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1. ITacopT nporpaMmmsl y4e0HO#H JHCHHMILIMHBI

1.1. MecTo 1McuMIJIMHBI B CTPYKTYpe OCHOBHOI 00pa30BaTe/IbHOM POrpaMMBbI:

Vuebnas mqucuummaa OI1.13  JlokymMeHTanMoOHHOE oOecrieueHue yIpaBIeHUs SBISETCS
00s13aTeIFHON YacThIO 00IIeTpOo(heCcCCHOHATBFHOTO IUKJIA TPUMEPHOM OCHOBHOW 00pa30BaTeIbHOM
nporpaMMsl B cootBeTcTBUH ¢ PI'OC no cneunansHoctu 38.02.07 bankoBCKo€E z1€10.

VYuebHas mucuuiuimHa «JlOKyMEHTAIlMOHHOE 00ecTeueHrue yMNpaBJICHHS» 00CCTICUnBACT
(dbopMupoBaHHEe OOITUX KOMIIETEHITHH 1m0 BceM BuaaM AestenbHocT OI'OC no cnenuansHOCTH
38.02.07 bankoBckoe meno. Ocoboe 3HAUYCHHME IUCUMILIMHA WMeeT TpH (OPMHPOBAHUU U
Pa3BUTUU CIEIYIOMIUX OOIMIMX KOMIIETCHIIUN:

1.2. enb u ni1aHupyeMble pe3y/IbTAThl OCBOCHUS TUCHMILIMHBI:
B pamkax mporpammbl y4eOHOW AHUCHUIUTMHBI OOYyYaIOUIMMUCS OCBAUBAIOTCS YMEHUS H

3HaHUS
1. OOume KOMIETEHITUU
= PopmMyJiMpoBKa
- E KOMIIeTEeHI[UH 3HaHHS, yMEHHSA
S =
< g
=
g
OK 01 Bri6upaTh criocoObl Y MeHust:
pEIICHUA 3a/1a9 [pacro3HaBaTh 3a7a4y U/Uiau mpooaemy
npO(eCcCHOHANBHOM g 1pohecCHOHANEHOM H/UTH COLMATLHOM KOHTEKCTE
NESITENbHOCTH
MPUMEHUTETHLHO
K pasIHIHbIM AHATM3UPOBATH 3a1a4y W/WIH IPo0IeMy 1
KOHTEKCTaM BBIJICTISITH €€ COCTABHBIE YACTH

OIMPCACIIATD 3Tallbl pCIICHUS 3a1a4u

BBISIBIIATH U 9()()EKTUBHO HCKATh HH(OPMALIUIO,
HEO0XO0IUMYIO JJIsl peIICHUS 331241 W/HITH POOJIeMBI
COCTaBJIATH TUIAH JICHCTBUS

OTIpeaesiTh HEOOXOAUMBIE PECYPCHI

BJIAACTDb AKTYaJIbHBIMU METOAaMU paGOTI:I
B Tpo(PeCCMOHAIBHON ¥ CMEXKHBIX cpepax

PC€AIN30BbIBATH COCTaBJICHHBIN IIaH

OIICHUBATH PE3YJIbTAT U MOCIEACTBUS CBOUX JICUCTBUI
(CaMOCTOHTeHBHO HUJINA C ITIOMOIIIBIO
HACTAaBHHKA)

SHAHUA:

AKTyaJIbHBIN PO(ECCUOHATBHBIN U COLIMATbHBIN
KOHTEKCT, B KOTOPOM MPUXOAUTCS pabOTaTh U KUTh

OCHOBHBIE UCTOYHUKH HH(DOPMAIIMH U PECYPCHI ISl PEIICHHUS
3ajiay ¥ mpoobsieM B mpodeccuoHaTbHOM
W/WJTA COITMAIBHOM KOHTEKCTE

QJITOPUTMBI BBITTOJTHEHUS padoT
B Ipo(hecCHOHANBHOM U CMEXHBIX 00J1acTsAX

MeTObI paboThI B TPOHECCUOHATTBHON M CMEKHBIX
chepax
CTPYKTYpY IIaHa JJIsl PEIICHUs 3a1a4




MOPSIIOK OLEHKH PE3YIbTaTOB PEIICHUS 3a/1a4
npodeccuoHanbHOM AeATEIbHOCTH

OK 02 Mcnons30BaTh YMeHnusi:
COBPEMCHHBIC OTpeAeNaTh 3aJa4u JJi Toucka nHpopMalu
CPCACTBA MOUCKA, e nensiTh HEOGXOIUMBIE HCTOYHHKH
aHammsa MHpOpMALIUN
M MHTEPIIPETAIIH
W OpMATH MUIaHUPOBATh MPOIIECC MTOMCKA
2 CTPYKTYpHUPOBATh MOJTydyaeMyto HH(OpMAIIHIO
MH()OPMAIMOHHBIE BRIIENATE HAUOOJIEE 3HAUUMOE B IepeyHe
TCXHOJOTHH UIL  H(pOpMaIuu
BPITOIHCHUA 3a/1AT ) o yyrats MPAKTUYECKYIO 3HAYUMOCTh
[pojeccHoHanLHOH [PE3yJIbTaTOB MOKCKA
NesITeTbHOCTH
0(QOPMIISITH pe3yJIbTaThl OUCKA, TPUMEHSTh
cpeacTBa MH(OOPMAIIMOHHBIX TEXHOJIOTHIA ISl PEIICHHUS
MpodeCCHOHANIBHBIX 3a]1a4
MCIIOJIb30BAaTh COBPEMEHHOE ITPOrPaMMHOE
oOecrieueHue
MCIIOJIb30BATh Pa3INYHbIE IU(PPOBBIC CPEACTBA IS
perieHus npodecCUOHaIbHBIX 3a/1au
3HaHMsA:
HOMEHKJIaTypa HH(POPMAIIMOHHBIX HICTOUHUKOB,
MPUMEHSIEMBIX B TIPOGECCUOHATLHON AEATEIIEHOCTH
MpUEMbI CTPYKTYPUPOBaHUS HH(POpMALTUN
(dopmar oopmiieHUS Pe3yIbTATOB MOUCKA HMH(OPMAITHH,
COBpEMEHHbBIE CPE/ICTBA U
yCTpoicTBa HHPOpPMATH3ALUT
MOPSIOK X MPUMEHEHUS U IPOrpaMMHOE
oOecrnieueHre B mpo(hecCHOHALHOM IEATEIBHOCTH B TOM YHCIIE C
MCIIOJIb30BaHUEM IU(PPOBBIX CPEACTB
OK 03 [ InanpoBaTh Ymenus:
1 pCAIM30BBIBATE  loripeeniaTh aKTYadIbHOCTh HOPMATUBHO-TIPABOBOI
COOCTBEHHOC IMOKyMEHTaIlUX B TPO(PECCHOHAIBHON JCSITETLHOCTH
rpodeccruoHabHOE
" IMIHOCTHOAMPAMCHATE COBPEMEHHYIO HAYYHYIO
basBuTHE, npodhecCHOHATEHYIO TEPMUHOIOTHIO
NpeaNpPUHEMATENLC OIPENEIATh U BHICTPaUBaTh TPAEKTOPHU

KYIO IeSITeIbHOCTb
B
npogecCuoHATbHON
cdepe,
MCIIOJTh30BATh
BHAHUS TI0
MpPaBOBOI U
(buHAaHCOBOM
rpPaMOTHOCTH

B Pa3JIUYHBIX
PKI3HEHHBIX
CUTYaIUsIX

MpoQeCCHOHAIBHOTO PA3BUTHSI U CAMOOOPA30BaHUS

BBIABJIATH JOCTOMHCTBA U HEAOCTATKHU
KOMMEPYECKOU UIeH

MPE3CHTOBATH MJICH OTKPBITHS COOCTBEHHOTO Jieja B
npodecCHOHATBHOM e TeNbHOCTH; 0(OPMIIATH
On3HeC-IUIaH

PACCUUTBHIBATH pa3MCPhI BBITIJIAT IO NPOLCHTHBIM
CTaBKaM KpE€AUTOBAHUA

OMpCaAC/IsAITb MHBCCTUIUOHHYIO ITPUBJICKATCIIBHOCTD
KOMMEpPYECKHX U B paMKax MpodeccnoHaIbHON
HEATCIIBHOCTU

MPE3eHTOBATH OU3HEC-UICIO

OTpeeNaTh HCTOYHUKHU (PUHAHCUPOBAHUS




SHAHUA:

coZepKaHUE aKTyaJIbHOM HOPMATUBHO-TIPABOBOM
HMOKYMCHTallUN

coBpeMeHHasi Hay4yHasl U podeccruoHaIbHast
TEPMHUHOIOTHS

BO3MO>KHBIE TPACKTOPUU MPO(HECCHOHATEHOTO
Pa3BUTHUS U cCaMO00pa3oBaHUs

OCHOBBI IPEAMPUHUMATEIIBCKON IEATETbHOCTH;
OCHOBBI (DMHAHCOBOM IPaMOTHOCTH

npaBuiIa pa3paboTKH OM3HEC-TUIAHOB

MOPAAOK BEICTpauBaHHUA IIPE3CHTAIUN

OK 04 DddexTuBHO YmeHus:
B3aUMOACUCTBOBATE opraHU30BBIBATH PA0OTY KOJIIEKTHBA
| paborats M KOMaH/IbI
B KOJUICKTUBE U v
OMaTIe B3aMMOJICHICTBOBATH C KOJIJIETAMH, PYKOBOJICTBOM, KIIMEHTAMU B
xo1e TpodheCCHOHATHHOM
NesaTebHOCTH
3HaHMsA:
MCUXOJIOTHYECKUE OCHOBBI ACATEIbHOCTU
KOJIJICKTHBA, ICUXOJIOTHYECKUE 0COOEHHOCTH JIMYHOCTH
OCHOBBI IIPOEKTHOM JEATEILHOCTH
OK 05 OcyI11ecTBIATD Ymenus:
YCTHYIO 1 CPaMOTHO U3JIaraTb CBOU MBICIH
[IHCEMEHHYIO 1 0(hOpMIIATH JOKYMEHTHI IO MpodecCUOHATEHON
KOMMYHHUKALHUIO TEMaTUKE HA TOCYJapPCTBEHHOM SI3bIKE, IPOSABIIATH TOJIEPAHTHOCTD
Ha B paboueM KOJIJIEKTUBE
roCy/1apCTBEHHOM
s13b1Ke Poccuiickoii (SHAHMS:
Denepannu ¢ 0COOEHHOCTH COLIMAIBHOTO U KYJIBTYPHOTO
Y4EeTOM KOHTEKCTA;
ocobenHocTelt npaBuia 0pOpPMIICHHUS JOKYMEHTOB
COLMATBHOTO 1 TOCTPOEHHS YCTHBIX COOOIIEHMIA
1 KyJIbTYPHOTO
KOHTEKCTa
OK 06 [TposiBIATH YmeHus:
rpak JTaHCKO- =
OTIHCHIBATh 3HAYMMOCTh CBOCH CHEUATbHOCTH
MaTPUOTUYECKYIO
IOBHIIIO, MPUMEHSTH CTaHIapPThl AHTUKOPPYIIIIUOHHOTO
neMoHcTpupoBatp  |[[OBCACHI
OCO3HAaHHOE SHaHMs:
ITOBCICHHE Ha CYILIHOCTb I'Pak/1aHCKO-MAaTPUOTUYECKO MO3UIINH,
OCHOBC 00111€4eTIOBEYECKUX [ICHHOCTEH
TPaIULIMOHHBIX =
3HAYUMOCTb PO(ECCHOHATBHON AEATEIbHOCTHU 110
00I1IECUeIIOBEYECKUX

CIICIUAaJIBHOCTH




IIEHHOCTEM, B TOM
YUCTIE C YUETOM
rapMOHU3ALUN
MEKHAITMOHAIBLHBIX
1 MEXPEJIUTUO3HBIX
OTHOIIIEHUH,
[IPUMEHSATD
CTaHIapThl
QHTUKOPPYILIUOHHO
ro

TMOBEICHUS

CTaHJapThl AHTUKOPPYNIIMOHHOTO MTOBEICHUS U TIOCIIEJICTBUS €TO
HapyIICHUS




2.CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUILIUHBI

2.1. O0beM y4eOHOI IMCHUIIIMHBI H BBl Y4eOHOI padoThI

O0bem yacoB no popmam
Bup yueOHoit padoTnl o0y4yeHnust
O4HOe
O0BbeMm o0pa3oBaTeIbHOI NporpaMmMbl  y4eOHOM 56
U CHMIIJIHHBI
B TOM YHCJIC:
TeopeTHIecKoe 00yIeHHE 26
[MPAKTUYECKUE 3aHATHS 30
CamocTosiTesibHAsA padoTa 00y4aromerocs (Bcero)
[IpomMe:kyTOUHAas aTTeCTANMS HuddepennmpoBaHHbIii 3aUeT




2.2. TemaTH4yeCcKHUii NJIAH U colepPKaHMe Y4eOHO T CHUIIHHBI «/{oKkyMeHTallMOHHOe 00ecTieueHne YIPaBJIeHUs»

Ne yy, HaumenoBanmne Conep:xxanue y4e0OHOro MmaTepuaJa, J1adopaTopHbie padoThl Koabl KoMneTeHmmii,
3aHATHA pa3aejaoB U TEM H MPAKTUYECCKHE 3aHATHSA, (l)OpMHpOBaHHlO KOTOPBIX
caMoCTOSITeJIbHASI padoTa 00y4YaroIMXcs CIOCOGCTBYET 3JIeMEeHT
NPOrpaMMbI
Tema 1. .3HauUEHHE W COJEepKaHUE NUCIUIUIMHBI «J[OKyMeHTallMOHHOE oOecredeHue 2
Beenenne. JlokymeHT yrOpaBieHus». [loHATHE TEPMUHOB «IOKYMEHT», «JIOKYMEHTHPOBAHUEY,
{ CHCTeMa JOKYMEHTAIlluH «JJOKYMEHTAllMOHHOE  O0OecrieueHue  yrhpaBieHUs».  YHUDUKauus U
CTaHIaDTU3AIMH YIIDABJIECHYECKUX TOKYMEHTOB.
CamocrosiTesibHas padota odyuarwmmxcs: [logroroButs pedepar mo teme
«HMcropus pa3BuTus neionpousBoacTsa B Poccun»
Tema 2. OpraHu3anMoOHHbIE JOKYMEHTBHI — YCTaB, Yy4YpeOuTelabHble JoroBop, mnonoxenue.l 2 |OK01-06
OpraHu3anuoHHo- PacniopsaurensHble JOKYMEHTBI — IPUKa3, PaCIOpsLKCHHUE, yKa3aHUE, MOCTaHOBIICHUE,
2 pacropsiinTeIbHbIE pelLIeHne, MHCTPYKIHS, POTOKOIL.
AOKYMEHTbI
CripaBo4HO-UH(OPMAIIIOHHBIE JOKYMEHTBI: ciry:keOHas 3aIlncKa,
OOBSICHUTEINIbHAS 3aMMCKa, aKT, CIpaBKa, CIIyKeOHbIE MICbMa
IIpakTuyeckoe 3ausitue 1. CoctarieHue u ohopmMIICHHE PaCTIOPSHKCHUS 4
IIpakTuyeckoe 3ansaTue 2. CocraBneHue u opopmiIeHUE mpruKasza 2
IIpakTuyeckoe 3ansatue 3. CocraBieHue W Oo(OpMIICHHE CIYKEOHOTO 2 |OK01-06
MMCbMa, 00BICHUTENBHOMN 3aUCKU
CamocrositesbHass padora odyuaromuxcsi: M3yuuts ['OCT P 7.0.97-2016
3 Tema 3. JIOKyMEHTHpOBaHHE TPYIOBBIX MpaBooTHOWEHUH. CocTaB U 0COOEHHOCTH 0(OPMIICHUS 2 |OK 01-06
Kanposasi nokyMeHTanusi |I0KyMEHTOB [0 JINYHOMY COCTaBY
KommnekroBanue nuunoro aena. ABtoouorpadus. Pestome. 3asBieHue o npueme Ha 2
paboty. [Ipuka3bl mo TMYHOMY COCTaBY
IIpakTnuyeckoe 3ansaTue 4 OdopmiieHNE MPUKA30B IO JIUIYHOMY COCTABY 2
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IIpakTnyeckoe 3anaTue 5 OdopmieHne CpaBokK, JOKIAJTHON U CITy>KeOHON 2
3aMHCKH, aKTa.
IIpakTuyeckoe 3ansitue 6 OdopmieHue TPyAOBOrO AOTOBOpA, MPHUKaA3a O MpHUEMe Ha 2
paboty, opopmIIeHHE TPYIOBOH KHUKKHU.
Tema 4. [TonsiTusa noroBopa. Buasl 1oroBopon 2 OK 01-06
JloroBopHo-npaBoBast
JAOKYMEHTAIUS [lpaBuna odopMiIeHHS TNPETEH3UOHHBIX muceM. QDOpMyJsIp HCKOBOTO 2
3asiBJICHUs, TpeOOBaHUSI K €ro 0(popMIICHHIO
IIpakTnyeckoe 3ansaTHe 7 OdopmieHue 10roBopa KymiIu-mpoaaxu 4
IIpakTuyeckoe 3ausitue 8 OdopmiieHHE TPETCH3UU 4
IIpakTnyeckoe 3ansaTue 9 OdopmiieHUE HCKOBOTO 3asIBICHHS 4
Tema 5. CoctaB u yuer o0bema JOKyMeHTOOOopoTa mpeanpusituii. Opranuzanusi padoThl ¢ 2 |OK01-06
IonsaTHe BXOJSILIEH, UCXOAAIEH U BHYTPEHHEN JOKYMEHTALUEH
JIOKYMEHT0000poTAa, ba3bl manHBIX 11 XpaHeHUs MOKymMeHToB. Pabora c 3ampocammu. Pabota c
perucTpanus 10KYMEeHTOB |3J€KTPOHHBIMH JJOKYMEHTAMHU.
TeMma 6. Howmenknarypa aen. UaauBuayanbHble, CBOJHbBIC, TPUMEPHBIC U TUIIOBBIC 2 OK 01-06
Opraauzanus HOMEHKJIATypHI Jedl.
0NepaTuBHOI0 [loaroroBka M NOpAOK MEpeAayu A€l B apXUB. 3aKOHOAATEIbHBIE aKThl U
apXUBHOIO XpaHeHHusl | HOPMATUBHO-METOAUYECKNE  JOKYMEHTbl [0  apXUBHOMY  XPaHEHMIO
AOKYMEHTOB JOKYMEHTOB.
IIpakTnueckne 3ansatus 10 dopmupoBaHre HOMEHKIATYPHI €A 4
IIpomexyToyHasi aTTecTanusA- AM(PPepeHIUPOBAHHBIN 3a4eT
BCET'O 56




3. YCJIOBHUSA PEAJIM3AIIMA ITPOTPAMMBI YYEBHOM JTAUCIHUILIMHBI

3.1. Jdas  peanu3anmum nporpaMmMbl  y4eOHOW JMCHUIUIMHBI NPeIyCMOTPEHbI
cJeAyouue cnenuajabHble MOMeleHus:

KabuHeT yueTHO-3KOHOMHUYECKUX AMCLMUIUINH, OCHAIICHHBIN 000pyAOBaHUEM: IOCAJIOYHbIE
MecTa IO KOJNWYECTBY oOOydYarommxcs, pabodee MECTO WpernojaBarens, [0CKa, CTEHJBI,
IUAAKTUYECKUN MaTepuas, TEXHUUECKUMH CPEACTBAMH 00YUYEeHHsI: KOMIIBIOTEPHI, MyJIbTUMEIUNHOE

obopypoBaHue.
3.2. HNudopmannonHoe odecrieueHne pean3anu NporpaMmmbl
3.2.1. IleuaTHble N31aHUSA

1. Koncturymus Poccuiickoit @eneparnuu ot 12.12.1993 // Cobpanue 3akononarenbcTBa PD.-
04.08.2022. - Ne31. — Cr. 4398.

2. TOCT P 7.0.8 — 2013 Hauuonanbnbiii ctanmapt Poccuiickoin ®@epepanuu. Cucrema
CTaHIApTOB MO HH(popManMM, OUOTMOTEUHOMY M H3IATENBCKOMY Jeny. [lemompousBoACTBO U
apxuBHoe Aeno. Tepmunbl u onpenenenus” (yrB. [Ipukazom Poccranmapra ot 17.10.2013 N 1185-
cT) [DnektponuHsiii pecypc] // CnpaBouno-nouckoBas cucteMa «Koncynbrantllmoc».- Pexum
nocryma: http://www.consultant.ru/document.

3. TOCT P 7.0.97-2016. Haumonansubslii cranaapT Poccuiickoit Penepauuu. Cucrema
CTaHIapTOB o nHpopmanuu, OMOINOTEUHOMY " W3/1aTeIIbCKOMY Jey.
Opranu3anioHHOpACTIOPSIAUTEIbHAS JTOKyMeHTaus. TpeboBanust K O(QOpPMIIEHHIO JOKYMEHTOB'
(ytB. Ilpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018) // Odurnnansubie
JTOKYMEHTHI B 0OpazoBanuu. - Ne 18. -2017.

4. bapuxun, A. b. Kagpopoe nenmonpousBoactro. [Ipaktuueckoe mocodue / A.b. bapuxus. - M.
Kuwxnsiii mup, 2020.

5. bacakos, M.U. JlokymeHnTamnmonHoe odecrieueHue ynpasienus / M.M.bacakos. - M.: KnoPyc
menua, 2019.

6. Kupcanoa, M.B., AxcenoB, FKO.M. Kypc nenonpousBoncrea. — M.: HNHOPA-M;
HoBocubupck: Cubupckoe cornamenue, 2018.

7. Ky3uenos, M.H. JlokymeHTanuonHoe oOecneueHue ympasieHus. [JokymeHTOOOOpOT u
Jenonpoun3BocTBO: YueOnuk u npaktukyM / U.H. Ky3nernog. - JIroGepisr: FOpaiit, 2024

8. Ilanacenko, FO.A. Jlenonpou3BOACTBO: JOKYMEHTALIMOHHOE OOECIICUEHUE YIIPaBIICHUS:
VYuae6noe mocooue / FO.A. [Tanacenko. - M.: U1 PUOP, HUL] MH®PA-M, 2020.

9. Pymbinuna, JI.A. JlokymeHTanmonHoe obecneuenue ynpasieaus. — M., OULL «Akanemusi»,
2018.
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3.2.2. DjeKTpoOHHBbIE H3AaHUS (3JIEKTPOHHBIE PecypChl)

1. CnpaBounas nipaBoBas cuctema «KoHcynbTanT mmtoc»:http:// www.consultant.ru
2. CnpaBounas cuctema «["apant». http://www.aero.garant.ru

3.2.3. JlomosHHUTEIbHbIE HCTOUYHUKHU

1. Kypnan «JlenonponsBoacTBo».

2. Kypnan «Cekperapckoe aemno».

3. Kypnan «YnpapiieHue nepcoHagoM».

4. KOHTPOJIb UM OIEHKA PE3YJIbTATOB

OCBOEHUSI YYEBHOWM

Pe3yabTaTnl 00yuyeHust

MeTtoabl OLIEHKH

B  pesyaprare = ocBoeHus
JUCIUIUIMHBL  00y4Jaromuics
JIOJDKEH 3HATh: aKTyaJIbHBIN
po(heCcCHOHATTLHBIN "
COIIMAJIbHBI ~ KOHTEKCT, B
KOTOpPOM MIPUXOTUTCS
paboTaTh U KUTh; OCHOBHBIC
UCTOYHUKKA UHbOpMaluu U
peCYpCHI 7Sl pelieHus 3a1a4d U
npoosieM B
npohecCHOHATEHOM u/vunm
COLIMAIbHOM KOHTEKCTE;
AITOPUTMBI BBITIOJTHEHUS
pabot B npodecCuOHAIBHOU 1
CMEXHBIX O00IACTSIX; METOJbI
pabotsl B mpodeccruoHanbHON
U CMEKHBIX cdepax;
CTPYKTYpY riaHa TUISt
pelieHus  3amad;  MOPSIOK
OLICHKH PEe3yJIbTaTOB PELICHUS
3a1a4y npogeccuoHaIbHON
JEeSTENIbHOCTH HOMEHKJIaTypa
UH()OPMAIIMOHHBIX
HUCTOYHUKOB TMPHUMEHSIEMbIX B
npodeccCHOHATBEHON
NesITeIbHOCTH;
CTPYKTYPHPOBAHUS
nH(pOpMaInu;
oopMITeHHS
MOWCKa nHbopMau
coaepKaHue aKTyaJbHOU
HOPMaTUBHOIIPABOBO
JIOKYMEHTAI[UU; COBpPEMEHHAas
Hay4Has ¥ mpodeCCHoHaIbHAas

MIPUEMBI

dbopmar
pe3yIbTaToB

JACHUIIJIMHBI
Kpurepun oneHku
pacrmo3HaBaHUE  alTOPUTMOB
BBITIOJTHCHHS pabor B
npodeccCHOHATBEHON u
CMEXKHBIX o0acTax;
oTpeieieHre METOJIOB

pabotsl B mpodeccruoHanbHON
U CMEXHBIX c(epax; BbIOOp
OmnpeAeieHue  ONTHUMaIbHON
CTPYKTYPBI TIaHa TUTSE
pelieHus 3aaay; MOHMMAaHUe
MOPsIIKAa OIIEHKH Pe3yIbTaTOB

peleHus 3a1a4
npodeccCHOHATBEHON

IEATEINLHOCTH, BBIOOD
Hanboee OIITUMAJIBHBIX

HUCTOYHUKOB HMHQOpMAIMH U
PECYPCOB Jisi pElICHHsS 3a7a4
u npoosieM B
npohecCHOHATEHOM u/unm
COLIMAIBHOM KOHTEKCTE;
OpPUCHTHUPOBAHUE B
aKTyaJIbHOU HOPMAaTHUBHO-
MIPaBOBOM IOKYMEHTAIlUH;
COBPEMEHHOM  HAay4yHOH U
npodecCHOHATBEHON

TEPMHUHOJIOTHH;  TTOHHMaHUE
MICUXOJIOTHYECKHUX OCHOB
NEeSTENIbHOCTH  KOJUIEKTHBA,
TICHXOJIOTHUECKUX

0COOEHHOCTEN JINYHOCTH;
BJIQJICHUE 3HAHHUSIMH OCHOB
paboTel ¢  JOKyMEHTaMH,
MOJITOTOBKH YCTHBIX "
MUCHbMEHHBIX COOOIICHUI;

Onenka pe3yIbTaToB
BBIITOJTHEHUSI  NPAKTUYECKUX
pabot. Tect. YcTHBIA ompoc.
[TnceMenHsIit onpoc.
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TEPMHUHOJIOTHS;  BO3MOYKHBIC
TPaeKTOPUHU
npodheccnoHaTbEHOTO
pa3BUTHS U CaMOOOpPa30BaHUS
TICHXOJIOTHYECKUE OCHOBBI
NESITCJIBHOCTH ~ KOJUICKTHUBA,
TICHXOJIOTUYECKHUE
0COOEHHOCTH JINYHOCTH,
OCHOBBI MPOEKTHOM
NESTENIbHOCTH  OCOOEHHOCTH

COLIMAJILHOTO U KYJBTYPHOTO
KOHTEKCTA; npaBuiIa
oQopMIIEHUS TOKYMEHTOB U

MMOCTPOCHUA YCTHBIX
COOOIIIEeHUH. TPaMOTHO
n3jiaraTtb CBOU MBICIIN n

oopMIIATh  TOKYMEHTBI  TI0
npo(hecCHOHATLHON TEMATHKE
Ha TOCYJapCTBEHHOM S3bIKE,
MPOSABJIATL TOJICPAHTHOCTL B

pabouem KOJJICKTHUBE
COBPEMEHHBIE  CpEICTBAa H
YCTpOMCTBA
uHpOpMaTHU3aLUHU;  MOPAIOK
ux MIPUMEHEHHUS u
IporpaMMHOE OOecliedeHrue B
npodhecCHoHATEHOM
JEeSITeTbHOCTH npaBuiIa
MOCTPOCHUS  MPOCTBIX U
CIOXKHBIX IIPEMIOKECHUN Ha
npodeCCHOHAIbHBIC TEMBI;
OCHOBHbBIE
001IeymoTpeOUTENbHBIE
TJ1aroJibl (ObITOBAs u

npodeCCHOHANIbHAS JICKCHKA);
JICKCUYECKUI MHUHHUMYM,
OTHOCSIINICA K OIMCAHUIO
IPEIMETOB, CpEICTB u
MPOIIECCOB
npodecCHOHATBEHON
NESITEIbBHOCTH;  OCOOEHHOCTH
MIPOU3HOIICHHS; npaBuIia
YTEHUS TEKCTOB
npodecCHOHATBEHON
HaNpaBJICHHOCTU

3HAHWE OCHOB KOMITBIOTEPHOM
T'paMOTHOCTHU; 3HAHUC IIPABUJL
HAIUCaHUsl U TPOU3HOLICHUS
CJIOB, B T.4. "
poeCCHOHATBHON JIEKCUKH.

B  pesynaprare = OCBOEHMS
JTUCLHUIUIMHBL  00yYarouuiics
JOJIKEH YMETh: paclio3HaBaTh
3ajady w/wiM  1pobieMmy B
podeCCHOHATIBHOM n/unm

BJIaJICHUC aKTyaJIbHBIMH
METOJaMHU paboTbI B
npodecCHOHATEHOM u
CMEXHBIX chepax;
(O peKTUBHOE BBISBICHUE U

Ouenka pe3yabTaTOB
BBITIOJIHCHU A MPAKTUYCCKUX
pabotr. Tect. YcTHBINA ompoc.
[TnceMenHBIM onpoc.
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COLIMAIbHOM KOHTEKCTE;
aHAIN3UPOBATh 3a7ady W/MIU
npobiieMy H BBIACNATH €€
COCTaBHBIC YaCTH; ONPEACIATD
STambl  pemIeHHus  3a7auu;
BBIABISAT U 3((HEKTUBHO
HACKaTh nH(pOpMaIHIo,
HEOOXOIUMYIO JJISl PELICHHS
3aJaud  W/WiIM  TpoOJIeMBlI;
COCTaBUTh IUIAH JCHCTBHS;
ONpeAeNuTs  HEeoOXOAUMbIE
pecypcesl; BJIAJIETh
aKTyaJIbHBIMU MeTOoaMH1
paboTel B TipoheCCHOHATBLHOM
u CMEXHBIX chepax;
peann30BaTh  COCTABJICHHBIN
IUTaH; OLIEHUBATh Pe3yJbTaT U
MOCJIEACTBUS CBOMX AEHCTBUM
(caMOCTOSTENHLHO 158107 c
MTOMOIIIBIO HAaCTaBHHKA)
omnpenensaTh  3adadd  JUISA
IIOWCKa UH(pOPMAIHIH;
OTIpEeIeNATh HE00X0IUMBbIE
VCTOYHUKU UH(pOpMaLUY;
IUIaHUPOBATh mporece
MIOUCKA; CTPYKTypUPOBATh
noyiydyaemyr  MHGOpMaIuio;
BBIJICTISITH HAanOoJee 3HaYNMOe
B MepeuyHe  HH(pOpMAaIUH;
OIICHUBATH MPAKTUIECKYIO
3HaYUMOCTh pe3yJIbTaToB
IIOUCKA; oopmATh
pe3yIbTaThI MOUCKa
OTIpeNeNsTh AKTyaJIbHOCTb
HOPMAaTHUBHO-TTPABOBOM
JOKYMEHTAITUU B
npodhecCHOHATEHOM
JesITeIbHOCTH; MPUMECHSITh
COBPEMEHHYIO HAYYHYIO
npodeccHoHATBHYIO
TEPMHUHOJIOTHIO; OTPEACIIATh U
BBICTpaUBaTh TPaeKTOPUHI
npodheccnoHaTbEHOTO
pa3BUTHS U caMOOOpPa30BaHUS
OpPTaHW30BBIBATH paboty
KOJUIEKTUBA W KOMAaHJBI;
B3aNMOENCTBOBATh C
KOJUIETaMH,  PYKOBOJCTBOM,
KJIMEHTaMU B xozie
npodecCHOHATLHON

IIOMCK nH(dOpMaINH,
COCTaBJICHHE OINTHMAaJIbHOI'O
IUIaHa  JIEUCTBUM,  aHaIu3
HEOOXOIUMBIX JUTS
BBITTOJTHEHUS 3a7aHus,
pecypcos; OCYIIECTBIICHUE
HUCCIIEOBATEILCKOM

JESTENIbHOCTH, MPUBOMSIIEH K
ONTUMAIILHOMY  PE3YJIbTaTy;
JNEMOHCTpanusi THOKOCTH B
oO01eHn N C KOJUJIETaMU,
PYKOBOJICTBOM,
MIOTYUHEHHBIMH "
3aKa3uyuKaMy;  TPUMCHEHUE
cpeactB  MH(GOPMAIIMOHHBIX
TEXHOJOTHH /Il pelieHus
poeCCHOHATBHBIX 3amay;
s (deKTUBHOE HUCTOIB30BAHUE
COBPEMEHHOTO TPOTPAMMHOTO
o0ecreyeHus; KpaTko U YETKO
(GOopMyIHpOBAaTH CBOM MBICIIH,
u3jgaraTh UX JOCTYIHBIM IS
[IOHUMAHUS CIIOCO0OM;
s dexkTuBHAS pabora c
NePBUYHBIMH
OyXrajaTepcKuMu
JOKYMEHTaMHU
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ACATCIIbHOCTU T'paMOTHO
u3JaraTh CBOM MBICIM U
opopMIATh  TOKYMEHTBI IO
po¢eCCUOHATBPHOW TEMaTHUKE
Ha TOCYIapCTBEHHOM S3bIKE,
MPOSIBIISITH  TOJIGPAHTHOCTH B

pabouem KOJIJICKTHBE
NPUMEHSTH cpencTaa
MH(POPMAITMOHHBIX

TEXHOJIOTU  JUISl  pELICHUs
npoeCCHOHATTBHBIX  3aj1ad;
UCIIOJIb30BaTh  COBPEMEHHOE
porpaMMHOe  oOecrieueHHe
IOHMMATh  OOMMII  CMBICII
YETKO MIPOM3HECEHHBIX
BBICKa3bIBaHUI HA W3BECTHBIC
TeMbl (MpohecCHOHAIBHBIE U
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BbIC
npodecCuoHATbHBIC TEMBI;
y4acTBOBaTh B JHAJIOTax Ha
3HAKOMBIE oOmie u
npodeccHOHAbHBIE  TEMBI;
CTPOUTH MPOCTHIE
BBICKa3bIBaHUSI O cebe U O
CBOEH npodeccuoHaIbHON
IeATeITbHOCTH; KpaTKo
00OCHOBBIBATh M OOBSCHUTH
CBOM JIEUCTBUS (TEKyIHE U

IUTAHUPYEMBIE); 1CaTh
IPOCTHIE CBSI3HBIE COOOLICHMS
Ha 3HAKOMBIE 70171
MHTEPECYIOLINE

npodeccuoHaAbEHBIE TEMBI
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ABTOHOMHAas HEKOMMEPpUYECCKad oOpraHnm3anus leO(l)ECCI/IOHa.]'IbHOFO Oﬁpa30BaHI/lﬂ
«HﬂTHFOpCKI/Iﬁ TEXHUKYM 3KOHOMHKHA 1 HHHOBAITHOHHBIX TEXHOJIOTHHA»

(AHO ITO «IITDOHUT»)
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®OHJA OHEHOYHbBIX CPEACTB
10 Y4eOHOU TUCITUTIIINHE

CIru.07 AIOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1JIA cTyAeHTOB cnennajabHocT 38.02.07 bankoBckoe 1em1o

[Taruropck 2024
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@OHJT OLEHOYHBIX CPEACTB Y4YeOHOH OUCHUIUIMHBI pa3paboTaHa Ha OCHOBE
denepallbHOTO TOCYIapCTBEHHOTO 0OpaszoBaTenbHOro cranaapra (aanee — ®I'OC) mo
CHEHATHOCTU CpeaHEro mnpodeccruoHanbHoro oopazosanus (manee CIIO) 38.02.07
bankoBckoe aeno

Opranuzauusi-pa3zpadoTunk:  ABTOHOMHAsT ~ HEKOMMEpYECKas  OpraHM3alus
npodeccuoHaibHOTO  00pa3oBaHusl  «[IATUTOPCKUIT  TEXHUKYM JKOHOMHUKH H
MHHOBAIMOHHBIX TexHouoTuil» (AHO I10 «IITOUT»)

Pa3zpaboTumk: Bapransu A.D. — npenogasatens AHO T10 «I[TTOUT»

PACCMOTPEH COI'VIACOBAH
OTAEeNeHIeM 00Ie00pa30BaTEIbHbIX I Ha 3aceganun YMC
COIMAIbHO-YKOHOMMYECKIX JUCITUILIIH . /Ne 6 o1 30.05.2024
[Ipotoxom Ne9 ot 24.05.2024r. ;P z KemaxoBa O.A.
3aB.OTAEIIEHIIEM <~ f’/’i,"”"?'/KnpcaHOBa HB.

PenieH3eHTHI:

KonsxoBa O.A. - npenoaaBatenb Bbiciied kBanudukanuonnon kareropuun AHO T10
«IITOUT»

AlipaneroBa B.B. — kaHIuaaT nenarormyeckux Hayk, MPENoJaBaTeslb TyMaHUTAPHBIX
mucouruing [1T'Y
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Hepeqenb Pe3yJbTaTOB OCBOCHUSA TUCHUIIJIMHDBI, OITUCAHUE HOK232Teﬂeﬁ, KPUTEPUEB OLICHUBAHUS, OITUCAHHEC INKAJ OCHUBAHUA

Ilepeuenn IMoka3aTenu oneHUBAHUSA .
N . KpuTtepun oneHnBaHus KOMIEeTEeHUM HIkana oueHuBaHuUsA
KOMIeTeH I it KOMIeTeHIHii
OK 01. Beibupars - 3Haem OCHOBHBIC TIOHATHUS | - UMeem 0a306ble 3HAHU 00 OCHOBHBIX ITOHATHAX 3a4TEHO
CHOCOOBI peIICHHs 33/1a4 | TOKYMEHTAIIMOHHOTO  00€CIeUeHus | JOKYMEHTAIIMOHHOTO 00eCICUeHHS YIIPaBICHHUS;
podhecCHOHATLHOM YIpaBJICHUS; OCHOBHBIE | OCHOBHBIX 3aKOHOJIaTE€JIbHBIX U HOPMATUBHBIX aKTaX B
JIeATEeTLHOCTH, 3aKOHOJIATENIbHBIE M HOPMAaTHBHBIE | 00JaCTH JOKYMEHTAIIMOHHOTO 00ECTICUCHMS

IMPUMCHHUTCIIBHO K
Pa3INYHBIM KOHTCKCTaM

OK 02. OcymecTBisiTh

TIOWCK, aHaIN3 u
UHTEPIIPETAIINIO
UH(pOpMAIHH,
HEOOXOINMON TUIA
BBITTOJTHEHUS 3ama4
podhecCHOHATLHOM
JeATETLHOCTH

OK 03. Ilnanuposatb u
peatn30BbIBATh
COOCTBEHHOE
npodeccrnoHabHOE u

JIMYHOCTHOC PA3BUTHC.

OK 04. PabGoratp B
KOJJIGKTHMBE U KOMAaHIE,
s pexTruBHO
B3aHMOJICHCTBOBATh C
KOJIJIETaMHU,
PYKOBOJICTBOM,
KJIMCHTaMH.

OK 05. OcymecTBasTh
YCTHYI0O M TMHCHMEHHYIO
KOMMYHHUKAITHIO Ha
rOCYy/IapCTBEHHOM SI3BIKE
C y4eToM OCOOCHHOCTEH
COIMAJIBHOTO u

aKTEI B 00J1aCTH AOKYMCHTAIITMUOHHOT'O

oOecrieYeHUs  YIpaBJICHUS; IICJIH,
3a71a4u U TPUHIIATIBI
TOKYMEHTAITMOHHOTO  00eCTICUeHHSI
yIpaBICHHUS; CHCTEMBI
JTOKYMEHTAITMOHHOTO  O0eCTICUeHHMSI
YIIPaBIICHUS; TpeGoBaHuUs K
COCTaBJICHHIO u o opMIIEHHUIO
pa3NUYHBIX  BUJOB  JOKYMEHTOB;
oOmme npaBuiia OpraHu3aIu
paboThI C JOKYMEHTaMU;
COBpPEMEHHBIE MH(pOPMAaLIMOHHbIE

TEXHOJIOTUH CO3JJaHHSI TOKYMEHTOB U
aBTOMATH3AINH JOKYMEHTOO0O0pOTa;
OpTraHHU3aIUIO paboTHI c
QJICKTPOHHBIMU JOKYMCHTAaMU; BHUJIbL
OPITEXHUKA M  CIOCOOBI  €e

HCITOJIb30BaHUS B
JOKYMEHTAIIMOHHOM  00€CTICUeHUH
YIPaBJICHUS;

- ymeem o0HOpPMIIATH TOKYMEHTAIIUIO
B COOTBETCTBHU C HOpMaTHBHOﬁ
0a30i1, ucnoyb3ys HH(POPMAITMOHHBIC
TCXHOJIOTHUU U CPCACTBA OPTTCXHUKMH;

UCIOJIb30BaTh  YHU(DUIIMPOBAHHBIE
CUCTEMBI JOKYMEHTAINH;
OCYIIECTBIISITh  XpaHEHHE, TIOUCK
JIOKYMEHTOB; HCIOJIb30BaTh

YIPaBICHHUS; IEJISIX, 33a49aX U MPHHIMIIAX
JTOKYyMEHTAIMOHHOTO 00ECTIeYeHNS yIIPABIICHNUS;
crcTeMax JOKyMEHTAI[HOHHOTO 00eCTIeYeHHS
yTpaBieHUs; TPEOOBAHMIX K COCTABICHHIO U
o(opMIIEeHHIO Pa3TMUHBIX BUAOB JOKYMEHTOB; OOLIHX
IpaBWJIaX OPraHU3ALUH PAOOTHI C JOKYMEHTAMH;
COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHUSX
CO3/IaHUS IOKYMEHTOB ¥ aBTOMATH3aIIH
JIOKYMEHTO000pOTa; OpraHu3aluuu paboThl C
AIIEKTPOHHBIMH JIOKYMEHTAMH; BHJIaX OPITEXHUKH U
crocofax ee UCIOIb30BAHUS B IOKYMEHTAIIMOHHOM
o0ecreYeHn yIpaBIeHHs

- yMeem TI0 MHCTPYKIMH TIPETo1aBaTesis 0hOopMIIsITh
JOKYMEHTAIUIO B COOTBETCTBUU C HOPMATHUBHOMN
0a30i1, NCIIONB3YsT HTHPOPMAITMOHHBIE TEXHOJIOTHH 1
CpeAcTBa OPITEXHUKHU; UCTIONb30BATh
YHU(UIMPOBAHHBIE CHCTEMBI JJOKYMEHTAINH;
OCYIIECTBIISATh XpPaHEHUE, TIOUCK JJOKYMEHTOB,;
HCTIOJIF30BATh TEICKOMMYHHUKAIMOHHBIC TEXHOJIOTHH B
ANEKTPOHHOM JOKYMEHTO000pOTe




Ilepeuyenn
KOMIIeTeH U

IHoka3aTenu oLleHUBAHUSA
KOMIIeTeHIIN I

KpuTtepun oneHUBaHUA KOMIIeTeH Mt

HIkanxa oneHUBaHUA

KYJbTYPHOI'O KOHTEKCTA.

OK 06. IIposBisaTs
paXXAaHCKO-
MaTPUOTHYECKYIO
TTO3UIIHIO,
JIEMOHCTPHUPOBATH
OCO3HAHHOC TOBEJICHHUE
Ha OCHOBE
TPaIUIIMOHHBIX
00I1IeYeIOBCYECKHX
LEHHOCTEH, IPUMEHSATH
CTaHIAPThHI
AHTUKOPPYMLIMOHHOTO
TIOBCICHMUSL.

TEJIEKOMMYHUKAIIHOHHBIC
TEXHOJIOTHU B SJICKTPOHHOM
JIOKYMEHTO000pOTE




1 TunoBble KOHTPOJIbHBIE 32/1aHU, HEOOXOAUMBbIE JJI1 OLIEHKH Pe3yJbTATOB 00y4eHHus,

XapakTepusywimux (opMupoBaHHE KOMIIETEHUMH B INpoLecce OCBOeHHsI 00pa30BaTebLHOM
NPOrpaMMblI

1.1 Tumnosbie KOHTPOJIbHBIC 3aJaHufl, HUCIO0Jb3yeMbI€ /IJd IMMPOBCACHUHA BXOJAHOIO

KOHTPOJIst

H3 npednorcennvix 6apuanmoe omeemos eblopams 00UH NPAGUILHBLIL
1. Perynmpyromue TpaBuia peueBOro IOBEACHUS, CHCTEMa HAIMOHAIBHO CHEIMPHIHBIX

CTEPEOTHUITHBIX, YCTOWYMBBIX (HOpMyN OOIIEHUS, NMPUHATHIX W MNPEANUCAHHBIX OOLIECTBOM IS
YCTAHOBJICHUS] KOHTaKTa COOECEAHMKOB, NOJAEPKAaHUS M IpEepbIBaHUSA KOHTAKTa B H30paHHOU
TOHAJILHOCTH — JTO:

B3aUMO

a. PEUYEBOM ATUKET;

0. pedyeBoe 00IIeHUE;
B. Pa3rOBOpHAas peub;
T. pa3rOBOPHBIN CTUJIb.

2. B KHI)KHOM $I3BIKE CYIIECTBYIOT OCHOBHBIC (DYHKIIMOHAILHBIC CTHIIH:
a. Hay4HbI,

0. ounraILHO-AETOBOM

B. TyOJUIIUCTHYCCKHI.

T. BCE BBINIETICPEUHCIICHHBIC.

3. PedeBas KOMMYHUKAIUSA - ’TO PEYEMBICTUTENbHAS IEITEIbHOCTD, OCYILECTBIISIEMAst B LIETISAX
JICHCTBUS:

a. 1a;

0. HerT.

4. 3aKoH, PEe30JIIOIHS, IOTOBOP, MHCTPYKIIHSI, XKano0a u Jp. — )KaHPHI:
a. HY6JII/II_[I/ICTI/I‘-IGCKOFO CTHJIA,

0. opuImanbHO-1EI0BOTO CTHIIS;

B. Haquoro CTHJIA,

T. pa3TOBOPHOTO CTHJIS.

5. OdunuanbHO-IETOBON CTUIIb OTJIMYAETCS TOYHOCTHIO (POPMYIHPOBOK, OC3ITUYHOCTBHIO H

CYXOCTBIO M3JIOKEHUS, BBICOKOH CTaHIAPTHOCTHIO, OOJIBIIMM KOJIMYECTBOM YCTOWYHMBBIX 00OPOTOB,

KIIMIIC:

a. 1a;
0. HeT.

6. Criennduaeckas hopma B3aMOICHCTBHS JIFOCH B TIPOIIeCcCe UX TTO3HABATEILHO-TPYI0BOM

ACATCIIBHOCTHU — 3TO:

. KOMMYHUKa0€JIbHOCTb;

. KOMMYHUKATHBHBIN THIT BEICKA3bIBAHUS;

. KOMMYHUKa0eIbHBIN (OOITUTEIBHBIN) YETOBEK;
. KOMMYHHKAITHSI.

=] ®m oW

7. BepOanbHasi KOMMyHHKAIUS— 9TO:

a. OOIICHHE C IOMOIILI0O HECIOBECHBIX CHMBOJIOB M 3HAKOB;
0. 00IIIEHHE C IIOMOIIBIO CIOB;

B. CIIOCOOHOCTH K OOIEHUIO;

I'. Pa3HOBUJHOCTh KHMIXKHOTO sI3BIKa. 19



8. IlyOnmuuuCTHYECKW CTWIb XapaKTepeH, TMPEeXIE BCEro, Ui CPEICTB MAacCOBOM
nH(pOpMaIIN:

a. 11a;

0. Her.

9. Ctunb TEKkcTa — 370!

a. CTWJIb, KOTOPBIN COJIEPKUT TOIBKO MPU3HAKH MIPUPTA;

0. CTHIIb, KOTOPBIN COAEPKUT OLIEHKY aBTOpA MPOUCXOIALINX COOBITHIA;

B. CTWJIb, KOTOPOMY HNPUCYIIHU SMOLIMH N HYBCTBCHHOCTD;

T. CTHJIb, KOTOPBIN CBOMCTBEHEH B ONPEEICHHOU chepe )KU3HEACATETHHOCTH.

10. 3ammdpoBKa peueBbIX CUTHAJIOB C TTIOMOIIBIO TPaUIECKIUX CHMBOJIOB — 3TO:
a. IPOTOKOT;

0. IUCHMO;

B. aKT;

T. TOKJIaJ{Hasl 3aIKcKa.

1.2 TunoBble KOHTPOJbHBbIE 3aJaHUM, UCIOJIb3yeMble JJsl TeKyllero KOHTPOJIsl 1o
AUCHUIJIHHE

1.2.1 TecTbI MO TUCHUILIMHE

Bapuanr 1

1. Ha xaxkom ¢popmate Oymaru HCNoJHANTCH CayKeOHbIe JOKYMEHTbI?

A2 A7 A5 A4

2. Kakue U3 10KyMEHTOB OTHOCATCSI K PACHIOPSIAUTEIbHBIM?

IIporokon

NHCTpYKTHBHOE TUCHMO

[Tpuka3 o Borpocam o0IIeH AesITeTbHOCTH

[Tonoxxenune

3. JaToii npuka3sa siBjsieTcs AaTa...

COIJIACOBAHUSA

NOJIUCAHUS

YTBEP)KACHHUS

perucTpanuu

4. Kakue 10KyMeHTBI OTHOCATCS K OPraHU3alMOHHbIM?

[Tpuka3

[Tonoxxenune

Ykazanue

CnpaBka

5. PykoBoanTesb (ppMBbI ¢ HOMOIIBI0 OPTraHU3ALHOHHBIX JOKYMEHTOB...

OCYILIECTBIISICT YBOJIbHEHUE paOOTHUKOB

oTIpeNieNseT MpaBa U 0053aHHOCTH COTPYTHUKOB

HOOILPSIET OTIMYUBIIErOCs paOOTHUKA

OTIpesieNIseT MOCIe0BaTeIbHOCTh ICHCTBUN MPH BHIMIOJIHEHUH TOW HIIM HHOW PabOThHI

6. IIpuxa3s - 370 NPaBOBOM aKT, U31aBAEMBbIii...

PYKOBOJIUTENIEM OpPraHM3allMM Ha IPaBax €IMHOHAYAINS C LIEJIbIO Pa3pelIEHUs OCHOBHBIX
BOIIPOCOB

BBICILIMMU OpraHaMy MCIIOJIHUTEIbHON BIaCTH

PYKOBOJUTENIEM OpTaHHU3aLMHU 110 BOIPOCaM UH()OPMAIIMOHHO-METOAUYECKOTO XapaKTepa

COBEILATEILHBIMU OPTaHaMU yUPEKICHUS

7. Kakoe onpenenenne oTHOCHTCA K copaBKe? «/lokymMeHT, conep:Rammi ...»



aBTOpa

MoAPOOHOE ONMHUCAHHWE KAKOTO-TMO0 (hakTa WM COOBITHS C BBIBOJAAMH W TPEIJIOKECHUSIMU

NOPOOHBIH X0 KAKOTO-THO0 MEPOTIPUATHS

MepeyeHb MEPONIPUATUI

MOITBEPIK/ICHUE UITU OMTUCAHKE TEX WM UHBIX (DaKTOB M COOBITUI

8. Bo BBOAHO# YacTH PaCcOPAAUTEIbHOI0 JOKYMEHTA COAEPKATCH...
eI U IPUYUHBI CO3/1aHus JOKYMEHTA

OCHOBHbIE HAaNpaBJICHUs ACSITEIbHOCTH YUPEKACHUS

pacnopspKeHUs: pyKOBOJIUTENS

CPOKH HUCIIOJTHEHUS PACTIOPSIKEHUS

0. K kakoii rpynmne 10KyMeHTOB OTHOCHTCS IPOTOKOJI?

K pacropsiAuTEeIbHBIM

K JJMYHBIM

K CIIPaBOYHO-UH(DOPMAIIMOHHBIM

K OpraHu3aliOHHBIM

10. Kakoro pexkBu3ura Het B popMyJisipe cJIyKeOHOTro mucbma?
HaumenoBanus yupexxaeHus-aBTopa

HaumeHnoBanust Buia JOKyMeHTa

3aroioBKa K TEKCTY IOKYMEHTa

Anpecata

11. Kak Ha3biBaeTcsi JOKYMEHT, B KOTOPOM ONpPEAeJsIIOTCH  JTO0/LKHOCTHbIE

00s13aHHOCTH PAa0OTHHKA YUpeKICHUA?

[IpaBuiia

NucTpykuus

VYcras

[Tonoxxenne

12.  JdoxkymeHT, pUKCHPYIOIIUIT X0/ 00CYKIeHNSI KAKOr0-1100 BOMPOCA - ITO...
Akt I[IpoTtokon ITpuka3z JloknagHas 3anucka

13. K kakoii rpynmne 10KyMeHTOB OTHOCSITCSI CIIPABKA M IOKJIAIHAA 3aMUCKa?
K cnipaBouHO-uHpOpMALIMOHHBIM

K nuyabim

K pacnopsiautensHbIM

K opranuzannonHbim

14.  Kakasi oprrexHMKa HMCIOJIb3yeTcs IJIsl ONEePATHBHON NMepPechblIKH CJIYAKeOHbIX

nucem?

Kommbrorep ®akc Keepoxe Tenedon

15. O0BsIcHUTEILHAS 3aIUCKA NNOANUCLIBAETCS]. ..
PYKOBOIHUTEIEM IPEANIPHUATHS, OPraHU3alnu
COCTaBHUTEIEM

npez[ce;[aTeneM 1 4JICHAMHU KOMHUCCHUHN

CeKpeTapeM PYKOBOIUTEIS

Bapmuanr 2
1. TekcT aKkTa D0JIKEH 3aKAHYMBATHCH...
PAaCChUIKOM MO AK3EMILIsIpaM
OTMETKOM O MPUIOKEHUH K TOKYMEHTY
IIOAIIMCAMMU
neyaThio
2. 3aBepuTesbHasi HAANUCH HA JOKyMeHTe «BepHo» ynocroBepsier, 4To...
MpaBUIILHO YKa3aH ajapec
MacHOpPTHBIE TaHHBIE 3asBUTEISI COOTBETCTBYIOT AEMCTBUTEILHOCTH

JaTa TOKyMEHTa BepHa
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KOIUSI JOKYMEHTAa TOYHO COBIAJIA€T C MOUIMHHUKOM
3. JoKyMeHT0000pOT - 3TO ABUKEHHE JOKYMEHTA ¢ MOMEHTA...
€ro CO3JaHusl 10 OTIPABKU
€ro MOJy4YEeHUs A0 MOJIIMBKHU B JAEJIO
€ro COo3JaHus J0 IMOIINBKH B JICIIO
€ro MOJyYeHHUs WK CO3IaHUs JO MOIIUBKH B I€JI0 WU OTIPABKU
4. I'me pacnonaraercs pekBu3ut «Ha3Banue BuIa 10KyMeHTa»
B BEPXHEH 4acTu CTpaHUIIbI CIeBa
B BEpXHEM IIPABOM YTy MO KOJAOM MPEINPUSITHS
CJieBa WJIH MOCPEANHE CTPAHUILIBI
5. Kaxoii nokymMeHT umMeeT pekBU3UT «I'pud yrBep:KaeHus»
CITy>KeOHOE TTUCHMO
MPOTOKOJI
MpuKa3
aKT
6. B cocTaB pekBU3NTA «IOANMUCH» BXOAST
HAaUMEHOBAHHE JOJDKHOCTH, JIMYHAS MOMHCH, €€ pacundpoBKa
HAaMMEHOBAHHME JOJDKHOCTH JIOJDKHOCTHOTO JiMIa (BKJIIOYas Ha3BaHUE YUPEXKICHHS), C

KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT
JUYHAas MOJMUCh BU3UPYIOIIETO JIUIA
7. ITo MecTy cocTaB/IeHUS JOKYMEHTHI MOAPA3AeJIsIIOTCSH HA:
BHYTPEHHUE M BHEIIHHE MPOCTHIE U CIIOXKHBIC TUTIOBBIC, TpadapeTHEIE,

VH]JIUBUIYaJIbHbIE
8. ITo ropuanyeckoi cuiie JIOKyYMEHTHI MOAPA3AeJISIIOTCS HA:
OOBIYHBIC, CEKPETHBIC U JIJIS CITYKEOHOTO MOTb30BAHMS
MOIJIMHHEIC U ITOIJIOKHBIC
MOJUTMHHUKY (OPUTHUHAJIBI), KOTTHH
0. ABTOPOM CJ1y5Ke0HOr0 MUCbMA SIBJISIETCH...
opranu3zarus, pupma, OT UMEHH KOTOPOH TTOCHLIACTCS MUChMO
JIOJKHOCTHOE JIMLIO, KOTOPOE MOChUTIAET MUChbMO
WCTIOJHUTEIIb, KOTOPBIN TOTOBUT MUCHMO JIMIIO, OTIPABUBIIEE TUCEMO
10. Kakoro pexkBu3urta Het B opMyJisipe cJIy>KeOHOTro mucbma?
HanmeHnoBanus yupexaeHus-aBTopa
HaumenoBanust Busa JoOKyMeHTa
3aroJioBKa K TEKCTY IOKYMEHTa
Anpecara
11.  PeKBH3HUT CJyxke0HOI0 MUCbMA - 3TO...

YacTh TEKCTa MMChMa

(dbupMeHHBIN OJ1aHK

€r0 OTJEIBHBIM JIEMEHT

IITaMIT OPTaHU3alu1, HalTUCABIIEH TUChMO

12. JlaToi akTa siBJIsieTCs Aara...
YCTaHOBJICHHOT'O COOBITHS noATrUCaHusd YTBCPKIACHUA HU3TrOTOBJICHUSA aKTa
13.  Pe3oaonuio Ha ci1y:KeOHOM IMCbMe MOKHO IHCATh...

M0 TEKCTY MUChMa
HA OTACIHLHOM JIUCTE OyMaru

B OTJIE€JIbHOM CIIELUAJIbHOM KypHaJle

Ha CBOOOJHOM OT TEKCTa MECTe

14. I'ne nomemaercsi «OT™MeTKA 0 MOCTYNJIEHUM TOKYMEHTA B OPraHU3aIUIo»?
Ha neBom none

Ha BepxHeMm none

Ha auxuem mosne
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Ha 11060M cBOOOIHOM OT TEKCTa MecTe

15. doxymeHTbI GOPMHUPYIOTCH B /1eJia B COOTBETCTBUM C:
MOJIO’KEHHUEM 00 YUpexkKIeHUN

NepeyHeM JOKYMEHTaIbHBIX MaTEPHUAJIOB C YKa3aHUEM CPOKOB XpaHEHUS
I'OCTom Ha opraHM3alIMOHHO-PACIOPSAUTEIBHYIO TOKYMEHTALIUIO
HOMEHKJIATYpOl IeN yUpex1eHus

MHCTPYKLUEH 110 IEJI0NPOU3BOICTBY JAHHOIO YUPEKICHUS

Bapuant 3
1. Ecau 1okyMeHT uMeeT NpuJio:keHue 00beMoM cBbiiie 250 J1ucToB:
IpUIOKEeHNE POPMUPYIOT B TOTIOIHUTEIBHBIN TOM TOTO € JeJia, YTO U OCHOBHOM JJOKYMEHT
NpUJIokKEeHne GOPMHUPYETCSI B CAMOCTOATEIBHOE JIENI0
MPUIIOKEHUE MOXKET MOAIINBATHCS C OCHOBHBIM JIOKYMEHTOM
MPUIIOKEHUE 0053aTeHHO TOIIHBACTCS BMECTE C OCHOBHBIM JIOKYMEHTOM
2. Kakyio nHopManmio cogep;KuT UTOroBasi 3allMCh K HOMEHKJaType aeJ?
00 0011EM KOJIMUECTBE 3aBEIEHHBIX J€Il.
O NOBpPEXIECHHBIX NIPU XPAHEHUH JIeax.
O cnaye nien Ha apXUBHOE XpaHEHHUE.
O He3aBeICHHBIX JIeTax.

3. HcnonnuTesas 00paTHiics K ceKpeTaplo ¢ NIpoch00ii 0 nepeHoce CpoKa HCIOJIHEHHUS
AOKYMEHTa, MOTUBHPYSl 3TO YBaKMTeJIbHOH NPUYNHON. UTO 10/17KEH OTBETHTHh MCIIOJHHUTEI0
ceKkpeTrapsn?

[TocoBeToBaTh HCIOMHUTENIO YCTHO OOPATUTHCA K IUPEKTOPY U PEIIUTh 3TOT BOMPOC.

Jonoxute 00 53TOi mpockde AUPEKTOpY, BHECTH UCIPABICHUE B PErUCTPALMOHHO-
KOHTPOJIBHYIO KapTOUYKy U IOJY4YUTh B HEH BU3Y OUPEKTOPA, MOATBEPKAAIOLIYIO €ro COrjlacue ¢
IIEPEHOCOM CPOKA UCITOJIHEHUS.

HcnpaBUTh CPOK UCHIOJHEHUS CAMOCTOSITENIBHO.

4. Bbi0epuTe HOMep NPAaBHJILHOIO YTBEPKICHHUSA:

[MoctynuBiime B OpraHM3aldi0 JOKYMEHTBI PETUCTPUPYIOTCS CEKpeTapeM BbIOOpOYHO, B
COOTBETCTBUHM C YTBEpXKIECHHbIM «lIprMepHBIM mepedHeM IJOKYMEHTOB, KOTOpble HE IMOJyIekKaT
perucTpanum».

M3 Bcex MOCTYNMMBUIMX B OPraHU3alUI0 JOKYMEHTOB CEKpETapb PErMCTPUPYET TOJIBKO TE,
KOTOpBIE IIEPENAI0TCS HA PACCMOTPEHUE PYKOBOIUTEIIO.

Bce nmoctynuBnive B OpraHu3aluio JOKyMEHThI PETUCTPUPYIOTCS CEKPETAPEM.

[MoctynuBiMe B OpraHnu3auio JOKYMEHTHI CEKPETapb PErUCTPUPYET BEIOOPOYHO IO CBOEMY
YCMOTPEHHUIO.

5. Pe3osronus BKJIKOYAET:

baMUINIO ¥ MTHUIMAIBI UCIIOTHUTES, COJEPKaHUE TTOPYyUEHUS

(baMHUITNIO UCTIOTHUTEINS, COAEpPIKaHUE MTOPYUEHHS U CPOK UCIIOTHEHHS

dbamMuIMIo ¥ MTHUIHAIBI HCIIOTHUTEIA, PEANICaHne N1eUCTBUN, TOANUCH, JaTy

6. Kakoro cnocofa perucrpanum He CyliecTByer:

KApTOYHBIN

JKypHAJIbHBIN

KOHTPOJIbHBIN

ABTOMAaTHU3UPOBAHHBIN

7. DaKT NOCTYIJICHHUS JOKYMEHTA B OpraHu3anuio Gukcupyercs:

perucrpaiuei JOKyMeHTa B perucTpaliOHHO-KOHTPOJIBHOM (hopMme;

IIPOCTaBICHUEM OTMETKH O KOHTPOJIE.

IIPOCTABIIEHUEM OTMETKH O TIOCTYIUICHUU;

8. Kakue 10KkyMeHTbI OTHOCATCS K BXOASIIIUM ?

00BSICHUTEINIbHBIE 3aTHCKU

JOJDKHOCTHBIC MHCTPYKIIMHN
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cirykeOHbIe TUChMa

9. JloKyMeHT0000pOT — BM:K€HHE JOKYMEHTOB B OPraHM3allUM C MOMEHTAa UX
CO3JaHMA 10:

nepesavyy Ha UCTIOTHEHNE

HOJUIMBKHU B J€JIO0

3aBEpIICHUSI UCIIOJHEHUS I OTIPABKH

10.  Kakue MOryT OBITH HOMEHKJIATYPHI AeJ1?

KOHKpETHast

pUMepHas

TUIIOBAs

BCE BBILIETIEPEUNCIICHHBIE

11. B HOMeHKJ1aTYpeE A€/ JOKYMEHTBhI CHCTEMATH3UPYIOTCS

0 BUAaM JIOKYMEHTOB

10 COZIEPKAHUIO

0 CPOKaM XpaHEHHUSI

BCE BBILIETIEPEUNCIIEHHBIE

12.  IlonsitHe «/lejonpou3BOACTBO» — 3TO:

CUCTEMa XpaHEHUS IOKYMEHTOB

COCTaBJIEHUE IOKyMEHTOB

JIOKYMEHTHPOBAHUE U OpraHu3anus padoThl ¢ JOKYMEHTaMU

13. Kaxkoii HopMaTUBHBIN JOKYMEHT B OPraHU3alMu oNpe/aeasieT MOPAI0OK padoThbl ¢
AOKYMEHTaMu?

MHCTPYKLUSA 10 AETONPOU3BOICTBY

periaMeHT paboThl

14. PerucrpanmoHHbie HHAEKCHI KAKMX JOKYMEHTOB MOT'YT ObITh I0NI0JIHEHbI IEePBO
OykBoii (haMuJINK aBTOPA JOKyMeHTa?

JOKJIaTHBIE U O0BSICHUTENbHBIC 3aITUCKU;

IIPUKA3bI 110 JINYHOMY COCTaBY;

3asBIICHUS, JKaJI00BI U TIPEATIOKEHHUSL.

Bapuanr 4
1. PerucrpaniuoHHbIN HHAEKC COCTOUT H3:
HOPSIIKOBOT'O PETUCTPALIMOHHOTO HOMEPA U NHJEKCA JIENa;
U3 MHJEKCa JIeJ1a 10 HOMEHKJIAType M HOMEpPa CTPYKTYPHOT'O ITOAPA3IEIICHNUS;
U3 MOPAJKOBOTO PErMCTPALMOHHOTO HOMEpPa JOKYMEHTA.
2. Kakue TekcToBbIe JOKYMEHTATbHbIE IOTOKHU MOJJIEKAT PerHCTPaluu:
TOJIBKO BXOJAIIHEC,
TOJIBKO UCXOZSIIHNE;
TOJILKO BHYTPCHHHUC.
BCE BBILICTIEPCUNCIICHHBIE
3. Kakue nokymMeHTBbI mo/J1e:KaT (popMUPOBaHMIO B J1eia?
BXOJSIIUE U UCXOIAIIUE,
BXOJSIINE U BHYTPCHHHUE;
TOJILKO BHYTPCHHHUC.
4. ITocJie ncnoJib30BaHUSA B ONIEPATHBHOM 1eSITEIbHOCTH NPeNPUSTHS TOKYMEHTBI:
dbopMUpyIOTCS B IeIa B TEUSHUE JIEIONPOU3BOICTBEHHOTO TOIA;
YHUUYTOXAKOTCA
NIEPEJAIOTCS Ha XpaHEHUE B apXUB.
5. Kakas HoMeHKk1aTypa pa3paldaTbiBaeTcsl HA NPeINPUSATHH:
THUIIOBAs;
CHUCTEMaTU3UPOBAHHAS;

pUMepHasi; 4



I/IHI[I/IBI/II[ya.HI:HaH.

6. Pa3paboTka HOMEHKJIATYPBI J1eJ1 HA IPpeANPUSITUN POBOAUTCS:

C HayaJsia rojia ¥ BBOJMUTCS B JICUCTBUE B CIEIYIOIIEM TOMY;

B IV xBapTase u BBOOUTCS B IeCTBUE ¢ 1 sTHBaps CIEIYIONMIETO TO/1a;

B III kBapTasie 1 BBOAUTCS B ACHCTBHE B AeKaOpe 3TOrO e roa.

7. @opMUPYIOT U XPAHSAT JeJia:

TOJILKO B CTPYKTYPHBIX MOJIPA3ACICHUSX;

B KaHI_[eJIHpI/II/I;

B CTPYKTYPHBIX MOAPA3ACICHUAX WU Y CEKpETapsl.

8. I'me yka3piBaeTcsi CpPOK XpaHEeHUS TOKYMEHTOB:

BHH3Y O0JIOKKH JIENa;

HOCGpeI[I/IHe HMWXKXHETO IT10JIs1 HHH@BOﬁ CTOpOHBI I[OKYMCHTa;

MOCEPEMHE BEPXHETO MOJIS JTULEBON CTOPOHBI JOKYMEHTA;

10 YCMOTPEHUIO CEKpeTapsi.

0. 3a kakoii nepuoa BpeMeHU 10KYMeHThI GOPpMUPYIOT B Jeja?

30 xaJIeHAapHBIX JHEH C MOMEHTA UCIIOJTHEHUS TOKYMEHTA;

3a | KaJleHlapHbIi roj;

3a KBapTal.

10. C KaKoro MOMeEHTA JeJI0 CYUTAeTCH 3aBeACHHBIM?

YTBEPKJICHUS HHANBUIYaJIbHOW HOMEHKIIATYPhI J1€7T PYKOBOJAUTENEM;

BKJIFOUCHUA B HET'O nepBoro HUCIIOJIHEHHOT' O ,Z[OKyMeHTa;

3aBEPIICHUS UCTIOJIHEHUS JOKYMEHTA.

11. Ecan noTpedoBaioch BbIAATH B TeYeHHE AeJIONPOU3BOICTBEHHOI0 I0/1a IOKYMEHT,
yaKe BKIIOYEHHBIN B 1€J10:

HC UMCIHOT npaBa BbIAaBaThb ,Z[OKYMCHT;

BBLIAIOT C paspellieHus PYKOBOAMUTENA IPEAIPUATHS, a Ha €r0 MECTO 3aKIaJbIBACTCA
3aBEpEHHAs KOIMS:

BBIJIAIOT, 4 HA €70 MECTO 3aKJIa/IbIBACTCS KapTa-3aMECTUTENb;

BBIJAIOT, 4 HAa €TI0 MECTO 3aKJIaAbIBACTCS JTUCT-3aMECTHTEINb.

12. Paspemaercss m BblIaua jJeJi B JAPyrue OPraHM3alMH I0CJe 3aBepLIeHUs
JeJIONPON3BOJICTBEHHOI0 roJa:

HET;

Jla, C pa3peuieHus pyKOBOIUTEIS;

J1a, C pa3pelIeHus CeKpeTaps.

13. B 3aBMCHMMOCTH OT HEHHOCTH JOKYMEHTOB M CPOKOB XPaHEHHUS NMPOBOAHUTCHA
opopMiIeHHE JeJ1:

TIIOJIHOC;

YIIPOILEHHOE;

THIIOBOE;

AHIAVBUIYAJIBHOE;

BCE BBIIICTICPEYNCIICHHBIE.

14. Ilo 3aBepHIeHUN 1eJTONPOU3BOACTBEHHOI0 I0/1a /1ej1a, MMeIlIie CPOK XpaHeHu s
MOCTOSIHHBIN UJIM 10JITOBPEMEHHbI:

MEPEeKIIAIBIBAIOTCS B IPYTOi mikad;

MepeIat0TCs B BEJOMCTBEHHBIN apXUB;

[IEPENAOTCS B TOCYAAPCTBEHHBIN apXUB.

15.  JlokymMeHTHpPOBaHHE — 3TO:
a) IpUJaHUe FOPUIMYECKONW CHIIBI TPUHATOMY YIPABICHYECKOMY PEIICHUIO C TIOMOIIBIO
JOKYMEHTOB;

0) 3aIIMCh B COOTBETCTBHU C 3aKOHOJIATEIIHCTBOM;
B) CO3JaHUE JOKYMEHTOB, T.€. 3allCh IO YCTAaHOBJICHHBIM (hopMaM HEOOXOIUMOW st
yIpaBlIeHUS UHPOPMAITUH. )5



Bapuanr 5

1. JlokyMeHTallHOHHOE 00ecneyeHne YIpPaBJIeHus — 3TO:

a) OTpacib IeATEIHbHOCTH, 00ECIIeUnBaIOIIas JOKYMEHTUPOBAHUE M OPTaHU3AIINI0 PAOOTHI C
opUIHATBEHBIMA JOKYMEHTAMU;

0) mpuem u 06paboTKa JOKYMEHTOB, HEOOXOAUMBIX JUIsl IPUHATHUS YIIPABICHYECKUX PEIICHUH
U peajn3aluy yIpaBiIeHYECKUX (YHKIIHI;

B) 3allUCh MO YCTaHOBJECHHBIM (GopMaM HH(OpMAIUK, HEOOXOTUMON IO peaNnu3aluu
YIIPABJICHYECKUX PEUICHUM.

2. OnpenejieHHe TEPMHUHA «TOKYMEHT»:

a) 3aQuUKCHpOBaHHas Ha MaTepHaJbHOM HOcuTene uHGpoOpMalus C PpPEKBU3UTaAMH,
MO3BOJIIOMIMMU €€ HUACHTU(UIMPOBATH; 0) CPEACTBO 3aKpEIUICHHs] Pa3IUYHBIM CIIOCOOOM Ha
CHelHaIbHOM MaTepHallbHOM HocuTene uHpopManuu o0 YNpaBICHUECKUX PpEUICHHSX; B)
MaTepUaIbHBIA 00BEKT C 3anevaTiIeHHON HHPOopMaIuei.

3. Coraacao TtpedoBaHusaM, ycraHoBjdeHHbiIM B I['OCT P7.0.97-2016, xkaxnoe
npeanpusiTue 00A3aHO MPUMEHSTh:

a) oOmuit OaHK, OJaHK MpHKa3a, OJaHKU KOHKPETHBIX BUJIOB JOKYMEHTOB,;

0) OmaHk mpennpusITHs, OJaHK MHChMa, OJTAHKH KOHKPETHBIX JOJHDKHOCTHBIX JIUIL;

B) OJIaHK TTMChbMa, 00N OJTaHK, OJJAHKK KOHKPETHBIX BHJIOB JOKYMEHTOB.

4. IlpenmyuiecTBa yriioBoro mrammna 00ecne4uBarT:

a) S5KOHOMHUIO IITONIAIU JIUCTa; 0) COBpEMEHHBIH 1n3aiiH; B) BeinoaHeHue TpeboBanuii 'OCTa.

5. ®opmy.asip-o0pasen OpraHu3alMOHHO-PACTOPSIANTEIHLHOI0 JOKYMEHTA NMpeACcTaBIsAeT
co0oii:

a) MakeT OJlaHKa JOKYMEHTA, MOATOTOBICHHOTO K U3JaHHUI0 TUIIOTPadCKUM CIIOCOO0M;

0) oOpa3zerr OJ1aHKa TOKYMEHTA;

B) CXEMY PacIoOJIOKEHHUSI PEKBU3UTOB OPraHU3alMOHHO-PACTIOPSTUTEIIEHOTO TOKYMEHTA;

r) oOpa3zell KOHKPETHOT'O BU/a OPraHU3alMOHHO-PACTIOPSIIUTEIHHOIO JOKYMEHTA.

6. CoBMecTHBII OPraHU3allHOHHO-PACTIOPAAMTEILHBIN JOKYMEHT oopmIIsieTcs:

a) Ha OJIlaHKe OJTHOM M3 OpraHu3aIluii;

0) Ha COBMECTHOM OJIaHKE JIBYX OpraHU3aLui;

B) Ha YKCTOM JucTe dhopmara A 4;

') Ha OJTaHKaX BBIIIECTOSIINX OPTaHU3AITHIA.

7. B kakoM BapuaHTe 0TBeTa NPAaBUJILHO HA3BaHbI PEKBU3UTHI 00111ero 0JIaHKa:

a) HAMEHOBaHWE OPraHU3alliy, SMOJIeMa OpraHU3alliy U TOBAPHBIN 3HAK, HANMEHOBAHUE
Buna gokymenta, OI'PH, MHH/KIIII, 3aronoBok k TeKCTy, ajpecar;

0) HaMMeHOBaHNe OpPraHu3aluy, MECTO JUIsl BUAA JOKYMEHTA, 1aTa, PETUCTPAllMOHHBIA HOMEp
JOKYMEHTa, MECTO COCTaBJICHUS;

B) HAMMEHOBaHHE opranuzaiuu, kog opranuzanuu, OI'PH, MUHH/KIIII, cnpaBo4yHbie JaHHbBIE
00 opraHuM3anuH, AaTa, PErHCTPAIlMOHHBI HOMEp, CChUIKA Ha PETUCTPALMOHHBIA HOMEp WU JaTy
JOKyMEHTA.

8. B kakoM BapuaHTe 0TBETAa Ha3BAHbI PEKBU3UTHI KOHKPETHOT0 BUIA JOKYMEHTA:

a) TOCyNapCTBeHHBIH repOd, Kox (GOpMBI JOKYMEHTa, HAUMEHOBAaHHME BHUIA JOKYMEHTA,
pEerucTpalMoOHHBIi HOMEp, 1aTa JOKYMEHTa, MECTO COCTABIICHUS;

0) HaMMEHOBaHWE OpraHW3allM{, SMOJIeMa WM TOBAapHBIM 3HAK, HAMMEHOBAaHUE BHJIA
JOKYMEHTA, KOJl OpraHu3alliu, Ko (OopMbl JOKYMEHTA, J1aTa, pErUCTPAllMOHHBIN HOMEp;

B) HAMMEHOBAaHWE OPTaHMU3AINH, HANMEHOBAHHE BUJIA TIOKYMEHTA, PETUCTPALIMOHHBIA HOMED,
JaTa JOKyMEHTa, MECTO CO3/1aHUs JOKYMEHTA.

9. B xakoM BapuaHTe 0TBeTAa NPABUJILHO HA3BaHbI PEKBU3UTHI 0JIAHKA MHCbMa?

a) HaMMEHOBaHHE OpraHU3alluy, KOJ OpraHu3aluu, KoJa (OpMbI TOKYMEHTa, CIPAaBOYHBIE
TaHHBIE 00 OpraHU3AIINH;

0) HaMMEHOBaHUE OpraHU3allMy, HAUMEHOBAHME BUJAA JOKYMEHTA, /1aTa, PErucTpalliOHHBIN

HOMED; 2%



B) HAMMEHOBaHWE OPTaHU3AINH, CIPABOYHBIE JaHHbBIE 00 opranuzanuu, OI'PH, MTHH/KIIII,
JaTa, perUCTPallMOHHBIA HOMEp, CChUIKA Ha PETUCTPALIMOHHBIA HOMEpP U 1aTy JOKYMEHTA.

10. B xakoM BapuaHTe IPAaBUJIbHO Ha3BaHbI PEKBU3NTHI 0JIaHKA NpHKa3a?

a) roCyJIapCTBEHHBIH Trep0, HaMMEHOBAHWE OpPraHM3aIlMH, HAUMEHOBAaHHE BHJA JIOKYMEHTA
«[TPKA3», naTa 1OKyMeHTa, pErUCTPallMOHHBII HOMEP, MECTO COCTaBJICHNUS;

0) rocyaapcTBEeHHbIH rep0, HaMEHOBAaHWE OpraHHU3allMM, HAUMEHOBAaHUE BUAA JTOKYMEHTa
«[IPUKA3», nara, perucTpaliOHHBIH HOMEp, MECTO COCTaBJICHHS, CIPABOYHBbIC TaHHBIE 00
OpraHu3aluy;

B) SMOyieMa, HaWMMEHOBaHUE opraHu3anuu, Bun nokymenta «[IPMKA3», mata, mecto
COCTaBJICHUSI.

11. Hymepanusi cTpaHui J0OKYMEeHTA NPOU3BOAUTCH:

a) MO LEHTPY HUXKHETO MOJIst; 0) B IPaBOM HUKHEM YTIIy TOKYMEHTA; B) 110 LIEHTPY BEPXHETO
T0JISA; T) B IPAaBOM BEPXHEM YTy JOKYMEHTA.

12. PeKBH3MT 10OKYMEHTA — 3TO:

a) pupMeHHBbIN OJaHK;0) OCHOBHAS YacTh JOKYMEHTA;B) €0 OT/eNbHAs YacTh.

13. UneHTH(PMKATNMOHHBIMH PEKBHU3UTAMM JOKYMEHTA AABJISIIOTCS:

a) aBTOp, BUJ, 1aTa, UHJEKC, TEKCT, [TOJITUCH;

0) naTa, MHJIEKC, TEKCT, TIOMHCH, 1e4aTh, aApecar;

B) aBTOP, aJpecar, BU3a, NOJIMUCH, [Ie4aTh, TEKCT.

14. U3 nmnepe4yuCIeHHBIX HHKe PEKBH3UTOB OPraHHM3alMOHHO-PACHOPAANTEIbHBIX
AOKYMEHTOB BblOepHTe PeKBU3UTHI, HEO0OX0AUMbBIE JJsl NPUIAHUS JOKYMEHTAM HOPHANYECKOH
CHJIBI:

1. CpaBouHble nanHbIe 00 opranu3amnuu 2.MecTo cocTaBieHus qokymeHTa 3. HaumeHnoBanue
Buja nokymenrta 4. Ormerka 06 ucnonHeHun 5. HammeHoBaHue opranuzanuu 6. PeructparioHHbIiH
Homep 7. IMogmuce 8. Anapecar 9. I'pud yrBepxaenust 10. Tekct 11. Jlara mokymenta 12. Buza
COIJIACOBaHUS

15. Kakue cioco0b1 opopmiieHHs 1aThl B JOKYMEHTaX SIBJIAIOTCHA NPaBUJIbHBIMU

a) 05.02.07. n) 5 pespans 2007 .

6) 05.02.2007 r. e) 07.02.05

B) 05 deBpans 2007 r. x) 05 despans 2007

r) 2007.02.05

Bapuaur 6
1. I'pud yrBep:kIeHust CTABUTCH:
a) Ha IOKyMEHTAaX, YKa3aHHBIX PYKOBOJUTENEM (DUPMBIL;
0) Ha JIOKyMEHTaX, ONpeAeICHHBIX 3aKOHOIaTEIbCTBOM;
B) Ha BCEX BHYTPEHHUX JJOKYMEHTaX.
2. Kakum cnoco6oM npocTaBJisieTcsi 1aTa B rpude yTBep:KIeHUs1 JOKyMeHTa:
a) MalIMHOIMCHBIM CIIOCO0OM;
0) mpocTaBIIsieTCs OT PyKH CEKPETApEM IOCIIE€ YTBEPKACHUS JOKYMEHTA PyKOBOIUTEIIEM;
B) IPOCTABIIIETCS] CAMUM PYKOBOJIUTEIEM B MOMEHT YTBEPKJICHUS IOKYMEHTA;
T') MPOCTABJISETCS JTFOOBIM CITOCOOOM.
3. O0s13aTe/ILHOMY YTBEPAKACHHUIO MOAJIEKAT:
a) MPUKa3bl;
0) cimy>keOHbBIE 3aMHICKY;
B) KOHTPAKTBHI;
T) IITaTHOE PACIIHCAHHUE;
1) TapaHTUIHBIE TUChMA.
4. ABTOpPOM CJIykKe0HOT0 NMCHhMA SIBJISCTCS:
a) TOJDKHOCTHOE JIMIIO, TIOJMMCABILIEE IOKYMEHT;
0) UCTIOJIHUTEIb, COCTABUBIIUN JOKYMEHT;
B) OpraHu3aius, 0T UMEHH KOTOPOit OTNPABIETCS THCHMO.



S. IlouToBBIi apec B peKBU3UTE «A/pecaT» HA CJOYyKeOHOM MUCbMe YKA3bIBaeTCs:

a) Bcera;

0) B HEKOTOPBIX CITyYasix;

B) HE YKa3bIBACTCHI.

6. Ha noxymMeHnTax paspemaercsi IpOCTaBJSITh He DoJiee:

a) OJIHOTO aJipeca;

0) IByX aJipecoB;

B) TPEX aJpECOB;

T') 4ETBIPEX aJPECOB.

7. Ha kakoM ci1yke0HOM MUChbMe MPOCTABJIAETCH CChIJIKA HA HOMEP M 1aTy JIOKYMEHTa:

a) rapaHTUIHOM;

0) COMPOBOAUTETHHOM;

B) OTBETHOM;

I') LUPKYJSIPHOM;

JI) Ha BCEX MMHCHhMaX.

8. Uto aBasIeTCS 1aTOM NPOTOKO.1A:

a) JaTa NOAINCAHNS;

0) naTa 3acenaHus;

B) JlaTa perucTpanum.

9. 3aro/10BOK K TEKCTY JOKYMEHTA MOKHO He COCTABJIATH:

a) Ha COBMECTHBIX JJOKYMEHTax;

0) Ha TOKYMEHTax, COCTaBJIEHHBIX Ha OJIaHKaX JOHKHOCTHOTO JIMIIA;

B) Ha JIOKYMEHTAaX, HAIIPaBJIsIEMbIX B TIOJIBEJOMCTBECHHBIC YUPEKICHUS,

') Ha TOKyMeHTax ¢opmara A 5.

10. OT™MeTKY 0 HATHYNH NPHJIOKEHHUA 00513aTeIbHO HMeeT:

a) 3arpoc;

0) MHPOPMALIMOHHOE MTUCHMO;

B) CONPOBOIUTENBHOE MHCHMO;

I') BCE CITyKeOHbIE IOKYMEHTHI.

11. IIpu cocTraBjieHMM OTMETKHM O NMPWJIOKEHMH K TeKCTYy CJIy:ke0HOro nmuchbMa He
YKa3bIBaeTcs KOJMYECTBO JUCTOB, €CJIU MPUJIAraeMblid JOKYMEHT:

a) Ha OJTHOM JIUCTE;

0) CIIMIIIKOM OOBEMHBIIA;

B) Ha OJTHOM JIKCTE C 000POTOM;

I') COpOLIIOPOBaH.

12. OT™MeTKa 0 KOHTPOJIE MPOCTABJISETCS HA JOKYMEHTe:

a) Ha BEpXHEM I10JIe B TIPaBOM YTIIY;

0) Ha HMKHEM T10JI€ B IIPABOM YTIIY;

B) Ha JIEBOM IIOJIC;

T') IPOU3BOJIBHO.

13. PexBusut «Iloamuch» Ha JOKyMEHTAX, MOJAMUCHIBAEMBIX JABYMS 0JKHOCTHBIMH
JIMIIAMH OHOTO YPOBHS, odopMmJsieTcs:

a) B /IBa psijia Ha OJTHOM YPOBHE;

0) o/IHa IOATIMCH TIOJT APYTOA;

B) 11O OJTHOM MOJIKMCH B IBOTHOM KOJMYECTBE IK3EMILISAPOB JOKYMEHTA.

14. Iloanuch pyKoBOAMTE/ISI HA IPUKa3e 3aBepsieTcs MeYaTbio:

a) Bcerma

;0) HUKOIIa;

B) 110 YKa3aHUIO PYKOBOJUTEJSL.

15. Cnocod ynocroBepeHHsI [OKYMEHTa, MNPOU3BOAMMBIN T1OC/jAe MOANMCAHMSA,
CAHKIUOHUPYKWIIMHA PpacnpoCcTpaHeHHe [AelCTBUSI JOKYMEHTa Ha oOIpeaejeHHbId Kpyr
YUpe:KIeHHUil, 10XKHOCTHBIX JIUI — 3TO: 73



a) COrjJIacoBaHMC;

0) BH3HUPOBAHUE;

B) YTBEPKICHHUE;

I') IPOCTaBJIEHUE MEYaTH;
1) 3aBEpEHUE.

Bapuant 7

1. Ha kakux 10KyMeHTax TpedyeTcs 00513aTe/IbHOE MPOCTABJIEHNE NTeYaTH:

a) Ha MpUKa3e 10 JUYHOMY COCTaBY;

0) Ha MpUKa3€e 10 OCHOBHOM JIEATEILHOCTH;

B) HA KOMMEPYECKOM MPEIJI0KEHUY;

I') HAa TAPAHTHUIHOM THUCHME.

2. [leyaTh HA OPTAHU3ANMOHHO-PACTOPAIUTEIbHBIX JOKYMEHTAX MPOCTABJISETCS:

a) Ha JJI000M CBOOOHOM MECTE;

0) Hike pexBu3nTa «lloamuce;

B) IOJDKHA OBITH 3aXBayeHa JTUYHAS MOJIITUCH;

T') 10JKHA OBITH 3aXBayeHa YaCTh HAMMEHOBAHUS JOHKHOCTH JIMIIA, TOAMHUCABIIETO JOKYMEHT;

3. B pesyabraTe pacCMOTpPeHHMsI PYKOBOAMTEJEeM BXOASIIEro JOKYMeHTa Ha HeM
MOSABJISIETCS:
a) MOJHUCH;0) pE30JTIOIIHSI;B) BU3A.

4. Bu3bl Ha pacnopsiAUTEeIbHbIX IOKYMEHTAX MPOCTABJISIOTCH:

a) Ha IIEPBOM JIMCTE MOJUIMHHUKA JOKYMEHTA;

0) Ha MocJIeIHEM JICTE MOAJIMHHUKA JOKYMEHTa;

B) Ha MEPBOM JIFICTE BTOPOTO IK3EMILISIPA JOKYMEHTA;

T') Ha MOCJEIHEM JINCTE BTOPOTO 3K3EMIUIsIpa JOKYMEHTA.

S. Pe3osronusi npocTasJIsieTcs:

a) B IpaBOM BEPXHEM YIIIy;

0) Ha MOJIAX TOKYMEHTA;

B) Ha JIFOOOM CBOOOTHOM MECTE JOKYMEHTa, KpOMe TOJIeH;

r) noa pekBu3uToM «Iloamuce».

6. K mnporokosry B KadecTBe TNPWIOKEHHS A0LKeH ObITb 0QOpPMIIEH CHHCOK
NPUCYTCTBYIOIINX:

a) €CIIM IPUCYTCTBYIOIIUX 00JIee 5 YeOBeK;

0) ecnu mpucyTcTByronux 6omnee 10 yenosex;

B) €CIIM IPUCYTCTBYIOIMIKX OoJiee 15 uenoBek;

T') IPH JIF00OM KOJMYECTBE MPUTIIAIICHHBIX;

) €CJIM HA COBEIaHUH MPUCYTCTBYIOT MPUTJIANICHHBIE U3 JPYTUX YUPEKICHUI.

7. Kakoii peKBM3MT He BXOAMT B (DOPMYJISIP IPHUKAa3a 110 OCHOBHOM J1esITeIbHOCTH:

a) Ha3BaHUE OpraHu3aluu;

0) BU IOKYMCHTA;

B) MECTO HU3JaHHS;

) aapecar;

1) 3ar0JIOBOK K TEKCTY.

8. OTMeTKYy 00 McIIOTHUTEJIe PAcoJIATaloT:

a) Ha 00OPOTHOM CTOPOHE TIEPBOTO JINCTA JOKYMEHTA;

0) Ha TUIIEBOI CTOPOHE MEPBOIO JKUCTA JOKYMEHTA Ha HUKHEM II0JIE;

B) Ha JIUIEBOU WM 000POTHOW CTOPOHE MOCIICTHETO JTUCTA JOKYMEHTA B JICBOM HIDKHEM YTIIY;

T') Ha JIEBOM I10JI€ IOKYMEHTA.

9. 1okyMeHT0000POT yupexaeHHUs Peaju3yeTcsi B BUJe JOKYMEHTONOTOKOB:

a) BHEILIHUE, BHYTPEHHHUE;

0) opurmanbpHbIC, THYHBIC,

B) HH(OPMALIMOHHBIE, PACTIOPAIUTEILHBIE, 29



T') IO OCHOBHOM JIESATEIBHOCTH, IO THYHOMY COCTaBY;

1) BXOJAIIUE, UCXOIAIIE, BHYTPEHHHUE.

10. IepeyunciieHHBbIE PA3HOBHIHOCTH IOKYMEHTOB pacnpeae/inTe Ha TPU FPYNIIbI:

a) OPraHU3alUOHHBIE;

0) pacriopsAuTEIbHBIC;

B) HH()OPMAIIMOHHO-CIIPABOYHBIE;

1. 3asBienue 06 yBonpbHeHUH 7. JlokmaHas 3amnucka

2. HomxHocTHass uHCTpykuus 8. Pacnopsbxenue nupektopa 3. CrpaBka o npoxomax 9.
[Tpotokon cosemanus4. Ilocranosnenne koswteruu 10. IlltatHoe pacmucanmeS. I[lonoxkenue o6
arrectauuu 11. Ilpuka3 o mpueme Ha pabory6. MHCTpYKIMS MO AeNONpoU3BOACTBY 12. AKT o
HapyUIEHUH TUCIUILINHBI

11. Kakoe yTBep:kaeHHe ABJsIETCS NPABUWILHBIM:

a) Bce OPJl odhopmitsiroTcst Ha opUITMaTBHBIX OJIAHKAX;

6) Bce OPJI Mo>xHO 0pOopMIIATH HE Ha OJaHKaX, KPOME MPUKA30B U IIHCEM;

B) otnenbHble BUAbl OPJl monmyckaercs ohopMIaTh HE Ha OJIaHKaX;

r) OPJ] opopmnsroTes Ha 6i1aHKaX WM 6€3 HUX M0 YCMOTPEHUIO OPraHU3aLUH.

12. Kakue 10KyMeHTBI SIBJISIIOTCS PACIOPAIUTETbHbIMH:

a) JODKHOCTHAs WMHCTPYKLMs, NpUKa3, pelleHue, yKa3aHWe, YUYPEIUTENbHbII JOoroBOp
(KOHTpAKT);

0) mpuKa3, MPOTOKOJI, pelIeHHE, yKa3aHue, IOCTAaHOBJICHHUE, PACIIOPSHKEHUE;

B) pEIIeHUE, T0TOBOP (KOHTPAKT), yKa3aHUE, IPUKA3, IPOTOKOJ, PACTIOPSIKCHHE.

13. Kakue 10KyMeHTBI SIBJISIIOTCH OPraHM3AMOHHBIMM:

a) yCTaB, OJIOKEHUE, MHCTPYKIIUSA, CTPYKTYpPa U ITAaTHASI YUCICHHOCTh, IITATHOE PacIiCaHue,
MIpaBUJIa;

0) ycraB, MOJIOKEHHE, TIPOTOKOJI, TIOCTAaHOBIICHHUE, MTPABIIIA, IITATHOE PACIHCAHKE, JOTOBOP
(KOHTpAKT);

B) yCTaB, MOJIOKEHHWE, MHCTPYKIIHMS, IITATHOE paclHCaHue, MpaBWiIa, MPUKa3, JOTOBOP
(KOHTpAKT).

14. CnipaBoYHO-UH(OPMANMOHHBIMYU JOKYMEHTAMU ABJISIIOTCS

a) THUCbMO, TeJerpaMma, TeneOHOTpaMma, 3asBICHHUE, akT, JOKJIagHas 3arucka,
OOBSICHUTEINIbHAS 3aMMCKa, CIIPABKa;

0) muceMo, (akc, Tenedakc, 3asBIeHNE, aKT, IPEICTaBIIeHNEe, aHKETa, JOKJIaTHAsl 3aIiCKa,;

B) MHUCHMO, (akc, 3asABJICHHUE, aKT, MPEACTABICHUE, NOKJIATHAS 3aIUCKa, OObSICHUTEIbHAS
3anMckKa, aHKeTa.

15. Kakue pacnopsiinTe/ibHbIe JOKYMEHTHI U31AK0TCA HA OCHOBE eIMHOHAYAJIUSA:

a) YKa3aHUe; I') MOCTAHOBJICHUE;

0) mpuKas; 1) pacropsiKeHue

B) pEIICHUE

Bapuant 8
1. Kakue pacnopsiauTe/ibHble JOKYMEHTbI IPMHUMAKOTCSH KOJL1erHaJIbHBIMA OPraHAMM:
a) MPUKAa3bl;

I') IOCTAHOBJICHHUS;

0) yka3aHus,

B) BCE IIEPEUUCIICHHBIEC TOKYMEHTHI

T') pEILICHUS;

2. Bxoasimuii JOKYMEHT NPOXOIUT CJeayIolue 3Tanbl 00padoTKu:

a) COCTaBJIEHUE IMPOEKTa — COIIacoBaHHWE — O(OPMIIEHHE — TMOANUCAHUE — PETUCTPAIUS —
UCIIOJIHEHUE — HAIIPABJICHHE B JEJI0;

0) mpuem — nepBUYHast 00pabOTKa — MpeABapUTEIBLHOE PACCMOTPEHHE — PACCMOTPEHUE
PYKOBOJUTENIEM — HCIIOJIHEHHE — HAIIPAaBJICHUE B JIE10;

30



B) COCTaBJICHHE MPOEKTa — COTIacoBaHUE — O(opMIIeHHE — TOJIMUCAHUE — PETHCTpaIus —
HCIIOJTHEHUE — OTIPABJICHUE;

r) IpHeM — MepBUYHasE 00paboTKa — MPeIBAPUTEIILHOE PACCMOTPEHHE — PETUCTPAIHS —
PacCMOTpPEHHNE PYKOBOJUTEIIEM — UCIIOJIHEHUE — HAIIPABJIECHUE B JIEIIO0;

1) opopMIIEHHE JOKYMEHTOB — IMOAMCAHNE — PETUCTPAIUS — COTIIACOBAHUE — YTBEPIKICHUE —
OTIIpaBKa.

3. Ilpu npoBeAeHUN NEPBOHAYAIBLHOM 00pa0OTKH BXOASALIEH KOPPECIOHICHINH:

a) KOHBEPTHI BCETJa YHUUTOXKAIOT, B I€JI0 MOJIIMBAIOT TOJIBKO JTOKYMEHTHI;

0) KOHBEPTHI HE YHUUYTOXKAIOT, OHH BCET/1a TIOIIIMBAIOTCS BMECTE C JIOKyMEHTaMH;

B) KOHBEPTHI YHUUTOKAIOT, KpOMe KoppecnoHaeHuuu ¢ rpudom «KonpuaeHunansHo»;

I') KOHBEPThI YHUUTOXKAIOT, KPOME KOPPECTIOHICHLIUU C OTMETKON «JIMUHO»;

1) KOHBEPTHl HE YHUYTOXKAIOT, €CJIM Ha CAMOM JIOKyMEHTE HeIOCTaTOYHO MHpopmanuu od
aBTOpPE WJIM XapaKTepe TOKYMEHTA.

4. Kakas yacTh NpuKa3a siBJsieTcsi 00513aTe/ILHOM:

a) KOHCTaTUPYIOIIas;

0) pactiopsiIUTeNbHAS;

B) 00€.

S. OcHoBaHUe U3AHUSA NIPUKA3A 110 OCHOBHOM JeSITeJIbHOCTH CONEPKUTCH:

a) B 3aroJIOBKC;

0) B KOHCTaTUPYIOICH YacTH TEKCTa;

B) B mo3uInK TekcTa «OCHOBaHHUE;

') B IpUJIaraéMbIX JOKYMEHTaXx;

1) B pacopsiAMTEILHONM YaCTH TEKCTa IIPUKa3a.

6. OcHoBaHMe U31aHUS IPUKA3a 00 YBOJbHEHUH COTPYAHUKA (PHPMBI COTEPKUTCS:

a) B 3aroJIOBKC;

0) B KOHCTaTUPYIOICH YacTH MpUKa3a;

B) B mo3uInu Tekcta «OCHOBaHHUE;

T') B IPUJIAra€MbIX JTIOKYMEHTAaX;

1) B paciopsiAMTEILHON YaCTH TEKCTA IIPUKa3a.

7. IIpotokoa goxkeH ObITb HM3FOTOBJEH MOCJH€e TMPOBEAEHHOI0  3acelaHHs
KOJUIETHAJILHOT0 OPraHa Ha MOo3/1Hee, YeM Yepes:

a) 1 nenn;

0) 4 nusg;

B) 3 1HA;

r) 5 mHeH

8. B kpaTKOM NpPOTOKOJIE MOTYT OTCYTCTBOBATH MO3UIIUM TEKCTA:

a) BBICTYIIWJIM, TOCTAaHOBHJIN; B) ITOCTAHOBUJIIH;

0) ciy1rany, BEICTYIIHIIN; T') TIOBECTKA JTHS;

1) BBICTYIIWJIN.

9. 1015KHOCTHYI0 MHCTPYKIIMIO BBOJIMT B JieiicTBHE:

a) pyKOBOJMTEIb OpPraHU3al1H;

0) pyKOBOJIUTENb CTPYKTYPHOTO MOpa3AeIeHUS;

B) HAYAJIbHUK OT/IeJIa KaJIPOB;

I') HUKTO HE BBOJIUT, €CJIM OHA TUIOBAs.

10. Kak BHOCATCH M3MEHEHHS B I0ZKHOCTHYI0 HHCTPYKIHMIO:

a) U3MEHEHHUs O(OPMIIAIOTCS HA OTACTHHOM JIMCTe W MPHIAraroTcs K JACHCTBYIOIMIEH
JOJKHOCTHOW MHCTPYKIINH;

0) U3MEHEHHUs BITUCBHIBAIOTCS HAJ 3aYEPKHYTBIM CTAphIM TEKCTOM C COOTBETCTBYIOIIMMU
nosicHeHusiMH («VcripaBneHHOMY BEpUTH», TOAINHKCH, 1aTa, TI€YATh);

B) U3MEHEHHUS BBOASATCS MYyTEM U3JaHUS COOTBETCTBYIOIIETO MPUKA3a;

I') JOJKHOCTHASI MHCTPYKLHS IOJIHOCTBIO NIEPENEYATHIBACTCSA C YYETOM BHOCHUMBIX H3MEHEHUN
Y 3aHOBO YTBEP>K/IA€TCA. 31



11. Kakue 1oxymeHTBI 0)OPMIIAIOTCS TIPU NIpHeMe HA padoTy 10 KOHTPAKTY:

a) Tpy10Basi KHMKKA;

0) nmpukas;

B) TPYZOBOM KOHTPAKT;

I') YKa3aHue;

) aKT.

12. Ilpn nepemade TeKCTa JAOKYMeHTa MO KaHadaM (AKCHMHJIbHOH CBSI3H 00beM
nepeaaBaeMoro J0KyMeHTa He J0JIKeH NMPeBbIATh:

a) 10 mmcToB;

0) 3 NMHUCTOB;

B) 5 IIHCTOB;

I) 2 JTUCTOB.

13. Texnosiorus JOY cocTouT U3 CiIeayrOIMUX ONEePaALMIi:

a) MPUEM — PE30JIIOLUS — PErucTpanusl — NPUHATUE PELIEHUM — HCIOJHEHUE — KOHTPOJIb
WCIIOJIHEHUS — MOJIIIMBKA B J€JI0 — XpaHEHHE;

0) mpueM — perucTpanus — HalpaBICHUE HA HCIOJHEHHWE — HCIOJIHEHHE — KOHTPOJb
UCIIOJIHEHUS — OTIpaBKa — OPMUPOBAHUE e — XpaHEHUE;

B) IIPUEM — PETUCTpALMs — MPUHATHE PELIECHUS — UCIIOJIHEHWE — KOHTPOJIb MCIOJHEHUS —
OTIIpaBKa — Mepeiaya B apXUB — XpaHEHUE.

14. Boi6op onpenesieHHoii (OPMbI pericTPAIMU 3ABUCUT OT:

a) oobemMa I0KyMeHT0000poTa;

0) KOJIMYEeCTBa COTPYIHUKOB;

B) BUJIA JESITEIbHOCTH OPTaHU3alNH;

') CTPYKTYpPbI OPTaHU3aIUH.

15. Jas kakoii rpynmbl JOKYMEHTOB (PpUPMBbI perucTpamusi siBjisieTcsi HamOoJiee
Heo0X0MMOii:

a) JUTsl BXOASIIUX TOKYMEHTOB;

0) A7 HCXOJAIIUX JOKYMEHTOB;

B) /Ul BHYTPEHHUX JIOKYMEHTOB;

') U1l KOHTPAKTOB.

Bapuant 9

1. Ucxoasmumii JOKYMEHT NPOXOAUT CJIeAYyIoIHe ITANbl 00padoTKu:

a) COCTaBJIEHUE IMPOEKTa — COIIacoBaHHWE — O(OPMIIEHHE — TMOANUCAHUE — PETUCTPAIUs —
UCIIOJIHEHUE — HAMpaBJIeHUE B JIEN0;

0) mpuem — nepBoHavagbHast 00padoTKa — MpeIBaApUTEIHHOE PACCMOTPEHHE — PACCMOTPEHUE
PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABJIEHUE B JIEJI0;

B) COCTaBJICHHE NPOEKTa — COrjacoBaHue — Oo(popMieHHE — TOINHUCAHUE — PEerHucTpanus —
UCIIOJIHEHUE — OTIIPaBKa;

) opopmIIeHHE JOKYMEHTA — MOANMCAHNE — PETUCTPALHS — COTIIACOBAaHHUE — YTBEP)KIACHHE —
OTITpaBKa.

2. lokyMeHTHBI ¢ rprdoM orpaHHYeHHs JOCTYNA PerHCTPUPYIOTCS B JKypHAaJe:

a) B CiTy4ae KpaitHeit He00X0IMMOCTH;

0) Bcerna;

B) HE PETUCTPUPYIOTCH;

I') 10 YCMOTPEHUIO PYKOBOAUTEIS.

3. IIpuxa3bl 10 OCHOBHOM JeSITeJIbHOCTH PErUCTPUPYIOTCS:

a) B 00s13aTEIIBHOM TTOPSIJIKE;

0) Hanboiee BaXKHEIE;

B) 110 YKa3aHUIO PYKOBOJUTEJSL.

4. IoKyMeHTbI perucTpupyIoTCcs:

a) B ICHb MOCTYIUICHUS;

0) B 1eHb 0(hOPMIICHHS, COTJIACOBAHMUS; 0



B) B JICHb NI€pPE/Iayu Ha UCIIOTHEHUE;

I') IIOCJIE NCIIOJIHCHHS,

1) Ha Tarne HapaBJICHUS B JETI0.

S. Ilpu mocTynJjieHUH B YUpeKIeHUue He PeruCTPUPYIOTCS:

a) 3aIpocChl;

0) crpaBkH;

B) HUPKYJISIPHBIE TUCHMA;

I') peKJIaMHbIE THCbMa;

JI) IOCTaHOBJICHUS.

6. Cpoxu Mcno/THeHH s JOKYMEHTOB MCUYHCJISIOTCS:

a) B KaJICHJApHBIX JTHSX;

0) B pabouux IHSAX;

B) [10 YCMOTPEHUIO PyKOBOJIUTEINS OpraHU3aLUK.

7. Ecamn nmocjeaHuil 1eHb CPOKA HUCIHOJHEHUS NMPUXOIAUTCH HA HepadouMid JeHb, TO
AOKYMEHT MOJICKUT UCIOJTHEHHIO:

a) He Mo3/Hee MepBoro padboyero JHS, CAEAYIOLIErO 32 HepabounuM;

0) He mo3aHEee paboyero AHS, MPEANISCTBYIONIETO HepaboueMy JTHIO.

8. Pemienne o npoaJieHUM CPOKA MCIOJTHEHUS JOKYMEHTA IPUHUMAETCS:

a) B JICHb UCTEUEHUS CPOKA UCTIOTHEHHUS;

0) 3a IeHb IO UCTEUCHUSI CPOKA UCTIOTHEHMUS;

B) 3a 2 IHS JO UCTE€YEHUS CPOKA UCTIOJTHEHUS;

T)3a 3 IHS 40 UCTEUEHUS CPOKA HCIIOIHEHHUS.

9. IOKyMeHT CUMTAeTCsl MCIOJHEHHBIM, eCJIN:

a) KOPPECIIOH/IEHTY JJaH OTBET;

0) TOKyMEHT UCIOJIHCH B Ha3HAYEHHBIN CPOK;

B) JIOKYMEHT MOANMUCAH PyKOBOJAUTEIEM OpraHU3alnu;

T') IOCTABJIEHHBIE B JIOKYMEHTE BOIIPOCHI PEILIEHBI 110 CYLIECTBY, KOPPECTIOHCHTY JIaH OTBET.

10. CusiTHe 1OKYMEHTA C KOHTPOJISA MCIIOJTHeHusI oopmiisieTcs:

a) OTMETKON 00 UCITOJTHEHUH U HAIlpaBJICHUH B JIEJI0;

0) OTMETKOM O KOHTPOJIE UCTIOTHCHHUS,

B) OTMETKOI 00 UCIIOJHHUTEJIC,

I') OTMETKOH ISl aBTOMAaTUYECKOTO MOWMCKA JOKYMEHTa (KOA-UIECHTU(PUKATOP SIEKTPOHHOM
KOIIUYU JTOKYMEHTA).

11. Onpeneanre, kakoe TpedGoBaHHe, NPeAbIABJAsieMOe K PerHCTPAMOHHBIM KHUIaM
(KypHaJaM) ¢ JJIUTEJbHBIM WIH MOCTOSTHHBIM CPOKAMHU XPAHEHUS, 3/1€Ch MPOMYLIEHO:

a) 00JI0KKa KHUTH JJOJDKHA OBITh M3 TUIOTHOTO KapTOHA (TBEPAOH);

0) KHHTa JOJKHA OBITh TPOIIINTA;

B) KHUT'A JOJDKHA OBITH MPOLIHYPOBAHA;

') KHHATA JIOJDKHA UMETh 3aBEPUTEIHHYIO HAMIHCh.

12. lokymeHTbI GOPMHUPYIOTCS B /1ejia B COOTBETCTBHUH C:

a) IepeyHeM JOKYMEHTAJIbHBIX MaTEPHAJIOB C YKa3aHUEM CPOKOB XPAHEHUS;

6) 'OCToMm Ha opraHM3allMOHHO-PACTIOPSIIUTEIBHYIO JOKYMEHTAIHIO;

B) MHCTPYKIIMEHN IO IETONPOU3BOICTBY JAHHOW OpraHU3alH;

I') HOMEHKJIATYpOil 1eN1 OpraHu3alni;

1) TIOJIOKEHHEM 00 OpraHu3aluy.

13. ®opmupoBanue el B  CTPYKTYPHbIX  MOApa3ieeHUSIX  OpPraHM3anuii
OCYLLEeCTBJISICTCS:

a) pyKOBOJIUTEJIEM CTPYKTYPHOTO MOAPa3IeIICHNUS;

0) HCHOIHUTEIISIMY;

B) 3aMECTUTEISAMH PYKOBOJIUTENIECH CTPYKTYPHBIX MMOIpa3ACIICHUI;

T') JEJIONPOU3BOJICTBEHHBIMU PAOOTHUKAMH.

14. Kakoii npyuHiun (popMupoBaHuUs aeJl SABIISETCH OCHOBHBIM:



a) 110 CTETIEHH Ba)KHOCTH JJOKYMEHTOB;

0) 110 BUAAaM JJOKyMEHTOB;

B) 10 COAEPKAHUIO;

') IO HOMEpPaM.

15. B nena He pa3pemaercs NOAIMBATH:

a) TOKYMEHTBI IpYI'MX OpraHu3aIuii;

0) TOKYMEHTHI, 0pOPMIICHHBIE C HAPYIIEHUEM yCTaHOBJICHHBIX MPaBHII;
B) IOKYMEHTBI JINYHOTO IPOUCXO0XKICHHUS;

') JOKYMEHTBI APYTUX CTPYKTYPHBIX MOAPA3ACICHUN.

Bapuant 10

1. BHyTpeHHMI JOKYMEHT MPOXOAUT CJIeYIolIHe 3TaNbl 00padoTKM:

a) COCTaBJIEHUE MPOEKTa — COrjlacoBaHue — opopMIICHHE — MOAMHCAHUE — PETUCTPALUsi —
WCIIOJTHEHUE — HATpaBIIEHUE B JIENIO;

0) nmpueM — nepBoOHavYaIbHas 00paboTKa — MPeIBAPUTEIHLHOE PACCMOTPEHUE — PACCMOTPEHUE
PYKOBOJUTENIEM — UCIIOJIHEHUE — HATIPABIIEHUE B JIEJIO;

B) COCTaBJICHHE IPOEKTa — COIIacoBaHUE — O(opMIIeHHE — MOJMUCAHUE — PEerucTparus —
OTITPABKa;

T) IpUeM — IIepBOHavagbHas 00padoTKa — MpeIBapUTeIbHOE PACCMOTPEHHE — pErHuCTpaIus —
pPacCMOTpEHHE PYKOBOJIUTEIEM — UCIIOJIHEHUE — HAMIPaBJICHUE B JEIIO0;

1) oopMIIeHHE TOKYMEHTa — MOANKMCAHNE — PETUCTPALIUS — COTTIACOBAHHE — YTBEPKICHUE —
OTITpaBKa.

2. Korna 3akanuuBaetrcsi GopMUpoOBaHue JeJia:

a) neno GopMHPYETCS B Mpeienax KaJeHIapHOTO To/a (32 UCKIIIOYCHUEM TIEPEXOISIINX J1E);

0) neno GpopMuUpyeTcs 10 JOCTHKEHHUSI MAKCUMAIILHOTO 00beMa B JICTaX, T.€. 10 250 JIUCTOB;

B) 21e710 (hopMUpYETCs O YCMOTPEHHUIO OPraHU3alllH;

r) 1eno popMupyeTcst 10 OKOHYAHUS PEIICHUS BOIIPOCa, HE3aBUCUMO OT KaJICHIaPHBIX CPOKOB.

3. B 1u4HoOeE /1eJ10 COTPYIHUKA He MOJAIINBAIOTCS:

a) KOTIUU TOKYMEHTOB 00 00pa30BaHUH;

0) TUYHBIA JTUCTOK IO YUYETY KaJPOB;

B) BBIMTMCKA U3 MIPHKa3a 00 YBOJILHEHUH;

T') BBINKCKA U3 MTPUKa3a O MPEJOCTaBICHUH OTITYCKa;

1) BRITTUCKA U3 TIPHKa3a O MpueMe Ha padoTy.

4. Yka:xkute HOMEp NPaBUIbHOTO YTBEP:KIeHHUS:

a) Bce Jena, o0pa3yromrecs B OpraHu3aIlii, MOXXHO IPOHYMEPOBATh CILIONTHOW MOPSIKOBOM
HyMeparuen;

0) Bce mena, oOpa3yrooIIHuecs B OpraHU3aIUH, CIEAYET HyMEpOBaTh CIUIOUTHOW MOPSAKOBOMH
HyMepaluei B mpejeniax KaxJ10ro CTpyKTYpHOTO MOApa3/IeIeHHUs;

B) MHJEKC KaXJOTo Jeja JO/DKeH BKIOYaTh HOMEpP CTPYKTYPHOTO TMOAPA3JEICHUS U
MOPSAIKOBBIM HOMED JieNia B IIpeJieax JaHHOTO CTPYKTYPHOTO MOApa3IeieHHUs;

T') K&KJas OpraHu3aius IPUMEHSIET CBOIO CUCTEMY MHICKCAIUH JIeN, TaK KaK 3TOT BOIIPOC HE
perJaMeHTHpyeTcs CreUalbHBIMU HOPMAaTUBAMH.

5. Kak npaBWIbHO JA0JLKHBI ObITH MPOHYMEPOBAHBI JHCTHI ejia, NMpeacTaBJsIONIHe
€000¥ MJTIOCTPATHBHbIE U TEXHUYECKHE JOKYMEHTHI ((poTorpaduu, 4yepTe:ku, CXeMbl U T.11.):

a) B IPaBOM BEPXHEM yTITy JIHCTA;

0) B MpaBOM BEPXHEM YTJIy JIMCTa, HO HA 00OPOTHOM €ro CTOPOHE;

B) TakKue JINCTHI BOOOIIE HE HYMEpYIOTCS, TaK Kak WH(GOpMAaIlds O HUX BHOCHUTCS B JIUCT-
3aBEpUTEIb JIEIa;

') Ha 00OPOTHOI CTOPOHE JTUCTA B JIEBOM BEPXHEM YTIIY.

6. Cpoxu XxpaHeHHsI JOKYMEHTOB MOIYT YCTAHABJIMBATH:

a) pYKOBOAMTENb OpraHU3aluu;

0) 3aBeAYIONIMI BEIOMCTBEHHBIM apXUBOM; 34



B) Ha4YaJIbHUK cIyx0b1 10V

T') 9KCIIEPTHO-MPOBEPOUYHBIE KOMUCCHUU aPXUBHBIX YUPEKICHHIH.

7. 1012KHOCTHBIE HHCTPYKIUHU COTPYAHUKOB (pUPMBbI XpPaHSATCS:

a) 5 ner;

0) 3 roma mocie 3aMeHBI HOBBIMI;

B) 10 yieT; ) 10 MUHOBaHUSA HaTOOHOCTH

r) 75 ner;

8. [IpoTokoabI 001IUX COOPAHUI COTPYIHUKOB PUPMBI XPAHSATCS:

a) 5 mer;

0) 3 roxa;

B) IIOCTOSIHHO;

I') 10 MUHOBaHHUSA HaTOOHOCTH.

) 75 ner;

9. C KaKoro MOMEHTAa HAYMHAETCSI OTCUET CPOKA XPAHEHHS JOTOBOPHBIX JOKYMEHTOB:

a) C MOMEHTA 3aKIIF0UEHUS IOTOBOPA;

0) c MOMEHTa OKOHYAHHUS CPOKA JCHCTBHSI IOTOBOPA;

B) C HOBOT'O KaJIEHAAPHOTO ro/ia Tocye 3aKI0YeHHs] IOTOBOPA;

T') C HOBOTO KaJeHIapHOTO T'0Jia MOCJIe OKOHYAHUS CPOKa ICHCTBHUS JJOTOBOPA.

10. [Ies1a ¢ uCOJTHEHHBIMH JOKYMEHTAMH MOCTOSIHHOTO M BpeMeHHOro (cBbiie 10 Jier)
CPOKa XpaHeHHUs MOJIEKAT Nepeaadye U3 CTPYKTYPHOIro Mojpa3/ieieHus B ApXUB OPraHu3aluu
(Mpu ero HATUYHUM):

a) 10 UCTEYCHHH S JIET UX XPaHEHUs B CTPYKTYPHOM TIOIpa3ciiCHUH;

0) 110 UCTCUYCHHH 3 JIET;

B) IO UCTCUCHUH 2 JICT;

I') 110 ucTeueHuHn 1 roja;

1) TI0 OKOHYAHUHU KaJCHIAPHOTO TO/1a;

€) cpa3y Ioclie 3aBepiieHust POpMUPOBAHUS;

) TI0 YCMOTPEHHIO PYKOBOIUTENSI CTPYKTYPHOTO MOIPa3/ICICHUS.

11. Ha o0J10:xKy aesia BpeMeHHOro xpanenus (10 10 jier) He BBIHOCHTCSI HH(pOPMALIUSA:

a) CPOK XpaHEHUs;

0) MHIOEKC aena;

B) KOJIMYECTBO JIUCTOB, COJCPIKAIIUXCS B JIEIIE;

I') 3aroJIOBOK /€A,

II) 1aTa 3aBEJICHUS Jera.

12. lokyMeHTBI ¢ HCTeKIIMMH CPOKAMHU XPaHEHUSs pa3peliaeTcsi YHUUTOXKATh, eCJIn:

a) eCTh MPUKa3 pyKOBOJIUTEIIS OpraHU3aIH;

0) ecThb pa3penieHrne 3aBeIyIOIer0 BEIOMCTBEHHBIM apXUBOM;

B) €CTh YTBEP K/ICHHBIHN aKT O BbIICJICHUH €]l K YHUUYTOKEHHIO;

T') €CTh pa3pelIeHe SKCIEPTHOW KOMUCCHUH.

13. HomeHnkaTypa e — 310:

a) CIIMCOK CTPYKTYPHBIX MMOIPa3aeICHUN (PUPMBI;

0) criicok aen GUpMBI ¢ yKa3aHUEM CPOKOB XpaHCHHS;

B) CITHCOK JIEJI, TIEpPeIaBAEMbIX B apXUB.

14. HoMeHKJIaTYpAa €] OPraHU3ANUH MOJIEKUT MepeyTBePKIAeHUI0:

a) KayKIbIN oI,

0) pa3 B 1Ba roja;

B) pa3 B TPH roja;

T') pa3 B IIATh JIET (B clydae, ey CTPYKTypa U GyHKIIUU OpraHU3alliid KOPEHHBIM 00pa3oM He
H3MCHSIINCE).

15. Kakum 3akoHonaTeIbHbIM AOKYMEHTOM peryJiupylTcs TPY/OBbIe
NPaBOOTHOLIECHH padoTogaresisi 1 padOTHUKA?

a) YrolIoBHBIM KOJIcKCOM PD 35



0) TpynoBbM kosiekcoM PO
B) XunumuaeiM KosiekcoM PO.

1.2.2 TunoBbie KOHTPOJILHbIE 3a7]aHUS], HCIIOJIb3yeMble Il TEKYIIero KOHTPOJIs Mo
AUCHUIJIHHE

3amanmue 1.

CripoekTupoBaTh OOIIMI OJIAHK OpraHW3alld C MPOIOJIBHBIM PACIOJI0KECHUEM PEKBHU3UTOB
(ucmonb3ys SMOJIEeMy OpTaHU3AINH)

3amanmue 2.
CnpoekTrpoBaTh 00IIMA OTaHK OpraHU3aIuH C YIJIOBBIM PACIIONIOKEHUEM PEKBU3UTOB (0€3
IMOJIEMBI OpTraHU3AI1H )

3amanue 3
CrpoekTHpoBaTh OJaHK MHChbMa C YIJIOBBIM PACIOJIOXEHHEM PEKBH3HUTOB (HCIIONB3Ys
sMOJIeMy OpraHU3alun)

3aganue 4
CripoekTupoBaTh 0JIaHK TUCbMa C MPOJOIBHBIM PACIIOIOKEHUEM PEKBU3NUTOB (6€3 IMOIeMbl
OpraHu3aIim)

3aganue 5
CripoekTupoBaTh 0JIaHK IIPUKa3a ¢ MPOIOJIbHBIM PACIIOI0KEHUEM PEKBU3UTOB (0€3 3MOJIeMbl
OpraHu3aIimn)

3amanue 6
CrpoekTrpoBaTh OJaHK PACHOPSDKEHUS C YTIOBBIM PACIONIOKEHHEM PEKBU3UTOB (0e3
AMOJIEMBI OpraHu3aIun).

3ananmue 7.
OTBeThTE MUCHbMEHHO Ha KOHTPOJIbHBIE BOIPOCHI:

1. Coenacno kakomy HOpMamueHoMy OOKYMEHM) NPOEKMUPYIOmMcs O1auKy 0OKyMeHmoag?
Omeem

2. Moeym nu nons 0okymenmog ovims meHvuie uem ycmarosieno I OCT P 7.0.97-20167?
Omeem

3. Moeym nu nons 0okymenmog ovims 6onvute wem ycmanosneno I OCT P 7.0.97-2016?
Omeem

4. Jlonyckaemcs nu Ha baankax yeemuoe oghopmaeHue pexsuzumos? Ha kaxux ookymenmax?
Omeem

5. Kaxkoti éapuanm pacnonoswcenuss peksusumos 8 cnpoekmuposanHvix Bamu 6namkax Bawm
noHpasuicsa boavue u novemy?
Omeem

1.3 MeToanyeckne MaTepHaJibl, HCNOJb3yeMble JJIl TEKyLIero KOHTPOJs 3HAHMN IO
AUCHUTIMHE

HaumeHnoBanue
OLEHOMHOTO Kpartkas xapaktepuctuka IIpeacraBiieHHe OLIEHOYHOT0 CPEICTBA
OLIEHOYHOI0 CPeACTBA B oHae
cpeacTBa
KonTtponbHbIit KonTposbnslii onpoc — 310 Merof | [IpumepHblii  miepedeHb  BOIMPOCOB K
orpoc OLICHKH YpOBHS OCBOCHHUS | 3a4eTy
KOMIIETEHI[MHA, OCHOBAaHHLERDO Ha




HanMmeHnoBanue
OIIEHOYHOI'0
cpeacTBa

Kpartkas xapakrepucTuka
OLICHOYHOI0 CPe/ICTBA

HpeI[CTaBJIeHI/Ie OLCHOYHOI'0O CpeaACTBa

B oHae

HETOCPEACTBEHHOM (Oecena,
WHTEPBbIO) WJIH OMOCPEIOBAHHOM
(anKeTa) B3aUMOJICICTBUU
npernoaaBaTens u CTYyJEHTA.
N CcTOYHUKOM KOHTpOJISI 3HAHUM B
JTAHHOM CJTy4ae CITy>KHT CJIOBECHOE
WIIn MMUCHbMEHHOE CYXKIICHHE
CTyJIeHTa

CobecenoBanue

CobecenoBaHne — 3TO OIWH W3
METOJIOB KOHTPOJILHOTO  OIpOCa,
MIPEICTaBIISIONTII coboit
OTHOCUTCIIBHO CBOGOI[HBIﬁ auajor
MEXTY mperoaBaTesieM u
CTYJICHTOM Ha 3a/IaHHYIO TeMY

[TpumepHbIit
3a4eTy

NepeueHbh  BOIMPOCOB

TecToBEIE
3a1aHuA

TecTupoBaHue - yIOBIETBOPSIONIAS
KpPUTEPUAM HCCIIEN0BaHUA
SMITUPHUKO-aHATUTUYECKAS
npoueaypa OLICHKH YpOBHS
OCBOEHUS KOMIIETEHITH I
CTyJICHTaMH

TecTrl MO IUCIUILINHE

CaMocTosITEIbHOE
penieHue 3aaa4

Meron, KOTOPOM
o0yyarommecs npuoOpeTaroT
HaBBIKM TBOPYECKOTO MBIIUICHHUS,
CaMOCTOSITEIILHOTO pelieHus
po0JIeM TEOpUU U MPAKTUKHU.

npu

Tunossie 3agaHus

Jlexnsa-Oecena

Jlmamorndeckuii MeTo I M3J10KEHUS
U YCBOCHHS Y4eOHOro marepuaa.
Jlekus-06ecena ITO3BOJISICT v
MOMOIIBIO  CUCTEMBI  BOIPOCOB,
YyMEIIOM  MX  TIOCTAaHOBKM M
HMCKYCHOTO TOJJIEpKaHMs Jhajiora
BO3JICHCTBOBAaTh KaK Ha CO3HAHHE,
TakK n Ha IOJICO3HAHNE
o0yyaromuxcs, HAY4YHTb ux
CaMOKOPPEKIIUHU

Meroanka npoBeIeHUs JIEKITMH-0eceapl

PaGora B Maibix
rpyIax

Meron, HalpaBJICHHBIN HA y4acTue
oOyyJaronuxcsi B paboTe, pa3BUTHE
HaBBIKOB COTPY/HUYECTBA,
MEKIMYHOCTHOIO OOIIEHUS

Merouka opraHu3alni paboThl B MAJIbIX

rpymnmnax

1.3.1 3apanus 1J1s1 CAaMOCTOSITEILHOM PadoThI

1. CocraButh U OPOPMUTH MPHUKA3 TIO OCHOBHOW JAESITEIBHOCTH 00 HWTOrax paboOThI C
rony I[TAO «Mup». B KoHcTaTHpylolmed 4acTh yKakKMT€ Ha HHU3KYIO
TpeOOBaTEIBHOCTh PYKOBOAUTENEH MMOApa3AeIeHU K KaYeCTBY OJTOTOBKU JOKYMEHTOB M KOHTPOJIS
WX UCTHONMHEHUs. B pacnopsauTensHON YacTu oOpaTuTe BHUMAaHHE PYKOBOJUTENEH HA TOBBIIICHUE
TpeOOBaTEIBHOCTH K PabOTHHWKAM B YacTH pabOThl ¢ JOoKyMmMeHTaMu. Jlaiite 3amaHue pabOTHUKY,

AOKYMCHTaMH B

OTBEYAIOLIEMY 32 JICJTONMPOU3BOICTBO HA pa3pabOTKy Mep MO YIYUIICHHIO 3TONH pabOTHI.

2. CocraButh U 0GQOPMHUTH PACHOPSDKEHHE. YKAXKHTE, YTO B CBS3U C MPEICTOSIIUMHU

CTPYKTYPHBIMU W3MEHEHUSIMU JIUPEKTOP 06;1351321?7 NPOBECTU TPOBEPKY IITATHO-(HUHAHCOBOM




JTUCHUIUIMHBL. YKaXUT€ OTBETCTBEHHOIO U CPOK BBIINOJIHEHUS, KOHTPOJb 3a BBIIOJIHEHUEM
pacriopspKeHHsI BO3JIOKUTE Ha 3aM.AupeKTopa. Jlpyrue NaHHbIE B TEKCTE U PEKBU3UTHI YKaXKHUTE
CaMOCTOSITEIILHO.

3. Odopmuts yHuuIEpoBanHeie (HOPMBI MPHUKA30B MO JUYHOMY COCTaBy O IpHEME,
nepeBoJie, OTIyCKe, yBOIbHEHHU. OPOPMUTE JINYHYIO KApPTOUKY.

4. CocTtaBuTh ¥ 0QOPMHUTH JIUYHYIO CIIPABKY.

5. CocTaBuTh 1 OPOPMUTH AKT O PEBU3UU KACCHL. B TEKCTe yKa)kuTe, 4TO B pe3ylibTaTe

peBU3HUH OBLJIO YCTAaHOBJIEHO, YTO OCTATOK JCHET B Kacce COIVIACHO JAaHHBIM OyXTraJTepcKoro ydeTa
coctasui 3 521 000 py6., HerocTauM HAJIMYHBIX JICHET IO BUHE Kaccupa He 0OHapYkKEHO.

6. CoctaButh M OGOPMUTH pPEKIAMHOE MHCHMO O TMPOAAXKE YACTHBIM JUIAM H
rOCy/IapCTBEHHBIM MPEANPUATUSAM NEPCOHAIBHBIX KOMIIBIOTEPOB IO JIOTOBOPHOM CTOMMOCTH U O
BO3MOKHOCTH IPUHUMATh 3aKa3bl HA COCTABJICHHUE IPOTPAMM.

7. CocrtaButh ¥ 0OPMHUTH NUCHMO — NPOCHOY HavaJbHHKA IJIAHOBO-3KOHOMHYECKOTO
ympaieHuss [IAO «Pemxyktop» B amgpec aupekTtopa WHCTHTYyTa SKOHOMHUKH C TPOCHOOH
PEKOMEHI0BATh CIELMAIUCTOB U3 YHMCIIA BBITYCKHUKOB 3a09HOIO OTJEIEHUSI MHCTUTYTA MOCIEIHUX
JIET, UMEIOIINX OMBIT PaboThl B 00JaCTH IKOHOMUKH IIPOMBIIUICHHBIX TPEIIPUITUNA, Ha JOTKHOCTH
HSKOHOMHCTOB yIpaBieHUsA. B mucbMe ObUIO BBICKa3aHO MOXEJTaHHE MPETEH/IEHTaM Ha BAaKaHTHBIC
JOJKHOCTH TOATOTOBUTH pPE3lOME U MIpuciaTh UX Mo (akcy B ajapec ympaBieHHs, a TaKkxke, MO
BO3MOKHOCTH, TPEACTaBUTh PEKOMEHJATEIbHbIE MHCbMa C MOCIEIHUX MECT paboThl. OcTambHBIC
JAHHBIE YKA)KUTE CAMOCTOSTEIBHO.

8. Odopmuth creayomme IOKYMEHTBI: PACXOIHBIM KacCOBBIA Opiep, HPUXOIHBIHA
KAacCOBBI Oplep, CYeT Ha OIJiaTy ToBapa, cueT-GakTypa, IUIATEKHOE IOpY4YEHHE, TOBApPHO-
TpPaHCIIOPTHAsI HaKJIaJHasl, JOBEPEHHOCTH ¢ Ucoiab30BaHueM Koncynbrant ITnroc.

9. CocTaBUTh U 0OPMUTH TOTOBOP TOCTABKHU.

10.  CocrtaBuTh U OQOPMHUTH NMPOTOKOJBI PA3HOTJIACHI M COTJIACOBAHHUS PA3HOIIACUH C
KCIMOJIb30BAHUEM CIIPABOYHO-TIPaBOBOM cuctembl KoncymnbTant Ilmoc M TekcToBOro mpoieccopa
Word u3 nakera nporpamm MS Office.

11. OdopMuTh aKkT MO MpPUEMKE MPOIYKIHH (TOBAPOB) MO KOJHMYECTBY M KA4YECTBY C
HCI0JIb30BaHNUEM CIIPaBOYHO-TIIPaBoBOil cucteMbl Koncynbrantllintoc.

12. OhopMuTh U COCTABUTH MPETEH3UIO M ICKOBOE 3asBJICHHUE C HCTIOJI30BAaHUEM CIIPABOYHO-

npaBoBoii cucteMmbl Koncynsrantllinmtoc u rekcroBoro nponeccopa Word u3 nakera nporpamm

MS Office .

13. CocraButh 1 0hOopMUTH O(EepTy U 3aIpOC C UCHOIB30BAHUEM TEKCTOBOTO Ipolieccopa
Word u3 makera nmporpamm MS Office.

14. Perucrpanust JOKyMEHTOB.

15. CocraButh ¥ 0hOPMUTH HOMEHKJIATYPY M€J C HMCIOJIb30BAHHEM CIIPABOYHO-TIPABOBOM
cucrembl Koncynsrant Ilnroc.

1.3.2 IlpumepHoe 3an1anue HA U PepeHITUPOBAHHBIH 3a4€T M0 AUCHUIIMHE
BrimomauTe TecT (BhIOEpUTE MPAaBUIIHHBIA BApUAHT OTBETA):

1. Ha xakue BUibl JOKyMEHTOB pacCIIPOCTPaHSAETCs 1eCTBUE

'OCT P 7.0.97-2016?

a) yCTaB, MOJIOKECHHE, aKThI, TUChMa, CIIPABKH;

0) ycTaB, 3aueTHbIE KHUKKH, aKThl, TUCbMa, CIIPaBKH;

B) YCTaB, NOJIOKEHUE, aKThl, YJIOCTOBEPEHHUSI, CITPABKH.

2. Pazpemaer 1u 'OCT P 7.0.97-2016 co3maBaTh TOKYMEHTHI B 3JIEKTPOHHOM popme?
a) na;

0) Her;

B) J1a, HO MPH YCIIOBHH, YTO JOKYMEHT CO3/IaH €Ille ¥ Ha OyMa)XHOM HOCHUTETIE.

3. Hymepartius cTpaHull] MPOCTaBISETCS:

a) TOCepEeIMHE BEPXHETO Kpasi OISk TOKYMCHES;



0) mocepennHe HIKHETO Kpast TIOJIsl IOKYMEHTA;

B) B JICBOM YaCTH BEPXHETO MOJISI TOKYMEHTA;

T') B JIEBOM YaCTU HMXKHETO TMOJISl JOKYMEHTA;

4. Pazmep mpudTa TeKCTa TOKYMEHTa JOJIKEH ObITh:

a) ToJIbKO 14;
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0) Tonpko 12;

B) 12 unu 14;

r) 12, 13, 14.

5. MOXHO 7T UCTIOIB30BaTh B O(pOPMIICHUN JOKYMEHTOB TTOTY KU PHBIN
mpudT?

a) 1a;

0) HeT;

B) TOJIBKO MPH 0()OPMIICHHH HEKOTOPBIX PEKBU3HUTOB,;

T') TOJILKO B OTJENBHBIX (hparMeHTaX TeKCTa JOKYMEHTA.

6. Kakoii MeXXCTpOYHBIN HHTEPBAJ JOJKEH OBITh B PEKBU3HUTE «Apecar»?
a) OJIMHAPHBIII;

0) MOy TOPHBIIA;

B) B OT/I€JIbHBIX CIIy4asix JIOIYyCTUM JIBOIHOM.

7. JomyckaeTcst i co37jaHue TOKYMEHTOB Ha 00OPOTHOM CTOpOHE JInCTa?
a) 1a;

0) Her;

B) J1a, HO TIPU YCIIOBUH, YTO JOKYMEHT COACPKUT TAOIHIIBI.

8. BripaBHHMBaHME TEKCTa TOKyMEHTA MO LIUPUHE JIUCTA:

a) 00s13aTeIIbHO;

0) He0Os13aTEIBHO;

B) JIOITYCTUMO, €CJIH TEKCT HE COACPKUT TaOIHUI]

1.3.3 Bonpocwl st AuddepeHuMPpoOBAHHOIO 3a4eTa Mo TUCHUTITHHE

1. [TonsiTHe 0 MOKyMEHTaxX, COco0ax ITOKYMEHTHpPOBAHHS, HOCUTENSAX MHMOpMaluud U
(bYHKIMAX TOKYMEHTA.

2 OcHOBHbIE TEPMUHBI U MIOHATHUS AETIOMPOU3BOICTBA.

3 SI3bIK ¥ CTHIIh OUITUATBHBIX JOKYMEHTOB.

4. TeKCThI TOKYMEHTOB

5. O6paboTka JOKyMEHTOB.

6 YHudukanus v cTaHaapTA3aIus J0KyMEHTOB.

7 YHUPHUUIHPOBAHHBIE CUCTEMBI JOKYMEHTALIUH.

8 [Topsi10K TOATOTOBKU U 0(OpMIIEHHE JOKYMEHTOB.

9 Cocranenue 1 opopmiieHne OJJaHKOB IOKYMEHTOB OpraHU3aI1H.

10.  ®opmynsip-obpasell, peKBU3UTHI U OJIAHKH.

11. Bubl oprann3aiimoHHO-pacopsaIUTEIbHBIX JOKYMEHTOB.
12. OpraHu3alyOHHBIE JOKYMEHTHI.

13. Cocranenue u opopMiIeHHE yCTaBa OpraHU3allnu.

14.  PacnopsiauTenbHbIE JOKYMEHTHI.

15. Cocranenue u opopMIICHHE JACIIOBBIX IMHCEM.

16.  CocraBnenue u 0opMIICHUE COMPOBOAUTEIHHOTO MTUCHMA.
17.  CocraBnenue u opopMIIEHUE PEKIAMHOTO THChMA.

18. OO6mwme TpeOoBaHMs TOATOTOBKY MTPETECH3HIA.

19.  CocraBnenue u opopMIIEeHUE TAPAHTUHHOTO MUCHMA.
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20.  IlonAtue «IOKYMEHTOOOOPOT»: OOIINE MPUHIIMITBEI OPraHNU3aLUHU TOKYMEHTO000pOTa,
ero CTPYKTypa.

21. [TonnmuHHMK, KOTUs, TyOIUKAT JOKyMEHTA.

22. [TpaBuna opopmMieHus 1 BbIIAYN KOITHA TOKYMEHTOB.

23.  ®opmupoBaHue u opopmIICHHE JIE.

24.  TpeboBaHus K HOPMUPOBAHUIO JCIT B JICITOIMPOU3BOJICTRE.

25.  CocraBnenue 1 0popMIIeHHE HOMEHKIATYPHI A

26. KoHTpoJsib ncnoHeHUs! JOKYMEHTOB.

27.  OpraHu3zanus OTIpPaBKU UCXOAAIIUX JOKYMEHTOB.

28. [ToaroroBka J1e71 K apXMBHOMY XpPaHEHUIO.

29.  ApxuBHOE XpaHEHUE TI0KYMEHTOB.

30. CocTraB HOpMaTUBHBIX IOKYMEHTOB, PETJIAMEHTUPYIOIINX COCTaBICHUE, OpopMiIcHHE

JOKYMEHTOB M OPTaHU3ALUI0 PA0OTHI C TOKYMEHTAMHU B YUPEKICHHUH.
31. I'ocynapcrennsiit crangapt P 7.0.97-2016. CtpykTypa u coliepkaHue.
32.  CornacoBaHue U yTBEPKICHUE JOKYMEHTOB.
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