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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH ITPOT'PAMMBI YUEBHOM JACIHATIINHBI
JloKkyMeHTaImoHHOE 00ecIieueHue yIpaBIeHUs

SABJISACTCA

(Haumenosanue OUCYUNJIUHbGL)
1.1 MecTo ACOMILVINHBI B CTPYKTYpPe OCHOBHO# 00pa30oBaTe/IbHOI NPOrpaMMbI:
VYuebnas mucrummHa OI1.06 JlokymMeHTanmmoHHOE oOOecleueHue yIpaBiIeHUs

00s13aTeNbHON  YacThIO

o0menpodecCHOHATHHOTO

[UKJIa  OCHOBHOW

obpazoBarenbHOl nporpaMMbl B cooTBeTcTBUH ¢ PI'OC CIIO no cnienmansaoctu 40.02.04
IOpucnpynenmusi.
Oco0oe 3HaUeHNE TUCITUTUINHA UMEET TPU (OPMUPOBAHUY U PA3BUTUU KOMIIETEHIIHHA
OK 01-OK 09, IIK 1.2, TIK 1.3.

1.2. Ilesb ¥ UIAHUPYEMBbIE Pe3yabTATHI 0CBOCHUS AUCHUILINHBI:
B pamkax mporpamMmbl y4eOHON TUCIUILITMHBI 00YyYaIOIIMMUCS OCBAaUBAIOTCS

YMCHUA U 3HAHHUA

Kon YmMmenus 3HaHuA
IIK, OK
OK 01 IIpuMeHATH Ha IpaKTUKE TepMuHOIOTHIO B 001aCTH IOKYMEHTALIMOHHOTO
OK 02 | rocynapcTBeHHBIE CTaHIAPTHI, o0ecrieyeHus yrpaBJeHus;
OK 03 | npyrue HopmMaTUBHO- HopMaTtuBHBIE TOKYMEHTBI, pEriIaMEHTUPYIOLIUE
OK 04 METOJANYECKHUE TOKYMEHTHI, cocTaBJieHHE i 0(hOpMIICHUE TOKYMEHTALIUN 1
OK 05 | permamenTupyromue HOpSI0K ee 00paboTKH;
OK 06 | opranuzamnuro [TpaBuiia cocraBineHus U1 0hOPMIICHUS
OK 07 | moKyMeHTalmOHHOTO OpraHMU3aIOHHO- PACTIOPSIIUTENBHBIX IOKYMEHTOB,
OK 08 obecrieueHust yrpaBIeHHUs, BXOJIALINX B YHU(DHUIIMPOBAHHYIO CUCTEMY
OK 09 CocTaBiATh U MPABUILHO OpraHU3alMOHHO- PACTIOPAAUTENBHBIX JOKYMEHTOB,
INIK' 1.2 | opopMasiTH OCHOBHBIEC BUIBI YHU(PUIUPOBAHHYIO CUCTEMY NEPBUYHOMN yUETHON
IIK 1.3 | opranuzaimoHHo- JOKYMEHTALUH B YaCTU JOKYMEHTALUU 10 YUETY
pactopsANTEIBbHBIX TpyZa;
JTOKyMeHTOB; OQOopMIIATH [lopsokx npoBeaeHNs SKCIIEPTU3bI LIEHHOCTH
MH(OPMALIMOHHO- CIIPABOYHYIO | IOKYMEHTOB U MMOATOTOBKH JI€] K apXHUBHOMY
nokymMmeHTaiuio; Ohopmisats XpaHEHHUIO.
KaJIpOBYIO JOKYMEHTAIIHIO; TexHoNOruI0 Opranu3alun
OdopmisaTs IpeTEeH3MOHHO- JOKYMEHTO000pOTa B OpraHu3alusX (YUpeKICHHSIX).
HCKOBYIO JIOKYMEHTALMIO.
2. CTPYKTYPA M COJAEPKAHWE YYEBHOM JUCHUITIJIMHBI
2.1. O6beM yueOHOM TUCHHMIJIMHBI H BBl YUeOHOMH padoThI
Bun yueOHoii padoThbl Oovem uacos
MaxkcumanbHasi ydeOHasi Harpy3Ka (Bcero) 48
B T.4. B (popMe NpPaKTH4eCKOii NOATOTOBKHU 18

B TOM YHUCIJIC:

IMPAKTUYCCKUE 3aHATUA

18

CamocrosiTenbHas padbota

IIpome:xxyTouHasi atTecTauus B (popme 3auera B 3 cemecTpe




2.2, TemaTnuyeckuii IJIAH H cOJepPKaHUe YIeOHOM THCIMIIIMHBI
OI1.06 JloxymeHTannMoHHOE 00ecrieueHHe yIpaBIeHUs

HaunmenoBanme Conep:xanue y4eOHOro Mmarepuaja u GopMbl OPraHU3aNNHU AeSITeIbHOCTH O0bem B yacax Konwbi
pa3aeyioB U TeM o0yyarommxcst KOMIIeTeHI Uil
1 2 3 4

Pa3nen 1. OCHOBBI JOKYMEHTHPOBAHHS YIIPABJIEHYECKOI TeATeTbHOCTH 6/2
Tema 1. OcHOBHBIE Conep:xanue yueOHOro MmaTepuaJia 2 OK 01
MOHATHS Onpenenenne MOHATHS AeNONpou3BoAcTBa. Llenu m 3amaun aucuuruinHel. [Ipenmer u 2 OK 02
JOKYMEHTAIIHOHHOT 0 3amaun Kypca. Kparkwii 0030p nureparypsl U HCTOYHHKOB IO JaHHOMY KYpCY. OK 03
ob0ecrneueHus PexoMenarum 1mo opraHu3aiuyu CaMOCTOSTEIIbHON U BHEAY TUTOPHOM PabOThI CTYICHTOB. OK 04
ylnpasJieHHs. [lonatne o KOppecHOHAEHIMHM U  JenonpousBoicTBe. Jlormueckas CTpykTypa

JTUCHUIIIUHBI, €€ MECTO B CUCTEME MOATOTOBKHU CIIELUATUCTA, MEXKIIPEIMETHBIE CBSI3U. OK 05

B TOM YHCJIE: OK 06

JlabopaTopnbie paboThI

IIpaxTrueckue 3aHATUL

KonTtposnbHbIe paboThI

CamocrosiTenpHas padbota
Tema 2. O6mme Hopmbl | Conep:kanue y4eOHOIro MaTepuaJia 4 OK 01
U NpaBWJIa JIOKyMeHTaNbHbIE HCTOYHUKU. Bumel mg0KymMeHTOB. (OCHOBHBIC ()YHKIIMOHAIBHBIC OK 02
oopmiieHHust CUCTEMBl  JTOKYMEHTalluu B Poccuiickoit ~ ®enepanumn. Nudopmanmonno- OK 03
A0KYMeHTOB. biianku JOKYMEHTAI[MOHHOE o0ecreueHue padoThl ammapara ynpabieHus. OCHOBHBIC BHIbI 2 OK 04
JAOKYMEHTOB 1 JIOKyMEHTHOW  jaestenbHOCTH. MH(popmanmss B ympaBieHYeCcKOW —JEATENbHOCTH. OK 05
TpeOOBAHMS K HUM. VYrpasnenue noxkymentarueid. OpraHuzanus HHOOPMAITHOHHO-TTIOMCKOBBIX CHUCTEM I10

JIOKyMEHTaM yupexaeHus. TpeOoBanus K OnaHkam J0KyMeHTOB. OdopmieHue OK 06

YIpaBlIeHYECKOU JOKyMeHTauu. TpedoBaHus K 0POPMIICHHUIO TOKYMEHTOB. K 1.2

B TOM YHCJIE:

JlabopaTopubie paboThI

IIpaxTrueckue 3aHATUL 2

ITpakTnueckoe 3ansTue Nel 2

OcHOBHbIE PEKBU3UTHI TIOKYMEHTA, UX KiaccupuKanus, mpaBuia ohopMIIeHHs B
cootBetrcTBUU ¢ ['OCT. @opmyrsip u 61aHK qoKyMeHTa. [IpoaoabHbII U YTIIOBOM




onmanku JokyMeHToB. CocTaBiieHne rpadudeckoro u3o0paxkeHus popmyispa — oopasia
dopmata A4. CocraBneHIE OCHOBHBIX BHJIOB OJJAHKOB JIOKYMEHTOB.

KonTtposnbHbie paboTh

CamocrosiTenpHas paboTa 00yUJaronuxcs

Pa3nes 2. Cucrema JOKyMEHTAIMH 1eJONPOU3BOACTBA 24/10
Tema 3. Conep:xanue yueOHOro MmaTepuaJia 8 OK 01- OK 09
Oprann3anuoHHbIe H YCOPJl - yuudunupoBaHHass CHUCTEMa OPraHU3AIMOHHO — PACIOPSIUTEIHHON K 1.2
pacnopsiiuTeIbHbIe JOKYMEHTAIlMU: cOCTaB, o0jacTu ee mpuMeHeHus. OpraHU3alMOHHbIE JOKYMEHTHI, UX MK 1.3
AOKyMeHTbI. Buabl, HazHaueHue, Gopmymsapsl — oOpasusl. Ilpoueaypa coctaBieHUss U OpOPMIICHUS
Ha3HaYeHHue, NPaBUJIa | OPraHU3aIMOHHBIX JOKYMEHTOB. O01acTh MPUMEHEHHS] OPTaHNU3AlIMOHHBIX TOKYMEHTOB. 4
odopmiieHus. VYcTaB, ydpeAMTENbHBIH JOTOBOP, MOJIOKEHHE, MpaBUiIa BHYTPEHHErO TPYIOBOIO

pacropsiaka.

PacniopsinutensHble JOKYMEHTBI, UX HazHaueHHe, Gpopmyisapsl — oOpasipl. [lpouenypa

cocTaBeHUs] U O(QOpPMIIEHUSI PaCIOPSAUTEIbHBIX AOKyMeHTOB. OO0nacTh MpUMEHEHUs

pacropsaIuTeIbHBIX TOKYMEHTOB. [IprKkassl, pacnopspkeHusi, yKa3aHus, IOCTAHOBIICHNUS,

pelleHns, THCTPYKIIUH.

B TOM YHCJIE:

JlaGopaTopHbie paboTbI

[TpakTrueckue 3aHATH 4

[IpakTrueckoe 3anstue Ne2

OdopmiieHre OpraHu3aMOHHOIO TIOKYMEHTa «/{0IDKHOCTHAS MHCTPYKIIUS».

Odopmiienne u 3amoaHeHNnEe YHUDUIIMPOBAHHON (HOPMBI OPTaHU3AMOHHOTO JJOKYMEHTA 4

«[IITaTHOE pacrcaHue».

Odopmienne pacrnopsiAUTEIbHBIX [TOKYMEHTOB: IPHKa3, pPACIOpsDKEHUE, YKa3aHue,

MIOCTAaHOBJICHUE, PEILICHUE, UHCTPYKLIUH.

KonTtposnbHbie paboTh

CamocrosrenbHas paboTa 00yJyaromuxcs
Tema 4. Conep:xanue yueOHOro marepuaJia 6 OK 01- OK 09
HNudopmannonno- HNudpopmManmoHHO-CIIpaBOYHbIE JAOKYMEHTBHI: HX Ha3HaueHHe, (QOpMYISIpbI-00pasiibl. 2 K 1.2
CIpaBOYHbIe [Mporienypa cocraBieHuss u oGopMiIeHUsT HHOOPMAIIMOHHO-CIPABOYHBIX JTOKYMEHTOB. K 1.3

JOKyMeHTbI. Bujabl,
Ha3HAYeHHUe, NPaBUWJIa
oopmiieHus.

Obnacts mpuMeHeHHS HMH(DOPMAMOHHO-CIIPABOYHBIX  JOKyMEeHTOB. I[IpoTokou,
nokIaaHas (ciy>keOHast) 3amucKa, OObSICHUTENIbHAS 3allUCKa, aKT, CIIPaBKa, CIIY)KEOHBIC
UChMa, akc, Tenerpamma, Tesie)OHOrpamMma.




B TOM YHCJIC:

JlabopaTopubie paboThI

IIpaxTrueckue 3aHATUSL 4

[TpakTuueckoe 3anstue Ne3

Bunsl v Ha3HaueHHWe CIPaBOYHO-WH(OPMAIMOHHBIE JOKYMEHTOB. TpeOoBaHus,

MpeabsBIsieMble K TEKCTy U O(OPMIICHHIO CIPAaBOYHO-MHGOPMAIIMOHHbBIE JOKYMEHTOB.

[TpaBuia opopmieHHs pa3IUuYHBIX BUOB CIPABOYHO-UH(POPMALIMOHHBIE JOKYMEHTOB. 4

Odopmiierrne u 3amogHeHUE YHUDUIIMPOBAHHBIX (OpM HHGOPMAIIMOHHO-CIIPABOYHBIX

JOKYMEHTOB: MPOTOKOJ, JOKJIaaHas (Ciy>keOHas) 3amucka, OObSICHUTENbHAs 3aIucKa,

aKT, CIpaBKa, CIIy»eOHOE MUCHMO.

KonTtposnbHbie paboTh

CamocrosiTenpHas paboTa 00yUJaronuxcs
Tema 5. JIoKyMeHTBI Conep:xanue yueOHOro MmaTepuaJia 4 OK 01- OK 09
10 TPYAOBBIM [laker MOKyMEHTOB MO JUYHOMY cocTaBy. OcoOeHHOCTH paboThl € KaJpOBBIMU 2 K 1.2
OTHOLLICHUSM. JNOKyMEHTaMHu.  JIOKyMEHTHUpOBaHME  TPYAOBBIX  OTHOWIEHWN.  lcnonb3oBaHue K 1.3
Kaaccudukanus, yHUGUIUPOBAHHBIX (HOPM JOKYMEHTOB I10 JINYHOMY cOCTaBy. TpyAoBOi JOrOBOD.
npaBuja opopmMiIeHHs1 | B TOM YHUCIIE:
JAOKYMEHTOB I10 Jlaboparopubie pabOThHI
JMYHOMY COCTaBY. [IpakTuueckue 3aHATHS 2

ITpakTnueckoe 3anstue Ned

HemoBast cutyanus: Odopmienne Ha pabory. Odopmienne wu  3amoyiHEHUE 2

YHU(PUIUPOBAHHBIX (HOPM TOKYMEHTOB IO TPYOBBIM OTHOILECHHSIM: TPYIOBON IOTOBOP.

KonTtposnbHbIe paboThI

CamocrosrenbHas paboTa 00yJyaromuxcs
Tema 6. Coaep:xanue yueOHOro marepuaJia 2 OK 01- OK 09
YHupunupoBaHHbie ABrobuorpadus. Pestome. 3asBienus o npueme Ha paboty. Ilpukasel mo nuuHoMy 2 K 1.2
(opmbI TOKYMEHTOB COCTaBy: IIPUEM, YBOJIbHEHHUE, IEPEBOJT HA IPYTYIO JOKHOCTh, OTITYCK. MK 1.3
10 JUYHOMY COCTaBY. B TOM YHCJIE:
M3panne npukasoB mo | JlabopaTopHbie paboThI
JIMYHOMY COCTAaBY. [TpakTudeckue 3aHATHS

KonTtponbHbIe paboThHI

CamocrosiTenpHas paboTa 00yUJaronuxcs
Tema 7. Coaeprxanue y4eOHOT0 MaTepuaJia 2




®opMUpOBaHNE U KomnnekroBanue nnunoro aena. Coaepskanue 1uuHoro aena. Onuck 10KyMeHTOB. JIuct- 2 OK 01- OK 09
Be/leHU e JIMYHBIX JIe] 3aBepuTeNb JUYHOro jena. Cpokd XpaHEHHs JIMYHBIX Jel. 3aliuTa HepCOHANbHBIX K 1.2
Pa0OTHUKOB. JaHHBIX paOOTHHUKA. K 1.3

B TOM YHCJIE:

JlaGopaTopHbie paboThI

[IpakTrueckue 3aHATHS

KonTtponbHbIe paboThI

CamocrosrenbHas paboTa 00y4yaromumxcs
Tema 8. Tpynosasn Coaeprxanue y4yeOHOT0 MaTepHuaJia 2 OK 01- OK 09
KHIKKa. Benenne OO01re moIoKeHUs O TPYAOBBIX KHIDKKaX pabOTHUKOB. HOpMaTHBHEIE MPaBOBBIC AKTHI. 2 K 1.2
TPYAOBBIX KHHKEK. [IpoBepka MOUIMHHOCTH TPYAOBBIX KHIKEK. TUTYNBbHBIA JTUCT TPYAOBOM KHUXKKU U K 1.3
OcHoBHbIE 3aIIUCH B MpaBWJIa ero 3amnojHeHus. BHecenue 3amucu o pabote B TPyAOBYIO KHUXKKY. BHecenue
TPYI0BO# KHUKKeE 3alUCH O TIEPEeBOJIE HAa MEXAY CTPYKTYPHBIMU TOJAPA3JIECICHUSMUA OpraHU3aluu.
paGoTHHMKA. Buecenue 3anucu o HarpaxxJaeHusx padoTHHKa. BHeceHne 3anncu o MOBBIIIEHUH YPOBHS

oOpa3oBanus paboTHHKA. BHeceHue 3amucu 00 yBOJIbHEHHH paboTHHKA. OmMOOYHBIC

3alKCH B TPYIOBOM KHIKKE M TIpaBmiia UX ucnpasieHus. CMeHa ¢pammmn paboTHUKA U

BHEeceHHE 3amucu 00 3ToM. IlpaBuna odopmieHus nyOaukaTa TPYIOBBIX KHIDKEK.

XpaHeHHe TPYIOBBIX KHIDKEK B OpraHU3aIlNH.

B TOM YHCJIE:

JlabopaTtopubie paboThI

[IpakTrueckue 3aHgThs

KonTtposnbHbie paboThI

CamocrosiTenpHas paboTa 00yUJaronuXxcs
Pa3nen 3. loroBopHO-npaBoBasi JOKyMeHTAIUsI 10/4
Tema 9. JlokyMeHTBI Copaeprxanue y4eO0HOro MaTepuajia 8 OK 01- OK 09
10 CHA0KEHNIO 1 [TonsiTue moroBopa (KOHTpakTa), cornamenus. TumnoBas ¢Gopma koHTpakTa. OCHOBHBIE 2 K 1.2
cObITY. pazzmensl  KOHTpakra. JloroBop O IMOJHOM  MHIUBHUIYAJIbHOW  MaTepUAIBHON IIK 1.3

oTBeTcTBeHHOCTH. CojiepKaHKe U CTPYKTypa JOroBOpa KYILIH — IPOJakd TOBAPOB.

[Tpumepnas Gpopma 1oroBopa nmoctaBku. IIpoTokosb pa3HOTIacHiil K TOrOBOPAaM IMOCTABKH. 2

Kommepueckne akTbl. brmankum kommepueckux akToB. OdopmiieHHE aKTOB NPUEMKH
NPOAYKIUH (TOBapoOB) MO KOJHWYECTBY M KadecTBY. OdopmieHHe aKTOB IO OKa3aHUIO
BO3Me3/IHbIX yciyr. O0pa3ibl akToB. JlIOBEpEHHOCTHU: Pa30BbIe, ClICHANILHBIE,




resepaigbHbie. OOpa3Ibl JOBEPEHHOCTEH.

B TOM YHCIJIC:

JlaGopaTopHbie paboThI

[IpakTrueckue 3aHATHs

[TpakTrueckoe 3anstue Ne5

OdopmiieHre aKTOB MPUEMKH NMPOIYKIHHU (TOBAPOB) 110 KOJIMYECTBY U KAUECTBY.
OdopmiieHre akTOB 110 OKa3aHUIO BO3ME3/IHBIX YCIIYT.

OO6pa3s1bl akToB. JlOBEpEHHOCTH: Pa3oBbIe, ClIelUaNbHbIE, FTeHepaibHbIe. O0pa3iibl
JIOBEPEHHOCTEH.

KonTtposnbHbie paboThI

CamocrosTenbHas paboTa 00yJaromuxcs

Tema 10. ®unancosas
JAOKYMeHTAIUsl.

Conep:kaHue y4eOHOro Mmarepuajia

Ponp Oyxranarepuu B pelieHMM (UHAHCOBBIX CTPATErMUECKUX 3a4ad IPEIIpUsTHS
(pupmbl). OOmIas XapaKTepUCTUKA JOKYMEHTOB 110 (PUHAHCOBO-PACUETHBIM OIEPALIHSIM.
Knaccugukanus yyeTHbIX JOKyMeHTOB. OCHOBHBIE BHJIbI JOKYMEHTOB 10 (PMHAHCOBO-
pacueTHbIM omnepanusaM. JIeHEeKHbIH Y€K, pacUeTHbIA Y€K, YEKOBbIE KHUXKKHU. (Cuer-
¢baxtypa. Akt peBusuu. [lnatexxnoe nopydenue. JIumeBoii cyer.

B TOM YHCJIC:

JlabopaTtopubie paboThI

[IpakTrueckue 3aHgaTHs

KonTtposnbHbIe paboThI

CamocrosrenbHas paboTa 00y4yaromuxcs

OK 01- OK 09
K 1.2
K 1.3

Pa3nen 4. [IpaBuiia nepenayu JOKyMeHTOB B apXUB U OPTraHU3als apXUBHOI0 XpPaHeHHUsI

8/2

Tema 11.
Homenkiatypa aeJr.
Bujabl, HazHaYeHUeE,
MOPSAA0K COCTABJICHHSI.

Conep:xanue yueOHOro MmaTtepuaJia

=)

Homenknarypa aen: moHsaTHe, CYIIHOCTh U (DYHKITHH.
Bunpl HOMEHKIaTyp Jel: TUIOBasg, IpUMEpHas, WHAUBHMAyalbHas. CoaepkaHue
HOMEHKJIATy bl JEJI.

B TOM YHCJIC:

JlaGopaTopHbie paboThI

[IpakTrueckue 3aHATHs

[TpakTrueckoe 3ansTue Nob
CocTraBiieHHE HOMEHKJIATYPBI €.

OK 01- OK 09
K 1.2
K 1.3




Bunsl HOMeEHKnaTyp Jen: TUIOBas, HpuMepHas, uHAuBHAyanbHasd. ConepikaHue
HOMEHKJIATYPBI JIEIL.

KonTtposnbHbie paboTh

CamocrosiTenpHas paboTa 00yUJaronuxcs

Tema 12. IloaroroBka | Coaep:kaHue y4eOHOro MaTepuasa 2 OK 01- OK 09
AOKYMEHTOB K O1eHKa 3HAYNMOCTH JJOKYMCHTOB M CPOKHU UX XpaHCHUS. Bunnl APXHUBHBIX JTOKYMCHTOB. 2 TIK 1.2
nepenave Ha apxuBHoe | [logroroBka aen ayis ciayuu B apxuB. O0ecrieueHrne COXpaHHOCTH JOKYMEHTOB. K 1.3
xpanenue. Cpoxku OcCHOBBI 3aKOHOJATENbCTBA IO ApPXHMBHOMY JeNy. XpaHEHHE U YYeT apXUBHBIX
XpaHeHHus JOKYMEHTOB | JOKyMeHTOB. KoMIuiekToBaHHe apXHBOB apXUBHBIMH TJOKYMEHTaMHU. J{oCTyn K apXUBHBIM
npeAnpUusATHS. JOKYMEHTaM M UX HCII0JIb30BaHHeE.

B TOM YHCJIE:

JlaGopaTopHbie paboThI

[IpakTrueckue 3aHATHs

KonTtponbHbie paboThI

CamocrosiTenpHas paboTa 00yUJaronuxcs
HToro 3a cemecTp 48

CamocrosiTesbHast padoTa

IIpomeskyTouHas arrecTanus B popMe 3avera

Bcero:

48




3. YcaoBus peajm3aluu NPporpaMMbl y4eOHOM TMCUMILTHHBI
3.1. TpeGoBaHusi K MUHUMAJIBHOMY MaTepHaIbHO-TeXHUYECKOMY o0ecrnedeHuI0

KaOuner nokyMeHTallMOHHOTO 0OecTieyeH s YIIPaBJICHUS U CTATUCTUKH.

OcHoBHOE 000pyIOBaHUE:

CTOJI IPENOJaBaTENbCKUM — 1 MIT., CTyJI IpenoAaBaTenbCKui — 1 WT., CTOBI ydeHHuueckue — 13 mr,
CTYJIbSI YYCHUYECKHE — 25 mIT., mKad — 1 mT.

JlononauTensHOE 000pyAOBaHNE:

JIOCKa MapkepHas — 1 mr.

TexHuueckue cpeacrTna:

KOMIBIOTEP C BBIXOJIOM B ceTh MHTEpHET — 1 1IT.,

JleMOHCTpallMOHHBIE  y4eOHO-HATISAHbIC IOCOOMS: KOMIUJIEKTHI TEMaTHYECKHX ILUIAKATOB;
KOMIUIEKTHI TaOJIUII TTO 001IenpodecCuOHATBHBIM TUCIUILUIMHAM (B TOM YHCIIE 10 CYe0HBIC CTATUCTUKH
-6 WT.); pa3IaTOYHbIA MaTepual

3.2. UnpopmannoHHoe obecnedeHHe peaTn3aly NpPorpaMmbl

3.2.1. OcHOBHBIE IeYATHLIC H3TAHUA

1. Kyszueno, U. H. JlokymeHTallmoHHOE oOecrieueHue ympapieHus. [JoKyMeHTOOO0OpOT u
JeIONPOU3BOJICTBO : YUEOHUK U MPAKTHKYM JI cpelHero npodeccruonaibHoro oopazosanus / M. H.
Ky3nenos. — 4-e u3zn., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2023. — 545 c.

— (ITpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16004-8.

— bacakos, M. U., JlokyMeHTaIlmoHHOE 0oOecrieueHre ynpaBieHus (C OCHOBAMU apXUBOBEICHHS)
: yuebHoe nocodbue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. — ISBN 978-5-406-11367-
7. — URL.: https://book.ru/book/948724 (nara obpamenus: 26.06.2023). TeKCT : 31€KTPOHHBIHA.

3.2.2. OcHOBHBbIE YJIeKTPOHHbIE U3TAHUSA

1. Cumonsn P.f. JlokyMeHTalIMOHHOE 00ecIieYeHne CUCTEMbI YIIPaBJICHUSI OpraHu3auen
[DnexTponHbIit pecypc]: yuedHoe nmocobue / P.SI. CumoHsH. — DIEKTPOH. TEKCTOBBIC NaHHBIC. —
CaparoB: A I[lu Dp Menua, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum nocrymna:

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

2. Kysuenona, U. B. JlokymeHTalimoHHOE 0OecrieueHne ynpaBieHus [DIeKTpOHHBIN pecypc] :
yueonoe nmocooue ais CI1IO / U. B. Ky3nenosa, I'. A. XagatpsiH. — 2-¢ u311. — DJIEKTPOH. TEKCTOBBIC
nannbie. — Caparos: [IpodoOpa3zoBanue, Aii ITu Op Menua, 2019. — 166

c. — 078-5-4486-0404-1, 078-5-4488-0216-4. — Pexum JOCTyTA:

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

3. OpraHuzanus U TEXHOJOTHs JTOKYMEHTAIIMOHHOTO OOECIICUeHUS YMPaBJICHH: 3JIEKTPOHHOE
ydyeObHoe mocobue / MunucTepcTBo oOpa3zoBanus M Hayku Poccuiickonr deneparuu, dDenepanbHoe
roCyJJapCTBEHHOE O0JKETHOE 00pa3oBaTelbHOE YUPEKICHHE BhIcIIEro oopazoBanus «KemepoBckuit
rOCy/IapCTBEHHBI  YHHMBEPCUTET», VHCTUTYT HCTOpUH, TOCYJApPCTBEHHOIO YIpaBJICHUS U
MEXIyHapOAHbIX OTHOLIEHUH U Ap. - Kemeposo : KemepoBckuii rocygapcTBeHHbl yHuBepcuTeT, 2017.
- 478 c. - bubmwmorp. B ku bubmuorp.: c. . - ISBN 978-5- 8353-2149-0; To xKe

[OnexTponHsbliipecypc]. - URL:
http://biblioclub.ru/index.php?page=book &id=481592 (12.04.2018).
3.2.3. JlonmoJiHUTEIbHbI€ HCTOYHUKH

1. Anp00M MEpBUYHBIX TOKYMEHTOB: DnekTpoHHas kaura (1 CD).- M.: U]
«PaBHOBecue».- (Cepus JlenoBble JOKYMEHTBI», BBIIL. 6).
2. bacakos, M. U. [lenonpousBoactBo [JlokyMeHTaIMOHHOE 0OeCTIeueHnEe yIIpaBICHHS |:

yueonuk / M. U. Bacakos, O. U. 3amsiiikoBa. — Poctos-Ha-Jlony : ®enunkc, 2014. — 376 c. — ISBN
978-5-222-23063-3. — Tekcrt : aeKTpOHHBIHN // DIeKTpOHHBINA pecypc LudpoBoit 00pazoBaTeNbHOI
cpenst CITIO PROFo6pa3zoBanue : [caiiT]. — URL: https://profspo.ru/books/59345

3. Poxusrosckas, U. P. Jlokymentannonnoe odecredenue: yueonoe nocooue / 1. P.
PoxxusitoBckas. — Cumpeponons : YHUBEpCUTET SKOHOMUKU U yripasieHus, 2016. — 104 c. — ISBN
2227-8397. — TeKcT : AIeKTPOHHBIHN // DIEKTPOHHBIN pecypc muPOBOi 00pa30BaTEIIbHON CPEIbI
CITO PROFob6pa3oanue : [caiit]. — URL: https://profspo.ru/books/73265

4. PrrkakoB A.I1. O6pa3isl JOKyMEHTOB JUist Tpakaan: DnekTponHas kaura (1 CD).- M.
NI «PaBHOBECHE».



CrnpaBouyHo-TIpaBoBast cuctema «l apanT».
CnpaBouHo-nipaBoBas cucteMa «KoncynbrantlLnroc».



4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS YYEEHOM

TACIUTIINHBI

Pe3yabTarsl 00yueHust

Kpurepum onenku

MeToabl OLIEHKH

3HAHUSA:

TepMuHomoruto B 061aCTH
JIOKyMEHTALMOHHOT 0 00ecreueHus
ynpasnenusi; HopmatusHble
JIOKYMEHTBI, PETJIAMEHTUPYIOIINE
cocTaBiieHHE U opopmIIeHHE
JIOKYMEHTAllUH U MOPSIOK €€
00paboTKH;

[IpaBuna cocraBneHus u
oopmiteHHs OpraHU3auOHHO-
pacnopsIUTEIbHBIX JOKYMEHTOB,
BXOSIIUX B YHU(DUITUPOBAHHYIO
CUCTEMY OpPTraHU3alMOHHO-
pacropsIuTEIbHbIX JOKYMEHTOB,
YHU(DULIUPOBAHHYIO CUCTEMY
MIEPBUYHOM YYETHOU TOKYMEHTALUH
B 4aCTU JOKYMEHTAIUU 110 yUYETY
TpyJa;

ITopsanok IpoBeNCHMS DKCIIEPTU3BI
LIEHHOCTU JOKYMEHTOB U ITOATOTOBKH
JIeJI K apXUBHOMY XPaHECHHIO.
TexHonoruro opranu3aluu
JOKYMEHTOO00pOTa B OpraHU3alusix
(YUpEKIECHHUSAX).

I'myGoxoe u npoynoe
YCBOEHUE IPOrPAMMHOT0
Marepuaia Kypca,
HCYEpIbIBAOIIIEE,
MocJieoBaTeIbHOE, UETKOE U
JIOTUYECKH CTPOMHOE €T0
U3JI0KEHUE, IEMOHCTpALU
TECHOM CBSI3U TEOPHUU C
IIPAKTUKOU, OTCYTCTBUE
3aTPyJIHEHUH TIPU PEIICHUU
3a/1a4, IpU OTBETAX Ha
BOITPOCHI, OTCYTCTBHE
3aTpyAHEHUN IIpU
BHJIOU3MEHEHUHN 3aJaHUl,
paBUIbHOE 0OOCHOBAaHUE
MPUHSTBIX PEIICHUM.

IIpoBencHue
(GpOHTAILHOTO OIPOCa,
TECTUPOBAHUE, OIICHKA
pe3ynbTaToB
BBITIOJTHEHUS
MPAKTUYECKOU
paboThl, FKCIIEPTHOE
HaOJIFOEHNE 3a XOI0M
BBITIOJTHEHUS
MPaKTUYECKOU PabOTHI.

IIpomexyTounas
arrectanus B popme
3ayera.

Ymenus:

IIpuMeHATH Ha IpaKTUKE
rOCyJJapCTBEHHBIE CTaHIAPTHI,
JIpyrue HOpMaTUBHO-METOAUYECKUE
JIOKYMEHTBI, PETJIaMEHTUPYIOIINE
OpPraHMU3alHI0 JOKYMEHTAMOHHOIO
o0ecreyeHus yrnpaBiIeHUS;

I'myGoxoe u npoyHoe
YCBOEHUE IPOrPAMMHOTO
Marepuaia Kypca,
MCYEpIBIBAOIIIEE,
MocJieq0BaTeIbHOE, UETKOE U
JIOTUYECKHU CTPOMHOE €T0
U3JI0KEHUE, IEMOHCTpaIus
TECHOM CBSI3U TEOPHUU C
IIPAKTUKOU, OTCYTCTBUE
3aTPyJIHEHUH TIPU PEIICHUU
3a/1a4, Py OTBETaxX Ha

IIpoBencHue
(hpOHTAIBHOTO OTPOCa,
TECTHUPOBAHUE, OIICHKA
[PE3yJIbTaTOB BBITOJIHEHUS
MPaKTUYECKON paboTHl,
DKCIIEPTHOE HAOIIIOICHHE
32 XO/10M BBITIOJTHEHUS
MPAKTHYECKOM pabOTHI.
[IpomexxyTouHast
aTTecTarus B hopme

CocTaBisTh U PAaBUILHO
0(hopMIIATH OCHOBHBIE BHIBI
OpraHU3aluOHHO-
pactopsANTEIbHBIX TOKYMEHTOB,;
OdopmisaTe nHHOPMALMOHHO-
CIIPaBOYHYIO IOKYMEHTAIHNIO;
OdopmItsATh KaIpOBYIO
JIOKYMEHTAINIO;

OdopMIATE TPETEH3UOHHO- HCKOBYIO
JOKYMEHTALHUIO.

BOIIPOCHI, OTCYTCTBUE
3aTpyJIHEHUH TIpU
BHJOU3MEHEHUH 3aJaHUN,
npaBUIILHOE 000CHOBAHUE
IIPUHSATBIX PEILICHUI

3a4dcTa.
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1. ITacnopT poHIa OLIEHOYHBIX CPEACTB

1.1. Ob61acTh NpUMeHeHUs

®onp o1ieHOYHBIX cpeacTB (aanee - POC) npeaHazHaueH 111 OUCHUBAHUS 3HAHUM,
yMEHUH, YpOBHA C(HOPMUPOBAHHOCTH KOMIETEHIMI CTYJEHTOB, OOYy4YaroIIMXCSA 10
crneruanbHocTu 40.02.04. FOpucnpyneniusa no aucuuruinie OI1.06 JokymeHTalmoHHOe
obecrieueHre ynpaBJIeHUS.

®OC cocrarnen Ha ocHoBe DI'OC u paboueit mporpaMMbl JUCITUTIIIMHBI.

[IpomexxyTouHass aTTecTalusi MO JUCLHMIUIMHE MpeaycMoTpeHa B (opme
nudGepeHIIMPOBAaHHOTO 3a4eTa C BBICTABICHHUEM OTMETKH IO CHCTEME «OTJIMYHO,
XOpOILIO, YJIOBJIETBOPUTEIBHO, HEYIOBIETBOPUTEIBHOY.

1.2. Ilnannpyembie pe3yJabTaThl 0CBOCHHUS TUCHUILINHBI

®OC mno03BOJsET OUEHUTh 3HAHUS, YMEHHS, C(HOPMHPOBAHHOCTH OOLIMX U
npo(ecCHOHANBHBIX KOMIETEHIUNA B cOOTBETCTBUU ¢ TpeboBanusiMu ®I'OC u paboueit
IPOrpamMMO TUCUUTIIIUHBI.

[1nanupyemsble pe3ynbTaTbl OCBOCHUS (3HAHUS U YMEHUS) U IepEeYeHb OCBANBAEMbBIX
KOMITeTeHIIUH (00IMX U npodecCHOHANbHBIX) YKa3biBalOTCs B cooTBeTcTBUU ¢ DI'OC,
OII u pabGoueit mporpaMMoi y4eOHOW TUCITUTIITUHBI.

YMenus:

V.1 IIpumeHsTh Ha MPAKTUKE TOCYIaPCTBEHHBIE CTAaHAAPTHI, JPYTrUe HOPMATUBHO-
METOJMYECKHE JTOKYMEHTBI, PErIaMeHTHPYIOIIME OpPraHU3alMI0 JOKYMEHTAIMOHHOIO
obecrieueHrs ynpaBieHUS;

V.2 CoctaBnsiTh W MPaBWIBHO OQOPMISTH OCHOBHBIE BHJbI OPraHU3AIIMOHHO-
pacropsiAUTENbHBIX IOKYMEHTOB;

V.3 OdopmasaTs ”HPOPMAITMOHHO-CIIPABOYHYIO TOKYMEHTALUIO;

VY.4 OopmiiaTh KaapoBYIO JOKYMEHTAIIHIO;

V.5 ObopmitsITh TPETEH3UOHHO-UCKOBYO IOKYMEHTAITHIO.

3HaHHUSL:

3.1 TepmuHosOTHIO B 00JACTH IOKYMEHTAIIMOHHOTO 00ECIICYEHHS YIIPABIICHUS;

3.2 HopMaTuBHbBIE TOKYMEHTHI, PErJIAMEHTUPYIOIINE COCTaBICHUE U OPOpMIICHUE
JIOKyMEHTAIMU U MOPSAT0K ee 00paboTKH;

3.3 IlpaBuna coctaBieHuss © 0GOPMIICHUS OPTraHU3AMOHHO-PACTIOPSAIUTEIBHBIX
JOKYMEHTOB,  BXOJSAIIMX B  YHU(MUUHUPOBAHHYIO  CHUCTEMY  OpraHM3allMOHHO-
pacnopsiIUTENbHBIX JTOKYMEHTOB, YHU(DUIIMPOBAHHYIO CHCTEMY IMEPBHUYHOM Yy4E€THOU
JIOKYMEHTAIMHU B YaCTH IOKYMEHTALIUU 10 YUYETY TPY/a;

3.4 Ilopsatok TpOBENECHHSI SKCIEPTU3bI HEHHOCTH TOKYMEHTOB U MOATOTOBKH J€1 K
aApXUBHOMY XPaHEHUIO.

3.5 TexHomoruio OpraHu3aludd  JOKYMEHTOOOOpOTa B  OpraHM3alUiX
(YupeKIeHHUsX).

OO01Me KOMIIETEHIINH:

OK 01. Bwibuparh criocoObl perieHus 3agad mpoecCUOHATLHON JIeSITeIIbHOCTH
MPUMEHUTENBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Ucnonb30BaTh COBPEMEHHBIE CPEJICTBA MOMCKA, aHATIM3a U UHTEPIIPETAIIUH
uHdpopmanuu, U  MHGOPMAIIMOHHBIE  TEXHOJOTMM  JUIS  BBINOJHEHUS  3ajad
npodeccuoHaNbHOMN eI TeIbHOCTH;

OK 03. IInanupoBaThb U pealn30BBIBATH COOCTBEHHOE MNPO(PECCHOHATBHOE U



JUYHOCTHOE Pa3BUTHE, NPEANPUHUMATEIBCKYIO NEATEIBHOCTh B MPOGECCHOHAIBHON
cdepe, UCTIONB30BaTh 3HAHUSA MO (PUHAHCOBOW IPAMOTHOCTH B PAa3IMUYHBIX KU3HEHHBIX
CUTYAaIHSIX;

OK 04. D¢ dexTrBHO B3aMOACHCTBOBAThH U pabOTaTh B KOJUIEKTHBE U KOMAH/IE;

OK 05. OcywmecTBisaTh YCTHYIO M NHCbMEHHYI0 KOMMYHHUKALMIO Ha
rocyaapcTBeHHOM si3bike Poccuiickoit denepannu ¢ yueTroMm 0COOEHHOCTEH COLMaIbHOTO
U KyJIbTYpPHOTO KOHTEKCTA;

OK 06. ITposiBAsATE IpakJaHCKO-NATPUOTUYECKYIO MO3ULUIO, JTEMOHCTPUPOBATH
OCO3HAHHOE [TOBEICHNE HA OCHOBE TPAJUIIMOHHBIX O0IIEYEI0BEYECKUX IEHHOCTEH, B TOM
Yuclie C YYEeTOM TapMOHHU3allUM MEXHALMOHAIBHBIX U MEXPEIUTHMO3HBIX OTHOLICHHH,
IPUMEHATH CTAaHAAPThl AaHTUKOPPYILIMOHHOI'O IOBE/ICHUS;

OK 07. ConeiicTBOBaTh COXpPAHEHUIO OKPYXKAIOIIECH Cpelibl, pecypcocOepeKeHHIO,
IPUMEHATh 3HaHWS 00 M3MEHEHUHU KJIMMaTa, MPUHLUIBI OepeKIMBOrO MPOU3BOACTBA,
3¢ (EeKTUBHO AEWCTBOBATh B UPE3BBIYANHBIX CUTYALIUSAX;

OK 08. Hcnonb3oBath cpenactBa (U3MYECKON KyJIbTYpbl Ui COXpAaHEHHUS U
YKpEeIJIEHUs! 30POBbsl B Tpolecce Mpo(hecCHOHAIBHON AesITeNbHOCTH U MOAIEP KaHUs
HEOOXO0MMOT0 YPOBHS (PU3MUECKOM MOATOTOBIEHHOCTH;

OK 09. ITonps3oBaThCsi MPOPecCHOHATBHON JOKYMEHTAIMEH Ha TOCYIapCTBEHHOM
Y UTHOCTPAHHOM SI3bIKaX.

[IpodeccnonabHpIE KOMITETEHITUN:

ITIK 1.2. IIpumeHsTh HOPMBI IIpaBa JUIsl PELIEHUs 3ahad B NPo(eccCHOHAIbHOM
NESITETbHOCTH.

I1K 1.3. Bnagets HaBbIKaMu IOATOTOBKH IOPUANUECKUX JOKYMEHTOB, B TOM YHCJIE
C MCMOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTUH.

1.3. ®opMbI KOHTPOJISI M OLIECHUBAHUA

[TpenMeToM OLEHKM cCilyKaT yMEHMs M 3HaHus, npenycmorpeHHsle PI'OC 1o
(y4eOHOI1) TMCHUIUIMHE, HAIIpaBJIeHHbIE HAa (POPMHUPOBAHUE OOLIMX U IPO(HECCUOHATIBHBIX
KOMIIETEHLIAHN.

Tabmuma 1 Kontponb u omeHka ocBoeHUs (y4eOHOMN) AMCITUIUIMHBI 1O TEMaM
(pa3nenam)

DJIEMEHTHI @OpMBI KOHTPOJIS U OLIEHUBAHUS
yaeOHOM Texynui KOHTPOJIb [IpoMexyTOoUHast aTTecTaIus
T CIUILIMHBI Meroast onienku  [[IpoBepsiemsie [IK,  [Metozast onienku [[Ipoepsiembie 11K,
(3anonnsemca e |OK, VY, 3 OK, VY, 3
coomeemcmeuu ¢
pazoenom 4 pabouetl
npozpammul)
Pazgen 1. OCHOBBI JOKYMEHTHPOBAHHMS YNPABICHYECKONW [YKa3bIBAIOTCSA B|YKa3bIBAIOTCS B
NS TeNIbHOCTU COOTBETCTBUU  C|COOTBETCTBUHU C
y4eOHBIM IIJTaHOM [paboyeii
[IPOrpaMMOil
Tema 2. [IpakTHdeckoe Y1-VY531-35 3a4éT Y1-V¥Y531-35
OOume HopMbl U BaHsiThe Nol OK1-0OK9 OK1-0K9
MpaBuia OCHOBHbIE MK 1.2-1IK 1.3 MK 1.2-1IK 1.3
oopmieHus [PEKBU3UTHI
TTOKYMEHTOB. NOKYMEHTa, UX
branku Kiaccuukanus,
J{oKyMEHTOB U MpaBuiia
rpeOoBaHuUs K HUM. |0OpPMIICHUS B




COOTBETCTBUU
c 'OCT. ®opmyssip
1 OJIaHK JTOKyMEHTA.
[IpononbHbIIL "
YTJIOBOM OJIaHKH
TTOKYMEHTOB.
CocraBieHue
rpaduyeckoro
M300paKeHUS
bopmysipa —
o0pasia ¢popmara
IA4. CocraBieHue
OCHOBHBIX BUJIOB

0JIaHKOB

TTOKYMEHTOB.
Paznen 2. Cucrema TOKyMEHTAIUM IETTOMPOU3BOICTBA
Tewma 3. [IpakTH4eckoe Y1-V¥Y531-35
Opranu3annonHble [3aHsaTuEe No2 OK1-0K9
151 OdopmieHue MK 1.2 -TIK 1.3

pactiopsiTUTENbHbIE [OpraHU3allMOHHOTO
NOKyMEHTBI. Buibl, [mOKyMeHTa
Ha3HaA4YCHME, «JloJDKHOCTHAs
npaBuiia WHCTPYKIIMS».
ohopmIeHuUS. Odopmienue u
3aIl0JIHEHNE
YHU(DUITPOBAHHOM
(hopMBbI
OpraHU3alUOHHOTO
NTOKyMEHTa
«IIITaTHOE
[PaCrCaHuc».
Odopmienue
[PacOPSITUTENBHBIX
TOKYMEHTOB:
MpHKas,
pactiopspKeHue,
yKa3aHue,
MOCTaHOBJICHHUE,
pelexue,
MHCTPYKIIHH.




Tema 4.
WudopmarmoHHo-
CIIpaBOYHbBIC
TTOKYMEHTBI.

Bunrl, HazHaueHue,
MpaBuiIa

o opmIICHHUS.

[IpakTHueckoe
BaHsTue Ne3
Bunnr u
Ha3HAYCHUE
CIpaBOYHO-
MH(POPMAIIMOHHBIE
TTOKYMEHTOB.
TpeOoBanms,
MpeabsIBIIsieMble
K TEKCTY U
0 OpMIICHUIO
CTIpaBOYHO-
MH(OPMAITMOHHBIE
TTOKyMEHTOB.
[IpaBuna
oopmieHus
A3JIMYHBIXBHUIOB

Y1-VY531-35
OK1-0K9
[IK 1.2 -TIK 1.3

CIIPaBOYHO-
MH)OPMAIIMOHHBIE
TTOKYMEHTOB.
Odopmienue u
3aIrOJTHCHHE
YHU(DUIIIPOBAHHBIX
bopm
MH)OPMAITMOHHO-
CIIPaBOYHBIX
TOKYMEHTOB:
MPOTOKO,
NOKJIaTHAS
(cimy>xeOHast)
3aInCKa,
00BSICHUTENIbHAS
3aInCKa,

aKT
, CTIpaBKa,
CITy»>Ke€OHOE MHUCHMO.

Tema 5.
JIOKyMEHTBI 110
TPYAOBBIM
OTHOIICHUSIM.
Knaccudukanus,
rpaBuiIa
oopmieHus
NTOKYMEHTOB T10
IMTUYHOMY COCTaBYy.

[IpakTHueckoe
Bansitue Ned
JlenoBas cuTyanus:
Odopmienne Ha
paboTy.
OdopmiieHue u
3aIrOJTHCHHE
YHU(DUIIIPOBAHHBIX
(bopM TOKYMEHTOB
[0 TPYIOBBIM
OTHOIIICHHSIM:
TPYJI0BOM JOTOBOP.

Y1-VY531-35
OK1-0K9
[IK 1.2 -TIK 1.3

Paznen 3. JloroBopHO-TIpaBOBas IOKYMEHTALIMS




Tema 9. JIOKyMeHTBI
M0 CHAOXEHUI0 U
COBITY.

[IpakTHueckoe
BansTue Ne5
OdopmiieHrE aKTOB
MPUEMKH
MPOTYKIIUU
(TOBapoB) IO
KonuuecTBy 1
Ka4yecTBY.
OdopmiieHue akToB
[0 OKA3aHUIO
BO3ME3/IHBIX yCIYT.
OOpasIbl aKTOB.

Y1-VY531-35
OK1-0K9
[IK 1.2 -TIK 1.3

MpuUMepHasi,
WHAVMBUyaJbHas.
Conepxxanue

HOMEHKJIATYPBI J1e]

JloBepeHHOCTH:

[pa3oBbIE,

CreLUalbHbIEe,

reHepaJbHbIE.

O06pa3ipl

JTOBEPEHHOCTEN.
Pazgen 4. IlpaBuna mnepenayd JIOKYMEHTOB B apXUB

Y OpraHu3alysi apXMBHOTO XpaHEHUs

Tema 11. [IpakTHdeckoe Y1-V¥Y531-35
Homenxknarypa 3aHsTHe Neb OK1-0K9
nen. Bunpl, CocTaBiieHue MK 1.2 -IIK 1.3
Ha3HA4YCHHUE, HOMEHKJIATy bl J1E1.
MOPSIOK Buibl HOMEHKIIATYp
COCTaBJICHUSI. e TUIOoBas,




2. OueHouYHBbIE CPEACTBA TEKYIIEr0 KOHTPOJISA YCIIEBAeMOCTH H

KPUTCPHUH OLCHKHA Kommiekr 3anaHm71 IJIsi KOHTPOJILHOIO Cpe3a
Bapmuanr 1

3aganue 1. OopmuTe peKBU3UT «agpecar»:

a) aroBbIM crocoo0M:

I. MunucrtepcTBO 1Mo Haimoram U cOopam HauanbHuk otnena
ninanupoBanus Kpacnos B. .

2. Hupexktop 000 «OpbOuta-cepBuc» Coxonop B. ®. 125789, r.
CwmorneHck, y 1. [lentpanbHas, 28.

3. Uyrynosa T./1., 123456, MockBa, yi. ABTo3aBojicKas, 1. 23, kB. 12;

0) HEHTPUPOBAHHBIM CIIOCOOOM:

4. BopoHEXCKUI rOCyJapCTBEHHBIN YHUBEPCUTET DaKkyJIbTET
KypHanuctuku 3aB. kadeapoit mpodeccop Bsazemckuii B. B.

5. JokymeHT Hampasisiercs B ABa azapeca: 1) AO «benslid Berep»
['enepanbubiii  gupektop KykoB M. W.; 2) mpuOOpoCTpOUTENbHBIN 3aBOJ
«2nektpon» Otaen mapkerunra Ct. menemxep JI. O. Cokomnona.

3aganue 2. Odhopmure rpud yTBEp>KICHUSA:

a) pJ1aroBBIM CIIOCOOOM:

1. YrBepxknaro Jupexrop 000 «Jlakmun» B. A. Tumodee «15» mapra 2010
roja.

2. Yr1Bepxaeno [Ipotokon 3acenanusa Coera qupektopoB N212 ot 23 mapTta
2010 rona.

0) HEHTPUPOBAHHBIM CIIOCOOOM:

3. Yr1Bepxkaeno Pemenue obuiero codbpanus akiponepoB N207 ot 12 mas
2010 rona.

4. JIOKyMEHT yTBEpKIAEH ABYMS JOJKHOCTHBIMU JIUIIAMU:

1)  VYrBepxknar dupektop AO «IIpoton» I'. . bopucos «12» anpens 2010
roja.

2)  VYrBepxkaar Jupekrop AO «KBant» B.U. Jlonros «13» anpens 2010 roza.

3aganue 3. OdopmuTte Ha3BaHHE BUJA JOKYMEHTAa M 3arojOBOK K TEKCTY
3TOr0 JIOKyMEHTa ILIEHTPUPOBAHHBIM U (PJIAaroBBIM CIIOCOOAMU, yHNOTPEOUB HYKHBIN
naaex:

a) IpUKa3 O BBEJIEHUU MHCTPYKLMHU 10 MPOTUBONOKAPHOM Oe3omacHOCTH; O)
IPOTOKOJI O 3aCE€JaHUM COBETA MO NMPO(PUIAKTUKE NPAaBOHAPYLIEHMI; B) CIIpaBKa O
COCTOSIHMH YCIIEBAEMOCTH B y4eOHOM IpyIIE;

I) aKT 00 HHBEHTApU3aLUU HAINYHS IEHEKHBIX CPEICTB.

3aganue 4. OpopmuTre OTMETKY O HATMUUU NPUIIOKEHUS:

1. [Tpunoxxenune. Ha 2 1. B 4 3k3.



2. Ilpunoxenue. [ocymapcTBeHHass cucTeMa JOKYMEHTAlMOHHOIO
oOecrnieueHust yIpaBieHus, 3 3K3.

3. [Tpunoxxenue
1.  Ilnan pacmpezneneHus: o0ydaronmxcs Mo 0obeKTaM Ha 3 JI. B 2 9K3.
2. OT4er o pacnpezieieHnu o0 00bEKTaM Ha BpeMs ITPOU3BOICTBEHHOM

MPaKTUKH, B 2 9K3. Ha 3 1.
3apanne 5. OhopMuTe PEKBU3UT «MOAMUCH». [JOKyMEHT MOMUCHIBACT:

I. Hupextop Jlenapramenrta BHeHUX cBsizeil P.A. Epoxuna.

2. HayanpHUK clI€ICTBEHHOTO OTAEHA, MOJKOBHUK rocTulinu B.B. MabpuH.

3. Hupekrop B. E. CemeHoB 1 HayanpHUK (PUHAHCOBOTO YIPABICHUS
. 9. Kopones 3A0 «Daxen».

4. Komuccusa B cocrase: npencenarens komuccuu Ilonomapesa B.JL,

yieHbl komuccuu [lotanos P.T., CBupunos P.B.

5.JIBa  pykoBoAMTENs  paBHO3HAYHBIX  JOJDKHOCTEM:  HauanmbHuk
nernapramenTa nHdopmanuu u neuatu MU Jla Poccun P.H. CrenanoB u {upextop
JerapTaMeHTa 1Mo CBs3sIM C 0O0IIecTBeHHOCThI0 MuHobOpazoBanus Poccuun JILE.
HoBuukos.

3aganue 6. Opopmure rpud coriacoBaHus:

a) p1aroBBIM CIIOCOOOM:

I. CormnacoBano [Jupexrop BO «IIpogunTopr» K.A IlepszeB «10» ampesns
2021 rona.
2. Cornacosano IIporokxon N!! O6 ot 23 mapta 2021 roaa 3acenanus

IIUKJIOBOM METOJANYECKOM KOMUCCHUH,
0) HIEHTPHUPOBAHHBLIM CIIOCOOOM:

3. CornacoBano lupexrop bankoBckoro komiemxka N2 45 M. A Moxos
«12» anpens 2021 rona.

4. CornacoBano Pemenue coOpanusi TpyJAOBOrO KOJUIEKTHBA OT 14 ampens
2021 rona.

Bapuant 2

1.  CocraBbTe cripaBKy 0 pazMepe 3apabO0THOM IIaThl pabOTHUKA OTHEIA

cObITa rotoBoi mponykuuu 110 «['panT» 11 mpenocTaBieHus B JETCKUN cajl.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOATENIBHO.

2. CocTaBbTe CIIpaBKy 0 cTaxe paboThl 3koHOMHUCTa OO0 «ATmanT» ms
IPEIOCTAaBICHUSI B JIPyroe MecTo padoThl MO NPUYMHE YyXO0Ja CO CTaporo.
OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

3. CocraBbre cnpaBky u3 JXKOCa Ne 97 IlepBomaiickoro paiioHa T.
MuHCcKa 0 coCTaBe CEMbH MOJIOJIOTO CIEHUATUCTA IS IPEAOCTABIECHUS 110 MECTY
pabotbl. OcTalibHbIE AJaHHBIE YKAKUTE CAMOCTOSTEIILHO.



4. CocraBbpTe NpuKa3 O IpPUEME Ha JODKHOCTb IJIABHOTO OyXranrtepa
OAO «bencorws3» ¢ 0KIa0M COTJIaCHO ITaTHOMY pacnucanuto Meanosoi JI. K.
OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

5. CocraBpre mpuka3z o0 yBonbHenuu Kosams B. H., unxenepa I10O
«JIrommMuita», B CBA3M ¢ cokpauieHrueM mrara. OCTajlbHbIE CBEIEHHS AOMOIHUTD
CaMOCTOSITEJIBHO.

6. CocraBuTh mnpuka3z o InepeBojae uHxkeHepa HMBanoBa A. II. Ha
JNOJDKHOCTh ~ TJIABHOIO  MHXKeHepa.  OCTaJbHbIE  CBEIEHHs  JIOIOJIHHUTH
CaMOCTOSITEJIBHO.

Bapuant 3

3anoaHUTE TPYAOBYIO KHIDKKY C YUETOM BCEX TPEOOBaHUI 3aKOHOIATENIbCTRA.

1.1. Copoxun Auguekcanap Cepreesuu (05.08.1977 r. poxaeHus)
yctpowicss Ha padory B OOO «OpOuta-M» 3KOHOMHCTOM B pPacdeTHO-
ananutuueckuit ornen. [Ipukas o npueme Ha padoty Ne30-k ot 03 mapra 2021
roga. Copokun A.C. uMeeT AUIIIOM O BhICIIEM MPO(ECCHOHATLHOM 00pa30BaHUHU
MO CMELHAIIBHOCTU 3KOHOMHUCT. Aniekcanip CepreeBud BIEpBbIe yCTPAUBAETCS HA
paboTy mo cBoeil crnenuanbHocTH. MHcnekTop otaena kaapoB Cemenora T.H.
3amnojiHujIa TPYAOBYIO KHUKKY B J€Hb M3[aHUA TMpUKa3a O MpuUeMe Ha padboTry
Copoxuna A.C.

1.2. Copokun A.C. npopabotan B OOO «Opbura-M» 1 rog u 3 mecsna,
3aTeM Hamucas 3asiBiIeHNe 00 YBOJILHEHUHU IO COOCTBEHHOMY KEJIAHHIO, TPUKa3 00
yBoabHeHnH Bbien 03 utons 2021 roga. Crnenaiite COOTBETCTBYIOIIYIO 3allUCh B
TPYJIOBOI KHMKKE paOOTHUKA.

1.3.1lpu 3anmonHenuun rpadsl 3 TPyAOBOW KHIDKKM Oblla JIOMYyIEHA
HeTo4yHOCTh, CopokuH A.C. ObUI NPUHAT B PACYETHO-AaHATUTHUUYECKUU OTIEN
DKOHOMHUCTOM MO OyXrajarepckoMy ydeTy U aHaldu3y XO3SHCTBEHHOM
nestenpbHocTH. CrenaiTe 3alMch B TPYAOBOW KHMXKKE O TOM, YTO 3alHCh 3a
HoMepoM | HexeictBurenbHa (03.06.2021).

Bapuant 4

I'paxxnanka CwmupnoBa MHpuna IlerpoBHa ycTpauBaeTcss Ha paloTy B
000

«Opbuta-M» B OTHEN MapKeTUHTra M COBITA MPOAYKIMH Ha JOJKHOCTb
HayaJbHUKA OTJENa, C MAKCUMAJIbHBIM UCIBITATEIbHBIM CPOKOM, HA OCHOBAHUU
3asiBICHUS O mpueMe Ha padoty oT 24 ampens 2021 r., mpukaza Ne 480-1 ot 24
anpens 2021 r., pyaosoro moroBopa Ne 38 ot 24.04.2021 r. ¢ TapudHON cTaBKOM
40 000 pyO.

[IpopaboTaB B AOMKHOCTH HadallbHUKA OTJAeNa NEeBATh MecsieB, WpuHa
[TerpoBHa ObL1a MepeBeieHa Ha IOJKHOCTh 3aMECTUTENSL AUPEKTOpa MpHUKazoM Ne



76-n ot 11 depans 2016 r. Ha ocHOBaHUU pacnopsbkeHus aupekropa OO0
«Opbura-M» CrenanoBa [laBna AnexcanapoBuya, ¢ Tapuduoit ctaskoit 60 000
pyo.

25 ampens 2021 r. Upuna IlerpoBHa mnpenoctaBuia B OTAENT KaJIpoB
CBUJIETEILCTBO 0 3akmroueHuu opaka [-6C Ne 676847 ot 23.04.2021 r., BEIZaHHOTO
otnenom 3AI'Ca CraBponosibckoro kpas no r. [IaTuropcky, corasacHo KOTOpoMy
OHa U3MeHuja cBoro hamunuto (HoBas pamunusg Mensenena).

AHketa rpaxkaanku Cmupnosoii U.I1.

®.1.0.: CmupnoBa Upuna
[TerpoBna [lata poxxaenus: 13.02.1985
r.

OO6pazoBaHue: BbiclIee MPOPECCHOHATIBHOE
[Ipodeccusi: MeHeKep 1Mo IEpCoHaATY
CrenuanbHOCTh: YIPaBIE€HHUE MEPCOHATIOM

[Tacnopt: cepus 07 08 nomep 768234, Bernannoro Y ®MC
CraBponoJibckoro kpas r. Ilaruropcka

3anannsa:

1. Hamwmcatp TUnOBOE 3asABlIeHUE O TpUEME HA pabOTy OT UMEHU
CwmupnoBoii N.I1. B COOTBETCTBUU € YCIOBUEM MPOU3BOICTBECHHOM 3a/1a4H.

2. CocTtaBuTh IpuKa3 o npuéme Ha padboty dopmbl T-1.

3. 3aBecTH YUCThIN OJIAHK TPYAOBOM KHUXKKH, 3aIOJTHUTH TUTYJIbHBIN JIUCT.

4. Buectn 3anuck B TK o npuéme Ha padory.

5. CocTtaBuTh npukKa3 o nepeojie CMUPHOBOM Ha JOKHOCTD
3amecturens gupekropa OO0 «Opbura-M».

6. Bnectu 3anuce B TK o nepesoze.

7. Buectu 3anuch B TK 00 uamMenenuu GpamMuan.

1. Kpurepuu oneHuBaHusi:

Onenka «5» (OTJMYHO) BBICTaBJSIETCS B CIydyae MOJHOTO BBIOJHEHUS
KOHTPOJIbHOM pPa0OThI, OTCYTCTBHUSI OMIMOOK, TPAMOTHOTO TEKCTa, TOYHOCTh
(bOopMyIMPOBOK U T.1I.;

Onenka «4» (X0po1110) BHICTABIISIETCS B CIIy4yae MOJHOTO BHIIIOJIHEHUS BCETO
o0beMa KOHTpPOJIbHOW paldOThl MpPU HATUYMK HECYIIECTBEHHBIX OIIMOOK, He
HOBIUSBIINX HA OOIIMI pe3ynbTaT paboThl U T.J.;

Onenka «3» (ya10BJIETBOPHUTEIbHO) BBICTABIISIETCS B CIIyyae HEAOCTATOUHO
MOJTHOTO BBITIONTHEHUSI BCEX pa3lelioB KOHTPOJIBHON paboThl, MPU HATUYUU
OIIMOOK, KOTOphIE HE OKa3alu CYIIECTBEHHOTO BIMSHHUS HAa OKOHYATEIbHBIN
pe3yJbTaT, IPU OYE€Hb OTPAHMUYEHHOM 00beMe UCIOIB3YEMBIX MOHATUH U T.11.;



OmueHka «2» (HeyIOBJIETBOPHUTEIbHO) BBHICTABISIETCS B Cllydae, €CJH
JOMYIIEHBI MPHHINIHATLHBIC OIIMOKH, KOHTPOJIbHAS pa0doTa BHIMIOJIHEHA KpaifHe
HEOPEXKHO U T.1.

3AJAHUS IS KEMC-3AJIAY

Tema 3. PacniopsiauresabHble JOKYyMeHTbl. Buabl, Ha3HaYeHHe, IpaBHIA
opopmiieHus.

3aganmeNel:

CocraBbTe MpHUKa3 MO OTKPHITOMY akIMOHepHOMY o01ecTBy «HoBocubupckuit
3aBOJ] XUMKOHIIEHTPATOB» 00 YyTBEP>KICHHUH MHCTPYKIHMH IO JIEJIONPOU3BOJICTBY Ha
3aBoJie. B KOHCTatupyromen YacTu YKaXHUTE€, YTO B COOTBETCTBUM C THUIIOBOMU
WHCTPYKIIMEN IO JEJIONPOU3BOJICTBY B MHHHCTEPCTBAX, BeAOMCTBax Poccuiickon
dbenepanuu, yrBepKaeHHON pacniopsokeHueM [IpaButenbcetBa Poccniickoit dhenepamnmm
oT 24.06.1992 Ne 1118-p, u ¢ 'OCT P 7.0.97-2016 xanuenspueit 3aBojia pazpadoTaHbI
NOPSAOK  MPOXOXKICHHUS JOKYMEHTOB M CTaHIApThl HA  OPraHU3alMOHHO-
pacrnopsiAUTENbHYIO JTOKYMEHTalUul. B pacnopsauTenbHOW 4YacTH  YTBEPAMTE
UHCTPYKIHMIO W TOPYYMTE 3aBEAyIOIIed KaHUeaspueld o0ecnednTbh METOIUYECKOE
PYKOBOJCTBO OPTraHM3alMEN AEJONPOU3BOACTBA HA IMPEANPUATHM U YCTAaHOBUTH

KOHTPOJIb 32 COOJII0JIEHUEM TPEOOBAHUN UHCTPYKIIUHU, OCTAIbHBIE PEKBU3UTHI
YKQKHUTE CaMOCTOSATEIBHO.

3apanneNe2:

1. KakoBbl OCHOBHBIE (PYHKIIMH PACTIOPSIIUTENBHBIX JOKYMEHTOB?

2. [lepeunciure cTaiuy NOATOTOBKHU PACIOPSIAUTEIBHBIX JOKYMEHTOB.

3. ITpuka3s. [TonaTHE ¥ BUABI NPUKA30B. 3HAYEHHUE, CTPYKTYpa U COIEPKAHUE

IIpuKasa 110 OCHOBHOM ACATCIBHOCTH.

Tema 8. TpynoBasi knu:kka. Benenue TpynoBbix KHMKEK. OCHOBHbBIE
3aNMCH B TPY/0BOIl KHHAKKe PpAa00THUKA.

3aganue:

O¢opMUTh TUTYJBHBIA JMCT TPYAOBOW KHHMKKM B COOTBETCTBUU C
3aKOHOAATEIBCTBOM.

3anonnume mpyoos8yro KHUNCKY C Y4emoM 6cex mpebosanuli 3aKkOH00amenbCmaa.

1. Copoxun Anexcanap Cepreesuu (05.08.1977 r. poxneHus) ycTpouics
Ha paboty B OO0 «Ilapyc» 5KOHOMHCTOM B pacueTHO-aHATUTHYeCKu oTAel. [1pukas
o mpueme Ha padoty Ne30-x ot 03 mapta 2016 roma. Copokun A.C. uMeeT TUTIIIOM O
BbICIIEM NPO(pECcCHOHATBbHOM 00pa3oBaHUM MO  CIEUUATBHOCTH SKOHOMHUCT.
Anexcannp CepreeBuu BIIEpBbIE yCTPAaUBAETCsl Ha padOTy MO CBOEH CIENHAIbHOCTH.



Wucnekrop otmena kaapoB CemenoBa T.H. 3amonmHumma TpynoByr0 KHIKKY B JICHB
W3JIaHus TprKa3a o mpueme Ha padoty Copokuna A.C.

2. Copoxun A.C. mpopabotan B OO0 «Ilapyc» 1 rog u 3 mecsia, 3arem
Hamycan 3asBiICHHE 00  yYBOJIBHEHHH TIO COOCTBEHHOMY JKEJIAaHWIO, TpUKa3 00
yBoabHeHnH Bbiiel 03 utonsa 2017 rona.  Coenatime coomeemcmeyowyio 3anucy 8
Mpyo008oll KHUICKe pabOMHUKA.

3. [Ipu 3anomHeHwn rpadpl 3 TPYAOBOM KHIDKKH ObUTa JOIMYyIICHA
HeTouHOCTh, CopokuH A.C. ObUT TPUHAT B PACUYCTHO-AaHATUTHYCCKHHA OTIEN
HPKOHOMHUCTOM M0 OyXTaJdTepCKOMY YUYeTy W aHaJIM3y XO3SHUCTBEHHOW NESTEIHHOCTH.
Coenatime 3anuco 6 mpyooGoU KHUJMCKE O MOM, YMO 3anucv 3a Homepom I
Heoeticmeumenvha (03.06.2021).

Kpurtepuu oneHnBaHus:
Ouenka "orauuHo" Kelic pemieH npaBWIbHO, JaHO Pa3BEPHYTOE MOSICHEHUE U

000CHOBaHHKE CIIETaHHOTO 3aKiIoueHus. CTyIeHT AeMOHCTPUPYET METOA0IOTHUECKHE
¥ TEOpPETHYECKUE 3HaHUs, CBOOOHO BlaJieeT HaydHOU TepmuHOoruei. [Ipu pazdope
MPEMIOKEHHOW ~ CUTyallid  TPOSBIIET  TBOPYECKHE  CIOCOOHOCTH,  3HAHHE
JOTIOJTHUTENBHOM  JUTeparypbl.  JleMOHCTpuUpyeT  XOpollue  aHaJUTHYECKUE
CIIOCOOHOCTH, CHOCOOEH MpU OOOCHOBAHMU CBOETO MHEHHS CBOOOIHO MPOBOAMUTH
aHAJIOTUU MEXIy TEMaMU Kypca.

Ouenka "xopomo" Kelic pelieH npaBUibHO, AaHO MOSCHEHHWE U 0O0CHOBaHUE
cAaenaHHoro  3akmodeHus. CTygeHT  JEMOHCTPUPYET  METONOJIOTMYECKHE W
TEOPETUYECKHE 3HAHUS, CBOOOIHO BIIaJ€eT HAYYHOU TEPMUHOJIOTHEN. [[leMOHCTpupyeT
XOpOIIUE aHAJTUTHUYECKHUE CIOCOOHOCTH, OJTHAKO JIOMYCKAeT HEKOTOPbIE HETOYHOCTH
IIPU ONEPUPOBAHUYN HAYYHOU TEPMHUHOJIOTHEN.

Ouenka "ymoBaersopurenbHO" Keilc pemieH npaBuiIbHO, NOSCHEHHE U
000CHOBaHHE CJENaHHOTO 3aKJIIOUEHUS OBLJIO JaHO TMpPU AKTUBHOM MOMOIIH
npenojgasarens. Mmeer  OrpaHWYEHHbBIE TEOPETHYECKHE 3HAHMUS, JOIYCKaeT
CYILLIECTBEHHbIE OIIMOKM MPHU YCTAHOBJIEHWU JIOTUYECKUX B3aUMOCBSI3€H, IOMyCKaeT
OLIMOKY IPY UCIOJB30BaHUN HAYYHOW TEPMUHOJIOTHH.

Onenka "HeynoBJeTBOpUTEabLHO" Kelic perieH HenpaBUibHO, 00CYXKAECHUE U
NOMOIIb MpenojaBaTesisi He MPUBEIU K MPaBHWIbHOMY 3akitoueHuto. OOHapyXUBaeT
HECMOCOOHOCTh K TIOCTPOSHHUIO CaMOCTOSITENBHBIX 3akitoueHuid. Mmeer ciialbie
TEOPETUYECKHE 3HAHUS, HE UCII0JIb3YET HayUHYI0 TEPMUHOJIOTHIO.
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