[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®WNO: besyrnas Hatanus CepreesHa

/ P MHUCTEPCTBO
[lomKHOCTb: 3aB. Kaeapoi CoLmManbHO-KyTbTYPHOW IEATENbHOCTH

[lata nogmucarus: 23.(PSRCPATIBHOC TOCY1apCTBCH

KyJIbTypbl Poccuiickon @enepauuu
HO€ OI0/KEeTHOE 00pa3oBaTeNbHOE YUPEKICHHUE

YHUKanbHbIM ﬂpOFpaMMHbIl/I KNoy:

BBICILICTO 00pa30BaHs

09e020a13000cee 660 ERPA APCKMI TOCYJAPCTBEHHBII HHCTUTYT

KYJbTYPbI»

NudopmarnimonHo-0nOMHoTeuHbIN (PaKyIbTeT
Kadenpa n1okyMeHTOBEICHHS ¥ IPOSKTHOMN JACATEIBHOCTH

YTBEPXJIAIO
3aB. Kadeapoit

H.b. 3uHoBbeBa
28 suBaps 2019r.

Z

PABOYASA TIPOT'PAMMA

YUYEBHOU

JUCHUATIIMHBI (MOYJIS)

b1.B.01 loxymMeHTHpOBaHNE YIIPABJICHYECKOH 1eITeJJbHOCTH B
COLHAJILHO-KYJbTYPHOU cdepe

Hanpasnenue noarorosku 51.03

.03 CoumanbHO-KyJIbTypHas JIESITEIbHOCTh

[Ipodune noaroToBkn MeHeIKMEHT COLUAIBHO-KYJIBTYPHOM 1EeATEeIbHOCTH

KBanudukanus (cTeneHs) BRITyCKHUKA - OaKkaiaBp

®dopma 00ydeHUsT - OUHAs, 3a09HAS

I'ox mauana noarorosku — 2019

Kpacnopnap
2019



Pabouass mnporpamma mnpeaHa3Hau€Ha [UIsi NOPENoJaBaHHs —JIHCLMILIAHBI
«/lOKyMEHTUPOBaHNE YIPABIECHYECKOW JEATEIIBHOCTH B COLUAIBHO-KYJIBTYPHOU
chepe», KOTOpas BXOJIUT B COCTaB OOS3aTEIIBHOW YacTH OYHOU U 3a04HOU (opMm
oOyueHust. J{ucuuIiInHbl (MOIYJIN), CTyIEHTaM OYHOM U 3a04HOU (hopM 0O0ydeHHs 1O
HamnpaiieHuto 1oArotoBku 51.03.03 CoumanbHO-KyJIbTYpHas IEATEIbHOCTh B 6
CEMECTpE.

Pabouas mporpamma y4eOHOM IUCHUIUIMHBI pa3paboTaHa B COOTBETCTBUM C
tpedoBanusiMu GI'OC BO mno nHampaBnenuto moaroroBku 51.03.03 CoumanbHo-
KyJbTYpHas AESTEIbHOCTb, yTBEPKAECHHBIM NMPUKa30M MHUHHUCTEpCTBA 00pa30BaHUs U
Hayku Poccuiickoit @enepanuu ot 6 nekadbps 2017 r. mpukaz Ne 1179, u ocHOBHO
o0pa3oBaTeabHON MPOrpaMMOH.

Penenszenrtni:

JIOKTOp megarornyeckux Hayk,
npodeccop kKadeapsl OMOTMOTEUHO-
oubmmorpaduuecKou 1esITeIbHOCTH H.JI. Tony6eBa

HauvanpHuk oTAena npaBoBOM, OpraHU3alMOHHOU
U KaJipoBoM paboThl [lenapramenTa oOpa3oBaHuUs
agmuauctpanu MO r. KpacHonap T.A. KynukoBa

CocrTaBureb:
MartseeBa A.C., K.I1.H., JOIICHT

Pabouast mporpamma y4eOHON IUCHUILIMHBI PACCMOTPEHA W YTBEpXKJICHA Ha
3acenanuu kadeapsr Jull]] 28 saaps 2019 r., mporokon Ne 6.

PabGouass mporpamma yueOnod muctmmiuabl b1.B.01 JlokymeHTHpOBaHUE
YOPABJICHUYECKOW JEATEILHOCTH B COIMAIBHO-KYJIBTYPHOU cdepe omo0peHa u
pPEKOMEHI0BaHAa K MCIIOJIb30BAHUIO B y4eOHOM mpolecce YUueOHO-METOIUUECKIM
coetoM ®I'BOY BO «KI'MK» 15 ¢epans 2019 r., npotokon Ne 6.

© Martseesa A.C., 2019
© ®I'BOY BO «KI'K», 2019



Conep:xanue

1. llenmn u 3aga4n OCBOCHUS JUCITUTLIMHBI 4
2. Mecrto aucuumuinssl B ctpykrype OITOIT BO 4

3. Ilnanupyemsble pe3ynbTaThl O0yYEHHUS MO JUCIUILUIMHE, COOTHECEHHBIE ¢ 5
YCTaHOBJICHHHIMU B  OOpa30BaTEeNpHOW  MporpamMme  HUHAMKATOPaMH
JOCTUKEHUS KOMIIETEHIIUI

4. CTpyKTypa U COAEpKaHUE U JUCIUTIIUHBI 5
4.1. CtpyKTypa IUCUUTINHBI:

4.2. TemaTudeckuil TUIAaH OCBOEHUS AMCIMIUIMHBI MO BHJaM ydyeOHOH 6
NESATEIBHOCTH U BUJIBI CAMOCTOSTENIBHOM (BHEAY ITUTOPHOMN ) pabOThI

5. O0pa3oBaTeabHbIE TEXHOJIOTHU 29

6. OueHouHble CcpeacTBa Uil TEKYLIEro KOHTpoJds ycrneBaemocth U 30
IIPOMEKYTOUHOM aTTECTALUU:

6.1. KoHTpob OCBOEHUS TUCIUIUINHBI
6.2. OLieHOYHbIE CPECTBA

7. YuebHO-MeToau4ecKoe M WH(OPMAITMOHHO OOECTCUYCHHE MWCIUIUIMHBI 43
(Momynst)

7.1. OcHOBHas TUTEpaTypa 43
7.2. JlonoJIHUTENbHAS TUTEPATYPA 43
7.3. Ilepnoanyeckue U3gaHusl. 44
7.4. InTepHET-pECYPCHI. 44
7.5. Metonnueckue yKka3zaHusl 1 MaTEpUaJbl 110 BUIAM 3aHATUN 44
7.6. IIporpammHOe oOecrieueHue. 44
8. MarepuaibHO-TeXHUYECKOE 00eCIeUeHUE TUCITUTIIUHBI (MOTYJIs) 44

9. lonosmHeHUs: 1 U3MEHEHHUS K pabouell mporpamme y4eOHOM TUCHUIUIMHBL 45
(Momynst)



1.Ilesn 1 321241 OCBOEHUSI TUCHUTIIHHBI

Lenu uzyuenus oucyuniuHol.

a) UW3y4YeHHE TEOpUHM M  MPAKTUKU  OpPraHU3alMd  COBPEMEHHOIO
JOKYMEHTAIIMOHHOTO OOECIeUeHusl yNpaBiIeHUs Ha OCHOBE HAay4yHO OOOCHOBAHHBIX
MPUHIIUIIOB ¥ METOJIOB €r0 COBEPIICHCTBOBAHMUS,

0) ¢popmMupoBaHue y CTYJEHTOB PAalMOHAIBHBIX MOJXOJO0B K PEIICHUIO 3ajay
OpraHu3aluy padoTHl C JTOKYMEHTAMH B YUPEKICHUAX, OPTaHU3AIUAX U T. II.

B pesynbTaTe n3yueHus: AUCIUTUINHBI PEIIAIOTCS cliedyrouue 3a0ayu.

U3YYUTh TEOPETUYECKHE OCHOBBI  JOKYMEHTAI[MOHHOTO  OOeCredeHus
yIpaBJICHHUS;

OCBETHTH MECTO JI€JIOMPOU3BOJICTBA B TMPOLIECCE YIPABICHHUS COIUATBHO-
KyJIbTYPHOU Cephl;

chopMUpOBaTh y CTYIEHTOB pallMOHAIBHBIE MOAXOJbl K PEIICHUIO0 3aj]ad
opram3an paboThl C JOKYMEHTAMH B YUPEXKICHHUSX COIHAIbHO-KYJIBTYPHOU
cdepsr;

03HAKOMHTH CTYJICHTOB C COBPEMEHHBIMH HH(OPMAITMOHHBIMH TEXHOJIOTHSIMH
JIOKyMEHTAITMOHHOTO 00ECTICYCHUS YIIPABICHUS B YUPEIKICHUIX KYJIbTYPHI.

2.MecTto nucuuiuiaabl B cTpykrype OITOII BO

JlucnumniarHa OTHOCHUTCS K o0Os3arenbHON YacTu bioka 2 «JIMCHUIIIMHBI
(MoLyTIH)».

[IpucTtynas K U3y4eHUIO JUCHUIUIUHBI, CTYJCHTBI TOJKHBI:

- 3HaTh OCHOBHBIE HOPMATUBHBIE U TPOTPAMMHBIE IOKYMEHTBI, ONPECIISIOIINE
3a/1a4d KyJIbTYPHOU MOJIUTUKHA U CIIOCOOBI MX PELICHUS

- BJIAJIETh OCHOBAMU KYJIBTYPhI P€UU, HOPMAaMH JI€JI0BOM MUCbMEHHOW U YCTHOMN
peun

- BOCHpPUHHMMATh, AHAIM3UPOBATH M 0000IIaTh MHPOPMALUIO, TPUMEHSThH
3HAHMS OCHOBHBIX 3aKOHOB Pa3BUTHUS, OOIIECTBA U YEIOBEKA.

«JlOKyMEHTUpPOBaHUE  YIPABICHYECKOM  JEATENIBHOCTH B  COLHMAIBHO-
KylIbTypHOU cdepe» wuzydaerca B 6 cemecTpe, GOpMHUPYET P KOMIETCHIIHH,
00eCIeunBaOIINX MOCIEAYIONNe MPodhecCuOHATBHBIC TUCITUTIINHBI.

HTorom vzyueHus: AUCHUILIINHBI JJIsI CTYJICHTOB-0aKaaaBpOB JOJKHbBI CTATh:

3HaHUSA OCHOB M TEOPUH U JOKYMEHTAIIMOHHOTO OOECTeYEeHUs YMPaBJICHUS
COIIMAIbHO-KYJIBTYPHOU Chepbl U €ro COBPEMEHHOTO COCTOSIHUS, YMEHUS
MCIIOJIB30BaTh 3HAHUS B 00JIACTU JOKYMEHTAIIMOHHOTO OOECIICUCHUS YIPABJICHUS Ha
OCHOBE TEOpPUU JIOKYMEHTOBEJCHHS, BIIAJICHUE METOJAMHU JOKYMEHTHUPOBAHUSA
yOpaBJIE€HYECKONM HH(pOpMalMM U OpraHu3anuv padoThl C JIOKYMEHTaMHU B
YUPEKIACHUSIX COLUATBLHO-KYJIBTYPHOU Cephl.

3. Ilimanupyemble pe3yJbTaThl 00yUeHHsl M0 JUCHUIJINHE, COOTHECEHHbIE ¢
YCTAHOBJIEHHBIMH B 00pa30BaTe/IbHOM MPOrpaMMe MHIANKATOPAMHU JOCTHKEHUSA
KOMIIEeTeHI M

HaunmenoBanue Wuaukatopbl cOpMUPOBAHHOCTH KOMIIETEHIMH
KOMIIETCHIIMN 3HATh \ YMETb BIIAJIETh




Crocoben °

Bocriutanus (ITK-1)

HOPMAaTHUBHO-
UCIIOJIh30BATh MIPaBOBbIC U
TEOPETUYECKHE 3HAHUS | METOIUYECKUE

" TEXHOJIOTUH | OCHOBBI
COLIMAIIBHO- OpraHu3aIH
KYJIbTYpHOU JOKYMEHTAI[HOHHOTO
NEeATEIILHOCTH Ul | oDOecrieueHus
MIPOBEICHUS yIIpaBJICHUS
KYJIBTYpHO-

MPOCBETUTEIBHON

paboThl, OpraHu3aIH

mocyra HaCEeJICHHUS,

obecrieyeHnss yCIOBUI

IOE peanu3aimm

COLIMAIIBHO-

KYJIbTYypPHBIX

WHUIIMATHB,

NaTPUOTUYECKOTO

o OpPraHHU30BBIBATH
JOKYMEHTAllMOHHOE
obecrneucHue
yIpaBIEHUS B
COIHAIbHO-
KyJIBTYpHOH cepe

. TEXHOJIOTHEH
I[OKyMeHTaLII/IOHHOI‘O
obecneyeHus
yIpaBIEHUS B
COIMAJILHO-
KyJBTYpHOH cepe

4. CTpyKTYypa " coiepKaHue U JUCIUIINHBI

4.1. CTpyKTypa IMCHHUILTHHBI

OO6mmast Tpy10€MKOCTh JUCITUTIIIMHBI COCTaBISET 3 3a4eTHHIX enuHuIllbl (108 yacon).

Ounas popma o0yueHust

Bunpr yueGHO#M DopMBI TEKYIIETO
s paboThl, BKIIIOYast KOHTPOJIS
5 CaMOCTOSTEIILHYIO yCIIEBAaEMOCTH (10
No Pazzen § % paboTy CTyIEeHTOB U HedenAM cemecmpa)
n/n JUCLUTINHBI S - TPYAOCMKOCT (B ®opma
S |5 yacax) IIPOMEKYTOIHOM
o | J1 |13 |U3 |CP aTTecTaluu (1o
= cemecmpam)
1. |PA3AEJ 1. 6 10 |10 15
TEXHOJIOT' A
JOKYMEHTALIMOHHO
'O OBECITEYEHM A
YITPABJIEHUA
2. | PA3BJIEJ 2. 10 |10 15
OBLIME TPEBOBAHU A
K COCTABJIEHUIO
JOKYMEHTOB
3. | PABAEJ 3. 12 |12 14
DJIEKTPOHHBIN
JOKYMEHTOOBOPOT B
YUPEXAEHUAX




COIIMAJIBHO-
KYJIbTYPHOM CPEPHI
HUTOTI'O: 108 32 |32 44 | 3a4er ¢ OLEHKOMU
3aounasi gopma o0OyueHust
Bunpl yueGHOM DopMBI TEKYIIETO
s paboThl, BKIIIOYast KOHTPOJIS
S CaMOCTOSITEIILHYIO YCIIEBaEMOCTH (10
No Pazzen § % paboTy CTy/IEHTOB U HeoenaM cemecmpa)
n/m JCLIATIIINHBI 2 - TPYIOEMKOCTH (B ®opma
S |5 yacax) IIPOMEKYTOIHOM
o | J |II3 |ko |CP aTTecTaluu (10
= HC cemecmpam)
1. | PABEJ 1. 6 2 4 2 30
TEXHOJIOT'UA
JOKYMEHTAIIMOHHO
'O OBECIIEYEHU A
YITPABJIEHU .
2. | PABJEJ 2. 2 4 2 30
OBUIVME TPEBOBAHU
K COCTABJIEHUIO
JJOKYMEHTOB
3. | PABJIEJ 2 4 2 24
3.2JIEKTPOHHBIN
JOKYMEHTOOBOPOT B
YYPEXJIEHUAX
KYJIbTYPhI
HUTOI'O: 108 6 12 |6 84 3a4eT C OLIEHKOU

4.2. TemaTu4ecKHil IUIAH OCBOEHHMS] JUCHMILUIMHBI 1O BHIAM Yy4eOHOI
AeAITeIbHOCTH H BBl CAMOCTOATEJIbHOM (BHEAYIMTOPHOI) padoThI

OuHnasi popMma 00yueHuUst

HaumenoBanme Conep:xkanue y4eOHOro MaTepuasia Dopmu-
pa3aesnoB u TeM (Tembl, NepevYeHb PaCKPbIBaeMbIX pyembie
BOIIPOCOB): Oo0bem KOMIIe-
JIEKIIUM, MPAKTHYECKHE 3aHATHS 4acoB TeHI[UN
(ceMUHApbl), HHAMBUIYAJIbHbIE /3.e. (mo Teme)

3aHSATHS, CAMOCTOSITE/IbHAA padoTa
00y4aouuxcs, KypcoBasi padbora

1 2 3 4
PA3JAEJT L
Tema 1. Jlexnnu: ITK-1
OOmast xapakrepucTuka | XapakTepuCTHKa OCHOBHBIX BUJIOB
JOVY; TpebGoBanus k| Momeneil  MOCTPOSHUS JIOKYMEHTOB: 2
COCTaBJICHUIO u | onucarenbHOR u rpaduueckoir. Popmysip
oopmIIeHHIO JOKYMEHTa M €T0 COCTaBHBIE YaCTH
JIOKYMEHTOB [IpakTuyeckue 3aHATUS (CEMUHAPHI):
[TocTpouthb bopMymspsI 00pa3ip 2

YIIPABJICHYECKOM TOKYMEHTALIUH.




CamocrostenbHas pabora. [loaroroButs
XapaKTEPUCTUKU OCHOBHBIX BUIOB MOZEIIEH
IIOCTPOEHUs JOKYMEHTA.

Tema 2.

Qopmynsp obpaser; Kak
Pa3HOBHIHOCTb
rpagpudeckoi  Moaenu
JOKYMEHTBI

Jlexium:
Dopmynsp — obpazell Kak pa3HOBUIHOCTH
rpadudecKoin MOJIEITH MTOCTPOCHUS

noKyMeHTOB. OmpeerneHre, Ha3HAYCHUE,
TpeOOBaHUS K MOCTPOEHUIO GopMysspa —
oOpa3sia. Dopmynsip COBPEMEHHOTO
YIIPaBJICHYECKOTO JOKYMEHTA.
YHu}HKaIMs TeKCTa JOKYMEHTA.

[IpakTrueckue 3ausaTUs (CEMUHAPEI):

[lonsiTue  TOKYMEHTHOM CHCTEMBI
opranuzaruu (JJKC).
IIpoekTupoBanue 51 BHEIPEHUE

JOKYMEHTHBIX CUCTEM

Bonpocs! juist n3ydeHuss 1 o0Cy»kaeHus Ha
3aHATHH:

1. IloHATHE [OKYMEHTHOHM  CHUCTEMBI
OpraHu3aIu (AKC). Bunbt u
pazHoBugHocty  JIKC. Xapakrepuctuku
JOKYMEHTHBIX CHUCTEM.

2. HopmaTtuBHble  TpeOOBaHHS  TIO
YIIOPSITOYCHHIO " BHE/IPCHHIO
JIOKYMEHTHBIX CUCTEM B OpraHU3aIINU.

3. Tlonstue yHUDUKAIUS "

cTaHjaptuzanus JokymeHToB. lLlenu wu
3a/lauyi YHU(PUKAIMKA U CTAaHAApTHU3aIMU B

chepe JIOKYMEHTOBEICHHUS u
JIETIOTIPON3BO/ICTBA. Ircaoy 00
YHUPUKALAN u CTaH/IapTH3AIUN
yIpaBIECHYECKUX JOKYMEHTOB.

4. [IpoananusupoBaTh MIOHATUSA
«yHU(ULUPOBAHHAA  CHCTEMa» u

«yHH(ULIKEpOBaHHas (opMa JTOKYMEHTa.
Pernamentanus YCJI B 1enonpon3BoACTBE
opranuzanuii. YHuduupoBaHHbie (HOpMBbI
JIOKYMEHTaIUH.

5. Cucrembl O00ILEroCyIapCTBEHHbIE U
oTpaciieBble (apXuBHas, yIpaBieHUYECKas
JOKYMEHTAIA).

6. Hopmartushoe peryiupoBaHue
mmporueccoB craaaprusanuu B PO Ha
coBpeMeHHOM 7Tarne. @3 «O TeXHHuYeCKOM
perynupoBanuun». llenu craHgapTu3aunuy.
Buasl crangapTos.

7. 3HayeHue Oouiepoccuiickoro
KJ1accugukaropa yIpaBIeHYECKOM
nokymentaiuu (OKVY]l) B 3akpemieHun
pPe3yNIbTaTOB YHU(DUKAIIMY JOKYMEHTOB.

CamocrosrenpHas pabora.

ITK-1




l.Boimummre B rioccapul U
BBIYUHTE orpezeneHus MOHSTHIA:
«nokyMenTHas cuctemay (JKC), «cucrema
JIOKYMEHTaIUN», «yHUPUIUPOBAaHHAS
cucreMa JIOKYMEHTALUH (YCl),
«TOKYMEHTHBII pecype»,
«TOKyMEHTaNbHBI GoHI». CpaBHUTE ITH
MOHATUS M U3JIOKUTE  Pe3yNIbTaThl
cpaBHEHHUs. Pa3nuyaroTcs v 3TH MOHATHS?

2. VYsacHUTEe, KakuMH  OBIBalOT
YCI. Ilepeuncnure
obmerocynapcrennbsie YCJI.

3. Oxapakrepusyite HOpSAAOK
npoektupoBanud JJKC opranuzanuu.

4. BeisBUTh ¥ TPOAHATH3HPOBATH
MEpPOIPUITHS HaIpaBJieHHbIE Ha
COBEpIIICHCTBOBaHWE cocTaBa ©  (opm
JTOKYMEHTOB YUPEXKIIEHUs, OpraHu3alluy,
(bupMBI.

5. Paszpaloraiite IPUMEPHBIN
Tabenb GopM TOKYMEHTOB MPUMEHSIEMBIX
B JESITEIIbHOCTH YUpEKICHUS,
opraHu3amuu, GupMbl (Ha OCHOBE pabOTHI
KaKoro-inoo OJHOM CHUCTEMBI
JMOKYMEHTAlluu, WJIA OTHeNa, €ClIH MOTOK
JIOKYMEHTAIIUU BEJIUK).

6. Pazpaboraiite AnpboM dopm
JTOKYMEHTOB YUPEXKIECHUsS, OpraHu3alluy,
dbupmel. ChopMynupyiiTe CBOM TpaBUia
BeneHuss Tabenss u  AnbOoma ¢dopm
JTOKYMEHTOB

PA3EJI 2.
Tema 3. JIek1uu: I1K-1
YHudpumpoBaHHbIe OnpeneneHne UCXOOHBIX MOHATHIA:
CHUCTEMbI JOKYMEHTAIUHU | «CucTeMa JOKYMEHTALUN,
KakK CpencTBo | «yHU(UIIMPOBAHHAS crcTemMa
CTaHJapTU3aLUU JIOKYMEHTAIUN».
YIPaBJICHUYECKON OcHOBHBIE ATaIlbl CO3JIaHUS
JIOKYMEHTAIUU. YHHPUITUPOBAHHBIX CHCTEM
JIOKYMEHTAIH.
Lemn Hu 3a1a4u CO31aHus

YHUGHUIHUPOBAHHBIX CUCTEM JTOKYMEHTAIUN
(YCH). CocraB yHu(PHUIHPOBAHHBIX CUCTEM
JOKYMEHTAITHH.

[IpakTrUyeckue 3aHATHS (CEMUHAPDI)
3anomHeHne  YHUGUIMPOBAHHBIX  (OpM
JIOKYMEHTOB.

CamocrostensHas pabora: Pazpaborats
npuMepHblii  TaGenb ¢GopM  TOKYMEHTOB
IPUMEHSIEMbIX B JEeSITEbHOCTH
OpraHU3aLui U YYPEKICHUMN.




Tema 4.

O6mme TpeboBaHMs K

COCTaBIICHUIO
0 OpMIICHHUIO
JIOKYMEHTOB

n

Jlekuu:
Bune: YHU(DUIIMPOBAHHBIX CUCTEM

JIOKYMEHTaIUU: MEXOTpacieBbIe,
OTpacyeBbIe; MPEANPUATHI U OpraHUu3aIui.
XapakTepucTuka OCHOBHBIX BUI0B Y CJI.
Obmepoccuiickuit KJaccuukaTop
ynpasieHueckoi gokyMmeHnTanuu (OKY /).

[IpakTryeckue  3aHATHUS  (CEMHUHApBI):
Metoauka  aHanu3a  YIpaBlIEHYECKUX
JIOKYMEHTOB.

Bonpocs! s u3ydenust u o0cyxaIeHus: Ha
3aHSATUU:

I. Meronuka aHanmu3a yYOpPaBICHYECKUX
JOKYMEHTOB: aHaJIU3  BHYTPEHHEH U
BHEIIHEH CTPYKTYpbl, IPOBEPKA CBOWMCTBA
FOPUANYECKON CHIIBI.

2. Hapyuienne CTpyKTyphl OKyMEHTa M
TpeboBaHU ero odopmIIeHUS — HpocTas
ommbka wiu HapymeHue? FOpuandeckue
MOCJIC/ICTBHSI HAPYIICHHUS.

CBOMCTBA IOPUANYECKON CUJIBI
YIPABJICHUYECKOTO TOKYMEHTA.

3. Bugel ommbOK B  yHpaBlIEeHYECKHX
JIOKYMEHTaX: peyeBkble,
opdorpaduyeckue, CTUJTMCTHYECKHE
OLIMOKH U CIIOCOOBI MX YCTPaHEHHS.

4. OCHOBBI pelaKTUPOBAHUS
YIPABJICHUYECKUX IOKYMEHTOB.

CamocTodarenbHas pabora

Bonpocs! 11 n3ydeHus:

1. TpeboBanus K pa3pabOTKe JTOKATbHBIX
JIOKYMEHTOB COLIMATTLHO-KYJIBTYPHOU
ctepsl.

2. AHamu3 3¢ (EeKTUBHOTO  YIPaBICHHS
MOKYMEHTalueilT B COOTBETCTBHHM  C
JEHCTBYIOIUMU HOPMAaTUBHBIMH
TpeOOBAHUSIMU.

4. Tlopsimok CcOCTaBIEHUS MHCTPYKIIMH I10
JEJIONPOU3BOACTBY  (Win aHaIIN3
UMEIOIINXCS): HOPMAaTUBHBIE TPEOOBAHUS K
CTPYKTYpE€ U COJEpPKAaHUIO HUHCTPYKIUH,
nopsimok  odopmiieHUsT W BBEACHHS B
nerictBue. CoCTaBUTh HHCTPYKIHUIO MO
JIEIIONPOU3BOICTRY.

IK-1

Tema 5.
CucrteMbl
YIPaBJICHUYECKON
JIOKYMEHTAIUU.

Jlexium:
[IpennocslIkyu 1 UCTOPUSL CO3LAHUSA CUCTEM

YIPaBICHYECKON TOKYMEHTALUH.

Obmas XapaKTEepUCTUKA CUCTEM
YIPaBICHYECKONW NOKYMEHTALUU: CHCTEMaA
OpraHU3alMOHHO - IIPaBOBOM
JOKYMEHTaluy;

ITK-1




Cucrema pacropsIAUTENBHON
JIOKYMEHTAIUH;

Cucrema crpaBoO4HO-UH(OPMAIIIOHHON U
CIIPABOYHO-aHATUTUYECKON
JIOKYMEHTAIUH;

cucTeMa OTYETHON JOKyMEHTAlUH,
CUCTEMA KaJIpOBON JOKYMEHTAIMH.

IIpakTryeckue 3aHATHS (CEMMHAPHI)
ITonroroska u COCTaBJICHUE
OpraHU3aIMOHHO-TTPABOBBIX u
pactopsANTENbHBIX JOKYMEHTOB.

CamocrostenpHas  padora. Iloaroroska
pedeparos o TeMe: «CucreMbl
YIPABJICHUYECCKON IOKYMEHTAITUN))

Tema 6.

Cocrasn
XapaKTepUCTUKA
YIIPaBICHUYECKUX
JOKYMEHTOB
YUPEKIACHUN KYITbTYpPhI

Jleknuu:

CocraB u XapaKTepUCTUKA
YIPaBJICHUYECKUX JIOKYMEHTOB,
HCIIOJIb3YEMBIX B NEeSITEIIbBHOCTH
YUpPEKIACHUN  KYJIbTYphl, JOJKHOCTHBIC
UHCTPYKIUU; pacnopsiAuTeIbHbIE
JIOKYMEHTHI; nH(OpMAaIMOHHBIE
CIPaBOYHBIE JOKYMEHTBI; JOKYMEHTBHI IO
nepcoHainy. MeTtonuka UX TOATOTOBKU U
o opMITeHHUS.

IIpakTnueckue  3aHATHS  (CEMHUHAapHI):
[Topsimok coctaBieHus u odopMieHUs
yIpaBIECHYECKUX JIOKYMEHTOB B
YUPEKIACHUSAX KYJIbTYPHI

Bompocsr mist u3ydeHus u o0CyxIeHus Ha
3aHITUHN:

1. TpebGoBaHus K JOKYMEHTHPOBAHHUIO
YIIPaBJICHUECKOM uHpopmaruu B
COBpeMEHHBIX ycnoBusix. CoBpeMEHHbIE
TEXHOJIOTHH JIOKYMEHTHUPOBAHUS
UHpOpMaLIUH.

2. Craguu JIOKYMEHTUPOBAHUS
yrpaBiIeHIeCKOH MHGOPMAITUH: BBISBICHUE
U aKKyMyJsmnus WH(opMmaiuu, u3ydeHue
TpeOOBaHUI HOPMATHUBHBIX JTOKYMEHTOB,
cHUCTEeMaTh3aIusl MaTepuaia, pa3padoTka
CTPYKTYpbl ~ JOKYMEHTa,  COCTAaBJICHHE
MIPOEKTA, PEIIEH3UPOBAHNE U COTJIACOBAHHE,
opopMIICHHE YEpPHOBHKA, IMOAMHCAHUE U
perucTpanms.

3. CrumeBble ¥ KOMIO3UIIMOHHEIC
OCOOEGHHOCTH  COCTaBJIEHUS  OTHCILHBIX
BUJIOB  YIPaBICHYECKUX JIOKYMEHTOB
(OpraHM3aMOHHO-TIPABOBBIX,
pactopsiANTEeNbHBIX, nH(OPMALIMOHHO-
CIIPABOYHBIX).

IK-1
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Tema 7. Opranuzauus
JIOKyMEHTO000pOoTA.

[TonsitTre JOKYMEHTO000pOoTA.
[IpoexTHpoBaHUe JOKYMEHTOINOTOKOB B
YUPEKICHUAX CKC. CxeMbl
JIOKYMEHTO000pOoTa: Ha3Ha4eHUe,
TpeGoBaHus K pazpaboTke. MeTobl yuera u
COKpaIlleHUs IOKyMEHTO000poTa.

OcHoBHBIE HaIpaBJICHUs
COBEPILICHCTBOBAaHUS cocTaBa U  (opMm
JIOKYMEHTOB OpraHu3auuu. BHenpenue u
NPUMEHEHHE YHU(UIUPOBAHHBIX CHCTEM

YIIPABJIIEHYECKOU JOKYMEHTaIUH B
JeATEeTLHOCTh YupexaeHuid. Tabenb dhopm
JOKYMCHTOB, IMPUMCHACMBIX B
JeSITeTbHOCTH OpTaHu3aINH:

ONpe/ic/ICHNE, Ha3HA4Y€HUEe, CTPYKTypa,
anp00M (OopM JTOKYMEHTOB OpTraHM3aIlUU:
Ha3HAuYEHUE CTPYKTYpa, NpaBUiIa BEACHUS
Tabens u abooMa (GopM JTOKYMEHTOB.
IIpueM, npPOXOXKAECHHE U MOPSALOK
UCIIOJTHEHUSI TMOCTYMAIOMIMX JOKYMEHTOB.
[IpenBaputenbHoe paccMOTpeHHe
JTOKYMEHTOB. PaccMoTpeHne IOKyMEHTOB
PYKOBOJCTBOM YUpEXKACHUS U
HaIpaBJIeHUE UX Ha HCIIOJHEHHUE.
JlocraBka JOKYMEHTOB
UCIIOJTHUTEINIAM, TOPSIOK HMX NpUeMa Hu
nepenaun.  Pabora  ucnomHHTENS  C

JIOKYMEHTaMH. Ortanbl  HCIOJHEHUS.
[Mopsimoxk ~ 00pabOTKM  OTMPABISAEMBIX
nokymeHToB.  IlpaBuna  opraHuzanuu
IBUKCHHUS ~ BHYTPEHHUX  JIOKyMEHTOB.
Hanpasnenus COBEPIICHCTBOBAHUS
JOKYMEHTO0000poTa u IyTH ero
COKpAIEHUS.

Tennennuu pocra

JOKYyMEHTO000pOTa B COBPEMEHHBIX
yUpeXKIEeHUSAX. BrnusHue aBTOMaTH3aluN

00paboTKu uHpopmarun Ha
KOJIMYCCTBCHHBIC Ka4C€CTBCHHBIC
XapaKTEPUCTUKU JOKYMEHTO000pOTa.
«be3doymaxkHoe» JeNTOTIPOU3BOACTBO.
ABTOMAaTU3MPOBAaHHBIC CHCTEMBI
JIOKYMEHT0000pOoTA.

[IpakTrueckue 3auaTUs (CEMUHAPEI)
JIOKyMeHTOOOOPOT U €ro OpraHu3aIHs

CamocrosrenbHas pabora

CocTaBuTh OmEpOrpaMMy MOJITOTOBKH U
NPOXOXKICHHUsS IpHKa3a (Ha IpuMmepe
KOHKPETHOI'O YUPEKICHUS)

Tema 8. Peructpanus
JOKYMEHTOB.

Jlexium:
JIOKyMEHTBI pETUCTPUpPYEMBIE 51

HeperucTpupyemMbie.  THIOBBIE  CXEMBI
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00pabOTKM  BXOASIIUX ©  UCXOMISIIUX
JOKYMEHTOB. Perucrpaunuss BHYTpPEHHHUX

JIOKYMEHTOB. DopMel perucrpanuu
NOKyMeHTOB.  [lopspok  mpoxoskaeHus
perucrpanuu MOATOTOBJIEHHBIX
JOKyMEHTOB COCTaB PEKBU3UTOB
perucTpanmH.

IIpakTuyeckue 3aHATHS (CEMHHAPHI):
Bonpocs! 1u1s n3ydenus:

1. MeTtonomorus aHaian3a
JIOKyMEHTO000pOoTa MIPEANPUATHS:
KOJWYECTBCHHBIM M KaUeCTBECHHELINA aHAJIN3;
MPUMEHEHUE MaTeMaTU4eCKOro,
rpaguIecKOro, TUITOJIOTHIECKOTO METO/I0B
B IIPOIIECCE aHaIN3a JOKYMEHTO000pOTa.

2. IlocaenoBaTenbHOCTE aHaian3a
JIOKyMEHTO000pOTa: U3y4yeHue
HOMEHKJIATypbl 111 W CTPYKTYpHI
OpTaHHU3aINH, BBIWICHEHUE JTOKYMEHTHBIX
MTOTOKOB, OTIPE/ICIICHHE UX WHTEHCHBHOCTH.
3. JlokyMeHTHpOBaHUE pe3yNnbTaToB
aHau3a: COCTaBJICHHUE OTIepOTrpaMM,
MapIIPYTHBIX KapT JBIKEHUS OTIEITHHBIX
BHUJIOB JIOKYMEHTOB, CIPaBOK 00 0oO0BEME
JIOKYMEHT0000pOoTA.

CamocTosTenbpHas padoTa:

Onpenenutsb HOPSAIOK perucrpauuu
MOJITOTOBJICHHBIX JIOKYMEHTOB. BBIIEIHTH
pETUCTPUpPYEMBIE U HEPETUCTPUPYEMBIE
JIOKYMEHTBI.

Tema 9. Opranuzanus
UH(POPMALIMOHHO -
ITOMCKOBBIX CHCTEM.

Jlexium:
OyukuuoHaibHoe  HazHaueHue — UIIC.

®opmel UTIC. Maaekcanus JOKYMEHTOB B
COOTBETCTBUU C €IUHBIMU TPABHUIIAMH.
dopmupoBaHue MH(pOPMAIIMOHHO-
MTOMCKOBBIX MACCHBOB.

[Nonyuenne na ocHoBe UIIC nocroBepHBIX
CBEJICHUHA O JOKYMEHTaX, COCTOALIMX Ha
ONEPATUBHOM XPAHEHUU MPEANPHUATHUS.
DIIEKTPOHHBIE HIIC. ITounck u
MCIIOJIb30BaHUE uH(popMaIuu B
apromatuzupoBanubix UIIC.
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IIpakTHueckue  3aHATHS  (CEMHUHAapHI):
OnepaTUBHOE XpaHEHHUE TOKYMEHTOB.
Bomnpocs! 11t 06cyxaeHus:

I. Ilenm w 3amauyd  OpraHu3aluu
ONEPATUBHOTO XPAHEHUS JOKYMEHTOB.

2. Meroauka MOATOTOBKH JOKYMEHTOB K
ONEPATUBHOMY XPAHEHHUIO.

3. Co3nanue nHPOPMaITMOHHO- TTOMCKOBBIX
CUCTEM ISl XpaHEHUS TOKYMEHTOB.
CamocrositenbHass  pabota. Pa3zpaboTka

CXEMBI UH(POPMALMOHHO-TTOMCKOBOM

CHCTEMbI YUPEXKICHUS
Tema 10. KonTposns 3a Jlexuuu: IK-1
CpPOKaMH HCIIOJHEHUS JIOKyMEHTBI, peryaupyromue CPOKH

JIOKYMEHTOB.

HCIIOJTHCHU A AOKYMCHTOB. OcHoBHBIC
HaITpaBJICHHUA KOHTpOHBHOﬁ JCATCIIBHOCTH:
KOHTPOJIb CBOCBPCMCHHOCTH HWCIOJIHCHHA

JOKYMCHTOB; KOHTPOJIb ITOJIHOTBI
HCIIOJTHCHU A AOKYMCHTOB; KOHTPOJIb
TOYHOCTH  HCIIOJITHCHHA JOKYMCHTOB,

KOHTPOJb  MPAaBHJIBHOCTH  WCHOJHEHUS
JOKYMEHTOB.
OcHoBHbIE 00BEKTHI KOHTPOJISI
UCTIOJTHEHUS IOKYMEHTOB!
— CPOKH HCIOJHEHHS JOKYMEHTOB
— 00BEMBI UCTIOTHEHHUS IOKYMEHTOB
— COOTBETCTBHE MCTIOJTHEHHBIX
JOKYMEHTOB YCTaHOBJICHHBIM
TpeOOBaHUAM, TPEABABISIEMBIX K
COCP)KAHMIO, CTPYKTYpE, CTHIIIO
U3II0KEHUS U 0(POPMIICHUIO.
TumoBele W WHAMBUAYAJIbHBIE CPOKH

HCTIOJTHEHHMS JIOKYMEHTOB. O6beMm
HCIIOJHCHHS B 3aBHCHMOCTH oT
colepKaHusA W  3aJad  KOHTPOJIbHOTO
MEPOTIPUSTHSL. OcHOBHEBIE 3aJa4n

WHCIIEKTOPAa TI0 KOHTPOJK HCIOJIHECHUS
JIOKYMEHTOB.




IIpakTHueckue 3aHATHA (CEMUHAPEI):
1.3nauenue HOMEHKJIATypbl nen
OopraHu3aluu s CHCTEeMaTH3alu1
JIOKYMEHTOB B IPOIECCE UX OMEPATUBHOTO
XpaHEHUs U UCIOJIb30BaHUSI.

2. Meroauka MOHUTOPUHIA MPOIIECCOB
AKCHEAUIIMOHHON 00paboTKH,
perucTpanv  JTOKYMEHTOB W  Y4Y€THO-
CIIPaBOYHON pPabOTHI MO JTOKYMEHTaM;

CBOEBPEMEHHOTO paccMOTpeHuUs U
MNOATOTOBKA K  JOKJIAAy PYKOBOJICTBY
MOCTYMAIOIINX JOKYMEHTOB,
OCYIIECTBIICHUE KOHTPOJIS 3a
MPABHIIBHOCTHIO oopmiIeHUs
JIOKYMEHTOB, MPEICTABISEMBIX Ha

MOJIMUCH PYKOBOJICTBY; PETYJIUPOBAHUS U
KOHTPOJIA XO04a HCIOJHCHHA JOKYMCHTOB
B YCTAHOBJICHHBIN CPOK.

3. O6o0menne cBeneHUH O XOoAe W
pe3ynbTarax HCIOJHEHUS! JTOKYMEHTOB,
CUCTEeMAaTUUYECKOE uH(OPMUPOBaHUE
PYKOBOJICTBA IO 3TUM BOMIPOCAM.

CaMmocrosTenpHas padora

CocraBnenue HOMEHKJIATYphI nen

YUPEKICHUS.
Tema 11. Ypasnenue Jleknuu: ITK-1
OIIEpaTUBHBLIM 3anaun OIIEpPAaTUBHOIO XpaHeHUus
XpaHEHUEM JIOKYMEHTOB. | TOKYMEHTOB. @OYHKIIMOHATIBHOE

Ha3HAYC€HHE HOMEHKJIATypbl Aen. Buusl
HOMEHKJIATYphI JeJl: TUIOBbIE MPUMEpPHBIE
A HAHAABHULYyaIbHBIE (KOHKpPETHOTO
YUpEXKICHUS). Homenxknarypsr nen
CTPYKTYPHBIX HOAPA3ACIICHUMN.

CTpyKTypa HOMEHKJIATyphl J1e]. 3aroJIOBKU
nen. OmnpeneneHre CPoKOB XPaHEHHS JIedl.
[Topsimokx dopMUpOBaHUS U XpaHEHUS JAEIl.
CocraBineHne BHYTPEHHEH OIUCU €.
Odopmnenne gen. Ilepemaua nmenm Ha
apXMBHOE XpaHEHHUE.

[IpakTrdecku 3aHATHs (CEMHUHAPHI)
HomMmeHnknarypa nen opraHusanum.

Bormpocs! i1t 00CyxaeHus

1. 3nauenue HOMeHKIaTYpHI e B JJOY.

2. TumoBas HOMEHKJIaTypa Jel1 U €€

XapaKTEepUCTHUKA.

[IpuMepHas HOMeHKIIaTypa JIedl.

4. HomeHnknatypa  J€1  KOHKPETHOIO
yupexaenus CKC

(98]

CaMocrosTenpHas padora
CocTaBuTh HOMEHKJIATypy nen
CTPYKTYPHOTO TOpa3IeIcHusI.




Tema 12. Opranuzanus
cyx0os1 [IOY

Jleknuu:

OpraHu3anoHHbIC dbopmbl
JOKYMEHTAIMOHHOTO obecrniedeHus
(1emompon3BOICTBA). dakTophl,

OTIpeNIeNIAIONINe UX BHIOOP B KOHKPETHOU
OpraHu3aIug.

OcHoBHast 3amavya W (QYHKIUH
JIETIOTIPON3BOJICTBEHHON CITY)KOBI (CITY>KOBI

JOY). Tunossie CTPYKTYpBbI
JIeTIONIPOU3BOCTBEHHOM CITYKOBI B
OpraHu3allusaX  pasiMYHbIX  YpOBHEH

ynpaBienus. Pernmamenrtanus — QyHKIH
NO/Apa3ieIiCcHUd MO JOKYMEHTAIMOHHOMY
00CITyKUBaHUIO. Tunossie u
WHAWBUIYAIbHBIC TOJIOKEHHUSI O CIyx)0e
JOVY. Tunooii ¢Gopmymsip TMOJIOKEHUS,
cocTaB MHpOpPMALIKHU, TOPSIOK pa3paboTKu
U YTBEPKJICHUS.

JIOIDKHOCTHOM M YHCJICHHBIN COCTaB
pabotaukoB ciayx0b1 JIOY. ®Oynknum
pabOTHUKOB JIEJIOMPOU3BOACTBEHHOM
CITYXOBI (cexperapn CTPYKTYPHOTO
MO/Apa3/IeNICHUs], CEKPETapb PYKOBOAUTEIIA,
UHCIEKTOp MO  KOHTPONII® H  T.J.).
JIOJDKHOCTHAsT MHCTPYKLHS KaK OCHOBHOM
HOPMAaTHUBHBINA JTOKYMEHT, ONPEICISIIONIn
OpraHU3aIlMOHHO-IIPABOBOE  IOJIOKEHUE

paboTHHKA. Tumnosoit bopmyIsip
JIOJKHOCTHOM HHCTPYKIIUH, COoCTaB
uHpopMaIuu, TOPAIOK pa3paboTKH u
YTBEPKIACHUA.

[Tonoxenne o cayxbe JAOY wu
JOJ)KHOCTHAs HHCTPYKLUS KaK

HOpPMATHBHAasi  OCHOBA  pacHpeleieHus
Tpyda  MEXIy  MOApa3AEICHUSIMU U
VICITOJTHUTEIISIMH.

HNucrpykuus o
JOKYMEHTAallHOHHOMY o0ecneveHuno
YIIPABJICHUS - OCHOBHOW HOPMATUBHBIN aKT
[0  perNIAMEHTAllMd  OpraHu3alluk U
TEXHOJIOTUU JOV. Tunoseie 51
WHIUBHyaJIbHble MHCTpYKUuU. Ilopsnok
pa3paboTKu, cocTaB MHPOPMALIUH, TPaBUIIA
YTBEPKJICHUS U BHEAPEHHUS.

HopmupoBanue Tpyna paOOTHHKOB
cnyx6er  JIOY, THHOBBIE HOPMATHBBI
BPEMEHM  Ha  JEJIONPOU3BOJICTBEHHBIE
paboTHI.

Pasmemenue CTPYKTYPHBIX
noapazaenenuit ciayxoe JIOY. VYcnosus
TpyZAa, OpraHusaunus U 00opynOBaHHE
pabounx MecT.
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Ilopsimok  xpaHeHus neyarei,
0JIaHKOB W TIPaBUJIA MOJIH30BAHUS UMH.

OTuKa  JENOBBIX  OTHOIICHMH,
MICUXOJIOTHYECKUE aCMeKThl paboThl C
JIOKYMEHTaMH. [Toaroroska KaJIpOB
crenuanuctoB  cayx6 JAOY, dopmsl
MOBBIIICHUS UX KBAJIU(UKAIIH.

[IpakTrueckue 3ausaTUs (CEMUHAPEI)

CamocTosaTenpHas padora
3aKOHCIEKTUPOBATh «ITonoxenue 0
ciyx6e 10OV »

Jlekuu:
[TonsiTne « KCHEpTU3a EHHOCTH.

HopmarusHo-MeToqnueckue u
TEOPETUYECKHE  OCHOBBI  IPOBEICHUS
9KCrepTU3bl. TpeOoBaHUS K MPOBEACHUIO
9KCIEPTU3bI HEHHOCTU JOKYMEHTOB.

Opranuzanus  SKCHEPTU3bl  LIEHHOCTHU
JOKYMEHTOB, LEHTPAJIbHBIX 3KCIEPTHBIX
xomuccuil (OK) yupexnenus. [lonoxenus
06 OK. IlpaBa m GyHKOMM KOMHCCHH,
opranmu3ays paboTsl U JOKYMEHTHPOBAHHE
nestenbHOCTH.  [lopsimok  paboter  OK.
DTanbl TPOBEICHUS SKCIEPTU3bI LIEHHOCTU
nokyMeHTOB. OdopmiieHne pe3ynbTaToB
HKCIIEPTHU3bI IEGHHOCTU JOKYMEHTOB.

[IpakTrueckue 3auaTUs (CEMUHAPEI)

CaMmocrosTenbHas pabora:
Odopmuth aKT o pe3yibraTamMm
DKCIEPTHU3BI IEHHOCTH JOKYMEHTOB.

Tema 14. Opranuzanus
DIIEKTPOHHOTO
JIOKYMEHTOO00pOTa

Jlexium:
ONEKTPOHHBIM JOKYMEHT U 3JIEKTpOHHAas

MOJIHUCH
DNEeKTPOHHBIN (MOOMIIBHBII )
JIOKYMEHTOOO0OPOT

Cucremsl AJIEKTPOHHOTO
JIOKYMEHTO0000pOTa

IpakTrueckue 3ausaTHst (CEMUHAPHI)

CeMmuHapsl, IpakTUYECKUE pabOTHI
MertagaHHbIE JIEKTPOHHOTO JIOKYMEHTA
@3 «O0 3MEKTPOHHON MOIITUCH
[IpoGnemMbr  00pabOTKM W XpaHEHUS
HJIEKTPOHHOT'O IOKYMEHTa

CamocrosiTenpHas padora
AHanu3 OIIIT «MapopmannonHoe
0011eCTBOY

ITK-1

Bua uTOroBOro KOHTPOJIsi (3a4€T C OLICHKOM)

KOHTPOJIb

BCETO:

108

3aounas ¢popma o0yueHust




HaunmenoBanue
pa3aesioB u TeM

Conepxanue y4eOHOro Marepuaja
(TeMbl, IepeYeHb PACKPbIBaeMBbIX
BOIIPOCOB):

JIEKIINH, TPAKTHYECKHE 3aHATHUS
(ceMHHApBI), HHAUBUAYATbHbIE
3aHATHS, CAMOCTOSITeJIbHAs padoTa
o0y4yalommxcsi, KypcoBasi padora

0O0beM
4acoB
/3.e.

®opmu-
pyembie

KOMIIe-

TeHUHH

(mo Teme)

1

2

PA3JIEJI L.

Tema 1.

OO0mast xapakTepucTUKa
JOY; TpeboBanus k
COCTaBIICHUIO u
oopmieHHIO
JOKYMEHTOB

Jleknuu:

XapakTepucruka OCHOBHBIX BHJIOB
Mojelied  MOCTPOCHUS JIOKYMEHTOB:
omnucaTeNnbHOU U rpaduueckont. Dopmyssp
JJOKYMEHTA M €r0 COCTaBHBIC YACTH

[IpakTryeckue 3aHATHS (CEMHUHAPDI):
[Toctpouts bopmynspsl 00pa3ibl
OMOJIMOTEYHOM TOKYMEHTAITUH.

CamocrostenbHas pabota. [loaroroBuThH
XapaKTEePUCTUKU OCHOBHBIX BUJIOB
MOJICJIEH TIOCTPOCHHUSI TOKYMEHTA.

30
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PA3JIEJI 2.

Tema 1.

O6mme TpeboBaHUS K
COCTAaBJICHUIO n
0 OpMIICHHUIO
JIOKYMEHTOB

Jleknuu:

Bunbr YHUPUIIPOBAHHBIX CUCTEM
JIOKYMEHTaLUU: MEXOTpPACIIEBBIE,
OTpACIIEBHIE; MpEANPUITHI u
opraHusanuil. XapakTepuCTUKa OCHOBHBIX
BUJIOB YCI. Oo6mepoccuiickuit
KJaccu(ukaTop YIIPaBIEHYECKON
nokymenTarnuu (OKVY D).

[IpakTryeckue  3aHATUS  (CEMHUHApPHI):
Meronuka  aHanM3a  yIpPaBJIEHYECKHUX
JIOKYMEHTOB

Bonpocs! ns u3ydenust 1 o0CyxaeHus Ha
3aHSATUU:

I. Meroauka aHanu3a yOpaBICHYECKUX
JOKYMEHTOB: aHallu3  BHYTPEHHEH U
BHEIIHEH CTPYKTYpbI, IPOBEPKA CBOWMCTBA
FOPUANYECKON CHIIBI.

2. Hapymienue CTpyKTypbl TOKYMEHTa WU
TpeboBaHUl ero oopmieHHus — MpocTas
ommOka wnu Hapymenue? KOpunnueckue
MOCJIE/ICTBUSI HAPYIICHUS

CBOICTBA IOPUANYECKON CHJIBI
YIPaBIEHYECKOIO JOKYMEHTA.

3. Bunpl ommbOK B ympaBICHUYECKHX
JTIOKYMEHTaX: peueBble,
opdorpaduyeckue, CTHUJTMCTHYECKHE
OLIMOKH U CIIOCOOBI MX YCTPaHEHHS.
4.0OCHOBBI pelaKTUPOBAHUS

YIPaBJICHUYCCKHUX JOKYMCHTOB.

CamocrositenpHas padora

30
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Bonpocs! 11 n3ydeHus:

1. TpeboBaHusi Kk pa3pabOTKE JTOKATBHBIX
JIOKYMEHTOB OMOIHOTEKH.

2. Araim3 3¢ (HEeKTUBHOTO  yIPaBIICHHS
JOKyMEHTalMeii B  COOTBETCTBUH  C

JNENCTBYIOIUMU HOPMaTUBHBIMH
TpeOOBaHUSIMU.

4. Tlopsimok COCTaBJICHUSI UHCTPYKIMU IO
JIEIONPOU3BOJCTBY (WK aHanus3

MMEIOIINXCS): HOPMaTHBHBIE TPEOOBAHUS K
CTPYKTYpE U COAEP)KaHUIO0 HHCTPYKIHUH,
NOpsiIOK  OQPOpPMIICHHSI W BBEICHHUS B
neiicrBue. CoCTaBUTh HMHCTPYKIHUIO 10
JIeJTOTIPOU3BOICTBY YUPEKICHUS
COLMAIbHO-KYJIBTYPHOU Cephl.

PA3JIEJI 3.
Tema 2. Opranuzauusa | Jleknuu: IK-1
3JIEKTPOHHOTO DJIEKTPOHHBIA JTOKYMEHT U JJICKTPOHHAA
JIOKyMEHTO000pOoTa MOJIITUCH.
DNIeKTPOHHBII (MOOUITBHBIHN) 2
JOKYMEHTO000POT
Cucrembl 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTA.
[TpakTHyeckue 3aHATHsL (CEMUHAPBHI)
CeMuHapBI, TPAKTHYECKUE PAOOTHI
MeTtaanHble IEKTPOHHOTO JOKYMEHTA.
@3 «O0 AIEKTPOHHON TTOIITHUCKY. 4
[IpoGnemMbr  00pabOTKM W XpaHEHUS
AJIEKTPOHHOTO JJOKYMEHTA.
CamocTodarenbHas pabora
AHanu3 OIIIT «MapopmannoHHoe 24
001IeCTBOY.
Pabora ¢ ©3.
Buj uToroBoro KOHTPOJIsi (3a4€T C OLICHKOM) KOHTPOJIb
BCEI'O: 108

5. OBPA3OBATEJIbBHBIE TEXHOJIOI'MHU

1. AynuTopHbIe 3aHATHUS: JICKIHS: 0030pHAs JIEKIHs, TeMaTHYeCKas JICKIHS,
Jekius — O6ecena, MHTEPAKTUBHAS JICKIUs. Y ACIbHBIM BEC 3aHSATHH, POBOJUMEBIX B
WHTEPAKTUBHBIX (POpPMaxX, COCTABIIIECT HE MeHee 25 % ayJIUTOPHBIX 3aHSITHH.

2. CeMuHaphbl, TPaKTUYECKHUE 3aHATUSL.

3aiaHuA ¥ BONPOCHI VISl CAMOCTOSITEILHOM padoThI:

1. VYcraHOBUTH CBSI3b MEKIY

HCIIOJB3YIOTCA

3aIaHHBIMU YTIPABJIEHYECKUMH JOKYMEHTAMHU U
dbopmMamMK  ynpaBiI€HUYECKOW AESTENBHOCTH, B XOJ€ pealu3alud KOTOPOM OHH




2. Hcnonb3ys uHPOPMaLMOHHbBIE pecypcel cetu MHTepHer, BBISIBUTH
HOPMATHUBHBIE W MHCTPYKTHBHO — MeToanueckue nokymeHTsl ['CJIOY.

3. OcCylecTBUTh NHATHOCTUKY 3aJaHHBIX YIPABICHUYECKUX JTOKYMEHTOB C TOYKHU
3pEHUs MPABUIBHOCTH PACIIONIOKEHUS PEKBU3UTOB Ha HOCHUTEJE.

4. BpIIBUTH OIIMOKU B COEPKaHUU U O(POPMIICHUU 3alaHHOTO YIPABIEHYECKOTO
JOKYMEHTa (HampumMep MpHKa3a, JOroBopa, MPOTOKOJA, CIyKeOHOH 3alucKH,
NMCHbMa, MTOJIOKEHUS, TPYA0OBOTO KOHTPAKTA U T.I1.).

5. Pa3zpabotatb B COOTBETCTBUM C TpEOOBAHMUIMU ['OCTa 3ananHbIE
YIOPABJICHUYECKUE JIOKYMEHTHl (HampuMmep, TMpuKa3, JIOrOBOp, MPOTOKOJI,
CIIy’KeOHYI0 3alIUCKYy, JEJIOBOE IIMCbMO, IIOJIOKEHHE, JOJDKHOCTHYIO

UHCTPYKIIUIO, TPYJOBOM JIOrOBOPH T. II.).

Pa3zpaboTaTh cxeMy JOKyMEHTa 000pOoTa JIJIsl 3aJAaHHOTO YUPEXKICHHUS.

OdopMUTH THYHBIA TUCTOK MO YYETY KaJpPOB.

Harnmcats pesrome.

Cnenatp 3anuch B TPyAOBON KHIKKE O IIpHeMe Ha paldoTy.

0. OcymecTBUTh PETUCTPAIlMIO  3aJIaHHBIX JOKYMEHTOB (JIOKJIQJIHOM 3aIllMCKH,

CI1y>keOHOM 3alMCKH, 3asIBJICHUS U T. I1.)

11. CoctraBuTh HOMEHKJIATYpy [€J1 3aJaHHOTO CTPYKTYPHOIO MOApa3eiaeHUs
YUPEXKICHUSI.

12. Ha ocHOBe CyIIECTBYIOIIMX HOPMATHUBHBIX JOKYMEHTOB ONPEICIUTh CPOKU
XpaHeHUs 3aJJaHHBIX YIPABICHYECKUX TOKYMEHTOB.

13. Onpenenuth HEOOXOAMMYIO YHMCIEHHOCTh pPaOOTHUKOB ciyx0bl JIOY s
3aJIaHHOTO YUPEXKACHHUS.

14. CocTaBuTh IITATHOE PACHUCAHUE JUIS 3aJAHHOTO CTPYKTYPHOTO NOAPA3IACICHUS.

15. Hanpumepe oTaeabHON CUCTEMBI AJIEKTPOHHOTO IOKYMEHTO000pOTa (110 BEIOOPY
CTYJIEHTa) COCTABUTh TEXHOJIOTMYECKYIO CUCTEMY JIBHIKEHHSI IOKYMEHTOB.

= O 0N

6. OLHEHOYHBIE CPEACTBA JJIs1 TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU 1 TPOMEKYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb OCBOCHUS JUCUUIJINHBI

KoHTpone o0oCBOEHHA IHCUMIUIMHBI TNPOU3BOAUTCA B COOTBETCTBUH C
[TonoxeHneM 0 IPOBEACHUU TEKYILETO KOHTPOJIA YCIIEBAEMOCTH U MPOMEXYTOUYHOU
arrectaiuu cryaeHToB @PI'bOY BO «KpacHonmapckuii rocyaapCTBEHHbIA UHCTUTYT
KyJIbTypbD». IIporpaMmon AMCLMILIMHBI B LEJAX NPOBEPKH IPOYHOCTH YCBOCHHMS
MaTepuasa npeaycMaTpUBaeTCs MPOBEACHUE PA3IUYHBIX (POPM KOHTPOJIS.

Texymui KOHTPOJIb yCIIEBAEMOCTH CTYAEHTOB 110 JUCUUILIIMHE TPOU3BOAUTCS
B CJIEAYIOIIUX (opMax:

JEKTOPOM WM IPENoJaBaTesieM, BEAYIIMM CEMUHApPCKHUE 3aHATHS 110
JUCLMIUIMHE B CIEIyIOMMX (opMax: OIpoc; TECTUPOBAHUE; BBIIOJHEHUE
IIPAKTUYECKUX Ha 3aHATHM; IUCBMEHHBIC JIOMAIHUE 3aJaHAs M T.J.; OTIEIBHO
OLICHUBAIOTCS JINYHOCTHBIE KAUEeCTBA CTYAECHTA.



PyGexHbIlt KOHTPOJIb NMPEyCMAaTPUBAET OLICHKY 3HAHHWM, YMEHHI U HaBBIKOB
CTYZAEHTOB 110 MPOWICHHOMY MaTepHUally IO JAHHOW IUCLUIUIMHE HA OCHOBE TEKYILNX
OLICHOK, IMOJYYEHHbIX MMH Ha 3aHATHUSX 3a Bce BHUABI paboT. B xome pyOexHOro
KOHTPOJISI MCHOJIB3YKOTCA CIEAYIOIIME METOABI OLICHKW 3HAHUM: YCTHBIE OTBETHI,
NUChbMEHHBIE pa0OThI, IPAKTHUECKHE, OLIEHKA BHIMOJIHEHHS CAMOCTOSTEIbHOM paboThI
CTYIEHTOB: pedepaTuBHasi, HCCIeN0BaTeNbCKass paboTa, BBIIOJHEHUE 3aJaHU B
dopme peanuzanuu HUPC.

IIpOMEXYTOUHBIM KOHTPOJb [0 pe3yabTaraM CceMecTpa I10 JIUCUHUILUIMHE

MPOXOJAUT B pOopMe 3au€Ta C OLIEHKOM, BKIIOYAET B CeOsl.

6.2. OueHouyHbIe cpeacTBA

6.2.1. Ilpumepsnl TeCTOBBIX 3a1aHUN (CUTYaLNi)

3aganue 1.

Bompoc 1. JlokymeHtanuonHoe obecrneuenue ympaienus (/IOY) oxsaTeiBaeT
BOIIPOCHI:

- JTOKYMCHTHPOBAHUS, OpraHU3alWH PabOTHl ¢ JOKYMEHTAMH W CHCTEMATH3aIUIO
aApXWBHOTO XPAaHCHUS JIOKYMECHTOB

- TOKYMEHTOBEACHUS

- TOKyMEHTOO00pOTa U ApXUBHOT'O XPAHCHHS

- CUCTeMAaTH3aIluu JOKYMEHTOB

- TOKYMEHTUPOBAHUS

Bompoc 2. HopMaTuBHBIM JOKYMEHT, YCTAaHABJIMBAIOLUIUMN €IWHBIE TPEOOBAHMS K
JOKYMEHTUPOBAHUIO YTPABIEHYECKON JAESATENbHOCTH W OpraHU3alMH padoThl C
JIOKyMEHTaMHU:

- YaudunupoBanHas cuctema nokymenrtanuu (Y CJI)

-TOCT

- MHCTpYyKIIMS 110 AEJIONPOU3BOICTBY

-I'CAOY

- JlomKHOCTHAS HHCTPYKIUS

Bormpoc 3. UeM pernameHTUpyeTCs 1EeATEIbHOCTh pa0OTHUKOB Ci1y )05l JJOY?
-T'OCTom

- JIOJDKHOCTHOM MHCTPYKIMEN

- IPUKA30M JIUPEKTOpa

- P&KUMOM pabOThI MPEATPUATHUS

- HIYEM



Bormpoc 4. uapopManusi 0 COOBITHIX M SBICHUIX 00bEKTUBHOMN ACHCTBUTEILHOCTH H
MBICIUTEITLHON JESATENHHOCTH YeNIOBEKa, 3a(UKCUPOBAHHAs HA MaTepUaTHLHOM
HOCHTEJIC C PEKBU3UTAMU — 3TO:

- TOKYMEHT

- popmyisip

- OJJaHK IOKYMEHTa

- CHCTEMa JIOKYMEHTAITU!

- KOMITBIOTEP

Bompoc 5. Kakue ¢yHKIMM HOKyMEHTa SIBISIIOTCS CHELM(PUUESCKUMU: KyJIbTypHas,
colagbHasi, UH(pOpMallMOHHAs

- ynpaBieH4ecKasi, UH(popMalMoHHas, IpaBoBas,

- ynpaBieHY€ecKas, IpaBoBasi, ICTOPUUYECKAs

- KyJbTypHasl, ICTOPUYECKasi, COLIMATIbHAS

- HeT crieuruuecknx PyHKIMU

3ananue 2.

Bompoc 1. JlesTennbHOCTh IO CO3/1aHUIO TOKYMEHTOB Ha3bIBAECTCS:
- IEJIONIPOU3BOICTBO

- TOKyMEHTOO0OpOT

- TOKyMEHTUPOBAHUE

- CUCTEeMa JOKyMEHTAIuU

- TOKyMEHTONOTOK

Bompoc 2. VYcranoBnenwe eamHOOOpa3usi coctaBa U (QOpM  YIPaBICHUYECKUX
JIOKYyMEHTOB, (DUKCUPYIOIIUX OCYIIECTBICHUE OJIHOTUIHBIX  YIPABICHYECKUX
(GyHKUMN 1 3a/1a4, HA3bIBAETCA:

- CTaHJapTU3aluen

- yHu(UKanuen

- TOKYMEHTalHUEn

- Kknaccudukanueit

- TUIIA3ALUEN

Bompoc 3. Kakue Bubl 01aHKOB PEKOMEHAYIOTCS Ha MPEATPUATHHI?

- TOJIBKO TSI KOHKPETHOTO BHJIa JOKYMEHTOB

- 1711 BHYTPEHHUX JOKYMEHTOB (OOIIHI)

- 1711 BHEIITHUX JIOKYMEHTOB (TIHCEM)

- OJ1aHK CITY’KeOHOT0 MUChMa, OJIaHK JIJIT KOHKPETHOTO BUAA TOKYMEHTOB, OOIIIHIA
- OnaHK



- HET YETKUX PEKOMEHAalHi

Bompoc 4. YUem otnuuaercsi OnaHK AJii BHYTPEHHHX JTOKYMEHTOB OT OJlaHKa ISt
nucem?

- Ha OJIaHKe TSI TMCEM MEHBIIIE PEKBU3UTOB

- Ha OnaHke it muceM OO0JIbllle PEKBU3UTOB

- HE OTJINYAETCS HUYEM

- PacnoJIOKEHUEM PEKBU3UTOB

- oTanyaeTrcsa popmaTom

Bompoc 5. Kakue dopmatsl 6ymaru uCmoyib3yrTcs 11t OJaHKOB?
- TOJIbKO A4

-A4, A5, A3, A6

- TOJBKO AS

- TOJBKO A3

- A6bu A4

3ananue 3.

Bompoc 1. Ha xakue BubI Kilaccu(puUupyroTcs JOKYMEHTHI [0 MECTY COCTaBJICHHUS?
BHEIIIHUE U BHYTPEHHUE

- PYKOIIMCHBIE U IEYATHBIE

- TWYHbIE U OULIUATIbHBIE

- TOPOJACKUE U PAaiOHHBIE

- YIIPABJICHUYECKHUE, HAYYHbIC

Bompoc 2. JIOKyMeHTBI IO IMYHOMY COCTaBY OTHOCSITCS K TPYIIIIE. . .

- pacIopsAUTEIbHBIX JOKYMEHTOB

- OPraHU3alMOHHO-PACIIOPAIUTEIBHBIX JOKYMEHTOB

- CIIPaBOYHO-UH()OPMALIMOHHBIX TOKYMEHTOB

- (puHAHCOBO-pACUYETHBIX JOKYMEHTOB

- JINYHBIX TOKYMEHTOB

Bomnpoc 3. K kakoii rpymnme 10KyMEHTOB OTHOCSITCSI peKJIaMHbIEe 00bSIBJICHHUS, 00305,
rpauKu, CIIMCKU?

- K pacOpsIAUTENBHBIM JJOKYMEHTAM

- K OpraHU3allMOHHBIM JOKYMEHTaM

- K CIIPaBOYHO-UH(OPMALIMOHHBIM JJOKYMEHTaM

- (pHAHCOBBIM TOKYMEHTaM

- K JIMYHBIM TOKYMEHTaM

Bomnpoc 4. IIpukassl, ykazanus, paCopsKEHUS, PELIEHUST OTHOCATCA K TPYIIIIE. ..
- OPraHU3alMOHHBIX JOKYMEHTOB

- CIIPaBOYHO-UH()OPMALIMOHHBIX TOKYMEHTOB

- pacIoOpsAUTEIbHBIX JOKYMEHTOB



- HCXOJAIIMX JOKYMEHTOB

- CIIyeOHOM MepenucKu

Bompoc 5. Kakue 1okyMeHTbI Ha3bIBatOTCsl UH()OPMALIMOHHO-CITPABOYHBIMU ?

- JIOKYMEHTBI, PErjJaMeHTUPYIOIIUE CTPYKTYpy, 3a1add, (PyHKUUU TPEeaIpUSTUS,
OpraHM3alMIo €ro padoThl, IpaBa, 00s13aHHOCTU U OTBETCTBEHHOCTh PYKOBOAUTENEH U
CHEIUAJINCTOB

- JIOKYMEHTBI, XapaKTepU3YIOIINE TPYAOBbIE OTHOLICHUS MEXIY NPEANpPUATHEM U
pabOTHUKOM

- JIOKyMEHTBI, cojepkamue HHpopManuio O (QaKTHIECKOM TMOJIOKEHUU e,
CIIy’)Kalle OCHOBAHHMEM [UJIsl NPUHATUS PELICHWH, W3JaHHS PacloOpsAUTEIbHbBIX
JOKYMEHTOB

- JOKYMEHTBI, OOpallleHHblE K HIKECTOSIIUM OpTraHu3alusM, TpyNmnaM WIN
OTJIEJBbHBIM JINLIAM

- TOKYMEHTBI, OTPAXKAIOIINE TOTOBOPHBIE OTHOLIEHUS MEXKIY NPEATPUITUIMU

3ananue 4.

Bompoc 1.Kakoe pacronoxenue peKBU3UTOB PEKOMEHIYETCS AJIs TUCEM?
- YIJ0BOE U (1aroBoe

- IPOJIOJIBLHOE U LIEHTPOBAHHOE

- YIJIOBOE U MPOAOJIbHOE

- (praHroBOE U LIEGHTPOBAHHOE

- IPOJIOJIBLHOE U (PIIaHrOBOE

Bompoc 2. Ha xakue yactu qenutcsi [OKyMEHT Ipu opopMiIeHU?

- 3ar0JIOBOYHYI0, OCHOBHYIO U 3aKJIIOYUTEIBHYIO

- 3ar0JIOBOYHYI0, OCHOBHYIO U O(POPMIISIOIILYIO

- HayaJjo, CEpeIMHA U KOHEL

- IEPBYIO, BTOPYIO, TPETHIO

- TEKCT Ha YaCTH HE EeIUTCS

Bomnpoc 3. I'ie pacnionaraercst peKBU3UT “‘HAMMEHOBAHUE TIPEATPUATUS !
- IOCJIE PEKBU3UTA "pErucTpalluOHHBIA HOMEP JOKyMEHTa"

- TIOJ] PEKBU3UTOM "HIMOJIeMa OpraHu3aIiiy Wik TOBApHbBINA 3HAK"

- B LICHTPE BEPXHETO MOJIA

- B opopMmIIsitoLiel yacTu

- IOJT PEKBU3UTOM "anpecar”

Bomnpoc 4. B kaknux JOKyMEHTaX yKa3bIBalOT CIIPABOYHBIE TAHHBIE O MPEAPUATHN?
- BO BCeX

- BO BHEIIIHUX

- BO BHYTPEHHUX

- B IPUKa3ax 10 OCHOBHOM J1€ATEIbHOCTH



- B pacTOpSANTEIBHBIX IOKYyMEHTaX
Bompoc 5. Kakum cioco6om ciemyet ohpopmuTth naty “ 20 oktsiops 20151 B 1e10BBIX
nuchbmax?

- 20/10/15

-20.10.15

- 20 oxTsa0ps 2015

-2015.10.20

-20.10.2015

3ananue 5.

Bompoc 1. Kak Ha3biBaeTcsi mpaBOBOM aKT ONpeAeSIOIUN MOpsioK o0pa3oBaHUs,
npaBa, O0S3aHHOCTU U OpraHU3alui0 pabOThl MPEANPUATHS HA JUTUTENbHBIA CPOK
BPEMEHU?

- IpUKa3

- IOJIO’KEHUE

- IOTOBOp

- ycTaB

- IITATHOE PACIHCAHUE

Bomnpoc 2. HopmaTuBHBIN aKT, U31aBa€MbI PYKOBOJAUTENEM NPEANPUITHS — ITO. ..

- IpUKa3

- THCTPYKIUA

- MOJIOKEHHUE,

- pacnopsiKEeHUE

- IOTOBOP

Bomnpoc 3. Kak BeaeTcs HyMmepalius IpruKa3oB 110 OCHOBHOM J€ATEIbHOCTH?

- 110 TIOPAZIKY C MOMEHTa 00pa30BaHuUs MPEATPUITHS

- MO MOPSIAKY B MpeAenax Mecsa

- M0 MOPSIAKY B MpeAenax rojaa

- HE BeJIETCSA BOOOIIE

- BEJIETCS ITPOU3BOJIBHO

Bompoc 4. Kakoil 1OKyMEHT cCOIepKUT WH(MOpPMAIUI0O O TpaBaxX, O00S3aHHOCTIX H
GYHKIUSIX COTPYAHUKA TIPEATPUATUS?

- TPYZOBOM KOHTPAKT

- TPYZAOBOM AOTOBOP

- MpUKa3 O MpueMe Ha paboTty

- TOJDKHOCTHAS UHCTPYKIIUA

- YCTaB NPEeANPUATUS

Bompoc 5. B kakoM JIOKyMEHTE 3aKpEIUIEHbl JTOJKHOCTM W YMCJICHHBIA COCTaB
MPENPHUATHS ¢ YKazaHueM (oH/1a 3apaboTHOM TIIaThI?



- B IITATHOM PACIUCaHUH

- B CTPYKTYPE M IITATHOM YHCICHHOCTH
- B IIOJIOKEHHUH O MIEPCOHAJIE

- B JOJDKHOCTHOU MHCTPYKIIUU

- B YCTaBE MPEAIPUATHS

3amanue 6.

Bompoc 1. ITuceMo, umeroiiee GUHAHCOBBIE U IOPUIUUYECKUE MOCIEACTBUS JOJKHO
OBITh...

- IOATIUCAHO TUPEKTOPOM, TJI. OyXTraiaTepoMm, 3aBEpEeHO MeYaThio
- 3aBEPEHO MEYaThIO

- IOAUCAHO TUPEKTOPOM U COTIIACOBAHO C IOPUCTOM

- IOAMCAHO 1. OyXraaTepoM, YTBEPKIACHO TUPEKTOPOM

- IO/ATACAHO TUPEKTOP

Bormpoc 2. YeMm (akc otnuyaeTcst OT nucbma 1no opopMieHuto?
- SIBJISIETCS. HE MOJIMHHUKOM, a KOMTUEH TOKyMEHTa

- COJICPKUT PSi/l JOTIOTHUTEIbHBIX PEKBU3UTOB

- mevaraeTcs Ha Tenedakce

- HE MOJKET OBITh 3aBEPEH MEYaThIO

- BCE BHINIETICPEUNCIICHHOE BEPHO

Bormpoc 3. B yeM 0CHOBHbIE OTJIMYUS TUCEM K 3apyOeKHBIM MMapTHEpam?
- noJisi o 1 ronmy

- OTCYTCTBHUE MYHKTYyalH

- obopmiteHne ab3areB 6e3 a03aIHOTO OTCTyIa

- CJIOBECHO LIM(PPOBOI CIIOCOO HANMMCAHUS AAThl

- BCE BBIIIETIEPEUNCICHHOE

Bomnpoc 4. KakoB cpok XpaHEeHUs JEI0BBIX MHCEM?

- 1 mecsg

-1 ron

-3 roga

- 5 ner

- HE XpaHsTCs BOOOIIE

Bormpoc 5. Ha kxakom 6anke odopmiisercs teaerpamMmma?

- Ha TesierpadHOM

- Ha 00IIEM

- JUTSI TIACEM

- JIUIsl IPUKA30B

- He 0 opMIIETCS, TaK KaK repeaaeTcs o teiaedoHy



3amanue 7.

Bompoc 1. Kak Ha3pIBaeTcsi MOKyMEHT, (DUKCHPYIOIIMI COTJIANIEHHE CTOPOH 00

YCTaHOBJICHUH TPYJOBBIX OTHOLIEHUH U PETYIUPYIOMUN UX?
- TPYZOBasi KHUKKa

- KOJIEKC 3aKOHOB O Tpy/Jie

- IPUKa3 M0 JIUYHOMY COCTaBy

- TPYJAOBOM KOHTPAKT (JIOTOBOP)

- TOJKHOCTHAS! UHCTPYKIIUS

Bomnpoc 2. Kak xpaHsTcs NpUKa3bl 10 JUYHOMY COCTaBy?
- B JIMYHOM JIeJI€ COTPYAHHUKA

- BMECTE C IPyTUMU KaJPOBBIMH JOKYMEHTaMU

- TPYIIIUPYIOTCSA B OTAEIBHOE JEJI0

- BBIJJAIOTCSI HA PYKU COTPYAHUKY

- BMECTE C NMPUKa3aMHU [0 OCHOBHOM AESTENbHOCTU
Bomnpoc 3. O uem nuuiyT B JINUHOM 3asIBJICHUU?

- 0 IprieMe Ha paboTy M YBOJbHEHUHU, 00 OTIYCKE

- 0 CBOUX JIMYHBIX IJIaHAX

- 00 ono3nanuu

- O BBITIOJIHEHUH TIOPYYECHUS

- 00 OCHOBHBIX dTanax KXU3HEHHOTO MyTH

Bomnpoc 4. Komy cienyer agpecoBath 3asBJICHUE O MpUeMe Ha padboTy?
- COOCTBEHHUKY TIPEITPHUSITHS

- PYKOBOJUTEIIIO MPEANPUATHS

- Ha4aJIbHUKY OTJIeNa KaJIpoB

- [JIaBHOMY OyXranrepy

- TOBapHIILy 10 padoTe

Bomnpoc 5. Kakoil qokyMeHT HEOOXOauM MJig TOJy4deHHUsl 3apaOO0THOM IUIaThl 3a

3a00JeBLIero cynpyra?

- pacmucka

- CBUJIETEIILCTBO O Opake

- 3asIBJICHHE U TIACTIOPT CyNpyra
- TOBEPEHHOCTH

- 00BSICHUTENIbHAS 3aITUCKA
3ananue 8.

Bonpoc 1. Kak HaspiBaeTca mpoueaypa 3aluMCH CBEICHHHM O JOKYMEHTE C

NOCJIEYIOIIUM IPOCTAaBIEHUEM UHEKCA U JaThl?
- CUCTEMaTHU3alHus

- peructpauus

- ApXUBHUPOBAHUE



- IOKyMEHTUPOBAHUE

- KaTaJoru3anus

Bompoc 2. Kak pgomkHa OCYHIECTBISTHCS TEPBUYHAS O0OpabOTKAa BXOSIIUX
JIOKYMEHTOB?

- B TCUECHHUE CYTOK

- B JIEHb MOCTYIJICHUS

- B TCUCHUE HENICNIN

- IO MEPE HAKOILJICHUS

- B 3aBUCUMOCTHU OT BaKHOCTU JJOKYMEHTA

Bomnpoc 3. Kak npou3BouTcs peructpanusi 10KyMEHTOB ?

- IEUEHTPAIU30BAHO

- IEHTPAJIM30BAHHO

- BRLIOOPOYHO

- 0 YKa3aHUIO PYKOBOJAUTENS

- perucTtparys He MPOU3BOIUTCS

Bomnpoc 4. Kakue 1oKyMeHTbI TOIeXKaT pErUCTpalnim?

- BXOJSIIME U UCXOISAIINE

- YYETHO-CTaTUCTUUECKHUE

- BXOJIAIIINUE, UCXOASAIINE U BHYTPEHHUE

- OpraHu3aIMOHHO-PACTIOPSAIUTEIbHbBIC

- BCE JIOKYMEHTBI, TpEOyIOI1e y4eTa, UCIIOTHEHUS U JadbHEHIIero UCIOIb30BaHUS B
CIIPABOYHBIX LIEJISAX

Bompoc 5. PeructpanoHHbIM HMHAEKC BXOIAIIMX M HUCXOMAIIUX JOKYMEHTOB
BKJIIOYAET:

- IOPSAJIKOBBIN HOMEP B MpPEIeIax JaHHON IPYIIIbl JOKYMEHTOB

- MOPSIKOBBIM HOMEP M MHJICKC 110 HOMEHKIIAType Aei™

- K1accuuKaTop KOppecrnoHaeHTa

- IaTy perucTpaiuu

- JlaTa perucTpalyu U NopsAKOBbIM HOMEP

3ananue 9.

Bompoc 1. Kakas ¢popma perucrpaiiuu 10KyMEHTOB HauOoJiee orepaTiBHa U
- s pexTuBHA?

- JKypHaJbHas

- KapTo4Has™*

- IICHTpAJIM30BaHHAS

- aBTOMaTU4ecKas

- CMEIIIaHHas

Bomnpoc 2. Kakue 10KyMeHTBI MO1JIeKaT KOHTPOJIIO UCTIOJTHEHUS?



- BCE€ JOKYMEHTHI
- 3apErUCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIOIINE NCTIOTHEHUS
- OPraHU3alMOHHO-PACTIOPAIUTEIIbHbBIC

- ”H(POPMAITMOHHO-CIIPABOYHBIC

- (huHaHCOBBIE

Bomnpoc 3. Uto Takoe HOMEHKaTypa aemn?

- IepeYEeHb 3aro0JIOBKOB JIe]l M CPOKOB UX XPaHEHUS

- CIIMCOK BCEX JIEJ, UMEIOIINXCS Ha MPEANPUITHH

- IEPEUCHB JIeJT JIJIS TIepelaui B apXuB

- CIIUCOK 0C000 BaXKHBIX TOKYMEHTOB

- CIPABOYHBIC JIAHHbBIC

Bomnpoc 4. Uem 3aHuMaeTCsl SKCHEPTHASE KOMUCCHUS PEIPUATUS?
- MPOBEPSIET COXPAHHOCThH JOKYMEHTOB

- OLICHMBAET CTENEHb CEKPETHOCTU IOKYMEHTOB

- MPOBEPSIET MPABUILHOCTh COCTABIICHUS JOKYMEHTOB

- MMPOBOJUT IKCIEPTU3Y IIEHHOCTU IOKYMEHTOB

- KOHTPOJIUPYET UCIIOJIHEHUE TOKYMEHTOB

Bompoc 5. Uto HeoOX0auMO caenaTh Iepe caade el Ha apXuBHOE XpaHeHue?
- CTPYIIUPOBATH U TOMAIIUTH JIEJIa B IMANKU

- 0(bOpMUTH U ONHUCATH Jea

- COCTaBUTb ONHUCH IOKYMEHTOB

- CUCTEMAaTU3UPOBATh U YTOUHUTH JOKYMEHTHI

- CKOITUPOBATh 0CO00 BAXKHBIC JIOKYMEHTHI

3ananue 10.

Bomnpoc 1. JIns gyero Heo6xoauma aBromaru3zanus JJOY?

- st moBhwIeHus dpdextuBHOCcTU Tpyaa padotHukoB IOV, cokpaiienue

- Tpy03aTpaT Ha JOKYMEHTHPOBAHUE, I PallMOHAIA3AIMN JOKYMEHTO000pOoTa

- 17151 OCBOOOXKICHHS padOUNX MECT

- 17151 OCBOOOXKICHHSI CEKpeTaps OT BEACHUS JOKYMCHTAIHH

- 1711 yHU(PUKAIIMKA U COKPAIICHUS] KOJIMYECTBA TOKYMEHTOB

- HET HEOOXOUMOCTH B aBTOMaTH3aIlUN

Bompoc 2. Ha kakumx »sTamax JOKyMEHTAI[MOHHOTO OOECTIeUeHHUs YIPaBIICHUS
MPUMEHSIOTCS MEXaHU3aIMs U aBTOMaTU3aIHs?

- Ha dTare PerucTpaIyy 1 MOUcKa JOKYMEHTOB

- Ha Tane YKCHeAUIMOHHON 00pabOTKH.

- Ha TIOATOTOBUTEIBHOM OJTame (COCTaBIICHWE, KOIMMPOBAHUE, Pa3MHOKCHUE
JIOKYMEHTOB)

- Ha 3aKJIIOYUTEIHLHOM dTare (epenaya Ha apXUBHOE XpaHEHUE)



Ha BCeX ATanax o0pabOTKU TOKYMEHTOB

Bompoc 3. Or 4ero 3aBHCHT COCTaB KOMIUIEKTOB IPUMEHSAEMBIX CPEACTB H
IPOrpaMMHOT0 obecreueHus ?

- OT KOHKPETHBIX YCJIOBHM pabOTHI anmapara yrnpaBieHHs ¢ JOKYMEHTaMu

- OT 9KOHOMHYECKUX BO3MOXKHOCTEN MPEANPUATHUS

- OT CTENEHU MOJTOTOBKH CHEIUAINCTOB

- OT IPUPOJHBIX YCIOBUI

- OT peKJIaMbl

Bompoc 4. K TexHMYeCKHM CpeICTBaM COCTaBJIECHUS M H3TOTOBJIEHUS TEKCTOBBIX
JIOKYMEHTOB OTHOCSITCSL:

- rektorpadudeckue u oPceTHbIC MAITUHBI

- MUKPO(MUIBMBI U MUKPODUIIIN

- IAIIYIIXE MAIIKMHBI, MUIIYIIHEe U OPTaHU3aI[MOHHbIE aBTOMATHI

- (hamprieBaIBHBIE, aIpECOBATbHBIC, MAPKUPOBATHHBIC MAIIIUHBI

- KOMITBIOTEPHI ¥ BBIYUCITMTEIILHBIC MAITHBI

Bomnpoc 5. JIokyMeHT, U3roTOBJIEHHBIN CpeCTBaMU BhluUCIUTENbHOU TexHUKH (BT),
UCIIOJIb3YETCs Ha MpaBax:

- MOJTMHHHKA

- KOITHH

- YepHOBUKA

- nyonukara

- BBITTUCKHU

6.2.2. KoHTpOJIbHBIE BONPOCHI U1l POBEIeHUS TEKYIIEro KOHTPOJIS

l. VYnpasnendyeckass ”HPOpMaIUs: MOHATUS, TPEOOBAHUS, BUIBL.

2. VYrhpaBneHueckass JIOKyMEHTalMs: TIOHSATHE, Ha3HAuY€HUEe, oOIas
TUIIOJIOTUYECKasl XapaKTePUCTHKA.

3. ['ocynapcTtBeHHass ~ cucTeMa  JOKYMEHTAIIMOHHOTO  OOecleueHUs
YHIPABJICHHUS.

4. Cnyx0a JOKYMEHTAI[MOHHOIO OOECHEYEHMs YIpPaBICHUS YUPEKICHHM
CKC.

5. TunoBble JOKYMEHTBI, pErjlaMEHTHPYIOUIUE JAESITEIbHOCTh CIy>KOBbI
JIOV: cocTaB u 0011ast XapaKTepUCTUKA.

6. HopmatuBHasg 0a3a JOKyMEHTAIIMOHHOTO OOECIEeUeHUsl YIpaBJICHUS:
COCTaB U o01Iasi XapaKTepUCTUKA.

7. Lenu, 3amaum co3gaHus, COCTaB YHU(PUIMPOBAHHBIX CHCTEM
JIOKyMEHTAIUH.

8. Knaccudukanus cucreM JOKyMEHTAIUU.

9. Knaccudukanus yaupunupoBaHHbIX GOpM TOKyMEHTOB.



10. [TpuHIUIIBI TOCTPOCHUSI CUCTEM JIOKYMEHTALIUU.

11. Buner monenen mocTpoeHuss JOKYMEHTOB.

12. dopmymsip-obpaszel: onpeaeneHue, TpedoBaHus K MOCTPOCHHUIO.

13. Craguu co3ganus YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTAIlMH: COCTaB U
o011ast XapaKTepUCTUKA.

14. CucteMbl  ynpaBJIGHYECKOM  JOKyMEHTAllMM: COCTaB U oOmas
XapaKTepUCTHKA.

15. VYrhpaBneHueckue JOKYMEHTBI: COCTaB PEKBU3UTOB, OCOOEHHOCTH
MOCTPOCHUSI TEKCTOB U 001111e TpeOOBaHUS K 0(DOPMIICHHUIO.

16. braHku TOKyMEHTOB: BUJIbI, 0COOEHHOCTH O(OPMIICHUS.

17. Cucrema OpraHu3allMOHHO-NPABOBOM JOKYMEHTAllMU: Ha3HA4YEHUE,
COCTaB, 0OCOOEHHOCTU CTPYKTYPHI.

18. CucrtemMa TUIAaHOBOM JOKYMEHTAIIMU: HAa3HAYEHHUE, COCTaB, OCOOCHHOCTH
CTPYKTYpBHI.

19. CucreMa pacnopsiauTEeIbHOM JOKYMEHTAIlMW: Ha3HAYECHHE, COCTaB,
OCOOEHHOCTH CTPYKTYPHI.

20. [ToHsATHE 2JIEKTPOHHBIA JTJOKYMEHTOO0OPOT

21. CucteMbl JIEKTPOHHOTO JOKYMEHTO000pOTa

22. DneKkTpoHHAs MOJIMUCH U AJIEKTPOHHBIE CPENICTBA 3AIUTHI HH(DOPMAITUU

6.2.3. TemaTuka 3cce, pepeparoB, npeseHTALUI

1. VYnpasnenueckas uHpopmals B yUpeKICHUU: COCTaB, CTPYKTYpa, 0COOEHHOCTH
(yHKIHOHUPOBAHUS.

2. VYmpaBieHuYecKHe JOKYMEHThl B YUPEXKACHUU: COCTaB, CTPYKTypa, 0COOEHHOCTH

GyHKIMOHUPOBAHUS.

['ocynapcTBeHHas cucTemMa JOKYMEHTAIIMOHHOTO 00€CIeueHusl yIpaBlICHHUS.

4. HopwmatuBHO-MeTOAM4YecKass  0a3a  JOKYMEHTAI[MOHHOTO  OOecredeHUs
yIpaBJICHUS.

5. Cayxba JOKyMEHTAallUOHHOTO OOECHe4YeHus yIOpaBieHUS B CTPYKType
yupexaenus CKC.

6. TexHonorus cozaanus TOKYMEHTOB. PETJIAMEHTUPYIOIIMX E€ATEIbHOCTD CITYKOBI
JOYV B yupexaenun CKC.

7. MopnenupoBaHu€e yIpaBICHUYECKUX TOKYMEHTOB.

CpaBHHTENBHASA XapAKTEPUCTHKA CUCTEM YIIPABIEHYECKON JOKYMEHTALINH.

9. HccnenoBaHue  CTPYKTYpbl ~ TEKCTOB  YIPABJIEHYECKMX  JOKYMEHTOB,
GYHKIMOHUPYIOIIHUX B YIPEIKICHUU.

10. VYuauduumpoBaHHbIE CUCTEMbI JOKYMEHTALINH.

11. VYauduuupoBaHHas cucrema OpraHu3alMOHHO- pacnopsIuTeIbHOM
JIOKyMEHTAI1H.

12. VauduuupoBaHHas cUCTEMA JOKYMEHTALIMH 110 TPYY.

13. TexHonOrusi NOATOTOBKY TEKCTOBBIX IOKYMEHTOB.

14. Opranuzamus 10kyMeHToo00poTa B yupexaenuu CKC.
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DNEeKTpOHHAsl CUCTEMA YNIPABICHUS TOKYMEHTOOOOPOTOM.

6.2.4. Bonpocel K 3a4eTy 1O AUCHUIIIMHE

VYnpasnendyeckass HHPOpMAIs: MOHATUS, TPEOOBAHUS, BUIBL.

VYnpasiendyeckasi JOKyMEHTaIUs: MOHATHE, HA3HAYECHUE, 001[asi TUTIOJIOTHYecKast
XapaKTEpUCTHKA.

['ocynapcTBeHHas cuctemMa J0KYMEHTAllMOHHOTO 00eClieueHus yIpaBIICHHUS.
Cnyx0a JOKyMEHTAIIMOHHOTO 00EeCIeUeHHsI YITPABICHUS YUPEKICHHM.
TunoBble JOKYMEHTHI, pErJIAMEHTUPYIOIINE AeSTENbHOCTD Cityk0bl JJOY: coctas
1 o011asi XapaKTepPUCTHKA.

HopmatuBHas 6a3a JOKYMEHTALIMOHHOTO OOECIeUeHUs YIPaBJICHUS: COCTaB U
00111ast XapaKTEPUCTHKA.

[enm, 3agaun co31anrs, COCTaB YHU(PUITUPOBAHHBIX CUCTEM JJOKYMEHTAIIHH.
Krnaccuduxkanus cucreM JOKyMEHTAIUH.

Knaccuduxkanusa yaudunupoBaHHbIX (GOPM TOKYMEHTOB.

[IpyHLIMIBI MOCTPOEHUS CUCTEM JOKYMEHTAIINH.

Buabl mogeneit nocTpoeHust JOKYMEHTOB.

dopmysip-obpaszel: onpeaeneHue, TpeOOBaHus K TOCTPOCHHUIO.

Craguu co3manusi yHU(DUIMPOBAHHBIX CUCTEM JOKYMEHTALMH: COCTaB M 001
XapaKTEePUCTHKA.

CucreMbl yNpaBlIeHYECKON JOKYMEHTAIIMK: COCTAB U 0011as XapaKTepUCTHKA.
VYrpaBineHUeCKUE JTOKYMEHTBI: COCTaB PEKBU3MTOB, OCOOEHHOCTH MOCTPOECHUS
TEKCTOB U 001111e TpeOOBaHUS K O(DOPMIICHUIO.

braHK1 TOKYMEHTOB: BUJIbI, 0COOCHHOCTH O(OPMIICHUS.

CucremMa OpPraHU3alMOHHO-NIPABOBOM JOKYMEHTAllMM: HAa3HAY€HUE, COCTaB,
0COOEHHOCTH CTPYKTYPHI.

[ToHsATHE 2JIEKTPOHHBINA JTOKYMEHTOO0OPOT

CucteMbl JIEKTPOHHOTO JOKYMEHTO000pOoTa

DNeKTpOHHAs OJMUCH U AJIEKTPOHHBIE CPEICTBA 3AIIUTHI MH(DOpMAITUU

7. YueOHO-MeTOoAMUYeCKOe U MHPOPMALIMOHHOE o0ecrieyeHne TUCIUIIINHBI

O1yJIs1)

7.1. OcHOBHAsl JIUTEpPATYpA:

JIOKyMEHTallMOHHOE OOECcrieueHue YIpaBieHUss OMOIMOTEUHO-UH(DOPMALIMOHHON
NEeATEIBLHOCTRIO : yaeOHOe ocodue i O6akanaBpoB / aBT.-cocT. A.C. PymsHiesa ;
M-Bo kynbTypbl Poc. @enepanuu ; OpiioB. Toc. HH-T UCKYCCTB U KYJIBTYpbL. — Open
: OpJIOBCKHIA TOCYTAPCTBEHHBI HHCTUTYT UCKYCCTB M KyJbTyphbl, 2019. — 180 c. —
Pexum JNOCTyTa: 1o ITOJTIMCKE. = URL:
http://biblioclub.ru/index.php?page=book&id=439357 (mara oOparieHus:
15.07.2019). — TekcCT : 37IE€KTPOHHBI.



2. llltpataukoBa, A. B.JlokyMeHTallMOHHOE OO€clleYeHHe YINpaBICHUs B
OUOAMOTEYHO-MHPOPMAIIIOHHOM JEATENBHOCTH | y4eOHO-METOuUeCcKoe ocooue /
A. B. llrparnukoBa ; M-Bo kynbtypsl Poc. @eaepaunn ; KI'MK. — Kpacnonap,
2018. —129 c. — TekcT : HENOCPEACTBEHHBI.

3. JIokyMeHTOBeIeHHE : YUeOHUK U MPAKTUKYM Ui aKaJeMHYecKoro OakanaBpuara /
nox pexd. JI. A. Jlopouunoi. — Mocksa : FOpaiit, 2019. — 308 c. — (bakanasp.
AxkaneMuueckuii Kypc). — TeKeT : HemocpeICTBEHHBI.

7.2./lonosiHUTEILHAS JIUTEpaTypa:

1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE oOOecleyeHue YIMpaBlIeHUs : y4yeOHO-
npaktudeckoe nocodue / B. A. ApacnanoBa. — Mocksa : Jlupekt-Menua, 2019. —
240 c¢. — Pexxum pocrtyma: no moanucke. — URL: http://biblioclub.ru/index.php?
page=book&id=137706 (nata obpamenus: 15.07.2019). — TekcT : 2IEKTPOHHBIH.

2. Jloponuna, JI. A. Opranuzamus ¥ TEXHOJIOTHS JOKYMCHTAIMOHHOTO O0eCIICUCHHS
yOpaBJICHHS : y4eOHMK W  mpakTukym s By3oB/ JI. A. JloponwuHa,
B. C. UputukoBa. — Mocksa : M3narensctBo FOpaiit, 2020. — 233 c.

3. Kopuees, U. K. [JokyMeHTanmoHHOE oOecHeYeHUE YyMOpaBiICHUS : YYEOHUK U
MPaKTUKYM [JIsi cpeaHero mpodeccuonamsaoro ooOpaszoanusi/ U. K. Kopuees,
A. B. [Tmenko, B. A. Mamypues. — 2-e wu3za., nepepad. m pgom. — Mocksa :
N3narenscTBo FOpaiit, 2020. — 384 c.

4. Ky3He1oB, U. H. JlokymeHTauMOHHOE obecrnieueHue YIIPABJICHUS.
JIOKyMEHTOOOOpOT W JIENOMPOU3BOJICTBO | YUYEOHUK M MPAKTUKYM MJi BY30B /
. H. Ky3nenoB. — 3-e u3a., nepepad. u gon. — Mocksa : MznarensctBo FOpaiit,
2020. — 461 c.

7.3. llepuoanyeckne U3TaHus
. JenonpounsBoacTso
. [IpoGneMbI TEOpUH U PAKTUKU yIIPABJICHUS
3. Crangaptsl 1 kauecTBO (ObC «YBO»)

N —

7.4. UaTEepHET-pecypChl
1. www.consuitant.ru CipaBo4Hast mpaBoBasi cuctema «KoncynprantlIroc.

2. CnpaBouHas cucteMa «l'apanT.

7.5. MeToanuecKue yKa3aHusl ¥ MATEPUAJIbI [0 BUJAAM 3aHATHH

[IpencraBnenne y4eOHOro  Marepuana  IEJIECOOOpa3sHO  MOCPEICTBOM
ONTUMAJBPHOTO COYETAHUS TPATUIIMOHHBIX (MPOOJEMHBIC JIEKIIMUA, TEMAaTHYECKHE
CEMUHAPCKUE W TPAKTUYCCKUE 3aHSATHS) U aKTUBHBIX ([IEJIOBBIC M POJIEBBIC UTPHI,
pa300p KOHKPETHBIX CUTYyaIlui, MHOTOIIJIAHOBBIC CUTYAIlMOHHBIC 3a]a4M, TPCHUHTH,
«MO3TOBBIE IITYPMBD», NUCKYCCHUH, WHIANBUIYaJbHbIE U KOJUJICKTHBHBIC 3aJaHUS
MIOMCKOBO — UCCIIEA0BATEILCKOTO XapakTepa u Jip.) popm oOydeHus.



B kauecTBe NPOMEXKYTOYHBIX CPEACTB OLICHKM YCBOEHHUS Kypca BO3MOYKHO
IPUMEHEHUE TECTOBOTO KOHTPOJISI (TEMATUYECKHE U aHATMTUYECKUE TECTHI, TECTOBBIE
3aJjaHusl) B TPAAULIMOHHON U KOMIIBIOTEPHOH (opmax.

7.6. IlporpamMHoOe o0ecriedeHue
[IpenonaBanre AUCHUIIMH 0O€CIEUUBACTCA CIEAYIONIMMHU MPOrPaMMHBIMU
npoaykTamu: omneparmonubie cucteMbl — WindowsXP,Windows10; makeT mpukiiagHbIx
nporpamm MS Office 2010; cmpaBouHO-TIpaBOBBIE cHCTeMbI- KOHCYNbTaHT + , ["apaHT.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
ANCIHHUIIJIIMHBI (MO Y JIS)

[IpenonaBanuie NUCUUILIMHBI B By3€ 00€CIEUEHO HAJIMYUEM ayJUTOpHUMl (B TOM
Yuciie 000pPYyI0BaHHBIX MPOCKIIMOHHOM TEXHUKOM) NIl BCEX BUIOB 3aHSATHH.

JIeCTBYIOT ~KOMIBIOTEpHbIE  KJIACChl C  JIMIEH3MOHHBIM  MPOTPaMMHBIM
obecnieuenueM. Mmerorcsa pabouune mecta ¢ Bbixo10M B IHTEpHET 151 caMOCTOSATEIbHOM
paboTHI.

Bce koMnbroTepHbIe KI1acChl MOAKIIOYEHBI K JTOKAJLHOM CETH By3a U UMEIOT BBIXO/T
B MHTEPHET, B HAJIMYUHU CTAIMOHAPHOE MYJbTHUMEAUMHOE 000pynoBaHuE (IIPOEKTOp+
9KpaH), BO3MOXHO MPOBEJACHUE 3aHATHM Ha Oa3e My3ed By3a (TaullaHeNb, SKpaH,
MPOEKTOP).

OO6yuaroiiyecs Moyib3yrTCs

- BY30BCKOM OMOJIMOTEKOM € ANEKTPOHHBIM YUTAJIBHBIM 3aJI0M;

- y4eOHMKaMU U Y4eOHBIMH ITOCOOUSIMH;

- ayJIM0 U BUJICO MaTepuajIaMu.

Bce MOMEIICHHUS COOTBETCTBYIOT  TpeOOBaHUIM CaHUTAPHOTO "
POTUBOIIOKAPHOTO HAA30pA.
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