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1. Tlnanupyemble pe3yJbTaThl 00y4YeHHUs MO TUCHUILINHE, COOTHECEHHBIE C
ycraHoBJieHHbIMUA B OIIOII BO ungukaTopamMu 10CTHKEHUS] KOMIIETEeHIIH I

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

Kox v nanmenoBanue NHaukaTopbl 10CTHKEHUSI KOMIIETeH M I
KOMIIeTEeHIIUH IlnannpyemMsble pe3yabTaThbl 00y4eHH s

YuauBepcanbhble komnerenuuss YK-1 CriocobeH ocymecTBIATh MOUCK, KPUTHYCCKUN aHATN3
U CHHTE3 HH()OpMAIH, TPUMEHSTh CHCTEMHBIN TIOJIXO]] JIJIsl PEIICHHSI TIOCTABJICHHBIX 33124

3uarb (3): OCHOBHBIE NPUHIMIBI M METOAbl aHAIN3a
3alauyd, WX JIOCTOMHCTBA M HEJOCTAaTKH BapHAHTHI
perieHus 51 0a30BLIE COCTAaBIIAIOIIIIE 3a7a4H,
JIEKOMITO3MIIUS 3a7a4d, TPHHIIUIBI U METOJbl IOHMCKA,
aHajgu3a M CUHTe3a MHopManuu. [IpUHIMIBI ¥ METOIbI
CHCTEMHOTO ITOIXO0/1a.

Ymers (VY): AHanu3upoBarh 3ajady, BBIICISATH €€
0a30BbIE COCTABISIONINE, OCYIIECTBISATH JIEKOMIIO3UIMIO
3amaun. Haxomute M KpPUTHYECKH  aHAIM3UPOBATh

U-1yx; Amnanusupyer 3anady,
uHpopmaruto, HE00X0IUMYIO IUIS pelieHus

BBLIEJISAS ee 0a3oBbIE &

MOCTABJICHHOW  3aja4yd. PaccMaTpuBaTh  BO3MOKHBIC
COCTaBJISIIOIIIKE,  OCYIIECTBIISACT

BapHaHThl PEIICHHS 3aJa4d, OLEHUBAs MX JOCTOMHCTBA M
JIEKOMITO3ULIAIO 3a7a4H,

HEAOCTAaTKH, IIOHUMATh HpI/IeMBI aHallu3a 3aJadu, HuXx
paccMaTpUBacT BO3MOKHBIE

JIOCTOMHCTBA M HEJIOCTAaTKH, OPUEHTUPOBATHCA B
BapUaHTax peHIeHUsI M 0a30BbIX COCTABJISIONIMX 3a/aud,
OCYILIECTBIISATh JEKOMITO3UIIUIO 3a/1a4n

Baapners:(B) Mexanusmamu novcka MH(GOpMaluu, B TOM
qrclie ¢ MPUMEHEHHE COBPEMEHHBIX MH()OPMAIMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTHH, TpUeMaMHu aHaIn3a
3a/1auu, ONpeeNIeHUs JOCTOMHCTB U HEJOCTATKOB BIAJETh
HaBbIKAMH  pabOTBI ¢ BapuaHTamMu U  0a30BBIMHU
COCTaBJISIOMMMH 33J1a9H U JCKOMIIO3UIUU

BAapHAaHTbI pemicHu-d 3aJga4u,
OLCHHUBasg1 HX JOCTOMHCTBA H
HEAOCTAaTKH

2. lleau v 3a1a4M OCBOEHUSI Y4eOHOM TUCHUILINHBI, MECTO AUCUHUILIMHBI B CTPYKTYpe
OIIOIT BO

HuctunnuHa «/lemonpon3BoaACTBO» OTHOCHTCS K 0a3oBoi yacTtu  (popmMupyemon
YYaCTHUKaMU 0Opa30oBaTENbHBIX OTHOIIEHHH OCHOBHOW MpodeccHoHanbHOM 00pa3oBaTebHOM
nporpaMmel Boiciiero oopazosanus 21.03.02 3emieycTpoilcTBO U KaJacTphl.

Llenplo M3ydyeHUs AMCUMIUIMHBL - sBIsSeTcd (POPMUPOBAHUE Y CTYJCHTOB 3HAHUM
TEOPETUYECKUX U MTPAKTHUYECKUX OCHOB CO3JaHMsI JOKYMEHTOB B CUCTEME YIPABJIECHMS, a TaKKe
npuoOpeTeHne HABBIKOB TI'PaMOTHOM M A(QQEKTUBHOM  OpraHu3allid  COBPEMEHHOI'O
JIEJIONPOU3BO/ICTBA HA MIPEIIPUITHH.

Jlnga peanu3anuy TOCTaBJICHHOW 1I€NM, B MPOILIECCE OCBOCHMS AUCLUILIMHBI
«/lenonponsBoicTBO» ObUIH CHOPMHUPOBAHBI CIEAYIOLIUE 3a0aUu:

— U3Y4YUThb  3aKOHOJATENbHBIE W  HOPMAaTHUBHO-METOAMYECKHE  JOKYMEHTHI,
periaMeHTHpyrole padoTy ¢ JOKYMEHTaMH OpraHU3allly;

— O3HAaKOMHUTh C TMpaBUJIAMH COCTaBICHUS U OGOPMIICHHS YIPAaBICHUECKUX
JIOKYMEHTOB;

— O3HAaKOMUTH C IIpaBUJIaMU COCTABJICHUA U Oq)OpM.HeHI/ISI JCJIOBBIX ITNCEM,



— O03HAKOMHUTh OOYYAIOIIUXCS C TPeOOBAHUSAMH HOPMATHBHBIX IPABOBBIX aKTOB,
pErylaMeHTUPYIOLUX HOPSAJOK CO3JaHUs U ABUKEHUS JOKYMEHTOB;

— chopMupoBaTh y 00ydaromuUXcs MPAKTHUECKUE HABBIKH FOPUTUYCCKH TPAMOTHOTO
o opMIIEHUS JOKYMEHTOB, C YUE€TOM I10JIO)KEHUI HOPMAaTUBHBIX JOKYMEHTOB;

— U3YYHTb MOPSIOK PAOOTHI C TUYHBIMH U CITYKECOHBIMU JTOKYMEHTAMH,

— olecreynTh YCBOCHHE OCHOBHBIX MTPaBHII 00pabOTKU U XpaHEHUS JTOKYMEHTOB.

— chopMUpOBaTh HABBIKM COCTABICHHUS M O(OPMIICHUS OCHOBHBIX JIOKYMEHTOB
YIPABJICHHUS;

— 03HAaKOMUTh

CHylIaTeNnen ¢ TEXHOJOTUSAMHU

JIOKYMEHTO000pOTa MPENNPUITHI U OpraHU3aIIHiA.

COBpPCMCHHBIMHA OopraHu3alu

3. O0beM yueOHOH TUCHUIIMHBI B 32a4€THBIX eIUHUIIAX ¢ YKA3aHHEM KOJIHYeCcTBa
aKaJjeMHYecKHX YaCOB, BbI/IeJIEHHbIX HA KOHTAKTHYIO padoTy 00y4yalomuxcsi ¢
npenojaasaresieM (10 BHAaM yUeOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYIO Pa0doTy

00y4arIIHUXCs
3.1 3aounas ¢popma oOydeHus
Bun yuebnoit paboThl 5 cemecTp
OO0m1ast TpyA0€MKOCTh JUCIIUIUIMHBI, 3a4€THBIX €IUHUIL 3
4yacoB 108
AynuTopHasi (KOHTaAKTHas1) pabora, 4acoB 48
B T.4. 3aHSATHUS JICKIIMOHHOTO THIIA 16
3aHSTHS CEMHUHAPCKOrO TUMA 32
MPOMEKYTOUHAs aTTeCTAIIUS
CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 56
Kounrtpous 4
Bu npomexxyTouHOM aTTecTanuu 3auer

4. Conep:kanue TUCHUILUINHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3/iesaM) ¢ yKa3aHHeM
OTBeJ€HHOI0 HA HUX KOJHYEeCTBA aKAIeMHYeCKHX YaCOB U BUAOB y4eOHbIX 3aHATHIA

4.1 Ilepeuenv pazoenoeé OucuunIuHBl ¢ YKA3AHUEM MPYOOEMKOCHMU AYOUMOPHOU

(KOHmMaKmHoIl) u camocmoamenbHoll padbomsel, 6U008 KOHMPO.JIell U NEPEYH KOMNEmeHUUIL

3aouHas popma oOyUyeHHs

TpynoeMKocTb, 4acoB Kox MJIK
B TOM YHCIIE HaumenoBanue
HanmeHnoBanue pas3ieinoB u TeM ayJTUTOPHOH .|  OILEHOYHOrO
BCEro ..\ |caMocTOoATENbHOM
(KOHTaKTHOH) CpeacTBa
paboThI
paboTHI
Pazgen 1. Teopetuueckre OCHOBBI VK-1
A P 36 18 18
JISIIONPON3BOJICTBA
1.1 Mcropus pa3BuTHS
IIpakTrnyeckas
roCyIapCTBEHHOI'O JICJIOMPOU3BOICTBA B 12 6 6
paborta, TecT,
Poccun
pedepar, nokmnan
1.2. llenu, 3aqa4m ¥ IPUHITAIIBI 12 6 6
COBPEMEHHOT0 JICIIONPOU3BOJICTBA
1.3. Knaccudukanusi JOKyMEHTOB 12 6 6
Paznen 2. CoBpeMeHHbIE TpeOOBaHUS K 38 18 20 VK-1
0(OPMIICHHUIO JOKYMEHTOB
IIpakTuaeckoe
2.1. HopMaTHBHO-TIPaBOBEIE U saxamme. VCTHLIN
METOMYECCKUE 12 6 6 HARHe, ¥
OCHOBHI JICIIONPON3BOJICTBA OTBCT Ha BOLPOC
JOKJIag
2.2. CocTaBlieHHE OPraHU3alMOHHO- 12 6 6
PacTOPSANTENBHBIX U MHPOPMAIIMOHHO




CIPaBOYHBIX JOKYMEHTOB
2.3 TpeOoBaHUSA K COCTaBICHHUIO U 14 6 8
0(hOPMIICHHUIO TTHCEM
Paznen 3. Opranusauus paboTsl ¢ 30 12 18 VK-1
JOKYMEHTaMH
3.1 Opranmzanus TOKyMeHT0000poTa Ha 10 4 6 IpakTrueckoe
MPEIPUATHN 3a/iaHue, YCTHBIN
3.3 DIEeKTPOHHBIN TOKYMEHTOOOOPOT B 10 4 6 OTBET Ha BOIIPOC
OpraHu3alyu JOKJIazt
3.3 ABTOMATHU3UPOBAHHBIC CHCTEMBI 10 4 6
ydera JOKYMEHTOB
IIpomexyTouHas aTTecTauus Utorosoe
TECTHPOBaHHE,
4 NHACbMEHHBIN
OTBET Ha
3K3aMEHAlMOHHBIN
BOTIPOC
HUTOTI'O no aucuminHe 108 48 56 -
IIpumepnutii nepeuerb OUEHOUHBIX CPEOCHE 012 MEKyuiez0 KOHMPOJIA YCHeeaemocmu
No | HaumenoBanue | KpaTkas xapakTepHCTHKa OLEHOYHOI'O CPEICTBA IIpencraBnenue
1/ | OLIEHOYHOTO OIIEHOYHOTO
I | cpeacTea cpencTBa B poHIe
1 3anagya CpenctBo OLIEHKH YMEHUS NIPUMEHATD nosyyeHHsle | KomrmekT 3agay u
(mpakTUYecKoe | TEOpEeTHYEeCKHE 3HAHWS B MPAKTUYCCKOU CUTYAIlHUH. 3a/laHuit
3aJlaHue, 3anmaya (3agaHue) AOJDKHA OBITH HaNpaBlieHa Ha OIICHUBAHHUE TEX
nabopatopHasi | KOMIETEHIMH, KOTOpbIE TMOJJIEXKAT OCBOCHUIO B JIaHHOH
pabora) TUCIUIUIMHE, JOJDKHA COZAEpIKaTh YETKYI0 HMHCTPYKIHIO TI0
BBITIOJTHEHHUIO HMJTH aJITOPUTM JIEHCTBHI.
2 CobecenoBanne | CpeacTBO KOHTpOJISI, OPraHM30BAaHHOE KaK CIielUalbHas Oecena Bompocs! o
mpernojiaBarens ¢ OOyYalolmIMMCS Ha TEMBbI, CBS3aHHBIE C TeMam/pasienam
M3y4aeMOl JUCHMIUIMHONW, WM PACCUYUTAHHOE HA BBIICHEHHE JUCITUTLUTAHBL,
o0beMa 3HAHWI OOYYaroIIEerocs IO OIPENeICHHOMY pas3felny, | IpeICcTaBIeHHBIE B
Teme, mpobieMe | T.1II. MIPUBSIZKE K
KOMIICTCHIIHUAM,
MPeTyCMOTPEHHBIM
PII
3 Tect Cucrema  CTaHIAPTH3UPOBAHHBIX  3aJaHUil,  ITO3BOJISIOIIAS ®oHJT TECTOBBIX
aBTOMATHU3MPOBaTh NPOLEAYPY H3MEPEHHUs YpPOBHA 3HAHUHA WU 3aJaHui
yYMEHHUH 00yJaromerocs.
14 | Pedepar [IpoxykT camocTOsATENHHOM PabOThI CTYACHTA, TPEICTABISIONINN Temsl pedeparos
coboit KpaTKOC€ H3JIOKECHUE B NHCBMCHHOM BHIAC ITOJTYYCHHBIX
pe3yIbTaTOB TEOPETHUECKOTO aHajM3a ONpEACICHHONW HaydHOU
(y4eOHO-ncCIIe10BaTEIbCKOM) TEMBI, T1Ie aBTOP PACKPBHIBAET CYTh
HCCIIeyeMOl MpoOIeMbl, TPUBOAMUT Pa3IMUHbIC TOYKU 3PCHHUS, a
TaKXXe COOCTBEHHBIE B3IJIsIbI HA HEe.
15 | Hoxman, [IpoaykT camocTosATENHHON PabOTHl CTYAEHTA, IPEACTABISIOMINI Temb! nOKIa10B,
cooO1eHme c000if myOIMYHOE BBICTYIUIEHHE TI0 TIPEICTABIECHUIO TOTYYEHHBIX cooOmieHuit
pe3yIbTaTOB PEMICHUS OIPEACICHHON yUeOHO-TIPaKTHIECKOH,
y4eOHO-UCCIIEAOBATEIECKON HITH HAYIHOUW TEMBI

4.2 Cooepircanue oucuyuniunvl no pazoenam u memam

Paszgea 1. TeopeTuyeckue OCHOBBI 1€JIONIPOU3BOACTBA




Ilenrnm — wu3ydyeHUe TEOPETUYECKUX OCHOB Ppa3BUTHS T'OCYJApCTBEHHOW CHCTEMBI
JenonpousBoacTsa B Poccnn.

3agauym — U3y4UTh OCHOBHBIE IOHSATHUS B CUCTEME JEJIONPOM3BOJCTBA, U3YUUTh LEINH,
3aJa4d U NPUHIUIBI COBPEMEHHOI'O JEJIONPOU3BOJACTBA; M3YyYUTh OCHOBHBIC JTallbl Pa3BUTHUSA
roCyJapCTBEHHOTO JIeIONPON3BOICTBa B Poccun, paccMOoTpeTh BHIIBI U (POPMBI IOKYMEHTOB.

IlepeueHb y4eOHBIX 3JIEMEHTOB pa3jeJia:

1.1 Hcropus pa3BUTHS rOCYAapCTBEHHOTrO JIEIOIPOU3BO/ICTBA B Poccuu
1.2 llenu, 337244 ¥ TPUHIIUIIBEI COBPEMEHHOTO JICTIONPOU3BOJICTBA

1.3 Kiaccudukamnus 10KyMEHTOB

Paszgean 2. CoBpeMeHHbIe TPeOOBAHUA K O(POPMIICHUIO JOKYMEHTOB

Heap — wu3ydyeHue TpeOOBaHMI ¥ HOPMATHBHO-METOIUYECKHX JOKYMEHTOB K
COCTAaBIICHUIO M O(GOPMIICHHIO OPTraHU3aLMOHHO-PACTIOPAAUTEIBHBIX ¥ WH(POPMAIMOHHO-
CIPaBOYHBIX JOKYMEHTOB, ¢ TpuMeHeHneM ACY.

33}13‘11/[ . HpI/IO6p€T€HI/I€ HaBBIKOB IMPUMCHCHU A HOPMAaTUBHO-IIPABOBBIX aKTOB,
METOJIUYECKHX  JOKYMEHTOB,  PETJIAMEHTHPYIOUIMX  BONPOCHI  JEJIONPOM3BOJACTBA |
JOKYMEHTO000pOTa; MPHOOPETEHNE TEOPETUYECKUX M MPAKTUYECKUX HABBIKOB B O(QOPMIICHHH
OpraHU3alMOHHO-PACIIOPSIUTEIbHBIX " UH()OPMAIIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB.
c(hOopMHUPOBATh Y OOYYAIOIIUXCS MPAKTHYCCKHE HABBIKM T'PAMOTHOTO O(GOpPMIICHHS THCEM, C
y4EeTOM MOJI0KEHHH HOPMAaTHBHBIX JOKYMEHTOB.

IlepeyeHb y4eOHBIX 3JIEMEHTOB pa3jeJa:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI AEIONPOU3BOACTBA
2.2.  CocraBieHHEe  OpraHU3alMOHHO-PACHOPSIAUTENBHBIX M MH(OpMaIMOHHO-
CIIPABOYHBIX IOKYMEHTOB
2.3 TpeGoBaHuUs K COCTaBICHUIO U O(POPMIICHHIO ITUCEM

Pa3nes 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

Ilesb — paccMOTpETh ATaIlbl JOKYMEHTOO0OPOTa B OpraHu3anuy, ¢ npumeHenueM ACY.

33[{3‘-11/[: O3HAKOMUTHb CTYACHTOB C OJTallaMU MPOXOXKIACHHUA ITOKYMCHTOB; HU3YYHUTH
HOPSI0K pabOThl C JIMYHBIMU U CIIY’K€OHBIMHM JTOKYMEHTaMH; 00€CIeUUTh YCBOEHHE OCHOBHBIX
npaBwil  00pabOTKM JOKyMEHTOB ¢ npuMmeHeHueM ACY; O03HaKOMUTH CIylIaTesNend cC
COBPEMEHHBIMU TEXHOJOTHSIMUA OPTaHU3aIMH JOKYMEHTOO00pOTa MPEePUATUI U OpraHu3aIuil.

ITepedyenb y4eOHBIX 2JIEMEHTOB pa3jeJia:

3.1 Opranuzanus J0KyMeHTO000poTa Ha MPeANPUITHH
3.2 DNeKTPOHHBII TOKYMEHTOOOOPOT B OpraHU3aluu
3.3 ABTOMaTU3UPOBAHHBIE CUCTEMBI yUeTa JOKYMEHTOB

5. OueHo4YHbIe MAaTEPHAJIBI IO TUCHHUIIHHE
OrneHOYHBIC MaTepHANIbl MO AWCIUIUIMHE TPEACTaBICHBI B BUAE (POHIA OICHOYHBIX

CPEICTB.

6. MaTepuajibHO-TeXHUYECKOE U YUeOHO-MeTOAuYecKoe obecneyeHue TUCHUTITUHBI

6.1 IlepeyeHb yueOHO-MeTOAUYECKOT0 00ecneYeH s M0 M CIUIINHE

o/ ABTOp, Ha3BaHUC, MCCTO U3AaHHNA, U3AATCILCTBO, 'O U3AAHU, KOJIMYCCTBO CTPAHUILL




1. |Mertoanueckue yKkazaHHUs O U3yUCHUIO AUCHUILIHHEI «/lenonpousBonctso», 45ctp, 2021 r
6.2 IlepeyeHb y4eOHBIX U3IaAHUI, HEOOXOAUMBIX IJIf1 OCBOCHHS JUCHUIIIMHBI *
[leyatHbie yueOHbIC U3MaHUs B OuOIHoTeUuHOM (hoH e *
Ne ABTOp, Ha3BaHKE, MECTO U3AAaHUs, U3AATEIBCTBO, TOJ] U3JaHHs, KOJTHYECTBO KonnuecTtso
n/m CTpaHUIL 9K3EMIUIIPOB B
oubmoreke
1. | Kysnenos M.H. JlokymenTanmonsoe obecrnieuenue ymnpasienus. - M. : FOpaiir, | 2
2017.-477c.
2. |Tlanacenko IO.A. Jlenonpou3BOJICTBO: JOKYMEHTAI[MOHHOE obecredeHue | 3
ynpasnerus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.
3. | beikora T.A. JIokyMEeHTAIlMOHHOE obOecrieuenue ympamieHus. - M. :|3
NH®PA-M, 2013. - 304c.
4. | Kupcanora M.B. CoBpemeHHOe aenonpon3BoacTBo. - M. : UHOPA-M, 2014, |1

*B cayyae ucnonv308anus NeYamHulX U30AHUL YKA3bI8AeMCs IUmMepamypa, KOmopas umeemcs 6
Hanuuuyu 6 bubaUomeKe akademuu 8 neuamHom euoe uz paciema ne menee 0,25 sKk3eMnaAPa KAHcO020 U3
U30aHULL HA 00H020 00YUAIWe20Ca U3 YUCLA TUY 0OHOBPEMEHHO 0CBAUBAIOUWUX OAHHYIO OUCYUUNTUHY.

DJNeKTpOHHBIE YUeOHbIC N3AaHUS B AIEKTPOHHO-ONOIMOTeYHbIX crucTtemax (BC)**:

Ne
/i

ABTOp, Ha3BaHUE, MECTO U3JAHUS, T'OJ U3IaHUS,
KOJIMYECTBO CTPAHMUI]

Cchuika Ha yuebHOe u3nanue B DbC

OcHOBHAaA:

I'pozoBa, O.C. Jlenonpou3BOJCTBO : yueOHOe
nocoone st By3oB/ O.C.IpozoBa. — 2-e
m3nl. — MockBa: HzpgarensctBo  IOpaiir,
2023. — 131 c.

https://urait.ru/bcode/510372

[ysanosa, H. H. OcHOBBI [en10Ipon3BOJICTBA.
SA3bIK  cy:)XeOHOro JOKyMEHTa : Y4eOHUK U
npaktukyM ans  By3oB/  H. H. lllyBanoga,
A.1O. BanoBa; mox oOmed  pemakiuen
H. H. lllyBanoBoii. — 3-e wu3n.,, mnepepald. u
norn. —  MockBa: M3parensctBo  FOpaiir,
2023. — 384 c.

https://urait.ru/bcode/511417

[ysanosa, H. H. Opranuzauust u TEXHOIOTHs
JIOKYMEHTAIMOHHOTO 00ecrieueH sl YIpaBICHuUS
y4eOHUK W  TPAKTUKyM I  By30B/
H. H. llyBanoBa. — 3-e wu3xa., mepepad. u
pon. —  MockBa: HM3pgarensctBo  HOpaiir,
2023. — 247 c.

https://urait.ru/bcode/531239

JlononaurenbHas

Konbimkuna, T.b. [lenoBbie KOMMYyHUKaluu,
JIOKyMEHTO000pOT u JIEIOMPOU3BOJICTBO :
yaeOHnoe nmocobue st By3oB / T. b. Konpikuna,
. B. lllyctuna. — 3-e W31, UCOp. U JOM. —
Mocksa : UzmarensctBo  IOpaiit, 2023. —
145 c.

https://urait.ru/bcode/513409

Kopounesa, T. A. JIOKyMEHTHUpPOBaHKE
YIPaBJIEHYECKOH  JEATENbHOCTH :  ydeOHOe
nocob6ue / T. A. Koponesa. — Cankr-IlerepOypr
: CII6I' IKuT, 2020. — 148 c.

https://e.lanbook.com/book/415766



https://urait.ru/bcode/510372
https://urait.ru/bcode/511417
https://urait.ru/bcode/531239
https://urait.ru/bcode/513409
https://e.lanbook.com/book/415766

Cemko, M. A. OCHOBBI A€NONPOU3BOACTBA :
yuebHOe mocobue / WM. A. Cemxo, JI. A.
AnryxoBa. — CraBponoisib : CTt['AY, 2018. —
119 c.

https://e.lanbook.com/book/141613

HmutpueBa, JI.  HW.  JlokymeHTaMOHHOE
o0ecrieyeHne YNpaBICHYECKON esITeIbHOCTH :
yaeOnoe mocooue / JI. . ImutpueBa, 1. B.
Py3zaeBa. — HoBocubupck : HI'TY, 2019. — 100
C.

https://e.lanbook.com/book/152351

JlapuoHoBa, M. b. [IpakTukym o
OpPraHU3alMOHHOMY U  JIOKYMEHTallHOHHOMY
00ECTIeYeHNI0 JAEATENbHOCTH OpraHU3aliu
yueOHoe mocobue / M. b. JlapmonoBa, 1. E.
Cadponosuu. — Exarepun6Oypr : PITIITY, 2019.
— 206 c.

https://e.lanbook.com/book/222434

5. [TaBnoga, P. C. JlokymeHTaIlmoHHOE
obecrieuenue ynpasnenus / P. C. [TaBmoBa. —
Canxrt-IlerepOypr : Jlans, 2022. — 604 c.

https://e.lanbook.com/book/256058

10.

[TaBnoBa, P. C. JlokymeHTHpOBaHUE
YIPaBJICHUYECKOU JIEATEIHOCTH : yueOHOe
rmocodue g cro / P. C. [TaBnosa. — CaHkr-
IleTepOypr : Jlans, 2021. — 272 c.

https://e.lanbook.com/book/173092

11.

Ps6oBa, C. B. [lokymeHTalimoHHOE 00eCTieYeHUE
YIPaBJICHUYECKOU IEATETHOCTH : yueOHOe
nocobue / C. B. Ps6oBa. — YIIbSHOBCK :
Yal'TV, 2021. — 340 c.

https://e.lanbook.com/book/259769

12.

[TaBnoga, P. C. JlenonpousBoACTBO 1O
MUCHbMEHHBIM U YCTHBIM 0OpalIeHNusIM rpaxaaH /
P. C. IlaBnoBa. — Cankrt-IletepOypr : Jlanb,
2022. — 340 c.

https://e.lanbook.com/book/230351

13.

[TaBnoga, P. C. Konduaenmnunansaoe
nenornpousBozctBo / P. C. [TaBnoBa. — CaHKT-
ITerepOypr : Jlanp, 2022. — 380 c.

https://e.lanbook.com/book/266795

14.

ITaBnosa, P. C. KonduaenmnuanpHoe
nenonpousbojictBo / P. C. [1aBmoBa. — CaHKT-
[TerepOypr : Jlanp, 2022. — 368 c.

https://e.lanbook.com/book/266798

15.

Konbsmmna, O. A. Byxrantepckoe z1eno :
yuebHoe ocobue / O. A. Konpmmna, T. K.
Hynuuckas, M. A. BacunbeBa. — KemepoBo :
Keml'V, 2013. — 113 c.

https://e.lanbook.com/book/45625

6.3 IlepedeHb 2JIEKTPOHHBIX 00Pa30BaTeIbHBIX PECYypPCOB

Ne
n/n

DJIEKTPOHHBII 00pa30oBaTeIbHBII
pecypc

Hoctyn B DOP (cerb UHTEpHET, TOKAIbHASA CETh,
aBTOPH30BAHHBIH/CBOOOAHBIN 10CTYNI

Poccuiickas
ouodanoreka

pecypc]

HaIMOHAJIbHAS
[OnexTpoHHBII

http://nlr.ru/lawcenter_rnb

Poccuiickas
oubamnorexka

pecypcl.

I'ocynapcrBennas
[P7EKTPOHHBIN

http://www.rsl.ru

®denepanbHblii  00pa30BaTEILHBIN

http://www.ecsocman.edu.ru



https://e.lanbook.com/book/141613
https://e.lanbook.com/book/152351
https://e.lanbook.com/book/222434
https://e.lanbook.com/book/256058
https://e.lanbook.com/book/173092
https://e.lanbook.com/book/259769
https://e.lanbook.com/book/230351
https://e.lanbook.com/book/266795
https://e.lanbook.com/book/266798
https://e.lanbook.com/book/45625

rnopran «SKOHOMHKa,COHHOHOFHH,

MEHEDKMEHTY

1 UudopmarioHHO-CIIpaBOYHasT https://www.garant.ru/
cucreMa «l'apaHt

2| nopMaIiuoHHO-CIIpaBOYHAS http://www.consultant.ru/
cucreMa «Koncynpsranr [Limrocy

3{ Caiir  «ApxuBbl Poccum» mox http://www.rusarchives.ru

sruno PenepasbHOro apXUBHOIO
areHTcTBa (Pocapxusa)

4, CripaBOYHO-ITPaBOBast cucreMa http://www.consultant.ru/
«KOHCYIBTaHT TIOCY

5| Beepoccuiickuii Hay4HO- http://www.vniidad.ru
UCCIICIOBATEIIbCKHI UHCTUTYT
JOKYMCHTOBE/ICHUSI W apXUBHOTO
nena (BHUMIAN)

6 XKypuan «Jlenonpou3BoACTBO U www.delo-press.ru
JIOKYMEHTOOO0OPOT Ha
TPEIPUSTHI

7{ YHuBepcaIbHbBII https://edou.olimpoks.ru/#Management_document_flow

UH(QOPMAIIMOHHBIA ~ pecypc IO
JIEJIONPOU3BOJCTBY  (BOMpOCHl U
OTBETHl HA AaKTyaJbHbIE TEMBHI,
KHUTH, O(QOpPMIICHHE JOKYMEHTOB,
HOPMAaTHBHBIE JJOKYMEHTBI)

8 JlocTym K apXMBHBIM HOMEpaM https://obrex.ru/biblioteka/internet-resursy/25-
’KYPHAJIOB MO JEJONPOU3BOICTBY deloproizvodstvo-i-dokumentatsionnoe-obespechenie-
xypHai «Cekperapb-pedepeHT» upravleniya-internet-

Kypnan «/lenonpousBoiacTBo U resursy?ysclid=m3tyg096j9519202385
JIOKYMEHTOOO0OPOT Ha
MNpCaAIPpUATUI
9 Caiir [lenmonpecc https://delo-press.ru/?ysclid=m3wwzi4dmdp49986198
10 KoHcTpyKTOp TOKYMEHTOB https://delo-press.ru/construct-

doc/?ysclid=m4mhu91cas203098926

6.4 Coepemennvie npogheccuonanvuvie 6azvl OAHHBIX, UHPOPMAYUOHHBIE CRPABOUHDLE
cucmembl u TUWEH3UOHHOE NPOZPAMMHOE 00ecneyenue

CoBpemMenHbIe npodeccuoHa/IbHbIE 0a3bI TaHHBIX, HHPOPMALMOHHBbIE CIIPABOYHbIE
CHCTeMbl, LH(pPoOBBIE  JJICKTPOHHBIE  OMOJMOTEKM M  Jpyrue  JJIEeKTPOHHBbIEC
o0pa3oBaTte/ibHbIE pecypcChl

1. JloroBop o mnoakiaroueHMM K HanuoHanmbHOM — 2J€KTpOHHOW OuOIMOTEKEe MU
MpEeOCTaBIeHNH JOCTyna K oObekTaM HanuoHampbHOW — AJEKTPOHHOW — OMOTHMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJoHTaIue

2. Cormamenne o OeciulaTHOM TecToBOM Jjoctyne k Polpred.com. O630p CMU
27.04.2016 6eccpouno

3. Cornamenne o OecrulaTHOM TecToBOM JnocTtyne Kk Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. UndopmarmonHo-cripaBouynas cucrema «lapant» — URL: https://www.garant.ru/
HNudopmannonHo-cripaBouHas cucrema Jlunensuonusld gorosop Ne 261709/OI01-2 ot
25.06.2021

5. «Koncynprant [Tnroc». — URL: http://www.consultant.ru/ cBo60OHBIN HOCTYTI



https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://www.consultant.ru/
http://www.vniidad.ru/
http://www.delo-press.ru/
https://edou.olimpoks.ru/#Management_document_flow
https://obrex.ru/biblioteka/internet-resursy/25-deloproizvodstvo-i-dokumentatsionnoe-obespechenie-upravleniya-internet-resursy?ysclid=m3tygo96j9519202385
https://obrex.ru/biblioteka/internet-resursy/25-deloproizvodstvo-i-dokumentatsionnoe-obespechenie-upravleniya-internet-resursy?ysclid=m3tygo96j9519202385
https://obrex.ru/biblioteka/internet-resursy/25-deloproizvodstvo-i-dokumentatsionnoe-obespechenie-upravleniya-internet-resursy?ysclid=m3tygo96j9519202385
https://obrex.ru/biblioteka/internet-resursy/25-deloproizvodstvo-i-dokumentatsionnoe-obespechenie-upravleniya-internet-resursy?ysclid=m3tygo96j9519202385
https://delo-press.ru/construct-doc/?ysclid=m4mhu91cas203098926
https://delo-press.ru/construct-doc/?ysclid=m4mhu91cas203098926
https://www.garant.ru/
http://www.consultant.ru/

6. DnekrpoHHO-OMOIMOTeUHast cuctema AQriLib http://ebs.rgazu.ru/ (cBHIETETBCTBO O
rocyJIapCcTBEHHOM peructparuu 6a3nl nanHbiX No2014620472 ot 21.03.2014).

7. ®denepanbHas ciyx0a rocynapcrBenHoit craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunas oanektponHas OubnuoTexka oOTKpeiToro goctyma (Open  Access).—
URL:https://cyberleninka.ru/.

9. monHoTekcTOBasi KoJUIeKUMs (0a3a JaHHBIX) OJJIEKTPOHHBIX KHUT U3JATENIbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIi HEHTP nH(pOpMaITMOHHO-00pa30BaTEIbLHBIX peECypCOB.—
URL:http://fcior.edu.rul.

11. Undopmaumonnas cucrema «EnuHoe OKHO JgocTynma K 00pa3oBaTElIbHBIM
pecypcam».—URL:http://window.edu.ru/.

Hoctyn K JIEKTPOHHOM HH(OpMALNOHHO0-00pa30BaTeIbHO cpene,
HH(OPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH «AHTEepHeT»

1. Cucrema pucranmmonHoro oOyuenus Moodle www.portfolio.rgazu.ru_(cBo6oaHO
pacnpocTpaHsiemMoe)

2. [lpaBo wucmonb3oBanust mnporpamm miusi OBM  Mirapolis HCM B cocrase
GbyHKIIMOHAIBHBIX OJIOKOB U Moaynei: BuptyanbHas komHaTta. CtanaaptHas aunensus 10 1000
noJs3oBareneid Ha 1 mecsn (Jlnuensnonnsiii qoroBop Ne 77/03/22 — K ot 25 ampens 2022)

3. VHHOoBaIMoHHas cucTeMa TECTUPOBAHUS — IIPOrpaMMHOE oOecrieueHue Ha miathopme
1C (Jorosop Ne K/06/03 ot 13.06.2017)

4. Obpa3oBaTeNbHbIIl UHTEpHET — MopTayi Poccuiickoro rocynapcTBEHHOTO arpapHOro
3209HOT0 YHUBEpCHTETa (CBUACTEILCTBO O PETHCTPAIMH CPEICTBAa MAacCOBOM WH(oOpMammu I
Ne ®C77-51402 o1 19.10.2012).

JInnensnonHoe U CBOOOIHO pacnpocTpaHsieMoe MPOrpaMMHoOe odecredyeHue

1. OpenOffice —  cBoOGomHBII  TakeT  OPHCHBIX  MPHIOKEHUH  (CBOOOIHO
pacrpocTpaHseMoe)

2. linuxmint.com https://linuxmint.com/ (cBOGOHO pacIpoCcTpaHsIEMOe).

3. DnekTpoHHO-OMOMMOTeYHast cucrema Agrilib http://ebs.rgazu.ru/ (cBUIETENHCTBO O
rocyIapCcTBEHHOM peructpanuu 6a3sl JanHbIX Ne2014620472 ot 21.03.2014).

4. Odummansuaas crpanuna ®I'BOY BO «Poccuiickuii rocynapCcTBEHHBIM arpapHblid
3a04HBIM yHUBepcuTeT» https://vk.com/rgazuru (cBOOOIHO pacpoCTpaHIEMOE )0

5. Ilopran  denepanbHOr0  rocyAapCcTBEHHOro  OIOKETHOrO  00pa30BaTeIbHOTO
yUpeXkaeHuss BeIcuiero oOpa3oBaHus «Poccuiickuii rocyqapCTBEHHBIN arpapHblil 3a04HBIH
yHHBepcuTeT» (cBOOOIHO pacmpocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.

6. AutuBupycHoe mporpammHoe obOecnieueHne Dr. WEB Desktop Security Suite
(Cy6nuuensuonnbiii gjoroBop Nel3740 Ha mepenady HEUMCKIIOYUTENBHBIX MPaB Ha MPOrpaMMBI
s OBM ot 01.07.2021).

6.5 lepeyenn yueOHBIX ayIUTOPHii, 000PYT0BAHUS U TEXHUYECKHX CPEICTB

o0ydeHusi**
IIpennasnayen Ilepeuennb
ue HaumeHnoBaHue kopmyca, o0opynoBanus (B T.4. BUPTyaJbHbIe

NOMeleHHs Ne momerenns (ayanTopun) AHAJIOTH) ¥ TEXHUYECKHUX CPEACTB

(aynuTopun) o0yueHuss*
Jlna 3anamuii | Y4e€O0HO-aIMHUHUCTPATUBHBIN KOPITYC. Crienmanu3upoBaHHass MeOelb, JI0CKa MEJIOBasl,
JEKYUOHHO20 Kab. 129. Yuebnas ayauropus AT MYJIbTUMEUIAHOE  OOOpYIOBAaHME,  IPOEKTOD,
muna IPOBEACHUS JIEKIIHOHHBIX 3aHITHH SKpAH HACTEHHEI

(moTouHas)
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http://ebs.rgazu.ru/
http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

Jlna sauamutl | Y4eOHO-aIMIHHUCTPATUBHBIN KOPITYC. Crienmanu3upoBaHHas MeOelb, JTOCKa MEJIOBasl.
CeMUHApPCKo20 Ka0. 125. YuebHas ayuropus AT MynsTimenuitHoe  00OpyIOBaHME,  IIPOEKTOP,
muna, MIPOBEICHUS JIEKITMOHHBIX 3aHATHHA SKPaH HACTCHHBIi

2pynnosyix (morouHas)

KOHCYnIbmayutl,

NPOMENCYMOUHO

i ammecmayuu

Jna Y4eOH0-aIMIHUCTPATUBHBIN KOPIYC. [TepconanbHbIE KOMITBIOTEPEI B COOpKE C
camocmosmenvy | [lomemenue JUIsl  CaMOCTOSITEIILHOM | BBIXOJIOM B UHTEPHET.

ol pabomwi paboThl. UnTabHEIH 3271

Y4eOHO-aIMHUHUCTPATUBHBINA KOPITYC.
Ka6. 105. VYuebnas ayauropust Ui
y49eOHBIX 3aHATHI OOydalomuMXcs U3
ynciia naBaaugoB u ui ¢ OB3

CrennanusupoBaHHAs Mebeb.
ABTOMaTH3MpOBaHHOE pabouyee MecTO s
WMHBAJIUI0B-KOJIICOYHUKOB C KOPPEKLIMOHHOM
TEXHUKOW M WHIYKIIMOHHON cuctemon InCuc
290; ABTOMaTH3HpOBaHHOE pabouee MECTO s
Ca0OBUASIINX M HE3PSUUX IOJIb30BaTeNeH co
CTallMOHApHBIM BuAcoyBenuuureaeM nCuc
29 ON; ABTomMaTtu3umpoBaHHOE paboyce MeCTO

IS CI1a00BUALLIAX " HE3PIYNX
[10JIb30BaTENCH c MOPTATUBHBIM
BHJICOYBEINYUTEIIEM 91Cuc 207 CF;

ABTOMaTH3UpOBaHHOE pabodee MeCTo s
Ca0OBUAALINX W HE3PAYMX IIOJH30BATENCH C

ypraromeii  Mammuor OnCuc 207 CN;
AnmapaTHBIi KOMILIEKC c (GyHKIHCH
BHJICOYBEIINYECHUS u YTEHUS JUISt

Ca0OBUASIINX M HE3pAYMX MOJIb30BaTelNei
OnCuc 207 OS.
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OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJPKETHOE OBPA3OBATQHBHOE YYPEXJIEHWE
BBICILET'O OBPA3OBAHUA MUHUCTEPCTBA CEJIbCKOI'O XO3UCTBA POCCHUMCKOU
OEJIEPALIU
«POCCUMCKH T'OCYJIAPCTBEHHBIII YHUBEPCUTET HAPOJHOI'O
X031 CTBA UMEHHU B.H. BEPHAJICKOI'O»

(YuuBepcurter BepHajackoro)

@oH/1 O1IEHOYHBIX CPECTB /sl POBe/IeHUs] TEKYIIEro KOHTPOJIS U POMEeKYTOYHOM
arTecTaliu 00y4alomMXCcs M0 JUCHUIIUHE

Jles10npou3BOACTBO

Hanpasnenue noaroroBku 21.03.02 3emiieycTpoOHUCTBO U KaAacTpPbl

HampasneHHocTh (Tpo¢uiib) MporpaMMbl 3eMIICYCTPONRCTBO M KaJaCTPbI

Ksanudukanms_6akanaBp

®opma o0ydeHus ouHas

Bamammuxa, 2026r.
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1.0nucanue nokaszarejed U KpuTepueB OLlEHUBAHMS IJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHUs M0 Y4eOHOM QM CIUIIINHE

Nunaukatopel VpoBeHb HanmenoBanue
HOCTIDKEHHA OCBOCHIS [Tnaaupyemblie pe3yabTaThl O0yUeHUs OLIEHOYHOTO
KOMIIETEHIUHI CpeAcTBa
Ma-1 yx11 [Toporossiii 3HaeT: OCHOBHbBIE MPHUHIUIIBI U METOJIbI aHaIM3a 3a/1aud, UX JOCTOMHCTBA U HEIOCTaTKU [Tpakruyeckas
Amnanuzupyer (ynoBieTBopuTen | BAPHAHTHI PCIICHUS 1 0a30BbIe COCTABJIAIONINE 3a1a4H, JCKOMIIO3UIIMS 3a1auH, IIPUHLAIIBI U pabora, Tecr,
3aJ1a4y, BBIJIEIIAS €€ BHO) METO/bI TOUCKA, aHAIW3a U CHHTe3a MH(popManuu. [IpHHLMIB M METOAbl CHCTEMHOro | Pedepar, mokman
0a3oBbIe rnoaxona.
COCTABISIOLINE, YMmeer: AHanu3upoBaTh 3ajady, BBIACNATH €€ 0a30Bble COCTABISIOLIUE, OCYIIECTBIISTH
OCYIIECTBIIACT JNCKOMIIO3UIMIO  3a7aud. HaxXoauTh © KPUTUYECKH AaHAIU3UPOBAaTh HH(OpMAIIHIO,
JEKOMITO3UIIHIO He0OXOIMMYIO ISl pEIIeHHsI TOCTaBJICHHOM 3a1aun. PaccMaTpuBaTh BOZMOKHbBIE BapUaHTBI
3a1auH, pelLIeHHs 3aJa4, OLECHMBAs WX JOCTOMHCTBA M HENOCTATKH, NMOHMMATh MPUEMBbI aHAIN3a
paccMaTpHBacT 3a/la4M, UX JOCTOMHCTBA M HEJIOCTATKH; OPUEHTUPOBATHCS B BapUaHTaX pEUICHUs U Oa30BBIX
BO3MOJKHEIC COCTaBJIAIOLIMX 3a/1a4H, OCYIIECTBIIATH JEKOMIIO3ULIUIO 3a0a41
BApPUAHTBI PELICHHUS Bnaneer MexanuzmaMu moucka MHGOpPMAIMU, B TOM YHCIIe C IPUMEHEHHUE COBPEMEHHBIX
3a]1a4M, OLlCHUBAs MHOOPMAIMOHHBIX W KOMMYHHKAIIMOHHBIX TEXHOJOTHH, MpHEMaMH aHAlM3a 3a/1adH,
UX JOCTOMHCTBA U onpeseNieHUus] JTOCTOMHCTB M HEAOCTAaTKOB BIaJeTh HaBBbIKAMU paOOThl C BapUaHTAaMU U
HEIOCTATKH 0a30BBIMHU COCTABJISIIONTUMU 33J1a4U U JICKOMIIO3UIIUN
[MponBuHyTHIH | 3HAET TBEPAO. OCHOBHBIE NPUHLMIBI M METOAbl AHANW3a 3aJa4d, MX JOCTOMHCTBA U [IpakTuueckas
(xoporo) HEJOCTAaTKU BApHAHTHI PelIeHUs] U 0a30BbIe COCTABISIONINE 3a/1a4H, IEKOMITO3UIUS 3a1a4H, pabora, Tecr,

MPUHIMIIBI ¥ METOJbI TMOWCKa, aHalu3a U cuHTe3a uH(opmanuu. [IpHHIMIBI U METOJIbI
CHUCTEMHOTO ITOAXO0/a.

YMeer yBepeHHO: AHaIM3UpOBaTh 3aJady, BBIACIATH €€ 0a30Bble COCTAaBIAIOLINE,
OCYIIECTBJIATh JEKOMIIO3ULMIO 3anadyd. HaxoauTe M KPUTHUYECKH aHAJIU3UPOBATh
nH(popMaluio, HEOOXOOUMYIO JJsi pEeLIeHUs NOoCTaBleHHOW 3anaun. PaccmarpuBarh
BO3MOJKHBIE BapHaHThl PEIICHUs 3a/Jaud, OLIEHMBAas HMX JOCTOMHCTBA U HEIOCTaTKH,
IIOHMMATh MPHUEMBl aHAIM3a 33Ja4d, UX JOCTOMHCTBA M HENOCTATKU; OPUEHTUPOBATHCS B
BapHaHTaX pelIeHHus U 0a30BBIX COCTABISIIOIIMX 3aJa4M, OCYIIECTBISTH JAEKOMIIO3HIIUIO
3a1a4u

Bnaneer yBepenHo MexaHu3mamu ToWCKa HH(QOpPMAIMK, B TOM YHCIE C MPUMEHEHHE
COBPEMEHHBIX WH(OPMAIIMOHHBIX ¥ KOMMYHHUKAITMOHHBIX TEXHOJIOTHH, MpUEMaMH aHalu3a
3a/1a4u, OMpeIeICHHsI JOCTOMHCTB U HEJOCTATKOB BJIa/IeTh HABBIKAMU PabOTHI C BapUaHTAMHU
1 6a30BBIMU COCTABJISIONIMMHU 331a4U U IEKOMITO3UIIUU

pedepar, 1okaan
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Beicokuit
(oTIMuHO)

Nmeer cdopmupoBaBmecs CHCTEMAaTH4ecKHe 3HaHWS: OCHOBHBIC MPUHIMIBI U METOJbl aHalu3a
3aaa4d, HMX JOCTOMHCTBA W HEAOCTATKM BAPHUAHTHI PEIICHHUA U 0a3oBEIE COCTaBJIAIOIIUC
3aaa4yd, ACKOMIIO3WNIMA 3aJadd, IMIPUHOUIIBI W METOJbI IIOMCKa, aHaJlu3a W CHHTE3a
I/IH(bOpMaI_[I/II/I. HpI/IHI_II/Il'II)I 1 METOABI CUCTEMHOI'O ITOAXO0dA.

HNmeer copmupoBaBLieecsi CHCTeMaTHYeCcKOe yMeHMe: AHaJ'II/I3I/IpOBaTB 3aga4y, BBIACIIATH €€
0a3oBbIe COCTaBJIAIOIIMUC, OCYIICCTBIIATL ACKOMIIO3UIIUIO 3a1avu. HaXOIII/ITB U KPUTHUUYCCKU
AHAJIM3UPOBATH PIH(bOpMaLII/II-O, HCO6XOI[I/IMYIO 1 pCHICHUS IMOCTaBJICHHOM 3aJa4u.
PaCCManI/IBaTB BO3MOJXHBIC BAapHUAHTHI PCHICHUA 3aJadd, OLCHHBAd HX IOOCTOMHCTBA U
HCOOCTAaTKK, IIOHMMAaTh IIPHEMbI aHalIM3a 3adadyud, HUX JOCTOMHCTBA MW HEIOCTATKH;
OPHUCHTHPOBATHCA B BaApHUAHTAX PCHICHUA U 0a30BBIX COCTaBJIAIOIIHNX 3a4a4r, OCYHICCTBIIATH
JEKOMIIO3HUIHUIO 3aJlauu

IMokasan copMupoBRaBIIeecs cHcTeMaTHYecKoe Biaagenne: MeXxaHU3MaMU TTOUCKaA I/IH(bOpMaHI/II/I, B
TOM 4YHCJIC C IIPHUMCHCHHUEC COBPCMCHHBIX PIH(i)OpMaI_II/IOHHBIX U KOMMYHUKAIUMOHHBIX
TGXHOJIOFI/IfI, InprueMaMu aHajinia 3agadu, ONpCACICHUA JOCTOMHCTB U HEAOCTATKOB BJIAZICTDH
HaBBIKaMH pa6OTI>I C BaApMaHTaMH U 0a30BBEIMH COCTAaBJIOIIMMMU 3a4a49 U JCKOMIIO3HMIIN

IIpaxTuyeckas
paborta, TecT,
pedepat, nokan

2. Onucanue MIKAJ OIICHUBAHUS

2.1 Illkana oyenueanus Ha Imane meKyu e2o KOHmpoJis

dopma OTCyTCTBHE YCBOCHUSA IToporoBslii (YIOBIETBOPUTEIHHO) IIpoaBuUHYTEIH (XOpOIIO) Bricokuit (0TIIH4YHO)
TEKYIIETo (HMKE TTOPOrOBOTO)
KOHTPOJIS
BrmoiHeHne He BBIIIOJHEHO UJIU BCE Brimoaneno 6onee 50% 3ananust, Ho menee 70% Pemreno 6oiee 70% 3amaHus, HO €CTh BCeE 3a/IaHUS peIIeHBI 0e3 OmuOoK
MIPaKTHYECKOTO 3aJaHus PEIICHbI He OIIMOKH
3a7aHus
Pedepar BEITIOJTHEH HEMPaBUIHHO Brmonaenne 50-70% Brmoxaenne 70-85% Bremonaenne 85-100%

VYCTHEIA oTIpoc |y CTYHGHTa  UMEIOTCA | OOHApy)KHBaeT yCBOCHHE OCHOBHOTO MaTephaia, HO | 3HaeT H3YYCeHHBIN MaTepual; | oOHapyKUBaeT YCBOCHHE BCETO
OT/CIIbHBIC WCTIBITHIBACT 3aTPYIHEHHUE TPH €r0 CAMOCTOSTEIBHOM | OTBedaeT 0e3 OCOOBIX 3aTpyJHEHHi | oObeMa MaTepHaa, BBIJIETISET
MIpeCTaBICHUS 0 | BOCIpOM3BEIICHNH ¥ TpeOyeT MOTONHUTENBHBIX U | Ha BONPOCHI IIPEIOAABATEIA; YMEET | TJIaBHBIC TIOJIOKEHUS B HW3YYCHHOM
U3YYEHHOM MaTepuale, HO | YTOUHSIONINX BOTIPOCOB MpenoaaBaTens; | MPUMEHITh TOJy4YeHHbIE 3HAHUS Ha | MaTepualle W He 3aTpyIHSAETCS MpHU
Bce Jke Oonbplas 4YacTh | MPEArnoYnuTaeT OTBEYaTh Ha BOMPOCHI, | MPaKTHUKE. OTBETax Ha BHJIOM3MEHEHHBIC
Marepuala He YCBOCHa. BOCIIPOU3BOJIAIIETO  XapakTepa W HCIBITHIBAECT BOTIPOCHI; CcBOOOTHO MIPUMEHSET
3aTpylHEHHWE TP OTBETaX Ha BHJIOM3MEHEHHbBIC MOJTy4YeHHBIEC 3HAHUS Ha TIPAKTHKE.
BOITPOCHI
Jlokman 3anaHue He BBITIOJIHEHO Henr w 3amaum, paccmarpuBaemble B Jokmane | Llemb w  3amaum BeimosiHeHuWs | llems W 3aadu MOCTaBIEHHOW TEMBI
JOCTUTHYTBI ~ YaCTHYHO. AKTyaITbHOCTB TEMBI | pacCMaTPUBAEMOIl TEMbI B JOKIAJE | JOKIaJa JOCTHTHYTHL. AKTYallbHOCTh
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omnpernencHa
3HAYUTEJIbHBIE

HEYOeIUTENEHO u
OTKJIOHEHUS oT
METOANYECKUX YKA3aHUH.

BBISIBIICHBI
TpeGoBaHuit

JOCTUTHYTBI. AKTyaJlbHOCTb TEMBI
noATBepxkaeHa. PaboTa BbInoHEHa ©
HE3HAYUTEIILHBIMH OTKIOHEHUSIMU OT
TpeOOBaHMIA METOJMYECKUX
YKa3aHHUH.

TEMbl HCCICIOBAHHS KOPPEKTHO U
nonHO oOocHoBaHa. [Ipe3eHTtanus
BBITIOJIHEHA COTIIACHO TPEOOBAHUSM.

2.2 lllkana oyeHusaHua Ha Imane NPOMeICYmounoil ammecmayuu (3auem u IK3IAMeH 6 6ude UMmo2068020 mecma)

DopMa IpoOMEXYTOUHOU
aTTecTalun

OTtcyTcTBHE YCBOCHUS (HIDKE
TIOPOTOBOTO)

[ToporoBerii (YIOBIETBOPUTEIHHO)

IIpoxBuHyTHII (XOpOIIO)

Bricokwuit (0TIMIHO)

BerInonHEHNE UTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Menee 51%

51-79%

80-90%

91% u Oosee
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3. TunoBble KOHTPOJIbLHbIE 32IaHUS WM HHbIe MATEPHAJIbI, HE00X0AUMbIE /Il OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHUIMI B Mpollecce 0CBOEHUS 00pa30BaTeILHON MPOrPaMMBbI

®OHJI OHEHOYHbBIX CPEACTB JJIA TEKYIIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI MPAKTHUYECKHNX 3ATAHUM no aucnunanne
«J1eJI0onpoOu3BOACTBO»
Paszpnesa 1. TeopeTuueckue OCHOBBI /1€JIONIPOU3BOACTBA

3aganue 1. 3anonHuTh TAOMUIy, C Y4YETOM  paclpeleleHus] 3aKOHOB M HOPMATHBHBIX
JIOKYMEHTOB, peryaupytomux ['CJ]

Ha3sBanue nokymenra Yro perynupyer JOKyMEHT, Bugpsl nokymeHTOB
OInucaHue (npuBenuTe
puMep)

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenta Poccuiickoit denepanuu, mocTaHOBICHUS
[TpaButensctBa Poccuiickoit @enepanyu B chepe 1e10nponu3BoICTB

3akoHoJaTeNnbHbIe akThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM HMCIIOJHUTENIbHOM BiacTH cyObekToB Poccuiickoit denepanuu

HopwmaruBHble ipaBoBbIe aKkThl (eiepaibHbIX OPraHOB UCIIOJHUTEIBHOMN BIIACTH
(MUHUCTEPCTB, KOMUTETOB, CIIY>KO, arT€HTCTB U JIp.), PEINIaMEHTHPYIOLIHE BOIPOCHI
JIOKYMEHTAI[MOHHOTO 00eCTeYeH st

TexHuveckue periaMeHThl U HallMOHAIbHbIE CTaHIapThl B 00JIACTH JOKYMEHTAI[MOHHOTO
o0ecrneueHus yrpaBJieHUs

TexHuueckue periaMeHThl U Hal[MOHAJIbHbIE CTAHIapPThI B 00JIACTH TOKYMEHTALMOHHOTO
o0ecredyeHus yIpaBIeHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHHUKO-?KOHOMHYECKOM 1 COIlHaIbHOMN I/IH(I)OpMaI_II/II/I

yHI/I(bI/II_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAlIUN

3anganme 2. 3anonHuTe TabauIy. BrnmmTe BUab JOKYyMEHTOB OTHOCHUTENIBHO MEPHUOIOB!
IIpukasHoe 1e10npoOn3BOICTBO Komnexckoe Mununcrepckoe
JEIIONPOU3BOJCTBO J€JI0NIPOU3BOCTBO

OtBerbTe Ha Bompoc. UeM 3HameHatenbHbl Aathl: 23 mapta 1840 r., 1868 r., 27 despans 1720
r.?

3apganme 3. [TucbmenHo oTBeThTe Ha BOIpoc. OOBICHUTE TEPMHUHBI «yHU(DUKALUI» U
«CTaHzapTU3aLus» JoKyMeHTa. Kak cOOTHOCATCS JTaHHBIE MOHATHA?

3ananue 4. BriOepute U3 mpaBoil KOJIOHKH OIpPEENICHHs, OTHOCAIIMECS K TePMHUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.

16



JLOYiRI0%05050%08 TouHOE BOCIPOU3BEAECHUE MOJJIMHHHUKA

2. Komnust KomnHs1, koTopast BelgaeTcs B ciay4yae yTpaThl IOJJIMHHUKA WU
OopurvHaja, o0aiaeT Tou ke PUINIECKON CUIION, YTO H
MOJITTMHHUK
3. dyb6nukar Komnus ucxopsiiero 1okyMmeHTa, KOTOPbIil OCTaeTcs B
YUPEKACHUU
4. Boinucka Opurunan (I0KyMEHT B OKOHYATEIbHON PEelaKIMH,

odopMIICHHBIH ¢ yuyeToM TpeboBanuii ['ocra)

5. OTtnyck Konust opunmansHOro 10KyMeHTa, KOTopasi BOCIIPOU3BOIAUT
KaKyI0-JIN0O 4acTh, 3aBEPEHHYIO B OQHUIIMATHHOM MOPSIKE

6. ABTorpad JIoKyMeHT, KOTOPbI HalKucaH aBTOPOM OTIyCKa

3aganue 5. 3anonHuTe TAOIUIIBI IO KIACCU(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crennenu ITo copepxaHuto
COCTAaBJIEHUS IJIaCHOCTU
ITo cpokam ITo Ha3HaueHHIO o ropuanueckoin ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

Sauaﬂne 6. [IncbMEHHO OTBETHTE HA CJICAYIOIIUC BOIIPOCHI:

1. UTto Takoe 1enonponu3BOJCTBO?

2. JlaiiTe onpeneneHue MOHATHIO «TOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC (DYHKIINU JOKYMEHTA.

4.  Kakue oOmepoccuiickue Kiaccu(UKaToOpbl HCIONB3YIOTCA TpU  0(hOPMICHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0si cHCTEMa OPraHU3alUOHHO-
pacropsAIUTeIIbHON JOKYMEHTAINKU?

6. Kakume paznuyaroT crnocoObl JOKYMEHTHPOBaHMS B 3aBUCHUMOCTH OT CPEJICTB
JIOKYMEHTUPOBAHHUS?

7. YTo NOHMMAIOT MO FOPUANYECKOMN CUIION TOKyMeHTa?

3ananme 7. IloAroTroBbTE NOKJIAJ C MPE3CHTAIMEN MO OJHOW U3 MPEIJIOKEHHBIX TEM
(toxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcoBepiieHCTBOBaHUE AETIONPOU3BOICTBA HA MPEANPUATUI

2.  Pa3BuTHE MOKYMEHTAIMOHHBIX CITYKO Ha COBPEMEHHOM dTare

3.  TexHuueckue CpeaCTBa, YOPOIIAIOIIME BEIACHHE JEJIONPOU3BOJCTBA HA
MpEANPUITUH.
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4.

I[C.HOBEUI MEepenurcKa - HCOTbEMIIEMOC CPCACTBO CBA3U MMPCANIPUATUSA C BHCITHUMU

OpraHu3aIsIMH.

5. Kak oBnazieTs HCKYCCTBOM JI€IIOBOTO MTUCHMA.

6 JlokyMeHTupOBaHUE YIPaBICHYECKOH 1eATeIbHOCTH OpraHU3aIliH.

7. JIOKyMeHT KakK CpelICTBO 3aKpEIUICHUS U PETPAHCIALNN HH(POPMAITUH.

8.  Uudopmaruzanms nenonpou3BoaCcTBa

9. JIOKyMEHTHUPOBAaHUE TPYAOBBIX OTHOLICHUIN

10. KomnbioTepHbIE TEXHOJIOTUH B AEIONPOU3BOICTBE

11. AHanu3 JOKYMEHTOOOOpOTa MU METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabora ¢ KoH(DHUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuszanus paboTel C TOKyMEHTaMHU

14. Awnanus 10KyMEHTOOOOpPOTa U METOJIbI €0 COBEPIICHCTBOBAHHUS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE JOKYMEHTOBE/ICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Oprasuszamnus JOKYMEHTOOOOPOTa: OCHOBHBIEC IIPABUJIA U ITAIIBI.

2. DTanbl pa3BUTH JeJI0NPOU3BOCTBA B Poccum.

3. Cuyx0a nenonpou3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABICHHUS.

4.  HopmaruBHO-mpaBoBasi 6a3a COBPEMEHHOIO JEIONPOU3BOICTBA.

5. HopmartuBHast ocCHOBA Mpolecca JOKYMEHTUPOBAHUS YIIPABICHHS MIEPCOHATIOM.

6.  OpraHuzanMoOHHbIE KaJpPOBbIE JOKYMEHTBI: COCTaB, COAECP)KaHUE, OPSATAO0K
MOJTOTOBKH U 0(hOPMIICHUSI.

7.  JIOmKHOCTHasi MHCTPYKIIMS KaK OpraHU3allMOHHBIN KaJpOBBIN JOKYMEHT.

8.  CocraB 1 BUIbI KaPOBOH JTOKYMEHTAIIHUH.

9.  JloxymeHTHpOBaHuUE npoiecca 0POpMICHHS TPYAOBBIX OTHOLIEHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTPYKType YIPaBICHHS

12. OdwucHsie cpencTBa paboOTHI C TOKYMEHTaMHU

13. 3naueHue JOKyMEHTa B YIPaBICHUECKON AEATEIbHOCTHU, KIACCU(PHUKAIIHS
CIIyK€OHBIX JJOKYMEHTOB.

14. Vuaudwukanus u cTaHgapTU3ANNUS JOKYMEHTOB.

15.  [lemompown3BOACTBO B OpraHax MCIOJHUTEIHHOHN BiacTh. [lopsiok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiteHHsI HHPOPMAITMOHHO-CIIPABOYHON U KaJpOBOU
JIOKYMEHTAIUH.

17. [lenompousBojCcTBO B cOBpeMeHHOM Poccun

18. [lemonpou3BoOACTBO 10opeBOIOIMOHHON Poccun

19. [lemompou3BOACTBO B COBETCKYIO 3moxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHToo0opoTa

21. Peructpanmsi JOKYMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TIOKYMEHTOB

23. CucremaTH3anys U XpaHEHUE TOKYMEHTOB

24. HomeHkaTtypa Jejl OpraHu3aiu

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0QOPMJICHHIO JOKYMEHTOB

3apanue 1.Pemmute kpoccBopa
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ITo ropusonTasnmn:

1.  peKkBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIacue WK Hecoryiacue

JOJDKHOCTHOTO JIMIIA C COZIEP’)KaHNEM JOKYMEHTA.

4. pEKBU3UT JIOKYMEHTa, NPEACTABISIIOMINNA COO0M COOCTBEHHOPYUYHYIO PpOCHHCH
MIOJIHOMOYHOTO JJOJDKHOCTHOTO JIMIIA.

6 - mpuCBOEHHE MOPSAIKOBOTO HOMEpPA JIejia 10 HOMEHKJIATYPe U YCIOBHOE 0003HAYCHHE
CTPYKTYPHOM 4acTu y4pexJIeHHH, IpocTaBisieMble Ha 00JI0KKE JAea.

8.  mHMCchMEHHOE TIpeUIOKEHHWE O 3aKIIOYeHWH JIOTOBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.
9. 3aIIuCh I/IH(l)OpMaHI/II/I Ha pa3IMYHbIX HOCHUTCIIAX IO YCTAHOBJICHHBIM ITpaBHJIaM,

00ecreynBaroIuM €€ IOPUINIECKYIO CUITY.

12. nBUKEHHE TOKYMEHTOB B OPraHU3alMM C MOMEHTA X MOJYyYEHHUS WM CO3/1aHus JI0
3aBEPLICHUS UCIIOIHEHNS NN OTIPABKHU.

13 oOpa3zen, 3TanoH, MOJeNb MPUHUMAaEMbIe 32 UCXOAHbIE /ISl COMOCTABIIEHUSI C HUMH
JIPYTUX IPEIMETOB.

17. o6s3aTenbHBIN JIEMEHT OOpMIIeHUS OPUIIMATIEHOTO TOKYMEHTa

18 moKymMeHT, PUKCHPYIONTUH XOJT 3aCeaHusI, COBEIIaHUSI.

19. COBOKYMHOCTb JOKYMEHTOB (MJIM JOKYMEHT), CpOPMHUPOBAHHBIX 0 KAKOMY-JIHOO
NpU3HaKy (BUJIaM JTOKYMEHTOB, BOIPOCaM, KOPPECIIOHIEHTaM H T.[.), TOMEUIEHHBIX B O0JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (UKCHUPYIOIIUI COTJIAlICHHE CTOPOH 00 YCTaHOBJIICHWHW KaKHX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHT, comepxammii WH()OPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTUYETHBIC CBEACHHUSI, IPEICTABISEMBI PYKOBOJICTBY.

5. DSJEeMEHT YAOCTOBEPEHHWS TOMIMHHOCTH TIOANKCH JIOJDKHOCTHOTO JIMIIa Ha
JOKYMEHTaX, IPEeLyCMOTPEHHBIX HOPMATUBHBIMU AaKTaMM, YAOCTOBEPSAIOIIMX IIpaBa JIKII,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

7. 3TO COBOKYITHOCTb PAa3JIMYHBIX CBGI[CHHfl, CUCTCMaAa OpPraHU30BAHHBLIX HOAHHBIX,
OTPaKAIOMINUX MPOLIECCH M COOBITUSI OKPYKAFOIIIETO MHPA.
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10. JOKYMEHT, COCTAaBJIICHHBI HECKONBPKMMH JIUIIAMH H  TOATBEPKIAIOIINN
YCTaHOBJICHHBIC (DAKTHI HJIA COOBITHS.

11. undopmamus Ha MaTepUaIbHOM HOCHTENE, UMEIOIIas FOPUAMYECKYIO CHITY.

14. nmnepeyeHb KaKMX-TUOO MAHHBIX (CBEIICHMI), PACIIOJIOKEHHBIX B OMPEICICHHOM
nopsiike (000poTHAs U T.I1.)

15. npaBoBOll aKT, U3AaBaéMblii PYKOBOJIUTEIEM OpraHa TIoOCYIapCTBEHHOIO
yrpaBieHus (€ro CTPYKTYPHOTO IMOJpa3/eieHus1), AEUCTBYIONINI HAa OCHOBE €IMHOHAYANUs, B
LEJSIX pa3pelieHrs OCHOBHBIX M OINEPaTHBHBIX 3aJay, CTOSAMIMX Iepe] JaHHbIM opraHom. B
OTJENBHBIX CIy4asX MOJXET KacaThCsl IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIMI
HE3aBHCHUMO OT OJYMHEHHOCTH;

16. ropuanyecku oOpMIICHHBIH TepeueHb TOKYMEHTOB.

20. 9TO PpPEKBU3UT ODUIMAILHOTO JIOKYMEHTa, MPUIAIONMNA HOPMATUBHBIA WU
IPaBOBOM XapaKTep €ro COACPKAHUIO

3aganue 2. BaumarensHo usyunrte pasaen 5 «OpopmiieHHe peKBU3UTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Boinonuute 3aganus, B ciiyuae He0OX0IUMOCTH 100aBbTE HEJOCTAIOLIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun nokymenra (B kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCsA B KaKuXx Cliydasax
pEKBHU3UTA Tocty) JTAHHBIA PEKBU3UT) YKa3bIBA€TCs B
JTOKyMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JIOKHOCTH JIMIIA

CripaBoYHBIC JaHHBIE
00 opraHuzanuu

Jara nokymeHnrTa

CchUIKa Ha
pErUCTPaMOHHBIN
HOMED U JaTy
HOCT}/HI/IBHIGFO
JOKYMEHTa

3aganue 3. CocraBbTe M 0QopMHTE NPHKA3bI 110 OCHOBHOH IeSITEIbHOCTH, H JApyrue

pacnopsiiuTe/ibHbIe JOKYMEHTbI, He00X0ANMbIe B JAHHBIX YIPABJIEHYECKUX CUTyalHsX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IlerpozaBojcke)
[1.1.A6pamoB 1 nexabps TeKyIero rojaa u3ian yka3aHue o rpaduke OTIYCKOB Ha CIIeIyIOIUi
KaJICHJApHBIA T0Jl, COTJIACHO KOTOPOMY PYKOBOJIUTENIH CTPYKTYPHBIX MOJpa3AeeHUuil JOKHbI
IIPEJICTaBUTh B OTAEN KaJpOB CIUCKU COTPYIHHMKOB C YyKa3aHHUEM IIPENIOJIaraéMoro Cpoka
OUYEpPEHOTO OTITyCKa B CIENYIOIeM KajleHaapHoM roay. Cpok mpenctaBieHus cruckoB — 10
nexkabpst Tekymero roga. OTaeny KaJapoB YyKa3aHHEM HPEANHUCHIBAETCS COCTaBUTh CBOJHBIN
rpadux ormyckoB padoTHukoB OOO Ha crienyrouvil KaleHJapHbIH TOA U IepenaTh €ro B
JTUPEKLUI0 Ha yTBepkaeHHe. OTBETCTBEHHBIM 3a COCTaBJIE€HUE rpaduka Ha3HAYEeH HayaJIbHUK
otnaena kanpos [lankparosa O.1O. Cpok npencraBnenus rpaduka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBU3UPOBAHO HAYAIBHUKOM OTJAENa KaJpOB, INIABHBIM OyXrajirepom,
IOPUCKOHCYJIHTOM.
Curyanus 2.

Hupexkrop OOO «DOrtamon» (3apeructpupoBano B r.IlerposaBojacke) JI.b.ITomor 12
(deBpaist TEKyIIero roja u3ajl pacuopsbKeHUE O MPOBEACHUU PEMOHTHBIX paboT B 1exe Ne 3 B

20




CBSI3M C AaBapUUHBIM COCTOSIHUEM  OTONMUTEIBHOW CUCTEMBbI ILexa. PacnopspkeHuem
MPEMUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 332 YTO OTBETCTBEHHBIM
ObUT Ha3HAYEeH HAYaJIbHUK PEMOHTHO-TEXHHUYECKOHW ciayxObl MakapoB JI.M1. Cpok BBIOTHEHHUS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

Ocy1iecTBiI€eHHE KOHTPOJIE 3a MPOBEACHHEM PEMOHTHBIX paboOT BO3Jarajioch Ha
HavajgbHuKa 1iexa Ne 3 Autonona 1O.B.

Pacniopsbkenue ObLIO 3aBHU3MPOBAHO HAYATBHUKOM  PEMOHTHO-TEXHHYECKOW CITYKOBI
MakapoBbiM .M. u HavanbHukoMm 1mexa Ne 3 AnrtoHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

3aganue 4. CocraBbTe U 0(pOpMHUTE CJIYyAKeOHbIE IHCHMA.
Curyanus 3.

OAO «lepBas ®abpuka» (r. bamammxa, yn. 3apeunas, a. 3, 104010) momxHO OBLIO B
cooTBeTcTBUM ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O moctaBke MPOIYKIIMH» ITOCTaBUTh
3A0 «CAHJEPEJIJIA» (MockBa, KpacHoropckas yn., n. 32, 111123, ten./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHyr GypHUTYpY Ha o0myro cymmy 150 000 pyOeit. @akTudecku e QypHUTYPHI
Obu10 cmano Ha cymmy 120 000 pyGneit u HemomocTaBieHO mpoaykuuu Ha cymmy 30 000
pyOuseii. CornmacHo 1.8 J0rOBOpa 3a HEIONOCTAaBKY MPOJYKIHMU [OJDKHA OBITH yIUTadeHa
HEeycTolKa B pazmepe 5%, 4TO OT CyMMbI HEI0MOCTaBKU cocTaBuio 1500 pyouei.

Hupekrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmiack k mupekropy OOO
«[lepBas ®abpuka» O.J. CokonoBy ¢ mNpocb0Oil MEPeUUCIUTh HAa WX PACUETHBIM cyeT
ykazaHHyto cymmy (1500 py0.). B nporuBHom cinysae 3A0 «CAHIAEPEJUJIA» Oyner
BBIHYXJICHO 00paTuThcsi B rocapbutpax. IlucbmMo o HemomocTtaBke MPOAYKIUH  OBUIO
coctasieno ucnonautenem P.T. KOnunoi n noamucano @enopoBoit 12 aBrycra TeKyuiero roja.

3ananue 5. CocraBbTe U oOdopMHTEe [I0KJIAJAHbIE, U OOBSICHUTEJIbHbIE 3ANMNCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kyprep 3A0 «®Papma» C.C. CoMOB peryssipHO OMna3[bplBajl Ha paboTy, 4eM Hapyuiai
TPYAOBYIO JMCUMIUIMHY. 3aBeayromas kanuenspueit M.B. [llymuinHa HEogHOKpaTHO nerala
emMy 3ameuanus (B ycTHOH (opme), a 12 uroHS Tekylero rojga Oblia BbIHYKJIEHA 00pPaTUTHCS C
JTaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B. CenoBy ¢ OKJIaJHOM 3amnucCKOM, B
KOTOpOM ITpocuiia NpUHATh Mephl aucuuiuinHapHoro xapakrepa k C.C. ComoBy.

Pazjnen 3. Opranuszanus padoThl ¢ JOKyMEHTaMU

HpI/lMepr SaHaHHﬁ AJISl BBINMOJTHEHUSA HA MPAKTHYECCKUX 3aHATHAX

3apanue 1. OpopMuTh XypHan ydera BXOASIUX JOKYMEHTOB:

HoMmep nokymenta 171/-3; cpok ucnomuenus 27.12 2021; ucnonautens Ceprees; narta
nokymenta 18.12.2021; ucxomsmmii Ne 1-2/82; aBrop-otmpaBurens 3A0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) Jara MoCTyrieHus gokymeHTa 21.12.2021 o cokpalieHun TmoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3apanue 2. OGopMHTH KypHAT yu€Ta UCXOASIINUX JOKYMEHTOB:

Ne /i 152 153;ucnonnurens Pa3un; kpatkoe copepkanue nata qokymenta 21.12.2021
o mpeaoriate mo koHTpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «Ilumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTDH KypHaAI yuéTa BHYyTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; nmara noxymenta 08.01.2021; xto moamucan lBaHOB; KpaTkoe
coJiepKaHue 00 U3MEHEHHUE ITATHOTO PACIIUCAHUS; OTMETKa 00 ncnoiaHeHnu Cuiopos.
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OO0pa3sen s;kypHaJia BXOASIIIUX JOKYMEHTOB

Howmep Hara ABToOp- Ucxopsmnmii | Kparkoe conepxanue |Mcnonmauren| [loamnuch
JIOKyMEHTa JIOKyMEHTa OTIIPABUTEJIb Ne (3aros0BOK) b UCTIOJIHUTE
st
171/1-3 18.12.2007 3A0 «3pa» 1-2/82 [ara nocryruieHus
21.12.2007

O cokpaieHuu
noctaBok THT
22.12.2024

O0pa3sen s;kypHaJia MCXOASAIINX JOKYMEHTOB

Ne Anpecat Kpatkoe conepxanue Hcnonuurens Ne nena | [Ipumeuanue
1/ (xomy) (3aroJI0BOK)
152/5 3A0 Jlata noKyMeHTa Pasun A.A. 4-7
«[Tunmot» 21.12.2024
O npeporuiaTe HO
KOHTpakTy Ne28/117
22.12.2024

O0pa3en ;KypHaJia BHYTPEHHHX IOKYMEHTOB

Hata WNunekc Kto moanucan Kpatkoe Otmetka 06
coJiepKaHue VCIIOJTHEHUH
08.01.2024 88 Jupexrop 006 n3MeHeHUn Cunopos ILIL
NBanor U.N. MITATHOTO PACTIACAHUS

3aganue 4. CekpeTapb-IOMOIIHMK PYKOBOJIUTEINS, MPEIBAPUTEILHO MPOCMOTPEB
JOKYMEHTAIMIO, TOCTYNHUBIIYIO B OpraHU3al1Io, IEpeIaeT ee BCo pykoBoautento. [Ipu s3Tom B
ManKy ¢ JJOKYMEHTaMH BKJIQJBIBACTCS MHUCHbMCHHBIH KOMMEHTApPHUH, BKJIFOYAIONIUN CBEICHUS O
COCTaBe JIOKYMEHTOB, BOTIPOCAX, COAEPKAIIUXCS B HUX, OT KOTO MOJIY4EHbI JOKYMEHTHI U KOMY
aJIpecOBaHBbI.
[IpaBuibHO M B Y4pEeKJCHUU MOHMMAIOT HAa3HAUEHUE OIEpallH «IpeIBapUTEIbHOE
pPaccMOTpEeHHE JOKYMEHTOBY?
KoHnTpoJsibHbBIE BONIPOCHI:
1. Kakue »Tampl mpoXoAsaT AOKYMEHTHI, OTIpaBieHHble opraHusammen? I[IpencraBbre
KpPaTKYIO XapaKTEePUCTHUKY.
2. Kakue q10KyMeHTBI HA3bIBAIOT MOCTYMAOIIUMHU, OTIIPABISIEMBIMU U BHYTPEHHHE?
3. Kakumu JOKyMEHTaMH PYKOBOJACTBYIOTCS TPH MPOSKTUPOBAHWU WM PAIIHOHATH3AINH
JIOKyMeHTOoOoOopoTa?
3apmanme 5. CocTaBbT€ TMOJOKEHHME O HOBOM CTPYKTYPHOM MOAPA3ACIICHUH B
aaMuHUCTpanuu ropoaa bamamuxu (oTaen kaapoB, (GUHAHCOBO-IKOHOMUYECKUN OTHEN, OTAEI
CTpaTernueckoro pa3BuTus) B cooTBeTcTBUH ¢ TpedoBanusmu ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB TO HWHPOpPMAIMK, OMOTUOTEUHOMY W M3AaTeNbCcKOMY neny. OpraHu3aimoHHO-
pacropsauTenbHas JoKyMeHTanus. TpeGoBaHus K 0hOpMIEHUIO JOKYMEHTOBY
3ananue 6. CocTaBbTe OPraHU3ANMOHHYIO CTPYKTYPY J€TOMPOU3BOICTBEHHON CITY>KOBI
Bameit opraHmzanum. YcCTaHOBUTE TIepeYeHb HOPMATHBHBIX JIOKYMEHTOB, KOTOPBIMHU
MOJIB3YIOTCSL COTPYAHUKH cTyk0bI JJOY.
3aganue 7. Onpenenure, K KaKUM BHJIAaM JIOKyMEHTOB OTHOCSATCS TPECTABICHHBIC
HUXKe (PparMeHThI.
Teker 1
OupMeHHOEe HaMMEHOBaHNE U MECTOHAXO0XKeHHE 001IecTBa
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1.1. TlomHeiM (¢uUpPMEHHBIM HaMMEHOBaHHMEM oOImecTBa sBisieTcs: OOIecTBO ¢
orpannyeHHOl oTBeTcTBeHHOCThIO «HOTA». Coxkpamennoe ¢upMeHHOe HaMMEHOBAaHUE
obuiectBa - OO0 «HOTA».

1.2. Mecronaxoxaenue odmecTBa (IMOYTOBBIN ajapec): MoyoaekHbIi MpocH., 15, T.
KpacnHospck-45, 630091, Poccuiickas @eneparus.

Texer 2
OO01mue mooKeHuUs

1.1. Cekperapb-pedepeHT OTHOCUTCS K KATErOpUU CHEIHAINCTOB MPEINPHUITHS,
NPUHUMAETCS M YBOJIBHSIETCS TUPEKTOPOM.

1.2. OcHoBHBIMU 3aJjauaMu CeKpeTaps-pedepeHTa SBISETCS OpraHu3allMOHHOE U
JOKYMEHTAIMOHHOE 00ECTIeYeHHE YIPAaBICHUYECKOHN AeSTETbHOCTH. .

Teker 3

1.1. DnexTponpoBoJKa B yU4EOHBIX MOMEIICHUSIX JOJDKHA HAXOAUTHCS B UCIPABHOM
coctossHuU. CONpOTUBJICHHUE H3O0JIALUU TMPOBOJOB JOHKHO MEPUOIUYECKH 3aMepAThCS, MPHU
HEOOXOIMMOCTH JTOJIKEH TIPOU3BOIUTHCS PEMOHT.

1.2. 3ampemaercs NpUMEHSTH ISl 3alUTHI 3JIEKTPOCETEH BMECTO aBTOMATHYECKHX
NpeOXpaHUTENCH U IIIAaBKUX BCTABOK 3AIUTY KYCTAPHOTO M3TOTOBIICHUS (<OKYUKHY).

IIpumepHBbIii NepeyeHb BONPOCOB VIS YCTHOI'O OTBETA HA CEMUHAPCKUX 3aHATHIA

1. KaxoBbl coBpeMeHHble TpeOOBaHHMA K S3bIKYy M CTWIIO YIPABICHYECKHX
JIOKYMEHTOB?

2. Yro coboii mpencrasnseT YcraB opranuzanuu? KakoBsl OCHOBHbIE TpeOOBaHUS K
€ro COCTaBJICHUIO U 0(OPMIICHUIO?

3. Kax odpopmuts ITonoxenue 06 oraene uinu ciayx0e opraHuzanuu?

4 Kak oopmuts mrarnoe pacnucanue?

5. Kaxkue TpeGoBaHus NpeabABISAIOTCS K 0DOPMIICHHIO TOTOBOPA, KOHTpAKTa?

6 Uto Takoe HHCTPYKIHSI, KaKOBO €€ cojiepikanue u opopmieHne?

7 OpraHu3anroHHbIe JOKYMEHTHI IPeIPUATHUS.

8.  PacmopsauTenbHble TOKYMEHTH TPEANPHITHSA: TpPHKa3bl 1O  OCHOBHOU
NesITebHOCTH; PACIIOPSKEHNUS, PEIIeHUS.

9.  HHdopmanmmoHHO-CIIpaBOYHBIE JOKYMEHTBHI: MPOTOKOJBI, TIOJHAas M KpaTkKas
dopma ux opopmiieHUs.

10. HMHudbopManmOHHO-CIIPaBOYHBIE JOKYMEHTHI: aKTBhI; ci1y)KeOHbIe "
OOBSICHUTEIIbHBIE

11. KakoBbl 3Tarbl paboThl ¢ BXOIAIIMMH JOKYMEHTaMu?

12. Kak crpoutcs paboTa ¢ UCXOASAMUMH JOKYMEHTaMU?

13. KaxkoBa TexHoJOTHs pabOTHI ¢ BHYTPEHHUMH TOKYMEHTaMU?

14. Kakwue 3aaun JOKyMEHTO000pOTA pelIaeT perucTpanus J0KyMeHTOB?

15. Kakue ympaBieHYecKHE IJOKYMEHThI HE IOJUIeKaT PETUCTpaluu B ciyxkOax
JIOKYMEHTAITMOHHOTO 00eCTieyeHHs yIpaBIeHus?

16. KaxoB mopsoK perucTpanny ynpaBieHIecKoro JOKYMeHTa?

17. Kakwue cymecTByrOT BUJIbI KOHTPOJISL HCTIOJHEHHS JOKYMEHTOB?

18. Kakme onepanum 1O KOHTPOJIO HWCIOJHEHUS JOKYMEHTOB OCYIIECTBIISIOT
CITY’KOBI IOKYMEHTAIIMOHHOTO 00eCTIeYeHus yIpaBIeHus?

19. Kak ocymiecTsisieTcsi CHCTEMaTH3alus U XpaHEeHHe JOKYMEHTOB B OpTaHU3alnu?

20. Yro Takoe nieso, ¢ TOUKH 3peHus JoKyMeHToBeaeHus? [IpuBenure npumepsl Je,
XpaHSMIUXCS B OPTaHU3aIIH.

21. Packpoiite coaepxaHHE MOHATUS «HOMEHKIATypa nem». Kakoe NOIKHOCTHOE
JMIIO B OPraHU3alliy OTBEYAET 3a COCTABJICHUE U BBEJICHHUE B IEHCTBHE HOMEHKJIIATYphI Jei?

22. KakoBbl peKBU3UTHl HOMEHKIIATYpHI J1e1?
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23. KaxoBa conepxarenabHast 4acTh HOMEHKIATYPBI A€T?

24. Kakue mpu3HaK{ 3aBEJCHUS JIea UCTIOIB3YIOTCS pu (hopMupoBaHUM ae?

25. KaxoB ocHOBHOW puHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jeia?

26. Kakue HOpMaTtHBHBIC TpeOOBaHUS HEOOXOAMMO COONIOAATh NpU (HhOPMUPOBAHUHU
nen?

27. Kak ocymecTBisieTcs MOATOTOBKA JIed K apXHUBHOMY XPaHCHUIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHHKa UCIOJIB3YETCS ISl COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIeIONPOU3BOJICTBE?

29. Kakas oprrexHHKa MCIOJIb3YeTCs ISl IOUCKA, PAHEHUS U Mepeauyn JOKYMEHTOB
B COBPEMEHHOM JIeTIONIPOU3BOACTBE?

30. KakoBbl BO3MOXHOCTH KOMITBIOTEPHBIX TEXHOJOTHH B JOKYMEHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

31. KakoBbl BO3MOXXHOCTH CPEJICTB TEJICKOMMYHUKALMU B JIOKYMECHTAI[HOHHOM
o0ecrieueHn! yrpaBaeHUs?

32. B kakux ciy4asx TPUMCHSIOTCS CTaHJapTHbIE OQUCHBIE TMPOTrpaMMbI B
OpraHu3aIiy JEIOTPONU3BOACTBA?

KOMIIVIEKT TECTOB nuisi npomeskyToO4HOM aTTecTaluu
(3auert, TuPpepeHUMPOBAHHBIN 3a4eT) MO AUCHUIIMHE Jle10npon3BoaACTBO

3ayeT NMpPOBOAUTCS B BUIE UTOrOBOro TecTa. JlJId BBINOJHEHUS TecTa OTBOIUTCS 45
MUHYT.

IIpumepHbIe 3aJaHUSI HUTOTOBOI'0 TeCTa
1. lokyMeHTaMOHHOe oO0ecnedeHHe YNpPaBJIeHYECKHX pelleHMii, KaKk Ipouecc
BKJIIOYAeT B cels:
a) IOKYMEHTUPOBAHUE PEIICHHUS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) IOKyMEHTHPOBAHUE PEIICHUS H KOHTPOJIIb 3 €T0 BHIITOJHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?

a) oT 2 u Ooinee
0) 6 u 6omee
B) 2 10 5
r) 4 u 6onee
3. Korna pernctpupyrorcst ucxoasimme 10KyMeHTbI?
a) B ICHb OTIIPABKH
0) B JIeHb MOANMUCAHUS
B) B JIEHb COTJIACOBaHMsI ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HomeHKk1aTypa /1eJ1 COCTABJISCTCS:
a) B 3 sK3eMIUIIpax;
0) 4,
B) 2.
5. YKa:kuTe, KaKHe JOKYMEHTBI COCTABJISAIOTCS MO pPe3ybTaTaM KCHePTH3bI
LHEHHOCTHU I0KYMEHTOB.
a) pelIeHne YKCIEePTHONH KOMUCCHH
0) aKT O BBIJCJIEHUH JJOKYMEHTOB HAa YHUUYTOXEHUE
B) ciyxeOHas 3ammcKa 0 3aceaHuu KCIIEPTHON KOMUCCHU
I') IPUKa3 [0 OCHOBHOM J€ATEIbHOCTU
6. KTo nMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeEHTa?
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a) JIMLI0, KOTOPOE €ro YCTaHOBUIIO
0) U110, KOTOPOE UCTIOTHIET TOKYMEHT
B) PYKOBOJUTENb YUPEKACHUS
T') CeKpeTaphb
7. Ilpu kakoM o0beMe TOKYMEHTO000pOTa NMPUMEHSETCsl KyPpHAJIbHAs CHCTeMAa

perucrpauumn’?

—3TO:

a) 1o 10 000 TOKYMEHTOB B oI
0) 1o 600
B) 10 1000
r) 10 300 10KyMEHTOB
8. IlyTh, KOTOPBIi MPOXOIUT JOKYMEHT OT HAYAJIa €ro CO3aHUsl 10 C/Ia4u B apXUB

a) TOKYMECHTUPOBAHHE;

0) JeIOIPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

I') CUCTeMa JJOKYMCHTAIINH.

9. JIOKyMeHTBI, KOTOPBIE M0 COAEPKAHUIO ABJSIOTCS cenn(puIecKUMHI U HOCSAT

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHAWBUyaIbHBIE JOKYMEHTBI;

0) TUTIOBBIE TOKYMEHTHI;

B) IPUMEPHBIE TOKYMEHTHI;

r) TpadapeTHbie JOKYMEHTHI.

10. [esa BpemenHoro xpanenus (10 10 jer):

a) OJIIIMBAIOTCS B TBEPLYIO OOJIOKKY;

0) Ha OTJICJILHOM JIMCTE JIeNIaeTCsl 3aBepUTeIbHas HaIHCh;

B) ¥ TO H JIpYTO€;

T') HU TO, HU JIpYTOe€.

11. TIIpaBoBoii aKT, omnpelesOIMi NOPSAAOK (OPMHUPOBaHMSA, 3a1a4H,

00513aHHOCTH, NMPaBa, OTBETCTBEHHOCTb M OPraHM3alMI0 pPadoThHI NMPEINPHUITHS B LEJIOM

WIH ero CTPYKTYPHBIX NOAPAa3/ieJeHHI — 3TO:

a) TPYJOBOM JOTOBOD;

0) MOJI0KEHHUE;

B) JIOJDKHOCTHASI HHCTPYKIIUS,

I') LITATHOE paclucaHue.

12. K opraHM3anMoOHHbIM JOKYMEHTAM OTHOCSITCS:

a) YCTaB, MITATHOC PACIIUCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NOAPA3ACICHUH,

JIOJKHOCTHBIE MHCTPYKLIHH;

6) MMOCTAaHOBJICHU, YCTAB, IPUKAa3bl, pCIICHUS, PACTIOPANKCHUS, ITOJIOKCHU S,
B) IMPOTOKOJIbI, aKThI, OOBSCHUTEIIBHEIC U JOKJIaAHBbIC 3aIIMCKU,
F) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JTOJKHOCTHBIE HHCTPYKIIHH.

13. Tlucbma, KOTOpbIe HATIPABJIAIOTCS € 1EJIbI0 NMOATBEP:KIEHUS JaHHBIX paHee

0o0elaHUil I OrOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENIbHBIE TTHCHMA,;
0) rapaHTHilHbIE TNCHMA,
B) MUCHMAa-TIOATBEPKICHHUS;
I') IMChMa-peKJiaMaliy.
14. J1okymMeHT000OpPOT — 3TO:
a) ABMKEHHE JOKYMEHTOB B OpraHM3allMi C MOMEHTA UX MOIY4YEHUs UM CO3AaHUs

A0 MOMCHTA OTIIPABKU HUJIU UCIIOJIHCHU A,
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0) co3maHNe ONTUMANILHBIX YCIOBHA JUIsl paOOTHI C JOKYMEHTAMH,
B) IIPOIIECC CO3/IaHUS IOKYMEHTA.

15. Kakue U3 3THX IOKYMEHTOB HANPABJISIOTCS OT BHILIECTOSIIIET0 YPOBHS

ylpaBJieHHs K HHKeCTOsIIeMY:

a) MpHUKas3;

0) 3asBJICHUE;

B) YKa3aHUE;

r) ciry>keOHas 3anucka?

16. Opraausanusi paéoThbl ¢ JOKYMEHTAMU HAYMHAETCS

a) C HCIIOJTHEHHSI IOKYMCHTA;

0) HanpaBlIeHUs JOKYMEHTA Ha UCIIOJTHEHUE;

B) MpHeMa BXOJISIIETO IOKYMEHTA.
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Kommiekr OLCHOYHBIX MAaT€PHUAJIOB IO THCUMUILJIMHE «ﬂeJIOIIp0H3BOIICTBO»

3a£[aHI/I$[ 3aKpBITOI'O TUIIA — 2 MHH. Ha OTBCT, 3a/laHMs OTKPBITOI'O THUIIA — 5 MHUH. Ha OTBET

BepHbslii oTBeT Mn

Ne 3amanue BapuanTsl 0TBETOB Ne BepHoro Popmupyemas
n/n KOMITETEHIIHS
OTBeTa
3aganus 3aKpbHITOro THNA
1. Jlemonpon3BOCTBO - 3TO: 1) Opraam3anpss  paboTBl € JOKYMEHTaMH U 2)deqaTenbHOCTS, YK-1
JOKyMEHTHPOBAaHHUE obecrieunBaronas
2) JearenbHOCTS, obecrieunBaromas | JOKYMEHTHPOBaHNE,
JOKyMEHTHPOBaHHE, HTOKYMEHTOOOOPOT, OIEpaTHBHOE | JOKYMEHTOOOOPOT,
XpaHEHHE M UCTIOIb30BaHNE TOKYMECHTOB ONEpaTHBHOE  XpaHEHHE W
3) [Tpon3BOACTBO HOMEHKJIATYPHI HCTIONIH30BaHNE TOKYMEHTOB
4) JlesTebHOCTD amnmapara yrnpaBieHHUs
5) ITpou3BOACTBO Jei
2. Jlenonpon3BoCTBO BKIIIOYAET B ceOsl: 1) JloxymeHTHpOBaHue 1)lokyMeHTHpOBaHNE YK-1
2) ITouck u xpaHeHHe JOKYMEHTOB 2)ITonck u XpaHeHue
3) JIBmKeHue TOKYMEHTOB JIOKYMEHTOB
4) Onepanuu o nokymeHtupoBanuto OP/] 3)/IBuxkeHre TOKYMEHTOB
5) ACTIEKTBI O0IIEHUS
3. B ucropun pa3BUTHS TOCYIApPCTBEHHOTO JEIONPOU3BOACTBA 1) AJIMUHUCTPATUBHOE JIEJIOMPOU3BOICTBO 4)Komnexckoe YK-1
BBIJICTISIFOT CJIETYIOIINE STaIlbl PA3BUTHS: 2) HHCTpyKIIMOHHOE JIENONPOU3BOICTBO JIETIONPON3BOJICTBO
3) [TpukasHoe AeT0IPON3BOICTBO
4) Kosurexxckoe 1e101pon3BoACTBO
4., JlokyMeHTUpOBaHUE - 3TO: 1) Perucrpanus 1o0KyMeHTOB 4 IIpomecc cozmanmsa | YK-1
2) ITpouecc NOATOTOBKHM JIOKYMEHTOB JIOKYMEHTOB
3) KoHTponb nokyMeHTanmn
4) ITporecc co3aanus JOKYMEHTOB
5) YHudukanys 10KyMEeHTaIlUN
5. Opraauzanus paboTsl C JOKYMEHTaMH - 3TO: 1) Yacts TEXHUYECKHUX onepauui, HIOMCK 2) JoxymentupoBanue, | YK-1
JOKYMEHTAIH TOUCK JIOKyMEHTAI[HH,
2) JlokyMeHTHpOBaHHME, TOWCK JOKYMEHTAIUH, | XpaHEHHE JOKYMEHTOB
XpaHEeHHE TOKyMEHTOB
3) Co3znanue ycloBHii, 00€CTIeYUBAIONITNX JBUKECHHIE
JIOKyMeHTOB JIOKyMEHTHPOBaHHUE
6. OYHKIUAMY JOKYMEHTA SIBIISETCSL: 1) CoxpaHeHue U HaKOIUIEeHHE HH(POPMAIIH 1)Coxpanenue n Hakomienne | YK-1
2) OneHka cuTyaluu nHdopmanuu
3) [Mepenaua napopmamn 3)Ilepenaua napopmMannu
4) Bo03MOXXHOCTE ~ MHOTOKPAaTHOIO  MOBTOPHOIO

27




oOparmeHus
5) KoHTpoJIb 1 peructpariust

7. JIOKYMEHT CIIy’)KUT OCHOBaHHEM JJIs 1) [TpunsaTus pemenuii, 0600meHnH DIIpunsarus peuennii, | YK-1
2) Peructparu 00001eHni
3) CripaBo4HO-HH(POPMATHOHHO PadOTHI
4) Vuera
5) Hupopmanmu
8. Kakoe mcemo 3aBepsieTcst meyarpio? 1) Kommepueckoe mpenosxeHune 2)["apanTHitHOE THCHEMO YK-1
2) TapaHTHIHOE TTHCHMO
3) [Mucsmo-npocsba
9. BuneonoxymeHr — 3710.. 1) W300pasurensHbIit JIOKYMEHT, CO3IaHHBII 2)AynuoBusyanbHelii fokymeHn] YK-1
¢dororpaguyeckuM WM DIEKTPOHHBIM (LMGPOBBIM) | CO3AaHHBIN CIIOCOOOM BHJIE03aIH
crocooom
2) AynnoBU3yanbHBIA JOKYMEHT, CO3AaHHBII
CIOCOOOM BUI€03aIHCU
3) W300pasutensHblii  WIM  ayAWOBU3YaJbHBIN
JOKYMEHT,  CO3JaHHbIH  (ororpaduyeckuM  WIH
AIIEKTPOHHBIM (ITUPPOBBIM) cCIOCOOOM
10. JlokyMeHT, (GUKCHUpYIOMU X0x 0O0CYKICHHS BOIPOCOB M 1) 0O0BSICHUTENFHAS 3aIIACKa 4)IPOTOKOI YK-1
NPUHATHS ~ pelIeHnd  Ha  coOpaHuWsAX,  3acelJaHusx, 2) JIOKJIaJTHas! 3aMncKa
COBEIIAHMAX U T.IL: 3) aKT
4) MPOTOKOJI
11. Ecmu Bam HeoOXoamMmo MpenbsBUTH NMPETCH3WH MapTHEPY, 1) JIOTOBOPHOE TIHCEMO 2)IUCHMO-TIPETCH3HIO YK-1
Bel cocraBute 2) MIHCHEMO-TIPETECH3HIO
3) MH(YOPMALHOHHOE THCEMO
4) COIPOBOUTEIBHOE MIHUCHMO
12. Ecniu  Bam  HeoOxoimMo  cOOOLIMTH O  MPOBENCHUH 1) COIIPOBOJIUTENILHOE IUCHMO 4)undopmanmoHHOE MHCEMO YK-1
MmepornpusiTusi, Bel cocraBure.. 2) MHCHMO-TIOITBEPIKACHHE
3) JIOTOBOPHOE THCHMO
4) nH(OpMaLMOHHOE THCEMO
13. Ecnu Bam HE00X0ANMO COCTaBUTh IIUCBMO, 1) COIPOBOJUTENILHOE IUCHMO 1)compoBoauTensHoe muceMo | YK-1
uHopMmupylollee ajpecaTa O HaNpaBICHUHM K HEMY 2) MIHCHMO-YBE/IOMJICHHUE
NPUCHUTAEMBIX JIOKyMEHTOB, BBl cocTaBure.. 3) MHCHMO-TIOITBEPIKACHHE
14. JlesTenbHOCTh — ammapaTa  YOpPaBIEHHS, OXBAThIBAIOIIAS 1) ErCa 3)A0KyMEHTallMOHHOE YK-1
BOIIPOCHI JOKyMEHTHUPOBAHHUS W OpTaHW3alMH paboThl C 2) CTaH/apTU3aLUS obecrieueHne ynpasieHUs
JOKyMEHTaMH — 3TO: 3) JIOKyMEHTAI[HOHHOE 00eCIIeYeHUE yIIPaBICHUS
4) crcTeMa JIOKYMEHTalluH
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15. JIOKyMeHT, 3aKpeIUIsIIOIIUN JIOJDKHOCTHOW M YHCIICHHBIN 1) JIOJDKHOCTHAsI MHCTPYKIIMS 4)mraTHOE pacrucaHue
COCTaB IPENNPUITHS ¢ yKazaHHeM (QoH/a 3apad0THOH IIAThI 2) ycTaB
— 970! 3) MOJIOKEHHE
4) IITATHOE PACTTHCAHUE
16. JlesaTenpbHOCTE — ammapara YIOpaBICHHS, OXBATHIBAIOIIAS 1) Erca 3)I0KyMEHTAIIMOHHOE
BOINIPOCHI JOKyMEHTHUPOBAHUS W OpPTraHU3aLUH pPabOTHI C 2) CTaHAAPTU3AINSA oOecrieueHne ynpaBiIeHNs]
JOKyMEHTaMH — 3TO: 3) JOKyMEHTAI[HOHHOE 00ECIIEICHUE yIIPABICHUS
4) CHCTEMa JIOKYMEHTAIIUH
17. JIOKyMeHT, 3aKpeIUIIIOnMi TOJDKHOCTHOW WM YHCIICHHBIH 1) JIOJDKHOCTHASI MHCTPYKIIHS IITaTHOE PACIIMCAHHUE
COCTaB IPENNPHUATHS ¢ yKa3aHHeM (QoH/a 3apabOTHOI! MIaThl 2) ycTaB
— 9T0: 3) MOJIOKEHHE
a) 4) [ITATHOE PACTTHCAHUE
18. Kommnekc B3aMMOYBS3aHHBIX JIOKyMEHTOB, 1) pacropsaUTEIbHbIE JOKYMEHTBI 4)opraHu3aliOHHbIE
perIaMeHTHPYIOIIUX  CTPYKTYPY,  3aiadyd,  (QYHKIHH 2) ycTaB JIOKYMEHTBI
NpeANpUsTHs, OpraHU3alui0  ero  paboThl;  IpaBa, 3) CIpaBOYHO-UH(OPMALMOHHBIC
O0S3aHHOCTM W OTBETCTBEHHOCTb  PYKOBOJCTBA U 4) OpTaHHU3aIIOHHBIE IOKYMEHTHI
CIEIUAINCTOB MPEANPHATHSI — 3TO:
19. OxapakTepu3yiiTe ¢ TOYKH 3PEHHS IPUHAUICKHOCTH K 1) MOJINCH 4)pezomonys
PEKBH3UTaM  CIEAYIOIUA QparMeHT: 3aMm. JIUpeKTopa 2) 3aroJIOBOK
I[Imroxury UM.K. OOecriednTs  YCIOBHUS — BBITIOJTHEHUS 3) BH3a
mocTtaBok 10 16.01.2023. a/m 18.11.2023 4) PE30ITIOTIHS
20. OxapakTepu3yiiTe ¢ TOYKM 3pEeHHMs NPHUHAIIECKHOCTH K 1) Buza 2)3arooBoK
pekBH3MTaM cieayromuii pparment: OO0 MHPOPMAIIMOHHOM 2) 3arooBok
obecreueHu 3) Pesosromnust
4) Texcr
21, OxapakTepusyiTe C TOYKH 3PEHHUS MPUHAAJIECKHOCTH K 1) rpud yTBEpKIACHUSL 3)oTMeTKa 00 UCTIONHUTEINE
peKBU3UTAM CleAyronmi ¢pparMent: XapuroHos B.A. 989- 2) PE30TIOTIHS
78-35 3) OTMETKA 00 UCTIOJHUTEIE
4) OTMETKa O 3aBEPEHUH KOITUH
22, OxapakTepusyiTe C TOUKHM 3PEHUS MNPUHAAJIEKHOCTH K 1) rpud yTBEpKICHHS D)rpuc yrBepxaeHus
pekBuzuTaM  ciepyromuid  ¢parment:  YTBEPXKIAIO 2) 3aroJIOBOK
Hupexrop n/m 1.0.P. 13.02.22 3) PE30ITIOLHS
4) IIOJITACH
23. [IpaBoBO#l akT, oOmpeneNsIOIMA HOPSIOK 00pa3oBaHUS, 1) HOJIOKEHHE 1)nonoxxenune
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3ajayd, O00sS3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh W 2) ycTaB
OpraHu3anuio paboThl NPENNPUSATHS B I1EJIOM HIH €ro 3) JIOJDKHOCTHAsI MHCTPYKIIMS
CTPYKTYPHBIX MOJpa3AeieHIi — 3TO: 4) HITaTHOE paclucaHue
24, [IpaBoBoii aKT, M3maBaeMBIii PYKOBOJUTEIEM IIPEANIPUATHS, 1) yKa3zaHUe 3)mpukas
JEUCTBYIOIIETO HAa OCHOBAaHWMH  COMHOHAYaNWs, Ul 2) pelieHue
pa3pemeHns] OCHOBHBIX M ONIEPATUBHBIX 3a7ad NPEANPUATHS 3) TpUKa3
— 9710 4)  pacnopspKeHHe
a)
25. K opranmsanvoHHBIM OKYMEHTaM OTHOCSTCS (Ha3BaTh 1) axrsy 2)ycTaBHI;
HYKHBIC BapHAHTBHI): 2)  ycraBbl 3)mTaTHOE pacicaHue;
3) wITaTHOE pacmucaHue; 4)10IHKHOCTHAST MHCTPYKITHS;
4) JO0MKHOCTHAS MHCTPYKITHS;
5) oTuérsI
26. Kakoli OnaHK opraHu3alyd HPUMEHSIOT JUIs O(OPMIICHUS 1) OnaHk mUCHMA,; 2)051aHK KOHKPETHOT'O BHA
MpHKa3a [0 OCHOBHOM JesTenbHOCTH? 2) OJaHK KOHKPETHOTO BH/A JOKYMEHTA; JIOKYMEHTa
3) 0JIaHK JOJKHOCTHOTO JIHIIA.
27. OOmuii HePEePHIBHBIHN CTak paOOTHHKA ITOITBEPKIACTCS 1) JIOKyMEHTaLUeHN 0 JUYHOMY COCTaBy 2)TpyHOBOM KHIKKOH
2) TPYAOBOM KHHUKKOM
3) JMYHBIM JIeTIOM pabOTHHKA
4) IYHOM KapToi T-2
28. IIpaBuna cocraBiieHus: JOKyMEHTa 1) OTIPENIEIIAFOTCS TIPAKTUKOW AETI0BOTO 000pOTa 4)onpenemsrorces [OCTom
2) OTIPEETISIFOTCS MHCTPYKINEH o
JIeTIONIPON3BOJICTBY
3) OTIpeNeNnaroTcs HOPMaTHBHBIMU aKTamu
IIpaBurenscrBa PO
4) onpenessrorest TOCTom
29. COBOKYITHOCTh IOKyMEHTOB, KOTOPbIE OTHOCSTCA K OJHOMY 1) KYypHAIOM 3)nenom
BONPOCY WJIM YYacCTKy [eATEIbHOCTH U IOMEIIEHHBIC B 2) CIPaBOYHON KapTOTEKOU
OTJENBHYIO 00JI0XKKY, Ha3bIBaeTCS 3) JeII0M
4) HapsJl
3ajaHus OTKPBITOTO THMA (B T.4. IPHMEPHBIC BOIIPOCHI K 3a4ETy/I9K3aMEHY)
Ne n/n Bompoc Orser ®dopmupyemas
KOMITCTEHIIHS
1. Yro Takoe OJIaHK JOKyMeHTa? 3T0 MCT OyMard WM 3JIEKTPOHHBIHN Ma0JI0H ¢ PEKBU3UTaMHU, HICHTU(GHUIMPYIOIINMH aBTOPa YK-1
o(UIMaNBEHOTO TOKYMEHTA.
2. AyIMOBH3YaIBHBINA JOKYMEHT, CO3aHHBIN CIIOCOO0OM BuneonokymeHt VK-1

BHUJI€03aINCH, (GPUKCUPYIOIINM HHPOPMALMIO B BHLIE
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MOCJICAOBATCIIBHO PACIIOJIOXKCHHBIX M306pa>1<eH1/1171 —
JUHAMUYHBIX O6pa3OB 9TO..

3. PexBu3ut, QukCcHpyrONMi coriacie WM Hecoryiackue J0JDk- | 3To Buza YK-1
HOCTHOTO JIUIIA C COIep KaHUEM TOKYMEHTA.
4, PexBusur, cBupeTenbcTBYOMMH 00 ocoboM xapakrepe | ['pud orpaHudeHus qOCTyna K JOKYMEHTY YK-1
uH(pOpMaLMK OKYMEHTa W OTPaHWYMBAIOIIMI IOCTYH K
HEMY — 3TO
5. IIpucBoeHne JOKYMEHTY pErucTpallMOHHOIO HoMmepa U | Perucrpaunus nokymeHTa YK-1
BHECEHHE [JAaHHBIX O JIOKYMEHTE B pPETHCTPAllMOHHO-
YUYETHYIO OpMYy 3TO -
6. Hudppooe wnmm  OykBeHHO-IIMPpoBOoe  o0OO3HAUYCHHE, | PerncTpannoHHBIN HHACKC JOKYMEHTA YK-1
MPUCBAaNBAEMOE TOKYMEHTY IPH €r0 PErHCTPauy 3T0-
7. Kaxoii B opraHu3aiMOHHOTO TOKYMEHTA UCIIOJIB3YETCS B YcraB VK-1
Ka4yecTBE YUPEAUTEILHOIO aKTa IIPU CO3IaHHH
opraHu3aumn?
8. Kakue BubI OpraHn3aliiOHHO-PACIOPSAUTEIEHON IITatHOE pacmucaHue, MTATHAS YUCICHHOCTb, IPUKA3bI [0 TUYHOMY COCTaBY YK-1
JIOKYMEHTAIIUH MOTYT BXOAUTH B COCTaB KaJpPOBBIX
JIOKyMEHTOB?
9. HasoBure ocHOBHbIE (DYHKIMH JOKYMEHTA. HayuHo-uctopuueckast ¢yHKiMs, uHQOpManMOHHAs, couuanbHas, (yHkuus ¢ukcamun, | YK-1
KOMMYHHUKaTHBHas
10. Kakue BHIBI JOKYMEHTOB BKJIIOYaeT B cebs cucrema | OpraHu3alMOHHas JOKYMEHTals, pacHopsuTelibHas, CrpaBodHO-MH(popManuonHas , | YK-1
OPraHU3aI[IOHHO-PACTIOPSIIUTEIBHON TOKYMEHTAIH? MHPOPMALMOHHO-aHATUTHYECKAs], TOKYMEHTALUS MO0 JIMYHOMY COCTaBy, JOKYMEHTAIUs IO
obpameHusM rpaxgaH W KoiiekTuBoB (IIpukasel ¥ pacHoOpsDKeHHs 10  OCHOBHOM
JIeITeIbHOCTH OPraHU3allly, MOJIOKeHHe 00 OpraHm3alliy, IITATHOE PACIMCAHHUE, IITAaTHAas
YHCIIEHHOCTh, YCTaB, HOJIOKEHUSI O CTPYKTYPHBIX HOAPA3JEICHUSAX, YKa3bl, TOCTAHOBIICHUS,
AKTBI, IPOTOKOJIBI, CITPABKH, OTYETHI)
11. [lepeuncnure OCHOBHBIE 3TaIbl JOKyMEHTOOOOpOTa: Ilpuem w mepBuuHas o00pabOTKa MOCTYMAOUIMX B  OpPraHU3annio  JOKyMeHToB; | YK-1
Mpe/IBapUTEIbHOE PACCMOTPEHHE U paclipeieeHie JOKYMEHTOB; PErHCTpanus JOKYMEHTOB;
KOHTPOJIb MCIIOJIHEHNUS; MH(POPMAIIOHHO-CIIPaBOYHasi padoTa; NCIIOJIHEHNE JOKYMEHTOB, MX
COCTaBJIEHHE, COINIacOBaHKE, O(OPMIICHHE;0TIPABKa WM HalpaBJICHHE B JEJI0.
12. PexBm3ur, BBIpOXAIOMMN corjlacme opraHusanuy, He | ['pu¢ cormacoBaHus YK-1
SBIISIOMICHCST aBTOPOM JOKYMEHTa, C €ro COAep)KaHHEeM —
3TO
13. Uro BKItOYaeT B ceOst TEPMUH IEIONPON3BOICTBO? JIeSITENIPHOCTD, 00eCHeunBalomas JIOKyMEHTHPOBaHUE, JOKyMEHTooOopoT, omeparnBHoe | YK-1
XpaHeHHE U HCIOIH30BAHNE JOKYMEHTOB.
14. JIOKyMEHT MJIM COBOKYIIHOCTh JOKYMEHTOB, OTHOcsALuXxcA K | Jleno YK-1
OJTHOMY BOTIPOCY WJIM YYACTKY J€ATCIFHOCTH, TIOMEIICHHBIX
B OT/ICJIbHYIO 00JI0KKY 3TO -
15. Kakoii HOpMAaTHBHBIH JOKYMEHT ompeaenseT cpokd | IlepeyeHb THIOBBIX IOKYMEHTOB, 00pa3yIOIUXCs B AATEIbHOCTH MUHHCTEPCTB, BetoMcTB M | YK-1
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XpaHCHUA L[OKyMeHTOB?

JIPYTHX YUPEXAEHUI, opraHu3auii, NpeAnpuaTuii, ¢ yKa3aHueM CPOKOB XPAHEHHSL.

16. Kakoit crammapr ompenmensier mnopsmok  odopmienus | TOCT P 7.0.97-2016 «Cuctema crtaHmaptoB 1o uHpopMmanuu, Oubmumoreynomy wu | YK-1
OPTaHM3aIIOHHO PACTIOPAUTENILHOM JOKyMEHTAIMN? n3natenbckoMy aeiy. OpraHu3alMOHHO-PacHoOpSAUTEeNIbHAs JTOKyMEHTalus. TpeboBaHus K
0(opMIICHHIO TOKYMEHTOB)
17. [To ¢popme npencraBieHus JOKYMEHTHI JIeJsITCA Ha. ... Ha NOJUTMHHUKK, OPUTMHAJIBI, KOTIMU U 1yOJIMKaThL. YK-1
18. JIBmkeHue JOKYMEHTOB BHYTPH TNpeanpustus u Mexay | JlokymeHroobopor YK-1
NPEANPUATHAME C MOMEHTAa MX PETHCTpalUM 10 cOadd Ha
XpaHeHHE WIN YHUUTOXKEHHE — 3TO..
19. ITepeuncmure OCHOBHBIE (dopmBI opranm3anuu | LleHTpanm3zoBaHHas, NEICHTPATN30BaHHAS, CMEIIaHHAS. YK-1
JIOKyMEHT0000pOTa.
20. ITo cpokaM XpaHEHHs TOKYMEHTHI JAETSATCS HA.. JIOKYMEHTBI MTOCTOSIHHOTO, ToiroBpeMeHHOro (cBeimie 10 met) m BpemenHoro (mo 10 mer) | YK-1
XpaHEHHUS.
21, [lepeuncnure ocCHOBHbIC (YHKIUM pPaOOTHUKOB CIyXOblI | OCyIIECTBISIOT pPErHCTpalidi0 M y4deT JOKYMEHTOB, oOecrmeunBaioT npoxoxaenue | YK-1
JOYV. JOKyMEHTOB B YCTaHOBIICHHBIE CPOKH; HH(MOPMHPYIOT DPYKOBOJCTBO O COCTOSHHHM HX
UCTIONIHEHHS;  OCYIIECTBIAIOT  O3HAKOMJIGHHE  pabOTHHKOB C  HOPMAaTHBHBIMH U
METOJUYECKMMH JIOKyMEHTAaMH MO JeJIONPOU3BOJICTBY; BBINONHIIOT WHbIE HEOOXOIUMBIC
JIeJIONPOU3BOICTBEHHbIE (DYHKIIHH.
22, HazoButre OCHOBHBIE (YHKIMH CHCTEMBI JJIEKTpPOHHOTO | CHCTEMBI JJIsi aBTOMATH3allMK JIOKYMEHTOO0OpOTa IIOMOTaloT HacTpouTh ympasieHue | YK-1
JIOKyMEHT0000pOTA. MOTOKaMH, BBICTPOUTH CTaHAApTHBIE NEHCTBHS, CO3aTh MapUIPYThl ABMKEHUSI TOKYMEHTOB.
Ontumuzanyss OW3HEC-TIPOLecCOB  HM30aBIsieT  OT HEOYETOB, CIAa0bIX MECT B CXEMe
JIOKYMEHTO0000pOTa OpraHu3aIiH.
23. Uro BkmouaeT B ce0s DJCKTPOHHAs PperucTpanoHHas | PermcrpannoHHbli HOMep (MHAEKC NOCTyIUIeHHs), (uxcupyrommid ¢akt mnoctymieHus | YK-1
KapTouka? nokymeHta («Bxomsmmit  New); nmata mocrymuieHHs —(perucTpanyi); HauMEHOBaHHE
OpraHM3alil — aBTOpa JOKYMEHTa; HaHNMEHOBaHME BHAA JIOKYMEHTA; PErMCTPALMOHHBINA
HOMEp JIOKYMEHTa, IIPUCBOCHHBIM OpraHu3alieii-aBTopoM; Jara JIOKyMEHTa, IPOCTaBICHHAs
OpraHM3aIe-aBTOPOM; 3ar0JIOBOK K TEKCTY WJIM KPaTKOE COJIepyKaHHe JOKYMEHTa.
24. COBOKYIIHOCTh JeiCTBUH, obecneunBaromux | KoHTpoJb 32 MCTIONTHEHHEM JOKYMEHTOB. VK-1
CBOEBPEMEHHOE M KaYeCTBEHHOE HCIIOJIHEHUE JIOKYMEHTOB —
3T0..
25. Kro ocymecTBiser KOHTpONb 3a CpPOKaMH MCHOJNHEHHs | Jlenonpou3BoanTENb YK-1
JIOKyMEHTOB?
26. Ckonbko pexBu3utoB ycranasimuaeT [OCT P 7.0.97-2016 | 30 pekBu3uToB YK-1
JUTS OPTaHU3AIMOHHO-PACTIOPSIIUTEIHHON TOKYMEHTAITNH?
27. Kakwue Buap 6:1ankoB onpezensier OCT P 7.0.97-2016 O6muii 6J1aHK; OJTaHK MUCHhMA; OJJAHK KOHKPETHOTO BUIA JOKYMEHTA VK-1
28. IIpukas — 3710 .. pacmopsauTeNbHBIA JOKYMEHT (IIPaBOBOM aKT), M34aBaeMBbIl €ITHHOIMYHO PYKOBOANUTENIEM B YK-1
IEJIIX Pa3penIeHNs] OCHOBHBIX M OTIEPATUBHBIX 3a]1ad.
29. [lepeuens kakux-1r0O0 JaHHBIX (CBEACHUIN), Benomocts YK-1
PacIIOJIOKEHHBIX B OMPEICIICHHOM MOPSIKE - 3TO
30. JIoKyMeHT, coaepIKaluii MPOCh0y MITH MPEI0KESHUE JINIA 3asBieHne YK-1

32




(111) YIpexkACHUIO UITU TOJDKHOCTHOMY JIMILY 3TO. ..

31.

ITopsiaxoBbIi HOMEp Jena 10 HOMEHKIATYpe U YCIIOBHOE
0003HaUeHNE CTPYKTYPHOI YacTH yUpEKACHUMH,
HpOCTaBIIIEMble Ha OOJIOXKKE Jiea — 3TO..

WUnpekc nena

YK-1

32.

CBoJl TOKyMEHTOB 0 KakoM-Jmbo Jymie (o ero ouorpaduu,
00pa3oBaHNH, TPYJOBOH MM OOIIECTBEHHON NESTEITHHOCTH)
—9T0..

JInunoe neio

YK-1

33.

I'me Ha GmaHKe pacroyaraeTcst SM0OJieMa OpraHu3an?

ITo meHTpy OT BepxXHEro moJst OJlaHKa JOKYMEHTA Ha/l PEKBU3UTAMH OPTaHU3aLUH - aBTOPA
JIOKyMEHTa, Ha paccTosiHAU 10 MM OT BEepXHEro Kpast JIHCTa.

YK-1

34.

IIpaBoBo#l akT, yCTaHABIMBAIOIIMN OCHOBHBIE IIpaBHIIA
OpTraHW3ald U JEATEIbHOCTH TOCYAAapCTBEHHBIX OPIaHOB,
CTPYKTYPHBIX  HOJpAa3JelIeHM  opraHa, a  TaKXke
HIDKECTOSIIMX YUPEXKICHUN, OpraHu3aluii ¥ IpearpUsITHil
9TO

ITonoskenne

YK-1

35.

JlokyMeHT, cojepsKalluii MocIeJoBaTeIbHYI0 3allUCh XOJa
00CyX/IeHUs BOIIPOCOB U IPUHATHA PELICHUH Ha COOpaHUSX,
COBCIIaHHUSAX, KOH(epeHIUIX u
3acelaHUsAX KOJUIETHANIbHBIX OPraHoB.

IIporokon

36.

HazoBuTe OCHOBHBIE BHIBI IMPOTOKOJIA:

ITonHBIN M YaCTUYHBIN

37.

[IpaBoBO#i akT, u3JaBaeMblid €JUHOJIUYHO PYKOBOAUTENIEM,
TJ1aBHBIM oOpazom KOJUIETHAJIbHOTO opraHa
rOCYAApCTBEHHOIO0 YIpPABIEHUS, B LEJSAX pa3pelIeHUs
ONEepaTUBHBIX BOIPOCOB. Kax MpaBuIIo, uMeeT
OTpaHUYEHHBIH CPOK JEHCTBUSI M KacaeTcsl y3KOro Kpyra
JIOJDKHOCTHBIX JIML ¥ TpaXkJJaH — 3TO..

Pacnopsixxenue

38.

Yd4eTHBII HOKYMEHT, COAEp)KallUi IMepevYeHb IOKYMECHTOB
JieNa ¢ yKa3aHWeM MOPSAKOBBIX HOMEPOB IOKYMEHTOB, HX
WHJICKCOB, HA3BaHWIA, AT, HOMEPOB JINCTOB — ATO

BHyTpeHHSs OIUCh TOKYMEHTOB Jiesa

39.

ONEeKTPOHHBINA TOKyMEHTOO000POT - 3TO

J1oKkyMeHTO00O0pOT € MCIOIb30BaHNEM aBTOMATU3MPOBAHHOW HH(YOPMALIMOHHOM CHCTEMBI
(cucTeMBI 3JIEKTPOHHOTO JJOKYMEHT0000pOTa)

40.

I/I3yquI/Ie JOKYMEHTOB Ha OCHOBaHHMHW KpPUTEPUCB HX
[IEHHOCTH B IIeNIsAX OMNPEAENeHUS CPOKOB XpaHCHUS
JOKYMEHTOB U 0T6opa X i1 BKIKOYECHHUA B COCTaB
apXWBHOTO (hOHJIA POCCUICKOM (heepannu - 3T0

OKcrepTr3a IeHHOCTH TOKYMEHTOB

41.

CTpyKkTypHOE MOJpa3ieieHiHe, Ha KOTOPOE BO3JIOKEHBI
(YHKIMK [0 BEJCHUIO JETIONPOU3BOJCTBA, a TAKXKE JIHIIA,
OTBETCTBEHHBIE 3a BEJCHHUE JIEJIIONPOM3BOJACTBA B JPYrHX
MOJIpa3/IeIEHUSIX OPraHU3aI[|H — ITO

Cmyx0a 1eonpon3BOJICTBA
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42.

Ot1MeTKa 00 HCIIOJIHEHHH JOKYMCHTaA W HaIllpaBJICHUU €TO B
JECJI0 — 3TO

PeKBI/I3I/IT, onpeaemnomnﬁ MECTO XpaHCHUA NOKYMCHTA IMOCJIC 3aBCPIICHU paGOTbI C HUM.

43. CucteMaTU3UpOBaHHBIM  T€peYeHb  3arojioBKoB  jei, | Homenkmarypa nen
CO3/1aBa€MbIX B OpraHU3allM, C YyKa3aHHEM CpPOKOB HX
XpaHeHHs - 9TO
44, W300pa3uTenpHBIil WM  ayQUOBH3yalbHBIH  JOKYMEHT, | KuHOmOKyMeHT
co3maHHBI  (QoTorpaduuecKuM  WIM  DJICKTPOHHBIM
(mdpoBeM) cmocoboM, Qukcupyromuii HHGOPMAIHIO B
BUJIE TOCIIENOBATENPHO PACIIONOXKCHHBIX H300paKEHUH -
JMHAMHYHBIX 00pa3oB - 3TO
45, IIpockba rpakmaHrHA O BOCCTAHOBICHMM WiH 3ammute ero | JKamoba
HapyLIEHHBIX IpaB, CBOOOA WM 3aKOHHBIX MHTEPECOB MO0
paB, CBOOO MM 3aKOHHBIX HHTEPECOB JIPYTUX JIHII - 3TO
46. I'pynnupoBaHne HCHOJIHEHHBIX JOKYMEHTOB B J1eno B | ®opmupoBaHue aena
COOTBETCTBHM C HOMEHKJIATYpOHl Jel M CHUCTeMaTH3alus
JIOKYMEHTOB BHYTPH JIeJIa - 3TO
47. CucTeMaTH3UPOBaHHBIM IepedeHb HauMeHoBaHMM jen, | HoMmeHknatypa nen
3aBOJAMMBIX B OpraHM3allUd, C YKa3aHHEM CpPOKOB HX
XpaHeHHs, 0pOPMIICHHBIN B YCTaHOBJIEHHOM NOPSJKE — 9TO

48. Kpatkoe o603HaueHHe CBEACHUI 0 cocTaBe U COAEP)KAHUM | 3arojIoOBOK Aeia
JIOKYMEHTOB B JIeJIe

49. [epeuncnure BUIBI IPUKA30B: ITo OCHOBHOM JIESITENIFHOCTH; 10 JTMYHOMY COCTaBY; 1O aJAMUHHCTPATHBHBIM-X03HCTBEHHBIM
BOITPOCAM.

50. Kakne Buzpl mucem Brl 3HaeTe? [TrcepMa-3anpocsl; MHChMA-3asiBICHAS; MHChbMA-TIOATBEPXKICHUS; MHUCbMa-3aKa3bl; IHCHbMa-
npemtoxkeHust  (ogepTsl);  MUChMA-IONOJTHEHHWS;  MUChMa-pekiamManud  (MPETeH3MH);
nH(pOopMaMOHHbIE MHChMa; TApaHTHHHbIEC IHChMa U T.JI.

51. B kaknx mokyMeHTax pacronaraercs sMOneMa oprann3anuy | Ha OraHkax v 37IeKTPOHHBIX Ma0JIOHaX JOKYMEHTOB (he/lepaIbHBIX OpPTraHoB
TOCYAAapCTBEHHON BIIACTH; TEPPUTOPHAIILHBIX OPIaHOB (helepalbHBIX OPTraHoB
rOCYAAapCTBEHHON BJIACTH; FOCYAAPCTBEHHBIX M HETOCYIapCTBEHHBIX OpraHU3alunil.

52. B cooTBeTcTBHHM, C KaKMM HOPMATHUBHBIM JOKYMEHTOM | OOIMIEpOCCHICKAM KIacCU(PHUKATOPOM yrpaBieH4Yeckod nokymenramuu (OKY]) wmm

MIPOCTaBISETCS Kox  ¢opmel  1mOKyMeHTa B | JIOKaJIbHBIM KJIACCH(PHUKATOPOM.
YHU(HITMPOBAHHBIX POPMAX TOKYMEHTOB?
53. Kakwe BuIpI pacnopsInTensHBIX JOKYMEHTOB IpHHUMAloTCs | [Ipuka3, pacnopspkenne, yka3(yKa3aHus).
PYKOBOJIUTENIEM €IMHOINIHO?
54. B kakmx IOKyMeHTax He yka3blBaeTca MecTo cocTaBieHUs | MecTo cocTaBieHHs (WM3IaHHI) IOKYMEHTAa YKa3BIBaeTCsI BO BCEX JOKYMEHTaX, KpoMe
(M3maHus) HOKyMeHTa? JICNIOBBIX  (CITy’)KEOHBIX) MHCEM, a TakkKe MOKIATHBIX, CIY)KeOHBIX 3allUCOK U JAPYIHX
BHYTPEHHUX MH()OPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
55. B kakmx BHgax mmceM TpocTaBiseTcs ccbhuika Ha | CchUIKa Ha PErnCTPAlMOHHBI HOMEp M JaTy MOCTYIHMBIIETO JTOKYMEHTa IIOMeNaeTcs Ha

pEruCTpallMOHHBII HOMEP M JaTy JTOKYMEHTa

OJIaHKE OTBETHOI'O MHCHMA.
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56.

I'ne Ha nokymeHTe mpocTaBisieTcss rpud OTrpaHUuCHHUS
JIOCTYIA K IOKYMEHTY?

[IpocraBnsieTcst B mpaBoM BEpXHEM YTy MEPBOro JIMCTa AOKYMEHTa (IIPOEKTa JOKYMEHTa,
COTPOBOJIUTENLHOTO MHUChMa K JOKYMEHTY) Ha TpaHHUIEe BEpPXHEro IMoJisi MpH HaIWYUU B
JMOKyMeHTe HH(pOpMAIMH, JOCTYyl K KOTOPOW OrpaHMYCH B  COOTBETCTBUH C
3aKOHOJaTeabCcTBOM Poccuiickoit denepanuu.

57. Kakme namnple BkmowaeT B cebs Tpud yrBepxknmeHus | ['pud yreepxaenus coctout u3 cioBa «Y TBEPXKIAIO», HauMeHOBaHHS JODKHOCTH JIUIIA,
JIOKyMEHTA JIOJDKHOCTHBIM JIMIIOM? YTBEPIKAAIOIIETO JOKYMEHT, €r0 MONHCH, HHAINAIOB, ()aMHIMHU U 1aThl YTBEPKICHHS.
58. Kakne Bupl pacriopsiIuTeNbHBIX JOKYMEHTOB IPUHUMAIOTCS | PerreHus, mocTaHOBICHHS.
KOJUICTHAJIbHBIM OPTaHOM YIIPaBICHUS?
59. I'pud cormacoBanmss HOKyMEHTOB TpocTaBisieTcs Ha | Ha mepBoM mmcTe MOKyMEHTa (€CIM AOKYMEHT MMEET THTYJIBHBIH JHCT — Ha TUTYJIBHOM
JOKyMEHTax JMCTE) B JICBOM BEPXHEM YITy Ha ypoBHE Ipuda yTBEp)KICHUS WM IOJ HANMEHOBAHHEM
JOKyMeHTa OJiKe K HIDKHEMY II0JII0; Ha IIOCIETHEM JIMCTe JOKyMEHTa II0Jl TEKCTOM; Ha
JICTE COTJIACOBAHMS, SIBISIONIEMCS] HEOTHEMJIIEMOH 4acThI0 JOKYMEHTA.

60. B kakux ciaydasx NpouCXOAUT BU3HUPOBAHUE TOKyMEHTa? Buzoii odopmisieTcss BHyTpeHHEE COTJIaCOBaHME JTOKYMEHTa ¢ pabOTHHKAMH OpraHH3aluH -
aBTOpa JOKyMEHTa. Bu3a BKIIOUaeT JOJDKHOCTH JIMIA, BU3MPYIOLIETO JOKYMEHT, TMOAIMUCH,
pactuGpoBKy nmoanucu (MHUIHAJbI, ()aMUINIO) U IaTy BU3UPOBAHHUS.

61. Kakue nanHple BKiIIOYaeT B ceOsi OTMeTKa O 3aBepeHHMH | OTMETKa O 3aBEpeHHMH KOMHM IIPOCTABIISETCS MO/ PEKBH3UTOM «IOIMUCH» (OTMETKa 00

KOINH JOKyMEHTa? JIEKTPOHHON TOANHCH) M BKIIIOYaeT: cloBO «BepHO»; HaMMEHOBaHHE TOJDKHOCTH JIHIA,
3aBEPHUBILET0, €ro COOCTBEHHOPYYHYIO HOAIUCH;, pacuM(poBKY MOANUCH (MHHUIUAIBI,
(hammIKI0); NaTy 3aBepeHHUs] KOIMHU (BBINUCKH U3 IOKYMEHTA).
62. Kakoit TOCT omnpenenser Tepmunst u onpeaeicuus B chepe | TOCT P 7.0.8-2013 «CHUBU/. Jlenompou3BOACTBO W apXWUBHOE JAeid0. TepMHHBI U
JIeTIONPON3BOJICTBA? OIIpeaeTCHIUS»

63. Kakne nannsle BKIIo4aeT B ce0st pe3outorys? Pezomonmst BKiMo9aeT: GpamMuiIiio, MHALMAIEl UCTIONHUTEIS (MCIIOJHUTEIIECH), TOpyUYeHHe Mo
JIOKYMEHTY, CPOK MCIIOJTHEHUsI, IOAIICH JINIIA, BBIHECILETO PE30JIIOIHMIO, IAaTy PE30JIIOIHH.

64. OcHoBHOM JOKAJIbHBIA HOPMaTHBHBII akT, | MHCTpYyKINS 110 AEI0NPON3BOJICTBY (IOKYMEHTAIIMOHHOMY OOECIIEYEHHIO yIIPABICHUS)

perJIaMEeHTHPYIOIINH TEXHOJIOTHIO pabOTHI C IOKYMEHTaMHU B
npesnenax — opraHmzanuu  (YUpeXKAEHWS, IpeNNpHUsTHs,
(hup™mEr) 310 ..
65. Kakne mnoappasznmensl Bkiodaer B ceOst MHCTPYKIMS 1o | OOmmue MOJIOXKEHWs; TEPMHUHBI M ONpenesieHns]; TpeOoBaHusa K O(OPMIICHHIO JTOKyMEHTOB;
JIeTIONPON3BOJICTBY? opraHu3amys padoThl ¢ JOKyMEHTaMH; OCOOCHHOCTH PabOTHI C AJIEKTPOHHBIMU JTOKYMEHTaMH;
mpueMm, o0paboTka, perucTpanus M paclpefeieHHe IOCTYMAomed KOpPeCHOHICHIUH;
odopMIIeHHE U OTIPaBKa HCXOAMIINX JOKYMEHTOB; OPTaHU3ALNS BRITIOJHEHHUS TOKYMEHTOB U
MOPYYEHHH; 0COOEHHOCTH TOJTOTOBKH M OOPMIICHHS OTACIHHBIX BUIOB JOKYMEHTOB.
66. Kaxum crioco6oM MOTyT OBITH PacIOIOKEHB! PEKBU3HUTHI Ha | YTIIOBBIM, IPOJOIBEHBIM CIIOCOOOM.
6ranke nucpma?

67. UTo MOHUMAIOT ITOJT IOPUIMYECKON CHIION JOKyMeHTa? CBOICTBO JOKYMEHTa, KOTOPOE TPHIAET €My IIPABO CUUTATHCS ODUIIHATIHHBIM U TOUIHHHBIM
JIOKa3aTeNnbCTBOM (DaKTOB, AEWCTBUI MIM COOBITHH, OTPAXKEHHBIX B 3TOM JOKYMEHTE.

68. Uro BKiIIOYaeT B ce0s oTMETKa 00 3IeKTpoHHOH moamucu | Ppasy «JlokyMeHT mnoammcaH »dIEKTPOHHOH IOAMHUCHIO»; HOMEp cepTH(UKaTa KIIoda

JIOKyMeHTa?

3J'I€KTpOHHOI>i IIOAITHUCH,
(1)aMI/IJ'II/IIO, HMs, OTYCCTBO BJIaAcCJiblia CCpTI/I(I)I/IKaTa; CpOK ,Z[CﬁCTBHH CepTI/I(bI/IKaTa KJIr0o4a
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SHCKTPOHHOI‘/II TIOITHUCH. OtMeTka 00 3H6KTpOHHOﬁ NOAIMHUCHU MOXCT BKJIIOYATh M3o6pa>1<eHHe
3M6J'I6MLI, TOBApHOT'O 3HAKa (3HaKa OGCJ’Iy)KI/IBaHI/IH) opranmzalniuia B COOTBETCTBUU C
ﬂeﬁCTBylomHM 3aKOHOJAaTCJIbCTBOM.
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