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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) dYacTH OCBOGHHMA 0OHIenpo(ecCHOHAIBHOW  JUCHUIUIMHBL  «J{OKyMeHTalnoHHOe
oOecrieueHre yMpaBieHUs» W NpeJHa3HAYeHa Ui OCBOCHUS OOYYarOIIMMHUCSA 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  «JlokymeHTalMoHHOE OOeCIeYeHne YIPABJICHUS» ONUpaeTcsl Ha
MPEIIIeCTBYIOIUE AUCHUIIIMHBL «OKOHOMHKa» W (OpPMUPYET KOMIETEHIIMHM JUIs OCBOCHHS
NOCEAYIOIUX AUCUUIUINH: «AyIUT», « OCHOBBI OyXTalTepCKOTrO YUeTay.

1.3. Heau u 3a7aum y4yeOHOW JMCHUILUIMHBI — TPeOOBAHUA K Pe3yJbTAaTaM OCBOEHHS
AUCHUTLTUHBI:

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

OCHOBHBIMHU 3a/ladyaMH JAMCLUUILIUHBI SBISIOTCS OCBOEHHE IPAaBHJI OpraHu3aluu paboThl ¢
JOKYMEHTaMU; TIOPsI/IKa OpraHu3aluy padoT MO JeIONPOU3BOACTBEHHOMY 00CTYKHBAHUIO; IPHEMOB
COBPEMEHHOT0 JIeJI0NPOU3BOJICTBA.

B pesynbTare u3yueHus o0s53aTebHON YaCTH Y4eOHOTO IIMKIJIa 00YYarOIUICs TOIDKEH:

3HATh:

- 00 OCHOBHBIX IOJIOKEHHSX 110 JTOKYMEHTHPOBAHUIO YIIPABICHUYECKOH 1S TeNbHOCTH;

- TEPMHUHOJIOTHUIO B 00J1aCTH JOKYMEHTALMOHHOTO O0eCieueHus yIpaBIeHUs

- 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 HOPMATHUBHBIE JTOKYMEHTHI 110 OpTraHU3ali padOThl C
JIOKYMEHTAIIUEH;

- IpaBUiIa COCTABJICHUS U 0(OPMIICHHUIO Pa3IMYHBIX BUJOB JOKYMEHTOB;

- TpeOOBaHMS K TEKCTY CIY)KEOHBIX JJOKYMEHTOB;

- o01ue 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;

- oopMIATH HOMEHKJIATYpy Jel U (OopMUpOBaTh Jiela B COOTBETCTBHHU C
HOMEHKJIATy POl /eI,

- OCYILECTBIIATH TIOKYMEHTHUPOBAHHUE U OPraHU3aINI0 PadOTHI C TOKyMEHTaMH;

- M0JIb30BATbCS OCHOBHBIMU HOPMATHBHO-IIPABOBBIMU JTOKYMEHTaMU B 00JIACTH
JOKYMEHTHPOBAaHUS

- 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 YMETb
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 OpraHU3aIMIOHHO- 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
- TpaBWJIa COCTABICHUS 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 JOKYMEHTBI 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

CamocTosiTesibHAasi padoTa o0y4arierocs (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 JOKYMEHTHUPOBAHHMSI

BBenenue B YHudukanus u craHgapTh3anus JOKyMEHTOB. CHCTEMBbI
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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 WM 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 obecrieyeHus yIpaBJieHUs

(F'CHOY); TunoBasi MHCTPYKIHUS 1O 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 PYTHM MTPU3HAKAM.

O6mepoccutickue knaccudukaropsr (OKV], OKIIO,
OKOHX, OKVYH), wux kparkas XapakTepUCTHUKA.
VYHuduuupoBaHHas cucTeMa JIOKyMEHTAllUU: TIOHSITHE.
CoctaB yHU(PUIHPOBAHHBIX CHCTEM JOKYMEHTAIUU:
OpraHU3aIIOHHO-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 muchMa). Cocras,
odopmIIeHHE PEKBU3UTOB OJIaHKA.
Opranu3anroHHO-PACTIOPS TUTEIbHBIE JIOKYMEHTHI:
MOHSTHE, HazHa4YeHHE, OCHOBHbIE BU/IBI
(opranuzanuoHHbBIC, PACTIOPSIUTEILHBIC, CIPABOYHBIE).
OpranuzallMOHHBIE JOKYMEHTBHI: YyCTaB, IOJIO)KEHUS,
CTpYKTypa ¥  INTaTHas  4YHCIEHHOCTb,  IITaTHOE
pacnucaHue, NpaBHJa, JOJDKHOCTHAs WHCTPYKLHUSA, HX
Ha3HA4YCHHE, XapaKTepUCTUKA M COCTaB, TPeOOBaHHS K
o opMIIeHHUIO, MOPSATIOK YTBEPKACHHUS.
PacniopsimuTenbHbBIE M CIPABOYHBIC JJOKYMEHTHI.




®dopma

JNOKYMEHTOB, OIpeieNieHue, IeNd, 3aJadd, MecTra
perucTpany  pasNUYHBIX  KaTeropuid  JOKYMEHTOB.
Cuctembl u  (GopMbl  perucTpanuu  (KypHajabHasi,
KapTouyHasi, aBTOMATH3UPOBaHHAs), WX JOCTOMHCTBA U
HepocTaTku. [lokazaTenu, BBOAMMBIE B PETUCTPALMOHHbBIE
dopmbl.  OCOOEHHOCTH  PETUCTpPAllMM  BXOISIIUX,
UCXOMSIINX ¥ BHYTPEHHUX IOKYMEHTOB.

CocTaB BBHITIONHSEMBIX PabOT MPH OTIPABKE HCXOSIINX
JOKYMEHTOB: TIPOBEpPKa MPAaBHIBHOCTH OGOpPMIICHHUS,
HAIMYUS PUWIOKESHHIM, aJjpeca, COPTUPOBKA I10 apecaTam
U BUJAM OTIIPABJICHUN COCTaBJIEHUE OIUCKH PACCBHUIKH.
TpaauunoHHBIH c1OCOO OTHPAaBKH JTIOKYMEHTOB (IIOYTOH).
OTtmpaBka TOKYMEHTOB ¢ TTOMOIIBIO Tesedona, (akca.
KouTtpons WCTIOTHEHUS JIOKYMEHTOB: MOHSTHE,
Ha3HayeHue, BHUIbL. [IpUHIMIBI 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  JTOKyMEHTOB, OIEPaTHBHOTO
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 apXHB 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[IpoexktupoBanue
0JIaHKOB JOKYMEHTOB OpraHU3aluu. TUIBI JOKYMEHTOB:
MNOJJIMHHUK, KOMUs, MyONHKaT, BhINMKCKA, UX Ha3HAUYEHUE.
[Mopsimox odopmiieHHe W BbIIAYM KOMHA U AYOJIMKATOB
JTOKYMEHTOB, BBIIUCOK W3 HUX. PacnopsautenbHble
JOKYMEHTBI: TIOCTAaHOBJIICHHE, MPUKa3, pacHopshKEHUe,
COBMECTHBIN pacnopsAIuTeNbHBII JIOKYMEHT, 170:¢
Ha3HA4YCHHE, XapaKTepUCTUKA M COCTaB, TPeOOBaHHS K
opopmiiennto. CrpaBoYHBIE JTOKYMEHTHI: CITy)KEOHBIE
MUChMA, CIIPAaBKH, JTOKJIAJHBIE 3aMMUCKH, POTOKOJBI, aKThI,
3asBJIEHUE, UX XapaKTepUCTUKA U COCTaB, TPeOOBAHUS K

0(OPMIICHHUIO.

2 Paznen 2. Perucrpanus BXOOAIIMX, HCXONAIIUX U BHYTpeHHHUX | T
Opranuzanus JIOKYMEHTOB B JKypHaJI€ U Ha KapTOUKe v
paboTsI ¢ OdopmieHrne OCHOBHBIX PEKBHU3UTOB W  OCHOBHOHU | A
JOKyMEHTaMU OpraHU3alMOHHO-PACTIOPAAUTENBHON  JOKYMEHTAIMM  C

nomornipio [I9BM. Co3ganme mablioHOB JTOKYMEHTOB.
Opranuzanys XpaHEHHsS HCIOJIHEHHBIX JIOKYMEHTOB.
OcHoBHBIE TpeOOBaHUS HOPMATHUBHBIX JIOKYMEHTOB,
pernaMeHTHPYIONIMX JAaHHBIM 3Tan JI0KyMEHTO00OpoTa.
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 1 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(UIHAIBHOTO 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, (hanbcupUIIMPOBaHHbIA YaCTUYHO?

20. Yro mpeacTaBisieT co00i OpUrHHaAI JOKyMEHTa?

Tema 2 YHudukanus v crangapTusamnus 10KyMeHTOB. CHCTEMbI TOKyMEHTAIIUN

1. KakoBbI OCHOBHBIE LI€TH YHU(DUKALUU TOKYMEHTOB?

2. UTo yunTHIBaCTCS MPU MPOBEACHUN YHU(PUKAIINHN TOKYMEHTOB?

3. Uto moHUMaeTcs Mo CUCTEMOU JOKyMEHTaluu?

4. Kakuie ObIBalOT CHCTEMBI JJOKyMEHTAIUN?

5. B ueM ocobennocts YCOP/I?

6. Uto mpeacTaBisieT co00M CTaHAApPT M KaKUe BUBI CTAHIAPTOB MPUMEHSIOTCS

B Halle ctpaHe?

7. UTo BXOAUT B KOMIUIEKC HOPMATHUBHBIX JOKYMEHTOB 110 CTAHAAPTU3ALINM ?

8. KTo pa3zpabarbiBaeT U yTBep»kKaaeT HOPMATUBHBIC JOKYMEHTHI 110 CTaHIaPTU3AIHH
1 KTO OCYIIECTBIISIET KOHTPOJIb U HAA30p 3a COOII0CHHEM UX TpeOOBaHU?

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

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 TOKYMEHTOB.

1. Kakue ¢opmarsl OymMaru CHoIb3yIOTCS IS IOCTPOEHUs popmyisgpa-odpasia
oprPAa?

2. Kakue pasmepsr noseir OPJ] ycranosnensr hpopmysipom-oopazmom OP1?

3. MoryT 1 Ha MOJAX TOKYMEHTa pacrojiaraThCs Kakue-T1u00 PeKBU3UTHI?

4. Kakoif MakCUMaIbHBIM COCTaB PEKBU3UTOB YCTAHOBIIEH (POPMYIISIpOM-00pa3iiom?
5. CKONBKO TOJIOKEHHH TaOyIsITOpa UCTIONIB3YETCs IPH 0(DOPMIICHHH PEKBU3UTOB?
6. Kakue pekBU3UTHI OTHOCATCS K OCTOSIHHBIM?

7. Kakue peKBU3UTHI SBISIOTCS 00s3aTSIIBHBIMH?

8. CKOJIBKO CYILECTBYET CIIOCOO0B 0(hopMIICHUST PEKBU3UTOB?

9. UTo XapakTepu3yroT JOMOJHUTENbHbIE PeKBU3UTHI OP]?

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

11. Kakumu cioco6aMy MOKHO M3TOTaBINBATh OJaHKU JOKYMEHTOB?

12. Yro sBnsieTCst OCHOBOM ISl MPOSKTUPOBAaHUS OlaHKa JOKyMeHTa?

13. lns obopmiteHHs KaKuX BUAOB IOKYMEHTOB 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-pacoOpsAUTENbHAs 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 cTpouTCA TEKCT B OpPraHU3allMOHHbBIX JOKYMEHTax?

5. Kak noinro neiicTByeT opraHu3allMoOHHbIA JOKyMEHT? MOKHO JI1 BHOCUTh U3MEHEHHUS

B TEKCT OPTaHU3aLMOHHOI0 JOKYMEHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TIOKYMEHTOB?

7. C Kakoy LEeJIbI0 CO3IAI0TCA TUIIOBBIE U TPUMEPHBIE 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 COAEPkKATHCS B TEKCTE KaXKI0T0 pa3jiena JOJKHOCTHOM

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 CUITY?

14. Kak paznuuatotcs 1o cepe AeUCTBUS pacopsIuTeNIbHbIE TOKYMEHTHI?

15. Yto siBnsieTCSl OCHOBAHHMEM ISl U3IAHUS PACIIOPSAUTEIBHOTO TOKyMEHTa?

16. Kak cTpouTcst TEKCT pacopsAAUTENBHOTO 10KyMEHTa?

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 PACHIOPSAUTENIbHbIE 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 BoOIpOCaM 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 npaBuiia 0(hOpMIICHUS TeTIETPaMMBbl?

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 JApyra?

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 YHUUTOKEHHIO MOCTIE BCKPHITHS?

6. KakuMm 00pazom oCymiecTBIsIeTCs 10CTaBKa KOPPECTIOHACHITNH?

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

8. Uto nomkHa caenath SKCIEAUIINS, €CIIH IPU BCKPHITUU KOHBEPTa 00HAPYKHUIIOCH,
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 TOKYMEHTOB?
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 mpouCcXOoauT C TOKYMEHTAMHU MOCJI€ OKOHYAHUS UX UCTIOJIHEHHUS?

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 mHIIEKC Jena o HOMEHKIaType aen?

7. Kak momxkeH ObITh chopMyIMpPOBaAH 3aroJIOBOK Jena?

8. Ha ocHOBaHMU 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 YHUUYTOXKEHHUE

1. B Teyenne kakoro cpoka JI0JKHBI 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 TIepeaaue Ha XpaHeHune?

6. Kak HymMepyroTcs MCThI fena?

7. Becerna nu cocTaBiseTCs 3aBEpUTEIbHAs HAANMUCH Aena? UTo B Hee BXOAUT?

8. Kakum 00pazom MOAIMIMBAIOTCS TOKYMEHTHI TIOCTOSIHHOTO CPOKA XpaHEHUS B
TBepayto 007105kKy? Beerma nmu fena nepenerarorces?

9. Kak 10DKHBI XpaHUTHCS 0CO00 IIEHHBIE TOKYMEHTHI?

10. C xakuM# HEJISIMH MPOU3BOIUTCS MOTHOE 0(OPMIICHHE JIEN MPU UX TIOJITOTOBKE
K Mepejaye Ha XpaHEeHUE B apXUB OpraHu3aluu?

AHanu3 mpoOJIEMHBIX CUTYaIUi
st mpoBeneHHs aHadu3a NPOOJIEMHOM CHUTyallMd HEOOXOJAMMO TPEXKIE BCEr0 YETKO

c(OpMyJIUPOBATH CYIIHOCTH MPOOIEMBI U OMUCATH CUTYAIMIO, B KOTOPOW OHA UMEET MECTO.

ConeprxanreM aHalIM3a IPOOJIEMHON CUTYAIlUU SBIISCTCS
1) onpeneneHue CyIIECTBOBaHUS MpOOJNEMBI, T.€. YCTAHOBJICHHME, €CTh JH B

HCﬁCTBHTCHBHOCTH npo6neMa HJIN OHA SABJIACTCS MHHMOﬁ;

2) ompenienieHue HOBU3HBI IPOOJIEMHOI CUTYaIuH;

3) ycTaHOB/I€HUE IPUYMH BOSHUKHOBEHMSI TPOOJIEMHON CUTYallUY;

4) onpezeneHue B3aUMOCBSI3U C APYTUMU NIPOOIEMaMH;

5) onpeneneHue CTENEHU MOTHOTHl U JOCTOBEPHOCTH HH(POPMALIUU O IPOOIEMHON CUTYaINH;
6) onpeneneHre BO3MOKHOCTH Pa3pelIuMOCTH MTPOOIEMBI.

2.4.5. IlepeueHb y4ueOHO-METOAMYECKOr0 o0ecmedeHHUsl IS CAMOCTOSTEbHON PadoThl

00yYaKOIIUXCS 0 TUCHHILINHE

HaumenoBanue [lepeueHp yueOHO-METOANYECKOTO 00eCeYeHNs JUCITUILINHBI 10
No paszena, TEMBIL, BBITIOJTHEHUIO CAMOCTOSTEIILHOU paboThI
Buga CPC
1 2 3
Paznen 1. 1. KopueeB, . K. JlokymMeHTallMOHHOE OOECIIeYeHUE YTIpaBIeHUS +
Brenenue B tectil B OBC : yuyeOHMK ® TPAKTHKYM JUIsI  CPEIHETO
JIOKyMEHTHpOBaH | npodeccruonansuoro oopazosanus / 1. K. Kopuees, A. B. [Tmenko, B.
ue A. Mamypnes. — 2-e¢ wu3d., nepepadb. u gom. — MockBa
ynpasiendyeckoit | M3marensctBo [Opaiit, 2019. — 384 c. — (IIpodeccuonansHoe
NEeSATeTbHOCTH obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 3JEKTPOHHBIN
1. // OBC FOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/438491.
2. Jloponuna, JI. A. JlokyMeHTaIlMOHHOE OOecrieueHne YIpaBICHHS :
Yy4eOHMK W  TPAKTUKyM JUIsI  CpeaHEero  MpogeCcCHOHAIBHOTO
obpazoBanus / JI. A. Hoponuna, B. C. UpurukoBa. — Mocksa :
W3narensctBo [Opaiit, 2019. — 233 c¢. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-05783-6. — TekcT : 37eKTpOHHBIH
// OBC FOpaiT [caiiT]. — URL: https://biblio-online.ru/bcode/438586.
Paznen 2. 1. KopueeB, 1. K. [lokymeHTanimonHoe oOecrieyeHHuEe yIpaBiIeHHUS +
Opranuzanus tectbi B OBC : y4eOHMK ® TPaKTUKyM [IJIS  CPEIOHETrO
paboThI C npodeccuonanbHoro odpaszosanus / M. K. Kopuees, A. B. ITmenko, B.
JOKYMEHTaMHU A. MamyprueB. — 2-e wusn.,, mnepepadb. u mon. — Mocksa
W3narensctBo [Opaiit, 2019. — 384 c¢. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 3JeKTpOHHBIH
2. // OBC FOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/438491.

2. NoponuHa, JI. A. JlokyMeHTallMOHHOE 0OecrieueHne yIpaBIeHUs
YYEOHHK U TTPAKTUKYM ISl CpeHEr0 MPodeCCHOHATBFHOTO 00pa30BaHUs
/ JI. A. Noponuna, B. C. UputnkoBa. — Mocksa : M31aTenscTBO
HOpaiit, 2019. — 233 c¢. — (IIpodeccuonanpHoe 0Opa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekcr : anexkrponHsii // 3BC KOpaiit
[caiiT]. — URL: https://biblio-online.ru/bcode/438586.
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3. OBPA3OBATEJIBHBIE TEXHOJIOT'YH
3.1. O0pa3oBaTeabHbIe TEXHOJIOTHH NP NPOBEICHNHU JEKIUI

Buabl nprumeHsemMbIx Koma-Bo
Ne Tema .
00pa3oBaTeNbHBIX TEXHOJIOTHIA | 4Yac
1 2 3 4
1 [JIOKyMEHTBI U CIOCOOBI TOKYMEHTHUPOBAHUS TpaguimonHoe o0yueHue 2
YHubukauus W CcTaHZapTH3alUs  JIOKYMEHTOB.
2 (uxan Aap I JIOKY Tpanumronnoe oby4yeHue 2
Cuctembl JOKyMEHTAIlUU
3 |PexBHU3UTHI M OJaHKHU JOKYMEHTOB. TpamuronHoe oOoydeHue 2
4 Opranu3aloOHHO-pacopsAuTEIbHAS PasBuBaroree o0ydeHue )
nokymeHTalus. Opranu3alioOHHbIE IOKYMEHTHI
5 |Opranuzanmsi TOKyMEHTO000poTa PasBuBaroree o0ydeHne 2
6 Opranuzanus  perucTpanyy  JOKYMEHTOB U/ pagullMOHHOE 00yueHHEe )
KOHTPOJIb UCIIOJIHEHHUS JJOKYMEHTOB
7 |Opranuzanus OnepaTUBHOTO XPAHEHUS JOKYMEHTOB(I pauIIMOHHOE 00yUeHHE 2
2 [lopsinok nmepenaun JOKYMEHTOB B apXMB WJIM Ha  |[[paauiiuoHHOE 00yueHue )
YHUUYTOKEHHE
Hroro no xkypcy] 16
B TOM YHCJIC HHTEPAKTHBHOE 00yueHue*| 6
3.2 O0pa3oBaTe/ibHbIE TEXHOJIOTHHU NPU MPOBEACHUN MPAKTUYECKUX 3aHATHI
(cemuHapcKkux pador)
Buasl npumeHsieMbIx Kou.
Ne Tema 3ansaTHA AP TP .
00pa30BaTeNbHBIX TEXHOJIOTUN | Yac
1. |OdopmneHre opraHn3alMmOHHBIX TOKYMEHTOB PenpoayktuBHOE 00ydeHne 2
2. |OdopmiieHre pacOpSIUTEIbHBIX IOKYMEHTOB PenpoaykTuBHOE 00yUeHME
Perucrpanus BXoAsIIKUX, UCXOJAUIUX U
3. |BHYTPEHHHX JOKYMEHTOB B )KypHaJe U Ha Ketic-rexnonorus
KapTOYKe
OdopmiieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM 4
OpraHu3alMOHHO-PACIIOPAIUTEIIBHON
4, |°P 1 P P PenpoaykTuBHOE 00yUeHHE

nokyMmeHTanuu ¢ nomoibio [I9BM. Coznanue
11a0JIOHOB JOKYMEHTOB

Uroro mo kypcy| 10

B TOM YHCJIE UHTEPAKTHUBHOE 00ydeHue™

4. YCJIOBUSA PEAJIM3ALIUUA ITPOT'PAMMBI JIUCIHUAITIJIMHBI
4.1. MarepunanbHo-TeXHUYecKkass 0a3a, HeoOXxogumasi [Js1  OCYLIECTBJIECHHUS
00pa3oBaTeILHOIO NMpoiecca No JMCUUIIUHE
Peanuzamus yueOHOM NTUCIUIUIMHBI OCYIIECTBIISETCS B CIIEIMAIEHO 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
oOecreueHmne
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 MTOCOOMH, 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 I 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 mporpamMMmHOe oOecrieueHue, 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

obecrieueHre, He OTPAaHUICHO, OECCPOTHO)

e Foxit Reader —

Ha0Op KOJEKOB (KOAMPOBIIMKOB-

PDF (6ecruiatHoe mporpammHOE

S. HEPEYEHb OCHOBHBIX U JONNOJHUTEJIBHBIX NTHOPOPMAIIMOHHBIX
NCTOYHHUKOB, HEOBXO/JUMBIX JJI51 OCBOEHUA JTUCIIUIIJIMHbI
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5.10cHOBHAs JJUTEPATYypa

1. Kopnees, 1. K. JlokymeHTallMOHHOE OOECIEUeHUE yIpaBiCHUS + TECThI B
OBbC : yueOHUK 1 MPAKTUKYM JUIsl CpeTHero mpodecCuoHaIbHOTr0 00pa3oBaHus /
. K. Kopuees, A. B. [Tmenko, B. A. MamypiieB. — 2-e u3j., nepepad. u JOII.
— Mocksa : M3gatensctBo HOpaiit, 2019. — 384 ¢. — (Ilpodeccuonansuoe
oOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcrt : snexkrponssiii / IbC
FOpaiir [caiiT]. — URL: https://biblio-online.ru/bcode/438491

5.2 JlonoiHUTEIbHAA JIUTEPATypa

1. Joponuna, JI. A. JlokyMmeHTallMOHHOE O00eCrieYeHUE yNpaBlIeHUs : YUEOHUK U
NpPakTUKyM IS cpefaHero mnpodeccruoHalbHOro o6pazoBanus / JI. A.
Hoponuna, B. C. UputukoBa. — Mocksa : M3garensctBo IOpaiit, 2019. —
233 ¢. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5534-05783-6.
— Tekct : anexkrponHbit / OBC FOpaiit [caiit]. — URL: https://biblio-
online.ru/bcode/438586

HopmaTuBHO-IpaBOBbIE JOKYMEHTHI
Konekcol

1. Poccuiickas @enepanus. 3akoHbl. brokeTHbIl konekce Poccuiickoit @enepannu
: BK : Tekcr ¢ u3mMeHeHus MU W AonoiaHeHusMU Ha 16 ampens 2022 ropa : OpHUHAT
lNocynapcrBennoit Jlymoit 17 utonsa 1998 roga : omo6pern Coserom Denepanuu 17
utosist 1998 rona // Koncynbrantllmtoc : cpaBoyHO-ipaBoBas cucteMa. — MOCKBa,
1997— . — 3armn. ¢ TuTYyJ. SKpaHa.

2. Poccuiickass @enepanusi. 3akoHbl. ['paxnanckuii  komekc Pocculiickoit
®enepanun : yacth neppast : ['K : TeKCT ¢ M3MEHEHUSIMU U JIONOJHEHUAMHU Ha 25
deppanst 2022 roga : npunar locynapctBenHon [ymoit 21 oxtsa6ps 1994 roma //
Koncynsrantllitoc : cnpaBodHo-nipaBoBasi cucrema. — MockBa, 1997— . — 3am. ¢
TUTYJ. SKpaHa.

3. Poccuiickas ~ ®epepaumst. 3akoHbl. ['paxnmanckuii  kopekc  Poccuiickoi
®enepanuu : yacth Bropas : 'K : TekcT ¢ M3MEHEHUSAMU U JONOJIHEHUSAMHU Ha | Hrois
2021 roma : mnpunsar locymapctBennoit J[lymoit 22 okrsabps 1995 roma //
Koncynerantllntoc : cnpaBouHo-nipaBoBasi cucreMa. — Mocksa, 1997— . — 3ann. ¢
TUTYJ. SKpaHa.

4. Poccuiickass ®enepanus. 3akoHbl. [paxaanckuid kojekc Poccuiickoi
®enepanuu : yacth TpeThs : 'K : TEKCT ¢ u3BMEHEHHsIMU U AOTOJHEHUSIMU Ha 1 urons
2021 rona : mpunsar ['ocynapctBennoit J{lymoit 1 Hosiopst 2001 rona : omodbpen CoeTom
Oeneparuu 14 wosiopst 2001 roma // Koucynerantllimroc : crpaBOYHO-IIpaBOBas
cucteMa. — Mocksa, 1997— . — 3ar. ¢ TUTYIL. SKpaHa.

5. Poccuiickas @enepauusi. 3akoHbl. ['paxnanckuii  komekc Pocculickoit
®enepanuu : yacth yetBepras : ['K : TekcT ¢ M3MEHEHUSIMU U AOMOJHEHUsIMU 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 MpaBoHapymieHusXx : KoAIl : TekcT ¢ u3MeHeHusAMH U

nononHeHussMu Ha 16 ampens 2022 ropa : npunar ['ocynapctBennoit Jlymon 20
nexkabpss 2001 roma : omobpen Comerom Depepammm 26 nexabps 2001 roma //
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KoncynwrantlIntoc : cnpaBoyHo-npaBoBas cucteMa. — MockBa, 1997— . — 3arn. ¢
TUTYJI. SKpaHa.

7. Poccuiickas @enepanus. 3akonsl. Hanorossliid kopekc Poccuiickoit denepanuu :
yacTh nepsas : HK : Tekct ¢ n3meHeHusimu u aononHeHussMu Ha 1 mas 2022 roxa :
npuHaT [ocynapctBennoit Jlymoit 16 urons 1998 roxa : omobpen Coetom denepanuu
17 wrons 1998 rona // Koncynwsrantllinroc : cripaBouHO-TIpaBoBasi cuctema. — MOCKBa,
1997— . — 3am1. ¢ TUTYI. SKpaHa.

8. Poccuiickas ®enepanus. 3akonsl. Hanorosslii koneke Poccuiickoit deaepanuy :
yacTh Bropad : HK : TekcT ¢ usMenenusmu u nonojgHeHusiMu Ha 1 mas 2022 rona :
npuHat ['ocynapcteenHoi Jlymoii 19 urons 2000 roaa : ono6pen Cosetom deaeparu
26 urons 2000 roxa // Koncynerantllntoc : cipaBouHO-TIpaBoBas cucteMa. — MOCKBa,
1997— . — 3am. ¢ TuTys. 3KpaHa.

9. Poccuiickas Penepaunsi. 3akoHbl. O BHECEHMM M3MEHEHUN B YAaCTH MEPBYIO U
BTOpyto  HamoroBoro  komekca  Poccuiickori  ®Deaepaumi U OTIEJIbHBIC
3aKoHOJaTenbHble akThl Poccuiickoin @enepaunu : enepanbubiii 3aKkoH Ne 305-03 :
npunatr [ocynapctBennoit Jlymoit 16 wurons 2021 roma : omobpen CoBeTom
Genepatun 23 wurons 2021 roma // Koncynerantllimtoc : crnpaBodHO-paBOBas
cucreMa. — Mocksa, 1997— . — 3arn. ¢ TuTyJ1. 3KpaHa.

10. Poccuiickas ®enepanus. 3akoHbl. O BHECEHMM HW3MEHEHHUW B YacTh
nepByto HanmoroBoro koaekca Poccuiickoit @enepanuu : OenepanbHbiil 3akoH Ne 379-
®3 : mpunar ['ocymnapcrBennoit ymoit 16 Hosi6ps 2021 rona : omobpern CoBeTom
Genepatun 19 Hosa6pst 2021 roma // Koncynprantllmtoc : crnpaBodHO-paBOBast
cucrtema. — Mocksa, 1997— . — 3ari. ¢ TuTy. 3KkpaHa.

11. Poccuiickas ®enepanua. 3axkoHbl. TpymnoBoil komexkc Pocculickoit
Oeneparnuy : TK : TEeKCT ¢ M3BMEHEHUSIMU U IOTIOTHEHUAMH Ha 25 deBpais 2022 roaa :
npuHatr locynapctBenHoit Jlymonr 21 pgexabpss 2001 roma : omoOpen CoBerom
Oeneparuun 26 aexadbps 2001 roma // Koncynerantllnioc : cnpaBodHO-IIpaBOBas
cucrtema. — Mockga, 1997— . — 3ari. ¢ TUTyn. 3KpaHa.

12. Poccuiickas ®epnepauus. 3akoHbl. YTOJOBHBIM Koaekc Poccuiickoii
Oepnepanuu : YK : TEKCT ¢ U3BMEHEHUSAMH U JIONIOTHEHUAMH Ha 25 mapta 2022 roaa :
npunaT ['ocynapctBennoit [ymoii 24 mas 1996 rona : omoopen CoBerom Denepanuu
5 uronst 1996 rona // Koncynwsrantllnroc : cnpaBouHO-ipaBoBasi cuctema. — MOCKBa,
1997— . — 3ara. ¢ TuTYyN. 3KpaHa.

DenepajbHbIe 3AaKOHBI

1. Poccuiickass ®enepanus. 3akonbl. O cTpaTernyeckoM IUIAHUPOBAaHUU B
Poccuiickoit @enepannu : Oeaepanbubiii 3akoH Ne 172-D3 : TEKCT ¢ U3BMEHEHUSIMUA U
nonoaHeHusiMu Ha 31 urons 2020 roga : npussaT ['ocynapctBenHo#t {ymon 20 uroHs
2014 rona : omobpen Coserom Denepanuu 25 utons 2014 rona // KoncynwsrantlLitoc :
CIIPaBOYHO-TIpaBOBas cucteMma. — Mocksa, 1997— . — 3ari. ¢ TuTys. sKkpaHa.

2. Poccuiickass ®enepanusa. 3akoHbl. O pbIHKE IIeHHBIX Oymar : denepanbHbIN
3akoH Ne 39-D3 : TeKCT ¢ U3BMEHEHHUSIMHU U JomoaHeHussMHA Ha 16 ampens 2022 rona :
npuHsaT [ocynmapctBennoit Jlymoit 20 wmapra 1996 roma : omobpern CoBeToM
Geneparmu 11 anpenst 1996 ronma // Koncynprantllmioc : cmnpaBouHO-paBOBast
cucrtema. — Mocksa, 1997— . — 3ariu. ¢ TuTy. 3KpaHa.

3. Poccuiickas @enepanusa. 3akoHbl. O 0aHKax W OaHKOBCKOM MESITEIBHOCTH :
®enepanbHbiil 3aKk0H No 395-1-D3 : TeKCT ¢ U3MEHEHUSIMU U JOMOJHEHUSIMH Ha |
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anpens 2022 rona : npunAT 2 aexkabps 1990 roga // KoncynwranTllntoc : cripaBouHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYyJ1. 3KpaHa.

4. Poccuiickas ®epepanus. 3akonbl. O IlentpanbHom Oanke Poccuiickoii
Oenepanuu (banke Poccun) : denepanbubiii 3ak0oH Ne 86-D3 : TEKCT ¢ M3MEHEHUSIMHU
u pononHeHmsiMu Ha 30 aexabps 2021 roga : npuaAT I'ocymapcTBenHon [lymoit 27
utonst 2002 roma // Koncynwsrantllntoc : cnpaBodHO-TipaBoBasi cuctema. — MOCKBa,
1997— . —3arn. ¢ TUTYJ. SKpaHa.

5. Poccuiickas ®enepanus. 3akoHbl. O rocyJapCTBEHHON KOPIOPALMH Pa3BUTHS
«BOB.P®y : ®enepanbhbliil 3ak0oH Ne 82-D3 : TEKCT ¢ UBMEHEHUSMHU U JOTIOJIHEHUSIMU
Ha 2 urons 2021 roga : npunsat ['ocygapctBennon Jlymoit 20 anpens 2007 ropa :
onoopen Coserom denepannu 4 mast 2007 rona // Koncynprantllotoc : cripaBouHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYJ1. 3KpaHa.

6. Poccuiickas ®enepanus. 3akonbl. O Oyxranrepckom yuete : denepanbHbli
3akoH Ne 402-D3 : TeKCT ¢ u3MeHeHUsIMU 1 JonosiHeHussMu Ha 30 nexabpst 2021 roxa :
npuHsaT [ocymapctBennort [ymoit 22 wosiops 2011 roma : omobpen CoBetom
Genepatnn 29 Hosa6pst 2011 roma // Koncynprantllmtoc : crnpaBodHO-paBOBast
cucrtema. — Mocksa, 1997— . — 3ari. ¢ TuTy. 3KkpaHa.

7. Poccuiickas @enepauus. 3akoHbl. O0 OTBETCTBEHHOCTH 3a HapYILIEHUE MOPSAKa
MPEACTABICHUS TOCYJAPCTBEHHOM CTATUCTUUYECKON OTUETHOCTH : 3aKOH PD No 2761-1
TEKCT ¢ U3MEHEHUsAMH U jnonoiaHeHussMu Ha 30 gexabps 2001 roxaa : mpuust 13 mas
1992 rona // Koncynsrantllintoc : cipaBouHo-mipaBoBast cucreMa. — Mocksa, 1997— . —
3ari. ¢ TUTYJI. dKpaHa.

8. Poccuiickas ®eneparusa. 3akonsl. O 3amure KOHKypeHIuu : DenepaibHbId
3akOoH Ne 135-@3 : TeKCT ¢ UBMEHEHUAMU U JonojaHeHus MU Ha 1 anpens 2022 roxa :
npuHAat ['ocynapctBenHoit Jlymoit 6 urons 2006 roga : onoopen Coerom deneparu
16 uronsa 2006 rona // Koncynerantllmtoc : cipaBoyHO-IpaBoBasi cucteMa. — MoCKBa,
1997— . — 3armn. ¢ TuTYyJ. SKpaHa.

9. Poccuiickas ®enepanmsi. 3akonpl. O BHECEHMHM W3MEHEHUU B (eaepasibHbBIN
3akoH «O OyxrairepckoM ydere» : DemepanbHbiii 3akoH No 444-O3 : TekcT C
M3MEHEHUSIMU M JIONOJHEeHUs MU Ha 26 urons 2019 roga : npunsaT ['ocynapcTBeHHOM
Hywmoii 15 nosi6pst 2018 roxa : omo6per Coserom Deneparu 23 wHosOps 2018 roqa //

Koncynbrantllntoc : cnpaBouHo-npaBoBast cucreMa. — MockBa, 1997— . — 3arn. ¢
TUTYJI. 3KpaHa.
10. Poccuiickas ®enepauusi. 3akoHbl. O BHECEHHMM HM3MEHEHUH B YacTh

nepByro Hanorosoro koaekca Poccuiickoit @enepannu : @eaepanbublii 3aKkoH Ne 5-D3

npuHatr ['ocymnapcrBenHort Jlymoit 21 suBaps 2020 roma : omoOpen CoBeroMm
Oeneparun 22 suBaps 2020 roma // Koucynwsrantllimroc : cripaBoYHO-IIpaBOBast
cucteMa. — MockBa, 1997— . — 3ari. ¢ TUTyJ1. 3KpaHa.

11. Poccuiickas ®enepanus. 3akoHbl. O BHECEHUMM HU3MEHEHUH B 4YacTH
nepByto v Bropyro HanoroBoro komexkca Poccuiickon ®Depepani U OTIEIbHBIC
3aKoHozarenbHble akThl Poccuiickoit @enepannu : denepanbubiii 3akoH Ne 374-D3 :
TEKCT C HW3MEHEHUSIMU U JONOJHEHUsiMu Ha 26 wmapta 2022 roma : OPUHSAT
I'ocynapctBerHou ymoit 11 Hos06pst 2020 roma : omodpen CoBetom Deneparun 18
HOs10pst 2020 roma // Koncynsrantllntoc : cmpaBoyHO-TIpaBoBas cuctema. — MOCKBa,
1997— . —3arn. ¢ TUTYJI. SKpaHa.

12. Poccuiickas ®enepauusi. 3akoHbl. O BHECEHHMM HM3MEHEHUN B YacTh
BTOpyto Hanorosoro konekca Poccuiickoit ®denepanuu : OeaepanbHbiil 3akoH Ne 265-
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®d3 : TEeKCT ¢ U3MEHEHUSIMH W JOMNOJHEeHUsIMU Ha 23 Hos0ps 2020 roma : MpUHST
['ocynapctBennoit Jlymoii 22 urons 2020 roma : omoopen Coetom Deneparuu 24
utoniss 2020 roxa // Koucynprantllimroc : cnpaBouHO-ipaBoBasi cuctemMa. — MOCKBa,
1997— . — 3arm. ¢ TUTYJ. SKpaHa.

13. Poccuiickas ®@enepanus. 3akoHbl. O BHECEHHMH MU3MEHEHUM B OTIEIbHbBIC
3aKoHozareNbHble akThl Poccuiickoit @enepannu : enepanbubiii 3akoH Ne 473-D3 :
npuHsaT [ocynmapctBennoit [ymoit 16 aexabpss 2020 roma : omobpern CoBeToMm
Genepatn 25 nekadps 2020 roga // Koncynpsrantllmtoc : crnpaBodHO-paBOBast
cucteMa. — MockBa, 1997— . — 3ari. ¢ TUTyJ1. 3KpaHa.

14. Poccuiickas @enepanusi. 3akoHbl. O BHECEHUU U3MEHEHUU B OTIECIbHbBIC
3aKoHonaTenbHble aKkThl Poccuiickoit @enepanuu Mo BompocaM 0053aTeIbHOTO
COLMAIBHOTO cTpaxoBaHus : DenepanbHblil 3ak0H Ne 126-D3 : TEKCT ¢ U3MEHECHUSIMU
U onoJiHeHUuAMHU Ha 26 mast 2021 roaa : npunat ['ocynapctBennon Jlymoit 22 anpens
2021 roma : onpobOpen Coerom Denepaumu 23 anpens 2021 roma //
Koncynberantllntoc : cnpaBouHo-mipaBoBasi cucteMa. — MockBa, 1997— . — 3arn. ¢
TUTYJ. KpaHa.

IHocranoBienusi, pacnopsizkenus Ilpasurenscrea PO

1. O mpenenpHON BenuyuHE Oa3bl 7T UCYHCICHHUS CTPAXOBBIX B3HOCOB Ha
00s13aTeNbHOE COLIMAIbHOE CTPAXOBAaHUE Ha Cllydail BPEMEHHOI HETPyA0CIOCOOHOCTH
U B CBSI3M C MAaTEPUHCTBOM U Ha 00s3aTelbHOE TICHCMOHHOE CTpaxoBaHue ¢ | siHBaps
2021 r. : [Tocranosnenue [IpaBurensctBa Poccuiickoit deneparuu ot 26 HosaOps 2020
rojga Ne 1935 // Koncynbrantlntoc : cipaBogHO-ipaBoBas cucteMa. — Mocksa, 1997—
. — 3arJ. ¢ TUTYJ. dKpaHa.

2. 006 ytBepxxaeHuu [lonoxxeHns 00 0COOEHHOCTSX MOPSIKA UCUUCIICHUS MTOCOOUH
0 BPEMEHHON HETPYJI0CIOCOOHOCTH, MO OEPEMEHHOCTH U POJAAM, €XKEMECSTYHOTO
nocobuss 1Mo yxoay 3a peOeHKOM TrpaxkaaHaM, IMOJJIeKaluM 00s3aTeIbHOMY
COIIMAJIbHOMY CTPaXOBAaHUIO Ha ClIy4yail BpeMEHHOM HETPYJ0CHOCOOHOCTU U B CBSI3U C
MatepuHCTBOM : IlocranoBnenue IlpaButensctBa Poccuiickoit ®enepauuu ot 11
cenTsi0ps 2021 roma Ne 1540 // KoncynbranTllntoc : cripaBouHO-IIpaBoOBasi cucTemMa. —
Mocksa, 1997— . — 3aru. ¢ TuTYJ. 3KpaHa.

HopMaTuBHbBIE aKThl MUHHCTEPCTB U BEIOMCTB

1. O BHeceHMHM H3MEHEHHH B TMpuKa3 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 roga Ne 611 // Koncynbsrantllmtoc : cipaBoYHO-IpaBoOBas CUCTEMaA. —
Mocksa, 1997— . — 3ari. ¢ TUTYyJ1. 3KpaHa.

2. O BHeceHuu usMmeHeHuil B IlojokeHue Mo OyXrajTepckoMy yuery «Yuer
rocyaapctBeHHoi nomomm» [1BY 13/2000, yrBepkieHHOE nMpuka3oM MuHUCTEpCTBa
¢bunancoB Poccuiickoit ®denepanru ot 16 oxtadps 2000 r. Ne 92n : Ilpuxas
MunuctepcTtBa pruHancoB Poccuiickoit @enepanun ot 4 nexadps 2018 roma No 248H //
Koncynbrantllnroc : cnpaBoyHo-npaBoBast cucremMa. — MockBa, 1997— . — 3arin. ¢
TUTYJ. SKpaHa.

3. O BHECEHMM M3MEHEHHMI B NPUIOXKEHHsS K npuka3zy denepanbHOi HAIOTrOBOMR
ciyx0b1 oT 23.09.2019 N MMB-7-3/475@ "OO yTtBepxaeHuu (OpMbl HAJIOTOBOMH
JIeKJIapaliiy 10 HAJoTy Ha MPUOBLIb OpraHU3aIlfil, MOpsSaKa ee 3aloTHeHHS, a TaKXKe
dbopmaTra TIpPEACTABICHHS] HAJOTOBOM JEKJapalud 1O HaJIOry Ha MNpUOBLIb
opranuzanuii B 35ekTpoHHol ¢opme : [Ipuka3 denepanbHOil HATOTOBOM CITYKOBI OT
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11 cenrsops 2020 roma Ne EJI-7-3/655@ // Koncynbrantllmtoc : crpaBoyHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYyJ1. 3KpaHa.

4. O0 yTBepkAeHUH (OPMBI HAJIOTOBOM JAEKJIapaluy IO HaJory Ha JO0XOJbI
¢uznueckux sun (popma 3-HJDJI), mopsaka ee 3amoiHEHHs, a Takxke ¢opmara
IpEJICTaBICHNUS HAJIOTOBOM JEKJIapalli MO HaJory Ha JO0XOAbl (PU3MUECKHX JIHI] B
anekTpoHHo# (opme : [Ipukas DenepabHON HATOTOBOM CITY>KOBI OT 15 okTs16pst 2021
roga Ne EJ[-7-11/903@ // Koucynerantllntoc : crpaBouHO-IIpaBOBasi cUCTeMa. —
Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa

5. O6 ytBepxkiaeHun dDenepanbHOro craHmapra Oyxrairepckoro ydera DPCBY
27/2021 «JIoKyMEHTBI U TOKYMEHTOOOOPOT B OYXTaITEPCKOM YUETe» : B PEAAKIIUA OT
23 nexadps 2021 rona : [Ipuxka3z MunuctepctBa ¢unancoB Poccuiickoit deneparu
oT 16 anpens 2021 roma Ne 621 // Koncynprantlitoc : cipaBoYHO-IIpaBoBasi CUCTEMA.
— Mocksa, 1997— . — 3arn. ¢ TuTys. 3KpaHa.

6. O6 ytBepxkiaeHun dDenepanbHOro craHgapra Oyxrairepckoro yderta DCBY
25/2018 «byxranrepckuii yder apeHab» : Ilpuka3 Munucrtepcrtsa (uHaHCOB
Poccuiickoit @enepanyu ot 16 oktsa6pst 2018 roma Ne 208n // Koncynbrantllntoc :
CIIpaBOYHO-IIpaBoBas cucteMa. — Mocka, 1997— . — 3aru. ¢ TUTYyJI. 3KpaHa.

7. O dbopmax u cpokax mpeacTaBieHUs B MUHUCTEPCTBO rOCTUIMU Poccuiickoit
denepanuy OTYETHOCTH HEKOMMeEpYecKux opranusanuy : IIpukas Munucrepcrsa
foctuiuu  Poccuiickoit @enepatmu ot 30 centsiops 2021 roma Ne 185 //
Koncynbrantllnroc : cnpaBouHo-npaBoBast cucreMa. — MockBa, 1997— . — 3arn. ¢
TUTYJI. SKpaHa.

HopmaTuBHble akTbl KpacHonapckoro kpas

1. O crparernueckoM 1uiaHupoBanu B KpacHomapckom kpae :  3akoH
Kpacnogapckoro kpast Ne 3267-K3 : TEeKCT ¢ U3MEHEHUSIMU U JOMNOJIHEHUSIMU Ha 14
okTsa0ps 2020 roxa : npuHAT 3akoHoaaTeabHbIM CoOpanuem KpacHomapckoro kpas 21
okTsa0ps 2015 roxa // Koncynbrantllntoc : cipaBoyHO-TIpaBoBas cucrema. — MocCkBa,
1997— . —3arn. ¢ TUTYJL. SKpaHa.

2. O6 yTBepKIOEHUM TOCyAapCTBEHHOW mporpaMMbl KpacHomapckoro kpas
«ConManbHO-I)KOHOMUYECKOE U MHHOBAaLIMOHHOE pa3BuTuE KpacHomapckoro kpasp :
[ToctranoBnenne ['nmaBbl anmuHucTpanuu (ryoepuaropa) KpacHogapckoro xkpas oT 5
okTsi0pst 2015 roga Ne 943 // Koncynprantllntoc : cripaBouHO-IIpaBOBasi cuctema. —
Mocksa, 1997— . — 3ari. ¢ TuTYJ. 3KpaHa.

5.3. Ilepuoanyeckue u3gaHus
1. JIenonpon3BoACTBO: KypHAJ
2. Jlenonpou3BOJICTBO U IOKYMEHTOOOOPOT HA MPEANPUITHH: KypHAII

5.4. Ilepeuenb pecypcoB MH(POPMANUOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«/HTEpHEeT», HEOOXOAUMBIX IJISI 0CBOCHHS JUCHHUILIHHbBI

1. MuHHCTepCTBO HayKd U Bbicuiero obOpasoBanus Poccuiickoit ®epepanuu:
odurmanbHbIi caiiT. — MockBa. — URL: https:/minobrnauki.gov.ru

2. MunucrtepctBo npocsemienus Poccuiickoit deneparnuu: opUIMaIbHbIA CalT. —
MockBa. — URL: https:/edu.cov.ru/

3. Poccwuiickoe oOpaszoBanme: ¢eaepanbHbIii mopTai: cailT. — MockBa, 2002. —
URL: http://www.edu.ru
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4. Enunoe oxkHO JocTyna K 0Opa3oBaTellbHBIM pecypcaMm: HH(OpManuoHHas
cuctema: cat. — Mocksa, 2005. — URL: http://window.edu.ru
5. «YUEBA»: oOpasoBatenbHbii moptai: caiit. — MockBa, 2000. — URL:

http://www.ucheba.com

6. OOpa3oBaHue Ha pPycCKOM: HPOeKT ['ocyaapcTBEHHOr0 WHCTUTYTa PYCCKOTO
a3bika M. A. C. [lymkuna: caidt. — MockBa, 2015. —URL: https:/pushkininstitute.ru/

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

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

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

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

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

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

13. KoncynpranTlIntoc: cripaBouHasi mpaBoBasi cuctema: cauT. — Mocksa, 1997. —
URL: http://consultant.ru (I0cTyII 10 JIOKATBHOM ceTH)
14. DNEKTPOHHBIM  (POHA  HOPMATUBHO-TEXHUYECKOW U HOPMATHBHO-IIPABOBOM

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

6. METOAUYECKHUE YKA3AHUSA JIsdA OBYYAIKOLIUXCA IO OCBOEHHUIO
JAUCHHUIIJINHBI

JNucuumnuHa  «/lokymMeHTanmoHHOe — oOecnedeHue  ymnpaBieHHs»  MpeaycMaTpuBaeT
JCKIMOHHBIE W  TPAKTHYECKHE 3aHATHS. YCIENIHOEe UW3Y4YCHHE JUCHUIUIMHBI  Tpelyer
CUCTEMAaTUYECKOTO TIOCEUICHUS] 3aHATUH, aKTUBHOM pabOThl Ha MPAKTUYECKUX 3aHATHSIX,
BHITIOJTHEHNUST Y4eOHBIX 3aJaHUil MpenojaBaTeNsi M CAMOCTOSITENIBHONM paloThl  CTY/ACHTA,
03HAKOMJICHHS] C OCHOBHOM U JIOMOJHUTEIBLHON JTUTEPATyPOM.

[To xypcy nmpeayCcMOTpEHO MPOBEICHUE JEKIMOHHBIX 3aHATHI, HA KOTOPBIX JAa€TCsl OCHOBHOU
CHCTEMaTU3UPOBaHHbIA MaTepuai. [Ipegnasnauenue nekuuii mo Kkypcy «CoBpeMeHHas OprTexHuKa u
OpraHu3aIys AeJIONPOU3BOICTBAY 3aKIIOUAETCS B CIACAYIOIIEM:

- U3JI0’)KCHHUE BaXKHEHIIeH nHPOpMaIIUK 110 3aJaHHOHN TeMeE.

- IOMOIIIb B OCBOCHUHU (PYyHJAMEHTAIBHBIX MPOOJIEM Kypca.

- OMYJISIpU3aLsl HOBEUIINX JOCTUKEHU COBPEMEHHOM HAYYHOU MBICIIH.

Crynenty npejyiaraeTcs  HalMCaHUE  KOHCIEKTa  JIGKIUMH:  KpPaTKO, CXEMAaTH4HO,
MOCJIEIOBATEILHO (DUKCUPOBATh OCHOBHBIC IOJIOKEHUS, BBIBOJIBI, (OPMYIUPOBKH, OOOOIICHUS;
MOMeYaTh BaKHbIE MBICIIH, BBIACIATH KIIOUEBBIE CIOBA, TEpMUHBI. [IpoBEepka TEpMUHOB, MOHSITHIL C
MOMOUIbIO JHIMKIONEAUN, CIIOBapel, CIPAaBOYHHKOB C BBIMHCHIBAHUEM TOJKOBaHHUI B TETpalb
(coctaBnenue Te3zaypyca). OOO3HAYNTH BOMPOCHl, TEPMHUHBI, MaTepUal, KOTOPHIA BBI3HIBACT
TPYIHOCTH, TIOMETHUTh U TIONBITaTbCAd HAMTH OTBET B pekoMeHayeMmoil murteparype. Ecnu
CaMOCTOSITENIFHO HE yAaeTcsi pa3o0parbcsi B Marepuaie, HeoOXoauMo chOpMYIHpPOBATH BOIPOC H
3a]aTh MPENOIaBaTEeI0 Ha KOHCYJIbTALlUHU, Ha TPAKTUYECKOM 3aHATHH.

Jlexuuu MO JaHHOMY KypCy MPEIOCTaBISIOT 0Aa30BYI0 OCHOBY JJISl MCTIONB30BAHUS JIPYTHX
dbopM yueOHBIX 3aHATUH, TAKMX KaK CEMHHAPCKOE 3aHATHE, KOHCYJbTalusd, TuddepeHImpoBaHHBINA
3auer.
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[IpakTuueckue 3aHATHS (CEMUHAPbI) IPEAHA3HAUYEHBI IS YIUIyOJIEHHOTO U3yUYEHUS MpeaMeTa,
OBJI/ICHUE METOJIOJIOTHEH, NMPUMEHHUTEIBHO K OCOOEHHOCTSIM H3ydaeMoil Hayku. Ha cemmHapax
CTYJEHTBl 3aKpEIULSIIOT 3HAaHMS, TOJyYEHHBbIE Ha JIEKUUAX WM W3 y4eOHUKOB, B IPOLIECCE HX
nepeckasa uim oocyxaeHus. [IoaroToBka K 3aHATHIM), BBICTYIUIGHHE C COOOLICHUSAMHU PACIIUPSIIOT
3HAHUSA CTYJIEHTOB I10 KypCYy.

JlunakTHueckue e CeMUHapa:

-yriyOJieHue, cucTeMaTH3alusi U 3aKkpeIuleHWe 3HAHUW, MpeBpalleHue UX B YOSKIEHUs ;-
IIPOBEpPKa 3HAHUH;

- IPUBUTHE YMEHUHN 1 HABBIKOB CAaMOCTOSITENIbHOI pabOThI ¢ yUeOHUKOM, CTaThel U mp.;

-pa3BUTHE KYIbTYpHI peud, (GOPMUPOBAHHUE YMEHHs apTyMEHTHPOBAHO OTCTAMBATH CBOIO
TOUKY 3p€HUSs, OTBEYasi Ha BOMPOCHI APYTUX CTYACHTOB U MPEIoAaBaTers;

- YMEHHE CIyIIaTh IPYTUX, 33]IaBaTh BOPOCHI.

B 3aBucHMOCTH OT CTENEHM aKTHUBU3AaLUU MHEMUYECKOW WM MBICTUTEILHON AESITeIbHOCTU
CTYJIEHTOB (DOpPMBI OpraHU3alMd CEMHHAPCKUX 3aHATHI MOXKHO pa3JeluTh Ha JBa Tuma: 1)
PENPONYKTUBHBIN U 2) MPOAYKTHUBHBIH.

PenpoayKTUBHBINA THUIT OpraHU3alW{ 3aHATHS TPEINOoNaraeT, MPekIe BCEro, aKTHBHU3AIUIO
MHEMHUYECKHX CHOCOOHOCTEH cTyneHTOB. OHU JOJDKHBI 3allOMHUTH U MEpecKa3aTh OIpe/elIeHHbIN
y4eOHBII MaTepuall Ha OCHOBE Marepualia JeKIWHA Wi Y4eOHMKOB WM TEPBOMCTOYHUKOB.
[TpoayKTUBHBIA THUIl OpraHU3alM{ 3aHATHS OPEANoJiaraeT AaKTHUBU3ALMI0  MBICIUTEIbHBIX
criocoOHocTe cTyneHToB. OHM JOJDKHBI CPaBHUTH, MPOAHAIN3UPOBATH, 000OLIUTH, KPUTUYECKH
OLICHUTD, CIIeNaTh YMO3AKIIIOUEHUE Ha OCHOBE YCIIBIIIAHHOTO WJIM MPOYUTAHHOTO Marepuaia. Takoi
XapakTep 3aHATUIO NPHUAAET IOCTAaHOBKAa BOIPOCOB cieayromero tuna: Yem orauyaercs...; Uro
oOuiero mMexny...; Kakue MexaHusmsl...; Beinenure JOCTOMHCTBA U HEAOCTATKHU... (Ipeanoaraercs,
YTO OTBETHI HAa OTU BOMPOCHI B IBHOM BHJIC B yUeOHUKE WM JICKIIUU HE JTAHBI).

Bun (bopma) cemunapa onpezensercs cojiep>kaHueM TeMbI, yPOBHEM MOATOTOBKH CTYICHTOB
JMAHHOW TPYIIBI, HampaBlIeHWEM © TpoduUiIeM HUX TMOATOTOBKH, HEOOXOIMMOCTHIO YBS3aTh
npenojaBaHue yu4eOHOW NHUCUUIUIMHBI C APYTUMHU NUCHUIUIMHAMU, U3y4YaeMbIMU CTyJeHTaMH. Buj
CEMHHapa MpPHU3BaH CIOCOOCTBOBATH HanWOoOJiee TOTHOMY PACKPBITHIO COJEPXKAaHUS U CTPYKTYpPBI
oOcyxJaeMoii Ha HEM TeMbl, oOecnedyuTh HauOOJBIIYI0 AKTUBHOCTh CTYAEHTOB, pEIIECHUE
MO3HABATENIBHBIX U BOCIIUTATEIBHBIX 3a/1a4.

B pamkax kypca mpeamnosiaraeTcs HECKOJIBKO BHIOB CEMUHAPCKUX 3aHATUH, a MMEHHO:
BOIIPOCHO-OTBETHBIN BHUJ CEMUHApa, CEMHHAP-IUCKYCCHUS, aHalu3 MPOOJIEMHBIX CHUTYalluH,
00CcyXeHIEe THCHbMEHHBIX PaboT cTyaeHTOB (pedepaToB). [ MOKOCTh BHIOB CEMHHAPCKUX 3aHSTHH,
IIMPOKHE BO3MOXHOCTH TIOCTOSSHHOTO HX COBEPIICHCTBOBAaHMSA MO3BOJSIOT Hauboyiee IOJIHO
OCYHIECTBIISITh OOpaTHYIO CBsSI3b C OOy4aeMbIMH, BBISICHSS JUIsl ceOsl psii BOMPOCOB, MMEIOIIUX
Ba)XHOE 3HAYCHME JJIsl IOCTAHOBKHU BCETO yU4eOHOTO Mpolecca.

[Ipy nDoArOoTOBKE K MPAKTUYECKOMY 3aHSATHIO CTYJEHTHI HMEIOT  BO3MOXHOCTH
BOCTIOJIb30BaThCSl KOHCYJIbTAIIMSIME MTPETIOaBATEIS.

[Tpu moAroTOBKE K MPAKTUYECKUM 3aHATHUAM HEOOXOUMO:

- TPUHOCUTH C CO0O0M PEKOMEHJOBAaHHYIO MpernojaBaTeieM JHUTEepaTypy K KOHKPETHOMY
3aHATHUIO;

- JI0 OYEpPEeTHOr0 MPAKTUYECKOTO 3aHATHS 10 PEKOMEHIIOBAaHHBIM JIMTEPATYPHBIM
UCTOYHUKAM IpopaboTaTh TEOPETUUECKHI MaTepHall, COOTBETCTBYIOIIEH TeMbI 3aHATHUS;

- B Hauaje 3aHATHA 3a7aTh MPENOJABATENI0 BONPOCHI IO MaTepuaty, BBI3BaBIIEMY
3aTpyJHEHHS B €ro MOHMMAHUU M OCBOCHUU INPU PEIICHUU 3a/1a4, 3aJJaHHBIX JI CAMOCTOSITEILHOTO
pelieHus;

- Ha 3aHATHM JOBOAMTH Ka)XAyIO 3a7ady JO OKOHYATEIHHOTO PEelIeHUs, TEMOHCTPUPOBATh
MOHMMAaHUE TIPOBEACHHBIX PAacyYeTOB (aHATM30B, CUTYAIMii), B CIIy4ae 3aTpyJHEHHH oOpamaTtscs K
IpernoaaBaTesio.

Ha 3aHaTHM OYeHb Ba)XHO BBICIYIIATh BCTYMHUTEIHLHOE CJIOBO MPETIOAABATENs, YSICHUTD 1ENb U
3aJaud ceMUHapcKoro 3aHaTusd. CiaenyeT BHUMATEIbHO CIIYIIATh BBICTYIUJICHUSI CBOMX COKYPCHUKOB
U OBITh TOTOBBIM BBICTYIIUTH C JIOTIOJTHEHHEM, BBICKA3aTh CBOE MOHUMaHUe MpooieMbl. JKenaTenbHo,
yTOOBI BBICTYIUIEHHE OBLIO CBOOOJHBIM, apryMEHTHPOBaHHBIM. B Xone AMCKyccMHU HEOOXOAMMO
0003HAaYNTh OCHOBHBIE MPOOJIEMBI paccMaTpuBaeMoil Tembl ((pEeHOMEHa, CUTyallud U T.I.), IaTh
obocHOBaHUs. BpICTyIUIeHHE 1O OCHOBHOMY BONPOCY HE JOKHO TpeBbimath 10—15 muHyT.
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JlonoHEeHUsI MOTYT 3aHMUMAaTh 10 S MUHYT. Konn4ecTBO JOMOJIHEHU M BOIIPOCOB K BBICTYHAIOIIEMY
HE OrpaHWYeHo. Marepuan Kypca MOKET OBITh XOpOIIO YCBOEH JIMIIb B TOM Cy4ae, €CIH €ro
u3y4eHue OyJeT MPOBOJUTHCS PETryJISIPHO, CUCTEMaTHYECKH, JO3UPOBAHO U PUTMUYHO, B TEUEHUE
BCEI0 CEMECTPA.

Pexomengauum no padore ¢ JJuTepaTypou

[Ipy wW3y4YeHWH IUCHUILUIMHBI Yy CTYACHTOB [IOJDKEH BBIPA0ATHIBATHCSA pAIlMOHATBHO —
KPUTHYECKHUH MOAXO0Jl K U3y4aeMbIM MpoOieMaM U SBJICHHUSAM. DTO BKIIOYA€T MOHMMAHHUE TOTO, YTO
CO BpeMEHEM pAl HWHPOPMALMOHHBIX U TEOPETHUYECKUX MAaTepUaOB YCTapeBaeT, Tpelys
KpUTHYECKOro OTHOWIEHUs. C Apyroll CTOPOHBI, KaXAbIM TEKYIIH BOIPOC MUMEET CBOI HMCTOPHIO,
KOTOPYIO TOKE IMOJIE3HO 3HaTh. Kaxkaoe coOBbITHE MOXET MMETh pa3sHble WHTEPIpPETAIMU, TOITOMY
CJIOBa, CKa3aHHbIE MHOTO JIET Ha3aJ], MOT'YT UMETh BaKHOE 3HAUCHUE.

UToObl MOHATH COACpKAHKME MaTepuana, Hy)KHO YMETh €ro Mpo4YuThiBaTh. HaunmHath ciemyer
C TPEeIBAapUTEIBLHOTO IMPOCMOTPA, B XOJIe KOTOPOTO O3HAKOMUTHCA C Ha3BaHMEM paboThl, C
aHHOTAIlMEH, OTJIaBJICHUEM, IpearcaoBreM. YacTo 3aMbicen paboThI SICEH YK€ MPH 03HAKOMIICHUH C
ee Ha3BaHueM. Ho oco0eHHO MHTepeceH MPOCMOTp OIJIaBIIECHUS, B pe3yIbTaTe KOTOPOT'O CTAHOBUTCS
SICHBIM Pa3BUTHE MBICTH aBTOpa. Herioxo Ob110 ObI MOSBUBIIMECS MPU ATOM MBICITH 3aUKCHPOBATH
Ha Oymare.

[IpocmaTpuBasi TEKCT OIJIABICHUS, HYKHO OCTAaHOBUTHCA Ha TeX TJlaBaX, KOTOpbIE
MPEJICTaBISIIOT Ui Bac OCOOCHHBIM WHTEpeC, OEryio O3HAKOMHUTHCS C HUMH, COCTaBJsAs B OOIIMX
yepTax CBOE IMPEJCTABIEHHUE O HUX. L[enb 3TOro AeMCTBUS — HAWTH MECTa, OTHOCAILIUECS K UCKOMOU
TeMe, OIPEJICIHB MPU ITOM, YTO LIEHHOTO B KaXJI0M U3 HHX.

Crnenmyronuii 5Tan — MPOYTEHHE BBIICICHHBIX MECT ¢ (PUKCAllMel caMbIX TJIAaBHBIX CBEICHUM.
[Tpu 3TOM HamO YETKO M SCHO OCO3HABaTh IENIb YTEHHS, MOCTOSIHHO JepXka ee mepea coOoi: mo
KaKoMy BOIIPOCY Hy)XKHa WH(pOpMAIWs, IS Yero HyXHa, €€ XapakTep W T.O. HE0OXOJUMO MEHSTh
peXHM 4YTEHHS — OT Oerjoro BAYMYHMBOTO — B 3aBUCHUMOCTH OT IEHHOCTH HH(OpMAINH,
OCTaHAaBIIMBASICh TaM, IJI€ 3TO TpedyeTcs s TITyOOKOTro MOHMMAaHUs TEKCTa.

CrnenyeT HayuuThCS ONPENENSTh CTPYKTYpy TEKCTa IO COMOJYUHEHHOCTH €ro 4Yacrew,
YYUTHIBAs B3aHMMOCBSI3b TEKCTAa C PUCYHKAMH, CHOCKaMH, MPUMEYaHUSIMH M Tabmuramu. Bce 310
MIOMOXET MMOHUMAHUIO TEKCTa MpU OETrJIOM 03HaKOMJIEHHH ¢ HUM. Tak BbIpabaThIBaeTCsi CHOCOOHOCTh
IpU MIPOUYTEHHUH cpa3y MOHUMATh CMBICI U 3HaYCHHE HOBOW MH(OPMAIIHH.

MHorue KHUTM M CTaTbU MMEIOT B CBOEM allapaTe CHUCKU JIMTEPaTypbl, KOTOPhIE NAIOT
BO3MOKHOCTH MOTOJIHUTh HH()OPMAIIMOHHYIO OCBEIOMIIEHHOCTh O JIOTIOJIHUTENBHOM JIUTEpaType 1o
JTAaHHOMY BOTIPOCY.

OTnenpHBINM 3Tall MPOUYTEHUS — BEAEHHUE 3amnuced npounTaHHOro. CyIlecTBYeT HECKOJIbKO
BU/JIOB 3aIMCEH: MJIaH, BHIMUCKU, TE3UCHI, aHHOTAIUS, PE3IOME, KOHCIIEKT.

[Tnanom ynoOHO MONB30BAThCSA MPU MOATOTOBKE K YCTHOMY BBICTYIUICHHMIO IO BBIOPaHHOM
teme. Kaxaplii MyHKT IJIaHa JOJKEH PacKpbiBaTh OJHY M3 CTOPOH M30paHHOI TeMbl, a BeCh IUIaH
JIOJDKEH OXBaThIBATh €€ LIEJIMKOM.

Tesucel mpenmonaraloT CXaToe W3JI0KEHHE OCHOBHBIX IIOJIOKEHUH TekcTa B (Qopme
yTBep)KIAeHUsT wWid oTpunanus. OHHM sABISAIOTCS 0Oojee COBeplICHHOHM Qopmoil 3amuceit u
MPEJICTaBIISIIOT OCHOBY JUIsl JUcKyccuu. K ToMy e X JIerko 3allOMHUTb.

AHHOTaIMS — KPaTKOE U3JI0KEHHUE COJIepKAHUs — JaeT o0Ilee npeicTaBieHue o padboTe.

Pe3tome kpaTko xapakTepu3yeT BbIBOJbI, II1aBHbIE UTOTH MPOU3BEICHUS.

Koncnekr siBisiercss Hanbosee pacmpocTpaHeHHOW ¢opMmoi BeneHHs 3amuceil. OCHOBHYIO
TKaHb KOHCIEKTa COCTaBISIIOT TE3UCHI, JOMOJHEHHBIE [OKA3aTelIbCTBAMU M PACCYkKICHUSMHU.
KoHcnekr MoxeT ObIThb TEKCTyalbHbIM, CBOOOJHBIM WM TEMAaTUYECKUM. TeKcmyanbHbiil
MPEACTABISIET COOON NMHUTATHUK C COXPAHEHHE JIOTHKH PAbOThI M CTPYKTYphI TekcTa. Ce0000Hbll
KOHCIIEKT OCHOBAH Ha M3JI0)KEHUH MaTepuaia B TOM HOpsIKe, KOTOPbIi 0oje ynobeH aBTopy. B aTom
CMBICJIE KOHCIEKT MpEACTaBIseT cOOMpaHHE BOEAMHO MBICIEH, pa30pocaHHBIX MO BCel KHUTE.
Temamuueckuii KOHCIIEKT MOXET OBITh COCTaBJIEH IO HECKOJIbKHUM HCTOYHHMKAM, TJE 32 OCHOBY
OepeTcs TeMa, HHTEPIIPETUpyeEMas 110 — pa3HOMY.

OKOHOMHMIO BpEMEHM JA€T HCIIOJIB30BAHME IPU 3aMUCAX PA3IMUHOIO POAA COKpAIIECHUH,
ab0peBUaTyphl U T.Jl. MHOTHE UCTOJB3YIOT AJISl PErHCTpallii UCCIeTyeMbIX TEM CUCTEMY KapTOYeK.
[IpenmymiecTBO KapTO4eK B TOM, YTO T€Ma TaM H3JIaraeTcsi OUYeHb CXKATO, M OHU OYCHH yJIOOHHI B
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UCIOJIb30BAaHUHU, T.K. UX MOXKHO pPa3jOXUTh Ha CTOJIe, MEperpynmnupoBatb M 0e3 Tpyla HaWTu
HCKOMYIO TEMY.

7. OHEHOYHBIE CPEJACTBA J1JII KOHTPOJISA YCIIEBAEMOCTH
7.1. llacnopT ()OH/Ia OLIEHOYHBIX CPEICTB

Kon
No KonTtpomupyemsbie paznesnst (TeMbl) KOHTPOJIUPYEMOU HanmenoBanue
n/m JTUCHUTUTUHBI KOMITETEHIINH OLICHOYHOI'O CPEJCTBA
(v ee 9acTH)
Pasnen 1. BBenenue B 1. CocraBienue
JIOKYMEHTHPOBAHUE YIPABIECHUYECKOM OK 1-9 Te3zaypyca
i NEATENBHOCTHA [IK 1.1-1.4 2. YCTHBIH onpoc
) K 2.1-2.4 (muckyccusi)
1K 3.1-3.4 3. Penrenne npoOIeMHBIX
[IK 4.1-4.6 3amay
Paznen 2. Opranuzammsi paboThl ¢ 1. Yuacrue B 1uckyccuu
) JAOKYyMEHTaMU 2. Pemenune npoOiIeMHBIX
3ajgau
3. YcTHBIN onpoc
[TpoMeKyTOUHBIN KOHTPOJIb OTBETHI HA BOMPOCHI

7.2. AtTecTanus 00y4arOUUXcsd HA COOTBETCTBHE UX MEPCOHAIBHBIX JOCTUKEHUH MO3TANTHBIM

TPeOOBAHUAM
®dopma Jlnynple  kauecTBa Tpumeper
B — 3HaHus YMmenus oGydatomuiics OLICHOYHBIX
CpEJICTB

TeKyIIas - 00 OCHOBHBIX - TIOJTB30BATHCS JMCIMITIMHUPOBAaHH | Te3aypyc,
MOJIOKEHUSX T10 W3YYECHHBIMH OCTb, pedepartsr,
JIOKyMEHTHUPOBAHUIO CTaHJAPTU3UPOBAHHBIM | OTBETCTBEHHOCT, BOIPOCHI 7St
yIpaBiIeHUYECKOM U TCPMUHAMH; WHUINATHBA, YCTHBIX
NeSITeNTbHOCTH; - IPUMEHSTH Ha KOMMYHHKaOEJILHOC | OTBETOB Ha
- TEPMHUHOJOTHIO B | MNpPaKTHKE Tb, BOCIIUTAHHOCTb. | JTUCKYCCHOHHBI
obnacTtu roCcyapCTBEHHbBIE € BOIIPOCHI;
JIOKYMEHTAIIHOHHOTO CTaHIapTHI, IpyTHe perieHne
oOecrniedeHus HOpPMaTHBHBIE U KeIiCoB,
YIOpPaBICHUS METOANYECKHUE BBIMIOJIHEHHE
- 0 TIpaBMIIaxX JIOKYMEHTBI, MPAKTHYECKUX
odopmiteHus pETIaMEeHTHPYIOIHE 3a/1aHui
JIOKYMEHTOB; OpraHU3aLMI0
- HOpMaTUBHbBIC JIOKYMEHTAIIMOHHOT'O
JIOKyMEHTBHI, obecrevyeHus
peraaMeHTHpYIoIne yIpaBIeHHS;
COCTaBIICHUE U - COCTaBIIATh U
odopmitenue NPaBUIBHO (B
OpraHu3alMOHHO- COOTBETCTBHH C
pactopsANTENBHBIX JIEHCTBYIOIIIUMHU
JIOKyMEHTOB HOPMATHUBHBIMHU
- 00 yHUpUKAIHY 1 JIOKYMEHTaMH)
CTaHJIaPTU3AIHN 0(OpMIIATE OCHOBHBIE
YIPaBIEHIECKUX BUJIbI OPTaHN3AIMOHHO-
JIOKYMEHTOB pacropsiAUTETHLHBIX
- (opmbl, METOMIBI U JIOKYMEHTOB;
CUCTEMBI - BBITIOJTHSATH
JIOKYMEHTHPOBaHMUS; OTIpeIeTICHHBIE BUIIBI
- TTOPSITOK paboT 1o OpraHu3aIuu
OpraHu3aluu paboT C JOKYMEHTaMH B
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JIOKYMCHTOB B
KOMILIICKCHI;
-3aKOHOJIaTEIIbHbIE
aKTBl 1 HOPMATHBHbBIE
JOKYMEHTBI 110
opraHusaiu padboThl
C IOKyMEHTaluel;

- npaBuiIa
COCTAaBJICHUA U
oopmienuto
Pa3IMYHbIX BUIOB
JIOKYMEHTOB;
-TpeOOBaHUS K TEKCTY
CITyKEeOHBIX
JIOKYMEHTOB;

- o0mme
MpaBUJIa OpraHU3aIuN
paboThI C
JIOKyMEHTaMH

YVApEKICHUS;
- 0pOpMIIATH
HOMEHKIIATYPY JeT U
(hopmupoBats ena B
COOTBETCTBHH C
HOMEHKJIATypOH Je;

- OCYILECTBIIATh
JOKYMCHTHUPOBAHUE U
OpraHu3anuio paboTHI C
JIOKYMEHTaMH;

- MIOJTE30BATHCS
OCHOBHBIMH
HOPMAaTUBHO-
IIPaBOBBIMHU
JOKYMCHTaMHU B
obnactu
JIOKYMCHTUPOBAHUS

- COCTaBIISITh U
0(OpMIIATH Pa3INIHBIC
BUJIBI IOKYMEHTOB;

IMPOMCIKYTO
qHasa

- 00 OCHOBHBIX
MOJIOKEHHAX IO
TOKYMEHTHPOBAHHIO
YIpPaBIE€HYECKON
IEATeITbHOCTH;

- TEPMUHOJIOTHIO B
obnacTtu
JTOKYMEHTAIIMOHHOTO
obecrieyeHust
yIIpaBJICHUS

- 0 TIpaBHJIAX
ohopmITeHUS
JIOKYMEHTOB;

- HOpMaTHBHbIC
JTOKYMEHTHI,
peryiaMeHTHPYIOIIHE
COCTaBJICHHE H
oopmienue
OpraHu3aIMOHHO-
pacnopsAUTeTbHBIX
JTOKYMEHTOB

- 00 yHUUKAINY 1
CTaHIapTH3AI[HH
YIPaBICHYECKHX
JTOKYMEHTOB

- (opmbl, METOMIBI U
CHCTEMBI
TOKYMEHTHUPOBAHHUS;
- MOPSIIOK
OpraHu3alu
JOKYMEHTOB B
KOMILICKCHI;
-3aKOHOJIaTeIIbHbIE
aKTbl 1 HOPMaTHBHBIE
JTOKYMEHTHI TI0
opraHu3anuu paboThl
C JOKYMEHTalLUEH;

- IOJIb30BATHCS
U3y4YEeHHBIMU
CTaH/IaPTH3UPOBAHHBIM
Y TSPMHHAMH;

- IPUMEHSATH Ha
HpaKTHKE
rocyIapCTBEHHBIC
CTaHIapTHl, JPyTHE
HOPMaTHBHBIE U
METOANYECCKHE
JOKYMEHTHI,
periiaMeHTUPYIOIINE
OpraHU3aIHIo
JOKYMEHTAIIHOHHOT'O
o0ecnieyeHust
yIpaBJICHUS;

- COCTaBJIATh U
NPaBUIIBHO (B
COOTBETCTBHH C
JIEUCTBYIOLIMMHU
HOPMaTHUBHBIMU
JIOKYMEHTaMH)

0 OopMIIATH OCHOBHBIC
BUJIbI OPraHN3aIMOHHO-
PacHOPSAUTETBHBIX
JIOKYMEHTOB;

- BBITIOJTHSATD
OTIpe/IeICHHBIC BHIBI
paboT 1o opraHu3aluu
paboT ¢ ToOKyMeHTaMH B
YUPEKICHUS;

- oopmisTh
HOMEHKJIATYypy eI U
(hopmupoBats ena B
COOTBETCTBHU C
HOMEHKJIATypOH J€eN;

- OCYILECTBISATh

- MpaBuiia JIOKYMEHTUPOBAHUE U
COCTaBIICHHS U OpraHu3aIHIo0 PadOTHI C
0(OPMIICHUIO JTOKYMEHTaMHU;

HucuumimHa,
OTBETCTBEHHOCTb,
WHUIIAATHBA,
KOMMYHHKa0EITbHOC
Th, BOCITUTAHHOCTb.

Kommmiext
TEOPETHICCKIX
BOITPOCOB K
9K3aMEHY
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Pa3INIHBIX BUJIOB - TIOJTH30BATHCS

JOKYMEHTOB; OCHOBHBIMU

-TpeOOBaHUS K TEKCTY | HOPMATHUBHO-

CITyKEeOHBIX MIPaBOBBIMH

JOKYMEHTOB; JIOKYMEHTaMH B

- o0rmue obnactu

MpaBuJIa OPTaHU3aluU | JTOKYMEHTUPOBaHUS

paboThI C - COCTaBJISITh U

JIOKYMEHTaMH 0OpMIISITH pa3IHYHbBIC
BUJIBI JOKYMEHTOB;

Kpurepum oueHku 3HaHuUi

1. Kputepuu oneHKH YCTHOI'O ONIPOCA (IUCKYCCHH/KOJJIOKBHYMOB/co0eceJ0OBaHNs):

—OILIEHKA «OTIMYHOY» BBICTABISETCA CTYJCHTY, €CJIM OH TITyOOKO U3yUmlIl yueOHBIH MaTepral 1
JAUTEepaTypy Mo mpobiieMe, MOCIENIOBaTENIbHO W HCYEPHBIBAIOIIE OTBEYAaeT Ha IOCTaBJICHHBIC
BOIIPOCHI;

—OIIEHKA «XOPOIIO» BBICTABISETCS CTYAEHTY, €CIM OH TBEPAO 3HAET MaTepHall U OTBEYAET
0e3 HaBOAIIUX BOMPOCOB, pa3dbupaeTcs B IuTEpaType mo npoodieme;

—OLIEHKa «YJOBJIETBOPUTEIILHO» BBICTABISETCS CTYJEHTY, €CJIM OH 3HAeT JHIIb OCHOBHOU
MaTepHal, IMyTaeTcsl B JUTepaType Mo mpodieme, a Ha 3aJJaHHbIe BOIPOCHI OTBEYAET HEAOCTATOUHO
YETKO U TMOJIHO;

—OlLIEHKA «HEYI0BJIETBOPUTENILHO» BBICTABISETCS CTYICHTY, €CJIM OH HE YCBOWJI OCHOBHOI'O
MaTtcpualia, HC CMOI' IOCTATOYHO IMOJIHO U MPAaBUJIbHO OTBCTUTH HA MMOCTABJICHHBIC BOIIPOCHI, HC 3HACT
JUTEPATYPHI 1O TpodIeMe.

2. KpuTepnu OeHKH NPHU pelIeHNH KeiicoB

OneHka «32a4TEHO0» BbICTABJISIETCH CTYAEHTY, eCJIu:

—3aJaHUuC BBIIIOJIHCHO MW OTIMYACTCA FHyGHHOﬁ U COACPKATCIBbHOCTHIO, NAHHBIC JIOTUYHO
MIOCTPOCHHbIE, TOJHbIE, JIaHbl  HMCUYEPIBIBAIOIIME OTBETHI, JIEMOHCTPUPYET MpPHUMEHEHUE
AQHAJTUTHYECKOTO U TBOPUYECKOTO TOIX0/I0B;

—CTYJEHT JIEMOHCTPUPYET YMEHHE BECTU HAYYHYIO IUCKYCCHIO.

OneHka «He 324TeH0» BbICTABJIAETCH CTY/IEHTY, eCJI:

—CTYJEHTOM HE€ PacKpbITO COAEpKaHHE 3aJaHUsI, OOHAPY>KEHO HEe3HAHHUE WM HEMOHMMAaHUe
CYUIHOCTH BOIIPOCOB;

—JIOMYIIEHBI CyIIeCTBEHHBIE (DaKTHUECKHUE OINOKN IPU OTBETaX Ha BOIPOCHI;

—Ha JOMNOJIHUTCIIbHBIC BOIIPOCHI CTYACHT 3aTPYAHACTCA MOaTb OTBCT WM HOACT HCBCPHLIC
OTBETHI.

7.3. OneHOYHbIE CPEACTBA Uil MPOBEAEHUA TEKYyllel aTrecTauuu
Bonpocsl 111 yCTHOr0 0TBeTa (IMCKYCCHH) N0 TEMAaM:
1.JlaiiTe XapakTepUCTUKY OCHOBHBIX MCTOPUYECKHUX ATAMOB Pa3BUTHUSA JIETONPON3BoIcTBA B Poccum.
2. laiiTe XapakTepUCTHKY JE€JI0Npon3BoACTBa B [[peBHelt Pycu.
3. JlaiiTe XapakKTEpUCTUKY TPUKA3HOTO JIEJIONPOU3BOJICTBA.
4. JlaiiTe XapakTEPUCTUKY KOJIEKCKOTO JIEJTOMPOU3BOICTBA.
5. JlaiiTe XapaKT€pUCTUKY MUHHUCTEPCKOTO JIEJIONMPOU3BOJICTRA.
6. JlaiiTe XapaKTepUCTUKY JEJIONPOU3BOCTBA B IEPBOM 10JI0BUHE XX B.
7. JlaiiTe XapaKTEpUCTUKY IEJIONPOU3BOACTBA BO BTOPOM MOJOBUHE XX B.
8. UTo Takoe AeI0npor3BOACTBO U KAaKOBBI BaXKHEHIIINE €T0 COCTABIIAIONINE?
9. Ha3zoBute 1ienu, 3a1a4u 1 OCHOBHBIE IPUHLUIIBI COBPEMEHHOTO JI€TIONPOU3BOJICTBA.
10. Onpenenure MECTO AETONPOU3BOACTBA B CTPYKTYPE YIPABIEHUYECKOTIO TPyAa.
11. HazoBuTE OCHOBHBIE TPUHLIMITBI OPTaHU3AIMHA COBPEMEHHOTO JIETIONPOU3BO/ICTBA.
12. OxapakTepu3yiiTe HOpMaTUBHO-IIPABOBYIO 0a3y COBPEMEHHOTO JICIOIPOU3BOICTBA.
13. KakoBbI OCHOBHBIE 3a/1a4l TOKYMEHTOBEICHHUS ?
14. TlepeuucnuTe OCHOBHbIE HOPMATHUBHO-METOJIWYECKHE JOKYMEHTBI, KOTOPBIMH CIEIYyEeT
PYKOBOJICTBOBATLCS B 00JIACTH JIEIOMPOU3BoicTBa B Poccuiickoit denepanuu.
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15. CpaBHuTE cTapoe W HOBOE 3HAYCHHS TEPMHUHA «ICIONMPOU3BOACTBO». OOBACHHTE, B YeM
3aKJIF0YAETCS UX pa3Ivyue.

16. O60cHyliTe HEOOXOAMMOCTh YHU(PUKAIIMKA U CTAaHJAPTH3ALNUNA JOKYMEHTOO00pOTA.

17. loxymaiiTe, Kakie OpraHM3alMOHHBIE MEpPhl B HAHOOJBIIEH CTENIEHH CIOCOOCTBYIOT YCIEIIHOM
OpraHU3aIi COBPEMEHHOTO JIeJI0NMpon3BoicTBa. OOOCHYHWTE CBOM OTBET.

18. JlaiiTe onpeneneHre JOKYMEHTA U IOKYMEHTUPOBAHMSL.

19. Kakue matepranbHble HOCUTEIHN UCIIOIb3YIOTCS ISl JOKYMEHTUPOBAHUS?

20. ITosicuute oOmmMe u crenranbHble QyHKIUN ToKyMeHTa. JlaiTe Kiaccu(puKaIuio JOKyMEHTOB T10
chepe ux ucnonp3oBanus. [IpuBenure kmaccudukauio JOKYMEHTOB O CTEIEHU TJIACHOCTH (Tpudy
OTrpaHMYEHUs JOCTYIIA).

21. Kakoe mecTo 3aHMMarOT HHPOpMaus U TOKYMEHTHI B COBPEMEHHOU CHCTEME YITPaBICHUS ?

22. Kakue cymecTBylOT (GOpPMBI YIpPaBICHHS OpPraHU3ALUSAMH W KaK OHM BIMAIOT Ha (POPMEI
JOKYMEHTHPOBAHHUSI M COCTaB JOKYMEHTOB, NIPHUMEHSEMbIX B YIPaBIEHYECKOW AEATEeIbHOCTU
opraHu3aruu?

23. KakoBa OCHOBHas I11eJb YHH(HUKAIMK YIPABJICHUYECKOW JOoKymMeHTaruu? KakoBbl OCHOBHBIC
3aJja4i COBEPILICHCTBOBAHUS COEpKaHMsI U (POPM TOKYMEHTOB?

24. Ha xakue OCHOBHBIE I'PYHIBl MOKHO Pa3/eiIUTh KOMILIEKC AOKYMEHTOB, PErjaMeHTHPYIOIINX
BOIIPOCBHI BEJEHUsS JernonpousBoacTBa B Poccuiickoit ®epepanuun? Jlaiite XapakTEepUCTUKY
JIOKYMEHTaM Ka)/10i TPYTIIbI.

25. V3yunte ompeneneHus MOHATUS «JIOKyMeHT». Kakoe TolkoBaHHE SBIsSETCS HaubosIee TOYHBIM,
Ha Bam B3rJs11? OOOCHYHTE CBOM OTBET.

26. O0BsICHUTE B3aMMOCBSI3b MEKIY BUIOM, CBOMCTBOM U (DYyHKIIMEH JOKyMEHTA.

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

28. Uro sBnsieTcs OCHOBOW MJIsi NMPOEKTUpOBaHUS OnaHka aokymeHnrta? Jlnsa odopmieHHs Kakux
BUJIOB JJOKyMEHTOB MCIIOJIb3Y€ETCs OOIIHi OJ1aHK?

29. Kakue JOKyMEHTbI OTHOCSITCSI K OpTraHU3allMOHHBIM?

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

31. Kakue cBeieHHs JOJKHBI COAEPKATHCA B TEKCTE YUPEAUTEIbHBIX JOKYMEHTOB?

32. C xakoH 1eJIbI0 CO3at0TCs TUIIOBBIE U IPUMEPHBIE OPraHNU3alMOHHbBIE TOKYMEHTHI?

33. B ueM cocTOUT pa3inuyuue TakKuX JOKYMEHTOB, KaK IITaTHOE pacIUCaHHe U CTPYKTypa U IITaTHAS
YUCJIEHHOCTh?

34. IloueMy [OIKHOCTHas MHCTPYKLUHMSI HE COCTaBISIeTCS [JJIsl KATErOpUM  CIIyKalluX
«pykoBogutTenu»? UTO [OIKHO conaepkaTbCsd B TEKCTE KaXIOro pasieia I0JKHOCTHOMN
WHCTPYKIUU?

35. Kakue  Buabpl  OpraHU3alMOHHO-PACHOPSAOUTENIBHBIX  JIOKYMEHTOB  OTHOCATCA K
pacnopsautensHbiM? [loueMy pacnopsIuTeNbHbIe TOKYMEHTBI OTHOCSTCS K PABOBBIM aKTaM?

36. B kakoii ¢popme n3garoTcs COBMECTHBIE PACTIOPSIIUTENbHBIE JOKYMEHTHI?

37. Kakue ObIBatOT BUIBI PUKA30B?

38. Kak Ha3piBaeTcsi ciayx0a, OCYIIECTBISIOMAs JOKyMEHTAIIMOHHOE 0OecrieueHUe yNpaBieHus, B
3aBUCHUMOCTH OT MPUHAJICKHOCTH K ONPECTCHHON IpynIe OpraHn3aiuii?

39. Opranusanus onepaTuBHOIO XpaHEHUS TOKyMEHTOB.

40. ITopsinok nmepenayu JOKYMEHTOB B apXUB WK HA YHHUYTOKEHHE.

AHaJIn3 Po0JIeMHBIX CUTY AU

Jnis mpoBeneHUs aHaiau3a MNPOOJIEMHOM CUTyallMM HEOOXOOMMO IPEeXJe BCEro YETKO
chopMyIHPOBATH CYIIHOCTh MPOOJIEMBI M OMMCATh CUTYaLUIO, B KOTOPOW OHA HMEET MECTO.

ConeprxanreM aHalM3a IPOOJIEMHOM CUTYaIlUU SIBIISCTCS

1) onpeneneHue CyIIECTBOBaHHS MpOOJNEMBI, T.€. YCTAHOBJICHHME, €CTh JH B
JeMCTBUTENIBHOCTH Npo0JieMa UITH OHa ABJISAETCS MHUMOM;

2) ompenienieHue HOBU3HBI IPOOJIEMHOI CUTYaIuH;

3) ycTaHOBII€HUE IPUYMH BOSHUKHOBEHMSI TPOOJIEMHON CUTYallny;

4) onpezeneHne B3aUMOCBSI3U C APYTUMU NIPOOIEMaMH;

5) onpeneneHue CTENEHU MOTHOTHl U JOCTOBEPHOCTH HH(POPMALIUU O IPOOIEMHON CUTYaINH;
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6) onpeniesieHne BO3MOYKHOCTH Pa3peIIMMOCTH TTPOOIIEMBI.

KEHNC-3ananue 1: Komnanus «M...» 3aHHMaeTcsi pa3pabOTKaMu MPOrPaMMHOIO
oOecrnieyeHus. 3apIruiata MepcoHaja HalpsMYIO 3aBUCUT OT KOJUYECTBA BBIMOJIHEHHBIX 3aKa3oB. B
MOCIIEIHEEe BpEMsi B OpraHU3alliy HAOIOIAICS POCT 3aKa30B, M COTPYAHUKAM MPHUXOAUIOCH MHOTO
paborars. Imutpuii B. — Bexymuit pa3paboTunk. Tak Moaydusaoch, 9YTO B caMblid pa3rap paboThl OH
CJIOMaJI HOTY U MecsI[ ObUT Ha OOJILBHUYHOM, HO paboTai yaaneHHo u3 AoMa. [loaToMy pyKoBOAHTETH
OIUIaTHJI €My He OOJbHUYHBIM, a BBIIOJHEHHBIE MPOEKTHI (TO €CTh COTPYIHUK IMOIYYHI MOJIHYIO
3apruiary co BcemMu OoHycamu). Ho ynaneHHo He ObUIO BOBMOXKHOCTH PEIIUTh HEKOTOPHIE BOIIPOCHI,
u JIMuTpuii BbIIeN Ha paOdOTy B BBIXOJHOW IO CBOEH WHMIIMATHBE, YTOOBI IOJENATh TO, YTO HE
yCIeln, HO 32 YTO YK€ MOJy4uI OTIaTy.

Uepes kakoe-To BpeMsi pyKOBOJMUTENb MOMPOCUI JIMUTpHS BBINTH B BBIXOAHOM JI€Hb, TaK KaK
CPOYHO HYXHO OBLIO 3aKOHYMTH TpoekT. OH cormacuics. Ho cmycrs Bpemst Jmutpuit cran
TpeOoBaTh ABa OTTyJia 3a paboTy B BBIXOAHbBIE. PyKoBOIUTENb OTKA3al, O0BACHSAS, YTO €My MOJIOKEH
TONBKO oAuH. [Iponsomien KOH(IUKT, KOTOPBIA NMpUBEN K TOMY, 4TO JIMUTpHii Hamucan 3asBICHUE
00 yBosibHeHHH. HauanbHUK 0OpaTHiICs 3a MOMOIIBI0 K AUpeKTopy no nepcoHany FOmuu K., 4uToOs1
OHA TOMOTJIA €My YPETyJIHpOBaTh KOH(PIUKT U OOBACHUTH JIMHTPHUIO, YTO €My ICHCTBUTEIHHO
MOJIO’KEH OJIUH OTTYJL.

3amganue. Ilomorutre HOmuu K. HallTH BBIXOA U3 CIOXUBIIEHCA cUTyaluu. To ecTh
NpeUIOKUTE CBOE pelIeHHe Keica, OTBETHB Ha ClIeylollue Bompochkl: — B ueM ommobka
pykoBoauTens u B ueM He nipaB Jmutpuit? — Kak FOnuu o0bSACHUTE COTPYIHUKY, YTO €My MOJIOKEH
OJIMH OTI'YJ], U HE AEMOTHUBUPOBATH Npu 3ToM? — Kak opranuzoBath paboTy, YTOOBI TAKUX CUTyaIUil
HE MPOUCXOAMNIIO?

JlaHHBIN KeC JoDKeH OBITh pelieH ¢ TO3WIUH  JTOKYMEHTAllMOHHOTO OOecredeHus
yIpaBIeHUS.

KEMC-3ananue 2: 3A0 «Cernenay nonydaer oT OAO «MepKypHil» peKiIaMHyIo GpOLIIopY,
MIPEICTABIISIIOIIYI0 000TpeBaTEIbHBIE

puOOPbI, KOTOPbIE MOTJIM Obl HAMTHU MPUMEHEHHE B TETUIMYHOM XO3sIICTBeE.

Ha coBemanuu no uCnoib30BaHUIO ATUX TPUOOPOB BRIICHUIIOCH, YTO JJISL IPUHSITUS

OKOHYATEJIbHOTO pelIeHHus] HeoOX0IuMBbI 0oJiee MONHbIE JaHHBIE MO BCEM TOBAapaM JaHHOM
TPYIIBI, TAKXKE

MPEUCKYPaHT LEH C YKa3aHUEM yCJIOBUH MOCTABKH.

3amanue: CocTaBbTe NHPOEKT Cily:keOHOro muchma B cekperapuar OAO «Mepkypuit» ¢
3ampocom Oosee moapoOHO HHGOPMAITUK O TAHHOM TOBape.

KEHNC-3ananue 3: ITo Bune Gyxrantepuu corpynuukam 3A0 «CeseHa» B TeKyIeM MecsIle
ObLa 3a/1ep)kaHa BhITUIaTa 3apad0oTHOM 1uiatThl. [ aBHbI Oyxrantep uHbopmupyeT aupektopa 3A0 o
TOM, YTO 3aJIepKKa HAJIMYHOCTU ObUIa CBs3aHa ¢ omo3aanueM Ha cueT 3AO IeHEeXHBIX CPEACTB OT
NpEaNPUATHI-TAPTHEPOB.

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

KEMC-3ananue 4: Bamum paboTonaTenem SIBISETCS WHIUBUIYAIbHBIA MPEANPUHIMATEIb.
Br1 npopaGotanu 7 gHE.

[Tpu aTOM pabora sBisiercst 1iist Bac ocHoBHo# (c1.66 TK PD).

3aganue:

1. O6s13aH 11 MHIUBUIYATbHBIA MIPEANPUHUMATEIh BECTH Ha paOOTHUKA TPYAOBYIO KHUKKY B
JAHHOM CUTyaluu?

2. Kto u3 paboTonareneit He UMEET IPABO BECTH HA pAOOTHUKA TPYIOBbIC KHUKKH?

IIpakTuyeckue 3aaHus

3ananme 1.. Curyauus

3amectutens aupekropa OOO «Dtanon» (3apeructpupoBaHo B r.IlerpozaBojacke)
I[I.L1.AGpamoB 1 nmekabps Tekymiero roja M3Aajl yKazaHue O rpaduke OTIYCKOB Ha CIEHYIOIIHMA
KaJICHIAPHBIM TOJ, COTJIaCHO KOTOPOMY PYKOBOJIUTEIH CTPYKTYPHBIX MOJPA3ACICHUN JOJAKHBI
NpEJCTaBUTh B OTHENT KaapOB CHHCKHM COTPYJAHHMKOB C YKa3aHMEM HPEIIojiaraéMoro cpoka
OUEpEeHOr0 OTIyCKa B cleayroleM KalneHaapHoM rogy. Cpok mpezacraBieHus cnuckoB — 10
nekadps tekyuiero roaa. OTaeny KaJpoB yKa3aHHEM MPEANHCHIBAETCS COCTABUTH CBOJHBIN rpaduk
otiyckoB pabotHukoB OOO Ha creaylomuid KaJeHJApHBIA ToJl U MepeaaTh €ro B AMPEKIUI0 Ha
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yTBepkAeHre. OTBETCTBEHHBIM 3a COCTaBleHHE rpaduka Ha3Hau€H HayalbHUK OTHENa KaapoB
[Tankparosa O.}O. Cpoxk npexacrasienus rpaduka — 20 nexadpst TEKyIero roja.

VYkazanue ObUIO 3aBU3MPOBAHO HAYAJIBHUKOM OT/A€Na KaJpoB, TJABHBIM OyXraiarepom,
IOPUCKOHCYJIbTOM.

3ananme 2. Curyanus:

00O «JIura» (Mocksa, 123465, yn. Mapoceiika, 1.15, ten. 384-05-90, daxc: 384-05-90)
3aIIaHuPOBaJIo MpoBeaeHne Beepoccuiickoit pokaecTBeHCKON spMapku o0yBu ¢ 10 HosiOps mo 31
nekadps Texymero roga. Ogaako B cBsizu ¢ TeM, yTo OO0 «JIuray He pacmonaraio JOCTaTOYHBIMU
IJIOMIAIMUA NIl TIPOBEACHUsT spMapku, McmomHurenbHbIii mupekTop obOmectBa A.A.KoueTkos
BBIHYXXJIeH Obl1 oOpaTtuthes K Jupektopy Bceepoccuiickoro wictaBounoro mnentpa T.K.Typosy c
npocbboii 0 mpemoctaBieHUH oOmecTBy B apeHay 300-400 kB.M BBICTABOYHOHM TUIOMIAJAN H
TrapaHTUEH OIJIATHI.

3ananme 3. Curyauus:

3A0 «Ilonmurpad» BBITOJHWIO 3aKa3 HAa M3TOTOBJIEHUE PEKIaMHBIX MaTepuasioB it OO0
«Ctpoutenb». MubopmMaius o BBITOJHEHUWH 3aka3a Oblla MepelaHa IMOCPEJCTBOM COCTaBJICHHS
tesneonorpammel, B KoTopoit 3A0 «Ilonurpady Takke MpOCHUIIO OIUIATUTH BHICTABICHHBIM CUET B
cpok 10 20 nexaOps Tekymiero roga. TemedoHorpaMMa Obliia MOAMKCAHA 3aMECTUTENIEM JUPEKTOpa
3.M.CoHuHBIM U NIEpEIaHa ETO CEKPETAPEM.

3anaunmue 4. Curyauus:

17 gHBaps TeKyLIero roja B ajpec 3aBoJa 10 PEMOHTY 4YacOB U IOBEJIMPHBIX H3IEINN
npuObLIa MOCKIIKA C 3aBOAA-MIOCTABILIUKA, MPU BCKPBHITUH KOTOPOM OBLIO OOHApPYKEHO OTCYTCTBHE
JIBEHAJIIaTU KOPIYCOB JJI 4acOB Mapku «MoiHuUs», YyUCIMBIIMXCS MO HakmagHod Ne 18 or 24
OKTSIOpA mpeablAyliero roxa. [lns moaTBepkaeHHs AaHHOTO (akTa Ha OCHOBaHMM IMpHKasza
nupekrtopa 3aBoja Ne 12 or 18 suBaps Tekymero roja Obula co3laHa KOMHCCHS TOJ
npeJceaaTeIbCTBOM HauadbHUKa oTAena cHabxkenus Kaprenko E.IL. u wieHOB kKoMuccuu nHx’eHepa
[TaBnoBa A.P. u 3aB.ckmamom Ne 1 Kynpsimosa P.B. Komuccueit Obin coctaBieH akt 21 stHBaps
TEKYIIEero rojia, B KOTOPOM COJEpajcid BBIBOA O TOM, YTO 3aBOJINOCTABILMK JIOJDKEH MOCTABUTh
HEJ0CTalolee KOJNYECTBO KOPIYCOB K 4YacaM. AKT BCTYINJ B JEHCTBHE C MOMEHTA YTBEPKICHUS
(22 saBaps T.1.) AupexTopoM 3aBosia b.M.PomanOBBIM.

3aganue 5. Curyanus:

Hupexkrop OO0 «Meutay I[lomskoB B.M. 10 okTsa0ps Tekymero roja W3aal IMpUKa3 O
MIPOBEICHUN WHBEHTApU3allMd TOBAPHO-MATEPUATBHBIX IIEHHOCTEH Ha ckiajne npeanpustus. OH
Ha3HAYMJ KOMHCCHUIO MOJI MPEACENaTEeIbCTBOM KOMMEpPUYECKOro aupekropa 3onorapeBa E.M. . B
COCTaB KOMHCCHM BOLUIM TiaBHBIM Oyxranrep Bomogmna E.H. m Oyxrantep MsanoBa B.C. . B
npuKaze ObLIO MOPYYEHO TMPEACTaBUTh Ha YTBEPKACHHE TOKYMEHTHI CKIJIAJICKOro yuera (IO
COCTOSHUIO Ha | OKTAOpsl) M OT4eThl 00 OcCTaTKax TOBapHO-MaTepUaIbHBIX IIEHHOCTEH (IO
cocrossario Ha 10 okTs0ps) xk 15 oxTsa6ps. [Ipoekt mpukaza ObUT 3aBU3UPOBAH IKOHOMHCTOM
npennpustus Mutunoit O.A.

3ananme 6. Curyauus:

AnpecyiiTe mnuceMO BO BHemHeskoHoMHueckoe oObenuHeHune —«TexmammkcnopTy,
['enepanbubiii qupexTop Tumodees A.C. mo aapecy : a.23 yn.Cperenka, Mocksa, 123290

3aganme 7 Cutyauus:

OdopmMuTe NOANUCH HA TOKYMEHTE, €CJIM U3BECTHO, YTO €0 MOANnucaia KOMUCCHS B COCTaBe:

IIpencenarens — ['naBHbIi nHxenep Kapnos B.C.

Unensl koMuccun — Menemxkep otaena corita ComoB A.M. u

Oxonomuct OT3 Kopoines B.C.

3ananue 8. Curyauus:

CocraBbTe TOKJIAIHYIO 3aMCKY O KOMaHAUPOBAHUHU PaOOTHUKOB Ha cuMIO3uyM. OcTallbHbIe
PEKBHU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

3aganue 9. Curyanus:

CocraBbte 3asBrnenue Ha ums aupekropa [10 «CnaBa» o nmpueme Ha padoty M.A. MBaHoBa Ha
JOJDKHOCTB OyxranTtepa. OcTalibHble JaHHBIE YKAKUTE CAMOCTOATEIBHO.

IIpou3BoacTBEeHHbIE 3a1aUH

1. Pa3paborats O61aHK 00IIeCTBa ¢ OTPpaHUYEHHOM 0TBETCTBEHHOCTHIO (O1ank OO0 «...»)

2. Pa3zpaboTtarh 01aHK OTKPBHITOTO akImoHepHoro oomectBa (6mank OAO «...»)
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3. Pazpaborats 61aHK MHAMBUIyIBHOTO peanpuHuMaTes (6nank UIT)

4. CocraBbTe MHCHMO-TIPOCHOY 3aKphITOTO akiuoHepHoro obmectBa «KPAC-mebenp» B
KOMUTET BHEUIHEOKOHOMHUYECKHX CBS3ed aJIMUHUCTpallMd OOJAacTH O BBIJCICHUM JIMLEH3UM Ha
noctaBky B Kwurait 4000 T Merayuia B CBSI3UM C 3aKJIIOYEHHEM KOHTPAKTa C OOBEAWHEHHEM IIO
MEXIyHapOJAHOMY COTPYJIHHUYECTBY Ha CTPOUTEILCTBO JEBITUATAXHOIO o0mmexuTus B Kpacuogape.
CornacHo KOHTPAKTY OIUIaTa BBIMOJTHEHHBIX PabOT OYJET MPOU3BOIUTHLCS POCCUUCKUME PYOIISIMA U
MaTepuaIamH.

5. CocraBbTe AOKIAIHYIO 3aITUCKY HaYAIbHHUKA OT/JENIa PYKOBOJUTEIIO MPEATPUATHS O aKTe
HEBBITIOJIHEHHS] PACHOpsDKEHHUS O MOHTake OOOpyAOBaHHSA Ha YydYacTKe IO NpUYMHE ci1aboro
KOHTPOJISI CO CTOPOHBI IJIABHOTO MEXaHUKA.

6. CocTaBuTh yCcTaB OpraHu3anuu (MpeAnpusITHs ) JJI0O0H OpraHN3alMOHHO-TIPABOBON (POPMBI
1o Bamemy BeIOOpy. OdopMuUTh Ha yCTaBE HEOOXOAMMBIE TIOJIMTUCH H OTMETKH.

7. CoctaBuTh aBTOOHOTpaduIo

8. CocTaBUTh 00pa3el] HOMEHKIIATYPbI JIEJI OpraHU3aIUH.

7.4. OneHo4YHbIe CPeACTB s MPOBeIeHUsI IPOMEKYTOYHOM aTTeCTANA
[TpoMexxyTouHast aTTeCTalus — SK3aMeH

7.4.1. IlpuMepHBbIe BONPOCHI /sl MPOBEAEHUS MMPOMEKYTOYHOM aTTecTalluU (IK3aMEeH)
1. JlaiiTe XapakTepUCTUKY OCHOBHBIX HCTOPUYECKHUX ITAIOB Pa3BUTHUS AEJIONPOU3BOACTBA B Poccuu.
2. JlaiiTe XapakTepUCTUKY AEIONPOon3BocTBa B JpeBHei Pycu.
3. JlaiiTe XapaKT€pUCTUKY IPUKA3HOTO JI€JI0IPOU3BOICTBA.
4. JlaiiTe XapaKTEepUCTUKY KOJIJIEKCKOTO JEI0MPOU3BOJICTBA.
5. [laliTe XapaKTEPUCTUKY COBETCKOTO JEIIONPOU3BOICTBA.
6. U3yunTte omnpeneneHus NOHITUS «JOKYMeHT». Kakoe ToakoBaHue siBIsieTCsl Haubosiee TOYHbIM, Ha
Barn B3 OOOCHYHTE CBOM OTBET.
7. Kakue BUIbI JOKYMEHTOB CYIIIECTBYIOT, Ha30BUTE 5-6 BUI0B ocHOBBIBasAch Ha [[OCT 7.0.8-2013.
8. UTo Takoe 1eJ0MpOU3BOICTBO U KAKOBBI BAKHEHIIINE €r0 COCTaBIISIONINE?
9. Ha3zoBute 1ienu, 3a1a4u 1 OCHOBHBIE IPUHLIUIIBI COBPEMEHHOTO JIETIONPOU3BOJICTBA.
10. Onpenenure MECTO AETONPOU3BOACTBA B CTPYKTYPE YIPABIEHUYECKOTIO TPyAa.
11. HazoBuTE OCHOBHBIE TPUHILIMITBI OPTaHU3AIMHA COBPEMEHHOTO JIEJTIONPOU3BOICTBA.
12. OxapakrepusyiiTe HOPMAaTHBHO-TIPAaBOBYI0 0a3y COBPEMEHHOI'O JeJIONPOU3BOJICTBA B
Poccuiickoit denepanum..
13. Ha kakue OCHOBHBIE I'PYHIIBI MOKHO Pa3J€lIUTh KOMIUIEKC JOKYMEHTOB, PETIAMEHTHUPYIOIINX
BOINPOCHI BeNEHUST Jenonpou3BojacTBa B Poccuiickoit @epepanuu? JlailTe xapakTepUCTUKY
JIOKYMEHTaM Ka)KJI0M TPYyTIIbL.
14. Kakoe MecTo 3aHMMAIOT HH(POpMAIIUS U TOKYMEHTHI B COBPEMEHHOW CHCTEME YITPABICHUS ?
15. CpaBHuTe crapoe M HOBOE 3HAYCHHMS TEPMHUHA «IEIONMPOU3BOACTBO». OOBACHUTE, B YeM
3aKJIH0YAETCS UX pa3jInyue.
16. O60ocHylTe HEOOXOAMMOCTh YHU(DUKALMU U CTAaHJAPTU3ALMH JJOKYMEHTOO00POTAa.
17. JlaiiTe onpeaeieHne TOKyMEHTa, OPUITHATBLHOTO TOKYMEHTA U JOKYMEHTHPOBAHHUS.
18. KakoBa ocHOBHas Iieflb YHU(HKAIMK YHpPaBICHYECKOH NOoKyMeHTauuu? KakoBbl OCHOBHBIC
3aJjauM COBEPIICHCTBOBAHUS COAEpkKaHUSI U (POPM TOKYMEHTOB?
19. O6bscHUTE B3aMMOCBSI3b MEKIY BUI0M, CBOMCTBOM U (DYHKIIMEH JTOKYMEHTA.
20. MeToapl parioHAIM3aIMU JOKYMEHTO000pOTAa.
21. bnaHku TOKyMEHTOB.
22. Knaccudukanusi 1okyMeHTOB: OpraHu3aiiMOHHbIC TOKYMEHTHI.
23. Knaccuduxanus 10KyMeHTOB: PacriopsauTenbHble JOKYMEHTHI.
24. Knaccudukanust 1okyMmeHToB: CripaBouHO-MH(GOPMAIIMOHHBIC JOKYMEHTHI.
25. KauecTBeHHBIE XapaKTEPUCTUKH JJOKYMEHTOOOOPOTA.
26. KonnyecTBeHHBIE XapaKTEPUCTUKH TOKYMEHTOO00POTA.
27. O6paboTKa MOCTYMAIOIMINUX TOKYMEHTOB.
28. PexBU3WUTHI JOKYMEHTOB, IEPEUYUCIUTE U YKAKATE B KAaKUX HOPMATUBHBIX JOKYMEHTaX
3aKpETJIEHBI.
29. TpeboBanus K 0pOPMIICHUIO PEKBU3UTOB IOKyMEHTOB.
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30. B yem paznuna Mexay oommM OJaHKOM U OJTaHKOM KOHKPETHOTO BHJIa JOKYMEHTA.

7.4.2. IlpuMepHbIe 3a1a4M IJIsl NPOBEJEHHUS MPOMEKYTOYHOH aTTeCTAlUU
He npexycmorpeno

8. OBYYEHHUE CTYJAEHTOB-UHBAJINJOB " CTYJAEHTOB C
OI'PAHUYEHBIMH BO3MOXKHOCTAMMU 31O0POBbSL

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

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

9. JOHOJHUTEJBHOE OBECIIEYHEHHME JUCIHUIIJINHbI
He npenycmorpeno

33



PELIEH3UA
Ha pa6ouyro nporpammy OIL06 lokymMmeHTallMOHHOE OOecneuyeHne
ylpaBJieHHU,
38.02.01 DOxoHOMHKA B OyXraJaTepcKuil y4eT, pa3padoTaHHYIO
npenogasaresieM Kosabuosoii E.I1.

B nannoii padoueil mporpaMme OTPaKarTCA:

l. lenu ocBOEHUS AMCHUILIIMHBI B COOTBETCTBUM C MPUMEPHON MPOTrpaMMoi
JUI CHELMAIBbHOCTEH CpeIHEro MNpoQecCHOHAIBHOIO 00pa30BaHUs CIEHUAIbHOCTU
38.02.01 DxoHOMUMKA U OYXTaNTEPCKUN yUeT.

2. KowmnereHuun oOy4aromierocsi, (GpopmMupyemble B pe3yibTaTe OCBOCHHS
mquciumuinael - o @I'OC  cpennero  mpodeccHuoHabHOTO — O0pa3oBaHUs IO
cnenuainbHocTH 38.02.01 DKkOHOMUKA U OyXTanTepCKUil yUer..

3. CoaeprxaHue U CTpyKTypa padoudeil mporpaMMbl COOTBETCTBYET TPEOOBaHUSAM
®I'OC cpeanero mnpodeccroHanbHOTO 00pa3oBaHus Mo cnenuaibHocTH 38.02.01
DKOHOMUKA B OyXTaJaTepCKUil yuer.

4. Ob6pa3oBareabHbIE TEXHOJIOTUH, UCIIOJIb3YEMbIE MPH peaIi3alui Pa3InYHbIX
BUJIOB y4eOHOM pabOThI: JIEKIIUU, CEMUHAPBI.

5. OueHOYHBIE CpENCTBA TEKYLIETO KOHTPOJIA YCIIEBAEMOCTH, MPOMEXYTOUYHOM
aTTeCTallMy 10 UTOraM OCBOCHMSI JUCIUIUIMHBL. YKa3aHbl TEMbI pedepaToB, BOIPOCHI
W 3aJ1aHus JUIsl IPOBEAEHUS TEKYIIErO KOHTPOJIS.

6. YueOHO-MeTOoAMYeCKOe W HWH(OPMAIIMOHHOE OOECICUEeHUE IUCIMILINHBI,
NEepeYeHb OCHOBHOM, JOIOJHHUTENILHON JINTEPaTyphbl, MPOrPpaMMHOr0 OOECEUEHHUS,
umerontuecss B apceHaie  MHCIIO KyO6I'Y  pecypcel  uHbOpMalMOHHO-
TEJIEKOMMYHUKAIMOHHON ceTh «HTepHeT», NH(POPMaMOHHO-CIIPAaBOYHbIE CUCTEMBI,
takue Kak CIIC «KOHCYJIBTaHT ILTIOCY.

7. MeTonnueckue yka3zaHus U MaTEPUabl [0 BUIAM 3aHITHH.

8.  MarepuanbHO-TeXHUYECKOEe  OOeCleYeHne  TUCIUIUIMHBI,  KOTOpPOE
CIIOCOOCTBYET MPOBEACHHUIO BCEX BUIOB YUCOHOU PabOTHI.

3akioveHnue:

PabGouass mnporpamma cootBeTcTByeT denepaibHOMY TOCYIapCTBEHHOMY
oOpazoBarenbHOMy  craHgapty (@I'OC) mno  chneuuasbHOCTH  CPEIHEro
npodeccuonansuoro oobpazoanus (CIIO) 38.02.01 DxoHOMHKa M OyXrajlTepcKun
y4er.

Penensenr:

I'enepanbubiii qupektop OO0 «Ok30THK Typ» T O.P.

34



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 MPOTrpaMMoi
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 DKkOHOMUKA U OyXTanTepCKHUil 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 PEATU3ANUA PA3TUIHBIX
BUJIOB y4e€OHOM pabOThI: JIEKIIUU, CEMUHAPBI.

5. OueHOYHbIE CpeNCTBAa TEKYLIETO KOHTPOJI YCIIEBAEMOCTH, MPOMEXYTOYHOM
aTTECTAIlMH 10 UTOTaM OCBOCHUS JAUCIHUIUIMHBI. YKa3aHbl TEMbI pedepaToB, BOMPOCHI
Y 3a/IaHUs JUIsl TIPOBEACHUS 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, mnoaroroBiieHHas mnpenoaaBateraeM KombioBor E.II.,
cooTBeTcTBYeT DenepalibHOMy TOCYAapCTBEHHOMY O00pa30BaTEIbHOMY CTaHIAPTy
(®I'OC) mno cnenuanbHOCTH cpeaHero mnpodeccuoHanbHoro oodpaszoBanus (CI1O)
38.02.01 DxoHOMUKA U OYXTAJITEPCKUHN yUeT.

Penensenr:

EPALMS .
[ rcatan
b=s S

Hupexrop OOO «Pemronr» [Iytaro M.M.
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