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1. HEJIX OCBOEHUA JTUCHUIIJIMHBI

Llenpto OCBOGHHS  MUCIUILUIMHEI  ABIACTCS:  (QOpMHpOBaHHE y  00ydaronMxcs
MpEICTABICHHAS O JOKYMCHTAIIHH M OPTaHH3aIlMH CHCTEMBI JTOKYMEHTAIlMOHHOrO obecliedeHus
(ynpaBiieHHs JOKYMEHTallMeH) B OpraHu3aligax pa3jiMuyHOrO YPOBHS YIIPABJIEHHUs, B YACTHOCTH,
B TAMOYKEHHBIX OpraHax.

3agaum:

e chopMHpOBaTh MOHUMAHHE CTY/JICHTAMH POJH OCYIIECTBICHHS [EJIONPOU3BOJICTBA B
OpraHM3alliH YIPaBIEeHHA TOKYMEHTAIMEW B CHCTEME TAMOXKEHHBIX OPraHOB, a TakKke
HEOOXOIUMOCTH ¥ 3HAYCHUS 3HAHHE O MpaBUJIaX BEJACHHS JACIONPOH3BO/ICTRA;

e H3YYATh HOPMATHBHO-TIPABOBBIE aKTHI, PErIaMEHTHPYIONIME MpaBHia O(OpMIIEHHS
JIOKYMEHTOB B TAMOXKEHHBIX OpraHax;

e  YSACHHUTH NPUHIUITE YHU(UKAIIMH U CTAH/IAPTH3AIMH JOKYMEHTOB;

e M3YYUTh MpaBUIa MOJTOTOBKH, COCTaBleHMs] U O(OPMIIEHUS KOHKPETHBIX BHJIOB
OpraHu3allHOHHO-PACIOPATHTEILHEIX JIOKYMEHTOB, a TaKKe TOJTYIHTh
COOTBETCTBYIOIIME  HABBIKM B  IIOJrOTOBKE  OPraHM3allMOHHO-IIPABOBBIX  H
HH(OPMALMOHHO-CIIPABOYHEIX IOKYMEHTOR;

e 03HAKOMHTH C JIOJDKHOCTHBIMH 00S3aHHOCTSIMH JODKHOCTHBIX JIHIL U PAOOTHHUKOB OT/1€]1a
JIOKYMEHTAIIMOHHOTO 00eCIIeUeH s TAMOKEHHOTO OpraHa.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII BO

VueOHaa mucnuminHa «OCHOBBI JIOKYMEHTOOOOpOTAa B TAMOXEHHBIX — OpraHax»
OTHOCHTCS K 0a30BOM dYacTH Y4YeOHBIX JIUCIUILUIAH OCHOBHOH mpodeccHoHanbHOM
o0pazoBarenpHON MporpaMMEl BeIcIIero oopazoranns (nanee — OITOIT BO), npexycMoTpeHHBIX
(e/lepaibHBIM TOCY/IaPCTBEHHBIM 00pazoBaTebHbBIM CTaHApTOM 110 crenuansioctu 38.05.02
Tamoxennoe aeno (nanee — ®I'OC BO).

[IpepekBH3UTH  THCIMTLIAHBIL: «OCHOBBI ~ TaMOKEHHOT'O  Jielay, «Teopus
TOCYJIApCTBEHHOTO YIIPABIECHHUS.



3. INIAHUPYEMBIE PE3YJIBTATHI
OBYYEHMUA 110 JUCHUIIJIMHE

Ilpomecc HM3ydYeHMs AUCIMIUIMHBLI HanparieH Ha (OPMUPOBAHUE M PA3BUTHE CJIEAYHOLIMX
komreteHuit B coorBeTcTBHE ¢ @I'OC BO 1o 1anHOMY Halpas/eHHUIO:
o Obwenpogheccuonanwvnuvie (OIIK):
1) BIajeHHeM MeETOJaMH H CPEJACTBAMH IIOJIyYeHHs, XpaHeHHs, o0paboTKu uH(pOpMAIlHH,
HABBIKAMH HCIOIb30BAHUSA KOMIIBIOTEPHOM TEXHUKH, NPOrpaMMHO-HH(OPMAIIHOHHBIX CHCTEM,
koMmsroTepHBIX ceteid (OI1K-3).
e [Ilpogpeccuonanvnure (IIK):
1) BIajiecHHeM HABBIKAMH TIPUMEHEHHs] B TAMOXKEHHOM Jiejle MH(POPMAIMOHHBIX TEXHOJIOIHA M
cpefcTB obecriedeHuss WX (YHKIHMOHUPOBAHUS B LEIIX HHGOPMAIMOHHOIO CONPOBOXKICHHSA
npodeccuonanpHol fesrensHocTa (11K-32);
2) BIQJICHHEM HAaBHIKAMH HCIIOJIB30BAHHs JJIEKTPOHHEIX cHocoO0B oOMeHa uH(OpMalHEH H
Cpe/icTB UX obecredeHus, IPUMEHsIeMbIX TaMo)keHHbIMU opranamu (I1K-35).
OIIK-3 — BiajieHde METOJAaMH ¥ CPEICTBAMH MONY4YEHHs, XpaHeHus, oOpaborku
UHGOpPMAITHH,  HABBIKAMH  MCIOJIB30BAHHS  KOMIIBKOTEPHOH  TEXHHKH,  IPOrpamMHO-
WH(POPMAIIMOHHBIX CUCTEM, KOMIIBIOTEPHBIX CETEH.

Kox YpoBenb ocBoeHHS Ili1anupyembie pe3yabTaThl 00y4eHHs 10
topmMupyemMBbIX KOMIIeTeHIHH AMCHHILITHHE XaPAKTePH3YIOIHe ITANbI
KOMITeTeH U ¢popmupoBaHHA KOMIETeHIHH (MOKa3aTeH
O0CBOEHHSI KOMIETEeHIHI)
1 2 3

3namv: OCHOBHBIC TEPMHHBI, IIOHATHS, METOJBI H
cpejcrBa cbopa, xpaneHus 1 00paboTKH
uHbopMalK; criocodsl ¥ METOIBI BOCIIPOM3BE/ICHMSI
uHpopmauu.

OIK - 3 Yacmuunuiil Vmems: ucnonb3oBaTh MCTOUHMKH DKOHOMHYECKOH,
COIMANBHOM, yrpaBieHuYecKoi nudopmaLuu;
OCYILECTBUTE TOMCK HMH(POpPMALIUM 110 TNOJIYYEHHOMY
3ajaHnio, cOOp, aHaiu3 JaHHBIX, HEOOXOAWMBIX /s
pEILEHHUS MMOCTABAEHHBIX SKOHOMHHECKHX 3a/1a4.
OCYILIECTBJIATL [PABUIBHBIA BBIOOP HH(POPMALMOHHBIX
TEXHOJOTMH  JUiss  pellieHMs  AHAJIMTHYECKMX H©
MCCIe1I0BaTENBCKUX 3a/1aY.

Brnaoems: HaBbIKAMH HCIOIB30BAHMS COBPEMEHHBIX
TEXHHYECKHX CPEACTB H MHPOPMAIIMOHHBIX
TEXHOJIOTUH  JUIs  pElICHHS  aHAJIMTHYECKHX |
HCCIIEIOBATEIbCKUX 3a/1a4; HaBbIKAMH
OCYIIIECTBIICHHSA MIOUCKa uHpopManHu no
NOJIy4eHHOMY 3a71aHuIo, cbopa, aHaiu3a

JIAHHBIX, HEOOXOMMBIX [JIsl PEIICHHS I[TOCTABJICHHbIX
OKOHOMHYECKHX 3a/1a4.




lIK - 32

Yacmuynwviii

3name: OCHOBHBIE 3aKOHOMEPHOCTH CO3IAHHA H
(GYHKLUHOHHPOBAHUS HMH(POPMAIIHOHHBIX ITPOIECCOB;
CYIIECTBYIOLHE COBPEMEHHbBIE TEXHUYECKUE CPEICTBA
U uHGOpPMAIMOHHBIE  TEXHOJIOTHH, METOJbl |
IPHUHLIKIBL paboTHI.

Vymemsb: IPUMEHATH COBpeMeHHble HH(OPMAIHOHHEBIC
TEXHOJIOTHH I 1ToucKa B 00paboTku uHbopManuu,
oopMIIEHHS JIOKYMEHTOB M IIPOBEJICHHS aHaM3a
HH(pOpPMAIIMK; HCIOIB30BaTh MOJIYUYEHHbIE 3HAHUS,
HABBIKH U YMEHHS JUIsl JOPMHUPOBAHUS H Pa3BHTHSI
podecCHOHATHHBIX KOMIIETEHIMH.

Bradems:  mnpuemamu  cbopa u  00paboTKu
uHdopmauu N0CPEe/ICTBOM HCIIOJIb30BAHH S
COBPEMEHHBIX TEXHUYECKUX CpeICTB ]
HHOOPMAIIMOHHBIX ~ TEXHOJIOTMH, M  IIPUMEHEHHS
pe3yJIbTATOB B COOTBETCTBYIOIIHX chepax
npodhecCHOHATIBHOM NesTEIbHOCTH; HAaBbIKAMH
paboTHI c uHpopmaluei B r100aTbHBIX
KOMIIbIOTEPHBIX CETAX.

IIK - 35

Yacmuunwiil

3name: CyIMIECTBYIOIIHE CHOCOOBI  3IEKTPOHHOTO
oOMeHna wunHoOpManKel; CYIIECTBYIOIIME CpEACTBa
3IIEKTPOHHOTO 0OMeHa HHpopMaluei.

Vmemsb: IpAMEHSITH COBpeMEHHbIE HH()OPMAIIHOHHBIE
TEXHOJIOTHH Juis HJIEKTPOHHOTO obmena
uHopMaIHeii; HCI0/IB30BaTh IOJIyYEHHBIC 3HAHUS,
HABBIKA M YMEHHS JJIS OPTaHU3aliy 3JI€KTPOHHOTO
oOMeHa UH(pOpMaIHeit.

Braoems:  npuemMaM#  3JEKTPOHHOrO  obmena
HH(pOpMAaIHEH; HaBBIKaMHU CO3/1aHHUs u
HCIIOJb30BAHMS HICKTPOHHBIX IIOYTOBBIX CEPBHCOB.




4. OBPBEM M CTPYKTYPA JIMCITUIIJIUHbI

TpymoeMKOCTh JIMCLMILTAHBI COCTABIISIET 3 3a4eTHBIX eluHHIIbI, 108 yacos

Buael yueOHo# paboTel, @opmbl
BKJTIOUAs O6bEM yuebHoi TEKYILIEero
CaMoCTOATE/ILHYIO paboTy paboThbi © KOHTPOJIs
g CTYJIEHTA U TPYILOEMKOCTh NPUMEHEHHEM | YCIIEBAEMOCTH,
o g (B yacax) MHTEPAKTHBHBIX hopma
= METOA0B (B MIPOMEKYTOUHOH
= | HaumenosaHue Tem H/HiH § § oy x/%() pa’rrecgunu
< pa3esioB/TeM QUCLMILTMHbBL 3 = » o (10 cemecTpam)
3 2 |2
: s | B
= =
= |EE|EE
= < E ¥e) § O
Q = < a5
5 |E8| RE&|Q
1. | IlpeameT, MeTOA U 32024
JIOKyMEHTO000pOTa B 6 - - 2 = L0 1/50% -
TAMOKEHHBIX OpPraHax
2. | JoxymeHTalHOHHOE
obecrieueHHe  JEATENBLHOCTH 6 B - - = 10 0/50% -
TAMOJKEHHBIX OPraHoB
3. | TpeboBaHus K MOArOTOBKE H 6 _ _ 2 _ 10 1/50% Peimune-
o(opMITEHHIO TOKYMEHTOB Konmpo:n {
4, | OpraHu3alnOHHO-
pacnopsaanuTebHbIE 6 - - - - 12 0/50% -
JIOKYMEHTBI
5. | UndopmannonHo- 6 _ _ _ ~ 12 0 /50% )
CIPaBOYHBIE TOKYMEHThI
6. | JloKkyMeHTBI 110 JTHIHOMY 6 . _ ] . 10 1/50% Petmuna-
LocTany KOHMpop 2
7. | Tlouckosas cucrema
JIOKYMEHTOB U COBPEMEHHBIE . . p—
TEXHOJIOTHH, IPHUMEHAEMbIE B - - - - 0 -
JIEJIONPOU3BOICTBE
TAMOKEHHbBIX OPraHoB
8. | HomeHnknartypa aen u
MOJAroTOBKa JOKYMEHTOB Ha 6 - - - - 12 0/50% -
apXMBHOE XpaHEHHE
9. | lMopsamok padoTel ¢
MUCEMEHHBIMH ¥ YCTHBIMU . | —
obpawenusMu (xanobamu) 6 - - 2 - 12 1/50%
rpakiaH U yuacTHHKOB BDJ Konmpoits 3
B TAMOXKCHHBIE OpraHbl
Hanuuue B pucuunanxe KII/KP - - = - - - v
Beero 3a VI cemecTp: 108 - 8 - 100 4/50% 3auer
HToro no AHCUHILIHHE 108 - 8 - 100 4/50% 3auer




COJEPKAHME JIEKIIMOHHBIX 3AHATHHI MO IUCLHUILIMHE

Tema 1. Ilpeamer, MeTo/1 H 321a4H JOKYMEHT0000p0TAa B TAMOMKEHHbIX OpraHax.

Hcropus pasBHTHA JCIONPOH3BOACTBA. JIOKYMEHT Kak HCTOYHMK HH(pOPMAIHH.
JToxymenT u ero ¢pynkuun. Knaccudukanus qokymenToB. Buapl nokymenToB. CranjapTH3aius
U YHH(HKAIMS JIOKYMEHTOB. TeXHOJI0rust AeTONpon3BoAcTBa. DYHKIIMHU JIENONPOU3BOICTBA.

Tema 2. lokyMeHTAIIHOHHOE o0ecneueHHe AeATEIbHOCTH TAMOKEHHBLIX OPraHoB.

O6mue TpeboBanus K OgaHKaM IOKyMeHTOB. TuroBbie (opmynspbl. TpeboBanus K
TekcTy aokyMmeHTta. OdopMmiaeHHe TpHIOKeHHH K jJokymeHTy. COBMECTHBIE JOKYMEHTHI.
CojepxaHHe W CTHIb JIOKYMeHTa. [peOoBaHus K TeKCTy M OQOPMICHHIO CIIYKEOHBIX
JokymMeHTOB. Mcrnonp3oBaHie THIOBBIX H TpadapeTHbIX TeKcTOB. Paszjenenwe JOKyMeHTa Ha
CMBICJIOBBIE YacTH (BBOJHYK) M OCHOBHYIO). [leneHue JTOKYMEHTOB Ha pas3jelibl, MOAPa3ielibl,
IIYHKTBI, TIOJIMYHKTBI, HCIOIE30BaHHE HYMEpaLuy ¢ apadCKUMH HuPpaMHU.

Tema 3. TpeboBanusi K NOAroTOBKE H 0)OPMJICHHIO JIOKYMEHTOB.

Hasnauenue u o0iacte npumenenus 'OCT P 7.0.97-2016. HauuonaipHbiid cranjapr
Poccumiickoit ®emeparmn. Cucrema CTaHjaproB 1o HWHOOpPMALHH, OHOIMOTEYHOMY H
u3jJaTenbckoMy geny. OpraHu3aldoHHO-pACIopsMTe/bHas JoKyMeHTanus. Tpebosanus K
odopmieHnio JT0KyMeHTOB. JlokymMeHT kak Hocutens HHpopmauud. CyIHOCTE CHCTEMBbI
nokymenTaiuu. [Ipasuia oopmiteHus yIpaBIeHYeCKHX [OKYMEHTOB. PEKBH3UTLI JOKYMEHTOB.
JloxymenToo6opoT, ero crpykrypa. IloToku gokyMeHTanuu. TeXHOIOTHs JOKyMEHTOoOOopoTa.
Ilpuem w nepBoHadayibHas 00pabOTKa MOCTYMAIOUIMX JOKYMEHTOB. lIpoBepka nmpaBHIbHOCTH
JNOCTAaBKH KOppecnoHaeHinu. [lpeqBaputenbHoe pacCMOTPEHHE JOKYMEHTOB. Pe3ylbTarsl
paccMOTpeHHsi  JIOKYMEHTOB. MH(pOpPMAIMOHHO-TIOUCKOBBIE ~ CHUCTEMBI, HCIIOJIbL3YEMbIE B
JNOKYMEHTAIIHOHHOM 00ecreueHHH JIeITeIbHOCTH TaMOXKEHHBIX opraHoB. Ilponenypa noucka.
Haspauenwe yuera M pPErucTpalid JAOKYMEHTOB. KOHTpO/Ib HCIIOIHEHHS JIOKYMEHTOB.
Opranusanuss  KOHTpOIS — HCHoiHeHus.  Pabora  HMCIOINHHTENEH ¢ JOKYMEHTaMH.
ABTOMATH3MPOBAHHAS PETUCTPAIHS JOKYMEHTOB.

Tema 4. Opranu3aliHOHHO- PACIIOPAIHTENbHBIE TOKYMEHTHL.

3aKOHBI, MOCTAHOBICHHS, PACIIOPSIKEHUs IIPaBUTEILCTBA PD, MpHKa3kl W yKazaHus Kak
OCHOBA PACHOPAAHTENBHON JOKYMEHTAIIMH TaMOXKeHHbIX opranoB. [lopsok odopmienus u
YTBEPIKICHHS OPraHH3allHOHHO-PACIIOPS/IUTENIbHBIX JIOKYMEHTOB. BuIBl OpraHu3aiuoHHo-
paclopAAMTENLHEIX JOKYMEHTOB ¥ HX ocobenHoctu. TpeboBanus k odopmieHnio u
COCTaBJICHUIO OPraHU3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB,

Tema 5. UndopManiuoHHO-CIPABOYHBIE IOKYMEHTbI.

WudopMaoHHO- CIPaBOYHBIE JOKYMEHTHl. BHyTpeHHHE/BHEIIHHE HH(OOPMALMOHHBIC
notoku. HupopManmoHHBle TMOTOKH — HHPOPMALMOHHBIE JOKYMEHTBL. BHIBI CHPaBOYHBIX
JOKyMEHTOB.  JIOKYMEHTHpOBaHHE HEATEIbHOCTH  KOJUIeTHaIbHBIX  opraHoB. [lopsmox
oOpMIIEHHsT W YTBEpIKACHHS WHGPOPMALUMOHHO-CIPABOYHBIX JOKYMeHTOB. (OcoOeHHOCTH
paboThl ¢ BHELIHMMH M BHYTPEHHUMH J0KyMeHTaMu. [lucema 1 npasuina oopMIICHAS JENI0BOM
TIEPENIMCKH W MEKIYHAPO/IHOM JIeNIOBOM KOppecnoHIeHIMH. Tunossle Gpasbl, HCIOIB3YEMEIC B
nIenoBoil mepenmcke. TpeboBanus K O(DOPMICHHIO H COCTaBICHHIO HMH(OPMaNMOHHO-
CIPaBOYHOI TOKYMEHTAIHH.

Tema 6. [lokyMeHTHI 110 THYHOMY COCTaBY.

KagpoBas [JOKyMeHTamusi B TaMOKEHHBIX opraHaX. OcoOeHHOCTH — KaIpoBOH
nokyMeHTauu. OQopMmiieHHe W YTBEPXKJICHHE KaJPOBBIX JOKYMEHTOB M TpeboBaHus K HX
opopmienuo. BuAB JOKYMEHTOB, OTHOCAIIMXCSH K JOKYMEHTaM II0 JIHYHOMY COCTaBy.
CooTHoOLIIEHHE KaapoOBBIX JTOKYMEHTOB € OPraHW3allMOHHO  -PacHopsiIMTE/IbHBIMH U
uH(OPMAIMOHHO- CIIPaBOYHBIME JokyMeHTaMu. [lonoxenus Tpynosoro Kojekcea, kacaiomuecs



KaJIpOBBIX JOKYMEHTOB. JIOKYMEHTBI, OTpaXKaroIlHe pe3yJbTaThl Tpyla paboTHHKOB. Beaenue
TPYJAOBBIX KHIKeK. OdopmiieHne nuuHBIX nen. Beaenune muunbix xaprtouek. Cxema JBHIKCHHS
[epPCOHAIa W BO3ZHHKAIOIIME NPH 3TOM HOPOIEAYPHl W JOKYMeHThL. CoOCTaBieHHE ITHYHBIX
JOKYMECHTOB.

Tema 7. IlonckoBasi cHCTeMa JOKYMEHTOB M COBpeMEHHbIE TEXHOJIOIMH, IPHMeHseMbIe B
JAeJIONPOH3BOICTBE TAMOKEeHHBIX OPTAHOB.

ITpumenenue HHPOPMAIHOHHO-TTOHCKOBOH CHCTEMBI, HCIIOIb3YEMOH B
JIOKYMEHTAIIMOHHOM 00ECHEYEHNH NEATEeIbHOCTH TaMOKEHHBIX opraHoB. lIpomemypa momcka
noxkymenToB. [Ipumenenune CVYDB]J| (cucrema ympapnenust 0asamu aaHHbIX). COBpeMeHHBIE
CHCTEMBI aBTOMAaTH3aIMK JIe/I0Npon3BoAcTBa. [IporpaMmMuble KOMILIEKCH U MH(DOPMAIUOHHBIE
TEXHOJIOTHH. ABTOMaTH3HpPOBaHHasl perucrpauus JgokymeHtoB. MHcnonb3oBanue IIK B
aenonpousBojacTBe. IIpHeM u mnepBoHauanbHas 00paloTKa MNOCTYNAONHX JAOKYMEHTOB.
IIpenBapurenbHOe paccMOTpEHHE JOKYMEHTOB. Pe3ynpTarhl paccMOTPEHHs JOKYMEHTOB.
CroernuanbHple NpOTpaMMBl, HCHOJB3YyEeMble B TAMOKCHHBIX OpraHax Ipu o(opMIICHHH
TAMO)KEHHOH  JeKnapaluu. OJeKTpOHHOe JekjiapupoBanue. [IpumeHeHHe COBpeMEHHOM
OPITEXHUKH B JICTIOIPOH3BOJICTBE.

Tema 8. HomeHKkIaTYpa J€/1 H NOATOTOBKA JOKYMEHTOB HA APXHBHOE XPAHEHHE.

CocraBineHre HOMEHKIATYpbI Jien H dopmupoBanue aen. Ocodbernnoctr GopMHPOBAHHS
nen. Iloaroroska en v NOpsI0K nepeaadu aen B apxuB. Hymepanus nucros gena. CoctaBienue
3aBepuTelbHOH HaanucH. CocTaBiieHHe BHYTPEHHEH OMMCH JTOKYMEHTOB Jesia. XpaHeHue Jel B
TEKyIIEeM Jelonpou3BojcTBe. OdopMieHHe el BpPEMEHHOTO0 H IOCTOSHHOTO XpaHEHHS.
JKcnepru3a LEHHOCTH YIPABICHYECKHX JOKYMEHTOB. [lopsmok BbIIauM el U3 apXHBa.
DyHKIMH apXHMBOB TAMOKEHHBIX OPraHOB. 3a/lauM TOCYAapCTBEHHBIX apXHMBOB. OmnpeneneHue
LICHHOCTH JIOKYMEHTOB C 1[JIb0 0TOOPA Ha IOCYAapCTBEHHOE XPAaHEHHE M YCTAHOBJIEHUs CPOKOB
xpaneHus. CozgaHue DKCIEPTHBIX KOMUCCHT. DYHKIIUU U TpaBa 3KcepTHOH KoMuccHn. Cpoku
HPOBEJICHUs. DKCIEePTH3bl 1[EHHOCTH JOKyMeHTOB. OT0Op MOKYMEHTOB [UISI MOCTOSHHOTO
xpaHenus. Ormerka «II1K». IToaurieka BHOBE chOpMHPOBaHHEIX JIC]T.

Tema 9. llopsizok paGorsl ¢ NHCBMEHHBIMH M YCTHBIMH 00pameHusiMu (:Kaj00aMu)
rpa;/aaH u yqacTHUKoB B/l B TAMOKeHHbIE Opraibl.

OpTaHHBaHHH JACIIOIIPOU3BOZICTBA TAMOMKECHHBIX OPraHoB I10 paGOTG C TIPEJJIOKEHHUAMH,
3adBICHMSAMH M JKaloO0amH rpaxaaH M yuyactHukoB B3JI. PaccmoTpeHue 1o cymiecrsy,
TpeOoBaHMsA, NpeabsIBISeMble K pemienuto. IIpuem u perucrpauusi oOpailleHuil rpaxjian u
yuacTHHKOB BOJl B Tamokennbie opransl. [lopsjiok U cpoku o0xaloBaHus OCTAHOBICHUH O
HaJIOXKEHHH B3BICKAHHH, O JOMOJHHTEIBHOM IPOU3BOJICTBE, O HAPYIICHUH TaMOKEHHBIX IIPaBHIl
H T.J1., B cooTBeTcTBHH ¢ TpynoseiM Kojexcom Poccuiickoit @enepanuu. Cpoku mnojauu u
paccMOTPEHHS 3asiBIIEHUH W oOpallleHui, OTBOIMMBIEC CPOKH JUIs pelenusi. opMupoBanue Jell
U MX XpaHEHHE M0 [PENIOKEHHAM, 3asiBIECHUAM, Kajlo0aM Ipax/iaH u ydacTHukoB BOJI.

COJEPXKAHHUE MPAKTHUYECKUX 3AHSITHM MO JUCIUILIVHE

Tema 1. IIpeamer, MeTo H 321a4H AOKYMEHTO000POTA B TAMOKEHHBIX OPraHax
Bonpocst, eébinocumesie na odcyxicoenue:

1. McTopus pa3BUTHS JIEIONPOU3BOICTBA.

2. JlokyMeHT U ero (pyHKIIHH.

3. Knaccudukanus J0KyMeHTOB.

4. Buapl JOKYMEHTOB.

5. Crannaprusanus 1 yHHQHUKAIHA JJOKYMEHTOB.

6. TexHOMOTHS TENONPONU3BOCTRA.



7. @yHKIMU 1eTONPOH3BOICTRA.
Jumepamypa: [1, 2, 3].

Tema 2. JlokyMeHTaNHOHHOE OOeciedeHHe AeATEMHHOCTH TAMOKEHHBIX OPIraHoOB
Bonpocui, evinocumsie na obcysxcoenue:
1. O6mue TpeboBaHMS K OIIaHKAM JIOKYMEHTOB.
2. TpeGoBaHus K TEKCTY HJOKYMEHTA.
3. OdopmiieHHE TPUTOKEHHH K JOKYMEHTY.,
4. TpeboBaHUS K TEKCTY U 0OPMIIEHHIO CITYKEOHBIX JOKYMEHTOB.
5. Mcnionp30BaHue THIOBBIX U TpadapeTHBIX TEKCTOB.
6. Jlenenne JOKYMEHTOB Ha pa3/Ieiibl, IIOAPA3/IENbl, MYHKTHI, TIOJMYHKTEI, HCIIOIb30BaHUE
HyMepalluu ¢ apadCKUMH I paMH.
Jumepamypa: (2, 3, 4].

Tema 3. TpeboBanus k noAroToske u 0GpopPMIEHHIO IOKYMEHTOB
Bonpocel, esinocumoie na odcyricoenue:

1. TpeGoBanus k opopMIIEHHIO JOKYMEHTOB.

2. JIOKYMEHT KaK HOCHTEb HH(OPMALIUH.

3. CyImHOCTE CHCTEMBI JOKYMEHTAIIHH.

4. IlpaBuna oopmIeHHs yIIpaBIeHYECKHX JJOKYMEHTOB. PEKBH3HTHI JOKYMEHTOB.

5. JlokymenTo0ob60poT, ero crpykrypa. [loToku JoKyMeHTammu. TeXHOJIOrHs
JOKYMEHTOo0o0opoTa.

6. Ilpuem u neppoHavYaIbHAs 00pabOTKa MOCTYNAOIIMX JOKYMEHTOB.

7. IlpoBepka npaBHIIBHOCTH JIOCTABKH KOPPECIIOHIEHIIUH.

8. llpenBapuTenbHOE  pAcCMOTpPEHHE JIOKYMEHTOB. Pe3yapTaTsl  PacCMOTpPEHHs
JOKYMEHTOB.

9. KoHTpoab HcHonHeHHs JOKyMeHTOB. OpraHusanmst KOHTPOJIS HCHonHeHHs. Pabora
UCHOJIHUTEJIEH C JOKYMEHTaMH. ABTOMaTH3HPOBAHHAS PETHCTPAIHS IOKYMEHTOB.
Jdumepamypa: (1, 2, 4].

Tema 4. Oprann3zannoHHO- pACHOPSAUTEILHBIE JOKYMEHTbI
Bonpocei, ésinocumote na obcyycoenue:

1. 3aKoHEBI, MOCTAHOBJIEHHS, PACIOPSUKEHHSA MpaBHTEIbCTBA PD, mpukasel M ykazaHus
KaK OCHOBa PacIopsAaHTEIbHOH JOKYMEHTAUH TaAMOKECHHBIX OPTaHOB.

2. llopagox odopMIleHHS ¥ YTBEPXKICHHSA OPraHU3alMOHHO-PACIIOPSAAMTEIBHBIX
JOKYMEHTOB.

3. Bujpl opranu3aiHoHHO- PacIOPS/AMTENbHBIX JOKYMEHTOB H HX OCOOEHHOCTH.

4. TpeboBanua K OQOPMIICHHIO U COCTABJICHHIO OPraHH3allAOHHO-PACIIOPSIATEIBHBIX
JIOKYMEHTOB.

Jumepamypa: |1, 2, 5, 6].

Tema 5. UndopMannoHHo - cipaBoYHbIE JOKYMEHTHI
Bonpocsi, evinocumesie Ha obcyxncoernue:
. UHpOpMaIMOHHO - CLIPABOYHEIE JOKYMEHTHL.
. Buyrpennue/BHemnne MHGOPMAITMOHHBIE TIOTOKH.
. HdopMaImonHbple TOTOKH — HH(POPMAI[MOHHEIE JTOKYMEHTEL
. Bujipl cipaBOYHBIX JOKYMEHTOB.
. JloxyMeHTHpOBaHUE NEATEINEHOCTH KOJUIETHATBHBIX OPTaHOB.
. [Topsiok opopMiIeHHS H YTBEPIKICHUS HHPOPMAITHOHHO - CIIPABOYHEBIX JIOKYMEHTOB.
. OcobenHOCTH PabOTHI C BHENTHUMH M BHYTPEHHHUMH JIOKYMEHTaMH.
8. Ilucpma u mpaBuna o(opMIIEHUS JIEJIOBOM MEPENUCKH M MEKIYHAPOIHOM JENI0BOi
KOppecnoHieHIuH. THIOBEIe Ppa3sl, HCIIOIB3YyEMBIE B JICIIOBOM NEPENHCKE.
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9. TpeboBanus k O(OPMICHHUIO W COCTARJIEHHK) HH(GOPMAIMOHHO - CIPABOYHOM
JOKYMEHTaIIUH.
JTumepamypa: [1, 2, 3, 4].

Tema 6. JloKyMeHTHI 110 JIHYHOMY COCTABY
Bonpocel, esinocumesie na obcyxycoenue:
1. KagpoBast TOKYMEHTAIHS B TAMOXKEHHBIX OpraHax.
2. OcobenHoctu KaapoBoH pokymeHnrtamud. OdopMIeHHE H YTBEPIKICHHE KaIpPOBBIX
JIOKYMEHTOB U TpeOoBaHUs K UX 0POpPMIIEHHIO.
3. Buapl TOKyMEHTOB, OTHOCSILIMXCS K JIOKYMEHTAM I10 JIHIHOMY COCTAaBY.
4. COoOTHOILIEHUE KaJPOBLIX JIOKYMEHTOB C OPraHW3alldOHHO - PaCHOPSANTEIILHBIMH H
HH(POPMAIMOHHO- CIIPABOYHBIMH JJOKYMEHTAMH.
5. INonoxenus Tpynosoro Konekca, kacarommecs: KaJipoOBbIX JJOKYMEHTOB.
6. JIOKYMEHTBI, OTPXKAIOIIHE Pe3yNIbTATH TPY/1a paOOTHHKOB.
7. Benenue TpyaoBbIX KHIDKEK. OdopMiieHHe THYHBIX Jiell. Bejienne TMuHbIX KapToyek.
8. Cxema IBHKEHUS NIEPCOHANIA M BOZHUKAIOIIHE [TPH 3TOM IIPOLEIYPhI H JOKYMEHTHI.
9. CocTaBleHHE IMYHBIX JOKYMEHTOR.
MTumepamypa: [1, 2, 3].

Tema 7. IlonckoBas cHcTeMa JOKYMEHTOB H COBPeMeHHbIE TEXHOJIOTHH, IPHMeHsIeMbIe B
AeI0NPOH3BOJCTEE TAMOKEHHBIX OPraHoOB
Bonpocel, evinocumsie Ha obcysyncoenue:

1. Ilpumenenume  HMH()OPMAIMOHHO-TIOUCKOBOH  CHCTEMBI,  HCIOJB3YyeMOH B
JOKYMEHTAIIHOHHOM O0eCHeueHHH JIeATeTHOCTH TAMOXKEHHBIX OPTaHOB.

2. Ilpouenypa noucka noxkymenTtos. [Ipumenenne CYBJ[ (cucrema ymnpasinenus Gazamu
JIAHHBIX ).

3. CoBpeMeHHBIE CHCTEMbI ABTOMATH3AIMH JIETIOIPON3BOICTRA.

4. lIporpaMMHBIE KOMILIEKCHI H HHPOPMAITHOHHBIE TEXHOIOTHH.

5. ABTOMATH3HpOBaHHAs  perucrpauus JOKyMeHTOB. Mcmomp3omamme IIK B
JIeIOIPOU3BO/ICTRE.

6. Ilpuem u neppoHavanbHas 00padoOTKa NOCTYIAIOINHUX A0KyMeHTOB. [ [peasaputensnoe
pPaccMOTpEeHHE TOKYMEHTOR. Pe3yJibTaThl pacCMOTPEHHS TOKYMEHTOB.

7. CrenaibHble MPOrPaMMbI, HCIOJIb3yeMbIe B TAMOYKCHHBIX OpraHax ImpH O(pOopMICHHH
TaMOXKCHHOH JeKIapaiu. IeKTPOHHOE JeKIapHpOBAHHE.

8. IIpuMeHeHne coBpeMEHHOH OPITeXHUKH B JICJI0MPOU3BO/ICTRE.
Jumepamypa: 1, 5, 6].

Tema 8. Homenk1aTypa el H NOArOTOBKA JIOKYMEHTOB HAa APXHBHOE XpaHeHHE
Bonpocesi, esinocumpie Ha o6cyrcoenue:
1. CocraBnenne HOMEHKIIATYPEI Jel U (OPMHPOBAHKE JIET.
. Ocobennoctu popMupoBaHus Je.
. lloaroroska nen u nopsAok nepenayn aen B apxus. Hymeparus nmuctoB nena.
. CocraBnenue 3aBeputensHOM HaamucH. COCTaBICHHE BHYTPEHHEH OMKUCH TOKYMCHTOB
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Jiena.

5. XpaHeHHe JIe]l B TEKYIIEM JIEIOIPOH3BOJICTBE.

6. OdopmiteHHe €1 BpEMEHHOTO H IIOCTOSHHOTO XPAHEHHUSI.

7. DKcnepTH3a NEHHOCTH JT0KYMEHTOB.

8. OYHKIMK apXHBOB TAMOXKEHHBIX OPTraHOB.

9. 3aauM rocy1apCcTBEHHBIX AapXUBOB.

10. Ompenenenue NEHHOCTH MOKYMEHTOB C IepI0 OTOOpa Ha TrOCyIapCTBEHHOE
XpaHCHHUE H YCTAHOBIIEHUS! CPOKOB XpaHEHUS.



11. Co3nanne DxcnepTHBHIX KoMuccHH. DYHKIINH U IIpaBa IKCIEPTHOH komuccuu. Cpoku
IIPOBEACHUS JKCIIEPTH3EI IEHHOCTH JIOKYMEHTOB.
Jdumepamypa: [1, 2, 3, 4].

Tema 9. IMopsgok paborel ¢ NHCBMEHHBIMH H YCTHBIMH oOpameHusMu (kajnodamu)
rpaxaaH v yyactHukoB B3/1 B TamoxkeHHBbIE Opransi

1.  Opranmzamus  AEIOIPOM3BOJICTBA  TAMOMXEHHBIX — OpraHoB 1o pabore ¢
[IPEUIOKEHUSMH, 3asiBIICHHSIMH H Kajo0aMu Ipax/aH U ydyacTHUKOB BD/JI.

2. PaccMOTpeHHe 10 CyUIECTBY, TpeOOBaHUS, [IPe/IbsBIIsEMble K PELICHHUIO.

3. Ilpuem u perucrpauus obOpameHud rpaxk/ad ¥ ydacTHUkoB BDOJl B TaMoxkeHHBIE
OpraHsl.

4. Tlopsnmok M CpokM O0KaJOBaHHS NOCTAHOBIEHHH O HAJOKEHHHM B3BICKAHWH, O
JIOTIOJIHUTENIBHOM TPOU3BO/ICTBE, O HAPYIICHHH TAMOXKEHHBIX IPaBHJI U T.J., B COOTBETCTBHH C
Tpynoeeim Konexcom Poccuiickoii @enepariy.

5. Cpokd 1mojjayv M paccMOTPEHHs 3asBJIeHUH W oOpallleHHH, OTBOJAMMBIC CPOKH JIJIs
pelIeHHus.

6. DOpMUPOBAHHME JIeJI U MX XPAaHEHHE 110 NPE/UIOKEHHUSIM, 3asiBICHUAM, Kanobam
rpaxkaad U yyactaukos BOJI.

Jdumepamypa: [1, 2, 3, 6].

5. ObPA3OBATEJIBHBIE TEXHOJIOI'HMH

B npenogaBaHuu gucuuiuidHbl OCHOBBI JIOKYMEHTOOOOPOTA B TAMOMKEHHBIX OpraHax
HCIOJIB3YIOTCA pa3HooOpa3Hble 00pa3oBaTeNbHbIE TEXHOJOIMM Kak TPaJMIMOHHBIE, TaK H ¢
MIPUMEHEHHEM aKTUBHBIX H HHTEPAKTHBHBEIX METOI0B O0YUEHHSI.

AXTHBHBIE H HHTEPAKTHBHBIC METOBI O0YICHHS:

— I'pymnmosast quckyccus (tema Ne 1-9);

—  An”aym3 curyarmi (tema Ne 1-9);

— IIpumeHeHrnEe HMHTAITMOHHBIX Moenei (Tema Ne 5-9);
— Pasbop xonkpernsx curyauuii (tema Ne 1-9).

6. OHEHOYHBIE CPEACTBA JJIs1 TEKYHIET'O KOHTPOJISA
YCHEBAEMOCTH, TIPOMEKYTOUYHOU ATTECTALIMH 110 UTOT'AM OCBOEHU S
JUCHUIIIMHBI H YYEBHO-METOJHUYECKOE OBECIIEYEHME
CAMOCTOSTEJIbHON PABOTHI CTYJIEHTOB

6.1 OUEHOYHBIE CPEJACTBA JJISA TEKYIIEI'O KOHTPOJISA
YCIIEBAEMOCTHU CTYJAEHTOB

VI cemectp
Ilepeyenb Bonpocos K pedTHHr-KOHTpO.II0 Ne 1

1. B Kakux HOPMATHBHO-TIPABOBBIX AaKTaX 3akKperJieHa TepMHHOJIOTHS, HCIOIb3yeMas IIpH
pabore ¢ JOKyMeHTaMH?

2. Kak cBsi3aHbI MEXKTy OO0 TIOHATHSA «JIOKYMEHT» H «AH(pOpMAIHsi»?

3. Uro BKIIOYAET B ce0s NOHATHE «PEKBH3UTY?

4. Kakue cocodsl JOKYMEHTHPOBAHHS CYHIIECTBYIOT B HACTOSIIEE BpeMsi?

5. Kakue Buapl HocuTeseH HHGOPMAIIMH HCITONB3YIOTCS /UIsl CO3/IaHUsl JIOKYMEHTOB?



Tecrosmbie 3aqanns (0Opaszerr)

1) B coomeemcmsuu ¢ I'OCT P 7.0.97-2016 «Hauuonanvhsiii cmandapm Poccuiickon
Dedepayuu. Cucmema cmandapmos no ungopmanuu, OUOTHOMEYHOMY U U3OAMETIBCKOMY
deny. Opzanuzayuonno-pacnopadumensnaa doxymenmauua. T) pebosanua Kk opopmienuro
0oKymMeHmos.» pexeuzum 03 amo:

a) smOJIeMa opraHu3alim

0) ToBapHBI 3HAK (3HAK 0OCITY)KUBAHHS)

B) KOJ| OpraHU3al[{iH

I') TEKCT JOKYMEHTA

2) Oghuyuanvusiii O0OKyMeHm, UCHOIBIYEMBLIL 6 MEKVU4EH JeAMENbHOCTU OpZAHU3ATHH.

a) OduuanbHeI JOKYMEHT

0) Ciy>xeOHbIif TOKYMEHT

B) JlokymeHT

r) CinyxeOnas 3amicka

3) Bmecme ¢ ROONUHHUKOM MO2YM GbiMb U320MOBACHDL:

a) Bemmucku

0) Kommuu

B) JlyOuukars

r) Bce oTBeTh! BepHEBI

4) Ilpu knaccupuxauyuu OOKyMeHmMos no eudam OeamenvHOCH (uau nasnauenuro) ue
BKIIIOYUAIOMCA MaKue U0l OOKYMEeHMO8 KaK:

a) HayuHo-Texnuueckue

0) I'paduueckue

B) Ynpasienueckue

r) HopmaruBubie

5) Honamue cmandapmuzayuu, Kax OeaAmerbHOCMU NHO ycmanosnenuo npasun  u
XAPAKMEPUCIMUK 6 HENAX UX 000POBONbHOZ0 MHOZOKPAMHOZO UCHOIb306AHUA, HANPABICHHOIL
H@ 0OCMUNCEHUE YROPADOUEHHOCHI 8 Chepax nPoU3EoICmea u odpauienus, 3aKpenAemcs ¢
a) ®eznepanbHoM 3axoHe PO « TexHHUECKOM peryTHpoBaHum»

0) @enepaibiom 3akone PO «O6 undopmarun, HEbBOPMATH3AINK U 3aITHTE HH(pOpMAITHIY

B) @enepaibHoM 3aKoHe PO «O CTaHIapTU3AIHI

r) @enepansHom 3akone PO «O6 obecneveHnu eMHCTBA H3MEPEHHIT»

6) B cospemennoii Poccuu ycmarosnenst hopmamer onankoe 0OKYMEHMOE:

a) A4, ASu A6

0) A3 u A4

B) Ad u AS

r) A4 m Al

7) Bmopuuno eocnpouseedennsiii  nodaunmblii OOKyMeHm, UeTUKOM ROSMOPAIOWLUIL
OpUZUHA, 6KIOYAA ROORUCH:

a) Beinucka u3 gokymenra

6) Ornyck

B) Konus

r) lybnukar



Ilepeuenb BONPoOCOB K peliTHHI-KOHTPO. 110 Ne 2

1. KakuMu OCHOBHBIMM CBOMCTBaAMU 00JIa/1ae€T JIOKYMEHT?

2. Yro Bmoyaer B ce0d noHstHe «pyHkius» jokymenrta? Tlepeduciaure u
oxapakrepusyire o01ue GyHKIIMH JOKYMEHTA.

3. Yto noHUMAaETCs 1101 ONIpeIeIeHHEeM «YHH(PHIIMPOBAHHAS CUCTEMA JIOKYMEHTALIUUY?
4. Kaxue xnaccuduxanmu TOKyMeHTa U IO KaKUM IIPHU3HAKAM MOXKHO J1aTh?

5. Kakue ocHOBHBIE TpeOOBaHUS NPEABABISIIOTCS K OJTaHKaM JOKYMEHTOB?

Tecrosble 3apanus (00pasen)

1. B /Ipeenepycckom zocyoapcmee ueHmpamu 6e0eHUs 0OKYMEeHMAWUN U ee XPAHEeHUA Dbl
a) MOHACTBIPH;

0) apxuBHI;

B) KHSDKECKHUE IaJIaThl;

I') HAPCKHUH JIBOpELL.

2. Kak Ha3zvieanuce nepevie 20CyoapcmeeHHbie yupeycoeHua?

a) JIeNapTaMeHThl;

0) KHsDKecTBa;

B) IIPHKAa3kl;

I') MOHACTBIPH.

3. Kakue pexeusumst OmHOCAMCA K 10pUOUYECKU 3HAYUMBIM?

a) JlaTa, perucTpalioOHHLBII HOMEp TIOKYMEHTa;

0) 3aroJIoBOK K TEKCTY, OTMETKA 00 UCIIOJIHUTEIIE;

B) PE30JIIOIHSL, OTMETKA O HATWYHH [TPUIIOKESHUH.

4. lenonpouzeodcmeo — mo:

a) JIBUIKEHHE JIOKYMEHTOB B OpPraHH3allii ¢ MOMEHTA UX CO3/[aHus WM [TONY4eHUs 10
3aBepIICHUs HCITOJTHEHHS,

0) orpaciib AedTeNbHOCTH, 0becneyrBaoLas JJOKYMEHTUPOBAHHE U OPraHu3alMio paboThl ¢
OHITHATBHBIMH JIOKYMEHTAMH;

B) 3alKCh MH(OPMAIIMK HA PA3]IMYHBIX HOCUTEIISX 110 YCTAHOBIIEHHBIM IIPaBHIIaM.

5. Ilo cnocoby 0OKyMeHmuUupoeanua pasiudaom 00KYMeHmbl:

a) TpadapeTHsble;

0) pyKOIIMCHBIE THCBMEHHBIE;

B) (hopMalIM30BaHHbIE.

6. [[na wezo npoeodumea yHupuKayua 00Kymenmoes?

a) JUIsl JOKYMEHTHPOBaHUS YIIpaBICHUECKOH 1eATeNbHOCTH;

0) st opraHu3aIe padoThl ¢ JOKYMEHTAMH;

B) JIUISL CHH)KEHHS KOJIMYECTBA TPUMEHSIEMBIX JOKYMEHTOB, CHIDKEHHS TPYJOEMKOCTH HX
00paboTkw.

7. Pacnonoscenue pekeusumog Ha D.1aHKe OOKYMEHMA ORPedeAemca:

a) COCTAaBHTEJIEM JOKYMEHTA;

0) npaBunamMu YHHGUKALIUUA JOKYMEHTOB;

B) TOCY/1apCTBEHHBIM CTaHAAPTOM.

Ilepedyens BONPOCOB K pEHTHHI-KOHTPOJ110 Ne 3

1. Kako# HOpMATHBHBI aKT pernmaMeHTHPYET NOPSI0K padoThl CIIYKOBbI
JIETIOTIPOM3BOICTBA H apXHBa B TAMOXEHHBIX OpraHax?

2. Kaxoe cTpyKTypHOE nopa3AciieHue TAMOXKHH OTBEYAET 3a JOKYMEHTAllHOHHOE
oOecrnieueHHe ynpasieHus?

3. Ha koro Bo3iaraercsi OTBETCTBEHHOCTh 3a OPraHH3aIHIO JIeJIONPOHU3BOJICTBA B OTAEIaX



TaMOKEHHBIX OPraHoB?

4. KakoBbl OCHOBHBIE 33/1a44 ¥ (DYHKI[MH OT/eJ1a JIOKYMEHTAIMOHHOTO 00CCIIEUeHU s
TaMOKEHHBIX OPraHOB?

5. Yto BXOHUT B 00S3aHHOCTH OTBETCTBEHHOI'O 3a JIEJIONPOU3BOJICTBO B CTPYKTYPHOM
ToIpa3AciCHHH TaAMOXXEHHOTO OpraHa’?

TecroBsie 3a1annn (oOpaser)

1. Pexeusum «Busbi»:

a) CIYXKHT JUist 0(OPMJIEHHS BHEIIHETO COIVIACOBAHMA ¢ KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM HJIH
KOJUICTHATTLHBIM OPTaHOM;

0) npugaer coiepkaHuio 0QUIMATBHOTO JTOKYMEHTa HOPMATHBHBIA HIIM IIPABOBOM XapakTep;
B) HCITOJIB3YETCS JUISI BHYTPEHHETO COTJIACOBAHMS MPOEKTOB JOKYMEHTOB M IIPH 03HAKOMIIEHHH C
KaKuM-JTHOO0 TOKYMEHTOM KaK MUCbMEHHOE MOATREPKACHUE (PaKkTa 03HAKOMIICHUS.

2. [Mdna oOokymenma, HOOJIUHHUK KOMOPO20 OCHMACHICA 6 OpeAHU3AUHU, GU3bI
HPOCMABIAIOMCA:

a) HHKE TIOJIITUCH PYKOBOIUTEIIS, TOIITHACABIIETO JTOKYMEHT;

0) B HIXKHEH 9acTU 000POTHON CTOPOHBI MOCIIEIHETO JINCTA NOUTHHHHKA JIOKYMEHTA;

r) Ha 00OPOTHOM CTOPOHE MEPBOTO JIUCTA JOKYMEHTA.

3. B kakom cayyae npasuivHo oopmieH pekeuzum « OmmemKa npuiodNceHuuy, eciu 6
meKcHme COnPo8oOUmMENIbHO20 RUCOMA HE YROMUHAIOCH 0 HPUTONCCHUU?

a) [Ipunoxenue:

1. CipaBKka 0 corjiacoBaHuM 1npoexTa Ha 4 1. B 1 9K3.;

2. OT3bIB 110 MPOEKTY Ha 2 J1. B | 3K3.

6) [Ipunoxenue: Ha 6 n. B 1 9K3.

4. Pexeuzum «Ommemxa 06 ucnoinumeney:

a) HeoOXO0 UM JUJIsl OTIEPATHBHOMN CBS3H C TEM, KTO COCTABUII JOKYMEHT;

©0) ABJISAETCS OJIHUM M3 OCHOBHBIX CIIOCODOB YJIOCTOBEPEHUS JIOKYMCHTA;

B) GDUKCHPYET YKa3aHHUsI PYKOBOJAMTENS 110 ITOBOJLY MUCIIOJIHEHHS JOKYMEHTA.

5. B kaxom ciyuae npasuasviio opopmiaen pexeusum «lloonuce» na daanke ookymenma?
a) Pextop akajgeMun B. A. llerposa

0) PexTop akaneMun Iletposa B. A.

B) Pextop CubupcKoi akageMuu

6. /lamoit npomokoaa aenaemea:

a) Jlara 1o Anucanus IpoTOKOIIa;

0) naTa MpoBe/ICHUS 3aceIaHus;

B) JlaTa perucTparuu IpoToKoa.

7. llpukas cozdaemca ona:

a) NOJITBEPKACHHUS] YCTAHOBICHHBIX (haKTOB, COOBITHH, JEHCTBHH;

©0) pellieHHsI OCHOBHBIX ONEPATHBHBIX 33124, CTOSIIMX MEpe/l JaHHBIM OPranoM;

B) OTP@XKEHHs YCIOBHIT TPYIOBBIX B3aUMOOTHOIIEHUH COTPY/IHUKA C aJIMHHUCTPALHCH.

6.2 TUIIOBBIE OLUEHOYHBIE CPEJACTBA LIS NPOBEJAEHUS
MNPOMEXYTOYHOU ATTECTAUUHU CTYJAEHTOB IO JUCHUILIMHE

VI cemecTp

Bonpocs k 3a4yery

1. Ienu 1 3a1a4m JeI0NpON3BOACTBA?
2.Y1o noHMMAaeTe Mo HCTOYHHKOM HH(pOpMaIuu?
3.JlokymMeHT ¥ (GYHKIIHH JOKyMeHTa?



4. DYyHKIUU JeNONpPOU3BOICTBA?

5.11pusnaku knaccupuKaiyl JOKyMeHTa?

6. OCHOBHBIE aIMUHUCTPATHRHO-YIPABIEHUECKHE JOKYMEHTBI?

7. HaznaucHue CTaHAaPTH3AIME U YHH(DUKALIMY B JIEJIONPOU3BOACTBE?

8. Texnonoruyeckas cxeMa BeIeHHS I1eI0IPOH3BOACTRA?

9. bnaHku JOKYMEHTOB U X PEKBH3UTHI?

10.@opmynsap obpaser JOKYMEHTOB?

11.TpeGoBanus, nperLABISEMbIC K TEKCTY JOKyMeHTa?

12.0dopmitenue puIoKEHHS, HAIPABIIIEMOTO ¢ TOKYMEHTOM?

13.TpeboBanusi, mpeabsIBiIseMbie K 0pOPMICHHIO COBMECTHBIX JOKYMEHTOB?

14.TpeboBanus, NPEIBIBISIEMBIE K COIEPHKAHUIO U CTHIIIO JOKYMEHTA?

15. Odopmnenne cayx eOHbIX JOKYMEHTOB?

16. Mcrionb30BaHHe THIIOBLIX M TpadapeTHBIX TEKCTOB B JJOKYMEHTE?

17.TpeboBanus kK 0pOpPMIIEHHIO JOKYMEHTOB. JIOKYMEHT KaK HOCHTEb HHpOpMaH?

18. IlpaBuna opopMiIeHHS YIIPABICHYECKHUX JIOKYMEHTOB?

19.0npenenenne pekBu3ut. [lepeanciiuts HAOOP PEKBU3UTOB JIIOOOT0 JOKyMeHTa?

20. TexHousorust jpokyMmeHToobOpoTa. IlpueM u nepBoHayaibHas 00pabOTKa MOCTYHAOIIMX
JIOKYMEHTOR?

21.Y4yer u perucrpaius JOKYMEHTOB, 4TO BKJIIOYACT B ce0S perHcTpaIys J0KyMEHTOB?

22. KOHTpOJIb HCIOMHEHHS MAOKYMEHTOB. YTo BimowaeT B cebs OpraHmsalys KOHTPOJIs
HCIIOJTHEHUS TOKYMEHTOB?

23.Yto nmoHUMaeTe 101 aBTOMATH3UPOBAHHOH perucrparnuei?

nokymeHTOB. Kak ocyiiecTBisieTcsi aBTOMaTH3UPOBAaHHAs PErHCTpalis JOKYMEHTOB

24. Kakue TOKYMEHTBI B TAMOYKEHHBIX OpraHax SIBIAI0TCS OCHOBAHMEM [/ M3JaHUA [IPHKA30B U
pacropsikeHHi?

25. Topsaok opOpMICHHS U YTBEPKACHHS OPraHH3alHOHHO-PACTIOPSAUTENIBHBIX JIOKYMEHTOB?
26. Bu/1bl OpraHu3alHoOHHO - PACIIOPAIUTEIBLHEIX TOKYMEHTOB M HX 0COOEHHOCTH?

27. Kakue npexbsBisior TpeboBanus K OGOPMICHHUIO M COCTaBJIEHWIO OpPraHu3arHoHHO-
paciopsiIUTeIbHBIX 10KYMEHTOB?

28. Haznauenue nHPOPMALIHOHHO - CIIPABOYHEIX JOKYMEHTOB?

29. Bryrpennue/BHelmIHHe WHPOPMALHOHHBIE MOTOKH. HWHpOpMalMOHHBIE TIOTOKH —
HH(GOPMAIMOHHbIE JIOKYMEHThI?

30. Bujibl HHPOPMAIHOHHO-CIIPABOYHBIX JIOKYMEHTOB U HX 0CODEeHHOCTH?

31. JIoKyMEHTHPOBAHHE KOJUIErHAIbHOH JIeTeTbHOCTH TAMOYKCHHBIX OPraHOB?

32. Ilopsmox cocraBieHHs, O(GOPMIIEHHS W YTBEpHkK/CHHS HHPOPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB?

33. Ilopsaaok opopMIEHHS U BEAEHHS KaJIPOBOH JOKYMEHTAI[MH B TAMOKEHHBIX OpraHax?

34. Buapl JOKYMEHTOB 10 JINUHOMY COCTaBy M TpeOOBaHMs K UX 0()OPMIICHUIO?

35. JIOKYMEHTHI OTpPaXKaroIKe pe3yIbTaThl Tpy/1a paboTHHKA?

36. Jlmunoe nmeno. TpeboBanus k opopmiaeHnro?

37. UudopMalmOHHO-IIONCKOBAs CUCTEMA, MCIOJIb3yeMasi B JOKYMEHTAMOHHOM OOecnedyeHnn
JIeSITeIbHOCTH TAMOXKEHHBIX opranoB. [Iporemypa norcka 10KyMeHTOB?

38. CoBpeMeHHBIE CHCTEMBI ABTOMATH3AIMK JEI0IPOU3BOACTBA, ITPOTPAMMHBIE KOMILIEKCHI H
uH(pOPMAITMOHHEIE TeXHOIOTHH?

39.ABTOMAaTH3UPOBAHHAS PETUCTPALIUS JOKYMEHTOB?

40. CrnenMaibible IPOrPaMMEI, HCIIOIb3yeMbIe TAMOKEHHBIMH OpraHaM# IIpH O(QOpMIEHHH
TaMOXKEeHHOM Jiexaparuu?

41. Ocy1ecTBiIeHHE MIEKTPOHHOTO JeKIapUPOBAHMSI?

42, IlpuMeHeHHEe COBPEMEHHOH OPITEXHHUKH B JIEIONPOU3BOACTBE?

43. Comeprkanue U Ha3HAYCHHE HOMEHKJIATYphI 1en?

45. Ocobennoct GopMHUPOBAHKS J€]T ¥ OATOTOBKH el /UTs Tlepe/1adi B apXHB?

46. Coiepkanie U COCTABICHHE BHYTPEHHEH OIHMCH JOKYMEHTOB Jiena’?



47. XpaHeHHe JIell B TEKYIIEM JIeJI0IPOH3BOICTBE?
48. OdopmieHHe e BpEMEHHOT0 M TIOCTOSHHOIO XPaHEHHs?
49. DKcnepTH3a EHHOCTH YIPABICHYCCKAX JOKYMEHTOB?

50. Ilopsmok Beimaum jen u3 apxuBa. OYHKUMH apXHMBOB TAMOXKEHHEIX OPraHOB. 3ajaun
roCy/IapCTBEHHEIX apXHBOB?
51. Ompefienienre HEHHOCTH JOKYMEHTOB C II€/IbI0 0TOOpA HA TOCYJApCTBEHHOE XpaHEHHe U
YCTaHOBIICHUS CPOKOB XpaHeHHs?
52. Hasunayenue skcnepTHOH KomuccHd. MYHKIMH M IIpaBa SKCHEPTHOH KOMHCCHH. Cpoxn

IPOBEJICHUsT DKCIIEPTH3HI EHHOCTH JJOKyMeHTOB. OTMeTka « ITTK»?

53. Odopmienne 1 NOAMMBKA BHOBb CHOPMHUPOBAHHBIX 1817
54. Ilpouecc opraHu3alliM JIEJONPOM3BOACTBA B TAMOXEHHBIX oOpraHax mno pabore c
[IPEUIOKEHUSAMH, 3asBJICHUAMH M )Kaao0aMHu IpaskJaH H ydyacTHUKOB BDJ[?

55. Tpebosanus, npeIbAB/ISEMBIE JUIS PEIICHHS PACCMATPUBAEMBIX BOIIPOCOB?
56. llpuem u peructparms obpaleHnii rpaxkaan U y9acTHUKOB BDJ] B TaMoKeHHBIE Opranb?

57. llopsimox w

CPOKH 00XaJoBaHHMs IIOCTAHOBIEHHH O HAJTOKCHHUHM B3BICKAHHWi, O

JIOTIOTTHUTE/ILHOM IIPOH3BOJICTBE, O HAPYIICHHH TAMOKEHHBIX TPABHI H T.J., B COOTBETCTBHH C
Tpynosem Kogexcom Poccwuiickoit ®eneparpn?
58. Cpoku mopmau Jyisi PAcCMOTPEHHS M PpelIeHUS TaMOKCHHBLIMH OopraHaMH 3asiBJICHHUIH,

obpalleHHi rpax/1ad v ygacTHHKOB BDJ[?

59. (I)OpMHpOBaHHE H XpaHCEHHE JI€JI 110 IPEAJIOKCHUAM, 3asBIICHUSIM, Kaobam rpaxjan H

YYaCTHHKOB

BOJI?

60. Emvnas aBroMaTH3upoBaHHAs MH(GOPMALMOHHAS CHCTeMa TaMOXeHHBIX opranax (EAUC

TO).

1. 3anonHuTe TAOMMITY MO KIIACCH(PUKAIIHA JOKYMEHTOB.

IIpuMepHBIii NepeyeHb NPAKTHYECKHX 32/1aHMI HA 3a4eTe

Ilo ITo Ilo ITo Ilo ITo ITo

HaUMCHOB | MECTY cTene cojiepia | CpoKam Ha3zHay HOpHINY

AHHUIO cocraniie HH HHIO HUCIIOJIHE CHHIO €CKOM

HHSA rJ1acH HHUsI cuie
OCTH
O6pasen 3anoHeHHs
ITo ITo mecty | Ilo crenequ | o [To cpokam | ITo Ha3HAYEHHIO [To
HauMCHOBAHHUK) | COCTABJICHHS TJ1IaCHOCTH COCPIKAHHIO HCIIOJIHCHHA IOpHﬂH‘ICCK(}ﬁ
CHJIC
YEPTENH, BXOAIINE, | COBEPILISHHO MepBUYHbBIE CpOUHbIE pacropsaAMTENbHBIE | POATHHHBIE
CXEMBl, HCXOJALINE, | CEKPETHO, obobiaronine | He MCTIONTHHUTEbHbIE HNOIJIOMKHbBIE
NpHKa3bl, BHYTPEHHHE | KOH(HUIEHIIHAIILHAS CpouHbIE DyXranTepekoro
3aABIEHUA, HHpopManus, odopmiicHHS
NPOTOKOIIEL, TONBKO chyxeOHOe KOMOMHHMpPOBaHHbIE
NHCbMa, 10/1b30BaHNE,
OTKPBITBIH JOCTYII

2. Cocrauth GopMyIsSp M0OG0r0 OPraHU3aLHOHHO - PACIIOPSIUTENLHOTO TOKYMeHTa (opMara
A4 ¢ yrioBeIM pacloOJOKEHHEM MITaMroB, Hcnonassys ['OCT.P.7.0.97 - 2016, cobmonas

YCTaHOBJICH

HBIE O5THM

CTaHIapTOM COCTaB PEKBHM3HUTOB,

PEKBHU3HUTORB, a TAKIKC PACIIOJIOKEHUE W I'PAHHIILI 30H PEKBU3HTOB JOKYMCHTA.

TpeOoBaHHS K O(QOPMIEHHIO
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3. CocraBure 1 opopMHTE CIyKEOHOE TUCHMO.

1. B ampene Texymero roja COCTOSUIMCH IeperoBopel rmpejcraButesied  3A0
«I'TaCKOHCTPYKIIMA», BBITYCKAIONIEr0 H3JEIHS W3 CTeKJIa H IIPECCOBAHHOTO XPYCTald, M
Toproeoii pupmer OO0 «Kompopr». Cchinasch Ha pe3yibTaThl NMEPeroBOPOB, IeHepalbHbIM
aupextop OO0 «Kombpopry Jlybos M. obparuiics ¢ npockboii K reHepalibHOMY JTHPEKTOPY
3A0 «l'nackoncTpykius» JlenpkoBy T.M. 0 mojroroBke KOMMEPYECKOIO IPE/UIOXKEHHSI HA
JFOCTPBI M3 IPECCOBAHHOTO XPYCTAIS C YKa3aHHEM MAKCHMAIBHOIO KOJIHYECTBA BO3MOMKHBIX
nocraBok. Aapec OO0 «Komdpopr»: 122098, r. Bugnoe Mockorckoi 001, yii. Jpyx0Osi, .14,
Tes/haxc (495) 549-21-34. OKIIO 00000000, OTPHO0000000000000, WHH/KIIII
0000000000/000000000. TTrcekmO MOArOTORHI HayalbHHUK TOproBoro oraena I'epopksa U.C.
Tei. 549-90-65. 3A0 «I'nackoncTpykuusa» uHampasuno 000 «Komdbopt» xoMMmepueckoe
HPEIOKEHHE, II€ YKa3aJ10: KOTUYECTBO JIIOCTP, TOTOBBIX JJIS [IOCTABKH (36 IIT.), PO YIIAKOBKH
(kopoOkH 1o 1 mT.), YCIOBHS TMOCTaBKH (CaMOBEIBO3), 1eHa (2 300 py6.), CpOK MOCTaBKH (B
TeyeHHe HelenH mocne omaartel). Aznpec 3A0 «lnackonerpykuus»: 123564, r. Jlomoaenoso
Mockosckoit  obn., yn. IlpaBaer, .12, Tew/paxc 540-13-09. OKIIO 00000000,
OI'PH0000000000000, MHH/KIIIT 0000000000/000000000. ITuceMO MOArOTOBUA HAYalbHUK
otJesa cobita rotoroit mpoaykiuu Cepos [1.J1. Ten. 540-34-98;

2. I'enepanensiii qupextop 3A0 Bl (BeicraBounblii nentp) «Coxonsuukuy ['opun C.I1.
cooOun remepansHoMy jgupektopy OO0 «3omunit» Jlonnosy H.JIL., uto B nepuoa ¢ 21 no 30
HOsAOpsl TEKYIIEro roja IJIAHUPYeTCsl MpoBeaeHHe MexayHapoaHOH BhICTaBKU «JlepeBsiHHOE
JIOMOCTPOEHHE» W IPEANIOKII IPUHATH B HEH ydacTe. [ ygacTus B BBICTaBKe HEOOXOIHMO
COOOLIUTE O TOM, Kakue 0Opas3ibl NpOJYKIMH OyIyT NpeiCTaBAeHbl W HMX TEXHHYECKHE
XapakTepucTUKU. [ BKmoueHUs HHGOPMAIMHM B KATAIOI BBICTABKH PEKJIAMHBIC Marepualibl
JIOJDKHBI OBITH npeacTaBineHsl 10 1 Hoadps. Axpec 3A0 BI] «Coxonsuuku»: 107111, r. Mocksa,
yia. 3-it JlyueBoit mpocex, ctp. 3, Tten/dpakc (495) 268-43-90. OKIIO 00000000,
OI'PH0000000000000, MTHH/KIIIT 0000000000/000000000. TTHchMO NOATOTOBUI CIENHUIHCT
Epmakos K.I'., 1€71.268-76-09. OO0 «301unit» ¢ 6.1aroapHOCThIO MPUHSUIIO TPEUIOKEHHE 00
y4aCTMM B BBICTABKE M HANpaBWIO KaTalor CBOEil MNPOIYKIMH C TeXHHYECKHMH
XapaKTepPHCTUKAMHU THIIOBBIX JEpeBSHHBIX JOMOB B 10 sk3emrsipax. Taxxke coolmasock, 410
JUTSL DKCIIO3UIMH INIAaHUpYeTCss MOHTaX 1oMoB «bamayr» u «Jlaunuk-3». Agpec OO0 «3oaunii»:
113244, r. Mocksa, KupoBorpazackas yi.. 1.76, ten/daxc (495) 389-45-06. OKIIO 00000000,




OI'PH0000000000000, HTHH/KIIIT 0000000000/000000000. TTHCHMO MOATOTOBHI HAYAILHHK
orjiena mapkerunra booposa T.0.

3. T'eHepambHblif JUPEKTOp 3aKpHITOrO aKMHMOHEPHOro obmecTBa «MejITexHuKay
}0.H.Mopo30B  coobmuin rmaBHOMY Bpady CTOMATOJIOIHYECKOH KIMHHKH OOINECTRBA  C
OTpaHu4eHHOH OTBeTCTBeHHOCThIO «Cymepsent» Ilupoxosoit P.T., uto ¢ 12 mo 18 mapra
TCKYIIEro roJa B BbICTABOYHOM UeHTpe «COKONbHUKK» OYIET IPOXOJUTh BbICTABKA
«Mejicepeucy. 3A0 «MenTexHHKa» [PeUIONaraeT TPe/ICTABATh HA BHICTABKE HOBBIE 00pa31ibl
000pys0BaHUsL JUI  CTOMATONOTMYECKHX KAaOWMHETOB OTEYECTBEHHOIO H  3apyOeHOro
poM3BONCTBA. ['ociogiH Mopo30B NpHINIACHT MOCETHTh CTEHA CBOEH (DMPMBI HAa BHICTABKE.
Anpec 3A0 «Menrexuukay: 112356, r. Mocksa, yi1. Humkasist Macroska, 1. 12. Ten/pakc: (495)
973-54-09. OKIIO 00000000, OI'PH0000000000000, WHH/KIIII 0000000000/000000000.
[Iucemo moaroroBuna cexperaps Comosa K.J[. ter. 973-13-02. [ocnoxka IIIupokora ¢
ONarojapHOCTBIO  NIPUHANA TpPHITAIICHHE M BBHIPA3WIA HAZEKAYy HA  [POJODKEHHE
B3aUMOBBITOJIHOrO  cotpynHuuectBa. Azapec 00O «Cynepment»: 113241, r.Mocksa,
yn.BaBuiosa, a. 64, ten/paxc (495) 135-21-98. OKIIO 00000000, OI'PH0000000000000,
WHH/KIIT 0000000000/000000000. ITucsmo moarotosuna perucrparop Apxumosa P.IO.
Ten. 135-65-23).

4. Cocrasure u 0QOPMHTE JIOKIATHYIO 3AIHCKY.

1. HasaybHuk oTaena tpyna u 3apaboTHON MaaTel 3aKphITOrO aKIMoHepHOro obmecTBa
«3onoroii ynei» Huxudoposa [loauna Meanosna 18 anpenst 2006 roxa nanucana JTOKJIaIHYIO
3allUCKy Ha MMA 3aMEeCTHTENs TeHepansHoro Jlupekropa 3A0 «3omoToi yieit». B 3amucke
coliepxanach mpockda OTPEMOHTHPOBATh IIOTOJIOK B KoMHaTe NoS, pyXHYBLIHE W3-3a
aBapuiiHoro cocrosuus 20 susapst 2006 roxa. Hukugoposa I1.U. manomuHama, 9410 B 37O
KOMHATE pacrnojaraics oT/iesl Tpyaa ¥ 3apaboTHo# miatel. B 10KknaHO# 3anucke NOSICHSIIOCH,
4TO B CBSI3W C TEM, YTO 0 HACTOSIIETO BPEMEHH IOTOJIOK HE OTPEMOHTHPOBAH, COTPYIHUKH
OT/ie/1a BbIHYXKJICHBI paboTarh B MOMEIIEHHH CKIIaja, 9TO CKA3hIBAETCS HA IPOU3BOJUTEILHOCTH
Tpyaa otaena. B moknanHod 3anmcke Takke cojepxkanach HHQOPMADHS O TOM, UTO
Huxudoposa I1.M. nanpapsna nokiajHble 3amucke 0 HeOHXOIHMOCTH pemMoHTa nortonka 22
stHBapsi, 12 mapra, 10 arrpesid, HO HHKaKHX Mep CO CTOPOHbI aMAHHCTPALME HE [10C/IET0BAIO.

2. Hayanbuuk o1/1e71a IPOJaXK 3aKphITOTO aKIHOHEPHOTO 00IIecTBa «Curtu-o0yBh» Jlobos
A.IL HanpaBui [OKJIaJHYIO 3alHCKy Ha MMs TEHEPANIbHOrO aupexTopa 3A0 «CuTH-00YBBY
Bonkosa Mibu I'purophesrda, B KOTOPOH NPOCHI PACCMOTPETh BOMOXKHOCTb YBEIHUCHUS
lirara BO3IJIABIACMOI0 UM OT/IeJIa Ha OJIHY INTaTHYIO €/IMHHUIlY MEHeKepa 1o npoaxam. CBoro
npock0y JIo6os A.Il. 0OBACHAN TeM, 4TO B MOCIE/HHE TPH MECSAIA 3HAYHTEIBHO YBETHUMIICH
00BeM Tpojiak OOYBH, B CBS3H, C YeM MEHEKEPH OTHETA HCIBITHIBAIOT 3aTpyAHEHHUS C
OTIEPATHBHOH 0OPAOOTKOH MOCTYNMAIOMMX 3aKA30B, YTO IPUBOJMT K (PHHAHCOBBIM MOTEPSM,
HECCMOTpPA Ha IMOJHYIO KOMIIBIOTEpH3alMI0 00pabOTKH 3aka3oB. JokjagHas 3ammMcka Oasa
Hanucana 20 anpens 2006 roma. Ha Hell cTosla HONOYKHTENbHAS BH3a 3aMECTHTES
reHepalbHOTO AupekTopa ['pymmmna P.H.

3. Havansuuk otena kaapos OAO «Mertannypr» H.H. I'pomoB Hampasmn reHepalbHOMY
aupextopy T.E. KpacHOBY mokmamgHyro 3ammcky, B KOTOpOH JIOBOIHI /IO €r0 CBEICHHS, UTO
paboume Broporo nexa JIA. IMpoknos, IT.A. Jlposmos, E.M. JIpYHMH NOCTOSIHHO ONas3/ibIBar0T
Ha paboTy. OH MOSCHAN, 9TO MM, KaK HAYaJIbHMKOM OTJETA KaapoB, ObLI IPHHAT S Mep,
HaTpaB/ICHHBIX Ha IMOBbIIICHHE IUCHHIUIMHBI YKA3aHHBIX padouyux: MNpPOBEIEHHl Oece/ibl,
BBIICHEHBI OOCTOATENBCTBA ONMO3JaHHI Ha paboTy, coGpaHbl OOBICHHTEIBHBIC 3AMUCKH C
HapylUIMTeNeH TPYIOBOH MMCIMIUIMHBIL, OJHAKO, OIO3/AHMSl PETyIApHO IPOIOIBKAIOTCS.
Hosromy H.H. I'pomos npocut T.E. KpacHoBa Haka3aTh HapyImHTeNeH TPYIOBOM JMCITAILTHHDI,
JHMLINB X NPEMUH 32 4eTBePTHIA KBapTan 2006 roga. JloknanHas 3amucka Hanucana 27 aBrycra
2006 rona u 3aperucTpapoBaHa 3a Homepom 23 04-19.).

5. CocraBute u 0GOpMHTE OOBICHUTEIBHYIO 3AIIHCKY



1. 3a perynspHoe HapymleHHe TPYAOBOM IMCIMIUIAHBL, 2. 3a HM3KHMH ypOBCHBL 3HaHMII,
NOKa3aBUIME Pe3yIbTATBl [IBYX PEHTHHI-KOHTpoNeH; 3. 3a peryisipHoe He CBOEBpPEMEHHOE
BBINIOJIHEHHOE TIOPYUSHHH U 3aJaHHi PYKOBOJIATE]IS.

6.3 INEPEYEHb YYEBHO-METOAUYECKOT'O OBECIIEYEHUSA
CAMOCTOSTEJBLHOM PABOTHI CTYJIEHTOB IO JUCIHUTILIMHE
VI cemecTp
Tema 1. IIpeamer, MeTOX H 3a1a4H JOKYMEHT0000pOTAa B TAMOKEHHBLIX OPranax
Bonpoce! /1 caMOCTOATEILHOTO H3YYEHHA:

1. Kakue cTaBATCS LENU U 3aa41 epet JIeIONPOR3BOACTBOM ?

2.Yro noHuMaeTe 1o, 1 KICTOYHHKOM HHpopManuu?

3.Ha3zoeuTte QyHKIHH JOKYMEHTA.

4. HazoBute (pyHKUIMH JI€IOTIPOH3BOJICTBA.

5. Jlaiite k1accupuKaIMio T0KYMEHTOB.

6.Kaxue oCHOBHBIE IDYIIIBI JOKYMEHTOB BXOJIAT B &/ IMMHMCTPATHBHO- YIIpaBJIeHUeCKHE?
7.HaznaueHnue cTanapTH3aUK H YHHDUKAIHE JOKYMEHTOR B JIEJIONPOH3BO/ICTRE?

8. PackpoiiTe TEXHOJOIHIECKYIO CXEMY BE/IEHUS JICJIONPOU3BOICTBA.

IoarororuTs pedeparni HA TEMBI:

- JIokyMeHTOOOOpOT B CHCTEME YIIPABJICHHS TAMOKEHHOI'O OpraHa.

- Y4eT TOKYMEHTOB B HOAPA3JEIECHHSX H 110 MECTY PErHCTPALHH JOKYMEHTOB, TpeOOBaHMS TIPH
y4eTe K Pa3jIHuYHbIM THIIAM JOKYMEHTOB.

Tema 2. JlokymeHTAIHOHHOE 00ecIiedeHHe AeATEALHOCTH TAMOKEHHLIX OPraHoB

Bonpocel 111 caMOCTOATEILHOT0 H3YYEHHH:

1. Kakue TpeboBaHMsI MPEOBABIAIOTCS K OJIaHKAM JIOKYMEHTOB?

2.Kakue 6p1Bar0T THIIOBBIE GOPMYIISIPBI?

3. TpeboBaHus, MPeaLABISACMBIE K TEKCTY JIOKYMEHTA.

4 Kax oopMIIsSIIOTCS IPHIIOKCHHS, HAITPABJISIEMBIE C JOKYMEHTOM?

5.Kakue TpeboBaHHA IPEABSBIAIOT K OQOPMIIEHHIO COBMECTHBIX JTOKYMEHTOB?

6.Kakue TpeboBaHMS MIPEABABISIOTCS K COJIEPKAHUIO H CTHIIO IOKYMEHTA?

7.Kak oopmistoTCs CryKeOHbIE JOKYMEHTHI?

8. Mcnosib30BaHMe TUITOBEIX B TpadapeTHBIX TEKCTOB B JOKYMEHTE.

9. Passienenue JOKyMeHTa Ha CMBICITIOBBIE YaCTH (BBOJHYIO H OCHOBHYIO) H 4TO 5TO AaéT?
10. Jlenenue MOKYMEHTOB Ha pazjielibl, MOJPA3C/bl, MYHKTBL, MOAMYHKTHL, HCIOIB30BAHUE
HyMEpaIuy ¢ apadckumu nudpamu.

IloaroroBuTs pedeparbl HA TEMBI:

- [IpHHIAIIB OCYINECTBIICHHS, STAITBl M TIOTOKH JOKYMEHTO000POTA B TAMOKEHHBIX OpraHaXx.
- [Ipouierypa paccMOTpeH s M BUHPOBAHHS BHYTPEHHEI JTOKYMEHTAIIMM PYKOBOJICTBOM.
Tema 3. TpeOGoBaHHA K NOATOTOBKE H 0(hOPMIICHHIO TOKYMEHTOB

Bonpoce! 1151 caMOCTOSITEILHOTO H3YYEHHS:

1. TpeboBauus k opopMIeHHIO TOKyMEHTOB. JIOKYMEHT KaKk HOCHTEbh HH)OPMAIIHH.

2. IlpaBuna opopmneHus yIpaBIeHIECKHX JIOKYMEHTOB.

3. YUro nonumaere noj pexkBusuToM? Ilepeunciure Habop pekBH3HTOB M000ro (Ha Ba BEIOOP)
JIOKYMEHTA.

4. Yro noHMMaeTe 1o/ JOKyMEHTO000pOTOM, EPEYHMCIIHTE IIOTOKH JOKYMEHTo000poTa?

5. UYro monumaere mox o0BEMOM  JoKyMeHToOOOpoTa?  PackpoiiTe  TEXHOJIOTHIO
JNoKymMenToobopora. IIprem u nepoHagansHas 00pabOTKa MOCTYNAIIIUX JOKYMEHTOB.

6. Kax ocymecTsiseTcs npoBepKa MpaBHIBHOCTH JIOCTABKH KOPPECTOHAEHITHN?

7. Jlns uero npoBOJAMTCS TPEIBAPUTEILHOE PACCMOTPEHHE JOKYMEHTOB?

8. Jlnst uero mpoBOAAT PE3YJIBTATHI PACCMOTPEHHS JOKYMEHTOB?



9. Jlns wero BemeTCs ydeT M perucTpannd JoKyMeHToB. Kak Bejercs ydeT u permcTpaliys U 4To
BKJIIOYAET B ceOs perucrpaiius J0KyMEHTOB?

10. Yro moHMMaeTe IOJ KOHTPOJIEM HCIIOMHCHHS JJOKyMeHTOB. UTO BKIOUaeT B cehs
OpraHy3anys KOHTPOJIS UCIIOTHEHHS! JIOKYMEHTOB.

11. Yro monuMaeTe 10/ aBTOMATH3UPOBAHHON perucTpanueil 10KyMeHTOB.

12. Kak ocymiecTBIseTcst aBTOMaTH3HPOBAHHAS PErMCTPALIUs JOKYMEHTOB?

HoaroroBuTsh pedepaTsl HA TEMBI:

- Opranusanus 3alUTHI X JOCTYIA K HHOOPMAIIHH.

- Ennnas asromMaTHsupoBaHHas HHGOPMAIHOHHAS CHCTEMA TAMOYKEHHEIX OpraHax.

Tema 4. Opranu3anHoOHHO- pacNOPSAUTEILHBIE TOKYMEHThI

Bonpoce! 11si caMOCTOATEILHOr0 H3YYeHHS:

1. Kakue TOKyMEHTHI B TAMOKEHHBIX OpPraHax SIBISIIOTCS OCHOBAHHEM JUIS H3JAHHS [TPUKA30B H
PacnopsHKEeHH.

2. PacckakuTe TEXHONOTHIO TIOpsiiKa OGOPMIICHHS M YTBEPHKICHHS OpPraHHU3alMOHHO-
pacnopsIUTeNbHBIX TOKYMEHTOR.

3. llepeuncuTe BHBI OPraHU3AIMOHHO- PACHIOPSAUTEILHBIX JOKYMEHTOB H PACCKAKHUTE 00 HX
0COOEHHOCTSX.

4. Kakue mnpenbssiusior TpeboBaHUS K ODOPMIICHHIO M COCTARJIEHHIO OpraHM3allHOHHO-
paciopsiIUTENbHEIX JOKYMEHTOB?

IHoaroToBuTh pedeparsi HA TEMBI:

- JlomKHOCTHAS MHCTPYKITHH,

- lllTatHOE pacnucaunwme.

- CTpyKTypa U mTaTHas YMCICHHOCTh TAMOXKEHHOT 0.
Tema 5. UndopManuoHHo-cripaBoYHbIe 10KYMEHTHI

Bonpocel 1715 caMOCTOATEILHOTO H3YYeHHS:

1. Kakoe HaznadeHHe UMEIOT HHOPMAIIHOHHO-CIIPABOYHBIC JOKYMEHTHI?

2. Yro Bel moHHMaeTe 110/1 BHY TPEHHUMHE/BHEITHAMH HH(POPMALMOHHBIMH OTOKAMH.

3. Kak Bbl nonumaeTe H(pOpMaIHOHHbIE TOTOKH — HHOOPMAMOHIBIC JTOKYMEHTHI.

4. Tlepeuncaure BHABI HH(DOPMAIMOHHO- CIPABOYHBIX JOKYMEHTOB M pacCKakuTe 00 MX
0COOEHHOCTSIX.

5. Pacckaxure, KaK JIOKyMEHTHPYETCS KOJICTHAIIbHAS JIEATEILHOCTh TAMOYKEHHBIX OPTaHOB.

6. PacckakuTe TEXHOJOTHIO TOPSAKA COCTaBjieHWs, O(OPMIEHHS M  yTBEpKICHHS
HH(OPMAIMOHHO- CIIPABOYHBIX JIOKYMEHTOB.

7. Kakue cymecTBYIOT 0COOCHHOCTH padOTHl ¢ BHEITHHMH H BHYTPEHHMMH HH(OPMAIMOHHO-
CIPABOYHBIMH JIOKYMEHTaMH.

8. Pacckaxure 0 mpaBunax OQOPMIICHHS JIENOBOH NEPENHCKH M MEXKIYHApOJHOH JeT0BOi
KoppecnonieHuun. Tunopeie Gpasbl, HCIIOIb3YEMBIE B JIC/IOBOH IIEPEIIHCKE.

9. Kakue TpeGoBaHUS NPEABABIAIOT K 0(DOPMIEHHIO THCEM?

IloaroroBuTh pedeparsl HA TEMBI:

- Opranusanus 3aiUTE 1 IOCTYHA K HHPOPMAIHH.
- IIporiecc moxymeHT0060pOTA B OpraHU3aIMsix, ero MOTOKH.
Tema 6. JlToKyMeHTBI IO THYHOMY COCTABY

Bonpoce! 1151 caMOCTOATEILHOI0 H3YyYeHHS:

1. TpeGopanus K 0QOPMIECHHIO U BEICHHIO KaIPOBOii TOKYMEHTAI[MH B TAMOXKEHHBIX OPIaHax.

2. HazoBute, Kakue UMEIOTCA OCOOSHHOCTH BEICHHS KaAPOBOW JOKYMEHTAIMH B TAMOXKEHHBIX
Oprasax.

3. PacckaxuTe 0 opsaaxe ohOpMICHHS W YTBEPKACHHUS KAAPOBBIX JIOKYMEHTORB,

4. Ilepevncaute BUIBI JOKYMEHTOB II0 IHYHOMY COCTABY U TPEOOBAHHUS K HX 0OPMIIEHHIO.

5. B Kakux JIOKyMEHTaX OTPAKAIOTCS Pe3yIIbTaThl TPy/1a paboTHHKA.

6. PackpoiiTe cozepxaHne i HA3HAYCHHE TPYA0BOH KHHKKH.



7. Yo Bel nonumaete 1o imaHbM geoM. TpeGosanus k oopMICHHIO.

8. PackpoiiTe coiepkaHue THYHOM KapTOUKH.

9. Cxema JIBUKEHHS IEPCOHAIIA H BO3HHUKAIONINE [IPH 3TOM TIPOIEAYPH H JOKYMCHTBL.
IMoaroToBuTH pedeparnl HA TEeMbI:

- 3anaun, GpyHKIMU U DOPSIOK paboThl OT/ENA JOKYMEHTAIIHOHHOTO 00ECIICUCHHS TAMOKEHHBIX
OpTaHoB.

- IIpaBa 1 00513aHHOCTH OTBETCTBEHHOI'O 33 AEJOMPOM3BOJICTBO B CTPYKTYPHOM HOAPas/eleHHH
TaMOXKECHHOI'O OpraHa.

Tema 7. IlonckoBas cucreMa JOKYMEHTOB H COBPeMeHHbIE TEXHOJIOTHH, IPHMEHSIEMbIE B

AeJIONPOH3IBOACTEBE TAMOMKCHHBIX OPraHoB
BOHpOCbI AJIs CAMOCTOATEIBHOI0 H3YYCHHA:

1. Pacckaxure, Kak npumensieTcss HHPOPMALMOHHO - NMOMCKOBAas CHCTEMA, MCIONb3yeMas B
JOKYMEHTallHOHHOM 00€CIEYeHHH IS TeTFHOCTH TaMOKEHHBIX OPTaHOB.

2. Ilpouenypa mnomcka poxymentoB. Ilpumenenme CYBJ] (cucrema ympapieHust Gazamu
JIAHHBIX ).

3. Kakue HCIONB3ylOTCS COBPEMEHHBIC CHCTEMbI ABTOMATH3AIMM  JIGJIONPOHM3BO/ICTEA,
[POrpaMMHBIE KOMILJIEKCH! U HH(POPMAIIHOHHBIE TEXHOJIOTHH?

4. Kax ocyIecTBaseTcst aBTOMATH3UPOBAHHAS PEFHCTPAIHS TOKYMEHTOB.

5. Kak ucnonesyrores 1K B nenonponsBoactse? OcyiecTrieHue NpueMa H HePBOHAYATBHOMN
00paboTKH NOCTYNMAOINUX JOKYMEHTOB.

6. Pacckaxure, Kak OCYIIECTBISIETCS [MpPEBAPUTENLHOE PACCMOTPEHHE JIOKYMEHTOB.
Pesynbrarhl paccMOTpeHHs JOKYMEHTOB.

7. Kaxue criennanbaple MporpaMMBL, HCIIONB3YIOTCA B TAMOKCHHBIX OpPraHax mpH o(hopMICHHH
TaMOYKEHHOH JACKJIapaliiy.

8. Kak ocymecTBisieTcst 311€KTPOHHOE JIEKIapHpOBaHHE.

9. Ilpumenenue coBpeMeHHO OPITEXHUKH B €0 POH3BOJICTBE.

MoaroTroBuTh pedeparsl HA TEMbI:

- OTBETCTBEHHOCTH NPH PAdOTE C HNEKTPOHHBIMHA JJOKYMEHTAMH.

- Ucnonp3oBanue snexrporHoit mudposoi noamucu (DL

Tema 8. HomenkiiaTypa Je1 H HOAr0TOBKA IOKYMEHTOB HA APXHBHOE XPAHEHHE
Bonpock! 17151 caMOCTOSATEILHOT0 H3yYeHHH:

1.Packpoiite cojiepikaHue W Ha3HAYCHHE HOMEHKIIATYPHI el

2.Pacckaxure 06 0c0OeHHOCTAX (OPMUPOBAHKS €T M [IOATOTOBKH €I JUIsSl IEPEIaun B apXHB.
3.Kax enéres nymepanus nucros jiena? Kak cocraBiisieTcs 3aBepuTeNIbHAS HAIITHCE.

4 Kak cocTapiseTcss BHYTPEHHSISI OIIHCH JOKYMEHTOB JIeJia.

5.PacckaxuTe 0 XpaHEHHH /eI B TEKYIIEM JIEONPOU3BO/ICTRE.

6.Pacckaxure 06 0pOpMIEHHH JIe]T BpeMEHHOIO H MOCTOSHHOTO XPaHEHHS.

7.910 Bbl IOHMMAETE MO/ IKCTIEPTH30H LIEHHOCTH YIIPABJIEHIECKHX TOKYMEHTOR?

8.Ilopsimox  Bhaun gen W3 apxuBa. QOYHKIMH apXMBOB TAMOXKEHHBIX OPraHOB. 3ajatu
rOCYJapCTBEHHBIX apXHBOB.

9.0npejenenue NEHHOCTH JOKYMEHTOB ¢ LEIBI0 OTOOpa Ha IOCYJIapCTBEHHOE XpaHeHHE H
YCTaHOBJIEHHS CPOKOB XpaHEHHS.

10.C kaxo# uenbio co3aaroT IKCHepTHbie KoMuccuy. MYHKIAKM | IpaBa SKCIEPTHOH KOMHCCHH.
Cpoku mpoBeIeHHs] DKCIEPTH3bI IEHHOCTH JIOKYMeHTOB. UTo 03Ha"aeT otMeTka « I TK».

11.Kax odopmisitoTes ¥ NOAMMBAIOTCSA BHOBL C(hOPMUPOBAHHBIE JIeTIa.

IloaroroBuTH peheparsl HA TeMBI:

1. DIeKTPOHHBIH HOKyMEHTOOOOPOT KAK CHCTEMa YNpABJIEHHS BCEMH JOKYMEHTAI[HOHHBIMH
pecypcamMu.

2. HomeHnkmnatypa jieln, ee BU/IbL.



Tema 9. Iopsmox paboTLI ¢ NHCHBMEHHBIMH M YCTHLIMH o0pameHHsSMH (kajg06avu)
rpaxiaH U y4acTHHKOB BJ/l B Tamo:keHHbIE Opraubi

Bonpoce! 1181 caMoCTOATEILHOIO N3y YCHHS:

1. Kak opranusyercs J1e/0IpOH3BOCTBO B TAMOXKEHHEIX OPraHax Mo paboTe ¢ MPeaToKEHASIMHU,
3ASBICHUAMHE M Kano0aMu Ipak/iaH U y4acTHUKOB BDJI.

2. Kakne TpeboBaHHS IIPEABABISIOTCS IS PEMICHHs PACCMATPHBAEMBIX BOIIPOCOB.

3. Kak ocymiecTniseTcs mpueM U perucTpaims odpallieHuii rpaxkias # yaacTHHKoB BT B
TaMO>KEHHbIE OPTaHEbl.

4. PacckaxxuTe 0 IOPSAZIKE H CPOKAX 00KATOBAHKS IOCTAHOBJICHHIT O HAJIOKCHHH B3LICKAHHIA, O
JIOTIOJIHUTETBHOM TIPOHM3BO/ICTBE, O HAPYIIEHWH TAMOYKEHHBIX TIPABHII H T.JI., B COOTBETCTBHH C
Tpynoseim Konekcom Pocceuiickoit ®enepanum.

5. Kakue yCTaHOBIIEHbI /sl peleH!s] TAMOXKEHHBIMH OPraHaMH CPOKH MOJAauH H PACCMOTPEHHS
3aABJICHUI M 00paIleHuii rpaxianHaMu | ygacTHukamu BOJI.

6. Kax (opmupyroTes 1 xpaHsTcs jiera 110 IPeUIoKeHUsM, 3aBICHHIM, KaT00aM rpaskiaH u
ydacTHuKoB BDJI.

IloaroroBuTh pedeparsl Ha TeMbI:

- Pabota ¢ 1okyMeHTaMM OTHOCSIIMECS K IPYIIIle «OOpAIeHHs IPaKIAH.
- Ocoberroctr  paboTsl ¢ KOH)WICHIHANLHBIMH  JIOKYMEHTAMH B CTPYKTYPHBIX
MOAPa3ACICHUSAX.

s spdexruBHoro  oneHMBaHHs  ypoBHS  COPMHPOBAHHOCTH  KOMIIETEHIHHA Y
00y4YalOMUXCs B PaMKaX TEKYIIEro KOHTPOJS, [IPOMEXKYTOUHOH AaTTECTAMH M KOHTPOIIS
CaMOCTOSTENIBHON pabOTHI CTYAEHTOR pazpabotan MOHJ OLEHOYHBIX CPEICTB MO JHCLHUILTHHE.
@ony1 oneHoYHbIX cpeacts (nonee - GOC) MUCHEIUIHHBL SBIACTCS COCTABHON HEOTHEMIIEMO
4acTbio pabodyedl nporpammel guciuiuiiHeL, DOC  odopmisiercs B BHIE PHIIOKCHHSA
(Ilpunoncenue 1).

7. YAEBHO-METOJUYECKOE U HH®OPMAITMOHHOE OBECIIEYEHUE
JIUCLUNTAHBI

7.1. KHHI'OOBECIIEYEHHOCTbD

KHHUI'OOBECITEYEHHOCTD
HaumenoBanue murepaTyps I'on Komaeerso Hanuume B
(aBTOp, Ha3BaHMe, B H3/@HHs, rOpoj, | m3mam | o\ oMINIAPO 37IeKTPOHHOIH
U3/1aTeILCTBO) usi BH3MAHUH B | o 6 mHoOTeKE
dubnuorexe "
Bul'Y (2NeKTPOHHEBIH ajipec)
1 2 3 1
OcHoBHas IHTEpaTYpa
1. OcnoBel  gokymentoobopora B | 2016 JInameiit kabuner
TAMOJKEHHBIX OpraHax: yueOHO-HArIsaHoe CTyACHTA:
nocobue u npaktukym / B. A. Marseesa. http://www.iprbookshop
— M.: Poccuiickas TamokeHHas akaeMus .1u/84844 html
2. OcHoBEI ~ mokymeHTOOOOpoTa B | 2017 JIngnserii kabuHeT
TAMO>KEHHBIX OpraHax: ydeOHoe mocobue / CTy/IeHTA!
I'. B. DnoBa. — CII6.: UnTepmenus http://www.iprbookshop
.1u/82263.html
3 OcHoBBI  mokyMeHTOOGOpoTa B | 2019 JInunblii KabuHeT




TaMOYKEHHBIX opraHax. [IpakTukym:
y4ebHoe mnocobme s BysoB / O. B.
Muxeenxo, H. B. I'mymak, O. B. I'mymax.
— CII6.: UatepMenus

CTY/ICHTA:
http://www.iprbooksho.
ru/85762.html

dononnuTe/bHAS TATEpaTypa

nocobue / M. H. Ky3uenos. — 8-¢ uzn. —
M. : Tamkos u K

1. Jlmunele pokyMments:: tpeGoBanus k| 2017 JInuneiii kabunet

opopMIeHHIO H 00pasibl JIOKyMEHTOB: CTYy/IeHTa:

y4eb. nocobue / I'.B. Kazanuesa. - 6-¢ u3., http://www.studentlibra

crepeotHil. - M.: ®nunTa ry.ru/book/ISBN978597
6503113.html

2. KonduaenuuansHoe neaonpoussoacteo | 2016 JInunblit kabuueT

U 3aIMIIEHHBIH IeKTPOHHBIN CTYJEHTA:

JoKyMeHToobopoT: yuednuk / H. H. http://www.iprbookshop

Kynses, A. C. émymkun, A. T, 1u/66416.html

®abpuunos, T. B. Konapamesa ; nos pes.

H. H. Kynsier. — M. : Jloroc

3. Jlenonpousponcteo: yuebuo-cnpasounoe | 2019 Jlnunbrit kabuner

CTyZCHTA:
http://www.iprbookshop
1u/85215.html

7.2. IEPHOTHYECKHE H3/TAHHA

1. «Pycckas peus» (bubmmoteka Bal'V, kopnye 2, aya. 510)
2. «Poccuiickas razeray (6ubimorexa Bal'V, xopnye 1, aym. 140)

7.3. HHTEPHET-PECYPChI

L. http://www.law.edu.ru — ®esepanbHbiii npaBoRoi MopTa.
2. http://www.consultant.ru — CTIC KoncynsranrTLioc.
3. http://www.garant.ru — OO0 «HIIII «'APAHT-CEPBHUC»

4. http://delpro.narod.ru/Index.html - IIpaBogoii nopTan no Ae10NpPOH3BOACTRY.

8. MATEPHAJIBHO-TEXHUYECKOE OBECHNEYEHHUE JUCHUILIUHBI
3aHsTHA NPOBOAATCS B ayAnuTopHsax IOpumudeckoro nuctutyra Bial'V (xopn. Ne 11) no

anpecy r. Brmamumup, yn. Crynemdeckas, . 8. Bce ayaTopHH OCHAIEHBI KOMIIBIOTEPHOI

TEXHUKOH C onepanuonHoil cucremoit Windows u cranmapraeiM nakerom Microsoft Office, ¢

JOCTYIIOM B HHTCpHCT; BHJIECO MyHbTHMCIlHﬁHBIM 060py,u013aﬁuem, KOTOPOE MO3BOJISIET

BH3YAJIM3HPOBATh MpoHecC IIPeACTaBICHHAS MPE3CHTAllHOHHOT0 MaTepralia, a TaKXKe IIPOBOIUTh

KOMIBIOTEPHOE TECTHPOBAHHE 00YYAIOIIHXCA M0 YIeOHBIM JUCIIUILIMHAM; JOCKOH HACTEHHOM;

(homactepom.

KOMHbeTCpHﬁH TCXHHKa, HCIOJb3yeMas B y‘leGHOM IIpoHecce, MMECT JIMLCH3UOHHOE

nporpaMmmMHO¢C obecrieyeHHe:

e OmnepannonHas ciuctema cemeiictea Microsoft Windows.
¢ [laker oducHbIx nporpamm Microsoft Office.

e KoHCynbTaHT+.
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