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1. TACHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JITUCHUTLIAHBI

OIl1.13 lokyMeHTallMOHHOE O0ecrieYeHHne YpaBjIeHus

1.1. O6nacTh npuMeHeHus1 padoyeil IPOrpaMMbl:

Pabouast mporpamma y4eOHON AMCIMUIUIMHBI SBISETCS YacThblO OCHOBHOM
npodeccruonanbHol 00pazoBarenbHOM porpammsel B cootBeTcTBUU ¢ GI'OC CITO
no crnenuanbHocTH 40.02.01 [IpaBo M opranuzaius COUMAIBHOTO OOecIedYeHus,
(mpuka3 MuHHCTEpcTBa oOpa3oBaHus W Hayku Poccuiickoit depeparuu oT
12.05.2014 No 508, 3apeructpupoBaHHOr0 MwuHUCTEPCTBOM OcTuliun Poccum
29.07.2014 Ne 33324), Bxomsgmieili B COCTaB  yKPYNHEHHOW  TPYIIIbI
cnenuanbHocteit 40.00.00 FOpucnpyaenius, 6a3oBas MoJaroToBKa.

1.2. Mecro y4yeOHOWl [AUCUMIVIMHBI B CTPYKTYpe OCHOBHOM
npogeccnoHaIbLHON 00pPa30BaTEJIbHON MPOTPAMMBI:

PaGouast mporpamma mo yue6Ho# aucrumuimHe OI1.13 JlokyMeHTanmnoHHOE
o0ecrieueHre YHOpaBJICHUS SBISETCS 4YacTbi0 NPO(ECCHOHATBHOTO Y4YEOHOIO
UKJa, oouenpodeccuoHanbHas AUCIUILINHA.

1.3. Heam wu 3agaym y4yeOHOH JUCUMILUIMHBI — TpPeOOBAHUA K
pe3yJibTaTaM OCBOEHMS Y4eOHOM JUCIUIIUHBI:

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yYarOITUNCS I0HKEH YMETh !

— oopMIsATE  OpraHMU3AIMOHHO-PACHOPSIUTEIbHBIE  JOKYMEHTHI B
cooTBeTcTBHH C nencTByromumM ['OCTom;

— OCYHICCTBIISITH O0pabOTKY BXOMSIIMX, BHYTPCHHHX W HCXOMSIINAX
JIOKyMEHTOB, KOHTPOJIb 32 UX UCTIOJTHCHUEM;

— o(opMIIATH TOKYMEHTHI JIJIs TIepeIaur B apXUB OpraHU3allnu;

— oghopmaams 0CHOBHbIE OOKYMEHMbL NO MPYOOEbIM OMHOULEHUSIM,

— COCMasiams MeKcmvl CAYHCEOHbIX NUceM OCHOBHBIX U008 (RUCbMa-
3anpocel;, NUCbMA-OMEembyl, NUCbMA-MPeO08AHUS, NUCbMA-NPUSTAUEHUS, NUCLMA-
brazooaprocmu);

— npuHuMams,  nepeoasamv  OOKYMEHMbl ¢  NOMOWDBIO  CUCEM
aeKkmpoHHo20 dokymenmoobopoma (CI/), sanexmponnoit noumsl, paxcumuibHoU
CBA3U,

— gecmu pe2ucmpayuoHHvle U KOHMpoibHble Kapmomeku ¢ nomoupvio CIO/J,

— gecmu pabomy c Oelicmsyrowumu Ilepeunamu 0OKyMeHmMo8 co cpokamu
XpaHeHus npu cOCMasieHuy HOMEeHKIAmypol 0el;

— ocywecmensimes mexyujee XpaHeHue 00KyMeHmo8 8 no0pa30eeHuu.

B pesynbpraTe OCBOCHHS Y4EOHOM IUCHUIUIMHBI OOYYarOUTUNCS HOJIKEH
3HATh:
— TOHSTHE JOKYMEHTa, €ro CBOMCTBA, CIIOCOOBI TOKYMEHTHUPOBAHUS;
— nOpaBuia COCTaBJICHUS u oopMIeHHUs OpraHu3aluOHHO-
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pacropsiAuTEIbHbBIX T0KYMEHTOB (nasee - OPJI);

— CHCTEMY W THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOCCTICUCHMUSI
ynpasienus (naiee - 10Y);

— 0COOCHHOCTH  JEeJONPOM3BOACTBA IO OOpalleHUusIM TpaxIaH U
KOH(HICHIIMATEHOTO JCIOMPOU3BOICTBA,;

— coepemeHnyro HopmamusHyto 6azy [0V

—  nNpuHyunsl  YHUuUKayuu U CMAHOAPMU3AYUU  YNPABIeHYeCcKOU
OoKyMeHmayuu,

—  KIaccuguxkayuro 0OKyMeHmos, 8 m.u. YynpasieHuecKux,

—  peKksusumsl, npudaowue puUouLecKyro Cuiy 00KyMeHmy,

— 0bwue ceedeHus 0 OOKYMEeHmMayuu no JIUyHOMy cOCmasy,

— amuKem 6 0el0801 nepenucke,

— 0cobernHoCmU 0QOpMIIeHUS OOKYMEHMO8, NepeddsaemvlX 31eKmpOoHHOU
noumotu,

—  opmul opeanuzayuu cuyxcool JJOY, eé cmpykmypy, ¢pynxyuu;

— pabomy ucnonHumenetl ¢ 0OKYMeHmamu,

— opeanuzayuro pabomvl NO OCYWECMBIEHUIO JUYHO20 NPUemMda paircoaH
PYKOBOOUmenem opeaHu3ayuu,

—  npoyedypy npoedeHuUs IKCNEPMU3bl YeHHOCMU OOKYMEHMOS,

—  opeanuzayuro pabomsi IKCNEPMHOU KOMUCCUU OPSAHUZAYUU,

—  OpeaHu3ayuio pabomsl apxuea YupexncoeHus, OCHOBHble MpedO8aHUs K
HOMEeWeHUsAM U YCILOBUAM XPAHEHUsL OOKYMEHMO8.

B pesynbraTe ocBoeHHsI yueOHOW MUCHMIUIMHBI OOYYArOIIUKUCS JOCTHTHET
CIEIYIOIINX JUYHOCTHBIX Pe3yJibTAaTOB

JINYHOCTHBIE pPe3yJIbTaThbl
peaaun3anvm nporpaMmbl BOCIIUTAHUA,
ONpEeacJCHHBIC OTPACJIEBLIMUT TpeﬁDBaHl/IHMI/I K A€¢JJOBBIM KaYeCTBaAaM JIMYHOCTH

JleMOHCTpHUpPYIOIINIA TOTOBHOCTh M CHOCOOHOCTH BECTH C JPYTUMHU JTIOJAbMU,
JocTUraTh B HEM B3aMMOIOHUMAHHS, HAXOJWTh OOIIHMe INeIu u JIP 13
COTPYIHUYATH JUISl UX JTOCTHKEHUS B TPO(EeCCHOHATLHOM e TEIbHOCTH

[TposiBnsitomniA CO3HATENHPHOE OTHOIIEHNWE K HEMPEPHIBHOMY OOpa30BaHUIO

KaKk yCJIOBHUIO  YCIEUIHOH mpodeccHoHanbHOM W OOIIECTBEHHOM JIP 14
JeSITeITHHOCTH

[TposiBnsitoluii  rpa’kJaHCKOE  OTHOLIEHHE K  MpodeccroHalbHOM
NEeSITeIbHOCTH Kak K BO3MOXHOCTH JIMYHOTO YYacTUS B pEIICHUH JIP 15

00IIIeCTBEHHBIX, TOCYIAPCTBEHHBIX, OOIICHAITMOHAIBHBIX MPOOJIEM

JIMYHOCTHBIE Pe3yJIbTAThI
peaau3anuy NporpaMMsbl BOCIMTAHUS,
onpeaejseHHble cyobekToM Poccuiickoit @enepauun

[Tpu3HaroIMii IEHHOCTh HEMPEPHIBHOI'O 00Pa30BaHMsl, OPUEHTUPYIOIIUNACS
B U3MEHSIOIIEMCS PbIHKE TpYyZa, n30eraromuii 6e3paboTHIIbI; YITPaBISIFOIINMA
COOCTBEHHBIM MPO(ECCHOHATEHBIM PAa3BUTHEM; PE(IIEKCUBHO JIP-KK 1
OLIEHUBAIOIINN COOCTBEHHBIN )KU3HEHHBIN OIBIT, KPUTEPUH JIMUHOM
YCIIEITHOCTH.




OKOHOMHUYECKH aKTUBHBIN, IPEANPUUMYMBBINA, TOTOBBIN K CAMO3aHITOCTH JIP-KK 2

JInyHOCTHBIE Pe3yJIbTAThI
peaju3anuu NporpaMMbl BOCIMTAHUS,
omnpeaeieHHbIe Cy0ObeKTaMHu 00pa30BaTeILHOIO Mpolecca

AJIEKBaTHO OLICHUBAIOLIUN CBOM CIIOCOOHOCTH M BO3MOXKHOCTH,

. JIP- COII -3
OTBETCTBEHHO OTHOCSIUNACS K MPOLECCY O0YyUEHHUSI U €T0 pe3yIbTaTaM

1.4. KosimyecTBO 4acoB Ha OCBOeHHE paldoyeil MpPorpaMmbl y4yeOHOM
TUCHUIITHHBI:

MaKCUMaJbHOW yueOHOI Harpy3ku obydaromerocs — 102 gaca,

u3 HuxX eapuamusHulx 38 yacos;

B TOM YHCIJIE:

00s3aTeNbHON ayAUTOPHON yueOHOM Harpy3ku oOyyvaronierocs — 16 yacos;

CaMOCTOSTEIIbHON paboThl 0OyJaromerocs — 86 4acos.

[IpomexxyTouHas arrectanus B popMme oughghepenyuposannozo 3auema.




2. CTPYKTYPA Y COAEP)KAHUE YYEFHOM JUCIUILIAHBI

2.1. O0bem yueOHOV JUCHUILINHBI U BHAbI Y4e0HOI padoThl

Bun yueonoii padoTsl O6bem yacoB
MaxkcumanbHasi ydeOHAs HAarpy3Ka (Bcero) 102
Oobs13aTesibHaAs ayIMTOPHAs YUeOHasi HArpy3Ka (Bcero) 16
B TOM YHCIIE:
[IPAKTHYECKUE 3aHATHS 6
CamocTosiTesibHas padoTa o0yualonierocs (Bcero) 86

ITpomexyTounas arrectauus B Gopme nuddepeHInpoBaHHOIO 3a4eTa




TemaTtuueckuii mian yueonoi gucunmimubl OIL13 JlokyMeHTaMOHHOE 00ecniedeHne ypaBJeHust

Bce Tembl kypca n3yyarorcsi B popMe mpakTHUECKOM MOATOTOBKH

Make. KosmuecTBO ayIMTOPHBIX YaCOB
Camocr. YAHTOP
yueo.
padora
HaumeHoBaHue pa3esioB U TeM HArpy3ka TeopeTny. NpaKkTHy.
CTyAeHTAa | BCero
CTyJdeHTa o0yueHHe 3aHATHSA
(uac)

(4ac)
Pasnen 1. lokymeHTHpOBanue 46 40 6 4 2
Tewma 1.1. JlokyMeHTanoHHOE 00O€ecrieueHre ypaBJICHHs: BBEICHUE B IUCIUILINHY. 12 10 2 2 -
ITonsiTHe TOKyMeHTa.
Tewma 1.2. IlpaBuina cocraBicHusI 1 0GOPMIICHHS OpPraHU3aMOHHO- 20 18 2 - 2
pacnopsauTenbHblid JokymeHToB (OP]I).
Tewma 1.3. JlenoBast nepenucka kak pasHoBUAHOCTE OPJl. OcHOBHBIE BUIBI U 14 12 2 2 -
npaBmiia 0OPMIICHHUS.
Pa3nes 2. Opranusanus padoThl ¢ JOKYMeHTAMH %4 46 8 4 4
Tema 2.1. Texnonoruu JI0Y. JlokymMeHTOOO0POT M (JOPMBI €r0 OpraHU3aIHH. 20 18 2 - 2
Tema 2.2. Oco6EHHOCTH I€TONPOU3BO/ICTBA 110 0OpaIlleHUsIM IpaxiaH 6 4 2 2 -
Tewma 2.3. OcobeHHOCTH KOH(DUICHIIMAILHOTO JISITOMPOU3BOJICTBA 4 4 - - -
Tema 2.4. Texnonoruu JIOY B npoueccax ynopsii04eHus, CHCTEMaTU3alUuN U 24 20 4 2 2
OpraHu3aIK XPaHEHHS JOKYMEHTOB.
JuddepenurpoBaHHbIii 3a4eT 2 - 2 2 -
Bcero mo nucuuniune 102 86 16 10 6




2.2. TemaTuyeckuii miaH u ccoaepxxanue yaeoHoii nucunminnbl OI1.13 JlokymeHTanMOHHOE 00ecieyeHue yIpaBJieHus

HaumeHoBaHue Coaeprxanue yueOHOro MaTepuasa, JJabopaTopHblie M NPAKTHYECKHE 3aHATHS, O0bem | YpoBeHb
pa3iesioB U TeM CcaMoOCTOsITe/IbHAs padoTa 00y4amuxcs, KypcoBasi pabora (IIpoeKT) 4acoB | OCBOEHHUS
1 2 3 4
Pasznen 1. JlokyMeHTHpPOBaHMeE 46
Tema 1.1. Conep:xanue yueOHOro MaTepuasa: 12
HOKg&iﬁ:iﬁ:gzﬂoe 1 | Cucrema q0KyMeHTALHOHHOTO obOecneveHusi ynpasieHusi (JOY). OcHOBHBIE MOHATHSA, 2 1
yHpaBJIeHHUs: nemu u 3amaun JAOY. Cospemennas nopmamusnas 6aza: I'ocyoapcmeennas cucmema
BBeJIeHHE B OoKyMenmayuonno2o obecnevenus ynpaenenus (I'C JJOY), Hayuounanvhvie cmanoapmol
MCHHMILTHAY. Poccuiickoii @edepayuu 6 obracmu 0enonpou3so0cmad.
CamocTosTenbHas pabota o0ydaroumxcs 10
Cucremsbl /IOY: ¢pyHKuHOHAIBbHBIC, OTPAC/IeBble, YHH()MIMPOBAHHBbIE CHCTEMbl YIIPABJICHUS
AOKYMeHTaMHu. [Ipunyunsl yHugukayus u cmanoapmu3ayus ynpasieH4eckol 00OKyMeHmayuu.
ITonsiTHe JOKYMeHTa, ero cBOMCTBA, CIIOCO0BI IOKYMEHTHPOBAHUS.
Knaccugpurayus 0okymenmos, 6 m.u. ynpagieHuecKkux.
N3yuuth comepkanue HopMaTuBHBIX JoKyMeHTOB: ['C JIOY u HanMoHaNbHBIX CTaHAAPTOB B cdepe
JOY, B T.4. ¢ HCHOJIB30BaHUEM 3JIEKTPOHHOM HH(OPMALMOHHO-CIPABOYHON CHCTEMBbI
«Koncynprantllmtoc». Beimmucats us 'OCT P 7.0.8-2013 B Terpaab cCTaHIapTHU3UPOBAHHBIC
TEPMUHBl i OCHOBHBIX moHsATHH JOY. B mempaou nanucame npumepsbi OOKYMEHMOS,
KAACCUDUYUPOBAHHBIX NO XAPAKMeEpPY 3HAKOBLIX Cpeocmeé guxcayuu;, no KaHaiy GOCHPUSMUSL
ungopmayuu; no cnocody OOKYMEHMUPOBAHUS, NpUMepbl KIACCUDUKAYUU YNPABIEHUECKUX
OOKYMEHMO8.
Tema 1.2. Coaeprxanue yueOHOro MmaTepuaJa: 20
Mpasunaa IIpakTnyeckue 3aHATHA 10 OTPadoTke yMeHMH  o(QOpMIEHHS  OpPraHU3alMOHHO-
COCTABJICHUS U pacropsaUTENbHBIX JOKYMEHTOB B COOTBETCTBUU ¢ JAeiicTByronmM ['OCTom
O(opMIIeHIs I3 Ne 1 Odopmienue OpraHM3alHOHHO-PACTIOPAIMTENbHBIX JOKYMEHTOB Ha OCHOBAHUM 2
OpPraHu3alMOHHO- .
PACHOPSUIHTETbHBIX neiicrBylommux I'OCToB (mpuka3, MpOTOKOJ, aKT HAa OYMaXHBIX M AJIEKTPOHHBIX HOCHTEINSX).
Ogopmnenue 0CHOBHBIX OOKYMEHMO8 N0 MPYOOSbIM OMHOULEHUM.
aoxkymeHToB (OP/I).
CamocrosTenbHas paboTa 00yJaronmxcs 18




IIpaBuia cocraBjeHuss U 0GOpPMJIEHHSI OCHOBHBIX PEKBH3UTOB OPraHU3alMOHHO-
pacnopsiiuTebHbIX 10KyMeHTOB (OP/I).

Hammonaneueiii crangapt 'OCT P 7.0.97-2016 — TpeGoBaHus K OQOPMICHHIO TOKYMEHTOB.
Ob6nacte npumeHenus. Ilepeuenb pexBu3uTOB. OcoOeHHOCTH O(GOPMIIEHHUS PEKBU3UTOB. Bubl
OJIaHKOB JOKYMEHTOB, X 0(OpMIICHHE.

IIpaBuJia cocraBijieHHs1 M 0()OPMJICHHS OPraHN3ALMOHHO-PACIIOPSAIUTEIbHBIX JOKYMEHTOB.
Opranu3anroHHO-pacOPAIUTEIbHbIE, WH(POPMALMOHHO-CIIPABOYHbIE JOKYMEHTHl. (OCHOBHBIE
Buasl OPJl (mpuka3, pacnopsbkeHue, HPOTOKOJI, BBINKMCKA W3 IMPOTOKOJIA, aKT): IpaBWiIa HUX
COCTaBIICHUS. Pexsusumol, npuoarowue 0puouveckyio cumy 0okymenmy. Tunuunvie owudKu npu
ogopmnenuu 0oKymMenmos.

IIpaBuaa cocraBaenus u opopmiieHuss OP/ no Tpy10BbIM OTHOLLICHUSIM.

YHuduuupoBaHusie (popMbl IPUKA30B 110 JUYHOMY cocTaBy. OQopmiieHHe BBIITUCOK U3 IPUKA30B,
KOMUM.

Obwue ceedenus 0 OOKyMenmayuu no JUYHOMY COCIMAgy: pe3lome, 3aa6leHue, XapaKmepucmuxa,
asmobuoepaghus, ankema, auynas xapmouka. Tpyoogou 002060p. 0oKymenmovl OJisi 0popmieHus,
cooepoicanue 0oz2oeopa. Tpyoosas kHudicKka: evbloaua, oghopmieHue, XxpaHeHue.

OtpaGorka ymeHHii 0QOpMJIEHUS OpPraHU3ALHOHHO-PACHOPSAAUTENbHBIX JIOKYMEHTOB B
cooTtBeTcTBUH ¢ AeiicTByromuM ['OCTom.

Odopmiaenue  OpraHM3allMOHHO-PACHOPSI/ANTEIbHBIX  JIOKYMEHTOB  Ha  OCHOBaHHWU
peiicrByromux I'OCToB (mpuka3, IpOTOKOJN, aKT HAa OYMaKHBIX M DJCKTPOHHBIX HOCHTEISIX).
Oghopmnenue oCHOBHBIX OOKYMEHMO8 NO MPYOOBbIM OMHOULEHUSIM.

Nzyuenne 'OCT P 7.0.97-2016. OdopmiieHre OBYX CXEM pacloyIOKEHUs] pEKBU3UTOB (YIJIOBOE U
[ICHTPUPOBAHHOE PACTIONIOKeHHEe pekBU3UTOB — pucyHku b1 u B2 x T'OCTy). KoHncnektupoBanue
uHpopmanuto u3 tekcra ['OCT P 7.0.97-2016, BeIOOpOYHO, O coOcTaBe MSATH PEKBU3UTOB
nokyMeHToB. CocTaBieHue 111a0JI0HOB OJIaHKOB JOKYMEHTOB (ITMChbMa, 00Iero, KOHKPETHOrO BHUJa
JIOKYMEHTA).

[MoaroroBka MmabJIOHOB —OPraHU3ANMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB (pacropsbkeHue,
BBIITMCKA U3 TIPOTOKOJIA, CIYy)KeOHas 3aI1CKa).

Cocmasnenue pesrome, aemoouoepaguu u wadbiona mpyoo8oco 002080pd.

Tema 1.3. [lesioBast
nepenuckKa Kak
pasHoBuaHocts OP/I.
OcHOBHBIE BHABI U
npaBuJja

Conep:xaHue y4eOHOT0 MaTepUAaJa:

14

1 | IlpaBuna cocTaBjeHuss W  o(opmjeHHs  CJIyKeOHOr0 NHCbMA, OKJIAJTHOIN,
00BACHUTEILHOIM, CJIY:KeOHOH 3aIIUCOK.

Bupabl cnyxeOHBIX (J€NOBBIX) IMHCEM, TMpaBHiIa HMX COCTaBICHUA. Omukem 6 0en06oil
nepenucke.
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opopMiIeHUH.

CamocrosTenbHas paboTa 00yJarommxcs

12

TpeboBanusi K cocTaBjeHNI0 U 0POPMJIEHHIO JIEKTPOHHBIX JOKYMEHTOB.

[IpaBuiia coctaBieHus 3JEKTPOHHBIX JOKYMEHTOB. Jcobennocmu ogopymneHus OOKYMeHmos,
nepeoasaemulx 2J1eKmpOHHOU NOYMOU.

OTtpab6oTka ymeHuii 0opopMIICHHS OpTraHU3aAIMOHHO-PACIIOPSTUTEIIBHBIX JOKYMEHTOB B
cootBeTcTBUU ¢ AercTByromuM ['OCTom.

Odopmienue ciay:keOHbIX muceM M3zyuenne Habopa OCHOBHBIX PEKBHU3UTOB U MPABHII UX
pacnonoxenusi. Cocmasnenue mexkcmos CiyiceOHbix nucem 0CHOBHbIX 8UO08 . NUCbMA-3aNPOChl,
NUCbMA-0MEembvl, NUCbMA-MPedo8anUsl, NUCLMA-NPULTAUUEHUS, NUCbMA-01A200aPHOCTU.
Od¢opmiienue 3,1eKTPOHHBIX NOKyMeHTOB (OP/l), ux nepenaya ¢ opopmiieHuem
CONPOBOAUTENbHBIX UceM. [Ipuem, nepedaua 0okymenmos ¢ nomowvio CI/, snekmponuou
noumal, akCumMuIbHOU CA3U.

CocTaBUTb CITy’K€OHOE NMChbMO-3aIIPOC U NUCHbMO-OTBET Ha HETO.

Paznes 2. Opranusanus padoTsl ¢ JOKyMeHTAMH

54

Tema 2.1.
Texnonoruu J10OY.
JIOKyMeHT0000pOT H
(¢popmsl ero
OpraHM3anuu.

Conep:xanue y4eOHOro MaTepuasa:

20

HpaKTI/I‘IECKI/Ie 3aHATUA 110 0Tpa60TKe HaBBIKOB OCYIICCTBIICHUA O6pa6OTKI/I BXOOAIIUX,
BHYTPCHHUX U UCXOOAIINX JOKYMCHTOB, KOHTPOJIb 34 UX UCIIOJITHCHUCM.

I13 Ne 2 O6padoTKa BXOASIIIMX U UCXOASAIIMX J0KYMeHTOB. Co31aHue U BelleHHe KapTOTeKH
KOHTPOJISl HCIIOJIHEHUS TOKYMEHTOB.

[IprucBoeHME pEerucTpallMOHHBIX HHIEKCOB U 3alI0JHEHNE perucTpanoHHbix Gopm. [loctanoBka
JOKYMEHTa Ha KOHTPOJIb. KOHTPOIIh 32 CpOKaMy MCTIOJIHEHHS U TIO CYIIECTBY BOTIPOCA.
OdopmiieHre 0OTMETKH 00 UCIIOTHEHUU TOKYMEHTa. Bedenue pecucmpayuoHHblX u KOHMPOIbHbIX
kapmomek ¢ nomouppro CI/].

CamocrosrenbHas paboTa 00y4aroIuXcs:

Texnonorns padorsl ¢ JOKyMeHTaMH, NOJJICKAIMMH KOHTPOJIIO McnoiHeHus. [TocraHoBka
JIOKYMEHTa Ha KOHTPOJIb. KOHTPOJIb MCIOIHEHHUS [T0 CPOKAM U T10 CYIIECTBY OCTAaBIECHHBIX
BonpocoB. CHATHE TOKYMEHTOB C KOHTpoJs. OTMETKa 0 KOHTpoJie. Paboma ucnonnumeneil ¢
doxymenmamu: oowee u ocobennoe. Cpoxu ucnoinenus, omuem 00 UCNOIHEeHUU.

Tunossie TexHonoruu [0Y. JlokyMeHTO0000pOT: TPAAMLMOHHBIEC GOPMBI.

JIOKyMEHTOOOOPOT ~OpraHM3alMu: TEPMHHBI, COJepXKaHue, (GOPMBI OpraHuzaluu. Popiubl
opzanuzayuu cuyxco JJOY, cmpykmypa, pynkyuu, kame2opuu nepcoHana, ux ¢)yHKyuoHal.
OCHOBHBIE TIOTOKM JIOKYMEHTOB. BXxopsmue, uCXOAsAlMe€ M BHYTPEHHHME JOKYMEHTHI. Mx

18
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XapaKTepUCTHKH: 0011Iee U 0OCOOCHHOE.

TexHosiorust padoThbl ¢ BXOASIIUMH TOKYMEHTAMHU.

[Topsimok MPOXOKICHUS M WCHOJIHEHUS MOCTYHAIOIIEH KOPPECHOHACHIMH. J[BMKEHHE BXOISIIMX
JOKYMEHTOB:  IMepBUYHas  00paboTka, MpeIBapUTENbHOE  PAacCMOTPEHHE,  pPEerucTpanus,
paccMOTpEHHE PYKOBOAMTEIEM, Ieperada Ha HCIOJHEHHUE, HCIIOJHEHUE, KOHTPOJb, CIHCAaHUE
nokymeHTta B jaeno. Iloctpoenue cmpaBouHoro ammapara ¢ nomoinbto COJI: 3amuch y4eTHBIX
JTaHHBIX O IOKyMEHTE (OCHOBHBIE PEKBH3UTHI, BHECCHHE JAHHBIX B PETUCTPALMOHHO-KOHTPOJIbHbBIE
(dbopMer: xxypHaibl, kKaproTeku, COJ1). Pe3omonns pykoBOAUTENS — YIIPaBICHIECKOE pelIeHHE.
TexHoJiorust padoThl ¢ UCXOASIIMMU U BHYTPEHHUMM JOKyMeHTaMu. [lopsaoK MOATOTOBKH,
OCOOCHHOCTH PErucTpalii, B TOM YHCIE C MOMOIIbI CHCTEM aBTOMATH3UPOBAHHON 00pabOTKH
JIOKYMEHTOB, OTIPABKH (151 UCXOJIALINX ), UCTIONHEHUS (111 BHYTPEHHUX ).

OTtpabdoTKa HABBIKOB OCYLIECTBICHHUS OOPAaOOTKM BXOSIIUX, BHYTPEHHUX M HCXOASIIUX
JIOKYMEHTOB, KOHTPOJIb 32 KX UCIIOTHEHHEM.

O0padoTKa BHYTPEHHHUX IOKYMEHTOB. KOHTPOJIb NX HCIOJIHEHH .

Peructpanusi, co3nanue v 3anoJHEHHE PETUCTPALUOHHBIX (OPM, KYPHAIIOB, B T.4. JIEKTPOHHBIX.

1. CocraBiieHue cxembl poLecca KOHTPOJIS HCIIOMHEHHS JOKYMEHTOB U TOPYYSHUN
PYKOBOJMTEIIEH, COCTABICHUE PETUCTPAITMOHHO-KOHTPOJIbHOU KapThl TokyMeHTa (PKK).

2. Cocmaenenue cxemvi cmpykmypul cayorcovl J[OY ¢ ykazanuem noopasoenenutl, 6x00auuil 6 ee
cocmas u ux YynKyuouana.

Tema 2.2. Coaeprxanue yyeOHOro MmarepuaJa:
HHOCTH =
Ocobernoc 1 | Pabora c oOpamenusivu rpa:kaan. ®enepanbusbiii 3aKoH oT 02.05.2006 Ne 59-D3 «O nopsiake
AeJI0TPOU3BO/ACTBA . .
110 0BPANICHHSM paccMoTpeHus oOpaiieHuit rpaxaad POy, DnekTpoHHbIe 00palieHus uepe3 CauThl
rpl; ANAH opranu3zaiuii. Cpoku paccMoTpenus oopatienuit. Opeanuzayus pabomul no 0cyujecmenenuio
) JIUYHO20 NpUeMa 2paxcoan pyKosooumenem opeaHu3ayuu.
CamocrosiTenbHast paboTa 00yJaronmxcs.
KoHcnekTupoBanue 0CHOBHBIX MosioxkeHni denepanbHoro 3akona ot 02.05.2006 Ne 59-03 «O
MOpsAZIKE pacCMOTpeHus oOpalieHuit rpaxaan POy.
Tema 2.3. Coaeprxanue yueOHOro MmaTepuaJa:
Ocobennoctu
1 | CamocTosTenbHas paboTa 00yJarOIIHXCS.
KOH(HAEHIHAIBHOIO .
PaGoTa ¢ 10KyMeHTaM#i OrPAHNYEHHOI0 J10CTYIA  «IJIsl CIY’KeOHOI0 M0Jb30BAHMA
JeJIONPOU3BOACTBA

(ACID)», «<xommepueckas TaiiHa». PexBusut «'pud orpannuenus nocryna». OcobeHHOCTH
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MPUCBOCHHUSA, OOPMIICHHS, TOCTYTIA K JOKYMEHTY U OTBETCTBEHHOCTH 32 HECOOIII0IeHUE
pekuMa KOH(pUACHIUAIBHOCTH.

Tema 2.4.
Texnosgoruu J0Y
B Ipolieccax
yHopsiioYeHusl,
CHCTEMATH3AIUH U
OpraHu3anuu
XpaHeHUs
AOKYMEHTOB.

Coaep:xanue yueOHOro MaTepuasa:

24

1 | XpaHeHHe 1OKYMEHTOB.

Odopmnenne nen. @opmupoBanue nena. OpraHu3anus ONEPATUBHOTO XPaHEHUS JTOKYMEHTOB.
[loaroroBka nei1 K apXMBHOMY XpaHEHMIO. Opeanuzayus pabomvl apxuea yupencoeHus,
OCHOBHble Mpebo8anUsl K NOMEWEHUAM U YCI08UAM XPAHEHUs OOKYMEHMO8.

[TpakTryeckoe 3aHsATHE IO 0(POPMIICHHIO JOKYMEHTOB JUISI IIEpeJauu B ApXUB OPraHU3aLNH.

113 Ne 3 OdopMiieHne TOKYMEHTOB /IJISl Iepelavyd B apXUB OPraHM3alMU: COCTABIICHUE
HOMEHKJIATYpHI JeJT opasaeneHus, GopmupoBanue aen. CocTaBieHHe MTPOTOKOIA 3aCeTaHUs
DKCHepTHOM KOMHCCHM OPTaHU3allMHU, aKTa IpUeMa-Iiepeiaud JOKYMEHTOB; aKTa O BbIIEJICHUN JEI
K YHUUTOXXEHUI0. Paboma c Ilepeunsamu 00OKyMeHmMo8 co cpOKaMUu XpaHeHUs..

CamocrosTenbHas paboTa 00y4aroIuxcs

HomenkJjarypa aed.

HomeHnknarypa fen — Kak JIEMEHT YHOPSIOYCHHUS U CUCTEMAaTH3aIlMU JOKYMEHTOB B OpraHU3allUH.
OcHOBHBIE BUBI HOMEHKJIATYPHI JIEJ1, Ia0JIOH HOMEHKIIATYPHI €7 M OCOOCHHOCTH 3aIlOJIHEHHSI €T0
rpad. [lposedenue dkcnepmusvl yeHnocmu Ookymenmos. Paboma Oxcnepmmuoii  komuccuu
opeanuzayuu: cozdauue, cocmas, @yukyuy. CpPOKH XpaHEHHS IOKYMEHTOB. HopmaruBHEIE
JTOKYMEHTBI — HCTOYHUKH ISl ONPE/ICIeHUs] CPOKOB XpaHEeHHUs TOKyMeHTOB. [lepenada JoKyMeHTOB
Ha XpaHEHHEe B apXUB opranm3anuu. CrrcaHue TOKYMEHTOB Ha YHUUITOXKCHHUE.

OdopmiieHne TOKYMEHTOB /ISl Iepeavyn B apXUB Opranu3anuu. GopMupoBaHHEe ONMUCH Je Ha
OCHOBE HOMEHKJIATYpHI [ell, TOJHOe W dacTuuHoe odopmienne naen. Tekywee XpaueHue
O00KYMeHmos 8 noopazoeieHuu (00 nepedadu 8 apxus Uil YHUUMONCEHUsL).

1. I3ydeHne neiCTBYIOINUX HOPMATUBHBIX JOKYMEHTOB — IIEPEYHEN C YKa3aHUEM CPOKOB XPAHEHUS
nokymeHToB (ot 25.08.2010 Ne 558 u ot 31.07.2007 Ne 1182), cocraBieHHe KOHCIEKTa IO
OCHOBHBIM pa3zieiiaM.

2. @opmuposarue obpasya dena ¢ OOKYMeHmMamu, e20 YacmuyHoe ogopmieHue KaKk OOKyMeHma
epemennozo (0o 10 nem) xpanenusi.

3. CocTaBieHue aKTa O BBIICIICHHN JJOKYMEHTOB U JIENl K YHHUYTOKEHHIO.

20

JAu¢ppepeHunpoBaHHbIN 3a4eT

Bcero:

102
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3. YCJOBUS PEAJIM3AIIMY YUYEBHOM JUCHUATLINHBI

3.1. TpeGoBaHus K MaTepHAJBLHO-TEXHHYECKOMY O0ecIe4YeH U0

Peanuzanus y4eOHOM JUCHUIUIMHBI TpeOyeT Haiuuus ydyeOHOro kaOuHeTa
npodeccuoHaTbHBIX JUCIUIUIHH.

O6opynoBanue ydyeOHOro KabuHeTa: padodee MeCTO MpernojaBaTens, padouue
MecTa 00yJaronuxcs.

TexHuueckue cpeacTBa OOydeHHs: MYJIbTUMEAUIHOE 000pyn0BaHue (MPOEKTOP,
9KpaH, KOMIIBIOTEp C BBIXOJIOM B ceThb Internet u mopToM uisi MOAKITIOYEHUS
TEJIEBU30pa); TEPCOHAIBHBIC KOMIBIOTEPHI WM HOYTOYKH mJisi pabodero mecra
mpernojaBaTeNis U CTYJCHTOB, OCHAIICHHbIE HAO0OPOM OQUCHBIX MPOTpaMM JJst
CO3JaHUsl ¥ BOCIPOU3BOJACTBA TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB U PabOTHI C
JEMOHCTPALIMOHHBIMU CUCTEMAMHU 3JIEKTPOHHOIO JIOKYMEHTOOOOpPOTa, IMOYTOBBIMU
porpammamu; nH(popmManmoHHO-cripaBouHas cuctema «Koncynbrantlnrocy.

3.2. UudopmannonHoe odecnevyeHne 00yueHmsl.
Ilepeyenby yuyeOHbIX u3gaHuil, HHTepHeT-pecypcoB, [IONMOJHUTEIbHOM
JIUTEPATYPbI

OCHOBHBIE HCTOYHUKH:

1. Bapmynn B.B. JlokyMeHTanmonHoe obecnieueHue ynpasieHus : yueOHuk / B.B.
Bapmyna. — M. : FOctunus, 2018. — 272 c¢. — (CI10O). - URL :
http://www.book.ru/

2. banrt B. C. lokyMeHTarmonHoe odecrieueHue ynpapneHus. KOpuanaeckas
TexHuka : yueonoe nocooue anst CI10 / B. C. bsuit. — 2-e u3a., ucrp. u 1omn. —
M. : U3parenscTBo FOpaiit, 2018. — 103 ¢. — (Cepus : [Ipodeccuonanbrnoe
obpasosanue). - URL : //www.urait.ru

3. Uypunos A.1O. FOpunnueckoe aenonpousBoAcTBo : yued. moco0. s CIIO /
A.1O. Uypunos. — M. : IOpaiit, 2019. — 169 c. — (Ilpod. o6pazoBanme).

4. Yypunos A. FO. HOpuaudeckoe nem0npor3BOICTBO : yueOHOE Mocooue st
cpenHero npogeccuoHanbHoro oopazoanus / A. FO. YUypuiioB. — Mocksa :
NzparensctBo KOpaiit, 2019. — 169 c. — (ITpodeccuonanbuoe 06pa3zoBaHue). -
URL : //www.urait.ru

5. JloKkyMeHTalMOHHOE o0ecrieueHue ynpanieHus : yaueOHuk / beikoa T.A., mox
pen., I'motoBa C.A., KonskoBa A.1O., Kykapuna I0.M., Ckpunko E.A. —
Mocksa : KnoPyc, 2020. — 266 ¢. — (CIIO). — ISBN 978-5-406-07810-5. —
URL: https://book.ru/book/934048 (nata obpamenus: 30.09.2019). — Texer :

3JIEKTPOHHBIM.

JlomomHUTENbHBIC UCTOYHUKHU:

6. TOCT P 7.0.8-2013. HammonampHbIM cTangapT Poccuiickoit ®eneparuu.
Cucrema craHgapToB 1Mo wuHPOpMAIMK, OMOIMOTEYHOMY M HW3AATEIBCKOMY JIEIy.
Jlenonpous3BoACTBO U apxuBHOE Jeio0. Tepmuubl u omnpeneneHus. (yrs. Ilpukazom
Poccranmapra ot 17.10.2013 N 1185-cT)
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7. TOCT P 7.0.97-2016. HaumonaneHbslii ctanmapt Poccuiickoit deneparuu.
Cucrema craHgapToB 1Mo HWHGOPMANWK, OUOJIMOTEYHOMY W H3AATCIBCKOMY JCIy.
OpraHu3aimoOHHO-pacIOpAIUTENbHAS TOKyMEHTaIusa. TpeboBaHuss K OGOPMIICHUIO
nokymeHToB (yTB. [Ipukazom Pocctangapta ot 08.12.2016 N 2004-cT)

8. TOCT P HCO 15489-1-2007. HamumonansHbiii cTangapt Poccuiickoi
Oenepanuu. CucrteMa CTaHIAPTOB MO0 UHGOPMALIMK, OUOIMOTEUHOMY U U3JIaTEIBCKOMY
nemy.  YnopasieHwe — JokyMeHTamu. OO6mme  TpebGoBanus.  (yrB.  Ilpukazom
PocrexperynupoBanus ot 12.03.2007 N 28-cT)

9. TOCT P HCO 15489-1-2019. HamumonansHbii ctangapt Poccuiickoi
Oenepanuu. Cuctema CTaHAAPTOB 10 HHPOPMAINH, OUOTMOTEYHOMY B U3ATEIHCKOMY
neny. Uadopmanms u tokyMeHTaIus. YnpasiaeHue nokyMmeaTamu. Yacte 1. [onarus u
npunuunsl. (yrB. Ilpukaszom Poccrangapra ot 26.03.2019 N 101-cT), BcTymaeTr B
nerictere ¢ 01.01.2020, B3amen 'OCT P UCO 15489-1-2007.

10. I'ocymapcTBeHHAsI cMCTEMa JTOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIIPABJICHHMSL.
OcHoBHble moyioKeHHs. OOmme TpeOoBaHHUA K JOKyMEHTaM W CIy)KO0am
JOKYMEHTAIIMOHHOTO  oOecrieuenus (ogoOpena kosuierueit I'nmaBapxuBa CCCP
27.04.1988, Ilpuka3 I'maBapxuBa CCCP ot 25.05.1988 N 33) (Bmecte ¢ «IIpaBunamu
3aMOJHEHUSI OCHOBHBIX PEKBU3UTOB PETUCTPAIMOHHO-KOHTPOJBHBIX (GopM (PKD)y,
«IIpuMepHbIM  TOJIO)KEHHEM O  CIyX0€  JIOKYMEHTAallMOHHOTO  OOecredyeHus
yIIPaBJICHUS)

11. IIpuka3z Munkynbtypsl Poccun ot 25.08.2010 N 558 «O06 yTBepxkaeHUH
[lepeuyHs TUMOBBIX YIPABICHUYECKUX aAPXUBHBIX JOKYMEHTOB, OOpa3ylolIUXCs B
mporecce  ACATEIBHOCTH  TOCYJAapCTBEHHBIX  OpPraHOB,  OpPraHOB  MECTHOIO
caMOyIpaBJieHUs U OpraHu3alui, ¢ yKa3aHueM CPOKOB XpaHEHUs» (3aperucTpupoBaHO
B Muntocte Poccun 08.09.2010 N 18380)

12. TIpuka3 MunkynsTypsl Poccun ot 31.07.2007 N 1182 (pen. ot 28.04.2011)
«O06 ytBepxkaeHun IlepeuHsi TUIMOBBIX AapPXUBHBIX JOKYMEHTOB, OOpa3yroIIuXcs B
HAYYHO-TE€XHUYECKON M MPOU3BOJICTBEHHON JEATEIBHOCTH OPTraHU3alUui, C YKa3aHHEM
CpokoB xpaHeHus» (3apeructpupoBano B Muntocte Poccun 27.09.2007 N 10194)

13. Ipuka3 MunkyneTypbl Poccun ot 31.03.2015 Ne 526 «O6 yTBepxkaeHHH
NpaBuJl OpraHU3allid XpaHEHUs, KOMIUICKTOBAHMS, Yy4ye€Ta U HCIOJIb30BAHMUS
nokymeHToB ApxuBHOro ¢ounaa Poccuiickoit denmepanum u JIpyrux apXUBHBIX
JIOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIMpPaBJICHUS
Y OpTaHU3AIHSIX .

14. ®enepanpubiii 3akoH oT 02.05.2006 N 59-®3 (pen. ot 27.12.2018) «O
nopsJIKe pacCMOTpeHUsI oOpatiennii rpaxkan Poccuiickoit @eaepannn»

HNuTepueT-pecypcesr:

15. Odunmansuseiit caitt [pesuaenta Poccutickoit @enepanuu «lIpesunent Poccumy.
dopma goctyna: www.kremlin.ru

16. [IpaBoBas cucreMa «Koaeke». @opma goctyma: Www.kodeks.ru

17. TlpaBoBas cuctema «Koncynbrant [Inroc». @opma goctymna:http://mww/
consultant.ru

18. TlpaBoBas cuctema «Poccuiickoe 3aKkoHOIaTEIHCTBOY. DOopMa qocTyma:
www.zakonrf.info
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19. Poccuiickas ['azera. ®opma nocryna: http://www.rg.ru/gazeta/

20. CepBep opranoB rocyaapctBeHHoi Binactu Poccuiickoit @eneparuu. @opma
JOCTyIa: WWW.Z0V.Tru

21. denepanpHas CiTy)k0a TOCYIapCTBEHHOM CTATUCTHKHA WWW.JKS.IUDIIEKTPOHHO-
oubnmoteunas cucrema https://www.book.ru
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4. KOHTPOJ/Ib 1 OHEHKA PE3YJIbTATOB OCBOEHUA
YUYEBHOU JUCIHIUIIJIMHBbI

I{OHTpOHB N OLOCHKa PC3YyJIbTATOB OCBOCHUA yq€6HOﬁ AUCHUILINHBI OCYIICCTBILACTCA
MpCroAaBaTCiIcM B IIPOUCCCC MMPOBCACHUA TCOPCTUUCCKUX W IIPAKTHYCCKHX 3aHATUN U
TCCTUPOBAHUA, A TAKKC BbIIIOJIHCHUSA O6yanHHHMHCH HWHANBUAYAJIbHBIX BaHaHHﬁ,

HpOGKTOB,HCCHCHOBaHHﬁ.

Pe3yabTaThl 00yuyeHus (0CBOEHHbIE
yMeHHsl, YCBOeHHbI€ 3HAHMS)

@®opMbI U METOABI
pe3yJbTaToB 00y4eHust

KOHTPOJA MW OUHECHKHU

Ymerh:

— oopMIATH OpraHHU3alMOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI B COOTBETCTBHHU C
nerctBytomuM ['OCTowm;

— OCYUIECTBIIAATh 00paboTKy
BHYTPEHHUX W  HCXOMSIIHX
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

— o(opMIATH JOKYMEHTHI MJIsI TIepeAaydl B
apX¥B OpraHU3aINu;

— ogopmaaimsb  OCHOBHbIE
mMpyoo8bIM OMHOUEHUAM,

— cocmasnsaime  MeKCmul  CIYHCEOHbIX Nucem
OCHOBHBIX 8U008 (NUCLMA-3ANPOCHL,  NUCLMA-
omeenivl, nucbMa-mpebosanus, nucoMma-
npuenaweHus, NUCbMa-oJ1a200apHOCmu);

BXO/JIALLIHNX,
JIOKYMEHTOB,

0OKYyMeHmbl  NO

— npuHuUMamv, nepeoasamv  OOKYMEHMbl
HOMOWbIO cucmem 91eKMPOHHO20
ookymenmoooopoma  (COM),  snexmponnoi

noumol, PaKCuMuibHOU C8A3U,

— gecmu  pecUCMpayuoHHbvle U KOHMPOJbHbIE
kapmomexu ¢ nomowwto CI/;

— gecmu pabomy c oeticmsyrowumu Ilepeunsmu

HaOmronenue 3a X010M BBITIOJIHEHUS
NPaKTUYECKHUX 3aHATHI
Ortuer u 3ammra [13 Ne 1-3

OOKYMEHMO8 €O  CPOKaMU  XpaHueHus.  npu
COCMABIEHUU HOMEHKAAMYPbL O€l;
— ocyuecmenamy mekxywee XpaueHue
OOKYMEHmMO8 8 NOOPA30eleHUU.

3HaTh:

— TMOHSTHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI
JOKYMEHTHUPOBAHMUS;

— MpaBWJIa  COCTaBJI€HUS U  OPOpPMIICHHUSA
OpTaHU3aIMOHHO-PACTIOPSIUTEIBHBIX
TOKyMeHTOB (nanee - OPJI);

— CI/ICTeMy 158 TI/IHOByIO TCXHOJIOTHUIO
JOKYMEHTAI[MOHHOTO OOECTeueHusl YIpaBiIeHUs
(nanee - IOY);

— 0COOEHHOCTH JACJIIOITPOMU3BOJACTBA 110

oOpamieHusIM TpakJaaH W KOH(PHUACHIIMAIHHOTO
JIeJI0NPOU3BO/ICTBA;

— cospemeHHYI0 HopmamueHyio 6azy J[OY;

— NPUHYUN®L YHUDUKAYUU U CIMAHOAPMU3AYUU

TECTUPOBAHUEC, BHCAYAUTOPHAA
camocTosTelbHas paboTa

(GpOoHTATBHBIA ONpPOC, KOHTPOJIbHAS padoTa,
pelieHue CUTYAIlMOHHBIX 3aaq ()
0(OPMIICHUIO TOKYMEHTOB
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YNpasneHuyeckol OOKyMeHmayuu,

— Knaccugpukayuro - OOKYMEHmMos, 8  m.u.
VIPABIEeHUeCKUX,

— peKeusumol, npuoaowue 1puOUIecKyro Cumy
OOKYMEeHMY,

— obwue ceedeHuss O OOKyMeHmMayuu no
JIUYHOMY COCMABY;

— amukem 8 0el1080U NepenucKe;

— ocobennocmu  oghopmieHus  OOKYMEeHMmOs,
nepeoasaemvlx 31eKmpoHHOU NOYMOLL,

— opmer  opeanuzayuu cuyoconr  JOY, eé
CMpYKmMypy, QyHKyuu;

— pabomy ucnoaHumeneti ¢ OOKYMeHmMamu,

— pabomy pykosooumesnel yupertcoeHuti no
OCYWeCMBIIEHUIO TUYHO20 NPUEMA ePANHCOAH,

— npoyeoypy npogeodeHus 9KCnepmu3vl
YeHHoCmu OOKYMEHMO8;
— opeaHuzayuro pabomol Okcnepmuoul

KOMUCCUU OP2AHU3AYUU,
OpeaHu3ayuto pabomol apxuea yupencoeHusl.
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