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COJEPKAHUE
OBIIASI XAPAKTEPUCTUKA PABOYEI IPOTPAMMBI YUEBHOI
TACIATITAHBI
CTPYKTYPA 1 COJAEP)KAHUE YYEBHOM JUCIUATIIAHBI
YCJIOBUS PEAJIM3ALNA YYEBHOI JUCHHUILINHEI

KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOI
JUCLMIIIUHBI



1. OBIIASA XAPAKTEPUCTHKA PABOYEN ITPOr'PAMMBI YUEBHOM
TACIATITAHBI
«OI1.06 TOKYMEHTAIIMOHHOE OBECHIEYEHUE YITPABJIEHHS)»

1.1. MecTo TUCHUILUIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOI NPOrpaMMbl

VYyebnas qucuuiuimHa «JloKyMEHTAIIMOHHOE 00ECTICUeHUE YIIPABICHUS» SIBIISETCS 00s3aTEIHbHOM
gacTbio OOmIenpodecCHOHaTBHOTO UKIIA TPUMEPHON 00pa30BaTEeIbLHOM MPOTrpaMMbI B
cootBercTBUH ¢ PI'OC CIIO no cnenuajbHOCTH.

Ocoboe 3HaueHNe JUCUUIUIMHA UMEET NP (POPMUPOBAHUH U pa3BUTUHN 00muX KomnereHuii OK
01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

OK 01 BeiOupats criocoObl pemeHus 3aaad npopecCuoHaIbHON AEATEeIbHOCTH TPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM

OK 02 HMcnons30BaTh COBpEMEHHBIE CPEJICTBA MMOMCKA, aHAJIM3a U UHTEPIIPETalui HHGOpMAIIUH,
1 UHGOPMAIIMOHHBIE TEXHOJIOTUY JIJIsl BBIMOIHEHUS 33]1a4 MPO(ecCHOHAIbHON 1eATeIbHOCTH

OK 03 [TmanupoBaTh ¥ pPEAIN30BBIBATH COOCTBEHHOE TPO(PECCHOHATBHOE | JIMYHOCTHOE
pa3BUTHE, MPEINPUHIUMATEIBCKYIO AEATEIBHOCTh B NMPO(ecCHOHAIBHONW cepe, UCIONb30BaTh
3HaHUS 110 MPAaBOBOM U (PMHAHCOBOW T'PAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUIX;

OK 04 3¢ dexTrBHO B3aMMOJIEIICTBOBATh U pabOTaTh B KOJJICKTUBE U KOMaH e

OK 05 OcymiecTBasTh YCTHYIO U THUCBMEHHYIO KOMMYHHMKAIIMIO HAa TOCYJApPCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEW COLUAIBHOTO U KYJbTYPHOTO KOHTEKCTA

OK 06 HpOHBJ'IHTL TPAXKJAAHCKO-IIATPUOTUYCCKYO IMO3UIHUI0, JCEMOHCTPUPOBATH OCO3HAHHOC
IIOBCACHUC HAa OCHOBC TPAJUWIMOHHBIX O6H.[C‘I€JIOB€‘I€CKI/IX HGHHOCTCﬁ, B TOM YHCJIC C YUYCTOM
rapMOHHU3alu MC)KHAIIMOHAJIBHBIX U MCKPCIUTUO3HBIX OTHOMGHHﬁ, MNPUMCHATDb CTAHIAaPThI

OK 09 Ilonb3oBaThes MpodeccnoHaIbHON JOKYMEHTAIUe Ha rocy1apCTBEHHOM M MHOCTPAHHOM

SA3BbIKaX

[1K. 1.2. TIpuMeHsATH HOPMBI IIpaBa JUIsl pelIeHUs 3a/1a4 B IPOPECCUOHANIBHON AESITETbHOCTH.

IIK 1.3. Bnagerp HaBBEIKaMH MOATOTOBKH IOPUINYCCKUX JOKYMCHTOB, B TOM YHCIIC
HUCIIOJIB30BAHHUEM I/IH(l)OpMaLII/IOHHLIX TEXHOJIOTHI

1.2. eap 1 niIaHUpyeMble pe3yJIbTaThbl 0CBOCHHUS JMCIHMIIJIMHbI:
B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yYaIOIIMMUICS OCBauBAIOTCS YMEHUS

U 3HaHUs

Kon YmMenus 3HaHus

IIK, OK

OK 01, IIpuMeHATH Ha IpaKTUKE Tepmunonoruio B 001acTi

OK 02, TOCYZAapCTBEHHBIE CTaHIAPTHI, JTOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

OK 03, JpyTri€ HOpPMaTUBHO-METOANUYECKNE | YIIPABIICHUS;

OK 04, JIOKYMEHTBI, PErVIaMEHTUPYIOLIUE HopmaTtuBHBIE TOKYMEHTHI,

OK 05, OpraHM3alMI0 JOKYMEHTALIMOHHOTO | PETJIAMEHTHUPYIOIINE COCTABIEHUE U

OK 06, oOecrnieueHus yrnpaBIeHUS; oopMmIIeHHE JOKYMEHTAIUH U MOPSIIOK

OK 09, CocTaBiATh U IPAaBUIILHO ee 00paboTKH;

[IK 1.2, 0 OpMIIATH OCHOBHBIE BHU/IbI [IpaBuna cocraBnenus u opopmieHus

IIK 1.3. OpraHHU3alMOHHO- OpraHM3alMOHHO-PACIOPSAIUTENbHBIX
pacnopsAUTENbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOJSIIUX B
OdopmisaTe HHPOPMAITTOHHO- YHU(DUIIUPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTAIHUIO; OpraHU3aLMOHHO-PACTIOPSAIUTENbHBIX
OdopmItsATh KaAPOBYIO JOKYMEHTOB, YHU(DULIUPOBAHHYIO
JIOKYMEHTAIUIO; CHUCTEMY NMEPBUYHON yUETHOMN




OdopMasTh MPEeTEH3UOHHO-
HCKOBYIO JIOKYMEHTAITHIO.

JOKYMCHTAIIUH B YaCTH JIOKYMEHTAIIUH
0 y4YeTy Tpy/a;

[opsiok pOBEICHUS SKCIIEPTU3BI
[EHHOCTH JOKYMEHTOB M TIOJIrOTOBKH
JIeJT K apXMBHOMY XPaHCHHUIO.
TexHoNOTHIO OpraHU3aluu
JIOKYMEHTOO00O0pOTa B OpraHU3aIUsIX
(yupex1eHusIX).




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIUILINHBI

2.1. O6beM y4eOHON AUCIUIUTMHBI M BUJIBI y4eOHOH paboThI

Buna yueOHoii padoThl O0Bem B yacax
O0bem o00pa3oBaTeIbHOI IPOrpaMMBbl o4
CamocrosiTeibHas pabora 2
KoncyabsTanuu

CymMmapHasi yueOHasi Harpy3Ka BO B3aMMO/IefiCTBMH C NpenojaaBarejemM 48

B TOM YHCIJIC:

JIEKIUHU, YPOKH 24

IPAKTUYECKHUE 3aHSITUS 24

J'Ia60paTOpHI>Ie 3aHATUA -

Ipomexxyrounas arrectamus (/13) 4




2.2. TemaTUYEeCKUH TIJIaH U COJIepKaHUE YUYCOHOM TUCIIUTITMHBI

O0BeM, akaj. 4
/

B TOM 4YHCJIC B

Kopr koMIeTeHINH,

HaumenoBanue Copneprxanue yueOHOro Marepuana u GopMbl OpraHu3aluy AeITeIbHOCTU dopme (OpMHPOBAHUIO KOTOPBIX
paszesoB U TeM 00yyaroImuxcs b . | CIIOCOOCTBYET 3JIEMEHT
IPaKTUYECKON
IPOTrPaMMBI
HOJTrOTOBKH,
aKaz. d
1 2 3 4
Pazzen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHUYECKOM JEATEJIBHOCTH 10/4
Tema 1.1 [lonsitue o | Copepxanuie yueOHOro Marepuana OK 01, OK 02, OK 05,
JIOKYMEHTAIMOHHOM OK 09
06eCIICICHII 1. IlonsTHE NOKYMEHTa UX OCHOBHBIE B CUCTEME yIpaBieHus. Mapopmanus
U JOKYMEHT. [IK 1.2, IIK 1.3
yIpaBJIeHUs,
AOKYMCHTC 1 2. Knaccugukanys JOKyMEHTOB: 110 BUAY OQOPMIIEHHUS; 10 COAEPKAHUIO; 10
criocobax dbopme; Mo MPOUCXOKACHHIO; TI0 CPEICTBAM (PUKCAIIMH; TIO CPOKaM 2
AOKYMCHTHPOBaHHA XpaHeHus. MarepualibHble HOCUTENN HHPOPMAIUH.
3. IlonsTue nokymMeHTupoBaHHst. OCHOBHBIE CIIOCOOBI TOKYMEHTHPOBAHUS.
4. OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHH, IPUMEHSIEMbIEC TIPU OPTaHU3aAIUH
paboThI ¢ JOKYMEHTaMH B OpraHU3anusixX (yUpexKJICHUsX).
Tema 1.2 Coneprxanue yueOHOro MaTepuaa
HopmarusHo-
npasoBas 6asa 1. HopmMaTuBHO-IIPpaBOBBIE aKThl, PETYJIUPYIOMINE TOKYMEHTALIMOHHOE OK 01, OK 02, OK 05,
JIOKYMEHTAIHOHHOTO obecrieueHre yrpaBJICHHS. 5 OK 09
obecreueHus 2. VHu(UKaIus ¥ CTaHIapTH3aIUs KaK OCHOBHbIE HAIPABJICHHSI IK 1.3
yIpaBICHIA COBEPILIEHCTBOBAHMUS JOKYMEHTOB M JOKYMEHTALMOHHOTO 00ECIIEYEHHU S

yIIpaBJICHUSL.




3. IlepeueHb OCHOBHBIX T'OCYJAapPCTBEHHBIX CTaHAAPTOB Ha
YHUDUIIUPOBAHHBIE CUCTEMbI TOKYMEHTALIUH.

4. OCHOBHBIC ITOJIOKCHUS FOCY,Z[apCTBCHHOI;'I CUCTCMBbI TOKYMCHTAIIMOHHOTI'O
obecnieueHus YHpaBJICHUA.

5. CocTaB yHU()MIIUPOBAHHBIX CUCTEM JIOKYMEHTALIUU: OPTaHU3AI[MOHHO-
pacropsiiuTeNnbHasl, OTYETHO-CTATUCTHIECKast, QUHAHCOBAS H JIP.

Tema 1.3 CriocoObI u
IIPaBHJIA CO3/IaHHUS

Cogepxanue yueOHOT0 MaTepuana

1. Xapakrepuctuka, coctaB u cogepxanue 'OCTa Ha cucremy

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,

JIOKYMEHTOB N OK 09

OpTraHU3allUOHHO-PACHOPIIUTEILHON JOKYMEHTAIIUH.

— K 1.2, TIK 1.3

2. YHubuuupoBaHHas CUCTEMa OpraHU3allMOHHO-PACIIOPAIUTEIBHON 2

nokyMmeHTanuu. TpeboBaHus K OPOPMIICHUIO IOKYMEHTOB.

3. ®opmymnsp-obpazern; OP/I.

4. TTpaBuna odopMieHHs peKBU3UTOB, periaMmeHTHpoBaHHbIX [[OCTom.

[TpakTiaeckoe 3austue Nel. OdopmiieHne peKBU3UTOB HA JOKYMEHTaX. 4
Paznen 2. OPTAHU3ALUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECITEYEHU A 30/18
Tema 2.1 Copepxanue yaueOHOT0O MaTepuana OK 01, OK 02, OK 03,
Odopmnenue OK 04, OK 05, OK 06
MH(OPMAIMOHHO- 1. XapakTepucTHKa U COCTaB CIPaBOYHO-UH(GOPMAITMOHHBIX TOKYMEHTOB 2 K 1.2. TIK 1.3
CIIPaBOYHOU (cmy>keOHBIX MHCeM, CIIPABOK, 3asBIEHUH, aKTOB, TPOTOKOJIOB, TOKJIATHBIX U " ’
AOKyMCHTallM1 OOBSICHUTENBHBIX 3aMCOK), TPEOOBAaHUS K UX 0(OPMIICHUIO.

2. JIOKyMEHTHPOBAHUE ACATEIbHOCTH KOJUIETUAIBHBIX OPTaHOB.

[TpakTueckoe 3austue No2. Odopmiienrne nHGHOPMAITMOHHO-CIIPABOYHON 4

JIOKYMEHTAIUU.




Tema 2.2 Copneprxanue yueOHOTo MaTepuaa OK 01, OK 02, OK 03,
Odopmnenue OK 04, OK 05, OK 06,
O IAHIBATHOHHO- 1. OCHOBHBIE TPYIIIBI OPTAHU3AMOHHO-PACTIOPSIUTEIIbHBIX JIOKYMEHTOB. OK 09
pacopsAUTeIbHOM 2. XapaKTepucTUKa U COCTaB OPraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, MK 1.2, TIK 1.3
AOKYMCHTalluH MOJIOXKEHUS, UHCTPYKIINH, TOKHOCTHON MHCTPYKIIMH), TPEOOBAHUS K

0(OPMIICHHUIO.

3. XapakTepucTruKa M COCTaB PacCHOPSIUTEIbHBIX TOKYMEHTOB

(mocTaHOBIIEHUS, TIPUKA3a, PEIICHUS, PACTIOPSKEHUS, YKa3aHU),

TpeOOBaHUS K UX OPOPMIICHUIO.

4. IlonsiTe MOJIMHHUKA, KOIIUU, BHITTUCKH, TyOnukaTa. Buasl konumii

JIOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS KOIUI U BBIITMCOK HOTapUaTbHBIMU

KOHTOPaMH M JIOJDKHOCTHBIMU JIMIIAMHU OpTaHU3alui.

[TpakTiaeckoe 3ausTue Ne3. OdopmiieHrne opraHu3aMoOHHO-

pacrops,ANTEIILHON JJOKYMEHTAIUH.
Tema 2.3 Cogepxanue yaeOHOT0O MaTepuana OK 01, OK 02, OK 03,
Odopmnenue OK 04, OK 05, OK 06,
KAIPOBOK 1. 3asiBNIeHUS U PUKA3bI 110 TUYHOMY COCTaBY. OK 09
AOKYMCHTAaIlMH 2. JInunas kapTouka ¢popMbl T-2 U TUUYHBIE Jena

[TpakTueckoe 3anstue Ne4. OdopmiieHne KaJpoBoil TOKyMEHTalUH.

K 1.3

Tewma 2.4 JloroBopHo-

Coneprkanue y4eOHOro MaTepuana

OK 01, OK 02, OK 03,

npaBoBast OK 04, OK 05, OK 06
1. ITonsite noroBopa. OCHOBHBIE pa3eibl JOTOBOPOB.

AOKyMEHTatHA TK 1.2, TIK 1.3
2. Tlopsnok oopmieHHs TPYAOBOIO JOTOBOPA, 10rOBOPa MOCTABKH, o ’
JIOTOBOPa KYTIITU-TIPOJIaKH.
[Tpaktuueckoe 3anstue Ne5. OdopmieHne 10roBopos.

Tema 2.5 Copneprxanue yueOHOro MaTepuaa OK 01, OK 02, OK 03,




IIpeTeH3noHHO-
HCKOBast
JIOKYMEHTaLUs

1. OcHOBHBIE PEKBU3HUTHI U TIOPSIIOK OOPMIICHUS IPETEH3HUI, OTBETOB Ha
IIPETEH3UIO.

2. FOpuanueckast ciny»x6a, BEIIOTHSIONIAS MPETEH3MOHHO-UCKOBYIO paboTy
Ha npeanpuatuu. JKypHan perucTpanuu npeTeH3ui.

OK 04, OK 05, OK 06,
OK 09

I[IK 1.2, IIK 1.3

2
3. Iopsitox oopMIIeHUS! HCKOBBIX 3asIBICHUH U NPEACTABICHUE HX B
ApOuUTpaxHbIH CyA.
[TpakTtrueckoe 3ansaTue Ne6. OdhopmiieHre MPEeTeH3NOHHO-NCKOBOM 4
JIOKYMEHTAIUH.
Paznen 3 OPTAHU3ALUA PABOTHI C JOKYMEHTAMU B OPITAHU3ALIUAX 8/2
(YUYPEXEHUAX)
Tema 3.1 Texnonorus | CogepxaHue yaueOHOT0 MaTepuana OK 01, OK 02, OK 03,
OopraHu3aluu OK 04, OK 09
1. Yopapnenue u 1enonporu3BocTBO. OpraHn3aiuoHHbIe (HOPMBI
JIOKYMEHTO000pOTa B
JIETIONTPOU3BO/ICTBA. K 1.2, TIK 1.3
OpraHu3alusIx
(YupexIeHHSIX) 2. Cnyx0a TOKyMEHTallMOHHOTO 00eclieueHus yIpaBIeH!s, OCHOBHas
3aja4a, QyHKIUH, TUTIOBBIE CTPYKTYPBI, JODKHOCTHOM COCTaB. 2
3. Pernamenrtauus padotsl ciyx0b1 JJOY. IIpumepHoe nosoxeHue o
ci1yk0€e JOKYMEHTAallMOHHOTO 00eCTieueHus yIIPaBIeHHs U JOJIKHOCTHBIE
MHCTPYKLHUU.
Tema 3.2 Copepxanuie yaeOHOTO MaTepuana OK 01, OK 02, OK 03,
OcoOeHHOCTH OK 04, OK 05, OK 06,
1. I[ToHsiTHsI IpEATIOKEHUS, 3asBICHUS U KAI00BbI.
JIEJIONPOU3BO/ICTBA 10 OK 09
o0palleHHsIM 2. Ilpuem u peructpanus nucem rpaxjaas. PaccMoTpenue u paspenienue 2
rpaxXJiaH 1 MHACEM, CPOK pacCMOTPEHUS. AHAIN3 MTHCEM IPAXK/IAH. K 1.2, T1IK 1.3
KOH(HJICHIIMATBHOTO
JeNONPOU3BOACTBA 3. KondpuaenuuanbHoe 1en0Npon3BOACTBO. ['pud orpanndenus goctyna K

JOKYMEHTY.




4. ABTOMaTH3UPOBAHHBIE CUCTEMBI Pa0OTHI C JOKYMEHTAMH.

5. CpenctBa U3roTOBJICHHS, KOIMPOBAHUS U PAa3MHOXKEHUS TOKYMEHTOB.
Opranuzanus pabo4ux MecT.

[TpakTraeckoe 3austue Ne7. OdopmiieHrne oOpamieHnuil Tpax/iaH.

Tema 3.3
CucreMaru3amus
JIOKYMEHTOB,
(dbopMUpOBaHKE UX B
JieNIa ¥ 1epejiava B
apXHUB OpraHU3aIuu

Conepxanue yaeOHOro MaTepraia

1. [Tonsitue nokyMmeHnTooO6opoTta. Ob1IMEe NPUHIIUIIBI OpraHU3aAIUN
JIOKYMEHTO000pOTa, €ro OCHOBHBIE ATAIbl: IPUEM U TIEpBHYHAs 00paboTKa
JIOKYMEHTOB; pacIpeieleHle OCTYIUBIINX JOKYMEHTOB; pEerucTpanus
JIOKYMEHTOB U IPEABApUTEIBHOE UX PACCMOTPEHUE; PACCMOTPEHNE
JIOKYMEHTOB PYKOBOJICTBOM OpraHu3aluu (YUpexJaeHHsl) U HalpaBiIeHUE UX
Ha MCIOJIHEHUE; CIIOJIHEHUE U KOHTPOJIb 3@ UCIIOJIHEHUEM JOKYMEHTOB;
TEKYIlee XpaHEHUE IOKYMEHTOB.

OK 01, OK 02, OK 03,
OK 04, OK 09

K 1.2, IIK 1.3

2. Homenknarypa aen. O6paboTka Jein AJid MOCIeAYIOEro XpaHeHusl.

3. DKcrepTU3a IEHHOCTH JOKYMEHTOB, 0(DOPMIICHHE JI€J, COCTABIICHHE
onucei. Cnayva Jen B apXuB.

CamocTosTenbHas pabora
PaboTa ¢ HOpMaTUBHO-TIPABOBBIMH JIOKYMEHTAMHU

1. JaiiTe onpeneneHue MOHITHS "' TOKYMEHTOO00pOT" .

2. KakoBbl OCHOBHBIE 3Tambl JOKYMEHTOOOOpOoTa?

3. Kakue stansl 00paboTKH IPOXOJAT BXOASIINE TOKYMEHTHI?

4. B xakue CpoKd JOHKHBI ObITh OCYIIIECTBICHBI IOCTaBKa U paCCMOTPEHUE
BXO/JISATITIX

JIOKYMEHTOB?

5. Kakue qoOKyMeHTbI Ha3bIBAIOT UCXOASIIUMHU?

6. Kakue onepaiiuu BXOJAIT B COCTaB 00paOOTKH HCXOASIIEH
JIOKYMEHTalUH?

7. Kakue TOKyMeHTHI Ha3bIBalOT BHYTPEHHUMU?

8. B uem 3axirodaeTcsi 0COOEHHOCTh padOThI ¢ BHYTPEHHUMU JTOKYMEHTaMH?
9. Jly1st 4ero u Kak MPOM3BOAUTCS yUeT 00beMa JOKYMEHTO000poTa?

OK 01, OK 02, OK 03,
OK 04, OK 09

K 1.2, IIK 1.3




10. Kakue Bupl JOKYMEHTOB MOJUIEKAT pErUCcTpaluun?
11. Kakue cymecTByroT (GOpMbI perucTpaiii JOKYMEHTOB?
12. Kakue JOKYMEHTBI MOJIekKaAT 003aTEIbHOMY KOHTPOJIIO?

HpOMe}I(YTOLIHaH aTTcCTaluusa

Bcero:

50




3. YCJIOBUA PEAJIN3AIIMU YYEBHOM TUCIUILIMHBI

3.1. [Ins peanuzanuu nporpaMmbl Npo¢ecCHOHAIBHOT0 MOXYJISl J0JKHbI ObITH
NpeycMOTPEHBI CrieNUaTbHbIe TOMeIeHHS

Kabuner «JlokyMeHTaIlMOHHOTO O0ecTieueHus yIpaBiIeHUs», OCHAIICHHBII

KomrmuiekT yueOHOoM Mebenu: qocka MenoBast — | mT., CTON ydeHHYeCKuid — 15 miT., cTyn
yaeandeckuit — 30 mrt., cton — 1 mrt., ctyn — 1 mT. KoMiiekT yue6H0-MeToInuecKon
JIOKYMEHTAIUH, pa3IaTOYHBIA MaTepual, IaKaThl.

3.2. UupopMmannoHHOe o0ecnedeHre peaju3anuu NporpaMmbl

OcHOBHBbIE TI€YaTHBIE U3/IaHUS

1. Ky3nenos, U. H. JlokymeHTanmonHoe obecrieuenue ymnpasieHus. JJokyMeHToo00poT 1
JICTIONPOM3BOCTBO : YICOHUK U MPAKTUKYM JUJIsl CPEAHETr0 MPOoeCCHOHAIBLHOTO 00pa3oBaHus /
. H. Ky3nenoB. — 4-¢ u3z., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2023. —
545 ¢. — (ITpodeccuonanproe oopazopanue). — ISBN 978-5-534-16004-8.

2. bacakos, M. U., JlokymeHTallnOHHOE 00ecrieueHre yrnpaBieHus (C OCHOBaMHU
apxuBoOBeJeHNs) : yueObHoe nmocodbue / M. 1. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nara obpamieHus:
26.06.2023). — TeKcT : 3JeKTPOHHBIA.

OcCHOBHBIE 2JIEKTPOHHBIE U3TAHUS

1. Bapmyng, B. B., JlokymeHTanmonHoe obecrieueHue ynpasieHus : yaeonuk / B. B. Bapmym.
— Mocksa : HOctumms, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TekcT : 37€KTPOHHBIN.

2. Kopuees, U. K. [lokymeHTallmoHHOE 00eCTieueHre YIPaBICHU | YUeOHUK U MPAKTUKYM IS
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JUCTIIUITJIMHBI

Pe3ynbratel 00yueHus
OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,
OK 09, TIK 1.2, TIK 1.3.

Kputepuu onenku

MeToOb! OLIEHKHU

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaxX JUCHUIIIMHBI

TepMuHoJsIOrUs B
obrnactu
JIOKYMEHTAIMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopmartuBHbie
JIOKYMEHTHI,
perJaMeHTUpYIoIre
COCTaBJICHUE U
odopmiieHre
JTIOKYMEHTAIUU U
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus u
odopMIIeHUS
OpraHU3aIMOHHO-
paciopsiANTEIbHBIX
JIOKYMEHTOB, BXOJISIIIAX
B YHU(PHUIIMPOBAHHYIO
CHUCTEMY
OpTraHU3aIMOHHO-
pacropsIANTEIIbHBIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY IIEPBUYHOU
YYETHON JOKYMEHTAIUU
B YaCTU JOKYMEHTAI[UU
1o y4eTy Tpyaa;
[Topsinok npoBeneHus
AKCTIEPTU3BI IIEHHOCTH
JIOKYMEHTOB U
MOATOTOBKHU JIEN K
ApXUBHOMY XpaHEHHUIO.
TexHonorus
OpTraHu3aIuu
JIOKYMEHTO000pOTa B
OpTraHu3aIUIX
(Y4pexIeHusx).

- oopmIIeHHE JOKYMEHTOB U PEIICHHUE
MPAKTUYECKUX CUTYyaIUH ¢
HOPMATHUBHBIM ITPABOBBIM
000CHOBAHHEM;

- HCIIOJIb30BAHHE PA3TMYHBIX
HCTOYHHUKOB, BKJIFOYAs 3JICKTPOHHBIC
pecypcsl, meaua pecypcesl, MHTEpHET-
pecypchl, IEPUOTUICCKUEC U3TAHUS 110
CHEIMAILHOCTH TSI PEIICHUS
poeCCHOHATILHBIX 3314

- IEMOHCTpAIIHS OTBETCTBEHHOCTH 32
MPUHATBIC PEUICHUs, 000CHOBAaHHOCTh
camMoOaHaJIn3a U KOPPEKIIHs
pe3yabTaTOB COOCTBEHHOW paOOTHI;

- HCIIOJIb30BAHHE 3aKOHOIATEIHHBIX H
HOPMAaTHUBHO-TIPABOBBIX aKTOB TIPU
TUTAHUPOBAHUHY MPEANPUHIMATEITHECKON
NEeSITeIbHOCTH B IPOGECCUOHATIBHON
cdepe;

- IEMOHCTpaIus 3HaHU# B 001acTH
(rHaHCOBOW I'PaMOTHOCTH;
KOHCTPYKTUBHOCTbH B3aUMO/ICHCTBUS C
00yJarOIUMUCS, TIPETOIaBATEISIMH B
Xo0Jie 00y4eHUs1, PyKOBOTUTEISIMH
y4eOHOM U MPOU3BOJCTBEHHON
MPAKTUK.

-COOI0/IEHNE HOPM
npodeccHoHaNbHON STUKY;

— MOCTpOeHHUE MPO(hecCHOHATEHOTO
OOIICHHSI C YUETOM COITMAIIbHO-
poeCCHOHATFHOTO CTaTyCa,
CUTYaIluu OOIICHUS, 0COOCHHOCTEH
IPYIIBI U HHAABUAAYATbHBIX
0COOEHHOCTEH yUaCTHUKOB
KOMMYHHUKAITHH,

- [PaMOTHOCTb YCTHOW M MUCHhMEHHOM
pevn;

- ohopMIIEHHE TOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- ICHOCTh (POPMYJIUPOBAHUS U
HU3JI0KECHUST MBICIICH;

- IPOSIBJICHUE TOJICPAHTHOCTH B
TpoIriecce OOIICHHS;

- COOTIO/IEHNE HOPM TTOBEJIEHUS BO

- BKCIIEPTHOE HAOIIOICHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHHI,

- OIICHKA 10 UTOTraM
YCTHOTI'O OIIpoca
CTYJCHTOB,

- HaOJII0IEHUE 10 UTOTaM
TEeCTUPOBAHUS,

- OLICHKA B IIpo1ecCe
MIPOBECHUS
IIPOMEKYTOUYHON
aTTecTaluu.




BpeMs yueOHbIX 3aHATHIA;

- coOI0IeHNE CTaHAAPTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- cOOJTFOTaeT HOPMBI SKOJIOTUIECKOM
0e30IMacHOCTH;

— OnpeeNsieT HalpaBJICHUS
pecypcocOepekeHts B paMKax
poeCCHOHATILHOM JIEATEILHOCTH 110
CHEeUATBHOCTH;

- 3 eKTUBHOCTH UCIIOJIL30BaAHUS
cpeAcTB (U3NYECKON KYIbTYPHI IS
COXPaHCHHS U YKPEILJICHHS 3I0POBbsI B
nporecce nNpodeccuoHaNbHOM
NESITeIbHOCTH U TIOICPIKAHHS
HE00X0AUMOTO YPOBHSA (hPU3UYECKOM
MOJITOTOBJICHHOCTH;

- 3¢)(eKTUBHOCTH MCIIOJIb30BAHMS B
npodecCnoHATBHOM IeATEIIBHOCTH
HEOOXOUMOM JOKYMEHTAIMH, B TOM
YrcIIe HA HHOCTPAHHOM SI3BIKE

HepequL YMGHHﬁ, OCBAaMBACMbIX B paMKax JUCHUIIIIMHBI

IIpumensaTs Ha
IPaKTUKE
rOCyJapCTBEHHBIC
CTaHJapThl, Ipyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
periiaMeHTHpYIOLIHe
OpraHu3aINIo
JIOKYMEHTAIUOHHOTO
obecrnieueHus
yIpaBJICHUS;
CocraBisTth u
PaBUIBHO O(OPMIIATH
OCHOBHBIE BH/IBI
OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB;
OdopmsaTs
UH(POPMAaIMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopMIsTh KaApOBYIO
JIOKYMEHTALHUIO;
OdopmsaTs
PETEeH3UOHHO-UCKOBYIO
JOKYMEHTAITHIO.

- ohopMIICHHE JOKYMEHTOB U PEIICHHE
MPAKTUYECKUX CUTYaIUH ¢
HOPMATUBHBIM MPABOBBIM
000CHOBAHHEM;

- HCIIOJIb30BAHHE PA3TMYHBIX
HMCTOYHUKOB, BKIIIOYasl SJIEKTPOHHBIE
pecypcel, Menna pecypebl, IHTepHeT-
pecypchl, IEpUOAUYECKUE U3TAHUS 110
CHETMALHOCTH TSI PEIICHUS
npodeccnoHaNbHBIX 3a7a4

- IEMOHCTpAIIHS OTBETCTBEHHOCTH 32
MIPUHSATHIE pelIeH s, 000CHOBAaHHOCTh
camMoOaHaJIn3a U KOPPEKITHs
PE3yNbTaTOB COOCTBEHHOMN pabOTHI;

- HCITOJIb30BAHHE 3aKOHOIATEITHHBIX H
HOPMAaTHUBHO-TPABOBBIX aKTOB MPHU
TUTAHUPOBAHUHY MPEANPUHUMATEITECKON
NEeSTeNbHOCTH B MPodeccruoHaIbHOM
chepe;

- IEMOHCTpAIIHs 3HAHUI B 00J1acTH
(rHaHCOBOW I'PaMOTHOCTH;
KOHCTPYKTUBHOCTH B3aUMOJICHCTBUS C
00yJarOIUMUCS, TIPETOIaBaATEISIMH B
X0JIe 00y4eHUsI, PyKOBOTUTEISIMH
y4eOHOM U MPOU3BOJCTBEHHON
MIPaKTHK.

-COOJI0/IEHNE HOPM
npodeccHoHaNBEHON STUKY;

— TIOCTPOEHUE MPOPECCHOHATBHOTO
0OIIIEHUS ¢ YI€TOM COIHAITHHO-

- BKCIEPTHOE HAOII0IeHHE
BBIIIOJIHCHUS
IIPAKTUYECKUX 3aTaHU,

- OLIEHKA 110 UTOr'aM
YCTHOT'O OIIpoca
CTYyJIEHTOB,

- HaOJII0IGHKE 110 UTOTaM
TECTUPOBAHUS,

- OLICHKA B IIPOIECCE
IIPOBEICHUS
IIPOMEKYTOUHON
aTTeCTaluu.




npodeccnoHabHOTO cTaTyca,
CUTYaIMH OOIIEHUS, 0COOCHHOCTEH
TPYNIBl ¥ HHAWBHUYaTbHBIX
0COOCHHOCTEH y4aCTHUKOB
KOMMYHHKAITUH;

- TPaMOTHOCTh YCTHOW ¥ TUCbMEHHOM
peun;

- ohopMIICHHE TOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToM;

- ICHOCTb ()OPMYITUPOBAHUS U
HU3JI0KEHHS MBICTICH;

- IPOSIBJICHUE TOJIEPAHTHOCTHU B
rpoiiecce OOIICHHS;

- cOOJII0/IEHUE HOPM TOBEACHHUSI BO
BpeMs yUeOHBIX 3aHSATHIA;

- COOMI0/IEHUE CTaHJAPTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- COOJIIOJaeT HOPMBI IKOJIOTHUECKOM
0€e30I1aCHOCTH;

— OIIpeNeNsieT HAIPaBICHUS
pecypcocOepexeHus B paMKax
npodeccCHnOHATLHOM JISATEIILHOCTH 10
CHEIHAbHOCTH;

- 3 peKTUBHOCTH UCTIOB30BAHUS
CpencTB PU3UYECKON KYIbTYPHI AJIs
COXPAHCHHUS U YKPEIUICHUS 370POBbS B
npotecce npodeccuoHanbHON
NEATSIILHOCTH U TIOJIICPKAHS
HE00XO0IMMOT0 YPOBHS (hH3HUECKOM
MTOITOTOBJICHHOCTH;

- 3(hpeKTUBHOCTH UCTIONB30BAHUS B
po¢eCCUOHATBHOU IEeATETLHOCTH
HEe00XOIMMOM TOKYMEHTAIUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE




MMHHUCTEPCTBO OBPA3OBAHUS M HAYKHA POCCHUIICKOM
®EJEPALIUUA
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1.O0mue nos1oxkeHust
®onp ouenounsix cpeacts (POC) npenHazHaueH JUIsi KOHTPOJS M OLEHKH 00pa3oBaTelIbHBIX
JOCTHKEHUH o0yyaromuxcs, OCBOMBILHX nporpaMMmy  y4eOHOH JUCLIUATUIMHBI
«JlOKyMEHTaIMOHHOE 00eCIIeUeHUE YIIPABICHUS».

OOC BKIHOYAIOT KOHTPOJbHBIE MaTepUaibl JJs NPOBEACHMS TEKYILEro KOHTPOJIS H
IPOMEXYTOYHOU aTTecTanuu B popme TudepeHIIMPOBaHHOTO 3a4eTa.
®OC paszpaboranbl B cooTBeTcTBUU ¢ DepepalbHbIM IOCyJapCTBEHHBIM 00Pa30BaTEIbHBIM
crangaptoM no crneuuansHoctu CIIO 40.02.04 HOpucnpyaenuuss u paboueil mporpammoit

yqe6H0171 JUCHUITIIMHBI «I[OKYMCHTaHI/IOHHOC obecneyeHne YIIPaBJICHU».

I1. Pe3yabTaTrhl 0OCBOCHUS AMCHUILIMHBI, MOAJIeKalleH POBEPKe.

[IpenmeT(b1) orieHUBaHUS O6mbexT(bl) OLIEHNBAHUS [Toka3zarenu
OLICHKH

Ymemu: - odopmieHHEe JOKYMEHTOB U | - MHIVNBUAYAIBHBIA
-lIpuMeHATH Ha NPAKTUKE | pemenre MpakTUYECKMX cuTyanuii ¢ | OMPOC

- TECTUPOBaHUA 10
rocy/1apCTBEHHbBIE CTAHIAPTBL, | 1o\ aTHBHEIM [IPABOBBIM p .
Jpyrie€ HOPMaTUBHO-METOAMYECKUE pasiiciam yHeoHou

000CHOBaHHEM; JAUCIUTUTAHBI

JOKYMEHTBI,  perjaMeHTHPYIOIIne ’
OpPTaHM3alMI0  JOKYMEHTAIIMOHHOTO i pe(I)epaTI)I,. AOKTa B,
o0OecIieyeHus YIIPaBJICHHUS; - HUCITOJIB30BaHUC Pa3JINYHBIX HpE3CHTAINH,

- BOIIPOCHI K
- MCTOYHUKOB, BKIIIOYasi JIEKTPOHHBIC
CocraBnsrthb U MIpaBWJIbHO > P b bEpeHIUPOBAHHOMY
opopMIIATH OCHOBHbBIE BUIbI | PECYPCBL, Menna pecypenl, sauery
OpraHM3aIHOHHO- HuTepHeT-pecypchl, NepuoanYecKre
pacCIOpsAIUTENIBHBIX TOKYMEHTOB; n3nanysd 110 CIICHHUAJIBHOCTH  JUIA
-OhopMILSITH HH(POPMALHOHHO- | PELICHAS IPOQECCHOHANBHBIX 3a/1a4

CIIPAaBOYHYIO JOKYMCHTAIHNIO,

-OhopMITSTH KapOBYIO | - ACMOHCTpAILNsl OTBETCTBCHHOCTH 3a
JTOKYMEHTAIHIO; TIPUHSTHIE pelIeHus,
-OdopMiIsTh NPETEH3HOHHO- 00OCHOBAaHHOCThL CaMOaHAJIM3a |
MCKOBYIO JOKYMCHTALIUIO. KOPPEKLHsI PE3yNILTATOB

3nams:

-TepmuHomnoruto B odaactu
JOKYMEHTAI[HOHHOTO 00eCTIeYeHus
YIpaBIEHUS;

-HopmatuBHbBIE TOKYMEHTHI,
perJaMeHTHPYIOIINE COCTABIEHUE U
oopmieHre TOKyMEHTAlMK U
MOPSIIOK €€ 00padoTKH;

-IIpaBuna cocraBnenus u
oopMIIEHUS OpPTaHU3AITHOHHO-
pacopsAUTENbHBIX TOKYMEHTOB,
BXOJALINX B YHU(PUIIMPOBAHHYIO
CUCTEMY OpraHU3aIlMOHHO-
pacopsAUTENbHBIX TOKYMEHTOB,
YHU(PUIIUPOBAHHYIO CUCTEMY
[IEPBUYHOMN YYETHOU TOKYMEHTALUU
B YaCTH JOKYMEHTAIUH 110 YYETy
Tpyaa;

-Ilopsnok mpoBeieHust IKCIEPTU3BI
LIEHHOCTU JOKYMEHTOB U
MTOJITOTOBKHU JIEJI K apXUBHOMY

coOCTBEHHOI paboTHI;

- HCIIOJIB30BAaHKME 3aKOHOAATEIbHBIX
¥ HOPMATUBHO-IIPABOBBIX aKTOB MpPHU
IUTaHUPOBAHUU
peanpUHIMATENbCKON
JeSTeIbHOCTH B NMpodeccCHoHaIbHON

cthepe;

- JIEMOHCTpalusl 3HaHWUH B 00JaCcTH
(buHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHMBHOCTH
B3aMMOJICHCTBHS C OOYYarOIIMMHUCS,
MIPENO/IaBaTeNIIMU B XOJ€ O0yUJeHUsI,
PYKOBOJIUTEIISIMU yaeOHOMH u

HpOI/ISBO)ICTBeHHOfl ITPAKTHK.




XPaHCHHUIO.
-TexHoyOrnI0 OpraHu3zanuu
JOKYMEHTO00O0pOTa B OpraHU3aIUsIX
(YupexIeHusx).

OK 01 BeiOupars ciocoObl penieHus
3aJja4 NpoQeccuoHanbHOM
JESTEIbHOCTH IPUMEHUTEIBHO K
pa3IUYHBIM KOHTEKCTaM

OK 02 Mcnonbs30BaTh COBPEMEHHBIE
CpezACTBa MOUCKA, aHAJIN3a U
MHTEepHpeTanuyu HHPOpMaLuu, U
MH(GOPMAaLIMOHHbIE TEXHOJIOTUH JUIS
BBITIOJTHEHUS 3a/1a4
npodeccOHAIBHOM 1A TeTbHOCTH
OK 03 Ilnanuposats u
peann30BbIBaTh COOCTBEHHOE
po¢ecCHOHATBHOE U TMYHOCTHOE
pa3BUTHE, TPEIIPUHUMATEIBCKYIO
NesTeIbHOCTh B IPO(GECCHOHATILHOM
cdepe, UCTIOIB30BaTh 3HAHUS TI0
IIPaBOBOW U (PMHAHCOBOM
IPaMOTHOCTH B Pa3JIMYHbIX
KU3HEHHBIX CUTYyalUsX;

OK 04 D¢ dexruBaO
B3aMMO/IEHICTBOBATh U pabOTaTh B
KOJUIEKTUBE U KOMaH/Ie

OK 05 OcymiecTBisATh yCTHYIO U
MMCbMEHHYI0O KOMMYHHUKAIUIO Ha
roCylapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ yaeTom
0CcOOEHHOCTEH COLMANBbHOTO U
KYJIbTYPHOTO KOHTEKCTa

OK 06 IIposBiaTh rpakJaHCcKo-
MaTPUOTHYECKYIO MTO3ULHUIO,
JEMOHCTPUPOBATh OCO3HAHHOE
MIOBE/ICHUE HAa OCHOBE
TPaIUILMOHHBIX O0IIeYeTOBEYECKIX
LIEHHOCTEH, B TOM YHUCJIE C YIETOM
rapMOHU3AIIUN MEKHALMOHATBHBIX U
MEXPEIUTHO3HbIX OTHOIICHUH,
MPUMEHSTH CTAaHIAPTHI

OK 09 ITonws3oBatbcs
npodeccHoHaTbHON TOKyMEHTaIuei
Ha TOCYJJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

[IK. 1.2. [IpuMeHsTH HOPMBI IpaBa
IUISL peIIeHus 3a/1a4 B
poeCCHOHAIBHON e TEHHOCTH.
IIK 1.3. BnageTs HaBBIKAMH
MTOATOTOBKH FOPUINUECKHUX

-cobmroieHne HOpM

po(heCcCHOHATTLHOM ITUKH;

— MOCTPOCHUE MPOPECCUOHATBEHOTO

OOIIeHUsT ¢ YYEeTOM COIMAJIbHO-
podeccCHoHATLHOTO craryca,
CUTyaluu 0oOIIeHus, 0coOCHHOCTEH
TPYIIIBI 51 WHIMBUYaJIbHBIX
0COOEHHOCTEN YYaCTHUKOB
KOMMYHHKAITIH;

- rpaMOTHOCTb YCTHOU u

MMMChMEHHOM peuun;

- odopMieHHE JOKYMEHTOB B
cootBeTcTBUM ¢ ['OCTowMm;

- SICHOCTb  (OPMYNHMPOBAaHUS U
HU3JI0KCHHS MBICIICH

- TPOSIBJICHUE TOJEPAHTHOCTU B
npoliecce OOIIeHHS;

- COOJII0JIeHHEe HOPM IIOBEIEHUS BO
BpeMsl Y4EOHBIX 3aHSTUM;

- coOIroIeHNE CTaHJapTOB
AHTUKOPPYIMIUOHHOTO MOBEICHUS;
- COOIOJTa€T HOPMBI SKOJOTUUYECKOU

0e30IacHOCTH;

— ompezenser HaTpaBlICHUS
pecypcocOepekeHusi B paMKax
npoecCHOHANBHOM  IeATEeIbHOCTH

IO CHEIHAILHOCTH;

- 9] ¢deKTUBHOCTh HCMOJb30BAHUS
cpencTB (GU3MUYECKON KyIbTYpHl IS
COXpaHEHUS ¥ YKPEIUICHUS 3I0POBBS
B 1pouecce  MpoheccHoHATbHON
NEATeTbHOCTH M TOJJEPIKaHUs
HEO0OXO0IUMOT0 ypOBHS (PU3UUECKOU
MOATOTOBJICHHOCTH;

- 9(ppeKTHBHOCTH MCTIOIHL30BAHUS B
poecCHOHANEHOM e TENbHOCTH
HEO0OXOIMMOM TOKYMEHTAIIUH, B TOM
qrclie HA HHOCTPAHHOM SI3BIKE




JIOKYMEHTOB, B TOM YHUCIJIE C
MCIOJIb30BaHHUEM UH(OPMAIMOHHBIX

TEXHOJIOTUN

TecToBBIE BONPOCHI O AUCHUILINHE [[OKYyMEeHTAIIMOHHOE 00ecriedeHue yIpaBJIeHus

Komnereniuu

cnennaabHocTh 40.02.04 FOpucnpyaenuus

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, IIK 1.2, IIK 1.3.

NoNe | ITpaBunibHBIM OTBET CopaeprxaHue BOpocoB Kommer
SHIUSA
1. 1. esTenpHOCTh anmnapara yupaBIeHUs, OXBAThIBAOIAsl BOIIPOCHI OK 01

JIOKYMEHTHUPOBAHUS U OPTaHU3AIMH PAOOTHI C JOKYMEHTAMH:
1. TOKyMEHTAllMOHHOE 0OECIICUCHHE YIIPABICHUS

2. cTaHgapTU3aIus

3. cucTema JOKyMEHTAI|H

2. BcraBbTe pOIYILIEHHOE CII0BO.
[TpaBoBoii cTaTyc pabOTHUKA OpraHU3aluu
peraaMeHTHpyeTCs

3. CoBOKYIHOCTb paboT 10 JOKYMEHTUPOBAHUIO JI€ATEIIbHOCTH
YUPEKICHUS U 110 OPTaHU3aLUN JOKYMEHTOB B HEM — 3TO:
1. 0OBEKT AeNoNpPOn3BOICTRA;

JEJIOIPOU3BOJICTBO;

CO3JJaHUE CUCTEMBI IOKYMEHTALIUH;

€MHas TOCYAApCTBEHHAsl CUCTEMA JOKYMEHTAIUU.

CTaH/IapTHOE PACIIOJIOKEHNE MaTepuaia

MaTepHalbHbII 00bEKT ¢ MH(pOpMaIe, 3ahUKCUPOBaHHOIM
CO3/1aHHBIM YEJIOBEKOM CIIOCOOOM, AJisl €€ mepeaaun BO BpEMEHU U
IIPOCTPAHCTBE
3. COBOKYIHOCTb PEKBHU3UTOB OPHUIIMAILHOIO MUChMa

2.
3.
4.
4. JIOKyMEHT:
1.
2.

5. BcraBpTe HeocTaromue JOKyMEHTHI.

K opranmnzaiinoHHbIM TOKYMEHTaM OTHOCSTCS:

CrpykTypa U mTaTHast YUCICHHOCTD, ,JUTaTHOE
pacnucaHue, IpaBuiia BHyTPEHHETO paciopsiaKa,

6. HeoOX01uMoCTh BeIeHUS JIMIHBIX JIe)T PpaOOTHUKOB:

1. Onpenensiercst opraHu3anuell CaMOCTOSITEILHO

2. OCHOBHBIMH IIpaBHJIaMU PaOOTHI ApXUBOB OpraHU3alnl

3. IIpaBusiaMu BHYTPEHHETO TPYOBOTO paclopsiaka

4. IlepeuHeM TUIIOBBIX YIIPaBICHYECKUX JTOKYMEHTOB,
00pa3yIOIIMXCs B IEATEILHOCTH OpraHU3alui, ¢ yKa3aHHEM CPOKOB
XpaHeHus

7. Ilopsiiok oopmiieHusi, BEICHUS U XPaHEHUS TPYJOBBIX KHUXKEK,




BKJIAJIBIIICH B HUX, TyOJTUKATOB TPYIOBBIX KHUKEK
pEerJaMeHTHPOBAH. ..

1. TpynoBeim Kogexcom PO

2. YromaoBHEIM KozeKkcoM PO

3. ITocranoBnenue IIpaButenscrea PO

4. NHcTpykuuen no KaJipoBOMY JI€JIOMPOU3BOJICTBY OpraHu3aluu

8. Ilepenava unpopmanuu, KOTOpasi COAEPKUTCS B TOKYMEHTE, B
HPOCTPAHCTBE M BPEMEHH — ITO:

1. KOMMYHHUKaTHBHAsl QYHKIIHS JOKYMEHTA;

2. conuanpHas GYHKIUS JOKYMEHTA;

3. nmonutuyeckas QyHKIHUS TOKYMEHTA.

9. CnnocoOHOCTH TOKYMEHTA MOBJIEYb 32 CO00i MPaBOBbIC
HOCJICICTBHSI — 9TO €rO:

1. ropunuyeckas cuia;

2. ropuauyYecKasi 3HaYUMOCTb;

3. IOCTOBEPHOCTb.

10. OcHOBHBIE BU/IBI OPTraHU3AIMOHHO-TIPABOBBIX JTOKYMEHTOB?

1. YcTaHOBHTE COOTBETCTBHE IIPOMYHICHHBIX CJIOB B OIIPEACIICHUU.

Ilox ropuAMYECcKON CHIION TOKYMEHTA IOHUMAETCS CBOKMCTBO
0pHUIIHATILHOTO (A), coobiaemoe eMy
JIEHCTBYIOIAM (b), komnerenuei
U3/IaBILETr0 €ro OpraHa M yCTaHOBJIEHHOI'O MOpsi/iKa ohopMieHus
(B) mpuHATHIM HOpMaMU.

HoxymenTa (b)
3aKOoHOAATEILCTBOM (A)
PexBusuros (B)

2. Ilokaxure, Kak IpaBUIbHO 0(OPMIIIETCS] PEKBUZUT
«PeructpanioHHBIA HOMEP TOKYMEHTa» Ha CIy>KEOHOM MUChME.

3. 'me momermmaercs "OTMETKa O MOCTYIIJICHUN JOKYMEHTA B
opranusanui"?
1. Ha neBoM nose
2. Ha BepxHeM nosne
3. Ha HixHeM nosie
4. Ha mo60M cBOOOZHOM OT TEKCTa MECTe

4. OcHOBHas 11€7b OpPraHU3aluy KOHTPOJIS UCTIOJTHEHUS — . .

1. obecrieueHre CBOEBPEMEHHOTO 1 KAU€CTBEHHOTO HCTIOTHEHUS
JIOKyMEHTOB

2. obecrieyeHre COXpPaHHOCTHU JIOKYMEHTOB, yCTpaHEHHE
BO3MO>XHOCTH IOTEPH JOKYMEHTOB

3. obecrieyeHre TIOMCKa TOKyMEHTOB B MH(POPMAIIMOHHO-
CIPAaBOYHBIX LIEJISAX

4. mpoBepKa CBOEBPEMEHHOT'O JIOBEJICHHS IOKyMEHTa 110
VCIIOJIHUTEIIS

5. Homenkiarypa aen npeaHa3HadeHa Jist:
1. CucremaTuzanuu J0KyMEHTOB Ha IPEANPUATUN
2. I'pynnupoBKH UCTIIOJHEHHBIX JTOKYMEHTOB B JI€JIa U UX y4yeTa
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3. I IpaBUJIBHOTO XpaHEHUs JOKYMEHTOB Ha MPEANPUATHI
4. CobmoieHns pe)KMMa CEKPETHOCTH Ha MPEIIPUATHN

6. Korza B HOMEHKIIaType JIe7 YKa3bIBaeTCs KOJTHYECTBO
3aBeIEHHBIX TOMOB?

1. B Treuenue roma

2. ITo mepe 3aHeceHus CBEICHUI B HOMEHKJIATYPY

3. B xoHI11€e KaneHgapHOro roja

4. ToJIbKO 110 3aBEPIICHUH JIeTIa

7. K 1oKyMeHTaM 10 JIMYHOMY COCTaBY OTHOCSITCSL:

8. Mopsmox oopmiteHus, BEACHUS U XPAaHEHUS TPYTOBBIX KHUXKEK,
BKJIJIBILICH B HUX, T1yOJIUKATOB TPYIOBBIX KHHKEK
pErIaMEHTUPOBAH. . .

1. TpynoBeim Konekcom PD

2. YroyioBHBIM KOJieKcOM PD

3. IlocranoBnenue IIpaBurenscra PO

4. UncTpykuueit mo KapoBOMY JI€JIONPOU3BOJICTBY OpraHU3AINI

9. CocraBbTe 0J10K-CXeMY pabOThI C BXOAALUIMMU JOKYMEHTaMH.
JlobGaBbTE HEAOCTAIOMINE ICHCTBHUS.

1 TIlepBuunyro 00paboOTKYy.

2 IlpenBapuressHOE pacCCMOTPEHHE.

3

4. PaccmoTpeHHe pyKOBOIUTENIEM.

5 .

10. CoctaBbTe 0JI0K-CXeMY pabOThI C BHYTPEHHUMU JOKYMEHTAMH.
JlobGaBbTE HEAOCTAIOMINE ICHCTBHUS.

1. cocTaBnsieTcst MPOEKT TEKCTA JOKYMEHTa,

2. IPOBOMTCS €70 COTTIACOBAHUE C 3aMHTEPECOBAHHBIMU
JOJDKHOCTHBIMU JIMIIAMH U JOopabaThIBaeTCs MO UX 3aMEYaHUSIM;

3.

4.

S. perucTpUpyercs B )KypHaJIe BHYTPEHHEN KOPPECTTOHCHITUH.

1. Ha xakue BUIbpI JOKyMEHTOB pactpocTtpassercs aeiicrsue ['OCT
P 7.0.97-2016?

1. ycraB, noyiokeHue, akThl, TUCbMa, CIIPABKU;

2. ycTaB, 3a4€THbIE KHUXKKH, aKThl, TMCbMa, CIIPaBKH;

3. ycraB, OJIOKEHUE, AKTHI, YIOCTOBEPEHHUS, CITPABKHU.

2. Kakum TOKyMEHTOM OTIpeIesieTCsl TPaBOBOM cTaTyc pabOTHUKA
OpraHu3alu PEerIaMeHTUPYETCS:

3. CooTHecUTE MOHATUE JOKYMEHTOB U UX ONPEICIICHMUS.

1. Cy>xe0HO€ TUCHMO

2. JlokmagHas 3amucka

3. YupeaurtenabHbIil 10roBOp

4. Ilpukas

IIpeononazaemvie omeemul

a. 0000IIEHHOE HA3BaHKE PAITMYHBIX T10 COIEPKAHUIO IOKYMEHTOB
NEepPEeCchUIAEMBIX 110 TOYTE.

0. MpaBOBOM aKT, KOTOPHIM CTOPOHBI (YUPEAUTEITH) 00SI3YIOTCS CO3/1aTh
FOPHIMYECKOE JIULIO U ONIPEJIENSIOT HOPSIIOK COBMECTHOM JESITETTbHOCTH
10 €ro CO3/IAHUIO, PEOPraHU3AIMH 1 JINKBUJIALIUH.
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B. IOKyMEHT UH(OPMAIIIOHHOTO XapaKTepa, aipecyeMblit
BBIIIECTOSAIIEMY TOJDKHOCTHOMY JIMILY, COCTaBIISIETCS B CIIy4dae
HEO0OXOIMMOCTH IIOCTaBUTh PYKOBOAMUTENS B U3BECTHOCTD O KaKUX-
60 (akTax, COOBITHSIX.

I. IPAaBOBOM aKT, U3aBa€MbII PYKOBOJUTEIIEM OpraHa BIACTH U
YIPABJICHUS, YUPEKICHU, IPEANIPUATHUS B LIEIAX pa3peleHUs
OpraHu3alMOHHBIX, (PUHAHCOBBIX, KAJPOBBIX U MHBIX BOIIPOCOB UX
JESTEIIBHOCTH.

4. OnpenenuTe MOCIeI0BATEIBHOCTh PAOOTHI ¢ UCXOIAIIMMU
JIOKyMEHTaMU, BIOpaB HEOOXOAUMBIE JIEHCTBUS U3 IPUBEICHHBIX
HIKE OIEepaLMil:

. OTIIpaBKa JOKyMEHTA;

. KOHTPOJIb UCIIOJTHEHUS JOKYMEHTA;

. IPOCTaBJICHUE OTMETKH O MOCTYIVIEHUU JIOKYMEHTA,

. COCTaBIJIEHUE MPOEKTA TEKCTa JIOKYMEHTA,

. UCTIOJTHEHHE TOKYMEHTA;

. perucTpanus J0KyMEHTa;

. COTJIacOBaHUE MPOEKTA TOKYMEHTA;

. TIepeiaya JOKYMEHTa UCTIOTHUTEITIO;

. IPOBEpKa MPABUILHOCTH O(OPMIICHHS IOKYMEHTA;

10 moanucanue JOKYMEHTa PYKOBOJIUTEIIEM.

O 00 1 NN B W —

5. Kakue popmbl peructpanuu J0KyMEHTOB BBIICTSIOTCS
CIIEIMATUCTAMU?

6. B cooTBeTCTBHM € OOILENPUHATHIMU NIPaBUIIAMH COOTHECUTE
PEruCTPALIMOHHBIA HOMEP U BUJI JOKYMEHTA:

1. Ilpuka3 1o OCHOBHOM €ATEIbHOCTU

2. Ilpuka3 1o TMYHOMY COCTABY

3. Ciiy>xe6HO€ MHCHEMO

Bapuanmur omeemos

a. Ne 23/17-4

6. Ne 15 n/c

B. Ne 135

7. CpOKY MCTIOJHEHUS JOKYMEHTOB?

8. Kak Ha3bIBaeTcs MpoIecc NOCTAaHOBKY LENel U 3a7a4 ¢
ONTUMAJIBHBIM PACIPEICIICHUEM PECYPCOB, KOTOPBIE TOTPEOISIOTCS
JUTSL UX TOCTHKEHUS?

. IJTAHUPOBAHUE;

. IPOTHO3UPOBAHUE;

. aHAJIU3.

. Kakoe nucemo 3aBepsercs nevarpro?
. 'apanTHitHOE THCHMO.

. KomMmepueckoe npeioxxeHue.

. [Tucpmo-nipocroa.

W= OWN —

10. OcdopmuTe MPABUITBHO PEKBU3UT «PEIOTFOLIUS PYKOBOIUTEIS.

1. B kakoM JOKyMEHTE MOTYT OBITh OTOBOPEHBI YCIOBUS
pEOpraHu3alyy U JMKBUAALMH OpraHu3auu?
1. B YcraBe opranuzanuu

B [Io10k€HNH O CTPYKTYPHOM IOAPA3IACICHUN

B JIOJDKHOCTHOM MHCTPYKLIUH

2.

3.

4. B IITATHOM PACIIUCAHUU

2. OGopMHTB PEKBH3HT «TI'pr() BHYTPEHHETO COTIACOBAHMSI
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NOKyMeHTay. JIOKyMEHT cOorjlacoBaH IOpUCKOHCYIbTOM JlebeneBbiM
1.3.

3. Kto moxet paboTaTh ¢ JOKyMEHTaMH, HMEIOIIUMU
KOMMEPYECKYIO TaliHy?

TOJIBKO PYKOBOJAUTEID

BCE paOOTHUKH OpraHu3aluu

pa6OTHI/IKI/I, OIMPECACIICHHBIC PYKOBOAUTECIIEM COI'JIACHO ITPUKA3y

l.
2.
3. pyKOBOJIUTENHU CTPYKTYPHBIX MOAPA3ACIICHUNA, OpraHU3aIfil
4.
4.

Uro Takoe yHHPUKAIUS JOKYMEHTOB:
1. ycraHOBJIEHHE €AMHOTO KOMIUIEKCA BUJIOB M Pa3HOBUIHOCTEH
JIOKYMEHTOB JIJIsl aHAIOTUYHBIX YIIPABICHYCCKUX CUTYAIIHA
2. pa3paboTka e1uHbIX (OPM U MPABUI KX COCTABIICHHUS,
odopmieHne u co3ganue TpapapeTHbIX TEKCTOB
3. ycTaHOBJIEHHE HE €IMHOT0 KOMILIEKCa BUJIOB U Pa3HOBUIHOCTEM
JIOKYMEHTOB JIJISl aHAJIOTUYHBIX YIIPABICHYCCKUX CUTYAIINN,
pa3paboTka eIuHbIX (HOPM U MPABUII UX COCTABIIEHUS, OpopmiieHuE
U co3/iaHue TpadapeTHBIX TEKCTOB
4. yCcTaHOBJIEHHE €IUHOTO KOMITJIEKCA BUAOB U Pa3HOBHUIHOCTEH
OTYETOB ]ISl aHAJIOTUYHBIX YIIPABICHYCCKUX CUTYaIUH, pa3paboTka
eANHBIX (POPM U MPaABUII UX COCTABJICHUSA, OPOPMIICHUE U CO3/IaHUE
TpadapeTHBIX TEKCTOB

5. Onpenenure, 0 KaKuX JOKYMEHTaX UAET pedb (CIpaBKa,
3asiBJICHUE U Tele()OHOTpaMMa):
(A) — 00001IeHHOE HAa3BaHUE PA3TUYHBIX 110

COJICPKAHUIO JJOKYMEHTOB, BBIIEISIEMBIX B OTAEIbHYIO KaTETOPHIO B
CBSI3U C 0COOBIM CIIOCOOOM Mepeiaun TEeKCTa (IepeiaeTcst yCTHO 110
KaHaJiaM TeJIe()OHHOU CBSI3U M 3aMMCBIBACTCS OT PYKH);

(') 0OBbIYHO IPUMEHSIIOT JJIsI CPOYHOTO

OTIOBEUIEHUS O KaKUX-THM00 MEPONPUATHAX (COBEIIAHUX ), KOT1a
nepeJaHHoe co00IIeHne HE00X0MMO 33 JOKyMEHTHPOBATD;

(B) — nokymeHT, coaeprkaluii onucaHue u
HOJTBEPXKIEHUE TEX WIN UHBIX (DAKTOB U COOBITHI;

(B) — noxymeHT, copepxamuii npocb0y win
MIPEIIOKEHUS JTHIIA (JTUI) YIPEKISHUIO A TIOJDKHOCTHOMY JIUILY.

6. [Tocne ucteueHns cpoka UCTIOIH30BAHUS TOKYMEHTA B
JIETIOTIPON3BOJICTBE OH TMOJIJICKHUT?

7. OCHOBHas 11€J1b OPraHU3aluu KOHTPOJISL UCITOJIHEHUS
JIOKYMEHTOB?

8. Busa cornacoBanus HAOKYMCHTA — 3TO...

9. JlokyMeHTallMOHHOE 0OecrieueHe yIpaBIeHUs — 3TO
(A), obecrieunBaromasi JOKyMEHTUPOBAHHE,
JIOKYMEHTO00O0POT, ONIepaTUBHOE XpaHEHHE U

(b) noxymMeHTOB.

10. Kakoit 1oKkyMeHT (puKcHpyeT X0J1 00CYKJIEHHs] BOPOCOB U
NPUHATHS PEIICHU Ha COOPaHUSX, COBEIIAHUAX, 3aCEAAHNUSAX,
KOH(pepeHIHIX?

1. ciy:xe0HO€ MUCHMO;




2. ciyxeOHas 3aluCKa;
3. MPOTOKOJ.

1. ITepenaua uHGOpMALIUHU, KOTOPAsi COACPIKUTCS B IOKYMEHTE, B
IPOCTPAHCTBE  BPEMEHH — 3TO:

1. KOMMyHHMKaTHBHAsl (PYHKIIWS JOKYMEHTA

2. conmanbHas GpyHKIMS TOKYMEHTa

3. nonutuyeckas GyHKIMS JOKYMEHTA

2. Pazpemaer iu I'OCT P 7.0.97-2016 co3naBaTh TOKYMEHTHI B
AIIEKTPOHHOU (hopme?

1. na;

2. HET;

3. 1a, HO TP YCJIOBUH, YTO JOKYMEHT CO3/IaH €Ille U Ha OyMa)KHOM
HOCHTEJIC.

3. Kaxoe onpenenenue nHGpOpMaMOHHON CHCTEMBI IPUBEJICHO B
®enepanpHOM 3akoHe «O0 nHpopManyu, HHGOpPMaTH3AIMN U
3aIuTe HHPOPMAIHN

1. UadopmanmonHas cuctemMa — 3TO 3aMKHYTHIH HH()OPMAIIHOHHBIN
KOHTYP, COCTOSIIUI U3 IPSMON B 00OpaTHOM CBSI3U, B KOTOPOM,
COTJIACHO MH(OPMALMOHHBIM TEXHOJIOTHM, IUPKYIUPYIOT
yIIpaBICHYECKUE TOKYMEHTHI U JPyrHe COOOIIEHUs B OyMa)kHOM,
AIIEKTPOHHOM H JJPYTOM BHUJIE

2. ndopmanmoHHas cucTeMa — 3T0 OpraHU3allOHHO
YIIOPSI0YCHHAs COBOKYITHOCTD JJOKYMEHTOB W HH(POPMALIMOHHBIX
TEXHOJIOTUH, B TOM YHCJIE C UCTIOJIb30BAaHUEM CPEICTB
BBIYUCITUTEIILHON TEXHUKH U CBSI3U, PEATU3YIOIINX
nH(popMaImoHHBIE MpoIiecch (TIporecc coopa, 00paboTKH,
HaKOIIJICHUSI, XPAHEHUS, TOMCKA U PacCIPOCTpaHEHUsI HH(OpMAITIH)
3. adopmarmonHas cuctemMa — OpraHu3alliOHHO-TEXHUYecKast
cucTeMa, peIHa3HaueHHas ISl BBITOJIHEHHUS HH(POPMAIIMOHHO-
BBIYUCIUTENbHBIX padoT

4. TekcTOBBIN pelakTop — 3TO

1. mporpaMMa j1s COCTaBJIEHUS U PEAAKTUPOBAHNUS JOKYMEHTOB
2. TpadapeTsl JOKYMEHTOB pa3HbIX BUJIOB, 3apaHee BBEJCHHbBIE B
namath [1IK

3. mporpamma Jij1si COCTaBJIEHHS IOKYMEHTOB, C HUCIIOJIb30BaHUEM
11120J10HOB (00pa3110B. KOHKPETHBIX JOKYMEHTOB
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5. JIokanpHas KOMIBIOTEPHAs CETh - ITO

1. ceTh, pacipocTpaHeHHas 3a Mpeensl opuca

2. ceTh, pacpoCcTpaHeHHast BHYTpH oduca

3. HECKOJIBKO KOMITbIOTEPOB, BBHITOJIHSIOMINUX 00pabOTKy
OJHOTUITHOM JOKYMEHTAIUU

4. ceTb, KOTOpPaA OXBaTbiBa€T BCHO HALLY NJIaHETY

6. Uro Takoe TenepoHorpamma’

1. MOKyMeHT, epeiaBaeMblil 10 KaHaiaM Tejaerpa@Hoi CBA3H;

2. 00001IeHHOe Ha3BaHUE PA3TUYHBIX 110 COAEPIKAHUIO
JIOKYMEHTOB, BBIJICNIIEMBIX B CBSI3U C OCOOBIM CITIOCOOOM Iepeiauu
TEKCTa — 110 MOYTe;

3. 00001IeHHOe Ha3BaHUE PA3JINYHBIX 110 COJAEPKAHUIO
JIOKYMEHTOB, BBIJIEISIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM YCTHOM
nepesavyy TeKCcTa o KaHajam Tejae(OHHON CBS3H.

7. Kakast oprrexHuka MCIoJib3yeTcst sl OTlepaTHBHON MEePECHUIKI
CITY)KEOHBIX nrceM?




1. Komnsrotep
2. dakc
3. Kcepokc

8. Kak Ha3bIBaeTCs BUJ CBS3H, UCTIONB3YEMBIH JIJISl Iepeadu 110
TeNneOHy Ha PACCTOSIHUU MH(POPMAIIUH B BUJIE TEKCTOB, YSPTEKEH,
PUCYHKOB?

1) TenedonHast CBS3b;

2) 3NEKTPOHHAS CBSI3b;

3) dbakcuMuIbHAs CBSI3b.

9. YcranoBute coorBercTBHEe. CPOKH UCIIOJHEHHUS 00OpaleHui
COCTABIJIIOT - ...

(YCTaHOBUTH COOTBETCTBHUE)

1. 15 nueit

2. 30 nueu

3. 60 nuew

Bapuanumuer omeemos

a. 0e3 3ampocoB U MpoBepKH (0e30TIIaraTesILHO)

0. ¢ HampaBJIEHUEM 3aIpPOCOB (CIPABOK)

B. B UCKJTFOUMTEIBHBIX CITydasx

10. Ucnosib30BaHME MEPCOHATHHOTO KOMIITBIOTEPA COKPAIIAET BPEeMSI
PETUCTPALIMH T.K.:

1. TpagUIIMOHHAS PETUCTPALIUS JOKYMEHTOB B JKypHAJIC 3aMCHSICTCS
BBOJIOM CBEJICHUI O JOKyMEHTe B mamsth [1K, mpu aToM HOMED,
JaTa PETUCTPAIMH IMPOCTABIISIOTCS aBTOMATUYECKH, &
MOBTOPSIIOLINECS PEKBU3UTHI BBIOMPAIOTCS U3 COOTBETCTBYIOIINX
CIINCKOB

2. MOKHO MPOU3BOAUTH BEIOOPKY TOKYMEHTOB C 3aIaHHBIM CPOKOM
WCTIOJTHEHUS, IIOCTABJICHHBIX TIPH PETUCTPAIMH HA KOHTPOITh

B. B peructpanuonnyto kaptouky [IK BHOcATCS cBeneHUs 0 HOMepe
nena (Mmanku) B KOTOPOE MOIIUT UCTIOJIHEHHBIA JOKYMEHT

3. JIOKYMEHTBI CUCTEMATU3UPYIOTCS 0 PA3IMYHBIM PEKBU3UTAM

1. JlokyMeHTOOO0pOT — 3TO:

1. [lepenaya qoKkyMeHTa U3 OJHOM MHCTAHIIUU B IPYTYIO B MpoIiecce
€r0 paCCMOTPEHHUSL.

2. JIBmKeHHEe JOKYMEHTOB B OPraHU3allui C MOMEHTA MX CO3IaHUS
HJIN TTOJIYYCHHA A0 3aBCPUICHUA NUCIIOJIHCHUS UM OTIIPABKHU.

3. JIBr:keHre KOMIUIeKca TOKYMEHTOB B MpoIlecce BEIPaOOTKH,
MPUHATHA U UCITIOJTHCHU S peHIeHI/II\/JI.

2. Kakoii ToOKyMeHT TpeOyeT yTBEepKACHUS PYKOBOAUTEIEM
Opranu3anuu’?

3. KTo yTBepkaaeT HOMEHKIIATYpY JeJl OpraHU3aIiH, OTIMCH
JIOKYMEHTOB U aKThI O BBIIECJIEHUH TOKYMEHTOB K YHUUTOKEHUIO?
1. DkcrepTHas KOMHUCCHS OPTaHU3ALUN.

2. PykoBoauTens opraHu3aluy.

3. ApxuB, IpUHHUMAIOLIUI TOKYMEHTHI JaHHON OpraHu3aluy Ha
XpaHEHHeE.

4. Kakoro anemMeHTa He J0CTaeT B peKBU3UTe «I'pud yTBEpKIeHUs
JIOKyMeHTa?

YTBEPXIAIO
Hupexrop PI'BOY BO
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«YpanbCKUil IEAarorndeCKuil yHUBEPCUTET)
A. B. XykoBckuii

5. IIpukas - 3TO MPaBOBO aKT, N3/1aBACMBIH. . .

1. pykoBOAMTENIEM OpraHU3alMy Ha IIpaBaxX €IMHOHAYAIIUS C LEIbIO
pa3pelieHus OCHOBHBIX BOIIPOCOB

2. BBICIIMMHU OpTraHaMU UCTIOTHUTEIHHON BJIACTH

3. pyKOBOAMTEJIEM OpraHU3alluy Mo BOIpocaM MHPOPMAIIMOHHO-
METOJMYECKOr0 XapaKTepa

T. COBEIIATEIbHBIMU OPTraHAMHU YUPEIKICHUS

6. Kak oopmiisiercst pekBU3HUT «rpu() COTIIACOBAHUS TOKYMEHTa»?

7. Ha paccmoTpeHme pykoBOJCTBA MepeaaroTCs:

1. JOKYMEHTBI, cojiepkanire nHopManuio mo HanboJiee BaKHBIM
BOIPOCAM JIEATEIbHOCTH OpraHu3aluu

2. BCE MOJJISKAIINE UCTIOTHEHUIO TOKYMEHTBI

3. TOIBKO JOKYMEHTBHI, aJIpECOBAHHBIE PYKOBOUTEIIO
OpraHu3aIu

4. pacCMOTpEHHE BCEX JIOKYMEHTOB MTPOBOAUTCS PaOOTHUKOM
cyx6s1 [IOY

8. CooTHeCUTE MOHATHUS U UX ONPEAETICHHUS:

1. Yopasnenue

A. Bun nedrenbHOCTH, HaIIPaBJISHHbIN Ha cOOp, CHCTEMATU3ALUIO U
UCTIOJIb30BaHUE HH(OPMAIHH, HEOOXOIUMOH /ISl IPUHSTHUS
yIpaBJIEHYECKUX PEIICHUI

2. UndopmaniioHHbIE TEXHOJIOTUN

b. CoBokynHOCTb cofepxarieiics B 6a3ax JaHHBIX UH(OpMAIMU U
o0ecrieynBarOIUX ee 00padoTKy WH(POPMAIIMOHHBIX TEXHOJIOTHIA U
TEXHUYECKUX CPENICTB

3. UudopmarinoHHoe obecrieueHre yrpaBieHUs

B. Ilpouecc, ncnomp3yomuil COBOKYITHOCTh METOJIOB U CPEZCTB
peanu3anum onepanuii coopa, perucTpanim, nepeaadn, HaKOTUICHHS
U 00paboTKu MH(pOopMaIK Ha 06a3e IPOrpaMMHOAIIAPATHOTO
oOecrieueHns ISl PeNICHUs YIPAaBICHUECKUX 3a1a4

4. UndpopmanvoHHas cucrema

I'. IlenenamnpaBiieHHOE BO3/ICMCTBAE HA OPraHU3AIUI0, KOTOPOE
o0ecreyrBaeT JOCTHKEHHE OCTaBIEHHBIX Lienen

9. BcraBbTe NponyieHHOE CIOBO B OIIpE/IEIeHHE

- 3TO JIOKAJIbHBIN
OpraHU3alMOHHO-TIPAaBOBOM JTOKYMEHT, YCTAHABIMBAIOIINAN [
pabOTHHKA OpraHu3auy (MoapaseneHus ) KOHKPEeTHbIE TPYIOBbIe
(TOIKHOCTHBIE) TTpaBa U 00SI3aHHOCTH B COOTBETCTBUU C
3aHUMAEMOH JOJKHOCTBIO.

10. YcTaHOBHTE COOTBETCTBUE MEXK/Ty OpraHU3aIlMOHHO-TIPABOBEIMHU
JOKYMEHTaMHU U IOKYMEHTaMH I10 JINYHOMY COCTaBy

1. Oprann3anvOHHO-IIPABOBBIE

JIOKYMEHTBI

a. [Ipuka3bl 10 OCHOBHOM JI€ATEIIBHOCTH, YCTaB, IITaTHOE
pacnucasue, J0JDKHOCTHBIE HHCTPYKLIUHU

0. YcraB, CTpyKTypa U MITaTHAS YUCICHHOCTD, IITATHOE
pacnucasue, paBuiia BHYTPEHHETO PACTIOPSIKA, TOJDKHOCTHBIE
WHCTPYKITUU




2. JIOKyMEHTBI 110 TUYHOMY

COCTaBy

B. AKTBI, IPOTOKOJIbI, YCTaB, YUPEAUTEIbHBIN JOIOBOP, IPUKA3bI 10
JUYHOMY COCTaBY, OyXrajTepckue OTYEThI

r. Pe3rome, npukassl 110 JINYHOMY COCTaBY; 3asIBIICHUS;
XapaKTEPUCTHUKHU.

1. BcraBbTe npoITy1ieHHOE CII0BO.

— 3TO COBOKYITHOCTh 3aKOHOB,
HOPMaTUBHBIX MPABOBBIX AKTOB U METOJIMUECKUX JIOKYMEHTOB,
pErIaMEeHTHPYIOLIMX TEXHOJIOTHIO CO3[aHUs! JOKYMEHTOB, X 00paldoTKY,
XpaHEHHE U UCIIOJIb30BaHNE B TEKYILIEH JIEATENPHOCTH OpraHu3aliy, a
TaKoKe ACATENLHOCTH CITyXO0bI JIOY ee cTpyKTypy, PYHKIMH, IITAThI,
TEXHHYECKOE 00eCTIeYeHNE i HEKOTOPBIE IPYTHE aCIIeKThI.

2. HopmaruBHO-MeToandeckyto 6azy JIOY cocTapmsitor:

1. 3akoHOAATeNbHBIE akThl PO B cdepe nHbOpMaImy U JOKYMEHTAIHY,
2. ykasbl ¥ pacniopspkenus [Ipesuaenra PO, nocranosieHns
[TpaBurenscTBa PO;

3. HopmaTuBHBIE TpaBOBbIE aKThI (peiepaIbHBIX OPraHOB
UCTIOJTHUTEIILHON BIIACTH, PErNIAMEHTUPYIOIIME MPABOBBIE BOIPOCHI
JIOKYMEHTAIIOHHOTO 00ECTIeUeH s yIPABICHYECKON JeSITEITbHOCTH;
4. rocynapCTBEHHbIE CTaHIAPTHI Ha IOKYMEHTHI;

5. oOmIepoCcCHiicKrii KitacCH(PUKATOPhI TEXHUKO-3KOHOMHYIECKOU 1
COLMATbHOM MH(OPMAIIUHL;

6. Bce BepHO

3. YKaxxuTe NnpaBHIbHbIE CIOCOOBI 0()OPMIIEHUS pEKBU3HTA
«HaumeHoBaHue opranuzanum» 1 pekBusnta «CrpaBouHble
JTaHHBIE OPTaHU3ALMKWY B CITY’)KEOHOM MUCHME.

4. OcHOBHbIE TPeOOBaHMS K COCTaBJIECHUIO 1 O(OPMIIEHUIO
OpraHU3aIMOHHO-PACTIOPAIUTENHHBIX TOKYMEeHTOB (OP/]) n3nokeHs! B
I'OCTe P

5. — 3TO BHUJI NUCHEMEHHOTO
JIOKYMEHTa, B KOTOPOM (PUKCUPYIOTCS PELICHUs aAMUHUCTPATUBHBIX
Y OPTraHU3ALMOHHBIX BOIPOCOB, BOIIPOCOB YIIPABIICHHUS,
B3aUMOJCHUCTBUS IPEANPUATHN, OPraHU3aLUH, YUPEIKACHUN

6. BcTaBbTe IPOITYIIEHHOE CIIOBO.

Ha yHuduimpoBaHHyto cucTeMy OpraHU3alMOHHO-PACTIOPS TN TETbHBIX
noxkymeHToB (YC OP]I) pa3paboTan rocynapcTBEHHBIN

CTaHJapT «YHUPHUIHPOBaHHBIE
CHCTEMBI JoKyMeHTaIu. CucTemMa opraHu3aioHHO-
pacropsauTenbHON TokyMeHTanuu. TpeboBanus K 0hOpMICHUIO
JTIOKYMEHTOB.

7. Onpenenmte kakue Tpeboanus ycranamBaer [OCT P 7.0.97-2016
CraHgapTt yCTaHaB/IMBACT:

1. cocTaB peKBH3UTOB IOKYMEHTOB

2. TpeboBaHUsI K O(OPMIICHHIO PEKBHU3UTOB

3. TpeboBanwsl K 0()OPMIICHHIO JOKYMEHTOB CTATHCTUYECKOM OTYETHOCTH

OK9




4. TpeboBaHUA K OJTaHKaM JJOKYMEHTOB, SI3BIKY, CTUIIIO JEJIOBOM
JIOKyMEHTAIH, TPEOOBAHUS K YYETY, UCIIONB30BaHHIO, XPAHEHHIO
0J1aHKOB

8. Yuudumuposannas cucrema gokymeHTaruu (YCJI) —
3TO

9. U3 npenioxeHHbIX HUYKE BAPUAHTOB BBIOEPUTE MTPABUIIbHBIE:
1. Opranu3anioOHHO-TIPABOBEIE  a. CIIY)KEOHOE MUCHMO

JIOKyMEHTBI 0. mpukas

B. pEIlICHHE
2. PactiopsimutenbHbIe T. aKT
JIoKyMeHTBI 1. yCTaB

e. II0JIOKEHHe 00
3. CrpaBouHo- OpraHu3aLuu
uH(pOpMaIMOHHBIC
JIOKYMEHTBI

10. YcraHOBUTE COOTBETCTBUE MEXKY PACIOPAIUTEIIbHBIMU
JOKYMEHTaMH, U371aBaCMbIMH B YCIIOBUSX KOJUIETHAIBHOCTH U
pacropsIuTeIbHBIMU JOKYMEHTAMH H3/1aBa€MbI€ B YCIOBHUSIX
eIMHOHAYAITHSL.

1. PacniopsimuTenbHbIe TOKYMEHTBI a. pHKa3
U3/1aBaCMbIC B YCIOBUSIX 0. IIOCTaHOBJICHUE
KoinernansHocTH B. pelIeHue

T. yKazaHue
2. PacriopsiiuTenbHbIE TOKYMEHTBI JI. PacTiopsKCHHE
HN3J1aBACMBIC B YCIIOBUAX
eIMHOHAYAITUS

1. Kakue QyHKIMH UMEIOT Bce O(DUIIHATBEHBIC JOKYMEHTHI:
1. oOuiue ¥ OCHOBHEIE;

2. oOume U cuenraibHbIE;

3. MarepuaibHbIC U TPOIECCYyaTbHbIC,

4. nenoBble U 00IIIE

2. BcraBpTe IPONYILIEHHBIE CIIOBA.
OO6parenre rpaxIaHUHA - 3TO HANPABJIEHHbIE B TOCYAapCTBEHHBIH
Opras, OpraH MECTHOI'O CaMOYIIPaBJICHMs, B YKa3aHHOE BBIIIE
YUpEXJIEHUE WIIM OPTaHU3aIHIo, T0JKHOCTHOMY JIMILY B
bopme unu B hopMe 3IEKTPOHHOTO JOKYMEHTa

, 3asIBJICHHE WM XKanoba, a TaKxke
ycTHOe oOpalieHue B YKa3aHHBIE OpraHbl,
YUPEXKJIEHUS WM OpraHU3aluu.

3. Kakue 13 nepeuncieHHbpIX HUKE JOKYMEHTOB HE MMPOXOIAT
IIPOLEAYPY YTBEPKACHHUS

1. aKTHI;

2. TIOJIOKCHMUS,
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3. JOKJIaIHBIC 3aIIMCKU;
4. ycTtaBbl

4. Yro nmozposisiet mporpamma Outlook Express ?

5. Kakoro anemeHTa He ocTaeT B pekBusnute «Pesomonus
PYKOBOJUTEIISI»?
Heanoey U.H.
Iloozomosums nian opeaHu3ayuoOHHO-
MeXHU4eCcKUX Meponpusmull
k 09.052026
HOONUCH

6. [TucekMeHHOE MHANBUIYAILHOE WM KOJUIEKTUBHOE
HEINOCPEICTBEHHOE OOpalleHle K OpraHaM rocyJapcraa,
BBICOKOITOCTABIICHHBIM JIOJDKHOCTHBIM JIMIIAM C TIPOCKOON TPUHSTH
OKOHYATEJIbHOE PElICHHE M0 KaKOMYy JIM0O BOIPOCY, YCTPAHUTh
HapyIleHUs, BOCCTAHOBUTD CIIPABEIJIMBOCTH -

7. Ilopsinok paccMoTpeHus 0OpallieHul rpakiaH
roCyJapCTBEHHBIMU OpraHaMu, OpraHaMy MECTHOT'O
CaMOYTIPABIICHUS U TOJDKHOCTHBIMU JIMIIAMH, YCTAaHOBJICHHBIH
®denepanbHbIM 3aKOHOM Poccutickoit denepanuu,
pacrpoCTpaHsIOTCsl Ha IPABOOTHOIICHUS CBA3aHHBIC C
pPacCMOTpPEHHUEM:

1. oObenMHEeHHI TpaXKIaH

2. oOpaleHuii rpaxiaH, oObeAMHEHUHN TpaXKaH, B TOM YHUCIIC
FOPUTNYECKUX JTHI]

3. oOpareHuit rpaxkaaH

8. dopmbl 0OpallieHu rpakaH B TOCYJapCTBEHHBIE OpTaHbl,
OpraHbl MECTHOTO CaMOYIIPaBIICHUS:

. IPEIITI0KEHUE

. 3asIBJIICHHE

. J)kaioba

. XOJIaTaMCTBO

aKT

. Jlenonpon3BoICTBO IO OOpALICHUSIM TPaKIaH BEICTCS ...
. OTAEIBHO OT OOIIEro AeI0NPOU3BOICTBA

. B O0IIIEM JIETIOTIPOU3BOJICTBE

. TIO PeLIeHNI0 pyKoBoauTeNs ciyxonl IOY

. FOPUJIMYECKON CITYKOOM

10. INpu cucremaTH3anuy CIpaBOYHON pabOTHI IO OOpAIICHUSIM
rpaXkaaH MPUMEHSIOTCS KapTOTEKH ...

1. andaButHbIE

2. IpeIMETHO-BOIIPOCHBIE

3. XpOHOJIOTUYECKHUE

4. cTpyKTypHBIE

1. JlokyMeHTOOO0pOT — 3TO:
1. nBWKeHUE TOKYMEHTOB B OPTaHHU3AI[MN C MOMEHTA UX CO3JIaHUs
WUJTH TIOJTYYEHUS JI0 3aBEPIICHIS HCTIOTHEHUS WIH OTIPABKH;
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2. TOKYMEHT, He TpeOyromuii 0co00ro BHUMAHUS;

3. JBWKEHHE JTOKYMEHTOB B OPTaHM3AIMH C MOMEHTA UX MOJTY4CHHS
JI0 3aBEPILICHUS UCTIOJTHEHUS WU OTIPABKU B KOMUTET 10 JIeJIaM
HECOBEPILCHHOJICTHUX.

2. Kakoe ompeieneHne OTHOCUTCS K CITPaBKe, akTy, IIPOTOKOIY?
"JIOKyMEHT, coaepKaiui ..."

1. CnpaBka a. IepeuyeHb MEPOIPUITHIA
0. MoapOOHOE ONUCAHKE
2. IIporokon KaKoro-nmoo (axra wim coObITHS
B. MOAPOOHBIN X0 KAaKOT0 JTUOO
3. Akt MEPOIPUSITHS

I. TOKYMEHT COCTaBJICHHBIN
HECKOJIbKUMU JINLIaMH,
MOATBEPKIAIOIIUIN YCTAaHOBIICHHBIE
(hakThI 1 COOBITHS

1. TOKyMEHT, OTpasKatolui

X0J1 O0IIECTBEHHOTO COOpaHus,
CyIneOHOro CITyIIaHUs U IPUHSATHE
pelieHus

3. Haiigute ommOKu, AOMyIIeHHBIE TIPU (OPMYITHPOBAHUT
3aroJIOBKOB JIeJ M MOCIIEAYIOIIEM (OPMHUPOBAHUH JIEI,
chopMyIUpylHTE IPABUIBHO:

1. ITpukassl u pactiopspkeHus. (Koro?)

2. IIpoToxoJibl 3acelaHnii aTTECTAIMOHHON KOMUCCHUU. (0 Yem?)
3. Ilpukasbl 110 TUYHOMY COCTaBY O PEMHUPOBAHNUE PAOOTHUKOB.
(xoro, 4uero?)

4. 3aronoBoK ciryxke0HOTo nuchma (4ero?)

IIpasunvrvle omeemol

a. (gero?)

0. (0 uem?)

B. (0 uem?)

r. (0 uem, o Kom?)

4. TTokaxute kak opopmisercs pekBU3UT «CChlIKa HA HOMEp U
JIaTy JOKYMEHTa.

5. OTMeThTE OCHOBHBIE 3TAIlbl HOATOTOBKU U 0()OPMIICHUS
BHYTPEHHUX JOKyMEHTOB B ouce:

1. cocraBieHue NpoeKTa 1 COrIacoBaHUE;

2. TIpOBEpKa MPaBHILHOCTH 0()OPMIICHUS;

B. IOJIMMCAHNE U PETUCTpalys;

3. Bce BBINIENEPEUNCICHHBIC

6. Uto Takoe O6IaHK JOKYMEHTA!

1. ctanmapTHBIN TUCT OyMaru, Ha KOTOPOM BOCHPOU3BOIUTCS
NOCTOSIHHAS MH(OpMAIs TOKYMEHTa U €CTh MECTO IS
nepeMeHHOo nHpopmau

2. HecTaHJAPTHBIN JHCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJUTCS
MOCTOSTHHAS! MH(POpPMAIUs TOKYMEHTA U €CTh MECTO IS
nepeMeHHOI nHpopMauu

3. o0a oTBeTa NPaBUJIbHBIE

7. Peructpanusi JOKyMeHTa BKJIIOYaeT B ceOsl:




1. npocraBneHue naThl;

2. TIPOCTaBIICHUE PETHCTPAIIMOHHOTO HOMEDPA,

3. 3amuch HEOOXOUMBIX CBEICHUHN O JOKYMEHTE B
pPETHCTpallMOHHON (opMme;

4. Bce BBIIICTIEPEUYHCIICHHBIC

8. Kakue axTsl nznararorcs B epBOi U BO BTOPOH YaCTAX
CIIPABKHU:

1. B mepBoO¥i YacTu CIPaBKU U3JaraTcs (akThl, MOCITYKUBIIHE
IIOBOJIOM K €€ HallUCaHHI0, BO BTOPOIl — IPUBOJATCS KOHKPETHbIE
JTAaHHBIE

2. B IEpBOM YacTH CIPABKU U3JIAraroTcs JOBOJbI, IOCIYKUBIINE
MIOBOJIOM K €€ HAIKMCAaHUI0, BO BTOPOH — MPUBOJATCA
CTaTHUCTUYECKHUE JIaHHBIE

3. B IEpBOM YaCTH CIPABKU M3JIararoTCsi KOHKPETHBIE JaHHBIE, a BO
BTOPOU — MPUBOASATCS (HaKTHI, IOCITYKUBIINAE TIOBOJIOM K €€
HaIlMCAHUIO

9. YUrto Ha3BIBACTCS CIPABKOWA:

1. TOKyMEHT, HOJATBEPAAIONIHNIA KaKue-JIM00 (HaKThl MIIA COOBITHS
2. (dakThl, MOCITYKHUBIIKE TTIOBOJIOM K €€ HAITMCAHHIO

3. IOKYMEHT, TJI¢ IPUBOJSATCS KOHKPETHBIC JIAHHBIC

10. BeiGepuTe OCHOBHBIE ATAITBI TOATOTOBKH U 0(hopMIIeHHUS
BHYTPEHHUX JJOKYMEHTOB B oduce:

1. cocraBieHME IPOEKTA U COITIACOBAaHUE

2. mpoBepKa NpaBUIBHOCTH 0(OPMIIEHUS

3. moamucaHuWe U perucTpanus

4. Bce BapHaHThI IPABUIIbHbBIE

NuauBuayajabHbliii onpoc: ( OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TIK 1.3.)

I/ICHOJIb?oyH CIIPpaBOYHO-NIPAaBOBbIC CUCTEMBI «KOHcy.leTaHT'HJIIOC», «FapaHT», a TaKKe

yqeﬁﬂmm B 3J1€KTpOHHO-6H6.]'II/l0Te‘-lH0ﬁ CUCTEME, OTBETHLTEC HA BOITPOCHI.

O 0 1N LN AW —

. I3 kakux yacteil COCTOUT TEKCT MpHuKaza?

. Kak popmynupyercs 3aronoBok K npukasy?

. Kak dpopmynupyroTcst myHKTHI iprkaza?

. Kakoii ¢hopMynmupoBKkoii 3axaHIMBaeTCS TEKCT MpHKa3a?

. Korna m3gaercs pacnopspkenue?

. Kak dpopmynupyercst 3aroioBok K paciopsyKeHHIO?

. Kakumu cnoBamu HaumHaeTcs paciopsiAnTeNbHAs YacTh PaciopsHKeHUs ?
. Ha xakom Omnanke odopmisieTcs pacnopspkeHue?

. B kakux ciyvasx m3maercs ykasanue?

10. Kak popmynupyeTcst 3aroioBOK K yKa3aHHIO?
11. KakuMu crioBaMH MOKET HAUMHATHCS pacTIOPSIIUTENBHAS YacTh YKa3aHUs?
12. Kakoit hopMyIHpoBKOil 3aKaHYMBAETCS TEKCT YKA3aHHs?

TeMmbl pedepaToB, I0KJIAA0B, npesentanumii (OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09,

MK 1.2, TIK 1.3.)

1) Ilonsarue KHAOKYMCHT», €TO Pa3BUTUC U ONPCACIICHUC.




2) NadopmarimoHHbIe CBOMCTBA TOKYMEHTA.

3) Bo3HUKHOBEHHE MUCbMEHHOCTH, IIOSIBIIEHUE JOKYMEHTA.

4) BO3HUKHOBEHHUE U pa3BUTHE YIPABICHUECKOrO TOKYMEHTA.

5) TexcToBOE JOKYMEHTHPOBAHKE, PA3BUTHE, HA3HAYEHUE U 00JIACTh IPUMEHEHUSL.

6) ®oTO M KHHOJOKYMEHTHPOBaHHE, Ha3HAYCHNE 1 00J1aCTh IPIUMEHEHUSI.

7) TexHn4eckoe JOKyMEHTHPOBAaHUE. 3HAUEHHE U BUbI JOKYMEHTOB.

8) ®ononokyMeHTHpOBaHKHE. BOZHUKHOBEHHE, pa3BUTHE U 00JaCTh IPUMECHEHHS.

9) MarepuanbHbIe HOCUTETH HHGOPMAIINH U UX pa3BUTHE.

10) Pa3Bute popmymnsspoB TeKcTOBBIX 10KyMeHTOB B X VI-XVII BB.

11) PazButre BuaoB u popMymsapa JOKyMEeHTOB B yupexaenusx Poccuu XVIII B.

12) PazButue dhopmysmsipa nokymenta B XIX — nauane XX BB.

13) Pa3ButHe opmynsapa TOKyMEHTa COBETCKOM SIIOXH.

14) Uctopust BOSHUKHOBEHUS U Pa3BUTHS OTIEIBHBIX BUAOB IOKYMEHTOB (10 BEIOOPY —
rpaMoTa, yKa3, IpuKa3, IpOTOKOJ, TUCbMO H T.1.).

15) Vctopus pa3BUTHS OTIIEITHHBIX AIEMEHTOB (hOpMyIIsipa TOKyMeHTa (110 BEIOOPY — COCTaB
YIIOCTOBEPEHHUS, TOPSAAOK alpECOBAHUS U T.11.).

16) Uctopust yHUQUKAINK TEKCTOB JOKYMEHTA.

17) Pa3BuTHE NENOBOTO CTUIIA PYCCKOTO TUTEPATYPHOTO S3bIKA.

18) 3akoHOMaTENFHAS ¥ HOPMATHBHAS PETIAMEHTAINS IOKyMEHTUPOBAHUS B IOPEBOIIOIIMOHHON
Poccun.

19) 3akoHOoMaTenpHas U HOpMATUBHAS peTJaMeHTalus TOKyMEHTUPOBAaHUS Pa3IMUHbIX BUAOB
JeSITEbHOCTH.

20) MeTopl COBEPIIEHCTBOBAHUS JOKYMEHTHPOBAHUS YIIPaBICHUECKOH 1A TeIbHOCTH.

21) OcobenHnocty 0pOPMIICHHUS TOTOBOPOB U KOHTPAKTOB.

22) JlokyMeHTHUpOBaHHUE IEATEITFHOCTH aKIIMOHEPHBIX OOIIIECTB.
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23) JlokyMeHTUpOBaHUE JESATEIbHOCTH TOCYJapCTBEHHBIX YUPEKICHUI.

24) BausiHue cpelICTB MEXaHU3ally 1 aBTOMATH3alluH Ha CO31aHue JOKYMEHTOB U UX Gopmy.
25) CoBpeMeHHbIE IPOTrPaMMHBIE CPEICTBA, HCIOIb3YEMbIE B MIPOLIECCEe CO3AAHUS JOKYMEHTOB.
26) CymHoCTh 1 OCHOBHOE Ha3HaYeHUE JJOKyMEHTAIIHOHHOTO 00eCTIeYeHHS YIIPaBICHHS B
COBPEMEHHBIX YCIOBHUSX.

27) HopmartuBHO-TIpaBoBas 6a3a JJokyMeHTaImoHHOTO o0ecnevueHus yrpasieHus B PO.

28) Opranuzanus [lenonpon3BoACcTBa Ha MANIBIX MPEIIPUSITHSX.

29) Crnenduka JlokyMEHTAlIMOHHOTO 00ecieueHHs yIIPAaBICHHS B TOCY1apPCTBEHHBIX
YUPEXKACHUSIX.

30) Bo3MOXHOCTH HCITOIIE30BAaHMUS COBPEMEHHOM O(UCHON TEXHUKHU B ONTUMU3AIHH
JIOKYMEHT0000pOTa B OpraHU3aIlHH.

31) Bo3MOXKHOCTH HCII0JIb30BaHUS CIIEIUATU3UPOBAHHBIX MTPOTPaMM JIJIsl OCYIIECTBICHUS
JOKYMEHTAlIHOHHOT0 000pOTa B COBPEMEHHBIX OpraHU3alHsIX.

32) UcTtopus CTaHOBJICHUS U Pa3BUTHI JJOKyMEHTAITMOHHOTO 00ECTICUeHHUs yIIPaBICHUS B
Poccun.

33) Bo3MOXHOCTH HCIIONIB30BaHUSI METOJIOB MATEMATUIECKOT0 MOJICIIMPOBAHMS JIJIsI
ONTUMM3ALUH JOKYMEHTO000pOTa HAa IPEATIPUATHH.

34) Crnenuduka JJokyMEHTaIMOHHOTO 00ecTieueH s YIIPaBIICHUS B KaIPOBBIX CITyKOax.

35) 3apyOexHblil ONbIT OpraHu3anuy JJoKyMeHTalHOHHOTO 00eCTIeYeHUs YIPaBICHHUSL.

36) IlepciekTHBHBIE HAIPABJICHUS B Pa3BUTUHU JJOKYMEHTAIIMOHHOTO 00ECTIEYEeHHUS] YIIPaBICHUSL.
37) Opranuzarnus Jlemonpon3BoACcTBa B OpraHax roCyIapCTBEHHOHN BIACTH U MECTHOTO
CaMOYMpaBJIEHHUSL.

38) CocraB u mpeaHa3HaYeHNE BHYTPEHHUX OPraHU3allHOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB
OpraHMu3aIyy Mo padoTe ¢ MePCOHATIOM.

39) IlpumeHeHHE METOJIOB COBPEMEHHOTO MEHEKMEHTA B OpraHn3ann JJoKyMeHTaIHOHHOTO
oOecrieyeHus ynpaBieHUsl.

40) IIpumeHeHre rocy1apCTBEHHBIX CTaHIAPTOB B OpraHu3aluni JJoKyMeHTallmOHHOTO
o0ecreveHus yrpaBIeHusI.

41) Crnenuduka opranuzanuu JJOKyMeHTaITHOHHOTO 00ECTICUCHHS B Cy/Iax.

42) Ncnonp3oBaHue 3apyOeKHOTO ONBITa B OPraHU3aliKl JOKYMEHTO000pOTa Ha POCCUICKUX
TPEANPHUITHSIX.



43) XapakTepucTuKa Ciry)0b! JIOKyMEHTAIIHOHHOTO 00ECIICYCHISI HA KOHKPETHOM TIPEIITPUATHI
(10 BEIOOpY CTYACHTA).

Bonpoce! k auddepenuupoBannomy 3adery (OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK
09, 11K 1.2, I1IK 1.3.)

1. IloHsiTHE O JOKYMEHTALIMOHHOM O0ECIICUeHIH YITPaBICHNUS, TOKYMEHTE H CIIOCO0ax
JOKyMEHTHUPOBAHHS.

. Knaccudukauus noxymMeHTOB.

3. HopmaTtuBHO-IIpaBoBast 0a3a TOKYMEHTAIIHOHHOTO 00eCTieUeH s YIPaBICHUSI.

4. Yaudukanus u CTaHIapTH3ANNS B ISITOIPON3BOICTBE.

5. OcHoBHBIE 3a1a4¥ ¥ GYHKIMH CITY>KOBI TOKYMEHTaIIMOHHOTO obecniedeHus ynpasieHus (JJOY).
6. Crioco0Ob1 ohopMIIeHYSI AT HA TOKYMEHTaX.
7
8
9

[\

. Odopmrnenne JOKYMEHTOB B aHKETHOH U TpadapeTHOl Gopmax.
. CriocoOrl 1 paBuiia co31aHus JOKYMEHTOB
. OdopmieHne peKBU3UTOB Ha JJOKYMEHTAaX.
10. TpebGoBaHMs, IPEABSIBISIEMBIE K OJIaHKAM.
11. DTans! ABIWKEHUS U TIOPSAOK 00pabOTKH TOKYMEHTOB.
12. Opraamzanus paboThI ¢ 00pameHNsIMH TPaXIaH.
13. Tlopsmok perucTpayy J0KyMEHTOB H KOHTPOJIb 33 HCIIOJTHEHHUEM JOKYMEHTOB.
14. XapakreprcTrKa U COCTaB CIIPAaBOYHO-MH(POPMAIIMOHHBIX TOKYMEHTOB.
15. IOKyMEHTUPOBAHUE AEATEIBHOCTH KOJJIETHAJIbHBIX OPraHOB.
16. [lenoBoe obmienue: GopMbl 1 KOMIIOHEHTHI.
17. Benenue nenoBoro TeiaeOHHOTo pa3roBopa, OCHOBHEIE MTPABMJIA U PEKOMEHIAIIHH.
18. JlenoBoe BBICTYIUICHHE: BAYKHEUIITHE TPEOOBAHUS, CTPYKTYPa U PEUEBOM ATHKET.
19. Odpopmienne nHGOPMAITMOHHO-CITPABOYHON JOKYMEHTAIIUH.
20. O01ue TpeOOBaHMS K CTPYKTYPE, CTHITIO M3JIOKEHUS ¥ 0()OPMIICHHUIO JCJIOBBIX ITHCEM.
21. OdopmiieHHrE TPOTOKOJIOB.
22. OdopmiieHHE aKTOB.
23. JloknagHas v 00bsCHUTEIbHAS 3anmucku. CripaBKa.
24. OCHOBHBIE TPYHIIbI OPTaHU3ALMOHHO — PACTIOPSAUTEIBHBIX JOKYMEHTOB.
25. XapakTeprucTHKa U COCTAaB OPTaHU3aLMOHHO PACTIOPAIUTEIbHBIX JOKYMEHTOB.
26. Kpartkas xapakrepuctuka [[OCT P 7.0.97 — 2017 r.
27. OdopmiteHue opraHu3alOHHO-PACIOPSAIUTEILHON JOKYMEHTAIINH.
28. IloHsTHE TOATMHHNKA, KOTIHH, BBITHUCKH, AyOJINKAaTa.
29. Bunbl KOnuil TOKYMEHTOB, 0OCOOCHHOCTH 3aBEPEHMUS KOMUN U BBIMICOK.
30. KagpoBast moKyMeHTaITusI.
31. Odopmnenue npuema Ha padboTy.
32. 3asBieHNA ¥ IPUKa3bI 110 JINYHOMY COCTaBY.
33. Jlnunas kaprouka Gopmbl T-2 1 TUYHEIE JeTa.
34. OdopmiteHue KaJpoBOH JTOKYMEHTAIUH.
35. Odopmienue, 3aMonTHEHNUE TPYAOBONH KHIKKH.
36. [IpaBuia BHYTPEHHETO TPYAOBOIO PACIIOPSIKA.
37. Ilopsimok oopMiieHHS TPYAOBOIO I0TOBOpAa.
38. JIokasbHBIE aKThI [10 OXpaHe TPyAa Ha NPEANPHUITHH.
39. IlonokeHue 1o 3alIKuTe MEPCOHATIBHBIX JTaHHBIX paOOTHHUKA.
40. loroBop 0 MOSHOW MaTepHATbHON OTBETCTBEHHOCTH.
41. I'padux ormyckos. Tabens yuéra paboyero BpeMeHH.
42. Ilonarue norosopa. OCHOBHBIE MOJOXKEHHA O 3aKJIIOUEHUH JJoropopa. Popma gorosopa.
43. IleperoBopsl 0 3aKiIr0o4eHnH goroBopa. Odepra. Akuent.
44. OcHOBaHUS U3MEHEHHUS ¥ PACTOPKEHHS JOroBopa. [1opsoK 1 MOoCeICTBISI NU3MEHEHUS |
pacTop>KeHHsl JOroBopa.
45. Obuue MoNoXXeHus: 0 JOBEPEHHOCTH. Y jocToBepeHne noBepennoctu. Cpok. Ilepenosepue.
46. [IpekpareHune TOBEPECHHOCTH. be30T3hIBHAS TOBEPEHHOCTD.



47. JIoBEpeHHOCTH: Pa30BhIe, CIICITHATBHBIC, TCHEPATHHBIC.

48. OdopMIieHHE TOTOBOPOB.

49. OcHOBHBIE PEKBU3HUTHI U MOPSAOK OGOpMIICHHS IPETSH3HUI, OTBETOB Ha MPETEH3HIO.
50. IMopsinox opopMIIeHHS NCKOBBIX 3asiBICHUN U MIPEACTABICHUE UX B ApOUTPaXXHBIH Cy/I.
51. IlpeTeH3NOHHO-NCKOBAs TOKYMEHTAITHSI.

52. OopmiieHre MPETEeH3NOHHO-UCKOBOH JTOKYMEHTAIINH.

53. TexHONOTHS OpPTraHU3alUK JOKYMEHTO000pOTa B OpraHU3aIHSIX.

54. OcoOeHHOCTH IETIOMPON3BOACTRA IO 0OPAIICHUAM TPaKTaH.

55. Odopmirenne oOpalieHn TpaXKaaH.

56. JloroBopHO-TIpaBOBasi JOKYMEHTAIIHSI.

57. DkcnepTr3a HEHHOCTH JOKYMEHTOB.

58. Cucremaruzanus JOKyMEHTOB, (popMHpOBaHHE UX B JieTia, U Tiepeiada B apXuB
OpraHu3allHy.

59. IloaroroBka Aen cradya B apXuB.

60. CocraBieHre HOMEHKIIATYPHI JIe.

I1II. OIMCAHUE OPTAHU3ALIMA OHEHUBAHUA U ITPABUJI OITPEAEJIEHUSA
PE3YJIbTATOB OLIEHUBAHMUAA

YpoBeHb MOATOTOBKH CTYJIEHTOB MO y4eOHOW MUCIUIUIMHE OLIEHUBAeTCs B Oaiax: «5»
(«OTTIUUHOY), «4» («xX0poII0Y), «3» (KyIOBIETBOPUTEIBLHOY), «2» («HEYTOBIETBOPUTEILHOY).

OueHka «OTIWYHO» - OOYyYaloOIIMKCA TIOKa3bIBACT TOJIHBIE M TJIyOOKHE 3HAHHS
MPOrPaMMHOTO MaTepHuaa, JOTHIHO U apryMEHTHPOBAHO OTBEYAET Ha MOCTABICHHBINA BOIIPOC, a
TaKk)Ke JIOMOJHUTEIIBHBIC BOIMPOCHI, TIOKA3bIBACT BHICOKHI YPOBEHb TEOPETUUYCCKUX 3HAHHIA.
[TpakTrueckyro yacthb BbinosHsAeT Ha 100%.

OrneHka «XOpoiioy - OOYyYarolIMWCS TOKa3bIBaCT TJIYOOKHE 3HAHUS MPOrPaMMHOTO
MaTepuaia, TpaMOTHO €ro HM3JIaraeT, JOCTATOYHO TOJHO OTBEYAeT Ha MOCTABICHHBIA BOIPOC U
JIOTIOTHATEIFHBIC BOIPOCHI, yMeno (opMynupyeT BBIBOABL B TOXe BpemMs TpH OTBETE
JIOITYCKaeT HECYIIECTBEHHBIE MOrpenTHOCTH. [IpakTrnyeckyro yacTh BeImonHsIeT Ha 90%-80%.

OrneHKka «yIOBJICTBOPUTEIBHO» - OOYYAIOIIMIACS ITOKA3bIBAET JIOCTATOYHBIC, HO HE
IyOOKHE 3HAHUS MPOTPAMMHOTO MaTepHaia; MPU OTBETE HE JOMYCKaeT TPyObIX OIMMOOK WIIH
MPOTUBOPEUYHH, OJHAKO B (OPMYIUPOBAHWU OTBETA OTCYTCTBYET JIOJDKHAS CBSI3b MEXKIY
aHAJIM30M, apryMeHTaluMed W BbIBOAaMH. JlJis TONydeHUs NPaBUILHOTO OTBETa TpedyeTcs
yTOYHSIOIIHE BOmpockl. [IpakTudeckyro 4acth BoimonHseT Ha 70%-60%.

OrneHka «HEYIOBIETBOPUTEIHHO» - O0YUYAIOUIUIICS TTOKAa3bIBAa€T HEJOCTATOUHbIC 3HAHUS
MPOrpaMMHOTO MaTepuaia, He CIIOCOOEH apryMEHTHPOBAHO U TOCJIEIOBATEIBHO €ro M3Jararh,
JIOITyCKaeTCs TpyOble OIMOKY B OTBETaX, HEMPABIILHO OTBEYACT HA MOCTaBJICHHBIN BOMPOC WU
3arpyaHseTcs ¢ oTBeToM. [IpakTudeckyro 4acTh BhIMONHsAET Ha MeHee 50%.

JuddepeHupoBaHHBIN 3a4eT MPOBOJUTCS B TEPHOJ OK3aMEHAIMOHHOW CECCHH,
YCTaHOBJICHHOW KaJeHIapHBIM y4eOHBIM TpadUKOM, B pe3ysbTare KOTOPOTO IMpernoaBaTesieM
BBICTABIIIETCS. UTOTOBAas OIICHKA B COOTBETCTBUU C MPaBWJIAMH OMPEIEICHUS PEe3yIbTaTOB
OIICHUBAHMS.
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