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1. Llenu ocBoeHUA ANCLUNAUHDI

popmuposanue 3Hanull No:

- IOHATHUE JIOKYMEHTa, €ro CBOICTBA, CIIOCOObI IOKYMEHTHPOBAHHUS;

- TpaBWJIa COCTABJICHUS W OQOPMIICHHS OPraHU3aIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB
(manee - OPII);

- CUCTEMY W THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO oOecrieueHHs ynpaBJieHus (majee -
J0Y);

- OCOOEHHOCTH JIEJONPOM3BOJCTBA N0 OOpamieHHsIM TpaKAaH M KOH(UICHIMAIBHOTO
JeJI0NIPOU3BOICTBA.

@opmuposanue ymenuii no:

- 0oQOpMIATH OpPraHU3aLMOHHO-PACIIOPATUTEIbHBIE TOKYMEHTHI B  COOTBETCTBUU C
nerictyromuMm ['OCTowm;

- OCYILECTBIISATH 00pAaOOTKY BXOJSIINX, BHYTPEHHUX M UCXOASAIIUX JOKYMEHTOB, KOHTPOJIb 32
UX UCIIOJHEHUEM;

- 0 OPMIISITH TOKYMEHTHI JUISI [IepeJaun B apXUB OPraHU3aLUY;

2. MecTo nucuunjannbl B ctpykrype IIIICC3
VYuebnas mucummmaa OIL.13 «JlokymeHTanmoHHOE oOecredeHrne YIpaBICHHs» SBISETCS
ob1enpodeccuoOHaIbHON TUCHMITIMHON IpodeccuoHanbHoro nukia B coorserctBuu ¢ ®I'OC mno
cnenuansHocTr CITO 40.02.01 «IIpaBo u opraHu3aius COHATLHOTO 00ECTICYCHUSY.
OcBauBaetcsi Ha BTOPOM Kypce (3 ceMecTp).

3. Komnerenuun odyuarouierocsi, opmMupyembie B pe3y/jbTaTe 0CBOCHUS JUCIUNIHHBI

B pe3yjibTaTe OCBOCHU A AUCHUIIIINHBI (1)OpMI/Ipy1-OTCH KOMIICTCHII UM :

HNuaexce Pacummdposka npuodperaeMoii KoMneTeHUMu
KOMIIETeHIIUH
OK 4 OcymiecTBnATh TMOUCK M MCIOJIb30BaHHE HMH(POpPMALMK, HEOOXOIUMON  JUIs

3(PEKTUBHOTO BBIMOJHEHU NPO(ECCUOHATBHBIX 3a1ad, MPOPECCHOHATHHOTO U
JIMYHOCTHOT'O Pa3BUTHSL.

B pe3yJibTaTe OCBOCHUA JUCHUIIIINHBI 06yqa}01111/11710;1 JTOJI’KEH 3HATD.
- IOHATHE IOKYMEHTA, €r0 CBOMCTBA, CIOCOOKI IOKYMEHTUPOBAHNS,
IpaBujia COCTABJICHUA U Oq)OpMJ'IeHI/ISI OpTraHHU3allMOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB
(nanee - OP/I);

- CUCTCMY U THUIIOBYIO TCXHOJIOTHUIO JOKYMCHTAIUOHHOI'O O6CCHC‘ICHI/I}I YHpaBJICHUA (L[anee -
JA0VY);

- OCO6€HHOCTI/I ACJIOMPONU3BOACTBA TIIO O6paH_IeHI/I$IM rpaxxian Hu KOH(I)I/IILCHLII/IaJ'ILHOFO
ACIOIMMPONU3BOJACTBA.

B pe3ynbraTe 0cBOEHUS TUCHUIUIMHBI O0YYaIOUIHIICS TOIKEH YMeTh:

- 0oQOpMIATH OpPraHMU3ALMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI B  COOTBETCTBUH C
neiicrByromuM ['OCTowm;

- OCYILECTBIISATH 00PAaOOTKY BXOJSIIMX, BHYTPEHHUX U UCXOASIINX JOKYMEHTOB, KOHTPOJIb 32
UX UCTIOJIHEHUEM;

- 0(OPMIISTH TOKYMEHTBHI JUIsl Iepejaud B apXUB OpraHU3aIUH.

4. CTpyKTYypa M coep:KaHue TUCHUIIMHBI
4.1. O0mas Tpy10eMKOCTh AUCUHUILJIMHBI B Yacax
OO61mast TpyJ0€MKOCTh AUCHIUTIIMHBI COCTABISET 72 yac.



cemecTpe.

dopma IPOMEKYTOUHOW aTTECTAlMM IO JUCHMIUIMHE: AU(QepeHIIMPOBaHHBIA 3a4eT B 3

Buapl 1 yacel ayiuTOpHOM
paboThI, X TPYIOEMKOCTh

o B yacax Camocros Texkymue
Pa3nensl u TeMEI g ( ) yi
o] [IpakTu TeIbHas dbopMbI
TVCLIUTUTMHBI S JlaGopat
o | Jlexn | ugeckue pabota KOHTPOJIS
O OpHBIE
uu 3aHATU
paboThI
s
Tema 1 | JJokymMeHTHpOBaHHE Hoxmnan,
yIpaBIEHYECKON 3 3 4 0 4 PaKTUYECKOe
JESITEJIbHOCTH 3a/laHue
Tema 2 | OpranusalioHHbIE Hoxnan,
JTIOKYMEHTBI orpoc,
3 2 4 0 4 MPaKTUYECKOe
3a/iaHue,
JIUCKYCCHUSI
Tema 3 | PacnopsiauTenbHbie Jlokman,
JIOKYMEHTBI 3 3 4 0 4 TECTUPOBAHUE
MPAKTHYECKOE
3a/laHue
Tema 4 | MHpOpMaLIMOHHO - IIpe3enTanus,
CIIPaBOYHbIE 3 2 4 0 4 IPAKTHYECKOE
JTIOKYMEHTBI 3a/laHue
Tema 5 | JIoKyMEeHTHI 11O Ormpoc,
JUYHOMY COCTaBY 3 3 5 0 5 JTOKJIa,
IPAKTHYECKOE
3a/laHue
Tema 6 | Opranusanus Hoxnan,
paboThI ¢ 3 3 6 0 6 NPaKTUYECKOe
JIOKYMEHTaMu 3a/laHue
Bcezo no oucuyunnune 72 16 28 0 28




4.2. ConepxxaHue QJMCUMILITUHBI

HaumenoBanue pasgenos | Coaep:xkanue yueOHOro MarepuaJjia, jadopaTopHbie padoThbl U NpaKkTHYecKHne 3aHATHsA, | O0bem yacos YpoBensn
U TeM caMocCTosiTe/IbHasi padoTa 00y4armmxcst (1ex/ OCBOEHUST™*
MPAKT/caMoCT)
1 2 3 4

Tema 1. Coaeprxanue yueOHOro MaTepuasa 11
JIOKyMeHTHpPOBaHHE (3/414)
ylpaBJieH4eCKO’ JIOKYMEHTUPOBaHUE YIIPaBIECHYECKON 1E€ATEIbHOCTH 3 1
eATeJIbHOCTH 1. Henu u 3apaun nenonpouspoactsa. ['OCT P6.30-2003. OcHOBHBIE TOHSATHUS JUCHUILIMHBI.

Jlenonpou3BOACTBO MO OOpalleHusIM TpakIaH. YTIOBOM U TPOJOJIBHBIA CHOCOOBI

PacmooKeHus! PeKBU3UTOB Ha JOKYMEHTE.

2. IlpaBuna odopmuenus pekBusutoB ¢ 01 mo 18. IIpaBuia odopmienns pekBu3UTOB ¢ 19

1o 30. Ctpykrypa nokymenrta. Knaccudukaius JOKYMEHTOB 10 pa3IUYHbBIM OCHOBAHUSIM.

IIpakTHYeckne 3aHATHS 4 1

Odopmnenne nHa IIK B MSWord pekBusutoB ¢ 08 mo 30 yrioBeIM U MPOJOJIbHBIMU

cnocobamu. IlpeacraBieHne T0KIa10B

CamocrosiTesibHasi padoTa o0yuaronierocs 4 2

[TogroroBka noknanoB mo Temam: «lMcropust pa3BUTHS [ETONPOU3BOJCTBA B Poccum»,

«CornacoBaHue NpoeKTOB AOKYMEHTOB». PaboTa ¢ KOHCHEKTOM, y4eOHOW JUTEpaTypoil u

HNHTtepHeT-pecypcamu.

Kysnenosa, 1. B. JlokymeHTanmoHHOe o0ecreueHue ynpasieHus [DIeKTpoHHbIH pecypce] :

yueoHoe mocooue s CITO / U. B. Ky3nenona, I'. A. XagarpssH. — 2-¢ u31. — DJIEKTPOH.

TekcToBble naHHble. — Caparos : [IpodobpazoBanue, At [lu Op Meaua, 2019. — 166 c. —

978-5-4486-0404-1, 978-5-4488- 0216-4. — Pexum JIOCTYyTIA:

http://www.iprbookshop.ru/80326.html
Tema 2. Conep:kanue y4eOHOIro MaTepuaJa 10
Opranu3anuoHHbIe (2/414)
JOKYMEHTBI Opranu3anioHHbIE TOKYMEHTHI 2 1

1. Buasl opraHu3allMOHHBIX JOKYMEHTOB W HMX 3HaueHue. TpeOoBaHHs K COJACPKAHUIO H
npaBmiia 0opOPMIIEHUS JOKYMEHTA. JJoMKHOCTHAS HHCTPYKIUS.

2. TpeGoBaHUs K COJIEpKaHUIO U TIpaBMia oopmiieHUs TokyMeHToB: llITaTHOe pacnucanue,
ITomoxxeHme.



http://www.iprbookshop.ru/80326.html

IIpakTHYeckue 3aHATHSA

IIpakTnyeckoe 3ananue: OdopmieHre opraHu3alOHHOIO J0KyMeHTa: JlommKkHOCTHAS
uHCTpyKua cnenuanucta [IOP. Odopmienne opranuzanoHHoro nokymenTa: LlltaTHoe
pacnucanue. IIpencrasnenne noxiana. Onpoc. Juckyccus «Opranu3alyiOHHbIE
JOKYMEHTBI»

CamocTrosiTesibHasi padoTa 00y4yaromerocs 4
[ToaroroBka mokana mo Teme: «YUpeauTeNbHbIN 10TOBOp: odopMieHHE, 3HaYeHHe». PaboTa
C KOHCIIEKTOM, Y4eOHOH uTeparypoii u HTepHeT - pecypcamu.
CumonsiH, P. . JlokyMeHTaIlMOHHOE OOECTICUeHUE CUCTEMBI YMPABICHUS OpraHU3aIfei
[DnexTpoHHBI pecype] : yuebHoe mocobue / P. 1. CuMoHSH. — DJEKTPOH. TEKCTOBBIC
nanable. — Capatos : Al [Tu Op Menua, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum
nocryna: http://www.iprbookshop.ru/72458.html — 9BC «IPRbooks»
Tema 3. Coaep:xanue yueOHOro MaTepuaJia 11
Pacnopsiaure/ibHbIe (3/414)
JOKYMEHTbI 1 | PacnopsimuTenbHBIE TOKYMEHTHI: onpeaeiieHue, 3HaueHue. [Ipasumna odpopmiaeHus 3
pacops,ANTEIbHBIX TOKYMEHTOB.
IIpakTHYeckne 3aHATHS 4
odopmIiIeHHEe PACTIOPSIUTENBHOTO JOKyMeHTa: [Ipruka3 mo OCHOBHOI J1eATEIbHOCTH.
Brinucka u3 npukasa. Ilpencrasinenue noknana. TecTupoBaHUE IO H3YYEHHOU TEME.
CamocrosiTeibHas paGoTa o0yuaronierocsi 4
[TogroroBka poknana mo teme: «CTaauM MOATOTOBKU PACTIOPSAUTENBHBIX JTOKYMEHTOB)
[ToaroroBute noknaa Ha Temy: «lIponeaypa mepenauv MOJHOMOYHUI PYKOBOJIUTENS Ha
BpeMsl ero OTcyTcTBHs» Pabora ¢ KoHCcmekToM, yueOHOW mnureparypod u HHTepHeTr -
pecypcami.
Jlenonpou3BOACTBO M PEXKUM CEKPETHOCTH B OpraHax BHYTPEHHHMX Jell [DJIEKTPOHHBIN
pecypc] : yuebnoe nmocobue / M. C. lecsros, /1. A. Bacunsuenko, A. C. [Tonpasko, B. A.
[Iunumums. — DnekTpoH. TeKcToBbie AaHHbIe. — Omck : Omckas akagemus MBJ]] Poccun,
2017. — 68 C. — 978-5- 88651-648-7. — Pexum JIOCTYyTIa:
http://www.iprbookshop.ru/72851.html
Tema 4. Uupopmanuonno | Cogep:xkanue yueOHOro marepuaja 10
- CIPaBOYHbIE (2/414)
JAOKYMEHTBI 1 | UudopManimoHHO - ClipaBOYHBIE JOKYMEHTBI 2

Jenosele (city:xeOHble) mucbMa. TpeOoBaHus K 0POPMIICHUIO OPHUIIMATBHBIX THCEM.
AKT: moHsITHE, 3HaYeHue. Busr akToB. [IpaBuiia odhopmiiennst AKTa peBU3HA
(mpoBepku nesitensHOCTH). [paBuia opopmienus npotokosa. [TonHas u KpaTkas



http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/72851.html

dbopMebI mpoTokosa. Beimucka u3 npoTtokona. [IpaBuna odopMiIeHHs TOKIAIHBIX,
00BSICHUTEINIBHBIX, CIIY)KEOHBIX 3aMUCOK.

IIpakTHyeckue 3aHATHA 4
1. Odopmienne HHPOPMALMOHHO -CHPABOYHBIX JOKYMEHTOB: MHCbMa -HAIlOMHUHAHUS,
MUChMA -TIPUTTIAIICHHS U OTBETOB Ha HUX.
2. Odopmienue HHPOPMALIMOHHO -CIIPABOYHOTO JOKYMEHTA: aKTa MPOBEPKHU IEATEILHOCTH
(peBuszun). [IpencrapiieHne npe3eHTaIMi 0 U3YYEHHBIM TEMaM.
CamocTrosiTesibHAsi padoTa 00y4yaromerocs 4
Odopmuts poToKos codpanust rpynmsl. [1oroToBKa Mpe3eHTauii o n3y4eHHbIM TeMaM
Cumonsi, P. 5. JlokymeHTanmoHHOE oOOecliedeHHe CHCTEMbl YMpaBJICHHUS OpraHu3alfei
[DnexTpoHHEIH pecypc] : yueOHOEe mocoome / P. SI. CuMoHSH. — DJIEKTPOH. TEKCTOBBIC
nanubeie. — Caparos : Aii [1u Op Meaua, 2018. — 120 ¢. — 978-5-4486-0167-5. — Pexum
noctyna: http://www.iprbookshop.ru/72458.html — 3BC «IPRbooksy
Tema S. lokymentsl o | Cogepskanue y4eOHOro MaTepuasa 15
JHYHOMY COCTABY (3/6/6)
JIOKYMEHTBI 110 TIMYHOMY COCTaBY 3
Bunpl, 3nauenue. JlokyMeHTHpOBaHHE Mpoliecca mpueMa Ha padory. [lepcoHanpHbIe JaHHBIE.
3amuTa TnepcoHaNbHBIX JaHHBIX. (CocTaBieHue Pe3oMe W JTUYHOTO  3asBJICHMS,
XapakTepuCTUKH. [IpuKa3 1Mo JUYHOMY COCTaBy: 3HAUeHHWeE, TpaBwiia opopmiieHUs. Bumbl
NPUKA30B MO JIMYHOMY cocTaBy. CpoKM XpaHEHHMs NpUKa30B. TpyaoBOH JOroBop:
cojepxkanue, npasmwia obopmiieHus. Benenne TpynoBoi kHWKKH. JIM4HOE A€iI0 M JIWYHAs
KapTOUKa .
IIpakTnyeckne 3aHATHA 6
BBITTOJIHEHHUE MTPAKTHYECKOTO 33aHus1: 0hOpMIICHHE pe3toMe, IMIHOTO 3asIBIICHHS
pabotHuka. OpopmiieHre IpUKa3a Mo JUYHOMY COCTaBy. 3all0JHEHUE THUIIOBOW (hOpMBI
TPYAOBOro JOoroBopa 1 OiaHka (0Opa3sia) TpyAoBoi kHWKKH. [IpencraBnenue 10KIao0B,
MHCbMEHHBIN OIPOC .
CamocrosiTesibHas paGoTa o0yuaronierocsi 6
IlonroroBka nokmaga Ha TeMy «JIMuHoe neno pabOTHHKA, BEIEHUE JIMYHOTO JAesa»
CocraBneHune cxem.
Kyspmuna, U. B. JlenonpousBoactBo [DneKkTpoHHBIN pecypc] : ydeOHoe mocobue / M. B.
Ky3pbmuHa. — OnekTpoH. TeKCTOBble AaHHble. — M. : MOCKOBCKHMI TI'yMaHUTapHbIN
yauBepcurer, 2020. — 128 c¢. — 978-5-906912-98-5. — Pexum pocryma:
http://www.iprbookshop.ru/74718.html — DB5C «IPRbooks»
Tema 6. Opranusanus Coaepsxkanue y4eOHOro MaTepuaJa 15



http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/74718.html

paﬁ()TbI C JOKYMEHTaMu

(3/6/6)

Opranuzanus padoThI ¢ TOKYMEHTAMHU 3
Opranu3zaiys T0KyMeHTO000poTa: mpreM, 00paboTKa, perucTpaius, KOHTPOJIb JOKYMEHTOB.
Cucremaruzanusi JTOKyMeHTOB. Pa3paboTka HoMeHKiaTypel nen. dopmupoBaHue jena:
MoHATHE, TpeOoBaHUs, TpU3HAKU. [lOArOTOBKAa JOKYMEHTOB K AapXMBHOMY XpaHCHHIO.
DKcrepTru3a [MEHHOCTH JTOKYMEHTOB. PaboTa ¢ JOKyMeHTaMu 1O OOpalleHHsIM Tpa)iaH.
TenekoMMyHHKAITMOHHBIC TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO00O0pOTE.
IIpakTHYecKkne 3aHATHS 6
BBITIOJTHEHUE MTPAKTHYECKOTO 3a7aHus: 0(OpMIICHIE HOMEHKIATYPHI JIENT; aKTa O BBIICICHUH
K YHHYTOXXCHHUIO JOKYMEHTOB, KaK HEIO UICKAINX XpaHeHHu0. [IpejicTaBieHue TOKIaI0B.
CamocrosiTeibHas paGoTa 00y4yaromerocst 4
Co31arh cXxeMy perucTpainuy JOKYMEHTOB U 3allOJHUTh JKYyPHAIbI PErHCTPAlMU JOKYMECHTOB
[ToxroroBka moknana Ha Temy: «L{udpoBas mOANUCH B AIIEKTPOHHOM JOKYMEHTOOOOPOTEY.
PabGora ¢ xoHCIIekTOM, yueOHOI TuTeparypoii U IHTepHeT-pecypcamu.
Kysnenona, . B. JlokymeHTanonHoe obecrnieueHne ynpapieHus [DIeKTPOHHBIN pecypc] :
yuebHoe nocobue mia CIIO / U. B. Ky3nenosa, I'. A. XauatpsiH. — 2-e u3a. — DIEKTPOH.
TekcToBble ganHble. — CapartoB : [Ipodobpazosanue, Ait Ilu Op Meana, 2019. — 116 ¢. —
978-5-4486-0404-1, 978-5-4488- 0216-4. — Pexum JocTyna:
http://www.iprbookshop.ru/80326.html — 3BC «IPRbooks»

72

Bcero (16/28/28)

*J1J1 XapaKTepUCTUKU YPOBHSI OCBOEHMSI y4eOHOI0 MaTepHalia UCTOIb3YIOTCS CleAyolne 0003HaUEeHUS:

1. — o3HakoMUTENBHBIHN (Y3HaBaHUE paHee N3yUYEeHHBIX OOBEKTOB, CBOHUCTB);

2. — penpOAYKTUBHBIN (BBITIOTHEHUE JIEATEIFHOCTH 1O 00pa3Ily, HHCTPYKIUH HITH MTOJT PyKOBOJICTBOM)

3. — IPOAYKTUBHBIHN (IUIAHUPOBAHUE U CAMOCTOSITETILHOE BBIIIOJHEHHE AEATEIIbHOCTH, pellieHHe MPOOIEeMHBIX 3a1a4)



http://www.iprbookshop.ru/80326.html

4.3. CTpyKTYpa U cojiepKaHue CAMOCTOAITeILHOH padoThl CTYIeHTOB

Temsbl JUCHHUITIMHBI

Bunbl camocTosTensHOM paboThI

Tpynoem
KOCTb (B
gacax)

®opMbl
KOHTPOJIS
CaMOCTOSITEINb
HOM pabOTHI

2

3

4

5

Tema 1

JloxymMeHTH
poBaHue
yIpaBJIeHYE
CKOH
NEeSITENBHOC
™

[ToaroroBka nokianoB no remam: «Mcropus
pa3BUTHSI JENIONPOU3BOCTBA B Poccumy,
«CornacoBaHue MPOEKTOB TOKYMEHTOB.
PaboTa ¢ koHCTIEKTOM, YueOHOM
aureparypoul u IHTepHeT-pecypcamu.

Kysuenona, 1. B. JlokymeHTalluoHHOE
obecrieueHre ynpaBieHus [ DIeKTPOHHBIN
pecypc] : yuebHoe nocobue mist CI1O / U.
B. Ky3nenosa, I'. A. XauarpstH. — 2-¢ u3.
— DIIEKTPOH. TEKCTOBBIC JAHHBIE. —
Capartos : [IpodobpazoBanue, Aii [Tu Dp
Menua, 2019. — 166 c. — 978-5-4486-
0404-1, 978-5-4488- 0216-4. — Pexum
JocTyna:
http://www.iprbookshop.ru/80326.html —
ObC «IPRbooks»

Joknan,
MIPaKTUYECKOe

3aJaHuc

Tema 2

Opranu3ar
MOHHBIC
JIOKYMEHTBI

IToaroroBka gokiama o TeMe:
«YdpeauTenbHbIN T0TOBOP: 0popMiIcHHE,
3HaueHue». Pabota ¢ KOHCTIEKTOM, Y4eOHOM
auTeparypoil u IHTepHer - pecypcamu.

Cumownsy, P. f. JlokymMeHTanimoHHOE
o0ecreyeHne CUCTEMbl yIIpaBJIeHUS
opraHusanueit [DIeKTpoHHBIH pecypc] :
yuebHoe mocodue / P. 1. CumonsiH. —
DNEeKTPOH. TEKCTOBbIE JaHHbIe. — CapaToB
: At [Iu Op Meaua, 2018. — 180 c. — 978-
5-4486-0167-5. — Pexum nocryma:
http://www.iprbookshop.ru/72458.html —
OBbC «IPRbooks»

Jloxkman,
ompoc,
MPaKTUYECKOE
3aJlaHue,
JUCKYCCHUS

Tema 3

Pacnopsgur
€JIbHBIC
JOKYMEHTBI

ITonroroBka noxnana no teme: «Cragun
ITOATOTOBKH PaCHOPSAIATEIbHBIX
JIOKyMeHTOB» [loAroToBUTH NOKIa] HA
Temy: «[Iponenypa nepegaun NOIHOMOYHM
PYKOBOJUTEISL HA BPEMS €r0 OTCYTCTBHS»
Pabora ¢ koHCTIEKTOM, YueOHOI
aurTeparypoul u IHTepHeT - pecypcamu.

J1enonpou3BOICTBO M PEKUM CEKPETHOCTH B
OopraHax BHYTPEHHMX eI [ DIEeKTPOHHBII
pecypc] : yuebHoe mocobue / M. C.
Hecsaros, /1. A. Bacunpuenko, A. C.
ITonpasko, B. A. lIlnnmuuuH. — DIEKTPOH.
TEKCTOBBIE JaHHbIE. — OMCK : OMcKas
akagemust MB/J] Poccun, 2017. — 68 ¢. —

Joxnan,
TECTUPOBAHHUE,
IMPAKTUYCCKOC
3aJIaHuEe



http://www.iprbookshop.ru/80326.html
http://www.iprbookshop.ru/72458.html

978-5- 88651-648-7. — Pexum goctyna:
http://www.iprbookshop.ru/72851.html

Tema 4

Nudopman
HOHHO -
CIPAaBOYHBI
e
JTOKYMEHTBI

OdopMUTh TPOTOKOII COOPAHUS TPYIIIIHL.
ITonroroBka nmpe3eHTalMi 10 U3yYEHHBIM
TeMaM

Cuwmounsty, P. f. JlokyMeHTaimoHHOE
o0ecrieueHrne CUCTEMbI yIPaBICHUS
opraHuzaimeit [1eKTpoHHbIN pecypc] :
yueOHnoe nocodue / P. SI. CumonsH. —
DNEKTPOH. TEKCTOBBIE JaHHble. — CapaToB
: At [Tu Op Menua, 2018. — 120 ¢c. — 978-
5-4486-0167-5. — Pexum nocryma:
http://www.iprbookshop.ru/72458.html —
9BC «IPRbooks»

[Ipe3enTanus,
MPaKTUYECKOE
3aaHne

Tema 5

JIOKyMEHTBI
10 JIMTYHOMY
COCTaBy

[ToaroroBka moknana Ha Temy «JInanoe
J1en10 pabOTHUKA, BEACHUE JIMYHOTO JCIay»
CocraBlieHHE CXEM.

Ky3bpmuna, U. B. [lemonpon3BoacTBo
[DnexTpoHHBIH pecypc] : yuebHoe mocodue /
H. B. Ky3pMuHa. — DJIEKTPOH. TEKCTOBBIE
nanable. — M. : MockoBCKHU
ryMaHHUTapHbIA yHHBEepcuteT, 2020. — 128
c. — 978-5-906912-98-5. — Pexxum
JIOCTYyIIa:
http://www.iprbookshop.ru/74718.html —
9BC «IPRbooks»

Ormpoc,
JIOKJIaJI,
MIPAKTUYECKOE
3aJlaHKe

Tema 6

Opranuzarg
us paboThI C
JOKYMEHTa
MH

PaboTa ¢ KkoHCIIEKTaMH U
JOMMOJTHUTCIIbHBIMU UCTOYHUKAMU ITPpU
NOATOTOBKE K 3aHATHIO!

Kypc no menexmMenTy [D11eKTpOHHbII
pecypc]/ — DIeKTpOH. TEKCTOBbBIE
nanubie.— HoBocubupck: Cubupckoe
YHUBEPCUTETCKOE U3ATEIbCTBO,
Hopmatuka, 202.— 184 c.— Pexum
JIOCTyTa:
http://www.iprbookshop.ru/65204.html. —
OBC «IPRbooks»

Joknan,
MPaKTUYECKOE
3a/1aHue

Bcezo no oucuunnune
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5. O0pa3oBaTebHbIE TEXHOJIOTHU

OcBoenne auCHUIUINHBI «J[OKyMEHTallMOHHOE OOEeCIeueHHe YIpPaBICHUS» Ipeanosaraet
UCIIOJIb30BAaHUE KaK TPAAUIMOHHBIX (JIEKIMH, TPAKTUYECKUE 3aHATHS C MCIOIb30BAaHUEM
METOJUYECKMX MaTepuayioB), TaK M HWHHOBAIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHH C
UCIIOJIb30BaHUEM B Y4eOHOM MpOIIECCe aKTUBHBIX M MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATHI:
BBIIIOJIHEHHE Dsia NPAKTUYECKHX 3aJaHUM C HCIOJIB30BAHMEM MYJIBTUMEAUNHBIX IPOTPAMM,
BKJTIOYAOIUX MMOATOTOBKY M BBICTYIUICHHUS CTYJICHTOB HAa CEMMHAPCKHX 3aHATHUSAX C (POTO-, ayaAn0-
U BUJeOMaTepuajaMM [0 NpeUIOKEHHOW TemaThke. BeimonHeHue 3amaHuil  Tpedyer
UCIIOJIb30BaHUSI HE TOJBKO YYEOHMKOB M MOCOOMH, HO W HH(pOpMamuu, coaepxaiieiics B
HutepHere.


http://www.iprbookshop.ru/72851.html
http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/65204.html

Ha JICKOUAX U MMPAKTUYCCKUX 3aHATHAX UCIIOJIb3YIOTCA:
- HHPOPMAIIMOHHAS U TIPE3CHTAIIMOHHAS JICKIIHS;
- Oecenbl ¥ TUCKYCCHH.

3aHsATHSA, IPOBOAUMbIE B AKTHBHOI M HHTEPAKTHBHOI dopmax

Howmep HanmenoBanue TeMbl dopma TpoBEACHUS 3aHATUSA O0nem B
TEMBI qacax
Tema 1 JlokymeHTupOBaHue Jloknan, MpakTUYECKOe 3a/1aHHE 3
YIIPaBICHYECKOM ESATEIbHOCTU
Tema 2 Opranu3anoHHbIE JOKYMEHTBI Jlokyian, ompoc, IpaKTHYECKOe 2
3a/IaHKe, JUCKYCCHUS
Tema 3 PacniopsqurenbHble TOKYMEHTBI Joxnan, TECTUPOBAHUE, 3
MIPAKTHYECKOE 3a1aHUE
Tema 4 WudopmannoHHo - cripaBOYHbIE [IpesenTanus, npakTu4eckoe 2
JOKYMEHTBI 3a/1aHHe
Tema 5 JIOKyMEHTBI MO JINYHOMY COCTaBY Ormpoc, 1oKIaa, MPakKTHIEeCKOe 3
3a/1aHKe
Bcero no nucuuiuimmae 13

6. OueHo4HbIE cpeacrea Jist TEKYLIETro
aTTeCTAllMi IO MTOIraM O0CBOCHUSA NUCHUITJIMHBI

KOHTPOJIA YyCII€BA€EMOCTH, HpOMe)KyTO‘lHOﬁ

6.1 OueHounbIe Cpeacrea AJid TEKyYHIEro KOHTPOJIA yCII€eBaAaeMOCTH

(OK 4)

Tema 1 I[OKyMeHTI/IPOBaHI/Ie ynpaB.ﬂquecKoifl ACATCJIbHOCTH

CDopMa KOHTPOJIA: JOKJIAA, ITPAKTHYCCKOC 3a/IaHUC

Temsl noxnanos: «VcTopust pa3BUTHs JEIONPOU3BOACTBAY, «COriIaCOBaHUE IPOEKTOB TOKYMEHTOBY
[Tpaktuyeckoe 3ananue: Odopmiienne Ha [IK B MSWord peksusuroB ¢ 08 mo 30 yrioBsiM u
IPOJOIBHBIMU CIIOCOOAMH.

Tema 2. Opranu3anuoOHHbIC JOKYMEHTBI

(OK 4)

@dopma KOHTPOJIA: JOKIIAL, OIPOC, IPAKTUYECKOE 3aJaHUE, TUCKYCCHSI.
Tema noknana: «YapeIuTenbHbIi 10roBOp: 0(hOpMIIEHUE, 3HAUCHUEY.
Bormpocs! 11 mpoBepku 3HaHUM

1. OpranuzanoHHbIE JOKYMEHTBI, IIOHATHE
2. Bunpl opraHu3alioHHbIX JOKYMEHTOB, UX 3HaUEHHE

3. TpeOoBaHus K coAepkKaHUIO U MpaBuiIa 0HOpMIICHHUS JOKYMEHTA
4. JIo;KHOCTHAs HHCTPYKLHS.
5. TpeGoBaHuUs K COAEPKAHUIO U MpaBUia 0HOPMIICHHUS TOKYMEHTOB:
6. llItatHoe pacnucanue. Ilomoxenue.
[IpakTuyeckoe 3amanue: OpopmieHHe OpraHU3allMOHHOTO JOKyMEHTa: JlOJKHOCTHAsE MHCTPYKLUS
crenuanucra [1OP.
Odopmiienne oprann3amoHHOro JokymenTa: llltatHoe pacnucanue.
Muckycensa «OpraHn3aliOHHBIE TOKYMEHTBI)

Tema 1.3. PacniopsiainTe/bHbIe JOKYMEHTBI

(OK 4)




@dopma KOHTPOJISI — TECTOBBIE 3aJ]aHUsl, TOKIa/l, IPAaKTUYECKOEe 3a/1aHne

TecroBble 3a7aHUs

1 BAPUAHT

1. JlokymMeHT, aipecOBAHHBbIH BHIIIECTOSIIEMY PYKOBOIUTENI0, C H3JI0KEHUEM KOHKPETHOMI
npoodJaeMbl HJIH NOCTAHOBKOI BONPOCA U COAEPKAINMA OTBEThI U MPEIJI0KEHHUS - ITO

1. OOBsicHUTEIbHAS 3aIIHCKa;

2. JlokmagHas 3aImcKa;

3. MadopmanmoHHOE TUCHMO;

4. IlucbMO-U3BELICHUE.

2. JlokajibHBI OPraHU3alMOHHO-TIPABOBOI JOKYMEHT, YCTAHABJIMBAIOUIUI I PadOoTHHKA
opranusauum (moapasjaejieHusi) KOHKPeTHbIe TPY/AOBbie (I0/LUKHOCTHBIE) OO0SI3AHHOCTH B
COOTBETCTBHMU € 3aHUMAEMOM JOJIKHOCTHIO - ITO

1. lomKHOCTHAs HHCTPYKIIHMS;

2. Ilpuka3 pyKoBOOUTENS;

3. ltaTHOE pacnucaHue;

4. YcraB oprauu3aiuu.

3. [lucsMo, cBOEBpeMeHHO HH(OPMUPYIOIIIee 3aMHTEPECOBAHHOE T0JIKHOCTHOE JIMIO HJIH
OPraHM3alMIo 0 cBepIIUBIINMCH aKTe - 3TO

1. AkT;

2. JloxnagHas 3a1mcKa;

3. UadopManimoHHOE MHUCHMO;

4. CripaBka.

4. IlucbMeHHOe mMPpeAJIO:KeHHe OJHOr0 JIMLIA [PYromMy JHUIy, BbIPa:KAOIIEMYy KeJlaHUe
3aKJI0YUTH C HUM JI0TOBOP - 3TO

1. Odepra;

2. lenoBoe (ciry>ke0HOE) TUCHMO;

3. JIoroBop 0 COTpyAHHYECTBE;

4. 3asBiieHHE.

5. lokyMeHT, 00bACHAIOIMNH BbIIECTOAILIEMY HENOCPEICTBEHHOMY PYKOBOAUTEI0 MPUYHHBI
HEBBINOJHEHUS KAKOIro-Jin00 MOpy4YeHHs, HAPYUIeHHsl TPYAOBOl HJIM TeXHOJOTrHYeCKOu
AUCHUILIUHBI - 3TO

1. JlokianHas 3anucka;

2. OObsICHUTENbHAS 3aITHCKA;

3. AKT 0 HapyIIEHUU TPYTOBOM AUCIUILIUHBL;

4. IlnucpMo-u3BeIIECHNUE.

6. [IpaBoBoii aKkT, onpene/sIONIMI CTATYC OPraHU3aIUM, ee 3aJauu U PyHKIHUHU, IPaBa,
OTBETCTBEHHOCTb, MOPSAOK AeATeJbHOCTH - 3TO

1. [lITaTtHOE pacniucanue;

2. [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIOPSIKA;

3. UHCTpYyKIIHS OpraHU3allMOHHO-METOINYECKOTO Ha3HAUCHHS;

4. ITonoxenune 00 OpraHU3aIMH.

7. JOKYMEHT, OTPaKalo1ii NPOU3BOJICTBEHHYIO 1eSITeIbHOCTh OPraHU3auMu U
NMOATBEPKAAIOIINH CBeIeHUs 0 ee pA00THUKAX - ITO

1. ITpuka3 mo OCHOBHOM AE€SATEIBbHOCTH;

2. lenoBoe (ciry>ke0HO€) TUCHMO;

3. CiyxeOHas 3armcka;

4. CnpaBka.

8. Bua niucbMeHHBIX JOKYMEHTOB, B KOTOPBIX (PUKCUPYIOT pellieHre aIMUHUCTPATUBHBIX H
OPraHM3alMOHHBIX BOMPOCOB, a TAK:Ke BONPOCOB yIPaBJIeHHUs, B3aUMO/1eiicTBHsl, 00ecneYeHUus
U pPeryJMpOBaHUA IeATEJIbHOCTH OPraHoOB BJIACTH, YUPEXKIeHUi, NPpeANPUsATHIl, OpraHu3aluid,
U3 NoApa3ieJieHUuil U JOJKHOCTHBIX JIUI - 3TO



1. [TonoxxeHust 06 oOpraHU3aIMK UITU CTPYKTYPHOM TOIPa3/ICIICHUN;

2. IIpoToxoJibl OOITUX COOPAHMIA;

3. lenoBbie (citykeOHbIE) TUCHhMA

4. Opranu3aioHHO-PaCHOPSAUTENbHAS JOKYMEHTAIIHS.

9. ITucbMO, KOTOpPOE COAEPKUT ONUCAHNE PEKJIAMHPYEMbIX TOBAPOB WM YCJIYT - 3TO

1. Pexnamanms;

2. O0BsACHUTEIIbHAS 3aIMCKA;

3. PexnaMHOE MHUCHMO;

4. ConpoBOIUTENBHOE MUCHMO.

10. /lokyMeHT, B KOTOpPOM (HUKCHpPYeTCsi MOCJIeI0BATEILHOCTh U COAep:KaHue 00CYy:KIaeMbIX
KOJUIeTHAJIbHBIM OpPraHoMm (coBeliaHueM, KoOH(pepeHuHeil, cOBETOM M T. J.) MOCTABJEHHbIX
BOIIPOCOB U NMPHUHATHIX PeLIeHN - ITO

1. uktodon;

2. IlocTanoBnenue;

3. AkT;

4. IIpoToxon.

11. ITucbmo, coaepskaliee He TOJAbKO HATIOMUHAHHE O BHINOJHEHHUHN B3SITHIX 00513aTEJILCTB, HO
U BO3MOKHbIE MepPbl, KOTOpPbIe OyAyT NPUHATHI IPU UX HEBBINOJHEHUH - ITO

1. JoxnaaHas 3anucka;

2. [uceMo - u3BelIEHUE;

3. IIncbMo-HAIIOMUHAHKE;

4. ITuceMmo - pocwoa.

12. lokyMeHT, 1eTaIbHO perJiaMeHTHPYIOIUM BONPOCHI OBCEIHEBHOI 1eATEIbHOCTH
NpeanpusiTus - 3T0

1. [llTaTHOE pacnucaHue;

2. [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIOPSIKA;

3. YcraB opranuzanuu;

4. IIpaBuiia TeXHUKHU O€30MACHOCTH.

Bonpoc  13.  JIokymeHT, COCTABJIEHHBbIIi  HECKOJbKMMM  JHHamMu  (KoMmuccueii),
NOATBEPKAAIOIIHI YCTAHOBJICHHBbIC (DAKTBI, COOBITHSI WJIN JCHCTBHUS, a4 TaKKe (puKCHpyOmui
pe3yabTaTtbl peBH3Mii, MHBEHTAPU3alUii, MpUeMa-niepeJayd WJIH CHUCAHUS MaTepHabHBIX
LHEHHOCTeM, NPUeM 3aKOHYEHHBIX PadoT M T. 1. - 3TO

1. IIpoTokou;

2. Pemrenne;

3. lenoBoe (city’kebHOEe) TUCHMO;

4. Axr.

2 BAPUAHT

1. IlpaBoBOi aKT PyKOBOAMTEJISI PEANPHUATHS - 3TO

1. Peakuus Ha 3a0acTOBKY;

2. JInmeHne npeMuu;

3. Ilpukas;

4. JIroOble neicTBUS pyKOBOAUTEIS.

2. @opMa BHYTpPeHHei 1eJI0BOH NMePenucKu MKy NoaApa3ieJJeHUsIMA OPraHUu3auuu Wid
AOJKHOCTHBIMH JIMIIAMH, HE HAXOASAIMMHUCH B IPAMOM IOAYHHEHHH - ITO

1. Cny>xebHast 3am1CKa;

2. OOBsCHUTENbHAS 3aIIHCKA;

3. JloknaaHas 3alucKa;

4. D1eKTPOHHOE MUCHMO.

3. CoBOKYNIHOCTH IIMPOKO NPHUMEHsIeMbIX B YIIPABJI€HUU BUA0OB JOKYMEHTOB, H31aBaeMbIX
PYKOBOJICTBOM OPIraHM3aIUH, COCPKALMX YIIPABJICHYECKHE PeLIeHUs], HATIPABJICHHbIC HA



peajn3anui0 CTOSIIMX Mepel OpPraHM3anveidl TeKYIIMX ¢ TMePCHeKTHUBHBIX 3a4a4, M
00/1a1aI0IUX IPUIUYECKON CHJION - 3TO

1. PactiopsimuTenbHbie TOKYMEHTHI;

2. [lenoBble (CityeOHBIC) TUCHMA;

3. Opranu3aluOHHbIE TI0KYMEHTHI;

4. UndopmalioHHO-CITPaBOYHBIE JJOKYMEHTHI.

4. KomMepuecKkuii TOKyMEHT, MPeACTABJSIONINNI c000ii NMpeabsiBIeHNe MPEeTEH3MHU K CTOPOHe,
HApYyILUMBIIEH NPUHATHIE HA ce0sl TOrOBOPHbIE 00M13aTe/ILCTBA, U TPeOOBaHHMEe BO3MeENIeHUS
yiepoa - 31o

1. Odepra;

2. IIuceMo - U3BeIICHHE;

3. CyneOHbIi HCK;

4. Pexnamanus.

5. IIncbmo, KOTOPOE COCTABJISIIOT MIPH OTHPABKE a/IpecaTy KAKUX-JIu00 J0KYMEHTOB WIH
MaTepHaJIbHBIX HEHHOCTEH - 3TO

1. [Iucpmo - U3BENICHHUE;

2. PeknamMHoe nuceMo;

3. ConpoBOAUTEILHOE MTUCHMO;

4. OObsICHUTENIbHAS 3aIHCKa.

6. IlucbMeHHBbIH TOKYMEHT, COeP:KaAllUii ONepaATUBHYI0 HH(OPMAIUIO, NIepeIaBaAeMyI0 YCTHO
10 KaHAJIaM TeJIe()OHHO CBSI3H - 3TO

1. ®akc;

2. Tenerpamma,;

3. Tenexkc;

4. Tenedonorpamma.

7. JoKyMeHT, HANpaBJIsieMbIil C 1[eJIbI0 MOATBEP KIEHUS JAHHBIX paHee 00eaHui UiIn
OrOBOPEHHBIX YCJI0BUH - 3TO

1. [Iucemo - U3BELICHHUE;

2. I'apanTHiiHOE THCHMO;

3. cnonHUTENbHBIN JINCT;

4. JloknagHas 3aIicKa.

8. Yka3zanme, I[locranoBienune, Pemenue, PacnopsizkeHue OTHOCAT K

1. Opranu3anvoHHBIM JOKYMEHTaM;

2. PacniopsiiuTE€NbHBIM TIOKYMEHTAM,;

3. OnepaTtuBHO-UHPOPMAIIMOHHBIM TOKYMEHTAM;

4. UudopmanmoHHO-CITPaBOYHBIM JJOKYMEHTaM.

9. YcraB opranu3aunmu yrBep:Kaaercs

1. 'eHepanbHBIM AUPEKTOPOM;

2. PykoBoiuTeneM HajI0roBOW MHCTIEKIIUU;

3. IIpoTokonom cobpaHus TPyI0BOTO KOJIICKTHBA;

4. Yupenutenamu (y4aCTHUKaMH),

10. U3mMeHeHNsl B IITATHOE PACIIUCAHME BHOCSITCS

1. ITpuka3zomM pyKOBOJIUTENSE OPraHU3ALUY;

2. HcniekTopoM oTzena KaJIpoB;

3. Ilo cornacoBaHuIO ¢ AUPEKTOPOM IO MEPCOHATY;

4. IupkyJISpHBIM TUCHMOM BBIIIECTOSIIEH OpraHU3aliy.

11. J1o15kHOCTHBIE MHCTPYKIUM Pa3padaTbIBaAIOTCA

1. TONBbKO AJI1 aAIMUHUCTPATUBHO-YNPABIEHYECKOT0 NEPCOHAA;

2.TOJBKO ISl CTICTIHAIIACTOB;

3. TOJIBKO AJIs CIY’KallUX;

4. Ha BCE IOJDKHOCTH, TIPETYCMOTPEHHBIC IITATHBIM PACITHCAHUEM.



12. Ecau cOTpYyAHMK, BU3HPYIOIIHH JOKYMEHT, He COIJIACeH YACTHYHO WM TMOJHOCTBIO €
TEKCTOM JOKYMEHTA, OH J0JI7KeH

1. oTKa3aThCsl BUBHPOBATH JOKYMEHT C TIOCICAYIONINM OOBSICHEHUEM PYKOBOJICTBY CBOCH MO3UIIUY;
2. 3aBU3UPOBATH JOKYMCHT;

3. BHECTH KOPPEKTUBHI B JOKYMEHT;

4. YHUYTOXXHTH JJOKYMCHT.

13. CtanapTHBI CPOK MOATOTOBKHU MPOEKTOB MOCTAHOBIEHHIi, OT MOPYYEHUS HA MOATOTOBKY
710 MepeIaYM Ha MOANUCH, YCTAHOBJIEH B

1. 3 pabounx aHS;

2. 5 pabounx qHEH;

3. 10 paGouux mHEN;

4. 15 paGounx gHEM.

HpaBI/mmee OTBEThI

1 BAPUAHT 2 BAPUAHT
1-28-4 1-38-2
2-19-3 2-19-4
3-310-4 3-110-1
4-111-3 4-411-4
5-212-2 5-312-2
6-413-4 6-413-4

7-4 7-2

MEHEe 5 PaBUJIbHBIX OTBETOB «2%;
5-8 - «3»;

8-11 — «éd»;

BCC IIPABHUJIbHBIC OTBCTLI «5»

Tema AJOoKJiaga: «Hpoueﬂypa rnepeaaaun MOJTHOMOYHH PYKOBOOUTEIIA Ha BPEMA €TI0 OTCYTCTBUA,
«CTa)II/II/I IMOATOTOBKHU PACTIOPAAUTCIIBHBIX TOKYMCHTOB»

HpaKTI/I‘-ICCKOC 3aJaHuC: O(i)OpMJ'IeHI/Ie pacnnopsAauTCIbHOTO JOKYMCHTA: HpI/IKa3 10 OCHOBHOM
JACATCIIBHOCTH. Brmmmicka u3 ImpuKasa.

Tema 4. UndopMaunoHHO-CIIPABOYHBIE IOKYMEHTHI
(OK 4)

@dopma KOHTPOJIA: IPE3ECHTALMS, TPAKTHUECKOE 3aaHKeE.

Tema npesentanuu: « THpopmannoHHO-CIIpaBOYHbIE JOKYMEHTBD»

[Tpaktuyeckoe 3amanue: 1. OdopmiieHne HHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB: IMHChMa-
HAallOMHUHAHU$, TUCbMa-TIPUTJIAIEHNS U OTBETOB Ha HUX.

2. Odopmienue WHPOPMALMOHHO-CIIPABOYHOIO JIOKYMEHTA: aKTa TIPOBEPKU JESTEIbHOCTU
(peBu3HM)

Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY

(OK 4)

dopma KOHTPOJIS: MUCbMEHHBIN ONPOC, MPAKTUYECKOE 3aJaHNE, JOKIIAL

[IpakTuueckoe 3amaHue: COCTaBICHHE cXeM «JlOKyMEHTHpOBaHHME TIPH YBOJIBHEHUU DPAOOTHUKAY,
«/lokymMeHTHpOBaHUE NIPH MTEPEBOIC PAOOTHUKAY, «lOKyMEHTUpOBaHHE IPU NpuéMe pabOTHUKAY.
Tema noxnana: «Jluunoe neno paboTHHKA; BECHHUE JTUYHOTO JIeJIa)

Bormpocs! 151 nTMCbMEHHOTO oIpoca



1. Kak ocymiecTBisieTcss JOKyMEHTUPOBaHUE MTpréMa Ha paboTy?

2. JIomKeH Ji 3aKJII0YaThCsl JOTOBOP ¢ paOOTHUKOM IIPH €ro MOCTYIUICHUH B YacTHYIO Gupmy? 3.
Kak ocymecTBisercs: JOKyMEHTHPOBaHHE TIEpEBOJIa Ha APYTYIO paboTy?

4. Kax ocyImiecTBisieTcsi JOKyMEHTUPOBAHUE YBOJIBHEHHS PAaOOTHUKA?

[TpakTuyeckoe 3amanue: o(GOpPMIICHHE pe3loMe, JIMYHOTO 3asBieHus paborHuka. OdopmiieHue
NpuKa3a IO JIMYHOMY COCTaBy. 3allOJIHCHHE THUIOBOH (OpMBI TPYyAOBOrO IOroBOpa M OJaHKa
(oOpa3ua) TpyI0BOW KHMKKH.

6.2 OneHOYHbBIE CPEACTBA ISl IPOMEKYTOYHOM ATTECTAIMU 10 UTOraM OCBOEHHUS
JUCHHUILINHBI
(OK 4)
Bonpocsl k 1uddepeHuUpPOBaHHOMY 3a4eTy

1.HopmatuBHO-MeTOAMuECcKas 0a3a 1eI0NpON3BOICTBA.

. l'ocynapctBenHas cucteMa J10KyMeHTalIMOHHOTO obecnieueHus ympasinenus ('CLOY).
. YHu(]UKaNUs ¥ CTaHAapTU3ALUS YIIPABICHUECKOW JOKYMEHTAINH.

. 'OCTpl u HOpMATHUBBI B JOKYMEHTAIIMOHHOM O0ECIIEUEeHUH YIIPABJICHUS.

. Odopmienue ciry eOHbIX OTMETOK Ha JIOKYMEHTE.

. TeKCT ¥ 37IEMEHTHI TEKCTa JOKYMEHTA.

. CornacoBaHue, OANKUCAHUE U YTBEPKICHUE JOKYMEHTA.

. Knnaccudukanus 10KkyMeHTOB.

. HopMbI 1 TpeOoBaHUS K pa3MEILIEHUIO PEKBU3UTOB.

10. Onpenenenue «OIaHK TOKyMEHTa», BUAbI OJAHKOB.

11. YcraB: onpenenenue, BUAbI U pEKBU3UTHI

12. OOu1as xapakTepucTuka HH(GHOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB.

13. [IpoToKoII, ero XapakKTepUCTHKA U IPaBUiIa OPOPMIICHHS.

14. TpynoBasi KHUXKa: Bbl1ada, 0OpOPMIICHHE U XpaHEHHE.

15. CtpykTypa v PyHKITHHU CITyKObI TOKYMEHTAIMOHHOTO O0ECIIEYEHUs yIIPABIICHHUS.
16. Opranuzaius 10KyMeHTO000poTa.

17. Perucrpauus JOKyMEHTOB.

18. HazHaueHue 1 BUbI HOMEHKJIATYPBI /€.

19. OpopmieHre HOMEHKIJIATYPHbI JIE.

20. [lepenaua nen B apXuB.

O 01O L B~ W

7 Tabauua COOTBETCTBHS KOMIETEHIHi, KPUTEPHEB OLEHKH HX OCBOCHHSI M OIEHOYHBIX
cpeacTB

HIudp ILiaEmpyeME! OueHoyHbIe KpuTtepun oneHuBanus pe3yibTaToB 00y4eHuUs!

KoMIIe cpeacTsBa (0asu1bI)

Tenuu | € PE3YIBTATEI

" o0yueHus 2 3 4 5)

3HaTh Bomnpocsr K | He 3nHaer HemoncTpup | 3Haet HemoncTp
ocobennoctu | nuddepenuumpona | Jlomyckaer yeT JOCTaTOYHO | UPYET
JIEOTIPOU3BOJT | HHOMY 3a4eTy 1- | TpyObIe YaCTUYHbIC B 0a30BOM BBICOKHI

OK 4 CTBa no | 20 OLIMOKH 3HaHus 0e3 o0bEMe YPOBEHBb
obpamenusma | [Ipaktuaeckue rpyOBIX 3HaHUU
€JIONIPOU3BOJC | 3aJaHUs K OIIMOO0K
TBa rpakaaH u | auddepeHunpona
KOHHIEHIMAa | HHOMY 3aueTy 1-5




JIBHOTO [Ipezenranus 1-

JeNonpon3Boy | 26

CTBa

YmeTh Bomnpocsl K | He ymeer Hemonctpup | Ymeer HemoHcTp
oopmisATh muddepenimpona | Jlemonctpup | yer IPUMEHSTh | UPYET
OpraHM3alloH | HHOMY 3a4deTty 1- | yer YacTUYHbBIC 3HAHUA HA | BBICOKUU
Hopacropsaut | 20 YaCTUYHBIC ymeHus 6e3 MPAKTUKE B | YPOBCHD
e pHbIE | [IpakTHyeckue yMEHHS], rpyObIX 6a3o0BoM YMEHHH
JTOKYMEHTHI B | 3a/laHUS K | JoIycKas Omuo0K o0bEMe

cooTBeTcTBUH | nuddepeHnupona | rpyobie

c HHOMY 3aueTy 1-5 | omunbku

nerictBytomuM | [lpesentaums  1-

I'OCTom 26

MaTepHuaIbl

8. MeToauueckue YKazaHusl QJas oﬁyqammuxcﬂ IpH OCBOCHUH TUCHHUIIJIMHBI

Pabora na MPAKTUYCCKUX 3aHATUAX MNPEANOoJaracT aKTHUBHOC Y4YaCTUC B AUCKYCCHUAX H

pemieHun 3agad. JUid IMOATOTOBKM K 3aHATUSAM PEKOMEHIYETCS BBIIEIATH B Marepualie
npoOJIeMHBIE BOIPOCHI, 3aTparuBaeMble MMPEToAaBaTeNIeM B JIEKIIUHU, U TPYTITHPOBATh HH(OPMAIIHIO
BOKPYT HHX.

[Tpu pabote ¢ TepMHUHAMU HEOOXOAMMO OOPAIIATHCS K CIIOBAPSM, B TOM YHCIIE TOCTYITHBIM

B MHTEepHeTe, HanpuMep Ha caiite http://dic.academic.ru.
[Ipn moAroTOBKE OOYYAMOIIUXCS IO TEeMaM

UCTOYHUKHA OCHOBHOM W JIOTIOJIHUTENILHOU JInTepaTypbl. [10IroTOBKA JOKIIAIOB OCYIIECTBIISIETCS C
UCIIOJIb30BaHNEM HOPMATHBHO-IIPABOBBIX IOKYMEHTOB U YUYCOHHUKOB.

HCIIOJIB3YIOTCA KOHCIICKTBI

JEeKIUN U

YcTHBIA ompoc Mo 3Toi Teme mpoBoauTcs B dopme Oecenpl. PaboTra Ha mpakTHUECKUX

3aHATUAX NPEAIOJIaracT akTUBHOE y4acTHe B JUCKYCCHIX M PEIIeHUH 3axad. s MOATOTOBKH K
3aHATUSAM PEKOMEHJYeTCsl BBIIENATh B MaTepuaje IpoOJieMHbIE BOIPOCH], 3aTparuBaeMble
npernoaaBaTesieM B JIEKIUH, U TPYNIHUPOBaTh UH()OPMALIUIO BOKPYT HUX.

Pemenne 3amau MMpOBOAUTCA B TIpYyHIIC C O6Cy)K,I[eHI/IeM X0Ja pCHICHU:A, NPUMCHACMEBIX,

CXeM, CII0c000B, MPOBEPKOM PE3yJIbTATOB U MPOBEACHUEM paOOThI HAJl OIIMOKAMH.

TeCTI/IpOBaHI/IC MMPpOBOAUTCH IIOCJIC O3HAKOMIICHHA C MATCpHAJIOM TCMBI. O6y‘lal-0H.[HI>ic;[

IIpomexxyTounas

MIPAKTHUYECKUX 3aHATHM.
COJZIEPKUTCS JBa BOIIPOCA.

aTTeCcTanuAa 1o

3TOH

JAUCITUITIIINHC

9. YueOHO-MeTOAMYeCKOEe U MH(OPMAIMOHHOE 00ecneyeHne TUCIMIIHHbI

BBITNOJHAET TECTUPOBAHUE, paCCUUTAHHOE 10 BpeMeHU Ha 40-50 MUHYT, Ha OyMa)KHOM HOCHTEJE.
Tect BkItOyaeT B ce0s 3aJaHUs PA3HOrO THUIA: HA BHIOOP OJHOTO WJIM HECKOJBKHX NMPaBUIIbHBIX
OTBETOB, HAa COOTBETCTBUE, KPATKUI M YUCIOBOM OTBET. JlJI1 NMPOXOKIAEHHUE TecTa HAcTcs OfHa
nomnbITKa. Jlanee cBepsoTcs U 00CYKIAIOTCS pe3yIbTaThl C ONPEIEICHUEM IPABUIbHBIX OTBETOB.

IIPOBOAMTCA B
nuddepenmrpoBanHoro 3avera. [Ipu moaroroBke k audhepeHIIMpoOBaHHOMY 3a4€Ty HEOOXO0IUMO
ONUPAThCs, MPEXKIE BCErO, HA UCTOYHUKH, KOTOpPbIE Pa30MpaIich Ha JIEKIMOHHBIX 3aHATHIX U Ha
B xaxgom Ounere auddepeHnnpoBaHHOTO 3adera

dbopme

OcHoBHas IUTEpaTypa

1.

(Cpennee

npodeccuoHaIbHOE

oOpa3oBaHmue). —

ISBN

beikoBa T. A. JlokymMeHTanimoHHOE OOECIICUeHHE YIpPABJICHHS (IEIOMPOU3BOJCTBO) @ ydeOHOE
nocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mox obur. pea. T.B. Ky3nenosoii. — 2-e u3n.,
nepepad. u nomn. — Mocksa : UH®PA-M, 2021. — 304 c. + [lon. maTepuainbl [ DIEeKTPOHHBIN pecypc]. —
978-5-16-013913-5.

URL.:




https://znanium.com/catalog/product/1141796
(mata oopamenus: 02.04.2021). — TekcT : IEKTPOHHBIMN.

2. KoctpoBa, FO. b. Opranuzaius 1 TEXHOJOTHS JTOKYMEHTAllUOHHOTO OOECICUCHUs YNPABICHUS :
yueoHoe mocooue / KO. b. Koctpona, JI. b. Eroposa, O. B. JlozoBas. — Cankt-IlerepOypr : D0
CIIoYTYuD, 2012. — 347 c¢. — ISBN 978-5-94047-522-4. — TekcTt : snekTpoHHBIN // Jlanp :
ANIEeKTpOHHO-OnOMMoTeynas cucrema. — URL: https://e.lanbook.com/book/64087 (nara oOpareHus:
14.10.2021). — Pexxum gocTyma: Jjisi aBTOPU3. MOIb30BaTEIIEH.

3. 'magmii E. B. JlokymeHTanimonHoe o0ecniedyeHre ynpasieHus : yaeoHoe nocooue / E.B. I'manuit. —
Mocksa : PUOP : TH®PA-M, 2020. — 249 c. — (Cpennee npodeccrnonanbHoe oopasoBanue). — ISBN
978-5-369-01042-6. — URL : https://znanium.com/catalog/product/1065817

(mara obpamenust: 02.04.2021). — TekcT : AJAESKTPOHHBIMN.

JlononHuTENBHAS JIUTEPATYpA

1. KupcanoBa, M. B. Kypc nenonpousBojcTBa: JOKyMEHTAIIMOHHOE OOCCIICUCHHE YIPABJICHUS :
yueoHoe nmocobue / M.B. Kupcanora, FO.M. AkceHoB. — 6-e uzn., ucrp. u gorn. — Mocksa : MTHOPA-
M, 2020. — 257 c. + [lon. marepuainsl [DnekTpoHHBIA pecypc]. — (Boicmiee oOpa3oBaHue:
bakamaBpuar). - ISBN  978-5-16-006789-6. - Tekcr : oamekrponHsii. -  URL:
https://znanium.com/catalog/product/1088888 (mata obpamienus: 14.10.2021). — Pesxxum moctyma: 1o
TTOATHCKE.



https://znanium.com/catalog/product/1141796
https://e.lanbook.com/book/64087
https://znanium.com/catalog/product/1065817
https://znanium.com/catalog/product/1088888

2. TManacenko IO. A. JlenonpoH3BOACTBO: HOKYMEHTALHOHHOE OOECIEUeHHE YIpaBieHHs: ydeOHOe
nocobue / 0. A. Ilanacenko. — 3-e u3n. — Mocksa :PUOP, UHOPA-M, 2016. - 112 ¢. — (BO:
bakanaBpuar). — ISBN 978-5-369-01054-9. — URL : https://znanium.com/catalog/product/542773
(mara obpamenus: 02.04.2021). — Teker : 31€KTPOHHBIH.

3. Yepnosa, C. I'. JlokyMeHTauuOHHOe ofecnedyeHre ynpamieHUs [DNeKTpOHHEBIH pecypc] : yuel.
noco6ue / HoBocu®. roc. arpap. yH-T, JkoH. ¢ak.; coct. C.I'. UepHoBa. - HoBocuGupck: 3050T0ik
konoc, 2014. - 106 c. - Tekcr : snexTponHbIi. - URL: https://znanium.com/catalog/product/516760
(mata obpamenus: 14.10.2021). — Pexxum goctyna: 1o noammcke.

4. TTonos C. JI. JIenonpou3BOACTBO U cekpeTapckas paboTa Ha MepcOHATbHOM KOMIBIOTEpe: yueOHoe
noco6ue / C.JI. [Tonos. — Mocksa : COJIOH-TIpecc, 2013. — 424 c. — ISBN 978-5-91359-109-8. — URL
: https://znanium.com/catalog/product/882804

(mata obpamenus: 02.04.2021). — TekcT : 2IIEKTPOHHBII.

/
PyxoBoaurens 6ubaroTeKH JI.B.bensesa

10. MaTepHnaJbHO-TeXHHYECKOE H NMPOrpaMMHOe o0ecredeHHe AHCIHILTHHbI

Ocpoenne nucuumneel  OIL13  «JlokyMeHTauHOHHOE oOecreyeHne YIpaBJICHH»
IIPEAIOJIaraeT HCIOJIL30BaHHE CIIENYIOMIEr0 MaTepHAIbHO-TEXHHYECKOTO 00ECTIeYeH S :

HaumeHnoBanue HauMenoBaHue kabuHeTa, mepeyeHs 000pyI0BaHMs

JUCLUTLITHEI
OIl.13 KaGuHeT H0KyMEHTAUHOHHOTO 06eCeYeH s YIPaBICH A
JIoKyMeHTaIHo
HHOE Kommnext mebenu s npenonasatens — | mr., nocagoynsle MECTa I y4alIuxcs
obecneuenne |- 48 IIT., HHTepPaKTHBHAas TpHOYHa (yCHIUTENb, MUKLIEP, MUKPOGOHEI) — 1 mmT.,
yIpapieHHss ~ [MOHHTOD — 1 IIT., IPOEKTOP — | WIT., KOOHKH — 5 INT., 5KpaH My/IbTHMEIUHHBIH —
1 wrt., mocka MenoBas nepeaBwKHas — | 1IT., CTEHAI HACTEHHBIE — 6 IIT.,
HOPTPETHI — 6 IIT., OJIKa B BHIE AepeBa — 1 mT., BeG-kamepa — 1 IIT., BBIXOA B
HHTEPHET, BHYTPHBY30BCKas KOMIIBIOTEPHAs CETh, JOCTYII B 3JIEKTPOHHYIO
HHpOpMalMOHHO-06pa3oBaTenbHyto cpeny. [10: Microsoft Office, Kaspersky
Endpoint Security nyis Windows

Y4ebHO-MeTOMYECKas JIHTepaTypa I8 AAHHON OUCLMIUIMHBI HMEETCS B HAIUYHH B
31eKTpoHHO-6HOmoTeynol cucreMe OBC  «IPRbooks», mocTynm K KOTOpOM IIpefoCTaBieH
obyqaromumcs. IBC «IPRbooks» conepxur nponsBeneHUs: KPyNHEHIIHX POCCHHCKHX YYEHBIX,
PYKOBOIHMTENEH TOCYAapCTBEHHBIX OpraHoOB, MIpernojaBaTeNied BeAyIIHX BY30B CTpaHH,
BBICOKOKBATH(UIMPOBAHHBIX CIIELHATHCTOB B pasiuYHbIX cdepax Ousneca. PoHn GubGIHOTEKH
chopMHpOBaH ¢ Y4eTOM BCEX M3MEHEHHH 00pa30BaTENBHBIX CTAHAAPTOB W BKJIOYAET YYeOHUKH,
y4eOHble 1Oco0Hs, MOHOrpaduu, aBTOpedeparhl, AMCCEPTALHUH, SHUHMKIONEIHWH, CIOBapH H
CNIPaBOYHHKH, 3aKOHONATEJIbHO-HOPMATHBHBIE JOKYMEHTBI, CIELHaNbHBIE IEPHOAUYECKHE
H31aHKs U U3JAHHSA, BBITYCKAEMbIE€ H3/1aTeIbCTBAaMU By30B. B HacTosmee Bpems OBC «IPRbooks»
COOTBETCTBYET BCeM TpeOoBaHHsAM (eaepanbHBIX roCcyapCTBEHHBIX 00pa30BaTeIbHBIX CTAHIAPTOB
cpenHero nNpodecCHOHATBHOr0 00pa30BaHusI HOBOTO IIOKOJIEHHS.

V4eGHO-MeTOIMYECKas JIUTEpaTypa OIS JaHHOM MMCHMIUIMHBI HMMEETCS B HAIHYHH B
3JIEKTPOHHO-OubHoTeunol cucreme M3nartensctBa “JIaHp”, HOCTYI K KOTOPOH MpenocTaBieH
obygaromumesas. OBC MsnatenscrBa “Jlanp” BKMOYaeT B ceOsl JJIEKTPOHHBIE BEPCHH KHHI
u3narenseTsa “JIaHp” M APYTUX BEAYIIHX H3JATENbCTB y4eOHON TUTEpaTyphl, a TAKXKe 3JIeKTPOHHEIE
BEPCHH NEPHOJMYECKUX M3JAaHHH MO €CTECTBEHHBIM, TEXHHYECKUM U F'YMaHUTAapHBIM Haykam. DBC




BCPCUH NICPUOIUICCKUX I/IS,Z[aHI/Iﬁ Mo €CTCCTBCHHBIM, TCXHUYCCKUM U T'YMAaHUTAPHBIM HAayKaM. SbC
M3narensctBa “Jlanp” oOecrmeymBaeT JOCTYNl K HAy4YHOW, y4eOHOH JHTEepaType W HayYHBIM
NEPpUOANYCCKUM U3 TAHUSAM.

11. Mertoabl o0yuyeHusi A O0y4aKOIUMXCS HMHBAJIHMAOB M JIMI C OrPpaHUYEHHBIMH
BO3MO’KHOCTSIMM 310POBbSI

B o0pa3oBarenbHOM TpoIeCcCe HCIONB3YIOTCS COLMAIBHO-AaKTUBHBIE U peQIIeKCUBHBIC
METOIbl O0YYEHHsI, TEXHOJOTUU COLIMOKYJIBTYPHON peadMIMTaluu C LEeNbI0 OKa3aHWs MOMOIIU B
YCTQHOBJICHHH IOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUH C APYrUMH OOYYaIOUIMMHUCS, CO3JaHUN
KOM(OPTHOTO IICUXOJIOTHYECKOT0 KJIIMMaTa B CTYACHUECKOH rpyIiIe.

YcnoBus 00y4eHHs NHBAIUIOB U JIUL C OFPaHUYEHHBIMU BO3MOKHOCTSIMHU 3/10POBbS:
- y4eOHbIe ayAUTOPHH, B KOTOPHIX MPOBOJIATCS 3aHATHUSA CO CTYJEHTAMH C HapyLICHUSMHU CIIyXa,
obopynoBanbl MynsTUMenuitHoi cuctemoi (IIK u mpoekTop), KOMIblOTEepHBIE THPIOTEXHOIOTHH
0a3upyloTcs Ha KOMIUIEKCE amlMapaTHbIX M [POrPaMMHBIX — CPEICTB, 00eCleYHBAIOIIMX
npeoOpa3oBaHue KOMIBIOTEPHOH WHGOPMAIMK  JOCTYMHBIE s CIA0OBUAAIIUX  (POPMBI
(YKpYTIHEHHBIH TEKCT);
- B 00pa30BaTeIbHOM IPOIIECCE HCITOIB3YIOTCS COIMATbHO-aKTHBHBIE U Pe()ICKCHBHBIE METOIbI
00y4eHus: Kelc-MeTOo/l, METO POEKTOB, UCCIIEOBATENLCKUN METO/T, AUCKYCCUU B OpMe KPYIJIOTO
CTOJa, KOH(EPEHIINN, METO]] MO3TOBOTO IITYPMA.

[IporpamMma coctaBiena B cooTBeTcTBUH ¢ TpeboBaHusmMu GI'OC CIIO nmo cnenuaibHOCTH
40.02.01 «IIpaBo 1 opraHu3aIis CONMUATHLHOTO 00CCIICUCHHUS .



MMHUCTEPCTBO HAVKH U BBICIIEI'O OFPA3OBAHMS POCCUCKOM
OEJIEPALINN
EnalGyxckuit utHCTUTYT (prutran) penepanbHOro rocy1apcTBEHHOIO aBTOHOMHOTO
00pa30BaTEIbLHOTO YUPEXKICHUS BBICILIETO 00pa30BaHUs
«Kazanckuit (ITpuBomkckuii) GpeaepabHbIM YHUBEPCUTETY

§ Ymeepofa)aro
39Mecmrenb JmpeKTfona

H’) cﬁpasoBaTenLHOH mweﬂLHOCTH

'/,'.

®OHJI OLIEHOYHBIX CPEJCTB 10 YYEBHOHU JUCHUIIJIUHE

OIl1.13 TokymMeHTallMOHHOE 00€ecIIeueHne ypaBICHUS

40.02.01 IIpaBo 1 opra"Hu3amus COIMaIbHOIO 00ECIICUSHUS

(Ko 1 HAMMEHOBAHUE CIEIIMATIEHOCTH)

FOpucr

(xBanM(uKaLs BBITYCKHUKA)

Enabyra, 2024



IIacnoprt

(l)OH}]a OLECHOYHBIX CPEACTB 110 AUCHHUIIJIMHE

OI1.13 lokyMeHTallMOHHOE o0ecnevyeHne ynpaBieHust

HNupexe | Pacummdppor | Ilokasarens ¢popMupoBanns komnereHuuu st | OneHo4vHble
KOMIIeTEeH Ka AAHHOM AU CUMILIUHBI cpeacTea
1000 KOMIIeTeHI !
"
1 2 3 4

OK 4 OcymectBig | 3HaTh: NOHSATHE JOKYMEHTa, €ro CBOMCTBa, | Bonpocsl K
Th IOMUCK M | CHOCOOBI JIOKYMEHTHPOBaHUS; npaBuia | quddepeHuup
WCTIOJB30BAaH | COCTaBIEHUS M OQGOPMIICHHS OPraHU3allMOHHO- | OBAHHOMY
ue pactopsiIUTENbHBIX JTIOKyMeHTOB (manee - OPJI); | 3auery 1-50
uHpOpMALUU | CHCTEMY u TUIIOBYIO texHosnoruto | ITpaktuueckue
, JOKYMEHTAllMOHHOro  o0ecredyeHus yrnpasieHus | 3axaHus 1-10
HeoOxomumo | (mamee - JIOY); 0cOOCHHOCTH NeIONpPOU3BOJCTBA | Bompockr st
i Ui | IO OOpallleHUsIM TpaKAaH U KOH(UACHUUAIBHOIO | KOHTPOJIBHOU
3¢ PEKTUBHOT | AETONPOU3BOICTBA. YMmeTs: oopmisaTe | padotsr 1-20
0 OpraHU3alMOHHOPACIIOPAIUTEIbHbIE JTOKYMEHTHI B
BBIIIOJIHEHUSI | COOTBETCTBUU c JIEACTBYIOIIUM I'OCTowm;
npodeccuoHa | OCYILECTBIIATh 00pabOTKY BXOISALIMX, BHYTPEHHUX
JBH BIX | U HCXOJAIIMX JOKYMEHTOB, KOHTPOJIb 3a UX
3ajau, UCHOJHEHUEM;  O(QOpPMIIATH  JOKYMEHTBl  JUIA
npodeccroHa | mepeaayn B apXuB OpraHU3alHH.
JbH Or0 H
JIMYHOCTHOTO

Pa3BUTHA.




MHWHHUCTEPCTBO HAYKHU U BBICILIEI'O OBPA30BAHU S POCCUMCKOM ®EJEPAIHN
Enabyxckuit uHCTHTYT (dunuan) peneparbHOro rocy1apcCTBEHHOTO0 aBTOHOMHOTO
00pa30BaTEeNILHOTO YUPEKACHHS BHICIIIETO 00pa30BaHUs
«Kazanckuii (ITpuBomkckuit) dpeaepanbHbIi YHUBEPCUTET

OI1.13 «/lokyMeHTalHOHHOE 00eclieueHue YpPaBJIeHus»
Tema 6. Opranuzanusi paéoTsl ¢ JTOKYMEHTAMH

®DopMa KOHTPOJS — MPAKTHYECKHE 3aaHusl, TOKJIA
(OK 4)

Tema moxnana: «{udposas moAMUCEH B AIEKTPOHHOM TIOKYMEHTOO00POTEY.

[IpakTuyeckoe 3aanue: 0oopMIIEHUE HOMEHKIIATYPHI JIEJI; aKTa O BBIJCICHUH K YHUYTOKECHUIO
JIOKYMEHTOB, KaK HEIIOJICIKALIUX XPAHEHHUIO.

Tembl A7 TOATOTOBKH JTOKJIAI0B:

1. Uctopus pa3Butus neiaonpousBojictsa B Poccun

2. CornacoBaHue MMPOEKTOB JJOKYMEHTOB

3. YupenurenbHblit 10roBOp: 0OpMIICHHE, 3HAUCHHE

4. Ctanuu NOJArOTOBKU PACIIOPATUTENBHBIX TOKYMEHTOB

5. IIpouenypa nepenayu NOJHOMOYHM PYKOBOAUTEIS HA BPEMs €0 OTCYTCTBUS
6. Jluunoe neno paboTHUKA, BEJICHHE TUYHOTO Jela

7. udpoBast MOANKCH B AIEKTPOHHOM JOKYMEHTO000POTE

3aaHus AJ1s BBIIOJIHEHHUS KOHTPOJIbHON paboThI

. HopmatuBHO-MeToqMueckas 0aza 1e10nporu3BOICTBA.

. F'ocynapctBenHas cucrteMa JJOKyMeHTalMOHHOTO ooecrieueHus yrpasienus (['CLOY).
. YHU(]UKaLKs ¥ cTaHAapTU3ALUS YIIPABICHUECKOW JOKYMEHTAIUH.

. 'OCTbsl u HOpMATHBBI B JOKYMEHTAIUOHHOM O0€CIIeUYEeHUH YIIPaBJICHHUS.
. Odopmitenue cirykeOHBIX OTMETOK Ha JOKYMEHTE.

. TeKCT 1 2NIEMEHTHI TEKCTa JOKYMEHTA.

. CornacoBanue, NOANMUCAHUE U YTBEPKACHUE TOKYMEHTA.

. Knmaccugukanus 10KyMeHTOB.

. Hopmsbl 1 TpeGoBaHus K pa3MeIIeHUIO0 PEKBU3UTOB.

. Onpenenenne «0JaHK JOKYMEHTa», BUJbI OJIaHKOB.

. YcTaB: onpeienenue, BUbl 1 peKBU3UTHI

. O61mas xapakTepucTHKa HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

. IIpoTokou1, ero xapakTepucTUKa 1 mpaBuiia ohopMiIeHuUs.

. TpynoBast KHIKKa: BbIZIada, 0OpOpPMIICHHE U XPaHEHHE.

. CtpykTypa 1 (pyHKIMHU CITy>KObI JOKYMEHTAIMOHHOTO 00ECTIeYeHUs YIIPaBICHHMS.
. Opranuzanus JOKyMEHTO000poTa.

. Perucrparnus 10KyMeHTOB.

. Haznauenme u BUIbI HOMEHKIIATYPHI JIET.

. OdopmileHre HOMEHKIIATYPbI JIEI.

. Ilepenaya nienm B apxus.
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Kpurtepun ouenku:

Kpurepuu onieHnBaHust pe3ysibTaToB 00yueHus (0aisibl)

Kowmmer [Inanupyemsle pe3yabTaThl «HCYOOBJICT
Py pesy YA «YAOBJICTBO

EHIIUN oOyueHus BOPHUTEIHHO «XOPpOILIO» «OTJIIMYHO»
N PHUTEITBHOY




[kpurepun | [kpurepuu | [kpurepum | [KpuTepuu
BBICTABJICHU | BBICTABJICHHU | BHICTABIICHU | BHICTaBJICHUS
sl OLICHKH sl OLIEHKH sl OLIEHKH OIICHKH
«HEYJIOBJIET | «YIOBJIETBO | «XOpOLIO»]| | «OTIUYHON |
BOPUTENIBHO | PUTEIIHHOY |
»]
3HaTh: MOHATHE JOKYMEHTa, ero
CBOIICTBA, CIIoCo0BI
JIOKYMEHTHUPOBAHUS; npaBuiia
COCTABJICHHS u ohopMIIeHUS JleMOHCTpH-
OPraHM3alMOHHOPACTIOPSIUTENBHBIX | {10 spaar pyer 3uaer HemoucTpu-
nokymentoB  (maiee - OPH); pyer
CHCTEMy ¥ THUIIOBYIO TEXHOJOTHUIO Jlomyckaer | 4aCTUMHBIC | JIOCTATOUHO BBICOKHUI
JOKYMEHTAIIMOHHOTO ~ obecredeH s rpyobie sHaHuA Oe3 | B 6339B0M ypOBEHb
yrpasnenns  (manee - JOY): OLINOKHU rpyObIX 00BEMe SHAHM
OCOOEHHOCTH JIENIONPOU3BOICTBA TI0 OIIHO0K
oOpareHusIM rpaxuaH "
OK 4 KOH(UIEHIIHATILHOTO
JCJIOIPOHU3BO/ICTBA.
YmeTs: odopMIIATH
OpraHH3aIMOHHOPACTIOPAHTE b Hbe | 116 YMEET
JOKyMeHTbl B coorBercTBum ¢ | AGMOHCTpHU- | JleMOHCTpH Ymeer JleMoHCTpH-
JIEHCTBYIOLIIUM T'OCTowm; pyer pyer NPUMCHATH pyer
OCYILIECTBISITh 00paboTKy | YaCTMYHbIE | YAaCTUYHBIC | 3HAHUS Ha .
BXOJAIIKX, BHYTPEHHHX U | yMEHHS, yMeHus 0€3 | IPaKTHKE B BpICORHH
UCXOJAIINX JTIOKYMEHTOB, KOHTPOJIb |  jomyckas rpyObIX 0a30BOM YPOBetib
32 MX HCHOIHEHHEM; O(QOPMIIATH rpy6ble OIMGOK o6BEME YMCHHH
JIOKYMEHTBI JUISl NIEPENAYN B apXuB OIINGKH

OpraHU3alNH.




MUHMCTEPCTBO HAYKH 1 BBICILIEI'O OFPA3OBAHMS POCCUMCKOM ®EJIEPALIMNA
Enalyxckuii nHCTUTYT (puuai) GeaepanbHOTo rocy1apcTBEHHOIO aBTOHOMHOTO

03N LN kAW~

00pa30BaTEILHOTO YUPEXKAECHUS BBICIIEI0 00pa30BaHMs
«Kazanckwuii (IlpuBomxckuii) GpenepaabHbIl YHUBEPCUTET

BOIIPOCHI K TUOPPEPEHLIUPOBAHHOMY 3AUYETY
no OI1.13. «/lokyMeHTanmoHHOE 0OECTIeUeHHE yIIPaBICHU
(OK 4)

. Ilpeamer, uenu u 3aAa4l TUCIUILIHHEL.

. IlonsTne o nokymente. OyHKIMHN JOKYMEHTOB.

. @opMBI OpraHU3aluy J1€JI0IIPOU3BOJICTBA.

. HopmatuBHo-MeToanueckas 6a3a 1e10Ipor3BOJICTRA.

. 'ocynapctBenHas cucteMa qokymeHTarmoHHoro ooecnedenus ynpasienus (I'CHOY).
. YHU(]UKaLUA ¥ cTaHapTU3aLUs YIPAaBICHYECKONH JOKYMEHTALUH.

. 'OCTbsl u HOpMATHUBBI B JOKYMEHTAIL[MOHHOM O0€CIIEYEeHUH YIIPaBJICHUS.

. Odopmiienne ciry)keOHbIX OTMETOK Ha JOKYMEHTE.

. TeKkcT u 37eMeHTHI TEKCTa JOKYMEHTA.

. CornacoBanue, MOANUCAHUE U YTBEPHKICHUE TOKYMEHTA.

. Kimaccugukanus 10kyMeHTOB.

. Hopmbl 1 TpeOOBaHus K pa3MEIICHUIO PEKBH3UTOB.

. Onpenenenne «0JaHK JOKYMEHTAy, BUJIbI OJTAHKOB.

. TpeboBanus k opopmiieHUIO OJIaHKOB JOKYMEHTOB.

. Kmaccugukarms oprann3annoHHO-paciopsaIuTeIbHON TOKyMEHTAIINH.

. XapakTepuCTHKa OpraHU3allMOHHO-TIPABOBBIX JOKYMECHTOB.

. YcTaB: ornpeieneHue, BUIbl M PeKBU3UTHI

. TpeboBaHMsI K COCTABICHUIO U O(OPMIICHUIO TTOJ0XKEHUSI.

. IHCTpYKIWMS, TOMKHOCTHASI MHCTPYKIUS — UX Ha3HAuYeHHe U opopMieHue.
. [loarotoBka pacnopsaIUTENbHBIX JOKYMEHTOB, H3aBAEMbIX B YCIOBUSX €IMHOIUYHOTO

IIPUHSATUS PELICHUS.

21

22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.

. XapaKTepUCTUKA PACTIOPSAUTENBHBIX JOKYMEHTOB.

TpeboBaHUsI K TEKCTY pacoOpsIUTENbHBIX JOKYMEHTOB.

IIpuka3s. IlonsTre u BUABI IPUKA30B.

OO61as xapakTepucTUKa MHPOPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.
TpeboBaHMst K COCTABICHUIO U O(OPMIIEHUIO CIIPABOK.

JloknagHast 1 0ObSICHUTENbHAS 3aMCKH, CTPYKTYpa U IpaBuiia 0POPMIICHUS.
TpeboBaHust K COCTABICHUIO U O()OPMIICHHUIO AKTOB.

[Iporoxkoi, ero xapakTepucTUKa 1 mpaBuia ohopmIeHUs.

OdopmieHus cy>KeOHBIX MMHCEM.

Bunpl cnyxeOHBIX MHCEM.

Ocobennoctu ohopMIIeHHUs TeNerpaMMbl, Telle()OHOTPaMMBI.

Bunpl 1 Ha3HaueHNe TOKYMEHTAMU 10 JUYHOMY COCTaBy.

Pestome u 3asBiieHUE O IpHeMe Ha paboTy, 0OCOOEHHOCTH MX COCTABICHHS.
[Ipukasbl MO IMYHOMY COCTaBY, CTPYKTYpa U IpaBuiia opopmiieHusl.
XapakTepHucTruKa Tpy10BOrO JOroBOpa.

XapakTepucTuka u aBToonorpadusi, 0coOOEHHOCTH UX COCTABIICHUS.
TpynoBas kKHHXKa: BbIaYa, 0POPMIICHHE U XpaHEHHE.

CrpykTypa v PyHKIIUHU CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs yIIPABICHHUS.
Opranuzanus J0KyMeHT0o000poTa.



40.

KOHTpOJII: HCITIOJIHCHUS TOKYMCHTOB.

41. Peructpanusi JOKyMEHTOB.

42.

43. Buapl oOparieHuii rpakaaH.
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45. OopmieHne HOMEHKIIATYPHI JIEII.
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TexHonorus paboThl ¢ 0OpaIIEHUSIMH TPAXK/IaH.

Haznauenwue u BUJIbI HOMCHKJIATYPbI JCJI.

Kpurepun oueHku Ha 1upepeHIUPOBAHHOM 3a4eTe

[TpaBwia hopMupoBaHus pa3TUIHBIX KATETOPHI IOKYMEHTOB B JeTa.
TpeboBanwust, npeabsBisieMble K GOPMUPOBAHUIO JICI.
Bunbr koHpuneHmansHoi napopmanmm.

Oco6eHHOCTH KOH(DHUICHIINATBHOTO JIEIOTPOU3BO/ICTBA.
[Iepenaua nen B apxus.

«OTJIMYHO» «XOPOIIIO» «YJIOBJICTBOPUTEIBHO» | «HEYJIOBJICTBOPUTEIHHO
CTYJCHT CTYJIEHT  PAaCKpBIBACT | CTYACHT  pacKpbiBaeT | TeopeTHUecKkuii BOIPOC
packpsIiBaeT TEOPETUYECKHI BOIPOC, | TCOPETUICCKHUI BOIPOC | HE PacKpBHIT,
TEOPETUUCCKHI PAKTUYECKOE 3aJlaHue | He B TOJHOW Mepe, | MPaKTHYEeCKoe  3ajJaHue
BOIIPOC OuseTa, | BBIIOJHSIET 0e3 | IOIyCKaeT HETOYHOCTH | HE BBIMOJHEHO.
IPAKTHYECKOE OMMOOK, Ha | B popmynupoBkax (1-2
3a7aHHU€ BBIIOJIHAET | JOIOJIHHUTENLHEIE OIINOKN),
oe3 OIIKOOK, | BOMPOCHI OTBEYACT | MPAKTUUYECKOE 3aJaHue
YBEPEHHO OTBEYAET | HEYBEPECHHO, JOMYCKAET | BBIIOJHEHO YacCTHYHO,

Ha JIOIOJIHUTEIbHBIC | HE TOYHOCTHU B | C JOMYIICHHEM OIIHOOK
BOIIPOCHI OIpeICICHUSMX. B pacuérax




