yueOHo# padoThl Qovem uacos
MakcumanbHas yyeOHasi Harpys3ka (Bcero) 73
O0s3aTe/IbHASL Ay TUTOPHAN YUeOHAs1 HAarpy3Ka (Bcero) 48
B TOM YHCJIE!
3aHATHUS JCKIHMOHHOTO TUIIA 32
MPAKTHYCCKHUE 3aHATUS 16
nabopaToOpHEIEC 3aHATHUS -
CamocrosiTesibHasi pabora o0yuyarmerocs (Bcero) 20
B TOM YHCJIE!
Te3aypyc 6
pedepar 8
CaMOCTOsITeNIbHAs BHEAyIMTOPHAs paboTa B BHJIE TOMALITHUX MPAKTHUECKUX 6
3aJJaHu}, UHIUBUAYAIbHBIX 33/1aHUN, CAMOCTOSTEIBLHOTO 10A00pa U
M3YYEHHUs JOTIOJIHUTEIBHOIO TEOPETUUECKOI0 MaTeprasa
Koncynomayuu 5
IIpomedsxcymounas ammecmayust 6 popme 3auema/IK3amena/ou. sauema Hud.3auer
2.2. CTpyKTypa IMCUMILIMHbI:
KosinuecTBo ayIuTOPHBIX 4YaCOB CamocrosiTesibHA
s1 padora
HaumenoBanue Teopernve | IIpakTudeckue u
oOyuarwuerocs (B
pa3/iesioB U TeM Bcero cKoe JlabopaTopHbIe _—
o0yueHue 3aHATHSA
KOHCYJILTALHH)
Pa3nen 1. Beenenue B
ZIOKYMEHTHPOBAHHE 34 16 5 10
yIpaBIeHIECKON
JeSITEIIbBHOCTH
Paznen 2.
Opranuzanus padboTs 34 16 8 10
C IOKYMEHTaMH
Koncynbranuun 5 - - 5
Beero mo 73 32 16 25
AUCHUILINHE
2.3. TemaTn4yecKuii IVIaH U coepKaHue Y4eOHOM IMCUMILIHHBI
HanmenoBanu Coaepsxanue yueOHOro MaTepuaJa, JJabopaTopHbie O0be | YpoBen
e pa3aeJioB U PatoThI U NPAKTHYECKHE 3aHATHS, CAMOCTOATEIbHAS M b
TeM padora o0y4aromuxcst 4acoB | OCBOCHU
|
1 2 3 4
Jlekumnu
Paspean 1. JIOKYMEHTBI U cI0COObI TOKYMEHTHPOBAHUS 4
Beenenne B Yuudukanus u craHgapTazanus JTOKYyMEHTOB. CHCTEMBI 4
AOKYMEHTHPOB | JTOKYMEHTAI[I! 1
aHue PexBu3nTHI 1 OJIaHKH JJOKYMEHTOB. 4
YiupaBJICHY€CK OpFaHI/ISaHHOHHO-pacrlOpS{)II/ITeJ'ILHaSI JOKyMEHTaLM:. 4
ou OpranuzanvoHHbIe JOKYMEHTHI
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AeTeJIbHOCTH IIpakTuyeckue 3aHATHS
OdopmieHne opraHu3alMOHHBIX TOKYMEHTOB 4
2
Odopmienne pacnoOpsSAUTEIbHBIX JOKYMEHTOB 4
CamocrositesqibHasi  padora: CioBapb TEPMHHOB U
ompexaeneHuil nenonpousBocTBa.. Pedepar..Ilpopadorka
KOHCIIGKTOB  3aHATHH, y4eOHOH W  CHEIUaIbHOU 10
nuteparypsl. PaboTa Hajx 3amaHusiMu paboyei TeTpaiu.
BCET'O I10 PA3JIEJLY 34
Paznen 2. Jlexknuu
Opranmsammusa | Opranuszanus JOKYMEHTO000pOTa 2
paboTkI ¢ Opranuzanus JIOKYMEHTO00O0pOTa B 3EMEJIBHO- 5
AOKYMEHTAMM | pMmy11I€CTBEHHBIX OTHOIICHUSIX
Opranu3anuss perucTpaluyd JOKYyMEHTOB W KOHTPOJb 5
VCIIOJIHEHUS JOKYMEHTOB
Opranuzanys perucTpanud JOKYMEHTOB UM KOHTPOJb 1
WCIIOJIHEHUSI JOKYMEHTOB B 3€MEIbHO-UMYIIECTBEHHBIX 2
OTHOIICHUSX
Opranu3zaiiys ornepaTUBHOTO XPaHEHUS JOKYMEHTOB 4
[Topsanok nepegaun JOKYMEHTOB B apXHB WU Ha 4
YHUYTOXKCHUE
IIpakTHyecKkue 3aHATHS
Perucrparnus BXOIMIIMX JOKYMEHTOB B KypHAJIC U Ha 2
KapTOUKe
Peructpanus ucxoasimux U BHyTPEHHUX JOKYMEHTOB B 2
KYpHaJIe U Ha KaPTOUKe
OdopmieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHMU3alOHHO-PACIOPSAUTEILHON JOKYMEHTAIUH C 2 2
nomoibsio [19BM.
Coznanue 1mabI0HOB JOKYMEHTOB 2
CamocTrosiTesibHas padoTa: Pemienne npakTudeckux 10
3aga4. [lonroroBka Kk ceMuHapam.
BCEI'O 110 PA3JAEJY 34
Koncynpranumn S)
NTOI'O: 73
2.4. Coaep:xanue pa3iejaoB IMCUUILTUHBI
2.4.1. 3aHATHSA JTEKIIHOHHOI0 THNA
dopma
No TEKYIIET
pas3z Hamvmeronare Copepxanue pasaena }(’)Ul
ena pasiena KOHTPOJI
s
1 3 4
3cemecmp
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®opmMma

(I'CAOY); TunoBasi MHCTPYKIIUS 1O JEIONPOU3BOJICTBY B
(benepanbHBIX OpraHax UCHOJHUTEIBHON BIACTH.

Ponp  undopmanmu B COUAIBHO-DPKOHOMUYECKHX
nporeccax. PenepanbHblii 3akoH «O06 wuHpOpManuy,
undpopmanud U 3amure uHbopMauuny. DyHKIMH
JOKYMEHTOB:  WH(GOpPMAlMOHHAs, = KOMMYHUKaTHBHAs,
collManbHas, KYyJNbTypHas. YIpaBJICHYECKas, I[paBoOBas,
HCTOpHYECKasl, U IPYTHe, MX XapaKTePUCTHKA.
JlokyMeHTUpOBaHUE: OCHOBHBIE CIIOCOOBI. MaTepuanbHbie
HocuTenu uHpopmanuu. Kiaccudukanus TOKyMEHTOB 1O
Croco0y H3rOTOBJICHHUS, MPOUCXOXKICHUIO, COJEPKAHUIO,
HAaMEHOBAHMIO U IPYTHM MPU3HAKAM.

Oo6mepoccuiickue knaccudukaroper (OKVY/, OKIIO,
OKOHX, OKVYH), wux Kparkag XapaKTepUCTHKA.
YuupuuupoBanHas CcuUCTeMa [JOKYMEHTALUU: TMOHSTHE.
CoctaB  yHH(UIIMPOBAHHBIX CHCTEM JIOKyMEHTAIIHUU:
OpraHU3aIIOHHO-PACTIOPSAUTENbHAS, OTYETHO-
CTaTUCTHYECKasl, TICPBUYHAs, y4eTHas, (PUHAHCOBAS U Jp.
l'ocynapcTBeHHble cTaHAApThl Ha YHU(UIUPOBAHHBIE
CHCTEMBI JTOKYMEHTAINH. PexBu3wur, bopmysip
JOKYMEHTa, THUIOBOH ¢opmyssip, (opmynsip-obpaser,
TabeIb dhopm JIOKYMEHTOB, apo0M dhopm
YHU(UITUPOBAHHBIX JIOKYMEHTOB: MIOHATHE,
XapaKTepUCTHKA.

IIpaBuna odopmieHus pekBU3UTOB OlaHKa U UX
pacrmojyioKeHusi Ha CTaHAapTHOM (QopmaTte Oymaru,
pa3mepsl nosieil. biank JokymMeHTa: NOHATHE, Ha3HAYEHHUE,
BUABI OnaHKOB (0Omuii OylaHk, OJaHK THChbMa, OJIAHK
KOHKPETHOTO BHJa JIOKyMeHTa (Kpome mucbMa). CocTtas,
odopMIIeHHE PEKBU3UTOB OJIaHKA.
OpraHu3anroHHO-pacopsIUTEIbHbIE JIOKYMEHTBI:
MIOHSATHE, Ha3HaueHHE, OCHOBHBIE BUJIBI
(opranu3anMoHHbIE, PACIOPSAUTENbHBIE, CIIPABOYHBIE).
OpraHn3anoOHHBIE  JOKYMEHTBHI: YCTaB, IOJIOKCHHS,
CTpYKTypa M  IUTaTHas  YHCIEHHOCTb,  LITaTHOE
pacriicaHue, TpaBWiIa, IOHDKHOCTHas WHCTPYKIUS, HX
Ha3HAUYEHUE, XapaKTEePUCTHKAa M COCTaB, TPeOOBaHUS K
odopmIIeHHIO, MOPSAIOK YTBEPKACHHUS.
PacniopsiiuTenbHble U CIIPaBOYHBIE JOKYMEHTHI.

Ne TEKyLIeT
pas3z Hanverosanue Conepxanue pasaena }(’)Ul
pasnena
ena KOHTPOJI
s
1 2 3 4
1 Paznen 1. [Ipenmer, wenmu u 3agaud  aucuuIuiMHEBL W ee | T
BBenenue B MEKIPEJMETHbIE CBSI3M € JIPYTUMH JIUCIHMIUIMHAMU.
IOKyMeHTupoBa | Mctopust pa3BUTHS JOKYMEHTAIIMOHHOTO OOecreyeHus
HUE yIIpaBJICHUS. OcHOBHEBIE HOHSTHS: JOKYMEHT,
YIIPaBJIEHYECKOH | TOKYMEHTALMOHHOE obecrieueHue yIIpaBIICHUSL.
JEATeIbHOCTH Hasnauenune ['ocynapcTBeHHOM CHCTEMBI
JOKYMEHTAI[HOHHOT'O obecrieueHHs yIIpaBJICHUS
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®opmMma

Ne TEKYIIer
HanmenoBanue
pasn Coneprxanue pasjena 0
pazznena
ena KOHTPOI
A
1 2 3 4
2 Pazgen 2. JIoOKyMeHTOOOOpOT:  TOHATHE,  O0mue  mpuHIUNG | T
Opranuzanus OpraHu3ali  JIOKyMEHTOOOOpOTa, €ro  CTPYKTypa, | A
paboTsI ¢ HeoOxomuMocTh  yu€ta o00BbEMa  JoKymeHTooOoporta. | [
JOKYMEHTaMHU HopmarusHbie JTOKYMEHTBI, periIaMeHTHP YOI
OpraHU3aIHI0 JIOKYMEHTO000pOTA. perucrpanus

JOKYMEHTOB,  ONpelIeJeHue, Leld, 3aJadd, MecTa
perucTpalii  pa3jiU4HbIX  KAaTeropuil  JOKYMEHTOB.
Cucrempr u  ¢opMbl  peructpauuu  (KypHaJbHas,
KapToO4Hasi, aBTOMATU3WPOBaHHAs), HUX JOCTOMHCTBA U
Henoctarku. [lokasaTenu, BBOAUMBIE B PETrMCTPALIMOHHBIE
¢opMbl.  OCOOCHHOCTHM  PETUCTPAllMd  BXOJSAIIMX,
HCXOJSIINX U BHYTPEHHUX JOKYMEHTOB.

CocraB BBIMOJMHAEMBIX PabOT MPU OTIPABKE HCXOISAIINX
JOKYMEHTOB: TIPOBEpPKa MPAaBUIBLHOCTU O(POPMIICHUS,
HaJIM4us NPUIOKEHHUH, aJipeca, COPTUPOBKA 110 ajpecaTam
U BHUJAM OTIIPABJICHUNA COCTABJIECHUE ONUCKH PACCHUIKH.
TpanuuMoOHHBIN CIOCOO OTMPABKU TOKYMEHTOB (ITOYTOM).
OTtnpaBka TOKyMEHTOB ¢ TIOMOIIIbIO TenedoHa, (hakca.
KonTpo:is UCIIOJTHEHUS JIOKYMEHTOB: MIOHSITHE,
Ha3HaueHue, BUAbL. [IpMHLMNBI OpraHu3anu KOHTPOJIA.
Cpoku  HCTIOJTHEHUS: THUTIOBOH, VH]JIUBUIYAJIbHBIM.
TexHonorus BeNEHUS KOHTPOJIS. AHAIU3 HUCIOJIHEHUS
JIOKYMEHTOB B YUPEKICHUSX.

B3anmocssi3b perucTpauuu JIOKYMEHTOB u
MH(POPMAIIMOHHO-CTIPAaBOYHON  paboTel.  Opranuzarus
paboThI C TOMOIIBIO CIIPABOYHBIX KapTOUEK.
JIOMKHOCTHBIE JIMLA, OCYLIECTBIISIIOIINE PETUCTPALUI0 U
KOHTPOJb  HCIOJNHEHUs, uX (QYHKIOUA W  Tpasa.
Homenknatrypa nen: moHsTue. 3Haue€HHWE HOMEHKJIATYPHI
nen Juis  KiacCu(UKAIMU JOKYMEHTOB, OMNEPATUBHOTO
XpaHEHUs] M HX [PEJapXMBHOM IOATOTOBKH. Bubl
HoMeHKIatyp nen. Ilopsmok cocraBneHus, opopMIICHHUS,
YTBEPKICHUS U MIPUMEHEHUs KOHKPETHOW HOMEHKJIATYpPhI
nen. [opsaok popmupoBanus aed.

OcHOBHBIE dTanbl Mepeadl JOKYMEHTOB B apXHB WM Ha
YHUUYTOKEHHUE: TIOJITOTOBUTENbHBIN (000CHOBaHKE BHIOOpA
crnocoba  COXpaHEHHs] WM  YHUYTOXEHHUS  IyTeM
MPOBEJICHUSI  OKCIEPTH3bl  IIEHHOCTH  JOKYMEHTOB),
OCHOBHOI (ITOArOTOBKa Jein JUIsl Tepefadyd B apXuB),
3aBepIIaroIInii (Iepeada B apXuB UM YHUUTOXKEHHUE).
DkcnepTusa LEHHOCTHU JIOKYMEHTOB: MOHSITHE,
Ha3HaueHne. Cpoku XpaHeHusi JOKyMeHTOB. Ilepeunu
JOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHMs, UX BHUJBI,
Ha3HaveHue, cxeMmbl noctpoenus. [lopsanok nepegaun nen
B apXMB WM YHUUYTOXKCHUS TOKYMEHTOB.

[Tpumeuanue: T — Te3aypyc, [ — auckyccus, A-aHanu3 nNpoOJIeMHBIX CUTyalui (ynpakHEHHs])
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2.4.2. JlaGopaTopHbIe 3aHATHS - HE IPETYCMOTPEHO

2.4.3. [IpakTHyecKkne 3aHATHS (CEMHHAPCKOTO THIIA)

No ®dopma
HaunmenoBanue

pasze Copepxanue pazzena TEKYIIETOo

paszena
Ja KOHTPOJIS
1 2 3 4
3 cemecmp

1 Pazgen 1. Bunnl JIOKYMEHTOB: TEKCTOBEIE, rpaduyeckue, | T
Bsenenue B MallMHOYUTAaeMble, (OTONOKYMEHTHl. Biusnue nHayudno- | Y
JOKYMEHTUPOBA | TEXHHUYECKOTO mporpecca Ha JIOKYMEHT u
HHE JOKYMEHTUPOBAHHUE. ®enepanbHbII 3aKOH «006
YIPaBJICHUYECKON | AIEKTPOHHOU MOATHICH. Cocras, odopmieHue,
JESITEIbHOCTH U3rOTOBJIEHUE,  XpaHeHUue  OJaHKOB  OpraHU3allUu.

Dopmysp-odpaszern TPYIIIbI JIOKYMEHTOB,

NPUHAICKAIIUX K OJHOW cucreme. IIpoexktupoBaHue
0JJaHKOB JIOKYMEHTOB OpraHu3aluu. TUMbl TOKYMEHTOB:
MOJJIMHHUK, KOIUs, TyOJIMKaT, BBIIMCKA, UX Ha3HAUYECHHUE.
[Topsimox odopmieHre M BbLAAYM KONMUN M AyOJIUMKAaTOB
JOKYMEHTOB, BBIIMCOK W3 HUX. PacnopsaureibHbie
JOKYMEHTBI: IIOCTAHOBJICHHE, IIPHKa3, paCHOPsLKEHHE,
COBMECTHBIN pacropsIAUTENbHBIN JIOKYMEHT, ux
Ha3HAuyEHHUE, XapaKTepUCTHKa M COCTaB, TpeOOBaHUS K
opopmnennto. CrpaBodHBIE JTOKYMEHTBHI: CIy)KEOHBIE
IIMCbMA, CIIPAaBKH, JOKJIAJAHbIE 3alIUCKH, IPOTOKOJIBI, AKTHI,
3asiBJICHHE, UX XapaKTEpUCTUKA U COCTaB, TPEOOBAHUS K

odopmIIeHHIO.

2 Paznen 2. Peructparnus BXOAAIIUX, HCXOMANUX © BHYTpeHHUX | T
Opranuzanus JIOKYMEHTOB B )KypHAJIC M Ha KApTOUYKE Y
paboThI C OdopmiieHre  OCHOBHBIX PEKBH3UTOB M  OCHOBHOH | A
JOKYMEHTaMHU OpTraHU3AIMOHHO-PACTIOPSAUTENLHON  TOKyMEHTanuu ¢ | P

nomotpio [I9BM. Coznanue 1maGioHOB JTOKYMEHTOB.
Opranuzanus XpaHEHUs HCIOJHEHHBIX JOKYMEHTOB.
OcHoBHblE TpeOOBaHUS HOPMATUBHBIX JIOKyMEHTOB,
perimaMeHTHPYIOIMX JaHHBIH 3Tal JJOKYMEHTOOOOpOTa.
OTBETCTBEHHOCTh 32 COXPAHHOCTh IOKYMEHTOB.
[Tpumeuanue: T — Te3aypyc, P — Hammcanue pecdepara, Y — ycTHBIH ompoc, A - aHanu3
pOoOJIEMHBIX CUTYyallui

2.4.4. CoaepxxaHue caMOCTOSATEJIbHOM padoThI

B mporecce caMoCTOSATENBbHONW MAEATENBHOCTH CTYAEHTHl H3Yy4alOT M KOHCHEKTHPYIOT
PEKOMEHYEMYIO0 JIUTEpaTypy, TOTOBAT JOKJAJbl, BBIIOJHSIOT MPAKTUYECKUE 3aJaHUd U
NPEJCTABISAIOT MUChbMEHHbIE OTYEThl O MpojaerdaHHOM pabore. [Ipu m3ydeHMHM Kypca CTYICHTBI
OPUEHTHPYIOTCSI Ha CAMOCTOATEIbHOE H3Y4YEHHE COLUAIbHO-TICUXOJIOTHYECKUX HMCTOYHHUKOB, HX
00CyX/IeHHUEe Ha TEOPETHUYECKUX 3aHATUAX. B caMOCTOSATENTbHOM OCBOEHHH OTAEIBHBIX BOIPOCOB U
mpobsieM (Ha OCHOBE PEKOMEHAYEMOW, a TakXe IMyTeM OCO3HaBaHUS MNpPOoOJIeM IHUCUUIUIMHBI B
mpolecce MX aHalM3a Ha CEMHHAPCKUX 3aHATHAX) CTyIEHTaM HEOOXOJMMO TMOHSTh CYIIHOCTb
COBPEMEHHOW COIMAILHON TICHXOJIOTHH, OOpaTHTh 0CO00€ BHHUMAaHHWE Ha €€ NPHUKJIAJIHBIC
BO3MOXHOCTH.

Te3zaypyc. Te3zaypyc M03BOJISIET BBISIBUTH CMBICI HE TOJIBKO C TIOMOIIBIO ONPEENICHUs, HO U
MOCPEJICTBOM COOTHECEHHMS CII0BA C JPYTUMH MOHATHIAMHU U UX TPYIIIaMU.

Tembl pedepaToB
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1.ITonsiTHE O MTOKYMEHTaX, CrIoco0ax JOKYMEHTUPOBAHUS, HOCUTENAX HH(OpMAIH

2. [TonsiTue 0 GyHKIUAX JOKYMEHTA

3. [Tpu3Haku U CTPYKTypa TOKyMEHTA

4. YHUUKAIKS U CTaHAaPTU3AIUS JOKYMECHTOB.

5. YHUPHUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIUN

6. dopmynsip-oOpaser opraHu3auOHHO-PACTIOPTUTEIHLHOTO TOKYMEHTA

7. TpeboBanust Kk OG(OPMIIEHHIO PEKBU3UTOB OPTraHU3AMOHHO-PACIIOPSAUTEIBHBIX
JTOKYMEHTOB

8. [IpaBuna ogopMiIeHHST OCHOBHBIX BHUAOB OPraHU3ALMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB

9. CripaBo4HO-UH(OPMAIIOHHBIE IOKYMEHTHI

10. Cnyx0a TOKyMEHTAIIMOHHOTO 00ECIICUEHUs YIIPABJICHHS.

11. TpeboBanust kK opranu3aluy J0KyMEeHT0000poTa

12.  Tlpuem moctymarmmmx J0KYMEHTOB, OpPraHU3aIUs TOCTaBKH JOKYMEHTOB

13.  TpebGoBanus K OpraHu3alMd  XpaHCHUS  HWCHOJHEHHBIX  JOKYMEHTOB B
JIeTIOTIPOU3BOJICTBE.

14. Howmenkiarypa gen

15. TpebGoBanus K GOPMHUPOBAHUIO JICIT B JIEIONPOU3BOJICTBE

Bonpocs! 1J1s1 yCTHOTO 0TBeTa (AMCKYCCHH) [0 TeMaM:
Paznen 1. BBenenue B JOKyMEHTUPOBAaHUE YIPABICHYECKOH 1€ATEIILHOCTH
Tema 1 JlokyMeHTBI ¥ cIOCOOBI JOKYMEHTHPOBAHHUS
1. KakuM HOpMaTUBHBIM JIOKYyMEHTOM PErJIaMeHTUPYIOTCSI OCHOBHBIE TEPMUHbI
B 00J1aCTH JEI0NPOU3BOICTBA?
2. Yto BKIIIOYAET B ce0sl MOHATHE «IOKYMEHT»?
3. Kakue g3bIKH U c110COOBI JOKYMEHTHPOBAHUS Bbl 3HaeTE?
4. Ha3oBuTe COBpeMEHHBIE BUAbI HOCUTEIEH HHPOPMALIUY.
5. KaknM 3aK0HOM yCTaHaBIIMBAETCS IPABOBOW PEXUM CO3JaHUS, XPAHEHUS U
UCIIOJIb30BaHUS MH(OPMAIIMOHHBIX pecypcoB?
6. Uem oTnu4aeTcs JOKYMEHT JJMYHOTO TIPOUCXOXKACHUS OT OUIHATIBLHOTO TOKyMeHTa?
7. Uto 00ycnaBauBaeT I0pUINUECKYIO CHITY O(UIIHAIBHOTO JOKYMEHTA?
8. Uto nmoHnmaercs noJi NoJu(yHKIIMOHATBHOCTHIO TOKyMEHTa?
9. HazoBuTe ocHOBHBIE OJ10KH (Tpynibl) GpyHKIUI TokyMeHTa. YeM xapakTepusyercs
Ka)KIbIil 0J10K?
10. Kak Mensietrcs aevictBue GpyHKIUI BO BpeMeHH?
11. HazoBHuTE OCHOBHBIE CBOKCTBA JOKYMEHTA.
12. [aiite onpenenenue aTpuOyTUBHOCTH ((PYHKIIMOHATIBHOCTH, CTPYKTYPHOCTH)
JIOKYMEHTA.
13. Ha3oBuTE OCHOBHBIE IPU3HAKY JOKYMEHTA U IAliTE KPAaTKYIO XapaKTEPUCTUKY
KaXKI0r0 U3 HUX.
14. Yro Takoe ropuanueckas cuia J10KyMeHTa?
15. JlaiiTe onpeneneHye MOAIMHHUKA U 1yOIMKaTa TOKyMEHTA.
16. [Maiite onpeneneHre Konuu JokymMeHnTa. Korna konus JOKyMeHTa npruoopeTaer
IOPUTNYECKYIO CUITY?
17. Yem NOUIMHHBIN JOKYMEHT OTINYAETCS OT MOAJIOKHOT0?
18. Uto mpencranisier co60i TOKyMEHT, haabCuUIUPOBAHHBIN MOJHOCTHIO?
19. Yro mpencrapinsier co00i JOKYMEHT, (albCUPUIIMPOBAHHBIA YaCTUYHO?
20. Yrto mpencraBiseT coO0i OpUTHHAT JOKYMEHTA?

Tema 2 YHudukanus v cTangapTU3anus T0KyMeHTOB. CUCTEMBI TOKYMEHTAITUN
1. KakoBbI OCHOBHBIE 11€TM YHU(DUKALUU TOKYyMEHTOB?

2. Uto yuuThIBaETCS MPHU MPOBEACHUN YHUPUKAIIMHA TOKYMEHTOB?

3. YUto moHMUMAETCs TO/I CUCTEMOMN JJOKYMEHTAITUH?

4. Kakue ObIBAIOT CUCTEMBI TOKYMEHTAIIUH?

5. B yem ocobernocts YCOP/I?
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6. Uto mpeacraBusieT coO0M CTaHAAPT U KaKUE BUJIBI CTAHIAPTOB MPUMEHSIOTCS

B Hallei ctpane?

7. YTO BXOAUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAapTU3AL[UN?

8. KTo pa3pabarbiBaeT 1 yTBEPK/1a€T HOPMATHBHBIC IOKYMEHTHI TI0 CTaHIapTH3AIUN
Y KTO OCYIIECTBIISIET KOHTPOJIb U HAA30p 32 COOMIOCHUEM UX TPEeOOBaHUMN?

9. Yro nmpencrasiser codboit YCJI u kakue nerictByronue B Hamiei ctpane YCJI

BBI 3HacTE?

10. Yto moHnMaeTcs noji peKBU3UTOM JOKYMEHTa?

11. Yto onpenenser GopMyIisp TOKYMEHTA U 4YeM OTJIn4YaeTcs (GopMyIsip JOKyMEHTa
oT GopMyIsipa-oopasma’?

12. KakuM HOpMAaTHUBHBIM JIOKYMEHTOM PETJIaMEHTUPYETCS 1P

Tema 3 PexBU3HUTHI U OJTAaHKHU TOKYMEHTOB.

1. Kakue ¢opmarsl Oymaru UCIoib3yroTcs i mocTpoeHus popmyspa-odpasia
oPa?

2. Kakue pasmeps! noseir OPJ] ycranosiiens! hopmyssipom-oopasziom OPJ]?

3. Moryt 11 Ha MOJIAX TOKYMEHTA PacIolaraThCsl KaKue-Tmb0 peKBU3UTHI?

4. Kakoil MakCUMaIIbHBII COCTaB PEKBU3UTOB YCTAHOBIIEH PopMyIsipoM-00pasiom?
5. CKOJIbKO MOJIOXKEHUH TadyIsTOpa UCTIONb3YeTCs IPU 0(hOPMIIEHUH PEKBU3UTOB?
6. Kakne pekBU3UTBI OTHOCATCS K IOCTOSIHHBIM?

7. Kakue peKBU3UTHI SBJISIOTCS 0053aTeIbHBIMU?

8. CKOJIBKO CYIIECTBYET CIOCO00B 0(hOPMIICHUSI PEKBU3UTOB?

9. UTo XapaKTepu3yrOT 10NOJHUTENIbHbIE peKkBU3UTHI OPJ1?

10. Uem npo10JIbHBIN BapUaHT PACOIOKEHUS PEKBU3UTOB 3ar0JI0OBOYHON 4acTH
0JIaHKa OTJIMYAETCS OT YIJIOBOTO?

11. KakuMu crioco6aMu MOXHO M3TOTaBIMBATh OJaHKHU JOKYMEHTOB?

12. Uto siBNsieTCsl OCHOBOM Ui MPOSKTUPOBaHUs OlaHKa TOKyMeHTa?

13. s opopmieHnss Kakux BHIOB TJOKYMEHTOB HCIIOJIb3YeTCs 00U OaHK?

14. Kakue nocTossHHbIE PEKBU3UTHI MOTYT ObITh HAHECEHBI Ha KaXIbli BUJ OnaHKa?
15. Kakumu cnoco6bamMu MOTyT OTMEUaThesl Ha OJJaHKax MecTa JJis IEPEMEHHBIX
PEKBU3HUTOB?

16. UeMm oO1mii 61aHK OTIIMYAETCS OT OJlaHKa ImuchbMma?

18. Kakue TpeGoBaHMs MPEABABIAIOTCS IIPH U3TOTOBIEHUS OJIaHKA ¢ N300pakeHneM
I'ocynapcrBennoro repba PO wiu rep6oB cyobekToB PO?

19. Uto He0OX0UMO MPEICTaBUTh B TUMOTpadUIO 1715 H3TOTOBJICHUS OlaHKa?

Tema 4 Oprann3alnoOHHO-pacoOpsAAUTENbHAs JOKyMeHTalus. OpraHu3aliOHHbIE JOKYMEHTBI

1. Kakue TOKyMEeHTbI OTHOCATCS K OpraHU3allMOHHBIM?

2. B yem 3akimogaercss 0COOEHHOCTh 0(OPMIIEHUS 3arojIoBKa K TEKCTY B OpraHM3allMOHHBIX
JOKyMEHTaxX?

3. Kora opranuzaioHHbIe TOKYMEHTBI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OpraHM3alMOHHBIX JOKYMEHTaX?

5. Kak 1osiro neicTByeT OpraHu3allMOHHBIA JOKYMEHT? MOXHO 11 BHOCUTh U3MEHEHUS

B TEKCT OPraHU3aIlMOHHOTO TJOKyMEHTa?

6. Kakue cBeieHUs TOIKHBI COAEPKATHCS B TEKCTE YUPEAUTENbHBIX TOKYMEHTOB?

7. C KaKkoW LEJbI0 CO3/Iat0TCS TUIOBBIE M IPUMEPHBIE OPTraHNU3allMOHHBIEC JOKYMEHTHI?

8. KakoBa cTpyKTypa TeKCTa MOJI0KeHHs 00 OpraHu3anum?

9. B yem cocTouT paznnyue TakKuX JOKYMEHTOB, KaK IITaTHOE PACIMCaHUE U

CTPYKTYypa M IITaTHas YUCIEHHOCTH?

10. [ToyeMy nOJKHOCTHASI MHCTPYKIIUS HE COCTABJISETCS I KATETOPHUH CITYXKAIUX

«pykoBoguTenn»? UTo JOMKHO COAEPKATHCS B TEKCTE KaXKI0T0 pa3jiena JOKHOCTHOU

UHCTPYKIUU?

11. Kakue Bupl OpraHu3aliMOHHO-PACIOPSAAUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsAuTEeIbHbIM?
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12. TTouemy pacnopsiAuTEIbHbBIE TOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Korna pacnopsiiutesnbHble JOKYMEHTHI BCTYIAIOT B CHITY?

14. Kak pa3nuuarotcs 1o cdepe AeHCTBHS pacriopsaIuTeIbHbIe TOKYMEHTHI?

15. Uto siBnsieTCsl OCHOBaHUEM JUIsl M3IaHUS PACTIOPSIAUTEIBLHOTO JOKyMEHTa?

16. Kak cTpouTCs TEKCT pacopsiAUTEIBHOTO JOKYMEHTa?

17. Kak opopmiisiercs 0OTMETKa O HAIMYUH MPUIIOKEHUS] B PACTIOPSAUTEILHOM

JTIOKyMeHTE?

18. Kakue opranbl IpuHUMAIOT MOCTAHOBJIEHUE?

19. Uro o3HauaeT nata B pacHopsAMTEIbLHOM JOKYMEHTE, IPOCTaBiIsiEMasl B 3aroJ0BOYHOMN
yactu OaHka?

20. B kakoi#i ¢opme U31aI0TCsl COBMECTHBIE PAaCIOPSAUTENIbHbBIE JOKYMEHTHI?

21. Kakue ObIBarOT BUJIbI MPUKA30B?

22. Yem otnmuaetcs opopmIleHUE TPUKa3a 1Mo JIMYHOMY COCTaBy?

23. KTo uMeet npaBo NOJNKCH Ha IIpuKa3ax”?

24. Kakoi peKBU3UT UMEETCS TOJIBKO Ha JABYX BHIAX PacCHOPsAIUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U PACHOPSIKEHUSIX ?

25. [1o xakuM BOIIPOCaM M3/IAIOTCS PACIOPSKEHUE U yKazaHue?

261. Kakue TOKyMEHTBI OTHOCSTCS K TPYIIIE CIPaBOYHO-UH(POPMAITHOHHBIX ?

27. Ha xakux Oiankax oQpOpMIISIOTCS CIIPaBOYHO-HUH()OPMAIIIOHHBIE IOKYMEHTHI?

28. Kak cTpouTCs CTpyKTypa TeKCTa CIyKeOHOro nuchma?

29. KaxoBbI npaBuiia 0()OpMIICHUS TETIETPAMMBbI?

30. B yem ocobeHHOCTH 0popMIIeHUS TeaehHOHOTpaMMBbI?

31. Kakue ObIBatOT BUIBI IPOTOKOJIOB M Y€M OHU OTIUYAFOTCS IPYT OT JaApyra?

32. Kak oopmisieTcss BBOJIHAsS 4acTh MPOTOKOJIA?

Paznen 2 Opranusanus paboThl ¢ TOKyMEHTaMU

Tema 1 Opranusanus JOKyMEHTO000pOTa

1. Kak Ha3pIBaeTcs ciayx0a, OCyLIecTBIAIOIAs JOKYMEHTAIllMOHHOE o0ecrieueHne

yIpaBJeHUs, B 3aBUCUMOCTH OT IIPUHAJIIEKHOCTH K OIIPEIEIICHHOM TpYIIe OpraHu3aui?

6. UTo ycTaHaBIMBaeT HHCTPYKLUSA IO AEJIONPOU3BOJICTBY U KaKUE pa3zeiibl TEKCTa

MOTYT OBITh BKJIFOUEHBI B HEe?

7. Kakume QyHKIuMM B ciIyx0e OpraHM3alliyd BBIIOJHSET KAaTEropus CIyXKallux
«CTIELUATHUCTBIN?

8. Ha xakue Bu/bI 1€I0NPOU3BOJICTBEHHBIX pabOT pa3paboTaHbl HOPMbI BpeMeHU?

9. UYrto Takoe JOKYyMEHTOOOOPOT W Kak OCYIIECTBISETCS MOJCYET o0bema
JOKyMeHTOooOopoTa?

10. Kakue noToku JOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBE JOKYMEHTO0OOpoTa?

11. HazoBUTE OCHOBHBIE 3TaMbl JOKYyMEHTO000pOTA.

12. Ha3oBuTE OCHOBHBIE MPUHIUIIBI OpPraHU3AIMH JOKYMEHTOO00pOTA.

13. Kakue cyiecTByI0T OpraHu3aloHHbIe (POPMBI I€TONPOU3BOJICTBA U YEM OHU

OTJIMYAIOTCSL IPYT OT Jipyra?

Tema 2 Opranu3zanusi perucTpaluu J0KyMEHTOB U KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB
1. KTo B opranuzanusx ocyuecTBisSeT MpUeM U OTpabOTKy KOPPECTIOHAEHIH?

2. [Touemy nieHTpanu3aius npuemMa u OTHPABKHU - HEMPEMEHHOE YCIOBUE PAllMOHAIBHOMN
OpraHu3aly JoOKyMeHTooO0opoTa?

3. Kakue BuibI pabOT BBIMOIHSIIOTCS MU KaKUE CPEACTBA OPITEXHUKH TPUMEHSIOTCS
pu 00paboTKe MOCTyNAIOIIeH KOPPECTIOHACHIINN?

4. Yro npencrasisger co0oit pekBU3UT 29 «OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTa

B OpraHMU3aLUIO» U TJI€ OH MIPOCTABIAETCS?

5. Ilouemy He Bce KOHBEPTHI MOIEKAT YHUUTOKEHUIO 11OCJIE€ BCKPHITHS?

6. Kakum 006pa3om ocymiecTBIsIETCs TOCTaBKa KOPPECTIOHICHITNN?

7. Kyna nomkeH nepenaBarbes JOKYMEHT, €CIIU B peKBU3UTE 15 «AapecaTy ykazaHo
TOJIbKO HAUMEHOBAHNE OpraHU3aIuu?
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8. UTo nomKHa cAenaTh YKCIEAUIINS, €CIIA ITPH BCKPBITHH KOHBEPTa 00HAPYKUIIOCH,
YTO IOKYMEHT MOCTYIHJ 0€3 PHIIOKEHUH?

9. Kakast koppecnioHAeHIINS HE TIOJJIEKUT BCKPBITUIO?

10. Kakoii mpoI1eHT OT 00IIIero KOJIMYECTBA IMOCTYIMHUBIINX TOKYMEHTOB OOBIYHO
IIOCTYNAeT HAa PACCMOTPEHUE PYKOBOIUTEIA?

11. Kakue onepanuu oCymecTBISIFOTCS MPU IPEIBAPUTEILHOM PACCMOTPEHUH JOKYMEHTOB?
12. Yto mpencraBisier coO0H pe30IoIus U IIe OHA MPOCTABIISETCS?

13. M0HO 11 IpOCTaBIATh PE3OJIIOLHUIO HA OTACIBHOM JIUCTE?

14. Kyna nepenatorcsi JOKYMEHTBI IIOCIIE UX PACCMOTPEHUs?

15. Kyna nepenatorcst oOpaiiieHus rpak/iaH Mocjae UX pacCMOTPEHUS] PYKOBOJICTBOM
opraHu3aiuun?

16. Ko sABNIsieTCs OTBETCTBEHHBIM 32 HCIIOJIHEHUE, €CTTH B PE30JIIOIUN YKa3aHO
HECKOJIBKO UCIIOJIHUTENEN?

Tema 3 Opranu3zanus onepaTUBHOIO XpPaHEHUS JOKYMEHTOB

1. YTO mpouCXOAUT C JOKYMEHTAMU IIOCIIE OKOHYAHUS UX UCIIOJHEHUA?

2. Naiite ompeneneHre NOHATUS «1enoy». Kak mpoucxoaut ero oopmupoBanwe?
3. Uro npexacraBusieT coboit HomeHkiarypa aen? Kak ona opopmisercs?

4. HazoBuTe BUJIbI HOMEHKJIATYPHI JIE]1.

5. Kakue BHuIbI TANIOK UCHOJIB3YIOTCS IPU OPTaHU3aLUN ONIEPATUBHOTO XPAaHEHUS
JIOKYMEHTOB?

6. Kak popmupyercs unaekc aena no HOMEHKIAType aen?

7. Kak moimkeH ObITh chopMyTHpOBaH 3aroI0BOK Jeiia?

8. Ha ocHOBaHMM 4ero npoucXOoIUT ONPEIETICHUE CPOKOB XPaHEHUSI JOKYMEHTOB?
9. Uto Ha3bIBAE€TCS UTOTOBOM 3aITMCHI0O B HOMEHKJIATYpPE /1€ U 110 Kakou (hopme
OHa COCTaBJIAETCA?

Tema 4. ITopsiiok nepenauu JOKYMEHTOB B apXUB WJIM HA YHUUTOXKEHUE

1. B TeueHne Kakoro cpoka JOJKHBI XPAaHUTHCS TI0 MECTY (HOPMUPOBAHHS 3aKOHYCHHBIC

JIeJIOTIPOU3BOJICTBOM Jiena’?

2. KakoBbI CpOKH XpaHEHUS /e, MOoJIekKAIlUX Iepeaye B apXUB OpraHu3aluu?

3. Uto npeaycMmarpuBaeT NoaHOe 0opMIIEHHUE Jiefla P MOATOTOBKE €ro K epeaaye

Ha XpaHEHHE B apXUB OpraHU3aluu?

4. B kakux ciy4asix COCTaBJIeHHE BHYTPEHHEH OMUCH Jiesia 00s13aTeIbHO?

5. YTo o3HayaeT nepecucTeMaTu3alus JOKYMEHTOB B JIeJI€ U IOYeMY OHa MPOBOIUTCS

TOJILKO IIPH MOJITOTOBKE Jiefia K Mepejiaue Ha XpaHeHue?

6. Kak HymepyroTcs TMCThI iena?

7. Bceraa iam cocraBiisieTcs 3aBepuTeNibHas Haanuch Aena? Uto B Hee BXOIUT?

8. Kakum 00pa3zom MoIIKMBaIOTCS JOKYMEHTHI IOCTOSIHHOT'O CPOKA XpaHEHUS B

TBepayto 0010:kKy? Beerna mu iena nepensierarorcs?

9. Kak 10J1KHBI XpaHUTHCS 0CO00 IIEHHbIE TOKYMEHTBI?

10. C kakMMH LENISIMU IPOU3BOJUTCS MOJTHOE 0(OpMIICHHE el IIPU UX MOATOTOBKE

K [lepe/iaye Ha XpaHEHUE B apXUB OpraHu3aluu’?

AHaJu3 NPo0IEeMHBIX CUTYaAHI

Jns npoBeneHus aHanmu3a MNPOOJIEMHOM CHUTyallud HEOOXOIUMO TMpEeXIe BCEro YeTKO
c(OpMyIHPOBAThH CYIIHOCTh IPOOJIEMBI M ONUCATh CUTYAIUIO, B KOTOPO OHA UMEET MECTO.

CopepxaHueM aHanu3a NpoOJIeMHON CUTYallUU SBISETCS:

1) onpeneneHue CyIIECTBOBaHUS MpOOJIEMBl, T.€. YCTAaHOBJEHHE, €CTb JHU B
NEHCTBUTENBHOCTH MTPOOJIeMa WIIM OHA SIBJISIETCS MHUMOM;

2) ompenenieHrue HOBU3HBI TPOOIEMHOM CUTYaIUH;

3) ycTaHOBIIEHHE IPUYUH BO3HUKHOBEHUS MMPOOJIEMHON CUTYaIUH;

4) ompesesieHne B3aUMOCBSI3U C IPYTUMH MPOOJIeMaMH;

5) onpezeneHue CTENEHH MOJTHOTHI U JJOCTOBEPHOCTH HHPOPMALIUHU O TPOOIEMHON CUTYaIUH;

6) omnpeniesieHue BO3MOXHOCTH Pa3pelInMOCTH TIPOOJIEMBI.
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2.4.5. IlepeyeHb Yy4ueOHO-MeTOAUYECKOT0 o0ecneyeHUs] IJA CAMOCTOSTEJbHOH PadOThI
o0yvyaruuxcst Mo JUCHUINJINHE

Ha camocTosiTenbHy0 padoTy obydaronuxcst orBoauTcst 20 4acoB yueOHOTO BPEMEHH.

U IeITeNbHOCTH

HaumenoBanue [TepeueHsb yueOHO-METOIUIECKOTO 00ECTIEYCHUST TUCITUTUIUHBI 110

Ne | pazgena, Temsl, BBIMIOJTHEHUIO CAMOCTOSTEIHHOU PabOThI

Buja CPC

1 2 3
Paznen 1. 1. Kopnees, 1. K. JlokymeHTanmoHHoe oOecnedyeHue yrpaBieHUs +
Beenenue B tectbl B OBbC Yy4eOHMK ¥ TPAaKTUKyM JUII  CPEIHETO
JIOKyMeHTUpoBa | mpodeccuonanbHoro oopazoBanus / U. K. Kopnees, A. B. [lmenko, B.
HHE A. MamypueB. — 2-e u3a., nepepad. u mon. — Mocksa : 3parenbcTBo
ynpasneHdecko | FOpaiit, 2019. — 384 ¢. — (IIpodeccuonanbroe obOpa3oBaHHE). —

ISBN 978-5-534-05022-6. — Tekct : snekrponHsiii // DbC HOpait

1. [caitr]. — URL.: https://biblio-online.ru/bcode/438491.
2. lloponuna, JI. A. JlokymeHTarimoHHOE oOOecleueHrue YIpaBiIeHUs :
Y4eOHUK ¥ MPAKTUKYM I CPEAHET0 MpodeccnoHATbHOTO 00pa3oBaHus
/ JI. A. loponuna, B. C. HUpurukoBa. — MockBa : H3nmatenbcTBo
KOpaiit, 2019. — 233 c. — (IIpodeccuonanpHoe oOpazoBaHue). —
ISBN 978-5-534-05783-6. — Tekct : anekrponnsiii // ObC HOpaiit
[caiiT]. — URL.: https://biblio-online.ru/bcode/438586.
Paznen 2. 1. KopueeB, U. K. JlokymeHTanmoHHoe oOecreueHue yrpaBieHHs +
Opranu3zanus tectbl B OBC y4eOHMK M  MNpakTUKyM [UId  CPEIHEro
paboThI C npodeccuonanibHoro oopazosanus / M. K. Kopuees, A. B. ITmenko, B.
nokyMeHTamu | A. MamypreB. — 2-¢ u3f., nepepad. u qorm. — Mocksa : 3parenscTBo
Opaiitr, 2019. — 384 c¢. — (IIpodeccuonansHoe oOpazoBaHHE). —
ISBN 978-5-534-05022-6. — Texct : snexkrponnsid // OBC FOpait
2. [caiiT]. — URL.: https://biblio-online.ru/bcode/438491.
2. loponuna, JI. A. JlokyMeHTaIlMOHHOE 00ECTICUCHHE YITPaBICHUS :
y4eOHHUK U MPAKTUKYM JJIs CpeIHEro NpodecCHOHaIbHOro 00pazoBaHus /
JI. A. Joponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit,
2019. — 233 c. — (IIpoeccronansnoe odpazoBanue). — ISBN 978-5-
534-05783-6. — Texkcr : anexrponusiii // 9BC FOpaiit [caiiT]. — URL:
https://biblio-online.ru/bcode/438586.
3. OBPA30OBATEJIBHBIE TEXHOJIOT U
3.1. O6pa3oBaTebHbIe TEXHOJIOTHH NPHU NPOBEAEHUHU JIEKIN
No Tema Bunsr npumensieMbIx } Kon-Bo
00pa3oBaTeNbHbIX TEXHOJIIOTUNA | dac
1 2 3 4
1 JloxymMeHTBI ¥ c110COOBI TOKYMEHTUPOBAHHUS TpaguimonHoe o6y4yeHue 4
5 YHupukanus W CTaHIApTU3aIMs JTOKYMEHTOB. TpaumonHoe 0GyueHHe 4
CHCTEeMBI TOKyMEHTAITUN
3 |[PekBU3HTHI M OJIAHKH JTOKYMEHTOB. Tpanunronnoe oOy4yeHmne 4
4 Opranu3anvoHHO-PACTIOPIUTENbHAS PazBuBaroiee o0yueHue 4
nokymeHTarus. OpraHu3anroHHbIE JOKYMEHTHI
5 |Opranuzanus JOKyMEHT000O0poTa PazBuBaronee o0yueHue 4
6 Opranuzanus  perucrpaluu  JAOKYMEHTOB  H/IpaguiimoHHoe 00y4yeHue 4
KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB
7 |Opranu3zaiiys onepaTUBHOTO XpaHEeHUs JOKYMEHTOB| I paquiimoHHoe o0y4yeHue 4
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8 [Topsimok mepeaayn JOKYMEHTOB B apXuB Wwin Ha | paauiimonHoe o0y4yeHue 4
YHHUTOKEHHE
Wroro mo xypcy| 32
B TOM YHCJIC HHTEpaKTUBHOE 00y4ueHue*| 8
3.2 O6pa3zoBarejibHbIe TEXHOJOTHHU NMPHU NMPOBEIEHUN MPAKTHYECKUX 3aHATHI
(cemmHapcKHX padoT)
Buael npumeHsaemMbIx Kou.
Ne Tewma 3ansaTus /AP TIP .
0o0pa3oBaTeNbHbIX TEXHOJIIOTHUH | Yac
1. |Odopmuenne opraHu3aMOHHBIX JOKYMEHTOB PenponyktuBHOE 00yueHue
2. |OdopmieHne pacopsAUTENbHBIX JOKYMEHTOB PenponykruBHOe 0OyueHue
Perucrpanus BXOASIIMX, UCXOSALIUX U
3. |BHYTpEHHUX JJOKYMEHTOB B >KypHaJie U Ha Keiic-texHonorus
KapTOUKe
OdopmieHne OCHOBHBIX PEKBH3UTOB U OCHOBHOI 4
OpraHU3alMOHHO-PACIIOPAIUTEIbHON
4. |°P 1 P P PenponykruBHOe 00yueHue
nokymeHTanuu ¢ nomoupto [II9BM. Co3nanue
11a0JIOHOB JOKYMEHTOB
Hroro mo xypcy| 16
B TOM YHCJI€ UHTEPAKTUBHOE O0yueHue™ 4

4. YCJIOBUA PEAJIMSAIIAUA ITPOT'PAMMBI IUCHUITJIUHBI
4.1. MarepuajbHo-TexXHHYeCKass  0a3a, HeoOXoAuMasi  JJsl  OCYLIeCTBJICHHS
00pa3oBaTeILHOIO NMPoIecca MO JUCUMILIHHE

ayaAuTOpUS.
HanmenoBanue nuukiioB, [HaumeHoBaHMe yueOHBIX OcCHaIlleHHOCTh Y4€OHBIX KaOMHETOB,
pa3iesnoB, IUCLUILINH, KaOMHETOB, 1a00paTOpHUI, nmabopaTtopuii, MaCTEPCKUX U JPYTUX
npodeccuoHaTbHbIX MacTEpCKHUX U APYTUX MOMEILEHUH JJIs peaTu3alun

Moayne, MJIK, mpakTuk [mOMemeHui uisl peaan3aniu 00pa30BaTeNbHOM MPOrpaMMbl
00pa3oBaTeabHOM MPOrpaMMBbl

J/ToxkyMeHTalmoHHOE KabuneT nokymeHTanmoHHOTO | Y4eOHast MeOeslb U CUCTEMBI XpPaHECHUS

obOecrnieueHne obecrieueHus ypaBieHus, (mocka kmaccHasi, CTOM M CTYJ

YIIPABJICHHS 350063 r. Kpacuomap yi. MPEnoaBaTelisi, CTOJIBI U CTYJIbS
Mupa, 29, ayx. 8 y4eHUYECKue, Kadbl 115 XpaHEHUS

y4eOHBIX TTOCOOHH, CHCTEMBI X PAaHCHHUS
TaOIUII U TJIAKATOB);

TEXHUUYECKHE CPEJICTBA O0yUeHUs (HOyTOYK
npenoAaBarens - 1 mT., BUACONPOoeKTop - 1
IT., 9KpaH - | wr., nuuensuonHoe [10);
JIEMOHCTPAIIMOHHBIC yUeOHO-HATIISTHBIC
MocoOus (KOMILJIEKT CTEHJIOB). AJIEKTPOHHBIS
cpencTBa 00ydeHuUs

Y4yeOHO-METOAMYECKHUE MaTepuaibl JUIsl CaMOCTOSITEIHHOW pPabOThl OOYYaIONMIMXCS M3 YHCIIa
WHBAJIUJIOB M JIMI[ C OTPAaHUYEHHBIMU BO3MOXHOCTAMH 370poBbsi (OB3) mpemocraBmsitoTcs B
(dbopMax, aIanTHPOBAHHBIX K OTPAaHUYEHHUSAM HUX 3/10pOBbs M BocHpuATus uHGopmarmu: s auig
C HApYLIECHUSMU 3PEHUSA:

- B TIEYaTHOH (popMe YBETUUCHHBIM MIPUPTOM,
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-B (opMe DIEKTPOHHOrO MJOKyMeHTa, Jlms mum c
HApYIICHUSIMH CITyXa:

- B IeyaTHoil popme,

- B popMe AJIEKTPOHHOTO JOKYMEHTA.

JUJ1st U1 ¢ HapyYIIEHUSIMH OTIOPHO-JIBUTATEIBHOTO ammapara:

- B Ie4aTHO# dopme,

- B pOpMeE IIEKTPOHHOTO JJOKYMEHTA

4.2. llepeyeHb HEOOXOAMMOT0 MPOTPAMMHOI0 00ecreYeHust
. Onepanuonnas cucrema MicrosoftWindows 10 (zor. Ne23—AD®d/223-D3/2019);

o [MTakernporpammMicrosoft Office Professional Plus(mor. Ne23—AD®/223-03/2019);

o 7-zipGNULesserGeneralPublicLicense (cBoboaHoe mporpamMmHoe oOecrieueHHe, He
OTpaHUYEHO, OECCPOUHO);

. HNutepuer Opayzep GoogleChrome(6ecruiatHoe mnporpamMMHoOe oOeclieueHue, He
OrpaHUYEHO, OECCPOYHO);

o K-LiteCodecPack —  yHuBepcanbHbIi  HaOOp  KOAEKOB  (KOJUPOBIIHUKOB-

JEKOJUPOBILIMKOB) U YTHJIMT JJIsl MIPOCMOTpa U 00paboTKHM ayauo- U Buaeodaiinos (OecriaTHoe
porpaMMHOE oOecrieueHue, He OTPAaHUYCHO, OECCPOYHO);

o WinDjView — mporpamma miusi mpocmotpa ¢aitiioB B ¢opmare DJV u DjVu
(cBOOOAHOE MTpOrpaMMHOE OOecIieueHne, He OrpaHIHYeHO, OECCPOYHO);

° FoxitReader — mpukiagHOe mporpaMMHOe OOCCleYeHHe ISl MPOCMOTpPa
3IeKTpOHHBIX 10KyMeHToB B crangapre PDF (OGecriaTHoe mporpaMMHoe oOecrieueHue, He

OTPaHUYEHO, OECCPOUHO).

5. HEPEYEHb OCHOBHOMH M JIONOJHUTEJBLHON YYEBHOM JINTEPATYPHI,
HEOBXOJINMOMU JJIs1 OCBOEHUA JUCHUIIJINHBI

5.10cHoBHas TUTEpPaTYypa

1. Kopnees, U. K. JlokymeHTanmonHoe obecriedenre ynpasieHus + Tectel B ObC : yueOHUK 1
MPAaKTUKYM JUIsl cpeaHero npogeccuoHanbHoro oopasosanus / M. K. Kopnees, A. B. [Tmenko,
B. A. Mamypues. — 2-e u3a., nepepad. u non. — Mocksa : U3narensctso FOpaiit, 2019. —
384 ¢. — (IlpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcer
anexTponHsi // OBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438491

5.2 JlonosiHUTEJILHAS JIUTEpPaTypa
1. HoponuHa, JI. A. JIokyMeHTallMOHHOE OOeCcreueHUe YIpaBlIeHUs | yYEOHUK U MPAKTUKYM
Ui cpenHero npodeccuoHanbHoro oobpaszosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznarensctBo FOpaiit, 2019. — 233 c. — (Ilpodeccuonansuoe oOpazoBaHue).
— ISBN 978-5534-05783-6. — Tekcrt : anexrponnsiit / ObC IOpaiit [caiit]. — URL:
https://biblio- online.ru/bcode/438586
HopMaTuBHO-1IpaBOBbIE I0KYMEHTBI

DenepajbHbIe 3AKOHBI

1. 06 onenouHOI nesrenbHOCTH B Poccutickoit denepaniu [ IaeKTpoHHBIN pecypc] :
dbenepanbHbIiii 3aK0H Poccutickoit @enepanuu ot 29.07.1998 Ne 135-D3 (pen. ot 18.03.2020).
Hoctyn u3 CIIC KoncynpranTtlltoc.

2. O rocynapcTBEHHOI KaacTpOBO# OlIeHKe [ DIEKTPOHHBIHN pecypc] : henepanbHbIii
3akoH Poccwuiickoit deneparuu ot 03.07.2016 Ne 237-D3 (pen. ot 29.07. 2017). Jocryn u3 CIIC
KoncynsranTtl [nroc.
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3. O kaznacTpoBOi IeATENLHOCTH [ DNEKTPOHHBIHN pecypce] : peaepanbHbIif 3aK0H
Poccutickoit @eneparuu ot 24.07.2007 Ne 221-D3 (pex. ot 02.08. 2019). doctyn u3 CIIC
KoncynprantlIntoc.

Koaexcnl

1. 3emenbHbBIN KoeKe Poccuiickoit Deaepannu [ DIeKTPOHHBIN pecypc] : dpeaepaabHblil
3akoH Poccuiickoit @eneparuu ot 25.10.2001 Ne 136-D3 (pen. ot 18.03.2020). Joctyn u3 CIIC
Koncynprantllmtoc.

IHocranoBJsienusi, pacnopsizkenusi [Ipasuresncrea PO
1. O rocyaapcTBeHHOM KaJacTPOBOM OLICHKE 3eMellb [ DIEKTPOHHBIN pecypc] :
nocranoByieHue [IpasutensctBa PO ot 25.08.1999 Ne 945. Jloctyn u3 CIIC KoncynbranTlLitoc.

HopMaTHBHBIE aKThl MUHHCTEPCTB M BEJIOMCTB

1. 006 yrBepxknennn denepanbHOTO cTaHaapTa oueHky "OOue MoHITHS OLIEHKH,
noaxozsl U TpeboBanus K mposeaeHuto oneHku (PCO N 1)"[DnekTponnsiit pecypc]: [pukas
Munskonompazsutusi Poccuu ot 20.05.2015 N 297 loctyn u3 CIIC KoncynbsrantIltoc.

2. 00 ytBepxkaennn denepanbHOro craniapra oueHky "Llenb oleHky 1 BUIbI
croumoctu (PCO N 2)"[Dnexrponnslii pecypc]:Ilpukaz Munskonompassutus Poccuu ot
20.05.2015 N 298. octyn u3 CIIC Koncynprantlliroc.

3. 06 yrBepxxnenun denepanbHOro cranaapra oueHku "TpedoBanus k oTueTy 00
ouerke (PCO N 3)"[Dnexrponnsiit pecypc]: [lpukaz Munskonompaszsutus Poccuu ot 20.05.2015 N
299 (pen. ot 06.12.2016). Hoctyn u3 CIIC Koncynbrantllntoc.

4. 00 ytBepxknenun denepanbHOro cranaapra oueHky "OnpeeneHue KaaacTpoBoil
croumoctu (PCO N 4)"[Dnexrponnslii pecypc]: [Ipukaz Munskonompassutust Poccuu ot
22.10.2010 N 508 (pen. ot 22.06.2015). Hoctyn u3 CIIC Koncynsrantllnroc.

5. OO0 yTBep>KIECHUU METOAMYECKUX YKa3aHUN O TOCYJapCTBEHHON KaJlaCTPOBOM OIIEHKE
[DnextponHsIii pecypc] :IIpukas Munskonompassutust Poccuu ot 12.05.2017 N 226 (pen. ot
09.09.2019). Hoctyn u3 CIIC Koucyabrantllitoc.

6. OO0 ytBepkaeHnn GOpMBI M COCTAaBa CBEJICHHI MEXEBOT0 IJIaHa, TPeOOBaHHM K ero
oAroToBKe [DnekTpoHHbIN pecypce] [ Ilpukaz Munskonompazsutus Poccun ot 08.12.2015 N 921
(pen. ot 14.12.2018). Hoctyn u3 CIIC Koncynsrantllmtoc.

7. O06 yTBepkaeHNH TpeOOBaHUI K TOUHOCTU U METOAAM ONPEEIICHNs KOOPAUHAT
XapaKTepHBIX TOUEK I'PaHMIIbI 3eMEIbHOT0 YUacTKa, TPeOOBaHUI K TOYHOCTH U METOJIaM
orpezeNeHusl KOOPAMHAT XapaKTEPHBIX TOUEK KOHTYpa 3JaHUsl, COOPYKEHUS WIH 00bEKTa
HE3aBEPILIEHHOT0 CTPOUTEILCTBA HAa 3eMEIbHOM YYaCTKe, a TaKKe TpeOOBaHUH K ONPEeIeICHHIO
TIJTOIA N 3/IaHUSI, COOPY>KEHHS U TIOMeIeHusl [ DnekTpoHHbIi pecypc| :I1pukas
Munskonompaszsutus Poccun ot 01.03.2016 N 90 (pexn. ot 09.08.2018). Hoctyn n3 CIIC
KoncynsranTl[ntoc.

8. I'OCT 22268-76. I'eone3ust. TepMuHbI U onpeieieHus [ DIEeKTPOHHBIN pecypc]: (YTB.
u BBejieH B nelictBue [locranoBnenuem ['occranmapra CCCP ot 21.12.1976 N 2791) (pen. ot
24.07.1981).octyn u3 CIIC KoncynsrantlLiroc.

9. I'OCT 21667-76. MexrocynapcTBeHHbIN cTanaapT. Kaprorpadus. Tepmunst u
onpexaeneHus [nekTpoHHsld pecypce]: (BBeaeH Ilocranosnenuem ['occtannapra CCCP ot
31.03.1976 N 730) (pex. ot 01.11.2001). doctyn u3 CIIC KoncynasTantlliroc.

10.  T'OCT 28441-99. MexrocynapcTBeHHbIi ctannapt. Kaprorpadus mudponas.
TepMunsl 1 onpezenenus [DneKTpoHHBIN pecypce]: (BBeaeH B neiicTBue [loctaHoBIEHHEM
I'occrannapra Poccun ot 23.10.1999 N 423-ct). Hoctyn u3 CIIC Koncynbsrantltoc.

11. T'KMHII-02-033-82 - UucTpykums mo Tornorpadguyeckoil cheMKe B Maciradax
1:5000, 1:2000, 1:1000, 1:500 [2aexTponnsiii pecypc]: (yrB. 'YI'K CCCP 05.10.1979). doctyn u3
CIIC Kouncynbrantlntoc.

12. O BBenenuu B aericTBUEe MHCTPYKIIMU O MOPSAIAKE KOHTPOJIS U IPHEMKH
reo/Ie3MUeCKuX, Tonorpadpudeckux u kaprorpaduuecknx pador. [KHUHIT (THTA)-17-004-
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99[3nexTponnsIii pecypce]: [Ipukas Pockaprorpaduu ot 29.06.1999 N 86-nip. loctym uz CIIC
Koncynprantllmtoc.

13. PTM 68-13-99. PykoBoasmuii TEXHUUECKUI MaTepuall. Y CJIOBHbIE TpapuuecKue
M300paKeHUs B TOKYMEHTALIUU T'€0e3UNYECKOr0 U TOMOrpaduyecKoro npou3BoACTBa| DIEKTPOHHBIH
pecypc]: (yrB. u BBeneH B neiictue [lpukasom Pockaprorpaduu ot 02.11.1999 N 150-mp). Hoctyn
u3 CIIC KoncynbrantlLtoc.

14. PTM 68-14-01. PykoBoasuuii Texunueckuii Mmarepuai. CllyTHUKOBAsi TEXHOJIOT U
reoJIe3nYecKuX padoT. TepMuHbI U onpeeneHus [ DNeKTpOHHBINA pecypc]:(YTB. U BBEACH B ACHCTBHE
[Tpukazom Pockaptorpaduu ot 24.04.2001 N 93-mp). Joctyn uz CIIC KoncynbrantlLmtoc.

15.  IITB-88. [IpaBuia mo TexHUKe 6€30MacHOCTH Ha Tonorpado-reoAe3ndecKnx padorax
[DnexTponnsiit pecypce]: (yrB. Komterueit ['YI'K CCCP 09.02.1989 N 2/21). doctyn u3 CIIC
Koncynprantllmtoc.

5.3 [lepuoauyeckue U3IaHUA
1. DnexTponHas 6ubimoreka "N3narenbekoro 1oMa "I'pebeHHIKOB"
(www.grebennikon.ru);
2. basel nannbix komnanuu «Mcr Bero» (http://dlib.eastview.com).
3. XKypnan «/lenonpoun3BoacTBO»
4. YXypnan «/lenonpons3BoJACTBO U JOKYMEHTOOOOPOT HA MPEAIPUATHIX )

5.4. TIlepeyeHnb pecypcosB HH(OPMANMOHHO-TEJIeKOMMYHHKAIMOHHOM ceTH
«HTepHET», HEOOXOAMMBIX /IJIsl 0CBOEHUS TUCHMILIUHBI
1. MuHHUCTEPCTBO o0OpazoBaHus u HAayKU Poccutickoit ®enepanuu

(http://MuOGpHAYKHU.DD/);
2. ®enepanbublii mopran "Poccuiickoe oopasosanue” (http://www.edu.ru/);
3. HWudopmanmonnas cuctema "EmmHOe OKHO JocTynma K oOpa3oBaTelbHBIM pecypcam”
(http://window.edu.ru/);
4. Epunas  komnekius — nudpoBbix  oOpasoBatenbHbIX  pecypcoB  (http://school-
collection.edu.ru/);
5. ®enepanbHblil eHTp HHGOPMaAIHOHHO-00pa3oBaTebHbIX pecypcoB (http:/fcior.edu.ru/);
6. OoOpasoBarenbHbiii moptan "Yueba" (http://www.ucheba.com/);
7. Tlpoext T'ocymapcTBeHHOro HWHCTUTyTa pycckoro s3pika uMmeHn A.C. Ilymxuna
"O6paszoBanue Ha pycckom" (https://pushkininstitute.ru/);
8. Hayunas anextponnas 6ubnmoreka (HOB) (http://www.elibrary.ru);
9. HammonanbsHas snekTponHas oudmuoreka (http:/H36.pd/);
10. KubepJlenunka (http://cyberleninka.ru/).
11. CnpaBouno-uH(popMannoHHblii moptai "Pycckwuii s3ik" (http://gramota.ru/);
12. Cnyx0a TeMaTH4eCKHUX TOJKOBBIX cioBapeit (http://www.glossary.ru/);
13.  Cnosapu u surukioneauu (http://dic.academic.ru/);
14. Koncynsrant [lnroc - cnpaBoyHast mpaBoBasi cucTeMa (JIOCTYI IO JIOKaJIbHOM ceTH)

6. METOAUYECKHUE YKA3AHUA JIsd OBYYAIOLIUXCA IO OCBOEHUIO
JNCIHUIIVIMHbI

Hucnumimua — «JlokyMeHTallMoHHOe ~ oOecliedeHHe  yNpaBieHHs)»  IPelycMaTpUBAET
JEKIMOHHBIE M  MPAaKTUYECKHE 3aHATHS.  YCHEUIHOe  M3Y4YeHHWEe  JUCIHIUIMHBI  Tpelyer
CHUCTEMAaTUYECKOT0 MOCEIIEHUS 3aHITUIA, aKTUBHOW pabOThI HA MPAKTUYECKUX 3aHATHSIX, BHIITOJHEHUS
y4eOHBIX 3a/laHUI TpenojaBaTeist U CaMOCTOSATENIbHOM pabOThl CTY/IEHTa, 03HAKOMJICHHS] C OCHOBHOM
Y JTIOMTOJTHUTEITbHOM JTUTEPATYPOU.

ITo xypcy npeaycMOTpPEHO MPOBEACHUE JEKIMOHHBIX 3aHATUN, Ha KOTOPBIX JA€TCsl OCHOBHOMU
CUCTEMATU3UPOBAHHBINA MaTepual. [IpeaHazHaueHne nekuuid 1o Kypcy « CoBpeMeHHasi OPITeXHHUKA U
OpraHu3anys AeJI0IPOU3BOICTBAY 3aKII0YAETCS B CIEAYIOLIEM:
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- U3JI0KEHHE BaKHEHIIeH HH(pOopMaIuu 1o 3alaHHOM TeMe.

- IIOMOIIIh B OCBOCHHH (PyHIAMEHTAJILHBIX MPOOJIEM Kypca.

- IONYJIApU3aLUs HOBEUIINX JOCTUKEHUN COBPEMEHHOM HAYYHOU MBICIIH.

CryneHTy mpennaraercsi  HAalMCaHWE  KOHCIIEKTa  JIGKUMM:  KpaTKoO, CXEMaTH4HO,
MOCJIeIOBATeNbHO (UKCUPOBATh OCHOBHBIE TIIOJIOKEHUS, BBIBOJBI, (POPMYTUPOBKH, 00OOIIECHUS;
IIOMEYaTh BAJKHBIE MBICIIH, BBIIEIATH KIIOUEBBIE CJIOBA, TEPMUHBIL. [IpoBepka TEpMUHOB, OHATUH C
IIOMOILBIO SHIMKIIONEANN, CIIOBAPEH, CIPABOYHUKOB C BBIIMCBIBAHUEM TOJKOBAaHUM B TETpalb
(cocraBnenue Te3aypyca). OO0O3HAUUTH BONPOCHI, TEPMHUHBI, MaTepuaj, KOTOPBIH BBI3BIBACT
TPYAHOCTH, IIOMETUTb U TIONBITaThCA HAWTU OTBET B pEKOMEHIyeMol muteparype. Ecnu
CaMOCTOSITEJIPHO HE yJaeTcs pa3o0paTbcs B MaTepuale, Heo0X0AUMO CPOPMYJIHPOBaTH BOIPOC U
3aJ1aTh IPEIOIABATENI0 Ha KOHCYJIbTALlUHU, Ha IPAKTUYECKOM 3aHSTHH.

Jlekuuu MO JAHHOMY Kypcy IpPEeAOCTaBIIAIOT 0a30BYI0 OCHOBY JJISl MCHOJBb30BAHUS JIPYTUX
¢dopM y4eOHBIX 3aHATHH, TAKUX KaK CEMHUHAPCKOE 3aHATHE, KOHCYJIbTalus, AudQepeHIrnpoBaHHbII
3auer.

[TpakTuyeckue 3aHATHs (CEMUHApBI) IPEIHA3HAYEHBI IS YTIYOJIEHHOTO U3y4eHHs MpeaMeTa,
OBJIQ/ICHUE METOJI0JIOTMEH, NMPUMEHUTEIIBHO K OCOOEHHOCTSM H3ydyaeMoi Hayku. Ha cemmHapax
CTYACHTBl 3aKpEIUIAIOT 3HAHUS, TOJYYEeHHBbIE Ha JIEKUUSAX WM M3 YYeOHHKOB, B IPOLIECCE HX
nepeckaza uiau oocyxaeHus. [1oaroToBka K 3aHATHUSAM), BBICTYIUIEHHE C COOOIIEHUSMH PACHIMPSIOT
3HAHUA CTYJEHTOB I10 KypCYy.

JlunakTryeckue nenyu ceMuHapa:

-yrayOlieHHe, CHCTEMAaTH3alus M 3aKpeIUieHHe 3HAaHWH, MpeBpalleHHe UX B YOeKICHUS;-
IIPOBEPKA 3HAHUM;

- IPUBUTHE YMEHUI U HaBBIKOB CAMOCTOSITEJILHON paboThl ¢ yUEOHUKOM, CTaTbe! U Ip.;

-pa3BUTHE KYJIbTYpbl pedd, (OPMHPOBAHHE YMEHMsS apryMEHTHPOBAHO OTCTauBaTh CBOIO
TOUYKY 3p€HUSs, OTBEYasi Ha BOIPOCHI PYTUX CTYACHTOB U IIpenogaBaTes;

- YMEHHE CIylaTh IPYruX, 3a4aBaTh BOIPOCHI.

B 3aBucumocTH OT cTENEHU aKTUBU3ALMA MHEMUYECKOW WIIM MBICIMTEIbHOW NESATEIbHOCTH
CTYAEHTOB (OpPMBI OpraHU3alMM CEMUHAPCKUX 3aHATUH MOXHO pa3leluTh Ha JABa Tuma: 1)
PENpPOAYKTUBHBIN U 2) NPOIYKTUBHBIM.

PenponyKTuBHBIN THII OpraHU3alUy 3aHATHSA NPEANONIAraeT, MPEXAe BCETro, aKTUBU3ALMIO
MHEMHUYECKHX CHOCOOHOCTEM cTyneHTOB. OHU JOJKHBI 3alIOMHUTHh U TepecKa3aTbh ONpPEeIECHHBIH
y4eOHBbI MaTepuaJl Ha OCHOBE MaTepuasa JIEKIMA WIM Y4eOHHKOB WM MEPBOMCTOYHUKOB.
[IpoayKTUBHBIH THUI ~OpPraHU3allMK  3aHATHS NOPEANOoJiaraeT aKTHBU3ALUIO  MBICIUTEIbHBIX
ciocoOHocTe cTyneHToB. OHU JOJKHBI CPaBHUTH, MPOAHATU3UPOBaTh, 00OOIIMTH, KPUTHYECKU
OLIEHUTh, CJIEJIaTh YMO3AKJIIOUEHHE HA OCHOBE YCJBIIIAHHOIO WJIM MPOYUTAaHHOTO MaTepuana. Takon
XapakTep 3aHATUIO MPHUJIAET IOCTAaHOBKA BONPOCOB cieayrouiero tuma: Yem omimuaercd...; UYro
oOuiero mMexay...; Kakue mexanusmsl...; Bolennre 10CTOMHCTBA M HEIOCTATKH... (IIPEAIoiaraercs,
YTO OTBETHI Ha 3T BONPOCH] B IBHOM BHUJI€ B YU€OHUKE WM JIEKLIUU HE JIaHBbI).

Bun (bopma) cemmnnapa onpezensercss coaep>KaHUEeM TEMbI, YPOBHEM MOATOTOBKH CTY/IEHTOB
JAHHOM TpyNIbl, HampaBieHWEM U TMpoduiaeM HX MOATOTOBKH, HEOOXOJUMOCTBIO YBS3aTh
IpenojaBaHue y4eOHOW NHUCUUIUIMHBI C APYTUMHU TUCUUIUIMHAMU, U3y4aeMbIMU CTyAE€HTaMu. Bun
CeMHHapa MpU3BaH CIOCOOCTBOBATH HauOoJiee IMOJHOMY DPACKPBITUIO COJEpKAHUS U CTPYKTYPHI
oOcyxJaeMol Ha HEM TeMbl, OOecCHeunTh HauOOJBUIYI0 AaKTUBHOCTh CTYJEHTOB, pEIICHHE
IIO3HABATENIbHBIX U BOCIIUTATEIbHBIX 3a/1a4.

B pamkax kypca mnpenmnosiaraercs HECKOJbKO BHUAOB CEMHHAPCKUX 3aHATHI, a MMEHHO:
BOINPOCHO-OTBETHBIM BHUJ CEMHUHApa, CEMUHAp-IAUCKYCCHS, aHAIW3 MPOOJEMHBIX CHUTYyaluH,
oOcyXJieHHe MUCbMEHHBIX paboT CTyAeHTOB (pedepaToB). [ MOKOCTh BUJIOB CEMUHAPCKUX 3aHATHM,
IIMPOKHE BO3MOXHOCTH TOCTOSHHOTO HUX COBEPIICHCTBOBaHMS MO3BOJSIOT Haubosiee IOJIHO
OCYILIECTBIISITh OOpaTHYIO CBS3b C OOy4yaeMbIMU, BBISCHSSI 1Jig ceOs psJl BOIPOCOB, HMMEIOLIUX
BaXHOE 3HAYCHHE JJIs1 IOCTAHOBKU BCETO yU4E€OHOTO Mpolecca.

[Ipy DOArOoTOBKE K MPAKTUYECKOMY 3aHSTHIO CTYJEHThl HMMEIOT BO3MOXKHOCTh
BOCIIOJIb30BaThCSl KOHCY/IbTAIUSIMU TP aBaTells.

[Tpu moArOTOBKE K MPAKTUYECKUM 3aHATHSIM HEOOXOIUMO:
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- TPUHOCUTH C COOOW PEKOMEH/IOBAaHHYIO TMpEMNOJaBaTeieM JMTEPaTypy K KOHKPETHOMY
3aHATHIO;

- J0 OYEpEeJHOr0 MPAKTUYECKOIO 3aHATUS II0 PEKOMEHIOBAHHBIM JIUTEPATypPHBIM
UCTOYHHUKAM IIPOpabOTaTh TEOPETUUECKUIA MaTepHal, COOTBETCTBYIOILEH TEMbl 3aHATHUS;

- B Hauaje 3aHATUH 3aJaTh MPENoAaBaTeNI0 BOMNPOCHl 110 MaTepHally, BbI3BaBLIEMY
3aTPy/[HEHUs B €ro MOHMMAaHUU U OCBOSHHUM NP PELICHUH 3a/1a4, 3aJJaHHbIX ISl CAMOCTOSTENILHOTO
pelieHus;

- Ha 3aHATHU JIOBOJUTH KaKIYIO 3a/lady O OKOHYATEJIbHOI'O pEIIEHUs, AEMOHCTPUPOBAThH
[IOHMMAaHHUE TIPOBEACHHBIX PACUETOB (aHAJIU30B, CUTYallUil), B Cllydae 3aTpyAHEHHUH oOpamaThCs K
IIPEI01aBaTEelIIoO.

Ha 3anaTHN OYeHb Ba)KHO BBICIIYILIATh BCTYIUTEIBHOE CIOBO IPEIOIAaBATENs], YSICHUTD LIEIb U
3aJjauu CeMUHApPCKOro 3aHATUs. CielyeT BHUMATEIBHO CIYLIATh BBICTYIUICHHUSI CBOMX COKYPCHHUKOB
1 OBITh TOTOBBIM BBICTYIUTH C JIOTIOJHEHUEM, BBICKA3aTh CBOE MOHMMaHUe Mpo0ieMsl. XKenarenbHo,
4TOObI BBICTYIUIEHHE OBLJIO CBOOOJHBIM, apryMEHTHUPOBaHHbIM. B Xoze auckyccuu HeoO0XOAMMO
0003HAYNTh OCHOBHBIE MPOOJIEMBbI paccMaTpuBaeMod TeMbl ((heHOoMeHa, CUTyaluu W T.J.), AaTh
o0ocHOBaHUA. BBICTyIUIeHHE TIO OCHOBHOMY BOMPOCY HE JOJDKHO mpeBbimaTh 10—15 mMuHyT.
JlononHeHUs MOTYT 3aHUMAaTh 10 S MUHYT. KOJIMYECTBO NOMOJHEHUI U BOIIPOCOB K BBICTYNAOIIEMY
HEe OrpaHM4eHo. Marepuan Kypca MOXKET ObITh XOpOIIO YCBOEH JMIIb B TOM Cilydae, €ClId €ro
U3y4eHUE OYIEeT MPOBOAUTHCS PErYISIPHO, CUCTEMATHYECKH, JO3HMPOBAHO U PUTMUYHO, B TEUEHUE
BCET0 CeMecTpa.

BaxnelmmM sTarmomM Kypca sIBISIETCS caMOCTOsTeNnbHas padora. CamocTosiTenbHas padoTa
CTYZIGHTOB IO KypCy IIOHMMAaeTcs Kak MHOrooOpaszHas HWHAMBHUIyaldbHas M KOJJIEKTHBHAs
JeSITENIbHOCTh CTY/IEHTOB, OCYILLECTBIISIEMAst 1101 PYKOBOJCTBOM, HO 0€3 HENOCPEACTBEHHOTO yUaCcTHs
IIperoiaBaTesis B ClIeUalbHO OTBEJCHHOE [l TOT'0 BHEAYIUTOPHOE BpeMsl.

MeTOH0NIOTUYECKYI0O ~ OCHOBY  CaMOCTOATENBHOM  pabOTBl  CTYIEHTOB  COCTaBIISIET
NeSITeIbHOCTHBIM IOAXOJ, KOrja Lenu OOydyeHHs OpPUEHTHUPOBaHbI Ha (OPMHUPOBAHUE YMEHHIA
peliaTh TUIIOBBIE U HETUIIOBBIE 33/1a4H, T. €. HA peallbHble CUTYallUH, I/I€ CTYJIEHTaM HaJ0 MPOSBUTh
3HaHUE JaHHON y4eOHOHN IUCIMITIINHBI.

Llenbio caMOCTOATENBHON pabOTHl CTYJICHTOB SIBISIETCS YIIIYOJICHHE W 3aKpeIuIeHUue 3HAHHUN
CTY/IEHTa, pa3BUTHE AaHAJTUTHYECKUX, HCCIEN0OBATEIbCKMX W TEXHOJOTMYECKUX HABBIKOB IIO
npo0OieMaTuke Kypcea.

B kadecTBe WHAMBHIYalTbHOH CaMOCTOATENBHOM pPabOTHl CTyAEHTaM NpeIJaratoTcs
CIIeyIOIINeE 3aJaHus:

- M3roroBneHwe WUIIOCTPATMBHOIO MaTepuana 1o BbIOpaHHOW Teme (TOATOTOBKA
Mpe3eHTalH).

-. Hanucanue pedeparos no npeanoxkeHHoi npodieme.

- KoncnekTupoBanue pas3fenoB ydeOHHMKAa 10 ONPEIEICHHON TeMe C IpPUBEICHHEM
COOCTBEHHBIX PUMEPOB.

- Pabora c Hay4HBIMU OHATHUSMHU — COCTaBJIIEHHUE Te3aypyca.

- OIBIT CAaMOCTOSTENBLHOTO PACcCyKICHUS, T.€. MOHATUHHONW pedaeKcHH 1Mo NOBOAY HAyYHOTO
BOIIPOCA, MOCTABJIEHHOTO MPEIO0/IaBaTEIEM C JIOTMUYECKH 0OOCHOBAaHHBIMU BBIBOJIAMHU.

1. Hanucanue pegepama — 310 OOBEMHBIM BUJI CaMOCTOATENBbHOM paldOThI CTYJEHTa,
coJiepKaluii MHPOpPMAIUIO, JOMOJHSIONIYI0 M Pa3BUBAIOILYI0 OCHOBHYIO TEMY, HM3y4aeMyl0 Ha
ayJAUTOPHBIX 3aHATHSX.

Pedepar sBrsercs caMoCTOSTETHPHOW HaydHOW paboOTOH, cojeprkaiield 0030p COCTOSHUS
cdepsl MmpeanojgaraeMoro uccienoBanus. Tema pedepara BbIOMpAeTCsl CTYIEHTOM U3 HPOTPAMMBI
WJIM K€ CTYACHT MOXKET MPEIOKUTH CBOIO, 3apaHee €€ COrIacoBaB € MpernoaaBaTesieM.

TpeGoBanus k opopmiieHuIo pedepara:

O6bem pedepara 15-20 cTp. (BKIIIOUAsk CIUCOK JTUTEPATYPHI U IPUIIOKEHNUS).

CrpykTypa pedepara:

— TUTYJBHBIN JINCT;

— cojepKaHuE;

— BBezaeHue (oobem 1-2 ctp.);
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— OCHOBHas 4yacTh 1—3 riaBsl (0030p HCCIEOBAHUH MO TaHHOW MPOOJIEeMaTHKe, Pe3yabTaThl
HCCIIEIOBaHUM aBTOpA 10 YKa3aHHOU TEME, BO3MOXKHbIE HAIPABICHUS JalbHEUIINX UCCIIEI0BAaHUN);

— 3akmodenue (1-2 crp.);

— CHHUCOK ucnoyib3yemor auteparypsl (10—15 mammenoBanwmii). CriMcok pacmojiaracTcsi B
andaBuTHOM TmOpsAnKe. VHTEpHET MCTOUYHHMKH YKa3bIBAIOTCS B KOHIE CIHCKA, C COXpaHEHUEM
HyMepaluu.

Ipudt — Times New Roman. Pasmep mpudra 14. Uuarepsan 1,5. Hymepamus crpanuil B
HU3Y, 110 LEHTPY JucTa, apabckumu mudpamu. Ilons: nesoe — 3 cm, npaBoe — 1,5 cM, BepxHee U
HIWKHee — 1o 2 cM. Ao3ai — 1,25¢M. B TekcTe cChlIKM HYMEPYIOTCSI B KBaJIpaTHBIX CKOOKax, HOMED
YKa3bplBA€T HAa HUCTOYHHMK B CIIMCKE JIATEpaTypbl. TUTyIbHBIA JIMCT He HyMmepyercsd. Hauano
HyMepaluu co 2 CTp.

Pedepar ckperuisiercst B manky-CKOpPOCIIMBATENb.

2. Co30anue npezenmayuti — BHUJ CaMOCTOSITEIbHOM pPaOOTHI CTYIEHTOB IO CO3JaHHIO
HArJSIIHBIX  MH()OPMAIIMOHHBIX  MOCOOWH, BBIIOJHEHHBIX C  IOMOINBIO  MYJIBTHUMEIHHHON
KOMIIbIOTepHOU mporpammel PowerPoint. OTtor Bua paboTbl TpedyeT KOOpAMHALMM HaBBIKOB
CTYJEHTa 10 cOOpy, CUCTeMAaTHU3aInH, epepadoTke napopmammu, opopMiIeHHs €€ B BUIE MOA00PKH
MaTepuaioB, KPATKO OTPAXKAOIIMX OCHOBHBIE BOIIPOCHI U3y4aeMOU TEMBI, B JJIEKTPOHHOM BHUJIE.

Pexomenganum no padore ¢ urepaTypoit

[Ipy u3yuyeHUW JUCHUILUIMHBI Yy CTYIEHTOB JOJDKEH BBIPaOAThIBATHCS pPALMOHAIBHO —
KPUTHUYECKHUM MMOAX0Jl K U3y4aeMbIM Mpo0iieMaM U SBICHHUSIM. DTO BKJIOYAET NOHMMAHUE TOrO, YTO
CO BpeMeHeM psa HHPOPMAIMOHHBIX U TEOPETUYECKMX MAaTepHalloB ycTapeBaeT, Tpedys
KpuTH4ecKoro otHomeHuss. C Apyroil CTOPOHbI, KaKIbli TEKYLIUI BOIPOC UMEET CBOIO HCTOPHIO,
KOTOPYIO TOKE IMOJIE3HO 3HaTh. Kaxkaoe coObITHE MOXKET UMETh pa3Hble MHTEPIPETAUU, TIOATOMY
CJIOBA, CKa3aHHbIE MHOTO JIET Ha3aJ], MOI'YT UMETh BaKHOE 3HAUCHUE.

UtoObl MOHATH COEPKaHNUE MaTepualla, HY>)KHO YMETh €ro MpounThiBaTh. HaunHate cnemyet
C MPEeIBAapUTEIBHOTO IPOCMOTPA, B XOJE KOTOPOrO O3HAKOMHUTBHCS C Ha3BaHUEM paboOThI, ¢
aHHOTalMel, oraBlieHrueM, mpeaucioBueM. Yacto 3ambicen paboThl SICEH YK€ MPU 03HAKOMIICHHUH C
ee HazBaHueM. Ho ocoGeHHO MHTEpeceH MPOCMOTp OIJIaBJIEHMSI, B PE3YJIbTaTE KOTOPOTO CTAHOBUTCSA
SICHBIM Pa3BUTHUE MBICIH aBTopa. Hemnoxo Ob110 Obl MOSBUBIIKECS MTPH 3TOM MBICTH 3a(pUKCUPOBATH
Ha Oymare.

IIpocMaTpuBasi TEKCT OIJIAaBICHMS, HY)KHO OCTAHOBUTBCSI Ha Te€X IJIaBaX, KOTOpPbIE
MPEACTABIISIIOT N1 BaC OCOOCHHBIM HMHTEpec, Oeryio O3HAKOMHUTHCS C HHUMH, COCTaBIsiA B OOIIMX
gyepTax CBOE IpeJcTaBlIeHHE 0 HUX. Lleap 3Toro nelcTBus — HaWTH MeCTa, OTHOCSIIHNECS K MCKOMOM
TeMe, OIPENIEINB MPU ITOM, YTO LIEHHOTO B KaXKJ0M U3 HUX.

Crenyromuii 3Tan — NpoYTeHNE BBIIETICHHBIX MECT ¢ (PUKcalluell caMbIX IJIaBHBIX CBEICHHM.
[Ipn 5ToM HamO YETKO W SICHO OCO3HABaTh II€JIb YTEHHS, IOCTOSHHO Jep)Ka ee mepen coloil: mo
KaKoOMy BOIIPOCY HYXHa MH(OpMalus, U1 4ero Hy)KHa, €€ XapakTep M T.I. HEOOXOIUMO MEHSTh
peXUM UTEHHUS — OT Oerloro BAYMYHMBOIO — B 3aBUCUMOCTH OT II€HHOCTHM HWH(pOpmanuu,
OCTaHaBIIUBASICh TaM, /i€ 3TO TpeOyeTcs I ITyOOKOro MOHUMAaHUS TEKCTa.

Cnenyer HayuduThCS ONPENENATH CTPYKTYpy TEKCTa IO COMNOAYMHEHHOCTH €ro yacTeid,
YUUTBIBAsl B3aWMOCBSI3b TEKCTa C PUCYHKaMH, CHOCKaMHM, NMpUMEYaHHUsSIMH U TaOnuuamu. Bce 310
ITOMOYKET IOHUMAaHUIO TEKCTa MpU OETrJIoM 03HaKOMJIEHUH ¢ HUM. Tak BeIpabaThIBaeTCsi CIoCOOHOCTD
IIPU IPOYTEHHUH CPa3y MOHUMATh CMBICI M 3HAYC€HHE HOBOM MH(pOpMaIHH.

MHorve KHUTM M CTaTbd MMEIOT B CBOEM ammapaTe CHUCKU JIUTEpaTypbl, KOTOpbIE TAIOT
BO3MOKHOCTh MOMOJHUTh HH(OPMAIIMOHHYIO OCBEIOMIIEHHOCTh O JIOTIOJIHUTENILHON JINTEpaType Mo
JTAHHOMY BOIIPOCY.

OTaenpHBIN 3Tall MPOYTEHUS — BEIEHUE 3amMceld mpodnTaHHOro. CylecTBYeT HECKOJIBKO
BUJIOB 3aIIMCEH: MJ1aH, BHITUCKHU, TE3UCHI, aHHOTAIUS, pE3IOME, KOHCIIEKT.

Ilnanom yno0HO MOJB30BAaThCS MPHU MOJTOTOBKE K YCTHOMY BBICTYIUICHHUIO IO BBIOpaHHON
teMe. Kaaplil MyHKT IJ1aHa JO0JDKEH pacKpblBaTh OJHY M3 CTOPOH M30paHHOW TEMbI, a BECh IJIaH
JIOJDKEH OXBAThIBATh €€ LIETTHMKOM.

Te3ucbl mpeanonaraloT CXaToe U3J0KEHHE OCHOBHBIX IIOJIOKEHUH TeKcTa B (Qopme
yTBEep)KIeHUs Wi oTputanus. OHM sBIsIOTCS Oosee CcoBepUIeHHOM (opMmoil 3amucei U
MIPEJICTaBISIOT OCHOBY JUIsl UcKyccud. K ToMy ke UX JIErKO 3alIOMHUTb.
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AHHOTAUMSA — KPAaTKOE U3JI0KEHUE COACP)KaHUsS — AaeT 00Ilee MpeICTaBIeHUe 0 paboTe.

Pe3rome KpaTKO XapaKTEpU3YeT BBIBOABI, [TIABHBIE UTOTH IPOU3BEICHMUS.

KoHcnekT sBisiercss Hanbosee pacrnpocTpaHeHHOH ¢opmoi Benenus 3anuceil. OCHOBHYIO
TKaHb KOHCIIEKTa COCTaBIIIOT TE3UCHI, [JOINOJHEHHBIE JOKAa3aTEIIbCTBAMU M PACCYKICHUSAMMU.
KoHcriekr MoeT OBITh TEKCTYaJIbHbIM, CBOOOJHBIM WIJIM TEMaTHYECKUM. TexcmyanbHbill
IPEJCTaBIseT cOOOM LIMTATHUK C COXPAHEHUE JIOTUKU PAabOThl U CTPYKTYpbl TekcTa. Ce0000mbitl
KOHCIIEKT OCHOBAH Ha M3JI0KEHUU MaTepuala B TOM MOpsIKe, KOTOPHI Ooie ynobeH aBTopy. B aTom
CMBICIIE KOHCIEKT IMpeACTaBiIsAeT COOMpaHUE BOEIMHO MbICIEH, pa3OpOCaHHBIX IO BCEH KHMTE.
Temamuueckuti KOHCIIEKT MOXET OBITh COCTaBJIEH IO HECKOJIBKUM HCTOYHHMKAM, IJIe 33 OCHOBY
Oepercs TeMa, HHTEpIpeTUpyeMast 110 — pa3HOMY.

OKOHOMHIO BpEMEHHM JAaeT HCIIOJIb30BAHME IPU 3aIIUCAX Pa3IMYHOrO poJia COKpAIEHUH,
ab0peBUaTyphl U T.JI. MHOTHE UCHOJb3YIOT JJIsl PETUCTPALIMM UCCIEAYEMbIX TEM CHUCTEMY KapTOueK.
[IpenmymiecTBO KapTodyeKk B TOM, YTO TE€Ma TaM H3JIaraeTcs OYEHb CXKAaTo, 1 OHW OYeHb yJOOHBI B
UCIOJb30BAHUH, T.K. UX MOYKHO pa3joXHUThb Ha CTOJE, NEeperpymnnupoBaT U 0e3 Tpylna HaWTH
HUCKOMYIO TEMY.

7. OUEHOYHBIE CPEJACTBA J1JId KOHTPOJISA YCIIEBAEMOCTH
7.1. IlacniopT ¢GoHIa OLIEHOYHBIX CPEACTB

Kon
Ne KonTponupyemsble paznensl (TEMBbI) KOHTPOJIMPYEMOU HanmenoBanue
n/n JUCLUTUIMHBI KOMIIETEHINH OLIEHOYHOI'O CPe/ICTBA
(1sn ee yacTH)
Paznen 1. Brenenue B 1. CocraBnenue
JIOKYMEHTHPOBAHUE YIIPABICHUECKON OK 1-10 Te3zaypyca
JEATEIbHOCTH MK 1.1-1.5 2. YCTHBIN Onpoc
1. 1K 2.1-2.5 (III/ICKYCCH?I)
IIK 3.1-3.5 3.Hanucanue pedepara
[IK4.1-4.6 4. Pemenne mpoGIeMHBIX
3ajau
Pasznen 2. Opranuzamus paboTsl ¢ 1. Yuacrue B nuckyccuu
JIOKyMEHTaMU 2. Hanucanue pedepara
2. 3. Pemenune npoGneMHbIX
3a1a4y
4. YcrtHbIH onipoc
IIpomexyTOUHBIN KOHTPOJIb OTBeThI Ha BOMIPOCHI

7.2. ATTecTanus oﬁyqamumxcﬂ Ha COOTBETCTBHE HUX MNEPCOHAIBLHBIX JOCTHKEHUI
MO3TAIIHBIM TpCﬁOBaHHﬂM

Dopma JInunsble IIpumepsl
3HaHUS YMmenus KayecTBa OLICHOYHBIX

aTTecTaluu .

oOydJaronuiics | cpeacTB

TeKyIas - 00 OCHOBHBIX - TI0JIb30BaThCS JucuumiuuHup | Te3aypyc,
MOJIO’KEHUSX 110 W3Y4EHHBIMU OBaHHOCT, pedepartsl,
JOKYMEHTUPOBAHU | CTaHJIAPTU3UPOBAHHBI | OTBETCTBEHHOC | BOIIPOCHI JUIS
10 MU TepMUHAMU; Tb, YCTHBIX
yIpaBIECHYECKON - IPUMEHATH HA VMHULMATUBA, OTBETOB Ha
JeSITEIIbHOCTH; MIpaKTUKE KOMMYHHKa0€ | JUCKYCCHOHH
- TEPMHUHOJIOTHIO B | TOCYJapCTBEHHBIE JBHOCTb, bI€ BOIIPOCHI;
obnactu CTaHJIapThl, IpyTrHe BOCHUTAHHOCT | pellieHue
JOKYMEHTAIlMOHHO | HOpMaTHBHBIE U b. KEHCOB,
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ro o0ecrevyeHus METOMYECKHUE BBITOJIHEHHE
yIpaBJICHUS JOKYMEHTHI, IPAKTUYECKH
- 0 MpaBUJIAX periaMeHTHpYIOIIHe X 3aJlaHu}
oopmienus OpraHu3aLHI0
JIOKYMEHTOB; JOKYMEHTAI[HOHHOT'O
- HOpMaTHUBHbIE obecneyeHus
JIOKYMEHTHI, yIIpaBIICHUS;
periaMeHTUpYIoL] | - COCTaBIATh U
Y€ COCTaBJICHUE U | MPABUIIBHO (B
odopmieHue COOTBETCTBUHM C
OpraHU3alMOHHO- | JIEUCTBYIOIMMU
pacropsaUTeNbHbl | HOPMATUBHBIMU
X IOKYMEHTOB JOKYMEHTaMH )
- 00 yHudukanuu ohopMIIATH
U CTaHJAapPTHU3alMN | OCHOBHBIC BUJIBI
yIpaBJIEHYECKUX OpraHU3alMOHHO-
JIOKYMEHTOB pacropsIuTeIbHBIX
- (hOpMBI, METO/IBI | JOKYMEHTOB;
Y CHCTEMBI - BBITIOJIHATH
JIOKYMEHTHPOBAHHU | OIpe/IeleHHbIE BUIbI
s, pabor o
- HOPSI0OK | OpraHu3aLuu padboT ¢
OpraHu3aIH JOKYMEHTaMH B
JIOKYMEHTOB B YUPEXIECHUS;
KOMIIJIEKCBI; - 0pOpMIISITD
-3aKOHOJIaTeNIbHbIE | HOMEHKJIATYpy el U
aKThl U (dbopmMHupOBaTh emna B
HOpPMAaTUBHbBIE COOTBETCTBUM C
JIOKYMEHTBI 10 HOMEHKJIaTYpOM JIeJT;
OpraHu3aluu - OCYILECTBIISATh
paboThI ¢ JIOKYMEHTUPOBaHUE 1
JIOKYMEHTaIuel; OpraHu3aIio paboThI
- npaBuWiIa | C IOKyMEHTaMU;
COCTaBJICHUS U - MOJIb30BaThCS
0o opMIIEHHUIO OCHOBHBIMH
pa3INYHbIX BUAOB | HOPMATHBHO-
JIOKYMEHTOB; MPaBOBBIMU
-Tpe0OBaHuUs K JOKYMEHTaMH B
TEKCTY obnactu
CITy’KE€OHBIX JTOKYMEHTUPOBAHHUS
JIOKYMEHTOB; - COCTABIISATh
- oOrmiue oopmiIATH
npaBuia pa3IMYHbBIE BH]IBI
OpraHu3aIuu JIOKYMEHTOB;
paboTHI C
JIOKYMEHTaMHU
IPOMEXYTO | - 00 OCHOBHBIX - MIOJIb30BAThCS HucuuruinHa, | Kommuiekr
YHas TIOJIOKEHHUSX T10 M3y4EeHHBIMU OTBETCTBEHHOC | TEOPETHUYECK
JOKYMEHTHPOBAaHHU | CTaHJApTU3UPOBAHHBI | Th, UX BOMPOCOB
10 MU TePMHHAMU; WHUIIHATHBA, K DK3aMeHY
yIpaBJIeHYECKON - IPUMEHSATh Ha KOMMYHHKa0e
NeSITeTbHOCTH; MPaKTHKE JTBHOCTB,
- TCPMUHOJIOTHIO B | TOCYJapCTBEHHbIE BOCIIUTAHHOCT
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o0nactu CTaHJApTBHI, IpYyrUe
JOKYMEHTAIIMOHHO | HOPMAaTHBHBIC U

ro o0ecredyeHus METOMYECKHUE
yIIpaBJICHUS JOKYMEHTEI,

- 0 MIpaBUJIAX periaMeHTHPYIOIIHe
oopmnenus OpraHHU3aLUI0
JIOKYMEHTOB; JOKYMEHTAI[HOHHOT'O
- HOpMaTHBHBIE obecrieueHus
JIOKYMEHTHI, yIIpaBJICHUS;
pErJIaMEeHTHPYIOII | - COCTaBIISATh U

Y€ COCTaBJICHUE U | MPABUIIBHO (B
oopmitenue COOTBETCTBHUH C
OpraHU3alMOHHO- | JIEUCTBYIOIMMU
PacCHOPSIUTENbHBl | HOPMAaTHBHBIMU

X IOKYMEHTOB JTOKYMEHTaMH )

- 00 yHudukanuu 0popMIIATH

U CTaHJapPTHU3alMN | OCHOBHBIE BUJIBI
yIIPaBICHYECKUX OpraHU3alOHHO-
JOKYMEHTOB pacropsIuTeIbHBIX

- (DOPMBI, METOZIBI | JTOKYMEHTOB;

U CHCTEMBI - BBITIOJIHATH
JOKYMEHTHPOBAHH | OIpEJICIICHHbBIC BU/IbI
A, pabort o

- HOPSIIOK | OpraHu3anuu pador ¢
OpraHu3aIH JOKYMEHTaMH B
JIOKYMEHTOB B yUIpEeXICHUS;
KOMIIJIEKCBI; - 0pOpMIISITD
-3aKOHO/ATENbHBIE | HOMEHKJIATYpY Jel U
aKThl U (dbopmMHupoOBaTh Aemna B
HOpPMaTHBHBIC COOTBETCTBUH C
JIOKYMEHTBI O HOMEHKJIaTYpOM JIelT;
OpraHu3aIuu - OCYILECTBIISATh
paboThI ¢ JOKYMEHTUPOBaHUE 1
JIOKYMEHTaIuel; OpraHu3aIuio paboThI
- npaBuWiIa | C IOKyMEHTaMU;
COCTaBJICHUS U - MOJIb30BaThCS
0o opMIIEHHUIO OCHOBHBIMH
pa3INYHbIX BUAOB | HOPMATHBHO-
JIOKYMEHTOB; MPaBOBBIMU
-Tpe0OBaHUs K JOKYMEHTaMH B
TEKCTY obnactu

CITy’KE€OHBIX JTOKYMEHTUPOBAHHUS
JIOKYMEHTOB; - COCTABIISATh
- oOrmiue oopMIATH

npaBuia pa3IMYHbBIC BH]IBI
OpraHu3aIu JIOKYMEHTOB;
paboTHI C

JIOKYMEHTaMH

Kpurepun onenku 3HaHU#

1. Kputepumu oneHku no pedepary:

—OLIEHKA «OTJIMYHO» BBICTABISETCA CTYACHTY, €CIIM BhIOpaHHas TeMa aKTyajbHa, B TEKCTE
OHa Ipe/ICTaBJIeHa JJIOTUYHO, OJHOTA U TITyOMHA PACKPBITHS OCHOBHBIX MOHATUH IPOOJIEMbl. YMEHHE
paboTaTh C JUTEpaTypoil, CHUCTEMaTH3MpOBaThb U CTPYKTYpHUpOBaTh MaTepuasl BeipakeHO cBoe
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OTHOILICHHE K TEME M OIMCAHbl COOCTBEHHBIE OpUTHHAJIbHBIE Uaeu. [IpuBneueHs! HOBelIIIEe pabOThI
no mpobieme (KypHaIbHBIC IYOJHMKAIUA, MaTepuaiabl COOPHHKOB HAyYHBIX TPYIAOB W T.1.).
TpeboBanust k opopmiieHuIo pedepata coOmoneHbl. Beinepxkan aureparypHblii cTuib. OTCyTCTBHE
opdorpadruiyeckux ¥ CHHTAKCHYECKUX OMMOOK, CTHIMCTUYECKHUX MTOTPEIIHOCTEH;

—OLIEHKA «XOPOIIO» BBHICTABISIETCS CTYACHTY, €CIIM BBIPAXKEHA AaKTYaJlbHOCTh BBIOpPAaHHOU
tembl. JlormuHocTs m3nOkeHUs. Tema packpbiTa HemocTaTodHO HONHO. OOBEM COOTBETCTBYET
TpeOOBaHUSAM K JaHHOMY BHAYy pabor. HemocTarouHo apryMeHTHpPOBaHBI COOCTBEHHBIC HJICH.
Tpeboanust k oopmireHno pedepara codmoaensl. Boyiepxkan nuteparypHslii cTuib. OTCyTCTBHE
opdorpadu4ecKiX U CHHTAKCHYECKHUX OIMTUOOK, CTHIIMCTUIECKIX TOTPEITHOCTEH;

—OIICHKA «Y/IOBJICTBOPUTEIHLHOY BBICTABIICTCS CTYACHTY, €CIIH: BRIOpaHHAs TeMa aKTyallbHa,
HO HEJOCTAaTOYHO MOJHO packpbiTa. O0BbEM HE COOTBETCTBYET TPEOOBAHUAM K JJAaHHOMY BHUJY paloT.
Cnabo oTpakeHbl COOCTBEHHBIE HJEH, HO TEKCT BBICTPOEH JIOTHYHO M IOCIEJOBATEIBHO.
TpeboBanus k opopmieHuto pedepara codmoAeHbl YacTHUHO. He BIepkaH TUTEpaTypHbIH CTHIIb.
[TpucyrctBytot opdorpadudeckne 1 CHHTAKCHIECKUE OIINOKH, CTUIIMCTUYECKIE OTPEITHOCTH;

—OLIEHKA «HEYJOBJIETBOPUTEIBHO» BBICTABIACTCS CTYIEHTY, €CIM OH HE MpeaoCTaBHII
pabory.

2. Kputepuu olleHKH YCTHOTO ONPOca (AUCKYCCHHI/KOJIJIOKBHYMOB/co0eceJ0OBaHHUS):

—OIICHKA «OTIMYHOY» BBICTABIISIETCS CTYACHTY, €CJIM OH TITyOOKO M3y4HJI yUeOHBIN MaTepual u
JAUTEpaTypy Mo mpolieme, IOCIENOBATEIIFHO M HCUEPIBIBAIOIIE OTBEYA€T HA IIOCTABJICHHBIC
BOTIPOCHI;

—OIICHKA «XOPOIIO» BBICTABISACTCA CTYICHTY, €CJIM OH TBEPAO 3HACT MaTepHal M OTBEYAeT
0e3 HaBOAALIMX BOIPOCOB, pa3dupaeTcs B IUTepaType mo npoodieme;

—OLIEHKA «Y/IOBJIETBOPUTEIILHO» BBICTABIIACTCS CTYACHTY, €CIIM OH 3HAET JIUIIbL OCHOBHOM
MaTepHall, IyTaeTcsl B JIUTepaType 1o mpodiiemMe, a Ha 3aJaHHbIE BOIPOCHI OTBEYAET HEAOCTATOYHO
YETKO U TIOJIHO;

—OLIEHKA «HEYJIOBJICTBOPUTEIHHO» BBICTABISETCS CTYIEHTY, €CIIM OH HE YCBOWJI OCHOBHOTO
MaTepHala, He CMOT JOCTaTOYHO IMOJIHO U MPAaBHIILHO OTBETUTH Ha TIOCTABICHHBIE BOMPOCHI, HE 3HAET
JUTEPATYpPHI IO TIpodIIEMe.

3. KpuTtepuu ouieHKH NpH pelieHHn U KelcoB

OneHka «32a4TeH0» BbICTABJIACTCH CTY/IEHTY, eCJIN:

—3a/IaHue BBITIOJTHEHO W OTJIUYAETCS TIYOMHOW M COAEpIKATENbHOCTHIO, JAaHHBIE JIOTHYHO
IIOCTPOCHHbIE, TMOJHBIE, JaHbl MCUYEPHBIBAIOLINE OTBETHl, JEMOHCTPHUPYET TMPUMEHEHUE
AQHAJTUTHYECKOTO ¥ TBOPUYECKOTO TIOXO/IOB;

—CTYJIEHT JIEMOHCTPUPYET YMEHUE BECTU HAYUHYIO TUCKYCCHIO.

OneHkKa «He 32a4TeH0» BHICTABJIAETCH CTY/IEHTY, €CJIN:

—CTYJIEHTOM HE PacKpbITO COJepXkaHME 3aJjaHus, OOHApY>KEHO HE3HaHHE WJIM HENOHUMaHHE
CYIIHOCTH BOIIPOCOB;

—JIOMYIIEHBI CYLIECTBEHHBIE (PaKTHUECKUE OIIMOKHU MPU OTBETAaX HA BONPOCHI;

—Ha JIOTIOJIHUTENIFHBIE BOMPOCHI CTYIEHT 3aTPyIHSETCS NaTh OTBET WM JIaeT HEBEPHBIC
OTBETHI.

7.3. OneHo4HbIe CPeACTBA I NPOBEACHUS TEKYIIEeH aTTeCTAHI

Te3zaypyc. Teszaypyc m03BOJISET BBISIBUTh CMBICI HE TOJIBKO C IIOMOIIBIO ONPEIEIICHUA, HO U
IIOCPEICTBOM COOTHECEHHS CJIOBA C APYTUMU NOHATUSAMHU U UX TPYIIIAMH.

Tembl pedepaToB

1.ITonATHE O TOKyMEHTAaX, CIOCOOaxX TOKYMEHTUPOBAHUS, HOCUTENAX UH(OpMaIH

2. [TonsiTre 0 GyHKIUAX JOKYMEHTA

3 IIpu3Haky u CTpyKTypa T0KyMEHTa

4. VYHudukanus u cTanaapTU3anus 10KyMEHTOB.

5 YHUPUUIUPOBAHHBIE CUCTEMbI JOKYMEHTALUU

6 dopmyisip-oOpaser] OpraHu3aliOHHO-PACIOPAIUTEIBHOIO TOKYMEHTA

7. TpeboBanust k OG(OPMIIEHHIO PEKBU3UTOB OPIraHU3ALMOHHO-PACIIOPSAUTEIBHBIX
JIOKYMEHTOB
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8. [IpaBuna odopMiIeHHS OCHOBHBIX BHUIOB OpPraHMU3ALMOHHO-PACTIOPAIUTEIBHBIX
JOKYMEHTOB

9. CripaBo4HO-UH(OPMAITHOHHBIE IOKYMEHTHI

10. Cnyx0a TOKyMEHTAIIMOHHOTO O0ECIICYCHUS YIIPABJICHHS.

11. TpeboBanus K OpraHU3aluyu JTOKYMEHTOO00pOTA

12.  Tlpuem moctymarwmmx J0KYMEHTOB, OpPraHU3aIusl IOCTaBKU JOKYMEHTOB

13.  TpebGoBanus K OpraHu3alMd  XpaHEHHS  HCHOJHEHHBIX  JOKYMEHTOB B
JIeTIOTIPOU3BOJICTBE.

14. Howmenxkiarypa gen

15. TpebGoBanus K GOPMHUPOBAHUIO JICIT B JIETONPOU3BOJICTBE

Bonpocs! 1J1s1 yCTHOTO 0TBeTa (AMCKYCCHH) 110 TeMaM:
1./laiiTe XapaKTEepUCTUKY OCHOBHBIX HCTOPUYECKUX TANlOB Pa3BUTHs NEJIONPOU3BOACTBA B Poccum.
2. JlaiiTe XxapaKTepUCTHKY JeJI0Npou3BocTBa B [IpeBHeil Pycu.
3. JlaiiTe XapaKTepUCTUKY IPUKA3HOTO IEJIONPOU3BOICTBA.
4. JlaiiTe XapaKTEPUCTUKY KOJIJIEKCKOTO JEIOMPOU3BO/ICTBA.
5. JlaliTe XapaKTepUCTUKY MUHUCTEPCKOTO IEJIONPOU3BOICTBA.
6. [laliTe XapakTepUCTUKY JEIOMPOU3BO/ICTBA B IepBOM MosioBUHE XX B.
7. JlaliTe XapakTEpUCTHUKY IEJIONPOU3BOACTBA BO BTOPOU MOJOBUHE XX B.
8. UTo Takoe eI0MpoU3BOICTBO U KAKOBBI BXKHEHIIINE €r0 COCTaBIISIIOIINE?
9. HazoBuTe 1enu, 3a1a4i 1 OCHOBHBIE IIPUHLUIIBI COBPEMEHHOT'O JI€JIONPOU3BOJICTBA.
10. Onpegenure MeCTO JACIIONPOU3BOICTBA B CTPYKTYPE YIPABIECHYECKOTO TPY/Ia.
11. Ha3oBuTE OCHOBHBIE IPUHIIUIIBI OPIrAHU3ALMM COBPEMEHHOT'O J1EJI0NPOU3BOICTBA.
12. OxapakTepu3yiiTe HOpMaTUBHO-IIPaBOBYIO 0a3y COBPEMEHHOIO JEJIONPOU3BOACTBA.
13. KakoBbI OCHOBHBIE 337]a4H JOKYMEHTOBEACHUS?
14. Ilepeuucnure OCHOBHbIE HOPMATHBHO-METOAMYECKHE JIOKYMEHTHI, KOTOPBIMU CIEAYEeT
PYKOBOJICTBOBAThCS B 00J1aCTH AeI0Npon3BoAcTBa B Poccuiickoit denepanuu.
15. CpaBHuTe cTapoe M HOBOE 3HAUEHUS TEPMHMHA «AEJIONPOU3BOACTBO». OOBSACHUTE, B 4YEM
3aKJIFOYAETCS UX pa3jIvyue.
16. O6ocHyliTe HEOOXOMMOCTh YHU(UKALMY U CTAaHJAPTU3AINH JOKYMEHTO000POTA.
17. IlonymaiiTe, Kakue OpraHU3alMOHHbIE MEPBl B HAUOOJbILEH CTENEHU CIIOCOOCTBYIOT YCHELIHON
OpraHM3alKi COBPEMEHHOTI'O eN0npon3BoacTBa. OOOCHYNTE CBOM OTBET.
18. JlaiiTe onpenencHre JOKyMEHTa U IOKYMEHTHUPOBAaHMSL.
19. Kakue MaTepraabHble HOCUTEIN UCTIONb3YIOTCS JUIsl TOKYMEHTUPOBAHUS?
20. Ilosicaute oOuMe u crennanbHble PyHKIMM JoKyMeHTa. JlaiiTe KiacCupUKaIMO JOKyMEHTOB O
cdepe ux ucnonb3zoBanus. [lpusenure kiaccupukannoo JOKYMEHTOB MO CTENIEHU INIACHOCTH (TpUPy
OTrpaHUYEHUS IOCTYIA).
21. Kakoe mecTo 3aHUMaroT HHGOpMaIus U TOKYMEHTHI B COBPEMEHHOW CUCTEME YIpaBlIeHUs?
22. Kakue cymecTByloT (GOpMBI YOpPaBICHHS OpPraHU3aLUSAMH W KaKk OHMU BIMAIOT Ha (OpMEI
JOKYMEHTUPOBAaHUS M COCTaB JIOKYMEHTOB, INPUMEHSEMBIX B YIPaBICHUECKON JesTeNbHOCTH
OopraHu3anuu?
23. KakoBa OCHOBHas I1elb YHHU(DHUKAIMKM YIpaBICHUYECKOW AoKyMmeHTaruu? KakoBbl OCHOBHBIE
3aJ]aud COBEPLICHCTBOBAHMS COJIEPkKaHUS U POPM JJOKYMEHTOB?
24. Ha xakue OCHOBHBIE I'PYMIBI MOKHO pa3JelUTh KOMIUIEKC JOKYMEHTOB, PErJIaMEHTUPYIOLINX
BOIIPOCBHI BEIEHHUS JenonpousBoacTtBa B Poccuiickoin @Penepanuu? J[laiiTe XapaKTepUCTHKY
JIOKYMEHTaM Ka)/0H TpyIIIbI.
25. W3yunte ompeneneHus MOHATUS «T0KyMeHT». Kakoe ToilkoBaHME sABIseTCS Haubosiee TOYHBIM,
Ha Bam B31J1s171? OOOCHYHTE CBOM OTBET.
26. OOBsICHUTE B3aUMOCBSI3b MEX/Y BUI0M, CBOMCTBOM U (DyHKIIMEH TOKyMEHTA.
27. Kakue peKBU3HUTHI OTHOCSTCS K MOCTOSAHHBIM? Kakue peKBU3UTHI SABIISIOTCA 003aTENbHBIMU?
28. Uro sBnsieTcs OCHOBOW JJsl NMPOEKTUpOBaHMs OyiaHka aokymeHTa? Jlns odopmileHUs Kakux
BUJIOB JIOKYMEHTOB UCHOJIb3YyeTCs 00muii 61aHk?
29. Kakue 1OKyMEeHTBI OTHOCSITCS K OpraHU3aIl[HOHHBIM?
30. B uem 3axmouaercs 0COOEHHOCTh O(QOPMIICHHS 3arojJioBKa K TEKCTYy B OpraHU3al[MOHHBIX
JTOKyMeHTax?
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31. Kakue cBefieHMsI TOJIKHBI COIEPIKATHCS B TEKCTE YUPEAUTEIBHBIX JOKYMEHTOB?

32. C xaKoH UEeNbI0 CO3/Ial0TCSl TUIIOBBIE U MPUMEPHBIE OPraHU3aAUOHHBIE TOKYMEHTHI?

33. B yem cocTOMT pa3nuuKe TaKuX JOKYMEHTOB, KaK IITATHOE pacHUCaHUE U CTPYKTYpa M IITaTHas
YUCJIEHHOCTh?

34. TIloueMy [OJDKHOCTHas MHCTPYKLUS HE COCTaBISETCS JUIl KaTeropuu  CIIyKallux
«pykoBoautTenn»? YUTO MOMKHO COAEpPXKATbCA B TEKCTE KaXIOro pasjena JIOJKHOCTHOMN
UHCTPYKLUN?

35.  Kakue  BuABl  OPraHU3aLMOHHO-PACIOPSAUTENBHBIX  JOKYMEHTOB  OTHOCATCA K
pacnopsautenbHeiM? [loueMy pacniopsauTeNbHbIE JOKYMEHTBI OTHOCSATCS K IIPABOBBIM aKTam?

36. B kakoii (hopme U37aI0TCS COBMECTHBIE PACTIOPSAIUTEIbHBIC IOKYMEHTHI?

37. Kakue ObIBAIOT BHJIBI TPUKA30B?

38. Kak HaszbiBaeTcs cinyx0a, OCYIIECTBISIONIAs JOKYMEHTAIMOHHOE OOecreyeHue yrpaBjieHUs, B
3aBUCHMOCTH OT IIPUHAJUIEKHOCTU K ONPEEIIEHHON IrpyIIe opranu3anuii?

39. Opranu3aiusi onepaTUBHOTO XpaHEHUS IOKYMEHTOB.

40. ITopsnok nepenayu TOKYMEHTOB B apXUB UJIM Ha YHUUYTOXKEHUE.

AHaan3 npo0IeMHBIX CUTYaAUNI

Jlis mpoBeneHUs aHanM3a MPOOJIEMHON CHUTyallud HEOOXOJUMO TIPEXKAE BCErO0 YETKO
chOopMyIHUPOBATH CYIIHOCTH MPOOJIEMBI M OMUCATh CUTYAIINIO, B KOTOPOIl OHA UMEET MECTO.

Conepkanrem aHayM3a IPOOJIEMHOM CUTYaAIlUHU SIBIISETCS:

1) ompeneneHue CyIIECTBOBAaHUS MpPOOJIEMBI, T.€. yCTaHOBJIEHHE, €CTb JH B
JNEHCTBUTEILHOCTH MPOOJIeMa UM OHA SIBJISIETCS MHUMOM;

2) onpezeneHne HOBU3HBI MPOOJIEMHOI CUTYAIINH;

3) ycTaHOBJIEHHE IPUYUH BOZHUKHOBEHUS MPOOJIEMHOM CUTYallUH;

4) onpeneneHre B3aUMOCBS3H € APYTUMHU ITPoOIeMaMu;

5) onpezeneHne CTENEHH MOJIHOTHI U JOCTOBEPHOCTH MHPOPMALIUHU O TPOOIEMHON CUTYAIHUH;

6) ornpeaeneHre BO3MOXHOCTH Pa3pelIMMOCTH MPOOIEMBI.

KEMC-3ananne 1: Kommanuss «M...» 3aHuMaeTcsi pa3pabOTKaMH MPOrPaMMHOTO
oOecrniedeHus. 3apmiiata MepcoHajga HampsIMYyI0 3aBHCHT OT KOJHMYECTBA BBIIIOJIHEHHBIX 3aKa30B. B
IIOCJIEIHEE BpEMsl B OpraHU3alliy HAOJI0acs poCT 3aKa30B, U COTPYJHUKAM MPHUXOANUIOCH MHOTO
paborats. mutpuit B. — Begymmii pazpabotunk. Tak mony4unaoch, 4To B caMblii pasrap paOoThl OH
CJIOMaJl HOTY ¥ MecsiI] ObUT Ha OOJILHUYHOM, HO paboTall yiajaeHHo U3 foma. [1oaToMy pykoBOIUTEND
OIJIaTHJI eMy He OOJIbHUYHBINA, a BBHIMOJHEHHBIE MPOEKTHI (TO €CTh COTPYAHHUK MOJYYWI TMOJTHYIO
3apriaTy co Bcemu Oonycamu). Ho ynaineHHO He ObUIO BO3MOXKHOCTH PEIIUTh HEKOTOPHIE BOIIPOCHI,
u JlMutpuii BeIlen Ha pabOTy B BBIXOJHOW MO CBOEW WHUIMATHBE, YTOOBI J10j€NaTh TO, YTO HE
ycrel, HO 32 YTO YK€ MOJy4uI1 OIUIaTy.

Yepes kakoe-TO BpeMsi pyKOBOAMUTEINb NONPOCHI JIMUTpUsI BBINTH B BBIXOAHOM JA€HB, TaK KaK
CPOYHO HYXXKHO OBUTO 3aKOHUMTH NpoekT. OH corjacwics. Ho cmycts Bpemst mutpuii cran
TpeboBaTh JBa OTTyJa 3a pabOTy B BHIXOAHBIE. PyKOBOIUTEND OTKa3all, OOBSICHSS, YTO €My MOJIO0KEH
ToJIbKO oaMH. [Ipon3omen KOHMIUKT, KOTOPBIA pUBEN K TOMY, 4To JIMUTpuUil Hamucasn 3asBlIEHUE
00 yBonbHeHHH. HauanpbHUK 00paTHics 3a MOMOIIBIO K TUpekTopy no nepcoHany Omuu K., 4To6sI
OHa IIOMOIJIa €My YperyjaupoBaTb KOH(IUKT U OOBACHUTH JMUTpHIO, YTO €My JAEHCTBUTEIHHO
MOJIOKEH OJIMH OTTYJI.

3amanne. [lomorute FOnum K. HailTu BBIXOJ W3 CIOXHBIICHCS cuUTyaruu. To ecTh
NPE/UIOKUTE CBOE peIIeHUe Keilica, OTBETUB Ha cielylollue Bompochl: — B uyem ommbka
pykoBoauTens U B ueM He nipaB Jmutpuii? — Kak KOnmuu o0bICHUTH COTPYIHHUKY, YTO €My TOJI0XKEH
OJIMH OTTYII, U HEe IEMOTHBUPOBATH Mpu dToM? — Kak oprannzoBaTh paboTy, YTOOBI TAKMX CUTYAIIU
HE MPOUCXOAUI0?

JlaHHblif Keiic JODKEH OBITh pelleH ¢ TMO3ULIUH JTOKYMEHTAllMOHHOTO oOOecredyeHus
yIpaBIeHUS.

KEHNC-3ananue 2: 3A0 «Cenena» nonydaer or OAO «MepKypuii» pekiaMHyio 6poIopy,
MIPEACTABIISIIONTYI0 000TpeBaTEIbHBIC

MPUOOPHI, KOTOPHIE MOTJIA OBl HAUTHU MMPUMEHEHUE B TETNTMYHOM XO3SHMCTBE.

Ha coBemanuu o uCnoib30BaHUIO ATHX MTPUOOPOB BBISCHUIIOCH, UTO JJISl IPUHATHUS

31



OKOHYATEJIBHOTO pelIeHUs HeoOXOIMMBbl OoJiee TMOJIHBIE JaHHBIE 110 BCEM TOBapaM JaHHOU
TPYMIIbL, TAKXKE

IIPEHCKYPAHT LIEH C YKa3aHUEM YCIIOBUM ITIOCTaBKHU.

3amanne: CocTaBbTe MPOEKT CiykeOHOoro muchMa B cekperapuar OAO «Mepkypuit» ¢
3arpocoM 6osee moapoOHOM HHpOpPMAIIHK O TAHHOM TOBape.

KEMC-3ananue 3: Ilo Bune Gyxrantepun corpynaukam 3AO «CeleHa» B TEKyIIEM MecsIe
ObuI1a 3a/1eprkaHa BhITUIAaTa 3apaOboTHOH maTel. [ aBHbI Oyxrantep nHGpopmupyet nupekropa 3A0 o
TOM, YTO 3a/Iep>KKa HAJIMYHOCTU ObUIa cBA3aHa ¢ omo3aaHueM Ha cueT 3A0 NeHEeXHBIX CPEACTB OT
pEeANPUATUI-TIAPTHEPOB.

3ananue: B ponu Oyxranrtepa 3anonHute GopMyIisp Ciiy>KeOHOM 3amiCKu.

KEMC-3ananue 4: Banmim paboTonaTesneM SBISETCS WHIMBHLYAIbHBIA PEPUHIMATEb.
Bol mpopaboTtanu 7 mHEM.

ITpu sToM pabota siBisiercs uid Bac ocHoBHO# (¢1.66 TK PO).

3ananue:

1. O6s3an 11 MHAUBUIYATBHBIN IPEIIPUHIMATEIb BECTH Ha PAOOTHUKA TPYAOBYIO KHIDKKY B
JTAaHHOU cuTyaruu?

2. Kto u3 paboroznareneil He UMeET PaBO BECTU HAa PAOOTHUKA TPYI0BbIE KHUKKU?

IIpakTH4yeckue 3agaHus

3aodanue 1.. Curyauus

3amectutens gupekropa OO0 «Jrtanon» (3apeructpupoBaHo B r.IlerposaBojcke)
I[L.L.AGpamoB 1 nexaOps Tekyullero roja HU3Aajd yKa3aHHe O TpaduKe OTIIYCKOB Ha CIEAYIOLIUMN
KaJIeHJAApHBIA TOJl, COIIACHO KOTOPOMY PYKOBOAUTEIH CTPYKTYPHBIX MOJPA3AEICHUI JTOJKHBI
IIPEJICTaBUTh B OTHAEA KaJApOB CHHCKM COTPYIHHUKOB C YKa3aHWEM MPEAIogaraéMoro cpoka
OUepeHOr0 OTHyCcKa B crleaylomieMm kaieHgapHom roay. Cpok mpencraBienusi crnuckoB — 10
nexalpst Tekymero roga. Otaeny KaapoB YKa3aHHEM IPEANUCHIBACTCS COCTaBUTh CBOIHBIN rpaduk
otnyckoB pabotHukoB OOO Ha cienyrouuii KaleHIapHbIA TOJ M MepeAaTbh ero B JUPEKIHUI0 Ha
yrBepxkaeHre. OTBETCTBEHHBIM 3a COCTaBI€HHME TIpaduKa Ha3HAYeH HAYAJIbHUK OT/AENIa KaJpoB
[TankpatoBa O.}O. Cpok npencrasienus rpapuka — 20 gekaOps TEKyILIEro roja.

VYkazanue ObUIO 3aBH3MPOBAHO HAYAIBHUKOM OTJENa KaJApOB, TJABHBIM OyXTralTepOM,
FOPUCKOHCYJIHTOM.

3aoanue 2. Cutyauus:

OO0 «JlIura» (Mocksa, 123465, yn. Mapoceiika, 1.15, ten. 384-05-90, dakc: 384-05-90)
3arIaHupoBaiIo MpoBeneHue Beepoccuiickoil poxkaecTBeHCKOM sipMapku 00yBu ¢ 10 Hos10ps mo 31
nexalpst Tekyuiero roaa. OgHako B c¢Bs3u ¢ TeM, uto OO0 «Jlura» He pacnonaraino J0CTaTOYHBIMU
IJIOMIAIMA NI TIpOBEAeHUs1 sipMapku, McmomuurtensHbil aupekTop odmectBa A.A.KoueTkos
BBIHYXXJeH Obl1 oOpatuthes K upektopy Bceepoccuiickoro BeicraBounoro nentpa T.K.TypoBy c
nmpockOor 0 mpemocTtaBiaeHUU oOmecTBy B apeHay 300-400 kB.M BBICTABOYHOM IUIOMIAAN U
rapaHTHEN OIJIaTHI.

3aoanue 3. Cutyauus:

3A0 «Ilomurpad» BBINOIHUIO 3aKa3 Ha W3TOTOBJIEHUE peKIaMHBbIX MaTepuanoB it OO0
«Ctpoutens». Mudopmaiius o BHIOJHEHMHM 3aka3a Oblla TepefaHa IMOCPEICTBOM COCTaBIICHHS
tenedoHorpammsl, B koTopoil 3A0 «[lonurpad» Takke MPOCHUIO OIJIATUTh BHICTABIECHHBIM CUET B
cpok 1o 20 nexaOps Tekymiero rojaa. TenedoHorpamMmma OblIa TOAMUCAHA 3aMECTUTENIEM JUPEKTOpA
3.M.CoHuHBIM U NIEpEaHa ET0 CEKPETAPEM.

3adanue 4. Curyanus:

17 sHBapsi Tekyllero roja B aApec 3aBofa IO PEMOHTY 4YacOB W IOBEIMPHBIX H3JEIHUN
MpUOBLIA MOCHUIKA C 3aBOJIA-TIOCTABIIHMKA, PU BCKPHITHH KOTOPOM OBLIIO OOHAPYKEHO OTCYTCTBHE
JBEHALIATH KOPIYCOB Il 4acoB Mapku «MosHHS», YMCIUBIIMXCA MO HakiagHod Ne 18 or 24
OKTSIOpss mpexapaymiero roxaa. s moATBepXAeHHUS JaHHOTO ¢akTa Ha OCHOBAHUHU IpHKa3a
mupektopa 3aBoja Ne 12 or 18 sHBaps Tekymero rojga ObUla cO3[JaHa KOMHCCHS IO
npesiceAaTeaI-CTBOM HauajdbHUKa oTAena cHabxenus Kaprenko E.IL. 1 uieHoB KoMuccHM MHXXEeHepa
[TaBnoBa A.P. u 3aB.ckmagom Ne 1 Kynpsimosa P.B. Komuccueir Op11 cocraBien akt 21 sHBaps
TEKYILEro rojia, B KOTOPOM COAEPXKaJCA BBIBOJ O TOM, YTO 3aBOAIOCTAaBUIMK JOJDKEH IOCTaBUTb
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HEJIOCTAIOIEe KOJIUYECTBO KOPIYCOB K yacaM. AKT BCTYIUJ B JICCTBHE C MOMEHTA YTBEPKICHUS
(22 saBaps T.1.) AUpekTopoM 3aBoja b.M.PomanoBbIM.

3adanue 5. Curyanus:

Hupexktop OO0 «Meuta» I[lomskoB B.M. 10 okTsa0psi Tekymiero roma m3aaja MpUKa3 O
IIPOBEJICHUM WHBEHTApU3allUd TOBAapHO-MAaTEpUAIbHBIX LEHHOCTEH Ha ckiajae npeanpusatus. OH
Ha3HAYMWJI KOMHUCCHIO TOJ MpeIcedaTeIbCTBOM KOMMepueckoro aupekropa 3onotapeBa E.M. . B
COCTaB KOMHCCHM BOLUIM TiaBHbIM Oyxrantep Bomommna E.H. m Oyxranrep MBanoa B.C. . B
MpUKaze ObLIO MOPYYEHO MPEACTaBUTh Ha YTBEPKACHHE IOKYMEHTBHI CKJIAJCKOro yyera (IO
COCTOSIHMIO Ha 1 OKTAOps) W OTYeThl 00 OCTAaTKax TOBAapHO-MAaTEPUANbHBIX IIEHHOCTEH (110
cocrossanio Ha 10 okTsa0psi) kK 15 oktsa0psa. IIpoekT mpuka3za ObLI 3aBU3UPOBAH SKOHOMHCTOM
npennpustis Murtunoit O.A.

3aoanue 6. Cutyanus:

AnpecyiiTe mnuceMO BO BremHeskoHoMuueckoe oObeauHeHue  «TexmammkcmopTy,
I'enepanbubiii gupextop Tumodees A.C. mo aapecy : a1.23 yn.Cperenka, Mockga, 123290

3adanue 7 Cutyanus:

Odopmute noANMUCH HA TIOKYMEHTE, €CJIM U3BECTHO, YTO €r0 MOJIIcalia KOMUCCHS B COCTABE:

[Ipencenarens — ['naBubIit unxenep Kapnos B.C.

Usnensl komuccun — Menemkep otnena copita CoMmoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aoanue 8. Curyanus:

CocTtaBbTe JOKJIAIHYIO 3aHCKY O KOMAaHJAUPOBaHUHM paOOTHUKOB HAa cUMNO3UyM. OcCTalbHbIE
PEKBHU3UTHI YKAKUTE CAMOCTOSITENTLHO.

3aoanue 9. Curyauus:

CocrasspTe 3asBneHue Ha umsa qupektopa [10 «Cnaa» o npueme Ha paboty M.A. MiBaHoBa Ha
JOJDKHOCTB Oyxrantepa. OcTanbHble JaHHbIE YKaXKUTE CAMOCTOSATEIBHO.

Ilpouzeoocmeennvie 3a0auu

1. Pa3zpaboraTs Oank o0miecTBa ¢ OrpaHUYeHHON 0TBETCTBEHHOCTHIO (O1anK OO0 «...»)

2. Pa3paborathk G1aHK OTKPBITOTO akiimoHepHOTo o0mecTBa (6;1aHK OAO «...»)

3. PazpaboTaTh O1aHK MHAMBUYaJIbHOTO NpeanpuHumatens (oaank WUIT)

4. CocraBbTe NHCHMO-TIPOCKOY 3akKkphITOro akiuonepHoro oodmectBa «KPAC-mebens» B
KOMUTET BHEUIHEOKOHOMHUYECKHX CBSI3€H aJMUHUCTPALlMKM OOJACTH O BBIIEICHMM JIMIIEH3UM Ha
nmocraBky B Kwurtaii 4000 T meTamna B CBS3M C 3aKJIIOUYEHHEM KOHTpaKTa C OOBEAMHEHHEM IIO
MEXIYHApOJAHOMY COTPYJIHHUYECTBY Ha CTPOUTEIBCTBO JIEBATUATAXHOIO 00mmexuTHs B KpacHoaape.
CornacHo KOHTPaKTy OIUIaTa BBIMOJHEHHBIX pa0boT OyaeT MpOM3BOAUTHCS POCCUUCKUMHU PYOISIMU H
MaTepuagamH.

5. CocTaBbTe AOKIAAHYIO 3aMUCKy HadallbHUKA OTAeNa PYKOBOAUTEIIO MPEINPHUATHS O (hakTe
HEBBINIOJHEHUS] PAcHOpPsDKEHHsT O MOHTake OOOpy/lOBaHUS Ha YYacTKe IO TMPUYMHE CJ1aboro
KOHTPOJISI CO CTOPOHBI ITABHOTO MEXAHUKA.

6. CocTaBuTh ycTaB OpraHU3auy (MIPEIIPUATHS ) TF000I OpraHN3aIMOHHO-TIPAaBOBOM (hOPMBI
1o BamieMy BeIOOpYy. OhopMHUTh HA YCTaBE HEOOXOANMBIE TTOJMUCH U OTMETKH.

7. CoctaBuTh aBTOOHOTpadUIO

8. CocTtaBuTh 00pa3er] HOMEHKIATYPHI JIe] OpraHUu3alllu.

7.4. OuleHO4YHbIE CPEACTB [JIsl IPOBeeHUs NPOMEKYTOUYHOMH aTTecTAlHN
[TpomexyTouHas aTTectanus — aud.3auer

7.4.1. IlpumepHbIe BONPOCHI /il IPOBeJAeHUS MPOMEKYTOUHOI aTTecTaunu (Aud.3aqer)

1. KakoB npeMeT TOKYMEHTAllMOHHOTO 00ecrieueH sl yIpaBIeHus?

2. Kak cCBfi3aHO JOKYMEHTAllMOHHOE OOECIeYeHHE YIPaBJICHUS C JOKYMEHTOBEICHHUEM,
JEJIONPOU3BOJCTBOM,

apXuBOBeJCHUEM?

3. Kakyio pospb Wrpaer JOKYMEHTAIIMOHHOE OOECIICUeHHE B YMPABICHUH COBPEMEHHBIMU
OpraHu3aLusaIMu?
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4. Kakue HOpPMAaTHBHO-TIPABOBBIC aKThl PETYIUPYIOT JOKYMEHTAIIMOHHOE oOecreyeHue
yIpaBJieHUs?

5. KakoBa mpakTHueckas 3HAUMMOCTh YYEOHOH JUCIHMIUIMHBI <«IOKYMEHTAI[MOHHOE
obecrieyeHre ynpaBiaeHUs»?

6. Kakoif 00beM 1 coziepkanne UMEIOT HOHATHS «MH(DOPMAIUI» U «ITOKYMEHT»?

7. Kakyto ponb urpaer nadopmanus B odecriedeHuU 3G HEKTUBHOTO YIIPABJICHHS?

8. KakoBbI HCTOUHUKY MOJIy4EHHS yIpaBieHYecKor HHpopmaun?

9. KakoBbl Ha3HaueHHe ¥ QYHKLIUU CIYKO0 TOKYMEHTALMOHHOIO 00ECIeYeHUsl YIPaBICHUs B
COBPEMEHHBIX OpraHU3alusIX?

10. Yro Takoe «cucTtemMa JOKYMEHTAUN» U «yHU(UIHPOBAHHAS CHCTEMa JOKYMEHTALUN»?

11. Kakue Bupl ynpaBiaeHUECKUX JOKYMEHTOB BKIIOYaeT B ce0si Y HU(DUIIMPOBaHHAS CUCTEMA

OpraHU3alMOHHO-PACIOPSAAUTEIBHON JOKYMEHTAK?

12 TloHsATHE: «PEKBU3UT» TOKYMEHTA.

13. Yro Takoe MOCTOSIHHbIE U MIEPEMEHHBIE PEKBU3UTHI OPraHU3allMOHHO-PACIOPSINTEIbHON

JIOKyMeHTanuu?

14. KakoB cocraB IOCTOSHHBIX UM IEPEMEHHBIX PEKBU3UTOB  OPraHU3ALMOHHO-
pacnopsAUTENbHON JOKYMEHTAIUU?

15. Kakme pexkBU3UTBI HCHOJB3YIOTCS B 3arojOBOYHOM YacTH  OPraHU3alMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

16. Kakue pekBU3UTBHI MCIOJIB3YIOTCS B COAEP)KATEIbHOM YacTH OpaHU3ALMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

17. Kakue peKkBU3UTHl HUCHOJIB3YIOTCA B O(GOpPMISIOMIEH 4YacTH OpPraHHU3aLUOHHO-
pacnopsAMTENbHBIX TOKYMEHTOB?

18. KakoBbl TpeGoBaHus K 0POPMIIEHHIO IPUKA30B IO OCHOBHOM J1€ATEILHOCTH?

19. Kak oopMHUTB BBITHCKY U3 MPHKa3a?

20. Kak opopmutsb pemenue?

21. Kak oopmMuTh mocraHoBieHue?

22. Yto coboit mpencTapisieT Y CcTaB OpraHu3anuu?

23.KaKkoBBI OCHOBHBIE TPEOOBaHUS K COCTABICHHIO U OPOPMIICHHIO Y CTaB OpraHU3aIun?

24. Kak odopmuTs Ilonoxxenue 06 otaene wiu ciyx0e opranuzaium?

25. Kak oopMuUTh MITaTHOE pacnucanue?

26. Kakue TpeGoBaHuUs NPEABABISAIOTCS K O(OPMIICHHIO IOTOBOPA, KOHTPAKTa?

27. Yto Takoe MHCTPYKIIHS, KAKOBO €€ cojiepkaHue u opopmieHue?

28. Kakue TpeGoBaHuUs NPEABABISIOTCA K OPOPMIICHHUIO TPOTOKOIA?

29. Kak opopMUTH TOKIATHYIO, CITY)KEOHYIO U OOBSICHUTEIBHYIO 3aITUCKU?

30. KakoBbI coBpeMeHHbIE TPeOOBaHUS K SI3bIKY M CTHJIIO YIIPABIEHUYECKUX JOKYMEHTOB?

31. U3 xakux yacTeil cki1aapIBaeTcsa JOKYMEHTOO0OPOT OpraHu3auu?

32. KakoBsI 3Tansl paboThI C BXOASIIUMU JOKYMEHTaMu?

33. Kak ctpouTtcst paboTa ¢ UCXOIAIIUMU JOKYMEHTaMu?

34. KakoBa TexHOJ0rHUs pabOThl ¢ BHYTPEHHUMH JJOKYMEHTaMU?

35. Kakue 3aaun JOKyMEHTOOOOPOTa PELIaeT perucTparus 10KyMeHTOB?

36. Kaxue ynpaBieHuYeckHe JOKYMEHTBI HE TMOAJEKAT PErucTpaluud B  CIyK0ax
JOKYMEHTAI[MOHHOT O 00eCTIeueHus yrpaBieHUs ?

37. KakoB NOpsAAOK PETUCTPALMU YIIPABIECHUYECKOIO JOKYMEHTa?

38. Kakue cymecTByOT BUIbI KOHTPOJIS UCITOJIHEHUS JJOKYMEHTOB?

39. Kakue omepamuu MO KOHTPOJIIO HCIIOJHEHHsS JIOKYMEHTOB OCYIIECTBIISIOT CIYXOBI
JOKYMEHTAI[MOHHOTO O0eCcrieueHus yrpaBieHus ?

40. Kak ocymiecTBisieTcss CUCTEMAaTU3alMs U XpAaHEHUE TOKYMEHTOB B OpraHu3aluu?

41. Yto Takoe neno, C TOYKM 3peHUs JIOKyMeHToBelneHus? IlpuBenutre mnpumepsl aen,
XpaHALMXCS B OpraHu3aIuy.

42. Packpoite coaep:kaHue TOHATHUS «HOMEHKJIaTypa nein». Kakoe JOJKHOCTHOE JULO B
OpraHM3alK OTBEYAET 3a COCTABIICHUE U BBE/ICHUE B JCMCTBHE HOMEHKIATYPHI J1e1?

43. KakoBbl peKBU3UTHl HOMEHKJIATYPHI €717

44. KakoBa coaeprkaTeiabHas 4aCTh HOMEHKJIATYPHI 1e71?
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45. Kakue npu3HaKy 3aBeICHHS Jiefla UCIIONB3YIOTCA TPpU (POPMUPOBAHUU /1€ 7

46. KakoB oCHOBHOW mpuHIHI (POPMUPOBAHUS JOKYMEHTOB B Jiej1a’?

47. Kakue HopMaTHBHBIE TPeOOBaHUS HEOOXOIUMO COOIOAaTh TP (POPMUPOBAHUU €T ?

48. Uto Takoe OSKCHepTH3a IIEHHOCTH JOKYMEHTOB, M KakKue JIOJDKHOCTHBIE JHIA B
OpraHM3alK 3aHUMAIOTCS €€ IPOBEACHUEM?

49. Kakue HOpMaTUBHBIE aKThl PETYIUPYIOT MPOBEACHNUE SKCIEPTU3bI IEHHOCTU IOKYMEHTOB
B OpraHu3anuu?

50. UYro sBisercs pe3yibTaTOM TMPOBENEHUS OKCHEPTU3bl ILIEHHOCTH JOKYMEHTOB
opraHu3aluu?

51. Kak ocymiectBisercs MOATOTOBKA Jied K apXHMBHOMY XpPaHEHUIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakue 10KyMEHTBI BXOJSIT B COCTaB JOKYMEHTAIMH 10 Kaapam?

53. YUro Takoe TpyAOBON KOHTPAKT?

54. KakoBbl OCHOBHBIE U JIOTIOJTHUTEIbHBIEC YCIOBUS TPYIOBOTO KOHTpaKTa?

55. Ha xaxoii CpoK MOXeT ObITh 3aKJII0OUEH TPYAOBOM KOHTPAKT?

56. Urto Takoe nmuuHas kaprouka ¢popmsel T-2? Kakas uadopmarus GUKCUpyeTcs B HEW?

57. KakoBbl ITpaBuJIa 3a1I0JIHEHUS U XPAHEHUS! JIMUHBIX KapTOueK?

58. Kakue pgeiictBust pUKCHPYIOTCS B MpUKa3ax Mo Kajapam?

59. KakoBbI CpoKr XpaHEHUs TIPUKA30B?

60. Uro Takoe nnuHoe en0? Kakue 10KyMEHThI BXOJAT B €ro cOCTaB?

61. KakoB nopsiiok opMHPOBaHUS M XpaHEHHS JTMYHBIX JET1?

62. KakoBblI 1paBuiia 3ar0IHEHUsI TUTYJIBHOIO JIUCTA TPYAOBOW KHUKKU?

63. Kakue cBeneHus o paboTHUKE (GUKCUPYIOTCS B €r0 TPYI0BOW KHHUKKE?

64. Kak xpaHATcs TpyIOBbIE KHUKKH, U BEIETCA UX y4eT?

65. Kakasg oprrexHuka HCIOJIb3YEeTCS [UIsl COCTaBJIEHMSI JIOKYMEHTOB B COBPEMEHHOM
JIEJIONPOU3BOJICTBE?

66. Kakasi oprrexHHMKa HMCIOJb3yeTCs JUIsl MOUCKA, XpaHEHUsI W TMepenadd JTOKYMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOJICTBE?

67. KakoBbI BO3MOXHOCTH KOMITBIOTEPHBIX TEXHOJIOTHI B IOKYMEHTAITMOHHOM 00ECTICUeHUHN

yIpaBieHUs?

68. KakoBBI BO3MOKHOCTH CPEICTB TEIEKOMMYHUKAIIUU B TOKYMEHTAIIMOHHOM O0ECTICYCHUHT

ynpaBieHus?

69. B kakux ciydasx TPUMEHSIOTCS CTaHJIApTHBbIE OPUCHBIE MPOrPaMMbl B OpPraHU3AIUH
Je0NPON3BOACTBA?

7.4.2. TlpumepHbIe 3a1a4M 1JIsl IPOBeAeHUSI IPOMEKYTOUYHON aTTeCTALUM

1. OdopmMuTh NpUKA3 MO OCHOBHON AEATEIBHOCTH CO BCEMU PEKBHU3UTAMH SpOCIaBCKU
rocyJapcTBeHHbIN yHUBepcuTeT. [Iprka3 o HaydHO-HMCCIeI0BATENbCKOM paboTe Ha JIETHUM MEpUoI.
B cooTBeTcTBMM ¢ MJaHOM Hay4HO-HcclieoBarenbckoil pabotsl Ha 2009/2010 yueOHBIM TrOf
npukasbiBaro: 1. HanpaBute B mepuof JETHUX KAaHUKYJ HAYYHYIO DKCHEAULMIO U U3YyUEHHS S3bIKa
u ¢onbkiopa HapoaoB CeBepa. 2. 3aBenyrollyro Kadeapoil pyCcCKOTO s3bIKa W JIUTEPaTypHI,
KaHauaaTa (QUIOJOrMYeCKUX Hayk, JoueHTa CkBopuoBy A.A. Ha3HAYUTh PYKOBOJUTEIEM
skcnequuu. 3. PykoBoaurtento skcnenuiun CkBopioBoil A.A. MpeACTaBUTh Pa3BEPHYTHIN IJIaH
paloThl 3KcneauUuu Ha 3aceqaHue YueHoro coseta 18.05.2010. 4. KoHTponps 3a MCHOJIHEHUEM
IIpUKa3a BO3JIOXKHUTh Ha cekperaps YueHoro coera Kosanenko @.II. Pexrop yHuBepcurera
[1.B.I'openos

2. Od¢opmurb pacnopsizkeHue co BceMu pekBusutamu Otnenenue «MHTYpHCT?.
PacrniopspkeHre O BBIMOJHEHHMM MEPONPUATHI IO MOATOTOBKE Jareps B mocenke [yeGoBckoe.
Apocnasne. [{ns opranmzanuu pabOT MO MOATOTOBKE Jiarepsi B TMocenke [71e60BCKoe W B IENIX
obecrieyenuss BbINodHEeHUs1 Pacnopspkenust ['nmaBuntypucra ot 26.03.2010 Ne 17 oOs3piBaro: 1.
HupekropoB roctunul; Ctporanosy W.I1., I'aBpunoBy A.M.: 1.1. OTkomanaupoBaTh B jarepb Ha
nepuoa ¢ 18.05.2010 mo 10.06.2010 pabouux CTPOMTENBHBIX CIEIHATBLHOCTEH 71l BBIMOJTHEHUS
pabot ¢ omaroii mo cpeanemy. 1.2. CocTaBUTh IJIaH PeMOHTHBIX padoT mo 20.04.2010. 1.3.
ObecrieunTh pabOTAOIMKUX HEOOXOAUMBIM 00OpyJOBaHHEM M HUHCTpyMeHTOM. 2. Kontponp 3a
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HCIIOJIHEHUEM DPACIOpsKEHUsT BO3JIOKUTH Ha IVIABHOrO MHXkKeHepa barypuna B.I'. ['eHepanbHbli
nupektop B.C.lBaHOB

3. OdopMuTh JOKJATIHYI0 3aNHMCKYy CO BCEMHM pPEKBU3UTaMHU MexXaHMUYECKUH 3aBOJ.
JlokiiagHasi 3amucka O HECOOJIOJEHHH TEXHUKM Oe30MacHOCTH Ha cTpoilyyacTke. CTpOUTENbHO-
MoOHTakHOe ynpasiieHue Ne 1. I'maBHomy unkeHepy UrnarbeBy C.®D. 3aBoj HEOAHOKPATHO CTAaBUI
nepen Bamu Bonpoc 0 coOnoaeHnH TEXHUKH 0€30aCHOCTH Ha CTPOMyUYacTKe.

Opmnako 1o cux nop: 1. OTCYTCTBYIOT Orpa)KJI€HUS B MECTaxX MPOU3BOJCTBA CTPOUTEIBHBIX
pabort. 2. He orpaxkgaroTcst Mecta cBapOYHbIX paboT, TJie MOTYT MajgaTh NPeAMEThI ¢ BBICOTHL. 3. IIpu
MIPOU3BOJICTBE pabOT B paifoHEe MEXaHOCOOPOYHOIO IieXa BEeAETCS OCTOHMPOBAHUE KOJOHH, XOTS
orpakJieHHe KOTJIOBaHAa He caenaHo. [Ipomy cpouHo mnpuHsATh Mepbl. MHXeHep MO TeXHHKe
6e3onacuoctu B.C.Mnbun

4. OdopMuTh cipaBKy CO BCEMH peKBU3UTaMU PeMOHTHO-cTpouTenbHOe yrpasienue Ne 21,
CrpaBka 0 XOJ€ KamMTAJbHOIO PEMOHTA >KWIbIX JOoMOB no IuiaHy | kBaprama 2010 ropa.
Hauvaneauky VYmnpasienus kanutaibHoro pemonta IIpaButensctBa Spocnasns Camoiinory C.U.
BBon B skcrryaranuio kwiod rmomanu no miany I kBaprana 2010 roma cocrtaBusier 5324 m2 .
CmonTHpOoBaHO xwion 1iomaau 4066 M2 , NOAJIEKUT JEMOHTaXKY U MOHTaxy 1574 m2 . Tlepenano
noJt otaesnounsie padotel 2551 M2 . [lepenano moa CaHTEXHUYECKUE U AJIEKTPOTEXHUYECKUE PAOOTHI
4066 M2 . B CMOHTUPOBaHHBIX IOMEIICHUSAX [OJUIEKAT  BBIIOJHEHUID BHYTPEHHHUE
CTOJIIPHOOT/IENIOUHBIE paboThl oobeMoM 1500 M2 . HeynoBnerBoputensHO BemyTcst padotsr CY-11
Tpecra Ne 3 1o ueHTpanbHOMY OTOIUIEHHIO, BOAOIPOBOAY M KaHanu3zauuu B gome N 55 1o
npocnekty MammHocrpoureneil. HagalbHUK peMOHTHO-cTpouTenbHOro ynpasienus B.I'.Kapnos.

5. Od¢opmurp cnpaBky co BcemH pekBu3uTamu lIpubGopocTpoutenbHbId  3aBOJ
(yn.dAmutpuena, n.25, Spocnasib, 193198, 1en.298 87 34). CrnpaBka B HAJIOTOBYIO HHCIEKIIMIO
3aBoimkckoro paiiona fpocnasis. Epemun Bacunuit MuxaiinoBuu paboTaeT Ha 3aBOfe clecapem
MexanocOopouHoro 1exa. CpegHemecsuHas 3apaborHas miata 9700 pyoumeii. {upekTop 3aBoga
WN.N.Kapnos. ['maBusIii Oyxrantep A.A.AGpamoBa.

6. Odopmurp akT co BceMH pekBU3UTaMU 63 ['7aBHOE yHpaBiieHWE HPOMBIIIIEHHOCTH
CTPOUTENBHBIX  MaTepuanoB. AKT  ycTaHOBIeHUS  (AKTUYECKOM  MPOU3BOJIUTEIBHOCTH
TEXHOJIOTUYECKONH JHMHUU. T.SIpocnaBiab. OCHOBaHME: MPUKA3 MHUHUCTPA IPOMBIIIJICHHOCTH
ctpoutenbHbiXx MaTepraoB ot 10.09.2009 Ne 108. Ilpencenarens — riaBHbIA TEXHOIOT YIpaBICHUS
[lerpoB /.M. Unensl komuccun — pykoBoauTensb gadoparopun Makapos C.U., crapuimii uHxeHep
nabopatopun Cumakos FO.B. IIpucyrcrBoBan rnaBHbli nHxeHep 3aBojaa Ne 1 Pagun M.IT. B nepuoa
c 10.10.2009 mo 12.10.2009 xommccust mnpoBena pabOTy IO YCTaHOBJIEHHIO (HAKTUYECKOM
MIPOU3BOIUTENIFHOCTH TEXHOJIOIMYECKOW JMHUU MO W3TOTOBJIEHHIO acOECTOIIEMEHTHBIX JINCTOB Ha
3aBoge Ne 1. JIuHus npuHsATa B SKCIUTyaTaluio B gekadpe 1998 r. co cpennelt mpon3BOAUTEILHOCTHIO
250 nucrop/uac. 3a mpolueAmee BpeMs MPOU3BOAUTENBHOCTD JIMHUM 3HAYMTENBHO BO3pocna. s
YTOYHEHHS] TPOU3BOAUTENBHOCTH JIMHUM W KadecTBa MPOAYKIMM KOMHCCUS pPaccMOTpena
MaTepHualibl: CBeleHUs O padoTe JIMHUM 3a BeChb NEpuoJl; (PU3MKO-MEXaHWYecKHue Mokaszarenu. B
pe3yibpTaTe KOMHCCHS OTpENeuia YacoBYIO MTPOU3BOAUTENBHOCTh JMHUU B 400 1UCTOB, 4YTO
COOTBETCTBYET rofioBoi MOIHOCTH 300 MiH.MCTOB B roa. CocTaBleH B Tpex 3K3eMIunipax: 1-i —
I'maBacbecry; 2-it — HUMnpoekracOecty; 3-i1 — 3aBogy N 1. YTBepkaaeT 3aMecTUTEIh MHUHHUCTPA
A.B.Ceprees.

7. OpopMuTh NPpUKA3 0 IpUEMe Ha pabOTy CO BCEMHU PEKBU3UTaMU AKIIMOHEPHOE 00ILECTBO
3akpeiToro tuna "[Ipuboit". SpocnaBnb. Ilpukas. Hasznaunte AmnpapeeBa Cepres IlerpoBuua
HavyanpHUKOM sabopatopuu N 3 ¢ 03.02.2010 ¢ okjazoM COINIacCHO IMITaTHOMY PpacCHUCAHMIO.
OcnoBanue: 3asBinenue AunapeeBa C.II. or 01.02.2010 ¢ Bu3amMM HauyajdbHUKA OTAENA KaJApOB U
rmaBHoro oyxrantepa. upexrop AO3T M.O.I1aBnos

8. O¢opmuth npuka3 o0 yBOJBHEHMH CO BCEMH PEKBH3MTaMU AKIMOHEPHOE OOIIECTBO
3akpeitoro tuma "[lpuboit". fApocnaBnb. [lpuka3. YBomuts ['opoxoBa CranucnaBa I[lerpoBuua,
umxenepa mexa Ne 2, ¢ 15.02.2010 o co6cTBeHHOMY *enaHuio B cooTBeTcTBUU 1.3 ¢T.77 TK PD.
OcHoBanue: 3asBienue [opoxosa C.II. or 01.02.2010. Hupextop AO3T M.O.IlaBnos. Busel
HavanbHuKa nexa N 2 CemenoBa B.M., HauanpHuka ornena kaapoB Hukomaera K.C., rmaBHOro
oyxrantepa Hukudoposoii B.JIL.

36



8. OBYYEHHE CTYAEHTOB-UHBAJINAOB n CTYIAEHTOB C
OI'PAHUYEHBIMHU BO3MOXKHOCTSAMMU 310POBbS

[Topsimox 0OydeHUsT MHBATUIOB M CTYACHTOB C OIPAaHUYCHHBIM BO3MOXKHOCTSIMH OIpEAeTeH
[Tonoxenne Kyol'Y «OO6 oOy4eHHHM CTYACHTOB-HHBAIMJOB W CTYIACHTOB C OrpaHUYCHHBIMH
BO3MO>KHOCTSIMU 3/I0POBBSI».

Jis auin ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMH 3JI0POBBSI IIPEYCMOTPEHBI 00pa3oBaTeIbHbIC
TEXHOJIOTHH, YYUTHIBAIOIINE OCOOCHHOCTH M COCTOSTHUE 3/I0POBbS TAKUX JIUII.

9. JOHNOJHUTEJBHOE OBECIIEYEHUE JUCIHHUITJIMHBbI
He npenycmoTpeno
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