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1. TACHOPT PABOYEHA IPOIPAMMBI YYEBHOW JUCHUILUIMHBI OIL06
«/lokymMeHTanMOHHOE 00ecneYeHue yIpaBJIeHU s

1.1. ObaacTh NpUMeHEeHHUsI TPOrPAMMBI

Pabouass mporpamma yueOHOUM mucuuminHbl OIL.06 «/lokymMeHTanmoHHOoe oOecrieueHne
yIpaBJICHUS» SBISETCS 4YacTbl0 IPOrpaMMbl TOJATOTOBKM CHEIMAJIMCTOB CPEIHEro 3BE€HA B
cootBercTBUU ¢ PI'OC CIIO mo crenmansHocTH 38.02.01 DKOoHOMEKA U OyXTanTepcKui y4eT (1o
oTpacisiM) YacTH OCBOGHHMA 0OHIenpo(ecCHOHAIBHOW  JUCHUIUIMHBL  «J{OKyMEHTalnoOHHOEe
o0OecrieueHre yMpaBieHUs» W MpeJHa3HAYeHa Ui OCBOCHUS OOYYarOIIMMHUCS COOTBETCTBYIOIIHUX
o6mnx (OK) u npodeccuonanbupix (I1K) komnerenmmii:

OK1-0K5,0K9,0K 10, IIK 1.1.

1.2. MecTo y4eOHOI THCHHMIIIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CHEHHATHUCTOB
Cpe/lHero 3BeHa:

JlucuumimHa «/lokymMeHTaImoHHOE o0ecrieueHue YIpaBJICHUS BXOJIUT B
O6menpodeccroHaNbHBINA yIeOHBIN UK y4eOHOTO TUTaHA.

Huctumumaa OI1.06  «/lokymeHTanmoHHOE oOOeCTeYyeHne YIPaBJICHUS» ONUpPaeTcs Ha
MPEIIIeCTBYIOIUE AUCHUIIIMHBL «OKOHOMHKa» W (OpPMUPYET KOMIETEHIIMH JUIsi OCBOCHHS
NOCEAYIOMUX AUCUUIUINH: «AyIUT», « OCHOBBI OyXTalTepCKOro yUeTay.

1.3. Heau u 3a7aum y4yeOHOW IMCHUILIMHBI — TPeOOBAHUA K Pe3yJbTATaM OCBOEHHS
AUCHUTLTUHBI:

[lenp - u3yuyeHue BUIOB O(ULMATBHBIX JOKYMEHTOB M TPEeOOBAHHUN K MX COCTABJICHUIO U
0 OpPMIICHHUIO.

OCHOBHBIMHU 3a/ladyaMH JAMCLUMILIUHBI SBISIOTCS OCBOEHHE IpPAaBHJI OpraHU3aluu paboThl ¢
JOKYMEHTaMU; TIOPs/IKa OpraHu3aluy padoT MO JeTIONPOU3BOACTBEHHOMY 0OCTYKHUBAHUIO; IPHEMOB
COBPEMEHHOT0 JIeJIOMPOU3BOJICTBA.

B pesynbTare u3yueHus o0s3aTebHON YaCTH Y4eOHOTO IIMKIJIa 00YYarOIUICs TOIDKEH:

3HATh:

- 00 OCHOBHBIX IOJIOKEHHSX 110 JTOKYMEHTHPOBAHUIO YIIPABICHUYECKOH 1S TeNbHOCTH;

- TEPMHUHOJIOTHUIO B 00J1aCTH JOKYMEHTALMOHHOTO 00eCieUeHus yIpaBICHUs

- 0 mpaBmiIaX 0QPOPMIICHHS JOKYMEHTOB,;

- HOPMATHUBHBIE JIOKyYMEHTBHI, pErjJaMeHTHpYIOUIMe CcocTaBlieHue U  odopMIICHHE
OpraHU3alMOHHO-PACIOPSAUTEIBHBIX JTOKYMEHTOB

- 00 yHU(UKAMY U CTaHIaPTU3AIMH YIPABIEHYECKUX JOKYMEHTOB

- (hopMBI, METOBI U CUCTEMBI JOKYMEHTUPOBAHUS;

- MOPSAOK OPTaHU3alUU JJOKYMEHTOB B KOMILJIEKCHI;

- 3aKOHOJIATeNIbHBIE AaKThl M HOPMAaTHUBHBIE JTOKYMEHTHI 110 OpTraHU3ali padOThl C
JIOKYMEHTAIIUEH;

- IpaBUjIa COCTABJICHUS U 0(OPMIICHHUIO Pa3IMYHBIX BUJOB JOKYMEHTOB;

- TpeOOBaHMS K TEKCTY CIY)KEOHBIX JJOKYMEHTOB;

- o01re mpaBuiIa OpraHu3au paboThl ¢ JOKYMEHTaMHU

YMETb:

- MOJTH30BATHCS M3yUYEHHBIMU CTaHAAPTU3UPOBAHHBIMHI TEPMUHAMU;

- TNPUMEHATh Ha MPAKTHKE TOCYIJapCTBEHHbIE CTaHAAPTHI, JApPYyrue€ HOPMATUBHBIE H
METOANYECKHE JOKYMEHTHI, PErjJaMeHTUPYIOIINE OPraHU3alrI0 JTOKYMEHTAIIMOHHOTO 00ecreueHHs
yIpaBJICHUS;

- COCTaBJATh W TPAaBWIBHO (B COOTBETCTBUM C JCHCTBYIOIIMMH HOPMAaTUBHBIMHU
JOKYMEHTaMH ) 0(hOpMJIISITH OCHOBHBIE BUJIbI OPTaHU3allMOHHO-PACTIOPAIUTENbHBIX JJOKYMEHTOB;

- BBINOJIHATH ONpECNCHHbIE BUIBI pabOT MO OpraHu3aluu pabdoT € JOKyMEHTaMH B
YUPEXKICHUSX;

- opopMIATH HOMEHKJIATYpy Jel U (opMUpOBaTh Jiela B COOTBETCTBHHU C
HOMEHKJIATy PO /eI,

- OCYILECTBIIATH TIOKYMEHTHPOBAHUE U OPraHU3aINI0 PadOTHI C TOKyMEHTaMH;

- M0JIb30BAaTbCS OCHOBHBIMU HOPMATHBHO-IIPABOBBIMU JTOKYMEHTaMU B 00JIACTH
JOKYMEHTHPOBAHUS

- COCTaBJISITh M OQOPMIISATH PA3IUYHBIE BUBI TOKYMEHTOB.
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1.4. IlepeyeHb IUIAHHPYEMBIX Pe3yJabTATOB O0y4YeHHMs IO JMCHMILIMHE (MepeYeHb
¢dopmMupyeMbIX KOMIIETEHLUIT)

WNune B pesynbrare nzydeHus yaeOHON AUCIMIUIMHBI 00YYarOITHUECs JOJKHBI
KC Conepxxanue
KOMIIE | KOMIIETEHUUH (U e
TeH wactin) 3HATh YMETh
U
OK 1 | Beibupars criocoOsI - 00 OCHOBHBIX TOJIOKEHHSIX 10 - MOJIb30BATHCS U3YUYECHHBIMU
penieHus 3a1a4 JIOKYMEHTHUPOBAHUIO CTaHIapTU3UPOBAHHBIMHU
npodeccuoHanbHOM YIpaBIe€HYECKOU JesITeIbHOCTH; TEPMHHAMH;
JESITEIIbHOCTH - TEPMUHOJIOTHIO B 00JIaCTH - IPUMEHSITh Ha TIPAKTHKE
MPUMEHUTEIHHO K JIOKYMEHTAIlMOHHOTO 00ecrieueHus rocy/AapCTBEHHbIE CTaH1apTHhI,
pa3TUIHBIM yIpaBIeHUS JIpyTHe HOPMAaTUBHEIC U
KOHTEKCTaM - 0 mpaBmiIax oopmIIeHUs METOUYECKHE TOKYMEHTHI,
JIOKYMEHTOB; pernaMeHTHPYIOIIHE
- 3aKOHOJATEIbHBIC AKThI U OpTaHHU3AIIIO
HOpPMaTUBHBIE JOKYMEHTHI 110 JOKYMEHTallMOHHOTO
opranu3zanuu paboTsl ¢ o0ecrieyeHus yrpaBiieHUs
JIOKYMEHTaIUe
OK 2 | OcymiecTBisdTh MOUCK, | - HOPMATHUBHBIE TOKYMEHTHI, - COCTaBJIATh U MPABUIBHO (B
aHaIIN3 U pEraMEHTHPYIOIINE COCTABICHUE U | COOTBETCTBUU C
UHTEPIIPETAINIO oQopMmIIeHHE OpraHU3aIIOHHO- JNEHCTBYIOIIUMU
uH(pOopMaIun pacnopsAUTENbHBIX JOKYMEHTOB HOPMAaTUBHBIMH
HEOOXOAMMOM ISt - TpeOOBaHMS K TEKCTY CIY)KEOHBIX | TOKyMEHTaMu) 0OPMIIATH
BBITIOJTHEHMS 32/1a4 JIOKYMEHTOB; OCHOBHBIC BH/IbI
npodecCHOHATbHON - o0rmIMe mpaBWiIa OpraHu3aIuu OpraHU3aIMOHHO-
JESITEIIbHOCTH; paboThI ¢ JOKYMEHTAMHU pactopsANTENbHBIX
JTOKYMEHTOB
OK 3 | [InanupoBath u - 00 yHU(UKAIIUU ¥ CTAaHIAPTU3ALNUN | - BBIOJTHITH ONMPEICICHHBIC
peain3oBath yIpaBIE€HYECKUX JOKYMEHTOB BUJIbI pa0OT 10 OpraHu3aluu
coOCTBEHHOE - (hOpMBI, METOJIBI U CHCTEMBI paboT ¢ TOKyMEHTaMH B
npodeccuoHaIbHOe U JIOKYMEHTHPOBAHUS; YUPEXKICHUSX;
JUYHOE Pa3BUTHE - TOPSIIOK OpraHU3AINH - opOopMIIITH
JIOKYMEHTOB B KOMILIEKCHI; HOMEHKJIATypy Jie1 U
- TIpaBWJIa COCTABIICHUS U dbopMupoBarts aena B
0(OPMIICHHIO Pa3IMYHbIX BUJIOB COOTBETCTBUHU C
JIOKYMEHTOB HOMEHKJIATYPOH €T
OK 4 | PaGotats B - 0 IpaBmIIaxX 0hOPMIICHUS - OCYIIECTBIISTh
KOJUIEKTUBE U JIOKYMEHTOB; JOKYMEHTHPOBAaHUE U
KoMaHJie, 9 (HEKTUBHO | - 3aKOHOJATEIBHBIC aKThl U OpraHu3aIio paboTHI C
B3aMMOJICHICTBOBATh C | HOPMATHBHBIC JOKYMEHTHI IO JIOKyMEHTaMU;
KOJUJIEraMH, OpraHu3auu paboTsl ¢ - MOJIb30BATHCS
PYKOBOJICTBOM, JOKyMEHTaIuen OCHOBHBIMH HOPMAaTHUBHO-
KIIUEHTaMH; MIPABOBBIMU IOKYMEHTaMH B
00J1aCTH TOKYMEHTHPOBAHUS
OK 5 OcyH.IeCTBJI;ITb -TpeOOBaHUs K TEKCTY CITy>KEOHBIX - BBINOJIHATD OIPEIEIICHHBIE BUIbI
YCTHYIO H JIOKyMEHTOB; paboT 1o opraHu3aIyu padoT C
HHCBMGHHYIO - IIpaBujia COCTAaBJICHUA U O(bOpMJ'IeHI/I}O JOKYMEHTAMU B YUYPCIKIACHUAX
Ppa3JIMYHbIX BUAOB JOKYMCEHTOB
KOMMYHHKAIUIO Ha
roCyIapCTBEHHOM
sa3b1ke PO ¢ yuetom
ocoOeHHOCTeH




WNune B pesynbrare nuzydeHus yaeOHON AUCIUIUIMHBI 00YYarOITHUECs JOJKHBI
KC Conepxanue
KOMII€ | KOMIETCHITUH (Wn e
3HATh YMETh
TEHIU YacTH)
u
COLIMAIBHOTO
KYJIBTYPHOTO
KOHTEKCTA;

OK9 Hcnonb30BaTh - HOPSIOK OpraHU3aLK JOKYMECHTOB B - COCTaBJIATh U 0HOPMILSITH
HH(POPMALIHOHHBIC KOMILIEKCHI pa3iuyuHbIe BUbI JOKYMEHTOB
TEXHOJIOTUH B
npodeCCHOHATbHON
JIESITEIIbHOCTH

OK10 | IToap3oBarbes - MpaBUJIa COCTABIICHUS H OQOPMIICHHIO - OCYIIECTBIISTh
podecCHOHATBHOI PAa3INYHbIX BUIOB JOKYMEHTOB JOKYMEHTHUPOBAaHHE H
JOKyMeHTaUueH Ha OpTraHU3aINI0 PAOOTHI C

JOKyMEHTaMHt
TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3BbIKaX;

IIK OO0pabatbiBaTh - 00 yHU(DMKAIIUY ¥ CTaHIAPTU3AIUU - MPUMEHATH Ha MPAKTHKE

1.1 TIePBUYHBIC yIPaBJIEHYECKUX JIOKYMEHTOB roCcy/1apCTBEHHBIC
ByXranTepcKue - (OpMBI, METOABI 1 CHCTEMBI CTaHJIAPThI, APYTHE

JOKYMEHTHUPOBaHHS; HOPMAaTHBHBIC 1
JIOKYMEHTHI.
- npaBujIa COCTaBICHUS U METOJUYECKHUE
0(hOPMIICHHUIO Pa3TIMYHBIX BUIOB JOKYMEHTHI,
JOKYMEHTOB periaaMeHTUPYIOLIKe
OpraHu3aluio
JOKYMEHTalHOHHOTO

obecrnieueHusl yrpaBaeHHs




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHO# padoThl

Bua yueOHoii padoThI

Oovem uacos

MakcumasibHasi yueOHasi Harpys3ka (Bcero)

64

O0s3aTesqbHAs1 Ay IMTOPHAsA yueOHAas Harpy3Ka (Bcero)

56

B TOM YHCIJIC:

3aHATHA JICKITMOHHOI'O THUIIA

32

MPAKTUYCCKUEC 3aHATHUA

24

J1a0opaTOpHbIC 3aHATHS

CamocTosiTesibHAsi padoTa o0y4awierocs (Bcero)

B TOM YHCJIC:

Te3aypyc

pedepar

CaMOCTOsITeNIbHASI BHEAY IUTOpHAsI paboTa B BUJIE JOMAITHUX MPAKTHUECKUX
3a/IaHN¥, THIUBUIYaJIbHBIX 3aJIaHUI, CAMOCTOSTEIHFHOTO TI0100pa 1
M3Y4YEHHUs JIONOJHUTEILHOTO TEOPETUYECKOI0 MaTepuaia

Koncynemayuu

IIpomesicymounas ammecmayus 8 popme 3auema/sx3amena/oud. 3auema

Jud.3auer

2.2. CTpyKTYypa IMCUHUILIHHBI:

KosmuecTBO ayIMTOPHBIX YaCOB

Teoperuye | IIpakTHYecKue H
cKoe JadopaTopHbie

o0yueHue 3aHATHS

HaunmenoBanue

pa3aesnoB U TeM Bcero

CamocrosiTesibHA
s1 padoTa
o0yuaromerocsi
(uac)

Pa3nen 1. Beenenue B
JOKYMEHTHPOBAHUE
YIIPaBJICHYECKOU
ACATCIIBHOCTHU

32 16 12

Paznen 2.
Opranuzanus padoTsl
C JOKYMEHTaMHt

32 16 12

Bcero o
TUCIUIIINHE

64 32 24

2.3. TemaTuyecKMii IJIAH U COJEePKAHUE YUEOHOM T CIUNINHbBI

Conep:xxanue yueOHOro MmaTepuaJa, JadopaTopHble
padoThl U MPAKTUYECKHE 3aAHATHSA, CAMOCTOATEIbHAS
padoTa o0y4arumuxcs

HauMeHnoBann
€ pa3/iesioB U
TeM

Oo0be | YpoBen

M b
YacoB | OCBOEHH
|

1 2

3 4

Jlexknun

Pa3nea 1. JIOKYMEHTBI U CIOCOOBI TOKYMEHTHUPOBAHHSI

BBenenue B YHudukanus u craHgapTh3anus JOKyMEHTOB. CHCTEMBbI

JOKYMEHTHPOB
aHue
ylpaBJieHYeCK
o
JAeATeJIbHOCTH

JOKYMCHTAIlUN

PexBU3UTEI ¥ OIaHKHU JOKYMCHTOB.

Oprann3alluOHHO-PACTIOPSIANTEIIbHAS
OpraHu3allMOHHbIE TOKYMEHTBI

JOKYMEHTALHA.

EE B N N E N

IIpakTHyeckue 3aHATHS




OdopmieHne opraHu3aliOHHBIX IOKYMEHTOB

4
Odopmiienne OpPTaHU3aIMOHHBIX  JOKYMEHTOB B 4
OyXraJITEpCKOM yueTe )
OdopmneHne pacopsSANTENbHBIX JOKYMEHTOB )
OdopmiieHne  pacloOpsITUTENFHBIX  JOKYMEHTOB B )
OyXraJITEepCKOM yueTe
BCEI'O 110 PA3JAEJY 28
Paznen 2. Jlekuun
Opranmsanusa | Opra"usaius JOKYMEHTO000pOTa B OyXTalTepCKOM ydeTe 4
padoTeI ¢ Opranm3anuss perucTpanud JOKYMEHTOB W KOHTPOJIb 4
AOKYMEHTAMH | ycrioiHEHUsI JOKYMEHTOB B OyXTalITEPCKOM yueTe 1
Opranu3anus ornepaTuBHOTO XpaHEHUS JOKYMEHTOB 4
[Mopsiok nepenayn JOKYMEHTOB B apXUB WX Ha 4
YHUUYTOXKCHHE
IIpakTHyeckue 3aHATHS
Perucrparus BXOIAIIMX TOKYMEHTOB B )KypHaJe U Ha )
KapTOUKe
Perucrparus ucxoaammx JOKYMEHTOB B JKypHaJle M Ha )
KapTOUKe
Perucrparusi BHyTpeHHHX JIOKyMEHTOB B XKypHaJe U Ha )
KapTOUKe
[ponemypa perucTpaiy BXOISIINAX, UCXOISIINX 1
BHYTPCHHUX JJOKYMEHTOB B OyXT'aJTEPCKOM ydeTe 2 2
OdopmieHre OCHOBHBIX PEKBH3UTOB U OCHOBHOM
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAITUH B )
OyxrajitepckoM yuere ¢ nmomoinpsio [I9BM.
Co3znanue madI0HOB IOKYMEHTOB B OyXTaJITEPCKOM yUETe )
BCETI'O 1O PA3AEJIY 28
CamocTosiTesibHasi padoTa 8
HUTOI'O: 64
2.4. Conep:xanue pa3iejioB TUCUUIINHBI
2.4.1. 3aHATHA JEKIIHOHHOI0 THIIA
®dopma
Ne TEKYILLET
pasn Haumenosarnue Coneprkanue pazzierna };Hl
paznena
ena KOHTPOJI
s
1 3 4

3cemecmp




®dopma

No TEKYILEr
pazn Haumenosanue Conepxanue pazzaena }(;Hl
ela pasiea KOHTpPOJI
i
1 2 3 4
1 Paznen 1. Ilpenmer, wemu wu 3agaun AucudmummHel U ee | T
Baenenue B MEXKIIPEIMETHBIE CBSI3M C APYTMMH  JUCHUIUIMHAMH.
IOKyMeHTHpoBa | McTopusi pa3BUTHUS JTOKyMEHTAIIMOHHOTO OOecTieueHus
HHE yIIpaBJICHHUSI. OcCHOBHBIE TTOHSATHS: JIOKYMEHT,
YIPaBICHUYECKON | JOKYMEHTAIIMOHHOE obecrieyenne yIpaBJICHUsI.
NEITEILHOCTH Ha3nauenue l'ocynapcrBeHHOM CUCTEMEI
JIOKYMEHTAIlMOHHOTO obecrieyeHns yIpaBJieHUs

(FCHOY); TunoBasi MHCTPYKIUS TIO JEIONPOU3BOJICTBY B
denepanbHBIX OpraHax UCMOTHUTEIBHON BIACTH.

Ponp  wuHdopmanmum B COIMATIbHO-3KOHOMHYECKHX
nporeccax. @Denepanbubiii 3akoH «OO0 wuHOpMaUy,
uHpopmanun u  3amure wHGopMmaruuy. DYHKIUU
JOKYMEHTOB:  MH(OpPMAIIMOHHAs, = KOMMYHHUKATHBHAs,
colManbHas, KyJIbTypHas. yIpaBieHUecKas, IpaBOBasd,
UCTOpHUYECKasl, U APyTHE, X XapaKTePUCTHKA.
JlokyMeHTHpOBaHUE: OCHOBHBIE CIIOCOOBI. MaTepuanbHbIe
Hocutenu uHpopmanuu. Knaccudukaims 10KyMEHTOB IO
croco0y HM3rOTOBJICHUS, MPOUCXOXKIECHUIO, COJEPKAHUIO,
HAUMEHOBAHUIO M JPYTHM MTPU3HAKAM.

O6mepoccutickue knaccudukaropsr (OKV], OKIIO,
OKOHX, OKVYH), wux kparkas XapakTepUCTHUKA.
VYHuduuupoBaHHas cucTeMa JIOKyMEHTAllUU: TIOHSITHE.
CoctaB yHHUPUIHPOBAHHBIX CHCTEM JOKYMEHTAIUU:
OpraHU3aIOHHO-PACTIOPSAUTENbHAS, OTYETHO-
CTaTHCTUYECKasi, IEPBUYHAS, YUeTHAsI, (PUHAHCOBAS U Jp.
['ocynapcTBeHHblE CTaHAApPThl Ha YHUPHUIIMPOBAHHBIE
CHCTEMBI JIOKYMEHTAIIUH. PexBusur, bopmysp
JTOKyMEHTa, THUIOBOW Qopmyisip, dopmyisap-o0Opaser,
Tabeb dbopm JIOKyMEHTOB, anpo0M dhopm
YHUPUITUPOBAHHBIX JIOKYMEHTOB: MIOHATHE,
XapaKTepUCTHKA.

IIpaBuna odopmiaeHus peKBU3UTOB OJlaHKA U HUX
pacroyiokeHuss Ha cTaHmapTHom (Qopmare Oymarw,
pa3Mepsl nosiei. bilank T0KyMeHTa: NOHATHE, HA3HAUYCHHUE,
BUJIbI OnaHKOB (0Ommii OnaHk, OJaHK MHUChMa, OJIAHK
KOHKPETHOr0 BHUJAa AOKyMeHTa (kpome muchMma). Cocras,
odopmIIeHHE PEKBU3UTOB OJIaHKA.
Opranu3anuoHHO-PACTIOPS TUTETHHBIE JIOKYMEHTHI:
MOHSTHE, HazHa4YeHHE, OCHOBHbIE BU/IBI
(opranuzanuoHHbBIC, PACTIOPSIUTEILHBIC, CIPABOYHBIE).
OpranuzalMOHHbIE JOKYMEHTBHI: YyCTaB, IOJIO)KEHUS,
CTpYKTypa ¥  INTaTHas  4YHCIEHHOCTb,  IITaTHOE
pacnucaHue, NpaBHJa, JOJDKHOCTHAs WHCTPYKLHSA, HX
Ha3HA4YCHHE, XapaKTepUCTUKA M COCTaB, TpeOOBaHHS K
o opMIIeHHUIO, MOPSATIOK YTBEPKACHHUS.
PacniopsimuTenbHbBIE M CIPABOYHBIC JJOKYMEHTHI.

10




®dopma

JNOKYMEHTOB, OIpeieNieHue, IeNd, 3aJadd, MecTa
perucTpanyy  pasNUYHBIX  KaTeropuid  JOKYMEHTOB.
Cuctembl u  GopMBl  perucTpanuu  (KypHajabHasi,
KapTouyHasi, aBTOMATH3UPOBaHHAs), WX JOCTOMHCTBA U
HepocTaTku. [lokazaTenu, BBOAMMBIE B PETUCTPALMOHHbBIE
dopmbl.  OCOOEHHOCTH  PETUCTpPAllMM  BXOISIIUX,
UCXOSIINX ¥ BHYTPEHHUX TOKYMEHTOB.

CocTaB BBHITIONHSEMBIX PabOT MPH OTIPABKE HCXOSIINX
JOKYMEHTOB: TIPOBEpPKa MPAaBHIBHOCTH OGOpPMIICHHUS,
HAIMYUS PUWIOKESHHIM, aJjpeca, COPTUPOBKA I10 apecaTam
U BUJAM OTIIPABJICHUN COCTaBJIEHUE OIUCKH PACCBHUIKH.
TpaauunoHHBIH c1OCOO OTHPAaBKHU JTOKYMEHTOB (ITOYTON).
OTtmpaBka TOKYMEHTOB ¢ TTOMOIIBIO Tesedona, (akca.
KouTtpons WCTIOTHEHUS JIOKYMEHTOB: MOHSTHE,
Ha3HayeHue, BHUIbL. [IpUHIUIBI OpraHU3aluu KOHTPOJIS.
Cpoku  HMCHOJTHEHUS: THUIIOBOM, VHIUBUAY AJIbHBIN.
TexHOonmorust BeNEeHHs] KOHTPOJIS. AHAIN3 HCIOIHEHUS
JIOKYMEHTOB B YUPEKICHHSIX.

B3aumocss3p perucrpanuu JIOKYMEHTOB u
UH(POPMALIMOHHO-CIIPABOYHOM  paboThl.  OpraHu3zanus
paboThI C TOMOIIBIO CIIPABOYHBIX KapTOUEK.
JIOMKHOCTHBIC JIMIIA, OCYIIECTBIISIONINE PETUCTPALHIO U
KOHTPOJIb ~ WCIIOJNIHEHUs, WX (QYHKIMA W  mpasa.
Homenknarypa aen: monsitue. 3HaueHUE HOMEHKJIATYpPbI
nen Uil Kiaccu(UKAIMKM  JIOKyMEHTOB, OIEPAaTHBHOTO
XpaHEHHS] M UX NPEAApXHWBHOM TOATOTOBKU. Buuasl
HOMeHKIatyp aen. Ilopsgok cocraBneHUs, 0pOPMIICHUS,
YTBEPKACHUSI U MPUMEHEHHUS] KOHKPETHON HOMEHKJIATyphl
nen. [Topsnok popMupoBanus nei.

OcHoBHBIE ATamnbl NepeJayd JTOKyMEHTOB B apXWB WM Ha
YHUYTOXKEHHE: TTOITOTOBUTENBHBIN (000CHOBaHKE BHIOOpA
cnocoba  COXpaHEHHMs WJIM  yYHUYTOXXEHUS  IyTeM
MPOBEJCHUS  OKCIEPTH3bl  IICHHOCTH  JOKYMEHTOB),
OCHOBHOW (MOATOTOBKAa JEN JUIsl TIepeladyd B apXuB),
3aBepLIAOIIMiM (IIepeadya B apXyUB UM YHUUTOXKEHUE).
DkcnepTusa LEHHOCTHU JOKYMEHTOB: MOHSTHE,
HazHayeHne. CpOKM XpaHEHHUs JOKYMeHTOB. Ilepeunu
JOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHMs, UX BHU[BI,
Ha3Ha4YeHHEe, cXeMbl nocTpoeHus. [lopsanok nepegaun aen
B apXUB WM YHUUTOXXKEHHUS JOKYMEHTOB.

Ne TEKYILLET
pasn Hamveroanme ConeprkaHue pazzierna };Hl
paszaena
ena KOHTPOJI
s
1 2 3 4
2 Pazpnen 2. JIOKyMEeHTOO0OpOT:  TOHSTHE,  O0mMe  TPUHOUIEL | T
Opranuzanus OpraHu3alu  JTOKYMEHTOOOOpOTa, €ro  CTPYKTypa, | A
paboThI ¢ HeoOXxonuMocTh  yuéra o00BéMa  JokymMeHToobopoTa. | /I
JOKYMEHTaMHU HopmaruBHbIe JIOKYMEHTHI, perIaMeHTHPYOIINE
OpraHu3aIUIo JTOKYMEHTO000pOTa. perucTparus

[Tpumeuanue: T — Te3aypyc, [ — auckyccus, A-aHaiu3 NpoOJeMHBIX CUTyauui (YIpaxxHEHuUs)

2.4.2. JlabopaTopHbIe 3aHATHS - He NPETyCMOTPEHO
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2.4.3. IlpakTyeckue 3aHATHS (CEMUHAPCKOI0 THIIA)

No ®dopma
HanmeHnoBanue

pazne Conepxanue pasaena TEKYLIETOo

pasznena
Ja KOHTPOJIA
1 2 3 4
3 cemecmp

1 Pazpnen 1. Buaet JIOKYMEHTOB: TEKCTOBBIE, rpaduueckue, | T
Brenenue B MalImHOYUTaeMble, (POTONOKYMEeHTHI. BnmsHue HayuHO- | Y
JOKYMEHTHUPOBA | TEXHHUYECKOTO nporpecca Ha JIOKYMEHT u
HUE JIOKYMEHTHPOBAHHUE. ®denepanbHbINA 3aKOH «O06
YIIPaBJICHYECKOUN | JIEKTPOHHON MIOJIIUCH. Cocras, odopmienue,
JeATEIbHOCTH U3TOTOBJICHHE,  XpaHEeHHWEe  OJaHKOB  OpraHU3allMu.

dopmysip-obpasen TPYIIIbI JIOKYMEHTOB,

NpUHAISKAIUX K OIHOM cucreme. I[IpoexkTupoBaHue
0JIaHKOB JOKYMEHTOB OpraHU3alud. TUIBI JOKYMEHTOB:
MOJJIMHHUK, KOMUs, MyOlHuKaT, BHIMKCKA, UX Ha3HAUYEHUE.
[Mopsimox odopmiieHHe W BbIIAYM KOMHA U AyOJIMKATOB
JNOKYMEHTOB, BBIIUCOK W3 HUX. PacnopsautenbHble
JIOKYMEHTBI: TIOCTAaHOBJICHHE, MPUKa3, pacHopshKEHUe,
COBMECTHBIN pacnopsaIuTEIbHBIN JIOKYMEHT, 170:¢
Ha3HA4YCHHE, XapaKTepUCTUKA M COCTaB, TPeOOBaHHS K
opopmiiennto. CrpaBoYHBIE JTOKYMEHTHI: CITy)KEOHBIE
MUChMa, CIIPABKH, TOKIIAJIHBIE 3aMMUCKH, POTOKOJBI, aKThI,
3asgBJIEHUE, UX XapaKTepUCTUKAa U COCTaB, TPeOOBAHUS K

0(OpPMIICHHUIO.

2 Paznen 2. Perucrpanus BXOOAIIMX, HCXONAIIUX U BHYTpeHHHUX | T
Opranuzanus JIOKYMEHTOB B JKypHaJI€ U Ha KapTOUKe v
paboTsI ¢ OdopmMieHrne OCHOBHBIX PEKBH3UTOB W  OCHOBHOU | A
JOKyMEHTaMU OpraHU3alMOHHO-PACTIOPAAUTENBHON  JOKYMEHTAIMM  C

nomornipio [I9BM. Co3ganme mablioHOB JTOKYMEHTOB.
Opranuzanys XpaHEHHsS HCIOJIHEHHBIX JIOKYMEHTOB.
OcHoBHBIE TpeOOBaHUS HOPMATHUBHBIX JIOKYMEHTOB,
pernaMeHTHPYIONIMX JAaHHBIM 3Tanm JI0KyMEHTO0OOpoTa.
OTBETCTBEHHOCTh 33 COXPAHHOCTh IOKYMEHTOB.

[Ipumeuanue: T — Tte3aypyc, Y — ycTHBIA ompoc (oOcyxkneHue), A - aHaiM3 MPOOIEMHBIX
cuTyanun

2.4.4. CoaepsxkaHue caMOCTOSATEJILHOI PadOThI — He MPEeLyCMOTPEHO
Bomnpoce! 1151 00CyKa1eHHus 110 TeMaMm:
Pa3znen 1. BBenenue B TOKyMEHTUPOBaHHUE YIIPABIEHYECKON AESITEIBHOCTH
Tema 1 JIokyMEHTHI ¥ CTIOCOOBI JOKYMEHTHPOBAHUS
1. KakuM HOpMaTUBHBIM JOKYMEHTOM PETJIaMEHTHPYIOTCSI OCHOBHBIE TEPMUHBI
B 00J1aCTH JIEIONPON3BOICTBA?
2. Yto BKIIIOYAET B C€0S MOHATHE «TOKYMEHT»?
3. Kakue s3bIKH ¥ C1IOCOOBI IOKYMEHTUPOBAHUS BBl 3HAETE?
4. Ha3oBuTe COBpEeMEHHBIE BUIbI HOCUTEIEH HH(POPMALIUH.
5. KakuM 3aKOHOM YCTaHaBJIMBAETCS IPABOBOM PEKUM CO3/IaHUS, XPAHEHUS U
WCIOJIb30BaHUs HH(OPMAITMOHHBIX PECYpPCOB?
6. UeM oTanvaercss JOKYMEHT JINYHOTO MPOUCXO0XKACHUS OT O(QUIIUATBHOTO JOKYMEHTa?
7. Yto 00ycaaBIuBaeT IOPUANYECKYIO CHITy O(QHIMATBHOTO TOKyMeHTa?
8. Uto moHMMaeTcs o1 Mo yHKIIMOHATLHOCTBIO TOKyMEHTa?
9. HazoBute ocHOBHBIE 0JIOKH (TpymIibl) GYyHKIHN TOKyMeHTa. YeM XapaKkTepu3yeTcs
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KaKIblil OJ10K?

10. Kak mensiercst neiictBue GyHKINNA BO BpeMEHU?

11. HazoBuTE OCHOBHBIE CBOMCTBA JOKYMEHTA.

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

13. HazoBuUTE OCHOBHBIE IPU3HAKH IOKYMEHTA U JaiTe KPaTKYIO0 XapaKTePUCTUKY
Ka)KJIOTO U3 HUX.

14. Yro Takoe ropuandeckas Cujia JOKyMeHTa?

15. laitTe onpesenenre MoyIMHHUKA U TyOJIuKaTa TOKYMEHTA.

16. JlaiiTe onpenenenue konuu JokyMeHTa. Koraa komus qokyMeHTa mpruodpeTaer
IOPUANYECKYIO CUITY?

17. Yem NOVIMHHBIA JOKYMEHT OTJIMYAETCS OT MOJIOAKHOTO?

18. Uto mpencraBiseT co00i TOKyMEHT, (hanbCu(DUIIMPOBaHHBIN TTOJTHOCTHIO?

19. Yro npencrasinseT cob6oil TOKyMeHT, (hanbcuUIIMPOBaHHBIA YaCTUYHO?

20. Yro mpeacTaBisieT co00i OpUrHHAI JOKyMEHTa?

Tema 2 YHudukanus v crangapTusamnus 10KyMeHTOB. CHCTEMBbI JOKyMEHTAIIUN

1. KakoBbI OCHOBHBIE LI YHU(DUKALUU TOKYMEHTOB?

2. UTo yunTHIBaCTCS MPU MPOBEACHUN YHU(PUKAIIMHI TOKYMEHTOB?

3. Uto moHUMaeTcs Mo CUCTEMOU JOKyMEHTaluu?

4. Kakuie ObIBalOT CHCTEMBI JJOKyMEHTAIUN?

5. B uem ocodennocts YCOPJI?

6. Uto mpeacTaBisieT co00¥ CTaHAApPT M KaKUe BUBI CTAHIAPTOB MPUMEHSIOTCS

B Halle ctpaHe?

7. UTo BXOAMUT B KOMIUIEKC HOPMATHUBHBIX JOKYMEHTOB 110 CTAHAAPTU3ALINM ?

8. KTo pa3zpabarbiBaeT U yTBep»kKaaeT HOPMATUBHBIC JOKYMEHTHI 110 CTaHJapTU3AIHH
1 KTO OCYIIECTBIISIET KOHTPOJIb U HAA30p 3a COOII0CHHEM UX TpeOOBaHU?

9. Yro npexacrapmnsier coboii YCJI u kakue aeiicTByronue B Hamei crpane Y CJ1

BbI 3HaeTe?

10. Yto noHumaercs o peKBU3UTOM JOKyMEHTa?

11. Yro onpenensieT GopMysip TOKYMEHTA U YeM OTINYaeTCs GOpMyJIsip TOKYMEHTA
oT hopmysipa-oopazmna?

12. KakuM HOpMaTUBHBIM JOKYMEHTOM PETIaMEHTUPYETCS TP

Tema 3 PexBu3uThI 1 OJ1aHKH IOKYMEHTOB.

1. Kakue ¢opmarbl OymMaru CHoab3ylOTCs s IOCTPOeHUs popmyisgpa-odpasia
oprPAa?

2. Kakue pasmepsr noseir OPJ] yctanosnensr popmysipom-oopazmom OP1?

3. MoryT 1 Ha MOJAX TOKYMEHTa pacrojiaraThCs Kakue-Tu00 peKBU3UTHI?

4. Kakoif MakCUMaITbHBIM COCTaB PEKBU3UTOB YCTAHOBIIEH (OPMYIIIpOM-00pa3iiom?
5. CKONBKO TOJIOKEHHUH TaOyIsITOpa UCTIONIB3YETCS IPH 0(DOPMIICHHH PEKBU3UTOB?
6. Kakue pekBU3UTHI OTHOCATCS K OCTOSIHHBIM?

7. Kakue pekBU3UTHI SBISIOTCS 00s3aTEIIBHBIMH?

8. CKOJIBKO CYILECTBYET CIIOCOO0B 0(hopMIICHUS PEKBU3UTOB?

9. UTo XapakTepu3yroT JOMOJHUTENbHbIE PeKBU3UTHI OP]?

10. Yem npoonbHbBIN BapUaHT PACIIOIOKEHHSI pEKBU3UTOB 3ar0JIOBOYHOM YacTH
OJlaHKa OTJIMYAeTCs OT YIJI0BOro?

11. Kakumu ciocob6aMy MOKHO M3TOTaBIMBATh OJaHKU JOKYMEHTOB?

12. Yro sBRIsieTCsI OCHOBOM ISl MPOSKTUPOBAaHUS OaHKa JOKyMeHTa?

13. lns obopmiteHHs KaKuX BUAOB JIOKYMEHTOB UCITOJIB3YETCS OOITUi OJ1aHK?

14. Kakue moCTOSSHHBIC PEKBU3UTHI MOTYT OBITh HAHECEHBI Ha KK/l BU]T OJlaHKa?
15. Kakumu criocob6amu MOTYT OTMEYaThCsl Ha OJIaHKaX MecTa sl IEPeMEHHBIX
PEKBU3UTOB?

16. Yem o61muii 6;1aHK oTiIMYaeTcs OT OJaHKa muchbma?

18. Kakue TpeGoBaHus MPEABABISIOTCS IPU U3TOTOBICHHS OJIaHKa C N300pakeHueM
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I'ocynapcrBennoro rep6a P® wnm repooB cyorexkToB PD?
19. YUro HeoOXOAMMO MPENCTABUTH B THUIIOTPA(HIO I M3TOTOBIICHHS OaHka?

Tema 4 Opranu3anmoHHO-pacIOpsAAUTENbHAs JOKyMeHTaus. OpraHu3aliOHHbIE JOKYMEHTHI

1. Kakue 1oKyMEeHTBI OTHOCSTCSI K OpraHru3allMOHHBIM?

2. B yem 3akioyaercss 0cOOEHHOCTh O()OPMIICHHUS 3ar0JIOBKA K TEKCTY B OpPraHU3aI[MOHHBIX
JIOKyMeHTax?

3. Koraa oprannzanuoHHbIe JOKYMEHTBI IPUOOPETAIOT IOPUIHUECKYIO CUITY?

4. Kak cTpouTCs TEKCT B OpPraHU3allMOHHbBIX JOKYMEHTaxX?

5. Kak nonro nelicTByeT opraHu3allMOHHbIA JOKyMEHT? MOKHO JIi BHOCUTh U3MEHEHHUSI

B TEKCT OPTaHU3aLMOHHOI0 JOKYMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TIOKYMEHTOB?

7. C Kakoy LEeJIbI0 CO3IAI0TCA TUIIOBBIE U TPUMEPHBIEC OPTaHU3ALMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TeKCcTa MOJI0KEHUS 00 OpraHu3anuu?

9. B ueM coCTOMT pa3yinuue TakuX JOKYMEHTOB, KaK IITATHOE PACIIMCAHUE U

CTPYKTYypa U IITaTHAsI YUCTAEHHOCTH?

10. [Touemy DOIKHOCTHASI MHCTPYKLMS HE COCTABJISAETCS JJIsl KATETOPUU CITYKaIUX

«pykxoBoauTenn»? UTo JOIKHO COAEPKATHCS B TEKCTE KaXKI0T0 pa3jiena JOIKHOCTHOM

UHCTPYKIUU?

11. Kakue BuIpI OpraHU3al{MOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsauTeIbHBIM?

12. [louemy pacnopsIUTENbHbBIE JOKYMEHTBI OTHOCATCS K TPABOBBIM akTaM?

13. Korna pacnopsautesbHble JOKYMEHTBI BCTYNAOT B CHUITY?

14. Kak paznnuatotcs 1o cepe AeUCTBUS pacopsIuTeNbHbIC TOKYMEHTHI?

15. Yto siBnsieTCSl OCHOBAHHMEM ISl U3IAHUS PACTIOPSAUTEIBHOTO TOKyMEHTa?

16. Kak cTpouTCst TEKCT pacopsAAUTENBHOTO 10KyMEeHTa?

17. Kak odopmiisieTcss OTMETKA O HATMYHUH MPUIIOKEHUSI B PACTIOPSAUTEIIHHOM

JOKyMeHTE?

18. Kakue opranbl NpUHUMAIOT OCTAHOBJIEHUE?

19. YUto o3HauaeT nata B pacHopsSAUTENBHOM JTOKYMEHTE, MPOCTaBIIs€Mas B 3arojJOBOYHOMN
yacTu OnaHka?

20. B kaxoii (hopMe U31AI0TCSI COBMECTHBIE PACHIOPSAUTEIbHbIE JOKYMEHTHI?

21. Kakue ObIBatOT BUIBI IPUKA30B?

22. Yem otamnuaercs opopMIIeHHE IPUKa3a M0 JUMYHOMY COCTaBy?

23. KTo nMeeT npaBo MOANMKUCH Ha MpUKa3zax?

24. Kakoi peKBU3UT UMEETCS TOJIBKO Ha JABYX BHAAX PAaCHOPSAIUTENBHBIX JOKYMEHTOB

- YKa3aHUSIX U PacCHOPSKEHUsX?

25. Ilo kakuM BOIpOCaM M3/1al0TCA PaclopsKEHNE U yKazaHUe?

261. Kakue 1OKyMEHTBI OTHOCATCS K TPYIIIE CIIPAaBOYHO-UH(GOPMAITHOHHBIX ?

27. Ha xakux OiaHkax opopMIISIIOTCS CIPAaBOYHO-MH(DOPMAITMOHHBIE TOKYMEHTHI?

28. Kak cTpoutcs CTpyKTypa TeKCTa CIIy>KeOHOTOo muchma?

29. KaxoBbI nnpaBuiia 0(hOpMIICHUS TeJIETPaMMBbl?

30. B ueM oco6eHHOCTH 0opMiIeHHUs TeaehOHOTPAMMBI?

31. Kakue ObIBatOT BU/IBI POTOKOJIOB M U€M OHU OTJIMYAIOTCS JIPYT OT Apyra?

32. Kak odopmisieTcss BBOIHAs 4aCTh MTPOTOKOJIA?

Pazgen 2 Opranuzamust paboThl ¢ JOKyMEHTaMU

Tema 1 Opranuzanus JOKyMEHTOO00pOTa

1. Kak HaszpiBaeTcs cityx0a, OCyIIECTBISIONIAs JOKYMEHTAIIMOHHOE 0OecreueHe

yIpaBJeHUs, B 3aBUCUMOCTH OT MPUHAJICIKHOCTU K OMPEIEIEHHON IpyIIe OpraHu3amuii?

6. UTo ycTaHaBIMBaeT MHCTPYKLHS MO JIETOMPOU3BOJCTBY U KaKHe pa3/eNbl TEKCTa

MOTYT OBITh BKJIFOUCHBI B Hee?

7. Kaxkue ¢yHkuuun B ciyx0e OpraHM3alMy BBINOJHSIET KAaTeropus  CIyXKallux
«CIIEIHATIUCTEI» ?

8. Ha xakue BUJIbI 1€TTONPON3BOJICTBEHHBIX PabOT pa3paboTaHbl HOPMbI BpeMEHH ?
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9. Urto Takoe IOKyMEHTOOOOPOT W KaK OCYIIECTBISACTCS  MOJCYET oO0beMma

JTOKyMEeHTOoOOopoTa?

10. Kakne moTOKM JOKYMEHTOB MPUHATO Pa3jINdaTh B COCTaBE JOKyMeHTOoOOpoTa?
11. Ha3oBuTE OCHOBHBIE 3TAIBI IOKYMEHTOO00POTA.

12. Ha3oBuUTE OCHOBHBIE IPUHITUIIBI OPTAaHU3AIIMN JOKYMEHTOO0O0pOTA.

13. Kakue cymecTByIOT OpraHu3alMoHHbIE (POPMBI JEIOPOU3BOICTBA U YEM OHU
OTJIMYAIOTCS IPYT OT Jpyra?

Tema 2 Opranusanusi perucTpauu J0KyMEHTOB U KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB
1. KTo B opraHuzanusix oCymecTBIseT MPUeM U OTPabOTKY KOPPECIIOHACHITUHN ?

2. [Touemy neHTpanu3aius npruemMa u OTIpaBKU - HEIPEMEHHOE YCIIOBUE PAllMOHATBHON
OpraHu3aly JOKyMEHTooOopoTa?

3. Kakue BuabI paboT BBIMOIHSIIOTCS U KaKUe CPECTBA OPTTEXHUKHU MPUMEHSIOTCS
npu 00paboTKe MOCTyMaIOIe KOPPECIIOHICHIINN ?

4. Yto npexacrasiseT co0oit pekBU3UT 29 «OTMETKA 0 MOCTYIUICHUH JTOKYMEHTa

B OpPraHU3al{Io» U /1€ OH IPOCTaBIACTCS?

5. Ilouemy He Bce KOHBEPTHI OJICKAT YHHUUTOKEHHIO MOCTIE BCKPHITHS?

6. KakuMm 006pazom oCymiecTBIsIETCS 10CTaBKa KOPPECTIOHACHITNH?

7. Kyna nojikeH nepenaBaTbesi JOKYMEHT, €CIIA B peKBU3UTE 15 «AapecaT» ykazaHo
TOJBKO HAUMEHOBAHUE OpTraHU3aIu?

8. Uto nomkHa caenath SKCIEAUIIMS, €CIIH IPU BCKPHITUU KOHBEPTA O0HAPYKHUIIOCH,
YTO JOKYMEHT MOCTYMHI 0€3 MPUITOKCHHI?

9. Kakast KoppeCTOoHICHIUS HE MOIJICKUT BCKPBITHIO?

10. Kako#i mpoLeHT OT 00IIEero KOJMYECTBa MOCTYNUBIINX JOKYMEHTOB OOBIYHO
MOCTYIAET Ha PACCMOTPEHHUE PYKOBOAUTENS?

11. Kakue onepanuu oCyIecTBISIOTCS IPU IIPEIBAPUTETIBHOM PACCMOTPEHUH JOKYMEHTOB?
12. Yto mpencTaBisieT coO0M pe30TIONHs U TJ€ OHA MTPOCTABIISICTCS ?

13. MOXHO 11 IPOCTABIATH PE30IIOLUIO HA OTACIBHOM JIUCTE?

14. Kyna nepenatotrcsi JOKYMEHTBI ITOCIIE UX PACCMOTPEHUS?

15. Kyna nepenarorcs oOpaiieHus rpaxJjaH Mocie UX pacCMOTPEHHS PYKOBOJICTBOM
opranu3anuu’?

16. KT0 siBiisieTcst OTBETCTBEHHBIM 32 UCIIOJIHEHUE, €CJIH B PE30JIIOIIMU YKa3aHO
HECKOJIBKO UCTIOTHUTENIEH?

Tema 3 Opranuzanus onepaTuBHOrO XpaHEHUsI TOKYMEHTOB

1. UTo mpoucXOoauT C TOKYMEHTAMHU MOCJI€ OKOHYAHUS UX UCTIOJIHEHUS?

2. JlatiTe onpeneneHue mMoHATHS «jaeno». Kak mpoucxoaut ero ¢popmupoBanue?
3. Yto npexacrasisier codoit HoMeHknarypa jnen? Kak ona opopmisiercs?

4. HazoBuTe BUABl HOMEHKJIATYPHI JIEJI.

5. Kakue BubI TAnOK MCMOJIB3YIOTCS MIPU OPraHU3alMK ONEPATUBHOTIO XPAHEHUS
JOKYMEHTOB?

6. Kak ¢opmupyetcs uHIEKC Jena o HOMEHKIaType aen?

7. Kak momxkeH ObITh chopMyIMpPOBaAH 3aroJIOBOK Jena?

8. Ha ocHOBaHMM 4ero npoucxoIUT ONpeieIeHue CPOKOB XPaHEHUS JOKYMEHTOB?
9. Uto Ha3BIBACTCSI HTOTOBOM 3alMChI0 B HOMEHKJIATYpe e U 110 KaKoi popme
OHa COCTaBJIsIeTCA?

Tema 4. [lopsinok nepenaun JOKyMEHTOB B apXUB WM HA YHUUTOXKEHHE

1. B TeyeHne kakoro cpoka JIOJKHBI XpaHUTHCS TI0 MECTY (hOpMUPOBaHMS 3aKOHUEHHBIE
JEJIONPOU3BOJICTBOM jeia?

2. KakoBbI CPOKH XpaHEHHUS A€, MOJIEKAIIMX Nepeadye B apXuB OpraHu3anuu?

3. Uro mpeaycMaTpuBaeT mojiHoe ohopMIICHHUE JIeNa IPH MOATOTOBKE €To K mepeaaye
Ha XpaHEeHHEe B apXUB OpraHu3auuu’?

4. B KakMX ciy4asiX COCTaBJIeHHE BHYTPEHHEN OMUCH Jiesia 00s13aTeNbHO?

5. YTo o3HayaeT nepecucTeMaTu3anus JOKyMEHTOB B JIeJie U [T0YEMY OHa IPOBOAUTCS
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TOJIBKO TIPH MOJATOTOBKE JIejIa K TIepeaue Ha XpaHeHune?

6. Kak HymMepyroTcs MCThI ena?

7. Beerna nu cocTaBiseTCs 3aBEpUTEIbHAS HAAMUCH Aena? UTo B Hee BXOAUT?

8. Kakum 00pazom MOAIIMBAIOTCS TOKYMEHTHI TIOCTOSITHHOTO CPOKA XpaHEHUS B
TBepayto 007105kKy? Beerma nmu fena nepenserarorces?

9. Kak 10KHBI XpaHUTHCS 0CO00 IIEHHBIE TOKYMEHTHI?

10. C xakuMu HEJISIMH MPOU3BOIUTCS MOTHOE 0(OPMIICHHE JIEN MPU UX TOJITOTOBKE
K Mepejadye Ha XpaHEeHUE B apXUB OpraHU3aluu?

AHanu3 mpoOJIEMHBIX CUTYaIUi
st mpoBeneHHs aHajau3a NPOOJIEMHOM CHUTyallMH HEOOXOJAMMO TPEXKIE BCETr0 YETKO

c(hOpMyJIUPOBATH CYIIHOCTH MPOOIEMBI U ONMUCATH CUTYAIMIO, B KOTOPOW OHA UMEET MECTO.

ConeprxanreM aHalu3a IPOOJIEMHOM CUTYAIlUU SIBIISCTCS
1) onpeneneHue CyIIECTBOBaHUS MpOOJEMBI, T.€. YCTAHOBJICHHME, €CTh JH B

I[CﬁCTBHTCJ'IBHOCTPI npo6neMa HJIN OHA SABJIACTCS MHHMOﬁ;

2) ompenenieHue HOBU3HBI IPOOJIEMHOI cUTyalum;

3) ycTaHOBIIEHUE IPUYMH BOSHUKHOBEHMSI TPOOJIEMHON CUTYallUY;

4) onpezeneHue B3aUMOCBSI3U C APYTUMU NIPOOIEMaMH;

5) onpeneneHue CTENEHU MOIHOTHl U JOCTOBEPHOCTH MH(POPMALIUU O IPOOIEMHON CUTYaINH;
6) onpeneneHre BO3MOKHOCTH Pa3pelInMOCTH MTPOOIEMBI.

2.4.5. IlepeuyeHb y4ueOHO-METOAMYECKOTr0 o0ecmedeHHUsl IS CAMOCTOSITEJbHON PadoThl

00yYarOUIUXCSl 0 TUCIHILINHE

HanmenoBanue [TepedeHp yueOHO-METOAMIECKOTO 00ECIICUEHHUS TUCITUTIITUHBI 110
No paszena, TEMBIL, BBITIOJTHEHUIO CAMOCTOSTEIILHOU paboThI
Buga CPC
1 2 3
Pasnen 1. Ky3zuenos, 1. H. JlokymeHTtannonHoe o0ecriedeHne
Beeneue B ynpasieHus. JJokyMeHTOO00pOT U AETONPOU3BOICTBO :
ﬁgKyMeHTHpOBaH y4eOHUK U MPAKTUKYM I CPEIHEro MPpOo(hecCHOHATBHOTO
VIPABIICHUCCKO obpazoBanus / Y. H. Ky3neron. — 3—eu u31., mepepad. u
I Nesremsrocrn |01 — Mocksa : M3natensctso FOpaiir, 2022. — 462 c. —
(ITpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-
04604-5. — TexkcT : anexTpoHHbIN // OOpa3zoBaTenbHas
matdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/490168
Pasnen 2. Ky3zuenos, 1. H. JlokymeHTtannonHoe obecredeHne
OPGFaHHSaHH’I ynpaieHus. JJokyMeHTo000pOT U JEIONPOU3BOCTBO :
paboTeI © y4eOHUK U TMPAKTUKYM I CPEIHEr0 MPOo(hecCHOHATBHOTO
AOKYMCHTaMHU
obpazoBanus / V. H. Ky3neno. — 3-e u3zg., mepepab. u
2.

non. — Mockga : M3narensctBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-
04604-5. — TexkcT : anexkTpoHHBIHN // OOpa3zoBaTenbHas
matdopma FOpaiit [caiiT]. — URL: https:/urait.ru/bcode/490168

3. OBPA30OBATEJIBHBIE TEXHOJIOT'MHA

3.1. O0pa3oBaTeabHbIe TEXHOJOTHH NP NPOBEICHNHU JICKIHI

Ne

Tema Buael npumeHsembIx Kon-8o
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o0pa3oBaTeNbHbIX TEXHOJIOTUH | dYac
1 2 3 4
1 [JIoKyMEeHTBI U CIOCOOBI TOKYMEHTHUPOBAHUS TpaguimonHoe o0yueHue 2
YHubukanus W CcTaHIapTH3alUs  JIOKYMEHTOB.
2 (ukan Aap I JIOKY TpagumonHoe o0yueHue 2
Cuctembl JOKyMEHTAIlUU
3 |PexBHU3UTHI M OJaHKHU JOKYMEHTOB. TpamunronHoe oOoydeHue 2
4 Opranu3anroHHO-PACTIOPSTUTETbHAS PasBuBatoiiee 00y4ueHue )
nokyMmeHTanusi. OpraHu3alMoHHbIE TOKYMEHTbI
5 |Opranuzanus JOKYMEHT0000pOoTa PasBuBatoiiee 00yueHue 2
6 Opranuzanus  perucTpaluy  JOKYMEHTOB  H/IpaguiimoHHOE 00yueHHe )
KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB
7 |Opranu3zanus OnepaTUBHOTO XPAHEHUS JOKYMEHTOB(I pauIlMOHHOE 00yUeHHE 2
] [lopsinok nmepenaun JOKYMEHTOB B apXMB WJIM Ha  |[[paauiiuoHHOE 00yueHue )
VHUYTOXKCHHE
Hroro no kypcy] 16
B TOM UYHMCJIC HHTEPAKTHBHOE 00yueHue*| 6
3.2 Odopa3oBaTe/ibHbI€ TEXHOJIOTHH NPH MPOBEIEHNH MPAKTHYECKUX 3aHATHIH
(ceMuHapCKHUX padoT)
Buael nprumeHsemMbIx Kou.
Ne Tema 3ansaTHA AbL TP .
00pa30BaTeNbHBIX TEXHOIOTUN | Yac
1. |{Odopmiienre opraHu3aIMOHHBIX JOKYMEHTOB PenpoaykTuBHOE 00yUeHME
2. |OdopmiieHne pacropsIUTEBHBIX JOKYMEHTOB PenponykTuBHOE 00yUeHME
Peructparus BXOAAMKUX, UCXOASAIIUX U 2
3. |BHYTpEeHHUX JOKYMEHTOB B JKypHAJIe U Ha Keiic-Texnomnorus
KapTOuKe
OdopMieHre OCHOBHBIX PEKBH3UTOB U OCHOBHOM 4
OpraHU3alOHHO-PACTIOPSAUTEIHLHOM
4. |°P 1 P P PenpoaykTuBHOE 00yUeHME
nokymeHTanuu ¢ nomoipsio [IIDBM. Coznanue
mabJIOHOB JOKYMEHTOB
Uroro no kypcy| 10
B TOM YHCJIC€ HHTEPAKTHBHOE 00ydeHne™

4. YCJIOBUA PEAJIMSALIAUA ITPOT'PAMMBI IUCHUITJIUHBI
4.1. MarepuajbHO-TeXHHYECKAS 0a3a, HeoOxoauMasi A OCYIEeCTBJICHUS
00pa30BaTeIbLHOIO NMpPoIecca Mo JMCUUILTHHE
Peanuzamus yueOHOM NTUCIMIUIMHBI OCYIIECTBIISETCS B CIICIMAIEHO 000PY/I0BAHHOM KaOWHETE:
ayJIUTOPHSL.
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HanmMmeHoBaHMe IMKIIOB,
[pa3zienoB, TUCIUIUINH,
mpodeccnoHaTbHBIX
monynen, MJIK, npaktuk

HanmeHnoBanue yueOHBIX
KaOMHETOB, J1a0opaTopui,
MacTEPCKUX U IPYTUX
MMOMEILEHUH ISl pealIn3alu
00pazoBaTebHON MTPOTPaAMMBI

OCHAIIEHHOCTh yU4eOHbIX KAOMHETOB,
nabopaTopuid, MACTEPCKUX U JAPYTUX
MMOMEILEHUH ISl pealin3aliu
00pa30BaTENLHON MPOTPAMMBI

J/loxyMeHTauMoHHOE
oOecreueHne
yIIpaBJiIeHUs

Kabuner 10KyMeHTaIIHOHHOTO
o0ecrieyeHus ynpaBiieHUs,
350063 r. Kpacuogap yi1.
Mupa, 29, ayn. 8

Y4eOHast MeOenb M CHCTEMBI XpaHCHHUS
(tocka KJaccHasi, CTOJ M CTYJ
MperoaaBaTeis, CTOIbl U CTYIIbs
y4eHHUYeCKue, Kbl A1 XpaHEHUS
y4eOHBIX TOCOOMH, CHCTEMBI XpaHCHHS
TaOJIHIT ¥ TJIAKaTOB);

TEXHUYECKUE CPEICTBA OOyUEeHHS (HOyTOYK
npenojasaress - 1 mT., BUACOnpoeKTop - 1
IT., 9KpaH - 1 mT., munensuonnoe [10);
JIEMOHCTPAIIMOHHBIC YIeOHO-HATIISTHBIC
nocoOust (KOMIUIEKT CTEH/IOB). 3JIEKTPOHHBIE

cpeAcTBa 00yUYeHHS

Y4eOHO-MeTOIMYEeCKHE MaTepualbl JJIsi CaMOCTOSTEIbHON paboThl OOyYalomuxcs M3 YHcia
UHBAJIUAOB M JIMI[ C OIPAaHMYCHHBIMH BO3MOXHOCTSIMU 370poBbsi (OB3) mpenocraBistorcst B
dopmMax, aJanTHPOBAHHBIX K OTPAaHUYEHHSIM HX 3710pOBbS U BoCTIpuATHS HH(popMmannu: J{ist i
C HapyIICHUSAMH 3PCHHUS:
- B IIeYaTHOW (popMe yBEITUUCHHBIM MIPUPTOM,
- B (opme smekTpoHHOTO nOKymeHTa, s mmm ¢
HapYyUICHUSMH CITyXa:
- B IIeUaTHOU ¢opme,
- B (popMe 3IIEKTPOHHOTO JTOKYMEHTA.
JUist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTra:
- B Ie4yatHou dopme,
- B (popmMe 2IEeKTPOHHOTO TOKYMEHTa

4.2. IlepeyeHb HEOOXOAMMOI0 IPOrPAMMHOIO O0ecreYeHus!

e OmnepanunonHas cucrema Microsoft Windows 10

e [laker nporpamm Microsoft Office Professional Plus

e 7-zip GNULesser General Public License (cBo6omHOE MporpaMMHOE 0OECTICUCHHE, HE
OTpaHUYCHO, OECCPOUHO)

e Unutepuer Opayszep Google Chrome (OecraTHoe mporpaMMmHOE oOOecrieueHue, He
OTpaHUYEHO, OECCPOUHO)

o K-Lite Codec Pack — yHuBepcalbHBIHI
JIEKOJUPOBINMKOB) W yTHIUT JJIsi MIPOCMOTpa W 00paboOTKM ayamo- W BUaeO(hailioB
(6ecrutaTHOE MporpaMMHOe obecriedeHne, He OTPaHUuYEeHO, OECCPOUHO)

e WinDjView — mporpamma nnsi mpocmotpa (daitmoB B dopmare DIV u DjVu
(cBOOOIHOE TTPOTPAaMMHOE 00eCIIeUeHHE, HE OTPpaHUYEHO, OECCPOUHO)

NPUKIAJHOE TMPOrpaMMHOE oOOecrneueHue g MPOCMOTpa

JJIGKTPOHHBIX  JIOKYMEHTOB B  CTaHAapTe

oOecrieueHne, He OTPAaHNICHO, OECCPOIHO)

e Foxit Reader —

Ha0Op KOJEKOB (KOAMPOBIIMKOB-

PDF (6ecruiatHoe mporpamMmMHOE

S. HEPEYEHb OCHOBHBIX U JONNOJHUTEJIBHBIX NTHOPOPMAIIMOHHBIX
NCTOYHHUKOB, HEOBXO/JUMBIX JJI51 OCBOEHUA JTUCIIUIIJIMHbI

5.1. OcHoBHas JauTEpaTypa
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1. Ky3nenos, 1. H. JlokymeHTanimuoHHOE oOecriedeHre yrpaBieHUs.
JIoKyMEHTOOOOPOT U JIETOMPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JIJIsl CPEJTHETO
npodeccuonansaoro oobpazosanus / Y. H. Ky3nernos. — 3-e uzn., nepepab. u gom. —
Mockasa : U3natensctBo FOpaiit, 2022. — 462 ¢. — (IIpodeccuonansuoe
obpazoBanne). — [SBN 978-5-534-04604-5. — TexkcT : 2IeKTpOHHBIH //
Oo6pazoBatenbHas miaropma FOpaiit [caitt]. — URL: https://urait.ru/bcode/490168

JlonoJIHUTEIbHAS JIUTEPaTypa

1. [lyBanosa, H. H. OCHOBBI 1€70MIPOU3BOJICTBA : YYEOHUK U MTPAKTHUKYM
15 cpeaHero npodeccruonanbHoro odbpazoranus / H. H. lllysanosa, A. 1O. lBanoga ;
nox obmieit pegakuueit H. H. [llyBanoBoii. — 3-e u3 ., nepepad. u gomn. — Mocksa :
M3patensctBo KOpaiit, 2022. — 384 c. — (IIpodeccuonanbHoe 06pazoBaHue). —
ISBN 978-5-534-15488-7. — Texct : anexkTpoHHbIi // Obpa3oBarenbHas miatdopma
FOpaiir [caitT]. — URL: https://urait.ru/bcode/507981

2. Konun, H. M. IIpaBoBbIe OCHOBBI YIIPAaBIEHUYECKOMN AEATEIBHOCTH :
ydaeOHOe Tocodue st cpeaHero npodeccuonaabHoro oopaszosanus / H. M. Konus,
E. 1. Maropuna. — Mocksa : MU3narensctBo FOpaiit, 2022. — 139 ¢. —
(ITpodeccuonanpuoe odpazoanue). — ISBN 978-5-534-09852-5. — Teker :

anekTpoHHbIH // OOpazoBatenbHas miatdopma FOpai [caitt]. — URL:
https://urait.ru/bcode/492523

HopMaTuBHO-IpaBOBbIE TOKYMEHTbI
Konekcol

1. Poccuiickas @enepanus. 3akoHbl. brokeTHbI koneke Poccuiickoit @enepannu
: BK : Tekcr ¢ m3meHeHus MU U AonoiaHeHussMU Ha 16 ampens 2022 roja : OpHUHAT
lNocynapcreennoit Jlymoit 17 utonsa 1998 roga : omo6pern Coserom Denepanuu 17
utoniss 1998 roma // Koucynprantllimtoc : cpaBouHO-TipaBoBasi cuctema. — MOCKBa,
1997— . — 3armn. ¢ TuTys. SKpaHa.

2. Poccuiickass ®@enepanusi. 3akoHbl. ['paxnanckuit  komekc  Pocculiickoit
®enepanun : yacth nepsast : ['K : TEeKCT ¢ M3MEHEHUSIMU U JIONOJHEHUSAMHU Ha 25
dbeppanst 2022 roga : npunar locymapctBenHon [ymoiut 21 oxtsa6ps 1994 roma //
Koncynsrantlitoc : cnpaBodHo-nipaBoBasi cucrema. — MockBa, 1997— . — 3ami. ¢
TUTYJ. SKpaHa.

3. Poccuiickas  @enepauusi. 3akoHbl. ['paxnanckuii  komekc Pocculickoit
®enepaunu : yacth Bropas : ['K : TeKCT ¢ u3BMEHEHUSIMU U JOMIOJHEHUSIMA HA | urons
2021 roma : mnpunsar locymapctBennoit J[lymon 22 okrabps 1995 roma //
Koncynerantllntoc : cnpaBouHo-nipaBoBasi cucreMa. — Mocksa, 1997— . — 3ann. ¢
TUTYJ. SKpaHa.

4. Poccuiickass ®enepanus. 3akoHbl. [paxaaHckuid kojekc  Poccuiickoi
Oenepainuu : yacth TpeThd : 'K : TEKCT ¢ MUBMEHEHUSIMU U IONOJIHEHUSIMUA Ha | urons
2021 rona : mpunsar l'ocynapctBennoit Jlymoit 1 Hosiopst 2001 rona : omodbpen CoeTom
Oeneparuu 14 wosi6pst 2001 roma // Koucynerantllimroc : crpaBoOdHO-IIpaBOBas
cucteMa. — MockBa, 1997— . — 3ar. ¢ TUTYIL. SKpaHa.
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5. Poccuiickas ~@enepauusi. 3akoHbl. ['paxnanckuii  komekc Pocculickoit
®enepaunu : yacth yerBepras : 'K : TekcT ¢ M3MEHEHUsIMU U JOTIOJIHEHUsIMU Ha 11
utoHs 2021 rona : npunsaT ['ocynapcreennoit Jlymon 24 Hos0ps 2006 roxa : onoOpeH
Coetom @enepaunu 8 aexabps 2006 roma // Koncynerantllmtoc : crnpaBoyHO-

npaBoBas cuctema. — Mocksa, 1997— . — 3ami. ¢ TUTyI. 3KpaHa.
6. Poccuiickas ®enepauusa. 3akonbl. Kogexkc Poccuiickoit ®enepanuu 00
aJIMUHUACTPATUBHBIX MpaBoHapymieHusx : KoAIl : TekcT ¢ u3MEeHeHusAMH U

nononHeHussMu Ha 16 ampens 2022 ropa : npunsar ['ocymapctBennoit Jlymon 20
nekabpst 2001 roma : omoopen Coerom dDeneparmu 26 nexadbps 2001 roma //
Koncynwrantllntoc : cnpaBoyHo-nipaBoBas cucteMa. — Mocksa, 1997— . — 3armn. ¢
TUTYJI. DKpaHa.

7. Poccuiickas ®@enepanusi. 3akonsl. Hanorossiil konexe Poccuiickoit @enepanui :
yacTh neppas : HK : Tekct ¢ uamMeHenusiMu U aonojiHeHuaAMu Ha 1 masg 2022 roxa :
npuHAaT ['ocynapctBenHoi Jlymoii 16 urons 1998 roaa : ono6pen Cosetom deaeparuu
17 wrons 1998 rona // Koncynwsrantllinroc : cripaBouHO-TIpaBoBasi cuctema. — MOCKBa,
1997— . — 3arn. ¢ TUTYa. 3KpaHa.

8. Poccuiickas ®enepanus. 3akonbl. Hanorosslii koneke Poccuiickoit deaepanuy :
yacTh Bropas : HK : TekcT ¢ u3aMeHeHus MU U jonojHeHusAsMHu Ha 1 masg 2022 rona :
npuHaT [ocynapctBennoit Jlymoit 19 urons 2000 roxa : omobpen Coetom dDenepanuu
26 utons 2000 rona // Koncynsrantllntoc : cipaBodHO-TIpaBoBasi cuctema. — MOCKBa,
1997— . — 3am1. ¢ TUTYIL. SKpaHa.

9. Poccuiickas Penepannsi. 3akoHbl. O BHECEHMM M3MEHEHUN B YAaCTH MEPBYIO U
BTOpyto  HamoroBoro  komekca  Poccuiickoi  ®Deaepaumi W OTIEJbHBIC
3aKkoHoAaTenbHble akThl Poccuiickon @enepanuu : @enepanbhbiii 3akoH Ne 305-D3 :
npuHatr ['ocynapctBennoit Jlymoit 16 wurons 2021 roma : omobpen CoBeTom
®enepauuu 23 wutons 2021 roma // Koucynbrantllmtoc : crnpaBo4HO-TIpaBoBas
cucreMa. — MockBa, 1997— . — 3ari. ¢ TuTyJ1. 3KpaHa.

10. Poccuiickas ®enepanus. 3akoHbl. O BHECEHMM HW3MEHEHU B YacTh
nepByto HanoroBoro koaekca Poccuiickoit @enepanuu : OenepanbHbiii 3akoH Ne 379-
®3 : mpunar ['ocymaapcrBennoi ymoit 16 Hosi06ps 2021 rona : omobpern CoBeTom
Oeneparun 19 Hos0pss 2021 roma // Koncynbrantllntoc : crpaBoyHO-IIpaBOBas
cucreMa. — MockBa, 1997— . — 3ari. ¢ TuTyI1. 3KpaHa.

11. Poccuiickass ®enepanusi. 3akonbl. TpymoBoii komekc Poccuiickoit
®eneparuu : TK : TekcT ¢ n3MEHEHUSAMU U JOTOIHEHUsIMU Ha 25 deBpans 2022 roaa :
npuHatr locynapctBenHoit Jymonr 21 pgexadps 2001 roma : omoOpen CoBerom
Oeneparuu 26 naexadbps 2001 roga // Koncynerantllnioc : crpaBodHO-TIpaBOBas
cucrteMa. — Mocksa, 1997— . — 3ar. ¢ TUTyIL. SKpaHa.

12. Poccuiickas ®@enepamusa. 3akoHbl. YTOJIOBHBIM KOJeKC Poccuiickoit
Oenepanyu ;. YK : TEKCT ¢ U3BMEHEHUAMU U JOMOJIHEHUSIMU Ha 25 Maprta 2022 roja :
npuHAaT ['ocynapctBenHoit Jlymoit 24 mas 1996 rona : onqobpen Coetom deneparuu
5 uronst 1996 rona // Koncynwsrantllnroc : cnpaBouHO-ipaBoBasi cuctemMa. — MOCKBa,
1997— . —3arn. ¢ TUTYJL. SKpaHa.

DenepajbHble 3AKOHBI

1. Poccuiickass ®enepaums. 3akoHbl. O CcTpaTeruyeckoMm IIJIAHUPOBAHHHM B
Poccutickoit @enepanuu : OenepanbHbiil 3akoH Ne 172-D3 : TEKCT ¢ UBMEHEHUSIMU U
nononaHeHussMA Ha 31 utons 2020 roxa : npunar ['ocynapcrBeHHoi Jymoit 20 uroHs
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2014 rona : omobpen CoseroM Denepanuu 25 utons 2014 rona // KoncynwsrantlLitoc :
CIIPaBOYHO-TIpaBOBas cucrteMa. — Mocksa, 1997— . — 3ari. ¢ TuTyJ. sKkpaHa.

2. Poccuiickass @enepanus. 3akoHbl. O pbIHKE MMEHHBIX Oymar : demepanbHBIN
3akoH Ne 39-D3 : TeKCT ¢ U3BMEHEHHUSIMHU U JomojaHeHussMUA Ha 16 ampens 2022 rona :
npuHsaT [ocynmapctBennoit Jlymoit 20 wmaptra 1996 roma : omobpern CoBeToM
Geneparun 11 anpenst 1996 rona // Koncynsrantllmioc : cmnpaBouHo-paBOBast
cucrtema. — Mocksa, 1997— . — 3ariu. ¢ TuTyn. 3KkpaHa.

3. Poccuiickas @enepanus. 3akoHbl. O 0aHKax W OaHKOBCKOM MESITEIBHOCTH :
OenepanbHbiil 3ak0H Ne 395-1-D3 : TEKCT C M3MEHEHUSIMU M JOMOJIHEHUSIMU Ha |
anpens 2022 rona : npuHAT 2 aexkadps 1990 roga // Koncynbrantllntoc : cripaBoyHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYyJ1. 3KpaHa.

4. Poccuiickas @epneparus. 3akonbl. O IlenTpansHom Oanke Poccuiickoit
Odeneparuu (banke Poccun) : @enepanbubiil 3akoH Ne 86-D3 : TEKCT ¢ UBMEHEHUSIMHU
u pononaHeHusiMu Ha 30 aexabps 2021 roxa : nmpussaT ['ocyagapctBenHon Jymoit 27
utonst 2002 roga // Koncynwsrantllntoc : cmpaBodHO-TipaBoBasi cuctema. — MOCKBa,
1997— . —3arn. ¢ TUTYJ1. SKpaHa.

5. Poccuiickass @epnepaiusi. 3akoHbl. O rocyaapCTBEHHONW KOpIIOpaluy pa3BUTHUS
«BOB.P®y : ®enepanbhbiii 3akoH Ne 82-D3 : TEKCT ¢ UBMEHEHUSIMHU U JOTIOJTHEHUSIMHU
Ha 2 utons 2021 roma : mpunar ['ocyaapctBennor [ymoit 20 ampens 2007 rona :
onobpen Coserom Denepannu 4 mas 2007 roga // Korcynsrantllntoc : cnpaBouHo-
npaBoBas cucreMma. — Mocksa, 1997— . — 3ari. ¢ TUTYJI. SKpaHa.

6. Poccuiickas ®enepanus. 3akonbl. O Oyxranrepckom yuete : denepanbHbli
3akoH Ne 402-D3 : TeKCT ¢ u3MeHeHusIMU 1 JonosiHeHussMu Ha 30 nexabpst 2021 roga :
npuHatr ['ocygapctBenHor Jlymon 22 Hos0ps 2011 roma : omobpen CoBeTom
Oeneparun 29 Hos0pss 2011 roma // Koncynbrantllntoc : crnpaBoyHO-TIpaBOBas
cucteMa. — MockBa, 1997— . — 3ari. ¢ TUTyJ1. 3KpaHa.

7. Poccuiickas ®@enepanus. 3akoHbl. O0 OTBETCTBEHHOCTH 3a HapYILIEHUE MOPSAKa
MPEACTABICHUS TOCYJAPCTBEHHOM CTATUCTUUECKON OTUETHOCTH : 3aKOH PD No 2761-1
TEKCT C U3BMEHEHUsAMU U JonojiHeHusaMHu Ha 30 nexadpsa 2001 roxa : npussaT 13 mad
1992 rona // Koncynsrantllntoc : cipaBouHo-mipaBoBast cucreMa. — Mocksa, 1997— . —
3arj. ¢ TUTYJ. SKpaHa.

8. Poccuiickas ®@enepanusa. 3akoHbsl. O 3ammrTe KOHKypeHUuU : DenepaibHbIil
3akOH Ne 135-dD3 : TeKCT ¢ U3BMEHEHUsIMH U JAomnoJHeHussMu Ha 1 anpens 2022 roja :
npuHsT ['ocynapcrBennoit Jlymoit 6 uronst 2006 roga : omobpen Cosetom Denepanuu
16 uronsa 2006 rona // Koncynerantllmtoc : cipaBoYHO-IIpaBoBasi cucteMa. — MoCKBa,
1997— . — 3armn. ¢ TuTYyJ. SKpaHa.

9. Poccuiickass ®enepanus. 3akoHbl. O BHECEHWU H3MEHEHUW B (enepanbHbIN
3akoH «O OyxranarepckoM yuere» : denepanbHblii 3akoH Ne 444-D3 : TEKCT ¢
M3MEHEHUSIMHU U JIONOJHEeHUsIMU Ha 26 urons 2019 roga : npussaT ['ocyaapcTBeHHOM
Hywmoit 15 nosi6ps 2018 roxa : omodpen Coetrom Deneparnuu 23 HosiOpst 2018 roxa //

Koncynbrantllntoc : cnpaBouHo-npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢
TUTYJI. SKpaHa.
10. Poccuiickas ®enepauusi. 3akoHbl. O BHECEHHMM HM3MEHEHUH B YacTh

nepByto Hanorosoro koaekca Poccuiickoit denepannu : OenepanbHbliii 3akoH No 5-D3

npuasaT ['ocymapctBennout [ymoii 21 suBaps 2020 roma : omoO6pen CoBetom
Oenepanuu 22 suBaps 2020 roma // Koucymerantllmioc : crnpaBodHO-TIpaBOBas
cucrtema. — Mocksa, 1997— . — 3ariu. ¢ TuTy. 3KpaHa.
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11. Poccuiickas ®enepanus. 3akoHbl. O BHECEHUMM HU3MEHEHUH B 4YacTH
nepByto v Bropyro HanoroBoro komexkca Poccuiickon ®Denepanv U OTIEIbHBIC
3aKoHozarenbHble akThl Poccuiickoit @enepannu : denepanbubiii 3akoH Ne 374-D3 :
TEKCT C HW3MEHEHUSIMU U JONOJHEHUsiMu Ha 26 wmapta 2022 roma : HOPUHSAT
I'ocynapctBerHou ymoit 11 mHos0pst 2020 roma : ogmodpen CoBetom Deneparun 18
HOs10pst 2020 rona // Koncynsrantllntoc : cmpaBogHO-TIpaBoBas cuctema. — MOCKBa,
1997— . —3arn. ¢ TUTYJ1. SKpaHa.

12. Poccuiickas ®enepauusi. 3akoHbl. O BHECEHHMM HM3MEHEHUN B YacTh
BrOpyto HanoroBoro konekca Poccutickoin @enepanuu : @enepanbhbiii 3akoH Ne 265-
®d3 : TEeKCT ¢ U3MEHEHUSIMH W JOMNOJHEeHUsMU Ha 23 Hos0ps 2020 roma : MpUHST
[NocynapctBennout Jlymoii 22 urons 2020 roma : omobpen Coetom Deneparuu 24
utosist 2020 rona // Koncynbrantllntoc : cnpaBoyHO-ipaBoBas cucteMa. — MOCKBa,
1997— . — 3armn. ¢ TuTyJ. SKpaHa.

13. Poccuiickas @enepanusi. 3akoHbl. O BHECEHUU U3MEHEHUM B OTIECIbHbBIC
3aKoHozarenbHble akThl Poccuiickoit @enepannu : denepanbubiii 3akoH Ne 473-D3 :
npuHsaT [ocynmapctBennoit [ymoit 16 aexabpss 2020 roma : omobpern CoBeToMm
Oenepanuu 25 nexadbpst 2020 roma // Koncymprantllmroc : crmpaBodHO-TIpaBOBas
cucteMa. — MockBa, 1997— . — 3ari. ¢ TUTYyJ1. 2KpaHa.

14. Poccuiickas ®@enepanus. 3akoHbl. O BHECEHHMH MU3MEHEHUM B OTIEIbHbBIC
3aKOHOJIATeNbHBIC aKThl Poccuiickoit denmepanuu MO BOMpOcaM 005S3aTeIHLHOTO
conuanbHoro crpaxopanus : Genepanbubiii 3aKk0H Ne 126-D3 : TekCcT ¢ U3BMEHEHUSIMU
U JonoJiHeHUuAMHU Ha 26 mast 2021 roaa : npunat ['ocynapctBennoi Jlymoit 22 anpens
2021 roma : onpobOpen Coerom Denepaumu 23 anpenrs 2021 roma //
Koncynprantllntoc : cnpaBoyHo-mpaBoBas cucteMa. — MockBa, 1997— . — 3arn. ¢
TUTYJ. KpaHa.

ITocranoBaenust, pacnopsi:kenus [lpasurenscrea PO

1. O mpenenbHOW BenuyuHe Oa3bl JJII UCYMCIECHHUS CTPAXOBBIX B3HOCOB Ha
00s13aTeIPHOE COIMAIBHOE CTPAaXxOBAaHUE HA CIy4Yall BPEMEHHOUW HETPYI0CTOCOOHOCTH
U B CBSI3M C MAaTEPUHCTBOM U Ha 0053aTelIbHOE TICHCMOHHOE CTpaxoBaHue C | siHBaps
2021 r. : IToctanosnenue [IpaBurensctBa Poccuiickoit deneparuu ot 26 HosaOps 2020
roga Ne 1935 // Koncynpsrantllintoc : cipaBouHo-1paBoBasi cucrema. — Mocksa, 1997—
. — 3ari. ¢ TUTYJL. 3KpaHa.

2. O6 yrBepxaeanu [lomoxxeHuns 06 0COOEHHOCTSIX MOPSAKA UCUUCICHUS TOCOOUI
0 BPEMEHHON HETPYIOCIOCOOHOCTH, MO OEPEMEHHOCTH U POAaM, E€XKEMECSIYHOTO
nocoOuss MO yXOay 3a peOdEHKOM TrpakJaHaM, MOJIeKAIUM 0053aTeIbHOMY
COIMAJIbHOMY CTPaXOBAaHUIO Ha ClIy4yail BpeMEHHOM HETPYJ0CHOCOOHOCTH U B CBSI3U C
marepuHcTBOM : IloctanoBienue IlpaBurensctBa Poccuiickoit @enepanuu ot 11
centsiOps 2021 roma Ne 1540 // Koncynbrantllntoc : cipaBouyHO-IIpaBOBasi CUCTEMA. —
Mocksa, 1997— . — 3ari. ¢ TUTYyJ1. 3KpaHa.

HopMaTuBHBIE aKTHI MUHUCTEPCTB U BEIOMCTB

1. O BHeceHMHM H3MEHEHHMM B MpuKa3 MwuHucTepcTBa (uHaHCOB Poccuiickoi
®enepatnn ot 2 urona 2010 r. Ne 66 «O dopmax OyxraaTepckoil OTYETHOCTH
opranuzanuity : [Ipukaz MunuctepctBa ¢unancoB Poccuiickoit deneparuu ot 19
anpenst 2019 rona Ne 61n // Koncynerantllintoc : cnpaBoyHO-mIpaBoBasi cucrtema. —
Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa.

2. O BHecenuu wusMeHeHuil B [lomojkeHne mo OyXrajJTrepckoMmy yueTy «Yder
rocyaapctBeHHoi nomourn» [1BY 13/2000, yTBepkaenHoe npukazoM MuHHCTEpCTBA
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¢bunancoB Poccuiickoit ®denepanru ot 16 okta0ps 2000 r. Ne 92n : Ilpukas
MunuctepcTBa puHancoB Poccuiickoit @enepanun ot 4 nexadps 2018 roma No 248 //
Koncynprantllntoc : cnpaBouHo-npaBoBasi cucremMa. — MockBa, 1997— . — 3arn. ¢
TUTYJI. KpaHa.

3. O BHECEHMM M3MEHEHMI B NPUIIOXKEHUsS K npuka3zy denepanbHOi HAIOTrOBOR
ciyx0b1 ot 23.09.2019 N MMB-7-3/475@ "OO yTtBepxaeHuun (OpMbI HAJIOTOBOM
JeKJIapalyy M0 HAJIOTy Ha MPpUObUIL OpraHU3allui, MOpsIKa €€ 3alOoJHEeHUs, a TaKkxKe
dopmara TmpencCTaBICHHUS HAJIOrOBOM JEKJapaldyd IO Hajlory Ha MpUOBLIb
opraHuzaiuii B 3JeKTpoHHOU ¢opme : [Ipukaz denepanbHONl HATOTOBOM CITY>KOBI OT
11 cenrsops 2020 roma Ne EJI-7-3/655@ // Koncynprantllmtoc : crpaBoyHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYyJ. 3KpaHa.

4. O0 yTBepxkIaeHUU (OpPMBI HAJOTOBOW AEKIapalMi MO HAJIOry Ha JOXOAbI
buznyeckux s (popma 3-HJIDJI), mopsiaka ee 3amosiHeHus, a Takxke (opmara
MPEACTABICHNUS] HAJOTOBOM JEKJIapallid MO HaJOTy Ha JAO0XOIbl (PU3MYECKUX JIHI] B
anekTpoHHo# dopme : [Ipukas DenepanbHON HATOTOBOM CITY>KOBI OT 15 okTs16pst 2021
roga Ne EJ[-7-11/903@ // Koucynerantllmioc : crnpaBouHO-IIpaBOBasi cUCTeMa. —
Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa

5. 06 ytBepxknenun denepanpHoro crangapra Oyxraiarepckoro ydera OCBY
27/2021 «/IoKyMeHTBI 1 JOKYMEHTOOOOPOT B OYXTaATepCKOM y4eTe» : B PelaKIHUU OT
23 nexabps 2021 roga : [Ipuka3 MunucrepctBa ¢punanco Poccuiickoit deneparnuu
ot 16 anpenst 2021 roga Ne 621 // KoncynerantlLitoc : cripaBouHO-IIpaBoBasi CUCTEMA.
— Mocksa, 1997— . — 3arn. ¢ TuTys. 3KpaHa.

6. O6 ytBepxkiaeHun dDenepanbHOTO craHmapra Oyxrairepckoro yderta DCBY
25/2018 «byxranrepckuii yuer apeHawbl» : IIpukaz MunucTepcTBa (UHAHCOB
Poccuiickoit ®deneparuu ot 16 oktsa6ps 2018 roga Ne 208u // Koncynwsrantllitoc :
CIIPaBOYHO-TIpaBOBas cucrteMa. — Mocksa, 1997— . — 3ari. ¢ TuTyJ. sKkpaHa.

7. O dopmax U cpokax MpejacraBieHuss B MUHUCTEPCTBO tocTuIMu Poccuiickoi
denepanuy OTYETHOCTH HEKOMMeEpYecKux opranusanui : IIpukas Mwunucrepcrsa
foctuiuu  Poccuiickoit  @enepatmu or 30 centsiops 2021 roma Ne 185 //
Koncynprantllntoc : cnpaBouHo-npaBoBasi cucreMa. — MockBa, 1997— . — 3arn. ¢
TUTYJI. SKpaHa.

HopmaruBHbie akTbl KpacHogapckoro kpast

1. O cTparernueckoM TIaHupoBaHur B KpacHomapckom kpae :  3akoH
Kpacnonapckoro kpast Ne 3267-K3 : TekcT ¢ U3MEHEHUSIMU U JOMOJHEHUsIMU Ha 14
okTsa0ps 2020 roaa : npuHAT 3akoHoaaTeabHbIM CoOpanuem KpacHonapckoro kpas 21
okTsa0ps 2015 roxa // Koncynbrantllntoc : cipaBouHO-TIpaBoBas cucrema. — MocCkBa,
1997— . — 3armn. ¢ TuTyJ. SKpaHa.

2. O0 yTBepKIEHUU TOCyJapCcTBEeHHOM mporpammbel KpacHomapckoro kpas
«ColMabHO-A)KOHOMUYECKOE U MHHOBALIMOHHOE pa3BuTHE KpacHomapckoro kpasp :
[TocranoBnenue I'nmaBwl anmuHucTpanuu (ryoepHaropa) KpacHogapckoro xkpas ot 5
okTsi0ps 2015 roma Ne 943 // Koncynprantllntoc : cripaBouHO-IIpaBoBasi cuctema. —
Mocksa, 1997— . — 3ariu. ¢ TuTyn. 3KpaHa.

5.3. Ilepuoanyeckue u31aHus

1. Jenonpou3BOACTBO: KypHaI
2. Jlenonpon3BOACTBO M IOKYMEHTOOOOPOT Ha MPENPHUATHN: KYPHAI
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5.4. Ilepeyenb pecypcoB MH(POPMANUOHHO-TEJIEKOMMYHUKAIMOHHOM CETH
«MHTEepHET», HEOOXOAUMBIX JJIsI OCBOCHHUA TMCHMILIMHBI

1. MuHHCTepCTBO HayKd U Bbicuiero obOpasoBanus Poccuiickoit ®enepanuu:
odunmaneHelii caifT. — MockBa. — URL: https:/minobrnauki.gov.ru

2. MunucrepctBo npocsemienus Poccuiickoit deneparnuu: opuIMaIbHbIA CalT. —
MockBa. — URL: https://edu.gov.ru/

3. Poccwuiickoe oOpaszoBanme: ¢eaepanbHbIii mopTai: cailT. — MockBa, 2002. —
URL: http://www.edu.ru

4. EnuHoe OKHO JOCTyma K 0OOpa3oBaTeNbHBIM pecypcaM: HH(pOpMaIMOHHas
cucreMa: caut. — Mocksa, 2005. — URL: http:/window.edu.ru

5. «YUEBA»: oOpazoBatenbHblii moptan: caiit. — Mocksa, 2000. — URL:

http://www.ucheba.com

6. OOpa3oBaHue Ha pPycCKOM: HpPOeKT ['ocyaapCTBEHHOr0 WHCTUTYTa PYCCKOTO
a3bika M. A. C. [lymkuna: caidt. — MockBa, 2015. —URL: https://pushkininstitute.ru/

7. eLIBRARY.RU: nHayuHas snekTpoHHas O6ubiuoreka: cait. —Mocksa, 2000. —
URL: https:/elibrary.ru

8. HanmonanbHas snekrponHas OouoOnuoreka (HOb): caiit. — Mocksa, 2021. —
URL: http://rusneb.ru

9. KubepJlennnka: Hay4yHas 3JeKTpoHHas Oubimoreka: cailT. — Mocksa, 2012. —
URL: http://cyberleninka.ru

10.«I"pamoTa.py» — cpaBoYHO-MHGOPMAIIMOHHBIN TopTall: calT. — Mockga, 2000.
— URL: http://gramota.ru

11.I'moccapuii.ru : cioyx0a TeMaTHYECKUX TOJIKOBBIX CIIOBapei: caiT. — MocCkBa,
2000. — URL: http://glossary.ru

12.«Academic.ru»: ciaoBapu W 3HIMKIONeauu: cait. — Mocksa, 2000. — URL:
http://dic.academic.ru

13. Koncynbrantlntoc: cripaBouHasi nmpaBoBasi cucrema: cat. — Mocksa, 1997, —

URL: http://consultant.ru (IocTyII 10 JIOKATBHOM ceTH)
14. DNEKTPOHHBIM  (POHA HOPMATUBHO-TEXHUYECKOW U HOPMATHBHO-IIPABOBOM

unpopmarmu Koncopuuyma «Kogekey»: caiit. — Cankt-IlerepOypr. — URL:
https://docs.cntd.ru/

6. METOAUYECKHUE YKA3ZAHUA [J151 OBYYAIOHIUXCHA IO OCBOEHHIO
JANCHUIIINHBI

HucuumnuHa  «/lokymMeHTanmoHHOe  oOecnedeHue  ymnpaBieHHs»  [peaycMaTpuBaeT
JCKIMOHHBIE W  TPAKTHYECKHE 3aHATHS. YCIENIHOEe UW3Y4YeHHE JUCHUIUIMHBI  Tpelyer
CUCTEMAaTUYECKOTO TIOCEUICHUS] 3aHATUN, aKTUBHOM pabOThl Ha MPAKTHYECKUX 3aHATHSIX,
BHITIOJTHEHNUST Y4eOHBIX 3aJaHWil MpenojaBaTelsi M CaAMOCTOSITENIBHONM paloThl  CTY/ACHTA,
O03HAKOMJICHHSI C OCHOBHOM U JIOMOJHUTEIBLHON JTUTEPATYPOM.

[To xypcy nmpeayCcMOTpEHO MPOBEICHUE JEKIMOHHBIX 3aHATHM, HA KOTOPBIX JAa€TCsl OCHOBHOU
CHCTEMaTU3UPOBaHHbIA MaTepuai. [Ipegnasnadenue nekuuii mo Kkypcy «CoBpeMeHHas OprrexHuKa u
OpraHu3aIys AeJIONPOU3BOICTBAY 3aKII0UAETCS B CIACAYIOMIEM:

- U3JI0’)KEHHUE BaXKHEHIIIeH nH(POpMaIIUK 110 3aJaHHOM TEMeE.

- TIOMOIIIb B OCBOCHUHU (DYyHAMEHTAIBHBIX MPOOJIEM Kypca.

- OMYJISIpU3aLMsl HOBEUIIINX JOCTUKEHUI COBPEMEHHOM HAYYHOU MBICIIH.
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CryneHTy mpeularaeTcsi HalMCaHUE  KOHCIEKTa JIeKIMHA:  KpaTKO, CXEMaTH4HO,
MOCJIEI0BATENbHO (DUKCUPOBATh OCHOBHBIE IOJIOKEHHSI, BBIBOJBI, (HOPMYIHPOBKH, OOOOIIEHMS;
IIOMEYaTh Ba)KHbIE MBICIIH, BBIIEIATH KIIIOUEBBIE CII0OBA, TePMUHBI. [IpoBepka TEpMUHOB, MOHATHH C
MOMOIIBIO SHUUKJIONEANH, CIOBapel, CIPABOYHHUKOB C BBIMHUCHIBAHUEM TOJKOBaHMHA B TETPaib
(cocraBmenune Te3aypyca). OOO03HAUUTH BOMPOCHI, TEPMHUHBI, MaTepHall, KOTOPBHIM BBI3BIBACT
TPYAHOCTH, TOMETUTh M TIOMBITaThCS HANTH OTBET B peKOMeHAyeMmoil mureparype. Ecmu
CaMOCTOSITENIbHO HE yaaeTcsl pa3o0paThCs B Marepuajie, HeoOXoaumo chopMyInpoBaTh BOIPOC H
3aJaTh MPET01aBaTel0 Ha KOHCYIbTAllUH, HAa TIPAKTUYECKOM 3aHATHH.

Jlexuu 1o AaHHOMY Kypcy NpPeNOCTaBISIIOT 0a30BYI0 OCHOBY JUIsl MCHOJIBb30BAHUS JIPYIHX
dopM y4eOHBIX 3aHATUN, TAKMX KaK CEMHUHAPCKOE 3aHSATHE, KOHCYJbTalus, 1 dhepeHInpoBaHHbIH
3a4er.

[IpakTryeckue 3aHATUS (CEMHHAPHI) MPeIHA3HAYEHBI IS YIITyOJIeHHOTO U3YUYEHUs TpeaMeTa,
OBJIQ/ICHUE METOJI0JIOTHEH, NMPUMEHHUTEIbHO K OCOOEHHOCTSIM H3ydaeMoil Hayku. Ha cemmHapax
CTYACHTBHI 3aKpEIUISIOT 3HAHUS, MOJYYCHHbIE Ha JIGKIMAX WIM M3 Y4eOHHMKOB, B MpoIecce HX
nepeckasa wim oocyxaeHus. [IoqroToBka kK 3aHATHAM), BBICTYIUIEHUE C COOOLIEHUSAMHU PACIIUPSIIOT
3HaHUS CTYAEHTOB IO KypCy.

JluakTH4ecKue eI ceMUuHapa:

-yrayOiieHue, CUCTeMaTH3alMs W 3aKpelyieHHe 3HaHWM, NpeBpalleHHe UX B yOeKIeHHS;-
MpOBEpKa 3HAHUM;

- IPUBUTHE YMEHHUI U HABBIKOB CAMOCTOSATEIBHOI paboThI ¢ yueOHUKOM, CTaThel U Tp.;

-pa3BUTHE KYJIbTYpbl peud, (pOpMUPOBAHHE YMEHHUs apryMEHTHPOBAHO OTCTauBaTh CBOIO
TOYKY 3pEHUSs, OTBEYasi Ha BOIIPOCHI APYTUX CTYIACHTOB M MPEIOaBaTes;

- YMEHHUE CIylaTh APYruX, 3a1aBaTh BONPOCHL.

B 3aBHCHMOCTH OT CTENEHU aKTUBU3ALMM MHEMHYECKOHN I MBICIUTEIBHON NEATEIbHOCTH
CTYACHTOB ()OpPMBI OpraHU3alMd CEMUHApCKHUX 3aHATHM MOXHO pa3feauTh Ha JABa Tuma: 1)
pPENpOAYKTUBHBIN U 2) MPOTYyKTUBHBIM.

PenpoayKTHUBHBINA THII OpraHM3alliy 3aHATUS HPEANONaraeT, IpeXkJe BCEro, aKTHUBH3ALMIO
MHEMHUYECKHX CIIOCOOHOCTEH CTyneHTOB. OHU JOJKHBI 3alIOMHHUTh M MEPECKa3aTh ONpEICTICHHBIN
y4eOHbI MaTepual Ha OCHOBE Marepuana JeKUUM HIM y4eOHMKOB WM IE€PBOMCTOYHHKOB.
[IpoayKTUBHBIA THUN OpraHU3alMM 3aHATUS NOPEANOiaracT aKTUBU3ALUIO  MBICIUTEIbHBIX
criocoOHocTe cTyneHToB. OHM JOJKHBI CPAaBHUTH, NPOAHAIN3UPOBATh, 000OLIUTH, KPUTUYECKU
OLIGHUTb, CJIEJIaTh YMO3AKIIOYEHNE Ha OCHOBE YCIBIIIAHHOTO WM MPOYUTAHHOTO Marepuana. Takoi
XapakTep 3aHATHIO NPHUAAET MOCTaHOBKA BOIIPOCOB ciedyromiero tuma: Yem oriamuaercsd...; Uro
oOmiero Mexay...; Kakue mexaHu3msbl...; Beiienure 10CTOMHCTBA M HEAOCTATKH... (IPEATOIaraercs,
YTO OTBETHI Ha 3TH BOIPOCHI B SBHOM BU/IE B YUEOHUKE UM JIEKIIMH HE JIaHbl).

Bun (popma) cemunapa onpenensiercsi CoepKaHUEM TeMbl, YPOBHEM MOATOTOBKU CTYACHTOB
JAHHOM TIpyIIbl, HaNpaBICHHMEM M MNpoQuUIeM HUX MOATOTOBKH, HEOOXOIUMOCTBIO YBS3aTh
npernojiaBaHue y4eOHOW NUCIUIUIMHBI ¢ JPYTUMHU JUCHMIUIMHAMH, U3yYaeMbIMH CTyACHTaMH. Bua
CeMHMHapa IpHU3BaH CIIOCOOCTBOBATH HauOoJyiee MOJTHOMY DPACKPBITUIO COAEPKAHUS U CTPYKTYPHI
o0Cyx/maeMoll Ha HEM TeMbl, OOECIeYUTh HAWOOJBIIYI0 AaKTHBHOCTh CTYACHTOB, pEIlICHHUE
II03HABATENBHBIX U BOCIIMTATENIBHBIX 3a/1a4.

B pamkax kypca mnpenmnonaraeTcs HECKOJIBKO BHJIOB CEMHUHAPCKUX 3aHATHHA, a HMEHHO:
BOIPOCHO-OTBETHBIA BHUJI CEMHHApa, CEMUHAP-IUCKYCCUS, aHaIW3 MPOOJEMHBIX CHUTYyalui,
o0CyX/1eHue MHCbMEHHBIX paboT cTyaeHTOB (pedepaToB). [ MOKOCTh BUIOB CEMUHAPCKUX 3aHITHH,
IIMPOKHE BO3MOXHOCTH IIOCTOSHHOTO HUX COBEPLICHCTBOBaHMS IO3BOJISIIOT HaubOoyiee IOJIHO
OCYILIECTBIISATh OOpaTHYIO CBSA3b C OOy4YaeMbIMH, BBIACHSS Ui ce0sl Psl BOIPOCOB, MMEIOIINUX
Ba)XKHOE 3HAYCHME AJIs1 IOCTAHOBKHU BCETO yUYEOHOTO MpolLecca.

[Ipy 1OArOTOBKE K MPAKTHUYECKOMY 3aHATHIO CTYAEHTHl HMEIOT  BO3MOXHOCTb
BOCII0JIb30BaThCsl KOHCYJIbTALUSAMU NPENOAABATES.

[Ipu moaroToBKe K MPAKTUYECKUM 3aHATUSM HEOOXOIMMO:

- TPUHOCUTH C COOOM PEKOMEHJOBAaHHYIO IpENoJaBaTelIeM JUTEpaTypy K KOHKPETHOMY
3aHATHIO;

- 10 OYEpEeJHOro MPAKTHYECKOro 3aHATHS 10 PEKOMEHIOBAaHHBIM JIUTEPaTypPHBIM
UCTOYHHKAM IpOpadboTaTh TEOPETUUECKUN MaTepHai, COOTBETCTBYIONICH TEMbI 3aHATHS;
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- B Hauaje 3aHATHA 3aJaTh MPENoJaBaTeNIi0 BONPOCHI IO MaTepualy, BbI3BaBIIEMY
3aTpyJHEHUsSI B €r0 MOHUMAHUU U OCBOEHUU MPU PEIICHUHU 3a]1a4, 3aJIaHHbBIX ISl CAMOCTOSITEIbHOTO
pelIeHus;

- Ha 3aHATHU JOBOJMTH KAKIYIO 33ady JO OKOHYATEIBHOTO pPEILIEHHUs, JEMOHCTPUPOBATh
MOHMMAaHNE MPOBEACHHBIX PAacUYEeTOB (aHAJIU30B, CUTYallMii), B Clly4ae 3aTpyJHEHHH oOpalmaTbcs K
IIPEnoAaBaTelio.

Ha 3aHaTHN OueHb Ba)KHO BBICIYIIATh BCTYMHUTEIbHOE CJIOBO MPENoAaBares, yACHUTh LeNb U
3a/1aud CeMUHApPCKOro 3aHsATus. Cieayer BHUMATENbHO CIIYLIATh BBICTYIUIEHUS CBOUX COKYPCHHKOB
U OBITh TOTOBBIM BBICTYIUTH C JIOTIOJHEHHEM, BBICKA3aTh CBOE MOHMMaHue mpoobiemsl. JKenaTenbHo,
YTOOBI BBICTYIUIEHHE OBLJIO CBOOOTHBIM, apryMEHTHPOBAaHHBIM. B Xone QucKkyccuu HEOoOXOIMMO
0003HaYUTh OCHOBHBIE TPOOJEMBI paccMaTpuBaeMoil Tembl ((peHOMEHa, CHTyalluu W T.1.), JaTh
o0ocHOBaHMA. BpICTyIuIeHHE 1O OCHOBHOMY BOIIPOCY HE JOJKHO mpeBblmarh 10-15 MuHyT.
JlonotHEHUsI MOTYT 3aHUMATh 10 S MUHYT. Konn4ecTBO JOMOJIHEHU M BOIPOCOB K BBICTYHAIOIIEMY
HE OrpaHWYeHo. Marepuan Kypca MOKET OBITh XOpOIIO YCBOEH JIMIIb B TOM Cly4ae, €ClIH €ro
u3y4yeHue OyJeT MPOBOJUTHCS PETryJISIPHO, CUCTEMATHYECKH, JO3UPOBAHO U PUTMUYHO, B TEUEHUE
BCEI0 CEMECTpA.

PexomMengauum no padore ¢ JJuTepaTypou

[Ipy wW3y4YeHWH IUCIUILUIMHBI Yy CTYACHTOB [IOJDKEH BBIPA0ATHIBATHCSA pAIlMOHATBHO —
KPUTHYECKHUH MOAXO0Jl K U3y4aeMbIM MpoOiIeMaM U SBJICHHUSAM. DTO BKIIOYA€T MOHUMAHHUE TOTO, YTO
CO BpeMeHeM psia WHPOPMAIMOHHBIX M TEOPETHUUYECKUX MATepUaATOB yCTapeBaeT, Tpelys
KpUTHYECKOro OoTHOWIEHUs. C Apyroll CTOPOHBI, KaXAbIM TEKYIIHI BOMPOC MMEET CBOI HMCTOPHIO,
KOTOPYIO TOKE IMOJIE3HO 3HaTh. Kaxkgoe coOBITHE MOXET MMETh pa3Hble WHTEPIpPETAlMU, TOITOMY
CJIOBa, CKa3aHHbIE MHOTO JIET Ha3aJ], MOT'YT UMETh BaKHOE 3HAUCHUE.

UToObl MOHATH COACpKAHKIE MaTepuana, Hy)KHO YMETh €ro Mpo4YuThiBaTh. HaunmHath ciexyer
C TPEeIBAapUTEIBLHOTO IMPOCMOTPA, B XOJIe KOTOPOTO O3HAKOMUTHCA C Ha3BaHMEM paboThl, C
aHHOTAIlMEeH, OTJIaBJIICHHUEM, MTpeaucioBrueM. YacTo 3ampIcen paboThI SICEH y)KE TPU O3HAKOMIICHHUH C
ee Ha3BaHueM. Ho oco0eHHO MHTEepeceH MPOCMOTp OIJIaBIIEHUS, B pe3yIbTaTe KOTOPOI'O CTAHOBUTCS
SICHBIM Pa3BUTHE MBICTH aBTOpa. Herioxo 0110 ObI MOSBUBIIMECS MPU ATOM MBICITH 3aUKCHPOBATH
Ha Oymare.

[IpocmaTtpuBasi TEKCT OIJIaBICHHS, HYKHO OCTAaHOBUTHCS Ha TeX TJiaBaX, KOTOpbIE
MPEJICTaBISIIOT Ui Bac OCOOCHHBINM WHTEpeC, OErjiio O3HAKOMHUTHCS C HUMH, COCTaBJsAs B OOIIMX
yepTax CBOE IMPEJCTABIEHUE O HUX. Llenb 3TOro AeMCTBUS — HAWTH MECTA, OTHOCAILIUECS K UCKOMOU
TeMe, ONPEJIEHUB MPU ITOM, YTO LIEHHOTO B KaXI0M U3 HUX.

Crnenmyronuii 5Tan — NPOYTEHHE BHIICTICHHBIX MECT ¢ (PUKCAllMel caMbIX TJIABHBIX CBEICHUMU.
[Ipu 3TOM HamO YETKO M SICHO OCO3HABaTh LENIb YTEHHS, MOCTOSIHHO Jepxka ee mepea coOoi: mo
KaKoOMy BOIIPOCY HYy)XKHa WH(pOpMAIlvs, A Yero Hy»Ha, €€ XapakTep W T.O. HE0OXOJUMO MEHSTh
peXHUM 4YTEHHS — OT Oerjoro BAYMYHBOIO — B 3aBUCHUMOCTH OT IEHHOCTH HH(OpMAINH,
OCTaHaBIUBASICh TaM, IJI€ 3TO TpeOyeTcst sl TITyOOKOTo MOHUMAHHUS TEKCTA.

CrnenyeT HayuuThCS ONPENENSTh CTPYKTYpy TEKCTa IO COMOJYMHEHHOCTH €ro 4Yacrew,
YYUTHIBAs B3aHMMOCBSI3b TEKCTAa C PUCYHKAMH, CHOCKaMH, MPUMEYaHHSIMH W Tabmuramu. Bce 31O
MOMOXET MMOHUMAHUIO TEKCTa MpU OETrJIoM 03HaKOMJIEHHH ¢ HUM. Tak BbIpabaThIBaeTCsi CHOCOOHOCTh
IIPU IPOUYTEHHUH cpa3y MOHUMATh CMBICI U 3HaYCHHE HOBOW MH(OPMAIIHH.

MHorue KHUTM U CTaTbU MMEIOT B CBOEM allapaTe CHUCKU JIMTEPaTypbl, KOTOPhIE NAOT
BO3MOXHOCTH IMOTIOJHUTH HH()OPMAIIMOHHYIO OCBEIOMIIEHHOCTh O JIOTIOJIHUTENBHOM JIUTEpaType 1o
JTAaHHOMY BOTIPOCY.

OTnenbHBIA 3Tan MPOUYTEHUS — BEJEHUE 3anuceid mpouyuTaHHOTo. CyIlecTBYeT HECKOJIbKO
BU/JIOB 3alMCEeH: MJ1aH, BHIMUCKU, TE3UCHI, aHHOTAIUS, PE3IOME, KOHCIIEKT.

[TnanoM ymoOHO MOJB30BATHCS MPU MOJATOTOBKE K YCTHOMY BBICTYIUICHHIO 1O BBIOpaHHOU
teme. Kaxaplii MyHKT IJIaHa JOJKEH pacKpblBaTh OJHY M3 CTOPOH M30paHHOI TeMbl, a BeCh IUIaH
JIOJDKEH OXBaThIBATh €€ LIEJIMKOM.

Te3ucel mpenmosaraloT CXaToe W3JI0KEHHE OCHOBHBIX IIOJIOKEHUH TekcTa B (opme
yTBEpXKACHHUsT wiu oTpumanus. OHU SBISIOTCS  Oosiee  coBepineHHOW (opMoi 3amuceil u
MPEJICTaBIISIIOT OCHOBY JUIst JUcKyccuu. K ToMy e X JIerko 3allOMHHUTb.

AHHOTaIMS — KPaTKOE U3JI0KEHHUE COJIePKAHUS — JaeT o0Iee MpeicTaBieHue o padboTe.

Pe3tome kpaTko xapakTepu3yeT BbIBOJbI, II1aBHbIE UTOTH MPOU3BEICHUS.
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Koncniekr siBnsiercss Haubosiee pacmpocTpaHeHHON ¢dopmoii BeneHus 3anuceil. OCHOBHYIO
TKaHb KOHCIIEKTa COCTaBISIOT TE3UCHI, JOTMOJHEHHBIC OKA3aTEIbCTBAMH M PACCYKICHUSIMHU.
KoHcriekT MoOXeT OBITh TEKCTYaJIbHBIM, CBOOOJHBIM WIJIM TEMAaTHYECKUM. 1eKcmyanbHblil
MPEJICTaBIsIET COOOM IUTATHUK C COXPAHEHHUE JIOTMKU PabOTBl U CTPYKTYphl TekcTa. C60000HbIl
KOHCIIEKT OCHOBAH Ha M3JIOKEHUH MaTepraia B TOM MOPsIKe, KOTOPbI 0oJie yao0eH aBTopy. B atom
CMBICTIE KOHCIIEKT MPEACTaBISET COOMpaHWE BOEAMHO MBICICH, pa30pOoCaHHBIX MO BCEH KHUTE.
Temamuueckuii KOHCIIEKT MOXET OBITh COCTaBJICH 1O HECKOJIBKHUM HCTOYHHKAM, TIE 32 OCHOBY
OepeTcst TeMa, UHTEPIPETUPYEMas IO — Pa3HOMY.

DKOHOMHIO BPEMEHHU JaeT WCIOIBb30BAHWE TIPU 3alUCIX PA3JIMYHOTO pPOJia COKpAIICHU,
ab0peBuaTyphl U T.Jl. MHOTHE UCTIONB3YIOT JJISl PErHCTPAINN UCCIEIyEMBIX TEM CUCTEMY KapTOYCK.
[IpeumyniecTBO KapTo4eKk B TOM, YTO TE€Ma TaM H3JIaraeTcs OYCHb CXKATO, U OHW OYEHb yIOOHBI B
UCTIONIb30BaHUHU, T.K. UX MOXKHO pPa3jOXKUTh Ha CTOJIe, MEPEerpylmupoBaTb M 0e3 Tpylda HaWTH
HUCKOMYIO TEMY.

7. OUEHOYHBIE CPEACTBA JJIsA KOHTPOJIS YCIIEBAEMOCTHA
7.1. IlacnopT ¢oHIA OLIECHOYHBIX CPEICTB

Kon
Ne KonTponupyembie pa3nemnsl (TeMbl) KOHTPOJUPYEMOMN HaumenoBanue
n/m TV CLUTIIUHBI KOMITETEHIINHI OLIEHOYHOTI'O CpeICTBa
(uu ee yacTH)
Pasnen 1. BBenenue B 1. CocraBienue
JIOKYMEHTHPOBAHUE YIPaBIEHUYECKOMN OK 1-9 Te3aypyca
i JESITCIIBHOCTH K 1.1-1.4 2. YcTHBIN onpoc
) K 2.1-2.4 (muckyccwus)
1IK'3.1-3.4 3. Pemenne nmpoGiIeMHbIX
[IK 4.1-4.6 3amay
Paznen 2. Opranm3anus paboThI ¢ 1. Ydactue B mucKyccuu
) JIOKYMEHTaMHU 2. Pemenue npo6ieMHbIX
3a1a4y
3. YcrHblii onpoc
[IpoMexyTOYHBIN KOHTPOJIb OTBeTHl HA BOIIPOCHI

7.2. ATTeCTaIII/Iﬂ oﬁyqammnxca Ha COOTBETCTBUE MX NMEPCOHAJIBHBIX JOCTHKEHHUI MO3TANHBLIM

TpeOOBAHUAM
dopma JInunele  kaudecTBa Tpuvepet
aTTeCTALMI 3HaHus Ymenus oByuaromuiics OLIEHOYHBIX
CpEeICTB

TeKyIast - 00 OCHOBHBIX - IOJIb30BATHCS JMCUUIITUHUPOBAHH | Te3aypyc,
MOJIOKEHHUAX IO W3y4YCHHBIMU OCTBb, pedepartsl,
JNOKYMEHTUPOBAHUIO CTaHJAPTU3UPOBAHHBIM | OTBETCTBEHHOCTD, BOIIPOCHI AJIst
YIPaBIEHYECKOH U TEPMUHAMU; WHULIMATHUBA, YCTHBIX
NeSITEeNbHOCTH; - IPUMEHSTH Ha KOMMYHHKaOEJILHOC | OTBETOB Ha
- TEPMUHOJOTMIO B | IPaKTUKE Tb, BOCIIUTAHHOCTb. | AUCKYCCHUOHHBI
obnacTtu rocylapCTBEHHBIE € BOIIPOCHI;
JOKYMEHTAIOHHOTO CTaHIapThl, APyTHE peleHue
obecrieyeHust HOPMAaTUBHBIE H KEHCOB,
yIpaBJICHUS METOAUYECKHE BBITIOJTHEHHE
- 0 MIpaBUIIAX JOKYMEHTHI, NPaKTHIECKUX
oopmienus periaaMeHTHPYIOLIHE 3aJaHui
JIOKYMEHTOB; OpraHM3aIHIo
- HOpMaTUBHbIE JIOKYMEHTAIIHOHHOTO
JOKYMEHTBI, o0ecrieyeHust
periIaMeHTHpYIOIIHe yIpaBJICHUS;
COCTaBJICHUE U - COCTaBJIATh U
oopmieHuE NPaBUIBHO (B
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OpraHn3aMOHHO-
pacnopsaUTEeTbHBIX
JTOKYMEHTOB

- 00 yHUUKAINU 1
CTaHJapTH3ALIH
YTIPaBIEHYECKHX
JTOKYMEHTOB

- (opMbI, METOMBI H
CHCTEMBI
JTOKYMEHTUPOBAHHS;
- HOPSIIOK
OpraHu3aIun
JOKYMEHTOB B
KOMIUICKCHI;
-3aKOHOJIATEIILHBIC
AKTBl 1 HOPMAaTHUBHBIC
JTOKYMEHTBI TI0
opraHu3anuu paboThl
C JOKyMEHTaIUEH;

- npaBuiIa
COCTaBJICHHS U
oopmIIeHUIO
Pa3IMYHbIX BUIOB
JTOKYMEHTOB;
-TpebOBaHUs K TEKCTY
CITy)KeOHBIX
JTOKYMEHTOB;

- obmue
MpaBuiIa OpraHU3auu
paboThI €
JTOKyMEHTaM1

COOTBETCTBHH C
JIEUCTBYIOLIUMU
HOPMATHUBHBIMH
JOKYMEHTaMH)
0(OpPMIIATH OCHOBHBIC
BUJIBI OpPraHU3aI[IOHHO-
pacTopsIUTENbHBIX
JIOKYMEHTOB;

- BBITIOJTHSATh
OTIpE/ICTICHHBIC BUIIBI
paboT 1o opraHu3anuu
padoT ¢ JOKYMEHTaMHU B
YVUPESKICHIS,

- oopmiATh
HOMEHKJIATYPY JIeT U
(dhopMupoBath jieja B
COOTBETCTBHH C
HOMEHKJIATypOH Je;

- OCYIIECTBIISITh
JIOKYMCHTUPOBAHUE U
OpraHMU3aIuio PaboTHI C
JIOKYMEHTaMH;

- MOJIb30BAThCS
OCHOBHBIMU
HOPMaTHBHO-
MPaBOBBIMH
JIOKYMECHTaMH B
obnactu
JIOKYMEHTHPOBAHMUS

- COCTaBIIATh U
0hOPMIISITH pa3IHYHbIC
BUJIBI JIOKYMEHTOB,

MIPOMEKYTO
yHas

- 00 OCHOBHBIX
MOJIOKCHUSAXK TTO
JOKYMECHTHPOBAHHUIO
YIPaBJIEHUYECKON
JICSITENIBHOCTH;

- TEPMUHOJIOTHIO B
o0acTu
JOKYMEHTAIIMOHHOTO
obecrnieueHus
YIpaBJICHUS

- 0 IIpaBUIIaxX
odopmiteHUs
JTIOKYMEHTOB;

- HOpMAaTHUBHBIC
JOKYMEHTBHI,
periIaMeHTUPYIOIINE
COCTaBIICHHE H
odopmiieHrEe
OpraHU3aIMOHHO-
PACTIOPSIUTENBHBIX
JIOKYMEHTOB

- 00 yHUUKAIIH U
CTaHJapTH3ALNU
YIpaBIEHIECKUX
JOKYMEHTOB

- (hOpMBI, METOJIBI U
CHCTEMBI
JIOKYMEHTUPOBAHUS;

- II0JIb30BATHCS
W3yYCHHBIMU
CTaHIApTH3UPOBAHHBIM
U TEPMUHAMU;

- IPUMEHSTH Ha
NPaKTUKE
rocylapCTBEHHBIE
CTaHIAPThI, JPyTHUE
HOPMAaTUBHBIE U
METOAUYECKHE
JIOKYMEHTHI,
periIaMeHTHPYIOLIHE
OpraHU3aIHIo
JIOKYMEHTAIIHOHHOTO
o0ecrieyeHust
yIpaBIICHUS,

- COCTaBJIATH U
MIPaBUIIBHO (B
COOTBETCTBHH C
JIEUCTBYIOLIMMHU
HOPMATUBHBIMH
JIOKYMEHTaMH )

0 OpMIISITE OCHOBHBIE
BUJIBI OpPraHN3aI[IOHHO-
pacropsAnTEeNbHBIX
JOKYMEHTOB;

- BBINOJIHATD
OIIpE/ICJICHHbBIE BUIbI

Jucrurnnnaa,
OTBETCTBEHHOCT,
WHUIAATHBA,
KOMMYHHKa0EIbHOC
Th, BOCIIMTAHHOCTb.

Kowmrmmrexr
TEOPETHUECKUX
BOITPOCOB K
JK3aMeHy
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- TTOPSITOK paboT 1o OpraHu3aIuu
OpTaHu3aIun paboT ¢ TOKyMEHTaMH B
JIOKYMCHTOB B YUPESKICHIS,
KOMIUICKCHI; - oopMIIATH
-3aKOHOJIATCIIHLHBIC HOMEHKJIATYPYy JeI U

aKThl 1 HOPMATHBHEIE
JIOKYMEHTBI TI0
OpraHu3auy PaboThI
C JJOKyMEHTaIUEeH;

(dhopMupoBaTh Jeja B
COOTBETCTBHH C
HOMEHKJIATypOH Je;
- OCYIIECTBIISTH

- MpaBuiia JOKYMEHTHUPOBaHHUE U
COCTaBIICHUS U OpraHu3aIHIo PadOTHI C
0OpMIICHUIO JIOKYMEHTaMHU;
Pa3IUYHBIX BHIOB - MI0JIb30BATHCS
JOKYMEHTOB; OCHOBHBIMHU
-TpeOOBaHUs K TEKCTY | HOPMATHBHO-
CITyKE€OHBIX IIPaBOBBIMU
JOKYMEHTOB; JIOKyMEHTaMH B

- o0mme obactu

MpaBUiIa OPTaHU3AINN | JTOKYMEHTUPOBAHHS
paboThI C - COCTaBIIATh U
JIOKyMEHTaM# 0OpMIISITH pa3IuyHbIe

BH/IBI TOKYMEHTOB,;

Kpurtepun onenkn 3HaHUH

1. KpuTepuu olieHKH YCTHOT0 ONpoca (IUCKYCCHH/KOJJIOKBHYMOB/co0ece10BaHNsl):

—OLIEHKA «OTIMYHO» BBICTABISETCA CTYJEHTY, €CJIM OH ITTyOOKO M3ydumil yueOHBIH MaTepral 1
JUTEpaTypy MO MpobiieMe, MOCIENOBAaTeIbHO M MCYEPIBIBAIONIE OTBEYaeT Ha IOCTaBJICHHBIE
BOIIPOCHI;

—OLIEHKA «XOpOILIO» BBICTABIISIETCSA CTYAEHTY, €CIM OH TBEPAO 3HAET MaTepHall U OTBEYAeT
0e3 HaBOAALIMX BOIIPOCOB, pa30MpaeTcs B IUTEpaType Mo mpodiaeme;

—OLIEHKA «YyJOBJIETBOPUTEIILHO» BBICTABISETCS CTYJEHTY, €CIM OH 3HAET JIMIIb OCHOBHOM
MaTepHa, MyTaeTcsl B JUTepaType Mo MmpodieMe, a Ha 3aJJaHHbIe BOIPOCHI OTBEYAET HEAOCTATOUHO
YETKO U IOJIHO;

—OLIEHKA «HEYJ0BJIETBOPUTEIBHO» BBICTABIISIETCS CTYAEHTY, €CJIM OH HE YCBOWJI OCHOBHOI'O
MarepHaia, He CMOT JOCTaTOYHO MOJIHO U MPaBUWIIBHO OTBETUTh HA IOCTaBIEHHBIE BOIIPOCHI, HE 3HAET
JUTEpATypHI MO MpobdIIeMe.

2. Kputepuu olleHKM NPHU pelliecHNH KeilcoB

OneHka «32a4TEHO0» BBICTABJISIETCH CTYJAEHTY, €CJIN:

—3a/I1aHuE BBIMOJIHEHO U OTJIMYAeTCsl INIyOMHOW M COAEpXkKAaTelbHOCTHIO, JAHHBIE JIOTUYHO
IIOCTPOEHHBIE, TIOJHBIE, JIaHbl  HMCUEPIBIBAIOLIME  OTBETHI, JIEMOHCTPUPYET IPUMEHEHUE
AQHAJTUTUYECKOTO U TBOPUYECKOTO IOJXO0/10B;

—CTYJEHT JEMOHCTPUPYET YMEHHE BECTU HAYUHYIO IUCKYCCHIO.

OuneHka «He 324TEHO0» BHICTABJISIETCH CTYAEHTY, €CJIN:

—CTYJIEHTOM HE PACKPBITO COJIEpXKaHMUE 3aJaHMsl, OOHAPYKEHO HE3HAHUE WM HEIOHUMaHUE
CYUIHOCTH BOIIPOCOB;

—JIOTYIIEHBI CYIIIECTBEHHBIC (PaKTHUECKUE OMIMOKHU MPU OTBETAX HA BOIIPOCHI;

—Ha JIOTIOJIHUTENbHBIE BONPOCHI CTYIEHT 3aTpyAHSETCS JaThb OTBET WJIM JAaeT HEBEpHbIE
OTBETHI.

7.3. OneHo4YHbIe CpeACTBA IJIsl IPOBEACHHUS TeKyIel aTTecTalul
Bomnpocsl 1151 yCTHOTO 0TBeTa (IMCKYCCHM) 10 TEMaM:
1./laiiTe XapaKTEpUCTUKY OCHOBHBIX HCTOPUYECKUX ITAIOB Pa3BUTHs JEJIONPON3BoACTBa B Poccum.
2. JlaiiTe XapakTepUCTHUKY AEIONPOon3BocTBa B JIpeBHel Pycu.
3. JlaiiTe XapaKT€pUCTUKY IPUKA3HOTO JI€JI0IPOU3BO/ICTBA.
4. JlaiiTe XapaKTepUCTUKY KOJIJIEKCKOTO JEI0MPOU3BO/ICTBA.
5. JlaiiTe XapakTepUCTUKY MUHHUCTEPCKOIO IEIONPOU3BOICTBA.
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6. [laiiTe XapaKTEpUCTUKY IEJIONPOU3BOACTBA B MEPBOIl mooBUHE XX B.

7. laiTe XapaKTepUCTUKY JEJI0NPOU3BOICTBA BO BTOPOU 1oaoBUHE XX B.

8. UTo Takoe AeNOoNnpor3BOJACTBO U KAKOBBI BAXKHEUIIINE €r0 COCTABIIAOIINE?

9. HazoBuTe 1enu, 3aa4yu 1 OCHOBHBIE IPUHLIUIIBI COBPEMEHHOT'O EJI0NPOU3BO/ICTBA.

10. Onpenenute MECTO AEIOMPOU3BOJICTBA B CTPYKTYPE YIPABIECHYECKOTO TPYa.

11. Ha3oBuTE OCHOBHBIE IPUHIUIIBI OPraHU3AL[MH COBPEMEHHOI'O AEJIONPOU3BOICTBA.

12. OxapakTepu3yiiTe HOpMaTHBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JIETOTPOU3BOJICTBA.

13. KakoBbI OCHOBHBIE 337]a41 IOKYMEHTOBECHUs?

14. TIlepeuucnure OCHOBHBIE HOPMAaTUBHO-METOJIWYECKHE JOKYMEHTBI, KOTOPBIMU CIEYyET
PYKOBOJICTBOBATHCS B 00JIaCTH JeNonpon3BoacTBa B Poccuiickoit deneparum.

15. CpaBHuTE cTapoe W HOBOE 3HAYCHHS TEPMHUHA «ICIONMPOU3BOACTBO». OOBACHHUTE, B YeM
3aKJIF0YAETCS UX pa3jIvyue.

16. O60ocHyliTe HEOOXOAMMOCTh YHU(PUKAIIMY U CTAaHJAPTH3ALNUNA JOKYMEHTOO00pOTA.

17. lonymaiiTe, Kakie OpraHM3alMOHHBIE MEpPhl B HAHOOJBIIEH CTENIEHH CIIOCOOCTBYIOT YCIEIIHOM
OpraHU3aIli COBPEMEHHOTO JIeJI0NMpon3BoicTBa. OOOCHYWTE CBOM OTBET.

18. JlaiiTe onpeneneHre JOKYMEHTA U IOKyMEHTUPOBAHMSL.

19. Kakue matepranbHble HOCUTEIHN UCIIOIb3YIOTCS ISl JOKYMEHTUPOBAHUS?

20. ITosicuute o0mmMe u crenranbHble PyHKIUN ToKyMeHTa. JlaiTe Kiaccu(puKaIuio JOKyMEHTOB T10
chepe ux ucnonp3oBanus. [IpuBenure kmaccudukaIuio JOKYMEHTOB IO CTEMEHU TJIACHOCTH (Tpudy
OTrpaHUYEHUs JOCTYIIA).

21. Kakoe mecTo 3aHMMaroT HHGpOpMaus U JOKYMEHTHI B COBPEMEHHOW CHCTEME YITPaBICHUS ?

22. Kakue cymecTBylOT (GOpPMBI YIpPaBICHHS OpPraHU3ALUSAMH W KaK OHMU BIMAIOT Ha (OPMEI
JOKYMEHTUPOBAHUS M COCTaB JIOKYMEHTOB, IPUMEHSEMBIX B YIPABICHUECKOU JEATEIBHOCTH
opraHu3aruu?

23. KakoBa OCHOBHas I11eJb YHH(HUKAIMK YIPABJICHUECKOW JoKymMeHTanuu? KakoBbl OCHOBHBIC
3aJjaui COBEPILICHCTBOBAHUS COIEPKaHMs U (POPM TOKYMEHTOB?

24. Ha xakue OCHOBHBIE I'PYMNIBI MOXHO pa3/eIuTh KOMIUIEKC JTOKYMEHTOB, PErJIAaMEHTHUPYIOLIUX
BOIIPOCBHI BeJEHUs JeinonpousBoacTtBa B Poccuiickoilt ®epepanuun? JlaiiTe XapakTEepUCTUKY
JIOKYMEHTaM Ka)KJI0M TpyTIbL.

25. V3yunte omnpeneneHus MOHATUS «JIOKyMeHT». Kakoe TolkoBaHHE SBIsSETCS Haubosiee TOYHBIM,
Ha Bam B3rJ1s11? OOOCHYHTE CBOM OTBET.

26. O0BICHUTE B3aMMOCBSI3b MEKIY BUIOM, CBOMCTBOM U (DYyHKIMEH JOKyMEHTA.

27. Kakue peKBU3UTHI OTHOCSTCS K MOCTOSTHHBIM? Kakue peKBU3UTHI SBISIIOTCS 00s13aTeTbHBIMU ?

28. Uro sBnsieTcS OCHOBOW MJIsi MPOEKTUPOBaHUS OnaHka aokymeHnrta? Jlng odopmieHHs Kakux
BHJIOB JJOKyMEHTOB MCIIOJIb3Y€ETCs OOIIHi OJ1aHK?

29. Kakue JOKyMEHTBI OTHOCSITCSI K OpraHU3allMOHHBIM?

30. B gem 3akimovaercsi 0COOCHHOCTh O(OPMIICHHS 3arojioBKa K TEKCTYy B OPTaHHW3aIlMOHHBIX
JIOKyMEHTax?

31. Kakue cBeieHHs JOJKHBI COAEPKATHCA B TEKCTE YUPEAUTEIbHBIX JOKYMEHTOB?

32. C xakoH 1eNbI0 CO3Jat0TCs TUIIOBBIE U IPUMEPHBIE OPraHNU3alMOHHbBIE TOKYMEHTHI?

33. B yem cOCTOUT pa3nuuue TaKuX JOKYMEHTOB, KaK IITaTHOE PACIMCAaHUE U CTPYKTypa U IUTaTHas
YUCJIEHHOCTb?

34. lloueMmy JAOKHOCTHAsh MHCTPYKLUS HE COCTaBIIIETCS I KAaTErOpPUM  CIIy KalluX
«pykoBoguTenu»? UTO [OIKHO coaepkaTbCs B TEKCTE KaXIOro pasiena I0JKHOCTHOMN
WHCTPYKIUU?

35. Kakue  Buabpl  OpraHU3alMOHHO-PACHOPSOUTENBHBIX  JIOKYMEHTOB  OTHOCATCA K
pacniopsiautenbHbIM? [louemy pacnopsiiuTeNnbHbIE JOKYMEHTBI OTHOCSTCS K TPAaBOBBIM aKkTaM?

36. B kakoii ¢popme n3garoTcst COBMECTHBIE PACTIOPSIIUTENbHBIE JOKYMEHTHI?

37. Kakue ObIBatOT BUIBI MPUKA30B?

38. Kak HaszpiBaeTcsi ciayx0a, OCYIIECTBISIOMAs JOKyMEHTAIIMOHHOE OOecrieueHUe yNpaBieHus, B
3aBUCHUMOCTH OT MPUHAJJICKHOCTH K ONPECTCHHON IPyNIe OpraHn3aimii?

39. Opranusanus onepaTuBHOIO XpaHEHUS TOKYMEHTOB.

40. ITopsinok nepenayu JOKYMEHTOB B apXUB WK HA YHHUUTOKEHHE.
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AHaJjm3 nNpo0JIeMHbIX CUTY AUl

Jlns mpoBeneHUs aHanau3a MPOOJIEMHON CHUTyallud HEOOXOIUMO TMPEeXAE BCETO0 YETKO
c(hopMyIUPOBATh CYIIHOCTH MPOOIEMBI U ONKCATH CUTYAIMIO, B KOTOPOW OHA HMEET MECTO.

CopepxxanreM aHanmu3a MpoOIEMHON CUTYaIllUU SBISETCS:

1) ompeneneHue cymiecTBOBaHUS NpOOJIEMbl, T.e. yCTaHOBJEHHE, €CTb JH B
JNEHCTBUTENLHOCTH MTPOOJIEMa WIIH OHA SIBJISIETCS MHUMO;

2) ompeiesieHre HOBU3HBI MMPOOJIEMHON CUTYAIUH;

3) ycTaHOBJICHHUE TPUYMH BO3HUKHOBEHUS MPOOIEMHON CUTYAIINN;

4) ompesienieHe B3aUMOCBS3H C IPYTHMH MPOOJIeMaMH;

5) onpeneneHue CTeNeH! MOJTHOTH U JOCTOBEPHOCTH MH(POPMALIUU O IPOOIEMHOM CUTYaINH;

6) omnpenesieHne BO3MOYKHOCTH Pa3peIIMMOCTH TTPOOIEMBI.

KEHNC-3ananue 1: Komnanus «M...» 3aHHMaeTcsi pa3pabOTKaMH IMPOrPaMMHOIO
oOecrnieueHus. 3apruiata MepcoHaja HalpsMYyI0 3aBUCUT OT KOJMYECTBA BBIMOJIHEHHBIX 3aKa3oB. B
MOCIIEIHEEe BpeMsi B OpraHU3alliy HAOIIOIAICS POCT 3aKa30B, M COTPYAHUKAM MPHUXOAUIOCH MHOTO
paborars. Imutpuii B. — Bemymuit pa3paboTunk. Tak Moaydusaoch, 9YTO B caMblid pa3rap paboThl OH
CJIOMaJI HOTY U MecsI[ ObUT Ha OOJILBHUYHOM, HO paboTai yAaleHHo u3 AoMa. [loaToMy pyKOBOAHTETH
OIUIaTHJI €My He OOJbHUYHBIM, a BBIIOJHEHHBIE MPOEKTHI (TO €CTh COTPYIHUK IMOIYYHJ MOJIHYIO
3apruiary co Bcemu OoHycamu). Ho ynaneHHo He ObUIO BOBMOXKHOCTH PEIIUTh HEKOTOPHIE BOIIPOCHI,
u JIMuTpuii BbIIeNT Ha paOdOTy B BBIXOJHOW IO CBOEH WHMIIMATHBE, YTOOBI JIOJENATh TO, YTO HE
yCHen, HO 32 YTO YK€ MOJTy4uJI OTIaTy.

Uepes kakoe-To BpeMsi pyKOBOJMUTENb MONPOCUI JIMUTpHS BBIMTH B BBIXOAHOM JI€Hb, TaK KaK
CpPOYHO HYXHO OBLJIO 3aKOHYMTH TpoekT. OH cormacuics. Ho cmycrs Bpemst Jmutpuii cran
TpeOoBaTh ABa OTTyJia 3a paboTy B BBIXOAHbBIE. PyKoBOIUTENb OTKA3al, OOBACHSAS, YTO €My MOJIOKEH
TONBKO oAuH. IIponsomien KOH(IUKT, KOTOPBIA NMpUBEN K TOMY, 4To JIMUTpHil Hamucan 3asBICHUE
00 yBosibHeHHH. HauanbHUK 0OpaTHiICs 3a MOMOIIBI0 K AUpeKTopy no nepconany FOmuu K., 4uroOs1
OHA TOMOTJIA €My YPEryJIHpOBaTh KOH(PIUKT U OOBACHUTH JIMHTPHUIO, YTO €My ICHCTBUTEIHHO
MOJIO’KEH OJIUH OTTYJI.

3amganue. Ilomorutre HOmuu K. HallTH BBIXOA U3 CIOXUBIIEHCA cUTyaluu. To ecTh
NpeUIOKUTE CBOE pelIeHHe Keica, OTBETHB Ha CIIeyIollhe Bompochl: — B ueM ommobOka
pykoBoauTens u B ueM He nipaB Jmutpuit? — Kak FOnuu o0bSICHUTE COTPYIHUKY, YTO €My MOJIOKEH
OJIMH OTI'YJ, U HE AEMOTUBUPOBATH Npu 3ToM? — Kak opranuzoBath paboTy, YTOOBI TAKUX CUTyaI[Uil
HE MPOUCXOAUNIIO?

JlaHHBIN KeC JobKeH OBITh pelieH ¢ TO3WIUH  JTOKYMEHTAllMOHHOTO OOecredeHus
yIpaBIeHUS.

KEMC-3ananne 2: 3A0 «Cenena» nonydaer oT OAO «MepKypHil» peKIaMHyIo GpOLIIopY,
MIPEICTABIISIIOIIYI0 000TpeBaTEbHbBIE

puOOPbI, KOTOPbIE MOTJIM Obl HAMTHU MPUMEHEHHE B TEIUIMYHOM XO3sIICTBeE.

Ha coBemanuu no uCnoib30BaHUIO ATUX TPUOOPOB BRIICHUIIOCH, YTO JJIsSI IPUHSITUS

OKOHYATEJIbHOTO pelIeHHus] HeoOX0IuMBbl 0oJiee MOJHbIE JTaHHBIE MO BCEM TOBapaM JaHHOM
TPYIIBI, TAKXKE

MPEUCKYPaHT LEH C YKa3aHUEM yCJIOBUH MTOCTABKH.

3amanne: CocTaBbTe NPOEKT Ciy:keOHOro muchma B cekperapuatr OAO «Mepkypuit» c
3ampocom Oosee moapoOHO HHGOPMAITUH O TAHHOM TOBape.

KEHNC-3ananue 3: ITo Bune Gyxrantepuu corpynuukam 3A0 «CeseHa» B TeKyIIeM MecsIle
ObLIa 3a/1ep)kaHa BhITUIaTa 3apadoTHOM muiatThl. [ maBHbI Oyxrantep uHbopmupyeT aupektopa 3A0 o
TOM, YTO 3aJIep’KKa HAIMYHOCTU ObUIa CBs3aHa ¢ omo3aanueM Ha cueT 3AO NeHEeXKHBIX CPEACTB OT
MpEaNPUATHI-TAPTHEPOB.

3amanue: B ponu Oyxranrepa 3anoiaHuTe GOPMYIIIp CIyKeOHOM 3arncKu.

KEMC-3ananue 4: Bamum paboTonaTenemM SIBISETCS WHIUBUIYAIbHBIA MPEANPUHUMATEIb.
Br1 npopabotanu 7 gHE.

[Tpu aTOM pabora sBisiercst st Bac ocHoBHO# (c1.66 TK PD).

3aganue:

1. O6s13aH 11 MHIUBUYATbHBIA MIPENNPUHUMATEIh BECTH Ha paOOTHUKA TPYAOBYIO KHUKKY B
JAHHOM CUTyaluu?

2. Kto u3 paboTonareneii He UMEET IPABO BECTH HA paOOTHUKA TPYIOBbIC KHUKKH?
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IIpakTuyeckue 3axaHus

3aganue 1.. Curyanus

3amectutens aumpekropa OOO «Dtamon» (3apeructpupoBaHo B r.IlerpozaBojacke)
I[1..AGpamoB 1 nexaOps TeKyIlero roja M3gajl ykazaHue O Tpaduke OTIYCKOB Ha CIEAYIOIINN
KaJICHJAApHBIA TOJl, COMJIACHO KOTOPOMY pPYKOBOAMTEIN CTPYKTYPHBIX MOJpa3fesieHuil IJOKHBI
NpEACTaBUTh B OTIEA KaJpOB CHUCKH COTPYAHUKOB C YKa3aHMEM IMPEAIOoJIaraeMoro Ccpoka
OYEepEeIHOr0 OTHYyCKa B CIEAYIOLIEM KajleHaapHoM roay. Cpok mnpenctaBieHus cOuckoB — 10
nekadps tekymiero roaa. OTaeny KaJpoB yKa3aHHEM MPEANMHUCHIBAETCS COCTABUTH CBOJHBIN rpaduk
otnyckoB pabotHukoB OOO Ha cremyromuil KaJeHJapHBIA TOA M TEepenarbh ero B IUPEKINI0 Ha
yTBepKAcHHe. OTBETCTBEHHBIM 3a COCTaBleHHE rpaduka Ha3HaueH HAYaIbHUK OTIENa KaapoB
[Tankparosa O.1O. Cpok npencrasienus rpaduka — 20 nekadpst TEKyIero roja.

VYkazanue ObUIO 3aBU3MPOBAHO HAYAIBHUKOM OT/AENa KaJpoB, TIABHBIM OyXraiarepom,
IOPUCKOHCYJIBTOM.

3aganue 2. Curyanus:

00O «Jlura» (Mocksa, 123465, yn. Mapoceiika, n.15, ten. 384-05-90, dakc: 384-05-90)
3arIaHupPOBAJIO MpoBeaeHue Beepoccuiickoi poxiecTBeHCKOH sipMapku o0yBu ¢ 10 HosOps mo 31
nekabpst Texymiero roga. Oguaako B cBsizu ¢ TeM, uTo OO0 «Jlura» He pacmosarano J0CTaTOYHBIMH
IOMIAIIMUA JUTsl TIPOBeACHUS sipMapku, McmomHuTenbHbli aupekTop oOmiectBa A.A.KoueTkoB
BBIHYXKJIEH ObuT oOpatuthes K Jupekropy Bceepoccuiickoro BeictaBouHoro mneHTtpa T.K.TypoBy ¢
npocb00if 0 mpenoctaBieHun oOmectBy B apeHay 300-400 KB.M BBICTAaBOYHOW IUIONIAAU H
rapaHTHUEH OIIaThI.

3aganue 3. Curyanus:

3A0 «Ilomurpad» BBITOJIHWIO 3aKa3 Ha M3TOTOBJIEHHWE PEKJIaMHBIX MarepuanoB st OO0
«Ctpoutenby. MubopMalus o BBIIOJHEHUWH 3aka3a Oblia MepelaHa IMOCPEICTBOM COCTABICHHS
tenedoHorpammsbl, B KoTopoit 3A0 «Ilonmurpad» Takke MPOCUIIO OIUIATUTH BHICTABJIICHHBIA CUET B
cpok 1o 20 nexaOps Tekymiero roja. Teneponorpamma Obula MOANKUCAHA 3aMECTUTEIEM JHPEKTOPa
3.M.CoHMHBIM U TIEpEJIaHa €r0 CEKPETAPEM.

3ananue 4. Cutyanus:

17 sHBapsi TEKywIero roja B aApec 3aBoJa MO PEMOHTY YacOB W IOBEJIUPHBIX H3ICITUN
npuObLIa MOCKUIKA C 3aBOJA-TIOCTABIIUKA, IPU BCKPHITUM KOTOPOH OBLIO OOHApYKEHO OTCYTCTBHE
JIBEHAIIaTU KOPITYyCOB JJIsl 4acOoB Mapku «MoJHuUs», YUCIUBIIUXCS MO HakiagHod Ne 18 or 24
OKTSIOps mpeapiAyliero roxa. [lms moaTBepkaeHWsS MaHHOTO (akTa HA OCHOBaHHWM TIpUKa3a
nupektopa 3aBoma Ne 12 ot 18 sHBaps Tekymero roma Oblla CO3/1aHa KOMHCCHUS TIOJ
npeceaTeTbCTBOM HauadbHUKa oTAena cHabxenus Kaprenko E.IL. u 4ieHOB KOMUCCUU WHXKEHEpa
[TaBmoBa A.P. u 3aB.ckimagom Ne 1 Kynapsmosa P.B. Komuccueit Ob11 coctaBineH akt 21 sHBaps
TEKYIIEro rojia, B KOTOPOM COAEPXaJCAd BBIBOA O TOM, YTO 3aBOJAINOCTABILMK JIOJDKEH IIOCTABUTh
HEJO0CTaloIee KOJIMYECTBO KOPIYCOB K 4yacaM. AKT BCTYIWJ B JCHCTBHE C MOMEHTa YTBEPXKICHUS
(22 sHBaps T.r.) qupexTopoM 3aBoja b.11.PomaHOBBIM.

3anaunme 5. Curyauus:

Hupextop OOO «Meuta» IlonskoB B.M. 10 okTs0psi Tekymiero rojga u3gajl IMpHKa3 o
MIPOBEJICHNN WHBEHTapU3allud TOBAapHO-MAaTepUANbHBIX IIEHHOCTEH Ha ckiaae mnpeanpusitus. OH
Ha3HA4YWJl KOMHCCHIO TOJ MpeaceAaTelIbcTBOM KOMMEpUYEcKoro aupekropa 3onortapeBa E.M. . B
COCTaB KOMHCCHUM BOUUTH TJaBHBIN Oyxrantep Bomomuna E.H. u OGyxranrep MBanoa B.C. . B
npuKaze OBUIO TMOPYYEHO TPEJCTaBUTh HA YTBEPKIACHHE JTOKYMEHTHI CKJIAJCKOTO YyueTa (Io
COCTOSIHMIO Ha 1 OKT0psi)) W OT4eThl 00 OCTaTKaX TOBApHO-MATEPHAIBHBIX IIEHHOCTEH (110
cocrosHuio Ha 10 okta0ps) k 15 okTsaOps. IlpoexT mpukasa ObUT 3aBU3UPOBAH HKOHOMHCTOM
npennpuatust Mutunoit O.A.

3aganue 6. Curyanus:

AnpecyiiTe THCBMO BO BHemHeskoHOMHYeckoe oObemuHeHHe —«TexMammKcrnopTy,
I'enepanbublit nupexkrop Tumodeer A.C. no anpecy : 1.23 yn.Cperenka, Mocksa, 123290

3ananme 7 Curyanus:

Odopmute noanuch Ha JOKYMEHTE, €CJIM U3BECTHO, UTO €ro MOAMHcana KOMUCCUS B COCTaBe:

[Ipencenarens — ['naBubiii nuHxenep Kapmos B.C.

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

Oxonomuct OT3 Koposes B.C.
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3ananue 8. Curyauus:

CocTaBbTe HOKIAIHYIO 3aIMCKYy O KOMaHIUPOBAHUU PAOOTHUKOB Ha CUMIO3UYM. OCTaIbHBIE
PEKBHU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

3aganue 9. Curyanus:

CocraBbte 3asBienue Ha ums aupekropa [10 «CnaBa» o nmpueme Ha padoty M.A. BaHoBa Ha
TOJKHOCTB Oyxrantepa. OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSATEIHHO.

IIpou3BoacTBeHHbIE 3aaUH

1. Pa3paborats O61aHk 00IIeCTBa ¢ OTpaHUYEHHOM O0TBETCTBEHHOCTHIO (Onank OO0 «...»)

2. Pa3zpabortarh 01aHK OTKPBHITOTO akImoHepHoro oomectBa (6mank OAO «...»)

3. Pa3paboraTh O11aHK HHAMBUAYAIBHOTO npeanpunumarens (onank UIT)

4. CoctaBbTe THUCHMO-TIPOCHOY 3akKkpbITOro akimoHepHoro odOmectBa «KPAC-mebenb» B
KOMUTET BHEITHEOKOHOMHUYECKHX CBS3eH aJIMUHUCTpAIMU OONAcTH O BBIACICHUM JIUICH3WH Ha
noctaBky B Kwutait 4000 T meramna B CBs3M C 3aKJIIOYCHHEM KOHTpPaKTa C OOBEIWHEHHUEM IIO
MEXIyHAPOJAHOMY COTPYJIHUYECTBY Ha CTPOUTEIBCTBO JAECBITHAITAXKHOIO 00mmexuTns B KpacHomape.
CornacHO KOHTPAKTy OIUIaTa BBIMOJIHEHHBIX PadOT OyJEeT MPOU3BOIUTHLCS POCCUUCKUMU PYOIISIMU U
MaTepuaIamH.

5. CocraBbTe AOKJIAIHYIO 3aIIUCKY HayalbHHUKA OT/JENIa PYKOBOJUTEIIO MPEANPUATHUS O (aKTe
HEBBITMIOJTHEHHSI PACTOPSDKEHUS O MOHTake OOOpyAOBaHWS HA YYacTKe IO TPUYUHE Cc1aboro
KOHTPOJISI CO CTOPOHBI IJIABHOT'O MEXaHHUKa.

6. CocTaBUTh yCTaB OpraHU3alUM (IIPEINPUATHS ) 000N OpraHU3aOHHO-TIPABOBOM (hOPMBI
o Bamemy BeiOOpy. OdopMHUTE Ha yCTaBe HEOOXOIUMBIE TIOMMUCH U OTMETKH.

7. CoctaBuTh aBTOOMOTpadUIo

8. CocraBuTh 0Opa3el; HOMEHKIIATYPHI €]l OpraHu3aIiH.

7.4. OnleHOYHbIE CPEACTB /sl NPOBeIeHUSs POMEKYTOYHOM aTTeCTAllMU
[TpomerxyTouHas arTecTanus — Jud.3aueT.

7.4.1. lIpuMepHbIe BONPOCHI /1JIsl MPOBeIeHUS MPOMEKYTOUHOI aTTecTaumnu (Aud.3a4der)

1. KakoB npeameT JOKYMEHTAIIMOHHOTO 00ECIICYCHUS YIIPaBIICHUS ?

2. Kak cBsi3aHO JOKyMEHTAllMOHHOE OOECIEeYeHHE YIpPAaBICHHUS C JIOKYMEHTOBEICHHUEM,
JEJIONPOU3BOJICTBOM,

apXuBOBEEHUEM?

3. Kakyio ponb urpaer AOKYMEHTAI[MOHHOE OOeclieueHHe B YIPaBICHUH COBPEMEHHBIMHU
opraHu3anusaMu’?

4. Kakue HOpPMaTHBHO-IIPABOBBIE aKTHl PETYIHUPYIOT JOKYMEHTAI[MOHHOEe oOecredeHue
ynpasieHus?

5. KakoBa mpakTHueckas 3HAUMMOCTh Y4Y€OHOW JUCIHUIUIMHBI «JOKYMEHTAIlMOHHOE
o0ecrieyeHue ynpaBieHUs»?

6. Kakoit 00beM 1 coepkanrue UMEIOT MOHATHS «MH(POPMAIUS U «TOKYMEHT»?

7. Kakyto pons urpaer uadopmariiust B odecrieueHIuH 3P (HEKTUBHOTO YIIPABICHHS?

8. KakoBbI HICTOYHUKH MOTYyYEHHUS YIIPaBICHYCCKON HHBOpMAIIu?

9. KakoBbl Ha3HaueHUe U QYHKIMH CIYKO JOKYMEHTAIIMOHHOTO 00eCcreueH s ypaBIeHUs B
COBPEMEHHBIX OpraHU3aIUIX?

10. Yro Takoe «cucreMa JOKYMEHTALUN» U «yHU(DUIIUPOBAHHAS CHCTEMa JOKYMEHTALUn»?

11. Kakue BUIbI yIIpaBIeHYECKUX JOKYMEHTOB BKJIIOUAET B ce0s1 YHUDUIIMPOBAHHAS CUCTEMA

OpPraHMU3alMOHHO-PACOPSAUTEILHON JOKYMEHTAH ?

12 TloHsiTHe: «pEKBU3UT» JOKYMEHTA.

13. YTo Takoe MOCTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI OpraHU3allMOHHO-PACIOPSAAUTEIbHOM

JTOKYMEHTAIUN?

14. KakoB cocTaB TMOCTOSIHHBIX M IIE€PEMEHHBIX PEKBU3UTOB  OPIraHU3ALMOHHO-
pacnopAIuTENbHON JOKYMEHTAIIUN?

15. Kakue pEeKBU3UTHI UCHOJB3YIOTCS B 3arojOBOYHOM YacTH OpPraHMU3allMOHHO-
pacnopsAUTeNbHbIX JOKYMEHTOB?

16. Kakue pexkBU3UTBI HCIOJIB3YIOTCSI B COJAEP)KATEIBHOM 4YacTH OpPaHU3ALMOHHO-
pacnopsAUTeNbHbIX JOKYMEHTOB?
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17. Kakue peKkBU3UTHI HCIONB3YIOTCI B OGOPMISIONICH YacTH OpraHU3aIlMOHHO-
pacnopsiANTENbHBIX TOKYMEHTOB?

18. KakoBbl TpeboBaHUs K 0DOPMIICHHUIO TPUKA30B MO OCHOBHOM JESITEIILHOCTH ?

19. Kak oopMUTH BBIHCKY U3 IpUKa3a?

20. Kak opopmuts pemieHue?

21. Kak oopMuTh nocraHosieHue?

22.Yro coboii mpeacTaBisieT Y cTaB Opranu3anuu’?

23.KakoBBI OCHOBHBIE TPEOOBAHHUS K COCTABICHUIO  O(OPMIICHHIO Y CTaB OpraHu3amuu?

24. Kak opopmuts [lososxkenne 06 oTaesne win ciay>k0e opraHu3amum?

25. Kak oopMuTh mraTHoe pacnucanue?

26. Kakue TpeboBaHMS IPEIBIBISIOTCS K 0QOPMIICHHIO JOTOBOPA, KOHTpaKTa?

27. Yto Takoe MHCTPYKIH, KAKOBO €€ cofiep kaHue u opopmiieHue?

28. Kakue TpeboBaHMS IPEIBABISIOTCSA K 0QOPMIICHHIO TPOTOKOJIA?

29. Kak ohopMuUTh TOKIAAHYIO, CTYKEOHYIO U OOBSICHUTEIBHYIO 3aMUCKU?

30. KakoBbI coBpeMeHHBIE TPEOOBaHUS K SI3bIKY U CTHITIO YIIPABJICHUYECKUX JOKYMEHTOB?

31. U3 kakux 4acTel CKIIaabIBaeTCs TOKYMEHTOO00OpOT OpraHu3auu?

32. KakoBsI 3Tarsl paboThl ¢ BXOASIIUMH TOKYMEHTaMH?

33. Kak cTpouTtcs paboTta ¢ HCXOIAIUMHU TOKyMEHTaMu?

34. KakoBa TeXHOJIOTHS PabOTHI C BHYyTPEHHUMH IOKYMEHTaMH?

35. Kakwue 3agaun 10KyMeHTO000pOTa pelIaeT perucTpanus J0KyMeHTOB?

36. Kakwe ympaBieHUeCKHE ITOKYMEHThI HE TMOJUIeKaT PETUCTpallid B  CIyk0ax
JOKYMEHTALMOHHOTO 00eCTieueH sl yIpaBICHUs?

37. KakoB mOpsiAOK PErucTpanuy yrpaBJIeHYECKOro T0KyMeHTa?

38. Kakue cymecTByIOT BU/Ibl KOHTPOJIS UCIIOJTHEHUS TIOKYMEHTOB?

39. Kakme omepanuu 1O KOHTPOJIO HCHOJHEHHSI JOKYMEHTOB OCYIIECTBIISIOT CIY>KOBI
JOKYMEHTALMOHHOTO 00ecTieueH sl yIpaBIeHUs?

40. Kak ocymiecTBiIsieTcsl CACTEMATU3AIMS U XPaHEHHUE IOKYMEHTOB B OpraHU3alun?

41. Yro Takoe neno, ¢ TOYKU 3peHUsl JOKyMeHToBeneHusa? IlpuBenutre npumepsl ned,
XpaHALMXCS B OpraHU3aIuu.

42. PackpoiiTe colepikaHHUE IMOHATUS «HOMEHKIarypa nen». Kakoe AOIKHOCTHOE JUIO B
OpraHM3aIi OTBEYAET 3a COCTABIICHUE U BBEACHUE B JICHICTBIE HOMEHKIIATYPBI A€ ?

43. KakoBbl peKBU3UTHl HOMEHKJIATYPHI 16717

44. KakoBa coaepkaTeabHasi 4aCTh HOMEHKJIATYpPbI 1€71?

45. Kakue npu3HaKy 3aBeCHHS Jiefla UCIIONIB3YIOTCS TPpH (POPMUPOBAHUU A€ ?

46. KakoB 0CHOBHOM mpuHIIUT (POPMUPOBAHUS JOKYMEHTOB B JieJia’?

47. Kakue HopMaTHBHBIE TPeOOBAaHUS HEOOXOIUMO COOIIIOAATh MTPH (HOPMUPOBAHUHU AET?

48. Uto Takoe »HKCHEpTH3a IIEHHOCTH JOKYMEHTOB, M KakKue€ JOJDKHOCTHBIC JHUIa B
OpraHM3alH 3aHUMAIOTCs €€ IPOBEACHUEM?

49. Kakue HOpMaTHBHBIE aKThl PETYJIUPYIOT MPOBEACHNUE SKCIEPTU3bI IEHHOCTH JIOKYMEHTOB
B OpraHH3anuu?

50. UYrto sBugercs pe3yJabTaTOM MPOBEACHUS OSKCIEPTHU3bl I[IEHHOCTH JOKYMEHTOB
opraHu3aruu?

51. Kak ocymecTBisieTcss MOATrOTOBKA 1€l K apXMBHOMY XPAaHEHUIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakue 1OKyMEHTBI BXOJST B COCTaB JOKYMEHTAIMHU 110 Kaapam?

53. Yro Takoe Tpy10BOM KOHTPAKT?

54. KakoBbI OCHOBHBIE W JOTOJHUTEIIBHBIE YCIOBHS TPYIOBOTO KOHTpaKTa?

55. Ha xakoif cpok MOXeT OBITh 3aKJII0UEH TPYJOBOM KOHTPAKT?

56. Urto Takoe muuHas kaptouka popmel T-2? Kakas uadopmanus hpukcupyercs B Hel?

57. KakoBbI paBuiia 3aMoJHEHUS U XPAHEHHS! JINYHBIX KApTOUEK?

58. Kakue aeiicTBus PUKCHPYIOTCS B ITpUKa3ax 1Mo kKajapam?

59. KakoBbI CpOKHM XpaHEHUsI IPUKA30B?

60. Yto takoe nuyHoe aeno? Kakue 1OKyMEHTBI BXOJST B €70 COCTaB?

61. KakoB nopsi10k GopMHpPOBaHUS U XpaHEHHS TUYHBIX 117

62. KakoBbI npaBujia 3aM0JHEHUS TUTYJIBLHOIO JINCTA TPYJAOBON KHUAKKH?
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63. Kakue cBeneHus o paboTHUKE (PUKCUPYIOTCS B €r0 TPYIOBON KHIKKE?

64. Kak xpaHsTCS TpyAOBblE KHU)KKH, U BEJETCS UX yUeT?

65. Kakasg oprrexHuka HCHOJb3YETCS Il COCTAaBJIEHUS JOKYMEHTOB B COBPEMEHHOM
JIeTOTPOU3BOJICTBE?

66. Kakas oprrexHuka HCMONb3yeTcs Uid MOMCKA, XpaHEHUs M Mepelayd JOKYMEHTOB B
COBPEMEHHOM JIEJI0IIPOU3BOJICTBE?

67. KakoBbI BO3MOYXKHOCTH KOMITBIOTEPHBIX TEXHOJOTHM B IOKYMEHTAIIMOHHOM 00€CIIeueHUN

ynpasieHus?

68. KakoBbl BO3MOXHOCTHU CPEJCTB TEIEKOMMYHHKAIIUHU B TOKYMEHTALIUOHHOM 00€eCIie4YeHUH

ynpasieHus?

69. B kakux ciyyasx HOpUMEHSIOTCS CTaHAApPTHBIE O(UCHBIE MPOrpaMMbl B OpraHU3aIUU
JIeIONPOU3BOICTBA?

7.4.2. IlpumepHble 3a1a4M JUIs1 NPOBeICHNUS IPOMEKYTOYHOM aTTeCTalluu

1. OdopMuTh MpUKa3 MO OCHOBHOW MEATETLHOCTH CO BCEMH PEKBU3UTaMH SpociaBcKuit
rOCyJJapCTBEHHBIN yHUBepcUTeT. [IpuKka3 o HayyHO-HCCIeI0BaTeNbCKON pabOTe Ha JIETHUH MEPUOI.
B cooTBeTcTBMM C TIaHOM Hay4YHO-HCCIEAOBaTeNbcKOM padoTrel Ha 2009/2010 ydeOHBIN rox
npukaszpiBato: 1. HanpaBuTh B mepro/l IETHUX KaHUKYJI HAYUYHYIO SKCIEIULIUIO ISl U3YUYEHUS SI3bIKa
u ¢onbkinopa HapoaoB Cepepa. 2. 3aBenyromyro Kadeapod pyCcCKOTO S3bIKa W JIUTEPaTypHl,
KaHaugaTa (QUIoJOrMYecKux Hayk, joueHTa CkBopuoBy A.A. Ha3HAa4UTh PYKOBOJUTEIEM
skcnenunuu. 3. PykoBogutento skcnenuuuu CKBOPIOBOM A.A. MpeACTaBUTh Pa3BEPHYTHIN ILUIaH
paboThl sKkcreauuuu Ha 3acenanHue YueHoro cosera 18.05.2010. 4. KonTponb 3a HCIOTHEHHEM
MpUKaza BO3JIOKUTh Ha cekperapsa YueHoro coBera Kopanenko @.II. Pektop yHuBepcutTera
II.B.I'openos

2. Odopmute pacmnopsbkeHue co BcemMu pekBuszutamu Otaenenne  «HHTypHCTY.
PacniopspkeHue O BBINOJIHEHUM MEPONPUATHH 1O MOATOTOBKE Jjareps B mocenke [eboBckoe.
SpocnaBne. Jlns opranuzanuu paboOT MO MOATOTOBKE Jiarepsi B Ioceike [J1e0oBCKkoe W B IEsAX
oOecrieuenus BbIModHeHUs Pacmopstkenus [naBunTypucta ot 26.03.2010 Ne 17 obs3siBato: 1.
HupektopoB roctunun; Ctporanosy W.IIL., I'aBpunoBy A.N.: 1.1. OTkoManaupoBaTh B Jarepb Ha
nepuoxa ¢ 18.05.2010 mo 10.06.2010 paGounx CTPOUTENBHBIX CHEHHATBLHOCTEH NJISl BBITIOJHEHUS
pabor ¢ omnatoil mo cpegHemy. 1.2. CocTaBUTh IUTaH PEeMOHTHBIX pador mo 20.04.2010. 1.3.
ObecneunTh pabOTAIOMIUX HEOOXOIUMBIM 000pyJIOBaHHEM U HUHCTpyMeHTOM. 2. KoHTponb 3a
WCTIOJTHEHUEM PACIIOPSDKEHUST BO3JI0KUTh Ha TJIaBHOro WHXKeHepa barypuna B.I. ['enepanbHbii
nupextop B.C.MBanoB

3. OdopmMuTh AOKITANHYIO 3alMCKy CO BCEMH PEKBH3UTaMH MeEXaHWYECKUU 3aBO/I.
JloknanHasi 3amucka O HECOONIOJEHUH TEXHUKH O€30MacHOCTH Ha crpoilyyactke. CTpOUTENbHO-
MoHTaxkHO€e yrnpasieHue Ne 1. ['maBnomy unxkenepy UrnatbeBy C.®D. 3aBOJ HEOJHOKPATHO CTaBUJI
nepea Bamu Bompoc o co0umoieHNH TeXHUKH 0€30I1aCHOCTH Ha CTpOilydyacTke.

Opnako 1o cux nop: 1. OTCyTCTBYIOT OrpakI€HHsI B MECTaX IMPOU3BOJACTBA CTPOUTEIIBHBIX
pabort. 2. He orpaxnarorcsi Mecta CBapOYHBIX paboT, Iie MOTYT MaAaTh MPEAMETHI ¢ BHICOTHI. 3. Ilpu
MIPOM3BOJICTBE PabOT B pallOHE MEXaHOCOOPOYHOTrO IeXa BEAETCS OCTOHMPOBAHHME KOJIOHH, XOTS
OrpakJ€HUE KOTJIOBaHA He chenaHo. Ilpomry cpodyHo mNpuHATH Mepbl. MHXEHep MO TEXHHUKE
6e3omnacuoctu B.C.1nbun

4. OdopMHTDH CHPaBKY CO BCEMU PEKBH3UTaMU PeMOHTHO-cTpouTenbHoe yrpasieHue Ne 21.
CnopaBka O XOJI¢ KalmuTaJbHOTO PEMOHTA XWIbIX JTOMOB mo MiaHy [ kBaprana 2010 rona.
HavaneHuky VYmpasnenus kanurainbHoro pemonrta IlpaButensctBa fApocnasins CamoiinoBy C.H.
BBoa B skcrmyatanuio xuiaod momaan no riany I kBaprama 2010 roma cocraBnsier 5324 m2 .
CmoHTHpOBaHO kMWiI0i miomanu 4066 M2 , MOANEKUT IEMOHTaKY U MOHTaxy 1574 m2 . Ilepenano
nmoj otxaenounbie padotel 2551 M2 . [lepenaHo mosl CAaHTEXHUYECKHUE U JIEKTPOTEXHUUYECKHE PAOOTHI
4066 M2 . B CMOHTHPOBAHHBIX TIOMEUICHMSX IOJUIEKAT BBIIOJHEHUIO BHYTPEHHHE
CTOJIIPHOOTAETIOUHBIE PaboThl o0beMoMm 1500 m2 . HeymoBneTBoputensHo BexyTcs paboter CY-11
Tpecta Ne 3 mo meHTpanbHOMY OTOIUJIEHHMIO, BOAOIPOBOAY M KaHanu3zauuu B nome N 55 mo
npocnekty Mamunoctpoutenei. HauaapHUK peMOHTHO-CTpouTenbHOro ynpasieHnusa B.I'.Kapros.

5. Odopmuth copaBKy cO BCEeMH peKBU3UTaMH [IpuOOpOCTPOMTENBHBI  3aBOJ
(yn.[Imutpuea, n.25, Spocmasnb, 193198, T1en.298 87 34). CnpaBka B HaJOTOBYH) HWHCIICKITHIO
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3aBoipkckoro pairiona Spocnarns. Epemun Bacunuit MuxaiinoBud paboTaeT Ha 3aBOJE CliecapeM
mexaHocOopouHoro 1exa. CpenHemecsyHas 3apabotHas miuata 9700 pyOmeit. {upexTtop 3aBona
N.N.Kapnios. ['nmaBubIii Oyxrantep A.A.AGpamoBa.

6. OpopMuTh aKT cO BceMH pekBU3UTamMu 63 [7aBHOE yIpaBieHHE MPOMBIIIJICHHOCTH
CTPOUTENbHBIX  MaTepuanoB. AKT  YCTAHOBJIEHHUS  (AKTHUECKOH  MPOU3BOAUTEIHHOCTH
TEXHOJIOIMYECKONH JHMHUU. T.SIpocnaBiab. OcCHOBaHME: MpUKA3 MHHHMCTpPA [POMBIIUIEHHOCTU
crpoutenbHbix MaTepuaioB oT 10.09.2009 Ne 108. IIpeacenarens — rJIaBHbIA TEXHOJIOT YIPABICHUS
[letpos JI.M. Unensl komuiccuu — pykoBoauTensb jgadoparopun Makapo C.U., crapmmii HHXeHep
nabopatopun Cumakos FO.B. IlpucyrcTBoBan rinaBHbiid naxenep 3aBoaa Ne 1 Pagun ML.I1. B nepuon
¢ 10.10.2009 mo 12.10.2009 xommuccusi mpoBena pabOTy IO YCTAaHOBJICHUIO (HAKTUUECKOM
MPOU3BOJUTENIBHOCTH TEXHOJOTUYECKOW JIMHUU O HM3TOTOBJIEHUIO acOECTOLEMEHTHBIX JINCTOB Ha
3aBoze Ne 1. JIuaus mpuHsATa B 9KCIUTyaTauuio B Aekadpe 1998 r. co cpeanelt mpon3BOIUTENbHOCTHIO
250 nucro/dac. 3a mpomienaniee BpeMs MPOU3BOIUTEIBLHOCTh JIMHUM 3HAYMTENIBHO BO3pocia. Jljis
YTOYHEHUS] TPOU3BOAUTENBHOCTH JIMHUM M KauyecTBa MPOAYKLMU KOMMCCHSI paccMOTpena
MaTepuaibl: CBEACHHs O paboTe JIMHUU 3a BeCh Mepuoj; (U3MKO-MEXaHWYECKue MokaszaTenu. B
pe3ynbTare KOMHUCCHUSL ONpEeNnja 4YacoBYH IPOU3BOIUTENBHOCTh JMHUUM B 400 JMCTOB, 4TO
COOTBETCTBYET I0/10BOM MOIMIHOCTH 300 MutH.JIMCTOB B ToJ. COCTaBIE€H B TpEX AK3eMIuisipax: 1-il —
I'maBacOecty; 2-it — HUWnpoekTacOecty; 3-if — 3aBogy N 1. YTBepkIaeT 3aMecTUTENIb MUHUCTpA
A.B.Ceprees.

7. OpopMuTh MpHUKa3 0 MpueMe Ha padoOTy CO BCEMH PEKBH3UTAMU AKIIMOHEPHOE OOIIECTBO
3akpeiToro Tuna "Ilpubon". SApocnaBiab. Ilpuka3. Hasnauute AmnapeeBa Cepres IlerpoBuua
HavanbHUKOM Jnabopatopurn N 3 ¢ 03.02.2010 ¢ okyiagoM COTJaCHO IUTATHOMY PAaCHHCaHUIO.
OcnoBanue: 3aaBienue AnzapeeBa C.II. or 01.02.2010 ¢ Bu3amu HayajdbHHKA OTAENa KaJIpoB U
rinaBHoro Oyxranrepa. Jupekrop AO3T M.O.I1aBnos

8. Odopmuth mpuKa3 00 YBOJBHEHHH CO BCEMH PEKBHU3UTAMHU AKIMOHEPHOE OOIIECTBO
3akpeitoro tuma "[lpuboit". Spocnasnb. Ilpukas. YBomuts ['opoxoBa Cranucnasa IlerpoBuua,
nmkenepa mexa Ne 2, ¢ 15.02.2010 mo co6cTBeHHOMY JkellaHuio B cooTBeTcTBUM 1.3 ¢T.77 TK POD.
OcHoBanue: 3asBiaeHue [opoxosa C.II. or 01.02.2010. Hupexkrop AO3T M.O.IlaBnoB. Bu3bl
HavanpHHuKa 1exa N 2 CemenoBa B.M., HauanbHuka otraena kaapoB HuxonaeBa K.C., rimaBHOTrO
oyxranrepa Huxudoposoii B.JI.

8. OBYYEHHUE CTYJAEHTOB-UHBAJIN/JOB 71 CTYJAEHTOB C
OI'PAHUYEHBIMH BO3MOXKHOCTAMMU 31O0POBbSL

[Topsimok 0OyueHHs WHBAJIHIOB U CTYACHTOB C OIPaHWYEHHBIM BO3MOXKHOCTSMH OIPEAEICH
[Monoxenne KyO6I'Y «OO6 oOyueHHM CTyJEHTOB-MHBAJIUAOB U CTYJCHTOB C OIPaHUYECHHBIMHU
BO3MOKHOCTSIMU 37I0POBBSI».

Jlnst U1 ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0POBbsI ITPETYyCMOTPEHBI 00pa3oBaTeIbHbIC
TEXHOJIOTUH, YYUTHIBAIOIINE OCOOCHHOCTH M COCTOSIHUE 3/I0POBBS TAKUX JIUIL.

9. JOHOJHUTEJBHOE OBECIIEYHEHUME JUCIHUIIJIMHbI
He npenycmortpeno
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PELIEH3UA
Ha padouyro nporpammy OIL.06 lokymMeHTalIMOHHOE OOecTeueHne
ylpasJieHusl,
38.02.01 DxoHOMHUKA U OYXTAJITEPCKUH Y4eT, pa3pad0TAHHYI0
npenoaasaresieMm Koabuosoii E.I1.

B nannoi pa0oueii mporpaMmMe OTPaKalOTCA:

l. lenu ocBOEHUS AMCHUIIMHBI B COOTBETCTBUM C MPUMEPHON MPOTrpaMMoi
JUI CHELMAIbHOCTEH CpeIHEro MNpoQecCHOHAIBHOIO 00pa30BaHUs CIEHUAIbHOCTU
38.02.01 DxoHOMUKA U OYXTaNTEPCKUN yUerT.

2. KommereHuuu oOyuvaromerocs, (QopMupyemble B pe3yJbTaTe OCBOCHHS
muciumiinael - o ®I'OC  cpennero  mpodeccruoHalbHOTO — 00pa3oBaHUsl 110
cneruanbHocTH 38.02.01 DKOHOMUKA U OyXTaNTEPCKHUM YUET..

3. ConmepxaHue u CTpyKTypa paboueit mporpaMmMbl COOTBETCTBYET TPEOOBaHUSIM
®I'OC cpennero mnpodeccuoHanbHOTO oOpa3zoBaHusi mo chnenuaibHoctu 38.02.01
DKOHOMHKA U OyXTalNTEPCKUN yUeT.

4. OOpa3oBarenabHble TEXHOJIIOTHH, UCIIOJIB3YyEMbIE MIPU PEATU3ALNNA PA3TUUHBIX
BUJIOB y4€OHOI pabOThI: JEKLIUHU, CEMUHAPBI.

5. OLeHOYHBIE CPEeNCTBAa TEKYLIErO0 KOHTPOJIA YCIIEBAEMOCTH, MPOMEXYTOUHOM
aTTeCTAallMU 110 UTOTaM OCBOEHUS JAMCLMIUIMHBL. YKa3aHbl TEMbI pedepaToB, BOMPOCHI
Y 3a/1aHUs JUIsl TPOBEACHUS TEKYIIETO KOHTPOJIS.

6. YueOHO-MeTOIMYecKoe M HMH(POPMAIMOHHOE OOECIEYeHUE TUCHUILIUHBI,
NepevYeHb OCHOBHOM, JOIMOJHHUTEIILHON JIUTEpPaTyphbl, MPOrpaMMHOTO OOECIEUEHHS,
umeromuecss B apceHane HWMHCIIO Ky6I'Y  pecypcel  uHpOpManmoHHO-
TeJICKOMMYHUKAIIMOHHOMN ceTn «HTepHeT», nHPOpPMaIMOHHO-CIIPAaBOYHBIE CUCTEMBI,
takue Kak CIIC «KoHCynbTaHT IUTIOCY.

7. MetoanuecKkue yka3aHus U MaTEpUabl 110 BUIAM 3aHITHH.

8.  MarepuanbHO-TeXHUYECKOEe  OOECleYeHne  TUCIUILUIMHBI,  KOTOpPOE
CIIOCOOCTBYET MPOBEJICHUIO BCEX BUIOB YU€OHON padOTHI.

3akJ/r0ueHue:

Pabouass mnporpamma coorBeTcTByeT dDenepaibHOMY TIOCYIapCTBEHHOMY
oOpaszoBarenbHOMy  craHmapry (PI'OC) mo  chmenuaabHOCTH — CPEIHETO
npodeccuonansaoro oo6pazoanus (CIIO) 38.02.01 DxoHOMHKAa W OyXTalTepCKUN
y4er.

Penensenr:

I'enepanbubiii aupexktop OO0 «Ok30TUK Typ» Tnum O.P.
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PELIEH3UA
Ha pa6ouyro nporpammy OIL.06 lokyMeHTallHOHHOE 00ecIieYeHHe
ylpaBJieHHU,
38.02.01 DxoHOMHKA ¥ OyXTraJaTepCKUil yueT

B paOouyeit mnporpamme OIL06 J[lokymeHTanuOHHOe oOecmeYeHne
yIPaBJIeHUS OTPAKAIOTCH:

1. lenu ocBOEHUS AMCHUILIMHBI B COOTBETCTBUM C MPUMEPHON MPOTrpaMMoit
JUISL CTIELMAJIbHOCTEN CpeHero Mpo@ecCHOHAIBHOIO 00pa3oBaHUs CHEIUATbLHOCTH
38.02.01 DxoHOMMKA U OYXTaITEPCKUN YUET.

2. Kowmnerenuun oOy4aromierocsi, (GpopmMupyemble B pe3yibTaTe OCBOCHHS
mucimuinael - o @I'OC  cpennero  mpodeccHuoHaNbHOTO  O0pa3oBaHUs 10
cnenuaibHocTh 38.02.01 DkOHOMUKA U OyXTanTepCKUil yUer..

3. CoaeprxkaHue U CTPyKTypa padodeil mporpaMMbl COOTBETCTBYET TPEOOBaHUSAM
®I'OC cpeanero mnpodeccruoHanbHOTO 00pazoBaHus 1Mo crnenuaibHocTH 38.02.01
DKOHOMUKA B OyXTaaTepCKUil yuer.

4. OGpa3oBarenabHbIE TEXHOJIOTHH, UCIIOJIB3yEMbIC TIPU PEATU3AINKA PA3TUIHBIX
BUJIOB y4eOHOM pabOThI: JIEKIIUU, CEMUHAPBI.

5. OueHOYHbIE CpeNCTBAa TEKYLIETO KOHTPOJI YCIIEBAEMOCTH, MPOMEXYTOYHOM
aTTECTAIlMH 10 UTOTaM OCBOCHUS JAUCIHUIUIMHBI. YKa3aHbl TEMbI pedepaToB, BOMPOCHI
Y 3a/IaHus JUIsl TPOBEACHUS TEKYIIETO KOHTPOJIS.

6. YueOHo-MeToANYEeCKOE W HH(OPMAIIMOHHOE OOECIEeUECHUE UCIMILINHBI,
NEepeYeHb OCHOBHOM, JOIMOJHHUTENIBHON JIUTEPATyphbl, MPOTrPAMMHOr0 OOECIIEUEHHS,
umerontmecss B apceHaie  MHCIIO  KyO6I'Y  pecypcel  uH(bOpMaluoOHHO-
TEJIEKOMMYHUKAIMOHHOMN ceTu «HTepHeT», nH()OPMAIIMOHHO-CIIPABOYHBIE CUCTEMBI,
takue Kkak CIIC «KoHCynbTanT I1umroc», a Takke MaTepUalbHO-TEXHUYECKOE
o0ecrniedyeHre JUCIUILTNHBI, KOTOPOE CIIOCOOCTBYET MPOBEICHUIO BCEX BUOB YUECOHOM
paboTHI.

7. MetoanuecKkue yka3aHus U MaTepHUabl [0 BUIAM 3aHSITHI.

3akioveHnue:

Pabouas mporpamma, mnoarorosiieHHas mnpenoaaBateiaeM KombioBorr E.IT.,
cooTBeTcTBYeT DenepaibHOMY TOCYAapCTBEHHOMY O00pa30BaTEIbHOMY CTaHIAPTy
(®I'OC) mno cnenuanbHOCTH cpeaHero mnpodeccuoHanbHoro obpaszoBanus (CI1O)
38.02.01 DxoHOMUKA M OYXTAJITEPCKUH yUeT.

Penensenr:

EPALMS .
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Hupextop OOO «Pemronr» IIytaro M.M.
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