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1. MACHOPT PABOYEM NPOT'PAMMBI YUEBHOM JTUCHUTLJIAHBI

OI1.06 JOKYMEHTAIIMOHHOE OBECHIEYEHUE
YIIPABJIEHUSA

1.1. OobaacTb npuMeHeHHUs POrPaMMbl Y4eOHOI 1M CHUIIHHbI

PabGouass mporpamma ydeOHOW IUCHMIUIMHBI (maigee — pabodas mporpamma)
ABJISIETCSI YaCThI0 OCBOEHHUS IPOrpamMM MOJATOTOBKHM CIELHAIMCTOB CPEIHEr0 3BEHA
(mamee — IIIICC3) B coorBerctBUH ¢ @OI'OC mo cnemumansHoctd 42.02.04
IOpucnpynenmus

1.2. MecTo0 JIUCHUILVIMHBI B CTPYKType MNpPOrpaMMbl MOATOTOBKH
CIeHAJMCTOB CPEHEro 3BeHa.

Pabouast mporpamma yueOHOM mucnuiuinHbl o cneruanbHocTH CITIO 42.02.04

KOpucnpynennust obGecriedeHUs: MOMKET OBITh HCIOJNb30BaHA B MPO(PECCHOHATEHOM
00y4YEeHUHU U TOTIOJIHUTEIHFHOM TPOQPECCUOHATEHOM 00pa30BaHUH.

1.3. Hean u 3agaum y4yeOHOW NMCUMILIMHBI , TPe0OBaHHUA K pe3yJbTaTaM
O0CBOCHHS Y4eOHOI TNCHUIINHBI

B pesynbrare nzyueHus o0s3aTeNbHOM YacTH Y4eOHOIro 1UKIIA OOYyYArOIIUIICS MO
ob1enpodecCHOHATBHBIM AUCIUTIIINHAM JIOJKEH:

yMeThb:

— o(OopMIIATh OPTraHU3ALMOHHO-PACTIOPSAIUTEIbHbIC JOKYMEHTHl B COOTBETCTBUHU C
nerctByrommuM ['OCTowm;

— OCYHICCTBJIATH 06pa60TKy BXOJAIIMX, BHYTPCHHUX MW HCXOAAINMUX AJOKYMCHTOB,
KOHTPOJIb 3a UX UCIIOJJHCHUCM,

— 0OpMIIATH TOKYMEHTHI JIJISl TIEpE/Iavul B apXUB OpraHu3aIliy;
3HATh:
— MOHSATHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

— TIpaBWJIa COCTaBIICHHS © OGMOPMIICHHS OPraHM3allMOHHO-PACIIOPSIUTEIBHBIX
noKkyMeHTOB (nanee - OP/]);

— CHCTEMY W THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOECTICUCHMS YIPaBICHUS
(manee - 10Y);

— 0COOEHHOCTH JIJIONPOU3BOICTBA 110 OOPAIICHUSM IPakIaH U KOHDUICHITUATLHOTO

ACIOIIPOU3BOJCTBA.
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2. PE3YJIBTATBI OCBOEHUSA YUYEBHOM JUCHUNJIAHBI

PesynpTaroMm ocBoeHHs pabodeidl TporpamMMmbl  Y4eOHOW JMCHIMIUIMHBI  SIBIISETCS
OBJIaJICHHE OOYYAIOIIMMCSl BHJIOM JESTEILHOCTH, B TOM YHCIIe TPOodhecCHOHATHLHBIMU
(ITIK) u o6mumu (OK) xomnerenmusimu B cootBeTcTBUM ¢ GI'OC mo npodeccun miu
CHEIHATbHOCTH.

Koxa

HanmenoBaHnue pe3y/bTata 00y4eHus

I1IK 2.1.

OcymecTBIATh KOHTPOJIb COOII0IeHUs 3aKkoHoAaTenbcTBa PD cyObekTamu npasa.

K 2.2.

CucrteMaTu3upoBaTh HOPMATHUBHBIE MPABOBBIE aKTHI U 0000IIATH MPABONPUMEHUTEIHHYIO
IIPAKTUKY II0 BOIIPOCAM pPAacCiI€OBAHUA U NPELYNPEXKICHUS NPECTYIUICHUH U HHBIX
IIpaBOHAPYLICHUN.

OK I.

BLI6I/IpaTI> CIIOCOOBI peUICHUA 3a1a1 HpO(i)CCCHOHaHBHOfI ACATCIIbHOCTU IPUMCHHUTCIIbHO K
Pa3JIMIHBIM KOHTCKCTaM

OK 2.

Hcnonb3oBath COBPCMCHHBIC CPCACTBA IMOMCKA, aHAJIM3a U MHTCPIIPCTAllUN PIH(l)OpMaI_II/II/I
n I/IH(i)OpMaIlI/IOHHI)IC TCXHOJIOTMM  JJId  BBIIOJHCHHUA  3aJad HpO(i)eCCHOHaHBHOﬁ
ACATCIIBHOCTH

OK 3.

[lnaHupoBaTh W pPEATU30BBIBATH COOCTBEHHOE MNPOPECCHOHAIBHOE U JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATEIBCKYIO JEATeNbHOCTh B NpodeccHoHambHON  cdepe,
UCII0JIb30BATh 3HAHMS 110 (PMHAHCOBOM I'PAMOTHOCTH B Pa3JIMYHbIX JKM3HEHHBIX CHTYAIIUsIX

OK 4.

D dexTuBHO B3aUMOICHCTBOBATH U PAa00OTATh B KOJUIGKTHBE U KOMaH/IC

OK'S.

OcymecTBIATh YCTHYIO M NMHUCHbMEHHYI0 KOMMYHHKAIIMIO Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit ®epepanun ¢ y4eTOM OCOOEHHOCTEH COIUAIBHOTO M KYJIBTYPHOIO
KOHTEKCTA

OK 6.

HpOSIBJ'I}ITB rpa’)kIaHCKO- MATPUOTHYCCKYIO IIO3UIHUI0, JACEMOHCTPUPOBATH OCO3HAHHOC
IMOBCACHHWE HAa OCHOBEC TPAAWLIMOHHBIX 06HIGLI€J'IOBC‘ICCKI/IX HGHHOCTeﬁ, B TOM YHUCJIIEC C
Y4€TOM IrapMOHHU3AIUN MCKHAIIMOHAIIBHBIX U MCXKPCIUTHO3HBIX OTHOMGHHﬁ, MPpUMCHATH
CTaHAAPTHI AHTUKOPPYINITUOHHOI'O ITOBCACHHU A

OK 7.

ConelicTBOBaTh COXPAHEHUIO OKpYXKarolled Ccpenibl, pecypcocOepekeHuIo, MPUMEHATh
3HaHHUA 00 M3MEHEHUU KIuMaTa, NMPUHIUIBI OEpeXIMBOro MPOU3BOACTBA, FP(HEKTUBHO
JIEMICTBOBAThH B YPE3BBIYANHBIX CUTYaIUSIX

OK 9.

[Tonb30BaTbes npodeccuoHaNbHON JOKYMEHTAIME Ha TOCYJapCTBEHHOM U HHOCTPAHHOM
A3BIKAX

3. CTPYKTYPA U COJEP)KAHUE YUYESHOM JIUCITUITJIUHBI
3.1. TemaTuyeckuii JIaH y4eOHO! JUCHUILIUHBI

Buj yyeOHo# padoThI KoumnuyecTBo yacos

MakcumajibHasi ydeOHas HAarpy3ka (Bcero) 62

Oo6s13aTesibHAsI ayUTOPHAs ydeOHAasi HATPY3Ka (Bcero) 46

B T.4.

TeopeTudecKkoe o0ydyeHue

17

MPAKTUYCCKUC 3aHATUS

CamocTosTenbHas pabota 00y4arommxcs

29
14

[Tpomexxyrounas arrectauus (auddepeHunpoBaHHBIN
3a4er)

2

HTroro

62




3.2. Conep:xaHue 00y4eHHs 10 y4eOHON AUCHUIIIHHE

HaumeHoBaHue pa3iesioB U TeM Conep:kanue yueOHOro Martepuasa u GopMbl OpraHu3anuu aestejbHocTH |O0beM, @opMupyembie
CTYAECHTOB 4acoB OK, IIK
Paszgea 1. lokymeHTHpPOBaHME YIIPABJIEHYECKOH 1eATEILHOCTH
Tema 1.1 Benenue. Coaep:xanue yueOHOro MaTepuaa
JlokyMeHT u cuctema 1.3Hauenue M cojepxaHue ITUCHUILUIUHBI «J[OKyMEHTallOHHOEe obOecreyeHue
JOKYMEHTAIUU 2.JloHsATHE TEPMHUHOB «OKYMEHT», «IOKYMEHTUPOBAHUEY, «IOKYMEHTAlUOHHOE
oOecrieueHre yrpaBICHU.
3 UWcropuss pa3BUTUSL Hay4dHbIX MPEACTABIECHUH O JOKYMEHTAI[MOHHOM
obecrnieueHuu
ynpaBiaeHusi. COBPEMEHHOE COCTOSHHE JIOKYMEHTALMOHHOIO oOOecreueHus
YIPABJICHHUS.
4 HopmaTuBHO-TIpaBOBasi 0a3a OpraHU3aIMH JOKYMEHTAIIMOHHOTO O0ECTICUeHHS
YIPABJICHUS KaK OCHOBA TEXHOJIOTHH ITPOLIECCOB YIIPABJICHUS.
5 T'ocynapcTBeHHasl cuUCTeMa JIOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIpaBICHUS 2
('CAOY) — cBox mpaBwi, YCTaHABIMBAIOIIUX €AUHbIE TpeOOBaHUS K OK 01-07.08
JIOKYMEHTUPOBAHUIO YIPABIEHUYECKON AESITEIbHOCTH M OpraHu3aluu padoThl C K2 1 ’
JOKYMEHTaMU Ha MNPEANPHUATHSAX PA3NIUYHBIX OPraHU3alMOHHO - TIPABOBBIX
dbopm.
6 CocraB ynpaBJI€HUECKHUX TOKYMEHTOB.
7 IloHATHE CHCTEM TOKYMEHTALIUH.
8 OYHKIMOHAIBHBIE U OTPACIEBBIE CUCTEMBI JOKYMEHTALIUH.
9 VHudukanus 1 cTaHzapTU3alus yNpaBICHUYECKUX JTOKYMEHTOBIIPABICHUS» U
CBSI3b €€ C IPYTUMU JUCHUIIIIMHAMH.
CamocrosiTesibHasi paboTa CTYI€HTOB 4

TemaTnka caMmoCTOsAITEILHON PadOTHI:

1.IloaroroBka COOOIIEHH IO HCTOPHUH JIETIOTPOU3BO/ICTBA.

2 H3ydyeHue HOPMATHUBHBIX IPABOBBIX AKTOB, PETYIHUPYIOUIUX JIE€ATEIbHOCThH
CITYXKOBI

JTIOKYMEHTAI[MOHHOTO O0ECTICUEHUS! yIIPaBICHHUS

Tema 1.2 OprannzannoHHo-
pacnopsiiuTelbHbIe
aokymeHtbl (OPJI)

Coneprxanue y4eOHOro MaTepuaJia
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HaumeHoBaHue pa3iesioB U TeM

Conep:xkanue yuyeOHOro Marepuasa u GopMbl OPraHu3anMuM AesITeJIbHOCTH
CTYAE€HTOB

Oo0nem,
4acoB

DopmMupyemMbie
OK, IIK

1 YHuduuupoBaHHas crcrema OpraHu3alMOHHO-PACTIOPS AU TEITBHOMI
nokymenTtauu (OP/). 'OCTEBI na OP/I.
2 TpeboBanus K 0hOpPMIICHUIO JOKYMEHTOB.
3 Knaccudukanusi opraHu3aimOHHO-PACIIOPSTUTEIIBHON TOKYMEHTAIIUHN:
4 Oprasu3aoHHbIC JOKYMEHTHI - YCTaB, YYPEAUTEIbHBINA JJOTOBOP, MOJIOKECHHE,
MpaBUJIa BHYTPEHHETO PaclopsiaKa
5.PacniopsimuTenbHble  TOKYMEHTBI - TPUKAa3bl, pPaCHOPSDKCHUs, YyKa3aHWUS,
MIOCTAHOBJICHHUS, PEIICHUS, HHCTPYKIIHH.
6 CnpaBo4HO-UH(MOPMAIIMOHHBIE JOKYMEHTHI - JOKJIAJHas | CIIy)XeOHas
3ammcka, OOBSCHUTENbHAS 3aIMCKa, aKT, CIpaBKa, CIy)KeOHbIC MHCHhMa, (akc,
TenerpaMma, TesieoHorpaMma.

4

IIpakTuyeckue 3aHATHSA

CocTaBiiecHHE TPOCKTOB MPHKA30B, IPOTOKOJOB, THUCEM, JOKIAIHBIX U
CITy>KeOHBIX 3aITHUCOK.

[IpoBenenue mpoBEpKH MPaBUIBLHOCTU cocTaBleHUs U odopmuenus OPJ[ —
MPUKA30B Ha OCHOBE €JMHOHAYanus (10 OCHOBHOM NEATENBHOCTH U MO JHYHOMY
COCTaBy).

OK 01-07,08
[TK2.1.

CamocTosiTesibHas padoTa 00y4arouuxcst

COCT&BHCHI/IG HpOGKTOB HpI/IKa3OB, JOOKJIAAHBIX H 06T)$[CHI/ITCJ'[I)HBIX 3aIIuCOK,
aKTa, CIIy’)KEOHBIX MHCEM, YEPHOBUKOB MPOTOKOJIOB.

«Opranu3aloHHbIe JOKYMEHTBI - YCTaB, IMOJIO)KEHHE, JIOTOBOP YUPEIUTENCH,
MpaBujia BHYTPEHHETO TPYAOBOIO PACIIOPSAIKaAY;

«CrpaBo4HO-MHGOPMAITMOHHBIE TOKYMEHTHI - TOKJIaHas (CIyKeOHas ) 3amucka,
cnpaBkay; «Ilopsaok cocTaBIeHHS aKTOB CBEPKH PAacYeTOB MEXIY JAeOUTOpaMuU
158 er)II/ITopaMI/I)); «H?)I)IK " CTUJIb )IeJIOBOI)’I KOppeCHOH)IeHIII/II/I

Tema 1.3. KagpoBasi nokymMeHTanus

Copep:xanue y4eOHOro MaTepuasa
JIoKyMeHTUpOBaHuE TPYIOBBIX MpaBooTHoIIeHHH. CocTtaB M 0COOEHHOCTHU

OK 01-07,08
IIK2.1.
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HaumeHoBaHue pa3iesioB U TeM

Conep:xkanue yuyeOHOro Marepuasa u GopMbl OPraHu3anMuM AesITeJIbHOCTH
CTYAE€HTOB

Oo0nem,
4acoB

DopmMupyemMbie
OK, IIK

oopMIIeHHS JOKYMEHTOB IO JIMYHOMY cCOCTaBy. KOMILJICKTOBaHHME JUYHOTO
nena. Aproouorpadus. Pestome. 3asgBieHue o npueme Ha paboTy, MPUKa3bl IO
JUYHOMY COCTaBY

IIpakTuyeckue 3aHATHS
3anonHeHue JOKYMEHTOB I10 JINYHOMY COCTaBy

CamocrosiTeibHasi padora oOyuyaromuxcsa: CocraBneHune U opopMIICHHE
3asBIICHHS O IIPHEME Ha padoTy, aBTOOHOTrpaduu, pe3rome

Tema 1.4. Jlene:xnbie 1 GUHAHCOBO
pacueTHbIe JOKYMEHTBI

Conep:xanue yueOHOro MaTepuaJa
OcoOenHocTy cocTaBieHHs U 0QOPMIICHUS IEHEKHBIX U (PUHAHCOBO-PACUYETHBIX
nokymeHnToB. OdopmiieHne 1oBepeHHOCTEl ohUlInaIbHON U JINYHOU

OK 01-07,08
I1IK2.1.

CamocrosiTesibHasA padoTa 00y4YarOIIHUXCH:
Odopmienne opUITUATBHON U TUYHON JIOBEPCHHOCTEH

Tema 1.5. JloroBopHo-
NpaBoBasi JOKyMeHTAusl

Conep:xanue yueOHOTro MaTepHaJia

JlonsiTne noroBopa (KOHTpakTa), corjaiieHue, NpoTokoina. Tumosas Qopma
KoHTpakTa. OCHOBHBIE pa3/iesibl KOHTpakTa Buabl TOroBOpPOB: KYIUIM-IIPOJAXKH.
MEHBI, NOCTaBKH, Ha BO3ME3/IHOE OKAa3aHUE YCIYT, MOPYYEHHUs, KOMUCCHUH U
npyrue. TpancnopTHble 10roBopbl.6 @opMyisip 1oropopa crpaxoBanus Tunosas
¢dopma kpenuTHOro jorosopa. Tumnoast opma 6aHKOBCKOM rapaHTuu. Tumosas
¢dopma noropopa OaHKOBCKOrO cyera. THIOBOH J0OTOBOp Ha OCYIIECTBICHHE
KpEIUTHO-PACYETHOrO OOCITyXKMBaHUS. YHUPUIMpPOBaHHasT GopMa COIJalleHus
00 W3MEHEHWU U [OMOJHEHHWU K JIOroBOpy. YHUUIMpoBaHHas (opma o
pactopxkeHun norosopa. Kommepueckue akTbl. biaHKH KOMMEpPYECKHX aKTOB.
JHosepenHoctu. JIoKyMeHThI, O(GOpMIISIONINE HOPSAOK PACCMOTPEHUS! CIOPOB
MEeXIy IopuanuecKumMu aunamu. [IpaBuna odopmieHns npeTeH3MOHHbBIX MHCEM.
OOpa3upl mpeTeH3uid K mnepeBo3unky. Dopmyisip OT3bIBAa Ha IPETEH3HIO.
OOpasipl  OT3BIBOB. @opmynsip HMCKOBOro 3asBieHus. TpeOoBaHusA K
0(hopMIIEHHIO NCKOBBIX 3asBICHUH.

OK 01-07,08
I1IK2.1.

IIpakTuyeckue 3aHATHS
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HaumeHoBaHue pa3iesioB U TeM

Conep:xkanue yuyeOHOro Marepuasa u GopMbl OPraHu3anMuM AesITeJIbHOCTH
CTYAE€HTOB

Oo0nem,
4acoB

DopmMupyemMbie
OK, IIK

CocraBnenue  u opopmIICHHE  JJOTOBOPOB, IIPETEH3UOHHO-UCKOBOI
nokymeHTanuu. [IpoBepka npaBMIIBHOCTU COCTaBIIEHUS U 0(OPMIIEHUS 10r0OBOpa
CTpaxoBaHMsl, KPEIUTHOI'O I0r0OBOpa; J0roBopa GaHKOBCKOM rapaHTHH; JOTOBOpPa
Ha OCYUIECTBJIEHNUE KPEIUTHO- PACUETHOI'O 00CITYKUBaHU

[Paznen 2. Opranusanus padboTbl ¢ JOKYMEHTAMHU

Tema 2.1. ITongaTue
JOKYMEHT0000poTAa, perucrpanus
JOKYMEHTOB

Coaep:xanue yueOHOro MaTepuaJa

CrpykTypa U (YHKLIUHU CIIYyKO JTOKYMEHTAIIMOHHOIO O0eCreyeHUs YIpaBJICHHUS.
WHeTpykuun 1mo JOKyMEHTAalMOHHOMY oOecnedeHuto yrpasieHus. CocTtaB u
ydeT obbemMa JIOKyMEHT0000poTa MpeaunpusTuil u opranuzauuii. Opranuzanus
paboThl C JOKYMEHTAlMel, MOCTyNawleld B YUYPEKICHHUS, IPEeIIpUITHS,
OpraHu3alyK; MIPUEeM BXOISIIUX JOKYMEHTOB, UX 00paboTKa, peaBapUTEeIbHOE
PaCCMOTPEHHE M DPACIPENEICHHUE, PETUCTPALUsA, PACCMOTPEHHUE IOKYMEHTOB
pykoBoACcTBOM. OTmpaBka HMCXOAAIMX JOOKYMEHTOB. llepenada nOKyMEHTOB
BHYTPH OpPraHU3aLMM. YYeT KOJIMYECTBA JOKYMEHTOB

CamocrosiTesibHas padoTa 00y4YarOIIUXC:

PabGoTa ¢ xypHallaMu perucTpanuy BXOASIIEH U HUCXOMSIIECH TOKYMEHTAIWH.
[IpumepHass TeMaThka BHEAyIUTOPHOH CaMOCTOSATEIbHOW paboThl: «l3ydeHue
3aKOHOAATCIIbHBIX aAKTOB n HOpMaTI/IBHO-MeTOI[I/I‘-IeCKI/IX Z[OKYMGHTOB
(benepanbHO- apXUBHOW CIYXKOBI 0 XPAaHEHHUIO JOKYMEHTOB» «B3ammoneiicTBue
CIy’X0 JTOKyMEHTAllMOHHOTO OOECTeueHusl YIpaBlIeHUS U BEIOMCTBEHHBIX
apXuWBOB Tpu (OPMUPOBAHUU OCHOBBI JJIs TOCJIEAYIOMIETO XpaHEHUS U
WCIIONIb30BaHUS  JIOKYMEHTOB»; «EIWHCTBO  TpeOoBaHMII K  XpaHEHHIO
lIOKyMeHTaHI/II/I B JIGHOHpOI/I3BOJICTBe 158 apXI/IBe

OK 01-07,08
I1IK2.1.

Tema 2.2. UcnnosiHeHue
l]OKyMeHTOB. KOHTpOJII) HUCINOJIHECHUA

Conep:xanue y4yeOHOro MaTepuasa

KouTponr wucnomHeHuss AokyMeHToB. OpraHuzanuss M TEXHUKAa KOHTPOJIS
ucnosHeHusl. TUMOBbIE M WHIMBUIYyaJbHbIE CPOKH HCIOJIHEHMS] TOKYMEHTOB.
Cucrema ACKI/] (aBTOMaTH3UpOBaHHbBIN KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB

OK 01-07,08
[K2.1.

Tema 2.3.
Opranusanus onepaTuBHOIO

Conep:xanue yueOHOro MaTepuaJia
Cucrematuzaiuss JTOKyMEHTOB © WX XpaHeHue. HomeHkiarypa jedn.

OK 01-07,08

[IK2.1.




9

HaumeHoBaHue pa3iesioB U TeM Conep:kanue yueOHOro Marepuasa u GopMbl OpraHu3anuu aestejbHocTH |O0beM, @opMupyembie
CTYAECHTOB 4acoB OK, IIK
XpPaHEeHUs JOKYMEHTOB NunuBuayanbHble, CBOAHBIC, NPUMEPHBIE M THUIIOBBIE HOMEHKJIATYpPHI JIEIL.
Odopmnenne HOMEHKIATYphI Aell. TpeOoBaHusi kK 0hOpMIICHHIO Jel XpaHEeHUe
JIOKYMEHTOB B CTPYKTYPHBIX ITOAPA3/IEeIECHUAX
IIpakTHYeckoe 3aHATHE 4
CocraBneHrne HOMEHKIIATyphlI jeil. [IpoBepka npaBUIbHOCTH COCTABICHUS U
o OpMIICHUSI HOMEHKJIATYPHI JIEJI OpraHu3aluu
CamocrosiTesibHas padoTa CTYAeHTOB 2
XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ACICHUIX
Tema 2.4. IloaroroBka n1okymenToB k | Coaep:xaHue yueOHOro MaTepHaJia
apXMBHOMY XpPaHEHHIO. OkcnepTu3za ILeHHOCTeM  JokymeHToB. IlonroroBka pmen kK  chgade B 4
BEJIOMCTBEHHBIM apXWB. 3aKOHOAATEIbHbIC aKThl U HOPMATHUBHO-METOJIMYECKHE OK 01-07,08
nokyMeHThl DenepanbHOi apXUBHOM CITy>KObI Poccuy 1o apXMBHOMY XpaHEHHUIO [IK2.1.
nokyMmeHToB. B3aumoneiictBue ciyx0 JOY u BeAOMCTBEHHBIX apXUBOB IMpU
(GhOopMUPOBAaHUHM OCHOBBI JUIS TIOCJICIYIOIIETO XPAHCHUS U HCIOJIh30BAHUS
JIOKYMEHTOB.
Tema 2.5. Copaepxxanue yueOHOro MaTepuasa 2
Hcnonb3zopanue IIDBM B Kommnsrorepuzanus 1ea0onpon3BoACTBa Ha PEAPUATHN KAK YCIOBUE BHEIPEHUS
AeJIONPOU3BOJACTBE I'ocynapcTBeHHON CHCTEMBI TOKYMEHTAIIMOHHOTO 00€CTIeYeH s YITPABICHUS. OK 01-07.08
IIpakTHYeckue 3aHATHS 4 K2 1 ’
Pa6ora ¢ mabnonamu Microsoft Office o
CamocrosiTesibHasi paboTa CTYeHTOB 2
Hocwurenu, npumeHnsiembie Ipy CO3JJaHUH JTOKYMEHTOB U TPEOOBaHUS K UX
0(OpPMIICHUIO.
ITpomexyrounas arrectanus (quddepeHIInPOBaHHBIN 3a4eT 2
Bcero | 62
N3 uux npakTuyecknx 29
Jlekuuu 17
CamocrosiTesqibHasi padoTa 14
3auer 2
IK3aMeH
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4. YCJIOBMS PEAJIU3ALIUUA TPOTPAMMBI YYEBHO
JTUCLHUTIJIMHBI

4.1. TpeGoBanusi K MaTepUAJIbLHO-TEXHUYECKOMY 00ecnedeHn 10

Peaﬂmauym IIporpaMmabl y‘{e6H0ﬁ AUCHUIUIMHBI IIPCAIIOJIAracT HAJIMINC

yueOHoro kaduHera_ [IpodeccroHalIbHBIX AUCIUILIINH,
(ykazamo Hazeanue

[ToaroToBKa BHEAyIUTOPHOW pPabOTHI JOJKHA OOECIIeUYUBATHCS JOCTYIIOM
Ka)XJI0ro oOydaromierocst K 6azaMm JaHHBIX M OuOIMOTeYHBIM (poHmam. Bo Bpems
CaMOCTOSTEIILHON TIOJITOTOBKH, OOYyYaroIIHecs JIOJDKHBI OBITh  0OCCIICUCHBI
JOCTYIIOM K ceTu MIHTepHeT.

Oob6opynoBanne y4eOHOro KaOMHeTa U pado4YuX MeCT KaOUHeTa:

- MIOCaJI0YHBIC MECTa MO KOJIMUECTBY CTYJEHTOB;

- pabodee MECTO Ipero1aBaTes;

- KOMITJIEKT Y9€OHO — METOAUIECKUX MaTEPUATIOB TIPETIO1aBaTEIs;

- KOMITJIEKT Y4eOHO — HArJAIHBIX TOCOOMH IO JUCIUIUIMHE, B TOM
YHUCJIC Ha DJICKTPOHHBIX HOCHUTEIISX.

TexHuveckue cpeacTBa 00y4eHuUs:
- KOMIIBIOTEP C MYJIBTUMEINMHON YCTAHOBKOMU.

4.2. O6mme TpeOOBaHUSI K  OpPraHM3amuM  00pa3oBaTeJIbLHOI
NeSITeJIbHOCTH

OcBoeHue CTyJeHTaMU Y4eOHOW JUCIUIUIMHBI JIODKHO TPOXOJIUTH B
YCIIOBUSIX CO3/JaHHOW 0O0pa3oBaTelIbHOM Cpelbl Kak B  00pa3oBaTelbHOMN
opranuzanuu (y4pexJaeHuH), TaK U B OPTaHU3aAIMAX COOTBETCTBYIOIIMUX MPOQIITIO
y4eOHOM JTUCIHUIIIAHBI.

[IpenonaBanue y4yeOHOW NUCHMIUIMHBI JOHKHO HOCUTH MPAKTUYECKYIO
HaIpaBJIeHHOCTh. B mpoliecce 1abopaToOpHO-TIPAKTUYECKUX 3aHITHI 00yJaroIIrecs
3aKPEIUIIOT U YIayOJstoT TEOPETUYECKUE 3HAHUS, MPUOOpETaroT HEeoOXO0IUMbIe
npodecCHOHATbHBIC YMECHHSI M HABBIKH.

TeopeaneCKne 3aHATHUA JOJDKHBI ITIPOBOJUTHCA B

yueOHOM kabunete _ [IpodeccrnoHanbHBIX AUCITUILINH
(ykazamw nHazeanue)
JIa00pPATOPHO-NIPAKTUYECKUE 3AHATHUS TTPOBOSTCS B

yueOHoM KabuHete [IpodeccnonanbHbIX AUCITUIIINH
(vkazamu HazeaHue)

cormacHo denepanbHOr0 TOCYJAPCTBEHHOTO o0pa30BaTeNbHOTO CTaHJapTa
CHEIUATBLHOCTH CPEAHETO MPO(hECCHOHATEHOTO 00pa30BaHUS.

Texyuuit 1 MpoMeKyTOYHBIA KOHTPOJIb 00yUEHHUS JOJKEH CKIIAJbIBATHCA U3
CJIEAYIOIIUX KOMIIOHEHTOB:
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TeKYHIUH KOHTPOJIb: ONpoC OOydYalolUMXCs Ha 3aHATUAX, IMPOBEICHUE
TeCTUpOBaHUs, 0OPMIIEHUE OTYETOB IO JaOOPATOPHBIM paboTaM M MPAKTUYECKUX
3aHATHM, pelieHue MNPOU3BOJICTBEHHBIX 3a7ady OO0y4alollMMUCS B MPOIECCE
MIPOBE/ICHUS TEOPETUUECKUX 3aHATUHN U T.1I.;

MPOMEKYTOUYHBII KOHTPOJIb: IudPepeHInpOBaHHHBIN 3a4eT

4.3. KagpoBoe o0ecnieueHne 00pa3oBaTeIbHOM 1€ATEIbHOCTH

TpebGoBanus K KBATH(PUKAIMH METarOTUYECKUX KaJAPOB, OCYIIECTBISIOMINX
peanm3aruio [IIICC3 mo mpodeccuu, crnenuambHOCTH AOKHA 00eCIIeUUBATHCS
MeJarorMIeCKUMU  KaJpaMu, UMEIOIMMMH CpelHee Tpo(ecCHOHaIbHOE, BBHICIICE
oOpa3oBaHHEe,  COOTBETCTByWIIee  MNpopuI0  MpenojaBacMoil  yuyeOHOMU
TUCHUTUINHBL.  OMBIT  EATETbHOCTH B OPraHU3alUsIX COOTBETCTBYIOIICH
npodeccuoHanbHOl  cepbl  SABISETCA 0O0s3aTeNbHBIM JUISl  MPENoiaBaTeliei,
OTBEYAIOIIMX 32 OCBOCHHE 00yYarouuMmcsi mpodecCHOHaIbHOTO YY4eOHOTO IUKIIA.
[IpenoaBareny Mmoyy4aroT AOMOIHUTEIBHOE MPOPECCHOHAIBHOE 00pa30BaHKE 10
mporpaMmaM TOBBIIIEHUS KBaJU(UKAIMU, B TOM YHUCJIE€ B (OpME CTAKUPOBKHU B
pOUIBHBIX OPTaHU3AIMAX HE PE’Ke OJTHOTO pa3a B S JieT.

4.4. HNudpopmanmonHoe  obecneyenune  o0ydenus. Ilepedensn
peKoOMeHyeMbIX y4eOHbIX H31aHuil, IHTepHeT-pecypcoB, JAONOJHUTEIbHOM
JMTEePaTyphbl

OCHOBHBbIC HCTOYHHUKH:

.HopMartuBHbIE TPaBOBHIE AKThI:

1"Konctutynusa Poccuiickoit @eneparuu’ (MpuUHITa BCEHAPOAHBIM IOJIOCOBAaHUEM
12.12.1993) (c yueroM MOMpaBOK, BHECEHHbIX 3akoHamMu P® o mompaBkax K
Konctutynuu P® ot 30.12.2008 N 6-®K3, ot 30.12.2008 N 7-®K3, ot 05.02.2014
N 2-®K3, ot 21.07.2014 N 11- ®K3).

2 I'paxxnanckuii konekce Poccuiickont denepanmu (wacts mepsas)" ot 30.11.1994 N
51-®3 (nocnenHsst peaaKuusi).

3. "Tpynosoit komexkc Poccuiickoit ®enepanuu" ot 30.12.2001 N 197-03
(mocneaHss peaaKius).

4, "TOCT P 51141-98. T'ocynapctBenHsiii cranmapt Poccuiickoit denepanmu.
Jlenonpou3BOACTBO M apxXUMBHOE jeno. TepmMuHbl U omnpeaenenus" (yTB.
[Tocranosnennem I'occrannapra Poccun ot 27.02.1998 N 28).

5. IlocranoBnenue I'occrangapra PO ot 03.03.2003 N 65-ct "O npusnsituu u

BBEJCHUM B  JICUCTBME  TIOCYHAapCTBEHHOro  craHmapra  Poccuiickon
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Oepneparuun"(BMecte ¢ "I'OCT P 6.30-2003. T'ocynmapcTBeHHBIM cTaHAapT
Poccuiickoii  ®Denepanmu.  YHUDUIMPOBAHHBIE  CHUCTEMBI  JIOKYMEHTAIIHH.
YHuduimpoBanHas cucTeMa OpraHU3alMuOHHO-PACIOPAIUTEILHON JOKYMEHTAIINH.
TpeboBanust kK 0HOPMIICHUIO TOKYMEHTOB").
6. "T'OCT 6.10.6-87 (CT C3B 5559-86). I'ocynapctBennsiit ctanaapt Coroza CCP.
Enunas cucrema BHemHeToproBoil aokyMeHtanuu COB. ®opmynsp-obpazer”
(BBenen B paedictBue Ilocranonenuem ['occranmapra CCCP ot 30.04.1987 N
1500).
7. ®enepanbubiit 3aKoH 0T 27.07.2006 N 149-D3 (nocnennsis pepakuus) "OO
uH(popManuu, THPOPMALIMOHHBIX TEXHOJIOTHSX U O 3alIUTe HHpopMauu'.
8. ®enepanbhbiii 3akoH OoT 27.12.2002 N 184-®3 (pea. or 29.07.2017) "O
TEXHUYECKOM PETYJIUPOBaHUN".
9. ®enepanbhblil 3akoH OT 22.10.2004 N 125-03 (pen. ot 18.06.2017)
"O0 apxuBHOM Jiene B Poccuiickoit deneparuu'.
10. "OcHoBuble [IpaBuia paboThl apxuBOB opraHuzamnuil”" (0g00peHbl pelIeHuEM
Komnerun Pocapxusa ot 06.02.2002).

JlonoIHUTE IbHbIE HCTOYHUKU:
1. KysuemoBa W.B. JlokymeHTanroHHOe  oOecrieueHrue  YIpaBJICHUS
[DnexTponnsbiiipecypc]: yuednoe mocodbue mis CCY3os/ U.B. Kysnemona, I'.A.
XauarpssH— OJNEKTPOH. TeKCToBble HaHHble.— CaparoB: Au Ilu Op Menua,
2016.— 109 c.— Pexxum moctyma: http:// www.iprbookshop.ru/44181.html.— 5bC
«IPRbooks».
2. I'nyxoBa O.B. JloKyMeHTallMOHHOE OOECIE€YeHHE YMpaBlIeHUs [DIEKTPOHHBIN
pecypc]:13 Boarorpanckuit uHCTUTYT OM3Heca, By3oBckoe oOpazoBanue, 2013.—
72 ¢.— Pexum noctyna: http://www.iprbookshop.ru/19177.— 9bC «IPRbooks»

HNuTepHET-pecypehl:

1.OdurmanpHbplii MHTEPHET-TIOPTAT  MpaBoBOW HHGOpMAIMK [ IIEKTPOHHBIN
pecypc]. — Pexxum moctyma: http://www.pravo.gov.ru

2.0durmansusiii caint CIIC «Koncynerantlmrocy http://www.consultant.ru
3.Caiir «EgmHoe  oxkHO  gocTyma K oOpa3oBaTeNbHBIM  pecypcam
http://window.edu.ru


http://www.pravo.gov.ru/

5. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JUCIIUITJIMHbI
OI1.06 JOKYMEHTAIMUOHHOE OBECIIEYEHUE YIIPABJIEHUS

KoHTponms © oOIleHKa pe3yabTaTOB OCBOCHUS Y4YEOHOW JIUCIMIUIAHBI
OCYILECTBISIETCS IIPEIoJaBaTejieM IMPU IPOBEACHUU NPAKTUYECKUX 3aHATUM,

TECTUPOBaHUS, a TaKXKe 3aluTa pedeparon, TOKIAI0B.

Pe3ysabTarsl 00yyeHus

(I)OprI H METOAbI KOHTPOJIA U OLICHKHA

3HATh:

0hOpMIIATH OPTaHU3AIMOHHO-
paCHOPSIIH/ITeJII)HI)IG IIOKYMCHTI)I B COOTBCTCTBUU
¢ peiicreyrommM 'OCTom;

MPAKTUYCCKUC 3aHATHUS, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

OCYIIECTBIISATHE 00PaOOTKY BXOJISIIUX,
BHYTPCHHUX U UCXOJSIINX JOKYMEHTOB,
KOHTPOJIb 3a UX WUCITOJJHCHUCM

IMMPAKTUYCCKUC 3aHATUA, BHCAYAUTOpPHAsA
CaMOCTOATCIIbHAA pa60Ta

oG OpMIIATH TOKYMEHTHI JUIsl IEpEeauu B apXUB
OpraHu3aIluy;

MPAKTUYECKHE 3aHATHSI, BHEAYIUTOPHAsI
caMmocTosiTenbHast pabora

MOHSITHE JJOKYMEHTA, Er0 CBOMCTBA, CIIOCOOBI
JOKYMEHTHPOBaHUS;

OIIpPOC, BHEAYTUTOPHAS CAMOCTOSITENIbHAS
pabora

MIpaBUJIa COCTABJICHUS M O(OPMIICHUS
OpraHU3alMOHHO-PACIIOPSIUTEIBHBIX
nokymeHToB (nanee - OPJN);

OIIPOC, BHEAYTUTOPHASL CAMOCTOSITEIIbHAS
pabora

CUCTCMY U THIIOBYIO TCXHOJIOI'UIO
JIOKYMEHTAIlMOHHOTO 00eCIIeUeHNs yIpaBICHUS
(manee - IOY);

OTIpOC, BHEAYTUTOPHASI CAMOCTOSITENIbHAS
paborta

0COOCHHOCTU ACIOIMPONU3BOACTBA 110
O6paH_[eHI/I}IM T'paxJiaH U KOH(I)I/I,ZLCHI_II/I&]'ILHOFO
JACJIOMPOU3BOJACTBA

OIIPOC, BHEAYUTOPHAS CAMOCTOSTEIIbHAS
pabora

YmMmeTh:

o opMIIATH OpraHU3aIMOHHO-
pactiopAAUTCIbHBIC TOKYMEHTBI B COOTBECTCTBUU
¢ aeiicrByrommm 'OCTowm;

NPaKTUYECKHUE 3aHATHI, BHEAYAUTOPHAsS
camocTosTeNnbHas padboTa

OCYIIECTBISATh 00pa0OTKY BXOIAIINX,
BHYTPEHHUX U UCXOSIINX JOKYMEHTOB,
KOHTPOJIb 3a UX UCITIOJTHCHHUEM

MPAKTUYCCKHUEC 3aHATHA, BHCAYAUTOPHAA
CaMOCTOATCJIbHAA pa60Ta

oQOpMIIATH TOKYMEHTHI JUIsI IEpEIauu B apXUB
OpraHU3aINH;

MPAKTUYECKHE 3aHATH, BHEAYAUTOPHAs
camocTosTeNnbHas padboTa

B rpade «Pe3yabTaThl 00yUYeHHUsD» TICPCUNCIIAIOTCS BCE 3HAHUS U YMEHUS,
yKa3aHHBIC B MACIOpTe MporpamMmbl. KoMIteTeHIIMM JOJIKHBI OBITH COOTHECEHBI CO
3HAaHMSAMU M yMEHUsMH. J[JIsi 3TOT0 HEOOXOIMMO MpOaHAIM3UPOBaTh, OCBOCHUE
KaKUX KOMIICTCHITI 0a3upyeTcs Ha 3HAHUSIX U YMEHUSAX 3TOH JUCIUIUIAHEI.

JIJIsl KOHTPOJISE U OLIGHKU PE3YJIbTaTOB OOyYCHHMsI MPEToIaBaTellb BHIOUpACT
(bOpMBI U METOJIBI C y4eTOM (POPMUPYEMBIX KOMITETCHIIUNA U CHIEIU(UKN 00yISHUS
0 MPOTPAMME JUCITUTUTHHBI.
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Hpunoxenne 1
[NOJIMTEXHUYECKUI KOJUIEJDK ®EAEPAJILHOI'O
T'OCYIAPCTBEHHOI'O BIO/PKETHOI'O OBPA3BOBATEJILHOI'O
VYUPEXJIEHUST BBICIIEI'O OBPASOBAHNS
JIYTAHCKUI T'OCYJJAPCTBEHHbIN AT'PAPHBIN YHUBEPCUTET
MUMEHU K.E.BOPOIIMJIIOBA

KOMIUVIEKT OHEHOYHBIX CPEACTB
IUISL IPOBEICHUS TEKYILETO KOHTPOJIS U IIPOMEKYTOYHON aTTECTAllUU
10 TUCLUIIIINHE

OI1.06 JOKYMEHTAIHMOHHOE OBECIIEYEHUE YIIPABJIEHUA

cuermagrHocTti 40.02.04 FOpuctnpyaeHuus

dopma npoBeACHUS OLIEHOYHOTO KOHTPOJISI — MU dhepeHInpOBaHHbBIN 3a4eT

2024
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KoHTpOJIbHO-0LIeHOYHBIE CPeICTBA
JJISl IPOBe/IeHUs] POMEKYTOYHOM ATTeCTANNH
B popme nuddepeHIMPOBAHHOIO 3a4eTa

1. KakoB nmpeaMeT TOKyMEHTalMOHHOrO 00eCreYeHus yIpaBieHus?

2. Kak cBA3aHO JOKYMEHTAIMOHHOE OOECIIEYEHUE YIPABICHUS C
JIOKyMEHTOBEICHUEM, JIETONPOU3BOJCTBOM, apXHUBOBEICHUEM?

3. Kakyio ponp urpaer AOKyMEHTAIIHOHHOE OOECIeueHUE B YIPaBICHUU
COBPEMEHHBIMH OpraHU3aIUsIMHU?

4. Kakve HOPMAaTHBHO-TIPABOBBIE AaKThl PETYIUPYIOT AOKYMEHTAIIMOHHOE
oOecrieueHue ynpaBiieHUus?

5. KakoBa  mpakTHyeckas  3HAYUMOCTb  Y4YEOHOW  JUCIUIUIMHBI
«IOKYMEHTAllMOHHOE 00EeCIIeUeHUE YIIPaBICHUSD)?

6. Kakoit o0beM u cojep)kaHHE HMEIOT TOHATHS «HHPOPMALUS» U
«JIOKYMEHT»?

7. Kakyio posb wurpaer wuHdopmainus B obOecriedyeHUU SHPEKTUBHOTO
yYIpaBJICHHUS?

8. KakoBbI HICTOYHHMKY NOJYyYECHHS YIIPABIECHYECKON HHPOpMALIUU?

9. KakoBbl HazHaueHHMe M (PYHKIUM CIyKO JOKYMEHTAIMOHHOIO
oOecrieueHus ypaBJICHHs B COBPEMEHHBIX OPTaHU3aLUsIX ?

10.ITonsTHE TEPMUHOB «JIOKYMEHTY, «IOKYMEHTOBEICHUE),
«IOKyMEHTAllMOHHOE 00eCIIeUeHUEyTPaBICHUS

11.Mctopust pa3BUTUSI HAy4YHBIX MPEJCTABICHUNA O JIOKYMEHTAlMOHHOM
oOecnieueHnn ympasieHus. COBpPEMEHHOE COCTOSHUE JOKYMEHTAllMOHHOI'O
oOecrieueHus yIpaBJICHHUS.

12. HopmaTtuBHO-mpaBoBasi 0a3a OpraHu3alydyd JTOKYMEHTallMOHHOTO
oOecrieueHus yIpaBJICHHUS.

13. UYto Takoe «cucTeMa JOKYMEHTAllUW» U «yHU(DUIIMpOBaHHAs CHUCTEMaA
JIOKYMEHTAIUW»?

14. Kakue BuABI YNpPaBIECHYECKUX JOKYMEHTOB BKIIIOYAaeT B ceOs
VYHuduumrpoBanHas cucrema OpraHU3ALMOHHO-PACTIOPAIUTENBHON
JIOKYMEHTAIMU?

15. KakoBo naznauenue 'OCT P6. 30-20037

16. ITonsitue: "pexkBU3UT" JOKYMEHTA.

17. Yto Takoe MOCTOSIHHBIE W NEPEMEHHBIE PEKBHU3UTHI OPraHU3aLMOHHO-
pacnopsAIuTEIbHON TOKyMEHTalUN?

18. KakoB cocraB  TNOCTOSSHHBIX M  TEPEMEHHBIX  PEKBHU3UTOB
OpraHU3alMOHHO-PACIIOPSIIUTENBHON JOKYMEHTALUN?

19. Kakue pekBH3UTBI HUCHOJIB3YIOTCS B  3aroJIOBOYHOM  4YacTH
OpraHU3allOHHO-PACIIOPSIIUTEIBHBIX JOKYMEHTOB?

20. Kakue peKBU3UTBHI HCHOJB3YIOTCA B  COJEPKATEIBHOW  YacTH
OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX

JOKYMEHTOB?

21. Kakue peKBU3UTHI HCHOJB3YIOTCS B  OGOpPMIIIONIEH  YacTu
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB?
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22. KakoBbl TpeboBaHUsS K OGOPMIICHHIO TPHUKA30B IO OCHOBHOMU
nesaTenbHoCcTh?

23. Kak opopMHUTh BBITUCKY U3 TIpUKa3a?

24. Kak opopMutsb perieHue?

25 Kak odopmuts nocranoBieHue?l4. Urto coboit mpencraBisieT YcraB
opranu3anuu? KakoBbl OCHOBHBIE TpeOOBaHHS K €ro COCTaBIICHUIO U
odopmIIeHUIO?

26. Kak opopmuts [Tonoxxkenne 06 oTaene uim ciry>x0e opranu3arum?

27. Kak odopMuTh MITaTHOE pacnucanue?

28 Uto Takoe MHCTPYKIIHS, KAKOBO €€ coJiep kanue u oopmiieHne?

29.. Kakue TpeGoBaHus MPEABSIBISIOTCS K 0(DOPMIICHHIO TTPOTOKOIA?

30. Kak opopMuTh JOKITAIHYIO 3aMMUCKY?

31. Kak oopMuts ciry:xke0Hy10 3anucKy?

32. Kak opopMuTh 00BICHUTEIBHYIO 3aMUCKY?

33. U3 KakuxX peKBU3UTOB COCTOUT MPOTOKOI?

34. Kak oopmisitores ciryskeOHbIe TUchMa?

35..53bIK U CTHIIb JE€TI0BOM KOPPECTIOHICHIINY.

36 Kak coctaButb U O(QOPMUTH BHYTPEHHHE U MEXIyHapOHBIC
TeJerpaMMBbl, TeJe(OHOIPaMMBbI U Tesedakchl?

37.Kakue TOKYMEHTBI BXOJAT B COCTaB KOH(UIEHIIMAIBHBIX JOKYMEHTOB?

38. Yto Takoe TpyAOBOM KOHTPAKT?

39. KakoBbI OCHOBHBIE U JOTIOJHUTEIIBHBIE YCIOBUS TPYAOBOTO KOHTpaKTa?

40. Ha kakoil cpoKk MOKET OBbITh 3aKJIFOUEH TPYJIOBOI KOHTPAKT?

41. Yro takoe innyHas kaptouka Qopmbel T-2? Kakas wunbopmarus
(bukcupyercs B HEU?

42. KakoBbl paBuIIa 3aMI0JHEHUS U XPAHEHUS JINUYHBIX KapTOUeK?

43. Kakue aeiicTBust GUKCUPYIOTCS B MPUKa3ax Mo Kajapam?

44. KakoBbI CPOKH XpaHEHHS TPUKA30B?

45. Yto takoe nuuHoe aeno0? Kakue JOKyMEHThI BXOIST B €0 COCTaB?

46. KakoB nopsaok GopMUPOBAHUS U XPAHEHUS JIMYHBIX JE?

47. KakoBbI paBuJia 3aM0JHEHUS TUTYJIBHOIO JINCTA TPYIOBOM KHUKKH?

48. Kakue cBenenus o paboTHHKE (PUKCUPYIOTCS B €70 TPYAOBOM KHUKKE?

49. Kak xpaHATCs TPYJIOBbIE KHUKKH, U BEIETCS UX YUET?

50. Kakue TpeOoBaHUs MPEABIBISIOTCA K OQPOPMIIEHUIO JOTOBOPA,
KOHTpaKTa?

51. IlonsiTrie ToroBopa /KOHTpaKTa/, COrNaIIeHUs U ero 0(hopMIICHHUE.

52. Odopmnenune mpuiioxeHUud K goroBopam. IIpoTokonbl pazHoriacuii K
JIOTOBOPAM...

53. JloBepeHHOCTH: pa30Bble, CHElLHabHbIE, TeHepajabHbie OOpasibl
JIOBEPEHHOCTEM.

54 KakoBbl coBpeMeHHbIE TPEOOBaHHUS K SI3bIKY M CTUJIIO YIPaBICHUECKUX
JOKYMEHTOB?

55. Kak oCymecTBISIETCS CUCTEMATH3alMsl W XPAHCHUE JOKYMEHTOB B
opraHuzanuu?
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56. Uro Takoe naeno, C TOYKH 3peHHs JAOKyMeHToBeneHusa? IlpuBenute
MIPUMEPHI JIEJI, XPAHAIIUXCS B OPraHU3ALNH.

57. PackpoiiTe colepkaHue TMOHATUS «HOMEHKIarypa naen». Kakoe
JOJDKHOCTHOE JIMIIO B OpraHM3allid OTBEYAET 3a COCTABICHUE U BBEICHUE B
JIECTBUE HOMEHKIJIATYyphI Ae?

58.KakoBbl PEKBU3UTHI HOMEHKJIATYyphl Aen?S. KakoBa copepxaresbHas
4aCTh HOMEHKJIATYyphl A€’

59. Kakue mpu3HaKy 3aBeJEHUS Jejia MCIONb3YIOTCS NpU (POPMUPOBAHUU
nein?

60. KaxoB ocHOBHOM mTprHIINI (HOPMUPOBAHUS TOKYMEHTOB B jiefa?

61.Kakue HopmaTHBHBIE TpeOOBaHUS HEOOXOAUMO COOIOMATh TpHU
dbopmupoBanuu aen?

62. Kakasg OprTeXHHKa HCIIOIb3YETCA [JIi COCTABJICHHS JTOKYMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOACTBE?

63. Kakasg oprrexHuka HCIIONB3YETCS Ul IOMCKA, XPAHEHUs M Iepeaadu
JIOKyMEHTOB B COBPEMEHHOM JIE€JI0NPOU3BOACTBE?

64..KakoBsl BO3MOXHOCTHU KOMIIBIOTCPHBIX TEXHOJIOT UM B
AOKYMCHTAIITMOHHOM oOecreyeHU N ynpaBneHHﬁ?
65. KakoBs1 BO3MOXXHOCTH CpCICTB TCICKOMMYHHKAIIUH B

JOKYMEHTAIlMOHHOM O0ECIIeUEeHUH YIIpaBIeHUs?
66. B kakux ciaydyasx NPUMEHSIOTCS CTaHIApPTHbIE OPUCHBIE MPOrpPAMMBI B
OpraHM3alMH JEJIONPOU3BOACTBA?



