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Paboyast mporpaMMa TUCIUILTHHBL

JesionpousBoacTso B npodeccuoHaIbHOIl chepe

paspaborana B coorBeTcTBHU ¢ PI'OC:

(Dezlepam,m,lﬁ FOC}’JIapCTBeHHBIﬁ 06paSOBaTCJTLHBII>‘I CTaHAapT BbICIICTO 06p330BaHI/I${ - 6a}<anaBpI/IaT 10 HAIIpaBJICHUIO IMOATOTOBKH
38.03.01 Oxonomuka (mpukaz MunobOpraayku Poccun ot 12.08.2020 1. Ne 954)

coCTaBJIeHa Ha OCHOBaHUH y4eOHOTO TUIaHa!
38.03.01 DxoHOMHKA

YTBEPKIECHHOTO YUYEHBIM COBETOM By3a OT 23.12.21 npoTokos 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

2.1 | TpeGoBaHus K NpeABapPUTEIbHOI MOAT0TOBKE 00y4al0IIerocs:

2.1.1 | HokymeHTOBeieHHE

2.1.2 | UadopManioHHbIE TEXHOJIOTHH B IOPUIMUECKON ACSATEILHOCTH

2.1.3 | Jloruka ropucta

2.1.4 | TlpodeccronampHast THKA

2.1.5 | Pycckuii S3bIK U KYJIBTypa JA€IOBOTO OOLICHHS

2.1.6 | YuebHnas npaxtuka (IIpakTika no noay4yeHuIo NepBUYHBIX NPO(ecCHOHATBHBIX YMEHHUI U HABBIKOB)

2.1.7 | IlpaBoOXpaHUTENBHBIE OPTaHbl

2.2 | [ucuMmIMHbI ¥ NPAKTUKH, JJI51 KOTOPBIX OCBOEHHE JaHHON AUCHUMIIMHBI (MOAYJ15) HEOOXOAMMO KaK
npealiecTByouee:

2.2.1 | Horapuar

2.2.2 | Ilpoxypopckuii Hax30p

2.2.3 | TexHuka myOJINIHOTO BBICTYTUICHHS

2.2.4 | ApouTtpaxxHblii mporecc

2.2.5 | I'paxxpaHckuii mporecc

2.2.6 | TeopeTudeckre OCHOBBI IPABOBOTO PETYJIUPOBAHHS

2.2.7|IloaroroBka caaue U caada rocyJapCTBEHHOIO 9K3aMeHa

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

IIK-2: CnocobeH K cocTaBJIeHHIO OyXrajirepckoi (uHAHCOBOI) 0TYETHOCTH

IIK-2.3: O6ecnieunBaeT HeOOXOAMMBIMH JIOKYMEHTaAMH 0yXrajJTepCcKoro y4yera npoueccoB BHyTPEHHEr0 KOHTPOJIA,
rocyapCcTBEeHHOr0 (MyHMUMNAJIBbHOI0) (PMHAHCOBOI0 KOHTPOJIsl, BHYyTPEHHEI0 U BHEIIHEr0 ayJAUTa, peBU3UI, HAJOTOBBIX U
HHBIX MPOBEPOK, NOATOTOBKA IOKYMEHTOB 0 PA3HOIJIACUSIX IO Pe3yJIbTATaM rocyAapcTBEHHOro (MyHMIUNIATbHOIO0)
(pMHAHCOBOr0 KOHTPOJIs1, AyANTA, PeBU3HUIi, HAJOTOBbIX U HHBIX IPOBEPOK

IIK-4: Cnoco0eH NpoBOANTL BHYTPEHHIO ayHTOPCKYI0 IPOBEPKY CAMOCTOSATEIBLHO HJIH B COCTABE IPYNIIbI

K-4.1: lokyMeHTHpPYeT pe3y.JIbTaThI BHINOJHEHUS MPOIeyP BHYTPEHHET0 ayIHTAa B Pa00YNX JOKYMEHTAX €
HCMO0Jb30BaHNEM MPOTPAMMHOI0 o0ecriedeHns s Heseil BHyTPEHHEro ayanTa Win 6e3 Hero

IIK-4.2: KoHTpoJMpyeT Ka4yecTBO U MOJIHOTY 3aN0JTHEHHs] BHYyTPEHHUMH ayIUTOPAMH PadouuX JOKYMEHTOB 1151
MOATBEP:KAEHUS BHIBOJOB MO Pe3y/IbTATaAM BHYTPEHHETr0 aynTa

B pe3yabTaTe OCBOCHUA TUCHUIIIMHBI oﬁyqaloumﬁc;l JOJIZKEH

3.1 (3HaTh:

3.1.1 | BUABI IOPUIUYECKUX JOKYMEHTOB;

3.1.2 | ciocoObI HOATOTOBKY HOPMATHBHBIX, B TOM YHCJIE PABOBEIX JOKYMEHTOB, OTHOCAIINXCS K Oyaymiel mpoeccHoHaIbHON
JeATeTbHOCTH;

3.1.3 | 0 CTpYKType 1 PEKBU3UTAX IIPABOBBIX TOKYMEHTaX, a TAKXKE O MPEIBSIBIAEMBIX K HUM IOPHINKO-TEXHUIECKUX
TpeOOBaHUSX;

3.2 | YMeTh:

3.2.1 | knaccupuuUpoBaTh OPUINIECKUE TOKYMEHTHI,

3.2.2 [ TOTOBHUTH IPABOBbIEC JOKYMEHTHI, OTHOCSIINECS K Oyaymiei mpohecCHOHATBHON AESTETbHOCTH;

3.2.3 [ opopMIATH IpPaBOBBIC JOKYMEHTHI B COOTBETCTBUH C NIPEIBABISIMBIME K HIM TPeOOBaHUSIMH;

3.3 | Banagersn:

3.3.1 | HaBBIKAMH Knaccn(bnxaupm IOpUANYCCKUX TOKYMEHTOB;

3.3.2 | HaBBIKaMH ompeeneHus TpeOoBaHuil K 0(OPMICHHIO IOPHINYECKUX JOKYMEHTOB;

3.3.3 | HaBBIKaMU OIIpeIeNICHNS] OCHOBHBIX TPEOOBAHUH K O()OPMIICHHUIO U COJCP KAHHIO IIPABOBBIX JOKYMEHTOB;




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/ 6 1
1.2 Jlenonpu3BoACTBO Kak Hay4Has auciuiuiaHa /Cp/ 6 1
1.3 Ioustre o nokymenrte. CpoiictBa nokyMmenrta Knaccudukarus nokymenTos /JIex/ 6 1
1.4 [Tonsarue o okyMmeHTe. cBoiicTBa fokymeHTa Knaccugukamus nokymentos /Cp/ 6 1
1.5 Crpykrypa gokymenra. TpeGoBaHMs K 0(OpMIIEHHIO TOKYMEHTOB /JIex/ 6 2
1.6 Crpykrypa gokymenra. TpeGoBaHMs K 0(OpMIIEHHIO TOKyMeHTOB /Cp/ 6 1
1.7 Cucrems! fokymenTtarmu. OdopMiIeHIe yIpaBIeHIeCKUX JOKYMEeHTOB /JIex/ 6 2
1.8 Cucrems! fokymeHTtarmu. OdopMieHe yIpaBIeHIecKnX JoKyMeHToB /Cp/ 6 1
1.9 TocynapcTBeHHOE peryinupoBaHUe JAeI0Nponu3BoacTBa /Jlex/ 6 2
1.10 TocynapcTBeHHOE perynupoBaHue Aenonpou3BoacTsa /Cp/ 6 2
1.11 HomeHknatypa zienn, METoIuKa €€ COCTaBJICHUs] U IPUMEHEHHSI B IPAKTUUECKOM 6 2
nestenpHoctH /JIex/
1.12 Homenknartypa nemn, METoIuKa ee COCTaBIeHHs U MPUMEHEHHSI B IPAKTUIECKOM 6 4
nesitenbHOCTH /Cp/
1.13 dopmupoBaHue TeKyux aen /Jlex/ 6 2
1.14 dopmupoBanue Tekynmx aen /Cp/ 6 2
1.15 [ToaroroBka Jien K mepefave M MOPSIOK Mepeiadu el B apXHB ISl AaJbHEHIIIEro 6 2
xpaneHus /JIex/
1.16 IToaroroBka nien k nepenaye W NOPSAIOK MEpeayu 1] B apXUB JUISl TATbHEUIIIETO 6 2
xpanenus /Cp/
1.17 Opranusamust paboThI ¢ JOKyMEHTAI[HOHHON HH(pOopMaIyeil orpaHuIeHHOTO 6 2
noctyna /Jlex/
1.18 Opranuzanus paboThl ¢ JOKYMEHTAIIMOHHOW HHPOPMAITUEH OrpaHUuIEHHOTO 6 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/
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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 (KOHTPOJILHBIX U KYPCOBBIX padoT, pedeparTos)

YK-4: Crioco0GeH 0CyImecTBIATE 1eJI0OBYI0 KOMMYHHKAIUIO B yCTHOM M MHCEMEHHON (popMax Ha TOCYIapCTBCHHOM SI3BIKE
Poccuiickoit ®eneparuu u nHOCTpaHHOM(BIX) YK-4.1: Onepupyer npuHIMIaMH HOCTPOCHUS YCTHOTO U IUCHMEHHOTO
BBICKA3bIBaHUS Ha TOCYIAPCTBEHHOM U MHOCTPAHHOM $sI3bIKax; TpeOOBaHUS K JIeNIOBOI ycTHOH 1 nuckMeHHoH YK-4.2: [Ipumensier
Ha MPaKTHKE YCTHYIO M MMICEMEHHYIO JIJIOBYI0 KOMMYHHUKAIIHIO

TIK-5: Criocoben obecrieunTh coOII0IeHIE 3aKOHHOCTH B ISATEIFHOCTH OpraHu3aliy (IPEANPHUATHS ) U 3aIIUTY €TO MPaBOBBIX
HUHTEPECOB

ITK-5.2: OcymecTBiIseT IPaBOBYIO 3KCIEPTH3Y MPOSKTOB IPUKA30B, HHCTPYKIIMH, TIOJI0KEHUH, CTAHAapTOB U APYTUX aKTOB
MPaBOBOTO XapaKkTepa, MOrOTaBINBAEMBIX B OpPraHU3aNI

O06ocHyiiTe, MoueMy JOKYMEHTAIUS SIBISIETCS] BaXKHBIM JEJIOBBIM aKTUBOM MIPEANIPUATHS.

Omnpenenute OCHOBHBIC TEHCHITHH Pa3BUTHS JOKYMEHTHPOBAHMS YIPABICHICCKON NEATEIEHOCTH B COBPEMEHHBIX
YCIOBUSIX.

IoscHuTe, KaKUM 00pa30M OCYILECTBIAETCS PEryIMpOBaHUE COCTaBa JOKYMEHTOB MPEANpUATHS H3ydaeMoil Bamu otpaci.
INepeunciute u3BecTHbIC BaM HOpMaTHUBHBIC aKThI, B KOTOPBIX AaHbI ONPEEICHHS TEPMHUHA «IOKyMeHT». OOBICHUTE, B UeM
3aKIIF0YaeTCs MPUHINIHANBHAS PAa3HULA MEXIY CyIIECTBYIOIINMH TPAKTOBKAMH JTAaHHOTO ITOHATHS.

Ha3zoBuTe BHyTpeHHIE HOPMATUBHbIE JOKYMEHTHI IPENPHUATHS, CO3AaBacMblIe Ul YHOPAIOUYEHHS ero paboThI C
JIOKYMEHTHPOBAHHOH HH(bopMarueii.

IMepeuncinTe peKBU3UTEHI, SBIIAIOIINECS 003aTEILHBIMH [T BCEX JOKYMEHTOB, BXOAAIINX B YHH(DUIIMPOBAHHYIO CHCTEMY
OpTaHM3aI[OHHO-PACTIOPSIUTEIBHON TOKYMEHTAIHH.

Packpoiite 0coOeHHOCTH MPUAHUS IOPUIMYECKON CHUIIBI DJIEKTPOHHOMY JTOKYMEHTY.

CocraBbTe 0o01IMe Oi1aHKU 1 OJIAaHKH MTHChbMA [UISl BCEX CTPYKTYPHBIX IT0J[pa3/ieNieHuii npeanpusts Bameit orpaciu. Cocras
CTPYKTYPHBIX TIOJpa3/IeIICHAH OTIPENIEITNTE CAMOCTOSITEIIBHO.

CocraBbTe 00mue 6aHKK U OJaHKU MUChMA JUI BCEX PYKOBOSIINX JODKHOCTHBIX JIUIL, IPeANpHATHs Bameif orpacy,
obnajaroIux npasoM noanucu. HauMeHoBaHUs JOMKHOCTEH pyKOBOAMTENEH HCIob3yiiTe Mo Bamemy ycMoTpeHHIo.
ObocHyiiTe, MoyeMy HEOOXOANMA CTaHAAPTH3ALMUS (HOPMATOB IITEKTPOHHBIX JOKYMEHTOB.

[IpuBenuTe MPUMEPHI YIIPABICHISCKUX JOKYMEHTOB, B KOTOPBIX OCHOBHAS 1aTa MOXKET HE COBIAIATh C (JaKTHIECKUM BPEMEHEM HX
HOJMUCAHUSL.

VkakuTe NPUHIMIHATIBHBIE PA3IUUHsl COCTABIEHHs MPOLECCHBIX PETTAMEHTOB M CTPYKTYPHBIX PETTIAMEHTOB.

Packpoiite 0cOOEHHOCTH pabOTHI C JOKyMEHTaMH, COJIep KaIlNMK KOHHICHIINATbHY0 HH(OpMAIHIO (TIepCcOHABHEBIC JaHHEIE,
KOMMEPUYECKYIO TaliHy).

CocraBbre Kozekc koprnopaTUBHON 3THKH Npeanpustus Barueit orpacnu. B nepBoii yactu Kogekca U3n0kuTe HEHHOCTH, LIENU U
TPUHIUIIEI IPEATIPUSATHS, B COOTBETCTBHU C KOTOPBIMH JIOJDKHBI BRICTPAUBATHCS €r0 OTHOIICHHS C TAPTHEPAMH, KITHCHTaMH,
TOCyIapCTBOM M 00IIecTBOM; CHOPMYITHPYHTE MUCCHIO IpeAnpusThs. Bo BTOpoit yactn Koaekca onuimmure 3THHIeCKHE HOPMBI U
IpaBHiIa NOBEAEeHUs paOOTHUKOB MPEANPUATHS.

Pa3paboTaiiTe pOEKTHI ycTaBa M yUpeUTEILHOTO OTrOBOpa IpeanpusaThs Bameii otpaciu, co3nanHoro B opMe odmiecTsa ¢
OTpaHWYIEHHOM OTBETCTBEHHOCTHIO, YUPEAUTEIIMUA KOTOPOTO BEICTYIIAIOT JBa (M3MUecKuX Juia. OCTaIbHBIE YCIOBHUS ONPEIeTIUTe
Ha Bame ycMmoTpenue.

PaspaboTaiiTe mpoeKT H0roBopa My NpeanpusTHeM Baieid oTpaciu ¥ ero KJIMEHTOM (IPEeANpUSTHEM HIN (PU3HYECKUM JILIOM).
VY CcoBUS JOTOBOpA YKaKUTE B COOTBETCTBHH C CYIIECTBYIOIIMMH B IPayKIaHCKOM 3aKOHOIATEIECTBE HOPMaMH [UTs TaHHOTO BHIA
(pa3sHOBHIHOCTH) JOTOBOPOB M B 3aBHCUMOCTH OT CIEIU(DUKHU NEITEIFHOCTH NPEIPHUATHS.

Ob6ocHyiiTe, B KaKUX YIIPaBICHYECKHX CUTYaUIX 11eJecO00pa3HO U3JaHHe COOTBETCTBYIOIIETO PACIIOPSIUTEIBHOTO JOKYMEHTA: a)
npHKas; 0) pacropsHKeHHe; B) yKazaHHeE.

[NosicHuTe, KaK CBA3aHBI MOPSIOK COCTABICHHS M O(OPMIICHHS NIPHKA3a C KAYECTBOM Peali3aliy yIIPaBICHIECKOTO PEIICHHS.
OnumuTe NOpAA0K JOKYMEHTAIIHOHHOTO 0(OPMIICHHS AeIerMPOBAHHUS TOTHOMOYHH PyKOBOJUTENIEM OPTraHU3aIlMy HA U3JaHUE
pacnopsaUTENbHBIX JOKYMEHTOB.

B OAO «PaccBet» Obu1a Mpou3BeIcHA IPOBEPKA (PHMHAHCOBO-XO3SHCTBECHHOM JESITEIBHOCTH, B X07Ie KOTOPOH BBISIBIICHO YTO Ha
HPEANPUSATHH HE BEAETCS XKypHAJ ydeTa BBIA4N IOBEPEHHOCTEH M OTCYTCTBYET OTYETHOCTD 0 KOMaHANPOBKaM. CoCTaBbTe
COOTBETCTBYIOLIMI puka3. HaumeHoBanue nomwkHocTel u @.1.0. paboTHUKOB npennpusiTis — Ha Baie ycMoTpenue.
CocTaBbTe IPUKA3 10 OCHOBHOMN JIEATEIBHOCTH O Ipadiike pabOThI B Ipa3AHUYHbIC JHU (Ha4aJIbHUK OXPaHBI JIOJDKEH OlleyaraTh
MIPOX3BOJICTBEHHBIE TIOMEIIECHHS M 00ECTICUUTh OXpaHy; AUPEKTOP MO IIEPCOHATY HOJDKEH 00eCTIeunTh AeXKypCTBO Ha TeledoHe
TJIAaBHOTO O(huca AT OTIEPAaTUBHOTO PELISHNs BOIIPOCOB; INIaBHBINA OyXranTep JOIKEH OIUIATUTh AEXKYPCTBO B IBOMHOM pa3Mepe).
Haunmenosanue @.1.0. paboTHUKOB NpeanpusaTHs — Ha Baiie ycMoTpeHue.

CocraBbTe ITPOEKT MPHKA3a 110 JMYHOMY COCTaBY CO CIIETYIOIINMH JaHHBIMU:

a) 0 mpueMe Ha paboTy Ha TOJDKHOCTE cekperaps-pedepenrta [letpoBoii AHHBI FIBaHOBHEI,

6) 06 yBonpHenun CmupHoBa [laBna CepreeBuya ¢ JOTKHOCTH INIABHOTO OyXraiTepa B CBSA3U C YXOJIOM Ha IEHCHIO;

B) 0 IIPEAOCTABIEHUU OYEPETHOIO OTITyCKa SKoHOMUCTY CTpenbrioBoit Mapuu BacunbesHe.

OcTaspHBIe JaHHBIE YKAXHUTE [0 CBOEMY YCMOTPEHHIO.

Ha obmewm 6manxe npennpustust Barmeil orpacnu, co3gaHHOTO B (hOpMe OTKPBITOTO aKI[HOHEPHOTO 00IIECTBA, COCTaBbTE MIPOEKT
pemenust CoBeTa JUPEKTOPOB 00 y4aCTHHU BBICTaBKE, IOCBSIIEHHOHN MpobieMaM U MepcreKTUBaM pa3BUTHA oTpaciu. Temy




BBICTaBKH, MECTO U MECTO €€ MPOBEICHNUS yKAXKHUTE CaMOCTOATENIbHO. B KOHCTAaTHPYIOMeH YacTH COLUTHTECh Ha TO, YTO yJacTHe B
JITaHHOM BBICTABKE MPEAYCMOTPEHO KOOPAMHALMOHHBIM I1aHoM CoBeTa qupektopoB oT XX.XX.20 . B nmocraHomstomel yacty, B
TOM YHCITIE:

- IOPYYUTE 3aMECTHTEIIO TeHEPAITFHOTO JUPEKTOPa HOATOTOBUTE IPEUIOKEHNUS [I0 COCTABY AENETralliy 1 MPeT0CTaBUTh Ha
paccmoTpenue CoBeTy AUPEKTOPOB B OMPEIEICHHBIN CPOK;

- IOPY4UTE OTAETY MAPKETUHIA BO IIaBE C €ro Ha4YaJIbHUKOM YTOYHUTh CIIMCOK IIIAHUPYEMBIX K IEMOHCTpPAIMU Ha BHICTABKE
JOCTHKEHHH, 000pyA0OBaTh ClIeNHaIbHBIE CTEH/IBI JUT JEMOHCTPAIHH JOCTIDKEHUH 1 ITOTOTOBHUTH MIPE3CHTAIHIO B JOKJIAT B
oIpezieIeHHbIe CPOKHU (TeMy MPe3eHTAIUU U AO0KJIaa YKaKUTE CAaMOCTOSITENIBHO).

CocTaBbTe COOTBETCTBYIOMINI PACHOPAAUTENBHBINA JOKYMEHT, OMUPAsCh HA MPEJIOKEHHYIO CUTYaLUIO:

1). Aupexrop OAO «Cymep-Typ» u3nai... 00 opraHu3aliy CEMEHHBIX TypoB o Poccun u 3a pyoexom B cpok 1o 21.06.2007.
IoaroroBuTs HEOOXOAMMBIE JOKYMEHTHI TOPYyUeHO cTapieMmy MeHekepy U.O. Bacunsesy.

2). Cosert nupekropoB OAO «Ilpazgauk» uznai... 06 oobeauneHnn opranuzauuit «Ceroaas» u «Kaxaplil J1eHb» B CPOK 10
03.09.2007. KOHTPOJIb 32 UCTIOJHEHUEM ... ObLI BO3JIOXEH Ha renepanbHoro qupekropa 3AO «Ceromus» P.A. KacatkuHa.
Odopmute poToKoT coOpaHusi pabOTHUKOB KOMMEPUIECKOI OpraHn3aIliy ¢ TIOBECTKOM JTHS:

1) O HampaBieHHUAX Pa3BUTHA KOMMEPUECKOI AeATeIbHOCTH MPEAPUITHS.

2) O BBeIEHUH HOBBIX PETJIAMEHTOB IO IKCIIEPTH3€E KauecTBa TOBAPOB.

OcTanbHble JaHHbIE — Ha Baie ycMoTpeHue.

Ha3zoBute ocHOBHBIEC (DYHKINH, KOTOPBIE BHINOJHSET B TEKCTE JETIOBOTO MIChMa 0OpalieHne K afapecary.

HazoBute ocHOBHBIE pa3nuuus B 0QOPMIICHHH AETIOBBIX MMHCEM B OT€UECTBEHHOH U 3apyOe HOH (B T.4. MEXIyHAPOIHOMN)
HpaKTHKE.

YkaxuTe 0COOEHHOCTH IEKTPOHHBIX HCEM KakK (pOpMBI eTIOBOH ITEePENHCKH.

Omnpenenure pa3sHOBUIHOCTH JEIOBOTO MHChMA 10 SA3BIKOBBIM (hopMynam:

1) [Mpocum cooOuMTh AaTy MpUesa Aesieranuy oT Bameit hpupmer

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

3) B cBs3u ¢ mpuOIIKeHHEM CPOKOB ITOCTaBKH, HAIOMHHAaeM Bawm, 4To. ..

4) Ham Oynet npusiTHO BUeTh Bac Ha 00uiiee Hamieid pupMbl, KOTOPBIH COCTOHUTCSL. ..

5) K coxanenuto, Mbl HE MOXKEM NPUHATH Balle npennoxeHue. ..

6) IIpencrasisio Ha yTBEpKACHHUE NIPOCKT IUIAHA. ..

BbI koMMepUecKui AUPEKTOp ONTOBON TOproBoi ¢pupmsl «KpacoTa u rapMOHUS» 10 MPOJaXke KOCMETUIECKON U map(proMepHOit
npoaykuuy. Bam HeoOX0ANMO MPOBECTH peKJIaMHY 0 KoMiaHuio. OGopMuTe peKsIaMHOE IMMCHMO JUIS IETIOBBIX APTHEPOB.

BEI siBIIIeTECH BEAYIINM CIICIIMAINCTOM KHIDKHOH sipMapKi. COCTaBbTe TEKCT MMAChMa-TIPHTIIAMICHUS TOTCHIINAIBHBIM YIaCTHIUKAM
SApPMapKH. Y4acTue B 3TOH spMapKe MO3BOJIHUT ITUPOKO MPEACTABUTH KHIDKHYIO IPOAYKINIO MAPTHEPOB, MIPOJATh SKCIOHATHI CO
CTEH/IOB, H3Y4YUTh OCOOCHHOCTH PHIHKA U 3aKJIFOYUTH BBITOAHBIE CICTKH.

CocTaBbTe TEKCT IMChMA, OATBEPXKIAOIIETO corylacue GupMbl « COITHBILIKO» € MPEATOKEHHBIM GpupMoii «O0nauko» rpadukom
MIOCTaBKH TOBAPOB B TEUCHNE CPOKA ACHCTBHUS JOTOBOPA ITOCTaBKH. B MichMe Taxke yKa3sIBaeTCs Ha HalpaBJeHHE GUPMOit
«CoNHBIIKOY» [UIS TTOJMICAHUS IK3EMILIIPOB JOTOBOPA, yXKe MOAMUCAHHBIX C €€ CTOPOHBI.

CocraBbTe 3asBieHHe MeHekepa benkunoii C. C. o npefocTaBneHuu eif ouepeaHoro oTmycka 3a 20 roa.

Ha o6mem 6nanke Bamero npeanpusaTis coCTaBbTe HHCTPYKIUIO O JICITONPON3BOICTBY, PYKOBOJICTBYSICH PEKOMEHIAIMSIMH,
HPEeTyCMOTPEHHBIMHU POCCHICKOI HOPMaTHBHO-METOANIECKOH 6a30ii.

Pa3pabortaiiTe monoxeHue o ciyk0e JOKyMeHTalnoOHHOro obecnieuenus ynpasnenus (JJOY) npennpustus Bameii orpaciu.
Hazsanue u cocras ciryx0b1 IOY onpenennte caMOCTOSTENILHO B 3aBUCUMOCTH OT CTaTyca U Maclirabda Bamero npeanpustust.
PaspabotaiiTe TOKyMEHTAIIMOHHOE 0OeCIIeueHre pexXMa KOMMEpUYECKON TallHbI Ha TipeAnpusTun Bameit otpacmu. C 3Toit nenbro
COCTaBbTE:

- epedeHb MHPOPMAIUHN, COCTaBIISIONICH KOMMEpUecKyo TaiiHy Baitero npeanpusitus;

- CHIECOK JJOKYMEHTOB IPEIIPHUATHS, COACPKANIMX KOMMEPUECKYIO TalfHYy;

- HHCTPYKIIHIO 110 PaboTe C JOKyMEHTaMH, COJeP KAaIlIMH KOMMEPUECKYIO TaiHy.

Omnpenenure NpeuMyIlecTBa PETHCTPAIlMU JOKYMEHTOB Ha OCHOBE IPUMEHEHHs aBTOMAaTU3UPOBAHHBIX TEXHOJIOT U B
JIETIONPOU3BOJICTBE.

[lepeuncnure TOKyMEHTHI, BKJIIOYaEeMbIC B ApXUBHBIA (DOH]T OpraHU3aINH.

YKakuTe OCHOBHBIE (DYHKIIMU, KOTOPBIC BBIMOTHACT HOMEHKIIATYpa A€ OPraHu3al|u.

VYkaxuTe, Kakue AeHCTBUS HE0OXOAMMO MTPEAIPHUHIMATh U Kakue (GakTOphI CIEAyeT YyUUTHIBATh ISl 00ECIICUCHNUS AIIUTEIBHOTO
XpaHEHHS dJICKTPOHHBIX JOKyMEHTOB.

Beinenure rpynms! pabOTHHKOB OpraHM3alUH B COOTBETCTBUY C (DYHKIMSMH, BBITOJHIEMBIMI HMH B CHCTEME aBTOMATH3AI[IH
JeJI0NPOU3BOJICTBA U JOKYMEHTO000POTA.

5.3. OueHouHbIe cpeACTBA ISl MPOMEKYTOYHO aTTeCTANNH

YK-4: CriocobeH oCyIIeCTBIATh AEI0BYI0 KOMMYHHUKAIIMIO B YCTHON M MUCbMEHHOH (pOpMax Ha rocyIapCTBEHHOM SI3BIKE
Poccuiickoit ®enepannu u nHocTpaHHOM(bIX) YK-4.1: Onepupyer NpUHIMIIAMU TOCTPOEHHUS yCTHOTO U MUCBMEHHOTO
BBICKA3BIBAHMS HA TOCYJapCTBEHHOM M MHOCTPAHHOM SI3BIKAX; TpeOOBAaHMA K IEI0BOH ycTHOH 1 mucbMeHHoN YK-4.2: [Ipumenser
Ha MPaKTHKE YCTHYIO U MICEMEHHYIO IEJIOBYI0 KOMMYHHUKAIUIO

ITK-5: Criocoben obecneduTh cOOM0AEHIE 3aKOHHOCTH B AEATEIbHOCTH OpraHu3auu (MpeAnpUsTUs) U 3alIUTY €ro MPaBoOBBIX
HMHTEPECOB

TIK-5.2: OcymecTBisieT IpaBOBYIO 3KCIIEPTU3Y IPOEKTOB IIPUKA30B, UHCTPYKIMMI, IOJIOKEHUH, CTAHAAPTOB U APYIHX aKTOB
IpaBOBOTO XapakTepa, MOAr0TaBINBAEMBIX B OpPraHU3aLUI

Hcropus 0Te4ecTBEHHOTO JETONPON3BOICTBA
Croco0s! yHU(HKALUH TEKCTOB JOKYMEHTOB
CpezcTBa KONMUPOBAHUS ¥ ONIEPATHBHOTO Pa3MHOXKEHMS JOKYMEHTOB, paboTa ¢ HUMHU




Knaccudukamnms 1okyMeHTOB

Homenknarypa aen, cojep:kaHue, UCIOIb30BaHUE

Wunexcarys JOKyMEHTOB

Peructpanust JOKyMEHTOB U IOCTPOSHHE CIIPABOYHOTO aImapara

Oranbl IBUKEHUS U OPSI0K 00paboTKH JOKYMEHTOB

Cnenuguka s3bIKa CIy>keOHBIX JOKYMEHTOB

OTMeTKH Ha JOKYMEHTaX, HOPAIOK UX BEACHHS, TPeOOBaHUS K HUM
JlokyMeHTaIus 110 TMIHOMY COCTaBYy

IMopsanok nepenayu Aen B apXUB yUPEKICHUS

OdopmireHne 1en ¢ JOKyMeHTaM1

CornacoBaHue, TOAUCAHAIE U YTBEPXKICHUE TOKYMCHTOB

3anonHseMble PeKBU3UTHI OaHKa

Bup, nara, aBTOp, MECTO COCTABIEHHS, KOBI JOKYyMEHTOB

OO6mme mpaBmiIa pa3MeNIeH!s] pEeKBU3UTOB Ha OJIaHKe OpraHu3aIuu

DopMyIIp OCHOBHBIX PEKBU3UTOB JOKYMEHTOB

OCHOBHBIE NMOHATHS U ONpPEJEIeHUs JeI0IPOU3BOICTBA

@DopMBI OpraHU3aluH PadOTHI C TOKYMEHTaMH

OCHOBHBIE 3a/1au¥l U (PYHKIUH CITy>KOBI JOKYMEHTaIlMOHHOTO obecrieueHns ynpasienus (JJOY)
NudpopmanronHo-cnpaBoyHasi paboTa ¢ JOKyMEHTaMH

CpenctBa cocTaBiieHUsI U 00pabOTKH TIOKyMEHTOB

Odopmiienre npuema Ha paboTy

IIpaBuna opopmiieHHs pacCTIOPSIIUTENBHBIX JOKYMEHTOB

TpeboBaHus, NpeabsABIseMble K JOKIaHON 3amicKe

KoMmbroTepHBIe TEXHOIOTHH TIOATOTOBKH JJOKYMEHTOB

Kpatxkas xapakrepuctuka 'OCT P 6.30 - 2003 r

Opranuzanus paboTsl cekperapsi-pedepenra

OcHoBHBIE (yHKIMU JOKYMEHTa

Buns! npukasos

TpeOoBaHMA K TOATOTOBKE MHUITMATHBHBIX JIETOBBIX ITHCEM

[Topsiiok 06pabOTKM OTHPABIAEMBIX JOKYMEHTOB

OoOmue TpeOoBaHUS K CTPYKTYPE, CTHIIO U3IOKEHUS W 0(QOPMIICHUIO IETOBBIX IIHCEM
Cramuu co3IaHus JOKyMEHTOB

[IpaBuna opopmiieHHs: CIPaBOYHO-UH(POPMALMOHHBIX JOKYMEHTOB

Hammcats 3asiBIICHHE O NIPEIOCTABICHNH Y4€OHOTO OTITyCKa

[IpaBuna opopmiteHns TenepoHOrpaMM

Hanucare npuka3s o HooLpeHuu

CocTaBuTh JI€II0BOE IMCHMO € O(OPMIICHHEM BCEX PEKBH3HTOB

Harmcats 3asBieHue 0 IpreMe Ha paboTy

CocTtaBuTh NIPUKa3 110 BOIPOCAM OCHOBHOU AEATEIbHOCTH

IIpaBuna opopmienus opuIHaTbHON T0OBEPEHHOCTH

CocTaBHTh TEKCT IPOTOKOJIA MPOBEAEHHS COBEIAHUS

[IpaBuia opopmiteHHs OpPraHU3aNNOHHBIX JOKYMEHTOB: YCTaB, IOJIOKEHUE, HHCTPYKITH
CocraBuTh IIpUKa3 00 yBOIBHEHHH 3a IIPOTyT 6€3 yBaXUTEIbHBIX IPUINH
CocTaBUTh TEKCT aKTa O mepeaade el

Harmmmure miucbMo-Tipoce0y

CocraBpTe HpHKa3 00 YBOJHHEHHH B CBSI3H C COKpAIICHNEM IITaTa paOOTHUKOB
CocTtaBbTe NpHKa3 0 MprueMe Ha padoTy ¢ HEMOJHBIM pabounM THEM
IepeuricanTe OCHOBHBIE AJIEMEHTHI TPYI0OBOTO J0TOBOPA (KOHTPAKTA) CO CIENUATUCTOM
CocraBpTe THpHKa3 00 YBOJIGHEHHH 3a MOSBICHHE HA pabodeM MecTe B HETPE3BOM COCTOSHHU. (TIpHUiIaraeTcs)
CocTaBUTh TEKCT AOKJIAJHOMN 3aMUCKH

CocTaBUTh TMYHYIO JOBEPEHHOCTD

CocCTaBHTh TEKCT CIIPABKH, 3asIBICHUS

Hanmcats npukas o mpeocTaBIeHUH OTITyCKa

CocTaBbTe IeN0BOE MUCHMO C O(POPMIICHUEM BCEX PEKBU3UTOB

6. YHEBHO-METOJANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE JUCHUILIJIUHBI (MOAYJIS)

6.1. PexoMeHayemas IuTepaTypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTENHU | 3arnaBue | W3narenscTBO, TOA, AI1. apec




ABTOpBI, COCTaBUTENN 3arnaBue W3narenscTBO, TOA, 2J1. aapec

JI1.1 |I'punbepr A. C., JlokyMeHTaIlMOHHOE 0OecIIeueHNe YIPaBICHUS: YIeOHUK M.: FOuuTH-
T'op6aués H. H. , Hawna//http://biblioclub.ru, 2015
MyxamertiuHa O. A. URL:

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

6.1.2. lonoHUTeIBHAS JIUTEPATypa

ABTOpBI, COCTaBUTENU 3arnaBue WznatenscTBO, TOA, 3I1. agpec
JI2.1 |Kosuna E. C. Jenonpon3BoacTBO: YueOHO-METOANYECKOE TOcoOne M.: lupexr-Menua
HTTP://BIBLIOCLUB.RU/,
2013
URL:

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

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

6.2.1 Ilepeyens NporpaMMHOro odecreveHust

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

6.3.1.2

6.2.2 [lepeueHb cOBpeMeHHBIX MPO(ecCHOHAIBHBIX 023 JaHHBIX 1 HHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 |FocymapcTBeHHAs cHCTEMa IPaBOBOM HH(GOPMAINH - O(HIHAIBHEIA HHTEPHET-MOPTAII IIPABOBOIT HHPOpMALUH -
http://pravo.gov.ru/

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

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

6.3.2.4 | DnekTpoHHas OMONMMOTEUHAsI CHCTEMa « Y HUBEPCUTETCKas OMOIMoTeKa oHmaitey - https://biblioclub.ru/

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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHME JJUCIUITJIMHBI (MOJY JIS)

7.1 | CneunanbHbIe TOMEIIEHHS IPEICTABIAIOT cO00H yueOHbIe ay JTUTOPHUHU JUIS IPOBEACHUS 3aHATHH JICKI[HOHHOTO TUIIA,
3aHATHH CEMUHAPCKOT0 THIA, KYPCOBOTO IPOSKTHPOBAHMS (BBIOJIHEHHS KYPCOBBIX padoT), TPyNIOBBIX U
WHIUBHIYAIBHBIX KOHCYJIBTAINH, TEKYIIIETo KOHTPOJIS M IPOMEKYTOTHON aTTECTAllNH, a TAKKe TOMEIICHHUS IS
CaMOCTOSATEIIFHON PAOOTHI M MOMEIICHHUS VISl XPAHEHUS U MPOPHUIAKTUIECKOT0 00CITyKUBaHHUA YIeOHOTO0 000py 10BaHHSI.
CrenMaibHbIC TOMEIICHUST YKOMIUICKTOBAHbI CIICIIMATM3UPOBAHHOIN MEOEIbI0 U TEXHUYECKUMH CPEACTBAMH 00yUeHH,
CITy KaIllMH ISl IpeCTaBIeHHs yueOHOH HH(pOpMAIMK OOJIBIIOH aytuTopru. [Jjist mpoBeieHnst 3aHATHI JEKIIHOHHOTO
THUIIA TIpeJUIaTaloTcss HAOOPHI IEMOHCTPAIIMOHHOTO 000pYIOBaHUS U YIeOHO-HATIIMHBIX II0COOMHi, 00ecreYnBaromme
TeMaTHYECKHEe WILTIOCTPAINH, COOTBETCTBYIOIMINE IPUMEPHBIM IIPOrpaMMaM AUCHUILTHH (MOIyJIel), pabounM y4eOHbIM
IporpaMmam AUCHHUIUINH (Moayneit). [lomeneHus Uit caMOCTOSITENIbHON PaboThl 00YYAIOIIMXCsl OCHAIICHBI
KOMITBIOTEPHOW TEXHUKOH ¢ BO3MOXKHOCTBIO ITOKITIOYEHIS K CeTH «IHTepHeT» 1 00ecnedeHHeM TO0CTyIa B 3JeKTPOHHYIO
MH()OPMANNOHHO - 00Pa30BaTEIBHYIO CPEY.

8. METOAWYECKHUE YKA3AHUSA J1JIS1 OBYYAIOIIUXCS IO OCBOEHUIO U KPUTEPUSIM OLIEHUBAHUSA
OCBOEHUWA JNCIIMITJTIMHBI (MOAY JIST)

OOyuaronMcst HE0OX0AUMO MTOMHUTB, YTO Ka4eCTBO MOIYYEHHOT0 00pa30BaHMs B HEMAJIO CTENIEHN 3aBUCHT OT aKTHBHOM POJIH
camoro o0yudaromierocs B yaeOHoM nporiecce. OOyyaronuiics 10mKeH ObITh HalleJIeH Ha MaKCHMaJIbHOE YCBOCHHE 110IaBaEMOT'0
JIEKTOPOM MaTepHaIa, MOCJIe JIEKIIUHI U BO BPEMsI CIICIIMAIEHO OPTaHN3YeMbIX HHANBUIYaNbHBIX BCTPEY OH MOXKET 3a1aTh JIEKTOPY
UHTEPECYIOIIE €T0 BOIPOCHL.

JlekIMOHHBIE 3aHATHUS COCTABISIOT OCHOBY TEOPETHUECKOTO 00Y4eHHs U JOKHBI 1aBaTh CUCTEMaTU3UPOBAHHBIE OCHOBBI 3HAHUM
0 TUCHIUIUTHHE, PACKPHIBATh COCTOSHNE W TIEPCIEKTUBEI Pa3BUTHS COOTBETCTBYIOIIEH 001aCTH HayKH, KOHIIEHTPUPOBAThH BHUMAaHHUE
-00y4aronuxcs Ha HanboJiee CIIOKHBIX U Y3TI0BBIX BOIIPOCaX, CTUMYIHPOBATh UX AKTUBHYIO [TO3HABATENIBHYIO JICSTEIFHOCTD H
CHoco0CTBOBAThH (YOPMHUPOBAHUIO TBOPUECKOTO MBIIIJICHHUS.

I'maBHas 3ama4a JEKIIMOHHOTO Kypca - ChopMUpPOBaTh Y 00Y4aIONMIUXCS CHCTEMHOE NPEACTABICHNE 00 H3y4acMOM IIpeMeTe,
o0ecIeunTh YCBOCHHE OYIYIINMH CIICIIHAIMCTAMH OCHOBOIIOJIATAIOIIETr0 y4eOHOT0 MaTepraa, IPHHITUIIOB U 3aKOHOMEPHOCTEH
Pa3BUTHSI COOTBETCTBYIOIIEH HAyYHO-TPAKTUUECKOI 001acTH, a Tak)Ke METOJ0B IPUMEHEHHS TIOJTyYeHHBIX 3HAHUH, YMEHUH U
HaBbIKOB.

OcHoBHbIe QpyHKIUH Jekimii: 1. [lozHaBaTenpHO-00y4atomas; 2. PazsuBaromas; 3. OpHeHTHPYIOIIe-HaNpaBIsIomast; 4.
AxrtuBmsupyronias; 5. Bocimrarensras; 6. Opranmsytomast; 7. HHGOpPMaIMOHHASL.

BrinonHeHne NpakTUYECKUX 3aJaHUIl CITy>KUT BaXKHBIM CBSI3YIOILUM 3BEHOM MEXIY TEOPETUYECKUM OCBOCHHEM JIaHHOU
JVCIUIUIMHBI U IPUMEHEHHUEM €€ TTOJIOKEHUH Ha rpakTHke. OHU CIIOCOOCTBYIOT Pa3BUTHIO CAMOCTOSITEIIBHOCTH 00yJaroNuXCs,
OoJree aKTHBHOMY OCBOCHHIO YIEOHOTO MaTepHaa, sIBISIOTCS BAXHOW IPEIIOCEUTKON (OPMUPOBAaHHS TPOHECCHOHATBHBIX Ka4eCTB
OyAyLINX CHEenUaTICTOB.

ITpoBeneHue NPakKTUYECKUX 3aHATHI HE CBOIUTCS TOJIBKO K OPraHMYECKOMY JOMONHEHUIO JIEKIIMOHHBIX KYPCOB U CAMOCTOATENBHOM
paboTs! 0Oygarommxcs. FIX BMecTe ¢ TeM ClIeAyeT pacCMaTpUBaTh Kak BAYKHOE CPEICTBO MTPOBEPKH YCBOCHHS 00YJAIOIINMHUCS TEX
WM WHBIX TIOJIOKECHUH, 1aBaeMBIX Ha JIEKI[HH, a TAKXKE PEKOMEHIyeMOil I H3ydeHUs TUTepaTypsl; Kak (JopMa TeKyIero KOHTPOIIS
3a OTHOLIEHUEM 00ydaroIuxcs K yuebe, 3a ypOBHEM HX 3HAHMH, a CIeJOBATENbHO, X KaK OJUH U3 BAXXHBIX KaHAJIOB NI




CBOEBPEMEHHOTO MOATATHBAHMS OTCTAIONINX 00yJarOIMXCs.

I[Tpu TOArOTOBKE BaXKHBI HE TOJIBKO CEPbe3Hasi TEOPETHYECKas OATOTOBKA, HO U YMEHHE OPHEHTHPOBATHCS B PA3HOOOPa3HBIX
MPaKTHYECKUX CUTYAIHAX, ©KECTHEBHO BO3HUKAIOIINX B €TO IESTENEHOCTH. DTOMY CIIOCOOCTBYET popMa 00yIEHHS B BHIC
MPaKTHYECKUX 3aHATHH. 3a/1auil PAaKTHYECKUX 3aHATHH: 3aKpeIUICHNE U YTIyOJIeHHe 3HAHUI, TIOyYeHHBIX Ha JIEKIIIX U
nproOpeTEeHHBIX B MPOLIECCE CAMOCTOSTENBHON paboThl ¢ yueOHO! IuTepaTypoil, GopMupoBaHue y 00y4alOUIMXCsl YMEHUH U
HaBBIKOB pabOTHI C NCXOAHBIMU JAHHBIMH, HAYYHOH JINTEPATypOil U CIELMAIbHBIMU JIOKyMEHTaMu. [IpakTHiecKoMy 3aHATHIO
JIOJDKHO IIPEAIIECTBOBATE O3HAKOMIICHHE C JICKITHEH Ha COOTBETCTBYIOIIYIO TEMY U JINTEpaTypoH, yKa3aHHOH B ITaHE 3THX 3aHATHI.
IIpu npoBeneHnN yueOHBIX 3aHATHH 00eCIEUNBAIOTCA PA3BUTHE Y 00yUAIONIUXCS HABBIKOB KOMAHAHON pabOThI, MEXKITHIHOCTHOH
KOMMYHUKALMH, IPUHATUS PEIICHUH, TMIEPCKUX KauecTB (BKJIIOYast IPH HEOOXOIUMOCTH NTPOBEACHNE HHTEPAKTHBHBIX JICKIIUH,
TPYIIIOBBIX AUCKYCCHH, POJIEBBIX UT'P, TPEHIUHTOB, aHAJH3 CUTYyaIlMii 1 IMATAIHOHHBEIX MOJIEIIeH, TpenogaBaHue TUCIIUTIINH
(Moxyneit) B hopMe KypcoB, COCTaBICHHBIX HA OCHOBE PE3YJIbTATOB HAYUHBIX HCCIICIOBAHHUHN, TPOBOAUMBIX OpPraHU3ANNCH, B TOM
qHcie ¢ YIETOM PErHOHATBHBIX 0COOEHHOCTEN MpodecCHOHANBHON AeATENILHOCTH BBITYCKHUKOB U MOTpeOHOCTEH paboTonaTeneii).
CamocTrosiTenbHast paboTa MOXKET OBITh YCIICIITHON ITPU ONIPEAENICHHBIX YCIOBUIX, KOTOpbIe HE0OX0JUMO oprann3oBarts. Ee
TpaBIJIbHAS OPTaHM3aLHs, BKITIOYAIOIas TEXHOJIOTHH 0TOOpa [esieH, CoepKaHus, KOHCTPYHPOBAHHMS 3aIaHAH W OpraHU3annIo
KOHTPOJISl, CHCTEMaTHYHOCTh CaMOCTOSATENBHBIX yUeOHBIX 3aHATHH, LieIeco00pa3Hoe IIaHUPOBAHUE PabOUero BPEeMEHH MO3BOJISET
HNPUBHUTH CTYJIEHTAM YMEHUS U HAaBBIKU B OBJIAJICHUH, U3yUE€HHHU, YCBOCHUH U CUCTEMATH3alUK IPHOOpETaeMBbIX 3HAHUH B Ipolecce
00y9eHsI, IPUBATH HABBIKH MOBBIICHHUS IPO(ECCHOHATIBHOTO YPOBHS B TEUEHHE BCEH TPYIOBOH AEATEIHHOCTH.

J171s1 KOHTPOJIS 3HAHWIA CTYACHTOB MO JAHHOW JAUCIUILIMHE HEOOXOMMO MPOBOAUTH ONIEPATHBHBIN, pyOSKHBIN M UTOTOBBIH
KOHTPOJIb.

OmnepaTHBHBINA KOHTPOIb OCYIIECTBISAETCS IyTEM MPOBEIEHUS OIPOCOB CTYIEHTOB Ha CEMUHAPCKUX 3aHATHAX, IPOBEPKU
BBITTOJTHEHHS TIPAKTUYECKIX 3aJaHUH, a TaKKe ydeTa BOBJICYEHHOCTH (aKTUBHOCTH) CTYICHTOB IPH 00CYKICHUN MHHHU-OKJIAIIOB,
OpTaHM3aIlX POJEBBIX UTP U T.II.

KoHTpoib 3a caMocTOsITeNIbHON paboTO! CTYACHTOB 110 KYPCY OCYILIECTBIACTCS B IBYX ()OpMax: TEKYIINH KOHTPOJIb U UTOTOBBIH.
PyOGe xHbII KOHTPOJIB (aTTECTAIN) ITOIpa3yMeBaeT IPOBEICHNE TECTUPOBAHUS TI0 TPOHICHHBIM pa3nenaM Kypca. B TectiupoBanne
MOTYT OBITh BKJIFOYEHBI TEMBI, IPEUIOKCHHBIE CTYJCHTAM JUIS CAMOCTOSITEIBHON ITOITOTOBKH, a TAKXKE MPAKTHICCKUE 3aTaHM.

YpoBeHb CHOPMUPOBAHHOCTH NMPO(HECCHOHATBHBIX KOMIIETEHINH KaXK/I0T0 00y4aroIIerocs: OLeHUBAeTCs 110 cleayromeil mkaie (ot
1 mo 5):

1 — He cripaBIsIeTCs C BBINOJHEHNEM TUIIOBBIX IPO(ECCHOHABHBIX 33/a4, He POABILET HU OJUH U3 HaBBIKOB, BXO/SIINX B
KOMITIETEHIINIO;

2 — He CTIPaBIIAETCS C BBITOJHEHNUEM THIIOBBIX IPO(ECCHOHANBHBIX 3aa4, IPOSBISIET OTJCIbHBIC HABBIKH, BXOISIINC B
KOMITCTEHIINIO;

3 — BBINOJHACT TUIIOBBIE MPOGheCCHOHATIBHBIE 3a/Jauil [IPU KOHCYIBTAIOHHON MOAIEpKKe: OPOTOBbIM (KPUTUYECKHI) ypOBEHb
TOTOBHOCTH;

4 — caMOCTOSATENBHO BEINOJHSACT THITOBBIC podeccHoHaIbHbIE 3a1aun. It pereHns HeCTaHAapTHEIX 3a/1ad TpedyeTcs
KOHCYJIbTallMOHHAs TIOMOIIb: IOPOTOBBIH (OITyCTUMBIIT) YPOBEHb TOTOBHOCTH;

5 — Bce npodeccroHaNbHBIC (TUIOBBIC M HECTAHAAPTHBIC) TPO(ECCHOHATBHBIC 3a/Ja4H BBIIOJIHACT CAMOCTOSTEIILHO: TIOBBIICHHBIH
YpOBEHb TOTOBHOCTH.

BanbHO-pedTHHTOBAs OLICHKA IO TPOMEXYTOUHOH aTTEeCTAINX IPOBOAUMON B hopme 3x3aMeHa U (uin) auddepeHnnpoBaHHOTO
3auyeTa BBICTABJISIETCA B COOTBETCTBUU CO CIEAYIOIIEH IIKaJIO:

50—71 — «y/1I0BJIETBOPUTEILHOY;

71-92 — «xopouioy;

92-100 — «OTIMYHOY.

Janee npuBoaATCA KPUTEPHUU OLIEHKH pe3yNbTaToB 0TBeTOB. Hanmpumep:

Onenka "OTJIMYHO" craButcs oOydaroneMycsi, HOKa3aBIIeMy MTOBBIIICHHBIH YPOBEHb TOTOBHOCTH.

Omenka "XOPOIIO" craButcs o0yuaromemMycs, MOKa3aBIIeMy ITOPOTOBEIH (IOITYyCTUMEII) YPOBEHb TOTOBHOCTH.

Onenka "YJOBJIETBOPUTEJIbHO" craBuTcs o0yuatomemycs, oKka3zaBlieMy NOPOrOBbIi (KpUTHYECKH) YPOBEHb TOTOBHOCTH.
banbHO-peTHHIOBasI OLIEHKA MO TPOMEKYTOUHOM aTTeCTallui IPOBOANMOM B ()OpME 3aueTa BBICTABIISIETCS B COOTBETCTBHHU CO
CJIEIyIOIIeH IIKAIO¥:

51-100 — «3auTeHOY.

Janee npuBoaATCA KPUTEPHUU OLIEHKH Pe3ylbTaToB 0TBeTOB. Hanmpumep:

OreHka "3a4TeHO" CTaBUTCS 00yYaromeMycsl, MUHIMAITBHO ITOKa3aBIIeMy ITOPOTOBBIH (KPUTHIECKHH) YPOBEHb TOTOBHOCTH.




