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(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 1
1.2 Jlenonpu3BoACTBO Kak Hay4Has auciuiuiaHa /Cp/ 2 2
1.3 Ioustre o nokymenrte. CpoiictBa nokyMmenrta Knaccudukarus nokymenTos /JIex/ 2 1
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 4
1.9 TocynapcTBeHHOE peryinupoBaHUe JAeI0Nponu3BoacTBa /Jlex/ 2 1
1.10 TocynapcTBeHHOE perynupoBaHue Aenonpou3BoacTsa /Cp/ 2 2
1.11 HomeHknatypa zienn, METoIuKa €€ COCTaBJICHUs] U IPUMEHEHHSI B IPAKTUUECKOM 2 1
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 4
1.15 [ToaroroBka Jien K mepefave M MOPSIOK Mepeiadu el B apXHB ISl AaJbHEHIIIEro 2 1
xpaneHus /JIex/
1.16 IToaroroBka nien k nepenaye W NOPSAIOK MEpeayu 1] B apXUB JUISl TATbHEUIIIETO 2 4
xpanenus /Cp/
1.17 Opranusamust paboThI ¢ JOKyMEHTAI[HOHHON HH(pOopMaIyeil orpaHuIeHHOTO 2 1
noctyna /Jlex/
1.18 Opranuzanus paboThl ¢ JOKYMEHTAIIMOHHOW HHPOPMAITUEH OrpaHUuIEHHOTO 2 4
nocryma /Cp/
Paznen 2. IlpakTuyeckue 3aHATHSA
2.1 Ipukas /Cp/ 2 4
2.2 [pukas /Tp/ 2 0,5
2.3 TpynoBoe cornamenue /T1p/ 2 0,5
2.4 TpynoBoe cormnamenune /Cp/ 2 2
2.5 Axrt /TIp/ 2 0,5
2.6 Axt /Cp/ 2 2
2.7 JenoBoe nucwmo /Tp/ 2 0,5
2.8 JHenoBoe mucemo /Cp/ 2 4
2.9 Horosop noapsiaa /TIp/ 2 1
2.10 Horoeop noapsiaa /Cp/ 2 2
2.11 HoroBop nopyuutensctsa /I1p/ 2 1
2.12 Horosop nopyuurensctsa /Cp/ 2 2
2.13 JoroBop Ha apenay nomemnienus /I1p/ 2 1
2.14 Jorosop Ha apenay nomeuienus /Cp/ 2 2
2.15 HUckosoe 3asBinenue /I1p/ 2 2
2.16 Hckosoe 3assienue /Cp/ 2 2
2.17 Iperensus /Tp/ 2 1
2.18 IIperensus /Cp/ 2 2
2.19 3asBieHne 00 0cBOOOXKICHNH OT IUIaTHl TocrionutiHE /T1p/ 2 2
2.20 3asBieHne 00 0cBOOOXKICHNH OT IUIATHI ToCIONIIHHEL /Cp/ 2 2
221 3aver /3auét/ 2 2

5. OHEHOYHBIE CPEJCTBA

5.1. Bonpochl A/151 CAMOKOHTPOJISI U TeKYyIIel aTTecTaluu

Havanbnerii aTan
TecroBoe 3ananue 1. JJokyMeHTOOOOPOT — ABMKEHUE TOKYMEHTOB B OpPraHMU3allul ¢ MOMEHTa MX CO3JaHus JI0:
A) nepenavu Ha UCTIOIHCHHUE;




B) noamuBku B neno;

B) 3aBepiieHys UCTIOTHEHNS WM OTHPABKH JOKYMEHTa;

I') oTyera ncnomHUTENS 00 MCIIOTHEHUN TOKYMEHTA.

TectoBoe 3ananue 2. [lonsarue «/leaonpon3BoacTBO» — 3TO:

a) cUCTeMa XpaHeHHs JOKYMEHTOB;

0) cocTaBlICHUE JIOKyMEHTOB;

B) JOKyMEHTHPOBAHIE M OPTaHU3AIH PAOOTHI C JOKyMEHTaMH;

T) AEATEIBHOCTH MO TOATOTOBKE, COCTABJICHHIO, XPAaHEHHIO JOKYMEHTOB.

TecroBoe 3aganue 3. 'ocynapCTBEHHBIH CTaHAAPT ONpEACIIseT JOKYMEHTUPOBAHUE Kak: A) 3anuch HHGOPMAIINY Ha Pa3JIMYHBIX
HOCHTEJISIX TI0 YCTaHOBJICHHBIM IIPaBHIIaM;

B) noxymeHTHpOBaHHUE - 3TO MIPOLECC CO3AAHUS U 0(OPMIICHHS JOKYMEHTA;

B) pernmameHTHpOBaHHBII POLIECC 3aMHCH HHPOPMALUHU Ha PA3IHYHBIX HOCUTENSX C COOMIOIEHUEM ONpPEIeIeHHBIX HOPM,
YCTaHOBJIEHHBIX PAaBOBBIMU U HOPMATHBHBIMHU aKTaMU;

I') mesTenbHOCTD IO COCTABICHUIO TOKYMEHTOB 1 OpTaHM3alluH PaOOTHI ¢ HUMH.

TectoBoe 3ananue 4. @opMynsap HOKyMEHTa — 3TO:

1. Habop PEKBU3UTOB, MICHTU(QHUIMPYIOMINX aBTOpPa OPHUIHAIEHOTO IMIMCEMEHHOTO JOKYMEHTA.

2. 00s3aTeBHBIN 37IeMeHT 0opMITeHHs oduransHoTro NoKyMenTa ("nara", "moxnucs"”, "medars", "TeKCT JOKyMeHTa" U ap.)

3. Habop PEKBH3UTOB O(UIIATHHOIO MMCHBMEHHOTO JOKYMEHTA, PACIIONIOXKEHHBIX B OIPECICHHON ITOCIEe0BAaTEIbHOCTH
TectoBoe 3ananue 5. biank gokymeHTa — 3T0:

1. Habop PEKBU3UTOB, MICHTU(QHUIMPYIOMINX aBTOpPa OQHIHAIEHOTO IIMCEMEHHOTO JOKYMEHTA.

2. 00s3aTenbHBINA 371eMeHT ohopMITeHH oduransHoTro qoKyMenTa ("nara", "moanucs"”, "medars", "TeKCT JOKyMeHTa" U ap.)

3. Habop PEKBU3UTOB O(UIIATHHOIO MMCHBMEHHOTO JOKYMEHTa, PACIONOXKEHHBIX B OIPECNICHHON MOCIe0BaTENbHOCTH.
TectoBoe 3aganue 6. PekBU3UT — 370!

1. Habop PEKBH3HUTOB, MICHTUPHIMPYIOMNX aBTOPa OHUIHAIFHOTO MHCEMEHHOTO JOKYMEHTA.

2. 06s3aTenbHBIN 37eMEeHT 0hopMIeHHS oUIHaNIbHOTO JoKyMeHTa ("nara", "moanucs"”, "medars", "TeKCT JOKyMeHTa" U ap.)

3. Habop PEKBU3UTOB O(UIHATBHOIO MUCHBMEHHOTO JOKYMEHTa, PAcIONOKEHHBIX B OMpEeNCHHON MOCIeJ0BaTENbHOCTH.
Tecrosoe 3ananue 7. Hocurens — 310:

1. 3adukcupoBaHHAs Ha MAaTepHAIBHOM HOCHTENEC MH(GOPMAIMA C PEKBH3UTAMH, ITO3BOJAIONIMME €€ HICHTH()UIIMPOBATS.

2. MaTepHaNbHBIN 00BEKT, KOTOPBII HCIIONIB3yeTCs AT 3aKPEIUICHHS I XPAaHEHUS Ha HEM PEeUeBOi, 3BYKOBOI! M 1300pa3uTeIbHON
UH(pOpMALUH, B TOM YHCIIE B IPe0Opa3oBaHHOM BHJIE.

TecroBoe 3ananue 8. 7. JJOKyMEHTOBEAEHUE — 3TO:

1. oTpacip AEATENBHOCTH, OO0ECICUMBAIONIAS JOKYMEHTHPOBAHNE M OPraHU3alHI0 PadOTHl ¢ O(UIMANBHBIMH JIOKYMEHTAMH.
2. Hay4Has AUCLMIUIMHA, KOTOPAasi U3y4aeT B UCTOPUUECKOM Pa3BUTHHU: |)3aKOHOMEPHOCTH 00pa30BaHUsI JOKYMEHTOB; 2) CIIOCOOBI
UX CO37aHMs; 3)CTaHOBIICHUE U PA3BUTUE CUCTEM JOKYMEHTALUH, CKJIABIBAIOIIUECS B PA3IMYHBIX OTPACIAX YETOBEUECKOM
JIeSITEIEHOCTH.

HayvanpHbIi TaIn

TectoBoe 3amanne 1. B XV-XVII BB. paboTy 0TAENEHOTO MPHUKa3a BO3TIABIILI:

A) npuKa3HOU Cyabs

B) Hpsx

B) crapmmii nopsamit

T') mnaammit nogbsunit

TectoBoe 3aaanue 2. CKOJIBKO KOJIJIETUH JICHCTBOBAIIO B «KOJUICKCKOI» CUCTEME JIEIIONPOU3BOACTBa, co3aanHoi [lerpom I:
A)6

b) 8

B) 12

14

TecroBoe 3ananue 3. Kpome cexkperapst B coctas kanuensapuu Komnernii npu Ilerpe I Bxonunu:

a) HoTapuyc (BeT MPOTOKOJIBI 3aCEIAHUN U peecTp Jem);

0) peructparop (Ben perucTpalMoOHHbIC KHUTH BXOAAIIUX U UCXOASIINX TOKYMEHTOR);

B) aKTyapuyc (BeJ OOIIHiA )KypHAI BXOASIIIX JOKYMEHTOB M OTBEYAJI 32 COXPAHHOCTh OyMar U KaHIIETSIPCKUE PHUHAIICKHOCTH);
T') KaHIEISPUCTHI (BBIIaBaIH TIOJ] PACTIUCKY JOKYMEHTHI M TOTOBIUIH JIeNa K IOKIAY);

1) 9KCIEPTHI (JaBasiy 3aKII0OYSHHUS TI0 JIeJaM) €) KOJUICKCKUN 1eTI0NPOU3BOIUTENb.

OcHoBHoI Tan

TecroBoe 3ananue 1. HopmaTnBHO-MeToanYeCKas 6asa JIEI0NPO"M3BOJCTBA — 3TO:

1. COBOKYITHOCTh 3aKOHOB, IpYTMX HOPMATHBHBIX aKTOB i METOJMYECKUX JOKYMEHTOB, PETJIAMEHTHPYIONINX TEXHOIOTHIO
co3fa—HUs, 00pabOTKH, XPaHEHNS U KOHTPOJISI JOKYMCHTOB B TEKy "IIEH IESTEIFHOCTH YUPEKICHHUS, a TAKXKE JTOKYMEHTEHI,
perinaMeHTH pyIoLIre padoTy CIIy>KOBbI 1EIONPOU3BOACTBA (CTPYKTYPY, LITATHI, PYH KLUUH U T.1.).

2. COBOKYIIHOCTb 3aKOHOB, JPYT'X HOPMaTHUBHBIX IIPABOBBIX aKTOB M METOANYECKUX JIOKYMEHTOB, PETJIaMEHTHPYIOLIHX
TEXHOJIOTHIO CO37]aHUs, 00pabOTKH, XpaHSHHUS U MCIIOIb30BaHUS JOKYMEHTOB B TEKy "IIEH AEATEITbHOCTH YIPESKACHHS, a TAKXKE
JOKYMEHTBI, peTrIaMeHTH "PYIOIIUe paboTy CIIy>KObI JeTOIPOU3BOACTBA (CTPYKTYPY, INTATHI, (QyH KIUH U T.1.).

TecroBoe 3ananue 2. K HOpMaTHBHO-IIPABOBBIM aKTaM, PETJIaMEHTHPYIOLIMM JOKYMEHTAIIMOHHOE obecriedeHre Ha (eliepaabHOM
YPOBHE OTHOCSITCS:

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

2.TOCT P 6.30-2003 «TpeboBanust kK 0(hOpMIICHHIO OpraHU3alHOHHO-PACTIOPAAUTEIbHBIX JOKyMeHTOB», TOCT P 51141-98




«/lenonpon3BOACTBO U apXHUBHOE /es10. TepMUHBI U ONpeeNeHus», yHUHIUPOBaHHAs cucTeMa JoKyMeHToB (YCJI).

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

TectoBoe 3amanue 3. K rocyjapcTBeHHBIM CTaHAAPTaM, PErIaMEHTHPYIOIIUM JOKYMEHTAI[HOHHOE 00eCTIeYeHIe, OTHOCATCS:

1. I'paxxpanckuii 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 JIe7I0. TepMUHBI U OTIpeIeIIeHUs», YHUPUIMpOBaHHAs crcTeMa JokyMeHToB (Y CJI).

3. O6mepoccuiickuii knaccupuxarop ynpasiaendeckoit rokymentauu (OKY JT), I'o-cynapcTBeHHas cucreMa JOKyMEHTallMOHHOTO
obecrieuenus ynpasne—Hus (['CIOYVY).

TecroBoe 3ananue 4. K o0mepoccuiickuM kiiaccurukaropam TEXHUKO-IKOHOMHIESCKON H COIUalIbHON MH()OPMAITH OTHOCSTCS:
1. I'paxnanckuii kogexc P®, Tpynosoit konekc PO.

2.TOCT P 6.30-2003 «TpeboBanust kK 0pOpMIICHHIO OpraHU3alHOHHO-PACTIOPAAUTEIbHBIX J0KyMeHTOB», TOCT P 51141-98
«/lenonpon3BoACTBO U apXHBHOE J1esi0. TepMUHEL U ONIpeeIICHUs», YHUHINPOBaHHAs cucTeMa nokyMeHToB (Y CJI).

3. Obmepoccuiickuii kiaccudpukarop ynpasineHdeckon jokymenTanuu (OKY ), ['o-cynapcTBeHHas cucTeMa JOKYMEHTAITHOHHOTO
obecnieuenus ynpasie—uus (I'CAOY).

OcHOBHO 3Tan

TectoBoe 3ananue 1. @yHKIUA TOKyMEHTA — 3TO:

1. nHpOopManMOHHAs, COLMATNCTUYHAS, KOMMYHHUKATHBHAs, KyJIbTypHasl, yIIpaBJICHIECKasl, IPaBOBasi, ICTOPUUECKOr0 HCTOYHUKA,
ydYeTHasl.

2. nH(OpMaIMOHHAs, COIIMANbHAsA, KOMMYHHUKAaTHBHAs, KyIbTypHas, ylIpaBIeHUECKas, IPaBOBast, HICTOPUUECKOTO UCTOUYHHKA, yUeTa.
3. nadopmaTuBHas, connaibHas, KOMMYHHKAIMOHHAs, KyJIbTypHAas, yIIpaBIeHUeCKas, FOPUANYECKasi, HCTOPHYECKOTO NCTOYHHKA,
ydera.

TectoBoe 3amanne 2. Hocurens JOKyMEHTHPOBAHHOM HH(pOpMALIUH — 3TO:

1. MmaTepuanbHbIA 00BEKT, UCTIONB3YEMBbIH IS 3aKPETICHUS] K XpaHEHUSI Ha HEM PEeYeBOM, 3BYKOBOW MIIM M300pa3uTENbHON
UH(OPMALUH, B TOM YHCIIE B IPEOOPa30BaHHOM BHJIE.

2. opynusi, NCIIOIb3yeMbIe YeIOBEKOM /IS CO3TIaHMUs JOKYMEHTOB (TIPOCTHIE, MEXaHWIeCKHe, d1ekTpoMexanndeckue). K cpexcrsam
JOKyMEHTHUPOBAHUSI OTHOCSITCS MUIITYIINE MAIINHbI, KOMIBIOTEPHAs TEXHUKA, MATHUTO(MOHBI, TUKTO(OHEL, POTO, KHHO, BUIEO
TEXHHKA.

TectoBoe 3aganue 3. CpeacTBa JOKYMEHTUPOBAHUS — 3TO:

1. MaTepHanbHBIH 00BEKT, HCTIOIB3YEMBIH IS 3aKPEIUICHHS M XPaHSHHS Ha HEM PEUYeBOif, 3BYKOBOI MM H300pa3uTeIbHON
nHpOPMaLIMH, B TOM YHUCIIE B IPEOOPa30BaHHOM BUJIE.

2. opyausi, UCIOIb3yEMbIE YEIOBEKOM /ISl CO3JaHuUs JOKyMEHTOB (TIPOCThIE, MEXaHWYECKHE, dneKTpoMexanudeckue). K cpencrsam
JOKyMEHTHPOBAHMS OTHOCSTCS ITUIIYIIHAE MAIIMHEI, KOMIIBIOTEPHAS TEXHUKA, MATHUTO(MOHBI, TUKTO(OHEI, POTO, KHHO, BUIEO
TEXHHKA.

TectoBoe 3ananue 4. CBONCTBa TOKYMEHTa — 3TO:

1. mpaBoBasi crila, OPUTHHAIEHOCTD, ITOUIMHHOCTH, KOTTUITHOCTb.

2. TopuauYecKas CHiIa, OpPUTHHAIBHOCTb, IIOUIMHHOCTh, KOMITHOCTS.

TectoBoe 3ananue 5. HanGonee npaBUIbHBIM ONpeeICHUEM HOHITUS JOKYMEHT — SBIISeTCs: a) TepMUH «IOKYMEHT» IPOHCXOAUT
OT JIATHHCKOTO c10Ba “‘documentum”— J0Ka3aTeJIbCTBO, CBUAETEIECTBO. ITUM CIIOBOM 0003HAYAIOT JIOOBIC MICHMEHHBIC
HCTOYHHKH, COOTBETCTBYIOMNM 00pa3oM 0(OopMIIEHHEIE U TOITOMY UMEIOIIHE IOPHIMUECKYIO CHITY;

6) moKyMeHT — 3a(MKCPOBaHHAs HAa MAaTEPHUAIILHOM HOCHUTENE HH(GOPMAIHS C PEKBU3UTAMH;

B) JOKYMEHT - MICbMEHHOE CBUJETENBCTBO O YEMHHUOY/Ib;

T) JOKYMEHT - TO, 9TO OHUIHAIBHO YIOCTOBEPSACT JINIHOCTD MPEIbSIBUTENS (TIACTIOPT, CIPaBKa, YA0CTOBEPEHHE)

TectoBoe 3amanne 6. K o6mmm GpyHKINAM JOKyMEHTa OTHOCSATCS:

a) nHpOpPMalLIMOHHAS;

0) counanpHasi;

B) KOMMYHUKaTHBHAS;

T) KyJbTypHas;

J) yIIpaBlIeHuecKas;

€) mpaBoBasl.

TectoBoe 3amanne 7. YKaXHuTe JOKYMEHTHI, OTHOCSAIIHECS K OPTaHI3alHOHHO-IIPABOBBIM:!

a) ycraB

0) moJoXKeHue

B) perjlaMeHT

T) IITaTHOE PacHHCaHNe

J) THCTPYKLUH MO BUJAM JAESATENbHOCTH U JOJKHOCTIM

€) nmpaBuia

OcHOBHOM 3Tan

TecroBoe 3ananue 1. Eciu mpu BCKpPBITHH TAKETOB B cyie OyIeT 0OHAPYKEHO OTCYTCTBHE KAKOTO-THOO0 JOKYMEHTA MJIH
MPUIIOKEHUS K HEMY, 00 TOM COCTaBIISETCS:

a) IPOTOKOJT;

0) akr,

B) CcIy»keOHasl 3aMncKa;

T) JOKJIaTHAs 3aIHCKa.

TectoBoe 3amanue 2. KOHBEPTHI OT MOCTYNUBILKUX 10 [T0YTE HCKOBBIX 3asBJICHUM, IPECTABICHUH, alleUISIIUOHHBIX MM YaCTHBIX




KaJo0, HCIOTHUTENbHBIX JOKYMEHTOB JIOJKHBI OBIT:

a) COXpaHEHBbI;

0) coXpaHECHHUE HE SBJISACTCS 0053aTEIbHBIM.

TectoBoe 3amanue 3.Jl0KyMEHTHI, IPUHATEIE paOOTHUKOM IMpPHEMHOH cyaa, moaiexar perucrpamuu B IIC TAC "[IpaBocynue" u
nepearoTcs 1o Ha3HAYeHHIO MO/ POCIHCH AT PACCMOTPEHHs B MOPsIKE, yCTAHOBICHHOM IIpeJceaaTeNeM Cyaa:

A) He 1o3Hee CIEeIYIONEro paboyero JHs;

b) B Teuenne 3 cyToK;

B) B Teuenue 48 yacos,;

I') B Teuenune 72 yacos.

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

1. ycTaB opranu3anuy, IOJIOKEeHHE 00 OpPraHU3aLUH, TIOJIOKECHUS O CTPYK "TYPHBIX MOJPa3/ACICHHSAX, TIOJIOKEHHUS O KOJUIETHATBHBIX
U COBEIMIATEIBbHBIX OPTraHaxX yUpeKICHUs, perIaMeHThl paOOThl KOJIETH adbHBIX U COBEIIATEIbHBIX OPTaHOB, amnapaTa
YIIpaBIICHUs], IITATHOE PACIUCAHNE, MHCTPYKIUH 110 OT/CIbHBIM BU[JaM JIEATEIBHOCTH, IODKHOCTHBIC MHCTPYKIIMH PaOOTHHKAM,
TpaBH 14, TTAMSATKH H Ip.

2. mpaBOBBIE aKTHI (heepanbHOro YpOBHS, IPAaBOBBIE AKTHL, ICHCTBYIOIINE Ha ypOBHE CyOBeKkTOB Poccuiickoit deneparuy,
HPaBOBbIE AKTHI OPraHU3ALNH, YUPEKICHUH, IPEIIPHUATHH, pacOPAANTENbHBIC JOKYMEHTBI, H3/IaBacMble OpraHaMu (eepanbHOH
HCTIONTHUTEIIFHOM BJIACTH, OTHOCSTCS K KATETOPUH BEIOMCTBEHHBIX HOPMAaTHBHBIX aKTOB.

3. moxJagHas 3alncKa, OOBACHUTEIbHAS 3aIICKa, CIy)KeOHast 3aIHCKa, IPeATI0KeHNe, IPEACTaBICHNUE, 3asBICHUE, BCE
Pa3sHOBUIHOCTH MEPENUCKH, IPOTOKOI, aKT, CIIPaBKa, 3aKIFOUCHUE, OT3bIB, CBOJHBIH CIIHCOK, IePeUeHb.

OcHOBHOH 3Tan

TecroBoe 3ananue 1. K cucreme pacnopsiAuTeNbHON TOKYMEHTALUU OTHOCSTCS:

1. ycTaB opraHu3anuy, IOJIOKeHHE 00 OpraHM3aLUH, TIOJIOKEHHUS 0 CTPYK "TYPHBIX MOAPa3/ICIICHUSX, TIOJIOKEHIUS O KOJUIETHATBHBIX
Y COBE MIATENILHBIX OpraHaX yUpekKIEHHs, PerJIaMeHThI Pa0OThl KOJUIETH "aJIbHBIX M COBEIATEIbHBIX OPTraHOB, armapaTa
yHpaBJIeHUs, ITATHOE paclycaHue, MHCTPYKIMU 1O OTAEIBHBIM BUaM JesITeIbHOCTH, JOHKHOCTHBIE HHCTPYKIMU PaOOTHHUKAM,
[IpaBU—JIa, TAMATKU U IP.

2. IpaBOBBIE AKTHI (heJepaTLHOTO YPOBHSI, TPABOBBIE aKTHI, ICHCTBYIOIIHE HA YPOBHE CyOBhEeKTOB Poccuiickoit @eneparum,
MPaBOBBIE aKTHI OPTaHU3ALUH, YUPEKISHHUH, TPEANPUATHH, PaCIOPIANTENbHBIE TOKYMEHTHI, H3JlaBaeMble OpraHaMu ¢enepaibHoil
WCTIOJIHUTENBHOMN BJIACTH, OTHOCSTCS K KaTErOPUH BEJOMCTBEHHBIX HOPMATUBHBIX aKTOB.

3. mokJamHas 3amrcKa, OOBICHUTEIbHAS 3aIICKa, CITy)KeOHast 3aIHCcKa, MPeIIoKeHNe, IPeICTaBICHIUE, 3asBICHUE, BCE
Pa3sHOBHIHOCTH MEPETNCKH, TIPOTOKOJI, aKT, CIIPABKa, 3aKIIFOUCHNE, OT35IB, CBOIHBIH CIIHCOK, IEPEYCHb.

TecroBoe 3ananue 2. K cucreme crpaBouHO-UHPOPMATMOHHON TOKYMEHTALUN OTHOCSTCS:

1. ycraB opraHu3anuy, IOJIOKEHHE 00 OpraHU3aLUH, TIOJIOKCHUS O CTPYK "TYPHBIX MOAPA3/ICIICHHSX, TIOJIOKEHUS O KOJUICTHATBHBIX
¥ COBEIIATEIBHBIX OPTaHaX yUPEKICHUS, PEerIIaMeHTHl paOOTHI KOJUIETH "aIbHBIX M COBEIIATEIBHBIX OPTAaHOB, allapaTa
yHpaBJIeHUs, ITATHOE paclyCaHue, HHCTPYKIMH MO OTAETBHBIM BUaM JesITeIbHOCTH, JOKHOCTHBIE HHCTPYKIIMNA PaOOTHHUKAM,
NpaBU—JIa, TaAMATKU U Jp.

2. IpaBOBBIE aKTHI (peepasbHOTO YPOBHS, IPABOBHIC aKTHI, ICHCTBYIOIINE Ha ypOBHE CyOBeKTOB Poccuiickoit deneparmy,
MPaBOBBIE aKTHI OPTaHU3AINH, YUPEKISHHH, PEATIPUATHH, PaCIOPIANTENbHBIE TOKYMEHTHI, U37[aBaeMble OpraHaMu (eepaabHOi
WCTIOJIHUTENFHON BJIACTH, OTHOCSTCS K KaTErOPUH BEJOMCTBEHHBIX HOPMATHBHBIX aKTOB.

3. mokJamHas 3aIrcKa, OObICHUTEIbHAS 3aIiCKa, CITy)KeOHast 3aIHCKa, MPeIIoKeHHe, IPEICTaBICHHUE, 3asBJICHUE, BCE
Pa3sHOBHIHOCTH MEPETINCKH, TIPOTOKOJI, aKT, CIIPaBKa, 3aKIIFOUYCHNE, OT3IB, CBOIHEIH CIIHCOK, ITIEPEYCHb.

TectoBoe 3amanue 3. YHUPUKAIISL JOKYMEHTOB — 3TO:

1. ycTaHOBJIEHHE €JMHOTO KOMILIEKCAa TUIIOB ¥ BUJIOB JJOKYMEHTOB JUISl Pa3HBIX YIPABICHYECKUX CUTYALUi, pa3padoTKa eIuHBIX
(hopM U TIpaBMII X Pa3pabOTOK, 0(OPMIIEHHE U CO3TaHUE TpapapeTHBIX TEKCTOB.

2. yCTaHOBJICHUE €JTHOTO KOMILIEKCA BUIOB U Pa3HOBHIHOCTEH JOKYMEHTOB /ISl aHAJIOTUYHBIX YIPaBICHYECKUX CUTYAITUH,
pa3paboTka equHbIX (OPM U IPABUII UX COCTaBICHHS, O)OpMIIEHHE U CO3[JaHNe TpapapeTHhIX TEKCTOB.

TecroBoe 3ananue 4. YauduupoanHas cuctema gokymenTos (YCJ[) — aro:

1. COBOKYIT"HOCTH B3aHMOYBSI3aHHBIX YHHU(PHITMPOBAHHEIX (HOPM TOKYMEHTOB, 00ECTICUNBAIONINX JOKYMEHTHPOBAHHOE
MpeJCTaBICHUE TAaHHBIX B OMpee TICHHBIX BUIAX XO3IHCTBEHHON AEATENbHOCTH, CPEJCTB UX BEACHHUS, HOPMATUBHBIX U
METOAMYECKUX MATEPUAIOB 110 UX Pa3pabOoTKe U NPU"MEHEHHUIO.

2. COBOKYIT"HOCTH B3aHMOYBSI3aHHBIX YHU(PHITPOBAHHBIX THIIOB JOKYMEHTOB, 00EC-TIEYMBAIOIINX JOKYMEHTHPOBAHHOE
npeacTaBieHrne HHGHOPMAIUY B ONpeie JICHHBIX BHIIAX XO3IHCTBEHHON JEATEILHOCTH, CPEACTB UX BEICHUS, HOPMATUBHBIX U
METOAMYECKUX MAaTEPUAIIOB M0 UX COCTABJICHUIO U IPUMEHEHHUIO.

TecroBoe 3ananue 5. CtannapTu3anys JOKYMEHTOB — 3TO:

1. BUI FOPUAMYECKOTO 3aKPEIICHNS TPOBEICHHOH YHR(UKAINH U ITOYPOBHA €€ 00513aTeIbHOCTH (TOCYIapCTBEHHBIH CTaHIapT -
I'OCT, otrpacneBoii ctanaapt - OCT, pecrrybnukanckuit crangapt - PCT).

2. popMa IOPHIMIECKOTO 3aKPEIUICHHUS [TPOBEICHHON YHU(DHUKALUK U YPOBHS ee 00s3aTeIbHOCTH (TOCyJapCTBEHHBIN CTaHIapT -
I'OCT, otpacnesoii crangapt - OCT, pecniyonmukanckuii ctanaapt - PCT).

OCHOBHOM 3Tan

TectoBoe 3ananue 1. [Tonoxxenus — 31o:

1. mpaBOBBIE aKTHI, OMIPEEIAIONINE TTOPII0K 00pa30BaHusl, MPAaBOBOE MOJIOKEHHE, TpaBa, 00s3aHHOCTH, OPTaHU3AIHIO0 PAOOTHI
YUPESKACHHUS, CTPYKTYPHOTO MOApa3aesieH st (CIyxk0).

2. IpaBOBOM aKT, COACPIKAIINI TPaBHIIa, PETYTHUPYIONIHA OpraHU3aIlMOHHbBIC, HAYYHO-TEXHUIECKUE, TEXHOIOTHIECKHE,
(hMHAHCOBBIE U UHBIE CTOPOHBI ACATEILHOCTH YUPESKACHUH, OpraHU3aIHid, TPEANPUATHH (MX CTPYKTYPHBIX MOIpa3IesIeHHIA),
JIOJDKHOCTHBIX JIUIL.




3. IpaBOBOI! aKT, ONPEAEAIONINI OPSIOK 00pa30BaHMs, KOMIIETEHIHIO OPTaHNU3alNH, e (QYHKIHH, 3aJa4ul, TTOPSAA0K PabOTHI.
NPaBOBbIE AKTHI, ONPEEIIOIIIE TTOPSIJOK 00pa30BaHusl, IPABOBOE MOJIOKEHHE, IPaBa, 00S3aHHOCTH, OPTraHU3aIHI0 PaOOTHI
YUPESKACHUS, CTPYKTYPHOTO MOIPa3IeIICHUs (CITykKO).

Tecrosoe 3ananue 2. MHcTpykuus —

1. mpaBOBBIE aKTHI, OMIPEEIAIONINE TOPII0K 00pa30BaHus, MPABOBOE MOJIOKEHHE, TpaBa, 003aHHOCTH, OPTaHU3AIHIO0 PAOOTHI
YUPEKJICHUS, CTPYKTYPHOTO Toipa3iesieHus (Ciryxo0).

2. IpaBOBOH aKT, COAEPKAIMI NpaBUila, PETYINPYIOLINI OpraHU3allOHHbIE, HAYYHO-TEXHUUECKUE, TEXHOJIOIMYECKHE,
(PMHAHCOBBIC U UHBIC CTOPOHBI AEATEIBHOCTH YUPSKACHHUH, OpraHU3aLUi, IPEANPHATHH (UX CTPYKTYPHBIX HOAPa3ICNIeHHUIT),
JOIKHOCTHBIX JIHII.

3. IpaBOBO¥i aKT, ONPEAEIAIONINI MOPSIOK 00pa30BaHMsI, KOMIIETCHIHIO OPTaHN3aINH, e (QYHKITHH, 3aJa4H, TIOPSATOK PadOTHI.
TectoBoe 3aganue 3. llltaTHOE pacnucaHue — ATO:

1. ZOKyMEHT, 3aKpEIISIOMNI TOMKHOCTHON U YUCICHHBIH COCTaB MPeINpUsATHsI, YKa3bIBAIOMIUK (OHA 3apabOTHON TIIATHI.

2. IOKYMEHT, KOTOPBIH 3aKpeIuIieT HAMMEHOBAaHHS BCEX CTPYKTYPHBIX MOJPa3AEIeHUH, JOIKHOCTEH U KOJIMUECTBO IITATHBIX
€IMHHMI] K&XKIOW TOJDKHOCTH OpTaHU3anny (YIPEeKICHHNS).

3. IOKYMEHT, yCTaHABIUBAIOMINI MOPSIOK AEATETBHOCTH PYKOBOJCTBA OPTaHU3AIUH, KONIETHANBHOTO HIIH COBELIATEIBHOTO
oprasa.

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

1. TOKYMEHT, 3aKpeIUISIONIIH JODKHOCTHON M YHCIICHHBIN COCTaB MPEANIPUATHS, yKa3bIBaoMMil (poH] 3apab0THON IIIaTh

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

3. JOKYMEHT, yCTaHABJIUBAIOIIUI ITOPSAIOK AEATENbHOCTY PYKOBOICTBA OPraHU3a1H, KOJUIETHAIbHOTO UM COBELIATENIBHOTO
oprasa.

TecroBoe 3ananue 5. PernamMeHT — 310:

1. TOKYMEHT, 3aKpeIUISIONIIH JOJDKHOCTHON M YHCIICHHBIH COCTAaB MPEANPUATHS, yKa3bIBatomui GoHI 3apabOTHON IIaTHI.

2. JOKyMEHT, KOTOPBI 3aKpeIlIieT HAUMEHOBAHUS BCEX CTPYKTYPHBIX OAPa3eIeHUN, TOJDKHOCTEH U KOJIMUECTBO IUTAaTHBIX
€AMHUI] K&KA0H TOHKHOCTH OpraHu3aluuy (YUpexKIeHHs).

3. IOKYMEHT, yCTaHaBIUBAIOWINI MOPSIIOK AEATEIBHOCTH PYKOBOJCTBA OPraHU3alUH, KOIJIETHAIbHOTO UIIM COBELIATENLHOTO
oprasa.

TectoBoe 3amanue 6. ITocTanoBnenne — 310

1. pacriopsIIUTENbHBII JOKYMEHT, KOTOPBIi SBIS—€TCs IPAaBOBBIM aKTOM, IPUHUMAEMBIM MECTHBIM OPIaHOM BIACTH. PemeHusMu
0(OpMIIIIOT TaK)Ke PE3yNIBTATHI IS TEIFHOCTH B APYTHUX KOJUIETHATIBHBIX OPTaHOB — KOJUIETHIH MUHICTEPCTB, BEZJOMCTB, COBETOB.
2. IpaBOBOH aKT, MPUHUMAEMBII BBICIIMM MM HEKOTOPBIMH IIEHTPAIBLHBIMU OpraHaMu (eepaabHON HCIOMHU "TENEHOH BIACTH,
JEeHUCTBYIOIMMHU Ha OCHOBE KOJUIETHATIBHOTO YI-PAaBICHUS, B LIEJIAX pa3pelieHus Hauboee BaKHBIX M NPUHIUNUAIL "HBIX 3a/]ad,
CTOSIIMX Iepe]] JAHHBIMH OpraHaMH, U YCTaHOBJICHHS CTAOMIIBHBIX HOPM, IIPaBuUIL.

3. aKT yIpaBJIeHUs roCy1apCTBEHHOIO Opra—Ha, UIMEIOLIMH BIACTHBII XapaKTep, U3aHHbIM B paMKax IPUCBOCHHO TO
JOJDKHOCTHOMY JIUILY, TOCYJapCTBEHHOMY OpTaHy KOMIIETEHIIHH, UMEIOLTHI 0043aTeIbHYIO CHILY JUIS TPaXJIaH U OpraHU3aIIiH,
KOTOPBIM PAaCHOpPsKEHHE a[PEeCOBAHO.

4. mpaBOBOM aKT, U37]aBaEMBbIH PyKOBOAUTEIISIMU OpraHU3aluil, AeHCTBYIOUIMMU Ha OCHOBE €AMHOHAYAIIMSL.

TectoBoe 3ananne 7. Pemenue — 510

1. pacriopsITUTENbHBII JOKYMEHT, KOTOPBIi SIBISI€TCsl IPAaBOBBIM aKTOM, IPUHIMAEMbIM MECTHBIM OPTaHOM BIIacTH. PenteHusMu
0(OPMIISIIOT TaK)Ke PE3yJIbTaThl ICATEIBHOCTH U JPYTUX KOJUIETHATIBHBIX OPraHOB — KOJIIETHii MUHUCTEPCTB, BEJIOMCTB, COBETOB.
2. IpaBOBOH aKT, MIPUHUMAEMBIH BBICIIIM WA HEKOTOPBIMH IIEHTPATFHBIMI OpraHaMH (eepaabHON HCIOTHI "TENbHOH BIACTH,
JEeHUCTBYIOIIMHU HAa OCHOBE KOJUICTHATIBHOTO YI-PABICHUS, B LIEJIAX pa3pelieHns Hanbosee BaKHBIX M MIPUHIIUNNAIL "HBIX 3a/a4,
CTOSIIMX Iepe]] JAHHBIMH OpraHaMH, U YCTaHOBJIEHHS CTAOMIIBHBIX HOPM, TIPaBuUII.

3. aKT yIpaBJIeHUs rOCy1apCTBEHHOI'O Opra—Ha, UMEIOLIMH BIaCTHBII XapaKkTep, U3JaHHbIM B paMKax IIPUCBOCHHOTO
JIOJDKHOCTHOMY JIMITY, TOCYTapCTBEHHOMY OpPTaHy KOMIIETSHITHH, IMEIOLTHI 003aTeIbHYIO CHIILY JUIS TPaXIaH ¥ OpTaHU3aIlIH,
KOTOPBIM PAacHOpPsKEHHE a[PeCOBaHO.

4. npaBOBOH aKT, U3[]aBa€MbIi PyKOBOJHUTENSIMH OpPraHU3alui, 1eHCTBYIOIIMMHI HA OCHOBE €JMHOHAYAIIHS.

TectoBoe 3ananue 8. PacropshxeHue - 310

1. pacTiopsITUTENBHBII JOKYMEHT, KOTOPBIi SIBISI€TCS IPAaBOBBIM aKTOM, IPUHIMAEeMbIM MECTHBIM OPTaHOM BIIAcTH. PenreHusiMu
0(OpMIISIOT TaKXKE PE3yNbTATHI JESITENIbHOCTU U APYTUX KOJUIETHATIBHBIX OPraHOB — KOJJIETHH MUHHCTEPCTB, BEJJOMCTB, COBETOB.
2. IpaBOBO¥ aKT, MPUHUMAEMBIH BEICIIIM HJIM HEKOTOPBIMH IICHTPATBHBIMU OpraHaMu (eepaabHON HCIOTHU "TENEHOH BIACTH,
JEWCTBYIOIINMHU HAa OCHOBE KOJUICTHATIBHOTO YI-PABICHUS, B IIEJIAX pa3pelIeHus Hanbosee BaKHBIX M IPUHIIUIINAIL "HBIX 3a/a4,
CTOSIIIUX Nepesl JaHHBIMU OpraHaMU, U YCTAHOBJICHHS CTaOMIIBHBIX HOPM, IIPaBUIL.

3. aKT ynpaBlieHHsl TOCYJApCTBEHHOTO OPra—Ha, UMEIOIIUI BIaCTHBIN XapaKkTep, U3JaHHBII B PaMKaX IPUCBOEHHO TO
JIOJDKHOCTHOMY JIMITY, TOCYTapCTBEHHOMY OpTaHy KOMITETSHITHH, IMEIOLTHI 00s3aTeTIbHYIO CHILY JUIS TPaXKIaH ¥ OpTaHU3aIliiH,
KOTOPBIM PAaCIOPSKEHUE apECOBAHO.

4. npaBOBOH aKT, U3/JaBaeMbIi PyKOBOJUTENSIMH OpraHU3alui, 1eHCTBYIOIIMMHI HAa OCHOBE €JMHOHAYAIIHS.

TectoBoe 3aganue 9. [lpuka3z — 310

1. pacTiopsITUTENBHBII JOKYMEHT, KOTOPHIi SBISI"€TCSI IPAaBOBBIM aKTOM, IPHHIMAEMBbIM MECTHBIM OPTaHOM BJIACTH. PemeHmsMu
0(hOpMIISIOT TaKXKe Pe3yNbTATHI JESITENbHOCTU U APYTUX KOJUIETHATBHBIX OPraHOB — KOJJIETHH MUHHCTEPCTB, BEJJOMCTB, CO"BETOB.
2. IpaBOBOI1 aKT, MPUHUMAEMBIH BBICIIM HMJIM HEKOTOPBIMHU LICHTPAIbHBIMU OpraHaMy (eAepabHON UCIIOIHU "TeIbHON BIACTH,
JEWCTBYIOIIMMHU HAa OCHOBE KOJUICTHATIBHOTO YI-PAaBICHUS, B IEJIAX pa3pelIeHus HanOolee BaKHBIX M MPUHIIUITAAIL "HBIX 3a/ad,
CTOSIIIHX Mepes AaHHBIMU OpTaHAMU, U YCTAHOBJICHHS CTaOMIIBHBIX HOPM, IIPaBHIL.

3. aKT ympaBlieHHsl TOCYJApCTBEHHOTO Opra—Ha, UMEIOIIUI BIaCTHBIN XapaKkTep, U3JaHHBIN B paMKaxX IPUCBOEHHOTO
JIOJDKHOCTHOMY JIHILY, TOCYTapCTBEHHOMY OpTaHy KOMITETCHITHH, IMEIOLTHI 0053aTeTIbHYIO CHILY JUIS TPaXKJIaH ¥ OpTaHU3aIlHiH,
KOTOPBIM PACIOPSKEHUE aJpECOBAHO.

4. mpaBOBOH aKT, M37JaBaeMbIii PyKOBOAUTEISIMU OpraHU3alUil, JeHCTBYIOUIMMU Ha OCHOBE €AMHOHAYAIIHSL.




TectoBoe 3aganue 10. PaciopsikeHus sBISIOTCS MOJ3aKOHHBIMU aKTaMHU H AETATCS Ha JIBE TPYIIIBL:

1. pacniopsKeHus 001IIEero, JUIMTENb "HOT0, ISHCTBHUS U PACIIOPSKEHHMS, KaCAIOIHecs KOHKPETHOTO, y3KOTO BOIIPOCa, Pa30BOr0
cITydast.

2. pacTopspKeHHs BCe0OIero, JUINTeIb "HOT0, JEUCTBHS U PACIIOPSDKEHHUS, KACAIOIIHecs] MUHUMAIBHOTO, Y3KO TO, KOHKPETHOTO
BOIIPOCA, Pa30BOTO CIIydasl.

TecroBoe 3aganue 11. OcHoBHBIE TpeOOBaHMS K ODOPMIICHUIO Ka[pOBOH JOKYMEHTAIIMU B OPraHU3AINH IPEIbABICHBI:

1) TpynoBsM Kogexcom PO

2) YcraBoM opraHu3aiiu

3) ICaoy

4) UHCTpyKIHEH 110 KaAPOBOMY AEIOIPON3BOACTBY

TectoBoe 3amanue 12. HopMaTHBHBII akT, 00s3bIBarONINI paboTOgaTENs JOKYMEHTHPOBATE TPYIOBYIO JEATEIBHOCTS PAOOTHHKA. ..
1) Pacniopsixenue [IpasurensctBa PO ot 23.04.1992 Ne781-P «O xpaHeHUH JOKYMEHTOB I10 JMYHOMY COCTaBY»

2) TpynoBoii konekc PD

3) [Tocranosnenne [IpasurenscTBa PO ot 16.04.2003 Ne225 «O TpyHZOBBIX KHIKKAX»

4) Iocranosnenne Munrpyna PO ot 10.10.2003 Ne69 «O6 yTBepkA€HUN HHCTPYKIUHU 110 3aMOTHEHUIO TPYAOBBIX KHIKEK)
TectoBoe 3ananue 13. [IpaBoBo# aKT, NepPEUNCIAIONNNA BUIbI JOKYMEHTOB, IPEAOCTABISEMBIX IIPU 3aKII0UEHUU TPYA0BOTO
JIOTOBOPA. ..

1) YcraB opranmzanuu

2) IlpaBuiia BHYTPEHHETO TPYIOBOTO PacIoOpsIKa OpraHu3alul

3) ITonoxeHue 0 MepcoHae OpraHu3aluy

4) TpynoBoii konexc PO

TectoBoe 3aganue 14. HeobxoaumMocTs oopMIEHHE JINYHBIX A€l PAOOTHUKOB PErIaMeHTHPOBAHA!

1) OKVY /[

2) OCHOBHBIMH TIPaBUIIAMH PaOOTHI APXWBOB OpPTraHMU3AINH

3) [IpaBunamMu BHYTPEHHETO TPYAOBOTO PACHOPSIKA

4) IlepeyneM THIOBBIX YIPaBICHYECKUX JOKYMEHTOB, 00pa3yOIUXCs B JeATEIbHOCTH OpraHU3alUi, ¢ yKa3aHHEM CPOKOB
XpaHeHus 5

TectoBoe 3aganue 15. TpynoBbie NEHCHH YCTaHABINBAIOTCA U BHIIIAYMBAIOTCS B COOTBETCTBUU.

1) @3 «O rocynapcTBEHHOM IIEHCHOHHOM obecrieueHuu B POy

2) @3 «O TpynoBBIX MeHCUsAX B PDy

3) @3 «O BerepaHax»

4) @3 «O6 00s3aTEeNEHOM ICHCHOHHOM CTPaxoBaHHUHU B POy

TecroBoe 3ananue 16. [Ipu opopmiIeHnU TPYIOBEIX MPABOOTHOLIEHUH 00sI3aT€IbHBIM JJOKYMEHTOM, PErjJaMeHTHPYIOLIIM
00513aTeIbCTBA CTOPOH, SIBISCTCS:

1) 3asBIICHUE O TIpHIEMe Ha PaboTy

2) KOJUIEKTUBHBIN 1OTOBOP

3) Tpya0BOE coralieHue

4) TpyIOBO# TOTOBOP

TectoBoe 3amanne 17. CTpyKTypa KagpoBOH JOKYMEHTAIIMH BKIIIOYAET B ceOs:

1) mpuKa3bl 0 OCHOBHOM JESITEIbHOCTU

2) npuKa3bl 1O aAMUHHCTPATUBHO-X03AHCTBEHHON AEATEIbHOCTH

3) mepenucKy ¢ BHIIECTOSIIEH OpraHu3aIuei

4) mpuKas3kl MO JINYHOMY COCTaBY

OcHOBHOl 3Tan

TecroBoe 3ananue 1. Kakne peKBU3NTHI ABJIAIOTCS B3aUMOHCKIIOYAIOIMMHU IpU 0opMIIeHHH OJlaHKa, Ha JII000M OaHKe MOXKET
OBITH H300paXKCH TOJIBKO OJWH U3 ITUX PEKBU3UTOB?

1. 01,02,03- T'ocynapctBennslii rep6 Poccuiickoit @eneparum, repbd cyobekta Poccutickoii heaepannu, DMOIEMbI, TOBapHBIE 3HAKH
2.02,03,04- I'ep6 cyonsekTa Poccuiickoit deneparun, OMOIeMbl, TOBapHBIE 3HAKU, KO OPTraHU3aINU

3. 01,03,04- I'ocynapctBennslii repb Poccuiickoit @enepariuu, IMOIeMbI, TOBAPHBIE 3HAKH, KOJT OPraHU3aInU

TectoBoe 3amanne 2. DTOT PEKBU3UT SABISETCS 003aTEIBHBIM; OH IIPOCTABISAETCS B COOTBET "CTBHHU ¢ OOIIEpOCCHICKIM
kiaccuukaropom npeanpuatiid u opra—Huzammit (OKIIO) u BxirtogaeT B ce0st BOCEMb 3HAKOB!

1. 04 - xon opranuzauuu

2. 05 - ocHOBHOI rocyJapCTBEHHBIH PErHCTPALMOHHBIN HOMEP IOPUANYECKOTO JIULA.

3. 07— xox popMbI JOKyMEHTa

TectoBoe 3amanue 4. Hag 9TUM peKBU3UTOM yKa3bIBaIOT COKPAIEHHOE, a IIPH €r0 0T-CyTCTBUU — IIOJIHOE HAaMEHOBaHUE
BBILLIECTOSIECH OpraHnu3aIiu:

1. 08— HanMeHOBaHWE OpPTraHU3AlINY, SBJISIONICHCS aBTOPOM JIOKY "MEHTAa.

2. 06— uaeHTH()UKAINOHHBII HOMEp HAJIOTOIUIATENNbIINKA / KOJ IPUYUHBI TocTaHOBKY Ha yuet (MHH / KIIIT}

TecroBoe 3ananue 5. 1o yciaoBHoe I (poBoe (MHOTAa OYKBEeHHO-LIU(ppoBOe) 0003HaUe"HHE JOKyMeHTa. B Hymeparuu
PEKOMEH/TyeTCs MCITOJIb30BaTh ABY3HAUHbIe HOMepa, Hanpumep: Ne 03-05/123, rae 03 — HOMep CTPpYKTYpHOTO moapasaene—Hus, 05
— HOMEp JieJ1a 110 HOMEHKJIAaType, 123 — HOopsIKOBBIIA HOMEP CaMoro JOKyMEHTa:

1. 12- perucTpaMOHHBIII HOMEP TOKyMEHTa

2. 13- ccbulka Ha pErUCTPALMOHHBIM HOMEp U 1aTy AOKyMEHTa.

TectoBoe 3amanne 6. DTOT PEeKBU3UT B BHJIEC HAJIIHCH Ha JOKyMEHTE, C/ICIaHHas JIOJDKHOCT-HBIM JIMIIOM U CoJieprKalas pUHITOe
uM pemreHre. OHa 3aKpeIuIsfeT PacIOpsHKEHUE PYKOBOANUTENSI OTHOCUTENIFHO BOIIPOCA, OTPAXKCHHOTO B IOKYMEHTE!

1. 16 — rpud yTBepkIeHHUS JOKyMEHTa




2. 17 — pezomonus

OCHOBHOH 3Tam

TecroBoe 3ananue 1. Kakue 10KyMeHTHI IOIBEPraloTCs perucTpauuu?

A). BHyTpeHHME BXOSIIHE;

B). Bxonsmue, ucxoasiiye

B). Tonbko BHyTpeHHUE

I') [IpaBuiibHOTO OTBETA HET

TectoBoe 3amanne 2. UTo nenats ¢ OIMMO0YHO MPHUCIAHHBIMU KOH(EISHIINAIEHBIMH JOKYMEHTaMHU?

Bribpocuts

OTtnpaBut 00paTHO

ITo cornacoBaHMIO C OTHpaBUTENIEM NEPECIATh B HY KHBIHN afpec

TectoBoe 3amanne 3. Ha uTo OyIyT cCBUTATHCA P PETUCTPALINH BXOIAIINX JOKYMEHTOB, HOTCHIIHAIBHO COAEPKAIINX
KOH(UACHINATBHYIO HHPOPMALUIO?

Ha Ilepeuens

Ha pemenne pykoBoauTemnst

Ha 3npaBsrii cmbich

Ha nanuuue rpucda, KOTopblil 0053aH HOCTaBUT OTHPABUTEIH

TecroBoe 3ananue 4. Uro nporcxosT ¢ KOH(PUACHIMAIEHBIMI JOKYMEHTaMH, KOTOPBIE HE UCIOJIB30BaHbI B TEKYIIEM
JIETIOTIPON3BOICTBEHHOM TOITy

Hx ynuyTOx)a0T

VX mepeBOIAT ATl UCTIONHEHHS B HOBOM J€JI0IPOU3BOJCTBEHHOM IOy

Takoif He0OXOMMMOCTH HE BO3HUKALT, TAaK KaK OpPTaHU3alHH 005M3aHbI BCE UCIIONHUTH B TEKYIIIEM TOTY

TectoBoe 3amanue 5. Uto moapa3symeBaeT SKCIEANIIHOHHAs 00paboTka?

Y4eT u perucTparuio BXOIAIUX aKeTOB JOKyMEHTOB.

Vuer u perucTpanuio HCXOAIUX NaKETOB JOKYMEHTOB

HWro u npyroe

IIpaBunbHOrO OTBETA HET

TecroBoe 3aganue 6. CTOUT 1M NIPUHUMATD HAJTOPBAHHBIN MaKeT ¢ KOH(QUICHMAIBHBIMH JIOKYyMEHTaMH, aJpECOBAHHBIH B Ballly
opraHu3anuio?

Her He cTouT, HyX)HO COCTaBUTbH aKT U BEPHYTh 0OPATHO

CTouT, HO COCTaBUTh AHTEHI

OCHOBHO 3Tan

TectoBoe 3ananue 1. IlocnenoBaTeabHOCTh NOATOTOBKA JOKYMEHTOB K MOCHEAYIOLIEMY XPAHEHHIO U UCIIOIb30BaHUIO BKIIIOUAET:
1. sKcepTH3y IEHHOCTH

2. opopmieHue nen

3. cOCTaBJIEHHE OIUCEHN JIEN

4. obecrieueHNe UX COXPAaHHOCTH;

5. mepenady JeJ1 B apXUB OpraHU3aluu

TecTtoBoe 3aganue 2. B 1enonpon3BoACTBE 3KCHEPTHU3a IEHHOCTH ITPOBOAUTCS TIPH:
COCTaBJIEHHH HOMEHKIIATYpbI A€

(hopMupoBaHUH AT

MOATOTOBKE JIEJT JUTA TIepeadr B ApXUB OPTaHU3AIMHY ITOCTIC 3aBEPIICHHS X JETI0IPON3BOICTBOM
CO3JJaHUH JOKYMEHTa

perucTpalyu J0KyMeHTa

TecroBoe 3ananue 3. I1o cpokam XpaHEHUs! JOKYMEHTBI IEJIATCS Ha TPYIIIIbL:

C TIOCTOSHHBIM CPOKOM XPaHCHUS

€O CpOKOM XpaHeHus cBoime 10 et

€0 cpokoM xpaHeHus 0 10 et

CO CPOKOM XPaHECHHUS MEHee roja

CO CPOKOM XPaHEHUS MeHee 6-TH MecsleB

TectoBoe 3ananue 4. B ocHOBe pOBeAEHHS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB JIEKAT MPUHIIUIIBL:
HCTOpH3MA

BCECTOPOHHOCTH

KOMIUIEKCHOCTU

YKOHOMHYHOCTH

OIIEPAaTHBHOCTH

TectoBoe 3ananue 5. B rpynmmy KpuTepueB 3KCIEPTU3bI [IEHHOCTH JOKYMEHTOB BXOZAT:
MPOUCXOXKIECHHE

cofiepKaHue

BHEIITHHE 0COOCHHOCTH

HaMMEHOBAaHUE BUJA

3aroJIOBOK K TEKCTY

TectoBoe 3amanne 6. B 3kcrepTHYI0 KOMHCCHIO BKITIOUAIOTCS paOOTHUKHY 3HAIOIINE:
CTPYKTYPY U JeSATENbHOCTb OPTraHU3aluu




JeTIOTIPOU3BOJICTBO

COCTaB IOKYMEHTALIH

MHOCTPaHHBIC A3BIKA

TEXHOJIOTHIO MPOU3BOJICTBA

TecroBoe 3ananue 7. JkcnepTHO-NipoBepouHas komuccus (1K) naznavaercs B ...
apXMBHOM YUPEXKJEHUH

OpraHM3aIuN

MHHHUCTEPCTBAX U BEIOMCTBAX

KPYIHBIX OpraHU3aIHAX

TectoBoe 3aganue 8. PeneHns SKCIIEpTHONH KOMUCCHH BCTYIAIOT B CHIILY IOCIIE ...
YTBEPXKICHHS UX PYKOBOIUTEIEM OPraHI3aIlUH

yTBepKIeHUA UX pykoBoautesem DK

HocJie MOANKUCH YJIEHAMH KOMUCCUH

HOCJIE TIOINCH NPEACEeIaTeNIeM KOMUCCHA

TectoBoe 3amanue 9. DKCIepPTU3y LEHHOCTU JOKYMEHTOB OCYIIECTBIISIOT paboTHUKH cinyk0b61 IOY coBmecTHO ¢ DK
COTPYJHMKHU apXHBa OpraHU3aluU

YICHBI SKCTIEPTHON KOMHUCCHI

HE3aBHCHUMOI OpraHu3aluu

TectoBoe 3aganue 10. B pe3ynsraTe npoBeeHHs 3KCIEPTHU3bI IEHHOCTU BBLAGNSAIOTCA TPYTIIBI JOKYMEHTOB MOJUIEXKaIINe:
MOCTOSIHHOMY XPaHEHUIO

BpPEMEHHOMY XpaHeHHIo (cBbIme 10 J1eT) B apXuBe OpraHU3aIliH

BPEMEHHOMY XpaHeHuto (10 10 11eT) B CTPYKTYPHBIX HOAPa3IeICHUIX
HOJJIeKAIEe YHUUTOXKEHHIO

BPEMEHHOMY XPaHEHHUIO (0 5 JIeT) B CTPYKTYPHBIX TOAPA3IEICHUIX

BPEMEHHOMY XPaHEHHUIO

TecroBoe 3ananue 11. [To pe3yabraTam SKCHEpTH3BI IGHHOCTH JOKYMEHTOB COCTABIISIETCS:
OIUCH JIeN TIOCTOSIHHOTO CPOKa XpaHEHHUs

OITHCH e BpeMeHHoro (cBbimIe 10 jeT) XpaHeHus

OIUCH JeN 1O INYHOMY COCTaBYy

aKT O BBIJEJICHUH K YHUUTO)KEHHIO [, He MOJUIEXKAIIUX XPaHEHUIO

OITHCH JIeJT BPEMEHHOTO (10 5 JIeT) XpaHeHHs

OITHCH €N TI0 OCHOBHBEIM BHJaM AEATEIBHOCTH

3aBepIIaronuii 3Tan

TectoBoe 3amanue 1. CormacHo AOMKHOCTHOMY PErfIaMeHTy B IOJDKHOCTHBIC 00S3aHHOCTH ITOMOIIHUKA CY/IbH HE BXOHT:

a) U3y4YCHHE JKal00, 3asBICHUM, JIe)1, TOCTYNUBIINX K CyJb€, BHECCHHE IIPEATOKEHUH 110 IPHUEMY UX K MPOU3BOACTBY (00 OTKase B
npuemMe, BO30YXX/ICHHH Jiefla, Ha3HAYeHUH | T.11.);

0) ygacTre B HOATOTOBKE JIeJI, HAXOISIIUXCS B IPOM3BOACTBE CYAbH, K CyAeOHOMY pa30HpaTeNbCTRY;

B) 000D 3aKOHOB, HOPMAaTUBHBIX AKTOB, MaTEpPHUAIOB CYAEOHON NMPAKTUKH HEOOXOIUMBIX CYJbe Ul PACCMOTPEHHs ena.

T) HOArOTOBKA 3aKJIFOUEHHUS 110 CIIOPHBIM BONPOCAM NPUMEHEHHS 3aKOHO/JATENBCTBA;

1) PACCMOTpPEHHE TPAXXIAHCKUX M YTOIOBHBIX JIeTI ITO CYIIECTBY;

€) HOATOTOBKA IIPOEKTOB CyJAEOHBIX MOCTAHOBIICHUH MO J1eJ1aM MO TTOPYUYECHHUIO CYIbH;

TectoBoe 3amanue 2. OTBETCTBEHHOTO 3a JEJIONPOU3BOJCTBO B CyJI€ HA3HAYAET:

a) TpeiceaTenb Cya;

0) 3aMecTUTENb MpeceIaTeNs Cya,;

B) HaUaJIbHUK KaHLEJIAPUH CYyIa.

TecroBoe 3aganue 3. CoriaacHO HOPKHOCTHOMY PETJIAMEHTY B JOJDKHOCTHBIE 00SI3aHHOCTH CEKpEeTapsi CyJeOHOT0 3aceJaHus He
BXOJIUT:

a) Ha3HA4YeHHE K PACCMOTPEHUIO YTOJIOBHBIX, IPAXKIAHCKHUX Jell U MaTepHAJIOB,;

0) mpoBepKa SIBKH JINLI, KOTOPHIE BHI3BIBAINCH B CYJ€OHOM 3aceliaHHe, M OTMETKA B [IOBECTKAX BPEMEHH MX HAXOXJICHUS B CYJE;
B) BeZICHHE IIPOTOKOJIOB CY/IeOHBIX 3aCeJaHUH, O3HAKOMIICHHE ¢ HIMH yJacTHHKOB ITPOIIECcca 110 UX XOJaTaiCTRY, 3asBICHHOMY 10
BBIHECEHHS CyAeOHOTO pelIeHNs 110 Ay,

T) 0o(hopMIIEHHE YTONOBHBIX, TPAXIAHCKUX AN MOCIe X PACCMOTPEHMS U C/lada UX B KaHLEIPUIO Cy/1a;

) U3TOTOBJICHHE IT€YaTHBIX KOMHUH CyIeOHBIX aKTOB

TectoBoe 3amanne 4. 3agBUTEIIO O MIPECTYIUICHUH MOCIIE PETHUCTPAIIMN COOOIIEHNS BEIIACTCS:

a) TaJIOH-yBEJJOMJICHUE;

0) TaJIOH-KOPEIIOK;

B) CIpaBKa-yBeJOMJICHHE;

T) aKT O IPUHATHH COOOIICHIS.

TecroBoe 3ananue 5.X01aTaliCTBO O 3aKIIOUEHUH JIMLIA MO CTPAXy MOAJIEKUT PACCMOTPEHHUIO CYAbel B 10CYA€OHOM
MPOU3BOJICTBE:!

a) B TeYEHHE 8 4aCOB ¢ MOMEHTA IIOCTYIUICHHS MaTepHaloB B CY/I;

0) B TeueHne 12 yacoB ¢ MOMEHTa MOCTYIUICHUS] MATEPUANIOB B CY/I;

B) B TeUeHHUE 24 4YacoB C MOMEHTA MOCTYIUICHUSI MaTEPHANOB B CYJ;

T) B Te4eHHE 3 YaCOB C MOMEHTA ITIOCTYIUICHHS MaTEPHAJIOB B CYII.

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




ObocHyiiTe, moueMy JOKYMEHTAIUS SBISIETCSI BXKHBIM JEJIOBBIM aKTUBOM MIPEATIPUATHS.

Omnpenenure OCHOBHbIE TEHJEHINU pa3BUTHUs JOKYMEHTHPOBAHHS YIPABICHYECKON IESATENbHOCTH B COBPEMEHHBIX
YCIIOBUSIX.

INoscHute, KakKM 00pa30M OCYIIECTBIICTCS PETyINPOBAHNE COCTaBA JOKYMEHTOB MPEINPHUATHS H3y9aeMoi Bamu otpacim.
Iepeuncnure u3BecTHsle BaM HOpMaTHBHBIE aKThI, B KOTOPBIX JaHBI ONpeeNCHUs TEPMHUHA «T0KYMEHT». OOBSICHUTE, B 4YeEM
3aKJII0YAETCs MPUHLUIMANBHASA PAa3HHULA MEXKIY CYLIECTBYIOIIUMH TPAKTOBKAMHU JAHHOTO MOHATHS.

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

[epeuncianTe peKBU3UTEI, ABIISIONIUECS 003aTEIbHBIMU JJIsL BCEX JIOKYMEHTOB, BXOJAIINX B YHU(DUIMPOBAHHYIO CHCTEMY
OpTaHM3aI[IOHHO-PACTIOPSTUTEIBHON TOKYMEHTAIHH.

PackpoiiTe 0coOeHHOCTH MPUIAHUS IOPUITYECKON CHIIBI SJIEKTPOHHOMY TOKYMEHTY.

CocrtaBbTe 0011Me OJaHKH 1 OJJAaHKH MUCbMa JJISl BCeX CTPYKTYPHBIX NoApasaeneHuil npeanpusatus Bameit orpaciou. Cocta
CTPYKTYPHBIX NOJpa3/ieIeHUI ONPENETUTE CAMOCTOSTENBHO.

CocraBpTe 00mue OJaHKK U OJJAHKU IMHCHMA JUTS BCEX PYKOBOIINX JOJDKHOCTHBIX JIHIL, TIPEANPHATHS Batmei orpaciy,
o0JaaroIux npaBoM noanucu. HanMeHoBaHUS JOMKHOCTEH PyKOBOAUTENEH HCIIONb3yiiTe Mo Bamemy ycMoTpeHHIO.
O0ocHyiiTe, moyeMy He0OX0MMa CTaHAAPTH3ALNS (POPMATOB 3IEKTPOHHBIX JOKYMEHTOB.

ITpuBemuTe MpUMepH! yIpaBIeHIECKNX JOKYMEHTOB, B KOTOPBIX OCHOBHAS JJaTa MOKET HE COBIANATh ¢ (hPaKTUIECKIM BpEeMEHEM MX
HONUCAHUSL.

YkakuTe NPUHIUIHAIBHBIE PAa3INYUs COCTABICHUS MIPOLIECCHBIX PErTIAMEHTOB U CTPYKTYPHBIX PETJIAMEHTOB.

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

CocraBbre Kozmekc koprnopaTHBHON 3THKH Hpeanpustus Barmeit orpacnu. B nepsoit vactu Kogexca u3moxute EHHOCTH, LIEIH U
HNPUHLUIBI IPEANPUATHS, B COOTBETCTBUU C KOTOPBIMHU JOJKHBI BHICTPAaUBAThLCSI €10 OTHOIIEHHS C MApTHEPAMH, KIIHEHTaMH,
TOCYZapCTBOM M O0LIECTBOM; CHOPMYIHPYHTE MUCCHIO IpeanpHATHs. Bo BTopoii yacti Kozmekca omummre STHYecKne HOPMEI 1
MpaBIJIa MOBEACHHS paOOTHUKOB MPEINPHATHS.

Pa3pabotaiiTe mpoeKTHl yCTaBa U YUpeAUTENFHOTO JOroBopa NpeanpusTus Baieit otpacnu, co3ganHoro B popme odIecTna ¢
OrpaHHYECHHON OTBETCTBEHHOCTHIO, yUPEIUTEIIMH KOTOPOTO BEICTYTAIOT JBa (hU3NUecKuX JHla. OCTaIbHBIC YCIOBUS ONPEACIIUTE
Ha Bame ycmotpenue.

PazpaboTaiiTe IpoeKT JOroBopa MeXIy NpeAnpuaTHeM Barreit oTpaciy u ero KIHMeHTOM (MIPEATPUATHEM WIN (PU3NIECKUM JIUIIOM).
YcnoBust oroBopa yKakuTe B COOTBETCTBUH C CYLIECTBYIOIUMHI B IPakAaHCKOM 3aKOHOJIATENbCTBE HOPMAaMU JUIsl JaHHOTO BHJA
(pPa3HOBHIHOCTH) JOTOBOPOB M B 3aBHCUMOCTH OT CIICIIH(DUKHI eI TEIEHOCTH MPEIIPHSATHS.

ObocHyiiTe, B KaKUX YIPaBICHYECKUX CUTYAIUAX [eJIeCO00pa3HO U3aHUE COOTBETCTBYIOLIETO PACIIOPSIIUTEIFHOTO JOKYMEHTA: a)
npuKa3; 0) pacnopsbKeHHE; B) yKazaHUe.

[NosicHuTe, KaK CBA3aHbI HOPSIOK COCTABICHMS U O(OPMIICHHS NIPHUKa3a C KAUECTBOM Pean3alluy yIpPaBICHUECKOI0 PELICHHUSI.
OnumuTe TOPAIOK TOKYMEHTAIIOHHOTO 0(OPMIIEHHS AETeTHPOBAHMUS ITOTHOMOYHH PyKOBOJIHUTENIEM OPTaHU3AINN HA H3JaHNe
PacHopSaUTENBHBIX JOKYMEHTOB.

B OAO «PaccBer» Obli1a mpon3BeeHa MpoBepka (GUHAHCOBO-XO03HCTBEHHON JICATEIBHOCTH, B X0/1€ KOTOPOH BBISIBIEHO YTO HA
TPEANPUSATHN HE BEAETCS )KypHaJ ydeTa BBIa4d IOBEPEHHOCTEH M OTCYTCTBYET OTYETHOCTD IO KOMaHANpoBKaM. COCTaBbTe
coOTBeTCTBYIOmMi puka3. Hanmenosanue nomkxoctelt u @.1.0. paboTHHKOB npennpusTis — Ha Barre ycmorpenue.
CocraBbTe IPUKa3 10 OCHOBHOM JESATENBHOCTH O rpaduke paboThl B Mpa3IHUYHbIE AHU (Ha4adbHUK OXPaHBbI JODKEH oleuaTaTh
HPOU3BO/ICTBEHHBIE TIOMEILCHUS 1 00ECTICUUTh OXpaHy; IUPEKTOP 110 MEPCOHAITY JIOJDKEH 00ECIIeUUTh JIEXYPCTBO Ha TenedoHe
TJIABHOTO O(hHCa JJIsI OTIEPAaTHBHOTO PELIEHNS BOIIPOCOB; IMIaBHBIH OyXTanTep JOIDKEH OIUIATUTh AEKYPCTBO B IBOMHOM pa3Mepe).
HaunmenoBanue ©.11.0. paboTHUKOB IpeAnpusTys — Ha Bame ycmoTperue.

CocraBbTe IIPOEKT MPHKa3a 10 JMYHOMY COCTaBY CO CIETYIOMIUMH JaHHBIMU:

a) 0 mpreMe Ha paboTy Ha TOJDKHOCTE cekperapsi-pedepenra [letpoBoit AHHBI FIBaHOBHEI,

6) 06 yBomsHeHIH CMupHOBa [TaBna CepreeBuda ¢ JOIDKHOCTH INTAaBHOTO OyXTanTepa B CBSI3H C yXOJOM 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 OTKPBITOTO aKIIOHEPHOTO 00IIECTBA, COCTAaBHTE MIPOEKT
pemenust CoBeTa JUPEKTOPOB 00 yIacTHHU BBICTaBKE, TOCBSIIEHHOH MpobieMaM 1 HepclieKTUBaM Pa3BUTHA oTpacii. Temy
BBICTaBKH, MECTO U MECTO €€ MPOBECHNS YKaXUTE CaMOCTOATENbHO. B KOHCTaTHpYIOLIeH YacTH COLITHTECh Ha TO, YTO y4acTHe B
JIaHHOW BBICTAaBKE TPEyCMOTPEHO KOOpAUHAIMOHHBIM I1aHoM CoBeta nmupekTopoB oT XX.XX.20 . B nocraHoBisOMIEH 4acT, B
TOM UHCIIE:

- IOPY4HUTE 3aMECTUTEIIO TeHEPAIbHOTO JUPEKTOPa NOATOTOBUTE MPEUIOKEHUS [0 COCTaBY AeNeraliy 1 NpeoCTaBUTh Ha
paccmoTpenue CoBeTy AUPEKTOPOB B ONPENEIEHHBIN CPOK;

- IOPYYUTE OT/EITYy MapKeTHHTa BO IIaBE C €ro HaYaJIbHUKOM YTOYHUTH CIIMCOK INIAHUPYEMBIX K IEMOHCTPAIMH Ha BHICTaBKe
JOCTHXKEHHH, 000pyA0BaTh ClienUalbHbIE CTEHIBI AT AEMOHCTPAIHH JOCTIDKEHUH U MOATOTOBUTH MIPE3EHTAIMIO U JOKJIAA B
oIpezielIeHHbIE CPOKHU (TeMy MPE3eHTAIMU U A0KJIa/la YKaKUTE CAaMOCTOSITENIBHO).

CocTaBbTe COOTBETCTBYIOMINI PACHOPSAUTEIBHBIA TOKYMEHT, ONTHPAsiCh Ha MPEUIOKECHHYIO CUTYaIHIo:

1). Aupextop OAO «Cymep-Typ» uzngai... 00 opraHu3aliy CEMEHHBIX TypoB 1o Poccun u 3a pybexom B cpok 1o 21.06.2007.
IToaroroBuTh HEOOXOAUMBIE JOKYMEHTHI TOpYyUeHO cTapiiemy MeHekepy M.O. Bacunseny.

2). Coset nupekropoB OAO «IIpa3aHuk» uznani... 06 oobeauHeHrn opranuzanuii «Ceroaus» u «Kaxaplil J1eHb» B CPOK 10
03.09.2007. KOHTPOJIH 32 HCIOJIHEHHEM ... OBUT BO3JIOKEH Ha reHepansHoro aupekropa 3A0 «Ceroxasa» P.A. Kacarknna.
Odopmute npoTokoa coOpaHus pabOTHUKOB KOMMEPUECKOI OpraHn3aIliy ¢ TTOBECTKOM JTHS:

1) O HampaBneHHsAX Pa3BUTH KOMMEPUECKOI! AesTeIbHOCTH MPEANPUITHS.

2) O BBeICHUH HOBBIX PETJIAMEHTOB IT0 IKCIIEPTH3E KauecTBa TOBAPOB.

OcranbHble 1aHHbIe — Ha Bame ycMmotpenue.

HazoBute ocHOBHBIE (D)YHKINH, KOTOPBIE BHINOIHSET B TEKCTE JETI0BOr0 MUCbMa oOpallieHue K afpecaTy.




Ha3zoBuTe 0CHOBHBIE pa3IudMs B O(OPMIICHHH JEIOBBIX MICEM B OTCUECTBCHHON M 3apyOeKHOI (B T.4. MEXKAYHAPOIHOIN)
HpaKTHKE.

YkaxuTe 0COOEHHOCTH NIEKTPOHHBIX MHCEM KaK (pOpMBI eTTOBOH ITEePEnHCKH.

Omnpenenure pa3sHOBUIHOCTH JIEIOBOTO MHChMA 10 SA3BIKOBBEIM (hopMymam:

1) Ilpocum cooOIIMTh JaTy npHesna aenerauru ot Bameit hupmbt

2) MsI yBepeHsl, uTo Bac 3auHTEpeCyeT BHICOKOE KauyeCTBO HallIel MPOTYKIUH. ..

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

4) Ham Oyner npuatHo BuAeTh Bac Ha ro0uiee Harmeil GupMBbl, KOTOPBIH COCTOUTCS. ..

5) K coxanenuto, Mbl He MOXKeM NPUHATH Baile npennoxenue. . .

6) I[Ipencrasisio Ha yTBEpKACHHUE IIPOCKT IUIAHA. ..

BbI KoMMepUecKui AUPEKTOp ONTOBON TOProBoi (pupmsl «KpacoTa i rapMOHUS 1O MPOJakKe KOCMETHIECKON 1 map(roMepHOit
npoayKuuu. Bam Heo6X0UMMO MPOBECTH peKIaMHY0 koMmaHuo. OhopMuUTe peKIaMHOE MHChMO JUIS IEJIOBBIX MapTHEPOB.

BeI siBNIsieTECh BEAYIMM CIIELUANNCTOM KHIDKHOM sipMapku. CocTaBbTe TEKCT MUChMa-NPUTIIALIEHUs] OTEHIHAIBHBIM YYaCTHUKAM
SApMapKd. YYacTue B 3TON sipMapKe MO3BOJIHT ITHUPOKO MPEACTABUTH KHIDKHYIO IIPOXYKINIO MAPTHEPOB, IPOJATh SKCIOHATHI CO
CTEH/IOB, H3Y4YUTh OCOOCHHOCTH PHIHKA U 3aKJIFOYUTH BBITOJHBIC CIACTKH.

CocTaBbTe TEKCT HChMA, OATBEPXKAatoIero coryiacue GupMbl « COTHBILIKO» € NPEATOKEHHBIM GpupMoii «O0nauko» rpadukom
TIOCTaBKU TOBAPOB B TEUCHUE CPOKa ACHCTBHUS JOTOBOpPA ITOCTaBKH. B MicEMe Takke yKa3sIBaeTCs Ha HalpaBieHHE GUPMOit
«CoIHBIIIKOY» [UIS TTONIUCAHNS SK3EMIUIIPOB JOTOBOPA, YXKE IMOAMNCAHHBIX C €€ CTOPOHBI.

CocraBbrte 3asBineHne MmeHepkepa benkunoit C. C. o mpenoctaBieHuy el ouepenHoro otmnycka 3a 20 roa.

Ha o6mem 6:1anke Bamnrero npeanpusTust cOCTaBbTe HHCTPYKLHUIO MO JIETIONPOU3BOJCTBY, PyKOBOACTBYSCh PEKOMEHIALUsIMH,
TPeTyCMOTPEHHBIMH POCCHICKOM HOPMaTHBHO-METOANIECKOH 6a30ii.

PaspabortaiiTe monoxeHue o ciyk0e JOKyMeHTalnoHHOro obecnieuenus ynpasnenus (JJOY) npennpustus Bameii orpacim.
Hazsanue u cocras ciryx0b1 JIOY onpenennte caMOCTOSTENIBLHO B 3aBUCUMOCTH OT CTaTyca U Macurada Bamero npeanpustust.
PazpaboraiiTe 1oKyMEeHTAIIMOHHOE 00ECTICYeHNE pekUMa KOMMEPUIECKO# TaltHbI Ha TipeanpuaTu Bameid orpaciu. C 3ToH 1eNbio
COCTaBBTE:

- IepeyeHb HHPOPMAIIUH, COCTABIIIONIEH KOMMEpUECKYIo TaiiHy Bamiero npeanpustus;

- CIIMCOK JOKyMEHTOB IPEANPHUATHS, COAEPKALIMX KOMMEPYECKYIO TaliHy;

- HHCTPYKIHIO 110 paboTe C JOKyMEHTaMH, COJIeP KAaIlIMHA KOMMEPUECKYIO TaiHy.

Omnpenenure NpeuMyIecTBA PETHCTPAIIMU JOKYyMEHTOB Ha OCHOBE IPUMEHEHHS aBTOMAaTU3UPOBAHHBIX TEXHOJIOT U B
JEII0NPOU3BOJICTBE.

[TepeuncinTe TOKYMEHTHI, BKIIFOUAaEMbIE B apXHUBHBIH (DOH] OpraHU3aIliH.

YKaXuTe OCHOBHBIE (DYHKIIMH, KOTOPHIC BEIITOTHAET HOMEHKIIATYPa A€ OPTraHU3aI|N.

YkaxxuTte, Kakue JeHcTBUS HEOOXOIUMO MpeAPUHUMATh U Kakue (haKTOpsbI cleyeT yUUThIBAaTh AJs 00ecIeueH s JUINTEIbHOTO
XpaHEHHs dJIEKTPOHHBIX JOKYMEHTOB.

Brinenure rpynisl pabOTHHKOB OpTaHM3alHH B COOTBETCTBUH ¢ (PYHKIMSIMH, BBITOTHIEMBIMI HMH B CHCTEME aBTOMATH3AIIH
JeTIOMPOU3BOJICTBA U JOKYMEHTO000POTA.

5.3. OueHoyHbIe CpeACTBA ISl MPOMEKYTOYHOM aTTeCTANNH

HcTopust 0Te4uecTBEHHOTO AENONPOM3BOACTBA

CnocoObl yHU(HKAIUH TEKCTOB JOKYMEHTOB

CpezncTBa KONMMPOBAHMUS U OIEPATHBHOTO PA3MHOXKEHHS TOKYMEHTOB, pab0oTa ¢ HUIMA
Knaccudukanms 1okyMeHTOB

Homenkuatypa zien, coziep>kanue, CIoIb30BaHNue

WNHpnekcaiys 10KyMEHTOB

Perncrpanust JOKyMEHTOB U ITOCTPOSHHE CIIPAaBOYHOTO aIiapara
Ortansl ABMKEHHS U MOPSIJ0K 00pabOTKH JOKyMEHTOB

Cnenuguka s3bIKa CIy>keOHbIX JOKYMEHTOB

OTMeTKH Ha JOKYMEHTaX, HOPSIOK UX BeACHH, TPeOOBaHUS K HUM
JlokyMeHTaIus 110 TMIHOMY COCTaBYy

IMopsimok nepenauu Jes B apXUB yUPEKACHUS

OdopmireHne e ¢ JOKyMEHTaMU

CornacoBaHue, IOAIIMCAHUE U YTBEPKICHNE TOKYMEHTOB
3amnonHsAeMble PeKBU3UTHI OIaHKa

Bun, nata, aBTop, MECTO COCTaBIICHHS, KOJIbI JOKYMEHTOB

OOmue mpaBuiia pa3MeIieHNs] peKBH3UTOB Ha OJIaHKE OpraHM3aIliuy
DopMyIIIp OCHOBHBIX PEKBU3UTOB JOKYMCHTOB

OCHOBHBIE OHSTHS U OIIPEJICIICHHS IeIOIPOM3BOJICTBA

®opmbl opraHuzanuy padboTsl ¢ JOKyMEHTaMH

OCHOBHBIE 3a/1a4¥ U (PYHKINH CITy>KOBI JOKYMEHTalMOHHOTO obecrieueHns ynpasieHus (JJOY)
HudopmannonHO-cipaBoyHas paboTa ¢ JOKyMEHTaMH

CpenctBa cocTaByieHUsI U 00pabOTKH IOKYMEHTOB

OdopmiieHre npuemMa Ha paboTy

IIpaBuia opopmIIeHHS pacTIOPSIIUTENBHBIX JOKYMEHTOB
TpeboBaHus, NpeABbIBIIEMbIe K JOKIATHOHN 3a1cKe
KommnbloTepHbIe TEXHOJIOTHH MOATOTOBKU JOKYMEHTOB

Kpatxkas xapakrepuctuka 'OCT P 6.30 - 2003 r

Opraxusanus paboTsl cekpeTaps-pedepeHra

OcHoBHBIE (PyHKIMU JOKYMEHTa




Buns! npukasos

TpeOoBaHMS K TOATOTOBKE MHHUIIMATHBHBIX JICJIOBBIX IIHCEM

IMopsnox 06pabOTKH OTIIPABISIEMBIX TOKYMEHTOB

Oo6me TpeOOBaHMs K CTPYKTYpPE, CTUIIIO U3JI0KEHUS U OOPMIICHUIO AETOBBIX MMHCEM
Cramuu co3aHusl TOKyMEHTOB

IMpaBuna odopmieHHs cipaBOYHO-MH(OPMAIIOHHBIX JOKYMCHTOB

Harnmcats 3asiBnieHHe 0 IPeIOCTaBICHNH y4eOHOTO OTITyCKa

IIpaBuna opopmiienus TenehoHOrpaMM

Hammcatp mprka3s o moompeHnu

CocTaBHTh JIETIOBOE IMCHMO € O(OPMIICHHEM BCEX PEKBH3UTOB

Hamnmcarts 3asBneHue o npueme Ha paboTy

CocraBHTh [IPUKA3 110 BOMPOCaM OCHOBHOM AEATEIBHOCTH

IMpaBuna odopmieHns OPHIUATBHON JOBEPEHHOCTH

CocTaBHUTh TEKCT IMPOTOKOJIA MPOBEACHHS COBCIIAHNS

IIpaBuna oopmiieHHsI OPraHU3aLUOHHBIX JOKYMEHTOB: yCTaB, IOJIOKEHUE, HHCTPYKIHS
CocraBuTh ITpUKa3 00 YBOJBHEHHUH 32 IIPOTYJ 0€3 yBaKUTECIbHBIX IPUYNH

CocTaBHUTh TEKCT aKTa O Iepeaade el

Hamumure nrceMo-mipocs0y

CocrtaBbTe MpHKa3 00 YBOJIBHEHHHU B CBSI3M C COKpAILlEHHEM IITaTa paOOTHUKOB
CocraBbpTe IpUKa3 O MpHeMe Ha paboTy ¢ HEMOIHBIM paboYuM THEM

[lepeuncnure OCHOBHBIE 3IEMEHTHI TPYIOBOTO JOTOBOpa (KOHTPAKTA) CO CIICIIHAINCTOM
CocrtaBbTe MpHKa3 00 YBOJIBHEHHH 32 TMOSBICHUE HA paboueM MecTe B HETPE3BOM COCTOSIHUU. (TIpUIIaraeTcst)
CocTaBHTh TEKCT JIOKJIATHOM 3aITUCKH

CocTaBHUTh THYHYIO TOBEPEHHOCTD

CocTaBHUTh TEKCT CIIPABKH, 3asBICHUS

Hanucate nprkas o npeocTaBICHUH OTITyCKa

CocraBbTe JAEIOBOE MUCEMO C O(POPMIICHHEM BCEX PEKBH3HTOB

6. YHEBHO-METOJANYECKOE 1 THOPOPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JISA)

6.1. Pexomenayemas Jqureparypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTENN 3ariaBue WznatenscTBO, oA, 311. aapec
JI1.1 |I'punbepr A. C., JlokyMeHTaIlMOHHOE oOecrieueHre yrpaBieHHs: yueOHUK M.: IOHuTH-

T'op6aués H. H. , Hawna//http://biblioclub.ru, 2015

MyxamermuHa O. A. URL:

http://biblioclub.ru/index.php?
page=book&id=115031

6.1.2. /lonosiHuTEIBHAS JIUTEPATYPa

ABTOpBI, COCTABUTENN 3aryiaBue H3naTenbCcTBO, TO, 3J1. aapec
JI2.1 |Ko3unaE. C. Jenonpoun3BoacTBO: YueOHO-METOANYECKOE TocoOne M.: dupext-Menua
HTTP://BIBLIOCLUB.RU/,
2013
URL:

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

6.2. Ilepeuennb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH "UHTepHeT"

6.2.1 IlepeyeHs NporpaMMHOro odecneveHust

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

6.3.1.2

6.2.2 TlepeuyeHb COBpeMeHHBIX MPOdecCHOHATBHBIX 023 TaHHBIX H HH(POPMANHOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | TocynapcTBeHHas cucTeMa MpaBoBOi HHPOPMAIUH - O(UIHATIBHBIA HHTEPHET-MIOPTAN IPAaBOBON MH(OPMAIIHY -
http://pravo.gov.ru/

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

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

6.3.2.4 | OnexTpoHHas OnbIMOTEUHAs CHCcTeMa « Y HUBEpCUTETCKast OMOImoTeka oHainy - https://biblioclub.ru/

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

7. MATEPUAJIBHO-TEXHUHYECKOE OBECIIEYHEHHME JUCIMITJIMHBI (MOY JIS)




7.1 | CnennanbHbIe TOMEIIEHHS IPEICTABIAIOT cO00H yaeOHbIC ay JTUTOPHH JUIS IPOBEACHUS 3aHATHH JICKIIOHHOTO TUIIA,
3aHATHH CEMUHAPCKOT0 THIA, KYPCOBOTO IPOSKTUPOBAaHMS (BBIOJIHEHHS KYPCOBBIX padoT), TpyNHOBBIX U
WHIUBUyalIbHBIX KOHCYJIbTAllUH, TEKYIIETO KOHTPOJIS M IPOMEKYTOUHOH aTTeCTAINH, a TAK)KE TOMEILICHHUS IS
CaMOCTOSATEIFHON PaOOTHI M MOMEIIEHHUS [T XPAaHESHUS U IPOPHUIAKTHIECKOTO 00CITyKUBaHHUA YIeOHOTO 000py/I0BaHHSI.
CrnenuanbHble TTOMEIIEHH YKOMIUIEKTOBAHbI CHEHAT3UPOBAHHON MEOENbI0 H TEXHUIECKUMHU CPECTBAMH O0yUeHHH,
CIJTy KaIllMH ISt IpecTaBIeHHs] yueOHOH HH(pOpMALMU OOJIBIIOH ayiuTopuu. [{jist poBeieHust 3aHATHIH JEKIIHOHHOTO
THUIIA TIPEUIATaloTCsl HAOOPHI IEMOHCTPAIIMOHHOTO 000PYIOBaHNUS U YIeOHO-HATIISHBIX TIOCOOMH, 00eceYnBaromme
TEeMaTHYECKHE WILTIOCTPAINH, COOTBETCTBYIOMINE IPUMEPHBIM IIPOrpaMMaM AUCIUILTHH (MOIyJIel), pabounM y4eOHbIM
IIporpaMMam JUCHMIUIMH (Moayieit). [lomenenus s caMOCTOSITENbHOM paboThl 00yYaromuXcsi OCHALICHbI
KOMIBIOTEPHOH TEXHUKOH C BO3MOXKHOCTBIO MOAKITIOUEHHS K ceTH «MHTepHeT» 1 00ecIeueHneM J0CTyIIa B 3IEKTPOHHYIO
HH(GOPMANOHHO - 00Pa30BaTENBHYIO CPEY.

8. METOAUYECKUE YKA3ZAHUA JJISA OBYYAIOIUXCSA 11O OCBOEHUIO U KPUTEPUAM OLNEHUBAHUSA
OCBOEHUWA JUCIIMITJIMHBI (MOAY JIsT)

OO0y4arommMest HE0OXOMMO TOMHHUTB, YTO KaU4eCTBO MOIYYEHHOT0 00pa30BaHuUs B HEMAJIOH CTETIEHH 3aBUCUT OT aKTUBHOW POJU
caMoro odydarorerocsi B yueOHOM mporecce. OOyyaronuiAcs JOKEeH OBITh HalleIeH Ha MAaKCHMAIIBHOE YCBOCHHE T01aBacMOT0
JIEKTOPOM MaTepHalia, Mocye JEKIMHA U BO BpeMs CIICIIMATLHO OPraHU3yeMbIX HHAWBUIYAILHBIX BCTPEY OH MOXKET 33/]1aTh JICKTOPY
MHTEPECYIOIUE €T0 BOIIPOCEHL.

JleK1IIMOHHBIE 3aHATHS COCTABIIAIOT OCHOBY TEOPETHYECKOT0 OOYUEHUS U AOJDKHBI 1aBaTh CUCTEMaTHU3UPOBAaHHBIE OCHOBBI 3HAHUIMA
0 TUCUUIUTHHE, PACKPBIBATh COCTOSHHE W TIEPCIICKTUBEI Pa3BUTHS COOTBETCTBYIOIICH 001aCTH HayKH, KOHIICHTPUPOBAThH BHUMaHHUE
-00yuaronxcs Ha HanOoJIee CIIOKHBIX U Y3JI0BBIX BOIIPOCAX, CTUMYIHPOBATh UX AKTUBHYIO ITO3HABATENIBHYIO JICSTEIFHOCTD U
CHoCcOOCTBOBAThH (POPMHUPOBAHUIO TBOPUECKOTO MBIIIJICHHUSI.

I'maBHast 3aa4a JISKIIMOHHOTO Kypca - chOpMHUPOBATE Y 00yUYarONIUXCS CHCTEMHOE MPEACTABICHUE 00 H3y4acMOM IIPEeIMETE,
o0ecIeynTh YCBOCHHE OYIYyIINMH CIICIIHAIMCTAMH OCHOBOIIOJIATAIOMIEro yaeOHOTro MaTepraa, IPHHIUIIOB U 3aKOHOMEPHOCTEH
Pa3BUTHS COOTBETCTBYIOUICH HAYYHO-TIPAKTUIECKOM 00aCcTH, a TAK)KE METOIOB TPUMEHEHHS TTOTyYESHHBIX 3HAHWUH, YMEHHN U
HaBBIKOB.

OcHoBHbIe QyHKIUH dekimii: 1. [To3HaBaTenpHO-00y4atomias; 2. PazsuBaromas; 3. OpHeHTHPYOIIe-HANpaBIsomast; 4.
AxtuBusupytomas; 5. Bocriurarensnas; 6. Opranmsytomnias; 7. HGOpMaIoHHas.

BrinonneHue MpakTUYECKUX 3aJaHUN CITY>KUT BaXKHBIM CBS3YIOIINM 3BEHOM MEXIY TEOPETUYECKUM OCBOCHUEM JaHHOM
JUCLHUIUIMHEI M IPUMEHEHHUEM €€ NOJI0KEeHUH Ha npakThke. OHU CIOCOOCTBYIOT pa3BUTHIO CAMOCTOSATENILHOCTH 00yJaromuxcs,
0oJree aKTHBHOMY OCBOCHHIO Y4EOHOTO MaTepHaa, sIBISIOTCS BAXHOW IPEIIOCEUTKON (POpMUPOBaHHS TPO(DECCHOHATBHBIX KaYeCTB
OyIyHmIHX CIEIHAaINCTOB.

IIpoBeaeHue NpakTUYECKUX 3aHATUH HE CBOAUTCS TOJIBKO K OPraHUYECKOMY JOTOJTHEHHIO JIEKIIMOHHBIX KYPCOB U CAMOCTOSITEIbHOM
paboTs! 0Oygarommxcs. FIX BMecTe ¢ TeM ClIeAyeT pacCMaTpUBaTh Kak BAYKHOE CPEICTBO MTPOBEPKH YCBOCHHS 00YJAIOIINMUCS TEX
WJIA MHBIX TIOJIOKEHUH, JaBaeMBIX Ha JISKITUH, a TAKXKE PEKOMEHIyeMO ISl H3yUESHNUS JINTepaTyphl; Kak (opMa TeKyIIero KOHTPOIIs
3a OTHOLICHHEM O0y4JaroMXcs K yuebe, 32 ypOBHEM UX 3HAHHI, a CIeJ0BaTeNbHO, U KaK OJIMH U3 BaYKHBIX KaHAJIOB JIs
CBOEBPEMEHHOT'O MOTATHBAHMS OTCTAIONINX 00yYarOLIHXCS.

[Tpu mOATrOTOBKE BaXKHBI HE TOJBKO CEphe3HAs TCOPETUIECKask TIOATOTOBKA, HO U YMEHHE OPHEHTHPOBATHCS B pa3HOOOPA3HBIX
MPaKTUYECKUX CUTYAIHAX, €XKETHEBHO BOSHUKAIOIINX B €T0 IEATEIHbHOCTH. DTOMY CIIOCOOCTBYET (hopMa 00yUueHHS B BUIE
MPAaKTUYECKUX 3aHATHHA. 3aauil MPAKTUYECKUX 3aHATHUI: 3aKpeIUieHHe U YIiyOJieHHe 3HAaHHi, ITOTy4YeHHBIX Ha JIEKIHUAX U
NPUOOPETEHHBIX B IPOIECCE CAMOCTOATEIFHOM PAabOTHI ¢ yueOHOH IuTepaTypol, GopMHUpOBaHUE y 00YJAIOIINXCS YMEHUN U
HaBBIKOB paOOTHI C UCXOTHBIMU JTAHHBIMH, HAYYHOW JINTEPATYPOH U CIIENMALHBIMU TOKyMeHTaMu. [IpakTnaeckoMy 3aHITHIO
JIOJDKHO MPEIIECTBOBATh 03HAKOMIICHHUE C JIEKIIMEH Ha COOTBETCTBYIOIIYIO TEMY U IUTEPATypOid, YKa3aHHOU B IJIAHE ITUX 3aHSATHIM.
[Tpu npoBeneHNY yueOHBIX 3aHATHI 00ECIIEIMBAIOTCS Pa3BUTHE Yy 00YYAIOINXCSl HABBIKOB KOMaHTHOM PaOOThI, MEXKIJIMYHOCTHOU
KOMMYHHKAIIUH, IPUHATHUS PEIICHIH, INASPCKUX KauecTB (BKIOYas TP HEOOXOAMMOCTH MPOBEJCHNE HHTECPAKTUBHBIX JICKIINH,
TPYMIOBBIX JUCKYCCHIA, pOJIEBBIX UTP, TPEHUHTOB, aHAJTN3 CUTYallMil 1 IMHTAIIMOHHBIX MOJIEIIeH, IpenoJjaBaHne TUCIIUIUTHH
(Monyneii) B popMe KypcoOB, COCTaBICHHBIX Ha OCHOBE PE3YJIbTATOB HAYyUYHBIX HCCIICIOBAHHMN, TPOBOAUMBIX OPraHU3aLUCH, B TOM
YHCJIe C yYETOM PEeTHOHAIBHBIX 0COOCHHOCTEN TPOeCCHOHATBHON NIEATENEHOCTH BHITYCKHUKOB U MOTpeOHOCTEH paboTonarerneii).
CamocrosiTensHast paboTa MOXKET OBITh YCIICIITHOI IIPH OIPEIeNICHHBIX YCIOBHUAX, KOTOpbIe HE00X0IMMO opraHn3oBats. Ee
MpaBUIbHAS OpPraHU3alKs, BKIIOYAIOIIAs TEXHOJIOTUH 0TOOpa LieNeH, ColepyKaHus, KOHCTPYUPOBaHUs 3aJaHUN M OpTaHU3aIUI0
KOHTPOJISl, CHCTEMATHYHOCTh CAMOCTOSTEIIBHBIX YUeOHBIX 3aHATHIH, LIeIeCO00pa3HOE INIAHUPOBAHUE PabOYero BPEMEHH MO3BOJISICT
MIPUBUTH CTYJICHTaM YMEHHS U HaBBIKH B OBIIQJICHUH, U3yUSHHUH, YCBOCHUH U CHCTEMATH3aI[K MPHOOpETaeMbIX 3HAHHUI B TPOIIECCE
00yueHHs, TPUBUTH HABBIKY TOBBIIICHUS TPO(PECCHOHAILHOTO YPOBHS B TEUSHUE BCEH TPYOBOM IEITEIBHOCTH.

J171 KOHTPOJIS 3HAHUH CTYAEHTOB MO JAHHOW AUCLUILIMHE HEOOXOJUMO MPOBOAUTH ONIEPATUBHBIN, pyOEKHBIA M UTOTOBBI
KOHTPOJb.

OnepaTHBHBIA KOHTPOJIb OCYIIECTBISICTCS MIYyTEM ITPOBEICHUS OIPOCOB CTYICHTOB Ha CEMUHAPCKUX 3aHATHSIX, TPOBEPKH
BBITOJIHEHHS IPAKTUUECKUX 33aJJaHNH, a TaKkoKe Y4eTa BOBJICUSHHOCTH (aKTUBHOCTH) CTYACHTOB NPU 00CYKICHUN MUHU-I0KJIA0B,
OpraHU3al1M POJIEBBIX UIP U T.II.

KoHTpomb 32 caMOCTOATENbHOH paboTOH CTYAEHTOB ITO KypCy OCYIIECTBISETCS B IBYX (hOpMax: TEKYIIHH KOHTPOIb 1 HTOTOBEIH.
Py0exHbIil KOHTPOJB (aTTECTaNus) MOIPa3yMeBaeT MPOBEICHNE TECTUPOBAHUS 110 MPOHICHHBIM pasenaM Kypca. B rectupoBanue
MOTYT OBITh BKJIIOUEHBI TEMBI, IPEAJIOKEHHbIE CTYACHTaM ISl CAMOCTOSITEIbHOM MOATOTOBKH, a TAK)Ke MPAKTHUECKUE 3aJaHHS.

YpoBeHb chopMUPOBAHHOCTH MPOHECCHOHATHHBIX KOMITETCHIINH KaXKI0TO 00yJaIoIerocs: OIEHUBAETCS MO CIIEAyIoNIeH mKkaie (oT
1 o 5):

1 — He crpaBisIeTCs C BBIIOJHEHUEM TUIIOBBIX IPO()ECCHOHANBHBIX 3a]a4, HE POSBIISICT HU OJIUH U3 HaBBIKOB, BXOJIAIINX B
KOMIICTCHIIUIO,

2 —He CIIPABJIACTCA C BBIMTOJIHEHUEM THUITIOBBIX HpO(l)eCCI/IOHaHLHLIX 3aJ1a4, MpoABJIACT OTACIbHBIC HABBIKW, BXOAAIIUE B




KOMITCTEHIINIO;

3 — BBINOJIHSET TUIIOBBIC TPO(ECCHOHAIBHBIC 33124 IIPU KOHCYJIbTAIIMOHHON IOJJICPIKKE: TIOPOTOBbIN (KPUTHUECKHUIT) YPOBCHB
TOTOBHOCTH;

4 — caMOCTOATENBHO BEINOIHACT THIIOBBIC IpO(eccCHoHaTbHbIE 3a1aun. s peleHns HeCTaHAapTHBIX 3a/1ad TpedyeTcs
KOHCYJbTallMOHHAs TIOMOILb: TIOPOTOBBI (IOMTYyCTUMBIIT) yPOBEHb TOTOBHOCTH;

5 — Bce npodeccroHaNbHBIC (TUIIOBBIE M HECTAHAAPTHBIE) TPO(ECCHOHATBHBIC 3a/Ja4H BBIIOJIHACT CAMOCTOSTEIILHO: TIOBBIIICHHBIIH
YpOBEHb TOTOBHOCTH.

BanbHO-peifiTHHrOBas OLIeHKA MO MPOMEKYTOYHON aTTECTAllUH IPOBOIUMON B popMe dKk3aMeHa U (UiH) AudepeHIIMPOBAaHHOTO
3a4yeTa BBICTABISETCS B COOTBETCTBUU CO CIIEAYIOLIEH HIKaIOH:

50-71 — «yOBIETBOPUTENBHOY;

71-92 — «xopouioy;

92-100 — «OTIMYHO.

Janee npuBoaATCA KPUTEPHUU OLIEHKH Pe3yJIbTaTOB 0TBeTOB. Hanmpumep:

Onenka "OTJIMYHO" craButcs o0ydaroneMycsi, HOKa3aBIIeMy ITOBBIIIEHHBIH YPOBEHb TOTOBHOCTH.

Omenka "XOPOIIO" craButcs o0yuaromnieMycsi, MOKa3aBIIeMy TOPOTOBBIH (IOMYCTUMBII) YPOBEHb TOTOBHOCTH.

Ouenka "YJIOBJIETBOPUTEJIBHO" craButcs oOy4aromieMycsi, MoKa3aBIeMy MOPOTOBBIH (KPUTHUECKUN) YPOBEHb TOTOBHOCTH.
BanpHO-pedTHHTOBAsI OLIEHKA IO MIPOMEXYTOYHOH aTTECTAIlNH IIPOBOMMON B (hopMe 3aueTa BEICTABIISIETCS B COOTBETCTBHH CO
CJeyIOIIeH IIKaIOoM:

51-100 — «3auTeHOY.

Janee npuBoaATCA KPUTEPHUU OLIEHKH Pe3yJIbTaTOB 0TBeTOB. Hanmpumep:

OreHka "3a4TeHO" CTaBUTCS 00ydaromeMycs, MUHIMAIBHO ITOKa3aBIIeMy ITOPOTOBBIH (KPUTHIECKHH) YPOBEHb TOTOBHOCTH.




