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Mporpammy avcumnnuHbl paspabotan(a)(v1) aoueHT, K.H. puropbesa E.A. kadpenpa
9KOHOMMKO-MaTeMaTnyeckoro MmogenmposaHns VIHCTUTYT ynpaeneHuns, SKOHOMUKN N (PUHAHCOB ,
EAGrigoreva@kpfu.ru

1. Uenn ocBOEHNS AUCLUMINHBI

OucumnnunHa "denonpon3BoacTBO B OpraHn3aummn” npeactasnset cobo oTpacnb 0esaTeNbHOCTH,
obecneyrBaioLLyto JOKYMEHTUPOBAHWE 1 OpraHn3aumio paboTbl C AOKYMEeHTaMu. TO NPoLece C
MOMEHTa CO34aHNs OOKYMEHTA M ero YHUYTOXEHMS Unn nepenadm Ha xpaHeHue B apxme. OcBoeHme
CTyLEHTaMM OUCUUMIINHBI Y CTYOEHTOB NO3BONSET CPOPMMPOBATbL UX NYHbIE KAYECTBA,
obecneymBaiolwme camopasBuTUE U NPOPECCNOHANbHOE CaAMOCOBEPLIEHCTBOBAHMNE, a TaKXe
aKTUBHYIO XWU3HEHHYIO MO3ULMIO, MO3BONSIOLWY HECTM OTBETCTBEHHOCTb 3a MPUHATUE CBOUX
peweHnin.

Llenb amcumnnuHbl - 0OPMUPOBAHE TEOPETUHECKUX MU NPAKTUYECKMX OCHOB 3HAHWIA NO
LOKYMEHTUPOBAHMWIO OEATENBHOCTY NPEANPUSATUI U YYPEXOEHNIA, OpraHn3aLmmn 0oKyMeHToobopoTa,
MCMNONb30BaHNIO B AENOMNPON3BOLACTBE COBPEMEHHbIX TEXHONOTUIA.

13 nocTaBneHHoOM Lenu QUCUMnAnHbI BbITEKAKOT Cnegyrowme 3anayu:

- cchopMmpoBaTb 6a30Bble 3HAHWS MO JOKYMEHTUPOBAHWIO OEATENbHOCTM NPEnNnpUATUA 1
y4ypexaeHuii n opraHmsaunm 0oKyMeHTo060poTa;

- BblpaboTaTb yMEHMS 1 HaBbIKK MO Knaccugomkauum, yHupukaumm, ctTaHoaptnsaumm u
OopopMNEHNIO OOKYMEHTOB;

- OBNlAAETb HAaBblKaMy CaMOCTOSATENBHOW pa3paboTkmn 1 0POPMNEHNSI [OKYMEHTOB MO Pa3nnyHbIM
HanpaBneHNsaM OeSTENbHOCTU NPEeANnPUATUA N y4PEXOAEHWIA.

2. MecTO AMCUMNNNHBI B CTPYKTYype OCHOBHOM 06pa3oBaTtefibHOM NPOrpammbl BbICLLETO
npocpeccuoHanbHOro o6pasosaHus

JaHHas yyebHas oncumnnunHa BkodeHa B pasgen " 51.B.OB.8 OucuunnunHbl (Mogynm)" OCHOBHOW
obpasoBaTtenbHol nporpammbl 38.03.01 SKOHOMKKA U OTHOCUTCS K AMCLMMAMHAM Mo Bblibopy.
OcBavBaeTtcs Ha 2 Kypce, 3 cemecTp.

N3yyeHunto aucumnnunubl " enonpon3soacTBo B opraHn3aumn” npeawecTsyeT OCBOEHNE Takmnx
ancumnnuH kak: "ctopusa”, "Noruka".

JaHHas omcumnnuHa cnocobCTByeT OCBOEHMIO CNeayoWnNX AucunnavH: "Byxrantepckuii
gomHaHcoBbIN yyeT", "Byxrantepckas oMHaHCOBas OTY4ETHOCTL", "OKOHOMMKA Tpyaa",
"Byxrantepckoe geno", "BaHkoBckoe feno”, "KoOMnAekCHbI 3KOHOMUYECKNIA aHaNn3 X035ACTBEHHOM
neatenbHocTn", "OKOHOMUKA opraHu3aunin (NnpeanpuaTuim)”.

3. KomneTteHuumn obyuarowierocsi, popMupyemble B pe3ynbTare 0CBOEHUS AUCLUMIINHDI
/mopyns

B pe3ynbTate 0CBOEHUS AMCLMNINHBI (OOPMUPYIOTCS CNeaytowme KOMNeTEeHUNN:

Pacwudcposka
LLincpp komneteHumu npuobpetaeMoi KOMNeTeHL NN
K-
86u?e|< BTVDHbIE CnocobeH nornyecky BEPHO, apryMEHTUPOBAHO U SICHO CTPOUTb
KOMI'IeT)éHLl,Vvala) YCTHYIO 1 MUCbMEHHYIO peyb.
AK-2 CnocobeH Ha OCHOBE TUMOBbIX METOAMK W OeACTBYOLWe
(MPOECCHOHANBHbIE HOPMaTMBHO-MPaBoBON H6a3bl paccymTaTb 3KOHOMUYECKUE U
KOMMETEHLIN) coumanbHO-9KOHOMMNYECKME MoKasaTenu, xapaktepusyouwme
LeSTeNbHOCTb XO35NCTBYIOWMX CyObEKTOB.
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Pacwmndpposka
npuobpetaemon KOMNeTeHLUn
MNK-3 CnocobeH BbINONHATL HEOOX0AUMbIE A1t COCTABNIEHNS
3KOHOMUMHYECKNX pa3aenos ninaHoB pacyeThl, 060CHOBbIBATb WX

Lncpp komneteHLUN

npo NOHasbHbI
(K O%Hffg:uﬁmf © N NPeLACTaBnNATb pedynbTathl paboTbl B COOTBETCTBUN C
NPUHATBIMW B OpraHMsaunmn ctaHoapramu.
MK-5 CnocobeH BbibpaTb MHCTPYMEHTaNbHbIE CpeacTBa ans
TKW 9KOHOMUYECKUX OAHHbIX B TBETCTBUN
(MpocheccmonantHbie 2gg$£§neHH%;32uaq§; n (J)l:Haanl C(;);aﬂ:e Ce3 anCaTbl
KOMreTeHuunn) > 1P P pe3y

pac4yeToB ” obocHoBaTb nony4yeHHble BblBOAbI.

B pesynbtate 0CBOEHUS ONCUMMNUHBI CTYAEHT:
1. DONXeH 3HaThb:

- 3aKOHOAATENbHbIE Y HOPMATUBHO-MPABOBLIE aKThl, PErnamMeHTpytoLme
NPOV3BOACTBEHHO-X03SICTBEHHYIO AesSTENbHOCTb NPEANPUATUS, @ TaKXe CUCTEMY YrNpaBeHUs
LNOKYMEHTOOO0POTOM Ha NPeanpuUsiTAm;

- TpeboBaHNS K 0OGOPMNEHMIO, PErMCTPaLNN, YHETY N XPAHEHWIO AOKYMEHTOB;
- NPVHUMMbI JOKYMEHTUPOBAHNS OeATeNIbHOCTY KONNernanbHbIX OpraHoBs;
- OCHOBHbIE MPUHLIMMbI 3TVKN OEN0BbIX OTHOLWEHWIA.

2. DONTXEH yMeTb:

- CAMOCTOSATENbHO aHann3npoBaTb HOPMATUBHO-NPABOBYIO, 3KOHOMUYECKYIO N HAaYYHYIO NnuTepaTypy;
- FOTOBUTb COBPEMEHHOE OEN0BOE NMUCHMO;

- BECTWN 0EeNonpon3BOACTBO C NOMOLLbIO OPUCHbBIX MPOrpaMMHbIX CPEACTB;

- BECTU AENONPOM3BOLACTBO MO MMCbMEHHBIM U YCTHBIM 0bBpalLeHnsaM rpaxaaH.

3. 0OMXeH BnageTb:

- METOLAaMU yrpaBneHns LOKyMEHTOOO0POTOM Ha NPON3BOACTBE;
- npriemMammn paspaboTky LOKYMEHTOB HA NPELNPUSTUAN.

4. NONXEeH JEeMOHCTPMPOBaTb CNOCOOHOCTb 1 FOTOBHOCTb:
- NMPUMEHSITb MONY4YEeHHbIe 3HaHUSI Ha NPaKTUKe.

4. CTpyKkTypa U cogepXxaHue AUCLUNIUHBI MOAYNS
Obwas Tpya0eMKOCTb AUCLIMIMIMHBI COCTaBnsSeT 2 3a4eTHbIX(ble) eanHuL(bl) 72 Yaca(os).
dopmMa NPOMEXYTOHHOr0 KOHTPONSA ANCUNMINHBI 3a4€T B 3 CEMECTpE.
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CyMMapHo no AMcumnanHe MoxHo nony4ntb 100 6anno., U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6anno., ntorosas popma KoHTpons - B 50 6annos. MnHMManbHoe KONM4YeCcTBO ANst AOMNycKa K 3a4eTy
28 6annos.

86 bannos 1 bonee - "oTANYHO" (OTN.);

71-85 6annos - "xopowo" (xop.);

55-70 6annos - "ynosnetBoputenbHo" (yaooB.);

54 6anna n MeHee - "HeyIOBNETBOPUTENBHO" (Heyn.).

4.1 CTpyKkTypa u cogepxaHue ayauTtopHOW paboTbl MO AMCLUNIMHE/ MOBYNIO
TemaTtnyecknn nnaH gUCUUNIAUHbI/MOAYNS

Bugbl n yachbl
Pasgen ayauTopHOM paborThbl,
Henens UX TPy AO0EMKOCTb Tekywue copmbl
N ‘D'"Kn"(")':lr;;}r;“b'/ CeMechcemecrpa (B yacax) KOHTpoOns
Nexumn MpakTuueckumelllaboparopHbie
3aHATUA paboTbi
Tema 1. VicTopus
0Te4YeCTBEHHOro
Nonpon3BoaCTBa.
FocyAapCTEBMHOS Konnoauym
1. 1 2 2
perynnpoBaHune paboTbl 3 0 Tectposanme
C OOKYMEHTaMmu B
Poccuickon
denepaunn.
Toua 2 e
2 HOKyMEHTVPOBaHME 3 2,3 4 4 0 TBO l420K0e
‘lynpaBneHyeckomn ’ 3au21HV|e
DesaATeNbHOCTMW.
Tema 3. Npasuna KONNOKBUYM
noaroTOBKN Y TecTupoBaHue
3.|ochopmneHns 3 4,5 4 4 0 TBOpYeckoe
OTAENbHbIX BUOOB 3afaHue
JOKYMEHTOB.
Tema 4. OpraHusauus KONNOKBIyM
TecTmpoBaHue
4 CryX0Obi 3 6 2 2 0 TBOpYeckoe
‘laenonpons3sBoacTea sanaHne
(LOY).
KONNOKBUYM
5 Tema 5. OpraHnsaums 3 v 5 > 0 Igg;ﬂggigg”e
"|mOKymMeHTOOb60pOTA.
Aoky P 3ajaHue
Tema 6. Peructpauus
DOKYMEHTOB U
opraHusauus KONNOKBUYM
NHPOPMALMOHHO-CNPaBQYHOM TecTmpoBaHue
6.[paboTbl. KoHTponb 3 8 2 2 0 KOHTpOnbHas
CPOKOB MCMONHEHUS pabota
JOKYMEHTOB.
JlokymeHTanbHbI PoHA
opraHusauuu.

PernctpaumoHHbin Homep 9500517 SAEKTPOHHBH
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Buabl 1 yachbl
Pasgmen ayauTopHOM paborThbl,
Hepens UX TPYAOEMKOCTb Tekywime coopmbl
N ‘D'"Kn"(")""’;'_r;"”b'/ C("w'echcemecrpa (B yacax) \ll(ompgt:mp
Ay Nek M"I'IpaK'rw-lecmeHaﬁoparoprle
u 3aHATUA pa601b|

Tema 7. OpraHuzauns KONNOKBUYM
7.\nenonpon3soacTtsea rno 3 9 2 2 0 TecTnpoBaHue

obpalleHnsM rpaxaaH.

Tema . Itorosas 3ayer
. 3 0 0 0

doopma KOHTponsA

Ntoro 18 18 0

4.2 CopepxaHue OUCLUMNIMUHbI

Tema 1. UcTopusa oTeuecTBEHHOro genonpouasoacTtea. [ocynapcTBeHHOe perynmposaHue
paboTbl ¢ pokymeHTamu B Poccuinckon depepauun.

JNleKLMoHHOoe 3aHsiTne (2 4yaca(oB)):

HokymeHTtuposaHue B IX-XV BB. lNpukasHoe nenonponssoncteo (XVI-XVII BB.). Konnexckoe
nenonpoundsoacteo (XVIII B.). MuHuctepckoe genonponssoactso XIX ? Hayano XX B.
dopMmupoBaHme cuctembl cosetTckoro aenonpomssonctasa (1917 ? 1940 rr.). CoseTtckoe
nenonpounadsoncteo B 1950-1960-e rr. PassuTtue cosetckoro genonpomnssonctea (1970-1980 rr.).
HanpaeneHus passuTtns 3aKkoHOLATENIbHOIO PErynnpoBaHns OOKYMEHTUPOBAHNS yrpaBieHYeCcKom
neatenbHoctn. CTaHgapTn3auuns 1 yHugomkauma 4OKyMeHToB. [focyaapCTBeHHOE perynmpoBaHme
NpoLLEecCcoB opraHm3aunm paboTbl ¢ LOKyMeHTaMu. HopMaTMBHO-METOANYECKME AOKYMEHTDI
MEXO0TpPacneBoro 4encTens. PernameHtauus COXpaHHOCTM JOKYMeHTOB. OTBETCTBEHHOCTb
pyKoBOAUTENEN N AOMKHOCTHBIX NNLL 32 paboTy C AOKYMEHTaMMU.

npakTnyeckoe 3aHsitne (2 4aca(os)):

1. MNoHaTne nenonponsBoAcTBa, aTanbl ero pa3sutusa B Poccun. 2. HopMaTtnBHO-3akoHOAATENbHbIE
aKTbl B 06nacT LOKyMeHTauMoHHOro obecneyeHns ynpasneHms. 3. 3Ha4eHne 0enonpon3BoacTBa B
yrnpasneHuu.

Tema 2. [1oKymeHTMpOBaHMe ynpasieHYeckon AesTeIbHOCTM.

neKkumnoHHoe 3aHsitTne (4 yaca(os)):

OCHOBHbIE MOHATNS N TEPMUHBI. TUNonorns okymeHToB. dopmatbl bymaru n nons. Obwme
TpeboBaHMs K COCTaBNEHNIO N 0CPOPMNEHMIO OKYMEHTOB. MoHsATUE ?6naHK AokyMeHTa?. bnaHku
LOKyMeHTOB. [Mopsaaok odoopmneHust peksmanToB bnaHka. srotoeneHne 6naHkos. MpaBuna
OChOPMNEHNS PEKBU3NTOB, ONPEaEenAoWnX IOPUANYecKyto cuny gokymeHTa. lNpasuna ooopmneHuns
PEKBM3NTOB, OTpaxarwwmx 06paboTky 1 ABUXEHME OOKYMEHTA (4ENONPON3BOLCTBEHHBLIE OTMETKM).
TpeboBaHus K TEKCTY AOKYMeHTA. TpeboBaHNS K N3roTOBNEHUIO LOKYMEHTOB.

npakTudeckoe 3aHsitne (4 yaca(os)):

1. [lokyMeHT ? onpeneneHne, cBoNCTBa U oyHKUUK. 2. [oNMGYHKLMOHANbHOCTb AOKyMeHTa. 3.
dakTopbl, BAMSIOWNE HA NHPOPMALNOHHYIO LLIEHHOCTb OOKYMEHTA.

Tema 3. lNpaBuna noaroToBKku n ochopmneHnst oTaeNbHbIX BUAOB A,O0KYMEHTOB.

JNIeKLMOHHOe 3aHsiTne (4 4yaca(os)):

KETPOHHBH
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OpraHn3aunoHHbIe LOKYMEHTbI, ONpeaeneHHble 3akoHoaatenbcTBoM Poccuickon denepaumm.
CocTtaB opraHvM3aumOHHbIX LOKYMEHTOB, BKIIIOYEHHbIX B YHU(PULNPOBAHHYK CUCTEMY
OopraHM3aunoHHO-PacnopaanTeNIbHON OOKYyMeHTauun. HasHavyeHme pasnuyHbIX BUOOB
OpraHn3auUMoHHbIX AOKYMEHTOB. TpeboBaHNS K COCTaBNEHMIO U OCDOPMIEHUNIO OPraHN3aLNOHHbIX
LOKYMEHTOB, UCMOMb3yeMbIX B fesiTenbHOCTU cnyx6bl [JOY. Ponb 1 3Ha4eHne pacnopsaantenbHom
LOKYMEHTaUUN B JOKYMEHTMPOBAHUW ynpaBneH4yeckon geatensHoctu. CocTtae pacnopsanTenbHbiX
JOKYMEHTOB. HopMaTtuvBHble 1 NPaBOBbIE akTbl KaK BUI pacrnopsanTenbHbIX JOKYMEHTOB
doeneparnbHbIX OPraHoB UCMONMHUTENBHOM BnacTu. MNpukas kak OCHOBHOW OOKYMEHT, MCMOb3YEMbII
ONns NOKYMEHTUPOBaHMS eaMHOHa4YanbHOM pacrnopsanTenbHom gearensHoctu. Npaeuna
cocTasneHuns N opopmMneHns Npukasos No OCHOBHOWM OesATeNbHOCTM opraHnsauun. PasHoBUaoHOCTHY
pacropsixeHui. [lpasuna cocTasneHns n oopMneHns pacrnopsxeHun. Boinncka s
pacnopsanTenbHOro 4OKyMeHTa, nopsanok ee ocopmneHus. KOpuanyeckas cuna
pacrnopsanTenbHbIX 4OKYMEHTOB. Ponb 1 3Ha4yeHre npoTokona B OKYMEHTUPOBaHUM
ynpaBneH4YecKon aesTenbHOCTU. Pa3HOBUAHOCTU NPOTOKONOB. TpeboBaHMs K X COCTaBNIEHMIO U
ochopmneHno. 3akoHogaTenbHas pernameHTauns cogepxaHms n opopMneHns oTaenbHbIX BUOOB
NpPOTOKONOB. Bbinucka na npoTtokona, nopsaok ee opopmneHns. JJokyMeHTnpoBaHue
pacnopsanTenbHON OesaTenbHOCTU KOonnernanbHbix opraHos. KOpnanyeckas cuna npotokona u
BbIMUCKW N3 NPOTOKOJIOB PasfiNyHbIX pa3HoBUOHOCTEN. Ponb n 3HavyeHrne MHOOPMaLMOHHbIX
LIOKYMEHTOB B yrnpaBfieHYecKoin aestenbHocT. CoctaB MHAPOPMALMOHHBIX JOKYMEHTOB. CnyxebHas
nepenncka. [IMcbMO Kak OCHOBHOW BMI OOKYMEHTa 0715 OCYWeCTBNEHUS KOMMYHUKAUWIA.
BHyTpeHHs5 nepenucka opraHmsaunia. [loknagHble 3annuckun, Cnpaeku, Npaeunia nx 0OPMIIEHNS.
Mepenvcka ¢ ncrnonb3oBaHNEM CPELCTB 3NIEKTPOCBA3M (Tenerpammbl, TenegoOHOrpammbl, oakchl).
AKT Kak B1A MHOPMALNOHHO-CNPAaBOYHOro AOKYMEHTA.

npaktnyeckoe 3aHsitne (4 4aca(os)):

1. ?PekBn3nT? 1 ?2cbopmMynsip? ookymeHTa. 2. TpeboBaHUsi K 0POPMIEHNIO AOKYMEHTOB. 3. bnaHk
LOKYMEHTa 1 BUL OOKyMeHTa. 4. TeKCT AOKYMeHTa Npu pas3nnyHbix cnocobax 4OKyMEHTUpoBaHMs. 5.
YHupukaumns OKyMEHTOB.

Tema 4. OpraHnsauus cnyx6bl penonpoussoactsea (O O0Y).
JNleKuMoHHoe 3aHsiTne (2 4yaca(os)):

OpraHun3aunoHHble hopmbl fenonponssonctea. CTpykTypbl cnyx6el JOY. 3anauun n goyHKLMK
cnyx6bl JOY. JonXHOCTHOM 1 YncneHHbili coctas cnyx6bl JOY. PernameHtauns cnyx6bl JOY.
npakTnyeckoe 3aHsitne (2 4aca(os)):

1. KagpoBas cnyx6a: CTpyKTypa 1 OpraHn3aunoHHble LoKyMeHTbl. 2. CocTaB kaapoBoi
LOoKyMeHTauun. 3. YHUULMPOBAHHbIE CUCTEMbI KaOPOBOW LOKYMEHTaUUN.

Tema 5. OpraHusaumsi [OKyMeHToO60poTa.

JIeKLMOHHOe 3aHsiTue (2 4aca(oB)):

MoHsTNS ?00KyMEHTOOOOPOT?, ?0praHn3aums ookymeHtoobopota?. Obwme NpuHLUMNbI 1
METOAMYECKME OCHOBbI OpraHnsaunn JokymeHToobopoTa. JLokyMEHTOMOTOKN 1 UX CTPYKTYpa,
HanpaBNeHHOCTb ABMXEHWNS, MAPLPYTbl. STanbl ABUXEHMS OOKYMEHTOB. TexHonorns obpaboTku
LOKYMEHTOB, BXOASIWMX B pasHble fOKYMEHTONOTOKN. NEKTPOHHbIA OOKYMEHT. ONEeKTPOHHbIN
nokyMeHTo060poT. O6bEM fOKYMEHTOOOOPOTA OpraHM3aumm, ero BANSHME Ha OpraHmM3aumto
paboTbl C AOKYMeHTaMun. AHann3 OoKyMeHToobopoTa opraHnsaumnn. icnonb3oBaHune faHHbIX
aHanmaa ons CoOBepLeHCTBOBaHUS paboTbl C LOKYMEHTaMU.

npakTnyeckoe 3aHsitne (2 4aca(os)):

1. OpraHnsaumns gokymeHtoobopoTta. 2. ObobuieHne n aHann3 gaHHblX 06 NCNONHEHUN OOKYMEHTOB.
3. KoHTponb nCnonHeHns LOKyMeHTOB. DPOPMbl KOHTPONS UCNONHEHUS OOKYMEHTOB.

Tema 6. Peructpauusi LOKYMEHTOB M OpraHu3auust UHCOpMaLMOHHO-CMPaBOYHON paboTbl.
KOHTpONb CPOKOB UCNONTHEHUS O,OKYMEHTOB. [LOKyMeHTanbHbi OOHA, OpraHM3auum.

JNeKLMoHHoe 3aHsiTne (2 4aca(oB)):
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Pernctpaumns kak coctaBHas 4acTb TEXHONOrMM Oenonpon3BoacTea 1 MHGPOPMALNOHHO-MONCKOBOM
CUCTEMbI MO AOKYMeHTaM opraHunsauun. Obwme npuHLMnbl 1 Npasuna pernctpaummn. HasHaveHme um
OCHOBHbIE LLeNnn perncrTpaumm. XapakTepucTnka COBPEMEHHbIX perncTpaLmoHHbix doopM. CocTas
PEKBU3NTOB PErMCTPALMOHHBIX (POPM K Npasuna ux 3anofnHeHus. lNpasmna nHaoeKCUpoBaHns
NOKYMeHTOB. B3anmMocCBs3b perncrpaumnm OKYMEHTOB C OpraHmsaunei
NHGPOPMALMOHHO-CNPAaBOYHO paboThbl. MpuHUMNBI POPMUMPOBaHUS MHAOPMALIMOHHO-NMOVCKOBbIX
CUCTEM. 3HAYEHME U OCHOBHbIE NPUHLMMbBI OPraHn3aunm KOHTPONS 3a CPOKaMn UCMNOSTHEHNS
LOKYMEHTOB B annaparte ynpasneHns. 3anayn 0enonpon3BoAcTBEHHON CyX0bl MO KOHTPOMIO
NCNONMHEHNS OOKYMeHTOB. CTaaum KOHTPONbHOW AesATenbHOCTU. CPOKU UCMONHEHUS OOKYMEHTOB.
TvnoBble 1 MHAMBUAYaANbHbIE CPOKW. TEXHONOMMS KOHTPOSbHbIX onepauunii. [NpegynpeanTenbHbii 1
NTOrOBbI KOHTPOJb. icnonb3oBaHne AaHHbIX 06 UCMONMHEHNM AOKYMEHTOB B YCTOBUSIX
TPaAMUNOHHON 1 aBTOMaTU3MPOBAHHOM TeXHONornn 06paboTkn LOKyMeEHTOB. [MoHsITNE
?doopmupoBaHne aen?. CoBpeMeHHas HopMaTMBHO-MeToanyYeckas 6asa, onpeaensiowas
TpeboBaHNs K OOPMUPOBAHNIO LEN U XpPaHEHNIO OKYMEHTOB B Aenonpounasoactee. OpraHnsaums u
06wt nopsaok chopMmrpoBaHms oen. MpuHUMnbl cuctemaTnaaumnm LOKyMEHTOB BHYTPY Aen.
[MpaBuna popmMmnpoBaHNSa LOKYMEHTOB pas3nnyHbIX Kateropuin B gena. YactmyHoe ogoopmieHme
nena. OpraHnsauusi XpaHeHMsl U UCMOMNb30BaHUS [OKYMEHTOB NOCNE 3aBepLIEHNS PaboTbl C HAMN.
MoHATMe HOMeHKNaTypbl Aen. Buiabl HOMeHknaTypbl Aen, Nx 0COBEHHOCTM U Ha3HaYeHe.
PernameHTtaums TpeboBaHUii K COCTABNEHNIO HOMEHKNATYPbI AeNl B COBPEMEHHbIX
HOPMaTMBHO-METOANYECKNX OOKYMeHTax. [paBuna coctaBneHns HOMEHKNaTypbl gen.
KnaccudomkaunoHHas cxema HoMeHknatypbl. ICTO4HMKM onpeneneHns CpoKoB XpaHeHus aen.
Ocob6eHHOCT OCPOPMIEHUS U YOCTOBEPEHMS HOMEHKNATYPbI Aen. MNoHATMe ?3KcnepTm3a LLeHHOCTH
LOKYMEHTOB?, ee Ha3Ha4yeHne. HopMaTtuBHO-METOAMYECKUE N TEOPETNYECKNE OCHOBbBI NPOBEAESHNS
aKcnepTnabl. OpraHmsaumns aKCnepTn3bl LEHHOCTU OOKYMEHTOB B OpraHn3aunsx n y4pexaeHusx
pasnnYHbIX YPOBHEN ynpaBneHns. 3aaaqm aKCnepTmabl LEHHOCTN AOKYMEHTOB. TpeboBaHus kK ee
nposeneHnio. [Nopsaok n JOKYMEHTUPOBAHWE AEeATENbHOCTU 9KCNEPTHbIX Komuccuii (9K).
OdbopMneHne pesynbTaToB 3KCNEepPTU3bl LLEHHOCTU LOKYMEHTOB. HopMaTuBHO-MeTOANYECKME
LOKYMEHTbI doeaepasbHbIX apXUBHbIX OpraHoB 06 yHudpmkauuy TpeboBaHuii K aenam, caaBaeMbiM B
apxmB. OcHoBHble TpeboBaHMs K 0CPOPMIEHNIO AeN Npu UX NOArOTOBKE K Nepenaye Ha aanbHenwee
xpaHeHne. Onucu gen. lNpasuna coctaBneHns u ogoopmneHns onucei. MNMepenaya nen B apxve
opraHusauum.

npaktnyeckoe 3aHsitne (2 4aca(os)):

1. MNMopspok opraHM3aum MHPOPMaLMOHHO-CNPABOYHOM paboTbl N0 NOKyMeH?TaM. 2. 9KcnepTnsa
LEHHOCTM OOKYMeHTOB. 3. lNMopanok odhopmneHns gena. 4. CoctaBneHne n 0goopmMneHne onnucy gen.
5. MNopsanok nepenayn LOKYMEHTOB B apXmB OpraHvusauunu.

Tema 7. OpraHu3sauus nenonpousBoACTBa NO 0OpaLLeHUsIM rpaxnaH.
JNleKuMoHHoe 3aHsiTne (2 4yaca(os)):

MoHATMSA ?npennoxeHuns?, ?3aasneHna?, ?xxanobbl?, ?xogartanctea? n ?KonNnekTnBHbIE 0bpalLLeHNs
rpaxanaH?. 3akoHooaTeNnbHOE U HOPMATUBHOE PErynMpoBaHne paboTbl ¢ obpaleHaMn rpaxaaH.
OcobeHHOCTV BefeHNs 0enonpom3BoacTsa no obpauweHnam rpaxaaH. Moarotoska n nepenaya B
apxvB opraHusaummn obpaueHuii rpaxaaH. OpraHnsaums nMYHOro nprema rpaxaaH.
npakTnyeckoe 3aHsitne (2 4aca(os)):

1. ObpaboTka noctynatowmx LokyMeHToB. 2. ObpaboTka OTNpaBnsSEMbIX LOKYMEHTOB. 3.
PerncTtpauns n KOHTPONb UCNONHEHUS LOKYMEHTOB.

4.3 CTpyKTypa 1 copgepXxaHue caMOCTOSITeNIbHOM paboTbl AUCLMMIUHBI (MOLYNISA)

Bupbl
N Paspen Cemecrp| Hemens | camoctosTeneHoi (TpynoeMkocTs g‘:ﬂ%’:‘;z,‘;‘;’:’:gzga
LMCLMNAMHDI cemecTpa pa6oTbi (B yacax) PaboT
CTY[EHTOB
Tema 1. Nctopus
OTEYECTBEHHOIO
Nenonpov3BoaCcTBa.

1 [FocynapcreeHHoe
‘lperynmpoBaHmne paboTbl

KETPOHHBH
B_EPCHTET
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C OokymeHTamu B Poccuiickoin degepaunu.

noaroToBka K 2

KONNOKBUYMY KONnokenym

KETPOHHBH
B_EPCHTET
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Buabi
Pasnen Cemect Henens | camoctositenbsHon [TpymoeMKOCTb g‘:ﬂ%’:::;?:;gzga
AducumnnuHbl pcemeCTpa paborthbl (B yacax) 260TbI
CTYLEHTOB P
NnoaroToska K
TECTMPOBAHMIO 2 TecTupoBaHue
noarotoBska K 5 KONINOKBIYM
KONNOKBUYMY
Tema 2. MOAroToBKa K
JokymeHTMpoBaHme 3 23 |reopueckomy 5 TBOpYeckoe
‘lynpasneHyeckorm : 3a0aHNI0 3ajaHve
NesaATeNbHOCTW.
noaroToska K
TECTUPOBAHMIO 2 TecTMpoBaHune
noAarotoBska K 5 KONINOKBIYM
Tema 3. lNpasuna KONINOKBUYMY
noaroToBKU ” noaroToska K
TBOpPYECK
.lodopmneHuns 3 4,5 |TBOpPUYECKOMY 2 3a?12|-|?/|% 0e
OTAerbHbIX BULOOB 3ajaHnio
JOKYMEHTOB.
roaroToska K 2 TecTmpoBaHue
TECTUPOBAHUIO
noaroToBka K
2 K KBUYM
T 4.0 KONNOKBUYMY onnokeity
ema 4. OpraHusauuns NOLrOTOBKA K
cnyx6bl 3 6 |topueckom > TBOpYeckoe
‘laenonpons3BoacTea 3au21ano y 3anaHve
(AOY). NoAroToBKa K
TECTUPOBAHMIO 2 TecTMpoBaHune
noarotoBska K
KONNIOKBIAYMY 2 KONNOKBUYM
noaroToBka K
Tema 5. OpraHunzauns 3 v ngpSegKoay 5 TBOpYecKoe
LOKyMeHTooboporTa. 3anaHmo 3agaHue
MoAroToBka K
TECTMPOBAHMIO 2 TecTupoBaHue
Tema 6. PerI/ICTpaLI,I/Iﬂ nogroToeka K ]
AOKYMEHTOB 1 KONMOKBUYMYy KONNOKBIYM
opraHusauus
MHJPOPMALNOHHO-CNPaBQYHOM noaroToska K
N KOHTPONbHas
.[paboTbl. KoHTponb 3 8 KOHTPONbHOW 2 216 oggn a
CPOKOB MCMONHEHUS paboTe P
JOKYMEHTOB.
v noaroToBka K
JoKkyMeHTanbHbI COOHL, ONroToBka 1 TecTupoBaHme
opraHmsauuu. TecTnpoBaHuto
noarotoBska K
Tema 7. OpraHunsauns KOMNOKBUYMY 2 KOJINOKBUYM
.|nenonponssoncrea no 3 9 HOLrOTOBKA K
00 alleHnsam rpaxkoaH. 2 TeCcTUDOBaHU
P P TECTUPOBAHUIO ©CTpOBaHINe
Ntoro 36
PervncrpaumnoHHblii Homep 9500517 SAEKTPOHHBIH
B0l VHUBEPCHTET
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5. O6pazoBarenbHble TEXHONOIMU, BK/IOYAA MHTEPaKTUBHbIE hOpMbl 06yUeHus

OcBoeHMe ONCUMNANHDI ",ﬂ,eJ'IOI'IpOI/I3BO,D,CTBO B OpI'aHVI3aLl,I/IVI" npeanonaraeT UCroJib30BaHME Kak
TPaANUNOHHDbIX (J'IeKLI,VII/I, npakTndeckne 3aHATNA C UCNob30BaHNEM METOONYECKNX MaTepI/IafIOB),
Tak U MHHOBAUMOHHbIX 06pa3OBaTeﬂbeIX TEXHONOrni ¢ UCNONb30BaHNEM B yqe6HOM npowuecce
aKTUBHbIX N MHTEPAKTUBHbIX POPM NMpoBeneHns 3aHATUIA: peweHune n aHanna "CI/ITyaLI,I/IOHHbIX 3apjay".

6. OueHOuYHble CpeacTBa OJ1s TEKYLLLero KOHTPOJS yCrneBaeMoCT!, NPOMEXYTOYHOMN
aTTecTauum no UToram OCBOEHUS OUCLMMIIMHBI U y4eBHO-meToanyeckoe obecneyeHme
CaMOCTOSITe/IbHOW paboTbl CTYAEHTOB

Tema 1. UcTopua oTeueCcTBEHHOro genonpou3ssoacTtea. [ocynapcTeeHHOe perynmposaHue
paboTbl ¢ pokymeHTamu B Poccuinckon depepauun.

KONNOKBUYM , NMpUMEpPHbIE BOMPOCHI:

1. Korga nossmnuncb nepeble AOKyMeHTbI? 2. Kak Ha3blBancs nepsbld 3Tan B passuTum
[enonpom3BoAcTBa U NOYEMY OH MONy4un Takoe HaseaHme? 3. Kak Ha3biBaeTcs BTOPOW aTan B
pasBUTUN Oenonpon3BoacTea? Yem xapaktepmuaoBancsa aToT nepuog nctopumn Poccumn? 4. Yem
XapakTepusyeTcs UCNONHUTENbHOE 0enonpom3BoacTBo? 5. B 4eM pasHuua mexay KonnermanbHbiM
PYKOBOACTBOM 1 PyKOBOACTBOM Ha OCHOBE efuHOHa4Yanma? NpaBoMepHbI N 3TU NOHATUS CerogHsa?
6. Korpa v ¢ kakoii uenbto 6bin cosnaH BHUMOAL? 7. Kakoii HOpMaTUBHbIA OKYMEHT
npenwecTtsoBan paspaboTke n cozpaHuio FCLOOY? 8. Kakne 0OKYMEHTbl COCTaBNSIOT
HOpMaTUBHO-MeToan4eckyto 6a3y nenonpounssoactea? 9. Kakoin HOpMaTUBHBIA LOKYMEHT COOEPXUT
TpeboBaHMS K 0POPMNEHMNIO OPraHM3aLMOHHO-pacNopAaNTENbHbIX AokyMeHToB? 10. Kakune
YHUOMLMPOBAHHbIE CUCTEMbBI LOKYMEHTAUUN OENCTBYIOT B HacToswee BpeMa? 11. KakoBa OCHOBHas
uenb co3pgaHusa FCOOY? 12. Kakne OOKYMEHTbl OTHOCATCS K OpraHvM3aunoHHbiM? 13. Narite
onpenenexHune yctasa. 14. Yto pernaMeHTpytoT npasmna BHyTpeHHero pacnopsnka? 15. Kakum
LOKYMEHTOM YCTaHaBNMBAOTCS CTPYKTypa OpraHm3aLmm 1 wratHas YucneHHocTb? 16. Kakune
pacnopsiamTenbHble AOKYMEHTbI MOryT ObiTb 34aHbl B opraHu3aunn? 17. Kakolh ooKyMeHT
3aKpennsieT YCNEHHOCTb M AOMXKHOCTHON cocTaB paboTHNKOB opraHnaaummn? 18. Kakoi LoKyMeHT
onpenensieT PyHKUMK, Npaea n 06si3aHHOCTU coTpynHmka? 19. Kakue pasaenbl BKntoYaeT B cebs
LOMKHOCTHAsA UHCTPYKUMA?

TecTnpoBaHune , npmMMepHbIe BOMPOCHI:

1. TpeboBaHUS K OCPOPMIIEHNIO OPraHN3aLMOHHO-PACMOPSANTENbHbIX JOKYMEHTOB yCTaHaBNMBaET
FOCT P 6.30 ? 2003: a) aa; 6) HeT. 2. B npunoxexun k TOCT P 6.30 ? 2003 naHbl 0bpasupl
6naHKoB OOKYMEHTOB: a) Oa; 6) HeT. 3. B opraHmnsaLmm no yCMOTPEHMIO PyKOBOACTBA A0MXHA ObITb
paspaboTaHa MHAMBMOYyaNbHAS UHCTPYKUMUS MO AENonpon3BoacTBy: a) aa; 6) HeT. 4.
OpraHn3aunoHHO-NPaBOBbIe OOKYMEHTbI, Kak NpaBuio, Noanexar yTeepXxaeHuto: a) na; 6) Het. 5. B
opraHn3aLOHHO-NPAaBOBbIE AOKYMEHTbl MOXHO BHOCUTb U3MEHEHMUS 1 [ONONHEHMS], HE
nepepabaTtbiBasi BECb OOKYMEHT: a) Aa; 6) HeT. 6. CTpykTypa TeKkcTa yctaBa HerocyoapcTBeHHOM
opraHmM3aLmmn oTnn4aeTcs 0T CTPYKTYPbl TEKCTA yCTaBa rocy4apCTBEHHOMo y4pexaeHus: a) aa; 6)
HeT. 7. TunoBble NHCTPYKUWKX N0 AeNOoNPOoM3BOACTBY HOCAT pekoMeHaaTeNbHbIl xapaktep: a) na; o)
HeT.

Tema 2. [1oKyMeHTMpOBaHMe yrnpasieHYeCcKkon AesaTeNIbHOCTM.
KONNOKBUYM , MPYMEpPHbIE BOMPOCHI:

1. Yto Takoe pabouee n cnyxebHoe nons gokymeHta? 2. Kakne coopmatbl Oymarm MCnonb3ytoTcs B
nenonponssonctee? 3. Yto Takoe 6naHk fnokymeHTa? 4. Kakue Buabl 6naHkos yctaHaenmeaet [OCT
P 6.30?20037 5. Kakue CylecTBytOT BapMaHTbl PACMONOXEHNS PEKBM3NTOB Ha BnaHke OoKymMeHTa?
6. Kakoin 6naHk Ha3blBaeTCs LOMKHOCTHBIM (MMEHHbIM)? 7. KakoBbl pekBn3nTbl BnaHka nucema? 8.
KakoBbl pekBunanTbl 6naHka KOHKPETHOro Buaa AokymeHta? 9. Kakne pekBmamnTbl ABNSOTCA
B3avMOMCKIIOYaoWmnMmn B 6naHke nucbma 1 6naHke KOHKpPeTHoro Buaa nokymeHta? 10. Kakue
PEKBU3NTBI ABNAIOTCS NOCTOSHHLIMU 1 NepeMeHHbIMU? 11. KakoBbl pa3Mepbl U Ha3HadYeHve nonewn
nokymeHTa? 12. Kak MoryT 6biTb pacnofioXeHbl PeKBU3NTLI B Npeaenax rpaHunL, 30H pacrnonoXeHUs
pekBm3nToB? 13. Kakne pekBm3nTbl MOXHO 00OPMUTL LIEHTPUPOBaHHBLIM cnocobom? 14. Kakne
PEKBN3NTLI OCPOPMASIOTCS hnaroBbIM CNocobom?

KETPOHHBH
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TBOpYECKOoe 3aaaHune , NpuMepHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUSA B MHTEPAKTMBHOM (POPME: PELLEHNE N aHaNN3 ?CUTYyauNOHHbIX
3apmay”?.

TECTUPOBaHME , MPUMEPHbBIE BONPOCHI:

1. CnyxebHoe none NOKyMeHTa NpefHa3Ha4YeHo AN HAHECEHNS cneumanbHbiX n306paxeHuii: a) aa;
6) HeT. 2. NOCTOSHHbI PEKBU3NT ? PEKBU3NT, HAHECEHHDIV NPW M3roTOBNEHNM BnaHka OOKyMeHTa: a)
na; 6) Het. 3. [epeMeHHbIi PEKBU3NT HAHOCUTCS NPU COCTaBNEHNN OOKYMEHTA: a) aa; 6) HeT. 4.
VIMeHHoOW (BONXHOCTHO) BnaHk siBNsSieTCs pasHOBUAHOCTbIO BnaHka nucbma: a) aa; 6) Het. 5. Moa
LJIVHOV PEKBMU3MTA NOHMMAETCS KONMYECTBO YAApPOB, HE0OX0ANMMOE AN1S 3anNUCU ero Ha AOKYMEHTE:
a) na; 6) Het. 6. CocTaB pekBuauTa fokymeHToB yctaHasnmsaeT FTOCT P 6.30 ? 2003: a) aa; 6) Her.
7. NeBoe none [OKyMeHTa MOXET ObITb YBENNYEHO: a) Aa; 6) HeT. 8. HuxxHee none cnyxuT ons
HaHeCeHNs PekBM3MTOB: a) Aa; 6) HeT. 9. CTpaHuLbl LOKYMEHTA HYMEPYIOT HA BEPXHEM MONe nucTa:
a) na; 6) Het. 10. CTpaHu1Lbl JOKYMEHTa MOXHO HyMepoBaTb Ha HUXHEM MoJfe nucTa: a) aa; b) Her.
11. YcTaHOBNEHO [1Ba BapraHTa pacnonoxXeHns pekBuanTos Ha bnaHkax: a) aa; 6) Het. 12. Ha
obwem bnaHke gokyMeHTa MoryT ObiTb 0COOPMNEHbI NtoOble BUAbI LOKYMEHTOB: a) Aa; 6) HeT. 13. Ha
6naHke nMcbMa MOXHO 0CPOPMUTb MPUKA3 N0 OCHOBHOWM AeATeNnbHOCTY: a) Aa; 6) HeT. 14. Ha bnaHke
KOHKPETHOro B1aa LOKYMEHTa MOXHO 0G0OpMUTbL cnyxebHoe nnucbmo: a) aa; 6) Het. 15. bnaHk
nMcbMa 1 GnaHk KOHKPETHOro BMAa AOKYMEHTA pasnmyatotcs HabopoM pekBM3UTOB: a) Aa; 6) HeT.
16. Ha 6naHkax opopMnsieTcs TONbKO nepBas cTpaHmua NOKyMEHTOB: a) Aa; 6) HeT. 17. Ombnema,
HaHeceHHas Ha GnaHke, MOXEeT 3aMeHNTb Ha3BaHWe opraHM3auunn: a) aa; 6) Het. 18. Ha ogHoM
6naHke MOXHO pa3MecTuTb repb cybbekta PP n ambnemy opraHmsaumu: a) oa; 6) Het. 19. OnHa
opraHu3aums MOXeT UCMnonb3oBaTh 6NaHKM C YrnoBbIM Y NPOLONbHLIM PACMNONOXEHNEM PEKBU3NTOB:
a) na; 6) Het. 20. Pa3mep repba, n3obpaxxeHHoOro Ha bnaHke, He AONXeEH npesbiwatb 20 MM: a) 0a; b)
HeT.

Tema 3. MNpasuna NnoaroToBku U ocpopMneHns oTaeNbHbIX BUAOB AOKYMEHTOB.
KONMOKBWYM , MPYMEPHbIE BOMPOCHI:

1. Kakme pasHoBMOHOCTM NUceMm Bbl 3HaeTe? 2. KakoBbl pekBU3UTbI cnyxebHoro nnucema? 3. MoxHo
nm odoopMnUTb cny>xxebHoe NMcbMo Ha goopmate A5? 4. B CKONbKMX 9K3eMnnsipax ohopMnsieTcs
cnyxebHoe nucemMo? 5. Ecnu nncbMo HanpaesnseTcs B ABa afpeca, CKOIbKO 9K3EMMNNAPOB cneayet
ochopmuTb Ha BnaHke? 6. Yepes kakow MHTepBan nevyataeTcs TEKCT NUCbMA, ECNIN OHO 0COOPMIEHO
Ha cpopmate A5? 7. KakoBO MakcMMasibHOe KONM4ecTBo aapecartoB B nucbme? 8. 13 cKonbkumx
COCTaBHbIX YacTen, Kak NpaBuno, COCToMT TeKc nucbMa? 9. MoxeT nm NMCbMO UMETbL ABe noanucn?

TBOpYECKOEe 3aaaHune , NpUMepHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUS B UHTEPAKTUBHON DOPME: peleHne 1 aHanm3 ?CUTyaLMoHHbIX
3apay?.

TecTnpoBaHune , npuMepHbIe BOMpPOChI:

1. TekcT cnyxebHoro nMcbmMa MOXeT OblTb MPOCTLIM: a) Aa; 6) HeT. 2. TeKCT cny>ebHoro nucbma, Kak
npaBuo, COCTOUT U3 ABYX YacTel: a) Aa; 6) HeT. 3. TekcT cny>XebHOoro NncbMa MoXeT COCTOSATb
TONbKO 13 OOHOI BTOPO YacTu: a) aa; 6) HeT. 4. ToH cny>xebHoro nucbmMa 3aBuUCUT OT Ero
cooepxaHus: a) oa; 6) HeT. 5. B TpadapeTHOM TEKCTe He cneayeT HauymMHaTb TEKCT CO CBOOOAHOro
MecTa, OTBEEHHOr0 Ons NepeMeHHO nHghopMaumn: a) aa; 6) Het. 6. B cny>xxebHOM nucbme TekcT
nuweTcs oT 1-ro nuua MHOXECTBEHHOrO Yncna: a) Aa; 6) HeT. 7. BoigensatoTt npucbinaembie n
oTnpaensieMblie nucbma: a) 4a; 6) Het. 8. CnyxebHoe NNCbMO MOXHO 0GPOPMUTL Ha bnaHke
KOHKPETHOro Buaa AoKyMeHTa: a) aa; 6) Het. 9. CnyxebHoe NMCbMO MOXHO 00OpMUTL Ha dhopmaTte
A5: a) na; 6) HeT. 10. MakcmmanbHOe KONMYecTBO aapecaToB B nucbme ? 4: a) na; 6) Het. 11.
MakcumanbHbii 06beM nucbma ? 2 nucta: a) aa; 6) Het. 12. CnyxebHoe NMCbMO MOXET MMETb LBE
noanucu: a) 0a; 6) Het. 13. CnyxebHble NMCbMa MOryT yAOCTOBEPATLCSA NevaTbio: a) aa; b) Her.

Tema 4. OpraHnsauus cnyx6bl penonpoussoactsa (O O0Y).
KONMNOKBUYM , NPMMEPHbIE BOMPOCHI:

1. Kakne cywecTByoT oopMbl opraHnsauum paboTbl ¢ JoKyMeHTaMn? 2. YTo o3Ha4YaeT NnoHATme
?mMakcmmanbHas paboyas 3oHa?? 3. YTo o3HavaeT noHaTMe ?HopManbHas paboyas 3oHa?? 4. Kak
noapasnensioT yYpexaeHns no obbvemy nokymeHToobopota? 5. Uto BkoyaeT B cebs opraHmsaums
paboyero mecta? 6. Kakoe Ha3BaHue MMeIOT 30HbI paboyero mecta cekpeTtaps?

TBOpYECKOoE 3anaHune , npumepHbie BOMNMpOChl:
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[MpoBeneHne NPakTUYECKOro 3aHATUSA B MHTEPAKTMBHOM (POPME: PELLEHNE N aHaNn3 ?CUTyauNOHHbIX
3amay”?.

TecTnpoBaHune , npmMMepHbIe BOMpPOChI:

1. MNpwu ocBeweHnn paboyero MecTa CBET LOMXEH Nafatb cnesa: a) aa; 6) HeT. 2. OCcBEWEeHHOCTb Ha
MOBEpPXHOCTM cTona AonxHa 6biTb 500 ntokc: a) aa; 6) Het. 3. OToenka NoTonkoBs, CTEH, NEPeroponok
B MOMeLeHmMsIX MOXeT bbiTb ntoboro uBeTa: a) aa; 6) HeT. 4. Temnepatypa B Cny>XebHOM noMeLeHnm
LonXHa bbb B npefenax +20 ? +227C: a) aa; 6) HeT. 5. B 3aBMCMMOCTM OT BpeMeHM roaa
OTHOCUTENbHAS BNaXHOCTb BO34yxa A0XHa 6biTb 0T 45 00 55%: a) aa; 6) HeT. 6. Hanuyne
MMCbMEHHOr0 cTona y cotTpyaHuka cnyxbel JOY obsizatenpHo: a) Aa; 6) Het. 7. MNpwu
LEeHTPan“30BaHHON hOpMe OpraHn3auun 4enonpon3soacTBa BCe onepaunm ¢ 4OKyMeHTamm
BbiNonHs0TCSA B cnyx6e [OY: a) na; 6) HeT. 8. [Npn TepputopmanbHoi pasobLeHHOCTN CTPYKTYPHbIX
noapasneneHunii BbIbuparoT AeLeHTpanM3oBaHHyo hopMy BeaeH s 0enonpon3soacTea: a) aa; o)
HeT. 9. B KpynHbIX y4pexaeHusix ¢ 6onbwmnM 06 beMoM 00KyMeHTo0H0poTa MCMoNb3yeTcs CMellaHHas
hopma BeaeHUsl 0enonpon3BoacTea: a) aAa; 6) Het. 10. B yupexaeHusix nepBoii kateropum ob6bem
nokymeHToobopoTa coctaensiet cebilwe 100 ThiC. LOKYMEHTOB B rof: a) aa; 6) Het. 11. CTpykTypa
cnyx6bl [1OY cdhopMmpyeTcs B 3aBUCMMOCTU OT KaTeropum, K KOTOPO OTHOCUTCS yYpeXaeHmne: a)
na; 6) Het. 12. Cnyx6a OOY sBnsieTcs caMoCTOSITENbHBIM CTPYKTYPHbIM Noapa3aeneHunem: a) na; 6)
HeT. 13. [1ns cekpeTaps NpaBoOMEpPHbl MOHSATUS 7HOPMANbHON? 1 ?MakCUManbHO? paboymx 30H: a)
na; 6) Het. 14. Paboyee mecTo cekpeTtapsi 0bopyayeTcsi No ero ycMoTpeHuio: a) aa; 6) Her.

Tema 5. OpraHn3auus LOKYMEHTO060poTa.
KONNOKBNYM , MPUMEPHbIE BOMPOCHI:

1. KakoBbl OCHOBHbIe aTanbl 4OKyMeHToobopoTa? 2. Kak BbipaxaeTcs 06beM ookyMmeHToobopoTa? 3.
B kakom cnyyae koHBepTbl Npy 06paboTKe NPUChINAEMOR AOKYMEHTALMM HE yHUYTOXATCA? 4.
KakoBa uenb peructpauumn? 5. Yto sBngeTcs OCHOBHbIM NPUHLUUNOM pernctpaummn? 6. Kakme smuabl
NOKYMEHTOB He nognexar perucrpaumm? 7. Korga ookyMeHTbl pernctpupytor? 8. B uem
npenMyLwecTsa KapTo4HOM popMbl peructpaumm? 9. Kakme goopmbl pernctpaunm JOKyMEHTOB
ncnonb3ytoTcsa B opraHnsaunn? 10. Korga pernctpupyrotcs npucbinaemble gokymeHTol? 11. Korga
PErMCTPUPYIOTCS CO3naBaeMble AOKYMEHTHI? 12. Kakne Buabl JOKYMEHTOB noanexar 06s3aTenbHoMy
KoHTponto? 13. KTo yctaHaBnmeaeT nHansmayanbHble CPOKM UCNONHeHus nokymeHTta? 14. C kakoro
MOMEHTa NCYMCNAETCS CPOK UCNONMHEHUs AokyMeHTa? 15. KTo MOXeT NpoannTb CPOK UCMONMHEHMUS
nokymeHTta? 16. Korga foOKyMEHT cHMtaeTcs UCNofiHeHHbIM? 17. V3 yero coctont nHoekc
nokymeHTta? 18. B ckonbkux ak3emnngpax ooopMnseTcs perncrpaumnoHHas kaprodka?

TBOpYECKOe 3aaaHune , NPUMepPHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUS B MHTEPAKTMBHOM (POPME: PELLEHNE N aHaNn3 ?CUTyauNOHHbIX
3apay”?.

TeCcTMpOoBaHue , MPUMepPHbIE BOMPOCHI:

1. B kaxaoMm yuypexaeHnm onxHbl 6biTb paspaboTaHbl CXeMbl ABUXEHUS OCHOBHbIX KaTeropuii
LOKYMEHTOB: @) Aa; 6) HeT. 2. YckopeHne fokyMeHToobopoTa LOCTUraeTCs 3a CHET COKpaLLeHNs
KonnyecTea obpabaTbiBaeMbix NOKYMEHTOB: a) Aa; 6) HeT. 3. [NepBoHavYanbHas obpaboTka
nocTynarowen KOppecnoHAEHLMN B yYpEeXAEeHUM YETBEPTOM KaTeropumn oCcywecTBnseTcs
cekpeTapeM: a) aa; 6) HeT. 4. BckpbITUIO NOANEXUT BCS KOPPECNOHAEHUMS, NOCTynaowas B
opraHusaumio: a) na; 6) Het. 5. KoHBepTbI MOCNe BCKPbITUS NPUChINAEMO KOPPECMNOHAEHUNN BCeraa
yHMYTOXAIOT: @) Aa; 6) HeT. 6. PakT NOCTYNNEHMS NOKyMEHTA B OpraHM3aumio 0opMaseTcs
pesoniounein pykosoautens: a) aa; 6) Het. 7. OTMeTKa 0 NOCTYNIEHUN AOKYMEHTA B OpraHM3aumto
npoctasnsieTcs Ha ntobom cBo6OOHOM MecTe nncTa OokyMeHTa: a) aa; 6) Het. 8. OTMeTKy 0
NOCTYNNEHNN OOKYMEHTA B OPraHmn3aLmnio MOXHO NpoCTaBnsATb HAa KOHBeEpPTE: a) Aa; 6) HeT. 9. Bce
LOKYMEHTbI, NOCTYNMBLUNE B OpraHn3auuio, nognexar perunctpaumm: a) oa; 6) Het. 10. OcHoBHO
NPUHUMN permctpaummn ? ogHOKpaTHOCTL: a) Aa; 6) HeT. 11. [NocTynatowme LOKYMEHTbI
PErMCTPUPYIOT B fIeHb NOCTYNNeHns: a) aa; 6) Het. 12. Co3pnaBaeMble OOKYMEHTbI PErMCTPUPYIOTCS B
LeHb NoANMCcaHns unun yteepxaeHuns: a) na; 6) Het. 13. B yupexaeHun ¢ 06 bemMom
LOKyMEHTO060pOTa CBbIWE OAHOM ThICAYM OOKYMEHTOB B rof MCMOMb3YHOT XypHaNbHY0 OopMy
permctpaumnu: a) aa; 6) Het. 14. PermctpaumnoHHble KapToykm MoryT 6biTb pasHoro ugeta: a) aa; 6)
HerT.

Tema 6. Peructpaums OKYMEHTOB M OopraHuM3auusi MHOpMaLMOHHO-CNPaBOYHOM paboThl.
KOHTpOnb CpOKOB UCMONTHEHUSI OKYMEHTOB. [LoKyMeHTanbHbi OOHA, OpraHn3auun.
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KONNoKBUYM , MpUMeEpPHbIE BOMPOCHI:

1. Yto BK/tOYaeT B cebs noAroToBka fen K xpaHeHuto? 2. Kakoi apxvB Ha3blBaeTCs
BELOMCTBEHHbIM? 3. B Kakyx opraHu3auusix Co3fatoTcst SKCNepPTHbIE KOMUCCUN U LIeHTpanbHbIe
akcnepTHble koMuccun? 4. KakoBa 0CHOBHas 3afaya akcnepTuabl LEHHOCTM AOKYMEHTOB? 5. Kakmm
LOKYMEHTOM pernameHTupyeTcs cosnaHue aKCcnepTHo kommuccun? 6. KTo BXOAUT B COCTaB YIeHOB
aKcnepTHOW Komuccun? 7. KTo siBnsieTcst npeacenartenem akcnepTHoin kommcemmn? 8. Kak 4acTto
NPOBOASATCS 3acefaHnNsi 9KCNePTHON KOMUCCUU 1 KakUM AOKYMEHTOM OHU ochopmnstoTcs? 9. Kakum
LNOKYMEHTOM pernameHTupyeTcs cpok xpaHeHusi nena? 10. Kakue ookyMeHTbl 0TOMpatoT Ha
NOCTOSIHHOE xpaHeHune? 11. C Kakoro BpEMEHW UCHUCNSIETCS CPOK XpaHeHns nena? 12. Kakmm
LOKYMEHTOM ocpopMnsieTcst yHuuToXeHne nen? 13. B kakom cnyyae nponsBoamnTcst NonHoe
odbopmneHue nen? 14. Korna gena nognexar 4yactnyHoMy odoopmneHunto? 15. Ha kakue yetoblipe
rpynnbl 4OKYMEHTbI KNacCUULMPYIOT MO CPOKaM XpaHeHUs?

KOHTponbHas paboTta , NpUMepPHbIE BONPOCHI:

1. CpoKn XxpaHeHns OKYMEHTOB, YCTaHOB/IEHHbIE TUMOBLIMU NEPEYHAMM, B BEOOMCTBEHHbIX
NepeYHsiX: a) MOXHO yBenmumBaTh; 6) MOXHO yMeHbLlWaTh; B) UBMEHSATb HeNb3s. 2. [1aToi IMYHOro
Lena sBnsTCSA: a) AaThl MPUKA30B MO NIMYHOMY COCTaBy O MPUEME M YBONbHEHWUW; 6) AaTbl NEPBOMO M1
nocnefHero 4OKYMEHTOB; B) AaTbl Ha4ana 1 OKOHYaHUS gena, NnpocTaBfieHHble cekpeTapeM. 3.
3aBepuTenbHy0 HAANUCb NOANUCHLIBAET: a) PyKOBOAUTENb apxmBa; 6) cocTaBuTeNb; B) pyKOBOOUTENb
CTPYKTYpHOro nogpasgeneHus. 4. Ecnu B neno noAwnTbl ootorpagoum, x HyMepyoT: a) Ha NnLeBo
CTOPOHE B NPaBOM BEPXHEM yriy; 6) Ha 060POTHON CTOPOHE B NEBOM BEPXHEM YrNy; B) BHU3Y HA
nVLEBOI CTOPOHE. 5. JINCTbI fiena HyMepytoT: a) B NPaBOM BEPXHEM yriy; 6) B NpaBOM HUXHEM yrny;
B) mocepenHe HUXHero nons nucta. 6. NonHoMy odpopmneHuto nognexar gena: a) C BpeMeHHbIM
cpokom xpaHeHus (oo 10 net); 6) ¢ BpeMeHHbIM (cBbiwe 10 neT) CpokoM XpaHeHusi; B) Bce aena. 7. B
TeYeHve 0enonpom3BOACTBEHHOrO roaa JOKYMEHTbI U3 LeN: a) MOXHO BblaaBaTb; 6) BbloaBaTtb
Henb34; B) MOXHO BblAaBaTtb Ha YCMOTpeHWe cekpeTaps. 8. BbIHOCUTb 3aBepuTeNbHy0 HaANUCb Ha
obnoxky nena: a) paspelaeTtcs; 6) He paspelwaeTcs; B) paspewaeTcs no yCMOTPEHMIO COCTaBUTENS.
9. Moxert nu 6bITb B fene n1CT non HoMepom 32a: a) Aa; 6) HeT; B) N0 YCMOTPEHUIO
nenonponssoantens (cekpetaps)? 10. Jluct noboro popmarta, CNOXEHHbIV U NOAWNTLIA 3a O4NH
Kpaii: a) HyMepyroT Kak 0uH NUCT; 6) cTaBAT HOMEpP ¢ ByKBEHHbIM 0O03HAYEHMEM; B) HYMEPYIOT Kak
nsa nucta. 11. Jluct cpbopmara A3, CNOXEHHbIN U NOJWMUTBIN 32 CEPEaMHY: a) HYMEPYIOT Kak OAuH
nucT; 6) HyMepyloT Kak ABa NUCTa; B) TMCT NOANEXMUT nepewmske. 12. B kakon pekBnuaut 0bnoxku
Lena Henb3s BHOCUTb N3MEHEHWS: a) B 3aronoBok Aena; 6) B UHAEKC aena; B) B Ha3BaHWe
opraHudauuun? 13. Ecnu B oene noawnTbl SOKYMEHTbI CO CPOKOM XpaHeHusa 3 1 5 net, oHO XxpaHUTcS:
a) 3rona; 6) 5 ner; B) 7 net. 14. Cpok XxpaHeHMs DOKyMEHTa ucumcnseTcs: a) ¢ 1 aHeaps roaa,
CnefnyloLWero 3a roioM oKoH4aHus gena; 6) ¢ 1-ro ymcna mecsua, Cneayowero 3a rofoM OKOHYaHUs
[ena; B) Ha cnenyowmin geHb nocne okoH4yaHua gena. 15. CosnaHme aKCnepTHON KOMUCCUK
pernameHTMpyeTcs: a) u3gaHuem npukasa; 6) NpoToOKONOM 3acefaHuns; B) HUKAKMM LOKYMEHTOM He
pernameHTupyetcs. 16. MMHUManbHbIN COCTAB YNEHOB 9KCMEPTHOM KOMUCCUK: a) 2 Yenoseka; 6) 3
yenoBeka; B) 4 yenoseka. 17. 3acenaHns 9KCNEPTHOW KOMUCCHM OCDOPMASIOTCS: @) akToM; 6)
NPOTOKOSIOM; B) cnpaBkow. 18. YHu4ToXeHne nen ohopmnsercs: a) nprkasom nNo OCHOBHOW
LesTeNbHOCTU; 6) aKTOM 00 YHUYTOXEHWUN OOKYMEHTOB; B) HUKAKUM OOKYMEHTOM HE 0CpOpMNSETCS.
19. lNonHoe odpopmneHve nen Npom3BoaNTCA: a) MO YCMOTPEHMUIO Oenonpom3BoauTens (cekpertaps);
6) No ykasaHuio PyKOBOAUTENS YYPEXAEHNS; B) B 3aBUCUMOCTM OT CPOKOB XpaHeHus nena. 20.
Jarton gena, cogepxaliero pacnopsanTenbHyo JOKyMEHTauumo, SBNSOTCA: a) AaTbl MOAWNBKM
NepBOro 1 NocnenHero 4OKYMeHTOB; 6) KpaiHe Aatbl AOKYMEHTOB; B) AaTbl HA4Yana n OKOHYaHus
KaneHgapHoro roga.

TeCcTMpoBaHue , NPMMepPHbIE BOMPOCHI:

1. Hannune akcnepTHO KOMMUcCUn B opraHm3aumm obssatenbHo: a) aa; 6) HeT. 2. B coctas
9KCMEPTHOM KOMUCCUMN HYXHO BKNIOYaTb COTPYAHMKA BEAOMCTBEHHOIrO apxmea: a) na; 6) Hert. 3.
MO>XHO N1 U3MEHNTb CPOK XPaHEeHWs B BEAOMCTBEHHOM NepeyHe, eCNn OH YCTaHOB/IEH TUMOBbLIM: &)
na; 6) HeT? 4. HyXHO nn HymepoBaTb NUCTbI Aena Npy 4acTUYHOM OGOPMAEHMM Aen: a) Aa; 6) HeT?
5. MOXHO nv noAwnTb B AENO LOKYMEHTBI C pasHbiMM CPOKaMu XpaHeHus: a) aa; 6) Het? 6. MoxHO
NN YHUYTOXUTb LOKYMEHTbI A0 TOr0, Kak 6yneT ya0CTOBEPEH aKT 00 YHUYTOXEHMUN OOKYMEHTOB: a)
na; 6) HeT? 7. 3acenaHnsa sKCNEPTHON KOMUCCUM NPOBOASATCS HE pexe OBYX pa3 B roA: a) Aa; 6) Her.
8. Npencenarenem akCnepTHOM KOMAUCCUMN HA3HAYAETCA OMH N3 PYKOBOAAWMX PabOTHMKOB
yuypexaeHus: a) na; 6) Het. 9. [lena BpeMeHHoro (0o 10 net BKIOYMTENBHO) XPaHEHUS NepeaatoT B
BEOMCTBEHHbI apXxuB: a) aa; 6) HerT.
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Tema 7. OpraHusau,vm Agenonpou3sonctea no o6pau.|.e|-|m|M rpaxnaH.
KONNOKBUYM , NMPpUMEPHbIE BOMPOCHI:

1. KakoBbl OCHOBHbIE BUAbI 0bpalueHnii rpaxaaH? 2. Begetcs nu oenonpon3soacTso no
obpatleHmsiM rpaxaaH oTaeNbHO OT ApPYrvMxX BUAOB AeNnonpon3soacTea? 3. YHUUTOXAETCS in
KOHBepT aBTopa obpaweHuns? 4. Kakme obpalieHns rpaxaaH cyMtarTcs NoBTOpHbIMA? 5. B KakoMm
cnyyae roToBMTCS CONPOBOAMTENbHOE NUCbMO K 0bpalleHunto? 6. Kakmm LOKyMEHTOM OCPOPMASIETCS
obpatweHune, nocTynuelee no TenedooHy? 7. KTo noannceiBaeT 0TBET Ha obpalueHne?

TecTnpoBaHune , npmMMepHbIe BOMpPOChI:

1. B neno nomewatoT TONbKO UCMONHEHHbIE AOKYMEHTHI: @) Aa; 6) HeT. 2. HenpaBnnbHO
0ChOpMNEHHbIE NOKYMEHTbI BO3BpALLAT UCMONHUTENIO Ha AopaboTky: a) aa; 6) HeT. 3. B neno
NOAWMNBAKOT HEUCMNONHEHHbIE AOKYMEHTbI: @) Aa; 6) HeT. 4. lena MoryT choopMMpOBaTLCS U XPaHUTLCA
y ucnonHutens: a) na; 6) Het. 5. lMpwkasbl N0 OCHOBHOW AEATENbHOCTA M MO NMYHOMY COCTaBy
rpynnvpytoT B OOHO AEeNo: a) Aa; 6) HeT. 6. 3asBneHns, NPeanoXeHns 1 xanobbl rpaxaaH MOXHO
rpynnupoBaTtb B OAHO Aeno: a) Aa; 6) HeT. 7. [Mepenucky ¢ NpaBUTENbCTBEHHBIMU 1 BbIWECTOSLMMN
opraHusaumsammn rpynnmpyoT B 0QHO Aeno: a) Aa; 6) HeTt. 8. [lokyMeHTbl U3 gena B Te4eHue
Llenonpon3BOACTBEHHOMO roa MOXHO BblaaBaTtbh Ans paboTtbl ICNONHUTENSM: a) aa; 6) HeT. 9.
MOoXHO BblaaBaTtb 4OKYMEHTbI U3 AEN NOCMe 3aBepleHns AenonpoM3BoACTBEHHOrO roga: a) aa; o)
HeT. 10. MNpu chopMmnpoBaHMM Oen NPUNOXEHNE MOXHO rpynnMpoBaTth B OTAENbHOE AeNno: a) aa; 6)
HeT. 11. JJoKyMeHTbl NMOCTOSHHOMO 1 BPEMEHHOIO CPOKOB XPaHEHWS rpynnuUpyoT B OTAENbHbIE Aena:
a) na; 6) Het. 12. dopMUpoBaHNE Oen OCyLWECTBNAETCA LEHTPANN30BaHHO MO MECTY perncTpauum
LOKYMEHTOB: a) fa; 6) HeT. 13. Mpwn chopMmpoBaHMmM Aen NPOTOKOMbI NOAWMNBAKOT B XPOHOIOTMYECKON
nocnenoBaTenbHOCTU: a) Aa; 6) HeT. 14. Xanobbl n 3asBneHns rpaxaaH B Aene noAlwmnBatoT B
andgoaBUTHOM NocnenoBaTenbHOCTU: a) aa; 6) Her.

Tema . UToroesas popma KOHTpons

[MprMepHble BOMPOCHI K 3a4eTy:

1. NokymeHTnpoBaHue B IX-XV BB.

2. lNpukasHoe penonpounssoncteo (XVI-XVII es.).

3. Konnexckoe genonpounssoncteo (XVIII B.).

4. MuHucTtepckoe genonpounssoncteo XIX - Hayano XX B.

5. ®opmupoBaHme cuctemMbl COBETCKOro genonponssonctea (1917 - 1940 rr.).
6. CoBeTtckoe aoenonpon3soactso B 1950-1960-e rr.

7. Passutne cosetckoro genonpoussoactea (1970-1980 rr.).

8

. HanpaeneHus pa3sutusi 3aKOHO4ATENbHOIO PErynMpPOBaHNs LOKYMEHTMPOBAHWS yrpaBieHYeCcKoM
LNEeSTEeNbHOCTH.

9. CraHpapTunsauns 1 yHugoumkaums LOKYMEHTOB.

10. M'ocynapcTeeHHOe perynnpoBaHmne npoLieccoB opraHn3auny paboTbl C JOKyMEHTaMu.
11. HopmatmeHo-MeTOONYECKME LOKYMEHTbI MEXOTPACNIEBOro OEeNCTBUS.

12. PernameHTtaumns coxpaHHOCTN LOKYMEHTOB.

13. OTBETCTBEHHOCTb PYKOBOAUTENEN N OOMXKHOCTHBIX NNL 32 paboTy C AOKYMEHTaMMU.
14. Tunonorns 0OKyMEHTOB.

15. ®opmartbl Bymaru n nons.

16. Obwme TpeboBaHNS K COCTABNEHNIO N OGDOPMIIEHMIO OOKYMEHTOB.

17. MoHsiTNe "OnaHk ookymeHTa".

18. bnaHkn 0OKYMEHTOB.

19. Mopsanok ocpopMneHns pekBM3MTOB BnaHka.

20. Mi3rotoBneHne 6naHKoB.

21. [NpaBmna opopmneHnsa pekBn3nToB, ONpeaensoWwmx PULNYECKY0 Cuny JOKYMEHTa.

22. MNpaBuna ohopMNeHNs PEKBM3UTOB, OTpaxarowmx 06paboTky 1 ABUXEHME LOKYMEHTa
(Denonpou3BoLACTBEHHbIE OTMETKN).

23. TpeboBaHus K TEKCTy OOKyMeHTa. TpeboBaHMs K U3roTOBMEHUIO JOKYMEHTOB.
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24. OpraHn3aLmnoHHble JOKYMEHTbI, onpefeneHHble 3akoHo4aTeNnbCTBOM Poccuiickon degepaunn.

25. CocTtas OpraHM3auuoHHbIX JOKYMEHTOB, BK/THOYEHHbIX B YHUPULIMPOBAHHYO CUCTEMY
OpI'aHVI38.LI.I/IOHHO-paCﬂOp$|,EI,I/ITeJ'IbHOI7I OOKyMeHTauunn.

26. HasHaueHune pa3nnyHbIX BUOOB OPraHn3auMOHHbIX OOKYMEHTOB.

27. TpeboBaHuMs K COCTABNEHMIO 1 OCPOPMIEHNIO OPraHN3aLMOHHbBIX OKYMEHTOB, NCMONb3YEMbIX B
nestenbHoct cnyx6ul JOY.

28. Ponb 1 3HayeHne pacrnopsagmtenbHON 4OKYMEHTALUN B AOKYMEHTUPOBAHNN yNPaBieHYeCKOoM
NesaATeNbHOCTW.

29. CocTaB pacnopsavTesbHbIX JOKYMEHTOB.

30. HopmaTumBHbIE 1 NpaBOBbIE aKTbl KAk BUL pacnopsaanTenbHbIX JOKYMEHTOB (heaepasnbHbIX
OpraHoB UCMONMHUTENbHOW BNacCTu.

31. MNMpurkas kak OCHOBHOW LOKYMEHT, MCMNOMb3YEMbI NS OKYMEHTMPOBAHUS €AUHOHAYANIbHOW
pacrnopsAMTENbHON OEATENbHOCTY.

32. [NpaBuna coctaBneHns N 0POPMIEHUS NPUKA30B NO OCHOBHOWN AEATENbHOCTU OpraHm3auum.
33. PasHoBnaHOCTN pacnopsixXeHuia.

34. lNpasmna cocTaBneHns 1 0POPMIEHNS PACNOPSXKEHNIA.

35. Bbinucka 13 pacnopsamtenbHOro JOKyMeHTa, nopsaok ee ohopMneHUs.

36. Opunanyeckas cmna pacnopsanTenbHbIX 4OKYMEHTOB.

37. Ponb 1 3Ha4yeHne npoTokona B OKYMEHTUPOBAHMY YPaBIeHYeCKON OesATeNIbHOCTMY.

38. PasHoBmngHOCTN NPOTOKOSOB.

39. TpeboBaHMs K UX COCTaBNEHNIO 1 OCDOPMIEHUIO.

40. 3akoHopatenbHas pernameHTauus cogepXxaHns n oopMneHnst oTaeNbHbIX BUAOB NPOTOKOMOB.
41. Bbinncka n3 npoTokona, nopsaaok ee ogpopMIIeHS.

42. [lokyMeHTUpoBaHne pacnopsanTeNibHOM OesTeNbHOCTU KOnnernanbHblX OpraHoB.

43. lOpuanyeckas cuna npoTokona v BbiMUCKK U3 MPOTOKONOB Pa3/NYHbIX Pa3HOBULHOCTENA.
44. Ponb 1 3Ha4yeHne NHopMaLUmoHHbIX OKYMEHTOB B yNPaBneH4eCckomn 4eaTenbHOCTU.

45. CocTaB MHGOPMALMOHHbIX LOKYMEHTOB.

46. CnyxebHas nepenucka.

47. I'lncbMO Kak OCHOBHOW BU OOKYMEHTA ONS OCYLWECTBNEHNS KOMMYHMKALINIA.

48. BHYTpeHHSS nepenncka opraHn3aunii.

49. loknagHble 3anncku, Crpasky, npasuna nx 0OPMIEHNS.

50. lNepenucka ¢ ncnonb3oBaHMEM CPELCTB 3NEKTPOCBA3N (Tenerpammbl, TeNedPOHOrpaMmbl,
goakchl).

51. AKT KaK B, UHPOPMaLIMOHHO-CMPaBOYHOro JOKYMEHTA.

52. OpraHun3aLmnoHHble PopMbl AENONPON3BOLCTBA.

53. CtpykTypbl cnyx6bl JOY.

54. 3apaum n oyHkumm cnyx6el JOY.

55. [IONXHOCTHOW M YMCNEHHbI cocTas cnyx6bl JOY.

56. PernameHTtaums cnyxo6el JOY.

57. MNMoHATMSA "poKyMeHTo0b0poT", "opraHmn3auns JokymeHToobopoTa".

58. O6wue NpPMHUUMBLI 1 METOANYECKE OCHOBBI OpraHn3aLmnmn 0okyMeHToobopoTa.
59. I1okyMeHTOMOTOKU N NX CTPYKTYpa, HanpasiieHHOCTb OBUXEHWS, MAPLPYThI.
60. OTanbl ABMXEHNS OOKYMEHTOB.

61. TexHonorns o6paboTkn AOKYMEHTOB, BXOASAWMNX B PA3HbIE AOKYMEHTOMOTOKM.
62. ONEeKTPOHHbIA OOKYMEHT.

63. DNeKTPOHHbIN [OKYMEHTOOOOPOT.

64. ObbeM 0OKyMEeHTOObOpOTa OpraHn3aunn, ero BIMsHUE Ha opraHn3aumio paboTbl ¢
LIOKYMEHTaMMu.

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

PerunctpaumnoHHbii Homep 9500517 5AE
Ctpanunua 16 n3 23. il YHITI

S OEALIK G



Mporpamma aucumnnnuHsl "denonpon3soncTeo B opraHusaumm”; 38.03.01 OkoHOMKKa; AOLEHT, K.H. [puropbesa E.A.

65. AHann3 goKyMeHToobopoTa opraHn3auum.
66. Vicnonb3oBaHWe OaHHbIX aHanm3a Afs CoBepLEeHCTBOBAHUS paboTbl C JOKYMEHTaMMU.

67. Pernctpaums kak coctaBHas 4acTb TEXHONOMMM OeN0onpon3BoACTBa U
NHJOOPMaLIMOHHO-NONCKOBOW CUCTEMbI MO OKYMEHTaM opraHnaauuu.

68. Obwwme NpHUMMBI U NpaBuna perucTpauun.

69. HasHa4yeHne 1 OCHOBHbIE LIENV perncTpaunu.

70. XapakTepuctmka COBPEMEHHbIX PErMCTPaLMOHHBLIX OOPM.

71. CocTtaB pekBM3NTOB PErUCTPALMOHHbBIX OOPM 1 NMpaBmna Nx 3anofHeHns.
72. NpaBmna nHOEeKCUpPoBaHUS OOKYMEHTOB.

73. Baanmoces3b permctpaumm 4OKYMEHTOB C OpraHm3aumein HPOopMaLMOHHO-CMPaBOYHOM
paborTbl.

74. MpuHUMNbl POPMMPOBAHUS UHZOPMALIMOHHO-NOVNCKOBBIX CUCTEM.

75. 3Ha4yeHne 1 OCHOBHbIE MPUHLMMbBI OpraHu3aumn KOHTPOS 3a CPOKaMU CMONTHEHUS! LOKYMEHTOB
B annapare ynpaBneHusl.

76. 3anayn 0enonpov3BOACTBEHHON CNyX0Obl MO KOHTPO/IO UCMOTHEHUS LOKYMEHTOB.
77. CTagumn KOHTPONbHOW OEATENbHOCTN.

78. CpOKM UCMONHEHUS OOKYMEHTOB.

79. Tunosble N NHANBMOYaNbHbIE CPOKMW.

80. TexHonormsa KOHTPOsbHbIX Orepauuni.

81. lNpenynpenuntenbHblid N NTOTOBbIA KOHTPO/b.

82. Vicnonb3oBaHne AaHHbIX 06 NCMOMHEHUN LOKYMEHTOB B YCNOBUSAX TPAANLNOHHON U
aBTOMATM3MPOBAHHON TexHonornn o6paboTkn OKYMEHTOB.

83. lNoHATMe "dpopmmposaHue gen".

84. CoBpeMeHHas HopMaTMBHO-MeToanYeckas 6asa, onpeaensirowas TpedoBaHNs K OPMUPOBAHNIO
Oen N XpaHeHUo JOKYMEHTOB B 0eM0nponu3BOACTBE.

85. OpraHumsauns 1 obwuii NopsaoK OPMUPOBAHNSA OeN.

86. NMpuHuMnbI cucTemMaTn3aunm SOKYMEHTOB BHYTpY Oen.

87. NpaBnna popMmMpoBaHUSA OOKYMEHTOB pasfiMyHbIX KaTeropuin B gena.

88. YacTtuyHoe opopmneHune nena.

89. OpraHn3auns XxpaHeHus 1 NCNONb30BaHNS OKYMEHTOB MOCNE 3aBePLIEHNS paboTbl C HAMN.
90. lNoHsATME HOMEeHKNaTypbl gen.

91. Bugbl HOMEHKNATYpPbI Aef, UX OCOBEHHOCTM U Ha3HaYeHNe.

92. PernameHTaums TpeboBaHmiA K COCTaBNEHUIO HOMEHKNATYPbl AeN B COBPEMEHHbIX
HOPMaTMBHO-METOOMNYECKMX LOKYMEHTAaX.

983. lNpaBmna coctasBneHns HOMeHKnaTypbl gen.

94. KnaccndpmkaumoHHasa cxema HOMeHKaTypbl.

95. VcTouHmKM onpeneneHns CpoKOB XpaHeHUs oen.

96. OcobeHHOCTM 0CPOPMNEHNS N YOOCTOBEPEHNS HOMEHKNATYPbI Oen.

97. lNoHATMe "akcnepTm3a LeHHOCTN OOKYMEHTOB", ee Ha3HayeHue.

98. HopmatumsHO-MeTOONYECKME N TEOPETUHECKMNE OCHOBbI NPOBEAEHNS 9KCMEPTUSbI.

99. OpraHun3aums aKcnepTn3bl LEHHOCTN OOKYMEHTOB B OpraHM3aumnsax n y4pexneHnsx pasnmnyHbix
YPOBHeW ynpasneHus.

100. 3agayn aKCnepTmabl LEHHOCTN LOKYMEHTOB.

101. TpeboBaHMs K NPOBEAEHMIO SKCNEPTN3bI LLEHHOCTU LOKYMEHTOB.

102. Nopsanok 1 JOKYMEHTUPOBaHUE OeATENbHOCTM SKCNEepTHbIX Komuccuin (9K).
103. OhopmneHne pesynbTaToB 9KCNEPTM3bl LLEHHOCTM OOKYMEHTOB.

104. HopmaTtunBHO-MeTOANYECKME [OKYMEHThI doefeparnbHbiX apXUBHbIX OpraHoB 06 yHudvkaumm
TpeboBaHuiA kK Aenam, CoaBaeMbIM B apXmB.
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105. OcHoBHble TpeboBaHMs K 00OPMIEHNIO AEN NPY UX NOArOTOBKE K Nepenaye Ha OanbHelwee
XpaHeHwue.

106. Onucw pen.

107. lNpaBuna cocTaeBneHnsi 1 0OPMIIEHNS OMUCEN.

108. Nepepnada nen B apxme opraHmusaumnu.

109. NoHaTna "npennoxenuns"”, "3assneHns”,
obpatleHms rpaxaaH".

110. 3akoHoaTenbHOE U HOPMAaTUBHOE perynnpoBaHme paboTbl ¢ 0bpalleHsaMM rpaxaaH.
111. OcobeHHOCTM BeaeHNs Oenonpon3BoaCTBa No obpalleHmaM rpax.aaH.

112. MoparotoBka 1 Nepenaya B apxue opraHnsauumn obpaweHnii rpaxnaH.

113. OpraHusaums nM4YHOro npueMa rpaxaaH.

Xanobbl", "xonarancTea" n "KONNEeKTUBHbIE

7.1. OcHOoBHas nuTeparypa:

1. Angpeesa B.W. [lenonpon3BoacTBO: opraHn3aums 1 BeaeHue: y4ebHo-npakTmyeckoe nocobue /
B./. AHppeeBa. - 2-e uag. nepepab. u gon. - M.: KHOPYC, 2008. - 256 c.

2. OenonpounasoacTteo: YyebHoe nocobue / E.H. bacosckas, T.A. bbikosa, J1.M. Bsnoea, E.M.
Embiwesa; MNog obw. pean. T.B. KyaHeuosoit - M.: ®opym, 2010. - 256 c.: 60x90 1/16. (Mepenner)
ISBN 978-5-91134-422-1, 500 aka.

http://znanium.com/catalog.php?bookinfo=198625

3. JokymeHTaumoHHoe obecneyeHne ynpasneHus: YuebHuk / B.C. Cokonos. - 3-e n3ga., nepepab. n
aon. - M.: ®@opym, 2010. - 176 c.: 60x90 1/16. - (MpodoeccnoHanbHoe obpasosaHme). (MepennerT)
ISBN 978-5-91134-444-3, 2000 aks.

http://znanium.com/catalog.php?bookinfo=228219

4. Kabawos C.10., AccpaHansposa N.I". [1enonpon3BOLACTBO U apXMBHOE LE0 B TEPMUHAX U
onpegneneHusix: y4eb. nocobue / C.10. Kabawos, W.I'. AcchpaHamsaposa. - M.: dnumnHTta: Hayka, 2009. -
296 c.

http://znanium.com/bookread.php?book=200418

5. KynsieB H.H. OokymeHToBeneHue: yiebHuk / H.H. Kynses, O.H. Ypanos, A.I'. ®abpnyHoB; noa
pen. npodp. H.H. KyHsiesa. - M.: Jloroc, 2011. - 352 c.

6. KyHsies H.H. KoHpuoeHumnanbsHoe 0enonporsBoaCcTBO U 3aLUNLWEHHBIA 3NEKTPOHHbIV
LLOKYyMEHTO0060pOT [OnekTpoHHbIN pecypc]: yuebHuk / H.H. KyHsies, A.C. OémywkuH, A.T.
dabpwuyHoB; nog obuw. pen. H.H. KyHsesa. - M.: Jloroc, 2011. - 452 c. - (HoBasi yHuBepcutetckas
6nbnuoteka). - ISBN 978-5-98704-541-1.

http://znaniusm.com/catalog.php?bookinfo=468998

7. Pa3pnopoxHsbiii A.A. JOKyMEHTUPOBaHMNE yNpaBneHYeckon fesTensHocTu: YyebHoe nocobue. - M.:
NH®DPA-M, 2009. - 304 c. - (Bbiclwee obpasoBaHue).

7.2. lononHutenbHasa nuteparypa:
1. AlimaH, TatbsHa OnerosHa. [enonpon3soacTtso: obpasubl okymeHtoB / T. O. AiiMaH. - 3-e n3g. -
M.: PUOP, 2008. - 280 c. - ISBN 978-5-369-00268-1: p. 125.00.

2. Bacakos M./. [lenonpon3BoACTBO 1 KOPPECMNOHAEHLMS B BONPOCax 1 oTBeTax: y4eb. nocobue
LNs CTYOEHTOB 3KOH. By30B 1 konneaxeli / M.W. bacakos. - 5-e n3ga., nepepab. n gon. - Poctos H/[;:
deHmkce, 2003. - 320 c. - ISBN 5-222-03682-0: p. 73.00.
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3. bacakos, Muxaun ViBaHoBun4. Jenonponssoncteo: koHcnekT nekunin / M. W. bacakos. - 5-e naa.,
nepepab. n gon. - Poctos H/[.: deHuke, 2007. - 192 c. - (3ayeT n ak3ameH). - ISBN
978-5-222-12088-0: p. 55.00.

4. bacakos, Muxavn ViBaHoBuy. [lenonpon3soncTtso: KoHcnekT nekuuin / M. . bacakos. - 8-e nag. -
Poctos H/.: ®eHuke, 2010. - 192 c. - (3a4yeT n ak3ameH). - ISBN 978-5-222-16314-6: p. 125.00.

5. bacakos, Muxaun ViBaHoBmY. Kak npasunibHO NOArOTOBUTbL M OOOPMUTL OE/T0BOE MUCbMO:
yyeb.-npakt. nocobue / M.W. bacakos. - 3-e n3g., ncnp. n gon. - M.: dawkos n K, 2003. - 112 ¢c. -
ISBN 5-94798-502-0: p. 26.40.

6. BapuxuH A.B. [1enonpon3BoacTBO U AOKYMEHTOOO0pPOT. - M.: KHuXHbIA Mup, 2008. - 416 c.

7. BapuxvH A.B. Kagposoe nenonpon3soacTso. [Npaktnyeckoe nocobue. - M.: KHuxHbin mup, 2009.
-192 c.

8. baxapes A.P. Kagposoe geno ans Hosu4kos / A.P. byxapes, O.A. KoBanesckas. - 6-e nsg., ctep.
- HoBocmbupck: Cnb. yHuB. nsa-so, 2010. - 432 c. - (Cepus "Kanposuk").

9. BonkoBa, Hatanbst BacunbeesHa. OCHOBbI 0eN0NPOM3BOACTBA: Y4EOHO-METOANYECKNIA KOMMIEKC /
H. B. Bonkoea; ®enep. areHTCTBO N0 obpazoBanHnto PP, NH-T cou. 1 rymaHmnTap. 3HaHuii. - KasaHb:
[M3a-8o MOwuH PT], 2010. - 35 c.: un.; 21. - bubnuorp.: c. 26-28 n B TekcTe. - ISBN
978-5-4233-0006-7((B 061.)), 200.

10. [lokyMeHTauMoHHoe obecrneyeHre ynpaBneHus Herocy4apcTBEHHbIX OpraHmM3aunii: YuyebHoe
nocobue / T.A. bbikoea, J1.B. CaHkuHa. - M.: UIH®PA-M, 2010. - 288 ¢.: 60x90 1/16 + CD-ROM. -
(Bobicwee obpasosaHue). (Mepennet, cd rom) ISBN 978-5-16-003958-9, 500 3ka.

http://znanium.com/catalog.php?bookinfo=197778

11. Opewep, tOnuns HukonaesHa. [okymMeHTaunoHHoe obecrneyeHne ynpaBneHusl: TEXHUYeckme
CpeancTBa COCTaBNEHMS, M3rOTOBNEHNS N XPaHEHNS OOKYMEHTOB: yyebHoe nocobue / HO.H. Opewep.
- KazaHb: MeguumHa, 2007. - 416, [1] c.: un.; 20. - Bubnuorp.: c. 373-382 (163 Ha3B.). - ISBN
978-5-7645-0337-0, 100.

12. Xoxosa J1.A., OexkuHa tO.A. [lokyMeHTauMOHHOe obecneyeHmne yrnpaBneHns: Kypc nekumi. -
M.: N3n-8o MITQY, 2010. - 144 c.

13. Vigpucoea, AnbbrnHa PancoBHa. TexHONOrMm AOKYMEHTAUNOHHOIO Y MUHHOBALIMOHHOTO
obecneyeHns ynpaeneHus: TekcTtol nekunii / A.P. NWopucosa, A.9. AxmetoBa; ®eaep. areHTCTBO Mo
obpaszoBaHuto, Noc. 06pasoBart. yupexaeHue BbiCw. NPodd. obpa3oBaHus "KasaH. roc. TeXHON. yH-T".
- KagzaHb: KI'TY, 2010. - 175 c.; 21. - ISBN 978-5-7882-0940-1, 100.

14. NlHgbopMaUVOHHbIE TEXHONOIMN B AEeNONpPON3BOACTBE: TEKCTbI Nekuunn / denep. areHTCTBO No
obpasoBaHuto, loc. 06pasoBart. yupexaeHve BbiCl. Npod. obpa3oBaHms "KasaH. roc. TexHon. yH-T",
HuxHekam. xuM.-texHon. uH-T; [cocT. O. B. Mbywesa n op.]. - HuxHekamck: HuxHekamckumia
XMIMUKO-TexXHonorn4yeckmm nHetutyt (dounuan) KTy, 2010. - 110 c.: vn.; 21, 100 .

15. Vlctopns OKyMEHTMPOBaHNSA 1 OeNoNpon3BOLACTBA: XpecToMaTus: ons CTyaeHTOB
cneumanbHocTy 350800 [okyMeHTOBEeAEHME M OOKYMEHTAUMOHHOE obecneyeHmne ynpaBneHns /
M-Bo kynbTypbl Poc. ®enepaunn, KasaH. roc. yH-T KynbTypbl U UCKYCCTB; [coCcT. . [,
rabpenbraHeesa]. - KasaHb: KynbTypa, 2010. - 250 c.; 21. - Bubnuorp. B npnMey. B TekcTe. - Ykaa.
nmeH: c. 230-235. - ISBN 978-5-9960-0036-4, 100.

16. Kagposoe nenonponssoactso: HaunHaem ¢ Hyns. Ayaout csommum cunamm / .B. Xypaenesa,
M.B. Xypasnesa. - M.: UH®PA-M, 2010. - 184 c.: 60x88 1/16 + CD-ROM. - (b-ka xypHana "Tpya.
npaso P®"; Bein. 7 [194]).(o6noxka, cd rom) ISBN 978-5-16-004489-7, 1000 akas.

http://znanium.com/catalog.php?bookinfo=205822

17. KazaHuesa I".B. JInyHble [oKyMeHTbI: TpeboBaHMs K 000pMAIEHNIO 1 06pa3sLibl [OKYMEHTOB:
[anekTpoHHbIN pecypc] y4eb. nocobue / '.B.KasaHuesa. - 4-e n3a., ctepeotun. - M.: ®dnuHTa:
Hayka, 2011. - 40 c.

18. KupcaHosa, Mapusa BnagummnposHa. Kypc nenonpovnssoacTtsa: JOKYMEHTaUMOHHOe
obecneyeHne ynpasneHus: yuebHoe nocobre s CTyLeHTOB BbiCWMNX Y4eOHbIX 3aBeAeHWA,
obyyatowmxcs no cneumanbHoctn "MeHenxmeHT" / M.B. Kupcarosa, K0.M. AkceHos; HoBocnbup.
roc. yH-T 9KOHOMUKM 1 yripaeneHus n ap. - 6-e naa., ncnp. un gon. - Mocksa: MH®PA-M, 2010. - 365,
[1] c.; 22. - (Bbicwee obpasoBaHue). - bubnuorp.: c. 364. - ISBN 978-5-16-002417-2((8 nep.)),
100000.
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19. KnpcaHoBa, Mapusi BnagummposHa. CoBpeMeHHOe Aenonpon3BoACcTBO: y4eb. nocobue ons
ctyn. By3oB / M. B. KupcaHoga. - 4-e nsga. - M.; HoBocnbupck: NHdpa-M: Cnbupckoe cornaweHme,
2007. - 312 c. - (Bbiclwee obpasosaHue). - bubnuorp.: c. 306-308. - p. 125.00.

20. KupcaHoBa, Mapuns BnagummposHa. CoBpeMeHHOe Lenonpon3BoacTBO: y4eb. nocobne ons
ctya. By3oB / M. B. KupcaHoBa; Poc. akan. roc. cnyx6bl npu MpesnneHte Poc. Penepaunn (M.),
Cub. akag. roc. cnyx6bbl (HoBocmbupck). - 4-e naa. - M.: iudopa-M, 2008. - 312 c. - (Bbiclwee
obpasoBaHue). - bubnmorp.: c. 307-308 . - ISBN 978-5-16-001873-7: p. 140.00.

21. KontyHoBa, Mapus BukTopoBHa. SA3blk 1 fenosoe obueHne: HopMbl. Putopuka. 3TtmkeT: Yueb.
nocobue onsi ctyneHTos By3oB / M.B. KonTtyHoBa. - M.: 9koHomuka, 2000. - 271c.: cxeMm. -
Bubnuorp.: c. 270-271. - 2011-02-4. - ISBN 5-282-02006-8: 86.60.

22. KyaHeuoB, Miropb Hukonaeswuy. [enonpon3soactso: y4ebHo-cnpaBo4yHoe nocobue / N. H.
KyaHeuoB. - 4-e n3n.,nepepab. n gon.. - M.: dawkos n K., 2007. - 520 c. - ISBN 5-91131-387-1: p.
176.00.

23. JlonatHukosa, EkatepuHa AHatonbeBHa. [lenonpon3BoacTBo: 06pasLbl JOKYMEHTOB C KOMMEHT.:
[125 06pa3uoB [OKYMEHTOB: MONOXEHWS, MHCTPYKLMK, MPUKa3bl, aKTbl, JOBEPEHHOCTU, AOrOBOpbLI] /
E. A. JlonaTtHukoBa. - 5-e n3g., ctep. - Mocksa: Omera-J1, 2008. - 317, [1] c.; 20. - (Bnbnnoteka
TUNOBbIX JOKYMEHTOB). - Brbnuorp.: c. 265 (7 Ha3B.). - ISBN 978-5-365-00912-7((s 061.)), 7000.

24. OpraHmsauusi 0enonpon3BoACcTBa 1 NepCcoHanbHblil MeHeaXMeHT: YyebHoe nocobue / .H.
Bacunbesa, 3.B. Octposckuin, W.1O. lOpTaes. - 3-e n3a. - M.: Bysosckuit yuebHuk, 2009. - 320 c.:
60x90 1/16. (Mepennet) ISBN 978-5-9558-0118-6, 2000 aks3.

http://znanium.com/catalog.php?bookinfo=195957

25. MoroguHa IM.B. Ob6s3aTenbHbIn Kype npodoeccroHana kanposow paboTbl. s HauMHarowero
HR-cneuuwanncta / I'.B. MNoroamHa. - HoBocnbupck: Cnb. yHuB. naa-so, 2009. - 384 c. - (Cepus
"Kanposuk").

26. PoroxwuH M.1O. Oenonponssoacteo. OpraHuadauus apxmea npeanpuatns / M.KO. PoroxuH. -
CIN6.: Mutep, 2006. - 160 c. - (CoBpeMeHHbIn ohnc-MeHeOXMEHT). - Bubnuorp.: c. 146-147. - ISBN
5-469-00811-8: p. 80.10.

27. CabaHaeBa, 3uns doartosHa. [enonponssoactseHHoe obecneyeHme ynpasneHus: y4eb.
nocobue / 3.®. CabaHaesa, V.A. CabaHaes, H.A. Kucenesa. - HnxHekamck: M3a-so HMIA, 2006. -
112 c.: Tabn.; 20. - bubnwuorp.: c. 92 (10 Ha3B.). - ISBN 5-89820-055-x, 1000.

28. Cokonosa, Onbra HukonaesHa. [JokyMeHTaLMOHHOE 0becneyYeHne ynpaBneHns B opraHn3aumu:
y4yebHoe nocobue ons CTyLEeHTOB BbICWMX y4EOHbIX 3aBeeHUNIA, 0ByHatoWmnXCs Mo crneunanbHOCTM
"AHTMKPU3NCHOE yrpaBneHne" n opyrum akoHommyeckum cneumansHoctam / O.H. Cokonosa, T.A.
AkumoukmHa. - Mocksa: KHoPyc, 2010. - 155, [1] ¢.; 20. - Bubnwmorp.: ¢. 101-102 (30 Ha3B.). - ISBN
978-5-406-00215-5((8 061.)), 2000.

29. Conory6, Onbra NasnosHa. [lenonpon3BoACTBO: COCTaBNEHNE, peaakTMpoBaHmne n obpaboTka
LOKyMeHTOB: y4eb. nocobue / O. . Conoryb. - 4-e n3a., ctep. - M.: Omera-J1, 2009. - 207 c. -
(Bubnnoteka Bbicwel wkonbl). - ISBN 978-5-370-01148-1: p. 90.00.

30. CtsxkuHa, Tamapa AnekcaHoposHa. [1enonpov3BoacTBO NpeanpusaTus: npaktuy. nocobue / T.
A. CtaxkuHa. - M.: Ok3ameH, 2006. - 286 c. - ISBN 5-472-01988-5: p. 41.00.

31. Typnutbko A.®., Ocbmakosa J1.J1., Casenbesa B.N. [lokyMeHTMpOBaHWE ynpaBneH4eCckon
nesitenbHocTn: YyebHo-meToamnyeckoe nocobue / nog pen. A.®@. Typnutbko. - 4-e n3g., oon. u
nepepab. - M.: N3n-8o MITOY, 2008. - 171 c.

7.3. UHTepHeT-pecypcChbl:

HR-Portal. HR-CoobwecTtBo n Mybnukauun - http://hr-portal.ru

PRO-Lenonpoussoactso n C3 M. Moptan ans pykosoauteneit cnyx6 OY n cekpeTtapeit Bcex
ypoBHen - http://www.sekretariat.ru

Bnor ?Apxusbl Poccun? - http://community.livejournal.com/archives_ru

BaxHoe 06 anekTpoHHOM AOKYMEHTO0b0pOoTE 1 yNpaBneHnn B3aMMOAEACTBMEM -
http://ecm-journal.ru
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Bcepoccuinckuii Hay4Ho-muccnenoBaTenbCKni MHCTUTYT OOKYMEHTOBEAEHUS U apXMBHOMO Aena
(BHUWMLOAL) - http://www.vniidad.ru

Mmnbauna Ynpasnswownx JokymeHTtaumen - http://www.gdm.ru

XypHan ?CekpeTtapb-pedoepeHT? - http://www.profiz.ru/sr

XypHan ?YnpasneHue nepcoHanom? - http://www.top-personal.ru/page.htm|?60
Hesasucumbii noptan o CO1 - http://www.doc-online.ru

MopTan ?Apxusbl Poccun? - http://www.rusarchives.ru

Mpouecc BHeapeHns cuctemol DIRECTUM - http://www.directum.ru/services

8. MarepmanbHo-TexHU4eckoe obecrneyeHne QUCLMUNINHbI(MOAYNS)

OcBoeHve gncunnnuHbl "[enonponsBoacTBO B OpraHmsaumn” npegnonaraet UCnonb3oBaHne
cnenyLwwero MmatepranbHO-TEXHNYECKOro obecneyeHuns:

MynbTmMeouiiHasa ayomTopus, BMECTUMOCTbIO 6onee 60 yenosek. MynbTmeaninHas ayamtopums
COCTOUT N3 UHTErPUPOBAHHbBIX UHXEHEPHbIX CUCTEM C €ANHOWN CUCTEMON yNpaBneHns, OCHalWeHHas
COBPEMEHHbBIMM CPeacTBamMy BOCMPOU3BEAEHNS 1 BU3yannaaumm noboi Buaeo n ayamo
NHdpopMauunu, NOyYeHNs 1 nepenadn SNeKTPOHHbIX JOKYMEHTOB. TUnoBas KOMMNiekTaums
MyNbTUMEOVNAHON ay ANTOPUN COCTOUT U3: MyNbTUMEAMHOrO NPoeKTopa, aBTOMaTN3NPOBAHHOIO
MPOEKLMOHHOr0 9KpaHa, akyCTMYECKON CUCTEMbI, a TAKXe MHTEPAKTMBHOW TPpMBYHbI MpenonaBaTens,
BK/IOYAIOWWEN Ta4-CKPUH MOHUTOP C AuaroHasnblo He MeHee 22 OWNMOB, NepCOHaNbHbIA KOMMbIOTEP
(Cc TexHnyecknmm xapaktepucTukamm He Huxe Intel Core i3-2100, DDR3 4096Mb, 500Gb),
KOHJoepeHL-MUKPOhoH, 6ecnpoBOAHOM MUKPOGOOH, 610K ynpaeneHns obopynoBaHueM, MHTEPAIENCHI
noaknoyeHms: USB,audio, HDMI. HTepakTnBHas TpnbyHa npenofaBaTens sSBnsetcs KNo4YeBbiM
9NEMEHTOM yrNpaBneHns, 06 beANHAIOWMNM BCE YCTPONCTBA B €AMHYIO CUCTEMY, U CNYXUT
MONHOLEHHbIM paboynm MecToM npenoaasatens. lNpenonasatenb MMeET BO3MOXHOCTb NErKo
ynpaBensTb BCE CUCTEMOW, HE OTXOAS OT TPUBYHbI, 4TO NO3BONSET NPOBOAMTL NEKLMKN, NPaKTUYecKne
3aHATUSA, Npe3eHTaunm, BebrnHapbl, KOHEPEHLMN 1 Opyrie BUabl ayAMTOPHON Harpy3km
obyyarowmxcs B yooOHON 1 OOCTYNHOW Ons HUX POpPME C MPUMEHEHNEM COBPEMEHHbIX
NHTEPaKTUBHbBIX CpeacTB 0Oy4yeHns, B TOM YACNE C UCMOSIb30BaHMEM B NPOLIECCE 0ByYeHMs BCeX
KopnopaTuBHbIX pecypcoB. MynbTuMeaninHas ayautopus Takxke oCHaleHa WupoKOnonoCHbIM
LLOCTYMNOM B ceTb MHTEpPHEeT. KoMnbioTepHoe 060pyn0BaHNEM MMEET COOTBETCTBYHOLLEE
NIMLLEH3NOHHOE NPOorpaMMHoe obecneyeHue.

KomnbtoTepHbIli knacc, npeactaensowmii coboi paboyee Mecto npenogasaTens n He MeHee 15
paboyrx MECT CTYAEHTOB, BK/IOHAIOLWMX KOMMbIOTEPHbINA CTOM, CTYN, NEPCOHANbHbIA KOMMbIOTEP,
NMLEH3NOHHOE NporpaMMHoe obecneyeHre. Kaxablii KOMAbIOTEP MMEET WNPOKOMONOCHbBIA JOCTYN B
ceTb NHTepHeT. Bce koMnbioTepbl NOAKMOYEHbI K KOPNOPaTMBHOM KOMMboTEPHON ceTn KDY n
Haxo4saTCS B €4MHOM OOMEHE.

Y4yebHo-meToanyeckas nutepatypa ans 4aHHOW OMCUMNIVHBI UMEETCS B HANNYUK B
9NEKTPOHHO-bMbnmoTeyHom cnucteme " brnbnnoPoccurka", BocTyn K KOTOPOW NpenocTas/eH
ctyneHtam. B 3bC " bubnuoPoccuka " npeactaBneHbl KOMNEKLMN akTyanbHON Hay4YHOW 1 y4ebHo
nMTEpaTypbl N0 ryMaHUTapHbIM HaykaMm, BKoYatowme B cebs nybnmkauum Beoylmnx pOCCUNCKUX
N30aTenbCTB ryMaHUTapHOW NuTepaTypbl, N3AaHNSA Ha aHTIMACKOM S3blKe BeOyLWMX aMEPUKaHCKUX U
€BPONEeNCKMX N30atenbCTs, a TakxXe peakmne N ManoTmpaxHble N3aaHnsa POCCUCKUX PpermoHanbHbIX
By30B. 9bC "BubnunoPoccurka" obecneynBaeT WNPOKMIA 3aKOHHbIA JOCTYN K HEOOX0AUMbIM A/is
obpasoBaTesibHOro npoLecca n3aaHnusaM ¢ UCMoib30BaHMEM MHHOBALMOHHBIX TEXHOMOMMIA 1
COOTBETCTBYET BCEM TpebOBaHUSM (henepanbHbIX rOCYyAapCTBEHHbIX 0bpa3oBaTenbHbIX CTaH4APTOB
BbiclLero npodoeccuoHanbHoro obpasosarus (ProOC BIMO) HOBOro nokoneHus.
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YyebHo-MeToan4eckas nutepartypa ans 4aHHOW ONCLUMMINHBI UIMEETCS B HAIMYUN B
3NEeKTPOHHO-6nbnnoTeyHol cucteme "ZNANIUM.COM", pocTyn K KOTOPOW NpefoCTaBNeH CTyAEHTaM.
9BC "ZNANIUM.COM" conepXuT nponsseneHns KpynHENWUX POCCUNCKNX YYEHBIX, PYKOBOAUTENEN
rocyaapCTBEHHbIX OpraHoB, Npenogasartener Beaylmx By30B CTpaHbl, BbICOKOKBANUULMPOBAHHbIX
CreunanncToB B pasnnyHbix cdoepax brusHeca. PoHL 6nbnmoTekn cpopMMpPOBaH C y4ETOM BCEX
N3MEHeHWNn obpa3oBaTenbHbIX CTAHOAPTOB U BKAOYAET y4ebHUKK, y4ebHble nocobus, YMK,
MOHOrpadun, asTopedoeparbl, guccepraLmm, SHUUKNONEANnN, CAOBapU U CPaBOYHNKN,
3aKkoHO4AaTeNbHO-HOPMATMBHbIE OOKYMEHTbI, CNeunanbHbie Nnepnoanyeckme n3gaHms n n3gaHus,
BbiNyckaeMble nagatenncrsamm By30B. B HacToswee spems 95C ZNANIUM.COM cooTteeTcTBYET
BceM TpeboBaHusaM penepanbHbIX rocyaapCTBEHHbIX 06pa3oBaTeNbHbIX CTAHAAPTOB BbICLIErO
npogoeccrnoHanbHoro obpasoeanust (PrOC BI1O) HoBoro nokoneHus.

YyebHo-MeToAMYeCcKasa nutepatypa Ans AaHHON AUCLMINAVHBI UMEETCS B HANMYUn B
3NeKTPOHHO-6ubnnoTeyHol cucteme Mapatenbctea "flaHb" , 4OCTYN K KOTOPOW NpeaocTaBneH
ctyneHtaMm. 96C Mapnatenbctea "/laHb" BkioYaeT B cebs 9nekKTPOHHblE BEPCUM KHUM N34aTenbcTBa
"laHb" 1 Opyrux Beoywmx n3natenbcTB y4ebHOM nnTepatypbl, a TakXXe 3NeKTPOHHbIe BEPCUM
NepuoaNYEeCKNX U3aaHnii No eCTECTBEHHbIM, TEXHUYECKMM M FTyMaHUTapHbIM Haykam. ObC
Na3patenbcTBa "/laHb" obecneymBaeT LOCTYN K HAYYHOM, y4ebHOM nuTepaTtype 1 Hay4HbIM
NeprvoanYeCcKUM N34aHNSIM MO MakCUManbHOMY KOMYECTBY NPOGUNbHBIX HaNpPaBneHWii ¢
cobnoneHneM BCex aBTOPCKMX U CMEXHbIX Npas.

Mporpamma cocTtasneHa B cootBeTcTBumM ¢ TpeboBaHnsmm ®rOC BINO 1 y4ebHbIM nnaHoM no
HanpaeneHuto 38.03.01 "9koHoMuKa" 1 NPodono NOAroTOBKM Hanorn n HanoroobnoxeHue .
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