[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

®WO: Kapnos Esrexuii bopucosuy

[lomxHocTb: PexTop

[ata nognucanus: 20.08.2025 21:46:1 o
VHUKaNbHbI IPOTaMMHI KITU: {\/IE}KI[VHAPOI[HA}I IOJIMLUENCKAS AKAJIEMU A BITA

3468109ebf022d792ddf4ba’5 4433 SARFOHNHIAH HEKOMMSPHEEKasH OPTaHU3ALIS BEICIIEr0 00pa30BaHHus
AHO BOMIIA BIIA

JleJ1onpou3BOACTBO
paboyas nporpaMma JUCIHUILIAHBI (MOTYJIs)
YueOHsIit m1aH 40.03.01 IOpucnpynenus
Hanpasnennocts (mpoduis) ['paxkaancko npaBoBoi mpoduiis

V4eOHBIi To Hayaia MoArOTOBKH 2022-2023
Kpamnouxanus O0axanasp
dopma o0ydeHus ouHast
OO0mas TpyA10eMKOCTh 23ET
Yacos 1o y4eOHOMY IIaHy 72 Busl KOHTPOJI B cEMeCTpax:

B TOM YHCIIE: 3a4eThl 2

ayJIUTOPHBIE 3aHITUS 32

camocTosiTeNbHast padorta 40

Pacnpez[e.ﬂelme YacCoB JUCHMIUIMHBI 110 CeMeCTpaM

Cemectp
(<Kypc>.<Cemectp | 2 (1.2)
Ha Kypce>) HUroro
Henenp 16 2/6
Bun 3ansaruii v | pon | voo PII
Jlexuu 16 |16 |16 [ 16
IMpakTHueckne 16 |16 | 16 | 16
Hroro ayn. 32 (3213232
KonTtakthas padota |32 |32 (32|32
Cawm. pabora 40 (40 |40 40
Hroro 72172172 (72




Paboyast mporpaMMa TUCIUILTHHBL

Jes10npou3BoaAcTBO

paspaborana B coorBeTcTBHU ¢ PI'OC:

(Dezlepam,m,lﬁ FOC}’JIapCTBCHHBIﬁ 06p330BaTCJTLHBII>‘I CTaHAapT BbICIICTO 06p330BaHI/I${ - 6a}<anaBpI/IaT 10 HAIIpaBJICHUIO IMOATOTOBKH
40.03.01 FOpucnpyaennust (mpukaz Munobpraayku Poccuu ot 13.08.2020 . Ne 1011)

COCTaBJICHA HA OCHOBAaHUH yqe6Horo IJIaHa:

40.03.01 FOpucnpyaeHuus
Hanpasnennocts (mpoduins) ['paskaancko mpaBoBoii mpoQuib

YTBEPKICHHOTO YUYEHBIM COBETOM By3a OT 23.12.21 mpoTokou Ne 3.



1. HEJIX OCBOEHUSA JUCLUAITJIMHBI

1.1 | Llenpro U3y9YeHUS QUCIMILUINHEI ABIETCS: (JOPMUPOBAHKE Y CTYJCHTOB (DyHIaMEHTANBHBIX U IIPUKIAIHBIX 3HAHUH B
o0nacTu eNoMpOU3BOICTBA, a TAKKE YMEHUH 110 COCTABICHHUIO U O(OPMIICHHIO OTIENBHBIX BUJOB JOKYMEHTOB U
OpraHu3aLyy padoThl C HUMH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Hukn (pazpen) OOIT: | b1.B.ZIB.01

2.1 | TpeGoBaHus K NpeABapPUTEIbHOI MOAT0TOBKE 00y4al0IIerocs:

2.1.1 | HokymMeHTannoHHOE o0ecTieueHne yIpaBIeHUs

2.1.2 | IHOCTpaHHBIH SA3bIK

2.1.3 | TIpodeccronampHast STHKA

2.1.4 | YueOHas npakTrka (O3HAKOMHTEITBHAS )

2.1.5 | Ctynenr B cpene e-learning

2.1.6 | dunocodus

2.2 | IMcuMnIMHbI U NPAKTUKH, VI KOTOPBIX OCBOCHHE JAHHOM AHCHUILIMHBI (MOYJIs1) HE00X0AUMO KaK
npeJllecTBYIOIIee:

2.2.1 | Horapuat

2.2.2 | Ilpoxypopckuii Ha30p

2.2.3 | ApOuTpakHBIH Iporecc

2.2.4 | T'paxxgaHcKHii porecc

2.2.5 | TeopeTndeckre OCHOBBI IPABOBOTO PETYJIMPOBAHHS

2.2.6 | llogroroBka caaue u caaya rocyJapCTBEHHOTO dK3aMeHa

2.2.7 | lHOCTpaHHBIN SA3BIK

2.2.8 | YuebHas npakTrka (O3HAKOMHUTEIIBHAS)

3. KOMOETEHIIMU OBYYAIOIIET OCSI, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCLIUTLTNHBI
(MOZY.JIS)

IIK-5: CnocodeH o0ecnneyuTh CO0II01eHHE 3AKOHHOCTH B 1eSITeJIbHOCTH OPraHu3anuu (MpeANnpuATHs) U 3aIIUTY €ro
NMPABOBHIX HHTEPECOB

ITK-5.2: OcymecTBIIsieT IPaBOBYIO KCNEPTU3Y MPOEKTOB MPUKA30B, HHCTPYKIMIi, M0JI0KeHHUil, CTAHIAPTOB M IPYTUX AKTOB
MPaBOBOI0 XapaKTepa, MOAT0TABJINBAEMBIX B OPraHH3AINH (MPEANPUSTHH), 2 TAK/Ke YIACTBYeT B HEOOXOANMBIX CJIy4asiX B
MOATOTOBKE 3THX JOKYMEHTOB

YK-4: Crioco6eH oCylIecTBIATD AeJIOBYI0 KOMMYHHKANHIO B YCTHOW M MACHLMEHHOI opMax Ha rocyJapCcTBEHHOM fI3bIKe
Poccuiickoii @enepanun 1 HHOCTPAHHOM(BIX) sI3bIKe(aX)

YK-4.1: OnepupyeT NpHHIUNAMH MOCTPOEHHs YCTHOTO H MMCbMEHHOT0 BHICKA3bIBAHMSI HA TOCY/1apCTBEHHOM 1
HHOCTPAHHOM SI3BbIKAX; TPeOOBAHMSI K /1€JI0BOIf YCTHOIH M MHCbMEHHOH KOMMYHHKAIIHH

YK-4.2: IlpuMeHsieT Ha IPAKTUKE YCTHYI0 H MHCBMEHHYIO 1€JIOBYI0 KOMMYHHKALHIO

B pe3yibTaTe 0CBOEHHS JUCHMILUIMHBI 00yYaloluiics 10/KeH

3.1 (3HaTh:

3.1.1 | BUIIBI FOPUAMYECKHUX JIOKYMEHTOB;

3.1.2 | ctoco0Obl MOATOTOBKM HOPMATUBHBIX, B TOM YHUCJIE MPABOBBIX TOKYMEHTOB, OTHOCSIIUXCS K Oyay1iei npodeccuoHanbHOM
JESATENbHOCTH;

3.1.3 | 0 cTpyKType U PEeKBU3HUTAX MPABOBBIX JOKYMEHTAX, & TAKKE O PEIBSIBIICMBIX K HUM FOPUAHUKO-TEXHUUECKHX
TpeOOBaHMUSX;

3.2 | YMmeTh:

3.2.1 | kaccupUIUPOBATh IOPUINUECKUE TOKYMECHTBI,

3.2.2 | TOTOBUTH MPABOBbIE JOKYMEHTHI, OTHOCSIINECS K Oyay1iei npoecCnoHaNnbHON AEITENIbHOCTH;

3.2.3 | opopmasTh IpaBOBBIC JOKYMEHTHI B COOTBETCTBUH C MPEABABIIMBIME K HUM TPeOOBaHUSIMU;

3.3 | Baagern:

3.3.1 | HaBBIKAMH KJIAaCCH(HKAIIH IOPUINIECKUX JJOKYMEHTOB;

3.3.2 | HaBBIKaMU OIIPECIICHUS TPeOOBaHUH K 0(OPMIICHUIO FOPUANICCKUX TOKYMEHTOB,;

3.3.3 | HaBBIKAMH OIIpeACIICHUA OCHOBHBIX Tpe6OBaHI/II71 K O(I)OpMJ'ICHI/I}O " COACPIKAHUTIO IPABOBBIX JOKYMCHTOB;




4. CTPYKTYPA 1 COAEPKAHUE QMCLOUILINHBI (MOIY.JI5)

Kon HaumeHoBaHue pa3iesioB U TeM /BUJI 3aHSITHS/ Cemectp / Yacos
3aHATHSA Kype
Pazgean 1. Jlekuuu
1.1 Jlenonpou3BOACTBO KaK Hay4IHas AUCIHUIIIHHA /JIex/ 2 2
1.2 Jlenonpu3BoACTBO Kak Hay4Has auciuiuiaHa /Cp/ 2 2
1.3 Ioustre o nokymenrte. CpoiictBa nokyMmenrta Knaccudukarus nokymenTos /JIex/ 2 2
1.4 [Tonsarue o okyMmeHTe. cBoiicTBa fokymeHTa Knaccugukamus nokymentos /Cp/ 2 2
1.5 Crpykrypa gokymenra. TpeGoBaHMs K 0(OpMIIEHHIO TOKYMEHTOB /JIex/ 2 1
1.6 Crpykrypa gokymenra. TpeGoBaHMs K 0(OpMIIEHHIO TOKyMeHTOB /Cp/ 2 2
1.7 Cucrems! fokymenTtarmu. OdopMiIeHIe yIpaBIeHIeCKUX JOKYMEeHTOB /JIex/ 2 2
1.8 Cucrems! fokymeHTtarmu. OdopMieHe yIpaBIeHIecKnX JoKyMeHToB /Cp/ 2 2
1.9 TocynapcTBeHHOE peryinupoBaHUe JAeI0Nponu3BoacTBa /Jlex/ 2 2
1.10 TocynapcTBeHHOE perynupoBaHue Aenonpou3BoacTsa /Cp/ 2 2
1.11 HomeHknatypa zienn, METoIuKa €€ COCTaBJICHUs] U IPUMEHEHHSI B IPAKTUUECKOM 2 2
nestenpHoctH /JIex/
1.12 Homenknartypa nemn, METoIuKa ee COCTaBIeHHs U MPUMEHEHHSI B IPAKTUIECKOM 2 2
nesitenbHOCTH /Cp/
1.13 dopmupoBaHue TeKyux aen /Jlex/ 2 1
1.14 dopmupoBanue Tekynmx aen /Cp/ 2
1.15 [ToaroroBka Jien K mepefave M MOPSIOK Mepeiadu el B apXHB ISl AaJbHEHIIIEro 2 2
xpaHenus /JIex/
1.16 IToaroroBka nien k nepenaye W NOPSAIOK MEpeayu 1] B apXUB JUISl TATbHEUIIIETO 2 2
xpanenus /Cp/
1.17 Opranusamust paboThI ¢ JOKyMEHTAI[HOHHON HH(pOopMaIyeil orpaHuIeHHOTO 2 2
noctyna /Jlex/
1.18 Opranuzanus paboThl ¢ JOKYMEHTAIIMOHHOW HHPOPMAITUEH OrpaHUuIEHHOTO 2 2
nocryma /Cp/

Paznen 2. IlpakTuyeckue 3aHATHSA

2.1 Ipukas /Cp/

2.2 [pukas /Tp/

23 Tpymnosoe cornamenne /I1p/

2.4 Tpynosoe cormamenne /Cp/

2.5 Axrt /TIp/

2.6 Axt /Cp/

2.7 JenoBoe nucwmo /Tp/

2.8 JHenoBoe mucemo /Cp/

2.9 Horosop noapsiaa /TIp/

2.10 Horoeop noapsiaa /Cp/

2.11 HoroBop nopyuutensctsa /I1p/

2.12 Horosop nopyuurensctsa /Cp/

2.13 JoroBop Ha apenay nomemnienus /I1p/

2.14 Jorosop Ha apenay nomeuienus /Cp/

2.15 Hckoroe 3asBienue /IIp/

2.16 Hckoroe 3asBnenue /Cp/

2.17 Iperensus /Ip/

2.18 Iperenzus /Cp/

2.19 3asBieHne 00 0cBOOOXKICHNH OT IUIaTHl TocrionutiHE /T1p/

2.20 3asBiieHre 00 OCBOOOMKICHUH OT TUIATHI TOCTIONLTHHBI /Cp/

DO B DO B DO B[ DO B DO DO DO D[ DO D DO DO B DI B D] B

2.21 3auer /3auét/

N DN DO B9 = DO DO DN =] DN = DO —| D] D] DN DI B B ] D

5. OHEHOYHBIE CPEJCTBA

5.1. Bonpochl A/151 CAMOKOHTPOJISI U TeKYyIIel aTTecTaluu

YK-4: Crioco0GeH 0CyImecTBIATE 1eJI0OBYI0 KOMMYHHKAIUIO B CTHOM M MHCEMEHHON (popMax Ha TOCYIapCTBCHHOM SI3BIKE
Poccuiickoit ®eneparuu u nHOCTpaHHOM(BIX) YK-4.1: Onepupyet npuHIMIaME HOCTPOCHUS YCTHOTO U IIUCBMEHHOTO

BBICKA3bIBAaHHs Ha TOCYJAPCTBEHHOM M MHOCTPAHHOM sI3bIKaX; TPeOOBaHUS K JICIOBO# ycTHOM U mucbMenHol YK-4.2: TIpumenser




Ha MpaKTHKE YCTHYIO U MICEMEHHYIO IEJIOBYI0 KOMMYHHUKAIUIO
ITK-5: CniocobeH obecrednTs coOII0IeHIE 3aKOHHOCTH B JICITEIbHOCTH OPTraHU3aliy (IPEAIPUSITHS) U 3aLUTY €ro IPaBOBbIX
HMHTEPECOB

[IK-5.2: OcymecTBisieT MpaBOBYIO SKCIEPTU3Y IPOSKTOB MIPUKA30B, HHCTPYKIUH, ITOT0KEHUH, CTAHAAPTOB U IPYTUX AKTOB
NPaBOBOrO XapakTepa, MOATOTABINBAEMBIX B OpPraHU3aluH

TecroBoe 3ananue 1. JJokyMeHTOOOOPOT — IBMKEHUE TOKYMEHTOB B OpPTraHA3aIlU ¢ MOMEHTA MX CO3J[aHUs JI0:

A) mepenaun Ha UCTIONHEHHE;

b) noammBky B 1€1o;

B) 3aBepeHws UCTIOTHEHUS WIIH OTHIPABKH JOKYMEHTA,

I') oTuera ucnonHUTENS 00 UCTIOTHEHUH JOKYMEHTA.

TecroBoe 3ananue 2. [loustue «/lenonpou3BoacTBO» — 3TO:

a) CHCTEMA XpaHEHHs JOKYMEHTOB;

0) cocraBiieHHE TOKYMEHTOB,

B) JOKyMEHTHUPOBAHHE M OPraHKU3aIys paboThl C JOKyMEHTaMH;

T) AEATEABHOCTD MO MOATOTOBKE, COCTABIECHHIO, XPAaHEHHIO JOKYMEHTOB.

TectoBoe 3amanne 3. 'ocyJapCTBEHHBIH CTaHAAPT ONIPEACIIeT JOKYMEHTHPOBaHHE KaK: A) 3aliCh HH(POPMAIIUK HA Pa3IMIHBIX
HOCHTEJISIX TI0 YCTaHOBJICHHBIM IIPaBHIIaM;

B) noxymeHTHpOBaHUE - ITO MPOLIECC CO3AAHUS U 0(OPMIIEHHS NTOKYMEHTa;

B) pernameHTHpOBaHHBIH NpoLece 3armuck HHGOPMaLUK Ha Pa3IMYHBIX HOCUTEIISX C COOJIIOJICHUEM OIIPECIICHHBIX HOPM,
YCTaHOBJICHHBIX IPAaBOBEIMHI N HOPMATHBHBIMH aKTaMU;

I') mesiTenbHOCTH O COCTABICHUIO JOKYMEHTOB U OpraHU3aLUH PaOOThHI C HUMH.

TectoBoe 3ananue 4. QopMynsap AOKyMEHTa — 3TO:

1. HabOp PEKBH3HUTOB, MICHTUPHIMPYIOMNX aBTOPa OHUIHAIFHOTO MHCEMEHHOTO JOKYMEHTA.

2. 06s3aTenbHBIN 37eMEHT 0(opMIIeHHS oUIHaNIEHOTO JoKyMeHTa ("nara", "moanucs"”, "medars", "TeKCT JOKyMeHTa" U ap.)

3. Habop PEKBU3UTOB O(UIHATBHOIO MUCHBMEHHOTO JOKYMEHTa, PAcIONOXKEHHBIX B OMNpEeNCHHON MOCIe0BaTeNbHOCTH
TectoBoe 3ananue 5. biank noKymMeHTa — 9TO:

1. Habop PEKBH3NUTOB, MICHTU(PHIMPYIOMNX aBTOPa OQUIHAIFHOTO MICEMEHHOTO JOKYMEHTA.

2. 06s3aTenbHbIN 31eMeHT ohopMIeHH oUIMANBEHOTO JoKyMeHTa ("gara", "moanuce"”, "medars", "TekcT JoKyMeHTa" U Ap.)

3. Habop PEKBU3UTOB O(MHUIMAIBHOIO MMCHMEHHOTO JIOKYMEHTA, PAcIONIOKEHHBIX B ONPEAEICHHOH MOCIe]0BaTEIbHOCTH.
TecroBoe 3ananue 6. PEKBU3UT — 3TO:

1. HabOp PEKBH3NUTOB, MICHTU(PHIMPYIOMNX aBTOPa OQUIHMAIFHOTO MICEMEHHOTO JOKYMEHTA.

2. o0s3aTeNbHBIN 27eMeHT opopmieHus odunuansHoro fokymenTa ("aara", "moanucey", "nmeyars", "TeKCT OKyMeHTa" U JIp.)

3. Habop PEKBU3UTOB O(MHUIMAIBHOIO MMCHMEHHOTO JIOKYMEHTA, PAcIONIOKEHHBIX B ONPEIEICHHOH MOCIE0BATEIbHOCTH.
TectoBoe 3ananne 7. Hocurens — 570!

1. 3aukcupoBaHHAs Ha MaTepHATBHOM HOCHTeNe HH(pOPMAIMsA C PEKBU3UTAMH, IO3BOJIAIOMIMME €€ HACHTH()UIIPOBATS.

2. MaTepHaIbHbBIA 00BEKT, KOTOPBIIT UCIIONB3YEeTCs ISl 3aKPEIUICHHS X XPaHSHHUs Ha HEM PEUeBOii, 3BYKOBOH MII U300pa3UTEIIbHON
nH(pOpMauy, B TOM YHCIe B IpeoOpa3oBaHHOM BHUJIE.

TectoBoe 3aganue 8. 7. JlokyMeHTOBeI€HUE — ITO:

1. oTpacib AEATENLHOCTH, OOecleurBaroias JOKYMEHTUPOBAHUE W OpPraHU3alUi0 paboThl ¢ OPUUIMAIBEHBIMU JOKYMEHTaMH.
2. Hay4Has UCLMIUIMHA, KOTOpas U3y4aeT B HICTOPHYECKOM Pa3BUTHHU: 1)3aKOHOMEPHOCTH 00pa30BaHUs JIOKyMEHTOB; 2) CIIOCOOBI
MX CO3JaHMS; 3)CTAaHOBIICHHE U Pa3BUTHE CHCTEM JOKYMEHTAIINH, CKJIJBIBAIOIINECS B PA3IIMYHBIX OTPACIIAX YeIOBEUECKOM
JIeSITeIbHOCTH.

Havanbnslii aTan

TecroBoe 3ananue 1. B XV-XVII BB. paboTy 0TIeNbHOT0 MPHKa3a BO3TIABIISIL:

A) npuKa3HOii Cybs

B) psk

B) crapmuii nopsunit

I') Mnanmmvii moabsuui

TectoBoe 3aganue 2. CKOJIBKO KOJIJIETUH JIEHCTBOBAJIO B «KOJUIEKCKOI» CUCTEME JIEIONPOU3BOACTBa, co3aanHoi [lerpom I:
A)6

b)8

B) 12

14

TectoBoe 3amanue 3. KpoMe cexperaps B coctaB kannensipun Komnernii npu Ietpe I Bxoxumu:

a) HoTapuyc (BeJl IPOTOKOJIBI 3acCeJaHui U peecTp Aen);

0) peructparop (Bel perucTPallMOHHbIC KHUTH BXOISIINX U UCXOSIINX JOKYMEHTOB);

B) aKTyapHyc (BeJ 00l )KypHAI BXOSIINX JOKYMEHTOB U OTBEYAN 32 COXPAaHHOCTh OyMar M KaHIEMIPCKUE IPHHANTICKHOCTH);
T') KaHUEJSPUCTHI (BBIIaBAIM NOJ] PACTIMCKY JOKYMEHTHI M TOTOBHJIH JIeIa K IOKIamy);

) 9KCTIEPTHI (1aBaliv 3aKIFOUYCHHUSI 110 JIeJIaM) €) KOJUIEIKCKUNA JIeJIONPOU3BOIUTEb.

OCHOBHOM 5Tan

TecroBoe 3ananue 1. HopmatuBHO-MeTomu4eckas 0asa JIeI0npo—H3BOJICTBA — ITO:

1. COBOKYIHOCTb 3aKOHOB, IPYTUX HOPMATHUBHBIX aKTOB U METOJANYECKHUX TOKYMEHTOB, PETJIAMEHTUPYIOIINX TEXHOJIOTHIO
co3aa—Husl, 00pabOTKHU, XpaHEHUSI U KOHTPOJIsI JOKYMCHTOB B TEKY "LICH IESTEIbHOCTH YUPEKICHHUS, a TAKKE TOKYMEHTBI,




perilaMeHTH pyIoLIHe paboTy Ciry>Obl AENONPOU3BOACTBA (CTPYKTYpY, ITATHI, GYH KIUH H T.1.).

2. COBOKYIHOCTb 3aKOHOB, IpyT'X HOPMATHBHBIX IPABOBBIX AKTOB U METOAUYECKUX TOKYMEHTOB, PETJIAMEHTUPYIOIIUX
TEXHOJIOTHIO CO3JjaHUs, 00pabOTKH, XpaHEHHS U MCIIOIb30BaHUS JOKYMEHTOB B TEKY IIEH ACATEILHOCTH YUPESIKACHHS, a TAKXKE
JIOKyMEHTBI, peTIaMeHTH "PYIOIIUe PaboTy CIIy>KObI JeTOIPON3BOACTBA (CTPYKTYPY, INTATHI, PyH KIIUH U T.1.).

TecroBoe 3ananue 2. K HOpMaTHBHO-IIPABOBBIM aKTaM, PErJIAMEHTUPYIOIIUM TOKYMEHTAIlHOHHOE obecnieueHne Ha (enepaibHoOM
YPOBHE OTHOCSTCSI:

1. I'paxnanckuii kogexc PO, Tpynosoit konekc PO.

2.TOCT P 6.30-2003 «TpeboBanust k 0QOPMICHUIO OPraHU3AHOHHO-PACTIOPAAUTEIBHBIX JOKyMeHTOB», [OCT P 51141-98
«/lenonpon3BoaCTBO U apxXHBHOE J1esi0. TepMUHBI U ONIPEeICHUs», YHUPHIUPOBaHHAs cucTeMa JokyMeHToB (Y CJI).

3. Obmepoccuiickuii Kiaccudpukarop ynpasieHdeckon jokymenTanuu (OKY ), ['o-cynapcTBeHHas cucTeMa JOKYMEHTAITHOHHOTO
obecnieuennus ynpasne—Hust ([CLOY).

TecroBoe 3ananue 3. K rocygapcTBeHHBIM CTaHAApTaM, PErIaMEeHTUPYIOIIUM J0KYMEHTallMOHHOE 00eCTIeYeHUE, OTHOCATCS:

1. I'paxnanckuii kogexc PO, Tpynosoii konekc PO.

2.TOCT P 6.30-2003 «TpeboBanus k 0OpMICHIIO OpraHU3AMOHHO-PACTIOPAANTEIBHBIX ToKyMeHToB», [OCT P 51141-98
«/lenonpon3BOACTBO U apXHUBHOE /es10. TepMUHBI U ONpeeNeHus», yHUGHIUPOBaHHAs cucTeMa JoKyMeHToB (YCJI).

3. O6mmepoccuiickuii knaccupukarop ynpapienueckoi nokymentaun (OKY /1), I'o-cynapcTBeHHas cucreMa JOKyMEHTAIlMOHHOTO
obecnieuenus ynpasne—uus (I'CAOY).

TectoBoe 3amanue 4. K obmepoccuiickuM Kiaccu(pUKaTOpaM TEXHUKO-I)KOHOMUUYECKOH U CONMaIbHOW MH(OPMAIH OTHOCSATCS:
1. I'paxxnanckuii kogekc PO, Tpynosoit kogekc PO.

2.TOCT P 6.30-2003 «TpeboBanus k 0(hOPMIICHHIO OpraHU3aIMOHHO-PACTIOPIIUTEIbHBIX JoKyMeHTOBY», [OCT P 51141-98
«Jlemonpon3BoACTBO 1 apXUBHOE JIe710. TepMUHBI U OTIpeIeIeHUs», YHUPHUIMpOBaHHAs crcTeMa qokyMeHToB (Y CJI).

3. Obuepoccuiickuii kinaccudpukarop ynpasiaeHueckor fokymenTauuu (OKY 1), ['o-cynapcTBeHHas cucteMa JOKYMEHTAIIHOHHOTO
obecrieuenus ynpasne—Hus ([CHOY).

OcHOBHOM 3Tan

TecroBoe 3ananue 1. OyHKIMA JOKYMEHTA — 3TO:

1. uapOpMaITOHHAS, COITUATUCTUYIHASL, KOMMYHHUKATHBHAS, KyJIbTYPHAs, YIIPaBIeHIECKas1, IPaBOBasi, HCTOPHIECKOTO HCTOYHHKA,
y4eTHas.

2. nH(bOpPMAaIMOHHAs, COIIHANTbHAS, KOMMYHHUKATHBHAs, KYJIbTypHasi, yIIpaBJIeHYCCKas, IPABOBAs, HICTOPUYECKOI0 HCTOYHHKA, yUeTa.
3. mH(pOpPMaTHBHAs, COIMAIbHAS, KOMMYHHKAIIHOHHA, KYJIbTypHas, yIIpaBIeHIeCcKas, FOPHINIECKas, HCTOPHYECKOTO UCTOYHHUKA,
ydera.

TecroBoe 3ananue 2. Hocutenb TOKyMEHTUPOBAaHHOM HHPOPMALIUU — 3TO:

1. MaTepHanbHBIN 00BEKT, UCIIONB3YEMBIH IS 3aKPEIUICHHS M XPaHCHHSI Ha HEM PEUYeBOil, 3BYKOBOH MM H300pa3uTEIbHON
nH(pOpMauy, B TOM YHcie B IpeoOpa3oBaHHOM BHJIE.

2. OpyIusl, UCTIOJIb3yeMble YeTOBEKOM JUIS CO3/IaHMsI JOKYMEHTOB (IIPOCThIe, MEXaHUYeCKUe, dneKkTpomexannueckue). K cpencrsam
JIOKyMEHTHUPOBAHUSI OTHOCSTCS MUILYIIHE MAIIUHBIL, KOMIIBIOTEPHASI TEXHUKA, MArHUTO(MOHBI, TUKTO(OHBL, POTO, KHHO, BUIEO
TEXHHUKA.

TectoBoe 3ananue 3. CpeacTBa JOKYMEHTUPOBAHUSA — ATO:

1. MmaTepuanbHbIA 00BEKT, UCTIONB3YEMBbIH IS 3aKPETICHUS] U XpaHEHUS! Ha HeM PEeYeBOM, 3BYKOBOW MIIM M300pa3uTENbHON
uH(popMauy, B TOM YHCIe B IpeoOpa3oBaHHOM BHUJIC.

2. opynusi, NCIOIb3yeMbIe YeIIOBEKOM JUISI CO3TIaHUs JOKyMEHTOB (TIPOCThIE, MEXaHWIeCKHe, d1ekTpoMexanndeckue). K cpexctsam
JIOKYMEHTHPOBAHHS OTHOCSTCS MUIIYIINE MAIIMHBI, KOMITBIOTEpHAsI TEXHUKA, MAarHUTO(OHBI, TUKTOPOHBL, (OTO, KHHO, BUIEO
TEXHHUKA.

TectoBoe 3ananue 4. CBolicTBa JOKYMEHTa — 3TO:

1. mpaBoBas cuila, OpUTHHAIBHOCTD, MOTMHHOCTh, KOTTMHHOCTB.

2. 10pUaUyecKas cuia, OpUrHHAIbHOCTD, TOAIMHHOCTD, KOTUIHOCTD.

TectoBoe 3amanue 5. Hanbonee npaBUIbHBIM OIPEICICHACM HOHITHS JOKYMEHT — SIBIISIETCS: a) TepMHUH «IOKYMEHT» IIPOHCXOIUT
OT JIATHHCKOTO CJIOBa “‘documentum”— J0Ka3aTelIbCTBO, CBHAETEILCTBO. DTHM CIIOBOM 0003HAYAIOT JIFOOBIE THCEMEHHBIE
UCTOYHMKH, COOTBETCTBYIOIUM 00pa3oM 0(OpMIEHHBIE U TOITOMY UMEIOIIHE IOPUITUECKYIO CUITY;

0) JOKyMEHT — 3aMKCPOBaHHAs Ha MaTepUaIbHOM HOCUTeNe HH(OpMalLUs C PEKBU3UTAMU;

B) JOKyMEHT - MICEMEHHOE CBUJICTEIBCTBO O YeMHHUOYIb;

T') JOKYMEHT - TO, 9TO O(HUINAIBHO YIOCTOBEPACT INIHOCTD MPEABSIBUTENS (TIACTIOPT, CIIPaBKa, YAOCTOBEPEHHE)

TecroBoe 3ananue 6. K o0mum QpyHKIUSIM JOKYMEHTa OTHOCSTCS:

a) nHGopMaMOHHAas;

0) conmanpHas;

B) KOMMYHUKATHBHAS;

T') KyJIbTypHas;

) yIIpaBJIeHYECKas;

€) IpaBoOBasl.

TecToBoe 3ananue 7. YKaKuTe TOKyMEHTBI, OTHOCAILIMECS K OPraHU3alluOHHO-IIPABOBBIM:

a) ycras

0) mosoxxeHue

B) perilaMeHT

T) LITaTHOE paclycaHue

J1) FHCTPYKIIUH 110 BHJAM JESITEIBHOCTH M JJOJDKHOCTSIM

€) mpaBuiIa




OCHOBHO¥ 3Tan

TecroBoe 3ananue 1. Eciv npy BCKPBITHH ITAKETOB B cyJie OyaeT 00HapyKEHO OTCYTCTBUE KAKOT0-JIM00 TOKYMEHTA HIIH
TIPWJIOKEHHUS K HEMY, 00 3TOM COCTaBIIAETCS:

a) IPOTOKOJT;

0) akr,

B) CIIy’KeOHasl 3aITicKa;

T) ZOKJIQJHAS 3aIHCKA.

TectoBoe 3amanue 2. KOHBEpTHI OT HOCTYNUBINUX 10 TOYTE UCKOBBIX 3asBICHUMH, IPECTaBICHNH, aleIIMUOHHBIX UM YaCTHBIX
#a00, UCIIOJTHUTEIbHBIX IOKYMEHTOB JOJDKHBI OBbITh:

a) COXpaHeHBI;

0) coXxpaHEeHHUE HE SBIAETCS 003aTeNbHBIM.

TecroBoe 3ananue 3./l0KyMEeHTBI, IPUHATHIE PAOOTHUKOM IPUEMHOM cyaa, noiexat peructpanuu B [IC TAC "IIpaBocyaue" u
HEPEeAaoTCsl 0 HA3HAUYCHHUIO MO/l POCIINCH JUIS PACCMOTPEHUS B TIOPSIKE, YCTAHOBICHHOM IpeJICEaaTeNeM Cya:

A) He TIO3[THEE CIISAYIOIET0 pabovero JTHS;

B) B Teuenue 3 cyTok;

B) B Teuenue 48 yacos;

I') B TeueHne 72 gacos.

TecroBoe 3ananue 4. K opraHu3aliiOHHO-IIPABOBBIM J1OKYMEHTAM OTHOCSTCSL:

1. ycraB opraHuzalyy, IojoXeHue 00 OpraHu3aLMH, TOJI0XKEHUS O CTPYK "TYPHBIX MOJPa3JeICHHSX, TOJI0KEHHUS O KOJUIETHAIbHBIX
U COBEMIATENIBHBIX OPraHax yupeKACHHUS, PerIaMeHThl padOThI KOJIErn "albHBIX M COBEIATENILHBIX OPraHOB, alnapaTa
YIpaBJICHUS, INTATHOE PACHICAHNE, MHCTPYKINH M0 OTACIBHBIM BU JIaM JIeATeIFHOCTH, JODKHOCTHBIE HHCTPYKITMH paOOTHHIKAM,
NpaBUIa, ITAMATKH U JAp.

2. IpaBOBBIE aKThl (peAEPATLHOIO YPOBHS, IIPABOBbIC aKThl, ACHCTBYIONINE Ha ypOBHE CyObekTOB Poccuiickoii deneparyn,
MPaBOBBIC aKTHI OPTAaHN3AINH, YUPSKACHIH, IPEANPHUATHH, PaCHOPSIIUTEIBHBIE JOKYMEHTHI, H3aBaeMble OpraHaMHt (eaepaabHOH
HCTIOJTHUTEIIFHOM BJIACTH, OTHOCSTCS K KATETOPHUHU BEIOMCTBEHHBIX HOPMATHBHBIX aKTOB.

3. IOKnajiHasl 3aIicKa, O0bSICHUTENbHAs 3aIMCKa, CIIy)KeOHast 3aIicKa, PeAIoKeHUe, IPe/ICTaBlIeHNe, 3asBIICHUE, BCE
Pa3HOBHIHOCTH TIEPENUCKH, IPOTOKOI, aKT, CIIPABKa, 3aKII0YEHHE, OT3bIB, CBOJHBIN CIIMCOK, IEPEUCHb.

OcHOBHOH 3Tan

TecroBoe 3axanue 1. K cucreme pacnopsauTenbHONU JOKYMEHTAIIMH OTHOCSTCS:

1. ycTaB opraHu3anuy, IOJIOKEeHHE 00 OpraHU3aLHUH, TIOJIOKECHHUS O CTPYK "TYPHBIX MOJPa3/ICICHHAX, TIOJIOKEHUS O KOJUIETHATBHBIX
U COBEMIATEIBbHBIX OPTaHaxX yUpeKICHUs, perIaMeHThl paOOThl KOJIETH adbHBIX U COBEIIATEIbHBIX OPTaHOB, amnapaTa
YIIpaBIICHUs], IITATHOE PACIUCAHNE, MHCTPYKIUH 110 OT/CIbHBIM BU[JaM JIEATEIbHOCTH, IODKHOCTHBIC HHCTPYKIIMH PAaOOTHHKAM,
TpaBH 14, TTAMSATKH H Ip.

2. mpaBOBBIE aKTHI (heepanbHOro ypOBHS, IPAaBOBBIE AKTHI, JCHCTBYIOIINE Ha ypoBHE CyOBeKkTOB Poccuiickoit deneparuy,
HPaBOBbIE AKThI OPraHU3ALNH, YUPEKICHUH, IPEIIPHUATHH, paCIOPSANTEIBHBIC JOKYMEHTHI, H3/laBacMble OpraHaMu (eepanbHOM
HCTIOJTHUTEIIFHOM BJIACTH, OTHOCSTCS K KATETOPUHU BEIOMCTBEHHBIX HOPMATHBHEIX aKTOB.

3. moxJagHas 3alKcKa, OOBACHUTEIbHAS 3aIICKa, CIy)KeOHast 3aIHCKa, PeATI0KeHNE, IPEACTaBICHNUE, 3asBICHUE, BCE
Pa3HOBUIHOCTH MEPENUCKH, IPOTOKOI, aKT, CIIPaBKa, 3aKIFOUCHUE, OT3bIB, CBOJIHBIH CIIHUCOK, IePEUEHb.

TecroBoe 3ananue 2. K cucreme crpaBo4HO-MHPOPMALIMOHHON IOKYMEHTAI[UN OTHOCSTCS:

1. ycraB opraHu3anuy, IOJIOKEHHE 00 OpraHM3aIUH, TIOJIOKEHHUS 0 CTPYK "TYPHBIX MOAPa3/IeIICHHAX, TIOJIOKEHIUS O KOJUIeTHAIBHBIX
U COBEIMIATEIBHBIX OPTaHaX yUPEKICHUS, PEerIaMeHTHI paOOThI KOJIETH "aIbHBIX U COBEIIATEIBHBIX OPTAaHOB, alnapaTa
YIpaBJICHUs], IITATHOE PACIUCAHNE, HHCTPYKIMH 110 OTACIbHBIM BU[JaM JIEATEIbHOCTH, IOJDKHOCTHBIC MHCTPYKIIMH PAaOOTHHKAM,
TpaBU 14, TAMSATKH U Jp.

2. mpaBOBBIE aKTHI (hexepanbHOroO YPOBHS, IPABOBBIE AKTHI, ICHCTBYIOIINE Ha ypoBHE CyOBeKTOB Poccuiickoit deneparmmy,
MpaBOBBIE AKThl OPTaHU3AINHN, YUPEKACHUN, IPEANPUATHH, paCHOPAAUTEIbHbBIE JOKYMEHTBI, H3aBaeéMble OpraHaMu (eaepaabHON
UCTIOJTHUTEIBHON BIIACTH, OTHOCSTCS K KATETOPUU BEIOMCTBEHHBIX HOPMATUBHBIX AKTOB.

3. moxJamHas 3amucKa, OOBACHUTEIbHAS 3aIICKa, CIIy)KeOHast 3aIHCcKa, MPeAIoKeHNe, IPEICTaBICHNUE, 3asBICHUE, BCE
Pa3sHOBUIHOCTH MEPENUCKH, IPOTOKOI, aKT, CIIPABKa, 3aKIIFOUCHUE, OT3bIB, CBOJHBIH CIIHCOK, IEPEUEHb.

TecroBoe 3ananue 3. YHUDUKALMS JOKYyMEHTOB — 3TO:

1. ycTaHOBIICHHE €IMHOTO KOMITIEKCA THUIIOB M BHJIOB JIOKYMEHTOB JUTS Pa3HBIX YIPaBICHYSCKUX CHTYAIUH, pa3padoTKa eInHBIX
(hopM U IIpaBUII X Pa3pabOTOK, 0(OPMIIEHHE U CO3aHUE Tpa(apeTHBIX TEKCTOB.

2. yCTaHOBJIEHHE €JUHOTO KOMIIIEKCA BUOB U Pa3HOBUAHOCTEN TOKYMEHTOB JUISl aHAJIOTHYHBIX YIPABICHUYECKUX CUTyaluil,
pa3paboTka eAUHBIX (OPM U MPABHII UX COCTABIICHUS, O(OPMIICHHE U CO3JaHue TpadapeTHBIX TEKCTOB.

TectoBoe 3amanne 4. YHUQHUIIMPOBaHHAS cucTeMa ToKyMeHToB (Y CJ]) — a3T0:

1. COBOKYyII"HOCTbH B3aHMOYBSI3aHHBIX YHU(PUIIIPOBAHHEIX (HOPM TOKYMEHTOB, 00€CTIEUNBAIONINX JOKYMEHTUPOBAHHOE
Hpe/CTaBICHUE JaHHBIX B ONPeAe VIEHHBIX BUIAX X03AIICTBEHHOH JESITENIbHOCTH, CPEACTB UX BEICHUS, HOPMATUBHBIX U
METOIMYECKAX MaTepHaJIoB IT0 UX pa3padoTKe M MPHU "MEHEHHIO.

2. COBOKYII"HOCTbH B3aHMOYBSI3aHHBIX YHU(DHUITPOBAHHBIX THIIOB JOKYMEHTOB, 00€C-IEUYNBAIOMINX JOKYMEHTHPOBAHHOE
npesAcTaBIeHHe HHYOPMAIHH B OTIpe e JICHHBIX BUJaX X03IHCTBEHHOH AEATEIbHOCTH, CPECTB HX BEICHHs, HOPMATUBHBIX U
METOJMUYECKUX MATEPUAJIOB 110 UX COCTABIECHHIO U MPU "MEHEHUIO.

TectoBoe 3aganue 5. CrangapTuzanus JOKYMEHTOB — 3TO:

1. BU IOPUANYECKOTO 3aKPEIICHUS IPOBEACHHON YHU(UKALUK U TOLYPOBHSA €€ 00s13aTeIbHOCTH (TOCYIapCTBEHHBIN CTaHIapT -
I'OCT, otpacnepoii ctannapt - OCT, pecniy6nukanckuii crangapt - PCT).

2. popMa IOpHIMIECKOTO 3aKPETUICHHUS ITPOBEICHHON YHU(UKANH U YPOBHS e 00s3aTeIbHOCTH (TOCYJapCTBEHHBIN CTaHapT -
T'OCT, orpacneBoii ctanmapt - OCT, pecniybnukanckuit crangapt - PCT).




OcHOBHOH 3Tan

TecroBoe 3ananue 1. [lonoxenus — 31o:

1. mpaBoOBBIE aKTHI, ONIPEACIAIONINE OPSIOK 00pa30BaHMs, TPABOBOE MOIOKCHNUE, TIPaBa, 00I3aHHOCTH, OPTaHU3AIHIO PAOOTEI
YUPEKACHUS, CTPYKTYPHOTO MoIpa3iesieHust (Ciryxko0).

2. IpaBOBOH aKT, COAEpIKALIUIA IPaBUIIa, PETYIUPYIOUUN OpraHU3allMOHHbIE, HAYYHO-TEXHUYECKHE, TEXHOJIOTUYECKHE,
(PMHAHCOBBIC U MHBIC CTOPOHEI AATEIBHOCTH YUPSKIACHIH, OpraHI3alii, IPEANPHATHH (MX CTPYKTYPHBIX IOAPa3IeIICHHH),
JOJDKHOCTHBIX JIHII.

3. IpaBOBOI1 aKT, ONPEACIIAIONIMI MOPSAOK 00pa30BaHMsl, KOMIIETCHIINIO OPraHU3aliN, ee (QYHKIHH, 33/1a4H, TIOPSJ0K PaOOTHI.
MIPABOBBIE AKTHI, OTIPEIEIIAIONIIE TIOPATOK 00pa30BaHUs, IIPABOBOE MTOJIOKEHHE, ITpaBa, 00sM3aHHOCTH, OPTaHM3AIHIO PA0OTHI
YUpeXKIeHHUS, CTPYKTYPHOTO MOpa3AeIeHus (CIyx0).

TecroBoe 3ananue 2. UHCTpyKIus —

1. mpaBOBBIE aKTHI, ONPEACIISAIONINE HOPAIOK 00pa30BaHMs, IPABOBOE ITOJIOXKEHHUE, IIPaBa, 00s3aHHOCTH, OPraHU3alNI0 PadoThI
YUPEKACHUS, CTPYKTYPHOTO MOIpa3IeNIeHus (CITyKO0).

2. IpaBOBOI1 aKT, COAEPKAIINH IPaBUIIA, PETYIUPYIOLUINI OpraHU3allHOHHbIE, HAYYHO-TEXHUIECKHUE, TEXHOJIOTHUECKHE,
(bMHAHCOBBIEC ¥ UHBIC CTOPOHBI AEATENLHOCTH YUPEXKICHUN, OpraHU3aluii, IPEANpPUsITHI (MX CTPYKTYPHBIX OAPA3/eIeHHUI),
JIOJDKHOCTHBIX JIMII.

3. IpaBOBOI! aKT, ONIPEAEIAIONINI TOPSIOK 00pa30BaHMs, KOMIIETCHIUIO OPTaHN3aINH, e (QYHKITHH, 3aJa4H, TIOPSATOK PabOTHI.
TecroBoe 3ananue 3. llITaTHoe pacnucaHue — 3TO:

1. TOKYMEHT, 3aKpEeIUISIOMINiT JOJDKHOCTHON M YMCIICHHBII COCTaB NPEIIPUATHS, YKa3bIBAIOINK (OH 3apabOTHOMN IIATHL.

2. IOKyMEHT, KOTOPBIH 3aKpeIuIieT HAUMEHOBAHUS BCEX CTPYKTYPHBIX OAPa3eIeHUN, TOJDKHOCTEN U KOJIMUECTBO IITaTHBIX
€AMHUI] K&KA0H TOHKHOCTH OpraHn3aluy (YUpeKISHHs).

3. IOKYMEHT, yCTaHaBIUBAIOMINI MOPSIIOK AEATEIbHOCTH PyKOBOJCTBA OPraHU3ALUH, KONIETHAIbHOTO UIIN COBELIATENLHOTO
oprasa.

TecroBoe 3ananue 4. CTpyKTypa U IITaTHAsI YUCIEHHOCTb — 3TO:

1. ZOKyMEHT, 3aKpEIUISIOMNI TOMKHOCTHONW U YUCIEHHBIM COCTaB MPeNnpUsiTHsl, yKa3bIBAIOIUN (GOHA 3apabOTHON TIATHI

2. IOKYMEHT, KOTOPBIH 3aKpeIuIieT HAMMEHOBAaHHS BCEX CTPYKTYPHBIX MOJPa3AEIeHUH, JOIKHOCTEH U KOJIMUECTBO IITATHBIX
€IMHHUI] KXKIOW TOJDKHOCTH OpTaHU3anny (YIPEeKICHHNS).

3. IOKYMEHT, yCTaHABIUBAIOMINI MOPSIIOK AEATETBHOCTH PYKOBOJCTBA OPTaHU3AIUH, KONIETHAIBHOTO UIIH COBELIATEILHOTO
oprasa.

TecroBoe 3ananue 5. PernmameHT — 3t1o:

1. TOKYMEHT, 3aKpeIUISIONIIH JODKHOCTHON M YHCIICHHBIN COCTAaB MPEANPUATHS, yKa3bIBaOMHNi (GoHI 3apabOTHON IIIaTHI.

2. IOKyMEHT, KOTOPBIH 3aKperuisieT HAMMEHOBaHHS BCEX CTPYKTYPHBIX MOApa3AeNeHUH, JOMKHOCTEH U KOJIMUECTBO IITATHBIX
€IMHUI KaXKI0W TOJDKHOCTU OPraHU3aluy (YUpexKIeHUs).

3. JOKYMEHT, yCTaHAaBJIUBAIOIIUI MTOPAIOK JAEATENbHOCTY PYKOBOICTBA OPraHU3a1H, KOJUIETHAIbHOTO UM COBELIATENBHOTO
oprasa.

TectoBoe 3ananue 6. [locraHOBNEHHE — 3TO

1. paciopsaUTENbHBIN JOKYMEHT, KOTOPBIH SBIS—€TCSA IPAaBOBBIM aKTOM, IPUHUMAEMBIM MECTHBIM OpPraHOM BJIACTH. PemeHusaMu
0(hOpMIIIIOT TaKKe Pe3yNIBTATHI ISSTEIFHOCTH U APYTUX KOJUICTHATIBHBIX OPTaHOB — KOJUIETHH MUHICTEPCTB, BEJOMCTB, COBETOB.
2. IpaBOBOM aKT, MPUHUMAEMBIH BBICIIMM UM HEKOTOPBIMHU IIEHTPAIbHBIMU OpraHaMu (eepaabHON HCIONHU "TENbHON BIACTH,
JEHCTBYIOIMMH Ha OCHOBE KOJUICTHAILHOTO YII-PaBJICHHS, B IIENAX pa3pelIeHus] HanboJiee BAXKHBIX M IIPUHIUINAIb "HBIX 337134,
CTOSIIINX ITepes JaHHBIMU OpTaHaMH, U YCTAaHOBJICHHS CTaOMIIBHBIX HOPM, TIPaBHIL.

3. aKT ympaBlIeHHs TOCYJapCTBEHHOTO Opra—Ha, UMEIOIIUI BIaCTHBIN XapaKTep, U3JaHHBIN B paMKax IPUCBOSHHO TO
JIOJDKHOCTHOMY JIHILY, TOCYJapCTBEHHOMY OpraHy KOMIIETEHIHH, UMEIOLIHI 0043aTeIbHY0 CHITY JUIA TpaXJIaH U OpraHU3aIii,
KOTOPBIM PacIOPsDKEHUE alpECOBAHO.

4. IpaBOBOU aKT, U3JABAEMBII PyKOBOAUTEIISIMU OpraHU3aluil, AeHCTBYIOUIMMU Ha OCHOBE €AMHOHAYATIMSL.

TectoBoe 3amanue 7. Pemenue — 31o

1. pacniopsITUTENbHBII JOKYMEHT, KOTOPBIN B €TCs NPAaBOBBIM aKTOM, IPUHUMAEMBIM MECTHBIM OPraHOM BIAacTH. PemeHnusMu
0(opMIIAIOT TaKKe PE3yNBTATH IESTEIFHOCTH B APYTHUX KOJUIETHATIBHBIX OPTaHOB — KOJUIETHH MUHICTEPCTB, BEZJOMCTB, COBETOB.
2. IpaBOBOI aKT, MPUHUMAEMBII BBICIIMM UM HEKOTOPBIMHU IIEHTPATBHBIMU OpraHaMu (eepaabHON HCIOMHU "TENbHOH BIACTH,
JEWCTBYIOIMMHU Ha OCHOBE KOJUIETHAIbHOTO YI-PaBJICHUs], B LIEJIAX pa3pelieHns Hanboee BaKHbIX M IPUHIUNNAIL "HBIX 3a/]ad,
CTOSIIINX ITepeJT JaHHBIMU OpraHaMH, U YCTAaHOBJICHHS CTaOMIIBHBIX HOPM, TIPaBHIL.

3. aKT ynpaBJIeHUs IOCy1apCTBEHHOI'O Opra—Ha, MIMEIOLIMUI BIACTHBII XapaKTep, U3JaHHbIM B PaMKax IPUCBOCHHO TO
JOJDKHOCTHOMY JIUILY, TOCYJapCTBEHHOMY OpTraHy KOMIIETEHIHH, UMEIOLTUI 0043aTeIbHYI0 CHITY JUIS TPaXJIaH U OpraHU3aIii,
KOTOPBIM PACHOPsKEHHE a[PECOBAHO.

4. mpaBOBOM aKT, U37]aBaEMbI PYKOBOAUTEISIMH OpraHU3aluii, IeHCTBYIOMMUMHU HAa OCHOBE €MHOHAYAIIHSI.

TecroBoe 3ananue 8. Pacopshxenue - 3To

1. pacniopsITUTENbHBII JOKYMEHT, KOTOPBIi SBISI—€TCsI IPAaBOBBIM aKTOM, IPUHUMAEMBIM MECTHBIM OPTaHOM BIAcTH. PemeHusMu
0(bOpMIITIOT TaK)Ke PE3yNIBTATHI IS TENFHOCTH B APYTUX KOJUICTHATIBHBIX OPTaHOB — KOJUIETHH MUHICTEPCTB, BEZIOMCTB, COBETOB.
2. IpaBOBO¥! aKT, MPUHUMAEMBII BBICIIIMM MJIM HEKOTOPBIMH IIEHTPATLHBIMU OpraHaMu (eepaabHON HCIOMHI "TENbHOH BIACTH,
JEeHUCTBYIOIMMHU Ha OCHOBE KOJUIETHATIBHOTO YI-PAaBICHUs, B LIEJIAX pa3pelieHus Hauboee BayKHBIX M IPUHIIUNUAIL "HBIX 3a/]ad,
CTOSIIMX Iepe]] JAHHBIMH OpraHaMH, U YCTaHOBJICHHSI CTAOMIIBHBIX HOPM, IIPaBUIL.

3. aKT yIpaBJIeHUs roCy1apCTBEHHOI'O Opra—Ha, UMEIOLIMH BIACTHBII XapaKTep, U3JaHHbIM B paMKax IPUCBOCHHOTO
JOJDKHOCTHOMY JIUITY, TOCYJapCTBEHHOMY OpTaHy KOMIIETSHIIHH, UMEIOLTHI 0043aTeIbHYIO CHIILY JUIS TPaXIaH U OpraHU3aIIiH,
KOTOPBIM PAacHOpPsKEHHE a[PeCOBaHO.

4. MpaBOBOM aKT, N37JaBAEMBbIH PyKOBOAUTEIISIMU OpraHU3aluil, AeHCTBYIOUIMMU Ha OCHOBE €AMHOHAYAIIMSL.

TectoBoe 3ananue 9. Ilpuka3z — 3t0

1. pacmiopsITUTENbHBII JOKYMEHT, KOTOPBIi SIBISI€TCsl IPAaBOBBIM aKTOM, IPUHIMAEMbIM MECTHBIM OPTaHOM BIacTH. PenteHusMu




0(hopMIISIOT TaKKe Pe3yNbTATHI JESITEIFHOCTU U APYTUX KOJUICTHATBHBIX OPTaHOB — KOJUIETHH MUHHCTEPCTB, BEJOMCTB, CO"BETOB.
2. IpaBOBOI1 KT, IPUHUMAEMBIH BBICIIMM MJIM HEKOTOPBIMHU LICHTPAIbHBIMU OpraHaMu (eAepaibHON UCIIOIHU "TeIbHON BIACTH,
JEWCTBYIOIIMMHI Ha OCHOBE KOJUICTHATIBHOTO YI-PAaBJICHUS, B IEJIAX pa3pelleHus HanOolee BaKHBIX M IPUHIIAITHAIL "HBIX 3a/1ad,
CTOSIIINX MTepe/ JaHHBIMU OpTaHAMU, U YCTAaHOBJICHHS CTaOMIIBHBIX HOPM, IIPaBHIL.

3. aKT ympaBlieHHs TOCYJapCTBEHHOTO Opra—Ha, UMEIOIIUI BIaCTHBIN XapaKkTep, U3JaHHBIN B paMKax IPUCBOEHHO TO
JIOJDKHOCTHOMY JINILY, TOCYAaPCTBEHHOMY OpraHy KOMIIETEHIIUH, NMEIOIIMH 0053aTeNbHYI0 CHITY JUISl Tpak/laH M OpraHu3alnii,
KOTOPBIM PAacHOpsDKEHHE alpeCOBaHO.

4. MpaBOBOM aKT, M3JJaBa€MbIll PyKOBOAUTEISIMU OpTaHU3aluil, JeHCTBYIOUIMMY Ha OCHOBE €AMHOHAYATIHSL.

TectoBoe 3ananue 10. PacniopsikeHus sBISAIOTCS MOJ3aKOHHBIMU aKTaMU U AEATCS Ha JIBE TPYIIIbL:

1. pacriopspkeHHs 00I1Iero, AIUTENh "HOTO, ISHCTBHS U PACHOPSDKEHHS, KacaloIuecss KOHKPETHOTO, Y3KOTO BOIIPOCa, Pa30BOTO
ClTydast.

2. pacTiopsbKEHHUS BCEOOIIETo, UINTENb"HOT0, AeHCTBUS U PacIOpsDKEHNUS, Kacatoyecss MUHUMAIbHOT0, Y3K0T0, KOHKPETHOTO
BOIIPOCA, Pa30BOro CIIydasl.

TectoBoe 3amanne 11. OcHOBHBIE TPeOOBaHMSA K O(OPMIICHHIO KaPOBOI JOKyMEHTAIIMH B OPTaHU3AIHH IIPEIbIBICHBI:

1) TpynoBbiM kopekcom PO

2) YcraBoM opraHu3aiuu

3)Ircaoy

4) NuCcTpyKIHEH T0 KaIpOBOMY AEIONPON3BOACTBY

TecroBoe 3ananue 12. HopmaTuBHBIi akT, 00s3bIBatomuil paboTonaTens: JOKyMEHTUPOBATh TPYAOBYIO AESITEIbHOCTh PA0OTHHKA. . .
1) Pacniopsixenue IIpaBurenbcrBa PO ot 23.04.1992 No781-P «O xpaHeHUn JOKYMEHTOB I10 JINYHOMY COCTaBY»

2) Tpynosoii kogexc PO

3) ITocranosnenue [IpasurenscTsa P® ot 16.04.2003 Ne225 «O TpyHAOBBIX KHIKKAX)

4) IMocranosnenne Muntpyaa P® ot 10.10.2003 Ne69 «O06 yTBEp:KACHUN HHCTPYKIMU TI0 3aTIOTHEHUIO TPYAOBBIX KHIDKEK
TectoBoe 3amanne 13. [IpaBOBOM aKT, MEPEUNCIIAIONINHA BUIBI JOKYMEHTOB, IPEAOCTABIEMBIX IIPH 3aKII0YECHHN TPYIOBOTO
JIOTOBODA. ..

1) YcraB opranuzauuu

2) IIpaBuna BHyTpEeHHETr0 TPYIOBOIO PACIOpsAKa OpraHU3aluu

3) IMonokeHue o MepcoHase OpraHu3aIiH

4) Tpynosoit kogexc PO

Tecrooe 3ananue 14. Heobxoanmocts 0(hOpMIICHHE JINYHBIX €1 PAOOTHUKOB PEriIaMeHTHPOBaHA:

1) OKY /[

2) OCHOBHBIMH NIPaBUIAMH PAOOTHI APXUBOB OpraHMU3aAIMI

3) IlpaBusiaMu BHYTPEHHETO TPYIOBOTO PaclopsiiKa

4) IlepeuneM THIOBBIX YIPABICHYECKUX JOKYMEHTOB, 00pa3yIOLIUXCS B IS TEIBHOCTH OPraHN3aldi, ¢ yKa3aHHEM CPOKOB
XpaHEeHUs 5

TecroBoe 3ananue 15. TpynoBble IEHCUM yCTaHABIUBAKOTCS U BBIILIAYUBAIOTCS B COOTBETCTBUM.

1) @3 «O rocymapcTBEHHOM ITEHCHOHHOM obecrieueHuH B PD»

2) @3 «O TpynOBHIX IeHCHsAX B POy

3) @3 «O BerepaHax»

4) @3 «O06 06s3aTeNnbHOM NEHCHOHHOM CTpaxoBaHUU B PD»

Tecrooe 3aganue 16. [Ipu oopmileHUH TPYIOBBIX IPABOOTHOLIEHUH 0053aTEIbHBIM JOKYMEHTOM, PETJIaMEHTHPYIOINM
00513aTeNBCTBA CTOPOH, SABISCTCS:

1) 3asBeHME O IpHIEMeE Ha PaboTy

2) KOJUIEKTUBHBIH JIOTOBOP

3) TpyzoBOE coTyanieHue

4) TpyIOBOH TOTOBOD

TecroBoe 3ananue 17. CTpykTypa KaJpoBOil JOKyMEHTAIUU BKIIOYAET B ceOsl:

1) npuKa3bl HO OCHOBHOM A€ATEIBHOCTH

2) mpHUKa3bl O aIMUHICTPATHBHO-X03IHCTBEHHON AEATEIHHOCTH

3) mepenucKy ¢ BBIIIECTOAMIEH opraHu3aIeit

4) npuKasbl 110 JUYHOMY COCTaBY

OCHOBHO¥ 3Tan

TecroBoe 3ananue 1. Kakne peKBU3HUTHI SBISIOTCS B3aMMOUCKITIOUAIOIMMH IpH 0(OPMIICHUH OJIaHKa, Ha JII0OOM OJIaHKE MOXKET
OBITH M300paKEH TOIBKO OJWH U3 ATUX PEKBU3UTOB?

1. 01,02,03- T'ocynapcTBenHslii repd Poccuiickoit @enepanumn, repd cyosekra Poccuiickoit peneparun, OMOIeMbl, TOBapHbIE 3HAKU
2. 02,03,04- I'ep6 cyobekra Poccuiickoit heneparuu, OMOIeMbl, TOBapHbIE 3HAKH, KO OPraHU3aI[HH

3. 01,03,04- 'ocymapctBeHHsIi repd Poccuiickoit denepannu, IMOIeMBl, TOBapHBIC 3HAKH, KOJ OpTaHH3aIlIH

TectoBoe 3amanne 2. DTOT PEKBU3UT ABIACTCSA 00S3aTEIBHBIM; OH IIPOCTABISAETCS B COOTBET "CTBHHU ¢ OOIIepOCCHICKIM
kiaccupukaTopoM npennpusatiii u opra—Huzauuii (OKIIO) u BriItouaeT B ce0s BOceMb 3HAKOB:

1. 04 - ko1 opraHuzanuu

2. 05 - 0CHOBHOM rOCYJapCTBEHHBIN PErHCTPALMOHHBIN HOMEP FOPUANIECKOTO JIHULIA.

3. 07— xox (hopMbI JOKyMEHTa

TectoBoe 3ananue 4. Hag 9TUM peKBU3UTOM yKa3bIBalOT COKPAIEHHOE, a IIPH €r0 0T-CyTCTBUU — IOJIHOE HAaMEHOBaHUE
BBIIIIECTOSIIEH OPraHU3aINN:

1. 08— HauMeHOBaHUE OPraHU3aLUY, SIBJIIOILEICS aBTOPOM TOKY "MEHTA.

2. 06— naeHTUUKAIIMOHHBIM HOMEP HAJIOTOIIaTeNbIIMKa / KOJI IPUYMHBI TOCTaHOBKY Ha yueT (MHH / KIIIT}




TectoBoe 3amanue 5. 310 ycnoBHOe Hu(poBoe (MHOTra OyKBeHHO-IIM(POBOE) 0003HaUe "HUE JOKYMEHTa. B Hymeparmu
PEKOMEH/TyeTCS MCITOJIL30BaTh ABY3HAUHbIe HOMepa, Hanpumep: Ne 03-05/123, rae 03 — HOMep CTPYKTYPHOTO moapasaene—Hus, 05
— HOMEp Jie1a 110 HOMEHKJIAaType, 123 — HOopsIKOBBIA HOMEP CaMoro JOKyMEHTa:

1. 12- perucTpaluOHHBIN HOMEP TOKYMEHTa

2. 13- ccpika Ha pETUCTPALIMOHHBIA HOMEp U ATy AOKyMEHTa.

TecTtoBoe 3amanue 6. OTOT PEKBU3UT B BUJIE HAJIMKUCH HA JOKyMEHTE, CAENaHHas JOIKHOCT-HBIM JIUIIOM U COAEpIKallasi IPUHATOE
uM pemreHre. OHa 3aKpeIuIsfeT PacTopsHKEHNE PYKOBOANTENSI OTHOCHTENIFHO BOTIPOCA, OTPasKEHHOTO B IOKYMEHTE:

1. 16 — rpu¢ yTBepKIeHUS TOKyMEHTa

2. 17 — pe3onronus

OcHOBHOH 3Tan

TecroBoe 3ananue 1. Kaknue 10KyMeHTHI IOABEPratoTCs perucTpanuu?

A). BHyTpeHHIE BXOIAIINE;

B). Bxonsmue, ucxoasiiye

B). Tonbko BHYyTpeHHHE

I') [IpaBuIIEHOTO OTBETA HET

TecroBoe 3ananue 2. Uto aenarh ¢ OIUO0YHO MPUCITaHHBIMU KOH(EIEHIINATbHBIMHA JOKYMEHTaMH?

Bri6pocutsb

OTmpaBuT 00paTHO

ITo cornmacoBaHMIO C OTIIPABHUTENEM IIepecIaTh B HY KHBIH anpec

TecroBoe 3ananue 3. Ha yto OynyT cChUIaThCS MPU PETHCTPALIUH BXOSAIIUX JOKYMEHTOB, TIOTEHIUAIBLHO COAECPIKAIINX
KOH(PHIECHIIUATBHYIO HH(POPMALIHIO?

Ha Ilepeuenn

Ha pemenue pykoBoguremnst

Ha 3n1passlii cMbich

Ha nanmume rpuga, KoTopslit 00513aH IOCTaBUT OTIPABHUTEIh

TecroBoe 3ananue 4. UTo IPOUCXOAAT C KOHPHUICHIIMATHHBIMH JOKYMEHTAMH, KOTOPBIE HE UCTIONB30BaHbBI B TEKYIIIEM
JIEJIOTPOU3BOICTBEHHOM TOTY

Nx ynudroxarot

WX mepeBOIAT TSI UCTIOTHEHHSI B HOBOM JIEJIOTPON3BOICTBEHHOM T'OJTY

Taxolf HEOOXOJMMOCTH HE BO3HHUKAET, TAK KaK OpraHU3aIlK 00sS3aHbl BCE UCTIOIHUTH B TEKYIIEM TOY

TecroBoe 3ananue 5. UTo moapazyMmeBaeT SKCIeAnIMOHHast 00paboTka?

VY4eT 1 perucTpaluio BXOAAIMX TaKETOB JJOKYMEHTOB.

VYder u perucTpanuio UCXOIAIMINX MAKETOB JJOKYMEHTOB

Hro u npyroe

[IpaBunbHOrO OTBETA HET

TecroBoe 3ananue 6. CTOUT JIU MPUHAMATH HAJIOPBAHHBIH MAKET ¢ KOHPHUICHINAILHBIMU TOKYMEHTaMH, aJpECOBAaHHBII B Bally
opraHuzanuio?

Her He cTout, HY’)XKHO COCTaBUTh aKT U BEPHYTh 00paTHO

Crourt, HO COCTaBUTh aHThI

OcHOBHOH 3Tan

TectoBoe 3amanne 1. [TocnenoBaTeIbHOCT MOATOTOBKA TOKYMEHTOB K MOCIEAYIONIEMY XPAHSHHIO M UCIIOIh30BAaHMIO BKITFOYALT:
. DKCTIEPTH3Y [EHHOCTH

. opopmIieHne en

. COCTaBJIEHUE ONHUcel nen

. obecnieyeHne X COXPaHHOCTH;

. IepeAady e B apXUB OpraHU3allH

TecroBoe 3ananue 2. B 1e10npou3BOACTBE IKCIEPTHU3A IEHHOCTH MPOBOAUTCS MPH:

COCTaBJIEHHH HOMEHKIIATyPBI e

(hopMupoBaHUH AT

MOJATOTOBKE /1€ [UIs TIepeiaul B apXUB OPTaHU3aIMU TIOCIIE 3aBEPLICHNUS X JEIONPOU3BOACTBOM
CO3/1aHUU JJOKyMEHTa

peTucTpanuy J0KyMeHTa

TecroBoe 3ananue 3. [1o cpokam XpaHEHHUs! JOKYMEHTHI IENATCS Ha TPYIIIBL:

C MIOCTOSTHHBIM CPOKOM XpaHEHHUs

€O cpokoM xpaHeHus cBeime 10 et

€O cpokoM xpaHeHus a0 10 et

CO CPOKOM XpaHEHUs] MEeHee rofa

CO CPOKOM XpaHEHUs] MEHEE 6-TU MECSLIEB

TectoBoe 3amanne 4. B ocHOBE pOBeAEHHS SKCIIEPTH3HI IEHHOCTH JOKYMEHTOB JISKAT MPUHIIUIIBL:
UCTOpU3MA

BCECTOPOHHOCTHU

KOMIUTEKCHOCTH

9KOHOMHYHOCTH

OIIepPaTUBHOCTH

DN AW -




TecroBoe 3amanue 5. B rpyniy KpuTepues dKCIEPTU3bl HEHHOCTU JOKYMEHTOB BXOJAT:
MIPOUCXOXKACHUE

cofiepKaHue

BHEIITHHE 0COOCHHOCTH

HaMEHOBAaHUE BHJIA

3arojIOBOK K TEKCTY

TectoBoe 3amanne 6. B skcnepTHYI0 KOMHCCHIO BKITIOUAIOTCS paOOTHHUKH 3HAIOIINE:
CTPYKTYPY U JESATENbHOCTb OPTaHU3aIuU

JIEJIONPOU3BOICTBO

COCTaB IOKYMEHTAIIIH

MHOCTPAHHBIC A3BIKN

TEXHOJIOTHIO TIPOU3BOJICTBA

TectoBoe 3aganue 7. DxcneprHo-nipoBepouHas komuccus (DI1K) Haznavaercs B ...
APXUBHOM YUPEKICHUH

OpraHM3aIyu

MUHHMCTEPCTBAaX U BEJOMCTBAX

KPYIHBIX OPTaHU3AIIIX

TectoBoe 3aanue 8. Penienus skcrepTHON KOMUCCHM BCTYIAlOT B CUJTY MOCTIE ...
YTBEPIKACHHUS UX PYKOBOAUTENIEM OpPraHU3aLuu

yTBEpKIeHUS UX pykoBoautesem DIIK

TIOCJIE TIOITHCH WICHAMH KOMHCCHH

HOCJIe IOAIKCH MpeficeiaTeneM KOMUCCHU

TectoBoe 3amanue 9. DKCIepTU3y LIEHHOCTH TOKYMEHTOB OCYIIECTBIIIOT paOOTHUKH ciryx0b1 JIOY coBmecTHO ¢ DK
COTPYJHHKHU apXHBa OpTraHNU3aluu

YWICHBI SKCTIEPTHON KOMHUCCHI

HE3aBHCHMOI OpraHu3aluu

TecroBoe 3ananue 10. B pesyibrate npoBeAeHuUs SKCIEPTU3bI HIEHHOCTU BBIACISIOTCS IPYMIIBI JOKYMEHTOB HOJIEXKALIHE:
MOCTOSTHHOMY XPaHEHHUIO

BPEMEHHOMY XpaHeHuto (cBblme 10 j1eT) B apXuBe OpraHU3aIiu

BpeMeHHOMY XpaHeHuIo (10 10 JieT) B CTPYKTYPHBIX MOAPA3ICICHUIX

TOJISKAIIIE YHIYTOXKECHHIO

BPEMEHHOMY XPaHEHHUIO (10 5 JIeT) B CTPYKTYPHBIX IMOIPA3ICTICHIUSIX

BPEMEHHOMY XpaHEHUIO

TecroBoe 3ananue 11. [To pe3yabraTam 5KCHEPTH3BI LICHHOCTH JOKYMEHTOB COCTABIISIETCS:
OITHCH €] TIOCTOSTHHOTO CPOKa XPaHEHHS

OTIHCH J1eNT BpeMeHHOTo (cBbiIe 10 eT) XxpaHeHus

OIKCH JIeJI TIO JIMYHOMY COCTaBY

aKT O BBIJICTICHUH K YHUUYTO)KEHHIO JICI, He ITOTeKAIINX XPaHCHUIO

OITHCH A€ BPEMEHHOTO (10 5 JeT) XpaHeHUs

OIIKCH JIeJ1 IO OCHOBHBIM BUAAM AEATEIbHOCTH

3aBepIuaromuii stan

TecroBoe 3aganue 1. CoriaacHo HOKHOCTHOMY PETJIaMEHTY B JOJDKHOCTHBIE 00S3aHHOCTH OMOIIHUKA CYJIbH HE BXOJIUT:

a) U3y4eHHe kano0, 3asBICHNUH, 1eJI, HOCTYNUBIINX K Cy/Ibe, BHECCHUE MIPEATIOKEHHUH 110 IpUEeMy X K IIPOM3BOACTBY (00 OTKa3e B
npueme, BO30YKIeHHUH Jiea, Ha3HAYCHUH | T.1I.);

0) yuacTue B MOJATOTOBKE €T, HaXOISAIINXCS B IPOU3BOJCTBE CYbH, K CyA€OHOMY pa30upaTeNbCTBY;

B) 0/100p 3aKOHOB, HOPMATHBHBIX aKTOB, MaTEPHAIIOB CyAEOHOI NPaKTUKH HEOOXOAUMBIX CY/IbE I pACCMOTPEHHUS JIena.

T) IOATOTOBKA 3aKJIFOUCHHUS 110 CIIOPHBIM BOIIPOCAM IIPUMEHEHHS 3aKOHOATEIILCTBA,;

JI) PaCCMOTpPEHHE TPAXKTAHCKUX M YTOJOBHBIX JIe] IO CYIIECTBY;

€) TOJIrOTOBKA NPOEKTOB Cy1eOHBIX OCTAHOBJIEHHH 110 JIesIaM I10 TIOPYUCHHUIO CYAbH;

TectoBoe 3amanne 2. OTBETCTBEHHOTO 3a JAETOIPOU3BOJICTBO B CyJIe Ha3HAYACT:

a) mpeacenaTesb Cya;

0) 3aMecTUTENb IpeAceaaTeNs Cya;

B) HAYAIBHHUK KaHIEIAPUH Cya.

TectoBoe 3amanne 3. CormacHo AOHKHOCTHOMY PETrJIaMeHTy B IOJDKHOCTHBIE 00S3aHHOCTH CEKpeTaps CyAeOHOro 3aceqaHus He
BXOJUT:

a) Ha3Ha4YEHHE K PACCMOTPEHHMIO YTOJIOBHBIX, IPAXIAHCKUX JIe]l U MAaTEPHAJIOB;

0) mpoBepKa SIBKH JINII, KOTOPHIE BEI3BIBAINCH B CY/ICOHOM 3acefaHNe, 1 OTMETKA B TIOBECTKaX BPEMEHH UX HaXOXKACHHA B CY/IC;
B) BEICHHE IIPOTOKOJIOB CyI€OHBIX 3aCeJaHUH, 03HAKOMIICHHE ¢ HIMH yJaCTHHKOB IIPOIIECcca 110 UX XOJaTaiiCTRY, 3asBICHHOMY 10
BBIHECEHHS CyJIeOHOTO peLIeHHUs 110 JIeIy;

r) oOpMIICHHE YTOJIOBHBIX, IPaXKIAaHCKHX €I II0CIIE X PACCMOTPEHHUS U Ca4a UX B KaHLEISIPHIO Cy/1a;

) I3TOTOBJICHUE MIEYaTHBIX KOITHH CyAeOHBIX aKTOB

TectoBoe 3amanue 4. 3agBUTEIIO0 O MPECTYIUICHUH MOCJIE PETUCTPAIIMU COOOIIEHHS BBIIACTCS:

a) TaJIOH-yBEIOMIICHUE;

0) TaJIOH-KOPEIIIOK;

B) CIIpaBKa-yBEAOMIICHUE;

T) aKT O IPUHITUU COOOILECHHS.




TectoBoe 3amanue 5.X0aTaliCTBO 0 3aKITIOUEHHH JIHLA MTO]] CTPaKy MOAJIEKHUT PACCMOTPEHHUIO CyAbeH B 10CYAeOHOM
HPOU3BOJICTBE!

a) B TeUEHHE 8 4YaCOB ¢ MOMEHTA IIOCTYIUIEHHUS MaTEPUAJIOB B CYJ;

6) B TeueHne 12 4acoB ¢ MOMEHTA IOCTYIUICHHS MaTePHAJOB B CY/I;

B) B TeueHHUe 24 4acoB ¢ MOMEHTA IOCTYIUICHHUS MaTePHaJIoB B CyL;

T) B Te4eHHE 3 4acOB C MOMEHTA IOCTYIUIEHHS MaTEPHATIOB B CY]I.

5.2. TeMbl NHCbMEHHBIX PA0OT (KOHTPOJIBHBIX U KYPCOBBIX padoT, pedeparToB)

VK-4: CriocobeH oCyIecTBIATh JeT0BYI0 KOMMYHHUKAIMIO B yCTHOH M MMCEMEHHON (JOpMax Ha roCylapCTBEHHOM SI3BIKE
Poccwuiickoit ®eneparn u nHOCTpaHHOM(BIX) YK-4.1: Onepupyet npuHIMIIaMI TOCTPOSHNS YCTHOTO U IINCHMEHHOTO
BBICKA3bIBAHMS HA TOCYJAPCTBEHHOM M MHOCTPAHHOM SI3bIKaX; TpeOOBaHHS K 1e0BOH ycTHOH U nmucbMenHoi YK-4.2: [Ipumenser
Ha MPaKTHKE YCTHYIO U MICbMEHHYIO JIJIOBYI0 KOMMYHUKALIUIO

ITK-5: CriocoOeH 06ecednTh COOII0eHIEe 3aKOHHOCTH B ACATSIHHOCTH OpTaHU3aINy (IPEAPUATHS) U 3aIIUTY €T0 IIPaBOBBIX
UHTEPECOB

[IK-5.2: OcyuiecTBisieT NpaBOBYIO SKCIIEPTU3Y NMPOEKTOB MPUKA30B, UHCTPYKIMH, MOJIOKEHUH, CTAHAAPTOB U APYTHX aKTOB
IpaBOBOTO XapaKTepa, MOAroTaBINBAEMBIX B OPraHU3aLUI

Ob6ocHyiiTe, moueMy JOKYMEHTAIUS SBISIETCSI BXKHBIM JIEJIOBBIM aKTUBOM MPEANPUATHS.

Omnpenenure OCHOBHbIE TEHJEHINU pa3BUTHs JOKYMEHTHPOBAHMS YIPABICHYECKON IESATENbHOCTH B COBPEMEHHBIX
YCIIOBUSIX.

[NoscHute, KakM 00pa30M OCYIIECTBIICTCS PETYyINPOBAHNE COCTABA JOKYMEHTOB MPEANPHUATHS H3ydaeMoi Bamu otpacim.
Iepeuncnure u3BecTHsle BaM HOpMAaTHBHBIE AKThI, B KOTOPBIX JaHBI ONPEENCHUS TEPMUHA «T0KYMEHT». OOBSICHUTE, B UYEM
3aKJII0YAETCs MPUHLIUIMANBHASA Pa3HULA MEXKIY CYLIECTBYIOIIUMH TPAKTOBKAMHU JAHHOTO MOHATHS.

Ha3zoBuTe BHyTpeHHIE HOPMATHBHBIC JOKYMEHTHI IPEIIPHATHSA, CO3/1aBacMBbIe [T YHOPAIOUYEHHS ero paboTHI C
JOKyMEHTHUPOBAaHHOI nH(popManue.

[epeunciaute peKBU3UTEI, ABIISIOIIUECS 00S3aTEIbHBIMU JJIsL BCEX JIOKYMEHTOB, BXOJAIINX B YHU(DUIMPOBAHHYIO CHCTEMY
OpraHU3alIOHHO-PaCIOPAUTENBHON JOKYMEHTALUH.

Packpoiite 0coOeHHOCTH MPUAAHUS IOPUITYECKON CHIIBI SJIEKTPOHHOMY TOKYMEHTY.

CocraBbTe 0011Me OJaHKH 1 OJJAaHKH MUCbMa JJIS BCeX CTPYKTYPHBIX NoApasaeneHuil npeanpusatus Bameit orpaciou. Coctan
CTPYKTYPHBIX NOJpa3/ieIeHUI ONPENETUTE CAMOCTOSTENBHO.

CocraBpTe 00mue OJaHKK U OJJAHKK MMHCHMA JUTS BCEX PYKOBOIINX JOJDKHOCTHBIX JIMIL, TIPEANpHATHS Barmei orpaciy,
o0JaaroImux nNpaBoM noanucu. HanMeHoBaHUS JOMKHOCTEH PyKOBOAUTENEH HCIIONb3yiiTe Mo Bamemy ycMoTpeHHIO.
O6ocHyiiTe, moyeMy He0OX0MMa CTaHAAPTH3ALMS (POPMATOB SIEKTPOHHBIX JOKYMEHTOB.

ITpuBemuTe MpUMepH! yIpaBIeHIECKUX JOKYMEHTOB, B KOTOPBIX OCHOBHAS JlaTa MOKET HE COBIANATh ¢ (PaKTUIECKIM BpEeMEHEM MX
HONUCAHUSL.

YkakuTe NPUHIUIHAIBHbIE Pa3INYUs COCTABICHUS MIPOLIECCHBIX PErTIAMEHTOB U CTPYKTYPHBIX PETJIAMEHTOB.

PackpoiiTe 0cCOOCHHOCTH paboTHI ¢ IOKyMEHTaMH, COJEPKANMU KOH(HUICHINAIbHY0 HHPOPMAIHIO (IIEPCOHANBHbIC JaHHbIC,
KOMMEPUYECKYIO TaifHy).

CocraBbre Kozmekc koprnopaTHBHON 3THKH Hpeanpustus Barmeit orpacnu. B nepsoii vactu Kogexca u3moxute EHHOCTH, LIEIH U
HNPUHLUIBI IPEANPUATHS, B COOTBETCTBUU C KOTOPBIMHU JOJKHBI BHICTPAaUBAThCSI €10 OTHOIIEHHS C MApTHEPAMH, KITHEHTaMH,
TOCYZapCTBOM M OOLIECTBOM; CHOPMYIHPYHTE MUCCHIO IpeApHATHs. Bo BTopoii yactu Kozmekca omummure STHYECKHe HOPMEI B
IpaBHiIa MOBEACHHS paOOTHUKOB MPEINPHATHS.

Pa3paboTaiiTe mpoeKTHl yCTaBa U YUpeAUTEIFHOTO IOroBOpa NpeanpusTus Baieit otpaciu, co3ganHoro B popme odmecTna ¢
OrpaHHYECHHON OTBETCTBEHHOCTHIO, yUPEUTEIIMH KOTOPOTO BEICTYMAIOT JBa (hU3NUecKuX Juia. OCTalbHbIE YCIOBUS ONPEACIINTE
Ha Bame ycmotpenue.

PazpabotaiiTe IpoeKT JOroBopa MeXIy NpeAnpuaTHeM Barreit oTpaciy u ero KIMeHTOM (MIPEATPUATHEM UIN (PU3NIECKUM JIUIIOM).
YcnoBusi JoroBopa yKakuTe B COOTBETCTBUH C CYLIECTBYIOIUMHU B IPakAaHCKOM 3aKOHOJATENbCTBE HOPMAaMU JUIsl JaHHOTO BHJA
(pPa3HOBHIHOCTH) JOTOBOPOB M B 3aBHCUMOCTH OT CIIEIH(DUKHN NEITEIEHOCTH TTPEITPHSATHS.

ObocHyiiTe, B KaKUX YIPaBICHYECKAX CUTYAIUAX [eJIeCO00pa3HO U31aHHEe COOTBETCTBYIOIIETO PACIIOPSIAUTEIFHOTO JOKYMEHTa: a)
npuKas; 0) pacropsbKeHHe; B) yKazaHHe.

[NosicHuTe, KaK CBA3aHbI HOPSIIOK COCTABICHUS U O(OPMIICHHS NIPHUKa3a C KAUECTBOM Pealn3alluy yIpaBIeHUYECKOr0 PEIICHHUSI.
OnumuTe TOPAIOK TOKYMEHTAIIOHHOTO 0(OPMIIEHHS AETeTHPOBAHMUS ITOTHOMOYHH PyKOBOJAHUTENIEM OPTaHU3AINN HA H3JaHUe
PacHopSAaUTENBHBIX JOKYMEHTOB.

B OAO «PaccBer» Obl1a Ipon3BeieHa MpoBepka (GUHAHCOBO-X03HCTBEHHON JIEITEIBHOCTH, B X0/I¢ KOTOPOH BBISIBIEHO YTO Ha
NPENPUATUN HE BEAETCS KypHAJl yueTa BblIauy JJOBEPEHHOCTEN U OTCYTCTBYET OTYETHOCTH 110 KOMaHupoBKkaM. CocTaBbTe
cooTBeTCTBYIOmMi npuka3. Hanmenosanue nomkHoctelt 1 @.1.0. paboTHHKOB npenpusTis — Ha Barre ycMoTpeHnue.
CocraBbTe IPUKa3 10 OCHOBHOM JESATENBHOCTH O rpaduke paboThl B Ipa3IHUYHbIE AHU (Ha4adbHUK OXPaHBI JOJDKEH oleuaTaTh
HPOU3BO/ICTBEHHbBIE IIOMEILCHUS M 00ECTICUUTh OXpaHy; IUPEKTOP 110 MEPCOHAITY JIOJDKEH 00ECIIeUUTh JIEXYPCTBO Ha TenedoHe
TJIABHOTO O(hHCa IS OTIEPAaTHBHOTO PELIEHNS BOIIPOCOB; IMIaBHBIH OyXTanTep JOIDKEH OIUIATUTh AEKYPCTBO B IBOMHOM pa3Mepe).
HanmvenoBanue @©.1.0. paboTHUKOB IpeAnpusTHs — Ha Bame ycmoTperue.

CocraBbTe IIPOEKT MPHKa3a 10 JMYHOMY COCTaBY CO CIETYIOMIUMH JaHHBIMU:

a) 0 mpreMe Ha paboTy Ha TOJDKHOCTB cekperapsi-pedepenra [letposoit AHHBI FIBaHOBHEI,

6) 06 yBomsHeHIH CMmupHOBa [1aBna CepreeBuda ¢ JODKHOCTH INTAaBHOTO OyXTanTepa B CBSI3H C YXOIOM Ha IICHCHIO;

B) O MPEIOCTABICHUH OUYEePETHOr0 OTIycKa 3koHOMUCTY CtpenbiioBoit Mapuu BacunbeBHe.

OcranpHble JaHHBIE YKAXKUTE MO0 CBOEMY YCMOTPEHHIO.

Ha obmewm 6manke npennpustus Barmeit orpacim, co3qaHHOTO B ()OpMe OTKPHITOTO aKIIHOHEPHOTO 00IIECTBA, COCTAaBBTE MIPOEKT
pemenust CoBeTa JUPEKTOPOB 00 yIaCTHHU BBICTaBKE, TOCBSIIEHHOH MpobieMaM 1 HepcrieKTUBaM Pa3BUTHA oTpacii. Temy
BBICTaBKH, MECTO U MECTO €€ MPOBECHNS YKaXUTE CaMOCTOATENbHO. B KOHCTaTHPYIOLIEeH YacTH COLNTHTECH Ha TO, YTO y4acTHe B




JTAaHHOH BBICTaBKe MPETyCMOTPEHO KOOPIMHAIIMOHHBIM ItaHoM CoBera qupekTopoB oT XX.XX.20 . B mocraHoBmsIomIeH yacTy, B
TOM UHCIIe:

- IOPYYUTE 3aMECTHTEIIO TeHEPATFHOTO TUPEKTOPa MOATOTOBUTE IPEUIOKEHNUS IO COCTaBY JAENETalliy 1 MPeTOCTaBUTh Ha
paccmoTperue CoBeTy AUPEKTOPOB B OMPEICICHHBINH CPOK;

- IOpy4HUTEe OTAEITYy MAapKETUHTa BO IMIaBE C €ro HauaJlbHUKOM YTOYHUTH CIMCOK IIAHUPYEMBIX K IEMOHCTpPAIMU Ha BHICTaBKe
JOCTHXKEHHH, 000pyA0BaTh CHIELUANIbHBIE CTEH Il 71 AEMOHCTPALMH JOCTHKEHUH U MOArOTOBUTh MPE3EHTAIMIO U JOKIaJ B
oIpezielIeHHbIe CPOKHU (TeMy IPE3EHTAINN H TOKJIaIa YKaKUTE CAaMOCTOSTENBHO).

CocTaBbTe COOTBETCTBYIOMINIT PACHOPAAUTEIBHBIH JOKYMEHT, OMUPAsICh HA MPEIOKECHHYIO CUTYaLHIo:

1). Aupexrop OAO «Cynep-Typ» uznai... 00 opraHu3aluu CeMEHHbBIX TypoB 1o Poccun u 3a py6ekom B cpok 10 21.06.2007.
IToaroToBUTH HEOOXOMUMBIE TOKYMEHTHI TOPYUYEHO cTapiieMy MeHemkepy 1.O. BacunbeBy.

2). Coset aupektopoB OAO «IIpazgauk» u3gai... 06 oobeauHeHNn opranu3anuii «Ceromas» u «Kaxaplit 1eHb» B CPOK 10
03.09.2007. KOHTPOJIb 32 UCHIOJHEHHUEM ... OBLI BO3JIOKEH Ha renepanbHoro nupekropa 3AO «Ceronus» P.A. Kacarkuna.
Odopmute npoToKoI cOOpaHus paOOTHUKOB KOMMEPUYECKOI OPraHu3aIuy ¢ ITIOBECTKOMN JHS:

1) O HampaBieHUAX Pa3BUTHI KOMMEPUECKOH AEATeTbHOCTH MPEATIPUSATHS.

2) O BBeICHUH HOBBIX PETJIAMEHTOB I10 IKCIIEPTH3E KauecTBa TOBAPOB.

OcranpHble JaHHbIE — Ha Baie ycMoTpeHue.

HasoBute oCHOBHEIE (DYHKIINH, KOTOPHIE BHIIIOJIHSICT B TEKCTE JICIOBOTO MICEMa OOpaIleHNe K aipecary.

Ha3zoBuTe 0CHOBHBIE pa3IHdHs B O(OPMIICHHH JETIOBBIX MIICEM B OTCUECTBCHHON M 3apyOeKHOH (B T.4. MEXKAYHAPOIHOIN)
HpaKTHKE.

VYkaxuTe 0cOOEHHOCTH 3JIEKTPOHHBIX IIMCEM KaK ()OPMBI JA€JIOBOH MEPEITHCKH.

Omnpenenure pa3sHOBUIHOCTH JIEIOBOTO IIHChMA TI0 SI3BIKOBBIM (hopMymam:

1) Ilpocum cooOIINTH JaTy mpHe3aa aAenerandu ot Bamei Gupmbt

2) MsI yBepeHsl, uTo Bac 3auHTepecyeT BHICOKOE KaueCTBO Hallell MPOIyKIUH. ..

3) B cBs3u ¢ mpuOIIKEeHREM CPOKOB ITOCTaBKH, HalOMUHaeM Bawm, 4To. ..

4) Ham Oyner npuatHo BuaeTh Bac Ha ro0miee Harmeil GupMBbI, KOTOPBIH COCTOUTCS. ..

5) K coxxanenuto, Mbl He MO>KEM MPHUHATH Ballie npeagoxeHue. ..

6) IIpencrapisio Ha yTBEpKAECHHUE NMPOEKT IUIAHA. ..

BbI KoMMepYecKui AUPEKTOp ONTOBOH TOProBoi (upmel «KpacoTa i rapMOHUS» 110 TIPOJayke KOCMETHIECKON B TTap(proMepHOit
npoayKIuy. Bam He00X0MMO MPOBECTH peKIaMHY0 KoMaHuio. OhopMuUTe peKIaMHOE IHCHMO JUIS IEJIOBBIX MApPTHEPOB.

Bel siBNIsieTeCh BEAYIUM CIIELMANNCTOM KHIDKHOM sipMapku. CocTaBbTe TEKCT MUChMa-NPUTIIALIEHUs] MOTEHIHAIBHBIM YYaCTHHUKAM
SApMapKH. YYacTue B 3TOU sipMapKe MO3BOJIHT ITUPOKO MPEACTABUTH KHIDKHYIO IIPOIYKINIO MAPTHEPOB, MPOJATh SKCIOHATHI CO
CTEH/IOB, M3YYUTh OCOOCHHOCTH PHIHKA M 3aKJIFOYNUTH BBITOJHBIC CICTKH.

CocTaBbTe TEKCT MUChMa, IOATBEPKAAIONIEro cornacue Gupmbl « COMHBIIIKOY ¢ MPEATI0KEHHBIM pupMont «O61auKk0» rpadruKoM
MIOCTaBKH TOBapOB B TEUECHHE CPOKA JICHCTBHUS OrOBOPa MOCTABKY. B muchMe Takke yka3blBaeTcsl Ha HaIlpaBlIeHUE GUPMOit
«COITHBIIKOY» [UIS TIOIICAHNS SK3EMIUTIPOB JOTOBOPA, YKE IOAIIMCAHHEIX C €€ CTOPOHBI.

CocraBbte 3asBieHHe MeHekepa benkunoii C. C. o mpefocTaBieHnu eif ouepeaHoro oTimycka 3a 20 Tox.

Ha o6mem 6:1anke Bamrero npeanpustust COCTaBbTe HHCTPYKLMIO MO JIETONPOU3BOCTBY, PyKOBOACTBYSICH PEKOMEHIALUSIMH,
TPeTyCMOTPEHHBIMH POCCHICKOI HOPMaTHBHO-METOANIECKOH 6a30ii.

PazpabortaiiTe monoxeHue o ciryxk0e TOKyMeHTaIlMoHHOTo obecriedeHus ynpasnenus (JAOY) npexnpustus Bameit orpacin.
Hazpanue u coctaB ciyx0b1 JJOY onpeaennte caMOCTOSITENBHO B 3aBUCUMOCTH OT CTaTyca U Maciutaba Bamero npeanpusitus.
Pa3pabotaiiTe JoKyMeHTaMOHHOE OOecIeYeHHE PeXUMa KOMMEPUECKOH TaifHbl Ha npexnpusaTii Bamelt orpaciu. C 3Toi Lemnbio
COCTaBbTE:

- epeueHb HH(HOPMAIHH, COCTABIIONIEH KOMMEpUECKy0 TaliHy Bamero mpempusTus;

- CHUCOK JOKYMEHTOB IPeINpHUITHS, COAEPKALIUX KOMMEPUECKYIO TaitHy;

- HHCTPYKIIHIO TI0 padoTe C JOKyMEHTaMH, COJIeP KAIIMMH KOMMEPUECKYIO TaiHy.

Omnpenenure NpeNMyIIECTBA PETHCTPAIMN JOKyMEHTOB Ha OCHOBE IIPHUMCHEHHS aBTOMAaTH3HPOBAHHBIX TEXHOJIOTHIA B
JIeTIOMPOU3BOJICTBE.

[TepeunciuTe HOKyMEHTBI, BKJIIOUAaEMbIE B ApXUBHBIH (OHI OpraHu3aIuy.

YKaXuTe OCHOBHBIE (DYHKIIMHM, KOTOPHIC BEITOTHIET HOMEHKIIATYPa A€ OPTaHu3aIHH.

YkaxuTe, Kakue JeHCTBH HEOOXOIMMO MPeAPUHUMATE U Kakue (PaKTOpHI CIeIyeT yUHTHIBATh A 00eCIIeUeHUs JUINTEIBHOTO
XpaHEHMs TEKTPOHHBIX JOKYMEHTOB.

Bergenure rpymmnsl paGOTHHKOB OPTaHU3AIMH B COOTBETCTBUH C (DYHKIIMSIMH, BHIITOJTHSIEMBIMHA HMH B CHCTEME aBTOMATH3aINN
JIeTIONPON3BOJICTBA B JOKYMEHTO000POTA.

5.3. OueHouHbIe CPEACTBA A/l IPOMEKYTOYHOMH aTTeCTALUH

YK-4: CiocoGeH 0CyImecTBIATh IeJIOBYI0 KOMMYHHKAIUIO B CTHOM M MHCBMEHHON (popMax Ha TOCYIapCTBCHHOM SI3BIKE
Poccuiickoii @eneparuu u nHocTpanHOM(bIX) YK-4.1: OnepupyeT npuHUMIaMU TTOCTPOESHUS YCTHOTO U TMCbMEHHOTO
BBICKA3bIBaHUSI HA TOCYIAPCTBEHHOM U MHOCTPAHHOM $sI3bIKax; TpeOOBaHUS K JIENIOBOI ycTHOH 1 nucbkMeHHOH YK-4.2: [Ipumensier
Ha MPAKTHKE YCTHYIO M MMICEMEHHYIO IEJIOBYI0 KOMMYHHUKAIIHIO

[IK-5: Cniocoben obecrieunTs coOII0AeHIE 3aKOHHOCTH B ACATENILHOCTH OpraHu3aliy (TIPEANPUATHS) U 3aIIUTY €T0 MPaBOBBIX
HUHTEPECOB

ITK-5.2: OcymecTBiseT MpaBOBYO IKCIIEPTH3Y MPOSKTOB IIPUKA30B, HHCTPYKIMH, ITOJI0KEHUH, CTAHAAPTOB M JPYTHX aKTOB
MPaBOBOTO XapakTepa, MOAr0TaBINBAEMBIX B OpPTaHU3ANH

HcTopust 0OTE€UeCTBEHHOTO JIEJIONIPOU3BOICTBA

Crioco05! yHH(HKAIUHA TEKCTOB TOKYMEHTOB

CpezncTBa KOMMPOBAHUS U OIEPATUBHOTO PA3MHOXKEHHUS JOKYMEHTOB, paboTa ¢ HUMU
Krnaccudukanus 10KyMeHTOB




Howmenkmnatypa nen, coaepaxaHie, HCIO0Ib30BaHIe

Wupexcanys 10KyMEHTOB

Perucrparys JOKyMeHTOB M IOCTPOSHHE CIIPABOYHOTO arapara

Oransl ABMKEHHUS U MOPSII0K 00pabOTKH JOKyMEHTOB

Crenuduka s3bIKa CIy)eOHBIX JJOKYMEHTOB

OTMeTKH Ha IOKyMEHTaX, MOPsIIOK UX BeJCHHS, TPeOOBaHUS K HUM
JlokyMeHTaIHs 110 TMYHOMY COCTaBYy

Topsimok nepenauu A€ B apXUB YUPEKICHUAS

OdopmireHue nei ¢ JOKyMEHTaMu

CornacoBaHue, OAIIMCAHIE U YTBEPKICHNE TOKYMEHTOB

3amnoHsAeMbIe PeKBU3UTHI OJTaHKA

Bun, nata, aBTOp, MECTO COCTaBIECHUS, KOJBI JOKYMEHTOB

OO0mye npaBuia pa3MEICHUs PEKBU3UTOB Ha OJIaHKE OpraHu3aluy

DopMyIIIp OCHOBHBIX PEKBHU3UTOB JOKYMEHTOB

OCHOBHBIE TIOHATHS U ONPEeTICHUs JeI0IPOU3BOICTBA

DopMBbl OpraHu3aluK paboThl ¢ JOKyMEHTaMH

OCHOBHBIE 3a/1a9¥ U (QYHKINH CITy>KOBI JOKYMEHTaIMOHHOTO obecrieueHns ynpasienus (JJOY)
MudopmannonHO-cipaBoYHAs paboTa ¢ JOKyMEHTaMH

CperncTBa cocTaBieHus 1 00pabOTKU TOKYMEHTOB

OdopmiieHre npruemMa Ha paboTy

[IpaBuia opopmITeHHS pacTIOPSIUTENEHBIX JOKYMEHTOB

TpeboBaHus, IpeABIBIIEMbIC K JOKIATHOHN 3aM1cKe

KoMmbroTepHble TEXHONOTHH OATOTOBKH JJOKYMEHTOB

Kparkas xapakrepuctuka 'OCT P 6.30 - 2003 r

Opraxm3anus paboTsl ceKpeTaps-pedepeHra

OcHOBHBIE (PYHKIIUH JOKYMEHTa

Buasl mpukason

TpeOoBaHMA K ITOATOTOBKE MHUITMATHBHBIX JICTIOBBIX IIHCEM

Iopsimok 06pabOTKM OTIIPABIAEMBIX JOKYMEHTOB

OO61ye TpeOoBaHMs K CTPYKTYpPE, CTHIIIO M3JI0KEHHS U OOPMIICHHIO ICJIOBBIX TIHCEM
Cramuu co3IaHus TOKYMEHTOB

[IpaBuna opopmiteHHs CIIPaBOYHO-NH(POPMAIHOHHEIX JOKYMEHTOB

Hanucarts 3asiBeHHe 0 Ipel0CTaBICHUH yU4eOHOTO OTIyCKa

ITpaBuia oopmirenns tenedoHOrpamMm

Hanucats npuka3s o nooupeHnu

CocTaBUTh J€TI0BOE MMUCHMO ¢ O(OPMIIEHHEM BCEX PEKBU3UTOB

Hammcars 3asiBieHue o npueMe Ha paboty

CocTaBHTH ITPUKa3 110 BOIIPOCAM OCHOBHOM JEATEIHHOCTH

[IpaBuna opopmireHns 0HIHATEHON JOBEPEHHOCTH

CocTaBUTh TEKCT MPOTOKOJIA MPOBEACHHS COBEIAHUS

ITpaBuita oopMIIEHNS OPraHU3aALMOHHBIX JOKYMEHTOB: YCTaB, IIOJI0XKEHNE, HHCTPYKIHS
CocraBuTh ITprKa3 00 YBOJBHEHHH 32 IIPOTYI 0€3 yBaXHUTEIBHBIX IPUINH
CocTaBHUTh TEKCT aKTa O Iepepade ael

Hanumure nucsMo-npocs0y

CocraBpTe TpHKa3 00 YBOJHHEHHH B CBSI3H C COKpAIICHHEM IITaTa paOOTHUKOB
CocraBbpTe IMpHKa3 0 MpreMe Ha paboTy ¢ HEMOIHBIM pabOdrnM THEM
Iepeuncnure OCHOBHBIE 3IEMEHTHI TPYL0OBOTO JOTOBOpa (KOHTPAKTA) CO CIEIHATNCTOM
CocraBbTe NpHKa3 00 YBOJIBHEHHH 32 MOSIBIICHUE HAa pabo4eM MeCTe B HETPE3BOM COCTOSIHUH. (IIPHIIAracTcst)
CocTaBHUTh TEKCT JOKJIAHOH 3aIICKH

CocTaBUTh TUYHYIO JOBEPEHHOCTD

CocTaBUTh TEKCT CIIPABKH, 3asBICHHS

Harmcats mprka3s o mpeocTaBiIeHuH OTITycKa

CocraBpTe AEITOBOE MUCHMO C O(POPMIICHHEM BCEX PEKBH3UTOB

6. YA EBHO-METOANYECKOE U THO®POPMAIIMOHHOE OBECIIEYEHUME JTUCHUIIJIMHBI (MOAYJIS)

6.1. Pexomennyemas auteparypa

6.1.1. OcHoBHas JuTepaTypa

ABTOpBI, COCTaBUTEIN 3armaBue W3narensCcTBO, TOM, 311 aipec
JI1.1 |'punbepr A. C. , JIOKyMEHTaIIHOHHOE 00eCTicUeHIe YIIPaBICHHS: YIeOHUK M.: FOHutn-
Top6aués H. H. , Hana//http://biblioclub.ru, 2015
Myxamermuna O. A. URL:
http://biblioclub.ru/index.php?
page=book&id=115031




6.1.2. lono/THNTe/ILHAS JJUTEPATYPa

ABTOpBI, COCTaBUTENU 3arnaBue M3narenscTBO, TOA, AI1. aapec

JI2.1 |Ko3unaE. C. Jenonpon3BoacTBO: YueOHO-METOANYECKOE TOCoOHe M.: dupexT-Menuna
HTTP://BIBLIOCLUB.RUY/,
2013

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

6.2. Ilepeuens pecypcoB HH(POPMAIHOHHO-TEIEKOMMYHHKAIIMOHHOM ceTn "MHTepHeT"

6.2.1 Ilepeyens NporpaMMHOIo oGecrevYeHust

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

6.3.1.2

6.2.2 Hepeqeﬂb COBPEMEHHBIX l]pO(l)eCCHOHa.]I])HLIX 0a3 JAHHBIX U I/IH(l)OpMalIHOHHBIX CIIPAaBOYHbIX CUCTEM

6.3.2.1 | FocymapcTBeHHAs cHCTEMa IIPaBOBOI HH(POPMAIHH - O(HIHATBHEINA HHTEPHET-MOPTAJI IIPaBOBOI HHpOpMALNH -
http://pravo.gov.ru/

6.3.2.2 | CnpaBouHas mpaBoBas cucrema «Koncynsrant [Imrocy» — http://www.consultant.ru/

6.3.2.3 | baza nannbix «bubnuoreka ymnpasnenus» — https://www.cfin.ru/rubricator.shtml

6.3.2.4 | DnekTpoHHass OMONIMOTEUHAs CHCTEMa « Y HUBEPCUTETCKas OMOIMOTeKa oHaite» - https://biblioclub.ru/

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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHME JUCIUIIJIMHBI (MOY JISA)

7.1 | CnennanbHbIe TOMEIIEHHS IPEICTABIAIOT cO00H yueOHbIC ay JTUTOPHUH JUIS IIPOBEACHUS 3aHATHH JICKIIHOHHOTO TUIIA,
3aHSATUI CEeMHHAPCKOTo THUIA, KypCOBOTO MPOSKTUPOBAHUS (BBIIIOIIHEHUS KYPCOBBIX PaboT), TPYIHIOBBIX U
HMHIUBUIYaJIbHBIX KOHCYJIBTALMH, TEKYIIEro KOHTPOJIS M IPOMEKYTOYHON aTTECTALUH, a TAKIKE MOMEIEHUS U1
CaMOCTOATEIIFHOW PAOOTHI M MOMEIIEHHNS [T XPAaHESHUS U IPOGHUIAKTHIECKOTO 00CITyKUBaHHUA YIeOHOTO 000py I0BAaHHSI.
CrnenuanbHble TTOMEIIEHH YKOMILUIEKTOBAHbI CHEHAT3UPOBAHHON MEOENbI0 H TEXHUIECKIMHU CPECTBAMU O0yUeHHH,
CITy KallMH ISl IpecTaBIeHHs yueOHOH HH(pOpMALMU OOJIBIOH ayiuTopuu. [Jjist poBeieHust 3aHATHI JEKIIHOHHOTO
THUIIA TIPeJUIATaloTCsl HAOOPHI IEMOHCTPAIIMOHHOTO 000PYIOBaHUS U YIeOHO-HATIISTHBIX TIOCOOMH, 00ecneyrnBaromme
TEMaTHYECKHE WIUTIOCTPAINH, COOTBETCTBYIOIINE IPUMEPHBIM IIPOrpaMMaM AUCHUILTHH (MOIyJIel ), pabounM y4eOHBIM
IIporpaMMam JUCIMIUIMH (Moayieit). [lomemenus A caMOCTOSITENbHON paboThl 00yYaromuXcsi OCHALICHBI
KOMIIBIOTEPHOH TEXHUKOH C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTH «MHTepHeT» 1 00ecreueHneM JI0CTyIIa B 3JIEKTPOHHYIO
HHGOPMAMOHHO - 00Pa30BaTENBHYIO CPEY.

8. METOAUYECKHUE YKA3ZAHUA JJIAA OBYYAIOIIUXCA IO OCBOEHUIO U KPUTEPUAM OIIEHUBAHUA
OCBOEHUS JTUCITUTIJIMHBI (MO YJIS)

OO0yuaronMcst HE0OX0AUMO ITOMHUTB, YTO Ka4eCTBO MOIYIEHHOTO 00pa30BaHMs B HEMAJIOH CTENICHN 3aBUCHT OT aKTHBHOW POJIH
caMoro ody4aroierocsi B yueOHOM mnporecce. OOyyaronuiAcs JODKEeH OBITh HalleIeH Ha MAKCHMAJIBHOE YCBOCHHE T101aBaCMOT0
JICKTOpPOM MaTepuaja, mocje JCKIHU U BO BpEMs CIICHHUAJIBHO OPraHU3yCMbIX HHAUBHUAYAJIbHBIX BCTPEY OH MOXKET 3a1aTh JICKTOPY
UHTEPECYIOIUE €I0 BOIIPOCHL.

.HEKLII/IOHHI)IC 3aHATUSA COCTABJIAIOT OCHOBY TCOPETUYCCKOT'O 06yqu1/1;1 1 JOJDKHBI 1aBaTh CUCTEMATU3UPOBAHHBIC OCHOBBI 3HAHUUN
0 TUCHUIUTHHE, PACKPBIBATh COCTOSHHE W IIEPCIICKTUBBI Pa3BUTHS COOTBETCTBYIOIICH 001aCTH HayKH, KOHIICHTPHPOBATH BHUMAaHHUE
-06y‘IaIOHII/IXC$I Ha HanOoJIee CIIOXKHBIX U Y3J0BBIX BOIIPOCAaX, CTUMYJINPOBATHh NX aKTUBHYIO ITO3HABATCIIBHYIO ACATCIIBHOCTD U
CIOCOOCTBOBATh (POPMHUPOBAHUIO TBOPUECKOTO MBIIITICHUS.

I'maBHast 3a7a4a JISKIIMOHHOTO Kypca - chOpMHUPOBATE Y 00yJYarOLIUXCS CHCTEMHOE MPEACTABICHUE 00 H3y4acMOM IPEIMETE,
o0ecIeynTh YCBOCHHE OYIYyIINMH CIICIIHAINCTAMH OCHOBOIIOJIATAIOMIEro y4eOHOTro MaTepraa, IPHHIUIIOB U 3aKOHOMEPHOCTEH
Pa3BUTHSI COOTBETCTBYIOIIEH HAYYIHO-TIPAKTHUECKOI 00/1acTH, a Tak)Ke METOI0B IPUMECHEHHS TIOJTyICHHBIX 3HAHUH, YMEHUH U
HaBBbIKOB.

OcHoBHbIe QyHKINY Jeknuii: 1. [TosHaBaTenpHO-00y4aromast; 2. PaspuBaromast; 3. OpueHTHpYONIe-HAPaBIOMmAs; 4.
AxrtuBuzupytomas; 5. BocriurarensHas; 6. Opranmsyromnias; 7. HHGOpMaroHHas.

Brimonnenue TMPAKTUYCCKUX 3az1aH1/11‘/’1 CIIYKUT BaXXHBIM CBA3YIOIIUM 3BEHOM MCKIY TCOPETUICCKUM OCBOCHUEM ,HaHHOﬁ
JUCLHUIUIMHBI M IPUMEHEHHUEM €€ NOJI0KEeHUH Ha npakThke. OHU CIOCOOCTBYIOT Pa3BUTHIO CAMOCTOSTENILHOCTH 00yJaromuxcs,
0oJree aKTHBHOMY OCBOCHHIO YIEOHOTO MaTepHaa, sIBISIOTCS BAXHOW IPEIIOCEUTKON (OpMUPOBaHHS TTPO(PECCHOHATBHBIX KAaYeCTB
OyIymHX CIEIHaInCTOB.

IIpoBeneHune npakTUUECKUX 3aHATHA HE CBOJUTCS TOJIBKO K OPraHUYECKOMY JIOTIOJIHEHUIO JIEKLIMOHHBIX KYPCOB U CAaMOCTOSITEIIbHOU
paboTsl 0Oygarommxcs. FIX BMecTe ¢ TeM ClIeAyeT pacCMaTpUBaTh KaKk BAYKHOE CPEICTBO ITPOBEPKH YCBOCHHS 00YYAIOIINMHUCS TEX
WJIA MHBIX TIOJIOKEHUH, JaBaeMBIX Ha JISKITUH, a TAKXKE PEKOMEHTyEeMO ISl H3YUESHHUS JINTepaTyphl; Kak (opMa TeKyIIero KOHTPOIIs
34 OTHOIICHUCM o6yqa}oumxc;1 K yqe6e, 3a YPOBHEM UX 3HaHI/II71, a CJICA0OBATCIbHO, U KAK OJWH M3 BAa)XXHBIX KaHAJIOB JJIsA
CBOEBPEMEHHOT'O MOTATHBAHMS OTCTAONINX 00yYarOIIHXCS.

HpI/I IOATOTOBKE BaKHBI HE TOJIBKO CEPHE3HAA TCOPECTUYICCKAA IIOATOTOBKA, HO U YMCHHUC OPUCHTHPOBATHCA B paSHOO6p33HI>IX
MPaKTUIECKUX CUTYAIHSX, €KETHEBHO BOSHUKAIOIINX B €T0 NEATEIHbHOCTH. DTOMY CIIOCOOCTBYET (hopMa 00yUeHHS B BUIE
MPAaKTUYECKUX 3aHATHHA. 3a7auil MPAKTUYECKUX 3aHATHUI: 3aKpeIUieHHe U yIiyOJieHHe 3HAaHUi, ITOTy4YeHHBIX Ha JIEKIHUAX U
HNPUOOPETEHHBIX B IIPOIECCE CAMOCTOATEIBFHOM PaOOTHI ¢ yueOHOH IuTepaTypoi, GOpMHUPOBaHUE y 00YHAIOIINXCS YMEHHN
HAaBBIKOB pa60TBI C UCXOJHBIMHU JaHHBIMU, Haquoﬁ nmepaTypofz'I " CICIMaJIbHBIMUA JOKYMEHTAMU. HpaKTI/I‘IeCKOMy 3aHATHIO




JIOJDKHO MPEIIECTBOBATh 03HAKOMIICHHUE C JIEKIIMEH Ha COOTBETCTBYIOIIYIO TEMY U JIUTEPATypPOid, YKa3aHHOU B IJIAHE ITUX 3aHSATHIM.
ITpu npoBeieHNH Y4EOHBIX 3aHATHI 00ECTIEUMBAIOTCS PA3BUTHE Y OOYYAIOIIMXCS HABBIKOB KOMaHIHOM PabOoThl, MEKINIHOCTHOM
KOMMYHHKAIIUH, IPUHATHUS PEIICHIH, TINASPCKUX KauecTB (BKIIOYas TP HEOOXOAMMOCTH MPOBEJCHNE HHTEPAKTUBHBIX JICKIINH,
TPYMIOBBIX JUCKYCCHIA, pOJIEBBIX UTP, TPEHUHTOB, aHAJTN3 CUTYallMii © IMHTAIIMOHHBIX MOJIEIIeH, IpenoJaBaHne TUCIIUIUTHH
(Momyneit) B hopMe KypcoB, COCTAaBIEHHBIX HAa OCHOBE PE3YJIbTATOB HAYYHBIX UCCIIEIOBAHUH, TPOBOJUMBIX OpraHU3allel, B TOM
YHUCIIE C YYETOM PETHOHAIBHBIX 0COOCHHOCTEH MPOPECCHOHANTBHOM JAEITEIBHOCTH BHIITYCKHUKOB U TIOTPEOHOCTEH paboToaarTelieii).
CamocrosiTensHast paboTa MOXKET OBITh YCIICIITHOI IIPH OIPEIeNICHHBIX YCIOBHAX, KOTOPbIe HE0OX0IMMO opraHu3oBats. Ee
MpaBUIbHAS OpPraHU3alKs, BKIIOYAIOIIAS TEXHOJIOTUH 0TOOpa LieNeH, ColepyKaHus, KOHCTPYUPOBaHU 3aJaHUN M OpTaHU3aIHI0
KOHTPOJISI, CHCTEMATUIHOCTh CAMOCTOSITEIbHBIX YUEOHBIX 3aHATHH, 1eJIecO00pa3Hoe MIaHUPOBaHNE pab0Yero BpEMEHHU MO3BOJISET
MIPUBUTH CTYJICHTaM YMEHHS U HaBBIKH B OBIIQJICHUH, U3yUSHHUH, YCBOCHUH U CHCTEMATH3aI[K MPHOOpEeTaeMbIX 3HAHHUI B TPOIIECCEe
00yueHHs, TPUBUTH HABBIKY TOBBIIICHUS TPO(PECCHOHANLHOTO YPOBHS B TEUEHUE BCEH TPYJOBOM JIEATEIBHOCTH.

J171s KOHTPOJIS 3HAHUM CTYACHTOB MO JAHHOW AUCIUILIMHE HEOOXOJUMO MPOBOAUTH ONIEPATUBHBIN, pyOEKHBIA M UTOTOBBIi
KOHTPOJIb.

OnepaTHBHBIA KOHTPOJIb OCYIIECTBISIETCS MIYyTEM ITPOBEICHUS OIPOCOB CTYICHTOB Ha CEMUHAPCKUX 3aHATHSIX, TPOBEPKH
BBITOJIHEHHS IPAKTUUECKUX 33aJJaHNH, a TaKkoKe Y4eTa BOBJICUSHHOCTH (aKTUBHOCTH) CTYACHTOB NPU 00CYKICHUN MHUHU-I0KJIA0B,
OpraHu3aliy POJICBLIX UTP H T.II.

KoHTpoJIb 32 caMOCTOATETFHOM paboTO# CTYJCHTOB IO KypCy OCYIIECTBIISETCS B ABYX (hopMax: TEKYIIUH KOHTPOIb ¥ HTOTOBBIM.
Py0exHbIi KOHTPOJB (aTTECTanus) MOIpa3yMeBaeT MPOBEICHNE TECTUPOBAHUS 110 POHICHHBIM pasenaM Kypca. B rectupoBanue
MOTYT OBITh BKJIIOUEHBI TEMBI, IPEAJIOKEHHbIE CTYACHTaM ISl CAMOCTOSITEIbHOM MOATOTOBKH, a TAK)Ke MPAKTHUECKUE 3aJaHHS.

YpoBeHb chopMUPOBAHHOCTH MPOHECCHOHATHHBIX KOMITETCHIINH KaXKI0TO 00yJaIoIerocst OIEHUBAETCS MO CIIEAyIoNIel mKkaie (0T
1 o 5):

1 — He cpaBIAeTCs C BHIIIOJIHEHUEM THIIOBBIX IPO(ECCHOHANBHBIX 33/1a4, HE TIPOSIBIISIET HU OAWH U3 HABBIKOB, BXO/SIINX B
KOMITETEHIINIO;

2 — He CTIPaBIISETCS C BBITOJHEHNEM TUIIOBBIX IPO(ECCHOHANBHBIX 3aa4, IPOSBIISIET OTJCIbHBIC HABBIKH, BXOASIINC B
KOMITETEHIINIO;

3 — BBINOJIHSAET TUIIOBBIE TPO(ECCHOHAIBHBIC 33124 IIPU KOHCYJIbTAIINOHHON ITOJJICPIKKE: TIOPOTOBBIN (KPUTHYECKUIT) YPOBEHB
TOTOBHOCTH;

4 — caMOCTOATENIBHO BBINOIHACT THIIOBBIE MpodeccuoHaIbHbIe 3a1auu. I pelIeHns HeCTaHAapTHBIX 3a/1a4 TpedyeTcs
KOHCYJbTAllMOHHAs TIOMOILb: IOPOTOBBIi (IOITyCTUMBII) YPOBEHb TOTOBHOCTH;

5 — Bce mpodeccHoHaIBHEIE (THITOBBIC ¥ HECTaHJAPTHEIE) Po(eCCHOHATBHEIC 33/1a9H1 BBIITOIHIET CAMOCTOSTEIFHO: ITOBBIIICHHBIH
YpPOBEHb TOTOBHOCTH.

BanbHO-peiiTHTrOBas OIIEHKa N0 MPOMEXYTOYHOH aTTecTallii NPOBOAMMOI B hopme dk3aMeHa U (uin) auddepeHIMpOoBaHHOTO
3a4eTa BBICTABISETCS B COOTBETCTBUU CO CIIEAYIOLIEH HIKAION:

50-71 — «yOBIETBOPUTENBHOY;

71-92 — «xopomoy;

92-100 — «OTIUYHON.

Janee npuBOIATCS KPUTEPHUHU OIIEHKH PE3yJIbTaTOB OTBeTOB. Hampumep:

Onenka "OTJIMUYHO" craButcs o0ydaroneMycsi, HOKa3aBIIeMy TOBBIIIEHHBIH YPOBEHb TOTOBHOCTH.

Onenka "XOPOILIO" craButcs obydaromieMycs, OKa3aBLIeMy TOPOTOBbIH (IOMYCTUMBIi) YPOBEHb TOTOBHOCTH.

Ouenka "YJIOBJIETBOPUTEJIBHO" craButcs oOy4aromemMycsi, oKa3aBIeMy MOPOTOBbIH (KPUTHYECKHUN) YPOBEHb TOTOBHOCTH.
BanpHO-pedTHHTOBAsI OLICHKA IO IPOMEXYTOYHOH aTTEeCTAINH IIPOBOMMON B (hopMe 3aueTa BEICTABIISIETCS B COOTBETCTBHH CO
CJeyIoIIeN IKaIOoM:

51-100 — «3auTeHOM.

Janee npuBOIATCS KPUTEPHUHU OIIEHKH PE3yJIbTaTOB OTBeTOB. Hampumep:

OreHka "3a4TeHO" CTaBUTCS 00ydaromeMycs, MUHIMAIBHO [TOKA3aBIIeMy ITOPOTOBBIH (KPUTHIECKUH) YPOBEHb TOTOBHOCTH.




