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I. OPTAHU3AIIMOHHO-METOJJUYECKHA PA3JIEJI

HEJAU U3YUEHUSA JUCIHIUTIJINHBI:

1. ChropMupoBaTh KOMIUIEKCHOE MTPEICTaBIICHHE 00 OCHOBHBIX MOHATHUSAX B JOKYMEHTOBEICHUH,

2. OcBocHHE HABBIKOB HMCTIOJIB30BAaHUS OQPUIIMATLHO-IEIIOBOTO CTHIIS PEYU U CPEICTB sI3bIKA
IIPU YCTHOM W TUCBMEHHOM OOIIEHUH B PO(HECCHOHATBLHOM IEeITeIbHOCTH.

3AJJAYN N3YUEHUA JUCITUTIJIMHBI:

1. OcBocHHE OCHOBHBIX METOJOB M TMPAKTHUYECKUX METOAUK (OPMHUPOBAHUS HAYYHOTO
MIPEJICTaBICHHS 00 OCHOBHBIX PA3HOBUIHOCTSIX MEPBUYHBIX JOKYMEHTOB;

2. OcBoeHHE 3HaHHS II0 pa3pabOTKe YIPABICHYCCKUX, KOMMEPUYECKHX JOKYMEHTOB,
COCTaBJICHMIO JICJOBBIX ITHUCEM;

3. ®opmupoBaHue MPOPECCHOHAIBHBIX HABBIKOB C Y4€TOM OCHOBBI MOJIYYCHHBIX 3HAHUU H
MpPEJICTaBICHHEM 00 YCTpaHEHUHU HEMPOU3BOIUTEIILHOM 3aTpaThl BPEMEHHU B MIPOIIECCE COCTABIICHUS U
HCIIOJIH30BaHUS IOKYMEHTOB.

MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII: peanusyercs B paMKax BapuaTUBHON

yactu 6soka 1. Jlucuunuuuel (MOLynn).

IJIAHUPYEMBIE PE3YJBTATHI ObYUEHUS 11O IUCHUIIJIMHE:

[Inanupyemsle pe3ynbTaTsl

Kon
NHaukaTopsl KOMIIETEHITMT o0y4eHus
KOMITETCHLIN

110 TUCLMILINHE
K-8 3HaTh: 3Haer:
Bnanenue — IparMaTU4yecKue cpeicTBa | - OCHOBBI YAaCTHBIX(0H) METOIUK(N)
6a30BBIMU OpraHu3aIu u MIOCTPOCHHUS | CO31aHuUs u MIOCTPOEHUS
HaBbIKAMH OpPUTMHAJIBHBIX  TEKCTOB  BCEX | PA3JIMYHBIX THUIIOB TEKCTA,
CO31aHUA Ha CTHIIEH, CpeacrTBa OCHOBHOI'O | - COBPEMEHHBbIE 00pa30BaTEIIbHbIE
OCHOBE M3y4aeMOro S3bIKa JJIS BHIPQKEHHS | TEXHOJOTMUM U METOAMYECKHE
CTaHIAPTHBIX JOTMYECKOH W AMOLMOHAIBHO- | 3aKOHOMEPHOCTH MX BHIOODA;
METOAMK U OIICHOYHON uWHpopManuu 000K
JNENUCTBYIOLIUX CJII0’KHOCTH;
HOPpMAaTHBOB — CHCTEMY JKaHPOB TEKCTOB JIEJIOBOT'O
Pa3JIMYHbIX 1 Hay4YHOT'O COJEp KaHUs,
THITOB TCKCTOB — CTaHJapTHBIE METOIUKH U

JENCTBYIOLINE HOPMAaTHUBBI
Pa3JIMYHBIX TUIIOB TEKCTOB;

— THIOBBIE MAKPOCTPYKTYPHI Pa3HOIO
poia  TEKCTOB, IPUHLHUIBI  HX

pEIaKTUPOBAHMUS;
— OCHOBHBIC TIOHSTHS CTHINCTHKH,
TIPUHITATIBI 178 MIPUEMBI
JINTEPATYPHOT'O PEIAKTUPOBAHMUS;
— JEUCTBYIOIIUE HOpPMAaTHBBI

co3maHusl O(PHUIIMATBHO-JEIOBBIX U
HAyYHBIX TEKCTOB;

YMmeTh: Ymeer:

- C03/71aBaTh Pa3IMYHOTO POJa - BBIBIATh 3aKOHOMEPHOCTH W
TEKCTBI, OTTAIKUBASACH OT JCHCTBYIOIINX 0COOEHHOCTH rocyaapCcTBEHHO-
HOPMAaTHBOB; MPaBOBOTO TPOIIECCa;

- penaKTUPOBATh TEKCT; - peanu3oBBIBATH  pa3lIMYHBIC
_ CO3/1aBaTh BCE BUIIBI (hopMBI 1 HaBBIKK pabOTHI B cepe
PO eCcCHOHATBHBIX TEKCTOB aJMUHUCTPATUBHOTIO MIpaBa.




JIOKYMEHTOB;
- yCTaHaBIIMBATh
KOMaH/1e Ha OOIIUI pe3yJbTar;,
OpraHu30BaTh
MOJAXOJ K JACATCIHHOCTH IIO
Pa3IMYHBIX TUIIOB TEKCTOB;

KOHCTPYKTUBHBIE
OTHOLIEHUsSI B KOJUIEKTHBE, padoTaTh B

aHAJINTUYECKUI

CO3JaHHUIO

Baanersn:

TEMAaTHKH, B TOM YHCIIE B XO/IC
po(hecCHOHATLHOM KOMMYHHK

OIITUMAJIBHOT'O paClpCaACICHUA

MIPOEKTA;
HaBBIKAMH HMCIIOJIb30BaH
MOJTyYCHHBIX 3HAHHI B

PO eCCHOHAIIBHON JESATEIHHO

HAaBBIKAMU BOCIIPUATHS U CO3AAHUS
YCTHBIX M MUCHbMEHHBIX TEKCTOB JIFO00H

Hay4HOU 1
aluu,

KOMMYHUKATHBHBIMHU TaKTHUKaMH,
TCXHOJIOTHAMHU U MCTOAUKaMH
CO3aaHuA pa3JIMYHBIX TUIIOB TCKCTOB Ha
OCHOBC HeﬁCTBYIOIHHX HOPMATHUBOB;
TEXHHUKaMHU U METOJUKaMU

peCypcCoB

JJIA JOCTHXKCHHUSA ITOCTABJIICHHBIX ueneﬁ,
CBA3aHHBIX C peann:;auneﬁ TOIro MJM UHOI'O

s

CTH.

Baaneer:

- HaBBIKAMH CO3JaHHS Ha OCHOBE
CTaHIAPTHBIX METOIUK n
ﬂCﬁCTBYIOHlHX HOpMaTI/IBOB

Pa3IUYHBIX TUIIOB TEKCTOB;
- COBpCMCHHBIMHA TCXHOJIOTHUAMU U
METOJIMKAMHU CO3JaHMsI pa3INUHbIX
THUIIOB TCKCTOB IJIsI JOCTUXCHUA
MOCTaBIICHHBIX IIeJIeH, CBSI3aHHBIX
C peanu3alnyen Toro Wik HHOTro

NPOEKTA;
- HaBbIKAMH  BOCIPHSTUS |
CO3JJaHUSI TEKCTOB Ha OCHOBE
po(heCcCUOHATTLHOTO
IPaBOCO3HAHUS M T'PAXKIAHCKOM
NO3WIMK B TNPO(ecCHOHATBHOM
JeATEIILHOCTH.

II. COAEP’)KAHUE U OFBEM JNCHUIIJINHBI
€ YKa3aHMEM KOJIHYeCTBA YaCOB, BbIICJCHHBIX HA KOHTAKTHYI0 pa0oTy 00y4arommXxcs ¢
npenoaasaresieM (Mo BUAaM y4eOHbIX 3aHSITHI)
1 HA CAMOCTOSITEIbHYIO pa0oTy 00y4aromuxcs

Ounasn gopma o0yueHus

Ne HaumeHoBaHue TeM u Bcero AynUTOpHBIE 3aHATHUS
n/n pasziesnoB qacoB/ JIx Cewm. J16 Cawm.
3E pab.

1. Pa3nes 1. HaznaueHune Kypca, HCTOUHUKH, TEPMUHBI U TOHSATHS

2 Tewma.l [Ipenmer, 5,8 1 1 3,8
coJiepKaHue, 3a/1a4i Kypca 1
METOJBI €T0 N3YUEHUS

3. Tewma. 2 Uctounuku 6 1 1 4
JOKYMEHTOB

4.
Pa3nes 2. JlokymMeHT, ero pyHKIHMHU U cOcO0bI JOKYMEHTHPOBAHUSA

5. Tewma.3 [lonsarus 6 1 1 4
“undopmanus” U
“IOKYyMEHT”

6. Tema. 4 OyHKIIMU 6 1 1 4
JTIOKYMEHTOB.
Knaccudukamnms nemoBbix
JJOKYMEHTOB




7. Tema. 5 Cioco0b1 6 1 1 4
JIOKYMEHTHUPOBAHHUS

8. Tema.6 MarepuaiibHbie 6 1 1 4
HOCUTENU HH(OpMaIIH

9.
Paszgea 3. [Ipu3Haku 10KyMeHTa

10. Tema 7 OpuruHagIbHOCTb 6 1 1 4
JIOKyMEHTa

11. Tema 8 ITognuHHOCTE 6 1 1 4
JIOKYMEHTA

12. Tema 9 KonuitHocTh 6 1 1 4
JIOKyMEHTa

13.
Pa3nen 4. CTpykTypa 10KyMeHTa

14. Tema. 10 @opmynsip 6 1 1 4
COBPEMEHHOTO
YIPABJICHUYECKOTO JJOKYMEHTA

15. 6 1 1 4
Tema. 11 Tekcr nokymenTa

16. Tema . 12 Yaudukamus 6 1 1 4
TEKCTa JIOKYMEHTa

0,2

®opMa OTUYETHOCTH: 3auem
HUTOro: 72 12 12 47,8




Ouno-3a0uHas popma o0OyueHus (He peanusyemcs)
3aounast popma oOyuenus (ne peanuszyemcs)

III. OHEHOYHBIE MATEPUAJIBI V51 IPOBEJTEHUSA TEKYIIEA A
IMPOMEXYTOYHOU ATTECTAIIMU OBYYAIOIIIUXCSA ITIO JUCIUAIIJIMHE

Tekymas aTTecranus npoBoAUTcs B popme Tecta u pedepara.
TumnoBbie TECTOBLIE 3alaHUA.

BapuanT 1
1. Kak pacnonaratorcs peKBU3HUTHI JOKYMEHTA MPU LIEHTPOBAHHOM CII0CO0E
UX pa3MenieHus?

1) Hauano u koHen Kax104 CTpOYKH PEKBU3NUTA PABHO YAAJIECHBI OT TPaHULL
30HBI PACIIOIOKEHUS PEKBU3UTOB.
2) Kaxxnas cTpoka peKBU3UTa HAUMHAETCS OT JIEBOM I'PAHULIBI 30HBI

PAcIIOIOKEHHS PEKBU3UTOB.
2. CokpallleHHO€ HaUMEHOBAHHE OPTaHU3aLMU PACIIOJIaraloT:

1) BbIIIE HOJTHOTO HAUMEHOBAHUS.

2) HUXKeE MOJIHOIO HAMMEHOBAHUSI.

3) Ha OJTHOM YPOBHE C ITOJIHBIM HAUMEHOBAHUEM.

3. I'pud yTBepkeHusI JOKYMEHTa paclojaraor:

1) B mpaBOM HIKHEM YTy JOKYMEHTA.

2) B JIEBOM HUKHEM YIJy TOKYMEHTA.

3) B IpaBOM BEPXHEM YTy JTOKYMEHTA.

4. ITpu moanMcaHny TOKYMEHTa HECKOJIBKUMH TOJPKHOCTHBIMU JINIIAMH X
HOJIKMCH PAaCHOJIararoT:

1) Ha OJJHOM YPOBHE.

2) OIHYy TOJ Jpyrod, B IIOCJIEJOBATEIbHOCTH, COOTBETCTBYIOUIEH 3aHMMAaeMOM
JOJKHOCTH.

3) B IIPOU3BOJILHOM IMOPSJIKE.

5. Korpa npu HanMcaHuy TOKYMEHTOB UCIIOJIB3YIOT COKPAIlCHHOE Ha3BaHUE

OopraHu3aluun?

1) 10 YCMOTPEHHIO COCTAaBUTEINSI TOKYMEHTA.

2) KOI'/Ia OHO 3aKpEIUIEHO B YUPEIUTENIBHBIX JOKYMEHTaX OpraHu3aliy.

3) MIPH JTFOOBIX 00CTOSATETHCTBAX.

6. HaumeHoBaHNEe OpraHu3aliii Ha MHOCTPAHHOM SI3bIKE BOCIIPOU3BOJAT Ha

JIOKYMEHTE:

1) KOI'JIa OHO 3aKpEIUIEHO B YCTaBE OPraHU3aliH.

2) 10 YCMOTPEHHIO COCTAaBUTEINSI TOKYMEHTA.

3) IIPHU aJpECOBAHUU IOKYMEHTA HHOCTPAHHOMY ITapTHEDPY.

7. HaumeHoBaHNEe OpraHU3alii Ha MHOCTPAHHOM SI3bIKE CIIEIyeT paclojararb:
1) BbIlIIE HANMEHOBAHUS HAa PYCCKOM SI3bIKE.
2) HIKE€ HAMMEHOBAHUS Ha PYCCKOM SI3BIKE.



3) Ha OHOM CTPOKE C HAMMEHOBAHUEM Ha PYCCKOM SI3BIKE.
8. HaumenoBanue ¢unnana, CTpyKTYpHOTO NOApa3AeICHHUs OpraHnu3aluiy,
ABIISIOIIErOCS. aBTOPOM JJOKYMEHTA, PacloararoT:

1) HUKE HAUMEHOBAHUS OPraHU3alUHU.

2) BBIILIC HANMEHOBAHUS OPTaHU3ALUY.

3) Ha OJIHOU CTPOKE.

9. [Tpu noanricaHuy TOKYMEHTa HECKOJIBKUMH JIMIIAMHU PAaBHBIX JTOJKHOCTEH,
UX MOAIMKCH PAcIoNararoT:

1) 1o andasury.

2) Ha OJTHOM YpOBHE.

3) IIPOU3BOJIBHO.

10. B pacmm@poBke NOANNUCH UHULUAIIBI IPOCTABIISIOTCS:

1) mocne pammmun.

2) nepen pamunuei.

3) BOOOIIIE HE TPOCTABIISIOTCS.

11. OT™MeTKa 0 KOHTpOJIE CTAaBUTCA:

1) B BepXxHEM IpaBOM YTy IEPBOIO JIUCTA JOKYMEHTA.

2) Ha 1oJie JOKyMEHTa PsIIOM C 3ar0JIOBKOM.

3) B HMXKHEM IIPaBOM YTJ1y IEPBOIO JUCTA JOKYMEHTA.

12. OT™meTKa 0 MOCTYIUICHUH JJOKYMEHTA B OPraHU3alMIo IPOCTABISACTCA:
1) B BepxHeM 10Jie IEPBOTO JINCTA TOKYMEHTA.

2) y HIDKHETO T10JIs1 IEPBOTO JIMCTA JI0KYMEHTA.

3) Ha 000POTHOM CTOPOHE MEPBOTO JIUCTA.

13. JIoKyMEHTBI JOJKHBI UMETh HUKHEE U JIEBOE MOJIS:

1) He menee 10 mm.

2) He MeHee 15 MMm.

3) ne menee 20 MM.

14. OtmeTka Ui aBTOMaTHYECKOTO TOUCKA JOKYMEHTA CTaBUTCSL:

1) B rpaHuIIaX HUXKHETO MOJISI JOKYMEHTA.

2) B rpaHULIaX BEPXHETO MOJIS IOKYMEHTA.

3) Ha 000POTHOM CTOPOHE MEPBOTO JIUCTA.

15. OTmeTka 0 3aBepeHHH KOIIMH JJOKYMEHTa CTaBUTCS:

1) Beimie pexBuzuta «lloanucey.

2) Hke pexBusuta «lloxmucey.

3) B IpaBOM BEpXHEM YTy TOKYMEHTA.

16. OT™METKY 00 MCIIOJTHUTENIE Pacoararor:

1) Ha nuuEeBoil UM 0OOPOTHOM CTOPOHE MOCIEIHEro JIUCTA JOKYMEHTA B
2) 1eBOM HU)KHEM YTITY.

3) TOJBKO Ha JUIIEBOW CTOPOHE MOCIEAHETO JIUCTA IOKYMEHTA B JIEBOM
HIDKHEM YTITy.

4) Ha 00OPOTHOM CTOPOHE MOCJEIHErO JIMCTa JOKYMEHTA B JIEBOM HIKHEM
yriy.

17. I'pudsl cornacoBaHusi JOKyMEHTa pacroaratoTcs:

1) HM>Ke TeKcTa MU Ha OTAEILHOM JIUCTE COTJIACOBAHUS.

2) Huxe pexkBusuTa «lloamuce» WM Ha OTAEIBLHOM JIMCTE COTJIACOBAHMUS.
3) Ha OTAETBHOM JIMCTE COTJIACOBAHMUS.

18. IIpu anpecoBaHUM JOKYMEHTA B OPTaHU3ALMIO U €€ CTPYKTYPHOE
NOJpa3JieIeHue UX HAaUMEHOBAHUS MTUIIIYT:

1) B JIaTEJILHOM IaJieiKe.

2) B UIMEHUTEJIbHOM NAJEXKeE.

3) MIPOU3BOJIBHO.



19. Kakoil mMakcuManbHBIII HAOOp PEKBHU3UTOB, HMCIIOJIB3YEMBIX B JOKYMEHTaxX YIpaBlICHUS,
yCTaHOBJIEH ['occTanaapTOM:

1) 32 pekBu3uTAa.

2) 28 PEKBU3UTOB.

3) 30 peKBU3UTOB.

20. KakoB cpok XpaHEHHUS TPYJAOBbIX KOHTPAKTOB?

1) 50 ner.

2) 75 ner.

3) 15 ner.

21. Ha3oBuTE OCHOBHOM JOKYMEHT, IMTOATBEPKIAIOIINI CTaK pabOThI

CIpaBKa NEHCUOHHOTO (POoH/A:

1) TPYAOBO KOHTPAKT.

2) TPYJOBask KHUXKKA.

22. O06mumit 6J1aHK TOKYMEHTa UCIIOJIB3YETCsI 111 COCTaBJICHUS:

1) M0OBIX BUIIOB TOKYMEHTOB.

2) n100BIX TOKYMEHTOB, KPOME ITHUCEM.

3) st mucem.

23. CpokH UCTIOTHEHUS JOKYMEHTOB UCUUCISIOTCS:

1) B pabouunx nHAX.

2) B KaJe€HAapHBIX JHSIX.

3) B yacax.

24. KakoB CpOK XpaHEHHUsI HEBOCTPEOOBAHHBIX TPYIOBbIX KHIKEK?

1) ne menee 50 ner.

2) He MeHee 75 JerT.

3) ne menee 20 jer.

25. Kak Ha3bIBalOTCA JOKYMEHTBI, COCTaBIsieMble PaOOTHUKAMU MPEAIPUITUS?

1) BHyTpEHHUE

2) UCXOISIIIIHNE.

3) Bxopsue.

Bapuant 2

1. lokyMeHT — 3TO:

1. 3aduxcupoBaHHass Ha MaTepHaJbHOM HocuTene UHGOpMalus C PEeKBU3UTaMH,
MO3BOJISIOIIMMU €€ UACHTHU(PHUIIUPOBATh.

2. Hocurens nHpopMaIum, UCIoJIb3yeMOU B LIETSAX PEryIMPOBAHUS COL[UATBHBIX OTHOLIECHUI.

3. Uadopmarus, 3apukcupoBaHHast JOOBIM CIIOCOOOM Ha JTF000M HOCHUTEIE.

2.IlonmuHHUK TOKYMEHTa — 3TO:

1. [lepBblii MM €IUHCTBEHHBIN SK3EMILISAP JOKYMEHTA.

2. DK3eMIUISIp JOKYMEHTA, C KOTOPOTO CHSTA KOIUS.

3.lFOpuauueckas cuna 10KyMEHTa — 3TO:

1. OcoOeHHOCTH BHEUIHETO 0(OPMIIEHUS TOKYMEHTA.

2. CBUETENBCTBO HAIMYMSA B JOKYMEHTE IOJI0OKEHUM HOPMATUBHOTO XapaKTepa.

3. CriocoOHOCTh JOKYMEHTA MOPOKAaTh ONpPE/IeIEHHbIE TPaBOBbIE IOCIEACTBHS.

4. Vimeet 1 I0pUIMYECKYIO CUITY JOKYMEHT, ITOJIy4YeHHBIH 10 (pakCUMUIBHON CBA3H?

1. Jla.

2. Jla, o coriameH’io CTOpOH HHPOPMALIMOHHOTO 0OMeHa.

3. Her.

5. Kakoli u3 nepeuncieHHbIX pEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YAOCTOBEPEHUS?

1. I'pu¢ yrBepxaeHus.

2. Ilevars.

3. OT™MeTKa 0 3aBepeHUH KOIHH.

4. Busa coryiacoBaHusl.



5. Iloanwuce.
6. B kakoil mocienoBaTeIbHOCTH JOJDKHBI OBITh PAcrojOKeHbl HaUMEHOBaHMSI B OJjaHKe
nuchbMa (puiMana opraHnu3anum?

1. OTKpBITOE aKIIMOHEPHOE OOIIIECTBO.
2. (OAO «Cubuedts»).
3. ®uwiman B ropojae XaHTbl-MaHcCHIICKeE.
4. «Hedrsanas xkomnanus “CubHedTs ».

7.Kakue peKBU3HUTHI BKJIIFOYAIOTCS B OJIaHK ITUChMa?

1. Mecto cocTaBiieHHs W U3AaHUS JOKYMEHTA.
2. 3aroioBOK K TEKCTY.

3. HaumeHoBaHUEe OpraHU3aLiy.
4. ToBapHBI# 3HaK (3HAK OOCITY)KHMBaHUA).

5. HanmeHnoBaHue Bua T0KyMEHTA.

6. Anpecar.

7. CipaBouHBIE JaHHBIE 00 OpraHU3aIHu.

8. Uro nmomxkeH crenarb pabOTHUK OpraHHU3allH, BU3UPYIOIIMA TOKYMEHT, €CIH OH He

COTJIACEH C €ro cojJiepKaHueM?

1. OTka3arbcst OT BU3UPOBAHUSA JOKYMEHTA.
2. 3aBU3MPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHUE.

9.Kakoli BapuaHT 3arojioBKa K MUCbMY Bbl CUUTAETE MPABUIIbHBIM?

1. O moroBope MOCTaBKH.
2. O HeBbINIOTHEHUH AoroBopa nmoctaBku oT 12.08.2005 Ne 45/67.

3. O HEBBITIOJIHEHUH JI0TOBOPA.

10.Hy»xHo 7111 3aBepsITh MeYaThl0 OPraHU3AIMH TPUKA3BI PYKOBOIUTEINS?
1. Ja.

2. Her.

11.Kakoe nmuceMo 3aBepsieTcs 1nevaTbio?

1. T'apanTuitHO€ MUCHMO.

2. KomMmepueckoe npeioKeHue.

3. [Tucemo-mipockoa.

12.Kaxkoit BapuanT oopMIICHUS PE3OTIOIUN PYKOBOAUTEIS SBIISETCS MPABHIIHBHBIM?

1. KpaBnosy M.IL 2. KpaBuory M.IL.
[Tponry mOATOTOBUTH 3aKIIIOUEHUE K [Ipomry paccMOTpeETS.
18.04.2007. [Hoanucek pykoBoauTEms
IToamuce pykoBoguTENSA 10.04.2007
10.04.2007

13. Kakoii BapuaHT O(OpMIIEHUS OTMETKM O HAIWYUM HPUIIOKEHUS B COMPOBOAMTEIHHOM
MUCbME SIBJISIETCSI TPABUIbHBIM?
1. ITpunokeHue: ynomsHyToe Ha 3 JI. B 1 9K3.
2. I[lpunoxxenue: mo Tekcty Ha 3 1. B 1 3K3.
3. ITpunosxxenue: Ha 3 1. B 1 3K3.
14. JlomKeH 1 UCTIOTHUTENb, TOATOTOBUBIINNA TEKCT MUChbMA, BU3UPOBATH JOKYMEHT?
1. Jla.
2. Her.
15. Kakue HOpMBI NpPUMEHSIOTCA M pacueTa YHUCIECHHOCTH JAEIONPOU3BOACTBEHHOIO
repconaa’?
1. HopMbI BEIpaOOTKH.
2. Hopmel BpeMeHH.
3. HopMBI ynpaBisieMOCTH.
4. Hopmpbl 00CiTy)KMBaHHUSL.



16.JlokymMeHTOO00pOT — 3TO:
1. Ilepenava nokymeHTa U3 OAHOW MHCTAHIIMHU B IPYTYIO B IPOIIECCE €r0 PACCMOTPEHUS.
2. JIBUKeHUE JTOKYyMEHTOB B OpraHM3allid C MOMEHTa MX CO3/aHUS WU I1OJYy4YEHHUS [0
3aBepUICHUS] UCTIONHEHUS WM OTIPABKH.
3. JIBKeHHE KOMILJIEKCAa JTOKYMEHTOB B NpOIECCE BBIPAOOTKH, MPUHATHSA M HCIIOTHEHHS
pELICHHUIA.

17. SIBnsercs ynu 3ajada COBEPLICHCTBOBaHMA (POPM M METOMOB pabOTHl C JOKYMEHTaMHU

3amaueit cyxowr JJOY?
1. Ja.
2. Her.
18.Kakoli JOKyMEHT OTHOCUTCSI K HEPETUCTPUPYEMBIM?
1. ITucemo-3ampoc.
2. XKanoba rpaxxaHuHa.
3. ConpoBOAUTENIBHOE TUCHMO.
4. PexiiaMHO€E MHCHMO.

19. omxken nu pabotHuk ciyx0bl JJOY, ocyliecTBIAOMUNA KOHTPOJIb 332 HCHOIHEHUEM
JOKYMEHTOB, HallOMMHATh UCIOJHUTENSAM O NPUOIMKEHUN CPOKOB MCIIOIHEHUS HaXOSAIIMXCS Y HUX
JIOKYMEHTOB?

1. Ja.

2. Her.

20.KakoB MakCUMaIbHBIN CPOK UCIIOTHEHUS OOpaIeHH rpaxaan?

1. 15 nueii.

2. 30 nuei.

3. 45 nueit.

4. 60 nueit.

21.B kakux JHSX YCTaHABIMBAIOTCS CPOKH MCIIONHEHUS JOKYMEHTOB?

1. B kaneHaapHbIX AHSX.

2. B pabounx gHsX.

22. KTO MOXET NepeHecTU CPOK MCIOIHEHUS MOPYYEHHS, MOJyYEHHOTO W3 BBILIECTOSALICH
OopraHu3anuu?

1. PykoBoauTens opraHu3anyy, UCIIOIHSAOMEH TOPYYEHHE.

2. PykoBOJUTENb BBIIECTOALLIEH OpraHU3aliu.

3. Cnyx6a J1I0Y opranuzanuu, UCIIOJHSIOUIEH OpydeHUE.

23. Kaxkoit u3 xiaccu(ukaTtopoB MOXET HCIOIB30BATHCS MPH PETUCTPAIMU TOCTYMAIOIINX
JTIOKYMEHTOB?

1. Knaccudukarop JOTKHOCTHBIX JHUI.

2. Knaccugukarop BUIOB MPOIYKIUH.

3. Knaccudukarop eaMHUIl aAMHHUCTPATHBHO-TEPPUTOPHAIBHOTO JCTICHUS.

24. Kakoil JOKYMEHT COCTaBJISETCS MpPU HEOOXOAUMOCTH 3a(pUKCHUPOBATH CIIOKHUBIIYIOCS
CUTYAIUIO WIH OOHApYKEHHBIC (DaKThI?

1. IIpoTokouI.

2. Cnpaska.

3. AKT.

25.Kaxkoii JOKyMEHT TpeOyeT yTBEep KAECHHs PYKOBOAUTENIEM OpraHu3aIiu?

1. [TonoxxeHue o OyxraiaTepuu.

2. CnpaBKa 0 33J0J>KEHHOCTH MTPEANIPUATHS.

3. ITucemo-3anpoc o npeaocTaBiIeHUH HH(OPMALIUH.

4. IIpoTokou 3aceaHus COBETA TUPEKTOPOB.

INPUMEPHASA TEMATUKA PE®@EPATOB



l. Ananuz OpraHu3aluu JIOKYMEHTAI[MOHHOTO obecrieueHus NESTEIbHOCTH
KOMMEpPYECKOW CTPYKTYpPhl M €ro COBEpIICHCTBOBAaHHE (Ha MpUMEpPE KOHKPETHOM KOMMEPYECKOM
CTPYKTYpBI).

2. AHanu3 NMOCTAaHOBKHM JOKYMEHTAIIMOHHOTO O0€CleyYeHUs JEeSTeNIbHOCTH YUYPEKICHHUS,
OpraHM3allM U HaIlpaBJIEHUS €r0 COBEPLICHCTBOBAHUS (HA IPUMEPE KOHKPETHOI'O I'OCYIapCTBEHHOIO
YUpeXKIeHUs, OPraHU3aIHH ).

3. AHanu3 JOKYMEHTUPOBAHHSI OCHOBHOW JEATEIBHOCTH OpPraHU3allMy M HAIpaBJICHUS €e
COBEpPLICHCTBOBAHMs (Ha IPUMEpE OpraHu3aLui 000N OpraHu3alMOHHO-IIPAaBOBON ()OPMBI).

4. JIOKyMEHTAIlMOHHOE O00ECIIeYeHNne yIpaBJIeHUs] B OpraHax roCyJapCTBEHHOW BJacTH U
ynpaBieHus (Ha IpuMepe KOHKPETHOH opraHu3anum).

5. Opranu3anus JTOKyMEHTAIMOHHOTO OOeCHeueHHs AEATENIbHOCTH CIY>KOBI KaJIpoB H
HaIpaBJICHUs €ro COBEPIIEHCTBOBAHUS (Ha IpUMepe KOHKPETHON OpraHu3alin).

6. JIOKyMEHTUPOBaHHE JCATEIbHOCTH KaJpOBOM CIyKObl M  HampaBJCHUS €ro
COBEpPILLIEHCTBOBAHMs (Ha IPUMEPE KOHKPETHOM OpraHu3alum).

7. [Tpobnembl aBTOMATH3AlMU JOKYMEHTAIIMOHHBIX IPOIECCOB B OTEYECTBEHHOW H
3apy0OeKHOMU uTepaType.

8. WccnenoBanne BONPOCOB — CO3JIaHUSL  «ABTOMAaTU3UPOBAHHOW»,  «0e30yMa)KHOW»
KaHLETSIpuU (110 OTEUECTBEHHBIM U 3apYOEKHBIM MYOIUKALIHSIM).

9. 3apokJieHUe, CTAHOBJIEHHE U Pa3BUTHE OKCIEPTU3bl LEHHOCTH JOKYMEHTOB B
JIeJI0TIPOU3BO/ICTBE.

10.  3akoHoAaTeNbHOE M HOPMATUBHOE PETYIMPOBAHUE ACIIONPOU3BOJACTBEHHBIX MTPOIIECCOB

(B paznu4HbIEe HICTOPUUECKHUE IEPUOIBI).

HpOMe)Ky'TOIIHaH aTTeCcTauusia 06y11a10m1/1xc51 OCYHICCTBIIAICTCA B cbopMe 3a4fTra, C
HCIIOJIb30BAHHUEM CIICAYIOUINX OLICHOYHBIX MAaTCPUAIIOB: nepedeHb 60Nnpocos K 3auenty.

BOITPOCHI K 3AYETY
(7 cemecmp, ounasn gpopma 0dyuenus)

1. JIOKYMEHT U €ro MECTO B CUCTEME YIIPaBJICHHUS.

2. OcHOBHbIE  (DAKTOpPBI, OINpENENSAIONIMe CEeTrOoJHS paldOHAIBHYI0 OpraHU3alMIo
MH(}OPMALIMOHHO-IOKYMEHTAI[MOHHOTO O0CIIY>)KUBaHUSI YIIPABJIE€HYECKON e TEIbHOCTH.

3. HopmatuBHO-MeTOIMUECKUE aKThl, pErjJaMeHTUPYIOIIUE CO3JlaHhue U odopMIIeHHE
JIOKYMEHTOB.

4. JIOKyMEHTOBEIEHNE KaK HayyHass JUCLUIUIMHA U €€ CBS3b C JIPYIMMHM Hay4HBIMH
JTUCHUILIMHAMM.

5. [TonsaTtue “nupopmanya” 1 ero pa3BUTHE.

6. [TonsiTre “MOKYMEHT” M €ro pa3BUTHE.

7. CBs3b UH(OpMAIMK U TOKYMEHTA.

8. OO6mue n yacTHble QYHKIIUU TOKYMEHTA.

9. CriocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

10.  TekcroBoe JOKYMEHTHPOBAHUE U 3TAIbI €TO PA3BUTHS.

11.  Iluxtorpammsl. [IpuMeHeHre TUKTOrpadUIECcKOro MMCbMa CeroHs.

12. Jlororpammel. Mcriosib30BaHKE JIOTOTPaMM CETOTHS.

13.  TexHuueckoe NOKyMEHTHpPOBaHHUE. BHUIbI KOMIIJIEKCOB TEXHUYECKOW JJOKYMEHTALIUU.

14. doronokymentuposanue. [losBiieHne, pa3BuTHe, IpUMEHEHHE.

15.  Kunomoxymentuposanue. [losBnenue, pazsurue. Buneosanucs.

16.  ®onomoxkymentupoBanue. [losBnenue, pa3BuTue, NpUMEHEHHE.

17.  Marepuan nns nokymMmeHTHpoBaHus. Ero passutue.

18.  IlomnmuHMKM M Konuu. Bunel konuit. [lopsanok yrocToBepeHU KONUH.

19. dopmynsap nokymenta. TumoBoit popmyssp, hopmynsp-oOpaserr.
20.  Ilondarus “yHuduxamus” u “craHAapTH3alus’ JOKYMEHTOB.
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21.  TpeboBaHus K KOHCTpYHMpOBaHHIO OnaHkoB. Buapl OGmankoB. branku mpeanpusTHii
pazIuYHBIX (HOPM COOCTBEHHOCTH.

22.  PexBH3UT “HaMEHOBAHHUE OpraHU3aAlMU—aBTOpa TOKYMEHTa , TpPeOOBAHMS K HEMY.

23.  PexBusuT “cripaBoYHBIC JaHHBIC 00 OPraHU3alUU—aBTOPE TOKYMEHTA”, €ro COCTAaB.

24.  PexBW3UT “amgpecatr’, €ro 3HaUCHUE M COBPEMECHHBIE TPEOOBaHUS K 0()OPMIICHHIO.

25.  Jlatel B nokymenTe. TpeGoBaHus K X OOPMIICHHUIO; 1aTa KaK COCTaBHAas 4acTh JIPYTUX
PEKBHU3UTOB.

26.  PexBU3HT “peructpaiimoOHHbIA HOMEP JOKYMEHTA , €r0 3HaUCHUE.

27.  PexBusur “rpud orpaHuuEHUs JOCTYNA K TOKyMeHTY . Ero 3HaueHue, B KaKux CIIydasx
OH IIPOCTABJISETCS Ha JOKYMEHTE.

28.  Tlopsmok corimacoBaHHsl JOKYMEHTOB M O(OPMIICHHS BHYTPEHHETO M BHEIIHETO
COTJIACOBaHUSI.

29.  Ilopsaok yTBEpKIAEHMS TOKYMEHTOB, BUAbl YTBEPIKICHUS.

30. [Topsinok moanucanus 10KyMEHTOB.

31. Ilewarp Kak peKBHM3HUT JOKyMeHTa. Ha Kakux ITOKyMEHTax IpOCTaBIIETCS repOoBas
neyarb?

32. CocraB ymocroBepeHHs  JOKyMeHTOB. IlpaBmia  odopmiileHHUS  PEKBH3UTOB,
yIIOCTOBEPSIOLIUX TOKYMEHT.

33.  OTMeTKH Ha JIOKyMEHTe, X 3Ha4eHHE 1 0POpMIICHHE.

34.  Pesomronus. Ee 3nauenue. TpeOoBaHus, MpeabABIsEMbIC K PE30TIOIUH.

35. PexBusur “orMerka 00 HCIIOIHUTENE, €r0 3HAUCHHE.

36.  PexBU3UTHI, MPUIAOLIUE TOKYMEHTY IOPUIUYECKYIO CUITY.

37.  VYHudukauus TeKCTa J0KyMEHTA.

38.  Tpadapernsie TekcThl. MeToaMKa pa3pabOTKH.

39. CnocoObsl mpexactaBieHusT  YHH(QHUIUPOBAHHBIX  TEKCTOB  (QHKETHI,  TaOJUIIHI,
TpadapeTHbIC TEKCTHI).

40.  OOwme TpeOOBaHUA K TEKCTY TOKYMEHTA.

IV. IEPEYEHbB JIUTEPATYPBI, HEOBXOAUMOJ¥ JIJISI OCBOEHMSI
JUCHMILIAHBI

4.1. OcHoBHas1 JInTEpaTypa

1. ApacnanoBa, B.A. JlokymMeHTallMOHHOE OOecrieueHre yIpaBieHHs: yueOHO-IIpaKTUYecKoe mocooue
B cxemax, Tabnuiax, oopasmnax: / B.A. Apacnanosa. — 2-e u3f., nom. u nepepad. — Mocksa; bepnun:
Hupexkt-Meaua, 2020. — 265 c.: URL: http://biblioclub.ru/index.php?page=book&id=578394 (nata
obpamenusi: 28.08.2020). — TekcT: 3MEKTPOHHBIH.

2. Opra#uzanusi U TEXHOJOTUSA JOKYMEHTAIIMOHHOTO OOECIICUCHUs YIPABJICHHS: DJIEKTPOHHOE
yuebHoe nocobue / coct. C.E. Mumenun ; KemepoBckuii rocyaapcTBeHHbI yHUBepcuTeT, MHCTUTYT
WCTOPHH, TOCYIApPCTBEHHOTO YIPABICHHUS W MEXIYHAPOIHBIX OTHOIIEHWH W np. — Kemeposo :
KemepoBckuit roCyAapCTBEHHBIN YHUBEPCUTET, 2017. - 478 c.
URL: http://biblioclub.ru/index.php?page=book&id=481592 (nata obpamenus: 28.08.2020). — Tekcr:
JJIEKTPOHHBIN.

4.2. lonoJHUTE/IbHAS JUTEPATypa

1. T'punbepr, A.C. JlokymeHTallMoHHOe oOecrnieueHune ynpasienus: yueOHuk / A.C. I'punGepr,
H.H. T'op6aués, O.A. Myxamermnaa. — Mocksa: FOuutu, 2015. — 391 c.: tabmn., rpad., ui., CXeMbl —
Pexum nmocryna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=115031 (mata
oOpamenusi: 28.08.2020). — bubnuorp.: c. 382-383. — ISBN 978-5-238-01770-9. — Tekcr:
JJIEKTPOHHBIN.

2. WnpucoBa, A.P. TexHOmornu JOKYMEHTAIIMOHHOTO ¥ WHHOBAITMOHHOTO OO€CIIeUeHUs
ynpaBieHus: ydeOHoe mocobue / A.P. Unpucosa, A.D. AxmeroBa; denepanbHOe areHTCTBO IO
oOpasoBanmio, ['ocymapcTBeHHOEe 00pa3oBaTeNbHOE YUPEXKIACHHE BBICIIETO MPOGECCHOHATHHOTO
oOpazoBanns «KazaHCKHI TOCYAapCTBEHHBIM TEXHOJOTUUECKHU yHUBEepcUTeT». — Kazanb: Kazanckuit
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http://biblioclub.ru/index.php?page=book&id=578394
http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=115031

HAyYHO-HMCCIIEI0BATENbCKHM TeXxHoMornueckuit ynusepeutet, 2010. — 180 c.: Tabn. — Pexxum nocryma:

nmo mnoxamucke. — URL: http://biblioclub.ru/index.php?page=book&id=258929 (nmata oOparmieHus:

28.08.2020). — ISBN 978-5-7882-0940-1. — TeKCT: 31€KTPOHHBIH.

V.IIEPEYEHb PECYPCOB HTH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM

CETHU «<MHTEPHET», HEOBXOJMMBbIX JJIS1 OCBOEHMA JTUCIIUITJIMHbI

Ne
I

CcpUika Ha
MH(OPMALIMOHHBIN pecypc

HaunmenoBanue pa3paboTKH B
ANIEKTPOHHOHN (popme

JlocTynmHOCTB

DNeKTpOHHO-OMOIoTeUHas

Peructpanus uepes

noptat [PAMOTA. PY

cuctema (3BC) mo0oi
YHuBepcurerckas 6ubiuorexa YHUBEPCUTETCKUN
OHJIANH KoMIbloTEp. B
JaJbHEWUIIEM
1. http://www.biblioclub.ru WHIUBHTyaJIbHBINA
HEOIPaHUYEHHBIN
JOCTYII U3 JIF000i
TOYKH, B KOTOPOH
UMeeTCsl IOCTYI K
cetu aTepuer
http://www.termika.ru/dou/doc | HopmaTuBHBIE TOKYMEHTHI 11O CBoOoHBIIi JOCTYI
2. s/docs.html JIEJIONIPOU3BO/ICTBY.
http://eos.ru/eos/eos DJeKTpOHHBIE OPUCHBIE CBOOOIHBII JOCTYIT
CUCTEMBI
4 http://www.garant.ru WHupopmaninoHHO-CIIpaBOYHAs CBoOoHBIIi JOCTYI
cuctema «l"apanT».
VI. COBPEMEHHBIE TPO®ECCUOHAJIBHBIE BA3bI TAHHBIX
N HHOOPMAIIMOHHBIECITPABOYHBIE CUCTEMBbI
Perucrpanus yepes
000
YHUBEPCUTETCKUN
KOMITBIOTED.
DIeKTPOHHO-OMOINOTeYHAs B nanbuelinem
1. | hitp://www.biblioclub.ru | €TeMa (3BC) MPEAOCTABIACTCS
YHuBepcurerckas OubImoTexKa HEOTpaHUYEHHBIN
OHJIANH VHIMBH1yaJIbHBIN
JOCTYII U3 000
TOYKH, B KOTOPOH
UMEETCs IOCTYI K CeTH
WNHTepHer
DneKTpOHHO-0MOIMoTeyHas cucreMa | MHauBUIyanbHbIHA
2. [PRbooks HEOTPaHWYEHHBIN
http://iprbookshop.ru/ AOCTYT 3 JHO6OI:I
TOYKH, B  KOTOpOU
UMeEeTCsl IOCTYN K CeTH
WNHTepHer
3. http://www.gramota.ru | CipaBouHO-UH()OPMAITHOHHBIIA CBOOOHBIH TOCTYTI.
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VII. JUHEH3UMOHHOE U1 CBOBO/IHO PACITPOCTPAHAEMOE
ITPOI'PAMMHOE OBECIIEYHEHHUE

[Tpu peaynzanuu yaeOHOW JUCIMILIAHBI IPUMEHSIECTCS CIICIYIOIIEe JTUIICH3NOHHOE H CBOOOTHO
pacmpocTpaHseMoe MPOrpaMMHOE 00eCTIeUeHHE:

- Microsoft Windows;

- Microsoft Office;

- LibreOffice u mp.

VIIL. OBOPYJIOBAHUE U TEXHUUYECKUE CPEJICTBA OBYUEHUS,
HEOBXOJUMBIE JIJIs OCYHIECTBJIEHUSI OBPA3OBATEJLHOTO
MPOLIECCA MO JUCLHUTUIMHE (MOJY.JIIO)

VYueOHbIe 3aHATUS MPOBOJATCS B ayJUTOPHUIX, YKOMIUICKTOBAHHBIX CIICIIHATIM3UPOBAHHOM
MeOesbl0, B TOM YHCIIE CTAMOHAPHBIMH WM HEPCHOCHBIMH TEXHHYECKHMHU CPEACTBAMH OOYYCHHS
(mpoekTop, 3KpaH, KOMIBIOTEP/HOYTOYK).

CamocrosTenpHas paboTa IPOBOANTCS B KAOMHETAX, OCHAILICHHBIX KOMIBIOTEPHOW TEXHHUKOMH €
BO3MOXKHOCTBIO TOJIKIIIOUCHHUS K ceTH «VHTepHeT» M 00ecneYeHHeM IO0CTyna B 3JICKTPOHHYIO
UH()OPMAIIOHHO-00Pa30BATEIbHYIO CPEy YHUBEPCHTETA.
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