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1. Ilepeyenb KoMIIeTEeHUMH, (POPMHUPYEMBbIX B IIpoOLEeCCEe OCBOCHUS

JTUCIHHUILINHBI

KonTponupyemblie KOMIIETEHIIUN

Tabnuya 1
Kon
(mmdp)
Ne HaumenoBanue (coaep:xkaHue) KOMIETEHINH
KOMIIEeTEeHI]
uu
1. |TIK-3 Brnanenue 3HaHUSIMH OCHOBHBIX TTpo0JieM B 00J1acTh
JIOKYMEHTOBE/ICHUS 1 apXUBOBEICHUS
2. | 1IK-31 Crioco6HOCTh pa3padaThIBaTh JOKAIbHBIE HOPMATHUBHBIE AKThI
¥ HOPMAaTUBHO-METOANYECKUE TOKYMEHTHI TI0 BEICHHUIO
nH(OPMAITMOHHO-JOKYMEHTAIITMOHHOTO 00EeCTICUCHHUS
YIPABJICHHS ¥ ADXUBHOTO JIeJa
3. | IK-35 3HaHue TpeOOBaHUHN K OpPraHU3aIN CEKPETAPCKOTO
00CITyKUBaHUS

2.Jli1anupyemMble pe3yJbTaThbl 00y4eHHs (3HaeT, yMeeT, BjiajeeT (MMeeT

HaBbIK)) MO JUCHHUILIHHE

Tabnuya 2
Hanmenosanue HnauKkaTopbl JOPMHPYEMbIX KOMIIETEeHIIH
KOMIIETEeHIIUH U ee
KpaTkasi 3HATH yMeTh BJIaJIeTh
XapaKTePUCTHKA
[1K-3 Bnanenue OCHOBHBIE 00001aTh HaBBIKAMH
3HAHUAMH OCHOBHBIX po6IIEMBI nepe10Boi aHaIM3a
npo6JieM B 0071aCTH JIOKYMEHTOBE]] | OTEYECTBEHHBIN U | COBPEMEHHBIX
JIOKYMEHTOBEICHUS U eHUS, 3apyOexHbBI | IpobiieM B
apXMBOBEICHUS APXMBHOTO OIIBIT B 00J1acTH | 0OacTu
nena. JIOKyMEHTALMOHH | IPO(eCCUOHAIBH
oro o0ecrieyeHust | O IeATEILHOCTH
YIpaBIEHHs, | U HOCTAHOBKU
apXUBHOIO Jlea, | 3aj1a4
BBISIBIISITD COBEpILIEHCTBOBA
TeHICHINN HUSI
pa3BUTHS JOKYMEHTAIIMOHH
JIOKYMEHTOBEJIEH | OTO YIIPABJIEHUS,
W M apXMBHOTO | apXMBHOTO JIENa;
nena; CIIOCOOHOCTBIO
COBEpILIEHCTBOBAT | BHISBICHUS
b TEXHOJIOTHIO | OCHOBHBIX
JIOKyMEHTALMOHH | IpOOJIEM B




Haumenosanue NuaukaTopbl (JOPMHUPYEMBIX KOMIIETEH Ui
KOMIIETEHIIHH U ee
KpaTkasi 3HATH yMeThb BJIAJETh
XapaKTePHCTHKA
oro ooecrieyeHus | 00JacTh
yTIpaBJICHHUS, JTIOKyMEHTOBE/ICH
apXUBHOTO JeNa, | Ui,
OTIMPAsICh HA apXWBOBEJICHUS, C
COBPEMEHHBIC | UCIIOJIb30BAHUEM
TEHICHIINU pa3IMYHBIX
pa3BUTHS B HMCTOYHHUKOB
npodeccuoHalnbH | HHpOpMaIuu.
oi1 cepe.
[1K-31 CriocoOHOCTE 3HaTh YMmeThb Baagers
pa3pabaThIBaTh OcHOBHEIE pa3pabaThiBaTh W | HABBIKOM
JIOKaJIbHBIE HOPMATHBHO- | BHEJIPSTH BHEJIPCHUS
HOPMAaTHUBHBIC aKThl U IIPaBOBBIC AKTHI | TTOJIOKCHUS O | MHCTPYKIIUA  TI0
HOPMAaTHBHO- pPETJIaMEHTUPY | CTPYKTYPHBIX TEXHOJIOTUHU
METONYECKHE OII1E MOApa3IeNICHUsIX | paboThI c
JIOKYMEHTHI 110 BEJICHUIO | COXpaHEHUE JIOKyMEHTaMHU.
uH(pOPMaLIMOHHO- doH0B U
JTOKYMEHTAIMOHHOTO npaBuiIa
obecrnieueHus CO3JaHusA
YIPABJICHHUS i ApXUBHOTO | KJIacCU(HUKAIN
neia OHHBIX
CIIPaBOYHHKOB
I1IK-35 3uanue 3HaTh YMmeThb Baagers
TpeOOBaHMI K npaBuiIa IUTAHUPOBATH HaBBIKAMH
OpraHu3aINH opraHuzanuu | paboumit JICHb | OpraHU3aINH
CEKpPETapCKOTO IPUEMHOU PYKOBOJIUTEIIS; pabouero
o0CcITy)KMBaHUS PYKOBOJUTENS | OCYIIECTBIISATH IPOCTPAHCTBA
coop u aHamu3 | ceKperaps
uHpOpMaIllUU  TIO
3ampocy
PYKOBOJIUTEIIS.
3.0nucanme CcpeacTB, MNoKa3aTeleil, KPUTEPHUEB M IIKAJT OLEHUBAHUS

KOMIIeTEHIINH HA Pa3JIMYHBIX 3TANaX ()OPMUPOBAHUS KOMIIETEHIIUN

Tabnuya 3




Kpurtepunu

HNuaukatop Paznen
Iloxa3aTenu OLleHUBAHUS
No JAOCTHKEHUS aucuunauHbl | CpeacTBo OlleHUBAHUS P — xkans:
KOMIIeTeHI[UH (Tema)
OlLleHUBAHUS
IK-3
BeicTynnenue ¢
pedepaTom
3hats OCHOBHLIE [IpakTudeckoe 3amanue AHanu3 TeKcTa Komnuectso,
(pedepar) OTBETHI Ha BOIPOCHI KoppekTHocTh
poOIeMBI
1. Tema 1-10 CemuHap Brictynienue ¢ (110 KaXKI0M
JIOKYMEHTOBE/ICHHS, 0 KoMy
ApXHBHOTO e [IpakTruueckas padora cooOIIeHneM 1 KpHTEpHIO 0T 0
' KontpounbHas pabora npe3eHTanuei 10 1 Gamma)
Pewenune
MPAKTUYCCKUX 3a/1a4
Ymers 060011aTh
repenoBoit
OTE4ECTBEHHBII U
3apyOCKHBIN OIIBIT B
obmacta
JTIOKyMEHTAIIHOHHOT'O
obecniedeHus
YIIPABJICHUS, B
BICTYIUICHHE C
apXUBHOTO JIENa, etbe ZTOM
BBISIBJISATH TCH/ICHIMU peoep IMonuora
[MpakTuyeckoe 3anaHue Amnanus texcra
pa3BUTHSA IIpouHocTs
(pedepar) OTBETHI Ha BOTIPOCHI
5 | AOKYMCHTOBE/ICHUS 1 CucteMHOCTh
. Tema 1-10 CeMuHap BricTynnenue ¢
apXUBHOTO JICNA; (10 KaxXIOMY
[IpakTruueckas padora cooOIIeHneM 1
COBEPILICHCTBOBATH . kpurepuio ot
KontponsHas padora TIpe3eHTamen
TEXHOJIOTHIO Pemmerie no 1 Gamma)
JTIOKyMEHTALIHOHHOT'O
06ecnequIfII;{ MIPAKTUIECKUX 32719
YIIpaBJICHHS,
ApXUBHOTO JIeNa,
OIMUpasiCh HA
COBpPEMEHHBIE
TCHJICHIIUU PA3BUTUS B
poheCcCHOHAITBHOM
chepe.
O6ocHoBaHMe
BriasieTh HaBbIKAMU aKTyaJIbHOCTH
aHAIIM3a COBPEMEHHBIX TEMBI,
Npo6IIeM B 06IacTH BricTymutenne ¢ TIPaBUIBHOCTH
NpoteccHOHATbHOI pedepaTom BBIICTICHUS
JCSTEIBHOCTH 1 [IpakTuueckoe 3aanue AHanus TekcTa LENY U 33134,
IIOCTAHOBKH 33734 (pedepar) OTBETHI Ha BOTIPOCHI CooTBeTcTBHE
COBEPIIEHCTBOBAHMST CemuHap Bricrymuienne ¢ COJIepKaHuUs
JIOKYMEHTAIHOHHOTO [MpakTuyeckas padbora cooOIIeHneM 1 TeMe;
yIIpaBIIeHNs, (KonrponsHas padbota Ipe3eHTanuen I'ny6una
9
apXMBHOTO JIEJa; Tema 1-10 Pewenne nMpopadoTKH
3. | cnocoGHocTbI0 MPAKTUICCKUX 3a/1a4 MaTepuana;

BBISIBJICHUS] OCHOBHBIX
mpoOIieM B o0JiacTu
JIOKYMEHTOBEICHHUS,
ApXUBOBEJICHUS, C
HCTIOJIb30BAHUEM
Pa3IUYHbIX
HCTOYHUKOB
MHPOPMAITHH.

(o Kaxxaomy
kputeputo 0-2
Oasa)

DK3aMeH

OTBeTHI Ha BOIPOCHI

ITomaoTa
IIpounoctsb
CHUCTEMHOCTD

(mo kaxxgoMy
kpurepuro ot 0
J0 1 6amna)

I1K-31




Kpurtepunu

HNuaukatop Paznen
Iloxa3aTenu OLleHUBAHUS
No JAOCTHKEHUS aucuunauHbl | CpeacTBo OlleHUBAHUS
OLlCHHBAHUS I xaJsl
KOMIIeTeHI[UH (Tema)
OlLleHUBAHUS
Tema 1-10 Beictymienue ¢
eeparom
3HaTh pedep Komuuectso
IIpakTrueckoe 3aganue Amnanus Texcra )
TIpaBHyIa CO3IAHUS U
P —— (pedepar) OTBETHI Ha BOIPOCHI KoppekTHocTh
4. HOKATBHBIX CemuHap Brictymienue ¢ (110 KaXkIOMY
[IpakTruueckas padora cooO1IeHneM 1 0
HOPMATHBHBIX (KonrtponsHas pabota Ipe3eHTalnuen U
JIOKYMEHTOB. p p p no 1 6amna)
Pewenue
MPAKTUYCCKUX 3a/1a4
Ymets pa3pabateiBate | Tema 1-10
BricTynienue ¢
U BHEIPATH
pedepaTom
I0JIOKEHHUS O ITonnota
IIpakTrueckoe 3aganue Amnanus Texcra
CTPYKTYPHBIX IIpounocts
(pedepar) OTBETHI Ha BOIPOCHI
5 | TOIpa3IeNCHIsIX. CucTeMHOCTB
. CemuHap BricTymienue ¢
Pa3pabaTsiBaTh u (1o kaxxaOMYy
[IpakTudeckas padora COOOIICHUEM U
BHEAPSATH HHCTPYKIIUN . Kkpurepuio ot
(KontpompHas paborta Tpe3eHTaIuei
110 TEXHOJIOTHH no 1 6amna)
AGOTEL Pewenue
p MPAKTUICCKUX 3a/1a4
JIOKYMEHTaMHU.
Tema 1-10 Oo6ocHoBaHME
aKTyaJIbHOCTU
TEMBI,
BricTymuienue ¢ MPaBUIBHOCTh
[IpaxkTrdeckoe 3a1aHue pedepaTom BBIJICJICHUS
(pedepar) AHanu3 TeKcTa [IeNH U 3a]1a9;
CemuHap OTBETHI Ha BOIPOCHI CooTBeTcTBHE
6.
Ba1ajieTh npaBuiaMi [IpakTudeckas pabora BricTynnenue ¢ coepKaHust
CO3TIaHUS 1 (coobmeHme c COO6H.[CHI/IQMUI/I TeMe;
odopMITeHHs TIpe3eHTAINEeH) TIpe3eHTaIuei IryOouna
TTOKATBHBIX KontponbHas pabora Pemenune npopadoTKU
HOPMATHBHBIX MPAKTUICCKUX 3a/1a4 MaTepuana;
JTOKYMEHTOB. (no xaxzoMy
kpurepuro 0-2
Oaa)
ITonnota
IIpounocts
9K3aMeH OTBETHI HAa BOTIPOCHI CucremHoCTs
(10 xaxIOMy
Kputepuio ot 0
J0 1 6amna)
TK-35
BricTynienue ¢
pedeparom
[IpakTuueckoe 3aaHue AHanu3 TekcTa Kosnyecrtso,
3HaTh OCHOBHBIC
(pedepar) OTBeThI Ha BOIPOCHI KoppexrHocTs
| | mpaBuIa OpraHK3ALMK K
. . | Tema 1-10 CeMuHap BricTynnenue ¢
) 0 KaXIOMY
VHKITUH CEKPETapCKOM
AGOTEL [IpakTrueckas pabora COOO0IIeHNEM H KpHUTepHIO 0T 0
p KontponsHas padora Ipe3eHTanuei 10 1 Gama)
Pewenue
MIPAKTUIECKUX 3a/1a9
YMerTs m1aHupoBaTh BeicTynnenue ¢ Homsora
pabouwii 1eHp [IpakTudeckoe 3amanue pedepaTom MpouHOCTE
PYKOBOIHTEIIS, (pedepar) AHanu3 TeKcTa p
CucteMHOCTb
2. | ocymecTBasATE COOp U Tema 1-10 CeMuHap OTBeTHI Ha BONPOCHI

aHaJIM3 MHpOpPMaLUH
TIO 3a1pocy
PYKOBOJIUTEIIS.

[MpakTuyeckas padora
Konrponbhas padora

BeicTynnenue ¢
cooOIIeHneM u
Mpe3eHTaluei

(o kaxxgoMy
kpurepuro ot 0
Jo0 1 6amna)

6




Kpurtepunu

HNuaukatop Paznen
Iloxa3aTenu OLleHUBAHUS
No JAOCTHKEHUS aucuunauHbl | CpeacTBo OlleHUBAHUS P — xkans:
KOMIIeTeHI[UH (Tema)
OlLleHUBAHUS
Pewenue
MIPAKTUIECKUX 331
ObocHoBaHMe
aKTyaJIbHOCTU
TEMBI,
BricTymuienue ¢ MPaBUIBHOCTh
pedepaTom BBIJICIICHUS
[pakTuyeckoe 3a1aHue AHanu3 TekcTa LENU | 33]1a4;
(pedepar) OTBeTHI Ha BONPOCHI CooTtBeTcTBHE
CeMuHap BricTymienue ¢ COJICpKAHUS
[MpakTuyeckas padora cooOIIeHneM 1 TeMe;
Braziers HaBbIKaMu (KontpomsHas paborta TIpe3eHTaIuei IryOouna
3. | opraHmsauuu pabouero Tema 1-10 Pemenue npopaboTKu
NpOCTpaHCTBa MPaKTHYECKUX 3a7a4 Marepuana;
CCKpeTapst (o xaxxaoMy

kputeputo 0-2
Oaia)

DK3aMeH

OTBETHI Ha BOIPOCHI

TTonnora
IIpounocts
CHUCTEMHOCTD

(1o kaxxaOMy
Kkputeputo ot 0
no 1 6ama)

4.0ueHOYHbIE CPeICTBA

4.1.Texymasisa aTrTecTaumus

Cemunap 1.

THlonamue «ookymenmy. Cocmagnsarowue 00KyMeHma.
Lenb 3aHATHS: H3yYEeHUE COCTABIISAIONINX JOKYMEHTA.

Bormpocsl k Teme:

1.JIokyMeHT — 3To...
2.IIpaBoBasi OCHOBA JOKyMEHTUPOBAHMSI: UICTOPHS BOIIPOCA.
4. Hocurtenu nHbopmarum.

6.CocraBidmoue 10KyMeHTa.

Jluteparypa

I'enbman-Bunorpanos, K.b. O Cl10XHOCTSX TPAaKTOBKM NOHATHS" TOKYMEHT"
u cioco0ax ux npeoaonenusd. — JemnonpousBoactso. - 2005. —Ne 2. — C. 16 — 24.
JIBoeHocoBa, I'.A. Bompocsl TeopuH IOKYMEHTOBEIEHHUS CKBO3b NPHU3MY
MOATOTOBKM crienuanucta. — JlenonpouszBoactso . - 2007. — Ne 1. — C. 50 — 51.
Hononosa, M.U. IIpaBoBasi 0CHOBa TOKYMEHTUPOBaHUS (MCTOPHUs BOIPOCA).
— HMenonpousBoAcTBo . - 2006. — Ne 2. — C. 98 — 103.
EmpinieBa, E.M. I'eHepanbHBI PErjiaMEHT — HA4dalo 3aKOHOAATEIIbHOTO

peryJIMpoBaHUsl CHUCTEMbl OpraHW3allMyd YIpaBJICHUS U JEJIONPOU3BOACTBA. —
HenonpousBoactso . - 2003. —Ne 1. - C. 103 - 110.




Jlapun, M.B. T'ocymapcTBEHHOE pEryJIMpOBaHHUE JIE€JIONPOU3BOJICTBA B
Poccuu: ucrtopust u coBpeMeHHOCTh. — Jlenonpou3BoacTBo . - 2002. —Ne 1. - C. 3 —
8.

Jleituenko, JI.A. Becb Mup — 310 JOKyMeHT. — Jleonpou3BoacTBoO . - 2006. —
Ne 3.-C. 10.

Caduynnuna, 3.A. JJokyMeHT KaKk BEAYyLIMA HOCUTENIb CMbICIIA B COLIUATILHO-
KOMMYHUKATUBHBIX TMpolleccax: [IOKJI. Ha X MeXIyHap. Hayd.-MpakT. KOHQ.
" JlokymeHTarus B uH(popManroHHoM oobmiecte']. — JlemonpounsBoactso . - 2004. —
No 1.-C.22-24.

Caduynnmna, 3.A. O KOHKYPEHTOCITOCOOHOCTH JOKYMEHTAIBHBIX HOCUTEICH
coranbHON nH(pOopMmaruu. — Jlenonpon3Boactso . - 2005. — Ne 2. — C. 49 — 53.

CemmiieroB, C.M. JIoKyMEHT Kak MpPOAYKT TEXHOJOTMYECKOIrO Ipolecca
TOKyMeHTUpoBaHus: [Te3. gokia. Ha VIII wMexmyHap. Hayd.-ipakT. KOH(Q.
"JlokyMeHTaIus B uHopMaiionHoM oo1ectse" |. — Jlenonpouspoactro . - 2002. —
Ne3.-C.20-23.

CronspoB, FO.H. JlokyMeHT — NOHSTHE KOHBEHIIMOHAJIbHOE (B TOPSJIKE
nuckyccun). — lemonpousBoactso. - 2005. —Ne 4, —C. 11 - 18.

Cronspos, FO.H. Marepuanbupiii HOCUTENh MHGOPMAIMM KaK COCTaBHAs
4acTh TOKyMeHTa. — Jlenonpous3Boactso . - 2003. — Ne 3. — C. 33 — 35.

Cronspos, FO.H. Marepuanbupiii HOCUTENh MHGOPMAIMM KaK COCTaBHAs
4acTh JOKYMeHTa. — JlenonpousBoactso . - 2003. — Ne 3. — C. 33 —35.

Cromspos, HO.H. HomuHanumonHas cocTaBisitoniasi JOKYMEHTa. —
Jenonpous3BoacTso . - 2005. — Ne 2. — C. 25 — 28.

CronspoB, IO.H. CuHTakuvoHHas cocTaBistoniass JOKyMEHTa. —
HenonpousBoactso . - 2006. — Ne 4. — C. 20 — 23.

Turynoa, 1.b. K Bompocy 00 ompeaeneHuu mNOHATHA "JOKYMEHT'. —
HenmonpousBoactso . - 2006. —Ne 3. —C. 7 9.

O®unenko, E.H. Pa3zButue mnoHsTUsS "MHOKYyMEHT" € BHEIPEHHEM HOBBIX
HH(pOpMAITMOHHBIX TeXHOJIOTHH. — Jlenonpoun3BoacTBo . - 2006. —Ne 2. — C. 59 — 66.
Jleituenko, JI.A. Becb mup — 310 I0KyMeHT. — Jlenonpoun3BoacTio . - 2006. — Ne 3.
—C. 10.

Cemunap 2.
Cnocobvi 00KyMeHmupoB8anusi

Ilens 3aHgTHS: W3y4YeHHE CMOCOOOB MOKyMeHTHpoBaHUs. [IpmoOperenHme
HABBIKOB HCIIOJIH30BaHUS MPE3CHTAIIMOHHBIX TEXHOJIOTHA.

Tembl npe3eHTanu:

l.®oToxumuuecknii  crmocod gokymeHTHpoBanus. DotorpadupoBaHHe.
Kunonoxymentuposanue. Hocurenu nndopmanuu.

2.Mexanuyeckuii crnoco® TOKYMEHTHpOBaHUS. MarepualbHbIi HOCHUTEIb
JUTSL MEXaHUYECKOM 3aIuCH.

3.2NeKTPOMAarHUTHBIM COCOO0 JOKYMEHTHUPOBAaHMS. MarHuTHbIE HOCUTEIH
JOKYMEHTUPOBAHHOU MH(OpMaIuu.



4.00THYECKU ¥ MAarHUTOONTUYECKHH CIOCOOBI  JIOKYMEHTHPOBAHHUS.
Hocurenu ontryeckom 3aImcH.

5.JpeBHeiimme TpaaUIMOHHBIE CIIOCOOBI JOKYMEHTHpOBaHus. J(peBHeiue
MaTepualibl U CPEACTBA JJIsl TUChMA.

6.TpaauIiMoHHbIE CHOCOOBI JOKYMEHTHUPOBAHUSA. PyuHble W TeXHHUYECKHE
CpEACTBA MUCbMEHHOI'O TOKYMEHTUPOBAHUS.

7.Tonorpadudeckuii cnocod TOKyMEHTUPOBaHUs. TeXHOJIOTHUs, CPEICTBA U
MaTepHaTbHBIA HOCUTEIb HHPOPMAIIUH.

8.HckyccTtBennbie ((popMaabHBIC) SI3BIKUA, CO3/IAHHBIE ISl OOIIEHUS MEXKTY
JIOJIbMU.

9.CrneunanbHble 3HAKOBBIE CUCTEMbI, CO3/IAHHBIC JJI1 YBEJIMUECHUSI CKOPOCTHU
3aIHUCH PEYH.

10.EctectBeHHble s3bIKU [IpennochlikKi ¥ XPOHOJIOTHSI Pa3BUTHUSI MUCHMA.
[Tuktorpadguueckoe mnucbmo. HMpeorpaduueckoe mnucbmo. CIOoroBoe MHUCHMO.
AndaBUTHOE MTUCHMO.

11.bymara xkak Hocutenb wuHbopmanuu. Hcropus TOSBICHUS U
pacrnpocTpaHEHUs.

12.MckycctBeHHble ((hopManibHBIC) SI3BIKM, CO3JIaHHBIC JUIsI  OOIICHUS
YeJIoBeKa C MAIIMHOM (SI3bIKU MPOTrPaMMHUPOBAHUS).

13.CnennanbHble 3HAKOBBIE CHUCTEMBI, CO3JAHHBIE Uil CO3HATEIBHOTO
COKPBITHSI HHPOPMAIIH.

14.CnennanbHble 3HAKOBBIE CUCTEMBI, CO3JJaHHBIE IS 3alIHCH MY3bIKH.

15.Cnennanbabple  3HAKOBBIE  CHUCTEMBI, CO3JaHHbIE [JIsl  [epelladu
uHpopMaluu 6e3 UCIIOIb30BAHMSI HOCUTEIIS.

16.1lTaxMaTHas cucTeMa 3alUCH.

17.CneunanbHble  3HAKOBBIE CUCTEMbI, CO3/IaHHBIE I  YUCIOBOM
uHpopmaruu.

18.Ha3nauenne u KiaccU(pUKalMs 3HAKOBBIX CHUCTEM. XPOHOJIOTHS UX
MOSIBJICHHUSL.

19.Hocutenu undopmarmu (Xponosnorus nosieiaeHus. @opma u mMarepuad,
JOJITOBEYHOCTh HOCUTEJIEH. ).

20.Cpencrna 3anucu (XpoHOJIOTHs NOSBICHUS. [JJ0NrOBEYHOCTS. ).

21.®Dmu-HoCUTENN.

22.Croco0bl KOMTMPOBAHUE U PAa3MHOXKEHHE TOKYMEHTOB.

23.bymara kak HocuTenb uHpopmammu. CBOICTBa, BUABI, XMMHYECKUN
coctaB. [[onroBedyHocTb HOCUTENSI. TE€XHOIOTUU U3TOTOBJICHHUS.

Ilpakxmuueckas paboma Nel
Cospemennvie mpebosanus K popmynsapy 00Kymenma
Ienb paboThl: U3yUeHHE cocTaBa pekBU3UTOB U TpeboBanuii 'OCT P 7.0.97-
2016 x ux ohopmMIIEHUIO.
ConeprkaHue 1 MOCieI0BaTeIbHOCTh pa0OTHI:



)A3yunThs NOpEAIOKEHHYIO KOJUICKIUIO JOKYMEHTOB U, aHaJIUu3Upys
JIOKYMEHTBI, BBIABUTh HEJOCTaTKM B oOQopMieHUU OnaHka (OTCYTCTBUE
HEOOXOJMMBIX PEKBU3UTOB M MPAaBUIBHOCTH OGOPMIICHUS HUMEIOIIUXCS);
ONPENEINTh MPABWIBHOCTh  PACHOJOXEHHS U O(OPMIICHHS  PEKBU3UTOB
COCTaBJICHHOTO JIOKYMEHTA.

2)Ha ocHOBe pa3gaTOyHOTO MaTepuasia CipoeKTUPOBATH OJIAHKHU JOKYMEHTOB
KOHKPETHBIX opraHu3aiuii B coorBeTcTBUM ¢ TpeboBanusmu ['OCT P 7.0.97-2016
Ha ¢opmare Oymarn A4: oOmui W IS THChbMA C TMPOJOJBHBIM U YTJIOBBIM
PaCIOJI0KEHUEM PEKBU3HUTOB.

JIutepatypa

1.I'OCT P 7.097-2016 «Cucrema cTaHmapToB 10 HH(MOpPMALHUH,
OMOIMOTEYHOMY U M3JaTeNbcKoMy Jeny. OpraHu3aliOHHO-pacopsAUTEIbHAs
nokyMeHTanus. TpeboBanus Kk 0(OpMIICHHION

2.beikoBa, T. A. JlokyMeHTalluoHHOe OOeclieueHue ympaBIeHUs
(menompou3BojicTBO) [Tekct]: yueb. mocobue / T. A. beikoa, T. B. Ky3nernona,
JI. B. Cankuna; oa oomr. pea. T. B. Ky3Henosoit. - 2-e u3j., nepepad. u JI01. -
M. : Uadpa-M, 2015. - 303, [1] c.

llpaxmuueckas paboma No2
OpeanuzayuoHno-npasosas 00KyMenmayus
[lens paGoTHI: M3y4YeHHE BUJIOB OPraHU3ANMOHHO-TIPABOBBIX JTOKYMEHTOB,
COCTaB PEKBU3UTOB (popMylisipa JOKyMEHTa W TPEOOBAHHS K UX COCTABICHUIO U
o opMIIEHHTO.
Copep:xaHue U IOCIEA0BATEIHHOCTh PadOTHI:
N3yuuTh npeaioKeHHbIe TPUMEPHI OPraHU3aMOHHO-TIPABOBBIX JJOKYMEHTOB
W, aHATU3HUPYS WX, ONPENETUTh MPABWILHOCTh PACMOJIOKEHUS W OPOPMIICHUS
PEKBU3UTOB COCTABICHHOTO JIOKYMEHTA.
Jluteparypa
1.TOCT P 7.097-2016 «Cucrema crangaptoB 1o uHOOpMAINH,
OMOMMOTEUHOMY U M3ATENbCKOMY Jeny. OpraHu3allMOHHO-PACTIOPSIAUTENbHAS
nokymeHTanus. TpeboBaHus K 0(popMIICHHUIO
2.beikoBa, T. A. JlokyMeHTalluoHHOEe OOecClieueHrue yrpaBIeHUs
(menompou3BoicTBO) [Tekct]: yueb. mocobue / T. A. beikoa, T. B. Ky3nernosa,
JI. B. Cankuna; nox o6mr. pea. T. B. Ky3uenosoii. - 2-e u3zz., nepepad. u JOII. -
M. : Uudpa-M, 2015. - 303, [1] c.

Ilpaxmuueckas paboma Ne3
Op2anu3ayuoHHO-pacnopsaoumenbHas OOKyMeHmayusl
lens paOoThl: H3yyeHHWE BHUJIOB OPraHU3ALMOHHO-PACTIOPSIAUTEIBHbBIX
JIOKYMEHTOB, COCTaB PEKBU3UTOB (opMmyssipa JOKyMEHTa U TpeOOBaHUA K HX
COCTaBJICHUIO U OPOPMIICHUIO.
ConeprkaHue 1 Mocie10BaTeIbHOCTh padOTHI:
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N3yuuTh TpenoKeHHbIE MPUMEPHI OPTaHU3AIMOHHO-PACTIOPSIUTEITHHBIX
JOKYMEHTOB M, aHaJU3UPys HX, OMNPEIEIUTh MPABWIBHOCTh PACIOJIOXKEHUS U
opopMIIEHUSI PEKBU3UTOB COCTaBICHHOTO JOKYMEHTA.

Jluteparypa

1.TOCT P 7.097-2016 «Cucrema craHaaptoB 1o uHOOpMAINH,
OHOMMOTEUHOMY U U3ATENbCKOMY Jeny. OpraHu3alMOHHO-PACTIOPSIAUTENbHAS
nokymeHTanus. TpeboBaHus K 0(popMIICHUION

2.beixoBa, T. A. JIOKyMEHTallMOHHOE OOeCleueHue YIpaBJICHUS
(memompousBoicTBO) [Tekct]: yue6. mocodbue / T. A. beikosa, T. B. Ky3neroga,
JI. B. Cankuna; nox o6mr. pea. T. B. Ky3uenosoii. - 2-e u3z., nepepad. u JO1I. -
M. : Uudpa-M, 2015. - 303, [1] c.

lpaxmuuecxas paboma No4
CnpasouHo-ungopmayuonnas 0OKyMeHmayus

Llens paboOThI: M3yUYEeHUE BUIOB CIPABOYHO-UHPOPMALIMOHHBIX TOKYMEHTOB,
COCTaB PEKBU3UTOB (popMylisipa JOKYMEHTa U TPEOOBAHHUS K UX COCTABIEHUIO U
0(hOpPMIICHUIO.

ConeprkaHue 1 MOCie1I0BaTeIbHOCTh pa0OTHI:

N3yuuTh  mpeiokKEHHbIE — NPUMEpPhl  CIPaBOYHO-MH(GOPMAIIMOHHBIX
JIOKyMEHTOB W, aHAJU3UPys WX, OMPEICIHUTh MPABWILHOCTh PACIOJOXKCHUS U
odopMIIEHUS PEKBU3UTOB COCTABICHHOTO IOKYMEHTA.

JIutepatypa

1.I'OCT P 7.0.97-2016 «Cucrema cTaHmapToB 10 HH(pOpPMALHUH,
OuOIMOTEeYHOMY U M3AATENbCKOMY Jeny. OpraHu3alMOHHO-PACTIOPSAUTEIbHAS
nokyMeHnTanus. TpeboBanus Kk 0(OpMIICHHIO»

2.beikoBa, T. A. JlokyMeHTalluoHHOEe OOecCleueHUue yrIpaBIeHUs
(menompou3BoicTBO) [Tekct]: yueb. mocobue / T. A. brikoa, T. B. Ky3nernosna,
JI. B. Cankuna; o oomr. pea. T. B. Ky3Henosoit. - 2-e u3j., nepepad. u 0. -
M. : Uadpa-M, 2015. - 303, [1] c.

llpaxmuueckas paboma Ne5
Co3zoanue wabnouna 61auka OOKyMeHma

[lens paboThI: TpHOOpPETEHNE HABBHIKOB Pa3paOOTKU U CO3MAaHMs MIa0JIOHOB
OJJaHKOB JIOKYMEHTa C HCIOJIb30BAaHUEM YHHBEPCAIBHOTO IMPOTPAMMHOTO
oOecrieyeHus.

ConeprxkaHue U MOCIEI0BATEILHOCTh PAOOTHI: TIOCIEI0BATEIHPHO BBHITTOJIHUTH
MYHKTHI HHCTPYKIIHH.

[[Ta6non 6aHKa MUCHMa

1.OtkpsiTe MSWORD.
2.YCTaHOBUTDH MapaMeTPhl CTPAHUIIBI:
1)Ha nanenu ynpaBiieHus BBIOpATh «pa3METKa CTPAHULIBI.
2)B BbInagaronieM MEHIO BHIOPATh «IIapaMEeTPhl CTPAHUIIBI
3)OTKpbITh BKJIAJIBIII «IIOJISH U YCTAHOBUTH Pa3MeEphI:
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-nieBoe mnosie — 20 Mmm

-BepxHee noJie — 20 MM

-nipaBoe noJie — 10 mm

-HIKHee nose — 20 M.

4)HaxxaTh KJIaBUILY «OK»

3.Co3aaTh Ta0IUILy, COCTOSIIYIO U3 TPEX CTPOK U TPEX CTOJIOIOB.

1)Ha nanenu ynpaBiieHUs BBIOpaTh «BCTABKa» - « TAOIUIA»

2)B BeImamaroieM MEHIO BEIOPATh «BCTABUTH TAOJHITY.

3)YcTaHOBUTH KOJIMYECTBO CTPOK U CTOJIOIIOB.

4)HaxxaTb KJIaBULLY «OK»

4.3agatb CBOMCTBA TAOIHIIBI:

1)Ha nanenu ynpaBieHus BBIOPaTh «MaKeT».

2)B BrinagaromnieM MeHIO BEIOPATh «CBOMCTBA TaOIUIIBI».

3)OTKpbITh BKIIAJBINI «Ta0IUIA» U BbIOPATh KIIABMINY «TPAHMIIBI U 3aJMBKA», B
KOTOpPOH BbIOpATh TUI TPAHULIBI «HET», HAXKATH «OK».

4)OTKpBITh BKJIAABII «CTPOKA», OTMETUTh TaJIOYKON OKOIIKO «BBICOTAa» W 33/1aTh
BBICOTY CPOK B PEKUME «TOUHO:

IcTtpoka — 34 MM

2cTpoka — 22 MM

3cTpoka — 18 MM

5)OTKpBITH BKIIJBIII «CTOIOCID), OTMETUTD TATIOYKOM OKOIIKO «ITUPUHAY U 3371aTh
HMIMPUHY CTOJIOIOB:

lcronber — 73 mm

2cronben — 19 mm

3cronber; — 88 Mm

6)HaxxaTp KJIaBHILly «OK».

5.00beIMHUTH CTPOKH TPETHETO CTOJIONA

1)Beiaenuts HEOOXOAUMBIE CTPOKH.

2)Ha nanenu ynpaBlieHUs BBIOpaTh «MaKeT».

3) B BeImajaroiiemM MeHIO BIOpATh «OOBEAUHUTD SUCHKN.

6.BHecTu 3HaueHus1 pEKBU3UTOB:

lctpoka — 1cronben: «HanmenoBanue opranuzanumn», «CrnpaBoyHble JaHHbIE 00
OpraHu3alum.

2ctpoka — lctonben: OrpaHuyuTENBHBIE OTMETKH JJIsi PEKBU3UTOB «Jlata
TOKyMeHTa»,  «PeructpanmvoHHbIi  HOMEp  JOKymMeHTa», «Cchlika  Ha
PETHCTPAIIMOHHBIN HOMEP U 1aTy TOKYMEHTa.

3ctpoka — 1cronbern: OcTaBUTH CBOOOJHOE TOJIE AJISl PEKBU3UTA «3ar0JI0BOKY.

[[Tabnon o6mIero OJaHKa TOKyMEHTA
1.OtkpsiTe MSWORD.
2.YCTaHOBHTH MapaMeTphbl CTPAHUIIBL:
1)Ha nanenu ynpaBieHHs BRIOpATh «pa3MeTKa CTPAHHUIIBD).
2)B BrInagaroieM MEHIO BEIOPATh «I1apaMeTphbl CTPAHHIIBI
3)OTKpPBITH BKJIAJIBIII «IIOJISH» M YCTAHOBHUTH Pa3MeEpBhI:
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-nieBoe mnosie — 20 Mmm

-BepxHee noJie — 20 MM

-nipaBoe noJie — 10 mm

-HIKHee nose — 20 M.

4)HaxxaTp KIaBUILY «OK»

3.Co3nate TabaMIly, COCTOSIILYIO U3 YEThIPEX CTPOK M OJHOIO CTOJIOLA.

1)Ha nanenu ynpaBieHHs BBIOpaTh «BCTAaBKa» - «TaOIULA.

2)B BeImamaroieM MEHIO BEIOPATh «BCTABUTH TAOJHITY.

3)YcTaHOBUTH KOJIMYECTBO CTPOK U CTOJIOIIOB.

4)HaxxaTb KJIaBULLY «OK»

4.3agatb CBOMCTBA TAOIHIIBI:

1)Ha nanenu ynpaBieHus BBIOPaTh «MaKeT».

2)B BrInagaromnieM MeHIO BEIOPATh «CBOMCTBA TaOIUIIBI».

3)OTKpBITh BKIAABII «TaOJIUI@» M BHIOPATh KJIABHUILY «TPAHULBI U 3aJIUBKa», B
KOTOPOM BBIOPATh TUII IPAHULIBI «HET», HAXKATD «OK».

4)OTKpBITh BKJIAJBII «CTPOKA», OTMETUTH T'AJIOUKON OKOILIKO «BBICOTa» M 3a4aTh
BBICOTY CPOK B PEXKUME «TOUHOM:

lctpoka — 20 MM

2ctpoka — 10 MM

3cTpoka — 29 MM

4cTpoka — 18 MM.

5)Haxatp KJIaBHILly «OK».

5.BHecTH 3HaYEHUs pEKBU3NUTOB:

lctpoka: «HanMeHOBaHHE OpraHu3aum.

2ctpoka: OrpaHUYUTENbHBIE OTMETKH [Js PEKBU3UTOB «Jlara NOKyMEHTa» U
«PeructpanumoOHHbBI HOMEDP TOKYMEHTAY;

3cTpoka: «MecTo cocTaBaeHUS WK U3JaHUS TOKYMEHTA.

4ctpoka: OcTaBUTH CBOOOHOE IT0JIE JJIs1 PEKBU3UTA «3aroJ0BOK».

Komnnexm 3aoanuii ons konmponvrou pabomoi

Tema @opmyssip COBPEMEHHOTO YIPABIEHYECKOTO TOKYMEHTA

3apanue 13akpeiToe akimoHepHoe oomecTBo «Bocrok» (114311, Mockaa,
yin. Habepexnas, .16, xopm.l, tem.345-56-57, daxc (095)345-56-57) sBusercs
KpyIIHOM oOpranu3anver. Ero opraHm3anMOHHAas CTPYKTypa BKIIIOYAET TPH
nenapTaMeHTa (B COCTaBe KaKIOTO 00pa30BaHO OT YETHIPEX JIO MIECTH OTIIEIIOB).
JupekTop Kaxaoro jgenapraMmeHta sBiseTcss uineHoM CoBeTra IHPEKTOPOB
OOmecTBa U B mpejiesiax CBOeH KOMIIETEHIIMM UMEET MPaBO TOJIIMUCH TOKYMEHTOB,
UCXOMSIIMX M3 €ro mnojapasieiieHus. B HacTosimiee Bpemsi BCTal BOIPOC O
MOJATOTOBKE U BHEJPEHUH B IPAKTUKY paboThl, Kpome Osanka 3A0 «Bocroky, eie
1 0JIaHKOB JIETIapTaMEHTOB ATOT0 aKIIMOHEPHOT'0 0OIECTRA.

Kakue Onanku Moryt ObITh co3gaHbl B [lemapramente mepeBo3ok 3A0
«Boctok»? CipoeKkTupyiTe 31 OJaHKU.
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3aganue 2Pa3paborars Bo3MOXHBIE BapuaHThl madnoHoB YKA3ZAHUSA (c
MPOJIOJBLHBIM PacIoyiokeHrueM pekBu3uToB Omanka) u [IMCbMA (¢ yrioBbiM
pPaCoJIOKEHUEM PEKBU3UTOB OJIAHKA) JJIsi 3aBEIYIOIIEr0 OTIEJIOM MapKETHUHTa
00O «Pekopa3z MenemxmenT Llentp» Makcuma BuktopoBuua YctruHOBa. Anpec
nentpa: 123789, r. Mockaa, yin.8-ro Mapra, n1.14, ctp.1, Tenedon +7(495) 363-45-
38, dakc +7 (495) 363-45-58.

Tema OpraHu3almoHHO-paCTIOPSAIUTEIbHbIC u nH(OPMAITMOHHO-
CIIPABOYHBIE JOKYMEHTHI

3ananue 1 Hcnonb3ys  cienyronryro CUTYAaLHIO, opopmute
TenedoHorpamMmy.

Havaneauk ynpasnenust kagpoB OAO «Tenemoct» b.E. BakuH HanpaBuil
teneonorpammy Bo Bce oTaeneHuss OOmiectBa. Tenedonorpamma o0si3bIBania
pPabOTHUKOB KaJpOBbIX CIYKO MpUOBITH B roioBHOM opuc OAO anga ydactus B
npakTuyeckor koHdepeHmu Ha Temy «HoBble mpaBuia paboThl ¢ TPYAOBBIMU
kHkKamuy. Kondepenus nposoautces B koHbepeni-3ane 07.04.2012 ¢ 12.00 ngo
17.00.

3apanue 2 OdopMmure 3asBIICHHE, HCMOJIb3Ys CIEAYIOIMIUE CBEICHUS.
Cotpyanuk kanuessipuu 3A0 «CBUTOK» MPOCUT NMPEIOCTABUTH OUEPEAHOM OTIYCK
¢ | mo 14 utons.

3ananue 3 Vicnionb3yst CAEAYIONIYIO CUTYAINIO, 0DOPMUTE OOBICHUTETHHYIO
3aIHCKY.

Nucnekrop kanuensspun 3A0 «Cupuyc» U.U. PycakoBa B COOTBETCTBHUH C
OpUKa3oM TeHepanbHOro aupektopa ot 12.04.2012. Ne45 nomxna Oblna K
09.05.2012 mpoBecTd HKCHEPTU3Y IIEHHOCTH JIOKYMEHTOB, XpaHAIIUXCA B
KaHIensapuu. B cBs3u ¢ qmTenbHON 00e3HBI0 3aBeayromel Kanuenspuen M.U.
PycakoBa ucnonHsia ee 00s13aHHOCTH U HE CMOTJIA BBITIOJIHUTH MOPYUYEHUE B CPOK.
[Tocne BeIxoma Ha paboOTy 3aBeayrolas KaHiemspuen mnorpedoana ot W.H.
PycakoBoii 00bSICHUTENbHYIO 3aMKCKY.

3apnanne 4 OpopMuTe IPOTOKOI, UCIIONIB3YSI CIAETYIONINE YEPHOBBIE 3aITUCH.

Hupexuus OO0 «Actpes» (Cankt-IletepOypr) 12.05.2012 r. npoBeo cBoe
ouepeaHoe 3acenaHue, Ha kotopoMm npucyrctBoBanu BoctpsikoB C.T., CryaHes
I1.1., Jleoene 1.M., Autonos I1.JI., [llentynora B.I'., Tumodeer A.A., Ctynosa
M.N.

Ha 3aceganum o6cy)aaiock 1Ba BOMpPOCa: 0 X0J1e PEKJIIaMHON KaMTaHuu B |
kBaprtase 2012r. u 0 nepexoae Ha HOBYIO CUCTEMY BBIIUIATHI IPEMHUAIbHBIX.

[To mepBOoMy BoOIpoCy CiylIand COOOIIEHHE HAadaldbHHUKA OTAENa PEKIambl
BoctpsixkoBa C.T., TeKCT cooO1ieHnst KOTOpOro ObLT EpeaH CEKPETapio 3aceAaHus
H.JI. benogoii. [ToaTomy e Bompocy BbICTynuI (prHAHCOBBIN AupekTop Tumodees
A.A., KOTOpbIII 0JI0OpUI YyBEJIIMYEHHUE PACXOJ0B Ha HapyX HYHO pekiamy B |
kBaptaie 2012 r. Ha 5%.

[To BTOpoMy Bormpocy caenan coobienue CtynoB M.U. u TekcT cooO1ieHus
Takke nepenan cekperapro. Ilo manHoMy ke Borpocy BeicTynuiau AHTOHOB I1.J1.,
HayaJbHUK oTnena kKaapos, u Jlebeae .M., nupektop no nmpoaaxam. [lepBbiii
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0JI00pHUJT HOBYIO CUCTEMY BBITUIATHI MPEMHABHBIX U PEKOMEHI0OBAJ MOJTOTOBUTH
HeoOxouMble qokyMeHThI kK 01.06.2012 r. Bropoi nmpeaioxuin 1opaboTaTh HOBYIO
CHUCTEMY BBIIUIATHl MPEMUATBHBIX U PEKOMEHJIOBAJ IMPOBECTH TOJOCOBAHME IO
JTAHHOMY BOIIPOCY Ha 00111eM COOpaHuu TPYJOBOTO KOJJIEKTHBA.

B wurtore 3acenanus ObulM MPUHATH cienyromue pemieHus: 1. OpoOputh
paboty otaena pexiambl B I kBaprane 2012 r. 2. [IpoBectn o0iee cobpanue
TPYJOBOTO KOJUIEKTHBA MO BONPOCY O TEPEXOJ€ HAa HOBYIO CUCTEMY BBITLIATHI
npemuanbHbix 02.06.2012 1. OTBETCTBEHHBIM 3a MOATOTOBKY COOpaHMs ObLia
Ha3HaueHa 3aB. kanuemsapuen [llenrynosa B.I'.

4.2.IlpomMexyTOYHAA aTTeCTANUSA

Bonpocut k ax3ameny

1. PexkBu3uTel oOmiero OyiaHka OpraHM3allMM: IpaBWIa PacloJIOKEHUS MU
ohopMIICHUS.

2. PexBu3uthl O1aHKa MMCHbMA: NIPaBUIIA PACIIOIOKEHUS U 0(OPMIICHMUS.

3. PekBu3uThl OJaHKAa KOHKPETHOTO BHUJA JOKYMEHTA: MPAaBUJIa PACTIONOKEHHUS
1 0OpMIICHHUSI.

4. Jatel B noxkymeHrte. TpeboBaHus K UX O(OPMIICHHIO; J1aTa KaK COCTaBHAas
4acTh IPYTHX PEKBU3UTOB.

5. CornacoBanue A0KyMeHTOB. Od¢opMieHHs BHYTPEHHETO M BHEUIHETO
COTJIAaCOBAHUS.

6. CocrtaB yaocToBepeHusi NOKyMeHTOB. [IpaBuna odopmieHHs PEKBU3HUTOB,
YIOCTOBEPSIOIINX JTOKYMEHT.

7. OTMETKHU Ha IOKyMEHTE, UX 3HaueHue U 0hopMIICHHE.

8. PexBU3UTHI, IpUJAIOLINE TOKYMEHTY FOPUINYECKYIO CUITY.

9. OO6mume TpeOoBaHMS K TEKCTY JOKYMEHTA.

10.PexkBU3UTHL, OTpaxkaromue o0paboTKy U JBUKEHHE JOKYMEHTA.

11.'OCT P 7.0.97-2016 Ero conepxanue, 3Ha4€HUE.

12. TpeboBaHMs K KOHCTPYUPOBaHUIO OJaHKOB. Buabl OJ1aHKOB.

13.TlonsiTHE «cUCTEMBI TOKYMEHTaIun». Kakue ObIBatOT CUCTEMBI?

14.Ha3nauenue, onpenenenue u cocra Y COP/I.

15.OpranuzannoHHO-paBoBasi JoKyMeHTauus. HasHaueHue u cocras.

16.TpeGoBaHUsI K COCTAaBIECHUIO U OPOPMIICHUIO OPraHU3AI[MOHHO-TIPABOBBIX
JOKYMEHTOB.

17.0Oprann3aunOHHO-pacopsiAnTeNbHasA JOKyMeHTanus. HasHauenue u cocras.

18.TpeGoBanusi K COCTaBIEHHI0O M  OQOPMIICHHIO  OpraHU3alMOHHO-
pacnopsAIuTEIbHbIX JOKYMEHTOB.

19.CnpaBouHo-uHpOpMaLOHHas JoKyMeHTauus. Ha3Hauenue u cocras.

20.TpeOoBaHuUs K COCTABIEHUIO U 0()OPMIIEHUIO IPOTOKOJIA.

21.Knaccudukaius J0KyMEHTOB.

22.JIOKyMEHTHI, [Iepe/laBaeMble 110 KaHaJIaM CBA3H.
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23.PekBU3UT «HAaUMEHOBAHHE OPTaHMU3AIMH - AaBTOPA TIOKYMEHTa», TpeOOBaHUS
K HEMY.

24 PeKkBU3UT «CTIPaBOYHbIE JaHHbIE 00 OpraHU3alUy - ABTOPE JOKYMEHTA'», €T0
COCTaB.

25.PekBu3nUT «aapecaT», €ro 3HAYEHHE M COBpPEMEHHbIE TpPEOOBaHUS K
0hOpMIICHUIO.

26.PexkBU3UTHL: «PETHCTPALMOHHBIM HOMEP IOKYMEHTa», «Aara JTOKyMEHTay,
«CCBUJIKA HA PETUCTPALIMOHHBIM HOMED U J1aTy NOKYMEHTa», UX 3HAYCHHUE.

27.Buapl yTBEpKIECHHS TOKYMEHTOB.

28.IlonsiTne «yHU(UIIUPOBAHHBIE CHUCTEMBI JOKYMEHTAIlMU», «OTPACIIECBbIC
CUCTEMBI JOKYMEHTAINI, «(PYHKIIHOHAIBHBIE CHCTEMBI JOKYMEHTALIUN.

29.PackpbITh MOHATHUS KYHU(PUKALUS» U «CTaHIAPTU3ALMD JOKYMEHTOB.

30.0OcHOBHBIE HaNpaBiIeHUs YHU(DUKALMK U CTAaHIAPTU3ALUU JOKYMEHTOB.

COTIUIHOY o0o3HaueHa mpoOsemMa W 0OOCHOBaHA ed
aKTyaJIbHOCTb, CJICIaH KPATKUH aHAJIN3 Pa3TUIHbBIX
TOYEK 3PCHHS Ha pacCMaTpUBaEMyl0 MpOOJIeMy H
JIOTUYHO W3JI0’KEHA COOCTBEHHAs MO3UIUS aBTOPA,
cOpMYyJIMPOBaHBI  BBIBOABI, TEMa  PaCKphITA
MOJIHOCTBIO, JIaHBI INPaBWJIbHBIE OTBETHl HA
JIOTIOJTHATETHHBIE BOIIPOCHI;

«XOPOIIIO» UMEIOT MECTO OTIEJIbHbIE HEAOYETHI B PACKPBITUU
TeMbl. B 4YacTHOCTM, HMEIOTCA HETOYHOCTH B
W3JI0°)KEHUH MATepHuana; OTCYTCTBYET JIOTHUYECKAas
MOCJIEA0BATETBHOCTD B CYXICHHUSX; Ha
JONIOJTHUTENIBHBIE ~ BONPOCHI  JaHbl  HEIOJIHBIE
OTBETHI;

«YAOBJICTBOPUTCIILHO» HMCIOTCA CYHICCTBCHHBIC OTCTYILICHHA oT

TpeOoBaHuil K Jokimagy cooOmeHus. Tema
OCBEIlLIEHA JMILb YAaCTUYHO; JOIYILEHBI
(dakTHyeckue OmNOKU B COAEPKAaHUU JOKIIaa WiIn
IIpY OTBETE HA JAOIOJIHUTENbHBIE BOIPOCHL. B KOHIIE
JOKJIaJja OTCYTCTBYET BBIBOJ.

CKHCEYAOBJECTBOPUTCIILHO)» | BBICTABJISICTCA CTYACHTY, €CJIM TEMA HC paCKphbITA.

ABToOp (b1): cTapimii npenoaaatesb [Iuuymkuna Taresina MuxaiiioBHa
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