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1. Tlnanupyemble pe3yJbTaThl 00YUYeHHUSs MO TUCHUILINHE, COOTHECEHHBIE C
ycranoBJieHHbIMH B OI1IOII BO unankaTtopamMu 10CTHKEHUSI KOMIIETeHIIHI

1.1 Ilepeyenb KoMneTeHUHiH, GOPMUPYEMBIX YUeOHOMH TUCUMTILINHOM

Koa 1 HauMeHOBaHHE KOMIIETEHIIMH

NuaukaTopsbl J0CTHXKEHUS] KOMIIETEHIIUN
Ilnanupyemblie pe3yabTaTbl 00y4eHusI

YHnBepcaanaﬂ KOMIICTCHIUA

YK-2 CriocobeH onpeaensirTb Kpyr
3a7a4 B paMKax IMOCTABJIECHHOW LIEJIN U
BBIOMpATH ONTUMANIBHBIE CTIOCOOBI UX
pENICHUS, UCXOMS U3 ICHCTBYIOIINX
MIPaBOBBIX HOPM, UMEIOLITUXCS PECYPCOB
Y OTpaHUYEHUI

(K01 M1 HANMEHOBAHUE)

3HaTh (3): 3HaeT HEOOXOAMMBIC IS OCYIIECTBIICHUS
NpopECCUOHAIBHON ~ JEATEIPHOCTH HOPMBI TIpaBa |
MCETOAUYCCKUEC HAOKYMCHTBI B 06J13,CTI/I
JIEIOTIPOU3BO/ICTBA.

Ymere (Y): VYmeer onpenensats Kpyr 3amad  Juist
noctpoeHust 3Q(PEKTUBHONW CHCTEMBI JCIIONPOU3BOACTBA
U JIOKYMEHTOOOOpOTa, IUIAHHPOBATh COOCTBCHHYIO
JESITeNIbHOCTh UCXO/Sl U3 UMEIOIIUXCS PECYPCOB; pellaTh
IIOCTAaBJICHHBLIC 3aJa4d B paMKax I/I36paHHI)IX BUI0B
poeCCUOHAIBHON NEATEIHHOCTH.

Baagers (B): Bmazgeer MPAKTUYECKUM  OIBITOM
MIPUMEHEHHSI HOPMAaTUBHO-METOIMYECKON 0a3bl perIcHUs
3a1a4 B obnactu JEJIOTIPOU3BOICTBA u
JIOKYMEHTO000POTA.

2. ey 1 3a12a4M OCBOCHHS Y4eOHOM TUCHUIIMHBI, MECTO IMCUMILIUHBI B CTPYKTYype

OIIOII BO

Juctunnuna «/lenonpousBoactso u aenoBoe obmenue» (b1.0.16) otHocuTcs k 6a3zoBoi
4acTH bopmupyemoit YYaCTHUKAMH 00pa3zoBaTeNbHBIX OTHOIIEHUI OCHOBHOM
npodeccHOHaIbHOM  00pa3oBaTelbHONM MPOrpaMMbl  BBICIIETO  00pa30BaHUS 36.03.02

300TEXHUS.

Ilenpto m3ydeHUs IUCHMIUIMHBI - sBiIgeTcs (OpMUpOBaHME y CTYJICHTOB 3HAHMUN
TEOPETUYECKUX U MPAKTUUYECKUX OCHOB CO3JaHMs JOKYMEHTOB B CUCTEME YNPABICHUS, a TAKXKe
npuoOpeTeHre HABBIKOB TI'PaMOTHOM M 3(Q@EKTUBHOM  OpraHu3allid  COBPEMEHHOIO

JIEJIONPOU3BO/ICTBA HA MIPETPUSITHH.

Jia peanu3anuy TOCTAaBJICHHOW 1I€JM, B TMPOILIECCE OCBOCHMS AUCLMILIMHBI
«Jlenonpon3BocTBO» ObUTH CHPOPMHUPOBAHBI CIIEAYIOIINE 3aJaUU:
— M3yYUTh  3aKOHOJATEIIbHbIE W  HOPMAaTHBHO-METOAMYECKHE  JOKYMEHTHI,

periiaMeHTupytonme padboTy ¢ JOKyMEHTaMU OpraHU3aIlHH;

— O3HaKOMUTb C TIIpaBHJIaMH COCTaBJICHUA U O(i)OpMJ'IeHI/IH YIPaBJICHUCCKUX

JOKYMCHTOB;

— O3HAaKOMUTH C IIpaBUJIaMU COCTABJICHUA U O(bOpMJ'ICHI/IH JACJIOBBIX MMUCEM;

— O3HaKOMUTb 06yqa101111/1xc;1 C TpC6OBaHI/I}IMI/I HOPMATUBHBIX TIIPABOBLIX 4KTOB,

PETIIaMCHTHUPYIOIHUX TOPAAOK CO3AaHUA U ABVIKXCHUSA JOKYMCHTOB;

- C(I)OpMI/IpOBaTB y 06yqa101u1/1xc;1 MPAaKTUYCCKUEC HABBIKU HOPUAUYCCKU T'PAMOTHOTO

0o opMIIEHHS JOKYMEHTOB, C YUYE€TOM IOJIOKEHHI HOPMATUBHBIX JOKYMEHTOB;

— U3YYHTb MOPSIOK pabOThI C TUUHBIMH U CITYKEOHBIMHU IOKyMEHTAMU;

— 00ecnevYnTh YCBOCHHE OCHOBHBIX MPaBUJI 00paOOTKH M XpaHEHUS JTOKYMEHTOB.

- C(I)OpMI/IpOBaTB HaBBbIKKM COCTAaBJICHHUA H O(bOpMJ'IeHI/ISI OCHOBHBIX JOKYMCHTOB

yIpaBlIEHUS;




— O3HaKOMUTH cnymaTeneﬁ (¢ COBPCMCHHBIMU

JIOKYMEHTO000pOTa MPEeANPUITHIA U OpraHU3aIlHii.

TECXHOJIOTHAMUA

OpraHu3aIu

3. O0beM yueOHOI JUCUMILIMHBI B 324eTHBIX eIMHUIAX C YKA3aHNEM KOJIHYeCcTBa
aKaJleMHYeCKNX YaCOB, BbIIeJIEHHBIX HA KOHTAKTHYIO padoTy 00y4aommuxcs ¢
npenoaasaresieM (Mo BUAAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJIbLHYIO padoTy

o0yuaroumuxcst
3.1 Ounas dhopma oOyueHus

Bun yue6HO# paboThI

1 kypc/1 cemectp

OO0m1ast TpyJA0€MKOCTh AUCIUILUIMHBI, 3a4€THBIX €IUHUIL

4yacoB 144

AyautopHasi (KOHTaKTHas) padora, 4acoB 116,3

B T.4. 3aHATHUS JEKIIMOHHOTO THUIIA 84

3aHSTHSI CEMUHAPCKOro TUIIA 32

MPOMEXKYTOUHAs aTTeCTALIUS 0,3

CamocrosiTenbHast padoTa 00y4aOIMXCs, 4aCOB 18,7

B T.4. KypcoBasi pabota -

KoHnTtpous 4

Bu npoMexxyTOUHOM aTTecTaluu 3a4yeT

3.1 3aounas hopma oOydeHHUS
Buna yueGHOM paboThI 3 Kypc

OO0m1ast TpyJ0€MKOCTh JUCITUIUIMHBI, 3a4€THBIX €IUHUIL 4
4acoB 144
AynuTopHas (KOHTaKTHas1) paboTa, 4acoB 14,25
B T.4. 3aHATHUS JICKIIMOHHOTO TUTIA 6
3aHSATHUS] CEMUHAPCKOrO TUMA 8
IPOMEXKYTOYHAsl aTTECTALINS 0,25
CamocrosiTesibHasi padoTa 00y4alouuxcs, 4acoB 125,75
Kounrtpous 4
Bua npoMeXyTO4YHOM aTTecTau 3auer

4. Coep:kanue TUCHUIVIMHBI, CTPYKTYPHUPOBAaHHOE 10 TeMaM (pa3jejiaM) ¢ YKa3aHueM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJeMUYeCKMX YaCOB U BHI0B Y4eOHBbIX 3aHATHH
4.1 Ilepeuenv pazoenoé OUCUUNIUHBL C YKA3ZAHUEM MPYOOEMKOCHU AYOUHMIOPHOU
(Konmakmmoit) u camocmoamenbHou padomsl, 6U006 KOHMPOAEll U NepeyUHs KOMnemeHyuil

3aounas Gpopma oOydIeHHs

TpyaoeMKocTb, 4acoB Kon
B TOM YHCJIIC HanmenoBanmne NIK
HaumenoBaHnue pa3zienoB u TeM ayJUTOPHOU OLICHOYHOTO
BCEro .. | CAaMOCTOSITEb
(KOHTaKTHOIN) o CpeJcTBa
HOH pabOoTHI
paboThI
Pazpgen 1. TeopeTnueckre OCHOBBI VK-2
. p 31,4 3 28,4
JISTIOTIPOM3BOICTBA
1.1 UcTopust pa3BUTHSA rOCYIapCTBEHHOIO
pHA p yAap 75 1 6,5 I[IpakTudeckas padoTa,
JienonpounsBoctea B Poccun
TecT, pedepar, JoKIag
1.2. lenu, 3a1a4u ¥ MIPUHLIUIIBI 97 1 8.7
COBPEMEHHOTO JICJIONPON3BOCTRA ' '
1.3. Knaccudukanus JOKyMEHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHBIE TpeOOBaHUS K 56,6 6 50,6 [IpakTryeckoe VK-2




0 OpMIICHHIO TOKYMEHTOB 3ajanue, YCTHBIN
2.1. HopMaTHBHO-TIPaBOBbIC U OTBET Ha BOIIPOC
METOUYCCKUE 21,4 1 20,4 JOKJIAJ|
OCHOBBI JICJIONPOU3BOJICTBA
2.2. CocTaBiieHHUE OPraHU3alHOHHO-
PacHopsIAUTEIbHBIX U HH)OPMALIMOHHO 195 3 16,5
CIIPABOYHBIX JOKYMCHTOB
2.3 TpeGoBaHMsI K COCTaBJICHHUIO U 157 5 137
; ;
0(hOPMIICHHUIO TTHCEM
Paznen 3. Opranuzanus paboTsI ¢ 5175 5 46,75 VYK-2
JIOKYyMEHTaMH
3.1 Opranuzanus JOKyMeHTO000pOTa Ha 188 5 16.8 IMpakTrueckoe
MPEIIPUATHI ’ ’ 3a/aHue, YCTHBIN
3.3 DIeKTPOHHBIH TOKYMEHTOOOOPOT B 204 9 18.4 OTBET Ha BOIIPOC
OpraHu3alnu ! ! JIOKJIa
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI 1255 1 1155
y4era JOKYMEHTOB
HToro 3a kypc 139,75 14 125,75 -
IIpome:xxyTounas aTTecTanus 4,25 0,25 4 Hrorosoe
TECTHPOBaHHE,
MUCBMEHHBIN OTBET
Ha
9K3aMEHALMOHHbBIN
BONPOC
HUTOI'O no aucuuiinue 144 14,25 129,75 -
IIpumepnutii nepeuenb OUEHOUHBIX CPEOCHE 012 MEKYyu|ez0 KOHMPOJiA YCHe8AeMOCHU
No | HaumenoBanue | Kparkas xapakTepucTHKa OLIEHOYHOTO CPEJICTBA IIpencraBnenue
1/ | OLIEHOYHOTO OIICHOYHOTO
m | cpeacrsa cpencTsa B QoHze
1 | 3amaga CpencTBo OIEHKH YMEHUS IPUMEHSTD MOTydYeHHBIE Komrutexr 3amau n
(mpakTHYeCKOe | TEOPETHUYECKHE 3HAHHS B PAKTHYECKON CUTYAIIHH. 3aJjaHui
3aJlaHue, 3anaya (3a7aHre) HODKHA OBITH HAPABJIeHA HAa OIEHUBAHHE TEX
nmabopartopHass | KOMIETEHIINH, KOTOPHIE TTOJIeKAT OCBOCHHUIO B JAHHOM
pabota) JHCIUTUTIHE, JTOJDKHA CO/IEPKaTh YETKYI0 HHCTPYKIIUIO 110
BBINOJHEHHIO WJIM aJITOPUTM JEHCTBUM.
2 | CoGecenoBanue | CpeacTBo KOHTPOJIS, OpraHM30BaHHOE Kak crieluaibHas Oecena Bormpocsr o
nperoaaBareis ¢ 00yJaronMcs Ha TEMBI, CBSI3aHHBIE C TeMam/paszenam
H3y‘1&eMOI71 HHCHHHHHHOﬁ, " paCCYUTAaHHOC Ha BBIACHCHUEC JAHUCIUIIIINHBI,
o0beMa 3HaHUH 00ydaloIerocs mo onpeaeieHHOMY pa3zaedy, MIPEJICTaBICHHBIC B
Teme, npobieMe U T.II. MIPUBSI3KE K
KOMIICTCHIIUAM,
PeyCMOTPEHHBIM
PIT/L
3 | Tecr Cucrema cTaHAapTU3UPOBAHHBIX 3a/IaHUH, TO3BOJIAIONIAS ®DoHJ| TECTOBBIX
aBTOMAaTU3HUPOBATh NPOLEAYPY U3MEPEHUSI YPOBHS 3HAHUI U 3a/1aHUM
yMeHHI 00yuaromerocs.
14 | Pedepar [IponykT camocTosTensHON PabOTHI CTyIeHTa, IpeacTaBisaomui | TeMbl pedepaTon
c000#1 KpaTKO€ U3JI0’KEHUE B MUCEbMEHHOM BHUJIE MOTyYEeHHBIX
pe3yJIbTaTOB TEOPETUUECKOT 0 aHAJIM3a ONPEICTIEHHON HayYHOI
(yueOHO-HCCIIeIOBATEIBCKOM) TEMBI, TJIe aBTOP PACKPBIBACT CYTh
HCCIIeTyeMOH MPOOIeMBI, MPUBOAUT PA3IMYHBIC TOYKYU 3PCHUS, &
TaK)ke COOCTBEHHBIE B3TJISIBI HA HEe.
15 | Jlokman, [IpoxyKT caMOCTOSITENTEHON padOTHI CTYIEHTA, MPEACTABISIONHI | TeMbl JOKIIaIoB,
cooOrieHue co0o# my0IMYHOE BBICTYIICHUE 110 MPEICTABICHUIO MOJyUYeHHBIX | COOOIIeHUI




PE3yIBTATOB PELICHHUS ONpeACIeHHON YIeOHO-IPaKTHIECKOH,
y4e0HO-MCCIIeIOBATENbCKON MITH HAYIHON TEMBI

4.2 Cooeporcanue oucuyuniuHvl no pazoenam u memam
Paznen 1. Teoperuueckue OCHOBBI 1€JIONIPOU3BOACTBA

Lean — wu3ydyeHHe TEOPETUYECKUX OCHOB PA3BUTHS TOCYAAPCTBEHHOW CHCTEMBbI
JenonpousBojacTsa B Poccum.

3agayu — U3yYUTh OCHOBHBIC MOHSTHUS B CHUCTEME JEIONPOU3BOJCTBA, MU3YUUTh LEIH,
3ala4yi U NPUHIUIIBI COBPEMCHHOI'O0 ACJIOMPOMU3BOACTBA; U3YYUTHb OCHOBHBIC 3Tallbl PA3BUTHUA
roCyapCTBEHHOTO JEIONPOU3BOICTBA B Poccnu, paccMoTpeTh BUAbI U GOPMBI JOKYMEHTOB.

IlepeyeHb y4eOHBIX 3J1eMEHTOB pa3jeJa:

1.1 Hcropus pa3BUTHs rocydapCTBEHHOTO JI€JI0NPOU3BoOICTBa B Poccun
1.2  Ienu, 331241 U IPUHIMITEI COBPEMEHHOTI'O J1€IOIPOU3BOJICTBA

1.3 Knaccudukanus JOKyMEHTOB

Pa3nes 2. CoBpeMeHHbIe TPeOOBaHMA K 0(OPMJICHHIO TOKYMEHTOB

Heabr — wu3yuyeHnne TpeOOBaHMKH ¥ HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K
COCTaBJICHUIO M O(GOPMIICHHIO OPraHU3aLUOHHO-PACIIOPAAUTENbHBIX M HH(GOPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, ¢ puMeHeHuemM ACY.

3agaum. mnpuOOpeTeHHE HABBIKOB MPUMEHEHHMS HOPMATHUBHO-TIPABOBBIX  aKTOB,
METOJAMYECKUX  JIOKYMEHTOB,  PETJaMEHTHUPYIOIIMX  BONPOCHI  JEJIONPOU3BOJACTBA U
JIOKYMEHTO000pOTa; NMPHOOPETEHNE TEOPETUUYECKHX M MPAKTUYECKUX HABBIKOB B O(QOPMIICHHH
OpraHU3alMOHHO-PACIOPSAIUTEIbHBIX " MH(}OPMaLOHHO-CIIPABOYHBIX JIOKYMEHTOB.
chopMHpOBaTh y O0YyYaromUXCs MPAKTUYECKHE HAaBBIKM T'PaMOTHOTO O(OpMIIEHHUs IMHUCEM, C
Y4E€TOM IOJIO)KEHUH HOPMATUBHBIX JOKYMEHTOB.

IlepedyeHb y4eOHBIX 3J1eMEHTOB pa3jiea:
2.1. HopmaTuBHO-IIpaBOBbIE M METOJUYECKHE OCHOBBI JIETIONPOU3BOJICTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX U HMH(OPMAaLMOHHO-
CIPAaBOYHBIX JOKYMEHTOB
2.3 TpeboBaHUs K COCTABICHUIO U OOPMIICHUIO MHCEM

Paznen 3. Opranmnszauust padoTbl ¢ JOKYyMEHTaMH

Leawb — paccMOTpeTh 3TaMbI TOKyMEHTO000pOTa B OpraHu3anuu, ¢ npumeHennem ACY.

3agauym: O3HAKOMHUTb CTYACHTOB C OJTallaMHU IPOXOXKICHMS JIOKYMEHTOB; W3yYUTh
MOPSAIOK padOTHI C JUYHBIMU U CIY’KEOHBIMU TOKYMEHTaMU; 00€CTeYnTh YCBOEHUE OCHOBHBIX
npaBuil  00pabOTKM JIOKyMeHTOB ¢ mnpumeHeHueM ACY; 03HaKOMuTh ciymartened ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTraHU3alluK JOKYMEHTO000pOoTa NPEeAIpUITUNA U OpraHU3alui.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

3.1 Opranuzanus JOKyMEHTO000pOTa Ha MPEANPUITUN
3.2 DIEeKTPOHHBIN TOKYMEHTOOOOPOT B OpTaHHU3aIuN
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI yU€Ta JOKYMEHTOB

5. OueHo4yHbIe MaTepHAJbI N0 JUCHUILIHHE
OrneHOYHBIC MaTepHaNIbl MO AWCIUIUIMHE TPEACTaBICHBI B BUIE (OHIA OICHOYHBIX
CPEJCTB.




6. MaTepHaJILHO-TeXHquCKOG u y‘leﬁHO-METOHI/I'{CCKOC odecrneyeHue AUCHHUILIIMHBI

6.1 IlepeuyeHb y4eOHO-MeTOAMYECKOTO 00ecIeYeHUsI M0 TUCIHILJIMHE

ABTOp, Ha3BaHUC, MECTO U3AaHHN, U3AATCILCTBO, 'O U3AAHU, KOJIMYCCTBO CTPAHHUIL

Meromudeckre yKkazaHUs 110 H3yUEHHUIO TUCITUIUINHBI «/lemonpon3Boncteoy», 45¢tp, 2021 v

6.2 IlepeueHb y4eOHBIX U3IaAHNI, HEOOXOAUMBIX IJI1 OCBOCHH S JUCHUIIIMHBI *

[leyatHpie yueOHbIe M3naHNs B OnbnnoTedHoM donme *

ABTOp, Ha3BaHWE, MECTO U3IaHUS, U31AaTCILCTBO, TOM U3IAHHUS, KOJTHMICCTBO
CTpaHuI]

KonmuectBo
OK3EMILISIPOB B
ounoImoTeKe

Kysznuenos U.H. [lokymenTannmonHoe obecniedenune ymnpasieHus. - M. : FOpaiir,
2017. - 477c.

[Tanacenko FO.A. JlenompousBOJICTBO: JOKYMEHTAllMOHHOE oObOecredeHue
ynpasnenus. - M. : PUOP:MTH®PA-M, 2016. - 112c.

BbrixoBa T.A. JIoOKyMeHTallMOHHOE obecrieueHne

NHODPA-M, 2013. - 304c.

ympaBieHus. - M.

Kupcanoa M.B. CoBpemenHoe nenonpons3BojcTo. - M. : UH®OPA-M, 2014.

Poroxun, M.IO. Jlenonpoussoactso. - M. : IIpocmekT, 2010. - 228c.

bacakoB M.U. llemonpon3BoacTBo.. - PoctoB H/]l : @ennkc, 2011. - 192c¢.

Njoals

Kyznuenos U.H. [lemonpoun3Boactso : yueb. - crpas. nocodue / U.H.Ky3Henos.
- 6e u3., mepepad.u joi. - M. : lamkos u K", 2011. - 459c.

Kemmunackuit 9.B. Uctopust opranuzamnuu neinonpoun3BoacTBa B Poccum X-
Hayana XX B. - CraBponoiss, 2006. - 143c.

*B cryuae ucnonv308anus Ne4amuulx U30AHUL YKA3bl8AeMcs Umepamypa, Komopas umeemcs 6
Hanuuuyu 6 bubnUomeKe akademu 8 neuamHom suoe u3 pacuema ne menee 0,25 3K3eMNAAPA KAHCO020 U3
U30AHULL HA 00H020 00YUAWe20Csa U3 YUCLA JUlY 0OHOBPEMEHHO 0CBAUBAIOUWUX OAHHYIO OUCYUUNTUHY .

DJNeKTpOHHBIE YUeOHbIE N3aHUS B AJIEKTPOHHO-OMOIMOTeYHbIX crctemax (ObC)**:

No ABTOp, Ha3BaHME, MECTO U3JIAHUS, TOJl U3IAHMUS, Ccruika Ha yuebHoe uzganue B ObC
/I KOJIMYECTBO CTPaHUI]
OcHoBHas:
1. Cemko, 1. A. OCHOBBI A€TONPOU3BOJICTBA : bubmmoreunas cucrema «JIAHb»

yuebHoe mocooue / 1. A. Cemko, JI. A.
AnryxoBa. — Crasponoins : CT['AY, 2018. —
119c.

https://reader.lanbook.com/book/141613/preview#1

2. Ky3sueuos, 1. H. lenonpou3BoacTBO :
cnpaBouHoe rnocobue / M. H. Ky3nenos. — 6-e
u3ll. — Mocksa : Hamkos u K, 2017. — 460 c.

Bubmnoreynas cucrema «JIAHb»
https://reader.lanbook.com/book/105543/preview#1

3. | Cemenuxun, B. B. KanpoBoe nenonponsBoacTso
/ B. B. Cemenuxut. — 4-e u3n., mepepad. u J01I.
— Mockaa : 'poccMenna, 2019. — 628 c.

bubnuoreynas cucrema «JIAHDb»
https://reader.lanbook.com/book/143530/preview#1

4, ITaBnoBa, P. C. Jlenonpon3BoACTBO TIO

oOpalnieHrsM TpaxaH : yueOHoe ocooue s

By30B / P. C. ITaBnoBa. — Cankr-IletepOypr :
Jlanb, 2021. — 280 c.

bubnuoreunas cucrema «JIAHBb»
https://reader.lanbook.com/book/169796#1

JlomomHAUTE THHAS

5. [TaBnoBa, P. C. KondpuaenunansHoe
JIEIIOTIPOU3BOJICTBO : yuyeOHOe ocobue st cro /
P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlaus,
2021. — 308 ¢

Bubnuoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/169795#1



https://reader.lanbook.com/book/141613/preview#1
https://reader.lanbook.com/book/105543/preview#1
https://reader.lanbook.com/book/143530/preview#1
https://reader.lanbook.com/book/169796#1
https://reader.lanbook.com/book/169795#1

6. PribakoB, A. E. OCHOBBI 1eIONPOH3BO/ICTBA : Bbubnuoreynas cucrema «JIAHDb»
yuebnuk / A. E. PeibakoB. — 3-¢ u3., crep. — https://reader.lanbook.com/book/131907/preview#1
Munck : PUIIO, 2016. — 319 c.

DneKTpoHHBIE YueOHbIE N3aHMsI B AJIEKTPOHHO-O0nOmuoTeynbix cuctemax (ObC)**:
** ykaszpratorcss ObC, ¢ KOTOPBIME 3aKITF0UYE€HBI OMOIMOTEKO YHUBEPCUTETA IOTOBOPA

6.3 IlepedeHb 31eKTPOHHBIX 00pa30BaTeJILHBIX PeCypcoB *

No DJIeKTPOHHBII 00pa3oBaTeIbHBII pecypc Hoctyn B DOP (ceTs UHTEpHET, JOKATbHASA
n/n CeTh, ABTOPH30BAHHBI/CBOOOAHBIH T0CTYI
1. | Poccuiickas HaMHOHANTBHAs GHOIHOTEKA [ DIEKTPOHHBIH http://nir.ru/lawcenter_rnb
pecype]
2. | Poccwiickas 'ocynapcTBeHHast OHOIHOTEKA [3TEKTPOHHBIN http://lwww.rsl.ru
pecypc].
3.| ®enepanbHblil 06pa30BaTENBHBINH TOPTAT « IKOHOMHKA, http://www.ecsocman.edu.ru
COIIMOJIOTHS, MCHEKMCHT»
4. NubopMannoHHO-cIipaBouHas cucteMa «I'apaHt https://www.garant.ru/
5.| WudopmaimonHo-crpaBouHas cucteMa «KoHCynbTaHT http://www.consultant.ru/
ITmrocy
6. Caiit «Apxussl Poccun» mon srumoit PeepanbHOro http://www.rusarchives.ru
apxuBHOro areHTcTBa (Pocapxusa)
7. CrpaBouno-tipaBoBasi cicteMa « KOHCYIBTAHT ILTFOCY http://www.consultant.ru/
8. | Bcepoccuiickuii Hay4YHO-HCCIIEA0BATENILCKIH HHCTHTYT http://www.vniidad.ru
JOKYMEHTOBeIeH!s U apxuBHOTO nena (BHUNAT)

6.4 Coepemennvie npogheccuonanvuvie 6a3zpl OAHHBLIX, UHPOPMAYUOHHBIE CNPABOUHDLE
cucmembsl u TUYEH3UOHHOE NPOZPAMMHOE ODechedeHue

CoBpemenHble npogeccuoHalbHble 0a3bl JAHHBIX, HH(POPMALMOHHBbIE CIIPABOYHbIE
cucreMbl, HUGPOBBIe  JJIEKTPOHHbIe  OHOJHOTEKM W  JApPYrue  3JeKTPOHHbIE
o0pa3oBaTejbHbIe pecypChl

1. JloroBop o mnoakiaroueHMH K HarnuoHanmpHON — 3J€KTpOHHOM OuOIMOTEKE |
MpeAOoCTaBIeHUH  JOoCTyna K  oObekTam  HanuoHanpHOM — AJEKTPOHHOW — OMOTHMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJoHTaIue

2. Cormamenne o OecruiaTHOM TecToBOM joctyne kK Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cormamenne o OecrutaTHOM TecToBOM Jjoctyne K Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. UndopmanmonHo-cripaBouHasi cuctema «lapant» — URL: https://www.garant.ru/
HNudopmannonHo-cripaBounasi cucrema Jlunensuonusld goroBop Ne 261709/OI1-2 ot
25.06.2021

5. «Koncynprant [Tnrocy. — URL: http://www.consultant.ru/ cBo6OHBIN HOCTYTI

6. DrnexkrponHo-OnOIMOTEUHast cuctema AQriLib http:/ebs.rgazu.ru/ (cBHAETETBCTBO O
rocyAapCTBEHHOU peructpanuu 6a3el qaHHbIX No2014620472 ot 21.03.2014).

7. ®denepanbHas cinyx0Oa rocyaapctBeHHoi craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunass »onexkTpoHHas Oubnuoreka OTKpbIToro gocryna (Open  Access).—
URL.:https://cyberleninka.ru/.

9. moiaHOTEeKCTOBas KOJUIeKIHs (0a3a MaHHBIX) SJCKTPOHHBIX KHUT H3aTENbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIii LEHTP UH(POPMALMOHHO-00pa30BaTEIbHBIX pecypcoB.—
URL:http://fcior.edu.ru/.

11. Undopmannonnas cucrema «EnuHOEe OKHO JoOCTynma K 0Opa3oBaTeIbHBIM
pecypcam».—URL:http://window.edu.ru/.



https://reader.lanbook.com/book/131907/preview#1
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://ebs.rgazu.ru/

Hoctyn K JICKTPOHHOM HH(}OPMaLMOHHO-00pa30BaTeIbHOM cpexne,
HH(OPMANMOHHO-TEJIEKOMMYHUKAIUOHHOM ceTu «AHTEepHEeT»

1. Cucrema nucranmmonHoro oOyudeHuss Moodle www.portfolio.rgazu.ru  (cBoGoaHO
pacnpocTpaHsiemMoe)

2. [lpaBo wucmonb3oBanust mnporpamm miusi OBM  Mirapolis HCM B cocraBe
(GyHKIMOHATBHBIX OJIOKOB M Moayiei: Bupryansnas komuata. CtanmaptHas junen3us g0 1000
nosab3oBarenel Ha 1 mecsn (JIlunensnonnsiii noroBop Ne 77/03/22 — K ot 25 anpens 2022)

3. VlHHOBaIMOHHas cCUCTEMa TECTUPOBAHUS — IIPOrpaMMHOE oOecrieueHue Ha rmiathopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. OO6pa3oBaTeNbHBI MHTEPHET — MOpPTal POCCHHCKOr0 TocyaapCTBEHHOTO arpapHoOro
3a04YHOT0 YHUBEPCUTETA (CBHIETEIHCTBO O PETHCTPALUU CPEACTBA MACCOBOM MH(pOpMAauu I
Ne ®C77-51402 ot 19.10.2012).

JInueH3noHHOE M CBOOOIHO pacpocTPaHsieMoe POrpaMMHoe obecreyeHmne

1. OpenOffice -  cBoOOmHBIII  mMakeT  OQPHUCHBIX  NPUIOKEHUH  (CBOOOIHO
pacrpocTpaHsieMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOAHO pacpoCTpaHIEMOe).

3. DraekTpoHHO-OMONMMOTEeUHast cuctema AgriLib http:/ebs.rgazu.ru/ (cBUaETEIHCTBO O
rocy/1apcTBEHHOU peructpaunu 6a3el qaHHbIX Ne2014620472 ot 21.03.2014).

4. Odpummanshas crpanunia ®I'bOY BO «Poccuiickuil rocyqapCTBEHHBIN arpapHbIit
3a04YHBIN YHUBEpCUTET» https://vk.com/rgazuru (cBOOOIHO pacTpOCTPAHIEMOE )10

5. [lopran  denepasibHOr0  rOCyJapCTBEHHOTO  OIOJKETHOro  00pa3oBaTEIbHOTO
yUpeXJIeHUsl BbICIIEro oOpa3zoBaHusi «PoccHiCKMII TOoCyJapCTBEHHBIM arpapHbId 3a04HBIN
yHHMBEpcHUTET» (CBOOOIHO pacnpocTpansemMoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AnTuBHpycHOe nporpaMmMHoe obOecriedenne Dr. WEB Desktop Security Suite
(CyOnuuensuonnbiii gorosop Nel3740 Ha mepenady HEUCKIIOYUTENBHBIX MPaB Ha MPOrPaMMbI
st OBM ot 01.07.2021).

6.5 Iepeyenn yueOHBIX ayIMTOPHii, 000PYT0BAHUS U TEXHUYECKHX CPEICTB

o0ydeHus**
Ilepeuennb
IIpennasHaueHue
A — HaumMeHoBaHue kopiyca, 00opynoBaHus (B T.4. BUPTyaJbHbIE
Ne nomerenust (aynuropun) aHAJIOTU) U TEXHUYECKUX CPeCTB
(aynuropumn) %
o0yueHust

Lna sansamuii | Y 4€OHO-aIMUHUCTPATUBHBIH CrermanusupoBaHHas MeOenb, J0CKa MeJoBasl,
JaexkyuonHozo muna | KOpuyc. MYJIBTUMEIMIHHOE  00OpYyJOBaHHE, IPOEKTOP,

Kab. 129. Yuebnas ayautopus 9KPaH HACTEHHBIi

JUTSL TPOBEJICHUSI JTIEKITUOHHBIX

3aHATUHN (TTOTOYHAS)
Hna sansamuii | Y4eOHO-aIMUHUCTPATUBHBIN CrermanusupoBaHHas MeOesb, J0CKa MeEJoBasl.
CeMUHAPCKO20 Kopmyc. MynsTimMenuitHoe  00OpyIOBaHME,  IMIPOEKTOP,
muna,  epynnogwx | Ka0. 125. VueOnas aynmuropus | yinay nacrenmbiit
KoHCyTmayui, JUIsl IPOBEICHHS JIEKIMOHHBIX

. 3aHATUHN (TTOTOYHAS)

NPOMENCYMOUHOU
ammecmayuu
Hna Y4eOHO-aIMUHUCTPATUBHBII IlepcoHanbHple KOMIBIOTEPHl B COOpKE C
CamocmoamenvHou | KopIryc. BBIXO/IOM B HHTEpHET.
pabomel [Tomemenue Uit

CaMOCTOSTEITLHOM paboTEHL.

UnTaneHbIi 331



http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31
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DEJIEPAJTIBHOE I'OCY TAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXX/IEHUE BBICIIET'O OBPA3SOBAHMA
MUHUCTEPCTBA CEJIbCKOI'O XO3541MCTBA POCCUUCKOU OEJJEPALINN

«POCCHVMICKMM TOCYIAPCTBEHHBII YHUBEPCUTET HAPOJHOI'O XO3SICTBA
WMEHHU B.1A. BEPHAJICKOI' O»
(Yausepcurer Bepnaackoro)

DoH/I OLIECHOYHBIX CPEJCTB ISl IPOBeIeHHsI TEKYLero KOHTPOJIS U
MPOMEKYTOYHOH aTTeCTAUMN 00yYAKIIUXCH 110 JUCHUILINHE
«/lesronmpou3BOACTBO»

Hanpasnenue noarorosku 35.03.07 TexHomorus npou3BOACTBA U IEPEPaOOTKU
CEJIbCKOXO3SIMCTBEHHOW NMPOAYKLIUH

HampaBnennocts (mpoduiis) nporpaMmMel TexHOIOTHS epepadoTKH
CEJIbCKOXO3SIMCTBEHHOT'O ChIPhS

KBanudukanus 6akanaBp

dopma 00ydeHHs OUHAs

bamammxa 2024r.
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1.0nucanue nokasareJieil 1 KpuTepyeB OLCHUBAHUSA IJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUsI 10 y4eOHOH TUCHUIINHE

HNuaukatopsl HaumenoBanune
JOCTHKEHHUS YpoBeHb OCBOCHHMS [Tnanupyemble pe3yabTaTbl 00yueHuUs OLICHOYHOT'O
KOMIIETCHIIU I CpEICTBa
YK-2 Cniocoben 3HaeT: HEOOXOAUMBIC JUTsI OCYIIECTBICHUS MPOGECCHOHAITBHOM NEeATeIbHOCTH HOPpMBI ITpaBa | IIpakTuueckas
OTPENEHATh KPYyT Y METOJIUYECKHE JOKYMEHTHI B 00JIACTH JETONPOU3BOJICTBA. pabora, TecT,
3a1a1 B paMKax Toporosbiii YMmeer: onpenensaTh Kpyr 3a7ad A MocTpoeHust 3H(HEeKTUBHON CUCTEMBI AeOMPOU3BOACTBA pedepar, }
MMOCTaBJICHHOMN U JIOKyMEHTOO0OpOTa, MJIaHHUPOBATh COOCTBEHHYIO ICSITEIBHOCTh MUCXOAS M3 MMEIONIUXCS | JOKIAMA, YCTHBIN
LeJIU U BBIOUpATh (yRosreTsopuTe: pPECyYpCOB; pellaTh NOCTaBJICHHbIE 33[]aud B paMKaX HM30paHHBIX BUAOB MpodeccroHalbHON OTBET Ha
ONTHUMAaJIbHBIC Ho) NEeSTeILHOCTH. BOIIPOC
CIOCOOBI X Binapneer: mpakTUYECKUM OMBITOM MPUMEHEHHS HOPMAaTUBHO-METOAMYECKOM 0a3bl pelieHus
perieHus, uCXOos 3aJ1a4 B 00JIaCTH JI€JIONPOU3BOJICTBA U IOKYMEHTOO000pOTA.
U3 JIEUCTBYIOIIMX 3HaeT TBepAO: HEOOXOIMMBIE HJsi OCYIIECTBICHHS MpodeccrnoHalbHO aestenbHOCTH | [lpakTuueckas
MPaBOBBIX HOPM, HOPMBI IIpaBa U METOJAMYECKHUE TOKYMEHTHI B 00JIACTH JEJIOMPOU3BO/ICTRA. pabora, TecT,
MMEIOIINXCSA YMeeT yBepeHHO: ONpEeNeNsaTh Kpyr 3aaad sl MOCTpoeHUs 3PQPEKTUBHON CHUCTEMBI pedepar,
pecypcoB u [IponBuHYTHIN JICJIONPOU3BOJICTBA B IOKYMEHTOO00POTA, IJIAHUPOBATH COOCTBCHHYIO JIEATEIHHOCTh UCXOMS | JOKIIAI, YCTHBIN
OTpaHUYEHUN (xopor1o) U3 HMMEIOIIUXCS PECYpCoOB; pellaTh IMOCTABJICHHBIE 33aJaud B paMKaxX HM30paHHBIX BUJOB OTBET Ha
npodeccCHOHATEHOM IS TEIIEHOCTH. BOIIPOC
Bianeer yBepeHHO: MPaKTHUECKUM OMBITOM MPUMEHEHHUS] HOPMATUBHO-METOINYECKOM 0a3bl
pelieHus 3a/1a4 B 00JIaCTH JI€TIONPOU3BOJICTBA U IOKYMEHTO000POTA.
HNmeer cdopmupoBaBmimecss cucreMaTudeckue 3HaHusi: HeoOxomumeie  juis | [lpaktuueckas
OCYIIECTBICHUSI TPO(PECCHOHANBFHON NEATEILHOCTH HOPMBI TpaBa M METOAWYECKue | paboTa, TecT,
JIOKYMEHTHI B 00JIaCTH JIEIOMPOU3BOICTBA. pedepar,
HNmeer chopMupoBaBiieecss CHUCTEMATHYECKOe YMEHHe: OMNPENEsATh Kpyr 3adad Jyisl | JOKJIa, YCTHBIA
Bricoknii noctpoeHust 3HpPEeKTUBHON CUCTEMBI AETOMPON3BOACTBA U JOKYMEHTOO00POTa, IMIIAHUPOBATh OTBET Ha
(oTIMYHO) COOCTBEHHYIO JCSATEIBHOCTh HCXOMSI M3 WMEIOIIUXCS PECYpPCOB; pElIaTh IOCTABJICHHBIC BOIIPOC

3a/lay¥ B paMKax U30paHHBIX BUIOB MPO(ecCoHANbHOMN e TENbHOCTH.

IMoka3an copmupoBaBiIeecsi CUCTEMATHYECKOE BJaJeHUE: TPAKTHUYECKUM OIBITOM
MPUMEHEHUSI ~ HOPMAaTHBHO-METOAMYECKON  0a3pl  pemieHHs 3agad B objactu
JIETIOTIPOU3BOICTBA M IOKYMEHTO000pOTA.
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2. Onucanue MIKAJ OLEHUBAHUSA

2.1 lllkana OUCHUBAHUA HA Imane meKyuieco0 KOHmpao.Jis

dopMa TEeKyIIEro KOHTPOIIA

OTcyTCTBHE YCBOCHUSA
(H¥DKE TOPOroBOro)”

[Toporossrii (YIOBIETBOPUTEIHHO)

[IpoaBuHYTHIHA (XOPOIIIO)

Bricokwii (0TIIHIHO)

Brinonnenue npakTUuecKoOro
3aaHus

HEC BBIIIOJIHCHO WJIK BCC
3aaHus pCIICHBI
HEIIPaBUIIBHO

Permeno 6onee 50% 3amanus, HO
menee 70%

Pemreno 6onee 70% 3amanmus,
HO €CTh OITHOKH

BCE 33J[aHUS PEIIcHbI 03
OIIMnO0K

* CTYI[eHTI)I, TMOKa3aBIINE YPOBCHb YCBOCHHA HMKC MOPOrOBOT0, HE JOITYCKAKOTCA K HpOMe)KYTOqHOﬁ aTTCCTallMM 110 JUCIHUIIINHEC.

2.2 lllkana OUCHUGANHUA HA Imane npomeafcymoquoit ammecmauuu (3altem U IK3AMEH 6 6UOE UMO208020 mecma, Kypcoeasn paﬁoma)

dopma NpoMeKyTOUHOH
arTecTaluuu

OTcyTCcTBHE YCBOCHUS (HIDKE
IIOPOTOBOTO)

IToporoBslii (y1OBIETBOPUTENEHO)

IIpoaBUHYTHIH (XOpOIIIO)

Bericokuit (0TIH4YHO)

BrITIOJIHEHNE UTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapUaHT)

Memnee 51%

51-79%

80-90%

91% u Oomee
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3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIN HHbIe MATEPUAJIbI, HEO0OXOUMBbIE IJISl OLlEHKH
3HAHUI, YMEHHM i, HABBIKOB M (MJIH) ONBITA AeSATEJIbHOCTH, XaPpAKTEPU3YIOILHUX ITAIBI
(opMupoBaHus KOMIIeTEHIINI B MpoLecce 0CBOeHHs 00pa30BaTeIbHOI NPOrpaMMbl

®OH/J OHEHOYHbLIX CPEACTB AJIAA TEKYIIEI'O KOHTPOJIA

KOMIUIEKT 3AJAY JJIS1 TIPAKTUYECKHUX 3AI[AHI/II71 Mo JUCIHUILINHE
«Jle10onpou3BOACTBO»
Pa3znea 1. TeopeTuyeckue OCHOBBI /1€JI0NIPOU3BOACTBA

3apanme 1. 3anonHuTh TaOMUIy, C y4Ye€TOM  paclpeleleHus 3aKOHOB M HOPMAaTHBHBIX
JIOKYMEHTOB, perynupytomux I'CJ1

Hassanue noxymeHnra UYro peryaupyer JOKYMEHT, Bunasl 1oxkymeHTOB
ONMCAHHE (mpuBenuTe
puMep)

KonudunmpoBanHbpie 3aKOHBI

VYka3sl u pacniopskenus Ilpesunenra Poccuiickoit denepannu, nOCTaHOBICHUS
[TpaBurtenscTBa Poccuiickoit denepaiuu B chepe ae10npon3BOJICTB

3akoHoJareabHbIe akThl cyObekTOB Poccuiickoit denepannu u npaBoBbl€ aKThl, IPUHUMAEMbIE
OopraHaMy HCIIOJTHUTEJIBHON BJIacTH CyObeKTOB Poccuiickort Denepanun

HopmatuBHbIe TpaBOBbIE aKThI (heiepabHBIX OPraHOB HCIIOJHUTEIBHON BIACTH
(MMHHMCTEPCTB, KOMUTETOB, CIY»O0, aT€HTCTB U JIp.), PEIIaMEHTHUPYIOIINE BOIIPOCHI
JIOKYMEHTAIIMOHHOT0 00ecIeueH st

Texandeckue PEMIaMCHTBI U HAITMOHAJIBHBIC CTAHAAPTHI B o0jacTu JOKYMCHTAIIMOHHOI'O
o0ecrnieueHus ynpaBjieHUs

TexHuueckue peraMeHThl U HallMOHAIbHbIE CTAHIaPThl B 00JIACTH JJOKYMEHTAIMOHHOTO
o0ecrneueHus ynpaBjieHUs

O6mepoccuiickue KiaccuuKaTopbl TEXHUKO-YKOHOMUYECKON M COIIMAIbHON WH(MOpMaInu

YHUQUIIMpPOBaHHBIE CUCTEMBI IOKYMEHTAIIUN

3ananmue 2. 3anonHnuTte TabnuIy. Boummre BUabl JOKYMEHTOB OTHOCUTEIHHO MTEPUOIOB:
[IpukazHoe 1e10npoOU3BOJICTBO Komnesxxckoe Munucrepckoe
JIeTIOTIPOU3BOJICTBO JIETIOTIPOU3BO/ICTBO

OtBetbTe Ha Bompoc. Yem 3HaMeHatenbHbI nathl: 23 mapta 1840 ., 1868 1., 27 deBpans 1720
r.?

3ananue 3. [lucbmenHO oTBETHTE Ha BOMpoC. OOBSICHUTE TEPMHUHBI «YHUDUKAIUSI» U
«CTaHAapTU3aIMsa» 10KyMeHTa. Kak cOOTHOCSTCS HaHHbIEC MOHATUA?

3ananue 4. BeiOepure U3 mpaBoil KOJOHKH OINPEACIICHHsI, OTHOCSIIHECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO TPOHYMEPOBAB UX.
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1. HO,HJI]‘]HHHK TouHoe BOCNIPOH3IBCACHHEC NNOAJTHHHHUKA

2. Konus Komus, Kotopas BbIAACTCA B CHyHae yTpaThl No-
NUHHIKA WIH OpHriHana, o0nafaeT Toif ke pHIu-
YECKOH CHIIOH, YTO U NOMIHHHHK

3. AyOnuxar Konita Hexoaquero J0KYMEHTA, KOTOPBIiT ocTaeTcs
B YUpEKACHHH

4. Brninucka Opurudan (JOKyMEHT B OKOHYATEJIbHOH PeIAKLIHH,
othopMIeHHBIIT ¢ yueToM TpedoraHHii ['ocTa)

5. Otnyck Konisa odHuHaneHoro JA0KyMeHTa, KOTOpas BOC-

NPOH3BOAMT Kakylo-IHOO 4YacTb, 3aBEPEHHYIO B
ohHIITANEHOM MOPAJKE

6. Astorpad JloKyMeHT, KOTOpBIiH HanicaH aBTOPOM OTITYCKa

3ananmue 5. 3anmonHuTe TAOIUIIBI IO KIACCH(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1lo HaumMeHOBaHUIO ITo mecty [Io crenenn ITo conepxanuro
COCTaBJICHUS [JIACHOCTHU
ITo cpokam ITo HazHaueHUIO ITo ropunnyeckon ITo cpokam xpaHeHus
VICIIOJTHEHUS cuiie

3aganue 6. [I1cbMEHHO OTBETHTE Ha CIEAYIOLINE BOIIPOCHI:

1.  Yro Takoe AeTONnpOoU3BOJICTBO?

2. [aiite onpeneneHne NOHATUIO «I0OKYMEHTUPOBAHUEY

3.  HazoBure ocHOBHBIE (DYHKIIUU JOKYMEHTA.

4.  Kakue oOmepoccuiickue KiIacCU(UKATOPhI HCIOIL3YIOTCS TMPU  OPOPMIICHUH
OpraHU3alMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB?

5. Kakue Buapl JOKyMEHTOB BKIIOYAaeT B CceOS CHUCTEMa OpraHu3alMOHHO-
pacnopsIUTENbHON JOKYMEHTAIHU ?

6. Kakwme pa3zmmyaroT cnocoObl JOKYMEHTHPOBAaHHS B 3aBUCUMOCTH OT CpEICTB
JIOKYMEHTUpOBaHUs?

7. UTo NOHUMAIOT O/ FOPUANYECKON CHIION TIOKyMeHTa?

3apanume 7. IloaroroBbTe NOKJIAJ C MPE3EHTALMEN MO OJHOM W3 MPEAJIOKEHHBIX TEM
(moxyan Ha 5 MUHYT, nipe3eHTarus 10-12 cnaiaoB)

1.  VYcosepiieHCTBOBaHHUE AEIONPOU3BOACTBA HA PEAIPUATUN

2.  Pa3BuTHe MOKYMEHTAllMOHHBIX CIY>KO Ha COBPEMEHHOM 3Tare

3.  TexHuueckue cpeAcTBa, YHPOLIAIOIIME BeIEHUE JENONPOU3BOACTBA HA
MPEANPUATHH.
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4.

HCJ’IOBaﬂ MEPENrCKa - HCOTHEMIIEMOC CPEACTBO CBA3U MPCAIIPHUATHUSA C BHCITHUMU

OpraHHu3aLUsIMU.

5. Kak oBnazneTh UCKyCCTBOM JI€JI0BOIO IUChMA.

6.  JloxyMeHTHpOBaHHE YIPABICHUYECKON AEATEIbHOCTH OPTaHU3AIIH.

7. JIOKyMEHT Kak Cpe/CTBO 3aKpEIUICHHs U PETPAHCIIALUU UH)OPMAIIH.

8.  Mudopmaruzamms nenonpon3BoiCcTBa

9.  JlokyMeHTHpOBaHHE TPYJOBbIX OTHOLICHUN

10. KomnbroTepHbIe TEXHOJIOTHHU B AETIOMPOU3BOJICTBE

11. AHanu3 J0KyMeHTOOO0OpOTa U METOABI €r0 COBEPILIEHCTBOBAHUS

12.  PaGora ¢ KoH}HUACHINATBLHBIMU TOKYMEHTAMU

13. Opranuzanus paboThl ¢ JOKYMEHTaMHU

14. Ananu3 JOKyMEHTOOOOPOTa U METOMBI €r0 COBEPILICHCTBOBAHMS.

15.  Hcropus pa3BuTHs JTOKYMEHTOBEIECHUS

16. CoBpemeHHOE JOKYMEHTOBEICHHE.

IIpumepHbIe TeMbl pedepaToB

1.  Opranuszanus J0KyMeHTOOOOpOTa: OCHOBHBIE IIPABUJIA U HTAIIBL.

2. DTambl pa3BUTH JEIONPOU3BOACTBA B Poccum.

3. Cnyx0a 1enonpou3BoJCTBA U TOKYMEHTAIIMOHHOIO 00eCIIeYeHUs YIIPABICHHUSL.

4.  HopmaruBHo-mpaBoBasi 6a3a COBPEMEHHOIO JIEJIONPOU3BOICTBA.

5. HopmatuBHast ocHOBa Ipolecca JOKYMEHTHPOBAHUS YIIPABICHUs IEPCOHAIOM.

6.  OpranuzanMoHHBIC KAJPOBBIE JOKYMEHTHI: COCTaB, COACP)KaHUE, TOPSAOK
HOJArOTOBKH U O(hOPMIICHUS.

7. JI0JDKHOCTHAS! MHCTPYKLMSA KAK OpPraHU3allMOHHBIN KaIpOBBIM TOKYMEHT.

8.  CocraB 1 BUJbI KaJpOBOH TOKYMEHTAILHUH.

9.  JloxymeHTHpOBaHHE mporecca 0QPOPMIICHHS TPYAOBBIX OTHOIICHUH.

10. DOxcnepTH3a LIEHHOCTH JOKYMEHTOB

11. Cekperapb B CTpYKTYpe yIpaBlIeHUS

12. OducHsle cpencTBa pabOThI C TOKYMEHTaAMU

13. 3HaucHHWE TOKYMEHTA B yIPABICHUYCCKOH JCITETbHOCTH, KIIACCH(PUKAITUS
CITy’K€OHBIX JOKYMEHTOB.

14. Vuaudwukauus u crangapTU3alys JOKyMEHTOB.

15.  [lenonpou3BOACTBO B OpraHax MCIOJHUTEIbHOM BiacTu. [lopsiiok paccMoTpeHus

oOparieHu# rpaxkaaH.

16. OcoGenHocTH opopmiieHHs HH(POPMAIIMOHHO-CIIPABOYHOMN U KaJpOBOH
JOKYMEHTAIUH.

17.  [lenonpou3BOACTBO B cOBpeMeHHOM Poccuu

18. Jlemompou3BOACTBO JOPEBOIIOIMOHHON Poccnn

19. Jlemompou3BOACTBO B COBETCKY!O amoxy (1917-1991rr.)

20. Opranuzanms JOKyMEHTO000pOoTa

21. Peructpanusi JOKyMEHTOB

22. KOHTpOJb HCIIOTHEHUS JOKYMEHTOB

23. CucremaTH3alnus U XpaHeHUE JOKYMEHTOB

24. HowmeHkaTypa Jell OpraHu3aIium

Paznea 2. CoBpeMeHHbIe TpeOOBaHMs K 0(OPMJIEHHIO JOKYMEHTOB

3ananme 1.Pemmre kpoccBopa
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el [T HNEEEE

ITo ropusonTanm:

1.  peKBU3UT IOKYMEHTa, BEIPAKAIOLINI COTIacue UM Hecoryiacue

JOJDKHOCTHOTO JIMLA C CONEP/KAHUEM JOKYMEHTA.

4. pPEKBU3UT JOKYMEHTa, MPEICTaBIAIOUINI €000l COOCTBEHHOPYUYHYIO POCIHCH
MOJIHOMOYHOTO JOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSAIKOBOIO HOMEpA Jieja [0 HOMEHKJIAType U YCIOBHOE 0003HaYeHHE
CTPYKTYPHOH YacTH yUpexJAeHUN, IPOCTaBIIseMble Ha 00JI0KKE Jerna.

8. IMUCBbMCHHOC  TIPCIJIOKCHHUE O  3aKIIIOYCHHU  JOTrOoBOpa (KOHTpaKTa) Ha
OMPECACIICHHBIX YCIIOBUAX.
9. 3alncChb I/IH(I)OpMaI_II/II/I Ha pa3JIMYHBIX HOCHUTCIIAX IO YCTAHOBJICHHBIM IIpaBHJIaM,

00eCreunBaroIUM €€ IOPUINYECKYIO CHITY.

12. nBUKEHME NOKYMEHTOB B OPraHU3alMM C MOMEHTA UX IOJYUYEHUS WM CO3JaHUS J10
3aBEepLICHUS UCTIOHEHUS WIH OTIPABKH.

13 obpasen, 3TanoH, MOJENb MPUHUMAEMBbIE 32 UCXOIHBIE JUUIsI COTIOCTABICHHS ¢ HUMHU
JIPYTUX IPEIMETOB.

17. o6s3aTenbHBIN JIeMEHT oopmIleHUsT OPUIIMATEHOTO TOKyMEHTa

18 noxymeHT, QUKCHPYIOIIMIA X0/ 3aceIaHusl, COBEILAHUS.

19. COBOKYNMHOCTh JAOKYMEHTOB (WM JOKYMEHT), COPMHUPOBAHHBIX MO KaKOMY-IHOO
NpPU3HAKY (BUJaM JOKYMEHTOB, BOIPOCAM, KOPPECIIOHEHTaM H T.J.), IOMEIIEHHBIX B 00JIOKKY.

ITo BepTHKAIN:

2.  JOKyMEHT, (PMKCHPYIOIIMI COTJAlIeHHe CTOPOH 00 YCTaHOBJIEHUHU KaKHX- JHOO
OTHOILIEHN! U YCIIOBUW UX PETYJIHPOBAHUS.
3. JloxymeHTt, copepxxammii HH()OPMAIMOHHO-CIPABOYHBIC, AHATUTHYECKUE WIIH

OTYETHBIC CBE/ICHUSI, TPEICTABIISIEMBIN PYKOBOJICTBY.

5. D2JEeMEHT YAOCTOBEPEHHUS TMOMJIMHHOCTH TOANUCH JIOJDKHOCTHOTO JIMLA Ha
JOKYMEHTaX, HpPEIyCMOTPEHHBIX HOPMAaTHBHBIMH AaKTaMH, YIOCTOBEPSIOIIMX MpaBa JIHII,
¢dukcupyromux (HakTel, CBI3aHHBIE ¢ (PUHAHCOBBIMHU CPEICTBAMH.

7. 9TO COBOKYNHOCTh pPAa3JIMYHBIX CBEICHHWH, CHUCTEMa OPTAaHM30BAHHBIX JaHHBIX,
OTpa’KaIOMIMUX MPOLECCH U COOBITUS OKPYIKAIOIIET0 MUpA.
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10. JOKyMEHT, COCTaBJICHHbI HECKOJbKMMH JHIAMH M  TOATBEPKAAIOIMUN
YCTaHOBJICHHBIC ()aKThI I COOBITHSI.

11. wundopmanus Ha MaTepralbHOM HOCUTEIIE, UMEIOIas OPUINUECKYIO CUITY.

14. nepeyeHb KaKuUX-THMOO MaHHBIX (CBEICHMUIA), PACIIOJIOKEHHBIX B OIPEACICHHOM
nopsiike (00OpOTHAS U T.I1.)

15. mpaBoBO#l aKT, Wu3JaBaeMbli PYKOBOJIMTENEM OpraHa TroOCyJIapCTBEHHOTO
yOpaBiieHus: (ero CTPYKTYpHOTO IMOJApAa3/eNIeHus), NeHCTBYIOMUNA Ha OCHOBE €IMHOHAuYaus, B
[EJSIX pa3pelieHruss OCHOBHBIX M OINEPATHBHBIX 3a7ad, CTOSIIMX IEpe] JaHHBIM opraHoM. B
OTJICNIbHBIX CIydasgX MOKET KacaTbCsi LIMPOKOro Kpyra OpraHu3anuil ¥ JOKHOCTHBIX JIWI
HE3aBHCHMO OT IO TYMHCHHOCTH;

16. ropuanuecku oPoOpMIICHHBIN MepeUeHb JOKYMEHTOB.

20. 5TO0 peKBU3UT O(UIUAIBLHOIO JOKYMEHTA, MPHIAIONIMA HOPMATUBHBIA WX
IIPABOBOM XapakTep ero CoAep KaHuIo

3aganue 2. BuumatensHo uzyunte pazaen 5 «OdopmieHre peKBU3UTOB JOKYMEHTOB)
'OCT P 7.0.97-2016. BeimosHuTe 3a1aHus, B Ciiy4ae HeOOX0IMMOCTH JI00aBhTE HEOCTAIOIIYIO

uHGOpMALIHIO:
Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaxX HUCIIOJIb3YETCA B KaKux Cirydasax
peKBU3HTA Tocty) JTAHHBIA PEKBU3UT) YKa3bIBaeTCS B
JIOKYMEHTaX
Busa
IToamnuce

OTMeTKa 0 3aBepeHuun
KOIMU IOKYMEHTa

HaumenoBanue
JOKHOCTH JIMIIA

CripaBoYHbBIC JaHHBIE
00 opraHuzanuu

Harta nokymenTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBIHCI‘O
JIOKYMEHTa

3ananue 3. CocraBbTe U OpopMHUTE NMPUKA3BLI M0 OCHOBHON JeATEJIbHOCTH, H JIPyrue

pacnopsauTe/bHbIe JOKYMEHTbI, HCOOXOANMBIE B JAHHBIX YIIPABJICHYECCKUX CUTyalHsAX.
Curyanus 1.

3amectutens aupekropa OOO «3Drtanon» (3apeructpupoBano B r.IleTpo3aBojcke)
[1.11.AGpamoB 1 nekaOps Tekyllero roja u3ian ykKazaHue O rpaduke OTIIyCKOB Ha CIEAYIOLIUI
KaJICHJApHBINA T0Jl, COTJaCHO KOTOPOMY PYKOBOJIUTENM CTPYKTYPHBIX MOJAPA3JECIICHUN TOJIKHBI
MPEJICTaBUTh B OTAEN KaJpOB CHUCKU COTPYAHHUKOB C YyKa3aHHUEM IIPEIoJlaraeMoro cpoka
OUYEepPEeHOr0 OTIIyCcKa B CIeAylolleM KajeHaapHoM roay. Cpok mpexacraBieHus cnuckos — 10
nekabps Tekymiero roga. OtTheny KaJIpoB yKa3aHHEM MPEANHCHIBAETCS COCTaBUTh CBOIHBIN
rpaguk otmyckoB paborHukoB OOO Ha cieayromui KaJeHAapHBIM roJ M INepenarb ero B
JTUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJI€HME rpaduka Ha3HAUYE€H HavYaJbHUK
otaena kaapos [Tankparosa O.}O. Cpok npencraBnenus rpaduxa — 20 nexadpst TEKyIero roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYAIbHUKOM OTJAENa KaJIpoB, INIABHBIM OyXrajaTepom,
IOPUCKOHCYJIBTOM.
Curyauus 2.

Hupexkrop OOO «Otanmon» (3apeructpupoBaHo B r.lerposaBoacke) JI.b.Ilomos 12
(eBpast TEKyLEro roja n3Jajl paclopsDKEHUE O MPOBEAECHUN PEMOHTHBIX paboT B 1exe Ne 3 B
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CBS3M C aBapUMHBIM COCTOSSHUEM OTONMUTENIBHOW CHCTEMBI Iiexa. PacnopsixeHueM
MPEANUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B YKa3aHHOM II€X€, 3a YTO OTBETCTBEHHBIM
ObLT Ha3HAYCH HAYAJIbHUK PEMOHTHO-TEXHUYECKOHN ciayx0b1 MakapoB [[.1. Cpok BBINMOJHEHUS
BceX paboT — 15 deBpans Tekyiero roaa.

OcyliecTBieHHEe KOHTPOJS 3a TMPOBEACHHEM PEMOHTHBIX paboT BO3JArajoch Ha
HavyaybHUKa 11exa Ne 3 Auronona FO.B.

Pacnopsbxkenne ObUIO 3aBH3MPOBAHO HAYAJBbHUKOM PEMOHTHO-TEXHHYECKOH CITyXKObI
MakapossiM J[.M. u HauwanpHukoMm 1exa Ne 3 AntonoBeiM HO.B., 3amectutenem aupexropa
I1.11. AGpamMOBBIM.

3ananue 4. CocraBbTe H 0popMHTE CIYKEOHbIE MUCHMA.
Curyanus 3.

OAOQO «IlepBas ®abpuka» (r. bamammuxa, yi. 3apeunas, 1. 3, 104010) momkHO OBLTO B
coOTBEeTCTBUM C 1. 6 moroopa oT 10.07.2003 Ne 12/25 «O mocTtaBke MPOAYKIHN» ITOCTABUTH
3A0 «CAHJEPEJUUIA» (MockBa, Kpacuoropckas yiu., a. 32, 111123, ten./pakc 458 90 13,
OKIIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHnue
Mecsa KoxaHyo GypHutypy Ha oburyo cymmy 150 000 pyOneit. @aktuuecku xe GypHUTYpPbI
Oobut0 cmano Ha cymmy 120 000 pyOneit m HemomocTaBieHO mpoaykuuu Ha cymmy 30 000
pyOneit. CormacHo 1.8 J0roBopa 3a HEAONOCTABKY MPOIYKIMH JOJKHA OBITH yIlJIaueHa
HEYCTOHKa B pazmepe 5%, 9TO OT CyMMBI HEJJOITOCTaBKH coctaBmiio 1500 pyoeii.

Hupextop 3A0 «CAHIAEPEJIJIA» B.JI. ®enopoBa obpatunace k gupektopy OOO
«IlepBass Padpuka» O.J. CokonoBy ¢ Tpocb0OW NEPEeUYHCIUTh HA WX PACYCTHBIM CYET
ykazaHHyo cymmy (1500 py6.). B mnporuBnom cimyuae 3A0 «CAHIEPEJUIA» Oyner
BBIHY)KJICHO 00paTtuthcsi B rocapOuTpax. IIMCbMO O HeIomocTaBKe NPOAYKIUH  OBLIO
coctapiieHo ucnoiaureneM P.T. FOaunoit u noanucano ®enopooii 12 aBrycra Tekyuero roja.

3aganue 5. CocraBbTe M odQopMHTEe AOKJIAAHBIC, W OOBACHUTEIbHbIC 3ANMCKH,
Heo0X0MMbIe B CJIEAYIONIUX YIPABIEHYECKUX CUTYaIUsIX.
Curyanus 4.

Kyprep 3AO0 «®apma» C.C. CoMOB peryispHO Oma3ibiBajl Ha paboOTy, YeM HapyIiai
TPYAOBYIO AMCUUIUIMHY. 3aBenyromas kanuemspueid M.B. Illymununa HeonHOKpaTHO jaenaia
eMy 3ameuanus (B ycTHOU (opme), a 12 uioHs TeKyiiero rojaa Oblia BEIHYKIEHAa 00paTUTHCA C
JaHHbIM BompocoM K ['eHepambHOMy nupekropy A.B. CenoBy ¢ 1OKIagHOW 3alUCKOM, B
KOTOpOM Mpocuia NpUuHATh Mephl JuciuminHapHoro xapakrepa k C.C. ComoBy.

Pa3nes 3. Opranusanusi padoTsl ¢ JOKYMEHTAMH

HpI/IMepLI 3aJaHUH IJI BBINOJHEHHS HA NPAKTHYCCKUX 3aHATHUAX

3aganue 1. OQpopMuUTH XXypHai yueTra BXOIAIINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonautens Ceprees; nata
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aptop-ormpaButens 3A0 «Dpa»; KpaTkoe
coJiepskaHue (3aroJIoBOK) JaTa MOCTyIUIeHHMsI JokyMmeHTa 21.12.2021 o cokpallleHuu MoCTaBOK
THT 22.12.2007; noanuce ucnoaautens Ceprees.

3apganue 2. OpopMuTh KXypHan ydéra HCXOIAIMUX TOKYMEHTOB:

Ne n/m 152 153;ucnonnurens Pa3un; kpatkoe coaepkanue nata gokymenta 21.12.2021
o npenorate mo KoHTpakty Ne 88/117 22.12.2021; anpecar (komy) 3A0 «ITunmot» ; Ne nena 4-
7.

3anganne 3. OpopmMuTh KypHan yuéra BHyTPEHHUX JOKYMEHTOB!

No nokymenta 88; mata gokymenta 08.01.2021; kto moamucan MBaHOB; KpaTkoe
coJiepKaHre 00 U3MEHEHHUE ITATHOTO PACIIMCaHUS; OTMETKa 00 ucnoiaHeHuu Cumpopos.

20



OBPA3EL )KYPHAJIA PETUCTPALIUHU BXOAIIUX JOKYMEHTOB

Homep Jara ABTOp- Hexonammii KpaTtkoe conepkanne
JOKYMeEHTAa JOKYMEHTA OTHPABHTEIL No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHus
21.12.2007
O coxpallleHHH IOCTABOK
THT
22.12.2007
HUcenonuurens Moanuce Cpok [Mpumeuanus
HCIIOJIHUTE/IA HCIIOJIHEHHH
Ceprees Cepeees 27.12.2007

OBPA3EL ‘KYPHAJIA PETHCTPAIIHHA HCXOAAIHUX JTOKYMEHTOB

Ne Ajnpecar Kparkoe conepxanune Henosmnurens | Nepena | llpumeuanue
n/n (komy) (3ar0J10BOK)
152 3A0 JlaTta nokymenTa Pazun 4-7
«IIumor» 21.12.2007
O npexonare nNo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL XKYPHAJIA PETUCTPALIUU BHYTPEHHUX TOKYMEHTOB
Harta Hnnpexc Ko noamucan Kparkoe Otmerka 00
coJepKaHHe MCIIOJIHEHHUH
08.01.2007 88 HupekTop OO0 u3MeHeHHH Cunopos
HBanos LITATHOTO
pacnucaHusl

3aganue 4. CexpeTapb-IOMOIIHMK PYKOBOJIUTENS, IPENBAPUTEIBHO IPOCMOTPEB
JIOKYMEHTAIMI0, TIOCTYNHUBILYIO0 B OpraHU3allMIo, IepeaaeT ee BClo pykoBoauTento. [Ipu sTom B
NanKy ¢ JOKYMEHTaMM BKJIQJbIBAECTCS MHCbMEHHBIM KOMMEHTApHi, BKIIOUYAIOUIUM CBEICHUS O
COCTaBe JIOKYMEHTOB, BOMPOCaxX, COAEPKAIIUXCS B HUX, OT KOTO MOJy4YeHbl JOKYMEHTHI U KOMY
aJlpecOBaHBbl.
[IpaBmiibHO M B y4peXJE€HUU MOHMMAIOT HAa3HAUEHHUE OIEepally «IpeBapUTelIbHOE
paccMOTpEHHE JOKYMEHTOB»?
KoHTpoJibHBIE BONIPOCHI:
1. Kakue stambl NpoxXoAsT JOKYMEHTBI, OTIpaBiieHHble opranuzanuei? IlpencraBbre
KpPaTKyI0 XapaKTEePUCTHUKY.
2. Kakue 1okyMeHTHI Ha3bIBAIOT MOCTYMAIONIIMH, OTIPABIISIEMBIMHA U BHYTPEHHHUE?
3. Kakumm moxymeHTamMH pyKOBOJCTBYIOTCSI MPH TMPOCKTHPOBAHWU W PaIlHOHATHN3AIIUH
JTOKyMeHTooOopoTa?

3aganme 5. CocraBbTe TIOJOXKECHHE O HOBOM CTPYKTYPHOM TIOJpa3/C/icHHH B
aZIMUHHCTpaIMK ropojaa bamammxu (oTaen KaapoB, GHHAHCOBO-IKOHOMHUUYECKHNA OTIEIN, OTACT
CTpaTEernuecKoro pa3BuTus) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB MO HHpOpPMAIMK, OUOIMOTEYHOMY M HU3JATeNbCKOMY Jeny. OpraHu3aluoHHO-
pacriopsauTeIbHas JOKyMeHTaIus. TpeOoBaHus K 0(OPMIICHHIO TOKYMEHTOBY
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3apanue 6. CocTaBpTe OpraHU3ANMOHHYIO CTPYKTYPY AETOTPOU3BOJICTBEHHOM CITYKOBI
Bameit opranuzauuu. YcTaHOBUTE TE€pEeYEHb HOPMATHUBHBIX JIOKYMEHTOB, KOTOPBIMU
MOJIB3YIOTCS COTPYIHUKH cITyKOb1 JIOY.
3apanue 7. Omnpenenure, K KaKUM BHAAM JIOKYMEHTOB OTHOCSITCS IPEICTaBIICHHbBIC
HUXKe (PparMeHThI.
Teker 1
OupMeHHOe HaMMEHOBaHHE U MECTOHAXO0XKACHHE 00IecTBa
1.1. TlomaeiM ¢uUpPMEHHBIM HaMMEHOBaHHWEM oOmecTBa sBiseTcs: OOIIECTBO C
orpannyeHHON oTBeTcTBeHHOCThIO «HOTA». CoxpamienHoe ¢upMeHHOE HaMMEHOBAHUE
obmectBa - OO0 «HOTA».
1.2. Mecronaxoxaenue odmectBa (IMOYTOBBIA aapec): MonoaexHelii nmpocu., 15, T.
Kpacnospck-45, 630091, Poccuiickas @eneparus.
Texer 2
OO0m1me noJ0XKEeHUs
1.1. Cekperapb-pedepeHT OTHOCHUTCA K KATErOPUU CHEIHAIMCTOB MPEINPHUITHS,
MIPUHUMAETCS U YBOJIBHSETCS TUPEKTOPOM.
1.2. OcHOBHBIMHU 3aJjauaMu CeKpeTaps-pedepeHTa SBISETCS OpraHu3allMoOHHOE U
JIOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBICHYECKOMN 1€ATEIbHOCTH. .
Teker 3
1.1. DnexTpornpoBoaka B y4eOHbIX NOMELICHUSAX JODKHA HAaXOAMTHCS B HMCIPABHOM
coctossHuU. CONPOTUBJICHHUE H3O0JIALMU TMPOBOJIOB JOHKHO MEPUOIUYECKH 3aMepAThCS, MPHU
HEOOXOAMMOCTH JIOJDKEH MPOU3BOIUTHCS PEMOHT.
1.2. 3ampemaercss MpUMEHSATH ISl 3alIUTHI AJIEKTPOCETEH BMECTO aBTOMATHYECKHX
MPEAOXPAHUTEINICH U TJIABKUX BCTABOK 3aILUTY KYCTAPHOTO U3TOTOBICHUS («KYUKH).

IIpuMepHBbIH NepedYeHb BONPOCOB /IS YCTHOI'O OTBETAa HA CEMHHAPCKUX 3aHATHI

1. KaxoBbl coBpeMeHHble TpeOOBaHMA K S3bIKYy M CTWIIO YIPaBICHUYECKHX
JIOKYMEHTOB?

2. Yro coboii mpeacrasnseT YcraB oprannzauuu? KakoBsl OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U 0(hOPMIICHUIO?

3. Kax odpopmuts ITonoxxenune o6 oraene uimm ciayx0e opraHuzanuu?

4 Kak oopmuts mrarHoe pacnucanue?

5. Kaxkwue TpeGoBaHus NpeabABISAIOTCS K 0(OPMIICHHIO IOTOBOPA, KOHTpAKTa?

6 Uto Takoe UHCTPYKIIUS, KAKOBO €€ cojiep:kanune u ohopmiieHue?

7 OpraHu3anyoHHbIe JOKYMEHTHI IPeTPUITHUS.

8.  PacmopsauTenbHblE TOKYMEHTHl TIPEANPHUATHS: TPHKA3bl IO OCHOBHOM
NeSITeIbHOCTH;, PACIIOPSIKEHNUS, PEIICHUS.

9.  HHpopmammoHHO-CIIpaBOYHBIE JOKYMEHTHI: IPOTOKOJBI, TIOJHAas W KpaTKas
dopma ux opopmiIeHHs.

10. HHubopManmoOHHO-CIIPaBOYHBIE JOKYMEHTHI: aKTBhI; ciryxeOHble u
OOBSICHUTEIIbHBIE

11. KakoBbl 3Tarbl paboThl ¢ BXOIAIIMMH JOKyMEHTaMu ?

12. Kak ctpouTtcst paboTa ¢ MCXOIAMUMH TOKYMEHTaMu ?

13. KaxkoBa TexHOJOTHs pabOTHI ¢ BHYyTPCHHUMH JIOKYMEHTaMU ?

14. Kakwue 3agaun J0KyMEHTO000pOTA pelIaeT perucTpanus J10KyMeHTOB?

15. Kakue ympaBieHYeCcKHe IOKYMEHThl HE TIOJUIeXKaT pPErucTpaluu B Cciyxk0ax
JOKYMEHTALMOHHOTO 00eCTIeYeHHs yIpaBIeHUs?

16. KaxoB nopsaok perucTpanuu yrnpapieHUeCKoro JoKyMeHTa?

17. Kakue cymecTByOT BUABI KOHTPOJIS UCIIOJHEHUS TIOKYMEHTOB?
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18. Kakue onepanuu MO KOHTPONIO MHCIOJHEHHUS JOKYMEHTOB OCYLIECTBISIOT
CITy>KOBI JIOKyMEHTAIIHOHHOTO 00eCTIeYeHus YIIpaBIeHUS?

19. Kak ocyuiectisieTcs cucTeMaTu3anys U XpaHeHUe JOKYMEHTOB B OpraHu3anun?

20. Yro Takoe neno, ¢ TOUYKH 3peHust JOKyMeHToBeneHus? [IpuBennte npumepsl e,
XPaHSAIIUXCS B OpraHU3aIUH.

21. Packpoiite coaepxaHHE MOHATUS «HOMEHKIaTypa nem». Kakoe DOIKHOCTHOE
JIMIIO B OpraHU3allii OTBEYAET 3a COCTABJICHUE U BBEJICHHUE B JCHCTBUE HOMEHKIIATYPbI €17

22. KaxoBbl peKBU3UTHI HOMEHKIIATYPHI A€’

23. KaxkoBa conepxarenabHasi 4acTb HOMEHKJIATYpBI Aei?

24. Kaxue npu3HaKy 3aBeJICHUs JIeJIa UCIIOJIB3YIOTCS PpH (POPMUPOBAHUHU JET?

25. KakoB 0CHOBHOM IpuHIMI (POPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kakue HOpMaTuUBHBIE TpeOOBaHUS HEOOXOIUMO COOMIONATH TPU (HOPMUPOBAHUU
nen?

27. Kak ocymiecTBisieTcs MOATOTOBKA /1€ K apXUBHOMY XPaHEHHUIO B COBPEMEHHBIX
OpraHu3anusx?

28. Kaxas oprrexHuKa UCTIOIB3YETCs Uil COCTABICHHUS JOKYMEHTOB B COBPEMEHHOM
JIeNIoTIPOU3BOACTBE?

29. Kaxkas oprrexHuKa UCIOJIb3YeTCs ISl TOMCKA, PAaHEHHUS U Tepeladyn IOKyMEHTOB
B COBPEMEHHOM JIeJIONIPOU3BOCTBE?

30. KakoBbl BO3MOXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAIIHOHHOM
o0ecrneyeHn! ynpaBiieHus?

31. KakoBbl BO3MOXXHOCTH CpEACTB TEJICKOMMYHHUKALMU B JOKYMEHTAIMOHHOM
o0ecreyeHn! ynpaBiieHus?

32. B xakux ciy4asx TPUMEHSIOTCS CTaHJapTHbIE O(QUCHBIE TIPOTPaMMBI B
OpraHu3aluy JeJI0NPOU3BOACTBA?

KOMIIVIEKT TECTOB nuisi npomMeKyTO4HOM aTTecTaluu
(3auer, AU PpepeHUMPOBAHHBIN 3a4eT) MO0 JUCHUILIIHUHE

3aueT MpPOBOAWUTCA B BHJIE€ UTOrOBOro TecTa. [[sl BBIOJIHEHUS TecTa OTBOAMTCA 45
MUHYT.

IIpumepHBIe 3a1aHUA HTOTOBOTO TECTA
1. lokymMeHTauMOHHOe oO0ecnedeHHe YNpPaBJIeHYECKHX pelleHHii, Kak Ipouecc

BKJIIOYAET B ce0A:

a) TOKYMEHTHPOBAaHUE PEIICHUS;
0) nH(MOPMALIMOHHYIO MTOAJEPKKY PELICHUI;
B) IOKYMEHTHUPOBAHUE PEIICHUS U KOHTPOJb 32 €TO BBHITTOTHEHUEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOH KoMHUCCHU?
a) oT 2 u Oosee
0) 6 u O6osee
B)2 105
r) 4 u Gonee
3. Koraa perncTpupyoTcsi HCXOAsIIIUe TOKYMEHThI?
a) B JICHb OTIIPaBKH
0) B ICHb MOMHCAHUS
B) B ICHb COTJIaCOBAHUS ITPOEKTA
T') HE PETUCTPUPYIOTCS
4. HomeHK1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 DK3eMILIsIpax;
0) 4;
B) 2.
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5. YkakuTte, Kakue JOKYMEHTBI COCTABJIAIOTCS MO Pe3y/bTaTaM IKCHEePTH3BI

IHEHHOCTHU NTOKYMECHTOB.

a) pellieHue 3KCIEPTHON KOMHUCCUU
0) aKT O BBIZCTICHUU JOKYMEHTOB Ha YHUUTOXKCHHUE
B) ciy»eOHas 3amucKa 0 3aCeJaHuu KCIIEPTHON KOMUCCHU
I') IPUKa3 110 OCHOBHOW JEATEILHOCTH
6. KTo umMeeT npaBo NpoA/IuTh CPOK MCHOJHEHUS TOKYMeHTa?
a) JIM1I0, KOTOPOE €0 yCTaHOBUIIO
0) U110, KOTOPOE UCIIOIHSET TOKYMEHT
B) PYKOBOJUTEINb yUPEKIACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe T0KYMEHT0000pOoTa MPUMEHsIeTCsl AKYPHAJIbHAS CHCTeMa

perucrpanum?

—3TO:

a) 1o 10 000 1oKyMEHTOB B TOJ
6) no 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIi MPOXOAUT JOKYMEHT OT HA4YaJIa ero CO3JaHusl 0 ¢1a4 B apXUB

a) JOKYMEHTHPOBAHHCE;

0) JeIOMPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

T') CUCTeMa JJOKyMCHTAIIUH.

9. JlokyMeHTbI, KOTOPbIE N0 COMEPKAHUIO SBJISIOTCS CleNH(UIeCKMMH H HOCHAT

XapakTep Pa3oBoro J0KyMeHTa — 3TO:

a) UH/AMBUIyalbHbIE JOKYMEHTHI,

0) TUIIOBBIE TOKYMEHTBHI;

B) IPUMEPHBIE TOKYMEHTHI;

) TpadapeTHble JOKYMEHTHI.

10. [lena BpemeHHoro xpanenus (1o 10 ser):

a) NOJIINBAIOTCS B TBEPAYIO O0JIOKKY;

0) Ha OTJIEJILHOM JIMCTE JIeJIaeTCsl 3aBepUTeNbHas HAAMNCh;

B) ¥ TO U JIPYTOE;

T') HU TO, HU JIpyTOe€.

11. [IlIpaBoBoii akT, onpeaeisilOMUi NOPSA0OK (OPMHPOBAHUS, 3aqa4H,

00513aHHOCTH, NPABA, OTBETCTBEHHOCTh M OPraHM3aLMI0 Pad0oThl NPEANPUATUS B LEJIOM

WM €ro CTPYKTYPHBIX NOAPAa3eJIeHHil — 3TO:

a) TPyA0BOM JOTOBOD;

0) MoJIOKEHNUE;

B) JIOJDKHOCTHASI HHCTPYKIIMS,

T') IITaTHOE pacIHCaHue.

12. K opraHM3anmmoHHbIM JOKYMEeHTAM OTHOCSTCS:

a) yCTaB, ITATHOC PACIIMCAHHUE, TTOJIOKCHHUC O CTPYKTYPHOM ITOAPA3ACIICHUHU,

JIOJKHOCTHBIE HHCTPYKIINH;

0) IOCTaHOBJIEHUS, YCTaB, IPUKA3bl, PEIICHHs, PACHOPSHKEHUS, TOJIOKEHMS;
B) IIPOTOKOJIBI, aKThl, 00BSCHUTENIbHBIE U JJOKJIaJHbIE 3aIIUCKH;
I') yCTaB, yKa3bl, IITATHOE PACIIUCAHUE, ITOJIOKEHUE O CTPYKTYPHOM IOAPA3AEIECHUN,

JOJIDKHOCTHBIC MHCTPYKIHH.

13. Ilucbma, KOTOpbIe HANPABJIAIOTCS € LeJAbI0 NMOATBEP:KAeHUS JaHHBIX paHee

o0eaHMii WJIN OTOBOPEHHBIX YCJIOBHIA:

24



a) CONPOBOIUTEINIbHBIE TMCHMA;
0) rapaHTHITHBIC TUCHMA;

B) MMCbMAa-TIOATBEPKICHHUS;

I') IMCbMa-peKJIaMaliy.

14. J1okyMeHT000OpPOT — 3TO:

a) ABMKEHHE JOKYMEHTOB B OpPTraHM3alMy C MOMEHTA MX TOJIY4YEeHUS WM CO3AaHuUs
JI0 MOMEHTA OTIIPABKHU WJIM UCIIOJHEHHUS;
0) cozaHKe ONTUMAIIBHBIX YCIOBHUH I pabOTHI C TIOKyMEHTaMH;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3THX IOKYMEHTOB HANPABJISIOTCS OT BHILIECTOSIIIET0 YPOBHSA
ynpaBJleHHsl K HUKeCTOsIIeMY:
a) MpHuKas;
0) 3asBICHUE;
B) YKa3aHHUE;
r) cyxeOHas 3anucka?
16. Opranu3anusi padoThl ¢ JOKYMEHTAMH HAYHHAETCS:

a) C UCIIOJIHEHUS IOKYMEHTA;
0) HarpaBJIeHUs JOKYMEHTa Ha MCIIOJHEHUE;
B) IIpre€Ma BXOJSIIET0 JOKYMEHTA.

IIpuMepHBIH nepedYeHb BONPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETIONPOU3BOICTBA

2. JIOKYMEHT Kak HOCUTENIb MH(OPMALIUU M KaK CPEACTBO peajn3aliu YIpaBIeHYECKUX
(byHKUIHH.

3. JIOKyMEHT: MOHSATHE U OCHOBHBIE TPEOOBAHUS K €T0 COCTaBJICHUIO

4. Knaccugukaius J10KyMEHTOB

5. CoctaB 1 0COOEHHOCTH PaOOTHI C KaIPpOBOM TOKyMeHTaluei

6. PaboTa ¢ koH(pUIECHINATBHBIMHA JOKYMEHTAMHU

7. OcobennocTu paboOThl C OOpalIeHUSIMH U >KallobamMu OoT Tpaxaad JOKyMEHT Kak
HOCHUTEITb MHPOPMAIIUHU U KaK CPEJCTBO peaIN3alliy YIPaBICHUECKIX (YHKIIHH.

8. HopmatuBHO-TIpaBOBBIE M METOJJUYECKHE OCHOBBI JIEIOTIPOU3BO/ICTBA

9. VHudukauus u craHzapTU3alus Kak OCHOBHBIE HAlpaBJIEHUS COBEPILIEHCTBOBAHUS
JOKYMEHTaIMH. DTabl JOKYMEHTO000pOTa B OpraHU3aluu

10. Opranu3zamus paboTsl C JOKYMEHTaMHU.

11. HMHupexcauus JOKyMEHTOB, IPaBUJIa HHACKCALUU JOKYMEHTOB

12.  KoHTpoiib, 32 HCIIOJTHEHNEM IOKYMEHTOB

13. TloaroroBka Jien K apXUBHOMY XPaHEHHIO

14. DnexTpOHHBIM JOKYyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzamus JOKyMEHTOO0OpOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJib UCTIONHEHUS TOKYMEHTOB

18. Cucremarusanus u XpaHeHHe JOKYMEHTOB

19. ®enepanbHOE 3aKkOHOAATENHCTBO 00 opranmzanuu JJOY, TpeboBaHus yHHUPUKAITUT
U CTaHAapTH3AIINH.

20. OcHOBHBIC HaIpaBJE€HUs COBEPIICHCTBOBAHHUS cOCTaBa W (OpM JOKYMEHTOB B
corabHOU chepe.
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21. Bunbl JOKYMEHTOB (pacrlopsiauTeNbHBIC, OpraHU3AIMOHHBIEC, WH(OPMAIIMOHHO-
CIPaBOYHBIC) U UX XaPAKTEPUCTUKH.

22. llepeuHu MOKYMEHTOB C THIIOBBIMH CPOKAMH XpaHEHHs. 3HAUCHUE IMEpPEeYHEeU U
HOPSIOK MX IPUMEHEHUS B JICIIOIPOU3BOJICTBE.

23. OpraHuzanuoHHBIC (OPMBI JIEIOMPOU3BOCTBA. VX 3aBUCHMOCTD OT CHelU(UKH U
OPTraHU3alMOHHOM CTPYKTYPBI YUPEKIACHUSL.

24.  J1oKkyMeHTOO0OpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JIOKyMEHTOIIOTOKOB.

25. IIpaBumia opraHu3anuu JOKyMEHTOO0O0pOTa OpraHU3aINH.

26. JlokymMeHTO00O0pOT Kak 3()(h)eKTUBHBIA HHCTPYMEHT ONTUMHU3AIUH YIPABICHYECKIX
peLICHU.

27. Texuonorus paboThl ¢ 0OpaIIeHUsIMHU TPaXIaH B JACIOMPON3BOACTBE OPraHU3aIHH.

28. TpebOoBaHHs 3aKOHOJATEIHCTBA K OPraHU3aIUN pabOTHI ¢ OOPALICHUSIMH TPAKAAH.

29. Howmenxiatypa aen, e€ 3HauCHHE, BUbl HOMEHKIIATYP A€J, METOANKA COCTABIICHUS
HOMEHKJIATYp JIeII.

30. [IlomsATHE «IKCIEPTH3BI LEHHOCTH» JOKYMEHTOB B JEJIONPOM3BOACTBE, 3a/aud U
HOPSIIOK [TPOBEICHHUSI.

31. TenaeHUHMH pa3BUTHS AIIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOoBO#l CTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIILHOE W HOPMATHBHOE
pEryJIMpoOBaHUE HUCIOIB30BAHUS IEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI M 0a3bl
JIAHHBIX B COIMATILHOM cdepe.

33. JIoKyMEHTHI HO JIMYHOMY COCTaBY M UX OCHOBHBIC BH/IBI.

34. DOrtanbl 06pabOTKH BXOJAMIUX JOKYMEHTOB.

35. IlepBuuHas 00pabOTKa BXOAALINX JOKYMEHTOB.

36. IlpuHsATHE yNIpaBIEHUYECKOTO PEIICHHs 10 KOHKPETHOMY JIOKYMEHTY.

37. OO0paboTKa OTIpaBIsAEMBIX JOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

39. ®@opMBI perucTpanuu JOKYMEHTOB: IIEHTPAIM30BaHHAs, JEIEHTPAIN30BaHHAS,
CMeIlIaHHas.

40. KoOHTpOJIb UCIIOTHEHUS JOKYMEHTOB.
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