®enepanbHOe rocyIapcTBeHHOE 0101 KeTHOe 00pa3oBaTeIbHOe
yYupeskaeHue BbICIIero o0pa3oBaHusi
«POCCHMCKASI AKAJTEMHUSI HAPOJHOT'O XO3SIMCTBA
U TOCYJIAPCTBEHHOM CJIYKBbI
ITPA TPE3UJEHTE POCCUVICKOM ®EJIEPAILIUN»

WHceTuTyT nipaBa 1 HallMOHAJIbHON O€30M1aCHOCTH
Kadenpa kondnukronoruu u MUrpaiiuoHHoi 06e30macHoOCTH

YTBEPXIEHA

peuienueM Kadeapbl KOHGIMKTOIOTUI
¥ MUTPAIMOHHON 0€30MacHOCTH
[IpoTokoi ot «27» mast 2017 r. Ne 4

PABOYAA ITPOI'PAMMA JUCHUIIVINHBI

b1.B.04 JJokyMeHTallMOHHOE 00eceYeH e YIIpaBIeHUs
(uHOeKc, HauMeHOBaHue OUCYUNIUHBL (MOOYIS), 8 COOMBEMCMBUU C YUEOHbIM NIAHOM)

38.05.01 SKOHOMUMYECKAS BE3OITACHOCTb

(K00, Haumenosanue HANPaAGIeHUs NOO2OMOBKU (CNeYUaIbHOCHIU)

SKOHOMI/IKO-HDaBOBOG o0ecrieueHre YSKOHOMHUYECKOIN OS30ITaCHOCTH
(nanpasnennocms (npoghunv))

OKOHOMHCT
(keanugpuxayus)

Ounast
(cpopma(vt) 06yuenus)

I'on mHabopa - 2013

Mocksa, 2017 1.



ABTOpP(BI)-COCTABUTENDB(H):

JloueHt kadeapbl KOHOIMKTOIOIMU U MUTPALIMOHHONU 0€300aCHOCTH

K.1cuxoJior.Hayk 3uHoBbeBa E.b.
(VueHas cmeneHb u(uau ) yuernoe 36amue, Q0JINHCHOCNHb) (HauMeHo8aHue Kagedpol) (®.1.0.)

3aBenyromnuii kKageapoit KOHPIUKTOIOTHH U

MHT'PAIMOHHOM 0€301aCHOCTH JIOKTOP COIl. HAVK, JOIEHT Jlenenena B.1O.
(HaumeHosaHue Kagpedpwl) (VueHnas cmeneHsb u(uau ) yueHoe 36anue, O0INCHOCb) (®.1.0.)




COJEP)KAHUE

1. [lepeuenr IUIAHUpPYEMBIX pPE3yJabTAaTOB OOY4YEHHUS IO JUCUUIUIMHE
(MOmyII0), COOTHECEHHBIX C IJITAHUPYEMBIMHU PE3YJIbTaTaMH OCBOEHHUSI 00pa30BaTEIbHOM
L0100 1 0T 1Y 01020 4

2. O0beM U MeCTO TUCIUIUIMHBI (MOXYJISI) B CTPYKType 00pa3oBaTeinbHOU
L0100 i 0T 1Y 0102 9
3. CopepxaHue U CTPYKTYPaA AUCUUIIITMHBL (MOIYIIS) . eeveennenneeneennennenns 10
4. Matepuanbl TEKylIero KOHTPOJsS ycreBaeMocTd oOyuarommuxcs U (HoH.
OIICHOYHBIX CPEACTB MIPOMEKYTOUHOM aTTECTal[UU MO TUCHUIUTUHE (MOIYIIO). . ... ...... 12
5. MeTtoauyeckue ykazaHus A OOy4YaOLIUXCS MO OCBOCHUIO JUCIHUILIMHBI
60313721 £ P 29
6. YyeOHnas auTeparypa u pecypcbl nH(pOpPMaIMOHHO-
TeNIEKOMMYHUKAIIMOHHOW cetu "MHTepHer", yuyeOHO-MeToauyeckoe oOecreueHue
CaMOCTOSITENILHOM pabOThl 00YYAIOIIUXCS MO AUCHUITUHE (MOAYIIEO). ... eenvieneennee 33
6.1. OCHOBHAS JTUTEPATY P+t v e eeveenteenteenteeete et eneeeteenneeaneeenneeaanennens 33
6.2. JIOTIOITHUTEIIBHASI JIATEPATYPA. ¢+ v et eneeentteenteeaate et etteeateeateeeieeaaeneennen 33
6.3. Y4eOHO-MeTOAMYECKOE 00ECTICUCHNUE CAMOCTOSITEITLHOW PabOTHI. . .............. 34
6.4. HOpMaTHUBHBIE MPABOBBIE TOKYMEHTBI. . ...t ueenttteeneaneeeneenaeaieeneeanenaenans 36
LTI 7 02 c70) & (S5 i 0T 011 36
6.0. VTHBIE HCTOUHHMKH . ... .tenttettt et ettt et et et e e et e e e e eee e e 37
7. MarepuanpbHO-TeXHHYECKass  0a3a, WH(OpPMAIMOHHBIC  TEXHOJOTHH,

MporpaMMHOe oOecriedyeHue U HH(POPMALIMOHHBIE CIIPABOYHBIC CUCTEMBI .................. 37



1. IlepeyeHpb NIIAHUPYEMBIX Pe3y1bTATOB 00y4eHHsI 110 JMCHUIIJIMHE, COOTHECEHHBIX €
IJIAHUPYEMBbIMH Pe3yJIbTaTAMH OCBOCHHS IPOrPaMMBbl

1.1. HI/ICHI/IHHI/IHa «I[OKYMCHTaHI/IOHHOG obecneueHue YIIPpaABJIICHUA obecrneynBaeT OBJIaACHUC
CICAYIOIIMMHA KOMICTCHIUAMUA C YYCTOM DTAIIOB.

Kon
KOMIIETEHI]
15071

HaumenoBanue
KOMIIETEHIIAHN

Koz »Tama
OCBOEHUA
KOMIIETEHIUH

HanmeHnoBaHme 3Tama OCBOCHHUS
KOMIICTCHIIM

OIIK OC-5

CrocoOHOCTh TIPUMEHATH
HOPMAaTHUBHO-TIPABOBBIC
aKTbhl, O0O0ECIIEUHUBAIOIIHNE
(bYHKIIMOHUPOBaHUE
0Tpacyeil SKOHOMUKH

OIIK OC-5.4

CrniocobHOCTB IPUMEHSTh
HOPMAaTUBHO-NIPABOBBIE ~ aKThl U
rPaMOTHO JOKYMEHTUPOBATH UX.

ITIK OC-52

CIIOCOOHOCTh  NTPUMEHSITh
Ha  TPaKTHKE  METOJbI
BBISIBJICHUS u
JOKYMEHTHPOBAHUS
9KOHOMUYECKUX U
HAJIOTOBBIX
NpaBOHAPYLICHUH:
UH(POPMALMOHHEIE,
pacyeTHO-aHAIUTHYECKNE,
JIOKYMEHTAJIbHBIE,
(aKTUYECKOTr0 KOHTPOJIS

I[IK OC-52.1.1

CIIOCOOHOCTH
MIPAKTUKE
JIOKYMEHTUPOBaHUS
YKOHOMHYECKHUX IMPABOHAPYIICHUHN

IMPUMCHATDH Ha
MCETOJBbI

[1K-6

CIIOCOOHOCTBIO
OCYIIIECTBIISATh
OyXxraiaTepckui,
(buHaHCOBBIH,
ONEpaTUBHBIMN,
yIpaBJIeHYEeCKUN u
CTaTHUCTUYECKUE  YYeThl
XO3AUCTBYIOIIHX
CyOBEKTOB W NPHUMEHATH
METOJUKH M CTaHAAPTHI
BEJICHUSI OyXTaJTepCKOro,
HAaJIOTOBOTO, OIOKETHOTO
yueToB, (HOpMHpOBaHUS U
IIPEIOCTABIICHUS
OyXxraiaTepckon,
HAJIOTOBOM,  OIOIKETHOM
OTYETHOCTH.

[1K-6.1.2

CIoco0EH WCHOJIB30BAaTh JAaHHBIE
IS yuera B pa3IMYHBIX
XO3SUCTBYIOIIUX CYOBEKTOB

[1K-10

CIOCOOHOCTBIO
OCYIIECTBIISITh
MEPOTIPHUSTHS,
HarpaBJIeHHbIC Ha
npopHIAKTUKY,
IPeIyTPEKICHIC
NPECTYIUICHUH ¥ UHBIX
MpaBOHAPYIIECHU, Ha
OCHOBE HCIOJIb30BAHHUS
3aKOHOMEPHOCTEM

[1K-10.1.2

CHOoCcO0O€H BBISBISATH U YCTPAHATh
MIPUYUHBI U YCIIOBHUS,
CHOCOOCTBYIOIINE COBEPILIEHUIO
MIPECTYIUICHNH;

CIOCOOEH OCYIIECTBIATh
MEpPOIPUSITHS, HalIpaBJIEHHbIE HA
npoUIAKTUKY, IPEIYTIPEKICHUE
IIPECTYIUICHUN U UHBIX
[IPaBOHAPYILICHUH, HA OCHOBE
MCIIOJIb30BaHMS 3aKOHOMEPHOCTEH




SKOHOMHUYECKON
HPECTYIHOCTH U METO0B
€e IpeaynpexXICHHUS;
BBIABJIATHE U YCTPAHATDH
MIPUYMHBI U YCIIOBUS,
CIOCOOCTBYIOLIME
COBEPILECHUIO
MPECTYIJIEHUI, B TOM
YUCJe KOPPYNIIMOHHBIX

HKOHOMHUYECKON MPECTYITHOCTH U
METOJIOB €€ MPEAYIPEKICHHS;
BBISIBJIATH M YCTPAHATh NPUYHHBI U
YCIIOBHS, CIIOCOOCTBYIOIINE
COBEPIICHUIO NPECTYIUICHUH, B
TOM YHCIIe KOPPYMIIUOHHBIX
MPOSIBIICHUI

MIPOSIBJIICHU I

I1K-12 CIoCOOHOCTBIO BhIABIATE, | [IK-12.1 CIIOCOOHOCTH BBHISABIIATD,
JIOKyMEHTHUPOBATh, JIOKyMEHTHUPOBATh, IPECTYILICHUS
MIpECceKaTh U PaCKpPhIBaTh Y WHBIC MIPaBOHAPYIICHUS B cepe
MPECTYIUICHUS U UHBIC SKOHOMHUKH
npaBoHapyIieHus B chepe
HKOHOMHUKH.

[1K-14 CIIOCOOHOCTBIO [IK -14.2 CIIOCOOHOCTBIO  JJOKYMEHTHUPOBATH
OCYIIECTBIISATh MH(pOpMaLIHIO 00
MIPOM3BOJICTBO I10 JeJIaM aIMUHUCTPATUBHBIX
00 aIMHHHCTPATHBHBIX MIPABOHAPYIIICHHSIX
PaBOHAPYIICHUSIX.

I1K-15 cnocobHocThio npuMenath | [1K-15.1 CIOCOOEH NMPUMEHSTH B
B npodecCHOHATbHON podeCCHOHATBHON IeITeIbLHOCTH
JIEATCIbHOCTH TEOPETUICCKUE OCHOBBI PACKPBITHUS
TEOPETHYECCKHUE  OCHOBBI U paccieoBaHusl PECTYIIICHHIA;
PaCKPBITHS u CITIOCOOEH MCIIOIb30BaTh IS
paccreoBaHus penieHus mpodeccruoHalIbHBIX
MIPECTYIUICHUH, 3a/1a4 TEXHUKO-

UCIIONIB30BaTh B IEISIX KPUMUHAIUCTUYECKUE METOMIBI U
YCTaHOBJICHHS CPEICTBA, TAKTUYECKUE TIPHEMBI
OOBEKTUBHONH HCTHUHBI TIO MIPOM3BOICTBA CIECTBEHHBIX
KOHKPETHBIM Jenam JeicTBuil, popMbl OpraHu3alvy u
TEXHUKO- METOAMKY PACKPBITUS U
KPUMUHAITACTUICCKUE pacciieIoBaHus OTICIIBHBIX BUJIOB
METOIBl U CPEHACTBA, U TPYIIIL.

TaKTUYECKUE TIPUEMBI

MIPOU3BOJICTBA

CIIEICTBEHHBIX JEHCTBHH,
dbopMBI  OpraHW3anUu U
METOJIMKY PAaCKpBITHS H
paccie0BaHus
OTAEJBHBIX BUJIOB U TPYIIN
IIPECTYIICHUN

1.2. B pe3ynbTaTe OCBOGHUS TUCIMILUIMHBI Y CTYIEHTOB JOJDKHBI ObITH C(HOPMUPOBAHBDI:

Kona srana
IIpodeccnonaibubie 8
. OCBOCHHA
AeificTBUA
KOMIIeTeHIIUH

Pe3yabTarnl 00yyeHus




CnocoOHOCTh MIPUMEHSATH
HOPMAaTUBHBIC IIpaBOBBIC
NTOKYMEHTBI B  JIEATEILHOCTH]

HKOHOMHUYECKUX CyObEKTOB

OIIK OC-5.4

HAa YPOBHE 3HAHWIA:

- TMPUMEHEHUS HOPMATUBHBIX IPABOBBIX
JIOKYMEHTOB B JesITeNIbHOCTU
HKOHOMUYECKUX CYOBEKTOB;

HA YPOBHE YMEHHUIi:

- OPUEHTUPOBATLCA B CUCTEME
3aKOHOAATCJIbCTBA U HOPMATUBHO-
IPaBOBLIX aKTOB

coctaBieHus(oopmiieHus)
[EPBUYHBIX YYETHBIX
ITOKYMEHTOB, a TaK)Ke TIPUEM
[EPBUYHBIX YYETHBIX
ITOKYMEHTOB O (haKTax
X034CTBEHHOM KU3HU
HKOHOMHYECKOTO CyOhEeKTa
[TpoBepka NepBUYHBIX YUETHBIX
ITOKYMEHTOB B OTHOIIICHUHT
(bopMBI, TOJIHOTEI OPOPMIICHHUS,
[PEKBU3UTOB

Cucremaru3zanus NepBUYHBIX
YIETHBIX JOKYMEHTOB
TEKYIEro OTYETHOTO MepHOoa B
COOTBETCTBUU C YYETHOMN
[TOJTUTUKOU

CocTaBiieHHE Ha OCHOBE
MEPBUYHBIX YYETHBIX
ITOKYMEHTOB CBOJHBIX YUETHBIX
ITOKYMEHTOB

[ToaroToBka mepBUYHBIX
YU4ETHBIX JOKYMEHTOB IS
repeaadn B apxuB

CnocobHocts moarotasiuBare| [IK OC-52.1.1 HA YPOBHE 3HAHMIA:
NTOKYMEHTBI o (bakram - METOJIOB BBISIBJICHUS u
BbISBJICHHBIX IIPaBOHAPYLIEHUH JOKYMEHTUPOBAaHUS  SKOHOMHYECKHUX U
HAJIOTOBBIX MTPABOHAPYIICHHA.
HA YPOBHE YMEHHIi:
- TOATOTaBIMBATH JOKYMEHTHI MO (haKTam
BBISIBIICHHBIX [TPABOHAPYIICHHUH.
CriocoOHOCTD I1K-6.1.2 HA YPOBHE 3HAHMIA:

OCHOB 3aKOHO/IaTETHCTBA
Poccuiickoii @eneparuu 0 Oyxrairepckom
ydere (B TOM YHCIIE HOPMATHUBHBIE
[IPaBOBBIE AKTHI O JOKYMEHTaX U
JIOKyMEHTO000pOTE), O0IIEPOCCUICKHIA
KJIacCU(UKATOP yIPaBICHUECKOMN
JIOKyMEHTaIMH (B 4acTH, Kacarolencs
BBITIOJTHEHUS TPYOBBIX JICUCTBUN),

Ienu u CTpyKTYpBI CEKTOpa
(MHAHCOBBIX YCIIYT, OCHOBHBIX BUJIOB
(DMHAHCOBBIX YCIYT U MIPOIYKTOB B
npoUILHOM CEKTOpE.

[IpakTvky npuMeHeHus
3akoHozarenbcTBa Poccuiickon denepaunun
o BompocaM 0pOpMIICHHUS TEPBUYHBIX
YYETHBIX JIOKYMEHTOB

BHyTpeHHHX opraHu3alMOHHO-
pacnopsIIUTENbHBIX IOKYMEHTOB
YKOHOMHUYECKOTO CyOBeKTa,
perjiaMeHTUPYIOUTUE TOPSAIOK
COCTaBJICHUS, XpaHEHUS U TIepeaady B
apXUB MEPBUYHBIX YYETHBIX JOKYMEHTOB

[Topsinka cocTaBieHHs] CBOJHBIX
YYETHBIX JJOKYMEHTOB B LIEJIAX
OCYIIECTBIICHUS KOHTPOJISI ¥ YIOPSTOUCHUS
00pabOoTKM JaHHBIX O (haKTax
XO3SIUCTBEHHOM KU3HU
HA YPOBHE YMEHUI:

Omnpenensartpb, UCIOIB30BATh U OIICHUBATH
WUCTOYHUKU UHPOpMAITUH,
CTPYKTYPUPOBATh M KJIACCU(PUIIUPOBATH
uHpOpPMAaLIUIO

CoctaBnsath (0pOpMIIATH) IEPBUUHBIC
Y4ETHbIE JOKYMEHTBI, B TOM YHCIIE
AIIEKTPOHHBIE JOKYMEHTBI, ITOJIb30BaThCS




KOMIThIOTEPHBIMH IPOTPAMMaMH JIJIS
BeJICHUS OyXTaJITepCKOTOo y4erTa,
WH(pOPMAITMOHHBIMH M CTIPABOYHO-
MPaBOBBIMU CUCTEMAMU, OPITEXHUKOMN
Brnaners npueMamMu KOMILIEKCHOM
MIPOBEPKHU MEPBUYHBIX YUETHBIX
JIOKYMEHTOB M 00€CIIeYnBaTh COXPAHHOCTh
MEPBUYHBIX YUETHBIX JIOKYMEHTOB JI0
nepeaadn ux B apXuB.

Crioco0eH OCyIIecTBISATh
TOKYMEHTHPOBAHHE
[PE3YyJIbTATOB BBHIMOJTHEHUS
[poIIelyp BHYTPEHHETO ayIuTa
B pa0OUNX TOKYMEHTaX C
MCIIOJIb30BaHUEM
MPOrPaMMHOTO O0eCTICUeHUS
IUIs eIl BHYTPEHHETO ay/IuTa
v 6e3 Hero

[1K-12.1

HA YPOBHE 3HAHMIA:

3akoHomaTeabcTBO Poccuiickoi
denepauuu
BHyTpeHHue opraHu3alMoHHO-
pacnopsiAUTENbHBIC JOKYMEHTBI
SKOHOMHUYECKOI'O
cyOBeKTa, periiaMeHTHPYIOIINE MOPSII0K
COCTaBJICHUS, XPAaHEHUs U Ilepeaady B
apXUB MEPBUYHBIX YYETHBIX JOKYMEHTOB
HA YPOBHE YMEHHUIi:
Brnagets npueMamMu KOMILIEKCHOU
MIPOBEPKU NEPBUYHBIX YUETHBIX
JIOKYMEHTOB
ObecrieunBaTh COXPaHHOCTD MTEPBUYHBIX
YYETHBIX JIOKYMEHTOB JI0 MIepead uX
B apXMB

[IK - 14.2

HA YPOBHE 3HAHMA:

OCHOBHBIX 3aKOHOMEpPHOCTEM H METOOB
HSKOHOMUYECKOH U IIPABOBOM HAYKH;
OCHOBHBIX  3a/1a4y npodeccuoHanbHOMN
JIeATEIbHOCTH;

HA YPOBHE YMEHHUI:

UCIIOJIB30BaTh OCHOBHBIE 3aKOHOMEPHOCTH
DKOHOMHYECKOM M TpPaBOBOM HAyKH B
npodeccHOHAIBHOMN 1 TETbHOCTH

[1K-10.1.2

Ha ypoBHe 3HaHmii:

BbIpabOTKA T'MIIOTE3bI O MOAETIH OTMbIBAHUS
MIPECTYITHBIX JIOXOJIOB,;

ofpeJiesieHue MOTpeOHOCTH B
JIOTIOJTHUTEIHHON HH(OpMAIIAY /ISt
IpoBeIeHNs (PUHAHCOBOTO PACCIIEOBAHUS
B nesix [0/ DT,

KOCBEHHbBIE MPU3HAKN HAJTMYUS
MIPECTYIICHUS

Ha ypoBHe ymeHnmii:

aHAIM3UPOBATH, CTPYKTYPUPOBATh U
KJaccu(puIupoBaTs HH(popMaIuio;
BBISIBIISITH IPUYMHHO-CIICICTBEHHBIE CBS3H

[1K-15.1

Ha ypoBHe 3HaHuii:

(GbopM OpraHu3aluu U METOIUK PACKPBITUS
U pacClICaO0BaHUA OTACIbHBIX BUAOB U
IpyII NPECTYIUIEHUH B c(hepe IKOHOMUKHU




2. O0beM U MecTO TUCHUILIHHBI B cTPpYKTYype OIl BO
O0beM TUCHMILTUHBI
OO6m1ast Tpy1I0€MKOCTh TUCIMIUIMHBI cocTaBisieT 108 a.u. (3 3.e.)
KonnyectBo akageMH4eCKHX YacoB, BBIJCICHHBIX Ha KOHTAKTHYIO pPaboTy cC
npenoaBaresieM (1o BUAaM y4eOHBIX 3aHATHI) U Ha CAaMOCTOSITSIIBHYIO paboTy 00yJaronuxcsi:
- ouyHas ¢(opma oOyuyeHws: Jekuun — 16 a.4., mpakTuyeckue 3aHATHS — 32 a.u.,
camocTosTelIbHas pabota — 60 4.
Mecto aucuumimnsl B ctpykrype OIl BO
Hucnunnuna «/lokymeHTalmoHHoe obecriedeHre ynpaBlieHUs» OTHOCUTCS K BapHaTHUBHOU
4acTH MpOo(pECCHOHATBPHOTO LHMKIA W SABISETCS oO0s3aTenbHOW. M3ywaercss cTylneHTamMu B 6
cemectpe Ha 3 kypce. [lpenomaBanme aucuuIUiMHbL «JloKyMeHTanmoHHOE oOecnedeHue
yIpaBJICHUS» OCHOBAHO HAa JUCIMIUIMHAX - «AJMUHUCTpaTHBHOE MpaBoy, «HaumonambHas
Oe3omacHoCThY, «I[IpaBOBOE perymupoBaHue SKOHOMUKH», bromkerHas cuctema Poccuiickoit
®enepanun, byxranrepckuil yuer, @uHaHChl, AIMUHUCTPATUBHOE IIpaBo. B cBoo ouepenp oHa
co3MaéT HEOOXOIMMbIE MPEANOChUIKA MJIi OCBOCHHS MPOTrpaMM TaKUX TUCIUIUIMH, Kak
Kontpons wu  peBmsus  «lIpaBoBoe obOecriedeHne 9SKOHOMHUYECKOH  0€30IacHOCTHY,
«AHTHUKOPPYMIIIMOHHOE 3aKOHOATENILCTBO U MONUTHKAY, «HanoroBoe npaBoy.
dopma IpOMEKYTOUHOW aTTECTAIIMK B COOTBETCTBHH C YIEOHBIM IJITAHOM — 3a4€T.

3. Coaep:xanue U CTPYKTYPA AWM CUHUILIHHBI
CTpyKTypa AUCHUNIHHBI

Tabmuma 1.
O0beM TMCUMILUTHHBI (MOYJIs1), Yac. dopma
KonrakTHasi pa6oTta TeKylIero
o0yyarommuxcs ¢ KOHTPOJIS
Ne HaumenoBanue Tem npenojaBaTeieM Mo ycneBaeMocT
°n/m N
(pa3nenoB) Bcero | Buaam yueOHBIX 3aHATHIA H
NMPOMEKYTOY
JI JP | I3 | KCP | CP HOH
aTTecTalnuu
Ounas popma odyuenun
Brenenue. OcHOBHBIE
Tema 1 | moHATHA U oNIpenENECHUS. 14 2 4 6 O
TpebGoBanust k
Tena 2 | COCTABICHHIO 1 14 5 4 5 L3
oopmIIeHHIO
JIOKYMEHTOB.
OdopmieHne peKBU3UTOB
Tema 3 | mokymeHToB. branku 13 2 4 8 9, KP
JIOKYMEHTOB.
OpraHu3anuoOHHO-
Tema 4 | pacnopsauTenpHas 13 2 4 8 Huc, O
JIOKYMEHTAITHSI.
Tema s | A8 13 | 2 4 8 | K3.C3
KOPPECTIOH ICHITHSI.
CnpaBouHo-
Tema 6 | uHbOpMAaITIOHHAS 13 2 4 8 K3, C3,
JIOKYMEHTAITHSI.
Tema 7 | HloxymenTupoBanue 14 2 4 8 | K3,C3,KC
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O0bem TUCHMIIMHBI (MOTYJIsA), Yac. dopma
KonrakTHasi pa6oTa TeKylIero
00y4aronmuxcs ¢ KOHTPOJISA
Ne i/ HaumeHnoBaHue TemM npenojaBaTeJieM Mo ycneBaemMocT
(pa3nesioB) Bcero | Buaam y4yeOHBIX 3aHSITHIA U
NPOMEKYTOY
JI JIP | I3 | KCP | CP HOM
aTTecTamuu
Ounasa hopma odyuenusn
TPYIOBBIX
MPABOOTHOLICHMI.
Temag | OPraumsaiuns 14 2 4 8 0, T
JIOKYMEHT0000poTa.
ITpomexyTouHas aTTecTanus 3auet
Bcero: 108 | 16 | | 32 | 16 | 60 |

Ipumeuanue: 1 — popmer mexyueeo konmpoas ycnesaemocmu. Keticol 3a0anus (K3), pewenue
cumyayuonnwvix 3a0ay (C3), mecmuposanue(T), onpoc (0),00kna0 (), 3a0anus (3), duckyc
(Huc), scce (3), konmponvrnas paboma (KP), kpyenwviii cmon (KC)

Coaepixanue TUCHHIINHBI

Tema 1: BBegenne. OcHOBHbIC IOHATHS U ONpe/ieIeHUSA

OcHOBHBIE TOHATHS JEJIONPOU3BOACTBA. BO3HUMKHOBEHHE U Pa3BUTHE OTEUYECTBEHHOIO
nenonpousBojcTBa. HopmatuBHas 0a3za. XapaKTepUCTUKU YIpPaBJIEHYECKOW HHMOpMaLUU.
OcHoBHbIe OHATUSA U onpeneneHus. JJlokyment. Onpenenenue u GpyHKUUU. Jenonpoun3BoICTBO.
JlokyMeHTHpOBaHHUE YMPABICHUECKONU NeaTeNbHOCTU. JJokyMmeHT0000pOT. BUibI TOKYyMEHTOB B
nenornpousBojcTe. Knaccupukanus HOKyMEHTOB 1O BUAAM JESATEIbHOCTH MPEANPUATHS, TIO
Ha3HAYeHUIO, COAECPKAHUIO, POUCXOKICHUIO, HOCUTENSIM HH(OpMaLIUU.

Tema 2. Tpe6oBaHus K COCTaABJIEeHUIO U 0()OPMJIEHUIO TOKYMEHTOB

TpeboBanust K cocTaBieHHI0O M O(OPMIIEHUIO TOKYMEHTOB. TpeOoBaHusi kK Oymare.
Pasmepsr noneit B nokymentax. Hymeparus crpanuil. Crioco6sr opopmienust gat. OdopmieHue
Tabmui, B JOKyMeHTaX. OCHOBHbIE PpEKBHU3UTHI JIOKYMEHTOB. @DopMylsip JOKyMEHTa.
Vuupukauuss u  craHgaptuzauus  JokyMeHTOB.  KoHcTpykunonHast — cetka. Enunas
['ocynapcTBeHHas cucTeMa JAeJI0NpPOU3BOACTBA. YHU(DUIIMPOBAHHAS CUCTEMAa OpPTraHU3alMOHHO-
pacnopsAUTENbHON TOKYMEHTAIUH.

Tema 3. OdpopMmiieHHe peKBU3UTOB T0OKYMEHTOB. BJ1aHKH 10KyMEHTOB

PexBu3nTH eM0BBIX JOKyMEHTOB. OQopMileHHe PEeKBU3UTOB JOKYMEHTOB. TpeGoBaHus
K O(QOpMJIECHHI0O PEKBU3UTOB B TMoje yriaoBoro mrammna. OdopmieHue peKBU3UTOB,
pa3MeraeMbIx Ha paboueM moJie ToKyMeHTa. Pa3menienue pekBU3UTOB. biiaHKu TOKyMEHTOB.

Tema 4. Opranu3anMOHHO-PACIOPAANTEIbHAS JOKYMEHTALMS.

Knaccmbnxaumf OpraHu3alMOHHO-PACTIOPAANTCIIBHBIX JOKYMCHTOB. OpFaHI/ISaHI/IOHHaH
JOKyMeHTanus. YcraB opranusauuu. llonoxenune. Muctpykuusa. CrTpykTypa W IITaTtHas
yucieHHocTs. [lItatHoe pacnincanue. /JJoroBop. PacnopsnnrensHas nokymenrtanus. [Ipukassl o
OCHOBHOM jesTenbHOCTH. [IpuKa3bl Mo JIMYHOMY cocTaBy. Beimucka u3 mpukasza. Odopmienue
pacniopsbkeHuil u ykazanui. Pemenue. [locranoBnenue.

Tema 5. JlesioBasi KOppeCcnOHIeHIIUS
Ha3nauenue nenoBoil KOpPpECHOHICHIMU. BuIpl KOPPECHOHAEHUUHM HA MPEAINPUATHH.
Cnyxebnple ucbMa. Tenerpammel. TenedoHorpamMmel.
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Tema 6. CnipaBo4yHO-UHPOPMALMOHHAS JOKYMEHTAUSA
Knaccudukanus CIPaBOYHO-UH(POPMAITUOHHON JIOKYMEHTAIUH. Odopmienne
NIPOTOKOJIOB, CIIPaBoK. Jokiaanas 3anucka. OObSCHUTENbHAS 3aMUCKa. AKTBI. 3asiBIICHUSL.

Tema 7. JJoOKyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOLIECHUH
Knaccudukanust kaapoBoit mpokymeHtanuu. [Ipukasel 1mo JudHOMYy cocTaBy. TpymoBoi
J0roBop (KoHTpakT). TpynoBas KHWXKKa. 3agBiieHue. JInunoe aeno.

Tema 8. Opranmn3zanus 10KyMeHT0000poTa

OYHKIMHN U CTPYKTYpa CIYXKObl AeNONpon3BoAcTBa. Opranusanus T0KyMEHTOO00pOTa.
OO0paboTka BXOASIIUX TOKYMEHTOB. KOHTpPOJIb MCTIONHEHUS JHOKyMEeHTOB. CHucreMaTusanus U
XpaHeHue JOKyMEHTOB. CpOKM XpaHEHHUs [IOKYMEHTOB. ApPXMBHOE XpaHEHHE JOKYMEHTOB.
MeTtobl 1 cpencTBa 3anuThl KOHGUACHIHAITbHOU nHDopmanuu. DT u mmdposanwme.

4. MaTepuajbl TEKyIero KOHTPOJIsl yCIieBaeMOCTH 00y4YaloUXCs H
(hoHJ OLIECHOYHBIX CPEACTB MPOMEKYTOUYHOM aTTeCTALMH N0 JMCIUIIIHHE

4.1. ®opMbl M MeTOAbI TEKYHIEr0 KOHTPOJS YCHEeBAEMOCTH OO0yYalOUIUXCH H
NMPOMEKYTOYHOM aTTeCTAlUH.

4.1.1. B xone peanusauuu aucuuivinabl 51.B.04 [lokymeHTannoHHoe o0ecneyeHune
yIOpaBJieHUs HCHOJb3YHOTCH CJeAyllHe MeTOAbl TEeKYIIero KOHTPOJsS YCIeBaeMOCTH
00y4YaKOIIHUXCH:

Tema (pa3znen) MeTo1bl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH

1.BBenenue. OcnoBHble | Onpoc
TIOHATUA u
OTpeJieNIeHusI.

2.TpeboBanus K | Joxman, 3aganus
COCTaBJICHUIO u
0o opMIIEHUIO
JIOKYMEHTOB.

3.0dopmnenue Occe, KOHTpOJIbHAsA paboTa
PEKBU3UTOB
JIOKYMEHTOB. branku
JTJOKYMEHTOB.

4.0Opranu3alnuoHHO- Huckyc, acce
pacnopsiuTenbHas
JOKYMCHTAI M.

5.[enosas Keiicel 3ananusi, penieHue CUTYyallMOHHBIX 3a7a4
KOPPECIIOHICHIIHS

6.CnpaBouHoO- Kelichl 3a1aHus, pelLIEHNE CUTYallMOHHBIX 3aJa4
uH(pOpMalOHHAs
JIOKYMEHTaIusl.

7.JIokymMmeHTUPOBaHUE Kelichl 3a1aHus, pellIeHUE CUTYallMOHHBIX 3aJa4
TPYAOBBIX
IIPaBOOTHOLICHUM.
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8.Opranusanus Onpoc

JIOKYMEHTO0000pOTa.

4.1.2. 3ayeT MPOBOAUTCS C MPUMEHEHNEM CJIEYIOIUX METO10B (CPeICTB)
MeTo yCTHOTO OTBETa HA BOIPOCHI, ONMpOca U JaNbHEWIIEH Oeceapl MO HOpMaM
JIOKYMEHTOBEICHUS, a TAK)KE PEIICHUE CUTYAIlMOHHBIX 33J]1a4 M BBIMIOJHEHUS Keica 3a1aHusl.

4.2. MaTtepuaJjbl TEKYlIIero KOHTPOJISAA yCIeBAEMOCTH 00y4a0IIMXCS

TumnoBble oneHOYHbIe MaTepuajbl mo Teme 1. BBenenue. OCHOBHbBIE NMOHATHS H

onpeaejicHus.

Bonpocwi k onpocy

1. Dranbl cTaHOBIEHUS AETONPOU3BOICTBA U apXUBHOTO Jena B Poccun.
1.1. Jlenonpou3BoACTBO B opeBotoninonHon Poccuu (mo 1917 r.).
1.2. denonpoussoactso B CCCP (1917-1991 rr).
1.3. CoBpeMeHHOE POCCUICKOE JIeTOPOU3BOJICTBO.

o

[IpenpicTopust u onwiT co3aanus B Poccun 'CHOY.
CocraButsb cinoBapb TepMuHOB JIOY (10-20 cioB). Boi6opka uz 'OCT
[Tpusenure

IIPpUMCEPLI O(l)I/II_[I/IaJ'ILHLIX AOKYMCHTOB, HCIIOJIB3YCMbBIX B  YIIPABJICHUU

OpraHu3aluen.

oo

Jaiite kiaccudukanuo ynpapieHIecko nH(OpMaluu.
Uto BXOIUT B MOHATHE «JIOKYMEHT» U €ro (QyHKITUH.

TunoBbie oLeHOYHBbIE MaTepuaabl mo Teme 2. TpeGoBaHMs K COCTABJEHUIO U
o(popMIICHUIO JOKYMEHTOB.

Tembt ooknaoa

ok

OcHoBHBIE JTambl pa3BUTUSA  JEJIONPOM3BOACTBA B Poccum: mnpukasHoe
JIEI0NIPOU3BOJICTBO, KOJUIEIKCKOE JIEIONIPOU3BOJICTBO, MUHHCTEPCKOE
JEJIOIIPOU3BOJCTBO.

Hcropust nenompous3BOACTBA B TOABbI COBETCKOM BJIACTH — OCHOBHBIE JTallbl
pa3Butus. OpraHu3allMOHHOE U HOPMaTUBHOE 00ecreueHre JIeI0POr3BOJICTBA B
CCCP.

CoBpeMEHHOE COCTOSIHHE OpraHM3allud paboT B OpraHax IoCyJapCTBEHHOMN
BJIACTH U MECTHOI'O CaMOYIIPABJIEHUS 110 Pa3BUTHUIO U coBeplIeHcTBOBaHUIO [IOY.
CoBpeMeHHOE IETONPOU3BOACTBO: 1€, 3aa4/ U OCHOBHBIC IIPUHIIAIIBI.

MecTo nemonpou3BoACTBa B CTPYKTYPE YIIPABIEHYECKOTO TPYa.
I'ocynapcTBeHHas CTPYKTypa YIIpaBJICHUS JEIIONPOU3BOICTBOM,
JIOKYMEHTOO0OpOTOM U apxuBamu P®.

3aoanun

=

How

o

Kaxue ocHOBHBIE 3aKOHBI perynupyoT JJOY?

Kakoii  cranmapr  ucmons3yroT Juis  o(opMIIeHHS ~ OpraHU3alMOHHO-
pacropsaANTENbHBIX JOKYMEHTOB?

Yro moHUMaeTcs moJ yHUPHUKAIMEH U cTaHAapTU3alueii?

UYro npeacraBmisieT coboit YHupUIMpoBaHHas cucteMa qokymeHToB (JJ0Y)?

C xakoii wnenpto paspaboran u BBeneH B geiicteue ['OCT P 6.30-2003
«YHuduuupoBaHHbIe CHCTEMBI JOKYMEHTAllMU. YHU(UIMPOBAHHAs CHCTEMaA
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OpraHU3al[MOHHO-PACIIOPSAAUTEILHON JOKYMEHTALMH. TpeboBanus K
O0(OPMIICHUIO TOKYMEHTOBY»?

6. OOmas xapakTepuCTUKa HOBOTO CTaHaapta. Kakue OCHOBHBIC W3MEHCHUS B

0(OpPMIICHUU JOKYMEHTOB OH BBOJIUT?

[TucemenHas mpoBepovHas padoTa IO MPOUICHHBIM TEMaM.

8. M3yuuTh HOPMAaTHUBHO-NPAaBOBYIO 0a3y JOKYMEHTAIlMOHHOTO OOecreyeHus
YIpaBJIEHUS BKIIOYAIOIIYIO:

~

*  3axonvl PP:

e @enepanpubiii  3ak0oH «O0 wHOOpMaIuu, WHPOPMAITMOHHBIX
TEXHOJIOTUSX M O 3amure uHpopMmarum» ot 27 urons 2006 r. Ne
149-03;

o ®depnepanbublii 3ak0H Poccuiickoin denepaunn «O TEXHUYECKOM
perynupoBanun» ot 27 nexadps 2002 r. Ne 184-D3;

e 3akoH Poccuiickoit ®enepanun «O rocy1apcTBEHHON TallHE» OT
21 urons 1993 1. Ne 5485-1.

» [OCTer POD:

e ['OCT P 6.30-2003 «YHudunupoBaHHbIE CHUCTEMBI
JOKYMEHTAIMU. YHUDUIMPOBAHHAS CHCTEMa OPTaHU3alMOHHO-
pacnopsiAUTeIbHOW JOoKyMeHTanuu. TpeboBaHus K 0hOpMICHUIO
JIOKYMEHTOB;

e TOCT 6.10.5-87 «YHuGMUUUPOBAHHBIE CHUCTEMBI JOKYMEHTAIIHH.
TpeboBaHus K MOCTPOEHUIO POpMyIIsipa-odpasmay;

e T'OCT P 51141-98. «/lemonmpou3BOACTBO W apXHBHOE JIEJIO.
TepMuHBI U OIIpeeICHUs

Ilepeuenv munosvix ynpasienuyeckux OOKYMEHMO8, 00pas3ylwuxci 6 OesamenbHOCmu
opeanuzayutl, ¢ yKaszamuem cpokoe xpanenus (yme. Pocapxusom 6 oxmsabps 2000 2.) (c
usmenenuamu om 27 okmsaops 2003 2.)

Tunoseie oneHoYHBbIe MaTepuaibl 0 Teme 3. OdopMileHHe PeKBU3UTOB I0KYMEHTOB.
Bianku 10KyMeHTOB.

Temuwt 3cce

1. OcHOBHBICE TOHSTHS, MPUHIUIIBI W 0a30BbIC MpaBWJa BEACHHUS JEJIOMPOU3BOJICTBA
W3JI0KEHHBIEC B [ 0OCYy1apCTBEHHBIX CTaHIapTaxX.

2. CaMOCTOSITENbHBI KOMIUIEKC CTaHJIApTOB Ha YHU(UIMPOBAHHBIE CUCTEMBI
JokyMeHTauu U Enunyro cucremy kimaccuuKamuy U KOJUPOBAHUS TEXHUKO-
HKOHOMHYECKOW HHPOPMALIUH.

3. TOCT 6.01.1-87. Enmnas cuctema KIacCU(PUKAIMA H KOIUPOBAHHS TEXHHKO-
HKOHOMHYECKOW HHPOPMALIUH.

4. TOCT 6.10.3-83. YHudunupoBaHHble CUCTEMbI JOKYMEHTAIMH. 3anuch HHGOpMaIuu
YHU(DUIUPOBAHHBIX JOKYMEHTOB B KOMMYHUKAaTHBHOM (opmare.

5. TOCT 6.10.4-84. VuaudpuuupoBaHHbIE CHCTEMBbl JoKyMmeHTaruu. Ilpumganue
IOpUIMYECKON CHUJIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTENIE U MAallMHOTrpamMe,
CO3/1aBa€MbIM CPEJICTBAMHU BBIYMCIUTEILHON TeXHUKUA. OCHOBHBIE TIOJIOKCHHS.

6. TOCT 6.10.5-87. YHupuIMpoBaHHBIE CUCTEMbl JOKYMEHTAllMHU. TpeOoBaHUS K
MOCTPOEHHUIO popMyIIsipa-oopasia.


http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
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7. TOCT 6.10.6-87. Enunas cucreMa BHEIIHETOProBOW AOKyMeHTauuu. Dopmynsp-
obpaserr.

8. T'OCT 6.10.7-90. Eaunas cucrema BHEIIHETOPTOBOM JOKyMeHTaruu. Cyer.

9. TOCT 7.32-91 (2000). Cuctema cranmapToB mo uHdopmauu, OMOIUOTECUHOMY H
u3are’abckoMy Jeny. OT4eT O HaydHO-HCCIIeNoBaTeNnbcKoi pabote. CTpykTypa H
npaBuiIa OPOPMIICHHUS.

10.TOCT P 6.30-2003. VYuuduuupoBaHHble CHUCTEMbI JOoKyMeHTanuu. Cucrema
OpraHU3alMOHHO-PACIIOPSIUTENBHON JToKyMeHTaluu. TpeOoBaHus K O(GOPMIICHHIO
JIOKYMEHTOB.

11. TOCT P 51141-98. Jlenonpou3BOACTBO U apXUBHOE J1€710. TEPMHUHBI U ONIPEACIICHHUS.

Koumponvnana paboma

1. MUsnoxure cBOE MpEACTaBIEHHE O JENONPOU3BOJCTBE M €ro HcTokax. Kakme BHIBI
JeATEIBHOCTH OXBaThIBAIOTCS 3THUM ITOHATHEM?

2. Kak cooTHOCATCS MEXIy COOOH TEPMUHBI «IEIOMPOU3BOJCTBO» U «IOKYMEHTAIIHOHHOE
obecriedeHre yIpaBICHUS.

3.  OrmpenenuTe NOHATUS «TOKYMEHT», «O(ULINaNbHBINA TOKYMEHT, «CIYKEOHBIH JTOKYMEHT»,

«QIIEKTPOHHBIN TOKyMeHT». KakoBbl QyHKIMU TOKyMeHTa?

Knaccugukarus 10KyMeHTOB.

5. Crpykrypa nokymeHTa. PekBU3UTHIL.

&

TunmoBple  KOHTPOJIBHBIE MaTepuagbl 1o Teme 4. OpraHu3anHOHHO-
pacnopsiiuTe/ibHasi JOKYMeHTalus.

Bonpocwl ona ouckyca

1. VuuduuupoBaHHas cucTeMa OPraHU3ALMOHHO-PACHIOPSAUTEILHON JIOKYMEHTALUU.
TpeboBaHus K 0OPMIIEHUIO TOKYMEHTOB?

2. VByuuTh WHCTPYKIHIO TIO JIEJIONPOU3BOJICTBY, pa3pabOTaHHYI B OpraHU3aIlNU.
[pencraButh Ha cemuHape (nekTpoHHas komus Word nim Ha GyMa)kHOM HOCHUTEIE)

3. Paccmorpure mpaBuia opopMIIeHHS TOKYMEHTOB (TIPOTOKOJ, TIPUKA3, PACTIOPSIKEHHUS 110
OCHOBHOHM JI€TEIbHOCTH U JINYHOMY COCTaBY), UCIOJIb3YEMBIX Ha TMPEANpPUATHU BHE
3aBHCHUMOCTH OT ero cnennuduku. [IpuBeanrte nmpumepsl.

Temwt 3cce
1.Opranu3anmoHHO - pacnopsIuTeNbHas JNOKYMEHTALUS
@DopMBbI U BUABI IOKyMEHTOB.
2. O0ecrieueHre YKOHOMHUYECKOW OE30MTaCHOCTH OPTaHU3aIluH U JOKYMEHTOBEICHHE.
3.  OpraHu3anMOHHO-PACTIOPAAUTENbHBI  JOKYMEHT: ONWCAaHWe, BHUIbL, TpeOOBaHUSI U
OCOOEHHOCTH.
TunoBble OLlEeHOYHbIE MaTepPHAJIbI 110 TeMe S./[e10Basi KOppecnOHAeH U,

Keiic 3a0anue

1. Kakue pekBU3UTHI BXOmAT B QopMyisip-oOpaser; ciaykeOHoro mmcbma? Paccmorpute
MPEUI0KEHHBIE 00Pa3LIbl CITYKEOHBIX MTHUCEM.
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2. Kak pacnonaraiorcs peKBU3UTHI Ha OJaHKax ciy>keOHbIX nmucem? Ha3zoBuTe peKBH3UTHI Ha
OnaHke.

3. KaxoBa cTpykTypa nucpMa-3anpoca, TucbMa-IpochObl, MTICbMa-0TBETa, COMPOBOAUTEILHOTO
nucpma?

4. TloAroTOBHTH MpPUMEpPHI CIYKEOHBIX NHCEM (MHCbMO-TIPOCKOA, MUCHMO-OTKA3, MHCHMO-
IIPETEH3Us1, OTBET Ha NPETEH3UI0, COIPOBOIUTEIBHOE TUCHMO U T.[.)

3aoaua
5. TloxroroBbre Opud 06 01HOM U3 AECTOBHIX TapTHEPOB Xieb3aBona, banka, [Ipeanpustus X.

JIns MUHMMU3aUMKA PUCKOB, CBA3aHHBIX C JOTOBOPHBIMU OTHOLIEHUSIMU, UHOT/IA BO3HUKAET
HEOOXOIMMOCTh IPOBEPKHU JEJIOBBIX MapTHEPOB, KIWEHTOB. B 3aBucumoctu oT
MOTPEOHOCTEN ¥ BOSMOXKHOCTEH (DPUPMBI TIPOBEPKH MPOBOJIATCS C IEIBI0 YCTAHOBJICHHMS:

- TUYHOCTH MMapTHEPa, KIMCHTA, €T0 JISJIOBON peIyTallvy;

- YCTOWYMBOCTH (PMHAHCOBOTO MOJIOKECHHUS MTOTCHIIMATBHOTO MTApTHEPa, KIIMEHTA;

- CTPYKTYPBI ¥ COCTaBa KanmuTaia, BUJAOB U CTOUMOCTH aKTHBOB ITAPTHEPA;

- COCTOSIHUS, CCTMEHTOB M MECTa aHAJIM3UPYEMOTO TTapTHEPA Ha PHIHKE.

Pewienue cumyayuonnulx 3a0ay

3aoaua cmyoenma blOpame UCMOYHUK UHGOPpMAYUU U NPOKOMMEHMUPOBAMb CEOU 8b1OOP.

Pewenue. Heobxonumyro uWHGOPMAIIMI0O MOXKHO TMOJYYUTh B UCTOYHHUKAX O(UIIMATBHBIX
(cpeactBa MaccoBod  HMH(OpMamMM, OpraHbl TOCYJApCTBEHHOH  pETUCTpalliu) U
HeopunuaneHbix  (MHTEpHET, WHBIE  TOOaMbHBIE U KOPIIOPATUBHBIE  CETH,
MIPaBOOXPAHUTENbHbIE, KOHTPOIHUPYIOIKe, (UCKaIbHbIE OpPTaHbl, JIEJIOBbIE CBSI3U U JP.).
Pexnama He MOXET SIBIISATHCS IOCTOBEPHBIM UCTOYHHKOM UH(OPMAITUH.

TunoBbie KOHTPOIbHBIE MAaTEePHAJIbI IO TeMe 6. CipaBo4YHO-MH(pOPMAaLHOHHAS
JAOKyMeHTalusl.

Keiicol 3a0anus, pewienue cumyayuoHHbIX 3a0ay

Keiic 1 «Vnpasnenue covimosoti oesmenvrnocmoio 340 «Hoseopoockuii x1eb63a600»

3A0 HoBropoackuii xje63aBo» SBISETCS MPOU3BOJIUTENEM XJI€OOOYIOYHBIX H
KOHIUTEPCKUX W3ICIUH, TAKMX KaK MPSHUKH, TIeYCHbe, OapaHkH, Cymikd, Badiu, BadelbHBIC
KOH(EThl W TOPTHI, BOCTOYHBIC CIAJAOCTH, MAKapOHBI W T.NM. ACCOPTUMEHTHBIN IEpeueHb
cocraBigeT 6osee 150 HaMMEeHOBaHU.

[Ipenmpusitue o0mamaeT MPOU3BOJCTBEHHBIMU I€XaMH (MaKapOHHBIA, MPSHUYHO-
OapaHOYHBIM, KOHAWTEPCKUH, Ba(ebHBII) W  BCIOMOTATEIbHBIMH  TOJPA3ACICHUIMU
(amMuHUCTpanus, COBIT, CHaOXKeHue, Oyxranrepus, TpaHcnopTHbi otaen, AXO).

Ananuz pabomsi cobima npeonpusimusi

Otnen cObITa BXOAWT B COCTaB KOMMEPUECKOW CIYKOBI MPEANpUATHS, Kyda TaKKe
BXOJISAT TPAHCIIOPTHBIMA OTAEN U OT/Ie]l MapKeTuHra. [lITaTHbII cocTaB OTAEa CIeAYIONUI:

- Ha4YaJIbHUK OT/IEJIa;
- TUCTIeTYep 0 paboTe ¢ Mara3uHaMHu TOpo/ia;
- CTapIIui oreparop 1o padoTe ¢ KIHEHTAMU;
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- OTIepaTop OT/eNa COBITA;
- MEHEKEP PEerHOHaIbHbBIX MPOJIAXK;
- MEHEKEpBI 110 paboTe ¢ Mara3uHaMu ropoja (6 4esnoBex);
- peruoHaJIbHbBIE TOPTrOBBIE MPEACTABUTENH (5 UETOBEK);
- KJIQJIOBIMKH CKJIa/I0B TOTOBOM MPOIYKLUHU (4 ueIoBeKa);
- TPY3YHMKH-IKCIIEIUTOPHI oTesa cobita (10 yemosek);
HToro uncneHHocTs oTAeNa cObITa coctanisier 30 yeoBex.
Kananwt pacnpeoenenus npooykyuu 340 «Hoseopoockutl x1e63a600»

1.

[Ipenmpusitie MMeeT Tpu COOCTBEHHBIX (PUPMEHHBIX MarasuHa, OCYHIECTBIISIOIINX
pO3HUYHYIO NpoAaxy. OAUMH MarasuH HaXOAUTCS MPU MPEANPUSITHH, OCTAIbHBIC JBa
— B padioHe ropoaa. JlocraBka B Mara3uHbl OCYIIECTBISIETCS COOCTBEHHBIM
ABTOTPAHCIIOPTOM MPEIPUSATHUSA.

[Iponykuusi mpeanpusITHs TaKKe peaiu3yeTcsl yepe3 mara3uHbl ropoja. Jlocraska
OCYIIECTBIISIETCSI aBTOTPAHCIIOPTOM MPEANPUATHS TOCPEICTBOM KOJBIIEBOTO Pa3BO3a.
s sroro aucmneryep oTAeNa cObITa MPUHMMAET 3asBKU MO Tesne(oHy WK yepes
MEHE/KEPOB M0 paboTe ¢ MarasuHamH ropoja U OpraHu3yeT TpH peiica Mo Topojy:
OJlHa MallMHa Ha JBa-TpU paiioHa ropoaa. Pa3Bo3Ky MHpPOAYKIHMU OCYIIECTBISIIOT
TPY3UUKHU-IKCIIETUTOPHI OT/Ie]a CObITAa M BOAUTENN TPAHCIIOPTHOTO OT/IENA.
[Ipoaykuuio OTTpy»,aroT YaCTHBIM MPEIPUHUMATEISM (CAaMOBBIBO3).

[Iponykuust uepe3 pErHOHANBHBIX TOPTOBBIX MPEJACTABUTEICH peanu3yercs B
Ommkaiux pervoHax. JlocTaBka OCYIIECTBISIETCS B MarasuHbl aBTOTPAHCIIOPTOM
npennpusaTus. B 0053aHHOCTH peruoHaNbHbBIX MPEACTABUTENEH BXOAIT cOOp 3asIBOK C
KIIMEHTOB M KOHTPOJIb IEOUTOPCKOM 3a0KEHHOCTH, aHAJIN3 PErMOHAIBHBIX PHIHKOB
cObITA.

OnToBble TPENNpPHUATHS TOpoAa, oONacTu W Ommbkalmmx obnacteil mpuodpeTaroT
MPOAYKLUUIO MPENNpUATHS C LEIbI0 MOCHEAYIOIEH Mepenpojaxu. IJTOT KaHaj
pacrpeiesieHust oipa3yMeBaeT CaMOBBIBO3 MTPOIYKIIUH.

[IpenycMOTpeHbl WHIWBHAYAJIbHBIE JOTOBOPHI C HE3aBUCHUMBIMH ONTOBHKAMU O
JIOCTaBKE TPOIYKIIMU aBTOTPAHCIIOPTOM MPEANpUsTHs (BHE 3aBUCHUMOCTH OT TOTO,
KyJla OCYIIECTBIISIETCS] TOCTaBKa: B pailOHE TOPOJCKON YEepThl WJIM 3a €€ MPEeIbl).
Hampumep, mnpeanpuste OCYLIECTBISET TaKyl JOCTaBKyY B MOCKOBCKYIO,
WBanoBckyto, Bragumupckyro, KoctpoMckyto, SpocnaBckyro u Apyrue o0nacTu.
TakuMm 00pa3zom mpeanpusTHe UMEeT pa3InyHble KaHajbl TOBapOABIKEeHUA. M3 HUX
NepBBIC YEThIpE KaHalla HanboJiee 3aTpaTHbIe(CoIepKaHne COOCTBEHHBIX Mara3uHoB,
3apaboTHas TuIaTa WX TEepCOHaNa, TPAHCIOPTHBIE 3aTpaThl HA €AWMHUILY MPOMAYKIIMH
BEJIMKH, TaK KaK JIOCTABKa OCYIIECTBIISIETCS MAJICHBKIUMH TAPTUSIMH | JIP. ).

[Tocneanue nBa KaHalla UMEIOT TOpPa3/l0 MEHbIINE TPAHCIIOPTHBIE M3JEPKKU HE TOJIBKO
3a cueT 6osiee KPYMHBIX MApTHiA, HO 332 CYET TOTO, YTO OOJIBIIMHCTBO ONTOBUKOB OepyT Ha cels
3TOT BHJ 3aTpaT. OfHAKO pa3BUTHE ITHX KaHaJoB cObITa ciaboe. [IpuumnHa 3TOrO Kpoercs B
HE/I0CTaTOYHOM BHUMAaHMU K 3THUM CIIOCO0aM peau3allii TOTOBON MPOAYKIMH PYKOBOJCTBA
MPEIPUATHSL, CIEICTBUEM YETO SBIISETCS OTCYTCTBHE JOJIKHOTO (DMHAHCUPOBAHUSI.

CpenHemMecsyHbIH 00beM peasin3alui NPEeANPUITHS PEICTaBlIeH B Ta0I. 1

Bupa nponaxu O0bem peanuzamnuu, MITH py0. | YenbHbIH Bec, %o

Oupmennass  toprosns B | 0,4 6,2

ropoJjie
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@upmennass  Toprosis B | 0,8 12,3
peruoHax

ToproBeie TOuku ropoaa, B | 1,3 20
TOM qHCIIe YaCTHBIC

IpeAPUHIMATEITH

OnroBeie nocpeauuku ropoga | 1,1 16,9
OnToBrle  mocpenHukd B | 2,9 44,6
peruoHax

HUTOI'O 6,5 100

EMKocTh pblHKa ropoja coCTaBisieT NpUOIM3UTENbHO 5,8 MIH py6. B Mmecsau. Kak BuaHo u3
npencraBieHHon Tadmunel, 3AO «HoBropojckuii xi1e03aBo» MOKPBIBAECT JIUIIb HEOOJBIIYIO
4acTh 3TOM MOTPEOHOCTH. AHANU3 JEATEIBbHOCTH MEHEIKEPOB IO TOPOJACKUM IpoJakam
nokazan Hed(ddekTuBHOCTE UX paboTbl. OO0bEeM peanu3auuii NPEANPHITHS 10 ITOMY
HalpaBJIEHUIO BO3MOXKHO YBEIMUYUTH Oosee yeM Ha 50 %. OpHako Juis yBeiauueHHs o0beMOB
cObITa CYIIECTBYIOT U IPYrUe NPEnsTCTBU:
- BBICOKAs 1IE€HA MPOIYKIMH [0 CPABHEHUIO C KOHKYPEHTaMU (BbICOKasi CE0ECTOMMOCTD);
- CUJIbHAsi KOHKYPEHIIUS Ha PBIHKE;
- HECOOTBETCTBHE KaUeCTBa €€ LICHE.
Ananuz pabomsi mpancnopmuo2o omoena npeonpusimus
B ob6cnyxuBanuu norpedureneii 3aneiictBoBano 14 mamuH rpy3onoabeMHocTsio 10; 5; 3; 1,5 T.
AHanu3 paboThl TPAHCIOPTHOT'O 11€Xa MOKa3ajl CIEAYIOUINE Y3KHE MECTa.

1. B cnoxuBlielics CUTyallud B peHC MO TOPOAY OTIPABISIIOTCS B OCHOBHOM MAIIMHBI

TPY30MOABEMHOCTHIO 5 T. DTO IOCTATOYHO OOJIBIIIME MAIIUHBI, YIOOHBIE JJIS TPY3YHMKOB
OpU pasrpy3ke NPORYKIUH, OJHAKO MMEroIue OOJBIION pacxo]l TOIUIMBA B YCIIOBHSX
ropojackon e3npl. IIpy 3TOM cpenHMii TOHH@X OJHOIO peiica IO TOPOAY BIIOJIHE
MO3BOJIIET MCIOJIB30BAaTh MAIIMHBI I'PY30NOABEMHOCTBIO 1,5 T, rae pa3mecTuTcs Bech
ACCOPTUMEHT U HUCKJIIOUEHBl MEPeCcOPTHULbl MPH IMOrpy3Ke/pasrpy3ke. DKOHOMHUS Ha
TOIIMBE MIPU Takoi pabore coctaBuT 50 %

2. Tlokymka TOIJIMBAa BOAMTENSIM aBTOTPAHCIIOPTA OCYIIECTBISETCS 3a HAJMYHBIA pacuer,
YTO BEJIET K CJIOKHOCTSIM B KOHTPOJIE 32 pacXoJaMH.

3. ABTOMamuWHBI MpeanpuaTusi (B OCHOBHOM KPYITHOTOHHAXXHBIE) CIEIYIOT M3 PETHOHOB
nopoxHue. HeT BapHaHTOB HCMHOJb30BAHUS AaBTOTPAHCIIOPTa BO BpeMs OOpPaTHOIO
CJIEIOBaHMSL.

Pewienue cCumyayuOHHblX 3a0ay

1. JlaiiTe KpaTKyi0 XapaKTEpHUCTUKY XO3SHCTBEHHOW cuUTyauuu, cioxusuieiics B 3A0
«HoBropoackuii xne03aBoay.

2. Ha3zoBuTe ympaBieHYeCKHE W  OPraHM3allMOHHO-PACHOPSIUTENbHBIE  JOKYMEHTHI
OpraHu3aluu

3. TloaroroBuTh TaOMUIly AN JAajbHEWIIEH CaMOCTOSATENBHOW pabOThl, pPa3BUTh Ha
KOJIOHKH:
3.1. cucrema yupeauTeNIbHBIX JTOKYMEHTOB;
3.2. cucTema OpraHU3alMOHHBIX IOKYMEHTOB;
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3.3. cucrtema pachopsaIuTeIbHbIX JOKYMEHTOB;

3.4. cucrema JOKYMEHTOB II0 JINYHOMY COCTaBY;

3.5. cucrema puHAHCOBO-OYXTalNTEPCKUX JOKYMEHTOB;
3.6. cucrema cpaBOYHO-WH(POPMAIMOHHBIX JOKYMEHTOB;
3.7.  cucrema IUTaHOBBIX JOKYMEHTOB;

3.8. cucrema OTYETHBIX JJOKYMEHTOB;

3.9. cucrema opuIMATBLHO-INYHBIX JOKYMEHTOB.

4. B KaxI0il KOJOHKE OTpa)kaThb T€ JOKYMEHTHI, KOTOpbIe OyIyT COCTaBJ€HBI BO BpeMs
CEMHUHApOB.

5. [lpoananmu3upyiite KaHajabl pacHpeeieHUsT TOTOBOW MPOAYKIUU TMPEIIPHUSTHUS.
Onpenenure Kakue KaHaJbl SBISIFOTCA MPSIMBIMH, @ KaKM€ — KOCBEHHBIMHU; KaKHe —
OJTHOYPOBHEBBIMH, a KAKHE MHOTOYPOBHEBBIMHU.

6. Ilpoanamms3upyiite naHHBIe 00 OOBEMax peaNM3alMy MPOAYKIUU mpeanpustueM. C
YU4ETOM JAPYTUX HMEIOLIUXCS JaHHBIX CHeNaiTe BBHIBOABI O Hambosee MepCrHeKTUBHOM
KaHaje cObITa roToBoi mnpoaykuuu. Kakume npoOrembl HEOOXOIMMO PEHIUTh IS
pa3BUTHUSA ITUX KaHAJIOB?

7. TlomymaiiTe U MpeACTaBbTE CIHUCOK MEPOIPHUSATHI, HEOOXOAUMBIX IJIsl peopraHU3aluu
WA MOJU(HKAINN KAaHAJIOB PACIpPEIENICHUs] C IeJbI0 TOBBIICHUS SKOHOMHYECKUX
pe3yabTaTOB NPEANPHUATHS (CHIDKEHHE JIOTUCTUYECKHX 3aTpaT, YBEIMYCHHE OO0BEMOB
peanu3aiuu U T.11.).

8. OtBerpTe Ha BONPOC, OyAyT JIM HEOOXOAWMBI MEPONPHUATHS IO PACIIMPEHHUIO HIIH
COKpAIIIEHUIO IITaTa KOMMEPYECKOH CIyXObl MPEANpUATUS B YCIOBUSX BHEAPEHUS
BalllNX MPEIJIOKEHUH, a TakKe KakK JOJDKEH CTaBUTHCSA BOMPOC O (DMHAHCHUPOBAHUU,
BO3MOXKHBIX PHUCKaX U WHGOPMAIIMOHHBIX MTOTOKAX.

9. BHecuTe CBOM MpEUIOKEHHS] TO ONTUMH3AIUN CTPYKTYpHl Mpeanpuatvs. Beidepute
OJIMH W3 BapHUaHTOB: a) YBEIWYEHHE MPHUOBUIM 32 CUET COKpAIEHUS CTPYKTYpHI; 0)
BHYTpEHHEE IepepaclpesieieHHe pecypcoB; B) pa3BUTHE KOMIAHUM 3a CYET
YBEIUYEHUS/PACIIUPEHUS COTPYIHUKOB.

10. ITogroroBsTe HOBOE MTAaTHOE pacnucanue. OGopmuTe opraHU3aIMOHHBIC TOKYMEHTEHI.

TunoBbie KOHTPOIbHBIC MATEPHAJIBI IO TeMe 7. JlJoOKyMeHTHPOBaHHEe TPYAOBBIX
NPAaBOOTHOIIEHHIA.

Keiicvl 3a0anus, pewenue cumyayuoHnvlx 3a0a4

1. BaumarensHO U3y4HTe MpodeccroHalbHbIe CTaHAapThI podeccuii B o0aacTu
HKOHOMHYECKOH O€30MaCHOCTH UCIOb3Ys CalT
http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-
professionalnykh-standartov/reestr-professionalnykh-standartov/

2. Paccmotperts Ha caiite MUHHCTEPCTBA TPY/Aa U COIHATBHOMN 3amuThl PO mpodcTanmapTe U
BBIOpATh IpUMED JIs1 CAMOCTOSTENIbHON paOOTHI.

3. WMByuuTh mpaBmiIa COCTaBJICHUS TOJKHOCTHON HHCTPYKIIHH.

Tema kpyanozo cmona

[TpobnemMbl W TEpCHEeKTUBBI COBPEMEHHOTO JEIONpon3BoJACTBa. Llenmyu, 3amaun M OCHOBHBIC
IIPUHIUIIBIL.

TunoBbie KOHTPOJIbHBIE MaTepHAJIbI 110 TeMe 8. Opranusanusi A0KyMeHT0000poTA.


http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/
http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/

18

Temwt onpoca
1. Kak no-HoBOMYy 0(pOPMIIATH TOKYMEHTHI.
Tpe6osanus 'OCT P 7.0.97-2016.
3. Bemenme xypHanma peructpanmu Koppecnongenuuu B MS  Office Excel 2010.
Jlenonpou3BoACTBO B KOMIIAHUHU: KaK B3SITh I10J] CBOIl KOHTPOJIb.

N

4. CeMb IIaBHBIX LIATOB - MHCTPYKILMS 110 I€JIONPOU3BOJICTBY.

5. Oprazun3zanus UCIOJHEHHS JOKYMEHTOB U IOPYYEHUH.

6. Kakx mo-noBomy odopmisate gokymentel? Tpeboanus I['OCT P 7.0.97-2016
CocraBneHue onucei Ha Jiena, nepejaBacMble B apXUB OpraHU3aLHH.

7. W3naHue npuKas3oB: BaKHbIE HIOAHCHI.

8. OcoOenHoctu (opMUPOBAHUS B JIeNIa OTAEIbHBIX KaTErOpUid JOKYMEHTOB
Ilpumepvl mecmupoeanus

1.K rpynne ucToYHUKOB, MPEACTABISIONINX COOO0M 3aKOHOAATEIBHO 3aKPEIUICHHBIE MTPaBUIa U
HOPMBI pabOTHI C JOKYMEHTAMH OTHOCHTCH ...

A .IIMCBEMOBHUK;

b. popmynsapHuK;

B. I'enepanbHbIi perjaaMeHT.

2.IloHsATHE CcTaHAAPTU3ALMH, KAK JIEATEIILHOCTH IO YCTaHOBJICHUIO IPABUI M XapaKTEPUCTUK B
HEeNsIX MX J0O0pOBOJIBHOIO MHOTIOKPAaTHOTO HCIOJB30BaHHUS, HANpPABICHHONW Ha JOCTUKEHHE
YIOPSIOYCHHOCTH B chepax MPOU3BOACTBA U OOPALIEHHUS, 3aKPETIIISETCA B ...

A. ®epnepanbaoM 3akoHe PO "O cranpapruzanun';

b. ®enepanbHom 3akoHe PD "TexnuueckoM peryampoBanun';

B. ®enepanbaom 3akone PO "O6 nndopmanuu, nuaHpopMaTu3aluu 1 3amure nHpopmauu'.

3.ITonsTHE JOKYMEHTa KaK MaTepHaTLHOTO OOBEKTa, coaepikamiero MH(OpMamuio i e
pacmpocTpaHeHHs] B MPOCTPAHCTBE M BPEMEHM (BKIIOYas W TaK HA3bIBa€Mble TPEXMEpHbIE
MIPOM3BEICHUS UCKYCCTBA - QpXUTEKTYPY U CKYJIBITYPY) - 3TO ...

A. y3KO0€ MOHSTHE TOKYMEHTA;

b. IOUPOKOC MOHATUC TOKYMCHTA,

B. camoe mmpokoe nmoHsATHE TOKyMEHTA.

4.3. OneHo4HbIe CPeACTBA I MIPOMEKYTOYHOM aTTeCTAllH.

4.3.1. ®opmupyemble KOMIETEHIIUN

Kon HaunmenoBanune Kox »Tama HauMmenoBanue >Tama ocBoeHUs
KOMIIETEHI] KOMIIETEHIIH OCBOCHHUS KOMIIETEHINH
208 KOMITCTEHITHH
OIIK OC-5 | Cnocobnocts mnpumensats | OIIK OC-5.4 | CiocoGHOCTb IPUMEHSITD
HOPMAaTHUBHO-TIPABOBHIC HOPMATHBHO-TIPABOBBIE ~ aKTHl W
aKTel, oOecreyuBaroIye IpaMOTHO JOKYMEHTHUPOBATh UX.
(GyHKIIMOHUPOBAaHUE

OTpacyell SIKOHOMUKH

[IK OC-52 | cnoco6Hocts mpumensats | [IK OC-52.1.1 | cnocoOHOCTE ~ TpPUMEHATh ~ Ha

Ha  TPAKTHKE  METObI MPaKTHUKE METO/IbI
BBISIBJICHUS u JIOKYMEHTHUPOBAHHUS
JIOKYMEHTUPOBAHUS HSKOHOMHYECKUX MPAaBOHAPYIIEHUIN
HKOHOMUYECKHUX u

HaJIOI'OBBIX
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MPaBOHAPYIICHUNA:
UH(POPMALIOHHEIE,
pacueTHO-aHAIUTUYECKUE,
JIOKYMEHTAJIbHBIE,
(haKkTHYECKOro KOHTPOJIS

[1K-6 CHOCOOHOCTBIO [1K-6.1.2 CHoco0eH HCHOJIb30BaTh JaHHBIC
OCYIIECTBIISATh JUTSE yuyeta B pa3IMYHbIX
OyXraiaTepckuu, XO3SHUCTBYIOUINX CYObEKTOB
(MHAHCOBBIH,

OIEpaTUBHBIN,
yIpaBICHUYECKHA u
CTaTUCTHYECKUE  YUYETHI
XO3SIUCTBYIOIIUX
CyObEKTOB W TIPUMEHATH
METOIUKH M CTaHAAPTHI
BEJICHUSI OyXTaJTepCKOro,
HAJIOTOBOTO, OIOKETHOTO
y4eToB, (POPMHUPOBAHUS U
MPEIOCTaBIICHUS
Oyxrajiarepckon,
HAJIOTOBOM,  OIOMKETHOU
OTYETHOCTH.

[1K-10 CIOCOOHOCTBIO [1K-10.1.2 CIOCOOCH BBISBIIATH M YCTPAHSTD
OCYILECTBIISITh MIPUYUHBI U YCIIOBHS,
MEpPOPUSITHSI, CIOCOOCTBYIOILINE COBEPIICHUIO
HarpaBJICHHBIC HA NPeCTYIUICHUH;
npoUIaKTUKY, CIOCOOEH OCYIIECTBIATh
npeaynpexIeHue MEpOTIPUSTHSI, HAIPaBJICHHBIE HA
MPECTYIUIEHUH U HHBIX npoUIAKTUKY, TPETYTIPEXKICHUE
MpaBOHAPYUIECHUI, Ha MPECTYIJICHUN U UHBIX
OCHOBE HCIOJIb30BaHUS IIPaBOHAPYIIEHUH, HA OCHOBE
3aKOHOMEPHOCTEN MCTIOJIB30BaHMsI 3aKOHOMEPHOCTEH
HKOHOMHUYECKOU HKOHOMHUYECKOW MPECTYIMHOCTU U
IPECTYIMHOCTH U METO/IOB METOJIOB €€ TPEAYIPEKICHHS,;
ee MpeyNnpeKIeHUs; BBISIBIISITh U YCTPAHATh MPUYHHBI U
BBISIBJISITH M YCTPAHATh YCIIOBHS, CTIOCOOCTBYIOIIHE
MPUYUHBI U YCIOBHS, COBEpILIEHUIO NPECTYIICHUH, B
CIOCOOCTBYIOIITHE TOM YHCJIe KOPPYITITHOHHBIX
COBEPILIECHUIO IIPOSABIICHUN
MPECTYIJIEHUI, B TOM
qHCciIe KOPPYIMIIUOHHBIX
MIPOSIBIICHU I

IK-12 CIIOCOOHOCTRIO BEIABIATH, | [1K-12.1 CIIOCOOHOCTD BBISIBJIAT,
JIOKYMEHTHPOBATh, JIOKYMEHTHPOBATh, TPECTYIUICHUS
npeceKaTh U PacKphIBaTh U MHbIE [TpaBOHApYLIEHUS B cepe
NPECTYIUICHUS ¥ NHBIC HKOHOMHKH
IpaBOHapyUIEHUs B cepe
YKOHOMUKH.

I1K-14 CHOCOOHOCTHIO [IK - 14.2 CHOCOOHOCTBIO  JIOKyMEHTHPOBAThH
OCYIIECTBIISITh nHpopmaIuio 00
IIPOM3BOJICTBO MO Aeam aJIMUHHUCTPATUBHBIX
00 aIMUHHCTPATUBHBIX IIPaBOHAPYIICHUSIX
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MPaBOHAPYIICHUSIX.

ITK-15

CIIOCOOHOCTBIO IPUMEHSATH

B npodeccuoHaIbHON
JIeATEIbHOCTH
TEOPETUYECKHE  OCHOBBI
PaCKpPBITHSL u
paccie0BaHus
IIPECTYILICHUH,
UCIIOJB30BaTh B LEIAX
YCTaHOBJICHUSA
O00BEKTHBHON MCTUHBI I10
KOHKPETHBIM Jenam
TEXHHUKO-
KPUMHUHAJIUCTUYICCKHUC
METOOBl M CPEACTBA,
TaKTUYCCKUEC IIPpUCMbI
IIPOU3BOJICTBA

CIICACTBCHHEIX JICHCTBHIA,
dbopMbl  OpraHu3zaLuu U
METOAMKY PAaCKpBITHS H
paccie0BaHus
OTZEIIBbHBIX BUJOB U IPYIIII
MIPECTYIIICHUN

I1K-15.1

CIOCOOEH NMPUMEHSTH B
npodeCCUOHAIBHON AEATEIbHOCTH
TEOPETUUECKUE OCHOBBI PACKPBITHUS
U pacclieloBaHUs IPECTYIUICHUH;
CIOCOOEH HCITI0JIb30BaTh JUIs
peleHust MpohecCuOHaNIbHbIX
3aJ1a4 TEXHUKO-
KPUMHMHAIMCTUYECKHE METO/IbI U
CPEICTBA, TAKTUYECKNE IPUEMBI
IIPOM3BOJICTBA CJICICTBEHHBIX
neiicTBui, popMbl OpraHu3aluy u
METOJIUKY PACKPBITUS U
pacciieioBaHus OTAENIbHBIX BUJIOB

U TPYIIL.

4.3.2 TunoBble OLIEHOYHBIE CPEACTBA

Bonpocs! 14151 3auera no aucuunianHe «/JlokymentanuonHoe odecneyeHue
yHnpaBJIeHUsD)

1.

ok

OcCHOBHBIE TaIIbI Pa3BUTHA ACIOIIPOU3BOACTBA B Poccuu: IMPUKA3HOC
ACJIOMPOU3BOJACTBO, KOJUICIKCKOC ACTIOIIPOU3BOACTBO, MUHHUCTCPCKOC

ACIJIOIMPONU3BOJACTBO.

HcTopus 1enonpou3BOACTBa B OBl COBETCKOW BIIACTH — OCHOBHBIE JTallbl
pa3Butus. OpraHu3alliOHHOE M HOPMAaTHBHOE OOecreueHue AeI0NpPOU3BOICTBA B

CCCP.

CoBpeMeHHOE COCTOSTHIE OpTaHN3allii paboT B OpraHax rocyIapCTBEHHOM
BJIACTH M MECTHOTO CaMOYIPABJICHHUs 10 Pa3BUTHIO U coBepiieHcTBoBaHuio JIOY.
[ToaroToBka KagpoB ISl JEIOTPOU3BOICTBEHHBIX CITYXKO.

Kakune pekBU3HUTHI BXOJAT B (hopMysip-oOpaselr Ciry>keOHOro nucbMa?

Kak pacnonararorcst pekBU3UTHI Ha OJaHKax CykeOHbIX ucem? HazoBute

PCKBU3UTHI HA OnaHke.

KakoBa cTpykTypa nucpma-3anpoca, micbMa-pock0bl, MTUChMa-OTBETA,
COINPOBOUTENIBHOTO MHCbMa?
[ToAroToBUTE NMPUMEPHI CIYKEOHBIX MHCEM (TUCHbMO-TIPOCh0a, MUChbMO-0TKa3,
MUCbMO-TIPETEH3HUs, OTBET Ha MPETEH3HI0, COIPOBOIUTENIEHOE TUCHMO U T.1I.)

Hopmamusno-memoouuecxas 6aza JJOY:

Kaxkue ocHOBHBIE 3aKOHBI perynupyoT JJOY?
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10. Kakoii cranmapt UCHONb3YIOT ISl 0(OPMIICHHS OpraHU3alliOHHO-
pacrnopsiAUTEIbHBIX IOKYMEHTOB?

11. Yro nonnmaercs oj, yHU(pHUKAIMEH U CTaHIapTU3aUeH?

12. Yro npencrasiser codoit YHubUIMpoBaHHas cucteMa 1okymeHToB (JJOY)?

13. C xakoii uenpto pazpadoran u BeezeH B aerictsue [OCT P 6.30-2003
«YHuduuupoBaHHbIE CUCTEMBI IOKYMEHTALUU. Y HUPHUIIMPOBAHHAS cUCTEMa
OpTraHU3AIMOHHO-PACTIOPSAUTEILHON TOKyMeHTaluu. TpeboBaHus K
O0(OPMIICHUIO TOKYMEHTOBY?

3aoanus, évinecennbvle HA 3AHAMUA

2. TluceMeHHas MpoBepoYHas paboTa Mo MPOUICHHBIM TEMaM
3. H3yuuTh HOPMATHUBHO-IIPABOBYIO 0a3y MOKYMEHTAIIMOHHOTO 00ECIICYCHHSI
yIIpaBJICHUS BKIFOYAOIIYIO:
»  3axonwvi PO:

Denepanpublii 3akoH «O0 MHGOPMALMU, HHGOOPMAILIMOHHBIX TEXHOJOTHIX U O 3aIUTE
nadopmanuny ot 27 uroJist 2006 . Ne 149-D3;

DenepanbHblil 3ak0H Poccutickoit @enepanmu «O TEXHUYESCKOM PErYINPOBAHUMY OT 27
nexabps 2002 1. No 184-P3;

3akoH Poccuiickoii Penepannu «O rocyaapcrBeHHoM TaiiHe» oT 21 uronst 1993 r. Ne 5485-1.
. I'OCTvr PO:

I'OCT P 6.30-2003 «YHHGHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTALIMY. Y HUDHUIIMPOBAHHAS CUCTEMA
OpraHu3alMoOHHO-PACHOPSAUTENLHON JoKyMeHTalnu. TpeboBanust K 0ohopMIIEHUIO
JIOKYMEHTOBY;

I'OCT 6.10.5-87 «YuaudunupoBaHHble CUCTEMBI JOKYMeHTAIMU. TpeOGoBaHusl K IIOCTPOSCHUIO
hopMyisIpa-o0pasuay;

I'OCT P 51141-98. «Jlenonpou3BOJICTBO U apXHUBHOE JIe)I0. TepMUHBI M OIPEACACHMS
Tlepeuenv munoevix ynpasieH4eckux OOKYMEHmos, 00pasyviouuxcs 6 0esamelbHocmu
Op2anHu3aUUl, C YKa3anuem cpokos xparenus (ymes. Pocapxusom 6 oxkmsaops 2000 e.) (¢
usmenernuamu om 27 okmaopsa 2003 2.)

Temvt Ouckyca: «Victopusi pa3BUTHS CHUCTEMBI TOCYIApPCTBEHHOTO JTOKYMEHTHPOBAHMS.
HopmaTtuBHo-meTonunueckas 6aza JIOY»

KOHmpOJleble 80npocol:

e OCHOBHBIE ATAlbl Pa3BUTHUSI CUCTEMBI TOCYIAPCTBEHHOT'O TOKYMEHTUPOBAHUS U
BBIJICJICHUE OTPEICIICHHBIX TPATUIIUN CO3/JaHuUs JOKYMEHTOB;
e (denepansubie 3akoupl ['OCToB

Tunoevie mecmuoi
1.YropsimoueHHass COBOKYITHOCTh JAHHBIX WJIM JOKYMEHTOB, HEOOXOIWMBIX JJIsi PEIICHUS
3a/1a4 OMpeIeIeHHON 001acTH ASSITENFHOCTH - 3TO ...
A. nH(pOpMAITMOHHBIE CHCTEMBI;
b. nndopmannoHHbie pecypesr;
B. nadopmannonHbie MaCCUBHI.

2. ... - MaTepuaJbHBIA OOBEKT, CIEUHUAILHO CO3/IaHHBIM YEIOBEKOM, MOCPEICTBOM KOTOPOTO
MOYKHO XpaHHTh U NepeaBaTh HHPOPMAIIHIO

A. MaTepuanbHbI HOCUTED;

b. marepuanbHas OCHOBa JOKYMEHTA;


http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/zakonobinf.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/reg.doc
http://eokd.tolgas.ru/euk/dou/fz/taina.doc
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_30_2003.rtf
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/6_10_5_87.doc
http://eokd.tolgas.ru/euk/dou/gost/51141_98.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
http://eokd.tolgas.ru/euk/dou/gost/pere.rtf
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B. MaTcpHralibHadg COCTaBJIAOIIAA JOKYMCHTA.

3. ... OTpaXKaeT KauYeCTBEHHOE, T.€. BHYTPEHHE MPUCYIIEe JOKYMEHTY OTJINYHE.

A. CBOWCTBO JJOKYMEHTA;

b. npusnak noxymeHra;

B. cTpykTypa nokymeHTa.

4. Kakum CBOWCTBOM MOXHO OXapaKTepU30BaTh HAIMYUE Y JIOKYMEHTA HEOThEMIIEMbIX
cliaraeMbix, 0€3 KOTOPBIX OH CYILIECTBOBaTh HE MOXKET?

A. BEIIECTBECHHOCTD;

b. arpuOyTHBHOCTD;

B. cTpykTypHOCTS.

5. YT0 OTHOCHTCA K IIPU3HAKAM TOKYMEHTA!
A. GyHKIIMOHATBHOCTH UH(POPMAIUY;

b. ToxxnecTBeHHOCTH camoMy ceOe;

B. 3aBepiieHHOCTH COOOIIECHUS.

6. Kakast pyHKIIMSI OTHOCUTCS K 0OIIMM (DYHKIHSIM JOKYMEHTA?
A. 001IEeKYyIbTYypHAS;

b. uadopmarmonHnas;

B. npasosast.

7. Kakast pyHKIMSI OTHOCUTCS K CIIEIHATIBHBIM (PYHKIIUSAM TOKYMEHTa?
A. yrops104MBaroIas;

b. B. ynpaBneHueckas;

uH(pOpMaIlMOHHAS.

8. ...- JelicTBMe WM COBOKYNHOCTb JEHCTBUM, NMPUMEHSIEMBIX HpHU 3alMcH MHPOPMALMM Ha
MaTepualbHOM HOCHUTEIIE.

A. MeTOJl TOKyMEHTHUPOBAHHUS;

b. cnocob noxymMeHTHpOBaHuUs;

B. cpenctBo 1OKyMEHTHPOBaHUS.

9. Kakoe mpaBuiio UCTIONB3YyeTCsl B CUCTEME KOJAUPOBaHUsI HHGopMaIuu?
A. 9em JJIMHHEE KOJI, TEM KOPOoYe CJIOBO;
b. yem Kopoue 3ByKH, TEM KOPOYE SI3bIK;
B. yem kopoue koA, TeM JUIMHHEE TEKCT.

10....- 3TO mporecc ymopsAAOYCHHUS WINM PACHpENeseHHs JOKYMEHTOB IO KiaccaM C IENbIo
OTpa’KeHHs OTHOIICHUI MEXly HUMHU U COCTaBJICHUS KIaCCU(PUKAIIMOHHON CXEMBI.

A. CTpYKTypUPOBaHUE;

b. xnaccudunuponanue;

B. noxymenTupoBaHue.

11. Kak 10JKHO TPOUCXOIUTH JIeTIEHUE JOKYMEHTOB?
A. Ha poJibl, MOJABU/IBI, TOAPOIbI, PA3HOBUIHOCTH;

b. Ha pojbl, BUABI, TOABU/IBI, PA3HOBUIHOCTH;

B. Ha BUABIL, TOBUIBI, PA3HOBUIAHOCTH, POJIBI.

12. CornmacHo KJIacCH(pUKAIMU JOKYMEHTOB II0 XapakTepy CpeAcTB (UKCUPOBAHHS
nH(popMaIuu pa3auvaroT ...
A. TEKCTOBBIE U HETEKCTOBBIE JTOKYMEHTHI;
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b. TOKyMEHTBI Ha €CTECTBEHHOM U UCKYCCTBEHHOM MaTEpHUAIILHON OCHOBE;
B. nepuoanueckue u HENEPUOANYECKUE TOKYMEHTBHI.

13. JloxymeHT,
pacrpocTpaHeHuUs
A. HeonyOJIMKOBaHHBIH;
b. HenyOnuKyeMmblii;

B. Henepuoanveckuii.

colepkamuii  mHbOpMalUI0, HE NpPEeJHA3HAYCHHYI0 JJIs I[IUPOKOIo

14. JlokyMeHT, BOCIPOM3BOIALINI HH(OPMALMIO OPYroro JOKYMEHTa M BCE €ro BHEIIHHE
MIPU3HAKU

A. BTOpUYHBIN;

b. Bu3yanbHblii;

B. xonus.

Tunoewvie cumyauyuoOHHblE 3a0auu

JlupekTop anTeku crenaja 3aMe4aHue MOJIOAOMY CIIELHAIUCTY-TIPOBU30DPY, OTIIYCTHUBLIEMY
JIEKapCTBEHHBIE CPECTBA 110 3TUM PELIENITaM, U OTpedoBasia O0bSICHUTEIbHYIO 3aIIUCKY.

B 00bsicHUTENBbHON 3amucKe MPOBU30p YKasajia, YTO OHa OTHycTia Jumb 10 ammyn pactBopa
«CoMOpeBUHa», T. K. TPEAETbHO OIMYCTUMOE KOJUYECTBO JTOTO Iperapara 3aBBIIICHA, a
cooTBeTcTBYMOLIEH Haanucu «Ilo cnennanbHOMY Ha3HAUEHUIO» Ha pelierTe He ObLIO.

JlupexTop anTeKu MpoBU30pYy OOBSBHIIA BRITOBOP M 00s13aja y3HATh ajpeca OOJIbHBIX, KOTOPHIM
OTITYLLICHBI JIEKAPCTBEHHBIE CPEJICTBA, U3bATh UX, U3BUHUTHCS U BEPHYTh JE€HBIH (32 CBOM CUET).
Ha cnepgyrommii neHb IHUpPEKTOp anTeku IO03BOHWIA pykoBoxurensMm JIIIY, u3 koTtopeix
HOCTYIWIN YKa3aHHbIE PELENThl, U OTpedoBaia OT CBOEr0 UMEHH OOBSIBUTH BBHITOBOPA BpayaM,
BBIMMCABILINM JaHHbIE PELIETITHI.

3aoanue. llpoananu3upyite CUTyallMl0 U AalTe KPUTUYECKYIO OL[EHKY IMOPSJIKY OpraHu3aluu
OTIIYCKa JIEKAPCTBEHHBIX CPEICTB M3 ANTEKU, NEHCTBUAM JUPEKTOpa anTeKd U MPOBU30pPA C
MOJIHBIM TEOPETHUYECKUM M HOPMAaTUBHBIM 000cHOBaHHEeM. OOpaThTe BHUMaHHE Ha CIIEAYIOLINE
BOIIPOCBI:

1.KakoB Mmops /10K BBIMHUCHIBAHUS M OTITYCKa JAHHBIX JIEKAPCTBEHHBIX CPEICTB?

2 Kakue HapylieHus JEWCTBYIOIIUMX PpErjaMeHTOB JONYIIEHbl MPOBU30pPOM M Kakue
MOCJIEACTBHSI MOT'YT BbI3BaTh MOJJOOHBIE HApPYIIEHUs B anTeke?

3.llaiite oOneHKY NpodecCHOHaNbHBIM JeHCTBUAM JupekTopa antekd. OTBEYaloT JIM OHU
OCHOBHBIM TPEOOBaHUSM, IPEAbIBISIEMbIM K yIIPABICHUECKUM PEIICHUAM?

4. JlaiiTe XapakTEepUCTHKY IPaBOBBIM M YIPABICHUECKUM pEUICHUSM, YKaKUTE Kakue
JIOKYMEHTBI TOJIKHBI COTIPOBOXKIATh JaHHBIE AEHCTBHUS.

MIxkana oueHUBaAHUA

JTaln 0CBOCHUS Iloka3zarenn Kpurepnii CpencrBa
KOMIIeTeHI[UH OlleHUBAHUS OlleHNBAHMS (MeToaBI)
OLICHUBAHUS
OIIK OC-5.4 AHanusupyer Ananu3 npobieMHbIx | TectupoBaHue,
CrocoOHOCTE MPUMEHATD | MPOOJIEMHBIE  CHTYAIMH, | CHTYalllii TPOBEIEH B | ONPOC,
HOPMAaTUBHO-IIPABOBBIC SBIISIOMMXCA OOBEKTaMH | IIOJITHOM 00bEME. AOKTan,
aKTBI ¥ TPAMOTHO npodecCHoHaNbHOI 3aJaHHs,
JTOKYMEHTHPOBATh HX. JeSITETBHOCTH. JHCKYC, 9cce,
KOHTPOJIbHAS
pabota
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I[IK OC-52.1.1 Hemonctpupyer  3HaHue | PackpeiTo comeprkanue | Ompoc,
CrocOOHOCTD IPUMEHSTH | OCHOBHBIX METOJIOB | METOJIOB BBISIBJICHUS U | TECTUPOBAHUE,
Ha TIPAKTUKE  MCTOJBI | BISBIICHUSA H | JOKYMEHTHUPOBAHUSI peurenue
AOKYMCHTHPOBAHUA JIOKYMEHTHUPOBAHUS YKOHOMHUYECKHUX CUTYaLIMOHHBIX
OKOHOMUIECKUX IKOHOMHYECKUX PaBOHAPYIICHUIA. 3aj1ad,
TIpaBOHAPYIICHIH. TIPaBOHAPYLIEHUIA. O60CHOBAHO X | KOHTpONIbHAS
IIPUMEHEHNE B | pabora,
3aBUCHUMOCTH OT | moknanm,
KOHKPETHON Keiic,
CUTYallUH. JWICTIVT,
acce
I1K-6.1.2 Hemonctpupyer  3HaHue | PackpbiTo 3HaHue | TectupoBaHue,
CIOCOOCH HCIIOJIb30BATh | OCHOB y4Y€Ta B PA3JIMYHBIX | TECOPETHYECKHX OCHOB, orpoc,
JaHHblEe JJs Yydera B [ XO3AHCTBYIOIIMX METO/IOB M NPHEMOB B JOKJIaN,
Pa3IMYHbIX CyOBEKTOB yuyeTra B Ppa3IMYHBIX 3aJlaHue,
XO3SICTBYIOLIUX XO3SIHCTBYIOLINX KOHTPOJIbHAs
CyOBEKTOB CyOBEKTOB pabora,
KPYTJIbIi CTOJ,
Keic
IK-12.1 JleMoHCTpUpYET 3HAHUE PackpsiThl BUIIBI 1 Tectuposanue,
OCHOBHBIX CITIOCOOOB CYILIIHOCTh orpoc,
CIHOCOOHOCTH BBIABIIATS, BBISIBJICHUS JIOKYMEHTOB. KOHTPOJIbHasA
AOKYMCHTHPOBATb, [IPAaBOHAPYLIEHUN O6ocHOBaHO pabora,
HpECTYIUICHUS M MHBIC | JTeponcTpupyer  3HaHME | IPUMEHEHHE METOJIOB pedepar,
MIpaBOHAPYLICHUS B OCHOBHBIX  JIOKYMEHTOB | BHISIBIICHUS JUCIYT, 3CCe,
cdepe S3KOHOMUKH JUISL BEICHHS e YKOHOMMUYECKHX pelieHne
IIPECTYIUIEHU I B 3anaqd
3aBHCHUMOCTH oT
KOHKPETHON CUTyaluu
IIK - 14.2 Hemonctpupyer  3HaHue | O6G0CHOBaHO Tectuposanue,
CIIOCOOHOCTh OCHOBHBIX METOJIOB | CHOCOOHOCTBIO orpoc,
JOKYMEHTUPOBATh IIPOU3BOJICTBA  IIPABOBOM | OCYIIECTBIIATH KOHTPOJIbHAs
nH(popMaINIo 00 | HayKH. JTOKYMEHTHUPOBATh pabora,
aJIMUHUCTPATUBHBIX IIPOU3BOJICTBO 1o pedepar,
MIpaBOHAPYLICHUX Jienam o0 | nucmyr, 3cce,
aJIMUHUCTPATUBHBIX pelieHne
MIPaBOHAPYUICHUSIX B 3a/1a4y
3aBHCHUMOCTH oT
KOHKPETHON CUTYyalluu
I1K-10.1.2 JleMoHCTpHpyeT 3HaHHE O6ocHOBaHO TectupoBanue,
CIIOCOOCH BBISABIATE U MPUYMH Y9KOHOMUYECKOW | IPUMEHEHHE METOJI0B orpoc,
YCTPaHATD IIPHHHBI H IIPECTYIHOCTU U METOAOB | IIPEAYIIPEKICHUS KOHTpPOJIbHAS
ycoBu, €€ MPENyIPEKICHU YKOHOMUYECKUX pa0ora,
CIIoCOOCTRYIONIHE NPECTYIUICHUH, B TOM pedepar
COBCPIICHHIO qyucie ,KPYIJIBIN
TIpECTYILICHHH, KOPPYNIIMOHHBIX CTOJI,3CCe
croco0eH OCYIIeCTBIIATh .
IP— IPOSIBIICHUH, B
HarpaBJICHHbIC HA 3aBHCHMOCEH ot
MpPOdUIAKTHKY, KOHKPETHON CUTyaluu

MIpeynpexIeHre
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MPECTYIJICHU U UHBIX
IIpaBOHAPYLICHUH, HA
OCHOBE UCHOJIb30BaHU
3aKOHOMEPHOCTEU
SKOHOMHUYECKOU
MPECTYMHOCTH U
METOJIOB €¢
MPEAYIPEKICHHUS;
BBISIBJISITH U YCTPAHATh
MIPUYUHBI U YCIIOBUS,
CrocoOCTByIOIITHE
COBEPILECHUIO
MIPECTYIUICHUI, B TOM
YUCJIe KOPPYNITUOHHBIX

MPOSIBJICHUI

I1K-15.1 JleMoHCTpHpYyeT 3HaHUE PackpeiTo 3HaHuE TectupoBanue,
CIIOCOOEH MPUMEHSTh B | OCHOB PaCKPBITHS U TEOPETUYECKUX OCHOB, orpoc,
npodeccuoHalIbHON paccienoBaHus METOJIOB U IPUEMOB KOHTPOJIbHAs
ACATCIIBHOCTHU IPECTYIJICHUH B 00JIaCTH | pACKPBITHA U pabora,
TCOPETUYCCKUEC OCHOBBI | 5)KOHOMHKH pacciieIoBaHUS pedepar
PacKpbITUS U NPECTYIUICHUH B ,JAUCITYT,3CCe,
paccie1oBaHus 00J1aCTH SKOHOMHUKH perieHue
IPECTYIICHUH; 3a1a4

CTIOCOOEH UCIOIH30BATh
IUISL peIICHUS
npogeccuoHaIbHBIX
3a71a4 TEXHUKO-
KPUMHHAJIHCTHICCKHE
METOJIbI U CPEJICTBA,
TaKTHYECKHE TIPUEMBI
MIPOU3BOJICTBA
CIIEICTBEHHBIX
neiictBuil, Gopmbl
OpraHu3aIiy 1
METOJIUKY PACKpPBITUS U
paccienoBaHus
OT/ICTIbHBIX BUJIOB U

rpynm.

4.4. MeToan4yecKkne MaTepHaJIbl

OneHrBanue OOYYaIOIIMXCS B IPOLECCE MOITAHOTO OCBOEHUS MMHU KOMIIETEHIIUH,
dbopMupyeMBbIX JaHHOW JUCHUIUIMHON oOcyllecTBisieTcss B (QopMme 3adera, KOTOPBIH
IperoiaraeT OlleHUBaHUE 3HAHUI C TIOMOILBIO YCTHOTO cOOeceI0BaHMsI 110 y3JI0BBIM BOIIPOCaM
Y yMeHull pelIaTh CUTYallMOHHBIC 3aa91 U/ WK Kec-3adaHusl.

3HaHWs W yMEHMsI OOy4alolerocss Ha 3adeTe OICHUBAIOTCS KaK «3a4TeHO» WU
«HE3aUTEHOY.

OunenuBanne 00y4aruerocsi Ha 3a4ere Mo JUCHHUIINHE

Ouenka Kpurepun oueHku Pe3yabTaTrhl 00yyeHus

«3aYTEHO) OIIK OC-54
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- COOTHOCHT
pa3nuyHbBIe  TPABOBBIE
SIBJICHUS, IOPUIMYECKUE
(baxThI, IIPaBOBbIE
HOPMBI M  IIPaBOBBIC
OTHOILICHHS;

- JOTUYECKU
BEPHO MHTEPIIPETUPYET
IIPABOBBIC SIBJICHHUS;

- Jienaer
aZICKBaTHbIE  BBIBOJBI
OTHOCUTEIEHO
TEHJCHUUNA  Pa3BUTHUS
FOPUANYECKOU 5
CyneOHON PAKTHUKHY;

- MPaBUILHO u
MIOJIHO OTpa)kaeT
pe3yJIbTaThl
npodeccnoHaTBEHOM
NEeATEIbHOCTH B
OPUANYECKON W HHOMN
JOKYMEHTalUU

- omnepupyeT
IOPUINYECKUMHU
TOHSATUSMH u
KaTeropusiMu;

- aHAJU3UPYET

HOPpHUIANYCCKUC (baKTBI u
BO3HHKAKOINUE B CBA3U C
HHMH IIPaBOBBIC
OTHOIICHHA.

HAa YPOBHE 3HAHWIA:

- OCHOBHBIX MMOHSATHUH, KaTEropuid,
MIPUHIIUIIOB CUCTEMbI POCCUHCKOIO MPaBa;

- OCHOBHBIX HOPMAaTHBHO-IIPABOBBIX AaKTOB,
PEryIUpYOIINX NEeSATENbHOCTD CyOBEKTOB
Pa3IMYHBIX OTpacell IKOHOMUKH;

HA YPOBHE YMEHMIA:

— ONEPUPOBATH MOHATUSIMHU U KaTErOpUSMHU
CHUCTEMBI POCCUICKOIO 1IPaBa;

- OPUEHTHPOBATHCA B CHCTEME
3aKOHOJIaTEIbCTBA U HOPMATUBHO-TIPABOBBIX
aKTOB;

- UCIIONIb30BaTh IMPABOBYIO HH(OpMAIIHIO

OpU PpPAacCMOTPEHUM U aHaIu3e OTHOIIEHU,
BO3HHKaOIIUX B Xo0ae JACATCIIPHOCTH
HKOHOMHUYECKUX CYOBEKTOB;

K 0C-52.1.1

HA YPOBHE 3HAHMIA:

- METOA0B BBISIBJICHU A n
JIOKYMEHTHPOBaHUS HKOHOMHUECKUX u

HaJIOTOBBIX ITPABOHAPYLICHUN.
HA YPOBHE YMEHHUIi:

- ONpeaAciITb U HUCIOJb30BATh HCTOYHUKU

uHpOpMalMy,  SBIAIOIIMECS  OCHOBOM Ui
BBISIBJIEHMSI DKOHOMHYECKMX U HaJOrOBBIX
IIPaBOHAPYLICHUH;

- MIPOBEPSTh KayecTBO uH(popManuy,
MOJIyUEHHOM B pe3ylbTare  NPUMEHEHHsS
MHPOPMALIMOHHBIX,  PacUeTHO-aHATUTUYECKHUX,
JIOKYMEHTaJIbHBIX METO/I0B u METOJI0B
(aKTHYECKOro KOHTPOJIS;

- MIPOBEPSAThH pUMEHEHNE BCEX
YCTaHOBJICHHBIX poueayp B pamKax

UCIIOJIb3YEMBIX METO/IOB;
- (hopmupoBaTh 0OOCHOBAHHBIC BHIBOJABI 1O
pesynpTaTaM  HMHQPOpPMAlMHM, TIOJIYIYCHHOW B
pe3ynbTaTe MNPUMEHEHUS METOJIOB BBISABICHUS
SKOHOMHYECKHX Y HAJIOTOBBIX IIPABOHAPYILIECHMIA;
MOATOTAaBIUBAaTh  JOKYMEHTHI 1O  (hakTam
BBISIBJICHHBIX IIPABOHAPYIICHUMN.

MK-6.1.2

HA YPOBHE 3HAHMIA:

[IpakTHKy NpUMEHEHUS 3aKOHO1ATENbCTBA
Poccuiickoit denepanuu mno Borpocam
o(opMIICHHS IEPBUYHBIX YUETHBIX JOKYMEHTOB
BHyTpeHHUX OpraHu3aliOHHO-
pacopsAUTEIbHBIX TOKYMEHTOB
HKOHOMHYECKOTO CyObEKTa, perJaMeHTHPYIOINE
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MOPSAIOK COCTaBJICHUS, XpaHEHUS U Iepeiavyy B
apXUB MIEPBUYHBIX YYETHBIX JIOKYMCHTOB
[Topsinka cocTaBieHUs! CBOJIHBIX YYETHBIX
JIOKYMEHTOB B IIEJISIX OCYIIECTBICHUS KOHTPOIIS U
yHOpsI0YeHHS 00paObOTKH TaHHBIX O (paKTax
XO3SIMICTBEHHOW JKU3HU

HA YPOBHE YMEHMIA:

CoctaBnsaTh (0pOpMIISATH) IEPBUUHBIC YUCTHBIC
JIOKYMEHTBI, B TOM YHUCJIC AICKTPOHHBIC
JIOKYMEHTBI, TIOJIb30BaThCsl KOMITBIOTEPHBIMHU
porpaMMaMu ISl BEJCHUS OyXTaJTepcKOro
yueTa, UHPOPMAIIMOHHBIMH U CIIPAaBOYHO-
MIPABOBBIMU CHCTEMaMH, OPTTEXHUKOM

MK-12.1
HA YPOBHE 3HAHMIA:

BryTpeHHue opraHu3anmoHHO-
pacnopsAUTEIbHbIE JOKYMEHTBI YKOHOMUYECKOTO
cyOBEKTa, perjiaMeHTUPYIOLIUE OPSII0K
COCTaBJICHUS, XPAaHEHHUs U IIEpeady B apXUB
MIEPBUYHBIX YYETHBIX IOKYMEHTOB

HA YPOBHE YMEHHUIi:

Biagets npuemamMu KOMILIEKCHOW ITPOBEPKHU
NIEPBUYHBIX YUETHBIX IOKYMEHTOB
ObecrieunBaTh COXPaHHOCTb MTEPBUYHBIX
YYETHBIX JOKYMEHTOB JI0 II€peJayu uxX

B apXUB

MK - 14.2

HA YPOBHE 3HAHMA:

OCHOBHBIX  3aKOHOMEpPHOCTEM M  METOIOB
HSKOHOMUYECKOH U IIPABOBOU HAYKH;

- OCHOBHBIX  3aJa4 po¢eCCUOHATILHON
JIeATEIbHOCTH;

- IPUMEHEHUS S3KOHOMHUYECKHNX 3aKOHOMEPHOCTEN
B IpO(eCCUOHATIBHOM 1€ TENIbHOCTH;

HA YPOBHE YMEHUI:

HCITOJIb30BAaTh OCHOBHBIE  3aKOHOMEPHOCTH
DKOHOMUYECKOM M  IPaBOBOM  HAyKu B
PO eCCHOHATBHON JIEATETHFHOCTH;

- HCIIOIb30BATh OCHOBHBIE METO/BI
SKOHOMHUYECKOHN U IPABOBOM HAYKH

[1K-10.1.2

Ha ypoBHe 3HaHMii:

BI:IpaGOTKa TUIIOTE3bI O MOACIIN OTMbIBaAHUA
MPECTYIHBIX JI0XOO0B;

ompezesieHue MOTPEOHOCTH B TOTIOTHUTEIHLHON
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nH(popmaIuu 11 NpoBeAeHUS (PUHAHCOBOTO
paccnenoBanus B nensx [1O1/OT;

KOCBEHHbIE MPU3HAKU HATUYUSI IPECTYIUICHUS
Ha ypoBHe ymeHnmii:

aHaM3MUPOBATh, CTPYKTYPUPOBATH U
KJaccu(puupoBaTs HHOOPMALIUIO;

BBISIBJISITh IPUYUHHO-CIICICTBEHHBIE CBS3U

I1K-15.1

Ha ypoBHe 3HaHuii:

dbopM oOpraHumzalud U METOIUK PACKPBITHS U
paccieoBaHus  OTHENbHBIX BUAOB U TPYII
IpEeCTYyIUIEHUH B chepe SIKOHOMUKHU

5. MeToauyeckne yKazaHus il 00y4AIOUIUXCS 110 OCBOCHUIO TUCHUIIIMHBI (MOIYJISA)

K 3auery no aucuunnune «JlokyMeHTalMOHHOE O0OECIeUeHUE yIpaBiIeHUs» HE00X0IUMO
TOTOBUTCS IIeJICHANIPABIECHHO, PETYISPHO, CHCTEMAaTHYECKHM M C TEPBBIX THEH OOy4eHHs IO
JaHHOW aucuuiinHe. [1ombITKM OCBOWUTH AMCLUUIUIMHY B HEPUOJ 3a4€THO-3K3aMEHAIIMOHHON
CECCHUH, KaK IIPABUJIO, TOKA3bIBAOT HE CIUILIKOM YAOBJIETBOPUTENIbHBIE PE3YIIBTATHI.

B camoM Hayasie OCBOEHMSI AMCLMILIMHBI IMO3HAKOMBTECh CO ClIeAylolel ydeOHOo-
METOJANYECKOU TOKYMEHTALUEH:

— pabodeii mporpaMMoi TUCIUTUIHHBI «J|OKyMEHTaIMOHHOE 00eCTICUeHUE YITPABJICHUSY;
— IepeYyHEeM 3HaHUM, YMEHUN KOTOPBIMU O0YUaIOLIUIICS 10JIKEH OBIIAAETD,

— TEMaTUYECKUMH IIJIaHAMH 3aHATHH,

— KOHTPOJIbHBIMU MEPOIPUITUSIMH,

— y4eOHUKOM, Y4eOHBIMU ITOCOOUSMH, a TAK)KE JIEKTPOHHBIMH pecypcami,

— TepeYyHEeM IK3aMEHALMOHHBIX BOIIPOCOB U 33JaHUM.

ITocne sToro y Bac JOKHO c(OpMUpPOBaTBbCS 4EeTKOE MpeAcTaBieHHe o0 o0beMe U
XapakTepe 3HaHUM, YMEHHUH, KOTOpPBIMH Hajo OyneT oOBIaAeThb IO JAMCLUUILIMHE.
Cucremaruueckoe BBINIOJHEHHE 3aJaHMi yuyeOHOM paboThl Ha JEKIMIX U CEMHUHAPCKHUX
3aHATHUSIX IO3BOJIMT YCHEIIHO OCBOMUTH JMCHUUIUIMHY M CO3JaTh XOpOLIylo 0a3zy [Uisl clayu
3aueTa.

[IpomexyrouHas aTTectauus 0O AUCHUILIMHE «J[OKyMeHTallMOHHOEe oOecnedyeHue
yIpaBJICHUS» MPOBOJUTCS B COOTBETCTBUU C Y4eOHBIM IUIAHOM IO ceMecTpaM — B 6 cemecTpe
JUIsl O4HOM (OpMBI 00YUEHHMSI B BUJIE 3a4eTa.

OOyuaronuiics AONMyCKaeTcss K 3adeTy N0 JMCLUUIUIMHE B CIy4ae BBIMOJIHEHUS HM
yuyeOHOro IJjaHa [0 JAWCLUUIUIMHE: BBIIOJHEHHBIX paboT. B cinywyae Hanuuusa ydeOHOU
3aJI0JDKEHHOCTH 00yJarouuiicst oTpabaThiBaeT MPOMYIIEHHBIE 3aHATHS B GOpMe, TPEUI0KEHHON
npernojaBaTeneM.

OOyuenne mno jguciMIiMHE  «/loKyMeHTalmoHHOe  oOecrieuyeHHe  YIpaBJICHUS»
npeJrnoiaraeT KOHTakTHYI0 ¢GopMy paboThl (JEKIHOHHBIE, CEMUHAPCKHE 3aHATHSA, a TaKKe
KOHCYJIBTAIIH ) U CAMOCTOSITEIFHYIO pab0Ty 00y4aromuXxcsl.

5.1. Memoouueckue pexomenoayuu no noO20MOEKe K JEeKYUOHHLIM U CEeMUHAPCKUM
3aHAMUAM

HucuummHa «JloKkyMeHTalMOHHOE oOOecleyeHrne YIpaBlIeHHUs» OpHEHTHPOBaHa Ha
dbopMupoBaHue y O0OydYarOIMXCS TPEACTABIEHUNH O MPABWIBHOM JOKYMEHTAallMOHHOM
oopMIIeHUH YIIPABICHUECKUX U MPABOBBIX PELICHUH.

OcHoBHOHM 1enbl0  00pa3oBaHMsA TO JUCHUIUIMHE «/loKyMeHTalnnoHHOe obecreueHue

yIpaBJICHUS SBISIETCS ()OPMUPOBAHHUE Yy CTYIEHTOB OCHOBHBIX 3HAHWW WM TIOHSATHHA B OOJIACTH
00paboOTKM JTOKYMEHTaJdbHOM WH(OpMaIMU, BO3HUKAIOIICH B Tpolecce JeITeIbHOCTH
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OpraHu3aliy, COCTaBJIECHUS U OPOPMIICHMS IOKYMEHTOB C HCIIOJIb30BAaHHUEM MEPCOHAIBHOIO
KOMIIBIOTEpA.
3ajayu AMCLUUILIMHBL. B COOTBETCTBMM C yKa3aHHOW LE€bIO, JUCLHMILIMHA JOJDKHA
chopMHpOBATh Y CTYJCHTOB TEOPETUYECKHE 3HAHHUS B 00JACTH JIEIONPOM3BOJCTBA M BEACHUS
CIIy’)KeOHOH JOKyMEHTalMuW, JOKyMEHTOOOOpOTa, 3HAHWS W HABBIKU B HCIOJIb30BAHUU
HOPMAaTHUBHOM 0a3bl, OCBOEHUU COBPEMEHHBIX METOJOB U TEXHOJIOTMH 0OpabOTKH JOKYMEHTOB
Ha OCHOBE IIPUMEHEHMsI CPEACTB OPraHU3alMOHHOM M BBIYMCIUTEIbHON TEXHUKU; BBISBICHUU
cBoeoOpasust oOpraHu3alMud paboOTel € JOKyMEHTaMM B 3aBUCUMOCTH OT  pa3BUTHUSA
roCyJapCTBEHHOI'O ammnapaTa YIpaBJIEHHs; COCTaBIEHUM IIPOEKTOB OCHOBHBIX JIOKYMEHTOB
yIpaBJIEHUS! B COOTBETCTBUH C TPEOOBAHUSAMHU K UX O(GOPMIICHHIO; YMEHHH OPTraHU30BaTh
CIIy’)k0y JOKYMEHTAllUOHHOTO OOeCTeuYeHHs YIpaBlIeHHS M pPabOTy €€ COTPYJHHKOB B
YUPEKACHUH, OPTaHU3AIMN U HA TIPEANPUSTHH; BHEAPECHUH PAIMOHATIBHON TEXHOIOTUU TIpUEMa,
POXOXKJICHHS, TIOJATOTOBKH U OTIPABKU JOKYMEHTOB B TPAJAWLMOHHBIX YCIOBHSX U B YCIOBHUAX
paboTbl ¢ HPHUMEHEHMEM CPEACTB BBIUMCIUTEIBHOM TEXHUKH; CaMOCTOSATENIBHBIA MOUCK
uHpOpPMALlMU 1O NOJIYYEHHOMY 3aJaHuio, cOOp M aHaJiu3 HOBOM HOPMAaTHUBHO-IIPABOBOM
uHpOpMaLMY, HEOOXOIUMOM Ui MPAaBUIBHOIO O(GOPMIICHHS YIPABICHYECKHX JOKYMEHTOB;
aHaM3 M BbIABIEHHE MpoOieM B pabore ciaykObl JOKYMEHTAlMOHHOTO OOecreyeHus
yIpaBJICHUS B OPraHM3alMH; NPUMEHEHHWE COBPEMEHHBIX TEXHOJOTHH H METOIUK JUIs
COBEpULICHCTBOBAHUSA pabOThl CIYKObl JOKYMEHTALIMOHHOI'O OOECIeYeHHUs] YIpaBICHUS B
OpraHu3alusIX, YIPSKICHUSIX U HA TPEATIPUATHSAX.
B cBs3u, ¢ yem npeamnonaraercs cieayrolas nocjie0BaTeIbHOCTh B MOANOTOBKE 00yYaromuxcs
K JICKLUU:
- 03HAKOMJICHHE C MaTepUalIOM MpeIblTyLeH JeKI1H;
- 3HAKOMCTBO C TEMAaTHKOW TMpeAcTosmed JieKuud (10 TeMaTHUYecKoMy IUIaHy,
MPEJCTaBICHHOMY B HacTosIIel pabouell mporpaMme TUCIMITIINHBIL);
- IPOYTEHUE M aHajlu3 Y4eOHBbIX IOCOOMH, Y4YEeOHHKOB, HAay4HBIX CTaTed IO TeMe
MPEJCTOSIIEr0 JIEKLIMOHHOTO 3aHATHS;
- IOATOTOBUTH BOMPOCHI, KOTOPbIE BBl IpEAIoJaraeTe 3ajaTh JIEKTOPY MO IMpolieme
MPEACTOSALLEH JIEKIIUH.

[lenb ceMHUHApCKUX 3aHATUH 3aKIIOYaeTCs B O3HAKOMIIEHHMHM OOYYaroIIMXCsl ¢ HOBBIMHU
MOJX0/1aMH K cOOpy M aHalu3y HOBOM HOPMAaTHBHO-IIPaBOBOM MH(OPMAIUN, HEOOXOIUMOM IS
IPAaBUWIBHOTO O(OPMIIEHHUS YIPABJIEHYECKUX JOKYMEHTOB; aHAJIU3y WU BBISBICHHUIO MPOOJEM B
pabote ciykO0bl TOKyMEHTALlMOHHOT'O 00ECIeYeHHs YIIPaBIIEHUSI B OpraHU3aluy; IPUMEHEHUIO
COBPEMEHHBIX TEXHOJOTMH W METOAMK JUII COBEPIICHCTBOBAHHS  PaOOTHI  CITYKOBI
JOKYMEHTAITMOHHOTO 00ECTeUeHUs] yIpaBlIeHUs B OpPraHU3alUsAX, YUPEKACHUSIX H Ha

OPENPUATHSIX.

Bonpocu 0713 CAMOCMOAMENbHOI NOOZOMOBKU K CeMUHRHAPCKUM 3AHAMUAM

Tema 1: BBenenue. OCHOBHbIE MOHSITUSAL M ONIPee/IeHUs
1.1.OcHOBHBIE TOHATHS AEIONPOU3BOJICTBA.
1.2. BO3BHMKHOBEHHUE U Pa3BUTHE OTEYECTBEHHOTO JAEJIONPOU3BOCTBA.
1.3.Hopmarusnas 06a3a.
1.4. XapakTepucTuKH yrpaBieHIeCKONH HHPOpMAIUH.
1.5.0CHOBHBIE IOHATHS U ONIPEACICHUS.

Tema 2. TpeOoBaHusl K COCTABJIEHHIO U 0(OPMJIEHUIO IOKYMEHTOB
2.1.0cHoBHBIE TPeOOBAHUS K COCTABICHUIO U OPOPMIICHHIO TOKYMEHTOB.
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2.2.0CHOBHBIE PEKBHU3UTHl JOKYMEHTOB. QOpMyssip [IOKyMeHTa. YHHPHUKaIUi U
CTaHJapTU3aLMs JOKYMEHTOB.

2.3. KOHCTpYKIIMOHHAs CETKa.

2.4.Enunas ['ocynapcTBeHHas cucTeMa JeI0MpOU3BO/ICTBA.

2.5.YuudunupoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIUH.

Tema 3. OopmiieHne peKBU3UTOB JOKYMEHTOB. BiIaHKH I0KYMEHTOB
3.1.PeKkBHU3HTHI IEIOBBIX JOKYMEHTOB.
3.2.0¢dopmiieHne peKBU3UTOB JTOKYMEHTOB.
3.3. TpeboBanus K 0pOPMIICHUIO PEKBU3UTOB B I10JI€ YIJIOBOT'O IITAMIIA.
3.4.0dopmiieHrEe PEKBU3UTOB, pa3MEIIaeMbIX Ha pabovYeM IoJie JOKYMEHTA.
3.5.Pa3mernienne peKBU3HTOB.
3.6.b1aHKM TOKYMEHTOB.

Tema 4. Opranu3anUuOHHO-PACTIOPAANTEIbHAS IOKYMEHTALMS.

4.1. Knaccudukariys opraHu3alioOHHO-PacTIOPSIIUTENbHBIX TOKYMEHTOB.

4.2.Opranu3anioHHas JOKyMeHTanus. YcraB opranm3anuu. [lomoxkenue. MHCTpyKIms.
CrpykTypa u wmratHass uducieHHOCTh. llltatHoe pacnucanue. [loroBop. PacnopsinurenbHas
nokymeHTtauus. Ilpukas3el MO OCHOBHOM JAesATENbHOCTH. [IpuKa3pl 1O JIMYHOMY COCTaBy.
Belnucka u3 npukasa.

4.3.0¢dopmienne paciopspkeHui U ykazanuid. Pemenne. [locTranoBienue.

Tema S. /lej10Basi KOppeCHOHACHIUA
5.1.Ha3na4yeHue 1enoBoi KOPPECTIOHICHIINH.
5.2.Bupl KOppecoHICHIINN Ha MTPEITPUSTHH.
5.3.Cnyxebnble nucbma. Tenerpammel. TenedoHorpaMMmsl.

Tema 6. CipaBo4HO-UH(OPMALMOHHAS JOKYMEHTALUSA
6.1.Knaccuukanus cipaBoYHO-HH(DOPMAITHOHHON JTOKYMEHTAIIHH.
6.2.0¢opmiieHHE TPOTOKOJIOB, CIIPABOK.
6.3.Jloxiagnas 3anucka. OObsICHUTEIbHAS 3aMMCKa. AKTHI. 3asBICHHUS.

Tema 7. JlokyMeHTHpOBaHHe TPYAOBbIX MPABOOTHOIIEHMIH
7.1 Knaccudukanus kaapoBoi TOKyMEHTallNH.
7.2. Ilpukaspl 0 JINYHOMY COCTaBY.
7.3. TpynoBoii 10roBop (KOHTPAKT).
7.4. TpynoBas kHUXKKa. 3asBieHue. JInunoe neno.

Tema 8. Opranusanusi 10KyMeHT0000pOTa

8.1.DyHKIMYU U CTPYKTYpa CIYKOBI AETOMPON3BOJICTBA.

8.2. OpraHm3arus JTOKyMeHTO000pOoTa.

8.3. O6paboTKa BXOASAIMIUX TOKYMEHTOB.

8.4. KoHTpOJIbh HCIIOTHEHNUS IOKYMEHTOB.

8.5. Cucrematuzaiuss u XpaHeHHe JOKyMeHTOB. CpOKM XpaHEHHUs JIOKYMEHTOB.
ApXHMBHOE XpaHEHHE TOKYMEHTOB.

8.6.Meronpl M cpeacTBa 3amUThl KOH(MUISHIMATLHON HHPOpMAIMHU. DIEKTPOHHAS
rdposas moanuck(DLIT) u mmbpposanue.

5.2. Memoouueckue pekomenoayuu K camocmosmenbHou pabome
CamocTtosTenpHas padoTa 00yJyaronxcs HallpaBJieHa Ha PEIICHHUE CIIECIYIONINX 3a1a4:



31

CHOCOOHOCTBIO BBINOJHATH HEOOXOIUMBIC JJISi COCTaBJICHUS AKOHOMMYECKHX pa3/IeioB
IUIAHOB pacueThl, 0OOCHOBBIBATh UX U IPEICTABIATh PE3yIbTaThl pabOTHl B COOTBETCTBUM C
NPUHATHIMHU CTAHIAPTAMU;

CHOCOOHOCTBIO  OCYIIECTBIISITH IJIAHOBO-OTUETHYHO padOTy OpraHu3anuu, pa3paboTKy
NPOCKTHBIX PEHICHUH, pPa3/eNoB TEKYIIUX M MEPCHEKTUBHBIX IUIAHOB 3KOHOMHYECKOTO
pasBUTHsL  OpraHu3alluM, OW3HEC-IUIAHOB, CMET, YYETHO-OTYETHOH JOKYMEHTAalluH,
HOPMATHBOB 3aTPaT M COOTBETCTBYIOUIMX IMPEUIOKEHUN MO pealu3aluu pa3padOoTaHHbBIX
IIPOEKTOB, IIAHOB, IPOTPAMM;

CIIOCOOHOCTBIO OCYLIECTBIISATh OyXranTepcKui, (MHAHCOBBIH, OIlEpaTUBHBIMH,
yINpaBJIEHYECKUH M CTaTUCTUYECKHUE YYEThl XO3SMCTBYIOLIMX CYOBEKTOB; NPUMEHATH
METOAMKH M CTaHAAPThl BEICHHUS OyXTaJTEepCKOro, HaJlOTOBOTO, OIOHKETHOIO YYETOB,
(GbopMHpOBaHUS U NIPEIOCTABIECHUS OyXTIaITepCKOM, HATOTOBOM, OI0PKETHON OTUETHOCTH;
CHOCOOHOCTBIO BBISIBIIATH, JOKYMEHTHPOBATh, MPECEKAaTh M PACKPBIBATH MPECTYIUICHUS WU
UHbIE IPaBOHAPYILEHUS B chepe SIKOHOMUKHY;

CHOCOOHOCTBIO  MPAaBWJIBHO M TOJHO  OTPakaThb  pe3yJabTaThl  MpO(dheCcCHOHATBLHOU
JeSITEbHOCTH B IPOLIECCYaTbHOM U CIIy)K€OHOH IOKyMEHTaLUY;

CHOCOOHOCTBIO aHATM3UPOBATh U MHTEPIIPETUPOBATh (PUHAHCOBYIO, OYXTalTEPCKYI0 U HHYIO
UHPOPMALIMIO, COAEPXKAIIYIOCS B  YYETHO-OTYETHOM  JIOKYMEHTAllMH, HCIHOJIb30BATh
MOJTyYCHHBIC CBEICHUS JUISI NMPHHATUS PEIICHUH IO MPEeXyNpekXACHUIO, JIOKATU3AuN U
HEeHTpanu3anuu yrpo3 3KOHOMHUYECKONH O€3011aCHOCTH;

CHOCOOHOCTBIO  OCYIIECTBJISITH  JIOKYyMEHTAIMOHHOE  OOeCTeueHne  YIpaBICHYECKOU
NeSITeIbHOCTH;

CHOCOOHOCTBIO TOTOBUTH OTYETHI, CIPABKA W JIOKJIAAbl MO pe3yJbTaTaM BBITOJHEHHBIX
HCCIICIOBaHUM;

CHOCOOHOCTh TNPHUMEHATh Ha TPAKTUKE METOJBI BBIABICHHS W JIOKyMEHTHPOBAHUS
HKOHOMHUYECKUX M HAJOTOBBIX MPECTYIUICHUH: HH(OPMAIIMOHHBIE, paCU€THO-aHAIUTHYECKUE,
JOKYMEHTaJIbHbIE, (PaKTHIECKOTO KOHTPOJIS.

B PE3YIBbTATEC OCBOCHUA JUCHUIIJIMHBI CTYACHT JOJIZKCH:
3HaThb:

- OCHOBHBIE BH/IbI JIOKYMEHTOB, pEerIaMEHTUPYIOLIUX OCYIIIECTBIICHUE
YIIPABJICHUYECKOU EATEIIbHOCTH;

-OpsiIOK  OPOpPMIIEHUSI JTOKYMEHTOB (OpraHU3allMOHHBIX, PpACHOPSAIUTENbHBIX U
UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB) B COOTBETCTBUM C HOPMAaTHUBHOW 0a30M,
3aro0JIHEHUE TUIIOBBIX (JOPM MPHU OCYIIECTBICHUH YIIPABIEHYECKON e TEIbHOCTH;

- IOPSAZIOK OPraHU3aLUHU JOKYMEHTO000pOTa;

YMETB:

- TOJIb30BaThCs U3YYCHHBIMH CTaHIAPTU3UPOBAHHBIMHU TEPMUHAMH;
- COCTaBJIATH U IPABWILHO 0(OPMIISTH HarboJiee paclipoCTpaHEHHbIE BUIbI
JIOKYMEHTOB;
- TMPUMEHSATH HA MIPAKTHKE TOCYJapCTBEHHbIE CTaHAAPTHI U APyTrie HOPMaTUBHO -
METOUYECKHE TOKYMEHTHI, PETJIaMEHTUPYIOIINE OPraHU3aLUI0 YIIPaBICHUECKON
JeSITEIbHOCTH;

BJIAACTh:

- HaBbIKaMH palOTHI C JOKYMEHTAMH, B TOM YHCJI€ Ha 3JIEKTPOHHBIX HOCUTENSIX, UX
CHUCTEMaTU3ALNHY;

- HaBBIKAMH JOKYMEHTHUPOBAHMUS KOHKPETHBIX YIPABICHUYECKUX CUTYallUH;

- HaBBIKAMH MPABUIIBHOTO COCTABJICHUS U O(OPMIICHUS IOKYMEHTOB IO
YIPAaBIEHUIO IEPCOHAIOM U OCHOBHOM AEATEIBbHOCTH;

- METOAMKAMHU pa3pabOTKHU TOKYMEHTOB, PETIaMEHTHPYIOUINX MPOHU3BOJCTBEHHYIO

NeATEeTLHOCTh OPTaHU3alluU, €€ KaJIpOBOM CITy>KObI, (PUHAHCOBOM CITY>KOBI.



32

5.3. Memoouueckue pexomernoayuu no peuieHur CUmMyayuoHHbIX 3a0ay U Ketlc-3a0anuil
1.4. Memoouueckue pekomeHOAyuYU NO 8bINOIHEHUIO MECMOBbLX 3A0AHULL

6. YueOHas qurepatypa u pecypcbl HHPOPMAIMOHHO-TEJIeKOMMYHUKAIIMOHHOM CeTH
"UHTepHeT", BK/IIOYASA NepevyeHb YUeOH0-MeTOAUYeCKOro odecnevyeHus /s
CaMOCTOSITE/IbHOI PadoThl 00y4aIOMIMXCH MO JMCUUILIHHE (MOTYJII0)

6.1. OcHoBHas uTEpaTypa

1. JlokyMeHTalOHHOE oOecrieyeHne yupaBieHus (C OCHOBaMH apXUBOBEJCHUS) : yueOHOe
nocobue / M.W. bacakoB. — Mocksa : KnoPyc, 2016. — 216 ¢. — Hdus CITO u HITO. — ISBN
978-5-406-04715-6., EAH 9785406047156, Homep B ObC: 918426

2. JloxymenToBenenue : yaeOHuk u npaktukym st CI1O / JI. A. loponuna [u ap.] ; mox pexn. JI.
A. JlopoHuHo#. — 2-¢ u3., nepepad. u non. — M. : M3narenscto FOpaiit, 2017. — 309 ¢. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-04330-3. D10 HOpaiit
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD0O8F79

3. Kopnees, U. K. JlokymeHnTanmonHoe o0ecrieyeHre yrpaBieHust + TECTHI B 30C : y4eOHUK U
npaktukym s CITO / U. K. Koprees, A. B. ITmenko, B. A. Mamypues. — 2-¢ u3 ., nepepao.
u jjorr. — M. : UznatensctBo FOpaiit, 2017. — 384 ¢. — ([IpodeccronansHoe 00pa3oBaHue).
— ISBN 978-5-534-05022-6.

6.2. JlonosiHMTEIbHAS JIUTEPATypa
4. bynar P.E. JlokymeHnranmonnoe oodecneuenue ynpasienus. — CI16.: busnec-IIpecc. 2012. 314
c.

5. lenonponsBoactBo: Yueonuk st BY3o0s/T.A . beikosa, JI.M.Bsuosa, I'.}0.MakcumoBuy,
JI.B.Cankuna; [Tox o6mr. Pen. IIpod. T.B.Ky3nenosoit. — M.: MII®IP, 2004. — 544 c.

6. JlokyMeHTHpOBaHNE B YIPaBICHYECKON AeaTenbHOCTH: yuel. mocooue / K. A. Bonkos, A. H.
[Tpuxoapko, T. A. Pacuna, . M. lllytoa; CII6I'ACY. — CII6., 2009. — 140 c.

7. H. KprokoBa JlokyMeHTHpOBaHHE yIpaBJIeHUYECKOH e TeNbHOCTH. YueOHoe nocodue. — M.:
WNudpa-M, 2012. - 267 c.

8. ®enepanbHblif 3akoH oT 02 Mas 2006 r. Ne59-D3 "O nopsiake paccMOTpeHHsI 0OpaleHu
rpaxknan Poccutickoit deneparun’

9.TonkoBeIii coBapb pycckoro si3bpika. Tom 1./ ITox pen. A.H.Ymakosa. — M.: OI'13, 1935.
1564 c.

10.'OCT 51141-98 «/lemompou3BOACTBO M ApXUBHOE JIe710. TepMUHBI B OTIpeesIeHUs». M.
W3n-Bo cranpapToB, 1998

11.http://www.consultant.ru/document/cons_doc LAW 94185/
12.http://hr-portal.ru/pages/P6.30-2003.pdf

6.3. YueOHO-MeTOAMYeCKOE OOecTiedeHHe CAaMOCTOSATEIbHOI padoThl
Conep:kaHue TMCHUIIHHBI (MOYJIf)

Tema 1: BBenenue. OCHOBHBIC IOHSITUS M ONPeEAEICHUSA

JlokyMeHTaIlMoHHOe o0ecreyeHre ypaBieHHs (C OCHOBaMH apXHUBOBEIEHUS) | yueOHoOe
nocobue / M.U. bacakoB. — Mocksa : KnoPyc, 2016. — 216 ¢. — s CI1O u HITO. — ISBN
978-5-406-04715-6., EAH 9785406047156, Homep B OBC: 918426

2. JloxymenToBeaenue : yaeOHuk u npaktukym st CI1O / JI. A. loponuna [u np.] ; mox pex. JI.
A. JlopoHuHoii. — 2-e u3f., nepepad. u gon. — M. : U3narensctBo KOpaiit, 2017. — 309 c. —


https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
http://www.consultant.ru/document/cons_doc_LAW_94185/
http://hr-portal.ru/pages/P6.30-2003.pdf

33

(ITpodeccuonanproe odpazosanne). — ISBN 978-5-534-04330-3. 51O HOpaiit
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD0O8F79

3. Kopuees, U. K. JlokymeHTaimonHoe odecrieyeHne yrpaBieHust + TECTHI B 30C : y4eOHUK U
npaktukym s CITO / U. K. Koprees, A. B. ITmenko, B. A. Mamypues. — 2-¢ u3j., nepepao.
u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 c. — (IlpodeccuonansHoe 0OpazoBaHue).
— ISBN 978-5-534-05022-6.

Tema 2. TpeOoBaHusi K COCTABJIEHHIO H 0OPMJIEHHIO TIOKYMEHTOB

1. JlokyMeHTaIMoHHOE 00ecTiedeHre YIpaBaeHus (C OCHOBAaMH apXHUBOBEJICHHS)
yaeOHoe nocodue / M.U1. bacakoB. — Mocksa : KanoPyc, 2016. — 216 ¢. — st CIIO u
HITO. — ISBN 978-5-406-04715-6., EAH 9785406047156, Homep B DBC: 918426

2. JoxymenToBeaeHue : yueOHuk u npaktukym st CI1O / JI. A. Jloponuna [u ap.] ;
nox pen. JI. A. lopornnoit. — 2-¢ u3a., nepepad. u non. — M. : M3garenscTBo IOpaiir,
2017. — 309 c. — (Ilpodeccronansuoe obpazoBanue). — ISBN 978-5-534-04330-3.
310 [Opaiir https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AAT-
186AABDO08F79

3. Kopmnees, U. K. JlokymeHTarimoHHoe o0ecrieueHne yrnpaBiaeHus + TECThI B 30C :
yueOHuk u npaktukym 1t CI1O / U. K. Kopnuees, A. B. ITmenko, B. A. Mamyprues. —
2-e u3n., nepepad. u gon. — M. : U3narensctBo FOpaiit, 2017. — 384 ¢. —
(ITpodheccuonansuoe oopazoBanue). — ISBN 978-5-534-05022-6.

Tema 3. OpopmiieHue peKBU3UTOB JOKYMEHTOB. BiiaHku 10KyMeHTOB

1. JlokyMeHTaImoHHOE o0ecTieueHue yrpaBieHus (C OCHOBaMH apXUBOBEICHUS) !
yueOHoe mocobue / M.U. bacakoB. — Mocksa : KauoPyc, 2016. — 216 ¢. — Jlns CI1O u
HITO. — ISBN 978-5-406-04715-6., EAH 9785406047156, Homep B ObC: 918426

2. HoxymenTtoBeaeHue : yueOHuk u npaktukym st CI1O / JI. A. Jloponuna [u ap.] ;
non pen. JI. A. lopornnoit. — 2-e uza., nepepad. u non. — M. : M3garensctBo IOpaiiT,
2017. — 309 c. — (IIpodeccuonansroe obpazosanue). — ISBN 978-5-534-04330-3.
310 IOpaiit https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AAT7-
186AABDO08F79

3. Kopuees, U. K. JlokymeHTanmonHoe obecriedeHne yrnpaBaeHus + TeCThl B 50C :
yuebHuk u npaktukym g CIIO / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. —
2-e u3., nepepad. u gon. — M. : U3patensctBo FOpaiit, 2017. — 384 ¢. —
(ITpodheccronansHoe oopazoBanue). — ISBN 978-5-534-05022-6.

Tema 4. OpraHu3anuOHHO-PACTOPSAAUTEIbLHAS IOKYMEHTALHS.
1. Bymnar P.E. JloxymentanmonHoe obecnieuenue ynpasienus. — CI16.: buznec-IIpecc.
2012. 314 c.

2. JlenompousBoacTtBo: Yuebnuk nis BY308/T.A.beikoBa, JI.M.Bsiona,
I'.}O.Makcumosuy, JI.B.Cankuna; [Tog o6m1. Pex. [Ipod. T.B.Ky3nenosoit. — M.:
MIIDOP, 2004. — 544 c.

3. JlokyMeHTHpOBaHUE B YIIPaBICHYECKOH IesTebHOCTH: yuel. mocodue / K. A. Bomikos,
A. H. lIpuxoasko, T. A. Pacuna, 1. M. lllyrosa; CII6GI'ACY. — CII6., 2009. — 140 c.

Tema S. [les10Basi KOppeCHOHACHIIUA
1. 4 bynart P.E. [loxymenTtannonnoe obecniedenue ynpasienus. — CI16.: buznec-IIpecc.
2012.314 c.

2. JlemompousBoactBo: YueOHuk st BY30s/T.A.beikoBa, JI.M.Bsinoga,
I".}O.Makcumoswuy, JI.B.Cankuna; [Tog o6m. Pex. [Tpod. T.B.Ky3HenoBoii. — M.:
MILI®DP, 2004. — 544 c.


https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
https://www.biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79
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3. JlokyMeHTHpOBaHHE B yIpaBIeHUYECKOH esTenbHOCTH: yueb. mocodue / K. A. Bomnkos,
A. H. ITIpuxoawko, T. A. Pacuna, 1. M. Illyrosa; CII6I'ACY. — CII6., 2009. — 140 c.

4.
Tema 6. CnipaBo4yHO-UHPOPMALMOHHAS JOKYMEHTAUSA

1. Bymnar P.E. JloxymenranmonHoe obecneuenue ynpasienus. — CI16.: busnec-IIpecc.
2012. 314 c.

2. JlenompousBocTBo: Yuebuuk ais BY308/T.A.breikoBa, JI.M.Bsuiona,
I".}1O.Makcumoswuy, JI.B.Cankuna; [Tog o6m1. Pex. IIpod. T.B.Ky3nenosoii. — M.:
MIIDOP, 2004. — 544 c.

3. JIoKyMEHTHpOBaHHE B YIIpaBIEeHUYCCKOH AesTenbHOCTH: yueb. mocobue / K. A. Bonkos,
A. H. Ilpuxoasko, T. A. Pacuna, 1. M. lllyrosa; CII6GI'ACY. — CII6., 2009. — 140 c.

Tema 7. JlokyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOLIECHHU I

1.H. KprokoBa JlokymMeHTHpOBaHUE YIPaBICHYECKON AEATEIBHOCTH. Y4eOHOoe ocodue. — M.
Nudpa-M, 2012. — 267 c.

2.®enepanbhblil 3ak0H 0T 02 Mas 2006 r. Ne59-D3 "O nopsake paccMoTpeHus: oOpaleHui
rpaxnaan Poccuiickoit ®enepannn”

3.TonkoBblii cnoBaps pycckoro si3bika. Tom 1./ Ion pen. JI.H.Ymakosa. — M.: OI'3, 1935.
1564 c.

4T'OCT 51141-98 «/lenonpou3BoACTBO U apXUBHOE Je10. TepMUHBI U onpeneneHusi». M.: U3n-
BO CTaHAapTOB, 1998

5.http://www.consultant.ru/document/cons_doc LAW 94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

Tema 8. Opranunzanusi J0KyMeHT0000poTa

1.H. KprokoBa JlokyMeHTHpOBaHUE YIPaBIEHUYECKON NEATEIbHOCTH. Y yeOHoe nocodbue. — M.:
Nndpa-M, 2012. — 267 c.

2.®enepanbHblil 3ak0H 0T 02 Mas 2006 1. Ne59-®3 "O nopsake paccMoTpeHus: oOpalieHui
rpaxnan Poccuiickoit ®eneparun”

3. TonkoBblii caoBapb pycckoro sizbika. Tom 1./ ITox pen. A.H.Ymakosa. — M.: OI'13, 1935.
1564 c.

4.T'0OCT 51141-98 «/lenonpon3BoACTBO U apXUBHOE A€0. TepMUHbI U onpeneneHus». M.: U3na-
BO CTaHIApTOB, 1998

5.http://www.consultant.ru/document/cons_doc_LAW_94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

6.4. HopmaTuBHBIE IPABOBBIE JOKYMEHTHI
®denepanbHblit 3ak0H 0T 22.10.2004 Ne125-D3 «O06 apxuBHOM nene B Poccutickoii enepamumy
®enepanbHblil 3ak0H Poccuiickoit @enepannu ot 27 urons 2006 r. N 149-03

«O06 nnpopmaru, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3alUTE HHPOPMALTUN

VYronosusiit kogeke Poccutickoit @enepamuu ot 13.06.1996 Ne63-d3, I'n. 30 (Ilpecrynnenus
IPOTHUB rOCYJapPCTBEHHOH BJIACTH, HMHTEPECOB rOCYIaPCTBEHHOM CITY>KOBI M CITyObI B OpraHax
MECTHOTO CaMOYTIPABIICHHUS).

I'paxnanckuii konexce Poccniickoit @enepanuu ot 26.01.1996. 1996 Nel4-D3.


http://www.consultant.ru/document/cons_doc_LAW_94185/
http://hr-portal.ru/pages/P6.30-2003.pdf
http://www.consultant.ru/document/cons_doc_LAW_94185/
http://hr-portal.ru/pages/P6.30-2003.pdf
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Tpynosoii konekc Poccuiickoit @enepanuu (Penepanbubiii 3akoH ot 30.12.2001r. Ne197-D3) —
M.: u3garensctBo  «tOpaiiT-M», 188 c.

[Tpukxaz MunkynasTypsl P® ot 08.11.2005 N 536 "O TunoBoi HHCTpYKLUHU IO
JIeJIONIPOU3BOICTBY B (heJiepallbHbIX OpraHax MUCIOJIHUTENbHON BiacTH" (3aperucTpupoBaHo B
Muntoctre PO 27.01.2006 N 7418).

I'OCT P 51141-98. [lenonpou3BOJCTBO U apXUBHOE J1e710. TepMuHbl U onpeaeneHus. M.:
I'occrannapt Poccun, 1998. 7c.

I'OCT P 6.30-2003. YHuduimpoBaHHbIe CUCTEMBI TOKYMEHTAUH. Y HU(PHUITUPOBaHHAS CHCTEMa
OpTraHU3AIMOHHO-PACTIOPSAUTEILHOM JOKyMEeHTAuu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOB.
— M.: T'occrannapt Poccun. 2003. 17 c.

I'OCT 7.32-91 (MCO 5966-82). Cucrema cTannapToB 1o HHGopMaIum, Ou0IMoTeYHOMY U
u3garenabckoMy geny. OTueT o HayuyHO-UCClIe10BaTeNbCKOM padote. CTpyKTypa U paBuiia
odpopmiienus. — M.: UTIK uzgarensctBo cranmaptos, 2000. 20 c.

HepequL TUIIOBBIX YITPABJIICHYCCKUX aAPXHUBHBIX TOKYMCHTOB, 06pa3y}01u14xc;1 B ITpOLECCCe
ACATCIIBHOCTH I'OCYAApPCTBCHHBLIX OPraHOB, OpraHOB MCCTHOI'O CaMOYIIPAaBJICHUSA U opraHmauMﬁ,

C YKa3aHUEM CPOKOB XpaHEHUs, yTBEP:KI€HHbIH nprka3zoM MuHucTepcTBa KyiabTypbl PO ot
25.08.2010 Ne558.

6.5. UuTepHeT-pecypchbl.
www.kremlin.ru Ipe3uaent Poccutickoi ®enepanyu
www.goVv.ru CepBep opraHoB rocynapcTBeHHOU Biactu Poccutickoii @deneparun
http://www.gov.ru/main/page?.html denepansHoe codpanune PD
http://www.duma.gov.ru/ I'ocynapctBennas JJyma ®C PD
www.vsrf.ru Bepxosusiit Cyn Poccuiickoit @enepanuu
www.ksrf.ru Koncrutymmonnsiii Cyn Poccuiickoit deneparinn
http://www.cikrf.ru IlearpansHas uzduparensHas komuccus PO
a3bl JaHHBIX, HH(POPMAIMOHHO-CIPABOYHbIE U MOUCKOBBIE CHCTEMBI
www.consultant.ru CipaBounast mpaBoBasi cuctema «Koncynbrantllmocy
CIIC I'apanr V.7 - CnpaBouno-IIpaBoBas Cucrema
OnextponHas bubnuoreka {uccepraunii Poccuiickoii rocynapctenHoil oubauorexku S5/
PI'B. Britouaet moJHOTEKCTOBbIE 0a3bl JaHHBIX auccepranuid. http://diss.rsl.ru
4 www.iglib.ru Dnexkrponnas 6ubaroTeKa 00pa3oBaTeNbHbIX U Hay4HbIX n3ganuii Iglib.
5 http://www.cir.ru Yausepcurerckas uadopmarmontas cucrema Poccus. YUC POCCHSI.
6. www.public.ru Uarepuer-6ubdinorexka CMU Public.ru

Wk NN

6.6. UHbIC HCTOYHUKH
TonkoBslii cioBaps pycckoro s3bika. Tom 1./ Iox pen. JI.H.Ymakosa. — M.: OI'3, 1935. 1564
c.

4.T'OCT 51141-98 «/lemonpon3BoACTBO U apXUBHOE Ae10. TepMHUHBI U onpeneneHusi». M.: U3a-
BO CTaHJapTOB, 1998

5.http://www.consultant.ru/document/cons_doc LAW_94185/
6.http://hr-portal.ru/pages/P6.30-2003.pdf

7. MaTepuanbHo-TexHHYecKas 6a3a, MHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
ol0ecrieyeHre 1 HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMBbI
1. CnenmanusupoBaHHBIE 3albl Ul NPOBEACHUA JIGKIMM W ayAUTOPUM Ul IIPOBEICHUS
CEeMMHAPCKHUX U MPAKTUYECKUX 3aHATUN C UCTIOIB30BAaHUEM MYJIbTUMEIMIHOTO 000PYIOBaHHS U
BO3MO>KHOCTBIO IIPSIMOTO BBIXOZA B c€Th MIHTEpHET.


http://www.kremlin.ru/
http://www.gov.ru/
http://www.gov.ru/main/page7.html
http://www.duma.gov.ru/
http://www.vsrf.ru/
http://www.ksrf.ru/
http://www.cikrf.ru/
http://www.consultant.ru/
http://diss.rsl.ru/
http://www.iqlib.ru/
http://www.cir.ru/
http://www.public.ru/
http://public.ru/
http://www.consultant.ru/document/cons_doc_LAW_94185/
http://hr-portal.ru/pages/P6.30-2003.pdf
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2. ChenuanusupoBaHHas MeOedb W OPrCPEeACTBA: ayAWTOPUH M KOMIIBIOTEPHBIE KIJIACCHI,
000pyI0BaHHBIE TOCAT0YHBIMA MECTAMHU.

3. Texuuueckwe cpeacrBa oOydeHus:: IlepcoHaNbHBIC KOMIIBIOTEPBI;, KOMITBIOTEPHBIE
IPOCKTOPHI; 3BYKOBBbIE IWHAMHKH, IPOTPaMMHBIE CPEICTBA, OOCCIIEYMBAIONIUE IPOCMOTP
BusieodaitioB B popmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. Jlunensuonusle sjekTpoHHbie pecypchl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).

5. udopmMalinoHHbIe CIIpaBOYHBIE M TOMCKOBBIE cucTeMbl «KoucyapranT ILmocy, «["apaHTy.



