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I [O.gCHI4TEIbHA.fl 3A[I4CKA

l.l I{e,ru yve6uofi AucurrrrJrrrHbr
IJenuo yue6Hoi Ar.rcur4nnr4Hbr flBr.sercr SopvrupoBaHre y c'r'yAeHroB

3Haur.t fi, ueo6xo4rll,rsrx Anq frpaBl,InbHofo cocraBJleHr4t v oQopl,ueurar
AOKyMeHTOB, BO3HUKaTOUIHX B npOUeCCe npvlF^flTufl v peanri,:,a\uv
ynpaBneHr{ecKux peureuufr, o6 opraHu3aur4r.r cHcreMEr AoKyMeHTarIr4oHHoro
o6ecne'IeHIas B opt'aHh3aql4rx pa3nhqHoro ypoBHr ynpaBJreHr4r, ocBoeHHe
o6ulenpraHqrbtx B MHpe npeAilpr.rHuMarerbcrBa J.reKctrKr4 v crunl ge,roaofi u
KoMMepqecrofr Koppec[oHAeHUI4H A,rs ceo6oAHoro H paBHorrpaBHoro o6u]euHq c

naprHepoM, QopnaHpoBaHI4e HaBbrKoB I4crroJ'rb3oBal:z^fl pa3rHr{Hbrx Bt4AoB

AoKyMeHToB u ct4c'reM AoKyMeHTarJvrr4 B ynpaBneHqecxoil AerrenbHocrr4,
rtpaBHnbHat oueHKa 3KoHoMIzuecxoi, opraHr{3aqzonuofi h npaBoBoit cnryarryl4 v
ee cooTBeTcTByroulee IoKyMeHTr.rpoBaH14e.

| .2 flna u r.t pyeM bt e pe3yJr brarr,r n3y qerr lrrr A n c u H rrJt ltr br
B pe:y,rlrare ocBoeHkrfl yue6uofi Ar4crlu[nuHbr cryAeHT AoJrxeH:
3HaTb:
- o6urae rpe6onauHt K AoKyMeHTlrpoBaHuro ynpaBneH.recKofi AerrenbHocrt4

H opraHH3arrr4ro pa6orsr c AoKyMeHTaMu;
- coBpeMeHHble TexHhLIecKr4e cpeAcTBa aBToMaTH3HpOBaHHOfO yflpaBreHht

oQucuoro Aenonpot43BoAcrBa, Koropbre Fra3brBaror (cpeAcrBa oprrexHhKH)),
cpeAcTBa r(orrHpoBaHl,/^fl 14 onep aTu BHofo pa3M Ho)t( eHl1lfl Ao KyMe HTO B ;

- TepMI4HoJIorI4ro B o6racra AoKyMeHTaur4oHHoro o6ecneqeur.u
y|IpaBneH14q;

- HOpMaTl4BHbre AOKyMeHTbr, pefnaMeHTr.{pyroulr4e cocTaB,'reFrne L4

ocpopv,reHne AoKyMeHTauHH, rtopqAoK pa6orur c Hr4MH;

- npaBI4JIa COCTaBJ'reHIdA V OtpopMneHtu AOKyMeHTOB;
- TexHorofl4to, npI{MeHteMyro npr4 AoKyMeHTauuoHHoM o6ecleqenur.r

yrlpaBneH14r B opfaHr43aunrx;
- rc,raccraSHKarluro AoKyMeHToB,
- |lepeqeHb peKBI43HTOB opr-aHr43aur4oHHO-pacnoprAr,lTerbHbrx l{oKyMeHToB

u rax oQopMneHHe,

- rroAfoToBKy noKyMeHTOB K apXr4BHOMy XpaHeHHrO;
- AoKyMeHTr4poBaHr4e rpyAoBbrx [paBoorHorueuufr .

yMeTb:
- Il oJIb3 O BaTbCt l43yq eHHbIMH CTaHAapTI43r4pOBaH HL,rM 14 Te p M l,lH aM r4 ;

- |IpHMeHqTb Ha npaKT[Ke focyAapcTBeHHbre cTaHAapTbr v ApyfHe
HOpMaThBHO-MeTOA14qeCKUe AOKyMeHTbr, pef,raMeHTHpyrorqHe opfaHl43au14ro
roKyMe HTa rllr o H Ho f o o6 ec n e.{ eHufl Ae,rroBof o o6 qeHar ;

- cocraBrflTb v npaBr4rL,Ho o$opu,rrrb ocHoBHbre BHAbr AoKyMeHToB;
- oneparl4BHo cnpaBr-srbcr c noroKoM AoKyMeHToB, o6opauunarourt4xcl B

opraHll3aUHH, 6lrcrpo HaxoAHTb 'rpe6yenanrfi AoKyMeHT Lr HaBoAt4Tb fro ueMy
c[paBKI4, yMerb flporoKonupoBarb ero HcnoJrHeHue u o6ecneqr4Tb coxpaH]tocrb;

- BbrrroJrHqTb onpeAeneHHble BHAbr paooT rlo opfaHtl3auhH



AOKyMeHTT.{ pO BaH r4s yrrp aBne H q ecKo A AerTeJr bHocTr{ ;

- a:Ha.nu3r4poBaTb COCTO'HI4 e AOKyMeHTaq!{OHH oro O6ecne q eHr4r B
opfaHr.r3au1414.

BJ'IaAeTb:

- npaBr4naM:a Ll soprraavu AenoBofr r4 KoMMepqecKofr nepe[HcKr.l;
- MeroAaMI,l c6opa, aHanv3a, [poeKTupoBaHr4r ct4creM AoKyMeHTarIr4oHHoro

oOecfieqeHr4r ynpaBleHHr ;

- MeroAr4Kofr ynrzQrarcaqrara

AOKyMeHTOB;

- NleTOAaMI,l |IpOeKTLrpOBaHHt aBTOMaTH3HpOBaHFTbTX CHCTeM yqeTa?
pefHcrparrHtl, KoHTpoJlfl n UHCpOpltaLIr4OHHO-CnpaBOqHOfr pa6orbr no AoKyMeHTaM
opfaH143auHH;

- Kpl4TepntMLI npoBeAeHHq 3KclepTta3br r_IeHHocTH AOKyN4eHTOB O

onpeAeneHr4r cpoKoB rjx xpaHeHur;
- HaBbrKaM H HayLrH o-TexHH qecxofr o6pa6orxr4 AoKyMeHToB.

1.3 Mecro y're6uofr AucuunrrlLIHbr B cucreMe rroAroroBKu c-ryAerrra
le,ronpou3BoAcrBo tBrtercq (raxy,'rrraraeFror{ nucrlrirrnr4Hou. Onupae'rct

Ha 3HAHprfl, norylreHHbre frpu rz:y.uor.uu Ar4crlr4rrJlr4H: <Koppynqu_a v ee
o6ulecrseHHar oracHocru. <(r u:rocodns).

fls,'Iqercs 6a:ofi Anr u3yr{eHur At4crlr4nruH:
<C o rlra ono rnq/K oHd,rrl rro,r o rufl>> .

<llolurolofr4r)),

1.4 T e00BatIuq K ocBoeHurc qeOIIon aI.tcuH IL'I H H bl

HaH nr eHOeaH H e cf opn npye M brx r<o u nr'Te u rlH li

oco3Haer cyrllHocrb H 3HaLreHHrr HHq)opMaUHH B pa3BH'l Ll14

ooBpcMeHHofo o6ulecl'ea, BJra/leer ocHoBHbl\,rH \re'l o.,laNrh.
crroco6avn H cpeAcrBaMH noryLreHHu, xpaHeHHl, rrepcpa6o'r.xri

MaqrzH

OK-12 o6la;1aer HaBbrKaM14 pa6o'rrr c KoMrrblo'repoM KaK cpcilc'fBo\r
IIDABNCHH'l HH auHeu

3Hae'f ocHoBHE,re Merojlbl, ctrooo0br H cpe,{c'rtsa lro,rt\,Lreril1rr.

xpaHeH Hrr, lrcpepa6olxu ra H$oplrarlH H, Hcr roirb3otsaHHe Alrrr perrreH Lrt
KOMMyHHKaTHBHbrx 3allalr CoBpe\{cHr{brx ]'exr.luLrecKHX cpe.{cl.u ti
rzHdropnraunoHHbrx 'fexHoirornli c r.rcLro.rrbloBaHheM 'rpajllrLlltoHHbrx

Ht-ru.r'le:refi r.rHc]topnrauHH. pacrrpe/{ejreHHbrx 5at':uauHii" a .r.arxc

r.r n f opH,r at1nefi s I'.lto6aJrbH r-,rx KoN{ r r bto'fepH brx ce.l lx
OK-16 y\{ec'f r.rcrroJr b3oBaTb HopMal'h uH bre I tpaBOBbte .rloK\/l\,teH.l'br rl

llerr'fcJrbHocrh.

u cTaHAapTvr3auvu ynpaBneHqecKux

OK-l I

0K-13

lio;u,r QoprvHpyevux
r.lovue'leHunI



2. Crpyr<Typa H coAe pr(a H H e Ar.r curr rrrrr u H r,r

2.7 HauwetloBaHHe reM lrleKulroHIIr,Ix H rIpaKTr{qecKux :aHRrHil, o6nenr
B IIACAX

IHLICCKHE 3AHflTU'I

qacbl

IIp.p. }!
BeeneHue
I {e:rn H 3aAaLIH npc.qMe'ra, ero coAep}KaHHe. I4c'roqsnxH L4

Jln'feparypa no Kypcy. OcHonHoe Ha3HaseHHe yrpaBjreHlrecKnx
roKyMeH'foe floHrrrle o JIoKyMeHTax. OcuoilHsre BHjtbr

roKyMeHroB. floxyrveu'r' H chc'feMa AoKyMeHTarlfi H.

Itraccudruxaqnl i{oKyMeHloB. Pexsr.rgnrsr AoKyMeH.r'og.
Oopvry:rrp AoKyMeHra. E:rasxpr u (ropuartr AoKyMeHrots.

IIp.p. Nr 2
{o nyrr euru po BaHn e y rr paBJr e H q ccrori AelreJrb Ho clu
Xaparrepnc'fHKa o6ulnx noroxenuii EfCn. [1oHllue o
rroitJHHHHKc, KorrHH, .{y6;rnrcare roKyN{eH'fa. Clryxe6Har
repenr.rcKa, ee JHalreHne. Pa':uoBHAHoc'rH rrr{ceM. flpnn,teHeHue
lpaQaperubrx AOKyM eHroB AJrt r r o BbrrrreHr,rr r lpor.r3BoAt4'reJr bHocrn
yrpaBJreHqecKofo rpyna.
OplauH:aqHoHHbre Aor{y\,teH1'br. flopsaoK HX coc l'aBJreHHr H

HCI loitb30BaHVfl. Pacnoprlll.rrerbH bre ltor(yNrcH'rbr.
Iloc'r'aHoereHHr. PeueHnl. Ilparatsr. Pacnoplxesuq. VragiiHut.
Ilopr:rorc HX coc faBJreH Hrr, fr orr r r HcaHLIr r.r 14 cr r oJlb3o BaH rJ rr.

IIp.p. LYU 3

flpa n rur a o{ro p lr;r crnur p cKB H3 nro B AorryM cn'r-o B

Pelcul.l 3H'r'sr iIoKVM eHTa, coc'raB peKBr.r3 H'ro B AoKyM eH'f a, uoprrAoK
o$oprvleuurr peKBrl3HfoB iloKyN{eHTa. flpanula o$opv:reHr.rr
peKtsr.r3H'roe 6raHxa H rlx pacflonoxeHHe Ha c'faH]IaprHoM

$opuare 6yrvarn, pirMepbr no:reii. <Dopnryrup-o6peueu rpyrrnbr
Iton)'M cH'roe, ilr r,6oN4 Oop* yH rztl,lr.r qupo BaH Hbrx jloKyMeHlots.

tlp.p. }u 4

Ocsosnsrc yrrp:lrlJrenqccKue AoKyMeH'[br: coc'r'aBJrenue rl
ot[opnr,renue.
'fpcSonaHul x co;rlcpiltoHHIo v Qopvre yrrpaB,'reHL{ecK}rx

iloK)/NteH't'os. C't'aHllap'ru3atlHg ll yHntfnrauHt y'rrparJJtcr{rrecKtrx

.'louyr\,reH'roe. CocrasreHHe yrrpaBJreHqecKr.{x lloKy\{eH'fos. fl3r,rrc l.r

c'r'Hirb -le:rosoii .l(oKyMeH'fauHH. Coc'faereHrae u o(toprv;reHne
.{oK)rN{eHToB B yciroBHrrx trpLIMeHeHHrr Bbrrrr.rc.ilHretrsHoii tj
3JeKrpoHHofi rexHnxu. Coc'rasreHne H ocfopl,r:reHue ocHoBHbrx
ytrpaBJreHqecKHX AoKyMeH-roa: YcL'an, roro)KeHHe o c-fpyK'rypHoM
llo;lpa3,rteJreHr,ril. npHKa3br. npoToKonbr, aK'fbr, AoKJtarrlF{bre

3al I HcKH, c r rpaBK Li, r I HcbN{a, TeJIet'paMMr,r. r'e"rr r.t!oH o f pa\r M bt..

Carro-
c fot-

feJIbHa'
pa6o'r'a

t1

I

j'



llp.p. Iu 5

i Oprauu.raurrfl /toKyneu'r'oo6opo-ra

] I IoHlrne AoKyNrcH'10o6opola. OcHoeHrre rroroKu yrrpaBJreHqecrcr.rx 
]

uxo,rrrrquii, HcxoArrrrnii, nuy'r'peHHrafi. [nnx<eHr,re BXoJllulr.rx yrrpaa.]

.lloKyr\4e Hlo B : nepBH r{Hal o6pa6orKa, peru crpall hrr, paccM o'fpeH u e I
opfaHh3ar lHH, [cpeAar{a Ha HcnoJrHeHHe, KoHTpoJTb 3a HcftoJr HeH rze!
HcrroJrHc'HHofo lloKyMeH'fa B Aeno. 3ranu ilpoxo)KAeHnr ucxoilnqzl

j r ro;llo loaKa npoeK'r'a. corJracoBaHne, 11opa6o'rKa no :aveuaH nlv, p(
I ornpaexa. Pa6o'r'a c BF{y'fpeHHHN,rr.t lloKyrvreHTaMr.i: coc'raB.rreHue npoJ

I lony*cn''-a, cor-,rracoBaHHe. 1opa6o'rra uo 3aMeLraHHrrM, pel'Hclparlril

i HcrrojrHcHue, Kotl.t'poItb HcrrojrHeHHrr.

ITextlr.lccrcoe 06ecncqcurre pa6o'rsr c yrrpar].JrcnrrccKuilrrr
AOnyllrcH'raMrl

I O6uruu xapaKTepnc'rnKa H BHrbr opraHH3auaoHHbrx rexHHLrecKHX
icpe,,tclu. flepcoua-rrr,Hsre KoMnbto'repbr B coBpc\,rcHt{oNl

;lleirolrpoH3Bojlc'l Be. As'r'oua'ln:HpoBaHHbrc cHc r.cN,rbr

,rtoKVNle H'roo6ooo'lei

4:qq lg r!t!!*ry_

3 OFPA3OI}ATEIbHbIE TEXHOIO| I4U

flpa u:yueHVu Al4cur4nnrlHbr r4cno,T63yercq rtpt,tMeHeHt,re aHHoBa]-u4oHHbrx

drop* Lt MeroAoB npoBeAe:nafl 3aHflTr4it, Koropbre rrpeAcraB,'reHbr B Ta6nr4qe:

4 OUEHOTTHbTE CPEICTBA

[,lcnolr:yeMbre oueHoL{Hbre cpeAcrBa -yqeoHo14 Ar4crlHnnl,iHe
CTABICHbI B TAO,[I4[C IZ H'TC' HA KA FfI

Ilp.p. t! 5

i Oprauu.raurrfl /toKyneu'r'oo6opo-ra

IIo

l\lo

ni I1

)

KOJIHqEC'f BO KOM I IJICKI'OB

lJ.lc
r r/rr

r i-'

{Dopva lrptlBeileHht
,]AHfl'T-V'I

B u.q ay:1H'r'op H brx :jansr r uit
Bcelo
Llacots

6

J lercuu ra
flpax'rnuecxuc

3aHfl'rvttr

,[a6opa'ropuue
,3AH'ITV'T

fparuuuoHHsre Ilp. p. 1,2,3
2 M_v:rr,'ru lre;1na llp.p. 4,5 1

14TOf O l0

IlHl o qeuoLrHbrx cpeAc'rB

Bottpocsr K 3aqery
Tec'fossre 3ailaHng



5.1 y HC MII
YponHn

cdlopv upo naHrroc'f H

KOMIICTEHIIHH

Itorlr re'r'esunq OK-lI -
conpeMeHHofo o6ulec'rsa,

O BA H HOCTI,I ITOM TIETEH U H II

s METOAT4KA
CTYIEHTOI}

N9

tlu

2
llpognnuy'rsrii

)"poBeHb

T4 KPUTEPI4H ouEHnu noMrrETEHUr4fr

Pe:y.lt yla'lu o6y.reH u r

oco3HaeT
B.rraIlecr

cyulHoo'rb
OCHOBHbIM14

H 3HAqCHH'I

MeTOAaMH"

nHQopr,raquu

crrocoSavl.r v

B palBHTH H

cpeAc'r'BaMH
IIO,IIYqCHH'I, XPAHEHH'I. I IC 6o lrcl.r r.rH MAUHH

I loporousrii ypoBeHb

fIoHHmaer rrpaBuna coc'raBrrcHHl H

oQopvlennrr AoKyMeHToB"
op|aH H3au14o H Fryto cl.pyKTypy

C r roco6cH uacca (tuqHpo Barb

;lloKyMeHl'bl I lO pa3II H LIHbIM

]'exHoJro r-r{ LrccKr4 pauH oHaJrbHo

u c r roi r b:3oBa'f b opf'rcxHHKy,
MA'ICDHA,TIbI

3uasue rroHsrHii o
/leJIo r rpo H 3 tsollcl'tse

3 uau Hc lloKyN{ eH'l'0IJ.

pe fJ I aN,I eH'r'H pyro u lH x
^,-K,,,,.,,.,Pcluu l ) L

Yntettue coc'r'aBH lb 14

otlopvn'rs ocHoBHbre

YveHne oplaHu:oBa'fb
pa6ouce N,rec fo

VlteHnc ot|lopll:rl rr,
peKBU3H'f br.

yc'r'aHoBJrcHH brc

doontv:rlnor,r -o5 A3LI.ONI

Cttoco6eu ocyrtlec lri,rn'b
l(()riyMcH1'rrp0 BaFr H e H

opl'aHh3auHro pa6o lur c
lloKyMeH faNlH c

Llcl roitb3()BaHHcNl

ra uQopHrarrHOH H brx

t'exHo"'lolltLl

CrrocoSeu
pefHc'rp14poila'r'b H

ocyulcc f Birfl'f b KoH fpoJrb

3a ucftoitHcHhcN{

llopolousri;i ypoircH b

I lponenuy'rsrii

.YpoBeHb

t floporosnu ypoBeHb

t
3

jle"rlo I I poH3BoIcTBeHHOH C.rry)r(obr t]oKyyeH]filv-{H

TIDH3HAKAM I]HJIbI IIOKVNICH'IOI]
[rtlntllcl'eltUlIll OK-12 o6raAaer HaBblKaMH pa6orbt c KoMrrbrorepoM KaK cpe;rc'r'uom 

l

YIIDAB,'It.HH'I HH MauHeH

Croco6es non6lrpa'rs n

Bsrcoxr.ri.r ypoBeHb

pacr roplAHre:rrHofr
lloKyr\rcHl'auHLr

Komttelenulrr OK-13 - 3Hae'f ocHoBHbre MeroAbr, crroco6sr H cpeAcrtsa fro;ryqenr..rr. xpalreHr.rr.
ttepepa6o'r'xu aHQopMaI(HLr, hciloJlb3oBaHHe )tnfl petI]eHHr KoMMyHHKa'f HBHbrx 3a]la.t
coBpeNteHHbtx'fexHHtiecKHX cperc'fB u uHtfopvaLlHoHHbrx rexuo:roruii c HclroJtr-,3oBaHHer\l

fpaluUHOHHblx HocH'ferreti uHQopMarIHH , pacrpeAe,rreHHbrx 6a:l :]uaHHii, a'faK)i(e HHQopuaUHeii
e r:ro6it.nrH brx KoMrrbto'feDHbrx cerrrx

Crtoco6eH
rrpoaHaJrH314poBa'l b

c'r'p)/K'r yp\r

,lloK\1NrcH'foo0

Cr r oco6eH rrpoer(TnpoBarb MaKerbr
piBlrHLrHbrx BHjIos 6JraHxoe

floH n vael opfaHH3arlt4oH Hoe

lroc'rpocHHe ctryxrSu
Ie.l ro rr poH3BoIlcTBa, pit3.rlene H n e

tf yHxi tu ii N{e}r(Ay noApa3,r{eJreu HrrM H,

oco6eHuoclH coc'faBJreHHrr H

orloplrneHuq opfaH H3auHoHHo-

flo g H vae't"r'cx Ho,'tofHIo H

opfaHH3aunro pa6o'lsr c

l-(oKyMeH'l aMH

llpotunHy lsrfi
ypoBeHb

I IoHnHrae'l o6n(He rrpaBnJra

opfal{H3aqnn pa6orsr c BxoArrurtrMH,
HCXOATUIHMh H BHyTpeHHHMr.l

flosunrae'r ocHoBH bre l loJ rolr(eH Hrr

Kypca, o6ulne lpe6onaHul rc

CIIY)I(COHbIM NOKVMEHTAM

.IiOKYMCH'IAMH



aoKvMeH'r'ots u ilop 11 
i

C r r oco6eu piurpa6o'r'a'r's

H ON{ eH KJTa',r'YPY :.leJr,
()praH H3o Ba'f b SKCl rep'f r.{3y

IleH HOC'.f H l10KyMeH',fou,
parpa6o r a rb lrpHHuHlrbl H

I(p14'fepH Ll ucr rftoc'l'tl

l{ol(yNleH'rots
Kotrtte't'eHuus OK-16 - yllee'r' HcnoJrb3oBarb HopMarhBHbre rrpagoBbre AoKyMeH'fbr s ceoel:i
;ll9Il-f Ci I b H OC'l'H

I Ioporoasrii ypoBeHb

3HaHne HopMa'fHnubrx
at('foB,
pcr-JraM er r'f Hpyloulr4 x

)/ilpaBJICH rreCKyto

lletl'eirbHoc'r'b
3HaHne ocHogHbrx

flounnrae'l 3HaLreHHe | 
3aKoHoAarcJll'Hblx aK't'oB'

arN,rHHHc lpa'rusHoii I 
cr.au'ria,o LoB e o6ltac'ra

IlporeHHy'r.s*i o'rrc'fc *cHrocrr.r 3a HapyrueHHe I :ll1'.i].'.f.l1l'lll" l1lrrpHI{tlHrrbr H \,1e'l'0itbr

Bsrcoxnfi ypoBeHb

Vueunc oplaHH30Ba'ls paSouee N{ec'ro

lioHuuae'r' noprAoK coc'raBJreH14rr,

cofracoBaH Hs H yrBCpXIeH 14 rr

HOMeHKJrarypbr Ae,rr opfaHH3aUHH,
3KCrrep rH3y ueHHo0-f r.r AoKyMeH'foB,
ilopqAoK yHHq'fox(eH Hr{ I{oKyMeH'fOB
U ACN BPCMCHHOIO XPAHCHI,T'I

)rpotseHb 3aKOHOAal'e.ttbCTBa e O6IaCrH i "}""."t""'Jr rr rlre r vl)rpotseHb 3aKoHoAal'e.rrbcrBa e o6racr' i llpHHllHIIbl H \'le'l'oilbl
I r rrntbnxarruu n

Aenorrpor.r3BoAcrBaHapxhBHo|o I "

nprl, |ctaHlruplHJiiutillA!J'q i

i yrlpatsJIcHr{ccK}lx

I llorcYNteH'foe-i^
L TIOCOOCH HCIIOJIb3OtsA'I'b

I lx:x,ilil;;i0praHHrd''I4'I1

l nonr*u.r npaBoBoe perynr.rpoBunr. | 1:t:yY:ttuoSopora,I - IllDatsoBvl0 Ji.lutil'r'\
Bsrcoxrzii ypoBeHb I 

oruoueHui,t. opraHnsaUurc pa6oru c I -'-;""''" --"t' ' -
I lor<yueu'r'aMH, soAepr(auluMr.i L 

noltf"1ltntl'i.-jlbHoH

I *r-ninn.^.rrr.'tr\/rn rr r-rr.r'ro^,,r^n..ox"., I uHQopMatlHH t4

lyrrut!uxarlun n
Aenorrpor.r3BoAcTBa H apxhBHOIO 

I

AeJra I craHAap'fH3aUfiH

I yrrpas:reuqccKux

KoMMeplrccKyro H c.rryx<e6Hyro'rai.rHy --']":".- 
-.1:l'

" o'tBct'o't'ucHi,toc't'b 3a

i nerrpiltso\,{epgs1s,'1s11s'r'unli'1 g cl.r.ttott_tcHr.itt .;.l.oti

- 
] ] unQglyarritr

KolrlleleHulrs OK-ll - oco:Haer cyulHocl'b r{ 3HaqeHux uHrfopvarrnH B pa3Bu'r'Hrl
coBpeM eHHoro o6uec'f Ba, BraAee'f ocH oBHbrM H MeroAalru, cloco6 aMV vr cpej{c l'tsaM Ll

; r!qr)..r9!IlL xp4!9!IL gep9pq6o'rxn rzHtf opuaqrzr.r

3sasne noslruii o llenotrpou3Bollcrtse

3Hau ne,r,oKyMeHloB, pcr)raN{cH'rH pyrourHx pa6ory c Bonpocsr K rrpaK l'nLrccKr4i\,1

loK),MeH raN{H

VveHr.rc coc't'aBuTb H H'fb ocHoBHbre tsHnbt ,iloK
Koiurre'lerruufl OK-12 - o6:rarac'r'HaBbrKaN{H pa6o'mr c KoMrrbro.r.epoM KaK cpercfBoN{
\ npaBJrcH hr HHq)opMaunefr
!I

Bolpocu K IrpaK'r'r4rrcrnr" 
I

3aft''f t4'lN{

Ilottpocr,r rr

3ar Ifl't'h 
' 

r\r

IIpaK l H LtCcKhM

I IoHnlrac'r' 3HaqeHHe npaBoBbrx
HOpMal'r.l BHbrx AoKyMeHTOB jurrr
:rt|Qex'r'a sHoro yr rpaBJreH Hrr

opr-au H:aqueii

VveH ric ot].lopHl,rl'rt peKBr.t3Hrbr, 'c'faHo BJreHHbre Bonoocr,t r AK'IHqCCKHM



KonrlleleHulrfl OK-13 - 3Hae'f ocHoBHbre Nre'rol{br. cuoco6sr H cperc'r'Ba rrojrylreHhl, xpaHeHHr,
lrepepa6orxu nutlopr'latlut4, HcnoJlb3oBaHhe.qnfi pettleHr{l KoMMyHHKa'fHaHbtx 3ajr.art

coupcMeHHbtx rexltHtlecKrlX cpel1c'fB n r.rHtfoprvrauHoHHbrx l'exHoJtofrlli c r..rcrro.trs3oBaHHeM
'rpajlnIlHoHHblx HocHTe.Jtet"t HHtfopMaUHH , pacilpeAerreHHbrx 6iu :nasnr"r. a TaKXe nHcltopN,raqueit
ts I'JIOOAJ'IbHbIX KOMIIbIO bIX CCT'IX

Bonpocrr K rrpaK'furrccKHM

3AH'i'f H'IM

Borrpocsr K rrpaK fHqecKr.lN,{

3aH'I'f Ht{N{

C rroco6eH pa:pa6ol'a rb H oMeH KJralypy ilen. oplaH H30uarb
lKc r r cplH3y uelr noc'f H jloliyN,t eH'fou, pa:pa6o.fa.tb ilpH HuHn br H

Kp14'r'epHL{ IIeHHOCTH lloKyMeH'foB
Konrrc'reHuus OK-16 - vMee'f hcnoJtb3oBa'fb HopM a'rnBH bre rr paBonbre iIoKyMeHt'sl s csoeli
lle'l'fejl br"roc'f H

,qoKyM eHrHpoBaHr.re H opraHtd3arlHro
Hcr lo. l b'loBaH HcM u utl.ropnaunoH Hbrx

'ICXHOJIOIHH

3 saH ne HopN{a'f H BH brx aKr oB. perJraMeH'l'Hpyrorllrl x

!'ll paBj leH LrccKJlqAer'fei rbH oc't't>
'JrruHr.rc ranro** rinunu.rr,a-lbHblx aKloB, c tlaH.raprou H

0o-rac'l'H IeJr0npoH3Bo.tlcl'Ba. lrpHHuLiltbt H MeroAbl
\ HHqJHKaUHH H C tAHIapTH3aULrh ynpaBleHLrecKr4x jloK MCH'fOts

LrrocooeH HclroJrb3oBaTb lrpHHuHnbr opfaHH3auHH
tuo H tlr n,1cH uH ilrr bHo ro AoKVN{ eHroo6opola, r rpaBoByro 3au_lHry

nonQH:lcHunarrsHoi.r nu$opvauur.r H orBe'fo'rBeHHoc'fF, 3a

I llq t'p4lqvlptt e aeilcl'u H rt B olH o tlr eH n H :'rofi nu(r opu aqH H

5.3 Knlrre nn ouelrKu 3aqeTa
Oucura

3AFI'I'III'IM

I'ec'loslre 3araHLrH

Borrpocur x
3aHtt'l H'M

HqECKHM

K ilpaKl'H LIeCKHM

K llpaK'fHLtecKHM

Bonpocsr
3aH gl-H fl Nr

Borrpocr,r
3aH''l'il'I\4

Bonpocsr K rrpaK'fr.rLrccKH\{

3aH'I fl4'IN{

KDlrl'e Dlnr
Ctr c'lelra'l'u3upoIlaHHuc, r'"rry6oxlte lt uo,rr n brt: 3traIt utr
uo BceM pa3lleJraM y.re6Hoii rrpolpaMN{br.
'f o.rgoe ucIroJIb30Bauue
AHCUHNJIHHC.

fepNlHlroJro|Hr.r

Y:rreunc BJralle'r'b ocHoBHbrMr..r N{e'foraMH- crroco6ar'ru n

cpcAorBaMH rroJryllelir4rr, xpaHeHHl. rrcpepa6o rrcr

unt!opnrartuH. lloHnvac'f 'fexr{oJrol'Hto H ollfaHH3arr.Hro
pa6o'r'br c iloKyMeH'ra\4 u

((3AqI'eHO)) 100-51

50-0

3narlre HopMa'ruBFrr,rx aK'foB, per

yl r paBneH qecKyro IesTeJr bHocrb.
3nalrue ocHoBHbrx 3aKoHo/la'feJrbHbrx aK roB. c'faH;'tilp'r-oB
s o6:rac'ltt AenonpoH3Bollc'f Ba. npHHrlHlrbr H Me ro.rlbr

yHr.rtfnxauuu H c'raHrap-r'h3arlHH yrrpaB.reHqccKnx

I{OKyMeH'fOB

Helloclaloquo lltxlrlr,rii o6'selr 3HaHHI"t B paNrKlr\

o6paroaa'leJr bHoro c'r'aHAap'f a.

Ileuotnrnauuc rexHo.llofnro H oplaHHlaquro pa6o'r'sr c

irloKyMeH'faMH
Hc:uauue HopMalHBHbix aKfoB. per-JraMcH'rHpYrorrtHX

f 14pyroulHX

I

C r r oco6eH rr poaH aJr H3 Hpoua'f b ct'pyKTypy AoKyM e HToo6opora

LlrocooeH pefHcl'pHpoBa'l b H ocyulecl B.rrs'r-b KoH'f po,rr b

IIC I I OjI HCH H CN,I,IIOKVN4CHI'OB H IIODVLICH HU

((Ite 3aq't'clIo)>

L 
j/r r paBne H.lec[ylqlgrl'l'eJ r bH oc-r'b



6 METOAUqECKI4E PEKOMEHAAUT4T4 IIO OpfAHr{3ArIItt[ r4
BbIIIOIHEHI4IO CAMOCTOqTETbHOIT PAEOTbI CTTUEHTOB IIO
vqEFHolZ tucuunruHE

Cavocros'rerlbHaq pa6o'ra c'fyAeHroB (CPC) Ha[paBJreHa Ha 3aKperrjreHHe n yr':ry6:reHue
octsoeHllt yve6Horo Marepna-rla, pa3BHTr.re lrpaKTnlrecKux yvennii. CPC BKr,.rroqael cJrcrrlvroruHe
nHilbr caMoc'forl'eJtbHoii pa6olsr c ly/leH t'oB:

- tsbltorHeH He'l'ec'l'oBbrx :ai1au uii;
- H3yLre HHe HOpN,lafHBHbtx IoKyMcHl.OB;
- rrollfoToBKa K fecTHpoBaHHlo;
- ro-tlo ftltsxa pe (le pa rou:
- pa6o'r'a co clrpaBolruoft lr.r'repalypoii .

IlepeueHs KoHlpoJIbHbIX tsoilpocoB H 3a/laHuit nJtst caMoc'forrre.lrssofi paSo'r'sr c'rylleH'roB
rrpHBe,lleH ts rrpHJroxeHuv 11 xpaHH'rcrr Ha xa4;egpc..

7 yLrEEHO-METOAUTIECKOE Vl
OFECIIE TIEHI4E Y tI EEHOfr IU CUUITIIHbI

T4HOOPMAIIT,TOHHOE

r llgnonpoH3BoAcrBo (AoKyMeHt'auHoHHoe

] o6ecncueHHe ynpaBjreuHir): yue6. noco6rze /
M. 14. EacaKoe. - PocroB H/[ : OeHuxc,

, 2001. - 480 c.

Iiapaaeu 3.A. floxy\reH roBe/leHHe : yue6uux
:rJrr ny3oB / 3. A. IJap:raeu, B. E.

l-putp

[onyureno YMO rro

o6pa:ouaunro s oSlac'r'r.r

Maunc-repcruolr o6urero u
npo$eccno HaJrbHol'o

o6pa:osaung Poccuiicxoii
@e/lepauuu

I{o..rrHqec'f go

) Ii3C \l l ri rr p0lJ

l{pusucHno. - M. : Axaleuun, 2008. - 304 c. I.IC'f Op r..r KO-apx H Bo BeneH H t
ItnpcaHona M.B. l{r.pc AexoltpoH3BoncrBa: PexoN{eHroeaHo
iloKyMeH'rauHoHHoe o6ecncqeH ne

)JlrpaBireHHl: yue6. rroco6ne. .,1:ru

l). liupcauoea. - 6-e H3.,t., Hcrrp. H

ny:oB /
AOTI . -

/T

l4u$pa-M, 2010. - 361 c.

l{1'lprxo na l-.A. Norryve H'rauhrr r ro nhqHoMy
coc'raBv: KoMNreH'fapuH, rrpaK'fnna / l-.A.

I!.tp$q!g, MH.,_l,l4c'!p.?0 l!.: 1 
08 c.

I lcutcpcxarr H.H. llpanu.;rr,Ho o4opnrruet
lloKyMeH'rbr Ha KoN{lbtol'epe. I{unra +CD c
rua6:iosauu u o6pa:qavlr lHrroBbrx
;lol(yN{eHToe / H.H. lleutcpcxa', H.B.
I{o'-lJroe. - CIl6.: Havxa n 'fexHHKa, 2007.
221 c.

IloxHuxosa H.M. llpax'r'uxynr ro rrpej{Me.ry
"floxyHleu'r'br, Koppccl roHllcHrlHs h

:leJrorrpon3BolqclBo" : yue6. rroco6ne 4ll
rua.r. npoQ. o6patouaHnr / H. M.
llorrHuxoea. - M. : AxaAeNrHrr. 2008. - 192 c.

/{onyureuo
coBe'foM rro

o6pa:oaaHnro

3KC rrep'r'.

npor|.

I)ur6axoe A.E. KalpoBoe AeJrorrpoH3BoAcrBo:



o6pa:r1rr AoKvMeH roB KoMMeH'f apun I A.E.
PrrSaxoe. - Mrr.: I1potfurpyrr,2008. -271 c.
(Ilpn:ro;neHlr e K )r(ypH it'ry <O'lle.t r Ka.llpoB. -

@rrropa.'fpyxauoeuq II.B. Cnpaso.rHr.rr< r ro

KaApoBoMy renor rpoH3BoAcrBy. O6par:11sr u

Qopl,mr AoKyMeH'foB c KoMMeH'r'apnluH. Ha
ocHoBc Hosoti peliaKrluH Tpyaouolo KoAeKca

fpr0 I{oilhqec'r'so
lK3eMrrJrrrpoB

I{oplralunntrii crrpatsoLtHHr( pyKOnoArrrerr
uy:a. l{u. 2. - 2-e il3jl. Hcnp. H 1orr. - M.:

BaHhe B AoK).MeH'r'ax, 2008. - 148 c.
LlrpaBoLrHHK nO KaApaNr

o6pa:loea'rerbHbrx ylrpexiteHHii. I{u.
otsaH ue u !oxvr,rcH rax, l00tl.

7.3 llepeqeub pecypcoB ceru I{urepuer ro r.l3yrraeMoii Aucur{rr,rnrre
t http://doc-style.ru/ - C'rn,rr AoKyMeH'ra. HopuarueHas 6a:a JlenonpoHlBo,ilc'r'Ba
2 http://www.edou.ru/enc/docs/ - IleH'rp KoMrrereHrlLlA tro BorrpocaM jror(yN{eH'rauHoH-

Horo cl6ectteLIeHHtt yItpaBJIeHHt{ H apxHBHoro AeJra. 3sqvxloneAr.rr 4enoilpol.r3BoltcrBa
3 http://wwu'.bizncshaus.ru/delo_d.html http:// - I{aapoesre Bonpocbr. Hopua'r'uuHsre

lloKyMeH'f br I]o ilenoilpoH3BOllC'f By
4 littp://ecn'r-j oLrrnal. ru/docs/Obzor-normativno-pravovo.ij -baz),-deloproizvodstva-

Poslednie-i-ozhidaernye-izmenenija.aspx - ECM-Jornal.ru. Baxrnoe o6 ::rex'rpouHorr
i{oKvNleH'foo5opo'r'e H yrrpaBneHHH B3aHMoAefic'r.nnev

5 http://bibliotekar.rLr/deloproizvodstvo- 1/l7.htm - flerorpor.r3eoiic lBo. OpraHu:aqur
H TexHoj rotu H .x,oKyN,reH-rar lH o HHolo o6ecI re.reH Ht yI rpaBleH Hrr

6 http://www.cJelcornp.ru/O10_1.html - fle,rorrpoH3Bor{o.t.Bo Ha KoMrrbror.ep.
VuHQuraqutt rloKyN,teHTorr, HcroJrb3yeN,{brx e cr}epe renonpoH3Boilc'fBa llepeueHs lrpaBoBbrx.
Ilop\ritfHBHbrx H llpvfHX itoKyMeH'roB tro orf oprrl".reHuro o6ureii pa6oveii jloKyN,relll.arrL4v L4

plr,5tl r c .tc,rurIpoH JB(.).tc IrjetrHbrx c.r1 )t6
7 btp:/irusarchives - Apxusuoe 3aKorroAa'reJrbc'r'Bo. 3arousr H HHbre

HOpi\{ aTr.iBH bre r rpaBoBble irKl'br

7.4 flepeqeHF' ttarr'IflAIrblx u Apyrlrx rtoco6ufi, MeroAr.rqecKsx
peKoMellAaUlrfr tlo ilpoBeAelrHro yqe6ltbrx :arrlrlrfi, a -raKlxe MeroAHrtecKgx
MaTepI'IaJ'IoB I( llcIIoJIb3yeMbIM B yqeOIIoM rrpoUecce TexItuqecKllM cpeAcTBaM

7 .4.1 MeroAu qecKue yrca3a H r.rq
I /I'onxeuxo f.U. ,{e.;tottpor.r':BollcfBo, AeJrorrpou3tsoAcrBo H AeJroBarr KoppcclroHleHrlhu.

Me follt{qecxhe yKa3aHHl Iro rrpoBeileHuro rrpaK'fhqccKrlx :ans lNil Alr c lyAcH'foB

AJI'I
I l\,,tL, - \vL..

136 c.

Hopva'ruuHrri crrpaBoLtHHK pyxoBoAH.reJrt
By3a. KH. l.-2-e u't1,. Hcnp. H lloil. - M.:

oFlaHHe B .toK) McH'r'ax, 2008. - 228 c.



creuHaJlbHocrI'I 1-2602 03 < Mapi<ertiHr)), l-25 01 04 <QraHancbl H KpcAh'r'>. MorHlee: 2010. -
47 c.(30 :x:.)

2!ouxeHrco I-.B. f{e,roupou:lBoAclBo. MeloAuqecrcae yKaJaHr.rr lro rrpoBeAeHr.rro
IIpaK'rHLIecKLtx 3aHqrr4ii AJrrr c'fyAeH-foB crrer_luarrbHoc-rH l-?6 ()2 03 <Mapxet.hHr)). Mor.llJres:
201 1. - 32 c. (30 :x:.).

3louNeHxo f.B. le:ronpon:BoAcrBo H yrrpaBneHLre nepcoHarroM. Me'r'o/1nqecxue
yKa3aHI'lt l( IIpaKTI'lqeCKhNI 3aHtl'fHIIN{;'I,[JI c]'yAeH'l'oB CIleUHillbHocl'n 1-27 0l 01 <SxOHoMHKa H

opfaHH3aqlr{ npon3Bojlc'rBa). MorH"rree: 2014. - 45 c. (66 or:.).

7 .4.2 fllaralur, MyrTbruMeAufr Hbre rrpe3errrauuH
My:ru'ru ve4uiiu uc rpe3cHrarIHH
Tcna '1. OcHoeustc yupatsJIcHqecKHe roKyMeH'rbr: cocratsJreHHe u oQopv.rrcHHe.
Telra 5. Oplauu;aqnr /loKyNten'roo6opola. 'fexun.rccKoe o6ecrreqcHne pa6o.r'sr c

yl rpaBileH LlecKu Mrrr AoKyMeH'faNl Ll.


