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I. OPTAHU3AIIMOHHO-METOINYECKHWI PA3JEJ

Ileab 1 32724l 0CBOCHUS TUCHHUILIMHBI

Henabro y4eOHO#N aucuumiIuHbl «/JloKymMeHTanHOHHOEe o0ecmedeHHe YNPaBJICeHHUS
ABIIAETCA POPMHUPOBAHUE y CTYJCHTOB 3HAHUM TEOPETHUECKUX U MPAKTUUYECKUX OCHOB CO3/IaHUs
JOKYMEHTOB YTpaBJICHHs, a TaKKe MPUOOPETEHHWE HABBIKOB TPaMOTHONM U 3(dEeKTUBHOMN
OpraHu3alMHA COBPEMEHHOTO JAEIONPOU3BOICTBA HA MPEANPHUIATHIX U B OPraHU3aALUAX.

3agaum y4eOHOIl IMCHMIUIMHBI «JlOKyMeHTalMOHHOe o0ecneYyeHue YIpaBJIeHH»
3aKJIIOYAIOTCS B:

1. H3yuuTp  3aKOHOJATEIbHBIE W  HOPMATUBHO-METOJIWYECKHUE  JIOKYMEHTHI,
periaMeHTUPYIOUUX padoTy ¢ JOKYMEHTaMH OpraHU3alliy; MPaBUII COCTaBICHUS U OPOPMIICHUS
yHpPaBIEHUYECKUX JOKYMEHTOB; MOPsiiKa pabOThI C IMUYHBIMU U CIIYKEOHBIMH JJOKYMEHTaMHU.

2. @®opMupOBaTh HAaBbIKM COCTaBICHHS U OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJIeHUs; U3yUYEHUU pabOThI CIy>KObI JOKYMEHTAIIMOHHOTO O0ECIIeUeHUs YIIPaBICHMUS;

3. Pagpaborarp  mpeasio’keHUss MO  COBEPIICHCTBOBAHUIO  OpraHU3alMOHHO-
pacnopsAUTENbHON JOKYMEHTAIMN U OpraHU3alluu J0KyMEHTO000pOoTa.

4 AHaANM3UPOBATH YCHEIIHbIE KOPIOPATUBHBIE MPAKTUKU MO OPraHU3alMK HOPMHUPOBAHUS
TpyJa AJid pa3Iu4HbIX KaTEropuil mepcoHana, OCOOEHHOCTEH MPOU3BOJCTBA U JIESITEIBHOCTH
OpraHu3alVH.

MecTo IMCUMILVIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI MPOorpaMMbl

HucuumuinHa — «JlokyMeHTanmoHHOe oOecrledyeHue YyMOpaBjiCHUs», OTHOCUTCS K  YacTH,
dbopmupyemMoil yuacTHUKaMH 00pa30BaTeIbHBIX OTHOIIICHUMN
O0beM TUCHUIUIMHBI U BUAbI y4e0HOU PadoThI

Tabmumna 1
.. Bcero yacoB no gpopmam o0yuenust
Iloka3zaTenu 06 béMa TUCHUNTHHBI
ouHan ‘ O0YHO-3A0YHAA
O0BEM QUCHUIUINHEI B 3aU4ETHBIX €IUHULIAX 43ET
O0BeM JUCIMIUIMHEI B aKajl.yacax 144
[TpomexxyTouHast aTTeCTaITHS:
(bopma 9K3aMeH 9K3AMeEH
KonTakTHas padoTa 00y4yarommxcs ¢ npenojgasarejiemM 58 28
(KoHTaKT. 4acekl), Bcero:
1. KonrakTHast paboTa Ha MPOBE/ICHUE 3aHATUI
JIEKIIMOHHOTO ¥ CEMUHAPCKOTO THUIIOB, BCETO 54 24
9acoB, B TOM YHCIIE:
e JIEKIUU 24 12
® MPaKTUYECKUE 3aHSATHS 30 12
e 1a00OpaTOpPHBIC 3aHATHUS - -
B TOM YHCJIe TPAKTHYECKast MOATOTOBKA 12 -
2. Mamusuayaneabie KoHcynpTammu (MK) - -
3. KonTaktHas paboTta 1o npoMexyToqHOn
attecrauuu (Katr) ] i




4. Koncynpranus nepen 3x3ameHoMm (K9)

5. KonrakrtHas paboTta 1o npoMexyToqHoOn
aTTECTAallUU B TIEPUO/] 9K3. CECCUU / CECCHH

3a04yHUKOB (KarTiK)

CamocrositesbHas padora (CP), Bcero:

86 116

B TOM YHCJIC:

® CaMOCTOATCIIbHAsA pa60Ta B IIEpUOJ 3K3. CECCUU

(CPaxk)

32 32

e camocrosTensHas padora B cemectpe (CPc)

54 84

B TOM YHCJIE, CAMOCTOSITEIIbHAsI pa00Ta Ha KypCOBYIO

pabory

e usyuenue JOP

® u3ydYeHHUe y4eOHOH JTUTepaTypsl

® HallMCaHUC 3CCC

® U Opyaue 8uobl

54 84

Hepeqeﬂb IJIAHUPYEMBIX PE€3YyJIbTAaTOB Oﬁy‘leHI/Iﬂ o AMCOMIIJINHE

®opmupyemblie Nuaukaropsl focTukennss | Pe3yabraTel 00yuyeHus (3Hanus,
KOMIIeTEHIIUH KOMIIeTeHI U ymenus)
(k00 u naumenosanue (k00 u Haumenosanue
KOMHemenyuu) UHOUKAmMOopa)
IIK-1 ®opmMupoBanue IIK-1.1 Buisienne, c6op wu | IIK-1.1. 3-1. 3uaer npeamerHyro
BO3MOKHBIX aHanu3  uHboOpManuM  Ou3Hec- | oOnacTb W crHeuuduKy JeSTelbHOCTH
peuleHuii Ha OCHOBe a”aiauza JUIst (opMHpPOBaHUs | OpraHU3alUK B 00bEME, TOCTATOYHOM JIS

pa3padoTaHHBIX JAJS HUX
1eJeBBIX MoKa3aTejien

BO3MOXXHBIX peH.IeHI/Iﬁ

peueHus 3aaa4 OH3HEC-aHaIIN3a.

I[IK-1.1. V-1. ¥Ymeer aHaIM3UPOBAThH
BHYTpeHHHE (BHEIIHHE) (aKTOphl W
YCIIOBHS, BIMAIONINE HA JEATEIBHOCTh
OpraHU3aIHH. OneHuBath 6usHec-
BO3MOXKHOCTh PEAIM3ALMU PEUICHUs C
TOYKM 3pEHHS BBIOPAHHBIX  IENEBBIX
nokasaresei. BbIABIATh, pEruCTPUPOBATh,
aQHAIM3MPOBAaTh U KIACCH(HUIUPOBATH
pUCKH W pa3pabaThiBaTh  KOMIUIEKC
MEPONPUSITHHA N0 UX MUHUMU3ALIH

IIK-3 TakTH4eckoe ynpasJjieHHEe
npouneccaMu OpraHu3anum
NMPOU3BO/ICTBA

[1K-3.2 -Pa3paboTka npeiosxxeHui
T10 PaIMOHANIN3AIMN CTPYKTYPBI
yTIpaBJIEHUs IIPOU3BO/ICTBOM B
COOTBETCTBHH C LEISIMH U
CTpaTeruey opraHu3anuy,
JEHCTBYIOINX CHCTEM, (DOPM H

I1K-3.2. 3-1. 3Haer  CTaHmApTHI
YHU(DULIUPOBAHHOM CHCTEMBI
OPraHMU3aOHHO-PACHIOPS IUTENLHOM

JIOKYMEHTALMH, enuHas cucrema

TEXHOJIOTMYECKOI JOKYMCHTalNU

Tabauua 2



METOJIOB YIIPABICHUS IK-3.2. V-1. ¥Ymeer pacnpenensit M

MIpOU3BOACTBOM, 11O KOHTPOJIHMPOBATH HCIIOJIb30BAHUC
COBCPUICHCTBOBAHUIO MMPOU3BOACTBCHHO-TCXHOJIOTUYCCKUX
OpraHnu3aliMOHHO- PECypPCOB, BLIITOJIHATH pa60T1,1 IO MPOCKTY

pacIopsIIUTENIbHON JOKYMEHTAMM | B COOTBETCTBUM C TpPEOOBAHUAMHU 110
W OpraHu3anuy JOKyMEHTO000pOoTa, | KauyecTBY HOBOTO IPOIYKTa

10 BHEIPEHUIO TEXHUYECKHX
cpencTB 00paboTKH HH(OPMAITHH,
NIEPCOHAIILHBIX KOMITBIOTEPOB U
cereld, aBTOMaTU3MPOBAHHBIX
paboumx MeCT




sTanbl GOPpMUPOBAHUS U KPUTEPUH OLIEHUBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIM i
AJis1 o0yqaromuxcst 04HO# (popmbl 00yueHust

1. COAEP KAHUE JUCHHUIIJINHbI

Tabmuua 3.1
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Cemectp 5
1. | Tema 1 Oprann3anuoHHbIe OCHOBBI 4 4 | - 1 5 20 MK -1.1. IK-1.1. 3-1. 0. T c]
JeJIONPON3BOACTBA. BlIaHKN JOKYMEHTOB. HK-1.1.¥-1.
Yuudukanus ©  CTAHIAPTU3AIUS  JCJIOBOM 1K-3.2. 31
JNokyMmeHTanuu. OOmmMe HOpPMBI M MpaBUia Dt
TIK-3.2. IK-3.2. V-1.
opopMiIeHHS JNOKYMEHTOB (pa3Mmepsl Oymard,
MOJICH, HyMepaIusi CTPaHUI[ U T.J.) MPHUMEHIEMOE
B JICJIONIPOHM3BOICTBE.
2. | Tema 2. Opranu3amMoOHHO-PACTOPSAUTEIbHAS 4 4 - 1 5 20 MK -1.1. MK-1.1. 3-1. 0. T. D
AoKyMeHnTanus. OB1Ias XapaKTepHCTHKA NK-1.1. V-1.
CTHJISA CJIYKeOHOH JOKYMeHTAaluu
Knaccudukarus EJIOBOU JIOKyMEHTaLUuu [IK-3.2.3-1.
) TIK-3.2. IIK-3.2. V-1.

[paBuna ohopMIICHUSI PEKBU3UTOB OJIaHKA M UX
pacrooKeHus: Ha cTaHaapTHOM (opmare Oymard,
pa3mepbl  mnosnieil. Dopmysp-oOpaser] rpyIIbI
JIOKyMEHTOB, IIPUHAJISKAIHUX K OJTHOI cHcTeMe.
[IpoekTupoBanue OJ1aHKOB JIOKyMEHTOB
OpraHU3aIHH. Cocras, odopmieHwe,
M3TOTOBIICHUE, XPaHEHHe OJIAaHKOB OpraHU3allry.
Brank 1OKyMeHTa: IOHSTHE, Ha3HAUEHHE, BUJIbI
OmankoB (00mIuMil OaHK, OJAaHK MUChMa, OJIAHK
KOHKPETHOTO BHJIa JIOKyMEHTa (KpoMe IMHUChMa).
Cocras, o(hopMiIeHNE PEKBU3NUTOB OJIaHKa.
OCOOCHHOCTH SI3BIKA CITY>KEOHBIX JJOKYMEHTOB.
Kommnosumust nokymenrta. CTpyKTypHBIE OIIHOKH.
HeymecTtHoe 1 HeomnpaBaaHHoe ynoTpediieHne
MHOCTPaHHBIX CJIOB.




Tema 3 CnipaBouHO-uHpOPMAIHOHHBIE
JTOKYMeHTHI. JleJioBasi mepemnucka.
CocTaBiieHHE AKTOB W MMPOTOKOJIOB.

Odukcanus (OMUCAHUC) JTOKATBHBIX TPABUI, HOPM,

MOJIOXKEHHUH, OTIpeIeIONINX cTatyc
OpraHM3allvy, ee CTPYKTYDY, HITaTHYIO
YHCIIEHHOCTh u JIOJDKHOCTHOM COCTaB,

KOMITETEHIINN JOJDKHOCTHBIX JIMII M CTPYKTYPHBIX
noapasziesneHnl, (QyHKIMOHAIBHOE COJAEpKAHUC
JEATCIIPHOCTH ~ OpraHm3allid B ILIEJOM, ec
noApasieNieHuii W pabOTHUKOB, WX IIpaBa,
00S53aHHOCTH,  OTBETCTBEHHOCTb W  Zp., B
OpraHU3aI[MOHHO-PACIOPSIUTEIBHBIX JOKYMEHTaX

OpraHU3aIHH.
CtpykTypa, Ha3zHauy€HHE, TOPSAOK pa3padOTKH,
COTIJIaCOBAaHMS u YTBEPKICHUA IIpaBun

BHYTPEHHETO TPYAOBOrO pacrnopska, I[lomoxenus
0o nepcoHane, IlonoxkeHus O CIPYKTYpHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnMcaHue Kak MEPBUYHBIA YUYETHBIN
JOKYMEHT MO Yy4eTry KaapoB. O3HakoMIIeHHE
pabOTHHKOB C  JIOKAJbHBIMH  HOPMAaTHBHBIMH
aKTaMH OpPTaHU3alHH.

Bunpl n HazHaueHNE HHPOPMAIIMOHHO-
CIIPABOYHOM JOKYMEHTalUu 1o Kaapam. Ilopsaok
oopmiteHHs, OCHOBHBIE PEKBH3HUTHI U
MPaBONPUMEHUTENbHAS TPAKTUKA UCTIONb30BaHUS
JIOKJIJIHBIX, CIIY)KEOHBIX 1 00BICHUTEIBHBIX
3aMUCOK, MTPEICTABICHUH, MPEIJIOKEHUH,
3asiBJICHUH, aKTOB, CIIPABOK U JIP. B KAUeCTBE
OCHOBAHUH IJIsI IPUHATHH PEIIeHH B cepe
yHpaBJIEeHUs IEPCOHAIOM OpPraHU3aLMH.

18

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.




Tema 4 PacnopsiguTeiabHble JOKYMEHTBI.

CocraBieHue NPHUKA30B, yKa3zaHui,
pacnopsiskeHuii. Opranu3anoHHbIC
JOKYMEHTBI.

OpraHu3alMOHHO-PaCOPs AU TEIbHbIE
JOKYMEHTBI: TIOHSTHE, Ha3HAuCHHE, OCHOBHBIC
BUIbl (OpPraHU3alMOHHbIC, PacHOpPSAUTENBHEIE,
CIPaBOYHBIE).

OpraHu3anoHHbIE JOKYMEHTBI: ycTaB,
HOJIOXKEHHE, CTPYKTYpa M LITaTHas YHCICHHOCTS,
IITATHOE pPACIHCAaHWE, IPaBHIa, JOJDKHOCTHAS
HWHCTPYKIMA, UX HA3HAUYCHHUC, XapaKTCPUCTHKA U
cocTaB, TpeOOBaHMS K O(OPMIICHHUIO, MOPSIOK
YTBEPKACHHUS.

PaCHOpHI[I/ITCHI)HbIe JOKYMCHTBI: IIOCTAaHOBJICHUC,
npruka3 (10 OCHOBHOHM JEATETBbHOCTH U IO
JUYHOMY COCTaBY), PacCIOpsDKEHHE, COBMECTHBIN
PACIOpSIUTENBHBIN JTOKYMEHT, WX Ha3HaucHUE,
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpPMIICHHIO.

CrpaBo4yHO-HH(POPMALUOHHBIE JOKYMEHTBL:
CIy)KeOHblE  THCbMA,  CIIPaBKH,  JOKIAJHBIC
3alHCKH, ITPOTOKONBI, aKTBl, 3asBICHUS, HX
XapaKTepuCTHKa W  COCTaB, TpeOoBaHUs K
0 OpPMIICHHIO.

Tuner JOKYMEHTOB: NOJJIMHHUK, KOIIUA, I[yGHI/IKaT,
BBIIIMCKA, WX HazHaueHue. [lopsiok odopmieHus
U BblJAa4YU KONUH U }Iy6J'II/IKaTOB JTOKYMECHTOB,
BBIITMCOK U3 HUX.

18

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

I'p.o.




Tema 5 Opranusanusi J0KyMeHT0000poTA.
Opranu3anus perucTpanum J0KyMeHTOB 1
KOHTPOJIb HCTIOJTHEHUSI IOKYMEHTOB.

Perucrpanus 10KyMeHTOB: IOHSTHE, LIETH,
3a/la4u, MECTa PErUCTPaIMK Pa3IMUHBIX
KaTeropuit JokyMeHToB. CHCcTEMBI U POPMBI
peructpanuu (KypHaJlbHasl, KapTOJHas,
ABTOMATH3MPOBAHHAS ), X JJOCTOMHCTBA H
HenoctaTku. [lokazaremny, BBOIUMBIE B
peructpanuoHsabie GopMbl. OcoOeHHOCTH
perucTpanuy BXOAAIINX, HCXOIAIINX 1
BHYTPEHHUX JOKYMEHTOB.

CocTaB BBINOIHAEMBIX Pa0OT NP OTIPABKE
UCXOJAIMINX JOKYMEHTOB: IPOBEPKa
NPaBHILHOCTH O(OPMIICHHS, HATNYNS
NPUIIOKEHUH, agpecara, COpPTHPOBKA IO
ajzipecataM M BUAaM OTIPABJICHUH, COCTaBIECHUE
OTIHCH pacChUIKA. TpaIullMOHHEIH crIoco0
OTIIPAaBKH JOKYMEHTOB (104To#). OTIpaBKa
JIOKYMEHTOB C TIOMOIIbIO TenedoHa, (akca.
KoHTpons HCroTHEHNST TOKYMEHTOB: TIOHSTHE,
Ha3HaueHWe, BUABL. [[pUHIMITEI OpraHu3aIium
KOHTPOJIsL. CPOKH UCTIOTHEHHS: TUIIOBOM,
WHIUBUAYaTbHBIN. TeXHOIOTUs BeleHUs
KOHTPOJISI. AHAJIN3 MCTIOHEHNUS JOKYMEHTOB B
yupexxaeHn. B3anMOoCBsI3b perucTpaiiu
JIOKYMEHTOB U HH(POPMALIMOHHO-CIIPaBOYHON
paboTel. Opranuszaiust paboThI C TOMOIIBIO
CIPaBOYHBIX KAPTOUEK.

10

20

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Ip.a

K/p

Tema 6. Opranuszanusi ONepaTUBHOIO
XpaHeHHus1 N0KyMeHTOB. @opMupoBaHue ae.
Homenknarypa  nmem:  moHsATHe.  3Ha4yeHHUe
HOMEHKJATypsl ~ Aen  JUId  KJIacCH(UKALUH
JOKyMEHTOB, OIIEPATHBHOTO XPaHEHHS W WX Ipex
apXUBHOHM MOArOTOBKH. Buabl HOMEHKIATYp HEIl.
ITopsinok COCTaBJICHUS, odopmIieHus,
YTBEPKIAEHUSI U  IPUMEHEHUS  KOHKPETHOM
HOMEHKJIaTypsl aen. [lopsmokx popmMupoBaHus el
OpFaHmaum{ XpaHCHUA UCTIOJTHEHHBIX
JOKyMeHTOB. OCHOBHBIE TPEOOBAHHUS
HOPMAaTHUBHBIX TOKYMEHTOB, PETTIAMCHTHUPYIOIINX
JIaHHBIH 3TaIl IOKyMEHTO000poTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTb JJOKYMEHTOB.

10

16

MK -1.1.

MK-3.2.

MK-1.1. 3-1.
MK-1.1. V-1.

IK-3.2. 3-1.
MK-3.2. V-1.

I'p.o.

10




Tema 7. IloaroToBKa 10OKYyMEHTOB K
nmocJenyonleii mepeaavyn J0KyMeHTOB B apXUB
WJIN Ha YHHYTOKEHHeE.

OCHOBHBIE 3Tanbl IePEeIavn JOKYMCHTOB B apXUB
WY Ha YHUYITOKEHUE: ITOATOTOBUTEIEHBIN
(0b6ocHOBaHUE BBIOOpA CIOCO0A COXPAHCHHUS WU
YHHYTOXKCHUS MyTEM MPOBEACHUS IKCIICPTU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
JIeIT 171 TIepeladdl B apXUB), 3aBEPIIAIOIIHN
(mepenava B apX¥B WM YHUYTOXKEHIE).
OKcrepTr3a IeHHOCTH TOKYMEHTOB: TIOHSTHE,
Ha3zHadeHue. [[pHHINIIEI U KPUTEPUHT
onpeneNeHrs HayYHOU, UCTOPUUECKON 1
HpaKTH‘IeCKOﬁ HIEHHOCTU JOKYMCHTOB.
DKcHepTHbIE KOMUCCUH, UX (DYHKLUH, TIpaBa.
Oranbl npoBeacHus KcepTu3bl. OdhopmMieHue
Pe3yabTaToB SKCHEPTH3bl. CPOKU XpaHCHHS
JOKYMCHTOB. Hepe‘lHI/I JOKYMCHTOB C YKa3aHHUECM
CPOKOB XpaHCHHS, NX BUBI, HA3HAYCHHE, CXEMBI
noctpoeHus. [lopaaok nepenadu e B apXuB WIH
YHHYTOKCHUS TOKYMEHTOB.

TpeboBaHMs K OQPOPMIICHHIO JET IIOCTOSIHHOTO,
BPEMEHHOTO CPOKOB XpaHECHUS U 10 THIYHOMY
cocraBy. [IpaBuia o(hopMIICHUS U COCTaBICHUS
onucu aein. [lopsaok nepenayu aen B apxus.
ApXI/IBZ IIOHATUC, HA3BHAYCHUC. BI/II[I)I APXHBOB!
rocy1apCTB€HHbIC, BEJOMCTBCHHEIC,
00BeIMHEHHBIE BEIOMCTBEHHbBIE, 00bETMHEHHBIE
ME)KBEJJOMCTBCHHBIC 10 TMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIBHBIH,
TOCYIapPCTBEHHBIN.

14

30

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Kouncynomayus nepeo sxzamenom (K3)

Koumaxmnasi paboma no npomesncymounot
ammecmayuu 8 nepuood K3. ceccuu / ceccuu
3aounurxos (Kammox)

Camocmosmenvuas paboma 6 nepuoo 9K3.
ceccuu (CPax)

32/-

32

Hmozo

24

30

12

86/4

144
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Jrtanbl GopMHPOBAHMA M KPUTEPHH OLICHUBAHHUA C()OPMHPOBAHHOCTH KOMIIETEHIIHI

JJIS 00Y4YAIOLIUXCS OYHO-3204HOM (DOPMBI 00yUeHU s

Tabnuua 3.2
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Cemectp 6
1. | Tema 1 OpraHu3anuoOHHbIE OCHOBBI 2 2 | - - 5 9 nK-1.1. | IIK-1.1. 3-1. 0. T c]
JeJIONPOU3BOACTBA. BIaHKH T0KYMEHTOB. HK-1.1. V-1.
YHuQUKamMs W CTaHmApTHU3almusd  JEJOBOM e
JNokyMmeHTauuu. OOmme HOpMBI M TMpaBUiIa Dt
TIK-3.2. TIK-3.2. V-1.
oopmiIcHHS JOKYMEHTOB (pa3Mmepbl Oymarw,
MOJICH, HyMepaIusi CTPAHUI[ ¥ T.J.) MPHUMEHIEMOE
B JICJIONIPOHM3BOJICTBE.
2. | Tema 2. Oprann3anuoOHHO-PACIOPSIANTEIbHAS 2 - - - 7 9 IK -1.1. TIK-1.1. 3-1. 0. T. )
Aokymenrtamusi. O61as XxapaKkrepucTuKa NK-1.1. ¥-1.
CTHJIS CJIYKeOHOM JOKYMEHTAIINH
Knaccudukarus EJIOBOU JIOKyMEHTaLuu TIK-3.2. 3-1.
) TIK-3.2. TIK-3.2. V-1.

[paBuna ohopMIICHUSI PEKBU3UTOB OJIaHKA M HX
pacronoXeHus: Ha cTaHaapTHOM (popmare Oymaru,
pa3mepbl  mnosieil. Dopmyssp-oOpaser] rpyIIbI
JIOKyMEHTOB, IIPUHAJISKAIHUX K OJHOH CHCTEME.
IIpoexTupoBanue 0JIaHKOB JIOKYMEHTOB
OpraHU3aIHH. Cocras, odopmieHwe,
W3rOTOBJICHHE, XPaHEHHE OJJAHKOB OPraHU3aL[HH.
biaHK 1OKyMEHTa: OHATHE, HA3HAYCHUE, BUIIBI
OstaHkoB (0OmIMiA OJTaHK, OJIaHK MHUChMa, OJIaHK
KOHKPETHOTO BH/Ia JJOKyMEHTa (KpOoMe MUChMa).
CocraB, ohopMIIEHUEC PEKBU3UTOB OJIAHKA.
OCOOCHHOCTH SI3BIKA CITY>KEOHBIX JJOKYMEHTOB.
Komnoszuius nokymenTa. CTpyKTYpHBIE OITHOKH.
HeymecTHOe 1 HeonpaBIaHHOE YIOTPEOICHIE
WHOCTPAHHBIX CJIOB.

12




Tema 3 CnipaBouHO-uHpOPMAIHOHHBIE
JTOKYMeHTHI. JleJioBasi mepemnucka.
CocTaBiieHHE AKTOB W MMPOTOKOJIOB.

Odukcanus (OMUCAHUC) JTOKATBHBIX TPABUI, HOPM,

MOJIOXKEHHUH, OTIpeIeIONINX cTatyc
OpraHM3allvy, ee CTPYKTYDY, HITaTHYIO
YHCIIEHHOCTh u JIOJDKHOCTHOM COCTaB,

KOMITETEHIINN JOJDKHOCTHBIX JIMII M CTPYKTYPHBIX
noapasziesneHnl, (QyHKIMOHAIBHOE COJAEpKAHUC
JEATCIIPHOCTH ~ OpraHm3allid B ILIEJOM, ec
noApasieNieHuii W pabOTHUKOB, WX IIpaBa,
00S53aHHOCTH,  OTBETCTBEHHOCTb W  Zp., B
OpraHU3aI[MOHHO-PACIOPSIUTEIBHBIX JOKYMEHTaX

OpraHU3aIHH.
CtpykTypa, Ha3zHauy€HHE, TOPSAOK pa3padOTKH,
COTIJIaCOBAaHMS u YTBEPKICHUA IIpaBun

BHYTPEHHETO TPYAOBOrO pacrnopska, I[lomoxenus
0o nepcoHane, IlonoxkeHus O CIPYKTYpHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnMcaHue Kak MEPBUYHBIA YUYETHBIN
JOKYMEHT MO Yy4eTry KaapoB. O3HakoMIIeHHE
pabOTHHKOB C  JIOKAJbHBIMH  HOPMAaTHBHBIMH
aKTaMH OpPTaHU3alHH.

Bunpl n HazHaueHNE HHPOPMAIIMOHHO-
CIIPABOYHOM JOKYMEHTalUu 1o Kaapam. Ilopsaok
oopmiteHHs, OCHOBHBIE PEKBH3HUTHI U
MPaBONPUMEHUTENbHAS TPAKTUKA UCTIONb30BaHUS
JIOKJIJIHBIX, CIIY)KEOHBIX 1 00BICHUTEIBHBIX
3aMUCOK, MTPEICTABICHUH, MPEIJIOKEHUH,
3asiBJICHUH, aKTOB, CIIPABOK U JIP. B KAUeCTBE
OCHOBAHUH IJIsI IPUHATHH PEIIeHH B cepe
yHpaBJIEeHUs IEPCOHAIOM OpPraHU3aLMH.

11

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.
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Tema 4 PacnopsiguTeiabHble JOKYMEHTBI.

CocraBieHue NPHUKA30B, yKa3zaHui,
pacnopsiskeHuii. Opranu3anoHHbIC
JOKYMEHTBI.

OpraHu3alMOHHO-PaCOPS IUTEIbHbIE
JOKYMEHTBI: TIOHSTHE, Ha3HA4YeHHWE, OCHOBHBIC
BUIb (OpPraHU3alIOHHbBIC, PACIOPSAUTEIBHEIC,
CIIPaBOYHBIE).

OpraHu3anoHHbIE JOKYMEHTBI: ycTaB,
HOJIOXKEHHE, CTPYKTYpa M LITaTHas YHCICHHOCTS,
IITATHOE pPACIUCAaHHE, IpaBUia, JOJDKHOCTHAS
MHCTPYKLHMS, MX Ha3HAYCHHE, XapaKTEePUCTHKA U
cocTaB, TpeOOBaHHMS K O(OPMIICHHUIO, MOPSIOK
YTBEPKACHHUS.

PaCHOpHI[I/ITCHI)HbIe JOKYMCHTBI: MIOCTaHOBJICHUC,
nprka3 (IO OCHOBHOHM JEATETbHOCTH U IO
JUYHOMY COCTaBY), PaclOpsDKEHUE, COBMECTHBIH
paCHOp}II[HTeHLHbIﬁ JOKYMEHT, HMX Ha3HA4YCHUC,
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpPMIICHHIO.

CrpaBoyHO-HH(POPMALUOHHBIE JOKYMEHTBL:
Cy)KeOHblE  THCbMA,  CIIPaBKH,  JOKIAJHBIC
3alHCKH, INPOTOKONBI, aKTBl, 3asBICHUS, HX
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpMIICHHIO.

Tunsl JOKYMEHTOB: TIOJUIMHHUK, KOMUS, TyOJIUKaT,
BBIIIMCKA, WX HazHaueHue. [lopsiok odopmieHus
U BblJAa4YU KONUH U }Iy6J'II/IKaTOB JTOKYMECHTOB,
BBIITMCOK U3 HUX.

11

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

I'p.o.
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Tema 5 Opranuzanus 10KyMeHT0000poOTA.
Opranuszanys perucTpauuu 10KyMeHTOB H
KOHTPOJIb MCIOJIHEHUS JOKYMEHTOB.
Perucrparus 10KyMeHTOB: IOHSTHE, LIETH,
3a/1a4u, MECTa PErUCTPaIMK Pa3ITHUHBIX
KaTeropuit JokyMeHToB. CHCcTEMBI U POPMBI
perucrpanuy (KypHajibHas, KapTouHas,
aBTOMATH3MPOBAHHAs), UX JOCTOMHCTBA U
HegocTatku. [lokazareny, BBonuMbIe B
peructpanuoHsabie GopMbr. OcoOeHHOCTH
PETHCTpaMy BXOISIINX, HCXOMAIINX U
BHYTPEHHUX JTOKYMEHTOB.

CocTaB BBINOIHAEMBIX Pa0OT NPH OTIPABKE
HUCXOOAIINX TOKYMEHTOB: ITPOBEPKaA
NPaBHILHOCTH O(OPMIICHHS, HATUYUS
MPUIIOKEHUH, agpecara, COpTHPOBKA IO
ajzipecataM M BUAaM OTIPABJICHUH, COCTaBICHUE
OIUCH pacChUIKH. TpaaunnoHHbIH cI0co0
OTHPaBKH JOKyMEHTOB (T104To#). OTnpaBka
JOKyMEHTOB C TIOMOIIbIO TenedoHa, Gakca.
KoHTponb HCTIONTHEHNS TOKYMEHTOB: TTOHATHE,
Ha3Ha4eHue, BUBL. [[puHINIBI OpraHu3anum
KOHTPOJIs. CPOKH HUCIIOTHEHUS: THUITOBOH,
WHIVBHIYalIbHbIH. TeXHOIOTHS BEICHUS
KOHTPOJIA. AHanu3 UCHOTHEHUS JJOKYMECHTOB B
yupexaeHuu. BzauMocssi3b perucrpanuu
JIOKyMEHTOB U MH(OPMAIMOHHO-CIIPABOYHOMN
paboTel. Opranu3zaius paboThl C MOMOIILIO
CIIPaBOYHELIX KAPTOYEK.

12

16

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Ip.a

K/p

Tema 6. Opranusanus onepaTuBHOIO
XpaHeHHs 10KyMeHTOB. PopMupoBaHue ae.
Homenknmarypa  nmem:  moHsATHe.  3Ha4yeHHUe
HOMEHKJIATYypsl ~ Ael  JUId  KJIacCH(HUKALUH
JIOKyMEHTOB, OIIEPATHBHOTO XPaHEHHS W WX Ipex
apXMBHOHM TOJTrOTOBKH. BHIIBI HOMEHKIATYp Hed.
[opsimox COCTaBJICHUS, odopmienns,
YTBEPKIAEHUSI U  IPUMEHEHUs  KOHKPETHOM
HOMeHKJIaTypbl fei. [Tlopsaok hopMupoBaHus aed.
OpFaHI/ISaHI/Iﬂ XpaHCHWA UCTIOJTHEHHBIX
JOKyMeHTOB. OCHOBHBIE TPEOOBAHHUS
HOPMAaTHUBHBIX TOKYMEHTOB, PETTIAMCHTHUPYIOIINX
JIAHHBIN dTam JOKYMEHTOO00pOoTa.
OTBETCTBEHHOCTh 32 COXPAHHOCTH JOKYMEHTOB.

14

18

MK -1.1.

MK-3.2.

MK-1.1. 3-1.
MK-1.1. V-1.

MK-3.2. 3-1.
IK-3.2. V-1.

I'p.o.
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Tema 7. IToAroTOBKa JI0KYMEHTOB K - 2| - - 32
nmocJenyonleii mepeaavyn J0KyMeHTOB B apXUB
WJIN Ha YHHYTOKEHHeE.

OCHOBHBIE 3Tanbl IePEeIavn JOKYMCHTOB B apXUB
WY Ha YHUYITOKEHUE: MOITOTOBUTEIILHBIN
(0b6ocHOBaHUE BBIOOpA CIOCO0A COXPAHCHHUS WU
YHHYTOKCHUS IMyTeM MPOBEICHUS IKCIICPTU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
JIeIT 171 TIepeladdl B apXUB), 3aBEPIIAIOIIHN
(mepenava B apX¥B WM YHUYTOXKEHIE).
OKcrepTr3a IeHHOCTH TOKYMEHTOB: TIOHSTHE,
Ha3zHadeHue. [[pHHINIIEI U KPUTEPUHT
onpeneNeHrs HayYHOU, UCTOPUUECKON 1
HpaKTH‘IeCKOﬁ HCHHOCTU JOKYMECHTOB.
DKcHepTHbIE KOMUCCUH, UX (DYHKLUH, TIpaBa.
Oranbl npoBeacHus KcepTu3bl. OdhopmMieHue
Pe3yabTaToB SKCHEPTH3bl. CPOKU XpaHCHHS
JOKYMCHTOB. HepeqHI/I JOKYMCHTOB C YKa3aHUCM
CPOKOB XpaHCHHS, NX BUBI, HA3HAYCHHE, CXEMBI
noctpoeHus. [lopgaaok nepenaydu el B apXuB WA
YHHYTOKCHUS TOKYMEHTOB.

TpeboBaHMs K OQPOPMIICHHIO JET IIOCTOSIHHOTO,
BPEMEHHOTO CPOKOB XpaHECHUS U 10 THIYHOMY
cocraBy. [IpaBuia o(hopMIICHHUS U COCTABICHUS
onucu aein. [lopsaok nepenayu aen B apxus.
ApXI/IBZ IIOHATUC, HA3BHAYCHUC. BI/II[I)I APXHBOB!
rocy1apCTB€HHbIC, BEJOMCTBCHHEIC,
00BeIMHEHHBIE BEIOMCTBEHHbBIE, 00bETMHEHHBIE
ME)KBEJJOMCTBCHHBIC 10 TMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIBHBIH,
TOCYIapPCTBEHHBIN.

34

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Koucynomayus nepeo sxzamenom (K3) - - - - -2

Koumaxmnasi paboma no npomesncymounot
ammecmayuu 8 nepuood 3K3. ceccuu / ceccuu - - - - -2
3aounurxos (Kammox)

Camocmosmenvuas paboma 6 nepuoo 9K3.

ceccuu (CPax) ] B ] 32l

32

Hmozo 12 12 | - - 116/4

144

Dopmul yueOHbIX 3a0AHUT HA AYOUMOPHBIX 3AHAMUAX:
Onpoc (0.)
I'pynnosas ouckyccus (I'p.o.)
Dopmbi meKyuie2o KOHmMpona:
Tecm (T.)
Konmponwvuas paboma (K/p)
Dopmut 3a0anuii 013 meopueckozo peiimunza: Dcce (D.)
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I11. YAEBHO-METOJANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME JUCIIUIIJINHbI

PEKOMEHAYEMAS JIUTEPATYPA

OcHoBHasi iuTEpaTypa:

1. I'anuesa, H. B. JlokymeHTanmonHoe obecrnieuenue ynpasieHus : yaeoOuuk / H. B. ['anmena, XK.
K. l'anues. - Mocksa : M3a. Jlom HUTY «MHUCuCx», 2021. - 188 ¢. - ISBN 978-5-907227-50-7. -
Tekcr : anmexTpoHHbIA. — Pexxum poctyma: https://znanium.ru/read?id=420654

2. beikora, T. A. JlokyMeHTaIIMOHHOE 0OeCIIeYeHUE YIIPaBICHUS (JIeIOMPON3BOACTBO) : yueOHOE
nocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox oom. pen. T. B. Ky3nenosoii.
— 2-¢ usn., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlon. MaTepuansl
[DnexkTponHbIit pecype]. — (Bricmiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anexTponHbIid. — Pexxum nocryna: https://znanium.ru/read?id=437674

3. Kupcanosa, M. B. Kypc nenonpousBocTBa: JOKYMEHTAIMOHHOE 00eCIIeYeHHE YIIPaBICHUS :
yaeOHOoe mocobue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3f., ucrnp. u nom. — Mocksa :
NHOPA-M, 2020. — 257 c. + Jlom. matepuanbl [DneKTpoHHBIH pecypc]. — (Bricuiee
obpa3oBanue: bakamaspuar). - ISBN 978-5-16-006789-6. - Tekct : a/meKTpoHHBIN. — Pexum
nocryna: https://znanium.ru/read?id=358180

JlonmoIHUTeIbHAS JIUTepaTypa:
1. ApacnanoBa, B. A. JlokymeHTanmonHoe obecrieueHue ynpasienus / B. A. ApacnaHosa. -
Mocksa : lupext-Memua, 2020. - 265 c. - ISBN 978-5-4499-1454-5. - TekcT : 37E€KTPOHHBIN. - —
Pexxum nmocryna: https://znanium.ru/read?id=425973
2. beikoBa, T. A. JlokyMeHTanMOHHOE OOECII€YeHUE YIIPABICHUS HETOCYIapCTBEHHBIX
opranuzauii : yaeoHoe mocooue / T. A. brikoBa, JI. B. Cankuna. — 2-e u3[., nepepad. u J01m.
— Mocksa : UHOPA-M, 2020. — 302 c. + Jlon. martepuansl [DIEKTPOHHBIN pecypc]. —
(Briciee obpaszoBanme: bakamaspuar). - ISBN 978-5-16-010379-2. - TekcT : 3MeKTpOHHBIN. —
Pexxum noctyna: https://znanium.ru/read?id=355409
3. JlaBpentheBa, M. I'. JlokyMeHTallMOHHOE OOECIIeUeHUE KaJpOBOU JeATeIbHOCTH B chepe
UHAYCTPUHM TOCTENPUUMCTBA: TNPAKTUKyM : yudeObHoe mocobue / M.I'. JlaBpenTheBa, A.B.
MomaeB' MoJT pefl. KaHJ. UCT. HayK, aoi. H.I'. MoxxaeBoit. — Mocksa : UHOPA-M, 2022. — 99
— (Bsicmiee oOpa3oBaHue: bakanaspuar). — DOl
10 12737/textbook_5923d72ab18433.20521839. - ISBN 978-5-16-011901-4. - Tekct
ANEKTPOHHBIN. — Pexxum noctyna: https://znanium.ru/read?id=378487

HopmaTuBHO-IpaBOBBIC JOKYMEHTBI:

1. Koncrutyuusa Poccuiickoit ®enepaunu. [Ipunsra BceHapoaHbiM rosocoBanueMm 12.12.1993
(c yueToMm nomnpaBok, BHeceHHbIX 3akoHamu P® o nonpaskax k Koncturynuu PO ot 30.12.2008
Ne 6-OK3, or 30.12.2008 Ne7-®K3, ot 05.02.2014 Ne2-®OK3, ot 21.07.2014 Nell-DK3).
http://www.consultant.ru/document/cons_doc_LAW_28399/

2. Tpaxnanckuit kogekc Poccmiickoit @enepanuu. Yactu miepBasi, BTopasi, TPEThs M YeTBEpTasl.
http://www.consultant.ru/document/cons_doc_LAW 5142/

3. Tpynosoii konekc Poccuiickoit @eneparun. [Tpunsat ocynapcrsennoi Jymoit 21.12.2001.
Ono6pen Coserom Deneparun 26.12.2001.
http://www.consultant.ru/document/cons_doc_LAW_34683/

IHNEPEYEHb NTHO®OPMAILIMOHHO-CITPABOYHBIX CUCTEM
1. CnpaBouno-npaBoBas cuctema «Koncynbrantllnroc» http://www.consultant.ru/
2. UudopmannonHo-mnpaBoBas cucrema «[ apant» http://garant.ru

3. HudopmanmonHo-npaBoBas cucteMa «3akoHonareabctBo Poccumy» http://pravo.gov.ru/ips/
17



https://znanium.ru/read?id=420654
https://znanium.ru/read?id=437674
https://znanium.ru/read?id=358180
https://znanium.ru/read?id=425973
https://znanium.ru/read?id=355409
https://znanium.ru/read?id=378487
http://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_5142/
http://www.consultant.ru/document/cons_doc_LAW_34683/
http://www.consultant.ru/
http://garant.ru/
http://pravo.gov.ru/ips/

INEPEYEHDB TIPO®ECCHUOHAJIBHBIX A3 TAHHBIX
1. ba3za nanusix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf
2. Cranmaptsl u periiamenTsl (DenepanbHOe areHTCTBO MO0 TEXHUYECKOMY
peryaupoBaHuto u Metposioruu Poccranmapr) http://www.gost.ru

3. Poccuiickuii apXuB rocyAapCTBEHHBIX CTaHAAPTOB, CTPOUTEIBHBIX HOPM H ITPABHI
(PAI'C) http://www.rags.ru/gosts/2874/

HHEPEYEHD PECYPCOB NHO®OPMAILIMOHHO-
TEJJEKOMMYHUKALIMOHHOU CETHU "UHTEPHET'", HEOBXOINMBbIX
JUIA OCBOEHUA JTUCIHUITJIMHBI

1. http://www.uisrussia.msu.ru/ - yausepcurerckas uadopmarmontas cuctema POCCHUS

2. http://cyberleninka.ru/ - nay4nas snekrponnas oudiaunoreka «KuodepJlennaka»

3. http://www.eup.ru - Hay4HO-00pa3oBaTe/bHBI MOPTad «DKOHOMHUKA W YIpaBJICHHE Ha
OpeANpUATHIX». BUOTHOTEKa 5KOHOMUYECKON M YIIPABICHYECKOH TUTepaTyphl

4. http://www.economicus.ru — o6pazoBaTeabHO-CIIPABOYHBIN CAUT 110 SIKOHOMHUKE

5. http://www.cfin.ru - Bubnuoreka ynpasieHus

6. https://eios.reakf.ru/ - KommbroTepHas mojaaepixkka yueOHoM aesTeabHocTH KpacHomapckoro
¢unmnana POY um. I'.B. Ilnexanosa

NEPEYEHDb NHP®POPMANNOHHBIX TEXHOHOFHﬁ,
HNCITOJIB3YEMBIX 1P OCYIIECTBJIEHUUN OBPA3OBATEJIBHOTI'O
INPOLIECCA no JUCHUIIJINHE, BKJIIOYAS INEPEYEHD
INPOTPAMMHOI'O OBECIIEYEHUA
1. OC Windows XP PRO
2. Office Professional Plus 2007 Rus OLP NL AE (Microsoft Word, Microsoft Excel,
Microsoft Access, Microsoft PowerPoint, Microsoft Publisher)
3. AnrtuupycHas nporpamma Kacnepckoro Kaspersky Endpoint Securrity mis ousneca-
Pacmmpenssiii Rus Edition
4. Tlporpammuoe obecnieuenue o aunenzun GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHBI

Hucnumnnuna «JlokyMeHTalmoHHOe o0eclieueHne ypaBlIeHUs» 00ecTieueHa:
JUTSl IPOBEJICHUSI 3aHATUN JTEKIIMOHHOTO TUIA!
— yueOHO# ayauTopueii, 000pyJ0BaHHOHN yueOHOI MeOebio, MyJIbTUMEIUHHBIMU
cpencTBamMu OOy4eHUS I IEMOHCTPAIMH JICKITUH-TIPE3eHTalINT;
JUTS TIPOBEICHUSI 3aHATHI CEMHUHAPCKOTO THIA (npakmuyeckue 3aHamus);
— ydeOHo# ayauTopueii, 000py10BaHHOM yueOHOI MeOebIo M TEXHUYECKMMHU CPeICTBaMHU
00y4eHus, CIIyKalllUMU JJIs1 IPeCTaBlIeHNs yueOHO! nH(popMaluu:
JUISL CAMOCTOSITENTbHON pabOThI;
— TIOMEIIEHUEM JJISi CAMOCTOSTENIbHON pabOThl, OCHAIEHHBIM KOMIIBIOTEPHONU TEXHUKOM C
BO3MOXKHOCTBIO NOJIKITFOUeHUS K ceTu «HTepHeT» n obecnieueHneM A0CTyma K
AIIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEIbHON Cpeie YHUBEPCUTETA.

IV. METOAWYECKUE YKA3AHMSA 17151 OBYYAIOIINXCS MO
OCBOEHMIO JTUCHUIIUHBI

» Meronnueckue peKOMEHIAUH [0 OPTaHU3ALUH U BBITIOJIHEHUIO BHEAY TUTOPHON
CaMOCTOSITENIbHOM pabOTHI.
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» Meroaudeckue peKOMEH/IAIMY 110 HaITMCaHuIo pedepaTa U JOKIJIAI0B.

V. METOAUYECKHUE MATEPHAJIBI, OIIPEAE/IAIOIUE ITPOONEAYPBI
OIEHUBAHMUS 3BHAHUU U YMEHHNU, XAPAKTEPU3YIOIUX DTAIIbI
®OPMHUPOBAHMA KOMIIETEHIIAM

PesynbraThl TeKymero KOHTPOJS UM HPOMEXKYTOUHOW arTecTaudl  (OPMHUPYIOT

PEUTHHIOBYIO OLIEHKY paboThl obOyuvaromierocs. Pacmpenenenue 6ayioB npu GopMHUPOBAHHUH
PEUTHHTOBOW  OIEHKM pabOThl OOYy4YaloLIerocs OCYLIECTBISETCS B  COOTBETCTBUU  C
«ITonoxeHnemM o peHTUHTOBOI CUCTEME OLIEHKH YCIIEBAEMOCTH M KaueCTBa 3HAHUI CTYJIEHTOB B
nporecce OCBOCHHUS JUCHUIUIMHBL  «JloKyMeHTanmoHHOEe oOOecreueHne YNpaBlIeHUs» B
denepanbHOM TOCYIapCTBEHHOM OIO/PKETHOM 00pa30BaTEIbHOM  YUPEKICHHH  BBICIIETO

oOpa3zoBanus «Poccuiickuii s3xoHoMuueckuii ynusepcurer umenu I'.B. IlinexanoBay.

Tabmauua 4
MakcumajibHOe KOJIHYeCTBO
Buabi pator
0aJ10B

BpinonHeHue yueOHbIX 33JaHui Ha ay IMTOPHBIX 3aHATHSIX 20
Texymmii KOHTPOJIb 20
TBOpUeCKHuil peUTHHT 20
[TpomesxyTouHas arrecranus (9K3amen) 40
UTOI'O 100

B coorBerctBun c llosnoxkeHueM O pEHTHHIOBOM CHUCTEME OLIEHKH YCIIEBAEMOCTH M
Ka4yecTBa 3HAHUH, OOYYAIOIIMXCS «IpErnoAaBaTenb Kadenpbl, HEMOCPEIACTBEHHO BEAyIIHN
3aHATUA CO CTYACHUECKON TIpymmoi, o0s3aH MpouH(DOPMHUPOBATH TPYIIy O paclpeiciieHuu
PEUTHHTOBBIX 0aJIOB IO BCEM BUAAM padOT Ha MEPBOM 3aHATHH y4eOHOTO MOy (cemecTpa),
KOJIMYECTBE MOAYJEH 1Mo y4eOHOW AMCUMILIMHE, CpOoKax U ¢dopMax KOHTPOJSI UX OCBOCHUS,
dbopMe MPOMEKYTOUHOM aTTeCTallMM, CHUKEHUU OaJlJIOB 32 HECBOEBPEMEHHOE BBIIIOJHEHUE
BBIJIaHHBIX 3afaHui. OOydaroluecs B TEYEHHUE YYEeOHOro MOAYJs (CeMecTpa) MOJIydaroT
MH(pOpPMALIMI0O O TEKYLIEM KOJIMYECTBE HAOpaHHBIX IO JUCHMIUIMHE OaJlJIoOB 4Yepe3 JIMYHBIN
KaOMHET CTy/IEHTa».

VI. OHEHOYHBIE MATEPHAJIbBI JJIsd ITPOBEAEHUSA TEKYIIEI'O
KOHTPO.ISI U TIPOMEXKYTOUYHOM ATTECTALIMA

OrneHouHble MaTepualbl MO JUCHMIUIMHE pa3paboTaHbl B cooTBeTcTBUM ¢ Ilomoxenuem o0
OLICHOYHBIX MarepHuajax B (erepaJlbHOM TOCYJapCTBEHHOM OIOJKETHOM 00pa30BaTEIbHOM
YUpEXKACHUU BBICIIEro obpazoBaHus «Poccuiickuii sxoHOMHUYecKUi yHHMBepcuTeT uMeHu ['.B.
[Inexanosay.

Temamuka Kypcoewvix pabom/npoexkmoas
KypcoBast pabora/mpoekT mo jauciuIiuimHe «JlokymeHTanmoHHoe —oOecrnieueHue
yIOpaBieHUs» y4eOHBIM IIJIAHOM HE MpPeayCMOTpeHa

Hepeuenb 60NPOCOB K IK3AMEHY .

Hom
€p
BOII
poca

[TepeyeHb BOIPOCOB K IK3AMEHY

19



1. Urto nmoHUMaeTcs MoJ1 OpraHu3alyen JoOKyMeHToooopoTa?

2. [ToHsATHE TOKYMEHTO00O0pOTA, €0 KOJIMYECTBEHHbIE U KAUECTBEHHbIC XapaKTEPUCTUKHU.

3. MecTo 1 posib JOKYMEHTOB B YIPABJICHUU Ha COBPEMEHHOM JTarle.

4. Q@yHKIUHU JET0NPOU3BOJCTBA.

5. CocraB HOpMaTUBHO-MeToanueckoi 6asel JIOY.

6. Yro nmoHMMaETCs MOJ1 IOKYMEHTAIIMOHHBIM 00eCIieueHHEeM YIIPaBICHUs?

7. [ToHsATHE OpraHU3allMOHHBIX JTOKYMEHTOB

8. Cranpapruzanus u yaudukanus cucremsl JJOVY.

9. O6mepoccuiickue Ki1acCu(UKaTOpbl TOKYMEHTAIIUH.

10. | l'ocynapcTBeHHas ccTeMa IOKYMEHTAIMOHHOTO 00ecneueH s YIpaBICHHUS.

11. | bnaHkU TOKYMEHTOB M TpeOOBaHHUs K HUM.

12. | Crpyktypa gokymenra. TpeboBanus k opopmiiennro fokymenToB 1o ['OCT P 6.30-
2003.

13. | IIpaBuia odopmiienus pekBusurta "aapec", "mara", "ungekc", "Bu3a", "3aromoBok",
"moanuce".

14. | C kakoii nenbto pa3pabaTbIBAlOTCSI HHCTPYKIMH MO JAEJIONPOU3BOACTBY, YTO B HUX
HE00XO0IUMO MPETYCMOTPEThH?

15. | Cucrema opraHu3alluOHHON JOKYMEHTALUH.

16. | Cucrema pacnopsAMTEIbHON TOKYMEHTALINH.

17. | JlaiiTe onpeseneHue TepMUHA '"pacriopsIUTENbHbBIE TOKYMEHTHI .

18. | HazoBute Bubl pacnopsIUTeIbHbIX JOKYMEHTOB.

19. | Buasl u Ha3HAYCHHE JIMYHBIX JOKYMEHTOB.

20. | JlaiiTe onpeneneHrne TEPMUHA "OpraHU3aIlMOHHBIC TOKYMEHTHI".

21. | HazoBuTe BHBI OPTaHU3AIMOHHBIX JOKYMEHTOB.

22. | Cucrema HH(OPMAIIMOHHO-CIIPAaBOYHOH TIOKYMEHTALIUH.

23. | CnyxxeOHas repenvcka Ha MpeIpUsITHH.

24. | TlpaBuia ohopMIIeHUS CITY)KEOHOTO MUChMA.

25. | CTpyKTypa AETIOBbIX 1 KOMMEPYECKHX IHCEM.

26. | Kimaccuduranms 1emoBbIX 1 KOMMEPUYECKHX ITHCEM.

27. | TloHsiTve M MPUHLMIIBI OPTaHU3AMH JJOKYMEHTO000pOTa.

28. | O6paboTKa BXOASAIINX JJOKYMEHTOB.

29. | O6paboTKa UCXOSIIUX JOKYMEHTOB.

30. BHyTpeHHHE TOKYMEHThI OpraHU3aIIH.

31. | YKaxkuTe TEeXHOJIOTHIECKYIO ITOCIIEA0BATENFHOCTD 3TANIOB PA0OTHI C BXOIAIIAMHA
JOKYMEHTaMH.

32. | Uro Takoe HOMEHKJIATypa Jell, ¢ KaKOH 1eJIbI0 pa3padaThIBAIOTCS TUTIOBEIE
HOMEHKJIATyphl J1en?

33. | Pabota c muceMamMu U 0OpaIIeHUSIMH TPaXK/IaH.

34. | IlpuBenuTe npuUMephl PETHCTPALUHU IOKYMEHTOB.

35. | CocraBieHne HOMEHKIIATYPBHI JISII.

36. | ®opmupoBanue U 0HOpMIICHHUE JIEIL.

37. | IlogroroBka M nepejaya JOKYMEHTOB HA apXUBHOE XpaHEHHUE.

38. | Uto Takoe KOH(UICHINAIBHBIA JOKYMEHT?

39. | Opranuzanusi paboThl C JOKYMEHTaMH, KOTOpPbIE OTHECEHBI K TOCYIapCTBEHHOH TaiiHe.

40. Ykaxute 0COOCHHOCTH BEJICHUS JIETIOMPOU3BOJICTBA, 00ECTICUNBAIOIIETO YUET U
COXPAaHHOCTh KOH(UACHIIMAIbHOW HHPOPMALIUU U JJOKYMEHTOB.

41 TunoBble OpraHu3alvoOHHbIE CTPYKTYPBI CIY>KOBI JeIONPON3BOICTBA

42 YcnoBust TpyAa paOOTHUKOB CIYXKObI I€JIONPOU3BOJICTBA

43 | KoMIploTepHbIE TEXHOJIOTHH B JIJIONPOU3BOICTBE

44 ObecnieyeHre COXPAaHHOCTH IOKYMEHTOB B JICKTPOHHOU (hopme

20



45

YcraB Kak OCHOBHOM OPraHM3alOHHBIN JTOKYMEHT.

46 CranmapTtHbie Gpa3bl U BRIPAKCHUS ACIOBBIX H KOMMEPUYECKHX IMHCEM.

47 [TpoxoXkeHrEe UCXOISAIIMX U BHYTPEHHUX IOKYMEHTOB.

48 OCc0OEHHOCTH S3bIKA U CTHIISI CITY>KEOHBIX JIOKYMEHTOB.

49 | PexkBU3UTHI MEKXAYHAPOAHOTO NTUchMa. OCHOBHBIE PEKOMEHJAIIMU IO COCTABJICHUIO
TEKCTOB MEX/JIYHAPOJAHbBIX TUCEM.

50 | Yro onpexnensier GopMyisip JOKYMEHTA U YeM OTIUYACTCs (hopMyIisip
JIOKyMeHTa 0T (popmyisipa-obpasma?

51 Ha3zoBute ocHOBHBIE IrpynIbl PyHKLUI ToKkyMeHTa. YeM xapakTepusyer
KOKIYI0 rpymnmy?

52 Uto 00ycnaBauBaeT IOPUINIECKYIO CUITY O(DHIIMATIBHOTO TOKYMEHTa?

53 @OyHKIUN OCHOBHBIX MO/IPa3ACICHUN CITyKOBI JOKyMEHTAIIHOHHOTO
obecreyeHus yrpaBieHHs..

54 ABTOMAaTU3MPOBAHHBIE TEXHOJIOTUU 00PAOOTKHU IOKYMEHTOB U MX BIMSHUE HA CUCTEMY
JIeJIONIPOU3BOICTBA KOHKPETHOM OpraHU3alHH.

55 CrpaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTBHI.

56 CtpykTypa U coaepxKaHue KaapoBoi TokyMeHTauuu. OpraHu3alioHHO-KaApOBbIe
JOKYMEHTHI.

57 OCHOBHBIE acIIeKThl KYJIbTYpHI J€JI0BOH peyH.

58 CranpapTuzanus s3blka JOKyMEHTa. SI3bIKkoBbIe TpeOOBaHuUs K 0()OPMIICHHUIO
PEKBU3UTOB JJOKYMEHTA.

59 Tunuunbie omKUOKY B A3bIKE U CTHIIC JOKYMEHTOB.

60 | SI3pikOBOE OhopMIIEHUE IMYHBIX TOKYMECHTOB.

61 WMHCTpyKIHMS 1O JeJI0NPOU3BOACTBY

62 [onsaTus: mHGOPMAIUIY «TOKYMEHTY, «IOKYMEHTHPOBAHHE.

63 CBs13b uH(MOpMALIUU U TOKYMEHTA.

64 @yHKuuM JokyMeHTa. FOpuanueckas cuia JOKYMEHTa.

65 Poip JOKYMEHTOB B peann3anyy yIpaBIeHYECKUX PEIICHUN U JCHCTBUI.

66 [Momymuuuuky ¥ Konuu. Bups! konuid. ITopsaok opopmiieHHsI KONUM JOKYMEHTOB.

67 PekBH3HTHI yIpaBIeHYECKUX JIOKYMEHTOB.

68 | PekBU3UT «HaMMEHOBAaHUE OpPraHMU3alliu - ABTOpa JOKYMEHTa», TPeOOBaHUS K HEMY.

69 | PexkBU3UT «azmpecaTy, €ro 3HAYCHHUE M COBPEMEHHBIE TPeOOBaHHUs K 0()OPMIICHHIO.

70 Jatbl B nokymeHTe. TpeboBaHUs K UX OPOPMIICHHIO; 1aTa KaK COCTaBHAsI YacTb
JPYTUX PEKBU3UTOB.

71 OpranuzaioHHbie GOPMBI IETOTPOU3BOACTBA. VX 3aBUCUMOCTH OT CrielIUPUKH
OpPraHU3aLMOHHON CTPYKTYPbI YUPEKICHUSI.

72 TpeboBaHusI K CTPYKTYpE U cOCTaBy MH(GOpMALIUU.
Ilpakxmuueckue 3a0anus K 5K3ameHy

Howm | IlepeueHp mpakTHUECKUX 3aIaHUM K IK3aMEHY

€p

3a1a

HUS

1 JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU MPEIIIOKCHHS:
1) aBu30; 2) 10001; 3) BEKCellb.

2 JlaTh TOJKOBAaHUE CIIOBaM, COCTABUTh C HUMH NPEJIOKECHUS:
1) natent; 2) nemMnuHr; 3) smbapro.

3 J1aTh TOJKOBaHUE CIOBAaM, COCTABUTh C HUMU MPEIIIOKCHUS:
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1) pexnamanusi; 2) MapKUpOBKa; 3) cTarHaiusl.

4 JlaTh TOJIKOBAHUE CIOBAM, COCTABUTH C HUMU MPEATIOKECHHUS:
1) npe3eHTauusi; 2) JU3KHT; 3) AUTIEP.
5 JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEI0KECHUS:
1) vaprep; 2) nuctpudbiorep; 3) 6pokep.
6 JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEI0KECHUS:
1) oBepapadt; 2) undusAnus; 3) KOHCAITHHT.
7 JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEJI0KECHUS:
1) odepra; 2) XonauHr; 3) MApKHPOBKA.
8 JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEJI0KECHUS:
1) npaiic-nucrt; 2) nebdet; 3) rpud.
9 JlaTh TOJIKOBAHUE CIIOBAM, COCTABUTH C HUMU MPEIIOKCHHS:
1) aknenT; 2) akT; 3) peectp.
10 JlaTh TOJIKOBAaHUE CJIOBaM, COCTAaBUTh C HUMU MPEJIOKCHUS:
1) ceptudukar; 2) TMMUT; 3) aKKPESIUTHB.
11 Haiit ommOku, MCTIpaBUTh UX:
1) BriBO/1bI KOMUCCHH IPOTUBOPEYAT C MHEHHEM TPYA0BOTO KOJIJIEKTHBA;
2) Manblii Ou3HEC pacTBOpSIETCS U3-3a OpEMEHU HAJIOTOB;
3) Hanoru ¢ kax/10ro aBTOMOOUJISI B3bIMAIOTCSI C YYETOM CYMMBbI PACTAMOXKKH.
12 Haiit ommOku, MCTIpaBUTh UX:
1) IlpenbsBisist peTeH3uu, pyKOBOAUTENISAM HEOOXOUMO YKa3blBaTh PUUNHBL;
2) N'apanTHpOBAaHHOE MUCHMO OTIPABIEHO BOBPEMS;
3) ApennaTop 006s13yeTcsi 3aKII0UUTh BCce HEOOXOIMMBIE JIOTOBOPA HA CTPAXOBAHUE.
13 Haiit ommOku, MCTIpaBUTh UX:
1) Becerna Heo6xo1umMo 000CHOBBIBATh CBOM BBIBO/IBI HA pacyeTax;
2) [loanuceiBasi 1OroOBOPbI, OIUIATA TAPAHTUPYETCS;
3) OnyaunBasi HOBYIO TEXHHKY, BAM HEOOXOUMO yYeCTh BCE HAJIOTH.
14 3aKOHUYUTH JAHHBIE MPEATIOKEHUS:
1) B cBs13u ¢ BO3HUKIIMMU (PUHAHCOBBIMU TPYIHOCTSIMH. . .
2) Ccbutasich Ha yCTHYIO JOTOBOPEHHOCT. . .
3) B nensx ckopeiiiero pemeHus Bompoca. . .
15 3aKOHUYUTH JAHHBIE MPEATI0KEHUS:
1) Ha ocHOBaHMM NPECTAaBICHHBIX JOKYMEHTOB. ..
2) B cBs13u ¢ HapyleHHeM rpa@uka IocTaBoOK NPOAYKIIHH. . .
3) Bo n3bexxanue KOHQIMKTHBIX CUTYaluH. ..
16 3aKOHUYUTH JAHHBIE MPEATIOKEHUS:
1) ITo npuunHe 3aA€p>KKU 3apIIaThl. ..
2) BBuay 3anepKu MoaydeHus rpysa. ..
3) BenieactBre M3MEHEHUs 1IeH Ha SHEPTOHOCUTEIH. ...
17 CocTraBUTh HCHMO-3aIPOC.
18 CocTaBHUTh OTBET HA MHCHMO-3aMPOC.
19 CocTaBUTh NMCHMO-PEKJIAMALIUIO.
20 CoCTaBUTH MPE3CHTAITMOHHOE TIHCHMO.
21 CocTaBUTh MUCHMO-TIOITBEPKICHHE.
22 CocTaBuUTh aKT.
23 CocTaBUTh rapaHTUHHOE MMHUCHMO.
24 CocTaBUTh NMCHMO-TIPUTJIALICHHUE.
25 CocTaBUTh MHUCHMO-PE3IOME.
26 CocTaBUTh CONPOBOUTEIBHOE MUCHMO.
27 CocTaBUTh MHUCHMO-TIPOCHOY.
28 CoctaBuTh 01aroJapCcTBEHHOE MHUCHMO.
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28 CocTaBUTh NHCHMO-TIPUTJIALIICHHUE.

30 CocTaBUTh MHCHMO-0TKA3.

31 CocTaBUTh MHUCHbMO-JICKJIAPAIHUIO.

32 CoCTaBUTh MHUCHhMO-PEKIIAMAIIHIO.

33 CocTaBuTh NPHUKa3 KaK PACHOPSAUTEIbHBINA JOKYMEHT.
34 CocTaBUTh OOBSICHUTEIBHYIO 3aIHCKY.

35 CocCTaBUTh MHUCHMO-TIPETIOKEHHE.

36 CoctaBuTh MUCEMO-0EPTY.

Tunogvie mecmoevie 3a0aHus’
1. K opraHu3aiMOHHBIM IOKYMEHTAM OTHOCSITCS (HA3BATh HYKHbI€ BAPUAHTHI):
a) aKThI,
0) ycTaBbl;
B) IITaTHOE PACIIMCAHKE;
I') JOJKHOCTHAsI UHCTPYKIUS;
1) OTYETHI,
€) nuchbMa.
2.Kaxkoii 0;1aHK opraHu3anuu NpUMeHSIIOT 1J1s1 oopMIIeHHs PUKAa3a M0 OCHOBHOI
aeaTeJJbHOCTH?
a) OJIaHK MHUChMa;
0) Gy1aHK KOHKPETHOT'O BHJ1a JOKYMEHTA;
B) OJaHK JOJHKHOCTHOTO JIMIIA.
3. HoanuchIBaeT MPUKA3BI
a) PYKOBOJUTEIb CTPYKTYPHOTO TIOJIPa3 ICIICHUS;
0) pyKOBOAUTEIb OPraHU3AIUY;
B) IOJDKHOCTHOE JIMIIO-COCTABUTEIIBIIPHKA3a.
4. Kakoii pekBU3UT 00513aTeJIbHO 0()OPMIISIETCSI MPU BHEIIHEM COTJIACOBAHUM JOKYMEHTAa?
a) rpu¢ coriacoBaHus;
0) BU3BI COTJIaCOBAHUS;
B) rpud OrpaHUUYEHUS IOCTYIA K JOKYMEHTY.
5.3 kakuX TpeXx JOKYMEHTONMOTOKOB COCTOUT JOKYMEHTOO0OPOT MpeInpusiTusi?
a) UCXOJIAIIETO;
0) BHYTpEHHETO;
B) MIOCTOSIHHOT'O;
T') IEPEMEHHOTO;
1) cy4yaitHOrO;
€) BXOJISIIIETO.

Ilpumepwl 6onpocoe 011 onpoca:

1.KakoBbI coBpeMeHHbIe TPeOOBAaHUS K SI3bIKY M CTHIIIO YIIPABIEHYECKUX TOKYMEHTOB?

2.Uto coboit mpeacTasisier YcraB opranuzanuu? KakoBbl OCHOBHBIE TPEOOBaHHS K €ro
COCTaBJICHUIO ¥ O(OPMIICHUIO?

3.Kak opopmurts [Tonoxenue o6 otnesne umm ciryx0e opranuzanuu?

4. Kak opopMHTb ITaTHOE pacnucaHue?

5. Kakue TpeGoBaHus IpeabsIBISIIOTCS K OPOPMIIEHHIO JOTOBOpA, KOHTpaKTa?

6.YTo Takoe MHCTPYKIIUS, KAKOBO €€ coJepxaHue U opopmiieHue?
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Ilpumepvt mem zpynnoevix ouckyccuii:

1 CpaBHEeHHE UCTOPUYECKHX MTEPHOAOB B PA3BUTUU POCCUHCKOTO JIETONPOU3BOICTBA.

2 AHanu3 COBETCKOTO MepHo/ia B pa3BUTHH JIEIOMPOU3BO/ICTBA.

3 Pazpabotka 61aHKOB IOKYMEHTOB JJIsi KOHKPETHOI OpraHu3aluu.

4 Pacyet unciaeHHOCTH ciryx0b1 JIOY.

5 Pazpabotka yHupumpoBaHHbIX (OpM TOKyMEHTOB B cpeae Microsoft Word.

6 Pa3paborka mabroHOB A  OQOpPMIIEHHS OPraHMU3AIMOHHOM JOKYMEHTalluu
KOHKpETHOU opranusanuu B cpeae Microsoft Word.

7 Peructpanusi BXOAsIIEH U UCXOAAIIEH KOPPECIIOH ICHIIUH.

Ilpumepor munoevix 3a0anuil 011 KOHMPOJIbHOU PAOOmMbL:

1./laTb TOJNIKOBaHME CI0BAM, COCTAaBUTh C HUMH MPEAIOKEHUS.
IIpoTokoi, OTYeT, /1eI10BOE NUCbMO, aKT, peKiIaMalus, (pakTOpUHT.
2.Haiitn oKy B IPEUIOKEHUSX, 3aHCaTh MPABHIBHO:

a. Mp1 IIUPOKO I'OTOBUJIMCH OTIIPA3aAHOBATDH F00MIeH Halllel KOMIIAaHHH.
0. S1 manexo emie He UCIO0Ib30Bajl BO3MOXKHOCTH HOBOI'O METOA.
B. CTOJ'IHp caciaall 3TOT CTOJ U3 z[y6a C YCTBIPbMS HOXKXKaMU.

3.J106aBUTh CyIIECTBUTENbHBIE K TPEAJIOraM W TPEAJIOKHBIM COYETAHUSIM, COCTaBUTH 2-3
NpeATI0KEHHUs ¢ HEKOTOPBIMU U3 HUX:

B cBsi3u ¢, mo mpuumHe, BCIEACTBHE, KacaTelbHO, HE3aBUCUMO OT, B LEIAX, B
OTHOUICHUH.
4. CocTaBuTh MPUKA3; MTUCHMO-3aIPOC.

Tunoewvie mecmoewie 3aoanus:

1. K opranu3anMOHHBIM JOKYMEHTAM OTHOCATCS (HA3BATH HY’KHbIe BAPDHAHTBI):
a) aKThI,
0) ycTaBbl;
B) IUTaTHOE PACIIUCAHUE;
I') JOJKHOCTHAsI MHCTPYKIUS;
1) OTYETHI,
€) MuchbMa.
2. Kaxkoii 0;1aHK OpraHu3anuy NPUMEHSIIOT 1JIs1 0()OPMJIEHH NPHKA3a 110 OCHOBHOI
aeaTeJbHOCTH?
a) OJaHK MHCHhMa;
0) Gy1aHK KOHKPETHOTO BHJ1a JOKYMEHTA;
B) OJIaHK JIOJPKHOCTHOTO JIMLA.
3. IToanucepiBaeT NpuKa3bl
a) pyKOBOJUTEIb CTPYKTYPHOT'O MIOAPA3AEICHMUS;
0) pyKOBOAUTENIb OPTaHU3AINH;
B) JIOJKHOCTHOE JINL[O-COCTaBUTEIBIIPUKA3A.
4. Kakoil peKBU3UT 00s13aTeIbHO 0(pOPMIIAETCS IPH BHELIHEM COIVIACOBAHUM JOKYMEHTA?
a) rpu¢ CcoriacoBaHus;
0) BU3BI COTJIaCOBAHUS;
B) rpu¢ orpaHnveHus A0CTyna K JOKYMEHTY.
5.3 kakux Tpex J0KYMEHTONOTOKOB COCTOUT JJOKYMEHT0000pOT npeanpusTus?
a) UCXOJSIIETO;
0) BHYTpEHHETO;
B) IOCTOSIHHOTO;
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T') IEPEMEHHOTO;

1) CIly4aitHOro;

€) BXOJIAIIETO.
Temamuka 3cce.

1. HopmaruBHas 0OCHOBa Mpoliecca JOKYMEHTHPOBAHUS YIIPABICHHSI IEPCOHATIOM.
2. OpraHu3aiMoHHBIC KaIPOBBIE IOKYMEHTBI: COCTaB, COJIEP:KaHUE, MTOPSIIOK MOATOTOBKH U
odopmIIeHHUS.

3. JlomKxHOCTHAS MHCTPYKIUS KaK OPraHU3aIlMOHHBIN KaIpOBbIi JOKYMEHT.
4. TlonoxxeHue O CTPYKTYPHOM IMOAPA3/ICICHUN KaK OPraHu3alMOHHBINA KaJpOBBIii
JIOKYMEHT.
5. JlokymMeHTHpOBaHHE MPOLIeCcCa YBOJIbLHEHHS COTPYAHUKOB.
6. JlokyMeHTHpOBaHHE MpoIiecca OTKOMAHIUPOBAHUS IEPCOHANA.
7. CocraB u BUbl KaJpOBOIl TIOKyMEHTALIUH.
8. Ayrcopcunr u ayrcrad(GUHT epcoHana: MpakTUKa MpuMeHeHus. [JoKkyMeHTHpOBaHKe
mpolecca nNpeA0CTaBICHHSI OTIIYCKOB.
TunoBasi cCTpyKTypa 3K3aMeHALMOHHOI0 O1JieTa
Haumenosanue ouenounozo mamepuana Maxcumanwvhoe
Koiuuecmeo 0annios
Bonpoc 1 16
Bonpoc 2 16
Ilpakmuueckoe 3a0anue 8

Ioka3aTe/in U KpUTEPHH OLIEHNBAHNUS IJIAHUPYEMbIX Pe3yJIbTATOB OCBOCHUS

KOMHeTeHHI/Ii’i /| pe3y.]IbTaTOB OﬁyquI/Iﬂ, IHKaJa OICHUBaHUA
Tab6mumna 5

Nupunkarto Yposerr,
dopmupyemble A P

Kpurepun 0CBOEHMS
Ixana oneHnBaHUA MOCTHIKEHHUSA
KOMIIETEHIIHH OLIeHUBAHMS KOMIIETEHIH
KOMIIETEHIIHH i

[MK1-®opmupoBanue 3HaeT BEpHO U B IpoaBUHYTHI
BO3MOKHBIX MOJIHOM O0beMe: ]

pellleHHii Ha OCHOBe MpeIMETHYIO 00J1acTh U
pa3padoTaHHBIX sl crieuduky

HHX HeJeBbIX| NesTeIbHOCTH
nmoka3zareJei OpraHu3alu B oo0beMe,
MTOCTATOYHOM JIA
MK-1.1  BeisgBneHue,pemeHus 3a1a4 busHec-
coop u aHaIM3[aHaIn3a.

nHpopManny OuzHec-YMeeT BEpHO U B
«OTJIUIHO» aHaIM3a JUIS[OJTHOM o0beme:
(bopMupoBaHUs QHAITM3UPOBAThH
BO3MOXKHBIX PEIICHUH [BHYTpEHHHE (BHEUTHHE)
(baKTOpHI U yCIOBHS,
BIIMSIONINAC HA

e TeIbHOCTh
OpraHU3aIH.
OrneHnBaTH OM3HEC-
BO3MOYKHOCTb
[peaM3aliy peIeHus C
[TOYKH 3pEHUS

85—
100
0aJ
0B
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BHIOPAHHBIX IIEJIEBBIX
ToKa3aTeJeil.
IBEISIBIISATS,
[PETUCTPUPOBAT,
QHATM3UPOBATH U
KIacCH(MUITUPOBATH
[PUCKH U pa3pabaThIBaTh
KOMILJIEKC MEPONPUATUI
M0 UX MUHUMHU3AIIH

IK-3 TakTnyeckoeyy_3 » Pa3pa60TKa3HaeT BEPHO U B HpOIIBUl/IHyTI)l
ynpaBJeHue NpeioKeHHit [1o[TOTHOM 00beme: i
npoueccamu paronaTM3aIHH CTaHAAPTHI 5
OpraHu3anmu CTpyKTypBI [YHE(UIIHPOBaHHON
MPOU3BOCTBA yripaBeHst CHCTEMBI
POM3BOICTBOM plOPTaHN3ALHOHHO-
0OTBETCTRHI cpacmopsi M TenbHOI
uensMu u - crparerueiif OXY MCHTALHH, CAHHAL
OpTaHH3aINH, cacTeMa .
neficTByiommx  crcrewm,[[SXHOTOTHIECKOT
bopm  m  MeromoplOKYMEHTALIH
yrpaBienus 'Ymeer BepHO U B
HPOM3BOICTROM, 1100/ THOM odbeMe:
coBepmeHcTBOBaHMI0 [PACHPCACTATE 1
OpraHI3AHOHHO- KOHTPOJIMPOBATH
IpACTIOPSTHTE B HOIT MCTIONB30BAHKE
0Ky MeHTALHH IPOH3BOICTBEHHO-
opraHHaLIH [TEXHOJIOTHYECKHUX
10KyMeHT0060poTa, MOPCCYPCOB, BBIOMHATE
BHEIPEHNIO [paboThI 1O MPOEKTY B
TeXHHUECKHX ~ cpescTB 00 BCTCTBIH C
06paGoTKy TpeOOBaHUSAMU TIO
H(opMar, KayecTBY HOBOTO
epCOHANBHBIX MpoAyKTa
KOMIIBIOTEPOB U CETEH,
ABTOMATH3HUPOBAHHBIX
[pabouux MecT
IMK1-®opMupoBanue 3Haer ¢ IloBbIILIEHHBI
BO3MOKHBIX He3HAYNTEeNLHBIMU i
pelleHHIT Ha OCHOBe BaMeYaHHsIMU:
pa3padoTaHHBIX  UIA NpeIMETHYI0 00J1acTh U
HUX 1eJeBbIX crienuduky
nmokazaTeJieii esaTeTbHOCTH
OpraHu3anyu B o0beme,
MOCTaTOYHOM JIJIS
MK-1.1 BLMBHeHHe’pemeHm 3a7a4 OM3HecC-
aHaJM3a.
70— coop u AHAMYY, o
84 pHpopMmarH 6H3HeC_He3Ha‘ll/lTeﬂLHLlMﬂ
«XOpOLIO0» aHaM3a TS
0a BaMeYaHUsIMU:
(hopmMupoBaHUA
0B AHAJIN3UPOBATH

BO3MOYKHBIX pPELICHUH

BHYTpPEHHNUE (BHEIITHHUE)
(baKTOpHI U yCIOBHS,
BIIUSIFOIIUE HA
NesITeIbHOCTD
OpraHU3alMU.
OueHunBaTh OM3HEC-
BO3MOKHOCTb
[peann3aliy PEIeHHs C
[TOYKH 3pCHUS

BBI6paHHI)IX TCJICBBIX
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TOKa3aTeeH.
IBEISIBIIATE,
[PETUCTPUPOBATH,
AHATM3UPOBATH U
KIacCH(MUITUPOBATH
[PUCKH U pa3pabaThIBaTh
KOMILJIEKC MEPONPUATUI
MO0 MX MUHUMM3AIUU

MK-3 TakTuueckoe[llK-3.2 Pa3pabotka3naer ¢
ynpaBJieHue MPEeAI0KEHUH MOHE3HAYHMTETbHBIMHI
npoueccamu [paqroOHaIN3alnu BaMEcYaHUAMMU:
OpraHu3alMH CTPYKTYPbI CTaHAapThl
POM3BOACTBA [yIpaBJIeHUS [YHHPHUIHPOBAHHOM
TPOU3BOJICTBOM BCHCTEMBI
COOTBETCTBUH ClOpTaHM3aIMOHHO-

OpraHH3alIiy,
MEMCTBYIOIUX CHUCTEM,
bopm  m
[ynpaBieHuUs
MPOU3BOJICTBOM, o
COBEPIIICHCTBOBAHHIO
OpTaHU3aIMOHHO-
[pacTIOpsITUTENbHOM
IMOKyMEHTaIN 7l
OpTaHHU3aIIN
IMOKyMEHTO000pOTa, TI0|
BHEIPEHHIO
TeXHHYECKUX
00paboTKH
MHbOpMaLUH,
MEepPCOHATIBHBIX
KOMIIBIOTEPOB U CETEH,
ABTOMATH3HPOBAaHHBIX
[pabodnx MecT

CpencTB

LEIsIMH U CTpaTeruepacnopsauTeabHON

JMOKYMCHTAalluU, €AuHas
CUCTCMa

METOJOB[TEXHOJIOTHUYECKOH

IMOKyMEHTaIUN
3HaeT BepHO U B
MOTHOM o0beme:
[pactpenesiaTh 1
KOHTPOJIUPOBATh
MCIIONB30BaHKE
POU3BOACTBEHHO-
[TEXHOJIOTHYECKHX
[PECYpPCOB, BBINOIHATH
[pabOTHI IO IPOEKTY B
COOTBETCTBHH C
TpeOOBaHUSAMU TIO
Ka4uecTBY HOBOTO
NpOIyKTa

50 —
69
0aJ
0B

«YAOBJICTBOPUTEJIBLHO»

[MK1-®opmupoBanue
BO3MOKHBIX

pelleHUid Ha OCHOBe
pa3padoTaHHbIX sl
HUX 1eJeBbIX
noxkasaresei

MK-1.1 BrisBnenue,
cOop u aHamn3
mHpOpMaUK  OU3HECA
aHaIM3a US|
(bopMupoBaHUs
BO3MOXKHBIX PEIICHUN

3HaeT Ha 6a30BOM
YPOBHE, ¢ OIIMOKAMU:
MpeIMETHYIO 00J1acTh U
crenuGuKy
MesITeIbHOCTH
OpraHusaiiu B 00beMe,
IMOCTATOYHOM JIJIst
pereHust 3aa4 Ou3Hec-
aHaIM3a.

'YMeeT Ha 6a30BOM
YPOBHE, € OIIMOKAMU:
aHAITN3UPOBATh
BHYTpEHHHUE (BHEIIHHUE)
(baKTOPHI M YCIOBHS,
BITMSFOIIIAC HA
MesITeTbHOCTD
OpraHu3alvH.
OrneHnBaThH OU3HEC-
BO3MOKHOCTb
[PEATN3AIH PEIICHHUS C
[TOUKH 3PCHUS
BHIOPAHHBIX IIEIEBBIX
roKazaTesei.
IBEISBIISTS,
[PETUCTPUPOBATS,
AHAJTM3UPOBATH U

ba3oBblii
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KJIacCU(UITUPOBATH
[PUCKH 1 pa3pabaThIBaTh
KOMILTIEKC MEPOTIPHUATHI
10 UX MUHUMH3AIUU

IK-3.2 PaspaboTka3HaeT Ha 6a30BOM
TIPENI0KEHUN MO)ypPOBHE, ¢ OIIMOKAMH:
[PallMOHATIU3aLHI CTaHIAPTHI

IK-3 TakTu4eckoecrpykryps YHHGUIMPOBAaHHON

ynpaBJjeHue [yIIpaBJICHMS CHCTEMBI

mpoueccamu MPOM3BOJICTBOM BOpraHUM3alMOHHO-

OpraHu3anuu COOTBETCTBUU CpacopsIUTEIbHON

MpPOU3BOACTBA LEIsIMH U CTpaTerueljoKyMeHTaluu, equHast
OpraHM3aIuy, crucTreMa
IMENCTBYIOIUX CHUCTEM,TEXHOJIOTUYECKOM
(bopm " METOIOBITOKYMEHTALIMK
[yIIpaBIECHUS
TPOU3BOJICTBOM, nolYMeet Ha 6a30BOM
COBEPILICHCTBOBAaHUIO [YPOBHE, ¢ OLIUOKAMMU:
OpraHu3alMOHHO- [pacrpenensaTs u
[Pacrops.AUTEIbHOU KOHTPOJINPOBATH
TOKyMEHTAaLu1 HMCII0JIb30BaHUE
OpraHu3aun TIPOM3BOICTBEHHO-

,IlOKyMeHTOO60pOTa, IOTEXHOJIOTUYCCKHUX

BHEIPEHHIO [pECypCOB, BBINOJIHATH
TEXHHYECKUX  CPEACTBpabOTHI IO MPOCKTY B
00paboTKH COOTBETCTBHUH C
MHpOpMAaINH, [TpeOOBaHUAMH 10
MEepPCOHAIBHBIX Ka4ueCTBY HOBOTO
KOMITBIOTEPOB U CETEH,[IPOIyKTa
ABTOMATH3HPOBaHHBIX
[pabouux MecT
[K1-®opmMupoBanue 3Haer ¢ Komnerenun
BO3MOKHBIX He3HAYNTeILHBIMI U He
pelleHMii Ha OCHOBE 3aMeYaHUsIMH: copmupoBa
pa3padoTaHHBIX IS MPEeAMETHYIO 00JIacTh HBI
HUX 1eJeBbIX crieruduky
nmokazareJieii NesTeTbHOCTH
OpraHu3alyu B o0beme,
MOCTaTOYHOM JIJIS
[pemeHust 3a1a4 Ou3Hec-
aHaJM3a.
'Ymeer ¢
He3HAYNTEeNLHBIMU
MK-1.1 BrisBnienue,
3aMeYaHUsIMH:
coop u aHaIn3
MeHe AHAITM3UPOBATH
uHdopmanuu  OusHec-
e 50 | «Heyl10BJIeTBOPHUTEIbHO BHYTPEHHHUE (BHEIITHHE)
aHaIM3a US|
oann » (baKTOpHI U yCIOBHS,
(hopmMupoBaHus
OB BIMSIOIINE Ha

IBO3MOXKHBIX peIHCHI/Iﬁ

MesITETbHOCTD
OpraHu3aluy.
OrneHuBaTh OM3HEC-
BO3MO>XKHOCTH
[pean3aly peleHus ¢
[TOYKH 3pEHUS
BHIOpAaHHBIX I[EJIEBBIX
Toka3aTeJeil.
IBBISIBIISITS,
[PETUCTPUPOBATD,
QHAJM3UPOBATh U
KIacCH(MUITUPOBATH
h)I/ICKI/I U pa3pabaThIBaTh
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MnK-3 TakTH4eckoe
ynpaBJieHue
npoueccamMmu
OpraHu3anuu
NMpPOU3BOJCTBA

KOMIUIEKC MEPOTIPUIATHI
IT0 UX MUHAMH3AIIUI

[pabouux MecT

MK-3.2 PazpabotkaHe 3HaeT Ha 6a30BOM
MpeIoKEeHUN NO)ypOBHE:
[pallMOHATM3aLuH CTaHIapTHI

CTPYKTYPBI yHH(HUIIMPOBaHHON
lynpaBieHuUs CHCTEMBI
MTPOU3BOICTBOM BOpraHU3alnOHHO-
COOTBETCTBHHU ClpacropsIIUTENbHON
LEMIMA W CTpaTerHeHIOKyMEHTAINH, CANHAs

OpTaHH3aIHH, crcTeMa
IMENACTBYIOIUX CHUCTEM,TEXHOJIOTUYECKOM
bopM W METOHOBIOKYMEHTAIUH
lyIIpaBJIeHUs He ymeeT Ha 60a30BOM
MIPOU3BOJICTBOM, MO)ypOBHe:
COBEPILIEHCTBOBAHUIO [paclpenenaTh U
OpraHU3aIlMOHHO- KOHTPOJIMPOBATh
[pacTIOpSIUTEIbHOM MCTIOJIB30BaHHE
MOKYMEHTalu HITPOU3BOACTBEHHO-
OpraHnu3anuvunu TCXHOJIOTMYCCKUX
IMOKyMEHTO000pOTa, TO|PECypPCOB, BHINOIHATh
BHEIPEHHIO [pabOTHI TI0 MIPOEKTY B
[TEXHHYECKUX CPEICTBCOOTBETCTBUH C
00paboTKH [TpeOOBaHUAME 110
nHpOopManny, Ka4eCTBY HOBOTO
MEepCOHATBHBIX MPOIyKTa
KOMIIBIOTEPOB U CETEH,

ABTOMATU3UPOBAHHBIX

29




Ilpunoscenue 1

MWHUCTEPCTBO HAYKH U BBICHIET'O OBPA3OBAHMSI POCCUIMCKOMN ®EJIEPALIUN

DenepalibHOE TOCYIAPCTBEHHOE OIOKETHOE 00pa30BaTe/IbHOE YUpesIeHHe BbICIIEro 00pa3oBaHUsI
«Poccuiickuii 5xoHoMuYeckuii ynusepcurer umenu I'. B. Ilnexanosa»
Kpacnonapckuii puauan PIY um. I'. B. [linexanosa

(DaKy.HBTeT 9KOHOMHKH, MCHCIPDKMCHTA U TOPT'OBJIN

Kadenpa kopnopaTuBHOro U rocyJapCTBEHHOTO YIIPABICHUS

AHHOTAIIUS K PABOUYEM TIPOT'PAMME JUCIHUIIJIAHBI

b1.B.06 JOKYMEHTAIIMOHHOE OBECHHEYEHUWE YIIPABJIEHUA

Hanpapaenue noarorosku 38.03.02 MEHEJIKMEHT

Hanpasiaennocts (mpo¢guiib) mporpaMMsl
MEHE/UKMEHT OPITAHU3AILIMU

YpoBeHb BbICHIET0 00pa30BaHMSI bakanasepuam

Kpacuomap — 2023 1.
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1. Heas u 32024y AUCHUIIIHHBI:

Henbto ywyeOHOM nuCHUIUIMHBI «JlOKyMEHTAIlMOHHOE O00eCleYeHue YNpaBICHUS
ABIseTCA (POPMUPOBAHKE Y CTYIEHTOB 3HAHUHN TEOPETHUECKUX U MPAKTUYECKUX OCHOB CO3IaHUS
JOKYMEHTOB YIpaBJICHHS, a Takke NpUOOpEeTeHHEe HABBIKOB TpaMOTHOM u 3hdexTuBHON
OpraHu3allii COBPEMEHHOTO JICIONPON3BOJICTBA HA MPEANIPUITUSAX U B OPTaHU3AIMSIX.

3amaun  ydyeOHOW AMCHMIUIMHBI «JlOKyMeHTalMOHHOE OOecreyeHre YIpaBICHUS
3aKJIIOYAIOTCS B:

- M3y4YEHUM  3aKOHOJATENIbHBIX W  HOPMAaTHUBHO-METOJAMYECKUX  JIOKYMEHTOB,
periaMeHTHpyomux paboTy ¢ JOKYMEHTaMH OpraHW3allid; TPaBWJI COCTABICHHUS H
oQOopMIICHHS YNPABICHUECKUX JIOKYMEHTOB; MOpSAIKAa padOThl C JUYHBIMU M CIYKEOHBIMU
JOKYMEHTaMU;

- (QopMHpOBaHUU HaBBIKOB COCTABIIEHHUS W O(POPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJICHUS; U3yYSCHUH PAOOTHI CIIy>KOBI JOKYMEHTAIIHOHHOTO 00ECTIeYeHHS yIIPaBICHUS;

- BBIABIICHUH, cOope U aHanu3e HHpopMmanmuu Ou3Hec-aHAIM3a ISl (POPMHUPOBAHUS
BO3MOYKHBIX PEIICHU;

- pa3paboTke  TMpPENJioKEHUH 1O  COBEPLICHCTBOBAHMIO  OPTraHU3AIMOHHO-
pacropsIuTeTbHON JOKYMEHTAlMM W OpraHu3alud JIOKyMEHTOOOOpOTa, IO BHEAPEHHIO
TEXHUYECKUX CPEJICTB 00pabOTKH MHPOPMAIIUH.

2. Conep:xaHue THCHHUIIINHBI:

HaunmeHoBaHMe pa3iesioB / TeM AUCHUTNIIHHBI

1. | Tema 1. Oprann3anioHHbI€ OCHOBBI JI€JIOMPOU3BOJCTBA. BJIaHKN JOKYMEHTOB

Tema 2. Opranu3zalMOHHO-pacropsIuTeNbHas JoKyMeHTaus. O01mas xapakTepucTuKa
CTHJISL CIY>K€OHOM TOKYMEHTALUU

3 Tewma 3. CnpaBouHo-uHpOpMaIIMOHHBIE JOKYMEHTHI. JlenoBas nepemnucka. CocTaBieHre
" | aKTOB U IPOTOKOJIOB

4 Tema 4. PacniopsinurenbHble 1okyMeHThI. CocTaBlieHUE PUKA30B, YKa3aHUMH,
" | pacnopsikeHuit. OpraHu3aliMOHHbIE JOKYMEHTHI

5 Tewma 5. Opranuzanusi 1okyMeHToo00poTa. Opranu3aius perucTpaiuu J0KyMEHTOB U
" | KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTOB

6. | Tema 6. Opranuzanus OnepaTUBHOTO XPAHEHUS JOKYMEHTOB. DOpMUPOBaHHE JCIT

Tema 7. Iloarororka HAOKYMCHTOB K HOCJ'ICIIYIOH_Ieﬁ nepeaadn J0KyMEHTOB B apXUB WA
Ha YHUYTOXCHUC

TpyaoeMKkoCTb IMCHHILIMHBI cOcTaBasAeT 4 3.e. / 144 yaca

(I)opMa KOHTPOJIA — IK3dMEH

CocraBuTe/ib:
JouieHT kKadeapsl KOPIOPATUBHOTO M TOCYAAPCTBEHHOTO YIIPABICHUS
Kpacuogapckoro ¢pununana POY um. I'.B. Ilnexanosa, k.5.H. M.f. Benpukosa
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