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1. IEJIM OCBOEHUA JUCIUIIJINHbI:

Heap AMCHUIIMHBI — U3yYEHUE TOKYMEHTALIMOHHOW TEOPUU U NPAKTUKH B YIIPABICHUU HA
OCHOBE HayYHO 0OOOCHOBAHHBIX MPUHIIMIIOB U METOOB.

3agayaMu AUCHHMILIMHBI:

- 03HAKOMJICHHE CTYZCHTOB C OCHOBHBIMH MTOHATUSMH JIOKYyMEHTO000pOTA;

- IpaBUJIAMH CO3JaHMs YIIPABIECHYECKUX JOKYMEHTOB,

- 03HAKOMJICHHE CTYJICHTOB C IPUHIIUIIAMU PAOOTHI C IOKYMEHTaMU;

- 03HAKOMJICHHE CTYZEHTOB C pealnu3anneil NPpUHIMUIIOB YHU(PHUKALUK U CTaHAapTU3ALUU
JOKYMEHTOO0O0pOTa B YIPABJICHUHY;

- 03HAKOMJICHHE CTYJEHTOB C IPUHIUIIAMUA OPTaHU3alK JOKYMEHTO000pOTa U OpraHu3aluu
JIeNTOTIPOU3BOCTBEHHON CITY>KOBI MPEANIPUATHH, YUPESIKICHUN U OpraHU3alui;

- O3HAKOMJICHHUE CTYECHTOB C OCHOBHBIMH HOPMAaTHUBHO-METOINYECKUMU MaTepUaIaMH 110
JOKYMEHTUPOBAHUIO YIIPABICHUYECKOU E€ATEIbHOCTH;

- CYIIECTBYIOUIMMH CTaHJAPTaMU 10 YIPaBIECHYECKON JOKYMEHTANH, XapaKTEPUCTUKON 1
COCTaBOM YHU(UIIUPOBAHHBIX CHCTEM JIOKYMEHTALINH;

- 00y4eHHe CTYICHTOB HaBbIKaM COCTABJICHUSI U PEJAKTUPOBAHUS CITyKEOHBIX IOKYMEHTOB B
COOTBETCTBUU C HOBbIMM poccuiickumu ['OCTamu.

2. MECTO JUCIIMIIVIMHBI B CTPYKTYPE IIIICC3:

ObmenpodeccruonanbHas AUCHUILINHA OTHOCUTCS K IPOPECCHOHATBHOMY ITHKITY.

3. TPEBOBAHUA K PE3YJIbTATAM OCBOEHUA JUCIUIIJINHbI:

3.1. B pesyabtarte ocBoenusi [INNCC3 BpIMyCKHUK T0/KeH 00/1a1aTh CJIeyIOMMMHA
KOMIIETCeHIIUSIMH :

OK 1. [loHuMaTh CyIIHOCTh M COLMAIBbHYIO 3HAYUMOCTH CBOeH Oyaymied mpodeccun,
MPOSIBIIATH K HEM YCTOMYUBBIN MHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO [€STENBHOCTh, BBIOMPATH TUIIOBBIE METOIBI H
CIOCOOBI BBITMIOJTHEHHUS MPOPECCHOHATBHBIX 33]1a4, OIIEHUBATh MX 3()PEKTUBHOCTD U KAa4E€CTBO.

OK 3. [IpuHUMAaTh peuieHus B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIllUSX U HECTHU 33 HHUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh TMOUCK U HUCHOJIb30BaHWE WHGOpPMAIUU, HEOOXOIUMOM s
3(PEKTUBHOTO BBHIMOIHEHUS MPOGECCHOHATBHBIX 3a/1ad, TPO(PECCHOHATLHOTO U JIUYHOCTHOTO
pa3BHUTHSL.

OK 5. MHcnone3oBath  WMH(OPMAIMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTHHU B
npodecCHOHATBLHOMN 1eATEIEHOCTH.

OK 8. CaMoCTOATEeNbHO ONpeaesaTh 3amayd NpPOo()EeCCHOHATLHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCsl  CaMOOOpa3OBaHWEM, OCO3HAHHO  IUIAHUPOBATh  IOBBINICHUE
KBaTH(UKAITIH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSX MOCTOSHHOTO U3MEHEHUS IPABOBON Oa3bl.

IIK 1.1. OcymecTBiaTh mpodecCHOHAIBHOE TOJIKOBAHWE HOPMATHBHBIX MPABOBBIX aKTOB
JUTSI pealli3aliiy MpaB TpakIaH B cepe NEHCHOHHOTO 00ECTICUeHHUs U COLMATBHOMN 3alUTHI.

I[IK 1.2. OcymecTBiarh NMpueM TpakJaH MO BOMNPOCaM IEHCHOHHOTO OOeCIeueHUs |
COLMAJIBHOM 3aLUTHI.

I[IK 1.3. PaccmarpuBaTh makeT MAOKYMEHTOB Il Ha3HAY€HUs TIEHCUW, TOCOOHH,
KOMIIEHCAIINH, IPYTUX BBIILIAT, & TAKXKE MEp COLMATBHOW MOAIEPKKH OTACTHHBIM KaTErOPUsSM
rpaX<aaH, HY>KJAIOUIMMCS B COLUAIBHOMN 3alIHTe.

IIK 1.4. OcyuecTBisTh yCTaHOBIEHUE (Ha3HAUEHUE, NIEpEPACUET, NIEPEBOJ), NHIEKCALIUIO
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U KOPPEKTHPOBKY MEHCH, Ha3HAUeHHE MOCOOUH, KOMIEH AN U JPYTUX COLMANbHBIX BBIIUIAT,
UCTIONB3Ysl HHPOPMALMOHHO-KOMIIBIOTEPHBIE TEXHOIOTUH.

IIK 1.6. KoHCynpTHpOBaTh TPAXKIAH U MPEACTABUTENEH FOPUANYECKUX JIMIl IO BOMPOCaM
MIEHCUOHHOTO 00ECTICUeHUS ¥ COITUAITBHON 3aIlHUTHI.

3.2. B pe3yabTare u3ydeHusi JUCHHUIJIMHBI CTYAEHT J0JI2KEH

3HATh!

MOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;

IpaBUjIa COCTABJICHUS U 0(OPMIICHHS OpPraHU3allMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
(manee - OPJI);

CHCTEMY U THIIOBYIO TEXHOJIOTHIO JTOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPaBICHUs
(manee - 1OY);
0COOEHHOCTH JINIONPOU3BO/ICTBA MO OOPALICHUSAM I'paXJaH U KOH(PHICHIIMATHHOTO
JEJIONPOU3BOJCTBA

YMETb:

0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPAUTEIbHBIE JOKYMEHTHI B COOTBETCTBUU C
nercreytomum 'OCTowm;

OCYILECTBIIATh 00pAaOOTKY BXOJAIINX, BHYTPEHHUX U UCXOJAIIUX JOKYMEHTOB, KOHTPOJIb
3a UX UCIIOJHEHUEM;

0(OpPMIIATH JOKYMEHTBHI U1 IEpeaud B apXUB OpraHU3aIlH

HMMers npakTUYECKWi OMNBIT HCIOJIB30BAHMS 3HAHMM W yMEHHUH 110 IIPEAMETY
«JlokyMeHTalmoHHOe o0ecrieueHue YIpaBleHUs» B YCTAHOBIIEHHOH cepe nedareabHOCTH.

4. CTPYKTYPA U COAEP)KAHUE JUCHUITJIMHBI

4.1. O6beM TMCUMIIMHBI M BU/IbI Y4eOHOH padoThI

Bua yueOHoii padoThI Bcero yacos
OO61m1ast TpyA0€MKOCTh UCITUTLUTHHBI 82
AyIUTOpHBIE 3aHATHS 38
Jleknun 20
[Tpaktuueckue 3anstus (I113) 18
CamocrosiTenpHas padbora 44
dopMa KOHTPOJIA 3a4eT

4.2. Pa3zgeabl JMCHMILIMHLI U BUABI 3aHATHI

No Pa3gennl nucMIIMHEI Jlexknuu 113 CP

1. BBenenue B JMCHUILIMHY: JTOKYMEHT B CHCTEMeE 2 - 4
yInpaBJeHusl

2. | Yaudukanusa v cTaHAAPTU3ANNS YIIPABJIEHYECKUX 1 - 2
AOKYMEHTOB

3. | OcHoBHbIE MpaBuJia oopmiieHHe YIIPABJIEHYECKHX 1 - 4
AOKYMEHTOB

4. | Oco0eHHOCTH cOCTaBJIeHHSI U 0()OPMIICHUSA 1 2
OPraHU3aUMOHHO-PACIOPAANTEIbHBIX TIOKYMEHTOB

5. | OcobeHHOCTH cocTaBJIeHUsI U 0()OPMIICHUS CIIPABOYHO- 2 2 2
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HH(pOPMANMOHHBIX M CIPABOYHO-AHAJINTHYECKHX
AOKYMEHTOB
6. | CayxeOHasi KOppeCcHOHACHIMUS 1 - 4
7. | JOKYMEHTBI 10 JIMYHOMY COCTABY M BeJleHUe KaJApOoBOii 2 2 2
AOKYMEHTAIMHU
8. | TpeOoBaHMS K TEKCTY JTOKYMEHTA 1 2 4
9. | A3BIK M CTHJIB CJIYKe0HOI0 IOKYMEeHTAa 1 2 4
10. | Benenue ne;1IonNpoM3BOACTBA 10 MUCbMEHHBIM U 2 2 4
YCTHBIM 00pallleHUusIM rPakaaH
11. | Opranusanusi padéoTbl C JOKYMEHTAMH 1 2 4
12. | CucrtemaTu3anus JOKYMEHTOB H UX XPAHEHHE 2 - 4
13. | Opranusanusi 1eJ10NPON3BOACTBA B YUPeKACHUH 1 2 2
14. | Ucnosib30BaHMe COBPEMEHHBIX KOMIIBIOTEPHBIX 2 4 2
TeXHOJIOTHH B JJOKYMEHT0000poTe yupe:KaeHu i,
NnpeAnpUATHIl, OPraHU3ALM I
HTroro 20 18 44

4.3. Conep:xanue pa3/iei0B M CHUIIITAHbBI

Brenenue. [lpenmer u coaepkanue TUCHUIIUHBL. MeCcTO AMCHUIUIMHBI B CUCTEME MOATOTOBKU
CHEIHAIINCTOB.

Tema 1. BBeenne B ITMCHUIUIMHY: IOKYMEHT B cHCTeMe YIIPaBJIeHUs

[Ipenmer, 3amaum, cTpykrypa aucuuiiiabl. JIOY Kak JeqaTebHOCTh, OXBaThIBAIOIIAS
JOKYMEHTUPOBAaHUE W OpraHu3anuio padoTel ¢ gokyMmeHTamu. 3HaueHue JlOY. OcHoBHbIE
HCTOPUYECKHE ITAIbI Pa3BUTHSI JEIONPON3BOACTBA B Poccun.

JlokymenT u ero ¢ynkuuu. WupopmanmoHHas ¢(yHKIMS Kak (YHKIHMS 3aledyaTyIeHus |
xpaneHus: nHpopmanuu. KommyHnukatuBHass (GyHKIHS Kak (QYHKIUS Tepeaadd WHQPOPMAIIHH.
AKKyMynsuoHHas (QyHKIMA Kak (QYyHKIMS HAKOIUIGHHWS W XpaHEHHs HWH(POpMaLUu.
VYnpasieHueckass QyHKIUS JOKYMEHTA U €€ 3HaU€HUE B OpraHu3anuu ynpasieHusd. ConuanbHast
U npaBoBasi QpyHKuus nokyMeHTa. KynbTypHas QyHkuums nokymeHTa. CUcTeMaTH3UpYIOMIas U
OpraHu3yoIlas poJib JOKyMeHTa. JIOKyMEeHT KaKk HCTOPUUYECKHM HCTOYHHUK.

Crioco6b1  tokymeHTHpoBaHUsA. OCHOBHBIE TOHATHS. 3HAUCHHE JOKYMEHTOB JJSI MPUHATHS
yIpaBIE€HYECKUX peleHuil. JIOKyMeHThl MO OOMM U aJIMUHHCTPATUBHBIM BOIIPOCAM.
[Monmpasnenenne  JOKYMEHTOB 1O  (YHKIMAM  YIpaBICHHS.
OpraHu3alnMoOHHO-pacopsIUTEIbHbIC, CIPaBOYHO-UH(POPMALIMOHHBIE u CIPaBOYHO-
AQHAIUTUYECKUE IOKYMEHTBHI.

Tunonorus cayxeOHBIX AOKYMEHTOB IO HAMMEHOBAHUIO, MECTY COCTaBJE€HUs (BHEIIHHE U
BHYTPEHHHUE), COJACPKAHUIO (IPOCThIE U CIIOXKHBIE), (hopMe (MHAMBHIYyaTbHBIC, TpadapeTHbIe,
THUIIOBBIE), CPOKAM HCIOJIHEHUS (CPOUHBIE U HECPOUHBIE), IPOUCXOKACHUIO, BUYy 0(OpMIIEHUS,
cpenctBaM  (ukcammu. [IOHSATUS «OpPUTHHAN», «IOUIMHHUK», «KOMHS», «IyOIUKaT»,
«BBIITUCKa».

HopmaruBHo-MeToquueckass ~ 0a3a  JOKYMEHTallMOHHOro  obecrieueHus ynpasieHus. O3
«O6 wunbopmaruu, wuHGOpMATHU3AIMKU H 3amuTe HHGOpMauu», ['paxkgaHCKUA KOJEKC,
IIOCTaHOBJICHUS IIPABUTENBLCTBA, YKa3bl IIpesunenta PO.

Tema 2. YHudukanusi 1 cTaHIAPTH3ANUSA YIIPABJICHYECKHUX JOKYMEHTOB

YHUHUKAIMA U CTaHIAPTU3ALUSA KaK CPEICTBO PETyIUpOBaHMs WH(POPMALMOHHBIX IMOTOKOB M
CPEACTBO  IOPUIMYECKOrO  3aKpeIIeHHs  yNpaBleH4YecKoM HHdopManuu. YHUPHKaALUS




JTOKyMEHTOB TI0 (opme u cocraBy. YHU(UKanus OymaxkHbix ¢opmatoB (A3, A4, AS, A6),
rpaduyeckas yHU(UKALUSI TEKCTOB.

CocraBnenue u BeaeHue Tabemss (opm 10kyMeHTOB M AnbOoma (GopM JTOKYMEHTOB.
Yuauduuuposanusie cucremMsl jokymenTanuu (YCJI), orpacneBbie M pyHKIMOHATBHEIE.
O6mepoccuiickue Kiaccu(PUKaTopbl TEXHUKO-IKOHOMHUYECKON W COIUAIBHOW HH(POpPMAIIHH.
OKTIO, OKVY [, OKOHX. I'ocynapcTBeHHBIE CTaHAApThl Ha YNPABICHUYECKYIO TOKYMEHTALUIO.
['ocynapcTBeHHast cucTeMa JOKyMeHTaIrmoHHoro ooecniedeHus ynpasienus (I'CIOY).

Tema 3. OcHoBHbIE MPpaBUJIa opopMIIeHHe YITPABJIEHYECKUX TOKYMEHTOB

dopmynsp gokymeHTa. TumoBod dopmymsip gokymeHTta. Dopmynsip-oOpaszen. PexBusut
nokymenTta. TpeboBanus Kk oopmiieHUI0 peKBU3UTOB JokyMeHTOB YC OPJl B coOTBETCTBHHU C
['OCT P® 6.30-2003.

[TonsiTHe «00s3aTENBHBIN PEKBU3UT TOKyMEHTa». bliaHk qokyMeHTa. bianku o0riue, A1t muceM,
rep6oBble. 3aroioBouHas U ohopMIIsIonIas YacTH JOKYMEHTa (JOTEKCTOBBIE M MOCIETEKCTOBBIE
pexBusuthl). I'pudrr. CornmacoBanue (BHEIIHEE M BHYTPEHHEE) M YTBEPXKACHHE JOKYMEHTA.
[Topsimox agpecoBaHMs TOKYMEHTOB. 3arojoBOK K TEKCTY KaK BaKHEHIIUN MOMCKOBBIN MPU3HAK
nokyMmeHTta. [lonsTue aBTOpCTBAa. YIOCTOBEPEHHE JOKYMEHTa (PEKBHU3UTBI «IIOAIUCHY,
«1meyaTtb»). OTMETKHM Ha JOKYMEHTe Kak (puKcalus MPOXOXACHUS TOKYMEHTOM pa3iHYHbIX
3TaroB paboTHl C HUM. 3aBepeHHE KOIHH.

Tema 4. OcoGeHHOCTH cOCTaBJIeHHUA U 0(pOPMIICHHS OPraHU3AIMOHHO-PACTOPSAANTEIbHBIX
AOKYMEHTOB

OpranuzanroHHO-PACTIOPAIUTENbHAS JIOKYMEHTaIHU. JIOKYMEHTBI
OpraHM3alMOHHbIE (YCTaB, IOJIOXKEHHME), JOKYMEHTBHI pPAclOpsSAUTEIbHBIE (IIOCTAHOBJICHHE,
pacrnopsbkeHue, MpuKa3, yKazaHue, peuieHue). PacnopsiiurenbHble TOKYMEHTHI, W3/1aBaeMble B
YCIIOBUSX €IMHOHAvanus (MpUKa3, yKa3aHUe, paclopsKEHUE) M KOJJIETHAIbHOCTU (pElLlEeHUE,
noctaHoByieHue). [IpaBuna opopmieHus

Tema 5. OcoOeHHOCTH cocTaBjieHUSI W O(QOpPMIIEHUS] CNPABOYHO-UH(POPMAUMOHHBIX H
CIPABOYHO-AHAJTUTHYECKUX JOKYMEHTOB

CripaBo4HO-UH(OPMAIIMOHHBIE M CHPAaBOYHO-aHAINTHYECKHUE JOKyMeHTHl. CrpaBka Kak
OCHOBHOM JOKyMEHT JaHHOro Tuma. CrpaBKH BHEIIHHE W BHYTPEHHUE, NMPOCTHIC U CIIOXKHBIC.
OcobenHoctd OOPMIICHHSI aKTOB pAa3HBIX THIIOB (MOJANKMCAHUE, YTBEPXKICHHE CTPYKTYpa
TEKCTOBOM 4YacTH). JIOKYMEHTHpOBaHHE KOJUICTHAIBHOW  JCATEIHHOCTH, OCOOCHHOCTH
odopmiieHUs MPOTOKOoIA. JJoKIaHbIe U 00BSICHUTEIBHBIE 3aTTUCKU. 3asBICHUE.

Tema 6. CiryxeOHasi KOppeclOHACHIHS

CnyxeOHast  KOppecnoOHAEHIMs  (MHUChbMa, TEJIerpaMMBbl, TEJIEKChl,  TeleOHOTPaMMBI,
(akcorpammsl, JNIEKTPOHHBIE COOOLIEHNS). PaznoBugHoCcTH JIEJIOBBIX 1ceM
(COpOBOAMTENBHOE,  3aIpOC,  NPEIUIOKEHHE,  MPUITIAIICHUE, HAllOMUHAaHUE,  OTKaj3,
IOATBEPKJICHUE, PEKIaManns U 1p.). baanku 1is nuceM. PEKBU3HUTBI «IPUIOKEHUE K TEKCTY»,
«CIIpaBOYHBIE JIaHHBIE O MPEIIPUITUN», «CChUIKA Ha AaTy U HOMEp AOKyMeHTa». Jlormueckas
cxema pacnosiokeHus uHpopmanuu B nucbmax. CraHgapTHble U TpadapeTHble BBIPAXKEHUS B
TEKCTax nuceM. PedeBol ITHKET B [EI0BOM KOPPECHOHICHUMH. MeEXIyHapOaHbIE IMHCbMA.
Hekoropele ~ omimumsa  3apyOeXHOro  JAEJIONPOM3BOJACTBA  OT  JIEJIONPOU3BOJCTBA,
IIPEAYCMOTPEHHOIO POCCUNCKUMU CTaHAAPTAMH.

Tema 7. JIoKyMeHTBI 110 IMYHOMY COCTABY M BeJleHHE KA/IPOBOii JOKYMEHTAMHT
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JIOKYMEHTHI 110 JTUYHOMY cocTaBy (mepcoHainy). TpyaoBoli KOHTpakT (morosop). IIpukassl mo
JUYHOMY COCTaBy M KaJpoBble NpUKa3bl, UX OTIMYUSA. OCOOEHHOCTH BEAEHUS TPYIOBBIX
KHIKeK. Jlnunele kaptouku ¢opmbl T-2. Jluuynble nena. Benenue xaapoBoil HOKyMEHTAIUH.
CocraBneHue JOKYMEHTOB JIMYHOIO XapakTepa (aBToOMorpadus, 3asBiIEHUE, OBEPEHHOCTb,
pacnucka). PestoMe kak HOBBIM BUJI JOKYMEHTA.

Tema 8. TpeGoBaHuUs K TEKCTY JOKYMEHTA

Jlormdeckast CTPYKTypa TeKcTa JOKyMeHTa. PyOpukanus Tekcta. TunuuHble ommOKH B
OpraHM3ali TEKCTa CIyXeOHbIX JOKyMeHTOB. Kilaccupukanus TEKCTOB MO pazIuYHBIM
npuniunaM. @opmann3oBaHHBIE TEKCThl (Tpadaper, Tabnuua, ankera). TpeGoBaHHS K
MaIIMHOMUCHOMY O()OPMIIEHUIO JOKYMEHTA (IIpU(T, UHTEPBAJIbI, OJIs).

Tema 9. SI3bIK U CTHIIB CJYKEOHOTO TOKYMEHTA

S3BIK W CTWIB CIIyXKEOHBIX MOKYMEHTOB. OQuIinaibHO-IeI0BOM (YHKIIMOHAIBHBINA CTUIIb.
OKCTPaTMHTBUCTUYECKUE  TMPU3HAKH  CTWIS:  TOYHOCTh, CTaHAAPTHOCTb, JIOTHYHOCTb,
0€3IMYHOCTb, HEUTpaIbHBII TOH U3J0XKeHUs U np. MHPOpMATUBHOCTH U JIAKOHUYHOCTH Kak
KOHKYPHUPYIOIIHNE XapaKTePUCTHKU TEKCTOBOTO JOKYMEHTA.

JIunrBucTHYecKkue OCOOEHHOCTH CTHIIS - JIEKCHYeCKHe (OKpallleHHash M HeWTpajbHas JIEKCHKa,
MEPEOCMBICTICHHE OOIIEYMOTPEOUTEIPHON JIEKCUKH, KHIDKHAS JIGKCHKA, IOpUANYEcKas |
(¢brHAaHCOBAsE TEPMUHOJIOTHS, CJIOBA C O(DHUIIMATBHONW OKPACKOH, OOIIEYOTpeOnTeNIbHAS JIEKCHKA
B CIICNIMATLHOM 3HAYCHHWH) M T'paMMaTH4eckue (HOMUHATUBHOCTH, JECEMaHTH3alUs TJarona,
pacliernyieHle TaroJibHOM  CEMaHTHUKH,  HCIIOJIIb30BaHME  MH(PUHUTHBA,  HACTOSIIETO
BPEMEHH  JOJDKCHCTBOBAHHUS,  CTPAJaTeNbHOTO  3aJI0Ta,  NPUYACTHS,  JCeTpUYaCTHS,
YUCIIUTENbHBIX, MPOU3BOJHBIX IMPEIJIOTOB, MECTOMMEHHM, IENOouYeK POIAUTENbHBIX Majaexeil,
OJIHOPOJHBIX YJICHOB MPEJIOKECHHUS, BBOJHBIX U BCTABHBIX KOHCTPYKIUH U 1p.) Micnonk3oBanue
B TEKCTE JOKYMEHTa KJIHIIEe U KIWIIMPOBAaHHBIX KOHCTpYKIuil. TaBTonorus kak cjencTBHe
CTpeMJICHHS JIOKyMEHTa K MaKCHMAalbHOW TOYHOCTH. AOOpeBHATYphI JEKCHUYECKHE U
rpadguveckue.

TunuaHele OMMOKKM B TEKCTE€ NOKyMEHTa M €ro penakTupoBaHue. KoppeKTypHbIE 3HAKU W
IpaBuJia UX MPUMEHEHHUSL.

OTtpaxeHue TpeOOBaHUN ITHKETA JIETIOBOTO OOIICHHS B IOKyMEHTAX.

Tema 10. Benenue 1e10npou3BoACTBA O MMCbMEHHBIM H YCTHBIM 00palieHUAM IPaxIaH

Oco0eHHOCTH JaHHOM IpyMNIbl TOKyMEHTauuu 1 paboTsl ¢ Hell. Kitaccudukanus (mpeanosxxeHus,
3asBJICHUS, KAJIOObI), CPOKH PACCMOTPEHUS, PETUCTPALUs U KOHTPOJIb UCIIOJIHEHUs 00palieHui
rpaXKaaH.

Tema 11. Opranunszanus padoTsl ¢ JOKyMeHTaMHU

JIOKyMEHTOO0OpOT W JIOKYMEHTONMOTOKH (BXOMSIIUN, HCXONAIIUH, BHyTpeHHUH). [loHsTHe
«00BeM JTOKyMeHTOOoOOpoTa». CTpyKTypa AOKYMEHTOOOOpoTa mpeanpusatus. TpebGoBaHus,
peIbsIBIsSEMbIE K JTOKYMEHTOOOOPOTY yupekaeHus. HopMaTUBHO-METOINYECKHE JOKYMEHTHI,
perJIaMeHTHPYIOIKE JTOKyMeHTooOOpoT mpeanpustus. I[lpuwem, mnepBuyHas o00paboTKa,
IIPEIBAPUTEIBHOE PACCMOTPEHHE U PACTIPEAEICHUE BXOASIINX JOKYMEHTOB.

Perucrpanusi 1 KOHTPOJIb UCTIOTHEHHS JOKYMEHTOB. KOHTPOJIb CPOKOBBIM, TPEAYNPEAUTENBHBIN
(Texymuit), mocienyromuil (MToroBelif). PerucrpannonHbie ydeTHble (QOpMbI (KypHaJIbHAs,
KapTO4yHasi, = aBTOMATH3UpOBaHHasA). PerucrtpammonHo-koHTpodbHas  kaprouka  (PKK).
CrpaBo4HO-UH(POPMAIIMOHHBIE CUCTEMBI (CIIPAaBOYHAsI, KOHTPOJIbHASI, KOHTPOJIBLHO-CIIPAaBOYHAS
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KapToTeku). MlHnekcupoBaHue TOKYMEHTOB. YUeT TIOKyMEHTOB, UX MOMCK, CIIpaBoyHas padorta.
PaccmoTpenne pykoBOACTBOM M HampaBi€HUE TOKYMEHTOB B CTPYKTYpPHBIE MOIPA3ICICHUS
(HEeTIOCPEICTBEHHBIM HCIIONHUTENSAM). VICIONHEeHHe JTOKyMEHTOB, 00paboTKa U JIBH)KEHUE
OTHPABIISIEMBIX U BHYTPEHHUX JOKYMEHTOB. AHAIN3 UCIOJIHUTEIbCKON TUCIUTINHBI.

Tema 12. CucremaTu3anusi J0KyMEHTOB H UX XpaHeHHe

CucremaTtuzauusi JOKyMEHTOB. [ pynnupoBKka TOKYMEHTOB B MEPBUYHbIC KOMILUIEKCHI. [loHsATHE
«neno». [IpuHnunel popMupoBaHuUs J1e7 - HOMUHAIBHBIN, TPEIMETHO-BOIIPOCHBIN, aBTOPCKUH,
XPOHOJIOTUYECKUH, JKCIepTHBIH. TpeboBaHUS K O(QOPMIEHUIO OOJOKEK el TMOCTOSHHBIX
CPOKOB XpaHEHHS.

Homenknarypa nen npemnpusitusi. KoHkpeTHasi, mpuMepHas W THUIOBash HOMEHKJATypa Jedl.
[Tepenaua mokymMeHTOB B apxuB. [IoHSTHE «IKCHEepTH3a LEHHOCTH JOKYMEHTa». DKCIIepTHas
Komuccus npeanpustus. OdopMiIeHHE e U COCTaBICHUE OMUCH.

Tema 13. Opranusanus 1eJIONPOU3BOACTBA B yUPEKICHHUH

CTpyKTypHBIE TOJpa3ACICHUs, OCYIIECTBISIONNE JIOKYMeHTooOopoT (cmyx0er JIOY) B
YUpPEXKJIEHUU: KaHLEspus, cekperapuar, oOuuii otaen, skcrnenuuus. OyHKIUU U 3a4a4y.
JIoKyMeHTBI, periaMeHTupyomue padory ciayx6sr JIOY B yupexxaenun. HWHCTpyKums 1o
JIEONPON3BOJICTBY. JIOHKHOCTHBIE MHCTPYKIHMH COTPYIHUKOB CiykObl JIOY. Opranuzamnms
CEKpETAPCKOM JESATEIBHOCTH. 3amura KOH(UICHIINATLHBIX JIOKYMEHTOB oT
HECAaHKI[MOHUPOBAHHOTO JTOCTYTIA.

Tema 14. Hcnojb30BaHHe  COBPEMEHHBIX  KOMNBIOTEPHBIX  TEXHOJOTHH B
AOKYMEHT0000poTe yupeKAeHUil, NpeANpHATHIl, OpraHu3aluil

KommnbroTepHble TEXHOJIOTHH JIEIOMPOU3BOJICTBA B aHTUKPU3UCHOM YIIPaBJICHUH, 1I€JIU, 33]1a4H,
HanpasyieHusi. OCHOBHbIE MOHATHS WH()OPMALIMOHHBIX TexHOJoruil. CHCTeMHbIE U TIPUKIIaTHbIE
nporpaMMHBIE  CpPEACTBAa  aBTOMAaTH3MPOBAaHHOTO  pabodero  Mecrta.  ABTOMaTH3aIuUs
JOKYMEHT0000poTa (00pabOTKH JOKYMEHTOB, KOHTPOJISI HaJl MCIOJHUTEIBCKONW THUCHUIUIMHOM,
XpaHEHUs, TIONCKAa M OpPraHM3allK JOCTyNa K WHPOpPMAIMH) B aHTHUKPU3UCHOM YIpPaBICHUU.
KopnoparuBHast KOMIIbIOTEpHAs CETh YUPEXKICHUS, NPEAIPUITHS, OPTraHU3ALUH.

5. TemaTu4eckoe IVIaHUPOBaHUE

Ne Pasnennt Jlexnun Bonpocsl K IpaKTHYECKUM
3aHATHAM
1 BBenenue B J0Y Kak NEITEIbHOCTD,
AUCHHUILIHHY: OXBaThIBAIOIIAS
JOKYMEHT B CHCTeMe JOKYMEHTUPOBAHUE
yIpaBJIeHUSA OpraHH3aLMIO paloThI C
JOKYMEHTaMHU.

JlokyMeHT U ero GpyHKIHH.
Wudopmannonnas (QyHKIOUS Kak
byHKIHS 3ameyaTeHus "
XpaHEeHUSs uH(pOpMAIIUH.
KomMyHnkaTuBHas GYHKIUS Kak
¢byHKUMA nepeaayn nHHOPMAIHH.
AKKyMyISUOHHAs (YHKIUS Kak
(GYHKIMS HAKOIUJICHHUSI M XPaHEHUs
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uH(pOpMaIHY. VYupasneHdyeckas
(bYHKIMS TOKyMEHTa U ee 3HaYCHNE
B OpraHu3alluil  YIpaBJICHUS.
CoumanpHas ¥ mpaBoBast (QyHKIUS

JIOKYMEHTA.
KynbrypHast (yHKIUS JOKyMEHTa.
Cucrematusupyomas 51

OpraHU3YIOIIas POJIb IOKYMEHTA.
CriocoObl TOKYMEHTHPOBAHUS.
OCHOBHBIE TOHATHS.

3HaueHuE AOKYMCHTOB JJIsA
IIPUHSATHS YIPaBICHYECKUX
peLIcHuN.

JIOKyMEHTBI 10 o0mImm u
aJIMUHHUCTPATHBHBIM BOTIPOCAM.

Yuuduxanus u

YHudukanus W CcTaHIapTU3AMMSL

CTAaHJAPTH3ALMS KaKk  CpEICTBO  PEryJIUpOBAHMS
yIpaBJeHYeCKHX MH()OPMALIMOHHBIX  TIOTOKOB U
JOKYMEHTOB CPEICTBO IOpUANYECKOTO
3aKpEIUICHUS YIPABJIEHYECKOU
uH(pOpMaINY.
VYHudukauus  JOKYMEHTOB IO
dbopMe u cocTany.
Yaudukanus OYMa’KHBIX
dopmatoB (A3, A4, A5, A6),
rpadudeckas yHUPUKAIAS
TEKCTOB.
OcHOBHBIE TpaBHJIa DopmyJisip TOKYMEHTA.
oopmiieHHE TpeboBanuss kK  OQOPMIICHHUIO
ylnpaBJieHYeCKUX pekBU3nUTOB NOKymMeHTOB YC OPJ]
JOKYMEHTOB B coorBercTBUH ¢ I'OCT PD 6.30-
2003.
[TonaTHe «00s3aTENBHBINA PEKBUZUT
JOKYMEHTa».
CornacoBanue (BHETIIHEE u
BHYTPEHHEE) U  YTBEpXKICHHUE
JIOKYMEHTA.
OcobennocTn JIOKyMEHTBI OpraHu3alMOHHbIE
COCTABJICHUSA U (ycTaB, NOJOXEHHUE), IOKYMEHTBI
opopMmJIeHUA pacnopsiAuTeNbHbIE
OpPraHM3anuoOHHO- (mocTaHOBNIEHUE,  PpACIOpPSLKEHHUE,
pacnopsanTeIbHBIX MIPUKAa3, YKa3aHUE, PEIICHUE).
JOKYMEHTOB PacniopsiqutenbHble  TOKYMEHTHI,
W3/1aBacMble B YCIIOBHSIX
eauHOHavanus (IpHKa3, yKa3aHue,
pacnopsKeHue) u
KOJUIETUAIBbHOCTHU (peuenue,
IIOCTAHOBIICHHE).
[TpaBuia opopmieHHs
OcobennocTn CnpaBoyHO-UH(POPMAIIMOHHBIE | 1. CnpaBouHo-
COCTABJICHUS U CIPaBOYHO-aHAIUTHYECKUE nH(OpMAIIMOHHBIE u
opopMmJIeHUH JOKYMEHTBHI. CIPaBOYHO-aHAIUTHYECKUE




CIIPaBOYHO- CrpaBka Kak OCHOBHOM JTOKyMEHT JOKYMEHTHI.
HH(OPMANMOHHBIX H JAHHOTO THUTA. 2. ChnpaBka Kak OCHOBHOM
CIPABOYHO- CrpaBKkM BHEIIHME U BHYTPEHHHUE, JOKYMEHT JAHHOI'O THIIA.
AHAJTUTHYECKHX MIPOCTHIE U CIIOXKHBIE. 3. CnopaBku BHEIIIHNE u
AOKYMEHTOB Ocobennoctd 0pOpPMIICHHS aKTOB BHYTPEHHHUE, NIPOCTBIE U
pa3HbBIX  TUNOB  (TOAIMCAHUE, CJIOKHBIE.
YTBEPKICHUE CTPYKTypa 4. OcobeHHOCTH O(QOPMIICHHS
TEKCTOBOW YacCTH). aKTOB pa3HbIX THUIIOB
JIOKyMEHTUPOBaHNE (moamnucanue, yTBEPKACHUE
KOJIJIETHATIbHOU NEATEIIbHOCTH, CTPYKTypa TEKCTOBOM
0COOEHHOCTH oopmienus YacTH).
MIPOTOKOJIA. 5. JloKyMeHTupOBaHUE
JloknagHple HW  OOBSCHUTEIbHBIC KOJUIETHATIbHOM
3alUCKHU. 3asiBJICHUE. NEeSATEIbHOCTH,
0c00eHHOCTH O(hOpMIICHUS
IIPOTOKOJIA.
6. JloxknagHbie u
OOBSICHUTEIIbHBIE  3alUCKH.
3asiBICHUE.
Cay:xeOHast CryxeOHast KOPPECIIOHICHIIUS
KOPPeCIOHIeHIUs (mucpMa, TenerpaMMbl, TEJEKCHI,
TenedoHOTpaMMBbI,  (paKCcOTpaMMBI,
ANEKTPOHHBIC COO0O0IIIeHUS).
Pa3sHOBUOHOCTH J€NOBBIX MHCEM
(COMpOBOAUTEINBHOE, 3amnpoc,
MIpEAJIOKEHHE, MIpUTJIalICHUE,
HallOMUHAaHUE, OTKa3,
MOATBEPXKJCHNUE, peKIaMalus |
mnp.).
bnanku 11t nuceM.
PexBu3uTHI IIPUIIOKEHUE K
TEKCTY», «CIIPaBOYHBIE IAHHBIE O
MPENNPUATHI», «CChIIKA Ha JaTy U
HOMEp JIOKyMeHTa». Jlormueckas
cXeMa pacroyiokeHus] HHpopMaluu
B MMHChMaXx.
JJOKyMeHTBI 110 JIOKyMEHTBI 110 JTUYHOMY COCTaBY 1. JIOKyMEHThl 1O JIMYHOMY
JIMYHOMY COCTABY U (mepconaiy). COCTaBy (mepcoHainy).
Be/leHHe KaIPOBOoii TpynoBoil KOHTpakT (IOrOBOP). 2. Tpynosoit KOHTPAKT
JOKYMEHTALMHU [Ipyuka3pl O JTUYHOMY COCTaBy U (morosop). Ilpukaszel 1O
KaJIpOBBIE MPUKA3bl, UX OTIUYHUS. JTUYHOMY COCTaBY u
OcoOeHHOCTH BEACHUS TPYAOBBIX KaJpoOBble  MpHUKA3bl, HUX
KHIDKEK. JIMaHbIe KapTO4YKu (hOpMBI OTJINYUSL.
T-2. JImugele 1nena. Benenue 3. OcobOenHoctH BEICHUSI
KaJpoBOi1 JOKYMEHTAIUH. TPYNOBBIX KHWKEK. JInuHbIe
CocraBieHre 10KyMEHTOB JIMYHOTO kapTouku popmer T-2.
Xapakrepa (aBTOOMOTrpadus, 4. JlnuHble nena.
3as]BJICHUE, JIOBEPEHHOCTb, 5. Benenwue KaJpOoBOM
pacnucka). JOKYMEHTAIUU.
Pesrome KakK HOBBII BUI 6. CocraBieHHEe JOKYMEHTOB
JIOKYMEHTA. JUYHOTO Xapakrepa
(aBToOUMOTrpadus,
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3ad4ABJICHUC, JOBCPCHHOCTD,

pacnucka).
Pe3stomMe kak HOBBIA BHI
JIOKYMEHTA.
8 | TpeGoBaHus K TEKCTY Jlornueckass  CTpyKTypa  TEKCTa Jlornueckas CTpPYKTypa
AOKYMEHTA JIoKyMeHTa. PyOpukarius Tekcra. TeKcTa JIOKYMEHTA.
Tunwanbie OMMOKU B OpraHU3AINH PyOpukanus Tekcra.
TEKCTa CIIyKeOHBIX JJOKYMEHTOB. Tunuunple  ommbOku B
Knaccudukanus  TEeKCTOB 1O OpraHMu3aLu TEKCTa
pa3IMYHbIM MPUHLINATIAM. CITy’K€OHBIX JOKYMEHTOB.
dopmalin30BaHHbBIE TEKCThI Knaccudukanust TeKCTOB O
(Tpadaper, Tabiniia, aHKETa). pa3IMYHBIM  TIPUHITUTIAM.
TpeGoBanust K MAaIIMHOMHUCHOMY @opManu30BaHHbIE TEKCTHI
opopmiieHHIO JOKyMeHTa (mpudr, (Tpadaper, TabIuIa,
MHTEPBAJIbI, M10JIA). aHKeTa).
TpebGoBanmst K
MaIIHHOMTUCHOMY
oOpMIICHHIO  JOKYMEHTa
(pudT, MHTEPBAJIBI, MOJIS).

9 | SI3BIK M CTHJIB SA3BIK W CTWIb  CIIYXEOHBIX SI3BIK M CTHIJIb CITYKEOHBIX

CJIy:Ke0HOr0 JOKYMEHTA | JTOKYMEHTOB. OdunmansHo- nokyMeHTOB. OdunumansHo-
NenoBOM (DYHKITMOHAIBHBIN CTHITh. NenoBor  (yHKIIMOHATBHBII
DKCTPATMHTBUCTUYECKHE MPU3HAKH CTHIIb.

CTHJIL: TOYHOCTb, CTaHIAPTHOCTH, OKCTpaIMHTBUCTU-YECKHE
JIOTUYHOCTH, 0€3JIMYHOCTD, MPU3HAKHA CTUJISI: TOYHOCTD,
HEUTpAIbHBI TOH HW3JI0KEHUS U CTaHJIapTHOCTb,
p. JIOTHYHOCTh, OE3IMYHOCTbD,
NudopmaTtuBHOCTD u HEUTpaAIbHBIN TOH
JTAKOHUYHOCTb KaK W3II0KEHUS U TIP.
KOHKYPHUPYIOIINE XapaKTePUCTHKU NudopmMaTuBHOCTD U
TEKCTOBOT'O IOKyMEHTA. JTAaKOHUYHOCTb KaK
Jlunrsuctuueckue  0COOEHHOCTHU KOHKYPHPYIOIIHE
CTHIIA. XapaKTePUCTHKU
TEKCTOBOTO JIOKyMEHTA.
JIuHrBucTHUECKue
0COOCHHOCTH CTHUJISI.

10 | Benenmue OcobeHHOCTH ~ JTaHHOW  T'PYMIIBI Ocobennoctu JTAaHHOM
JAeJONPOU3BOACTBA MO | JOKYMEHTAllUU U paboThI C HEll. Tpynnbl  JTOKyMEHTAllUd W
NMCbMEHHBIM H Knaccudukanus  (mpeanoxeHus, paloThI ¢ HEM.

YCTHBIM 00paleHusiM 3asiBJICHUS, ’KaJIoOBkl), CpPOKHU Knaccudukamms

rpaxIaH pacCMOTpEHHsI, perucTpamuss u (IpenioKeHUs, 3asBICHUS,
KOHTPOJIb UCTIOJTHEHUSI OOpaIieHuit KaAIOOBI), CPOKH
IpaXxaaH. paccMOTpeHus,

peructpauusi U KOHTPOJb
UCTIOJHEHUsT  oOpaiieHui
IpaXaaH.

11 | Opranusanusi padotsl ¢ | JJokymMeHTO00OpOT u JIoKyMeHTO000pOT u

AOKYMEHTaMHU JOKYMEHTOIIOTOKHU (BXOASAIINH, JOKYMEHTOIIOTOKHU
HUCXOISIIUIM, BHYTPEHHUM). (BXOAIIMIA, UCXOSIINH,
[TonsiTue «00BeEM BHYTPEHHUN).
JIOKyMeHToOOopoTa».  CTpykTypa Crpyktypa
JOKYMEHTO000pOTa MPEAIPHUSITHSI. JIOKYMEHTO0000pOTa
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TpeGoBanust, npeabABIsSEMBIE K
JOKYMEHTOOOOpOTY  YUPEXKJICHUSI.
HopmaruBHO-MeTOqnueckue

JNOKYMEHTBI, perIaMEeHTUPYIOLIHE
JOKYMEHTOOOOPOT MPEANPUATHSI.

Peructpanus u KOHTPOJIb
HCIIOJIHEHUS JOKYMEHTOB.
KonTposb CPOKOBBIH,
NPEeNyNPEIUTENbHBIN  (TEKYIINH),
MOCTE YOI (MTOTOBEIN).
Perucrpanuonssie y4ETHBIE
dbopMbl (KypHajbHasi, KapTO4Has,
aBTOMATHU3MPOBAHHA).
PerucrpanmoHHO-KOHTpOJIbHAS
kaprouka (PKK).

CrnpaBouHO-UH(pOPMALIMOHHBIE
CUCTEMBI (cipaBouHas,
KOHTpOJIbHAs, KOHTPOJIBHO-
CIIpaBOYHAs KAPTOTEKM).

NPEIIPUSATHSL.

TpebGoBanus,
IIPEbABISIEMbBIE K
JIOKyMEHTOO0OPOTY
YUPEXKICHUS.

HopmatusHo-
METOJINYECKUE OKYMEHTHI,
perJaMeHTHpYIOIIHe
JTOKYMEHTO000POT
MIPEANPUSATHS.
Perucrpanus M KOHTpOJIb
WCIIOJIHEHUS TOKYMEHTOB.
Kontpons CPOKOBBIH,
npeaynpeauTeabHbINA
(Texymuii), MNoCIeayrOHi
(MUTOTOBEBIN).
Peructpannonssle yueTHble
bopmbl (KypHasbHas,
KapTouHas,
aBTOMATHU3UPOBAaHHA).
Perucrpanmonno-
KOHTpPOJIbHAs
(PKK).
CnpaBouHo-
MH(OPMAaLIMOHHBIE CUCTEMBI
(cnpaBouHasi, KOHTPOJIbHAS,
KOHTPOJIbHO-CIPAaBOYHAS
KApTOTEKH).

KapTouKa

12

CucreMaruszanus
JOKYMEHTOB M MX
XpaHeHHe

CucremaTtu3zanus 10KyMEHTOB.
['pynnupoBka  AOKYMEHTOB B
NepBUYHbIE KOMIUIEKCHI. [loHsTHe
«ACI0».

[TpuHIMIBEI hOpMUPOBAHUS AL
Homenknarypa aen mnpeanpustus.
Konkpethnas, MpUMepHas u
TUTIOBAsi HOMEHKJIATypa Jedl.
[lepenaya TOKyMEHTOB B apXUB.
IlonsiTHe «3KCHEpPTU3a LEHHOCTH
JIOKYMEHTa». DKcrepTHast
KOMUCCUS MPEANPUSTHSL.
OdopmiieHre e M COCTaBIICHHE
OIHCH.
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Opranmn3anus
J1eJIONPOU3BO/ICTBA B
YUYpe:xKIeHUn

CrpyKTypHBIE
OCYIIECTBIISIONINE
noKyMeHToo0opoT (ciyx0b61 JJOY)
B YYPSKICHHH:  KaHICISAPHS,
CeKpeTapuar, oomui OTJIEL,
skcnenuiys. OyHKIUY U 3aa49u.
JIOKyMEHTBI, pErJaMEeHTHPYOIINE

noApasaesieHus,

CrtpykTypHBIE
Mo/Ipa3esieHus,
OCYIIECTBISIONINE
JIOKyMEHTOO0O0POT (CITy>KObI
JOY) B ydpexacHHUHU:
KaHLETSpUsl, CeKpeTapuar,
00U OTHEN, DKCIIE UL,

padory CITYXKOBI )1 (0)% B OYHKIINU U 33]1a4H.
YUPEXKICHUH. JIoKyMeHTHlI,
WHCcTpyKIMs o periIaMeHTHPYIOIINE
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JEJIONPOU3BOACTBY. JIOIKHOCTHBIE
MHCTPYKIMU COTPYAHUKOB CITy>KOBI

pabory cmyx6s JIOY B
YUPEIKACHUH.

JOY. WHcerpykuus 1o

Opranuzanus CEKpeTapCcKou JEJIOTTPOU3BOJICTRBY.

NESITEIHOCTH. 3amura JIOMIKHOCTHBIE MHCTPYKIIMHU

KOH(MUIEHIHATBHBIX  JOKYMEHTOB COTPYJIHUKOB CITyKOBbI

oT HECaHKLMOHUPOBAHHOIO JOY.

JOCTyTA. Opranuzanus CeKpeTapcKoi
NESITEIbHOCTH.
3amura
KOH(UICHITHATEHBIX
JIOKYMEHTOB oT
HECaHKLOHUPOBAHHOTO
JOCTYyTA.

14 Hcnouab3oBanue KomnberotepHsie TEXHOJIOTMHU KomnbrotepHsie
COBpeMEeHHBIX JIeNIONPOU3BOICTBA B TEXHOJIOTUHU
KOMIIBIOTEPHBIX AHTUKPU3UCHOM yIpaBJiIeHUH, JEJIONPOU3BOICTBA B
TeXHOJIOTUH B Luend,  3aJadd,  HampaBlICHUS. AHTUKPU3UCHOM
AOKyMEHTo00opoTe OcHoBHbIE MOHSATHUSA yIpaBJieHUM, LEeNH, 3aJauu,
YUpexKIeHuid, MH(POPMAITMOHHBIX TEXHOJIOTHM. HanpasieHusd.  OCHOBHbIE
npeanpusTHi, Cucremnbie u MPUKJIAHBIC MOHATHSI UH(POPMAITMOHHBIX
OpraHu3amui MPOrpaMMHBIE CpeacTBa TEXHOJIOTHH.

aBTOMAaTH3MPOBAHHOTO  paboyero CucrtemMHble U TPUKIATHBIC
MecTa. MPOrpaMMHBIE CpencTBa
ABTOMaTH3aLUs aBTOMATU3UPOBAHHOTO
JIOKyMEHTO000pOTa (o6paboTkm pabouero Mecra.
JIOKYMEHTOB, KOHTpPOJIA HaJ ABTOMaTH3aLUA
UCHOJIHUTEILCKOH  OUCIUAININHOMU, JIOKyMEHTO000pOTa
XpaHeHus, MOMCKa U OpraHu3aluu (06paboOTKM  JTOKYMEHTOB,
nocTyna K MHpOpMAaluMH) B KOHTPOJIS Hajl
AHTUKPU3UCHOM yIpaBJICHUHU. MCIIOJIHUTENIbCKON
KopnoparuBHast ~ KoMIblOTEepHast OUCHUIUIMHOW, — XpaHEeHHUs,
CeTh YUPEXKACHUS, MPEANPUSITHS, MOUCKA W  OpraHu3alu
OpraHu3allHH. noctyna K uHpopmanuu) B
AHTUKPU3UCHOM
yIpaBJICHUU.
KopnoparuBHnas
KOMITbIOTEpHAs CETh

YUpEeXKJIEHUs, MPEATNPUITHS,
OpraHH3alMH.

- KOHTPOJIBHBIC OIIPOCHI;

- KOHCYJIbTAIIUH;

6. OBPA3OBATEJIBHBIE TEXHOJIOT'NU
6.1. B ocBoeHNY y4eOHOM NUCIMIUIMHBI UCIIOJIB3YIOTCS CICAYIOMNE TPAAUIMOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJOTUM:

- IPOBEJICHUE MPAKTUUECKUX 3aHATUH;
- caMOoCToATeIbHAas paboTa CTYJEHTOB ¢ YUeOHOM IUTepaTypoil U MepBOMCTOYHUKAMU;

- 3a4C€T.
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6.2. Ucnoab3oBanue HHGOPMANMOHHBIX TEXHOJIOT Uit

* HHTEepHET-TEXHOIOTUY;

*  KOMIBIOTEPHbIE 00YYaIONINe U KOHTPOIUPYIOIIHNE TPOrPaMMBl;

* wuH(OpMAIMOHHBIE  TEXHOJOTHH,  MO3BOJSIOMIME  YBENIHYUTh  A(DPEKTUBHOCTH
npenoaaBaHus (3a CUET YCHIICHUS WIUTIOCTPATUBHOCTH):

6.3. AKTUBHbIC M1 HHTEPAKTHBHbIC MeTOABI H (OPMBI 00y4eHHU S

W3 mepeunst BUAOB: («M0320801 Wimypm», AHAIU3 NPOOIEMHbIX CUMYAYUU, AHAIU3 KOHKPEMHbIX
cumyayutl, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NPOPecCUOHATbHOU  OesimelbHOCmU,
meopueckas paboma, C6A3AHHASA C CAMONO3ZHAHUEM U OCB0eHUeM OUCYUNIUHBL, 0el08ds uzpd,
Kpyaaslii cmoJ, OUCHYm, OUCKYCCUsl, MUHU-KOH@epeHyus U Op.) UCTIONb3YIOTCS CeayIOLIHe:

- meopuecKan paboma, C6A3aAHHAA C COCIMABIEHUE Me3aYPyca O meMamuKe OUCYUNIUHBbL;

- meopueckoe yuacmue 6 NPAKMUYECKOM 3AHAMUU -  Hpe3eHmauyus pegepama no
6bIOpAHHONl  meme (UCNONb308aHUEe CMYOeHMAMU HA CEeMUHAPAX CReYuanu3upOBaHHbIX
NPOSPAMMHBIX CpedCm8 0/ npedcmasieHus peghepamos) (CM. CRUCOK mem peghepamos);

- beceoa.

AKTHBHbBIE H HHTEPAKTHBHBIC METOAbLI 1 (l)OprI HCIOJB3YIOTCH HA CJICAYIOINUX 3aHATHAX

TeMbl AUMCHUIIHHBI

OcoOenHocTu coctaBjieHuss 1 0pOpMIIeHHSI CIPABOYHO-UH(POPMAMOHHBIX U CIIPABOYHO-
AHAJTUTHYECKHNX JOKYMEHTOB

JlOKyMEeHTBI 110 JIMYHOMY COCTABY M Be/leHHe KA/IPOBOi JOKYMEHTAIMHU

TpeGoBaHus K TEKCTY JOKYMEHTA

S3BIK M CTHJIB CJIYKe0OHOT0 JOKYMEHTa

Benenue 1ej10npon3BoACTBA M0 MUCbMEHHBIM H YCTHBIM 00paleHUusIM I'PaKIaH

Opranunsanust padoTbl ¢ JOKYMEHTaMHU

Opranu3anus 1eJoNpPou3BoOACTBA B YUPEKIEeHUH

HUcnosib30BaHHe COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJOTHil B JOKYMEHT0000pOTe
YUYpeKIAeHUu, NpeInpusTHii, OpraHu3anuin

Hroro

7. CAMOCTOSATEJIBHASA PABOTA CTYJAEHTA
®opMbI IOATOTOBKH

- [lonroroBka pedeparon
- BbIlloTHEHHE TBOPYECKUX 3aJaHUM.
- Pabora ¢ yueOHUKaMU U TUTEPATypPHBIMUA HCTOUHUKAMHU.

Bonpocsr k CPC

JJoKyMeHTBI 10 TUYHOMY COCTABY M Be/leHHe KAAPOBOil TIOKYMEHTANMHU
JIOKyMEHTBI O INYHOMY COCTaBy (II€pCOHAIY).
TpynoBoil KOHTPAKT (OTOBOP).
[Tpuka3pl MO TUYHOMY COCTaBY U KaJIPOBbIE MPUKA3bl, UX OTINYHS.
OCOoOEHHOCTH BE/ICHUS TPYJOBBIX KHUKEK.
Jlnunsie kapTouku popmser T-2. Jlnuabie nema.
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6. Benenne kaapoBoil JOKYMEHTAIIMH.
7. CocraBineHue TOKyMEHTOB JUYHOTO XapakTepa (aBToOuorpadus, 3asBiIcHHE,
JIOBEPEHHOCTh, PACIIUCKA).
8. Pe3roMe kak HOBBII BUJ JOKYMEHTA.
CucremaTu3anms JOKYMEHTOB U MX XpaHeHHE
1. CucremaTtu3zanus J0KyMEHTOB.
['pynnupoBKa TOKyMEHTOB B IEPBUYHBIE KOMILIEKCHI.
Iloustue «uemo».
[TpuntUBEl hOpMHUPOBAHUS /1€ - HOMUHAIBHBIHN, PEIMETHO-BOTIPOCHBII, aBTOPCKHIHA,
XPOHOJIOTUYECKUH, IKCIIEPTHBIM.
TpebGoBanust K 0pOPMIIEHUIO 00I0KEK /1€ TTOCTOSTHHBIX CPOKOB XPaHCHHSI.
Homenknarypa nen npeanpusrtus.
KoHkpeTHast, mpuMepHas U TUIIOBasi HOMEHKJIATypa Jiedl.
IIepenaya TOKyMEHTOB B apXUB.
9. TloHsTHE «IKCHIEPTU3A [IEHHOCTU TOKYMEHTa».
10. DkcniepTHast KOMHCCHS TPEANTPUATHS.
11. OopmieHue 1em U COCTaBICHHUE OTHCH.
Opranusanus 1eJIONPOU3BOICTBA B YUPEKICHHUH
1. CtpykTypHBIC TOAPA3ACICHUS, OCYIIECTBIAIONINE TOKYMEHTO000poT (cimy)051 [IOY) B
YUPEKACHUU: KaHIIETSAPUsl, CeKpeTapuar, 00U OTAeN, SKCISAUIIHS.
DyHKIUY U 3a7a4H.
JIoKyMeHTBI, periiameHTupytoiie padory ciayx0sl IOY B yupexaeHuH.
HNHcTpyKIus 10 A€TONPOU3BOACTBY.
JIOIKHOCTHBIE HHCTPYKLUHU COTPYIHUKOB ¢y k061 JIOY.
Opranuzanus CEeKpeTapCcKoi AesITeTbHOCTH.
3amuTa KOHPUACHIIMATBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

Sl

PR W

NounkAEwD

8. YCJOBUS PEAJIM3AIIAN YYEBHOM JJUCHUILIAHBI

8.1. MeToauyeckne peKOMeHAAIMN K BBINOJHEHUI0O BHEAYIMTOPHOH CaMOCTOATEJIbHOM
padoThI

CamocrodarenbHas paboTa - 3TO MIaHHpyeMmas paboTa CTYIEHTOB, BBINOJHSEMas I10
3aJJaHUI0O ¥ TIPU METOJUYECKOM PYKOBOJCTBE INpPENOAaBaTelis, HO 06e3 ero HemocpeiACTBEHHOTO
y4YacTHsL.

CamocrosarenbHass pa0oTa BBIMONHAET pPAd  (YHKIMHA, CpeAd KOTOPBIX OCOOCHHO
BBIJICJIAIOTCA:

- pas3BuBatomas (MOBBIIICHHE KYyJIbTYphl YMCTBEHHOTO TpyJa, HpUOOLICHHE K
TBOPYECKHUM BUAAM JAEATEIBHOCTH, 00OTallIEHUE UHTEUIEKTYaJIbHBIX CIOCOOHOCTEH CTYICHTOB);

- OpPHUEHTHpYIOIIas U CTUMYyJIHpYyIomas (mpoueccy oOyueHHs] MPUAAETCS YCKOPEHUE U
MOTHUBAIHS);

- BocmuTarenbHas ((HOpPMUPYIOTCS W pPa3BUBAIOTCS NPO(EecCHOHATbHBIE KauecTBa
CIICIIMAJIHCTA);

- UCCIIeI0BATENbCKas (HOBBIH YPOBEHB MPO(ECCHOHATBHO-TBOPYECKOTO MBIIIJICHHS);

- uH(popManoOHHO-00yyaromas (y4eOHast JesATeNbHOCTh CTYACHTOB Ha ayJUTOPHBIX
3aHATHSX).

OnHUM U3 OCHOBHBIX BUJIOB JI€SATEIBHOCTH CTYJIEHTA SBIISETCS CaMOCTOSITENbHAs paldoTa,
KOTOpas BKJIIOYAET B ce0s M3yueHHe JEKIIMOHHOTO MaTeprasa, ydeOHUKOB B Y4eOHBIX MTOCOOHIA,
IIEPBOMCTOYHUKOB, IOJATOTOBKY COOOIIEHHMH, BBICTYIUIEHUS Ha TPYNIOBBIX 3aHATHUSAX,
BBITOJIHEHHUE 3aJJaHUI TIPenojaBaTers.

Ilenbt0 caMOCTOSATENBHBIX 3aHATUH SBISIETCS CaMOCTOsTENbHOE Oojiee IIyOoOKoe
U3yYeHHe CTYACHTaMHM OTAEIBbHBIX BOIPOCOB Kypca C HCIOJb30BAaHUEM PEKOMEHyeMOM
JIONIOJIHUTEIBHOMN JIUTEPATyphl U APYTUX HHPOPMALMOHHBIX HCTOUHUKOB.
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3aayamMu cCaMOCTOATEIbHOU PabOThl CTYICHTOB SABISIOTCS:

- CUCTeMaTu3alus U 3aKperieHne MOJIyYeHHBIX TEOPETUUECKUX 3HAHUM U MPAKTUYECKUX
YMEHHUH CTYJEHTOB;

- yriyOJneHre U paciiupeHne TEOPETUICCKIX 3HAHUT;

- (popmupoBaHUE YyMEHUS UCTIOIB30BaTh CIPABOYHYIO JIUTEPATYPY;

- pa3BUTHE TO3HABATEIBHBIX CIIOCOOHOCTEH W AKTUBHOCTH CTYJEHTOB: TBOPYECKOU
WHUIUATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPTraHNU30BaHHOCTH;

BreayauropHasi camocTosiTe/IbHAasi padoTa BKII0YaeT Takue (OpMbI padOThI, KaK:

1. UaauBuayabHbIe 3aHATHUS (HOMAITHUE 3aHATHS):

- W3yYeHHWE TPOrpaMMHOT0 MaTepuaia TUCHUIUIMHBI (paboTa C Y4eOHMKOM H
KOHCIIEKTOM JICKIIUHN );

- U3y4YE€HHE PEKOMEH1yEMbIX JTUTEPATYPHBIX HCTOUHUKOB;

- KOHCIIEKTUPOBAHHUE UCTOYHUKOB;

- BBITIOJIHEHUE KOHTPOJILHBIX PadoT;

- paboTa co clioBapsIMH U CIIPaBOYHUKAMU;

- paboTa ¢ IeKTpOHHBIMU HH(OPMALIMOHHBIMU pecypcaMu U pecypcamu Internet;

- COCTaBJICHHUE TUIaHA U TE3UCOB OTBETA HA JICKIUU;

- BBITIOJTHEHUE TECTOBBIX 33JIaHUI;

- pelleHue 3aay;

- HOATrOTOBKA MIPE3EHTALINN;

- OTBETHI HAa KOHTPOJIbHBIE BOIIPOCHI;

- aHHOTHpOBaHUE, pedepupoBaHIe, PEIICH3UPOBAHUE TEKCTA;

- HallMcaHue 3cce, TE3UCOB, JOKIAI0B, pedepaTos;

- paboTa ¢ KOMIIBIOTEPHBIMU MTPOTPAMMAMHU;

- TIOATOTOBKA K 3a4eTy (nuddepeHIMpoBaHHOMY 3a4eTy), 3K3aMeHY W JApyTruM dhopmam
KOHTPOJIA.

2. I'pynmnoBasi camocTosiTeIbHAsA padoTa CTyJCHTOB:

- MOATOTOBKA K 3aHATHUSM, MPOBOJUMBIM C UCTIOJIB30BaHUEM aKTUBHBIX (OpM OO0ydeHUs
(KpyTJIbIE CTOJIBI, IETOBBIE UTPHI);

- aHaJIM3 AEJIOBBIX CUTyaluil (MUHU-KENCOB) U AP;

- yuactue B IHTepHeT - KoH(pepeHIHSIX.

3. IlomydeHune KOHCYIbTalMM JUIsl pa3bsCHEHUI 110 BOIIPOCAM U3y4aeMOM AUCLIMITINHBI.

HaubGonee uacTto mnpu u3y4eHMH JIUCHUIUIMHBI HCIOJB3YIOTCS CIEAYIOIINUE BH/IBI
CaMOCTOSITENILHOM padOThI CTYICHTOB:

- mouck (rmoadop) nurepaTyphl (B TOM YHCIIE JIEKTPOHHBIX UCTOYHUKOB MH(POPMAIIHH )
10 3aJaHHOU TEME;

- MOJTOTOBKA pedeparos;

- OJITOTOBKA JIOKJIAIOB.

Pedpepar - d¢opma mnucemenHnoit pabotel. Kak mpaBuio, pedepar sBiseTcs
CaMOCTOSITENIbHBIM OHOIMOrpaguueckuM HCCIeAOBaHUEM CTYICHTA, HOCSIIAM OMUCATEIhHO-
aHaTUTHYeCKUi xapaktep. O0wveM pedepara MoxeT mocturaTh 10-15 crtpanwmi. [ToaroroBka
pedepara moapa3yMeBaeT CaMOCTOSTENIbHOE M3YUYEHHE CTYIEHTOM HECKOJBKUX JHTEPATyPHBIX
HMCTOYHHUKOB (MOHOTpaduii, HAyYHBIX CTaTeH U T.J.) IO TEME, HE pacCMaTpHUBAEMOM MOAPOOHO HA
JIEKIIMU, CHCTEMAaTU3alllI0 MaTepralia U KpaTkoe ero uiioxenue. Llenp Hanucanus pedepara -
MPUBUTHE HaBBIKOB KPATKOTO U JJAKOHUYHOTO IIPEJICTABICHUS COOpAaHHBIX MaTepuaioB U (HaKToB
B COOTBETCTBUU C TPEOOBAHUSIMU, IPEIBIBISIEMBIMU K HAYUYHBIM OTYETaM, 0030paM U CTAThSIM.

Pabota ctynenTa Hag pedeparoM BKIIFOYACT CISAYIONTUE OTICPAIIUN:

- pacCMOTpEHHE TEMBI (110 €€ Ha3BaHUIO);

- BBISIBJICHUE JIUTEPATYPHBIX UCTOYHUKOB IO JaHHOU TEME;

- O3HAKOMJICHHE C COJEpPXAaHUEM HCTOUYHHMKOB, HAMPABICEHHBIM HA OCMBICIICHHE €T0
BHEIIHEH U BHYTPEHHEN CTPYKTYPHI;

16



- paboTa HaJ| BBIJCJIICHUEM TJIaBHBIX CMBICIOBBIX KOMIIOHEHTOB TEKCTa (KIIOYEBBIX CIIOB
U TIPEJIOKEHUN);

- oTOOp HanboJiee BaKHBIX CBEJICHHI U3 BBIJCICHHBIX ()PAarMEHTOB;

- COCTaBIICHHE «CBSI30K» M3 OTOOPAHHOTO Marepualia B COOTBETCTBUU C JIOTHKOM
U3JI0OKEHUS (DaKTOB;

- Harucanue pedepara.

Pedepar B cTpyKTYpHOM OTHOIIEHUH JJOJIKEH BKIIIOYATH:

- COJIEpIKAHHC;

- BBEJICHUE;

- coOCTBEHHO pedepaTUBHYIO YacTh (M3J0KEHHE OCHOBHBIX MMOJIOKEHUH MO IUIaHy C
COOTBETCTBYIOIIMMH Ha3BAaHUSIMU U HyMeEpaIuen);

- 3aKJIIOYCHHC;

- CIIUCOK UCIOJb30BaHHON JTUTEPATYPHI.

Tekct pedepaTta HOMKEH HMETh CBs3aHHOE, MenbHOe mocTpoeHue. ConaepikaHue
pedepara nopKHA MPOHM3BIBATH TJIaBHAs HJes, KOTOpas OObeIuHSET Bce MH(POPMAIMOHHBIE
DJIEMEHTHI MCTOYHUKOB, a TakKe MpuBoAuMbIe ¢GakThl. [Ipu 3TOM momyckaercs COXpaHEHUE
OTIIENbHBIX CTPYKTYPHBIX 3JEMEHTOB opuruHaiza. OJHaKo He JOMyCTUMO IIPOCTOE
MEPENUChIBAaHUE TIOJIOKEHUE JTUTEPATYPHBIX UCTOYHUKOB. SI3BIK JOJDKEH OBITh KPATKUM, SICHBIM,
JOCTYTTHBIM.

Pedepat orenuBaeTcs ucxons U3 CIeAyIONUX KPUTEPUECB:

- IOCTaBJIEHA JIU LIeJb B paboTe;

- CyMeJ JIi CTYJIEHT CAaMOCTOSITETFHO COCTaBUTh JIOTUYECKUH TUTAH K TEME U PEaIn30BaTh
ero;

- KAaKOB HAYYHBIH YPOBEHb pedepara;

- coOpaH JIM JOCTaTOYHBIN (PaKTUUECKHUI MaTepual;

- YAAJOCh T PACKPBITH TEMY;

- TIOKa3aHa JIM CBSI3b PaccMaTpUBAEMON TE€MbI C COBPEMEHHBIMHU NpoOjIeMaMHu HayKH U
o0Im1ecTBa, CO CIeNUuaTbHOCTIO CTY/ICHTA;

- KakoB aBTOPCKMH BKJIaJL B CHCTEMAaTH3allUI0, CTPYKTYpUpOBaHHWE MaTepuaia, B
COCTaBIICHUH 3aKIIOYCHHUS; - JOCTUTHYTA JIA [EJb PAOOTHI.

VYrnyOneHHOMY M3y4YeHHIO MaTepuajla IO OTIENbHBIM paslienaM  JUCIHUILIMHBI
CIOCOOCTBYET MOJATOTOBKA CTYJCHTAMH JTOKJIA I0B.

Jlokmam — 3TO caMOCTosITeNIbHAs padoTa, aHAM3UPYIOIIas U 00o0aromas myoJIuKauu
M0 3aJJaHHOM TEMAaTHKeE, MPEAIoararomnias BEIpadoTKy U 000CHOBAaHUE COOCTBEHHOU MO3UIIUU
aBTOpa B OTHOIICHHWH paccMaTpUBaeMbIX BONPOCOB. Hamumcanuio n0KiIaaa MpeauiecTByeT
U3YYCHHE IIUPOKOT0 Kpyra NEPBOMCTOYHUKOB, MOHOrpaduii, cTareid, 0000IIeHHE ITHYHBIX
HaOmoeHuit. PaboTta Ham AOKIIaIOM CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSTEILHOTO, TBOPUYECKOTO
MBIIUICHUSI, YYUT MPUMEHSTH IONYYCHHBIE 3HAHHWS Ha TMPAKTUKE MPH aHAIM3E Pa3IMYHbIX
aKTyaJbHBIX MpobsieM. PekoMmenmyemoe Bpems gokmana - 10-12 MuHyT.

HempemeHHBIM yCIIOBHEM 3aKpeIUieHHsT TEOPETHYECKHX U TPAKTHUYECKUX 3HAHUI
CTYJICHTOB SIBJIIETCS BHIMOJIHEHUE UMU JIOMAIIHUX 3aJaHHH.

Komnemx obecrieunBaer yueOHO-METOANYECKYIO U MaTepUATbHO-TEXHUYECKYIO 0a3y s
OpraHHU3aIi CAMOCTOATEIbHON PabOTHI CTYCHTOB.

bubnmoreka kosiemka odbecrneynBacT:

- y4eOHBIH TIpoIecC HEOOXOMWMON JHTepaTypo W HHOOpMaIeln (KOMIUIEKTYET
OoubnmmuoreyHslii (oOHA y4uyeOHOM, METOJMYECKOW, HAayYHOW, NEpUOTUYECKOM, CIPAaBOYHON H
XYJI0’KECTBEHHOM JTUTEpaTypOil B COOTBETCTBUM C y4E€OHBIMHU IJIaHAMU U MPOrpaMMaMu, B TOM
YHCIIe Ha 3JIEKTPOHHBIX HOCUTEISIX);

- JIOCTYl K OCHOBHbIM  HH(OpPMAIMOHHBIM  00pa30OBaTENbHBIM  pecypcam,
UH(POPMALIMOHHON 0a3e NaHHBIX, B TOM yucie Onbnmorpaduyeckoif, BO3MOKHOCTh BBIXOZA B
NutepHer.
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[IpenMeTHO-IIMKIIOBbIE ~KOMHCCHM  pa3padaThiBalOT: y4yeOHO-METOJUYECKHEe MaTepualbl,
IporpaMMbl, TOCOOWS, MaTepuaabl MO YYEOHBIM JUCIHUIUIMHAM B COOTBETCTBHH C
denepanbHBIMU TOCYAAPCTBEHHBIMU OOPa30BaTENbHBIMHU CTaHIAPTAMU. YUYEOHbBIE MPOTrPAMMBbI
PacKpBIBAIOT PEKOMEHYEMBII PEKUM M XapaKTep Pa3IMYHBIX BHIOB y4eOHOU paboThHI (B TOM
YHUCJIE CaMOCTOATEIBLHON PabOThl HaJ PEKOMEHJIOBAHHOW JUTEparypoit). [[ns moaroTroBku k
3aHATUAM, TEKYLIEMY KOHTPOJIIO UM MIPOMEKYTOUYHOM aTTecTalldd CTYJIEHTBl MOTYT
BOCITOJIB30BAThCS DJICKTPOHHOW Oubnmotexoit Komnemka, Tl OHM HMEIOT BO3MOXKHOCTH
MOJyYUTh JOCTYN K y4eOHO-METOIWYECKMM MaTrepuaiaM kak OmOnuorteku Kostemka, Tak u
MHBIX AJIEKTPOHHBIX OMOIMOTEUHBIX cucTeM. B cBOI ouepesnp, CTYJEHTHl MOTYT B3SITh Ha J0OM
HEOOXOIUMYIO JINTEepaTypy Ha aboHeMeHTe B Oubnnoreku Komnemka, a Takske BOCIIOIb30BaTHCS
YUTAJIBHBIM 3aJI0M.

9. YHEBHO-METOANMYECKOE " MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME ITPOI'PAMMBI YYHEBHOU JUCHUIIJIMHBI

9.1. IIporpamMHoe  oOecnmeyeHHe, HMCHOJAb3yeMOe MNPH  OCYLIECTBJICHUH
o0pa3oBaTeIbHOIO MpoIecca Mo AUCHUTIIHHE

Microsoft Windows 10, Microsoft Office 2019, (Word, Excel, PowerPoint, Outlook,
Publisher), Microsoft Access, UnTepueT-Opay3ep SAnnexc.opaysep,
AntuBupyc Windows Defender (Bxonut B cocTaB onepanioHHON cucteMbl Microsoft
Windows)

IIporpammHoe obecnieyeHne 0TeYeCTBEHHOT0 MPOM3BOICTBA
INDIGO
Sunexc.bpaysep

CB000IHO pacnpocTpaHsieMoe MPOrpaMMHoOe odecredyeHue
Adobe Reader myist Windows
Apxusatop HaoZip

9.2. MarepunanbHo-TexHH4Yeckass 0a3a, HeoOxoguMasi VI  OCYLIECTBJICHHA
0o0pa3oBaTeIbHOIO MpoLecca 1o JUCHUIINHE

Jlns mpoBeneHust y4yeOHBIX 3aHATHH HMCHONB3YIOTCS yueOHble aynuTopuu - KaOuner
JOKYMEHTallHOHHOT'O obecrieyeHus yIpaBJICHUS, Kabuner MEHEIKMEHTA u
npeanpuHuMarenseTBa, KaOuHer (MHAHCOBOrO KOHTPOJS, OCHAIIEHHblE OOOpYJOBAHUEM H
TEXHUYECKUMHU CPEACTBAMH OOyUYEHUS: CIEHHATU3UPOBAHHON MeOenblo, OTBevaloleld BceM
YCTAHOBJIEHHBIM HopMaM M TpeboBanusayM; [IK, MynpTumenuitHelM  00opyaoBaHuEM,
MHTEPAKTUBHOM  JIOCKOW,  TEJIEBU30pOM, MEPEHOCHOM ayAuo W  BHUAEOANIapaTypou
(mepcoHaIbHBIA KOMIBIOTEP WM HOYTOYK C HEOOXOAMMBIM MPOIPaMMHBIM OOECII€YeHUEM IS
TEMaTUYECKUX WILTIOCTPALMM U JEMOHCTPALIU, COOTBETCTBYIOLUX NIPOTrPAMME JUCLIUILINHEI).

Jl1st caMOCTOATENBbHOM paboThl 00YyYaIOUIMXCS UCTIONb3YIOTCS TIOMELIEHHUs], OCHAIIIEHHBIE
KOMIIBIOTEPHON TEXHMKOW: MEPCOHANIbHBIE KOMIIBIOTEPHI C 10CcTynoM K cetu MHTeprer u DUOC
KOJIJIEJKA, MPUHTEPHI; CIELUAIN3UPOBAHHOW MeOEeblo, OTBEYAIOLIEH BCEM YCTAHOBJIEHHBIM
HOpMaM U TpeOOBaHUSM.

Jus oOydeHus: MHBAJIUAOB U JIMI C OrPAaHUYEHHBIMH BO3MOXHOCTSMM 370POBbS
KOJIJIEKEM MOTYT OBITh IMPEICTABICHBI CIICIIMATM3UPOBAHHbIE CPEJICTBA O0YUEHHUS, B TOM YHCIIE
TEXHUYECKHE CPEICTBA KOJUIEKTUBHOTO U HHAUBUAYaIbHOTO MTOJIB30BAHHUS.

9.3.YUEBHAS JIMTEPATYPA
OcHoBHasi JInTepaTypa
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Oo6pazoBarenpHas wiatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/492787

NBanosa, A. FO. Pycckuii S3bIK B 1€JTOBOM JOKYMEHTAIIMH : YYCOHUK U TPAKTUKYM IS
cpenHero npodeccruonanbHoro oobpazosanus / A. 0. UBanoBa. — 2-e uzj., mepepad. u
non. — Mockga : U3narensctBo FOpaiit, 2022. — 187 ¢. — (Ilpodeccronansuoe
obpazoBanue). — ISBN 978-5-534-13860-3. — TekcT : anekrponHsiii // OGpa3oBaTenpHas
mwiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/495201

Konwun, H. M. TlpaBoBbIe OCHOBBI YIIPaBICHYECKOM ACSITEIBHOCTH : y4eOHOE TTOCOOHE IS
cpenHero npodeccruonanpHoro oobpazosanus / H. M. Konun, E. 1. Matopuna. — Mockaa :
WznarensctBo FOpaiit, 2022. — 139 ¢. — (IIpodeccuonanbuoe o6pazosanue). — ISBN 978-
5-534-09852-5. — TekcT : anekrponHsiit // OOpazoBatensHas miaardopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/492523

DJIeKTPOHHBIH KYpC:
http://std.mesi.ru/exact/Glove/viewer.asp ?packld=MANIFEST-C1927156-629D-2498-5A5F-
8361E8607DS8F

HNuTepHer-pecypcebl

1. http://www.rantal.rU/index.php/article/sub/3.html [Tpodeccuonaibl B 007aCTH KaIpoB U
MeHekMenTa/ KagpoBoe nenonpon3BoacTBa
2. http://www.gramma.ru - KynpTypa nucbMeHHOH peun

ITAKETBI IPUKJIAJJHBIX [TPO®ECCHUOHAJIBHBIX ITPOI'PAMM (IIIIIIII)
I'APAHT - CripaBouHO-TIpaBoBasi cucTeMa/ IpaBOBbIE PECYPCHI; IKCIEPTHBIE 0030phI U OLICHKH;
MPAaBOBOM KOHCAJITHUHT.

KoncynpranT Ilntoc - npaBoBast nH(popMaloHHas 6a3a JaHHBIX: IPABOBBIE PECYPCHI, 0030PHI
U3MEHEHUs 3aKOHOJATEbCTBA, AKTyaJIbHAs CIIpaBOYHAs MH(POPMALIUSL.

AKypuaabr:
AKxTyanpHas OyXraiaTepus
Mapxketunr B Poccun u 3a pyoexxom
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Menemxment B Poccun u 3a pyoexom

Tpynosoe npaso B Poccun u 3a pydexom
®UHAHCOBOE TPaBO

Bomnpocsl coBpeMeHHOM 3KOHOMUKH
http://economic-journal.net/2013/05/1126/
Universal Journal of Management
http://www.hrpub.org/journals/jour_info.php?id=21

MMPHUJIOKEHUE

TECTBI:
. Coraacno I'OCT P 6.30-2003 PexBuzut HaumeHoBaHMe BUIA TOKYMEHTA 3TO:
03
08
10
05
. Coraacuo I'OCT P 6.30-2003 xox pexkBu3uta 11 3t10:
. azpecar
. CIIpaBOYHbIE JaHHbBIE 00 OpraHu3alnuu
. F'ocynapcrennsiit repd Poccuiickoit deneparuu
. laTa TOKyMEHTa
. Cornacno I'OCT P 6.30-2003 xon pexBusura 15 coorBercTByer:
. aapecat
. CITPABOYHBIC NAHHBIC 06 opraHu3anvun
. SM0OJIeMa OpraHu3alliy UM TOBAPHBINA 3HAK (3HAK 0OCTY>KUBAHUS)
. JlaTa IOKyMCHTAa
. Coraacuo I'OCT P 6.30-2003 pexkBU3UT IMOJIeMa OPraHu3alui Wi TOBAPHbIN 3HAK
(3HaK 00Cy:KUBAHMA) ITO:
1.03
2.09
3.12
4.02
SCoraacuo I'OCT P 6.30-2003 pexBusut I'ep6 cyobekTa Poccuiickoii @enepanum 31o:
1. 06
02
13
. HET MPaBUILHOTO OTBETA
. Cornacno I'OCT P 6.30-2003 xon pexBusura 14 coorBercTByer:
. PETUCTPALIMOHHBIA HOMEP JTIOKyMEHTa
. KOJl OpraHu3aiuu
. CIIpaBOYHbIE JaHHbBIE 00 OpraHu3aluu
. MECTO COCTABJICHUA WUJIK U3JaHUA JOKYMCHTA
. Coraacuo I'OCT P 6.30-2003 pexBu3utr HanmeHoBaHHe OpraHu3ainum 3To:
10
08
05
01
. Coraacno I'OCT P 6.30-2003 xox pexkBu3uta 12 3t10:
. PETUCTPALIMOHHBIA HOMEP JTIOKyMEHTa
. MHH/ KIIII nanoromiareabiiuka
. CChIJIKA HA PErHCTPAI[MOHHBIN HOMEp U JaTy JOKYMEHTa
. KOJl OpraHu3aiuu

BPE WD, WPRERNNENREWND -
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. B kakom najeske yka3bIBaloOT 10KHOCTD JIMIA, K KOTOPOMY O0pallleH T0KYMEeHT:
. B UMEHUTEJIHbHOM

. B JIaT€IIbHOM

. B TBOPUTEIHLHOM

. IAJIeK HE BaXKEeH

10. Cornacao 'OCT P 6.30-2003 pexBu3ut Ccbliika Ha pericTPALMOHHBINA HOMeEP B ATy
AOKYMEHTA 3TO:

1.01

2.06

3.13

4.09

11. Coraacuo I'OCT P 6.30-2003 xox pexBusura 01 coorBercTByeT:

1. perucTpanMoOHHbII HOMEP TOKYMEHTA

2. I'ocynapctBennslii repd Poccuiickoit @enepanuu

3. OCHOBHOM ToCcyapCTBEHHBIN peructpanuonHbiii Homep (OI'PH) ropuandeckoro nuia
4. smbOnema opraHu3aluy Wik TOBApHBIN 3HAK (3HAK 0OCITYKUBAHNUA)

12. Coranacuo I'OCT P 6.30-2003 pexBu3ut CrnipaBoyHble TaHHbIE 00 OPraHU3aIUH ITO:
1.04

2.05

3.08

4.09

13. Coraacno I'OCT P 6.30-2003 xoxa pexBusura 06 3to:

1. HauMeHOBaHMe BHIa JOKYMEHTA

2. MECTO COCTaBJICHUS WM U3JaHUsl JOKyMEHTA

3. ampecar

4. MHH/ KIIIT ganoromiaTeabiiuka

14. B kakom najeske yKa3bIBaKlOT J0JKHOCTH JIMLA, K KOTOPOMY 00pallieH JOKYMEHT.
Yka:kuTe HeMPaBUJIbHbIE BAPDHAHTHI:

1. B UMEHUTEIBHOM

2. B 1aTe€JIbHOM

3. B TBOPUTEILHOM

4. masiexx He BayKeH

15. Kakumu nudpamMu nuimyTcesi AaThl B TOKYMeHTaX:

1. Pumckumu

2. Apabckumu

16. Bei0epuTte npaBUJILHBIN BAPHAHT:

M LN =&

1. Ilpeacenarens KOMUCCHUU JInyHasg moamnuch Kynukos H.B.

2. JInunas noanucek I[lpencenarens komuccuu K.M. AprembeBa

3. Ilpencenarenb KOMUCCUU JInyHasg moanuch H.B. Kynukos

4. H.B. Kynukos JInynas noanuce IIpencenarens koMuccuu

17.Coranacuo I'OCT P 6.30-2003 pexBusuty Koa ¢popMbl 10KyMeHTa COOTBETCTBYET
HOMep:

1.07

2.03

3.12

4.02

18. Coranacuo I'OCT P 6.30-2003 xox pexBusura 05 coorBeTcTBYeT:

1. smOeMa opraHu3ay Wik TOBAPHBIN 3HAK (3HAK 0OCITYKMBAHUA)

2. MECTO COCTaBJIEHUS WIN U3JJaHUS JOKyMEHTa

3. OCHOBHOI rocyaapcTBeHHbIN peructpaunonsslii Homep (OI'PH) ropuanueckoro numa
4. KOJl OpraHu3aiuu

19. Coranacuo I'OCT P 6.30-2003 pexBusut Kox opranuszanum 37o:
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1.04

2.08

3. 15

4.1

20. BT'OCT P 6.30-2003 paccmoTpeHo:

1. 30 pekBU3UTOB

2. 45 pexkBU3UTOB

3. 15 pexBU3UTOB

4. 1 pekBU3UT

21. Korga padota Haj JOKyYMEHTOM 3aBepLIeHa, IPOCTABJISIETC 0TMeTKA:

a) 00 MCIOJIHUTEIIE;

0) 00 MCTIOTHEHUH TOKYMEHTA U HAPaBIECHUH €T0 B JIEJIO;

B) O MEPEHOCE JAHHBIX HA MAIIMHHBIM HOCHUTEIb.

22. ®opmyasip-obpasen — 3T0:

a) COBOKYIHOCTh PEKBU3UTOB MpPUKa3a;

0) COBOKYITHOCTb PACIIOJIOKEHHBIX B ONPEAEIIEHHOMN MOCIE0BATEIbHOCTH PEKBU3UTOB,
MPUCYIIMX BCEM TOKYMEHTaM ONPEIEICHHON CUCTEMbl TOKYMEHTAIUU;

B) COBOKYITHOCTh PEKBHU3UTOB JICJIOBOT'O HCHhMA.

23. PeKBHU3HT - 3TO :

a) ciy>xe0Hoe 1oe;

0) cuctema TOKyMEHTAllUH;

B) 00s13aTeIbHBIN NPU3HAK HA JJOKYMEHTE, YCTAHOBJICHHBINH 3aKOHOM.

24. IOKyMeHT-3T0:

a) CTaHJAPTHOE PACIOJIOXKEHUE MaTepHaa;

0) COBOKYITHOCTh PEKBH3UTOB O(PHUITHATHLHOTO TTHUChMA;

B) MaTepUaNbHBIH 00BEKT ¢ HHpOpManneH, 3aQpUKCUPOBAHHON CO3/1aHHBIM YEIOBEKOM
crocoboM, /17151 ee repeiayd BO BpEMEHH U MPOCTPAHCTBE.

25. C To4KH 3peHHs NPUHAIEKHOCTH K PEKBH3UTAM CJIeAy0Iuil pparment

3am.oupexkmopa Ilnwoxuny U.K.
Obecneuums ycnosus evinoiHeHus nocmaegok 00 16.01.2008 n/n 18.11.2007
SIBJISIETCS
a) pe30JI0IUEH;
0)BHU30ii;
B)3ar0JIOBKOM.
26. He Bxogut B ¢popMy.Isip NMCbMA PEKBH3UT:
a) 3aroJIoBOK;
0) HaMMEHOBAaHKE BUJIA IOKYMEHTA;
B) CChUIKA HAa MHJEKC U JIaTy BXOMSILEro JOKYMEHTA.
27. lokJIagHasi 3alIUCKA - ITO IOKYMEHT:
a) MOSICHSIIOILIUM COJIepKAHUE OTICIbHBIX MOJI0KEHUH OCHOBHOTO IOKyMEHTA (IJ1aHa,
MPOTPaMMBI, OTUETA) UITU OOBSICHSIONINI IPUYUHBI HAPYIIECHUS TPYAOBOH TUCIUTUIHHEI,
HEBBIMOJIHEHHS KAKOT0-TM00 MOPYUEHUS;
0) nH(HOPMAIMOHHO-CITPABOYHBIN, COCTABIISIFOIIMICS TPYIION JIUII JIJISl IIOATBEPKACHHUS
YCTaHOBJICHHBIX (DaKTOB M COOBITHIA;
B) aJIPECOBAHHBII PyKOBOJIUTENIO CBOCH OpraHU3AIMH WU B BBIIIECTOSIILYIO OPraHU3aIINIo,
COJIEpXKaIINi U3JI0KEHHE KaKoTro-Iu00 BoIpoca Wik (hakTa.
28. C To4KH 3peHNs NPUHAJIEKHOCTH K PEKBH3UTAM JaHHBINA pparMeHT
Pexmopy Hosocubupckozo ynusepcumema 2ocnoouny Cmoaxuny C.A. A
634635 2. Hoeocuobupck ya. Jlenuna, 0. 15.
SIBJISIETCS
a) pe3oJItoLueit
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0) BU30H 3aBEpECHUS

B) aJipecaToM

29.TekcT NMpHKa3a COCTOMT U3 CJAEIYIOIIHX YACTeN:
a) KOHCTaTUPYIOLIEH, pacOpsIAUTEIbHOM;

0) BBOJAHOM, OCHOBHOM;

B) BBOJIHOH , KOHCTaTHPYIOIIEH.

30.loxymMeHT, COCTABJICHHbIN I'PYNIOi JHI A/ OATBEP:KICHUS YCTAHOBJICHHBIX (PaKkTOB,
co0BITHI - 3TO:

a) MPOTOKOJI;

0) perieHue;

B) aKT.

31.Kommiiekc B3aMMOCBSI3aHHBIX JOKYMEHTOB, PerjiaMeHTHPYIOUIUX CTPYKTYpPY, 3a1a4H,
GyHknuu npeanpusTHsS, OPraHU3alui0 ee padoTbl, TMpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTh — PYKOBOACTBA- 3TO:

a) pacopsSAUTEIbHBIC JOKYMEHTHI,

0) UH(POPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI;

B) OPTaHU3AIMOHHBIC JOKYMEHTHI.

32. O0bsiICHUTEIbHAA 32N CKA-)TO TOKYMEHT:

a) UH(QOPMAIIMOHHO-CITPABOYHBINA, COCTABISIOUTUIICS TPYIIION JIUI AJIs IOATBEPKICHUS
YCTaHOBJICHHBIX (DAKTOB;

0) MOSICHSIIONINIA COIep)KaHNE OTIEIBHBIX IMOJOKEHHI OCHOBHOTO JOKYMEHTA (TIJIaHa,
POrpaMMbl, OTUETA) WU OOBSICHSIIOUINI IPUYUHBI HAPYIIEHUS TPYAO0BOM TUCIUIUINHEI,
HEBBITTOTHEHHSI KAKOTO-JTH00 MOPYYCHUST;

B) a/IpECOBAHHBII PyKOBOJUTENIO CBOEH OpraHU3aIlMH UM B BRILLIECTOALILYIO OPraHU3alnIo,
COJIepIKALINI U3TI0KEHHE KaKOTo-TH00 Bompoca mwin (akra.

33. ®pa3za "Hanpasasiem Bam..." roBopUT 0 TOM, YTO JaHHOE MUCHLMO 1O COAEPKAHUIO
Oynet:

a) COMPOBOIUTENBHBIM;

0) mpeTeH3uei;

B) HH()OPMAIMOHHBIM;

T') IOATBEPKICHUEM.

34. He BxoauT B (hopMyJisip NPOTOKO.JIA CIAETYIOIINA PEKBU3UT:

a) 3aroJIoBOK;

0) TEKCT;

B) ajpecar;

') MOOITHCE.

35. leau noxkaana:

a) JIOKa3aTeIIbCTBO;

0) apryMeHTanus;;

B) nH(OOPMUPOBAHHUE U YOSKICHHE.

36. TexkcT NOKIATHON 3aNIUCKU COCTOUT U3 CJACAYIONIUX YaCTeil:

a) U3JI0KEeHUsI (PAKTOB, MOCTY>KUBIIUX MPUYUHON €€ COCTaBJIEHUS, BBIBOJOB U MHEHUS
COCTaBUTEJICH;

0) KOHCTaTUPYIOIIEH, pacopsIUTEIHHOM;

B) KOHCTaTUPYIOLIEH, BBOJAHOM;

I') OCHOBHOH, PaciopsiAUTEIbHOM.

37. 3asiBiIeHus U Ka100bI IPa’KIaH, He TPeOylolHe JONOJHUTEIbLHOI0 H3y4eHHUS 1
NPOBEPKH, Pa3pelialoTcs B cJIeAYIOLIHI CPOK:

a) He mo3aHee 1 MecsIa co IHs MOCTYIUICHHUS,

0) He mo3Hee 15 mHel co THS MOCTYIUICHHS;

B) HE Mo37Hee 7 JHEN CO JTHA MOCTYIUICHHUS.
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38.0nTumMaibHast (popMa OpraHu3alu JOKYMEHTO000pPOTa B YUPEKIEHUSIX CO CI0KHOM
CTPYKTYPOii ¥ 001b1IMM 00beMOM JOKYMEHTOB:

a) IEHTpaJIM30BaHHAS;

0) JeleHTpaT30BaHHAS,

B)CMEIIaHHAs.

39. Homenkiatypa el HOJJIeKUT COCTABJICHUIO U COTJIACOBAHUIO 3aHOBO:

a) He peke OJTHOTO pasa B IATH JIET;

0) He pexe 0OJJHOTO pa3a B TOJ;

B) HE peXe OJIHOTO pas3a B TPH Toja.

40. TonmmHa KaKI0r0 €12 He JOIKHA NPeBbIIIATh:

a) 30-40 mmM;

0) 60-70MM;

B) 50-60 MM.

41. ... - NHCHMO MO NOBOAY OOHAPY:KEHHBIX /e(PeKTOB, HEIOCTATKOB B MOJYYECHHOM
NMPOAYKIUM UM BbITIOJIHEHHOM padoTe.

42. Ha 0OCHOBAaHHMM KaKOro0 JOKYMEHTa YHHYTOKAKTCHA JejJa ¢ HCTeKIIHUMH CPOKAMU
XpaHeHus?

a) IPOTOKOJI;

0) aKkT;

B) NpUKa3;

43. K kakoii cucreMe J0KYMEHTAIIMHA OTHOCUTCS MPOTOKOJ:

a) OpraHU3alMOHHAs CUCTEMA TOKYMEHTALUH;

0) pacniopsiauTenbHas cUCTeMa TI0KyMEHTAlUH;

B) HH(POPMAITMOHHO-CIIPABOYHASI CUCTEMA JOKYMEHTAIIUH.

44. MakcuMaJIbHBIM CPOKOM pa3pellieHusi Kaj100, 3asiBJIeHUN U MPeI0KeHU IPakIaH BO
BCEX OPraHax CYMTAeTCs:

a) IBe HEJICIH;

0) 1 mecsi;

B) HE YCTAHOBJICH.

45. Cpok xpaHeHus IPHUKAa30B 0 IpHeMe Ha padoTy:

a) 75 mer;

0) 5 ner;

B) 10 ner.
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