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MeToauueckue ykazanus padpadoran — KopuynoB B. B., kana. TexH. HayK, JIOIEHT Kadeapbl
TexHoI0rny NUIIEBBIX IIPOU3BOJACTB

OGIIH/IC OPraHu3allMOHHO-METOAUYECCKUEC YKAZAHUA

1. Lenp u 3324 QUCHUILIAHEI
[lenb TUCHUIIIIMHEI - 1aTh yYalllUMCSl TEOPETUYECKUE 3HAHUS U PUBUTH HABBIKH MO COCTABJICHUIO
MPOEKTOB JOKYMEHTOB, UX YJIOCTOBEPEHUIO, HAYYUTh pa0dOTe C JIeTaMH B TEKYIIIEM JEIONPOU3BOJICTBE.
3aaun U3I0KEHUS ¥ U3yUYCHUSI TUCIUIUITMHBI — JaTh HEOOXOMMBbIC 3HAHUS 110 OCHOBAM TEOPHH
JEJIONPOU3BOJICTBA, TO3BOJSIONINE TPABHIBLHO COCTABIATH H  O(GOPMIISATH  OpTraHWU3alUOHHO-
pacnopsIUTEIbHbIE JOKYMEHTHI, CIIPAaBOYHO-UH(POPMAIIMOHHBIE JOKYMEHTBI, JOKYMEHTHI 110 JTUIYHOMY

COCTaBy, MPaBUWJIBHOCTh JIOKYMEHTO000pOTa Ha MPEIIPUSTHH.
Tabnuua 2

TEMATHYECKHH IIAH

HaumeHoBaHue TeM M UX COACPIKAHUC

Mopayas 1. JlIokyMeHTHpPOBaHNe YIPABJICHYECKOH 1eATeIbHOCTH.

Tema 1. Bregenne Conepxanue TUCUUIIIMHBL, 331a4d U 3HAYEHUE, CBSA3b C IPYTUMU
o0mmenpogeccCHOHAIbHBIMY U CTICHUATIbHBIMUA AUCHUIIMHAMEU. OCHOBHBIC IOHATHSI U ONIPEIEIICHNS IPEAMETA.

1.1. Kitaccudukanus TOKyMEHTOB.

Tewma 2.

2.1.006mmume TpeboBaHus K OPOPMIICHUIO JOKYMEHTOB. [IpaBuina oopmIiteHUsT pEeKBU3UTOB TOKYMEHTOB.
®opmatel Oymaru u moss. branku moxkymenToB. FOpunndeckas cuia qoKyMeHTa. Y HUPHUIIMPOBAHHAS CUCTEMA
JOKYMCHTallUN

2.2.0dopmnenne nHGOPMAIIMOHHO-CIIPABOYHBIX JOKyMeHTOB O opMIIcHIE aKTOB, MPOTOKOJI0B. HasHaueHue,
orpezielieHre U 0coOeHHOCTH 0opMIIeHHs aKTOB. Buibl mpoTokoioB. CTpyKTypa TeKCTa MOJHOT0, COKPALIEHHOTO 1
Kpartkoro npotokoia. OdopmieHue cirykeOHbIX 3ancoK, clipaBok. HasHaueHue, onpeeneHue, pa3HOBUIHOCTH U
0CO0CHHOCTH 0(YOPMIICHHUS CITY)KEOHBIX 3aTUCOK, CIIPABOK.

2.3.0¢opmienne opraan3zaioHHsx qokymenTos (O/1). Haznauenue, onpeznenenue, nepedeHb PpEKBU3UTOB M OCOOCHHOCTH
oopmIteHnsT OpraHU3alMOHHBIX TOKYMEHTOB (UPMEL. Y cTaB, nosoxenue. [lopsanok ynocrosepenus O], Ctpykrypa
tekcta Ol «CTpyKTypa U mITaTHas YMCIEHHOCThY, «llITaTHOE pacnncanuey.

2.4.0¢opmIiieHne pactiopsANTENbHBIX JOKyMeHTOB. Ha3HaueHue, onpe/ienenne, nepedeHb peKBU3UTOB M 0COOCHHOCTH
oopmIteHHs pacTIOpsITUTENBHBIX JOKYMEHTOB, H3/IaBAEMBIX Ha OCHOBE Pa3JIMUHbIX IIPUHIUIIOB B yIIpaBieHHH. CXeMBbI
U3JI0KeHNs TekcTa pekBu3nToB P/I. Tlopsiok ynocToBepeHHs pacriopsiiNTENbHBIX JOKYMEHTOB. [IprKkas, pacropspkeHue,
yKa3aHue, peleHue.

2.5.0¢opmIiieH#e JOKYMEHTOB TI0 INYHOMY COCTaBY: TPYAOBOTO IOTOBOPA, MPHKa3a O MpHEMe Ha PaboTy, TUIHBIX
KapTo4ek paboTHHKa, rpaduka oTmyckoB u jap. [lepedeHb peKBU3UTOB U OCOOEHHOCTH 0QOPMIIEHHS 3asIBIICHUH O pUEMe,
nepeBojie u yBoibHeHUU. Odopmiienue nprka3os mo JuaHoMy cocTaBy (1o JIC). Haznauenue, onpeenenue, nepeyeHb
PEKBU3UTOB M 0COOCHHOCTH 0hopmiteHHs ITpuka3oB no JIC.

Monayab 2. JIokyMeHT0000pOT

Tema 3. Opranmzarust paboThI ¢ JOKYMEHTAMHU

3.1. Opraauzanus JOKyMeHTO000poTa Perucrpanus BXOAAIMNUX U UCXOAAIUX JOKYMEHTOB. CriocoOb!
peructpanuu 1oKkymenToB. Odopmuenne aen. OgopmiieHre BHYTPEHHEH ONVICH, JINCTa-3aBePUTEIN e,
OO0JIOKKH 1] JOIATOBPEMEHHOTO ¥ MOCTOSIHHOTO XpaHeHus. OdopMiteHne omnuceit e npu caade B apXHB.
OdopMieHHe aKTOB O BBIJCICHUH JIOKYMEHTOB M JIE)I K YHUUYTOXCHHIO.

3.2. CucremaTHn3auus 10KyMEHTOB U uX xpaneHue. Odopmienue HomeHknatypsl nein (H) dpupmer.
Haznauenue, onpezeneHue, nepeyeHb peKBU3UTOB M 0COOEHHOCTH 0(hOpMIICHHUS] HOMEHKJIATYPHI 1€ (PUPMBIL.




Tabnuua 3.
IlepeueHnb pekoMeHIyeMOi JINTEPATYPbI

OcHoBHas:

1. JlokymMeHTaImoOHHOEe 00€CIIeUeHUE YMPABICHUS W ACIONPOU3BOACTBO : YUYEOHUK ISt
OakamaBpoB : [6a3zoBsiii kypc] / . H. Ky3nenos. - Mocksa : FOpaiit, 2012. - 576 c.

2. Henorona A.B. Jlenonpon3BoacTBo opranu3anuu. [loarotroka, opopmMiieHrue U BeieHNE

JIOKYMEHTAIMU. 75 00pa3IoB OCHOBHBIX IOKYMEHTOB [ DJeKTpOoHHBIN pecypc]/ Hemoroaa
A.B., Cemuenko II.A.— DnektpoH. TekcToBble faHHbie.— CapatoB: Al [1lu Op Meaua,
2009.— 313 ¢.— Pexwum gocryna: http://www.iprbookshop.ru/1534.html.— 2BC

«IPRbooks»

HOHOHHI/ITCHBHaH:

3. I"anenko, H.H. OcHoBHI Aenonpon3BoacTBa : yueoHoe nocodbue / H.H. I'anenko. — Camapa :
Cam['AY, 2019. — 181 c¢. — ISBN 978-5-88575-562-7. — TekcT : 31eKTpOHHBI# //
DNeKTPOHHO-OMOINOTeYHAs cucrema «JIanby» : [caiiT]. — URL:
https://e.lanbook.com/book/123610

4. HenonpousBoactso. [Toaroroska ciyxe0HbIX 1oKymMeHTOB / FO. M. [lemuH. - 2-e u3za., JI01.

u niepepad. - Cankr-IlerepOypr [u np.] : [Tutep , 2008. - 223, [1] c.

COJIEPXXAHUE U METOJMUMYECKUE YKA3AHWA K U3YUEHWIO TEM
JCIHHAITJIMHBI
BBenenue.
Conepxxanue IUCHUIUIMHBL «JleI0mpOU3BOACTBOY», 33a1a4d W 3HAYECHUE, CBSI3b C
JIPYrUMH  0OIEeNPOheCCHOHAIBHBIMU U CIICHHATBHBIMU  AUCHUTIIMHAMH. (OCHOBHBIC

IMOHATHA U OIIPCACIICHUA IIPpEAMCTA.
Memoouueckue peKOMeHdauuu no U3y4eHuIo memabl.

B pamkax nanHOi Tembl OakanaBp JODKEH HM3YyYUTh OCHOBHBIE MOHITHH B
JIEIONPOU3BOACTBE, HOPMATHBHO-METOINYECKYIO 06a3y (ToCcy1apCTBEHHBIC U OTPACIICBBIC
CTaHAapThl, OOIIEPOCCUNCKHE  KIACCU(PUKATOPHI, TUIIOBBIE  WHCTPYKUIUU  TIO
JeNONpPOU3BOACTBY, 3akoHbl P® wu T. 1.), onpenenuTs 3HA4Y€HHE U  POJb
JIOKyMEHTAIMOHHOTO 00ECTICUCHHSI B IESITEIbHOCTU (DUPMBI.

Jlurepatypa: [1], [2], [4].
Bonpocwi 0n camonposepku

Yro Takoe AeIOnpPOU3BOICTBO?
Chopmynupyiite 1enu 1 3aa4u AeTOIPOU3BOJICTBA.
JlaiiTe onpesenenne MoHATAS UHPOpMAIUs, TOKYMEHT.

Kakue BubI k1accupukaTopoB ucnoiabiyrores B JJOY?
Ilepeunicnure W OXapaKkTEpU3YHUTE JCUCTBYIOIIME HOPMATHUBHO-METOAUYECKHUE

ok 0N E

MaTepHuaJbl, periIaMeHTUPYIONIHE PaboTy ¢ TOKYMEHTaAMHU.

6. Onpenenute 3agauu CIOy>KObl JTOKYMEHTAIIMOHHOTO OOECHeUYeHUs YMpaBIeHUs

(AOY).



Monayasb 1.Jl0KkyMeHTHPOBAHHE YIIPABJIEHYECKON 1eATeILHOCTH.
Tema 1. O0mue TpedoBanust opopmiieHus 0pUUHMAIBLHBIX TOKYMEHTOB.

Knaccudukanusa nokymeHntoB. [lpaBuna odopmieHHS OTAETBHBIX PEKBU3UTOB
nokyMeHToB. ®@opmaTtel Oymarun u mona. bmankum gokymenTtoB. HOpuamueckast cuna

JOKYMEHTa. Y HU(pUIIUPOBaHHAS CUCTEMA IOKYMEHTAIIHH.
Memoouueckue peKOMeH()aI/ﬂ/lu no U3y4eHuIo nmembsl.

IIpu paccMOTpeHHMH TaHHOW TEMbl OCHOBHOE BHHMAHHE HEOOXOJIUMO YJICIUTH
Kiaccupukanuu JoKkyMeHToB, u3yuuTh paszaen ['OCT P 7.0.8-2013, xacaromiuiics
kinaccudukanuy. bakamaBp JMODKEH HMMETh YETKOE MPEJCTaBICHUE O CIEIYIONIUX
MOHATHUAX: «IOKYMEHT», «PCKBH3UT», «IOpPHUAMYECKas CHJIA JIOKYMEHTa», «OJIaHK
nokymentay. C momompio ['OCT P 7.0.97-2016 o3HakoMHUTbCS C TEpeYHEM U
npaBuiIamMu 0opOpMIICHUST PEKBU3UTOB JIOKYMEHTOB, (hopmMaTamMu OyMaru u moJieH.

Jlurepatypa: [ 1], [2], [3], [4].

Bonpocw ona camonposepku

B yem HazHaueHue KiIacCUPUKAIIN TOKYMEHTHON HH(POPMAIIH TOKyMEHTOB?
YTo Ha3bIBACTCS PEKBUZUTOM?

Yrto obecrnieunBaeT I0PUINIECKYIO CHITy TOKyMEHTa?

Kakue o6mue TpeboBaHus MPEABABIAIOTCS K TEKCTY TOKyMEHTA?

Kakue OCHOBHbIE PEKBH3UTHI TNPUMEHSIOTCS JJIA CO3JIaHUS  CITY>KEOHBIX
JIOKYMEHTOB?

6. Kewm npoBepsiercs odopmitenne u Beaenne OP/] u apyrux BUI0B JOKYMEHTOB?

o0 E

Tema 2. OdopmiieHre OPraHu3anMOHHBIX JOKYMeHTOB (O/1).
Ha3nauenwue, onpeneneHue, nepeueHb PEKBU3UTOB U OCOOEHHOCTH O(QOpMIICHUS
OpraHu3alMOHHBIX J0KyMeHTOB (Gupmbl. [lopsnok ymoctoBepenuss OJl. Crpykrypa

tekcta O/ «CtpyKkTypa u mTaTHasi YUCIEHHOCThY, «llITaTHOE pacnivcanuey.
Memoouueckue peKOMeHdauuu no U3y4eHuIo memabl.

bakanaBpy criemyeT 0O3HAKOMHUTBCS C BHJAMHU OPTaHU3alMOHHBIX JOKYMEHTOB,
TaK)K€ PaCCMOTPETh OCOOEHHOCTH HX O(OpMIICHHS, TPHOOPECTH HABBIKA OIEHKU
MPaBUIBHOCTH TOATOTOBKUA JOKYMEHTOB JpYruMu paboTHUKamH. bakamaBp momkeH
UMETh YETKOE MPEJICTABICHUE O CJIEIYIONIUX OPraHU3alMOHHBIX JOKYMEHTaX: «yCTaBy,
«TIOJIOKEHHUE», «CTPYKTypa H IITaTHAsS YWUCIECHHOCTBY», «IITATHOE pPACIUCAHUE.
Heob6xoammo 3HaTh co/iep)kaHue BBIIETIEPEYUCICHHBIX TOKYMEHTOB.

Jlureparypa: [ 1], [2], [3], [4].
Bonpocul 0ns camonpogepku

Kakue 10KyMeHTBI OTHOCATCS K OPTaHU3AIMOHHBIM IOKYMEHTaM?

Y10 noHuMaeTcs noj Y craBom?

N3 xakux pa3zeinoB COCTOUT Y CTaB aKIMOHEPHOTO 001IecTBa?

Kakne oCHOBHBIC PEKBH3UTHI COACPIKUT IIITATHOE PACTIHCAHHE) ?

Yro ykaspiBaeTcs B JoKyMeHTe « CTPYKTypa M IITaTHAS YUCICHHOCTDY?

OO E
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6. Kakue Pa3aciibl BKIIOYACT «A0JIZKHOCTHAA I/IHCTPYKI_II/IH»?

Tema 3. Kinaccupurkauus pacnopsaurebHbIX JOKYMEHTOB.

Haznauenue, ompeneneHue, nepedeHb PEKBU3UTOB U OCOOCHHOCTH O(OpMIICHUS
paCIOPSAAUTENBHBIX JOKYMEHTOB, M3JaBAa€MbIX HA OCHOBE pPAa3JWYHBbIX IPUHLIMIIOB B
ynpasieHud. Cxembl u3iokeHus: Texkcra pexkBuzutoB PJ[.  Ilopsamox ymocroBepeHus
PaCIOPSAAUTEIBHBIX TOKYMEHTOB.

Memoouueckue pexomenoayuu no U3y4eHUI0 membi.

Bravane crnexyer paccMOTpeTb COCTaB  PaCHOPSAUTENBHBIX  JOKYMEHTOB.
bakanaBpy HE0OXOIMMO H3yYUTh STAlbl MOATOTOBKH PACIOPSIUTEIbHBIX JOKYMEHTOB,
03HAKOMHUTHCS C BUIAMH PACHOPSAIUTENBHBIX JOKyMEHTOB. [Ipu 3ToM cineayer oOpaTuth
BHUMAaHHE OCOOEHHOCTM pa3padOTKM M COCTABJICHHS MPUKA30B, IMOCTAHOBJIECHU,
pelieHui, ykasaHui. bakamaBp JOMKEH YETKO 3HATh CTPYKTYPY  KaXJO0ro
pacmopsiAUTEIBHOTO  JIOKYMEHTa, TMpaBuia OQOPMIICHHS  PEKBHU3UTOB, COCTaB
00s13aTeNbHBIX U JOMOJIHUTENIBbHBIX PEKBU3UTOB IIpHU ohopmiieHnn kaxmaoro P/l

Jlurepatypa: [ 1], [2], [3], [4].
Bonpocwi 0ns camonposepku

1. Kakue IOKyMEHTbI OTHOCSTCS K pacHOpSAMTENbHBIM JOKyMEeHTaMm? B Kkakux
ClIydasix OHU COCTaBIISIIOTCS?

HazoBuTe OCHOBHBIE CTaIMU MOJATOTOBKU PACTIOPSIIUTENbHBIX JOKYMEHTOB?

Ha xakue yacTu MOKHO pa3/IeUTh TEKCT PACTIOPSIUTENBHOTIO JOKYMEHTA?
KakoBbl 0c0OeHHOCTH 0(OpMIIEHHS paCIOPSAUTEIBLHOTO JOKYMEHTa?

UYro oTpakaeT nprKa3 0 OCHOBHOM J1€ATEIbHOCTH?

B kakmx cmywasx cocrtaBusiercss pacrnopsbkenne? OcoOeHHoCcTH 0GhOpMIICHHS
3TOTO TIOKYMEHTA.

7. KaxoBbl 0COOEHHOCTH COCTABJICHUS U OPOPMIICHUS «YKa3aHU»?

ook wn

Tema 4. Ogopmiienne HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB

Odopmiienre akToB, MPOTOKONOB. HazHauenuwe, ompeneneHue U OCOOEHHOCTH
obopmiieHusi aktoB. CTpykTypa TekcTa akta. TumoBas d¢opma akrta. [lopsgox
ynoctoBepeHus: akToB. CrocoObl pacronoxkeHuss pekBu3utoB OPJ[. Hasznauenwue,
ompeereHnue 1 0COOEHHOCTH o(opMIIeHHS TTPOTOKOJIOB. Bumbl mporokonoB. CTpykTypa
TEKCTa TOJIHOTO, COKPAIIEHHOTO W KPaTKOro MpoTokoja. CrocoObl pacmoioKeHUs
pexBu3uToB OP/I.

Odopmienre  UHPOPMAIMOHHO-CIPABOYHBIX  JOKyMeHTOB.  OdopmiieHue
UH(OPMAITMOHHO-CITPABOYHBIX ~ JIOKYMEHTOB  CPOYHOro  xapakrepa. Hasnauenwue,
Omnpe/elicHUe, TNepeYeHb PEKBU3UTOB U ocoOeHHocTH odopmienus cpounbix MC/I:
tenerpamm, Ttenedonorpamm. Ilopsiiok ymocToBepeHHs Tenerpamm, TelepoHorpamm.
Odopmiienne  cinykeOHbIX  3alMCOK,  crnpaBok.  Hasnauenuwe,  omnpezeseHue,
Pa3HOBUHOCTH U OCOOCHHOCTH O(OPMIICHHUS CITY>KEOHBIX 3aMHUCOK, CIIpaBoOK. OTIN4us B

0(OPMJICHUU BHEIIHUX U BHYTPEHHUX CIIYKEOHBIX 3alUCOK, CITPABOK.
Memoouueckue peKOMeH()auuu no u3y4eHuro memaol.

Crnenyer paccMOTpPETh PEKBH3UTHI U MPUHIUI OdopmiIeHHs WHOOPMAIMOHHO-
CIIPABOYHBIX JOKYMEHTOB, HAYUYHUThCA OLICHUBATH MPAaBWJIBHOCTH MOATOTOBKH JAHHBIX

5
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JOKYMEHTOB JIPYyrUMH pabOTHUKaMU. bakanaBp JOJDKEH 3HATH KIaCCU(DUKALUIO TTHCEM,
CXEMBI HX COCTaBJICHUS, CIIOBECHBIC OOOPOTHI-IITAMIIBI; JOCKOHAIBHO HM3YYUTh TaKWE
Bubl IC]l kak: MpOTOKOJI, aKT, BEITUCKA U3 POTOKOJIa, OOBICHUTEbHAS, JOKJIATHAS U
ciy)keOHasl 3amluCKH, TellerpaMMma, TeineoHorpamMma, MOATOTOBHTHCS K IPOBEICHHUIO
NPAKTHYECKHUX 3aHATUH 10 COCTABJICHHUIO 3TUX JIOKYMECHTOB.

Jlureparypa: [ 1], [2], [3], [4].

Bonpocwi 0na camonposepku

Kakue moKyMeHTBbI OTHOCATCA K MH()OPMALIMOHHO-CITPABOYHBIM?

Kakue pekBU3UTHI ABISIOTCS 0053aT€IbHBIMU JJIs CIIPABOK?

Kak xnmaccudunupyrores ciayxeOHble THUChMa M0 COACPKAHUIO U HA3HAUCHUIO?
N3n0xkuTe 0COOEHHOCTH COCTABJIEHUS TEKCTA CIIY’KEOHOTO MHUChMA.

Uto sABASETCS MOBOIOM JJIsi COCTABIICHUS aKTa?

B uem ocoOeHHOCTH cocTaBiieHUs: U 0OpMIIEHUS aKTa?

KakoBbl 0COOEHHOCTH B COCTaBJICHUU U O()OPMIICHUH TOKJIAIHBIX 3aIIUCOK?

NogahkwbdE

Tema 5. OdopmiieHue JOKYMEHTOB N0 JUYHOMY COCTABY.

[lepeueHb pEKBU3UTOB U OCOOEHHOCTH O(OPMIICHHUS 3adBICHUH O TIpUEME,
nepeBoie W YBOJbHEHHU. OCOOEHHOCTH MPOCTABIEHUS PE30JIOUMA M OTMETKH 00
ucnojaHeHuu Ha 3asBieHuu 1o JIC. OdopmiieHre MpUKa3oB MO JUYHOMY COCTaBy (110
JIC). Ha3nauenue, omnpezeseHue, MepedeHb PEeKBU3UTOB U OCOOEHHOCTH O(OpMIIECHUS
npuka3oB 1o JIC. Ilopsimok odopmiieHus: mpuemMa, mepeBoga U yBOJIbHEHUS ¢ pabOTHI.
Cpoku XpaHeHHs] JOKYMEHTOB IO JIMYHOMY COCTaBY. 3alOJHEHUE TPYIOBBIX KHUKEK

(TK). ITpaBusia BHeceHus u3MeHeHui B pasnaeinsl TK.
Memoouueckue peKOMeHaCll/ﬂ/{M no U3y4eHuIo memabl.

B mponecce oOyuenus y GakanaBpa JOHKHO CPOPMUPOBATHCS MPEICTABICHUE O
3HAYEHUU JOKYMEHTOB IO JINYHOMY COCTaBy, O MOPSAKE JOKYMEHTHUPOBAHUS Mpolecca
NBUKEHUA KaapoB. OH MOJDKEH M3YyYHUT CXEMY COCTaBJICHUS JOKYMEHTOB O MpHUEME Ha
paboTy, mepeBoje Ha Jpyryr0 palOOTy BHYTpH opraHuzanuu. [[ias mnpaBUIBHOTO
3aMOJHEHUsI TPYIOBBIX KHMXKEK HE0O0Xoaumo OyaeT o3HakoMHThbes ¢ «lIpaBumamu
BEJICHUSA M XpaHEHUs TPyHAOBBIX KHIDKEK» (2003 1.), «HCTpyKIMell MO 3amoJHEHUIO
TpynoBbIX kKHIKEK» (2003 1). BakanaBp, u3y4yuB COOTBETCTBYIOIIUE CTaTbu Tpya0BOTO
kojekca P® u yHudunmpoBaHHsie (HOpPMBbI NMEPBUYHONW YUYETHOM TOKYMEHTAIUU I10
y4eTry TpyJa, AOHKeH HAydyuTbcs O(GOPMIICHHIO TPHUKA30B 1O JUYHOMY COCTaBY,
KOMaHJAUPOBOYHBIX YIAOCTOBEpeHUW U T. A. [locie BBIMOJHEHHS BCEX METOAMYECKHUX
PEKOMEHIAIMi ¥ OTBETA HAa MPUBEIACHHBIC HUKE BOIIPOCHI JIJIsi CAMOIIPOBEPKU OakaiaBp
TOTOBUTHCA K MPOBEACHUIO MPAKTUYECKHUX 3aHATUM 110 JAHHOU TEME.

Jlurepatypa: [ 1], [2], [3], [4].

Bonpocwi 0na camonposepku

Uto moHMMaeTCs o1 IBUKEHUEM KaJpOB?

Kakue 1okyMeHThI 0OpMIISIOTCS TIpU TIpHEMeE Ha padoTy?

Kakue 1okyMeHTBI 0(OPMIISIOTCS TPU TIEPEBOJIE U YBOJIBHECHUHN PA0OOTHHUKOB?
Kakue peKkBU3UTHI COACPKUT MPUKA3 M0 JINYHOMY COCTaBY?

Kakue cBeneHus 3aHOCATCS B TPYAOBYIO KHUKKY ?

oW E



6. Kak odpopmisieTcst tuaHOE 1€7107
7. Kakue cBeneHUs COACPKUT JTMYHASI KAPTOUKA?

MogayJs 2. Opranusanust padoTbl ¢ JOKYMEHTAMU
Tema 6. Opranusaunus 10KyMeHTO000poTA

Peructpanuss BXOOSIIIMX W HUCXOASIIMX JOKyMEHTOB. CrocoObl perucrpanuu
nokymeHToB. Cucremarusanusi JOKYMEHTOB U uX XxpaHeHue. OdopmiieHue
HomeHknatypsl aen (HI) ¢upmbl. Haznadenue, onpenenenue, nepeyeHb peKBU3UTOB U
0COOEHHOCTH O0(POpMIIEHUSI HOMEHKJIATYPHI J1e7 (PUPMBI.

Odopmnenne nen. OcdopmiieHre BHYTpPEHHEH OIMCH, JIMCTa-3aBEpUTEN Jela,
0OJIOKKHU JIeNl I0ATOBPEMEHHOTO M MOCTOSIHHOTO XpaHeHus. OdopmieHue onucen aen
npu cpade B apxuB. OdopmieHHe aKTOB O BBIACICHUM JOKYMEHTOB U Jel K
YHUYTOXKEHUIO.

Memoouueckue pekomeHdauuu no U3y4eHuio memabl.

B pamkax paHHOW TeMbl OakajnaBp JOJKEH U3YYHTh JTambl 00padOTKU
JIOKyMEHTOB, OMNpPEACTUTh (HOPMBI M TEXHUKY OpraHU3alldd KOHTPOJISI HCIOJHEHUS
JIOKyMEHTOB, HAY4YUTBhCS PETUCTPUPOBATH NOKyMeHTh. HeoO0XoauMo YeTKo 3HATh
npaBuia U OCOOCHHOCTH PETUCTpAIMU JIOKYMEHTOB TP TMOMOIIM PEruCTPalMOHHBIX
KypHaJIoM U KapTouek. [Ipu uzydenun ocoOeHHOCTEN 0hOopMIICHUS HOMEHKIIATYPhI 1€l
HeoOxomumo — u3yuyaTh  «llepedeHb  THUMOBBIX  YNPaBIEHYECKUX  JOKYMEHTOB,
00pa3yromuxcs B AeSTEIbHOCTH OpraHnu3alfil C yKa3aHUEM CPOKOB XPaHEHUS».

Jlurepatypa: [ 1], [2], [3], [4].

Bonpocw ona camonposepku

1. Yto mnonumaeTcss moOa JTOKyMeHTooOopoToM? Ha kakue IOKyMEHTOMOTOKU
JICATCS BCS JOKYMEHTAIHS YIPEKIACHUS?

2. Kakwue 3Tanbsl MOXKHO BBLICTUTh B TEXHOJIOTUYECKOM 11eT 00paboTKU 1 ABMXKECHUS

JTIOKYMEHTOB?

B yem ocoOeHHOCTH TTpHieMa U IEPBUYHON 00pabOTKH JOKYMEHTOB?

Uto moHMMaeTCs o1 perucTpanmend JOKyMeHTOB?

Kakue ¢opMmbl perucTpanuu NpUMEHSIOTCS B yupexaeHusx? Oxapakrepusyiite

0COOEHHOCTH Ka)KJIOM, MPEeUMYIECTBAa U HEJOCTATKH.

6. C xakoii 1e/Ibl0 OCYIIECTBIIIETCS KOHTPOJb 3a HCIIOJIHEHHUEM JTIOKyMEHTOB? KTo
€ro OCYIIECTBIISACT?

7. Kakue QopmMbl KOHTpPOJISE 3a HCIHOJHEHHUEM JIOKYMEHTOB NPHUMEHSIOTCS B
yupexaeHusax? OxapakTepusynre ux.
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