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CBEJAEHMHSA O ITPOI'PAMME

Oopa3zoBarenpHas mporpaMMa Mpo(ecCHOHATFHOTO 00y4YeHUs — IporpaMma npodeccu-
OHAJFHOM MOATOTOBKH 10 Tipodeccun «CeKpeTapp-aIMUHUCTPATOP» Pa3pad0TaHa B COOTBET-
CTBHH C:

- @enepanbHBIM 3aKOHOM OT 29.12.2012 No 273-®D3 «O6 oOpazosanmu B Poccuiickoi
Oenepanumny;

- [Ipukazom MunucTepcTBa 0OpasoBaHus U Hayku Poccuiickoit @eneparmn ot 02 Hroms
2013 roma Ne 513 «OO6 yTBepxkAeHUHU TIEpeyHs npodeccuii padounX, JODKHOCTEH CITyKaIIuX,
IO KOTOPBIM OCYIIECTBIACTCS MPOPECCHOHATEHOE 00yUEHHUE,

- [Ipukazom MunucTepcTBa 00pasoBaHus U Hayku Poccuiickoit @eaeparuu ot 18 am-
pemst 2013 roma Ne 292 «O06 yTBep»KACHHU MOPSIKA OPTraHU3AMK U OCYHIECTBICHUS 00pa3o-
BaTEJIBHOM NEATEIFHOCTH TT0 OCHOBHBIM ITPOrpaMMamM Mpo(ecCHOHABHOTO 00YIEeHUNY,

- MeToauvecknx peKOMEHAALMH TI0 Pa3pad0TKe OCHOBHBIX MPOoQecCHOHANBHBIX 00pa-
30BATENbHBIX NPOTPAaMM M JOTIOTHHUTEIBHBIX MPO(ECCHOHATHHBIX MPOTPAMM C YIETOM COOT-
BETCTBYIOIIUX MPO(ECCHOHANBHBIX CTAHIAPTOB, YTBEPKACHHBIE MHUHUCTEPCTBOM 00pa3oBa-
Hus ¥ Hayku Poccuiickoit @enepamn ot 22 suBapsa 2015 roga Ne JIJI-1/058H.;

- Ilpukazom Muntpyga Poccum ot 06.05.2015 Ne 276 «OO0 yTBepXKACHUH
MPO(eCCHOHANBHOTO CTAHAAPTA «CIEIHAMCT MO0 OPTAHU3ALUOHHOMY M JOKYMEHTALIMOHHOMY
0OECTICUEHHIO YITPABIICHUS OPTAHU3AUEIH

- YeraBom ®I'BOY BO bearopoackuii 'AY;

- JIokambHBIMH HOPMATHBHBIMH aKTaMH Y HUBEPCHUTETA, IPUHATHIMH B YCTAHOBIIEHHOM

MOPSAAKE, PETTAMEHTHPYIOLIITUMH COOTBETCTBYIOIIHE 00PAa30BATEIbHBIE OTHOLICHHS.



1. OBIIASA XAPAKTEPUCTHUKA ITPOT'PAMMBI
1.1. Ilesp u 3aaa44 peanu3auuu NporpaMmel

OcHoBHast oOpa3zoBarejibHas mporpamMMma MPodecCHOHATFHOTO OOYUYEHHUS HAmpaBlcHA
HA:

- COLMAITU3AIMIO U IANITALNIO O0YYAFOIUXCS K KU3HHU B OOIIECTBE;

- JIMYHOCTHOE Pa3BUTHE, PO(PECCHOHATEHOE CAMOOTIPEICTICHHE 00YYArOIMUXCS U TBOP-
YECKHUU TPYH 00yJAFOTIHXCS.

[TporpaMmMa MMeEET COLMATBHO-TIEAATOTHYECKYIO HATIPABIICHHOCTb.

[To ypoBHIO coaep:kaHus MPOrpaMMa BIIAETCS:

- O3HAKOMHTEIILHOM.

ITo cpokam peanusanmu:

- KpaTKoCpoyHas (TiporpaMma peanusyercs 4 Mecsna).

Henp peanusauuu 0CHOBHOI1 00pa30BaTe/ibHOI NMPOrpaMmbl NMpodeccuoHaTbLHOr0
o0yuenusi «CeKkpeTapp-aIMHHHCTPATOP» — JAaTh OOYYAIONIMMCS IETIOCTHOE MPEICTABIICHHE O
METO/IaX MCCIIEJOBAHUS MAaCCOBBIX SBJICHUN OOIIECTBEHHOM KU3HH, CHCTEMBI CTATHCTHYECKUX
MOKAa3aTeNel AeATeNbHOCTH NPEANPHATHH, OTPACIICH U SKOHOMUKH CTPAHBI B LIEJIOM, IPUEMOB
CTATUCTHYECKOTO aHAHM3a PE3y/IbTATOB ACATEITPHOCTH MPEANPHATHH Pa3HBIX OTpaciiel arpo-
MPOMBIIIIEHHOTO KOMITJIEKCA.

3agauu, CTOSIIUE IPH OCBOCHHU TIPOTPAMMBIL

- HAYYHUTh OOYYAFOMIHUXCS TIOHUMATh OOIIHE TPeOOBaHUS K 0(OPMIICHUIO KaapOBOH 10~
KyMEHTAIHH, CPOPMUPOBATH 3HAHUS B HH()OPMALIMOHHOM OOECTICUCHHH CUCTEMBI YITPABIICHHUS
MEPCOHATIOM, OPTaHH3ALMOHHOM CTPYKTYpPE CITy:KOBI YIPABJICHHUS TIEPCOHAIIOM;

- HAYYHTh OOYYAIOMIMXCS OONIMM MPUHIMIIAM YTIPABICHHUS TEPCOHATIOM; MPHHIUIIAM
OpraHMU3alHU KaJIPOBOH PadOTHL; ICHXOJIOTHYECKHM ACTIEKTaM YIIPABJICHUS MEPCOHAIOM.

1.2. Ilnanupyemble pe3y/ibTaTbl 0CBOCHUS

B pesyarbmame uszyuenuss ocHoenoil oopazosamenvHoil npozpammsl «Cekpemapo-
AOMUHUCMPAMOpP» 00yuarouuecs 001)CHbL UMENb NPeocmaes/ienue, 3Hams :
- COJIEP’KAHUE B CTPYKTYPY JOKYMEHTAIIHOHHOTO OOECTIEYEHHUS YIIPABIICHUSA TIEPCOHATIOM;
- TOCYAApCTBEHHOE PETYIUPOBAaHUE B c(epe TOKYMEHTAIHOHHOTO OOECTICUEHHS YIIPABICHUSA
MEPCOHANa;

B pesyarbmame usyuenuss ocHoenoii obpazosamenvnoii npozpammel «Cekpemapo-
AOMUHUCIMPAMOP» 00YUAIOUUEC OOINHCHBL YMEMb:
- COCTaBUTH B 0()OPMHUTH OCHOBHBIE JOKYMEHTHI IO TIEPCOHAITY TIPEATIPHUATHS;
- paspabaTeiBaTh M 0(QOPMIIATH JOKYMEHTBHI, COCTABIIEMBIE B MPOLECCE TPYAOBOHU Hes-
TETBHOCTH PAOOTHHKOB;

B pesyarbmame uszyuenuss ocHoenoil oopazosamenvnoii npozpammol «Cekpemapo-
AOMUHUCMPAMOP» 00yUalouiuecs 001IHCHbL 8/140emb HAGLIKAMU:
- CIELMATbHON TEPMHHOJIOTHEN U JIEKCUKOH CHEIUAIBHOCTH,
- BE/ICHHUS OCHOBHBIX IOKYMEHTOB MO NMEPCOHATY MPEANPUATHUSA,
- (hopMHUpOBaHHEM M XPAHEHUEM KaJIPOBBIX JOKYMEHTOB

1.3. KaTeropusi o6yuyarouuxcst

K ocBoeHmro 0cCHOBHO#M 00pa30BaTeIbHON MPOTPAMMBI TTPO(GECCHOHATBHOTO OOYUYECHHUSA
Mo TporpaMMaM TpPo(ecCHOHANBHONH TOATOTOBKH MO TPO(EcCHsIM Ppad0YMX, JODKHOCTAM
CIy’KaIUX AOMYCKAIOTCA JIMLA Pa3IMYHOIO BO3PacTa, B TOM YMCIIE HE UMEIOIIUE OCHOBHOTO



OOMIETO WU CPEeHETO 00MET0 00pa30BaHMS, BKITFOUAS JIHI[ ¢ OTPAHUYECHHBIMH BO3MOKHOCTS-
MU 370POBBI.

1.4. TpyaoeMKoCTb U CPOK 00y4eHHUsI
Cpok peanuzauuu nporpaMmsl — 4 mec. TpynoeMkocTs nporpamMmel - 160 4acos, U3 HUX
16 vac. - MeKIMOHHBIX, 46 Yac. — MPaKTHYECKUX, 96 Yac. - caMOCTOsATENbHAS padoTa, 2 4ac.-
5K3aMEH.

1.5. ®opma o0yueHHsI U PeKUM 3aHIATHIA
®opma 00ydeHHU: OUHA.
®opma ToTyYeHHUsT 00Pa30BaHU: B OPTaHU3AINH, OCYIIECTBISAIOMIEH 00Pa30BaTENbHYIO
JEATENBHOCTb.
Pexxum 3ansaTwHii; 4 yaca (2 paza B HEJEINIO).
[TpoaomKuTENPHOCTD YI€OHOTO Yaca - 45 MUHYT C 5 MHHYTHBIM TIEPEPHIBOM.
dopma opraHHU3alMH: TPYNIOBas padoTa.

1.6. SA3bIK 00y4eHUsI: pYCCKUI.

2. KpanupukaunoHHasi XapaKTepUCTHKA

TpeOGoBanus kK 00pa30BaHHUIO U OOYUEHHUIO: TTPOdecCHOHATBPHOE 00yYEHHE TI0 TIPOTPaM-
MaM TPOQecCHOHATFHOW MOATOTOBKH MO TpodeccHsaM padounX W AODKHOCTAM CITY’KaIduX,
KaK MPaBUIIO, B 00JACTH, COOTBETCTBYIOIIECH HATIPABJICHHOCTH.

B coorBerctBum ¢ TpedGoBanmamu npodeccroHampHoro crangapra «CEKPETAPDH
AIMHUHUCTPATOP» (Ilpukaz Muntpyna Poccun ot 15.06.2015 N 333H) BBITYCKHHK JTOJI-
’KE€H OBITh TOTOB K BBITIOTHEHUIO TIPEAYCMOTPEHHBIX MPO(ECCHOHATBHBIM CTAHAAPTOM TPYIO-
BbIX (PYHKITHH KBaMH(PUKAIIAN, OTHOCAIIUXCA K 0000MICHHOM TpyaoBor pyHKImH «J{okymeH-
TAIMOHHOE OOECTICUEHHUE JIEATEIIFHOCTH OPTAHU3ALIAI) .

Td.01 (B/01.5) — Opranusarms padoTeI ¢ TOKYMEHTAMH

T®d. 02 (B/03.5) — Opraamusamms 00paOOTKH e [T MOCTIEAYIONIETO XPAHEHHUS

Td.03 (C/10.6) — CocraBnenue u 0hOPMIICHUS YIIPABIIEHYECKON TOKYMEHTAIHH

OcHoBHasi ueab Buaa npodeccroHanbHON AesitenbHOCTH: COBEPIIEHCTBOBAHHME,
pasBUTHE W Pa3pad0TKa CTATUCTHYECKOW TEOPHUH M METOOIIOTHH, COOp, 00padOTKa, CHCTEMA-
TH3ALMA U 0000IIEHHE MAacCOBOW MH(OPMAIUH O COCTOSIHHH W Pa3BUTHH €CTECTBEHHBIX, I'y-
MaHUTAPHBIX (COIHAIBHBIX, YKOHOMHUYECKHX, AeMOTPaAUIECKHIX), TEXHUIECKHX W METULIMH-
CKHUX MTPOLIECCOB U SIBJICHHM, €€ aHAJIM3 M PACTIPOCTPAHEHHE.

No Tpynossie hyHKIMH ITpodeccrnoHanbHbIE KOMITETEHIHH

1 TD.01 [TK.1. -Opranuszanus padoTh ¢ JOKYMEHTAMH

2 | T®.02 [IK.2. — Opranuzamms 0O0pabOTKH AEI IS TTOCHETYIOIETO
XpaHCHHS

3 TD.03 [IK.3. - CocTaBnenne u 0OPMIIEHUS YIPABICHUYECKOH H0-
KYMEHTAIUH




Pe3yabTaThl 0ocBoeHus1 00pa30BaTe/IbHOI MNporpamMmbl (MPaKTHYECKHH OMNbBIT,
MeHHSs, 3HAHU$).
TO/MK 3Hanus Ymenusn IIpakTHYecKknH
ONBIT/TPYAOBbBIE
AEeHCTBUS
T®.01-TIK.1. - -HopmarusHbie nipa- | -Paborate co Bceit co- | -Ilpuem u mepBuuHas 00-
Opranuzanus BOBBIE AaKThl U HOPMa- | BOKYITHOCTBIO HMH(Op- | paboTKa BXOAALINX IOKY-

padoThbI
¢ AOKyMEHTAMH

THBHO-METOAUYECKHE MAaIHOHHO-
JOKYMEHTHI. TOKYMEHTAI[HOHHBIX
-CTpykTypa OpraHu- | pecypcoB OpraHU3aINH.

3a1H, PYKOBOJICTBO -[Tonp3oBaTecst Oaszamu

CTPYKTYPHBIX MOAPa3- | AaHHBIX, B TOM YHCIIE

JIeICHUH. yJIaJICHHO.
-CoBpemMeHnHbie uH- | -Ilonb3oBaTbess  crpa-

(hopMalMOHHbIE TEXHO- | BOYHO-NIPABOBBIMU  CH-

JIOTHH PabOTHI C TOKY- | CTEMaMHU.

MEHTaMH. -Ilonb3oBaTbesi  aBTO-
- IMopsinok paboTel ¢ | MATU3UPOBAHHBIMU CH-

JOKYMEHTaMHU. cTeMaMU y4eTa, peru-
-CxeMbl JOKyMeEH- CTpaliy, KOHTPOJS U

TOO0OpOTA. UHDOPMALIMOHHO-

CTPABOYHBIMH  CHCTe-
Mamu mpu padbote ¢ 10-
KyMEHTaMH OpraHu3a-
LHH.

-ITpumensTH COBpe-
MEHHble  WH(pOpMAaLH-

-Cucremsl CKOPOCT- | OHHO-

HOTO MUCHMA. KOMMYHHKAITHOHHBIE
-IIpaBuna pabotel ¢ | TexHonoruu a1 pabo-

BXOJISIIIIMH, UCXOMS- Tl C JOKYMEHTaMH, B

IIMMH U BHYTPEHHUMH | TOM 4HCJIE IS €€

JOKYMEHTaMHU. ONTHMU3AINHA U TOBBI-
-IIpaBuna opranu- MIEHUS

3anuu 1 HOPMbI KOH- 3¢ deKTUBHOCTH.

TPOJISI UCIIOJIHEHUS 10- | -[IpumeHsiTh  mpaBuiIa

KyMEHTOB B OPraHU3a- | PyCCKOIO SI3bIKA .

LUU. -[IlpuMeHsATb ~ HABBIKU
-Tunossle cpoku CKOPOCTHOTO MUCHMA.

UCTIOJTHEHHUSI TOKYMEH-

TOB.

-ITpunumne paboTe
CO CPOKOBOH KapToTe-
KOM.

-HasHauenue u Tex-
HOJIOTHUS TEKYLLEro U
peaynpeauTeIbHOro
KOHTPOJISL.

-IIpaBuna cocrasie-
HUS aHAJTUTUYECKUX
CIIPaBOK IO OpraHu3a-
1IUH PabOTHhI € TOKY-

MEHTOB.
-IIpenBapurenbHoe  pac-
CMOTpPEHHE U COPTHPOBKA
JOKYMEHTOB Ha  peru-
CTpUpyeMblE H HEpPEeru-
CTpUPYEMBIE.
-IToaroroBka BXOIAINUX
JOKYMEHTOB  JUIsl  pac-
CMOTPEHHUS] PYKOBOJUTE-
JIEM.

-ITogroToBka  BXOISIIHX
JOKYMEHTOB  JUIsl  pac-
CMOTpPEHHUsI -
PYKOBOIHUTEIIEM.

-Opranuzanusi  JOCTaBKH
JOKYMEHTOB HCITOJIHUTE-
JISIM.,

-Benenue ©Oasnl Ha”HHBIX
JOKYMEHTOB OpTaHH3aI[uu

-Benenne wunhopmannon-
HO-CITPaBOYHOM PadoTHI .

-ObpaboTka u OTHpaBKa
HUCXOMIATINX

JOKYMEHTOB.
-Opranusamusi padoThl MO
perucTpanuy, y4ery, Xpa-
HEHUIO U Tepeaade B CO-
OTBETCTBYIOLIUE  CTPYK-
TypHBbIE  TOAPA3IEIICHUS
JTOKYMEHTOB TEKYILEro
JeJIONTPOU3BOACTBA.
-KoHTponb  UCHONHEHUS
JOKYMEHTOB B OpraHu3a-
105078




MEHTaMH 1 KOHTPOJIO
UCTIOJTHEHHUSI TOKYMEH-
TOB.

-IIpaBuna noKymeH-
TALMOHHOTO odecreue-
HUSI IeATEIbHOCTH Op-
TaHHU3AIHH.

-Busibl JOKYMEHTOB,
WX HAa3HAYCHHUE.

-TpeboBanus,
MPEIbSIBIISIEMbIE K 10-
KYMEHTaM B COOTBET-
CTBUU C HOPMATHBHBI-
MU TIPABOBBIMH aKTaMH
U TOCYIapCTBEHHBIMU
CTaHIAPTAMH.

IIpaBuna cocrasne-
HUsT U OOPMIICHUST
UH(POPMAIMOHHO-
CIIPAaBOYHBIX, OpPTraHU-
3aIMOHHBIX, YIIPABJICH-
YECKUX JJOKYMEHTOB.

IIpaBuna coznanus
U BeneHus 0a3 NaHHbBIX
CITy’KeOHBIX TOKYMEH-
TOB B OPTaHHU3AIIH.

Cucrembl 31€KTPOH-
HOT'O JOKYMEHTO000PO-
ta. [IpaBuna u cpoku
OTIPABKU UCXOISIIIIUX
nokymeHToB. TpeboBa-
HUsI OXPaHbI TPYA.




Td.02 -TIK.2. -
Opranuzauus 00-
padoTku aena ajs

MOCJIeAYIOIIero

XpaHeHUs

-HopmaTtuBHbIE mpa-
BOBbIE AaKThl, HOpPMa-
THUBHO-METOAUYECKIE
JOKYMEHTBI, Tocyaap-
CTBEHHBIE CTaHAAPTBHI,
ONpeAeSSIIoINe  MOops-
JOK  JTOKYMEHTaLHOH-
HOTO obecrniedeHust
yIIpaBJICHUSI.

-Kpurepun  pasne-
JIEHUS JTOKyMEHTOB Ha
rpynmel B COOTBET-
CTBUU C ILEHHOCTBIO
uHpOpMALIUU,  COAEp-
JKaLencs B HUX.

-Ilopsimoxk  MCTONb-
30BaHUSl TUIOBBIX WJIH
BEJJOMCTBEHHBIX ne-
peuHell  JIOKyMEHTOB,
ONpeAeNeHuss  CPOKOB
XpPaHEHHUs B MpoLEecCe
SKCIEPTU3bl LIEHHOCTH
JOKYMEHTOB.

-ITopsinox co3manus,
OpraHu3al W JIOKYy-
MEHTHPOBAHUS PaOOThI
BKCTIEPTHON KOMHUCCHH.

IIpaBuna cocrasie-
HUS U YTBEPXKACHUS
MPOTOKOJIA paboThI
SKCMEPTHON KOMHUCCHH.

-Ilonp30BaThca  me-
pPEeUHSIMU TOKYMEHTOB H
AHATM3UPOBATh (hAKTH-
4eCcKoe coniep KaHue
UMEIOIINXCS B JIEJIe JA0-
KYMEHTOB IPHU OIpere-
JICHUW CPOKOB WX Xpa-
HEHUSI.

-OdopmisTh  IOKY-
MEHTBI SKCIEPTHOU KO-
MUCCHH.

-OdopmisTh 00-
JIOKKH JIeJT TIOCTOSTHHO-
ro U BPEMEHHOro Xpa-
HEHUSI B COOTBETCTBUU
¢ TpeOOBaHUSIMHU TOCY-
JapCTBEHHBIX CTaHIAp-
TOB.

-IIpoussoaute xpo-
HOJIOTUYECKO-
CTPYKTYPHYKO CHCTEMa-
THU3ALHIO JIETT.

-OcyImecTBIsITh
TeXHUYECKYI 00paboT-
Ky M TIOJIHOE odopmiie-
HUE JeJT MOCTOSIHHOTO U
BPEMEHHOTO XPaHEHHUSI.

-IIposepka CPOKOB
XpaHEHHUs]  JOKYMEHTOB,
COCTaBJIEHHUE MPOTOKOJIA
paboOThI 3KCMEPTHOH KO-
MHUCCHU IO TIOJATOTOBKE
JTOKYMEHTOB K XPaHEHHIO,
aKTa O mepenaye Ha yHU-
YTOXKEHUE  JOKYMEHTOB,
HE TIOJJICKAIINX XpaHe-
HUIO.

-CocraBneHue  BHyT-
pEeHHEM Omnuch naed  Ais
0c000 IEHHBIX JOKYMEH-
TOB.

-Odopmnenue aen mo-
CTOSIHHOTO, JOJITOBpE-
MEHHOTO CPOKOB XpaHe-
HUSI.

-Odopmnenue 00IOXK-
KW J1eJ1 IOCTOSTHHOTO, AOJI-

TOBPEMEHHOTO CPOKOB
XpaHEeHHUsI.
-CocraBjieHiie  ONUCH

7ieJl TIOCTOSTHHOTO, JIOJITO-
BPEMEHHOIO0 CpPOKOB Xpa-
HEHUSI.




-IIpaBuna cocrasie-
HUS U YTBEPXKACHUS
aKTa O BBIICJIICHUM JI0-
KYMEHTOB, HE TIOHJie-
JKAIINX XPAHEHUIO.

-IIpaBuna TexHUYe-
Ckoi  00paboTku U
MOJTHOTO O OpPMITIEHUST
el TOCTOSHHOTO U
BPEMEHHOTO XPAaHCHHSI.

-IIpaBuna cocrasie-
HUSl OMHCH AEN TMOCTO-
SIHHOTO ¥ BPEMEHHOTO
XpaHEHUs] B COOTBET-
CTBUU C HOPMATHUBHO-
METOIUYECKUMHU JTOKY-
MEHTaMH.

-IIpaBuna nepenaun
JeNn B apXuB OpraHu3a-
LIUH.

-TpeboBanus oxpa-

HBI TPYAA.

-CocTaBisiTb  ONUCh
I€1 TOCTOSIHHOIO H
BPECMCHHOI'O XPaHCHUA
B COOTBETCTBUH C HOp-
MaTHUBHO-
METOOUYCCKUMHU I[OKy-
MCHTAaMU.

-IIpuMeHsTh HH-
(hopManOHHO-
KOMMYHUKAITHOHHbBIC

TEXHOJIOTHH TMpu pado-
TC€ C JOKYMCHTaMH.

-Ilepenaua nmen B ap-

XHWB OpTraHHU3allin.




Td.03 -TIK .3 .-
CocraBJieHHe 1
opopmieHusn
yHnpaBJieH4YeCKOH
AOKYMEHTALHH.

-IIpaBOBBIE  OCHOBBI
yrpaBjaeHus:  (OCHOBBI
aJIMIUHHUCTPATUBHOTO,

TPYZOBOIO M XO34H-
CTBEHHOTO IPaBa).
-CTpykTypa oOpraHu-
3alMM,  PYKOBOACTBO
CTPYKTYPHBIX MOJpas-
JeNeHuH, o0pa3ubl
MMOATINCEN JIUIl, HME0-
UX [IpaBO MOANKCA-
HUSL U YTBEPKIEHUS
JOKYMEHTOB, U oOrpa-
HUYEHUS 30H UX OTBET-

CTBEHHOCTH.

-IIpaBuna HDOKVMEH-
TALMOHHOIO O0ecreue-
HUsI IEATEbHOCTH Op-
FaHU3ALIUN.

-ITonsimox  paboTLl €
TOKYMEHTaMH.

-TpeGoBanus, npens-
SIBIISIEMbIE K JOKYMEH-
TaM B COOTBETCTBHH C
HOPMATHUBHBIMU TIPABO-

BbIMH aKTaMU U TOCYy-

JApCTBEHHBIMU  CTaH-
JlapTaMHU.
-Bunbl NIOKVMEHTOB,

UX Ha3HAUYEHHUE.
-IInaBuna cormnacosa-
HUS HOKVMEHTOB ODra-
HU3aIUU (BHYTPEHHETO
U BHEIIHETO).
-IIpaBuna nonmuca-
HUS U VTBEPXKACHUS
JOKYMEHTOB.

-IIpaBuna cocrabie-
HUS ©u  OhOpMIICHUS
UH(POPMALIMOHHO-

CIPaBOYHBIX,  YIPaB-
JEHYECKHX JOKYMEHTOB

U CIIVKEOHBIX ITUCEM.
-OCHOBBI IOKVMEHT-
HOU JJUHI'BUCTHUKHU.
-IIpaBuna  pycckoro
SI3BIKA.
-ToeboBaHust OXpaHBI

TpyZza.

-PenakTupoBaTh TEKCTHI
CIy’keOHBIX  JTOKYMEH-
TOB.

-ITonp3oBaThCst yHUDU-
LIUPOBaHHbIMU (popma-
MU JTOKyMEHTOB.
-OdopmIATh KacCOBbIE
(bMHAHCOBBIE ITOKYMEH-
TBl U JOKYMEHTBI TIO
y4eTy HaKJaIHBIX pac-
XOJIOB.

-ITeyarate ciyxeOHBIE
JOKYMEHTHL.
-ITonp3oBaThCs nepu-
(bepuitHbIMU YCTPOH-
CTBaMH U OPTTEXHUKOH
Paboratb ¢ koMmbrOTE-
POM, CKaHEPOM
IMonp3oBateest  oduc-
HbIM TaKeTOM (TeKCTO-
BRI pEmaKkTop, TalnH-
11b1).
-ITonp3oBaThCA
TPOHHOMW MOYTOM.
-ITonp3oBaThCs  cucTe-
MaMH  3JIEKTPOHHOT'O
JTOKYMEHTOO00pOTA.
-ObecnieunBath  0e3-
OMAaCHOCTh JIeATEJIbHO-
CTH OpraHu3alnn
-ITonp30BaThCs  cuCTe-
MaMHu  3JIGKTPOHHOTO
JOKYMEHTOO00pOTA.
MaCHOCTb NIEeATEIbHOCTH
OpTaHHU3AIIH.

JJICK-

-CocraBieHue TPOEKTOB
pPacTOPSIANTENbHBIX (TIPU-
Ka3bl, PACIOPSDKEHUsI) H
UH(pOPMALTMOHHO-

CIPAaBOYHBIX JIOKYMEHTOB
(cy>xeOHBIC MUChMa,
CIPaBKH, JOKJATHBIE W

CIIVKEOHBIE 3aTTUCKHU).
-ITeuaty ciavkeOHBIX IO-
KVMEHTOB 1 MaTEDHUAJIOB.
-PasmHOkeHHEe  cmyske0-
HBIX JOKYMEHTOB.

KIEHHsT  JOKYMEHTOB B

OpraHu3auu (CoriacoBa-

HHUE,  TOANKWCAHHE |
yTBEPKIEHHE  TOKYMEH-
Ta).




3. COAEP/ KAHUE ITPOT'PAMMBI

Coaep:xxanue peann3yeMor 00pa30BaTEIbHON MPOTPaMMBbI TIPOeCCHOHATBHOTO 00yYe-
Husi «CekpeTapb-aIMHHHACTPATOPY» U OTACIBHBIX €€ KOMIIOHCHTOB (IHCIIMITIHH, MOIYJICH,
WHBIX BHIOB YUEOHOU JIEATETHHOCTH OOYUYAIOIHUXCs) HAITPABIICEHO HA JTOCTHKECHHE TICTIEH MPo-

IPaMMBL, TNTAHUPYEMBIX PE3YIBTATOB €€ OCBOCHH.

IIporpamMmMa cOCTOUT U3 IBYX MOAYJIEH.
Moayne 1: «/loOKyMEeHTHpOBaHHE YIIPABICHYECKON AEATETBHOCTHY.
Monayns 2. «Opranuzanus padOoThI C JOKYMEHTAMID)

3.1. YueOHbIii Ny1aH NpOrpamMmsl

Ne Tema 3aHATHL

Bcero
JaCOB

B Tom uuncie:

ek

113

Ca-
MOCT.
pabo-

Ta

Hroro-
Basg art-
TecTa-
st

dopma
KOHTPOJIA

Moayan 1. «/lokymeHTHpOBA-
HHE YIPaBJIeHYeCKOH
AeSITeJIbHOCTHD)

104

10

38

56

Tema 1.1.Benenne. [loky-
MEHT U CHUCTeMa JOKyMEH-
TaLUu.

16

10

Odopmnenne oc-
HOBHBIX PEKBU3H-
TOB JOKyMEHTA.
Pemmenne TecTOBBIX
3aJaHUA II0 TeMme
1.1.

Tema 1.2. Opranmzanuon-
HO-PaCIOPSIIUTENbHBIE  J10-
KYMEHTBI.

54

20

30

CocraBnenue op-
raHU3alUOHHO -
pacrnopsiAuTeNb-
HBIX OKYMEHTOB U
UH(pOPMATMOHHO-
CIPaBOYHBIX  JIO-
KyMeHTOB. Peme-
HUE TEeCTOBBIX 3a-
naHuil no reme 1.2

Tema 1.3. Kagposas
IOKYMEHTALUS.

22

10

10

Cocrasnenue "
opopmienue  mo-
KyMEHTAINH o
TPYIOBBIM  OTHO-
LICHWUSIM.
CocraBnenue "
oopmiieHue 3asiB-
JICHUs O TIPHEeMe Ha
paboty, aBTOOHO-
rpaduu, pesrome.
Hcnone3zoBanue
mrabjioHa pesroMme.
Peinienre TecTOBBIX
3aJaHUI O TeMe




1.3. Jlenosas urpa
«Odopmnenne
KaJPpOBbIX  JIOKY-
MEHTOBY.
Tema 1.4. JlorosopHo- Cocrasnenue u
MpaBOBasi JOKYMEHTALUS oopmiienue noro-
BOPOB, TMPETEH3U-
4 12 ) 4 6 OHHO-HCKOBOHU [0-
KYMEHTAaLIHH.
Pemmenne TecTOBBIX
3aJaHUA II0 TeMme
1.4.
Moayas 2. «Opranusanus pa- 54 6 3 40
00TBI C JOKYMEHTAMI»
Cocrapienue
HOMEHKJIATyPbl
JIel.  3amoyHEeHHE
[Monsite HOKyMEeHTOOOOPO- JKYPHAQJIOB ~ peru-
Ta, PETUCTpaLUs IOKYMEH- CTpalu BXOsLIEH
TOB. A HUCXOmAImEN Jo-
5 | UcnomHeHne OKYMEHTOB. 22 2 4 16 KyMEHTAaLUH.
Kontponb HUCIIOJTHEHHS. OcymectBieHne
Opranuzanus OnepaTUBHO- KOHTPOJISI 3a HC-
ro XpaHEHHs JOKYMEHTA. MOJIHEHUEM  JTOKY-
MeHTOB. Perrenue
TECTOBBIX 3adaHUI
o Teme 2.1.
IloproroBka mexn
Tema 2.2. IloxroroBka K cJade B BEJIOM-
6 JOKYMEHTOB K apXUBHOMY 16 5 5 12 CTBEHHBIN apXUB.
XPaHEHUIO. Pemenne Ttecto-
BBIX 3aJaHUM TIO
Teme 2.2.
PabGora ¢ mabJo-
Tema 2.3. HMcnoab3oBaHue HaMHU Microsoft
7 |IIDBM B penonpousBoa- 16 2 2 12 Office.  Pemenue
CTBE. TECTOBBIX 3adaHUIl
o Teme 2.3.
KBanndukaunoHHbIi
2 2 5K3aMEH
IK3aMeH
Hroro 160 16 46 96 2

3.2. KanenaapHbiii yueOHbIii rpadpuk

TpyaoeMKoCTb NPOrpamMmbl

160 yac.

HopmaTuBHBII CPOK 0CBOEHHMS NMPOrPaMMBbI

4 mec.

Pesxum o0yueHust

4 qaca (2 pa3a B HEJICITIO)

['paduk mpoBeAeHNS 3aHATHH B COOTBETCTBUH C PACTIHCAHHEM




3.3. PaGoumne nporpaMmmbi AUCLHUIVIMH (MOAYyJ1€ii), MPAKTHK

3.3.1. TemaTHueckuii njaaH JeKLHA
Moayab 1. «/lokymeHTHpOBaHME YIIPaBJIeHUYECKO eI Te/IbHOCTH

Tema 1.1.Benenue. JlokyMeHT U cucTeMa JOKYMEHTALIUU.

[lorATHE TEPMHHOB «IOKYMEHT», «JOKYMEHTHPOBAHHUE», «IOKYMEHTAMOHHOE OOecte-
YEHUE YIPABICHUI.

HcTopust pa3BUTHA HAayYHBIX NPEIACTABIEHWH O JOKYMEHTAIMOHHOM O00€CTeYeHHUH
yrnpasneHus. COBPEMEHHOE COCTOSHUE TOKYMEHTALMOHHOTO 00ECTIEYEHHS YIIPABIICHHUA.

HopmaTtusHO-nipaBoBas 06a3a opraHu3alil TOKYMEHTALMOHHOTO OOECTIEYeHHs yIpaBie-
HUA KaK OCHOBA TEXHOJIOTHH MPOLIECCOB YIIPABICHHUS.

['ocymapcTBeHHAst cUCTEMA TOKyMEHTAITHOHHOTO oOecrieueHus yrpasieHus (ICAOY) —
CBOJ TIPABWJI, YCTAHABIHMBAIOIIWNX €IWHBIE TPEOOBAHHWA K JOKYMEHTHPOBAHHIO YITPABIICHYE-
CKOM eITeIbHOCTH U OPTaHU3ALWH PAOOTHI C JOKYMEHTAMH Ha TPEANPUATHIX PA3THYHBIX OP-
TaHU3AIHOHHO-TIPABOBBIX (hOPM.

CocraB ynpaBieHYeCKUX HOKYMEHTOB. [loHATHE cucTeM AoKymMeHTaUuH. OyHKIIUOHATb-
HbIE ¥ OTPACJIEBBIE CHCTEMBI JOKYMCHTAIIUH. YHU(PHUKAIMA W CTAHJAPTU3ALWA YIIPABIICHYE-
CKHX JIOKYMEHTOB.

CocTaB, OPAAOK PACIIONOKEHUA W MpaBuia OQPOPMIIEHUS OCHOBHBIX PEKBHU3HTOB JTOKY-
MEHTOB.

Tema 1.2. OpraHuszanHoOHHO-pacnopsiAUTe/IbHbIE JOKYMEHTbI.

VHuuIMpoBaHHas CHCTEMa OPTaHU3ALMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAIIHA
(OPT). T'OCThbI na OP/I. TpeboBanue kK 0HOPMIIEHHIO TOKYMEHTOB.

Knaccudukaims opraHU3alMOHHO-PACTIOPSAUTEIPHOW JOKYMEHTAIIMK: OpPraHH3aIH-
OHHBIE, PACTIOPSAUTENbHBIC, CIIPABOYHO-HHPOPMALUOHHBIE.

OpraHu3aMoOHHbIE JOKYMEHTHI — YCTaB, YYPEAUTEIIHHBIA JOTOBOP, TIOJI0KEHHUE, Tpa-
BUJIa BHYTPEHHETO TPYAOBOTO PACTIOPSIKA.

PacriopsiqutenbHbIe TOKYMEHTHI — MPUKA3bI, PACTIOPSIKEHUS, YKa3aHUs, OCTAHOBIIE-
HUS, PCIICHHUS, HHCTPYKIIHH.

IIpoTokon

CrpaBo4HO-UH(POPMAIIMOHHBIE JOKYMEHTHI: JOKITaTHas (CITy:KeOHas) 3armmucKa, 00bsc-
HUTEJIbHAS 3aIMCKa, aKT, CIIPaBKa, CITy’KeOHbIE MHUChMa, (pakc, TemerpamMma, TeneoHorpamma.

Tema 1.3. Kanposasi nokymMeHTaLusl.

JIOKyMeHTHpPOBaHHE TPYAOBBIX TpaBooTHOmEHUUH. CocTaB U 0COOCHHOCTH O(GOpMICHHS T0-
KYMEHTOB TI0 THYHOMY cocTaBy. KomruiekTtoBanue mmaHOTro neia. ABroouorpadus. Pesrome.
3asBieHus o preMe Ha padoty. [Ipukassl o THYHOMY COCTaBY.

Tema 1.4. /loroBopHo-nIpaBoBasi JOKyMEHTALIUS
[TonsaTHA noroBopa (KOHTPAKTa), COTAIIEHHUE, MPOTOKOA. TunoBas (opMa KOHTPAKTA.
OcHOBHBIE pa3lienbl KOHTPAKTa. Buabl 10roBOpOB: KYIUTH-NPOJAXKH, MEHBI, TOCTABKH, HA BO3-
ME3HOE OKa3aHUE YCIIyT, IOPYYECHH, KOMUCCHH U JIp.



JIOKyMeHTBI O(QOPMIIIOIIHE TOPSAOK PACCMOTPEHHSA CIIOPOB MEXKIY FOPHINYECKHMH
muramu. [Ipasuna odopmiteHus: mpeTeH3MOHHBIX UceM. OOpasIbl MPETEH3UH K TIEPEBO3UHKY.
@opmysap 0T36IBa Ha IpeTeH3HI0. OOPa3Ibl OT3HIBOB.

Dopmymsip HCKOBOTO 3asiBeHUs. TpeOoBaHUA K O(POPMIICHHIO MCKOBBIX 3asSBIICHUU.
[Topsmok HanpaBneHus u 0OPMIIEHHUS OT3BIBA HA HCKOBOE 3asBIICHUE.

Mopayas 2. «Opranuzauusi paéoTbl ¢ JOKyMeHTAMM»
Tema 2.1. IlousiTUE TOKYMEHTO000POTA, perucTpauusi J0KyMeHTOB.

CoctaB u yueT 00beMa JOKYMEHTOOOOPOTa MPEANPUATHN U opranu3anui. Opranus3arus
palboTHI C TOKyMEHTALUEH, TIOCTYAIONIEH B YUPEIKICHUS, IPEATNPHUATHS, OPTAHU3ALNH; TIPHEM
BXOJSIIMX JOKYMEHTOB, 3KCIIETUIMOHHAS 00paboTKa, MpPEeaBApHTEIBHOE PACCMOTPEHHE H
pacmipesieJieHHe, PETUCTPALUA, PACCMOTPEHHE NOKYMEHTOB PYKOBOACTBOM, HcmonHeHne. OT-
MPaBKa UCXOANINX JOKYMEHTOB. [lepenaya TOKyMEHTOB BHYTPH OPTaHU3AIWHU. Y YET KOJINYE-
CTBA TOKYMEHTOB.

KonTpomp ucnonaenns nokymeHToB. OpraHu3anys W TEXHUKA KOHTPOJA HUCTIOTHEHHA.
TumoBsie m HHIUBUAYATBHBIE CPOKH UcTONHeHHA ToKyMeHToB. Cuctema ACKU/JI (aBTomaTu-
3MPOBAHHBIM KOHTPOJIb UCTIOTHEHHUSA JOKYMEHTOB).

Cucremarn3anms TOKyMEHTOB M MX XpaHeHue. Homenkmatypa aen. UHauBumyambHbIE,
CBOJHBIC, TIPUMEPHBIE W THMOBBIE HOMEHKIATYpHI Aen. OdopmiieHHe HOMEHKIATYPHI L.
TpeboBanus k opopmiieHHIO 1e7. XPaHEHHUE TOKYMEHTOB B CTPYKTYPHBIX TOIPA3ACTICHHUSIX.

Tema 2.2. IloaroroBKa 10KyMeHTOB K apXUBHOMY XPAHEHMIO.

DKcHepTH3a LEHHOCTH TOKyMEHTOB. [1oAroTOBKA A€ K ca4e B BEIOMCTBEHHBIN apXHB.

3aKOHOJATENBHBIE AKTHl U HOPMATUBHO-METOJUYECKUE NOKYMEHTHI DenepanbHOU ap-
XUBHOU CITy:kObI Poccru 1o apXWBHOMY XPaHEHHIO TOKYMEHTOB.

Bsaumopeiictue cimyx6 JIOY u BeZOMCTBEHHBIX apXHWBOB NMPH (POPMHPOBAHUN OCHOBBI
U TIOCTIEIYIOMIETO XPAHEHHWA W MCTONB30BAHHMA MTOKYMEHTOB. EIWHCTBO TpeOOBaHHMN K
XPaHEHHIO TOKYMEHTALMU B ICTIONPOU3BOJCTBE U ApPXUBE.

Tema 2.3. Ucniosib3oBanue IIIBM B gesionpousBojacTBe.

KommproTepusanms Aem0onMpoOU3BOACTBA HA PEANPUATHH KaK yciaoBHe BHeapeHus [ocy-
JDApCTBEHHON CUCTEMBI JOKYMEHTALHOHHOTO 00ECIIEUEHHs YIIPABIICHHUS.

MammuHounTaemMas qoKyMeHTammsa. Hocurtenu, mpuMeHseMble TIPH CO3JaHUH JOKYMEH-
TOB, U TPEOOBAHUSA K UX OPOPMIIEHHIO.

CoctaB, TOpAAOK pACHOJOKEHHS | TpaBHIa O(POPMIIEHHS OCHOBHBIX PEKBH3HTOB
JOKYMEHTOB.

3.3.2. TemaTHuecKHUil IJIaH NPAKTUYECKUX 3aHATUI
3apaum

1.CoctaBuTh 3aBJICHHE O IIPUEME Ha PadOTYy.
Odopmuts 3agBnenue JponoBorr Ammel BnagumupoBubl oT 25.12.TEKymero roga o
npueme Ha padoty B OO0 «3emnenem» (dupexrop Crenmanos I1.B.) B nomkHOCTH crienmau-
CTa Mo Y4ETY HEABMKUMOCTH. B 3asaBmeHun ykasare Hauano padoTel ¢ 27.12. tekymero roga. K



3asB/IEHUIO MpUnararTca aBTobuorpagus, TpyAoBas KHUXKKA, KOMus aunaoMa 06 OKOHYaHWUm
TEXHUKYMa, [Be (hoTorpagumn.

2. CocTaBuUTb 3aAB/IEHNE O NMpefoCTaBIeHNN OTMNYCKa.

OdopmuTb 3asBneHne puantopa TapacoBa Onera Mwuxainnosuya o1 27.04.TeKyLlero
rofa Ha npefocTtas/ieHne OTnycka 6e3 coxpaHeHus 3apaboTHoi nnatbl ¢ 03.05. TekyLero roga
no 16.05. Tekyuwero roga. 3adsneHue Hanpaendetca aupektopy OOO «KpoHa» CrtenaHoBy
MN.B.

3. CocTaBuTb 3asB/ieHNEe 06 YBO/IbHEHUN.

OdopmuTtb 3asBneHne JlonuHa [Metpa BukrtopoBuya oT 04.12.Tekyllero roga 06
YBOJIbHEHMMN MO COOGCTBEHHOMY YeNaHWO € 3aHUMaeMol JO/MKHOCTKM reofesncta B OO0 «Pa-
ayra» (Qupektop Kosnos P.I.) ¢ 18.12. TekyLlero roga.

4. CocTaBuUTb CNpaBKy, NOATBEPXKAAOLLYHO, MECTO paboThl

CocTtasuTb cnpasKy Ne 144 ot 23.12.TeKyllero roga, BbigaHHyo AHocosy [leTpy VBa-
HOBMYY. B cnpaBke ykaszaTb MH(opMaumio o ToMm, 4To AHocoB I1. V. pabotaeT B OO0 «AUCT»
(FKOpuanueckuin agpec: 308503, benropoackas 06s1., benropoackuin p-H, n. Maickuia, yn. 3e-
neHasi, a.4, kopn.2, TenegoH: (4722)38-98-78) ¢ 05 okTa6psa 2001 rofa rno HacTosILLEE BPEMS
B [O/HXHOCTU PU3NTOPA.

5. CocTaBuTb CrpaBKy, MOATBEPXAAIOLLYHO, YTO Balla 3apaboTHas nnara cocTtaBnser
25000 py6neia.

6. CocTaBuTb cnpaBky Ne 236 oT 25.12.TeKyllero roga, BblAaHHYH Cneyuainucty no
yueTy HeasmxmmocTn OO0 «AncT» PoamoHoBoit Mapumn ViBaHOBHE O TOM, YTO ee 3apaboT-
Has nnata coctasnsgeT 15000 py6. KOpuanyeckuin agpec OO0 «Aunct»: 308503, benropoackas
06n., benropoackuin p-H, n. Marickuid, yn. 3eneHas, a.4, kopn.2, TenethoH: (4722)38-98-78).
CnipaBky Bblgan 6yxrantep Netposa T.M.

7. OthopmunTb NpeanoxeHne BakaHcuin Ne 3 o1 12.01.TeKyLlero roga

Ycnosue: B OO0 «[loMVHO» B COOTBETCTBUM C Npukasom Ne 4 oT 12.01.TeKkyLlero ro-
fa «O BHECEHMM M3MEHEHWIn B LUTATHOE pacnucaHme» MPOou3O0LLI0 COKpaLLEeHMe LOIKHOCTM
punantopaCemeHoBa CemeHa CemeHoBMYa.

B cBA3M C NpoBOAUMbIMK MeponpuAaTUAMK Mo cokpalleHnto wtatoB CemeHosy C.C.
MOryT ObITb NPEAIOXKeEHbI ClefytoLye BaKaHCUN:

- aucnetyep Ha TenedoHe, pasmep oknaga 25000 py6.,

- CTOPOX Ha cKnage, pasMep oknaga - 27500 py6.,

- 3KcneauTop, pasmep oknaga 28000 pyo.

MpeanoxeHve cocTaBneHo HavyaslbHUKOM OT/ena Kaapos bpyceHkosol O.U.

B npeanoxeHun HeobXoAMMO OTPas3uTb MHGOPMaLMIO O cornacum uam o6 oTkase pa-
60THUKA O NpefnaraeMoi BakaHCUW.

8. OhopmuTh XKanoby Anekceesa lNMetpa BacunbeBnya, paboTtatowero B8 OO0 «JlaHa-
wadT» B LO/MKHOCTN 3eMESIbHOTO OLEHLLMKA, FeHepasibHOMY AMpeKTopy (uvpmbl (CMUPHOBY
A.A.) Ha HaYa/lbHMKa OTAeNa 3eMe/lbHO-MMYLLECTBEHHbLIX OTHOLIEHMIn BeTpoBa Hukonas Bu-
Ta/lbeBUYA MO NOBOAY HEWUCMOMHEHUA UM NPAMbIX 0683aHHOCTEN, AUCKPUMUHALMKN 1 Tpy6oro
OTHOLLUEHMSA K NOAUYNHEHHbIM.



B xamo0e ykazats, uto 11.03.Texymero rona Berpos H.B. rpy6o BmMarepmuHoi popme
MPH BCEM KOJUICKTHBE OOPYTaN €r0 3a TO, YTO TOT OOBHHHII €T0 B HEHAJIEKAIIEM HCTIOTHEHUH
CBOMX OOS3aHHOCTEH.

VYkazats, uto BetpoB H.B. 310ymorpednser cCBOMMH TOKHOCTHBIMH OOSI3aHHOCTSIMH
NPH paclpepelcHHd padoT U JODKHOCTEH, B Pe3yibTaTe Yero Ha OTBETCTBEHHBIE PYyKOBOMIS-
e TOJKHOCTH Ha3HAYArOTCs OJIM3KUE K HEMY, HO HEKOMITETEHTHBIE JTFOTH.

B xano6e u310xKuTh IpockOy 00 oTCTpaHeHHH OT nonkHOCTH Betposa H.I1.

9. CocTaBpTE XapaKTEPUCTHKY HA PAOOTHHKA BALIETO TTPEIITPHATHA.

CocTaBuTh xapakrepuctuky Ha pusnropa OO0 «Kmrounk» Jlomonocosa EBrenus Ba-
cunbeu4a, 1998 roma poxaenus. Jlomonocos E.B. umeer cpennee npodeccronanpHoe 00pa-
30BaHue, B 2016 rogy oxkoHunn benl’AY um. ['opuna no cnenuansHocTH 21.02.05 «3eMenbHO-
umymecTBeHHble OTHOmEHM». C 11 okTa0ps 2016 roxa padoraer B8 OO0 «Kimouuk» B 3aHU-
MAEMOH TOIDKHOCTH.

B xapakrepucTHKE ClemyeT OTpasuTh yKa3aHHbIE cBeaeHus o Jlomonocose E.B., a tak
ke UHGPOPMAIHIO, 0 €r0 00S3aHHOCTAX (cIavya B HAEM KUIIOH HEIBIKUMOCTH, COMPOBOKIE-
HUE CACITIKH, 3aKIF0UYEHHE TOTOBOPA HA CHEM KHIIbS, BeJIEHHE 0a3bl JAHHBIX 1O OOBEKTAM He-
IBHKMMOCTH, TIPOBEJECHHE TIEPETOBOPOB C KOHTPAT€HTAMHM, COTJIACOBAHME KOMMEPYECKHX
YCIIOBUH apeH/bl, Tene(OHHBIE TIEPErOBOPHI) U JIMYHBIX KaYeCTBAaX (CIIOCOOHOCTh padOTaTh B
OYEHb TUHAMHYHOM PEKHUME C OOBIIMMH 00BEMaMH HH(OPMALIUH, TIO3UTUBHOE OTHOIIEHHUE K
YKU3HH, OTCYTCTBHE BPEIHBIX IMPUBBIYEK, BHUMATEIFHOCTD, aKKyPATHOCTh, KOMMYHHKA0€Tb-
HOCTb).

XapakTepUCTHKA COCTaBJIEHA HAYAIbHUKOM OTHAENA 0 MPOJAKe HEeABMKUMOCTHKY3b-
muHOHM O.I'. 1 BBIIaHA /71 TIPEICTABIICHHS IO MECTY TPEOOBAHHS.

10. CocTaBUTh pacUCKy

CocraButp pacmmcky ot CamponoBa Hukomas Onerosmua (macmopt: cepust 4600 No
587654, seiman Otn. YOMC Poccun no benropojackoit oomactu B benropoackom patioHe
15.02.2002 r., mpokuBaromiero no aapecy: . benropox, yn. Camosas, 1.165, kB.17) B TOM, 4TO
OH TIOJTyYHJI HAJIMYHBIE JCHEKHBIE CPEACTBA B pa3Mmepe 35 Teic. pyo. or MunakoBoi Exarepu-
Hbl CepreeBHsl (macmopt: cepus 1457 Ne 296965, seigan Otn. YOMC Poccun mo benropoa-
ckoli oonmactu B benropoackom paiione 07.08.2006 r., mpoxkuBarotmiei mo anpecy: benropoa-
CKHi1 p-H, 1. Matickuii, yn. 3eneHas, 1.16.

Canponos H.O. 00s3yeTcs BO3BpaTUTHh MPEIOCTABIECHHYIO CYMMY JO0JTa HE TO3IHEE
14.12.tekymero roaa. /lata coctasimenus pacrnucku 09.08.Tekymero roaa.

11.CocTaBuTh pacnucKy Ha MoJy4eHHe BaMu KOMIBIOTEPOB.

CoctaBuTth pacrucky oT pudnropa OOO «Tsoit nom» JlyHesa Bnanucnasa EBrenbeBu-
4ya B TOM, 4TO OH momy4mi HOyTOyk ToshibaSatelliteR630-145 (maBeHTapHBI HOMED 1312) OT
HavYaJlbHUKA OTAena HeasmwxuMocTH Kanyctrnaa Bukropa Hukonaeswya, ny1st BegeHuUs 0assbl 1Mo
00BEKTaM HEABHKHMOCTH W 3aKIFOYCHHS JOTOBOPOB C KIIMEHTAMH.

12. CocraButh noBepeHHOCTh Ha MBanosa Msana Weanosmua(mactopt: cepust 1400 Ne
587654, eiman Otn. YOMC Poccun no benropojackoit oomactu B benropoackoMm parioHe
15.02.2002 r., mpoxuBaromero no agpecy: n. Maiickui, yn. Cagosas, 1.16, k8.17) o Tom, 4T0
Bwr nosepsere emy nonyuuts Bamrynoceuiky Ha noute no u3semenuto Ne 0012306586.



13. CoctaBuTh MOBEPEHHOCTH Ha momyueHHe Knmoukosoit Haramweit MBanoBHOM (mac-
nopT: cepusa 1400 Ne 587654, serman Ota. YOMC Poccun mo benropoackoit oomactu B ben-
ropoackoM paiore 15.02.2002 r.) Bamreit 3apaOoTHO#M 1IaThl 3a HOSAOPH TEKYIIETO TOJA.

14.Odopmurs o0muii 6mank OOMIECTBa ¢ OTPAHHYEHHON OTBETCTBEHHOCTHIO «Pomarm-
ka» (OO0 «Pomamika») ¢ TpOAOABHBIM M YTTIOBBIM BAPUAHTAMH PACTIONOKECHHSA PEKBU3HUTOB.

15. Odpopmuts 6mank mpukaza OOmecTBa ¢ OTPAHUYCHHON OTBETCTBEHHOCTHIO KAMYP»
(OO0 «AMyp») ¢ MPOTONHHBIM U YTJIOBHIM BaAPHAHTAMH PACITOIOKEHHUS PEKBU3HTOB.

16. Odopmuts Onmank mucemMa OOMmMECTBAa C OTPAHUYCHHOW OTBETCTBEHHOCTHIO «KOH-
cym» (OO0 «KoHcym) ¢ yrinoBbIM BapHAHTOM PACTIONOXKEHUS PEeKBU3UTOB. CTipaBoYHAs WH-
dopmarms: r. benropon, yia. Mupnas, m.114, tem 23-54-55, dakc 24-56-78 e-mail: kon-
sul31@mail.ru, OKITO 3910255610, MHH/KIIII 12121212/141414.

17.0¢opmurs pexsusutsl B cootserctBuu ¢ TOCT P 7.0.97-2016 «CucTtema cTanmap-
TOB 10 uwHpOpMAIHH, OHOIMOTEYHOMY W HM3JATEIBCKOMY Jeny. OpraHu3allioHHO-
pacnopauTeNnbHas JokyMeHTanus. TpeGoBaHus K 0(hOPMICHHIO TOKYMEHTOBY

A) JIOKyMEHT COTTIACOBAH C TJIABHBIM Oyxranrepom npeanpuatus Peroakossim B.U. 11
HOA0ps Tekymero roga. Odopmute pekBH3UT «BuU3a cOrmacoBaHmsm».

b) Ilucemo ampecoBano mupextopy OOmiecTBa ¢ OTPAHMYECHHOW OTBETCTBEHHOCTBHIO
«Oxean», KOTOpPBIX HaxoauTcs B r. Mypamm, mo yi. ['opekoro, a. 23. OdopMure pexBU3UAT
«Anpecar».

B) Joxyment yrBepxkaen aupekropom OO0 «3Be3ga» CremanoseiMm M.U. 28 okTa0ps
Tekymero roga. Ogopmute pekBU3UT « [ prud yTBEpKICHUD).

18.CocTaBuTh MHUCHMO-TIPOCHOY (MPOTONBHOE PACIIONOKEHHUE PEKBH3UTOB) 0 OPOHHUPO-
BaHUH MecTa B TocTuHHIlE «Jlaiima» r. [IeH3bI A)I1 HaYaTbHUKA OTAENA TPOJAAK HEJBHKHMO-
ctu OO0 «TBoit nom» Ha niepuoa ¢ 13 mo 25 mapTa Tekymero roga. OTMETUTh B TUChME, UTO
IJIaTa 3a MPOKUBAHUE OYyJET MPOU3BEACHA 32 HATMYHBIA pacueT. OCTanbHBIC TAHHBIE YKA3aTh
CAMOCTOATENBHO.

19.0¢opMuTh TOKITATHYIO 3aITMCKy HaYaIbHHUKA OTAENA MPoJak Heasmwkumoctd OO0
«Kunbe» renepanbHoMy aupektopy byrosy A.IL ot 30 aBrycTa Tekymero roga o HapyLneHHUH
TPYAOBOM AMCUMIUTMHBI pudnTopamu BragumupossiM O.K., Cunopuykom A.E., CamoinoBeiM
K.I'. Bun HapymeHus - CHCTEMaTHYECKHE OMO3IaHus Ha padoTy. OcTanbHbIE TAHHBIE YKA3aTh
CaMOCTOSTENBHO.

20.CocTaBuTh AOKIQAHYIO 3aACKy HAYaJbHUKA N0 CHAOKEHWIO OOMIeCTBAC OTPAaHU-
YEHHOW OTBETCTBEHHOCTHIO «O0mmk-ceppuc» Iletposa P.M.nupextopy npeanpusitus HocoBy
K.H. 0 HecBOoeBpeMEHHOH MNoJave OTACIAMH 3asBOK Ha KaHLEPCKUE ToBaphl. OcTanbHbIC
JAHHBIE YKA3aTh CAMOCTOSTENBHO.

21.CocraBuTh MpuKa3 (MPOIOIBHOE PACIIONIOKEHNE PEKBU3UTOB) TEHEPAIBHOTO JHUPEK-
topa OO0 «JIlnana» MapteiHOBa M.M. 0 mpenocTaBIeHUN OYEPEAHOTO OTIIYCKAa T'€OAE3UCTY
[Terposoit .M. cpokom 14 kanenmapubix nueut ¢ 01.03.tekymero roga. OctanbHbie TaHHBIE
yKa3aTh CAMOCTOATEIIBHO.

22.CoctaBuTh OOBACHUTEIFHYIO 3AITUCKY CTIEIHATINCTA IO YUETY HEABIKUMOCTH Tapa-
coBoi E.A. 0 mpuumHe eeono3AaHus HA PadOTy, B CBS3H CO CIOKHUBINCHCS aBapUWHOU CUTya-
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OUEN Ha yIIHLOAX TOPOJa M3-3a CHIIBHOTO cHeromana. OcTanbHBIE JaHHBIE YKa3aTh CaMOCTOS-
TEJBHO.

23.CocraButh cimy:keOHy0 3amucKy Ne 10 oT 24 ceHTAOps TEKYNIETo ToAa 0 HEOOXOTH-
MOCTH pabOTHI B BRIXOAHOH JeHB(cy000TY) pudntopa Kupeesoit Okcanp Hukonaesusr. Ciry-
KeOHYFO 3aIMCKY COCTABMII HAYAIbHUK 0Taena nmpojax Heasmkumoct OO0 «lomyce» Coimo-
BbeBa A K. CnyxxeOHast 3amucka agpecoBaHa HaYaIbHHUKY OTAENa Kajapos npeampustus Cep-
reeBoil A.P. ocTanbHble TaHHBIE IPUAYMATh CAMOCTOATENBHO.

24.CocraButh pacnopsukerne (yenosoe pacnonoocenue peksusumosg) OO0 «PE-
MOHTHMUK» o npoBeneHun peMOHTHBIX padoT. B KOHCTAaTHPYFOIIEH YacTH yKa3aTh IETb U3-
TaHWA PACTIOPSIKEHHA (B CBA3W C aBAPUHHBIM COCTOSHHUEM OTOIMUTEIIBHOM CHCTEMBI B Hiexe Ne
4). B pacniopanuTeIbHON YacTH yKa3aTh CPOKH TMPOBEACHUS PEMOHTHBIX PabOT, OTBETCTBEH-
HBIX, KOHTPOJIb 32 UCIIOJIHEHUEM PACHIOPSKEHHUS BO3JIOKUTh Ha HaYaJIbHHKA 1iexa. OcTalbHbIE
JAHHBIE YKA3aTh CAMOCTOATEIIBHO.

25.CocraButp mipotokoa Ne § ot 25.08. Tekymero roga coOpaHus TPYIOBOTO KOJIIEK-
tuBa OO0 «Pomamika», Ha KOTOPOM PacCMATPUBAIIUCH BOTIPOCHL: a) O BBICIICHHUH ITyTEBKHU B
canatopui-nipodunakropuii «Pyce» pudnropa Muponosoit O.A.; 6) 0 MaTEpHATEHON TTIOMOTITH
reogesucty CvupraoBy C.C. B pesynbraTte mpoBeneHUs COOpaHHS MMOCTAHOBHIIA. BHIIATh MU-
porosoi O.A. myTeBKy B caHatopuii «Pycek» croumoctsio 56000 pyd. W oKa3aTh MaTepHaIb-
Hyto nomomp CmupHoBy C.C. B pasmepe 10000 py6. OcranpHyio WH()OPMAIHIO MTPUIyMAaTh
CaAMOCTOATENBHO.

26. CocTaBUTh MUCHMO-TIPUTTIANIEHHE OPTAaHU3ALMOHHOTO LIEHTpa «/{uamMaHT) ¢ mpen-
JIOKEHUEM TIOCETHTh MEKIYHAPOTHYIO CTIECIIHATM3UPOBAHHYIO BhICTaBKYy «Hoselinme uapOP-
ManuoHHble TexHomoruu B JJOY». BrictaBka mpoxomut B BeicTaBOYHOM 3aje JIK OktaOps.
ITucemo aapecoBano renepanbHoMy aupekropy OOO «Kontyp» barpoBy A.A. IloutoBblii an-
pec: 1. berropon, yn. Maructpansras, m.2a, opuc 307, uamekc 308000. OcTanbHble TaHHBIE
YKa3aTh CaMOCTOSITEIBHO.

27. Pa3zpaboTtaTs OaHK TOKYMEHTA, YCTAHOBUTH MO, HHTEPBAJ CTPOK (ITOJATOTOBHUTH
CTIPaBKY C MeCTa y4eObl O TOM, YTO BBI ABIIIETECH CTYIEHTOM Ha3BAHHOTO BY3a; MMOJTOTOBHTH
CIIPaBKY C MeCTa padOThI, yKa3aTh 3aHUMAEMYIO JIOJDKHOCTB, C KAKOTO BPEMEHH PaObOTAET Ha
MPEINPUATHN B KAKOBAa MECSYHASA 3apa00THAA IIaTa paOOTHHKA).

[Tpu oopmmeHnu cripaBoK 0OpaniaTh BHUMaHUE HA TIPaBHia 0()OPMIICHHS PEKBH3HTOB.

28. CocTaBuTh MOOOH JOKYMEHT, YTOOBI OH 00J1aJaN IOpHANYECKOH cunoi. B moxy-
MEHTE YKa3aTh 00s3aTeIbHbIC BOCEMb PEKBH3HTOB.
Konmro nokyMeHTa MpeaoCTaBUTh ISl POBEPKH MPEMOIaBATEO.

29. Pazpaborats 1 0pOpMUTH HA BEIOOP JABA JOKYMEHTA M3 TPYIITHI OPTraHU3AIIHOHHBIX
nokyMeHTOB . OOpaTuTh BHUMaHHE Ha 0()OPMIICHHE TUTYIIBHOTO JTUCTa ¥ 0OPMIIEHHS HEOO-
XOJUMBIX PEKBH3HTOB.

30. Pa3paborats u 0OpMHUTH TIPHKA3 O IPHEME Ha paboTy coTpyaHuka. Paspadorars u
opopMuTE TIpHKa3 0 IEpeBOIe PAOOTHHUKA HA APYTYIO Pa0OTY B TOH JK€ OPTaHHU3ALHIH.

[Tpu odopmiteHnn Tprka3oB oOpanaTh BHUMAHUE HA MpaBujIa 0)OPMIICHHS PEKBU3H-
TOB.



31. Ha ocHOBaHMM MPOBEIECHHOTO aHAIM3a PAOOTHI KAJPOBBIX CITYKO KOHKPETHBIX
npeanpusaTui benropoackoit oonactu pazpadoraTh (M0 BEIOOPY CTYEHTA) TODKHOCTHYIO HH-
CTPYKILMIO OJJHOTO M3 COTPYAHHUKOB CITyObI. [1pn 0(hopMITeHHH JOTKHOCTHON HHCTPYKIIHA
BKIIFOYHTH 003aTEIFHBIE YETHIPE pa3esna (00mue MOI0KEHHS, 00A3aHHOCTH; TIPaBa; OTBET-
CTBEHHOCTb ).

32. PazpaboTaTh TIOCTIEAOBATETFHOCTh O(DOPMIICHHS TOKYMEHTOB MPH NIpreMe Ha pado-
Ty. YKa3aTh 0COOCHHOCTH 0()OPMIIEHUS] OCHOBHBIX W IOTIOJTHUTEIHHBIX JOKYMEHTOB. B Kaknx
ciy4dasx opopmisercsa aproonorpadus u Apyrue AONOTHUTENbHBIE ToKyMeHThI? [locmenoBa-
TEIIFHOCTh OPOPMIICHHS JOKYMEHTOB MTOKA3aTh CXEMAaTHYECKH.

33. Pa3paborats 1 0OpMHUTH OTAHK TPYAOBOTO AOTOBOPA. B mokymenTe ykazate 00s-
3aTeIIbHBIE PEKBU3HUTHI U MMPABHIBHO HX O(OPMHTH.

34. Ha ocHOBaHMM MPOBEICHHOTO aHAIM3a PA0OTHI CITYXKOBI TepcoHaa (KaapoBOH
cimy>k0b1) paspadortath [lomokeHue o ciry:kOe mepcoHasna, BKIIOYHB OCHOBHBIE Pa3/IeiIbl JaH-
HOTO JIOKyMEHTA.

[Tpu opopmireHHH TaHHOTO JOKYMEHTAa 0OpaTUTh BHUMAaHHE HAa 0)OPMIIEHHE TUTYITb-
HOTO JINCTA JOKYMEHTA, 0053aTeIbHO 0(POPMUTH PEKBU3UT «I pr() YTBEPKACHUD U PyTHE
00s13aTeNbHBIE PEKBH3UTHI.

35. Tpynosasa nucumiuinHa. PaccMOTpeTs npaBuiia BHYTPEHHETO TPYAOBOTO PaCTIOPA-
Ka KOHKPETHOTO TPEATIPHUATHSA, BBIIETUTH BUIBI TOOMIPEHUHA W B3BICKAHUH, TPUMEHAEMBIX Ha
MPEINPUATHH.

PaspaboTaTte 1 0QOpPMHUTE JOKYMEHTHI PH TOOIIPEHUH PAOOTHHKA (pa3padboTaTh mpe-
CTaBJICHHE).

PaspaboTath 1 0QpOpPMHUTE JOKYMEHTHI PH B3BICKAHUAX PaOOTHHKA (pa3padoTarh 00b-
SCHUTEITbHYIO M JOKIIATHYIO 3aIMUCKH, COCTABUTH MPUKA3 O HATOKECHUH JUCIHATUTHHAPHOTO
B3BICKAHWS).

PaspaboTannbie 1 0OpMIIEHHBIE JOKYMEHTHI TIPEAOCTABUTH MPETIOAABATEIIO HA TIPO-

BEPKY.

36.I1oATOTOBUTH JOKYMEHTOOOOPOT MO O(OPMIIEHHUIO OTITYCKOB (pa3padoTaTs u 0op-
MUTPH TPaQHK OTITYCKOB, 3asBJICHHE O MPEIOCTABICHUH OTITyCKa (Y4eOHOTO, IO YXOIy 32 pe-
O0eHKOM H 1p.). Pazpaboranubie 1 0()OpMICHHBIE TOKYMEHTHI TPEIOCTABUTH MPEIOIABATEITIO
1S TIPOBEPKH.

37. 1okyMeHTOOOOPOT MO O(POPMIIEHHIO CITYKEOHBIX KOMAaHIUPOBOK. Ha ocHOBaHuM
MPEAOCTABIICHHBIX KOMWH OTAHKOB O(POPMHTH JTOKYMEHTHI TSI KOMAHIHPOBKH.

38. 3anoaHUTH OJIAHK TUYHOM KAPTOUKH padoTHHKA. OOpaTuTh BHUMAaHHE HA 0)opM-
JICHHE PEKBU3UTOB IO KAKIOMY IYHKTY KAPTOUKH.

[IpenocraBuTh HHPOPMALIHIO O TIPaBUIIAX O()OPMIICHHS U BEACHUS JTHYHBIX €T PadOT-
HUKOB.

39. Ha ocHOBaHMM MPOBEICHHOTO aHATM3Aa ACATEIPHOCTH KaIPOBBIX CITYKO TIPeanpHsi-
tuil benropoackoi 001acTH, MPeaOCTaBUTh HHPOPMALIMIO O BEIEHUH, YUETE H XPAHECHHIO TPY-



JOBBIX KHUXKCK. BEIIBUTE TTIONOKUTEIIBHBIE U OTPUIATCIIbHBIC CTOPOHBI B BCACHHUH, YUCTC U
XpaHEHHUH TPYJAOBBIX KHHKEK Ha IPEAIPUATHH.
3.3.3. /le1oBas (poJieBasi) urpa
«Ogopmaenue Kaopoewvix OOKyMeHMO08»

MeToauueckoe 000CHOBAHUE 3AHSITUSN

JUms maYHOTO W TIPO()ECCHOHANBHOTO CAMOOTIPEACICHHA OOYYAFOMIMICA HCTIOIB3YET
pa3HOO0Opa3HbIe CTIOCOOBI M METOABI, U OJHUM U3 HanOomee 3PPeKTUBHBIM, ABISACTCS ACTOBAS
urpa.

JlemoBast Urpa 3TO IEJICHANIPABICHHO CKOHCTPYMPOBAHHAS MOJEIH KaKOTO-THOO peajib-
HOTO TIPOLIECCA, HMUTHPYIOMIAsA MPO(ecCHOHATBHYIO ASITETbHOCTh W HAmpaBiIeHHas Ha (op-
MHUPOBaHHUE M 3aKpEIUICHHE PO(ecCHOHATPHBIX YMEHUH U HaBBIKOB. B nemosoii urpe Bocpo-
W3BOAMTCA TpodeccroHampbHas 00CTAHOBKA, CXOJHAS 10 OCHOBHBIM CYHIHOCTHBIM XapaKTEPH-
CTHKaM C PEajbHOM.

OnHOBpEMEHHO HApAAy ¢ MPOoeCCHOHATBHBIMU 3HAHUSIMHU OOYYArONITUHCS MPHOOPETAFOT
CTHELMATBHYI0 KOMITETEHIHIO — HABBIKH CTIEIIHATIBHOTO B3aMMOACHCTBHSA M YITPABIICHHUS JTFOIb-
MU, KOJUIETHAIbHOCTh, YMEHUE PYKOBOIWTHh M TOMYHUHATHCA, CIEIOBATEIBHO, JETOBAas HIPa
BOCTIMTHIBAET JTMYHOCTHBIE KAYECTBA, YCKOPSIET MPOLECC COITHATN3AIIHH.

JlemoBast urpa TpeOyeT OT CBOMX YYaCTHUKOB (OCOOCHHO IS MPETOaaBaTesis) HHTEIIICK-
TyaJdbHOH BBICOTBI W aKTEPCKOTO MACTEPCTBA, PA3BUBAET CIIOCOOHOCTH T€HEPHUPOBATH HOBBIC
WJEH, TBOPUYECKH MBICITUTh H TPAMOTHO padboTaTh ¢ HHPOPMAITHEH.

B ocHOBe n1enoBo# UrphI JEKAT COBMECTHAS JEATEIFHOCTD MEAATOTOB M yJaIuxcs, Ona-
rogaps KOTOPOH B TPyIIE YCTAHABIMBAIOTCA OOJIEEe TETUTbIE W KOHCTPYKTUBHBIE B3aHMOOTHO-
HICHUS.

CHEHAPHUIi AEJOBOI UTPHI «O®OPMJIEHUE KAJTPOBBIX TOKYMEHTOB».

ILnan «/lenoBast urpa»

Memoouueckaa yenv — «cnionp30BaHUE ACNOBBIX UTP MPHU 3aKPEIUVICHUU MaTepUana Ha 3a-
HATHUAX YUE€OHOU MPAKTUKI
Tema: OdopmneHre TOKYMEHTALWH 110 JIMYHOMY COCTABY
Tema 3anamus: OTpaboTKa HABBIKOB O(POPMIICHUS KAAPOBBIX JOKYMEHTOB
Henau 3anamus:
ObpazosamenvrHasn — 0Oy4yarOOIMECs CMOTYT ONPEACIUTh BHA JOKYMEHTA, IMOCIEAOBATEb-
HOCTh €r0 COCTaBJICHHS, OOBACHUTH PACTIONOKEHHE PEKBH3UTOB, OLIEHUTh NMPABUIBHOCTh CO-
CTaBICHHUS W O(OPMIICHUSI.
Paszeusarouias — ciocoOCTBOBATh PA3BUTHIO HATJISTHO-ACHCTBEHHOTO MBIIIJICHHS, aHATTH3a H
CUCTEMATH3aLUU JOKYMEHTOB.
Bocnumamenosnas — cniocoOCTBOBaTh BOCTIMTAHUIO TO3HABATEIHLHOW MOTPEOHOCTH K 00yde-
HUIO.
Heobdxooumslie yuebnvle mamepuaisl: 00pasipl pe3toMe, KAPpTOUKH-3a/TaHAS, KOMITBIOTEP.
Iocneoosamenvrocme 61008 yUeOHOU OesimMeTbHOCMU:

1. Jlenosas urpa.

2. AHanu3 BBIITOJTHEHHBIX 3aJaHHH.
IIpooonscumenvnocmo 3anamus: 40 MUH.

MMPOLHECC OBYYEHUA:



1. CocTaBuTh U 0()OPMUTH AOKYMEHTHI M0 JTUYHOMY COCTABY B BHUJE 1€JI0BOM
UTpbL.

Kaxnaprii oOydaroniuiics oay4aeT KapTOuKy-3aJaHue C MPOU3BOACTBEHHOM curyammed. [lo
KapTOYKaM-33IaHUsIM HEOOXOTUMO OMNPEAETUTh MePeUeHb TOKYMEHTOB, COOTBETCTBYIOIIHX
MPOHU3BOJCTBEHHOW CHTYAIHH.
C y4eToM TEOpPETHYECCKHX 3HAHWW W MPAKTHYECKHUX HABBIKOB, MPHOOPETEHHBIX B TCUCHHE
Y4eOHOTO T'0/1a, a TAKKE C YIETOM HHIUBUAYAIbHBIX 0COOCHHOCTEH KAXKAOTO 00YJAIOIIETOCS
Ha Kaprouke maHo mudepeHimpoBanHoe 3aganue. OObICHEHHE X0Ja UTPhl U TPABHII BbI-
TIOJTHEHHS 3a/1aHVA.

HpOI/ISBOI[CTBeHHaﬂ cuTyauus

CwmupaoBa Mapuna AnekcanaposHa 15.03.95 roga poxaeHus Oblla MPUHATA HA PadOTy
aenonpousBoauTeneM B KaHUemapuo OAQO «XuMIpom», Yepe3 TPU MecALa MOCIe OKOHYAHUSA
[Tpodeccronamproro yuummma Ne 50 1Mo cnenuambHOCTH «JleToTpOrn3BOTHTEHY .

[Ipu moctymieHuu Ha padoTy MapuHa MmpeacTaBuIa XapaKTEPUCTUKY U3 YUHITHINA.

[Tpopaborana rox, a 3aTeM ObljIa MepeBeeHA CEKPeTapeM HavyambHHUKA 1iexa Ne5. Uepes
noJiroaa ObllTa KOMaHIUPOBaHA B T. MIpKyTCK Ha OJUH MecCSI] Ha KypPChI TOBBINICHHSA KBATH(H-
KaLMM JJ1s1 U3yYEHUA HOBBIX KOMITBIOTEPHBIX TEXHOIOTHH.

3a 100pOCOBECTHBIN TPy ObLIa MPEMHUPOBAHA €IUHOBPEMEHHBIM TTOOIIPEHUEM B CyMME
10 000 (mecsTh THICSY) PyOICH.

[IpopaboTaB 5 netr Ha MPEANPUATHH, YBOJIHIACH B CBA3H C TIEPEMEHONW MECTa JKUTEITb-
CTBA.

1.InddepeHurpoBaHHOE 3aJaHUE:
IUTA TIEPBOTO BapHaHTa — OPOPMHTH XapaKTEPUCTHKY
I BTOPOTO BAPHAHTA — 3asBJIICHUE M TIPUKA3 O TIPHEME Ha padboTy
I TPETHETO BAPUAHTA — 3aBJICHHUE U NIPUKA3 O MEPEBOAC
ISl YETBEPTOTO BApUAHTA — MPUKA3 O NOOLIPEHUH
IUTA TIATOTO BAPUAHTA — TIPHKA3 O KOMAHIWPOBAHWY JIJIS TIOBBIIIEHUS KBATH(PHUKALIH
IUTA IECTOTO BAPHUAHTA — 3asBJICHHE M IPUKA3 00 YBOJIbHEHUH
JJTs TIOYYE€HUSI OLEHKH «3) - 3aABJIEHUE O IPUEME U MEPEBOJIE

NS e

2. KoHcynpTHpOBaHMe U Ha0/1101eHHe 32 X0A0M BbINOJIHEHHs 3a1aHUs
- [IpoBepka paBUIBHOCTH COCTABIIEHHUS M O()OPMIICHHS JOKYMEHTOB.
- AHamM3 caMOCTOATENBHON PabOTHl OOYYArOIIErocs ,aKIEHTUPOBAHUE BHUMAHUS HA OCO-
OEHHOCTH O(DOPMIICHHS TOKYMEHTAIINH 110 JIAYHOMY COCTABY.
- AHanu3 paboThI 00YUAOMIETOCS TI0 TOCTIKEHHIO TIOCTABIEHHOW TIEITH.
- OLEHKA MOJIOKUTENBHBIX H OTPHLIATETEHBIX MOMEHTOB.
2. Pednekcus
- IlpoBepka MpaBUITBHOCTH BBITIOIHEHUS 33JaHUS OCYIIECTBIACTCSA IMyTeM KOJUIEKTHBHOTO
OOCYXAECHHSA U IyTEM MPOBEPKH MPABUIBHOCTHA OTBETOB C MOMOIIBIO 3TAJTOHOB-00PA3IIOB JI0-
KyMEHTOB.



O6pa3subl-aTaNoHbl AOKYMEHTOB /151 CAMOCTOSATE/IbHO NPOBEPKN 00YHaOLLINIACAOB:
O6pa3seL-3Ta/oH 4715 Mepeoro BapnaHTa

MWHWCTEPCTBO OEPA30BAHUA MPKYTCKOW OBNACTU
rOCYAAPCTBEHHOE ABTOHOMHOE NMPOPECCNOHANBHOE
OBPA3OBATE/IbHOE YUPEXOEHWNEVPKYTCKOW OBNIACTU
«3ANAPNHCKUIA ATPOMPOMbBILLUTIEHHBI TEXHUKYM>»
FTAMNOY NO «3AIMT»

666321 pkyTckasa 06n., n. 3anapu, yn. Martpocosa, 3,

Ten. (839552) 2-30-20, dakc (839552) 2-30-20

XAPAKTEPUCTUKA
25.06.2012 Ne 135

CmupHoBa MapuHa AnekcaHgposHa 15.03.95 rofa poxaeHus, obpasoBaHue Havasb-
Hoe npogeccnoHanbHoe: B 2012 rogy OKoHumna [lpodeccroHanbHoe yumnuwe Ne 50
Mo cneunanbHOCTH «[lenonponsBoanTeNb».

B yunnuwe MapuHa obyyanach ¢ 2011 no 2012 Ha AHEBHOM OTAENeHMW B rpynne
Ne 23. 3a BpeMsi 00y4eHWNs HeOLHOKPATHO Harpaxzjasacb rpaMoTamm 3a ycnexum B yyebe v ak-
TMBHOE yYacTue B XXU3HWN YUUnnLa.

3a nepuog 06y4veHns B yunnuule MaprHa nposisuna cebs Kak rpaMoTHas, BHUMaTe b-
Has, O4YeHb [J0OPOCOBECTHO  OTHOCAWQAACA K  yyebe feBywika. [lo  pe3ynbTa-
Tam NPOMEXYTOYHbIX aTTecTauuii MnokasblBasia TO/IbKO XOPOLUME M OT/IMYHblE pe3y/bTa-
Tol. AN Hee XapakTepHO MbITAMBOE  M3y4eHWe BCeX MNPeAMETOB,  MCMO/b30Ba-
HUe JOMOMHUTENIbHOM  NUTepaTypbl, camoCToATe/IbHas MOArOTOBKA  MHTEPECHOro
1 NO3HaBaTeNlbHOro mMartepuana K Havbonee TpyaHbIM TeMam. OHa Bcerfa 406pocoBeCTHO Bbl-
nosiHANa AOMallHee 33afaHue, MposBaAna aKTUBHOCTb Ha 3aHATUAX, aKKypaTHO ogopmnsna
KOHCNEKTbI Mo BCeM npegmetaM. HuKorga He onasfbliBasia Ha 3aHATUSA, He 1MMena npornycKos
6e3 yBaXXMTe/bHbIX NPUYNH. BHELWHWA BMA - BCerga onpateH. Bexxnvea ¢ npenogasaTensimu,
[PY>XeCcKne OTHOLLEHNA CO CBEPCTHUKaMMU.

Ha oCHOBaHMM BbILLEN3/IOXKEHHOTO, CUMTaeM, YTO MapuHa MOXET YCneLwHo paboTaTb
[eNonpoun3BoAnTENEM, TaK Kak 06/1a4aeT He06X0AMMbIMU NIMYHBIMI KavecTBamu 1 npogeccu-
OHa/IbHLIMW HaBbIKaMW.

JvpekTop noanuch A.B. Ko3bMUH

MacTep rpynnbl noanuncb M.M. Cmonsak
M.IT.



O6pa3seL-3Ta/oH [/19 BTOPOro BapuaHTa

Ounpektopy OAO «XnUMNpom»
lNeTpoByA.M.

CMupHoBOW MapuHbl AneKcaHapPOBHbI
MpoXuBatoLLel No agpecy: 666321

n. 3anapu, yn. 3aBoackas, 4. 8 k. 12

3AABJIEHUE
MpoLy NPUHATL MeHs Ha paboTy AenonpounssoanTenemM B KaHuenspuio ¢ 01.10.2012.

25.09.2012 noanuch

O6paseL-3Ta/I0H /191 BTOPOro BapuaHTa
OAO «Xumnpom»

MPNKA3

30.09.2012Ne1280k
r. CasgHck

O npvieme Ha paboTy

MPUHATD:

CmupHoBy MapuHy AnekcaHpOBHY AenonpoussoguTenem B KaHuenapuio ¢ 01.10.2012 Ha
MOCTOAHHYIO paboTy. Onnarta TpyAa COrnacHo LUTaTHOMY PacrmcaHuio.

OcHoBaHve: nu4yHoe 3asBreHne CmnpHoBoM.A. ot 25.09.2012 ¢ BM30IM HavaslbHUKa OTAena
kagpos V.B.MBaHoBa.

AupekTop nognuck A.M.lNeTpoB

C npukasom o03HakomeHa nognucs M.A.CMypHOBa
01.10.2012



Oopaszey-amanon 0na mpemoezo 6apuanma

HavanpHuky kaHuenspuu
Muxaitnosoit A. I1.
3ASABJIEHUE

[Ipomy Bac mepeBecTH MEHS ACNONPOU3BOAUTEINS KAHLICISIPUM CEKPETAPEM HAaYaIbHUKA
mexa Ne 5 ¢ 10.10.2013 B cB4I3H ¢ BaKaHCHEH.

Henonpoussoaurens noanuch M.A.CmMupHoBa
05.10.2013

Oopaszey-asmanon 01
mpembe2o sapuanma

OAO «Xumnpom»

[TPHUKA3
06.10.2013Ne 1380k
r. Casguck

O nepeBoae

[TEPEBECTMU:

CmupHOBY MapuHy AlEKCAaHAPOBHY ACTOTNPOHM3BOIUTEN KAHUEIAPHUH CEKPETApeM Hadallb-
Huka mexa Ne 5 ¢ 10.10.2013 Ha mocTossHHYI0 padotry. Omnata Tpyjaa COTIACHO IITATHOMY
pacnucaHuIo.

OcHoBanue: muuHOe 3asaBiaeHue CMupHOBOMM.A. oT 05.10.2012 ¢ Bu30H HavalbHUKA 1iexa No
5 IIpoxoposaC.C.

Hupextop noanuce A.M.Iletpos

C mpuxkazom o3zHakomieHa nognuce M.A.CmupHOBa
07.10.2013




Oopaszey-amanon 015 uemeepmozo apuUaAHma

OAO «Xumnpom»

[MTPHUKA3
05.03.2014Ne 550k
r. Casguck

O noompeHun

3a 10OPOCOBECTHOE OTHOIIEHUE K Pa0OTE U B MPEIIBEPHH MPA3THHAKA 8 MapTa

[TOOIIPUTH:

CmupHoBy MapuHy ANekcaHIpPOBHY CEKpeTaps HadalbHHKa 1iexa Ne 5 eIMHOBPEMEHHBIM
Bo3HarpaxkaeHueM B cymme 10 000 (mecaTp ThICAY) PyOIIEH.

Hupextop noanuce A.M.Iletpos
['m. 6yxranrep moammuck 3.1. Bacuna

Qopaszey-amanon 011 namozo eapuanma

OAO «Xumnpom»

[TPHUKA3
10.04.2013Ne 1120k
r. Casguck

O KOMaHAMPOBAHUU COTPYIHUKA

JUit TOBBITIEHUS KBATH(DUKAITHH

KOMAH/IUPOBATD:

CmupHOBY Mapuny AnekcaHIpoBHY, ceKpeTaps HadaibHUKa 1exa Ne 5 B MpkyTckuil monu-
TEXHHUYECKUM YHUBEPCUTET HA KypChbl HM3yYE€HHUs HOBBIX KOMIIBIOTEPHBIX TEXHOJIOTHHM C
15.04.2013r. mo 15.05.2013.

Omnara TpyJa ¥ KOMaHJAUPOBOYHBIX pacxoaoB coraacHo cT. 168 K3o0T.

Hupextop noanuce A.M.Iletpos
['nm. 6yxranrep moammuck 3.1. Bacuna

C npukazom
o3HakomiieHa noanuch M.A. CmupHOBa




10.04.2013

Obpasey-amanon 013 wiecmozo eapuanma

HavanpHuky mexa Ne 5
ITpoxoposyC.C.
3ASABJIEHUE

[Ipomry yBOMMTE MEHS 1O COOCTBEHHOMY JkenaHuro ¢ 25.11.2016 B cBA3M ¢ IEpEMEHOM MecTa
JKATEIIbCTBA.

Cexpetaps noamuch M.A. CMmupHOBa
11.11.2016

Obpasey-amanon 013 wiecmozo eapuanma

OAO «Xumnpom»

[MTPHUKA3
24.11.2016 No 1430k
r. Casguck

OO0 yBONbHEHUH

YBOJIUTD:

CmupHoBy MapuHy ANeKCaHIPOBHY CEKpeTaps HauaiabHUKa 1exa Ne 5 ¢ 25.11.2016.
OcHoBanue: nuuHoe 3asBieHue CmupaoBoid M.A. ot 11.11.2016 ¢ Bu3oi HauanpHHKA 1exa No
5 IIpoxoposaC.C.

Hupextop noanuce A.M.Iletpos
C mpuxkasom o

3HakomyieHa noanuch M.A. CmupHOBa
25.11.2016

CamocrosTensHas padoTa 00y4JarOmIETocs MO COCTABICHHUIO B O(OPMIIEHHIO KaAPOBBIX TOKY-
MEHTOB OIICHHBACTCA:

3a IPaBUITbHBIA KOMIUIEKC UCIIOJIb3YEMBIX PEKBH3HTOB — 5 OAJIIOB;

2 ommOku — 4 6amna; 3-4 omuOKH — 3 Oaa.

- AHanu3 paboTHI yYAIIMXCS 110 TOCTHKEHHIO TIOCTABIEHHOW LIEH.




- OueHKa MOTOKHUTETBHBIX H OTPUIATETHHBIX MOMEHTOB.
- OOBABIIEHHE OLEHOK M KOMMEHTAPHH K HHAM.
- YOoopka pabouero mecra.
3.3.4. YueGHO-MeTOAMUYecKOe o0ecreyeHHe CaMOCTOSITeIbHOM padoThI
00y4YarIIUXCS M0 AUCLHUIIMHE U (WJIH) MOAYJIH0

Buasr camocToATenbHON paboThl 0OYYArOTIHMXCS: BHEAYIUTOPHAS, 3aKITFOYACTCS B HHH-
[UATABHOM TOWCKEe WH(OPMAIMH O HAWOOJIeE aKTyaJbHBIX MPOOIIEMax, KOTOPbIE HMEIOT
OOJBIIOE TPAKTHYECKOE 3HAYECHHE W ABIAIOTCS MPEIMETOM AMCKYCCHH B PaMKax H3y4aeMOu
TUCIMTTUTAHBI ¥ (UITH) MOIYJIS.

@OopMBI CAaMOCTOATENBHON PA0OTHI OOYYAIOMIMXCS: PEIIEHHE 3a/a4, BBITOJIHEHUE Te-
CTOBBIX 3a/JaHUH, TIOATOTOBKA pedepaToB, TOKIAIOB, BOIPOCOB U OOCYKIEHUH I JTUCKYC-
CHH.

CamocTrosTenpHas pad0Ta IJIAHUPYETCS B COOTBETCTBHH C KAJIEHAAPHBIMHU TIAHAMHU Pa-
004eH MPOrPaMMBI TI0 TUCHHUIUTHHE U B METOJAMYECKOM €THHCTBE C TEMATHKOW YI€OHBIX ayIH-
TOPHBIX 3aHATHH.

3.3.5. MeToanuyeckue YKa3aHusi 10 0CBOEHUI0 THCHUIIMHbI U (MJIH) MOIYJIHO
Bun  ydeOnbix | Opranusanus AesiTeNbHOCTH CTYACHTA
3aHATHH

Jlekusa Hanucanne kOHCHEKTa JEKUUU: KPATKO, CXEMATHYHO, MOCICA0BATEIBHO
(PUKCHPOBATH OCHOBHBIC TIOJIOKEHHS, BHIBOJIBI, (DOPMYITHUPOBKH, 00001IIe-
HUS; TIOMEYATh BAYKHBIE MBICIH, BBIACIATH KIFOUEBHIE CIIOBA, TEPMHUHBEL.
[IpoBepka TEPMUHOB, MOHATHWA C MOMOIIBK) SHUMKJIONEAUM, CIOBApPEH,
CIPABOYHMKOB C BBINMCHIBAHUEM TOJKOBAHHUH B TeTpaab. OO03HAYHTH
BOTIPOCHI, TEPMHHBI, MAaTE€PHAJ, KOTOPBHIA BBI3BIBAET TPYAHOCTH, TIOME-
THTh W TNOMBITATECS HAWUTH OTBET B PEKOMEHAYEMOM nutepatype. Eciam
CAMOCTOATENIFHO HE YAAeTCs pa3oOpaTrbcs B MaTepuane, HEOOXOIUMO
copMynHpOBaTH BOTIPOC M 33/JaTh MPETOAABATEIIO0 HA KOHCYJIbTALIHH,
Ha MPAKTHYECKOM 3aHATHH. Y JENHTh BHUMAHHUE CIIECIYIOIIAM MOHATHAM
(nepeuucnenue nonssimuii) u ap.

[Tpaktnyeckue | [IpopaGoTka padodeit mporpamMMmsbl, YACHAs 0CO00€ BHHMAHHE IICIAM H
3aHATHU 3aJa49aM CTPYKTYPE M COACPKAHUIO AUCIHIUIMHBI U (WnH) Moaymo. Kon-
CHEKTHPOBAHHE UCTOYHHUKOB. Pa00Ta ¢ KOHCTIEKTOM JIEKIMH, TIOATOTOBKA
OTBETOB K KOHTPOJBHBIM BOIIPOCAM, IIPOCMOTP PEKOMEHIYEMOH IHTEPa-
TYpPBL, pad0Ta C TEKCTOM (VKa3ams MexKcm U3 UCMOYHUKA U Op.). PEIIeHHUE

3a]0a4 U Jp.
CamocTosTenb- | 3HAKOMCTBO C OCHOBHOM M JONOJHHUTENBHOM JIUTEPATYPOH, BKIIOUAsA
Has pabora CIPABOYHBIC M3/IAHUSA, 3apyO€KHBIE HCTOYHHKH, KOHCIIEKT OCHOBHBIX TTO-

JIOKEHUH, TEPMHUHOB, CBEJCHUH, TPEOYIOTINX I 3aTIOMHUHAHHS U SBJIS-
FOIUXCA OCHOBOIIOJIATAIOINUMH B 3TOH TeMe. COCTaBlIEeHHE aHHOTALUH K
MPOYUTAHHBIM JINTEPATYPHBIM HCTOYHUKAM U JP.

[ToarotoBka « | [Ipm moaroroske k 3a4eTy HEOOXOJAUMO OPHUEHTHPOBATHCS HA KOHCTICKTHI

3a4ETy JEKUUH, PEKOMEHYEMYIO JINTEPATYPY U AP.




4. OPTAHU3ALUOHHO-NIEJATOI'MYECKHUE YCJOBUA
4.1. MaTepuanbHO-TEXHUYECKHE YCJAOBHS PeaTu3aly NPOrpaMmsl
CriertnaibHpIe TTIOMETIEHHS, YKOMIIEKTOBAHHBIE CIIEIHAIM3UPOBAHHON MEOCIBI0 U TeX-
HUYECKAMHU CPEICTBAMHU OOYYEHHS, CIYKAIMUMH JJIs TPEICTABICHUA YieOHOW HHpOpMAaImH

OONBIION Ay TUTOPHH

HaumeHoBaHue crienu-
AJIbHBIX OMEIEeHHH U
MNOMeIleHUH )11 CaMOCTO-
sITeJIbHOI paGoThbl

OcHaleHHOCTDh crelHaNdbHbIX MOMeLIeHUl 1
noMelieHHil Al CAMOCTOSITeIbHOI paboThbl

YuebHas ayamTopus Ui
NPOBEACHUA 3aHATUH JIEK-
muOHHOTO THIa Ne 3

CrermanusupoBanHas meOens Ha 100 mMOCamOYHBIX MECT,
JTOCKa HacTeHHas, Kadeapa, padbouee MECTO MPETOIaBaTEIs.
CoctaB 000pya0BaHus paOOUYETO MECTA!

- [Ipoextop EPSON EB-X18;

- DkpaH ScreenMedia (MOTOPU3UPOBAHHBIN);

- Kosonku Microlab;

- KponmTeiin, kabenmn KoMMyTaIum,

- Jlmuk moa mpoeKTop;

- Slimuk o Kadeu;

- HoytOyk npemoaBarens.

JlaGopaTopust  mpUKITaTHOU
nHpOpMATHKH U HHPOpPMa-
MAOHHBIX TeXHOJOTHH No
312

[Tomemenne nansg XpaHEHUS
U TPOPUITAKTHIECKOTO 00-
CIy’)KHBaHHA y4eOHOTO 000-
pynosanus Ne 306

Crermanu3upoBaHHast MeOeb, KOMITBIOTEPHI B COOpe C BO3-
MOKHOCTBIO TIOJIKITIOUeHH K ceTH «HTepHeT™ M obecmeye-
HUS  JOCTYyma B JJEKTPOHHYIO  WH(OPMAIMOHHO-
00pa30BaTENBHYIO CPEAY OPTaHU3AIHH.

CoctaB 000pya0BaHHs paOOUYETO MECTA!

- CHCTEMHBIH OJI0K;

- MOHHTOD;

- KIIABUATYPa,

- MBIIIIb.

[TpoekTopSONY vpl-sx236+15m VGA kabenb, HHTEPAKTHB-
Has nocka TRACEboardTS-4080L (ycTaHOBHEHBI HA KOM-
mpIOTEPE Tpenonasarens), Jlocka wHTepakTuBHas Webster,
KOJI 000000000001921, WHBEHTaPHBIN HO-
Mep000000159990591, Buneokamepa KymonbHas.
Uudopmarmonnsie creHasl «O0maunpie TexHomoruu 1 Cy,
«Apxurekrypa mmatgopmer 1 C: Ilpeampusatue 8.3.2.»,
«BzanmoaercTBHE MOOHIBHOTO NPHIIOKEHHs ¢ 0a301 1 Cy,

Ilomemenua nus caMocCTOs-
TETHHOU PAOOTHI C BO3MOK-
HOCTBIO TIOAKITFOYEHHUS K
HuTepHeTY M 0OecTieyeHrEeM

AOCTyHa B  DIIEKTPOHHYIO
WH(POPMAIIMOHHO-
o0Opa3oBaTeNbHYIO cpeny

benropoackoro T'AY  (um-
TaJIbHBIE 3aJTbI OMOTHOTEKH)

Criermanu3upoBaHHass MeOENb; KOMIUIEKT KOMITBIOTEPHOU
TEXHUKH B cOope (cmcremHubr Ook: Asus PABGL-MX\Intel
Celeron, 1715  MHz\256 M6  PC2700  DDR
SDRAM\ST320014A (20 I'6, 5400 RPM, Ultra-ATA/100)\
NEC CD-ROM CD-3002A\Intel(R) 82845G/GL/GE/PE/GV
Graphics Controller, moruTop: Proview 777(N) / 786(N)
[17" CRT], xnaBuarypa, MbIlb.) B KonudecTse 10 eauHwHIL C
BO3MOKHOCTBIO TIOJIKITIOUEHHS K ceTh MHTEepHEeT M 0Oectme-
YeHWs JOCTYNa B  JJIEKTPOHHYID  HH()OPMAIHOHHO-




oOpasoBatenbHyI0 cpeny benropoackoro 'AY; HacTteHHBIH
mnasMeHHbid  TeneBu3op SAMSUNG PS50C450B1 Black
HD (mmaronams 127 cm); aymmo-puaeo kademp HDMI

KoMmjieKT JIMLIEH3MO0HHOT0 MPOTrPAMMHOIr0 o0ecrieveHust

VYyeOHas aymuTopust it
MPOBEACHUA 3aHATHHU
nekimoHHoro tamna Ne 3

Office 2016 Russian OLP NL Academic
Ne31705082005 ot 05.05.2017(0eccpodHsbiit),
Microsoft Imagine Premium FElectronic Software Delivery —
CyOmuen3uoHHbi  koHTpakT Ned ot 17.04.2017 r. CAO
«CodrJlatHTpaiiny,

[1O Anti-virus Kaspersky Endpoint Security nnst 6usneca. [Ipo-
mienne. OOpasoBaHHUE., KOHTPAKT Ha mMOCcTaBKy ToBapa Nell ot
06.10.2017

Edition

JlaGoparopust  mpuKIA-
HOW WH(OPMATHKUA U HWH-
(OpMAIMOHHBIX TEXHOJIO-
rui Ne 312

[Tomemenne g xpane-
HUSA U TPOPUITAKTHIECKO-
ro OOCTy)XUBaHUA y4eO-
HOTO 000pPYAOBaHHS

Ne 306

- MS Windows WinStrtr 7 Acdme Legalization RUS OPL NL.
Jorosop Nel80 ot 12.02.2011. Cpok ACHUCTBHUA JNHUICH3UH —
OeccpoUHo;

- MS Office Std 2010 RUS OPL NL Acdmec. [Jorosop Nel80 ot
12.02.2011. Cpok neHcTBUA TUIIEH3UH — OECCPOYHO;

Anti-virus Kaspersry Endpoint Security nnst 6msneca (Cyomnu-
eH3uOHHBIH aoroBop Noe28 ot 08.11.2018) — 522 nuneH3ws.
Cpok nevicteus nuieH3uu ¢ 08.11.2018 mo 08.11.2019;

CIIC KoncymprantlLimoc: Bepcus pod. Koncynerant Ounan-
cuct. Koncymprantllnroc: KoHcynbrammm st 010 KETHBIX Op-
raau3anuid. Jlorosop ot 01.01.2017. Cpok aevictBust — Oec-
CPOYHO;

HNudopmarmonHo npaBoBoe odecnieueHue «l apant» (s yueo-
Horo mponecca). JJorosop NeDIIC-12-119 ot 01.09.2012. Cpox
JEUCTBUS — OECCPOYHO;

STATISTICA Ultimate Academic Bundle 13 for Windows Ru
ceteBas Bepcus. CyOnmuueH3WOHHBIH g0oroBOpP Ne25 ot
09.06.2017. Cpoxk nevictus nuneHzuu 10 14.05.2019.

Ilomemenna pmma  camo-
CTOATENTFHON PabOTHI ¢
BO3MOKHOCTBIO  TIOJKITFO-
yeHud k UMuTepnery wu
oOecrmieueHuEeM J0CTyTa B
SNICKTPOHHYIO HWH(pOpMa-
TUOHHO-
o0pa3oBaTeNbHYIO Cpexy
benropoackoro 'AY (uu-
TaNbHbBIE 3aJTbI OMOMHOTE-
K¥)

Microsoft Imagine Premium Electronic Software Delivery.
CyOmunensnonnsid morosop Ne937/18 Ha mepemady HEHCKITIO-
yuTenbHbIX NpaB  oT 16.11.2018. Cpok nedcTBUA NHLIEH3UU-
OeccpodHo.

MS Office Std 2010 RUSOPLNL Acdmc. [Jorosop Nel80 ot
12.02.2011. Cpoxk aeHcTBHSA MHIIEH3UN — OECCPOUHO.
Anti-virus Kaspersry Endpoint Security mns 6usneca (CyOmnu-
eH3UOHHBIN 7oroBOP Ne28 ot 08.11.2018).Cpok aeiicTBUs JTH-
nen3uu ¢ 08.11.2018 mo 08.11.2019

HUnudopmarmonHo npaBoBoe odecnieueHue «l apanm» (s yueo-
Horo mponecca). JJorosop NeDIIC-12-119 ot 01.09.2012. Cpox
JOEUCTBUS - OECCPOUHO.

CIIC KoncymprantlLmoc: Bepcus Ipod. Koncynprant Ounan-
cuct. Koncymprantllnroc: KoHcynbrammm st 010 KETHBIX Op-
ranu3anuid. Jloroop ot 01.01.2017. Cpok nelicTBusi - Oec-
CPOYHO.

RHVoice-v0.4-a2 cunTesarop peun




Mporpamma Balabolka (portable) gns uTeHWa Bcnyx TEKCTOBbIX

(haiinos.

lNporpamma akpaHHoro goctyna NDVA
ONeKTPOHHO-6MONNOTEYHbIE CUCTEMBI

1) 36C «ZNANIUM.COM», porosop Ha okasaHue ycnyr Ne 0326100001918000018

¢ O6LLEeCTBOM C OrpaHUYeHHOW 0TBeTCTBEHHOCTbI0 «3HAHWYM» ot 25.12.2018;

2) IbC «AgriLib», nuueH3noHHbIN gorosop NellA[ 3/15 Ha npepocTaBfieHne [fo-

CTyna K 3M1eKTPOHHO-6M61moTevHon cucteme ®reOY BIMO PIrA3Y ot 15.01.2015;

3) 3BC «JlaHb», foroBop Nel4d ¢ O6LUECTBOM C OFpaHUYeHHOW OTBETCTBEHHOCTbIO

«3BbC NMaHb» oT 16.10.2018;

4) OBC «PykoHT», porosop No[C-284 ot 15.01.2016 C OTKPbITbIM aKUMOHEPHbLIM

obuiectBoM «LUKE»BMBKOM», ¢ 06WecTBOM C OrpaHW4YeHHOW OTBETCTBEHHOCTbIO
«AreHTcTBo «KHura-Cepsucy.

No

4.2. KagpoBoe obecrieveHne peanvsalmm nporpaMmmebl

OO YueHoe 3BaHMe, O6Lwmin Meparornye-  OnbIT paboThbl
o CTeneHb, CTaX CKW CTaX pa- Mo Npotunio
npenogasaTesniein
[IO/MKHOCTb paboTbl 60ThI Jilely
Mnakcuesa
CeeTnaHa LJOUEHT, K.3.H. 34 23 3
BnagmMmmnposHa

4.3. Y4ebHO-MeTOANYECKOE 06ecrneYveHe peanin3aunm NporpaMmmel
4.3.1 OCHOBHbIE UCTOYHUKN

.FOCT. FOCT P 7.0.8-2013. HauunoHanbHbI cTaHaapT P® Cuctema ctaHaapToB

no nHdopmauunun, 6MbnnoTedyHOMY U n3gaTenbCKoOMy aeny. [enonpon3BoicTBO
N apxuBHOe Aeno. TepmuHbl K onpedeneHus» (yTB. Mpukasom PenepanbHOro
areHTCTBa MO TEXHWYECKOMY PerynmpoBaHUKO M MeTponormm ot 17 oKTsbps
2013 1. No 1185-cT) [9nekTpoHHbIi pecypc] // CMC KoHcynbTaHTMOC. - Pe-
Xunm goctyna: http://bit.do/eCzhV

.FTOCT P 7.0.97-2016 «Cuctema cTaHAapToB No MHGopmaunum, 6uMbnmoTeyHomy

N n3gatensckomy geny. OpraHu3auMOHHO-pacnopaguTenbHas AOKYMeHTaums.
TpeboBaHust K 0hopMaeHn0 AokymeHToB» // CMNC KoHcynbTaHTINlOC. - Pe-
Xum goctyna: http://bit.do/eCzia

. «OK 011-93. OO6LEepoCCUNCKMIA KnacCUhUKaTop ynpaBneHYeCKON AOKYMEHTa-

unm» (yTB. NMoctaHoBneHnem MoccraHgapta Poccmm ot 30.12.1993 N 299) (pea.
01 06.12.2016)

. KasakeBuu, T. A. [JOKyMeHTaLMOHHOe O6GecrneyeHne ynpaBneHUs : yuyebHUK W

npaktnkym ana Cro / T. A. Kasakesud, A. . Tkanuy. - 2-e n3g., ucnp. n gon.
- M. : HOpair, 2017. - 161 c.
4.3.2. [1oNONHUTE/IbHbIE UCTOUYHNKMN

1 KapgpoBble [OKYMeHTbl: obpasubl ¥ 6naHkum 2017-2018 [D1eKTPOHHbLIA pe-
cypc] // kadrovik-praktik.ru. - Pexxum goctyna: http//bit.do/eCziN


http://bit.do/eCzhV
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
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2. OTNNYHbLIN ceKpeTapb. PaboTaeM ¢ JOKYMeHTaMW npaBuibHO! [O1eKTPOHHbIN
pecypc] // thebestsecretary.ru. - Pexum goctyna: http://bit.do/eCzi6

3. TMpumepbl 0OpPMIEHUA U YHUDULUMUPOBAHHbLIE (DOPMbl AOKYMEHTOB [3NnekK-
TPOHHbIN pecypc] // edou.ru. - Pexxum goctyna: http://bit.do/eCzje

4.3.3 'HTepHET-UCTOUYHUKN
1 CnpaBoyHaa npaBoBasa cuctema «KOHCYNbTaHTI10C». PexXxum
poctyna: http://bit.do/eyVci
2. CnpaBouHas cuctema «I"apaHT». Pexxum goctyna: http://bit.do/eyVcep

4.3.4. TNOCCAPUW

ABTO6MOrpatmsi - [OKYMEHT, B KOTOPOM B XPOHOMIOMMYECKO MOCNefoBaTeNlbHOCTM
NpeAcTaB/eHbl OCHOBHbIE 3Tarbl XXU3HW 1 AEATENbHOCTN KaHAWAaTa.

AIMWUHUCTPATMBHOE MNpPaBOHapyLUeHWe - NPOTMBOMPaBHOE, BUHOBHOE AeincTBue (6e3-
AeNCTBME) (DM3MYECKOr0 WM  HOPUAMYECKOTO /L@, 3a KOTOpOe YCTaHOB/eHa afMu-
HWUCTPaTNBHAs OTBETCTBEHHOCTb.

AKT - JOKYMEHT, COCTaB/EHHbI HECKONbKMMM TMLIAMI 1 NOATBEPXKAAIOLLNIA KOHKPETHbIE
(haKTbl UK AeCTBUS.

ApPXUB - yupexaeHne nnv CTPYKTYpHOE NOApa3feneHne opraHn3aumm, oCyLLECTBASIOLLEe
XpaHeHne, KOMMNNEKTOBaHWE, YYET 1 UCMONb30BaHWE apXMBHbIX JOKYMEHTOB.

ApXMB rocyaapCTBEHHbIN - (hefepasibHOE FOCYAapPCTBEHHOE YUPEXAEHNEe, CO3[aBaeMoe
MpaBnTensCcTBOM Poccuiickoin ®efepaumn (ganee - gegepanbHblii rocyfapCTBEHHBIA apXmB),
UMW rocyapCTBEHHOE yupexaeHne cybbekTa Poccuiickoii deaepaumm, co3aaBaemMoe OpraHom
rocyapCTBEHHOI BnacTu cybbekTa Poccuiickoii depepaumn (ganee - rocyaapCTBEHHbIA ap-
XMB cybbekTa Poccuiickoin deaepaumm), KOTOpble OCYLLECTBAAIOT XpaHeHWe, KOMMIEKTOBa-
HWE, YYeT 1 NCMO/Mb30BaHNE JOKYMEHTOB ApXMBHOro ¢oHda Poccuiickoii degepauym, a Tak-
e ApYruX apXmBHbIX AOKYMEHTOB.

ApPX1B BEAOMCTBEHHbII - YacTb [T0CYAapCTBEHHOrO apXMBHOrO hoHAa PD, sBnseTcs uc-
TOYHMKOM €ro MOMo/IHEHUS, HO He BXOAWT B CUCTEMY FOCYAapCTBEHHON apXMUBHOM CyXObl.

ApXuBHasi BbINUCKa - KOMWSI YaCTW TEKCTa apXMBHOTO AOKYMEHTa, O(opM/eHHast B
YCTaHOB/IEHHOM MOPSAKE.

ApXMBHas cnpaBKa - OPUUMa/IbHbIA AOKYMEHT, MMEIOLWMIA IOPUANYECKYD CUY U CO-
AepXalnii apxXmMBHYHO MHDOPMaLMI0 0 NpeameTe 3anpoca, C YKazaHMEM MOMCKOBbIX AaHHbIX
[OKYMEHTOB.

ApxuBHasi Konus - ouUManbHbIA AOKYMEHT apxvBa, BOCMPOMU3BOAALMIA TEKCT WA
N300paKEHNE aPXMBHOIO JOKYMEHTa C YKa3aHMEM ero NOMCKOBbIX AaHHbIX.

ApPXUBHOe [e/10 - OTpac/b AeSTENbHOCTY, 06ecneymBaroLLlas OpraHU3aLmio XpaHeHNs 1
CNOMb30BaHUA apXUBHbIX AOKYMEHTOB.

ApPXMBHbIA JOKYMEHT - MaTepuasibHbIi HOCUTE/b C 3aPUKCMPOBAHHON Ha HEM WHGOp-
MaLeid, KOTOpbIi MMeET PeKBM3WUTLI, MO3BOMAIOWME €r0 UAEHTUPUUMPOBATb, U NOANEXUT
XPaHEHMIO B CUY 3HAYMMOCTU YKa3aHHbIX HOCUTENS U MHopMaLMmn ANa rpaxaaH, obLectsa
W rocyaapcrea.

APXMBHbI (POH[, - COBOKYMHOCTb apXMBHbIX [OKYMEHTOB, NCTOPUYECKM WU NOTUYECKM
CBSAI3aHHbIX MeXay CO60iA.

ApPXMBOXPaHW/MLLE - CrieUmanbHO 060pyA0BaHHOE NMOMELLEHNE A1t XPaHEHUS apXMBHBIX
[OKYMEHTOB.

BnaHK [OKyMeHTa - Habop PEKBM3WTOB, WAEHTUPULUMPYIOLMX aBTOpa OMULMAaIbLHOrO
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MUCHMEHHOTO JOKYMEHTA.

biokupoBaHue nepcoHaMbHBIX JaHHBIX - BPEMEHHOE TIPEKPAIEHUE cOOpa, CHCTEMATH-
3allMM, HAKOTUIEHUSA, UCTIOJb30BaHUA, PACIIPOCTPAHEHHS NEPCOHATBHBIX JTAHHBIX, B TOM YHUCIIE
UX Mepeaayu.

BeaomMcTBeHHOE XpaHeHHe apXUBHbIX J0KYMEHTOB - XPAaHEHHUE APXUBHBIX TOKYMEHTOB
B BEJOMCTBEHHBIX apXHBaX, OCYIIECTBISIEMOE TOCYIAPCTBEHHBIMU U MYHHULIMIAIBHBIMHU Opra-
HU3aLMAMM B TEUEHUE NIEPUOJA, YCTAHOBIEHHOTO HOPMATUBHBIMU JOKYMEHTAMHU.

Buna noxkymeHTa - NpUHAIEKHOCTh MUCBMEHHOTO JTOKYMEHTA K CHCTEME JTOKYMEHTALUU
O MPU3HAKAM COJEPKAaHUA U LENEBOr0 Ha3HAUYEHHS.

Bua nucbMeHHOro 10KyMeHTa - NMPUHAIJIEKHOCTh TUCBbMEHHOTO JOKYMEHTA K CUCTEME
JOKYMEHTALMU IO MPU3HAKAM COJIEP’KaHMS U LIETIEBOTO HA3HAYECHMUSL.

Bu3a - HaaIHCh COOTBETCTBYIOMIETO AODKHOCTHOTO JIMIIA HA KAKOM-JTHOO TOKYMEHTE HITH
aKTe, yI0CTOBEPAIOIIAsA €r0 NOJTUHHOCTD WK MPUAAIOLIAs EMY CHITY.

Buza opuumnanbHOro 10KyMeHTa - PEKBU3UT JOKYMEHTA, BBIPAKAIOIIMKA COTNIACHE WMITU
HECOIIIACHE TOJDKHOCTHOTO JIMLA C COAECPKAHUEM JOKYMEHTA.

BHemiHue mpu3HaAKM [J0KyMeHTa - TIPU3HAKH, OTpakaromme (popMy u pasmep A0-
KyMEHTa, HOCUTENTb HH(OPMAIHH, CTIOCO0 3aIHCH, 3JIEMEHTHI 0(OPMIICHHS.

BuyTpeHHsisi onMCb JOKYMEHTOB [€J1a - YYETHBIM JOKYMEHT, COJAEP:KalIUN IEPEYEHb
JOKYMEHTOB JI€Nla C YKa3aHHUEM MOPAJKOBBIX HOMEPOB JOKYMEHTOB, X MHAEKCOB, HA3BaHUM,
JaT, HOMEPOB JTUCTOB.

BpemeHHoe XxpaHeHHe apXMBHbIX JOKYMEHTOB - XpPAHEHUE apXHMBHBIX JOKYMEHTOB JI0
WX YHUUTOXKEHUS B TEYEHHE CPOKOB, YCTAHOBIIEHHBIX HOPMAaTUBHBIMU ITPABOBBIMU aKTaAMHU.

BpemeHHbIii nepeBoa - TIEPEBO, BHI3BAHHBIN MPOU3BOACTBEHHON HEOOXOJAMMOCTBHIO HA
Cpok a0 1 MecsAna HAa HEOOYCIOBIEHHYIO TPYAOBBIM JOTOBOPOM PabOTy B TOM K€ OpPTaHH3a-
LUH.

BbineneHne J0KyMEHTOB K YHUUTOKEHUIO - BBISIBJIEHUE B MTPOLIECCE IKCIEPTU3BI HAYY-
HOHM M MPaKTHYECKON LEHHOCTU JOKYMEHTOB C UCTEKIIMMH CPOKAMHU XPAHEHHMA, YTPATUBIIUX
MPAKTHYECKOE, HAYYHOE MITH OOMIECTBEHHOE 3HAYEHHE, U OTOOP UX K YHHUTOKEHHIO.

I'paduk oTycKkoB - TOKyMEHT, OUITHAIBHO 3aKPETUIAIOIUHN pacTpeacTicHHEe U O4epea-
HOCTB OTITyCKOB PAOOTHUKOB OPTAHHU3ALMH HA TPEACTOSIMINN KaJICHIAPHBIN TOI.

I'pud - HaanwCch HA TOKYMEHTE WM WU3JAHHUH, OTIPEACIAIONIAs 0COOBIA TMOPSAAOK €r0 HC-
MOJIb30BAHMUSL.

I'pud orpannyenust 1ocTyna K 10KyMeHTY - PEKBU3HT O(PHUIHATBHOTO JOKYMEHTA, CBH-
JETENbCTBYIOMUN 00 0c0O0M xapakTepe WH(POPMAIUH, OTPAHUYHBAIONINN KPYT IMOJIh30BaTE-
JEU JOKYMEHTA.

I'pu¢ cekpeTrHOCTH - PEKBU3UTHI, CBUACTEIBCTBYIOIIUE O CTENEHU CEKPETHOCTH CBEJE-
HUH, CONEPIKANINXCSA B UX HOCHUTEJIE, MMPOCTABIAEMbIE HA CAMOM HOCHTENE W/HIH B CONPOBO-
JUTEIIBHOW TOKYMEHTALMH HA HETO.

I'pud cornacoBaHusi - PeKBU3UT OPHUIHMATBHOTO JOKYMEHTA, BBIPAYKAFOIIMNA COTIIACHE
YUPEXKIAECHUS UM €T0 OPraHa, He ABJAIOIIEr0ocs aBTOPOM JOKYMEHTA, € €r0 COJEPKaHUEM.

I'pud yrBep:kaeHUs1 - PeKBU3HT OPUIHMAIBHOTO JOKYMEHTA, PUAATOIIHA HOPMATHBHBIN
WJIM IPABOBOM XapaKTep €ro COAEPKaHUIO.

Jdata opuIIMANTBHOT0 JOKYMEHTA - PEKBU3UT OPHUIMATHLHOTO JOKYMEHTA, COACPKAIIUN
YKa3aHHOE Ha JOKYMEHTE BPEMs €r0 CO3IaHWSA W/ WM MOJNUCAHUA, YTBEPKIACHUS, TIPUHATH,
COTJIACOBAHMUSA, Oy OJIMKOBAHHA.

JleJ10 - COBOKYMHOCTh TOKYMEHTOB WM JOKYMEHT, OTHOCSAIIUXCS K OHOMY BOINPOCY HMIIU
YYaCTKY JIEATENBHOCTH, TIOMEIICHHBIX B OTACIBHYIO OOJIOKKY.

Jenonpou3BoACTBO - JOKYMEHTAIIMOHHOE 00ECTICYeHHE YIPABIEHUS; OTPACHb JEATENb-



HOCTH, 00€CTIEeYMBAIOMIAs JOKYMEHTHPOBAHUE W OPTAHU3AIIHIO PA0OTHI ¢ OPHUIMATBEHBIMU J10-
KYMEHTaMHU.

JMCUMIUIMHAPHBIA MPOCTYNOK - HEUCNOTHEHUE WM HEHAJIEKAIIEE HCIONHEHHUE pa-
OOTHHKOM TIO €T0 BUHE BO3JIO’KEHHBIX HAa HETO TPYJOBBIX 00A3aHHOCTE.

JloBepeHHOCTb - JOKYMEHT O NPEJOCTABICHUH MPaBa JOBEPEHHOMY JIMILy Ha COBEPIIEHHUE
KaKUX-THO0 AEWCTBHN OT JHLA JOBEPHUTENS (TTPETPHATHS WIH TPAKIAHUHA).

JloroBop (KOHTPAaKT) - JOKYMEHT, NPEACTABILIIONIHN COOOH COTJAIEHHe CTOPOH 00
YCTAaHOBJICHHH U PETYTUPOBAHUN KAKHX-JIMOO OTHOIIECHUH.

JlokaaHas 3aMUCKa - JOKYMEHT, apECOBAHHBIN PYKOBOJCTBY, COAEPKALINI U30KEHUE
KaKOT0-JTHOO BOTIPOCA C BBIBOJAMH U TIPEUTOKEHUAMHU COCTABUTEIIS.

JIOKyMeHT - JOKyMEHTHpOBaHHAas HWHpOpMamms, 3apUKCHPOBAHHAA HA MATEPHATBHOM
HOCHTENE HHPOPMAIHS C PEKBU3UTAMH, TTO3BOJIAIOIUMH €€ WACHTH(UIUPOBATS.

JIOKYMeHT ayAnOBH3YaJIbHBIH - TOKYMEHT, COACPIKAIINN H300Pa3UTENbHYIO U 3BYKOBYIO
WH(POPMALHIO.

JIoOKyMeHT BHYTPeHHHI - OQHUIMATbHBIA JOKYMEHT, HE BBIXOIAIINH 32 TIPEAEITBI TTOr0-
TOBUBLIEW €r0 OPraHU3aLUH.

JIOKYMEHT BpeMeHHOI0 XpaHeHUs] - TOKYMEHT C YCTAHOBIIEHHBIM CPOKOM XpPAHEHUs, MO
HCTEYEHUU KOTOPOTO OH MOJIEKUT YHHUUTOKEHHIO.

JIOKYMEHT BXOASILLIMIA - TOKYMEHT, MOCTYNUBIIMHA B YUPEKIACHHE.

JlokyMeHT rpaduyeckuii - H300pa3UTENBHBIA JOKYMEHT, B KOTOPOM H300pak€HHE T10-
KyMEHTA MOJy4Y€HO MOCPEACTBOM JIUHUM, IITPUXOB, CBETOTEHH.

JIoKyMeHT 1y0/1eTHBII - OJJUH U3 3K3EMIUIAPOB KOMUU JTOKYMEHTA.

JIoKyMeHT u300pa3uTe/IbHbIA - JOKYMEHT, COAECPX AWK HH(POPMALHIO, BHIPAXKEHHYIO TIO-
CPEICTBOM H300PaKEHUS KAKOTO-THO0 00BEKTA.

JIOKYMEHT KOH(HUIEHUHAJIbHBIN - TOKYMEHT, COACPKAIMUN CBEICHHS, H3BECTHBIE TOJIb-
KO ONPEJENEHHOMY KPYTY JIMLI, HE MOAJIEKAIINE OrNacKe, AOCTYN K KOTOPOMY CTPOTO OTrpaHu-
YEH.

JIOKYMeHT UCXOASIIUIA - OQHUIHATHHBINA TOKYMEHT, OTIPABISAEMBIA U3 YUPEIKICHHA.

JIOKYMEHT MAIUIMHOMUCHBII - TUCBMEHHBIN JOKYMEHT, NMPU CO3JAHUU KOTOPOTO 3HAKH
MUCHhMA HAHOCAT TEXHUYECKUMU CPEACTBAMHU.

JIOKYyMEHT Ha MAlLIMHHOM HOCHUTeJ/e - JTOKYMEHT, CO3JJaHHbII C UCMONb30BAHUEM HOCH-
TEJIeH W CIOCOOOB 3amHCH, OOSCIICUMBAIOIINX OOPaOOTKYy €ro HWH(pOpPMAIMH SIEKTPOHHO-
BBIYHCIIHTEIBHON MAIIHHOM.

JIoKyMeHTallMOHHoe o0ecreueHre CUCTeMbl YIIpaBJeHus MepcoOHaIOM - OPraHHU3aLUs
padoTHI C TOKyMEHTAMH, OOPANIAOIIUMHUCS B CUCTEME YTIPaBICHUA repcoHanom. Ero ocHoBoi
ABIIAETCA KaJApOBOE AENOMPOU3BOICTBO.

JIoKyMeHTOrpamMMma - JOKYMEHT, OTPAKAIOIMUK COCTaB PAdOT 10 KaKOW-THO0 PyHKIMH U
JBWKEHHUE, COMPOBOKAAIOIIETO KOMIUIEKCA TOKYMEHTOB.

JIOKYMEeHTbI M0 JUYHOMY COCTaBY - JOKYMEHTBI, OTPaXXarOUIUe TPYJOBbIE OTHOLIEHUS
paboTHHKA ¢ padOTOIATENEM.

JIOKYMEHT MOCTOSIHHOI0 XpaHeHUsl - JTOKYMEHT, KOTOPOMY B COOTBETCTBHUU C HOpMa-
TUBHBIMHU JTOKYMEHTAMH U UHBIMH ITPABOBBIMHU AKTAMH YCTAHOBIIEHO OECCPOYHOE XPAHEHHE.

JIOKyMeHT NHCbMEHHbIH - TEKCTOBBIM JOKYMEHT, HH(pOpMamus KOTOPOro 3aduk-
CHUPOBAaHA TFOOBIM THIIOM THCHMA.

JIOKYMEHT PYKOMUCHBII - MUCBMEHHBIH JOKYMEHT, IPH CO3JAaHUM KOTOPOrO 3HAKHU
MUACHhMA HAHOCAT OT PYKH.

JIOKYyMEHT TEKCTOBBIl - JOKYMEHT, COJAEpKamui pedeByro wuHpopmaimio, 3aduk-
CHUPOBAHHYIO JTFOOBIM THITOM MUCHMA HITH JIFOOOHM CHCTEMOH 3BYKO3AIHCH.



JIoKyMeHT o(pHUHAJIbHBIN - JOKYMEHT, CO3JaHHBIN FOPUANYECKUAM HWIH (PU3HIECKUM JTH-
oM, OpOPMIIEHHBIN B yIOCTOBEPEHHBIN B YCTAHOBICHHOM TIOPSAIKE.

JIOKYMeHT MOAJTUHHBIN - TOKYMEHT, CBEACHHA 00 aBTOPE, BPEMEHH M MECTE CO3JAHHUS
KOTOPOTO, COAEPKALIUECS B CAMOM JOKYMEHTE WJIM BbIIBJIEHHBIE UHBIM IyTEM, MOATBEPKIA-
FOT JOCTOBEPHOCTD €r0 MPOUCXOMKICHUA.

JIOKyMeHT cityske0OHbIil - OpHUIManbHBIN JOKYMEHT, UCTIONB3yEMbIH B TEKYIIEH AesITeINb-
HOCTH OPTaHU3ALUH.

JlokyMeHTaIbHbII (OHA apXuBa - COBOKYITHOCTh JOKYMEHTOB, OOpPa3yIOLIMXCS B JIEs-
TENPHOCTH IOPUANIECKOTO WK (PU3HIECKOTO JTUIIA.

JIokyMeHTUpOBaHUE - 3amuch HWHPOPMAIMM HA PA3NMHYHBIX HOCHUTEIAX IO YyCTa-
HOBJICHHBIM NIPaBHJIAM.

JloKyMeHTUpOBaHHUeE - PETTIAMEHTHPOBAHHBIN TIPo1iecC (PUKCAMK HA PA3ITIMIHBIX MaTEPH-
ATBHBIX HOCUTEIIX M O(OPMIIEHUS HA OCHOBAHWH YCTAHOBJICHHBIX TPEOOBAHUHM M HOPM BCEH
HEOOXOAMMOH IS YITPABIIEHYECKOH EATENBHOCTH HH()OPMALIHH.

JIoKyMeHTUpOBaHUE YNPAaBJIeHUS MEPCOHAJIOM - TIPOIIECC CO3TAHUSA TOKYMEHTOB, 00€ec-
MEYUBAIOIINX PEIIEHHE 3a/1a4 110 O()OPMIICHHIO KaIPOBBIX ITPOLIECCOB.

JIoKyMeHT0000pOT - IBKEHHUE JOKYMEHTOB B OPraHU3alMU C MOMEHTA UX CO3/IaHUA MU
MOJTyYE€HHA 1O 3aBEPIICHUS UCTIONHEHHS WU OTIIPABICHHUS.

JLOJI5KHOCTHAs1 HHCTPYKLUSA - IPABOBOM aKT, M3JaBAEMBIM OPraHU3alMEN B LEIIX Periia-
MEHTALMH OPTaHU3AMUOHHO-TIPABOBOTO TIOJIOKEHUS PAOOTHHKA, €r0 00S3aHHOCTEH, MPaB, OT-
BETCTBEHHOCTH M 0OECTICUHBAIOIIUH YCIOBUA A1 €70 3P PEeKTHBHON PaOOTHI.

Joctyn kK MH(pOpMaLHMH - BO3MOKHOCTH TOTy4YeHNS HHPOPMALIMH U €€ UCITOTb30BAHUS.

JlocTyn K apXMBHBIM A0KYMEHTaM - IIPEIYyCMOTPEHHbIE HOPMATUBHBIMU TOKYMEHTAMU
YCJIOBHA MCMOIb30BAHUA APXUBHBIX JTOKYMEHTOB.

Jy0MKaT JOKyMeHTa - TMOBTOPHBIM SK3EMIULAP MOJJMHHUKA JOKYMEHTA, WUMEHOIIUN
FOPUIHYECKYIO CHITY.

Eaununa yyera apXuBHbIX J0KYMEHTOB - €/IMHHLIA U3MEPEHUA KOJTUYECTBA JOKYMEHTOB
B apXHBE.

EauHnua xpaHeHUs apXHBHBIX JOKYMEHTOB - YUETHAs M KIACCU(UKAITHOHHAS €IUHU-
1a, MPeACTaBIAromas co0oil pusudaeckn 000COONEHHBI JOKYMEHT HIIH COBOKYITHOCTh JOKY-
MEHTOB, IMEIOIIAsA CAMOCTOSTEIIbHOE 3HAYECHHUE.

Kanoba - npocs0a TpakJaHNHA O BOCCTAHOBJICHWH HJIH 3aIUTE €r0 HAPYIIECHHBIX TPAaB,
CBOOOT MITH 3aKOHHBIX HHTEPECOB APYTHX JIHII.

3aBepeHHasi Konusi AOKYMEHTA - KOIUs JOKYMEHTa, HA KOTOPOH B COOTBETCTBHH C yCTa-
HOBIIEHHBIM TIOPSAKOM TPOCTABIAIOT HEOOXOIWMBIE PEKBU3UTHI, MPHIAIOIINE €U IOpHINYE-
CKYIO CHILY.

3aros0BoK fesia - KpaTkoe 0003HAYEHHUE CBEJICHHH O COCTABE U COAECPKAHUH JOKYMEHTOB
B JIETIE.

3aro/10BoK 0(pMUHAILHOIO JOKYMEHTA - PEKBU3UT JOKYMEHTA, KPATKO U3Jararolivii ero
COJIEPKAHHE.

3asiBjieHHe - Mpoch0a TPAKIAHNHA O COACHCTBHH B PEATM3ALMU €70 KOHCTHTYIIMOHHBIX
MpaB U CBOOO/I WM KOHCTUTYIIHOHHBIX MPAB U CBOOO APYTHX JIHII, THOO COOOIEHUE O HApY-
OICHWW 3aKOHOB W WHBIX HOPMATHBHBIX TPABOBBIX aKTOB, HEAOCTaTKax B padoTe rocynmap-
CTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CaMOYTIPABIECHHUA U JODKHOCTHBIX JIUL, JTHOO KPUTHKA
JESITENBHOCTU YKa3aHHBIX OPTraHOB U JOJDKHOCTHBIX JIULL.

3oHa yHupuuupoBaHHoii (GopMbI JOKYMEHTA - YacTh TUIOMIATH YHU(PHUITUPOBAHHON
(hOpMBI TOKYMEHTAa YCTAHOBIIEHHOTO pa3Mepa, MPeAHA3HAYCHHAS JIJIA 3aMOJTHEHUS OTIPEAeTIeH-
HBIMHU PEKBU3UTAMHU.



HNupexc nena; Homep aena - mudposoe W/unu OyKBeHHO-IU(POBOE 0003HAUCHHUE JETIA B
HOMEHKJIATYPe JIENT OPTaHU3ALMH, HAHOCUMOE Ha €T0 00JIOKKY.

NucTpykuust - TPaBOBOM aKT, COAEPKAIWA TMPaBUJIA, PETYJIHPYIOIMIHE OpPraHu3a-
HUOHHBIE, HAYYHO-TEXHUYECKHUE, TEXHOIOTHYECKHE, (PMHAHCOBBIE W WHBIE CIIEIHAIBHBIE CTO-
POHBI AEATETHFHOCTH YUPEKICHHH, OPTaHWU3ALNHN, MPEINPHATAN, WX TOAPA3ACIICHUH, CITyXKO,
JODKHOCTHBIX JIUIL ¥ TPAYKIAH.

HNHcTpykums mo Aenonpou3BoACTBY - JOKYMEHT, YCTAHABIHMBAIOIMINK 00IIHe TpeOoBa-
HUSA K PYyHKOMOHUPOBAHUIO CITYXKO TOKYMEHTAMOHHOTO 00ECTICUEHHS YIIPABJICHHA, JOKYMEH-
TUPOBAHUIO YITPABIIEHYECKOH JEATENHHOCTH U OPTaHU3AIMH PAOOTHI C JOKYMEHTAMH.

Nudopmanmns - cBeneHus (COOONICHHS, TaHHBIE) HE3aBUCHMO OT (DOPMBI UX TIPEICTaBIIE-
HUSL.

HNudopmaunoHHbIii MaccuB - HA0OP JAHHBIX OJHOW (HPOPMBI CO BCEMH HMX 3HAYCHUAMHU
100 CoYeTaHUE TAKUX HAOOPOB JAHHBIX, OTHOCIIIUXCA K OJHOH 3a1a4e.

HNHdpopmaunoHHbII NOTOK - COBOKYIMHOCTh HHPOPMALIMOHHBIX MAaCCHBOB, B TOM YHCIIE
JOKYMEHTOB, OTHOCHUTEIIFHO KOHKPETHOH YTPAaBICHYECKOW IEATEIPHOCTH, WUMEIOIUX THHA-
MHYECKHH XapaKTep.

HNudopmaunoHHas cucTeMa - COBOKYITHOCTh CoJEprKanieiics B 0a3ax JaHHBIX HHPOpMa-
WU U 00€CTICUNBAIOIINX €€ 00Pa0OTKY ¢ MOMOIIBI0 HH()OPMAITHOHHBIX TEXHOJIOTHH U TEXHHU-
YECKUX CPEICTB.

HNudopmaunoHHasi cucreMa MepcoHAJbHbIX JAHHBIX - HHQOPMAIMOHHASA CHCTEMA,
MPEICTABIIOMAS COOOW COBOKYITHOCTh TIEPCOHAJIBHBIX JAaHHBIX, COACpKAIuUXcs B 0as3e MaH-
HBIX, a4 TaKKe MH()OPMALMOHHBIX TEXHOJOTHH W TEXHHUYECKUX CPEICTB, TO3BOJSIOMINX OCY-
HIECTBIIATh 0OPA0OTKY TAKHUX MEPCOHATBHBIX TAHHBIX C MCIIOB30BAHUEM CPEICTB aBTOMATH-
3auy WK 0€3 UCTIONTb30BAHUS TAKUX CPEICTB.

HNudopmauroHHbIe TEXHOJIOTUH - TIPOLIECCHI, METOBI TTOUCKA, cOOpa, XpaHEeHHA, 00pa-
OOTKH, TIPEICTABIICHUS, PACTIPOCTPAHEHHA HWHPOPMAIMHA U CIOCOOBI OCYIIECTBIIEHUS TaKUX
MPOLIECCOB U METO/OB.

Hcnosb30BaHue MepPCOHANBHBIX AAHHBIX - JEUCTBUA (OTEpalyH) ¢ MEPCOHATHHBIMU
JAHHBIMH, COBEPIIAEMBIE OTIEPATOPOM B LEIAX MPUHATHA PEIIEHHH WM COBEPUICHHS HWHBIX
OEUCTBHH, TIOPOKIAIOINX IOPUAMYECKHE TIOCIEACTBUA B OTHOLICHHH CyOBEKTa TEPCOHAIb-
HBIX JAHHBIX WM JPYTHX JIUI THOO HHBIM 00pPa30oM 3aTPAardBArOIINX MPaBa B CBOOOBI CyOh-
€KTa TMEePCOHANBHBIX JAHHBIX WJIH APYTUX JIHIL.

Kagposoe geonpou3BoacTBO - MONHBIM TUKT 00PaOOTKH M ABMKEHHSA JOKYMEHTOB C
MOMEHTA MX CO3JaHUsI PAOOTHUKAMH KAJAPOBOU CITY:KObI (HJTH MOYUYEHHS WMH) J0 3aBepIme-
HUS UCTIOTHEHUS U TIEPEIAYH B IPYTHE TIOAPA3ACTICHHA.

Knaccuukauusi 10KyMeHTOB - pacTpeiesieHHE JOKYMEHTOB IO TpymnmaM (BHUAaM) Ha
OCHOBE TPU3HAKOB COJEPIKaHUA, (JOPMBI COCTABICHHUS U JIP. C LIETBIO0 OPTraHU3ALMH U TIOBbI-
mieHust 3PPEeKTUBHOCTH pabOTHI C HUMH.

KuHonokyMeHT - M300pa3sUTENbHBIN WM ayIHOBU3YaJbHBIH JTOKYMEHT, CO3TaHHBIN KH-
HEMATOTPaUIECKHM CITIOCOOOM.

KonnekTHBHBII 10roBOp - PABOBOW aKT, PETYIUPYIOIMIMHA COLMATBHO-TPYAOBBIE OTHO-
OICHWA B OPTAHW3ALWW WM Y WHANBHIYAIFHOTO TPEANPUHUMATENS W 3aKIOYAEMbIA padboT-
HUKAMH B pab0OTOJATENIEM B JIUIIE UX MPEACTABUTENCH.

Kommepueckasi TafiHa - pexXxuM KOHPUACHIMATHPHOCTH HH()OPMALIUH, TIO3BOJIAIOIINN €€
00TaJaTeNIo MPHU CYIMECTBYIOIMUX WA BO3MOKHBIX 00CTOATEIBCTBAX YBEIHYUTH JOXOBI, U3~
0exaTh HEONPABJAHHBIX PACXO0/0B, COXPAHUTH TOJIOKEHHE HA PBHIHKE TOBAPOB, PadOT, yCIyT
WJTH TIONTYYUTh HHYFO KOMMEPYECKYIO BBITOIY.

KommniekToBaHHe apXuBa - CHCTEMATHYECKOE TOTOTHCHHUE apXHUBa JTOKyMEHTAMHU B CO-



OTBETCTBHUH C €r0 POHUIIEM U TEHCTBYIOIUM 3aKOHOAATETHCTBOM.

KoHTpoab HCHOJIHEHUS] AOKYMEHTOB - COBOKYITHOCTH JEWCTBHH, 00ECIICYMBAFOIINX
CBOEBPEMEHHOE MCTIOTHEHUE TOKYMEHTOB.

KonpuaeHuuanpHocTh MHpOPpMALMHU - 00A3aTE€IHHOE [UTA BHITIOMHEHUS JIALIOM, TIONTY-
YUBIIAM JOCTYI K OMpEeNeNeHHON MHpOpMaimu, TpeOOBaHWE HE TIEPEAaBaTh TaKyr WH(OP-
MAITHIO TPETHUM JIUIAM O€3 COTIIAcHs €€ 00IaaaTels.

KonpuaeHMaIbHOCTh MEePCOHANBHBIX JaAHHBIX - 0043aTENBHOE IS COOMIOACHHS OTIe-
PaTOPOM WIIM WHBIM TIOTYYHBIIHM JOCTYN K TEPCOHAIBHBIM JaHHBIM JIUIIOM TPeOOBaHHE HE
JOITYCKATh UX PACPOCTPAHEHHUS O€3 COTTIAcHs CyOBEKTa IEPCOHATBHBIX TAHHBIX WITH HATHIHUS
WHOTO 3aKOHHOTO OCHOBAHUSI.

Konust jokymeHTa - TOKYMEHT, MOJHOCTHIO BOCTIPOU3BOIAIINN HHPOPMALIMIO TOITHH-
HOTO JIOKYMEHTA M BCE €r0 BHEIIHHWE NMPU3HAKH WK YacTh WX, HE MMEIOIIHH IOPUINYECKON
CHITB.

JluTepHbIii HOMep - HOMED, K KOTOPOMY J0o0aBieHa OyKBa, HanpuMep: la.

JIuuHoe 1es10 - CHCTEMAaTU3UPOBAHHBI KOMITIEKC JOKYMEHTOB, COJIEPKAIINX CBEACHHUS O
pabOTHHKE U €TO TPYIOBOU ACATEIHHOCTH.

JInuHasi KapTOUKa - JOKYMEHT, COCTaBIICMbI Ha PAaOOTHUKA M COJEPIKAIMUN KPAaTKHUE
CBEJICHHUSA O HEM.

HaumeHoBaHue 1oxkyMeHTa - 0003HAYECHHE BUAA MTMCBbMEHHOTO JTOKYMEHTA.

HomenknaTtypa e - cCTEMaTH3UPOBAHHBIN TIEPEUYEHh HANMEHOBAHUHN €, 3aBOUMBIX
B OPTaHU3ALNH, C YKa3aHUEM CPOKOB MX XPaHEHHU:, O()OPMIICHHBIM B YCTAHOBJICHHOM TOPSA-
Ke.

HopmatuBHO-MeTOoqM4YecKasi 6a3a JOKYMEHTALIMOHHOTO o0ecrieyeHusl yrnpaBJeHUs -
COBOKYITHOCTh TPeOOBAHWH, HOPM, MPABUJI U PEKOMEHAAMN TI0 COCTABICHHUIO TOKYMEHTOB H
paboTe ¢ HUMH, YCTAHOBJICHHBIX MPABOBBIMU aKTAMH, CTAHAAPTAMH, HHCTPYKIHUSIMH U METO-
JTUYECKUMHU TTOCOOUSIMH.

HopmaTtuBHO-MeTOoqM4YecKasi 0a3a JOKYMEHTALIMOHHOIO o0ecriedeHusl yrpaBJieHUS
MepPCOHAIOM- COBOKYITHOCTh TPEOOBAHHA, HOPM, TIPABHUII U PEKOMEHAAINMN, TIPEABABIIEMBIX K
COCTaBJICHHIO TOKYMEHTOB TI0 JINYHOMY COCTaBY M pab0TE C HUMH, YCTAHOBJICHHBIX NPABOBHI-
MU aKTaMH, CTAaHAAPTAMH, HHCTPYKIUAMH ¥ METOIUICCKUMH MOCOOUIMH, a TAKIKE COBOKYTI-
HOCTh HOPM M TIPABWJI, PETIAMEHTUPYIOMINX JOKYMEHTAIIMOHHOE COTPOBOKIECHHE TIEPCOHAN-
TEXHOJIOTHH, MCTIONB3YEMBIX B JAEATEIBHOCTH CITYy’KOBI TIEPCOHANA B COOTBETCTBHH C JIOKAJTb-
HBIMHA HOPMATHBHBIMHU aKTaMH.

ObecnieueHne COXpaHHOCTH AOKYMEHTOB - oOecrieueHre (PU3UKO-XUMHUIECKOH COXpaH-
HOCTH JIOKyMEHTOB M HX YYeT (pa3padoTka, cO3JaHHE W MPAKTHYECKOE MPUMEHEHHUE HAYYHO-
TEXHUYECKHX CPEACTB M METOJOB XPAHEHHA, PECTABPALMH, KOHCEPBALMH, OMOXUMHYECKOH
3aIIUTHI H BOCTIPOU3BEACHHSA JOKYMEHTOB).

O0OpaGoTka mnepcoHAJbHBLIX AaHHbIX pal0OTHUKA - TIONYYEHUE, XPAHEHUE, KOM-
OMHUPOBAHWE, TIEpeava Wil TI000€ APYTroe UCIOIb30BAHKUE TEPCOHANBHBIX JaHHBIX PadoT-
HUKA.

OO1enocTynHbie MepCOHA/IbHbIE JaHHbIE - TIEPCOHAIBHBIE JAHHBIE, JOCTYT HEOTPAHHU-
YEHHOTO KPYTa JIUI K KOTOPHIM TPEIOCTABIIEH C COTJIACHS CYOBEKTa MEPCOHATBHBIX TaHHBIX
WM Ha KOTOPBIE B COOTBETCTBUU C (peepalbHBIMH 3aKOHAMH HE PAaCTIPOCTPAHAETCS TpeOoBa-
HUE COOTIOACHUS KOH(PUACHITHATBHOCTH.

O0bemM 10KyMeHT0000pOTa - KOJIMYECTBO JTOKYMEHTOB, OCTYIUBIIUX B OPraHU3aLUI0 U
CO3JIaHHBIX €10 33 OTPECIICHHBIA TIEPHOI.

OpraHu3aluOHHO-PACNOPSIANTEIbHBIA A0KYMEHT - BHJA NHCBMEHHOTO JOKYMEHTA, B
KOTOPOM (DPUKCHPYIOT PEIICHHE aAMHHUCTPATUBHBIX M OPTAHU3ALMOHHBIX BOMPOCOB, & TAKKE



BOTIPOCOB YIIPABIIEHUS, B3aUMOJEHCTBHUS, OOECTICUECHUS W PETYIIUPOBAHHA JNEATEINBHOCTH Op-
TaHOB BJIACTH, YUYPEKICHUMN, MPEATPHUATHIN, OPTaHU3ALUN, UX TTOJPA3ACICHUN U JOLKHOCTHBIX
L.

Opranuszanusi pa6oTbl ¢ JOKYMEHTAMH - OPTaHU3AIHA TOKYMEHTO000POTa, XPAaHEHHUA U
WCIIOJIb30BAHUS TOKYMEHTOB B TEKYIIEH ACATEIBHOCTH YUPEKICHUS.

OTtnpaBuTe/sib 3JIEKTPOHHOT0 J0KYMEHTa - YYaCTHHK OOMEHAa »JJIEKTPOHHBIMH JI0-
KYMEHTaMH, KOTOPBIM COCTaBIIAET 3JEKTPOHHBIA JOKYMEHT, MOAMHUCBHIBAET €r0 CBOEH 3JEK-
TPOHHON IU(POBOH MOAMMUCHIO U HAMIPABIIET €70 B a/IpeC MOMyYaTeNs HEMOCPEACTBEHHO WITH
yepe3 HHPOPMAITMOHHOTO TTOCPETHHKA.

OT1nyck - BpeMs HEMPEPBIBHOTO OTABIXa PA0OTHHKA B TEUCHHE HECKONBKUX JHEH TIOAPS
C COXpPaHEHHEM MecTa PadOTHl (AODKHOCTH) M NPEUMYIIECTBEHHO C COXPAHCHHEM CPETHEH
3apa0O0THOM TIJTIATHI.

Odopmnenue aesna - TOArOTOBKA JA€Nla K XPAHEHUIO B COOTBETCTBUU C YCTAHOBIIEHHBIMH
MPaBUIIAMM.

Odopmnenue 10KyMeHTa - MPOCTABICHHE HEOOXOTUMBIX PEKBH3HTOB, YCTAHOBJICHHBIX
MPaBUJIAMH JOKYMEHTHPOBAHUS.

IlepeBoa Ha Apyryr paboTy - TOCTOSHHOE WM BPEMEHHOE W3MEHEHHE TPYAOBOU (PyHK-
WU PaOOTHUKA U (MJTH) CTPYKTYPHOTO TIOAPA3JEIIEHHUS, B KOTOPOM Pa0OTaeT pabOTHHUK, TIPH
MPOJOJKEHUH PA0OTHI Y TOTO e padoTomaTeNs, a TAaK:Ke MePEeBOI Ha PadOTy B APYTYIO MECT-
HOCTh BMECTE ¢ padoTOMaTEIEM.

Iepexoasitiiee aeno - 1eno, KOTOPOE HE 3aKPHIBAIOT B KOHIE KaJEHAAPHOTO (IIemo-
MPOU3BOACTBEHHOTO) Troja. llepexonsdmee aemo0 MOXKET TMPOJOIDKATECA HECKOIBKO JIET.
Hanpumep, nuuHoe aemo pabOTHHKA 3aKPBIBAIOT TIOCHIE €70 YBOJTBHEHHA.

IlepcoHanbHble naHHBbIE padoTHHKA - WHQOpPMAIHA, HEOOXOAMMas PadOTOAATEINO B
CBSI3H C TPYJOBBIMH OTHOIIEHUAMH U KACAIOIIAACA KOHKPETHOTO paOOTHHKA.

Ioso:keHne - TPAaBOBOM aKT, OTIPEAETSIONIMA COCTAaB, KOMITETEHIHIO, TIOPSA0K 00pa3oBa-
HUS, TIPABOBOE TIOJIOKEHHE, TPaBa, OOA3aHHOCTH, OPTAHU3ALMIO JEITEITFHOCTH TOCYAAPCTBEH-
HBIX OPTaHOB, YUPEKACHHUH, OPTAaHU3ALMH, CTPYKTYPHBIX TIOAPA3ACTICHHH, CITyKO.

IHonoxeHnue o nepcoHaJie - TOKaNbHBIM HOPMATHUBHBIA AKT, YCTAHABIMBAKOINUNA ITPUHIH-
bl TPYIOBBIX OTHOIIECHWH, (DOPMBI M CIIOCOOBI OPraHHU3ALMU TPyJa B KOMIIAHWH, OCHOBHBIC
MpaBa U 005A3aHHOCTH KOMITAHHUHU M €€ TIEPCOHAIA.

ITonoskeHNe 0 CTPYKTYPHOM MoJpa3je/ieHuH - JOKYMEHT, B KOTOPOM OIPEIEIAIOTCA:
MOPAJIOK CO3/IaHUA TOJAPAa3JENeHHs; MPABOBOE MOJIOKEHHUE MOAPA3JENCHH B CTPYKTYpE opra-
HU3ALWH; CTPYKTypa MOApa3AeieHus, 3a1a4H, ()YHKINH, ITPaBa ¥ OTBETCTBEHHOCTh TOApPa3/e-
JICHHS;, TIOPSI0K B3aUMOJIECHCTBHS TOAPA3ACTCHHUS C IPYTHMH CTPYKTYPHBIMH €IHHHULIAMHU Op-
TaHU3aLUH.

IocTosiHHBIN TepeBOA - TIEPEBOA HA JAPYTYIO MOCTOSHHYIO pPadOTy B TOH K€ Op-
TaHW3alWH, T.€. U3MEHEHHE TPYAOBOH (DYHKIMH WIH W3MEHEHHE CYIIECTBYIOIIUX YCIOBHH
TPYAOBOTO IOTOBOPA, & TAKKE MEPEBO/ HA IOCTOSHHYIO PA0OTY B APYTYIO OPTAHU3ALHUIO JTHOO
B JPYTYIO MECTHOCTh BMECTE C OpraHU3aLHUEl.

IIpaBuna BHyTpeHHEro TpyaoBOI0 pacnopsiika - JIOKaJIbHBIM HOPMATHUBHBIM aKT, pe-
TTIAMEHTHPYIOIIWH MOPAJOK NIPHEMA W YBOJIBHEHUS PAaOOTHHKOB, OCHOBHBIE TIPaBa, 00sM3aHHO-
CTH ¥ OTBETCTBEHHOCTH CTOPOH TPYJAOBOTO JOTOBOPA, PEXKUM PAaOOTHI, BPEMS OTABIXA, IPUME-
HSEMBIE K PAOOTHUKAM MEPhl TIOOIIPEHHS M B3BICKAHUA, a TAKXKE WHBIE BONPOCH PETYIHPOBA-
HUS TPYIOBBIX OTHOLICHUH y JAHHOTO Pa00TOIATENA.

IIpaBuna J0OKyMeHTHPOBAaHUS - TPEOOBAHHS U HOPMBI, YCTAHABIIMBAIOIIHUE TTOPAIOK J0-
KyMEHTHPOBAHU.

IIpuka3 mo JMYHOMY COCTaBY - MPAaBOBOM AKT, W3JAaBAECMBIM PYKOBOJMTEIIEM Opra-



HU3ALMH TI0 BOIMPOCaM TIPHEMA, YBOJBHEHHUS, TEepeBoJa PaOOTHHKOB, OTITyCKa, KOMAaH-
JOUPOBAHMA U T.1I.

Pemienue - TOKyMeHT, IPHHUMAEMBIN KOJUTETHATLHBIMU OPTAHAMH B LIEJAX Pa3peIIeHUs Tpo-
W3BOJCTBEHHBIX 3371a4, BOTIPOCOB.

CucremMa JOKyMEHTALIMU - COBOKYMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX MO TPHU3HAKAM
MPOUCXOKACHUS, HA3HAYCHUS, BUIA, CPEPhI AEATETPHOCTH, €IUHBIX TPEOOBaHUHA K X 0QopM-
JICHHIO.

Cay:k0a 1okymeHTalMOHHOTO 0OecnevyeHusi ynpasJjeHus (JIOY) - ctpykTypHoe nozpase-
JICHHE, HA KOTOPOE BO3JIOJKEHBI JETONMPOU3BOACTBEHHBIE OTIEPAIMH (PETHCTPALNsA, KOHTPOIb
WCTIOTTHEHHSA, XpPaHEHHE, UCTIONh30BAHHE JOKYMEHTOB U T.I1.).

Cny:xeOHasi 3anucKa - TOKYMEHT, a{peCOBAHHBIA PYKOBOJMUTENIO NPEANPUATHSI WUITH CTPYK-
TYPHOTO TIOAPA3JEIICHUsA, UCTIOMB3yEMbIN JJI1 PEMICHUS MPOU3BOJACTBEHHBIX BOIMPOCOB, KaK
MPAaBHJIO, BHYTPH TIPEATPHUATHA.

CnysxeGHasi KOMaHAUPOBKA - TOe37Ka PaOOTHHKA IO PACTOPSKEHUIO PadOTOJATENs Ha
OTIPE/IENICHHBIN CPOK JIJIs BBITIOTHEHUS CITY)KEOHOTO TOPYYEHHUS BHE MECTa TIOCTOSTHHOHN pado-
TBL

Cny:xeOHoe noJie yHupuuupoBaHHOH (PopMbI JOKYMEHTA - 30Ha YHUPHUIMPOBAHHOU (op-
MBI TOKYMEHTA, TIPEAHA3HAYCHHAA I 3aKPEIUICHUS €€ B TEXHHUYECKUX CPEICTBAX XPAHCHHSA
JOKYMEHTOB, & TAK)KE HAHECEHUS CTIEIUATbHBIX H300paKCHHM.

CnpaBka - TOKyMEHT, COAEPKAIINN OTIUCAHNUE | (MITH) TIOATBEPKICHHE (PAKTOB, COOBITHH.
Cpok ucnoTHeHHsI JOKYMEHTA - CPOK, YCTAHOBIIEHHBIH HOPMATHBHBIM IIPABOBBIM aKTOM, Op-
TaHU3AIHOHHO-PACTIOPAAUTETHHBIM TOKYMEHTOM HITH PE30TFOLIHEH.

Cpok HucnoJTHeHHs T0KYMEHTa HWHANBUAYAJIbHbIN - CPOK HUCIOJNHEHHA TOKYMEHTA, YCTa-
HOBIIEHHBIA OPTaHU3AIHOHHO-PACTIOPATUTENBHBIM JOKYMEHTOM OPTaHHU3ALWN WIIH PE30TFOIH-
en.

Cpok HUCrnoJIHEeHUs] T0KYMEHTA THIOBOH - CPOK HCIIOJHEHHA JOKYMEHTA, YCTAHOBIICHHBIH
HOPMATHBHBIM TIPABOBBIM AKTOM.

TaGenb yHHPULUMPOBAHHBIX (POPM JOKYMEHTOB - NIEPEUEHD PA3PEIIECHHBIX K MPUMEHEHHUIO
VHUPHUITMPOBAHHBIX (POPM JOKYMEHTOB.

Texer opuumaabHOro 10KymMeHTa - HHpOpMALys, 3aUKCUPOBAHHAS JTFOOBIM THIIOM TTHChMa
WA TFOOOH CHCTEMOM 3BYKO3AIHCH, 3aKITFOYAIOIIAsA B ce0e BCIO MM OCHOBHYIO YaCTh PEUEBOM
WH(POPMAIMH JOKYMEHTA.

TpynoBoii noroeop - corianeHne Mekay padoTogareneM U PaOOTHUKOM, B COOTBETCTBHH C
KOTOPBIM padoToAaTe s 00S3yeTCA MPEAOCTABUTh PAOOTHUKY padOTy TI0 0OYCIIOBICHHOHN TPY-
I0BOM (PYHKIMH, OOECTIEUNTh YCIOBHA TPYyJa, MPeAycMOTpeHHbIe TpynoBsiM koaekcoM Poc-
cuiickori Peneparnuy, 3aKOHAMH U WHBIMH HOPMATHBHBIMH TPABOBBIMH AKTAMH, KOJIICKTHB-
HBIM JIOTOBOPOM, COTJIAINICHHUAMH, JIOKATHbHBIMH HOPMATUBHBIMH aKTaMH, COAEPKAIIMMH HOP-
MBI TPYJOBOTO TIPaBa, CBOEBPEMEHHO W B TIOJTHOM Pa3Mepe BHITUIAYMBATH PAOOTHUKY 3apadoT-
HYIO TUIaTy, a PaOOTHHK OOS3yeTCA JTUYHO BBIIOIHATH ONPEIACIIEHHYIO 3THM COTJIAIEHHEM
TPYAOBYIO (PYHKIMIO, COOMFOAATh AEHCTBYIOIHE B OpraHu3anuu llpaBuna BHyTpPEHHETO TPY-
JO0BOTO PACHOPSIKA.

TpynoBast KHMKKa - OCHOBHOU JOKYMEHT O TPYAOBOH ACATEIBHOCTH H TPYJOBOM CTAKE
paboTHUKA.

YHHUTOXEHHE MepCOHAJbHBIX JAHHBIX - TEHUCTBHA, B PE3yJIbTATe KOTOPBIX HEBO3MOKHO
BOCCTAHOBHUTH COJEPKAHUE TIEPCOHATBHBIX JAHHBIX B HH(OPMAITHOHHOW CUCTEME TIEPCOHAITD-
HBIX JAHHBIX WJIH B PE3YNIbTATe KOTOPHIX YHHUYTOMKAIOTCS MAaTEpHATbHBIE HOCHUTEIIH TEPCo-
HAJTBHBIX TAHHBIX.

YHuukanusi J0KyMeHTOB - TIPOIIETyPa YCTAHOBIIEHUS €AMHOOOPa3us B (POPMHUPOBAHUHT



W COACPKAHUU TEKCTOB JOKYMEHTOB, IPUBEICHUE TOKYMEHTOB K €IUHOU (opMe.

YHuduuupoBanHasi cuctema fokymeHtauuu; ¥ C/I - cuctema JOKYMEHTALMH, CO3/IaH-
Has MO €AWHBIM TIPABWIAM W TPeOOBaHHUAM, coAeprKamas HHPOPMAIHIO, HEOOXOAUMYIO I
YIIPaBIEHUs B ONPENEICHHOM chepe NeITeTbHOCTH.

Yuupuuuposannast ¢popma gokymenta; Y®JL - COBOKYITHOCTh PEKBHU3UTOB, YCTAHOB-
JICHHBIX B COOTBETCTBHH C PEIIAEMBIMU B JAHHOH c(epe ACATETHbHOCTH 3aJaYaMH U PacIIoo-
YKEHHBIX B OTIPEACTICHHOM TOPSIKE HA HOCUTENE HH(POPMALHH.

YuacTHHUKH 00MeHa 3J1eKTPOHHBIMHU A0KYMEHTAMU - (PU3HYECKUE U IOPUANYCCKUE JTH-
114, YYACTBYIOIIME B OOMEHE 3IEKTPOHHBIMH JOKYMEHTAMH.

®eaepasbHAasi MHCMEKLMSI TPyJda - €IUHAsA LIEHTPAIU30BaHHAsA CUCTEMA, COCTOALIAS U3
(deneparbHOTO OpraHa UCTIOMHUTEIBHON BIIACTH, YITOJHOMOYEHHOTO HA MPOBEIECHUE TOCyAap-
CTBEHHOTO HAJ30pa U KOHTPOJA 332 COOIMOEHHUEM TPYIOBOTO 3aKOHOJATENBCTBA M MHBIX HOP-
MATUBHBIX NPAaBOBBIX AKTOB, COAEPKALIMX HOPMBI TPYAOBOTO MPaBa, U €ro TEPPUTOPHAIBHBIX
OpraHoB (TOCyIapCTBEHHBIX WHCTIEKIMH Tpyaa - [ UT).

@®opMupoBaHUe Jena - TPYNIUPOBAHUE HCMOTHEHHBIX JOKYMEHTOB B JE€JI0 B CO-
OTBETCTBHM C HOMEHKJIATYPOH €N U CUCTEMATU3ALMHA JOKYMEHTOB BHYTPH J€7a.

@opmyasip I0KyMeHTa - Ha0OpP PEKBH3UTOB O(HIMATBHOTO MHCBMEHHOTO AOKYMEHTA,
PacCIOJIOKEHHBIX B ONPEAEIEHHON MOCIEA0BATENBHOCTH.

®opmyasip-o0pa3en JOKYMEHTa - MOJENb MOCTPOEHUS JOKYMEHTA, YCTaHABIUBAIOMIAS
00macTe IpUMeHEHUs, (POPMATHI, pa3MeEPHI MOJIEH, TPEOOBAHUS K MOCTPOCHHUIO KOHCTPYKIIHOH-
HOM CETKH U OCHOBHBIE PEKBH3HUTHIL.

®oTOJOKYMEHT - M300pa3UTENbHBIA TOKYMEHT, CO3JaHHBIA (poTorpaduyueckum croco-
oomM.

MOHOAOKYMEHT - JTOKYMEHT, COACPKAIMUN 3BYKOBYIO HH(pOpMAIHiO, 3aUKCHPOBAHHYIO
TF000H CHCTEMOM 3BYKO3AIHCH.

XapakTepucTuka - oQUIHATBHBIN JOKYMEHT, BBIIABAEMBIH OPTaHU3ANUEHN TIO TIPEIKHEMY
MECTY pa0OTHI MPETEHAEHTA HA BAKAHTHYIO JOJLKHOCTH PH O(OPMIICHHH HA Pa0OTy B APYTYIO
OpraHU3aLUIO.

XpaHeHHe apXUBHBIX JOKYMEHTOB - OOECTIEUEeHHE PAIlHOHATBHOTO PAa3MEIEHUSI U COXPaH-
HOCTH JOKYMEHTOB.

XpaHeHHe JOKYMEHTOB ONepaTHUBHOE - XpaHEHHUE JIe] B MECTaX WX (POPMHUPOBAHUS 0 TIepe-
Ja4M HA APXUBHOE XPAHEHHE.

XpaHeHHe J0KYMEHTOB TMOCTOSIHHOE - OECCPOYHOE XPaHEHHE MOKYMEHTOB B apXHBHOM
VUPEKIECHUH, TOCYTAPCTBEHHOM My3e€, OHOIIHOTEKE.

IITaTHOe pacnucaHUue - JOKYMEHT, COJEPKAIIUN CIUCOK CTPYKTYPHBIX MOJAPa3JeiIeHU Op-
TaHHU3ALWH, JOJLDKHOCTH COTPYAHHUKOB M UX OKJIAJIbI, HA0OABKH, YTBEPKAAEMbIH TIPUKA30M Py-
KOBOJMTEIISA WM BBIIIECTOSIIHUM OPTaHOM.

JKCNepTU3a HEeHHOCTH JOKYMEHTOB - U3YYEHHE JOKYMEHTOB HA OCHOBAHUM KPUTEPHUEB HX
LHEHHOCTH B LIEAX OMPEAEICHHUA CPOKOB XPAHEHUSA JOKYMEHTOB M 0TOOPA MX HA TIOCTOSHHOE
XpaHEHHE.

DJIEKTPOHHBII JOKYMEHT - JOKYMEHT, B KOTOPOM HH(OpMAanus MPEeICTABIIEHA B 3JIEKTPOH-
HO-1M(poBOH popme.

JJIeKTPOHHBbIN JOKYMEHT0000pOT - CHCTEMa BEACHMA JOKYMEHTALMH, NP KOTOPOH Bech
MAacCHB CO3/1aBA€MBIX M XPAHHMBIX JOKYMEHTOB TMOACPKUBACTCA C TOMOMIBIO WH(OpPMAITH-
OHHO-KOMMYHHKAIITHOHHBIX TEXHOJOTHH HAa KOMIBIOTEPAX, OOBEIMHEHHBIX B CETEBYIO CTPYK-
TYpy, MPEAYCMATPUBAIOIIYI0 BO3MOKHOCTh ()OPMHUPOBAHUSA M BEJCHHUS PACTIPENETICHHON 0a3bl
naHHbIX. [Ipy 3TOM He OTpHIAETCS UCTOIB30BAHHE OYMAa)KHBIX JOKYMEHTOB, HO TIPHOPHUTET-
HBIM IPU3HAETCS 3JIEKTPOHHBIM JOKYMEHT, CO3JaBACMBIM, KOPPEKTHUPYEMBIA U XPAHHUMBIM B



KOMITBIOTEPE.

DJIEKTPOHHOE co00IIeHue - HHPOPMALIHA, TIEPEAAHHAS WITH TTOTyYEHHAs MOJIb30BATENEM HH-
(hOopMaIMOHHO-TEJICKOMMYHHKAITHOHHON CETH.

DJIEKTPOHHAS MOANUCH - WH(POPMAIHA B 3JICKTPOHHOU (opMe, KOTOpas MPHCOETUHEHA K
apyroi uH(MOPMAITUU B 3NEKTPOHHOU (opMme (IMOAMMCHIBAEMON HH(POPMAIIMK) HITH UHBIM 00-
pa3oM cBsi3aHa C TaKOH WH(POPMAIMEH U KOTOPAs UCTIONB3YETCs I OMPEIEICHUA JIUIA, 01~
MUCHIBAIOTIETO HH(OPMAIIHIO.

DJIEKTPOHHAS HU(PPOBAS MOANMUCH - PEKBU3HT JJIEKTPOHHOTO TOKYMEHTA, PETHASHAYCHHBIHA
JUT 3a0TUTHl TAHHOTO SJIEKTPOHHOTO JOKYMEHTAa OT TOJICIIKH, TOJYYEeHHBIH B Pe3ysIbTaTe
KpUNITOTpaduyecKoro mpeoodpa3oBaHus WHMOPMAIMH C WCIOJIB30BAHUEM 3aKPBITOTO KITHOYA
3JICKTPOHHOU U(POBOH MOANKMCH W TTO3BOJITIOMAN WICHTH(DHUIIMPOBATH BIAJIENbIA CEPTU(H-
KaTa KJIF04a MOJITUCH, 4 TAKXKE YCTAHOBUTH OTCYTCTBHE MCKAKEHUS UHPOPMAIIUU B SJIEKTPOH-
HOM JIOKyMEHTE.

KOpuanyeckasi cujia JOKyMeHTa - CBOMCTBO O(HITHAIBHOTO AOKYMEHTA, COOOMIaeMoe eMy
JTEUCTBYFOTIIMM 3aKOHOIATETHCTBOM, KOMITETCHIIMEH H3/IABIIETO €r0 OPTaHa U YCTAHOBIIEHHBIM
TMOPSAIKOM OpOpMIICHHUS.

5. OHEHKA KAYECTBA OCBOEHUA ITPOT'PAMMBI
5.1. llepeueHb BONPOCOB K IK3aMeHY

1. Yro MOHMMAIOT MO/ «IOKYMEHTOM), KAKOBO €r0 3HAYCHHE B YNPABICHUH W Kakue (PyHK-
LUU BBIMOJTHAET TOKYMEHT?
2. JlauTe onpeaeneHue TEPMUHA «TOKYMEHTHPOBAHUEY.

3. Kakwue ¢pyHKIIMN JOKYMEHTA BBl 3HAETE?

4. Yro MOHMMAIOT TOJ «KIaccH(PHKAIHMeNd TOKyMEHTOB» W KaKWe TPYIIbI JOKyMEHTOB BBI
3HaeTe?

5. Urto Takoe 3NEKTPOHHBIN JOKYMEHT? I 1€ IpUBEAECHO ONpEACTIEHUE JAHHOTO TEPMUHA?

6. [laiiTe ompeeneHUEe «KHOPMATHBHO-METOAMYECKOM 0a3bl JI0Y».

7. Kaxkue 3axonbl PO, pernamentupyromue sonpockl 0V, Bl 3HaeTe?

8. Uro Takoe YHU(PHUIHMPOBAHHBIE CHCTEMBl MOKYMEHTAMA W KAKAMH HOPMATHBHO-

METOJAUYECKHUMH JOKYMEHTAMH PETTIAMEHTHUPYETCSA UX HCIIONb30BaHHE?

9. KakuMu HOpMATHUBHBIMM JOKYMEHTAMH PETJIAMEHTHPYIOTCSA BOMPOCHI APXUBHOTO XpaHe-
HUA JOKYMEHTOB B CTpaHe?

10. Kakumu T'OCTamm crmeayer momb30BaThC TPH  OGOPMIIEHHH OPTaHHU3AIMOHHO-
pacnopsAaUTENbHBIX JOKYMEHTOB?

11. C xako¥ 1enpio pa3padoTaHbl OOIMEPOCCHIUCKUE KIAaCCH(PUKATOPHI U KAaKWE W3 HUX HC-
nonb3yrTes B J10V?

12. B yem cyTh MHCTPYKLMH 110 ACTONPOU3BOACTBY U KAKOBBI €€ OCHOBHBIE Pa3/ebl?

13. la¥iTe ompeeNicHHUE TOKYMEHTAITMOHHOTO 00ECTICUEHHUS YIIPABIICHUS TIEPCOHATIOM.

14. Yto MOHMMAIOT TIOJ HOPMATHBHO-METOJWYECKOW 0a30U JTOKYMEHTAMOHHOTO obOecriede-
HUSA yIPaBIEHUA NEPCOHATIOM?

15. B uem cytp DeaepanpHoro 3akoHa «O MepCcOHATBHBIX JAHHBIX»?

16. UTo mOHUMAIOT MO MEPCOHAIbHBIMU JAHHBIMU?

17. Ilepeunciure OpraHU3alMOHHBIE TOKYMEHTBI, PETJIIAMEHTHPYIOIIUE AEATEIbHOCTD CITYK-
OBI YITPaBIIEHHUS TIEPCOHATIOM.

18. JlaiiTe XapakTEpUCTHKY INTAHOBBIX KAJPOBBIX JOKYMEHTOB.

19. K kako#l rpymnmne KaApoBbIX JOKYMEHTOB OTHOCSTCS IPUKA3bI 10 TUYHOMY COCTaBY?
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HazoBute TOKYMEHTBI, OTHOCSIIHECS K HHPOPMAITHOHHO-CITPABOYHBIM.

HasoBuTte qOKYMEHTBI, OTHOCSIIIHECS K OTYETHBIM KaPOBBIM JTOKYMEHTAM.

[lepeuncnuTe ydeTHBIE JOKYMEHTHI, CO3JaBaEMBbIE B CITyKO€ YIIPaBIICHUS TEPCOHATIOM.

C xako¥ TeNTbI0 ¥ KaKUMH OPTraHaAMHU OCYIMECTBIIIETCS TOCYJAPCTBEHHBIM KOHTPOIb BEJle-
HUS KaJIPOBOU JOKYMEHTAIHH?

Kakumu 3aK0HOTATENHPHBIMHA B JIPYTHMH HOPMATHBHBIMH aKTaMU PYKOBOJCTBYIOTCS TIPH
OCYIICCTBIICHHH KOHTPOJIS BEJACHUS KaIPOBOM JTOKYMEHTAIAHN

[lepeuncnuTe HApyMIEHHS IO BEACHHIO KAJAPOBOW MOKYMEHTAIIMH, 3a KOTOPBIC TPETy-
CMOTpEHA aIMHHUCTPATUBHAS OTBETCTBEHHOCTb.

Kakue HapymeHus: 0 BEIEHUIO KAJAPOBOU JTOKYMEHTAIIHH MOTYT TOBJIEYh 3a COOOHU yro-
JIOBHYIO OTBETCTBEHHOCTH?

Kakwue BHIBI JOKYMEHTOB COCTaBIIIOT TPYIITY OPraHU3AIMOHHOM JOKYMEHTAIHH ]
[ToyeMy MOKYMEHTHI TI0 JIMYHOMY COCTABY BBIACIIEHBI B OTACIHHYIO TPYIITy OpPTaHU3aIH-
OHHO-PACIIOPSAUTEIPHOM TOKYMEHTAIHH ?

Kakwue BHIBI JOKYMEHTOB BKJIFOUYACT B CE€OS TPYIINA JOKYMEHTAIIMH 110 IMYHOMY COCTaBy?
Kakue BHIBI TOKYMEHTOB COCTABIIIOT TPYITTY JOKYMEHTOB TI0 TPYAOYCTPOUCTBY, YUETY H
padoTe ¢ KaapaMu?

HasoBuTe HOPMATHUBHBIN aKT, B KOTOPOM MPEACTaBICHBI (POPMBI KaAPOBBIX JOKYMEHTOB H
COJIEPIKATCA PEKOMEHAAINH 10 WX 3O THEHHIO.

Kaxkoit mpaBoBOIi aKT ompeaeIaeT MOPAI0K BeACHHS TPYIOBbIX KHHKEK?

KakuM HOpMATHBHBIM JTOKYMEHTOM PETJIAMEHTHPYETCS JETOMPOU3BOJACTBO B (peaepans-
HBIX OpraHax BIacTh?

CooTHecUTE MEKIY COOOM MOHATHSA «IEIIOMPOU3BOACTBO» H «TOKYMEHTOOOOPOTY.

Kak paccuuThiBacTCcI 00BE€M JOKYMEHTOOOOPOTA B OpraHU3aIuu?

Kakne cmocoOBl perucTpanuu JOKYMEHTOB HMCIIONB3YIOTCS B OPTAaHU3AIMH H UYEM
00YCIIOBJICH BBIOOP TOr0 MJIH HHOI'O crocoda?

B 1yem cocTouT mpenBapuTeTbHOE PACCMOTPEHHUE BXOIAIMIMX JOKYMEHTOB U KaKOBA €T0
memns?

B yeMm 3akmo4aroTCa 0COOCHHOCTH OPraHU3alHH PaOOTHI ¢ KaAPOBBIMH JTOKYMEHTAMU?
KakuM mnpaBOBBIM aKTOM YCTAaHABIIMBACTCA TOPSAJOK PpPabOTBl C YCTHBIMH H
MHUCHMEHHBIMHU OOpaICHUAMH I'PAKIaH B TOCYAaPCTBEHHYIO OPTaHH3AIHIO?

B kakux cmy4asx aBTOpY OOpameHHs MOXKET OBITh OTKa3aHO B PACCMOTPEHUHU IO
CYIIECTBY IMMOCTAaBJICHHBIX B HEM BOIIPOCOB?

Kakossl popma u comepranne HOMEHKIIATYPHI €N CIYKOBI KaapoB?

ITo xakuM TIpH3HAKAM MOTYT I'PYIIITHPOBATHCS TOKYMEHTHI OPTaHH3AIHH B JIETI0?
Kakum TpeOoBaHUSM JOIDKEH COOTBETCTBOBATH MOPAI0K GOPMUPOBAHUS TOKYMEHTOB
B aena’?

Kakue cymiecTByIOT BHIABI apXUBHBIX (hOHI0B?

KakoBbI OCHOBHBIE TPEOOBAHHS K PEKHMY XpaHCHUS JOKYMEHTOB?

CooTHecHTE MEXKIY COOOHM MOHATHA «JICTOTPOU3BOICTBO» H ).

Kaxk paccuuteiBaeTcs 00beM TOKYMEHTOOOOPOTA B OPTaHU3AIHH ]

Kakne cmocoOBl perucTpanuu JOKYMEHTOB HMCIIONB3YIOTCS B OPTaHU3AIMH H YEM
00YCJIOBJICH BBIOOP TOI0 HJIH HHOTO CIIoco0a?

B 1yem cocTouT mpenBapuTEeTbHOE PACCMOTPEHHUE BXOIAIMIMX JOKYMEHTOB U KaKOBA €T0
mens?

B dewm 3akmo4aroTcs 0COOCHHOCTH OPTraHU3AIHH PAOOTHI ¢ KAJAPOBBIMHU JOKYMEHTAMH?
KakuM mnpaBOBBIM aKTOM YCTAaHABIIMBACTCA TOPSAJOK PaObOTBl C YCTHBIMH H
MUCHMEHHBIMHU OOPATIEHUAMH TPAXKIAH B TOCYTAPCTBEHHYIO OPTaHU3AIHIO?
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. B kakux ciaydasx aBTOpYy OOpamieHUs MOKET OBITh OTKA3aHO B PACCMOTPEHHH TIO
CYIIECTBY MOCTABJIEHHBIX B HEM BOIIPOCOB?

Kakosbl popma u comepranne HOMEHKIIATYPBI € CIYKOBI KaapoB?

ITo xakuM TIpH3HAKAM MOTYT I'PYIIITHPOBATHCSA JOKYMEHTHI OpTaHU3AI[HH B €107
Kakum TpeOoBaHUSM JOIDKEH COOTBETCTBOBATH MOPAI0K (GOPMUPOBAHUS TOKYMEHTOB
B nmema?

Kakue cymiecTByIOT BHIABI apXUBHBIX (hOHI0B?

KakoBbl OCHOBHBIE TPEOOBAHUS K PEKHUMY XPAHEHHUS TOKYMEHTOB?

5.2 TecTbl N0 TEMaM
Tema 1.1. Begenue. JlokyMeHT u cucTemMa 10KyMeHTaLUN

Buibpame npasunvHblii 6apuanm omeema:
1. CBenenus o nmunax, pakrax, COOBITUAX U SABICHUAX HE3ABUCUMO OT (POPMBI HX TIPE/I-

CTaBJICHHUA — OTO:

A) TOKyMEHT;
b) nadopmarms;
B) pexsuswur;

') Onank.

2. JIoOKyMeHTHPOBaHHAA HHPOPMALIHA — 3TO:
A) uadopmammsa, KOTOpas NPEAHA3HAYACTCA JUIA OLEHKH NMPABUIBHOCTH (PYHKIIHOHH-

POBaHUA MOACUCTCM B CHUCTCMC YITPABIICHUA,

b) undopmarms, xkoropas He BBIPAKEHA WM HE MOYKET OBITh BBIPA)KEHA B KOJMYE-

CTBEHHOH (popme;

B) 3adukcupoBaHHas Ha MaTEpHATLHOM HOCHUTENE MyTEM JTOKYMEHTHPOBaHHS HUH(OP-

MAaIs ¢ PEKBU3UTAMH, TIO3BOJIIIOIIUMH OTIPEACITUT TAKYI0 HHPOPMAIMIO WA B YCTAHOBJIC H-
HBIX 3aKOHOAATENBCTBOM Poccuiickon denepanuu cirydasx €€ MaTepHaIbHBIA HOCHTED,

I') cBemenns o nmumax, (akTax, COOBITUAX U ABIICHUAX HE3aBUCUMO OT (POPMBI UX TIPE/I-

CTaBJICHHA.

3. 3adukcupoBaHHas Ha HOCHUTENEe MH(POPMAIMA C PEKBU3UTAMH, TO3BOJSMIONIMMH €€

UACHTA(UIUPOBATH — 3TO:

A) TOKyMEHT;
b) nadopmarms;
B) pexsuswur;

') Onank.

4. JleATenbHOCTh, OOECTICYMBAIOIIAS JOKYMEHTHPOBAHHE, JOKYMEHTOOOOPOT, OTepa-

THUBHOC XPaHCHUC W UCITIOJIb30BAHUC NOKYMCHTOB — 3TO:

A) enonpon3BOICTBO;
b) noxymenTHpOBaHUE;
B) cOop undopmarmm;

') xoHTpOIITHHT.

5. OCHOBHBIM OOBEKTOM JIEJIOMPOU3BOICTBA SBIIAETCS:
A) OnaHk;



b) pexsuswur;

B) noxymenr;

') apxus.

6. JlokyMeHTBI,3aTparuBarOIIUe HHTEPECH ONPEAEIIEHHOTO JIULA — 3TO:
A) yHUDHUITUPOBAHHBIE TOKYMEHTHI,

b) nu4HbIE TOKYMEHTHI,

B) BHyTpeHHHE TOKYMEHTHI;

') cpo4HBIE OKYMEHTHI.

7. JIOKYMEHT, B KOTOPOM YacTh AOKYMEHTa OTIEYaTaHa, a 4acTh 3aIOJHAETCA MPH CO-

CTaBJICHHUH — 3TO:

JTHLL;

A) ourabHBIN TOKYMEHT;
b) cpounsIii JOKyMEHT;

B) tpadaperHsiii nokymeHT;
') mA9IHBIN TOKYMEHT.

8. OpuumanbHBIN TOKYMEHT — 3TO:
A) TOKyMEHT, COCTABIIIEMbIH PAOOTHHKAMH JAHHOTO TPEATIPUATHS;

b) moKyMeHT, MOCTYMarOUmui U3 APYyTruX NPEANPUATHH, OpPraHU3alUHd U OT YaCTHBIX

B) moxymeHT, CO3MaHHBIA OpraHWU3AIMEH, MTODKHOCTHBIM JTUIIOM WJIH TPAKIaHHHOM,

o(popMITEHHBIN B YCTAHOBIEHHOM TIOPSIIKE;

') nokyMeHT, 3aTparuBarOIIMi HHTEPECH! OTIPEIEICHHOTO JTUIIA.

9. JIoKyMEeHTBI MOCTOSHHOTO XPAHEHHA MOJIEKAT XPAHEHHIO:
A) S ner;

b) no 10 ner;

B) 15 ner;

') cepmre 10 mer.

10. Obs3aTeNBbHbBIE A1 UCTIOTHEHUS JOKYMEHTHI — 3TO:
A) nH(pOpPMAMOHHBIE TOKYMEHTHI,

b) nepBu4HbBIE TOKYMEHTHI,

B) yau¢uimmpoBaHHbie JOKyMEHTHI,

') ntMpeXTHBHBIE TOKYMEHTHI.

11. OyHKIMA TOKyMEHTA, KOTOPas 3aKI0OYAeTCA B (PUKCAIMM, XPAHEHHH W TIepeaaye

WH(POPMAITHH:

A) KOMMYHHKaTHBHAs

b) nadopmammonnas

B) npasoBas

') conmanbHO — KymbTypHast
J1) OTYETHO-KOHTPOIbHAS
E) opranmsarmonnas

X) yueOHas

3) y4eTHO-KaapoBast

W) memopuanbHas



12. @yHKIHA TOKYMEHTA, KOTOPas 3aKIH0YAETCA B YCTAHOBKE ITPABOBBIX OTHOIIECHHM:
A) KOMMYHHKaTHBHAs

b) nadopmammonnas

B) npasosas

') conmanbHO — Ky/mbTypHast

J1) OTYETHO-KOHTPOIbHAS

E) opranmzarmonnas

X) yueOHas

3) y4eTHO-KaapoBast

W) memopuanbHas

13. OyHKIHA JOKYMEHTA, KOTOpas 3aKIF04YaeTcs B iepeaaye, oOMeHe HHpOpMaue:
A) KOMMYHHKaTHBHAs

b) nadopmarmonnas

B) npasoBas

') conmanbpHO — KyIbTypHas

J1) OTYETHO-KOHTPOIbHAS

E) opranmzarmonnas

X) yueOHas

3) y4eTHO-KaapoBast

W) memopuanbHas

14. OyHKIHA TOKYMEHTA, KOTOPas 3aKIH0YAETCA B IEPEAAYe HCTOPUIECKUX CBEICHUMN!
A) KOMMYHHKaTHBHAs

b) nadopmammonnas

B) npasosas

') conmanbHO — Ky/mbTypHas

J1) OTYETHO-KOHTPOIbHAS

E) opranuzammonnas

X) yueOHas

3) y4eTHO-KaapoBast

W) memopuanbHas

15. CoBOKYIHOCTh JOKYMEHTOB, COAEPKAIIUX HH(POPMALUIO O (PaKTHUECKOM IOJIOKE-
HUH JIEN, CITY’KaITUX OCHOBAHUEM I IPUHATHS PEIICHUH, U3TAHU PACTIOPATATEIIBHBIX 10~
KyMEHTOB - 3TO

A) paciopsAUTENbHBIE TOKYMEHTBL;

b) opranuzaimoHHbIE JOKYMEHTHI;

B) oT4eTHBIE TOKYMEHTHI;

I') maopMamOHHO-CTIPABOYHBIE JOKYMEHTBI

16. Cuctema JOKyMEHTAIIHH — 3TO

A) COBOKYMHOCTBHIO B3aMMOYBSI3aHHBIX JTOKYMEHTOB, IPHUMEHAEMBIX B OTPEICIEHHON
cdepe IeATeTbHOCTH

B) COBOKYITHOCTH PEKBHU3UTOB

B) noxymeHT, copeprKammuii IEPBHYHYIO HHPOPMAITHIO

') cucTema mOKyMEHTAIIWH, CO3/TAHHAS TI0 €TUHBIM TPABHUIAM U TPEOOBAHUIM



17. B wnactosmiee Bpems B PO tpeGoBaHMa K OQOPMIICHHIO OPTraHU3AI[HOHHO-
PacCTIOPATUTEIEHON JOKYMEHTALIMHA COJEPIKATCS B:

A) ®enepansaoM 3akoHE OT 27.07.2006 No 149-@3 (pexn. ot 18.06.2017) «O6 unbpop-
MAaIiH, HHPOPMAIMOHHBIX TEXHOJIOTHAX U O 3a0IUTE HHPOPMALIIY;

b) TOCT P 7.0.97-2016 «Cucrema craHgapToB mo HHPOpPMAIHH, OHOIHOTEUHOMY H
u3gaTenbckoMy Aermy. OpraHu3alMOHHO-PACTIOPAIUTENbHAS JOKyMEHTAIWA. 1peOoBaHUA K
o(OpMIEHHIO TOKYMEHTOBY

B) 'OCT P 7.0.8-2013 «Cucrema cTaHIapTOB 10 WHPOPMAIMH, OHOTHOTEUHOMY U W3-
IaTeTbCKOMY JIey. JeI0mpon3BOACTBO M APXUBHOE JIEN0. T €PMHUHBI M OTIPEACTICHUS;

I') Tpymosom koaekce PO.

Buibpame npasunvisie gapuanmel 0meemos:

18. Tlo cpokam MCTIONMHEHUSI TOKYMEHTHI KITACCU(DUITUPYFOTCS Ha:

A) yHUDUITUPOBAHHEIE;

b) cpounsie;

B) Hecpounsie;

') BpeMeHHOTO XpaHEHHUS;

J1) TOCTOSTHHOTO XPaHEHU.

19. Ilo cpokam XpaHEeHHs pa3nUYarOT JOKYMEHTBI:
A) BpeMEHHOTO XpaHEHHUS,

b) cpounsie;

B) Hecpounsie

') ntupexTHBHBIE;

J1) TOCTOSTHHOTO XPaHEHU.

20. Ilo rpudy orparnyeHus 10cTyma (CTETIEHN TTTACHOCTH) PA3IMYAIOT JOKYMEHTHI
A) OTKpPBITHIE;

b) ¢ rpudom orpanudenns gocTyma;

B) cpounsie;

') Hecpounsie;

J1) xommw;

E) monnmuaaMKH.

21. CBolicTBa JOKYMEHTOB:
A) BpeMeHHEIE;

b) Tumossie;

B) undopmammonssie;

') sxcTTyaTanmoHHEIE,

J1) aHaTM THYECKHE.

23. 1o MecTy cocTaBIEHHUS JOKYMEHTHI KITAaCCH(PUITUPYIOTCS Ha!
A) mepBUYHEIE,

b) cBommbIE;

B) BHyTpeHHHUE;

') BHEeIIHUE;

J1) yHu(ULTHPOBAHHBIE;

E) tpadapeTnsie.
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24. Tlo THTTy HOCUTENEH TOKYMEHTHI KITACCU(UITUPYIOTCS HA:
A) OymaxkHbIE,

b) marauTHBIE,

B) nepBuunsie;

') ontueckwe,

J1) kKuHO(OTOTOKYMEHTHI,

E) tpadapeTnsie.

25. Tlo comep:kaHUIO JOKYMEHTHI KJIaCCU(PHUITUPYIOTCS Ha!

A) mepBUYHEIE,

b) cBommbIE;

B) cpounsie;

') Hecpounsie;

J1) yHu(ULTHPOBAHHBIE;

E) tpadapeTnsie.

Yemanosume coomsememeue:

26. YCTaHOBHUTB COOTBETCTBUE MEXKIY BUAOM JTOKYMEHTA H €TI0 XapAKTEPHUCTUKOU:

Jloxymenmeoi:

1. Opurunan (Mo ATHHHHK )

2. Konmsa

3. dyOnmukar

4.3aBepeHHas KOMUsA

5. Bemmucka

Xapaxmepucmurxa OOKymenma:

A) BBITAFOTCS TIPH yTEPE WM YHUUTOKEHHUH TIOJTHHHUKA,

b) xomnu ¢ HEOOXOIUMBIMH PEKBU3UTAMH, TPUAAIOITAMH UM IOPHINYECKYIO CHITY;

B) mepBbie MM € AMHCTBEHHBIE SK3EMIUTPHI OPHUIMATBHBIX TOKYMEHTOB, TTOAITMCAHHBIC
aBTOpPOM;

[') yacT HOKyMEHTa C yKa3aHUEM, M3 KAKOTO JOKYMEHTA CHENIaHa BBITHCKA, 3aBEPEH-
HBIE TOJDKHOCTHBIM JIMLIOM U UMEIOLIHUE MEYATh;

J1) AOKYMEHTBHI, TIOJIHOCTBIO BOCTIPOM3BOIAIIHE HH()POPMALIUIO TIOTHHHAKOB M BCE €TI0
BHEIITHUE MPU3HAKU, HE UMEIOIIHE FOPUINYECKOMN CHIIBL.

27. YCTaHOBHUTBH COOTBETCTBHE MEXKIY BUAOM JTOKYMEHTA U €70 XapPaKTEPUCTHUKOU:
Jloxymenmeoi:

1. UupuBunyanbHeie

2. TpadaperHsie

3. Tunossle

4. IlpumepHsie

5. YaudunmpoBaHHbIE

Xapaxmepucmuxa OoKymenma:

A) BXoaAIue B KAKyO-THO0 YHU(UITUPOBAHHYIO CUCTEMY JTOKYMEHTALINH;

b) comeprkanme Kaxka0TO TOKYMEHTA UMEET CBOM OCOOCHHOCTH;

B) cozmanHbIe A TPYTIITBI OAHOPOIHBIX TTPEATTPHATHH;

') mcionp3yroTes A COCTaBACHHUA U ODOPMIIEHUS TOKYMEHTOB 110 aHATIOTHH
J1) 4acTh JOKyMEHTA OTIIEYAaTAHA, 4 YACTh 3AIOJHAETCS TPH COCTABIICHUH.



Tema 1.2. OpraHu3alUOHHO-PACTIOPSANTEIbHbIE JOKYMEHTbI
Buibpams npasunvHblii éapuanm omeema:

1. KoMimeke B3aMMOYBI3aHHBIX JOKYMEHTOB, PETTIAMEHTHPYIOIIUX CTPYKTYPY, 3a1a4l
1 (pyHKIMH OpraHW3alMH, IPUHIIMITEI OPTaHU3AIMK €€ padoThI, Mpasa, 00S3aHHOCTH, chepy
OTBETCTBEHHOCTHU €€ PyKOBOJCTBA U CIIELUATUCTOB — 3TO:

A) opranu3aiOHHBIE JOKYMEHTHI;

b) pacniopsauTenpHBIE TOKYMEHTHI,

B) undopmammoHHO-CTIpaBOYHbBIE JOKYMEHTHL

[') HOpMaTHBHO-TIPABOBBIE TOKYMEHTHI.

2. JIOKyMEHT, aJpeCOBAHHBIM BBIIECTOAIEMY PYKOBOJAUTENIO, C H3NOKEHHEM KOH-
KPETHOM MPOOTIEMBI HJTH TIOCTAHOBKOW BOTIPOCA M COACPKATIHI OTBETHI M TPEIIOKEHHUS - ITO

A) OOBsIcCHUTETTFHAS 3aTIHCKA,

b) JloknagHas3anucka;

B) UnudopmaimonHoe nuchMo;

') Ilncemo-u3BemeHAE.

3. JlokaapHBIH OPraHU3AIMOHHO-TIPABOBOW JOKYMEHT, YCTAaHABIMBAIOIIUN IS PadoT-
HUKA OpraHM3aiuu (TIOapa3ecHus ) KOHKPETHBIE TPYAOBBIE (OJDKHOCTHBIE) 00S3aHHOCTH B
COOTBETCTBHH C 3aHUMAEMOH TOJLDKHOCTBIO - 3TO

A) JI0TKHOCTHATHHC TPYKIIHS,

b) Ilpukas pykoBoauTens;

B) IlllTatHoe pactimcaHue;

') Ycra opraamsammy.

4. TluceMoO, CBOEBPEMEHHO HH(POPMHUPYIOIEE 3aMHTEPECOBAHHOE JOJLKHOCTHOE JIMIIO
WM OPTaHU3ALMIO O CBEPIIMBINUMCS (PaKTe - ITO

A) Axr;

b) JloknamHas 3ammcka;

B) UudopmarmoHHOETUCHMO;

I') CripaBxa.

5. JlokyMeHT, OOBSCHSIONIMKA BBIMECTOAMEMY HETOCPEACTBEHHOMY PYKOBOJIHUTEITIO
MPAYUHBI HEBBITOTHEHUS KAKOTO-THOO0 MOPYYEHHUS, HAPYHICHHUS TPYAOBOH HIIM TEXHOJIOTHYE-
CKOHM JUCIIUILIHHBI - 3TO

A) JloxmagHas 3amnmcka;

b) OOpsicHuTETPHAS 3aTIHICKA,

B) Akt 0 HapymeHUN TPYAOBOH TUCITUTLIAHBL,

') Ilucemo-u3BemeHME.

6. [IpaBOBOM aKT, OMPEAETISIOMUN CTATYC OPTAHHU3AINH, €€ 3a1a4i U (PYHKIUH, TTpaBa,
OTBETCTBEHHOCTb, MOPAJOK ACATEIBHOCTH - 3TO

A) IllTatHOE pacmmcaHue;

b) IlpaBuna BHyTpEHHETO TPYJOBOTO PACTIOPSAIKA;

B) UHCcTpyKIWMs OpraHU3aiiOHHO-METOJUYECKOTO HA3HAYCHUS;

') IlonoxeHreob0praHu3auy.



7. JIOKyMEHT, OTPa’KarOLINH MPOU3BOJACTBEHHYIO JEATENBHOCTh OPTaHU3ALMH WU T101-
TBEPKJAIOIIUN CBECHHA O €€ pabOTHUKAX - 3TO

A) Ilpukas mo oCHOBHOU J€ATENbHOCTH;

b) Jlenosoe (cimy:ke0HOE) TTMCHMO;

B) CnyxeOHnas 3anmcka;

I') CripaBxa.

8. Buj OopraHM3aiiMOHHOTO JOKYMEHTA, KOTOPHIH OTMPEISSIET MOPSIA0K 00pa30BaHHS,
CTPYKTYPY ¥ OPTaHU3ALHIO PAOOTHI TPEITPHATHIA:

A) Ycras;

b) Unctpykims;

B) Ionoxenwue.

9. Kakyro undopmanuro coaepxut paszaen Y crasa «OONIHe MOT0KEHUD):

A) CTpyKTypa OpraHU3alNM;

b) mpaBa u 00s13aHHOCTH TOJKHOCTHBIX JTHIL,

B) nenu u 3amaun opraHuzanum.

10. Kakue n3 nepeyucieHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3allHOHHBIM:
A) mHCBMO, TIOJIO’KEHHE;

b) ycras, mHCTpYKLHS;

B) ycras, ykas.

11. JIokyMeHT, B KOTOPOM (PUKCHPYETCS TIOCIETOBATENFHOCTD U COJEPKaHUE 00CyKIa-
€MBIX KOJUIETHAIbHBIM OPTaHOM (COBEIIaHHWEM, KOH(EPEHIIHEH, COBETOM H T. 1.) TIOCTABICH-
HBIX BOIPOCOB U IIPUHATHIX PEIIECHUM - 3TO

A) dukrodon;

b) IlocTanoBnenwue;

B) AxT;

') IlpoTokon.

12. JIoKkyMEHT, COCTAaBIICHHBIH HECKOJPKAMH JTUIIAMH (KOMHUCCHEH), TTOATBEPKIAIOTIHN
YCTaHOBJICHHBIE (PAKTBI, COOBITHSA WM JEHUCTBHA, a TaKKe (PUKCUPYIOLINH PE3yIbTaThl PEBU-
3UM, UHBEHTApU3ALMM, IIPUEMA-TIEPENAYN WIIM CIUCAHUA MATEPHAIIBHBIX LIEHHOCTEH, MPUEM
3aKOHUYEHHBIX PaOOT H T. 1. - 3TO

A) Ilporoxour;

b) Pemenue;

B) Jlemosoe (ciyxe0HOE) TUCHMO;
I') Axr.

13. IIpaBoBOM aKT pyKOBOAUTENS PEANPHATHS - ITO
A) Peakims Ha 3a0aCTOBKY;

b) Jlumenwne npemuu;

B) Ilpuxkas;

') JIxoObte neiicTBHSA PYyKOBOIUTEA.

14. ®opma BHYTpEHHEU ACIOBOM MEPEMUCKH MEKAY MOAPA3ICITCHUAMH OpPraHU3aLHHA
WA JOJLKHOCTHBIMH JIMLAMU, HE HAXOJAMMMUCA B IPAMOM MOJTYHHEHHH - 3TO
A) Cyxe0OHas 3ammcKa;
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b) OOpsicHuTETBPHAS 3aTIHICKA,
B) JloknamHas 3ammcka;
') OnexTpoHHOE THCHMO.

15. CoBOKYITHOCTh NIMPOKO MPHUMEHSAEMBIX B YIPABICHUN BHAOB TOKYMEHTOB, H3/1aBa-
€MBIX PYKOBOJCTBOM OPTaHHW3ALMH, COAEPKANINX YIPABICHUYECKUE PEINCHUS, HAITPABIICHHBIC
Ha pPeajM3alui0 CTOALIMX MEPe] OpTaHU3alMeN TeKYIUX U MEPCIEKTUBHBIX 3aaa4, U o0naja-
FOIIUX FOPUIHYECKON CHIIOH - 3TO

A) PacriopsauTenbHbIe TOKYMEHTHI;

b) Jlenoseie (ciry:xe0HBIE) THCHMA,;

B) OpraansaimoHHbIe TOKYMEHTHI,

') UadopmarmoHHO-CTIpaBOYHBIE JOKYMEHTHIL.

16. [TucbMEeHHBIH TOKYMEHT, COJEPIKAIMUN OTEPATHBHYIO HH(OpPMAIHIO, TepeaaBae-
MYFO YCTHO TI0 KaHainaM Tene(OHHON CBSI3H - 3TO

A) Dakc;

b) Temerpamma;

B) Tenekc;

I') Tenedonorpamma.

17. YcraB opranusanuu yTBEP:KAACTCA:

A) I'eHepanbHBIM THPEKTOPOM;

b) PykoBoauTeneM HanOroBOM HHCIIEKIINY;

B) IIporokomom coOpaHusi TPYyA0BOTO KOJICKTHBA,;
I') Yupenurtensamu (y4acTHUKAMH).

18. JIoIKHOCTHBIE HHCTPYKLIWHU Pa3padaThIBAIOTCS:

A) TONBKO AJI1 aAMHUHUACTPATHBHO-YTIPABICHUYECKOTO TIEPCOHANA;
B) Tompko A CrIenUaTUCTOB;

B) Tompko aiis cykamux;

') Ha Bce MOIDKHOCTH, TIPEAYCMOTPEHHBIE IITATHBIM PACITHCAHHUEM.

19. Yka3anue, [loctanosnenue, Pemenne, PacnopsskeHue OTHOCAT K:
A) OpraHu3anMOHHBIM TOKyMEHTaM;

b) PaciopsauTenbHBIM TOKyMEHTaM;

B) OnepatuBHO-uH(POPMAIIMOHHBIM JOKYMEHTAM;

I') UadopmarmoHHO-CTIPABOYHBIM JJOKYMEHTAM.

20. Ha kakOM JOKYMEHTE HE CTABUTCS PEKBU3UT HAMMECHOBAHUE BUJA JOKYMEHTA!
A) nuceme;

b) momKHOCTHOW HHCTPYKINH,

B) Ycrase.

21. JloxymeHT, onpeaesromui poHa 3apad0THON TUIATHI COTPYTHUKOB OPraHU3aLNN:
A) TOMKHOCTHAS HHCTPYKIIHSA;

b) mraTHOe pactiucanue;

B) Ycras.
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22. Ha xakoM JOKYMEHTE HET Tpr(a yTBEPKIACHUS:
A) mpukase;

b) nonoxennu;

B) ycrase.

23. K rpynmne BXOOAIMHUX JOKYMEHTOB MOKHO OTHECTH:

A) menoBble MUCHMa;

b) opranuzaimoHHbIE JOKYMEHTHI;

B) npukassl opraHuzanum.

24, C Kakoro MOMEHTA PacTIOPAIUTEIbHBIA JOKYMEHT BCTYIIAET B CUITY:
A) ¢ MOMEHTA CO3aHHS;

b) ¢ MmoMenTa moATIHCAHNS,

B) ¢ MmomeHTa yTBEpKIACHUS.

25. K BHyTpeHHEMY JTOKYMEHTOOOOPOTY OTHOCST:
A) odurmanbHpIe TMCHMA;

b) BHenIHHE TOKITATHBIC 3aIMUCKH, CIIPABKH;

B) npukasbl, pacropsiKeHHsT OpraHH3aIHH.

26. JIOKyMeHT, aapeCcOBaHHBIN JODKHOCTHOMY JIMIY M COACPKAIIHN CYTh OOpammeHus
paboTHUKA — 3TO:

A) akT;

b) mporokour;

B) 3asBnenne;

') cipaBka.

Tema 1.3. Kaaposasi nokymMeHTauust
Buviopame npasuisbHblii 6apuanm omeema:

1. CoBokymHOCTH (hOPM (JIOKYyMEHTOB), OTPAKAIOIINX HATMIHNE U ABIKEHHE TIEPCOHANA — 3TO:
A) oTueTHAs TOKYMECHTAIIHSA,
b) punancoBas nokymeHTaHsA;
B) xagpoBas mokymeHTaIus;
I') craTucTHYeckas TOKyMEHTAITHS.

2. U3meHEeHUE CIHCOYHOM YUCIIEHHOCTH PAOOTHHKOB OPTAHU3AIMH B CBSI3H C YBOJIFHEHHUEM U
MPUEMOM Ha padoTy — 3TO:

A) ITBHKEHHE TIEPCOHATIA;

b) cokpamenue nepconana;

B) moaoop mepconana;

') nepenucs mepcoHana.

3. Ilpukassl 0 IpreMe Ha padoTy, IEPEBO/IE HA APYTYIO PadOTy, MPEAOCTABIEHUH OTITYCKa,
YBOJIBHEHUH, JTMYHAS KAPTOYKa PAOOTHHKA OTHOCATCS K TOKYMEHTaM:

A) moxyMeHTaM, CBA3aHHBIM C OCYHIECTBICHHEM (DYHKIMH MO YITPABIECHUIO TIEPCOHATIOM U Op-
raHu3alyen Tpyaa;

b) noxymenTanmu o 0opOpMIIEHHIO OTITYCKOB;

B) nokxymeHTaM 1O yYeTy THYHOTO COCTaBa PAOOTHHUKOB;

') noxymeHTaMu 10 O(POPMIIEHHIO TIOOIIPEHH.



4. [IpaBuna BHYTPEHHETO TPYAOBOTO pacmopsaaka, [lomoxkeHne o CTPyKTypHOM MOApa3aerie-
HUH, TOJDKHOCTHBIE HHCTPYKIWHK, CTPYKTypa M ITaTHAS YHCICHHOCTH, LIITaTHOE pactiucanue
OTHOCATCA K JOKYMEHTAM:

A) moKyMeHTaM, CBA3aHHBIM C OCYHIECTBIICHHEM (DYHKIMH 1O YITPABIECHUIO TIEPCOHATIOM U Op-
raHu3aien Tpyjaa;

b) noxymenTanmu o 0pOpMIIEHHIO OTITYCKOB;

B) nokymeHTaM 1O y4YeTy THYHOTO COCTaBa PAOOTHHUKOB;

') noxymeHTaIMu 10 OPOPMIIEHHIO TIOOTIPEHH.

5. OCHOBHBIM 3aKOHO/IATEIBHBIM aKTOM, KOTOPBIM PYKOBOJICTBYETCSA B CBOEH pad0Te KaapoBas
cimy»k0a — 370:

A) YronosHbiit koaekc PO;

b) Tpynosoii konekc P®D;

B) I'paxxmanckuii kogekc PO;

I') XKumaerit kogeke PO.

6. TpymoBo# OrOBOP JOKEH OBITh 3aKITFOYEH B!
A) ycTHOU dopme;

b) mucemennoit popme;

B) 3T0 HE HMEeT HUKAKOTO 3HAYCHHUSI.

7. [Ipuem Ha padboty odopmisercs:

A) 3asgBNEeHHEM O TIpHEME Ha padoTy;

b) npukasom o mpuemMe Ha padoTy;

B) momKkHOCTHOM HHCTPYKIHUEH;

') mpoTrokomom.

8. Cornamenvie Mex Iy paOOTHHKOM H PadOTOIATEIEM, KOTOPOE YCTAHABIMBAET UX B3AHMHBIC
MpaBa U 00S3aHHOCTH — 3TO:

A) 3asBIIEHHE 0 IPUEME HA PadoTy;

b) mraTHOE pacnucanwme;

B) aBroOmorpadms;

') TpymoBoit 10oroBOD;

9. OCHOBHBIM JOKYMEHTOM TIO YUETY TIEPCOHAIIA TIPEATIPUATHS ABIIACTCS:
A) TpymoBas KHIKKA,

b) npukas o npueme Ha padory;

B) nuunas kapTouka;

') mpukas 00 yBOTPHEHHH.

10. Cpok XpaHEeHHsI IMYHBIX KAPTOYEK:
A) 10 rer;

b) no 5 ner;

B) ot 30 1o 50 ner;

') 75 ner.

11. TlepeBoa cOTPYAHUKA HA APYTYIO JOJLDKHOCTD O(OPMITIETCS:
A) 3agBICHHEM O TIEPEBOJIE HA APYTYIO padboTy;
b) npukasom o mepeBoe Ha APYTYIO JOTKHOCTH;



B) axTom;

') cipaBkoii.

12. B Teyenne, Kakoro mepuoaa pabOTHUK TOJDKEH HAMMUCATH 3aIBJICHUE 00 YBOJIBHEHUH:
A) 3a 2 Mecsia;

b) 3a 2 nenenwy;

B) 3a 2 gns;

[') cpok He yCTaHOBIEH 3aKOHOIATENBHO.

13.KoMImieke TOKyMEHTOB, XapaKTePU3YIOIUX TPYAOBBIE OTHOMIEHHUS paOOTHHUKA ¢ padoTOoaa-
TEJIEM, TPYIOBOM MPOLECC U APYTHE MOAOOHBIE ACTIEKTHI — 3TO:

A) TpymoBas KHIKKA,

b) Tpynosoii norosop;

B) muunoe meno paboTHUKA;

I') aBToOHOTpadms;

J1) pestome.

14. Y4er Tpyaa u ero orraTel 0pOPMITIETCS:

A) TOKyMeHTaMH TIPOU3BOJILHOM (hOPMHEI,

b) yanduimpoBanHsIMU (hOpMAMH TIEPBUYHON YIETHOW JOKYMEHTALIAH;
B) 00a BapuanTa OTBETOB BEPHBI.

Tema 1.4. /lenesxxknbie u PUHAHCOBO-PAaCYEeTHBIE JOKYMEHTbI
1. JIOKyMEHT, TTOKa3bIBAIOIINI ABHKEHUE JCHEKHBIX CPEACTB — 3TO:
A) TOKyMEHT TI0 KaIpOBOMY YUETY;
b) cBOIHBIN TOKYMEHT;
B) nene:xHbBIN TOKYMEHT;
') opraHU3anOHHBIN TOKYMEHT.

2. KaccoBbie omeparuu opopMITIFOTCS:

A) yHupuImMpoBaHHBIMHU (POPMAMH TIEPBUYHOM YYETHON JOKYMEHTAIINH;

b) paspaboTaHHBIME caMOCTOATENBHO (POPMAaMU IEPBHYHON YUETHON JOKYMEHTALINH;
B) o ycMoTpeHuro pyKkOBOIUTES.

3. Kakue o0sa3aTennbHbIe PEKBH3HUTHI TOJDKHBI COIEPIKATHCS B TMEPBUYHBIX JOKYMEHTAX
o y4eTy (PMHAHCOBO-PACUYETHBIX OTIEPALHI (BBIOPATh HECKOIBKO BAPUAHTOB OTBETA):

A) HaMMEHOBaHUE JOKYMEHTA;

b) mara coctaBneHus TOKyMEHTA;

B) HamMeHOBaHME YKOHOMHUYECKOTO CyOBEKTA, COCTABUBLIETO JOKYMEHT;

I') coneprkanme pakTa X03IMCTBEHHON JKU3HHU;

J1) ToTOTHIT OpTraHU3AIINH;

E) BennumHy HaTypampHOTO W (WMJIM) ACHEKHOTO W3MEPEeHHsA (aKTa XO3AUCTBEHHOU
KU3HHU C YKA3aHUEM €IUHUL] H3MEPEHHUS;

X) HammMeHOBaHWE MODKHOCTH JIMIA, COBEPINMBIIETO CAETKY M OTBETCTBEHHOTO 32
MPaBHIBHOCTH €€ 0(OPMIICHHUS;

3) Homep TenedoHa TUPEKTOPA,;

W) moamycu OTBETCTBEHHBIX JODKHOCTHBIX JIMI[ C YKa3aHUEM WX (paMHIUN W MHHLIAA-
JIOB JTHOO WHBIX PEKBU3UTOB, HEOOXOUMBIX IS HIACHTH(UKAIHA STHUX JTHLT,

K) aapec »neKTpOHHOM MTOYTHI.



4. [lepBuuHbIE yYETHBIE JOKYMEHTHI TI0 YY€TY (PHHAHCOBO-PACUYETHBIX OTIEPAIHHA TIPH-
HUMAIOTCA K YUETY, €CJIH OHHU:

A) cocTaBIIEHBI B 3JIEKTPOHHOU opme;

b) cocTaBnensr Ha OyMa)KHOM HOCHTETIE;

B) nmerot Bece 00s3aTeIbHBIE PEKBH3HUTEHI.

5. JIOKYMEHTHI, KOTOPBIMH O(QOPMIISIIOTCS XO3SHUCTBECHHBIE OTICPAIIMHA C JCHEKHBIMH
CpeICTBaMHM, TIOJIMUCHIBAIOTCS (BBIOPATh HECKOJBKO BO3MOKHBIX BAPHAHTOB OTBETA):

A) cexpeTapem;

b) nemonpounssoauTenem;

B) pykoBoguTenem opraHu3anuu;

') rmaBHBIM OyXTanTepOM W YIIOJTHOMOYEHHBIMH UMH HA TO JIUIIAMH.

6. McnipaBnenns B KaccOBbIE U OAHKOBCKUE TOKYMEHTBI:
A) momyckaroTcs;

b) He momyckarorcs;

B) 3akoHOAATETBECTBOM 3TOT BOTIPOC HE PETYIIHPYETCS.

7. JJOKYMEHTBI, KOTOPBIE ABIIIOTCS MHChMEHHBIM TOKA3aTEIIbCTBOM JCHCTBUTEIHHOTO
OCYLIECTBICHUA (PMHAHCOBO-PACUETHOM OTEPALMU UITH NIPaBa HAa €€ COBEPLICHUE — 3TO:

A) y4eTHO-KaIpOBbI€ JOKYMEHTHI;

b) oTyeTHO-CcTaTHCTHYECKHE TOKYMEHTHI,

B) opranuzanmoHHO-paciOpsANTENBHBIE JOKYMEHTHI;

') punarcoBO-pacUeTHHIE TOKYMEHTHI.

8. Oneparnmu 1Mo MOCTYTUICHHIO M BBIIAY€ HATMYHBIX JCHET O(OPMIISIOTCS:
A) IPUXOTHBIMHU B PACXOTHBIMH KACCOBBIMHU OPJIEPAMH,

b) mnaTexxHbIMU MOPYYEHUSIMU;

B) HHKacCCOBBIMU TTOPYUYCHHUSIMH;

') nmaTe:xHBIMHU TPEOOBAHUSIMH.

9. JIeHeKHBIN YEK — 3TO:

A) pacriopspKeHHe TUIATEIbIIUKA O TIEPEUYHUCICHHH C €r0 PACUETHOTO CUETa OTpPEACIICH-
HOM CyMMBI Ha CUET MOJTy4aTels;

b) pacmopsxenune mpeanpuATHA OaHKY O BBIJAYE C €T0 PACUETHOTO CUETA CYMMBI
HAJIMYHBIX JEHEKHBIX CPEICTB;

B) pacueTHBIN TOKYMEHT, BBITIMCHIBAEMBIN TTOCTABIIUKOM, COACP AWM yKa3aHHEe OaH-
Ky IOJIyYUTh NPUYHUTAIOLIYIOCS €MY JEHEKHYI0 CYMMY OT IJIQTENbIIMKA HA OCHOBAHUH COOT-
BETCTBYIOINUX TOKYMEHTOB, CBUACTENBCTBYIOIIHNX O COBEPINEHHBIX ONEPALMAX;

') pacueTHBIN TOKYMEHT, HA OCHOBAHUH KOTOPOTO TIPOW3BOIUTCS CITUCAHHUE JEHEKHBIX
CPEICTB CO CUETA IUIATEIBINNKA B OECCTIOPHOM TTOPSAIKE

10. PacyeTHpIi JOKYMEHT, BBINMUCHIBACMBIM ITOCTABIIMKOM, COJCPIKAIMM YyKa3aHHE
O0aHKYy TOMYYUTh MPUYHUTAIONIYIOCS €My JCHEKHYI0 CYMMY OT TUIATEIBIIMKA HA OCHOBAHWUH
COOTBETCTBYIOIIHNX TOKYMEHTOB, CBUAETEIBCTBYIOMNX O COBEPIICHHBIX ONEPALUAX — ITO:

A) pacUeTHBIN YeK;

b) nmnarexxnoe mopyuenwue;



B) unkaccoBoe mopyueHwue;
') nmaTexxHOE TpeOoOBaHUE.

11. PacueTHsbIl 4ek — 3T0:

A) pacniopspkeHHE TUIATEIBIIAKA O TIEPEYHCICHHH C €r0 PACUETHOTO CUETa OTpEAeICH-
HOM CyMMBI Ha CUET MOJTy4aTeNs;

b) pacmopsixenume mpenmpuATHS OaHKY O BBIJAYE C €r0 PACUETHOTO CYETA CYMMBI
HAJIMYHBIX JEHEKHBIX CPEICTB;

B) pacueTHBIN TOKYMEHT, BBITIUCHIBAEMBIN TTOCTABIIUKOM, COACPKAIMNUN YKa3aHUEe OaH-
Ky TIOJIyYUTh NPUYHUTAIOLIYIOCSI €MY JEHEKHYI0 CYMMY OT IJIQTENbIIMKA HA OCHOBAHUH COOT-
BETCTBYIOINUX TOKYMEHTOB, CBUACTENBCTBYIOIIHUX O COBEPINEHHBIX ONEPALMAX;

') pacueTHBIN TOKYMEHT, HA OCHOBAHUH KOTOPOTO TIPOW3BOIUTCS CITUCAHHUE JEHEKHBIX
CPEICTB CO CUETA IJIATEIBIIHKA B OECCTIOPHOM TIOPSAIKE.

12. [InaTte:xHOE TTOPYUYECHHUE — 3TO:

A) 3T0 pacniopspKEHHE TIPEIITPHATHS YIPEKACHUIO OAHKA O CTIMCAHUH C €T0 PACYETHOTO
cyeTa OTMpPENENIeHHON CyMMBI (COTIIACHO TIPUJIATraeMbIM JTOKYMEHTaM) B TIOTaIIEHHE CBOUX 00s1-
3aTENbCTB;

b) pacnopskenme mpenmpuATHA OaHKY O BBIJAYE C €T0 PACYETHOTO CUETA CYMMBI
HAJIMYHBIX JEHEKHBIX CPEICTB;

B) pacueTHbIN TOKYMEHT, BBITIUCHIBAEMBIN TTOCTABIIUKOM, COACPKAIMUHN yKa3aHHE OaH-
Ky IOJIyYUTh IPUYHUTAIOLIYIOCS €MY JEHEKHYI0 CYMMY OT IJIQTENbIIMKA HA OCHOBAHUH COOT-
BETCTBYIOINUX JTOKYMEHTOB, CBUACTENBCTBYIOIIHNX O COBEPINEHHBIX ONEPALMAX;

') pacueTHBIN TOKYMEHT, HA OCHOBAHUH KOTOPOTO TIPOU3BOIUTCS CITUCAHHUE JEHEKHBIX
CPEICTB CO CUETA MJIATETBIINKA B OECCTIOPHOM TIOPSAIKE.

13. Kakol JOKyMEHT CIY;KHT OCHOBAHUEM U1 CIHCAHHUS JICHEKHBIX CPEJICTB CO CUETa
MJIATEITBITHKA B OECCIIOPHOM TOPSIKE:

A) pacUeTHBIN YEK;

b) nmnarexxnoe mopyyeHwue;

B) unkaccoBoe mopyueHue;

') nmatexxHOE TpeOoOBaHUE.

14. Kako# TOKYMEHT BBIIIUCHIBACTCSA MPH B3HOCE HAIMYHBIX JICHET HA PACYETHBIN CUET:
A) pacUeTHBIN YeK;

b) nmnarexxnoe mopyyenue;

B) nenexHbIl uek;

') nnatexxHoE TpeboBaHUE,

J1) oObsiBIIEHHE HA B3HOC HATMYHBIMH.

Tema 1.5. /loroBopHo-npaBoBasi 10KyMeHTaLMsI
1.CornameHue OBYX WM HECKONBKHX JIUI 00 YCTAHOBJIEHWH, N3MEHEHUH HJIH TIPEKpa-
HICHUW TPAKIAHCKUX MPaB U 00S3aHHOCTEN — 3TO:
A) akT;
b) cipaBka;
B) norosop;
') cry»kebHOE TTHCHMO.



2. Ilopsaaok 3aKIIFOYEHHS JOTOBOPOB PETYIUPYETCH:
A) I'paxanckum kogekcom P@;

b) Yronosupm kogekcom PD;

B) Konmekcom 00 atMUHUCTPATHBHBIX HAPYIICHUAX,
I') Hanorossim koaekcom PO.

3. YCTaHOBUTBH COOTBETCTBUE MEXKIY BUAOM IOrOBOPA U €r0 XapaKTEPUCTHKOM:

Buaer norosopos:

1. IoroBop 0JHOCTOPOHHHMI

2. JIoroBop AByCTOPOHHHUHU

3. J1oroBop MHOTOCTOPOHHHMI

XapaKTepUCTHKA:

A) cOAepKHUT B3aHMOCOTIIACOBAHHBIE TIPaBa M 00A3aHHOCTH KOHTPAre€HTOB;

b) cogepxut 0043aHHOCTH TOJIBKO OJHON CTOPOHBI U TIpaBa TPEOOBAHUS, IPYTOM;

B) morosop ¢ yuactuem Tpex Wit 0oJiee CTOPOH; 3aKITF0YACTCS OOBIYHO TPU OCYIIECTB-
JICHHH TOBAPOOOMEHHBIX OMEPALUAX, COOPYKEHHUS OOBEKTOB, CO3TAHHUA COBMECTHBIX TPE[-
NPUATHH.

4. JloroBop, 10 KOTOPOMY UMYIIECTBEHHOE TIPEIOCTABICHUE OJHONW CTOPOHBI 00YCIIaB-
JMBAET BCTPEUYHOE UMYIIECTBEHHOE MPEIOCTABIIEHUE C APYTOH CTOPOHBI — DTO:

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 1OTOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KoHCEHCYambHBIN AOTOBOP.

5. IOKyMEHT, 3aKIF0YEHHE KOTOPOTO HAYHHAETCA C TOTO BPEMEHH, KOT/Ia OBIJIO BBITOJ-
HEHO OTIPE/IETICHHOE IEUCTBHE TI0 TIepeIaye HMYIIECTBA — 3TO:

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 10TOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KOHCEHCYambHBIN AOTOBOP.

6. I'paxaaHCKO-IIPaBOBOM TOTOBOP, KOTOPBIM NMPU3HAETCA 3AKIFOYEHHBIM C MOMEHTA
COrTacOBaHMA CYIIECTBEHHBIX YCIOBHUM CTOPOHAMU — 3TO:

A) peanbHBIH JOTOBOD;

b) Bo3mMe3HbII 1OTOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KoHCEHCYambHBIN AOTOBOP.

7. JIoroBop, B KOTOPOM UMYIIECTBEHHOE MPEIOCTABICHUE TPOU3BOJIUTCS TOJBKO OJTHOMU
W3 CTOPOH 0€3 TOIYYECHHS BCTPEUYHOTO UMYIIECTBEHHOTO PEAOCTABICHHSA OT IPYTOH CTOPOHBI
— 3T0:

A) peanbHBIN JOTOBOP;

b) Bo3me3aHbII 1OTOBOP;

B) 6e3B03Me3mHbBIN TOTOBOP;

') KoHCEHCYambHBIN AOTOBOP.



8. JloroBop, 0 KOTOPOMY OJIHA CTOPOHA (TIPOAABEI]) O0A3YETCS TEPEAATh BEMIb (TOBAP)
B COOCTBEHHOCTH JIPYTrOM CTOPOHE (MTOKYMATEIO), a MOKyNaTellb 0043yeTCs MPUHITH STOT TO-
Bap W YIUTATHTP 33 HETO OMPEICIIEHHYIO CYMMY — 3TO:

A) TOTOBOP KYTLTH-TIPOTAKH,

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHbI;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMUSI.

9. JloroBop, 1Mo KOTOPOMY OJHA CTOPOHA (CCY0ATEND) 00A3yeTCS MePEeAaTh WK Tepe-
JTAaeT BENIb B 0€3BO3ME3THOEC BPEMEHHOE TOJIh30BAHUE APYTOH CTOPOHE (CCYAOTMOMYUYATENIO), a
MOCTIEHAS 00sA3yeTCsl BEPHYTH TY K€ BEIIb B TOM COCTOSHUH, B KAKOM OHA €r0 MOJYYHIIa, C
Y4ETOM HOPMAJBbHOTO H3HOCA WITH COCTOSIHHH, O0OYCIIOBIIEHHOM JOTOBOPOM — 3TO!

A) TOTOBOP KYTLTH-TIPOTAKH,

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHsI;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMSI.

10. JloroBop, IO KOTOPOMY apeHIOAATENh OOS3YETCS TMPEIOCTABUTH apEHAATOPY 3a
TJIaTy UIMYIIECTBO BO BPEMEHHOE BIIJICHHE U TOJTb30BAHUE JTHOO TOJBKO BO BPEMEHHOE TIOJTh-
30BaHUE — 3TO:

A) TOTOBOP KYTLTH-TIPOTAKH;

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHbI;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMUSL.

11. Ilo norosopy noapsga — 310:

A) 10TOBOP, IO KOTOPOMY OJTHA CTOPOHA (CCYA0IATEND) 00SI3yeTCs TIEPeIaTh UITH TIepe-
JAeT BENIb B 0€3BO3ME3THOEC BPEMEHHOE TOJIH30BAHUE APYTOH CTOPOHE (CCYAOTMOMYUYATENIO), a
MOCIIEHSAS 00sA3yeTCsl BEPHYTH TY K€ BEIIb B TOM COCTOSHHH, B KAKOM OHA €ro IMOJy4HIIa, C
Y4ETOM HOPMAJIBHOTO H3HOCA UITH COCTOSIHHH, O0OYCIIOBIIEHHOM JTIOTOBOPOM;

B) morosop, mo kKoTOpOMY O7HA CTOPOHA (TIPOABEI) 00sI3yeTCs TIepeIaTh BEIhb (TOBAp)
B COOCTBEHHOCTH JIPYTrOM CTOPOHE (MTOKYMATEINO), a MOKyNaTellb 0043yeTCs MPUHSITH STOT TO-
Bap W YIUIATHTD 32 HETO OMPECIIEHHYIO CYMMY;

B) morosop, mo KOTOpOMy 0/HA CTOpOHA (TIOAPATIHK) OO0SA3yeTCS BBITIOIHHATH TI0 3a/1a-
HUIO IPYTOM CTOPOHBI (3aKa3UrKa) ONMPEACIICHHYI0 PadOTy M CAATh €€ Pe3ybTaT 3aKa3yuKy, a
3aKa34MK 00S3yeTCs MPHHATH PE3yIbTAT PAO0OTHI H OILIATUTH €T0;

[') moroBop, MO KOTOPOMY HCIIOIHHUTEIHh OOS3yeTCs O 33aJaHHI0 3aKa34YhKa OKa3aTh
YCITYTH, a 3aKa34YHK 0053yeTCs OIUTATUTD 3TH YCIYTH.

12. IIuceMoO, OTHpaBIAEMOE BUHOBHOM CTOPOHE B CIy4ac HEBBIMOJHEHUA €HO 3aKIIO-
YEHHBIX paHee JOTOBOPOB W PA3HOTO POJa 0OA3aTENBCTB, MOIMBITKE U3MEHUTh WX YCIOBHSA B
OJHOCTOPOHHEM MOPAJKE — ITO:

A) MU4HOE MHCHMO;

b) npeTeH3noHHOE TUCHMO;

B) nckoBoe nuceMo.



13. JIOKyMeHT, MOJArONIHICS B CyJl B MTUCbMEHHOU (hopme, coaep:kamui mpoch0y 00
VIOBJIETBOPCHUU TPEOOBAHHWN CTOPOHBI-3aSBUTEINS B CIIydae HAPYIICHUS WIIH YIpO3bl Hapy-
HICHUs €€ TPaB, CBOOOI UITH HHBIX 3aKOHHBIX HHTEPECOB — 3TO:

A) MU4HOE MHCHMO;

b) npeTeH3nonHOE THCHMO;

B) uckoBoe 3asBneHHE.

14. Jlna mproOpeTeHns TOBAPOB CTOPOHBI BCTYIAIOT B OTHOIIEHHS TI0 TIOCTABKE TPO-
OYKIAW OPTaHWU3ALHEN — MTOCTABITUKOM OPTaAHH3ALMH-TTOTPEOUTEN0. DTH OTHOIIEHHUS 0(OpPM-
JSFOTCAL. . .

A) moroBopoM cOBITa;

b) noroBopom mocTaBkw;

B) moroBopom KyIum-npogaky.

15. JIoroBop cuHTAETCA 3aKIFOYEHHBIM, KOT/1a MEXKY CTOPOHAMM. . .
A) HET IpeTeH3UH;

b) nocTurHyTO CoTNameHue Mo BCEM MyHKTAM;

B) He cymecTByeT pa3HOTTIACHIA.

Tema 2.1. IlonsiTHe NOKYMeHT0000pOTA, perucTpauysi A0KyMeHToB. Ucno/iHeHHe 10KY-
MeHTOB. KoHTpoJib ucnonHeHusi. OpraHusanusi onepaTuBHOI0 XpaHeHHUs JOKYMeHTAa
1.JIoKyMeHTOO0O0pOT — 3TO. ..
A) ycnoBHOe 0003HAUYE€HHE, IPUCBOCHHOE JOKYMEHTY B IIPOLIECCE YUETA M UCTIOTHEHHS,
b) nBmwkeHne TOKyMEHTOB B OPTaHHM3AIMHA C MOMEHTA MX CO3JAHUS WM TOTYUYCHHS 10
3aBEPLICHUS UCIIONTHEHUS WU OTIPABIICHUS aapecary;
B) otpacme mesatenpHOCTH, 0OecTIeUMBAIONIAsA TOKYMEHTHPOBAHHE M OPTaHU3AIHIO Pa-
00THI ¢ OPUITHATHPHBIMHA JOKYMEHTAMH.

2. OCHOBHBIMHU XapaKTEPUCTUKAMHU JOKYMEHTOOOOPOTA ABIAIOTCA (BBIOPATH HECKOIBKO
BAPUAHTOB OTBETA):

A) CKOPOCTh IBHIKEHHUS;

b) mapmpyT nBMKEHHUSA;

B) Bpems nBmkeHuUs;

') nepuoauYHOCTH TBHIKEHHA.

3. Bce nHCTaHIMM HA TIYTH JBWKCHHA JOKYMEHTA OT CO3JAHHS YEPHOBHKA (WITH TIOTY-
YEHH) 0 TIOAIIHUBKH B JIENI0 — 3TO:

A) CKOPOCTb IBHKEHUS TOKYMEHTA;

b) nepruoandHOCT IBMKEHHA JOKYMEHTA,

B) mapmpyT aBMKEHHSA JOKYMEHTA;

') BpeMs ABMWKEHUSA JOKYMEHTA.

4. Bpems, 3aTpauMBaeMO€ Ha MPOXOXKAEHHE AOKYMEHTOB IO MapIIPYTy OT CO3JaHHA
YEPHOBHUKA (MJTH TIOTYYE€HHUSA) IO TIOAIIHUBKH B JACIIO — 3TO:

A) CKOPOCTh IBHKEHUS TOKYMEHTA,;

b) nepuoandHOCT IBMKEHHUA JOKYMEHTA,

B) mapmpyT aBMKEHUSA JOKYMEHTA;

') BpeMs ABMKEHUSA JOKYMEHTA.



5. CnoXviBLUueecst UM OpraHM3oBaHHOe B npefenax UHHPOPMaLNOHHON CUCTEMbI [BW-
YKEHWe [aHHbIX B ONpeae/ieHHOM Hanpas/ieHnn - 3T0:

A) NOKYMeHTOaHau3;

B) AOKYMEHTOMOTOK;

B) nenonpon3BoACTBO;

M) LOKYMEHTMpOBaHMe.

6. O6Llee KONMYECTBO [OKYMEHTOB, MOCTYMMBLUMX WX CO3[aHHbIX OpraHu3auueli 3a
OnpefieNneHHbI NePUoA BPEMEHN - 3TO:

A) 06beEM [JOKYMEHTOOG0POTA;

B) CKOpoCTb JOKYMEHTO060pO0Ta;

B) 060paunBaeMocTb JOKYMEHTO060pOTa;

) NeprvoAnNYHOCTb AOKYMEHTO060POTA;

7. O6bem fokymeHToo60pOoTa (V) paccunTbIiBaeTcs No opmye:
At)4 U _ Konu4ects OBO Konuii

KO/1M4yecTBo NOANTMHHUKOB

Konunyects CBO NoA/IMHHMKOB
h)V =

KOMIMYECTBO KOMWiA
B) V= KO/IMYeCTBO NOA/IMHHUKOB + KO/IMYECTBO KOMUN;

) V= KonnuecTBo NOA/IMHHUKOB - KONIMUYECTBO KOMMWIA;

8. Mo HanpaBneHWo pasnMyaloT AOKYMEHTOMOTOKM (BblOpaTb HECKO/IbKO BapuaHTOB
OTBETOB):

A) ropu3oHTa/IbHbIE;
B) Bxoadupe;

B) ncxogduie;

") BepTUKasbHbIE.

9. [IoKyMeHTbI, Harnpas/sieMble BbILLECTOALMMM OpraHaMy BNacTV WU ynpaBneHust Noj-
UMHEHHbIM OpraHu3aUusam - 3To:

A) rop13oHTasbHbIN AOKYMEHTOMOTOK;

B) BOCXOASALLMIA JOKYMEHTOMOTOK;

B) HucXoAsLLMIA JOKYMEHTONOTOK,;

) BHYTPEHHUIA JOKYMEHTOMOTOK.

10. Mo OTHOLLEHMIO K YMNpaB/ieHYeCKOMY OOBbEKTY pa3/iMyaloT AOKYMEHTONOTOKN (Bbl-
6paTb HECKONBbKO BO3MOXKHbIX BApMaHTOB OTBETA):

A) BHYTPEHHUIA;

B) ropu3oHTa/IbHbI;

B) Bxogawmia;

) ncxomasaLmia.

11. TexHonorus paboTbl C JOKYMeHTaMu, KOTopas 3aKNtoUaeTcs B NPOBEPKE MpaBUfib-
HOCTW [0CTaBKM, LIEMIOCTHOCTW YMaKOBKM, COXPAHHOCTW MeyaTeil, BCKPbITUM KOHBEPTOB W
NpoBepKe KOMMIEKTHOCTU 1 LieNOCTHOCTY BIOXKEHWIA, B 06paboTKe CONPOBOAMTENLHON AOKY-
MEHTaLIMK, COPTUPOBKE [OKYMEHTOB - 3TO:



A) peructpaums;

b) ucnonnenwue;

B) nepBuunas o0padoTka;

[') KOHTPOTH 32 UCTIOTHEHUEM.

12. 3anmuch yYeTHBIX JAHHBIX O JTOKYMEHTE 10 YCTAHOBJICHHOU (hopMme, PUKCUPYIOTIEH

q)aKT €T0 CO3MaHus, OTPAaBJICHUA UIIH MOJTYYCHUA — 3TO.

A) peructpanms;

b) ncnonnenwue;

B) nepsuunas o0padoTka;

') KOHTPOTb 32 UCTIOTHEHUEM.

13. Peructparmionasie (OpMbI JOKYMEHTOB MOTYT OBITH CIIEAYIOITHX BUIOB:
A) )KypHanbHas;

b) xaprounas;

B) aBTomaTH3upoBaHHas;

') BCce BapuaHTHI OTBETOB BEPHBIL.

14. IloaroToBka MPOEKTa OTBETHOTO AOKYMEHTA, €r0 COTIACOBAHUE C COHUCTIOJIHUTENS-

MH — 3TO:

A) peructpaums;

b) ncnionuenwue;

B) nepBuunas oOpaboTka;

[') KOHTPOTb 32 UCTIOTHEHUEM.

15. [lesaTenpHOCTD, HAMPaBICHHAS Ha O00ECIIEYEHHE CBOEBPEMEHHOTO M KaY€CTBEHHOTO

HCTIOTHEHUA MOPYUYEHUH H PENIEHUS BOITPOCOB — 3TO:

A) peructpaums;

b) ncnionnenwue;

B) nepsuunas o0padoTka;

[') KOHTPOTH 32 UCTIOTHEHUEM.

16. JIOKyMEHT MM COBOKYIMHOCTHh JOKYMEHTOB, OTHOCAIIUXCS K OJHOMY BOMPOCY HIIU

YHaCTKYy ACATCIbHOCTH, MOMCIICHHBIX B OTACIbHYIO O6J'IO)KKy — 3TO:

A) apxwus;

b) nemno;

B) mon6opka,;
') orucs.

17. YTBEp:KI€HHBIA CUCTEMAaTH3UPOBAHHBIN IEPEYECHb HAUMEHOBAHUM JIETI, 3aBOJHMBIX

B OPTaHM3AIMH, C YKa3aHUEM CPOKOB MX XPaHEHHA, OPOPMIIEHHBIA B YCTAHOBICHHOM TTOPSJIKE

— 3TO:

A) CTpyKTYpa A

b) Homenknarypa neu;
B) mox6opxka nemn;

') apxuBupoBanue Ae.



18. I'pynmupoBaHuEe HCTIOTHEHHBIX JOKYMEHTOB B €710 B COOTBETCTBUU C HOMEHK/IATY-
POt e U cucTeEMaTU3alUsa JOKYMEHTOB BHYTPH Jiena — 3TO:

A) KOHTPOJIb 33 HCTIOJTHEHHEM;

b) peructpaums nena;

B) popmuposanue nena.

19. YderHBIll JOKYMEHT, COAEPKALIUM MEPEUYEHb JOKYMEHTOB JENa ¢ YKAa3aHHUEM ITO-
PAIKOBBIX HOMEPOB JOKYMEHTOB, MX UHJEKCOB, HA3BAHUI, JaT, HOMEPOB JUCTOB — 3TO:

A) obmokka nena;

b) BHYTpeHHAA OIHCH JOKYMEHTOB JETIA;

B) akt Ha criucanue mena B apXuB.

20. JIokyMEHTOIIOTOK, KOTOPBIM COCTOUT U3 JOKYMEHTOB, CO3JaBAEMBIX B JAHHOU Opra-
HHU3ALWHU U OTHPABIAEMBIX 34 €€ IPEIEIBI — 3TO:

A) TOPpU30HTATBHBIN JOKYMEHTOTIOTOK;

b) BHyTpeHHUI TOKyMEHTOTIOTOK;

B) ucxoasmimii 1OKyMEHTOIIOTOK;

') BCce BapuaHTHI OTBETOB BEPHBL.

Tema 2.2. IloaroTroBKa 10KYyMEHTOB K ApXUBHOMY XPAHEHHIO
1. M3ydyeHue TOKYMEHTOB Ha OCHOBAHUM KPUTEPUEB UX LIECHHOCTH B LIENAX OMPEAEIIEHUA CPO-
KOB XPaHEHHS JOKYMEHTOB U 0TOOPA UX HA TTIOCTOSTHHOE XPAHEHHE — ITO!
A) perucTpaims JOKyMEHTOB;
b) KoHTpOIH HCTIONMHEHNS JOKYMEHTOB
B) skcniepTH3a IEeHHOCTH JOKYMEHTOB;
I') popmuposanue nema.

2. JIyist OpTaHr3alnd ¥ IPOBEIEHUS paOOTHI TTO SKCTIEPTU3E IEHHOCTH TIOKYMEHTOB, 0TOOPY U
MOJITOTOBKE K Mepeaaye Ha MOCTOTHHOE XPaHEHHE JOKyMEHTOB ApxuBHOro ¢onna Poccuii-
ckont deaepanyu coO3AaETCA:

A) 3KCTIEpTHAST KOMHUCCHSI;

b) coBet nupekTOpoB;

B) peBH3nOHHAs KOMHCCHS;

') 3acemanue cyna.

3. [lena mOCTOAHHOTO XpaHEHHU MOJJIEKAT:

A) XpaHEHHUIO B OPTaHHU3ALIHH;

b) yanuToxxenwmro;

B) nepemaue ['ocapxusy Poccutickoit @eneparmm.

4. IToAroToBKa HCTIOJTHEHHBIX JOKYMEHTOB K XPAHEHHIO BKIIFOYAET (BBIOPATh BO3ZMOKHBIE Ba-
PHAHTHI OTBETOB):

A) SKCTIepTH3Y HEHHOCTH JTOKYMEHTOB;

b) BHEceHne ucipaBIeHUM B JOKYMEHTHI;

B) opopmnenue 1okyMeHTOB, CTaBa€MbIX B APXHB;

') coctaBieHHe ONMCH JOKYMEHTOB TIOCTOSTHHOTO M JOJITOBPEMEHHOTO XPAHEHHUS,

J1) obecnieueHre COXPAHHOCTH JICTT;

E)nepenauy nen B apxus.



5. YupexaeHue Wik CTPYKTYPHOE TIOpa3AcicHHe OpraHu3alid, OCYIIECTRIIIONICe XPaHEHHE,
KOMITJICKTOBAHHUE, YIET M UCTIONTH30BAHUE APXUBHBIX JOKYMEHTOB — 3TO:

A) cknan;

b) Oyxranrepus;

B) apxus;

I') ormen kaapos.

6. ApXMBHBIA JOKYMEHT —

A) MaTepuanbHBIA HOCUTEND C 3a()UKCHPOBAHHOW HA HEM UCTOPHUYECKOHN HH(OpMALHEH, KO-
TOPBINA TIOJIEKUT BEUHOMY XPAHEHHIO;

b) nokymMeHT JOCOBETCKOTO NIEPHOA;

B) marepuanpHbIif HOCHTEND ¢ 3a()UKCHPOBAHHON HAa HEM HH(OPMAaLIMEH, KOTOPHIA HMEET PEK-
BU3HTBHI, TTO3BOJIIONIHE €T0 WACHTH(UIUPOBATH, H TIOJICKUT XPAHEHUIO B CHITY 3HAYUMOCTH
YKa3aHHBIX HOCUTETS U MH(POPMALMH AJIS TPAXKAaH, OOIIECTBA U FOCYJapCTBa.

7. JokymeHnt ApxusHoro (pouna Poccuiickoit Oenepanmm —

A) MaTepHuabHBIA HOCUTEND ¢ 3a()UKCUPOBAHHOW HA HEM WH(pOPMAIIUEH, KOTOPBIH HUMEET
PEKBU3HTEI, TTO3BOJIAIOIIHNE €70 HACHTU(UITUPOBATH;,

b) apxuBHBIN TOKyMEHT JOCOBETCKOTO TIEPHOA;

B) apxuBHBIN JOKYMEHT, TIPOMIEAINNHN SKCTIEPTH3Y IEHHOCTH JOKYMEHTOB, ITOCTABIICHHBINA HA
rOCY/AapCTBEHHBIN YUET U MOAJIEKAIINNA TOCTOSHHOMY XPAHEHHUIO.

8. ApxuBHbIN QoHA —

A) KOJUTEKIMA apXUBHBIX JOKYMEHTOB TI0 OTIPEACTICHHON TeME;

b) coBOKymMHOCTH apXHWBHBIX JOKYMEHTOB, HCTOPUIECKH HITH JIOTHYECKH CBA3AHHBIX MEKIY
c00011;

B) cOBOKyMHOCTBH apXHBHBIX JOKYMEHTOB, XPAHIIIAACS B OTACIIFHOM apXHUBHOM YUPEKICHUH.
9. BpemMeHHOE XpaHEHHE APXUBHBIX JOKYMEHTOB —

A) XpaHEHHE apXUBHBIX JOKYMEHTOB B APXHUBE OPTaHU3ALNH;

b) xpaneHre apXUBHBIX JTOKYMEHTOB JI0 UX YHHYTOKEHHUS B TEUCHHE CPOKOB, YCTAHOBIIEHHBIX
HOPMAaTHUBHBIMU TPABOBBIMH AKTaMH,

B) xpanenne nokymenToB ApxusHoro (onna Poccuiickoit @eneparnu 0e3 onpeneneHus cpo-
Ka.

10 .Onmcs nen, TOKyMEHTOB, KaK YYETHBIA JOKYMEHT apXHBa, UCTIONb3yeTCs I —

A) cyMMapHOTO y4eTa apXUBHBIX JOKYMEHTOB M 3aKPETUICHHUS TOPSIKA UX CHCTEMATH3AINH,
b) moucka TOKyMEHTOB AJI UX MATBHEHIIIETO UCTIOTH30BAHUS;

B) noeaMHAYHOTO W CYyMMapHOTO Y4eTa apXUBHBIX TOKYMEHTOB, 3aKPETUICHHS MTOPSAIKA X CH-
CTEeMAaTH3aLNH, YIeTa H3MEHEHHUH B COCTABE U 00BEME APXUBHBIX JOKYMEHTOB.

Tema 2.3. Ucniosib3oBanue ITIBM B nesionpousBoacTse
1. YcTaHOBUTH MOCIEOBATENPHOCTD KOMIBIOTEPHON MOJATOTOBKHA JOKYMEHTOB:

IlocnenoBaTenbHOCTD | DTan NOArOTOBKH JOKYMEHTA

PenaktrpoBaHue BBEICHHOTO TEKCTA

CoxpaHeHHe TOATOTOBIEHHOTO AOKYMEHTa B BHIE (paiiya B mamsaTH
9BM

Habop Texcra

DopmatupoBanue (0QopmMIIeHHE) KOMIIOHEHTOB TEKCTA

IleyaTp MOATOTOBAEHHOTO JOKYMEHTA




2. CoOmoneHue YCTAHOBJICHHBIX B 3aKOHOMATENBHBIX AKTaX W HOPMATHBHO -
MEeTOAMYECKHX MoKymeHTax Poccuiickoit Denmeparmu TpeOOBAaHUN K JOKYMEHTAM B XOJE WX
COCTABJICHUA, MOATOTOBKH, MEPENEYATKHU, COTIACOBAHHUS, YIOCTOBEPEHUA — ITO:

A) penakTHpOBaHUE TOKYMEHTOB;

b) opopmnenre 10KyMeHTOB;

B) neuaTh 1OKyMeHTOB.

3. HazoBure aBa 0CHOBHBIX (hopMaTa, Ha KOTOPHIX oopmirttorcs fokymMeHTs OPJ]
A) A 5(148x210 mm); A 3 (297x420 mm)
b) A 4 (210x297 mm); A 5 (148x210 mm)
B) A5 (148x210 mm); A 6 (105x148 mm)
') A 3 (297x420 mm); A 4 (210x297 mm)

4. O0s13aTeNTbHBIN MMPU3HAK HA TOKYMEHTE, YCTAHOBIIEHHBIN 3aKOHOM — 3TO
A) uHTEpBAIT

b) pexsuzut

B) monmokenne TabymsaTopa

') smOnema

5. PexBU3HT - 3TO

A) 00s13aTCITbHBIN MTPH3HAK HA JOKYMCHTE, YCTAHOBIICHHBIH 3aKOHOM
b) cucrema moxymeHnTarmu

B) ciykeOHOE MONE

') pabGouee moie

6. PekBU3HT «BU3a 03HAKOMJICHUS» BBITIHIAT CJIETYIOTIIAM 00Pa3oM:
A) cexpetapp /n ©.1.0. 00.00.00

b) ropuct 1/ 00.00.00

B) cexperappr @.1.0. n/m 00.00.00

I') ¢ mpukazom o3HakomeH: i/ 00.00.00

7. COBOKYIHOCTb PAcIOJIOKEHHBIX B ONPEACTICHHOM MOCIEI0BATEIbHOCTH PEKBU3UTOB,
MPHUCYIIUX BCEM JOKYMEHTAM OTPEACTIEHHON CUCTEMBI JOKYMEHTAINH - 3TO

A) BBITIMCKA

b) popmymsap-oOpasers

B) Oomank

I') noxymeHT

8. YcTaHOBHTH COOTBETCTBHE MEXKIY (popMaramu Oymaru:
®opmar Oymaru:

1. A3

2. A4

3. A5

Pasmep:

A) 210x297 mm

b) 297x420 mm

B) 148x210 mm



9. CtanaapTHbie pa3Mephl TOJIECH:

A) Bepxuee - He MeHee 30 MM; neBoe -He MeHee 10 MM; mpaBoe - HE MeHee 15 Mw;
HIKHEE - HE MeHee 20 MM;

b) Bepxnee - He meHee 30 MMm; ;meBoe -He MeHee 30 MM; TpaBoe - He MeHee 10 MM;
HIKHEE - HEe MeHee 40 MM;

B) Bepxnee - He menee 20 mM; neBoe -He MeHee 20 MM; mpaBoe - He MeHee 10 MM;
HIDKHEE - HE MeHee 20 MM;

') BepxHee - He meHee 40 MM; eBoe -He MeHee 20 MM; TIpaBOe - HE MeHee 15 MM; HIK-
HEE - HE MEHEe 25 MM;

10. CuMBONIBI U WHAEKCH, BHOCHMBIE B JTOKYMEHT B TPOLIECCE €T0 TMOATOTOBKH H
oopmnenns — 370:

A) mepeMeHHbIE PEKBH3HUTHI;

b) npomobHBIE PEKBU3HTHI,

B) mocTosiHHBIE PEKBU3HTHI,

') yrmoBbie peKBU3HTHL.

11. PexkBHU3UTHI IeIATCA HA:

A) yrioBble ¥ POIOIHHBIE,

b) mocTosiHHBIC B IEpEMEHHBIE;

B) HopMaTHBHBIE ¥ B€JOMCTBEHHEIE;
') omHOKpaTHBIE U MHOTOKPATHBIE.

12. CUMBOJIBI M HMHAEKCHI, HAHOCUMBIE HAa THUIIOBBIE 3aTOTOBKH JOKYMEHTOB (OJIAaHKH M
¢opmbI) THIIOTPAPCKUM HITH APYTHUM CIIOCOOOM — 3TO:

A) yIIOBBIE PEKBU3HUTHI;

b) npomoibHBIE PEKBU3HTHI,

B) mocTossHHBIE PEKBU3HTHI,

') nepeMeHHBIE PEKBU3HUTEI.

13. TpeboBaHMsA K COCTaBY PEKBHU3HTOB JOKYMEHTOB, HX O()OPMIICHHIO yCTaHABIHBA-
0TCA:

A) A) UHCTPYKIIMEH TIO JEIOTIPOU3BOJICTBY;

b) nono:xenne 00 apxusHOM (oHme PD;

B)T'OCT P 7.0.97-2016;

) TOCT 16.48.7-70;

J1) HEeT MPaBUIIFHOTO BApHAHTA OTBETA.

14. Ha3zBaHue opraHUW3alvH, COCTABUBIIEH TOKYMEHT, HA3BaHHE JTOKYMEHTa (MCKIFOUE-
HHUE COCTABIIAIOT MHUChMA), 3aroJIOBOK TEKCTA, JaTa, MHIEKC, TEKCT, MOAMUCH, OTMETKAa 00 HC-
MOJTHEHUH JOKYMEHTA W HANPaBJICHUH €TO B JIET0 — ITO:

A) yIIIOBBIE PEKBU3HUTHI;

b) npomonbHbIE PEKBU3HTHI,

B) nmocTosiHHBIE PEKBU3HTHI,

') nepeMmeHHBIE PpEKBH3HUTEHI.

15. BapuaHTBI pacioNIOKEHUSA PEKBU3HTOB:
A) yrimoBoe u mpoJI0JIbHOE;



b) nocrosHHOE M IEpEMEHHOE;
B) HOpMaTHBHOE M BEZOMCTBEHHOE;
[') ropH30HTATEHOE U BEPTHUKATBHOE.

6. COCTABUTEJIA ITPOTI'PAMMBbI

« » 20 1.

(moammch)

CornacoBana:

PykoBonurens
KoMOWHATa MPo(ecCHOHATTEHON TTOATOTOBKH

« » 2020 r. d.1.0.




