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A WOWDN PR

Conep:xanue

OO1ue cBegeHus

CrtpykTypa U cofepkaHne y4eOHOU AUCIUIUTHHBI
yCHOBI/IH peaJII/I3aLII/II/I HpOI‘paMMBI JOUCIHHUIIIINHBI
KoHTposib pe3yabTaToB OCBOCHHUS YIeOHOM AMCIUTUTAHBI



1. OBIIIME CBEJAEHHUSA OIL.04 «IOKYMEHTAIMOHHOE OBECIIEYEHUE
YIIPABJIEHUS»

1.1. Mecto y4eoHoii nucuuninabl B crpykrype IIIICC3
[TpodeccnonabHBINA yIeOHBIN ITUKIT

TpeOoBanus K pe3yibTaTaM 0CBOEHHSI Y4eOHON TMCUMIJIMHBI

ba3oBas yacTp

B pesynbrare ocBOeHMS AUCUMIIUHBI 00YYarOIIUiCs T0JKEH YMETh: 0pOpPMIISITh JOKYMEH-
TaIMI0 B COOTBETCTBUH C HOPMATHUBHOW 0a30ii, MCHONB3Yysh MH(POPMAIIMOHHBIE TEXHOJOTHH; OCY-
HIECTBIISATh ABTOMATH3aLUI0 O00paOOTKH JOKYMEHTOB; YHHU(PHUIMPOBATH CUCTEMBI JIOKYMEHTAILIUU;
OCYHICCTBJIATL XPAHCHUC U ITOUCK JOKYMCHTOB; HCIIOJIb30BATh TCICKOMMYHHUKAIIMOHHBIC TCXHOJIO-
TUH B 3JIEKTPOHHOM JIOKYMEHTOO0O0pOTE.

B PE3YIbTATC OCBOCHHA JUCHUIIIMHBI o6yqafonmﬁcs1 JOJDKCH 3HaTh: IIOHATHC, LICIH, 3a1a-
Yl W NOPUHLHUIBI JEJONPOU3BOJCTBA; OCHOBHBIC IOHSATHUS JIOKYMEHTALIMOHHOTO oOecrnevyeHus
YIpaBJICHUS; CUCTEMBl JIOKYMEHTAIIMOHHOTO O0ECIeueHUs] YIPaBJICHUS; KIACCU(DUKALUIO JOKY-
MEHTOB; TpeOOBaHUsI K COCTABICHUIO U O(DOPMIICHUIO JOKYMEHTOB; OpPraHU3alUI0 TOKYyMEHTO000-
pora: mpuem, 00paboTKy, PETHCTPAIINIO, KOHTPOJIb, XPAaHCHHUE JJOKYMEHTOB, HOMEHKJIATYPY JeII.

BapuaTuBHas 4acTh — «HE NPEAYCMOTPEHO)

CopepxaHue TUCLUUIUIMHBI JTOJDKHO OBITh OPUEHTHPOBAHO Ha IMOATOTOBKY CTYJIEHTOB K
ocBoenuto npodeccronanbHbix Monyned IMIICC3 mo cnenuansHoctu 38.02.03 «OmneparuonHas
JeSITeTbHOCTD B JIOTHCTUKEY, M OBJIAJICHUIO MTpodeccrnonanbHpiMu KoMmeTenusmu (I1K):

IIK 1.1. IlpuauMate y4yactue B pa3pabOTKe CTPAaTETMYECKUX WU ONEPAaTUBHBIX JOIMCTHYE-
CKUX IUIAaHOB Ha YPOBHE MOJpa3jenacHus (y4acTKa) JIOTMCTUYECKOM CUCTEMBI C yYE€TOM Liesiel U 3a-
Jlad opraHu3anuy B 1esoM. OpraHu3oBbIBaTh pabOTy JIEMEHTOB JIOTUCTHUECKONW CHCTEMBI.

[1IK 1.2 IInanupoBaTh 1 OpPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax ydacTKa JIOTUCTHYE-
CKOM cucteMsl. [IpuHMMAaTh, COPTUPOBATh U CAMOCTOSITEIBHO COCTABIATh TPEOYyEMYI0 JOKYMEHTa-
LUIO.

I1K 1.3 OcymecTBiaTh BEIOOP MOCTABIIUKOB, IEPEBO3UYUKOB, OMPEAEIIATH THII TIOCPEIHUKOB
Y KaHaJbl pacipeieleHUs.

IIK 1.4 Bnaners METOIMKON MPOEKTUPOBAHMSI, OPraHU3ALNN U aHAJIM3a Ha YPOBHE MOApa3-
JeneHns (yJacTka) JIOTMCTUYECKOM CHCTEMbI yIpaBJeHMs 3aracaMu U paclpeieauTeNbHbIX KaHa-
JIOB.

IIK 1.5 Biagers OCHOBaMH ONEPaTUBHOIO IUIAHWPOBAHMS W OPraHU3ALMKM MaTepHaIbHBIX
IIOTOKOB Ha IPOU3BOJICTBE.

[IK 2.1 VYyactBoBaTh B pazpaboTke HH(GPACTPYKTYphI IPOLEcca OPTaHU3aluy CHA0XKEeHUS U
OpraHU3alMOHHON CTPYKTYpHI yIIpaBlieHUs] CHAOXKEHHEM Ha ypOBHE MojpaszzeneHus (ydacTka) Jo-
TUCTHYECKON CUCTEMBI C yUETOM LIeJIeH U 3a/1a4 OpraHu3aluu B LEJIOM.

IIK 2.2 IIpuMeHATH METOMOJIOIHI0 IPOEKTUPOBAHUS BHYTPUIIPOM3BOACTBEHHBIX JIOTUCTHU-
YECKUX CHCTEM MPHU PELICHUH MPAKTUYECKUX 3a/1ad.

IIK 2.3 Hcnonps30BaTh pa3IndHble MOJEIN U METO/BI YIIPABICHUS 3allaCaMH.

[IK 2.4 OcymecTBisTh yrpaBjieHHE 3aKa3aMu, 3allacaMu, TPAHCIIOPTUPOBKOU, CKIaAUPOBa-
HHUEM, Tpy301epepadoTKOM, yIIakoOBKOM, CEpBUCOM.

IIK 3.1 Bnamers Metomosnorueii oneHkd 3PGEeKTUBHOCTH (DYHKIIMOHHUPOBAHUS SJICMCHTOB
JIOTUCTUYECKON CUCTEMBI.

INIK 3.2 CocraBiare mporpamMmy M OCYIIECTBIISITH MOHHUTOPHHT IOKa3aTeled paboThl Ha
ypOBHE ToOJpazaeneHus (y4acTka) JIOTUCTUYECKONH CHCTEMbI (IIOCTaBIIMKOB, IMOCPEIHUKOB, IMEpe-
BO3YMKOB 1 3(PPEeKTUBHOCTH pabOTHI CKIAICKOT0 X03sIICTBA U KaHAJIOB paclpeesieHus).

I1K 3.3 PaccuuThIBaTh ¥ aHAJIU3UPOBATH JOTUCTUUECKUE U3IEPIKKH.



IIK 3.4 IIpuMeHATb COBpEMEHHBIE JIOTUCTUYECKUE KOHLIETILMU M MPUHLIMIIBI COKpAIECHUS
JIOTUCTUYECKHUX PACXOJIOB.

IIK 4.1 IIpoBOoAUTH KOHTPOJIb BBIIIOJIHEHUS U SKCIIEANPOBAHMSI 3aKA30B.

IIK 4.2 Opranu3oBbIBaTh NMPUEM U MPOBEPKY TOBAPOB (TapaHTHs IMOJIYYCHHUS 3aKasza, Ipo-
BEpKa KayecTBa, MOATBEPKJICHHE MOTYyYCHUS 3aKa3aHHOTO KOJINYEeCTBAa, 0()OPMIICHUE HA TIOTYYECHUE
U PErUCTPALUIO ChIPbs); KOHTPOJIMPOBATh OILUIATy OCTaBOK.

1K 4.3 IlogOupate u aHATU3UPOBATH OCHOBHBIE KPUTEPUH OLIEHKH PEHTA0CIbHOCTH CHCTEM
CKJIaIUPOBaHMsI, TPAHCIIOPTUPOBKH.

I[IK 4.4 Ormpenenats KpUTEPUH ONTHMAIBHOCTH (YHKIMOHUPOBAHUS TOpPA3ICICHUS
(ydacTka) JOrMCTUYECKOM CUCTEMBI C YyUETOM LieJIeH U 3a7a4 OpraHu3alyy B LEJIOM.

B mporecce ocBoeHMS AMCHUIUIMHBL y CTYIEHTOB JOJDKHBI (POPMHPOBATH OOIIME KOMIIE-
tennnu (OK):

OK 02. Opranu3oBbIBaTh COOCTBEHHYIO JAEATEIBHOCTh, BEIOMPATh TUIIOBBIE METOABI U CIIO-
COOBI BBINOJIHEHUSI TPO(ECCUOHATIBHBIX 33/1a4, OLEHUBATh UX YPPEKTUBHOCTD U KAYECTBO.

OK 04. OcymiecTBiATh MOUCK M UCIOJIb30BaHUE MH(POPMALIUK, HEOOXOIUMOMN 1iisi AP dek-
TUBHOTO BBINOJIHEHUSI TPOGECCUOHATIBHBIX 33/1a4, TPO(ECCHOHANBHOIO U TMYHOCTHOI'O PAa3BUTHS.

OK 05. Hcrnonp3oBarh WH(GOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH B TMpodeccro-
HaJIbHOW JEATeIbHOCTH

1.3. O6beM yueOHOI TUCHUILVIMHBI U BU/IbI Y4eOHOil padoThl

Bup yae6HO# paboThI O0Bem yacoB
MaxkcuMmanbHas yueOHasi Harpy3ka (Bcero) 62
OO6s3aTenbHas ayquTOpHAas yueOHast Harpy3ka (BCero) 42
B TOM YHUCJIC:
MPAKTUYECKHE 3aHATUS 14
CamocrosiTenpHast paboTta oOydarorierocs (Bcero) 18
Koncynpranus 2

Wrorosas arrectauus B popme AupdepeHIMPOBAHHOIO 3a4eTa




2. CTPYKTYPA Y COJEP)KAHUE YUYEBHOM JUCIUILINHBI OI1.04 « JIOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»
2.1. TemaTuveckuii MJIAH U COJeP:KAHNE

Conep:kanue y4yeOHOro MaTepuasia, JadoparopHbie padoThbl U NMPaK-

YpoBenb
HaumeHoBaHuUe pa3ieioB M TeM | THYeCKHE 3aHATHS, CAMOCTOATE/IbHAsI pa6oTa 00y4alUIUXCH, KYpCo- O0beM yacoB OCBOCHIS
Basi padora (MPoeKT)
1 2 3 4
Pa3znea 1 JlokyMeHTHpOBaHMe YIIPABJIEHYECKOM 1eATeJIbHOCTH:
o01mme 1M0JI0KeHU s
Tema 1.1 IlonsTe nokyMeHTa u Copep:xanue yueOHOro MaTepuana 2 2
CIIOCOOBI IOKYMEHTHPOBAHUSI. 1. JIokyMeHT Kak HOCUTENIb WH(OPMALIUU: TIOHATUE, TPU3HAKHU, (PYHKIIHH.
ONEKTPOHHBIM JTOKYMEHT.
2. Knaccudukanus JOKyMEHTOB.
[IpakTuueckue 3aHATHS 1 2
1. O6cyauth uctoputo (OPMUPOBAHUS U PA3BUTHS YUCHUS O TOKYMEHTE.
N3yuuts pazBuTHe aenonpousBoacTBa B Poccuun
2 3acnymats coobuieHust mo pedepatam Ha TeMy: DBOJIIONUS JOKYMEHTa
Kak HOcHUTeNsl uH(popMann. Bo3HUKHOBEHHE U pa3BUTHE JIETOMPOU3BO/I-
ctBa B Poccun.
CamocrosiTenbHas paboTa o0ydyaroumxcs 2 3
1. Hanmcate pedepar Ha TeMy: DBOIIONHS TOKYMEHTA KaK HOCUTEIS UH-
dhopmaruu. BozHUKHOBEHWE U pa3BUTHE JIEJIONPOU3BOICTBAa B Poccuu.
Tema 1.2 Yaudukauus u ctas- Conepxanue yueOHOro MaTepuasa 3 2

AapTrusanysa 10KyMCEHTOB. Cu-
CTCMbI JOKYMCHTAILINU.

1. 3akoHOo1aTeNbHOE U HOPMATUBHO-METOIUYECKOE PETYINPOBAHUE JEIIO-
Mpou3BoACTBA B PO

2. Crangaptuzanus AokymMeHTooOopota B P® Ha coBpeMeHHOM »3Tame.
Bunpl cranaapToB U MX 00I1as XapaKTepUCTUKa

3. [lonstre yHupuUKauu JOKYMEHTa U €€ Pa3HOBUIHOCTU. YHUPUIIHUPO-
BAHHBIEC CUCTEMBI JOKYMEHTALINH.




HaumeHoBaHue pa3jiesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl M IPaK-
THYECKHE 3aHATHS, CAMOCTOSITeJIbHAsA padoTa 00y4arIMXCs, Kypco-
Basi paboTa (IIpoeKT)

O0BbeM yacoB

YpoBeHb
OCBOEHUS

[IpakTuueckue 3aHATHA
1.M3yunTh HOpMaTUBHbBIE MaTepHAIIBI IO YHU(UKALNN TOKyMEHTAIIUN
2. 3anoJHUTh YHU(UIPOBAHHBIE JOKYMEHTbI

2

CamocrosrenbHas pabora 00yJaromuxcs
1. CoctaBuTh KOHCIIEKT Ha TeMy: OO0Ias XapaKTepHCTHKA CUCTEM JIOKY-
MeHTauuu B PO

Tema 1.3 PexkBu3utsl 1 OJIaHKHA
JOKYMEHTOB.

Coneprxkanne ydeOHOro Marepuasia

1. PekBU3UT TOKYMEHTA: IOHATUE, OCOOCHHOCTH, 3HAYCHUE
2.006mue TpeboBaHus K 0OPMIICHHIO U PACIIOIOKEHUIO PEKBU3UTOB J10-
KYMEHTOB

[IpakTrueckue 3aHATHS

1. 3yuuth O651aHK JOKyMEHTA: TOHTHE, BUJIbl, 0COOEHHOCTH

2. [ToBropuTh 00IIME TPpeOOBaHUS K OOPMIICHHUIO U PACTIONOKECHUIO PEK-
BU3UTOB JOKYMEHTOB

3. OdopMUTH OT/ETBHBIE PEKBU3HUTHI B 33JaHHOM (hopMaTe Ha pa3InyHbIX
Onankax (o0muii O1aHK, OJaHK MHChMa, KOHKPETHOT'O JOKYMEHTA)
4.Pa3paboTaTh HOBbII OJIaHK KOHKPETHON OpraHu3aluu (C pa3audHoil op-
raHNU3aLMOHHO-TIPABOBOM (hOPMOIi U BHJIOM JESTEIBHOCTH)

CamocTosTenpHas paboTa o0ydaronmxcs
1. OpopMuth KOHCHEKT Ha TeMy: OTIeIbHbIE 0COOCHHOCTH O()OPMIICHHS
TeKcTa JOKYMeHTa (4ucell, TabauIl, UMeH U (paMIInii)

Tema 1.4 OpranuzaimoHHO-
pacnopsiiUTeNbHast TOKYMEHTa-
1ust. OpraHu3aloOHHbIE TOKYMEH-
THI.

Coneprkanne ydeOHOro MaTtepuania

1. Opranu3zanmoHHbIE TOKYMEHTHI: TIOHATHE, OCOOCHHOCTH, BHUJIBI
2.06mue TpeboBanus K 0hOPMIICHHUIO OPTaHU3aIMOHHBIX TOKYMEHTOB

[IpakTrueckue 3aHATHS
1. ObopmuTh OTHETHHBIC BUBI OPTAaHU3AIMOHHBIX JJOKYMEHTOB

CamocrosiTenbHast paboTa o0ydyaroumxcs
1. Odopmuth 00paser MTATHOTO PaCIUCAHUS OpraHU3alun




HaumeHoBaHue pa3jiesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl M IPaK-
THYECKHE 3aHATHS, CAMOCTOSITeJIbHAsA padoTa 00y4arIMXCs, Kypco-
Basi paboTa (IIpoeKT)

O0BbeM yacoB

YpoBeHb
OCBOEHUS

Tema 1.5 OpranuzanmoHHo-
pacnopsiiuTeNbHast IOKyMEHTa-
nus. PacopsiqutenbHbie JOKY-
MEHTBI

Copep:xanue yueOHOro MaTepuana

1.PacniopsinuTenbHBIE TOKYMEHTHI: TIOHATHE, OCOOCHHOCTH, BUIBI
2. O6ue TpeboBaHus 0 0OGOPMIICHUIO PACTIOPSAUTEIBHBIX TOKYMEHTOB
3. OcobenHocTr 0OPMIICHHS IPUKA30B IO JUYHOMY COCTABY

2

[IpakTrueckue 3aHATHS
1. OdopMUTD OTZENbHBIE BUJIbI PACTIOPAIUTEIbHBIX TOKYMEHTOB (IIPUKa3,
pacrnopsiKeHHe, peleHue)

CamocrosTenbHas paboTa 00y4aroIuxcs

1. IlpoBecTr aHanM3 0COOCHHOCTEH OPOPMIICHHS PACTIOPSIIUTEIBHBIX J10-
KYMEHTOB Pa3jIMYHBIX HOPUAUYECKHUX JIUI, 0GOPMHUTH 0o0Opa3el pacropsi-
JKCHHA 3aM. JUPCKTOpA OpraHru3aliun

Tema 1.6 MudopmarimonHo-
CIPAaBOYHBIC JIOKYMEHTBI

Copep:xanue yueOHOro MaTepuana

1.MapopManmoHHO-CITPaBOYHBIC JOKYMEHTBI: MIOHATHE, OCOOSHHOCTH,
BUJIBI

2. O6mue TpeboBaHUS MO OPOPMIIEHHIO HMH(OPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB

[IpakTnueckue 3aHATHSA
1. OdopMuTh OTAEIBHBIE BUIABI HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEH-
TOB (AKT, CITpaBKa, MPOTOKOI)

CamocrosiTenbHas paboTa o0ydyaroumxcs
1. IToAroToBUTH NOKJIAA-NIPE3EHTAlMIO HAa TeMy: OCOOEHHOCTH MO OTOB-
KM ¥ 0)OPMIIEHHS JOKYMEHTOB JI€JIOBOM NEPENUCKH OpraHU3aliu.

Tema 1.7 OdopmiieHrE OCHOBHBIX
JOKYMEHTOB YIPaBJICHUS

Copep:xanne yueOHOT0 MaTepuana

[IpakTrueckue 3aHATHS
1.JlenoBas urpa «OCHOBHBIE IOKYMEHTHI YIIPaBICHUS)

Koncynbranus




HaumeHoBaHue pa3jiesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl M IPaK-
THYECKHE 3aHATHS, CAMOCTOSITeJIbHAsA padoTa 00y4arIMXCs, Kypco-
Basi paboTa (IIpoeKT)

O0BbeM yacoB

YpoBeHb
OCBOEHUS

CamocrosiTenbHas paboTa 00yJarommxcs

1.BBINOTHUTS MHIWBUYATBHOE 3aJlaHUE JJISl JCTOBOW UTPBI: 0(OPMHUTH
naxkeT 00pa3oB JOKYMEHTOB KOMMEPUYECKOTO MPE P TUS

2. Odopmuthb 00pasers JMYHOTO 3asBICHHUS, PE3IOME.

4

3

Paznen 2

Opranusanusi padboTbl ¢ JIOKYMEHTAMH

21

Tema 2.1 OcHOBHBIE ITpaBUJIa Opra-
HU3alUU pabOThI C JOKyMEHTaMU

Coneprxkanue y4eOHOro Marepuana

1.OcHoBHBIE NpaBUIIa OpraHU3alMK JOKYMEHTO000POTa Ha MPEANPUSITHH.
2.KauecTBEeHHbIE XapaKTEPUCTUKU JOKYMEHTO000pOTA.

CamocrosiTenbHast pabota o0yJyaroumxcs

1.0¢opmuts koHCHEKT Ha TeMy: Ilopsaok HampaBieHNs JOKyMEHTa Ha
ucrnoiHenue. Buasl 1 popMbl KOHTPOJIS UCTIOJIHEHMSI, CPOKOBAst KapTOTe-
Ka

Tema 2.2 Opranuzaiusi perucrpa-
[IUU TOKYMEHTOB U KOHTPOJIb UX
WCTIOTHEHUS

Coneprxkanne y4eOHOro Marepuasia

1. [ToHsATHE perucTpanuy J10KyMEHTa U €€ CTaJAuu
2. O6mue mpaBuia PETUCTPALIMN YIIPABICHYECKUX JOKYMEHTOB

[IpakTnueckue 3aHATHS

1. Ha npuMepe umeromuxcsi JOKyMEHTOB POBECTH PETMCTPALIAIO BXOIs-
IIMX U UCXOMAAIINX JTOKYMEHTOB B PaMKax HEOOXOAUMBIX JJIsl JaHHOT'O
BUJIA IOKYMEHTOB PETUCTPALIMOHHBIX (HOpM

2. CocTaBUTh CXeMy IOKyMEHTO000pOTa MPEANPUATHS

CamocTosiTenbHast paboTa 00yJaronuxcs
1. OpopMuTh B TETpaaN pEruCTpaiOHHBIE (POPMBI ISl BXOJAIIMX U UC-
XOJSIIIUX JOKYMEHTOB

Tema 2.3 Opranusanus onepaTus-
HOT'O XpaHEHUs TOKYMEHTOB

Copep:xanne yueOHOT0 MaTepuana

1. [ToHsiTHEe ONEPaTUBHOTO XpaHEHUsI IOKYMEHTa U TpeOOBaHUs K opra-
HU3AI[UU ONIEPAaTUBHOTO XPAaHEHUs YIPABICHUECKOU TOKYMEHTAlUN
2. Homenknarypa fein: nmoHsiTHe, BUbL, TpeOOBaHUS K O(POpPMIIEHUIO
3. ®opmupoBanue u opopmienue aen. CuctemMaTusaiys JOKyMEHTOB B




HaumeHoBaHue pa3jiesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl M IPaK-
THYECKHE 3aHATHS, CAMOCTOSITeJIbHAsA padoTa 00y4arIMXCs, Kypco-
Basi paboTa (IIpoeKT)

O0BbeM yacoB

YpoBeHb
OCBOEHUS

nesne. XpaHeHue Jiel

[IpakTrueckue 3aHATHS
1.Pa3paboraTte HOMEHKIATYPY J1€] KOHKPETHON OpraHu3aiuu
2. O3HaKOMHUTBCS C CHCTEMAaTH3aluel JOKYMEHTOB B JIEJIC.

KoncynbTanus

CamocrodrenbHas pabota 00yJaronmxcs

1. I3yunts «I'OCT P 7.0.8-2013 Cucrema cTangapToB 1o uH(GOpMAIIHH,

OUOIMOTEYHOMY U M3/1aTeNIbCKOMY Jieny. [lenonpon3BoACTBO U apXUBHOE
neno. TepMuHbI 1 onpeneneHus» u 0HOPMUTH KPATKUH CIIOBAPh TEPMU-

HOB

Tema 2.4 Ilopsnok nepenauu s1o-
KyMEHTOB B apXUB WJIM HAa YHUYTO-
KEeHHE. ApXUBHOE XpaHEHUE JIOKY-
MEHTOB

Coneprxkanne ydeOHOro Marepuasia

1.Cpoku xpaHeHus1 JOKYMEHTOB

2. DKcnepTu3a LEeHHOCTH JOKYMEHTa

3. [Ipouenypa nepeaayn TOKYMEHTOB Ha apXHUBHOE XpaHEHUE
4. [lpouieypa yHUUTOXKEHHS TOKYMEHTa

[IpakTrueckue 3aHATHS
1. IToaAroTOBUTH JOKYMEHTAIIMIO KOHKPETHOM OpraHu3aluu JJIs Iepeaadu
Ha apXMBHOE XPaHECHUE

CamocrosiTenbHas paboTa o0ydyaroumxcs
1.CoctaBuTh KOHCHEKT Ha TeMy: CpOKH XpaHEHUS IOKyMEHTOB
2.0opMHTH TUTYIBHBIN TUCT «Jle0» s C1auu B apXUB.

Tema 2.5 Komnerotepuzanus J10Y

Copep:xanne yueOHOTo MaTepuana

Opranu3anus 3JIeKTPOHHOTO JOKYMEHT0000poTa

[IpakTrueckue 3aHATHS
1. O3HaKOMHUTBCS C COBPEMEHHBIMH MPOTrPaMMHBIMU MPOJIYKTaMu B cdepe
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus! yIpaBiIeHUs

CamocTtosTenpHas paboTa o0ydaronuxcs
1.CoctaBuTh KOHCIIEKT Ha TeMy OCOOCHHOCTH OpraHU3aIH JIEKTPOHHO-
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Coaeprxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl M IPaK-
HaumeHoBaHMe pa3/ie/ioB M TeEM | THYECKHE 3aHATHS, CAMOCTOSTEIbHAasA padoTa 00y4aroMXxcs, Kypco- O0bem yacon
Basi paboTa (IIpoeKT)

YpoBeHb
OCBOEHUS

ro JOKyMeHT0000opoTa

[TpumepHas TeMaTHKa KypCOBBIX paboT (ITPOSKTOB) HE MPEyCMOTPEHO
CamocrosiTenbHas paboTa 00yJaronuxcst HaJ KypcoBOi paboToil (IIPOSKTOM) HE TIPETYCMOTPEHO
Bcero: 62

Jli XapaKTepUCTUKU YPOBHS OCBOCHMSI yUeOHOr0 MaTepualla UCIOJIb3YIOTCS CIelyrolue 0003HaueHus:

1 - o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEe H3YYCHHBIX OOBEKTOB, CBOICTB);

2 - penpOyKTUBHBIN (BBIIIOJHEHHUE AEATEIBHOCTU 0 00pa3ily, MHCTPYKLHHU WM O] PyKOBOJICTBOM)

3 - MPOYKTUBHBIN (TNTAHKPOBAHNE M CAMOCTOSTEIIEHOE BBIIOJIHEHHUE JIESITEIbHOCTH, PELICHNE TPOOIEMHBIX 3a/1a4)
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3. YCJIOBUS PEAJIN3ALIMY YUYEBHOM JUCIUILIUHBI
3.1. TpeboBaHusi K MUHUMAJILHOMY MATePUAILHO-TEXHHYECKOMY 00ecredyeHn o

Peanuzanus nporpaMMbl yd4eOHOH AUCIUIUIMHBI TpEOyeT HAIMYMS yueOHOro kabuHera J1o-
KYMEHTAIIHOHHOTO 00ECTICYSHUS YITPABIICHUS.

O6opynoBanue y4eOHOT0 KaOMHETa M TEXHUYECKHE CPEJICTBA O0YUCHUS .

OcHoBHOE 000pyTOBaHUE:

- Jocka noaxaTHasi;

-MynsTrMeuitHbIi KoMIUTeKT (poektop Casio XJ-V2, skpan Lumien Eco Picture);

- [TapThl yueHnYEeCKHE IBOMHEIE;

- Cton npenoiaBarens;

- CTynbs.

[IporpamMmMHoe obecrieueHue:

1. Microsoft Windows 7 Professional (OO0 "IMacupux Kommsrorepsr [pyn", 'K Ne55 ot
03.05.2011 r., munensust Ne48467770 ot 06.05.2011 r.).

2. Microsoft Office ProPlus 2010 Russian Acdmc (OOO "TMacu¢puk Kommetorepsr ['pym",
'K No254 ot 01.11.2010 r., nunen3us Ned7549521 ot 15.10.2010 r., 6eccpoyHo).

3. CIIC KoncynsrautlOpuct: Bepcus Ilpod (OOO "baszuc", moroBop Ne2019-596 ot
25.12.2019 r., nunen3us Ne2567, neticreue ot 01.01.2020 r. g0 31.12.2020 1.).

4. Google Chrome (cBoboaHoe).

5. Adobe Acrobat Reader (cBo6oaHoe).

3.2. Nudopmanuonnoe odecneyeHue o0yyeHus (mepeyeHb peKOMeHAyeMbIX y4eOHbIX
u31anuii, UaTepHeT-pecypcoB, 10NOJHUTEIBHON JUTEPATYPHI)

OcCHOBHbBIE HICTOYHUKH:

1 BacakoB, M.J. [lokymeHTainoHHOEe 0oOecrieueHrue yrpaBjieHus: (C OCHOBaMU apXUBOBE-
neHus ). : yuebHoe nmocobue / bacakoB M.U. — Mocksa : KnoPyc, 2021. — 216 ¢. — (CIIO). —
Texcr: anexkrponnsiii // DBC IOpaiit [caiit]. — URL: https://book.ru/book/932044.

2 Jloponuna, JI. A. JIokyMeHTallMOHHOE OOecreueHUe YIpaBiIeHUs : YUeOHUK U MPaKTH-
KyM 15 cpefHero npodeccuoHanbHoro oOpazoBanusi/ JI. A. loponuna, B. C. MputukoBa. —
MockBa : MsparensctBo FOpaiit, 2022. — 233 c. — (IIpodeccronansHoe oOpa3oBaHue). —
Texcr : onektponHbii //  OOpazoBarensHas 1miatgopma [Opaitt [caiit]. — URL:
https://urait.ru/bcode/492618.

3 Kysznenos, U. H. [lokymeHTanmonHoe odecnieueHue ynpasieHus. JJoKyMeHTO0O0pOT 1
JICTIOTIPOM3BOACTBO | YYCOHUK M MPAKTHKYyM JJIsl CpelHEero MpohecCHOHANBHOrO 00pa3oBaHus /
. H. Ky3nenioB. — 3-e¢ m3a., nepepad. u gom. — Mocksa : UsnmarensctBo HOpaiit, 2022, —
462 c. — (IIpodeccuonanbroe obpazoBanue). — Tekct : amekTpoHHbIH // OOpasoBarenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/490168

4 TllyBanoBa, H. H. JlokyMeHTallmoHHOEe oOecrieueHue YNpaBieHus : yYeOHUK U MpPaKTu-
KyM JUTst cpetHero npodeccuonanbaoro oopazosanus / H. H. IllyBamosa. — 2-e 3. — Mocksa :
WznatensctBo HOpaiit, 2022. — 265 ¢. — (IlpodeccuonanbHoe obpazoBanue). — TeKCT : dMek-
TpoHHbIii // Obpa3zoBarenbHas miathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/489985

JlonoTHUTeIbHbIE UCTOYHUKH:

1. I'notoma, C.A. JlokymeHTanmonHoe obecrieuenue ynpasienus: yaeonuk / C.A.I'morosa,
A.JO.KonbkoBa, A.M.Kykapuna, E.A.Ckpumnko. Ilom oOmeit pemakmueit T.A. BbvikoBoit. —
Mocksa: KuoPyc, 2020. — 266 c¢. — (CI1O). — Tekct: anexkrponnsiit // 9BC FOpait [caitt]. —
URL.: https://book.ru/book/932895.

2.T'po3oBa, O. C. [1enonpou3BoACTBO : y4eOHOe mocoOue Jisi cpeaHero mnpodeccrnoHab-
Horo oOpaszoBanus / O. C. I'pozoBa. — MockBsa : M3narensctBo HOpaiit, 2022. — 126 c¢. — (IIpo-
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https://urait.ru/bcode/492618
https://urait.ru/bcode/490168
https://urait.ru/bcode/489985

deccuonanbHOE 00pa3oBaHue). —TeKCeT : AmekTpoHHbIN // OOpa3oBaTtenbHas tuiargopma FOpait
[caiit]. — URL.: https://urait.ru/bcode/492787

3. KazakeBuu, T. A. JlIokyMeHTaIlmOHHOE OOECIIeUeHNE YIIPABICHHUS: YUCOHUK U MPAKTUKYM
Uit cpenHero npodeccuonansHoro oopasoanms / T. A. Kazakesuu, A. U. Tkanmuu. — 2-¢ u3m.,
ucrp. u aon. — Mocka: UznarenscTBo IOpaiit, 2019. — 177 ¢. — (IIpodeccuonanbroe odpazo-
Banue). — Tekct: anekrponnsiii // DBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru
/bcode/437587.

4. Kopsnees, U. K. JlokyMeHTaIlMOHHOE OOECIICUCHUE YIPABICHUS : YICOHUK U MPAKTUKYM
I cpemHero  MmpodecCHOHAILHOIO oopazoBanmsi / . K. KopHees, A. B. ITmenko,
B. A. Mamypues. — 2-¢ usn., nepepad. u gom. — Mocksa : M3narensctBo Opaiit, 2022. —
384 c. — (IIpodeccuonanbaoe obpazoBanue). — TeKCT : AMeKTpoHHBIN // OOpa3oBarenbHas IJIaT-
dopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/492541

JJIeKTPOHHBbIE PeCypChI:
http://www.book.ru - Dnekrporno-6ubimoreunas cucrema BOOK.ru
http://rucont.ru - DnexTporHo-O6nbIHOTeYHas cictema PYKOHT
http://znanium.com - 3bC uznatensctBa < UHDOPA-M»
http://elibrary.ru/ - Hayunast snextponHas 6ubimorexa
http://eup.ru — 6ubIMOTEKa YIKOHOMUYECKON M YITPABICHYECKOM JINTEPATyphl
Koncysprant-mmoc: http: //www.consultant.ru/
[apanT: http://www.garant.ru.
8. Kpatkas ucropus pa3BUTHSI OTE€YECTBEHHOTO JAeN0Npou3BocTBa http://www.myshared.ru
/ slide/620037

NookrwnpE

HopMaTuBHbIE IOKYMEHTBI:

1 TI'paxnanckuii koaekc Poccuiickoit @eneparun. // [ DnexTponHslii pecype] / Pexum no-
cryma: http://consultant.ru

2 ®enepanbubiii 3akoH «O0 apxuBHOM jene B Poccuiickoir deneparun» ot 22 oKTAOPS
2004 roma Ne 125-®3// [ Daexrponnsiii pecypc] / Pexxum noctyna: http://consultant.ru

3 ®@epnepanbublii 3akoH «O06 mHpOpMauuU, UHPOPMALMOHHBIX TEXHOJOTHSAX M 3allluTe
undopmarun» ot 27 uronst 2006 roga Ne 149-®3 //[Dnextponnsiii pecype]| / Pexum moctyma:
http://consultant.ru

4 depepanbhblii 3akoH «O TEpCOHATBHBIX TaHHBIX» 0T 27 urois 2006 roma Ne 152-D3 //
[DnexTponHsii pecype] / Pesxum moctyma: http://consultant.ru

5 ®enepanbhbiii 3akoH «O0 snexTponHOM oamucu» oT 06 ampens 2011 rona Ne 63-D3 //
[DnexTponHsIii pecype] / Pexxum moctyma: http://consultant.ru

6 T'OCT P 7.0.97-2016. Hammonaneneni crangapt Poccuiickoit ®@enepanuu. «Cucrema
CTaHIApTOB MO HH(poOpMaNMM, OUOIMOTEYHOMY M H3JAaTesbcKoMy aeny. OpraHu3anuoHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeOGoBaHus K opopmiIeHHIO TOKyMEHTOB». (yTB. Ilpukazom
Poccrannapra ot 08.12.2016 Ne 2004-ct)// [OnextponHblii pecypc] / Pexum nocryma:
http://consultant.ru

7 TOCT P 7.0.8-2013. Hauumonanenblii ctanmapT Poccuiickoit @enepammu. «Cucrema
CTaHJapTOB MO HWHGOpPMALMK, OMOTUOTEUHOMY U M3AaTelIbCKOMY JNieny. Jlemonpon3BoacTBO U ap-
xuBHOE j1e10. TepMunsl u onpeaenenus». YTB. [Ipukazom Poccrannapra ot 17.10.2013 Ne 1185-ct
// [ Dnextponnsiii pecypce] / Pesxum mocryma: http://consultant.ru

4. KOHTPOJb W OIEHKA PE3YJbTATOB OCBOEHHSI YYEBHOI1
JUCHUTJIMHBI

KonTtposnp 1 o1ieHKa pe3ynbTaToB OCBOEHUS y4€OHOM NMCIUIUIMHBI OCYILECTBISETCS Mpe-
nojaBaresieM B MPOLEeCCe MPOBEACHUS MPAKTUUECKUX 3aHATHH U TaOOpaTOPHBIX PabOT, TECTUPO-
BaHUs, a TAKXKE BBIMOJHEHUS 00yJaroIMMHCS MHAUBUAYAIbHBIX 3aJJaHUM, TPOEKTOB, UCCIIEI0Ba-
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HUMH.

Pe3yabTarsl 00yyeHus
(0CBOECHHBbIE YMEHUs1, 3SHAHUS)

@®opMBbI U METO/IbI KOHTPOJIA
U OLIEHKH Pe3yJIbTATOB 00y4eHHUs

B pesynbprare ocBoeHUS AUCIH-
IUIMHBl OOYYaIOMIMUACS JA0JIZKeH
yMeThb:

OcymiecTBisIETCS TEKYIIUH KOHTPOJIb, PYOEKHBIH W HUTOTO-
BBIiA.

- 0OpMIIATH JOKYMEHTAIUIO B
COOTBETCTBUH C HOPMAaTHUBHOMN
0a3oii, ucnonb3ys UHpoOpMaLU-
OHHBIC TEXHOJIOTHH;

Ornenka pesyibpTatoB oOyueHus no temam 1.2, 1.3, 1.4, 1.5,
1.6, 1.7 mpousBoAUTCS MPH TTOMOIIIHN:

- YCTHOTO M MMCBMEHHOTO OIPOCa;

- BBITIOJTHEHUS MHIUBUTYAJIbHBIX JIOMAITHUX 33 JaHuH;

- BBITIOJTHEHUS] BHEAYTUTOPHOU CaMOCTOSITEIIBHON pabOTHI;
-COCTaBJICHUS MPOEKTOB JJOKYMEHTOB;

- y4acTus B JACJIOBOM UTIpE.

- OCYIIECTBIISATh ABTOMAaTH3a-
U0 00PabOTKHU TOKYMEHTOB;

OueHka pe3yabTaToB oOydenus mo temam 1.2, 1.3, 2.2, 2.3,
2.4, 2.5 npou3BOAUTCS IPU NOMOIIU:

- YCTHOTO ¥ TUCBMEHHOTO OIIPOCa;

-BBITIOJIHCHU S TTPAKTHYCCKUX 3aaHHIA;

- BBITIOJIHEHUS] MHAUBUIYalIbHBIX JOMAITHHUX 3aJIaHUM;

- BBITIOJTHEHUSI BHEAYTUTOPHOM CaMOCTOSITEIIBHON paOOTEHI.

- YHU(QUIMPOBATh CUCTEMBI J10-
KyMEHTAIIHH;

Ouenka pe3ynbTatoB oOyueHus no temam 1.2, 1.3, 1.4, 1.5,
1.6, 1.7 mpon3BOAUTCS MIPHU MTOMOIIIH:

- YCTHOTO M MHCbMEHHOTO OIPOCa;

- BBITIOJTHEHUST MHIUBHTyaJIbHBIX JOMAITHUX 33JIaHUMH;

- BBITIOJTHEHUS] BHEAYTUTOPHOM CaMOCTOSITEIbHON pabOThI;
-COCTABJICHHS ITPOCKTOB JJOKYMEHTOB;

- ydacTus B JeJIOBOM UTpe.

- OCYHCCTBJIATH XpPaHCHHUC U
IMONCK JOKYMCHTOB;,

Ornenka pe3yibTaToB oOydeHus mo temam 2.1, 2.2, 2.3, 2.4,
2.5 IpOU3BOAMTCS IIPH TOMOIIIH:

- YCTHOTO ¥ IUCHBbMEHHOTO OTIPOCa;

-BBITIOJIHEHUS TPAKTHYECKUX 3aaHHI;

- BBIIIOJIHCHU A I/IHI[I/IBI/IleaJ'H:HI)IX JOMAIITHUX SaI[aHHﬁ;

- BBITIOJTHEHUS] BHEAYTUTOPHOM CaMOCTOSITENIbHON pabOTEHI.

- HCIOJB30BATh TCJICKOMMYHH-
Kal[MOHHBIE TEXHOJIOTUH B JJIEK-
TPOHHOM JIOKYMEHTOO0O0pOTE.

Orenka pesyibpTatoB oOydeHus mo temam 1.3, 1.4, 1.5, 1.6,
2.2,2.3, 2.4, 2.5 npou3BOAUTCS MPU TTOMOIIIN:

- YCTHOTO ¥ IICBMEHHOTO OIPOCa;

- BBITIOJTHEHUS IPAKTUYECKUX 3aJaHUK;

- BBITIOJTHEHUS MH/IUBHTYAJIbHBIX JOMAITHUX 33JIaHUMH;

- BBITIOJTHEHUS] BHEAYTUTOPHOM CaMOCTOSITENIbHON paOOTEHI.

B pesynbrare 0CBOCHMS QUCLHU-
TUTMHBL OOYYAIOIINIICS T0JIKEeH
3HATD:

OcymecTBisieTcss TeKYIIUl KOHTPOIb, PYOEKHBIM M HMTOTO-
BBIH.

- MOHATHE, IEeIH, 3adauyd U
MIPUHLIMIIBI 1€JIONTPOU3BOJICTBA;

Orenka pes3yibTatoB oOydeHus mo temam 1.1, 1.2, 1.3, 2.1,
2.2, 2.3, 2.4 npou3BOAUTCS TIPU MTOMOIITH:

- YCTHOTO W MUCBMEHHOTO OIPOCa;

- BBITIOJTHEHUS] MHIUBUIYaIbHBIX JOMAITHUX 33J[aHUM;

- BBITIOJTHEHUS BHEAYTUTOPHOU CAMOCTOSITSIIBHON pabOTHI;
-COCTaBJICHUS MTPOCKTOB JJOKYMEHTOB;

- y4acTus B J€JI0BOM UTPE;

- IOATOTOBKH pedepara Ha 3aJaHHYIO TEMATHKY,

- TECTUPOBAHUS;

- i depeHIIMPOBAHHOTO 3a4eTa.
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Pe3yabTarsl 00yyeHus
(ocBOCHHBIC YMEHHUS1, 3HAHHUS)

@®opMBbI U METO/IbI KOHTPOJIA
U OLIEHKH Pe3yJIbTATOB 00y4eHHUs

- OCHOBHBIC IMOHSATHS JOKYMCH-
TALMOHHOTO 00€eCIeUYeHUs
YIIpaBJICHUS;

Onenka pe3ynapTaToB oOydenus mo temam 1.1, 1.2, 1,3, 2.1,
2.5 npou3BOAMUTCS TP TOMOLLU:

- YCTHOTO M MMUCBMEHHOTI'O OIPOCa;

- BBINIOJIHEHUS UHAUBUIYaJIbHbBIX JOMAIIHUX 3a1aHUH;

- BBITIOJIHEHUS BHEAYTUTOPHOU CaMOCTOSTSIIBHON pabOTHI;

- IOATOTOBKH pedepara Ha 3aJaHHYIO TEMATHKY,

- TECTUPOBAHUS;

- i GepeHIIMPOBAHHOTO 3a4eTa.

- CHCTEMbI JOKYMEHTAallMOHHOT'O
oOecrnieueHus ynpaBIeHUS;

Ouenka pe3ynbratoB oOydenust mo Temam 1.2, 1.3, 1.4, 1.5,
1.6, 1.7 npon3BOAMTCS MIPHU MOMOIIIH:

- YCTHOI'O M MHCBMEHHOTO OIpPOCa;

- BBITIOJIHEHUS MHIMBH Ty bHBIX JOMAIIHUX 33JaHUM;

- BBIIIOJIHEHUS BHEAYIUTOPHOM CaMOCTOSITEIbHON pabOThI;

- y4acTHs B J€JIOBOM UIPE;

- TECTUPOBAHUS;

- i depeHITMPOBAHHOTO 3a4eTa.

- KHaCCH(bHKaHHIO JAOKYMCHTOB,

Onenka pesynbraroB odydenus no teme 1.1, 1.4,1.5, 1.6,1.7
MIPOU3BOIUTCS TIPU TIOMOIIIH:

- YCTHOTO ¥ MUCBMEHHOTO OTPOCa;

- BBITIOJTHEHUS BHEAYTUTOPHOU CaMOCTOSITEIIBHON pabOTHI;

- y4acTHUs B JICJIOBOH UTpE;

- TECTUPOBAHUS;

- i depeHITMPOBAHHOTO 3a4eTa.

- TpeOOBaHUS K COCTABICHUIO U
oopmIIeHHIO TOKYMEHTOB;

Orenka pe3ynabTaToB oOydenus mo temam 1.1, 1.3, 1.4, 1.5,
1.6, 1.7 nmpousBoAUTCS MPH TTOMOIIIHN:

- YCTHOTO ¥ IMCBMEHHOTO OIPOCa;

- BBIITOJIHCHUS MHIMBH Ty IbHBIX JOMAIIIHUX 33JJaHH;

- BBITIOJTHEHUS] BHEAYTUTOPHOU CaMOCTOSITEIIBHON pabOTHI;

- ydacTus B JA€TOBOMU UTPE;

- TECTUPOBAHUS;

- i pepeHIIMPOBAHHOTO 3a4eTa.

- OpraHu3aIurio JTOKYMEHTO000-
pota: mpueM, o0paboTKy, peru-
CTpalno, KOHTPOJb, XpaHECHUE
JIOKYMEHTOB, HOMEHKJIATypy
Jelt.

OrneHka pe3ynapTaToB oOydeHus mo Temam 2.1, 2.2, 2.3, 2.4,
2.5 NpOU3BOAUTCS MPH MOMOIIIU:

- YCTHOTO ¥ TIMCBEMEHHOTO OIPOCa;

-BBITIOJIHEHUS IPAKTUYECKUX 3a/1aHUH;

- BBITTOJIHEHUS] MHIMBH Ty IbHBIX JOMAITHUX 33JaHHI;

- BBIIOJIHEHUS BHEAYIUTOPHOM CaMOCTOSITEIbHON pabOThI;

- TECTUPOBaHUS;

- i pepeHIIMPOBAHHOTO 3a4eTa.
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MHWHOBPHAYKHN POCCHN

denepanbHOE TOCYIAPCTBEHHOE OI0IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICITIIETO 00pa30BaHUs
«B1aguBOCTOKCKUI rOCYTapCTBEHHBIM YHUBEPCUTET SKOHOMUKH U CEPBUCA»

KOMIUIEKT
KOHTPOJIbHO-OLIEHOYHbLIX CPEICTB

OI1.04 ToxymeHTaIluoHHOE 00ecreYeHue YpaBaCHUs

38.02.03 OnepanuoHHas ACATEIbHOCTh B JOTMCTHKE

®dopma 00yueHus oyHas

BiaagusocTok 2022
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KoMImieKT KOHTPOJIbHO-OIIEHOUHBIX CPEJCTB pa3paboTaH Ha OCHOBE paboueil mporpammbl
yuebHo# auctumuimHbl PerepaabHOro rocy1apcTBEHHOI0 00pa3oBaTeIbHOTO CTaHapTa MO CIIeIH-
QIBHOCTH MPOTrPaMMBbI MOATOTOBKH CrienuanicToB cpeanero 3BeHa (38.02.03 OnepanmonHas nes-
TEJILHOCTD B JIorucTrke, 28.07.2014 1. Ne 834)

Pazpaborunk(u): Ilmenuuynas Enena AHaroiabeBHA, IMIPENoOJaBaTelib BBICHIEH KaTerOpHUH
Axkanemunyeckoro kojutemxa BI'YOC

PaCCMOTpCHO u oz[06peHo Ha 3aCCJaHun HHKHOBOﬁ MeTOﬂquCKOﬁ KOMHUCCHHU

[Tporokon Ne 9 ot «16» mas 2022 r.

[Ipencenarens IIMK W A.Jl. I'ycakoBa
7

noonuce
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1 O0mue cBenenus

KontponbHo-onieHouHbIe cpecTBa (nanee — KOC) npennasHadeH 1 KOHTPOJIS U OIEHKH 00pa3o-
BaTeIbHBIX JOCTHKCHHN OOYYarOIIMXCS, OCBOMBIIUX Mporpammy yueOHo# aucrmmanasl OI1.04
JIoKyMeHTaIlMOHHOE 00ecrieueHre YIpaBIIeHuUS.

KOC pa3paboranbl Ha OCHOBAHHH:

— OoCHOBHOM oOpazoBarenbHol nporpammbl CI1O no cnienmansHocTy 38.02.03 Oneparnon-
Hasl eATEIbHOCTh B JIOTUCTHKE;

— paboueii mporpammbl yueOHOU auctuummabl OI1.04 loxkymeHTarmoHHoe oOecrieueHue
YIpaBJICHUS.

dopMoii TPOMEKYTOUHOM aTTecTaluu sBisieTca JuddepeHInPOBaHHbBIN 3a4eT.

Kon Kon

OK, IIK e3yJbTa-
’ ga g6yqe HaumenoBanue
HUS

OK 2 V1 0(opMIISATH TOKYMEHTAIIUIO B COOTBETCTBHH C HOPMAaTUBHON

OK 4 0a30ii, UCTIONB3ysT HHPOPMAIIMOHHBIE TEXHOJIOTHH;

OK'5 y2 OCYIIECTBJIATh aBTOMATHU3ANNI0 00pabOTKHU IOKYMEHTOB;
K 1.1
MK 1.2 v3 YHU(DUIUPOBATH CUCTEMBI JOKYMEHTALIH;
K 1.3
IIK 1.4 V4 OCYLIECTBJISTh XPAHEHUE U MOUCK TOKYMEHTOB;
IIK 1.5 V5 HCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUU B DJIEK-
IIK 2.1 TPOHHOM JOKYMEHTO000pOTE;
gﬁ gg 31 MOHATHE, LIeIH, 3a7a4H U IPUHLUIBI 1ETONPOHU3BOICTBA;
HK 24 32 OCHOBHBIC TIOHATHUA JOKYMCHTALIMOHHOI'O O6CCHC‘ICHI/I$I yipas-
K 3'1 JICHUS,
[IK 3.2 33 CHCTEMBI TOKYMEHTALMOHHOTO 00eCIIeueHHs YIIPaBIICHNUS;
K 3.3
K 3.4 34 KJIACCU(UKAIUIO TOKYMEHTOB
1K 4.1 35 TpeOOBaHMsI K COCTaBICHHUIO U O(OPMIIEHHIO JJOKYMEHTOB;
1K 4.2
K 4.3 OpraHM3aIlMI0 JTOKYMEHTO00OpOTa: TMpueM, 00paboTKy, peru-
K 4' 4 36 CTpalMIO, KOHTPOJb, XpPaHEHHE IOKYMEHTOB, HOMEHKJIATYpY

) JIel.
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2 PacnpenesieHde TUIIOB KOHTPOJIbHBIX 32/IaHUH 110 3JIEeMEeHTAM 3HAHUU U
YMEHHIi, KOHTPOJHUPYEMbIX B Mpouecce n3yueHust

Kon Buj orieHo4HOTO CpencTBa
Conepxanue yueOHOTO MaTepHraia
pesyibrata (TembI) Texymmii IIpomexxyTounas
00yderua KOHTPOJIb aTTecTalus
Tewma 1.2 Yauduxanws v cTaHgapTH3aus T0Ky- Pedepar KoHnTtponbHas pado-
MeHTOB. CHCTEMBI JOKYMEHTAIINH. Keiic-3ananne Nel Ta Nel
Tema 1.3 PexBU3UTHI 1 OJTaHKH JOKYMEHTOB. Ketic-3amanue Ne2 | TecTtoBoe 3amanue
Tema 1.4 OpranuzaniiOHHO-PaCIOPAIUTEIbHAS Keiic-3amanue No3 No2
JokyMeHTanusa. OpraHu3aliOHHbIE JOKYMEHTHI. Ioptdonno
V1 Tema 1.5 OpranusaniioHHO-pacopsAUTEIbHAs Koncnexr tema 2
JokyMeHTanus. PacopsaurenbHble JOKYMEHTBI [HenoBas urpa
Tewma 1.6 MadopManmioHHO-CIIPaBOYHBIE JOKY- TecToBoe 3amanue
MEHTBI Nel
Tema 1.7 OdopmiieHHE OCHOBHBIX JOKYMEHTOB
yIpaBIeHUS
Tema 2.5 Komnerorepuzauusa JOY
Tewma 2.2 Opranmzarnus peructpannu 1okymeHToB | Keiic-3amanme Ne3 | KonTponbHas pabo-
Y KOHTPOJIb UX UCIIOJIHEHUS Koncnext Tema 5 Ta Ne2
y2 Tema 2.3 Opranuzanus ONepaTUBHOIO XPAHCHUS [opTdommo TecToBoe 3amanue
JIOKYMEHTOB Henoas urpa No2
Tewma 2.5 Komnerorepuzanusa JJOY
Tema 1.2 Yaudukanus v cTaHgapTU3aIus JT0KY- KoncnekT tema 1 KonTposbHas pabo-
V3 MeHTOB. CHUCTEMBI TOKYMEHTALUH. [opTdommo Ta Ne2
Tewma 1.3 PexkBU3HUTHI 1 OIIaHKH JOKYMEHTOB. Henoas urpa TecToBoe 3amanue
No2
Tema 2.1 OcHoBHBIE TpaBmiIa opranuzanuu pado- | Keiic-3aganue Ne3 | KonTponbHas pabo-
TBI C TOKyMEHTaMH1 Koncnekr tema 3, Ta Ne2
Tewma 2.2 Opranuzanusi perucTpalnui JOKYMEHTOB 4,5 TecroBoe 3amanue
Y KOHTPOJIb X UCTIONHEHUS [optdomnuno No2
V4 Tema 2.3 Opranuzanus ONe€paTUBHOIO XPAHCHUS
JOKYMEHTOB
Tewma 2.4 [lopsiaok nepenaun JOKYMEHTOB B ap-
XUB WJIN Ha YHUYTOXCHHE. APXUBHOE XpaHCHHE
JOKYMEHTOB
Tema 2.5 Kommnerorepuzanus JJOY
Tewma 2.2 Opranusanus peructpannu 1okymeHToB | Keiic-3aganue Nel | Kontponbhas pabo-
Y KOHTPOJIb UX UCIIOJTHEHUS Keitic-3amanne Ne2 Ta Ne2
Tema 2.3 Opranuzanus ONepaTUBHOrO XPAHCHUS Keitic-3amanne Ne3 TecToBoe 3aganue
Vs JIOKyMEHTOB Koncnexr tema 3, No2
Tema 2.4 Ilopsanok nepenayu T0KYMEHTOB B ap- 4,5
XUB WIN Ha YHUYTOXXCHHE. APXUBHOE XpaHCHHE Ioptdomnuno
JIOKYMEHTOB JenoBas urpa
Tema 2.5 Komnetorepuzanus JJOY
Tewma 1.1 [loHATHE TOKYMEHTA U CITOCOOBI JIOKY- Pedepar KonTponbHas pabo-
MEHTHUPOBaHMUSL. Koncnekr Tema 1 Ta Ne2
31 Tewma 2.1 OcHOBHBIE ITpaBwJIa OpraHU3aIUHN pado- Henosas urpa TecroBoe 3an1anue
TBI C JOKYMEHTaMU TecToBoe 3aganue No2
Nel
Tema 1.1 IlorsTrEe TOKyMEHTa U CTIOCOOBI AOKY- Koncnexr tema 1 | Konrponsuas pabo-
MEHTHPOBaHMS. IMoptdomnmo Ta No2
32 Tema 2.1 OcHOBHBIE ITpaBHIIa OPTaHU3aLKU pado- [enoBas urpa TecToBoe 3ananue
TBI C JOKYMEHTaMU TecToBoe 3aganue No2
Nel
33 Tewma 1.1 IlonATHE TOKyMEHTA U CITOCOOBI IOKY- Keiic-3amanne Nel | KonrtponsHas pabo-
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Kon Conepkanue y4eOHOTO MaTepuaa Bux ouenouroro cpexctsa
pesyibrata (Temsr) Texymuit IIpomexxyTodHast
00yeHHs KOHTPOJIb aTTecTauus

MEHTHPOBaHMUS. Keiic-3amanue No2 Ta Ne2
Tewma 1.2 Yauduxanws v cTaHgapTH3aIUs T0KY- [Toptdommo TecroBoe 3amanne
MeHTOB. CHCTEMBI JOKYMEHTAIINH. Koncnexr Tema 1 No2
Tema 1.4 OpranuzalioHHO-pacoOpsANTENbHAS [HenoBas urpa
JokyMeHTanus. OpraHu3alOHHbIC JOKYMEHTHI. TecroBoe 3aaHue
Tema 1.5 OprannzanroHHO-pacCIOPSIATEIbHAS Nel
JOKyMeHTalus. PacriopsauTenbHble JOKyMEHTHI
Tema 1.6 MadopManmioHHO-CIIpaBOYHBIE TOKY-
MEHTBI
Tewma 1.7 OdopmiteHre OCHOBHBIX JOKYMEHTOB
yIpaBIICHUSI
Tema 1.1 [TonsiTHe JOKyMEHTa U CIIOCOOBI AOKY- Keiic-3aganne Nel | KontponbsHas pabo-
MEHTHPOBaHUS. Keiic-3amanne Ne2 Ta Ne2
Tema 1.4 OpranuzanroHHO-paCTIOPSIATEIbHAS Keiic-3amanme Ne3 | TecroBoe 3amanme
JokyMeHTarus. OpraHu3alioHHbIE JOKYMEHTHI. [optdomnuo No2

34 Tema 1.5 OpranuzaurOHHO-pacnoOpsAIUTEIbHAS Koncnekr tema 1
JOKyMeHTalus. PacriopsauTenbHble JOKyMEHTHI [Henosas urpa
Tema 1.6 MadopManmioHHO-CIIpaBOYHBIE TOKY- TecroBoe 3ananue
MEHTBI Nel
Tewma 1.7 OdopmiteHre OCHOBHBIX JOKYMEHTOB
yIpaBIICHUsI
Tema 1.2 Yaudukanus v cTaHgapTU3aIus JT0KY- Pedepar KonTtposbHas pabo-
MeHTOB. CHUCTEMBI TOKYMEHTALUH. Keiic-3amanne Nel Ta Ne2
Tewma 1.3 PexkBU3HUTHI 1 OIIaHKU JOKYMEHTOB. Keiic-3amanne No2 | TecroBoe 3aganue
Tema 1.4 Opranu3anrioHHO-PACIOPIUTEIHHAS Keiic-3amanne No3 No2
nmokymeHTarus. OpraHu3aloHHbIC TOKYMEHTHI. Koncnekr Tema 3,

35 Tewma 1.5 Opranu3zarnzioHHO-pacoOpAANTEIbHASL 4,5
JOKyMeHTalus. PacriopsanTenbHble JOKyMEHTHI [optdomnuo
Tema 1.6 MadopManmioHHO-CIIpaBOYHBIE TOKY- [Henosas urpa
MEHTBI TecroBoe 3aaHue
Tema 1.7 OdopmiieHre OCHOBHBIX JOKYMEHTOB Nel
yIpaBJICHUsI
Tema 2.1 OcHOBHBIE paBmiIa opranuzanuu pado- | Keiic-3aganue Ne3 | KonTponbHas pabo-
TBI C TIOKyMEHTaMH1 KoncmexT Tema 3, Ta Ne2
Tewma 2.2 Opranusanus perucTpannuy J0KyMeHTOB 4,5 TecToBoe 3aanue
Y KOHTPOJIb X UCTIOJTHEHHUS [optdonmo No2

36 Tewma 2.3 Opranuzanus onepaTUBHOIO XpaHEHHS

JOKYMEHTOB
Tewma 2.4 [lopsiaok nepenadn JOKYMEHTOB B ap-
XUB WJIN Ha YHUYTOXCHHE. APXUBHOE XpaHCHHE
JOKYMEHTOB

Tema 2.5 Kommnerorepuzanus JJOY

3 CrpykTypa 0aHKa KOHTPOJIbHBIX 32IaHUI VISl TEKYLEr0o KOHTPOJISA U
NMPOMEKYTOYHOM aTTeCTALUMN

O0miee Bpemst
Konuuectso Hee Bp
BBITTOJTHEHHS
KOHTPOJIBHBIX
Tun KOHTPOIBHOTO 3aaHUS - oOydaromumcst
KOHTPOJIBHBIX
(BapmaHTOB) .
3aJJaHUl, MUH
Texymuil KOHTPOJIb
Pedepar ‘ 1 ’ 180
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KomuuectBo Obuwee Bpems
BBIIIOJTHEHUSA
KOHTPOJBHBIX
Tun KOHTPOJIBHOIO 3aaHHUs N 00yJarIuMcs
3aJaHUI

KOHTPOJIBHBIX
(BapuaHTOB) .

3aaHuil, MAH
KoHcnekr 5 60
Ioprdonuo 10 60
Keiic-3amanne Nel 1 45
Keiic-3amanue No2 1 60
Keiic-3amanue Ne3 1 30
Jenosas urpa 1 240
TectoBoe 3aganne Nel 20/2 30

ITpoMexyTouHast aTTeCTaIus

KonTponbHas pabora Nel 20 30
TectoBoe 3aganne Ne2 20/2 30

4 CTpyKTypa KOHTPOJIbHBIX 3aJaHUI

Tekymuii KOHTPOJIb

4.1 Peghepam

Hanucats u odopMuts pedepar Ha Temy: «IBOJIIONUS JOKYMEHTa KaK HOCUTENs uHpopma-
urd. Bo3HUKHOBEHME U pa3BUTHE JIETIOMPOU3BoIcTBa B Poccun»

CTpyKTypHBIE IEMEHTHI pedepara: cojepKaHNue; BBECHIE; OCHOBHAS YaCTh; 3aKIIOUYCHUE;
CIIMCOK MCIIOJIh30BAHHBIX HCTOYHUKOB; MPUIIOKEHUSI (P HEOOXOAMMOCTH).

PexoMeHniyeMblil 00beM CTPYKTYPHBIX DJIEMEHTOB pedepara.

HaunmenoBanue dacreii pedepara Komnmuectso cTpanmui
TUTynbHBIN JHCT 1
Coneprkanue (¢ yKa3aHHUEM CTPAHMUII) 1
Beenenue 1-2
OcHOBHas 4acCTh 18-20
3aKiro4eHne 1-2
CHnuCcoOK UCII0JIb30BAaHHBIX HCTOYHHKOB 1
IIpunoxenus be3 orpannuenui

B conepxanuu mpuBOISATCS HaMMEHOBAaHHs CTPYKTYpPHBIX yacTeil pedepata, riaB u mapa-
rpad)0B €ro OCHOBHOW YacTH C yKa3aHHEM HOMepa CTPAHMIBI, C KOTOPOH HAYMHAETCS COOTBET-
CTBYIOIIIasA YacTh, IJ1aBa, maparpad.

Bo BBenmenun naercs oOmias xapakTtepucTuka pedepaTa: 000CHOBBIBACTCS aKTYyalbHOCTh
BBIODaHHOW TeMbI; ompeaesnsercs Ieab paboThl M 3aJaud, MOAJEKAIIWE PpeIIeHUI0 Il eé
JOCTMDKEHUS; OMUCHIBAIOTCS OOBEKT W TpEeAMEeT WCCIeNoBaHus, HWHPOpManuoHHas 0aza
UCCIIEIOBaHMSL; KPATKO XapaKTepU3yeTcsi CTPYKTypa pedepara 1o riiaBaM.

OcHOBHas 4acTh JOJDKHA COJEpKaTh MaTephall, HEOOXOIUMBIN ISl JOCTHXKEHUS TTOCTaB-
JICHHOM LleNM W 3a/1a4, pelaeMbIX B Ipoliecce BbIoMHeHUs pedepara. OHa BKIo4YaeT 2-3 riiaBbl,
KaXKaasi U3 KOTOPBIX, B CBOIO odepe/ib, AenuTces Ha 2-3 maparpada. CoaepkaHue OCHOBHOM 4acTu
JIOJDKHO TOYHO COOTBETCTBOBATH TEME MPOEKTa M MOJIHOCTBIO €€ pacKpbIBaTh. | 1aBbl U naparpadsl
pedepaTta MOHKHBI PACKPHIBaTh OMMCAHUE PEIICHUsS MOCTABJICHHBIX BO BBEJACHHUH 3amad. [loaTomy
3aroJIOBKH TJIaB U naparpadoB, Kak MpaBMIo, JOJKHBI COOTBETCTBOBATH MO CBOEH CYTH (OPMYIIH-
poBKaMm 3aaa4 pedepata. 3aronoBka «OCHOBHAs 4aCcThb» B COJIEpKaHUU pedepaTa ObITh HE JOIKHO.

OO0s3arenbHBIM A5 pedepara sIBISETCS JOrMYeckasl CBA3b MEXAY INIaBaMHU U IOCIe10Ba-
TEJBHOE Pa3BUTHE OCHOBHOW TEMBI Ha MPOTSHKCHWU BCEU pabOTHI, CAMOCTOSITEIHPHOE M3IIOKEHHE
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Marepuala, apryMeHTHPOBAaHHOCTD BBIBOJIOB. Tak)ke 00s3aTEbHBIM SIBISICTCS] HATMYHE B OCHOBHOM
yacTu pedepaTta CChUIOK Ha UCTIOIB30BAHHBIC HCTOUYHUKH.

N3noxenne HEOOXOIUMO BECTH OT TPEThEro Jnia («ABTOpP IMOJIAraeT...») JM00 HCIOIb30-
BaTh OE3JIMYHbIC KOHCTPYKIIMH M HEOIpeaesIeHHO-TUYHbIe Tpeiokenus («Ha BTopoMm srame uc-
CIICAYIOTCS CIEIYIOIUE MOIXOMIbI...», «[IpoBeneHHOe HCCiIeOBaHUE MO3BOJMIO J0Ka3aTh...» U
T.IL.).

B 3akirodyeHuM JIOTMYECKH TOCIEIOBATEIBHO W3JIararoTCsl BBIBOJABI, K KOTOPHIM IPHUIIIET
CTYACHT B pe3yibTaTe BBINOJHEHHs pedepara. 3akiaroueHue JOHKHO KPAaTKO XapaKTepH30BaTh pe-
IICHUE BCEX IMOCTABJICHHBIX BO BBEJCHHUHM 33]1a4 M JOCTIDKEHUE 1enu pedepara.

CHUCOK HCIOJh30BAHHBIX MCTOYHHKOB SIBIISIETCS COCTABHOW YacThIO Pa0OThI U OTpaXKaet
CTENEHb HM3YyYEHHOCTH pPAacCMaTpPHBAEMOU MpoOiieMbl. PekoMeHayemMoe KOJMYECTBO HCTOYHUKOB
cocraBisieT 8-12 HammeHoBaHui. [Ipu 3TOM B cIUCKe 00S3aTENBHO JTOJDKHBI MPUCYTCTBOBATH HC-
TOYHHUKH, U3JJAHHBIE B MOCIEAHUE 5 JIeT, a TaK)Ke HbIHE JICHCTBYIOIINE HOPMAaTHBHO-TIPABOBBIC aK-
TBI, PETYJIUPYIOIINE OTHOIICHHSI, pacCMaTprBaeMbIe B pedepare.

B npunoxxenus ciaenyer OTHOCUTh BCIOMOTATEeNbHBINA MaTepuall, KOTOPBINA MPH BKIIOYCHUN
B OCHOBHYIO 4acTh paOOTHI 3arpOMOKAAET TEKCT (TaOJIMIIBI BCIIOMOTATEIbHBIX JaHHBIX, HHCTPYK-
[IUU, METOUKH, (POPMBI JOKYMEHTOB U T.I1.).

OcHoBHBbIE TpeOoBaHus K opopmiieHHUIO pedepara:

TEKCT BBITIOJHSIETCSI HA OTHOM CTOpOHE JucTa Oenoit Oymaru popmara A-4

— pasmep mpudra-14; Times New Roman, 1iBet — yepHbIii;
— MEXAYCTPOUYHBII MHTEPBAJ — IIOJIYTOPHBI;

— II0JI HA CTPaHMIIE — Pa3Mep JIEBOTO MO — 3 €M, IPaBoro- 1 cM, BEpXHEro-2cM, HUKHe-

— OoT(GOPMATUPOBAHO MO MUPHUHE JIUCTA;
— HyMepaluus CTpaHMI] TEKCTa — CIIpaBa BBEPXY.

Crnucok uCnoIb30BaHHBIX UICTOYHHUKOB JI0JDKEH (hOPMUPOBATHCA 110 Mepe MOSIBICHUS HA HUX
CCBUIOK B TeKcTe pedeparta. [Ipunoxenus cienyeT ohopMIIATh Kak MPOJOKEHHE pedepara Ha ero
nocienyomux cTpanuiax. Ha Bce npuinoxeHus B TeKCTe paboThI TOJIKHBI ObITh cChUIKU. Pacnona-
raTh NPUJIOKEHNUS CIIEAYET B OPSIKE MOSIBICHUS CCHUIOK HAa HUX B TEKCTE.

Bpewms Bemonnenus — 180 MunyT

4.2 Koncnexkm
Temsbl U1 HanMCaHUST KOHCIIEKTOB:
1. OGmas xapakTepucTUKa CHCTEeM JJOKyMeHTauuu B PO
2. OtaenpHble 0COOEHHOCTH OPOPMIIEHHUS TEKCTA TOKYMEHTa (Uncen, Tabyull, UMeH U (haMummii)
3. Ilopsnok HampaBieHUs JOKYMEHTa Ha MCIOJHEHHe. Buabl 1 GOpMbI KOHTPOJS HUCHOJIHEHU,
CpOKOBast KAPTOTEKa
4. Cpoku XpaHEHUs TOKyMEHTOB
5. OcobGeHHOCTH OpTaHU3aIlMU AIEKTPOHHOTO TOKYMEHTO000pOTa
Bpewms Bemonnenus — 60 MUHYT

4.3 llopmdhonuo:

[ToaroToBUTH M OHOPMHTE CIIETYIOIIHE 00Pa3Ibl IOKYMEHTOB:

- TUYHOE 3asIBIICHUE

- IPUKa3 PyKOBOJUTENSI OPTaHU3aIMHU 10 OCHOBHOM JI€ATEIBHOCTH

- pacTopsKeHHE 3aMECTUTENsI PyKOBOUTEIISI OpraHU3aIlluu

- TAaTHOE paclMcaHue OpPraHu3anuu

- pe3rome

- JISJIOBOE MHUCHMO (ITMCHMO —3arpoc, TapaHTUHHOE —THCHMO, TTUCHMO-TIOITBEPKICHHE)
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- CITy’)KEOHYIO CIIpaBKy

- perucTpanoHHble (POPMBI I BXOAIIUX U UCXOJAIINX JOKYMEHTOB,;

- HOMEHKJIaTypa JieJl OpraHu3aIuy;

- TUTYJBHBIA JUCT OOJIOKKH JieJla OpraHu3alliu.

Conepxanue, CTpyKTypa U oopMieHHE JOKYMEHTOB JTOJDKHO cooTBercTBoBath I'OCT P
7.0.97- 2016 «Hamumonanbuelii crannapt Poccuiickoit @enepanun. Cructema CTaHIapTOB IO HH-
dbopmaruu, 6MO6IMOTEYHOMY U M3JAaTeNbCKOMY Aeny. OpraHu3alnoOHHO-pacopsiAUTENbHAs JOKY-
MeHTalus. TpeboBanus K 0hOPMIICHHUIO JOKYMEHTOB.

Bpewms BeimmonHenus — 45-60 MuHyT

4.4 Keilic-3aganus

Keiic- 3aganue Nel

OdopMuTh mTaTHOE PACHOPsDKEHHE JJIsI KOMMEPUYECKOW opraHu3anuu (chepy AesaTenbHO-
CTH BO3MOXHO BBIOpaTh CaMOCTOSTENbHO). CTPYKTYPHBIX HOJpPa3/IeIEHUI JOIKHO OBITh HE MEHEe
S.

Bpewms BoinosiHeHus: — 45 MUHYT

Keiic- 3aganue Ne2

IIpoBectu ananu3 ocobeHHOCTEN 0POPMIIEHUS PACTIOPAAUTEIBHBIX JOKYMEHTOB PAa3IUUYHbIX
opuanYeckux Jul (u3ydutsh 7-10 06pasnos). CaMOCTOATENBHO CMOJIEIMPOBATh YIIPABIEHYECKYIO
CUTYallMIO U AJ1s Hee 0hopMUTH 00pa3zel] pacropsyKeHUs 3aM.IUPEKTOPa OpraHUu3aUH

Bpewms Bemonsnenus — 45-60 MuHyT

Keiic- 3aganne Ne3

N3yunth 0c0OeHHOCTH O(OPMIICHUS KYPHAIBHON M 3JEKTPOHHOU (POpM perucTparuu J10-
KyMeHTOB. OQopMUTE 00pa3Libl )KypHAJIBHBIX PETUCTPALIMOHHBIX (OPM AJIS PETUCTPALMU BXOS-
IIMX, UCXOASIINX U BHYTPEHHUX JTOKYMEHTOB. JlJIsl IpeIIoKeHHOro MpernoiaBaTesieM nakeTa roto-
BBIX YIPAaBJICHUYECKUX JOKYMEHTOB HEOOXOAMMO BBIOpATh MPABUIBHYIO PETHMCTPALIMOHHYIO (popMy
Y BBINOJIHUTD onepanuio «Peructpanus qo0KyMeHTa.

Bpewms Beimonnenus — 30 MuHyT

4.5 /lenosaa uzpa «Ocnoenvle 00OKyMeHmMbl YRPAGIeHUAN.

Konuenmus nenoBoit urpel No AUCHUIUIMHE COCTOUT B cienyromeM. CTyIeHThl pa30nuBaoT-
Csl Ha TPYIIBI, KaXKJasi U3 KOTOPBIX MPEACTaBiIsieT co00i 0JHO M3 CTPYKTYPHBIX IMOJpa3/ieieHui
npennpustus. Ha3Banue npeanpusitusi, ero BUA JESATEIBHOCTH W OpPraHU3alMOHHO-IIPABOBYIO
(GbopMy CTYAECHTBHI BBHIOMPAIOT CaMOCTOATENbHO. PaOOTHUKM yKa3aHHBIX MOJpa3/ieleHUil (IpymIibl
CTYJEHTOB) TOTOBST MaKEeT 00pa3lloB JOKYMEHTOB B COOTBETCTBUU C BBIMOIHIEMBIMU (YHKIIHO-
HaJIbHBIMU 00si3aHHOCTAMH. Ha mpakThyeckux 3aHATHIX CTYAECHTHI O(QOPMISIOT MPEUIOKEHHBIE
npenoaaBaresnieM 00pa3iibl JOKYMEHTOB, UTO TOMOTaeT CTYAEHTaM OCBOUTh TEOPETUUYECKHE 3HAHUS
U [IPAKTUYECKHE HABBIKM PaOOTHI C JOKyMEHTaMH. Takas MOAroToBKa 00JIeryaeT caMOCTOSTENbHOE
cocTaBiieHHE U opopmieHHEe 00pa3IoB TOKYMEHTOB /ISl IEJIOBOU UTPBHI.

Kaxnas rpynna cTy/1eHTOB BBIOMpaET cebe COOTBETCTBYIOIIUE POJIH:

— Jlupexums (IMPEKTOP U €ro 3aMeCTUTENH -4 Yell.). ['0ToBsAT oOpasiipl OpraHu3aIlMOHHBIX
U paclopsiIUTENbHBIX JTOKYMEHTOB (yCTaB, IUTATHOE paclHCcaHue, IPHUKa3 M0 OCHOBHOW JIeATENb-
HOCTH, PACHOPSDKEHUE 3aMECTUTENsl AUPEKTOpa OpraHU3alllK, pelIeHne yupeauTenei, ciyxeOnas
JIOBEPEHHOCTb);

— cayx06a JIOY (4-5 4gen.) T'oToBAT 00pa3ipl OpPraHU3alMOHHBIX W WH()OPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (JIOJDKHOCTHAs MHCTPYKIMS crienuanucta ciyxos IOV, mpoTokosn, akt
CIHCaHUs TOKyMEHTOB, CIpaBKa 00 00beMe JTOKyMEHTO000pOTa OpraHu3alluy 3a MECsL, JTOKJIa-
Has 3amucka, o0pasisl o0uiero O1aHka 1 OJaHKa MUCEM OpraHU3aIiN);

— KoMMepueckas ciyxk0a (4-5 uen.) ['oToBaT 0Opasiisl HHPOPMAIMOHHO-CIIPABOYHBIX JI0-
KYMEHTOB (rapaHTHHHOE MUChbMa, MUCHMO-TIOATBEpKJIeHHE (2 BHJIA), ClIy)KeOHas 3alMcKa, akT,
CIIpaBKa, cIy>KeOHas JOBEPEHHOCTH).
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—  Kazapoas ciyxk0a (4-5 yen.) ['oToBaT 00pa3ibl JOKYMEHTOB 110 JTUYHOMY COCTaBY (TpH-
Ka3 1Mo JUYHOMY cocTaBy (3 BHza), pe3tomMe, OOBSICHUTEIIbHAS 3aMKCKa, TUIHAS KapTOYKa paOOTHH-
ka ¢opma T-2, cripaBka O KOJIMYECTBE BAaKAaHTHBIX MECT Ha MPEANPHIATHU HA ONPENEICHHYIO JaTy
(uu cripaBKa O CTaKe COTPYIHUKA);

— cayxk0a moructuku (4-5 4gen.) I'oToBsAT 00pa3isl HHGOPMAIMOHHO-CIIPABOYHBIX JIOKY-
MEHTOB (ITMCHMO-3aMpoc, MUChMO-TIpeaoxkeHue (odepra), akT npuemMa-rnepeaayl MaTepruaibHbIX
LIEHHOCTEH, crpaBka 00 o0bemax nmpojax 3a 1 kBapTai, ciiy>xeOHasi JOBEpEHHOCTb, TPOTOKOJI 3ace-
JIAaHUS CITY>KOBI JIOTUCTUKH ).

—  KJIHMEHTCKas ciyxo0a (4-5 gen). ['oToBAT 00pa3iibl HHPOPMAIIMOHHO-CIIPABOYHBIX JTOKY-
MEHTOB (TIMCBMO —TIPETEH3UsI, MHPOPMAIIMOHHOE IMHCHhMO, aKT IMOJIyYSHHs] MaTePHUATbHBIX IIEHHO-
CTEH, JOJDKHOCTHAsI MHCTPYKIIHS CIICIHATUCTA KIMEHTCKOM CyObl, JOKJIaJHas 3alluCKa, JTNIHAS
JIOBEPEHHOCTb).

Oxuaemble pe3yJbTaThl:

1) 3akperuieHue TEOPETUYECKUX 3HAHUI B 00JIACTH COCTABIICHUS U 00pabOTKU TOKYMEHTOB
yIpaBJICHUS;

2) oBnajiecHUE HaBBIKAMH PabOTHI C TEXHUUECKUMH CPEICTBAMHU CO3/IaHUS IOKYMEHTOB;

3) oBiazeHHe HaBbIKaMM pabOTHl B KOMaHJIE M yMEHHE OLIEHUBATh pPE3yJbTaTbl PaOOTHI
KaXXJIOTO YYaCTHHUKA TPYIIIIHI.

Conepxanue, cTpykrypa U oopmieHHe JTOKYMEHTOB AOJKHO coorBercTBoBaTth I'OCT P
7.0.97- 2016 «Hamumonanbeublii cranmapt Poccuiickoit ®@enepanun. Cuctema CTaHIapTOB MO WH-
dopmanuu, 6MOIMOTEUHOMY M H3JATEIbCKOMY Aeny. OpraHu3aloHHO-pACIOPAAUTENbHAS JI0KY-
MeHTanus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY». Pe3ynbTaThl 1€II0BOM UTPHI MPEICTABUTH B
BUJIC IPE3CHTALHH.

Bpewms Beimonnenust — 240 MuHyT

4.6 Tecmoegoe 3a0anue Nel

Bapuanm 1

1. JIokyMEHTOM Ha3bIBaETCS

1) COBOKYIHOCTB CBEJIEHUH 0 mpenMeTax, (pakTax, COOBITUSAX U Mpolleccax HE3aBUCHUMO OT
(bOopMBbI UX MpPEACTABICHUS

2) 3aukcupoBaHHas Ha MaTepUaNbHOM HOCHTENEe MH(OpMAIUs C peKBU3UTAMH, ITO3BOJIS-
IOLUMH €€ UJCHTUPHUIIMPOBATh

3) nepeueHsb (CHMCOK) KaKUX-THO0O0 JaHHBIX, PACTIOJIOKEHHBIX B ONPE/IEICHHOM MOPSAKE

4) 3anuch yU4ETHBIX JAHHBIX [0 YCTAHOBJIEHHOU hopme

2. B KakoM M3 NEPEUUCIIEHHBIX HOPMaTUBHBIX JIOKYMEHTOB COJEPIKATCS ONpPENEICHUS Tep-
MHUHOB «JIOKYMEHT» U «UH(QOpMaIHs»

1) TOCT P 7.0.8-2013. HammonansHbiii cranmapt Poccuiickoit ®emepamun. «Cuctema
CTaHJApTOB MO HWHGOPMAINK, OMOTUOTEYHOMY U HU3AATEIIbCKOMY Jieny. Jlemonpon3BoaCTBO U ap-
XUBHOE 11€510. TepMUHBI U ONIpENETICHUS.

2) T'OCT P51141-98 «/lenonpous3BoicTBO U apXUBHOE J1€710. TepMUHBI U ONpeeIeHUs»

3) denepanbHblii 3ak0H «OO0 MHoOpManuK, UHPOPMATU3AIUK U 3allUTe HWHGPOPMALUN»
Ne24-®3

4) TOCT P 7.0.97-2016. Hanuonanensiii crannapt Poccuiickoit @enepaunu. «Cucrema
CTaHJApTOB MO wWHpOpMaNUK, OUOIMOTEUHOMY W U3JIATEIbCKOMYy jeny. OpraHu3anuoHHO-
pacriopsiauTeNabHas JOKyMeHTalus. TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOBY.

3. IocTOBEpHOCTH yNpaBlIeHUYECKOW WHPOpPMAIIUHU:

1) onpenensieTcst CTENEHbIO COOTBETCTBHUS €€ COJIepKaHMsI OObEKTUBHOMY COCTOSIHUIO JIETT;

2) xapakTepu3yeT ee 00beM. KOTOPbIi 10JKEH ObITh IOCTATOUYHBIM JIJISl IPUHATHUS PELLIECHU;

3) ompenenseTcs BpeMEHEM ee Tmepeadn U 00paboTKu;

4) Bce BEpHO
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4. JIOKyMEHTUPOBAHME - 3TO MPOLIECC:

1) ABWXXEHHSI TOKYMEHTOB B OpraHHM3allMd ¢ MOMEHTA MX CO3JaHHs WM MOJy4eHHs 0 3a-
BEPIICHUS UCTIOJIHEHUS WU OTIPABICHNUS;

2) NpUCBOCHUS TOKYMEHTaM MOPSAAKOBBIX HOMEPOB M YCJIOBHBIX 0003HAYCHUH;

3) 3anMcu y4eTHBIX JaHHBIX O JIOKyMEHTE 0 YCTaHOBJIEHHOW dopme, pukcupyomas (axrt
€ro CO3JaHus, OTHPABJICHUS WX TIOTY4YEHUS;

4) 3anucu nHGOpPMALUU HA PA3JIMYHBIX HOCUTENSX [0 YCTAaHOBJIEHHBIM IIPaBUIIaM

5. llpu xnaccudukay JT0KyMEHTOB 10 COco0y (pUKCANU, KaKUe U3 TePEUnCIICHHBIX BU-
JIOB IOKYMEHTOB HE OTHOCATCS K JaHHOU TpyIIe

1) BHyTpeHHHUE

2) NUCbMEHHBIE

3) rpaduyeckue

4) akycTuueckue

6. Opranuzanueit paboThl C JOKYMEHTaMH Ha3bIBACTCS

1) obecnieueHne IBMKEHUS JOKYMEHTOB, UX XpAaHEHHUS U UCIIOJIb30BAHUS B TEKYIIEH paboTe
OpraHu3aluu

2) mporiecc MPUCBOCHUS TOKyMEHTaM MOPSAKOBBIX HOMEPOB U YCIOBHBIX 0003HAYECHUH

3) 3amMch YyYETHBIX JIAaHHBIX O JJOKYMEHTE IO YCTaHOBJIEHHOU (opme, (pukcupyromas Gpaxkt
€ro CO3JaHus, OTIPABJICHUS WIN TOTYICHUS

4) 3anuch HH(GOPMALMY Ha PA3JINYHBIX HOCUTENSAX [0 YCTAaHOBJICHHBIM IIPaBUIIaM

7. OCHOBOH [UTSI IPUHATHS ONITHUMAIIBHOTO YIPABICHUYECKOTO PEUICHUS SBIAETCS WH(pOpMa-
. HazoBuTe, Kakoil U3 NepeuncIeHHbIX KPUTEpUEB HE SIBIIAETCS 00s3aTeNbHBIM A MHpOpMa-
[I1H, KOTOPYIO TOJIyYaeT YIPaBIISIOIIAs CHCTEMA:

a) MOJIHOTA;

0) COMOCTaBUMOCTb;

B) JI0CTOBEPHOCTb;

T') ONEPaTUBHOCTh

8. OHMM U3 HaIlpaBJICHUNA COBEPIIEHCTBOBAHUS JOKYMEHTALUH SBJISIETCS CTaHIapTU3ALMs,
KOTOPOM Ha3bIBAECTCS

1) mpotiecc yCcTaHOBIIEHUS U IPUMEHEHUS CTaH1apTOB

2) ynopsiioueHHas paboTa Mo ONTHMH3ALINN CTPYKTYPHI, CONEPKAHUS, CTHIIS CO3AaBaeMBIX
JIOKYMEHTOB M CO3/1aHUS Ha 3TOH OCHOBE TUIIOBBIX BAPHAHTOB UX TEKCTOB

3) COBOKYITHOCTb J€HCTBHI1, 00€CIIEeUNBAIOIINX CBOEBPEMEHHOE HCTIOIHEHNE JOKYMEHTOB

4) pazpaboTka eqUHbIX (POPM TOKYMEHTOB U MPABHJI UX COCTABIIEHUS U 0POPMIICHHUS

9. K xakomy meproay BpeMEHH OTHOCHUTCS yUPEXJICHUE KAHIEISIPUU U JOJDKHOCTH CEKpe-
Taps

1) nepuoay npuka3zHoro zenonpoussojicTsa (16-178B.)

2) KOJIIeKCKOTO JenonpousBoacTsa (17-18BB.)

3) MuHHUCTEpCKOro Aenonpoun3BoacTsa (18-198B.)

4) nepuony cranosnenuss CCCP (1920-1930rr.)

10. OCHOBHBIM JOKYMEHTOM, PETyJIUPYIOIIMNM OTHOUICHHUS, BOSHUKAIOIINE TIPU CO3JJaHUU H
UCIOJIb30BaHUU OpPraHU3alUsIMU HH(POPMAITMOHHBIX TEXHOJIOTUH, SABISETCS

1) I'pasxxnanckuit kogexc PO

2) 'ocynapcTBeHHas cUCTeMa JOKYMEHTAIMOHHOTO 00eCTIeYeH s yIpaBIeHUs

3) TOCT P 7.0.97-2016. Hammonanpusiii ctanmapt Poccuiickoit deneparmu. «Cuctema
CTaHIApTOB MO HHpoOpMAIMM, OUOIMOTEYHOMY M M3JAaTeslbcKoMy aeny. OpraHu3aluoHHO-
pacriopsiauTeNbHas JOKyMeHTaIus. TpeOoBaHus K 0(OPMIICHUIO TOKYyMEHTOBY.

4) denepanbHblii 3akoH «O0 MHPOpManWU, WHPOPMATU3ALMU U 3AIIUTE HHOOPMAIM
Ne24-03

11. Oburee opraHu3alMOHHO-METOANYECKOE PYKOBOJICTBO MOCTAHOBKOM JEIO0NPOU3BOICTBA
B P® ocymecTBisroT

1) denepanbHble rOCY1apCTBEHHBIE apPXHUBBI

2) ®enepanbHOE apXUBHOE areHTCTBO PO
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3) [IpaBurenscTBO PD

4) Bcepoccuiickuil HayqYHO-UCCIIEI0BATEIbCKUM HHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
nena

12. biankoM MpeAnpusTHS SBISIETCA

1) tuct Gymaru ¢ 3apaHee BOCIPOM3BEAECHHBIMU PEKBU3UTAMU 00 OpraHU3aluu

2) opunmanbHbIA JOKYMEHT, OTHPABICHHBINA APYTHUM OPraHU3aLUsIM

3) MoJenp NOCTPOEHUS JOKYMEHTA, yCTaHaBIUBaoIas hopMaThl, pa3Mepbl MOJIEeH U ero oc-
HOBHbBIE PEKBU3UTHI

4) >)xypHal, COCTaBJIEHHBIN 110 ONpPEETIeHHON GopMe U COAEpKALIUM CBEIEHHUS O JOKYMEH-
Tax U ONepanusaX ¢ HUMU

13. Ykaxure, Kakue 13 Ha3BaHHBIX PEKBU3UTOB HE YKa3bIBAaeTCA Ha OJIaHKE MUChMa

1) smMGema opraHu3aIuu

2) HauMEHOBaHME BUJIA IOKYMEHTA

3) cipaBOYHbIE JaHHbIE 00 OpraHU3aALUU

4) nata ¥ perucTpalvoOHHbIH HOMEP

14. IIpu yrioBoM LIEHTPOBAHHOM PACIIOIOKEHUH PEKBU3UTOB

1) Bce cTpoku OaHKa HAYMHAIOTCS OT TPAHUIIBI JICBOTO TIOJIS, IPABbId Kpall HE BhIPaBHUBA-
eTcs

2) BCe PEKBU3UTHI PACIIOJIaratoTCsl Ha JIEBOM I0JI€ JOKYMEHTa M BbIPAaBHHUBAIOTCSI OTHOCH-
TEJIbHO CEPEUHBI JINCTA JOKYMEHTA;

3) PEeKBU3UTHI pacloJiaratoTcs 0 BCEH IIMPUHE JINCTA C PABHBIM yJIAJI€HUEM KaXKIOW CTpO-
KU OT JIEBOTO U IIPABOTO IOJIs;

4) peKBU3UTHI pacIojiaratoTcsi Ha CBOOOJHOM BEPXHEM I10JI€ JIUCTA

15. HaumeHnoBanue ¢unuana, npeJcTaBUTENbCTBA WIM CTPYKTYPHOI'O MO/Ipa3ieeHus opra-
HU3ALMU YKa3bIBalOT B TOM CJIy4ae, €CJIM OHO SIBJISETCS

1) oTnpaBuTeneM 10KyMeHTa

2) nmoJtyyaTtesneMm JOKyMEHTa

3) HCTIOJIHUTENEM JOKYMEHTa

4) aBTOpOM JTIOKyMEHTA

16. PexBu3utr HanmeHoBaHue BUJa JOKYMEHTA MUIIETCS 3arjaBHbIMU OyKBaMM U MPOCTaB-
JseTcst

1) Ha Bcex JOKyMeHTax

2) Ha IIpUKa3axX U PacIopsKEHUAX

3) Ha BceX JOKYMEHTaX, KpoMe MHceM

4) TOJIKO Ha OPTaHU3allMOHHO-PACTIOPSANTEIbHBIX TOKYMEHTaX

17. Kakue n3 NpuBEACHHBIX JOKYMEHTOB HE MTOJIEXKAT YTBEPKACHUIO

1) pacriopsikeHus: pyKOBOAUTENS NPEANIPUATUS

2) aKThl IPOBEPOK U PEBU3MI

3) moyIoKEeHNEe O CTPYKTYPHOM TMOPA3ACIICHUN

4) oT4eTHl O KOMaHAUPOBKAX COTPYTHUKOB

18. PexBH3HT «PE30IOIH pacIonaraeTcs

1) Ha mocneHeM JTUCTe JOKYMEHTA M0/1 PEKBU3UTOM «aJpecar

2) Ha IEpBOM JIMCTE JTOKYMEHTA HaJl PEKBU3UTOM «ajipecary

3) Ha mocJeHeM JIMCTE TOKYMEHTA M0/l PEKBU3UTOM «HAMMEHOBAHUE BU/IA TOKYMEHTa

4) Ha IEpBOM JIMCTE JOKYMEHTA M0J] PEKBU3UTOM «aJpecar»

19. Ipu uznoxxennu 1UQPpoBoi WK cioBecHoi MHPopMau 00 0THOM 00BEKTE, KOTOPHIH
XapaKTepU3yeTcs Mo pAay MPU3HAKOB, TEKCT TIOKYMEHTa O(OPMIISIIOT B BUIE

1) cBsi3HOTO TEKCTA

2) aHKETBI

3) TabIHIIBI

4) xoMOMHAIMH 3TUX (HOPM.

20. PexBusur «PeructpaniMOHHBIA HOMEP JOKYMEHTA» IPOCTABIISAETCS:

1) Huxe pexkBu3uTa «JlaTta JOKyMeHTa;
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2) BhIIIE peKBU3UTA «/laTa JOKyMeHTa;

3) Ha OJTHOM YpOBHE C PEKBU3UTOM «/laTa ToKymMeHTa»;

4) Hrke pekBu3nTa «TeKCT JOKyMEHTa

Bapuanm 2

1. B xkakoM U3 nmepeynciieHHbIX HOPMATHUBHBIX IOKYMEHTOB COJIEPKATCsl ONpeaeTeHUs Tep-
MHUHOB «IOKYMEHT» U «HH(POPMAITHI»

1) TOCT P 7.0.8-2013. Hammonaneusiii ctangapt Poccuiickoit ®enmepanuun. «Cucrema
CTaHJAPTOB MO MH(POpPMALMH, OMOTMOTEYHOMY M M3AATENbCKOMY Jeny. [lenonpon3BoacTBO U ap-
XUBHOE J1e510. TepMUHBI U ONpeIeTICHUS.

2) TOCT P51141-98 «/lemonpon3BOACTBO U apXUBHOE J1€10. TEPMHUHBI U OTIPEICTICHUS

3) ®enepanpubii 3ak0H «O0 umHOpManMK, MHPOPMATHU3ANK U 3aIIUTe WHPOPMALIUN»
Ne24-®3

4) TOCT P 7.0.97-2016. HamumonanbHbiii ctanaapt Poccuiickoit ®enepanuu. «Cucrema
CTaHAapToB 1o wuHbopManuu, OUOIMOTEYHOMY U H3JAaTeNbCKoMy Jeny. OpraHu3aluoHHO-
pacriopsiAuTeNbHas JOKyMEHTalus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOBY.

2. IlomHoTa ynpaBiaeH4YECKOH HHGOpMAITII

1) ompenernsieTcst CTENEeHbI0 COOTBETCTBUS €€ COJIEPKaHU OO BEKTUBHOMY COCTOSIHUIO JETT

2) XapakTepu3yercs ee 00beMOM, KOTOPBIN JTOJKEH ObITh JJOCTATOYHBIM JUIS MIPUHSTUS pe-
HIEHUN

3) ompezenseTcs BpeMEHEM ee mepeadn u o0paboTKu

4) xapakTepu3yeTcsi BO3MOKHOCTBIO COIIOCTABIATh CBEJCHUS, OTHOCSILUECS K Pa3InYHbIM
BPEMEHHBIM UHTEpBaIaM

3. HazoBute, Kakue U3 HUXKE MEPEUUCICHHBIX JOKYMEHTOB OTHOCATCA K MH(OPMAIMOHHO-
CIIPaBOYHBIM JIOKYMEHTaM

1) mpuxa3zbl

2) TOMKHOCTHBIE MHCTPYKLIUU

3) MPOTOKOJIBI

4) aKThbI

4. K akycTU4eCKUM JIOKYMEHTaM OTHOCSTCS:

1) yeprexu;

2) rpadukuy;

3) cxemsl;

4) cTeHOTrpaMMBbI

5. BHentHuM Ha3biBaeTCs OQUIHMAIBHBIN TOKYMEHT

1) He BBIXOJAIINIA 3a MPEIEITbI TOATOTOBHUBIIICH €0 OpraHU3aIH

2) MOJIy4EHHBIH OT IPYTUX OpraHU3aIMil WU BBIIIECTOSAIINX OPTraHOB

3) co3aHHBIN JIMIIOM BHE C(PEpPBI €T0 CITY)KEOHOU 1eITeTbHOCTH

4) MpOeKT JOKYMEHTA, He MOANUCAHHBIN PYKOBOAUTENEM MPEANPUITHS

6. Llenpro k1accuduKay T0KyMEHTOB SIBJISICTCSI:

1) OBICTPBIIT KX TIOUCK;

2) NOBBILLIEHUE ONEPATUBHOCTH 00paOOTKH TOKYMEHTOB;

3) yao6cTBO apXMBHOTO XpaHEHMS;

4) nmpunaHue JOKyMEHTaM IOPUIUYECKON CHIIbI

7. I1o mpoucxoxaeHNe TOKYMEHTHI KJIacCU(UIIUPYIOTCA Ha!

1) cnyxeOHble U OpUIHNATIEHO-TUYHbIE;

2) BHyTpEHHHUE U BHEIIIHUE;

3) mpoCThIE U CIIOKHBIE,

4) MOATUHHUKY (OPUTHUHAIIBI) U KOITUU

8. [Tox yauummpoBaHHON CUCTEMOM TOKYMEHTAIIMH TIOHUMAETCS

1) opranu3anMoOHHO YMOPSAJOYEHHAsI CHCTEMa JOKYMEHTOB U MH(OPMAIIMOHHBIX TEXHOJIO-
Tam

2) undopmaloHHas cUCTeMa, peann3yeMas ¢ UCIOIb30BAHUEM CPEJICTB BBIUMCIUTEIHHOM
TEXHHUKHU U CBSI3U
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3) cucreMa, co3daHHas MO €IWHBIM MPaBWJIaM U TPeOOBaHMIM W cojeprkaiias uHbopma-
110, HEOOXOAUMYIO JUIs YIIPaBJICHUS B ONpPEACTICHHON chepe AesTenbHOCTH

4) makeT JOKYMEHTOB, COJIEPKAIUX YHU(PUIIUPOBAHHBIE TEKCTHI

9. Ilepreiii 'OCT Ha opraHU3allMOHHO-PACTIOPAAUTEIbHBIC TOKYMEHTHI OBbLIT BBEJICH B

1) 1840r.

2) 1922r.

3) 1972r.

4) 1983r.

10. B HacTosiee BpeMsi periiaMeHTanusi JTOKyMEHTUPOBAHUSI U OpraHU3alud JTOKyMEHTa-
[IMOHHOTO 00eCIeUeHHs YIIPaBICHUS BEJIETCS B CJIEAYIONIUX HAPABICHUSIX

1) 3akoHO/AATENbHOE PETYIUPOBAHUE

2) cranaapTu3anus U yHU(UKaLKs TOKyMEHTOB

3) pa3paboTka HOPMATUBHO-METOJUYECKHUX JOKYMEHTOB OOIIEroCcy1apcTBEHHOTO JEHCTBHUS

4) Bce BEPHO

11. TocynapcTBeHHas cucTtemMa JOKYMEHTAIMOHHOTO oOecrieueHus yrnpasnenus ([CHOY) -
3TO

1) opranu3anoHHO YHOPSAOYEHHAs! COBOKYIMHOCTh TOKYMEHTOB M MH(OPMAIIMOHHBIX TEX-
HOJIOT Ui

2) uHpOpPMALIMOHHAS CHCTEMA, PeaTn3yeMasi C UCTIOIb30BAHNEM TEXHUYECKHUX CPEJICTB

3) cuctema MoJIoKeHUM, coJieprKaIiasi CBeJIeHUsI O TOKYMEHTaxX U ONepalusix ¢ HUMU

4) COBOKYIHOCTh NPUHIUIIOB M TPABWJI, YCTAaHABIMBAIOIINX €IUHBIE TPEOOBAaHUS K JIOKY-
MEHTHPOBAHUIO U OpPraHU3aluu paboThl C TOKYMEHTaMU

12. biankoM MpeanpusTHs SBISIETCS

1) nuct 6Gymaru ¢ 3apaHee BOCIIPOU3BEACHHBIMI PEKBU3UTAMH 00 OpraHu3aluu

2) opunmanbHbIA JOKYMEHT, OTHPABICHHBINA APYTHM OPraHU3aLUsIM

3) Mozenb IOCTPOCHHUS IOKYMEHTA, ycTaHaBIUBaroas (hopMathl, pa3Mephl MoJiel U ero oc-
HOBHBIE PEKBU3UTHI

4) >KxypHaj, COCTaBIICHHBIN O OINpeaeTeHHONW opMe U CoAepkKallui CBEICHUS O JOKYMEH-
TaxX W ONEepausIX ¢ HUIMU

13. TIpu yrioBom (puiaroBOM pacroyioKEHUH PEKBU3UTOB

1) Bce cTpoku G1aHKa HAUMHAIOTCS OT FPAHULIBI JIEBOTO IOJISL, MPaBbIii Kpail He BbIpaBHUBA-
ercst

2) Bce PEKBU3UTHI BBIPABHUBAIOTCS OTHOCUTENIBHO CEPEIUHBI JINCTA IOKYMEHTA;

3) peKBU3UTHI pacloyaratoTcs 1Mo BCeil MIMPHHE JIUCTA C PaBHBIM YAAJCHUEM KaXKIOH CTpo-
KU OT JIEBOT'O U MTPaBOTO MOJIS;

4) peKBU3UTHI pacroyiararoTcs Ha CBOOOIHOM BEPXHEM I10JI€ JIUCTA

14. Vxaxute, kakoh u3 pekBu3utoB, cormacHo ['OCT P 7.0.97-2016, umeetr mopsIKOBBIA
Homep 01

1) uzobpaxenue I"'ocynapctsennoro repba PO

2) nzo0paxkeHre IMOIEMbI TPETPUATUSL

3) uzobpaxenue repdba cyonrexra PO

4) HauMEHOBaHHE TIPEATIPUATHS

15. JInst 60IBIIMHCTBA TOKYMEHTOB PEKBU3UT "PerucrpanmoHHbiif HOMEP JOKyMEHTa" Tpo-
CTaBIIsI€TCS B 3ar0JIOBOYHOM YacTu

1) Huxe pexBu3UTa «JlaTa JOKyMEHTa» OT IpaHHULbI JIEBOTO MO

2) BbIIIIe PEeKBU3HTA «/]aTa TOKyMEHTa» OT TPaHUIIBI JIEBOTO MOJIS

3) HIKe peKBU3HTA «/laTa JOKyMeHTa» OT IpaHUIIbI TPABOTO MOJIS

4) Ha O/THOM YPOBHE C PEKBU3HUTOM «JlaTa TOKyMeHTa»

16. PEexBU3HUT «pe30JIIOLUS» PACIIOIaraeTcs

1) Ha mocneiHeM JTUCTe JOKYMEHTA M0/ PEKBU3UTOM «aJpecar

2) Ha TIEpPBOM JIMCTE JIOKYMEHTA HaJl PEKBU3UTOM «aJipecary

3) Ha mocJeHeM JICTE TOKYMEHTA M0J1 PEKBU3UTOM «HAMMEHOBAHUE BU/IA TOKYMEHTA

4) Ha IepBOM JIMCTE JOKYMEHTA M0/ PEKBU3UTOM «aJpecar»
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17. B pacniopsIuTeNbHBIX TOKYMEHTAX, a TAaKKe JOKYMEHTaX, aJ[peCOBaHHBIX PYKOBOJCTBY,

H3JI0KCHUE TCKCTa JOJI2)KHO UATH OT

JJaM

1) nepBoro jaMIa eAMHCTBEHHOTO JIUIA

2) TpeTbEero Jula €AMHCTBEHHOTO YUCIIa

3) nepBoOro M@ MHOKECTBEHHOI'O YUCIia

4) TpeTbero auIia MHOXKECTBEHHOI'O YHCiIa

18. TekcToM ynpaBiIeHUECKOTO TJOKYMEHTA SIBJISICTCS

1) nepedeHsb (COUCOK) KaKUX-THOO JaHHBIX, PACIIONIOKEHHBIX B OTPE/ICICHHOM MOPSAKE

2) 3aduKcHpOBaHHAs HAa MaTepUaIbHOM HOCUTENE HHPOPMALIUS 10 YCTAHOBJIEHHBIM IIPABU-

3) BbIpaXXEHHOE CPEJCTBAMU JIEJIOBOIO S3bIKA COJIEPIKAHUE YIIPABICHUECKUX JA€HCTBUI
4) npou3BOJCTBEHHAs, yIIpaBJIeHUYECKash WM MHas MHPOpMaLUs, UCIIOIb3yeMast Ui JOCTHU-

JKEHUsI KOMMEPUYECKUX Lieen

o N o O

10.
11.

19. PeKBU3UT «3arojioBOK K TEKCTY» JOJDKEH COINIaCOBBIBAThCS
1) c HauMeHOBaHUEM BUa JOKYMEHTa

2) ¢ TEKCTOM JOKyMEHTa

3) ¢ pyKOBOJUTENIEM TIPEATPUSITHS

4) c conepkaHUEeM MPUIIOKEHUN

20. Kakue 13 yKa3aHHbIX JJOKYMEHTOB IOJUIEXKAT YTBEPKICHUIO
1) pacniopsbkeHus

2) 3agaHus

3) aKkTBl peBU3HI

4) cupaBku

Bpewms BeimonHenus — 30 MUHYT

[TpomexxyToUuHas aTTecTalus.

4.7 Konmponvnan paboma Nel

[IpoBenuTe KiIacCUPUKAIMIO MPEATIOKESHHOTO TPETOAaBaTEIeM MaKeTa JOKYMEHTOB, OITHU-
IIUTE WX OCHOBHBIC KJacCU(UKAIMOHHBIC TIPU3HAKH.

CocraBbre (hopMynsip-oOpaszen] PEeKBU3UTOB 3arojOBOYHOM 4YacTH JOKYMEHTa COIJIACHO
I'OCT P 7.0.97-2016

CocraBbTe (opMyIsIp-oOpaszer] PeKBU3UTOB OQPOPMIISIONICH YacTH JOKYMEHTa COTJIACHO
I'OCT P 7.0.97-2016

Odopmure obpazen nmpukaza pyKoOBOAUTENS OPraHU3AIUH MO0 BOMPOCAM H3MEHEHUS PeKUMa
paboTsl

Odopmure obOpaser mprkasza Mo OCHOBHOMU JI€ATEIIbHOCTH OpraHU3aluu
Odopmute oOpazerr pacriopsKEHHS 3aMECTUTENIST PYKOBOIUTENST OpraHU3aIiuu
Odopmure oOpaser] perieHns KOJUIETHAIBHOTO OpraHa yIpaBJIeHHsl OpraHu3aluu

Odopmute obpazerr cupaBku 0 pocTe 00BEMOB MPOJIAXK JIOTUCTUUECKOW KOMITAHUM 332 Me-
csI/KBapTai

Odopmute oOpazerr crpaBKu O CTake pabOThI COTPYIHUKA KOMITAHUN
Odopmure obOpa3zerr cipaBku 00 00beMe JOKYMEHTO000POTa OPTaHU3AINH 32 MECSII

Odopmute obpazern TOKIATHON 3aTUCKH 00 YBEIIMUYEHUU YUCICHHOCTH OTJIelNa MPOJIaXx JIo-
THCTHYECKON KOMITAaHUH B CBSI3HU C POCTOM 4HCJia KIMCHTOB
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12. Odopmure obpasenr JOKIaTHONW 3aMUCKH O BBIOJHEHUU OTAEIOM KOMITAHUU TMPOMEKYTOU-
HOTO 3Tara IMpoeKTa

13. Oopmure oOpaszer TOKIATHON 3aMUCKH O HAPYIICHHH COTPYTHUKOM TPYIOBOW JTUCIIUTLIH-
HBbI

14. Odopmure oOpazern; OOBSICHUTEIFHON 3aIMCKH O IPHYMHAX HEBBIIOIHEHUS Pa0OTHI B CPOK
15. Odopmute 0ob6pazer mucbMa-3anpoca JOTHCTHISCKONH KOMITaHUH

16. Odopmure 0Opa3zer rapaHTHITHOTO MHUChMAa JIOTUCTHYECKONH KOMITaHHH

17. Odopmute o6pazer; nHGOPMAITMOHHOTO MHUChMA JIOTUCTHYECKON KOMIIAaHUN

18. Odopmute 0O6pazer mucbMa-HaIIOMUHAHUS JIOTHCTHYECKOM KOMITaHUU

19. Oopmute 0Opa3zel mUCHMa-MPUTIIANICHHAS JTOTUCTHYESCKONH KOMITAaHUH

20. OdopmuTte oOpa3zel MUcbMa-peKIaMaIiK JIOTHCTHYECKOW KOMIIaHUU

Bpewms Bemmonnenust — 30 MUHYT

4.8 Tecmoesoe 3a0anue Ne2

Bapuanm 1.

1. B npouecce opraHn3alliOHHON J€ATEIbHOCTH IPEAIPUITUS (POPMUPYETCS KOMILIEKC Op-
TaHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB, K KOTOPBIM OTHOCSTCS

1)101KHOCTHBIE HMHCTPYKLIUU COTPYJHUKOB IPEIIPUITHS

2)aKThl pEBU3UI U TIPOBEPOK

3)mporokouibl 3acenanuii CoBeTa TUPEKTOPOB

4)pacnopsiKeHHs TUPEKTopa MPEANPUITUS

2. OCHOBHBIM Ha3HAYEHUEM PACIOPSIAUTEIbHBIX JOKYMEHTOB SBJISETCS

1 )onpenenenue craryca OpraHu3allid, €€ CTPYKTYpbI, MpaB U O0S3aHHOCTEH pabOTHUKOB
TIPE TP THS

2)coo011eHne CBEICHHM, MOOYKIAIOMNX MPUHUMATh OINPEICICHHBIC YIIPABICHUECKUE pe-
HICHUs

3)peryiupoBaHue U KOOPAUHAIMS JeSTEIbHOCTH, TIO3BOJISAIONIAsl OpraHy yrnpaBieHus odec-
NeYMBaTh pealIN3alMIo IOCTABJICHHBIX MIEPE]l HUM 3a7a4

4)peanuzanusi ”HHOPMAIIMOHHBIX CBSI3€H MEXy OpraHU3alUsIMHU

3. PykoBoauTenu npenpusITUA U OPraHU3aLMNA U31AI0T CIEAYIOLME BUbI PACIIOPSIUTENb-
HBIX JJOKYMEHTOB

1)mpukassl, paciopsKeHHsl, IPOTOKOJIBI

2)1puKasbl, pacHOpPsKEHUS, YKa3aHUs

3)npurKasbl, IPOTOKOJIbI, HHCTPYKIIUU

4)pacriopspKeHUs!, peIeHns, OT3bIBbI

4. IIpuka3oM Ha3bIBacTCs

1)I0OKyMEHT, COCTaBJIsieMblii HECKOJbKUMHU JIUIAMHU UM MOATBEPKAAIOIIMNA YCTAHOBJICHHbBIE
UMM (DaKTBI UM COOBITHS

2) mpaBOBOM aKT, U3J]aBaeMbIii JJIs1 pa3peleHHs ONepaTUBHBIX BOIIPOCOB

3) mpaBOBOil aKT, U3/aBaeMblil PYKOBOJUTENEM B IIENAX Pa3peIIeHUs] MPOU3BOACTBEHHBIX
3ajady;

4)0KYMEHT, aJIpeCOBaHHbIM PYKOBOJUTEIIO MPEANIPUITHUS, COAEPKAIINN H3I0KEHUE KaKo-
ro-1100 BOIpoca ¢ BBIBOJAMH U MPEATIOKEHUSIMU COCTAaBUTENS

5. O0s3aTenbHBIMU PEKBU3UTAMU MPUKa3a IO OCHOBHOM JI€ATEILHOCTH SIBIISTIOTCS

1)HanMeHOBaHK€e BHJIa JOKYMEHTa, HOMEp, /1aTa, MOJIHCh, [1e4aTh

2)HoMep, Jata, 3aroJIOBOK K TEKCTY, TEKCT, MOAINMUCH, 1e4aTh

3)HauMeHOBaHME BUJIA IOKYMEHTA, JaTa, IOJMUCh, Ie4aTh, BU3a
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4)HavMeHOBaHME BHUIa JOKYMEHTA, 1aTa, HOMEp, 3aroJIOBOK K TEKCTY, MOJIUCH. BU3a

6. B pacniopsiantenbHON 4acTu TEKCTA MpUKa3a COAEPKUTCS

1)ccpuika Ha HOPMAaTUBHBIM MPABOBOM aKT BBILIECTOSIIIETO OPraHa

2)popmynupoBKa 1eNel U 3aa4, CTOSIIUX Mepel OpraHu3aIuei

3)nopydeHre pyKOBOJUTENSI U CPOK €T0 BHIIOJTHEHUS

4)onncanue pakToOB MM COOBITUH, MTOCTYKUBIINX IPHYUHON M3/1aHUS IPUKA3a

7.11ocnenHui MyHKT pacnopsAUTEIbHON YacTH IPUKa3a BKIOYAET

1)HanMeHOBaHKE TOJDKHOCTH, (PaMHIIIUU UCTIOTHUTEIIS

2)coaeprkaHue MOPYUEHUsT PYKOBOAUTES

3)CpOK BBIMIOJIHEHUSI TOPYUYEHUS

4)HavMEHOBaHHUE JIOJDKHOCTH JIMLA, OTBETCTBEHHOI'O 32 HCIIOJHEHUE JOKYMEHTA, €r0 MHU-
Uanbl U GamMUIUIO

8. [IpoTokoJioM 3aceaHusl Ha3bIBACTCs

1)ripenBapuTENbHBIN BapUaHT JOKYMEHTA, IPeIHA3HAYCHHBIN JJI1 paCCMOTPEHUs

2)I0KyMeHT, (PUKCUPYIOIIUN X0a 00CYKICHUST BOINPOCOB U MPUHATHUS PEIICHU Ha coOpa-
HUSIX, 3aCEJaHUSIX KOJUIETHAIbHBIX OPraHOB

3)I0KYMEHT, IPUHUMAEMbII KOJUIETHAJIbHBIM OPraHOM B LENIAX PEIICHUs MPOU3BOACTBEH-
HBIX BOMPOCOB, 33724

4)1OKYMEHT, coiepKaIiuii 0000IIEHHbIE CBEJECHUS 110 OJTHOMY BOIIPOCY

9. Vkaxure, kak OyJeT yKa3bIBaThCS JaTa B MPOTOKOJE 3acelaHMsl, €CIM OHO IMPOJ0JIKa-
JIOCh HECKOJIBKO JTHEU

1)yka3pIBaeTcs 1aTa Hayasa 3ace/laHus

2)yKka3bIBaeTCs JaTa OKOHYAHUS 3aceqaHus

3)naroit mpoTokoia OyaeT SBISATHCS JaTa ero MoIMUCaHus peaceaaTeNieM

4)yKka3bpIBalOTCS 1aThl Ha4ajla 1 OKOHYAHMSI 3aceaHus

10. OGs3aTeTbHBIMU PEKBU3UTAMU aKTa SBISIOTCS

1)Ha3BaHue BUJIAa JOKYMEHTA, aTa, 3aroJIOBOK K TEKCTY, IOJIUCH, 1€YaTh

2)Ha3BaHUE OpraHM3allMM, Ha3BaHHE BHUJAA JIOKYMEHTa, JaTa M PErHuCTPAllMOHHBIN HOMED,
MOJIUCH

3)Ha3BaHME OpraHU3alMH, Ha3BaHUE BHUIA JOKYMEHTA, PETUCTPAIIMOHHBIA HOMEp, aJipecar

4)Ha3BaHMe BHUIa JOKYMEHTA, 3aT0JIOBOK K TEKCTY, PE30JIIOLHMSL, Ipu( yTBEpKACHUS

11. AKT cunTaeTcst NPUHATHIM U BCTYIAET B IEUCTBHE

1)rocre ero nognucaHusi BCEMH WIEHaMU KOMUCCUH

2)c MOMEHTa Hayasa COOBITHUS, OIIMCHIBAEMOTO B aKTe

3)c MOMEHTa NOJNUCAaHUS aKTa PyKOBOJUTEIEM

4)c MOMEHTa 03HAKOMJICHHSI C COJIEpKaHUEM aKTa BCEX 3aMHTEPECOBAHHBIX JOJDKHOCTHBIX
JIUTY

12. CopaBkH, OTpakarolyie OCHOBHYIO (IIPOM3BOACTBEHHYIO) AEATENbHOCTh NMPEANPUITHS,
MOTYT OBITh

1)BXOJAIMNME U UCXOIAIMMU

2)IPOCTHIMH U CIOKHBIMU

3)BHYTpEHHUMH U BHEIIHUMU

4)rpadapeTHBIMU U UHIUBUAYAIbHBIMU

13. 3akiroueHre KOMMEPYECKOro KOHTPAKTa OOBIYHO HAUMHAETCs C HAIPaBICHUS OQepTHl,
KOTOpas MpeCTaBIIsgeT co0oii:

1)10KyMeHT, (PUKCUPYIOIIMI COTJIAalIeHne CTOPOH 00 YCTAaHOBJICHMM KaKHX-THOO OTHOIIIE-
HUHN U UX PEryIHUpOBaHUI

2)I0KYMEHT, COAEPIKAIMIA OMMCAHUE WIH MOJITBEPXKIEHNE KAKHX-JINOO0 COOBITHIA

3)I0KYMEHT O HapyUIeHUSIX, JOMYLIIEHHBIX MPU TPAHCIOPTUPOBKE Ipy3a

4) nuCbMEHHOE TPEJIOKEHHE O 3aKJIFOUYCHUN KOHTPAKTA Ha ONPECICHHbBIX YCIOBUAX

14. Cny>xeOHast mepernucKa opraHu3ai 00ecednBaeT

1)COO6H_ICHI/IC CBCHCHHﬁ, 1'[06y>KIIaIOH_[I/IX MNPUHUMATDL ONPCACIICHHBIC YIPABJICHYCCKUC PC-
MICHUA
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2)ompesieNieHre cTaTyca OpraHU3allH, €€ CTPYKTYpHI, MPaB M 00sS3aHHOCTEH PaOOTHHUKOB

PEANPUATHS

3)onepaTuBHBIN HHGOPMAIIMOHHBIH OOMEH MEXTy OPTaHU3aLUSIMHI

4)IOKyMEHTUPOBAHHUE U OPTAHU3AIHIIO PA0OTHI ¢ OPUITHAILHBIME IOKYMEHTAMH

15. PexBU3UT «ApecaT» MpH yIriIOBOM PACIONIOKEHUH PEKBU3UTOB OJIaHKa pacrojaraercs
1) B mpaBOM BEpXHEM YTy

2)B JIEBOM BEpXHEM YTy

3)Ha cBOOOIHOM MECTE B 3aroJIOBOYHOM YacTH IOKyMEHTa

4)B HIYKHEM JIEBOM YTIIy

16.YkaxuTe, Kakoil BUA MUCbMa OyJIET COCTaBJIATh MPEANPHUITHE C LIETbIO MOJIyYEeHUs Ka-

KUX-TH00 O(pHUIMATBHBIX CBEICHUH WM JJOKYMEHTOB

HUA

1)muchbMO-ipocKOy

2)nucbMo-TpedoBaHNE

3)nucbMO-TIpeI0KEeHN e

4)ncrMO-3aIpoc

17. Pexmamariueit Ha3pIBaeTCs Cy)KeOHOE TTUCHMO

1)KOTOpBIM aBTOp MHPOPMHUPYET aJpecaTa 0 KAKHX-ITH00 COOBITHIX WM (aKTax
2)conepxariee 0043aTeabCTBO MU MTOATBEPKACHUE

3)mo noBoay OOHapYKEHHBIX J€(EKTOB B IOTYYEHHONU TPOIYKIIMH
4)HanpanisieMoe MOTEHIMATbHOM

18. IlpenBapurenbHOE pacCMOTPEHNE BXOIAIINX JOKYMEHTOB IIPOBOJUTCS C LIEbIO
1)perucrpanuu BXOASALIETo JOKYMEHTa

2)IIpOBEPKH KOJIMYECTBA JIUCTOB MTOCTYIHUBIIETO JJOKYMEHTA

3)NOIIMBKY JJOKYMEHTA B JIEJI0

4)pacripenesieHu TOKYMEHTOB Ha PETUCTPUPYEMbIE U HEPETUCTPUPYEMBIE

19. Peructpauus 10KyMEHTOB

l)mpocraBnenre HEOOXOAUMBIX PEKBU3HUTOB, YCTAaHOBIICHHBIX MPAaBHIAMH JOKYMEHTHPOBA-

2)3anuch y4eTHBIX JaHHBIX O JIOKYMEHTE IO YCTaHOBJICHHOW (opme, Ppukcupyromas paxt

€T0 CO3AaHu UJIN TTOJTYYCHU A

3)ykazaHue moJyiyqaresis JOKyMEHTa TyTeM MPOCTaBICHUsI PEKBU3UTA «AIpecary
4)paccMOTpEeHHE MOCTYMUBIINX JOKYMEHTOB PYKOBOIUTEIEM
20. YkaxuTte, Kakyto (opMy perucTpainu JOKyMEHTOB y00Hee MPUMEHSITh Ha HEOOIBIINX

OPEANPUATHIX

1 )1IeHTpaTu30BaHHYIO
2)1e1eHTpaIu30BaHHYIO
3)cMelanHyIo
4)UHIUBUYaTHHYIO

Bpewms Beimonnenus -30 Mun

Bapuanm 2.

1. Kakue u3 nepeuuciieHHbIX JOKYMEHTOB HE MOJyIekaT perucTpalun

1)mpaiic-nucTbl

2)KoMMepUeCcKHe KOHTPAKThI

3)buHaHCOBas OTYETHOCTH OTACIECHUN U (PUITNATOB IPEATPUITHS

4)3arpochl BBIIECTOSIIIUX OpraHU3alui

2. ]I MCTIOTHEHHS TIEPHOIMYECKH CO3/ITaBACMbIX TOKYMEHTOB (HAaIpUMep, CTaTUCTUIECKON

nu (bHHaHCOBOﬁ OT‘ICTHOCTI/I) YCTAHABJIMBAKOTCA

1 )uHAMBHYaTbHBIE CPOKU

2)yCIOBHbIE CPOKU

3)TunoBbie CPOKU

4)(ukcupoBaHHBIE CPOKU

3. HomeHnkuarypa zien mpencTaBiisieT coooi
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HEM

1)COBOKYITHOCTB JJOKYMEHTOB, CPOPMUPOBAHHBIX 110 KAKOMY-THOO MTPU3HAKY
2)crucTeMaTH3UPOBAHHBIN MepeueHb 3aroJIOBKOB JIeJ ¢ YKa3aHUEM CPOKOB UX XPaHEHUs
3)COBOKYITHOCTh ACHCTBUM, 00€CIIEUNBAIOIINX CBOEBPEMEHHOE UCITOTHEHUE TOKYMEHTA

4) COBOKYITHOCTb JAHHBIX, 3alITMCAHHBIX Ha MAallIUHHOM HOCHUTCIJIC IMOA OIIPEACICHHBIM UMC-

4. JIoKyMEeHTBI BHYTpPH JI€J1a MOT'YT pacrojararbcs

1)B XpOHOJIOTUYECKOM MOCIE0BATEILHOCTH

2)B anaBUTHON MOCIETOBATEIBHOCTH

3)1o nopsiAKOBBIM HOMEpam

4)Bce BEpHO

5. YTBepxKAEHHAsI HOMEHKIJIATypa €] OpraHu3aluu JeHCTBYET

1)oaun rox

2)Tpu rosaa

3)Aath et

4)necartpb neT

6. naexc nena npocTaBiisieTcsi B COOTBETCTBUU

1)c HoMeHKIIaTypoii 1en

2)c UHAECKCOM IEePBOTO JOKYMEHTA B JIeTie

3)c MHIIEKCOM IOCJIEIHETO TIOKYMEHTa, TOMEIIAeMOT0 B JIeJie

4)co criennaIbHbIM PACTIOPSKEHUEM PYKOBOAUTES MOApa3AeTIeHUs

7. HazoBuTe, Kakue UX NEPEYUCIICHHBIX JJOKYMEHTOB MOT'YT ObITh MOJIIUTHI B OAHO AEJIO
1)10KyMEHTBI, TIOJJIeKAIIIEe BO3BPATY

2)4epHOBUKH TOKYMEHTOB

3)10KyMeHTHhI, paboTa o KOTOPBIM 3aBEpIIIeHA

4)IOKYMEHTBI pa3HBIX CPOKOB XpaHEHUS

8. IlmaHbl ¥ OTYETHI IPEANPUATHS XPAHITCS B JIeIax

1)roro rosa, B KOTOpOM JaHHBIC IUIAHBI M OTYETHI OBLIA COCTABJICHBI

2)Toro rojaa, B KOTOPOM JaHHbBIE TUIaHBI U OTYETHI YTBEPKAATUCH

3)Toro nepuojia, KOTOPbIN ONPEAETUT PYKOBOJCTBO

4) Toro nepuojia, K KOTOPOMY OHU OTHOCSITCS IO COJEP>KAHUIO

9. DkcnepTHas KOMUCCHSI IPEANIPUATHH COCTOUT U3

1)aByx yenoBek

2)Tpex 4eloBeK

3)4eThIpex uenoBeK

4)naTy 4enoBek

10. K nokymeHTam 10JIrOBPEMEHHOTO XPAHEHNUS, IEPENABAEMBIM B apXUB, HE OTHOCATCS
1)OyxranTepckasi OTUETHOCTh IPEATPUSITHS

2)IOKYMEHTBI 10 TMYHOMY COCTaBY

3)nenoBas mepenucka npearnpusITHs

4)rofioBbI€ IIaHBI U OTYETHI MPEANPUATHS

11. Onpenenenue CpoKOB XpaHEHUs JOKYMEHTOB OpraHU3alMH [TPOU3BOIUTCS

1)B cootBercTBUM ¢ «IlonoxkeHnem 00 ApxuBHoMm Gouae PDO»

2)B COOTBETCTBUU C TPEOOBAHUSIMU U MTpaBUIIaMU PaOOTHI BEIOMCTBEHHBIX apXUBOB
3)IOCTOSHHO AEMCTBYIOIIEH AKCIEPTHONM KOMHCCHEH, CO3/1aBaeMOoil pyKOBOAHUTENEM Mpe-

MPUATUSA

3¢C

4)CI[I/IHOJ'II/I‘-IHO PYKOBOAUTCIIEM NPCAINIPUATHUA B CIICHUAIIBHO U31aBACMOM IJI 9TOr'0 IIpUKa-

12. ApxuBHas crnpaBka - 3TO
1)I0KyMEHT, cofiepKaliuii OMCaHUEe WK MTOATBEPKICHUE TeX WM UHBIX (aKTOB, COOBITUI
2)opuuManbHO 3aBEpEHHBIN TOKYMEHT, COJAEpXAlluil MOATBEPKACHNUE CBEJCHHMH, OTHOCS-

HIMXCS K MIPEeIMETY 3arpoca ¢ yKa3aHUEM MOUCKOBBIX JaHHBIX

3),HOKYMCHT, IMOJIHOCTBIO BOCHpOPI3BOII$IH.[PIfI I/IH(I)OpMaI_II/IIO MNOMJIMHHOTO NJOKYMCHTA U BCC

€T0 BHCHIHUEC ITPU3HAKHN
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4)y4eTHbI JOKYMEHT, COJIEepKalliil MepeueHb TOKYMEHTOB C yKa3aHHEM HX MOPSIKOBBIX
HOMEPOB, HHJIEKCOB, HA3BAHU U

13. IokyMEeHTOOOOpPOTOM Ha3bIBACTCS

1)aBuxKEHNE TOKYMEHTOB B OpraHM3al[MM C MOMEHTa MX CO3JaHMs WIM IOJY4EHHUS JI0 3a-
BEpILICHHUS UCTIOJHEHUS WU OTIIPABICHUS

2)cBOJ MpaBUil, B COOTBETCTBUM C KOTOPBIMH IPOUCXOAUT ABUKEHHE JOKYMEHTOB B Opra-
HU3ALUN

3)COBOKYIHOCTb ACWCTBUI, 00ECTIEUNBAIOIINX CBOEBPEMEHHOE O(OPMIICHUE TOKYMEHTA

4)npoctaBieHre HEOOXOAUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX MpPaBUIaAMH JTOKYMEHTHPOBA-
HUS

14. K xauecTBEeHHBIM XapaKTePUCTUKAM JOKYMEHTOOOOPOTa OTHOCSTCS

1)croco6 nepenaun 1 00pabOTKH TOKYMEHTOB

2)BpeMs UCIIOJHEHUS IOKYMEHTOB

3)UHTEHCUBHOCTh TPyAa COTPYIHUKOB, 3aHSATBHIX MOATOTOBKOW M 00pabOTKOW KOPPECHOH-
JEHINH

4)1epruoJUYHOCTh U HAIIPABJICHHOCTH JIBUYKEHUS IOKYMEHTOB

15. TlocTynaromye B OpraHu3alyio JOKYMEHTH 00pa3yoT

1)oTOKM BHYTpEHHEH TOKyMEHTALUN

2)IOTOKH BXOSIICH TOKYMEHTAllUN

3)[IOTOKH UCXOSIICH TOKYMEHTAIIUU

4)BepTUKaJIbHbIE NOTOKU JOKYMEHTALUU

16. OGpaboTKka MoCTynawIeid B OpraHU3alli0 KOPPECTIOHCHIIMN BKJIIOYAET CIIEAYIOIIne
orepanuu

1)BU3HpOBaHUE TOKYMEHTA U TIOJIMUCAHKIE €0 PYKOBOAUTEIEM

2)ucnojiHeHUEe U 00ecTIeueHne KOHTPOJISI UCTIOTHEHUS JOKYMEHTa

3)obecrieueHre MPaBUIBLHOTO XPaHEHHS! MOCTYMUBIIETO JOKYMEHTa

4)paccMOTpeHHE TaHHOM KOPPECTIOHACHIIMY PYKOBOJUTENIEM U OpPraHu3alns 03HaKOMJICHUS
UCIIOJTHUTEINEH C IOKyMEHTaMU

17. [IpeaBapuTeIbHOE PACCMOTPEHUE BXOISAIINX TOKYMEHTOB IIPOBOIUTCS

1)pykoBoauTEIEM NPEATIPUATHUS

2)COTPYAHUKOM CITYObI JOKYMEHTAILIMOHHOTO 00ecTIeueH s MPEANPUATUS WA CEKpeTapeM

3)UCTIONHUTENIEM JTaHHOTO TOKYMEHTA

4)oTrpaBUTeNEM JAHHOTO JTOKYMEHTa

18. IIpu knaccudukanuy 10KyMEHTOIOTOKOB 110 HAIIPABIEHUIO BBIIENSIOT

1)Bxond1ue 10KyMEHTOIOTOKH

2)ucxoasiye JOKYMEHTOOTOKH

3)ropu3oHTAIbHBIE JOKYMEHTOIIOTOKH

4)BHYTpEHHHUE TOKYMEHTOIIOTOKH

19. YcnoBHBIH 00b€M JOKYMEHTUPOBAHHOM MH(OpPMAIIMK MOXET IOACYUTHIBATHCS Ha OC-
HOBE

1)co3naHHbIX B OpraHu3aliy JOKYMEHTOB U UX KOIUMN

2)3aperucTpupOBaHHbBIX JOKYMEHTOB B PETUCTPAIIMOHHBIX 0a3ax MpeAnpHsITUs

3)moscyeTa HepEruCTPUPYEMBIX TOKYMEHTOB B JI€IaxX

4)Bce BepHO

20. ITox xoHGUAEHITNATHEHBIM TOKYMEHTOM TOHUMAETCS

1)3aukcupoBaHHast Ha MaTepUabHOM HOCUTeNle MHPOPMALUs, O3BOJIAIONIAs €€ UIACHTH-
bunmpoBaTh

2)He00X0AUMBIM CIIOcOOOM O(pOPMIIEHHBI HOCHTEIb JTOKYMEHTHPOBAHHOW WMH(pOpMaluHy,
coJiepsKallil cCBeIeHUs] OTPAHMYEHHOTO JOCTYIA WU UCTIOIb30BaHUS

3)oduunanbHbIi JOKYMEHT, HE BEIXOSIIMN 3a TpeIeibl MOATOTOBUBIIEH €ero OpraHu3aluu

4)1paBOBO aKT, W3/1aBa€MbI €MHOIMYHO PYKOBOAMTEIEM MPEANPHUATHS B IIENAX paspe-
HIEHUS] OPraHU3AMOHHBIX, (PUHAHCOBBIX U MHBIX BOIIPOCOB

Bpewms Bemonnenus — 30 MuHyT
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