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1. Ilnanupyemble pe3yJibTaThl 00yUeHHs MO TUCHUILINHE, COOTHECEHHbIE €
ycraHoBJeHHbIMUA B OIIOII BO ungukaTopamMu J0CTHKEHUS] KOMIIETEHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

KOI{ 1 HAMMECHOBAHHEC KOMIIETCHIIMH

NHaukaTopbl 10CTHKEHUS] KOMIIETEHIIUH
IInanupyemMble pe3yJbTaThl 00y4eHH s

YHnBepcaanaﬂ KOMIICTCHIUA

YK-2 Cniocoben ornpenensits Kpyr
3a/la4 B paMKax IMOCTaBJICHHOM 1IeJId U
BBIOMPATH ONTHUMAJIBHBIE CIIOCOOBI UX
pelIeHus, UCXOS U3 NEHCTBYIOIUX
MIPABOBBIX HOPM, HMEIOIIIXCS PECYPCOB
Y OTpaHUYEHUN

(K01 1 HAMMEHOBAHUE)

3unarp (3): 3HaeT HEOOXOAMMBIC ISl OCYIICCTBICHUS
npodecCHOHAIBHON ~ IEATEIIBHOCTH HOPMBI  TpaBa U
METOINYCSCKHE JIOKYMEHTBI B obnactu
JIeJIONPOU3BO/ICTBA.

Ymers (Y): VYmeer onpenenstb Kpyr 3agad i
nocTpoeHUs 3PPEKTUBHON CUCTEMBI JIEIOMPOU3BOJICTBA
U JIOKyMEHTOOOOpOTa, IUIAHUPOBATh COOCTBEHHYIO
NESATEIBLHOCTh UCXOMS U3 UMEIOLIUXCSl PECYPCOB; peliaTh
MOCTABJICHHBIC 3a7a4d B paMKax H30pPaHHBIX BHUIOB
po¢eCcCHOHATBHOMN e TETLHOCTH.

Baagers (B): Biameer OPAaKTUYECKHM  OIBITOM
IPUMEHEHNS HOPMaTUBHO-METOANYECKOIN 0a3bl peleHus
3a1a4 B o0nacTu JeTIONPOU3BOACTBA u
JIOKYMEHTO000pOTA.

2. llesn ¥ 3a1a4M OCBOEHH S Y4eOHOM JUCHUIJIMHBI, MECTO IMCUMILIUHBI B CTPYKTYype

OIIOII BO

Juctumummaa «Jlemonpoun3BoAcTBo U aeiioBoe oomenue» (b1.0.16) otHOCUTCS K 6a30BOM
qacTu bopmupyemoii y4acTHUKaMU 0o0pa3oBaTeNbHBIX  OTHOIICHH OCHOBHO
MpoeCCHOHAIBHOW ~ 00pa30BaTEIbHOM MPOTPaMMBI  BBICHIETO  00pa3oBaHUS 36.03.02

300TEXHUS.

[enbto m3ydeHus AMCUMIUIMHBI - sBisieTcs (OpMHpOBaHHE Y CTYACHTOB 3HAHUU
TEOPETUYECKUX U MTPAKTUUYECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIPABJICHMS, a TaKKe
NpUOOpEeTEeHNE HaBBIKOB TIpaMOTHOW W 3(Q(EeKTHUBHOM  OpraHu3allii  COBPEMEHHOI'O

ACJIONIPOU3BOACTBA HA NPCAIIPUATHH.

I[J'IFI peannsanuun IMOCTaBJICHHOU oeim, B HPOLECCEC OCBOCHUA TUCHHUIIIIMHBI
((I[eJ'IOHpOI/ISBOI[CTBO» ObLIH C(I)OpMI/IpOBaHBI CJICAYIOHUC 3a1avu:
— U3YUYUTH 3aKOHOAAaTCIIbHBIC 151 HOPMAaTUBHO-METOJUYICCKHUC JAOKYMCHTHI,

periiaMeHTHpYIoITHe paboTy ¢ TOKYMEHTAMU OpraHU3aIliH;

— O3HAaKOMUTL C TIIpaBHJIaMH  COCTABJICHUA U O(I)OpMJ'IeHI/IH YIIPABJIICHYCCKUX

JOKYMCHTOB;

— O3HaKOMMUTH C IIpaBUJIaMU COCTABJICHUA U o@opMneHm{ JCIJIOBBIX ITHUCEM,

— O3HaKOMUTH O6yanOHIHXCSI C Tpe6OBaHI/I$IMI/I HOPMATUBHBIX IIPaBOBBIX AaKTOB,

PETIIaMCHTHUPYIOINIUX TOPAAOK CO3AaHUA U ABVXXCHUSA JOKYMCHTOB;

— chopMupoBaTh y 00ydarOMIUXCS MPAKTUYECKHE HABBIKA FOPUIWYECKH TPAMOTHOTO

Oq)OpMJ'IeHI/ISI JAOKYMCHTOB, C Y4ETOM ITOJIOKCHUH HOPMATUBHBIX JTOKYMCHTOB;,

— U3YUYUTH HNOPSAOOK paGOTLI C JUYHBIMHU U CJ'Iy)KC6HBIMI/I JOKYMCHTaMU;

— o0ecreunTh YCBOCHUC OCHOBHBLIX ITPaBHJI 06pa6OTKI/I " XpaHCHUA JOKYMCHTOB.

— chopMUpOBaTh HABBIKM COCTAaBJICHUS U OQOPMIICHHS OCHOBHBIX JOKYMEHTOB

yIpaBICHUS;




— O3HaKOMUTb

CIylLIaTeNnen

C COBpPCMCHHBIMUA

JIOKYMEHTO000pOTa MPEINPUITHIA U OpraHU3aIIHiA.

TCXHOJIOIUusIMHU

OpraHu3aLuu

3. O0beM yueOHOH TUCHUILIMHBI B 324€THBIX eJHHUIIAX ¢ YKA3aHUEM KOJIMYeCcTBA
aKaJeMHYecKHNX YacoB, BbI/IeJIECHHBIX HA KOHTAKTHYIO padoTy 00y4yaomuxcs ¢
npenojaasareseM (10 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYIO PadoTy

3.1 Ouynas ¢popma 0O6ydeHus

00y4Jarouuxcs

Bup yae6Ho# paboThl 1 kypc/1 cemectp

OO01ast TPYA0EMKOCTh AUCHUIIMHBI, 3aU€THBIX €AMHUI]

4acoB 144

AynuTopHasi (KOHTAKTHas1) pabora, 4acoB 116,3

B T.Y. 3aHATHUS JIGKLIMOHHOTO TUTIA 84

3aHSTHS CEMHUHAPCKOTO TUMA 32

IPOMEKYTOUHAs aTTECTALUs 0,3

CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 18,7

B T.4. KypcoBas pabota -

Konrtpoin 4

Buza npomexyTo4HON arTecTaluu 3a4€T

3.1 3aounas ¢popma oOyueHust
Buj yae6HOH paboThI 3 Kypc

OO611ast TPYA0EMKOCTh AUCHUIIMHBI, 3aU€THBIX €AMHUI] 4
4acoB 144
AyauTopHas (KOHTaAKTHas1) padoTa, 4acoB 14,25
B T.Y. 3aHATHUS JIGKLIMOHHOT'O TUIA 6
3aHSATHUS] CEMUHAPCKOTO THUTIA 8
IPOMEKYTOYHAS aTTECTALUS 0,25
CamocrosiTeibHas padoTa 00y4aomMXxcsi, 4aCoB 125,75
Kounrtpoasn 4
Bua npomexyTo4HON arTecTanuu 3auer

4. Conep:kanue JUCHUILVINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBE/ICHHOI0 HA HUX KOJMYeCTBA aKa/JleMHYeCKHUX YACOB ¥ BUAOB YUeOHbIX 3aHATHI
4.1 Ilepeuenv pazoenoe OUCHUUNIUHBL C YKA3AHUEM MPYOOEMKOCMU aAYOUMOPHOI
(KOHMAKMHOIL) U CAMOCHOAMENbHOU PADOMbL, 6U006 KOHMPOEl U NePeuH KOMNEmeHyuil

3aounast popma 0OyueHus

TpynoeMKoCTb, 4acoB Kon
B TOM YHCJIIC HanmenoBanmne NIK
HanmenoBanue pa3nenoB U TeM ayIUTOPHON OLIEHOYHOT'O
BCEro .\ | CAMOCTOSATEID
(KOHTaKTHOIN) o CpeJlcTBa
HOH pabOoTHI
paboThI
Paznen 1. TeopeTuueckre OCHOBBI VK-2
5 p 31,4 3 28,4
JIEJIOTIPOM3BOICTBA
1.1 Hcropus pa3BUTHS TOCYIapCTBEHHOIO
PHA b yAap 7,5 1 6,5 I[IpakTraeckas paboTa,
Jienonpoun3BoicTea B Poccuun
Tect, pedepart, goknazn
1.2. lenu, 3a1a44 ¥ MIPUHLIAIIBI 97 1 8.7
COBPEMEHHOTO JICJIONPON3BOCTRA ' '
1.3. Knaccudukanus qOKyMEHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHBIE TPEOOBaHUS K 56,6 6 50,6 [pakTryeckoe VK-2




0 OpPMIICHHIO TOKYMEHTOB 3ajanue, YCTHBIN
2.1. HopMaTHBHO-TIPaBOBEIE U OTBET Ha BOIIPOC
METOIMYCCKHE 214 1 20,4 JOKIaz
OCHOBBI JICJIONPOU3BOJICTBA
2.2. CocTaBiieHHE OPraHU3alMOHHO-
PacHopsIAUTEIbHBIX U HH)OPMALIMOHHO 195 3 16,5
CIPaBOYHBIX JOKYMEHTOB
2.3 TpeOGoBaHMsI K COCTaBICHHUIO U 157 5 137
; ;
0(hOPMIICHHUIO TTHCEM
Paznen 3. Opranuzanus paboThI ¢ 5175 5 46,75 VYK-2
JOKYMEHTaMH
3.1 Opranuzanus JOKyMeHTO000pOTa Ha 18.8 5 16.8 IpakTHueckoe
MPEIIPUIATHN ’ ’ 3a/iaHue, YCTHBIN
3.3 DIeKTPOHHBIN TOKYMEHTOO0OPOT B 204 5 184 OTBET Ha BOIIPOC
OpraHu3aluu ' ! JIOKJIa]
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI 1255 1 1155
ydeTra JOKYMEHTOB
Hroro 3a kype 139,75 14 125,75 -
IMpomexyTouHasi aTTecTAIIMSA 4,25 0,25 4 Utorosoe
TECTHPOBaHHE,
MUCbMEHHBIA OTBET
Ha
3K3aMEHAalOHHBIN
BOIPOC
HUTOI'O no aucuuiinue 144 14,25 129,75 -
IIpumepnutii nepeuensb OUEHOUHBIX CPEOCHE 012 MEKYyuLez0 KOHMPOJIA YCReeaeMoCcmu
No | HaumenoBanue | Kparkas xapakTepucTHKa OLIEHOYHOTO CPEJICTBA IIpencraBnenue
1/ | OIIEHOYHOTO OLIEHOYHOTO
I | cpeacTsa cpencTBa B QoHe
1 | 3amaga CpencTBo OIEHKH YMEHUS IPUMEHSTD MTOTyYeHHbBIE Kowmrutekr 3amau n
(mpakTHYeCKOe | TEOPETHUYECKHE 3HAHHS B PAKTHUECKON CUTYAIIHH. 3aJjaHui
3aJlaHue, 3anaya (3a7aHre) HODKHA OBITH HAPABJIeHA HAa OIEHUBAHHE TEX
nmabopartopHass | KOMIETEHIINH, KOTOPHIE TOJJIEKAT OCBOCHHUIO B JAHHOM
pabora) JHCIUTUTMHE, JIOJDKHA CO/IEPKaTh YETKYI0 HHCTPYKIIUIO 110
BBINOJHEHHUIO WJIM aJITOPUTM JEHCTBUI.
2 | CobecenoBanue | CpencTBO KOHTPOJIS, OpPraHU30BaHHOE KaK CIIeIMalIbHAs Oecena Bormpocsr o
nperoaaBareis ¢ 00ydJaronMcs Ha TEMBI, CBSI3aHHBIE C TeMam/pazzienam
I/I3y‘IaeMOI>'I HHCHHHHHHOﬁ, 1 paCCYUTAHHOC Ha BBIACHCHUEC JAUCITUIIIINHBI,
o0beMa 3HaHUH 00ydaloIerocs Mo onpeaeIeHHOMY pa3zaedy, NpeACTaBICHHEIE B
Teme, npobieMe U T.II. NPUBS3KE K
KOMIICTCHIIUAM,
pEyCMOTPEHHBIM
PII/L
3 | Tecr CucreMa cTaHIAPTU3UPOBAHHBIX 3aJaHUH, TO3BOJISIOLIAS ®DOH/ TECTOBBIX
aBTOMAaTU3HUPOBATh NPOLEAYPY U3MEPEHHUS YPOBHS 3HAHUI U 3a/1aHUM
YMEHUH 00yJaromerocs.
14 | Pedepar [IpoayxT camocTosTenbHOIN paboThl CTYAEHTa, npeAcTaBisitomnid | Tembl pedepaTtoB
coboit KpaTKO€ MU3JI0KCHUE B IMCbMCHHOM BUIC MTOJTYYCHHBIX
pe3yJIbTaTOB TEOPETUUECKOT0 aHaJIM3a ONPEIETICHHON HayYHOU
(y4eOHO-ncCIIe10BaTeIbCKOM ) TEMBI, TIE aBTOP PACKPBIBAET CYTh
UcclieyeMoi mpoOIeMbl, TPUBOAUT PAa3IMYHbIE TOUKU 3PEHUS, a
TaK)ke COOCTBEHHBIE B3TJISIBI HA HEe.
15 | Jlokman, [IpoayKT caMOCTOSITENTEHOM pabOTHI CTYACHTA, MPEACTABISIONHI | TeMbl JOKIIaIoB,
cooOrieHune co00# myOIMYHOE BBICTYIICHUE 110 MPEACTABICHUIO MOJIyYeHHBIX | COOOIIeHU




PE3yIBTATOB PEIICHUS OMPEICIICHHONW yU4eOHO-TIPaKTUIECKOH,
y4eOHO-MCCIIeIOBATEIHCKOW HITH HAYYHOW TEMBI

4.2 Cooepircanue oucyuniunsl no pazoenam u memam
Pa3nes 1. Teopernueckue OCHOBBI eJIONPOU3BOACTBA

Ileanm — wu3yuyeHUe TEOPETUYECKUX OCHOB Pa3BUTHS TOCYJApCTBEHHOW CHCTEMBI
JenonpousBozcTsa B Poccuu.

3agaum — U3y4UTh OCHOBHBIE IOHSATUS B CUCTEME JEJIONPOM3BOJCTBA, U3YUUTh LEINH,
3aJjaud ¥ NPUHLHUIIB COBPEMEHHOI'O JI€JIONPOM3BOJICTBA; M3YyYUTh OCHOBHBIE 3Tallbl Pa3BUTHS
roCyJapCTBEHHOTO JIeIONPON3BOICTBa B Poccuu, paccMOTpeTh BUIIBI U (POPMBI IOKYMEHTOB.

IlepeyeHnb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Hcropus pa3BUTHS rOCYAapCTBEHHOrO JIEIOIPOU3BO/ICTBA B Poccuu
1.2 llenu, 331294 ¥ IPUHIIUIIBEI COBPEMEHHOTO JICTIONPOU3BOJICTBA

1.3 Krnaccuduxanus 10KyMeHTOB

Pa3pnen 2. CoBpemeHHbIe TPeOOBAHNS K 0(POPMIICHUIO JTOKYMEHTOB

Heap — wu3yueHue TpeOOBaHMH UM HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB K
COCTaBIICHUI0O W OG(OPMIICHUIO OPTraHH3AIMOHHO-PACTIOPSANTEIBHBIX W HH()OPMAIIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB, ¢ mpuMeHeHuem ACY.

3agauyu: mnpUOOpPETCHHWE HABBIKOB IMPUMEHEHHS HOPMATHBHO-TIPABOBBIX  AKTOB,
METOJUYECKMX  JOKYMEHTOB,  PErJIAMEHTHUPYIOIIMX  BONPOCHI  JAENOMPOM3BOACTBA U
JIOKYMEHTOO0O0pOTa; MPUOOPETEHNUE TEOPETUUYECKUX U MPAKTUYECKHX HABBHIKOB B O(OPMIICHUU
OpraHU3alMOHHO-PACTIOPAIUTENBHBIX u UH(GOPMaIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopmMupoBaTh y OOyYarONIUXCS MPAKTUYECKHE HABBIKM TPaMOTHOTO OGOPMIICHUS TTHCEM, C
Y4ETOM MOJIOKEHU HOPMATUBHBIX JOKYMEHTOB.

ITepedyenn y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI AEIONPOU3BOACTBA
2.2. CocraBieHHe OpraHM3allMOHHO-PACIOPAIUTENbHBIX U HMH(OPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB
2.3 TpeGoBaHuUs K COCTaBIEHUIO U OPOPMIICHHIO TUCEM

Pa3nes 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

Leab — paccMOTpETH 3TAIBI TOKYMEHTO000pOTa B Opranuzaiuu, ¢ npuMmeHeHuem ACY.

33[[3‘11/1: O3HAaKOMUTHb CTYACHTOB C OJTallaMU TMPOXOXKIACHHA ITOKYMCHTOB; HU3YYHTH
MOPSTOK PabOTHI C JUYHBIMU U CITYy>KEOHBIMU TOKYMEHTaMH; 00€CIeYNTh YCBOSHUE OCHOBHBIX
mpaBui  00paboTku MOKyMeHTOB ¢ mnpuMmeHeHneM ACY; 03HaKOMHUThH CIyliatenend ¢
COBPEMEHHBIMH TEXHOJIOTHSIMH OpPTaHU3aINH JOKYMEHTO000POTa MPEANPHUITHIA U OpraHU3aIIHHA.

ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jeJia:

3.1 Opranuzainus 10KyMeHTo000poTa Ha PEeANPUITHH
3.2 DNeKTPOHHBII TOKYMEHTOOOOPOT B OpraHU3aluu
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI yUeTa JOKYMEHTOB

5. OueHo4YHbIe MAaTEPHAJIBI MO TUCHUILIHHE
OrneHOYHBIC MaTepHaNIbl MO AWCIUIUIMHE TMPEACTaBICHBI B BUIE (POHIA OICHOYHBIX
CpECTB.




6. MaTrepuajibHO-TeXHHYECKOE U YUeOHO-MeTOoAnYeCcKoe obecnevyeHue THCIMILTHHBI

6.1 IlepeyeHb yueOHO-METOAUYECKOT0 o0eceYeHNs 0 QU CIUIINHE

ABTOp, Ha3BaHUC, MECTO U3AaHUA, U3AATCILCTBO, 'O U3JAAHU, KOTMYCCTBO CTPAHUILL

Meromudeckre yKa3zaHUs 110 H3yUeHHIO TUCITUILTHHBI «Jlemonmpon3BoacTBoy», 45¢tp, 2021 T

6.2 IlepeyeHb yueOHbIX U3IaHUI, HEOOXOAUMBIX /IJIsl OCBOCHUS AUCHHUILUIUHBI *

[leyatHpie yaeOHbIe M3MaHNs B OnOIHoTedHOM (oHIE *

ABTOp, Ha3BaHWE, MECTO U3IaHUS, U3IATCILCTBO, TOM U3IAHHUS, KOJTHMICCTBO
CTpaHuI]

KonmuectsBo
3K3EMILISIPOB B
onoImoTeKe

Kyszuenos U.H. [lokymenTanmonHoe obecniedueHue ynpasieHus. - M. : FOpaiir,
2017.-477c.

[Tanacenko FO.A. [lenompousBOJICTBO: JOKYMEHTAllMOHHOE oObOecredeHune
ynpasienus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.

brikoBa T.A. JlokyMeHTaIIMOHHOE obecrieueHne

NHOPA-M, 2013. - 304c.

yopaBieHus. - M.

Kupcanoa M.B. CoBpemenHoe nenonpousBojicTBo. - M. : UHOPA-M, 2014.

Poroxxun, M.1O. JlenonpousBoactro. - M. : IIpocnexkr, 2010. - 228c.

bacako M.U. llemonponsBoacTso.. - PoctoB #//] : ®ennkc, 2011. - 192c.

Njoa s~

Kysznernos U.H. [lenonpounsBoactso : yueb. - crpas. nocodue / NU.H.Ky3nenos.
- 6¢ u3., mepepad.u joim. - M. : lamkos u K", 2011. - 459c.

Kemnunackuit 9.B. Uctopust opranuzamnuu neiaonpou3BoacTBa B Poccun X-
Havana XX B. - CraBponosis, 2006. - 143c.

*B cayyae ucnonv308anus NeYamHulX U30AHUL YKA3bI8AeMCs IUmMepamypa, KOmopas umeemcs 6
Hanuyuyu 6 bubIUOmeKe akademul 8 neuamHom suoe uz paciema ne meree 0,25 sK3eMnaapa Kaxcoo2o us
U30AHULL HA 00H020 00YUAWe20Ca U3 YUCLA TUlY 0OHOBPEMEHHO 0CBAUBAIOUUX OAHHYIO OUCYUUNTUHY.

DJNeKTpOHHBIE YUeOHbIC N3aHUs B AJIEKTPOHHO-ONOIMOTeYHbIX crcTtemax (ObC)**:

Ne ABTOp, Ha3BaHHE, MECTO U3JaHUs, FOJl U3JaHMUS, Ccriika Ha yuyeOHOe n3nanue B ObC
/11 KOJIMYECTBO CTPAHUI]
OcHoBHas:
1. Cemko, 1. A. OCHOBBI 1€ONPOU3BOJICTBA : Bbubmmoreunas cucrema «JIAHb»

yueOHoe ocobue / U. A. Cemko, JI. A.
AnryxoBa. — Crasponoins : CT['AY, 2018. —
119 c.

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

2. Kysnenos, 1. H. Jlenonpou3BoacTBO :
crnpaBouHoe nocodue / M. H. Ky3nenos. — 6-¢
n3a. — Mockaa : Jlamkos u K, 2017. — 460 c.

bubnuoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/105543/previewd#1

3. | CemenuxuH, B. B. KagpoBoe nenonpon3BoacTBO
/ B. B. CemenuxuH. — 4-e m3s., nepepad. u g01m.
— Mocksa : I'poccMenua, 2019. — 628 c.

bubmmoreunas cucrema «JIAHb»
https://reader.lanbook.com/book/143530/previewd#1

4. ITaBnoga, P. C. JlenonpousBoAcTBO 10O

00pameHnsIM rpaXaaH : yaeOHoe mocooue st

By30B / P. C. I1aBnoBa. — Cankr-IletepOypr :
Jlanb, 2021. — 280 c.

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

JononuurensHas

5. [TaBnoBa, P. C. KonpunenunansHoe
JIEIIOTIPOU3BOJICTBO : ydeOHOoe mocodue uis cro /
P. C. ITaBnoBa. — Cankr-IletepOypr : Jlans,
2021. — 308 ¢

Bubnuoreynass 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. Pri6akoB, A. E. OCHOBBI IeIONPOM3BO/ICTBA : bubnuoreuynas cucrema «JIAHb»
yueOnuk / A. E. PeiGakoB. — 3-€ u3g., crep. — https://reader.lanbook.com/book/131907/preview#1
Munck : PUIIO, 2016. — 319 c.

DneKTpoHHBIE YueOHBIE 3aHMsI B AIEKTPOHHO-O0nOMnoTeyHbIx cuctemax (ObC)**:
** ykaspratorcss ObC, ¢ KOTOpPBIME 3aKTI0UYE€HBI OMOIMOTEKO YHUBEPCUTETA IOTOBOPA

6.3 IlepeyeHb 2JIEKTPOHHBIX 00pa30BaTeIbLHBIX PECYpPCoB *

Ne DJIeKTPOHHBII 00pa3oBaTeIbHBINA pecypc Hoctyn B DOP (cers UHTEpHET, JOKATBbHASA
n/n ceTh, ABTOPU30BAHHBIN/CBOOOAHBIH 10CTYI
1.| Poccuiickas HallMOHANIbHAS OMOIHNOTEKA [ DICKTPOHHBIH http://nlr.ru/lawcenter_rnb
pecypc]
2. | Poccwuiickas ['ocynapcTBeHHast OMOIMOTEKA [IIEKTPOHHBIH http://www.rsl.ru
pecypc].
3. | denepanbHbIii 00pa3oBaTeNbHBII MOPTANI «IKOHOMHUKA, http://www.ecsocman.edu.ru
COILMOJIOTHSI, MCHEDKMEHT»
4. WudopmanmonHo-cripaBouHas cuctema «I'apant https://www.garant.ru/
5. NudopmannonHo-crpaBoynas cucrema « KoHCyIbTaHT http://www.consultant.ru/
[Tnroc»
6. Caiit «Apxussl Poccun» noa sruoit epepanbHOro http://www.rusarchives.ru
apxuBHoro arenrctsa (Pocapxusa)
7. CnpaBovHo-nipaBoBas cucteMa «KOHCYIbTaHT TLTIOCH http://www.consultant.ru/
8. | Bcepoccuiickuii Hay4YHO-HCCIIEA0BATEILCKHIA HHCTHTYT http://www.vniidad.ru
JOKYMEHTOBeIeHHs U apxuBHOTO nena (BHUUIAT)

6.4 Coepemennnle npogheccuonanvmvle 6a3vl OAHHBIX, UHGOPMAYUOHHBIE CNPABOUHbLE
cucmembl u TUYEH3UOHHOE NPOPAMMHOE 0Decneyenue

CoBpeMeHHbIe TpodeccHOHAIbHBbIE 0a3bl JAHHBIX, HH(POPMAILMOHHbIE CIIPABOYHbIE
cucTeMbl, UH(POBBIE  JJIEKTPOHHBbIe  OUOJHOTEKM W  JpYrue  JJIeKTPOHHbIE
o0pa3oBaTe/IbHBIC PeCypPChI

1. oroBop o moakiIoueHWHM K HarmoHanbHOW dJEKTPOHHOW OUOIMOTEKE U
OpeJOCTaBIeHNH  JlocTyna K  oOwvekrtamM  HanuoHanmbHOM — 37IEKTpOHHOM — OMOIMOTEKH
Nel01/HBB/0502-i ot 26.02.2020 5 neT ¢ nmposoHramueu

2. Cornamenne o OecrmmaTHOM TecToBOoM Jnoctyne k Polpred.com. O630p CMU
27.04.2016 6eccpouHo

3. Cornamenne o OecrmmaTHOM TecToBOM JjocTyne K Polpred.com. O630p CMU
02.03.2020 6eccpoyHo

4. NndpopmannonHo-cripaoyHass cucrema «lapant» — URL: https://www.garant.ru/
NudpopmannonHo-cnpaBoynast cucrema Jlunensuonnsiii gorosop Ne 261709/0OI1-2 ot
25.06.2021

5. «Kouncynprant [Tmroc». — URL: http://www.consultant.ru/ cBo60HBIN AOCTYTI

6. DnekrpoHHO-OMONMMOTeUHast cuctema AQriLib http://ebs.rgazu.ru/ (cBHAETETBCTBO O
roCyJIapCTBEHHOM peructparuu 6a3sl nanHbix No2014620472 ot 21.03.2014).

7. ®denepanbHas cyx0a rocyaapctBeHHoi craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunas omexkrpoHHas Oubmumoreka oOTkpeiToro goctyma (Open  Access).—
URL.:https://cyberleninka.ru/.

9. moyHOTEeKCTOBasT KOJUIEKIMs (0a3a JaHHBIX) OJIJIGKTPOHHBIX KHUT W3JATeIIbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIi HEHTP nH(pOpMaITMOHHO-00pa30BaTEILHBIX pecypcoB.—
URL:http://fcior.edu.ru/.

11. Undopmammonnas cucremMa «EamHOe OKHO 1ocTyma K  00pa3oBaTeIbHBIM
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 3JIEKTPOHHOM UH(GOPMALIMOHHO-00pa30BaTeJIbHOM cpene,
HH(OPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH «AHTEepHET»

1. Cucrema nucranuuoHHoro oOydenust Moodle www.portfolio.rgazu.ru (cBo601HO
pacnpocTpaHsieMoe)

2. IlpaBo wucmonb3oBanus nporpamMm it OBM  Mirapolis HCM B cocrase
(byHKIMOHATBHBIX OJOKOB U MoayJei: BupryansHas komuata. CrangaprHast junensus g0 1000
nosib3oBareseit Ha 1 mecsir (Jlunensunonnstit goropop Ne 77/03/22 — K ot 25 anpens 2022)

3. MHHOBaIMOHHAs CHCTeMa TECTUPOBAHUS — MPOrpaMMHOE obecriedeHne Ha miardopme
1C (Hdorosop Ne K/06/03 ot 13.06.2017)

4. OO6pazoBaTenbHBIE MHTEPHET — MOPTad POCCHIICKOrO rocyJapCTBEHHOTO arpapHoro
320YHOT0 YHHBEpCHTETa (CBHICTEIHCTBO O PETMCTPAIlMH CPEICTBA MAcCOBOW MH(MOpMAIu DIl
Ne ®C77-51402 ot 19.10.2012).

JInueH3noHHoe H CBOOOIHO pacnpocTpaHsieMoe NPOrpaMMHoe odecrieyeHue

1. OpenOffice —  cBoOoxmHBIi  HakeT  OPHMCHBIX  MPHIOKEHHH  (CBOOOIHO
pacrpocTpaHseMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOIHO pacpoCTpaHsIeMOe).

3. DnexTpoHHO-OnOMMoTeuynass cucrema Agrilib http://ebs.rgazu.ru/ (cBuaerenscTBO 0
rocyapcTBeHHOU peructpauuu 6a3el qJaHHbIX Ne2014620472 ot 21.03.2014).

4. OpunmanpHasa crpanuna ®I'bOY BO «Poccuiickuil rocyaapcTBEHHBIM arpapHbIil
3a04HBIN YHUBEpcHUTET» https://vk.com/rgazuru (cBOOOIHO pacIpOCTPaHIEMOE )10

5. [lopran ~ depepanbHOTO  TOCYAAPCTBEHHOTO  OIOJHKETHOTO  00pa30BaTENBLHOTO
yUpEeXJIeHUsl BbICIIEro o0pazoBaHusi «PoccHUiCKHMII TOCYZapCTBEHHBIM arpapHbId 3a04YHBIN
yHHUBEpcuTeT» (cBOOOAHO pactipocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AnTuBHpycHOoe mnporpamMMmHoe obOecreuenue Dr. WEB Desktop Security Suite
(Cy6nunensnonnsiit goroop Nel3740 Ha nepenady HEUCKIIOUMTEIbHBIX MPAaB HA MPOrpaMMbl
st OBM ot 01.07.2021).

6.5 IlepeyeHnb y4eOHBIX ayIMTOPHIi, 000PYI0BAHUS U TEXHUYECKHX CPEeICTB

o0ydeHusi**
Ilepeuennb
IIpennasHaueHue
S — HaumMeHoBaHue kopiyca, 00opynoBaHus (B T.4. BUPTyaJbHbIE
Ne nomemmenus (aynuropun) aHAJIOTU) U TEXHUYECKUX CPeCTB
(aynuTopumn) «
o0yueHust

Hna sansmuii | Y4€OHO-aIMUHUCTPATHBHBIN CrermanusupoBaHHas MeOelb, J0CKa MENoBad,
JnekyuonHozo muna | KOPIyc. MYJIBTUMEIMHHOE  00OpYyJOBaHHE, IMPOEKTOD,

Kab. 129. YueOnas aynuropus SKpaH HACTEHHbI

JUTSL TIPOBEIICHUST JIEKITMOHHBIX

3aHATUHN (TIOTOYHAS)
Jlna sauamutl | Y4eOHO-aIMIHHUCTPATUBHBIN Crienmanu3upoBaHHass MeOelb, JIOCKa MEJIOBasl.
CeMUHAPCKO20 KopIyc. MynsTimMenuitHoe  00OpyIOBaHME,  IMIPOEKTOP,
muna,  epynnoewix | Ka0. 125. VueOnas aymuropus | yinay pacrenmbiit
KOHCYTbMaYUi, JUIsl TIPOBEICHHS JIEKIIHOHHBIX

. 3aHATUHN (TIOTOYHAS)

NPOMENCYMOUHOU
ammecmayuu
Lna Y4eOH0-aAMHUHUCTPATHBHBIH IlepconanbHple KOMIBIOTEPHI B COOpKE C
camocmoamenvHou | xopryc. BBIXO/IOM B MHTEPHET.
pabomel [Tomemenue Uit

CaMOCTOSTEITLHOM paboTEHL.

UnraneHbli 381



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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DEJIEPAJIBHOE I'OCY TAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIBHOE YUPEXX/JIEHME BBICIIET'O OBPASOBAHMA
MUMHUCTEPCTBA CEJIbBCKOI'O XO34HUCTBA POCCUMCKOU OEJJEPAIITNN

«POCCHUMUCKHIA I'OCYJIAPCTBEHHBIA YHUBEPCUTET HAPOJHOI'O XO3SMCTBA
NMEHMU B.A. BEPHA ICKOI'O»

(YuuBepcurter BepHajackoro)

DOoH/1 OLICHOYHBIX CPEICTB IJISl MPOBeIeHUs TEKYIero KOHTPOJIS U
NMPOMEKYTOYHOM aTTeCTANMH 00yYAKIIMXCH M0 JUCHHUILIHHE
«/le1onpoun3BoOACTBO»

Hanpasnenue noaroroBku 35.03.06 ArpouHkeHepust

HanpasnenHocts  (mpoduiib)  mporpaMmbl  JKCIUTyaTallMisi W PEMOHT

ArPOTEXHUYCCKUX CUCTCEM

Ksanudukanms 6akanaBp

dopma o0ydeHus 3a04Hast

Banammuxa 2024r.
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1.0nucanue nokaszarejed U KpuTepueB OLEHUBAHMS MJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHHs M0 Y4eOHOM TUCIMILIUHE

WNHaukatopsl HanmenoBanue
TOCTHKEHUS YpoBeHb OCBOCHUS [Tnanupyemble pe3yabTaTbl 00ydeHUs OLIEHOYHOI'0
KOMIIETEHIMH cCpeAcTBa
YK-2 Cniocoben 3HaeT: HEOOXOAUMBIE ISl OCYILECTBIICHUS MPO(PECCHOHANBHOM eATeIFHOCTH HOPMEI 1paBa | [IpakTuueckas
OIpeNeNIATh KPyT U METOINYECKHE JOKYMEHTHI B 00JIaCTH J1€JI0ONPOU3BO/ICTBA. paborta, Tecr,
3a7a1 B paMKax ToporoBsiii YMeert: onpenenaTs Kpyr 3a/1a4 Ui MocTpoeHus 3P (HEeKTUBHON CHCTEMBI AETIOMPOU3BOICTBA pedepar,
IIOCTaBJIEHHON U JIOKYMEHTOOOOpOTa, MJIAHUPOBAaTh COOCTBEHHYIO JIEATENILHOCTh MCXOHs W3 MMEIOUIMXCS | JOKJaA, YCTHBIN
IIeJId ¥ BEIOUpATh (ynoneTBopuress PECypCoB; peliath MOCTaBJICHHBIC 33a4l B paMKax M30paHHBIX BHUIOB MPO(eCcCHOHATBLHON OTBET Ha
OINTUMAJIbHBIE HO) JeSITebHOCTH. BOIIPOC
CTIOCOOBI UX Buiiaseer: npakTH4eCKUM OIBITOM MPUMEHEHHS HOPMATHBHO-METOJMYECKON 0a3bl perIeHus
peLIeHus, UCXO01s 3aJa4 B 00JIACTH JIeJIONPOU3BOCTBA U JOKYMEHTO000pOTa.
U3 JACHUCTBYIOLINX 3HaeTr TBepao: HEOOXOJUMBIE MJIs OCYLIECTBIEHMS IpodeccnoHalbHON nesTenbHOCTH | [IpakTnueckas
IIPABOBBIX HOPM, HOPMBI IIpaBa ¥ METOJMUECKUE TOKYMEHTHI B 00J1aCTH AEIONPOU3BOICTBA. pabora, TecT,
UMEIOIIUXCS YMeeT yBepeHHO: ONpPENeNsATh Kpyr 3aaad Juisi MOCTpOoeHHsT S(P(PEKTUBHONW CHCTEMBI pedepar,
pecypcoB u [TpoaBUHYTHIH JIeJIOTIPOU3BOCTBA U IOKYyMEHTO000pOTa, IJIAHUPOBATH COOCTBEHHYIO JI€ATEIbHOCTh UCXOS | JJOKJIaA, YCTHBIN
OTpaHUYECHUN (xopor1o) U3 UMEIOIIUXCS PECYPCOB; pellaTh IIOCTABJIECHHbBIE 33aJaud B paMKaxX M30paHHBIX BUJOB OTBET Ha
npoecCHOHATLHOMN 1€ATEIbHOCTH. BOIIPOC
Buiaseer yBepeHHO: IPaKTUYECKUM OIIBITOM IIPUMEHEHHUST HOPMAaTUBHO-METOMYECKON Oa3bl
peleHus 3a/1a4 B 00JIaCTH JEJIONPOU3BOJICTBA U IOKYMEHTO000pOTA.
HNmeer cpopmupoBaBmIMecs: cHCTeMaTHYecKHe 3HaHHMA:  HeoOxommmble Juis | IlpakTtudeckas
OCYILIECTBIICHUsSI TNPO(ECCHOHANBHON JEATENIbHOCTH HOPMBI IIpaBa W MeTOoAMuYecKue | paboTa, TecT,
JIOKYMEHTBI B 00JIACTH JIEJIOTIPOU3BOJICTBA. pedepar,
HNmeer chopmupoBaBLieecsi cCHCTeMaTHYeCKOe yMeHHe: ONpEeIeNsaTh Kpyr 3axad Ui | JOKJaja, yCTHBIN
Bricoknii noctpoeHust 3H(HEeKTUBHON CHCTEMBI AETOMPOM3BOICTBA M IOKYMEHTO000pOTa, TNIAHUPOBATh OTBET Ha
(oTNIMYHO) COOCTBEHHYIO JI€SITEIbHOCTh HCXOJAS U3 HMMEIOLIMXCS PEeCypcoB; pellaTh MOCTABICHHbIE BOIIPOC

3a/1a4M B paMKax U30paHHBIX BUAOB MPO(ecCHOHaTbHOM e TENbHOCTH.

Iloxa3zan copmupoBaBIIeecss CHCTEMATHYeCKOe BJIQJeHHE: IIPAKTUYECKHM OIBITOM
MPUMEHEHHUs]  HOPMAaTMBHO-METOAMYECKON  0a3bpl  pemeHUss 3agad B oOjactu
JIeJIOTIPOU3BOICTBA M IOKYMEHTOO0O0pOTA.
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2. Onucanue NIKaJ ONEeHUBAHUSA

2.1 lllkana oyenueanusn na ymane mexyuie2o KOHmMpPOis

@dopMa TEeKyIIEro KOHTPOJIA

OTCyTCTBHE YCBOCHHUS
(HIKE IOPOTOBOI0)

[Toporossrii (YIOBIETBOPUTEIHHO)

[IpoaBuHYTHII (XOPOIIIO)

Bricokwii (0TIIHIHO)

Brinonnenue npakTUuecKoro
3aaHus

HC BBIIIOJIHCHO WJIK BCE
3aaHus pCIICHBI
HEIIPaBUIIBHO

Pemreno 6onee 50% 3amaHusi, HO
menee 70%

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

BCE 33J[aHUS PEIIcHbI 03
OIINO0K

CTyI[CHTBI, MOKa3aBIIMEC YPOBCHBb YCBOCHHA HMUKE ITOPOroBOIro, HE JOIMYCKAIOTCA K HpOMCXCYTOqHOﬁ aTTCCTAllMM 110 JUCHHUITIINHE.

2.2 lllkana OUCHUBAHUA HA Imane npomeofcymoquoﬁ ammecmauuu (3auem U IK3AMEH 6 6UOe UMO206020 mecma, Kypcoeas paﬁoma)

dopma IpOMEKYTOUHOH
aTTecTaluu

OTcyTCTBHE YCBOCHUS (HIKE
TIOPOTOBOTO)

IToporoBslii (yI0OBIETBOPUTENBHO)

IIpoaBuUHYTHIH (XOpOILIO)

Bricokuit (OTIHYHO)

BrInonHeHne HTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% u Oostee
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3. TunoBble KOHTPOJIbLHbIE 32IaHUS WM HHbIe MATePHAJIbI, HE00X0AUMbIE /ISl OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJI OHEHOYHbBIX CPEACTB JJIsd TEKYIIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI MPAKTHUYECKHNX 3ATAHUM no aucnunanne
«J1eJI0onpoOu3BOACTBO»
Paszpnesa 1. TeopeTuueckue OCHOBBI /1€JIONIPOU3BOACTBA

3aganue 1. 3anonHuTh TAOMUIy, C Y4YETOM  paclpeleleHus] 3aKOHOB M HOPMATHBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Ha3sBanue nokymenra Yro perynupyer JOKyMEHT, Bugpsl nokymeHTOB
OInucaHue (npuBenuTe
puMep)

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenta Poceuiickoit @enepanu, nOCTaHOBICHUS
[TpaButensctBa Poccuiickoit @enepanyu B chepe 1e10nponu3BoICTB

3akoHoJaTeNnbHbIe akThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM HMCIIOJHUTENIbHOM BiacTH cyObekToB Poccuiickoit denepanuu

HopmaruBHbIe TpaBOBBIE aKTHI (hefepabHBIX OPraHOB UCTIOHUTELHON BIACTH
(MHHHCTEPCTB, KOMUTETOB, CIYX0, ar€HTCTB U JIp.), PEIIaMEHTHPYIOIINE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeYeH st

TexHuveckue periaMeHThl U HallMOHAIbHbIE CTaHIapThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yrpaBieHUs

TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHIapPThI B 00JIACTH TOKYMEHTALMOHHOTO
o0ecredyeHus yIpaBIeHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHUKO-PKOHOMHYECKOM 1 COIlHaIbHOMN I/IH(I)OpMaI_II/II/I

yHI/I(I)I/H_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAIIUN

3anganme 2. 3anonHuTe TabauIy. Bnummre BUabl TOKyMEHTOB OTHOCHUTENIBHO MEPHUOIOB!
IIpukasHoe 1e10npoOn3BOICTBO Komnexckoe Mununcrepckoe
JEIIONPOU3BOJCTBO JE€JI0NIPOU3BOICTBO

OtBerbTe Ha Bompoc. YeM 3HameHaTenbHbl AaThl: 23 mapta 1840 r., 1868 r., 27 ¢espans 1720
r.?

3apanme 3. [TucbmMeHnHo oTBeThTE Ha BoIpoc. OOBSICHUTE TEPMHUHBI «yHU(DUKALUA» U
«CTaHIApTU3aLUsDy JOKYMeHTa. Kak COOTHOCATCS TaHHBIE TTOHSATHS?

3ananue 4. BriGepute U3 MpaBoil KOJIOHKH OINpPEEsICHUs,, OTHOCALINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB 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

3aua1me 5. 3anonauTe Ta6J'II/II_IBI 10 KJ'IaCCI/I(bI/IKaHI/IOHHBIM IIpU3HAKaM JOKYMCHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crennenu ITo conepkanuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam Ilo Ha3HaueHuIO o ropuauyeckon Ilo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3a/1a}me 6. [IncbMEHHO OTBETHTE HA CJICAYIOIINEC BOIIPOCHI:

1. Yo Takoe aenonpou3BOCTBO?

2. Jlaiite onpeneneHue MOHATHIO «IOKYMEHTHPOBAHUE

3. HazoBute ocHOBHBIC (YHKIIMU JOKYMEHTA.

4.  Kakue oOmepoccuiickue Kiaccu(UKaToOpbl HCIOJIB3YIOTCS HpU 0(OpMIIEHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0si cHCTEMa OPraHU3alMOHHO-
pacropsAIUTeIbHON JOKYMEHTAINHU?

6. Kakume paznuyaror crnocoObl JOKYMEHTHPOBaHMS B 3aBUCHMOCTH OT CPEJICTB
JIOKYMEHTUPOBAHUS?

7. YTo NOHMMAIOT IO FOPUANYECKON CUIION JOKYMEHTa?

3ananme 7. IloAroTroBbTe NOKJIAJ] C MPE3CHTAIMEN MO OJHOW U3 MPEIJIOKEHHBIX TEM
(toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcoBepiieHCTBOBaHUE AETIONPOU3BOICTBA HA MPEANPUITUI

2.  Pa3BuTHe JOKYMEHTAIIMOHHBIX CIYX0 Ha COBPEMEHHOM 3Tare

3.  TexHumueckwe CpeAcTBa, YIPOMIAIOIIAE BEIEHHE JCTONPOM3BOACTBA Ha
PEIIPUATHH.
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4.

I[C.HOBEUI MEepenurcKa - HCOTbEMIIEMOC CPCACTBO CBA3U MMPCANIPUATUSA C BHCITHUMU

OpraHu3alUsIMH.

5. Kak oBnazieTs HCKYCCTBOM JI€IIOBOTO MTUCHMA.

6 JIoKyMeHTHUpOBaHHE YIPaBIEHYECKOH €A TeIbHOCTH OpraHU3altH.

7. JIOKyMeHT KakK CpelICTBO 3aKpEIUICHUS U PETPAHCIALNN HH(POPMAITUH.

8.  Mudopmaruzanus nenonpous3BoicTBa

9. JIOKyMEHTHUPOBAaHUE TPYAOBBIX OTHOLICHUIN

10. KomnbroTepHble TEXHOJIOIUHU B I€TOIPOU3BOJICTBE

11. AHanu3 JOKYMEHTOOOOpOTa U METObI €T0 COBEPIICHCTBOBAHUS

12. Pabora ¢ KoH(DHUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuszanus paboTel C TOKyMEHTaMHU

14. AHanu3 JOKyMEHTOOOOpOTa U METOABI €0 COBEPILIEHCTBOBAHMS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE TOKYMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranuzanus JOKyMEHTOOOOPOTa: OCHOBHBIE ITPaBUJIA U ATAIbI.

2. DTanbl pa3BUTH JeJI0NPOU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABICHHUS.

4. HopmaruBHo-npaBoBasi 0a3a COBPEMEHHOTO JEJIONPOU3BOICTBA.

5. HopmaruBHas ocHOBa mporecca JOKyMEHTHPOBAHUSI YIIPABICHUS [IEPCOHATIOM.

6.  OpraHuzanMoOHHbIE KaJpPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, OPSATAO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7. JlomKHOCTHas MHCTPYKLUS KaK OPraHU3al[MOHHBIN KaJpPOBbIi JOKYMEHT.

8.  CocraB 1 BUIbI KaPOBOH JTOKYMEHTAIIHUH.

9.  JloxkymeHTHpOBaHuE npouecca 0QpOpMICHHS TPYAOBbIX OTHOLICHHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTPYKType YIPaBICHHS

12. OdwucHsie cpencTBa paboOTHI C TOKYMEHTaMHU

13. 3naueHue JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTHU, KIACCU(PHUKAIIHS
CIIyK€OHBIX JJOKYMEHTOB.

14,  VYHudwukanus u cTaHaapTHU3aLM JOKYMEHTOB.

15. [lenmomnpown3BOACTBO B OpraHax MCIOIHUTEIBHOM BiacTh. [lopsiok paccMOTpeHMsI

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. [lenompousBojCcTBO B cOBpeMeHHOM Poccun

18. [lenmonpou3BOACTBO 10peBOIOIMOHHON Poccun

19. Jlemompow3BoACTBO B COBETCKYO 3moxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanmsi JOKYMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TIOKYMEHTOB

23. CucremaTH3anys U XpaHEHUE TOKYMEHTOB

24. HomeHkaTtypa Jejl OpraHu3aiu

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0OPMJICHUIO JOKYMEHTOB

3apanue 1.Pemmte kpoccBopa
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1 | | |

el [T HNEEEE

ITo ropusonTasnm:

1.  peKBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIaCKE WK HECOoTJIacue

JOJPKHOCTHOTO JIMLA C COJIEPyKaHUEM JTOKYMEHTA.

4. pEKBU3UT JIOKYMEHTa, NPEACTABISIIOMINNA COO0M COOCTBEHHOPYUYHYIO PpOCHHCH
MOJIHOMOYHOTO JOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEPA Jiejia 10 HOMEHKJIAType U YCIIOBHOE 0003HaYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8.  muChMEHHOE TIPeIIOKEHHWE O 3aKIIOYEHWW JIOTOBOpa (KOHTpakTa) Ha
OTIpe/ICNIEHHBIX YCIOBUSX.
9. 3allucCh I/IH(l)OpMaIII/II/I Ha pas3IMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM ITpaBHJIaM,

00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBUKEHHE TOKYMEHTOB B OPraHU3alMM C MOMEHTA X MOJYyYEHHUS WM CO3/1aHus JI0
3aBEPLICHUS UCIIOIHEHNS NN OTIPABKHU.

13 oOpa3zer, 3TanoH, MOJENb MPUHUMAEMbIE 32 UCXO/HbBIE JJISl COMOCTABIIEHUS C HUMHU
JPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT OopmileHUsT OPUIIMATBHOTO JOKYMEHTA

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (MJIM JOKYMEHT), CpOPMHUPOBAHHBIX 0 KAKOMY-JIHOO
NpU3HaKy (BUJaM TIOKYMEHTOB, BOIPOCaM, KOPPECIIOHAEHTaM U T.[.), TOMEUICHHBIX B O0JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (UKCHUPYIOIIUI COTJIAlICHHE CTOPOH 00 YCTaHOBJIICHWHW KaKHX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHT, comepxammii WH()OPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTUETHBIE CBEACHHUS, IPEJICTABIISIEMBIN PYKOBOJICTBY.

5. D2IEMEHT YAOCTOBEPEHUS MOAJIMHHOCTU MOANUCH JODKHOCTHOIO JIMLA Ha
JOKYMEHTaX, IpPEeAyCMOTPEHHBIX HOPMAaTHUBHBIMU aKTaMH, YJIOCTOBEPSIOUIMX IIpaBa JIULL,
¢bukcupyromux QaxTel, CBSI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMHU.

7. 3TO COBOKYIHOCTb pa3JIMYHbIX CBEJIEHUM, CHCTEMa OPraHW30BAHHBIX JaHHBIX,
OTPaKaIOIIMX MPOLECCHI U COOBITUS OKPYXKAIOIIEr0 MUpa.
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10. [1OKyMEHT, COCTaBJIICHHBIH HECKOJBKMMH JIMIAMH W TOJTBEP)KIAOIINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undopmamys Ha MaTepUATBHOM HOCHUTEINE, HMEIOLIast IOPUANYECKYIO CHITY.

14. nmnepeyeHb KaKMX-THOO IAHHBIX (CBEICHHMI), PACIIOJIOKECHHBIX B OMNPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. mpaBOBO# aKT, W3JaBaeMblii PYKOBOIUTEIEM OpraHa TOCyJapCTBEHHOTO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONINI HAa OCHOBE €IMHOHAYANUs, B
HENSAX pa3pelieHUus] OCHOBHBIX M OINEPATUBHBIX 3ajad, CTOSIIMX Tepeia JaHHBIM opraHoMm. B
OTJENBHBIX CIy4asX MOJXET KacaThCsl IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIMI
HE3aBUCHMO OT ITOAYUHEHHOCTH;

16. ropuanyecku oOpMIICHHBIH TepeueHb TOKYMEHTOB.

20. 5TO0 pPEeKBU3UT OMUIUAILHOTO JOKYMEHTa, NPUAAIONIMA HOPMATHBHBIN HIIH
IPaBOBOW XapaKTep €ro COJACPKAHUIO

3aganue 2. BuuMarenbHo nzyuure paszzaen 5 «OdopMieHre peKBU3ZUTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Boinonuute 3aganus, B ciiyuae He0OX0IUMOCTH 100aBbTE HEJOCTAIOLIYIO

MH(pOpMaLUIO:
Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCA B KaKuXx Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JOKHOCTH JIMIIA

CnpaBoYHbIEC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JOKYMEHTa

3aganue 3. CocraBbTe M 0QopMHTE NPHKA3bI 110 OCHOBHOH IeSITEIbHOCTH, H JApyrue

pacnopsiiuTeJbHbIe JOKYMEHThI, He00X0AUMbIE B TAHHBIX YIPABJIEHYECKHX CUTyalUsIX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IlerpozaBojcke)
[1.1.AGpamoB 1 nekaOps Tekyliero roja U3gal ykKa3zaHue o rpaduke OTIyCKOB Ha CIEAYIOUIUI
KaJICHTAPHBIA TOJI, COTJIACHO KOTOPOMY PYKOBOJHUTEIH CTPYKTYPHBIX TMOJPa3ICIICHUN JTOJKHBI
MPEICTaBUTh B OTAEN KaJpPOB CHUCKUA COTPYIHHUKOB C YyKa3aHUEM MPEJIOJIaraeMoro cpoka
OUYEPEIHOTO OTITYCKa B CIEAYIOMEM KalleHaapHoM Toay. Cpok mpejicTaBiieHus criuckoB — 10
nekabps Tekymiero roga. OTaeny KaapoB YKa3aHHEM MPEIINUCHIBACTCS COCTABUTH CBOJHBIN
rpaduk ormyckoB padotHukoB OOO Ha clenyromuid KaJeHIapHBIM TOJ W Tepenatb ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBlIeHHWE Tpaduka Ha3HAYeH HadaTbHHUK
otnaena kanpos [lankparosa O.1O. Cpok npencraBnenus rpaduka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYATHHHKOM OTJAENa KaJIpoB, TJIABHBIM OyXTajaTepom,
IOPUCKOHCYJTHTOM.
Curyanus 2.

Hupextop OOO «Drtamon» (3apeructpupoBano B r.IlerposaBojacke) JI.b.ITomor 12
deBpalis TEKyIIero rofa u3aai paclopsHKeHHe O MPOBEICHUU PEMOHTHBIX paboT B 1iexe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSSHUEM  OTONMUTEIBHOW CUCTEMBbI 1exa. PacnopspkeHuem
MPENUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€X€, 32 YTO OTBETCTBEHHBIM
ObUT Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHUYECKOHW ciayxObl MakapoB JI.M1. Cpok BBIOTHEHHUS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyIecTBICHHEe KOHTPOJS 3a TPOBEACHHEM PEMOHTHBIX pabOT BO3JArajoch Ha
HauvajgbHuKa 1iexa Ne 3 Auronosa 1O.B.

Pacriopsbkenue ObLIO 3aBHU3MPOBAHO HAYATBHUKOM  PEMOHTHO-TEXHHUYECKOW CITYKOBI
MakapoBbiM .M. u HavanbHukoMm 1mexa Ne 3 AnrtoHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

3aganue 4. CoctaBbTe U 0(pOpMHUTE CJIYKeOHbIE MHCbMA.
Curyanus 3.

OAO «lIepBas ®abpuka» (r. bamammuxa, yn. 3apeunas, 1. 3, 104010) momxHO OBLIO B
cooTBeTcTBUU ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O mocTaBKe MPOAYKIIMU» MOCTaBUTH
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yui., a. 32, 111123, Tem./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, NHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHyr GypHUTYpY Ha o0myro cymmy 150 000 pyOeit. @akTudecku e QypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6Gneit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
py6neit. CormacHo 1.8 J0roBopa 3a HEIONOCTaBKY MPOMYKIIMU JIOJDKHA OBITh yIUIadeHa
HEeycTolKa B pazmepe 5%, 4TO OT CyMMbI HEI0MOCTaBKU cocTaBuio 1500 pyouei.

Hupekrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmiack k mupekropy OOO
«[lepBas ®abpuka» O.J. CokoioBy ¢ Mpocb0Oi MEPEUUCIUTh HAa WX PACUETHBIM CcyeT
ykazaHHyto cymmy (1500 py0.). B nporuBHom cinysae 3A0 «CAHIAEPEJUJIA» Oyner
BBIHYXJICHO 00paTuThcsi B rocapbutpax. IlucbmMo o HemomocTtaBke MPOAYKIUH  OBUIO
coctasieHo ucnonautenem P.T. KOxaunoii u noanucano ®enoposoit 12 aBrycra Tekyuiero roja.

3ananue 5. CocraBbTe U odQopMHTEe AOKJIA[AHbIe, U OOBSICHUTEJbHbIE 3aNUCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kyprep 3A0 «®Papma» C.C. CoMOB peryssipHO OMna3[bplBajl Ha paboTy, 4eM Hapyuiai
TPYAOBYIO JUCUMIUIMHY. 3aBeayromas kanuenspuei M.B. IllymuinHa HeogHOKpaTHO Jelnajia
emMy 3ameuanus (B ycTHOH (opme), a 12 uroHS Tekylero rojga Oblia BbIHYKJIEHA 00pPaTUTHCS C
JTaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B. CenoBy ¢ OKJIaJHOM 3amnucCKOM, B
KOTOpOM ITpocuiia NpUHATh Mephl JuciuIuinHapHoro xapakrepa k C.C. ComoBy.

Pazjnen 3. Opranuszanusi padéoThl ¢ JOKYyMEHTAMU

le/IMepr 3aJaHUH 1JI BBINMOJIHEHUS HA NPAKTUHICCKUX 3AaHATUAX

3apganne 1. OpopMuTh KypHan yuera BXOAALINX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsmmii Ne 1-2/82; aBrop-otmpaBurens 3A0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) Jara MoCTyrieHus gokymeHTa 21.12.2021 o cokpalieHun TmoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3aganue 2. OQopMUTH KypHaAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne ni/m 152 153;ucnonnurens Pa3un; kpatkoe copepkanue nata gokymenta 21.12.2021
o mpeaoriate mo koHTpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «Ilumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTH KypHaI yuéTa BHYyTPEHHUX JJOKYMEHTOB:

Ne noxymenra 88; nara noxymenrta 08.01.2021; xrto moammcan IBaHOB; KpaTkoe
coJiepkaHue 00 U3MEHEHUE IITaTHOTO pacluCcaHus; OTMeTKa 00 ucnonHeHnn Cuaopos.
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OBPA3EL KYPHAJIA PETUCTPAIIUHU BXOAAIIUX JOKYMEHTOB

Homep Hara ABTOp- Hexonammii Kpartkoe conepkanne
JOKYMeEHTa JOKYMEHTa OTHPABHTEIb No (3aroJ10BOK)
171/1-3 18.12.2007 3A0 «3par 1-2/82 Jara nocrynieHums
21.12.2007
O coxpallleHHH NOCTaBOK
THT
22.12.2007
Hcenonuurens Hoanuce Cpok IMpumeuanus
HCHOJHUTEA HCIOJIHEHHs
Ceprees Cepeees 27.12.2007

OBPA3EL )KYPHAJIA PETHCTPAIIMHU HCXOJAIIHUX JOKYMEHTOB

No Ajnpecar Kparkoe conepxanue Henomnnrens | Nenena | llpumeuanne
n/n (komy) (3aroJ10BOK)
152 3A0 Jlata nokymenTa Pazun 4-7
«[Tumor» 21.12.2007
O npesonnare Mo KOHTPAKTY
Ne 28/117
22.12.2007
153
OBPA3EL 2 KYPHAJIA PETUCTPAIIUHU BHYTPEHHUX TOKYMEHTOB
Hara HUunekc Kto nmoamucan Kpatkoe OtmeTka 06
coJiepXKaHHe MCIIOJTHEHUH
08.01.2007 88 HupekTop 00 u3meHeHHH Cujlopos
HBanos LUTATHOT'O
pacrucaHust

3aganue 4. CexpeTapb-IOMOIIHMK PYKOBOJIUTEINS, IPEIBAPUTEIBHO IMPOCMOTPEB
JOKYMEHTAIMIO, ITOCTYNHUBIIYIO B OPraHHU3alMI0, IIEPEeaeT ee BC pykoBoauTento. [Ipu 3ToM B
NanKy ¢ JOKYMEHTaMM BKJIAJbIBAECTCS MUCbMEHHBIM KOMMEHTApHii, BKIIOUYAIOUIMI CBEJCHUS O
COCTaBE JIOKYMEHTOB, BOIIPOCAX, COAECPKALIUXCS B HUX, OT KOTO IOJYyYEHbI JOKYMEHThI U KOMY
aJpeCOBAHBI.
[IpaBunbHO MM B y4peKJACHUM NOHMMAKOT HAa3HA4YECHHE OIECpaluU «IIPEIBAPUTEIBHOE
paccMOTPEHHUE JOKYMEHTOB»?
KoHTpoJbHBIE BONIPOCHI:
1. Kakue sTanbl mpoxoAsaT NOKYMEHTHI, OTIpaBieHHble opranu3auuen? [IpencraBbre
KpPaTKYI XapaKT€PUCTHUKY.
2. Kakue 1oKyMeHTBI Ha3bIBAIOT MOCTYIAIONIMMH, OTIPABISIEMBIMHA U BHYTpEHHUE?
3. Kaxkumu noxymeHTamMHM pyKOBOACTBYIOTCS HPU NMPOEKTUPOBAHHM M Palld OHATU3AIUH
JTIOKyMEeHTOooOopoTa?

3apanume S. CocTaBbTe IOJOKEHHME O HOBOM CTPYKTYPHOM IOAPA3ACICHHH B
aIMUHHCTpaIMU ropoja bamammxu (oTaen kaapoB, GHHAHCOBO-DKOHOMHUYECKHI OTIEIN, OTAENT
CTpATETHYECKOTO pa3BUTHs) B cooTBeTcTBHU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 «Cucrtema
CTaHJapTOB IO WHQpOpMAIHMK, OUOIMOTEYHOMY M H3AATEIBCKOMY aeny. OpraHu3anioHHO-
pacnopsiuTenbHas TOKyMeHTanus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOB)
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3aganme 6. CocraBbTe OPraHU3AMOHHYIO CTPYKTYPY J€IONPONU3BOACTBEHHON CITYKOBI
Bameit opranuzanuud. YcCTaHOBUTE TepedeHb HOPMATUBHBIX JOKYMEHTOB, KOTOPBIMHU
[I0JIB3YIOTCSL COTPYIHUKH CirykO0b1 JJIOVY.
3aganue 7. Onpenenure, K KaKUM BHJIAaM JTIOKyMEHTOB OTHOCATCS MPEICTAaBICHHBIC
HIDKE ()parMeHTHI.
Texer 1
dupMeHHOE HAUMEHOBAaHHE U MECTOHAX0X/IeHHE 00IIecTBa
1.1. TlomaeiM ¢GuUPMEHHBIM HaMMEHOBaHHEM oOmecTBa sBisgercsa: OOImecTBo ¢
orpaHu4eHHONW oTBeTcTBEHHOCThIO «HOTA». CokpamenHoe ¢GUpMEHHOE HaMMEHOBAaHUE
obmiectBa - OO0 «HOTAW.
1.2. MecronaxoxaeHue oOmiecTBa (OYTOBBIN anpec): MooAeKHBIH TpocH., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @eneparius.
Tekcer 2
OO01Iue moJI0KEHUS
1.1. Cekperapb-peepeHT OTHOCHTCS K KATETOPHH CIHEIHAINCTOB NPEAIPUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2. OcHOBHBIMH 3aJadyaMH ceKpeTapsi-pedepeHTa SBISETCS OpPraHW3alMOHHOE U
JIOKYMEHTAIMOHHOE 00EeCTeueHUE YIPABICHYECKOM IeATEIbHOCTH. ..
Teker 3
1.1. DnexTpornpoBoaKa B Y4eOHBIX MOMELICHHUSIX IODKHA HAaXOIWTHCS B MCIPABHOM
cocrossHuu. CONMPOTUBICHNE HW3OJSALIUH TPOBOJOB JIOJDKHO IEPHOANYECKH 3aMEpSThCS, TPHU
HEOOXOIUMOCTH JO0KEH POU3BOJUTHCS] PEMOHT.
1.2. 3ampemaercs NMPUMEHSTH ISl 3alIUTHI AJIEKTPOCETEH BMECTO aBTOMATHUYECKHX
MpeloXpaHUTeNel U MIaBKUX BCTABOK 3aIIUTY KyCTaPHOTO U3TOTOBICHUS (CKYUKHY).

HpI/IMeprIﬁ MEPEICHb BOIMPOCOB /IJisl YCTHOI'O OTBETA HA CEMHUHAPCKUX 3aHATHIA

1. KaxoBbl coBpeMeHHbIE TpeOOBaHHS K S3BIKY W CTHIIO YIIPABICHYECKHX
JIOKYMEHTOB?

2. UYro coboii mpencrapnsieT YcraB oprannzanuu? KakoBsl OCHOBHBIE TPeOOBaHUS K
€ro COCTaBJICHUIO U O(pOpMIIEHHIO?

3. Kax odpopmuTts ITonoxenue 06 otaene wim cimyx0e opraHu3anum?

4 Kak opopmuts mraTHoe pacrucanue?

5.  Kakue tpeboBanus npeabsaBiIsOTCS K 0POPMIIEHUIO JOTOBOpa, KOHTpaKTa?

6 Yro Takoe HHCTPYKIIMS, KAKOBO €€ cojiepkaHue u opopmieHue?

7 OpranuzanvoHHbIE JOKYMEHTBI IPEIITPUSITHS.

8.  PacmopsaurtenbHble  JTOKYMEHTBl NPEANPHUSATHA: TpPHKa3bl IO  OCHOBHOM
JESTENIbHOCTH; PACIIOPSKEHMSI, PEILICHUSI.

9.  HMHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTBHI: MPOTOKOJIbI, TOJHas M KpaTkKas
dbopMma ux opopMiIeHHUS.

10. HHpopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI: aKThl, CITy’KeOHbIE u
00BSCHUTENbHbBIE

11. KakoBbl 3Tarbl paboThl ¢ BXOISAIIUME JOKYMEHTaMU?

12.  Kak crpoutcs paboTa ¢ UCXOASIIUMHA JOKYMEHTaMH?

13. KakoBa TeXHOJOTHS pabOThl ¢ BHYTPEHHUMU JOKYMEHTaMH?

14. Kakwue 3a1a9u JOKYMEHTOOOOPOTA PEIIaeT PETUCTPAIUS TOKYMEHTOB?

15. Kakue ympaBieHYeCcKHE IOKYMEHThI HE TMOJJIekKAT PErHCTpaliud B CIyx0ax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHUs?

16. KakoB MOpSIOK PETUCTPAIIUHU YITPABICHYECKOTO TOKyMeHTa?

17. Kakue cymiecTByOT BUAbl KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB?

21



18. Kakme onepanmuu 10 KOHTPOJIIO MCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT
CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIpaBICHUs?

19. Kak ocymiecTBisieTcsi CHCTeMaTU3alus U XpaHeHHe JOKYMEHTOB B OpraHU3aluu?

20. Yro Takoe neno, ¢ TOYKH 3peHUs JOKyMeHToBeneHus? [IpuBennuTe mpumepsl Je,
XPaHSIIUXCS B OPraHU3aIUH.

21. Packpoiite colep)aHHE IMOHSATUS «HOMEHKIATypa nei». Kakoe IOImKHOCTHOE
JMIIO B OPTraHU3alliy OTBEYAET 3a COCTABJICHUE M BBEJICHHE B ICHCTBIE HOMEHKIIATYPHI e’

22. KaxoBbl peKBH3UTHI HOMEHKIIATYPHI J1e1?

23. KaxoBa conepxarenbHas 4aCTh HOMEHKJIATYPBI A€T?

24. Kaxue npu3HaKy 3aBeICHUS JIe)Ia UCIIOIB3YIOTCS TP (popMUpOBaHHUH Jei?

25. KaxoB ocHOBHOW npuHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jieia?

26. Kakue HOpMaTtHBHBIC TpeOOBaHUS HEOOXOAMMO COONIOAATh NPpU (hOPMUPOBAHUHU
nen?

27. Kak ocymecTBisieTcs MOATOTOBKA JIed K apXHUBHOMY XPaHCHHIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuKa UCIOJIB3YeTCsl JJIsi COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIeTONPOU3BOICTBE?

29. Kakas oprrexHuKa UCIOJIb3YeTCs JIUIsl TOUCKA, PAHEHUS U Nepejauu JOKYMEHTOB
B COBPEMEHHOM JIETIOTIPOU3BOACTBE?

30. KakoBbl BO3MOXHOCTH KOMIIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAIlMOHHOM
o0ecrieueHn! yrpaBaeHUs?

31. KakoBbl BO3MOXXHOCTH CPEJICTB TEJICKOMMYHUKAIMU B JIOKYMECHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

32. B kakux ciy4asx TNPUMCHSIOTCS CTaHJapTHbIE OQUCHBIE TNPOrpaMMbl B
OpraHu3aIiy JEJIOTPOU3BOACTBA?

KOMIIVIEKT TECTOB st npomeskyToO4HOM aTTecTaluu
(3aver, AU PepeHUNPOBAHHBIN 3a4€T) MO0 AUCHUILIHHE

3aueT MPOBOAUTCA B BMJIE UTOrOBOro TecTa. [[si BBIMONIHEHHs TecTa OTBOAMUTCA 45
MUHYT.

IIpumepHbIe 3aJaHUS UTOTOBOI0 TeCTa
1. JlokymeHTaMOHHOE oO0ecreYeHHe YNPABJIEHYECKUX pelleHnil, KaK Mpoiecc
BKJIIOYAeT B cels:
a) IOKYMEHTUPOBAHUE PEIICHHUS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) IOKyMEHTHPOBAHUE PEIICHUS H KOHTPOJIIb 3 €T0 BHIITOJHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?
a) oT 2 u Ooiee
0) 6 u 6omee
B)2 510 5
r) 4 u 6onee
3. Korma peructpupyrorcsi ucxXoasime J0KYMeHTbI?
a) B ICHb OTIIPABKH
0) B IeHb MOAMUCAHUS
B) B JIEHb COTJIACOBaHMsI ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HomeHKk1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 K3eMIUIIpax;
0) 4;
B) 2.

22



5. Ykakurte, Kakue JOKYMEHTBI COCTABJISIOTCS MO Pe3yIbTaTaM IKCHePTH3bI

IHEHHOCTH JOKYMEHTOB.

a) pelIeHne YKCIEPTHON KOMUCCHH
0) aKT O BBIACTICHUH JOKYMEHTOB HAa YHUUTOXKEHHE
B) ciyxeOHas 3alMcKa O 3aCeaHnu KCIIEPTHON KOMUCCUU
I') IPUKa3 [10 OCHOBHOM JA€ATEIbHOCTU
6. KTo umMeeT mpaBo npoyiuTh CPOK MCHOJHEHUS TOKYMeHTa?

a) JIMI0, KOTOPOE €ro yCTaHOBHJIO
0) U110, KOTOPOE UCHIOTHSET JOKYMEHT
B) PYKOBOAUTEIb YUPEIKIACHHS
I') ceKpeTapb
7. Ilpn kakom 00beMe TOKYMEHT0000pOTa MPUMEHSIETCS KyPHAJIbHAsI CHCTeMAa

perucrpauumn’?

—3TO:

a) 1o 10 000 1OKYMEHTOB B roj
0) mo 600
B) 10 1000
r) 10 300 1OKyMEHTOB
8. IlyTh, KOTOPBIii MPOXOAUT JOKYMEHT OT HA4aJia ero CO3JaHusl 10 ¢1a4 B apXUB

a) TOKyMEHTHPOBAHUE;

0) J1eI0MPOU3BOJICTBO;

B) JOKyMEHTOOOOPOT;

T) cucTeMa JOKYMEHTAIIUH.

9. lokyMeHTBI, KOTOPBIE N0 COMEPKAHNIO SIBJISIOTCS ceNH(UIECKIMH W HOCAT

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHIUBUYaJIbHbIE IOKYMEHTBHI;

0) TUIOBBIE TOKYMEHTHI;

B) IpUMEPHBIE JOKYMEHTHI;

r) TpadapeTHble TOKYMEHTHI.

10. [lena BpemenHoro xpanenus (10 10 ser):

a) MOJIIINBAIOTCS B TBEPJLYIO OOJIOKKY;

0) Ha OTJEJILHOM JIUCTE JIeNaeTCs 3aBepUTENbHAS HAJIIHCh;

B) M TO U JIPYTO€;

T') HA TO, HU JIPYTOE.

11. [IlIpaBoBoii akT, omnpejeisilONUMi NOPSA0OK (OPMHPOBaHUs, 3aJa4H,

06ﬂ3aHHOCTI/I, npaBa, OTBETCTBCHHOCTL M OpPraHu3aluio paﬁoTbl NMpeanpusiTuss B LHEJIOM

WJIM ero CTPYKTYPHBIX NOApa3ie/ieHui — 3T0:

a) TPylOBOH JI0TOBOp;

0) MoJI0KeHue;

B) JIOJKHOCTHAsI MHCTPYKIIUS;

I') LITAaTHOE paclucaHue.

12. K opraHM3anmoHHbIM JOKYMEeHTAM OTHOCSITCS:

a) ycTaB, IITAaTHOE PACIIUCaHUE, MIOJI0KEHUE O CTPYKTYPHOM IOJpa3/Ie/IEHUH,

JOJDKHOCTHBIC MHCTPYKIUU,

0) MOCTaHOBJIEHHUSI, YCTAB, IPUKA3bI, PEIICHUS, PACTIOPSIKEHUS, TOJTO0KEHUS;
B) MPOTOKOJIBI, aKTHI, 00BSICHUTEIbHbIE U JTOKJIaJHbIC 3AIHCKH;
I') yCTaB, yKa3bl, IITATHOE PACIMCAHUE, ITOJI0KEHHE O CTPYKTYPHOM IOJIpa3/iesieHuH,

JOJDKHOCTHBIC MHCTPYKIIHUHU.

13. IIucbma, KOTOpbIe HANPABJISAIOTCS € LeJIbI0 NMOATBEPKACHUS JaHHBIX paHee

o0eIaHMii WJIM OTOBOPEHHBIX YCJIOBHIA:
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a) COIMPOBOAUTCIILHBIC TMChMaA,
0) rapaHTHITHBIC MTHCHMA,

B) MUCHbMA-TIOTBEPKICHHUS;

T') TUChbMa-peKIIaMallvy.

14. J1okyMeHT000OpPOT — 3TO:

a) IBMDKEHHUE JOKYMEHTOB B OpTraHH3aIlMi C MOMEHTA MX TIOJTYYCHUS WU CO3aHuUs
JI0 MOMEHTA OTIIPABKU HJIM UCTIOJIHCHUS;
0) co3aHKe ONTUMAIIBHBIX YCIIOBHI 1Tl pa0OTHI C IOKYMEHTAMU;
B) MPOLIECC CO3/AaHUS TOKYMEHTA.
15. Kakue U3 3THX IOKYMEHTOB HANPABJISIOTCS OT BHILIECTOSIIIET0 YPOBHS
ynpaBJieHHsl K HUKECTOsIIEeMY:
a) MpUKas3;
0) 3asBJICHUE;
B) YKa3aHUE;
T) ciry>keOHas 3anucka?
16. Opranu3amnus padoThl ¢ JOKYyMEHTAMH HAYMHAETCS

a) C UCTIOJTHEHUS IOKYMEHTA;
0) HanpaBIICHUs JOKYMEHTA Ha UCIIOJTHEHUE;
B) IIpHreMa BXOJISIIETO TOKYMEHTA.

IIpumepHbIii epeYyeHb BOMPOCOB K 3a4eTy:

1. Ilenu, 3a7a9u ¥ IPUHLIUIIBI COBPEMEHHOTO JETOMPOM3BOICTBA

2. JIOKyMEHT KaK HOCHUTEJIb MH(POPMALIUU U KaK CPEJICTBO PeasIn3alliy yIpaBIEHYECKUX
byHKIHIA.

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

4. Knaccugukaius 10KyMEeHTOB

5. CoctaB 1 0COOEHHOCTH PAOOTHI C KaIpOBOM TOKYMEHTalUeH

6. PaboTa ¢ koHpUIEHIINATEHBIMHA JOKYMEHTaAMH

7. OcobenHocTu paboOThl C OOpalIeHUSIMU U >kKajmobaMu OT TrpaxaaH JJOKyMEHT Kak
HOCHUTEINTh MH(POPMAITUH U KaK CPEJICTBO pealln3alliil YIPaBICHYSCKUX (PYHKINH.

8. HopmatuBHO-TIpaBOBBIE M METOJUYECKHE OCHOBHI JIIOTIPOU3BO/ICTBA

9. VHudukauus u craHAapTU3aLus Kak OCHOBHBIC HAlpPaBJIEHUS COBEPILEHCTBOBAHUS
JOKYMEHTAIUH. DTambl JOKyMEHTO000pOTa B OpraHU3aluu

10. Opranu3zanus paboThl C JOKYMEHTaMH.

11. HMHupexcauus JOKYMEHTOB, IPaBUjIa MHAEKCALUN JOKYMEHTOB

12.  KoHTposb, 32 HCIIOJTHEHHEM JIOKyMEHTOB

13. TloaroroBka J1en K apXUBHOMY XpaHEHHIO

14. DnexTpOHHBIM TOKYyMEHTOOOOPOT B OpraHU3aluu

15. Opranuzarmust JOKyMEHTO000pOTa

16. Perucrpanus J0KyMEHTOB

17.  KoHTpoJb UCTIONHEHUS TOKYMEHTOB

18. Cucremarusanus u XpaHeHHE JOKYMEHTOB

19. ®enepanbHOE 3aKOHOAATENHCTBO 00 opranuzanuu JJOY, TpeboBaHus yHUPUKAITUT
Y CTaHIapTH3AIINH.

20. OcHOBHBIC HaNpaBJICHUS COBEPIICHCTBOBAHUS cOcTaBa W (POpM TOKYMEHTOB B
corabHOU chepe.
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21. Buael 1OKYMEHTOB (pacrmopsiauTeNNbHbIC, OpraHU3AIMOHHBIE, WH(OPMAIIMOHHO-
CIPABOYHBIC) U UX XAPAKTEPUCTUKH.

22. llepeuHu NOKYMEHTOB C THIIOBBIMH CPOKaMH XpaHEHHUs. 3HAYCHUE NepeuHeil u
HOPSI0K MX IPUMEHEHUS B JICIIONPOU3BO/ICTBE.

23. OpranuzanuoHHbIe (GOPMBI JEIOMPOU3BOACTBA. X 3aBUCUMOCTD OT CieUU(UKU U
OPTraHU3alMOHHOMN CTPYKTYPBI YUPESIKIACHUSL.

24.  J1okyMeHTOOOOpOT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JOKYMEHTOIIOTOKOB.

25. IIpaBumia opraHu3anuu JOKyMEHTOO0O0pOTa OpraHU3aAIHH.

26. JlokyMeHTOOOOpOT KaK 3((EeKTUBHBI HHCTPYMEHT ONTUMH3AINN YITPABICHUYECKUX
peLICHU.

27. Texuomnorus padoThl ¢ 0OpaIeHUsIMU TPaXIaH B ACIOMPON3BOACTBE OpPraHU3aIIH.

28. TpebOoBaHMs 3aKOHOJATEIHCTBA K OPraHU3aUHN pabOThI ¢ OOPALICHUSIMH TPAXKAAH.

29. Howmenxiatypa e, e€ 3HaYeHUE, BUbI HOMEHKIIATYP JIeJ, METOJIMKA COCTABIICHUS
HOMEHKJIATYp eI

30. [IlomsaTHE «IKCHEPTH3BI LEHHOCTH» JOKYMEHTOB B JEJIONPOU3BOJCTBE, 3aJaudl H
HOPSIIOK [TPOBEICHHUSI.

31. TenaeHIHMH pa3BUTHS IIEKTPOHHOTO JOKYMEHTOOOOPOTA.

32. IlpaBOBO#i CTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIbHOE M HOPMAaTHBHOE
pEryIupOBaHHUE HCIOIB30BAHUS JIEKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI M 0a3bl
JIAHHBIX B COLMATILHOM cdepe.

33. JloKyMEHTHI HO JINYHOMY COCTaBY M UX OCHOBHBIC BH/IbI.

34. Dramnbl 00pabOTKH BXOASIIUX JOKYMEHTOB.

35. IlepBuuHas 06pabOTKa BXOIAMUX JOKYMEHTOB.

36. IlpuHsATHE YIPAaBIECHUECKOTO PELICHUS 0 KOHKPETHOMY JJOKYMEHTY.

37. OO0paboTKa OTIPaBIsAEMBIX JTOKYMEHTOB.

38. Peructpamus TOKyMEHTOB.

39. ®@opMBI perucTpanuu JOKYMEHTOB: ILEHTPAIM30BaHHAS, JEIECHTPATM30BaHHAS,
CMeIlIaHHas.

40. KoOHTpOJIb HCTIOTHEHUS JOKYMEHTOB.
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