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BBenenue

[enstMmu OCBOCHHS AMCHMIUIMHBI JJOKyMEHTAIMOHHOE OOECIeUCHHE MPEINPHUITHI CepBHCa
SIBJISIIOTCS ~ OBJIQJICHME TEOPETHMUECKMX M MPAKTHUYECKUX BOIMPOCOB JOKYMEHTHUPOBAHUS
YIIPaBJICHYECKUX JEHCTBUH,
3agauu:
-U3y4UTh  OCHOBBI M  METOJMKY  COCTAaBJICHHE JOKYMEHTOB Ha  MPEINPHUSITHU;
— 03HAKOMHUTHCS C MPABUIIAMU JOKYMEHTOO00pOTa HA MIPEANPUSITHH;
N3yuuB Kypc, CTYIEHTHI JOJKHBI
3HATh:
— OCHOBHYIO TEPMUHOJIOTHIO KYypCa;
— 3aKOHOJIaTEIbHBIE U HOPMATUBHO-METOIUYECKHUE aKThI 110 BOIIPOCAM
JIOKYMEHTUPOBAHUS;
— 3aKOHOMEPHOCTH Pa3BUTHUS JOKYMEHTA;
— TIOPSIIOK TTOATOTOBKHU JJOKYMEHTOB;
— TpeOoBaHMs K OPOPMIICHUIO JOKYMEHTOB;
— TpeboBaHUs K paboTe ¢ TOKyMEHTaMHU.
YMETh:
— KBAIU(PHUITUPOBAHHO OPUEHTUPOBATHCA B CYIIECTBYIOIIUX
MH(POPMAITMOHHO-TOKYMEHTAIIMOHHBIX MTOTOKAX, BOSHUKAIOIINX B JIEATEITLHOCTH
T000# OpraHU3aINK U COCTAaBE TOKYMEHTAITUH;
— COCTaBJIATH ¥ TPABWIIHHO (B COOTBETCTBUHU C TPEOOBAHHUSIMU
rOCYJIapCTBEHHBIX CTAaHAAPTOB) 0(OPMIIATh OCHOBHBIE BUBI YIIPABICHUECKUX
JIOKYMEHTOB;
OBITh O3HAKOMJICHBI:
— C HOBEHIIMMH TpeOOBAaHUSMU 10 PALIMOHAIBHOM OpraHu3aluu paboThI ¢
JTOKYMEHTaMu;
— KPUTEPUSIMHU HAYYHO-UCTOPUUYECKON U MPAKTHUUECKOMN [IEHHOCTH
JOKYMEHTOB.

OcHoBHbIE TPOOIEMBI MO KaXKJIOW TEME Kypca OCBEHIAIOTCS B JIGKIUSX U MPAKTHYECKUX

3aHSTHSIX.



Metoanyeckne peKOMeHAAlUH 110 MOAT0TOBKeE JOKJIA/1a K YCTHOMY ONpPocy

Hoknan siasiercss GOpMON caMOCTOSITETIbHOM pabOTHI CTyJAeHTa, AOKJIAJ JOJDKEH OBITh
BBIIIOJIHEH B [1€YaTHOM BUJE UM NPEJCTABJIEH HA MPAKTUYECKOM 3aHATUU B COOTBETCTBUM C
3asBNEHHON TeMoil. Jlokiax roTOBUTCS MO CPOPMUPOBAHHOMY IPEIOAAaBATEIIEM IEPEUHIO
TEM U1 YCTHOIO OIpoca B paMKaX CaMOCTOSITEJIbHOTO H3ydeHus IucHUILIMHbBL. Pabota
JIOJIKHA OBITh HallMCaHa MOHATHBIM SI3bIKOM M TEXHUUYECKU MTPaBUIIbHO 0(opMIIeHa.
Obwue mpebosanus Kk opopmienuro 00KIaA0a.
Oymara opmara A4;
TEKCT Habupaercs B pegakrope Word;
mpudt Tekcra — Times New Roman, pasmep 14;
pa3mep modeii: cinea — 3 ¢M, cripaBa — 1,5 cM, CHU3Y U CBEpXY — 110 2 CM;
MEKIyCTPOYHBIA HHTEPBAJ — ITOJYTOPHBIN;
OTCTYII TePBOH cTpoku ab3ama — 1,25 cwm;
HyMepalus CTpaHUIl CKBO3HasA. TUTYJIbHBIN JIUCT SABJISIETCS NEPBOM cTpaHULel (HOMep He
ctaBuTcs). Homepa nocnenyromumx cTpaHul] IpOCTaBISAIOTCS B HUKHEM IIPABOM YTIIY;

e  KaX[plil pa3zies peKOMEHIyeTCsl HAUMHATh C HOBOM CTpaHUIIbI.

[IpyBoMMBbIE B TEKCT€ LUTAThl JOJDKHBI OBITh TOYHBIMH M HMMETh CCBUIKY Ha
MIEPBOMCTOYHUK (CM. HIDKE TPeOOBaHMSI K IMTHPOBAHUIO).

[Ipy  HeynOBJETBOPUTENHHOM  BBIMIOJHEHUM  JOKiIaga (TeMa HE  PAcKphITa,
oOHapy)XMBaeTcsl CyHUIECTBEHHOE HENOHWMaHue MpoOJeMbl), OH BO3BpAlllaeTCsl CTYIEHTY Ha
NOpabOTKy C yUeTOM 3aMedaHuil Iperno aBaTess.

IIpn mnoarotoBke mAokiaana QOPMHUPYIOTCS HABBIKM pPabOTBI C JUTepaTypoul, eé
LUUTUPOBAHUS M MPAaBUIBHOTO OQopmieHHUs paboThl. Takue HaBBIKM HEOOXOIUMBI U TIPHU
MOJIrOTOBKE KypCOBOM pabOTHI, BEITYCKHOM KBAIM(PUKAITMOHHON pabOTHI.

Obwue mpebosaHus K yumuposaHuro

TekcT nuTaThl 3aKIII0YaeTCsl B KaBBIYKU U IMPUBOJUTCSA B TOW IpaMMaTHYecKoil popme, B
KaKoM OH JIJaH B UICTOYHUKE, C COXpaHEHHUEM OCOOCHHOCTEH aBTOPCKOTO HAMMCAHUSI.

[Ipy tuTHMpOBaHMHU Kaxaas LUTaTa JOJKHA COMPOBOXKIATHCS CCHUIKOW HA HMCTOYHHK.
CchUIKM Ha JTUTEPATYPY B TEKCTE pabOThI MPUBOAATCS B KBaIpaTHBIX CKOOKax - [23, c. 95]. [lpu
OJIHOBPEMEHHOM CChUIKE Ha HECKOJIBKO JIMTEPATYPHBIX UCTOYHUKOB OHU MEPEUUCIISIOTCS Yepe3
TOYKY C 3alsTOd, C COXpaHEHHEeM TOpsAKa CJeJOBaHUS B OOIIEM IMepeyHe JHUTepaTyphl,
nanpumep [6; 10; 12].

LIpumepol bubIUOCPAPUUECKO20 ONnUCaHUA TUmepamypbl

Ecnu xHura umeer ooroco asmopa:

Scuuukas, B. P. ConnansHoe BocluTaHue B Kjacce | Teopus U METOJIMKa © yuel. mocobue
/ B. P. Slcuunkast ; nox pea. A. B. Myapuka. — M. : Akagemusi, 2004, — 352 c.

Ecnu kHura umeer ABYX aBTOPOB, TO B Hauaje OMHCAHUS yKa3bIBaeTCsA MEPBBIA aBTOP,
MIOCJIE 3arJIaBUsl YKA3bIBAIOTCS CBEJCHUS M O TIEPBOM, U O BTOPOM aBTOPAX:

Hepkau, A. A. Axkmeosnorus : yue6. mocodue / A.A. [lepkau, B. I'. 3a3pikun. — CII0. :
[Tutep, 2003. — 256 c.

Ecnu kHura mmeer TpEX aBTOPOB, TO B HAuyajo OINKCAHUS BBIHOCHTCS TEPBBIM aBTOP,
OCTaJbHbIE aBTOPHI, BMECTE C MEPBBIM, IEPEUUCIISIOTCS TIOCIE 3arjaBus:

Kynuneina, B.H. MexnnunoctHoe obmienue: yueOnuk [/ B.H.Kynuneima, H.B.
Kazapunosa, B.M. Iloronsma. — CII0.: [Tutep, 2001. — 544 c.

Ecnu xuura umeer uemsipe u 601ee agmopos, TO TOCIE 3arfaBUsl YKA3bIBAIOTCS TOJIBKO
TIEPBBIN aBTOD, Jajiee CIEAYIOT CIIOBA «H JIP.», 3aKITI0UYEHHbIE B KBaApaTHbIE CKOOKH:

ITemaroruka : yue6. mocobue / B. A. Cnacténun [u ap.]. — 3-e u3a. — M. : llIkomna-TIpecc,
2000. - 512 c.

Ecnu kHura SBNsSIETCS YaCThbI0O MHOTOTOMHOIO M3JIaHMsI, TO YKa3bIBACTCS KOJIMYECTBO
TOMOB (WJIM KHHUT), U CCBIJIKA JIeTaeTCs Ha TOT TOM, KOTOPBIH HUCTOIBh30BaH B padboTte. Hampumep:




Hewmos, P. C. Ilcuxosorus : B 3 kH. Ku. 3 : Ilcuxoauarnoctuka. Beenenue B HaydHOE
MICUXOJIOTUYECKOE MCCIICI0OBAaHKE C IeMeHTaMu Maremarudeckon cratuctuku / P. C. Hemos. —
4-e u3n. — M. : BJIAIOC, 2001. — 640 c.

[Ipumep onvcaHus IJaBbl U3 KHUTU

Xwem, JI. UccnenoBanne u oneHka B nicuxosioruu nuyHoctu / JI. Xeemn, J1. 3urnep //
Teopust muunoctu / JI. Xwemn, [1. 3urnep ; nep. C. Menenesckas, /. Bukroposa. — CII0. : [Tutep,
2001. —I'n. 2. — C. 56-104.

B cnyuae memamuyeckoco cbopnuka mpyoog ONHMCAaHWE WCTOYHUKA HAYMHAETCA C
3arjaBus, Jajiee Mociie KOCOM YepThl yKa3bIBAaCTCsl PeAAaKTOp (WIN pedaKTOphl), Jajlee OMUCAaHUE
CBEICHUI 00 U3/1aHUU, BBIXOJIHBIE JJaHHbIE KaK B MPeIbIAyluX ciaydasx. Hanpumep:

[cuxomornueckast Hayka B Poccun XX croneTus: mpoOIeMbl TEOPUU U UCTOPHUHU / TIOA
pen. A.B. bpymmuackoro. — M.: U3garensctBo «HCcTUTYT nicnxonorun PAH», 1997. — 320 c.

Ecnu 3aenasue xumueu cocmoum u3 HeCKONbKUX NPeONodceHuti, MEXIY KOTOPbIMH B
HCTOYHUKE MH(POpPMAIMU OTCYTCTBYIOT 3HAKHM HpPENUHAHUSA, TO B ONMHUCAHUU 3TU IMPEATIOKEHUS
OTJIEJISIFOT IPYT OT JApyra TOYKOii:

Kponuk, A. A. Kaysomerpus. MeTonbl camMoOmno3HaHUsA, TIICUXOJAHMATHOCTUKA U
MICUXOTEPANNUHU B IICUXOJIOTUH XU3HEHHOro 1yTH / A. A. Kponuk, P. A. Axmepos. - M. : Cmsbica,
2003. — 284 c.

WNHorpa xHUra uMeer BTOpOE, yTOyHsIoulee HazBaHue. OHO Takke NPUBOIUTCS B
OMMCAHUU U OOBIYHO OTAENSETCS OT OCHOBHOTO JIBOETOUYMEM M MHUILIETCS C MaJleHbKON OYKBBI.
Hampuwmep:

[lepBun, JI. Ilcuxonorus auunoctu : Teopust u uccinenosanus / JI. Ilepsun, O. J{xoH ;
niep. ¢ aura. M. C. XKamkoussH ; o pen. B. C. Maryna. — M. : Acnekr IIpecc, 2001. — 607 c.

Qenpamrerin, [[. M. Ilcuxonormss B3pociHeHHs | CTPYKTYPHO-COJEPKATEIbHBIE
XapaKTEPUCTHKHU MPOIIecca pa3BUTHS JIMYHOCTH : n30paHHbie Tpyasl / [[. Y. @enpamreiin. — 2-¢
n3a. — M. : @aunTa, 2004. — 672 c.

CeeneHusi, OTHOCAIIMECS K 3arjaBUIO, COJEPKAIIyl0 MH(QOPMAIHIO, PACKPHIBAIOLIYIO U
MOSICHSIFOUIYI0O OCHOBHOE 3arjaBUe, CBEIEHUS O BHUJAE, *XaHpe, Ha3HAUCHUM IPOU3BEACHUS,
YKa3bIBAIOT Yepe3 JBOETOUYNE C MAJICHbKOW OYKBBI:

Credanenko, T. I'. OTHOTICHMXOJOTHS | yUSOHUK. ..

Asmopegepamvl _duccepmayuti U _oduccepmayuy B CIUCKE JUTEPATypbl MHPUBOISATCS
CJIEYIOIUM 00pa3zoM:

Kanaruna, T. A. Ilcuxonorudeckas mpodriakTuka rnpodeccnoHanbHOU nedopmanuu
JIMYHOCTH TPEToIaBaTes By3a : JUC. ... I-pa NCUX0JI. HayK. — TBeps, 2004. — 309 c.

Capuenko, H. A. CMbIcIOBBIE YCTAaHOBKM KaK KOMIIOHGHT MpO(hecCHOHATbHBIX
JIMCTIO3MIUI CTYJICHTOB-TICMXOJIOTOB : aBTOped. auC. ... Kaui. ncuxoi. Hayk / H. A. CaB4yeHKo.
— PocroB-u/]1., 2008. — 16 c.

[Ipumep onucaHus cnpagouHblx MAMeEPUAnO8:

CrpaBouHUK MpakTHueckoro mncuxosora : [lcuxorepanus / coct. C.JI. ConoBséBa. — M. :
ACT ; CII6 : Cosa, 2011. — 575 c.

Onucanue cmameti OCYIIECTBISETCS CIEAYIOUUM 00pa3oM:

cmamus 00H020 asmMopa u3 cOOpHUKa:

I'aBpunosa, I'.I". IIpobnemMbl HTHBECTUPOBAHUS B HETOCYAAPCTBEHHBIE IEHCUOHHBIE (DOHIBI
/ T'.T'. T'aBpuiioBa // CTparerus u TaKTUKa yIpaBIEHUs MPEeIIPUATHEM B IEPEXOAHON SKOHOMUKE
. MeaBY3. ¢0. Hayd. Tp. / BonrI'TY ; nmox pea. I'.C. Mepanukunoii. — Bonrorpaza, 2006. — Beim.
13 - C. 273-279.

cmamusi 08YX asmMopos u3 cOOPHUKA.:

Epmouienko, M. U. IIpoGneMbl BHEIpEHUSI MPUHIMIIOB CTPATETMYECKOTO IUIAHUPOBAHUS
Ha TIpeanpusaTHsx B coBpemeHHoM ympasinexun [ U. U. Epmonenko, P. E. Illyneman // X
PernonanpHas KoH(pepeHIMsT MOJIOJBIX HccienoBateneil Bonarorpaackoit obnactu, 8-11 HosO.
2005 r. / Boal'V [u ap.]. — Bosrorpan, 2006. — Bein. 1. DxoHOMEKa M (UHAHCHI © TE3UCHI JIOKII.
—C. 218-219.




cmambssa mpéx agmopos u3 cOOpHuKa:

KpaBuos, M. 0. Conuonoruueckuil acnekT mnpoOJieMbl MOpPsJKa B COBPEMEHHBIX
MEeXIUCIUTLTHHAPHBIX uccinenaoBanusx / M. KO Kpasmos, A. B. ConoBeéBa, P. B. fmenxko //
AxTyanbHble POOIEMbl UCTOPHH, TEOPUU M TEXHOJIOTUU COLMAIBHON paboThl : cO. Hayd. CT. /
®I'0OY BIIO «HoBouepkacckas roc. Menuopar. akaaeM.». — HoBouepkacck ; PoctoB u / /1.,
2007. — Beim. 9. — C. 114-118.

cmamus 4emulpéx u 0oJiee agmopos u3 cCOOPHUKA:

OcobOennoctu 3abosieBanuii 1 TpaBM y cnoprcmenoB / JILM. JlembsiHoBa [u ap.] //
3n0poBasi MOJOJIEKL — Oynayiiee cTpaHbl! | Marep. TOp. MEXBY3. Hayd.-mpakT. Koud., T.
Bonrononck, 28 amp. 2011 r. / Boarononckuit uactutyt (punmmana) KOOY. - Bonrogonck, 2012.
—C. 83-88.

CMamus 00H020 A8MOPA U3 AHCYPHANA:

Kamkapos, A. I1. IIpo6nemsr cemeiinoro urenus / A. I1. Kamkapos // Bocriutanue
IKOJIBHUKOB. -2012. - Ne 9. — C. 30-34.

CmMamus 08YX asmopos8 U3 JHCYyPHAA:

Huxkonaes, B. A. CymHocTh TPYIOBOTO BOCIHMTaHHsS B COBPEMEHHBIX ycioBusx / B. A.
Huxkonaes, B. A. lllomun // Ilegaroruka. — 2011. - Ne 6. — C. 51-57.

CmMamus Mpéx aemopos U3 HCYypHAIa:

Pomamikun, K. M. Maremaruka B mnpoekrax Haykoyudenus / K. U. Pomamkun, I'. H.
AsepbsinoBa, A. C. [IponuH // ConpanbpHo-rymanutapusie 3Hanus. — 2012, - Ne 3. — C. 135-144,

cmamusl 601ee MpEX aemMopos U3 HCyPHANA:

Kondeccuonanpupie 0COOEHHOCTH pENUTMO3HOW BEpbl W TMPEACTABICHUH O ee
conuanbubix Gyukiuax / FO. A. T'aspunos [u ap.] // Coumonorndeckuii uccneaoanus. — 2005.
- Ne 6. — C. 46-56.

CMamusl U3 2azemol.

lNomosaués, B. Jloar miaTekoM KpaceH: 0 JIoJrax 1o 3apruiaTe pabOTHHKaM OFO/KETHOU
ctepsl / B. T'onoBaués // Tpyn. — 2006. — 3 amp. — C. 2.

Lpumepul onucanus pecypca yoanenHo2o 0ocmyna.

Onektponnsiii katanor [TIHTB Poccum [Onextponnbiii pecypc] : 0aza JgaHHBIX
COJICPXKUT CBEJICHUS O Bcex BHuax JuT., nocrynatomeid B Gpoun ['TIHTH Poccun. — DnexTpoH.
nan. (6 ¢aitmoB, 511 Teic. 3amumceir). — M., [2009]. — Pexum mgocryma
http://www.gpntb.ru/win/search/help/el-cat.html

OO6pa3zoBaHue: UCCIEIOBAHO B MUPE = Oim.ru [DIeKTPOHHBIN pecypc] : MexKayHap. Hayd.
mel. HMHTEPHET-KypHaI ¢ OubOnuorekoii-munosutapuem / mox mnarpoHaxkem Poc. Akan.
O6pazosanus; ['oc. Hayd. mea. 6-ku um. K.JI. Ymmackoro. — M. : OIM.RU, 2001. — Pexxum
noctyma : http://www.oim.ru.

JloceB, C. KopnopatuBnbie cuctembl OLIII : mMexay Npou3BOJACTBOM M TEXHOJOTHEH
[Dnexrponnsriii pecypc] / C. Jloces. — 2006. — Pexxum noctyma : http://www.imag.ru/ID=622563

AxornoBa, K. Mcropust BOSHUKHOBEHHSI M TPABOBOTO PErYIIMPOBAHUS TOBAPHBIX 3HAKOB
[Dnextponnslii pecypc] // IlpaBo u ynpaBnenue. XXI Bek. — 2008. — Ne 4. — Pexxum nocrtyma:
http://elibrary.ru/item.asp?id=16922586

Ecniu B paboTe UUTUPYIOTCS HECKOJBKO CTaTel M3 cOOpHUKa TPYOOB WU KypHaia,
eIUHULIaMUA OuOMUOrpadMueckoro OMHMCAHUS SIBIAIOTCS Kakaas W3 JTUX cTaTed, a He Bech
COOPHUK WU >KypHaJl.
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TeMblI J0KJIAI0B JJs YCTHOT O oImpoca

Opranmszanus I0KyMeHTOOoOOpoTa. Bxopnsmue, ucxoasdmiye, BHYTPEHHHE JOKYMEHTHI.
[Topsiiok mpoX0XkKAE€HUS U UCIIOIb30BaHUS.

Ocnosuble nonoxenus I'COY u EI'CJ] u ux ponb B COBEPILIEHCTBOBAaHUU pabOTHI €
JOKYMEHTaMH.

OO0mecoro3HbIN KnaccudukaTop ynpapieHdeckoit aesreiapHoctu (OKY /) u ero ponb B
COBEPUICHCTBOBAHUU PAaOOTHI C JOKYMEHTAMHU.

PexBusutel 1okymeHTOB. [lepeueHp 00sg3aTeNbHBIX PEKBU3UTOB ClykeOHOro nucbMa. Cxema
UX PacroJIOKEHHUS.

YuudummpoBanHas cucTeMa OpraHu3alliOHHO-pacnopsaauTensHoi jokymentanuu (OPJI).
TpeboBanus kK 0OPMIIEHUIO TOKYMEHTOB.

[TonsTus “yauduxanus”, “crangaptuzanus’, “rpadaperusanus’ U UX 0COOCHHOCTH.
OcHoBHbI€ BUBI IOKYMEHTOB U X KJIaCCHU(PUKAIUS.

Onpenenenus NOHATHS “NOKYMEHT . OCHOBHBIE (DYHKIIMH JOKYMEHTA.

KoppecnonaeHnius u 1en10nponu3BoJICTBO, UX POJIb B paboTe arnmapara yrpaBieHHs..

. [lonsTne “Omank MOKyMEHTa”, €ro BUJIbI M 3HAUCHHE.
. TpeboBaHust K TEKCTY TOKYMEHTA.
. ®opmbl YHU(PUIIMPOBAHHBIX TEKCTOB JIOKYMEHTa (TpadapeT, Tabiauia, aHKeTa) U UX poJib B

COBCPUHICHCTBOBAHUHU ACJIOIMPOU3BOJACTBA.

. [lonsTHEe CiIy’)keOHOTO THChMa, €r0 OCHOBHBIC BHUIBI. 1peOOBaHUS K €ro COCTABJICHHIO U

0(hOPMIICHHUIO.

Onpenenenyue NOHATHS “TIOCTAHOBJICHHE , “pemieHue”, “pacnopsbkeHue”. X 0oCHOBHBbIE
O0COOEHHOCTH.

OnpenenuTh MOHATHE “TIPHKa3”’, TPEOOBAHUS K €r0 COCTaBJICHUIO.

Omnpenenenue MOHATUS “TIPOTOKOJ, TpeOOBAHHUS K €T0 COCTABIICHUIO.

Onpenenenre NMOHATHN “mokiamHas” W “O0BACHUTENbHAS 3alKCKa, TPEOOBaHMS K MX
COCTaBJICHUIO U 0(OPMIICHHIO.

Ornpenenenue MOHATUA “CiTykeOHas” U “uuHas’ CIpaBKH, TpeOOBAaHUS K UX COCTABJICHHIO.
Omnpenenenue TMOHATHH —«TenerpaMma» © - “‘renedoHorpamma”, TpeOOBaHHUS K HX
0(hOPMIICHHIO.

Omnpenenenre MOHATUN “TIOJTUHHUK, “KOTHs’, “BBITIMCKA”, “My0auKaT JOKyMEHTa .
OpranuzaloOHHO-PACTIOPSIIUTENbHbBIE JOKYMEHTHI. FIX 0COOEHHOCTH U MECTO B CUCTEME
YIPABIICHHUS.

JIOKyMEHTBI 110 TUYHOMY cOCTaBy. VX BUbI 1 0COOEHHOCTH 0(OPMIICHUS.
NudopmanronHo-cripaBoyHble JOKyMEHThI. MIX OoCHOBHBIE BUIBI, (DYHKIIMH U MECTO B
CUCTEME YIPABIICHHUS.

JloroBopsI U Tpya0BBIE cornaimieHusi. TpeboBaHus K 0(OPMIICHHUIO.

Peructpanus nokymeHToB. Ee 0coOeHHOCTH U OCHOBHBIE BU/IbI.

Howmenknarypa nen. Ee ocHOBHbIE peKBU3UTHI U TPeOOBaHUS K 0(POPMIICHUIO.

3HaueHHE KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB B I€ATEIIbHOCTU IIPEANPUATHML.

OcHoBHble ipaBuia GopmupoBanus aen. CrnocoObl XpaHeHUS Jell.

OcHoOBHBIE TpaBUJIa MOATOTOBKHU JI€N K CAa4€ B apXUB.

ApxuB npennpusitus. Ero GyHKIINYU 1 OCHOBHBIE TpEOOBAHUSI K HEMY.

Pabouee mecto nenonpousBoauress. OCHOBHbIE TPEOOBaHMS.

OcHoBblI 3akoHOIaTenbcTBa PO 06 ApxuBHOM Qonae PO u apxuax.

[TonsiTre akta, TpeOOBAHUS K €70 COCTABJICHUIO U 0(POPMIICHUIO.

Hcnonp3oBaHne KOMIBIOTEPHOM TEXHOJIOTMM B  JEIONPOU3BOACTBE, IPOrPAMMHOE
obecrieueHrne, OCHOBHBIE JOCTOMHCTBA UCIIOJIb3YEMBIX TPOTPaAMM.



BOl'[pOCLI IK3aMEHy
o TMCIHUIIJIMHE «I[OKYMeHTaIII/IOHﬂoe o0ecrneyeHune npeunpm{Tnifl CcepBUCa»

1. OcHOBHBIE IOHATUS U TEPMUHOJIOTUS

2. @DYHKINMU JOKYMEHTA

3. Bupl JOKyMEHTOB U UX KIaCCUPUKAIHS

4. bnanku nokymeHToB. TpeOoBaHUS K U3TOTOBJIEHUIO U 0(POpPMIIEHUIO OJIaHKA.

5. I'OCT P 6.30-2003. CocraB pexkBu3uTOB. CXeMa pacnoOKeHNUs PEKBH3UTOB

6. Opranu3anroOHHO-TIPABOBEIE JOKYMEHTHI IPEATPHUITHS

1. Opranu3anroOHHO-PACTIOPIUTEIBHBIE JOKYMEHTBI IPEIIPUSTHS

8. WudpopmaiioHHO -CTIPaBOYHBIE JOKYMEHTBI

9. [TonsTHE M KIacCUPUKALUS CITYKEOHBIX MHCEM.

10.  Cnenmduka IeI0BOTO CTHIS MTUChMA. DTHKET B CITy’)KEOHOU MEepETHCKe.

11.  CrpykTypa AOKYMEHTALIUHU 10 JTUYHOMY COCTaBY

12.  CocraB mpoueaypsl ¥ JOKYMEHTHPOBAHKE IMPUEMa IPAXKIaH Ha padoTy

13.  CocraB nporuenypbl 1 JOKYMEHTHPOBAHHE MEPEBOIa COTPYIHIUKOB HA PabOTy

14.  TloHATHS U NPUHLIMIIBI OPraHU3aLKHU JOKYMEHTO000pOTa

15.  OOGpaboTka BXOASIINX, UCXOSAIINX U BHYTPEHHUX TOKYMEHTOB IPEANPUITUS

16. Peructpanusa nokymentoB. Haekcanus T0KyMEHTOB

17. KoHTpoJib HCTIOJIHEHUST TOKYMEHTOB

18.  OdopmiieHre JOKYMEHTOB U JIeN K YHHUTOXKEHHUIO U Ha JUTUTEIhHOE (TIOCTOSTHHOER)

XpaHEeHue

19. ApXHBHOE XpaHEHHUE eI

20.  JIokyMeHTOOOOPOT CEPBUCHOTO MPEIIPUSTHS

IIpakTnyeckue 3a1aHuA
o JucumuiInHe «/JlokymeHTanuoHHOoe o0ecriedeHue NMpeanpusiTUl CepBHUCA

1. CoctaButh 1 0OpPMHTH NMPHUKA3 O PUEME Ha padOTYy.

2. O¢opMuUTh PEKBU3UT «IOANUCHY. JloKyMeHT mnoamnuchiBaeT Ha OnaHke aupekrop AO
«Buzut» CBupunoB U.A. u qupexkrop AO «Csizb» Termnos C.11.

3. B cBs3u ¢ yx010M MEHEIKepa B 0YEPEIHOM OTIYCK COCTaBUTh U O()OPMUTH IIPHUKA3 O
BO3JI0KEHUU €ro 00s3aHHOCTEH Ha APYroro paboTHUKA

4. OdopMUTh PEKBUZUT «Y TBEPKIACHU.

5. CocTaBUTh 1 OPOPMUTH JTOKIAJHYIO 3AIIUCKY.

6. CoctaBUTh U O(POPMHUTH JIUYHOE 3as1BJICHUE PYKOBOJUTEIIO IPEANPHUATHS C 000
MPOCHOOH.

7. OQopMUTH PEKBU3UT «IIOITUCH

8. CoctaBUTh 1 0POPMUTH NPETEH3UOHHOE MMHUCHMO.

9. CocraButh M O0GOPMHUTH TelerpaMMy, H3BELIAIONIYI0 PYKOBOAUTENS MPEANPUATHS O
BO3MOKHOCTH Y4acTHsl €ro paOOTHMKOB B Hay4HO- IPAKTUYECKOM CEMUHAape MOBBIILIEHUS
KBaTM(UKAIIIH.

10. CoctaButh U OG(OPMUTH CIIy)KEOHOE IHUCHMO, H3BEIIAIONIEE O PACTOPKEHUM paHee
3aKJIFOYEHHOTO JI0T0BODA.

11. CoctaBuTh ¥ OPOPMHUTH TOBEPEHHOCTD Ha MOJIy4EeHHE TOBAPHO-MATEPUAIbHBIX [IECHHOCTEH.

12. CoctaBuTh ¥ OPOPMHUTH TOBEPEHHOCTH OT CBOETO MIMEHHU Ha MOJyYeHUE JIEHEKHBIX CPEJICTB.

13. OpopmuTh pPEKBU3UT «TpU( BHYTPEHHETO COrJacoOBaHUs». JOKyMEHT corjacoBaH cC
HavalbHUKOM (uHaHcoBoro otaena Jlebenesoit 1.3. u ropuckoncynsTom Hecteposoit I1.b.

14. CoctaButh ¥ OG(OPMUTH CIpPaBKy, MOATBEPXKAAIOIIYI0 3apaOOTHYIO IUIaTy paOOTHHKA

NPEANPUATHSL.



15. OdopmuTth pexkBU3UT «anmpecaT». JJOKyMEHT aapecyercsi TUPEKTOpY TOCTUHUIIBI «AHTrapay
[Munosoit ®.A. Anpec: 664000, r. Aurapck, yin. bappukan 25.
16. CoctaBuTh 1 0POPMHUTH TAPAHTHIHOE MTUCHMO JIFOOOTO COACPIKAHUSI.

MeTtoanyeckue peKOMeHAANMH 0 MOAT0TOBKE K NPAKTHYECKUM 3aHATHAM
o JucuumnuHe «JokymMeHTalHOHHOE 00ecneyeHne NpeINnpuATHI cepBHCa»
AJISl CTY/IEeHTOB HanpasJjeHus noaroroBku 43.03.01 Cepsuc

3asaHue: OTBETUTDH HA BOIIPOCHI, MOATOTOBUTE 5-6 CIIaliIOB K BOIIPOCY, BHIYUHUTh
OTpe/iesieHUe MOHATUH, TEPMUHOB, HEOOXOJUMBIX JUIsl PACKPBITUS TEMBI.

3ansrue 1-2. OdopmiaeHue peKBU3HTOB JOKYMEHTOB

OcHOBHbIE BONPOCHI:

1. Bunel TOKyMEHTOB U UX KJIaccUPUKAII

2. bnanku moxymeHToB. TpeOoBaHMs K H3TOTOBJICHUIO U 0(OPMIICHUIO OTaHKa.

3. CocraB pekBU3UTOB. CxeMa pacIookKeHHUs] pEKBU3UTOB

IIpakTnyeckue 3agaHus:
1. ToaroToBuTh nBa YUCTHIX OJIAHKA C TPAHULAMH 30H PEKBH3UTOB Ha Oymare popmaTa A4
0€e3 HaHEeCEHUs CaMUX PEKBU3UTOB.

2. YKaxuTe Ha OIMOKHM, TOMYIIEHHBIE TIPU COCTABJIEHUH aBTOOHOrpaduy.

S, [TaBnoBa Hanexna BacunbseBHa, B 1963 rony noctynuna B cpeHioro mkory Ne 23 r.
Brnagumupa, koropyro 3akoHuniia B 1973 roxy. OTHOBpEMEHHO 3aHMMAaach B TOPOJICKON
MY3BIKaJIbHOM IIKOJIE MO KJIAcCy MO KJIACCY CKPUIKH, 3aKOHYMIIA Koy B 1971 rony.
Pomunace 22 wrons 1956 rona B 1. Bmagumupe B ceMbe pabounx.

B 1973 rony nocrynuna Bo BraguMupckuii rocy1apcTBEHHBIN TIEAaroruaecKuii MHCTUTYT
Ha (paKyabTET MHOCTPAHHBIX S3BIKOB. 3aKOHYMIIA C OTJIMYMEM UHCTUTYT B 1978 roay mo
CHEIHATbHOCTH YUUTENb aHTJIMICKOTO SI3bIKA.

B 1978 rony nmoctynuna Ha paboty B mikoiay Ne3 r. Bragumupa yaureneM aHTIHHCKOTO
SI3bIKa, Iie paboTaro Mo HACTOAIIEe BpEeMs.

Homamnumii aapec: yn. [lymkuna, a. 16, kB. 18, r. Bnagumup.

Oren — I1aBnoB Bacunuii UBaHOBHY, TTIEHCHOHED.

Mars — [1aBioBa Anna CepreeBHa, npojaasel; marazuna Ne 14,

3amyxeM. mero nous, 4 roga. [loanuce Jlara

VYkaxuTe, B CKOJIBKUX SK3eMILIApax odopmisieTcs: aBToonorpadus.

TeMbI JOKJIA10B, COOOIIEHHIi: 1-7.
3ansrtue 3-4. CocTaB npoueaypbl 1 JOKYMEHTHPOBaHUE IIpHeMa Ha padoTy

OcHOBHBIE BONPOCHI:
1. Crpykrypa IOKyMEHTAIlMU MO JTUYHOMY COCTaBY

2. CocraB npoueaypsl U JOKyMEHTHPOBAaHUE MpUeMa I'pakJaH Ha paboTy
3. Cocrtas npoueayps! U JOKyMEHTHPOBaHUE TIepeBO/ia COTPYAHUKOB Ha paboTy

IIpakTHyeckue 3a1aHusA:

1. Cocrasuts mpodeccroHaNbHOE PE3IOME B COMTPOBOUTENLHOE MMUCHMO K HEMY;
XapaKTepPUCTUKY; aBTOOHOTrpaduio.

2. Odopmurs 3assnenue nosapa OO0 «MH3a» ¢ MPOCKOOH MPEIOCTABUTh YUeHHUIECKHUI
otrmyck ¢ 06.03.20_ mo 18.03.20__ mpopomxuTenbHOCThI0 13 KaneHJapHBIX JAHEW Ha



OocHOBaHMU crpaBku — Bbi3oBa Ne 5655 ot 01.03.20_. ©.1.0. nosapa MBanosa Upuna
[lerpoBHa. [l npuMepa ucnonb3yiTe npuioxenue 1.

I'enepanbHOMY TUpEKTOPY

000 «I'un3a»

Maszapuny I'. JIL

nosapa Msanosoii N.IL

3. Odopmurte 3anCh B TPYAOBOI KHIKKE 00 YBOJIHHEHUH Bac:
a) TI0 COOCTBEHHOMY KEJIAHUIO;
0) B CBSI3U C JIMKBUJAIMEH TPEATIPHUSITHUS;
B) B CBSI3U C HECOOTBETCTBHEM BBITIOJIHAEMON paOOTHI IPEABSABISEMBIM TPeOOBAHUIM
BCJIEJICTBHE HEJOCTATOYHON KBaIH(pUKALIUK.
TeMbl J0KJI2/10B, COO0IIEHMIi: 22,24

3ausrue 5. Jle1oBasi nepenucka

OcHoBHbIE BONIPOCHI:

1. TlonsTHe u KIaccUPUKAIUS CITYKEOHBIX THCEM.
2. Crenuduka IeI0BOTO CTHIIS MMACHMA.

3. DTHKET B CITy)KeOHOM mepernucke.

HpaKaneCKne 3aJaHUA:

1. CocraBHTH MaKeT MHUCEM U pa3pa60TaTL BU3HUTHBIC KAPTOYKH.

2. CocraButh ¥ 0QOPMHUTH MHCHMO-TIPUIIIAIICHAE B COOTBETCTBUHM C MPABUJIAMH.
BricTaBOUHBIN LIEHTP, paCMOJIOKEHHBIN 110 aapecy: T. BoiroaoHck, npocnekt KypyaTtoBa
20, TPOBOJUT BBICTABKY-SIpMapKy TOBapoB HapogHOTo moTpedimeHus «OceHp-2018» u
npocut noarBepauTh OO0 «IIMOMKUHO» X Yy4acTHE B BBICTABKE sIpMapKe M BHICIATH
MMEIOIUeCs] TPOCHEeKThl M MaTepuaibl Ui OQOpPMIICHHS TEeMaTHYeCKOTro CTEHA.

[TuceMo moamnucan pykoBoautenb npoekta B. /1. YecHOKOB.

TeMbI JOKJIAA0B, cOO0menuii: 9-11



IlepeyeHb OCHOBHOII 1 10TIOJHUTEJIBbHOM y4eOHOM JUTEPATyPbl, HE0OX0AUMOI IS

OCBOCHHUHA JTUCHHUILIIMHBI

OcHoBHast 1MTepaTypa

ABTOpBHI, 3arnaBue W3spnatensctBo, | Komuuectso
JI1.1 | demun, FO.M. Jenonpouns3BoacTBo. JJOKyMeHTallMOHHBIH MEHEIKMEHT: M. ; Bepnun : 3BC
yuebHOe nocodue Jupexr-Menua,
URL: 2014
http://biblioclub.ru/index.php?page=book&id=253657
JI1.2 |Cumonsn, P.A JlokyMeHTalMOHHOE 00ecIIeueHNe CUCTEMBI YIIPaBIICHUS Caparos: Ait[Iu |3bC
opraHusaiyen [IneKTpoHHbIH pecypc]: yueOHoe mocodue | Ip Menua, 2018
http://www.iprbookshop.ru/72458.html.
JI1.3 |Tymuna, U. A. JlokyMeHTalMOHHOE oOecreueH e yrpaBiIeHUs B Anbda-M, HALL |3BC
COLMAJILHO- KYJIbTYPHOM CEpBUCE U TypU3Me: yueOHOe NHOPA-M, 2015
nocodue
JlonoHUTEILHAS JIATEPATYPa
ABTOpBHI, 3arnaBue W3natensctBo, | Komnuectso
JI2.1 |Poroxun, M.IO. |JlokymeHTaIioHHOE oOecriedeHre yrpaBieHus: yaeOHo- M. ; Bepnun : 3BC
[IPaKTUYECKOE 0co0He Hupexr-Menua,
URL: 2014
http://biblioclub.ru/index.php?page=book&id=253704
JI2.2 |ApacnanoBa, B.A |JlokymeHTaIIIOHHOE 00eCIIeYeHNUE YIPaBICHUS Hupekr-Menua, |3bC

[OnexTpoHHsIii pecypc]: ydyeOHO-TIpaKTHYECKOe mocodue
http://biblioclub.ru/index.php?page=book&id=137706

2013
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