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1. HACIIOPT ITIPOI'PAMMBbI YYEBHOH JUCHUILIUHBI « JOKYMEHTAIIMOHHOE
OBECIIEYEHHUE YIIPABJIEHUA»

1.1. Ob6aacTb NpuMeHEeHUS MPOrPaMMBbI

[Iporpamma y4eOHON AMCHUILIMHBI SBJSICTCS YacThIO OCHOBHOW MPOQECCHOHATBHON
oOpa3oBatenbHOi mporpamMMbl B cooTBeTcTBUU ¢ @I'OC mo cnemmansHoctr CITO 40.02.01
«[IpaBo u opraHu3anys COUAITEHOTO 00ECTICUCHHSI.

Pabouas mporpamMa y4eOHON AMCHMIUIMHBI MOXET OBITh MCIOJB30BaHA Ui 3a0YHOU
dbopmbl oOydeHmsi Ha 0a3e cpeaHero oOmero oOpa3oBaHHs, a TaKKe B JIOMOJTHUTEIBHOM
npodecCHOHATBPHOM  00pa3oBaHMKM M MPO(ECCHOHATBHOW  TOATOTOBKE, B  KOTOPBIX
NPEIyCMOTPEHO OCBOCHHME 3HAHWH M yMEHW B 0O0JAaCTH JOKYMEHTAIMOHHOTO O0ecreueHUs
yIIpaBJICHUSL.

1.2. MecTO TUCHUILIMHBI B CTPYKTYPe OCHOBHOI NpodecCHOHAILHOI 00pa3oBaTeIbHOIM
NPOrpamMmbl

JuctmiuimHa — «JlokyMEeHTallMOHHOE ~ OOCCIICYeHHE  YIpaBJICHUS»  SBISCTCSA
ob1enpogeccCuoHaIbHON TUCIUIITUHON MPOo(EeCCUOHATBLHOTO IIUKJIA.

1.3. llesn u 3aaa4um y4eOHOI AU CHUNITHHBI

B pesynbrare ocBoeHMs ydyeOHOW IUCUUMIUIMHBI «/{oKyMeHTalnOHHOE obOecreueHue
yIpaBJIeHUs» 00y4aroIUics 10JKEH HMeTh NPAKTHYeCKHIi ONbIT:

oopmieHHsT OpraHU3aIMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB B COOTBETCTBHH C
neicreyromuM 'OCTowm;

OCYILIECTBICHUSI OOpaOOTKHU BXOMSIIMX, BHYTPEHHUX M HCXOASIIUX JOKYMEHTOB,
KOHTPOJISI 3@ UX UCIIOJIHEHUEM;

odopMmIIeHHs JOKYMEHTOB JUIsl IEpeiauu B apXUB OpraHU3alllH;

BEJICHUS y4eTa BXOZSIIEH M UCXOZSAIIEH KOPPECIOHACHIIMA Ha OCHOBE COBPEMEHHBIX
O(QUCHBIX KOMITBIOTEPHBIX IIPOrpPaMM.

B pesynprare ocBoeHHs y4uyeOHOW IUCHMIUIMHBI «/lOKyMEHTallMOHHOE obecreueHue
yIpaBiaeHUs» 00y4aromuics JOKEH YyMeTh:

oopMIIATh OpPraHU3aIMOHHO-PACHIOPSAUTENIBHBIE JIOKYMEHTBl B COOTBETCTBUH C
nercrBytomuM ['OCTowm;

OCYILIECTBIATh OOpaOOTKY BXOJSIIMX, BHYTPEHHUX M HCXOJAIIMX JOKYMEHTOB,
KOHTPOJIb 3a UX UCIIOJIHEHUEM;

0o(opMIIATH TOKYMEHTHI JUIs NIepejaud B apXUB OpraHu3aliiy;

BECTU YYeT BXOJALIEH M MCXONAIIEH KOPPECHOHAEHLUMHU HAa OCHOBE COBPEMEHHBIX
O0(PHMCHBIX KOMITBIOTEPHBIX MPOTPAMM.

B pesynbrare ocBoeHHs yueOHOW IUCHUIUIMHBI «J{OKyMEHTallMOHHOE obecreueHue
yIpaBJIeHUs» 00yUYaArOIUIACS TOJIKEH 3HATh:

MOHSTHE JOKYMEHTA, €r0 CBOMCTBA, CIOCOOBI JOKYMEHTHPOBAHUS,

IpaBUja  COCTaBJICHHS W O(OPMIIEHUS  OPraHU3AIMOHHO-PACHOPSAUTEIBHBIX
nokymeHtoB (OP/I);

CHCTEMY U THIIOBYIO TEXHOJOIHIO JOKYMEHTALMOHHOTO o0OecreueHus! YHpaBJiIeHUs
(AOY);

0COOEHHOCTH  JICJIONPOM3BOJICTBA MO  OOpAlIEHUsM TpaKAaH U IPUHIMIIBI
KOH(UIEHIIMATBHOTO JI€0NPOU3BO/ICTBA,;

NPUHIUIBI paOOTHl COBPEMEHHBIX O(PHCHBIX KOMIIBIOTEPHBIX MPOTPaMM JUIsl BEJCHUS
JIEJIOBOU IEPEINCKH.

1. 4. TpeOGoBanus K pe3yJibTaTaM OCBOCHHUSI Y4eOHOI JUCHUILIHHBI
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O01mme KOMIETEHII NN .

OK 1. IloHnmaTth CymIHOCTh U COLMAIBHYIO 3HAYMMOCTh CBOEH OymyIieil mpodeccum,
IIPOSIBJIATH K HEW YCTOMYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaThb CBOIO COOCTBEHHYIO J€ATEIbHOCTh, BHIOMpATh TUIIOBBIE
METOJII M CIIOCOOBI BBIMOHEHHS MPOPECCHOHANBHBIX 3ajad, OICHUBATh UX d()(HEKTHBHOCTH U
Ka4yecTBO.

OK 3. [IpyHuMaTh pelieHus: B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYAlMsIX U HECTU 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisATh MOWCKH HCIOJb30BaHUE HH(POpPMAIIUM, HEOOXOAUMOW JUIs
3¢ pexTUBHOrO BHIMOJHEHUS NPO(ECCHOHANBHBIX 3aad, NPO(eCCHOHATLHOT0 U JTUYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonw3oBaTh HWH(MOPMAIMOHHO - KOMMYHHKAIIMOHHBIE TEXHOJOTUH B
po(hecCuOHATILHON e TENbHOCTH.

OK 8. CamocrosTensHO OmpeneisTh 3afadyd Npo(ecCHOHATBLHOTO M JUYHOCTHOTO
pa3BUTHs, 3aHUMATbCsl  CaMOOOpa30BaHUWEM, OCO3HAHHO  IIJJAHUPOBAaThb  IOBBILICHUE
KBTI (DUKALIHH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX MOCTOSIHHOIO U3MEHEHUS IIPaBOBOi 0a3bl.

IIpodeccnonanbHbIe KOMIIETEHIIUM

I[IK 1.1. OcyuecTtBusiTh NpodheccCHOHANBHOE TOJIKOBAHUE HOPMATUBHBIX AaKTOB IS
peanu3anuu TpaB TpaxaaH B cdepe IMEeHCHOHHOTO OOeCHeUYeHUs W COLMAIBbHON 3alUThI
Tpak/IaH.

IIK 1.2. OcymiecTBasTh MpHEM TpaxkJaH MO BOMPOCAM TMEHCHOHHOTO 00eCredYeHus U
COIIMATLHOM 3aIlIUTHI.

I[IK 1.3. PaccMarpuBaTh MakeT AOKYMEHTOB MJisi Ha3HAYCHHUS TEHCHM, MOCOOMIA,
KOMIICHCAIINH, IPYTUX BBIIUIAT, @ TAKXKE€ MEP COIHAIBHOU TMOJACPKKH OTACIBHBIM KaTeTOPHUSIM
TpakJiaH, HYKJAIOIKUMCS B COLIMAJIbHOM 3aILUTE.

I[IK 1.4, OcymectBisiTh yCTaHOBIEHHE (Ha3HAUYCHHE, TIEpepacyeT, TMepeBo),
WHACKCAIIMI0O W KOPPEKTUPOBKY TMEHCHUW, Ha3HaYyeHHe MOoCcOoOMii, KOMIIEHCAIMH U JPYrux
COITMATHHBIX BBITUIAT, UCTIONB3YS HH(OOPMAITMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

[IK 1.6. KoHCynpTHpOBaTh rpak/iaH U MPEACTABUTENEH IOPUIUYECKUX JIUI] [10 BOIIpOCam
MMEHCHOHHOT0 00€CIICUCHHS B COI[UAJIbHOM 3alUThI.

JonojiHUuTE/IbHBIE PO ecCHOHAIBHbIE KOMIIETEHIUH
JIIK 2.4. Bectu nenoBylo MepenucKy IO BOINpOcaM IEHCHOHHOTO OOecreueHHs M
COLIMAIbHON 3aILMTHI IPaXKaH.

1.4. Kosin4ecTBO 4aCOB HA OCBOEHHE MPOTrPaMMbI THCIHMILIMHBI:

MakcumanbHas yaeOHast Harpy3ku o0yJaroIerocsi 72 gaca, B TOM YHUCIIE:
e o0s3aTenpHas ayIMTOpHAs yuyeOHas Harpy3ka oOyyarorerocsi 48 yacos;
U3 HUX 14 yacoB — MpaKTUYECKHE 3aHATHUS;
e caMoCTosTeNIbHas paboTa oOydaromierocs: 24 Jyaca.



2. CTPYKTYPA U COAEP)KAHUE JUCIIUITJIMHBI
TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI Y4eOHOIl padoThI 10 04HOH (popMe 00yUeHHU .

dopma MakcumanbHas CamocrositensHas padbora (Bcero) OO0s3arenbHas ayuTOpHAas yucOHast
IIPOMEXYTOUHOM yueOHast Harpys3Kka Harpyska (BCero)
aTTecTaluu (Bcero yvac.) 24 48
Pa6ora ¢ yuebHoM [ToaroroBka Odopmrnenue Jlexuu [TpakTHdeckue
JUTEPaTypoi U JIOKJIAJIOB, NPaKTUYCCKUX 3aHATHS
3aKOHOAATEJIbCTBOM co001IeHn pabot
3auer 72 10 6 8 34 14

OII.13 «J/lokyMeHTalMOHHOE 00eCTIeYeHUE YIIPABIICHUS» U3yYaeTCsl:
Ha 0a3e cpeaHero obuero oopazoBanus, ouHas Gopma ooyuenus — Ha 1 kypce (1 cemectp)

Ha 0a3ze OCHOBHOTO 00111ero o0pa3oBaHus, ouHas ¢popma oOyueHus — Ha 2 Kypce (3 cemectp)

2.2. O0beM y4eOHON JMCHUTIMHBI M BU/bI Y4eOHOH padoThI 110 3204HOI (hopme 00yUeHH.

®dopma MaxkcumanbHas CamocTtosTenbpHas paboTa (Bcero) OO0s3aTenbHast ayIUuTOpHAs yueOHast
MIPOMEKYTOUYHOM ydueOHast Harpy3ka Harpyska (Bcero)
aTTecTaluuu (Bcero yac.) 64 8
Pabota c yuebHo [Toaroroska Odopmnenue Jlexumn [TpakTuueckue
TUTEPATypPOH U JIOKJIAJIOB, MIPAKTUYECKHIX 3aHATUSA
3aKOHOIaTEIILCTBOM COOOIIIeHNI pabor
3auer 72 30 30 4 4 4

OII.13 «/lokymMeHTalmoHHOE 00eCTIeYeHHE YIPaBICHH U3ydaeTcs:

Ha 0a3e cpemHero oodmero oopazoBanus, 3a0uHas popma oOydenus — Ha 1 kypce (2 cemectp)




2.3. TemaTuuyeckuii MJIaH U coJiep:KaHue YUeOHOMH THCIMILTHHBI

HaumeHoBaHue pa3/iesioB U TeM

Conep:xanue yueOHOro MaTrepuasa, NMpakTuiecKue padorsl,
caMoCTosITeJIbHAsE padoTa 00y4aroIMuXCs

O0nLeMm
4acoB

1

2

Paznen 1 JloxkymenTupoBanue

42

Tema 1.1
ITonsTue, 1€, 337291 1
MIPUHIIMIIBI 1EJIONPOU3BOICTBA

Coaep:xanue yueOHOro MaTepuaJia
«/lokymMeHTanmoHHOE 0OecTrieueHre yIpaBiICHHs» KaK yaeOHas JUCIUILIINHA, ee esd U 3a1adu. CBs3b
JOYVY ¢ npyrumn nucumminHamu. Mlctopudeckue sTansl pa3BUTHUS AEJIONPOU3BOACTBA

[TonsiTHE «1OKyMEHTALIMOHHOE oOeciieueHue ynpanieHus». OCHOBHBIE eI, 3a/1a41, TIPUHIIMIIBI
JIOKYMEHTallMOHHOT0 o0ecnieueHus ynpasieHus. HopmatusHo-nipaBoBoe obecneuenue JJOY

3nauenue JJOY B neATEIbHOCTH IOPUCTA

CamocrosiTeibHAs padoTa 00y4alOIIMXCH:

Pabora co crienuanbHOM TUTEpaTypoil.

[TonroroBuTk coodiieHue Ha TeMy «CTaHOBIIEHUE AETONPOU3BOACTBA B Poccuny,
«/lenonpon3BoacTBO B 1OpeBOMIOLIMOHHOM Poccumny, «CoBeTckuil Iepuol pa3BUTHS
JIEJIONPOU3BOJICTBAY.

Tema 1.2
OCHOBHBIE TTIOHATHUSI
JOKYMEHTAIMOHHOTO 00ecTrieueHus
yIIpaBICHUS

Coaep:xanue yueOHOro MaTepuaJia
OCHOBHBIE ITOHSITHA: «I/IH(bOpMaIII/Iﬂ», CIOKYMCHTHUPOBaHHAA I/IH(bOpMaIII/Ifl» CIOKYMCHTUPOBAHUC),
«TOKYMEHT», «PEKBU3HUTY, «OIAHK», «DOPMYIIIp»

HopmartuBHas 6a3a COBpEMEHHOTO JIEIOPONU3BO/ICTBA. [IpaBuiia 1eI0mpon3BOACTBA H ApPXUBHOTO
Jienia, HOpMBI ¥ TpeOOBaHMS B 00JIaCTH yripaBlieHUs JokyMeHTaMu. OdopMiieHre JOKyMEHTOB B
cootercTBum ¢ ['OCT P.7.0.97-2016 «Cucrema cTaHAapTOB 110 HHMOPMAIIHH, OHOTMOTEYHOMY |
m3aTeNhekoMy Jierry. OpraHsaiMOHHO-PACTIOpsIIMTeNbHAS ToKyMeHTatwst. TpeOoBaHust K 0hOpMICHHIO
JIOKyMeHTOB». COCTaB PEKBU3HTOB JOKYMEHTOB

[TonsiTe o OaHke TOKYMEHTa, BUIbI Oy1aHKoB. [IpaBuina oopmiieHns: peKBU3UTOB OIaHKa B
cootercTBuM ¢ 'OCTowm P.7.0.97-2016 «Cucrema craHaapToB 1o HHMOpPMAIIIH, OHOTMOTEYHOMY |
m3aTeNhckoMy Jerry. OpraHsalMOHHO-PACTIOpsIIMTENbHAS TOKyMeHTatwst. TpeOoBaHust K 0hOpMIICHHIO
JIOKYMEHTOBY

IIpakTH4yeckoe 3aHATHE:
Cocrapnenue u 0)OpMIICHHE PA3IMYHBIX BUJIOB OJIaHKOB (0011IeT0 OJ1aHKa, OJlaHKa MHIChMa,
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KOHKPETHOTO OJTaHKa).

Odopmenrie ocHOBHBIX pexBr3nTOB B cootBeTcTBUM ¢ ' OCToMm P.7.0.97-2016 «Cuctema craHapToB 1o
uH(popMaIMK, OMOIMOTEYHOMY Y M3IATEITBCKOMY Jeity. OpraHi3aIMOHHO-PACTIOPSIIUTETbHAS TIOKYMEHTAITHSI.
TpeboBaHMs K OOPMIICHHIO JIOKYMEHTOB)

CamocrosiTesibHAsi padoTa 00yYAO M XCS
Nzyuenne [OCTa P 7.0.97-2016 «Cucrema craniapToB 10 HHPOPMAIH, OUOTTMOTEHHOMY ¥ U3ATCITBECKOMY
Jnerty. OpraHu3alOHHO-PaCTIOpSIATENbHAS IOKyMeHTaIws. TpeOoBaHyst K 0)OPMIICHHIO JIOKYMEHTOB)

Tema 1.3
CucTeMbl yrpaBIeHYECKON
Z[OKYMGHTB.HI/II/I, BHI[OBOI71 COCTaB,
Ha3HAYEHHE, IpaBuiIa 0PoOpMIICHHUS
JIOKYMEHTOB

Coaep:xanue yueOHOro MaTepuaJia
Knaccudukarus nokymenToB. TpeOoBaHMS K COCTABJICHUIO U 0(OPMIICHHIO TOKYMEHTOB.

Hasnadyenue u coctaB opraHu3aliMOHHO-IIPABOBOM JOKYMEHTAlMK: Y CTaB opranusauuy, Ilonoxenus,
IITaTHOe pacnucaHue, J0JKHOCTHbIE HHCTPYKIMU. TpeGoBaHMsI K COCTABICHUIO U 0(OPMIIEHUIO.

Ha3nauenue u coctaB pacnopsIuTeabHON TOKyMeHTaluu (yKa3, IpUKa3, pacnopsKeHue,
[IOCTaHOBJIEHUE, TI0JIO’KEHUE, UHCTPYKLKA). HopMaTUBHBIN XapakTep pacopsaUTEIbHbIX
JIOKYMEHTOB. TpeOOBaHuUs K COCTABJICHUIO U OOPMIICHHIO.

Ha3nauenue u coctaB cripaBOYHO-HH(POPMAITMOHHON JOKYMEHTAIMH (TIPOTOKOJI, aKT, JTOKJIaTHAS
3amuckKa, NpeanoKeHue, cuykeOHast 3anicka, 00bsICHUTEIbHAas ). TpeOoBaHMs K COCTaBICHUIO U
0hOpMIICHHUIO.

[Tepenucka. O6mas XxapaKTepUCTHKA CITy:KeOHOM nepenucku. Pa3HOBUIHOCTH CITyKeOHBIX MTHCEM
(compoBOAMTENBHOE MUCHMO, ITMCEMO-TIPOCK0a, TMCEMO- 3aIIPOC, MUCHMO-OTBET, MTUCHMO-COOOIIECHHE,
nH(}OPMaIMOHHOE MHCHMO, MUChbMO-TIPUTJIANIEHUE U T.1.). JJOKyMEeHTHI mepeaBaeMble M0 KaHajaam
CBsI3U (Teyierpamma, Telekc, pakcorpamMmma, TeaedoHorpaMMa, HIEKTPOHHOE TUCHEMO). SI3BIKOBBIE
KOHCTPYKIIUU JIETIOBBIX IOKYMEHTOB

[TonsiTve KaPOBOro AENONPON3BOACTBA. JIOKYMEHTUPOBAHUE TPYIOBBIX IPABOOTHOIIECHHH.
YHuduurpoBanHsie GOpMbI TOKYMEHTOB 10 Tpyy. IlepcoHanbHble TaHHbIE.

14

IIpakTH4yeckoe 3aHsATHE:

Cocrasinenrie 1 ohopMIIEHHE OpraHU3ALMOHHBIX JIOKYMEHTOB (YCTaB, OJIOKEHUE, MHCTPYKLIHS)

CocraBnenue u opopmiieHHE pacopsSIUTENIbHOM TOKyMEHTaluu (pacopsikeHue, yKka3aHue, puKas,
MIOCTaHOBJICHHUE),

Cocrasnenue u opopmiieHne HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB IPOTOKOJ, aKT, JOKJIa HAs
3anucKa, 00ObICHUTEIbHAS 3aIHMCKA)

CocraBnenue u 0OpMIICHHUE CITY>KEOHBIX MTHCEM.

Odopmnenne TUYHOTO Aena pabOTHHUKA

CamocrosiTeJibHAasi padoTa 00yYAKO M XCS
Pabota co crienmanbHoi iuteparypoit. OdopmiieHne mratHoro pacnucanus opranuszaimu; OgopmieHne
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JOJDKHOCTHBIX MHCTpYKLMiL; OdopMiieHre TOKyMEHTOB MepeaBaeMbIX M0 KaHanam cBsizu; OdopmieHue
JIMYHBIX JOKYMEHTOB (Pe3toMe, 3asBIICHHS C COOTBETCTBYIOIICH PE30ITIOIHEH, aBTOOHOTpadv, PUKa3a O
nprueMe Ha padoTy).

Pa3znen 2. TexHo10ruM JOKYMEHTAIIMOHHOT O 00ecriedeHUus yIpaBJieHus:

30

Tema 2.1
Opranuzanus JOKyMEeHT0000poTa 1
€ro OCHOBHBIC 33/1a4H

Conep:kanue y4eOHOT0 MaTepuaJia

OO01re NPUHIIKITBI OPraHU3aluy JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3Tarbl. HOMEeHKIaTypa Jei.
[IpaBuna cocraBienuss HOMEHKIATyphl 1eia. DopmupoBanue aen. XpaHeHUE JOKYMEHTOB. DKCIIEPTU3A
LIEHHOCTHU JOKYMEHTOB. PeuM XpaHeHMsI TJOKYMEHTOB, 000py/1I0BaHHE ITOMEIIEHNUN apX1Ba.

OcoOenHoctu 00pabOTKU BXOJAIIMX JOKYMEHTOB. TpeOoBaHMs K perucTpalui J0KyMEHTOB.
KoHTpoJb HCTIOMHEHUS! JOKYMEHTOB.

Kondunennuanpaoe nenonpon3BoactBo. Crenndrika padboThl ¢ KOHPUACHITMATHHOW HHPOPMAIIHCH.

[Tpuem u peructpanus oOpaiieHui rpaxaad. [Ipuem no auuHbIM BoripocaM. PaccmoTtpenue
oOpalleHnuii, CPOKH PaCCMOTPEHHUs. YUeT U aHaau3 paboThl ¢ 00pallleHUIMHU TPaKIaH.

IIpakTH4yeckoe 3ansATHE:

CocrapieHue cxeMbl JOKyMEHT000OpoTa B opranuzanuy; Co3naHue perucTpalMoHHOM (hopMbl Ui
perucTpaiyy BXOJSAILETO JOKyMeHTa; Perucrpanus ucxonsmero JokymeHTa; CocraBieHue U opopMiIeHHe
HOMEHKJIATypbl €]

CamocrosiTeibHasi padora:
Pa6ora co cniermanbHol Jteparypoid. [loarotoButs pedepar no oo 13 Tem: «l lorotoBka JOKyMEHTOB K
ApXMBHOMY XPaHEHHIOY; « IKCIIEPTH3a IEHHOCTH JIOKYMEHTOBY

Tema 2.2
NudopmaninoHHbie TEXHOJIOTHH B
JOKYMEHTAI[MOHHOM O0€CTIeueHU!

YIIPaBJICHUS

OO011ast XapakTepUCTHKA OPraHU3allMOHHBIX TEXHUUECKUX CPEICTB B «/lOKyMEHTallMOHHOM
oOecnieueHnH ynpasieHus». KomnbroTepHble cpeicTBa NOATOTOBKU TOKYMEHTOB.

OCHOBHBIC BO3MOKHOCTHU U HpOGJ’ICMLI BHCAPCHHA KOMITBIOTCPHBIX TEXHOJIOTHUI1 B ACIJIOMPONU3BOACTBE

ABTOMaTH3anus pabouero Mecra aenonpon3Boautes. [Ipo6iemMsl BEIOOpA U BHEIPEHUST CUCTEMBI
apromatuzanuu JIOY u apxusa.

IIpakTH4yeckoe 3aHsATHE:
[Tepenaya nHpopMaIK ¢ UCIIOIB30BAHUEM CPEACTB TEIEKOMMYHHKAIIUH.
Cocrasinenve, 0popMIIEHHE JOKYMEHTOB C UCTIONb30BAHUEM CPEZICTB OPITEXHHUKH

CamocrosiTeibHas padora:
N3ydeHne KOMIbIOTEPHBIX IPOTPaMM IO PaboTe C TOKYMEHTaMH.
M3yueHne TeXHUYECKON JOKYMEHTALMK CPEJCTB OPITEXHUKH
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CocraBienue cxembl «Moe APM»

HpOBeIleHI/Ie 3adyera nmo AMCIMIJInHe

Bcero:

72
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3. YCJOBUSA PEAJIM3ALIUU TPOT'PAMMBI JTUCIHHTUTIJIMHBI
3.1. Tpe6oBaHusl K MUHMMAJIbHOMY MAaTepPHAJbHO-TEXHHYECKOMY 00ecre4yeHn 0

Peanu3anus nporpaMMbl JUCITUIUIMHBI TPEOyeT HaTU4He yaeOHOro kabuHeTa.
O06opynoBaHue yueOHOTO KaOHWHETA:

- IOCAZI0YHbIE MECTA MO KOJMUYECTBY O0YUAIOIIUXCS;

- KJIaCCHAs JIOCKa,

- yueOHas ¥ IOTIOJIHUTENbHAs TUTEPaTypa;

- TMJTAKTUYECKUN ¥ pa3aTOYHbIA MaTepua,

- pabouee MeCTO IpenogaBaTers.

TexHu4eckue cpecTBa 00yICHUS:

- KOMITBIOTEP C JTUICH3UNOHHBIM IPOTPAMMHBIM 00€CIICYCHUEM;
- IPOEKTOP;

- DKpaH;

3.2. UudopmanuonHoe odecriedenne 00yueHust

Ilepeuenb pexomMeHayeMbIX YueOHBIX W3AaHuil, UHTepHeT-pecypcoB, I0MOJHHUTEJIbHOMN
JUTEepaTypbl

HopmaTuBHbIe NpaBOBbIE AKTHI:

1.®3 PD ot 25.10.1991 Ne 1807-1 (¢ moci. u3m. u gonoin.) «O s3bikax HapoaoB Poccuiickoi
®enepanun»

2. ®enepanpHbiii 3akoH oT 27 utonsg 2006 r. N 149-®3 "O6 undopmaiuu, nHGOPMAIIMOHHBIX

TEXHOJIOTHSX U 0 3amuTe HHpopMaruu" (¢ U3SMEHEHUSIMH U JOTIOJTHEHUSMHU )

3. ®3 PO ot 22.10.2004 Ne 125 «O6 apxuBHOM jeie B POy

4. @3 PD o1 02.05.2006 No59 « O mopsizike paccMOTpeHUst 0OpaIieHui rpaxaan»

5. ®3 PD o1 06.04.2011 Ne 63 «O0 31eKTPOHHOMN MOIIUCH

6. TunoBast UHCTPYKIHA 10 Aenonpon3BoAcTBY Ne536 ot 08.11.2005

7. TOCT P.7.0.97-2016 «Cucrema cTaHIapTOB 10 HHPOPMALIH, OUOIMOTEUHOMY 1 M3/IATENBCKOMY JIeTy.
OpraHu3aIMOHHO-PaCTIOPSUTENBHAS TOKyMeHTalwst. TpeOoBaHust K O(OPMIEHHIO TOKYMEHTOB)

8. TOCT P 7.0.8-2013 CUBMJ. Jlenonpous3BOACTBO U apXUBHOE JeN0. TepMHUHBI U
onpeeneHus
9. [locranoBnenue ['ockomcrata P® ot 05.01.2004 Ne 1 «O6 yTBepkIeHUN YHUPUIIMPOBAHHBIX (POPM
MEPBUYHON YYETHOW JTOKYMEHTAIMU 110 YUYETY TPYJa U €ro OIJIaTh»

10. Tlocranomnenne Muntpyna ot 10.10.2003 (¢ mocmen. u3m.) Ne 69 «OO6 yTBepKACHUH
WHCTpYKIIMU  TIO 3alIOJTHEHUIO TPYIOBBIX KHIKEK.

11. IMocranosnenue IlpaButenscrBa PD ot 22.09.2009 (¢ mocmex. usm.) Ne 754 «O06
YTBEP)KJICHUU MOJIOKEHUS O CUCTEME MEKBEJOMCTBEHHOT'O JIEKTPOHHOTO JOKYMEHTO000pOTa»

ITepeyennb pexoMeHyeMbIX y4eOHBIX M31aHUH
OCHOBHbIE HICTOYHUKH:

1. Kasakesuu, T. A. JIokyMeHTaIMOHHOE 0OECTIEUEHHE YIIPABJIEHHS : YUEOHHUK U MPAKTUKYM LIS
cpennero npodeccuonanbHoro oopazosanus / T. A. Kazakeuu, A. U. Tkanuu. — 2-e¢ u3f.,
uctp. u gomn. — Mocksa : U3marensctBo FOpaiit, 2018. — 161 c¢. — (IIpodeccuonanbuoe
oOpasoBanue). — ISBN 978-5-534-00433-5.

2. Kysnenos H.U. JlokyMeHTamMOHHOE o0OecriedeHne yhpapjieHus. J[OKyMeHTOOOO0pOT U
nenornpounsBoacTBo: YueOnuk ais CI1O — M.: FOpucrt, 2019.

I_[OHOJIHP[TCJII)HLIC HCTOYHUKMNU:
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https://base.garant.ru/12148555/
https://base.garant.ru/12148555/

1. Hlysanosa H.H. OcHoBsI nenonponssoactsa: Yuebuuk u npaktukym ais CI10. — M.: IOpucr,
2019.
2. Brikosa T.A., Banosa JI.M., Caukuna JI.B. Jlenonpou3BoacTBO: y4eOHUK ISl CTY/. BY30B. — 3-
e u3., nepepad. u nomn. — M.: Mudpa-M, 2019. - 346¢.
3. Kab6amos C.IO. DeKTpoHHOE IPaBUTEILCTBO. DIEKTPOHHBIH JOKYMEHTOOO0POT.
4. Kupcanosa M.B., Akcénos K0.M. Kypc nenonpousBojactsa. JJOKyMEHTAMOHHOE 00ECTIEUEHHE
yropaBieHus. YueoHoe nmocooue — 6 us., ucnp., gomn. M.: Uadpa-M, 2019. — 256¢.
5. Kysuenos,U. H.. Pocros-na-Jlony ®enuxc 2019.—396¢., baza nannbix: Komwtexuus Hayunoii
ouodmmorexku COY
6. Poroxun,M. IO.. Mocksa Bepiaun dupekr-Menua 2018.— 384c., baza mannbix: Komnekuus
Hayunoii 6ubmmoreku COY
NudopmannoHHble CIPABOYHO-TIPABOBbIE CUCTEMBbI:
«Koncynbranrllinrocy,
«["apanT» unu apyrue.
HNuTepHeT — pecypcesbi:
http://ural-education.ru/wp-content/uploads/2017/01/Pymbinuna-JI.A.-JJOKyMEHTAIIMOHHOE-
obecrnieuenue-ynpasienus.pdf
http://www.duma.gov.ru/
http://www.delo-press.ru/
http://delo-ved.ru/
http://delpro.narod.ru/nomdel.html
http://www.sekretariat.ru/
http://alianskadrovic.ru/
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http://ural-education.ru/wp-content/uploads/2017/01/Румынина-Л.А.-Документационное-обеспечение-управления.pdf
http://ural-education.ru/wp-content/uploads/2017/01/Румынина-Л.А.-Документационное-обеспечение-управления.pdf
http://www.duma.gov.ru/
http://www.delo-press.ru/
http://delo-ved.ru/
http://delpro.narod.ru/nomdel.html
http://www.sekretariat.ru/
http://alianskadrovic.ru/

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUWA JUCIIUIIJIMHDbI

4.1. KoHTpoJIb U OlleHKAa PE3yJIbTaTOB OCBOCHUS YUEOHOM MUCIMIUIMHBI OCYIIECTBISETCS
MpernojiaBaresieM B MPOLECCe MPOBEICHUS MPAKTUYECKUX 3aHSATUM, TECTUPOBAHUS, BBIMOJHEHUS
00y4JaroUMUCS WHIAMBUAYAIbHBIX 33/IaHUN W BHEAyIUTOPHOI CaMOCTOSITENIbHON paboThI, a Takke
IIPU 3a4€eTe 110 BCEMY KYpCy.

Pe3yabTaThl 00yuyeHus ®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU

(oCcBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHUS) pe3yJbTaToB 00y4YeHust
YmeHus:

OdopmnsaTth opranu3anroHHo- | OLeHKa BBIIOJHEHHS MPAaKTUYECKO paboThl U
pacnopsiIUTEeNbHbIE  JIOKYMEHTBI B | BBINOJHEHUE WHIMBUIyaIbHBIX 33JIaHUN
cooTBeTcTBUU ¢ fercTBytomumM 'OCTom
OcymecTBisITh 00pabOTKY BXOISIINX, OreHka BBINOTHEHHS TPAKTUYECKON paboThI 1
BHYTPEHHUX U UCXOSIINX JOKYMEHTOB, BBITIOJIHCHUE UHIUBUAYAJIbHBIX 3a1aHUI

KOHTPOJIb 3a UX MCITOJIHCHUCM

Odopmasate AOKyMeHTHl [uisl mnepeaaud B | OlieHKa BBIIOJHEHUS IMPAaKTUYECKON paboThI
apXuB OpraHu3alnuu

3uanusa:

[ToHsATHE NOKYMEHTa, €ro CBOWCTBA, KoHTpoib IpUMEHEHHSI 3HAHHUI B X0/1€
CIIOCOOBI JOKYMEHTHPOBAHUS BBITIOJTHEHUS MPAKTUYECKON paObOTHI
[TpaBwiia cocraBneHus ¥ 0HOPMIICHUS KoHTpoib IpuMEHEeHHSI 3HAHHIA B X0OJ1€
OpraHU3aIMOHHO-PACTIOPATUTECILHBIX BBITIOJTHCHUS MPAKTHYCCKON pabOThI
JIOKYMEHTOB

CucreMy U TUTIOBYIO TEXHOJIOTHIO KoHTpoib IpUMEHEHHS 3HAHUH B X0J1€
JIOKYMEHTAI[MOHHOTO 00eCTICUeHUs BBITIOJTHEHUS MPAKTUYECKON pabOTHI
yIpaBJICHUS

Oco6eHHOCTH JIeTONPOU3BOICTBA IO KoHTposib npuMeHeHus 3HaHUH B X0J1€
oOpalleHusIM TpaxIaH U IPUHIUIIBI BBITIOJTHEHUS PAKTUYECKON pabOTHI

KOH(bI/I)IGHHI/IaJ'H)HOFO JACJIOMPON3BOACTBA

4.2. TecToBble 3a1aHUsI N0 TUCHUILTHHE «JOKYyMeHTAllMOHHOE o0ecneyeHne ypaBJieHus»
[Tokazarenu v KPUTEPHUN OIICHUBAHUS [ITKAJTBI OIICHUBAHHUS:
KPUTEpU OLICHUBAHUS — YMEHUE MPABUILHO OTBEYATh HA BOMPOCHI TECTOBOTO 33/ 1aHUS
MOKA3aTeNh OIEHUBAHUS — ITPOIICHT BEPHBIX OTBETOB IITKAJIa OIICHUBAHUS — BBIICIICHO 2 YPOBHS
«3auTeHo» — 60% mpaBUIIBLHBIX OTBETOB
«He3auTeHo» — MeHee 60% MpaBUIIbHBIX OTBETOB
TecT cOCTOUT U3 TECTOBBIX (KOHTPOJIBHBIX ) 33JaHUI OJTHOTO YPOBHSI CJIO’KHOCTH U TIPABHIIbHBIX
(0Opa31oBbIX) OTBETOB K HUM.
TecToBbIe 3a1aHUS 3aKPBITON (DOPMBI, B KOTOPBIX CTYJIEHTHI BEIOUPAIOT OJTMH MPABUIBHBIA OTBET U3
JTAHHOTO HAbOpa OTBETOB K TEKCTY 3aJIaHUs. 3a KaXKIbI MPABWJIbHBINA OTBET CTYJCHT MOJydaeT OANH
6asu1, 3a HEMPaBUIBHBIN - HOJIb OAJIJIOB.
TecToBbIe 3a1aHMs IO TUCIUTUTNHE «/{OKyMeHTalMoHHOEe 00ecrieueHne yrpaBIeHUS

1. Yto sBiseTcst naTod akTa?
a) [lata yTBepKIeHMUS;

0) [lata coObrTus;

B) Jlata moanucaHus.

2. “IlepeunemM” B 1€IONPOU3BOICTBE HA3bIBACTCSL:
a) IOKYMEHT, COJIepKaIiuii 0000IIeHHbIE CBEJICHHUS 110 OJTHOMY BOIIPOCY;
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0) TOKYMEHT, COAep KAl CHCTEMAaTH3UPOBAHHOE MTEPEUNCIICHUE TTPEIMETOB, JTUI], 0ObEKTOB TN
paboT, COCTaBIIEHHBIX B LENSIX PACIPOCTPAHEHHSI Ha HUX OMPEEIEHHBIX HOPM HIIM TpeOOBaHMUIA;
B) JOKYMEHT, COJIEp KA MTePEUUCIICHUE JTUII, IPEIMETOB, 00BEKTOB B ONPECICHHOM MOPSIKE,
COCTaBJICHHBIN B LEJSIX HHOOPMUPOBAHUS UM PETUCTPALIUH.

3. Kak Ha3bIBaeTCsl JOKYMEHT, COJCPKAIIMIA OMMCAaHUE U TIOTBEPIKICHIE TEX WM UHBIX ()aKTOB MM
COOBITHH:

a) CTIpaBKa;

0) oKJIagHAas 3aMKuCKa;

B) aKT

4. C Kakoro MOMEHTa PaCIOPSIUTEIIBHBIC IOKYMEHTHI BCTYIIAIOT B CHITY?
a) C MOMEHTA MX MOJIMUCAHUS;

0) ¢ MOMEHTA UX MOANMKUCAHUS U COTJIACOBAHUS;

B) C MOMEHTA MX TIOJITUCAHMS U JOBESICHUS 0 CBEJACHUS UCIIOTHUTEIS.

5. B npunoxeHnu K pacrnopsauTebHOMY JOKYMEHTY Ha IIEPBOM €TI0 JINCTE B [IPABOM BEPXHEM YTy
HUIIYT:

a) “IIpunoxenne”;

0) “IIpunoxxenue” ¢ ykasaHueM HAMMEHOBAHHUS PACTIOPSAUTEIIFHOTO JOKYMEHTA;

B) “IIpunoxeHue” ¢ ykazaHneM HauMEHOBAHUS PacoOpsAUTEIBLHOIO JOKYMEHTA, €r0 JaThl U

6. Pazniensl, moapasnensl, MyHKTHI U MOAYHKTHI IOKYMEHTa JOIycKaeTcsl HyMepoBath. Kak
IPaBUILHO BHICTABUTH HYMEPAIHIO?

a)LIL I ...

6)1,2,3...;

B)a,0,B....

7. B xaKoM moJIpa3/ielIeHuy OpraHU3aIyy JOJDKHBI XPAHUTHCS TPYAOBBIC KHUKKH U BKJIAIBIIITH
pabOTHUKOB OpraHU3alMu:

a) B Oyxrajurepuy;

0) B oT/A€TE KaPOB;

B) B aJIMUHUCTpaluu?

8. Ecnm mpuka3 n3MeHsieT (OTMEHSIET, IOTIOIHSIET) paHee U3AaHHbIA JOKYMEHT, TO OJWH U3 ITYHKTOB
pacropsaUTeNbHON YacTH TEKCTa JOJKEH CO/IEPKaTh CChIJIKY HA OTMEHEHHBINH JOKYMEHT U
HAUMHATHCS CIIOBAMH:

a) “Ilpu3HaTh UCTIOIHEHHBIM. ..”;

6) “IIpu3HaTh yTpaTUBLINM CHILY...”;

B) “IIpu3HaTh HEAEHCTBUTEIBHBIM. ..” .

9. Uro Ha3bIBaeTcs “nenom’ B AEIONPOU3BOACTBE:

a) COBOKYITHOCTb JOKyMEHTOB WJIM JOKYMEHT, OTHOCSIIUICS K OJTHOMY BOIIPOCY MJIM Y4aCTKY
JeATEIbHOCTH, XpaHsIIUeCs B OpraHUu3allki;

6) COBOKYMHOCTh JOKYMEHTOB UJIU IOKYMEHT, OTHOCSIIIIMICS K OJHOMY BOIIPOCY MJIU YYaCTKy
JESITEIbHOCTH, TIOMEIIEHHBIE B OT/IEBHYIO 00JIOKKY;

B) COBOKYHHOCTI) JOKYMCHTOB WJIKM JOKYMECHT, OTHOCHHIHﬁCﬂ KO BCEM y4YaCTKaM JCATCIbHOCTH,
MOMEIIIEHHBIC B OTJIEIBHYIO 00JIOKKY.

10. Ecnii akT moAroToBJIEH KOMUCCHUEN, B KAKOM MOCIIEIOBATEILHOCTH JIOJKHBI YKa3bIBAThCA
JIOJDKHOCTHBIE JTUTIA (BO BBOJHOW YacTH), YIaCTBYIOIIHME B TIOJITOTOBKE aKkTa?
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a) [Ipencenarenb KOMUCCUU, YWICHBI KOMICCHH B TIOPSIKE YOBIBAaHUS CITY>KEOHOU JIECTHUIIBI,
CeKpeTapb KOMHCCHH.

0) [Ipencenarens KOMUCCHH, CEKPETAph KOMUCCUH, YWICHBI KOMUCCHH B alI(paBUTHOM IOPSIKE.
B) [Ipencenaresb KOMHCCHY, YWICHBI KOMUCCUU B aJI()aBUTHOM MOPSIKE, CEKPETaph KOMUCCHH.

11. Yro Ha3wIBaeTCs AyOIMKATOM JOKYMEHTA:

a) [lepBbIil UM AMHUYHBIN SK3eMILISp OPUIMAIBHOTO JOKYMEHTA,;

0) [ToBTOPHBII SK3eMIUIAP MOITUHHUKA IOKYMEHTA, UMEIOIINN IOPUINYECKYIO CUTTY;

B) JIOKyMEHT, TTOJIHOCTHIO BOCIIPOU3BOISAIINI HH(POPMAIIHIO TTOJUTMHHOTO IOKYMEHTA, HE MMEIOIINN
IOPUINYECKON CHUITBI.

12. C kako# 1ienpto ohopmirsseTcs TOKIaaHas 3aMucKa:

a) OOBACHUTH IPUYUHBI KAaKOTO-TH00 (haKkTa MM COOBITHS;

6) [1oOyIuTh pyKOBOAMTEIIS PUHATH ONPEACIICHHOE PEIICHNUCE;

B) YKa3aTh PyKOBOJUTEIIO HA HEJIOUETHI B paO0OTE COTPYAHUKOB MPEATPUSITHUS.

13. Kak npaBujIbHO MOCTAaBUTh OTTUCK IE€YaTH?

a) [IpaBee noanucy, ¢ YaCTUYHBIM MEPEKPHITUEM JTMUHONW NOJNMCH WM TIOBepX oTMeTkr M.IL.
0) JleBee nmoanucH, ¢ YACTUYHBIM IEPEKPHITUEM JTMYHON MOANKCH WIH ITOBEpX oTMeTku M.IL.
B) JleBee moanucH, ¢ YaCTUYHBIM MEPEKPHITUEM JIMUHOM MOJMUCH U PACIIU(POBKH MOITUCH.

14. Kako#i 13 nmepeunciieHHbIX JJOKYMEHTOB PETrJIaMEHTUPYET JACATEIbHOCTh KOHKPETHOTO
JIOJKHOCTHOTO Jihia?

a) JJOJDKHOCTHASI HHCTPYKITHS,

0) ykazaHue;

B) IIPUKa3.

15. KTo obnasaetr mpaBOM MOAMMCH MPUKA30B MO TIEPCOHATY U (PMHAHCOBBIM BOIpocam?
a) PYKOBOJUTEIb U 3aMECTHTEIb PYKOBOIUTEIIS;

0) TOJBKO PYKOBOJUTEND;

B) HAYAJILHUK OT/IeJIa KaJIpOB.

16. Iloanuce oTAeaseTcs OT TEKCTA:
a) | uaTepBaANOM;

0) 2 uHTEpBAIaMU;

B) 3 MHTEpBAJIAMH.

17. Kakoe u3 yrBepxaeHuil sapisercs BepHbIM? ['pud yTBepxaeHus — 31o:

a) peKBU3UT O(UIHUATBHOIO JOKYMEHTA, BEIPAYKAIOLIUI COTJIacue YUPexACHUsS UM €ro opraHa, He
ABIIAIOIIErOCsl aBTOPOM JIOKYMEHTA, C €T0 COEPKAHUEM;

0) peKBU3UT OPUIIHAIBHOTO TOKYMEHTA, CBUETEIbCTBYIOMINI 00 0cO00M XapakTepe HHPOpMaIH,
OTrpaHMYMBAIOLINI KPYT M0JIb30BaTENIEH JOKYMEHTA,

B) PEKBU3UT OPUIIMATBLHOTO JOKYMEHTA, MPUIAIOIINI HOPMATUBHBIN UK MPAaBOBOM XapakTep ero
COJIEP/KaHUIO;

') PEKBU3UT JOKYMEHTA, MPECTABIAIOMNNA cO00M COOCTBEHHOPYUHYIO MOJAMUCH TOJTHOMOYHOTO
JOJKHOCTHOTO JIMLA.

18. IIpaBoBOIi aKT, N3/1aBa€MbIl €JUHOINYHO PYKOBOJUTEIEM B LIESAX PELICHUS ONEPATUBHBIX
BOIIPOCOB, 3TO:

a) MpuKas;

0) pactiopspKeHue;

B) yKa3aHUE;
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') HHCTPYKLHUS.

19. Kak mpaBmiibHO 0()OPMHUTE CIEIYIOIIYIO AaTy B JOKYMEHTE:
a) B I momyroauu 2005 r.;

0) B nepsom nosryroauu 2005 r.;

B) B [ momn. 2005 r.;

r) B nepBoM 1oit. 2005 r.

20. [Touemy B opraHu3anisaxX U Ha NPEANPHUATUAX pa3padaThIBAIOTCS OPraHU3alMOHHBIE JOKYMEHTHI?
a) OT0 popManbHOE, TPAAUIUOHHOE TPeOOBAHKE, HE NMEIOIIee TPAKTUIECKOT0 3HAYCHUSI.

6) D10 HEOOX0AMMO MTPU BO3SHUKHOBEHUH KOH(IMKTHBIX CUTYAIH.

B) DTO CO3/1a€T HOPMATHUBHYIO 0a3y JUIsl OpraHU3aUH TPYJOBBIX MIPABOOTHOIICHHH.

r) OTO AenaeTcs pajy MOBBILEHUS MPECTHXKA OpraHU3aluu.

21. Kakoe yTBepKaeHUE SBISETCS MPABUIBHBIM?

a) Bce moctymnuBIme B OpraHu3aiuo JTOKYMEHTBI PErHCTPUPYIOTCSI CEKPETapeEM.

0) M3 Bcex MOCTYNMUBIIKX B OPTraHU3AINIO JOKYMEHTOB CEKPETaph PErUCTPUPYET TOIBKO T€, KOTOPHIC
NepealoTCs Ha pACCMOTPEHUE PYKOBOIUTEIIO.

B) [locTynuBIye B OpraHu3auio JOKYMEHTBI PETUCTPUPYIOTCS CEKpeTapeM BEIOOPOUTHO, B
COOTBETCTBUU C YTBEPKICHHBIM [lepedHemM TOKYyMEHTOB, perUCTPUPYEMBIX B CIIyk0e
JIOKYMEHTAIlMOHHOT'0 00ecrieuYeHN s yIpaBICHUS.

r) [locTynuBiine B OpraHu3anuo JOKyMEHThI CEKpeTapb PErUCTPUPYET BHIOOPOYHO MO CBOEMY
YCMOTPEHUIO

22. Cnoso "[IPUKA3BIBAIO" ynorpebnsercs:
a) B nmpukazax u pacnopsmkeHHUsIX.

0) B mpukaszax.

B) Bo Bcex pacnopsIuTeNnbHbIX JOKyMEHTaX.

23. Kakoe yTBepKaeHuUE sIBJIETCS MPpaBUIbHBIM? BhInucka U3 npoTokoia:
a) [TomnuceIBaeTcs mpezcenaTeseM U CeKpeTapeM.

6) IToanuceIBaeTCst TONBKO CEKPETapeM.

B) 3aBepsieTCsl CEKpETapeM.

r) [TonnuceiBaercs npeacenaTeieM.

1) 3aBepseTcs mpejceaTeeM.

e) He tpeOyer noanuceil 1 3aBepUTENbHBIX HAAMUCEH.

24. KakuM crioco0OOM MPOCTABISIETCs JaTa B rpude YTBEPKACHHS JOKyMeHTa?

a) MalmHoNuCHBIM CIIOCOOOM.

0) [IpocTaBisieTcst OT pyKH CeKpeTapeM Iocie YTBEPKICHHS JOKYMEHTa PYKOBOJHTEIIEM.
B) [IpocTaBnsercs caMuM pyKOBOJIUTENIEM B MOMEHT YTBEPKICHHS IOKYMEHTA.

r) [IpocraBmnsiercs m00bIM CLIOCOOOM.

25. CornacoBaHue ObIBaeT:

a) BHyTpeHHUM U BHEUTHUM;

6) [ToaHBIM U KpaTKHUM;

B) CIJIO)KHBIM U TIPOCTBIM;

r) C pyKOBOJUTEIEM YUPEKACHUS U C PYKOBOIAUTEIEM OPA3/ICICHUS;
1) C BBIIECTOSIIIAMHU PYKOBOAUTEISIMA WIIA OPTaHU3AIHSIMH.

26. [laTtoii mpoTOKOJa SABIISIETCS:
a) Jlara moanucanus;
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0) /laTa cornacoBaHus;

B) JlaTa M3roToBIEHNUS,

r) [lata ncnosiHeHus;

n) Jlara 3acenaHusi KOJUIETHAIBHOTO OpraHa

27. JlokyMeHT, (PMKCUPYIOMIMIA X01 OOCYXACHUS U MIPUHSITUS PEIICHUS Ha 3aCeAaHMSIX
KOJIJIETHAJIBHOTO OpraHa:

a) AxT;

0) KonTpakr;

B) Pemenue;

r) [locranoBnenue;

1) IIpoTokon.

28. Jly1g onepaTUBHOIO peLIeHUs 3ajad YIpaBIeHUs co3/1at0Tcs pukasbl. [1o conepixannio npukassl
OBIBAIOT:

a) [IpocTele U coXHBIE;

0) [1o ocHOBHOM AESITENBHOCTH U IO TUYHOMY COCTaBY;

B) BHyTpeHHue u BHelHuE;

r) [lonHble u kpaTkue;

1) C yrioBeIM U NPOJOIBHBIM PACIION0KEHUEM LITAMIIA.

29. Bxoasmuii TOKyMEHT IPOXOIUT CIAEAYIOIIHNE 3Tanbl 00pabOTKU:

a) COCTaBJICHUE MPOEKTa — COTJIACOBAHNE — O(hOPMIICHHE — TIOJIICAHUE — PETUCTPAIHS — HCIIOTHEHHUE
— HampaBlieHUE B JIEJI0;

0) npuem — nepBoHavaIbHast 00padoTKa — MpeIBaApUTEIHHOE PACCMOTPEHHE — PACCMOTPEHHE
PYKOBOAMTENEM — UCIIOTHEHUE — HAIIPaBIIEHUE B JIENIO0;

B) COCTaBJIEHHE [TPOEKTA — COIJIACOBaHKUE — O(hOopMIIEHUE — OANMCAHUE — PETUCTPALUs — UCIIOJIHEHUE
— OTMPABKA;

') MpUeM — NIepBOHaUaIbHas 00paboTKa — MPeIBAPUTEITHLHOE PACCMOTPEHUE — PETUCTPALIUS —
PacCMOTpPEHHE PYKOBOAMTENIEM — UCIIOJIHEHHE — HAIIPaBJICHUE B JIEJIO;

1) oopMIIeHHE TOKYMEHTA — IMOANMCAHNE — PETUCTPALINS — COTJIACOBAHHUE — YTBEPIKIEHUE —
OTIpPABKA.

30. JIoKkyMEHTBI pErUCTPUPYIOT:

a) B JIeHb NIOCTYILJICHUS, OTIIPaBKU;

0) B 1eHb 0(hOpMIIEHUSI, COTTIACOBAHMS;
B) B JICHb II€pe/lauy Ha UCIIOJHEHHUE;

I') OCJe UCTIOTHEHNUS;

1) Ha JTare HalpaBJIeHUs B JEJO.

31. [IpenBaputenbHOE pAaCCMOTPEHUE MOCTYIHUBIIETO JOKYMEHTA MMPOBOJUTCS
a) pyKOBOJIUTEIIEM;

0) HaYaJTbHUKOM KaHUEJSIpUU;

B) 3aMECTHUTEIEM PYKOBOJIUTEIIS IO OOIIMM BOIIPOCaM;

T) II0OBIM U3 UCTIOTHUTENCH;

Il) CeKpeTapeM.

32. Ecnu 3anpoc ObUT MOJMUCAH PYKOBOAMTENEM (PUPMBI, OTBET Ha HETro JOJIKEH MOIHICATh!
a) 3aMECTUTEIb PYKOBOIUTEIS;

0) 1000€ MOTHOMOYHOE JIULO, B UbeH KOMITETEHIIUHU PEeIIeHUE JTAHHOTO BOIIPOCa;

B) pPYKOBOJIUTENb (PUPMBI, OpraHU3alUH;

I') B 3aBUCUMOCTH OT CTaTyca 3alpaliiBaeMoil HHGopMaIu.
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33. O0BeM TOKYMEHTO000pOTa — 3TO 00IIIee KOJTUUSCTBO BXOISIINX, HCXOAIINX U BHYTPCHHHUX
JIOKYMEHTOB:

a) 3a MecsIIl

0) 3a rox

B) 3a 3 rona

34. 3asBieHue o MpueMe Ha paboTy MUIIETCS Ha UMS:

a) PYKOBOJUTEJISI OpraHU3allun

0) pykoBoAMTENS TOApa3AeNeHus, B KoTopoe Brl ycTpanBaeTech Ha paboTy
B) PYKOBOJUTEIISI KaAPOBOM CITYKObI

Kitroun k Tecty o nucuuiuinae «J{okyMeHTalmonHoe obecrnieuenue ynpasiaeHus»(Ne Borpoca

[TpaBunbHEI oTBET): 1. 6, 2.0, 3.4, 4.8, 5.B, 6.0, 7.0, 8.0, 9.0, 10.8, 11.6, 12.6, 13.0, 14.a, 15.6, 16.8,
17.8, 18.0, 19.0, 20.8, 21.8, 22.0, 23.B, 24.B, 25.a, 26.1, 27.1, 28.0, 29.8, 30.a, 31.1, 32.8, 33.0, 34.a
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