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OCHOBBI 1€JI0IPOU3BOACTBA

pabouas mporpamMma JUCIUIIIAHBI (MOTYIIs)

Y4eOHbIii man MenemxmenT
T'ox Hayaza MOArOTOBKU 2023-2024
Keammpuxanns O0axasaBp
Dopma 00yueHUS OYHO-3204HAs
O61mas TpyaI0eMKOCTb 43ET
YacoB 1o yuyeOGHOMY MJIaHy 144 Bunpsl KOHTpoNIsL B ceMecTpax:
B TOM YHCJIE: 9K3aMEHBI 3
ayAUTOPHBIE 3aHATHS 36
caMmocTosiTeNnbHas paborta 106
4acoB Ha KOHTPOJIb 2

Pacnpez[e.]]elme YacCcoB JUCHUIIJIHHBI 110 CEMeCTpamM

Cemectp
(<Kypc>.<Cemectp 3@2.0)
Ha Kypce>) Hroro
Henenp 17
Bun 3anaruit v | Pmo| i PII

Jlexuun 18 |18 |18 |18
Ipaxrraeckue 18 (18 |18 |18
HWroro ayn. 36 136 |36 |36
Konrakrnas padora |36 (36 [36 |36
Cam. pabora 106 | 106 | 106 | 106
Yacel Ha KOHTPOJIb 2 2 2 2
Hroro 144 | 144 | 144 | 144




Paboyast mporpamMma JUCIUTUTIHBI
OcCHOBBI 1€JI0IIPOU3BOACTBA

pazpabortana B cootBeTcTBHH ¢ PIOC:

DenepanbHBI roCyIapcTBEHHBIH 00pa30BaTEIBHEIA CTAaHIAPT BBICIIEr0 00pa30BaHMs - OaKaIaBpHAT IT0 HAIIPABICHUIO ITOTOTOBKH
38.03.02 MenemxmenT (npuka3 MunoOprayku Poccru ot 12.08.2020 1. Ne 970)

COCTaBJICHA HA OCHOBAHNH y4eOHOTO IIIaHa:
MeneKMeHT
YIBEP)KIEHHOI'O y4EHBIM COBETOM By3a 0T 25.06.21 npoTtokon Ne 4.



1. HEJIX OCBOEHUS JUCIUITJINHBI

1.1 | Llenpro U3y4eHNS TUCIUIUINHEI SBISCTCS: (POPMHUPOBAHUE Y CTYICHTOB (PyHIaMEHTAIBHBIX U MIPUKIAJHBIX 3HAHUH B
00acTu enOMpOU3BOACTBA, a TAKKE YMEHUIT O COCTaBICHUIO U 0(OPMIICHHIO OT/IENBHBIX BUAOB JOKYMEHTOB U
opraHuzalyyu paboThl C HUMH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Hukn (paznpen) OOIT: b1.0

2.1 | TpeGoBaHusl K NpeBapUTEIbHON MOATOTOBKE 00y4aOIIerocs:

2.1.1 | MladopmaTuka

2.1.2 | Ucropus

2.1.3 | YueOHas npaxTrka (IIpakTHKA II0 TTOIYYCHUIO TIEPBHYHBIX MPO(ECCHOHANBHBIX YMEHHI W HABBIKOB)

2.1.4 | bezonacHOCTD KU3HENESATEILHOCTH

2.1.5 | Kynbryposorus

2.1.6 | Ilcuxomorus

2.1.7 | CtyneHrt B cpene e-learning

2.1.8 | @unocodus

2.2 | AucuMnJMHbI M NPAKTHKHU, VIS KOTOPBIX 0CBOEHHE TaAHHON JMCUMIJIMHBI (MO1YJIs1) HEOOXOAMMO KaK
npeiIecTBYOIIee:

2.2.1 | lenoBbie KOMMYHHKALIUU

2.2.2 | UHHOBaIMOHHBIA MCHEKMECHT

2.2.3 | UccnenoBaHue CUCTEM YIIPaBICHUS

2.2.4 | Teopust MEHEI)KMEHTA

2.2.5 | YopaBneHue KaueCTBOM

2.2.6 | MapkeTusr

2.2.7 | [Ipon3BoACTBEHHAS MPAKTHKA (IIPAKTHKA IO MOIYyIEHHIO NPo(decCHOHATIBHBIX YMEHUH U OTIbITa ITpodecCHOHATBHOM
JeSITeIbHOCTH )

2.2.8 | TpynoBoe mnpaBo

2.2.9 | KopriopatuBHbIe (pHHAHCHI

2.2.10 | JIoructuka

2.2.11 | TexHOJOTHYECKUE OCHOBHI MPOU3BOCTBA

2.2.12 | MeToapl MOJIETHPOBAHUS M TPOTHO3UPOBAHNUS B 9KOHOMUKE

2.2.13 | DKoHOMeTpHKa

2.2.14 | Byxranarepckuil ynpaBIeHUECKAN yUeT

2.2.15 | UndopMannoHHBIE TEXHOJIOTHHN YITPABICHUS

2.2.16 | [Ipon3BOICTBEHHBIN MEHEIKMEHT

2.2.17 | DneKTpoHHBINA JOKyMEHTO000pOT

2.2.18 | 3amuTa BEITYCKHON KBaTHM(PUKALIMOHHOM paboThl, BKIIOUYAs MOATOTOBKY K MPOLEAYPE 3aIIUTHl U IPOLEAYPY 3aLUThI

2.2.19 | TloaroToBka K caaue u caaya rocyAapcTBEHHOTO DK3aMeHa

2.2.20 | IIpon3BoaCTBeHHASI MPAKTHKA (IIPEIUIIIOMHAS IPAKTHKA)

3. KOMIIETEHLIMHA OBYYAIOILETOCSl, ®OPMHUPYEMBIE B PE3YJIGTATE OCBOEHMSI JUC LM TIIMHBI
(MOJYJIST)

OIIK-2: CniocoGeH ocymecTBJIATH cO0p, 00pa00TKY M aHAJIN3 JAHHBIX, HEOOXOMMBbIX /Il PEllIeHUs] MOCTABJIEHHbBIX
YupaBJeHYICCKHX 3a/1a4, ¢ UCITOJIB30BAHUEM COBPEMEHHOI'0 HHCTPYMEHTAPHUA U HHTC/JICKTYaAJIbHBIX ](IH(l)OpMaIll/IOHHO-
AHAJUTHYECKUX CUCTEM;

OIIK-2.2: Onpenessier MeToAbI cO0pa UHGOPMALUH, CIIOCOOBI U B/l €€ MPeACTaBIeHUs, IPUMEHSISI COBPEMEHHO0e
NIPOrpaMMHoOe o0ecreuyeHue

OIIK-5: Cnioco6eH ncnoap30BaTh NPH pelieHnd NpodecCHOHATbHBIX 32/1a4 COBpPeMeHHbIe HH()OPMAIMOHHbIE TEXHOJIOTHH U
MporpaMMHbI€ CPEACTBA, BKIIIOYasd YIIPABJACHUE KPYITHBIMHA MAaCCUBAMHU JAHHBIX M UX ]/IHTeJ'lJ'leKTyaJ]I)Hl)Iﬁ aHaJIn3.

OIIK-5.2: [IpuMeHsieT cOBpeMeHHbIe HHCTPYMEHTHI MEHEKMEHTa U HH(POPMAIOHHO-KOMMYHHKAHOHHBIE TEXHOJIOTHH
JJ1s1 pa3padoTKy MEPONPHUSITHI M0 MOBBIIEHUIO 3P (PeKTUBHOCTH OPraHU3aAnNU

B pe3yabTaTe 0cBOCHUS TUCHUILIHHBI 00y4AIOLINTiCH TOJLKEH

3.1 (3HaTh:

3.1.1 | HopMaTuBHBIE U IPABOBBIE JOKYMEHTHI, PETYIUPYIOIINE IEIONPOU3BOACTBO B PD




3.1.2

Cnoco0bI aHaTM3a HOPMATHBHBIX M IPABOBBIX JOKYMEHTOB, PETYIHPYIOMNX ACIONPOU3BOACTBO B PO

3.13

Bunpr noxkymeHToB

3.14

Crioco0sr BEIICHUS JIETI0BOI NEPCTIMCKA

3.1.5

Croco0BI OCYIIECTBISATH AIICKTPOHHYIO TIEPEIHCKY IPH BEIICHUH T

3.1.6

Oco6eHHOCTH 0(OPMIICHHS TOKYyMEHTOB B 3JICKTPOHHOM BHJIC

3.1.7

OcoOeHHOCTH BeIeH!sI JeNIOBOH MEPEnUCKH U JOKYMEHTALUU

3.1.8

Crnoco0bI HCTIONB30BaHUS HHPOPMALIMOHHBIX TEXHOJIOTHH IIPH BEJCHUH AT

3.1.9

Cnoco6s1 0popMIICHUS Pa3THIHBIX JOKYMEHTOB B COOTBETCTBHH C HOPMaMH M TIPaBHIIaMH

3.1.10

IpaBnna cocrapneHus ¥ 0OPMIICHHS TOKYMEHTOB

3.1.11

HOpHZ[OK OpraHu3alii JOKyMCHTOB B KOMIIJICKChBI

3.1.12

3aKOHOM€pHOCTI/I Pa3sBUTHA JOKYMCHTA U CUCTEM JOKYMCHTAllUU

3.2

YMmernb:

3.2.1

Haiit HOpMSEI 1 IpaBUIIa, HEOOXOUMBIE TIPU O(OPMIICHHH KOHKPETHOTO JOKyMEHTA

322

AHaJ'[I/ISI/IPOBaTL HOPMATHUBHBIC U TPABOBBIC TOKYMEHTBI, PETYIUPYIOIINEC ICTIOIIPOU3BOACTBO B PO

323

OdoppMIISITH YIpaBICHYSCKUE H UHBIC TOKYMEHTBI

324

Bectn ACJIOBYIO IICPCIIUCKY U MOCBUIATh O(I)HL[PI&J'IBHLI@ JAOKYMCHTBI B 3JICKTPOHHOM BUAC

3.2.5

Hcnonb3oBath 3JICKTPOHHBIC PECYPCHI, B TOM YHCJIC DJICKTPOHHYIO IIOYTY B HpOC])CCCI/IOHaJILHOﬁ JACATCIBbHOCTHU

3.2.6

I'paMOTHO U TOTMYHO M3/TaraTh HH(OPMAIIHIO IIPH YCTHOM U MHCHbMEHHOM OTBETE

3.2.7

HaxoauTe HOpPMEI U IIpaBHIIa, PETYIUPYIONIHE 0(OPMIICHHE JOKYMEHTOB

328

AHanu3upoBaTh HOPMATUBHBIE U IIPABOBBIE JOKYMEHTBIL, PETYIUPYIOLIHUE JEI0IPOU3BOACTBO B PD

329

OdoppMIISTH pa3IMIHOTO POAa JOKYMEHTHI

3.2.10

P aSpa6aTBIBaTB OpraHn3alfuOHHBIC © HOPMATHBHO-METOJAUYCCKUEC JOKYMCHTDI

3.2.11

OdopMIISTE TOKYMEHTBI B COOTBETCTBHH C TPEOOBAHUSIMH T'OCYIaPCTBEHHBIX CTAHAAPTOB

3.2.12

YHu(pUIUPOBaTh TEKCTH! JOKYMEHTOB

3.3

Baanern:

33.1

Happikamu kinaccudukamy 1 opOpMIICHUS Pa3InIHOTOPOIa TOKYMEHTOB

332

Happikamu MOUCKa, UHTCPIIPETAIUN 1 IPUMCHCHUA Ha IPAKTUKE HOPM H IIPaBUJI, pCryJIMPYIOIINX ACJIOIIPOU3BOACTBO B
PD

333

Haseikamu O(bOpMJ'[eHI/ISI JAOKYMCHTAllU B COOTBCTCTBUH C HOpMAaMHU U CTaHAAapTaMH

334

HagbikamMu BefieHUs 1€T0OBOM NEPECINCKU

3.3.5

Hasbikamu o(opMIIeHHS JOKyMEHTOB B 3JICKTPOHHOM BHJIE

33.6

HaBbixamu rpaMOTHOM yCTHOW M MMCbMEHHOM pedr IIpHU KOMMYHUKAILIUU

3.3.7

HasbIxamu morcka He0O0XoAUMOI HH(pOPMAIUK IIPH PEIICHUH TPO(ECCHOHATBHBIX 3a]a4

33.8

Hasbikamu o(opMITeHHS 3JIEKTPOHHBIX JOKYMEHTOB

339

Hasbeikamu HpO(beCCHOHaJILHOﬁ KOMMYHUKaAIIUM C UCTTIOJIb30BAHNEM I/IH(l)OpMaHI/IOHHO-KOMMyHI/IKaL[I/IOHHI)IX TEXHOJIOTUH

3.3.10

Mertogamu JOKYMCHTAITUOHHOT'O 06CJ'Iy)KPIBaHI/I${ YUIpCIKACHUSA

33.11

TeOpeTI/I‘IeCKI/IMI/I S3HaHUAMU U IPAKTUICCKUMH HaBbIKaMH yHI/I(l)I/IKaI.II/II/I " CTaHJapTU3alluu YIIPAaBJICHYCCKUX JOKYMCHTOB

33.12

HaBblkamMK HCIIOJIb30BaHMUS KOMITBEOTEPHOM TEXHUKH U HH(OOPMALMOHHBIX TEXHOJIOTHH IIPU COCTABICHUU U O(OPMIICHUI
JOKYMEHTOB

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHBI (MOAYJISA)

Kon

3aHATHS Kypc

HaumeHoBaHue pa3/1e/ioB U TeM /BUA 3aHATHS/ Cemecrp / Yacos

Paszgen 1. Jlekuuu

1.1

Jlenonpou3BOACTBO Kak HaydHas qUCIMILIIHA /JIex/

1.2

Jlenonpu3BoCTBO Kak HaydHas aucuuiutinaa /Cp/

1.3

[onstne o nokymenre. CBoiicTBa tokyMeHTa Kitaccudukarms qoxkymeHToB /JIex/

1.4

[onsTHe 0 MOKYMeHTe. cBoiicTBa HoKyMeHTa Kimaccngukarnms noxkymeHnTos /Cp/

1.5

Crpykrypa nokymenTa. TpeOoBaHus K 0POPMIICHUIO TOKyMEHTOB /JIeK/

1.6

Crpykrypa nokymenTa. TpeboBanus K opopMiIeHHIO ToKyMeHTOB /Cp/

1.7

Cucrtemsl fokymeHTanu. OhopMiicHHE YIIPaBICHISCKHX TOKYMEHTOB /JIek/

1.8

Cucrtemsl okymeHTanui. OhopMIIeHHE YIIpaBIeHYSCKHX JOKyMeHTOB /Cp/

1.9

W W] W W W W] W] W W
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TocynapcTBeHHOE peryaupoBaHue aenonpousBoactsa /Cp/




1.10 HomeHkiaTypa fei, METOAMKA €€ COCTABICHUS U IPUMEHEHUS B IPAKTUYECKOU 3 6
nesitenbHOCTH /Cp/
1.11 dopmupoBanue Tekymmx e /Tp/ 6
1.12 IoaroroBka jgen k nmepeade M HOPSAAOK MEepPeAadr el B apXUB VIS TabHEHIEro 6
xparenus /Cp/
1.13 Opranusanus paboThI ¢ JOKYMEHTAIIMOHHOH HH(pOpMAanue OrpaHHIeHHOTO 3 8
nocryma /Cp/
Paznen 2. IlpakTuyeckue 3aHATUS
2.1 Ipuxas /TIp/ 3 6
2.2 Ipuxkas /Cp/ 3 6
2.3 TpynoBoe cornamenue /Cp/ 3 8
2.4 Axr /TIp/ 3 6
2.5 Axr /Cp/ 3 4
2.6 Henosoe mucemo /Cp/ 3 4
2.7 Jorosop monpsina /Cp/ 3 4
2.8 Jorosop mopyuutensctsa /Cp/ 3 4
2.9 Jlorosop Ha apeHay nomerienus /Cp/ 3 4
2.10 Hckosoe 3asBienue /Cp/ 3 4
2.11 Tperensus /Cp/ 3 4
2.12 3asBieHne 00 0CBOOOXKACHUH OT TUIATHI TocTTonuIUHBI /Cp/ 3 4
2.13 /Ox3amen/ 3 2

5. OHEHOYHBIE CPEJCTBA

5.1. Bonpoce! Jisi CAMOKOHTPOJIS M TeKylleil aTTecTalMu

OI1K-5: CriocoGeH MCIoIbh30BaTh MPH PEIICHUH MPO(eCCHOHANBHBIX 3a/1a9 COBPEMEHHBIEC HH(POPMAaHOHHEIE TEXHOJIOTHH U
MPOTPpaMMHEIE CPEACTBA, BKIIOYAs YIPaBIeHHE KPYITHBIMA MaCCUBAMH JaHHBIX U X HHTEIUICKTYaTbHBIN aHAIN3.

OI1K-5.2: [IpumeHsieT COBpEeMEHHbIC HHCTPYMEHTBI MEHEIKMEHTA U HH(POPMAIIMOHHO-KOMMYHUKAIIHOHHBIC TEXHOJIOTUH JJISI
Pa3pabOTKI MEPOIPHATHH 110 MOBBIICHHUIO 3 heKTHBHOCTH

OIIK-2: CriocobeH ocymecTBIsITh cO0p, 00padOTKY U aHAIN3 JAHHBIX, HEOOXOIUMBIX JJIsl PEIISHUS TOCTABICHHBIX
YIIPaBIEHYECKHUX 3a/1a4, C HCIIOIb30BAHINEM COBPEMEHHOTO HHCTPYMEHTAPHUS M HHTEJUIEKTyaIbHBIX HH()OPMALIMOHHO-
AHAJMTHYCCKUX CUCTEM;

OI1K-2.2: OnpenenseT MeToabl cOOpa HH(OpMAIIHHU, CTOCOOBI U BHJ €€ TIPESICTABICHNUS, IPUMEHSISI COBPEMEHHOE MPOTPaMMHOE
obecricueHne

TecroBoe 3ananue 1. JlokyMEHTOOOOPOT — IBHKEHNE JOKYMEHTOB B OpPraHU3allii ¢ MOMEHTA X CO3aHMs JIO:

A) nepenaun Ha UCTIOJTHEHHE;

B) noamuBku B 1eno;

B) 3aBepieHys: HCIONHEHUS UM OTIPABKU JOKYMEHTA;

I') oruera ncrionHUTENSE 00 UCIOIHEHUN JOKYMEHTA.

TecroBoe 3ananue 2. [TonsiTre «Jlenonpon3BoacTBO» — 3TO:

a) CHCTeMa XpaHEHHs TOKyMEHTOB;

6) cocTaBieHHEe TOKYMEHTOB;

B) JOKyMECHTHPOBAHHE M OPTaHNU3aINs padOTHI C TOKyMEHTaMH;

T) AEATENBHOCTD IO MOTOTOBKE, COCTABICHHUIO, XPAHEHHUIO JOKYMEHTOB.

TectoBoe 3ananue 3. [ocynapcTBeHHBIN CTaHIAPT OMpeeisieT JOKYMEHTUPOBaHHE Kak: A) 3aruch HH(POPMALIUH HA Pa3InYHbIX

HOCHTENSX 10 YCTaHOBIEHHBIM NPaBHIIaM;

b) noxymeHTHpOBaHME - 3TO MPOLECC CO3MAHMUS U OPOPMIICHUS TOKYMEHTA,;

B) pernameHTHpOBaHHBII MpoLECC 3aIMCH HH(GOPMAIHK HA Pa3IHYHBIX HOCUTEISIX ¢ COOMIOJEHUEM OIPEICICHHBIX HOPM,

YCTaHOBIIEHHBIX ITPAaBOBBIMU 1 HOPMATHUBHBIMH aKTaMU;

I') mesITenpHOCTE 10 COCTABIICHHIO TOKYMEHTOB M OpraHU3aIiK pabOTHI ¢ HUMHL.

TecroBoe 3ananue 4. opmynsp JOKyMEHTa — 3TO:

1. Habop PEKBU3UTOB, WACHTU(PHULIUPYIOUIMX ABTOPA O(PHIUATHHOTO IHMCHMEHHOTO JOKYMEHTA.

2. 00s3aTebHBII IeMeHT o(opMITeHHs opHIHaTbHOTo JoKyMeHTa ("nara, "monnucek”, "mevyars", "TeKeT moKyMeHTa" U JIp.)

3. Habop PEKBU3UTOB O(HIHATHHOTO MHCEMEHHOTO JOKYMEHTA, PACIIONIONKEHHBIX B ONpPEAEICHHOH MOCIIeT0BATEIbHOCTH

TecroBoe 3ananue 5. biank JoKymMeHTa — 3TO:

1. Habop PEeKBH3MTOB, UICHTHGHUIMPYIOIMX aBTOPa OPHUIMAILHOTO MHCEMEHHOTO JOKyMEHTA.

2. 00s3aTeNBHBIN 37IeMEeHT 0QOpMIICHHS OQHITNaIbHOrO ToKyMeHTa ("'mara", "moanucs", "neyars", "TeKkeT JOKyMeHTa" | ap.)

3. Habop PEKBU3UTOB O(HIHATHHOTO MHCHMEHHOTO JOKYMEHTA, PACIOIOKEHHBIX B ONpPEAEICHHOH MOCIEeI0BAaTENEHOCTH.
KyM >

TecroBoe 3ananue 6. PexkBu3ur — 310:

1. Habop PEeKBH3HUTOB, UICHTHGHUIHPYIOIMX aBTOPa OPHUIHAILHOTO MHCEMEHHOTO JOKYMEHTA.

2. 00s3aTeNBHBIN 3TeMEeHT 0QOpMIICHIS OQHITNATBHOTO ToKyMeHTa ("'mara", "moamucs"”, "neyars", "TeKeT JOKyMeHTa"  ap.)

3. Habop PEeKBU3UTOB O(HIUATBHOTO MHCHMEHHOTO JOKYMEHTA, PAcIOIOXKEHHBIX B ONpPEAEIEeHHOH MOCIeI0BaTEeNbHOCTH.




TectoBoe 3amanue 7. Hocurens — 310:

1. 3a¢uKcupoBaHHAs Ha MaTEPUATBHOM HOCHTENIC WHQOpMAIMsS C PEKBH3MTAMH, MO3BOJSIOIIMMH €€ HACHTU(PHUIIHPOBATS.

2. MaTepUabHBIA 00BEKT, KOTOPBIA UCIIOIL3YETCS JUTS 3aKPEIUICHHS M XpaHCHUST Ha HEM PEUCBOM, 3ByKOBOW MITH H300pa3UTEIIbHOM
uH(pOpMAIH, B TOM YHCIIC B IPe0Opa30BaHHOM BUJIE.

TectoBoe 3amanue 8. 7. JlokyMeHTOBEIeHHE — ITO:

1. oTpaciib JesATeIBHOCTH, OOECIeYrBarOIias JOKYMCHTHPOBAHHE W OPraHU3aluio paboTel ¢ O(QUIIMATLHBIME JIOKYMEHTAMHU.

2. HayYHas JUCHIUIUIMHA, KOTOPask M3ydaeT B HICTOPHIECKOM Pa3BUTHU: |)3aKOHOMEPHOCTH 00pa30BaHuUs TOKYMEHTOB; 2) CIIOCOOBI
WX CO3JIaHMsI; 3)CTAaHOBICHHE U Pa3BUTHE CUCTEM JTOKyMEHTAIMH, CKIAIbIBAIOIINECS B PA3IHMUHBIX OTPACIAX YEIIOBEYECKOM
JIESATCIBLHOCTH.

Havanbnelii aTan

TectoBoe 3amanue 1. B XV-XVII BB. paboTy OTACTHHOIO NMPHUKa3a BO3TIIABIISIL:

A) pUKa3HOI Cynbs

B) Obsix

B) crapumii nopsuuit

I') Mmnapmmii moxbsaumit

TectoBoe 3ananue 2. CKOIBKO KOJIETHH JEHCTBOBAIO B «KOJUIEXKCKOM) CUCTEME JENIONPOU3BOACTBA, co31aHHol [leTtpoM I:
A)6

b) 8

B) 12

I 14

TectoBoe 3ananue 3. Kpome cexperapst B coctaB kaHuessipuu Kosteruii npu Ilerpe 1 Bxonunu:

a) HOTapuyc (BeJ MPOTOKOJIBI 3aCETaHIH M PeecTp 1en);

0) peructparop (Bell peruCTPalMOHHBIC KHUTH BXOISIINX U UCXOSIINX JOKYMEHTOB);

B) aKkTyapuyc (Bes OOIINH >KypHal BXOJSIINX JOKYMEHTOB M OTBEYAJ 38 COXPAaHHOCTh OyMar M KaHIENSIPCKUe MPHUHAJICKHOCTH);
T') KaHLEJSIPUCTHI (BbLIABAIH MOl PACIIUCKY JOKYMEHTBI M TOTOBUIIM J€Ja K IOKIaNy);

JT) SKCTIEPTHI (IaBaJIK 3aKITIOUSHHS 110 JeJIaM) €) KOJUISKCKUN AeTI0POU3BOIUTENb.

OcHOBHOI 3Tan

TectoBoe 3amanue 1. HopmatiBHO-MeTOAMYECKas 0a3a IEIOMPO"U3BOJICTBA — ITO:

1. COBOKYITHOCTb 3aKOHOB, IPYyr'UX HOPMATHBHBIX AKTOB M METOAMYECKHUX JOKYMEHTOB, PErJIaAMEHTHPYIOLIUX TEXHOJIOTHIO
co3Ja—HUs, 00pabOTKH, XPAHCHHUS X KOHTPOJIS JOKYMEHTOB B TEKy "LICH NEATEIFHOCTH YUPESIKICHHUS, a TAKOKE JOKYMCHTHI,
periaMeHTH "pyIoIHe padoTy CIIY>KOBI TeTIONPONU3BOACTBA (CTPYKTYpY, IITAThl, (GyH "KUHH U T.1.).

2. COBOKYITHOCTb 3aKOHOB, JPYT'HX HOPMATUBHBIX MPABOBBIX aKTOB U METOJUUECKUX JOKYMEHTOB, PETIIaMEHTUPYIOLIHX
TEXHOJIOTHIO CO3/Ia"HUsI, 00paOOTKHU, XPaHCHUS U MCIIOJIb30BaHHSI JIOKYMCHTOB B TEKy "LICH NEATEIBHOCTH YUPEXKICHU, a TAKKE
JOKYMEHTBI, peTJIaMEHTH "pYIOIIHe paboTy CITyKOBI IeTONPON3BOICTBA (CTPYKTYPY, IITATHI, GYH KIHUH U T.1.).

TectoBoe 3amanue 2. K HOpMaTHBHO-TIPaBOBBIM aKTaM, peTJIAMEHTHPYIOIUM JOKyMEHTaIMOHHOE o0ecieueHne Ha (herepabHOM
YPOBHE OTHOCSITCSI:

1. I'paxxnanckuii konekc PO, Tpynosoii konekc PO.

2.TOCT P 6.30-2003 «TpeboBanus K 0(hOPMIICHHIO OpPraHN3alNOHHO-PACTIOPSIUTENBHBIX ToKyMeHToB», [OCT P 51141-98
«/1emonpou3BOACTBO U APXUBHOE JieTI0. TepMHUHBI U ONIpeAeNeHNs», yHU(HIUPOBaHHAs cucTeMa JokyMeHToB (YCII).

3. O6mmepoccuiickuii Kaccupurarop ynpasieHueckoit qokymenrtarmu (OKYJT), ['o-cynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO
obecnieuenus ynpasne—uus (ICAOY).

TectoBoe 3amanue 3. K rocynapcTBEHHBIM CTaHIAPTAM, PETTIAMEHTHUPYIONINM JOKyMEHTAIOHHOE 00eCIIedeHIE, OTHOCATCS:

1. I'paxnanckuit konexc P®, Tpynosoii konekc PO.

2.TOCT P 6.30-2003 «TpeGoBanus kK 0pOPMIICHUIO OPraHU3aMOHHO-PACTIOPAAUTEILHBIX ToKyMeHToB», [OCT P 51141-98
«Jlemompon3BOICTBO U apXUBHOE JIeNI0. TepMUHBI U OTIpeIeIIeHIs», YHUUIIMPOBaHHAs cucTeMa JokymeHToB (YCJI).

3. Obmepoccuiickuii ktaccupukaTop yrnpasiaeHdeckoit gokymentauuu (OKY I), T'o-cymapcTBeHHas cucteMa JOKyMEHTAIHOHHOTO
obecrnieuenus ynpasne—Hus ([CIOY).

TectoBoe 3ananue 4. K obuiepoccuiickuM Kiaccu(hukaropam TEXHUKO-IKOHOMUYECKON M COUaIbHOW MH(OPMAIIMH OTHOCSTCS:
1. I'paxxnanckuii konexkc PO, Tpynosoii konekc PO.

2.TOCT P 6.30-2003 «TpeboBanus kK 0pOpMIICHUIO OPraHU3aLMOHHO-PACTIOPAAUTENBbHBIX JoKyMeHToB», [OCT P 51141-98
«/1emonpon3BOACTBO U apXUBHOE JeI0. TepMUHEI U ONIpeIeICHIS», YHU(HINpOBaHHas cucteMa TokymeHToB (YC/).

3. Obmepoccuiickuit Kiaccupurarop ynpasineHueckoil nokymenrtamun (OKY[I), [o-cynapcTBeHHas cricTeMa JOKYMEHTAIIMOHHOTO
obecnieuenus ynpasne—uus (ICAOY).

OcHOBHO 3Tan

TectoBoe 3ananue 1. OyHKIUS JOKyMEHTa — 3TO:

1. nHpOopManMOHHAs, COLMANTNCTHYHAS, KOMMYHHKaTHBHAsI, KYJIbTYpHasl, yIPaBICHIECKas], IIPAaBOBasi, HCTOPHIECKOTO NCTOYHHKA,
ydeTHasl.

2. nH(opMaIMOHHasl, COIIMAIbHAsA, KOMMYHUKATHBHAS, KyAbTypHAs, yIIpaBIeHUECKas, IPaBoOBasi, UICTOPUIECKOTO UCTOYHUKA, YUETa.
3. nHopMaTHBHAs, COLUANIbHAS, KOMMYHHUKAIIMOHHAsI, KyJIbTypHAsI, yIIpaBlIeHuecKasl, OPHIUIECcKasi, HCTOPHYECKOTO UCTOYHHKA,
yuera.

TectoBoe 3amanue 2. Hocurens JOKyMEHTHPOBAaHHOH HHPOPMALIUH — 3TO:

1. MaTrepualbHBIN OOBEKT, UCIIONB3YEMBIH JUIS 3aKpeIUICHHsI U XpaHEHHS Ha HEM PeYeBO, 3ByKOBOM MK M300pa3uTeIbHOM




uH(pOpMAaIHH, B TOM YUCIIE B IPe0Opa30BaHHOM BUJIE.

2. opyausi, UCTIONb3YEeMBbIC YEIIOBEKOM JIIsS CO3aHUs JOKYMEHTOB (IIPOCTHIE, MEXaHWYIECKHE, deKTpoMexanndeckue). K cpencream
JOKYMEHTHPOBAHHUS OTHOCSTCS NMUIIYINE MAaIIHHBI, KOMIIBIOTEPHAS TEXHUKA, MArHATO(DOHBI, TUKTO(GOHEL, (OTO, KHHO, BUACO
TEXHHKA.

TectoBoe 3ananue 3. CpeacTsa TOKyMEHTUPOBAHUS — ITO:

1. MaTepuaNIbHBIH 00BEKT, UCIIOIB3YEMBIH LIS 3aKPEIUICHUS M XPaHESHHs Ha HEM PeUCBOM, 3BYKOBOW HIIH M300pa3uTeIbHON
nH(OpMAIIH, B TOM YHCIIE B IPe0Opa30BaHHOM BHJE.

2. opyausi, UCTIONb3YEMBbIE YeJIOBEKOM IS CO3TAHUs JOKYMEHTOB (IIPOCThIE, MEXaHWIeCKUe, dekTpomexanndeckue). K cpencrsam
JIOKYMEHTHUPOBAHHUS OTHOCSITCS MUILNYIIUE MAIIHHBI, KOMIIBIOTEPHAS TEXHUKA, MATHUTO(POHBI, AUKTO(POHBL, ()OTO, KHHO, BUACO
TEXHHKA.

TectoBoe 3amanue 4. CBoiicTBa JOKYMEHTa — 3TO:

1. mpaBoBast Ciiia, OPUTHHAIBHOCTD, MOUIMHHOCTD, KOIUHHOCTB.

2. ropuarYecKast CHiia, OpPUTHHAIBHOCTB, ITOJUTMHHOCTD, KOTIMIHHOCTB.

TectoBoe 3amanue 5. Hanbosree mpaBUIbHBIM OTIPEAEICHIEM ITOHATHS TOKYMEHT — SBISAETCS: a) TepMHUH «TOKyMEHT)» IIPOUCXOIUT
OT JIATHMHCKOTO cjioBa “documentum”— 10Ka3aTebCTBO, CBUACTEIBCTBO. DTHM CJIOBOM 0003HAYAIOT JIFOOIC MMChMEHHBIC
HCTOYHUKH, COOTBETCTBYIOIIUM 00pa3oM 0(pOPMIICHHBIC U II03TOMY UMCIOLINE FOPUANICCKYIO CHITY;

0) TOKyMEHT — 3aIKCpOBaHHAs HA MATEPHATHLHOM HOCHTEINIE HH)OPMAIIUS C PEKBU3UTAMH,

B) JOKYMEHT - INCBMEHHOE CBUAETEIHCTBO O YEMHHUOY/IB;

T) JOKYMEHT - TO, YTO O(HUIMATBHO YIOCTOBEPSET JIUYHOCTD NPeIbIBUTENS (TIACTIOPT, CIPaBKa, YIOCTOBEPEHHE)

Tectoroe 3amanue 6. K o0mmM QyHKINSAM JOKYMEHTa OTHOCSTCS:

a) nHpOpPMaITMOHHAS;

0) conuanbpHas;

B) KOMMYHUKATHBHAS;

T) KyJIbTypHAsT;

1) yIIpaBJIeHUYECKas;

€) ImpaBoBasl.

TectoBoe 3aanne 7. YKaXUTe JOKyMECHTHI, OTHOCSAIIAECS K OPraHW3aIl[HOHHO-TIPABOBBIM:

a) ycTaB

0) moJyioKeHue

B) periamMeHT

T) IITaTHOE PACIINCaHUe

1) MTHCTPYKIIMH 110 BUIAM IEATEIBHOCTH U JJOIDKHOCTSIM

€) ImpaBuiia

OcHOBHO 3Tan

TectoBoe 3ananue 1. Ecau mpu BCKpsITHH MAKETOB B cy/e OyJeT 0OHapy>KEeHO OTCYTCTBHE KaKOT0-THOO0 TOKyMEHTa HIH
MIPUJIOXKEHUS] K HEMY, 00 9TOM COCTaBIISICTCS:

a) MPOTOKOJT;

0) axr,

B) CIIy>keOHasl 3alHCKa;

T) JOKJIaJHas 3alKCcKa.

TectoBoe 3amanne 2. KOHBEPTHI OT MOCTYIUBIINX MO TI0YTE MCKOBBIX 3asBJICHUH, IIPEICTABICHIH, alleIUIAIIMOHHBIX I YaCTHBIX
’Kasi00, NCTIOTHUTENFHBIX JOKYMEHTOB I0JIKHBI OBITh:

a) COXpaHEHBI;

0) coXpaHEHHUE He SIBISACTCS 0053aTCIBHBIM.

TectoBoe 3amanue 3./l0KyMEHTEHI, IPUHSTHIC PAOOTHUKOM IPHEMHOH cyna, nomiexar peructparuu B [IC TAC "IIpaBocynue" n
NepeIaoTCsl [0 Ha3HAUEHHIO [I0JT POCIIUCH IS PACCMOTPEHUS B OPSIKE, YCTAHOBIEHHOM Ipe/iceiaTeNieM Cyaa:

A) He mo3iHEe CcIeAyroIIero paboyero JIHs;

b) B Tedenwue 3 cyTok;

B) B Teuenue 48 vacos;

I') B Teuenue 72 yacos.

TecroBoe 3anganue 4. K opraHi3aiimoHHO-TIPABOBBIM JJOKYMEHTaM OTHOCSTCSI:

1. ycraB opraHu3anu, MOJI0KEHUE 00 OpraHU3aINH, MOJIOKEHHS O CTPYK "TYPHBIX MTOJPa3IeIICHUNAX, TOJI0KEHHS O KOJUIETHAIBHBIX
Y COBEeIATEIbHBIX OpraHax yupeKIeHUs, peTrJIaMeHThl padOThI KOJUIETH "aJIbHBIX U COBELIATENbHBIX OPraHoB, anmnapaTa
VIIpaBJICHUS, INTATHOE PACIIMCAHUE, HHCTPYKIWH [0 OTACIBHBIM B JIaM ACSATEIbHOCTH, JOIDKHOCTHBIC HHCTPYKIMU paOOTHHKAM,
TpaBH I, TAMATKA | JIP.

2. IpaBOBBIE AKTHI (heAepaIbHOTO YPOBHSI, TIPAaBOBBIC aKTHL, ICHCTBYIOINNE Ha ypoBHE CyOBekTOB Poccuiickoit deneparuy,
TIPaBOBBIC aKThl OPraHMU3alMi, YIPESKICHUH, IPSANPUATHIH, PACTIOPSTUTEIIBHBIC JOKYMECHTBI, U3/1aBaeMble OpraHamMu (eiepaabHOM
HCTIONTHUTEIIFHON BIACTH, OTHOCATCS K KATETOPUH BEIOMCTBCHHBIX HOPMATHBHBIX aKTOB.

3. moxTamHas 3amucka, OOBACHUTEIbHAS 3aIlICKa, CIIy’keOHas 3aIHCKa, IPEATIoKeHNe, IPEICTABICHNE, 3asSBICHUE, BCE
Pa3HOBUIHOCTH MEPEMMUCKH, IPOTOKOJI, aKT, CIIPaBKa, 3aKII0UEHHE, OT3bIB, CBOJIHBIN CIIUCOK, IIEPEUEHb.

OCHOBHOM 3Tan

Tecrooe 3amanue 1. K cucreMe pacnopsaiuTelIbHOM JOKYMEHTAIUH OTHOCSTCS:

l. ycTaB OPFaHI/ISaHI/H/I, ITOJIOXKCHUC 06 OpFaHI/ISaHHI/I, ITIOJIOKCHUSA O CprK_‘TypHLIX HO]]paBI[eJ'ICHI/ISIX, TTOJIOKCHHUA O KOJIJICTUAJIBHBIX
U COBCIIATCIIBHBIX opraHaX y‘lpe)K,Z[eHI/ISI, peFﬂaMeHTLI pa6OTI)I KOJIJICTU "AJIBHBIX 1 COBCIIATCIBbHBIX OpFaHOB, annapaTa
YIIpaBJIEHUs, ITATHOE PACHIHCAHUE, MHCTPYKIMU IO OTAEIBHBIM BUIaM JAESTebHOCTH, JOJKHOCTHBIE MHCTPYKIIMU paOOTHUKAM,




HpaBU I, TAMATKU U JIP.
2. IpaBOBBIE aKTHI (he/IepaNbHOrO YPOBHSI, IIPABOBBIC AKTHI, ACHCTBYIONIME Ha ypoBHE cyObekToB Poccuiickoit denepanuy,
TIPaBOBBIE aKTHl OPraHMU3AINH, YIPEKICHUIH, IPSANPHUATHH, PaCTIOPSIIUTEIFHBIC JOKyMEHTHI, H3/1aBaeMble OpraHaMu (eepaabHOH
UCTIOTHUTETIBHON BIACTH, OTHOCATCS K KATETOPUH BEJOMCTBCHHBIX HOPMATHBHBIX aKTOB.

3. mownagHas 3amucka, OObACHUTEIbHAS 3aIlHCKa, CITy)keOHas 3aIMCKa, IpeAToKeHNe, IPeICTaBIeHNe, 3asSBICHUE, BCE
Pa3HOBUIHOCTHU MEPENUCKHU, IPOTOKOI, aKT, CIIPaBKa, 3aKIII0YE€HHE, OT3bIB, CBOJHBIN CITUCOK, IEPEUEHb.

Tectooe 3amanue 2. K cucteme cipaBoYHO-NH(POPMAIIOHHON TOKYMEHTAI[MH OTHOCSATCS:

1. ycraB opraHu3anu, MOJI0KEHHE 00 OpraHU3aIuu, NOJI0KEHHS O CTPYK "TYPHBIX MOpa3IelICHUSAX, TOJI0KEHHS O KOJIETHaIbHBIX
Y COBEIIATENILHBIX OpraHax yUpexJICHHs, PEriIaMeHThl padOThl KOJUIETH "aJIbHBIX M COBEIIATEIbHBIX OPraHoB, ammapaTa
YIIpaBJICHUS, INTATHOE PACTIMCAHNE, HHCTPYKINH IO OTACIBHBIM BHIaM ACATEIbHOCTH, JOJDKHOCTHBIC HHCTPYKIIMH paOOTHHKAM,
MpaBU I, TAMSATKA H JIP.

2. IpaBOBBIE aKThI (heIepabHOTO YPOBHS, IPABOBbIE AKThI, AEUCTBYIOLINE Ha YpoBHE CyOBeKTOB Poccuiickoit @eneparyu,
IPaBOBbIC aKThl OpPraHU3alNH, YIPEXKACHUH, TPEAPUATHH, PacIIOPIUTENbHbIEC JOKYMEHTbI, H3JaBacMble OpraHamMu QenepaabHOI
HCTIOJTHUTETIFHON BIIACTH, OTHOCATCS K KATETOPUH BEIOMCTBEHHBIX HOPMATHBHBIX aKTOB.

3. mowntamHas 3amucka, OObACHUTEIbHAS 3aIHCKa, CIykeOHas 3aIMCKa, IPeATIoKeHNe, IPeICTaBICHNE, 3asSBICHUE, BCE
Pa3HOBUIHOCTHU MEPENUCKHU, IPOTOKOI, aKT, CIIPaBKa, 3aKIII0UE€HHE, OT3bIB, CBOJHBIN CIIUCOK, IEPEUECHb.

TectoBoe 3amanue 3. YHUDHUKAIHMS JOKYMEHTOB — 3TO:

1. ycTaHOBJIEHHE €IMHOTO KOMIUIEKCA TUIIOB U BUAOB JOKYMEHTOB JUISl Pa3HBIX YIPABICHYECKUX CUTYaIlHH, pa3padoTKa eHHBIX
($hopm 1 mpaBui UX pa3pabOTOK, 0OPMIICHNE U CO3IaHNe TpadapeTHBIX TEKCTOB.

2. ycTaHOBJIEHHE €IMHOr0 KOMIIJIEKCAa BUJOB U Pa3HOBUAHOCTEN IOKYMEHTOB JJIsl aHAJOTUYHBIX YIPABIEHUECKUX CUTYaIHH,
pa3paboTka eANHBIX (OPM U NPABHII X COCTABICHHUS, 0popMIICHHE U co3laHne TpadapeTHBIX TEKCTOB.

TectoBoe 3ananue 4. YauduuupoanHas cucrema qokymentoB (Y CJ) — aro:

1. COBOKYIT"HOCTb B3aUMOYBSI3aHHBIX YHU(HIIMPOBAHHBIX (POPM TOKyMEHTOB, 00EC IEUNBAIOIIUX JOKYMEHTHPOBAaHHOE
TIpENICTABICHNE TAHHBIX B ONIPE/Ie JICHHBIX BU/IaX XO3SHCTBEHHON AEATENEHOCTH, CPEICTB UX BEICHNS, HOPMAaTUBHEIX U
METOHYECKIX MaTePHaJIOB IO UX pa3padoTKe M IMIPH "MECHEHHIO.

2. COBOKYII"HOCTb B3aUMOYBSA3aHHBIX YHU(PUIIUPOBAHHBIX TUIIOB JOKYMEHTOB, 00€C-IIEeUNBAIOIUX JOKYMEHTUPOBAHHOE
Hpe/CTaBlICHUE HH(POPMALIMH B OIIpeie JICHHBIX BUAAX XO3SHCTBEHHOH JEATEILHOCTH, CPECTB MX BEJICHHS, HOPMATHBHBIX U
METOMYECKIX MAaTEePHAaJIOB IT0 UX COCTABICHHUIO U IPU "MEHEHHIO.

TectoBoe 3amanue 5. CTaHgapTH3ALUS JOKYMEHTOB — 3TO:

1. BUJI FOPUIMUECKOTO 3aKPETUICHNUS IPOBEACHHON YHU(UKALMK ¥ IOLYPOBHS €€ 00513aTeIbHOCTH (TOCYIapCTBEHHBINH CTaHIAPT -
T'OCT, otpacneoii cranmapt - OCT, pecriyonmkanckuii ctanaapt - PCT).

2. ¢popMa I0pPUIUIECKOTO 3aKPEIUICHUS TPOBEACHHON YHU(UKAIINN U YPOBHS €€ 0053aTeIbHOCTH (TOCYIapCTBEHHBIN CTaHAAPT -
T'OCT, otpacnesoit crannapt - OCT, pecniyonukanckuii ctangapt - PCT).

OcHOBHO¥ 3Tan

Tecropoe 3ananue 1. [Tonoxenus — 310!

1. MpaBOBBIE AKTHI, OTIPEACIIAIONINE TOPIIOK 00pa30BaHMs, MPABOBOE MOIOKEHHUE, TIPaBa, 00S3aHHOCTH, OPraHU3AIHIO PaOOTHI
YUIPEKICHUS, CTPYKTYPHOTO ITOIpa3AeIeHus (CIryx0).

2. IpaBOBOH aKT, COJEPKAIUH MpaBUIIa, PETyIUPYIOIUHA OpraHU3alluOHHbIEe, HAYYHO-TeXHHUYECKHIE, TEXHOIOTHUECKIE,
(bMHAHCOBBIE U MHBIC CTOPOHBI JICATEIBHOCTH YUPESKICHUH, OpraHu3aluii, IPEANPUATHI (MX CTPYKTYPHBIX ITOJpa3/IeIeHHH),
JIOJDKHOCTHBIX JIFIII.

3. IpaBOBO AKT, OIPEAEIAIONINI MOPSIOK 00pa30BaHKsI, KOMIETCHIIHIO OPTaHU3alNH, ee QYHKIHH, 3a]a4Ul, ITOPSIOK PaOOTHI.
NIPaBOBbIC aKThI, ONPEACIISIONINE HOPSIIOK 00pa30BaHusl, IIPABOBOE MOJIOKEHHE, 1IpaBa, 00I3aHHOCTH, OPraHU3aHio0 PabOTHI
VIPEKICHUS, CTPYKTYPHOTO MOpa3ieNeHus (CIyxKO0).

TectoBoe 3ananue 2. UHCTpyKIMs —

1. mpaBOBBIE aKTHI, ONPENENAIONINE TOPII0K 00pa30BaHsl, IPABOBOE IOJIOKEHHE, TpaBa, 00sI3aHHOCTH, OPraHU3aIHMIO0 PAadOTHI
YUPEKACHUS, CTPYKTYPHOTO TIOIpa3ieneHus (Ciyxo0).

2. IpaBOBOH aKT, COJEPXKALIUN IIpaBUiIa, PEryIUPYIOIIUI OpraHu3allOHHbIE, HAYYHO-TEXHUYECKUE, TEXHOIOTUYECKUE,
(bMHAHCOBBIEC U UHBIE CTOPOHBI JEATEIPHOCTH YUPEXKACHUH, OpraHH3alUi, IPEANPUITUi (MX CTPYKTYPHBIX MOAPa3AeIeHuUi),
JOMKHOCTHBIX JTHIL.

3. IpaBOBOH aKT, OIPEEIIAFONINN ITOPSIIOK 00pa30BaHMsI, KOMIICTCHITNIO OPTraHN3alnH, e¢ QYHKIIH, 3a]Ja4H, TIOPSIOK padOTHI.
TecroBoe 3ananue 3. llltaTHOE pacnucanue — 3To:

1. ZOKYMEHT, 3aKpeTUISIONI TOMKHOCTHON M YMCIICHHBIH COCTaB MPEeANPUATHS, YKa3bIBAIOIMHA (HOH] 3apab0OTHON TIIAThI.

2. IOKyMEHT, KOTOPbIH 3aKpEIUIieT HAMMEHOBAHHUS BCEX CTPYKTYPHBIX NMOJpa3IeeHHH, OIKHOCTENH M KOIMYECTBO IITATHBIX
€IMHUI] KKION JTOJDKHOCTH OpraHu3aluy (YIpexAeHUs).

3. IOKyMEHT, YCTaHABIUBAIOIIUI MOPATOK ACATEIBHOCTH PYKOBOJICTBA OPraHU3AIMHU, KOJJIETHAIBHOTO MIIH COBEIIATEIbHOTO
opraHa.

TectoBoe 3ananue 4. CTpyKTypa U LITaTHAsk YACIEHHOCTb — 3TO:

1. TOKyMEHT, 3aKpEIUISIONIIN JODKHOCTHON M YHUCIICHHBIN COCTAB MPEATPUATHS, yKa3bIBAIOIIUH (hOHA 3apabOTHOH ITaThI

2. IOKyMEHT, KOTOPbIH 3aKpeIuIsieT HAMMEHOBaHUS BCEX CTPYKTYPHBIX MOJApa3/ieNIeHHi, JOIKHOCTENH 1 KOIMUECTBO ITATHBIX
€IMHUI Ka)KJ0H JOMKHOCTH OpPraHu3aluu (YIperkaeHus ).

3. TOKyMEHT, YCTaHABIMBAIOIINI MOPSATOK ACATEITHHOCTH PYKOBOJICTBA OPTaHNU3AINH, KOJJICTHAIBHOTO HIIA COBEIIATEIHHOTO
oprasa.

TectoBoe 3ananue 5. PernamMeHT — 910:

1. TOKYMEHT, 3aKpeTUIIONINiI TOPKHOCTHOH M YUCIICHHBIN COCTAB IPEATIPUATHS, YKa3bIBAIOIINH (hOH/T 3apabOTHOH IIIATHI.

2. TOKyMEHT, KOTOPBIH 3aKpeIUIsieT HANMEHOBAHMS BCEX CTPYKTYPHBIX MOpa3/Ie/ICHHH, JOIDKHOCTEH W KOJIMIECTBO IITATHBIX
€MHUI] KKIOU JOJDKHOCTU OpraHu3aluuy (YapexaeHus).




3. IOKyMEHT, YCTaHABIUBAIOIIUI MOPATOK AECATEIBHOCTH PYKOBOJICTBA OPraHU3AIMH, KOJJIETHAIBHOTO HIIA COBEIIATEIbHOTO
opraHa.

TectoBoe 3ananue 6. [loctanoBIeHHE — 3TO

1. pacnoOpsAUTENBHBIN JOKYMEHT, KOTOPBIN SIBISI"€TCS IPABOBBIM aKTOM, IPHHIMAEMbIM MECTHBIM OPraHOM BacTu. Pemennsamu
0(OpMIISIIOT TakoKe Pe3yNbTaThl eITeIbHOCTH U JPYTUX KOJUIETHATBHBIX OPraHOB — KOJUIETHH MUHUCTEPCTB, BEJJOMCTB, COBETOB.
2. IpaBOBOH aKT, IPUHUMAEMbIH BBICIIM MJIM HEKOTOPBIMHU LICHTPAIBHBIMI OpraHaMu (eJiepalibHON UCTIOIHU "TeIbHOH BIACTH,
JIEWCTBYIOIMMHA Ha OCHOBE KOJUIETHAIFHOTO YII-PABICHMS, B IIEISIX pa3pelleHns Hanbosee BaXKHBIX U MPUHIUIIHAIG "HBIX 3a/1ad,
CTOSIIIIUX Iepe]] JaHHBIMH OPraHaMM, U YCTAaHOBJICHUS CTAOMIBHBIX HOPM, IIPaBHUIL

3. aKT ynpaBieHHsl TOCyJapCTBEHHOTO Opra—Ha, UMEIOIINI BIAaCTHBIHN XapakTep, U3aHHbIH B paMKaxX IPHCBOEHHO TO
JIOJDKHOCTHOMY JIMILY, TOCYZapCTBEHHOMY OpraHy KOMIIETCHIHH, MEIOIIHH 00s3aTebHYI0 CHITY JUTS TPaXKIaH M OpraHu3anuii,
KOTOPBIM PAaCHOPSKEHUE aJIPeCOBaHO.

4. mpaBOBOI aKT, U3/1aBAEMbIil PyKOBOJUTEISIMA OpraHU3alnii, JeHCTBYIOIIMMH HA OCHOBE €JMHOHAYAITHSI.

TecroBoe 3ananue 7. Pemenne — ato

1. paciopsAMTENbHBIN TOKyMEHT, KOTOPBIN SIBII€TCS IIPaBOBBIM aKTOM, IPHHUMAEMbIM MECTHBIM OpPraHOM BilacTH. Pemenusamu
0(OpMIISIIOT TafoKe Pe3yNIbTaThI AeITEIBHOCTH U JPYTHUX KOJUIETHATBHBIX OPraHOB — KOJUICTHH MHUHUCTEPCTB, BEJJOMCTB, COBETOB.
2. IpaBOBOM aKT, IPMHUMAEMbIH BBICIIM MJIM HEKOTOPBIMHU LICHTPAIBHBIMI OpraHaMu (eJiepalibHON MCTIOIHU "TeIIbHOM BJIACTH,
JIEWCTBYIOIMMHY Ha OCHOBE KOJUIETHAIBHOTO YII-PaBICHNS, B IEJSIX pa3pelleHns Hanbosee BayKHBIX U MPUHIUIIHAIG "HBIX 3a/1ad,
CTOSIIIUX TIepe]] TaHHBIMH OPraHaAMM, W YCTAHOBJICHUS CTAOMIIBHBIX HOPM, IIPaBHIL.

3. aKT ynpaBJeHHs TOCyJapCTBEHHOT0 Opra—Ha, UMEIOIIUIl BIAaCTHBII Xapakrep, U3aHHbIA B paMKaxX IPHCBOEHHO TO
JIOJDKHOCTHOMY JIHUILY, TOCYJapCTBCHHOMY OpraHy KOMIIETEHIIUH, HMEIOINH 00s3aTeIIbHYIO CHITy JUISl TPaXJaH U OpraHu3alHi,
KOTOPBIM PaCHOPSKEHUE aJIpeCOBaHO.

4. MpaBOBOI aKT, U3/1aBAEMBbIi PyKOBOJIUTEISIMHA OpraHU3alUi, JeHCTBYIOIIMMH HA OCHOBE €JMHOHAYAITHSI.

TectoBoe 3ananue 8. PacnopsbxeHue - 3170

1. paciopsAMTENBbHBIN TOKYMEHT, KOTOPBIN SIBII"€TCS IIPaBOBBIM aKTOM, IPUHUMAEMbIM MECTHBIM OpPraHOM BiacTH. Pemenusamu
0(OpMILIFOT TaroKe Pe3yNIbTaThl JeITeIBHOCTH U IPYTHUX KOJUIETHATBHBIX OPraHOB — KOJUICTHH MUHHCTEPCTB, BEJJOMCTB, COBETOB.
2. IpaBOBOH aKT, IPUHUMAEMBI BBICIINM UM HEKOTOPBIMHU IIEHTPATbHBIMH OpraHaMHu (eaepaTbHON UCIONHU TENbHOI! BlacTy,
JEWCTBYIOIMMHY Ha OCHOBE KOJUIETHAJIbHOTO YII-PaBIEHNUS, B LIENAX pa3pellieHnsl Hanbosee BaXKHBIX U MPUHLUINAIB HBIX 3a/1a4,
CTOSIIIHX TIepe]] TaHHBIMH OPraHaAMM, W YCTAHOBJICHUS CTAOMIBHBIX HOPM, IIPaBHIL.

3. aKT ynpaBJeHHs TOCYJapCTBEHHOT0 Opra—Ha, UMEIOIIUI BIACTHBIHN XapakTep, U3AaHHbBIA B paMKaX IPHCBOSHHO TO
JIOJDKHOCTHOMY JIHILY, TOCYJapCTBCHHOMY OpraHy KOMIIETEHIIMH, HMEIOINH 00s3aTeIIbHYIO CHITY JUIsl TPaXJaH U OpraHu3alii,
KOTOPBIM PaCHOPSKEHHE aJlpeCcOBaHO.

4. mpaBOBOM aKT, U3/1aBAEMbIH PyKOBOJUTESIMUA OpraHU3aLUi, JEHCTBYIOIMMY HA OCHOBE €MHOHAYAIINSL.

TectoBoe 3axanue 9. [Ipukaz — 3T0

1. pacnopsAUTENbHBIN TOKYMEHT, KOTOPBI SIBISI—€TCS IPABOBBIM aKTOM, IPUHMMAEMbIM MECTHBIM OPraHOM BIacTU. Pemennsamu
0(OpMIIFOT TaroKe Pe3yNIbTaTHl JeITeTFHOCTH U IPYTHUX KOJUIETHATBHBIX OPraHOB — KOJUICTHH MHUHHCTEPCTB, BEJOMCTB, COBETOB.
2. IpaBOBOH aKT, MPUHIMAEMBI BBICIINM UM HEKOTOPBIMHU IIEHTPATbHBIME OpraHaMu ¢eaepaTbHON HCIONHU "TENIBHOI BlacTy,
JEWCTBYIOIMMHY Ha OCHOBE KOJUIETHANIbHOTO YI-paBIEHNUS, B LIENAX pa3pellieHns Hanbosee BaXKHBIX U IPUHLUIHMAIL HBIX 3a/1a4,
CTOSIIIUX TIepe]] TaHHBIMH OPraHaMM, W YCTAaHOBJICHUS CTaOMIBHBIX HOPM, TIPaBHIL.

3. aKT ynpapleHUs TOCYJapCTBEHHOIO Opra—Ha, UMEIOIIMI BIACTHBIN XapaKTep, U31aHHbII B PAMKaX IPUCBOEHHO TO
JOJKHOCTHOMY JIMILY, TOCYAapCTBEHHOMY OpraHy KOMIIETEHI[HH, UMEIOLINI 00s3aTeIbHYIO CHUITY JUI TPaXKJaH U OpraHu3anuii,
KOTOPBIM PacoOpsiKEHHE afjpecOBaHo.

4. mpaBOBOM aKT, U3/1aBaEMBbI PYKOBOJUTEISIMU OpraHU3allni, IeHCTBYIOIINMU HAa OCHOBE €MHOHAYAITHSI.

TectoBoe 3ananue 10. PacopskeHus SIBASIOTCS MOA3AKOHHBIMU aKTaMH U JICNISATCS HA JIBE TPYIIIIBL:

1. pacnopsi’keHHs OOLIETO, JUIUTENb"HOT0, AEHCTBHA U PACTIOPSKEHNUS, KacaIOIHecss KOHKPETHOT0, Y3KOTO BOIPOCaA, Pa30BOr0O
ciyyast.

2. pacnopsKeHHs BCeOOIEero, JUINTENb "HOT0, IEHCTBHS U PACTIOPsDKCHHUS, KAacaIoIIHecss MUHIMAIIBHOTO, Y3KO TO, KOHKPETHOTO
BOIIPOCA, PA30BOTO CIyYas.

TecroBoe 3ananue 11. OcHoBHBIE TpeOOBaHNUS K 0OPMIICHUIO KaJPOBOH JIOKYMEHTAIIMU B OPTaHU3ALMH IIPEIbSBICHBI:

1) TpynoBeM kogexcom PP

2) YcraBoM OpraHu3aniu

3) ICaoy

4) MHCTpyKIMeH 110 KaJpOBOMY JCIIOIPOU3BOICTRY

TectoBoe 3amanne 12. HopMaTHBHEIN akT, 00s3BIBAIOMINI paboTOIATENs JOKYMEHTHPOBATh TPYAOBYIO AEATEIHHOCT PAaOOTHHKA. . .
1) Pacniopsikenue [IpaButensctBa PO ot 23.04.1992 Ne781-P «O xpaHeHUU TOKyMEHTOB MO JIUMYHOMY COCTaBY»

2) TpynoBoii kojiekc PO

3) ITocranosnenne IpaBurensctBa PP ot 16.04.2003 Ne225 «O TpyIOBBIX KHIDKKAX)

4) Iocranoenenue Muntpynga P® ot 10.10.2003 Ne69 «O0 yTBepKA€HUH HHCTPYKLUH MO 3aIIOTHEHUIO TPYIOBBIX KHIKEK)
Tectooe 3ananue 13. [IpaBoBoil akT, mepeunciaomuil BUABI JOKyMEHTOB, IPEJOCTABISEMBIX MIPU 3aKII0YEHUN TPYHLOBOTO
JIOTOBOpaA. ..

1) Ycras opranuzanuu

2) IlpaBuna BHYTPEHHETO TPYIOBOIO PACIIOPSAKA OPraHu3alul

3) ITonoxeHune 0 epcoHale opraHu3aluu

4) Tpynosoii komekec PO

TectoBoe 3amanue 14. Heo6xoaumocTs oopMiIeHHe INUHBIX Ae)I paOOTHUKOB periaMeHTHPOBAHA!

1) OKY

2) OCHOBHBIMH TIpaBIJIaMH pabOTHI apXUBOB OPraHM3aINHA

3) IIpaBunaMu BHYTPEHHETO TPYIOBOTO pacHopsaka

4) IlepeuHeM TUIOBBIX YIPABIEHUECKUX JOKYMEHTOB, 00pa3yIOIIUXCs B IESTENbHOCTH OPraHU3alHi, ¢ yKa3aHHEM CPOKOB
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TectoBoe 3ananue 15. TpyqoBble MEHCUH YCTAHABIUBAIOTCS M BBIILIAUYUBAIOTCSA B COOTBETCTBHH.
1) @3 «O rocymapcTBeHHOM IIEHCHOHHOM obecrieueHnr B PO»

2) @3 «O TpynoBBIX NEHCHSIX B PDy

3) @3 «O BerepaHax»

4) @3 «O0 00s13aTeTLHOM IEHCHOHHOM CTPaxOBaHUH B PD»

TectoBoe 3amanme 16. [Ipu opopmiIeHNN TPYIOBEIX MPABOOTHOIIEHIH 00S3aTEIFHBIM TOKYMEHTOM, PETJIAMEHTHPYIOIINM
00s13aTeNIbCTBA CTOPOH, SABIISCTCS:

1) 3asiBeHUE 0 IpueMe Ha padoTy

2) KOJUTEKTUBHBII IOTOBOP

3) TpyzmoBoe coranieHmue

4) TpynoBoO#l 1OrOBOP

Tectopoe 3ananue 17. CTpykTypa KaJpoBOi JOKYMEHTAI[UU BKIIOYAET B ceOsi:

1) mprKa3bl 0 OCHOBHOW JESATENEHOCTH

2) npuKasbl 0 aIMHHUCTPATUBHO-XO35HCTBEHHOH AEATEIbHOCTH

3) nepenucky ¢ BbIIECTOALIEH opraHu3anyei

4) mpuKasHl 110 TUIHOMY COCTaBYy

OcHOBHOI 3Tan

TectoBoe 3amanne 1. Kakne pekBU3HTHI ABISAIOTCS B3aHMOHCKITIOYAIOMIAMHE TP 0(hOpMIIeHNH OJTaHKa, Ha IF0OOM OJaHKe MOXKET
OBITh M300pakeH TONBKO OIWH U3 ATUX PEKBH3UTOB?

1. 01,02,03- TocynapctBenHbIi repd Poccuiickoit deneparun, repd cyobekra Poccuiickoit heaepannu, OMOIeMbl, TOBapHbIC 3HAKH
2.02,03,04- T'epb cyonekra Poccuniickoit penepannu, IMOIIEMbI, TOBAPHBIC 3HAKH, KO OpraHU3aIuN

3. 01,03,04- T'ocymapcTBenHsIi repd Poccuniickoit denepannu, OMOneMBbl, TOBApHBIE 3HAKH, KOJ OpPraHH3aIUH

TecToBoe 3aanue 2. DTOT PEKBU3UT SABISIETCS 00A3aTEIbHBIM; OH IIPOCTABISIETCS] B COOTBET "CTBUH ¢ OOLIEpOCCHIICKUM
KiaccuduraTopoM npeanpusaTuid U opra—Husamnuii (OKI1O) u BkIto4YaeT B ce0s BOCEMb 3HAKOB:

1. 04 - xox opraHU3aII

2. 05 - OCHOBHO# TOCYJapCTBEHHBIH PETUCTPAllMOHHBIA HOMEpP I0PUINUECKOTO JIUMA.

3. 07— xox pOpMBI JOKYMEHTA

TectoBoe 3amanne 4. Has 5THM peKBH3HTOM YKa3bIBAIOT COKPAIICHHOE, a IIPU €TI0 OT-CYTCTBHH — MOJHOE HAUMEHOBaHUE
BBIIIECTOAIICH OpraHU3aIuu:

1. 08— HauMeHOBaHUE OpraHU3alMH, SBISIOIEHCS aBTOPOM JOKY "MEHTa.

2. 06— UICHTU(PHUKATMOHHBIN HOMEP HAJIOTOIIIATENIBIIMKA / KOJI MPUYMHBI TocTaHoBkr Ha y4aet (MHH / KIIIT}

TecTtoBoe 3aianue 5. IT0 ycIIoBHOE IU(PpoBoe (MHOTAA OyKBeHHO-IM(DPOoBOE) 0003HaUe "HHE JOKYMEHTa. B HyMeparn
peKOMeHIyeTcs HCIOIb30BaTh ABy3HauHbIe HOMepa, HanpuMep: Ne 03-05/123, rae 03 — HOMEp cTpyKTypHOro noapasaene—Hus, 05
— HOMeEp JeNa 10 HOMEHKIaType, 123 — MOpsAKOBBI HOMEpP CaMOro JOKYMEHTA!

1. 12- perucTpaniuoHHBIN HOMEP TOKyMEHTa

2. 13- cchlIKa Ha PErUCTPALIMOHHBIA HOMED U ATy JOKyMEHTA.

TectoBoe 3amanue 6. ITOT PSKBU3UT B BUJIC HAMIKCH HA TOKYMEHTE, CACIaHHAs TOJDKHOCT-HBIM JIUIIOM U COJepIKallast IPHHATOS
uM pemierre. OHa 3aKpernIsieT PacopsDKCHNE PyKOBOAUTENSI OTHOCHTEIBHO BOIPOCA, OTPAXKCHHOT'O B IOKYMEHTE:

1. 16 — rpu¢ yrBepKIeHHS TOKyMEHTA

2. 17 — pe3omtonus

OcHOBHO 3Tan

TectoBoe 3ananue 1. Kakie JOKyMEHTHI IOABEPratOTCsl pEruCTpalum?

A). BHyTpeHHHE BXOIAIIHE,;

B). Bxonsmue, ucxoasiiye

B). Tonbko BHYTpeHHUE

I') IlpaBusibHOTO OTBETa HET

Tectooe 3amanwue 2. UTo nenarts ¢ OIMMO0YHO NMPUCIIAaHHBIMI KOH(ECHITHATEHBIMHI JOKYMCHTAMU?
Bribpocuts

OtmnpaBut 00paTHO

ITo coryacoBaHMIO ¢ OTIPaBUTENIEM NIEPECIaTh B HY>KHBIN aJipec

TectoBoe 3amanue 3. Ha 9yTo OyayT cChUIATHCS MPU PETUCTPAIIIMH BXOISAINX TOKyMEHTOB, IOTCHIIMALHO COJCPIKAIINX
KOH(UICHITHATbHYI0 HHPOPMAIUIO?

Ha Ilepeuens

Ha pemenne pyxoBogutens

Ha 3npaBbr1ii cmbIc

Ha nanuuue rpuda, KOTOpbIii 0053aH MOCTaBUT OTHPABUTEIb

Tectoroe 3amanue 4. UTo MPOUCXOIAT C KOHPHICHIIHATEHBIME JOKYMCHTaMH, KOTOPBIE HE UCIIOIB30BAHEI B TEKYIIEM
JIETIOTIPON3BOACTBEHHOM TO/Ty

Hx yHuuToxkaroT

WX nepeBoAAT A5l UCHIOIHEHUS] B HOBOM JEJI0ONPOU3BOICTBEHHOM T'O/1y

Taxoit HeOOXOIMMOCTH HE BO3HUKACT, TaK KaK OpPraHM3aliH 005I3aHbI BCE HCIOIHUTH B TEKYIIEM TOLY
TectoBoe 3amanue 5. UTo moapasymMeBaeT dKCIIEANITUOHHAs 00paboTKa?

Y4er u perucTpaluio BXOAAUINX MaKeTOB JOKYMEHTOB.




VY4er u perucTpaluio UCXOIMMIUX MAKeTOB JOKYMEHTOB

Uto u npyroe

[TpaBrIbHOTO OTBETA HET

TectoBoe 3amanue 6. CTOUT U MPUHUMATH HAJJOPBAHHBIH MMakeT ¢ KOHQUACHIIMATFHBIMU TOKyMEHTAMH, aIpECOBaHHBIN B Bally
opraHusanuio?

Her He cTouT, HY)KHO COCTaBUTh aKT U BEPHYTh OOpaTHO

CTOHT, HO COCTAaBUTH aHTHI

OcHOBHOI 3Tan

TectoBoe 3amanue 1. [TocienoBaTenbHOCTD TOATOTOBKA JOKYMEHTOB K MOCIIEAYIOIEMY XPAaHEHHUIO U HCIONB30BAHHUIO BKIIOYACT:
. DKCTIEPTHU3Y LIEHHOCTH

. opopmiteHHUE eI

. COCTaBIICHUE OIUCEH Ae

. obecrieyeHne X COXpaHHOCTH;

. TIlepeiady A B apXUB OPraHu3auu

TecTtoBoe 3ananue 2. B 1e10mpou3BOACTBE SKCIIEPTH3a LIEHHOCTH IIPOBOUTCS IIPH:
COCTaBJICHUN HOMEHKIIATYPHI JeTI

(hopmMupoBaHUU e

HO/TOTOBKE JIEJ JJIst IIepe/ladyl B apXUB OPraHU3alliy I10CIIE 3aBEPLICHUS UX JISIONPOU3BOACTBOM
CO3JTaHUH TOKyMEHTa

PEruCTpaIiy JOKyMEHTa

TecroBoe 3ananue 3. ITo cpokam XpaHEeHHs TOKYMEHTBI JENISATCS Ha TPYIIIBL:

C TTIOCTOSTHHBIM CPOKOM XPaHECHUS

€O CpoKOoM XpaHeHHs cBbiie 10 et

co cpokoM xpanenus 1o 10 net

CO CPOKOM XpaHEHHsI MEHee rojia

CO CPOKOM XpaHEeHHUS MEHee O-TH MecsIIeB

TectoBoe 3ananue 4. B ocHOBe poBeIeHUS SKCIEPTU3BI IEHHOCTH JOKYMEHTOB JIeXKaT IPUHIINTIBL:
HCTOpH3Ma

BCECTOPOHHOCTH

KOMIIJIEKCHOCTH

9KOHOMHYHOCTH

OIIEPaTUBHOCTU

TecroBoe 3amanue 5. B rpymnmy KpuTepHeB SKCIEpTH3bI IEHHOCTH TOKYMEHTOB BXO/IST:
MPOUCXOXKCHUE

coziep)KaHue

BHEIIHHE 0COOCHHOCTH

HaVMEHOBaHHE BHA

3ar0JI0BOK K TEKCTY

TecroBoe 3aanue 6. B skcnepTHYI0 KOMHCCHIO BKIFOYAIOTCS! PAOOTHUKHU 3HAIOLINE:
CTPYKTYpY H AEATEIBHOCTD OpPraHU3aNI

JIeTIOMPOU3BOACTBO

COCTaB JIOKYMEHTALN

WHOCTpPaHHBIC SI3BIKA

TEXHOJIOTHIO IPOM3BOICTBA

TectoBoe 3aaanue 7. DxcneprHo-nipoBepouHast komuccus (DI1K) HazHavaeTcs B ...
ApXUBHOM YUPEXKJICHUH

OpraHn3aIn

MHHHUCTEPCTBAX U BEJOMCTBAX

KPYITHBIX OpraHHU3alnsixX

TectoBoe 3amanvue §. PemeHns SKkcriepTHONH KOMUCCHH BCTYHAOT B CHITY TIOCTE ...
YTBEPXKJICHUS X PYKOBOAUTEIEM OPraHU3AIIH

yTBepXKIeHHUs UX pyKoBoauTtenem DITK

HOCJIE TIOJIIUCH WICHAMH KOMHCCHU

TIOCJIe TTOJIITHCH TIpeiceaTeNIeM KOMICCHH

TectoBoe 3amanue 9. DKcIepTU3y HEHHOCTH JOKYMEHTOB OCYILIECTBISIIOT paboTHUKU ciyk0b1 JJOY coBmecTHO ¢ DK
COTPYAHHKH apXHuBa OpraHU3alnH

YIICHBI SKCIIEPTHOI KOMHCCHH

HE3aBUCUMOM OpraHu3aluu

TecroBoe 3ananue 10. B pe3ynbrarte npoBeieHUst SKCIIEPTU3bI LIEHHOCTH BBIIEISIOTCS TPYIIIBI JOKYMEHTOB MOJIEKAIIHE:
HOCTOSTHHOMY XPaHEHHIO

BpEeMEHHOMY XpaHeHHIo (cBeimre 10 J1eT) B apXuBe OpraHM3aiy

BpEeMEHHOMY XpaHeHUIo (10 10 JeT) B CTPYKTYPHBIX MOpa3AeTIeHUsIX

HOUIEXAIHE YHUYTOXKESHUIO

BPEMEHHOMY XpaHEHHIO (JI0 5 JIeT) B CTPYKTYPHBIX TTOAPA3AEITCHIIX

BPEMEHHOMY XPaHEHHIO

TecroBoe 3ananue 11. [To pe3ynpTaTam SKCIEPTU3bI LIEHHOCTH JIOKYMEHTOB COCTaBIISICTCS:
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OTIHCH JIeJT TOCTOSIHHOTO CPOKa XpaHEeHUs
OMHKCH JIeNT BpeMeHHOTO (cBbiiie 10 J1eT) XxpaHeHHUs

OITHCH JIEJT TIO JTMYHOMY COCTaBY

aKT O BBIJICJICHUN K YHUYTOXESHHUIO JeJl, HE MOIJIeKAIIUX XPAHEHHIO
OTIKCH JIeJT BPEMEHHOTO (10 5 JIeT) XpaHeHus

OITUCH JIEJI TI0 OCHOBHBIM BHJIaM JICATCIHHOCTH

3aBepIIAONIHiA ATaI

TectoBoe 3amanue 1. CoriaacHO JODKHOCTHOMY PETJIAMEHTY B JIOJDKHOCTHBIC 005S3aHHOCTH MTOMOIITHUKA CYJIbH HE BXOJUT:

a) U3y4eHHE JKaN00, 3asBICHUA, 1€, TIOCTYIUBIINX K CyJbe, BHECEHHE MPEATIOKECHUH 110 MPUEMY HX K IPOU3BOJICTBY (00 OTKa3e B
npueme, Bo30OY)KICHUH Jea, Ha3HAYeHUH U T.11.);

0) yJacTre B MOATOTOBKE eI, HAXOASAIIMXCSI B IPOU3BOJICTBE CYIIbH, K CyIcOHOMY pa30HpaTeIbCTRY;

B) IMOJIOOP 3aKOHOB, HOPMATHUBHBIX aKTOB, MATEPUAIIOB CY/IEOHOM MPaKTUKA HEOOXOAUMBIX CyIbe IJIs1 pACCMOTPEHHUSI JIeNa.

T) MOJATOTOBKA 3aKIIIOYECHHUS 110 CTIOPHBIM BOTIPOCaM MPUMEHEHUS 3aKOHOAATEILCTBA;

1) PACCMOTPEHHE TPAXKAAHCKUX U YTOJOBHBIX JIENT MO CYILECTBY;

€) MOJITOTOBKA MPOEKTOB CyJACOHBIX MOCTAHOBICHHH TI0 JIeJaM TI0 TIOPYICHHUIO CYIIbH;

TectoBoe 3amanue 2. OTBETCTBEHHOTO 3a JICTIONPOU3BOJICTBO B Cy/Ie HA3HAYACT:

a) mpezceaarens Cyaa;

0) 3aMecTUTENb MpeceaaTes Cyaa;

B) HaYaJIbHUK KaHIICTSIPUH CYya.

TectoBoe 3ananue 3. CoracHO JOJKHOCTHOMY PETJIAMEHTY B JOJDKHOCTHBIE OOSI3aHHOCTHU CeKpeTapsl CyleOHOro 3acelaHus He
BXOJINT:

a) Ha3HAYCHHUE K PACCMOTPEHHIO YTOJOBHBIX, TPAXKIAHCKAX JIe]l K MAaTePHAIIOB,;

0) mpoBepka SIBKH JIUII, KOTOPbIE BHI3BIBAJIMCH B Cy[IeOHOM 3ace/laHie, 1 OTMETKA B MOBECTKAX BPEMEHH UX HAXOXKICHUS B CY/E;
B) BEJICHUE [IPOTOKOJIOB CYIeOHBIX 3aceIaHuii, 03HAKOMJICHHE C HUIMH YYaCTHUKOB MpOoIecca MO UX XOAATalCTBY, 3aSBICHHOMY J10
BBIHECCHUS CYIECOHOTO PEIICHUS 10 JIeITY;

T) 0OpMIIEHHE YTOJOBHBIX, TPAXKIAHCKUX JIeJT TIOCIIE HX PACCMOTPEHHS U cllava X B KaHIISISIPHIO Cy/a;

) NI3TOTOBJICHUE TIEYATHBIX KOMUI CyIeOHBIX aKTOB

TectoBoe 3ananue 4. 3asBUTENIO O MPECTYIUICHUH TIOCIIE PETUCTPALIMU COOOIIECHHS BBIIACTCS:

a) TaJIOH-YBEIOMJICHHE;

0) TaIOH-KOPETIOK;

B) CIIPaBKa-yBEJJOMJICHUE,;

T) aKT O TIPUHITHU COOOIICHHMS.

5.2. TeMbl NHCbMEHHBIX Pa0OT (KOHTPOJILHBIX H KYPCOBBIX pador, pedepartoB)

OIIK-5: CriocobeH HCIob30BaTh MPH PelIeHUH MPo(ecCHOHATFHBIX 33/1ad COBPEMEHHbIE HHPOPMAIIHOHHEBIE TEXHOJIOTHU 1
MpOTrpaMMHBIE CPEACTBA, BKIOYAs yIpaBIeHHE KPYITHBIMA MacCUBAMHU JaHHBIX U UX HHTEIUICKTYaJIbHBIN aHAU3.

OI1K-5.2: [IpumeHsieT cCOBpeMEHHbIC HHCTPYMEHTHI MEHEKMEHTA U HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIC TEXHOJIOTUH IS
pa3pabOTKH MEPOTIPHATHH MO MOBBIMCHHUIO dPPEKTUBHOCTH

OIIK-2: CriocobeH ocymecTBIsITh cO0p, 00padOTKy U aHAIN3 JaHHBIX, HEOOXOIUMBIX ISl PEIISHHS TOCTABICHHBIX
YIIPaBJICHYECKUX 33/1a4, C UCIIOJIb30BAHUEM COBPEMCHHOI'O HHCTPYMCHTAPHUS M MHTEIUICKTYaIbHBIX HH()OPMAI[HIOHHO-
AHAJTUTHYCCKUX CUCTEM;

OI1K-2.2: OnpenensieT MeToabl cOopa MH(POpMAIHH, CITOCOOBI U BH €€ TIPEICTABICHNUS, IPUMEHSISI COBPEMEHHOE MPOTPaMMHOE
obecrieueHne

OOocHy#iTe, MoYeMy TOKYMEHTAIHS SBJICTCS BaYKHBIM JCTOBBIM aKTHBOM IIPEATIPUSATHSL.

Ompenenure OCHOBHBIC TCHICHINN Pa3BUTUS TOKyMEHTHPOBAHHS YIPABICHYECKOH IESATEIFHOCTH B COBPEMEHHBIX
YCIIOBUSX.

[TosicHuTe, KaKUM 00Pa30M OCYIIECTBISCTCS PETYINPOBAaHUE COCTAaBa JOKYMEHTOB NPENPUITHS U3y4aeMoii Bamu oTtpaciu.
[epeunciuTe n3BecTHEIE BaM HOpMaTHBHBIE aKTHI, B KOTOPHIX TaHbI ONIPEACICHHUS TEPMIHA «TOKyMEeHT». OOBACHATE, B €M
3aKITI0YAeTCs MPUHIUINAIBHAS Pa3HUIIA MY CYIIECTBYIOIIUMU TPAKTOBKAMHU JAHHOTO ITOHATHSI.

HasoBute BHyTpeHHUE HOPMATUBHBIE JOKYMEHTBI IPEANPUATHS, CO3/1aBaeMble AT yHOPSAAOUEHUS €r0 paboThI €
JOKYMEHTHPOBaHHON MH(pOPMaLHeH.

[Nepeunciante peKBU3UTHL, SBIAIOMNECS 00s3aTEIBHBIMU JUIS BCEX JOKYMEHTOB, BXOJSIINX B YHU(DHUIIMPOBAHHYIO CHCTEMY
OpraHU3allMOHHO-PACHOPAAUTETBHON TOKYMEHTAIHH.

Packpoiite 0COOEHHOCTH NPUIAHHS IOPUANYECKOI CHIIBI SJIEKTPOHHOMY JJOKyMEHTY.

CocraBbTe 00mHe OTaHKM M OJTAHKHA NECHMa JJIS BCEX CTPYKTYPHBIX NOApa3aeNIeHHui npeanpusatis Bameit otpaciu. Cocras
CTPYKTYPHBIX HOAPA3EICHUH OMPEIEIUTE CAMOCTOSITEIIBHO.

CocraBbTe 001IMe OIaHKU 1 OJIAaHKH ITMCbMa JUTS BCEX PYyKOBOJUIIMX JOJDKHOCTHBIX JIMLL, Npeanpusts Bameit otpaciu,
00I1aJatoIiX MpaBoM MoAmcH. HanMeHoBaHUS JOIDKHOCTEH PyKOBOIHUTENCH NCTIONB3YiTe o BameMy ycMoTpeHHIo.
O6ocHyiiTe, MoYeMy He00X0MMa CTaHAAPTH3AIHA (POPMATOB SIEKTPOHHBIX JOKYMCHTOB.

[IpuBeauTe MpUMeps! YIPaBICHYECKUX JOKYMEHTOB, B KOTOPBIX OCHOBHAS J]aTa MOXET HE COBMAJATh C (haKTUIECKUM BPEMEHEM UX
HOJTNHUCAHUSL.

YkaxuTe NPHHIUITHATIBHBIC Pa3IMIis COCTABICHNS IPOIIECCHBIX PETITAMEHTOB M CTPYKTYPHBIX PErJIaMEHTOB.

Packpoiite ocobeHHOCTH pabOTHI ¢ JOKyMEHTaMH, COAEPKAMUMH KOH(PUICHIMANBHYIO HH(OpMAaIHIo (TIepCOHAIbHBIC JaHHBIC,
KOMMEpPYECKYIO TalfHy).




CocrasbsTe Konekc koprnopaTuBHO# 3THKM npeanpusTtus Bamreit otpacnu. B mepsoit wactu Kogexca n3noxure HeHHOCTH, €U U
HPUHIUIBI IPEANPUATHS, B COOTBETCTBUU C KOTOPBIMHU JIOJKHBI BEICTPAUBATBCS €T0 OTHOLIEHUS C MapTHEPAMHU, KIIHEHTaMHU,
TOCYZapCTBOM M 00IIecTBOM; ChopMyIHpyiiTe MUCCHIO IpeANpusTHs. Bo BTopoit wactn Koxekca onummTe STHYECKHe HOPMBI H
MpaBUIIa TOBEACHNUS PAaOOTHUKOB MPEATIPUATHUSI.

PaspabortaiiTe mpoeKkThI ycTaBa U yupeAUTEIHLHOTO T0T0BOpa MpeAnpustys Bameii otpaciu, co3ganHoro B popme obiiectsa ¢
OIpaHUYEHHON OTBETCTBEHHOCTBIO, YUPEUTEIIMH KOTOPOTO BBICTYIIAIOT J1Ba (pu3nueckuX Jinna. OcTaubHbIC YCIOBHS ONPE/ICIUTE
Ha Bame ycMotpenue.

Pazpabortaiite npoekT 1oroBopa Mex Iy IpeanpHsaTHeM Bamieit oTpaciu 1 ero KIMeHTOM (TIPeANpUsITHEM HIH (HH3HIECKIM JIUIIOM).
YcnoBust 10roBopa yKaxkuTe B COOTBETCTBHHM C CYILECTBYIOLUIMMH B IPaskAaHCKOM 3aKOHOATENIbCTBE HOPMAaMU Ul IaHHOTO BHA
(pa3HOBHAHOCTH) JOTOBOPOB M B 3aBHCHMOCTH OT CIICIIH(HKA SSATEIEHOCTH PSP THL.

OGocHyliTe, B KaKHX yIPaBICHYECKUX CUTYAILUIX LIEIECO00pa3HO U3AaHIE COOTBETCTBYIOMIETO PACTIOPSIIUTENEHOTO JOKYMEHTA: a)
npuKas; 0) pacnopssKeHHe; B) yKa3aHue.

[NosicHuTe, Kak CBS3aHBI MOPSOK COCTABICHHUS  0()OPMIICHHS TIPHUKa3a ¢ KAUECTBOM pealli3aliii yIPaBICHYECKOTO PEIICHHS.
Omummre MopSaoK JOKyMEHTAIMOHHOTO 0(hOPMIIEHHS AeIeTHPOBAHHS TIOJTHOMOYHI PYKOBOJHUTEIEM OpraHM3alliy Ha U31aHNe
PacCIOpSAUTENBHBIX JOKyMEHTOB.

B OAO «Paccer» Obli1a mpon3BeieHa NpoBepka (GUHAHCOBO-XO3SMCTBEHHOM S TEIBHOCTH, B X01€ KOTOPOH BBISIBICHO YTO Ha
TPEIPHUATAN HE BEAETCS )KypHaJl ydeTa BBIIaYH JTOBEPSHHOCTEH M OTCYTCTBYET OTIETHOCTH 110 KOMaHANpoBKaM. CocTaBbTe
COOTBeTCTBYIOIHH nprka3. Hanmenosarne nomwkaoctei u ©.1.0. paboTHHKOB npeanpustus — Ha Barre ycmoTtperue.
CocTaBbTe MpHUKa3 10 OCHOBHOM AEATENBHOCTU O rpaduke paboThl B Ipa3AHUYHbIE THU (HaYaJIbHUK OXPaHBI JOJDKEH OlledaTaTh
HPOM3BOJICTBEHHBIE TOMEILCHUS M 00ECIIEUNTh OXpaHy; AUPEKTOP MO MEPCOHAIY AOJKEH 00ecHednTh ASKYPCTBO Ha TenedoHe
TJIAaBHOTO O(¥ica U ONEPaTHBHOTO PEIIeHHs BOIPOCOB; IMIABHBIN OyXranrtep JOMDKEH OIUIATHTh ISKYPCTBO B IBOMHOM pa3Mepe).
Haunmenosanue ©.1.0. paGoTHUKOB IpeAnpHaTHs — Ha Baime ycmoTpeHue.

CocTaBbTe MPOEKT MIPUKa3a 110 TUYHOMY COCTaBY CO CIEAYIOMIUMH JaHHBIMU!

a) 0 mpreMe Ha paboTy Ha TOJDKHOCTE cekperapsi-pedeperta [letpoBoit AHHEI [IBaHOBHET,

6) 06 yBoneHeHUHN CMupHOBa [TaBna CepreeBuda ¢ JOIDKHOCTH ITIABHOTO OyXranrepa B CBS3H C YXOAOM Ha NEHCHIO;

B) O MPEJOCTABICHUHU OUEPEIHOTO OTIIycKa SKoHOMUCTY CTpenbiioBoii Mapuu BacunbesHe.

OcTasbHble JaHHBIE YKAKUTE 110 CBOEMY YCMOTPEHUIO.

Ha o6mem Ganke mpeanpustyst Bammeii otpaciiv, co3aaHHOTro B GopMe OTKPHITOTO aKIIMOHEPHOTO OOIIECTBA, COCTABbTE MPOEKT
pemenns CoBeTa TUPEKTOPOB 00 yUaCTHH BBICTaBKE, MOCBAIIEHHOM MpobieMaM U MepCIeKTUBaM pa3BUTHSA OTpaciu. Temy
BBICTABKU, MECTO M MECTO €€ TPOBEACHUSI YKaXKHUTE CAMOCTOSTENbHO. B KOHCTaTUpyIOLIeH 4acTH COLIIUTECH HA TO, YTO y4acTHe B
JIaHHOW BBICTABKE MPEyCMOTPEHO KOOpANMHAIIMOHHBIM Tu1aHoM CoBeta aupekropoB oT XX.XX.20 . B nocraHoBnsromei 4actu, B
TOM YHCIIE!

- IOPYYUTE 3aMECTUTEIIO FeHePaTbHOTO AUPEKTOPa MOATOTOBUTE NMPEATI0KEHHS TI0 COCTaBY JIeNeTallui U PeIOoCTaBUTh Ha
paccmotpenne CoBeTy JUPEKTOPOB B ONPEJEIEHHBIH CPOK;

- IOPYYIHTE OT/AEITY MapKETHHTA BO TJIaBE C €r0 HAYAIFHUKOM YTOYHUTH CIIMCOK IUITAHUPYEMBIX K IEMOHCTpPAINH Ha BEICTABKE
JOCTHKEHHH, 000pyI0BaTh CHEHaIbHbIE CTCH B! I IEMOHCTPALUH JOCTIDKCHUH U MOJTOTOBUTE IPE3EHTAIINIO U JOKIA] B
oIpe/ieNIeHHbIEe CPOKU (TEMY MPE3eHTalUU U TOKIaa YKaKUTE CAMOCTOSITENIBHO).

CocraBbTe COOTBETCTBYIOIINI PaCHIOPSANTEIBHBIN TOKYMEHT, ONUpasiCh Ha TPEIIOKESHHYIO CHTYAIHIO:

1). Aupexrop OAO «Cynep-Typ» uznai... 06 opraHu3auy ceMeHHBIX TypoB 1o Poccun u 3a pybexom B cpok 1o 21.06.2007.
IToaroToBuTh HEOOXOUMBIE JOKYMEHTHI IOpYUeHO cTapiemy MeHekepy U.O. Bacunbesy.

2). Coget nupekropoB OAO «IIpa3aHuk» u3nai... 00 oobeauHeHnn opranusanuii «Ceroaas» u «Kaxmplit 1eHb» B CPOK 10
03.09.2007. KOHTPOJIB 32 MCIIOTHEHHEM ... OBLT BO3JIOXKEH Ha reHepaibHoro aupekropa 3A0 «Ceroxasa» P.A. Kacarkuna.
Odopmure npoTokoa coOpaHusi paOOTHIKOB KOMMEPYECKOH OpraHn3aliy ¢ TIOBECTKON JTHS:

1) O HanpaBneHUAX Pa3BUTH KOMMEPYECKOH AeATeNbHOCTH NPEANPUATUS.

2) O BBeICHNH HOBBIX PETIIAMEHTOB IT0 AKCIEPTH3E KaueCcTBa TOBAPOB.

OcranbHble faHHbIe — Ha Baire ycmoTpenue.

HazoBute ocHOBHBIE (DYHKIIMH, KOTOPBIE BBIMOIHSIET B TEKCTE AEI0BOTO MHChMa oOpallleHHe K aapecary.

HazoBute ocHOBHBIC pa3yinyus B 0GOPMIICHHHN JETOBBIX MHCEM B OTEUECTBEHHON M 3apyOeKHOM (B T.4. MEXIyHAPOIHON)
TIPaKTHKE.

Ykaxurte 0cOOEHHOCTH JIEKTPOHHBIX MHCEM Kak ()OPMBI JeTI0OBOI MEPEeTIHCKU.

Onpeznenute pazHOBUAHOCTH JIETIOBOTO ITHChMA I10 SI3BIKOBBIM (hOpMyIIam:

1) TTpocum cooOnmTh ATy Mpue3aa Aenerayu ot Bameit Gpupmer

2) M=I yBepeHsl, uTo Bac 3amHTEepecyeT BEICOKOE Ka4eCTBO HAIICH MPOIYKIHH. . .

3) B cBsi3u ¢ npuOnImKeHneM CpoKOB MOCTAaBKH, HarloMuHaeM Bawm, 4To...

4) Ham Oyner npusitHo BueTh Bac Ha robuiee Hamieil (pUpMbl, KOTOPBI COCTOUTCS. . .

5) K coxanenuro, MbI He MOXeM NPUHATH Barre nmpemoxenue. ..

6) IIpencraBnsAio Ha yTBep)KACHHE IPOCKT IUIAHA. ..

Bbl KOMMepUecKiii TMPEKTOP ONTOBOM TOProBoi GpupMsl «Kpacora  rapMOHUS» 110 IPOJaxe KOCMETHYECKOH 1 napdromMepHoi
npoayky. Bam He0OX0aMMO IpoBECTH perTaMHyt0 KoMmmauuio. OpopMuTe peKIaMHOE MTUCEMO IS AETOBBIX ITAPTHEPOB.

Bel sBNIsIeTECH BEYIINM CIICIIHATMCTOM KHIDKHOHN sipMapku. COCTaBbTe TEKCT MMChMA-TIPUTIIAICHIS TOTCHIIMANBHBIM YIaCTHUKAM
ApMapKu. Y4acTue B 3TOil sspMapke MO3BOJIUT IIUPOKO MPEACTABUTH KHIDKHYIO IPOAYKIIUIO TaPTHEPOB, IPOJATh SKCIIOHATHI CO
CTEHJIOB, H3y4YUTh OCOOCHHOCTH PbIHKA M 3aKTIOYNTh BBITOJIHBIE CIIEIIKH.

CocraBbTe TEKCT MMCHMA, HOATBEPKIAIOIIETO cortacue hupMbI « COITHBIIIKOY» C MPeUToKeHHBIM (hrpMoii «Obmauxo» rpadukom
MOCTaBKH TOBapOB B TEUCHHUE CPOKa ACHCTBHS AOTOBOPA IIOCTaBKH. B MuchMe Taroke yka3bIBaeTCs Ha HaIpaBlIeHue GpUpMoit
«CONHBIIIKO» A7 HOAMUCAHUS YK3EMILISIPOB JOrOBOPa, Y’KE MONUCAHHBIX C €€ CTOPOHBI.

Cocrasbte 3agBneHne Menepkepa benkunoi C. C. o mpegocTaBieHnu eil ouepeHoro oTiycka 3a 20 roj.

Ha obmewm 6ranxe Barrero nmpeAnpusaTHs COCTaBBTE HHCTPYKIUIO MO ACIOIIPOU3BOCTBY, PYKOBOJICTBYSICH PEKOMEHIAIIAAMH,
MPeAyCMOTPEHHBIMH POCCUHCKON HOPMAaTUBHO-METOJMUECKOI 6a30i.




Pazpabortaiite nonoxeHue o cayx0e TOKyMEeHTAI[HOHHOTO obecnedenus ynpasnenus (JJOY) npeanpustust Bameit orpaci.
HasBanwue u coctaB ciyx0b1 JJOY onpenenuTte caMOCTOSATENBEHO B 3aBHCUMOCTH OT cTaTyca U Macmrada Bamero npeamnpustust.
PaspaboraiiTe TOKyMEHTAITHOHHOE 00ECIIeUeHIE PeXKIMa KOMMEPUECKOH TaifHbI Ha MpeanprsTii Bameit orpaciu. C 3ToH 1eIbio
COCTaBbTE:

- IepevyeHb HH(popMaln, COCTABIIONIE KOMMEPUECKYIO TaifiHy Barero npeanpusitus;

- CIIUCOK JIOKyMEHTOB IPEANIPUATHSL, COAECPIKAILUX KOMMEPUECKYIO TailHy;

- HHCTPYKIHUIO 10 paboTe ¢ TOKYMEHTaMH, COJIEP/KAIlIMHA KOMMEPUECKYIO TalHy.

Ormpenenute NpeNMyIIECTBa PETUCTPAINK JOKyMEHTOB Ha OCHOBE ITPIMEHEHHUS aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHIA B
JIeJIOTIPOU3BO/ICTBE.

OIIK-5: CriocobeH HCIob30BaTh MPH PEIICHUH MPOo(eCCHOHATLHBIX 33]1a4 COBPEMEHHbBIC MHPOPMAIIHOHHBIE TEXHOJIOTHU 1
MPOTpaMMHEIE CPEACTBA, BKIIOYAs YIPaBIeHHE KPYITHBIMUA MacCUBAMH JaHHBIX U X HHTEIUICKTYaJIbHBIN aHAN3.

OIIK-5.2: [IpuMmeHsieT COBpeMEHHbIE MHCTPYMEHTBI MEHEPKMEHTa ¥ HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH [Tt
Pa3pabOTKH MEPOIPHATHH 110 MTOBBIICHHIO 3 heKTHBHOCTH

OIIK-2: CriocobeH ocymmecTBIsITh cO0p, 00padOTKY U aHAIN3 JaHHBIX, HEOOXOIUMBIX ISl PEIISHUS TOCTABICHHBIX
YIpaBICHYECKUX 33/1a4, C UCIIOIb30BAHUEM COBPEMEHHOT'O HHCTPYMEHTAPUS U HHTEIUICKTYaIbHBIX HH()OPMAIOHHO-
AQHAJTUTUYECKUX CHCTEM;

OIIK-2.2: OnpenenseT MeToabl cOopa HH(pOpMAaIHH, CITocOObl U BHJ €€ TIPEICTABICHNUS, IPUMEHSISI COBPEMEHHOE MPOTPaMMHOE
obecricueHne

ITepeuncnuTe JOKyMEHTSHI, BKIIFOYaeMbIe B apXUBHBINH (QOHI OpraHn3anuH.

YkaxuTe OCHOBHBIE (hYHKIIMH, KOTOPBIE BEIMOIHACT HOMEHKIATypa Je]l OpraHn3aIvu.

Ykaxwure, Kakue IeHCTBHS HEOOXOJUMO IPeIIPUHIMATD U Kakue (PaKTOPhI CIIEAyeT YUUTHIBATh Il 00eCHEeUeHUS JITUTEIEHOTO
XPAaHEHUs 3IEKTPOHHBIX JOKYMEHTOB.

Bergenure rpynms! paOOTHUKOB OPTaHU3AIMH B COOTBETCTBHU C (DYHKIIMSAMH, BBITOTHIEMBIMHA MU B CHCTEME aBTOMATH3AIIIH
JETONPOU3BOICTBA U JOKYMEHTO000pOTa.

5.3. OueHovHbIe cpeacrsa ajs l'[pOMe)KyTO‘IHOﬁ aTrrecranmumn

OI1K-5: CriocoOeH HCIoIp30BaTh MIPH PEIICHUN MPO(GECCHOHANBHBIX 33/1a4 COBPEMEHHBIEC HH(POPMALMOHHBIE TEXHOJIOTUH U
HPOrpaMMHBIE CPEJICTBA, BKIIOYAs YIPAaBICHNE KPYITHBIMH MACCHBAMHU JIAHHBIX M UX UHTEJUICKTYa bHBIH aHAIH3.

OIIK-5.2: [IpuMeHsieT cOBpEeMEHHbBIE HHCTPYMEHTBI MEHEIDKMEHTa U HH(OPMaMOHHO-KOMMYHHUKAL[IOHHBIE TEXHOJIOTUH IS
pa3pabOTKH MEPOTIPHATHI MO MOBHIMICHHUIO d3PPEKTUBHOCTH

OI1K-2: CriocoGeH ocymecTBIsATs cOop, 00pabOTKy U aHAIHM3 JaHHBIX, HEOOXOIUMBIX AT PEIICHHUS TOCTaBIEHHBIX
YHPABICHYECKUX 337134, C UCIIO0JIb30BaHUEM COBPEMEHHOTO HHCTPYMEHTApHsl U MHTEIUICKTYaIbHBIX HH()OPMALIOHHO-
AHATUTHYCCKUX CHCTEM;

OI1K-2.2: OnpenenseTr MeTos! cOopa HH(GOPMAIHH, CIOCOOBI U BUA €€ MPeICTAaBICHNUS, IPIMEHSI COBPEMEHHOE IIPOTPaMMHOE
obecrieueHne

VcTopust 0TE4eCTBEHHOTO ICIONPOU3BOICTBA

Croco05! yHU(UKALUH TEKCTOB TOKyMEHTOB

CpencTsa KOMMPOBAHUS M OIIEPATUBHOTO Pa3MHOKEHHsI JOKYMEHTOB, padoTa ¢ HUIMU
Kraccudukarmst 1okyMeHTOB

HowmenxmaTypa e, cogepikanne, UCIIOIb30BAHUE

Mupexcanys 1OKyMEHTOB

Perucrpanys 10KyMEHTOB M IOCTPOEHHUE CIIPAaBOYHOTIO anmapara
OTars! ABIKEHUS 1 TTOPSIOK 00pabOTKI JOKyMEHTOB

Crenunduka g3bIKa CIyXKeOHBIX JOKYMEHTOB

OTMeTKH Ha I0KYMEHTaX, NOPSIOK UX BeJCHUs, TpeOOBaHUS K HUM
JloKyMeHTanus 1o TMIHOMY COCTaBy

Topsimok nepenayn A7 B ApXHUB YIPEKICHHS

Odopmnenue en ¢ JOKyMEHTaMH

CornacoBaHue, NOAINNCAHUE U YTBEPXKIECHUE JOKYMEHTOB
3armoHsIeMble PEKBU3UTHI OJIaHKa

Bun, nara, aBTOp, MECTO COCTAaBJICHUS, KOJIBI JOKYMEHTOB

OO6ure IpaBuiia pa3MENICHUS PEKBU3UTOB Ha OJIAaHKE OpraHU3aluu
DopMyIsip OCHOBHBIX PEKBH3HTOB JOKYMEHTOB

OCHOBHBIE TIOHATHS U ONIPEAEICHHS ACIONPOU3BOICTBA

®DopMbl OpraHu3anuu paboTel ¢ TOKyMEHTaMHU

OcCHOBHBIC 3371a4H U PYHKIIUH CIY>KOBI TOKyMEHTAI[HOHHOTO obecrnieueHus ynpasieHus (JJOY)
HudopmannoHHO-cIpaBoYHAs padoTa ¢ JOKYMEHTaMH

Cpenctsa cocTaBiaeHUs 1 00pabOTKH JOKyMEHTOB

Odopmitenne mpuema Ha paboTy

IMpaBuna odopMIIeHHS pacHOPAAUTEIBHEIX JOKyMEHTOB
TpeOGoBaHwsI, IpeABSIBIsEMbIE K JOKIATHON 3aITUCKEe
KomnbroTepHblie TEXHOIOTUH MOATOTOBKH JJOKYMEHTOB

Kparkas xapaxrepuctuka [OCT P 6.30 - 2003 ¢

Opranmzanys paboThl cekpeTapsi-peepeHTta

OcHoBHBIE (QYHKIIUU JOKYMEHTa

Buasl npukazon




TpeGoBaHHA K MOATOTOBKE HHUIIMATUBHBIX JEJIOBBIX TTHCEM

IMopsimox 00pabOTKU OTIIPABISEMBIX JOKYMEHTOB

O6m1re TpeOOBaHMS K CTPYKTYPE, CTHIIIO H3JIOKEHUS U O(OPMIICHHIO JICITOBBIX ITHCEM

Cragnu co3gaHus JOKyMEHTOB

IIpaBuia oopmiieHHs CIIPaBOYHO-WH(POPMAIIOHHBIX JOKYMEHTOB

Hanucats 3asB1eHUE 0 IPeJOCTaBIEHUN YUeOHOr0 OTIIyCKa

[IpaBuia oopmineHus TenehoHOrpaMM

Hanucats npukas o noowmpeHuu

CocCTaBUTB JICIOBOE ITHCHMO C 0()OPMIICHHEM BCEX PEKBU3UTOB

Harmcats 3asBiieHne 0 mpueMe Ha padoTy

CocTaBUTb IPHKA3 II0 BOIPOCAM OCHOBHOW JESATENBHOCTU

IIpaBuna odopmiieHHs OQHULINATBEHON JOBEPEHHOCTH

CocCTaBUTb TEKCT IPOTOKOJIA IPOBEIECHHSI COBEIIAHUS

[IpaBuina oopMiTeHHUS OpraHN3alNOHHBIX TOKYMEHTOB: YCTaB, ITOJI0KEHHEe, HHCTPYKINS

CocTaBuTh NprKa3 00 YBOIBHEHHH 3a MPOryi 6e3 yBaKHUTEIbHBIX IPUYNH

CocTaBUTb TEKCT aKTa O Iepesayde Aenl

Harmmmure miceMo-ipocs0y

CocraBbTe TNpHKa3 00 YBOJIBHEHHH B CBSA3U C COKPAIICHHEM IITaTa paOOTHUKOB

CoctaBbTe IpHKa3 O MpUeMe Ha paboTy ¢ HETOIHBIM PabOUUM JTHEM

Ilepeunciute OCHOBHBIE 3JIEMEHTHI TPYIOBOTO JOIOBOPA (KOHTPAKTA) CO CIIELMAIMCTOM

OIIK-5: CriocobeH HCIob30BaTh MPH PelIeHUH MPo(ecCHOHATFHBIX 33/1a4 COBPEMEHHbIE HHPOPMAIIHOHHEBIE TEXHOJIOTHU 1
IpOrpaMMHBIE CPEJICTBA, BKIIIOYAs YIIPABICHUE KPYIMTHBIMU MACCUBAMH JAHHBIX U UX HHTEIUICKTYaIbHBIN aHAIU3.

OI1K-5.2: [IpumeHsieT cCOBpeMEHHbIC HHCTPYMEHTHI MEHEKMEHTA U HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIC TEXHOJIOTUH IS
Pa3pabOTKI MEPOIPHATHH 10 MTOBHIICHUIO 3 heKTHBHOCTH

OIIK-2: CriocobeH ocymmecTBIsTh cO0p, 00padOTKY U aHAIN3 JaHHBIX, HEOOXOIUMBIX ISl PEIISHHS TOCTABICHHBIX
YIIPaBIEHYECKUX 33/1a4, C UCIIOJIb30BAHMEM COBPEMEHHOT0 MHCTPYMEHTAPHUs M MHTEIUIEKTYalbHBIX MH(OPMALIMOHHO-
AQHAJIUTUYECKUX CUCTEM;

OIIK-2.2: OnpenensieT MeToabl cOopa MHPOpMAIHH, CITOCOOBI U BHJ €€ TIPEICTABICHNUS, IPUMEHSISI COBPEMEHHOE MPOTPaMMHOE
obecrieueHne

CocraBeTe TpuKa3 00 YBOJIBHEHHH 32 TOSBICHUE Ha pabodeM MecTe B HETPE3BOM COCTOSHHU. (TIpHIaraeTcs)
CocCTaBUTb TEKCT JOKIAIHOM 3aMIUCKH

CocTaBUTB JINUHYIO JOBEPEHHOCTh

CocTaBUTb TEKCT CIPABKH, 3asIBICHUS

Hammcats nprkas o mpeocTaBICHHN OTITyCKa

CocraBbTe [€710BOE MUCHMO C O(OPMICHUEM BCEX PEKBU3UTOB

6. YHEBHO-METOJUYECKOE 1 TH®OPMAIIMOHHOE OBECIHEYEHHUE JUCIUITIJIMHBI (MOY JISA)

6.1. Pexomenayemas qutTeparypa

6.1.1. OcHoBHas 1uTEpaTYypa

ABTOpBI, COCTaBUTETTU 3arnaBue W3narensctBO, TOA, 371. aapec

JI1.1 | Ky3ueuos, . H. Jlenonpou3BoCcTBO: yaeOHOE Toco0me Mocksa : lamkos u K°, 2020
https://biblioclub.ru/index.php?
page=book&id=572967

6.1.2. JlonosiHUTEIbHAS JIUTEPATYpPA

ABTOPBI, COCTABUTETH 3ariiaBue H3natenbcTBO, TOI, 31, aapec
JI2.1 |Ko3una E. C. Jenonpou3BoacTBO: YueOHO-MeTOANYECKOE TocoOue M.: upexr-Meauna
HTTP://BIBLIOCLUB.RU/,
2013
URL:

http://biblioclub.ru/index.php?
page=book&id=141469

JI2.2 | Poroxun M. O. J1eonpoun3BoICTBO : Kypc JEeKIuit: yaeOHOE TToco0He M., bepnun: JQupekr-
Menua//biblioclub.ru, 2014
http://biblioclub.ru/index.php?
page=book&id=253702

6.2. Ilepeuenn pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTu "UHTepHeT"

6.2.1 IlepeyeHs NporpaMMHOro odecrneyeHust

6.3.1.1 | Linux, Thinstation, Apache, OpenOffice, 7zip, Mozilla Firefox

6.2.2 IlepevyeHb cOBpeMEeHHBIX NMPOdeccHoHATBHBIX 023 TaHHBIX U HHQOPMAIHOHHBIX CIIPABOYHBIX CHCTEM




6.3.2.1 |TocymapcTBeHHAs CHCTEMa PaBOBON HMHGOPMALUH - OQUITNATBHBIN HHTEPHET-IIOPTaJl IPaBOBOI HH(POPMALIUH -
http://pravo.gov.ru/

6.3.2.2 | CnpaBounas npaBoBas cucteMa «Koncynsrant [Tmocy — http://www.consultant.ru/

6.3.2.3 | ba3a nanHbIX «bubmmnoreka ynpasnerus» — https://www.cfin.ru/rubricator.shtml

6.3.2.4 | DnekrpoHHast OMOIHOTEYHAsI CHCTeMa « Y HUBEPCUTETCKast OnOinoTeka oHnainy - https://biblioclub.ru/

6.3.2.5 | Cuctema mucranmuonnoro odydennss AHO BO MITA BITA «Moodle» - http://sdo.tiei.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHWE JUCIHUIIJIMHBI (MOAY JIS)

7.1 | CiennanbHble HOMEIIEHHUSI IPEACTABISIIOT 000 ydeOHbIE ayIUTOPUH JUIsl TPOBECHHS 3aHATUH JICKIIMOHHOTO THUIIa,
3aHATHH CEMHUHAPCKOTO THIIA, KYPCOBOTO MPOEKTUPOBAHUS (BBIITOJIHEHUS KYPCOBBIX Pa0OT), IPYIIOBBIX U
MH/MBHIYaIbHbIX KOHCYJIBTAINH, TEKYILET0 KOHTPOJIS M IIPOMEKYTOYHOMN aTTECTALIMH, & TAKKE TIOMEICHUS JUTs
CaMOCTOSATEIBHON pabOTHI M IIOMEIIEHHS TSI XPAaHEHHUS U IPOPHIAKTHIECKOTO 00CTyKHBaHHs yIeOHOTO 000pyIOBAHUSL.
CrenMaJibHbIC TOMEIICHUST YKOMIUICKTOBAHbI CIIELMATM3UPOBAHHON MEOEIIbIO U TEXHUUECKUMH CPEACTBAMH 00y4YeHHS,
CITy)KalllUMH JUTSl TIpe/ICTaBIeHHs yaeOHO! nHdopMaln 6onbiIoi ayrutopun. it NpoBeAeHNs 3aHATHI JIEKINOHHOTO
THIIA TIPEJIararoTcsi HabOphI AEMOHCTPAIIMOHHOTO 000PYI0OBaHHUS 1 yIeOHO-HAIIISIHEIX TOCOOHH, oOecTieunBaroIme
TEeMaTHYECKHE WLTIOCTPALUH, COOTBETCTBYIOLINE MPUMEPHBIM IIPOrpaMMaM JUCUHUILIMH (MOJyliel ), pabounM y4eOHbIM
IporpaMMam JIMCLMIUTHH (Motyineit). [ToMmenieHus Juist caMOCTOSTEIbHOI paboThl 00YyHaIOIMXCsl OCHAICHBI
KOMITBIOTEPHON TEXHUKOW ¢ BO3MOXKHOCTBIO MOAKIIOUeHUsI K ceTH «MHTepHe™ 1 obecriedeHreM A0CTyIa B JJIEKTPOHHYIO
HH()OPMAIIMOHHO - 00pa30BaTENBHYIO CPey.

8. METOAMYECKUE YKA3ZAHUSA JJISA OBYYAIOIIUXCS IO OCBOEHUIO U KPUTEPUAM OLIEHUBAHUSA
OCBOEHUWA JNCIIMIIJIMHBI (MOY JIST)

OO0y4aromMest He0OXOMMO MTOMHHUTb, YTO KaUeCTBO MOJyYeHHOI'0 00pa3oBaHusl B HEMAaJIOH CTEIIEHU 3aBUCUT OT aKTUBHOM pOJIH
camoro oOyuatorerocs B yaeOHoM npouecce. OOydaromuiics: JOJDKeH ObITh HallelIeH Ha MaKCUMaJIbHOE YCBOCHHE 110/1aBaEMOT'0
JIEKTOpOM MaTepHala, TIociie JIEKINH U BO BpeMsI CIIEI[HATbHO OPraHU3YeMBIX HHINBUAYIFHBIX BCTPEY OH MOXKET 33a1aTh JIEKTOPY
UHTEPECYIOIHE €r0 BOMPOCH.

JIeKUMOHHBIEC 3aHATHS COCTABISIIOT OCHOBY TEOPETHYECKOT0 OOYUCHUSI ¥ JOJDKHBI 1aBaTh CUCTEMATU3MPOBAHHBIE OCHOBBI 3HAHHI
0 TUCHIUIUTHHE, PACKPHIBATH COCTOSIHIE M MIEPCIICKTHBEI Pa3BHUTHS COOTBETCTBYIONICH 00TaCTH HAyKH, KOHIICHTPHPOBATh BHUMaHNE
-00yJaromuxcst Ha Hanbojee CI0XKHBIX U Y3JOBBIX BOIIPOCAX, CTUMYIMPOBATh X AKTUBHYIO II03HABATENIBHYIO AEATEIBHOCTD U
Croco0CTBOBATH (POPMHUPOBAHHUIO TBOPUECKOTO MBIIIICHHUS.

['maBHas 3a/1a4a JIEKIMOHHOTO Kypca - COPMHUPOBAT Y 00YHAIOIIMXCsl CHCTEMHOE TIPE/ICTaBICHHE 00 M3y4aeMOM IpeMeTe,
obecreunTs ycBOSHHE OYIyINMHU CIICIIHAIACTaMH OCHOBOIIOIATAIOIIETO yIeOHOT0 MaTeprasa, IPHHIUIIOB B 3aKOHOMEPHOCTEH
Pa3BUTHUS COOTBETCTBYIOIICH HAyIHO-IPAKTUIECKOIT 00J1aCTH, a Taloke METOI0B IPHMEHEHUS OTydeHHBIX 3HAHUH, YMEHUH U
HAaBBIKOB.

OcHoBHbIe (yHKIWY Jneknui: 1. [To3HaBaTensHO-00y4aromas; 2. Pa3suBatoniast; 3. OpreHTHpYOIIe-HapaBIstomas; 4.
AxruBm3upytomasi; 5. Bocrmrarensras; 6. Opranusyromas; 7. HHOpManHOHHAS.

BrinonHeHne NIpakTUYIECKUX 3aJaHUH CIY>KUT BaXKHBIM CBS3YIOIIUM 3B€HOM MEXKAy TEOPETUIECKUM OCBOCHHEM JaHHOM
JVCLUIUIMHBI U IPIMEHEHNEM €€ MOJIOKEHUH Ha IpakTuke. OHY CIIOCOOCTBYIOT Pa3BUTHIO CAMOCTOSTEIBHOCTH O0YHAIOIIMXCS,
OoJree aKTHBHOMY OCBOCHHIO YI€OHOTO MaTepraia, SIBISIOTCS BaXKHOH MTPEAIOCHUIKON (GOpMHUPOBAaHHS POECCHOHANBHBIX KaUeCTB
OyIyIIMX CHEHaINCTOB.

ITpoBeneHne MpakTHUECKUX 3aHATUI HE CBOJAUTCS TONIBKO K OPraHMYECKOMY JOMOIHEHUIO JIEKIIMOHHBIX KYPCOB M CAMOCTOSTEIbHON
paboThI o0ydaronuxcs. FIX BMecTe ¢ TeM ClieyeT pacCMaTPHBATh Kak Ba)KHOE CPEICTBO MPOBEPKU YCBOCHHS O0YIAIOMINMIECS TeX
WITH MHBIX TIOJIOKECHUH, 1aBaeMBIX Ha JICKIUH, a TAOKE PEKOMEHIYEMOH [UIs H3Y4EeHHUS TUTEPATyphl; Kak opMa TEKyIero KOHTPOII
3a OTHOLIEHUEM O0yJaromuxcs K yueoe, 3a ypoBHEM UX 3HAHUIL, a ClIeI0BaTENbHO, U KaK OJUH U3 BaXKHBIX KAHAJIOB IS
CBOEBPEMEHHOTO TTOJTATUBAHHS OTCTAIOMINX 00yJarOIIUXCSL.

[Ipu moaroTOBKE BaXKHEI HE TOJNBKO CEPhEe3HAsl TEOPETHIECKAs ITOITOTOBKA, HO M YMEHHE OPHEHTHPOBATHCS B Pa3HOOOPa3HBIX
MPAKTUIECKUX CUTYAIHsX, €)KETHEBHO BOSHUKAIOIINX B €T0 AEATENFHOCTH. DTOMY CITOCOOCTBYeT popMa 0OydeHHUs B BULIE
MpaKTHYECKHUX 3aHATU. 3a1a4n NPaKTUUECKUX 3aHATHIHA: 3aKpeIsICHNe U YIIIyOJIeHUe 3HaHU, TI0Ty4eHHbIX Ha JIEKIHUIX U
MIPUOOPETEHHBIX B MPOIECCE CAMOCTOSITEBHOM PaOOTHI ¢ yIeOHO TUTepaTypol, GopMUpoBaHHEe Y 00YJarOIIUXCS YMEHUH U
HaBBIKOB Pa0OTHI ¢ HICXOIHBIMH JaHHBIMH, HAYIHOH JINTEPATypOH M CIEIHATBHBIMH JOKyMeHTaMu. [IpakriaeckoMy 3aHATHIO
JIOJIKHO IIPE/IIECTBOBATh O3HAKOMIIEHHUE C JIEKI[MEN Ha COOTBETCTBYIOIIYIO TEMY U JINTEPATYPOH, yKa3aHHOM B IUIaHE ATUX 3aHATHM.
ITpu ipoBeieHNH Y4EOHBIX 3aHATUH 00ECIICUNBAIOTCS Pa3BUTHE Y O0YUAIOIIMXCsl HABBIKOB KOMAH/IHOM paOOThI, MEKIIMYHOCTHOM
KOMMYHUKAIUH, TPUHATHS PEIICHUH, JINIEPCKIX Ka4eCTB (BKITI0Yas ITPH HEOOXOANMOCTH NIPOBEACHIE MHTEPAKTUBHBIX JICKIHH,
TPYIIOBBIX AUCKYCCHH, POJIEBBIX UTP, TPEHUHIOB, AHAIN3 CUTYAIIMi 1 IMUTAIIOHHBIX MOJIeTIeH, IperofaBaHie AUCIUILTIH
(Monyseit) B popMe KypcoB, COCTaBICHHBIX Ha OCHOBE PE3YJbTaTOB HAYYHBIX MCCIIEA0BAHU, TPOBOANMBIX OpPraHU3alMeH, B TOM
YHCIIe C yIeTOM PEerHOHABHBIX 0COOEHHOCTEH PO EeCCHOHANEHON eI TSNIFHOCTH BRITYCKHUKOB M TIOTpeOHOCTEN paboTomaTerneii).
CamocrosTenbHas pab0Ta MOXKET OBITh YCIEITHON TIPH ONpEIeNICHHBIX YCIIOBHX, KOTOPBIE HEOOXOANMO OpraHu3oBath. Ee
MpaBUIIbHAs OpPraHU3alus, BKIIOUAIONas TEXHOJIOTHU 0TO0pa LeNe, conep kaHus, KOHCTPYUPOBAHUS 3aJJaHUH U OpraHU3aIuIo
KOHTPOJIS, CHCTEMaTHYHOCTh CAMOCTOSATENBHBIX y4eOHBIX 3aHATHH, [1eJ1eco00pa3Hoe MIIaHUPOBaHUE Pab0Yero BpeMEHH I103BOJISIET
TIPUBUTH CTYACHTAM YMEHUS 1 HAaBBIKW B OBJIAJICHUH, H3YUCHUH, YCBOCHUH M CHCTEMaTH3aNH IIPHOOpETaeMBbIX 3HAHUH B ITporiecce
00yueHHUs, IPUBUTH HABBIKA MOBBIICHHS IPOPECCHOHANIBHOTO YPOBHS B T€UEHHE BCEll TPYIOBOH AESTENbHOCTH.

JList KOHTPOIIS 3HAHUH CTYAEHTOB MO JaHHON TUCLUIIIMHE HEOOXOAUMO MPOBOAUTH ONEPATHBHBIN, PyOeKHBII U UTOTOBBIH
KOHTPOJIb.

OrepaTHBHEBIN KOHTPOJIb OCYIIECTBISIETCS ITyTeM IIPOBEICHHUS ONPOCOB CTYAEHTOB HA CEMUHAPCKHUX 3aHATUSX, IPOBEPKU
BBITIOJIHEHNUS TIPAKTUUECKUX 3aJlaHUi, a Taloke yueTa BOBICYEHHOCTH (aKTHBHOCTH) CTYJEHTOB IIPH 00CYKA€HUN MUHH-I0KIATI0B,




OPTaHU3aIMU POJICBBIX UIP U T.IL.
KoHTpoub 3a caMocTosATeIbHON paboTOM CTYJCHTOB IO KYpCy OCYLISCTBISICTCS B IBYX (hOpMax: TEKyLIMi KOHTPOJIb H UTOTOBBIH.
PyOeHBIH KOHTPOJIb (aTTecTalys1) moJapa3yMeBaeT NPOBEICHNE TECTHPOBAHI MO IIPOHICHHBIM paszielaM Kypca. B TectiupoBanue
MOTYT OBITH BKIIOUCHBI TEMBI, IIPEIOKECHHBIE CTYICHTaM JJIsI CAMOCTOSTEIBHOM IOITOTOBKH, a TAKOKE MPAKTUUECKUE 3aaHHS.

YpoBeHb c(hOpMUPOBAHHOCTH PO(PECCHOHANBHBIX KOMIICTCHIIMH KaykKI0T0 00Y4aIOIIeTocst OLEHHBACTCS 110 CIEAYOIIeH mKaie (0T
1 mo 5):

1 — He crpaBAeTCs C BBINOTHEHUEM TUIIOBBIX PO(YECCHOHANBHBIX 3a/1a4, HE NIPOSBIAET HU OJHH U3 HaBbIKOB, BXOAAIINX B
KOMIIETEHIIHIO;

2 — HE CTIPAaBIISETCS C BBITOJHEHUEM THUIIOBBIX IPO(QECCHOHANBHBIX 33/1a4, TPOSIBIISCT OTACIbHBIC HAaBBIKM, BXOIIIE B
KOMIIETEHIIHIO;

3 — BBITNOJIHSET TUIOBBIE IPOGheCCHOHATbHBIE 3aJaul PH KOHCYIbTAlIMOHHOM MO IepiKKe: HOPOTOBBIH (KPUTUIECKUIT) YPOBEHb
TOTOBHOCTH;

4 — caMOCTOSATETHHO BBITIONIHAET THUIIOBBIE PO eCcCHOHATBHBIE 3a1a4ul. [ peleHns HeCTaHIapTHBIX 3a/1ad TpedyeTcs
KOHCYJIbTallMOHHAS TIOMOIIb: TOPOTOBBIH (IOIIYCTUMBII) YPOBEHb TOTOBHOCTH;

5 — Bce npodeccuoHanbHbIE (TUIIOBBIEC M HECTAHAAPTHBIE) TPOGECCHOHATIBHBIEC 33/1a4H BBINOIHACT CAMOCTOSTEIBHO: TOBBIIICHHbBIN
YPOBEHb TOTOBHOCTH.

BanpHO-peHTHHTOBas OIIEHKA 110 IIPOMEKYTOUHOH aTTecTaluy POBOIUMOH B (hopMme dKk3aMeHa U (uin) quddepeHIInpoBaHHOTO
3auyeTa BBICTABIISIETCS B COOTBETCTBUH CO CJIEAYIOLIEH HIKaIOM:

50—71 — «yOBIETBOPUTEIBLHOY;

71-92 — «xopoo»;

92-100 — «OTIHIHOY.

Jlanee npUBOISTCS KPUTEPHH OLIEHKH Pe3yNbTaToB 0TBETOB. Hampuwmep:

Ornenka "OTJIMUHO" cTaButcs o0ydaromeMycsi, HOKa3aBIIeMy HOBBIIICHHBIH YPOBEHb TOTOBHOCTH.

Orenka "XOPOILO" cTaButcst 00ydaromeMycsi, HOKa3aBIIeMy HOPOTOBBIH (IOITyCTUMBIH) YPOBEHb TOTOBHOCTH.

Ouenka "YAOBJIETBOPUTEJIBHO" craButcs oby4aromemycs, IOKa3aBIeMy NOPOroBbiil (KpUTHYECKH) ypOBEHb TOTOBHOCTH.
banbHO-peHTHHIOBas OLIEHKA MO IIPOMEXKYTOUHOM aTTeCTally IPOBOANMOM B (hopMe 3aUeTa BBICTABISIETCS B COOTBETCTBHH CO
CJIEeIyIOIEeH IKAIO¥:

51-100 — «3auTeHOM.

Jlanee npuBOISTCS KpUTEPHH OLEHKH Pe3yNbTaToB 0TBETOB. Hampuwmep:

OreHka "3a4TeHO" CTaBUTCS 00YJaronIeMyCsl, MUHIMAIIEHO ITOKA3aBIIEMY ITOPOTOBBIN (KPHTHUCSCKHII) YPOBEHh TOTOBHOCTH.




