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1. MACIIOPT PABOYEN YYEFHOI MPOT'PAMMBI JTUCITATIIIAHBI

1.1. Ob6aacThr npuMeHeHHs padoueii yueOHOH MporpaMmbl
VYyeOHas mporpaMma JUCHUIUIMHEIL SBJISIETCS YaCThI0 00pa30BaTeIbHOM MPOrpaMMBbl B COOTBETCTBHH C
®I'OC CIIO no cnenmansaocTr 40.02.01 TIpaBo u opranu3amus COMMATIBHOTO 00eCTICUCHHS

1.2. MecTO AUCHMIIMHBI B CTPYKTYpe MPOrpaMMbl MOJATOTOBKHU CMENHATUCTOB CPeIHEro 3BeHa:
I1. ITpodeccrnoHambHBINA UK
OIT O6menpodeccnoHanbHbIE TUCITUTLTHHBI
OI1.13 loxyMeHTaIlMOHHOE O0ecriedeHne yIpaBIeHHs

1.3. Hean u 3a1a4u JMCHMILIMHBI — TPEOOBAHMS K Pe3y/1bTAaTaM OCBOCHUSA IMCUMILIUHBI:
B pesynbpTare ocBOCHHS AUCIUIUTMHBI 00YJArOITUICS JOKEH YMETh:
- O(bOpMJIHTI: OpI‘aHI/I3aLII/IOHHO-paCHOp}II[I/ITeJII:HBIe I[OKyMGHTBI B COOTBCTCTBHUH C
nerictByromuM 'OCTowm;
- OCYH_IGCTBJ'DITI: O6p&60TKy BXOOAIIIHUX, BHyTpeHHI/IX 1 UCXOOAIINX ,Z[OKyMeHTOB, KOHTpOHB 3a ux
HCIIOJTHEHHEM;
- 0pOpMIIATH TOKYMEHTHI JJIs Iepejaun B apXUB OpraHU3alUH.
B pe3ynbpTare 0cCBOCHHS AUCIUIUITMHBI 00YJarONTUICS JOJKEH 3HATh:
- TOHSATHE TOKYMEHTa, €r0 CBOIMCTBA, CIIOCOOBI JOKYMEHTUPOBAHMS;
- TIpaBuWJa COCTaBJICHUS U O()OPMIICHHS OPraHU3alMOHHO-PACTIOPSAUTEIIBHBIX JOKYMEHTOB

(manee - OPLN);

- CHCTEMY M THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO O0CCIIeUeHUs yIipaBieHus (aajee -
HOVY);

- OCOOEHHOCTH JICJIONMPOW3BOJACTBA IO OOpalieHUsSM TpaKIaH U KOH(UICHIIUAIHLHOTO
JICIIOTIPON3BO/ICTBA.

[IK u OK, xoTOpBIEC aKTYaTu3UPYIOTCS MPU U3YICHUH YICOHON AVCIUTUIAHEL:

OK 1. [lonuMarh CymIHOCTh M COIMAIBHYIO 3HAYUMOCTH CBOEH Oymyriei mpodeccuu, IposBISTh K
HEW yCTOWYUBBIN UHTEpEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIBHOCTh, BBIOMpATh THUIIOBBIE METOABI M CIIOCOOBI
BBINOJIHEHUS NTPO(ECCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3()(HEKTUBHOCTH M Ka4eCTBO.

OK 3. IlpuHumaTrh pemieHuss B CTAaHJAPTHBIX M HECTAHJAPTHBIX CHUTYallMsX M HECTH 3a HUX
OTBETCTBEHHOCT.

OK 4. OcymiecTBisTh MOUCK W HCIOJB30BaHWE WHGOpMAIuu, HeoOXoaumour misa 3PGeKTHBHOTO
BBITIOJTHEHUS MPOPECCHOHATBHBIX 3a/1a4, MPOPECCHOHATHHOTO U JINYHOCTHOTO PA3BHUTHS.

OK 5. Hcnonb3oBaTh WH(OPMAIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTMH B TPO(ECCHOHATBLHOM
NEeSTETbHOCTH.

OK 8. CamocrosTenpbHO OINPEACHATh 3a7aud MPOPECCHOHATHHOTO W JIMYHOCTHOTO Pa3BUTHS,
3aHMMAThCS CaMOOOpa30BaHNEM, OCO3HAHHO IJIAHMPOBATH MOBHIIICHUE KBATU(UKAIIHUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUAX MTOCTOSIHHOTO H3MEHEHHSI IIPABOBOW 0a3bl.

K 1.1. OcymectBusaTh NpodecCHOHATBHOE TOJKOBAaHWE HOPMATHUBHBIX IPABOBBIX aKTOB IS
pealn3aluy npas rpaxkJaH B cepe NEHCHOHHOTO 00eCcTieueHus! U COLUAIbHOMN 3alUTHI.

IIK 1.2. OcymecTBaaTh MpUEM TpakJiaH MO BONMPOCaM TNMEHCHOHHOTO OOCCIEYECHHS U COIMAIBHON
3aIlUTBHI.

I1K 1.3. PaccMaTpuBath makeT JOKYMEHTOB JJIsi Ha3HAYCHUS TIEHCH, TOCOOUI, KOMITICHCAINH, IPYTUX
BBITIJIAT, @ TAKXKE MEP COLMAIBHOW MOJJEPKKH OTAEIbHBIM KaTErOpUsIM Tpak/aH, HYXAAIOUUMCS B
COIIMAILHOM 3alIlUTe.

IIK 1.4. OcymecTBiasaTh yCTaHOBJIEHHE (Ha3HAUYE€HHWE, IIE€pepacyeT, IEpeBOJ), HHICKCALUI0 U
KOPPEKTUPOBKY IE€HCUM, Ha3Haue€HUWE MOCOOU, KOMIEHCAMH W JAPYTruX COIMAJbHBIX BBIIIIAT,
UCIOJB3YSl HPOPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.



I[IK 1.6. KoHcynbTHpoOBaTh TpaxaaH W MNPEACTABUTENICH IOPUIMYECKHUX JIMI[ 1O BOIpOcam
MIEHCUOHHOTO O0ECTICUEHUS U COLMATBHOMN 3allUTHI.

1.4. PexomMeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHUE MPOrPaMMbI AU CHUILIUHBI:
MaKCUMaJIbHOW Y4eOHOM HAarpy3Ku 00ydaromerocsi 84 4acoB, B TOM YHCIIC:
00s13aTeNbHON ayIUTOPHON yueOHOM Harpy3ku odydatomierocs 10 dacos;
CaMOCTOATENIbHON paboThl 00yJaromierocsi 74 4acos.

2.CTPYKTYPA U COAEPXAHUE JUCHUIIVINHbI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BU/IbI Y4eOHOM padoThI

Buj yueOHoi1 padoThl Oobvem uacos
MaxkcumanbHas yyeOHasi Harpy3ka (Bcero) 84
Oos13aTesibHAs ayAUTOPHAsI yueOHasi HArpy3Kka (Bcero) 10
B TOM YHUCIJIE:
JICKIUU 4
JabopaTopHbIE PaOOTHI -
IIPAKTUYECKHE 3aHITHSI 6

KOHTPOJIbHBIC PAaOOTHI -
KypcoBas pabota (mpoekT) (eciu npedycmomperno) -
CamocrosiTesbHast paboTa 00y4awuierocsi (Bcero) 74
B TOM YHCIIE:
camMoCTosITeNlbHAs padoTa HaJI KypcoBOW paboroil (mpoekTtom) (ecau | -
npeoycmMompeHo)




2.2. TemaTu4eckuii IJIaH U cojep:xkanue ydyeoHou qucuuniannbl OIl. 13
JIoKyMeHTaI[HOHHOE o0ecnieyeHrue YIPpaBJIeHHs

HaumeHoBaHue Copep:xanue yueOHOr0 MaTepuaJa, 1a00opaTopHbie pPadoThl U O0BbeM YpoBens
pa3zesioB M TeM NpaKTHYecKUe 3aHATHS, CAMOCTOoATebLHAsA padoTa o0yyaommxcs, 4acoB 0CBOEHHUS
KypcoBasi padoTa (IIPOeKT)
1 2 3 4
Pazpen 1.
Oomasn
XapaKTepUCTHKA
TOKYMEHTAIHOHHOT O
ol0ecnevyeHust
yhpaBJieHus
Tema 1.1. Coaep:xkanue yued0HOro MaTepuaja
OcHoBHbIe mOHATHSA | 1 ITonsarue, uenu, 3a7a4u ¥ IPUHIIUIIBI EJIOMPOU3BOJICTBA. - 1
JOKYMEHTAIHOHHOT 0 HcTopus nenonpon3BoICTBa KaK HAYKH.
obecneyeHUst OCHOBHBIC NOHAMUA TOKYMEHTAIMOHHOTO OOECIeYeHNUs
ynpaBJieHUs yIIpaBIeHHUSI. Kirouesie TTOHATHS: OOKyMeHm,
JIOKYMEHTOO00POT, JIEeIOTTPOU3BO/ICTBO, yHHUpHUKAH,
CTaHmapTU3anws. J[okymenm, e20 c8oucmad, Cnocoowvl
O0OKYMEHMUPOBAHUSL.
2 Cucmema u munoeas mMexHON02Us  OOKYMEHMAYUOHHO2O
obecneuenus ynpasnenus ([{OY)
Enunas IN'ocynapctBenHas cucteMa nenonpousBojactsa (ET'C
J0VY), apxuBHOe Jneno, oprrexHmka. Kiaccudukanms
JTOKYMEHTOB.
IIpakTueckue 3aHsATHS -
KoHTponbHbIe paboThI -
CamocTrosTenbHas paboTa CTy/IeHTa 6
Oo6mepoccuiickue knaccupukaropsr OKITO, OKY I, OI'PH.
OcHoBHbIe YHU(HIIMPOBaHHBIE cucTeMbl B coctae OKY 1.
Tema 1.2. Copep:xanue y4eO0HOr0 MaTepuaJa
TpeboBanns K |1 TpeboBanust K OQOPMIICHHIO M COCTaBJICHHUIO JOKYMEHTOB. - 1,2
o opMIIeHHIO " OdopmiieHHe  JTOKyMEHTalMK B COOTBETCTBHH  C
COCTABJIEHHIO HOPMATHBHOW 0a30f, B TOM UYHCIIE C WCIOJE30BaHHEM
JOKYMEHTOB HHPOPMAIMOHHBIX  TEeXHONOTMH. OCHOBHBIE  NpaBUIIa
opopmiieHHS TEKCTOB. TpeboBaHusS K (HOpMaTHPOBAHUIO
TEKCTA.
2 OCHOBHBIC PEKBH3HTHI JOKYMEHTAa, WX KJIACCUPHUKAIIHNS,
mpaBmia odopmiienuss B coorBerctBuH ¢ ['OCTom.
Dopmymsap u 61aHK TOKyMEHTA.
IIpaxTuyeckue 3aHATUSL 1
OdopmiteHre MPOCTHIX PEKBU3UTOB JOKYMEHTA
OdopmiteHre CII0KHBIX PEKBU3UTOB JIOKYMEHTA.
KoHTpoabHBIE pabOTHI -
CamocrosTenbHas paboTa CTyJeHTa 10
TpeboBanus K GOpMaTUPOBAHUIO TEKCTA.
TpeboBaHMs K COCTABICHUIO TOKYMEHTOB.
T'OCT P 6.30-2003 «YHuDHUIHPOBAHHBIE CHCTEMBI IOKYMEHTAIIHH.
YHuuIrpoBaHHAs CUCTEMa OPTraHU3aIIMOHHO-PACTIOPAAUTEIEHON
JokyMeHTanun. TpeGoBanus K 0OPMIICHHIO JOKYMECHTOBY
Pasznen 2
Cucremsl
JOKYMEHTAIHOHHOT O
ol0ecnevyeHust
yIpaBJieHust
Tema 2.1. Copep:xanue y4eO0HOro MaTepuaJa
OpranusanuonHas 1. Ilpasuna cocmaenenus u oqbopMJzeHuﬂ Op2aHU3AYUOHHO- 1 1,2
MOKYMEHTalu. pacnopaoumensHuix  dokymenmoe  (OPH) YCOPJI —
yHUPHUIIPOBAHHAS cucrTema OpTraHN3aIMOHHO—
pacnopsiAuTeNbHOW  JokyMeHTarmu: coctaB  YCOPJI,




obnactu ee npumeneHus. Opranu3alMoOHHbIE JOKYMEHTBI, UX
Ha3HaveHue, popMyisipel-00pasibl. [Ipouenypa cocraBieHus
n odopmileHHS] OpPraHM3alMOHHBIX JOKYMeHTOB. O0iacTh
NIPUMEHEHUS OpraHU3alUOHHBIX JIOKYMEHTOB.
Hcnonp3oBanue yHUPUIIMPOBAHHBIX (hOPM.

IIpaxTuyeckue 3aHATUSL 1
CocraBieHne u ogpopmieHie OpeaHu3ayUOHHbIX OOKYMEHMO8 8
coomeemcmauu c deticmeyiowum I OCTom.
KoHTpoabHBIE pabOThHI -
CamocTrosTenpHas paboTa CTyIeHTa 10
CocraBnenne u 0OpMIICHHE OCHOBHBIX BHIOB OPTaHU3aIIMOHHBIX
JIOKYMEHTOB
Tema 2.2. Coaep:xkanue yuedOHOro MaTepuaja
PacnopsaurenbHas 1 Ilpasuna cocmaenenuss u ogopmnenus OpeaHU3AYUOHHO- 1 1,2
JOKYMEHTAl M pacnopaoumenvhvix 0oxymenmos (OP/])
PacnopsnurensHbie JIOKYMEHTBI. Nx Ha3HA4YCHUE,
(hopMyISIpBI-00pa3IIbI Ipouenypa COCTaBJICHUS u
opopMIICHHS  PACTIOPSIUTEIBHBIX JTOKYMEHTOB. O0nacth
MIPUMEHCHHUS PACTIOPSITUTEITHHBIX JIOKYMEHTOB.
Vcnonp3oBaHue yHU(PHUIUPOBAHHBIX (OPM.
IIpaxTuyeckue 3aHATUSL 1
CocraBieHUE U 0popMieHUe PACHOPSIOUMENbHBIX OOKYMEHMO8 6
coomgememauu ¢ deticmsyrouum I'OCTom.
Hcnonp30Banne YHUPHUITUPOBAHHBIX GOpM
KoHTpoabpHBIE pabOTHI -
CamocTrosTenpHas paboTa CTy/IeHTa 9
CocraBnenne 1 0pOpMIICHIE OCHOBHBIX BUIOB PACTIOPSIIUTEIHHBIX
JIOKYMEHTOB
Tema 2.3. | ConeprxaHue y4eOHOro MaTepuasa
HNudopmannonHo- 1 HNubopmanmoHHO-CTIpaBOYHbIe JOKYMEHTHI. VX Ha3zHaveHwue, 1 1,2
crpaBoYHAast (hopMyIISIpEI-00pa3IIb. IIpouemypa COCTaBJICHUS u
JOKYMeHTAIusl. opopmiieHH MH(POPMAITHOHHO-CIIPABOYHBIX JTOKYMEHTOB.
Ob6nactb MIPUMEHCHHS HH(POPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB. Vcnonp30BaHne YHUPHIUPOBAHHBIX (OPM.
IIpaxkTuyeckue 3aHATUSL 1
CocraBneHue 1 0OPMIICHHE OCHOBHBIX BHJIOB HH()OPMAIIMOHHO-
CIPAaBOYHBIX JOKYMCHTOB.
Hcnonp3oBanue YHUPHUIUPOBAHHBIX (GOPM
KonTposbHbie paboThI -
CamocrosiTenbHas padoTa CTyICHTa 9
CocraBneHue 1 0OPMIICHHE OCHOBHBIX BHJIOB HH()OPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB.
Tema 2.4. | CoxeprxaHue y4eOHOro MaTepuasa
JoxymeHTanus no | 1 [Taker HOKYMEHTOB IO IJWYHOMY cocTaBy. OcoOeHHOCTH 1 1,2
JIMYHOMY COCTaBY. paboOTBI ¢ KaApOBBIMH JOKyMEHTaMH. JlOKyMEHTHpOBaHHE
TPYLOBBIX MIPaBOOTHOIIICHH. Hcnons3oBanue
YHUPHUINPOBAHHBIX (POPM TOKYMEHTOB IO TUYHOMY COCTaBY.
W3nanue nmpuxa3oB 10 JIMYHOMY cocTaBy. @opMuUpOBaHUE U
BEJICHWC JIMYHBIX JieJd. BeleHHe TPYMOBBIX  KHIDKCK
paboTHHKOB. Vcnonp30BaHne YHUPHIMPOBAHHBIX (OPM.
[pakTryeckue 3aHATH -
OdopmiieHre OCHOBHBIX BUAOB JIOKYMEHTOB TI0 JINYHOMY COCTaBY.
OdopmiieHre TPHUKA30B TI0 JINYHOMY COCTaBY, BEJICHHE JIMIHBIX JEII.
Hcnonp3oBanue YHUPHUIUPOBAHHBIX (GOPM
KonTposbHbie paboThI -
CamocrosiTenbHas padoTa CTyICHTa 9

OdopmiieHre OCHOBHBIX BUIOB JIOKYMEHTOB TI0 JINYHOMY COCTaBY.
OdopmiteHre NPUKa3oB 10 JUYHOMY COCTaBY, BEACHHE JIMUHBIX AE
YCOP/I — ynuduupoBaHHas CUCTEMa OpTraHU3anOHHO—
pacmiopsiuTenbHOM qokymenTtarmn: coctaB Y COPJI, obmactu ee
PUMCHEHUS.




Pazgen 3.
Opranusanust
JOKYMEHT0000poTa
Tema 3.1 Copep:xanue y4eO0HOr0 MaTepuaJa
Texnosorus m|l Opranuzauusi  JIOKyMEHTOOOOpOTa: mpueM, o00paboTka, -
NPUHIHIBI perucrpanus, KOHTPOJIb, XpaHeHHe JIOKYMEHTOB,
OpraHu3anuu HOMEHKJaTtypa Jiesl. TpeOoBaHHMS K 3aroJioBKaMm  Jiedl.
JOKYMEHT0000poTa ®opmuposanne aen. CucreMaru3anust JOKYMEHTOB BHYTPH
nena. Odopmirenne gen. TUmoBbIE CPOKH  XpaHEHHS
IOKYMEHTOB. OgopmieHue OOKyMeHmo8 01 nepeoayu 8
apxue opeanusayuu. OcobenHoCmu 0eronpou3800cmed no
obpawjenuam epasicoan u KOHGuOeHyuanbno2o
0e10npouU3800cmad.
IIpakTudeckue 3aHATUS 1
Obpabomka 6X00WUX, GHYMPEHHUX U UCXOOAUWUX OOKYMEHMOE,
KOHMPOIb 30 UX UCHOTHEHUEM.
Ogopmaenue 0oKymeHmos 0 nepedayu 8 apxue OPeanu3ayuu.
KoHTposibHbIE paboThI -
CamocrositesnibHas paboTa cTyieHTa 11
Cucremaru3zanus JOKYMEHTOB BHYTPH J€ja
Tema 3.2 Copep:xanue y4eO0HOr0 MaTepuaJa
Texnosorus 1 ABTOMaTHU3UPOBAHHbIE CUCTEMBI JIeTIONPOU3BOJICTBA. -
ABTOMATH3UPOBAHHOMH Cucrtema 3JIEKTPOHHOTO JlIoKyMeHTooOopoTta (CO]I), ee
o0padoTku CTPYKTypa, HacTpoiika cucrembl. OO030p COBpPEMEHHBIX
JOKYMeHTalun CPEeACTB OPITEXHWKH JIsI Tepeladd U MepepadoTKH
napopmanuu. I[{udpoBas moAmUCh. DIEKTPOHHAS IIOYTA.
Cuctemsl ONITHYECKOTO pacro3HaBaHUsA TEKCTOB.
TeneKOMMyHHUKAIlMOHHBIE ~TEXHOJOTHM B 3JEKTPOHHOM
IOKYMEHTO000pOTE ABTOMaTH3HpPOBAaHHAS o0OpaboTka
JIOKYMEHTOB, XpaHEHHE ¥ IOUCK.
IIpaxTuyeckue 3aHATUSL 1
OdopmiieHre, TOKyMEHTOB B aBTOMaTH3UpoBaHHOU cucteme J10Y.
PacrniozHaBaHue TOKYMEHTOB.
Opranuzanuy 3IEKTPOHHOTO JOKyMeHTooOoporTa. [lepenaua
uH(OpMaLMK 110 KOMIBIOTEPHBIM ceTsiM B CO/]
(cucTeMax»JIeKTpOHHOr0 JOKYMEHT0000pOTa).
KonTposbHbIe paboTh -
CamocrositesnibHas paboTa cTyieHTa 10
3amuTa nHGOpMAITIH
Hcnonb3oBanne MpaBoBbIX HHPOpMamoHHBIX cructeM Pabora ¢ CIIC
KoncynpranT Ilmtoc
PaboTa ¢ 2eKTpOHHON OUYTOM

HUTOoTrOo 84

1. — 0O3HaKOMHUTENBHBIH (Y3HABaHHE PaHEE U3YUCHHBIX 00BEKTOB, CBOWCTB);
2. — penpoAYKTUBHBIH (BBIIOHEHHNE ACITEITHHOCTH TI0 00pa3ily, HHCTPYKIUHU HJIH ITOJT PYKOBOACTBOM)
3. — IPOJYKTHBHBIH (INIAHUPOBAHUE U CAMOCTOSITEILHOE BBITIOJIHEHUE JICATEIbHOCTH, PELICHHE POOIEMHBIX 3a71a4)




3. YCJOBUSA PEATIM3ALIMA JUCHUITIMHBI
3.1. TpeboBaHMsA K MUMHUMAJIbHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecneYeHH IO

3aHATUS NPOBOJATCA B KOMIBIOTEPHOM KJIAcCE, OCHAIIEHHOM HEOOXOAMMBIM YU€OHBIM,
METOANYECKHM, HH(POPMALMOHHBIM, IPOTPAMMHBIM 00ECTIEYCHHUEM.

B npenonaBaHuy UCHOIB3YIOTCS JEKIUOHHBIE (DOPMBI IPOBEACHUS 3aHATHH, MIPAKTUKYM,
UH(POPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH.

KoHcynbranoHHass MOMOIIb CTYJEHTaM OCYIIECTBISAETCS B HHAUBHIYaIbHOH W
IpynIoBoi ¢popmax

O6opynoBaHue yueOHOTO KaOHWHETA:

- IOCAJJOYHBIC MECTA 110 KOJIMYECTBY 00yJaroIuXcs;

- pabouee MecTo IpernoiaBaTels;

- QJIGKTPOHHBIEC JIEMOHCTPAIIMOHHBIE TTOCOOUSI.

TexHuueckue cpencTBa 00y4eHus:

- KOMIIBIOTEPHI, MPOrpaMMHOE 0OecTiedeHuE.

3.2. UudopmannoHHoe odecrieyeHne 00ydeHUs
IlepeyeHb HOPMATHUBHBIX AKTOB:
1. TOCT P 7.0.8-2013 CHUBU/. [enompous3BoACTBO U apXuUBHOE Aen0. TepMuHBI U

OTIpeIeIICHUS
2. TOCT P 7.0.97-2016. HaunonaneHslii crangapt Poccuiickoit @enepanuu
3. OOGmepoccuiickuit KJaccudukarop YIPaBJICHUIECKOM JIOKYMEHTAITUN

OK 011-93 (yrB. IlocranoBnenuem I'occrannapra P® or 30 mekabps 1993 r. N 299)
Russian Classification of Management Documentation

OcHOBHas nuTeparypa:

1. BacakoB M.U. [lokymeHTanmonHoe oOecrnedeHue ympasieHus ([lemonpousBoacTso):
yaeOHuK [DnexTpoHHsiid noctyr|/ M.U. bacakos. - PoctoB u//]: ®enukc, 2018. - 413 ¢. —
(Cpennee nmpodeccuonanbHoe odpazosanue). — om. MO.

2. Bemkypona, A.b. JlokyMeHTaIlIMOHHOE 00ECTIEYCHHUE YIPABJICHH: YIeOHOE Mocooue 1Jis
CTYIEHTOB CpeaHero npodeccruoHanbHoro oopasosanus / A.b. BemkypoBa. — Mocksa,
bepmun: [Qupext-Memua, 2018. — 181 c. («YHuUBepcuTeTckass OMOIMOTEKa OHJIANHY,
biblioclub.ru)

3. ITmenko A.B. JlokymeHTanmmoHHOE OoOecriedeHue yrpaBiaeHus: ydae0. mocooue ajis CTy/I.
cpen. mpod. yueb. 3aBemenuit / A.B. Ilmenko. — 8-¢ usn., crep. — M.: U3a. meHTp
Axagemusi», 2019. — 176 c. — Jlon. MO

JlononuutenpHas IuTEparypa:

4. JloxymeHTanmoHHoe obecnieueHue ynpasinenus: yue0./ T. A. beikoa u n1p. - M.: Knopye,
2018. —Pex. 9C YMO («YuuBepcurTerckas oubmuoreka onyain», biblioclub.ru)

5. Ka6amos C. 0., Achangusposa 1. I'. J[e1onpon3BoACTBO U apXUBHOE JI€JI0 B TEPMHHAX
U ompeaeneHusx: ydebHoe mocodue, M3marenbctBo: M3matensctBo «®DnuHTay, 2018
(«YHuBepcureTckas Oubanoreka oHnan», biblioclub.ru)

6. PribakoB A. E., OcHOBBI aenornpou3BojcTBa: y4ueOHmk, M3marensctBo: PUIIO, 2016
(«YHuBepcureTckas Oubanoreka onnany, biblioclub.ru)

7. Meronuueckue pexkomenHganuu 1o npumenenntro [OCT P 7.0.97-2016 «cucrema
CTaHAapTOB 1O WH(POpPMAIMHU, OUOIHOTEYHOMY U U3ATEIbCKOMY JIENTy. OpraHU3aIllHOHHO-
pacrnopsiiuTebHas JOKyMEHTAIUs. TpeOoBaHUSA K 0pOpMIICHHIO JOKyMeHTOB» M., 2018

8. IlpumepHast HHCTPYKIUA MO JEJIONPOU3BOJCTBY B TOCYJAPCTBEHHBIX OpraHU3AlMIX.
M., 2018
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4. KOHTPOJb M OIEHKA PE3YJBTATOB OCBOEHHUSA YYEBHOM

JANCHUITINHBI

KoHTpoJib M oOmeHKa pe3ynbTaTOB OCBOCHUS Y4YE€OHOW JUCIMILIUHBI

OCYIICCTBIIACTCA

MpernojiaBaresieM B IMPOIECCe MPOBEACHUS MPAKTUUYECKUX 3aHATUM, TECTUPOBAHUSA, a TaK¥kKe
BBITIOJTHEHHS 00 YYAIOIIMMUCS WHIUBUTYAIBHBIX 3aJJaHUM, TPOCKTOB, UCCIICOBAaHUH.

Pe3yabTarsl 00yyeHus
(0OCBOCHHBbIE YMEHHs1, YCBOCHHbIE 3HAHUS)

®opMbI U METO/IbI KOHTPOJIS 1
OLIEHKH Pe3yJIbTATOB 00yUYeHUsI

YmMmenuns:

0OpPMIISITh OpraHU3aIMOHHO-PACTIOPSTUTEIILHEIC
JIOKYMEHTBI B COOTBETCTBUU C JEHCTBYIOIUM

I'OCTowm;

OCYIIECTBIISATH 00paOOTKY BXOJASIIUX, BHYTPEHHUX U
UCXOJSIINX JOKYMEHTOB, KOHTPOJIb 32 UX

HUCIIOJTHCHUEM,

0(pOpPMIIATH TOKYMEHTHI JUIS TIepejaud B apXUB

OpraHu3aIiy.

[IpakTrueckue 3ansATHS,
JoMariHss padora.

3HaHuM:

MOHATHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOObI

JIOKYMEHTUPOBAHUS;

IpaBHJIa COCTaBJICHUS U 0QOPMIICHHS

OpTraHU3allMOHHO-PACTIOPAAUTCIIBHBIX TOKYMCHTOB

(manee - OPNN);

CUCTCMY U THIIOBYIO TCXHOJIOT'UIO

JOKYMEHTAIMOHHOT'O 00ecrieueHu s yIpaBIeHUs

(manee - I0Y);

OCOOEHHOCTH JICJIONPOU3BOJACTBA IO OOpaIIeHUsIM
IpaXKIaH U KOH(MUICHIIMAIHLHOTO JISJIONPOU3BOJICTBA.

JlomarHsist paboTa,
TECTUPOBAHUE.

PesynbTaThl 00y4eHUs: YMEHHUS,
3HaHUS U 00IIHMEe KOMIIETCHIIUN

ITokazarenu ollEeHKHU
pe3yJibTaTa

®dopma KOHTPOJIS U
OLICHUBaHMSI

VYMeTh:

Y1 odopMiaTe OpraHu3anuoOHHO-
pacmopsAUTeNbHbIE JOKYMEHTHI B
COOTBETCTBHH C  JCHCTBYIOIIUM
I'OCTom

y2 OCYIIECTBIISATh 00paboTKy
BXO/ISIIIINX, BHYTPEHHUX u
UCXOSIIUX JOKYMEHTOB, KOHTPOIb
3a UX UCTIOJIHEHUEM

Y3 odopmiaTe TOKyMEHTHI
nepesiadl B apXuB OpTraHU3aINH

JJIsA

Hannexamee
OpraHHU3alOHHO-
pacnopsIuTENbHOM,
CIIPaBOYHO-MH(POPMALMOHHOM
u IpYTUX BUJIOB
JOKYMEHTAIlMi;  IpaBUJIbHOE
BEJICHUE U XpaHEHUe
JOKYMEHTOB; MCIOJIb30BaHUE
COBPEMEHHBIX TEXHOJIOTUH TS
BEJICHUS IOKYMEHTAIIUH

oopmiieHrE

Tekymuii KOHTPOJb
B dopme: -
HaOJIIOJeHUS u
OILICHKU
MPaAKTHYECKUX
3aJaHuN
MPAKTUIECKHIX
3agsaTusax u CPC

Ha

3HaTh:




31 noHsiTHE TOKYMEHTA, €ro
CBOMCTBA, CITIOCOOBI
JTIOKYMEHTHUPOBAHUS

32 npaBuiia COCTABJICHUS U
oopMIIEHUS OpPTaHU3AITMOHHO-
pacToOpSANTETHHBIX TOKYMEHTOB
(mamee - OP)

33 cuctemy U TUIOBYIO TEXHOJIOTHIO
JOKYMEHTAITMOHHOTO 00eCTIeYeHUs
ynpasienus (nanee - JI0Y)

34 0c0OEHHOCTHU JENONPON3BO/ICTBA
0 OOpAaIeHUSIM TPaKIaH U
KOH(PHUACHIIMATBHOTO
JICIONPON3BOICTBA

MpPUMEHSIET TpaBHUJia JIeJI0BOM

NEPEeNUCKH M COCTaBICHUS
CITY>K€OHBIX JIOKYMEHTOB;
OpPraHHM30BBIBAET pPabOTy C
JOKYMEHTaMU; YMeEJo
[OJB3YyeTCs OpPI'TEXHUKOM;
AKTHBHO paboraer c

QJICKTPOHHBIMU JOKYMCHTAMU

Tekymuii KOHTPOJb
B opme: - ycTHOTO
orpoca o
Marepuanty Kypca Ha
MPAKTUYECKUX

3aHATHUAX; -
TECTUPOBAHUE.

OO01Me KOMIIETEHIINN

OK 1. Ilonumars cymHOcTh U | JleMOHCTpUpoBaTh MHTEpec K | TeKkymuid KOHTPOJIb:
COLIMAJbHYI0  3HAYMMOCTh  CBOEH | Oymymieit mpodeccun OILICHKA 3aIUThI
Oynymei mpodeccuu, MPOSBIATH K CPC Ha TeMy
HEW YCTOWYMBBIN UHTEPEC. «Knaccudukarms,
poiib U 3HaYeHHE
OpraHu3alMOHHO-
MIPaBOBBIX
JIOKYMEHTOBY»
OK 2. Oprann3oBbiBaTh | BeiOupate ¥ OpUMEHSTH | TeKyIIMil KOHTPOJIb:
COOCTBEHHYIO JeSITEIbHOCTD, | METOABI M CIIOCOOBI PEIICHUS | OI[CHKA
BbIOMpATh TWUIIOBBIE METOJbI U | MPO(ecCHOHANBHBIX 3a/ad B | CBOEBPEMEHHOCTH U
CTIIOCOOBI BBITIOJTHEHUS | 001acTu OpraHU3aI[MOHHO- | KaueCTBa
npodeccnoHambHbBIX 3aja4, | yIpaBlieHYeCKOM BBITIOJTHEHUS
OlICHUBAaTh WX JS()PEKTUBHOCTH U | ACATEILHOCTH WHIMBUIYaIbHBIX
KA4eCTBO. sagagui  Ha IIK
(mpakTuueckue
3aHATHUS)
OK 3. Ilpunumare pemenuss B | Pemars CTaHJapTHbIE u | Tekymuil KOHTpPOIIb:
CTaHJIAPTHBIX W  HECTAaHIAPTHBIX | HECTaHJIAPTHHIE OLIEHKAa Mpe3eHTalun
CUTyallusiX M HECTH 3a HHX | Ipo(eCCHOHANBHBIC 3aJaud B | BBIMOJHECHUS
OTBETCTBEHHOCTb. obnactu OpPraHU3aIMOHHO- | UHIUBUIYATbHBIX
YIIPaBJICHYECKOMN 3amanuii  Ha IIK
NeSITeIbHOCTH. (mpakTHUyeckue
3aHSTHUS)
OK 4. OcymectBiaate mouck U | OcymecTBiasaTh 3¢GGeKTUBHbIN | TeKymuil KOHTPOJIb:
HCIIO0Ib30BaHUE uHpOpMAIUH, | TIOUCK HEOOXOTUMOM | OIleHKA KauecTBa
HeoOxomumoit st 3 dexTuBHOrO | MHGOPMAITUH. BBITIOJTHCHUS
BBITIOTHEHUST  Mpo(decCHOHATBHBIX WHIUBUIYaIbHBIX
3ajad, po¢eCCuOHATHHOTO Hu sagagui  Ha IIK
JIUYHOCTHOT'O Pa3BUTHSL. (mpakTuyeckue
3aHSITHUS)
OK 5. Hcnons3osars | Mcnonb3oBath pas3inuHbIX | Tekymuid KOHTpPOJIb:
nH(OPMAaLIMOHHO- HUCTOYHUKOB, BKJIIOYAs | OLICHKA KauecTBa
KOMMYHUKAIIMOHHBIE TEXHOJOTUU B | SJIEKTPOHHBIE. BBITIOJIHEHUS
npodeccuoHaNbHOM e TEeIbHOCTH. MHIUBUAYaJIbHBIX
sagagui  Ha IIK
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(mpakTHUYecKue

3aHSTHUSA)
OK 8. CamocTosTeNnbHO ONpEeneisiTh | YMETh OTEPaTUBHO u | Tekynuii KOHTPOJIb:
3ajaud  NpO(EeCCHOHANBHOTO U | MAKCUMAaJbHO  HCIOJB30BATh | OLIEHKA KauecTBa
JIMYHOCTHOTO Pa3BUTHS, 3aHUMATHCS | HABBIKU MH(OPMALIMOHHO- | BBIOJIHEHUS
caMo00pa3oBaHUEM, OCO3HAHHO | KOMMYHUKAIIMOHHBIX WHIMBUIYaJIbHBIX
IJTAaHUPOBATh MOBEIIICHUE | TEXHOJIOTHUHI sagagui  Ha IIK
KBaJTM(PUKALHH. (mpakTuueckue
3aHSITHUS)
OK 9. OpuenTtupoBarbcs B ycinoBusx | OpraHu3oBbIBaTh Texkymuil KOHTPOIIb:
MOCTOSSHHOTO HW3MEHEHMSI IPABOBOM | CAMOCTOATENIbHBIE 3anatus | CPC nHa  Temy:
6a3bl. [IpU U3YYECHUU JUCLUIUINHBI n3menenne HITA B
chepe JIOY

IIepeuens BOIPOCOB M 3aaHUI JIJIs TEKYILETO KOHTPOJIS 3HAHUM 10 TUCLUIUIMHE

Tema 1.1. OcHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO 00ECTICUEeHUs YIIPABICHHS

Bonpocst

1. Haiite  ompeneneHue

TaKuM ITOHATHUAM, KakK

«TOKyMEHTHPOBAHHEY, TOKYMEHTOO00POT» U «apXUBHOE JEII0;

HpeI[MeT " 0CJIb U3YYCHUA AUCHUILINHBI;

OcHoBHBIE (PYHKIIUU TOKYMEHTA;

®DopMBI OpraHU3aIMH JISTOTPOU3BOJICTBA;

Omnpenenenne NOHATHH «MHGOPMALUA» U TOKYMEHTY;

«/lemonpon3BoICTBOY,

COCTaBH}IIOH_II/IG HOpM&THBHO-MGTOHH‘-IGCKOfI 0a3bl ACJIOMPOU3BOJACTBA.

Kaxkwue cymectBytor 'OCTbI Ha JOKYMEHTAIIO?

2
3
4
5
6. JaiiTe onpeneneHe MOHATUIO «HOPMATUBHO-METOIMUEcKas 6a3ay.
7
8
9

B coorBerctBum ¢ kakuMm ['OCTom odopmisitor OJaHKM W OpraHU3alMOHHO-

pacnopsAUTEIbHbIE JOKYMEHTHI?

10.
11. Hems T'CAOY?
12. Pazpensr 'CHOVY?

Maiite onpenenenne «l'ocynapctBenHas cucrema J10Y».

TecToBbIe 3agaHus A1 OIUI-OMIpOca

Bribepute ouH MpaBUIBHBINA OTBET.

1. JlokyMeHTOOOOpOT — 3TO NBM)KEHHE TOKYMEHTOB B OpTaHM3allMM C MOMEHTa HX

CO3aHuA UJIn HOJ'Iy‘-IeHI/I}I ao0:
A) IOAIIUBKY B JIEJI0;

E) 3aBCPIICHUA UCIIOJIHCHUS WJIN OTIIPABKHU,

B) nmepenaun Ha UCTIOTHEHUS.

2. VYcTaHOBHUTE COOTBETCTBUE:
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1. lokymeHT

A) smo 3anucv umgopmayuu Ha pA3TUYHLIX HOCUMENAX NO
VCMAHOBIeHHbIM NPASULAM

2. Uadopmanms

B) 310 mesTenbHOCTH ammapaTa yIpaBieHUS, OXBATHIBAIOLIAS
BONPOCHI JOKYMEHTUPOBAaHUS W OpraHu3aluu padboThl ¢
JTOKyMEHTaMH B nporuecce OCYIIECTBIICHHS UM
yIpaBlIeHYeCKUX (yHKIUN

3. JlokymMeHTHpOBaHUE

B) smo ceedenus o nuyax, npeomemax, haxmax codovimusx,
AGIEHUAX U Npoyeccax Hezasucumo om  Gopmsl  ux
npeocmasieHus

4. Jlenonpou3BOACTBO

I') 3T0 MaTepuabHbIi 00BEKT ¢ HHPOpPMALUEH, 3aKPETIICHHON
CO3ZJaHHBIM YEJIOBEKOM CIIOCOOOM Il €e mepenadyd  BO
BPEMEHH M MTPOCTPAHCTBE

[IIxana oreHOK

OueHkKa Bannbl (%)
OTtanyHo 90-100
Xopowo 75-89
YaoBneTBOpuUTENbHO 60-74
HeyanosneTBopuTtenbHO 0-59

Tema 1.2. TpeboBanus k 0HOPMIICHHIO U COCTABJICHHUIO JOKYMEHTOB

Bonpocst
1. B cootBercTBum ¢ kakum ['OCToM, 0pOpMIISIOT TOKYMEHTHI B OpraHU3aIHH?
2. Odopmiienne moneit nokymentoB B cootBerctBun ¢ ['OCT P 6.30-2003

YHuuuMpoBaHHas cHcTeMa JOKyMEHTalMU. YHH(PHUIMPOBAHHAs CHCTEMa OpraHU3allMOHHO-

pacnopsauTensHOM qokyMeHTauu. TpeboBanusa K 0hOpMIIECHHIO TOKYMEHTOB;

3. Cny>xeOHBIC OTMETKH Ha JJOKYMEHTE;
4 TpeOGoBaHMs K TEKCTY JOKYMEHTA;

5 DNEMEHTHI TEKCTa TOKYMEHTA;

6. CornacoBaHue JOKYMEHTA;

7 VYT1BepkAeHUE TOKYMEHTA;

8 Odopmnenue pexusuta «Iloamucey.

9. Kak odopmnsierca pekBusut «['pu¢ yrBepxkaenus» u «'pud cormacoBaHus»?.

KaxoBbl ocoberHOCTH UX 0popMiIeHHUs?

10. Kak odopmisiercst pekBu3uT «OTMETKa O HaJWYUU TPHIOKEHHUS», €CIIH OHO

Ha3BaHO B TCKCTC, C€CJIM OHO HC YKa3aHO B TCKCTC, CCJIM HUX HCCKOJBbKO, B IPUIIOXKCHUU K

pacnopsAUTEIbHOMY TOKYMEHTY?

1. Pacckaxute o mpaBuiax oOpMIICHHS PEKBU3HUTA KITOAMKCHY?

12.  Kro moxer ObITh B KadecTBe aapecara? Packpoiite ocoOeHHOCTH odopMiIeHUs

PCKBU3HUTA «a;[pecaT»?
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13.  Kakue MeXCTpouHble HHTEPBAIBI HCIOIB3YIOTCS IPU O(POPMIICHUN PEKBU3UTOB?
14. Yro mnpencraBusier coboit Qopmymsapst OPJ[ ¢ yriioBBIM H NPOJOIBHBIM

pacmoioKEHUEM PEKBU3UTOB?

15. Onpenenenne «0JIaHK JOKYMEHTAY;

16.  BapuaHThl pacnonioxXeHHs OJIaHKOB,;

17. BapuaHTsl pacnonoxeHus peKBU3UTOB OJIAHKOB,

18. Bupl 671aHKOB;

19. PexBu3uThI O1aHKa MUCHMA;

20.  PexBu3uthl o6mero 6anka 1 O1aHKa KOHKPETHOTO BU/A JOKYMEHTOB.

TectoBbIe 3ananus

1. Kaxxaprit mucT nokymenta, opopmiieHHbiit B coorBerctBuu ¢ ['OCT P 6.30-2003
JIOJDKEH MMETh TI0JIsl HE MEHEee, MM:
a) nesoe — 20, npaBoe — 10, Bepxuee — 10, Hiknee - 20;
6) nesoe — 10, mpaBoe — 20, Bepxuee — 20, HikHee - 10;
B) neBoe — 20, nmpaBoe — 10, Bepxuee — 20, HikHee - 20);
2. PexBu3UTHI HA OJIaHKAX TIPOAOIHHOTO IITAMITA PACTIONATAIOT:
a) TIOCepeMHE JINCTa B BEpXHEH yacTu Oj1aHKa
0) ¢uraroBeiM criocoooM;
B) MPOMU3BOJLHO
3. CrpaHuibl JOKYMEHTa HYMEPYIOT HaUWHAas:
a) C MepBOM CTPAHUIIBI,
0) co BTOpOM CTpaHUIIHI;
B) HE UMEET 3HAUCHUS.
4. Ilpu anpecoBaHUU AJOKyMEHTa (PU3NYECKOMY JIUIY WHHUIMATBI YKA3bIBAIOTCS:
a) nepex pamunuei
0) mocie dpaMuIun
B) HE BAXXHO

5. B xakoMm ciry4ae npaBUiIbHO 0()OPMIIEH PEKBH3HUT «ApecaTy:

a) 0) B)
Hupektopy OOO «Mortapa» Y. Pocrokuna, 1.7 Hupextopy OOO «MoTtapa»
Unbuny MBany CepreeBuuy ~ Mocksa, 212345 N.C. Unpuny

Hupektopy OO0 «Motapa»
Wnsuny U.C.
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6. OMbOnema, moMelieHHas Ha 6JlaHKaX OpraHu3ally, JOJKHA OPOPMIIATHCS:
a) B COOTBETCTBUU C YCTaBOM (IIOJIOKEHUEM 00 OpraHH3aIim );
0) B COOTBETCTBHM C TIPHKA30M PYKOBOAMTEINS, 3aKPEIUISIOMIUM OIPEACICHHBIH CIoco0
HN300pakeHUS IMOJIEMBI;
B) B COOTBETCTBUU C JIUIEH3UEH, BBIJTAHHOW HA TOT WJIM MHOW BHU]I ACSITEILHOCTA OpraHU3aIUH.

7. PexBU3UT noAnuck ohopmIrseTcs:

a)

['maBubii Oyxranrep OO0 «Ctpux» JINYHAs IOJANNCH M.A.Mensenes
I'maBusit 6yxrantep 3A0 «Koctep» JIMYHAas NOANNCH H.N. JIorunosa
0)

['maBubiii Oyxranrep OO0 «Ctpux» I'maBnbiii 6yxrantep 3A0 «Koctep»
JInyHasg nmoanuch M.A. Mensenes JIMYHAS IIOAINCH H.W. JlorunoBa
B)

I'maubiit Oyxrantep OOO «Ctpux» JIMYHAas OAINCH MensenesBM.A.
I'maBubiii Oyxranrep 3A0 «Koctep» JIMYHas MOJMKUCh Jlornnosa H.H.

8. 'OCT mo ohopmieHUIO JOKYMEHTOB Ha3bIBACTCSI:

a) YHUpHUUMPOBaHHAs CUCTEMa JOKyMEHTalH. TpeboBaHus K 0(OPMIICHHUIO TOKYMEHTOB;

0) YHudumpoBaHHbIE CUCTEMBI JOKYMEHTAIIMU. Y HU(DUIIMPOBAHHAS CUCTEMa OpPTraHu3aIMOHHO-

pacnopsAUTENbHON TOKYMEHTAIUN;

B) YHUUIIMPOBaHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(PULIMPOBAaHHAS CUCTEMA OpraHU3allMOHHO-

pacnopsaauTenbHoON ToKyMeHTauuu. TpeboBanus K 0pOpMIICHHUIO JOKYMEHTOB.

9. CKOJIBKO PEKBU3UTOB HCIIOJIB3YIOTCS ITPU OPOPMIICHHH JJOKYMEHTOB:

a) 29;

0) 30;

B) 31.

10. bnank nucbMa COAEPKUT PEKBU3UTHI:

a) rep0 win 3MOJIemMa OpraHu3allii, HAUMEHOBAaHUE OpraHU3allid, CIPAaBOYHbIE TaHHbBIE, /1aTa
JOKYMEHTa, PETUCTPAllMOHHBIM HOMEp, CChUIKa Ha PETUCTPALMOHHBIA HOMEp M JaTy
JIOKYMEHTa aJIpecara;

0) rep6 wiu 3MOIEMa OpraHu3alii, HAMMEHOBAaHWE OPTaHU3AIMHU, MECTO COCTABJICHHS, BH]
JIOKYMEHTA, pEruCcTPaIlMOHHbII HOMED;

B) rep0d uiu smOieMa opraHu3ali, HAUMEHOBAaHUE OpraHM3alllM, CIIPAaBOYHBIC JAHHBIE, BH]I
JOKYMEHTa, JlaTa JOKYMEHTa, perUCTPAllMOHHBIA HOMED;

11. O6muii 61aHK CONEPIKUT PEKBUBUTHI:
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a) rep0 wiam 3MOJeMa OpraHu3alfy, HAUMEHOBAaHUE OPTraHM3AINH, CIIPABOYHBIC AaHHBIC, BH]I
JIOKYMEHTA, J1aTa TOKYMEHTa, PETUCTPALIMOHHBIA HOMED;

0) repd wnm sMOiemMa opraHu3alliy, HAUMEHOBAaHUE OPTaHM3aIlMH, MECTO COCTaBJICHHUS, JaTa
JIOKYMEHTA, pEruCcTPaIlMOHHbII HOMED;

B) repd mim SMOiieMa OpraHW3allii, HAUMEHOBAaHUE OPraHW3allUd, MECTO COCTABJICHHS, BH]I
JIOKYMEHTa, PErUCTPAIlMOHHBIN HOMED.

12. biaHky KOHKPETHBIX BUJOB JOKYMEHTOB IIPeAHA3HAYEHBI 1. ..
a) 171t 0ohOpMITCHHUS CITY>KEOHBIX THCEM;
0) st oopMIICHHSI KOHKPETHOTO BH/Ia JOKYMEHTA, 32 HCKIIFOUEHUEM CITY)KEOHBIX TTHCEM;

B) UL O(OPMIICHHSI PacTiOpsIUTEIbHBIX JOKYMEHTOB.

[Ixana oreHoOK

OueHkKa Bannbl (%)
OTtanyHo 90-100
Xopowo 75-89
YaoBneTBOpuUTENbHO 60-74
HeyanoBneTtBopuTtenbHO 0-59

IIpakTnueckoe 3aganne Nel

3aganue: ykaxuTe HoMepa pekBu3nuToB B coorBeTcTBUU ¢ [[OCT P 6.30 -2003

| Koutpons |

O6LecTBO C OrpaHU48HHON MeHepaneHOMY OMPEKTOpPY
OTBETCTBEHHOCTbIO QAD «Temn»
«MAFHNT» C.A. Conoseegy

Vn. Becerwss, o 18, Mockea, 182088
Ten. (495) 941-82-10, paxc (495) 161-62-10 Cﬂdnpa@y/a,g
WHH 7622262830, OKNO 14347193, OKB3[ 33.10 Hﬂ”kt}’ coza, !
“Hacogams dozogop

19.08201]  Ns ___ 09.2-435/11 L) i’f}aﬂmaeum Ka nodaucs O1,09,207 1
Ha Ne oT 23.08.2011

O noanucaxwi gorosopa

Veaxasmblit Cepreit AHaTonbesud!

Hanpasnsem Bam npoexT goroeopa noctasku Ne 112/04/11 ot 19.08.2011 ¢ npunoxe-

HAsMUW. MPOCKM NOANWUCATL U BO3BPATUTL OJMH 3K3EMMNAP AOTOBOPA C NPUNOXEHUAMW B aapec
OAQD «MAMHWUT» B cpok ao 09.09.2011.

Mpunoxenus: 1. Jorosop noctaeku Ne 112/04/11 o7 19.08.2011 Ha 5 n. B 1 3K3.
2. Mpunoxexune N2 1 k gorosopy (Mpaduk noctaeku) Ha 1 n. B 1 3ka.
3. MNpunoxerue Ne 2 (FeHepansHas cneuvtukauma) Ha 2 n. B 1 3Ka.

C yBaxeHWem,

leHepankHLIA OUPEKTOp ﬂfﬂr& O.B. Mapuukui
‘ OAO «Temn»
| Bx.Ne 342

| or 23082007 |
0O.A. NeBenen s — =
345 6711, no6. 211 —_—
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[IIxamna oreHOK

OueHkKa Bannbl (%)
OTtnnuHo 90-100
Xopowo 75-89
YaoBneTBOpUTENbHO 60-74
HeyaosneTBoputenbHO 0-59

[IpakTnueckoe 3aganue No2

3aganue

1.

CocrtaBuTh OJaHK CIyXKeOHOT0 MHCbMa KOHKPETHON OpraHu3aluy ¢ MpoJ0IbHBIM

pacroyio)KeHueM PeKBU3UTOB Ha (popmate A4

CocTaBuTh 0JaHK TUChMa KOHKPETHOM OpraHu3aliy C YIJIOBBIM PACIIOI0KEHUEM

peKBU3UTOB Ha Gopmare A4

HanmeHoBaHuMe opraHmsaumm

CnpaBoYHble AaHHble

®EOEPANIBHAA APXVMBHAA
CNYXBA POCCUU (POCAPXWMB)
OKMNO12345678

OlPH 1234567891234

MHH/KNN 1234567890/123456789

103132. r. MocKBa, yn. nbuHKa, 12
Ten.206-35-31, ¢pakc 206-55-87

OCAPXVB

['ocynapcTBeHHOE yUpeKIeHUE
Bcepocculickuit Hay4HO-
UCCJIEIOBATEIbCKUNA HHCTUTYT
AOKYMCHTOBCACHUA U apXUBHOT'O ACJIa
(BHUUOAL)

OKTIO 02842708, OI'PH 1027700380795,
WHH/KTIIT 7708033140/77100100

[Ipodcoros3nas yi., 1. 82, Mocksa, 117393
Ten./dakc (095)718-78-74. E-mail:
mail@vniidad.ru

[opsinok BeimonHEeHUs paboThI

O3znakomutbes ¢ 6nankamu nmucbma (I'OCT P 6.30-2003)

1.

2
3.
4
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Bxirouuts T1K.

Otxpeith manky C:\ Mou doxymenmut \ Ilpaxmuxa JJOY \ I pynna \ @amunusi cmyoenma.

Coznats nokymenT Microsoft Word ¢ umenem «biaHk ciry>keOHOTO MHUCcbMa ¢

OPOAOJbHBIM PACIIOJO0XCHHUECM PEKBU3HUTOB.

OdopMUTh CO3TaHHBIN TOKYMEHT B COOTBETCTBUHU C TEXHUYECKUMH TPEOOBAHUSIMU K

U3TOTOBJICHUIO JOKYMEHTOB
CoxpaHuTh CO3/1aHHBIA JOKYMEHT.

3aKpbITh TOKYMEHT.




8. BBINOMHUTE Te e AeUCTBUS AJIA 2 TyHKTA 3aJaHusl.
9. 3akoHuuTb paboty ¢ mporpammoit MS Word.

10. Beiximrounts I1K.

OTamoHHBIM oOpasen: OJaHK CIy)XKeOHOTO TIMChbMa OpTraHU3alHUH

PACIIOJIOKCHHUEM PCKBU3UTOB

POCAFXMB
ToCyRapCTESHHOS YUpenmIeHue
BCepoCcCHICRME HAyUHO-MCCNeNoBaTeNbCRMA MHCTHTYT
OORYMSHTOBENEHMA M APXMBHODO [eia
(BHMMIOAL)

MpodcowsHad yin., 0. 82, Mocrea, 117383
Ten./parc (095) 718-78-74
E-mail: mail@vniidad.ru
http ://www.vniidad.ru
CKIMO 02842708, OTPH 1027700380795,
MHH/KNN 7708033140/771001001

N

Ha N aT

OTanoHHBI oOpasel: OylaHK CIoy)XKeOHOro MHChMa OpraHU3ald C

PACIIOJIOKCHHUEM PCKBU3UTOB

POCAFXMB
TocynapcTBEHHOE yupemneHMe

BCepoCCHMCRMA HAYIHO-MCCNENOBATENECENE MHCTHTYT NOKYMEHTOBEJSHMA M ADKMBHOIO Oell
(BHMMIAT}
NpodcowsHad yn., O. 82, Mocrea, 117393
Tesn./darc (095)718-78-74. E-mail: mail@vniidad.ru

OKMO 02842708, OTPH 1027700380795, MHH/KMMN 7708033140/771001001
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[IIxamna oreHOK

OueHkKa Bannbl (%)
OTtnnuHo 90-100
Xopowo 75-89
YaoBneTBOpUTENbHO 60-74
HeyaosneTBoputenbHO 0-59

Tema 2.1. OpranuzannoHHasi JOKyMEHTalUs.

Bonpocsr

—_—

KaxoBsl 3HaueHMe 1 QyHKIIUN OPraHU3AIMOHHO-TIPABOBBIX IOKYMEHTOB?
JlaliTe XapaKTEpUCTUKY OpraHU3allMOHHBIM TOKYMEHTaM;

OrnpeneneHne «IoJI0KEHUE», KyCTaBy», «IOJKHOCTHASI HHCTPYKIIUAY;
Bunel ycraos;

VYcraB opranu3aiuu 1 €ro CTpyKTypa;

KTo yTBEepknaer ycran?

[ara ycraBa?

Pacckakute 0 Ha3HAYCHUU U COACPpIKaHNN MTOJIOKCHUS?

o ® N bk wN

TpeboBaHMs K TEKCTY TOJIOKEHUA?

—_
=]

. Bunp monoxenui

—
—

. [aiite onpenenenue «10IKHOCTHAS HHCTPYKIIHS.

—_
N

. KakoBsI TpeboBaHus K coAepkaHuIo U 0(OPMIIEHUIO HHCTPYKIIUH?

—_
(98]

. TpeGoBaHMs K TEKCTY TOJDKHOCTHON MHCTPYKIUH

._
S

. KTo BU3UpYyeT NOMKHOCTHYIO HHCTPYKIIHIO?

—
9]

. KTo yTBEpkaaeT JOKHOCTHYIO HHCTPYKIIUIO?

—_
(o)

. B cronpkux sx3eMInisipax opopMIISIOT JOJDKHOCTHYIO HHCTPYKLIUIO?

19



Samanus
YcTaHoBUTE COOTBETCTBUE:

1.
I'pynna JIOKyMEHTBI
a) OpraHu3aluoOHHAs JOKYMEHTAITUS; 1. mucema, TenedonorpaMmebl, hakcChl;
0) pacnopsiAUTENIbHAS TOKYMEHTALINS; 2. TMYyHasi KapTo4Ka, MpHUKa3 00 YBOJIHHEHUHU;
B) HH()OPMAIMOHHO-CIIPaBOYHAs 3. IpUKa3bl, paCIOPSHKEHUS, PEIICHUS;
JOKYMEHTaIUs;
') JOKYMEHTHI 110 JINYHOMY COCTaBYy 4. ycTaBbl, IOJOKEHUS, UHCTPYKIIUH.
2.
BH/J| YCTaBa KEM YTBEPKIACTCA
a) YCTaB rOCyJapCTBEHHON OpTraHU3aliN 1. yTBepkaaeTcs ropoCKON aJIMUHUCTPALIUEH;
0) ycTaB MyHHIIMNIATIbHOM OpraHu3aluu 2. yTBEPKAACTCA BBIIIECTOSIIIMM OPTraHOM;
B) yCTaB KOMMEPUECKON OpraHU3alu 3. YTBEPKIAECTCS o0ImuM coOpanuem
yupeauTenen

Bribepure npaBUIIbHBIN OTBET:

3. IIpaBoBO#1 aKT, OIpENEAIOMNA TTOPSIIOK 00pa3oBaHUs, MPABOBOE MOJIOKEHHE, TTPaBa,
00513aHHOCTH, OpPraHu3al1Io0 paboThl OpraHU3aINi, CTPYKTYPHBIX MOAPa3AeIeHUN — 3TO..

a) TIOJIO’KCHUE;

0) ycras;

B) HHCTPYKITHSI.

4. PexBuzuramu YcraBa SIBISIOTCS:

a) HaAMMEHOBAaHWE OPTraHM3ALMHU; JaHHble 00 OpPraHM3alMHU; HAaUMEHOBaHME BHJA JOKYMEHTA;
JlaTa; PEeruCTPAMOHHBIA HOMEp JOKYMEHTA; MECTO U3JaHUs TIOKyMEHTa; TPU( YTBEPKICHUS
JIOKYMEHTA; BU3a COIJIaCOBaHUs; TEKCT; MOJIINCH;

0) HaMMEHOBaHWE OpraHU3allMU; NaHHble 00 OpraHM3allMy; HaMEHOBaHHE BUJA JOKYMEHTA;
3aroJjIOBOK; JaTa; PEerucTPalMOHHBI HOMEp JOKYMEHTa; MECTO HM3/JaHusl JOKyMEHTa; rpud
YTBEPKACHUS IOKYMEHTA; TEKCT; NOJINUCH;

B) HaMMEHOBaHHE OpraHW3alMy; JaHHble 00 OpraHU3alMy; HaUMEHOBaHHE BUJA JOKYMEHTA;
JaTa; perucTpallMOHHBIA HOMEP JOKYMEHTA; MECTO M3/IaHus TOKYMEHTa; rpu@ yTBEpKIeHUs
JOKYMEHTA; TEKCT; IOIHUCH.

5. IIpaBoBOM aKT, YCTaHaBIMBAIOLIUN IIPAaBUJIA, PETYIUPYIOIIUE OpPraHU3ALMOHHBIE,
HAayYHO—TEXHUYECKHE, TEXHOJOTrn4Yeckue, (UHAHCOBBIE M HHBIE CTOPOHBI JAESITEIHLHOCTU
VUpEXKIACHUN, OpraHu3allMi, TMNPEANPUATHH, HX TMOApPA3ACICHUA, CIy)KO U OTIEIbHBIX
JOJKHOCTHBIX JTUI]

a) UHCTPYKLIHNS;

0) TOJDKHOCTHAS MHCTPYKITHS,

B) yCTaB.
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6. JlaToil 10JIPKHOCTHON MHCTPYKIIMHU SABJISETCS:

a) 1aTa COCTaBJICHHUS;
0) maTa moANMCaHus;
B) JaTa YTBEPKIACHUSI.

7. JIomKHOCTHAsi HHCTPYKLUS pa3pabaThIBaeTCs:

a) pyKOBOJUTENIEM CTPYKTYPHOT'O MOAPA3IEICHMUS;
0) FOPUCKOHCYJIBTOM TPEATPUSITHS;
B) PYKOBOJIUTENIEM MIPEATIPUATHSI.

8. HopmaTuBHBII JOKYMEHT, W3[aBa€Mblii OpraHM3alUeil B LEISIX perylaMEeHTaluu
NeSITeIbHOCTH OPraHU3allMOHHO-TIPABOBOTO TOJOXKEHUs pabOTHHKA, €ro O0O0s3aHHOCTEH, IpaB
OTBETCTBEHHOCTH U 00OecreueHus yCIoBHi ero 3P GeKTUBHOM pabOTHI.

a) HHCTPYKIIHS;
0) TOIDKHOCTHASI UHCTPYKIIHS;
B) MOJIOKEHUE.

9. lomKHOCTHAs HHCTPYKIHS BUSUPYETCS:

a) IOPUCKOHCYJBTOM MPEANPUSATHUS;
0) 3aMecTUTENIEM TUPEKTOPA;
B) PYKOBOJUTEJIEM OpraHU3al1y.

10. JomkHOCTHASA HHCTPYKIUS COJECPKUT PEKBU3UTHI:

a) HaMMEHOBaHUE OpraHM3alllM; HAaMMEHOBaHUE BUA JOKYMEHTa; JlaTa; HOMEp; 3arojioBOK K
TEKCTY; TPU(Q YTBEpPKIEHUS; TEKCT; TOIAMUCH COCTaBUTEIECH;

0) HaMMEHOBaHME OpraHM3alMU; HAUMEHOBAHUE BHJA JJOKYMEHTA; Jjara; HoMmep; TIpud
YTBEPKACHUS; TEKCT; IOANKMCH COCTABUTENIEH; BU3BI,

B) HalMEHOBaHWE OpraHHM3allM{; HAaUMEHOBAaHUE BUJA JOKYMEHTa; J1aTa; HOMEp; 3arojIOBOK K
TEKCTY; TpU(Q YTBEPKIEHUS; TEKCT; MOJIMUCH COCTaBUTENEH; BU3BI.

[Ixana oreHOK

OueHka Bannbl
OTtnnuHo 90-100
Xopowo 75-89
YaoBneTBOpuUTENbHO 60-74
HeyaosneTBopuTtenbHO 0-59
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Tema 2.2. PacniopsaurenbHast JOKYMEHTAIUS
Bonpocst
1. KakoBbI OCHOBHBIE (DYHKIIMHU PACTIOPSIUTEIBHBIX JOKYMEHTOB?
2. Ilepeuncnure cTaauy MOATOTOBKH PaCHOPSAUTEIbHBIX JOKYMEHTOB?

3. JlaiiTe omnpeneneHue AOKYMEHTAaM: IIOCTaHOBJIEHWE, pelmieHue? JlailTe UM KpaTKyro

XapaKTEPUCTHKY.

4. Jlaiite onpeneneHue JOKyMEHTY — PAaCIOPsKEHUE U IEPEUUCITUTE €r0 PEKBU3UTHI
5. Ilpuka3s. [lonsiTe U BUABI IPUKA30B.

6. 3HaueHue, CTPYKTypa U COJIepKaHue MPUKa3a M0 OCHOBHOM JI€SITEIbHOCTH?

1. Ha3naueHue pacnopsauTeIbHBIX JOKYMEHTOB.

2.  JIOKyMEHTBI, OTHOCSIIIHECS K PACHOPSAIUTEIbHON TOKYMEHTALIUH.

3. [eneHue pacnopsAUTENbHBIX JOKYMEHTOB C y4eTOM c(hepbl CBOETO IEHCTBHS.
4. Jlenenue pacnopsiAUTEIbHBIX JOKYMEHTOB C TOUKHU 3PEHUS IPUHSATHUS PEIICHUMN.
5

CTaI[I/II/I HU3JaHUA paCIopsAaUTCIbHBIX JAOKYMCHTOB B YCII0BUAX CANHOJIMYHOTI'O

IIPUHATUS PELICHUMN.

22

6. U3 xakux yactell COCTOMT TEKCT PacloOpsIAUTEIbHBIX TOKYMEHTOB?
7. TpeboBaHMs K TEKCTY pacCTIOPSIUTEIHLHON YaCTH.
8. U3 kakux yacteil COCTOUT TEKCT MpHUKasza?
9. Kak popmynupyercs 3aroJoBoK K Ipukazy?
10. Kax ¢popmynupyroTcst myHKThI IpuKasa’?
11. Kaxoii ¢popMynupOBKO 3aKaHYMBAETCS TEKCT MpUKaza?
12. Korna uznaercs pacnopsskeHue?
13. Kak dhopmynupyercs 3arojJoBOK K paCOPsHKEHUTO?
14. Kakumu cioBaMy HaUMHAETCS PACIOPSIUTENbHAS YACTh PACHIOPSKEHUS?
15. Ha xakom Gianke oopmitsiercs: paciopsbkeHue?
16. B xakux cinydasx u3maercs ykazaHue?
17. Kak ¢hopmynupyercs 3arojoBOK K yKa3aHUIO?
18. Kakumu ci1oBaMy MOKET HAUMHATBHCS PACIIOPSIUTENBHAS YaCTh YKa3aHUsI?
19. Kakoii ¢popMynupOBKO# 3aKaHYUBACTCS TEKCT YKa3aHUs?
20. [aiiTe onpeneneHue «ImpuKas.
21. Buael npuka3os.
22. Ha xakom Gmanke oopmisiercst mpukas mo O/?
23. Jlata npukasa?

24. C kakoro MOMEHTAa MPUKa3 BCTYMNaET B IUCTBUE?


http://www.edou.ru/courses/referer.php?course=razdel2&chapter=razdel22&lesson=rasp1

25. 13 xakux 4yacTel COCTOUT TEKCT IpHKaza’?
26. Yto yKa3pIBalOT B KOHCTATUPYIOIIEH 4acTu IpHUKa3a’?
27. YTo yKa3bIBalOT B paCHOPSIANTEILHON YaCTH MpUKa3a?
28. Kak dopmynupyercs 3arojoBOK K MpUKaszy?
29. Kak odopMisioTcss MyHKTHI TpHUKasza?
30. Kakoit ¢popMyInpoBKO# 3aKaHUNBACTCS TEKCT MpHKa3a?
Samanus
Bri6epute BepHOE YTBEPKICHHE
1. Pemenue n3naercs Ha OCHOBE KOJUIETHAIBHOIO PYKOBOJICTBA.
2. TekeT npuKa3a 10 OCHOBHOM I€ATEIbHOCTH, KaK IIPABUIIO, COCTOUT U3 ABYX YacCTEH.
3.KoHcTarupyromasi 4acTb TEKCTa B MPHUKA3€ IO OCHOBHOW JESATEIBHOCTA MOMKET
OTCYTCTBOBATb.
4. TlyHKTBI TEKCTa MpHUKa3a B PACHOPSAUTEIBHOW YacTH HYMEPYIOTCS apaOCKuMH
udpamu.
5. Tlpukaspl MO OCHOBHOW JEATETLHOCTH W 10 JUYHOMY COCTaBy HMMEIOT OOIIYIO
HyMEpaIuio.
6. PekBU3UT «OTMETKA O HAJIMYUU MPUIIOKEHUS TOCIE TEKCTA MPUKA3a CAaMOCTOSATEIbHO
He opopmIIseTCs.
7. 3aroloBOK K TEKCTy TMpHUKa3a IO OCHOBHOW JESITEIBHOCTH (OPMYJIHPYETCS B
pPOIUTENHHOM HaJICKeE.
8. Ilpuka3 1Mo OCHOBHOW JAESATENBHOCTHU, KaK IMPABUIIO, MOIMUCHIBAET PYKOBOIAUTEIND
OpraHu3aIiu.
9. PacniopsiquTenbHble JOKYMEHTHI BCTYMAIOT B CUJIY C MOMEHTA UX MMOJITUCAHUS.
Bri6epute oquH paBUIBHBIA OTBET.
10. PactiopsiguTenbHbld TOKYMEHT, KOTOPBIA U31a€TCS HA OCHOBE €IMHOHAYAIINSA
a) pelieHue
0) npukas
B) TIOCTAaHOBJICHHE
11. PacnopsiauTenbHbI TOKYMEHT, KOTOpPBIA HW3JA€TCA HAa OCHOBE KOJUIETHAIBHOTO
PYKOBOJCTBaA:
a) NpuKas
0) pereHue
B) pacmopshKEHUE
12. Y3 CKONBKUX COCTABHBIX YACTEH, KaK MPABUIIO, COCTOUT TEKCT PACHOPSIUTEIHLHOTO

JIOKYMEHTA!
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a) U3 ABYyX
0) U3 oJIHOI
B) U3 TpeX
13. ®amMunuio U AOJKHOCTh MCIOJHUTENS B PACHOPSAUTEILHON YacTH TEKCTa MpUKa3a
110 OCHOBHOM J€SATEIbHOCTH YKA3bIBAIOT:
a) B UMEHUTEIBLHOM aJIeKe
0) B pOAUTEIILHOM TTaJIeHKE
B) B JJaTCJIBHOM IT1aJIeKE
14. B cocTaB peKBU3UTOB MIPUKAa3a 110 OCHOBHOM AESITEIIbHOCTA HE BXOJUT PEKBU3UT:
a) rpu¢ yTBEpKACHUS
0) 3aroJI0OBOK K TEKCTY
B) HOMED IOKYMEHTa
15. [Ipuka3 mo OCHOBHOMH JESITEIIbHOCTU MOANUCHIBACT:
a) pyKOBOJUTEIb
0) cekperapb
B) UCIIOJIHUTEIb
16. [locTaHoBJIEHHE TOMUCHIBAET:
a) pyKOBOJUTEIb
0) cekperapb
B) PYKOBOJIUTENb U CEKPETAph KOJUIETHAbHOTO OpraHa
17. Ilpuka3 o OCHOBHOI eSTETLHOCTH 0(OPMIISIOT:
a) Ha OJIaHKe MHUChMa
0) Ha GylaHKe KOHKPETHOTO BU/1a JOKYMEHTA
B) Ha JOHKHOCTHOM OJTaHKe
18. CroBO «pHKa3bIBalO» B TEKCTE MPHKA3a MO0 OCHOBHOU ACATENHHOCTH OQOPMIISIOT B
CJIeIYIOIEM HaMKMCAHUU:
a) [TIPUKA3BIBAIO
0) mpUKa3bIBaIO
B) [IpukassiBato
20. PacniopsiauTensHast 9acTh B PACMIOPSHKEHUN HAUMHACTCS CIIOBOM:
a) [IPEJIJTATAIO
6) PELIHAET
B) [IOCTAHOBJIAET

BcraBbTe poIyieHHbIE B TEKCTE CII0BA.
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21. Ilpuka3 — 3TO NPaBOBOI aKT, N3JaBAEMbI OpraHu3aluy,

JIEUCTBYIOILEH HA OCHOBE

22. Tekcr pacnopsaMTENbHOTO JIOKYMEHTAa 4Yalle BCEro COCTOMT M3  JBYX

B3aMO3aBHUCHMBIX YaCTEH - n

23. B 3aBUCHMOCTH OT BHJ1a JOKYMEHTA paclopsIUTENbHAs YaCTh HAUMHAETCS CIIOBAMU:

— B IIOCTAHOBJICHUH, — B PCUICHUH,

— B PacnopsHKEHUH; — B TIpUKa3e.

24. PekBU3UT «OTMETKA O HaJIMYUH IMPHUIIOKCHUA» IIOCJIC TEKCTa PaCIOPAAUTEIIBHOIO

JAOKYMCHTA CaMOCTOSATCIILHO

25. Tekcr pacnopsOUTENBHOTO JOKYMEHTa JOJDKEH HMETh 3arojloBOK, KOTOPBIN

dbopmynupyercs B najiexe.

26. PacnopamutenbHble  JOKYMEHTHI  BCTYHalOT B CWJIy C  MOMEHTa UX

I JOBCACHHUA 1O CBCACHMA.
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[IIxamna orieHOK

OueHka Bannbl
OTtnnuHo 90-100
Xopowo 75-89
Ya0BNeTBOPUTENBHO 60-74
HeyaosneTBopuTtenbHO 0-59

ITpakTnueckoe 3aganue Nel CocTtaBineHue npukasa

3amanue

l.
2.

CocrtaBuTh ¥ 0OPMHUTH IPUKA3 [0 OCHOBHOU JEATEIBHOCTH.

CocTtaBuTh ¥ 0POPMUTH IPUKA3 [0 TMYHOMY COCTABY.

Hupexktop OOO «Meuta» I[lonskoB B. M. 10 oktsa0psi Tekymero roja wu3aail
IIpUKa3 O TMPOBEACHUU WHBEHTApHU3aLUN TOBAPHO-MATEPUANBHBIX LEHHOCTEH Ha
ckiaze npeanpuaTis. OH Ha3HAYMII KOMHUCCHIO 1IOJ1 NIPEACENATENBCTBOM KOMMEPYECKOTO
nupekropa 3onorapeBa E. M. . B coctaB koMuccHMM BOLUIM TJaBHBIA Oyxrairep
Bononuna E. H. u 6yxrantep MBanosa B.C. . B npukase Obuto mopy4eHO MpeACTaBUTh
Ha YTBEP)KJICHHE JJOKYMEHTHI CKJIQJICKOTO yueTa (110 COCTOSTHUIO Ha 1 OKTSIOps) U OTYETHI
00 ocTaTkax TOBapHO-MaTEPHAIBHBIX LIEHHOCTEH (1Mo coctosHuio Ha 10 okTsbps) k 15
okTs10pst. TIpoekT mpukasza ObUT 3aBU3HPOBAH SKOHOMHUCTOM IpeAnpustus Mutuaoit O.

A.

[Mopsinok BeimonHEeHUs paboThI

1.
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O3HAaKOMHTBCS C MAKETOM YHU(DUIIUPOBAHHBIX ()OPM U 00PA3IOB PACHOPSAUTEIBHBIX
JIOKYMEHTOB

Bxmrounts I1K.

Otxkpeith nanky C:\ Mou doxymenmut \ Ilpaxmuxa JJOY \ I pynna \ @amunusi cmyoenma.

Coznats nokymenT Microsoft Word ¢ umenem «lIprka3 o OCHOBHOU JAESITEIbHOCTH

UCTIOJNIB3YS paHee CO3/IaHHbIN NOKyMeHT «OO0umit 6JaHK JOKYMEHTa.

OdopMUTh CO3TaHHBIN TOKYMEHT B COOTBETCTBUHU C TEXHUYECKUMH TPEOOBAHUSIMU K
U3TOTOBJICHUIO IOKYMEHTOB

CoxpaHUTh CO3JaHHBII TOKYMEHT.

3aKpbITh TOKYMEHT.

3akoHYUTH paboTy ¢ mporpammoit MS Word.



9. Bremxmrounts [1K.

DTamoHHBIA 00pa3er; opopMIICHUS TTPUKa3a

HameHOBaHHE OPTrasHIANHHE
(cTipamovHEBIe TaHHLIE)
TIPHIKAS
00. 00. 00 Ne 00

hlecTo M3TaHmEA
3ar0N0EOK K TEKCTY OTESHAET
Ha Eompoc «O e’
ze Somee 4 CTPOK,
B cpoxe He Somee 28 3HAKOB.
KoHCTaTHpVIOmWas 9acTe NpHEAZa. [IpHEOZATCE QAaKIEL  IIOCTVEHEIIHE
OCHOBAHHEM A7 HITAHHA [PHEaza. KOHCTATHPVIOINAZ <TacTbk MOKET
OTCYTCTBOBATE, €C.TH MPEITHCEIRAEMEIe TefICTBAR He HYIKTAXTCA B PA3BACHEHHN.
PacmopsIHTeTsHAR TACTE HATHHASTCS CIOBOM
TIPHKAS3SEBIBATIO
1. TlonHoe HaEMeHoBaHHe TonsHocTH $.11.0. HcnolHHETEen: (B DaTelbHOM
majewe) W1 HAWMeHOBAHHe CTPYETYPHOTO  TIOApasleleH sz
MpeATHCEIREAEMOe TeHCTEHE, BRIPAIKEHHOE TATONOM B HeONpeIeneHHOR

dopie, CPOK HCOOMHEHER (082 C/IOEa CPOK).

o

. CIpvEIVpa @NOCAeIVICIIHK NIVEETOE AHATOTHIHA. [IVHETE MOIVT
pa30HBaTECE HA MOINVHETEI (2.1, 2.3 ).

3. B moctenHen OVHETE NPHEA3a NPHEOIMICA VEAIAHHE O EOHTPOJIE 33

HCIIOTHEHHEM IPHEAZA.  KOHTPOAE 33 HCNOIHEHHEM IPHEAZ3 BOIOKATE

Ha ...(VEa3BIBAeTCA JOLEHOCTS, P .11.0. HIH HaHMEHOBAHHEE CTPYETVPHOIO

MoapazIeTeHHs).
HamqeHOBAHHE JOEHOCTH TOAMHCE HM.O . PaMETHE pYVEOBOIHTENR
BH3E 3aHHTEPECOBAHHEEIN JTHI IoAmHCE H.O.$amuinz

[IIxana orreHoOK

OueHka

Bannbi (%)

OTnAn4yHo

90-100

Xopouwo

75-89

Ya0BneTBOpUTENbHO 60-74

HeyaosneTBopuTtenbHO 0-59

Tema 2.3. MHpOpMaLIMOHHO-CITPABOYHAS TOKYMEHTAIIHS

Bonpocst

1.

S

27

KaxoBo 3naueHne nHHOpMaImOHHO-CIIPABOYHBIX JOKYMEHTOB?

Kakue nokyMeHTBI OTHOCSTCS K HHPOPMAITMOHHO-CIIPABOYHOU TOKYMEHTAIIUN?
Oxapakrepu3yiite nH()OPMAMOHHO-CITPABOYHBIC JOKYMEHTHI.

Kaxyro posb BBIIOJHSIOT 3Ta IPyIa JOKYMEHTOB IO OTHOIIECHHUIO K IPyrumM?
YTo M31ar0T Ha OCHOBAaHUHM MH(POPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB?

Halite omnpeneneHue «IOKJIaJHAs 3alKCKa», «AHAIWTUYECKAs 3alHCKay,
00BACHUTEILHAS 3AIIHCKA.

N3 xakux gacTel COCTOAT 3aUCKH?

KTo nmoamucriBaet 3amucku?



9. KoMy aapecyrorcs 3anucku?

10. daiite onpeneneHue «ciayx eOHbIe THCbMa.

11. Ilepeuncnute peKBU3UTHI MHUChMA.

12. Tlepeuncnure peKBU3UTHI OJaHKA MHChMA.

13. KakoBo 3HaueHHe HHPOPMALMOHHO-CITPABOYHBIX TOKYMEHTOB?

14. OxapakrepusyiiTe HHPOPMALMOHHO-CITPABOYHBIEC JOKYMEHTBI: TPOTOKO.

15. Kakue TpeOoBaHUsI MPEIBSABISIOT K COCTABJICHHUIO TTPOTOKOJIA?

16. N3 kakux yacTeil COCTOUT MPOTOKOJI U YTO B HUX YKa3bIBAIOT?

17. KTo moanuchIBaeT NpoToKo?

18. I3 kakux yacTeil COCTOMT TEKCT MPOTOKOIa?

19. Yto yka3pIBatoT B BOAHOM 4acCTH MPOTOKOIA?

20. Kak cTpouTcsi OCHOBHAsI 4aCTh IPOTOKOJIA?

21. Yro sBusieTcs qaToil mpoTokona?

22. Oxapakrepusyiite ”HPOPMALMOHHO-CIIPABOYHBIE JJOKYMEHTBHI: aKT.

23. Kakue TpeOoBaHMs MPEIBABISIOT K COCTABICHUIO U 0(OPMIICHUIO aKTOB?

24. JlaiiTe onpeneneHue NOKYMEHTY — akT. M3 Kakux yacTeill COCTOUT TEKCT aKTa U
YTO B HUX YKa3bIBatoT?

25. KTo noAnuchIBacT NpoOTOKOJ, aKT?

26. Uto aBngeTcsd naToit akra?

TecToBbIe 3a1aHUs

I. Ykaxure, BEpHBI JI1 CIECAYIOLIUE YTBEPKICHUS.
1. TekcT cimy>keOHOTO MUChMa, KaK MPABUIIO, COCTOUT U3 JIBYX YaCTEH:
a)ma 0)Her
2. B ciy’xeOHOM NMUChMe TEKCT MHUIIETCS OT 1-ro JIMIia MHOKECTBEHHOTO YHUCHa:
a)ga ©0) Her
3. CityxebHOo€e MUChMO MOXHO O(pOPMUTH Ha OJIAaHKE KOHKPETHOTO BHJIa JOKYMEHTA!
a)ma 0)Her
4. MakcuMaabHOE KOJIMYECTBO aJJpecaToB B MUCbME — 4:
a)ga ©0) Her
I1. BeiGepute npaBuIbHBIN BapUAHT OTBETA.
5. PykoBoauTenb ¥ TIIaBHBIA OyXTayiTep MOANMUCHIBAIOT:
a) MMChbMO-U3BEILICHHUE;

0) peksIaMHOE MHCHMO;
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B) rapaHTUIHOE ITUCHMO.
6. Tekcr ciry>keOHOTO MHChMa MOXKHO 0(OpMHUTH Ha Gopmare AS, eciu:
a) HeT Onanka gopmara A4;
0) TEKCT MUChMa HE TIPEBBINIACT 6 CTPOK;
B) €CTh COOTBETCTBYIOIIEE YKa3aHUE PYKOBOJUTEIIS.
7. B cocTaB peKBU3UTOB CITYKEOHOTO MUChMa HE BXOJIUT:
a) Ha3BaHMe B JOKYMEHTA;
0) ampecar;
B) NOJMMUCH.
8. OTMeTKa 0 IOCTYIUIEHUH JOKYMEHTA B OpraHU3aIlHI0 IPOCTABIISETCS:
a) Ha BCEX JIOKYMEHTaX;
0) TOIBKO Ha MPHUCHIIAEMBIX TOKYMEHTAX;
B) 110 YCMOTPEHHIO CeKpeTapsl.

III. BeraBpTe IPOIYIIEHHBIE B TEKCTE CIIOBA.

9. TekcT mUCcbMa MOXKET COCTOATH TOJIBKO U3 OQHOMI YaCTH.
10. Kak mpaBuii0o, MakCUMaIbHBIA 00HEM MTUChMa JIMCTa, BTOpPAsi CTpaHULIA
odopmisiercs Ha JIUCTE.

IV. YcraHoBuTeE COOTBETCTBHUE

11. | Bug nmuceMa coZIep)KaHue
1. conmpoBOIUTENHHOE TTHCEMO a) COCTABJIAETCS JUIsI KOHKPETHOTO aJ[pecaHTa 1 yarie
BCETO SIBISETCSI OTBETOM Ha 3a1poc;
2. IUCbMO-U3BEIIECHNE 0) nucbMa, TpeOyIoIue OTBETA;
3. MIHMLMATUBHBIE THCHMA B) MH(OpMUpYET afpecanTa o0 HapaBICHUU EMY
IPUJIaraeMbIX JOKYMEHTOB.

V. Vkaxure, BEpHBI JIA CIEAYIOIIHUE YTBEPXKICHUS.

12.JlaToii mpoTOKOJIa ABJISIETCS JaTa MPOBEICHUS 3aCeqaHus:
a) na; 0) HeT.

13.3aros10BOK K TEKCTy IPOTOKOJIA (POPMYITHPYETCS B IMIPEIOKHOM IMafekKe:
a) 1a; 0) HeT.

14. B npoTokoiie 00s13aTeIbHO YKa3bIBAETCS KOJTUYESCTBO MPUCYTCTBYIONTUX
a) na; 0) HeT.

15.  Kaxnaslil BOpoc MOBECTKH JIHS (GOPMYIHUPYETCS B MIPEIOKHOM IaekKe:

a) 1a; 0) HeT.
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16. IIporokos MOANUCKHIBAIOT MPEACENATEND U CEKPETAPD:!

a) 1a; 0) HeT.

Bribepure npaBriIbHBIN BApHAHT OTBETA.
17. JlaToii mpoTOKOJIa SABISAETCS:

a) J1aTa 3aceaHus;
0) mata opopMIICHNS;
B) JaTa MOJIACAHUS.

18. TekcT MpOTOKOJIA COCTOUT:

a) U3 OJIHOM YacTH;
0) U3 ABYX YacTe,
B) U3 TPEX YaCTeH.

19. 3aronoBOK K TEKCTY MPOTOKOJIA POPMYIUPYETCS:

a) B IPEAJIOKHOM MAJIEKE;
0) B pOAUTEIILHOM IaJICKE;
B) B IMCHUTEILHOM TaJIeKeE.

20. Bompockl MOBECTKH JTHS B IPOTOKOJIE (GOPMYITUPYIOTCS:

a) B UMEHUTEIBHOM Ma/IeKeE;
0) B MPeIOKHOM TAJCIKE;
B) B BUHUTEIILHOM MaJIeXKe.

21. IIpoTOKOI MOANKCHIBAET:

a) pyKOBOJUTEIIb;
0) cexperaps;
B) MpeJcenaTeNb U CeKpeTaph KOIErHabHOTO OpraHa.
22. B TeKkcTe MpOTOKOJIAa MPUCYTCTBYIOIINE, €CIIA UX 22 YeroBeKka 0(hopMIISIOTCS
a) [IpucyrcrBoBau: 22 yenoBeka (CIUCOK MPUIIATaeTCs);
0) IlpucyTcTBOBAIM: IEPEUUCIAIOTCS (PAMUIMK TPUCYTCTBYIONINX B ali)aBUTHOM TOPSIIIKE;

B) KaK- TO HHa4e

23. TekcT npoOTOKOJIa COCTOUT U3 JIBYX YaCTEM: u

24. KaxxJ1pIil MyHKT MOBECTKU JTHS CTPOUTCS 110 CXEME: , ,
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[IIxamna orieHOK

OueHka Bannbl
OTtnnuHo 90-100
Xopowo 75-89
Ya0BNeTBOPUTENBHO 60-74
HeyaosneTBopuTtenbHO 0-59

[Ipaktrueckoe 3aganue Nel

3aganue

1.

M

CocTaBuTh ¥ 0(OPMUTH OJTHBIN MTPOTOKOJI 3aCEAaHUsl KOJIJIETHAIBHOTO OpraHa.
[TonroToBUTH KpaTKUil MPOTOKOJ 3acelaHus KOJJIETHaIbHOTO OpraHa.

CoctaBuTh ¥ 0POPMUTH JINYHOE 3asIBIICHUE.

CocTtaBuTh ¥ 0POPMUTH CITY>KEOHYIO CIIPABKY.

CocTaBuTh ¥ 0OPMUTH JIMYHYIO CIIPABKY.

3A0 «I'pana-M» (Mocksa) 05.03.200 r. mposeno 3acemanne CoBeTa JUPEKTOPOB, HA
KOTOpOM mpucyTcTBOBaiu cieayromue uieHsl Cosera: [lonos U. II., MBanos U. .,
Cunopos C. C., YcrunoBa VY. V., ®egopo ®@. @. B cBsA3u ¢ HanuuueM KBOpyma
3acefjaHre ObUIO MPU3HAHO MpaBOMOYHBIM. Ha 3acenanue  BBIHOCHWIICS BOMIPOC 00
ONpEeeNICHUU PHIHOYHOM CTOMMOCTH pPa3MEIIaeMbIX OOLIECTBOM JOMOTHUTEIbHBIX
akuuil. [lo mannomy Bompocy  3acinymanu @enopoBa @. @., KOTOPBIA IPEMIOKUI
OTIPENICIUTh PHIHOYHYIO CTOMMOCTh pa3MeIlacMbIX OOIIECTBOM AaKIMHA MyTeM 3aKpBITOM
MOAMKUCKNA JTOTMOJHUTEIBHBIX akiui B pazmepe 10 000 (mecstu Thicad) pyO. 3a aKIUIO.
3aceaHne TOCTAaHOBWIIO YTBEpAWUTHh mpemioxkenne PemopoBa P.PD., Tak Kak MpHU
rojocoBaHuu «3A» OBIJIO OTAAHO IIATH rojiocos, mporosiocoBaBmux «[IPOTUB» u
«BO3AEPXKABHINXCS» He Obuto. Perienue mMpuHATO €AMHOIIIACHO. 3aceldaHue Bel

npencenarens [lonos I1. W.. [Tpotokon noarotosien cekperapem [lerposbim U. I1..

[Topsinmok BeIMONHEHUS PabOTHI

1.

2
3.
4
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O3HaKOMHTBCS C MAKETOM YHU(DUIIUPOBAHHBIX ()OPM U 00PA3LIOB JOKYMEHTOB
Bxmrounts [1K.
Otxpeith manky C:\ Mou doxymenmut \ [lpaxmuxa JJOY \ I pynna \ @amunusi cmyoenma.

Coznarp nokymeHT Microsoft Word ¢ umenem «I1oTHBIN TPOTOKOJ 3aceIaHUs)

UCTIOJNIB3YS paHee CO3/IaHHbIN NOKyMeHT «OO0umit 6JaHK JOKYMEHTa.



5. OdopMHUTH CO3TaHHBINA JOKYMEHT B COOTBETCTBHH C TEXHHUECKUMU TPEOOBAHMSIMH K
N3IroTOBJICHUIO ,Z[OKYM€HTOB
CoXxpaHHUTh CO3/TaHHBINA IOKYMEHT.

3aKpbITh TOKYMEHT.

© N o

3akoH4UTH paboTy ¢ nporpammoint MS Word.
9. Beoikmounts [1K.

DTaoOHHBIN 00pa3er; 0popMIICHUS TPOTOKOIA

HamveHoEaHHE OPTaHH3ANHE
(cTpaBoTHEIe TaHELE)

ITPOTOKO.T
00.00.00 Ne 00

MecTo cocraBTenna
Dopua 3aceTaHEA

Tpeacenarens H.O. $anumuz
Cerperaps 1.0 PammTiz

Tpucytersosams 00  9en (VEaselBa®OTCA HEMIHATE], DAaMHIHM HIH OPHIATaeTCH  CIHCOK
OPHCYICTEVIOIIEX B aTQAEHTHOM HOPAIKE, CTOIOmoM ecaH Sonee 10 TeToBek)

TosecTra H

1. ITepesit sompoc (dopMyamposxa). Joxtaz (HamieHOBAEHe T0MHHOCTE, DaMHIHA, HME, OTIECTEO B
POIHTETLHOM HaTeske).

2. Bropoft Bompoc (hopuynuporsa). Jok1al (HaHMeHOBAHHE TOMKHOCTH, (AaMHTHA, HME, OTIECTEO B
POIHTEIEHOM Hadeke).

1. CIIVIIIATIH:

W.O.Pammus (B HMEHHTENLHOM MATEHe) — KPATKOE HIH PAIBEPHVIOE HINOECHHE COJEpPHAHHA
EBICTVIUICHHA (0T NePBOTO THIA).

BBICTYIIHIIH:

I1.0.DanMmIHA — H3TATaeTCA COJEPSKAHHE BRCTVILIEHHA.

IIOCTAHOBHIH

1.1, Manaraetci GopMyIHPOEKA MOCTAHOBTEHHS IO MEPEOMY BONPOCY — VEAIRBAETCH JeficTame B
HeonpededeEHoH QopuMe (IOpYIHTb, OPraEHsoBaTh H T.IL). HCHOTHHTETh (JOAHOCTHOE ITHLO.
CTPYKIVPHOE MOIPAa3TeTeHHe ). CPOK HCTOTHEHHA.

1.2. AHanorETHO ohopMIAETCE IVHKT ETOPOH MOCTAHOETCHHA II0 NIEPBOMY EOIPOCY ...

2. CIIVIIATIH:
OdopuIeHse ETOPOro BONPOCA MOESCTRE THA CTPOHICA AHATOTHIHO TEPEOMY.

TIpeacenartens NOAMHCE 1.0 $avmnus
Cerperaps MOJMHCE 1.0 .Pavm1Hg

[IIxana oeHOK

OueHKa Bannbi (%)

O1anyHO 90-100

Xopowo 75-89

Ya0BNeTBOpPUTENbHO 60-74

HeyaosneTBopuTtenbHO 0-59

Tema 2.4. JlokymMeHTaLus 10 JUYHOMY COCTaBY
Bonpocst

1. Yewm perynupyroTcs Tpy10Bbl€ OTHOLICHUS?

2. Ha3naueHue JOKYMEHTAaIUU 110 JUYHOMY COCTaBY.

3. Buabl 10OKyMEHTaIUH 11O TPYAOBBIM OTHOIICHHSIM.
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Korna odopmisercs tokyMeHTanus O TPYIOBBIM OTHOLICHUSIM?
Kak Benercs qokyMeHTanus 1o TpyAOBBIM OTHOIIEHUSIM?

Kakoii xapakTep HOCUT JOKYMEHTAIMS 110 TPYIOBbIM OTHOILIEHHUSIM?
OnpeneneHne «TpyaoBOH JOTOBOP»

Ha kaxkoii cpok 3akiirouaercs Tpy10BOi J0roBOp?

o 2 N s

B ckonbpkux 3K3eMIUISIpax COCTaBIsIETCS TPYAOBOM AOTOBOP?
10. I'ne XxpaHuThCs TPYAOBOM JOTOBOP?
11. PexBu3uTHI TpyAOBOTO JOTOBOpa?
12. Busbl npuKa3oB 10 JUYHOMY COCTaBY.
13. TpeboBanus k ohopmieHnIo TekcTa mpukaszos mo JIC.
14. YaudunupoBanusie hopmbl iprkaszos mo JIC?
15. Cpoku xpanenus npukazos 1o JIC?
16. Ha ocHOBaHMM, KaKOT'O IOKYMEHTA, U3/1at0Tcsl mpukasbl o JIC?
17. Yto 3anonHsoT Ha OCHOBaHUU npukasza o JIC?
18. Yto 00s3aTeNIbHO YKa3bIBAIOT B KOHIIE Mpuka3a mo JIC?
Samanus
Bribepute BepHOE yTBEPKICHHE.
1. Jlnunast kaprouka Qopmbl T-2 3amonmHseTcs caMuM paOOTHHUKOM TpU
MOCTYIIJICHUU Ha paboTy.
2. Jlnunas kaprouka ¢popmbl T-2 MOAMMUBACTCS B JIMYHOE JCIIO COTPYIHHKA.

3. TpynoBoil 10roBop 3aKJII0YaETCsl HA OCHOBAHUHM ITPUKa3a M0 JUYHOMY COCTAaBY.

Bribepure npaBUIIbHBIN BapUaHT OTBETA.

4. JIuunplie kapTouku popMmbl T-2 XpaHsaTCs:
a) B IUYHOM JIEJIE COTPYIHHUKA;
0) B OTZIEIIHHOM KapTOTEKE;
B) B MalKe-CKOPOCILINBATEINE.

5. JImunyto kapTouky dhopmsl T-2 odhopmitsier:
a) caM COTPY/IHHK;
0) pyKOBOAMTEIb;
B) CEKpETaphb.

6. B ntu4HOE €710 COTPYIHUKA HE MOIIINUBAIOT:
a) KaJpOBbIH MIPUKa3;
0) aBTOOHOTpaduIo;

B) TMYHYIO KapTOUKy hopmel T-2.
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7. TpynoBoii 1oroBop opopMIIsieTCs:
a) B OJTHOM 3K3EMILISPE;
0) B IBYX 2K3eMILSIPAX;
B) B TPEX IK3EMILIsApax.
8. JInunas xaprouka ¢popmsl T-2 opopmisercs:
a) B OJTHOM 3K3EMILISPE;
0) B IBYX 2K3eMILISIPAX;

B) B TPEX IK3EMILIsApax.

BcraBbTe poInyieHHbIE B TEKCTE CII0BA.

9. TpynoBoil IOrOBOp - 3TO COTJIALIEHHE MEXIY u , IO KOTOPOMY

00s13yeTCsl BBITIOJIHATH pabOTy MO ONPEACIICHHON CIIeUAIbHOCTH, KBAIM(DUKAIIUHA UITH
JOJDKHOCTU € TIOAYMHEHUEM BHYTPEHHEMY TPYAOBOMY PACHOPSAKY, a 0053yeTcsl BHIIJIAUYUBAThH
paboTHHKY 3apaboOTHYIO IUIaTy, OOecleYnBaTh yCIOBUS TPyHa, MpeaycMoTpeHHble TpymaoBbIM
konekcoM Poccuiickoit deneparum.

10. TpynoBoii moroBop oopmisieTcsi B MUCbMEHHOU (popMe B 9K3eMIUIIpax.

[IIxana orreHOK

OueHKa Bannbi (%)
OTtnnuHo 90-100
Xopouwo 75-89
Ya0BNeTBOpUTENbHO 60-74
HeyaosneTBopuTtenbHO 0-59

Tema 3.1 TexHOJOTHS U MPUHIUIIBI OPTaHU3ALKHU TOKYyMEHTO000pOTa
Bonpocst

1. JlaiiTe onpeneneHus «10KyMEHTO000pOTY.

[ToToku goKyMeHTaIuu.

Otanbsl 00pabOTKU U JBMKEHUS TOKYMEHTOB.

O6Bem 1oKyMeHTO00O0poTA.

Jly1st uero HykHa BeIMYHHA 00BeMa JOKYMEHTO000poTa?

Jl51s 9ero HyXeH KOHTPOJIb 32 UCTIOJTHEHHEM JOKYMEHTOB?

e A A R I

Buasl kouTpossa?



8. 3aza4yy rpynmnsl KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB?

9. Oranel KOHTPOJIA (3a CpOKaMH) UCIIOJIHEHUS JOKYMEHTOB.
10. KT0 MOXET CHATh TOKYMEHT C KOHTPOJIsA?
1. JlaliTe ompenesieHUe: - PETUCTPALMS; - PETHCTPALMOHHBIA HOMEpP; - PErMCTPaliOHHO-

yueTHas popma

12. Ienu perucrpanun.

13. Kakne 1oKkyMeHTBI He NOJIeKaT perucTpanuu?

14. DOMBI perucTpaluy J0KyMEHTOB.

15. CKOJIBKO a3 pEerucTpupyroTcs JOKYMEHTHI?

16. Peructpupyror 11 TOKyMEHT IIpH NIEPENAYM B IPYroe MoapasaesieHmue?

17. OCHOBHBIE PEKBU3HUTHI PETUCTPALIUH.

18. JatiTe onpeneneHue «oOpameHne»

19. Knaccudukanus odparieHuii mo coaepkanuro u mo Gopme.

20.  Knaccuduxkarus obparieHuii rpakad o 0COOCHHOCTSAM X PaCCMOTPEHUSI.

21. Cpoku paccMOTpEHHS OOpaIleHu rpakaan?

22. Cpoku paccCMOTpPEHHS OOpAICeHH BOCHHOCTYKAIIUX U UX ceMeit?

23. Y10 A0IKHO COJepKaTh MUCbMEHHOE oOparieHue?

24, UTo HOKHO coaepKaTh HHTEpHET-00panieHme?

25. Kaxk Begercst TuuHbIN TIpueM rpaxiaas?

26. ®dopMbI perucTparuy o0OpamieHui rpaxaaH.

27.  Bepnercs nu IeNONPOU3BOJCTBO IO OOPALICHUAM TPaKIaH OTJACIBHO OT JPYTUX BUJIOB
JIeIONPOU3BOJICTBA?

28. YHUUTOXKAETCs I KOHBEPT aBTOpa oOpaleHus?

29. Kakum nmoxymenTom oopmiasieTcs: oOparieHue, mocTynusiiee mo reaedony?

30. KTto moanuceiBaeT oTBET Ha oOpareHne?

31. B yem 3akioyaercs CymHOCTb KOH(PHISHIIMATIBHOTO JIEIONPOU3BOICTBA?

32. PackpoiiTe noHsTre «KOHPUACHIUATBHBINA TOKYMEHT.

33. [Tepeuncnute BUABI CBEICHNH KOH(PHUICHIIMAIBHOTO XapaKkTepa.

34. Yrto coboii peACTaBISIIOT IEPCOHAIbHBIC JaHHBIC?

35. Kakwue cBeenust oTHOCATCS K MH(OpPMAIMH, COCTABIISIONICH KOMMEPUECKYIO TaiHy?

36.  Uro OTHOCHUTCS K IPABOBBIM MepaM 3aIluThl HHPOpMALUU?

37. B ueM 3akmrouaroTcst opraHu3aliiOHHBIM MEPHI 3l Thl HHPOPMAITHH?

38. Yro Takoe rpud KoHGUIECHITNATEHOCTH?

39. Oco0eHHOCTH JOKYMEHTUPOBaHMsI KOH(PUACHIIMATbHONU HHPOpMALIUU?

40. JaiiTe onpeneneHne «KHOMEHKIATypa €.
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41. Ha3nayenue HOMEHKIATYypBI J€.

Samanus
VYKaxxuTe, BEpHBI JIU CIEAYIOLIUE YTBEPKICHUSI.
1. Bce 10KyMeHTBI, HOCTYNUBIIKE B OPTaHU3AIMIO, MTOJJIEKAT PETUCTPALIUU:
a) 1a; 0) HeT.
2. OCHOBHOWM MPUHIHUIT PETUCTPALMHU- OJJHOKPATHOCTH:
a) na; 0) HeT.
3. [locTynarouue JOKYMEHThI PETUCTPUPYIOT B AC€Hb MOCTYIIJICHUS:
a) na; 6) Her.
4. Co3naBaeMble TOKYMEHTBI pETUCTPUPYIOTCS B JI€Hb MOAMUCAHUS UIN YTBEPKICHHUS:
a) na; 0) HeT.
5. OTMeTKa 0 MOCTYIJIEHUH TIOKYMEHTa B OPraHU3alMI0 IPOCTABIISIETCS HA HUYKHEM T10J1€
MEpPBOTO JIUCTA IOKYMEHTA:
a) na; 0) HeT.
6. TunoBasg HOMEHKJIATypa Je1 HOCUT PEKOMEHIATEIbHBIN XapaKTep:
A) na b) mer
7. Homenkiarypy nAel oOpraHu3alMd COCTAaBIS€T M MOJNUCHIBAET HAYaJbHUK
KaHLIETSIPUU:
A) na b) mer
8. CBOIHYIO HOMEHKIIATYPY JI€Jl OPTaHU3allU YTBEPKIAACT PYKOBOJIUTEIb CTPYKTYPHOTO
HoJipa3AesICHUs:
A) na b) mer
9. Homenkiarypa fei BBOJUTCS B ICUCTBUE B UETBEPTOM KBapTalie:
A) na b) mer
10. Homenknatypa aen odopmiisiercs Ha auctax popmara A4:

A) na b) mer

Bri6epuTe npaBrIIbHBINA BapUAHT OTBETA.

11. JlIokyMeHTBI, TOCTYNUBIIKNE HE 110 AAPECY, CIECTYET:
a) BEpHYTbH Ha I10UTY;
0) YHUUYTOKHUTb.

12. KoHBepThl MOCTYNUBIINX TOKYMEHTOB:
a) YHUUTOXKaIOT;

0) OCTaBJISIOT;
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B) B 3aBHCHMOCTH OT CUTYyalllH.
13. ®akT NOCTYIUIEHUS TOKyMEHTa B OPraHU3aLUI0 O()OPMIISIIOT PEKBU3UTOM:
a) OTMETKa O KOHTPOJIE;
0) OTMeTKa O TMOCTYIIJICHUU JOKYMEHTA;
B) oTMeTKa 00 ucnonuutene O.
14. O6s13aTenbHON perucTpalny MOJIeXKAT:
a) aKcIpecc-uHPOpMaIIHH;
0) pekJIaMHbBIE TTHCHMA,
B) 3asIBJICHUS TPaXKIaH.
15. Cpok ucrionHeHus JOKYMEHTa UCUUCIISIETCS:
a) C MOMEHTA MOCTYIUICHUS TOKYMEHTa B OPraHU3alHIo;
0) ¢ MOMEHTA MOTYYEHUS JOKYMEHTA UCTIOJTHUTEIIEM;
B) C JAaThl MOCTYNHUBIIETO JOKYMEHTA.
16. JIOKyMEeHT cUMTaETCS UCTIOTHEHHBIM:
a) KOT/1a €CTh yKa3aHUE PyKOBOJIUTEIS;
0) Korja mpocTaBlieHa OTMETKA 00 MCTIOJHEHUH;
B) I1OCJIE PETUCTPALIUH IOKYMEHTA.
17. 1oKyMeHTOOOOpOT — 3TO ABMKEHHE AOKYMEHTOB B OpPraHU3allMM C MOMEHTa HX
CO3JaHHUs J10:
a) 3aBepIICHUS UCTIOJIHEHUS U OTIIPABKH;
0) MOIIMBKH B JICIIO;
B) MOJIY4YEHHUS.
18. Ilpu cocTaBneHMN HOMEHKJIATYPBI A€] UCTIOIb3YIOT:
A) OpraHu3alMOHHO-PACTIOPSAUTEIBHYIO JOKYMEHTALUIO;
b) nonosxeHus u ycTaBbl yUpeXI€HUS, CIIUCOK CTPYKTYPHBIX MMOAPA3IEICHUN;
B) Bce BbIlIeHA3BAHHBIE TOKYMEHTEHI.
19. HomeHnknaTypa J1e1 BCTYNAeT B CUITY:
A) ¢ HOBOTO TO/1a;
b) kaxx1b1il HOBBIN KBapTalI,
B) o pacnopsikeHUIo pyKOBOAUTEINS.
20. B cocraB pexBu3zutoB HoMeHKiIatypsl Aen HE Bxoaut:
A) rpud yTBEpKIACHUS;
b) ormeTka 0 KOHTpOIIE;

B) rpu¢ cornacoBanus.
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21. HoMeHknaTypa Jen OopraHU3alliy COIJIACOBBIBAETCSl C APXMBHBIM YUPEXKICHUEM HE
pexe:
A) omHOTO pasa B rop,
b) omnoro pasa B 3 rona;

B) onHoro paza B 5 ner.

III. BcTaBbTe MpONyIIEHHBIE B TEKCTE CIOBA.

22. Homenkiarypa aeia — 3TO CUCTEMAaTU3MPOBAHHBIA MEPEUYCHb c

yKa3aHHe CPOKOB MX XpaHEHUs!, OPOPMIICHHBII B yCTAHOBICHHOM IOPSIKE.
23. Ilo oKOHYaHHUIO KaJIEHAAPHOTO I'0/1a B KOHLIE HOMEHKJIATYPBI 1€ COCTAaBIISIETCA

3aIlich O 3aBEJICHHBIX J€E.

[IIxamna orieHOK

OueHkKa Bannbl (%)
OTtnnuHo 90-100
Xopowo 75-89
YaoBneTBOpUTENbHO 60-74
HeyanosneTBopuTtenbHO 0-59

3.3 DK3aMeHaLMOHHBIE BOTIPOCHI U 337aHus (BOIIPOCHI K 3a4€Ty) 10 AUCIUILTUHE

Bonpocsl, 3ananus
Bormpocs! k muddepeHimpoBaHHOMY 3a4eTy
ITonsTre 0 nokyMeHTe. OYHKIUUA JOKYMEHTOB.
@DopMBbI OpraHU3aIUy 1ETOMPOU3BOJICTRA.
HopMmartuBHo-MeToanueckas 6a3a Aem0npon3BOACTBA.
lNocynapcTBeHHas cucteMa JOKyMeHTaImoHHOTo ooecniedeHus ynpasienus (I'CJIOY).

YHudukanus u cTaHIapTH3aNus YIPaBICHYCCKON JOKYMEHTAIIHH.

TekcT 1 3eMeHThI TeKCTa IOKYMEHTA.
CoracoBanue, MOANUCAHNE U YTBEPXKIECHNE JOKYMEHTA.

1
2
3
4
5
6. T'OCTbl 1 HOpMATUBBI B JOKYMEHTAITUOHHOM O0ECIICYCHUN YITPABICHHUS.
7
8
9. Kuaccudukanus T0KyMEHTOB.

1

0. Hopmbl 1 TpeOOBaHUS K pa3MEIIEHUIO PEKBU3HUTOB.
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11.
12.
13.
14.
15.
16.
17.
18.

19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33

Onpenenenue «OJ1aHK JOKYMEHTa», BUIbI OJTaHKOB.

TpeboBanust k oopmiieHHIO OJaHKOB JOKYMEHTOB.

Krnaccudukanus opraHn3annoHHO-PACTIOPAAUTEIFHON TOKYMEHTALINH.
XapaKkTepuCTHKa OpraHN3alllOHHO-TIPABOBBIX JOKYMEHTOB.

YcraB: onpeneneHne, BUIbl U PEKBU3HUTHI

TpeboBanust kK cOCTaBICHUIO U O)OPMIICHHUIO TIOJTOKEHUSI.

WHucTpyKuus, JOMKHOCTHASI MHCTPYKIMS — MX Ha3HaYeHHE U 0(OpMIICHHUE.

HOI[FOTOBKa pactiopAaAUTCIIbHBIX TOKYMCHTOB, U34aBaCMbIX B YCIIOBUAX CAUHOJIUYHOI'O

MIPUHSTHSI PEIICHUS.
XapakTepucTruKa pacopsAUTEIbHBIX TOKYMEHTOB.

TpeOGoBaHUs K TEKCTY PACTIOPSIAUTEIBHBIX IOKYMEHTOB.

[Tpuka3. [ToHsiTHe U BUIBI MPUKA3OB.

O01mas xapakTepucTuka HHPOPMAIIHOHHO-CITPABOYHBIX JTOKYMEHTOB.
JloknagHas v 0ObSICHUTENbHAS 3aIMCKH, CTPYKTYpa U MpaBuiia OPOPMIICHHUS.
TpeboBanus K COCTABJICHHUIO U OOPMIICHUIO aKTOB.

[IpoTokoi, ero xapakTeprucTUKa 1 mpaBuiia ohpopmiIeHusl.

OdopMieHus CITyKEOHBIX THCEM.

Bunel v Ha3HaueHNE TOKYMEHTAIMHU TI0 TUYHOMY COCTaBY.

CtpykTypa 1 pyHKIIUHU CITy)OBI JOKYMEHTAITMOHHOTO 00ECIICUEHUs YIIPABICHHUS.
Opranu3anus J0KyMeHTO000poTa.

KoHTpoIb HCTIONHEHUS JOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

TexHosnorus paboThl ¢ 0OpaIIEHUSIMH TPaXK/IaH.

. Buzpl oOparenuii rpakaaH.
34.
35.
36.
37.
38.

Ha3nadenue 1 BUBI HOMCHKIIATYPHI JIEII.

TpeboBanust, npeabaBisieMble K POPMUPOBAHUIO /€.
Bunsl koHpuaeHIIMaNEHON HHPOPMAITHIH.

OcobeHHOCTH KOHPUACHITUATHHOTO IeTTOTIPOU3BOJICTBA.

[lepenaua nen B apxus.

3aganue
1. CocrtaBuTh U OPOPMUTH JOKIAIHYIO 3aITUCKY HaYaIbHUKA 1I€Xa JUPEKTOPY 3aBOJIA;
2. CocraBuTh 1 OPOPMHUTH MPOTOKOJI OOIIETO COOpaHUs TPYIOBOTO KOJIJICKTHUBA, TJ€ OJTHUM

U3 BOIPOCOB OBLIT BOIIPOC O COCTOSTHUM 000PYIOBaHMS;
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3. CocraButh ¥ 0GOpPMHUTH IMpHUKa3 JIUPEKTOpa 3aBOJa O MPOBEACHUU DSKCIEPTU3HI
TEXHUYECKOI'O COCTOSIHUS MeUel;

4. CocraBuTh 1 OPOPMUTH AKT.

CUTYALUS: XnebonekapHblid 1ex SIkyrckoro xiebokomOnHaTa ocHamieH nedamu JI1-
16M, cpok neiicTBHs KOTOpbIX UcTek B anpernie 2017 r. CocraBbTe HEOOXOIUMBIE TOKYMEHTHI.
[Topsinok BeINOTHEHUS PAOOTHI

10. Bxmrouuts [1K.

11. ObopMuTh CO3AaHHBINA JOKYMEHT B COOTBETCTBHH C TEXHUUECKUMH TPEOOBAHUSIMH K
M3TOTOBJIEHUIO IOKYMEHTOB

12. CoxpaHuTh CO3/TaHHBIA TOKYMEHT.

13. 3aKkpbITh TOKYMEHT.

14. 3akonunTh padoty ¢ nporpammoir MS Word.

15. Beixirounts 11K,

Ikama oneHUBaHUA

YPOBCHB OHCHKa YCJ'IOBI/ISI, ITPU KOTOPBIX BBICTABJISACTCS OLICHKA

[TomHo w3maraercss W3y4YEeHHBIM Marepual,
JAal0TCA TPaBHJIbBHBIC OIIPCACICHUSA HOHHTHﬁ;
MOHUMAaHUE MaTepuarna, 000CHOBaHUE
CYKJICHHUs; IPUMEHEHUE 3HAaHUM Ha IIPaKTHUKE;
Ipe/ICTaBICHUEe HEOOXOJUMBIX MPUMEPOB HE

Beicoknii OTJINYHO TOJILKO 1O y4eOHUKY, HO U CaMOCTOSITEIIbHO
COCTaBJICHHBIE; U3JI0KECHHE MaTepuaina
[IOCJIEIOBATEIbHO W IPAaBUIBHO C TOYKHU
3peHusT HOpM JUTEPATYpHOTO  SI3BIKA.
[IpakTHyeckoe 3ajaHue BBINOJIHEHO 0€3
OLIMO0K
Orsger, YIOBJIETBOPSIOLLUAN TEeM xKe

TpeOOBaHUSAM, UTO U JIJISl OLICHKU «OTIUYHO,
HO Jjomyckaercs 1-2 ommOKd, KOTOpbIE
UCIIpaBisieTcss  oOydarommmucst, u  1-2

IloBbITIeHHBIN XOpO11I0
HeJ0YeTa B MOCJIEIOBATCIBHOCTH U SI3LIKOBOM
obopmiienun wu3naraemoro. IIpakThueckoe
3a7aHU€E BBIMIOJIHEHO C 1-2 He3HAYUTEIHHBIMUA
OIINOKAMH.
W3naraercsa MaTtepuan HETIOJIHO n
JIOTTYCKAIOTCSI HETOYHOCTH B  OMNPEACIICHUH
[ToporossIii YAOBJIETBOPUTENBHO HOHATHMI WM (OPMYIHPOBKE  IpaBiI,

HEJIOCTAaTOYHO TJIYOOKO H  JIOKa3aTeJIbHO
MPEJICTABIISIFOTCS CYXKICHUS U IPUBOISTCS
IPUMEPBHI; HA3JIaraercs Marepuail
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HEeTIOCIIeIOBAaTEeNIbHO U JOITYCKAIOTCS OLUIHOKU
B S3BIKOBOM OGOpPMIIGHUH  H3J1araeMoro.
[lpakTHueckoe  3agaHue  BBIIOJHEHO  C
rpyOsiMu omrOkamu (Oonee 2)

HEYIOBJIETBOPUTEIBHO

[Ipu oTBeTe O0OHAapYyKEHO HEMOHMMAaHUE
y4aIIuMCsi OCHOBHOTO COJIEpKaHUsI y4eOHOTO
MaTepHuaa Uiv JOMYIIEHbI CYyIIECTBEHHbIE
OIMOKH, KOTOpBIE yYallMhCs HE CMOT
WCIIPABUTH MTPU HABOASIIMX

BOIIpOCax  IpernojaBaTenss  WJIM  OTBET
OTCYTCTBYET.
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Jluct peructpanuii ”3MEHEHH

Howmep Howmep OcnoBanue i BHecenus | [loanu | Pacumdpos | ara [Hara
U3MEHE JUCTOB WU3MEHECHUN Chb Ka MOAIINACH BBEJICHUS
HUs HU3MEHEHHUSI
3ameneHHbIX | HoBbIx AHHYJHUPOB
aHHBIX
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