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IJIaHUpOBaHus Bacunvesa M. B.



1. Tlnanupyemble pe3yJbTaThl 00y4YeHHUs MO TUCHUILINHE, COOTHECEHHBIE C
ycraHoBJeHHbIMUA B OIIOII BO unaukaropaMu 10CTHKEHUSI KOMITeTEH M i

1.1 llepeyens KOMNeTeHIMI, POPMHUPYEMBIX Y4eOHOM TUCIUIITINHOM

Kon u nHaumenoBanue
KOMIIeTeHIIUH

NuukaTopsl 10CTHKEHUS] KOMIIETEHIIUH
IlnanupyemMble pe3yJbTaThl 00y4eHH s

Yuusepcansnas komnerenuus YK-2. Cnoco0eH onpeaensiTb Kpyr 3aa4 B paMKaXx NOCTaBJIEeHHOI
LeJIM U BBIOMPaTh ONTHMAJIbHBIE CIIOCO0bI UX PellleHUsl, MCXOAs U3 AeiiCTBYIOIIMX NPABOBBIX HOPM,
HMEIOLINXCSH PECYPCOB M OTPaHUYEHHIT

UIK yk,1 Ilonumaer coBpeMeHHbIE
TEXHOJOTMM  OpraHM3aldM  Ipoliecca
yIpaBJeHus, METO/IbI pa3paboTku

IBTEPHATHB, BHIOOpA BapHaHTa M OLIEHKU
TIOCIIEACTBUH peanuzanun
OpTaHHU3aI[IOHHO YTIPaBIEHYECKUX
pemeHuii, GOpMyIHpYyeT TIIaBHYIO IIETb,
ompenensieT Kpyr 3amad M KpUTEpUH
ONTHMAIBHOCTH [UII WX PEIICHUS C
Y4eTOM HMEIOLINXCS pECypCcoB

(Ko 1 HANMEHOBAHUE)

3narp (3): HeoOxommMble ansi OCyIIECTBICHHS TpodeccHoHaTsHON
JESATEIIPHOCTH HOPMBI IIpaBa M METOAMYECKHE JOKYMEHTHI B 00IacTH
JETONPON3BOACTBA.  JTambl  JOKYMEHTOOOOpPOTa B  OpraHM3allWd.
Opranmzanuio paboThl C JOKYMEHTaMHu. Perucrpammioo ©  yder
nokyMeHTOB. ITopsiiok 00paboTKM MOCTyMalomuX JOKyMeHTOB. [Topsiok
00paboTKU OTIpaBIsieMbIX JTOKYMEHTOB. [lepeaada JOKyMEHTOB BHYTpHU
OpraHu3aly. Y4eT KOoJIWdYecTBa JOKyMeHTOB. [IpaBmia perucrpauuu u
HHIEGKCUPOBAaHUS  JOKYMEHTOB.  OpraHu3anui0  KOHTPOJIS  Haj
HCIOJHCHUEM JOKYMCHTOB. HO}IFOTOBKy JCJI K apXUBHOMY XPaHCHUIO.
YMmers (Y): Onpepensath Kpyr 3aaad Juis IOCTPOCHHUS 3(PPEKTUBHOM
CHCTEMBI  JEJONPOM3BOACTBA M  JTOKYMEHTOOOOPOTa, IUIAHHPOBAaTh
COOCTBEHHYIO JEATENBHOCTh MCXOAS M3 MMEIOLIMXCS PECypCOB; pemaTh
MIOCTABJICHHbBIE 3a7]a4d B paMKax HM30paHHBIX BHIOB NMPO(ECCHOHATHHON
JEATCIIBHOCTH.  BHEIpATh  panMoOHANBHYIO  TEXHOJIOTHIO  IpHEMa,
MPOXOXKJICHUS, TOATOTOBKA M OTIPAaBKU JIOKYMEHTOB B TPaJWIMOHHBIX
YCIOBUSIX M B YCIOBHAX pabOTBl C TNPHMEHEHHEM HH(POPMAMOHHBIX
TEXHOJIOTHH.

Baaners (B): IlIpakTudeckuM ONBITOM MPUMEHEHHS HOPMAaTHBHO-
MeTOAMYEeCcKOi 0a3bl pemeHus 3afady B 00JAcTH JIENONPOM3BOACTBA U
JIoKyMeHT0000poTa. HaBbikamu pabothl B cucteMe ACY 1OKyMeHTaMu

YK-4. CniocobeH ocymecTBJSITH eJIOBYI0 KOMMYHHKAIIMIO B YCTHO# 1 MUCbMeHHOH popmMax Ha
rocyaapcrBeHHoMm sizbike Poccuiickoii @enepanun 1 HHOCTPAHHOM(BIX) A3bIKE(aX)

HUIAK  yk41.CoocobeH  HUCIONB30BAThH
OCHOBHEIE METO/IbI ITOBBIIICHUS
3¢ PEKTHBHOCTH COLMATEHOTO
B3aUMOJCHCTBUS.

3uare (3): [lpuHIMIBI COLMANBHOTO B3aUMOJEHCTBUSI B paboTte
nogpasnenenust  cayx0er  JIOY. 3Hate 3ddekTuBHBIE  CpeACcTBa
OCYIIECTBJICHUSI COITMAILHOTO B3aWMOJIEHCTBHUsSI pabOTHl B KOMaHJE.
[TpaBuna COCTaBIICHUS u odopmieHHS OpTraHu3aIlMOHHO-
pacTOpSONTENBHEIX JTOKyMeHTOB. CHCTEMy W THIIOBYIO TEXHOJOTHIO
JIOKYMEHTAIIMOHHOTO ~ o0ecriedeHnst  yrpasiieHus.. OCHOBHBIE METOJFI,
KaTeropud ©u (YHKIHHA AeNOnpon3BojacTBa. OCHOBHBIC TPHUHIWIBI H
npaBuia 3¢dekTuBHOrO AEIONpPOM3BOACTBA; [IpHEMBI  HCIIONB30BaHHS
JIOKYMEHT0000poTa. TepMUHONOTHIO B  OOJIACTH JIOKYMEHTAIIMOHHOTO
obecrieueHUs ympasieHus. HopmatusHbie JIOKYMEHTBI,
perIaMeHTHPYIONINe COCTaBjeHHe ©  oQopmileHHe JOKYMEHTAIluH,
MOPSAIOK paboThl ¢ HUMHU. [TOpAAOK TPOBEACHHUS DKCHEPTHU3BI IIEHHOCTH
JOKYMEHTOB 1 MOJATOTOBKHU JI€JI K apXUBHOMY XPAaHCHUIO.

Ymerb (Y): OpraHu3oBbIBaTh CIIYXKOY JEJIONPOHM3BOACTBA M PabOTy ee
COTPYJIHHUKOB B YUPEKICHUH; pa3padaTeiBaTh HOPMATUBHO-METOUUYECCKUE
JOKYMCHTHI, BBISABIISATH 3aKOHOMEPHOCTH N3MCHCHUS 061;eMa
JIOKYMEHTO000POTa, BHEAPATH PAIMOHAIBHYIO TEXHOJIOTHIO IpHeMa,
MPOXOXKICHUSA, TOATOTOBKM  JOKyMeHTOoB. Paborath co  Bcei
COBOKYITHOCTEIO UH(POPMALMOHHO-TOKYMCHTAITUOHHBIX pecypcoB
opranuzanun. [lonp3oBarecs 0a3aMu NTaHHBIX. [107p30BaTHCS CIIPABOYHO-
MPaBOBBIMH  CHUCTEMaMH. [Tomp30BaThcsi ~ aBTOMATU3UPOBAHHBIMH
CHUCTEMaMH ydYeTa, pPETrUCTpalnd, KOHTPOISI W  HH(POPMAIUOHHO-
CIpPaBOYHBIMH CHCTEMaMH TIpH paboTe C JOKYMEHTAaMH OpTaHW3aIlUH.
[TpumensTs COBpPEMEHHEIC WHPOPMATMOHHO-KOMMYHHKAITHOHHBIE
TEXHOJIOTHH UIsI paboTBl C MJOKyMEHTaMH, B TOM 4HCIE [UII €e
ONTUMU3AIIMA ¥ TIOBBIMICHUS J(PPEKTUBHOCTH. TpaHCIHPOBATH CBOH
3HAHUS M YMEHUS BHYTPH KOMaH/IbIL.




Baagerb: Hapeikamu  pa®OTHI ¢ OIEPAllMOHHBIMH CHUCTEMaMH,
HaBBIKAaMH PaOOTHI C CETEBBIMH VCTPOWCTBAMH, HABBIKAMHU PaOOTHI
C CcHUCTEeMaMM VIIPaBJICHUS JOKYMEHTaMH, BIJIaJ€Th HaBBIKAMH
pabOoThI C OPraHU3aIMOHHO-PACITIOPSAUTEILHON JOKYMEHTAIMCH.

UK yx.4, IloHMMaeT OCHOBBI ACIOBOM
KOMMYHHUKAIIUM B YCTHOW M MHCbMEHHOM
(dhopMax Ha HUHOCTPAHHOM SI3BIKE.

3narp (3): OcHOBHBIE TpeOOBaHUS K COCTaBICHUIO JOKyMEHTA.
OcCHOBHBIC HaIlpaBlieHHe B paboTe ¢ JOKyMEHTaMH N0 YHH(UKAIUU U
CTaH/IapTU3alUH JOKYMEHTOB. 3HaTh KJIacCU(UKALUIO JTOKYMEHTOB.
YMmers (Y): Jlornyecku BepHO, apryMEHTHPOBAHO M SCHO CTPOUTH
YCTHYIO U IUCbMEHHYIO PeUb.

Baamners (B): Haeeikamu pabotst ¢ ACY, BiageTh HaBBIKAMU
(hopMUpOBaHUS JOKYMEHTOB, OCYIIECTBISITH ACTOBYIO IIEPEIIUCKY.

UK yg.43 BriOupaer ctunp obmenus B
3aBUCHMOCTH OT CHUTYyallUd C Y4ETOM

(YHKIIMOHUPOBAHUS  SI3BIKOBBIX ~ HOPM;
BEZET JIETIOBYIO MEPETINCKY Ha
TOCYAapCTBEHHOM  SI3BIKE C  Y4ETOM

0COOEHHOCTEH CTHUIMCTHKU O(i)I/IL[I/IaJ'IBHBIX
IIMCCM.

3uare (3): TpeOoBanumss K  OQOPMIIEHHIO  OCHOBHBIX  BHJOB
OpTaHHU3alIOHHO-PACTIOPSAAUTENBHBIX U CIIPaBOYHO-MH(POPMAIIMOHHBIX
JOKyMEHTOB.  3HaThb  OCHOBHbIE  TpeOOBaHMS K  O(QOPMIICHHIO

YIpaBIE€HYECKUX JOKYMEHTOB. 3HaTh OCHOBHBIC BHJbI OpPraHU3allMOHHO-
pacnopsIUTENLHBIX TOKYMEHTOB. 3HATh OCHOBHBIE MpaBuiia 0(OPMIICHHS
JICTIOBBIX HCeM (CTPYKTYpy MHOKyMEHTa, CTaHaapTHble (pa3bl U
BEIPAKCHUS).

VYmers (Y): OnepupoBaTh NOHATHUSAMH, KAaTETOPUSMU M TEPMUHAMH
JenonponsBoacTea. Co3naBaTh XOPOIIO CTPYKTYPHUPOBAHHBIE, JTOTMYECKH
IPOAYMaHHBIE YCTHBIE U TNHCBMEHHBIE TEKCThl. ['paMOTHO COCTaBIATH
OPTraHU3aI[OHHO-PACTIOPSIUTEIbHbIE  TOKYMEHTHI, HCTIOJIb30BaTh
KOHCTPYKTOP JJOKYMEHTOB. YMeTh 0)OPMIISTH JIETOBBIE TUCHMA.

Baaners (B): HaBbikamu coctaBieHust 1 0(OpMIICHUsT OpraHU3alOHHO-
pacnopsIUTENILHON JOKYMEHTAIMY, HaBBIKaMU (POPMUPOBAHUS JICIOBOTO
MHIChMa.

2. He.]'ll/l H 3a1a4Y1 OCBOCHUSHA yqeﬁnoifl AUCHUIIJINHBI, MECTO JTUCHUIIVIMHBI B CTPYKTYPE

JucuuIuimHa

((HGJ'IOHpOI/BBOI[CTBO»

OIIOII BO

(b1.0.20) otHOcuTcs K ©0a30BOM  yacTH

dbopMupyeMoOil ydyaCTHUKaMH 00pa30BaTEIbHBIX OTHOIIEHWH OCHOBHOW MPOQEeCCHOHATBHON

oOpa3oBaTesbHON mporpaMMsl Beiciiero oopaszoBanus 21.03.02 3emieycTpoiCTBO U KaJacTphI.
Llenpt0 W3y4eHUs AMCUUIUIMHBI - SBISETCS (POPMHUPOBAHUE Y CTYJICHTOB 3HAaHUIA

TEOPETUYECKUX W MPAKTHUYECKUX OCHOB CO3JIaHHSI JOKYMEHTOB B CHCTEME YIIPABIICHHS, a TAKKe

IpuOOpeTEeHNE  HAaBBIKOB

rpaMOTHOM H

3¢ PeKTUBHONW  OpraHu3alid  COBPEMEHHOTO

ACJIONIPOU3BOACTBA HA NPCAIIPUATHU.
Z[J'ISI peaj3annun IMOCTaBJICHHOU neim, B TIPOLECCE OCBOCHHUA MUCHUILINHBI
((I[eJ'IOHpOI/ISBOI[CTBO» ObLIH C(I)OpMI/IpOBaHBI CJICAYIOIUC 3a1avn:

— U3YUYUTH

3aKOHOAAaTCIIbHBIC u

HOPMAaTUBHO-METOJUYCCKHUC JAOKYMCHTHI,

perilaMCHTHUPYIOIIUC pa60Ty C JOKYMCHTAMU OpraHU3alnuu;

— O3HaxKOMHUTb C
JOKYMCHTOB;

IpaBUJIaMHA

COCTaBJICHHUA U O(I)OpMJ'IeHI/I}I YIIPABJIICHYCCKUX

— O3HaKOMMUTH C IIpaBUJIaMU COCTABJICHUA U Oq)OpMJ'IeHI/ISI JCIIOBBIX ITHUCEM,

— O3HaKOMUTH O6yanOHIHXCSI C Tpe60BaHI/I$IMI/I HOPMATUBHBIX IIPaBOBBIX AaKTOB,

PETIIaAaMCHTHUPYIOIIUX TOPAAOK CO3AaHUA U ABVXKCHUSA JOKYMCHTOB,

- C(I)OpMI/IpOBaTB y o6yqarom1/1xc;1 MPAKTUYCCKUEC HABBIKM HOPUAUYCCKU T'PaAMOTHOTO

Oq)OpMJ'IeHI/ISI JAOKYMCHTOB, C Y4ETOM ITOJIOKECHUH HOPMAaTUBHBIX TOKYMCHTOB,

— U3YUYUTH HNOPSAOOK pa60TLI C JUYHBIMHU U CJ'Iy>KC6HBIMI/I HAOKYMCHTAMMH,

— o0ecreynTh YCBOEGHHE OCHOBHBIX MpaBMJI 00pabOTKU U XpaHEHHS TOKYMEHTOB.

— chopMUpOBaTh HAaBBIKM COCTAaBJICHHUS U O(OPMIICHUS OCHOBHBIX JOKYMEHTOB

yIpaBiICHUS;
— O03HaKOMUTh

Claymarenen ¢

COBpPCMCHHBIMUA TCXHOJIOTUAIMU OpraHu3aliu

JTIOKYMEHTOO00pOTa PEANPUATHN U OpTaHU3aIHi.




3. O0beM yueOHOH JTUCHUIUIMHBI B 32a4€THBIX eIJHHUIAX ¢ YKA3aHHEM KOJIHYeCTBa
aKaJeMHYecKHX YaCOB, BbI/IeJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4aromuxcs ¢
npenojaasareseM (10 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYI0O PadoTy

00yJammxcs
3.1 3aounas ¢popma oOyueHus

By yuebHol paboThl 3 Kypc
OO6m1ast TpyA0EMKOCTh JAUCIUIUIMHBI, 3a4€THBIX €IUHUIL 4
4acoB 144
AyautopHasi (KOHTaKTHas1) padora, 4acoB 14,25
B T.4. 3aHATHUS JICKIIMOHHOTO TUTIA 6
3aHSATUS CEMUHAPCKOTO TUIA 8
MIPOMEKYTOUHAS aTTECTAIIMS 0,25
CamocrosiTe/ibHasi padoTa 00y4alouuXcs, YacoB 125,75
Kounrtpous 4
Bu npoMexxyTO4HO# aTTecTanum 3auer

4. Coep:xkanme IUCHUILIMHBI, CTPYKTYPHUPOBAaHHOE 110 TeMaM (pa3jejiaM) ¢ YKa3aHueM
OTBE/ICHHOI0 HA HUX KOJMYeCTBA aKA/JIeMHUYeCKHUX YACOB U BUAOB YUeOHbIX 3aHATHIA
4.1 Ilepeuenv paszoenoeé OuUCUUNIUHBL C YKA3AHUEM MPYOOEMKOCHU AYOUHIOPHOU
(KOHMAaKmHoIl) u CamocmoamenbHoll padbomsl, 6U008 KOHMPOJIell U NePeYHs KOMNEemeHUull

3aounast popma 00ydeHUS

TpynoeMKocTb, 4acoB Kon UK
B TOM YMCIIC HaumenoBanue
HaumenoBanue pazaenoB U TeM ayIUTOPHOU .| OLleHo4YHOro
BCETO .\ |CaMOCTOSTEIILHOM
(KOHTaKTHOM ) cpeacTna
paboThI
paboThl
P 1.T VK-2
aszen €OpPETHUYECKUE OCHOBBI 314 3 28 4 e
JICJIOTIPON3BOJICTBA -
1.1 Ucropust pa3Butus -
TOCYJapCTBEHHOTO JIETONPOU3BOACTBA B | 7,5 1 6,5 PaKTeCKas
pabora, Tecr,
Poccun
pedepat, Tokman
1.2. llenu, 3ama4u ¥ IPUHITATIBT 97 1 87
COBPEMEHHOTO JICJIOTPON3BOCTBA ' '
1.3. Knaccudukanus JOKyMEHTOB 14,2 1 13,2
Paznen 2. CoBpeMeHHbIE TPEOOBAHUS K VK-2
ut P p 56,6 6 50,6 VK-4
0(OPMIICHHIO IOKYMEHTOB
2.1. HopMaTHBHO-TIpaBOBBIC U
METOIUYECKUE 21,4 1 20,4 I[IpakTHaecKoe
OCHOBHI JICIONPON3BOJICTBA 3aaHue, YCTHBIH
2.2. CocTaBiieHHE OpPTraHU3aIMOHHO- OTBET Ha BOITPOC
PacopsAUTEIbHBIX U HH)OPMAIIMOHHO 19,5 3 16,5 JIOKJIa
CIIPABOYHBIX JOKYMEHTOB
23T
peOOBaHUS K COCTABJICHUIO U 15.7 2 13.7
0(OPMIICHHUIO ITUCEM
Paznen 3. Opranuzanus paboThI ¢ VK-2
8 p HHA P 51,75 5 46,75 Ny
JIOKyMEHTaMH
3.1 Opraamzanus JOKyMeHTO000pOTa Ha 188 5 16.8 I[MpakTuueckoe
MIPEANPUATAN ' ' 3ajianue, YCTHBIN
3.3 DeKTpOHHBIN JOKYMEHTOO00POT B OTBET Ha BOITPOC
P HOKY P 20,4 2 18,4 P
OpraHHU3aIiu TOKIa
3.3 ABTOMaTH3HPOBAaHHBIC CHUCTEMBI
P 12,55 1 11,55
y4dera JOKyMEHTOB
Hroro 3a kypc 139,75 14 125,75 -




HpOMe)KyTO‘IHaH aTrrecranus

4,25 0,25 4

Hrorosoe
TECTUPOBAHUE,
MHUCHbMEHHBIN
OTBET Ha
SK3aMEHAITMOHHBIN
BOIIPOC

HUTOI'O no nucuuninHe

144

14,25 129,75

Hpumepnbu? nepevernb OUeHOYHbLX cpedcme ons meKyuieco KonmpaoJia ycneeaemocmu

No | HaumenoBanue | Kparkas xapakTepucTHKa OIEHOYHOTO CpeCTBa IIpencraBnenue
1/ | OLEHOYHOTO OLIEHOYHOTO
n | cpeacTaa cpeacta B ponze
1 | 3amaga CpenctBo  OIEHKM ~ yMEHHS ~ NPUMEHSATh  monydeHHbsie | Kowmrurekt 3amad u
(TpakTHYeCKOe | TEOpPEeTHYECKUE 3HAHMS B MPAKTHIECKOW CUTYalnH. 3a1aHul
3a/1aHue, 3amaya (3agaHue) A0JDKHA ObITH HAlpaBjicHa Ha OLICHUBAHUE TEX
nabopatopHasi | KOMIETEHIMH, KOTOpBIE TMOMJIEXKAaT OCBOCHHUIO B JaHHOH
pabota) IMCIMIUINHE, MJOJDKHA CONEep)KaTh YETKYI0 MHCTPYKIHIO O
BBINOJHEHHIO WJIM aJITOPUTM JEHCTBUM.
2 | CobecenoBanue | CpelcTBO KOHTPOJIS, OPraHM30BaHHOE KaK CIelMaibHas Oecena Bormpocsr o
npernosaBareNiss ¢ OOydYaroIIMMCSl Ha TEMBI, CBS3aHHBIE C TeMam/paszienam
M3y4aeMoil JUCHWIUIMHOW, W pPACCUYUTAHHOE HA BBIICHEHHE JMCIUTUIAHEI,
o0beMa 3HaHMK OOydYaromerocs IO ONpeAeICHHOMY pasjiely, | IpeacTaBICHHBIC B
Teme, mpobieMe | T.II. MPUBSIZKE K
KOMITCTEHIIHSM,
peayCMOTPEHHBIM
PI1JQ
3 | Tecr Cucrema  CTaHJAPTH3MPOBAHHBIX  3aaHUM,  TO3BOJISIONIAS ®oHJ TECTOBBIX
aBTOMATH3MPOBATh MPOLEAYPY H3MEpPEHUS YpPOBHS 3HAHUH U 3a1aHul
YMEHUI 00yJaromerocs.
14 | Pedepar [IpoaykT camocTOsATENHHOM PabOTHI CTYACHTA, TPEACTABISIONINN Tems! pedeparos
co00if KpaTKkoe HM3JI0KEHHWE B IUCBMEHHOM BHJIE ITOJYYEHHBIX
PE3yJIbTaTOB TEOPETUYECKOTO aHaIHM3a OIpPE/ICICHHOW Hay4YHOM
(yueOHO-uccIe10BaTeIbCKON) TEMBI, T/I€ aBTOP PACKPBIBAET CYTh
UCCIeIyeMOi POOIeMBl, TPUBOJUT PA3INYHBIE TOYKH 3pEHHUS, a
TaKKe COOCTBEHHBIE B3IJIS/IbI HA HEe.
15 | Hokuan, [IpoaykT camocTOsATENHHOM PabOTHI CTYACHTA, TPEACTABISIONINI Tembl 7OKTa/10B,
cooO1eHe c000if MyOIMYHOE BBICTYIUIEHHE TI0 TIPECTABIEHUIO TOTYYEHHBIX cooOmieHuit
pE3yJIbTaTOB pEIICHHs ONPENeICHHOW Y4eOHO-TIPaKTHYeCKOH,
y4eOHO-HCCIIeI0BATEIbCKON HIIH HAYYHOH TEMBI
4.2 Coodepircanue oucyuniunsl no pazoenam u memam
Pa3nes 1. Teopernyeckue OCHOBBI JeJIONPOU3BOACTBA
ean — wu3yyeHHE TEOPETHUUYECKUX OCHOB Pa3BUTHUS TOCYAAPCTBEHHOM CHCTEMBI

nenonpoun3BocTBa B Poccun.
3agauMm — U3y4UTh OCHOBHBIE MOHSTUS B CHCTEME JEIONPOU3BOACTBA, U3YUUTh LENH,

3agauu nu l'IpI/IHIII/IHI)I COBpeMeHHOFO }IeJ'IOHpOI/ISBO)ICTBa; H3qu/ITB OCHOBHBIC OTaIllbl paSBI/ITI/Ifl

rOCy/IapCTBEHHOTO JEIOMPOU3BOICTBA B Poccuu, paccMOTpeTh BUABI U OPMBI TOKYMEHTOB.

Ilepeyenn y4eOHBIX 3J1eMEHTOB pa3jeJia:
1.1 Hcropus pa3BUTHs rocydapCTBEHHOTO JI€I0MPOU3BoICTBa B Poccun

1.2
1.3

Lemnu, 3aja4u ¥ MPUHLIUIIBI COBPEMEHHOTO JIEJIONPOU3BOACTBA
Knaccudukamnms 10KkyMEeHTOB




Pa3zgean 2. CoBpeMeHHbIe TPeOOBAHUA K O0(POPMIICHUIO JOKYMEHTOB

Heap — wu3yueHue TpeOOBaHMH UM HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB K
COCTaBICHUI0O W O(OPMIICHUIO OPTraHU3AIMOHHO-PACTIOPSAUTENBHBIX W HH()OPMAIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB, ¢ npuMeHeHnem ACY.

3agauu: mnpUOOpPETCHHWE HABBIKOB MPUMEHEHHS HOPMATHBHO-TIPABOBBIX  aKTOB,
METOJUYECKMX  JOKYMEHTOB,  PErIAMEHTHUPYIOIIMX  BONPOCHI  JCNONPOM3BOACTBA U
JIOKyMEHTO000pOTa; MPHOOPETEHNUE TEOPETUUYCCKUX M MPAKTUICCKUX HABBIKOB B OQOPMIICHUU
OpraHU3aIMOHHO-PACTIOPSAIUTEbHBIX u MH(GOPMaMOHHO-CITPABOYHBIX JIOKYMEHTOB.
chopMHUPOBATh Y OOYYAIOIIMXCS MPAKTUYECKHE HABBIKM TPAMOTHOTO O(QOPMIICHHUS IMMHCEM, C
Y4€TOM IOJI0KEHUI HOPMATUBHBIX JOKYMEHTOB.

IlepeyeHb y4eOHBIX 2JIEMEHTOB pa3jeJia:
2.1. HopmatuBHO-IpaBOBbIE U METOUYECKHE OCHOBBI JAEIONPOU3BOACTBA
2.2.  CocraBieHHE OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX U HWH(OPMAIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
2.3 TpeboBaHUS K COCTABJICHUIO U O(OPMIICHUIO MHCEM

Pa3pnen 3. Opranuszanus padorsl ¢ JOKyMEHTAMHA

Llesb — paccMOTpETh 3Tallbl JOKYMEHTOO0OpOTa B OpraHu3anuy, ¢ npumeHenueM ACY.

33}13‘1“: O3HAKOMUTH CTYACHTOB C OTallaMU MPOXOKACHHUA JOKYMCHTOB, H3YUYUTH
HOPSIOK pabOThI C JIMYHBIMHU M CIIY>KEOHBIMH JTOKYMEHTaMHU; 00ECIICUYUTh YCBOCHHE OCHOBHBIX
npaBuil  00pabOTKM JOKyMEHTOB ¢ mnpuMmeHeHuemM ACY; 03HaKOMUTh CiymaTeneil ¢
COBPEMEHHBIMU TEXHOJOTHSIMUA OPraHU3alMK JOKYMEHTOO00pOTa MPEePUIATUI U OpraHu3aluil.

IlepeyeHb y4eOHBIX 3JIeMEHTOB pa3jeJa:

3.1 Opranuzainus 10KyMeHTOo000poTa Ha IPEeANPUITHH
3.2 DNeKTpOHHBII TOKYMEHTOOOOPOT B OpraHU3aluu
3.3 ABTOMaTU3MPOBAHHbIE CUCTEMBI yU€Ta JOKYMEHTOB

5. OueHo4YHble MaTEPHAJIBI IO TUCHHUILIUHE
OIIGHO‘-IHBIG MaTepI/Ia.]'H:I 10 AUCHUIIIIMHEC HpCI[CTaBJ'IeHI)I B BHUIOC (bOH}Ia OLCHOYHBIX
CPENCTB.

6. MaTepuajbHO-TeXHHYECKOE U Y4eOHO-MeToAu4YecKoe odecnedeHue TUCHUTITUHBI

6.1 IlepeyeHb yueOHO-METOAUYECKOT0 00eceYeHns] M0 QM CIUIINHE

ABTOp, Ha3BaHUC, MECTO U3aHHNA, U3AATCILCTBO, 'O U3AAHU, KOJIMYCCTBO CTPAHUILL

1. | Meronndeckue ykazaHus M0 U3y4EeHHUIO NUCHUIUTHHEI «/lemonpousBoacteon, 45ctp, 2021 r

6.2 IlepeyeHb yueOHbIX U3IaHUI, HEOOXOAUMBIX /IJIs1 OCBOCHUS TUCHHUILUIUHBI *
[TeyatHbie yueOHbIE U3MaHUs B OnOIHOTeYHOM oH e *

Ne ABTOD, Ha3BaHUE, MECTO U3AHUSI, U3ATEILCTBO, TO/I U3/IAaHUS, KOJIHMYECTBO KomnuectBo
/1 CTpaHUI] JK3EMILISIPOB B
OnOIIMOTEKE

1. | Kysuenos U.H. JJokyMeHTaI[HOHHOE oOecIieueHre ynpasieHus. - M. : FOpaiir, | 2
2017. - 477c.




ynpasnerus. - M. : PUOP:MMTH®PA-M, 2016. - 112c.

IManacenxko HO.A. [lenonpou3BoACTBO: JOKYMEHTAIIMOHHOE obecreucHue | 3

brikoBa T.A. JlokymeHTanmmoHHOe obecrieuenne
NH®PA-M, 2013. - 304c.

ynpasneHus. - M. :|3

Kupcanosa M.B. CoBpemenHoe nenonpon3BoiacTso. - M. : UHOPA-M, 2014. |1

*B cayuae ucnonb306anusi NeYamHblX U30AHUL YKA3bIBAeMC sl TUMEpamypa, Komopas umeemcs: 8
Haauyuu 8 oubauomexe akademuu 8 neuamHom euoe u3 paciema ne meree 0,25 3K3eMNAAPA KANCO020 U3
U30aHULl Ha 00HO020 00YUAIOWe20Ca U3 HUCLA IUlY OOHOBPEMEHHO OCBAUBAIOUUX OAHHYIO OUCYUNTUHY.

DJeKTpOHHBIE YUeOHbIE U3AaHUS B AIEKTPOHHO-ONOIMOTeYHbIX crucTtemax (DBC)**:

ABTOp, Ha3BaHUE, MECTO U3/IaHUSI, TOJ U3AAHUS,
KOJIMYECTBO CTPAHMUI]

Cchuika Ha yuebHoe u3nanue B DbC

OcHoBHAaA:

['po3oBa, O.C. [enonpou3BoACTBO : YydeOHOE
nocoone st By3oB/ O.C.IpozoBa. — 2-e
ma. — MockBa: UsmarensctBo  FOpaidt,

2023. —131c.

https://urait.ru/bcode/510372

[ysanosa, H. H. OcHOBBI nen101pon3BOJICTBA.
S3bIK  Cy’)keOHOTO JOKYMEHTa : Y4eOHUK U
npaktukym ans By3oB/  H. H. lllysanoga,
A.1O. VBanoBa; mox  oOmed  pemaknuen
H. H. lllyBanoBoii. — 3-¢ wu3m., mnepepad. u
non. —  MockBa:  HsznarenbctBo  FOpaidt,
2023. — 384 c.

https://urait.ru/bcode/511417

[ysanosa, H. H. Opranuszauus u TEXHOIOIHs
JIOKYMEHTAIlMOHHOT'O 00eCreYeHNs YIPaBIECHUS !
y4eOHHK W TpaKTUKyM  Juas  By30B/
H. H. UlyBanoBa. — 3-e wm3xa., mepepab. u
gorn. —  MockBa: HM3parensctBo  Opaiir,
2023. — 247 c.

https://urait.ru/bcode/531239

JlonomauTenpHas

Konbimkuna, T.b. [lemoBble KOMMYHUKaIHH,
JIOKyMEHTO000pOT u JIEIOMPOU3BOJICTBO :
yaeOHoe nocodue st By3oB / T. b. Konbikuna,
U. B. lllyctuna. — 3-¢ u3n., UCmp. U AOM. —
Mocksa : UzmarensctBo  Opaiit, 2023. —
145 c.

https://urait.ru/bcode/513409

Kopouesa, T. A. JIOKyMEHTHUpPOBAaHHE
yIpaBJIEHYECKON  JEATENbHOCTH :  ydeOHoe
nocobue / T. A. Koponesa. — Cankr-IlerepOypr
: CII6I'MKuT, 2020. — 148 c.

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

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

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

Hvutpuesa, JI.  W.  JlokyMeHTaMOHHOE
o0ecrieyeHne YNpaBICHYECKON JesITeIbHOCTH :
yaeOnoe mocooue / JI. W. Imutpuena, U. B.
Py3aeBa. — HoBocubupck : HI'TY, 2019. — 100
C.

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



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
https://e.lanbook.com/book/141613
https://e.lanbook.com/book/152351

JlaproHoBa, M. b. [IpakTukym o
OpPraHU3allMOHHOMY Y JIOKYMEHTAaIlMOHHOMY
00ECIICYCHHUIO JICATEIIBHOCTH ~ OpraHU3aliu
yuebHoe mocobue / M. b. Jlapuonoma, U. E.
CadponoBuu. — ExatepunOypr : PITIITY, 2019.
— 206 c.

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

5. [TaBnosa, P. C. JlokymeHTaIlmOHHOE
obecnieuenue ynpasienwus / P. C. [1aBnoBa. —
Cankrt-IletepOypr : Jlans, 2022. — 604 c.

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

10.

[TaBnoga, P. C. JlokyMeHTHUpOBaHHE
yIpaBiIeHUYECKON ACSITENLHOCTH : yueOHOe
noco6wue st crio / P. C. [1aBnoBa. — CaHKT-
ITerepOypr : Jlanp, 2021. — 272 c.

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

11.

Psi6oBa, C. B. [lokymeHTanimoHHoe 00ecreyeHne
YIIPaBJICHYECKOH JIEATEILHOCTH : yUeOHOE
nocobue / C. B. Ps6oBa. — YIJIbsTHOBCK :
Yiul'TY, 2021. — 340 c.

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

12.

[TaBnoBa, P. C. [lenonpoun3BocTBO 1O
MUCHMEHHBIM U YCTHBIM OOpAIleHHUSIM TPakIaH /
P. C. IlaBnoBa. — Cankr-IletepOypr : Jlanb,
2022. — 340 c.

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

13.

[TaBnora, P. C. KonduaenmnuanpHoe
nenornpousozctso / P. C. [TaBnoBa. — CaHKT-
ITerepOypr : Jlanp, 2022. — 380 c.

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

14.

[TaBnora, P. C. Konduaennuanpaoe
nenonpousBojictBo / P. C. [1aBmoBa. — CaHKT-
[TetepOypr : Jlansp, 2022. — 368 c.

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

15.

KonbmmHa, O. A. byxrantepckoe J1ejo :
yaeonoe nocodue / O. A. Konsmuna, T. K.
Hynunckas, M. A. BacunseBa. — Kemeposo :
KemI'V, 2013. — 113 c.

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

6.3 [lepevyeHb 3JIeKTPOHHBIX 00Pa30BaTeIbHBIX PeCypcoB

n/n

DJIEKTPOHHBII 00pa3oBaTeIbHBII
pecypc

Hoctyn B DOP (ceTh NHTEpHET, JTOKAIbHASA CETh,
aBTOPH30BAHHBINH/CBOOOAHBIN 10CTYII

Poccuiickas
ouodIHnoTeka

pecypc]

HaIMOHAJIbHAS
[DnexTpoHHBII

http://nlr.ru/lawcenter_rnb

Poccuiickas
ouodIHnoTeka

pecypc].

I'ocynapcTBenHas
[21EKTpOHHBIN

http://www.rsl.ru

@denepanbHblii  00pazoBaTeIbHBIN
noprain «KOHOMHUKA, COILIMOJIOTHS,
MEHEDKMEHT»

http://www.ecsocman.edu.ru

WupopmalinoHHO-CIpaBOYHAS
cucreMa «l'apaHt

https://www.garant.ru/

NudopmarnmonHo-crpaBoyHas
cucreMa «Kouncynprant [lmocy

http://www.consultant.ru/

Caiit  «ApxuBsl Poccum» mopg
srunon PenepanbHOro apXUBHOIO
areaTcTBa (Pocapxusa)

http://www.rusarchives.ru



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
https://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/

4/ CripaBO4HO-TIPaBOBas cucreMa http://www.consultant.ru/
«KoHCysIbTaHT mIoc»

5{ Bcepoccuiickmuii HAy4YHO- http://www.vniidad.ru
UCCIIEN0BATEIbCKUI UHCTUTYT
JOKYMCHTOBEJICHUSI W apXUBHOTO
nena (BHUMJIAJT)

6 XKypuan «Jlenonpou3BoACTBO U www.delo-press.ru
JIOKyMEHTOO000pOT Ha
TPEIPUSTHI

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

UHQOPMAIIMOHHBI ~ pecypc IO
JIEJIONPOU3BOJACTBY  (BOIpPOCHl U
OTBETHl HA AaKTyaJbHBIE TEMBHI,
KHUTH, O(QOpPMIICHHE JOKYMEHTOB,
HOPMaTHBHBIE JIOKYMEHTHI)

8 JlocTym K apXMBHBIM HOMEpaM https://obrex.ru/biblioteka/internet-resursy/25-
YKYPHAJIOB TIO JCJIONPOU3BOICTBY deloproizvodstvo-i-dokumentatsionnoe-obespechenie-
xypHai «Cekperapb-pedepeHT» upravleniya-internet-

KypHan «/lemonpousBoiacTBO U resursy?ysclid=m3tyg096j9519202385
JIOKYMEHTOO0OPOT Ha
MMpCOAIIPUATUI
9 Caiir [lenonpecc https://delo-press.ru/?ysclid=m3wwzi4mdp49986198
10 KoncTpykTop JOKYyMEHTOB https://delo-press.ru/construct-

doc/?ysclid=m4mhu91cas203098926

6.4 Coepemennvie npogheccuonanvuvie 6a3zpl OAHHBIX, UHPOPMAYUOHHBIE CNPABOUHbLE
cucmemsl u TUYEH3UOHHOE NPOZPAMMHOE ODechneueHue

CoBpemenHble npogeccuoHalbHbIe 0a3bl JAHHBIX, HH(POPMAIMOHHbIE CIIPABOYHBbIE
cucreMbl, UH(POBBbIe  JJIEKTPOHHbIe  OUOIHOTEKM W  JApYrue  3JeKTPOHHbIE
o0pa3oBaTejibHbIE pecypChl

1. JloroBop o mnoakiaroueHMM K HanuoHanmbHOM — 27€KTpOHHOW OuOIMOTEKEe H
MpeAoCTaBIeHUH  JocTyna K  oObekram  HanmoHaneHOM — SJEKTPOHHOM — OMOIMOTEKH
Nel01/HBB/0502-m ot 26.02.2020 5 neT ¢ mpoJoHTaIe

2. Cormamenne o OecruiaTHOM TecToBOM joctyne kK Polpred.com. O630p CMU
27.04.2016 6eccpouHo

3. Cormamenre o0 OecruiaTHOM TecToBOM Jjoctyne K Polpred.com. O630p CMU
02.03.2020 6eccpouno

4. UndopmanmonHo-cripaBouHast cuctema «lapant» — URL: https://www.garant.ru/
HNudopmannonHo-cripaBounasi cucrema Jlunensuonusld goroBop Ne 261709/0OI1-2 ot
25.06.2021

5. «Koncynprant [Tnroc». — URL: http://www.consultant.ru/ cBo60HBIN AOCTYTI

6. DrnexkrponHo-OnOIMOTEUHast cuctema AQriLib http://ebs.rgazu.ru/ (cBHAETETBCTBO O
rocyJapCTBEHHOM peructparuu 6a3sl JaHHbIX Ne2014620472 ot 21.03.2014).

7. ®denepanbHas ciyx0Oa rocynapctBerHoi craructuku. — URL: https://rosstat.gov.ru/ -.

8. Hayunass onexkTpoHHas Oubnuoreka OTKpbIToro jgocrymna (Open  Access).—
URL:https://cyberleninka.ru/.

9. moiaHOTEeKCTOBas KOJUIeKIHs (0a3a MaHHBIX) SJCKTPOHHBIX KHUT H3aTENbCTBA
Springer Nature.http://link.springer.com/ -

10. denepanbHbIii LEHTP UH(POPMALMOHHO-00pa30BaTEIbHBIX pecypcoB.—
URL:http://fcior.edu.ru/.
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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/
http://ebs.rgazu.ru/

11. NudopmannonHas

cucreMa

pecypcam».—URL:http://window.edu.ru/.

Hoctyn

K 3JIEKTPOHHOM

«Enunoe

HHGOPMALMOHHO-00Pa30BaTEIbLHOM

OKHO JlocTyma K 0Opa3oBaTelbHBIM

cpene,

HH(OPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH «AHTEepHET
1. Cucrema nucraHunmoHHoro oOydenust Moodle www.portfolio.rgazu.ru (cBo601aHO
pacIpocTpaHsIeMoe)

2. TlpaBo

UCIONB30BaHusl mporpamMm it DBM  Mirapolis

HCM B cocrase

(byHKIMOHATIBHBIX OJIOKOB M MoayJei: BupryansHast komuata. CtangaprHas junensus g0 1000
nosib3oBareseit Ha 1 mecsir (Jlunensnonnstit goropop Ne 77/03/22 — K ot 25 anpens 2022)
3. MHHOBaIMOHHAs CHCTEMa TECTUPOBAHUS — MPOrPaMMHOE oOecrieueHne Ha miatdopme
1C (Hdorosop Ne K/06/03 ot 13.06.2017)
4. OOGpazoBaTenbHBIE MHTEPHET — MOPTald POCCHIICKOro rocyaapCTBEHHOTO arpapHoro

3a0YHOr0 YHMBEpCHUTETa (CBHIETEILCTBO O PErMCTpPAllMM CPeACcTBAa MaccoBOi MHpopMaiuu i
Ne ®C77-51402 ot 19.10.2012).

JInneH3noHHoe ¥ CBOOOIHO pacnpocrpansieMoe nporpamMmmMHoO€ odecmeyeHue

1. OpenOffice  —

CBOOOIHBIN  MAKET

pacrpocTpaHseMoe)

2. linuxmint.com https:/linuxmint.com/ (cBOOOIHO pacpoCTpaHIEMOE).

3. DnekTpoHHO-OnOMMoTeunass cucrema Agrilib http://ebs.rgazu.ru/ (cBUAETENHCTBO O
rocyapcTBeHHOU peructpanuu 6a3el qJaHHbIX Ne2014620472 ot 21.03.2014).

4. Opunmanphas crpanunia ®I'bBOY BO «Poccuiickuil rocyaapcTBEHHBIH arpapHbIi
3a04HBIN YHUBEpcHUTET» https://vk.com/rgazuru (cBOOOIHO pacpOCTPaHIEMOE )0

5. llopran  denepanbHOTrO

rOCYJapCTBEHHOT'O

OpHUCHBIX  TPWIOKEHHH  (CBOOOIHO

OFO/DKETHOTO  00pa30BaTEIIHLHOTO

yUpeXkAeHusi BbICcHIer0 oOpa3oBaHusi «PoccHHCKHMH TOCYZAapCTBEHHBIM arpapHblil 3a04HBIHI
yHHBepcHUTET» (CBOOOAHO pacnpocTpansemoe) https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31.
6. AuTuBHpycHOoe mnporpamMmHoe obOecriedenne Dr. WEB Desktop Security Suite

(Cy6nunensnonnsiit joroBop Nel3740 Ha mepenady HEMCKIIOUMTEIbHBIX MPAaB HA MPOrpaMMbl
st OBM ot 01.07.2021).

6.5 IlepeyeHb y4eOHBIX ayIMTOPHIi, 000PYI0BAHUS U TEXHUYECKHX CPEeICTB

o0ydeHusi**
IIpenna3znayen Ilepeuennb
ue HaumMeHoBaHue kopiyca, 00opynoBaHus (B T.4. BUPTyaJbHbIE
MoMeleHus Ne momemenus (ayguTopun) aHAJIOTH) U TEXHUYECKHX CPEJCTB
(aynutopumn) o0yuenus®
Jlna sauamuil | Y4eOHO-aIMIUHHUCTPATUBHBIN KOPITYC. Crienmanu3upoBaHHass MeOelb, JI0CKa MEJIOBas,
JIEKYUOHHO20 Ka0. 129. Yuebnas ayquropus AT MYJIBTUMEIMIHOE  00OpyJOBaHHE, IPOEKTOP,
muna NPOBEJICHHS JIEKIIMOHHBIX 3aHATHI SKpaH HACTEHHbIi
(morouHas)
Jna  zanmamudl | Y4€OHO-aIMUHUCTPATUBHBIN Kopryc. | Crienuanu3upoBaHHas MeOenb, J0CKa MeEJOBAs.
CeMUHAPCKO20 Ka0. 125. Yuebnas ayquropus AT MynsTuMenuitHoe — 00OpyIOBaHHE, —IPOEKTOP,
muna, NPOBEJICHHS JIEKIIMOHHBIX 3aHATHI SKpaH HACTEHHbI
2pYHHOGHIX (TmotouHas)
KOHCYynbmayutl,
NPOMENCYMOUHO
il ammecmayuu
Jna YueOHOo-aAMUHUCTPATHBHBIN KOPIIYC. [TepconanbHBIE KOMITBIOTEPEI B COOpPKE C
camocmoamenvy | [lomemenue sl  caMOCTOSITENIFHOM | BBIXOJIOM B HHTEPHET.
ot pabomwi paboThl. YnTaBHBIH 327
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http://www.portfolio.rgazu.ru/
https://linuxmint.com/
http://ebs.rgazu.ru/
https://vk.com/rgazuru
https://zen.yandex.ru/id/5fd0b44cc8ed19418871dc31

Y4eOHO0-aIMUHUCTPATUBHBIN KOPITYC.
Ka6. 105. VYuebnas ayauropus i
y49eOHBIX 3aHATHN OOydalolmXcs U3
ynciia naBaaugoB u aui ¢ OB3

Crenuanu3upoBaHHAS MeOelb.
ABTOMAaTH3MpOBaHHOE pabouee MeCcTO IS
WHBAIHIOB-KOJSICOYHIKOB C KOPPEKIIMOHHOM
TEXHUKOW M WHIYKIMOHHOW cucteMoit DnCuc
290; ABTOMaTH3UpPOBAaHHOE pabouee MECTO IS
CTa0OBUAAIINX W HE3PSUMX TOJIB30BaTENeH CO
CTaIliOHapHBIM  BuAeoyBenuuntenem OInCuc
29 ON; ABTOMaTH3upOBaHHOE pabouee MecTo
JUTST CITa0OBHIATIIIIX u HE3PSINX
MOJIb30BaTENeH c MTOPTAaTHBHBIM
BuneoyBennuurenem  OnCuc 207  CF;
ABTOMaTH3MpOBaHHOE pabodyee MecTO s
CTa0OBUAAIINX W HE3PAYMX IIOJH30BATEICH C
yptaromein  mammbor OnCuc 207 CN;
AnmapaTHBIif KOMILIEKC c (GyHKIUCH
BUJICOYBEITTUCHHS u YTCHHSA TUTS
CTa0OBUAAIIMX W HE3PSIYNX TOJIB30BaTENeH
OnCuc 207 OS.
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OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJPKETHOE OBPA3OBATQHBHOE YYPEX/IEHNE
BBICILET'O OBPA3OBAHUA MUHUCTEPCTBA CEJIbCKOI'O XO3UCTBA POCCHUMCKOU
OEJEPALINN
«POCCUMCKH T'OCYJIAPCTBEHHBIII YHUBEPCUTET HAPOJHOI'O
X031 CTBA UMEHHU B.H. BEPHAJICKOI'O»

(YuuBepcurter BepHajackoro)

Kadenpa TeppuropranbHOro yrpaBiIeHUs U TIAHUPOBAHUS

@oH/1 O1IEHOYHBIX CPECTB /sl POBe/IeHUsI TEKYIIero KOHTPOJIS U IPOMEeKYTOYHOM
arTecTaliu 00y4alomMXCcs M0 JUCHUIIUHE

Jles10npou3BOACTBO

Hanpasnenue noaroroBku 21.03.02 3emiieycTpoOHUCTBO U KaAacTpPbl

HampasneHHocTh (Tpo¢uiib) MporpaMMbl 3eMIICYCTPONRCTBO M KaJaCTPbI

Ksanudukanms_6akanaBp

®dopma o0ydeHus 3a04Has

banammuxa, 2024r.
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1.0nucanue nokaszarejed U KpuTepueB OLlEHUBAHMS IJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHUs M0 Y4eOHOM QM CIUIIINHE

WNHaukatopsl Vpose HanmenoBanue
JOCTUKEHUS POBCHE [Tnanupyemble pe3yabTaTbl 00ydeHUs OLICHOYHOTI'O
KOMHCTCHI_[I/Iﬁ OCBOCHHA CpCacTBa
YK-2.1 [lonumaer [Toporossiii 3HaeT: HeoOxomuMmble 11 OCYLIECTBIECHHS INPO(ECCHOHANBHOM JeATeNbHOCTH HOPMBI MpaBa U IIpakTnaeckas
COBPCMCHHBIC (YIOBJIETBOPUTET | METOAMYCCKHE TOKYMCHTHI B 00JacTH JNIENONPOM3BOACTBA. JTambl JOKYMEHTOO0OpOTa B OpraHU3allWH. pabora, Tecr,
TEXHOJIOTHH BHO) Opraumsamuio  paGoThl ¢ JOKyMeHTamu. Perumctpammio u  yduer nokyMmentoB. Ilopsmok oGpaGortkm | Pedepar, moxman
OpraHH3aliiu TIponecca MOCTYHAIOMINX TOKYMEHTOB. [lopsiok 00pabOTKH OTIpaBIsieMbIX TIOKYMEHTOB. [lepenadya OKyMEHTOB BHYTPH
YIpPaBJICHH:A, MCTO/LBI opraHuMs3aluy. YdeT KOJIM4YecTBa NOKyMEeHTOB. lIpaBuia perucrpauuu ¥ HMHICKCUPOBAHUSA JOKYMEHTOB.
paspaboTku OpraHu3zaluio KOHTPOJIsS HaJl UCTIOJTHEHHEM JOKYMEHTOB. [[0TOTOBKY JieNl K apXUBHOMY XPAaHEHHUIO.
AIIbTEPHATHB, BEIOOpa YmMmeer: OmnpenensaTb Kpyr 3amad Jais HOCTpoeHHs d3(P(EKTHBHOH CHUCTEMBI JIEJIONPOM3BOJACTBA U
BaphaHTa 1 OLCHKH JIOKyMEHTO000pOTa, IIAHUPOBATh COOCTBEHHYIO JESATEIBHOCTh HCXOJsSl M3 HMMEIOIIMXCS PECypCoB; pellaTh
TIOCIICACTBHH MOCTAaBJICHHBIE 3a/aud B paMKax UW30paHHBIX BHAOB NpO(ecCHOHANBHON JesTenbHOCTH. BHempsaTh
pealusaiiu PaIMOHATIBHYIO TEXHOJIOTHIO NPHEMa, IPOXOXKACHHUS, TOATOTOBKH U OTIPABKU JTOKYMEHTOB B TPaJUIIMOHHBIX
OPTaHH3aLHOHHO YCJIOBUSIX U B YCIIOBUSIX pabOTHI C TPUMEHEHHEM MH(POPMAIIMOHHBIX TEXHOJIOTHH.
yrpeRIeIeciix Buaageer: [IpakTudaeckuM ONMBITOM IPUMEHEHHS HOPMATHBHO-METOIMIECKOM 0a3bl pEIICHHs 3a1a4 B 00JacTH
pelIeHui, GopMyIupyeT
TTIABHYIO LB, JIEIIOTIPON3BOJICTBA B JOKYMEHT0000poTa. HaBrikamu paboThl B cuctemMe ACY nOKyMeHTaMu.
OmpeseNseT KpyT 3a1a4 [TponBuHyTHII 3HaeT TBepAO: HeoOXomumble /i OCYIIECTBIEHHS TPO(ECCHOHANBHON NEATENLHOCTH HOPMBI TIpaBa M HpaxTiueckas
¥l KDUTEPHH (xoportIo) METOJIMYCCKHE JOKYMECHTBI B 00JAcTH JEJIOMPOM3BOJACTBA. OTallbl JOKYMEHTOOOOPOTa B OpraHU3aIlUH. pabora, Tecr,
ONTUMAJLHOCTH I UX Opranuzanyio paboThl ¢ JOKyMEHTaMH. PerucTpanmuio W ydeT JOKyMEHTOB. Ilopsmox o0paboTku pedepar, noknan
PEIICHHUS C YIeTOM MTOCTYTAOMINX JOKYMEHTOB. [lopsanok 06paboTku oTHpaBiIsieMbIX JOKyMeHTOB. [lepenada qOKYMEHTOB BHYTpH
MMEIOIIIXCS PECYPCOB OpraHW3aIld. YYeT KOJNMYECTBA INOKYMEHTOB. lIpaBmia perucTpamuui W HHICKCHPOBAHUS TOKYMCHTOB.
OpraHn3anyio KOHTPOIIST Hal UCTIOTHEHHEM JTOKYMEHTOB. [10r0TOBKY 1€l K apXHBHOMY XPaHEHHIO.
YMeer YBEPEHHO: OnpenensaTs Kpyr 3a7ad Al TOCTpoeHUs 3P(PEKTUBHOM CUCTEMBI EIONPOU3BOICTBA U
JOKYMEHTO000pOTa, IUITAHHPOBATH COOCTBEHHYIO AEATEIFHOCTh HMCXOAS M3 MMEIOIIUXCS PECypCcOB; peIIaTh
NIOCTAaBJIEHHBIE 3a7jayl B paMKax M30paHHBIX BHIOB MNpOo(ecCHOHATBHONH MesITeIbHOCTH. BHempsTsh
PAIMOHANBHYIO TEXHOJIOTHIO MPUEMa, TPOXOXKACHUS, IIOATOTOBKH M OTIIPABKH JOKYMEHTOB B TPaIUIIHOHHBIX
YCIIOBHSX U B YCIOBHUSX PaOOTHI C MPUMEHEHHEM HHPOPMAIMOHHBIX TEXHOIIOTHH.
Baangeer YBEPEHHO: [IpakTHYeCKUM OIBITOM IMPUMEHEHHsS HOPMAaTHUBHO-METOAUYECKOW 0a3bl pelieHus
3a/1a4 B 00JIaCTH JCJIOMPOU3BOJICTBA U JOKyMeHTO000poTa. HaBbikamu pabotsl B cucreme ACY HOKyMEHTaMH.
Bricokuii Hmeer cdopmupoBaBlIMecss cHcTeMaTHyeckue 3HaHuMsi: HeoOxommMble Ui OCYIIECTBICHHUSA [IpaxkTnueckas
(OTJIHYHO) npodeccHoHaNbHOI NesTebHOCTH HOPMBI MPaBa U METOANYECKHE JOKYMEHThI B 00JIACTH JIEJIONPOU3BO/ICTBA. paborta, TecT,

Oranbl JOKyMeHTooOopoTa B opranm3anuu. OpraHuzanuio paboTel ¢ JOKyMEHTaMHu. Peructpaiuio u yder
nokymMeHToB. Ilopsimok 0OpabOTKM IMOCTYMAOUINX JOKYMEHTOB. [lopsnok o0OpalGoTKH OTHpaBIISIEMBIX
JokymeHToB. Ilepegaua JOKYMEHTOB BHYTPUM OpraHM3allMd. YUYeT KOJIMYEeCTBa JAOKyMeHTOB. IIpaBuia
pEerucTpani ¥ UHAEKCUPOBaHMs JOKyMEHTOB. OpraHu3anuio KOHTpOJS HaJ UCIOJIHEHUEM JOKYMEHTOB.
IToAroTOBKY €1 K apXUBHOMY XPaHEHHIO.

pedepar, 1okaan
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Hmeer chopmupoBaBmieecs cucTeMaTHdeckoe yMmMeHme: OnpenensTs Kpyr 3afad A IHOCTPOCHUS
3¢ PEKTUBHOM CHCTEMBI JEJIONPOU3BOJCTBA U JOKYMEHTOO0OPOTA, TUNIAHUPOBATh COOCTBEHHYIO JIESITENEHOCTD
UCXOIs W3 WMEIOIUXCS PpEecypcoB; pElIaTh IIOCTAaBJICHHBIE 3aJadydl B paMKax H30paHHBIX BHOB
po(eCCHOHANBHON  AEATEIBHOCTH. BHEIpATh pannoHaNbHYI0 TEXHOJIOTHIO TIpHEMa, IPOXOXKICHHUS,
MOJTOTOBKA W OTHPAaBKH JOKYMEHTOB B TPAAMIMOHHBIX YCJIOBHSX M B YCIOBHSX PabOTBI C MPHUMEHEHHEM
nH(pOPMANMOHHBIX TEXHOJIOTHI.

Hokazan copmupoBaBuIeecss cHUCTeMaTHyecKoe BiajgeHHe: [IpakTUUECKMM ONBITOM IPUMEHEHUS
HOPMAaTHBHO-METOJMYECKON 0a3bl peIIeHus 3amad B OOJAcTH JAENONPOM3BOACTBA M JIOKYMEHTOOOOpOTA.
Haspikamu pabots! B cucreme ACY 1OKyMEHTaMH.

YK-4.1.Cnocoben
HCITIONIB30BAaTh OCHOBHEIE
METO/bI ITOBEIIICHUS
3¢ HEKTUBHOCTH
COLMATILHOTO
B3aUMOJEHCTBHUS.

[ToporoBsbiii
(ynoBieTBOpUTEN
BHO)

3naer: [IpuMHIMIBI COLMANBHOTO B3aMMOJIEWUCTBHMS B paboTe mnoapasaeneHus ciayxosr JIOY. 3Hatb
3¢ QEeKTUBHBIE CPEACTBA OCYIIECTBIECHHS COLMAJIBHOTO B3anMOAEHCTBUS paboTel B KomaHne. [IpaBmia
COCTaBJICHHSI M O(QOPMIICHHS OpraHH3alUOHHO-PACHOPIIUTENBLHBIX JOKyMeHTOB. CHCTEMY W THIIOBYIO
TEXHOJIOTHIO JIOKYMEHTAllMOHHOTO o0ecnedyeHus: ynpasieHUs. OCHOBHbIE METOABI, KaTeropuu M (QyHKIHUU
Jenonpoun3BojacTBa. OCHOBHbIE NPUHLMUNBL W OpaBuwia A(QQEKTUBHOTO  JAENONPOU3BOJACTBA; [Ipuémbl
UCTIONB30BAaHUA ~ JIOKyMeHTOooOopoTa. TepMuHONOTMIO B 007acTM  JDOKYMEHTAallHOHHOTO  OOECHedYCHUS
ynpasneHus. HopMaTHBHBIC TOKYMEHTHI, PETJIAMEHTHPYIOIINE COCTaBJICHHE M O(opMiIeHHE IOKyMEHTAIWH,
TOPSIIOK paboThl ¢ HUMH. [IOpsAAOK HPOBEAEHHS SKCHEPTH3bI IEHHOCTH IOKYMEHTOB M IOJITOTOBKH NN K
apXMBHOMY XPaHEHHUIO.

Ymeer: OpraHu3oBbIBaTh CIY)XOy JAENONPOM3BOACTBA M PabOTy €€ COTPYJHHKOB B YUPEXKICHUH;
pa3pabaTbiBaTh HOPMAaTHBHO-METOJMYECKNE JOKYMEHTHI, BBIABIATH 3aKOHOMEPHOCTH HW3MEHEHHS 00BbeMa
JIOKyMEHTO000pOTa, BHEAPSTH PAlMOHAIBHYIO TEXHOJIOTHIO MPHEMa, MTPOXOXKIAEHHsI, MOATOTOBKU JOKYMEHTOB.
PaGotath co Bcell COBOKYMHOCTbIO HMH(MOPMAIMOHHO-IOKYMEHTAIIHOHHBIX PECYpCOB  OpraHM3allMu.
Ilonmp3oBaTtbess  Gazamu  naHHBIX. Ilonb30BaThCs  CIIPAaBOYHO-NIPABOBBIMM — cucTeMaMM. [losib30BaThed
ABTOMATH3MPOBAaHHBIMH CHCTEMaMM Yy4eTa, PEruCTpaliH, KOHTPOJS M HH(POPMAIIMOHHO-CIPAaBOYHBIMU
cucTeMaMu Ipu paboTe C JOKyMEHTaMu opraHuzanuu. [IpuMeHsTh coBpeMeHHble HWH(OPMALHOHHO-
KOMMYHHKAIIUOHHBIE TEXHOJIOTHMH JUII paboThl C [IOKYMEHTaMH, B TOM YHCIE U1 €€ ONTUMHU3AIUH U
MOBBIIIEHUST 3P PEeKTUBHOCTH. TpaHCIMPOBaTh CBOM 3HAHUS M YMEHHUS! BHYTPH KOMAHIBI.

Buageer: HaBbikamu paboOTHI C ONEpannOHHBIMHM CUCTEMAaMH, HABBIKAMH pabOThI C CETEBBIMH YCTpOICTBaMH,
HaBBIKAMH PabOTHI ¢ CHCTEMaMH YNPABJICHUS JOKyMEHTaMH, BJIaJeTh HaBBIKAMU PabOTHI ¢ OpPraHW3alMOHHO-
pacnopsaauTeNbHON JOKYMEHTAMEH.

IIpakTnueckas
paborta, TecT,
pedepat, Tokman

[IponBuHYTHIN
(xopor110)

3naer TBepao: [IpMHIHITEI COIMANTFHOTO B3aUMOACWCTBUS B pabore moapasaencHus ciayxOer JJOY. 3nath
3¢ (QeKTHUBHBIE CPEACTBA OCYIIECTBICHHUS COIMATBHOTO B3aUMOICHUCTBUS pabOTHl B KoMmaHne. [IpaBmia
COCTAaBJICHUSI U O(OPMIICHUS OPraHU3alMOHHO-PACIIOPSAUTEIBHBIX JIOKYMEHTOB. CHCTEMY H THIIOBYIO
TEXHOJIOTHIO JOKYMEHTAI[HOHHOTO obecneueHust ympasieHHs. OCHOBHBIE METOJBI, KaTerOpuH M (YHKIHU
nenonpousBoacTBa. OCHOBHBIE MPUHIMNBI W mpaBwia dddexTuBHOro  nenonpousBocTBa; [Ipuémsl
UCTIONB30BaHUSL  JIOKYyMEHTO000poTa. TepMUHONOTHIO B 00JMAacTH  JOKYMEHTAI[MOHHOTO  ObOecredeHust
ynpasneHusi. HopmatuBHble TOKYMEHTHI, PETIAMEHTHPYIOIIAE COCTaBieHWE W O(OopMIIEHHE TOKYMEHTallWH,
MOPSIOK paboThl ¢ HUMU. [1OpSIOK MPOBENEHUSI SKCIEPTU3bI IIEHHOCTH JOKYMEHTOB M TOJITOTOBKH JEN K
apXMBHOMY XpaHEHHUIO.

YMmeer yBepenHo: OpraHu30BEIBATh CIIY:KOY JIEIONPOHM3BOJCTBA U PabOTy €€ COTPYTHHKOB B YUPEIKICHUU;

IIpaktuueckas
pabora, TecT,
pedepar, 1okaan
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pa3pabaTbiBaTh HOPMATHBHO-METOJIUYECKHE JOKYMEHTHI, BBUIIBISTH 3aKOHOMEPHOCTH H3MEHEHHs oObeMa
JIOKyMEHTO0000pOTa, BHEAPSTH PAlMOHAJIBHYIO TEXHOJIOTHIO NTPHEMa, ITPOXOXKICHHUS, HOATOTOBKU JOKYMEHTOB.
PaGotath co Bcelf COBOKYMHOCTBIO HMH(GOPMAIMOHHO-IOKYMCHTAIlHOHHBIX PECYpCOB  OpraHM3aIWU.
IMonp3oBatbest  0azamu  JaHHBIX. [lomb30BaThCs  CHPABOYHO-TIPABOBBIMH — CHCTeMaMH. [loib30BaThes
aBTOMATH3HPOBAaHHBIMH CHCTEMaMH Yy4eTa, PETUCTPAlH, KOHTPOISI M WH(OPMAIMOHHO-CIPaBOYHBIMHU
cucTeMaMHu Ipu paboTre C [OKyMEHTaMHu opraHusanui. IIpuMeHSATh coBpeMeHHbIE HH(OPMAOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJOTUH Ui pabOTBl ¢ JOKYMEHTaMH, B TOM YHCIE Ui €€ ONTHMHU3AIHNU U
MOBBIIIEHUS 3P PEKTUBHOCTH. TpaHCIMPOBATh CBOM 3HAHUS M YMCHHUS BHYTPH KOMaHIBI.

Buiageer yBepeHHo: HaBbikamMu paOOTBI C ONEPAIIOHHBIMH CHCTEMaMH, HaBBIKAMH PAOOTHI C CETEBBIMH
YCTPOWCTBaMH, HaBBIKAMH pabOTBl C CHCTEMaMH YIPaBICHUS JOKYMEHTaMH, BJIaJIETh HaBBIKAMH pabOTHI C
OpraHU3aIMOHHO-PACTIOPIIUTEIbHON TOKYMEHTaIHEH.

Bricokuii
(oTIM4HO)

HNmeer chopmupoBaBliMecss cHCTeMaTHYecKHe 3HAHMA: [IpUHIMIBI COLMANBHOTO B3aUMOJCHUCTBUS B
pabore mompasmenenus cayx0Oer JIOY. 3Hath 3¢ (¢eKTUBHBIE CpeAcTBa OCYIICCTBICHUS COIUAIBFHOTO
B3auMOAEHCTBUSL paboTel B KoMaHzae. IlpaBmma cocTaBiaeHHss M O(OPMIICHHS OpraHW3allMOHHO-
pacnopsAaUTECIbHbIX OOKYMCHTOB. CI/ICTeMy U TUIIOBYIO TCEXHOJIOTUIO JOKYMEHTAIMOHHOT'O 06CCH€‘ICHI/I}I
ynpasienus. OCHOBHBIE METOJIbI, KaTEropuu M (yHKLIUH Jeonpon3BoacTBa. OCHOBHBIC IPUHLUIIBLL U ITPaBUIIa
3¢ GeKTHBHOTO IeNONpou3BocTBa; [IpuémMbl HCMONB30BaHMS JOKYMEHTO000poTa. TepMHHOIOTHIO B 00JacTU
JOKYMCHTAlTUOHHOT'O o6ecnequI/I;1 Y1ipaBJICHUA. HOpMaTI/IBHI)IC JOKYMCHTHI, PErIIaMCHTUPYIOIHEC
COCTaBJIeHHE M O(QOpMIICHHE JOKyMEHTal[MH, NOPSJOK paboThl ¢ HUMH. [lopsmok HpoBeAeHHs SKCHEPTH3BI
HEHHOCTU JOKYMEHTOB U MOATOTOBKH A€JI K apXUBHOMY XPaHCHUIO.

HNmeer chopmupoBaBuieecsi cucTeMaTuyeckoe ymeHne: OpraHu3oBBIBAaTH CITyKOy JENONPOHM3BOJICTBA U
paboTy ee COTPYAHHKOB B YUPEXKICHHH; pa3pabaTbiBaTh HOPMATHBHO-METOIUYECKHE JTOKYMEHTHI, BBIIBIATH
3aKOHOMEPHOCTH H3MEHEHHsA 00beMa JOKYMEHTOO0OpOTa, BHEAPATh PAIMOHAIBHYIO TEXHOJOTHIO IpPHEMA,
MIPOXOX/CHUS, TOATOTOBKH JOKYMEHTOB. PaboTraTh €O BCe COBOKYNHOCTHIO HMH(OPMAIMOHHO-
JOKyMEHTAIIMOHHBIX pecypcoB opranusanuu. Ilonp3oBarecst 0azamm naHHBIX. [loip30BaThest CIIpaBOYHO-
MIPaBOBEIMU cucTeMaMu. [10Jp30BaThCsl aBTOMAaTH3UPOBAHHBIME CHCTEMaMH ydeTa, perUCTpalii, KOHTPOJIS U
UH()OPMALMOHHO-CIIPAaBOYHBIMU ~ CUCTEMaMu IIpH  paboTe ¢ JOKyMEHTaMH oOpraHu3auuu. [IpuMeHsTh
COBPEMCHHBIC HH(I)OpMaHI/IOHHO-KOMMyHI/IKaHI/IOHHI)Ie TEXHOJIOTUU JIs1 pa6OTI)I C JTOKYMCHTaMH, B TOM YHUCJIC
JUIA €€ ONTHMH3AIMM W TOBBIMIEHUS 3((GEKTUBHOCTH. TpaHCIMpOBaTh CBOM 3HAHUS M yMEHHUS BHYTpPHU
KOMAaH/IbI.

Moka3zan copmupoBaBieecss cUCTeMaTH4Yeckoe BiajgeHue: HaBbikaMmu  paboOThI € ONEpaNMOHHBIMU
CHCTEMaMM, HaBbIKAMH Pa0OTBHI C CETEBBIMH YCTPOIICTBaMH, HaBBIKAMU PabOTHI C CHCTEMaMH YIPaBJICHUS
JIOKyMEHTaMH, BJIaJICTh HaBbIKaMH paboThl C OpraHU3aMOHHO-PACIOPSANTEIILHON JOKyMEHTaIHEH.

IIpaktuueckas
pabora, TecT,
pedepat, TokIan

YK-4.2. Tlonumaet
OCHOBBI JICTIOBBIX
KOMMYHHKaIUH B

YCTHOW U MUCbMEHHON
¢opmax, Ha
WHOCTPAHHOM SI3BIKE.

[ToporoBssiii
(ynoBierBopuTen
BHO)

3HaeT OcHoBHble TPeGOBaHHS K COCTABIEHHIO JOKyMeHTa. OCHOBHbIE HaNpaBJieHHe B paboTe C JOKyMEHTaMH
1O YHU(UKAIIMY U CTaHAAPTHU3ALUHN JOKYMEHTOB. 3HATh KIACCU(PHUKAIINIO JOKYMEHTOB.

YMeert: Jloruuecku BepHO, apryMEHTHPOBAHO U SICHO CTPOMTH YCTHYHO M TMCEMEHHYIO PEYb.

Buaaaeet: Hapbixamu pa6otsl ¢ ACY, BiiajieTh HaBbIkaMi (JOPMUPOBAHHUS IOKYMEHTOB, OCYLIECTBIIATh
JIETIOBYIO TIEPETIUCKY.

IIpaktuueckas
paborta, Tecr,
pedepat, nokman

IIponBUHYTHIN

3naer TBepao: OcHOBHBIE TpeOOBaHMSA K COCTaBICHHMIO JOKyMeHTa. OCHOBHBIE HampaBlieHHE B paboTe ¢

IIpakTuueckas
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(xopor1o)

JOKYMEHTaMH 10 YHH(UKAIMU U CTaHapTH3ALUH JOKYMEHTOB. 3HATh KJIACCU(PHKAIUIO JOKYMEHTOB.

YMmeer yBepenHo: Jloruuecku BepHO, apryMEHTUPOBAHO U SICHO CTPOUTH YCTHYIO U MUCbMEHHYIO Pedb.
Bnaneer yBepenHo: Hapeikamm pabotsl ¢ ACY, Biagerp HaBBIKAMH (OPMHPOBAHUS HTOKYMEHTOB,
OCYIIECTBIISITH ACIOBYIO IIEPEHHCKY.

paborta, TecT,
pedepat, Tokman

Bricokuii
(oTIM4HO)

Hmeer chopmupoBaBimIMecs cHCTeMaTH4YeckHe 3HaHMsI: 00 OCHOBHBIX TPEOOBAaHHMAX K COCTAaBICHHUIO
JokymeHTa. Vimeer chopMupoBaBIIHECs CHCTEMAaTHYECKHWE 3HAHMA 00 OCHOBHBIX HANPaBICHUSAX B paboTe C
JOKyMEHTaMH, 110 YHU(HUKAINHU U CTaHJapTH3AINH JOKYMEHTOB. IMeeT copMupoBaBIInECsS CHCTEMAaTHIECKUE
3HaHMSA O KJIacCH(UKAIUHT JOKYMEHTOB.

Hmeer chopmupoBaBiieecsi cHCTeMAaTHYecKoe yMeHHe: JIorMueckH BEpHO, apryMEHTHPOBAaHO W SICHO
CTPOUTH, YCTHYIO I MUCEMEHHYIO PEYb.

Ioka3an copmupoBaBuIeecs: cucTeMaTn4yeckoe Biaagenne: Hapoikamu pabotsl ¢ ACY, BianeTs HaBbIKAMHU
(OopMHPOBaHUsI JOKYMEHTOB, OCYIIECTBIISITH AETOBYIO IIEPEIHCKY.

IIpaktuueckas
pabora, Tecr,
pedepat, TokIan

YK-4.3. Beioupaer
CTHJIb OOLLEHNS B
3aBUCHMOCTH OT
CHUTYAI[{H C YYETOM
(YHKIHOHUPOBAHUS
SI3BIKOBBIX HOPM; BEJIET
JIENIOBYIO MIEPETUCKY Ha
rOCY/IapPCTBEHHOM SI3bIKE
C y4eTOM 0COOEHHOCTEH
CTWIMCTUKU
O(HIHATBHBIX TUCEM.

[ToporoBsbiii

(ymoBieTBOpUTEN

BHO)

3naer: TpeOoBaHus K O(OPMIICHHUIO OCHOBHBIX BHJIOB OpPIraHM3alMOHHO-PACHOPSIUTENBHBIX W CIPaBOYHO-
MH(OPMALMOHHBIX TIOKYMEHTOB. 3HaTh OCHOBHBIE TPeOOBaHUS K O(DOPMIICHUIO YIIPABICHYECKUX JTOKYMEHTOB.
3HaTh OCHOBHBIC BUABI OPraHU3AIMOHHO-PACHOPSIIUTEIBHBIX JOKYMEHTOB. 3HaTh OCHOBHBIE IIpaBMIIA
oOopMIICHHS IETOBBIX MMHCEM (CTPYKTYPY TOKYMEHTa, CTAaHAAPTHEIC (hpa3bl M BEIPAKCHUS).

Ymeer: OnepupoBaTh MNOHATHSAMH, KaTErOpUsIMH M TEpMHHaMHU JejonpousBojcTBa. Co3aaBaTh XOpPOLIO
CTPYKTYPUPOBAHHBIE, JIOTMUECKH NPOAYMAHHBIE YCTHbIE W NHCbMEHHBIE TEKCThl. [PaMOTHO COCTaBIATh
OpPraHU3allMOHHO-PACIOPSAUTENbHBIE JTOKYMEHTHI, HCIIOJIb30BAaTh KOHCTPYKTOp JOKYMEHTOB. YMETb
0OPMIIAITH AETOBEIC MUCHMA.

Bnageer: HaBplkamu cocTaBieHHS W O(GOPMIICHHS OPTaHM3AIMOHHO-PACTIOPSIIUTEIHHON TOKYMCHTAIUH,
HaBbIKAaMH ()OPMHUPOBAHHS JEJIOBOTO NMUCHMa.

IIpaxTuyeckas
paborta, TecT,
pedepat, noKIaL

[IponBuHyTHII
(xopor10)

3naer TBepmo: TpeOomaHus K O(OPMIICHHIO OCHOBHBIX BHIOB OPraHU3aI[HOHHO-PACIOPSAUTEIBHBIX U
CIPABOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB. 3HaeT TBEPJO OCHOBHBIC TpeOOBaHHS K O(OPMIICHHUIO
yIOpaBIE€HYECKUX JOKYMEHTOB. 3HAaeT TBEPJO OCHOBHBIC BHABI OPTraHU3AIMOHHO-PACIIOPSIUTEIbHBIX
JIOKyMEHTOB. 3HAaeT TBEPAO OCHOBHBIE MpaBuia OQOPMIICHHS JENOBbIX THCeM (CTPYKTYpPy JIOKYMEHTa,
CTaHIapTHbIE (pa3bl U BHIPAXKEHUS]).

YMmeer yBepeHHo: OrnepupoBaTh MOHITHSAMH, KaTErOPUSAMH W TEPMHHAMH Jenonpous3BojactBa. CosmaBath
XOpOIIIO CTPYKTYPUPOBAHHBIE, JIOTMYECKH TMPOJAYMAHHBIC YCTHbIE M IHUCbMEHHBbIE TEKCThl. [ paMOTHO
COCTaBJIATh OPTaHU3AIMOHHO-PACTIOPSAAUTENIbHBIE JIOKYMEHTBI,  HCIIOJIB30BATh KOHCTPYKTOP JOKYMEHTOB.
YMeTh 0pOpMIISTh JISTIOBbIE MUCHMA.

Buiageer yBepenHo: HaBbikamu cocTaBieHHST W OQOPMIICHHS OPraHU3ANMOHHO-PACTIOPSIUTENbHON
JIOKYMEHTAI[MH, HABBIKAaMH ()OPMHUPOBAHHUSI JEJIOBOTO MUCHMA.

IIpakTnueckas
paborta, TecT,
pedepat, 1okIan

Bricokuii
(0TIIMYHO)

Hmeer cdopmupoBaBmIMecss CHCTeMaTHYeCKMe 3HAHMsI: 10 OQOPMIIEHHIO OCHOBHBIX  BHIOB
OpraHU3aIIOHHO-PACTIOPAIUTEIBHBIX u CIPaBOYHO-UH(POPMALMOHHBIX JIOKYMEHTOB. Nwmeer
c(OpMHUpOBaBIIIMECS CUCTEMATUUECKHE 3HAHHUSI 00 OCHOBHBIX TPEOOBAaHUSIX K OQOPMIICHHIO YIPaBICHYECKUX
nokymeHtoB. HMmeer chopMupoBaBImnecss CHCTeMaTHYeCKHE 3HAHWA O COCTABICHHM OCHOBHBIX BHIaX
OpTraHU3aAIIOHHO-PACTIOPAIUTEIBHBIX TOKYMEHTOB. ViMeeT copMHUpOBaBIIMECs CHCTEMaTHYECKUE 3HAHHUS 00
OCHOBHBIX IIpaBHJax O(OPMIECHHS MENOBBIX MHCEM (CTPYKTYpy HIOKyMEHTa, CTaHIapTHBIE ¢pa3sl u
BBIPAKEHUS).

IIpaktuueckas
pabora, TecT,
pedepar, 1okaan
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HNmeer chopmupoBaBmieecss cucreMaTHdeckoe ymeHume: OnepupoBaTbh NOHATHUSMH, KaTEropusMH U
TepMHHaMH JeJonpon3BocTBa. Co3/1aBaTh XOPOUIO CTPYKTYPUPOBAHHbIE, JOTUYECKH NTPOAYMaHHbIE YCTHBIE U
MIICBMEHHBIE TEKCTHI. | PAMOTHO COCTaBIIATh OPraHN3aIMOHHO-PACTIOPSAANTEIBHBIE JOKYMEHTHI, HCIIOJIB30BATH
KOHCTPYKTOp JOKyMeHTOB. lmeer chopmupoBaBIIeecss CHCTEMAaTHUECKOE YMEHHE O(GOpPMIIATH IEIOBBIC
IIChMa.

IMoka3zan chopmupoBaBiieecss cuUCTeMaTHdeckoe BJajeHHe: HaBplkamu coctaBieHHS H O(OPMIICHUS
OpTaHM3aIOHHO-PACTIOPSANTEIBHON JOKYMEHTANH, HABBIKAMHU (POPMHUPOBAHHMS IEIIOBOTO MHCHMA.
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2.1 lllkana oyenueanusn na ymane meKyu,e2o0 KOHm

2. Onucanue NIKaJ ONEeHUBAHUSA

pons

dopMa TEKYLIETO KOHTPOJIS

OTcyTcTBHE YCBOCHUS (HIDKE
ITOPOTOBOTO)

[ToporoBeriii (yIOBIETBOPUTEIHHO)

IIpoxBuHyTHII (XOpOIIO)

Bricokuit (0TIMIHO)

Brmonaenne TIIPAKTUICCKOT O
3aJaHusA

HEC BBIIIOJTHCHO HUJIHM BCC
3aJaHus pCHICHBI HC

Brimonneno 6onee 50% 3amanus, HO
menee 70%

Pemeno 6oinee 70% 3amanus,
HO €CThH OIINOKHU

BCE 3aaHUs peIIeHb 0e3
OLINOOK

Pedepar

BBITIOJTHEH HCTTPABUJIBHO

Brimonnenue 50-70%

Brimonnenue 70-85%

Brimonnenue 85-100%

VYcerHbll onpoc

y CTyICHTA HUMEIOTCS
OT/ICNIbHBIC TPECTABICHHUS O
U3YYCHHOM MaTepHalie, HO BCE
e 0OJpIIasl 4acTh MaTepuana
HE YCBOCHA.

OOHapy)XMBaeT YCBOGHHE OCHOBHOTO
MaTepuana, HO UCIIBITHIBAET
3aTpyAHEHHUE TPU €ro CaMOCTOSTEIbHOM
BOCIIPOU3BEICHUU u Tpebyer
JONOJTHUTENBHBIX U YTOUYHSIOIIHMX
BOIIPOCOB MIPENoAaBaTENs;
MIPEANIOYNTAET OTBEYATh Ha BOMPOCHI,
BOCITPOHM3BO/ISIIETO Xapakrepa u
UCTIBITHIBACT 3aTPyAHEHHE IIPHU OTBETAax
Ha BUIOM3MEHEHHBIE BOIIPOCHI

3HACT I/IBy‘{eHHI)Iﬁ Martepuali;

OTBEYAET oe3 0CO0BIX
3aTpyJHEHHH  HA  BOIPOCHI
MperoaaBaTes; yMeeT
HpI/IMeHHTb HOHy‘IeHHLIe

3HaHUSIHA PAKTUKE.

06Hapy>1<HBaeT YCBOCHHC BCETO
o0bema Mmartepuajia; BbIACIACT
T'JIaBHBIC TIOJIOKCHHUA B
HN3Yy4YCHHOM Martepuajiec Hu HE
3aTpyAHACTCA TIPU OTBETAX Ha

BUION3MCHCHHBIC BOIIPOCHI;
CBO6OZ[HO TIPUMCHSCT
MOJIYUYCHHBIC 3HaHUA Ha
MpPaKTHUKE.

Jloxman

3aI[aHI/Ie HEC BBIIIOJTHEHO

I_Iem, MU 3aJa4yu, paccMarpuBacMbIC B

JOKJIaze JOCTUTHYTHI YaCTHYHO.
AKTyaJIbHOCTb TEMBI orpezeneHa
Hey6eI[I/ITeJ'II>HO )41 BBISIBJICHBI
3HAYUTCIIbHBIC OTKJIOHCHHA oT

TpeOOBaHUHM METOIMUYECKUX yKa3aHUH.

I_ISJ'IB W 3aaa4d  BBIIIOJTHCHUA

paccMaTrpuBaeMod  TeMBl B
JIOKTIajie JOCTUTHYTHI.
AKTyaJbHOCTb TEMBI
MOJTBEPKICHA. Pabota
BBINOJIHEHA c
HE3HAYUTEIbHBIMU

OTKJIOHEHUSIMH OT TpeboBaHMH
METOJIMUECKHX yKa3aHHUH.

llens wm 3amadm IMOCTaBICHHOU

TeMBl JOKIaJa JOCTUTHYTHI.
AKTyaJbHOCTb TEMBI
UCCIICIOBaHUA  KOPPEKTHO U
TIOJIHO 000CHOBaHa.
IIpesenTanus BBINIOTHEHA

COTJIACHO TPEOOBAHUSM.

2.2 Hlkana oyenusanun Ha smane nPOMelNCymounou ammecmayuu (3auem u IK3amMeH 6 6ude umo206020 mecma)

dopMa IpoOMEXYTOUHOU
aTTecTalyn

OtcyTcTBHE YCBOCHHS (HIDKE
MIOPOTOBOTO)

[oporoBerii (YIOBIETBOPUTEIHHO)

[IpoxBuHYTEII (XOpOIIO)

Bricokuit (OTIMIHO)

BelInonHeHNe UTOTOBBIX TECTOB
(ue menee 15 BompocoB Ha
BapHaHT)

Memnee 51%

51-79%

80-90%

91% u Oostee
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3. TunoBble KOHTPOJIbLHbIE 32/IaHUS WM HHbIEe MATEPHAJIbI, HE00X0AUMbIE /115l OLleHKH
3HAHMi, yMEHUI1, HABBIKOB U (MJIH) ONBITA AeATEIbHOCTH, XapPaAKTEePU3YIOIIHUX 3TANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl

®OHJI OHEHOYHbBIX CPEJACTB JJIA TEKYIIEI'O KOHTPOJIA

KOMILJIEKT 3AJIAY JIJISI MPAKTHUYECKHNX 3ATAHUM no aucnunanne
«J1eJI0onpoOu3BOACTBO»
Pa3znesa 1. TeopeTuueckue OCHOBBI /1€JI0NIPOU3BOACTBA

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

HasBanue nokymenra Yro perynupyer JOKyMEHT, Bunp! nokymMeHTOB
OInucaHue (npuBenuTe
puMep)

KonudunmpoBannbie 3aKOHbBI

Vka3sl u pacniopsxenus [Ipesuaenrta Poccniickoit denepanniv, NOCTaHOBICHUS
[TpaButenscTBa Poccuiickoit deneparuu B chepe AeI0IpOr3BOJICTB

3akoHoJaTeNnbHbIe aKkThl CyObeKTOB Poccuiickoit denepannu 1 MpaBoBble aKThl, IPUHUMAEMbIE
OpraHaMM HMCIIOJHUTENIBHOM BiIacTH cyObekToB Poccuiickoit @enepanyu

HopmaruBHbIe TpaBOBBIE aKTHI (hefepalbHbIX OPraHOB UCTIOIHUTELHON BIACTH
(MUHHCTEPCTB, KOMUTETOB, CITyX0, ar€HTCTB H Jp.), perIaMEHTHPYIOIUE BOTIPOCHI
JOKYMCHTAIITMOHHOI'O obecrieueHus
TexHuveckue permaMeHThl U HallMOHAJIbHbIE CTAaHAAPThI B 00IACTH JOKYMEHTALMOHHOTO
o0ecrnieueHus yrpaBJieHUs
Texangeckue PEMIaMCHTBI U HAITUOHAJIBHBIC CTAHAAPTHI B o0jacTu JOKYMCHTAIIMOHHOI'O
o0ecredyeHus yIpaBIeHUs

O6HlepOCCHﬁCKHe KJ'IaCCI/I(I)I/IKaTOpLI TEXHHUKO-PKOHOMHYECKOM U COIlHaIbHOMI I/IH(I)OpMaI_II/II/I

yHI/I(I)I/H_[I/IpOBaHHBIe CUCTCMbI JOKYMCHTAIIUN

3apanme 2. 3anonHuTe TabauIy. Brvmmre BUab TOKYyMEHTOB OTHOCHUTENIBHO MEPHUOIOB!
IIpukasHoe 1e10npon3BOJICTBO Komnexckoe MuHnuncrepckoe
JEIIONPOU3BOJCTBO J€JI0NIPOU3BOCTBO

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

3apanme 3. [TucbmenHo oTBeThTe Ha BoIpoc. OOBICHUTE TEPMHUHBI «yHU(DUKALUA» U
«cTaHgapTu3anus» nokymeHTa. Kak cooTHOCATCS aHHBbIE TOHATHS?

3ananue 4. BriOepute U3 MpaBoil KOJIOHKH OINpeeIeHUs, OTHOCAIINECS K TepMUHAM
JIEBOM KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB UX.
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JLeYiNI0%05050%08 TouHOE BOCIPOU3BEAECHUE MOJJIMHHHUKA

2. Komnust Komnns1, koTopast BelgaeTcs B ciay4yae yTpaThl OJJIMHHAKA WU
opurvHaja, o0aiaeT ToH ke PUINIECKON CUIION, YTO H
MOJITTMHHUK
3. dyb6nukar Komnus ucxozsiiero J1oKkyMeHTa, KOTOPbIil OCTaeTcs B
YUPEKACHUU
4. Boinucka Opurunan (AI0KyMEHT B OKOHYATEIbHOW PelaKIMH,

odopMIIEHHBIH ¢ yuyeToM TpeboBanuii ['ocra)

5. OTtnyck Konust opunmansHOro 10KyMeHTa, KOTOpasi BOCIIPOU3BOIUT
KaKyI0-JIn0O 4acTh, 3aBEPEHHYIO B OHUIIMATIHLHOM MOPSIKE

6. ABTorpad JIoKyMeHT, KOTOpPbI HamKucaH aBTOPOM OTITyCKa

3aganue 5. 3anonHuTe TAOIUIIBI O KIACCH(PUKAIMOHHBIM MPU3HAKAM JOKYMEHTOB

I1lo HaumMeHOBaHMIO [To mecty Ilo crenenu ITo conepxanuto
COCTAaBJICHUS IJIaCHOCTU
ITo cpokam ITo Ha3HaueHHIO o ropuanueckoin ITo cpokam xpaHeHus
HUCIOJIHEHUS cuie

3apanue 6. [[1CbMEHHO OTBETHTE HA CIAEAYIOIINE BOIPOCHL:

1. UTto Takoe 1enonponu3BOCTBO?

2. JlaiiTe onpeneneHue MOHATHIO «IOKYMEHTHPOBAHUE)

3. HazoBute ocHOBHBIC ()YHKIIMU JOKYMEHTA.

4.  Kakue oOmepoccuiickue Kiaccu(UKaToOpbl HCIONB3YIOTCS TpU  0(GOPMIICHUU
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

5. Kakme BHIBI JOKYMEHTOB BKJIIOYaeT B ce0s cHCTEMa OPraHU3aLUOHHO-
pacropsAIUTeIbHON JOKYMEHTAINHU?

6. Kakume paznuyaroT cnocoObl JOKYMEHTHUPOBAaHHS B 3aBUCUMOCTH OT CpEICTB
JIOKYMEHTUPOBaHHUS?

7. YTo NOHMMAIOT O FOPUANYECKON CUIIONW JJOKYMEHTa?

3ananme 7. IloAroroBbTe AOKJIAJ C MPE3CHTAIMEN MO OJHOW U3 MPEMJIOKEHHBIX TEM
(moxyax Ha 5 MUHYT, ipe3eHTanus 10-12 cnaiinos)

1.  VYcoBepiieHCTBOBaHUE AETONPOU3BOACTBA HA MPEAIPUITUN

2.  Pa3BuTHe JOKYMEHTAI[MOHHBIX CIYX0 Ha COBPEMEHHOM 3Tare

3.  TexHumueckwe CpeAcTBa, YIPOMIAIOIIAE BEIEHHE JETONPOU3BOACTBA HA
PEIIPUATHH.
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4.

I[C.HOBEUI MEepenurcKa - HCOTbEMJIIEMOC CPCACTBO CBA3U IMPCANIPUATUS C BHCITHUMU

OpraHu3aLUsIMHU.

5. Kak oBnasers HCKyCCTBOM J€JI0BOTO MUChMA.

6 JIoOKyMEeHTHPOBaHHE YIIPaBIEHYECKOH 1A TEIbHOCTH OpraHu3altu.

7. JIOKyMEHT Kak CpeJICTBO 3aKpEIUICHHs U PETPAHCIALNN HH)OPMAITIH.

8.  Mudopmaruzanus nenonpon3BocTBa

9. JIOKyMEHTUPOBaHUE TPYAOBBIX OTHOLIECHUI

10. KomnbroTepHble TEXHOJIOIMHU B AEJIOIPOU3BOJICTBE

11. AHanu3 JOKYMEHTOOOOpOTa U METOABI €T0 COBEPIIEHCTBOBAHUS

12. Pabora ¢ KoH(HUICHIHATLHBIMU JOKYMEHTaAMHU

13. Opranuzanus paboTel C TOKyMEHTaMHU

14. AHanu3 JOKyMEHTOOOOPOTa U METO/BI €0 COBEPILIEHCTBOBAHMS.

15. Hcropus pa3BUTHS TOKyMEHTOBEACHUS

16. CoBpemeHHOE TOKYMEHTOBEICHHE.

IIpumepHbIe TeMbI pedepaToB

1.  Opranuzanus JOKyMEHTOOOOpOTa: OCHOBHBIE ITPaBUJIA U ATAIbI.

2. Dtamnbl pa3BUTH JeJI0NPOU3BOACTBa B Poccuu.

3. Cuyx0a nenonpon3BoJCTBa U TOKYMEHTAIIMOHHOTO 00ECIICUEeHUS YIIPABICHHS.

4. HopmaruBHo-npaBoBasi 0a3a COBPEMEHHOTO JEJIONPOU3BOICTBA.

5. HopmartuBHast ocCHOBa mpolecca JOKYMEHTHPOBAHUS YIIPABJICHHUS TIEPCOHAIIOM.

6.  OpraHuzanMoOHHbIE KaJpPOBbIE JOKYMEHTBI: COCTAB, COACP)KaHUE, TOPAAOK
MOJTOTOBKH U 0(hOPMIICHUSI.

7. JlomKHOCTHas MHCTPYKLUS KaK OPraHU3allMOHHBIN KaJpOBbIi JTOKYMEHT.

8.  CocraB 1 BUIbI KaAPOBOH JTOKYMEHTAIIHH.

9.  JloxkymeHTHpOBaHuE npouecca 0QpOpMICHHS TPYAOBbIX OTHOLICHUH.

10. DxcmepTH3a HEHHOCTH JOKYMEHTOB

11. Cekperapb B CTpPYKType YIpaBICHHs

12. OdwucHsie cpencTBa pabOTHI C JOKYMEHTaAMHU

13. 3naueHHe JOKyMEHTa B YIIPABICHUECKOW AEATEIbHOCTH, KIacCU(UKAIISL
CIIyK€OHBIX JJOKYMEHTOB.

14. Vuaudwukanus u cTaHgapTU3ANNUS JOKYMEHTOB.

15.  [lenmomnpowu3BOACTBO B OpraHax MCIOIHUTEIHHOM BiacTh. [lopsiiok paccMoTpeHus

oOpaleHnit TpakaH.

16. OcoGenHocTH opopmiieHHsI HHPOPMAITMOHHO-CIIPABOYHOMN U KaJpOBOU
JIOKYMEHTAIUH.

17. [lenmomnpou3BoJCTBO B COBpeMeHHOM Poccuu

18. [lemonpou3BoACTBO 10peBOOIMOHHON Poccun

19. Jlemompow3BoACTBO B COBETCKYO Amoxy (1917-1991rr.)

20. Opranu3zanus 10KyMeHTO000poTa

21. Peructpanmsi JOKyMEHTOB

22. KOHTpOJIb UCTIOJIHEHUS TOKYMEHTOB

23. CucreMaTH3anys U XpaHEHUE TOKYMEHTOB

24. HowmeHkiaTypa Jieql OpraHu3aiim

Pa3nea 2. CoBpeMeHHbIe TpeOoBaHNs K 0QOPMJICHHIO JOKYMEHTOB

3apanue 1.Pemmute kpoccBopa
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el [T HNEEEE

ITo ropusonTasnm:

1.  peKkBU3UT JOKYMEHTA, BHIPAKAIOLUI COIJIacue WK HECoracue

JOJPKHOCTHOTO JIMLA C COJIEPKaHUEM JTOKYMEHTA.

4. pEKBU3UT [IOKYMEHTa, MpPEICTaBISIONINI Cc000i COOCTBEHHOPYUHYIO POCIHUCH
MOJTHOMOYHOTI'O I0JKHOCTHOT'O JIUIIA.

6 - mpuCBOEHHE MOPSIKOBOTO HOMEPA Jiejia 10 HOMEHKJIAType U YCIIOBHOE 0003HaYCHHE
CTPYKTYPHOM 4acTu ydpekJIeHHH, IpocTaBisieMble Ha 00JIOKKE JAena.

8.  mHMCchMEHHOE TpeIOKEHHWE O 3aKIIOYeHWH J0roBopa (KOHTpakTa) Ha
OTIpEIeNIEHHBIX YCIOBHSIX.
9. 3aIIuCh I/IH(l)OpMaHI/II/I Ha pa3IMYHbIX HOCHUTCIIAX IO YCTAHOBJICHHBLIM ITpaBHJIaM,

00ecreynBaroIuM €€ IOPUINYECKYIO CUITY.

12. nBUKEHHE TOKYMEHTOB B OPraHU3alMM C MOMEHTA X MOJyYEHHUS WM CO3/IaHus JI0
3aBEPLICHMS UCIIOJIHEHNS WM OTIPABKH.

13 oOpa3zen, 3TanoH, MOJENb MPUHUMAEMbIE 32 UCXOAHbBIE /ISl COMOCTABIIEHUSI C HUMH
JPYTUX IPEIMETOB.

17. o6s13aTenbHBIN NIeMEHT oopmileHUsT OPUIIMATBHOTO TOKYMEHTA

18 moxymMeHT, GUKCHPYIONTUH XO/T 3aceJaHus, COBEIIAaHUS.

19. COBOKYMHOCTbh JOKYMEHTOB (MJIM JOKYMEHT), COPMHPOBAHHBIX 1O KaKOMY-JIHOO
pU3HaKy (BUJaM TOKYMEHTOB, BOIPOCaM, KOPPECIOHIEHTaM U T.J.), TOMEIICHHBIX B 00JIOXKKY.

ITo BepTHKAJIN:

2.  JTOKyMEHT, (GUKCHUPYIOIIUI COTJIalIeHHEe CTOPOH 00 YCTaHOBJICHWH KaKHX- JHOO
OTHOLIEHUH U YCIOBHUH UX PEryIMpPOBaHUS.
3. JloxymeHt, comepkammii WH()OPMAIMOHHO-CIIPABOYHBIC, AHATUTHUECKUE WIIH

OTUETHBIE CBEACHHUS, IPEJICTABIISIEMBIN PYKOBOJICTBY.

5. D2JIEeMEHT YAOCTOBEPEHHUs MOAJMHHOCTH MOANUCH JOJDKHOCTHOIO JIMLA Ha
JOKYMEHTaX, IpPEAYyCMOTPEHHBIX HOPMAaTHUBHBIMU aKTaMH{, YJIOCTOBEPSIOUIMX IIpaBa JIUIL,
¢bukcupyromux QaxTel, CBI3aHHbIE C (UHAHCOBBIMU CPEJICTBAMHU.

7. 3TO COBOKYIHOCTb pa3JIWYHbIX CBEJIEHUM, CHCTEMa OPIraHHW30BAHHBIX [aHHBIX,
OTPaKaIOIIMUX MPOLECCH] U COOBITUS OKPYXKAIOIIET0 MUpa.

23



10. JOKYMEHT, COCTAaBJICHHBI HECKONBPKMMH JHUIIAMH H  TOATBEPKIAIOIINN
yCTaHOBJICHHBIE (D)aKThI UJIU COOBITHSI.

11. undopmamys Ha MaTepUaIbHOM HOCHTENE, UMEIOIIas FOPUAMYECKYIO CHITY.

14. nmnepeyeHb KaKMX-THOO IAHHBIX (CBEICHHMI), PACIIOJIOKECHHBIX B OMNPEICICHHOM
nopsiike (000pOoTHAs U T.I1.)

15. npaBoBOll aKT, U3AaBaéMblii PYKOBOJIUTEIEM OpraHa TIOCYIapCTBEHHOIO
ympaBieHus (€ro CTPYKTYPHOTO IMOJpa3/ieeHus), ACUCTBYIONUI HA OCHOBE €AMHOHAYAIIUs, B
LEJSIX pa3pelleHrss OCHOBHBIX M OINEPAaTUBHBIX 3aJad, CTOSIIMX Iepe] JaHHBIM opraHoM. B
OTJENBHBIX CIy4asX MOJXET KacaThCs IIMPOKOTO Kpyra OpraHu3aldil M JOJDKHOCTHBIX JIWI
HE3aBHCHUMO OT OJYMHEHHOCTH;

16. ropuanyecku opOpMIICHHBIH ITepeUeHb JOKYMEHTOB.

20. 9TO PEKBU3UT ODUIMAIBHOTO JIOKYMEHTa, MPUIAIONUNA HOPMATUBHBIA WU
IPaBOBOM XapaKTep €ro COJACPKAHUIO

3aganue 2. BuumarenbHo nzyuure paszznen 5 «OdopMieHre peKBU3ZUTOB JOKYMEHTOBY
['OCT P 7.0.97-2016. Boinonuute 3aganus, B ciiydae HEOOXOAUMOCTH J100aBbTE€ HETOCTAIOIIYIO
MH(pOpMaLUIO:

Howmep u MecropacnonoxeHue Bun noxymenra (B Kakux Kak pacnonaraercs u
HAanMMCHOBAaHHEC PECKBU3UTA (HO JOKYMCHTaX HUCIIOJIb3YETCsA B KaKuXx Cliydasax
peKBU3HTA T'octy) JTAHHBIA PEKBU3UT) YKa3bIBaeTcs B
JIOKYMEHTax
Busa
IToamuce

OTMeTKa 0 3aBepeHun
KOIMHU TOKYMEHTA

HaumenoBanue
JOKHOCTH 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

pacnopsiiuTeJbHbIE JOKYMEHThI, He00X0AUMbIe B TAHHBIX YIPABJIEHYECKUX CUTyalUsX.
Curyanus 1.

3amectutens gupekropa OO0 «Drtamon» (3apeructpupoBano B T.IlerpozaBojcke)
[1..AGpamoB 1 nekaOps TeKyIiero roja U3gan ykKazaHue o rpaduke OTIIYCKOB Ha CIEAYIOUIUI
KaJICHTAPHBIA TOJI, COTJIACHO KOTOPOMY PYKOBOJUTEH CTPYKTYPHBIX TOJPa3ACICHUN TOJIKHBI
MPEICTaBUTh B OTAEN KaJpOB CHUCKUA COTPYIHHUKOB C YyKa3aHUEM IMPEJIOoJIaraeMoro cpoka
OUYEpPEHOTO OTITyCKa B CIENYIOIIEM KaleHmapHoM roay. Cpok mpencraBieHus: cnucko — 10
nekabps Tekymiero roga. OTheny KaapoB YKa3aHHEM MPEANHCHIBAETCS COCTABUTH CBOIHBIN
rpaduk ormnyckoB padotHukoB OOQO Ha cClenyomuid KaJeHIapHBIM TOJ W TepenaTtb ero B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJIeHHME rpaduka Ha3HAUYeH HAYaIbHUK
otaena kanpoB [lankparosa O.}O. Cpok npenacraBnenus rpadguka — 20 qekadpst TEKYIIETo roja.

VYkazanue ObUIO 3aBH3UPOBAHO HAYATBHHKOM OTZAENa KaJIpoB, TJIABHBIM OyXTajaTepowm,
IOPUCKOHCYJIBTOM.
Curyanus 2.

Hupexktop OO0 «Ortamon» (3apeructpupoBano B r.IlerposaBojacke) JI.b.ITomor 12
(deBpalis TEKyIIero rofa u3ai paclopsHKeHHe O MPOBEICHUN PEMOHTHBIX paboT B 1iexe Ne 3 B
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CBSI3M C AaBapUUHBIM  COCTOSIHUEM  OTONMUTEIBHOW CUCTEMBbI Iexa. PacnopspkeHunem
MPEUCHIBAIOCH MPOBEACHUE PEMOHTHBIX pabOT B yKa3aHHOM II€Xe, 32 YTO OTBETCTBEHHBIM
ObL1 Ha3HAYEH HAYaJIbHUK PEMOHTHO-TEXHMUYECKOH city>kObl MakapoB JI.J1. Cpok BbINONIHEHUS
Bcex paboT — 15 ¢eBpais Tekyiero roaa.

OcyIecTBICHHEe KOHTPOJS 3a TPOBEACHHEM PEMOHTHBIX padOT BO3JArajJoch Ha
HauvajgbHuKa 1iexa Ne 3 Auronona 1O.B.

Pacriopsbkenue OBLIO 3aBHU3MPOBAHO HAYATBHUKOM  PEMOHTHO-TEXHHYECKOW CITYKOBI
MakapoBbim JI.M. u HavanbHukoMm 1mexa Ne 3 AnrtonHoBbiM HO.B., 3amecturenem aupekTopa
IT.11.AGpamoOBbIM.

3aganue 4. CoctaBbTe U 0(pOpMHUTE CJIYKeOHbIE MHCbMA.
Curyanus 3.

OAO «lepBas ®abpuka» (r. bamammxa, yn. 3apeunas, a. 3, 104010) momxHO OBLIO B
cooTBeTcTBUU ¢ 1. 6 moroBopa oT 10.07.2003 Ne 12/25 «O mocTaBKe MPOAYKIIUU» MOCTABUTH
3A0 «CAHJEPEJIJIA» (MockBa, Kpacuoropckast yi., a. 32, 111123, Tem./pakc 458 90 13,
OKITIO 87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHue
MecsIa KoxaHyr GypHATYpY Ha o0myro cymmy 150 000 pyOreit. @akTudecku ke GypHUTYPHI
Obu10 cmaHo Ha cymmy 120 000 py6neit u HemomocTaBieHO Mpoaykiuu Ha cymmy 30 000
pyOuseii. CornmacHo 1.8 m0roBOpa 3a HEIONMOCTaBKY TNPOIYKIMH JOJDKHA OBITh yIIaueHa
HEeycTolKa B pa3mepe 5%, 4TO OT CyMMbI HEIOMOCTaBKU cocTaBuiio 1500 pyouiei.

Hupexkrop 3A0 «CAHAEPEJIJIA» B.JI. ®enopoBa obpatmmack k mgupekropy OOO
«[lepBas ®abpuka» O.J. CokoioBy ¢ MNpocb0Oi MEPEUUCIUTh HAa WX PACUYETHBIM CyeT
ykazaHHyto cymmy (1500 py0.). B nporuBnom cinysae 3A0 «CAHIAEPEJIJIA» Oyner
BBIHYXJIEHO 00paTuThcsi B rocapbutpax. IlucbMo o0 HemomocTaBke MPOAYKIUH  OBLIO
coctasieHo ucnoiaautenem P.T. KOxaunoit u nognucano ®@enoposoit 12 aBrycra TeKyiiero roja.

3ananue 5. CocraBbTe uU o0QopMHTE AOKJIA[AHbIe, U OOBSICHUTEJbHbIE 3aNUCKH,
He00X0MMbIe B CJCAYIOIIHX YIIPABJICHYECKUX CUTYALUsIX.
Curyanus 4.

Kypsep 3A0 «®Papma» C.C. CoMOB peryssipHO OMna3[bplBaj Ha paboTy, 4eM Hapyuiai
TPYAOBYIO JUCHUMIUIMHY. 3aBeayromas kanuenspueil M.B. IllymuinHa HeogHOKpaTHO jaelnaina
eMy 3ameuanus (B ycTHOH (opme), a 12 uroHS Tekylero rojga Oblia BIHYXJIEHA 00pPaTUTHCS C
JaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B. CenoBy ¢ OKJIaJHOM 3amlucCKOM, B
KOTOpOM Ipocuiia NpUHATh MEphl JucHuIuinHapHoro xapakrepa k C.C. ComoBy.

Paznen 3. Opranuszanusi padéoThl ¢ JOKYMEHTAMU

le/IMepr 3aJaHUH 1JI BBINMOJIHEHUS HA NPAKTUHICCKUX 3AaHATUAX

3apanue 1. OpopMuTh XypHan ydera BXOASIUX JOKYMEHTOB:

HoMmep aokymeHTa 171/-3; cpok ucnonnenus 27.12 2021; ucnonnutens Ceprees; nata
nokymenrta 18.12.2021; ucxomsumii Ne 1-2/82; aBrop-otmpaBurens 3AO0 «Opay; KpaTkoe
cojiepaHue (3arojIOBOK) J1aTta MOCTyIieHus gokymeHTa 21.12.2021 o cokpalieHuu MOoCTaBOK
THT 22.12.2007; noanuck ucnonuutens Ceprees.

3aganue 2. OQopMUTH KypHAI yu€Ta UCXOASIINX TOKYMEHTOB:

Ne ni/m 152 153;ucnonnurens Pa3un; kpatkoe copepkanue nata gjokymenta 21.12.2021
o mpeaoriate mo koHtpakty Ne 88/117 22.12.2021; agpecar (komy) 3AO «lumot» ; Ne nena 4-
7.

3aganue 3. OQopMUTH KypHaAI yuéTa BHYyTPEHHUX JOKYMEHTOB:

Ne noxymenra 88; nara noxymenrta 08.01.2021; xrto nmoammcan IBaHOB; KpaTkoe
coJiepkaHue 00 M3MEHEHUE IITaTHOTO PaclUCaHus; OTMeTKa 00 ucnonHeHuu Cuopos.
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O0pa3sen s;kypHaJia BXOASIIIUX JOKYMEHTOB

Howmep Hara ABToOp- Ucxopsimnmii | Kparkoe conepxxanue |Mcnonauren| [oanuck
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 skypHaJia MCXOASAIIMX JOKYMEHTOB

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

O0pa3en ;KypHaJa BHYTPEHHHX IOKYMEHTOB

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

3aganue 4. CexpeTapb-IOMOIIHMK PYKOBOJIUTEINSA, IPEIBAPUTENILHO MPOCMOTPEB
JOKYMEHTAIMIO, TOCTYNUBIIYIO B OpraHU3al1Io, IEpeIaeT ee BCo pykoBoautento. [Ipu stom B
ManKy ¢ JIOKYMEHTaMH BKJIQJBIBACTCS MHCHbMEHHBIH KOMMEHTAPHMA, BKIIOUYAIONIMA CBEJICHUS O
coCTaBe JIOKYMEHTOB, BOTIPOCAX, COAEPKAIIUKCSI B HUX, OT KOTO MOJyUYEHbI JOKYMEHTHI U KOMY
aJIpecOBaHBbI.
[IpaBuibHO M B Y4pEeKJCHUU MOHMMAIOT HAa3HAUEHUE OIEpallH «IpeIBapUTEeIbHOE
pPaccMOTpEeHHE JOKYMEHTOBY?
KoHnTpoJsibHbBIE BONIPOCHI:
1. Kakue sTambl mpoXoIsaT AOKYMEHTHI, OTIpaBieHHble opranuzanmein? IlpencraBbre
KpPaTKYIO XapaKTEPUCTHUKY.
2. Kaxkxue q10KyMeHTBI HA3bIBAIOT MOCTYMAOIIMMHU, OTIIPABISIEMBIMU U BHYTPEHHHE?
3. Kakumu HOKyMeHTaMH PYKOBOJACTBYIOTCS TIPH MPOSKTUPOBAHUU W PAIIHOHATH3AIHH
JIOKyMEeHTOoOOopoTa?
3apanme S. CocTaBbT€ TMOJOXKEHHME O HOBOM CTPYKTYPHOM TMOAPA3ACICHUU B
agMuHUCTpanuu ropoaa bamamuxu (oTaen kaapoB, (GUHAHCOBO-IKOHOMUYECKUN OTHEN, OTAEI
CTpaTernueckoro pa3BuTus) B cooTBeTcTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HHGOPMAIMK, OMOTMOTEUHOMY W H3AATENbcKoMy neny. OpraHu3armoHHO-
pacriopsiauTenbHas ToKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOBY
3apanue 6. CocTaBpTe OpraHU3ANMOHHYIO CTPYKTYPY J€IOMPOU3BOICTBEHHON CITY>KObI
Bameit opraHmzanuu. YcCTaHOBUTE TIepeYeHb HOPMATHBHBIX JIOKYMEHTOB, KOTOPBIMU
MOJIB3YIOTCSI COTPYAHUKH cTyk0bI JJOY.
3aganue 7. Onpenenure, K KaKUM BHJIaM JIOKyMEHTOB OTHOCSTCS TPEJCTaBICHHBIE
HUXKe (PparMeHThI.
Teker 1
dupMeHHOEe HaMMEHOBaHHE U MECTOHAXO0XKeHHE 00IecTBa
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1.1. TlomueiM ¢uUPMEHHBIM HaMMEHOBaHHWEM oOmecTBa sBiseTcs: OOIIECTBO C
orpannyeHHO oTBeTcTBeHHOCThIO «HOTA». CoxkpamieHHoe (HUPMEHHOE HAaWMEHOBAaHUE
obuiectBa - OO0 «HOTAW.

1.2. MecronaxoxaeHue odmecTBa (IMOYTOBBIN aapec): MomoaeKHbId mpocH., 15, T.
KpacnHospck-45, 630091, Poccuiickas @eneparus.

Teker 2
OO01mue mooKeHuUs

1.1. Cekperapb-pedepeHT OTHOCHUTCS K KATErOpUU CHEIHAINCTOB MPEINPUITHS,
MIPUHUMACTCS ¥ YBOJIBHSIETCS TUPEKTOPOM.

1.2. OcHoBHBIMU 3aJjauaMu CeKpeTaps-pedepeHTa SBISETCS OpraHu3allMOHHOE U
JOKYMEHTAIMOHHOE 00ECTIeYeHNE YITPABICHUECKOM eI TeIbHOCTH. .

Teker 3

1.1. DnexTponpoBoJKa B y4EOHBIX MOMEIICHHUIX JOJDKHA HAXOIUTHCS B HCIIPABHOM
coctossHuU. CONpOTUBJICHHUE H3OJIALMU TMPOBOJOB JOHKHO MEPUOAUYECKH 3aMepAThCS, MPHU
HEO0OXOIUMOCTH J0KEH IPOU3BOJUTHCSI PEMOHT.

1.2. 3ampemaercss MpUMEHSATH ISl 3aIUTHI AJIEKTPOCETEH BMECTO aBTOMATHYECKHX
MpEeIOXPaHUTENICH ¥ IJIAaBKUX BCTABOK 3AIUTY KyCTAPHOT'O U3TOTOBIICHHUS (OKYIKN).

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

1. KakoBbl coBpeMeHHBIE TpeOOBaHUS K SA3BIKY U CTHIIO YIPaBICHYECKUX
JIOKYMEHTOB?
2. Yrto coboii mpencrapisger YcraB opranu3anuu? KakoBbl OCHOBHBIC TpeOOBaHMS K

€r0 COCTaBJICHHIO U 0(pOpMIICHUIO?

Kak opopmuts [onoxeHnue 06 oTaene win ciry:xoe opraHu3anuu?

Kak oopmuts mrarHoe pacnucanue?

Kakue TpeboBaHMs NpeIbsBIAIOTCA K 0(OPMIIEHUIO JOrOBOpa, KOHTpAKTa?

Uto Takoe UHCTPYKIIUS, KAKOBO €€ CoJiep:kanue u opopmiieHue?
OpraHu3anyoHHbIe JOKYMEHTHI IPeIPUATHS.

PacnopsiaurensHple  JOKYMEHTBI NPEANPUATHA: IPUKAa3bl 10  OCHOBHOU
NeSITebHOCTH;, PACIIOPSKEHNUS, PEIIEHUS.

NG AW

9.  HMHpopmManmmoHHO-CIIpaBOYHBIE JOKYMEHTBHI: MPOTOKOJBI, TIOJHAas M KpaTKas
dopma ux opopmiieHUs.

10. HMHudbopManmOHHO-CIIPaBOYHBIE JOKYMEHTHI: aKTBhI; cityKeOHble u
OOBSICHUTEIIbHBIE

11. KakoBbl 3Tanbl paboThl ¢ BXOIAUIMMU TOKYMEHTaMu?

12. Kak crpouTtcs paboTa ¢ UCXOASAMUMHI JOKYMEHTaMU?

13. KaxkoBa TexHomorust paboThl ¢ BHYTPEHHUMH JOKYMEHTaMU?

14. Kakwue 3aaun JOKyMEHTO000POTA pelIaeT perucTpanus J0KyMeHTOB?

15. Kakue ynpaBieHYecKkue IOKYMEHThl HE IMOJAJIekKAT PEerucTpaiuu B ciayxkoOax
JIOKYMEHTAIMOHHOTO 00eCTieyeHHs yIpaBIeHus?

16. KaxoB mopsoK perucTpanny ynpaBiIeHIeCKoro JOKYMeHTa?

17. Kakwue cymecTByrOT BUJIbI KOHTPOJISL HCTIOJHEHHS IOKYMEHTOB?

18. Kakme onepanum IO KOHTPOJNIO HCIOMHEHHUS JIOKYMEHTOB OCYIIECTBISIOT
CIIY’KOBI IOKYMEHTAIIMOHHOTO 00ecrieueHus ynpaBieHus ?

19. Kak ocymiecTBisieTcsi cCTeMaTH3anus U XpaHeHHe JJOKYMEHTOB B OpTraHU3aIniun?

20. Yro Takoe Jieno, ¢ TOUKH 3peHus JoKyMeHToBeaeHus? [IpuBenuTe npumepsl e,
XpaHAILIUXCS B OpraHU3aIiu.

21. Packpoiite coaepxaHHe MOHATUS «HOMEHKIaTypa nen». Kakoe mOKHOCTHOE
JMIIO B OPraHU3allii OTBEYAET 3a COCTABJICHUE U BBEJICHHUE B I€HCTBIE HOMEHKIIATYPbI €17

22. KakoBbl peKBU3UTHl HOMEHKIATYpbI J1e1?
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23. Kakosa comepkarenpHasi 4aCTh HOMEHKIIATYPHI 7

24. Kaxue npu3HaKH 3aBeIICHUS JIE)Ia UCIIOJIB3YIOTCS P (POPMUPOBAHHUH JCT?

25. KakoB 0CHOBHOW IpUHIHI (HOPMUPOBAHHS JOKYMEHTOB B Jiena’?

26. Kakue HopMaTtHBHBIC TpeOOBaHUS HEOOXOAMMO COONIOAATh MpU (HOPMUPOBAHUHU
nen?

27. Kak ocymecTBisieTcs MOATOTOBKA JIe] K apXHUBHOMY XPaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

28. Kakas oprrexHuKa UCIOJIB3YeTCs JJIsi COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIeTONPOU3BOJICTBE?

29. Kakas oprrexHHKa UCIOJIb3YeTCs JIUIsl TOUCKA, PAHEHUS U Nepeaun JOKYMEHTOB
B COBPEMEHHOM JIeTIONIPOU3BOACTBE?

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

31. KakoBbl BO3MOXXHOCTH CpEJICTB TEJICKOMMYHHUKAIIUU B JOKYMEHTAIHOHHOM
o0ecrieueHn! yrpaBaeHUs?

32. B kakux ciy4asx TNPUMCHSIOTCS CTaHJapTHblE OQUCHBIE TMPOTrPaMMbl B
OpraHu3aIiy JIEIOTPONU3BOACTBA?

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

3ayeT NMpPOBOAUTCSA B BUIE UTOroBOro TecTta. [[yisi BBIOJIHEHUS TecTa OTBOAUTCA 45
MUHYT.

IIpumepHbIe 3aJaHUSI HUTOTOBOI'0 TeCTa
1. lokyMeHTaMOHHOE oO0ecnedeHHe YNPaBJIeHYECKHX pelleHMil, KaKk Ipouecc
BKJIIOYAeT B cels:
a) IOKYMEHTUPOBAHUE PEIICHHS;
0) MHPOPMALIMOHHYIO MOJIEPKKY PEIICHUH;
B) IOKyMEHTHPOBAHNE PEIICHUS H KOHTPOIIb 32 €T0 BHIITOJHEHHEM.
2. CKoJIbKO YeJI0BeK MOKeT BXOJUTH B COCTAB IKCNEPTHOI KoMuccuu?

a) oT 2 u Oonee
0) 6 u 6osee
B) 2 10 5
r) 4 u 6onee
3. Korna pernctpupyrorcsi ucxoasimme J0KyMeHTbI?
a) B ICHb OTIIPABKH
0) B JIeHb MOMUCAHUS
B) B JIEHb COTJIACOBaHMs ITPOEKTA
I') HE PETUCTPUPYIOTCS
4. HomeHKk1aTypa /1eJ1 COCTABJISIETCS:
a) B 3 K3eMIUIIpax;
0) 4;
B) 2.
5. YKa:kuTe, KaKHe JOKYMEHTBI COCTABJISAIOTCS MO Pe3ybTaTaM 3KCHepPTU3bI
LHEHHOCTHU I0KYMEHTOB.
a) pelIeHne YKCIEePTHON KOMUCCHH
0) aKT O BBIJCJIEHUH JTOKYMEHTOB Ha YHUUYTOXEHUE
B) cyxeOHas 3ammcKa 0 3aceaHuu KCIIEPTHON KOMUCCUU
I') IPUKa3 0 OCHOBHOM JI€ATEIbHOCTH
6. KTo nMeeT npaBo NpoJINTh CPOK UCIOJTHEHUS TOKYMeHTa?
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a) JIMLI0, KOTOPOE €r0 yCTaHOBUIIO
0) U110, KOTOPOE UCIIOTHAET JOKYMEHT
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 HA4YAJIa €ro CO3aHusl 10 C/1a4 B apXUB

a) JOKYMEHTHPOBAHHC;

0) IeITOMPON3BOCTBO;

B) JOKYMEHTOOOOPOT;

T') CUCTeMa JJOKYMCHTAIINH.

9. JIOKyMeHTBI, KOTOPBIE M0 COAEPKAHUIO ABJISIOTCS clieln(puIecCKUHMH U HOCST

XapakTep pa3oBoro 10KyMmeHTa — 3T1o0:

a) UHIUBUIYyaTbHbBIC JIOKYMCHTEHI;

0) TUTIOBBIE TOKYMEHTHI;

B) IPUMEPHBIC JJOKYMEHTBI;

r) TpadapeTHbie JOKYMEHTHI.

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

a) TIOJIIIMBAIOTCS B TBEPLYIO OOJIOKKY;

0) Ha OTZICJILHOM JIMCTE JICJIACTCsl 3aBepUTEIIbHAS HAIIHCh;

B) ¥ TO U JIPYTO€;

T') HU TO, HU JIpYyTOe.

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 HHCTPYKIIHS,

I') LITATHOE paclucaHue.

12. K opraHM3anMoOHHbIM JOKYMEHTAM OTHOCSITCS:

a) yCTaB, MITATHOC PACIIUCAHUEC, ITOJIOKCHUC O CTPYKTYPHOM IMOAPA3ACICHUN,

JIOJ>KHOCTHBIE MHCTPYKIIHH;

6) MMOCTAaHOBJICHUS, YCTAB, IPUKA3bl, pCIICHUS, PACTIOPAKCHUA, ITOJIOKCHUS;
B) IMPOTOKOJIbI, aKThI, OOBSACHUTENIHHEIE U JOKJIaAHBIC 3aIlIMCKH,
F) YCTaB, YKa3bl, ITATHOC PACIIMCAHUC, ITOJIOKCHUC O CTPYKTYPHOM NIOAPA3ACIICHUH,

JOJKHOCTHBIE HHCTPYKIIHH.

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

0o0elaHUil I OrOBOPEHHBIX YCJIOBHIA:

a) COMPOBOIUTENIbHBIE TMChMA;
0) rapaHTHiHbIE TUCHMA;
B) IMCbMa-TIOATBEPKACHHUS,
I') IMChMa-peKJiaMaliy.
14. J1oxkymMeHT000OpPOT — 3TO:
a) IBMKEHHE TOKYMEHTOB B OPraHU3alli C MOMEHTA UX MOJIyYE€HHUS WIH CO3JaHMs

A0 MOMCHTA OTIIPABKU HUJIN UCITIOJIHCHU A,
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0) co3maHNe ONTHUMANLHBIX YCIOBHA /ISt paOOTHI C JOKYMEHTaMU;
B) MPOILIECC CO3/IaHUs JIOKYMEHTA.

15. Kakue U3 3THX IOKYMEHTOB HANPABJISIOTCS OT BHILIECTOSIIIET0 YPOBHS

ylpaBJieHHs K HHKeCTOsIIeMY:

a) MpHUKas3;

0) 3asBJICHUE;

B) YKa3aHUE;

r) ciry>keOHas 3anucka?

16. Opranuszanusi padoThbl ¢ JOKYMEHTAMU HAUYUHAETCSH:

a) C MCIIOJTHEHHSI IOKYMEHTA;

0) HampaBJIeHUS TOKYMEHTA Ha MCIIOJHEHUE;

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 MHH. Ha OTBET

BepHbslii oTBeT Mn

Ne 3amanue BapuanTsl 0TBETOB Ne BepHoro PopmHpyema
n/n KOMITETEHIIHS
OTBeTa
3aganus 3aKpbHITOro THNA
1. Jlemonpon3BOCTBO - 3TO: 1) Opraam3anpss  paboTBl € JOKYMEHTaMH U 2)deqaTenbHOCTS, YK-2
JOKyMEHTHPOBAHHUE obecrieunBaronas
2) JearenbHOCTS, obecrieunBaromas | JOKYMEHTHPOBAaHNE,
JOKyMEHTHPOBAaHHE, HTOKYMEHTOOOOPOT, OIEpaTHBHOE | JOKYMEHTOOOOpPOT,
XpaHEHHE M UCTIOIb30BaHNE TOKYMECHTOB ONEpaTHBHOE  XpaHEHHE W
3) [Tpon3BOACTBO HOMEHKJIATYPHI HCTIONIH30BaHNE TOKYMEHTOB
4) JlesTebHOCTD amnmapara yrnpaBieHHUs
5) ITpou3BOACTBO Jei
2. Jlenonpon3BoCTBO BKIIIOYAET B ceOs: 1) JloxymeHTHpOBaHue 1)lokyMeHTHpOBaHNE YK-2
2) ITouck u xpaHeHHe JOKYMEHTOB 2)ITonck u XpaHeHue
3) JIBmKeHue TOKYMEHTOB JIOKYMEHTOB
4) Onepanuu o nokymeHtupoBanuto OP/] 3)/IBuxkeHre TOKYMEHTOB
5) AcCTEeKTBI O0ILIEHUS
3. B ucropun pa3BUTHS TOCYAPCTBEHHOTO AEIOMPOU3BOICTBA 1) AJIMUHUCTPATUBHOE JIEJOMPOU3BOJICTBO 4)Komnexckoe YK-2
BBIJICTISIFOT CJIETYIOIINE STaIlbl PA3BUTHS: 2) HHCTpyKIIMOHHOE JIENONPOU3BOICTBO JIETIONPON3BOJICTBO
3) [TpukasHoe AeT0IPON3BOICTBO
4) Kosurexxckoe 1e101pon3BoACTBO
4., JlokyMeHTUpOBaHUE - 3TO: 1) Perucrpanus 1o0KyMeHTOB 4 IIpomecc cozmanmsa | YK-2
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, MIOUCK 2) Hoxymentupoanue, | YK-2
JOKYMEHTAIH MOUCK JIOKyMEHTAI[HH,
2) JlokyMeHTHpOBaHME, TOHCK JOKYMEHTAIlUH, | XpaHEHHE JOKYMEHTOB
XpaHEeHHE TOKyMEHTOB
3) Co3znanue ycloBHii, 00€CTIeYUBAIONITNX JBUKECHHIE
JIOKyMeHTOB JIOKyMEHTHUPOBaHHUE
6. OYHKIUAMY JOKYMEHTA SIBIISETCSL: 1) CoxpaHeHue U HaKOIUIeHHEe MH(POPMAIN 1)Coxpanenue n Hakomuienne | YK-2
2) OneHka cuTyaluu nHdopmanuu
3) [Mepenaua napopmamn 3)Ilepenaua napopmMannu
4) Bo03MOXXHOCTE ~ MHOTOKPAaTHOIO  MOBTOPHOIO
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oOparmeHus
5) KoHTpoJIb 1 peructpariust

7. JIOKYMEHT CIIy’)KUT OCHOBaHHEM JJIs 1) [TpunsaTus pemenuii, 0600meHnH DITpunstus peuennii, | YK-2
2) Peructparu 00001eHni
3) CripaBo4HO-HH(POPMATMOHHOH PabOTHI
4) Vuera
5) Hupopmanmu
8. Kakoe mcemo 3aBepsieTcst meyarpio? 1) Kommepueckoe mpenosxeHune 2)["apanTHitHOE THCHEMO YK-2
2) TapaHTHIHOE TTHCHMO
3) [Mucemo-nipochba
9. BuneonoxymeHr — 3710.. 1) W300pasurensHbIit JIOKYMEHT, CO3JaHHbII 2)AyauoBu3yanbHblid fokymen] YK-2
¢dororpaguyeckuM WM DIEKTPOHHBIM (UMGPOBBIM) | CO3AaHHBIH CIIOCOOOM BHIE03aIH
crocooom
2) AynnoBU3yanbHBIA JOKYMEHT, CO3AaHHBII
CIOCOOOM BUI€03aIHCU
3) W300pasutensHblii  WIM  ayAWOBU3YaJbHBIN
JOKYMEHT,  CO3JaHHBIH  Qororpaduueckum  win
AIIEKTPOHHBIM (ITUPPOBBIM) cCIOCOOOM
10. JlokyMeHT, (GUKCHUpYIOMU X0x 0O0CYKICHHS BOIPOCOB M 1) 0O0BSICHUTENFHAS 3aIIACKa 4)IPOTOKOI YK-2
OPUHATHS ~ pemIeHWd Ha  COOpaHMsX,  3acelaHusiX, 2) JOKJIaTHAsl 3aIHCKa
COBELIAHMAX H T.IL: 3) aKT
4) MPOTOKOJI
11. Ecmu Bam HeoOXoamMmo MpenbsSBUTH MPETCH3UH MapTHEPY, 1) JIOTOBOPHOE TIHCEMO 2)IUCHMO-TIPETCH3HIO YK-2
BeI cocraBuTe 2) MHCHMO-TIPETCH3HUIO
3) MH(YOPMALHOHHOE THCEMO
4) COIPOBOUTEIBHOE MIHUCHMO
12. Ecniu  Bam  HeoOxoimMo  cOOOLIMTH O  MPOBENCHUH 1) COTIPOBOIUTENHHOE ITUCEMO 4)undopmannonnoe nmucbmo | YK-2
MmepornpusiTusi, Bel cocraBure.. 2) MHCHMO-TIOITBEPIKACHHE
3) JIOTOBOPHOE THCHMO
4) nH(OpMaLMOHHOE THCEMO
13. Ecnu Bam HEo0X0IMMO COCTaBUTh IIHUCbMO, 1) COIIPOBOJIUTENILHOE IUCHMO 1)conpoBoaurensHoe nucbMo | YK-2
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-2
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, 3aKpeIUIsIIoIIMH JTOJDKHOCTHOW M YHCIICHHBIN 1) JIOJDKHOCTHAsI MHCTPYKIIMS 4)mraTHOE pacrucaHue YK-4
COCTaB IPENNPUITHS ¢ yKazaHHeM (QoH/a 3apad0THOH IIAThI 2) ycTaB
— 970! 3) MOJIOKEHHE
4) IITATHOE PACTTHCAHUE
16. JlesaTenpbHOCTE — ammapara YIOpaBICHHS, OXBATHIBAIOIIAS 1) Erca 3)I0KyMEHTAIIMOHHOE YK-4
BOIIPOCHI JOKYMEHTHUPOBAaHMS M OpTaHW3alHl paboThl C 2) CTaHAAPTU3AINSA oOecrieueHne ynpaBiIeHNs]
JOKyMEHTaMH — 3TO: 3) JOKyMEHTAI[HOHHOE 00ECIIEICHUE yIIPABICHUS
4) CHCTEMa JIOKYMEHTAIIUH
17. JIOKyMEHT, 3aKpeIUISIOIINA TOJKHOCTHOM M YUCIEHHBIN 1) JIOJDKHOCTHAs! HHCTPYKLUS LITaTHOE paclucaHue YK-4
COCTaB IPENNPHUATHS ¢ yKa3aHHEM (QoH/a 3apadOTHOH IIaThI 2) ycTaB
— 9T0: 3) MOJIOKEHHE
4) IITaTHOE paclucaHue
18. Kommnekc B3aMMOYBS3aHHBIX JIOKyMEHTOB, 1) pacropsaUTEIbHbIE JOKYMEHTBI 4)opraHu3aliOHHbIE YK-4
pErIaMeHTHPYIOIUX  CTPYKTYpY,  3ajadyd,  (QYHKIHH 2) ycTaB JIOKYMEHTBI
NpeANpUsTHs, OpraHU3alui0  ero  paboThl;  IpaBa, 3) CIpaBOYHO-UH(OPMALMOHHBIC
00S3aHHOCTHM W OTBETCTBEHHOCTH  PYKOBOJCTBA U 4) OpTaHHU3aIIOHHBIE IOKYMEHTHI
CIEIUAINCTOB MPEANPHATHSI — 3TO:
19. OxapakTepu3yiTe C TOYKHA 3PEHHS MPUHAMICKHOCTH K 1) TIOJIITHCh 4)pe3oronus YK-4
PEKBH3MTaM  CIEAYIOIIUA QparMeHT: 3aMm. JUpeKTopa 2) 3aroJIOBOK
I[Imroxury UM.K. OOecriednTs  YCIOBHUS — BBITIOJTHEHUS 3) BH3a
mocTtaBok 10 16.01.2023. a/m 18.11.2023 4) PE30ITIOTIHS
20. OxapakTepu3yiTe ¢ TOYKH 3PCHHS MPHHAMICIKHOCTH K 1) Buza 2)3arooBoK YK-4
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 YK-4
peKBU3UTAM CleAyronmi ¢pparMent: XapuroHos B.A. 989- 2) PE30TIOTIHS
78-35 3) OTMETKA 00 UCTIOJHUTEIE
4) OTMETKa O 3aBEPEHUH KOITHUH
22, OxapakTepusyiTe C TOUKHM 3PEHUS MNPUHAAJEKHOCTH K 1) rpud yTBEpKICHHS D)rpuc yrBepxaeHus YK-4
pekBuzuTaM  ciepyromuid  ¢parment:  YTBEPXKIAIO 2) 3aroJIOBOK
Hupexrop n/m 1.0.P. 13.02.22 3) PE30ITIOLHS
4) IIOJITACH
23. [IpaBoBO#l akT, ompeneysIIOIMKA HOPSAOK 00pa3oBaHUs, 1) MOJIOKEHHE 1 )nonoxxeHue YK-4

33




3aJayd, O0O0sA3aHHOCTH, TIpaBa, OTBETCTBEHHOCTb U 2) ycTaB
OpraHu3anuio paboThl NPENNPUSATHS B I1EJIOM HIH €ro 3) JIOJDKHOCTHAsI MHCTPYKIIMS
CTPYKTYPHBIX MOJpa3AeieHIi — 3TO: 4) IITaTHOE pacrucaHue
24, [IpaBoBoii aKT, M3maBaeMBIii PYKOBOJUTEIEM IIPEANIPUATHS, 1) yKa3zaHUe 3)mpukas YK-4
JEUCTBYIOIIETO HAa OCHOBAaHWMH  COWHOHAYamuWs,  JUIs 2) pelieHue
pa3pemeHns] OCHOBHBIX M ONIEPATUBHBIX 3a7ad NPEANPUATHS 3) TpUKa3
— 9710 4) pacmopsDKeHIe
a)
25. K opranmsanvoHHBIM OKYMEHTaM OTHOCSTCS (Ha3BaTh 1) axrsy 2)ycTaBHI; YK-4
HYKHBIC BapHAHTBHI): 2)  ycraBbl 3)mTaTHOE pacicaHue;
3) wITaTHOE pacmucaHue; 4)10IHKHOCTHAST MHCTPYKITHS;
4) JOMKHOCTHAS MHCTPYKITHS,
5) oTuérsI
26. Kakoii OiaHk opraHu3anuy MPUMEHSIOT IS O(POpMIICHHS 1) OnaHK mEChMa; 2)01aHK KOHKPETHOT'O BHIA YK-4
NpHUKa3a [0 OCHOBHOM JeaTeIbHOCTH? 2) OJaHK KOHKPETHOTO BH/A JOKYMEHTA; JIOKYMEHTa
3) 0JIaHK JOJKHOCTHOTO JIHIIA.
27. OOmuii HePEePHIBHBIHN CTak paOOTHHKA ITOITBEPKIACTCS 1) JIOKYMEHTAITUEH 1O JIMIHOMY COCTaBY 2)TpyHOBOM KHIKKOH YK-4
2) TPYAOBOM KHHUKKOM
3) JMYHBIM JIeJIOM pabOoTHHKA
4) IYHOM KapToi T-2
28. [IpaBuna cocraBieHUs TOKyMEHTa 1) OTIPENIEIIAFOTCS TIPAKTUKOW AETI0BOTO 000pOTa 4)onpenemsrorces [OCTom YK-4
2) OTIPEEIISIFOTCS MHCTPYKIUEH 1o
JIeTIONIPON3BOJICTBY
3) OTIPEICIISIFOTCS HOPMaTHBHBIMH aKTamu
IIpaBurenscrBa PO
4) onpenessrorest TOCTom
29. COBOKYITHOCTh IOKyMEHTOB, KOTOPbIE OTHOCSTCA K OJHOMY 1) KYypHAIOM 3)nenom YK-4
BOIIPOCY WM YYacTKy JEATENIbHOCTH W IIOMELICHHBIE B 2) CIPaBOYHON KapTOTEKOU
OTZAEJBbHYIO 00JIOKKY, HA3bIBAETCS 3) JIeTIOM
4) HapsJl
3ajaHus OTKPBITOTO THMA (B T.4. IPHMEPHBIC BOIIPOCHI K 3a4ETy/I9K3aMEHY)
Ne n/n Bompoc Orser ®dopmupyemast
KOMITCTEHIIHS
1. Yro Takoe OJIaHK JOKyMeHTa? 3T0 JMCT GyMard WM 3JIEKTPOHHBIHN A0JI0H ¢ PEKBU3UTaMH, HICHTH(GHUIMPYIOMINMH aBTOpa YK-2
o(UIMaNTBEHOTO TOKYMEHTA.
2. AyIMOBH3YaIBHBINA JOKYMEHT, CO3aHHBIN CIIOCOO0OM BuneonokymeHt VK-2

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

3. PexBu3ut, pukcupyronyii corinacke Wiv Hecoryacue J0JDk- | 3To Buza YK-2
HOCTHOTO JIUIIA C COIep KaHUEM TOKYMEHTA.
4, PexBusur, cBupeTenbcTBYOMMH 00 ocoboM xapakrepe | ['pud orpaHudeHus qOCTyna K JOKYMEHTY YK-2
uH(pOpMaLMK OKYMEHTa W OTPaHWYMBAIOIIMI IOCTYH K
HEMY — 3TO
5. IIpucBoeHne [OKYMEHTY pErucTpalMOHHOIO HoMmepa U | Perucrpanus nokymeHTa YK-2
BHECEHHE [JAaHHBIX O JIOKYMEHTE B pPETHCTPAllMOHHO-
YUYETHYIO OpMYy 3TO -
6. Hudppooe wmmm  OykBeHHO-IIMPpoBOoe  00OO3HAYCHHE, | PerncTpannoHHBIN HHACKC JOKYMEHTA YK-2
MPUCBAaNBAEMOE TOKYMEHTY IPH €r0 PErHCTPauy 3T0-
7. Kaxoii Bu opraHu3aliMOHHOTO JOKYMEHTA UCIIOJIb3YETCS B YcraB VK-2
Ka4yecTBE YUPEAUTEILHOIO aKTa IIPU CO3IaHHH
opraHu3aumn?
8. Kakue BubI OpraHn3aliiOHHO-PACIOPSAUTEIEHON IITaTHOE pacmucaHue, MITaTHAs! YUCICHHOCTb, IPUKA3bI I10 TUMYHOMY COCTaBY YK-2
JIOKYMEHTAIIUH MOTYT BXOAUTH B COCTaB KaJpPOBBIX
JIOKyMEHTOB?
9. HasoBure ocHOBHbIE (DYHKIMH JOKYMEHTA. HayuHo-uctopuueckast ¢yHKiMs, uHQOpManMOHHAs, couuanbHas, (yHkuus ¢ukcamun, | YK-2
KOMMYHHUKaTHBHas
10. Kakue BHIBI JOKYMEHTOB BKJIIOYaeT B cebs cucrema | OpraHu3alMOHHas JOKYMEHTAlMs, pacHOpsIUTeNIbHAs, CIpaBodHO-MH(popManuonHas , | YK-2
OPraHU3aI[IOHHO-PACTIOPSIIUTEIHHON TOKYMEHTAIUU? MHPOPMALMOHHO-aHATUTHYECKAs], TOKYMEHTALUS [0 JIMYHOMY COCTaBy, JOKYMEHTAIUs IO
obpameHusM rpaxgaH W KoiiekTuBoB (IIpukasel ¥ pacHoOpsDKeHHs 10  OCHOBHOM
JIeITeIbHOCTH OPraHU3alliy, MOJIOKEHHE 00 OpraHM3alMyu, IITATHOE PACIMCAaHWe, IITaTHas
YHCIIEHHOCTh, YCTaB, HOJIOKEHUSI O CTPYKTYPHBIX HOAPA3JEICHUSAX, YKa3bl, TOCTAHOBIICHUS,
AKTBI, IPOTOKOJIBI, CITPABKH, OTYETHI)
11. [lepeuncnure OCHOBHBIE 3TaIbl JOKyMEHTOOOOpOTa: Ilpuem w mepBuuHas o00paOOTKa MOCTYMAOUIMX B  OpPraHU3alMIO  JOKyMeHTOB; | YK-2
Mpe/IBapUTEIbHOE PACCMOTPEHHE U paclipeieeHie JOKYMEHTOB; PErHCTpanus JOKYMEHTOB;
KOHTPOJIb MCIIOJIHEHNUS; MH(POPMAIIOHHO-CIIPaBOYHasi padoTa; NCIIOJIHEHNE JOKYMEHTOB, MX
COCTaBJIEHHE, COINIacOBaHKE, O(OPMIIEHHE;0TIPaBKa WK HAapaBJICHUE B JETI0.
12. PexBu3ut, BBRIpOXAOMMN corjlacme opraHusanuy, He | I'pu¢ cormacoBaHus YK-2
SBIIIOIIECHCST aBTOPOM JOKYMEHTa, C €ro COAep)KaHHEeM —
3TO
13. Uro BKItOYaeT B ceOst TEPMUH IEIONPON3BOICTBO? JIeITeNIbHOCTh, O0ecnevyrBarolias JI0KyMEHTUPOBAaHUE, JOKyMEHTO00opoT, oneparuBHoe | YK-2
XpaHeHHE U HCIOIH30BAHNE JOKYMEHTOB.
14. JIOKyMEHT MJIM COBOKYIIHOCTh JOKYMEHTOB, OTHOcsALuXxcA K | Jleno YK-2
OJTHOMY BOTIPOCY WJIM YYACTKY J€ATCIFHOCTH, TIOMEIICHHBIX
B OT/ICJIbHYIO 00JI0KKY 3TO -
15. Kakoii HOpMAaTHBHBIH JOKYMEHT ompegaenseT cpoku | IlepeyeHb THIOBBIX IOKYMEHTOB, 00pa3yIOIUXCs B AATEIbHOCTH MUHHCTEPCTB, BeloMcTB M | YK-2
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XpaHCHUA L[OKyMeHTOB?

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

16. Kakoit crammaptr ompenmenser mnopsmok  odopmiienus | TOCT P 7.0.97-2016 «Cuctema crtaHmaptoB Mo uHpopMmanuu, Oubmumoreynomy u | YK-2
OPTaHM3aIIOHHO PACHIOPSANTENLHON JOKyMEHTAIMN? n3natenbckoMy aeiy. OpraHu3alMOHHO-PacHoOpSAUTEeNIbHAs JTOKyMEHTalus. TpeboBaHus K
0(opMIICHHIO TOKYMEHTOB)
17. [o ¢popme npencraBieHus JOKYMEHTBI IeNsTCS Ha. . . Ha NOJUTMHHUKK, OPUTMHAJIBI, KOTIMU U 1yOJIMKATHL. YK-2
18. JIBmkeHue JOKYMEHTOB BHYTPH TNpeanpustus u Mexay | JlokymeHroobopor YK-2
NPEANPUATHAME C MOMEHTAa MX PETHCTpalUM 10 cOadd Ha
XpaHeHHE WIN YHUUTOXKEHHE — 3TO..
19. ITepeuncmure OCHOBHBIE (bopmBI opranmzamun | LleHTpann3zoBaHHas, NEICHTPATN30BaHHAS, CMEIIaHHAS. YK-2
JIOKyMEHT0000pOTa.
20. ITo cpokaM XpaHEHHs TOKYMEHTHI JAETSATCS HA.. JIOKYMEHTBI MOCTOSIHHOTO, ToiroBpeMeHHOro (cBeimie 10 met) m BpemenHoro (mo 10 mer) | YK-2
XpaHEHHUS.
21, [lepeuncnure oOcCHOBHbIE (YHKIMM pPaOOTHUKOB CHyXObl | OCyIIECTBISIOT pPErHCTpalidio M y4deT JOKYMEHTOB, oOecrmeunBaioT mpoxoxaenue | YK-2
JOYV. JOKyMEHTOB B YCTaHOBIICHHBIE CPOKH; HH(MOPMHPYIOT DPYKOBOJCTBO O COCTOSHHHM HX
UCIIOJIHEHUsI;  OCYLIECTBISIIOT ~ O3HAKOMJIEHHE  pabOTHHKOB C  HOPMAaTUBHBIMH U
METOJMYECKMMHU JIOKyMEHTaMH MO JIeJIONPOU3BOJICTBY; BBIIOJHIIOT HHBIE HEOOXOJMMBbIC
JIeJIONPOU3BOICTBEHHbIE (DYHKIIHH.
22, HazoButre OCHOBHBIE (YHKIMH CHCTEMBI JJIEKTpPOHHOTO | CHCTEMBI MJIsl aBTOMATH3alMU JIOKYMEHTOO0OpOTa IIOMOTaloT HAcTpOUTh ympasieHue | YK-2
JIOKyMEHT0000pOTA. MOTOKaMH, BBICTPOUTH CTaHAAPTHBIE NEHCTBHS, CO3AaTh MapLIPYThl ABWKEHHS TOKYMEHTOB.
Ontumuzanyss OW3HEC-TIpOLecCOB  HM30aBIsieT  OT HEOYETOB, CIAa0bIX MECT B CXEMe
JIOKYMEHTO0000pOTa OpraHu3aIiH.
23. Uro BKiIOYaeT B ceOs DIEKTPOHHAs perucTpauroHHas | PerucrpaunoHHbIi HOMep (MHAEKC mocTyruieHus), (ukcupyromuii ¢akt nocrymienus | YK-2
KapTouka? nokymeHta («Bxomsmmit  New); nmata mocrymuieHHs —(perucTpanyi); HauMEHOBaHHE
OpraHM3alii — aBTOpa JOKyMEHTAa; HaHNMEHOBaHME BHAA JIOKYMEHTA; PErMCTPAIMOHHBINA
HOMEp JIOKYMEHTa, TIPUCBOCHHBIM OpraHM3alfeli-aBTOpoM; JaTa JTOKYMEHTa, IPOCTaBICHHAs
OpraHM3aIe-aBTOPOM; 3ar0JIOBOK K TEKCTY WJIM KpaTKOe COJIepKaHne JOKYMEHTA.
24. COBOKYIIHOCTh JeiCTBUH, obecneunBaromux | KoHTpoJb 32 MCTIONTHEHHEM JOKYMEHTOB. VK-2
CBOEBPEMEHHOE M KaYeCTBEHHOE HCIIOJIHEHUE JIOKYMEHTOB —
3T0..
25. Kro ocymecTBiser KOHTPONb 3a CpPOKaMH MCHOJNHEHHS | JlenonpousBoanTEb YK-2
JIOKyMEHTOB?
26. Ckonbko pexBu3utoB ycranasimuaeT [OCT P 7.0.97-2016 | 30 pekBu3utoB YK-2
JUISl OPraHU3aMOHHO-PACTIOPSITUTENbHON TOKYMEHTALIH?
27. Kakwue Buap 6:1ankoB onpezensier OCT P 7.0.97-2016 O6mmii 6J1aHK; OJTaHK MUCHMA; OJJAHK KOHKPETHOTO BUIa JOKYMEHTA VK-2
28. IIpukas — 3710 .. pacmopsauTeNbHBIA JOKYMEHT (IIPaBOBOM aKT), M34aBaeMBbIl €ITHHOIMYHO PYKOBOANUTENIEM B YK-2
1eJISIX pa3pelieH s OCHOBHBIX M OIIEPaTHBHBIX 33/1a4.
29. [lepeuens kakux-1r0O0 JaHHBIX (CBEACHUIN), Benomocts YK-2
PacIIOJIOKEHHBIX B OMPEICIICHHOM MOPSIKE - 3TO
30. JIoKyMeHT, coaepIKaluii MPOCh0y MITH MPEI0KESHUE JINIA 3asBieHne YK-2
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(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-2

32.

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

JInunoe neio

YK-2

33.

I'me Ha GmaHKe pacroyaraeTcst SM0OJieMa OpraHu3an?

ITo meHTpy OT BepxHEro moJsi OJlaHKa JOKYMEHTA Ha/l PEKBU3UTaMH OPTaHHU3AINH - aBTOPA
JIOKyMEHTa, Ha paccTostHAU 10 MM OT BEepXHEro Kpas JIHCTa.

YK-2

34.

IIpaBoBo#l akT, yCTaHABIMBAIOIIMN OCHOBHBIE IpaBHIIA
OpTraHW3ald U JEATEIbHOCTH TOCYAAapCTBEHHBIX OPIaHOB,
CTPYKTYPHBIX  HOJpAa3JelIeHM  opraHa, a  TaKXke
HIDKECTOSIIMX YUPEXKICHUN, OpraHu3aliuii U IpeNIpUATHH
9TO

ITonoskenne

YK-2

35.

JlOKyMeHT, copepKalluii MOCIeJOBaTeIbHYIO0 3aliCh XOJa
00CYXIeHUsI BOIIPOCOB ¥ MPUHSTHUS PEIICHUH Ha COOpaHUsIX,
COBCIIaHHUSAX, KOH(epeHIUIX u
3aceJaHUAX KOJUICTHAJIbHBIX OPTaHOB.

IIporokon

YK-4

36.

HazoBuTe OCHOBHBIE BHIBI IMPOTOKOJIA:

ITonHBIN M YaCTUYHBIN

YK-4

37.

[IpaBoBOli akT, uU3JaBaeMblid €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 ¥ TpaXKJaH — 3TO..

Pacnopsixxenue

YK-4

38.

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

BHyTpeHHSs OIUCh TOKYMEHTOB Jiesa

YK-4

39.

ONEeKTPOHHBINA TOKyMEHTOO000POT - 3TO

J1oKkyMeHTO00O0pOT € MCIOIb30BaHNEM aBTOMATU3MPOBAHHOW HH(YOPMALIMOHHOM CHCTEMBI
(cucTeMBbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa)

YK-4

40.

I/I3yquHe JOKYMEHTOB Ha OCHOBaHHMHW KpPUTEPUCB HX
[IEHHOCTH B IIeNIsAX OMNPEAENeHUS CPOKOB XpaHCHUS
JOKYMEHTOB U 0T6opa X UII BKIKYECHHA B COCTaB
apXWBHOTO (hOHJIA POCCUICKOM (heepannu - 3T0

DKcnepTr3a IEHHOCTH TOKYMEHTOB

YK-4

41.

CTpyKkTypHOE MOJpa3ieieHiHe, Ha KOTOPOE BO3JIOKEHBI
(YHKIMK [0 BEJCHUIO JETIONPOU3BOJCTBA, a TAKXKE JIHIIA,
OTBETCTBEHHBIE 3a BEJCHHUE JIEJIIONPOM3BOJACTBA B JPYrHX
MOJIpa3/ICIEHUSIX OPTaHU3AIUH — ITO

Cmyx0a 1eonpon3BOJICTBA

YK-4
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42. OtMeTKa 00 MCIIOJHEHHH JOKYMEHTAa M HalpaBieHUH ero B | PEKBU3UT, onpenesIomuii MecTo XpaHeH!s JOKYMEHTa MOCIIe 3aBEpLICHUs padOTHI C HAM. YK-4
JIeJI0 — 3TO

43. CucteMaTU3UpOBaHHBIM  TNepeyeHb  3arojoBkKoB  jend, | HoMmeHknatypa nen YK-4
CO3/1aBaeMbIX B OpraHU3allM, C YyKa3aHHEM CpPOKOB HX
XpaHeHHs - 9TO

44, W300pa3uTenpHBIil WM  ayQUOBH3yalbHBIH  JOKYMEHT, | KuHOmOKyMeHT YK-4
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 VK-4
HapyLIEHHBIX IpaB, CBOOOA WM 3aKOHHBIX MHTEPECOB MO0
paB, CBOOO MM 3aKOHHBIX HHTEPECOB JIPYTUX JIHII - 3TO

46. I'pynnupoBaHne HCHOJIHEHHBIX JOKYMEHTOB B jeno B | PopmuposaHue nena YK-4
COOTBETCTBHM C HOMEHKJIATYpOl 1el M cucTeMaTH3alus
JIOKYMEHTOB BHYTPH JIeJIa - 3TO

47. CucTeMaTH3UPOBaHHBIM IepedeHb HauMeHoBaHMM jen, | HoMmeHknatypa nen YK-4
3aBOJAMMBIX B OpraHM3allUd, C YKa3aHHEM CpPOKOB HX
XpaHeHHs, 0pOPMIICHHBIN B YCTaHOBJIEHHOM NOPSJKE — 9TO

48. KpaTtkoe o6o3HaueHue cBelEeHUN O COCTaBe M COJAEPKaHUM | 3aroJjOBOK Jerna YK-4
JIOKYMEHTOB B JIeJIe
49. [epeuncnure BUIBI IPUKA30B: ITo 0CHOBHOM JIESITENFHOCTH; 110 TMYHOMY COCTaBY; MO aJAMHUHHUCTPATUBHBIM-X03HCTBEHHBIM | YK-4
BOITPOCAM.
50. Kakne Buzpl mucem Brl 3HaeTe? [Ticema-3anpocsl; MHChMAa-3asBICHMS; THChbMA-TIOATBEPXKICHUS; NMHCbMa-3aKasbl, mucbMa- | YK-4
npemtoxkeHust  (ogepTel);  MUChbMA-IONOJTHEHHWS;  MUChMa-pekiamManud  (MPeTCH3MH);
nH(pOopMaMOHHbIE MHChMa; TApaHTHHHbIEC IHChMa U T.JI.
51. B kaknx mokyMeHTax pacronaraercs sMOneMa oprann3anuy | Ha OraHkax v 37eKTPOHHBIX Ma0JIOHaX TOKYMEHTOB (e/lepalIbHBIX OpPTraHoB YK-4
TrOCYAAapCTBEHHON BIIACTH; TEPPUTOPHAIBHBIX OPTraHoB ()eiepalbHBIX OPTaHOB
rOCYAAapCTBEHHON BJIACTH; FOCYAAPCTBEHHBIX M HETOCYIapCTBEHHBIX OpraHU3alunil.
52. B cooTBeTcTBHHM, C KaKMM HOPMATHUBHBIM JOKYMEHTOM | OOIMIEpOCCHHCKAM KJIacCH(PHUKATOpOM yrpaBieHueckod nokymenrammu (OKYA) wm | YK-4
MPOCTaBISETCS Kox  ¢dopmbl  1OKyMeHTa B | JIOKaJbHBIM KJIACCU(DUKATOPOM.
YHU(DUIIMPOBAHHBIX POPMaxX JTOKYMEHTOB?

53. Kakwe BuIpI pacnopsInTensHBIX JOKYMEHTOB IpHHUMAloTCs | [Ipuka3, pacnopspkenne, yka3(yKa3aHus). YK-4
PYKOBOJIUTENIEM €IMHOINIHO?

54. B kakux IOKyMeHTax He yKa3blBaeTca MecTo cocTaBieHHUs | MecTo cocTaBieHHs (M3IaHHA) TOKYMEHTa YKa3bIBaeTcsi BO BCeX JMOKyMeHTax, kpome | YK-4
(M3maHus) HOKyMeHTa? JICNIOBBIX  (CITy’)KEOHBIX) MHCEM, a TakkKe MOKIATHBIX, CIY)KeOHBIX 3allUCOK U JAPYIHX

BHYTPEHHUX HH()OPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
55. B kakmx BHgax mmceM TpocTaBiseTca ccbhuika Ha | CChUIKa Ha PErucTPalMOHHBIA HOMEp M JaTy MOCTYIHMBIIEro JOKyMeHTa momemiaercs Ha | YK-4

pEruCTpallMOHHBII HOMEP M JaTy JTOKYMEHTa

OJIaHKE OTBETHOI'O MHCHMA.
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56. I'ne Ha pgokymeHTe mpocraBisieTcss rpu¢ orpaHudeHus | [IpocraBnsercs B mpaBoM BEpXHEM YINIy IEpBOrO JIMCTa JOKyMEHTa (IpoekTa aokymeHra, | YK-4
JIOCTYIA K IOKYMEHTY? CONIPOBOAUTENBHOIO MHCbMa K JOKYMEHTY) Ha TIpaHHUIIE BEPXHEro IO IpU HATUYUU B
JOKyMeHTe uH]opMmanuy, JOCTYn K KOTOPOH OrpaHM4eH B  COOTBETCTBHUH C
3aKOHOJaTeabCcTBOM Poccuiickoit denepanun.
57. Kakme namnple BkmowaeT B cebs Tpud yrBepxnmeHus | ['pud yreepxkaenus coctout u3 cinoBa «Y TBEPXKIIAIO», HanmeHoBaHHUA NODKHOCTH numa, | YK-4
JIOKyMEHTA JIOJDKHOCTHBIM JIMIIOM? YTBEPIKAAIOIIETO JOKYMEHT, €r0 MOINKCH, HHUINAIOB, ()aMIJINH 1 1aThl yTBEPKICHHS.
58. Kaxue Buabl pacnopsiiuTeNnbHbIX JOKYMEHTOB IPUHUMAIOTCS | Perienus, nocTaHOBIEHUS. YK-4
KOJUICTHAJIbHBIM OPTaHOM YIIPaBICHUS?
59. I'pud cormacoBanms HOKyMEHTOB TIpocTaBisieTcs Ha | Ha mepBoM mmcTe mMOKyMeHTa (eCid DOKYMEHT MMEET THTYIbHBIH JHCT — Ha TUTynbHOM | YK-4
JOKYMEHTaX JHCTE) B JICBOM BEPXHEM YITy Ha ypoBHE Ipuda yTBEp)KICHUS WM TOJ HANMEHOBAHHEM
JOKyMeHTa OJiKe K HIDKHEMY II0JII0; Ha IIOCIETHEM JIMCTe JOKyMEHTa II0Jl TEKCTOM; Ha
JICTE COTJIaCOBAHMS, SIBJISIFOIEMCS] HEOThEMJIEMOH YacThIO JJOKYMEHTA.

60. B kakux ciay4asx NpouCXOAUT BU3HUPOBAHUE TOKYMEHTa? Buzoii odopmisieTcss BHyTpeHHee COTJIacOBaHME JTOKYMEHTa ¢ pabOTHHKamMH opraHuzauuu - | YK-4
aBTOpa JOKyMEHTa. Bu3a BKIIOUaeT JOJDKHOCTH JIMIA, BU3MPYIOLIETO JOKYMEHT, TMOAIMUCH,
pacuppoBKy MoanKcH (MHUIHMAJbI, ()aMUIINIO) U IATy BU3UPOBAHHUS.

61. Kakue nanHple BKiIOYaeT B ceOsi oTMeTKa O 3aBepeHHMH | OTMETKa O 3aBEpEHHMH KOIHUH IPOCTABIISETCS MOJA PEKBH3UTOM «IOAMUCH» (oTMeTka 00 | YK-4

KOINH JOKyMEHTa? NIEKTPOHHON TOANKCH) M BKIIIOYAeT: CIOBO «BepHo»; HanMEHOBAaHHE MOJDKHOCTH JIMIA,
3aBEPHUBILIET0, €ro COOCTBEHHOPYYHYIO MOANHUCH; paciM(poBKY TOANUCH (MHUIHAIBL,
(hammIKI0); NaTy 3aBepeHHUs] KOIMHU (BBINUCKH U3 IOKYMEHTA).
62. Kakoit TOCT omnpenenser Tepmunst u onpeaencuus B chepe | TOCT P 7.0.8-2013 «CUBU. denompousBoacTBO W apxuBHoe jeno. Tepmunsl u | YK-4
JIENIONPOU3BOACTBA? OIpEIENCHUS»

63. Kakne nannsle BKiodaeT B ce0st pe3ostorys? Pezomonmst BKo9aeT: GamMuiIiio, MHALMAIEl UCIIOJHUTEINS (MCIIOJIHUTENeH), mopydenue mo | YK-4
JIOKYMEHTY, CPOK UCIIOJIHEHHS, HOAMHKCH JINIA, BEIHECILIErO PE30JIIOLUI0, JATy PE30JIIOLUN.

64. OcHoBHOHI JIOKaJIbHBII HOPMAaTHUBHBIN akT, | MHCTpYyKINS 110 AEI0NPON3BOJICTBY (IOKYMEHTAIIMOHHOMY OOECIIEYEHHIO yIIPABICHUS) YK-4

peryIaMEeHTHPYIOIUH TEXHOIOTHIO pabOThI C TOKYMEHTaMHU B

npesnenax — opraHmzanuu  (YUpeXKAEHWS, IpeNNpHUsTHs,

(hup™mEr) 310 ..

65. Kakne mnoppasnmensl Bkiodaer B ceOst MHCTpYKnus 1o | OOmme MOJIOXKEHUs; TSPMHUHBI U ONpejesieHns; TpeOoBaHus K O0(OpPMIICHHIO JOKyMeHTOB; | YK-4

JIENIONPOU3BOACTBY? opraHu3amys padoThl ¢ JOKyMEHTaMH; OCOOCHHOCTH PabOTHI C AJIEKTPOHHBIMU JTOKYMEHTaMH;
mpueM, o0paboTka, perucTpanus M paclpeesieHHe IOCTYIANEeH KOppecloHIeHIINY;
odopmIIeHHE U OTIPaBKa UCXOAAIINX JOKYMEHTOB; OpPraHU3aLUs BRIIOJHEHNUS JOKYMEHTOB H
MOpYUYeHHH; 0COOEHHOCTH MOJOTOBKH M 0(hOpMIICHHS OT/ICNIbHBIX BUJIOB JIOKYMEHTOB.

66. Kaxum crioco6oM MOTyT OBITH PacIOIOKEHB! PEKBU3HUTHI Ha | YTIIOBBIM, IPOJOIBEHBIM CIIOCOOOM. YK-4

6nanke nucpma?

67. UTo MOHUMAIOT ITOJT IOPUIMYECKON CHIION JOKyMeHTa? CBOIICTBO JOKYMEHTa, KOTOPOE MPUIAET €My IIPAaBO CUUTATHCA O(QHUIMAIBHBIM U HOIMHHEIM | YK-4
JIOKa3aTeNnbCTBOM (DaKTOB, AEWCTBUI MIM COOBITHH, OTPAXKEHHBIX B 3TOM JOKYMEHTE.

68. Uro BKiIIOYaeT B ce0s oTMeTKa 00 3MeKTpoHHOH moamucu | Ppasy «JloKkyMeHT MOANHMCaH 3JIEKTPOHHON TMOANMHUCHIO»; HOMep ceprudukata kimoda | YK-4

JIOKyMeHTa?

3J'I€KTpOHHOI>i IIOAITHUCH,
(1)aMI/IJ'II/IIO, HMs, OTYCCTBO BJIaAcCJiblia CCpTI/I(I)I/IKaTa; CpOK ,Z[CﬁCTBHH CepTI/I(i)I/IKaTa KJIr0o4a
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SHCKTPOHHOI‘/II IIOAIMTHUCHU. OtMmeTKa 00 3J'IeKTpOHHOI7[ TOANMHUCHU MOXCT BKJIIOYATh 1/13o6pa>1<eH1/1e
3M6J'I6MLI, TOBApHOT'O 3HAKa (3HaKa OGCJ’Iy)KI/IBaHI/IH) opraHmMzalniuia B COOTBCTCTBHUU C
ﬂeﬁCTBylomHM 3aKOHOJAaTCJIbCTBOM.
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