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COJEPXAHUE

OBIIASI XAPAKTEPUCTUKA PABOYEI ITIPOTPAMMEI YUEBHOI
TV CHUTLITAHBI

CTPYKTYPA Y COJAEP KAHUE YUEBHOM JUCIUTLINHBI
YCJIOBUA PEAJIU3AIIMA YYEFHOU JJACHUTIIIAHBI

KOHTPOJIb M OLIEHKA PE3Y.JIbTATOB OCBOEHMSI YYEBHOI
JUCHUTILINHBI



1. OBIIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMBI YUEBHOU
JANCHUITINHBI
«OI1.06 JOKYMEHTAIIMOHHOE OGECIIEYHEHHUE YIIPABJIEHUS»

1.1. MecTo AucUMIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/ibHOM NPOTrpaMMbl

VYuebHas 1ucHUIIIMHA «J[0KyMEHTallMOHHOE 00eCIeueHEe yIPaBIEHHUs» SIBJIAETCS 00s13aTeIbHOM
yacThio O61IenpodheccuoHaNIbHOIO UKIIA IPUMEPHON 00pa30oBaTeNbHOM MPOrpaMMbl B
cootBerctBUM ¢ PI'OC CIIO no cneunanbHOCTH.

Oco6oe 3HaueHne JUCIUILUIMHA UMEET NPpH (GOPMHUPOBAHUU U Pa3BUTHH 001MX komreTeHuit OK
01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

OK 01 Bri6upats criocoOsl pemieHust 3aa4 mpoecCHOHATLHON JeATeTbHOCTH TPUMEHUTEIHHO K
pa3TMYHBIM KOHTEKCTaM

OK 02 Mcnonb30BaTh COBPEMEHHBIE CPECTBA NIONCKA, aHAJIN3Aa U MHTEPIPETallud UH(POpMAL 1H,
1 MH(GOPMAaIIMOHHBIE TEXHOJIOIMH JUIsI BHIITIOJHEHUS 3a/1a4 Npo(ecCHOHaIbHON AESITEIbHOCTU

OK 03 [InanupoBaTh M peaau30BbIBATh COOCTBEHHOE NPO(MECCHOHANBHOE U JIMYHOCTHOE
pa3BUTHE, MPEANPUHUMATENBCKYIO JEATEIbHOCTh B NMPO(PECCHOHANBHON cdepe, MCIOoIb30BaTh
3HaHMS 110 IPaBOBON M (PMHAHCOBOM I'PAaMOTHOCTHU B PAa3JIMYHBIX )KU3HEHHBIX CUTYalIUAX;

OK 04 DddexTrBHO B3aUMOACICTBOBATh U pab0OTaTh B KOJUICKTUBE U KOMaH]IE

OK 05 OcymiecTtBiasiTh YCTHYHO M IUCBMEHHYKO KOMMYHUKAIMIO Ha TOCYAAPCTBEHHOM S3bIKE
Poccuiickoii @enepanuu ¢ yaeToM 0COOCHHOCTEH COLMABHOTO M KYJIBTYPHOIO KOHTEKCTA

OK 06 IIposiBisATh TIpa’kAaHCKO-NATPUOTUYECKYIO IO3ULHUI0, JEMOHCTPUPOBATH OCO3HAHHOE
IMOBCACHHNEC HAa OCHOBC TpaAWILMOHHBIX O6H.[€‘HCHOB€‘I€CKI/IX LleHHOCTeI\/'I, B TOM 4YHCJIC C YUCTOM
TrapMOHH3alIUH MCKHAIWMOHAJIbHBIX U MCKPCIIUTUO3HBIX OTHOH_IGHI/If/'I, NPpUMCHATH CTAaHAAPThI

OK 09 Ilonb3oBarbest mpodeccHOHATBHON TOKYMEHTaluel Ha TOCYJapCTBEHHOM U MHOCTPAaHHOM

SI3bIKaX

[IK. 1.2. [IpuMeHsTh HOPMBI MpaBa AJI peIIeHus 3a7a4 B IpodhecCHOHaIbHON AesITeIbHOCTH.

IIK 1.3. BJ'IaZ[eTI) HaBbIKaMH IIOATOTOBKU NPHUAUYCCKUX OJOKYMCHTOB, B TOM YHCIIC

UCIIOJIb30BaHUEM UH(POPMAIIMOHHBIX TEXHOIOT U

1.2. Heab u mi1aHupyeMblie pe3yabTaTbl 0CBOCHUS AUCHUIIIHHBI:
B pamkax mporpaMMbl y4eOHOM U CIUTUIMHBI 00 y4aloUMMHCS OCBaUBAIOTCS YMEHUS

Y 3HAHUS

Kon YMeHust 3Hauus

[IK, OK

OK 01, [IpuMeHsTh Ha IPAKTUKE TepMHUHOJIOTHIO B 00J1aCTH

OK 02, rOoCy/1apCTBEHHbIE CTAaHJAPTHI, JIOKYMEHTAI[MIOHHOT O 00eCTIeYeHHSI

OK 03, JIpyrue HOPMATUBHO-METOAUYECKUE | YIPABJICHUS;

OK 04, JOKYMEHTBI, PErIaMEeH TUPYIOLINE HopMaTuBHBIE TOKYMEHTHI,

OK 05, OpraHU3alHI0 JOKYMEHTALIMOHHOIO | PErjJaMEeHTHPYIOUIME COCTAaBICHUE U

OK 06, obecrieueHus yrpaBJeHUs; oopmiieHrE TOKyMEHTALUU U TOPSII0K

OK 09, CocTaBisTh U IPaBUIBHO ee 00paboTKu;

K 1.2, 0(hOpMIIATH OCHOBHBIEC BH/IBI [IpaBuna coctaBneHus u 0ohOpMICHUS

K 1.3. Opra’Hu3alMOHHO- OpPraHu3alMOHHO-PACIIOPIAUTEIBHBIX
pacropsiAUTEIbHBIX JOKYMEHTOB; JIOKyMEHTOB, BXOSIIITUX B
OdopmisaTs nHGOPMALIMOHHO- YHU(PUIMPOBAHHYIO CUCTEMY
CIIPaBOYHYIO TOKYMEHTAIIHIO; OpraHM3allMOHHO-PACTIOPSIUTEIbHBIX
OdopMIIsITh KaIpOBYIO JIOKYMEHTOB, YHU(HUIIUPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY IIEPBUYHOMN yYETHOMI




OdopMIIITh IPETEH3UOHHO- JIOKYMEHTAIlMH B YaCTH JOKYMEHTallu1
HCKOBYIO JIOKyMEHTAIIHIO. 0 Yy4eTy TpyAa;

Iopsinox npoBeneHNs FKCIEPTH3bI
IIEHHOCTH JOKYMEHTOB M ITOATOTOBKH
JIeNT K apXUBHOMY XPaHEHHUIO.
TexHOI0rn Oprauu3anuu
JIOKYMEHTO000pOTa B OpraHu3almsIx
(yupexaeHusx).




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM yueOHON TUCITUIUIMHBI U BUJIBI Y4eOHOU paOOThI

Bux yueOHoI padoThl O0beM B yacax
O0beM 00pa3oBaTe/IbHON NPOrPaMMBbI 54
CamocTosiTesbHas padoTa 2
Koncyabranumu

CymmapHas yueOHas HArpy3Ka BO B3aHMO/eHCTBHM C pPenojaBareieM 48

B TOM 4YHUCJIC:

JEKLIHUH, YPOKH 24

IMPAKTUYICCKUC 3aHATHA 24

nabopaTopHbIC 3aHATUS -

IMpome:kyTounas arrectamus (13) 4




2.2. TemaTuueckuil aaH U coiepykaHue y4eOHON AUCIUIIIUHBI

O0OBeM, akaf. g
/

B TOM 4YHCJIC B

Konpr koMIieTeHITHH,

HaumenoBanue Conepxanue yaeOHOro Mateprana u GopMbl OpraHU3alKH eI TeTLHOCTH dopme (hOpMHUPOBAHUIO KOTOPBIX
M
pa3esoB U TeEM 00yJarIMXCs P . | CIIOCOOCTBYET 3JIEMEHT
MIPAKTHYECCKOM
MPOTPaMMBI
MOJITOTOBKH,
akaj. 4
1 2 3 4
Pazzen 1. OCHOBBI JIOKYMEHTUPOBAHU S YITPABJIEHUECKOM JTEATEJILHOCTU 10/4
Tema 1.1 Ilonstue o Conepkanue yueOHOro maTepuaa OK 01, OK 02, OK 05,
JIOKYMEHTAI[MOHHOM T T OK 09
06 CI CUCHIIL . [loHsiTHE TOKYMEHTA UX OCHOBHBIE B cucTeMe yrpasienus. Madopmanms
U JOKYMEHT. IIK 1.2, TIK 1.3
yIpaBJICHHUS,
AOKYMEHTE 1 2. Knaccudukanusi TOKyMEHTOB: IO BUIY 0(DOPMIICHUS; IO CONCPIKAHUIO; TTO
criocobax (dhopMe; IO TPOUCXOXKICHUIO; IO CPEACTBAM (PUKCAITUHU; TTO CPOKAM 2
AOKYMEHTHUPOBAHUA XpaHeHus. MaTepuanbHbIe HOCUTEIN HH(POPMAIIHH.
3. Ilousatue nokymeHTHpoBaHUSl. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHUSI.
4. OCHOBHBIE COBPEMEHHBIE TEXHOJIOTUH, TPUMEHSIEMbIE TTPH OPraHU3aALUH
paboTHI C TOKYMEHTaMU B OpraHu3alusix (yUpexaeHUsIX).
Tema 1.2 Conepxkanue yueOHOro MaTepuania
HopmaTusHo-
npaBoBas 6aza 1. HopMaTtuBHO-TIpaBOBBIE aKThl, PETYIUPYIOLIHE JOKYMEHTAIIMOHHOE OK 01, OK 02, OK 05,
JIOKYMEHTALIHOHHOTO obecrieueHye ynpaBieHusl. 5 OK 09
obecrieueHns 2. VuuduKanys 1 CTaHAapTU3ALUs KaK OCHOBHBIE HAIIPABJIEHHS K 1.3
YUpaBICHHS COBEPIIEHCTBOBAHMS JTOKYMEHTOB M JJOKYMEHTAIMOHHOTO 00 eCTIedeHusI

YHpaBJICHHA.




3. IlepedyeHb OCHOBHBIX I'OCYJapCTBEHHBIX CTAHJAPTOB Ha
YHU(PHUIIUPOBAHHBIE CHCTEMBI IOKYMEHTAIIUH.

4. OCHOBHBIE TTOJIOKEHUS FOCYIIapCTBeHHOI;'I CUCTCMbI JOKYMCHTAIITUOHHOT'O
obecrieyeHus yrnpaBieHHUs.

5. CocTaB YHI/I(l)I/IHI/IPOBaHHI)IX CUCTCM JOKYMCHTAIUN: OPTraHU3alluOHHO -
pacrmopsaanuTC/IbHaA, OTYCTHO-CTATUCTUYICCKAA, (bl/IHaHCOBaFI " ap.

Tema 1.3 CnocoOsl u
MIpaBWJIA CO3/IaHUS

Conepxanue yueOHOro MmaTepraa

1. Xapakrepuctuka, coctaB u copepxanue 'OCTa Ha cuctemy

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,

JIOKYMEHTOB N OK 09

OpPraHU3alUOHHO-PACTOPSAUTEIBHON JOKYMEHTAIIHH.

- K 1.2, 11K 1.3

2. YaudunupoBaHHas cucTeMa OpraHNu3aluOHHO -PACTIOPAIUTEIHHON 2

JokyMeHTanuu. TpeboBaHus K 0pOPMIICHUIO JOKYMEHTOB.

3. ®opmymsp-oopazer; OPJI.

4. ITpaBuna oopmiieHus: peKBU3UTOB, permameHTupoBaHHbIX [ OCToMm.

[Tpaktuueckoe 3anstue Nel. OdopmiieHre pEKBU3UTOB Ha JOKYMEHTAX. 4
Paznen 2. OPTAHU3ALMA CUCTEMbBI JOKYMEHTALIMOHHOI'O OBECITEYEHU A 30/18
Tema 2.1 ConepxaHue yueOHOro MaTepHrasa OK 01, OK 02, OK 03,
Odopmiienne OK 04, OK 05, OK 06
UH(POPMAIMOHHO- 1. XapaKkTepucTHKa 1 COCTaB CIIPaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB 2 K 1.2. TIK 1.3
CIIPAaBOYHOM (cmy»&eOHBIX MU CceM, CIIPaBOK, 3asBICHHI, aKTOB, POTOKOJIOB, JOKIAJAHBIX U - '
JOKyMEHTaINH OOBSICHUTENBHBIX 3aMHCOK), TpeOOBaHMS K UX 0(hOPMIICHUIO.

2. IoKyMEeHTUPOBAHUE EATEIBHOCTH KOJIETHATIBHBIX OPTaHOB.

[TpakTuueckoe 3ausTre Ne2. Odopmienne nHPOPMAIIMOHHO -CIIPABOYH O 4

JAOKYMCHTAIIUU.




Tema 2.2 Conepxkanue yueOHOro MaTepuaia OK 01, OK 02, OK 03,
Odopmaenue 70 OK 04, OK 05, OK 06,
. OCHOBHBIE IpyMNIbl OPraHU3aMOHHO-PACHOPAIUTEIbHBIX JOKYMEHTOB.

OpraHu3alMOHHO- py p H p A AOKY OK 09
pacmopsAuTeIbHON 2. XapaKTepucTUKa U COCTaB OpraHMU3al[MOHHBIX TOKYMEHTOB (yCTaBa, K 1.2.TIK 1.3
AOKyMCHTalluH MOJIO’KEHUS, UHCTPYKIINH, JODKHOCTHOW HHCTPYKIUH ), TpeOOBaHUS K ’

oopMIIEHHIO.

3. XapaKTepuCTHKa U COCTAaB PaCHOPSAAUTEIBHBIX JOKYMEHTOB

(TocTaHOBIEHUS, TPUKA3a, PELICHHS, PACIIOPSDKEHUS, YKa3aHus),

TpeOOBaHUS K UX O)OPMIICHHIO.

4. [lonaTre NOAIMHHKUKA, KOMIUH, BBITUCKU, 1yOIuKaTa. Buasl konuit

JIOKYMEHTOB, 0COOEHHOCTH 3aBEpPEHHS KOMUN U BBIMUCOK HOTaPHAIbHBIMU

KOHTOPAaMH U JJOJKHOCTHBIMHU JINLIAMU OPraHU3aLui.

[TpakTuueckoe 3austre Ne3. OdopmieHne opraHu3aluoOHHO-

pacropsiAUTEIbHON TOKYMEHTAIUH.
Tema 2.3 Conepxkanue yueOHOro MaTepuana OK 01, OK 02, OK 03,
OdopmiteHne OK 04, OK 05, OK 06,

N 1. 3asiBJIeHUS U IPUKA3bI 10 JMYHOMY COCTABY.

KaJIpoBOit OK 09
AOKYyMCHTalluu 2. JInunas xkaptouka Gpopmsl T-2 u IUUHBIE Aena

ITpaxtnueckoe 3ansatre Ned. OdopmiieHue kaapoBoi JOKYMEHTAIUH.

IIK 1.3

Tema 2.4 JloroBopHo-
npaBoBas

Conepxkanue yueOHOro MaTepuania

1. ITousitue norosopa. OCHOBHBIE pa3eibl JOrOBOPOB.

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06

ACKyMeHTatA MK 1.2, TIK 1.3
2. [Mopsimok opopmieHust Tpya0BOTO I0rOBOpa, I0I0BOPA OCTABKH,
JIOTOBOPA KYTLITH-TIPOJIAXKH.
[Tpaktuueckoe 3anstue Ne5. OdopMiieHHe JOrOBOPOB.
Tema 2.5 Conepxanue yaeOHOTro MaTepraa OK 01, OK 02, OK 03,




IIperen3uonHo-
HCKOBast
JIOKyMEHTalus

1. OcHOBHBIE PEKBH3UTHI U MOPSAA0K 0DOPMIICHHS IPETEH3H, OTBETOB Ha
[IPETEH3UIO.

2. FOpuanueckas cimyx0a, BBITOJHSIOMAS IPETeH3MOHHO-MCKOBYIO padoTy
Ha npeanpustuu. JKypHain peructpauuu IpeTeH3ui.

OK 04, OK 05, OK 06,
OK 09

K 1.2, TIK 1.3

3. Iopsimok oopMIICHHS HCKOBBIX 3asIBJICHUN U MPEACTABIICHUE X B 2
ApOuTpaXKHBIN CY/I.
[Tpaktuueckoe 3anstue Ne6. OdopmMiieHHe MPETEH3UOHHO-U CKOBOH 4
JIOKyMEHTAIUH.
Paznen 3 OPTAHU3 AL PABOTHI C JIOKYMEHTAMU B OPI'AHU3ALIUAX 8/2
(YUPEXIEHU A X)
Tema 3.1 Texnonorus | Coaepxanue yueOHOro MaTepHraa OK 01, OK 02, OK 03,
OpraHu3aluu OK 04, OK 09
1. YopapieHue u 1e0mpon3BoacTBo. Opranu3anuoHHbIe HOPMBI
JIOKYMEHTO000poTa B
JIETIONPOU3BOJICTBA. IIK1.2,1IK 1.3
OpraHu3aIHsIX
(yupexneHusix) 2. Cnyx0a TOKyMEHTaIlMOHHOT'0 00eCreueHus yIpaBlIeH s, OCHOBHAS
3aava, (DyHKIIMH, TUTIOBBIE CTPYKTYPHI, JOJDKHOCTHON COCTaB. 2
3. Pernamenranus pabotsl ciyx0b1 JIOY. [IpumepHoe nonoxeHue o
CITy’K0€ IOKYMEHTAIIMOHHOT'0 00eCIeUeHHUs YIIPABICHUS U JOJKHOCTHBIC
WHCTPYKITUH.
Tema 3.2 ConepxaHue yueOHOro MaTepHrasa OK 01, OK 02, OK 03,
OcobenHoct OK 04, OK 05, OK 06,
1. IloHATHSA TpENIOKEHUS, 3asIBJICHUS U 5KaJIO0bI.
JIEJIONPOU3BOCTBA 110 OK 09
obpaeHusAM 2. IIpuem u peructpanus nuceM rpaxjiad. PaccMorpenue u pa3penieHue 2
TpaXaaH 1 [HCEM, CPOK PACCMOTPEHHUS. AHAIIM3 TIHCEM I'PaXK/IaH. IK 1.2, 1IK 1.3
KOH(UICHIIUAILHOT'0
JIETONPOU3BOICTBA 3. KondunenuuansHoe aenonpons3BoacTBo. [ pud orpanudeHus 1ocTyma K

JIOKYMEHTY.




4. ABTOMaTU3UPOBAaHHBIE CUCTEMBI PA0OTHI C JOKYMEHTaMHU.

5. CpencrBa U3roToBIICHHUS], KOMUPOBAHUS U Pa3MHOXKEHUS JOKYMEHTOB.
Opranuzaius pabo4nx MecT.

[Tpaktuueckoe 3anstue No7. OdopmiieHne oopaiieHnuii rpaxaaH.

Tema 3.3
CucremaTu3amus
JOKYMEHTOB,
(dhopMHUpOBaHUE UX B
Jernia ¥ epeiaya B
apXuB OpraHu3aIuu

Conepxanue yueOHOro MmaTepuaa

1. Ilonatue nokymeHToobopora. O0mIMe NPUHIMUIBI OPraHu3aluu
JIOKyMEHTOO00O0pPOTa, €ro OCHOBHBIE 3Tallbl: IIPUEM U IIepBUYHAs 00paboTKa
JIOKyMEHTOB; pacrpe/ieJeHue MOCTYIUBIINX JOKYMEHTOB; pEerucTpanus
JIOKYMEHTOB U IPEIBAPUTEILHOE UX PACCMOTPEHHE; pACCMOTPEHHE
JIOKYMEHTOB PYKOBOJICTBOM OpPraHM3aluu (YUPeKEeHHsI) U HaIlPaBICHHUE X
Ha UCIOJHEHUE; CIOJHEHNE U KOHTPOJIb 33 UCIIOJIHEHUEM JIOKYMEHTOB;
TEKyIlee XpaHEHHE JTOKYMEHTOB.

OK 01, OK 02, OK 03,
OK 04, OK 09

K 1.2, TIK 1.3

2. Homenknarypa nen. O6paboTtka J1ei1 A MOCIeNYIOMEro XpaHeHusl.

3. DKcrepTH3a EHHOCTH IOKYMEHTOB, 0OpPMIICHHUE JIeTl, COCTaBJICHUE
ornuceld. Cnayda nen B apxus.

CamocrosTenbHas paboTa
PaGoTta c HOpMaTUBHO-TIPAaBOBBIMU JOKYMEHTAMU

1. lafiTe onpeneneHue NOHATHS "TOKyMEHTOO00pOT".

2. KakoBbI OCHOBHBIE ATallbl JOKyMEHTOO00pOTa?

3. Kakue sTans! 00paboTKH MPOXOAST BXOASALIME TOKYMEHTHI?

4. B xaKkue CpoKH JI0JKHBI OBITh OCYLIECTBIIEHBI JOCTaBKA U PACCMOTPEHUE
BXOJISATIINX

JIOKYMEHTOB?

5. Kakue 10KyMeHTbhI Ha3bIBalOT UCXOSIIIIUMU ?

6. Kakue onepanuu BXOAST B COCTaB 00pabOTKH UCXOISIICH
JIOKyMEHTaluu?

7. Kakue JOKyMEHTBI Ha3bIBAKOT BHYTPEHHUMU?

8. B ueM 3akirouaercss 0cOOEHHOCTh pabOThl C BHYTPEHHUMH JJOKYMEHTaMH ?
9. Jlnst yero u Kak MPoOU3BOIUTCS y4eT o0beMa JOKyMeHToobopoTa?

OK 01, OK 02, OK 03,
OK 04, OK 09

K 1.2, IIK 1.3




10. Kakue BUJbI TOKYMEHTOB MOJJIEKAT PErUCTpAIIn?
11. Kakue cymiectByOT (OpMBI pEruCTpallii JOKyMEHTOB?
12. Kakue TOKyMEHTHI IOJIJIeXKAT 0053aTEIbHOMY KOHTPOIIO?

[IpomexyTouHas aTTecTanus

Bcero:

50




3. YCJOBUS PEAJIN3AIIMNA YUYEBHOM TUCIIUILINHBI

3.1. lis peasu3anuu NporpaMmMbl Npo(hecCHOHATBHOTO MOAYJIsI 10JIKHBI ObITH
NpeyCMOTPEHbI ClleNHAIbHbIE MOMeIleH s

Kabuner «/loKyMEHTaIIMOHHOTO 00€CIIEUeHUS YIIPaBICHUsD, OCHAILICHHBIN

Komrmekt yueOHOM MeOenu: 1ocka MesioBast — | IIT., CTOJ ydeHUYecKuid — 15 mr., cTyn
yueHndeckuii — 30 ., cron — 1 mwrt., cryn — 1 mr. Komrmiekt yue0HO-MeTOAnYecK O
JIOKYMEHTAIIUH, pa3IaTOYHBIA MaTepral, MJIAKaThl.

3.2. UndopmannonHoe odecniedeHne peaau3alui NporpaMmsl

OCHOBHBIE ITEYaTHBIC U3JAHUS

1. Kysneuos, . H. JlokyMmeHTaunonHoe odecriedeHue ymnpapieHus. JJokyMeHTo000poT U
JIETIOTPOU3BOJICTBO : YUEOHHK M TMPAKTHKYM [Tl CPEHEro MpodecCHOHaIbHOro oopasoBanus /
. H. Ky3nenoB. — 4-¢ u3z., nepepad. u gomn. — Mocksa : M3narensctBo IOpaiit, 2023. —
545 c. — (IIpodeccuonanproe odbpazoBanue). — ISBN 978-5-534-16004-8.

2. bacakos, M. 1., JlokymeHTanmoHHOE oOecriedeHne yrpaBieHus (¢ OCHOBAMHU
apxuBoBeneHus) : yueOHoe nocobue / M. Y. bacakos. — Mocksa : KnoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nara oOpareHwus:
26.06.2023). — TeKcT : 3JeKTPOHHBIH.

OCHOBHBIE JICKTPOHHBIC U3JaHUS

1. Bapmynn, B. B., JlokymenTanimonHoe obecneuenne ynpasieHus : yaueOHuk / B. B. Bapmyn.
— Mocksa : FOctunus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata oopamienus: 26.06.2023). — TeKcCT : 37€KTPOHHBIN.

2. Kopuees, 1. K. JlokyMeHTalmoHHOE oOecrieueHre YIpaBlIeHus | yAIeOHUK U MPAKTUKYM JJIsI
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4. KOHTPOJIb M OLIEHKA PE3YJbTATOB OCBOEHUS
YYEBHOW JUCHUTIINHBI

Pe3ynbTatel 00y4yeHus
OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,
OK 09,IIK 1.2, [IK 1.3.

Kpurepun oneHkun

MeToabl OLlEHKHA

HepequL 3H21HHI>1, OCBAMBACMBIX B paMKaXx AW CHHUITJIMHBI

TepmuHonorus B
obmactu
JOKYMEHTAI[MOHHOT O
obecrieueHus
yIpaBJICHHUS,
HopmatusHubie
JIOKYMEHTHI,
perjaMeHTUpYIoIIHe
COCTaBJICHUE U
oopmiieHne
JOKYMEHTALUU U
HOPSZIOK €€ 00paboTKH;
[IpaBuna cocraBnenus u
oopmueHus
OpraHu3alMOHHO-
pacropsiAuTEIbHBIX
JIOKYMEHTOB, BXOSIINX
B YHU(UIIUPOBAHHYIO
CUCTEMY
OpraHu3alMOHHO-
pacropsiANTEIbHBIX
JIOKYMEHTOB,
YHU(DUITIPOBAHHYIO
CUCTEMY IIEpBUYHON
YYETHOW TOKYMEHTALMU
B 4aCTH JIOKYMEHTaIlUH
10 YYETy TPpY/a;
[lopsinok npoBeneHus
9KCIEPTU3BI [IEHHOCTH
JIOKYMEHTOB U
IIOJITOTOBKY JI€T K
apXUBHOMY XPaHEHUIO.
TexHousorus
OpraHu3aluu
JIOKYMEHTO000poTa B
OpraHu3aLMsIX
(YupexeHusx).

- ohopmIIeHHE TOKYMEHTOB U PEIICHHE
MPAKTHYECKUX CUTYALIUM C
HOPMATHBHBIM MTPABOBBIM
000CHOBaHUEM;

- UCIIOJIb30BAHHUE PA3IMIHBIX
HMCTOYHHUKOB, BKJTFOYAs SJICKTPOHHBIC
pecypcbl, Meaua pecypcesl, uTepHer-
pecypchl, IEPUOUIECKUE H3TAHUS 10
CIIEUAILHOCTH /IS PEIICHUS
podecCHOHANIBHBIX 3a/1a4

- IEMOHCTpALHsI OTBETCTBEHHOCTH 3a
MIPUHATHIE PEIIeHUsI, 000CHOBAHHOCTh
caMoaHalIn3a U KOPPEKLIUs
pe3yJIbTaTOB COOCTBEHHOM paboThI;

- UCII0JIb30BAHNUE 3aKOHOIATEILHBIX U
HOPMATHBHO-IIPABOBBIX AKTOB IIPH
TUTAHUPOBAHUU TIPEIIPUHUMATEIHCKOM
JesITeIbHOCTH B TPO(hecCHOHATBHON
chepe;

- IGMOHCTpAIIUs 3HAaHUI B 001aCTH
(UHAHCOBOI rPaMOTHOCTH;
KOHCTPYKTHBHOCTH B3aMMOJICHCTBHS C
00y4aroMMMHUCSI, TPETIOJaBATEIIIMU B
X071€ 00y4eHHUs, PyKOBOAUTEIIMHU
y4eOHOM U MTPOU3BOICTBEHHOM
MPAKTHK.

-co0JII0IeHNEe HOPM
pohecCuOHaTbHON ATHKH;

— MOCTPOEHHE MPOPECCHOHAIBHOT O
OOIIEHUS C yYE€TOM COLIMAIIbHO-
po(hecCHOHATILHOTO CcTaTyca,
CUTYallMH OOIICHHS, 0COOCHHOCTEH
TPYIIb U UHIUBUYaTbHBIX
0CcO0EHHOCTEN y4aCTHHUKOB

KOMM yHUKAIIWH,

- FPAMOTHOCTb YCTHOW U IMCbMEHHOU
peun;

- o(hopMIICHHE TOKYMEHTOB B
cootBeTcTBHU ¢ ['OCToMm;

- ICHOCTHh (POPMYIHPOBAHUS
HU3JI0KECHUS MBICIICH;

- IPOSIBJICHUE TOJICPAHTHOCTHU B
npolecce OOIICHMS;

- c00JII0/ICHH e HOPM TTOBEJICHUS BO

- OKCTEPTHOE HAOIIIOICHHE
BBITIOJTHCHUS
MPAKTHYECKUX 3aJaHUN,

- OII€HKA 10 UTOTraM
YCTHOI'0 OIpoca
CTYJICHTOB,

- Ha0JII0IeHN e 110 UTOraM
TECTUPOBAHUS,

- OLIEHKA B IpoLecce
MIPOBE/ICHUS
MPOMEKYTOUHOM
aTTECTALNH.




BpeMs yueOHBIX 3aHSTHH;

- COOJIIOICHHE CTaHIAPTOB
AHTHKOPPYIIIMOHHOTO ITOBEICHHUS;

- co0JII0TaeT HOPMBI SKOJIOTUYECKON
0e30MmacHOCTH;

— OMpeesseT HapaBJICHUs
pecypcocOepexeHus B paMKax
pohecCHOHaNBHON AeSTeLHOCTH O
CIICIIUAIBHOCTH;

- 3 pEeKTUBHOCTD M CIIOIH30BAHMS
CpencTB PU3NUECKON KYJIbTYPBI s
COXpaHEHUS M YKPEIICHUS 3J0OPOBBS B
nporiecce npodeccrnoHanbHOMI

TSI TeTbHOCTHU U MOIePKaHUs
HE0OXOMMOT0 YPOBHS (PU3HUECKOM
MOJITOTOBJICHH OCTH;

- 3 PEKTUBHOCTD UCITOIH30BAHUS B
po(hecCOHaTbHOU ASSITETbHOCTH
HEOOXOIMMOH JTOKYMEHTAIINH, B TOM
9HCIIC HA MHOCTPAHHOM $SI3BIKE

HepequL YMGHHfI, OCBAaMBACMbIX B paMKaXx I CHUIIIIMHBL

[IpumensTes Ha
MIPAKTHKE
rocyJlapCTBEHHbIE
CTaHJapPTHI, JPyTHE
HOPMaTHUBHO-
METOJNUYECKHE
JOKYMEHTBHI,
perJIaMeHTHPYIOTIIHE
OpraHU3aIHI0
JOKYMEHTAI[HOHHOT O
obecrieueHus
YIIPABIICHHUS;
CocraBasTh u
IpaBUILHO 0OPMIISThH
OCHOBHBIC BU/IBI
OpraHU3aIHOHHO-
pacIopsIIUTEIHHBIX
JIOKYMEHTOB;
OdopmiATh
UH(OPMAIIMOHHO-
CIIPAaBOYHYIO
JOKYMEHTAIIHIO;
OdopMIATh KaIpOBYIO
JOKYMEHTAIIHIO;
OdopmsTh
MIPETEH3UOHHO-UCKOBYIO
JOKYMEHTAITHIO.

- 0opMIICHHE JOKYMEHTOB U pellieHue
MPAaKTUYECKUX CUTYAIHH C
HOPMATUBHBIM TPaBOBBIM
000CHOBaHHUEM;

- ICTIOJIb30BAaHUE Pa3INYHBIX
MCTOYHUKOB, BKITIOYAsI SJIEKTPOHHBIC
pecypcsl, Meaua pecypebl, MHTepHeT-
pecypchl, MepHOANY €CKUE U3IAaHUS 1O
CTICIHAIEHOCTH JUTS peILICHHS
npohecCOHaNbHBIX 3a/1a4

- IGMOHCTpPAIINsl OTBETCTBEHHOCTH 3a
MPUHSTHIE pelIeHHsI, 000CHOBAaHHOCTb
CaMOaHaJM3a U KOPPEKIHUs
pe3yJIbTaTOB COOCTBEHHOW Pa0OTHI,

- IICTIOJIb30BaHUE 3aKOHOJATEIBHBIX U
HOPMAaTHUBHO-TIPABOBBIX aKTOB IIPH
TUIAHUPOBAHUY TIPS PUHUMATEIHCKON
JEATENbHOCTH B MPOdeccHoHaIbHOM
chepe;

- IGMOHCTpAIIUs 3HAHHI B 00JIACTH
(UHAHCOBOI rPaMOTHOCTH;
KOHCTPYKTUBHOCTB B3aMOJICH CTBHSI C
00y4JaroIMMHUCS, TIPEOaBaTeISIMU B
X0J1e 00y4YCHUsI, PyKOBOIUTEISIMU
y4eOHOW U TPOU3BOACTBEHHOMN
MPAKTHUK.

-c0o0JII0/IeHNEe HOPM
podecCHOHALHON YTHKH;

— MoCcTpOeHHe MPOPECCHOHATIBHOTO
O0IIIEHNUS C YIETOM COLMAIBHO-

- OKCMEPTHOE HAOIIIOICHHE
BBITIOJTH CHUS
MPAKTHYECKUX 3aIaHUH,

- OIICHKA 110 UTOram
YCTHOTO OIpoca
CTYJIEHTOB,

- HaOJII0IeHU e TI0 UTOTaM
TECTUPOBAHMUS,

- OIIEHKA B Mpoliecce
MIPOBE/ICHUS
IIPOMEKYTOUHON
aTTECTallH.




poheccHoHaIbHOrO cTaTyca,
CUTYalluH OOIICHHS, 0COOCHHOCTEH
TPYIITB U HHIUBUYaTbHBIX
0COOEHHOCTEW YYaCTHHUKOB

KOMM yHUKAIIWH,

- [PaMOTHOCTh YCTHOW U MU CbMEHHOM
peuu;

- oopMIICHHE TOKYMEHTOB B
cootBercTBUU ¢ ['OCToMm;

- AICHOCTb (POPMYJIMPOBAHUS U
W3JI0KEHUS MBICIICH;

- IPOSIBIIEHU € TOJICPAHTHOCTH B
npoiecce 0OIIeHHUS;

- cO0JII0IeHN e HOPM TTOBEICHUS BO
BpeMs y4eOHBIX 3aHSITUI;

- coOJII0IeHNE CTaH/IapTOB
AHTUKOPPYIIMOHHOT O TOBEECHUS;

- c00JII01aeT HOPMBI SKOJIOTUYECKON
0e30MacHOCTH;

— ompeneNsieT HapaBJICHUS
pecypcocOepexeHus B paMKax
npoheccuoHaIbHON AesTeIbHOCTH MO
CIIEeUATBHOCTH;

- 3 EeKTUBHOCTD U CITOIb30BAHMS
CpenCTB PU3NICCKON KYJIbTYPBI IS
COXpaHEHUS ¥ YKPEIUICHUS 3J0POBBS B
nporecce npodeccHoHaIbHON

NS TeTbHOCTH | MOAJIepPKaHuUs
HEOOXOMMOr0 ypOBHS (HPU3UUYECKOM
MOJITOTOBJIEHH OCTH;

- 3 PEKTUBHOCTD UCITOIb30BAHUS B
po(heCCHOHATBbHON JASSITEIbHOCTH
HEOOXOIMMOM JTOKYMEHTAIIMH, B TOM
YHCIIC HA MHOCTPAHHOM $SI3BIKE
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1.00mue noJs1okeHUA
@®onp onenounsx cpenacts (POC) nmpenHazHadyeH JUIsi KOHTPOJS U OLIEHKH 00pa30BaTEIbHBIX
JOCTH)KEHUN o0yyarommxcs, OCBOUBUINX pOrpaMmy yueOHoI T CLIUTUIMHBI
«JlokyMeHTalMOHHOE oOecreyeHne YIpaBJIeHUs ».

OOC BKIOUYAIOT KOHTPOJbHbIE MaTepuaibl IJs HPOBEACHHUS TEKYILIEro KOHTPOJIA U
MIPOMEKYTOUHOM aTTecTanuu B hopme 1udepeHIIMPOBAHHOIO 3aUeTa.
®OC pazpaboransl B cooTBeTcTBUM ¢ DenepalbHBIM TOCYAApCTBEHHBIM 00pa30BaTEIbHBIM
crangaprom no crneuuansHoctd CIIO 40.02.04 FOpucnpynenuuss u paboueil mporpammoint
y4eOHON AUCHUTIIINHBI «/{oKyMeHTallnOHHOE 00ecreueHre yrpaBiIeHUs ».

I1. Pe3yjabTarbl 0CBOCHMS JUCHMILIMHBI, OJIEKALLEH POBEPKe.

[Tpeamer(bl) oleHUBaHUS OOBbeKT(bl) OLICHUBAHNUS IToka3arenu
OIICHKH
Ymemn: - odopMmiieHHE JOKyMEHTOB U | - W H/IMBH Ty aJIbH It
-lpumensts Ha IIPaKTUKE | perienne mpakTHYeCKuX cutyanuii ¢ | ©MPOC
- TECTHPOBaHHS IO
roCy/1apCTBEHHbIE CTAHAAPTB, | oo Ty HBIM TIPABOBHIM p S
Jpyrue HOPMATUBHO-METOAUYECKUE pasneinaM y4€OHOU
000CHOBaHHUEM; JUCLMTLTHHB
JOKYMEHTBI,  PErIaMEHTHPYIOIINE ’
OpPraHM3allMI0  JTOKYMEHTAIOHHOTO i pe(bepaTH,. AAOKIIAEL,
o0ecrieueHus yIpaBJIeHUS; - HCIIOJIb30BAHUC Ppa3IMIHbIX TIpe3CHTaLIH,
-COCTaBIISITh " IpaBUIbHO | UCTOYHHKOB, BKIKOYAs SJICKTPOHHBIC | BOHPOCHI K
T epeHITUPOBAHHOMY
o opMIIATH OCHOBHBIE BUIBI | PECYPCHI, Meauna pecypcel, savery
OpPraHu3aluOHHO- I/IHTepHeT'pecprBI, NEPUOAUICCKUC
pacnopsAaUTEIbHBIX JOKYMEHTOB; H3NaHuA o ClICHHAIBHOCTH UK
'O(bOpMHfITB I/IH(bOpMaIII/IOHHO- peuiceHuA HpO(l)eCCI/IOHaJII)HI)IX 3aaa4
CIPaBOYHYIO TJOKYMEHTAIUIO;
-OopMITsITh KapOBYIO | - ACMOHCTpALUsl OTBETCTBEHHOCTH 3a
JIOKYMEHTAIHIO; TIPUHSITHIC perieHwus,
-ObopMIISTH PETECH3HOHHO- 00OCHOBAaHHOCTb ~ CaMoOaHalIW3a |
gCKOByIO AOKYMEHTALHIO. KOPPEKIIHS pe3yabTaToB
HAmMb .

COOCTBEHHOM padOThI;
-TepmMuHOIOrUIO B 00J1aCTH

JOKYMCHTAIUOHHOT' O obecreueHust

YIIPaBIICHHUS; - HCIIOJIb30BAHUE 3aKOHOAATEIBHBIX
-HopmatuBHbBIE TOKYMEHTHI, ¥ HOPMATHUBHO-TIPABOBEIX aKTOB IMPHU
PETIaMCHTUPYHOIIUEC COCTABJIICHUC U MJIAaHUPOBAHUU

oopMIIeHNE TOKYMEHTAIINH 1 Npe AN PUHHMATENLCKOM

MOPSAZIOK €€ 00paboTKH;

JEeSITEIbHOCTU B MPO¢ecCOHaIbHON
-ITpaBuia cocraBieHus U

o opMIIEHUST OpraHU3aIMOHHO- cpepe;

pacrnopsiAuTENbHbBIX JOKYMEHTOB,

BXOJSIIUX B YHI/I(bI/ILII/IpOBaHHYIO - AEMOHCTpalu-d 3HaHUi B 00JIaCTH
CUCTEMY OpraHU3allMOHHO- (1)I/IHaHCOBOI\/'I Ir'paMOTHOCTH;,
pacnopsAuTENbHbIX JOKYMEHTOB,

YHUDUIIUPOBAHHYIO CUCTEMY - KOHCTPYKTMBHOCTb

MEPBUYHON YUCTHOW JOKYMEHTAIMH | B3aMMOJCHCTBUS C OOYYarOoIUMUCS,
B JaCTH NOKYMCHTALlHH 110 yICTYy IpenojiaBaTe/sIMU B XoJ1€ 00yueHus,
TpyAa, PYKOBOJIUTEN MU y4aeOHOH u

-ITopsinok mpoBeAeHus: SKCIEePTU3BI
LIEHHOCTH JJOKYMEHTOB U
MOATOTOBKU €] K apXUBHOMY

IMPONU3BOACTBCHH on IMPaKTHK.




XpaHEHHUIO.
-TexHOIOruIo OpraHu3aluu
JOKyMEHTOOOO0POTa B OpraHu3alusaxX
(YUpexIeHUsX).

OK 01 BriGupars ciocoObl penieHus
3a1a4 npodeccuoHaIbHON
NEeSITEIbHOCTU TPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM

OK 02 Hcrnonb3oBaTh COBpEMEHHBIE
CpeACTBa MOMCKa, aHAIN3a U
MHTEpIpeTaluy HHOpMaLuu, U
UH(POPMAIIMOHHBIE TEXHOJIOTHH ISt
BBINOJIHEHUS 3324
IpoQecCUOHATBbHOM JesTeIbHOCTH
OK 03 IInanupoBath u
peann30BbIBaTh COOCTBEHHOE
po(heCCUOHATIBHOE U JIUYHOCTHOE
pa3BUTHE, P PUHUMATENILCKYIO
JEeSITEIbHOCTD B TPO(heCCHOHAIBHOM
cdepe, UCHOIB30BATH 3HAHUS IO
MpaBOBOM U (PUHAHCOBOM
IPaMOTHOCTH B pa3jIM4HbIX
YKU3HEHHBIX CUTYaIUsX;

OK 04 D¢dextuBHO
B3aMMOICHCTBOBAThH U paboTaTh B
KOJIJIEKTUBE U KOMaH/Ie

OK 05 OcymiecTBisIT YyCTHYIO U
NUCbMEHHYIO KOMMYHHKAIUIO Ha
roCy/IapCTBEHHOM SI3bIKE
Poccniickon denepannu ¢ yaerom
0COOEHHOCTEN COIMAILHOTO U
KyJIbTYPHOTO KOHTEKCTa

OK 06 IlposiBiaTh rpakaaHcKo-
HNaTPUOTUYECKYIO ITO3ULIHIO,
JEMOHCTPUPOBATh OCO3HAHHOE
IIOBEJIEHUE HA OCHOBE
TPaJAULIMOHHBIX O0IEYET0BEUECKUX
LIEHHOCTEW, B TOM YHCIIE C y4ETOM
rapMOHM3aIMU MEXHAIIMOHAIBHBIX U
MEXPEIUTHO3HbIX OTHOLLIEHUH,
IPUMEHATH CTAHAPThI

OK 09 Ilonb3oBatbes
npodeccuoHabHOM TOKYMEHTAIMCH
Ha rocyJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

I1K. 1.2. ITpumeHATh HOPMBI ITpaBa
JUIS pelleHus 3a7a4 B
npodecCHOoHaNbHOM JesITeTbHOCTH.
IIK 1.3. BnageTs HaBBIKAMH
MOJTOTOBKH FOPHANYECKUX

'CO6J'IIO,Z[€HI/IC HOpM

npodeccuoHaIbHOM Y THKY;

— TocTpoeHne MpodhecCHOHATHHOTO

OOIIEHUsT C YYETOM COIMaJIbHO-
npoQecCHOHATBHOTO cTaryca,
CUTyalui OOIIEHUs], OCOOEHHOCTEH
TpyIIbI u HHIAUBUAYAJTbHBIX
0co0eHHOCTEH Y4aCTHUKOB
KOMMYHUKAIIUH,

- IPAMOTHOCTh YCTHOU u

MHUCbMEHHOMN peuun;

- odopmieHne JTOKYMEHTOB B
cootBetrcTBUH ¢ [[OCTowMm;

- SACHOCTh (OPMYIMPOBAHUSA U
M3JI0KEHUS MBICIICH;

- IMPOABJICHHUC TOJCPAHTHOCTU B
nporecce o0IIeHus;

- coOJIro/IecHne HOPM TIOBEACHUSI BO
BpeMsi yU€OHBIX 3aHATHIH;

- co0JroIeHr e CTaH/1apTOB
AHTUKOPPYILMOHHOT O TIOBEJICHUS;
- CO0JII0OTaeT HOPMBI IKOJIOTUUYECKOM

0e30IacHOCTH;

- ornpeensier HaIpaBJICHUS
pecypcocOepekeHrss B paMKax
npo(eCCHOHABHONW  JIeATEIbHOCTH

110 CIICMaJIbHOCTH

- 9(eKTUBHOCTD HCIOIB30BAHUS
CpeAcTB (HU3UYECKON KyJIbTYpPbI IS
COXpPaHEHUS U YKPEIUICHHUS 30POBbs
B mpormecce MpodeccuoHaTbHON
JNeSTEIPHOCTH W TOAJIepXKaHUSA
HEOOXOIUMOT0 ypOBHS (pU3UUECKOM
MOITOTOBJIEHHOCTH;

- 3()EKTUBHOCTD UCITOIb30BAHHUS B
npodeccHoHabHOM JIEATEIBHOCTH
HEOOXOAMMON TOKYMEHTAIIMH, B TOM
YUCIIC HA MTHOCTPAHHOM SI3BIKE




JOKYMCHTOB, B TOM 4YHCJIC C
HCIIOJIbB30BAHHUEM I/IHq)OpMaLII/IOHHBIX

TEXHOJIOT U

TecToBbIE BOIIPOCHI MO JUCHUIIJIUHE IlOKyMeHTaIIHOHHOE ob0ecmeyeHune yYiupaBJjieHUs

Kommnerenniun

cneunajgbHocTh 40.02.04 IOpucnpyaenuus

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, IIK 1.2, I[IK 1.3.

NeNe | IIpaBunbHBIN OTBET ConeprkaHue BOIIPOCOB Komrmer
CHLIMS
1. 1. lesTenbHOCTD anmapara ylnpaBJIeHUs, OXBAThIBAIOIIAs BOIPOCHI OK 01

JIOKYMEHTHUPOBAHMS M OPraHu3aIuy paboThl ¢ JOKYMEHTAMM:
1. MOKyMeHTalMOHHOE o0ecIieueHUe yIpaBICHUS

2. cTaHIapTU3ALUS

3. cucrema JOKyMEHTalHuH

2. BcraBbpTe mpomyIieHHoe CI0BO.
[IpaBoBoii cTaTyc pabOTHHUKA OpraHU3aALUH
peryiaMeHTHPYEeTCS

3. CoBOKYMHOCTh paboOT MO JOKYMEHTHUPOBAHUIO JESTEIbHOCTH
YUPEKIEHUS U [10 OPraHU3aluU JOKYMEHTOB B HEM — 3TO:

. 00BEKT J1eJI0MPON3BOJICTBA;

. IEJIONIPOU3BOJICTBO;

. CO3/I1aHH€ CHCTEMBI IOKYMEHTAIIHH;

. €IMHas TOCyIapCTBEHHAsI CUCTEMa JIOKYMEHTAIIHH.

. JIOKyMeHT:

. CTAaHAAPTHOE PACIIOIOXKEHNUE MaTepraia

. MaTepuaNbHbII 00BEKT ¢ HH(pOpManueH, 3ahuKCUPOBAHHON
CO3/IaHHBIM YEJIOBEKOM CI1I0co00M, JUIs €€ mepeaul BO BpEMEHU U
IPOCTPAHCTBE

3. COBOKYMMHOCTh PEKBU3UTOB O(UIIHAIHEHOTO MUChMa

NP AR WN —

5. BcraBpTe HEnocTaromume JOKyMEHTHI.

K Opra"Hru3allMOHHBIM JOKYMCHTAM OTHOCATCA:

CtpyKTypa U IITaTHAs YUCIEHHOCTb, ,JITaTHOE
pacrnucaHue, paBuiia BHyTPEHHETO PacopsiIKa,

6. HeoOxonumMocTh BeICHHS JIMYHBIX 1€ pAOOTHUKOB:

1. OnpenenseTcs opraHuzaiueid CaMoCTOATEIbHO

2. OCHOBHBIMU NpaBUIAMU pabOTHl ApXUBOB OpraHU3aIUi

3. IIpaBunamu BHyTPEHHETO TPYAOBOI'O paclopsaka

4. IlepeyHemM TUIOBBIX YNPABIEHUYECKUX JOKYMEHTOB,
00pa3yromuxcs B 1€SITeIbHOCTH OPraHU3aIi, C yKa3aHHEM CPOKOB
XpaHeHUs!

7. ITopsnok opopmIleHHs, BEICHUS M XpaHEHHsSI TPYIAOBBIX KHIDKEK,




BKJIJIBIIICH B HUX, AYOJIMKATOB TPYJAOBBIX KHIKEK
periiaMeHTUPOBAaH. ..

1. Tpynoeim Kogekcom PD

2. YronaoBHBIM KoJeKcoM PO

3. ITlocranoBnenue [IpaBurenscrea PO

4. nctpykuueit mo KagpoBOMY JIEJIONPOU3BOACTBY OpraHU3aifnu

8. [lepenaua nndopmaiuu, KOTOpasi COAEPKHUTCS B TOKyMEHTE, B
IPOCTPAaHCTBE U BPEMEHH — 3TO:

1. KOMMyHUKaTUBHAs (PYHKIUS JTOKYMEHTA;

2. coumainbHas QyHKIHS JOKYMEHTa;

3. mosmTHYecKas PYHKIUS TOKYMEHTA.

9. CrtocoOHOCTH TOKYMEHTA MOBJIEYb 3a CO00I MpaBOBHIE
TIOCJICIICTBUS — JTO €ro:

1. ropunuueckas cuna;

2. IOpUINYECKas 3HAUUMOCTD;

3. TOCTOBEPHOCTb.

10. OcHOBHBIE BH/IBI OPTaHU3ALMOHHO-TTPABOBBIX JIOKYMEHTOB?

1. YcranoBuTe COOTBETCTBHE MMPOMYIMECHHBIX CJIOB B OIPCACICHUH.

ITox ropuauuecKkoi CUI0M JOKYMEHTa IOHUMAETCs CBOMCTBO
oHIaTBHOTO (A), coobmraemoe emy
JIEHCTBYIOIIIUM (b), komnereHuein
U3JIABIIETO €ro OpraHa U yCTaHOBJIEHHOTO Mopsiaka ohopMIIeHUS
(B) mpuHSATEIM HOpMaMH.

HokymenTa (b)
3akoHOATETHCTBOM (A)
PexBusutos (B)

2. Ilokaxkute, Kak MPaBUIBHO OQOPMIISETCS] pEKBU3UT
«PeructpaninoHHbII HOMEP JOKYMEHTa» Ha CIIYKEOHOM MHCHME.

3. 'me momemraetcst "OTMETKA O IOCTYIUICHUU TOKYMEHTA B
opraHuzanuo"?
1. Ha nesom moie
2. Ha BepxHeM mnosie
3. Ha HmxHeM mosie
4. Ha mo60oM CBOOOTHOM OT TEKCTa MECTE

4. OcHOBHas 11€JIb OPraHU3alUU KOHTPOJISI KCTIOJHEHUS — . .

1. obecrnieueHre CBOCBPEMEHHOI0 U Ka4eCTBEHHOT'O UCTTOTHEHHS
JIOKYMEHTOB

2. obecrieueHne COXPAaHHOCTH IOKYMEHTOB, YCTPaHEHHE
BO3MO)KHOCTHU TIOTEPb JIOKYMEHTOB

3. obecrnieuyeHne MOMCcKa JOKYMEHTOB B HH(OPMAIIMOHHO -
CIIPaBOYHBIX I[EIIAX

4. mpoBepKa CBOEBPEMEHHOTO JIOBEACHUS JIOKYMEHTA JI0
UCTIOJTHHUTEIIS

5. HoMenkunatypa nen npeaHa3HadyeHa JJis:
1. CucremaTu3anuy J10OKyMEHTOB Ha NMPEANPUATUN
2. I'pynnupoBKY UCIIOJIHEHHBIX JOKYMEHTOB B JI€/1a U UX y4eTa
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3. I mpaBUIBHOTO XPaHEHUs JOKYMEHTOB Ha MPEAN pUATUN
4. CoburoieHus pexXrMa CEKPETHOCTH Ha MPEANPUITUN

6. Korma B HOMEHKIaType Jiell yKa3bIBaeTCs KOJIMUECTBO
3aBEIEHHBIX TOMOB?

1. B Teuenue roma

2. ITo Mepe 3aHeceHHs CBEICHU B HOMEHKJIATYPY

3. B KoHIIE KajeHaapHOro roia

4. TonbKo 1Mo 3aBEPIICHUH Jeia

7. K moxymeHTaM 1o TUYHOMY COCTaBY OTHOCSITCS:

8. [Topsimok oopmieHwMs, BENCHHUS U XpaHEHUS TPYTOBBIX KHUKEK,
BKJIAJIbIIIEH B HUX, TYOJIMKATOB TPYJOBBIX KHUKEK
pErIaMEHTUPOBAH. ..

1. TpynoBeim Konexcom PO

2. YT0J10BHEIM KOJieKkcoM PO

3. IlocranoBnenue [IpaBurenscrea PO

4. ncTtpyKkuuei 1o kaapoBoMy J€JI0NPOU3BOACTBY OpraHU3alluu

9. CocraBbTe 0JIOK-CXeMY paOOThI C BXOASAIIMMH JTOKYMEHTaMH.
JlobaBbTE HEIOCTAIOLIUE JICH CTBHS.
1 IlepBuunyro o0paboTKYy.

I IpensapuTensHOE pacCMOTPEHHE.

2
3
4.  PaccMoTpeHHe pyKOBOIUTEIIEM.
5. .

10. CocraBbTe 0J10K-CXeMy pabOTHI C BHYyTPEHHUMHU JOKYMEHTaMHU.
Jlo0aBbTE HEIOCTAIOIINE JCH CTBHUS.

1. cocraBmsieTcst MPOEKT TEKCTA TOKyMEHTA,;

2. IPOBOJIUTCS €0 COTJIaCOBaHUE C 3aMHTEPECOBAHHBIMHU
JIOJDKHOCTHBIMH JIMIIAMU U 10padaThIBACTCS 1O UX 3aMEUaHUSIM;

3.

4.

5. perucTpupyercs B )KypHaJie BHyTPEHHEN KOPPECTIOHICHIIHH.

1. Ha xakue Buabl JOKyMeHTOB pacnpoctpansaercs aeiictsue [OCT
P 7.0.97-2016?

1. ycTaB, noJIOXKEHUE, aKThl, TUCbMA, CIIPABKH;

2. ycTaB, 3a4€THbIE KHUKKH, aKThl, IUCbMA, CIIPABKHU;

3. ycTaB, OJIOXKEHUE, aKThl, YIOCTOBEPEHMsI, CIIPABKH.

2. KakuM TOKYMEHTOM OmpeessieTcst IpaBoOBOM CTaTyc pabOTHHUKA
OpraHu3alMH PErJIaMeHTUPYETCS:

3. CooTHECHUTE NOHATHE JTOKYMEHTOB U UX OIIPEIEICHUS.

1. Cy>xebHOE THCEMO

2. JloknaHas 3amucKa

3. YupeauTeabHbIil JOrOBOP

4. Ilpuka3

IIpeononazaemvie omseemul

a. 0000IIEHHOE Ha3BaHKE PA3JIMUHBIX 10 COIEPKAHHIO JOKYMEHTOB
NePEChUIAEMBIX IO MOYTE.

0. IpaBOBOM aKT, KOTOPHIM CTOPOHBI (YUpEIUTENH) 00S3YIOTCS CO3/1aTh
FOPHIMYECKOE JIUIIO U OPEACIISIOT MTOPSIOK COBMECTHOM JIEATENBHOCTH
TI0 €r0 CO3JIAHUI0, PEOPTaHNU3ALNN U JIMKBUIAIUH.
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B. IOKYMEHT UH(OPMALIMOHHOT0 XapaKTepa, apecyeMblii
BBILIECTOSIIIEMY JIOJDKHOCTHOMY JIMILY, COCTaBIJISIETCS B CIydae
HGO6XOI[I/IMOCTI/I IMMOCTaBUTh PYKOBOJUTEIIA B U3BECTHOCTb O KAKHUX -
160 dakTax, COOBITUAX.

I. IPaBOBOM aKT, U3/1aBa€Mblii pyKOBOJMUTEIIEM OpraHa BIacTH U
YIIPABIICHUS, YUPEKICHUS, IPEAIIPUSITHS B LIETAX pa3peIICHUS
OpraHu3allMOHHBbIX, (bI/IHaHCOBBIX, KaJApPOBbIX 1 MHBIX BOIIPOCOB UX
ACATCIbHOCTU.

4. OnpeaenuTe MOCIEN0BATEILHOCTD pa0OThI C UCXOASIIUMH
JIOKYMEHTaMH, BEIOpaB HEOOXOAMMBbIE IS CTBYS U3 MPUBEICHHBIX
HIKE OTEpalui:

. OTIIpaBKa JOKYMEHTA;

. KOHTPOJIb UCITOJTHEHUS IOKYMEHTA;

. IPOCTABJICHUE OTMETKU O MOCTYIJICHUH IOKYMEHTA;

. COCTaBJICHHE MPOEKTA TEKCTa JIOKYMEHTA;

. UCTIOJIHEHUE JOKYMEHTA;

. peructpanus J0KyMeHTa;

. COTJIacOBaHUE IPOEKTA JOKYMEHTA;

. lepesiaya JOKyMEHTa UCIOJHUTENIO;

9. mpoBepKa MpaBUJILHOCTH OPOPMIIEHUS JOKYMEHTA;

10 moanucanue TOKyMEHTa pyKOBOJIUTEIIEM.

01O L kA~ WD —

5. Kakue ¢opmbl peructpaiiuu J0KyMEHTOB BBIICISIOTCS
CHeLMaINCTaMM?

6. B cooTBeTcTBHM C OOLIENPUHATHIMU [IPABUIIAMU COOTHECUTE
pETUCTPaLlMOHHBIA HOMEP U BUJI JOKYMEHTA:

1. IIprka3 mo 0CHOBHOW 1€ATEIILHOCTH

2. Ilpuka3 no IMYHOMY COCTaBY

3. CnyxebHoe MUCbMO

Bapuanmuer omeemos

a. Ne 23/17-4

6.Ne 15 n/c

B. No 135

7. CpOKH UCIIOJHEHUS JTOKYMEHTOB?

8. Kak Ha3bIBaeTCs mMpoIiecc MOCTaHOBKH IIeJIeH 1 3a1a4 ¢
ONTUMAJIBHBIM pacHpeeIeHuEM PECYpPCOB, KOTOPBIE MOTPEOIISAIOTCS
IUIS UX JTOCTHOKEHMS?

. TIJITAHUPOBAHHUE;

. IPOrHO3UPOBAHUE;

. aHaJm3.

. Kakoe nucemo 3aBepsiercs ne4aTbro?
. 'apanTHitHOE NIUCHMO.

. Kommepueckoe npenioxxenue.

. [TuceMo-nipock0a.

W N~ O WM —

10. OdpopmuTe IPaBUITLHO PEKBU3UT KPE3OJIIOIUS PYKOBOIUTEIIS.

1. B kakoM JOKyMEHTE MOTYT ObITh OTOBOPEHBI YCIIOBHUS
peopraHu3aiiy 1 JUKBUIAAIIUA OPraHU3aIuu?

1. B YcraBe opranuzanuu

. B [loyio)keHUH O CTPYKTYPHOM MOAPA3AETECHUN

. B IOJDKHOCTHOM MHCTPYKIIMH

. B IITATHOM PacluCaHuH

N~ W

. OdopMHUTH PEKBU3UT «TpU(] BHYTPEHHETO COTIACOBAHUS
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JAOKYMCHTa». HOKyMeHT COorjaCoBaH IOPHUCKOHCYJIBTOM .He6e,[[eBBIM
Nn.3.

3. Kto Mmoxer paborath ¢ JOKyMEHTaMH, UMEHO MU
KOMMEPUYECKYIO TaltHy?

1. TOIBKO pyKOBOIHUTEID

2. Bce pabOTHUKH OpraHu3aluu

3. PYKOBOJUTEINN CTPYKTYPHBIX MOJpa3AeIeHUI, OpraHu3aui

4. paOOTHHKH, ONpe/IeIeHHbIE PYKOBOAUTENIEM COTJIACHO MPUKA3Y

4. Yro Takoe yHH(PUKAIHS TOKyMEHTOB:

1. ycTaHOBJIEHHE €IMHOIO KOMILJIEKCA BUJIOB U Pa3HOBUIHOCTEN
JIOKYMEHTOB J|JIsl aHAJIOTUYHBIX YIPaBIEHUYECKUX CUTYyalui

2. pa3paboTKa eAMHBIX (GOPM U MPABUI UX COCTABICHUS,
oopMmiieHHE U co3/1aHue TpadapeTHbIX TEKCTOB

3. yCTaHOBJIEHUE HE €IUHOI0 KOMILJIEKCa BUJIOB U Pa3HOBHIHOCTEH
JIOKYMEHTOB JIJIl QHAJIOTMYHBIX YIPABICHYECKUX CUTYallUH,
pa3paboTka equHbIX (OPM U MpaBUI UX COCTaBJIIEHUS, OpOpMIIEHUE
U cozaHue TpadapeTHbIX TEKCTOB

4. ycTaHOBJIEHHE €IMHOI0 KOMILIEKCAa BUJI0B M pa3HOBUAHOCTEH
OTYETOB JJI aHAJIOTMYHBIX YIIPABICHYECKUX CUTYallui, pa3paboTka
eIMHBIX (HOPM U MPABHII UX COCTABIICHUSI, OPOPMIICHHE U CO3/1aHUE
TpaapeTHbIX TEKCTOB

5. Onpenenute, 0 KAKUX IOKyMEHTaX HJET peub (CIpaBKa,
3asBJICHHE U TeleoHorpamma):
(A) — 00001IEeHHOE Ha3BaHKE PA3TUIHBIX 11O

COJIEP)KaHUIO JIOKYMEHTOB, BBIJICIIIEMBIX B OTJICIIbHYIO KAaTErOpPUIO B
CBSI3U € 0COOBIM CIIOCOOOM Iepeayu TeKcTa (epeJaeTcst yCTHO 1o
KaHaJaM Tene(OHHOI CBSI3HM M 3aITUCHIBACTCS OT PYKH);

(I') 0OBIYHO MPUMEHSIOT AJI1 CPOYHOTO

OIOBEIICHUS 0 KaKUX-JIMOO MEepONpUsITUAX (COBEILIAHUSIX ), KOT/1a
nepelaHHOe COO0IIeHNEe He00X0IUMO 33 JOKYMEHTUPOBATh;
(b) — moxymeHT, conepKalyii onrcaHue u

MOJATBEPKACHHUE TEX UM UHBIX ()aKTOB U COOBITHUI;
(B) — moxymeHT, comepxaluii mpocs0y i
IpeJIOAKEeHUs LA (JIUL) YIPEKIESHUIO UM JODKHOCTHOMY JIMILY.

6. [Tocne ucreuenus CPOKa HCII0JIb30BAHHUA NTOKYMCHTA B
JACJIIOIIPOU3BOACTBEC OH HO)IJ'IG)KI/IT?

7. OcHOBHAas 11eJIb OpraHU3AIMH KOHTPOJISI HCIIOTHEHUS
JIOKYMEHTOB?

8. Buza cornacoBanust JOKyMeHTa — 3TO...

9. JlokyMeHTallMOHHOE 00€ecleueHne yIpaBIeHUs — 3TO
(A), o0ecnieunBaronias JOKyMEHTHPOBAaHHUE,
JIOKYMEHTO00O0POT, OIIEPaTUBHOE XPaHEHUE U

(b) noxymeHTOB.

10. Kakoit tokyMeHT pukcupyer X0 00Cyk JIeHHUS BOIIPOCOB U
NPUHATHS PEIICHNH Ha COOpPAaHUIX, COBEIIAHUAX, 3aCelaHUsiX,
KoH(pepeHuusax?

1. cmyxe6HO€ MHChMO;




2. cmyxxeOHas 3aIUCKa;
3. TpPOTOKOJ.

1. [lepenaua uadopmaru, KOTOpas COACPKUTCS B JOKYMEHTE, B
IPOCTPAaHCTBE U BPEMEHH — 3TO:

1. KOMMYHUKaTUBHAs PyHKIUS JOKYMEHTa

2. counanbHast QyHKIMS JJOKYMEHTa

3. nonuTtHyeckas QyHKIUS TOKYMEHTa

2. Pazpemaer mu 'OCT P 7.0.97-2016 co3naBaTh JOKYMEHTHI B
AIEKTPOHHOU (hopme?

1. na;

2. HET;

3. 1a, HO IpU YCIIOBUH, YTO JJOKYMEHT CO3/1aH €lle U Ha OyMaskHOM
HOCHUTEJIE.

3. Kakoe onpenenenue nH(popMaioHHON CHCTEMBI IPUBEIEHO B
®denepanbHoM 3akoHe «O0 nHGopManuu, HHGOpMATU3ALUU U
3aIuTe HHGOpPMALUN»

1. MndopmanrionHas cucrema — 3T0 3aMKHYThIH HH(POPMALIMOHHBIN
KOHTYp, COCTOSILLIMM 13 MPsAMOM 1 00paTHOH CBSI3U, B KOTOPOM,
COIJIaCHO MH(OPMALIMOHHBIM TEXHOJIOTUSM, HUPKYJIUPYIOT
yIpaBJICHYECKUE JOKYMEHTHI U Ipyrue cooO1eHus B OyMakHOM,
JJIEKTPOHHOM M IPYIOM BH[E

2. udopmanioHHast CHCTEMa — 3TO OPraHU3alMOHHO
yIOPsA0YEHHAs! COBOKYITHOCTh JIOKYMEHTOB U MH(OPMAITMOHHBIX
TEXHOJIOTHH, B TOM YHCJIE C UCIIOJIb30BAHUEM CPEIICTB
BBIUHCIUTEIbHON TEXHUKH U CBS3U, PEATU3YIOLIUX
nH(}OpMaIMOHHBIE TIPOLIECCHI (TIpoIece coopa, 00paboTKH,
HAKOIUICHUS, XpaHEHHs], IOMCKA M paclpoCTpaHeHNUs HH(POPMALINN)
3. MudopmanmonHas cucrema — OpraHn3aluOHHO-TEXHUYECKas
cucTema, IpeaHa3sHaueHHas IS BBITOJHEHUS HH(POPMaMOHHO-
BBIUHCIUTEIbHBIX paboT

4. TekcToBBIN penakToOp — 3TO

1. mporpamma JiJ1sl COCTaBJICHUS U PEJAKTUPOBAHUS TOKYMEHTOB
2. TpaapeTsl TOKYMEHTOB pa3HbIX BUJIOB, 3apaHee BBEICHHBIC B
namsaTh [1K

3. mporpamma JJ1si COCTaBJIEHUS JOKYMEHTOB, C UCIIOJb30BAaHUEM
111a0;10HOB (00pa3L0B. KOHKPETHBIX JOKYMEHTOB
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5. JIokanbHas KOMIIBIOTEpHAs CETh - 3TO

1. ceTpb, pacnipocTpaHeHHasl 3a MpeAeibl opuca

2. ceTb, pacnpoCTpaHEHHAsI BHYTpU oduca

3. HECKOJIbKO KOMITBIOTEPOB, BBIMOIHAIOLIMX 00paboTKy
OJTHOTHITHOM JJOKYMEHTaLUU

4. ceTb, KOTOpaA OXBaTbliBAET BCHO HALWly MNJ1IaHETY

6. Uro takoe TenedoHorpamma?

1. TOKyMEHT, lepeaBaeMblil 0 KaHaiaM TejerpaHoi CBsI3u;

2. 000011IeHHOE Ha3BaHUE PA3IMYHBIX MO COJIEPKAHUIO
JIOKYMEHTOB, BBIJICTSIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM Iepenadu
TEKCTa — 10 MOYTE;

3. 000011eHHOE Ha3BaHUE Pa3IMUHBIX MO COJIEPIKAHUIO
JIOKYMEHTOB, BBIJICTISIEMBIX B CBSI3H C OCOOBIM CITIOCOOOM yCTHOM
nepeaayr TEeKCTa 1Mo KaHainaM TeneOHHON CBA3M.

7. Kakas oprrexHuKa UCIOJIb3YyEeTCsl ISl ONIEPAaTUBHOM NEPEChIIKU
CIIy’)KEOHBIX mHceM?




1. Komnbrorep
2. ®@akc
3. Kcepokc

8. Kak Ha3bIBaeTCs BUJI CBS3H, UCIOJIb3YEMBbIi IS Tepejavyy 10
Tese)OHY Ha pacCTOSHUM UH(OPMALINU B BHJIE TEKCTOB, YEPTEKEH,
PUCYHKOB?

1) TenedonHast CBSI3b;

2) 3IEeKTPOHHAsI CBSI3b;

3) dakcuMuIIbHAS CBS3b.

9. YcranoBute coorBeTcTBUE. CPOKH MCIOTHEHHS 00 paleHHA
COCTaBJIAIOT - ...

(YCTaHOBUTH COOTBETCTBHUE)

1. 15 nueit

2. 30 guent

3. 60 nueit

Bapuanmuer omeemos

a. 0e3 3ampoCcoB U MPOBEPKH (Oe30TIaraTesnbHo)

0. ¢ HaImpaBJIEHUEM 3aMPOCOB (CIPABOK)

B. B HCKJIIOUUTENbHBIX CIydasx

10. Hcnosp30BaHKe MEPCOHATBHOTO KOMIIBIOTEPA COKPAILAECT BPEMsI
pPETUCTPALIUH T.K.:

1. TpaguIMOHHAs perucTpanus 10KyMEHTOB B )KypHaJIe 3aMEHAETCS
BBOJIOM CBECHMI 0 foKkymMeHTe B namsATh [IK, npu sTom HOMED,
JlaTa pErucTpaluy MPOCTaBISA0TCS aBTOMATHYECKH, a
HOBTOPSAIOIINECS PEKBU3UTHI BEIOUPAIOTCS U3 COOTBETCTBYIOLINX
CIIUCKOB

2. MOYXHO ITPOU3BOIUTH BEIOOPKY TOKYMEHTOB € 3aJJaHHBIM CPOKOM
WCIIOJIHEHUS, TOCTABJIECHHBIX IIPU PErUCTPALIMU HAa KOHTPOJIb

B. B peructpanuoHHyo kaprouky IIK BHOCATCS cBeneHus o HoMepe
nena (TManku) B KOTOPOe MOALINT UCTIOTHEHHBIN TOKYyMEHT

3. JOKYMEHTBI CUCTEMATU3UPYIOTCS 110 Pa3IMYHbIM PEKBU3UTAM

1. JlTokyMeHTOOOOpOT — 3TO:

1. Ilepenaya nokyMeHTa U3 OJHOM MHCTAHIIMU B IPYTYIO B IIpoIecce
€ro paCCMOTPEHHUS.

2. JIBuxeHne JOKYMEHTOB B OPraHU3AIMU C MOMEHTA UX CO31aHUs
WJIU TIOJTYY€HUS 10 3aBEPIICHHS UCITOJIHEHUS WA OTIIPABKH.

3. JIBMKeHHEe KOMILJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH,
IPUHATHS U UCIIOJHEHUS] PEUICHUM.

2. Kakoii 1oKkyMeHT TpeOyeT yTBEp)KICHUS PYKOBOAUTEIICM
opraHu3aluun?

3. KTo yTBepk1aeT HOMEHKJIATYypy JieJl OpraHu3aluu, OIUCH
JIOKYMEHTOB U aKTbl O BBIIECIEHUH JOKYMEHTOB K YHUUTOKEHUIO?
1. DxcepTHast KOMUCCUSI OpraHU3aluu.

2. PykoBoauTenb opraHu3anuy.

3. ApxuB, IPUHUMAIOIINNA JTOKYMEHTHI JaHHON OpraHU3aliy Ha
XpaHEHHE.

4. Kaxoro snemeHTa He ocTaeT B pekBusute «I pud yrBepxaeHus
JIOKyMeHTa?

YTBEPXJIAIO
Hupextop PI'EOY BO
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«YpanbCKuil IeJarOoruuyeCKUil yHUBEPCUTET»
A. B. KykoBckuit

5. IIpuka3s - 3To MpaBOBOM aKT, U3/1aBAEMBIA. . .

1. pykoBoauTENIEM OpraHU3ally Ha TpaBax €AMHOHAYAIHS C UEIbIO
pa3pelieHus OCHOBHBIX BOIIPOCOB

2. BBICIIMMHU OpPraHaMHU UCIIOJHUTEIbHON BIACTH

3. pYKOBOJHUTEIEM OpraHU3AIMH 110 BOIpOocaM HH()OPMAIMOHHO -
METOJIMYECKOr0 XapaKTepa

I'. COBEUIATEIbHBIMA OPraHaMM YUpEKIEHUS

6. Kax oopmiisiercsi peKBU3HT «TpH( COrIacCOBAHUS JOKYMEHTa»?

7. Ha paccmoTpeHue pyKOBOJICTBA TTEPENAIOTCS:

1. TOKyMEHTBI, copepKale HHPOPMAILHIO 0 HanboJIee BaXKHBIM
BOIIPOCAM JIESATEILHOCTH OpraHnu3aluu

2. BCE MOAJI)KAIIE UCTIOJTHEHUIO TOKYMEHTBI

3. TOJIBKO JOKYMEHTBI, aJI[peCOBAaHHBIE PYKOBOIUTEIO
OpraHu3aluH

4. paccMOTpeHHE BCeX TOKYMEHTOB IPOBOJUTCS PAOOTHHKOM
cyx6s61 1IOY

8. CooTHECUTE MOHATHS U UX ONPEIECICHUS:

1. YopaBnenue

A. Bun nestenbHOCTH, HAlIpaBJIEHHBINH HA cOOpP, CUCTEMATU3ALMIO U
UCII0JIb30BaHNE HHPOPMALIUU, HEOOXOAUMOM JJIs IPUHATH S
YIIPaBJIEHYECKUX PEIIEHUI

2. adopmaniioHHbIE TEXHOIOTUU

b. CoBokynHoCTh cofepxatieiics B 6a3zax JaHHBIX HH(OpPMALIMK U
obecreunBaromux ee 00paboTKy HHPOPMALIMOHHBIX TEXHOJIOT U U
TEXHUYECKUX CPEJICTB

3. UadopmanrionHoe obecriedeHne ypaBIeHHs

B. IIpouecc, ncnonb3yronmi COBOKYITHOCTh METOJIOB U CPEICTB
peanM3anuu onepamuii coopa, perucTpanuy, nepeaadn, HaKOMJICHUs
U 00paboTku nHpopMaluu Ha 6aze MPorpaMMHOANIIAPATHOTO
obecrieueHus AJis peleHus yIpaBiIeHYecKuX 3a1a4

4. UndopmanimonHas cucrema

I'. [lenenanpaBieHHOE BO3ACHCTBUE HA OPraHU3ALIMI0, KOTOPOE
o0ecrneunBaeT JOCTHKEHU € TOCTAaBJIECHHBIX Lienei

9. BcraBpTe NPOMYIEHHOE CIOBO B ONPENCICHUE

- 3TO JIOKAJIbHBII
OpraHU3alHOHHO-TIPABOBOM TOKYMEHT, YCTAHABIMBAKOIIUN IS
paboTHHKa opranu3anuu (oapasiereHns) KOHKPETHbIE TPYIOBbIE
(momKHOCTHBIE) TIPaBa U 00S3aHHOCTH B COOTBETCTBUU C
3aHUMAEMOU JTOJKHOCTBIO.

10. YcTraHOBUTE COOTBETCTBUE MEXKITY OPraHU3allMOHHO-TTPABOBBIMU
JIOKYMEHTaMH U JOKYMEHTaMH I10 JIMTYHOMY COCTaBy

1. Oprann3anHOHHO-TIPABOBBIE

JIOKYMEHTBI

a. [Tpuka3bl M0 OCHOBHOM A€ TENbHOCTH, YCTAaB, IITATHOE
pacnucaHue, J0JKHOCTHBIC UHCTPYKITUN

0. YcTaB, CTpYKTypa U IITaTHAs YUCIEHHOCTD, IITATHOE
pacnucaHue, IpaBuiia BHYTPEHHETO pacropsaKa, T10HKHOCTHbIE
WHCTPYKITUU




2. JIOKYMEHTBI 110 TUUYHOMY

cocTaBy

B. AKTBI, IPOTOKOJIbI, YCTaB, YUPEIUTEIbHbII 10T 0BOpP, IPUKa3bl 110
JUYHOMY COCTaBY, OyXTraJITepCKUE OTUEThI

r. Pe3tome, nmpukasbl 1o JMYHOMY COCTaBY; 3asBJICHUS;
XapaKTEPUCTUKH.

1. BcTaBbTE NPOITYIIIEHHOE CII0BO.

— 3TO COBOKYITHOCTb 3aKOHOB,
HOPMAaTHBHBIX MPABOBBIX aKTOB M METOMYECKUX JJOKYMEHTOB,
PErJIaMEHTUPYIOLIMX TEXHOJIOTHIO CO3JaHMs JOKyMEHTOB, X 00paloTKYy,
XpaHEHHUE U UCTOJb30BaHNE B TEKYIIEH eI TeIbHOCTH OpraHU3aLvy, a
TaKKe JIeATeNbHOCTD City:kOb1 IOV ee cTpyKTypy, pyHKINH, IITATHI,
TEXHUYECKOE 00ECTIEUEHNE U HEKOTOPBIE APYTHE ACIIEKTHI.

2. HopmaTuBHO-MeTomueckyto 6a3y JJIOY cocTaBisitoT:

1. 3axoHOnaTeNbHBIE akThl PO B chepe nHpopMaImu u JOKyMEHTALMY;
2. yka3bl 1 pacniopsbkerus [Ipesunenta PO, moctaHoBieHUs
IIpaButenscTBa PO;

3. HopmaTuBHBIE IIpaBOBbIE aKThI (heZIepaIbHBIX OPraHOB
VCIIOJIHUTEIIbHOU BJIACTH, PEITIAMEHTUPYIOLLME ITPABOBBIE BOIIPOCHI
JIOKYMEHTALIMOHHOT'O OOECIIEUEHUs! YIIPABICHYECKOM AESITEbHOCTH;
4. rocy1apCTBEHHBIE CTaHJAPThI HA IOKyMEHTBI;

5. 00IIEPOCCHITCKII KiTaCCH(PUKATOPBI TEXHUKO-KOHOMHUECKON 1
ColMaILHOM MH(pOpMaIyy;

6. Bce BepHO

3. YkaxuTe mpaBUIbHBIE CTOCOOBI O OPMIICHHS PEKBU3UTA
«HanMeHoBaHUe opraHu3anum» U pekBuznTa «CrpaBodHbIC
JaHHBIE OPTaHU3AINU» B CIY>KEOHOM MHUCHME.

4. OcHOBHBIE TPEOOBAHMS K COCTABIICHUIO U O(OPMIICHHIO

OpraHM3aIIMOHHO-PACTIOPSAUTENBHBIX JoKyMeHTOB (OP/]) n3noxeHs! B
I'OCTe P

5. — 3TO BHJI IUCbMEHHOT O
JIOKYMEHTa, B KOTOPOM (UKCUPYIOTCS PEIIeHUs] aIMUHUCTPATUBHBIX
Y OPTaHU3aLHUOHHBIX BOIIPOCOB, BOIIPOCOB YIIpaBJIEHUS,

B3aMMOJIEH CTBUSI IPEANPUSI TN, OpraHU3allNi, YUPEKICHUN

6. BcraBbTe nponyIneHHOe CI0BO.

Ha yHuguimpoBaHHy0 CHCTEMY OpraHU3aIMOHHO-PACTIOPSIUTEIILHBIX
nokymenToB (YC OPJ]) pazpabotan rocyaapcTBeHHBIH

CTaHJAPT «YHUPHUITPOBAHHBIC
CHCTEMBI IoOKyMeHTanuu. CucrtemMa opraHu3aluoHHO -
pacmopsIuTeIbHON TOKYMEeHTalu:. TpeOdoBaHus K 0pOPMIICHHUIO
JTIOKYMEHTOBY.

7. Onpenenute kakue TpedoBanus ycranasimmBaer [ OCT P 7.0.97-2016
CraHgapr ycTaHaBIIMBAET:

1. cocTaB peKBU3UTOB JOKYMEHTOB

2. TpeboBaHMs K 0()OPMIICHUIO PEKBH3HUTOB

3. TpeboBaHMs K 0(OPMIICHUIO JOKYMEHTOB CTATUCTUUECKON OTUYETHOCTH
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4. TpeboBaHus K OJJaHKaM JJOKYMEHTOB, SI3bIKY, CTHIIFO JIETIOBOM
JIOKYMEHTAIINH, TPEOOBAHUS K YUETY, HCIIOb30BAHHUIO, XPAHECHUIO
OJIAaHKOB

8. YuuduuupoBanHas cucreMa gokymentaruu (YC/I) —
3TO

9. U3 npemiokeHHbIX HUKE BAPUAHTOB BBIOEPUTE MTPaBHIIbHBIE!
1. Opranu3anMOHHO-TIPAaBOBbIE  a. CIIY’)KEOHOE UCHMO

JIOKyMeHTBI 0. mpukas

B. pellIeHHE
2. PacniopsiautensHbie T. aKT
JIOKyMEeHThI Jl. yCTaB

€. OJIOKEHHE 00
3. CnpaBo4HO- OpraHu3aIu
UH(pOpPMaILMOHHbIE
JIOKYMEHThI

10. YcTaHOBUTE COOTBETCTBUE MCXKAY pacnopAaANTCIbHbBIMU
JOKYMCHTAaMHU, U3J1aBACMbIMHU B YCJIOBHAX KOJUICTHAJIBHOCTH U
pacinopAauTCIIbHBIMHU JOKYMCHTAMU U31aBACMBIC B YCIIOBUAX
CANMHOHAa4YaJIus.

1. PacnopsinuresbHbIE TOKYMEHTHI a. IIpuKas
U3/1aBacMblI€ B yCIIOBHSX 0. IOCTaHOBIICHHE
KosmnernansaocTtu B. pELICHUE

I. yKa3aHue
2. PacriopsauTenbHble JOKYMEHTBI J. pacropsiKeHUue
U3/1aBacMbI€ B yCIOBHSX
€IMHOHAYaJIHs

1. Kakue GyHKIIMH UMEIOT BCE OPHUIIMATBLHBIC JOKYMEHTBI:
1. oO1iMe ¥ OCHOBHBIE;

2. o0Iue U CIIeHaJIbHEIE;

3. MarepuaibHbIE U MPOLECCYAbHBIC;

4. nenoBble U 001ME

2. BcTaBbTe MpOIyIIEHHBIE CIIOBA.
OOpaiieHre rpaxJaHIHA - 3TO HAIPABJICHHBIC B FOCYIAPCTBEHHbIH
OpraH, OpraH MECTHOTO CaMOYIIPaBJICHUS, B YKa3aHHOE BbIIIIE
YUPESKICHUE UITH OPraHU3AIHIO, JOJDKHOCTHOMY JIUITY B
dbopme unn B hopMe JIEKTPOHHOTO IOKYMEHTA

, 3asIBJICHUE WJIH Kayt00a, a TaKxKe
YCTHOE OOpalleHue B YKa3aHHbBIC OpraHbl,
YUPCKACHUA UK OpraHu3aluu.

3. Kakue u3 nepeurcieHHbIX HUKE TOKYMEHTOB HE TPOXOJISAT
MPOLENYPY YTBEPKACHUS

1. aKTEHI;

2. TIOJIOKEHUS

I[IK' 1.2




3. AOKJIaJHbIE 3aIUCKU;
4. ycTaBbl

4. Yro mo3Bossier mporpamma Outlook Express ?

5. Kakoro anemeHTa He ocTaet B pekBu3uTe «Pe3omonus
PYKOBOJIUTEN S ?
Heanosy U.U.
Iloocomosumvs nian opeaHu3ayUOHHO-
MexXHUYeCKUXx Meponpusimuil
k 09.052026
NnoOnuch

6. [IncpMeHHOE HHAMBHTyaJbHOE UM KOJJICKTUBHOE
HENoCpeICTBEHHOE 00pallleHre K opraHam rocy1apcTsa,
BBICOKOIIOCTaBJIEHHBIM JOJDKHOCTHBIM JIMIIAM € IPOCHOOI MPUHSATH
OKOHYAaTEJIbHOE PELICHUE 10 KAKOMY JINOO BOIPOCY, YCTPAHUTh
HapyILIEeHUs, BOCCTAHOBUTD CIIPABEAJIUBOCTb -

7. ITopsiiok paccMOTpEHHsI OO pAICHUH IPaKIaH
roCyAapCTBEHHBIMUA OpPraHaMH, OpPraHaMu MECTHOTO
caMOYIIpaBJICHUS U JOHKHOCTHBIMU JIMIIAMU, YCTaHOBJICHHBII
®epnepanbHbIM 3aK0HOM Poccuiickoit @eneparuu,
pacnpoCTpaHSIIOTCS Ha MPAaBOOTHOIIECHUS CBSA3aHHBIE C
pPacCMOTPEHUEM:

1. oObeauHEeHU rpaXKIaH

2. oOpateHuil rpakaad, o0beAMHEHUN I'paX/iaH, B TOM YKCie
IOPUIUICCKUX JIUTT

3. oOpareHuii rpaxkaan

8. ®opmbl 0O pallleHHi rpaskJaH B rOCYAapCTBEHHbIE OpraHbl,
OpraHbl MECTHOT'O CAMOYTIPaBJICHHUS:

. IPEVIOKEHNE

. 3asIBJICHUE

. )Kanoba

. X0JIaTaliCTBO

aKT

. Jlenonpon3BocTBO 10 00paleHUsIM IpaxiaH BeaeTcs ...
. OT/IETIBHO OT OOILEro JeI0Nponu3Bo/ICTBA

. B 0011IeM J1€70TIPOU3BOICTBE

. TIO peIIEeHUI0 pyKoBoaUuTeNs ciyx0b1 JJIOY

. JOpUJINYECKOM ci1yxOoi

10. [Ipu cucremaTu3zanuu cripaBoyHON pabOThI O OOpaLEHUIM
rpakJaH MPUMEHSIOTCS KAPTOTEKH ...

1. andaBuTtHBIC

2. MpeIMETHO-BOIIPOCHBIE

3. XpOHOJOTUYECKUE

4. CTpyKTypHBIE

1. JTokymMeHTOOOOPOT — 3TO:
1. nBWXEeHHE TOKYMEHTOB B OpPraHU3allii C MOMEHTA UX CO3/IaHHS
WJIK TOJIYUCHUS N0 3aBCPIICHUA UCITOJIHCHUSA UJIN OTIIPABKU;
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2. TOKYMEHT, HE TPeOYIOmUi 0COO00ro BHUMAHMS;

3. IBUXKEHUE TOKYMEHTOB B OPraHU3aI[Mi C MOMEHTA UX MOJyYCHHUS
JI0 3aBEPIICHHSI MCITOJIHECHUS WJIM OTIPABKH B KOMUTET IO JIeTIaM
HECOBEPUICHHOJICTHUX.

2. Kakoe onpeneneHre OTHOCUTCS K CIIPaBKe, akTy, IPOTOKOITY?
"JlIoKyMeHT, coaepxaumui ..."

1. CnpaBka a. IIepeYeHb MEPOIIPUSITHI
0. mogpoOHOE ONHUCaHUE
2. [IpoTokon Kakoro-nmo6o ¢akTta Ui coOObITHS
B. MOAPOOHBIN X0/ KAKOT'0 JIHOO
3. Akt MEpOTPUATHS

I. JOKYMEHT COCTaBJIEHHbII
HECKOJIbKHUMHU JINIIAMHU,
MTOATBEPXKIAFOIINN YCTAHOBJICHHBIC
(bakKThl U COOBITHS

1. TOKyMEHT, OTpaKatomuit

X0J1 00IIIECTBEHHOT'0 COOpaHusI,
CyZeOHOTO CITYIIaHUSI U IPUHSITHE
pereHus

3. Haiinure ommOKku, A0OMyIIeHHbIE IPH (HOPMYJIMPOBAHUN
3arojIoBKOB JI€J U MOCJIEAyIo1IeM (pOpMUpOBAHUH Jell,
chopMyIUpyHTE IPABUIBHO:

1. [Ipuka3bl U pacriopsikeHus. (Koro?)

2. [IpoTokonsl 3aceqaHuil aTTECTAIIMIOHHONW KOMHUCCHH. (0 ueM?)
3. Ilpukassl 0 TMYHOMY COCTaBY O MPEMUpPOBAaHUE PAOOTHHUKOB.
(xoro, uero?)

4. 3arosioBOK CIIy€0HOTO0 MuchMa (4ero?)

IIpasunvrvle omeemoi

a. (uero?)

0. (0 uem?)

B. (0 uem?)

r. (0 yeM, 0 KoM?)

4. ITokaxure kak oopmisiercss pekBU3UT « CChUIKa HA HOMEDP U
JIaTy TOKYMEHTay.

5. OTMeThTEe OCHOBHBIE 3Talbl MOATOTOBKU U OPOpPMIIEHUS
BHYTPEHHHX JIOKYMEHTOB B oduce:

COCTaBJICHUE MIPOEKTa U COTJIACOBAHUE;

IIPOBEPKA MPAaBHILHOCTU O(OPMIICHHUS;

HNOJNMCAHUE U PETUCTPALIUS;

. BCE BBIIIENIEPEUHCICHHbIE

ww N

6. Uto Takoe OIaHK TOKyMEHTa!

1. cranAapTHEIA MCT OymMaru, Ha KOTOPOM BOCIIPOU3BOIUTCS
NOCTOsIHHAS HH(OpPMAIIHsI JOKYMEHTa ¥ €CTh MECTO IS
nepeMeHHoN uHdopManuu

2. HeCTaHJAPTHBIN U CT OyMaru, Ha KOTOPOM BOCHPOM3BOIUTCS
NOCTOSIHHAS WH(POPMAIHS JOKYMEHTA H €CTh MECTO JIJIst
nepeMeHHo! uHdopmanuu

3. oba oTBeTa MpaBUIIbHBIE

7. Peructpanus JOKyMeHTa BKJIIOYaeT B ceOs:




1. mpocTaBieHuUE OaThI;

2. TPOCTABICHUE PETHUCTPALMOHHOT O HOMEDA;

3. 3amuCh HEOOXOIUMBIX CBEJEHUI O TOKYMEHTE B
perucTpaloHHON hopMme;

4, Bce BBIINICIICPCUNCIICHHBIC

8. Kakue axTsl u3naraorcs B HepBoi ¥ BO BTOPOIl yacTax
CIPaBKH:

1. B mepBoif YacTH CIPaBKH U3JIararoTcs (PaKThl, MOCTYKUBIIHE
MIOBOZIOM K €€ HAallMCaHUI0, BO BTOPOH — MPUBOJSTCA KOHKPETHBIE
JTaHHBIE

2. B IEPBOM YaCTH CIIPABKHU M3JIAraloTCs 1OBOJIbI, TOCITYKUBILHE
MIOBOJIOM K €€ HallMCaHuI0, BO BTOPOW — MPUBOASTCS
CTaTUCTUYECKHE TaHHBIC

3. B IEpBOil YaCTH CIIPaBKH U3JIaratoTCsl KOHKPETHBIE JTaHHBIE, a BO
BTOPOH — NPUBOAATCA (PAaKThI, OCTYKMBIINE TOBOJOM K €€
HAIMCAHUIO

9. Uto Ha3BIBAETCS CIIPABKOM:

1. TOKyMEHT, HOATBEPKAAO LN Kakue-1m00 (akThl Wi COOBITUS
2. (akThl, HOCITY>KUBILKE [TOBOJIOM K €€ HAIICAHUIO

3. JIOKYMEHT, IJie IPUBOASTCSA KOHKPETHbIE JaHHbIE

10. BeiGepuTe OCHOBHBIC ATAIbBI MOATOTOBKHA U 0)OPMIICHUS
BHYTPEHHHX JIOKYMEHTOB B oduce:

1. cocTaBieHHE IPOEKTa U COTJIACOBaHHE

2. mpoBepKa MPaBHILHOCTH OPOPMIICHHS

3. moanMcaHMe U perucTpanus

4. BCe BapHAHTHI IPABUIIbHbIE

HNuauBuayanesHbli onpoc: ( OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TTIK 1.3.)

I/ICHOJILByH CIIPaAaBOYHO-NIPABOBLIE€ CUCTEMbI «Koncy.anaHT-nmoc», «FapaHT», a TaKkKe

yqeﬁﬂmm B 3HeKTp0HHO-6I/I6JII/IOTe‘lH0ﬁ CHCTEME, OTBETHTEC HA BOIIPOCHI.

O 0 1N N WK —

. VI3 kakux gacTeit cOCTOMT TEKCT MprKaza?

. Kak dopmynmpyercst 3aronoBok k npukazy?

. Kak dhopmynmpyrorcst myHKTBI pukaza?

. Kakoit hopmynnpoBkoii 3akaHIrMBaeTCs TEKCT pUKaza?

. Korna mznaercs pacnopsixenne?

. Kak hopmymnmpyercst 3aronoBoK K paciopsKeHUI0?

. Kakumu cnoBamu HaunHaeTcs paclopsiiuTeNbHas 4aCTh pacllOpsDKEHUS?
. Ha xakom Oanke odopmitsiercst paciopsokeHre?

. B kakux ciyuasx usgaercs ykasanue?

10. Kak popmynupyercst 3aroloBOK K yKa3aHHI0?
11. KakuMu cioBaMu MOKET HAUWHATHCS pacTIOpsAUTENbHAS YacTh YKa3aHHsI?
12. Kakoit popMyImHpoBKOI 3aKaHIMBACTCS TEKCT YKa3aHHS?

Tembl pedepaToB, J0Kaa10B, npe3enTanuii (OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09,

MK 1.2, IK 1.3.)

1) IlonsiTHe « JOKYMEHT», €T0 pa3BUTHE U ONpeIeICHHE.




2) UadopmanmoHHbIe CBOWCTBA JOKYMEHTA.

3) Bo3HUMKHOBEHUE NHCBMEHHOCTH, TI0OSIBJIEHUE TOKYMEHTA.

4) BO3HNKHOBEHHE M Pa3BUTUE YIPABICHUECKOTO JOKYMEHTA.

5) TekcTroBO€ TOKYMEHTHPOBAHHE, Pa3BUTHE, HA3HAYEHUE U 00JIaCTh IPUMEH CHHUSL.

6) ®0oTO M KHHOJOKYMEHTHPOBAaHUE, HA3HAYCHUE U 00JIACTh TPUMEHEHHSL.

7) Texunyeckoe TOKYMEHTHUpPOBaHUE. 3HAUE€HUE U BUbI JOKYMEHTOB.

8) ®onomokymeHTHpOBaHKEe. BO3HMKHOBEHHE, pa3BUTHE M 00JaCTh IPUMEHEHHUS.

9) MarepuaibHble HOCUTEN HHPOPMAITUH U X Pa3BUTHE.

10) PazButre hopMymsipoB TeKCTOBBIX JokyMeHTOB B XVI-XVII BB.

11) PazButre BuaoB 1 hopmyssipa TOKyMEHTOB B yupexxaenusix Poccun XVIII B.

12) PazButre hopmynspa nokymenta B XIX — Hadane XX BB.

13) PazButre dhopmynspa TOKyMEHTa COBETCKOU AMOXH.

14) Vicropus BOHUKHOBEHHUSI U Pa3BUTHSI OTAEIBHBIX BUIOB JIOKYMEHTOB (IT0 BBIOOPY —
rpamora, yKa3, MpuKas, MpoTOKOJI, TUCHMO H T.II.).

15) Ucropus pa3BUTHs OTACIBHBIX 3JIEMEHTOB (OPMYIIsipa JOKyMeHTa (10 BBIOOPY — COCTaB
yIIOCTOBEPEHHUS, MTOPSI0K aIpeCOBaHUS U T.1.).

16) Ucropust yHUDHUKAIINN TEKCTOB JOKYMEHTA.

17) Pa3ButHe 1€10BOTO CTHIISI PyCCKOTO JIUTEPATYPHOTO SI3bIKA.

18) 3akoHOnaTeIbHAS U HOPMATUBHAS PETJIaMEHTALHS JOKYMEHTUPOBAHHS B JOPEBOJIOIMOHHOM
Poccun.

19) 3akoHoarenpHasi © HOpMaTUBHAS PeTJIAMEHTAIHS TOKYMEHTHPOBAHMS Pa3IMYHBIX BUIOB
JEeSITeTbHOCTH.

20) Meroab! coBepILIEHCTBOBAHUS IOKYMEHTUPOBAHUS YIIPABICHYECKOH JEsITeNbHOCTH.

21) OcobenHocTH 0GOPMIICHHS JIOTOBOPOB H KOHTPAKTOB.

22) JlokyMeHTUpOBaHHUE JIESTEIBHOCTH aKIIMOHEPHBIX OOIIECTB.
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23) JlokyMeHTHUpOBaHUE NIESATEIBHOCTH TOCYIAPCTBEHHBIX YUPEKICHHM.

24) BousiHre cpefcTB MEXaHW3aIMK ¥ aBTOMATH3AIMY HA CO3IaHHE JOKYMEHTOB U UX (hopMy.
25) CoBpeMeHHBIC TPOTPAaMMHEBIC CPEJICTBA, UCIIOJIB3YEMBbIE B TIPOIECCE CO3/TaHUS TOKYMECHTOR.
26) CymHocTh 1 OCHOBHOE HazHaueHHe JJOKyMEHTallMOHHOTO OOECIIEUEeHHUs YIIPaBICHUS B
COBPEMEHHBIX yCIIOBHUSX.

27) HopmaruBHO-1ipaBoBas 6a3za JIoKyMEHTAI[MOHHOTO 00ecIieUeHUs yrpaBiicHus B PO.

28) Opranunzanus Jenonpon3BoacTBa Ha MajbIX IPEAPUSTHIX.

29) Crnemnduxka JIokyMEeHTallMOHHOrO 00ECIeUeH sl yIIPaBIeHUS B TOCYIapCTBEHHBIX
YUPEKACHUSX.

30) Bo3aM0oXHOCTH UCTIONB30BaHUSI COBPEMEHHON O(PUCHON TEXHUKH B ONITUMH3AIIUH
JOKYMEHTO0000pOoTa B OpraHU3allH1H.

31) Bo3MOXHOCTH UCTIONB30BaHUS CIICUATM3UPOBAHHBIX IPOrPaMM IS OCYILIECTBIICHUS
JOKyMEHTAllMOHHOTO 000pOTa B COBPEMEHHBIX OPTraHU3aLNsX.

32) Ucropus ctaHOBJICHUS U Pa3BUTHUS JJOKYMEHTaIMOHHOTO 00ECTICYEeHHS! YIIPaBJICHHs B
Poccun.

33) Bo3MOXHOCTH UCTIONB30BaHUSI METOJJOB MAaTEMaTHYECKOT0 MOJICITUPOBAHUS IS
ONTHMH3ALUH JOKyMEHTO000pOTa Ha MPEIPHITHH.

34) Cnemuduka JJokyMeHTalmOHHOr0 00ecieueHns YITPaBJICHUS B KaJIPOBBIX CIYKOax.

35) 3apyOesxHblil OMBIT OpraHu3anuy JJOKyMEHTAIIMOHHOTO 00eCTICYeHUS YITPaBICHHSL.

36) IlepciekTuBHBIE HAIIPABJIEHHUS B Pa3BUTHU JJOKYMEHTAI[MOHHOTO 0OECIIeUeHN S YIIpaB JICHHSL.
37) Opranu3zanus Jlenornpon3BoCTBa B OpraHax rocy1apCTBEHHOM BJIACTH U MECTHOTO
CaMOYIIpaBJICHHUS.

38) CocraB u npeHa3HaYeHHue BHYTPEHHUX OPTraHU3al[MOHHO-PACTIOPSIUTENHHBIX IOKYMEHTOB
OpraHu3aIiy 10 paboTe C HEPCOHATIOM.

39) [IpumeneHnne METOJ0B COBPEMEHHOTO MEHEIKMEHTA B OpraHu3aiuui JJoKyMeHTalnOHHOrO
o0ecreYeHus yIpaBieHusl.

40) IlpumeHeHme TOCYTapCTBEHHBIX CTAHAAPTOB B OpraHu3anvu JloKyMeHTaImOHHOTO
o0ecrieueHus yIpaBjieHusl.

41) Cnennduka opranuzanui JJoKyMEHTaOHHOTO 00ECTIEYEHHS B Cy1ax.

42) Hcnonp30BaHue 3apy0e:KHOTO OIBITA B OpraHU3alMu JOKYMEHTO000pOTa Ha POCCHHCKHUX
MPEINPUATHUSX.



43) XapakrepucTrka ciry>k0bl JIOKyMeHTaIMOHHOTO 00ecTieueH s HA KOHKPETHOM IPeIIPUSTAN
(10 BBIOOPY CTYJIEHTA).

Bonpoce! k guddepennmmpoBannomy 3auery (OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK
09,1IK 1.2,TIK 1.3.)

1. [loHsiTHE O JOKYMEHTAIIMOHHOM O0CCIeUEHHUH yIPaBJICHHUS, TOKYMEHTE U Criocobax
JOKYMEHTUPOBAHUSI.

. Knnaccudmxkanmst 1okyMeHTOB.

. HopmaruBHo-TipaBoBas 0asza TOKYMEHTAIIMOHHOTO O0ECTIEYeHHUS YIIPABICHUSI.

. YHu]UKAIWS 1 cTaHAapTU3aIMs B IETIONPOU3BO/ICTBE.

. OcHOBHBIE 33724 U (PYHKLUH CITYy>KOBI JOKyMEHTAaIMOHHOTO obecrieueHus yrpasienus (JOY).
. CriocoOb1 opopmIteHUs 1aT Ha JOKYMEHTaXx.

. OdopmiieHre TOKyMEHTOB B aHKETHOH U TpadapeTHOH (popmax.

. CriocoOsl 1 mpaBuiia CO31aHNs JOKYMEHTOB

. OopmiieHne peKBU3UTOB HA IOKYMEHTaX.

10. TpeboBanusi, IpeAbsBISIEMbIE K OJIaHKAM.

11. Dransl ABUXKEHUS U TIOPSIOK 00pabOTKU IOKYMEHTOB.

12. Opranuzanust paboThl ¢ OOpaIICHUSIMU TPAKIAH.

13. Tlopsimok perucrpayu JOKyMEHTOB U KOHTPOJIb 33 UCIIOJHEHUEM JOKYMEHTOB.

14. XapakTeprucTHKa U COCTaB CIPaBOYHO-WH(POPMAITMOHHBIX JOKYMEHTOB.

15. JlokymMeHTHpOBaHHUE JAeSATEIbHOCTH KOJJIETHATBHBIX OPTaHOoB.

16. JlenoBoe obmienue: GopmMbl B KOMITOHEHTHI.

17. Benenune nenoBoro tene(oHHOro pa3roBopa, OCHOBHBIE MPABUIIA M PEKOMEHIAIINH.

18. JlenoBoe BBICTYIIIICHUE: BaYKHEUIIIHE TPEOOBAHUS, CTPYKTYPa U PEUEBON ITHKET.

19. OdopmireHue HHPOPMALMOHHO-CIIPABOYHON JOKYMEHTAIINH.

20. O61mue TpeOOBaHUS K CTPYKTYPE, CTHIIIO U3JIOKEHUS 1 OPOPMIIEHHUIO JIEJIOBBIX ITUCEM.
21. OdopmreHue MpoTOKOJIOB.

22. OdopmieHue akToB.

23. JloknanHas 1 00bsCHUTENbHAS 3anucky. CrpaBKa.

24. OCHOBHBIE T'PYMITBI OPraHU3AIMOHHO — PACIOPSAUTENBHBIX JOKYMEHTOB.

25. XapaKTepuCTHKA U COCTAB OPTaHU3ALMOHHO PACIOPSIIUTEIbHBIX TOKYMEHTOB.

26. Kparkas xapaxrepuctuka [OCT P 7.0.97 — 2017 r.

27. OdopmieHre opraHu3alroOHHO-PacOPSIUTEIIBHON TOKYMEHTAIMH.

28. IloHsITHE MOIMHHKUKA, KOITUY, BBIITMCKH, JyOJIMKATA.

29. Bunsl konuii TOKyMEHTOB, OCOOCHHOCTH 3aBEPEHUSI KOTIMH U BBIITUCOK.

30. KagpoBas tokyMeHTaIHsL.

31. Odopmnenne npuema Ha paboTYy.

32. 3asBiICHUS ¥ IPUKA3bI [10 IMYHOMY COCTaBY.

33. Jlmunast kaprouka Gpopmbl T-2 1 THIHBIE Jena.

34. OdopmieHuE KaIPOBOH TOKYMEHTAITHH.

35. Odopmrenue, 3amonHeHHE TPYIOBOH KHUKKH.

36. IIpaBuia BHYTpPEHHETO TPYAOBOIO paclopsiiKa.

37. Hopsmok oopmiieHHs TPYAOBOT'O IOTOBOpa.

38. JIokanbHbIE aKTHI 110 OXpaHe TPyJa Ha MPEIPUSTHH.

39. IlonoxeHue 1o 3a1mTe NepcOHaIbHBIX JaHHBIX PA0OTHUKA.

40. JoroBop o MOJHOW MaTepHUaTbHON OTBETCTBEHHOCTH.

41. I'paduk ornyckos. Tabens yuéra pabouero BpeMeHH.

42. Ilonsitue noroopa. OCHOBHBIE MTOJIOKEHUS O 3aKII0UEHUH 10orosopa. dopma gorosopa.
43. TleperoBopsl 0 3akioueHnH goropopa. Odepra. AKIEnT.

44. OcHoBaHUS U3MEHEHUS U PACTOPKEHMsI JoroBopa. [lopsaok 1 mocneacTBus N3MEHEHUS U
pacTopXKeHus 10roBopa.

45. O061mme MoNIoXKEeHHUs 0 IOBEPEHHOCTH. Y 1ocToBepeHue poBepenHoct. Cpok. [lepenosepue.
46. IIpexparieHne TOBEpEeHHOCTH. be30T3pIBHAS TOBEPEHHOCTb.
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47. JIoBEpeHHOCTH: Pa30BbIe, CIEIUATBHBIE, TeHEPaJIbHEIE.

48. OdopmIieHre JOroBOpoB.

49. OcHOBHBIE PEKBU3UTHI M IOPSIIOK OGOPMIICHHS TIPETEH3UH, OTBETOB Ha MPETEH3UIO.
50. TTopsimok oopMITeHHS MICKOBBIX 3asIBJICHUH U MTPECTAaBICHUE WX B APOUTPAXKHBINA CY/I.
51. IIpeTeH3nOHHO-UCKOBAs JOKYMEHTAIIHSI.

52. OdopmiieHre TPEeTEH3MOHHO-UCKOBOH TOKYMEHTAIINY.

53. TexHonorus opraHu3alu JOKYMEHT0000pOTa B OpraHU3aIHsIX.

54. OcoOEHHOCTH IEIONPON3BO/ICTBA TT0 OOPAIICHUSM I'pak/IaH.

55. Odopmnenne oOparieHunii rpakaaH.

56. [loroBopHO-TIpaBOBast TOKyMEHTAIHSI.

57. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

58. Cucremaru3zanus JOKyMEHTOB, (popMUpOBaHHe WX B JieTIa, U Tiepeiadya B apXuB
OpraHu3alyy.

59. IloaroToBka nen caaya B apXuB.

60. CocraBneHrne HOMEHKIIATyphbI Ie]1.

III. OIIMCAHUE OPI'AHU3 ALY OHNEHNBAHUSA U ITPABUJI OITPEJEJIEHUSA
PE3YJIbTATOB OHEHUBAHUA

YpoBeHb MOJATOTOBKH CTYJICHTOB IO y4eOHOM AMCIMITIIMHE OICHUBACTCS B Oajuiax: «5»
(«OTIIHUHOY), «4» («XOPOIIO»), «3» («YyIOBIETBOPUTEIHHOY), «2» («HEYTOBICTBOPUTEIHLHOY).

OneHka «OTIAMYHO» - OOYYAIOUIMICS TOKa3blBaeT NOJMHbIE M TJIyOOKHME 3HAHUS
MIPOrpaMMHOI0 MaTepHaa, JOTHYHO U apryMEHTHPOBAHO OTBEYAET Ha MOCTaBJICHHBIM BOIIPOC, a
TaK)Ke JIOTMOJIHUTENIbHBIE BOIPOCH], MOKAa3bIBA€T BBHICOKUH YPOBEHb TEOPETUUYECKUX 3HAHUM.
[Ipaktuyeckyro yactp BoimonHsAeT Ha 100%.

Omenka «xopomo» - O0y4aloIMCS MOKa3bIBaeT TNyOOKHE 3HAHUS IPOTrPaAaMMHOTO
MaTepHaia, TpaMOTHO €ro M3Jaraer, JOCTaTOYHO MOJHO OTBEYAaeT Ha MOCTABJICHHBIH BOIPOC U
JIOTIOJIHUTENIbHBIE BOMPOCH, yMmeno (GOopMyJIUpyeT BBIBOABL. B Toxke BpemMs Ipu OTBETE
JIOIYCKaeT HeCyIeCTBEHHbIE morpemHocty. [IpakTnyeckyto yacts BeimonHsaeT Ha 90%-80%.

OneHka «yIOBJIETBOPUTEIBHO» - OOyYaroIMHCA IIOKAa3bIBAa€T JOCTATOYHBbIE, HO HE
riyOOKue 3HaHHS MPOrpaMMHOIO MaTepuaja; Ipu OTBETE He JOMYCKaeT IpyObIX OIIMOOK WU
POTUBOPEYHH, OFHAKO B (HOPMYIMPOBAHMHM OTBETa OTCYTCTBYET [IOJDKHAs CBSI3b MEXIY
aHaJIM30M, aprymMeHTanuedl u BbeIBojaMu. [[ns monydeHus MNpaBUIIBHOIO OTBETa Tpedyercs
YTOUHSIOIME BONpockl. [IpakTryeckyro yacts BeimoinseT Ha 70%-60%.

OrneHka «HEYAOBIETBOPUTEIBLHO» - O0YYaIOLIUIiCS MOKa3bIBaCT HEJOCTATOYHBIC 3HAHUS
[IPOrpaMMHOr0 MaTepuaia, He CHOCOOCH apryMEHTHPOBAHO M IOCIEJ0BATENbHO €0 U3Jarath,
JIOITyCKaeTcsl TpyOble OMMOKK B OTBETAX, HEMIPABUIHHO OTBEUAET Ha MTOCTABJICHHBINA BOMIPOC UIIH
3aTpyaHseTcs ¢ OTBeTOM. [IpakTHyecKkyro yacTh BIMONHAET HAa MeHee 50%.

JubdepeHuupoBaHHbI 3a4eT NPOBOAMTCA B IEPUOJ SK3aMEHAIMOHHOM Ceccuw,
YCTaHOBJICHHOM KaJleHJapHbIM y4eOHBIM TpaHKOM, B pe3ysbTaTe KOTOPOro IpernogaBaTereM
BBICTABJIIETCSl HMTOTOBasl OI[EHKAa B COOTBETCTBHM C IPAaBUJIAMHU ONpENEICHUs Pe3yIbTaTOB
OLIEHUBAHUSI.
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