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1. TlosicHUTEIBLHAA 3ANMNCKA

1.1. llens n 3aga4n JUCIIATLINHEI

Pabouas mporpamma y4eOHOM OUCHMIUIMHBI SBISETCS YacThio  00pa3oBaTeNbHOU
nporpamMmsbl OakaiiaBpuara o HampasiaeHuto noaroropku @I'OC BO 38.03.02 «MeHemkMeHT».
[lenn oOcBoeHHMS TUCHMIUIMHBI:  (OPMHPOBAHUE IIEJIOCTHOTO TPEACTABICHUS O

COBPEMEHHOM JIEJIOIPOM3BOJICTBE KAaK OCHOBE JOKYMEHTAL[MOHHOIO O0ECHEeYeHUs YIpaBlICHHUS,;
o0ecrieyeHne KOMIUIEKCA 3HaHUH B cdepe JOKYMEHTOBEICHHS, pa3BUTHE MPAKTUYECKUX HABBIKOB

JOKYMEHTUPOBaHUS.
3aaui OCBOEHMSI IUCLUIUIUHBIL:

-03HAKOMJICHHE C COBPEMEHHOW CHUCTEMOW W TpaBWwiIaMu (UKCAIMH, PETHCTpaluHd, Y4Yera,

oOMeHa U XpaHeHUs! HH()OpMaIIHH;

-co craHgaptaMu opopMIIeHUS JOKYMEHTOB U TEKCTOBBIX paboT; ¢ o0ecrieueHneM MUPKYIISIIAH

JAOKYMCHTOB U UX COXPAHHOCTH,

'q)OpMI/IpOBaHI/Ie IMMPEACTABJICHUA O POJIM U 3HAYUMOCTHU JOKYMCHTA B CUCTEMC YIIPABJICHUAA, 00

YHI/I(l)I/IKaI_II/II/I " CTaHAapTU3allhuU KaK OCHOBHOM HAIIPpAaBJICHHU B COBECPIICHCTBOBAHNU NOKYMCHTOB;,

-00 OCHOBHBIX YHI/I(l)I/II_[I/IPOBaHHLIX CUCTCMAX HOOKYMCHTAIUU, IMPUMCHSACMBIX B Poccuiickoit

denepauny;

-obecrieueHue 3HAHMM M TNPAKTUYECKUX YMEHHUH B 00JacTH COCTaBI€HUS U OGOpMIICHUS
OCHOBHBIX BHUJOB JOKYMEHTAI[MH, COCTaBJSIOLIMX OCHOBY YIPaBIEHUS pabOTON MpennpusiThs

(opranuzanun).

1.2. IlepeueHs TIaHUPYEMBIX PE3YIBTATOB OOYUECHHS IO TUCIUTUINHE,

Komnerenuus HNuaukaropsl PesyabTarsl 00yueHust
(xon u KOMIIeTEeHIM I

HauMEHOBAaHHE) (KoJ1 1 HAaMEHOBaHUE)
[K-2  Cnocoben | [IK- 2.1 Ocymecrsisier | 3HaTh:
PETTIaMEHTHPOBATh | cOop uMHPOpPMAIUU O — OCHOBHBIC TIOHATHS JOKYMEHTAIIUOHHOTO
IIPOLECCHI nporecce oOecrneyeHust yrpaBiIeHus;
Opa3eIICHNI noJpa3aciIiCHUs — OCHOBHBIE 3aKOHOIATECIbHBIC Hu
OpraHu3aIu OpraHM3alyy ¢ LEeIbI | HOpMaTHBHEIC akThl B oOactu JIOY;

pa3paboTKu periaMeHTa
JAHHOTO Ipolecca

YMerTs:

- 0popMIIATH JIOKYMEHTALUIO B
COOTBETCTBUHM C HOPMAaTHUBHOU 0a30ii, MCTIONB3ys
MHPOPMALIMOHHBIE TEXHOJOTMH M  CpPEACTBa
OpPI'TEXHUKH;

—  HCIONb30BaTh  YHU(UIIMPOBAHHBIE




CHUCTEMBI IOKYMEHTAIINH;
Baaners:

- MOHATUITHO-KaTeropraibHbIM
arrapaToM JIeJI0NPOU3BOJICTBA;

IIK-2.2 O6Gecneuyusaer | 3HaTH:
pa3paboTKy u —  menw, 3aJa4yd = M [PUHIUIIBI
YCOBEPIICHCTBOBAHUE JIOKYMEHTAIMOHHOTO 00ECTICUCHUS yIIPABICHHUS;
periamMeHTa  mporecca | YMeTb:
MO/Ipa3IeIICHUS — pemiatb COI[AJIbHBIE pOOIIeMBI
OpraHH3alIiH TPYJIOBOTO KOJJIEKTHBA,
Bmanets:
- HaBBIKAMU TPHUMEHSATH U HCIIOJIH30BAThH
KOMIIBIOTEp  JII1  PEIICHUs  3aJa4  OOIIero
Ha3Ha4YeHWs (Co3MaHue W PEIAKTUPOBAHHE
TEKCTOBBIX JJOKYMEHTOB Pa3JINYHOMN CIOKHOCTH);
I[1IK-2.3  Bpoaur B | 3Harhb:
JICHCTBHE periaamMeHT — CHCTEMBI JIOKYMEHTAIMOHHOTO
nporecca oOecrieyeHust yIpaBiIeHUs;
oJIpa3/IeIICHUs — TpeOOBaHHMSA K  COCTABICHHIO U
OpraHHU3aIiH O0(OPMIICHHIO PA3JIMYHBIX BUJIOB JIOKYMEHTOB;

- COBpPEMECHHBIC UH(POPMAIIMOHHBIC
TEXHOJIOTUU CO3JIaHMSI JIOKYMEHTOB u
aBTOMATHU3AIMH TOKYMEHTO000POTa;

YMmers:
—  OCYUIECTBJISITh ~ XpPaHEHHWE, IOUCK
JIOKYMEHTOB;
Bnaners:
— — HaBbIKaMU O(OPMIICHHUS OCHOBHBIX BHIOB
JIOKYMEHTOB
[IK-2.4 Ocymecraiuser | 3HaTh:
KOHTPOJb  BBIMOJIHEHUS — 001IMe mpaBuiia OpraHu3aIi PaboOThI C
pernamMeHTa  mpolecca | JOKyMEHTAMH;
MOJpa3IeICHUs YMers:
opranmu3anvn — HCIIOJIB30BaTh TCICKOMMYHHUKAIITMOHHBIC

TEXHOJIOTHH B DJIEKTPOHHOM JIOKYMEHTO000POTE;
Braaners:
- IpueMamMu MpoeCCUOHANILHOTO, B TOM YUCIE U
[IeIarOTMYECKOr0 OOIIEHUS

- WCTOJIb30BaTh MPHOOPETCHHBIC 3HAHUS U
YMEHHS B IPAKTUYECKOU €SI TETBHOCTH.




1.3. MecTo IMCHMIUIMHBI B CTPYKTYpe 00pa30BaTeIbHON MpOrpaMMBbl

Jucunmmna «/lokymeHTanmoHHoe oOecrieueHue yInpaBICHHUS», OTHOCUTCS K 3JICKTHBHBIM
JUCUUIUIMHAM 4acTH OJIoKa JMCHMIUIMH, (QOpPMHUpPYEMOH Yy4YacTHHKaMH 00pa3oBaTeNbHBIX
OTHOLIEHUH y4yeOHOro IJIaHa.

N3ydyenuto IUCHMIUIMHBI «/[OKyMEHTannOHHOE O00eCHeYeHUE YIPABICHHSA» IMPEAIIECTBYET
U3y4deHue cleayromux qucuuiul: «Teopus opranuszanun», «VcTopus ynpaBieHYECKONH MBICIN,
«YTIpaBlICHHE YEIIOBEYECKUMHU PECYPCAMM».

B pesynpTare OCBOCHHS IUCHHUILIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHHS U BIAJCHHUS,
HEOOXOMMBIE ISl M3YYEHHsI CICAYIOMNX TUCHUIUIMH: «YTIPaBICHUE MPOSKTaMU», «YIpaBIcHHE
MapKETUHTOM.

2. CTpyKTYypa 1M CHUIIIIMHBI

st ounoii popmbl 00yuenust Hadop 2024
OO0mmast TpyA0EMKOCTh JUCIUIUIMHBI COCTaBIsAeT 3 3aueTHbIe enuHulbl, 108 1., B TOM ymcie
KOHTaKkTHasi pabora oOywaromuxcs ¢ mnpenojaBateneM 42 4, camocrosiTelbHas paborta
oOydaromuxcs 66 .

Buabl yueOHoii padoThI (B yacax) DopMbI
Paznen TeKylIero
Ne JAMCHUTITHHBI o KOHTPOJIst
n/n 5 ycrneBaeMocTH
g | Jexuun IIpakr | camoctosi | Ilpome ®opma
S HYeCKH | TeldbHas | KYTOY | ,0oovenvroumno
¢ padora Has i aTTecTanumn
3aHATH aTTecT
s anus
Tema 1. JlokyMeHT ® 1 2 4 CobGecenoBanmue,
1 | cucrtembl JOKyMEHTAIUH. 8 o0cyxJieHne
JIOKJIA/IOB
Tema 2. TpeGoBanus K 1 2 4 bnun-onpoc,
COCTaBJICHUIO U o0cyxJieHne
2 | obopmiteHUIO 8 JIOKJIaJIOB
YIPABJIECHYECKOU
JTOKYMEHTAITHH.
3 Tema 3. OpraHuzannoHHBIE 8 1 2 4 baun-onpoc
JOKYMEHTHI.
Tema 4. PacnopsiaurenbHbie 1 2 6 baun-onpoc
4 | noKyMeHTEI. 8
Tema 5. CrnpaBouHo- 2 2 6 baun-onpoc
5 | uH(DOpMaIIOHHBIE 8
JOKYMEHTBI.
Tema 6. JlemoBkie Hu 2 2 6 bnui-onpoc
KOMMepYecKHe MUChMa:
6 | kmaccudukanus, crpykrypa, | 8
CTHITB.
Tema 7. JlokyMeHTBI TIO 1 2 6 brui-onpoc
7 | mmaHOMY COCTaBYy. 8




Tema 8. Opraauzanuu 2 2 6 brui-onpoc
JOKYMEHTO000pOoTA.
8 Peructpanuss u  KOHTpOJIb 3
HCIIOJIHEHUS JIOKyMEHTOB
Opranuzanus
JTIOKYMEHT0000pOTA.
Tema 0. PaGora c 2 2 6 brut-onpoc
JOKYMEHTaMH,
9 | comepxamuMu 8
KOH(UICHIIMAIbHBIC
CBEJICHMUSL.
10 Tema 10. Homenknatypa aen. 8 2 2 6 bnui-onpoc
Tema 11. dopMupoBanue aen 2 2 6 bnum-onpoc
11 |y ux XpaHeHUE. 8
Tema 12. IT-rexHonorun Ha 1 2 6 brut-omnpoc,
CIIy’)KO€  JTOKYMEHTAJIBHOTO 00CyXIIeHHUE
12 | obecrieyeHust JESITEIHLHOCTH | 8 pedeparos, Tect
OpraHH3alliH.
3auer 8 - - - -
Bcero 18 24 66
J1st ouHO0-3204HOM dopMbl 00ydyeHus: Habop 2024
OO6mast TpyA0EMKOCTh JUCIUTUINHBI COCTaBIsAeT 3 3aueTHbIe enuHulbl, 108 1., B TOM umcie
KOHTaKkTHas pabora oOywarommxcs C TmpernojaBaTeneM 24 4, caMmocTosTenbHas padora
oOygaromuxcs 84 4.
Buabl yuedHoii padorsl (B yacax) DopmMbl
Paznen TeKylIero
Ne AUCIHUILIMHBI o KOHTPOJIS
n/n 5 ycrneBaeMocTH
asa gJexkuuu | Ipaxkr | camocros | Ilpome ®opma
S HYECKHU | TeJbHAsl | KYTOY NPOMEsKYTOUHO
€ pabora Hast M aTTecTaluu
3aHATH aTTecT
| anus
Tema 1. JlokyMeHT Wu 0,5 1 6 CobecenoBanue,
1 | cucremMbl JOKyMEHTAIMH. 9 o0cyxJieHne
JIOKJIa/IOB
Tema 2. TpeOGoBaHus K 0,5 1 6 baun-omnpoc,
COCTaBJICHUIO U oOcyXeHue
2 | obopmIeHUIO 9 JIOKJIAJIOB
YIpaBJIEHYECKOMN
JOKYMEHTAIIH.
3 Tema 3. OpraHu3zanuoHHBIC 9 0,5 1 6 brut-ompoc
JTIOKYMEHTBI.
Tema 4. PacnopsiaurenbHbie 0,5 1 8 bmut-ornpoc
4 | JOKYMEHTSI. 9
Tema 5. CnpaBouHo- 1 1 8 brui-onpoc
5 | un(opMaIOHHBIE 9

JOKYMCHTBI.




Tema 6. JlenoBble u 1 1 8 brum-onpoc
KOMMEpYECKHe MUChMa:
6 | knaccudukanus, crpykrypa, | 9
CTHITb.
Tema 7. JlokyMeHTBI TIO 1 1 8 bnuu-onpoc
7| nmmunrOMY cocTaBy. 9
Tema 8.  Opranuzanuu 1 1 8 baui-onpoc
JOKYMEHTO000pOTA.
8 Peructpanuss ¥ KOHTpOJIb 9
UCTIOJTHEHUS JIOKYMEHTOB
Opranuzanus
JOKYMEHTO000pOTA.
Tema 0. Pabora c 1 1 8 brut-onpoc
JTOKYMECHTaMH,
9 | comepxamuMu 9
KOH(HICHIMATbHBIE
CBEJICHHSI.
10 Tema 10. Homenknarypa nenn. 9 1 1 8 bnui-onpoc
Tema 11. ®opMupoBanue aen 1 2 6 bnui-onpoc
11 | yux XpaHeHUE. 9
Tema 12. IT-texHosiorun Ha 1 2 4 bnui-onpoc,
cnyx0e  JOKYMEHTAJIBHOTO 00CYyXKICHHE
12 | obGecrieyeHuss JesATEABHOCTH | 9 pedepartos, Tect
OpraHH3aIlHH.
3auer 9 - - - -
Bcero 9 10 14 84

3. Conep:kanue ITMCHUTLIHHBI.
Tema 1. JIoOKyMeHT M CHCTEMbI JOKYMEHTAIUU

JIOKyMEHT W cuCTeMbl JOKyMeHTauuu. Poib JOKyMEeHTa B  yNpaBICHUECKOH
nesTenbHOCTH. ColepkaHue IMOHATHI «IOKYMEHT», «IOKyMEHTHpOBaHHE». J[oOKymeHT
KaKk crnoco0 (¢ukcanuyu ynpapieHYecKod HMHGOpMAlMM M HHCTPYMEHT YIPaBJICHHUS.
Oyukuuu  JokymeHTta.  Krnaccudukamuss — ngokymeHtoB.  Ilonstue — «cucrema
JokyMeHTanuu». OcHOBaHUS KjIacCU(UKALUKW CUCTEM JoKyMeHTauuu. CHCTeMbl
yIpaBJIeHYECKOI TOKyMEHTAalUU. Y HU(PHUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

Tema 2. TpeOoBaHusi K COCTaBJeHHI0 M O(QOPMIICHHIO YINPaBJICHYECKOMH
AOKYMEHTAIlUH

TpeboBaHusi K COCTaBICHHI0O U OG(OPMIIEHUIO  YIPABIEHYECKOW JOKYMEHTAIUH.
HopMaTuBHBIE TOKYMEHTHI MO JOKYMEHTAIIMOHHOMY OOeCHedeHHI0 ympasiieHus. Enunas
TlNocynapcrBennast Cuctema nenonpousBoactsa /EI'CJl/, Enunas I'ocynapcrBennas Cucrema

JNOKyMeHTarmonHoro obecneuenus ympasinenuss /EI'CHOY/. TumoBast HMHCTPYKIHS 10
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JIeNIOTIPOU3BOICTBY B (peiepalbHBIX OpraHax HCIIOJHUTENBbHONW BiacTu. ['ocynapcTBeHHBIE

CTaHJApTHl 10 JOKYMEHTHPOBAaHMIO ympaBieHueckor pnesterabHocTH. ['OCT 6.30-2003
«YHUPUIMPOBAHHBIE CHUCTEMBI JOKYMEHTALIUH. Cucrema OpPraHHU3alOHHO-
pacropsauTenbHON JOKyMeHTanuu. TpedoBaHus K 0(hOPMIICHUIO TOKYMEHTOBY. DopMyItsip-
oOpaser; mokymeHnTta. CoCTaB W pacrloJOKEHUE PEKBU3HTOB. TpeOoBaHme K O(OPMIICHHIO
peKBU3UTOB. Busipl G1aHKOB.

Tema 3. Opranu3anuoHHbIe JOKYMEHTbI

OpranuzanyoHHble JOKyMeHTbl OCHOBHOE Ha3HAY€HHWE OpPraHU3allMOHHBIX JIOKYMEHTOB.
OOmue XxapakTepHble 4YEepTbl OpPraHU3allMOHHBIX JOKYMEHTOB. CTpyKTypa TeEKCTa,
COJIEp’)KaHUE PEKBU3UTOB OCHOBHBIX OPraHM3alMOHHBIX JOKYMEHTOB: IIOJIOKECHHUS, yCTaBa,
UHCTPYKLIMH, IPOTOKOJIA, KOHTPAKTa (J0roBopa).

Tema 4. PacnopsiaureibHbIe JOKYMEHTBI

Pacniopsiutenbubie JIOKYMEHTHI. IOpuanueckue OCHOBaHUs BO3HUKHOBEHUS
pacropsauTeNbHbIX JOKYMEHTOB. M3/1aHue pacnopsauTeabHbIX TOKYMEHTOB. OcoOeHHOCTH
HOJArOTOBKM W O(OPMJIEHHS OTHENBHBIX BHJIOB JOKYMEHTOB: IpHUKa3 110 OCHOBHOM
JeSITENIbHOCTH, PaclopsbKEHUE, pelIeHHe, yKa3aHue.

Tema 5. CipaBo4Ho- HH()OPMALIMOHBbIE JOKYMEHTBbI

CripaBo4HO-UH(OPMAIIMOHHBIE JIOKYMEHTBI: JIOKJIaJHasl 3alucKa, ClIy)XeOHas 3aIrucka,
CIpaBKa, OOBSCHHUTENbHAs 3alKCKa, akKT, TeledOoHOrpaMMa, pPACIUCKa, JOBEPEHHOCTH,
tenerpamma, (axkc, monem. PexBu3uThl 10KyMeHTOB. IlpaBuia cocTaBiieHUs TeKcTa
CIPaBOYHO-UH(OPMALIMOHHBIX TOKYMEHTOB

Tema 6. /le10BbIe H KOMMEpPYeCKHe MUCbMA: KIACCH(PUKALHA, CTPYKTYPa, CTHIb
JlenoBble 1 KOMMepUYeCcKHe MUChMa: Kiaccu(uKaus, CTpykTypa, cTuilb. OYHKIUHU J1€TI0BOTO
U KOMMEpPYECKOro TMHChbMa: CpEeACTBa KOMMYHHMKALMU, PETPaHCISALMH HHPOpMaluy,
yBegomiienne o yeM-inbo. Kimaccudukamnus nucem. OcoOEHHOCTH COCTaBICHUS. PEKBU3UTHI
nenoBoro nucbMa. OCHOBHbIE MPUHIMIBI U NpPaBUJIA COCTaBJIEHHUS TEKCTa CIY>KEOHOIo
nuchMa. SI3bIK M CTHIIB Ae10BOM nepenucku. [IpaBuna u opMbl KOMMEPUECKOH MEPEUCKH C
3apyOeKHBIMU MTAPTHEPAMH.

Tema 7. JIoOKyMeHTBI 110 TUYHOMY COCTABY

JIOKyMEHTBl MO JUYHOMY COCTaBy. JIOKYMEHTBI JMYHOTO MPOUCXOXACHUS; 3asBIICHHE,
aBTOOMOrpadus, pesoMe, pacnucka. Buibl TOKYMEHTOB IO JIMYHOMY COCTaBY: TPYAOBOIi
JIOTOBOP, MPHUKA3 [0 JIUYHOMY COCTaBy, TPYJAOBasl KHUXKKA, JIMYHOE AEJI0, JIUYHAs KapTOUuKa
T-2, xapakrepuctuka, n ap. OCHOBHBIE IpaBUJa COCTABIEHUS JOKYMEHTOB IO JUYHOMY
COCTaBy

Tema 8. Opranmszanum AoKyMeHT0000poTa. Permcrpamusi ¥ KOHTPOJb HMCHOJHEHHS

AoKyMeHTOB Opranusanus 10KyMeHTO000poTa.
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Perucrpanuss W KOHTPOJb UCIONHEHUS JOKYMEHTOB. [loHATHE «IOKyMEHTOOOOPOTY.

[TpuHunsl fokyMeHTOo00O0pOTa. [lopsnok MpOXoKAeHNs BXOIAIIUX JOKYMEHTOB. [lopsaok
IIPOXOXKACHUS UCXOIAIMX JOKYMEHTOB. [Iopsanok mpoxoxaeHHus: BHYTPEHHUX JTOKYMEHTOB.
Peructpanuss 1OKyMEHTOB B JKypHaJax M PpPErUCTPAalMOHHBIX Kaproukax. Ilonsrue
MHJCKCAlUM JTOKYMEHTOB. DOpMBI KOHTPOJISI 3a MCIIOJIHEHUEM JOKYMEHTOB. KoHTpoib 3a
KAaueCTBOM HCIIOJIHEHUsI JOKYMEHTOB. KOHTpOJb IO CpOKaM HCIOJHEHMS IOKYMEHTOB.
Mertonbl U HopMBl 1€T0IPOU3BOACTBEHHOIO KOHTPOJIS B opraHax ynpasieHus. O6o01eHue
JAHHBIX 00 MCIIOJHEHUHU IOKYMEHTOB.

Tema 9. PaGoTa ¢ JoKyMeHTaMH, COAEPKANMMH KOH(PHUICHIIHAIbHbIE CBeleHUS

PaGota ¢ moxkyMmMeHTamM, COAEp)KallMMU KOHQHUAECHUMAIbHbIE CcBeAeHus. DenepanbHbIi
3akoH «O KomMepueckoil TaifHe». [IpaBmiia CeKpeTHOCTH M COOMIOJIEHHS] KOMMEPUYECKOil
taiiHbpl. [Ipeamer kommepueckoil TaiiHbl. JIBa Onoka KT: mpomsbliuieHHas U JeioBas
uHpopmanus. KoHuneHMambHbIE CBEACHUS: WJCH, M300pETCHHS, OTKPBITHSA, NPHOBLIb
¢upmel u np. I'pud, obo3Hayaromuii orpaHMYeHHE JAOCTyNa K JOKyMeHTaM. Pexum
KOMMepueckoil TaiiHbl. Opranuzaius paboThl 1O 3alMTe KOH(PUICHIMATbHBIX JOKYMEHTOB
OT HECAaHKLIMOHUPOBAHHOTO JocTyna. CBeleHUs], HE COCTABIISIIOIINE KOMMEPUECKYIO TalHy.
Tema 10. Homenkatypa aei

Homenknarypa nen. IloHAarne «HOMEHKIaTypa [en», €€ 3HAUYEHUE M OCHOBHBIC BUBI,
TpeOOBaHUs, NPUHIMIBI ee MocTpoeHus. llocnenoBaTeNbHOCTh pPAcIONOKEHUs el B
HOMEeHKIatype. lIpuHUUIBI cOCTaBleHHs HOMEHKJIATypbl aen. llepeueHb HTOKYMEHTOB,
KOTOpBIE BKJIIOYAIOTCS B HOMEHKJIATypy. I'padbl n paznensl HomMeHKNaTypsl neid. [Ipasuia
o(opMIIeHUSI HOMEHKJIATyphI Jell.

Tema 11. @opMupoBaHue 1eJ1 M HX XpPaHEHHE

[Tpu3Haku rpynnupoBKH JOKYMEHTOB B Jieno. OOuue TpeboBaHus K (GOpMUPOBAHHIO eIl
['pynnupoBka B Jena OTIAENbHBIX KaTeropuil JTOKyMEHTOB. Llenb skcmepTu3bl LIEHHOCTH
JOKYMEHTOB. YCIIOBUSL SKCNEpTH3bl. [IpMHIUIBI U KPUTEPUH IIEHHOCTH JOKYMEHTOB.
OcHoBHBIE (YHKIIMH D3KCIEPTHOM KoMuccuu opranuzanuu. OdopmiieHHe pe3yabTaToB
DKCIEPTU3bl LIEHHOCTH JOKyMEHTOB. (CocCTaBlieHHE ONHMCH aKTa O BBIIEICHUM K
YHUUYTOXKEHUIO JIOKYMEHTOB, HE NOMJIEKAIUX XpaHeHHI0. XpaHEHHE JIOKYMEHTOB B
CTPYKTYpHBIX mnofpasaeneHusx. Odopmiienue nen ans Tekymiero xpaHeHusi. OCHOBHbIE
IpaBWja TNOJArOTOBKM JOKYMEHTOB K cJlad€ B apXWB OpraHU3allUd U Iepefade Ael B

BEJIOMCTBEHHBIN U FOcyﬂapCTBCHHLIf/'I ApXUB.

Tema 12. IT-rexHonornu Ha ciay:k0e NJOKYMEHTAJIBHOIO o0ecnedeHHs AeSTeJbHOCTH
OpraHu3anuu

CoBpeMeHHbIE CHOCOOBI M TEXHHUKH CO3/aHUS JOKYMEHTOB U  OpPTraHU3aLUU
nokyMmeHToobopora. CoBpeMeHHass HHPOpPMAIIMOHHAsL TEXHOJIOTHA. Busl mporpamm Juis
COCTaBIJICHUS M PEAaKTUPOBAHMS CIY)KEOHBIX JOKYMEHTOB (TE€KCTOBBIE PEAAKTOPbI WM



11
tekcToBbie mporeccopbl: Word, Word for Windows u ap.). Co3nanue 6y1anka u madiioHa
nokymenTta. Bosmoxknoctu nporpamMel WinWord. Ctuib, NMO3BOJSIOMINN JTOKYMEHTY
npunate npodeccuoHanbHblid BUI. Jupektopuit — rpynna ¢aiiioB, 00bEAMHEHHBIX IO
KakoMy-nbo  mpusHaky. OpraHum3anuss  JTOKyMEHTOOOOpOTa Ha  KOMIIBIOTEpE.
HNudopmanmonHo-cnpaBoynasi pabota mo gokymeHTaM. OCHOBHBIE KOMIIbIOTEpPHBIE
IpPOrpaMMBbl ISl OpraHU3alMu padoThl C JTOKyMEHTaMU. VIcrosib30BaHME 3JIEKTPOHHOU
MOYTHI, Internet u Ipyrux cUCTEM B LIEIIAX
4. Obpa3oBaTeibHbIE TEXHOJIOTHH

[Ipn peanuzanuu mOporpammbl  JUCHUIUIMHBL  «/lokymeHTanmoHHoe oOecredeHue
YOPaBJICHUS» HCIOJNB3YIOTCS pa3fiuyHble 00pa3oBaTeNbHbIE TEXHOJIOTHHU: ayJUTOPHBIC 3aHATUS
MIPOBOJATCS B BHJE JIEKUMA M MPAKTUYECKUX 3aHATUH. JIEKIIMU NpPOBOAATCS MO TUIY JEKLUHU-
BU3YaIH3AIUU U JIEKIIUU-TIPOOIIEMBI.

CaMmocrosiTennbHasi ~ paboTa  CTYAGHTOB  IOApa3yMEBaeT  MOJAIOTOBKY  JOKJIAJOB,
CaMOKOHTPOJIb, TMOJATOTOBKY K TECTHPOBAHHUIO, pPabOTy ¢ HOPMATHUBHO-TIPABOBBIMH aKTaMU U
uH(GOPMALIMOHHBIMU  pecypcaMu. JlJis caMOCTOATEIbHOW pabOThl CTYIEHTOB IOJATOTOBIIECHBI
3a/laHus JJI1 CaMOCTOSITENIbHOM paboThl, CIUCOK UCTOYHUKOB U JIUTEPATYPHI.

No Bunet  yueOHoit
HanmenoBanue Temsl OO6pazoBarenbHble TEXHOJIOTUN
/1 paboThI
1 2 3 4
1. |Tema 1. Jlokyment u cucremsl|Jlexums 1. Jleknus-pu3yanusanus
JOKYMEHTAI|H. [IpakTrueckoe [IpakTrueckoe 3aHSTHE -
3aHsTue 1. 00CyXICHHE JTIOKJIAI0B

2. |Tema 2. TpeGoBanust k cocraBieHuto|Jlexuus 2.
U OpOPMJICHUIO  YIIPaBICHYECKOM

Jlexnus ¢ pa300poM KOHKPETHBIX

CUTyalui
JTOKYMEHTAIUH.
[IpakTueckoe [IpakTrueckoe 3aHATHE -
3aHATHE 2. 00CyXICHUE TOKJIaIOB

3. |Tema 3. Opranunzannonssle | Jlekuus 3. Jlexuusi ¢ pa300poM KOHKPETHBIX

JTOKYMCHTBI. CI/ITyaHI/Iﬁ
[IpakTueckoe [IpakTrueckoe 3aHATHE-
3aHsTHE 3. KOHCYJIbTallMOHHAs pabota
npenojaBaTens
4. |Tema 4. Pacnopsinurensusie | Jlekuus 4. Jlexuus ¢ pa300poM KOHKPETHBIX
JTOKYMCHTBI. CI/ITyaHI/Iﬁ
[IpakTrueckoe [IpakTrueckoe 3aHATHE-
3aHsTHE 4. KOHCYJIbTallMOHHAs pabota
npenojaBaTens
5. |Tema 5. CnpaBouHo-|JIexnus 5. Jlexuus ¢ pa300poM KOHKPETHBIX
MH(pOPMAIMOHHbBIE JOKYMEHTHI. CUTYaluit
[IpakTnueckoe [IpakTnueckoe 3aHATHE-
3aHsTHE 5. KOHCYJIbTallMOHHAs pabota
IpenojaBaTess

6. |[Tema 6. [lenoBble m KoMMepueckue |JIekius 6.

nUChbMa: Kiaccuukanus, CTpyKTypa,
CTHJIb.

Jlexuus ¢ pa300poM KOHKPETHBIX
CUTyaluin
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IIpakTueckoe [IpakTrueckoe 3aHATHE-
3aHATHE 6. KOHCYJIbTAaI[UOHHAs pabota
IpenojaBaTess
7. |Tema 7. JokymeHTbl 1o auyHOMY|JIekuus 7. Jlexuusi ¢ pa300poM KOHKPETHBIX
COCTaBy. CUTyalHil
[IpakTueckoe [IpakTrueckoe 3aHATHE-
3aHsATHE 7. KOHCYJIbTallMOHHAs pabota
IpenojaBaTess
8. [Tema 8. Opranuzauuu|Jlexkuns 8-9. Jlexuus ¢ pa300poM KOHKPETHBIX
mokymMeHTooOOpoTa. Perucrpamus wu CHTYaIHiA
KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB
Opranu3zaius J0KyMeHTO000poTa.
[IpakTueckoe [IpakTrueckoe 3aHATHE-
3ansaTue §8-9. KOHCYJIbTallHOHHAs pabota
npenojaBaresns
9. |Tema 9. Pabora c¢ mokymeHTtamu, |Jlekmms 10-11. Jlexuwms ¢ pa360poM KOHKPETHBIX
coZiepKalIUMHU  KOH(UIEHIIMATbHbIE cUTYyaLwuii
CBEJICHMS.
[IpakTruyeckoe [IpakTruyeckoe 3aHsATHE-
3anstue 10-11.  [KoHCynbTaMOHHAs pabota
npenoJjiaBaTesns
10. |Tema 10. Homenkmnarypa nei. Jlexums 12 Jlexums ¢ pa300poM KOHKPETHBIX
CUTyalui
[IpakTnueckoe [IpakTnueckoe 3aHATHE-
3ansTue 12. KOHCYJIbTallMOHHAs pabota
npenoaaBaress
Tema 11. ®opmupoBanue nen u ux|Jlexuumsa 13. Jlexuus ¢ pa300poM KOHKPETHBIX
XpaHECHHUE. CI/ITyaI_II/Iﬁ
11. [IpakTnueckoe [IpakTnueckoe 3aHATHE-
3ansitue 13. KOHCYJIbTallMOHHAS pabora
npenojaBaTess
12. |Tema 12. IT-rexHonorun Ha ciyxoe|Jlekuus 14. Jlexuus ¢ pa300poM KOHKPETHBIX
JOKYMEHTAJIBHOTO obecrieueHHs CHTYaIHit
JeSITeIbHOCTH OpraHU3aIiu.
[IpakTnueckoe [IpakTnueckoe 3aHATHE-
3aggrue 14. KOHCYJIbTAI[AOHHAS pabora
IpenojaBaTens
IlepeyeHb KOMIIETEHIHI ¢ YKA3aHHEM 3TANOB UX (popMHUpPOBAHUSA
Ne Kon HauMmenoBanue TeMbl HanmenoBanue
/1 | KOMMETCHIINH OIICHOYHOT'O CPEeJICTBA
1 I1K-2.1 Tema 1. JIOKyMEHT ©  CHCTEMBI Tect




JIOKYMEHTAIUH. Joxknan
Tema 2. TpeGoBaHUsS K COCTAaBICHUIO U CamocrosiTenbHas
0(OpMIICHUIO YIPaBJICHUYECKOM paborta
JIOKYMEHTAIUH. 3auer
Tema 3. Opranu3zanOHHbBIC JOKYMEHTHI.
2 [1IK-2.2 Tewma 4. PaciopsiautenbHbIe TOKYMEHTBI. Tect
Tema 5. CripaBo4HO- HHPOPMALMOHHBIE Joxnan
JIOKYMEHTHI. CamocTtosTenbHas
paborta
3auer
3 [1K-2.3 Tema 6. [lenoBble U1 KOMMeEpUECKHE Tect
MMchbMa: Kiaccu@ukanus, CTpykTypa, Joxuan
CTHJIb. CamocTrosTenbHas
Tema 7. JIOKyMEHTBI 110 TUYHOMY COCTaBY. paborta
Tema 8. Opranuzanuu J0KyMEeHTOO0OpOTA. 3auer
Peructpanust 1 KOHTPOJIb UCTIOTHEHUS
nokyMeHToB Opranusanus
JOKYMEHTO00O0poTa
Tema 9. PabGota ¢ nokymeHTamu,
coJiepKalIuMK KOH(PHIEHIUATbHbBIE
CBEJICHUS.
4 [1K-2.4 Tema 10. Homenknarypa nein. Tect
Tema 11. ®opmupoBaHue 1€ U UX Joknang
XpaHeHHeE. CamocrosiTenbHas
Tema 12. IT-rexnonoruu Ha ciyx0e paboTta
JTOKYMEHTAIBHOTO O0ecreyeHust 3auer
JIeSITEIbHOCTH OpTraHU3aIiu.

13

B mepuon BpeMEHHOro MPHOCTAHOBJIEHUS MOCEIIEHUs OO0YYaloUMMHCA MOMEUICHUH |
tepputopun PITY. nna opranuzanum ydeOHOTo mporecca € HPUMEHEHHEM 3JIEKTPOHHOIO
o0y4yeHHsI W JIUCTAHIMOHHBIX O00pa30BATENbHBIX TEXHOJOTUH MOTYT OBITh HCHOJIB30BAHBI
cienyomye o0pa3oBaTesIbHbIE TEXHOJIOTHU:

— BUJICO-JICKIIUHU,

— OHJIAMH-JIEKLIMU B PEKUME PEalbHOIO BPEMEHH;

— JJIEKTPOHHBIE YYeOHMKH, yueOHbIE 1MOCOOMS, HayyHble U3/IaHUS B DJIEKTPOHHOM BHUIE U
JOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcaM;

— CHCTEMBI JUISl JIEKTPOHHOT'O TECTUPOBAHNS;

— KOHCYJbTALlUU C UCTOIb30BAaHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEJCTB.

5. OneHka IJIaHMPYeMbIX Pe3yJIbTATOB 00y4eHUs

5.1. Cuctema onieHUBaHUS

MaxkcumajibHoe | MakcuMaJIbHOE
KOJIMY€eCTBO KOJIU4€eCTBO
®dopMa KOHTPOJIA
0a/uI0B 3a OaHY | 0aJ10B BCEro
padorty
ITocerenne nexui 2 20
VYyactie B OOCYXICHMM TEOPETHYECKUX BOIPOCOB Ha 5 10
KPYIVIBIX CTOJIAX
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[ToAroToBKa U 3aIUTa JOKIIa 18 5 10
TectupoBanue 5 10
[TpoBepounas pabora 10 10
Bcero 3a Tekymmii KOHTPOJIb 60
3auer 40
HToro 3a cemecTp 100

ITomy4eHHBIN COBOKYITHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLEHOK U B LKLY

oneHoK EBporeiickoii crcreMsl iepeHoca u HakorieHus kpeautos (European Credit Transfer

System; nanee — ECTS) B coOTBETCTBUU ¢ TaOJIUIICH:

100-6ammpHas | TpaauImoHHAs IIKaIa [xana
IIKaja ECTS
95 -100 A

83_ 94 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 yIIOBJICTBOPUTEILHO E

20 —-49 EX
0_19 HEY/IOBJIETBOPUTENBHO | HE 3a4TEHO | F

5.2. Kputepun BbICTaBIICHHS OLICHKH 110 TUCIUTIIINHE

bamne/II | Ouenka no Kputepun onieHKH pe3ynbTaToB 00yUeHHs 110 TUCIMILIIMHE
Kajna TVCIIATUTAHE
ECTS
100- «OTIIMYHOY»/» | BbIcTaBisiercs oOy4daromeMycsi, €Cau OH TIIy00KO U TPOYHO YCBOMII
83/A,B 3a4YTEHO TEOPETUYECKUN U MPAKTHUECKUI MaTepua, MOXeT
(oTmugyHOY/ MIPOJIEMOHCTPUPOBATH 3TO HA 3aHATHIX U B X0JI€ TPOMEXKYTOUHON
«3aYTEHO» aTTeCTallUH.
OO0yuaromuiicst HICUEPIBIBAIOIIE U JIOTHYECKH CTPOMHO M3JIaraeT
y4eOHBIM MaTepHuall, yMeeT yBsI3bIBaTh TEOPUIO C MPAKTHUKOM,
CTIPABIISIETCS C PEIICHHEM 3aj1ad Mpo(eCcCHOHANTBHOIN HaNPaBJICHHOCTH
BBICOKOT'O YPOBHSI CJI0KHOCTH, IPAaBUIIBHO OOOCHOBBIBAET NPUHSTHIE
peIeHHs.
CB0060IHO OpHUEHTHpYETCs B y4eOHOH U IpodeccuoHaTbHON
JTUTeparype.
OreHKa 1Mo JUCHHUIUIMHE BBICTABIISAETCS 00yUYaIOIeMycCsl ¢ yU4ETOM
pe3yJIbTaTOB TEKYIEW U MPOMEXKYTOUYHON aTTECTALUU.
Komnereniuu, 3akpeniéHHble 3a JUCUUTUIMHON ,CpOPMHUPOBAHBI HA
YPOBHE - «BBICOKHII».
82-68/C «Xoporio»/» | BeictaBisercs o0yJaromemMycsi, €ClIM OH 3HaeT TEOPETHUECKUI U
3a4TEHO MPAaKTHYECKHIA MaTepHall, TPaMOTHO U TI0 CYIIECTBY M3JIaraeT ero Ha
(xopomro)»/ | 3aHATHSX U B XOJ€ MPOMEKYTOUHON aTTeCTalllu, HEe JOIMyCKast
«3aYTCHOY CYIIECTBEHHBIX HETOYHOCTEH.

OOyuaronuiics IpaBUIbHO NMPUMEHSET TEOPETHUECKUE MTOJIOKEHUS
MIpH pEelICHUH MPAKTHUECKUX 3a7a4 IpodhecCHOoHaTbHOM
HaIPaBJIEHHOCTH Pa3HOTO YPOBHS CII0)KHOCTH, BJIAJIEET
HE0OXOIMMBIMHU ISl 5TOTO HaBbIKAMU U TIpUEMaMHU.

JIOCTaTOuHO XOPOIIO OPUEHTHUPYETCS B YUEOHOH U
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po¢eCCHOHATILHOM JINTEpaTypeE.

OreHKa 1Mo JUCHHUIUIMHE BBICTABIISAETCS 00ydJaloIeMycst ¢ y4EToM
Pe3yJIbTaTOB TEKYLIEH U IPOMEKYTOYHOHN aTTeCTalUu.
Komnerenmuu, 3akperiéHable 3a JUCUUTUIMHON, CPOPMHUPOBAHBI HA
YPOBHE - «XOPOILLUI».

67-50/D,E | «ymoBierBop | BricraBisiercs oOydaromemMycs, €CJIM OH 3HaeT Ha 0a30BOM YpPOBHE
UTEIEHOY/ TEOPETUYECKU U MPAKTHUECKUI MaTepuall, J0MYCKaeT OT/EIbHbIC
«3a4TEHO OLIMOKY TPHU €ro U3JI0KEHUH Ha 3aHATUAX U B X0JIe IPOMEKYTOUHOM
(ynoBieTBOp | aTTecTalui.
UTENbHO)»/ OOyyaromuiics UCIBITHIBACT OIpe/IeIEHHbBIC 3aTPYAHCHUS B
«3a4TEHOY MPUMEHEHUH TEOPETUYECKHUX TIOJIOKEHUH MPHU PEIICHUH
MPaKTUYECKHX 3aj1a4 MpodeccnoHaNbHOM HalIPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CJIOKHOCTH, BJIa/IeeT HEOOXOAMMBIMH IS
3TOro 0a30BHIMH HAaBBIKAMU U MPUEMaMHU.
JleMOHCTpUpYEeT AOCTaTOYHBIA YPOBEHb 3HAHUS YUEOHOH JINTEPATYPHI
0 TUCIUIUINHE.
OneHka no JUCIHUILIMHE BBICTABIISETCS 00yJaronemMycs ¢ y4éToM
pe3yJIbTaTOB TEKYILEW U MPOMEKYTOUYHON aTTECTALUU.
Komnereniuu, 3akperniéHuble 3a AUCUUIIITMHON ,c)OPMUPOBAHBI HA
YPOBHE - «JIOCTATOYHBIN.
49-0/F,FX | «<ueynosierB | BoicTaBisieTcs 00ydaromieMycs, €CJId OH He 3HaeT Ha 0a30BOM YPOBHE
OpPUTENIbHO»/ | TEOPETUYECKHUM U MPAKTUUECKU MaTepual, JOIMyCcKaeT Ipyonie
HE 3a4TEHO OIIMOKH MIPU €0 U3JI0KEHUH Ha 3aHATHUSX U B XOJIE POMEKYTOUHOH

aTTEeCTalLlUU.
OOyuaromuiics UCIBITHIBAET CEPHE3HBIE 3aTPYIHEHUS B IPUMEHEHUN
TEOPETUYECKUX IIOJIOKEHUH TIPU PEILIEHUH NPAKTUYECKUX 3a1a4
npodeccroHalbHOM HANIPaBIEHHOCTH CTaHJAPTHOTO YPOBHS
CJIO’)KHOCTH, HE BJIaJIeeT HEOOXOIUMBIMHU I 3TOr0 0a30BBIMU
HaBBIKAMH U IPUEMAMH.

JleMOHCTpHpYeT (pparMeHTapHble 3HAaHUS yUeOHOH JTUTepaTyphl M0
JUCLUTIIINHE.

OreHka Mo JUCHHUIUIMHE BBICTABIISAETCS 00ydaroIeMycst ¢ y4EToM
Pe3yabTaTOB TEKYIIEN U MPOMEKYTOYHOM aTTECTALMH.

KomnereHumn Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIE 3a
JUCLHUIUIMHON, HE C(OPMHUPOBAHBI.

5.3. OI_[CHOLIHLIC cpeacrBa (MaTepI/IaJ'ILI) IJI TEKYHWICTO KOHTPOJIA YCIIEBACMOCTH ,HpOMe)KYTOqHOﬁ

aTTeCTalinuu 06yqarom1/1xc51 10 JUCIHHUITIIIMHE

Ilpumepnan memamuxa pepepamos:

1. CYH_IHOCTB U OCHOBHOC HA3HAYCHUC AOKYMCHTAUWOHHOI'O obecreueHust YIIpaBJICHUA B

COBPCMCHHBIX YCJIIOBHUAX.

2. HOpMaTI/IBHO-HpaBOBaH 0aza AOKYMCHTAIIMOHHOT'O obecreueHust YIIpaBJICHHUA B PO.

3. OpFaHI/ISaI_II/ISI ACIJIOMPOU3BOACTBA B MAJIBIX TOCTUHUIIAX.

4, Cneumbm(a JAOKYMCHTALITUOHHOT' O obecnieyeHus YIipaBJICHUA B TOCTUHHUYHBIX KOMIIJICKCAX.
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5.B03MOKHOCTH HCHOJNB30BaHUSI COBPEMEHHOM O(UCHOW TEXHUKM B ONTHMH3ALHUU

JIOKyMEHTO000pOTa B OpraHU3aIiu.

6.B03MOKHOCTH HCITOJIB30BaHUS CIICHUAJIM3UPOBAHHBIX IIpOorpamMm Ijid OCYHICCTBICHUA

JOKYMEHTAIIMOHHOTI'O 060p0Ta B IrOCTHMHHUIIAX.

7. I/ICTOPI/IH CTAHOBJICHHA W Pa3sBUTHA NOKYMCHTAILIMOHHOI'O obecrieyeHus YIIpaBJICHUA B

Poccun.
8. Cnenudurka T0KyMEHTAIIHOHHOTO 00€CTICUeHHUS YIIPABICHUS B KaIPOBBIX CIy)KOaX.

9. 3apyOexHbIil ONBIT OpPraHU3allMM JIOKYMEHTAIMOHHOTO OOECreueHus: yIpaBiIeHUs

T'OCTUHUYHBIMHU KOMIIJICKCaAMU.

10.Cocras n MMpCAHa3HAYCHHUC BHYTPCHHUX OPraHru3alMOHHO-PACIIOPAIUTCIIbHBIX

JOKYMEHTOB OpTaHH3ALIH 110 padoTe C IEPCOHAIOM.

11.HpI/IMeHeHI/IC MCTOAOB COBPECMCHHOI'0O MCHCIPKMCHTA B OpraHru3alii JOKYMCHTAIIMOHHOT'O

oOecrnieyeHus yrnpaBIcHUs.

12.IlpuMeHeHrne TOCYJapCTBEHHBIX CTaHIApTOB B OpraHU3allud JOKYMEHTAI[MOHHOI'O

obecrieueHus.

13.Mcnionb30BaHue 3apyOeKHOTO ONbITA B OPraHU3ALUU JTOKYMEHTO000pOTa Ha POCCUICKUX

OPENPUATHSIX.

14.XapaKTepI/ICTI/IKa CJ'Iy>I(6LI AOKYMCHTAITUOHHOT' O obecneueHUs Ha KOHKPETHOM

npeanpusTHH (IO BBIOOPY CTY/AEHTA).

IS.MGTOI[BI padrnOHAJIBHOI'O ACJIONPOU3BOACTBA U BHCAPCHHUA HOBBIX aBTOMATH3UPOBAHHBIX

UH(POPMALIMOHHBIX TEXHOJIOTUH.
16. Cucrembl JOKYMEHTAIIMOHHOTO 00ecIieYeHus YIIPaBICHHUS.

17. I[OI(YMCHTaI_[I/IOHHOC MOATBCPIKACHUC JEHUCTBUTEIIPHOCTA CJIEIOK B TOCTHHHYHOM

OonsHece.

18. O6H_[a}1 XapaKTCPUCTHKA JO0roBopa BO3ME3AHOI'O OKa3aHUA YCJIYr B TOCTUHHUYHOM

OousHece.
19. loroBop odepTsI.

20.Kputepun 1 NpUHIMIBI ONPEIEIICHUS HaAyYHO-UCTOPUUECKON U MPAKTUYECKON LIEHHOCTU

JOKYMCHTOB.
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21. Opranusanus paboTsl ¢ )xanobamu moTpeduTeneil TOCTHHUYHBIX YCIYT.

22. TIpuem, 06paboOTKa, perucTparysi, KOHTPOIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa JIel.
23. MexyHapoaHas TOCTHHUYHASA KOHBeHIMsA. OpraHu3aiiy JOKyMEHTO000pOTa.

24.HOIIXOI[BI K OopraHu3alyn OICPATUBHOI'O0 XpaHCHHA NOKYMCHTOB B JCJIONPOU3BOACTBEC U

OCHOBBI apXUBHOI'O XpaHCHUA JOKYMCHTOB.
25.0cHoBHBIE TPEOOBaHUS K COCTABICHUIO U 0(OPMIICHHUIO TOKYMEHTOB
Ilepeuens npumepnpix mecmoguix 3a0aHuiL:
1. IOKyMeHT — 3TO:

1) wndopmanms, 3adukcupoBaHHAs TOJNBKO Ha OyMaKHOM HOCHTENE, HE HMEIOIIas

PCKBU3HUTEIL,

2) uadopmanus, 3apUKCUPOBaHHAS Ha OYMaKHOM WX JIFOOOM JPyroM HOCHUTEIE, UMEIOIIast

PEKBU3HTHI;
3) uadopmarus, 3aUKCHPOBAHHAS HA JTFOOOM HOCHTEJIE, HE UMCIOIIAs PEKBU3UTOB;

4) matepuanbHblii 00bEKT ¢ HH(pOPMaLIMEH, 3aKPENJICHHONW CO3/IaHHBIM YEJIOBEKOM CIIOCOOOM

JUIs ee Iepejauu BO BPEMEHU M IIPOCTPAHCTBE.
2. ITo MecTy cocTaBiIeHUs JOKYMEHTHI OIPA3AEIAIOTCA, Ha:
1) BHyTpeHHUE U BHEILIHUE;
2) POCTBIE U CIIOKHBIE;
3) Tunosble, TpadapeTHble, UHAUBUAYAIbHbIE;
4) noATUHHBIE U TIOJJIOXKHbIE.

3. HedictBytoumii T'OCT 1o odopMiIeHHIO  OpraHM3alMOHHO-PACIIOPSAIUTEIBHOM

JOKYMCHTAIIUU MMPEAYCMATPUBACT MaKCUMAJIBHOC KOJIMYCCTBO PEKBU3UTOB!
1) 27;
3) 32;
2) 19;

4) 30.



4. Nara 12 mapra 2016 roga B 1okymeHTe 0pOpMIIseTCS:
1) 12. 03. 2016;

3) 12. 111. 2016;

2) «12» mapra 2016 rona;

4)12.03.2016.

5. V3 nepeyrcieHHOro CKIII0YUTE JTUIITHEE:
1) oOmmii O1aHK;

2) GJaHK MPOTOKOJIA;

3) 6;aHK KOHKPETHOTO BHJIA TOKYMEHTA,

4) G1aHK MHUCHhMa.

6. JIOKyMEHT JI0OJKEH UMETh IOJIS:

1) ne menee 20mi (JieBoe, mpaBoe, BepxHee), 10Mi (HIkHEE);
2) ue menee 20mi (BepxHee, JieBoe, HUxkHee), 10mi (rpaBoe);
3) He 6omsee 20mi (JieBoe, BepxHee, HibkHee), 10mi (ipaBoe);
4) ne 6osiee 20mu (JieBoe, paBoe, BepxHee), 10mi (HmKHEE).
7. OO0uuit 6J1aHK UCTIOJIB3YIOT JIJIsl U3TOTOBJICHHUS:

1) 1100BIX BHIOB JOKYMEHTOB;

2) TONBKO AJII UCXOMSIINUX IOKYMEHTOB;

3) M0OBIX BHJIOB TOKYMEHTOB KPOME MHUCHMA;

4) TONBKO IJI JOKYMEHTOB, U3TOTOBIEHHBIX MAITHHOMUCHBIM CIIOCOOOM.
8. Kakoii BUJ TIOKyMEeHTa HE OTHOCHUTCS K OpraHU3allMOHHBIM:

1) ycraB opranu3zaiuu;

2) mTaTHOE PaCIHUCAHHE,;

3) mamsTKa;

4) nmpukas.



9. JIto0o¥i opraHu3aMOHHBIN TOKYMEHT COEPKUT MOJIOKEHUS, KOTOPBIE:

1) He 00s3aTeNnbHBI K UCIIOTHEHUIO;

2) o0s13aTeNbHBI K UCTIOHEHUIO;

3) o0s13aTeNbHBI K UCTIOJIHEHHUIO B 3aBHCUMOCTH OT CUTYallUH;
4) 00s13aTeNbHBI K UCTIOJHEHUIO B CIyJasiX YKa3aHHBIX PYKOBOJUTEIIEM.
10. Kakoii BuJ1 JOKYMEHTAa HE OTHOCUTCS K pacHOPSIANTEIbHBIM:
1) mpukas;

2) penicHue;

3) mOCTaHOBJICHHUE;

4) NOIKHOCTHASI UHCTPYKLIMSL.

11.ITonsTue «JZlenonponu3BoacTBO» — 3TO:

1) cuctema xpaHeHHUs JOKYMEHTOB;

2) cocTaBiieHUE IOKYMEHTOB;

3) TOKyMEHTHUPOBAHKE U OPTaHU3aIusl pabOThI C TOKYMEHTaAMHU.

12. JlokyMeHTaIlMOHHOE O0eCTIeUeHUE YITPABICHUS — 3TO:

19

1) oTpacib AesaTenbHOCTH, oOecreunBaroIias JOKYMEHTUPOBAaHUE U OpraHU3aINi0 paboThl €

Oq)HIII/Ia.HI)HI)IMI/I JOKYMCHTaMMU;

2) npuem 1 06paboTKa TOKYMEHTOB, HEOOXOJUMBIX AJIsl IPUHSTHS YIPABIEHYECKUX pEeIIeHUN

Y peali3aIiuy yrpaBIeHYeCKnX (yHKITHI;

3) 3ammuch MO YCTaHOBJIEHHBIM (opmMamM HHPOpMaNUKU, HEOOXOIAUMOW TIO pearu3aIiiu

YIPaBIEHYECKUX PEILICHUM.

13. 3aKoHUNTE HAYaTOE NpEAJIOKCHUC OAHUM U3 TPCX BAPUAHTOB OTBCTA: I[OKyMCHTOO60pOT

— ABUKCHHUC JOKYMCHTOB B OpTaHHU3allMi C MOMCHTA UX CO3AaHUA 1O:

1) nepenauu Ha UCMIOTHEHUE;
2) NOAIIMBKH B JEJI0;

3) 3aBepIICHUS UCTIOJHEHUS WIN OTIIPABKHU.
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14. JlokymeHT — 3T0:

1) undopmanms, 3adukcHpoBaHHAs TOJNBKO Ha OYMaXHOM HOCHTENE, HE HUMEoIas

PEKBU3UTHI;

2) uadopmanus, 3apUKCUPOBaHHAS Ha OYMa)KHOM WX JIIOOOM JPYroM HOCHUTENE, HMEIoIIast

PEKBU3UTHI;
3) undopmarnus, 3apuKcupoBaHHas Ha JII0OOM HOCUTENIE, HE UMEIOLasi PEKBU3UTOB
15. Ilo MecTy cocTaBiieHUs TOKYMEHTBI OAPA3ACIIAIOTCS Ha:
1) BHyTpeHHUE U BHEILIHUE;
2) IPOCTBIE U CIIOKHBIE;
3) TunoBsie, TpadapeTHbIe, MHINBUAYAIbHBIC.

16. Jeiicteytommit  ['OCT mo  odopmiieHHIO  OpraHW3aIMOHHO-PACIIOPSAUTEIBHOMN

AOKYMCHTAIIUHU ITPEAYCMATPUBACT MAaKCUMAJIbHOC KOJIMYCCTBO PCKBU3UTOB!
1) 27;
2) 29;
3) 30;
4) 28.

17 JefictBytommum  I'OCTom 1o  ohOpMIIEHHIO  OpPraHU3AIMOHHO-PACIOPSAUTEIBHOM

JOKYMCHTAIIUU SABJIACTCA:

1)TOCT P 6.31 -98; 3) TOCT P 6.30 — 2002; 2) TOCT P 6.30 — 99; 4) TOCT P 6.30 — 2003.
7.1lpu odopmienun Tpuda YTBEPKACHHUS CIOBO YTBEPXKIA0 HMMEET CIeAyromui Bum: 1)

Vreepxknaato; 3) YTBEPXK/IAIO; 2) «YTBepxnaton; 4) «Y TBEPXKIAIO».

18.TpeGoBanuss  AEHCTBYIOLIETO I'OCTa  mo oopmieHuro OpraHu3aluOHHO-

pacopsiAUNTENbHON JOKYMEHTAIIUN PACIIPOCTPAHSIOTCS:
1) TONBKO Ha TOKYMEHTHI TOCYIapCTBEHHBIX YUPEKACHUH;

2) Ha JOKYMEHTBl OpraHU3alfi, YUpexJeHUH M MpelnpusTHil He3aBUCUMO OT (HOPMBI

COOCTBEHHOCTHU M OpTraHU3allMOHHO-TIPAaBOBOM (POPMBEI;

3) TOJIBPKO HA KOMMEPYECKHUE NPEATIPUATHS;
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4) TONBKO Ha YUYpPEeXKIEHUSA, B KOTOPBIX [JEJIONPOM3BOJACTBO BENETCS HA OCHOBE

MH(OPMALIMOHHBIX TEXHOJIOTH.
19.31eMeHThI MOYTOBOTO a/ipeca YKa3blBalOTCA B I1OCIIEI0BATEILHOCTHU:

1) crpana, obnacth, Kpail, pecrnyOinKa, HAacCeNCHHBIH IMYHKT, YJIWIAa, HOMEp J0Ma, HOMEp

KBAapTHUPbI, HAUMCHOBAHUEC aapeEcara,

2) HauMEHOBaHUE a/ipecaTa, HACEJICHHBII MyHKT, 00JIacTh, Kpal, pecry0iIuKa, yiuia, HoMep

JIOMa, HOMEp KBapTHUPHI, CTPaHA;

3) HauMeHOBaHUE ajpecaTa, yJaula, HOMEp JO0Ma, HOMEp KBapTHUPhI, HACEJIEHHBIM IMYHKT,

00JacTh, Kpai, pecryOinKka, CTpaHa, MOYTOBBIA UHJIEKC.
20.ITpu ohopmiieHnu rpada coriiacoBaHus CIIOBO COTJIACOBAHO UMEET CIICAYIOIIHMIA BUJI:
1) COI'JTACOBAHO;
3) «COI'JTTACOBAHOY;
2) CornacoBaHo;
4) COI'JTACOBAHO:

Ilpumepnulii nepeuens camocmoamenvHvlx padom (0UHAA U 3A0UHAA PopMbl):

1. I[OKYMGHTOBCI[GHI/IC KaK Hay4dHas JUCHUILINHA: (bOpMHpOBaHHe, npeamMeT, METOAbI, COACPKAHNC

1 B3aMMOCBS3b C APYTUMHA JUCHUIIJIMHAMU.

2. Ponb «1OKyMEHTa» B COBpEMEHHOM 0011iecTBe ((DyHKIIUN JOKYMEHTA).

3. HpaBOBOﬁ, ynpaBHCH‘-ICCKI/Iﬁ u I/ICTOpI/I‘-ICCKI/Iﬁ ACIICKTBI B ITIOHATUU «OTOKYMCHT».

4. WudpopmanmoHHass CYIIHOCTh JOKyMEHTa. YIpaBlIeHHE IOKYMEHTAlMeil B COBpPEMEHHBIX

YCIIOBHSIX.

5. JIoOKyMeHT Kak CpeICTBO peanu3anui (PYHKIUH yIpaBieHUs. 3HAYEHWE, COCTABJICHUE H

o(opMIIeHHE PE3O0JIOLNN Ha IOKYMEHTE.

6. CaolicTBa JOKyMeHTa (JOKYMEHTHas HH(OpMaIus: €MKOCTb, IOJHOTA, JOCTOBEPHOCTH,

CBOEBPEMEHHOCTh U 0O BEKTUBHOCTH ).
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7. CriocoObl 1 0COOEHHOCTH TOKYMEHTUPOBAHUS.

8. TekcroBoe AOKYMEHTHPOBAHUC: pa3BUTHUEC, HA3HAYCHUC U 0051acTh IIPUMCHCHMUA.

9. ®oto -1 KHMHOJOKYMCHTHPOBAHUC: HA3HAYCHHUE U 00J1aCcThb IIPUMCECHCHUA.

10. TexHuueckoe JOKYMCHTHPOBAHUEC: 3HAYCHUE KU BUABI JOKYMCHTOB.

11. (DOHO,I[OKYMCHTI/IpOBaHI/ICZ BO3HHKHOBCHHEC, Pa3BUTHUEC U 001acTh IIPUMCHCHMUA.

12. Ilpu3Haku AOKyMEHTA.

13. Bo3HuKHOBEHHE U Pa3BUTHEC CUCTCM NOKYMCHTAIUU.

14. YaudunupoBaHHbBIE CUCTEMBI JOKYMEHTAIIIH.

15. Vaudukamus Tekcra TOKyMEHTa (THUIOBBIC, TpadapeTHbIC TEKCThI, TAOIHIIBI, AHKETHI,

rpaduku, TuarpaMmsl).

16. TekcToBBIC JOKYMEHTBI: CITIOCOOBI CO3/IaHUS, IPHUIAHUE FOPHIUICCKON CHJIBL.

17. YOpuaundeckasi cuina — OCHOBHOE CBOMCTBO CITY>K€OHOTO JOKYMEHTA.

18. MHcnonp3oBaHue HOBBIX, COBPEMCHHBIX TEXHOJIOTHM B AOKYMCHTUPOBAHUN JCATCIBHOCTU

OpraHu3aIy, MPEeANpUATHS, PUPMBI.

19. JloxkyMeHTHl Ha HOBEHIIMX HOCUTENSAX HH(pOpMalUUU: O0JACTh MPUMEHEHHS U TPUAAHUE

IOpH,Z[H‘lCCKOfI CHIJIBI.

20. TlpaBoBoe perynupoBaHHE YMOTpeOJeHUsT repOOBOM CHMBOJIMKM Ha JOKyMeHTax. [IpaBuia
opopmienus pekBu3UTOB “l'ocynapctBenHblii rep0d Poccuiickoit denepaunn”, “T'epd cyObekTa

Poccuiickoit ®enepamyn’™.

21. IlpaBoBoe perynmupoBanue apxuBHoro aena B Poccun. (@3 ot 01.01.01r. «O6 apxuBHOM jeme B

P®» u np.)



22.

23.

24.

25.
26.
217.
28.
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JIOKyMEHTUPOBaHHUS KaJIJPOBOM JEATEIbHOCTH.

JIOKyMEHTUPOBaHUS ACSITEILHOCTU FOCYIaPCTBEHHBIX YUPEKACHUH.

HOKYMGHTI/IPOBaHI/Iﬂ ACATECIIBHOCTH HCKOMMEPUYCCKUX OpFaHHSaHI/Iﬁ.

I[OKYMCHTI/IPOBaHI/ISI ACATCIIbBHOCTH KOMMCPUYCCKUX opraHnsauHﬁ.
HOKYMGHTI/IPOBaHI/Iﬂ JACATCIIBHOCTH 06H.[CCTB C OFp&HH‘ICHHOfI OTBETCTBCHHOCTBIO.
HOKYMGHTI/IPOBaHI/Iﬂ ACATCIIBHOCTH aKIIMOHCPHBIX O6H_[CCTB.

I[OKYMGHTI/IpOBaHI/IFI ACATCIIBHOCTH TOCYAAPCTBCHHBIX W MYHHIUIIAJIBHBIX YHUTAPHBIX

IPEANPUATHIN.

29.

30.

OpraHI/IBaHI/IH IOATOTOBKHU M IICPCAavu JACJ]I HAa aAPXUBHOC XPAHCHHUC.

Tekymiee xpaneHrue JOKyMEHTOB (HOMEHKJIATypa Jiell, GOpMHUPOBAHUE U XPAHCHHE JIET).

Ilepeuenv npumepHvix 60npocos, 011 NOO2OMOEKU K 3auemy:

1. OObeKT, mpeIMeT U 33/1a4u JIeJIONPOU3BOICTBA
2. Kax ompenensercs «aokymeHT» coriacHo ['OCTy 511141-98? OcHoBHble (GyHKIUU

JIOKYMEHTa

3. Knaccuduxarust JOKyMeHTOB

4. Cucremsl nokymentauuu. Yro takoe YCOP/L?

5. HopmaTuBHO-MeToAMYecKas 6a3a TOKYMEHTHPOBAHUS YIPABICHUECKON AEATEIbHOCTH

6. Cranpaptuzanus U yHuUKanus. YHUPUIUPOBAHHBIA JIOKYMEHT W YHU(PHUIIMPOBAHHAsS

(dhopma B 1€TONTPOU3BOICTBE

7. PexBuszutsl B tokymente. [lonstue hopmymnspa-oOpasia.

8. I'paduka cimy»xeOHOro JOKyMEHTa

9. Ilpunanue OPUANYECKON CUITBI JOKYMEHTY

10. TIoHATHS «YEPHOBUKY, «OCIIOBUKY, «IOJTMHHUKY, «KOMHS» JOKYMEHTA.

11. Bunbr 6;1aHKOB B I€TTOTIPOM3BOICTBE

12. MakcumanbsHbIi HaOOp pekBU3UTOB Oanka st mucem o ['OCTy 6.30-2003

13. OcHOBHBIE TOKYMEHTBHI, IIOJUJIEKAIIHNE YTBEPKACHUIO PYKOBOIUTEIEM OpraHU3aluu
14. ®opmeI cornacoBaHusl JOKYMEHTA

15. TpeboBaHus K COCTaBIEHUIO TEKCTA CIIY>KEOHOT0 IOKyMeHTa. Bupl TeKCTOB

16.

17. PexBu3utsl ¢opMmynsapa yctaBa npennpustus. OCHOBHbIE pa3felibl TEKCTa ycTaBa

pENPUATHS

18. OcHOBHBIE pa3feibl TEKCTA JOJKHOCTHOM HHCTPYKLIUU

19. OcHOBHBIE TPeOOBAaHUS K COCTABICHHUIO MPOTOKOJIA.

20. [Tonsitue norosopa. Bunbl qoroopoB. TpeGoBaHUS K TEKCTY
21. I3nanuie v BUIBI paclioOpsiAUTENbHBIX JOKYMEHTOB


https://pandia.ru/text/category/nekommercheskie_organizatcii/
https://pandia.ru/text/category/kommercheskie_organizatcii/
https://pandia.ru/text/category/deyatelmznostmz_ooo/
https://pandia.ru/text/category/aktcionernie_obshestva/
https://pandia.ru/text/category/unitarnie_predpriyatiya/
https://pandia.ru/text/category/unitarnie_predpriyatiya/

22.
23.
24.
25.
26.
27.
28.
29.
30.
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Brinucka u3 npotokona

Kakoli JOKyMEHT HOCUT Ha3BaHUE IIPUKa3 10 OCHOBHOM JEATEIbHOCTH»?

Kakoii T0OKyMEHT HOCUT Ha3BaHUE «yKa3aHUE»?

WNHpopMannoOHHO-CITPABOYHBIE JOKYMEHTHI

«O0bsicHUTENBHAS 3anucKay, «CrpaBKa»

Buner noxnanueix 3anucok. OCHOBHbIE TpeOOBaHUS K TEKCTY JOKJIATHON 3aMUCKH
Oco0OeHHOCTH CITYKEOHOH 3aITUCKH

Yro Takoe «akT»? PazHOBUIHOCTH akTOB. OCHOBHBIE PEKBU3UTHI AKTa

Bunst noBepennoctu. TpeGoBaHUS K COCTaBICHHUIO IMYHOU JOBEPEHHOCTH

. Kakux ycraHoBOK mosyaraercst mpuIep>KUBaThCs MpH nepeaaye TeaedoHorpaMm

(paxcon)?

32

. Kakoit JOKYMCHT HOCUT Ha3BaHUC «TenerpaMMa»? Tpe6OBaHI/I5[ K COCTaBJICHUIO

CIIy’)K€OHBIX TeJIerpamMm

33

34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.

. «ConpoBOIUTEIHLHOE THCHMOY

«H(DpOopMaLIMOHHOE THCHEMOY

«["apaHTUITHOE MHCBMOY

«[luceMo-u3BeNICHUE»

KoppecnonneHnus, cBsi3aHHast ¢ MPOBEICHHEM EPUOTUTIECKUX MEPOTIPUATHI
TpeboBaHMs K TEKCTY IMCHMAa-O0TBETA U €T0 OCHOBHBIC PEKBH3UTHI

Buner kommepueckux nuceM. OcOOEHHOCTH UX COCTaBJICHHUS.

Kakoii ToKyMeHT HOCUT Ha3BaHHUE «[TUCHMO-TIPETEH3US HIIH PEKIaMAIIHsI»?
[TpaBuina u popMbl KOMMEPUECKOH MEPENUCKU C 3apyOS)KHBIMU MapTHEPAMU
3asBeHUE 0 MpueMe Ha paboTy.

Oco0eHHOCTD 3asBJICHUS O MEPEBOJIE Ha JPYTYIO TOHKHOCTD

Yro Ttakoe TpynoBoi goroop? CTpyKTypa TEKCTa TPYIOBOIO JOrOBOpa.
Oco0eHHOCTH TEKCTa MpHKa3a Mo JUYHOMY COCTaBy

Pa3nensl Texcra pesrome

[IpaBuna opopmieHus: pacCUCKH

y4eTy KaJapoB»?

49
50
51
52
53

. «JInuHas kapTOUKa» B JEIONPOU3BOICTBE

. TpeboBaHMs K TEKCTY aBTOOHOTrpaduH.

. CoBepIlIEeHCTBOBAaHME TEXHOJIOTUYECKOW CHCTEMBI pabOThI C IOKYMEHTAMHU
. ITpuem 1 00paboTKa BXOJAIINX JOKYMEHTOB

. Kaxue stanbl 00paboTKH MPOXOAT UCXOAIIUE TOKYMEHThI? Perucrpanus

OTHPABJIACMBIX JOKYMCHTOB

54
55
56

57

58. Kakoro nononmHutenbHoro oopmiieHust TpeOyroT fenna, 0ToOpaHHbIE HAa apXUBHOE

. HomeHnkumarypa nen. Ee npennaznauenne. Kak ona cocrasnsercs?
. [lonsarue «aemno». TpeboBarus mpu GOPMUPOBAHUH JEIT
. Jd Kakux Leneu cozgaercs dKCIepTHast Komuccus?

. TpaauunoHHBIH coco0 perucTpanuy J0KyMEHTOB

XpaHeHue?
59. Uto Takoe «baza qaHHBIX»? DIEKTPOHHBIN BapHaHT KapToTeku nmojs3oBarens [1K — 6aza

JaHHBIX

60. Uro siBisieTCss OCHOBOM MH(POPMAIMOHHO-CIIPABOYHOM paboTHI 10 JokyMeHTaMm Ha [TK?

61

62. llenTpannzoBaHHas U IELEHTPATN30BaHHAsl (POPMBI PETHCTPALIUU TOKYMEHTOB. YTO

. Urto nomkHo obecrieunBaTh MpaBuiIbHOE XpaneHue Ha [1K?

SIBJISICTCSI 0OCOOCHHOCTHIO CMEIIaHHON (POPMBI perucTparuu’?

«JIM4HBIN TUCTOK IO YUYECTY KaaApOB» YTo Takoe «I0MOJIHEHUE K JIMYHOMY JIUCTKY 11O

24
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63. Uto Takoe «onuck»? [IpaBuiia cocTaBieHusi BHYTPEHHEU OMKUCH TOKYMEHTOB.

64. Opranuzarus padoThl ¢ JOKYMEHTaMH, COIePKAIMMU KOH(GUACHIIUATHHBIC CBEICHUS
65. Ha kakue rpynimsl JeisiTcst Bce Jeia, IOArOTOBICHHbBIE Ha apXUBHOE XpaHeHue?
66. Kak TexkcTOBBIE PEJAaKTOPHI IOMOTal0T ONTUMU3UPOBATh CO3/1aHUE JOKYMEHTA?

67. B kakoMm BHUE 11€1€CO00pa3HO MPEACTABIATh KK/IbIN TOKYMEHT /ISl 3P heKTHBHOM
pabotsl Ha [1K?

6. YueOHO-MeTOAMUYECKOE U MH(OPMAIUOHHOE OOecniedeHrue TUCHUILTUHBI

6.1. CnMCOK MCTOYHUKOB U JINTEPATYPHI

OcHoBHas JuTeparTypa:
1. Anekceena, T. B. JlokymMeHTanmoHHOEe oOecrieueHue ynpaienus : yueOnuk / T. B. Anekceesa,
O. A. CrpaxoB. — Mocksa : YauBepcuter «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-
0402-3. — TekcT : 3IeKTpOHHBIH // DnekTpoHHo-0nbmoTeuHas cuctema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, M. B. JlokymMeHTallMOHHOE OOECIICYCHUE YIPABICHUS IEPCOHAIOM : ydeOHOE
nocooue st 6akanaspoB / U. B. Ky3nenosa, I'. A. XaugarpssH. — 2-e u3a. — Mocksa : JlamkoB u
K, Ait ITu Op Memua, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIeKTPOHHO-OUOIMOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonmoJIHNTeIbHAS JIUTEpaTypa:

1. ApacnanoBa, B. A. JlokyMeHTarmoHHOE OOECIICUCHHE YIPABICHHS : y4eOHO-IIPAKTHYECKOE
nocobue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
rOCyJapCTBEHHBIN menarornyeckuii yausepeutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 2neKTpoHHBIN // DnekTpoHHO-OMOMMoTeyHast cucrema [PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html

2. Imutpuesa, JI. U. JlokyMeHTaIlMOHHOE 00ECIICUCHIE YITPABICHUECKON NEATSIILHOCTH : YIeOHOe
noco6ue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbIN
texanueckuid yauepceuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 31eKTPOHHBIH
/' DnekrpoHHo-OuOmmuoteunas  cuctema [PR BOOKS : [caiiT]. —  URL:
https://www.iprbookshop.ru/98703.html

6.2. Ilepeduenr pecypcoB  HH(POPMAIIMOHHO-TEIICKOMMYHHUKAIIMOHHONH  CETH
«HTEepHET

1. http://www.eios.dom-rggu.ru/ - saekTpoHHas HH()OPMAIMOHO-00pa30BaTebHAS Cpeja
(OUOC) punuana PITY B r./lomoaenoso

2. http://lwww.znanium.com - DieKTpOHHbIE YI4SCOHHKH AIIEKTPOHHO-OMOIMOTEYHON CUCTEMBI
Znanium

3. MunucrepctBo ¢punancos PO - www.minfm.ru

4. MHUHHCTEPCTBO YKOHOMUYECKOTO Pa3BUTUS U TOProBiau PO - www.economy.gov.ru

5. MuHuncrepcTBo HHOCTpaHHbIX Jen PO - www.gov.ru

6. Poccuiickuii  TIeHTp COACHCTBUST HMHOCTPAHHBIM  WHBECTUIUSM  TpU
MUHHCTEPCTBE SKOHOMUYECKOTO Pa3BUTHSI U TOproiu PD - www.fipc.ru

7. LentpanbHsiii 6ank Poccun - www.cbr.ru

8. Poccus u Bcemupnas ToproBast opranuzarus - WWw.Wto.ru

9. ATDC - Www.apecsec.org.sg

10.ACEAH- www.asean.org

11.MEPKOCYP - www.mercosur.org


https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/83142.html
https://www.iprbookshop.ru/94291.html
http://www.minfm.ru/
http://www.economy.gov.ru/
http://www.gov.ru/
http://www.fipc.ru/
http://www.cbr.ru/
http://www.wto.ru/
http://www.apecsec.org.sg/
http://www.asean.org/
http://www.mercosur.org/
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10.MexayHapoausiii BamoTHbI (poug (MBD) - www.imf.org
11.Opranuzanust O6senunenubix Haruit (OOH) - www.un.org
12.CHI" - www.cis.minsk.by
13.EBpA3DC - www.evrazes.com
14.Koudepenuus OOH Ho Toprosie u passutuio (FOHKTA/I) - www.unctad.org
15.Oprannsanmsi SKOHOMHMYECKOTO COTPYAHMYECTBA M pa3BUTHUSA
(ODCP) -www.oecd.org
16.MHCTHTYT TpaHCHALMOHAIBHBIX KOPIOpAIHii - WWW.itnc.ru
17.®depepanbHas ciayx0a rocyaapcTBEHHOM cTaTucTuku Poccuu - Www.gks.ru
18.Poccuiickas rocymapctBeHHast OnbanoTexa - WWW.Isl.ru
19. DnekTpoHHO-0nOaKOTeUHass  cucrema  IPRbooks  (OBC IPRbooks) -
http://www.iprbookshop.ru
20.0dunumanbHblii caiit @enepanbHOi Cayk0bl TOCYyIapCTBEHHOM craTrcTuky http://www.gks.ru/
21. Uudopmarmonnsiii nopran PBK http://www.rbc.ru/
22. Nutepuet-xypHan «Bcs EBpona.i»y www.alleuropa.ru.
23. UntepueT-xypHal «MexayHapoaHsie mporeccsd» http://intertrends.ru.
24. NatepHeT-xypHat «MHPOBOE U HAIIMOHATIBHOE X03s1iicTBO» http://www.mirec.ru

CocraB coBpeMeHHBIX podeccroHanbHbIX 0a3 nanHbX (b/]) n nadopmammonHo-
crpaBounbie cucteM(MCC) (2024 1.)

Nent HaumeHoBanue
/m

1 | KomneioTepHble CripaBOYHbIE IPABOBBIE CUCTEMBI
Koncynsrant Ilmroc,
I'apanT

7. MaTepuaJibHO-TeXHUYECKOe o0ecnevyeHne AU CIUIIHHbI

Peanuzarust yueOHOM AUCIUTUITMHBI TPEOYET HATHYUS JICKITMOHHOTO KAaOWHETA CO CIEAYIOIINM

o0opyoBaHuEM:

1. HoytOyk ¢ nmporpammHubiM obecnieuernemM Microsoft PowerPoint;

2. TIpoekrop aust nemMoHcTpanuu ciaaigos Microsoft PowerPoint;

3. Dkpan 11 feMoHcTpaiuu ciaimos Microsoft PowerPoint.

Jlns mpenojaBaHus AUCHUIUIMHBI HEOOXOIUM JIOCTYTI K 3JIEKTPOHHONU MH(POPMALIMOHHO-
obpazoarenbHoi cpee (QMOC) dbunnana, >IEKTPOHHOMY KaTaJloTy OMOJIMOTEKH HHCTUTYTA, a
TaKxe 000py10BaHKE TSI MYJIbTUMETUIHBIX TPE3EHTAIUH.

[TporpammMHoOe HIIEH3MOHHOE 0becnieueHue qucuuiumuel: Windows 7 Pro, Windows 8,1,
Windows 10 Pro, Microsoft office 2010/2013
OcBoeHHe TUCIHITIMHBI TPENOoaraeT UCIOIb30BaHNE aKaIEMHUECKON Ay JUTOPUH JIIIS
MPOBEJICHUS JIEKIIMOHHBIX ¥ MPAKTUYECKUX 3aHATUN C HEOOXOAMMBIMU TEXHUIECKIUMHU
cpeactBamMu (000pya0oBaHUE ISl MyJIbTUMEUNHBIX MPE3eHTALU).

CocraB niporpammuoro obdecrnieuenus (I10) (2024 r.)

Nent Hanmenosanue [10 [IpousBoauTens Crioco6 pacnpocTpaHeHus
/m (ruyenzuonnoe unu
c60600HO
PAcnpoCmpaHsiemoe)
1 OnepanmoHHasi cucteMa WTware JInneH3noHHoe

TOHKUX KineHToB WTware

2 Windows server 2008 Microsoft JluneH3snoHHoOE

3 Microsoft office Microsoft JIuueHsuoHHoOE
2010/2013



http://www.imf.org/
http://www.un.org/
http://www.cis.minsk.by/
http://www.evrazes.com/
http://www.unctad.org/
http://www.oecd.org/
http://www.itnc.ru/
http://www.gks.ru/
http://www.rsl.ru/
http://www.iprbookshop.ru/
http://www.iprbookshop.ru/
http://www.gks.ru/
http://www.rbc.ru/
http://www.alleuropa.ru/
http://intertrends.ru/
http://www.mirec.ru/
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4 Windows 7 Pro Microsoft JlunieH3noHHoe
S) MyTestXPro MyTestX JInuensunonunoe
6 Windows server 2012 Microsoft JlueH3noHHOE
7 Windows 8.1 Microsoft JluneH3nonHoe
8 Windows 10 Pro Microsoft JIueH3nOHHOE
9 Dr. Web Dr. Web JInneH3noHHoe
10 | Kacnepckuit JlaGopaTopus CBoOoaHO
Kacnepckoro pacapocTpaHseMoe
11 | AutoCAD 2010 Student Autodesk CB000IHO
pacupoCTpaHsIeEMOE
12 | Archicad 21 Rus Student Graphisoft CB000IHO
pacupocTpaHsIeMoe
13 | Adobe Acrobat Reader 9 Adobe Systems JlueH3noHHOE
14 | Zoom Zoom JIuneH3nonHoe

8. Obecneuenue 00pa3oBaTeILHOIO NMPoOUECCA ISl JIUI ¢ OTPAHMYCHHBIMH

BO3MOKHOCTHMH 310POBbA U HHBAJIUI0B

B xoze peanuzanuy IUCHUTIIIMHBI KCTIOIB3YIOTCS CIEAYIOLIUE JTOIOJHUTEIBHBIC
METO/]Ibl 00Y4YEeHHMsI, TEKYIIETO KOHTPOJISl YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTeCTalluu
00y4aroImuxcst B 3aBUCUMOCTH OT UX MHMBHIyaJIbHBIX 0COOEHHOCTEH:

® JIJId CJIICIBIX U C.]'Ia6OBI/I)IHH_[I/IXZ
- JICKIIMHU O(i)OpMHSIIOTCSI B BHJAC DOJCKTPOHHOIoO AOKYMCHTA, AOCTYIIHOIr0O C IIOMOIIBIO

KOMIIBIOTEpA CO CTIEUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTIEUEHUEM;

- IIMCBMEHHBIE 3aJaHUs BBIIOJHAKTCA HAa KOMIIBIOTEPE CO  CIELHAIU3UPOBAHHBIM
IpOTrpaMMHBIM 00€CTIeYeHHEM, HIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrnieunBaeTcs UHAMBUAYaIbHOE paBHOMEpHOE ocBelieHue He menee 300 Jrokc;

- JUId BBINOJHEHHUS 3a/JaHusl TpU HEOOXOJUMOCTH MPENOCTaBISETCS YyBEIMUMBAIOIIEe
YCTPOMCTBO; BO3MOXKHO TaKKe UCIIOJIb30BAHHE COOCTBEHHBIX YBETUUYHMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEIUYEHHBIM HIPU(TOM;

- DK3aMEH U 3a4€T MPOBOAATCS B YCTHOW (popMe MM BBIMOJHSIOTCS B MUCbMEHHOU (popme Ha
KOMITBIOTEPE.

® UM I'TyXux u CH&GOCHBIIJ_IaH_II/IXI
- JICKIOUH O(l)OpMJ'ISIIOTC}I B BHIAC DOJCKTPOHHOIO JOKYMCHTA, 0o MpeaOCTABIACTCA

3BYKOYCHIIMBAIOIIAs anlaparypa HHANBUIYAILHOTO TIOJTb30BaHUS;
- MIMCbMEHHBIE 3aJIaHUs BHITIOIHIIOTCS Ha KOMITBIOTEPE B MIUCHbMEHHOU opMe;
- DK3aMEH M 3a4€T MPOBOJSATCS B MUChMEHHON (hopMe Ha KOMIBIOTEPE; BOZMOXKHO MPOBEICHUE
B (popme TecTupoBaHwUS.

e JUIS JTUI] C HAPYIICHUSMU OMOPHO-IBUTATEILHOTO anrapara:
- Jeknuu Oo(QOpMISIOTCS B BHUAE DJIEKTPOHHOTO JOKYMEHTa, IOCTYITHOTO C IOMOIIBIO

KOMIIBIOTEpA CO CTIEHUAIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTIeUeHUEM;
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- IHCBMCHHBIC 3a/laHUd  BBIIOJHAKOTCA Ha KOMIBIOTEPC CO CIHCHUATIU3UPOBAHHBIM

IIPOrpaMMHBIM 00€CTIEUCHUEM;
- 9K3aME€H M 3au€T NMPOBOAATCSA B YCTHOM ()OpME MM BBIIOJHSIOTCA B NMCbMEHHOW (hopMme Ha
KOMIIBIOTEPE.

ITpu HEOOXOMMMOCTH NpeycMaTpUBAETCs YBEIUUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Iponenypa npoBeneHs] TPOMEKYTOUHOM aTTecTaliy Al 00yJaroXCsl yCTaHABINBACTCS
¢ yu€TOM HMX WMHIMBHIYaJbHBIX NCUXO(PH3MUECKUX ocoOeHHOocTel. IpoMexyTouHas arTecTarius
MOJKET MPOBOAMUTHCS B HECKOJIBKO 3TaIlOB.

[Ipu mpoBeneHUH MPOLETypPhl OLIEHUBAHUSA PE3YJAbTATOB OOYYEHHUS IPEayCMaTpUBACTCS
UCTIONIb30BAaHUE TEXHUYECKUX CPEICTB, HEOOXOIMMBIX B CBA3M C HMHIUBUAYaJIHHBIMHU
0COOEHHOCTAMHU O0Y4arOIUXCsA. DTH CPEACTBA MOTYT ObITh IPEAOCTAaBIEHbl YHUBEPCUTETOM, WU
MOTYT MCII0JIb30BaThCsl COOCTBEHHbBIC TEXHUYECKHE CPEACTBA.

[IpoBenenne  mpouedypbl  OLICHMBAaHUS  PE3YAbTaTOB  OOyueHHMs  JONYyCKaeTcs ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcss 1O0CTyn K HH(OOpPMAMOHHBIM M OuOIMoOrpaduyeckuM pecypcam B CETH
WuTepHeT s Kaxaoro odyyaromerocs B popmax, aganTUpPOBAaHHBIX K OTPAHUYCHUSM HX 3710POBBS
¥ BOCHIPUATHS HH(OPMAITIH:

e JUIs CJICIBIX U CIIa0OBUIAIIUX:

- B ICYaTHOM (pOopMe yBEITUUYEHHBIM HIPHUPTOM;
- B (hOpMeE 3JIEKTPOHHOTO JOKYMEHTA;

- B hopMme aynuodaiina.

e U IIIYXHX U CJIa0oCibIIIaINX:

- B IeyaTHOH opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e IS O0YYArOIIMXCS C HAPYIIEHUSIMU ONOPHO-ABUTATEILHOTO afrapara:
- B Ie4aTHou opme;

- B JOopMe IEKTPOHHOTO JJOKYMEHTA;
- B hopme aynuodaiina.
VYyeOHble ayqUTOpUU Ui BCEX BHUJIOB KOHTAKTHOW M CaMOCTOATENbHOM paboThI, Hay4yHas
O6ubnMoTeka M MHBIE MOMEUIEHHs JUIs OOYy4eHHUs OCHAIIEHBI CIeUalbHBIM O0OpYJOBAHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEICTBAMU O0YUEHUS:

® IS CJICTIBIX U CIa0OBUIAIIUX:
- YCTPOMCTBOM JJIsl CKaHUpOBaHUs U yTeHus ¢ kamepoir SARA CE;

- muctuteeM bpaitis PAC Mate 20;
- npuHTepoM bpaiins EmBraille ViewPlus;
e JUIS TUIYXHX M CIaOOCHBIIIANIUX:
- aBTOMATH3UPOBAHHBIM pabo4YMM MeCTOM [UIsl JIOJed C HapylleHHMeM CciyXa H
C1a00CIIBIIIAIINX;
- aKYCTHYECKHI YCUIIUTENb U KOJIOHKH;

e IS 00YYarOMIMXCS C HAPYIIEHUSIMU OIIOPHO-/IBUTaTEILHOTO anrmapara:
- IEPEABIKHBIMU, PETYIUPYEMbIMH dproHoMuueckumu napramu CHU-1,

- KOMITBIOTEPHOU TEXHUKOU CO CIIEUANbHBIM IMPOrPpaMMHBIM 00€CIIEUEHHUEM.

9. MeToan4eckne MaTepuaJIbl

9.1. IltaHbl NPAKTUYECKUX 3aHATUN
MMPAKTUYECKOE 3AHSATHE 1. I[IK-2.1
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Tema 1. JIOKyMeHT ¥ CHCTEMbI JOKYMEHTAIIMU.

Bomnpoce! 1151 00cy:KaeHus:

1. Odopmnenne yueOHBIX U KBaTU(PHUKAIMOHHBIX padOT, BCTPEUAIOIIUXCA B YUEOHOM
nporuecce.
2. Order 0 Hay4HO- HCCIIE0BATEILCKOM padoTe.
. IlpaBuna opopmieHus;
. bubnuorpaduyeckas 3anuce.

. bubnuorpaduueckoe onucanue.

. bubnmumorpaduyeckas ccpuika.

3
4
5
6. O6mue TpeOoBaHUS U MPABUIIA COCTABIICHUS Y,
7
8. OOurme TpeOoBaHUS U MPaBHUJIa COCTABIICHUS,
9

. bubnuorpaduyeckoe onucanue 3MEKTPOHHBIX PECYPCOB.
10. OGmue TpeOoBaHUS U MpaBUiIa COCTABICHUS.

Bonpocul onsa camonoozomoexku

. UTo Ha3bIBaETCSI JOKYMEHTOM?

. UT0 3HAUUT «TOKYyMEHTUPOBAHHUE»?

. HazoBuTe OCHOBHBIE (DYHKIIMU TOKYMEHTA.

. Kak pa3nugarorcst JOKyMEHTBI 0 COAEPKaHUI0?

. Kakue rpynnel nokymeHntoB Bel 3Haere?

. UTo Ha3bIBaeTCs AEIONPOU3BOJACTBOM?

. Henpb knaccupukanuu JOKyMEHTOB.

. Kakue npusHaku kiaccupukanuy JoKkyMeHTOB Brl 3Haere?

O 00 3 N D =~ W N —

. UTo Ha3bIBaE€TCA CUCTEMOW JOKYMEHTAITUHN?

10. Yto 3HauuT yHUUKALKS U CTAaHIAPTU3AIMUS TOKyMeHTa?

11. Kakue yHuuupoBaHHbIe CUCTEMbI JOKYMEHTaluu Bl 3Haete?
TemaTnka 10K/JI1210B

1. TIpukazHoe AETONPOU3BOICTBO

2. Komexckoe ¥ HCIIOTHUTEIBHOE JIEIOTPOU3BOICTBO.

3. CraHoBieHUE U pa3BUTHE pabOTHI C JokyMeHTaMu ¢ 1917 roxa.

4. OcuoBuble (Qynkruu: ['maBapxuBa, ['occranmapra, ['ocbGanka, IlenTpambHOrO
CTaTMCTUYECKOT'O YIIPABJIECHUS B OpraHU3alMK JEI0IPOU3BOJCTBA B CTPAHE.

5. Enunas rocynpapcrBennas cuctema aenonpousBozcTsa (ET'CJI)

6. ['ocynapcTBeHHast cucTeMa JJ0KyMeHTalmoHHoro obecnieuenus ynpasieuus (I'CAO0Y).

7. T'ocynapcTBeHHbIE cTaHAAPThI 0OPMIICHHS CITY>KEOHBIX TOKYMEHTOB.

OcHoBHasl JuTepaTypa:
1. Anexceesa, T. B. JlokymeHnTannmonnoe obecrieuenue ynpasienus : yaeOnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : YHuepcutetr «Cuneprusi», 2020. — 132 c. — ISBN 978-5-4257-
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0402-3. — Texkcr : AMeKTpOoHHBIN // DiekTpoHHO-O0nbmnoTeunas cuctema [IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTalloHHOEe oOOeclieyeHHe YIpPaBJIEHUs MEPCOHAIOM : YydeOHOe
nocobue aist 6akanaspo / U. B. Ky3nenosa, I'. A. XauarpssH. — 2-e u3a. — Mocksa : JlamkoB u
K, Ait ITu DOp Memua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIeKTPOHHO-OUOIMOTEUHAS cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonoIHUTeIbHAS JTUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIEUYCHUE YIPABICHHUS : YYCOHO-TIPAKTUYECCKOE
nocodue B cxemax, Tabnmuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuii
rocyJIapCTBEHHBIN niegarorndeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema IPR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/94291.html

2. Imutpuesa, JI. U. JlokyMEeHTallMOHHOE 0OECIICUCHHE YITPABICHUECKON EATEIbHOCTH : ydeOHOe
nocobue / JI. . JImutpuena, 1. B. Py3zaeBa. — HoBocubupck : HoBocuOupckuii rocyiapcTBeHHBIN
texuudeckui yausepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3JIeKTPOHHBII
/l DnekrpoHHo-OuOmmoreunas  cuctema  [PR BOOKS : [cafiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

MNPAKTUYECKOE 3AHSATHE 2. I[IK-2.1

Tema 2. TpeOoBaHUs K COCTABJIEHUIO M 0)OPMJICHUIO YIIPABJICHYECKOH TOKYMEHTALMH.

Bonpocs! 1151 00cyKIeHus:

1. HopmaTuBHas 6a3a 1OKyMEHTHUPOBaHHUSI.

2. TepMHUHBI U OTIpE/ICTICHUS Y,

3. Cucrtema opraHu3alMOHHO-PACHOPSAUTENbHON JOKYMEHTAIUH.
4. TpeboBaHUs K 0(OPMIIEHUIO TOKYMEHTOB)

Bonpocwl ona camonoozomoexu

. UTo Takoe peKBU3UT JOKYMEHTA U KaKOBO €r0 3HaueHue?
. Uro Ha3bIBaeTcs GOpMYIIpOM JOKyMEHTa?
. Ha xakne oCHOBHEIE YaCTH MOYKHO JIEJIUTEH TEKCT?

A W NP

. Kakue ocHoBHbIE npaBUiia ohopmIIeHUSsI MAIIMHOYUTAEMBIX JOKYMEHTOB Bbl 3HaeTe?
5. Kakoit Habop pexBH3UTOB IpeIcTaBiieH ['ocygapcTBEHHBIM CTaHAAPTOM JJist hopmyJisipa-
obpasma?
6. Kak oopmisiercs 3aronoBok ToKyMeHTa?
7. Kakue rpudsl cTaBaTcs Ha JOKYMEHTaX, Kakoe 3Ha4YeHHe OHU UMEI0T?
8. YkaxxuTe Mops0K COrIacoBaHUs U MOANUCAHUS JOKYMEHTOB.
9. Kak o0o3Hauaercs ajipec Ha JOKyMEHTax?
10. Kakue JOKyMEHTBI Ha3bIBalOTCS KOMMUSAMH, BBITUCKAMH U KaK OHU 0(hOpMIIIOTCS?
11. Kakue peKBU3UTHI OTHOCATCS K 00s3aTeNbHbIM?
12. Kakue peKBU3UTHI OTHOCATCS K JOTIOJTHUTEIHHBIM?
13. Ha3oBuTe OCHOBHBIE BU/IbI OJIAHKOB.

TemaTHka 1OKJIA10B


https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/83142.html
https://www.iprbookshop.ru/94291.html
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1. TocynapcTBeHHBIE  CTaHAAPTBl HA  CHUCTEMY  OpPraHHU3aLMOHHO-PACTIOPSIUTENBEHON
JOKYMEHTAIUH,
2. CraHIapTel U COiep )KaHUE OCHOBHBIX TPYIIIT JJOKYMECHTOB.
3. «Dopmymsap-o0paszery T0KyMEHTa.
4. T'paduueckoe opopMiieHHE JOKYMEHTA.
5. OdopmieHnst peKBU3UTOB.

OcHoBHas JInTEpaTypa:
1. Anexceesa, T. B. JlokymeHTanmmonHoe obecrieuenue ynpasienus : yueonuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : Yauepcurer «Cuneprusy», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — Texkcr : 2IeKTpOHHBIN // DiekTpoHHO-O0nbanoTeunas cuctema [IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. Ky3nenosa, 1. B. JIoKkyMEHTaIlMOHHOE OOCCIICUCHHME YIIPaBJICHHUS IEPCOHAIOM : Y4eOHOE

nocobue ms 6akanaspos / M. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ u3a. — Mocksa : JlamkoB u
K, Aii ITu Dp Memua, 2019. — 220 ¢. — ISBN 978-5-394-03124-3. — TekcT : 3JICKTPOHHBIN //
DNEeKTPOHHO-O0MOINOTeYHAs cucremMa IPR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/83142.html

JlonoIHUTeIbHAS JUTepaTypa:

1. ApacnanoBa, B. A. J[okyMeHTallMOHHOE OOECIEUYECHUE YIPABICHUS : YYCOHO-TPAKTUYECKOEC
nocodue B cxemax, Tabmuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuii
rocyJIapCTBEHHBIN neaarorndeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpoHHBIN // DnekTpoHHO-OMOMMoTeuHass cucrema IPR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/94291.html

2. lmutpuesa, JI. U. JlokyMeHTallMOHHOE 00ECIeYeHre YIPaBICHYECKON IesITeIbHOCTH : yueOHOe
noco6ue / JI. Y. imutpuena, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbIN
TexHuueckui yauepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3MeKTPOHHBIHA
/[ DnextpoHHO-OmOmmoreunas  cucrema [PR BOOKS : [caiit]. —  URL:
https://www.iprbookshop.ru/98703.html

MMPAKTHUYECKOE 3AHATHE 3. IIK-2.1

Tema 3. OpranusanuoHHbIE TOKYMEHTBI.

Bonpocs! 1151 00cyKIeHus:

Cocranenue u ohopMIIeHUE OPraHU3AIMOHHBIX IOKYMEHTOB.
Henosas uepa «/{oxymenmupoganue ynpagieH4eckou 0esmenbHOCmuy

CryneHTaM MperocTaBisieTCss BO3MOXKHOCTH B HUIPOBOM ¢GopMe HE TOJIBKO H3Y4YHUTh
METOAMKY COCTABJICHHMSI TEKCTOB CIYXEOHBIX TOKYMEHTOB, HO U TPOSBUTH OPraHU3aTOPCKHE,
yIpaBjeHUYECKHE CIIOCOOHOCTH, BEIPAOOTAaTh HABBIKH PAaOOTHI B KOMaH/E.

Opranu3anys 1 MpoBeACHHUE ICTOBOIM UTPHI TIOIpa3IeseTCsl Ha TPH dTara;

Ilepeuiit 5man. Ha pakTHYECKUX 3aHATHAX CTYACHTHI Y4€OHOU TPYIITBI O0BETUHSIOTCS 110
uHTepecaM (1o 4-6 4enoBeK), CO3[AI0T CBOE «IIPEANPHUSITHE», OMPEICISIOT €ro MHCCHIO, IIelb,

HaIpaBJICHUC ACATCIbHOCTH.
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C03z[a13a${ npeanpuiaTuc, CTyaCeHTaM [IMPCAOCTABIACTCA BO3MOXHOCTD nmoOvIBaTh B

JOJIKHOCTHU AUPEKTOpa MPEANPUITHS, YIIPABISIONIET0 0aHKOM, TUO0 COTPYTHHUKOM MPEANPUATHS.

Bmopoi sman. llpesenranus npennpusarus. OtpabaTbIBalOTC KOMMYHUKATHBHBIE,
ATUKETHBbIE HOPMBI [€]0BOr0 oOueHus. JIUpeKTop TroBOpUT O LENH, 3ajadya MNpeAlpUsTHs,
NPECTaBISIET «COTPYTHUKOB». OTBEYAET HA BOMPOCHI MPEACTABUTENECH APYTHX HUPM.

[IpesenTanuss B [1eJI0BOM Hrpe HEOOXoAMMa JUIsl JallbHEHIIEro COTPYIHUYECTBA (GUPM,
3aKJIKOYEHUs] JIOTOBOPOB O COBMECTHOM MpEANpPUHUMATENbCKON AesTenbHoCcTH. lIpe3seHTanus
IIO3BOJISICT TO3HAKOMHUTHCA C MEHEIKEPCKUMMHU KadeCTBaMU PYKOBOJAUTENIS M IIPUMEHUTh UX Ha
IIPaKTHKE.

Tpemuii sman. CTyqeHTBI KUBYT KU3HBIO CO3JIAHHOTO MPEANPUATHUS, ODOPMIISIOT JEIOBbIE
OyMarw, pearT MPOU3BOJCTBEHHBIC 3aJaUH.

B xozxe nenoBoi Urpsl NMpenoaaBaTesb OCYIIECTBISIET TEOPETUYECKYIO ITIOMOIIb CTYJAEHTaM
Y IIPEIOCTABIISET MOJIHYIO CAMOCTOSTENBHOCTD, HHUIIMATUBY IIPU COCTABJIICHUH JIOKYMEHTOB.

OHU nUIIyT NUChMa- 3alpOChl O OCTABKE TOBApa, MOIYYarT MUCbMa-OTBETHI, 3aKIIIOYAOT
JIOTOBOpHL.  PemiaioT BHYTpUGUPMEHHBIE BOIMPOCHI, H3JaBas MPUKa3bl, pa30upas AOKIATHBIE H
00BSCHUTEINIbHBIE 3aIIMCKH, COCTABJIAIOT IPOTOKOJIbI, aKThl U IPYTHe TOKYMEHTHI.

B xone nenoBoi Wrpel MPOUCXOAMT PACKPENOIICHUE CTYICHTOB. Y HHUX HOSBIISIETCS
OIIYIIEHUE BHYTPEHHEW CBOOOMBI, MO3HAHWE 3TUKETHOH KYJIBTYPHI, 3TUKH JEIIOBOTO MHUCHMA,
IIPaBOBOI TPAMOTHOCTH.

Wtorom paboThl mpeanpusITHii ¢ TOKyMEHTaMU SIBIsieTCsl cocTaBiieHne HoMeHkaTypsl aen
MPEANPUATHS U IOArOTOBKA JIOKYMEHTOB K CJ1aye€ UX HAa apXUBHOE XpaHEHUE.

OcHOBHasl 11€Jb J1€JI0BOM UIPhl HAYYUTh CTYJECHTOB MpPaBUJIaM COCTaBIIEHUs, 0(OpMIICHUS,

00pabOTKU U MOATOTOBKH TOKYMEHTHOH HH(OpMAIIHH.

Bonpocwi onsa camonoozomoeku

. Obmre xapakTepHble YepThl OPraHU3alMOHHBIX JTOKYMEHTOB.
. HazoBuTe CTpyKTYpy TEKCTA MOJIOKEHUS.

. KakoB nopsiiok cocrapinenus u ohopMiieHus: NpoTokosa?

. HazoBuTE OCHOBHBIE PEKBU3UTHI IPOTOKOJIA.

. Kakue Buzbpl 1 pa3HOBUAHOCTH 10TOBOPOB Bel 3HaeTe?

. HazoBuTe cTpyKTYypy T€KCTa 10roBopa.

. HazoBuTE 0COOEHHOCTH TEKCTa KOMMEPUYECKOTO KOHTPAKTA.

. OcHOBHBIE TpeOOBaHMS K COCTABJICHUIO Y CTaBa.

. Kak oopmisiercs Beinucka u3 npoTokosa?

10. HazoBHUTE OCHOBHBIE pa3Aeiibl JOKHOCTHONM HHCTPYKIIMH.

0 N N W N~

\O

OcHoBHasl 1uTEpaTypa:
1. Anekceesa, T. B. JlokymeHTanmonHoe obecriedenre ymnpasieHus : yaeOunuk / T. B. Anekceesa,
O. A. CrpaxoB. — Mocksa : YauBepcuter «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-
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URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTalloHHOEe oOOeclieyeHHe YIpPaBJIEHUs MEPCOHAIOM : YydeOHOe
nocobue aist 6akanaspo / U. B. Ky3nenosa, I'. A. XauarpssH. — 2-e u3a. — Mocksa : JlamkoB u
K, Ait ITu DOp Memua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIeKTPOHHO-OUOIMOTEUHAS cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonoIHUTeIbHAS JTUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIEUYCHUE YIPABICHHUS : YYCOHO-TIPAKTUYECCKOE
nocodue B cxemax, Tabnmuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuii
rocyJIapCTBEHHBIN niegarorndeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema IPR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/94291.html

2. Imutpuesa, JI. U. JlokyMEeHTallMOHHOE 0OECIICUCHHE YITPABICHUECKON EATEIbHOCTH : ydeOHOe
nocobue / JI. . JImutpuena, 1. B. Py3zaeBa. — HoBocubupck : HoBocuOupckuii rocyiapcTBeHHBIN
texuudeckui yausepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3JIeKTPOHHBII
/l DnekrpoHHo-OuOmmoreunas  cuctema  [PR BOOKS : [cafiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

MNPAKTUYECKOE 3AHSATHE 4. IIK-2.2

Tema 4. PaCHOPHL[I/ITeJII)HBIe AOKYMEHTbI.

Bonpocs! qu1s1 00cyKIeHus:

1. CocraBiienue u O(l)OpMJ'IeHI/Ie pacnopsAauTCIbHBIX JOKYMCHTOB.

2. U3yuntb u chenaTh aHauu3 O(QOPMIICHHMS OpraHU3allMOHHO-PACIOPSIUTENbHON
JIOKYMEHTAIlUM KOHKPETHOI'O YYpEeXJIeHHUs (pacloyioKeHUEe PEKBU3MTOB, COJAEP)KaHUE TEKCTOB).
Jlatb 00pa3iibl BceX BUJOB IOKYMEHTOB 3TOM TPYIIIHI.

Bonpocwt onsa camonoozomoeku

1. Kakue ropunudeckie OCHOBaHHsI HEOOXOAUMBI JUIsl U3AaHUS PaCIOPSAUTEIbHBIX
JIOKYMEHTOB?

2. B xakux cinydasx 00s13aTeIbHO U3AAI0TCs PACHOPSAUTENIbHbBIE JOKYMEHTHI?

3. Oco0eHHOCTH MOATOTOBKH PacOPSAUTEIbHBIX IOKYMEHTOB.

4. KeM u3narorcs npukasbl?

5. Kakue pekBU3UTHI CONIEPKUT GOPMYIISp MpuKasza?

6. Kakue ocHOBHbBIE TpeOOBaHUS K TEKCTY MPUKa3a 10 OCHOBHOM JIEeATEIbHOCTH?
7. Kakue QyHKIIMY BBITIONHSAET YKa3aHUE, U KTO €T0 MOIMHACHIBACT?

8. Kak cTponuTcs TEKCT KOHCTAaTUPYIOLIEH U PACIOPAINTEIbHON YacTel yKa3aHus?

OcHoBHas JuTEpaTypa:
1. Anexceesa, T. B. JlokymeHnTannmonnoe obecrieuenue ynpasienus : yaeOnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : YHuepcutetr «Cuneprusi», 2020. — 132 c. — ISBN 978-5-4257-
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0402-3. — Texkcr : AMeKTpoHHBIN // DiekTpoHHO-O0nbmnoTeunas cuctema [IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTalloHHOEe oOOeclieyeHHe YIpPaBJIEHUs MEPCOHAIOM : YydeOHOe
nocobue ais 6akanaspos / U. B. Ky3nenosa, I'. A. XauarpssH. — 2-e u3a. — Mocksa : JlaimkoB u
K, Ait ITu DOp Memua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIEKTPOHHO-OUOIMOTEUHAS cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonoIHUTeIbHAS JIUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIEUYCHUE YIPABICHHUS : YYCOHO-TIPAKTUYECCKOE
nocodue B cxemax, Tabmuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
rocyJIapCTBEHHBIN nieaarorndeckuii yausepcutet, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html

2. Imutpuesa, JI. U. JlokyMeHTallMOHHOE 0OCCIICUCHHE YIIPABICHUYCCKON e TEIILHOCTH : y4eOHOe
nocobue / JI. . JImutpuena, 1. B. Py3zaeBa. — HoBocubupck : HoBocuOupckuii rocyrapcTBEHHBIH
texuudeckui yausepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3JIeKTPOHHBII
/l DnekrpoHHo-OuOmmoreunas  cuctema  [PR BOOKS : [cafiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

INPAKTUYECKOE 3AHATHE 5. IIK-2.2

Tema 5. CipaBo4HO- HH(POPMALMOHHBIE JOKYMEHTHI.

Bonpocs! 1151 00cykaeHus:

1. CocraBnenue u ohopmiieHHE CIIPaBOUHO-UHPOPMAIIMOHHBIX JOKYMEHTOB

Crenarp aHanu3 JOKYMEHTOB, BXOJSIINX B TPYIITY CIPABOYHO-MH(POPMAITMOHHON TOKYMEHTALIUH.
Jlath 00pasiibl BceX BUIOB IOKYMEHTOB.
Bonpocel ona camonoozomoexku

. B Kakux ciaydasx cocTaBiIsIOTCSA aKThI?

. Kakue pekBu3UTHI cosiepKUT HopMymsp akra?

. Kakue Busibl akToB ObIBatOT?

. Kakue o6s3aTenpHble TpeOOBaHMS HEOOXOAUMO COOIOIATh MPH UX COCTABJICHUN?
. Obs3arenbHOE KOJIMYECTBO SK3EMILISIPOB MPU UX COCTABICHUU.

. VI3 Kakux yacTel COCTOUT TEKCT aKTa? YKaKUTe 3HAUEHUE KaX 101 4acTH.
. Kakoe 3Hauenune nmeer AoKJIaaHast 3anucKa?

. Kakue pekBU3UTHI colepKUT HopMyIsip JOKIAAHOM 3auCKu?

. Buipl oKmagHbIX 3aMMCOK U MOPSIOK MX O(hOpMIIEHUSI.

10. Kakue pekBU3UTHI COAECPKUT POPMYIISAP CIyKeOHOM 3armucKu?

11. B kakux ciyyasx nuIIyT oObsICHUTEIBHYIO 3aMUCKy?

12. OcHOBHBIE PEKBU3UTHI OOBSICHUTEIILHON 3aITUCKH.

O 00 3 N L kA~ W~

13. HazoBuTE OCHOBHBIE BUIbI TOBEPEHHOCTEM.
14. HazoBuTe pekBU3UTHI O(PUIIHAIBHON JOBEPEHHOCTH.
15. HazoBuTte mpaBuia opopMIIeHHs JOBEPEHHOCTEH.
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16. HazoBuTE pEeKBU3UTHI TEJIETPAMMBI.
17. Kakne 0COOEHHOCTH B COCTABJICHUH TEKCTa TEJIETPAMMBI?
18. Yro Takoe Tenedonorpamma? KakoB mopsiiok ee nmpuema u rnepeaavn?
19. IIpaBuna opopmieHus TenehoHOTPaMMBI.
20. Kakue Bujpl cripaBok Bel 3Haere?
21. HazoBUTE OCHOBHBIEC PEKBU3UTHI CIIPABKH.

OcHoBHas JuTeparypa:
1. AnekceeBa, T. B. JlokymeHTanmoHHOEe oOecrieueHue ynpaienus : yueOnuk / T. B. Anekceesa,
O. A. CrpaxoB. — Mocksa : YauBepcuteT «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-
0402-3. — Texkcr : 3neKTpOHHBIH // DnekTpoHHO-0MbaroTeunas cucrema IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. Ky3nenona, 1. B. JIoKkyMEHTallMOHHOE OOCCIICUCHHME YIIPaBJICHHUS IEPCOHAIOM : y4eOHOE

nocobue ms 6akanaspos / M. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ u3a. — Mocksa : JlamkoB u
K, Aii ITu Dp Memua, 2019. — 220 ¢. — ISBN 978-5-394-03124-3. — TekcT : 3JICKTPOHHBIN //
DNeKTPOHHO-ONOINOTeYHAs cucremMa IPR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/83142.html

JlonoIHUTeIbHAS JUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTarmoHHOE OOECIICUCHHE YIIPABICHHS : y4eOHO-TIPAKTHYECKOE
nocodue B cxemax, Tabnuiax, oopasuax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
roCyIapCTBEHHBIN neaarorndeckuii yausepcuter, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 2neKTpoHHBIN // DnektpoHHO-0MOMMoTeuHast cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html

2. lmutpuesa, JI. U. JlokyMeHTalMOHHOE 00eCleYeHNne yIpaBIeHYeCKON NesTeIbHOCTH : yueOHOoe
noco6ue / JI. Y. imutpuena, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBEHHbIN
TexHuueckui yauepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3MeKTPOHHBIHA
/[ DnextpoHHO-OmOmmoreunas  cucrema [PR BOOKS : [caiit]. —  URL:
https://www.iprbookshop.ru/98703.html

MMPAKTUYECKOE 3AHATHE 6. IIK-2.3
Tema 6. /le10BbIe H KOMMEpPYeCKHe MUCbMA: KIACCH(PUKAIUA, CTPYKTYpPa, CTHJIb.

Bonpocs! 1151 00cyKIeHus:

1. CocraBnenue u 0hOpMIICHHE JIETOBBIX TTUCEM

2. PackpbITh OCHOBHBIE TPUHIMUIIBI U TMpPaBWJIa COCTABICHHUS JOKYMEHTa, POJb MOpPsAKa
W3JI0KEHUS B JJOCTIKEHUH d(PPEKTUBHOCTH TEKCTOBOTO IOKYMEHTA, yUeT YUTaTeIbCKOTO ajapeca.
3. Cnenarp aHainM3 TUIIMYHBIX OIMMUOOK B TEKCTE JOKYMEHTA.

Bonpocwt ona camonoozomoeku

1. Kakoe 3HaueHue UMEIOT CIyKeOHbIE mrchma?

2. KakoBbl 00s13aTeIbHBIE TPEOOBAHUS TIPH COCTABIICHUH CITY>KEOHBIX IMHCEM?
3. Kakue pekBU3UTHI CONEPKUT GOPMYIISIp CIyKeOHOTO Muchma?

4. Kak agpecyroTcs ciyeOHble muchbma’?

5. V3 xakux yacTel COCTOUT CIy)KeOHOE MIUCHMO?
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6. YKaXuTe BUIBI CTY>KEOHBIX ITHCEM.

7. B kakux ciayyasx U KaK COCTaBJISIIOTCS COMPOBOAUTENbHBIEC MUChMA?
8. Kakoe 3HaueHne MMeT N1ChbMa-3arpochl?

9. Kak cocTaBsitoTcsi NMCbMa-3anpochl?

10. IlepeuncinuTh PEKBU3UTHI MMChMA-3aIIPOCa.

11. Y3 kakuX yacTeil COCTOUT TEKCT MUChMa-3arpoca?

12. B Kakux ciiydasx ¥ KaKk COCTaBJISIOTCS IUCbMa-OTBEThI?
13. Kakue TpeGoBaHMsI MPEABABISAIOTCS K TUCbMY-OTBETY?
14. N3 kakux yacTeil COCTOUT TEKCT MUCbMa-0TBETa?

15. IlepeunciuTh PEKBU3UTHI MMChMA-OTBETA.

16. Kak cocTaBUTh CONPOBOANUTENBHOE TUCHMO?

17. Kakue peKBU3HTHI COACPKUT POPMYIISp peKIamManmm?
18. Kakne ocHOBHBIE TPEOOBAaHMS K TEKCTY peKIamMaIiuu’?
19. Kakue peKBU3HUTHI COACPIKUT GopMyJisip odhepThi?

OcHoBHas quTeparypa:
1. AnekceeBa, T. B. JlokyMeHTanimoHHoe obOecrieueHue ynpasieHnus : yueOnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : YauBepcuteT «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-
0402-3. — TekcT : 31eKTpOHHBIN // DnekTpoHHO-0nbnuoTeunas cuctema [PR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. Ky3nenona, 1. B. JIoKyMEHTaIlMOHHOE OOCCIICUCHHME YIIPaBJICHHUS IEPCOHAIOM : y4eOHOE

nocobue ms 6akanaspos / M. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ u3a. — Mocksa : JlamkoB u
K, Aii ITu Dp Memua, 2019. — 220 ¢. — ISBN 978-5-394-03124-3. — TekcT : 3JCKTPOHHBIN //
DNeKTPOHHO-O0NOINOTeYHAs cucremMa IPR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/83142.html

JlonoJIHNTeIbHAS JINTEpaTypa:

1. ApacnanoBa, B. A. JlokymMeHTanmOHHOE OOecleYeHHe YIpaBlICHUS : Y4eOHO-TPAKTUUYECKOE
nocoOue B cxemax, Tabimiax, oopasmax / B. A. ApacnanoBa. — 3-e m3a. — Cypryrt : Cypryrckuii
rocy/lapCTBEHHBIN negarornyeckuit yausepcutet, 2019. — 240 c. — ISBN 978-5-93190-385-9. —
Tekcr : snekTpoHHBIN // DnexrpoHHO-OMOMHoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html

2. Imutpuesa, JI. U. JlokymMeHTallmOHHOE 0OecTeueHre yIpaBiIeHUYECKON NeSTeNbHOCTH : yueOHOe
noco6ue / JI. Y. imutpuesa, 1. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbIN
TexHuueckui yauepcuteT, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — TekcT : 3MeKTPOHHBIHA
/" DnexrpoHHO-OmOmmoreunas  cucrema [PR BOOKS : [caiit]. —  URL:
https://www.iprbookshop.ru/98703.html

MMPAKTUYECKOE 3AHSATHE 7. I1K-2.3
Tema 7. JIOKyMEHTBI 110 IMYHOMY COCTaBY.

Bonpocs! 1is1 06cyKIeHus:

HenoBas urpa «Odopmiienne Ha padory»

JlenoBast urpa MpoOBOJUTCS [0 UCTEUEHHUIO MU3yYEHUs MEPBOro pasnena Kypca «J{oKkyMeHTh
U mpaBuia ux odopmieHus». OpraHuzanus W TPOBEJCHHE J€JIOBOW HIPHI 3aKJIIOYAeTCs B
MI0CJIEI0BATEIBHOM ITPOX0XKIECHUH CIETYIOLMX 3aJaHNI:

1. CocTaBuTh 3asiBIECHUE O pUeMe Ha paboTy.

2. CocTaBUTh NPO(PECCUOHANBHOE PE3IOME, COTPOBOAUTEIBHOE TUCHMO K HEMY.

3. CocTaBUTh XapaKTEPUCTUKY.
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4. HanucaTs aBTOOHMOTpaduio.
5.AcnoiaHuTh HeOOXOAUMBIE BU3bI HA 3aABJICHUU.
6.HayioxxuTh pe30JIIoIui0 PyKOBOIUTENSI OpraHU3alluy Ha 3asBJICHHE.

7.CocTaBUTh MPHUKA3 O 3aYMCICHUM Ha pabOTy B COOTBETCTBYIOIIEE IMOApAa3/IECICHHE, C
ONPENIETICHHOTO YHKCJIa, C OINPEACIICHHBIM HCHBITATEIbHBIM CPOKOM, C YCTAHOBJIGHUEM YpPOBHS
OIJIaThl TPyJa COIJIACHO JIMYHOMY 3asBJICHHIO, BH3aM U PE30JIIOLUM HAa HEM U TPYAOBOMY
JIOTOBOPY.

8.PazpaboraTe mpumep 3amoiaHEHUs pasliela «CBeleHUs O paboTe» TPYIOBOW KHUXKKHU C
OTPaXEHHUEM BCEro TPYNOBOrO IIYTM B OpraHu3anuy. BHecTH B KadecTBE IEPBOM 3aIlUCU
uH(pOpMaLIMI0O O 3a4MCICHUH Ha paboTy corjacHo mpukazy u3 mn. 7. OpopmuTh 3anuch 00
YBOJIbHCHUHU U 3aBCPUTCIIBHYIO ITOAIUCH;

9. PazpaboTraTh IpOEKT TPYAOBOTO OTOBOpa B cooTBeTcTBUU C 1. 10 TK PO.

Bonpocul ona camonoozomosku

1. OcHOBHBIE BUBI OTINYHUS MIPH HAIIMCAHUU 3asBJICHHS O IpreMe Ha paboTy U O
MIPEI0CTaBICHUN OTITYCKa.

2. Ha3zoBuTe OCHOBHBIE PEKBU3UTHI M CTPYKTYPY TEKCTA TPYIOBOTO KOHTPAKTA.

3. HazoBuTe OCHOBHBIE OTJIMYHS MTPUKA3a MO JUYHOMY COCTaBY OT MPHUKa3a 10 OCHOBHOM
eITEIbHOCTH.

4. Kakue TpeOOBaHUS MPEIBABISIOTCS K BEICHUIO U XPAHEHUIO TPYJOBON KHUKKH?

5. Kakue cBesieHHsI BHOCSTCS B TPYJOBYIO KHM)KKY M HA OCHOBaHUH KaKUX JTOKYMEHTOB?

6. Kem u xorna 3amonHsercs 1uyHas kaptouka Gopmsl T-2?7 HazoBuTe CTpyKTYpy TUUHOM
KapTOYKH.

7. Ha3zoBuTe OCHOBHBIEC PEKBU3UTHI XapakTepucTuku. Kakue TpeOoBaHUS NMPEIbABIAIOTCS K
TEKCTY XapaKTEPUCTUKHU?

8. Kakue 1oKyMeHTBI BXOAST B COCTaB JIMYHOTO jiea’?
9. OcHoBHBIE TPeOOBaHUS K TEKCTY aBTOOHOrpaduu.

OcHoBHas JuTEpaTypa:
1. Anexceesa, T. B. JlokymeHntannonnoe odecrieuenue ynpasienus : yueOnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : Yauepcurer «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — TekcT : IeKTPOHHBIH // DnekTpoHHO-0nbmoTeuHas cuctema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysnemnoBa, U. B. JlokyMeHTallMOHHOE oOOecleueHne YIpaBIICHUs MEPCOHAIOM : Yy4deOHoe
nocooue st OakanaspoB / U. B. Ky3nenosa, I'. A. XaugarpssH. — 2-e u3a1. — Mocksa : JlamkoB u
K, Ait ITu Dp Memma, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DNIEeKTPOHHO-OMOIMOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonosiHUTEILHAS JIUTEPATYypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECTICUCHHUE YIPABICHUS : y4eOHO-TIPAKTUYECKOE
nocodue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
TOCyJapCTBEHHBIN meqarornyecknii yausepeutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOoHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html
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2. JImutpuena, JI. V. JlokymeHTaIlmoHHOE 00ECTICUCHHUE YIPABICHYECKON JACSITEIIBHOCTH : yaeOHOe
noco6wue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbBIN
texuudeckuit yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-Oubmmoreunas  cuctema  IPR BOOKS : [catiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

IMPAKTUYECKOE 3AHSTHE 8-9. [1K-2.3
Tema 8. Opranmzanuum J0KyMeHTO0O0oOpoTa. Perucrpaumss W KOHTPOJb MCIOJHEHUS

AO0KYMeHTOB Opranu3anus J0KyMeHT0000poTa.

Bonpocs! 1151 00cyK1eHus:

1. PackppITh 3HaU€HHE pErucTpalmy NOoToKa JOKYMEHTOB B YUPEXACHUH (OpraHU3aLHH,
HPEIIPUITHH).
2. IlpaBuia perucTpanuy 1 HHACKCUPOBAHUS TOKYMEHTOB.
3. Onmcath perucTpauoHHO-KOHTPOJIbHBIE KAPTOUKH.
4. OOGs3aTenbHBINA COCTaB PEKBU3UTOB KAPTOUKU PETUCTPALIUU.
5. Crenarp aHanu3 JOKYMEHTOB, MOJJICKAIIUX PETUCTPALIUU.
Bonpocwl ona camonoozomosku

. HazoBuTE OCHOBHBIE ATaMbl pabOThI C BXOAALIUMH IOKYMEHTAMHU.
. HazoBuTE OCHOBHBIE ATaMbl pabOTHI C HCXOIAIIMMH JOKYMEHTAMHU.
. KakoBbl OCHOBHBIE 11€/IM PETUCTPALIMU JOKYMEHTOB?
. Kakue BubI TOKyMEHTOB MOJIEKAT PETUCTpALIUN?
. Kakue cymectByroT popMbI peructpaiuu J0KyMEHTOB?
6. Kakoe 3HaueHne nuMeeT KOHTPOJIb UCIIOJHEHUS B I€ATENbHOCTH YUPEKACHUM,
OpraHM3alui, MpeaTpUATHI?
7. KTo ocylecTBIs€T KOHTPOJIb B OPraHNU3allu1, Ha IPEATPUATUN?
8. Kakue 1oKyMEHTHI MOAJIEXAT 00s13aTEIbHOMY KOHTPOJIIO?
9. Kak ocymiectBinsieTcst 000011eHHE pe3yIbTaTOB KOHTPOJISI HCIIOJHEHUS JOKYMEHTOB?

DN B~ W N =

OcHoBHas JuTEpaTypa:
1. Anexceesa, T. B. JlokymeHntannonnoe odecrieuenue ynpanienus : yueOuuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : Yauepcurer «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — TekcT : IeKTpOHHBIH // DneKkTpoHHO-0nbmoTeuHas cuctema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTalloOHHOEe oOOecleueHne YIpaBlICHUs MEPCOHAIOM : YydeOHOe
nocoowue st OakanmaspoB / U. B. Ky3nenosa, I'. A. XaugarpssH. — 2-e u3a. — Mocksa : JlanmkoB u
K, Ait ITu Op Memma, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIeKTPOHHO-OMOIMOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonosiHUTE/ILHAS JIUTEPATYypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIICUCHHUE YIPABICHUS : y4eOHO-TIPAKTUYECKOE
nocodue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
roCyJIapCTBEHHBIN negarorndeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOoHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html
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2. JImutpuena, JI. V. JlokymeHTaIlmoHHOE 00ECTICUCHHUE YIPABICHYECKON JACSITEIIBHOCTH : yaeOHOe
noco6wue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbBIN
texuudeckuit yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-Oubmmoreunas  cuctema  IPR BOOKS : [catiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

IMPAKTHYECKOE 3AHSTHE 10-11. ITK-2.3
Tema 9. PaGoTa ¢ 10KyMeHTaMMH, COlePKANUMH KOH(PUIEHIIHAJIbHbIE CBeIeHM .

Bonpocs! 1151 00cyK1eHus:

[TpaBuiia CEeKpETHOCTH U COOITIOIEHUE KOMMEPYECKOM TalHBI.
[IpenMetr KOMMeEpUYECKOIl TalHBI.

JBa 6mioxa KT: mpombinuieHHast 1 genoBasi HHGOpMaIus.
Kondunennuanbable CBeCHUS: UACH, U300pETEHUS, OTKPBITHS,
npuOBLTG (PUPMBIL.

I'pud, o0o3HauaromMi OrpaHUUYEHUE JOCTYIA K JJOKYMEHTaM.
Pesxxum koMMeEpUYecKOU TalHBbI.

dopma peructpanuu 10KyMeHTOB ¢ rpudom «KT».

. @opma yuera BbIIaud JOKYMEHTOB ¢ TprudoM «KT».

0 CaeneHus, HE COCTABIIAIOILINAE KOMMEPUYECKYIO TalHY.

'—‘OPONF”S”P.W!\’!—‘

Bonpocul ona camonoozomoeku

. Uto Takoe «koMMepuecKkasl TaiiHa»?

. Kakue cBenenus siBisitoTcss KOHUACHITUATBHBIME?

. Kak oopmisiercss pekBU3UT-TpUG OrpaHUUYEHUs 10CTyIa K JOKYMEHTY?
. Kakue moxymMeHTBI IpeCTaBISIOT KOMMEPUYECKYIO TaltHy?

. Kakue noxymMeHThI mpeAcTaBisioT (PUHAHCOBO-KPEAUTHYIO TailHy?

. UTo Takoe pexuM KOMMEpPUYECKOUN TallHbI?

. Kak oopmisiercs sxypHan peructpanuu 10KyMeHTOB ¢ rpudom «KT»?
. Kak oopmisiercs sxypHan ydera BbAauu JOKYMEHTOB ¢ rpudom «KT»?

O 00 3 N D =~ W N —

. Kakue moxymeHTsI 1 cBenieHust He coCTaBIsIOT «KT»?
10. KTo onpenensier KOMMEPUYECKYIO TallHY JOKYMEHTOB?

OcHoBHas1 JIuTepaTrypa:
1. Anekceesa, T. B. JlokymeHTanmonHoe obecriedenre ymnpasieHus : yaeOunuk / T. B. Anekceesa,
O. A. CrpaxoB. — Mocksa : Yausepcurer «Cuneprusy», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — Texkcr : 2MeKTpOHHBIH // DnekTpoHHO-0nbaroTeunas cucrema IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. Kysnemnora, M. B. JlokyMeHTaIlMOHHOE OOECIICYCHUE YIPABIICHUS MEPCOHAIOM : Yy4eOHOe
nocobue ms 6akanaspos / M. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ u3a. — Mocksa : JlamkoB u
K, At Ilm Dp Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 3eKTpOHHBIH //
DNEeKTPOHHO-ONOINOTeYHAs cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonosiHUTE/ILHAS JIUTEPATYypa:

1. ApacnanoBa, B. A. JIokyMEHTallMOHHOE OOCCIICUCHHME YIPaABICHUS : y4eOHO-TIPAKTHUYCCKOE
nocobue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ uzn. — Cypryt : CypryTckuii
roCyJapCTBEHHbIN negarornyeckuit yausepeuret, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
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Tekcr : snexkTpoHHBIN // DnexkrpoHHO-OMOMHoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html

2. JImutpuesa, JI. V. JlokymeHTaIlMOHHOE 00ECTICUCHHUE YIPABICHYECKON JEATEIBHOCTH © YU4eOHOE
nocoowue / JI. U. imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbBIN
texHudeckuit yausepcutet, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-OubOmmoreunas  cuctema  IPR BOOKS : [cafiT]. —  URL:
https://www.iprbookshop.ru/98703.html

MPAKTUYECKOE 3AHSATHE 12. I1IK-2.4
Tema 10. HomenkiaTtypa aeJr.

Bonpocs! 1151 00cyKIeHus:

1. JlaTh TOTKOBaHUE TEPMUHA «HOMEHKIJIATYpPay.

2. PackppITh MPUHIIMIIBI KTacCU(UKAIIMHA JOKYMEHTOB, BHJIbI HOMEHKIIATYD.
3. TpebGoBanus Kk GOPMUPOBAHHUIO JEII.

4. TpeOoBaHMS K COCTABJICHHUIO CBOJTHOW HOMEHKJIATYPHI JICI.

Bonpocwl ona camonoozomosku

. Jlj1 9ero ciayKuT HOMEHKJIaTypa J1ei?

. Kakue Bunp1l HomeHknaTypsl Bel 3HaeTe?

. Kak odopmmsiercs HomenknaTypa nen?

. Kakue moxymeHThI BKIIIOYAIOTCS B HOMEHKJIATYPY J1e7?

. Kakue TpeboBanust mpeabsaBIIsIIOTCS K 3ar0JI0BKaM Jiei?

. B xako# mocienoBaTeIbHOCTH HYKHO pacriojiaraTh pa3jiesia B CBOAHON HOMEHKIAType

AN DN AN W =

nen?

~

. KakoBa nocnenoBaTenbHOCTD /1€l B HOMEHKIAType?
. Korza 3anonssercs nTorosast 3anuch 0 KaTETOPUSIX U KOJIMYECTBE 3aBEACHHBIX €17

o

OcHoBHas1 JInTepaTypa:
1. Anekceesa, T. B. JlokymeHTanmonHoe obecriedenue ymnpasieHus : yueOnuk / T. B. Anekceesa,
O. A. CrpaxoB. — Mocksa : Yausepcurer «Cuneprusy», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — Texkcr : 2MeKTpOHHBIH // DnekTpoHHO-0MbaroTeunas cucrema IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101344.html

2. Ky3nenona, 1. B. JlokyMEHTaIlMOHHOE OOCCIICUCHHME YIIPABICHHUS IEPCOHAIOM : Y4eOHOe
nocooue st OakanaspoB / U. B. Ky3nenosa, I'. A. XauarpssH. — 2-e u3a1. — MockBa : JlamkoB u
K, Ait ITu Op Memua, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DIIeKTPOHHO-OMOINOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

JlonosiHuTEILHAS JIUTEPATYypAa:

1. ApacnanoBa, B. A. JlokymMeHTallMOHHOE OOECIIEUCHHE YIPABICHUS : YYEOHO-TPAKTUUECKOE
nmocobue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ uzn. — Cypryt : CypryTrckuii
roCyIapCTBEHHBIN negarorudeckuit yausepcuter, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
Tekcr : snexkTpoHHBIA // DnexkrpoHHO-OMOMHoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html
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2. JImutpuena, JI. Y. JlokymeHTarimoHHOE 00€CIIeUeHrEe yIPaBIeHYECKON NEITEIbHOCTH | yueOHOe
noco6wue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBEHHBIN
texuudeckuit yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-Oubmmoreunas  cuctema  IPR BOOKS : [catiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

MPAKTUYECKOE 3AHSATHE 13. I1IK-2.4
Tema 11. @opMupoBaHue j1eJ1 U UX XPaAHEHHE.

Bonpocs! 1151 00cyK1eHus:

1. PackppIThb METOAMKY SKCIEPTU3bl HAYYHOH M NPAKTUYECKOM LEHHOCTU JOKYMEHTOB M
oopmieHHE ee pe3yIbTaToB.

2. Kpurepuu onieHKH BHEITHUX 0COOEHHOCTEH JOKYMEHTA.

3. TexHonorus opopmieHHs Je 1715 MOCIEAYIOIIEro XpaHEeHNU .

4. OnucaHue J0KyMEHTOB [TOCTOSSHHOTO U BPEMEHHOTO XPAHEHUS.

5. JlaTh 00pa3Lbl: aKTA O BBIIEIECHUU K YHUUTOKEHHIO JOKYMEHTOB U JIeJ1, He MOJIJIeKaIlnX
XPAaHEHHUIO; BHYTPeHHel ONMCH JOKYMEHTOB JIe€j1a; OMMCH JIEJI TIOCTOSHHOTO XPAHEHUS.

Bonpocul ona camonoozomoexku

. KakoBel mpaBuia hopmupoBanust aen?

. Kak pacnonaratorcs 1oKyMeHThI BHYTpH jeia?

. Kakoe 3HaueHne UMerT CpoKH XpaHEHUs JOKYMEHTOB IpU (OPMUPOBAHUU Aei?
. Kakue cymecTBytoT criocoOsl xpaHeHust aei?

. KaxkoB nopsiiox noAmuBKY ¥ HyMepaluy OCTOSSHHOTO XPAHEHUs?

. KaxkoBbl ipaBuiia MOArOTOBKY /1€ K CAa4Y€ B apXUB YUPEKACHUS?

. Kakue TpeboBanus npeabsaBiIstOTCS K ONKUCH JOKYMEHTAJIbHBIX MaTEepHUajIoB

. Uto o3HayaeT 3KCcrepTH3a EeHHOCTH JOKYMEHTOB? [[71s1 4uero oHa mpou3BOAUTCS?

. Kakue TpeboBanus npeabsaBiIsitoTcsl K 0pOPMIIEHHUIO JIe]1 BpeMeHHOro xpaHeHus (10 10
JIeT BKIFOUUTENBHO)?

O 00 3 N D k=~ W N~

10. Kak odopmisieTcst BHyTPEHHSS OMUCH TOKYMEHTOB, HAXOASIIUXCS B fiene?

11. Kakue nanHble BHOCSTCS B 3aBEPUTEIbHBIN JIUCT ONUCH?

12. KakoB mops0K cia4yu JIeN MOCTOSIHHOTO U BpeMeHHOro XpaneHus (cBbimie 10 jer) B
apxuB?

OcHoBHas JuTEpaTypa:

1. Anexceesa, T. B. JlokymeHntannonnoe odecrieuenue ynpasienus : yueOnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : Yauepcurer «Cuneprusy», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — TekcT : IeKTpOHHBIH // DnekTpoHH0-0nomoTeuHas cuctema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTallMoOHHOE oOOecleueHne YIpaBlICHUs MEPCOHAIOM : Yy4deOHOe
nocoowue st OakanmaspoB / U. B. Ky3nenosa, I'. A. XaugarpssH. — 2-e u3a1. — Mocksa : JlamkoB u
K, Ait ITu Dp Memua, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31eKTPOHHBIN //
DNIEeKTPOHHO-OMOIMOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

Jlono/IHMTeIbHAS JIUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIICUCHHUE YIPABICHUS : y4eOHO-TIPAKTUYECKOE
nocodue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
roCyJIapCTBEHHBIN negarorndeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 3NMeKTpOoHHBIN // DnekTpoHHO-OMOMMoTeynast cucrema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html



https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/83142.html
https://www.iprbookshop.ru/94291.html

42
2. JImutpuena, JI. . JlokymeHTaIlmoHHOE 00ECTICUCHHUE YIPABICHYECKON JAEATEIHHOCTH © YI4eOHOE
noco6wue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBeHHbBIN
texuudeckuit yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-Oubmmoreunas  cuctema  IPR BOOKS : [catiT]. @ —  URL:
https://www.iprbookshop.ru/98703.html

IMPAKTHYECKOE 3AHSTHE 14. I1K-2.4
Tema 12. IT-texHosorum Ha cJy:k0e JOKYMEHTAJLHOr0 o0ecredyeHusi eATeJIbHOCTH
OpraHM3anuu.

Bomnpoce! a5 00cy:KaeHus:

CoBpemenHas nH(OpPMALIMOHHAS TEXHOJIOTHUSI.
Haznauenue IT-TEXHOJIOI'NN.
DeKTpOHHAas I0YTa, 3ByKOBbIE (hailiibl.

4. Bwuuel mporpamMm Ui COCTaBJICHUS U PEIAKTUPOBAHUS CITY>KEOHBIX JOKYMEHTOB.
(TekcroBble pemakTopbl WM TekcToBble mporeccopsl: Word, Word for Windows u np.).
JupexTopuii — 310 Tpymma ¢aiaoB, 00beTUHEHHBIX 10 KAKOMY-JTHOO MPU3HAKY.

5. Opranuzanust JOKYMEHTO000pOTa Ha KOMITBIOTEPE.

wrh e

6. WudopmanmoHHO-cripaBoyHas padoTa Mo JOKYMEHTaM.
7. OCHOBHBIE KOMITBIOTEPHBIE IPOTPAMMBI I OPTaHU3aUHU PaOOTHI C TOKYMEHTAMH U
UX XapaKTepUCTHKA.
Bonpocul ona camonoozomosku

1. Kakue umeroTcst BUAbI MPOrpaMM Ul COCTaBJICHUS U PEIaKTUPOBAHUS CITYKEOHBIX
JIOKYMEHTOB?

2. Ucnonb30BaHue JIEKTPOHHOM MOYTHI, Internet u Ipyrux cucTem B LEIAX
panroHaIU3aK JOKYMEHTO000pOTa.

3. Kakue Bo3moxxHocTH porpaMmbel WinWord?

4. Yro Takoe qUpEKTOpHiA?
5. JIaTb XapaKTepUCTUKY TEKCTOBOTO IPOLIECCOPA.

OcHoBHas JuTEpaTypa:
1. Anexceesa, T. B. JlokymeHnTannonnoe odecrieuenue ynpanienus : yueObnuk / T. B. Anekceera,
O. A. CrpaxoB. — Mocksa : Yauepcurer «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-
0402-3. — TekcT : IeKTpOHHBIH // DneKkTpoHH0-0nbmoTeuHas cuctema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/101344.html

2. KysuenoBa, U. B. JlokyMeHTallMOHHOE OOecleueHne YIpaBlICHUs MEPCOHAIOM : y4deOHoe
nocooue st OakanaspoB / U. B. Ky3nenosa, I'. A. XagarpsH. — 2-e u3a. — MockBa : JlanmkoB u
K, Ait ITu Dp Memuma, 2019. — 220 c¢. — ISBN 978-5-394-03124-3. — TekcT : 31IeKTPOHHBIN //
DIIeKTPOHHO-OMOINOTEUHAS cucremMa IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html

Jlono/IHMTeIbHAS JIUTepaTypa:

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECTICUCHHUE YIPABICHUS : y4eOHO-TIPAKTUYECKOE
nocodue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuit
TOCyJapCTBEHHBIN meqarornyeckuii yausepeutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. —
TekcT : 2NMeKTpoHHBIN // DnekTpoHHO-OMOMMoTeyHast cucrema [PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/94291.html



https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/83142.html
https://www.iprbookshop.ru/94291.html

43
2. JImutpuena, JI. Y. JlokymeHTarimoHHOE 00€CIIeUeHrEe yIPaBIeHYECKON NEITEIbHOCTH | yueOHOe
noco6wue / JI. Y. Imutpuesa, U. B. Py3aeBa. — HoBocubupck : HoBocubupckuii rocy1apcTBEHHBIN
texuudeckuit yausepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — TekcT : 2JIeKTpOHHBII
/' DnekrponHo-Oubmmoreunas  cuctema  IPR BOOKS : [caiit]. —  URL:
https://www.iprbookshop.ru/98703.html

9.2.MeTonnyeckne peKOMEH/IAIUH M0 BHINOJHEHUIO IPOBEPOYHBIX padoT
1. Cymb u 3nauenue npoepoyHol pabomul.

KontponpHast pabora sBISETCS JIOKYMEHTOM, CBUJCTEIbCTBYIOIIMMH 00 ypOBHE
CaMOCTOSITENIbHOW pabOThl M CTENEHH OBJAJEHUs CTYyAEHTaMH MPOrPAaMMHOI0 MaTepuaja M ero
YMEHHEM KPaTKo M JOXOJYMBO MPOAHATU3UPOBATH U U3JI0KUTh B MUCbMEHHON (popMe BHIOpaHHYIO
TeMy.

Bremonaenne paboT CyImIECTBEHHO BIHUSET Ha CaMOOOpa3OBaHHME CTYACHTOB Kak
CHECIMAINCTOB B OOJACTH  MHPOBOM SKOHOMHKHM, TaK KaK 3TO SBISETCS BaXXHBIM BHUIAOM
CaMOCTOSITENIbHON UHTEIUIEKTYAIbHON JAESITeTbHOCTH.

2. Llenu nposepounoti pabomol:

Lenpto pa®oThl SBIAIOTCA: pa3BUTHE HHTEpeca CTYIAEHTA(KM) K IpobiieMaM MUPOBOI
HKOHOMHKH; YMEHHE padoTaTh C pa3IMYHBIMH HCTOYHHKAMH WH(GOpPMAIHU; JeNaTh MPaBHIbHBIC
BBIBOZBI M () (EKTUBHBIE IPEIIIOKCHUS.

3. I[lops0doxk no02omosKu npo8epoyHol pabomul.

Tema npoBepouHON PabOTHI BEIOUPAETCS CTYIEHTAMU CAMOCTOSITENBHO.

[Tocne BbIOOpa TEMBI CiymiaTeNsiM HEOOXOAMMO COCTaBUTH IPEIBAPUTEIBHBIA CITHCOK
auTepatypel. BechMa TONE3HO HCIONB30BAaHME ONEPATHBHBIX MaTEPHAIOB  KOHKPETHBIX
OPEANPUATHIA U OpraHu3alui, a TaK’Ke HHOCTPAHHBIX HCTOYHHUKOB.

['oToBas paboTa B HaneuaTaHHOM (hopMe clraeTcs BeAyleMy Kypce IpenoiaBaTelto.

4. Tpebosanus kK KOHMPOIBLHOU pabome.

I'maBHBI KpuTepuii KadecTBa pabOTHI — IOJHOTa M KOMIUIEKCHOCTH OCBEIIEHHUS TEMBI.
Kaxnplif pa3gen paboThl JODKEH HAUMHATHCA C COOTBETCTBYIOLIETO 3aroJIoBKa IO OTJIABICHUIO C
HyMepanueil kaxaoil crpanuiubl. Pabora, He oTBevaromas omnpeaeIeHHbBIM HOPMaM, K 3aIlUTe He
nomyckaercsi. HeOpe)xHO BBITIOJTHEHHAs! paboTa TakKe K 3alUTe HE TOIyCKaeTcsl.

PaGota nomkHa COCTOSITH W3: OTJIABIICHUS, BBEICHHS, OCHOBHBIX pa3lelioB paboTHI,
pacyeTHOM yacTu (eciM 3TO KypcoBasi paboTa), 3aKIIFOYEHHUS U CITUCKA JIUTEPATyPHBIX HCTOUHUKOB.

5. IlpumepHas cxema cmpykmypuvl npo8epoUHOU pabomul.

Tumynonolu 1ucm

Oeznasnenue - coaepanne padOThI C HyMepaluel CTPaHHII.

Beeoenue. 3aech GopMUPYIOTCS TIENTU U 3a4a4d paObOThI, 000CHOBBIBAIOTCS aKTyalIbHOCTh U
NpaKkTUYeCcKass 3HAYMMOCTb TEMbI, MOTHUBBI BbIOOpa. MOXXHO OTMETUTh TaKXe TpPYAHOCTH,

BCTPECTUBUIMECA ITPU HAITMCAHUH pa6OTI)I, XapaKkTEp UCIIO0Jb30BaHHBIX UCTOYHUKOB.
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Ocnoguvie pazdenvt pabomel. JIBa, Tpu U O60jee pa3aenoB, IS MOTHOTH OCBEIICHUS TEMbI

II0 OCHOBHBIM IIOCTAaHOBOYHBIM BompocaM. [locTaHOBOYHBIE BOMPOCEI — 3TO BOHPOCHI,
PACKpHIBAIOLIKE CYyTh MPoOIeMbl WK TeMbl. Kax bl pa3aen HauMHaeTCs ¢ 3arojIoBKa, yKa3aHHOTO
B OIJIABJICHUU WJIM COAEP)KaHUH C TIOPSIKOBBIM HOMEPOM paszena.

3akaouenue. B HeM (QOpPMUPYIOTCS BBIBOJBI, MPEUIOKEHUS WM PEKOMEHAALUU T10
COBEPIICHCTBOBAHUIO MEPOIPUATHH, KACAIOIINXCS BHIOPAaHHOIH BaMH TEMBI.

Cnucox ucnonb308aHHbIX UCTIOYHUKO8 U umepamypsl. 31eCh NEPEUUCISIOTCS HCTOYHUKH,
HOPMATHUBHBIE aKThl, O(UIMATBHBIE CTAaTUCTUYECKHE COOPHHMKH W IyOJUKaIMH, MOHOTrpaduu,
CTaThu, MEPUOANYECKHE U3JAHUS M TaK Jajee, KOTOpble ObUIM HMCIIOIB30BAHbBI MPH BHITOJIHEHUH
KypPCOBOH HJIM ITPOBEPOYHOI pabOTHI (0053aTEIBHO YKa3bIBAaTh IO U MECTO M3JIAHHU).

[punoswcenue BxIrOYaeT TAOIMMIBL, CXEeMBbI, TpaduKy, KOMUU KOHTPAKTOB, COTJIAIICHH,

muceM, pacdeTbl U T.A. . Hpnqu X HAJIUYUEC 3HAYUTCIIbHO ITOBAIIIIACT HEHHOCTD pa6OTI)I.
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[Tpunoxenue 1
AHHOTALIUA TUCHUIIJIINHBI

Pabouas mporpamma y4eOHOM JOUCHMIUIMHBI —SIBISIETCS 4YacThl0  00Opa3oBaTeIbHOMN
nporpamMmsbl Oakaiappuara o HanpasiaeHuto nmoarorosku @I'OC BO 38.03.02 «MeHempKMEHT».
Ilenn ocBoeHUS OUCHUIUIMHBL:  (OPMUPOBAHHE LIEJIOCTHOTO MPEICTABICHUS O

COBPEMEHHOM JIEJIONPOU3BOJICTBE KAaK OCHOBE JOKYMEHTALMOHHOIO O0ECHEYEHUs YIpaBIICHMUS,
o0ecrieyeHne KOMIUIEKCA 3HaHUI B cdepe JOKYMEHTOBEICHHS; Pa3BUTHE MPAKTUYECKHX HABBIKOB

JOKYMECHTHUPOBAHUA.

3amaun OCBOEHUS JUCIUAIIINHEL:

-03HAKOMJICHHE C COBPEMEHHOW CHUCTEMOW W TpaBWiIaMu (UKCAIMH, PETHCTpaluH, Y4Yera,

oOMeHa 1 XpaHeHUs1 nHpopMaIuu;

-CO CTaHJapTaMu O(I)OpMJ'IeHI/IH JAOKYMCHTOB U TCKCTOBBIX pa60T; ¢ obecrieyeHneEM HUPKYJIAIHUHN

AOKYMCHTOB U UX COXPAHHOCTH,

'q)OpMI/IpOBaHI/Ie IMMPEACTABJICHUA O POJIM U 3HAYUMOCTHU JOKYMCHTA B CUCTEMC YIIPABJICHUAA, 00

YHI/I(l)I/IKaI_II/II/I " CTaHAapTU3allUU KaK OCHOBHOM HAIIPpaBJICHHU B COBECPHICHCTBOBAHNU NOKYMCHTOB;,

-00 OCHOBHBIX YHI/I(i)I/II_[I/IPOBaHHLIX CUCTEMAX HOOKYMCHTalWU, INMPUMCHACMBIX B Poccuiickoi

denepannu;

-obecrieueHne 3HAHUW M TNPAKTUYECKUX YMEHUH B 00JacTH COCTaBI€HHUS U OQOPMIICHHUS

OCHOBHBIX BHUJOB JOKYMEHTAI[MH, COCTaBJSIOLIMX OCHOBY YIPaBI€HUS pabOTON MpennpusThs

(opranuzanun).

1.2. IlepeueHs TUIaHUPYEMBIX PE3YIBTATOB OOYUCHHS IO TUCIUTUINHE,

Komnerenuus HNuaukaropsl Pe3yabTaTsl 00yyeHus
(xon u KOMIIeTEeHIM I

HauMEHOBAaHHE) (KoJ1 1 HAaMEHOBaHUE)
[K-2  Cnocoben | [IK- 2.1 Ocymecrsisier | 3HaTh:
PEriIaMeHTUPOBATh | cOop HHPOPMAMH O — OCHOBHBIE TIOHSTHS JJOKYMEHTAIIHOHHOTO
IIPOLIECCHI mporecce oOecrieyeHus yrpaBlIeHUS;
Opa3eIICHNI oJIpa3aciICHUs — OCHOBHBIC 3aKOHOJATCJILHBIC U
OpraHu3anuu OpraHu3alM¥ ¢ IICJIbI0 | HOpMAaTUBHBIE akThl B oosactu IOV

pa3paboTKK perjamMeHTa
JAHHOTO TIpoIecca

YMerTs:

- 0popMIIATH JIOKYMEHTALUIO B
COOTBETCTBUU C HOPMAaTHMBHOM 0a30l, MCIONb3YS
MHPOPMALIMOHHbIE TEXHOJOTMM M  CpPEeACTBa
OPI'TEXHUKH;

—  HCIOJIb30BaTh
CUCTEMBI JIOKYMEHTALIVH;
Bmanets:

yHU(UITUPOBaHHbIE




46

- MOHSATUHHO-KaTEeropruaIbHbIM
anmnapaToM JIeJI0NpPOU3BO/ICTBA;

IIK-2.2 O6Gecneuyusaer | 3HaTH:
pa3paboTKy u —  menw, 3aJa4yd = M [PUHIUIIBI
YCOBEPIICHCTBOBAHUE JIOKYMEHTAIMOHHOTO 00ECTICUCHUs yIIPABICHHUS;
pernamMeHTa  mporecca | YMeTb:
MOIpa3IeIICHUS — pemiatb COI[MAJIbHBIE POOIIeMBI
OpraHH3alIiH TPYJIOBOTO KOJICKTHBA,
Bmanets:
- HaBBIKAMU TPHMEHSATH U HCIIOJIH30BAThH
KOMIIBIOTEp  JII1  PEIICHUs  3aJa4  OOIIero
Ha3HayeHWs (Co3laHue W PEIAKTUPOBAHHE
TEKCTOBBIX JJOKYMEHTOB Pa3IMYHOMN CII0KHOCTH);
I[1IK-2.3  Bpoaur B | 3Harhb:
JICHCTBHE periamMeHT — CHCTEMBI JIOKYMEHTAIMOHHOTO
nporecca oOecrieyeHust yIpaBIeHUs;
oJIpa3/IeIICHUs — TpeOOBaHHMSA K  COCTABICHHIO U
OpraHHU3aIiH 0(OPMIICHHIO PA3IIMYHBIX BUJIOB JIOKYMEHTOB;

- COBpPEMECHHBIC UH(POPMAIIMOHHBIC
TEXHOJIOTUU CO3JIaHMSI JIOKYMEHTOB u
aBTOMATHU3AIMH TOKYMEHTO000POTa;

Ym™mers:
—  OCYUIECTBIIATh  XpaHEHHUE, TOUCK
JIOKYMEHTOB;
Brnaners:
— — HaBbIKaMH O(OPMIIEHHUS OCHOBHBIX BHIOB
JIOKYMEHTOB
IIK-2.4 Ocymectaiuser | 3HaTh:
KOHTPOJb  BBIMOJIHEHUS — o0mue mpaBuia OpraHu3aluu paboThl C
pernamMeHTa  mpolecca | JOKYMEHTAMH;
MOAPAa3ACIICHUS YMmers:
opranm3anvn — HCIIOJIB30BAaTh TCICKOMMYHHUKAIITMOHHBIC

TEXHOJIOTHH B DJIEKTPOHHOM JIOKYMEHTO000POTE;
Braaners:
- IpueMaMHu MpopEeCCUOHANILHOTO, B TOM YHCIE U
[IeIarOTMYECKOr0 OOIIEHUS

- WCTOJIb30BaTh MPHOOPETCHHBIC 3HAHUS U
YMEHHS B IPAKTUYECKOU eI TENBHOCTH.

[To nucrumuiiHe IpeaycMOTpeHa IpOMeXXyTOUHas aTTectanus B opMe 3aueTa.
OO6mast TpyA0EMKOCTD AUCHUIIMHBI COCTABISAET 3 3a4ETHBIC €TUHHIIBI.




JIUCT UBSMEHEHUN
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[Ipunoxenue 2

TekcT akryanuzanuu win npwiaraemsiii Kk PITJI nokymenT,
COZIEPKALLNI U3MEHEHHUS

Jlata

Ne
IPOTOKOJIA
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