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1.IMesin ¥ 3212491 OCBOCHUS M CHUNINHBI

Lenu uzyuenus oucyuniuHol:

a) WU3y4YeHHE TEOPUU M  TPAKTUKU  OpPraHU3alMd  COBPEMEHHOTO
JIOKYMEHTAIMOHHOTO OOECTeUYeHHsl YIPaBJICHUSI HA OCHOBE HAyYHO OOOCHOBAaHHBIX
IPUHITUIIOB U METOJIOB €TI0 COBEPIIICHCTBOBAHUS;

0) dbopMHpoBaHKE Y CTYJACHTOB PAlMOHAIBHBIX MOAXO0J0B K PEUICHUIO 3a]ay
OpraHu3anuu padoThl C TOKYMEHTAMHU B YUPEKACHUSIX, OpraHU3AMIX U T. T.

B pe3ynbTaTe u3ydeHus IUCUUILTMHBI PEMIAOTCA credyioujue 3a0adu:

—M3yYUTh TEOPETUYCCKHE OCHOBBI JIOKYMEHTAllMOHHOTO  OOECIeYCHUS
yIpaBIICHHUS;

OCBETUTh MECTO JENOMPOU3BOJICTBA B IpOLIECCE YIpaBiIeHUs OMOIMOTECYHO-
UH()OPMAITMOHHON e TEITLHOCTH,

chOpMHUpPOBATh y CTYACHTOB palMOHAJIBHBIC TMOAXOABI K PEIICHUIO 3a/1a4
OpraHu3anuu padboThl C TOKYMEHTAMHU B YUPEKICHUH;

O3HAKOMUTD CTYJEHTOB C COBPEMEHHBIMH MH(GOPMAIIMOHHBIMU TEXHOJIOTHSIMU
JIOKYMEHTAITMOHHOTO OOecreyeHusl ynpaBieHuss B OMOJIMOTEUHO-UH(POPMAIIMOHHBIX
VUPEIKICHUIX

2.Mecto aucuumiinnbl B ctpykrype OIIOII BO

JucuuniauHa OTHOCUTCS K oOs3aTenbHOM vacT bioka 1 «ducumniauHbl
(MOTynn)».

[IpucTtynas Kk U3y4eHUIO JUCUUIUIMHBI, CTYICHTHI JOJDKHBIL:

-3HaTh OCHOBHBIE HOPMATHUBHBIE U IIPOTPAMMHBIE JOKYMEHTHI, OIIPEACISIOIINE
3aJ]a4M KyJIbTYPHON HMOJUTUKHU U CIIOCOOBI UX PEIICHUS

- BJIAJICTh OCHOBAaMHU KYJBTYpbl PE€YM, HOPMaMH JEJIIOBOM IHUCBMEHHOW U
YCTHOU peuu

- BOCHPHUHHMMATh, AHAJIM3UPOBATHL M 0000IIATh HHPOPMALNIO, TPUMEHSThH
3HAHMS OCHOBHBIX 3aKOHOB Pa3BUTHs, OOILIECTBA U YEIOBEKA.

«/lenonpon3BoACTBO M JJIEKTPOHHBIN JTOKYMEHTOOOOPOT B YUPEKICHUSX
KyJbTYPbI» U3y4YaeTcsi B / CEMECTpE,

dbopmupyer  psAa  KOMIETEHIUH,  O00ECIEYMBAIOIIMX  IMOCIEAYIOIIUE
npodeCCUOHANIbHBIC  JUCIHUIUIMHBL:  «YTpaBiieHUE  OUOJMOTEYHBIM  JIETIOMY
«YnpaBieHue MEPCOHAIOM O6ubIMOTEeYHO-NH(GOPMAIITMOHHOTO

YUIpEeKICHUD, «KMEHEHKMEHT ~ OMOJMOTEYHO-UH(POPMAIIMOHHON — JIEATEIIbHOCTH,
«Opranm3anusi ¥ TEXHOJOTHS JICITEIHPHOCTH aBTOMAaTH3WPOBAHHBIX OHOIMOTEYHO-
HH(POPMAITMOHHBIX CUCTEMY H JIP.

HTorom n3ydeHus TUCIUTIINHBI 1JI CTYJEHTOB-0aKaIaBpOB JOJDKHBI CTATh:

3HaHUS OCHOB M TEOPUH M JOKYMEHTAIIMOHHOTO O0OECIIeUeHHUs YIpaBICHUS
OMOIMOTeYHO-UH(DOPMAIIMOHHON JICATEIIPHOCTH M €r0 COBPEMEHHOTO COCTOSHHS,
YMEHUS WCIOJB30BaTh 3HAHUS B OOJACTH JIOKYMEHTAIIMOHHOTO OOCCIICUCHHS
YIPABJICHUSIN DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B YUPEKACHHSIX KYJIbTYphl Ha
OCHOBE TEOPHH JIOKYMCHTOBEICHHS, BIIQJICHUC METOAAaMHU JIOKYMCHTHPOBAHUS
yIpaBJIeHYECKOW HH(POPMAITUK U OpraHU3aliKA PaOOTHI C TOKYMEHTAMHU.



3. [InanupyeMble pe3yJibTaThbl 00y4eHUsl MO AUCUMUILIMHE, COOTHECEHHbIE ¢
YCTAHOBJIEHHBIMH B 00pa30BaTe/ibHOI MPpOrpaMMe NMHAMKATOPAMHU 10CTUKEHUSI

KOMIIeTEeHI M
Haumenosanue Nuaukatopsl chOpMHUPOBAHHOCTH KOMIICTCHIIUN

KOMIICTEHIIMI 3HATh YMETh BJIAJICTh
[1K-5 . HOPMAaTUBHO- ° OpPraHW30BBIBATH | ® TEXHOJIOTHEN
Crniocoben K | TIpaBOBBIC H JIOKYMEHTAI[MOHHOE JOKYMEHTAI[HOHHOT'O
uH(pOPMaLMOHHO- METOINYCCKUE obecrnieueHue obecrnieueHus
AHAJINTHYECKOM OCHOBBI YIPaBJICHUS B yIpaBJcHUS B
eITEIbHOCTH, OpraHu3aIuu O6uOIMoTEYHO- OMOIMOTEYHO-
CO31aHHI0 OMOIMOTEUHO- | JOKYMEHTALMOHHOIO | MH(pOPMALMOHHEIX nH(pOpPMaITMOHHBIX
UH(GOPMAITMOHHBIX obecrneueHuUs YUPEKICHUSIX YUPSIKICHUIX
MPOJYKTOB U yCIyT yIPaBICHUS

4. CTpyKTYypa M cojiepKaHue JUCHUILTHHbI

4.1. CTpyKTypa IMCUMILTHHBI

OOmas Tpy10eMKOCTh TUCIUIUIHHBI COCTaBIsIeT 3 3a4eTHBIX eAuHMIBI (108 yacos).

Ounas ¢popMma o0yueHHs1

Bunpl yueOHOM DOpMBI TEKYILIETO
=3 paboTHI, BKITIOYAs KOHTPOJIS
5 CaMOCTOSATEIILHYIO yCIEBAEMOCTH (10
No Pasnen é‘ % paboTy CTyIEHTOB U HeoensaM cemecmpa)
n/n JAUCIUTUTHHBI S - TPYIOEMKOCTh (B ®opma
3 5 qacax) IPOMEXKYTOUHOMN
o | J |13 |xo |CP aTTecTalum (1o
= HC cemecmpam)
PA3JIEJT 1. 7 2 2 25
TEXHOJIOI' A
JOKYMEHTALIMOHHO
'O OBECITEYEHU A
YITPABJIEHUSI.
PA3JIEJI 2. 2 2 25
OBUIME TPEBOBAHUA
K COCTABJIEHUIO
JOKYMEHTOB
PA3JIEJT 2 2 36
3.2JIEKTPOHHBIN
JOKYMEHTOOBOPOT B
YYPEX/IEHUAX
KVYJIBTYPBI
NTOI'O: 108 6 6 10 |86 |3auer




4.2. TemaTuyecKuil NMJIAH OCBOEHMS JUCHMILUIMHBI MO BUAAM Yy4eOHOM
AeSITeJIbHOCTH M BUIbI CAMOCTOATEILHOM (BHEAYAUTOPHOI) padoThI

Ounas popma o0yueHust

HaumenoBanue Conep:xanue yueOHOro MaTepuaJia dopmu-
pa3aesioB U TeM (TeMbl, MepeYeHb PaCKPbIBAEMbIX pyeMbleKoMIIe-
BOIIPOCOB): O0bem TeHIIUHN
JIEKIIU U, TPAKTHYECKH e 3aHATHS 4acoB (mo Teme)
(ceMmuHAapbl), HHANBHUIYAJIbHbIE 3.e.

3aHATHS, CAMOCTOSAITEJbHAsA padoTa
o0yyalomuxcs, KypcoBasi pabora

1 2 3 4
PA3JAEJ L
Tema 1. Jlexnnu: I1K-5
Oobmas XapakTepucTUKa  OCHOBHBIX  BHJIOB
xapakrepuctuka JIOVY; | Mmomeneid mocTpoeHUsT  TOKYMEHTOB: 5
TpebGoBanus K | onucarenbHOM u rpagu4eckoi.
COCTaBJICHHUIO u | @opmynsip JOKyMEHTa | ero
o opMIIeHHUIO COCTaBHBIC YaCTH
JIOKYMEHTOB [TpakTHyeckue 3aHITHs (CEMUHAPBI):
[Toctpoutrs  Qopmymsipsl  oOpas3Lbl 2

OMOIMOTEYHON JOKYMEHTAIIHUH.

CamocrosTenbHast paborTa.
[TonroroBuTh XapaKTEPUCTUKU o5
OCHOBHBIX BHJIOB MOJEJIEH MOCTPOCHMUS
JIOKYMEHTA.
PA3JIEJI 2.
Tema 4. Jlexumu: I1K-5
OOmme TpeboBaHus K | Bumel  yHH(HUIMPOBAHHBIX  CHCTEM
COCTaBJICHUIO U | noOKyMeHTaluu: MEXKOTpPacCieBbIE,
opopmrernIo OTPACIIEBBIE; IpEIPUATHIA u
JIOKYMEHTOB OpraHu3aluim. Xapakrepucruka 2
OCHOBHBIX BU/JIOB YCU.
Obepoccuiickuit KJaccupukaTop
YIPaBIE€HYECKON JOKYMEHTaIu1
(OKY D).
[TpakTuyeckue 3aHATUS (CEMUHApHI):
Meroavka aHaiM3a YIPaBICHYECKUX
JIOKyMEHTOB
Bonpoce! 11t u3ydeHuss 1 00CyxAeHUs
Ha 3aHATUM: 5
1. Meronvka aHanusa

YIIPABICHUYECKUX JOKYMEHTOB: aHAJIN3
BHYTPEHHEH  MBHEIIHEN CTPYKTYpHI,
IIPOBEpPKAa  CBOWCTBA  IOPUIUYECKOHN
CHJIBL.




2. Hapymienue cTpyKTypbl JOKYMEHTA U
TpeOoBaHUN  ero  opopMICHHS  —
mpoctas omuOKa WM HapyuieHue?

KOpunuueckue MIOCJIEACTBUS
HapYIICHUS
CBOICTBA FOPUINYECKON CHJIbI

YIPaBJIEHYECKOTO TIOKYMEHTA.
3. Bunel ommOoOK B ymnpaBiIe€HYECKHX

JOKYMEHTaX peueBkie,
opdorpaduyeckue,  CTHIMCTUYCCKHE
OIMOKHU M CIIOCOOBI X YCTPAHEHUS.

4. OcHoBBI peAaKTUPOBAHUS

YIPABJICHYCCKUX NOKYMCHTOB.

CamocrodrenbHas pabora

Bomnpocs! 11 nuzyuenus:

1. TpebGoBanus K  pa3paboTke
JIOKAJIbHBIX JJOKYMEHTOB OUOJIMOTEKH.
2. Ananuz 3¢ (HeKTHBHOTO
yIpaBJIEHUS JOKYMEHTaIueH B
COOTBETCTBUU CIEHCTBYIOIIMMHU
HOPMAaTHUBHBIMU TPEOOBAHUSIMH.

4. TlopsimoK COCTaBIEHHUST WHCTPYKIIUU
o JIeNIOTIPOU3BOACTBY(MIIH
AHAIU3UMEIOIINXCS): HOPMAaTUBHBIE
TpeOOoBaHUS K CTPYKTYype u
COJCPKAHUIO HMHCTPYKLUH, TOPSI0K
oopmieHus M BBEJICHHs B JIEHCTBHE.
CocraBuTh UHCTPYKIIHIO o
JICJIOTIPOU3BOCTBY OMOIMOTEKH.

25

PA3JIEJ 3.

Tema 14. Opranuzanus
AJIEKTPOHHOTO
JOKYMEHT0000poTa

Jlekuuu:
DNIEeKTPOHHBII JTOKYMEHT u

AIIEKTPOHHAS TOAMHCH
Jlexyuu:  Onexmporusiili  (MOOUIbHBLL)
00KYMEHmMoobopom
Jlekiuu;  CUCTeMBI  3JICKTPOHHOTO
JIOKyMEHT0000poTa

IIpakTueckue 3ausaTs (CEMUHAPEI)

Cemunapul, npaxmuueckue pabomol
MertagaHHbIE JIEKTPOHHOTO JIOKYMEHTA
@3 «O06 >51eKTPOHHON TOAHUCH
[IpoGneMbr  00pabOTKH u  XpaHEHUS
AJIEKTPOHHOI'0 IOKyMEHTa

CamocTosTenpHas padbora

Anamz  OUII  «MuadbopmanronHoe
00IIIECTBO»

PabGota ¢ ©3

36

I1K-5

Bu HTOroBoro KOHTpoJIs (3a4et, IK3aMeH)

KOHTPOJIb

BCEI'O:

108




5. OBPA3OBATEJIBHBIE TEXHOJIOI' MU

1. Ay,ZII/ITOPHBIC 3aHATHA: JICKIWA: 0630pH3.5{ JCKIIHA, TCMaTHYCCKasa JICKIOHUA,

nekuust — Oecena, MHTEPAaKTUBHAS JICKUHMA. Y IEIbHBI BEC 3aHATUH, MPOBOJAUMBIX B
MHTEPaKTUBHBIX (POpMax, COCTABIIAECT HE MeHee 25 % ayJUTOPHBIX 3aHSATHH.

2. CGMI/IHapI)I, IMPAKTHYCCKUC 3aHATHA.

3anannﬂ H BOIIPOCHI AJIsA CaMOCTOSITEJIbLHOM paﬁon:

1.

12.

13.

14,

15.

VYCTaHOBUTH CBSI3b MEXKIAY 3aJaHHBIMH YIPABICHUYECKUMHU TOKYMEHTaMU H
dbopMaMu  ynpaBIIEHYECKOM NEATEIBHOCTH, B XOJI¢ pean3alliid KOTOPOH OHH
WCIIOJIB3YIOTCS

Hcnonb3yss HHPOPMaLMOHHBIE pecypcel  cetu UHTepHeT, BBISIBUTD
HOPMAaTUBHBIE U MHCTPYKTHUBHO — MeToandeckne NokyMeHTsl ['C/IOY.
Ocy1iecTBUTh AUATHOCTUKY 3aJIaHHBIX YIIPABICHUYECKUX NOKYMEHTOB C TOYKHU
3pEHHUsI IPABWIIBHOCTH PACIIOIOKEHNS PEKBU3UTOB Ha HOCHUTEJE.

BoissBUTH O1IMOKM B CoJiepKaHUH U O(DOPMIICHHH 33JIaHHOTO YTPABICHUYECKOTO
JOKYMEHTa (HampuMep IpHKa3a, JOroBopa, IMPOTOKOJa, CIIy>)KeOHOW 3aIluCKu,
MUChbMa, TIOJIOKEHUS, TPYZA0BOTO0 KOHTPAKTA U T.II.).

Pa3paGorath B COOTBETCTBUHM C TpeOOBaHHUAMU I'OCTa 3amannble
yIOpaBlIe€HYECKUE JOKYMEHTHl (Hampumep, INpuKa3, JAOTOBOP, MPOTOKOI,
CITYKEOHYIO 3allUCKy, [IeJIOBO€ TMHCHMO, IIOJIOKEHHE, JOJKHOCTHYIO

UHCTPYKIIUIO, TPYJAOBOM TIOTOBOPH T. II.).
Pa3paboTath cxemy HOKyMeHTa 00opoTa Uil 3aJaHHOTO HMH(POPMALMOHHO-
OMOIMOTEUHOTO YUPEKACHUS.
O opMUTH JIMYHBIN JIUCTOK TIO YYETY KaJIpOB.
Hanucate pesrome.
Cnenatp 3anuch B TPYAOBOM KHUKKE O IpUEME Ha padoTy.
OcCylIecTBUTh PErucTpalio 3aJaHHbIX JOKYMEHTOB (JOKJIAJHOM 3alUCKH,
CITy>KeOHOM 3amMCKH, 3asIBICHUS U T. I1.)

Cocra
BUTb HOMEHKJIATypy J€Jd 3aJaHHOIO0  CTPYKTYpPHOIO  IOJPA3IEIICHHUS
UH(OPMAITMOHHO- OMOIMOTEYHOTO YUPEIKICHUS.

Ha
OCHOBE CYUIECTBYIOLUIMX HOPMATHUBHBIX JOKYMEHTOB  OIpPEACIUTh CpPOKHU
XpaHEHMs 33JJaHHBIX YIPABIEHYECKUX JOKYMEHTOB.

Ompe
JEIUTh HEOOXOAUMYIO YUCIEHHOCTh PA0OTHUKOB cy>k0bl IOV st 3agaHHOrO
MH(OPMAITMOHHO- OMOJIMOTEYHOTO YUPEKICHUSI.

Cocra
BUTH IITATHOE PACIMCAaHUE JIA 33JJaHHOIO CTPYKTYPHOTO MOIPA3IEICHUS.

Ha
npUMepe OTAENBHOM CHCTEMBI AJEKTPOHHOIO AOKYMEHTO00OpoTa (10 BHIOOPY
CTYJ€HTa) COCTaBUTh TEXHOJIOTMYECKYIO CUCTEMY JIBHIKEHHUSI TOKYMEHTOB.



6 OLEHOYHBIE CPEACTBA /Jidd TEKYHWEI'O KOHTPOJIA
YCHEBAEMOCTHU U MIPOMEXYTOUYHOM ATTECTALIUU

6.1. KoHTpOJIb OCBOCHUS TUCUMIIJIMHBI

KOHTposIb OCBOCHMS IHCHUIUIMHBI IPOU3BOAUTCS B COOTBETCTBHHM C
[TosoxkeHnneM o MPOBEACHUM TEKYILEro KOHTPOJIS YCIEBAEMOCTH U IPOMEKYTOYHOU
arrectaiuu cryaeHToB @PI'bOY BO «KpacHomapckuii rocyaapCTBEHHbIA MHCTUTYT
KyJbTypbl». IIporpamMmmoil NHCHMIUIMHBI B LENSIX MPOBEPKHM NPOYHOCTH YCBOEHUS
MaTepuaia npeaycMaTpUBaeTCs MPOBEACHUE PA3TUYHbBIX (JOPM KOHTPOJIS.

Texkymui KOHTPOJIb yCIIEBAEMOCTH CTYAEHTOB IO JUCLUIIIIMHE ITPOU3BOIUTCS
B ceayomux hopmax:

JEKTOPOM WM MPENoJaBaTesieM, BEAYIIHM CEMUHAPCKUE 3aHATHSA 110
JUCIMIUIMHE B ClEIylomMX (opMax: ONpoc; TECTUPOBAHUE; BBIIOJIHEHUE
IIPaKTUYECKUX Ha 3aHATHM; NUCBMEHHBIE JOMAIHUE 3aJaHus M T.J.; OTIEIBHO

OICHHUBAIOTCA IMYHOCTHBIC KAYCCTBA CTYACHTA.

Py0OexxHbIil KOHTPOJIb MpPEeIyCMaTPUBAET OLUEHKY 3HAHUN, YMEHHI U HABBIKOB
CTYJE€HTOB [0 MPOWJEHHOMY MaTepualy [0 JIaHHOM JUCUUIUIMHE Ha OCHOBE
TEKYLUIMX OILICHOK, MOJIYYCHHBIX MMH Ha 3aHATHSAX 3a Bce BUABI paboT. B xoxe
pYOEX)HOTO KOHTPOJISL UCTIONB3YIOTCS CIEAYIOIINE METO/bl OLIEHKUA 3HAHUM: YCTHBIE
OTBETHl,  NHUCbMEHHbIE  padOThl,  NPAKTUYECKHE,  OLEHKA  BBIIOJHEHUS
CaMOCTOSITETIbHOM palbOThl CTYAEHTOB: pedepaTuBHas, UCCIeAOBaTEIbLCKasi padoTa,
BBITIOJIHEHUE 3a/1aHuii B popme peanuzanuu HUPC.

[IpoMEXyTOUHBI KOHTPOJb IO pE3yJbTaTaM CeMecTpa MO0 JAUCIUIUIMHE

poxoauT B popme 3aué€Ta M DK3aMeHa, BKIIOYAET B ceOsl.

6.2. ®OH/I O1IEHOYHBIX CPeJICTB

6.2.1. [Ipumepsl TECTOBBIX 3aAaHUN (CUTyal[Mid)
3ananue 1.

Bormpoc 1. JlokyMenTaunonHoe obecneuenue ynpasienus (IOY) oxBaTeiBaeT

BOIIPOCHI:

JIOKYMEHTUPOBAHHUS, OpTraHU3aIMK paObOThI C JOKYMEHTAMH U CUCTEMATH3ALUIO0
apXMBHOT'O XPAHEHUS JOKYMEHTOB

JIOKYMEHTOBEICHUS

JTIOKYyMEHTOO0O0pOTa U apXUBHOTO XpaHEHUS

CUCTEMATU3ALNU TOKYMEHTOB

JOKYMEHTUPOBAHUS

Bormpoc 2.HopMaTuBHbBINH JOKYMEHT, YCTaHABIMBAIOIINM €/IMHbIE TpeOOBaHUS K
JIOKYMEHTUPOBAHHUIO YIPABIECHUYECKON AESITEIFHOCTH U OPraHn3aluu paboThl C
JOKYMEHTAMU :



Yuudummposannas cucrema nokymentanuu (Y C/I)

I'OCT

HNHCTpyKIMS 1O AEIONPOU3BOJICTBY

Icaoy

JIOJKHOCTHASE HHCTPYKIUS

Bormpoc 3. UeMm pernameHTUpyercs AesTeIbHOCTh pA0OTHUKOB Ciry k061 JIOY
I'OCTom

JIOJKHOCTHOM HHCTPYKIIUEN

MIPUKA30M JUPEKTOPA

PEXKUMOM pabOTHI IPEANIPUATHUS

HUYEM

Bormpoc 4. uadopmansi 0 COOBITUSIX U SIBICHUSIX 00BEKTUBHON JCHCTBUTEIHHOCTH U
MBICJIUTEIILHOM JESITEIbHOCTH YeJIOBEKa, 3a()MKCUPOBAHHASI HA MATEPUATILHOM
HOCHTEJIE C PEKBU3UTAMU— 3TO :

JlokymeHT

dbopmyIsip

OJIaHK JIOKyMEHTa

CUCTEMA IOKYMEHTAllUH

KOMITBIOTED

Bomnpoc 5. Kakue GyHKIIMN JOKyMEHTA SIBISIOTCS CIIEU(PUIECKUMU:
KyJbTYpHasi, COLIMaIbHAS, HHPOPMallMOHHAS

ylpaBieHYECKasi, THPOPMALIMOHHAs, TPaBOBas,

yIpaBJeHYEecKasi, TpaBoOBasi, ICTOpUYECKas

KyJbTypHasi, UICTOPUYECKasl, COLIMAIbHAs

HeT cnenupuyecknx QyHKIUHA

3aganue 2

Bomnpoc 1 JlesTenpHOCTh IO CO3JaHUIO JOKYMEHTOB Ha3bIBACTCA:
JEOMPOU3BOCTBO

JIOKyMEHTOO0OpOT

JOKYMEHTUPOBAHUE

CUCTEMA IOKYMEHTAllUH

JOKYMEHTOIOTOK

Bormpoc 2. Ycranosnenue equHoo0pa3us coctaBa U GopM yIpaBICHUISCKUX
JIOKYMEHTOB, PUKCHUPYIOIINX OCYIECTBIECHNE OJTHOTUITHBIX YIPABICHYECKUX
GbyHKUMIA U 3a/1a4 HA3bIBAETCA:

CTaHJapTU3ALEN

yHUpUKAIUEH

JIOKYMEHTAIMEN

Kiaccudukauen



TUNU3aUEH

Borpoc 3. Kakue Buibl 0J1aHKOB peKOMEHIYIOTCS Ha MPEANPUITUN?

TOJIBKO IS KOHKPETHOTO BU/IA JOKYMEHTOB

JIJIS BHYTPEHHUX JJOKYMEHTOB (OOIIIHiN)

JIJ1s1 BHEIIIHUX JJOKYMEHTOB (TTHCEM)

0JIaHK CTy>kKeOHOr0 MUChMa, OJIAHK /11 KOHKPETHOTO BUAA JOKYMEHTOB, OOIIIHIA
OJ1laHK

HET YETKUX PEKOMEHAAINH

Bormpoc 4. Uem otnuyaeTcst 6J1aHK 1711 BHYTPEHHUX JJOKYMEHTOB OT OJIaHKa JJIs
nicem?

Ha OJIaHKE J1JIs1 TMCEM MEHbIIIe PEKBU3UTOB

Ha OJaHKe A1 mUceM OO0JIbIIe PEKBU3UTOB

HE OTJINYAETCS HUYEM

pPacnoJIOKEHUEM PEKBU3UTOB

oTauyaeTcs GopMaToM

Bonpoc 5. Kakue popmarsl Oymaru ucnosib3yrorcs 11 OJ1aHKOB?

TONbKO A4

A4, A5, A3, A6

TOJBKO AS

TOJBKO A3

A6 u A4

3aganue 3.

Bonpoc 1.Ha xakue Buzibl kitaccu(puuupyroTcs JOKYMEHTHI 10 MECTY COCTaBJICHUS?
BHEIIIHWE U BHYTPECHHHE

PYKOTHCHBIC U TIEYaTHBIC

JUYHBIC U OPUITHATHHBIC

TOPOACKHE U palilOHHBIE

yIpPABJICHYECKHUE, HAYUHbIE

Bomnpoc 2. JIoKyMEHTBI 110 TUYHOMY COCTaBY OTHOCATCS K TPYIIIIE. . .
pacnopsaIuTeIbHBIX JOKYMEHTOB

OpraHU3alMOHHO-PACTIOPSIAUTEIBHBIX TOKYMEHTOB
CIIPaBOYHO-UH(GOPMAIIMOHHBIX JOKYMEHTOB

(uHAHCOBO-PACUYETHHIX TOKYMEHTOB

JUYHBIX JIOKYMEHTOB

Bomnpoc 3. K kakoit rpyrie T0KyMEHTOB OTHOCSITCSI PEKJIaMHbIe OObsIBIICHUSI,
0030pbl, Trpa@uKu, COUCKUA?

K pPactopsIMTeIbHBIM IOKYMEHTaM

K OpPraHU3aI[MOHHBIM JOKyMEHTaM

K CIIPAaBOYHO-UH(DOPMAITMOHHBIM JJOKyMEHTaM



(UHAHCOBBIM TOKYMEHTaM

K JJMYHBIM JOKyMEHTaM

Bomnpoc 4. [Ipuka3sl, ykazaHus, pacliopsKeHUs, peLIeHHUs] OTHOCATCS K TPYyIIIE. ..
OpraHU3allMOHHBIX IOKYMEHTOB

CIPaBOYHO-UH(POPMAITMOHHBIX JOKYMEHTOB

pacnopsAaIuTENbHBIX JOKYMEHTOB

UCXOJAIIUX TOKYMEHTOB

CILy’KE€OHOW MEePENUCKH

Bonpoc 5. Kakue 10KyMeHThI Ha3bIBalOTCS HH()OPMALIMOHHO-CITPABOYHBIMU?
JOKYMEHTBI, pErJIaMEHTUPYIOLINE CTPYKTYPY, 3aJ1auu, QyHKUUU TPEeIpUITHS,
OpraHM3alMIo ero padboThl, IpaBa, 00S3aHHOCTU U OTBETCTBEHHOCTh PYKOBOAUTENEH
Y CIELUAINCTOB

JOKYMEHTBI, XapaKTEPU3YIOIINE TPYAOBbIE OTHOUIEHUS MEXAY IPEANPUATUEM U
PabOTHUKOM

JIOKYMEHTBI, CO/IepKaIiie HHPOPMALIHIO O (PAaKTUYECKOM MOJIOKEHUH JIET,
CJIy’Kalllie OCHOBAHUEM JUISl IPUHATHS PELIEHUH, U3aHUS PACTIOPSAIUTENBHBIX
JIOKyMEHTOB

JIOKYMEHTBI, 00pallleHHbIe K HUKECTOSIIIUM OpraHU3alMsIM, TpyIiaM Uiu
OTJIEJBHBIM JIMLIAM

JIOKYMEHTBI, OTPaKaIoIKe JOTOBOPHBIE OTHOLIEHUS MEXIY IPEANPUATUIMU
3ananue 4.

Bomnpoc 1.Kakoe pacronoxeHne peKBU3UTOB PEKOMEHIYETCS ISl TUCEM?
1.yrmoBoe u ¢iaroBoe

IIPOJIOJIBHOE U IEHTPOBAHHOE

YTJI0BOE M MPOJOIBHOE

(baHTOBOE U IIEHTPOBAHHOE

POJ0JIbHOE U (PJITAHTOBOE

Bormpoc 2. Ha xakue yactu Aenurcs JOKyMEHT pu 0(hopMIIeHUH?
3aroJIOBOYHYI0, OCHOBHYIO U 3aKIIIOUUTENIbHYIO

3aroJIOBOYHYI0, OCHOBHYIO ¥ O()OPMIISIOLLYTO

HayaJlo, CEpeIMHa U KOHEL]

NIEPBYIO, BTOPYIO, TPETHIO

TEKCT Ha YaCTH HE JIEeJUTCS

Bomnpoc 3. I'ne pacnoniaraercst peKBU3UT “HaMMEHOBAHUE MPEINIPUATHS 7
MOCJI€ PEKBU3UTA "PErUCTPALIMOHHBIN HOMEp JOKYMEHTa"

MOJ1 PEKBU3UTOM "3MOJIeMa OpraHu3alliy Uiu TOBapHbIN 3HAK"

B LIEHTPE BEPXHETO IO

B 0(hOPMIISFOIIICH YacTH

MOJl pEKBU3UTOM "azipecat"



Bomnpoc 4. B kakux JOKyMEHTaxX yKa3bIBalOT CIPABOYHBIC IAHHBIE O IPEANPUATAN?
BO BCEX

BO BHEIIHUX

BO BHYTPEHHHX

B [IPUKAa3aX 10 OCHOBHOMW J€ATEIbHOCTH

B PACHOPSIUTEIbHBIX TOKYMEHTAX

Bormpoc 5.Kakum cioco6om crienyet odhopmuth aary 20 oktsiops 20151 B
JETIOBBIX MUChMaXx?

20/10/15

20.10.15

20 okTs6pst 2015

2015.10.20

20.10.2015

3aganue 5

Bormpoc 1. Kak Ha3piBaeTCsl IpaBOBOM aKT ONPEAEIISIIONINI MOPAI0K 00pa30BaHMUs,
mpaBa, 00sS3aHHOCTU U OPTaHU3AIMIO PA0OTHI MPEANPUITHS HA TTUTEIBHBIN CPOK
BpEMEHU?

MpuKa3

MOJIOKEHHE

JIOTOBOP

yCTaB

HITATHOE PacIUCaHue

Bomnpoc 2. HopMaTuBHBIN aKT, H3JaBAEMbIl pyKOBOJIUTENIEM NPEANPUITHUS — 3TO. ..
MpuKa3s

WHCTPYKIIHS

IIOJIOXKEHUE,

pacnopsKeHue

JIOTOBOP

Bomnpoc 3. Kak Benetcst Hymepanus nNpuka3oB 0 OCHOBHOM JE€SITEIbHOCTH?

IO MOPSAKY C MOMEHTa 00pa30BaHUs MPEITPUSATHUS

0 TOPSIIKY B IIpeAeIax Mecsia

0 TOPSIIKY B IIPEAeax roaa

HE BeeTCs BOOOIIE

BEJIETCS TPOU3BOJIHLHO

Borpoc 4. Kakoii TOKyMEeHT COAEPKUT UHPOPMAIIKIO O IpaBaxX, 00s3aHHOCTAX U
GYHKIUSAX COTPYIHUKA TPEATPUATHSA?

TPYAOBOW KOHTPAKT

TPYZIOBOU TOTOBOP

MpHUKa3 0 mpreMe Ha padoTy



JOJDKHOCTHAS! MHCTPYKITHSI
yCTaB MPeANpUATUS

Bormpoc 5. B kakoMm 10KyMeHTe 3aKperieHbl J0KHOCTH U YHCIICHHBIN COCTaB
NpEeANnpUATUS ¢ yKa3zaHueM GoHaa 3apabOTHOM MIaThl?

B mratHOM pacnicanun

B CTPYKTYpPE U IITATHON YUCIEHHOCTH

B MOJIOKEHUU O MEPCOHAIIE

B JIOJDKHOCTHOW MHCTPYKIIUU

B yCTaBe MPeANnpusTUs

3aganue 6.

Borpoc 1. ITuceMo, nmerornee GpuHaHCOBBIE U IOPUIAYECKHUE TTOCIEACTBUS JOHKHO
OBITh. ..

MOAMUCAHO JUPEKTOPOM, IJ1. OyXTraiTepoM, 3aBEPEHO NEeYaThIO

3aBEPEHO NEeYaThIO

MOAMUCAHO JUPEKTOPOM U COTIIACOBAHO C FOPUCTOM

MOJIMKCAHO TJI. OYXTalITePOM, YTBEPKICHO JUPEKTOPOM

MOANMCAHO AUPEKTOP

Borpoc 2. Uem ¢akc otauvaercst OT mucbMa 1o opopmiaeHuro?
SBJISIETCA HE MOJIJIMHHUKOM, a KOIUEeH TOKyMeHTa

COJICPKUT Pl JOTIOJIHUTEIIbHBIX PEKBU3UTOB

neyaraercs Ha Tenedakce

HE MOXET OBITh 3aBEPEH MEYaThIO

BCE BBIIIEIEPEUUCICHHOE BEPHO

Boripoc 3. B 4em 0CHOBHBIE OTIUYHS TTUCEM K 3apyOeKHBIM NapTHEpam?
noJjs o 1 groiimy

OTCYTCTBHE MTyHKTyaIluu

odopmiieHne ab3aiieB 6€3 ad3aIHOTO OTCTyNa

CJIOBECHO ITU(POBOM CIIOCOO HANTMCAHUSI 1aThI

BCE BBINICTIEPEUUCIICHHOE

Bomnpoc 4. KakoB cpok XpaHeHUS JEIOBBIX MTUCEM?

1 mecsin

1 roxg

3 roga

5 et

HE XpaHsATCS BOOOIIE

Bomnpoc 5. Ha xakowm 6i1anke oopmisiercs Teserpamma?

Ha TesnerpadHOM

Ha o01eM

JUTS TIICEM



JJ1S1 IPUKA30B

He oopMIIsieTcs, T.K.IEPeIaeTCs Mo TenePoHy

3aganue 7.

Bormpoc 1. Kak Ha3piBaeTCsl JOKYMEHT, (PUKCUPYIOIINIA COTJIallleHuEe CTOPOH 00
YCTAHOBJICHUH TPYAOBBIX OTHOIIECHUHN U PETYIUPYIONIUN UX?
TPYyIOBasi KHIXKKA

KOJIEKC 3aKOHOB O TPYJIE

MpUKa3 MO JUMYHOMY COCTaBY

TPYAOBOM KOHTPAKT (JOTOBOP)

JOJDKHOCTHASI MHCTPYKIIMS

Borpoc 2. Kak xpaHsiTcsi pUKasbl M0 JINYHOMY COCTaBY?

B JIMYHOM JI€JI€ COTPYIHUKA

BMECTE C APYTUMHU KaJAPOBBIMHU TOKYMEHTAMHU

TPYNIUPYIOTCS B OTJAEIBHOE JEJ0

BBIJIAIOTCS] HA PYKU COTPYHUKY

BMECTE C IPUKA3aMHU 10 OCHOBHOM JEATEIbHOCTU

Bomnpoc 3. O yem numiyT B JINYHOM 3asiBJICHUU?

O rpueMe Ha paboTy U YBOJILHEHHUH, 00 OTITyCKe

O CBOMX JIMYHBIX MJIAHAX

00 ONo31aHuH

O BBIMIOJIHEHUH OPYYCHUS

00 OCHOBHBIX 3Tanax >KM3HEHHOTO MyTH

Bormpoc 4. Komy cnenyer agpecoBaTh 3asBJIeHUE O pUeMe Ha paboTy?
CoOCTBEHHUKY TIPEATIPUATUS

PYKOBOJUTEIIO MPEINPUATHS

HAYaJIBHUKY OTJIENIa KaJpOB

r.Oyxranrepy

TOBApHUIILy MO0 paboTe

Bormpoc 5. Kakoii 1okyMeHT HEO0X0IUM ISl TOJTy4YEHHUs 3apab0OTHOM IJIaThl 3a
3a0oseBIIero cynpyra?

pacrucka

CBUJIETEJIHCTBO O Opake

3asBJICHUE U MACHOPT Cynpyra

JIOBEPEHHOCTh

0OBSICHUTEIbHAS 3aIMCKa

3amanue 8.

Bomnpoc 1. Kak Ha3pIiBaeTcs mpoiieaypa 3aniucy CBEICHUI O TOKYMEHTE C
MOCJEAYIOIIUM MTPOCTaBIEHUEM UHAEKCA U 1aThl?

CUCTEMATHU3aLIM



peructpanus

apXUBUPOBAHUE

JOKYMEHTHUPOBaHUE

KaTaJOru3aus

Bormpoc 2. Kak nomkHa oCymecTBIsAThCS MepBUYHAsS 00padO0TKa BXOISAIITUX
JOKYMEHTOB?

B Teuenune cyTtok

B JICHb MOCTYILJICHUS

B TEUCHHE HEAEIH

10 MEpE HAKOIUICHHUS

B 3aBUCUMOCTH OT Ba)KHOCTHU JOKYMEHTA

Bormpoc 3. Kak npon3BoauTcst peructpanus JOKyMEHTOB ?
JELUEHTPAITU30BAaHHO

LHEHTPAIN30BaHHO

BBIOOPOYHO

M0 YKa3aHUIO PYKOBOJIUTEIIA

perucrpanys He NPOU3BOAUTCS

Bomnpoc 4. Kakue 7o0KyMEHTBI OJIEKAT perucrTpauuu’?

BXOJISIIIIUE U UCXOJISIINE

YYETHO-CTATUCTUYECKUE

BXOJSIIIUE, UCXOISIIIINE U BHYTPEHHHUE
OpraHU3alUOHHO-PACIIOPSIIUTEIbHBIE

BCE JJOKYMEHTHI, TPEOYyIOIMe yueTa, UCIIOJIHCHUS U JJATbHEHIIIer0 UCTIOIb30BaHMS B
CIIPAaBOYHBIX LIEJIAX

Bormpoc 5. PeructpaiinoOHHbIA HHIEKC BXOAIIMX U UCXOASAIINX TOKYMEHTOB
BKJIFOYAET:

MOPSAKOBBIA HOMEP B MpeJeax JaHHOU IPyNIbl JOKYMEHTOB
MOPSIIKOBBIA HOMEP U UHJIEKC 10 HOMEHKJIaType Aen™

KJIacCU(PUKATOP KOPPECTIOHIEHTA

JIaTy pErUCTpPaLiU

JlaTa PErucTpaluy U NOpsiAKOBbIA HOMEP

3aganue 9.

Bormpoc 1. Kakas ¢popma peructpanuu JOKyMeHTOB Harbosiee orepaTUBHA U
srbdexTuBHa?

KypHaJIbHas

KapTouHas ™

LEHTpaM30BaHHAas

aBTOMAaTHYECKasl

CMEIlIaHHast



Bomnpoc 2. Kakue 70KyMeHTbI OJIeKAT KOHTPOJIIO UCTIOJHEHUS ?

BCC TOKYMCHTBI
3apPCTUCTPHUPOBAHHBIC TOKYMCHTHI, Tpe6YIOHlI/I€ HUCIIOJITHCHHA
OpraHu3alilMOHHO-PACIIOPAOUTCIIBHBIC

MH(OPMAIMOHHO-CITPABOYHbIE

¢buHaHCOBBIE

Bormpoc 3. Uto Takoe HOMEHKJIaTypa Jaen?

[lepedeHb 3aroJOBKOB [T U CPOKOB UX XPAHCHUS

CIIUCOK BCEX JIEJ, UMEIOLIUXCS Ha NPEITPUATUI

NIepeyveHb JIeJ AJIsl Iepeiadu B apXUB

CIIUCOK 0CO00 Ba)KHBIX JIOKYMEHTOB

CIIPABOYHBIE IAaHHbBIE

Bomnpoc 4. Uem 3aHuMaeTCs 3KCIIEPTHASI KOMUCCHUS TPEATIPUATUSA?
[IpoBepsieT COXpaHHOCTh JOKYMEHTOB

OLICHMBAET CTENEHb CEKPETHOCTH JOKYMEHTOB

IIPOBEPSET MPABUIILHOCTh COCTABIICHUSI IOKYMEHTOB

IIPOBOJUT IKCIIEPTU3Y LIEHHOCTH IOKYMEHTOB

KOHTPOJIUPYET UCIIOJIHEHUE TOKYMEHTOB

Borpoc 5. Uto HeoO6xoaumo crienaTh nepes] caadeii e Ha apXUBHOE XpaHeHHUe?
CTPYIIUPOBATH U MOJIIIUTH JIeIa B MANKU

oQopMUTh 1 onHUcaTh Jeia

COCTaBUTH OIUCH JOKYMEHTOB

CUCTEMATU3UPOBATh U YTOUHUTH TOKYMEHTHI

CKOMHUPOBATh 0CO00 Ba)KHbIE TOKYMEHTHI

3aganue 10.

Borpoc 1. Jlnst yero HeoOxonuma apromatusanus JJOY?

JUTst ToBbIIeHUS A HeKTUBHOCTH Tpyaa pabotHukoB JIOVY, cokparenue
TpyJ03aTpaT Ha IOKYMEHTUPOBAHUE, JIJISl PALIMOHATIU3ALMH IOKYMEHTO000pOTa
JUTsL OCBOOOXKIEHUS pab0OYnX MECT

JUTS1 OCBOOOKIEHUS CEKpETapsi OT BEACHUS TOKYMEHTALUN

JUTsl YHU(DUKAIMY U COKPAIICHHs KOJIMYECTBA JOKyMEHTOB

HET HEOOXOAMMOCTH B aBTOMaTH3alluU

Bonpoc 2. Ha kakux sranax JOKyMEHTAallMOHHOTO OOECIIeYeHus yIpaBICHUs
MPUMEHSIIOTCSI MEXaHU3alUs U aBTOMaTU3aIus?

Ha ATare perucTpalyu 1 Moucka JOKyMEHTOB

Ha dTare SKCIETUIMOHHON 00paOOTKH.

Ha MOJITOTOBUTENILHOM 3Tare (COCTaBIECHUE, KOMMPOBAHKUE, PA3MHOXKEHUE
JIOKYMEHTOB)

Ha 3aKJIFOUUTENIbHOM 3Tarne (Mepenadya Ha apXUBHOE XPaHEHHUE)

Ha BCEX dTamax o0pabOTKH IOKYMEHTOB



Bormpoc 3. OT uero 3aBUCUT COCTaB KOMIUIEKTOB IPUMEHSIEMBIX CPEICTB U
IPOrpaMMHOTro o0ecreyeHus ?

OT KOHKPETHBIX YCJIOBHUH paOOTHI armnapara yrnpaBjieHus ¢ JOKYMEHTaMU

OT 3KOHOMUYECKHX BO3MOKHOCTEN MPEANPUATUS

OT CTENIEHU MOATOTOBKH CIEHUAIUCTOB

OT MPUPOAHBIX YCIOBUI

OT PEKJIaMBI

Borpoc 4. K TeXHUYECKUM CpEJICTBAM COCTABJIEHUS U U3TOTOBIIEHUS TEKCTOBBIX
JIOKYMEHTOB OTHOCSITCS:

rekrorpaduueckue u opceTHbIe MAITUHBI

MUKPOPHIBMBI 1 MUKPODUIIIH

MULIYIIUE MAIIMHBI, TUIIYIIAE U OPTraHU3ALMOHHBIE ABTOMATHI
¢anblieBabHBIC, aAPECOBAIBHBIC, MAPKUPOBAILHBIE MAIITMHbI

KOMIIBIOTEPHI U BBIYUCIUTEIBHBIE MAILIUHBI

Borpoc 5 JlokyMeHT, U3roTOBJICHHBIN Cpe/ICTBAMH BhIUUCIUTEIbHON TexHUKHU (BT),

HCIIOJIB3YETCs Ha TIpaBax:
IO UTHHHUKA

KOITNH

YEPHOBHKA

nyOJIMKaTa

BBIITNCKU

6.2.2. KoHTpoJIbHBIE BONIPOCHI VISl IPOBEAeHNS TEKYILEro KOHTPOJIs

1. VYrpasnenueckas nHOpMaIus: MOHATHUS, TPEOOBAHUS, BUBI.

2. VYnopasieHdyeckass JOKYMEHTalusl: TMOHATHE, Ha3HAaueHWe, oOIas
TUTIOJIOTUYECKAs XapaKTePUCTUKA.

3. ['ocynapcTBeHHass ~ cucTeMa  JOKYMEHTAIIMOHHOTO  OOecreuyeHus
yIpaBICHUS.

4, Cnyx0a JOKYMEHTAI[MOHHOTO obecreueHus YIPABJICHUS
MH(OPMAITMOHHO-OMOJIMOTEYHBIX YUPEXKICHUN.

5. TumnoBble JOKYMEHTBI, PETIAMEHTHPYIOIINE JEATEIbHOCTh CIYXKOBI
JIOV: cocTaB u o011ast XapaKTepUCTUKA.

6. HopmatuBHasi 6a3za JOKYMEHTAIlMOHHOTO OOCCIEUYECHHS YIPABICHUS:
COCTaB U 00I1ast XapaKTePUCTHKA.

7. [enn, 3amaum co3AaHUA, COCTaB YHU(UIHMPOBAHHBIX  CHCTEM
JIOKYMEHTaIUH.

8. Knaccudukanus cucreM qOKyMEHTAIUH.

Q. Knaccudukanus yaupunupoBaHHbIX (HOpPM TOKYMEHTOB.

10. [IpyHLIMIBI TOCTPOEHUS CUCTEM JOKYMEHTALINH.

11. Buael Moaenel noctpoeHus: JOKYMEHTOB.

12, dopmysip-odpaselr: onpeaeneHne, TpeOOBaHMs K TOCTPOEHUIO.



13. Craguu co3nanus YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTAIMH: COCTAaB U
o0111ast XapaKTepUCTHKA.

14, Cucrembl  ympaBl€HYECKOM JOKYMEHTAllMM: COCTaB M oOuas
XapaKTEePUCTHKA.

15. VYrpaBineHUecKue JOKYMEHTBI: COCTaB PEKBU3UTOB, OCOOEHHOCTH
MOCTPOEHUS TEKCTOB U 00111Me TpeOOBaHUS K OPOPMIICHUIO.

16. briaHku TOKYMEHTOB: BH/IbI, 0COOEHHOCTH 0(OPMIICHHUSI.

17, Cucrema opraHu3allMOHHO-TIPABOBOM TOKYMEHTAllUN: Ha3HAYECHHE,
COCTaB, 0COOCHHOCTH CTPYKTYPHI.

18. Cucrema MmIaHOBOM TOKYMEHTAIIUW: Ha3HAYCHHE, COCTAB, 0COOECHHOCTH
CTPYKTYPBHL.

19. Cucrema pacnopsIUTEIbHON TOKYMEHTAMN: Ha3HAYEHHE, COCTaB,
OCOOCHHOCTH CTPYKTYPBI.

20. [ToHsATHE 2JIEKTPOHHBIA TOKYMEHTOO0OPOT

21. CucTeMBI 2JIEKTPOHHOTO JTOKYMEHTO000pOTa

22. DneKkTpoHHAs MOJIKCH U AIEKTPOHHBIE CPENICTBA 3AIIUTHI HH(MDOPMAITUU

6.2.3. TemaTnka 3cce, pepepaToB, Npe3eHTANNH

1. Ynpa
BJIeHUYeCKasd HHPOopMalus B UH(DOPMAIMOHHO- OMOJMOTEUHOM YUYPEXKICHUHU:
COCTaB, CTPYKTYpa, 0COOEHHOCTH (PYHKIIMOHUPOBAHHUS.

2. VYpa
BJIEHYECKUE JOKYMEHTHI B MH()OPMALIMOHHO- OMOJIMOTEYHOM YUPEKACHUU:
COCTaB, CTPYKTypa, 0COOCHHOCTH (hYHKITMOHUPOBAHUS.

3. T'ocy
JApCTBEHHAs! CUCTEMA JOKYMEHTAIIMOHHOTO 00€CTICUeHUs YIPaBIICHUS.

4, Hopm
aTUBHO- METOJMYECKas 0a3a JOKyMEHTAI[MOHHOTO 00ECTICUeHUSI YITPaBICHHUSI.

5. Cyx

0a TOKYMEHTAIlMOHHOTO 00ECIIeueHus YIIPaBICHUS B CTPYKTYpE
MH(OPMAIMOHHO- OMOJIMOTEYHOTO YUPEKICHUSI.

6. Texn
OJIOTHUSI CO3/IaHUsl TOKYMEHTOB. PETIAMEHTUPYIOLIUX JIEATEIbHOCTh CITYKObI
JOYVY B unhopmManmoHHO- OMOIMOTEUHOM YUPEKICHHH.

1. Moge
JUPOBAHHUE YIIPABICHYCCKUX JOKYMEHTOB.

8. Cpas
HUTEIJIbHAS XapaKTePUCTHKA CHCTEM YIPABICHUSCKON JTOKYMCHTAIIHH.

9. Hcca

€I0BaHKE CTPYKTYPHI TEKCTOB YMPABICHYECKUX JOKYMEHTOB,
GYHKIMOHUPYIOMKX B MHPOPMAITMOHHO- OMOIMOTEYHOM YUPEKICHUH.



10.

11.

12.

13.

14,

15.

=

w

14,
15.

16.
17,

18.
19.
20.

Yuuod
UIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH.

Yuud
UIMPOBaHHAs CUCTEMA OPraHU3alMOHHO- PACTIOPSIUTEIHLHON TOKYMEHTAIIUH.

Yuud
UIMPOBaHHAs CUCTEMA JIOKYMEHTAIIUH 110 TPYAY.

TexH
OJIOTHSI TIOJTOTOBKH TEKCTOBBIX JOKYMEHTOB.

Opra
HU3AMMs TOKYMEHTO000poTa B MH()OPMAITMOHHO- OMOJIMOTEYHOM yUPEKICHHUH.

Dnek

TPOHHAsI CUCTEMA YIPABIEHUS TOKYMEHTOOOOPOTOM.

6.2.4. Bonpocsl K 3a4eTy 0 TUCHUILTHHE

VYnpasiendyeckass ”HPopMaIus: MOHATUS, TPEOOBAHUS, BUIBL.

VYnpasneHnueckas JOKYMEHTaIUS: HOHSTHE, Ha3Ha4YCeHHUE, oOmast
TUIIOJIOTUYECKAsl XapaKTEepPUCTHKA.

['ocynapcTBeHHas cuctemMa J0KyMEHTAllMOHHOTO 00eCcIIeYeH sl yIPaBIeHUsI.
Cnyx0a IOKYMEHTAlHOHHOTO OOECHEe4YeHHs] YIpaBieHUs HHPOPMALUOHHO-
OMOIMOTEYHBIX YUPEKICHUH.

TunoBele [TOKYMEHTBI, PErIAMEHTUPYIOIIUE JAESITeNbHOCTh Ciayx0bsl JIOV:
COCTaB M 00IIasi XapaKTePUCTUKA.

HopmatuBHas 06a3a JOKYMEHTAILIMOHHOIO OOECIIEUEHUs YIPaBJICHUS: COCTAB U
oO111ast XapaKTEepUCTHUKA.

[enu, 3agaun co3gaHusi, COCTaB YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTAIUH.
Knaccudukanus cuctem 10OKyMEHTaLUU.

Knaccudukanus yaupunupoBaHHbIX (HOpM TOKYMEHTOB.

[TpyHLIMIIBI TOCTPOEHUS CUCTEM JOKYMEHTAIUH.

Buibl Mmoaenel nocTpoeHus: TOKYMEHTOB.

dopmysip-odpaszel: onpeaeneHue, TpedoBaHus K MOCTPOCHHUIO.

Craguu co3fgaHus YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTALMU: COCTaB U o0IIast
XapaKTEePUCTHKA.

Cucrembl yrpaBlIeHYECKON JOKYMEHTAIIMK: COCTaB U 0011as XapaKTepUCTHKA.
VYrpaBineHUeCKHUE TOKYMEHTBI: COCTaB PEKBU3UTOB, OCOOCHHOCTH IMOCTPOCHUS
TEKCTOB U 001111e TpeOOBaHUS K 0(DOPMIICHHUIO.

briaHKkM TOKyMEHTOB: BUJIbI, 0COOEHHOCTH O(OPMIICHHUS.

Cucrema opranu3aliMOHHO-TIPaBOBOM TIOKYMEHTAllMU: Ha3HAYE€HHE, COCTAB,
OCOOEHHOCTH CTPYKTYPBI.

[ToHsiTHE AIIEKTPOHHBIN TOKYMEHTOOOOPOT

CucTteMbl 3IEKTPOHHOTO JOKYMEHTO000pOoTa

DNeKTpOHHAs MOJIUCH U ANEKTPOHHBIE CPECTBA 3aLIUTHI HHPOPMAIIH
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7. Y4eOHO-MeTOAMYECKOEe U MH(OPMAIIHOHHOE 0OecneyeHne JUCIUILTHHbI

7.1. OcHOoBHas JIUTEpPAaTYypa:

JlokyMeHTaIlMOHHOE O0OecreueHne yrpaBieHUs: OHOIMOTEeUHO-UH(DOPMAITMOHHON
NesATEIBLHOCTBIO : yueOHOe ocooue ais 6akanaBpoB / aBT.-cocT. A.C. PymsHiesa ;
M-Bo kyneTypbl Poc. ®@enepanuu ;OpioB. TOC. UH-T UCKYCCTB U KYJbTYpbl. —
Open : OpnoBckuil rOCyAapCTBEHHbI MHCTUTYT MCKYCCTB M KylbTypbl, 2015. —
180 C. — Pexum JOCTyTa: 10 IMOIUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=439357 (mata obparieHus:
15.07.2019). — TeKCT : 3JCKTPOHHBIH.

. ltpatHukoBa, A. B.JloKyMeHTallMOHHOE OOecreYeHue yIpaBi€HUS B

OUOIMOTEYHO-MHPOPMAIIIOHHON IEATEIBHOCTH : y4eOHO-METOUYECKOE MOCoOue
/ A. B. llltpatauxoBa ; M-Bo kynbsTypsl Poc. @eneparun ; KI'MK. — Kpacnonap,
2018. — 129 c. — TekcrT : HEMOCPEICTBEHHBIA.

. JIOKyMeHTOBeIeHHE : YYEOHUK U MPAKTUKYM JUJISl aKaJieMUYecKoro OakainaBpuara /

non pen. JI. A. Jloponunoii. — Mocksa :fOpaiit, 2016. — 308 c. — (bakamasp.
Axkanemuueckuit Kypc). — TeKCT : HemocpeCTBEHHBIH.

7.2. J10nI0JIHUTEJIbHAS JINTEPATYpA:

. ApacnanoBa, B. A. JlokymeHTallMoHHOE oOOecledYeHHuEe yIpaBiICHUsS : Y4eOHO-

npaktuyeckoe nocooue / B. A. ApacnanoBa. — Mocksa : Jlupekr-Menua, 2013. —
240 c. — Pexxum pocryna: mo moanucke. — URL: http://biblioclub.ru/index.php?
page=book&1d=137706 (mata obpamenus: 15.07.2019). — TekcT : 3AEKTPOHHBIH.

. Hoponuna, JI. A. Opranuzanus U TEXHOJOTHS JOKYMEHTAITHOHHOTO 00eCIIeUeHUS

yopaBieHus : y4eOHUK W npaktukym s ByzoB/ JI. A. JlopoHuHa,
B. C. UputukoBa. — Mocksa : M3garensctBo FOpaiit, 2022. — 233 c.

. Kopnees, WU. K. JlokyMeHTaUMOHHOE OOECHEYeHUE YIpPaBICHUS : YYEOHUK U

NpPaKTUKyM i cpeaHero mnpodeccuonansHoro ooOpaszoanusi / U. K. Kophees,
A. B. Ilmenko, B. A. MamypueB. — 2-e¢ wu3za., mepepab. m gorm. — Mocksa :
N3natensctBo FOpaiit, 2022. — 384 c.

. Ky3Henos, N. H. JJokyMeHTalmOHHOE obecricueHue YIIPaBJICHUS.

JIOKyMEHTOOOOPOT W JCIIONPOU3BOJCTBO : yU4ECOHUK M TPAKTUKYM JJs BY30B /

. H. Ky3nenoB. — 3-¢ u3j., nepepad. u gorn. — Mocksa : M3narensctBo FOpaiir,
2022. — 461 c.

7.3. Ilepuoanyeckue u3IaHus

. JlenonpousBoacTBo

. Cekperapckoe 1eno

. bubnunorekoBencHue

. [IpoOneMbI TEOPUH M PAKTHKHU yIIPABIICHUS
. CoBpemeHHas 6ubmuoTeka

. Crangaptel u kauecTBO (DBC «YBO»)



7.4. UnTepHeT-pecypcehl
1. www.consuitant.ru CnpaBounast npaBoBas cuctema «Koncymnprantllmtocy.

2. CnpaBouHas cucreMa «l'apanT.

7.5. MeToauuecKkue yKa3aHusl 1 MAaTEPUAJIbI 110 BUJAAM 3aHATHH

[IpencraBnenre  ydyeGHOro  MaTepuana  LEIecOOOpa3HO  MOCPEICTBOM
ONTUMAJIBHOTO COYETAHUS TPAAULMOHHBIX (MPOOJIEMHBIE JEKIUU, TEeMaTHYECKUE
CEMHHAPCKHUE U TMPAKTUYECKHE 3aHATHUS) M aKTUBHBIX (JEJIOBBIE U POJIEBBIE HIPHI,
pa300p KOHKPETHBIX CHUTYyalllii, MHOTOILIAHOBbIE CHUTYAaI[MOHHBIC 3a7aud, TPEHUHTH,
«MO3TOBBIE€ IITYPMBI», JMCKYCCHUW, WHAMBUAYAJIbHbIE U KOJUICKTUBHBIC 3aJlaHUS
MOMCKOBO — UCCJIEIOBATENICKOTO XapakTepa u Ap.) Gopm o0yueHusl.

B kauecTBe NPOMEXKYTOUYHBIX CPEJICTB OLIEHKH YCBOEHHS Kypca BO3MOXKHO
OPUMEHEHHUE TECTOBOIO KOHTpOJIA (T€MaTH4YEeCKHME U aHAJIUTUYECKUE TECTHI,
TECTOBbIE 3aJJaHMsI) B TPAAULIMOHHON U KOMITBIOTEPHOU (hopMax.

7.6. IlporpammHoe o0ecrieyeHue
[MperonaBanvie AUCIUILUIAH 00ECHICUMBACTCS CIEAYIOUMMH TPOTPAMMHBIMU
npoaykramu: ornepanuonssie cucteMbl — WindowsXP,Windows10; maker nmpukiia HbIx
nporpamm MS Office 2010; cnpaBouHo-npaBoOBbIe cucTeMbl- KOHCYnbTaHT + , ["apaHT.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
AN CIUITJINHBI

[IpenosaBanue NUCUUILIMHBL B By3€ OOECIIEUEHO HAIMYUEM ayJIUTOPHUM (B TOM
Yyucie 000pyI0BaHHBIX MPOCKIIMOHHONW TEXHUKOM) JIJIsl BCEX BUIOB 3aHITHIA.

JICHCTBYIOT ~ KOMIIBIOTEPHBIE  KJIAcChl C  JIMIEH3MOHHBIM  TPOTPaMMHBIM
obecnieuenueM. Mimerotcst pabourie MecTa ¢ BEIXOA0M B THTEpHET [Isl caMOCTOSATEIbHON
paboTHI.

Bce xommbroTepHBIE KJIACCHl MOAKIIOYECHBI K JIOKAJbHOM CETH By3a M HMEIOT
BBIXOJI B HMHTEPHET, B HAaJMYWU CTAllMOHAPHOE MYJIbTUMEIUHHOE 000pyJ0BaHKE
(mpoekTop+ 3KpaH), BO3MOXKHO MPOBEICHUE 3aHATUN Ha 0a3ze My3es By3a (TadlaHelb,
9KpaH, MMPOCKTOP).

OOy4aronuecs Mmojab3yrTCs

- BY30BCKOI OMOIIMOTEKOM C 3JIEKTPOHHBIM YHTAJIHHBIM 3aJI0M;

- yueOHUKaMU ¥ y4eOHBIMU [TOCOOUSIMU;

- ayJM0 U BUJEO MaTepuajIamu.

Bcee MIOMEILEHUS COOTBETCTBYIOT  TpeOOBaHUAM CaHUTAPHOTO U
IPOTUBOIIOKAPHOTO HAA30pA.



I[OHOJIHCHI/IH U U3MCHCHUHA

K padoyeil nporpaMmme y4eOHO JUCHUIINHBI (MOXYJIs1)
Ha 2024-2025 yu4. roa

B pabouyro mnporpamMmy ydeOHOM JUCIUIUIMHBI BHOCATCS —CIIEIYIOUINE
U3MEHEHHUS:

o JOTIOJIHEH CIIMCOK OCHOBHOU U JIONIOJIHUTEIBHOM JINTEPATYPHI;

o pacmdpeH TmepeueHb 0a3 MaHHbIX W WHGOPMAIMOHHO-TIOMCKOBBIX
CUCTEM;

o JOTIOJTHUTEJIBHO BHECEHBI IUIAHBl CEMUHAPCKUX 3aHATHH B pazjel
"JIOKyMEHTUPOBAHHUE YPABICHUYECKOU I€ITEIbHOCTH"

o 700aBIIEHBI TECTHI IO TUCHHUIIIINHE

JlorosHeHUsT W UW3MEHEHHs K palbouedl MporpaMMe pacCMOTPEHBI U
PEKOMEHI0OBaHbI HA 3aceTaHnH Kaeapbl

(HanMeHOBaHHe)

[Ipotokon Ne_ oT «__ » 2024 r.

3aBenytrouuii kadenpoit

/ / /

(HaumeHoBaHUE Kadeapol) (moxmuce) (®.1.0.) (mara)




