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CBEJAEHMUSA O ITPOI'PAMME

Oopa3zoBarenpHas mporpaMMa Mpo(ecCHOHATFHOTO 00yYeHHS — ITporpaMma npodeccu-
OHAJFHOM MOATOTOBKH 10 Tipodeccnn «CeKkpeTapp-aIMUHUCTPATOP» Pa3pad0TaHa B COOTBET-
CTBUH C:

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

- IIpukasom MunucrepcTsa npocsemenus Poccuiickon @enepamuu ot 14 nronsa 2023
roga Ne 534 «O0 yTBepxaeHHN miepeuHs mpodeccruit padounx, JODKHOCTEH CIYXKAIIHX, IO
KOTOPBIM OCYHIECTBIIIETCA TPO(EeCCHOHATBEHOE 00YUCHHUEY

- [Ipukazom Munmucrepcrsa npocsemenns Poccutickoit @eneparun ot 05 Hos10ps 2024
roga Ne 768 «O BHecennn usmeHenni B [lepeyens npodeccnii paboumx, JOMKHOCTEN CIyXKa-
HIMX, IO KOTOPBIM OCYIIECTBISIETCA MPOo(ecCHOHATbHOE 00yUEHHE, YTBEPKACHHBIN TPUKA30M
Munmnctepersa npocsemenus Poccuiickon Menepanmu ot 14 mrona 2023 1. Ne 534y

- [Ipuxasom MunuctepcTsa npocsenienus Poccuiickon @enepaumu ot 26 asrycra 2020
roga Ne 438 «O0 yTBep:KICHUH TIOPSAIKA OPTAHU3AIUN U OCYIIECTBIIEHUS 00Pa30BaTEIHbHOM
AEATETFHOCTH 110 OCHOBHBIM MPOTPaMMaM MPO(ECCHOHANBHOTO O0YUSHH»;

- MeToauueckuMu PEKOMEHIAIMAMH TIO0 Pa3pad0TKE OCHOBHBIX MPO(ECCHOHAITBHBIX
00pa30BaTENBHBIX MPOTPAMM W JOMOJHUTEIFHBIX MPO(PECCHOHANBHBIX MPOTPaMM C YUETOM
COOTBETCTBYIOIIMX MPO(PECCHOHATBHBIX CTAHAAPTOB, YTBEPKAEHHBIE MUHHUCTEPCTBOM 00pa-
30BaHuUsA U Hayku Poccutickoit @exeparmu ot 22 saBaps 2015 roga Ne JIJ1-1/058H. ;

- Ilpukazom Muntpyga Poccum ot 06.05.2015 Ne 276 «OO0 yTBepXKACHUH
MPOo(eCCHOHANBHOTO CTAHIAPTA «CIEIHAUCT MO0 OPTAaHU3AMUOHHOMY H JIOKyMEHTAMOHHOMY
0OECTICUYEHHIO YITPABIICHUS OPTAHU3ALUED)

- Ycrasom ®I'BOY BO benropoackuii AV

- JlokanbHBIMU HOPMATUBHBIMHU aKTaMH Y HUBEPCHUTETA, MMPUHATHIMHU B YCTAHOBIEHHOM
MOPSAAKE, PETTTAMEHTHPYIOIIUMH COOTBETCTBYIOIIHE 00Pa30BATEIbHBIE OTHOLICHHS.



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

OcHoBHast oOpa3zoBarejibHas mporpamMMma MPodecCHOHATFHOTO OOYUYEHHUS HAMpaBIcHA
Ha!

- COLIMATM3AIIHIO M aJaNTalH0 00yYarOIUXCA K KH3HU B OOIIECTBE;

- THYHOCTHOE Pa3BUTHE, MPOPECCHOHABHOE CAMOOTPEACICHHE 00YUArOIIMXCS U TBOP-
YeCKHH TPy 00yJarOIMHXCH.

[Tporpamma UMeeT COIMATbHO-TIEJArOTHYCCKYIO HATIPABIICHHOCTb.

[To ypoBHIO coaepKaHKs MPOTrpaMMa SBISCTCS:

- O3HAKOMHUTEITBHOM.

ITo cpokam peanusanmu:

- KpaTKoCpoyHas (TmporpaMMa peanmusyercs 4 Mecsia).

Henb peanu3zanun 0CHOBHON 00pa30BaTeIbHOI MPOrpaMmbl NPodeccCuoHaTbHOT0
o0yueHust «CekpeTapb-aIMHHHCTPATOP» — AaTh OOYYAIOIMUMCS 1IEJIOCTHOE MPEIACTABICHHE O
METOaX MCCJICTOBAHHMSA MAaCCOBBIX SBJICHHUN OOICCTBECHHOM JKH3HH, CHCTEMbI CTATHCTHYCCKUX
MoKa3aTeNieH ACITeIbHOCTH NPEANPUATHIH, OTPACACH U SKOHOMHKH CTPaHBI B ICJIOM, PHEMOB
CTATHCTHYECKOTO aHAlIM3a PEe3yIbTATOB JACATCIbHOCTH NPEANPUATHN PasHBIX OTpaciei arpo-
MTPOMBIIIIEHHOTO KOMIIJICKCA.

3agaum, CTOSIKE TPH OCBOCHHH MTPOTPAMMBI

- HAYYHUTh OOYYAFOIMUXCS MOHHUMATh OONTHEe TPeOOBAaHUA K O(hOPMIICHHIO KaIpPOBOH J0-
KyMCHTAIHH, CPOPMHPOBATH 3HAHHSA B HHOOPMAITMOHHOM 00CCTICUYCHHH CHCTEMBI YIIPABICHHS
MEPCOHAIIOM, OPTaHU3AIMOHHON CTPYKTYPE CIyKOBI yIIPABIICHHUS MEPCOHATIOM;

- HAYYUTh OOYYAOINMUXCS OOIIUM MPHHIMIIAM YITPABIICHUS TMEPCOHATIOM; TPHHI[ATIAM
OpPraHU3aluy KaJAPOBOM PadOTHI; MICUXOIOTHYECKHUM acTIeKTaM YIPaBJICHHA NEPCOHATIOM.

1.2. Ilnanupyemble pe3y/ibTaTbl 0CBOCHHS

B pesyarbmame u3yuenusi ocrHoenoil oopazosamenvnoii npozpammul «Cekpemapo-
AOMUHUCMPAMOP» 00yuarowiuecs 001JICHbL UMENb NPeOCmdagienue, 3Hams :
- COJIEP’KAaHUE U CTPYKTYPY JOKYMEHTAIHOHHOTO 00ECTICYEHUS YIIPABJICHUSA TIEPCOHATIOM;
- TOCYJApCTBEHHOE PETYIMPOBAaHUE B c(epe TOKYMEHTAIIHOHHOTO OOECTICUEHHS YIIPABICHUS
MEPCOHANa;

B pesyarbmame u3yuenuss ocHoenoii obpazosamenvnoii npozpammel «Cekpemapo-
AOMUHUCMPAMOD» 00yUaAIOuiUecs O01IHCHBL YMEMb:
- COCTaBUTh B 0(POPMHUTH OCHOBHBIE JOKYMEHTHI IO TIEPCOHAITY TIPEAIPHUATHS;
- paspabaTeiBaTh M 0(QOPMIIATH JOKYMEHTHI, COCTABIIEMBIE B MPOLECCE TPYAOBOH €S-
TETBHOCTH PAOOTHHKOB;

B pesyarbmame u3yuenuss ocHoenoil oopazosamenvnoil npozpammol «Cekpemapo-
AOMUHUCMPAMOD» 00yUalouiuecs O01IHCHbL 8/140emb HAGLIKAMU:
- CIIEUAIBHOM TEPMHUHOJIOTUEH H JIEKCHKOW CTIEUATBHOCTH;
- BE/ICHHUS OCHOBHBIX IOKYMEHTOB MO NMEPCOHATY MPEANPUATHUSA;
- popMupoBaHHEM M XPAHEHHUEM KA/IPOBBIX TOKYMEHTOB

1.3. KaTeropusi o6yuyarouuxcst

K ocBoeHmro 0cCHOBHO#M 00pa30BaTeTbHON MPOTPAMMBI TTPO(GECCHOHATBHOTO OOYUYECHHUS
Mo TporpaMMaM TpPo(ecCHOHANBHONH TOATOTOBKH MO TPO(EcCHsIM Ppad0YMX, JODKHOCTAM
CIy’KaIlUX AOMYCKAIOTCS JIMLA Pa3IU4YHOIO BO3PAcTa, B TOM YHCJIE HE MMEIOIIUE OCHOBHOTO



OOMIETO WU CPEJHETO 00MET0 00pa30BaHM, BKITFOYAS JIUI ¢ OTPAHUYECHHBIMH BO3MOKHOCTS-
MU 370POBBI.

1.4. TpyaoeMKoCTb M CPOK 00y4eHUsI
Cpok peanuzauuu nporpaMmsl — 4 mec. TpynoeMkocTs nporpamMmel - 160 4acoB, U3 HUX
16 vac. - meKIMOHHBIX, 46 Yac. — MPaKTHYECKUX, 96 Yac. - caMOCTOsATENbHAS padoTa, 2 4ac.-
5K3aMEH.

1.5. ®opma o0yyeHHsI U peKUM 3aHATHIA
®opma 00ydeHHUs: OUHA.
dopma ToNTyYeHHUsI 00pa30BaHUs: B OPTaHU3AINH, OCYIIECTBISIONIEH 00Pa30BaTENbHYIO
JEATENBHOCTb.
Pexxum 3ansaTwHii; 4 yaca (2 paza B HEJEINIO).
[TpoaomKkuTENPHOCTD YI€OHOTO Yaca - 45 MUHYT C 5 MHHYTHBIM TIEPEPBIBOM.
dopma opraHHM3alMH; TPYNIoBas padoTa.

1.6. SI3bIK 00y4eHUsI: PYyCCKHUU.

2. KpanupukaumoHHasi XapaKTepUCTHKA

TpeOGoBanus k 00pa30BaHHUIO U OOYUEHHIO: TTPO(eCcCHOHANBHOE 00yYEHHE 10 TPOTPaM-
MaM TPoQecCHOHATFHOW MOATOTOBKH MO TpodeccHsaM padounX W JAODKHOCTAM CITy’KaImuX,
KaK MPaBUIIO, B 00JACTH, COOTBETCTBYIOIIECH HATIPABIICHHOCTH.

B coorBerctBum ¢ TpedGoBanmamu mnpodeccronampHoro crangapra «CEKPETAPDH
AIMUHUCTPATOP» (Ilpuka3z Muntpyaa Poccun ot 15.06.2015 N 333H) BBITYCKHHK T0JI-
’KE€H OBITh TOTOB K BBITIOJTHEHUIO TMPEAYCMOTPEHHBIX MPO(ECCHOHATBHBIM CTAHAAPTOM TPYI0-
BbIX (PYHKIIUH KBATH(PUKAIMH, OTHOCAIIUXCA K 0000MICHHOM TPy oBor pyHKImH «J{oKymeH-
TAIMOHHOE OOECTICUEHHUE JIEATEIIFHOCTH OPTAHU3ALIAI) .

T®.01 (B/01.5) — Opranmusarms padoTeI ¢ TOKYMEHTaMHU

T®d. 02 (B/03.5) — Opraamusamms 0OpaOOTKH €N 1T MOCIEAYIOMETO XPAHEHHUS

Td.03 (C/10.6) — CocraBnenue u 0hOPMIICHUS YIIPABIIEHYSCKON TOKYMEHTAI[HH

OcHoBHasi ueab Buaa npodeccoHaNbLHON AesitenbHOCTH: COBEPIICHCTBOBAHHME,
pa3BUTHE W Pa3padOTKa CTATUCTHYECKOW TEOPHUH M METOIONIOTHH, COOp, 00padOTKa, CHCTEMA-
TH3ALMA U 0000IIEHHE MAacCOBOW MH(OPMAIUH O COCTOSIHHH W Pa3BUTHH €CTECTBEHHBIX, T'y-
MaHUTAPHBIX (COIHAIBHBIX, YKOHOMHUYECKHUX, AeMOTPaUIeCKHX), TEXHHIECKHX U METUIIH-
CKHX MPOLIECCOB U SIBJICHHUM, €€ AHAJIU3 U PACIIPOCTPAHEHHE.

No Tpynosbie QyHKIMH [TpodeccronaapHbIe KOMIIETEHITAH

1 TD.01 [TK.1. -Opranuszamnus padoThl ¢ JOKYMEHTAMH

2 | T®.02 [IK.2. — Opranuzamms oOpabOTKH A€ JJIs TTOCHETYIOIETO
XpaHCHHS

3 TD.03 [IK.3. - CoctaBnenne u 0OPMIIEHUS yNPABICHYECKON JTO-
KYMEHTAIlUH




Pe3yabTaTthl ocBoeHus1 00pa30BaTe/JIbHOI MNporpamMmbl (MPaKTHYECKUH OMBIT,

MeHHs1, 3SHAHHS).

TO/MIK 3HaHusn Ymenusn IIpakTHYecKknH
ONBIT/TPYAOBbBIE
AEeHCTBHS
T®.01-1IK.1. - -HopmaTtusHele mnpaBoBeie | -PadotaTe co Bceil co- | -Ilpuem u nepBudHas
Opranmzaumust | akThbl u HOPMATHUBHO- | BOKYITHOCTBIO HMH(GOp- | oOpaboTka  BXOAS-
padoTbI METOUYECKUe MAalMOHHO- IIUX TOKYMEHTOB.
€ JOKYMEHTAMH JOKYMEHTBL JOKYMEHTaLHOHHbIX -IIpenBapurenpHOe

-CTpykTypa Opranusanu,
PYKOBOACTBO CTPYKTYPHBIX
MOApa31eJICHUN.

-CoBpemennbie napopma-
[{UOHHBIE TEXHOJIOTUU PabOThI
C TOKYMEHTaMH.

- IMopsinok pabotsl ¢ o-
KyMEHTaMH.

-CxeMbl TOKyMEHTOOOOPO-
Ta.

-Cucrembl CKOPOCTHOTO
MHUCHMa.

-IIpaBuna paboTeI ¢ BXO-
TSIITAMH, UCXOISALIUMHA U
BHYTPEHHUMH JTOKYMEHTaMH.

-IIpaBuna opranuzauuu u
(OpMBI KOHTPOJISI UCTIOTHE-
HUSI JOKYMEHTOB B OpraHu3a-
UU.

-Tunosele CPOKHU UCTIOJN-
HEHUSI JOKYMEHTOB.

-IIpuHummne! paboTsl co
CPOKOBOM KapTOTEKOM.

-Ha3HaueHue u TeXHONO-
sl TEKYIIEro U Npeaynpenu-
TEJIbHOTO KOHTPOJIAL.

-IIpaBuna cocTaBneHus
AQHAJIMTUYECKUX CIIPABOK IO
opranu3anuu paboTel ¢ TOKY-
MEHTaMU U KOHTPOJIIO UCTIOJI-
HEHUS JOKYMEHTOB.

-IIpaBunia nOKyMeHTaLU-
OHHOT'O o0ecrneueHus aesi-
TEJIbHOCTU OPTaHU3ALNH.

-Buabl HOKyMEHTOB, UX

pecypcoB OpraHu3aLuu.
-Ilonb3oBaTecst Gazamu
JAHHBIX, B TOM YHCIIE
yAaJIEHHO.
-Ilonp30BaThes  cropa-
BOYHO-TIPABOBBIMU  CH-
CTeMaMH.
-Ilonb3oBaTeCss  aBTO-
MaTU3UPOBAHHBIMU CH-
CTeMaMH y4eTa, pPeru-
CTpaliM, KOHTPOJNA H
UH(POPMALIUOHHO-
CIPaBOYHBIMH  CHCTE-
Mamu npu padoTe ¢ 10-
KyMEHTaMH OpTaHu3a-
LUU.
-IIpumensTs
MEHHBIC
OHHO-
KOMMYHUKAITHOHHBIE
TEXHOJIOTUU IIsi pado-
Tl C JIOKyMEHTaMH, B
TOM UHUCJIe JUIs ee
ONTHMU3AINN U TIOBBI-
HICHHUS

s dexTuBHOCTH.
-IIpumensaTe npasuia
PYCCKOTIO sI3bIKA .
-IIpumensATe  HaBBIKH
CKOPOCTHOTO MUCHhMA.

CcoBpe-
uHpopmaru-

PacCMOTPEHUE U COp-
THPOBKA JIOKYMEHTOB
Ha PEruCTpUpPyEMbIC
u HEpPErucTpupye-
MBIE.

-[TonroTroBka BXOAs-
LIUX JOKYMEHTOB IJis
PacCMOTPEHUST PYKO-
BOIUTEJIEM.
-[TonrotroBka BXOms-
LIUX JOKYMEHTOB JJis

paccMOTpeHUsI -
PYKOBOIHUTEIIEM.
-Opranmzanust  10-
CTaBKU JOKYMEHTOB
HCTIOJTHUTEJISIM.

-Benenne 0asnl pgas-
HBIX JOKYMEHTOB Op-
raHU3ALNH .
-Benenne wundpopma-
LINOHHO-CIPAaBOYHON
paboThI .
-Ob0pabotka u OT-
MPaBKa UCXOISIIIUX

AOKYMCHTOB.
-Opranuzaiust pado-
Tbl 110 PETUCTPALIHH,
yYEeTy, XPAaHCHUIO U
nepenade B COOTBET-
CTBYIOIIME  CTPYK-
TYpHBIE IOApa3aee-
HHUSA OOKYMEHTOB TC-
KyLIero AeJIONPOUs3-
BOJCTBA.

-KonTtpons ucnomnne-
HHUA JOKYMCHTOB B
OpraHu3aLuu.




Ha3HAaYCHHE.

-TpeboBanus, mpeabsIBIIs-
€MbI€ K JOKYMEHTaM B COOT-
BETCTBHUU C HOPMATHBHBIMHU
NPaBOBBIMHU aKTaMHU U FOCY-
JIapCTBEHHBIMU CTAHIAPTAMH.

IIpaBuna cocraBieHus u
otopmiieHust HHGOPMALTNOH-
HO-CTIPaBOYHBIX, OPraHU3aIH-
OHHBIX, YIIPABJIEHYECKHX [10-
KyMEHTOB.

IIpaBuna co3nanus u Be-
neHus 0a3 JaHHBIX CITykeO-
HBIX JOKYMEHTOB B OpraHu3a-
IHH.

Cucrembl 3€KTPOHHOTO
nokymeHnToobopora. [Ipasuna
U CPOKH OTIIPABKH MCXOJSI-
X 10KymeHToB. Tpebosa-
HUsI OXPaHbI TPy/a.

Td.02 - TIK.2. -
Opranmsanus

o0pabdoTku gen
AJS TOCJeayIo-
LIero XpaHeHust

-HopmaTusHBIE TpaBOBBIC
aKThl, HOPMaTUBHO-
METOJMYECKHE  JOKYMEHTH,
roCyJapCTBEHHbIE CTaHAAPTHI,
onpeAensoLue MOPAI0K 10-
KyMEHTAIIMOHHOTO obecmede-
HUS! YIIPaBJICHMUSI.

-Kpurepun pasneneHus
JOKYMEHTOB Ha IPyIIbI B CO-
OTBETCTBUU C LIEHHOCTBIO WH-
dopmanu, comepkaiieiicss B
HUX.

-Ilopsanok HUCHONIB30BAHUSA
TUIIOBBIX WJIU BEJOMCTBEHHBIX
NepedHel JOKYMEHTOB, OIpe-
NIeNIeHNs] CPOKOB XPaHEHUs B
IIPOLIECCE DKCIEPTU3bI LIEHHO-
CTH JOKYMEHTOB.

-Ilopsinox co3paHus, opra-
HU3ALUH U JOKYMEHTHPOBa-
HUsE paboThI 3KCIIEPTHOH KO-
MHCCHH.

IIpaBuna cocraBieHus u
yTBEP>KAEHUs IPOTOKOJIA pa-
OOTBI SKCITEPTHONH KOMHUCCHH.

-Ilonb3oBaTbCs  me-
pPEeUHSIMH JOKYMEHTOB U
aHamu3upoBaTh (aKTH-
4ecKoe  ConepiKaHue
UMEIIUXCA B JIeNe
NOKYMEHTOB MPHU Ompe-
IENEeHUH CPOKOB  HX
XPaHECHHUSI.

-Odopmnsatre mOKYy-
MEHTBI SKCMEPTHON
KOMHCCHH.

-Odopmnarth 00-
JIOXKKHU A€J TOCTOSIHHO-
ro U BPEMEHHOrO Xpa-
HEHUSI B COOTBETCTBHUH
¢ TpeOOBaHUSAMH TOCY-
NApCTBEHHBIX CTaHAAp-
TOB.

-IIpoussopgure Xxpo-
HOJIOTHYECKO-
CTPYKTYPHYIO CHUCTEMa-
THU3ALUIO e
-OCyIecTBIATh TEXHU-
4eckyro 00paboTKy u
nojiHoe  oopMIIeHHUE
IeNn  TOCTOSHHOTO U
BPEMEHHOT'O XPaHEHHUSI.

-IIpoBepka  cpo-
KOB XPaHEHUS JOKY-
MEHTOB, COCTaBJIEHUE
MPOTOKOJia  PaboThI
SKCMEPTHOU  KOMHUC-
CUU TIO TIOATOTOBKE
NOKYMEHTOB K Xpa-
HEHUIO, aKTa O Tepe-
nade Ha YHHUUYTOXKE-
HUE JTOKyMEHTOB, HE
MOMJISIKALINX XPaHe-
HUIO.

-CocraBnenue
BHYTPEHHEH  ONHUCH
nen s 0co0o IeH-
HBIX JIOKyMEHTOB.

-Odopmnenue
el TIOCTOSTHHOTO,
JOJITOBPEMEHHOTO
CPOKOB XpaHEHHUSI.

-Odopmnenue
OOJIOKKH J1eT MOCTO-
SITHHOTO,  JOJITOBpe-
MEHHOTO CPOKOB
XPaHECHHUSI.
-CocraBneHue onucu
el TIOCTOSTHHOTO,
JOJITOBPEMEHHOTO
CPOKOB XPaHEHHUSI.




-IIpaBuna cocraBieHus wu
yYTBEPKIAEHUs aKkTa O Bbliesie-
HUM JOKYMEHTOB, HE TMOJe-
JKAIUX XPAHEHUIO.

-IIpaBuna TEXHUYECKON
o0paboTku u MOJIHOTO
oopmiieHHs Aen MOCTOSTHHO-
ro ¥ BPEMEHHOI'0 XpPaHEeHMUsI.

-IIpaBuna COCTaBJICHUSA
ONMMCHU JeJ TOCTOSIHHOTO U
BPEMEHHOI'O XpPaHEHUs B CO-
OTBETCTBUM C HOPMaTHUBHO-
METOAUYECKUMH JTOKyMEHTa-
M.

-IIpaBuna nepenauu Aen B
apxuB OpraHMU3aLUu.

-TpeGoBanust OXpaHbl TPYy-
aa.

-CocraBnsTh OIKUCH
€l TOCTOSIHHOTO U
BpeMeHHOFO XpaHeHI/Iﬂ
B COOTBETCTBHH C HOp-
MAaTUBHO-
METOOAUYCCKUMHU ,[[OKy-
MCHTaMU.

-ITpumensTH HH-
¢dbopmMaoHHO-
KOMMYHUKaI[HOHHBbIE

TEXHOJIOTUU Tipu pado-
TC C JOKYMCHTaMU.

-Ilepenaua nen B
apXUB OpraHU3aLuu.

T®.03 - TIK3-
CocraBjieHue ©
opopmieHust

YIPABJIEHYECKOH
JAOKYMEHTALMH.

-IIpaBOBBIE OCHOBBI yIpaB-
JeHus1 (OCHOBBI aIMHHHUCTpA-
TUBHOTO, TPYJAOBOTO U XO3sIH-
CTBEHHOTO IPaBa).

-CTpykTypa OpraHu3alud,
PYKOBOACTBO  CTPYKTYPHBIX
NoJipa3aeseHuH, o0pa3upl
MOATINCEH  JIMI[, HMMEIOIINUX
MPaBO TMONAMUCAHUS U YTBEP-
JKIEHHUsI TOKYMEHTOB, U Orpa-
HUYEHUSI 30H UX OTBETCTBEH-
HOCTH.

-IIpaBuna AOKyMEHTAIMOH-
HOTO O0eCTeueHusl IesiTeNb-
HOCTH OpPTaHU3aLIUH.

-ITopsimok  paboOTBI C OOKY-
MEHTaMH.

-TpeGoBanusi, npenbsBisie-
MbI€ K JOKYyMEHTaM B COOT-
BETCTBUU C HOPMATHBHBIMU
MPABOBBIMU aKTaMU M TOCY-

JIapCTBEHHBIMU CTaHIAPTAMH.

-Bunbl  1OKyMEHTOB, uX
Ha3HauYEHHE.

-IIpaBuna cornacoBaHus A0-
KyMEHTOB OpraHu3aIux
(BHYTPEHHETO U BHEIITHETO).

-IIpaBuna mnoamucanus H
yYTBEPKIEHUSI TOKYMEHTOB.

-IIpaBuna cocrasnenuss u
oopmiiernss MHPOPMAITUOH-
HO-CITPABOYHBIX, YIPABJICHYE-

-PenaktupoBatb  Tek-
CTBI CIyXE€OHBIX JOKY-
MEHTOB.
-Ilonb3oBaTecst yHUU-
UPOBaHHBIMH (hopma-
MU JTOKY MEHTOB.
-OdopMIsITh KacCOBBIE
(HAHCOBBIE TOKYMEH-
TBl U JIOKyMEHTBI TIO
y4eTy HAaKJIAJHBIX pac-
XOJIOB.

-Ilevarate ciyxeOHbIE
TOKYMEHTHI.
-ITonb3oBaThecs nepu-
(bepuitHpIMHU yCTPOIi-
CTBaMH M OPITEXHUKOU
Paborath ¢ KOMIBIOTE-
pPOM, CKaHEpOM
IMonb3oBaTbcsi  oduc-
HBIM TAKETOM (TEKCTO-
BBIIi pemakTop, Tabnu-
I[BI).
-ITonb3oBaTbCs
TPOHHOU MOYTOM.
-ITonb3oBaTeCsl  cuCTe-
MaMH  3JIEKTPOHHOTO
JIOKyMEHTO000pOTA.
-ObecnieunBarp  Oe3-
OMACHOCTb  AESITEIIbHO-
CTH OpTaHU3aLUuU

JJICK-

-CocraBnenue mpo-
€KTOB  Pacropsiiu-
TeNbHBIX  (TIPUKA3BI,
pacTopsiKeHMs ) U
UH(POPMALIUOHHO-

CIPAaBOYHBIX  JIOKY-
MEHTOB (Ciry keOHbIE
MUCHMA, CTIPaBKH,
OOKJIAHbIE H  CIy-

JKEOHBIE 3aITHCKH).
-Iledyats cnyskeOHBIX
NOKYMEHTOB M Mare-

PHAJIOB.
-PasMHOKEHUE CIIy-
KeOHBIX  JOKYMEH-
TOB.

-Konrpons mpo-

XOXKIEHUST JTOKYMEH-
TOB B OpraHU3alUH
(cornacoBaHue, TOMI-
MUCaHUe W  YTBEP-
JKIEHHE JOKYMEHTA).




HBIX ITHMCEM.

JIMHI'BUCTHUKH.

Ja.

CKUX JOKYMEHTOB U CIIy)KeO-

-OcHOBBI JOKYMEHTHOM

-IIpaBuna pyccKoro sizbika.
-TpeGoBanust oxpaHsl TPy-

-ITonp3oBaThCs  CHUCTe-

SJIEKTPOHHOTO

TOKYMEHTO000pOTa.
-O0ecmeunBaTh

MaMH

0e30macHOCTh

TCJIBbHOCTH

OHun.

OpraHusa-

Jes-

3. COAEP/ KAHUE ITPOT'PAMMBI

Coaep:xxanue peann3yeMor 00pa30BaTeIbHON MPOTrpaMMbl IPOeCCHOHATBHOTO 00yYe-

Hust «CekpeTapb-aAMUHUCTPATOP» U OTACITBHBIX €€ KOMIIOHEHTOB (JIMCIHILIHH, MOMYJIEH,
WHBIX BHIOB YUEOHOU JIEATETHHOCTH OOYUYAIOIHUXCs) HAITPABIIEHO HA JTOCTHIKECHHE TICTIEH MPo-
TPaMMBI, TNIAHAPYEMBIX PE3yIbTATOB €€ OCBOCHHS.

IIporpamMmMa cOCTOUT U3 IBYX MOIYJIEH.
Moayns 1: «/loKyMeHTHpOBaHHE YIIPABICHYECKOU IEATETBHOCTHY.
Moayne 2. «Opranuzanus padOThI C JOKyMEHTAMID)

3.1. YueOHblIii ny1aH NpOrpamMmsl

B ToM yucre:
Ca- | Uroro-
Bcero dopma
No Tema 3aHsTHSI MOCT. | Bast aT-
qacoB [lexkumuu | 113 KOHTPOJIS
pabo- | Tecra-
Ta 158
Moayan 1. «/lokymeHTHpOBA-
HHUE YNpaBJeHYeCKOoM 104 10 38 56
AeSITeILHOCTH




Tema 1.1.Benenue. [loky-
MEHT U CHUCTeMa OKYMEeH-
TaLUH.

16

10

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

Tema 1.2. Opranmzanuon-
HO-PaCTOpPSIIUTENbHBIE  J10-
KyMEHTBI.

54

20

30

CocraBnenue op-
raHU3alUoOHHO -
pacrnopsiAuTeNb-
HBIX TOKYMEHTOB U
UH(pOPMALTMOHHO-
CIOpPaBOYHBIX  JO-
KyMeHTOB. Peme-
HUE TEeCTOBBIX 3a-
JnaHuii no reme 1.2

Tema 1.3. Kagposas
JOKYMEHTALIUS.

22

10

10

Cocrasnenue "
opopmienue  mo-
KyMEHTAINH o
TPYIOBBIM  OTHO-
HICHWSIM.
CocraBnenue u
oopmiieHue 3asiB-
JICHUs O TIpHEeMe Ha
paboty, aBTOOHO-
rpaduu, pesrome.
Hcnone3zoBaHue
mrabjioHa pesroMme.
Pemenne TecToBBIX
3aaHUI O TeMe
1.3. Jlenosas urpa
«Odopmnenne
KaIpOBBIX  TTOKY-
MEHTOBY.

Tema 1.4. JlorosopHo-
[paBoOBasi OKYMEHTALHs

12

Cocrapienue U
oopmiienne noro-
BOPOB, TMPETEH3U-
OHHO-HCKOBOM [1O-
KYMEHTALIIH.
Pemmenne TecTOBBIX
3aJaHUA II0 TeMme
1.4,

Monayas 2. «Opranusanus pa-
00TBI ¢ JOKYMEHTAMM

54

40

[TonsiTe HOKYMEHTOOOOPO-
T4, PErucTpaLusi JOKyMEH-
TOB.

HcnonHeHue AOKYyMEHTOB.
Kontpone WCIIOJIHEHUS.
Opranuzauus onepaTUBHO-
ro XpaHEeHUsI IOKy MEHTA.

22

16

CocrapieHnue
HOMEHKJIaTy Pbl
JIel.  3amoyIHeHHE
JKYpPHAJIOB  peru-
CTpaLUM BXOISIIEH
A ucxomsamiei no-
KYMEHTAIIHH.

OcyIecTBIeHNe




KOHTPOJISI 3a WHC-
IIOJIHCHUECM I[OKy-
MEHTOB. Pelienue
TECTOBBIX 3aJaHUU
0o Teme 2.1.
IlogroroBka nen
Tema 2.2. Iloaroroska K crade B BeIOM-
I[OKYMGHTOB K apXI/IBHOMy CTBGHHbeI apXI/IB.
6 16 2 2 12
XPaHEHUIO. Pemenne Ttecto-
BBIX 3aJaHUNA 110
TeMe 2.2.
Pa6ora ¢ mabmo-
Tema 2.3. Hcnonb3oBanue HaMU Microsoft
7 |IIDBM B penonpousBoa- 16 2 2 12 Office.  Pemenue
CTBE. TECTOBBIX 3aJaHUU
0o Teme 2.3.
KBaandukaunoHunin
b . 2 2 5K3aMeH
IK3aMeH
Hroro 160 16 46 96 2
3.2. Kanenaapubiii yueOHbIii rpapuk
TpyaoeMKoCTb NpPOrpamMmbl 160 4gac.
HopmaTuBHBII CPOK 0CBOEHHS NMPOrPaMMBbI 4 mec.
Pexum o0yuenust 4 qaca (2 pa3za B HEJIEIO)

['padmk npoBeIeHUS 3aHATHI B COOTBETCTBHH C PACTIICAHHEM

3.3. PaGoune nporpaMmmbi JUCLHUIVIMH (MOAyJ1eil), MPAKTHK

3.3.1. TemaTHueckuii nNJaaH JeKLHA
Moayab 1. «/lokymMeHTHUpOBaHME YIIPaBJIeHUYECKOI JeITe/IbHOCTH)

Tema 1.1.Benenue. JloKyMeHT U cucTeMa JOKYMEHTALUU.

[lorATHE TEPMHHOB «IOKYMEHT», «JOKYMEHTHPOBAHHUE», «IOKYMEHTALMOHHOE OOEcte-
YEHHE YTIPABICHUND).

HcTopust pa3BUTHA HAayYHBIX TPEIACTABIEHWH O JOKYMEHTAIMOHHOM O0O€CTeYeHUH
yrnpasneHus. COBPEMEHHOE COCTOSHUE TOKYMEHTAMOHHOTO 00ECTIEYEHHS YTIPABIICHHUA.

HopmaTtusHO-nipaBoBas 0a3a opraHU3aldH TOKYMEHTAITMOHHOTO OOECTICYeHHs yIpaBie-
HUS KaK OCHOBA TEXHOJIOTHH MPOLIECCOB YIPABIICHHUA.

['ocymapcTBeHHAst cCUCTEMA JTOKyMEHTAITHOHHOTO oOecrieueHus ymnpasnerus (I'CAOY) —
CBOJ TIPABWJI, YCTAHABIHMBAIOIINX €IWHBIE TPEOOBAHHMA K JOKYMEHTHPOBAHHIO YITPABIICHYE-
CKOM NEATETbHOCTH M OPTaHU3ALWH PAOOTHI C JOKYMEHTAMH Ha TIPEATPUATHIX PA3ITAIHBIX OP-
TaHU3AIHOHHO-TIPABOBBIX (hOPM.

CocraB ympaBieHYeCKHX TOKYMEHTOB. [loHATHE crcTeM mokymeHTarmu. OyHKITHOHATB-
HbIE ¥ OTPACJIEBBIE CHCTEMBI JOKYMCHTAIIUH. YHU(PHUKALMA W CTAHJAPTU3ALNA YIIPABIICHYE-
CKUX JOKYMEHTOB.



CoctaB, OpPAAOK PACTIONOKEHUA W MpaBuia OPOPMIIEHUS OCHOBHBIX PEKBHU3HTOB JIOKY-
MEHTOB.

Tema 1.2. OpranuszauuoHHO-pacnopsiAUTe/IbHbIE J0OKYMEHTbI.

VHuHIUpoBaHHAS CHCTEMAa OPTaHU3ALMOHHO-PACTIOPSAUTEIPHON JOKYMEHTAIIHA
(OPJT). T'OCThI Ha OPJI. TpebGoBanue k 0POPMIICHHIO TOKYMEHTOB.

Knaccudukaims opraHU3alMOHHO-PACTIOPSAUTEIFHOW JTOKYMEHTAIIMK: OpPTraHH3aIH-
OHHBIE, PACTIOPSAUTENbHBIC, CIIPABOYHO-HHPOPMALUOHHBIE.

OpraHu3aMoOHHbIE JOKYMEHTHI — YCTaB, YUPEAUTEIIHHBIA JOTOBOP, TOJI0KEHHE, Tpa-
BUJIa BHYTPEHHETO TPYIOBOTO PACTIOPSIKA.

PacriopsiqutenbHbIe TOKYMEHTHI — TPUKA3bI, PACTIOPSIKEHUS, YKa3aHUs, TOCTAHOBIIE-
HUSI, PEIICHHUS, HHCTPYKIIHH.

ITpoTokon

CrpaBoyHO-HH(POPMALIMOHHBIE TOKYMEHTHI: TOKIaHAs (CyKeOHas) 3amucka, o0bsc-
HUTEJIbHAS 3aIMCKa, aKT, CIIPAaBKa, CITyKeOHbIE MHUChMa, (pakc, TemerpamMma, TeneoHorpamma.

Tema 1.3. Kanposasi nokyMeHTauusl.

JIOKyMeHTHpPOBaHHUE TPYIOBBIX TpaBooTHOmEHWH. CocTaB MU 0COOEHHOCTH O(GOpMICHHS [T0-
KyMEHTOB TI0 THYHOMY cocTaBy. KommuiekToBanue muuHoro Aena. Aproouorpadus. Pesrome.
3asBieHus o mpreMe Ha padoty. [Ipukassl Mo THYHOMY COCTaBY.

Tema 1.4. /loroBopHO-nIpaBoBasi JOKyMEHTALIUS

[TonsaTHA 1OTOBOpPA (KOHTPAKTA), COTTAIIEHHE, TPOTOKOA. TUnoBas (opMa KOHTPAKTA.
OcHOBHBIE pa3lienbl KOHTPAKTa. Buabl 10roBOPOB: KYIUTH-NPOJAXKH, MEHBI, IOCTABKH, HA BO3-
ME3/THOE OKA3aHUE YCIYT, MOPYUYEHHUA, KOMUCCUU U JIp.

JIOKyMeHTBI O(OPMIITIOIHE TOPSAAOK PACCMOTPEHHSA CIIOPOB MEXKIY FOPHINICCKUMH
mumamu. [IpaBuna oopmnerus npeTeH3HOHHBIX ceM. OOpas3bl MPETEH3UH K MEPEBOZUHKY.
@opmyssp 0T36IBa HA MpeTeH3U0. OOpasLbl OT3HIBOB.

@opMyp HCKOBOTO 3asBieHUA. TpeOoBaHUA K O(POPMIICHHIO HMCKOBBIX 3aSBICHHM.
[Topsnok HanpaBieHUs ¥ 0OPMIIEHUS OT36IBA HA HCKOBOE 3asBJICHUE.

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

CoctaB u yueT 00beMa JOKYMEHTOOOOPOTa MPEANPUATHN U opraHu3anuid. OpraHu3arus
paboTHI C TOKyMEHTALUEH, TIOCTYNAIOMIEH B YUPEIKICHUS, IPEATPUATHS, OPTAHU3ALNH; TIPHEM
BXOJSIIMX JOKYMEHTOB, 3KCIIETUIIHOHHAS 00paboTKa, MPEeaBAPUTEIHHOE PACCMOTPEHHE H
pacmipesieJieHHe, PETUCTPALUA, PACCMOTPEHHE AOKYMEHTOB PYKOBOACTBOM, HcmonHeHne. OT-
MpaBKa UCXOMANINX JOKYMEHTOB. [lepemaya TOKyMEHTOB BHYTPH OPTaHU3ALMHU. Y YeT KOJINYe-
CTBA TOKYMEHTOB.

KonTpomp ucnonaenns nokymeHToB. OpraHu3anys W TEXHUKA KOHTPOJA HUCTIOTHEHHA.
TunoBsie 1 HHIUBUAYANBHBIE CPOKK UcTonHeHHA nokymeHToB. Cuctema ACKUWU/JI (aBTomaTu-
3MPOBAHHBIA KOHTPOJIb UCTIOJTHEHUA JOKYMEHTOB).

Cucremarn3anms TOKyMEHTOB M MX XpaHeHue. Homenkmatypa aen. UnauBumyambHeIe,
CBOJHBIC, TIPUMEPHBIE W THMOBBIE HOMEHKIATYphl Aen. OdopmiieHHe HOMEHKIATYPHI EIL.
TpeboBanus k opopmiteHHIO 17, XPaHEHHUE TOKYMEHTOB B CTPYKTYPHBIX ITOAPA3ACTICHHUIX.



Tema 2.2. IloaroToBKa 10KyMEHTOB K apXUBHOMY XPaHEHMIO.

OKcHepTH3a LEHHOCTH TOKyMEHTOB. [loAroTOBKA A€ K cJavye B BEIOMCTBEHHBIN apXHB.

3aKOHOJATENBHBIE AKTHl U HOPMATUBHO-METOJUYECKUE NOKyMEHTH DenepanbHOU ap-
XUBHOU CITy:k0bI Poccru 1o apXUBHOMY XPaHEHHIO JTOKYMEHTOB.

Bsaumopeiictue cimyx6 JJOY u BeZOMCTBEHHBIX apXHWBOB NMPH (POPMHPOBAHUN OCHOBBI
U TOCTIEYFOMIETO XPAHEHWA W HCTONB30BAHHMA AOKYMEHTOB. ENWHCTBO TpeOoBaHHM K
XPaHEHHIO TOKYMEHTALMHU B ACTONPOU3BOJCTBE U ApPXUBE.

Tema 2.3. Ucniosib3oBanue IIIBM B gesionpousBojacTse.

KommbroTeprzamus JeTonporu3BOICTBA HA MPEINPUATHH KaK yCIOBUE BHeApPeHHs [ ocy-
DapCTBEHHOW CHCTEMBI TOKYMEHTAITHOHHOTO 00ECTICUEHHS YIIPABIICHHS.

MamuHounTaeMasi ToKyMeHTarus. HocuTenu, mpuMeHseMble TIPH CO3JaHUH JTOKYMEH-
TOB, U TPEOOBAHUSA K UX OPOPMIICHHIO.

CocraB, MOpSAOK PACHOJOKEHUS M TpaBuiaa O(OPMIIEHHS OCHOBHBIX PEKBH3HUTOB
JTOKYMEHTOB.

3.3.2. TemaTHuecKHUil IJIaH NPAKTUYECKUX 3aHATUI
3apaun

1.CocTaBUTh 3aABIEHUE O TIPUEME HA PAOOTY.

Odopmuts 3agBnenue JponoBorr Ammbl BnagummupoBubI OoT 25.12.TEKymero roga o
npueme Ha padoty B OO0 «3emnenem» (Aupexrop Cremanos [1.B.) B nomwkHOCTH crienmau-
CTa Mo Y4ETY HEJABMKUMOCTH. B 3asaBreHnu ykasars Hauamo padoTsl ¢ 27.12. texkymero roga. K
3agBIIEHUIO TIPUJIATAIOTCA aBTOOHOTpadus, TPy I0Bas KHIKKA, KOMUSA TUTUIOMAa 00 OKOHYaHWUH
TEXHHUKYyMa, 1B poTorpaduu.

2. CocTaBUTD 3asBJICHHUE O IPEJOCTABIECHUH OTITYCKA.

Odopmuts 3asBnenue pudnropa Tapacosa Onera Muxaiinosuua ot 27.04.Texymiero
rojJia Ha MPEOCTABIIEHHUE OTITyCKa 0€3 CoOXpaHeHHUs 3apa0oTHOH mmathl ¢ 03.05. TeKymero roaa
mo 16.05. Ttexkymiero rona. 3asBneHue Hampasisietcs aupekropy OOO «Kpowa» CremaHoBy
ILB.

3. CoctaButh 3as8BIeHAE 00 YBOJIHHCHHH.

Odopmuts 3asBnenue Jlommua Iletpa Bukroposuua ot 04.12.Texymero roga o0
YBOJIbHEHUH TI0 COOCTBEHHOMY JKEJTAHHIO C 3aHUMAeMOU TOILKHOCTH reoaesucta B OO0 «Pa-
ayra» (Jupexrop Koznos P.1.) ¢ 18.12. Texymero roaa.

4. CocTaBUTPH CIIPABKY, TIOATBEPAKAAIOIIYFO, MECTO PAOOTHI

CocrtaButh cripaBky Ne 144 ot 23.12.Texymiero roga, Beigannyo AnocoBy [letpy Usa-
HOBHYY. B crpaBke ykazate mHpopMamuio o Tom, uto AHOCOB I1. M. padoTtaet 8 OO0 «Aucm»
(YOpummueckmii anpec: 308503, benaropoackas 00:1., benropoackuii p-H, . Makckui, yi1. 3e-
neHas, 1.4, kopmn.2, Temedon: (4722)38-98-78) ¢ 05 oktsi6ps 2001 roma mo HACTOATIEE BPEMS
B JOJLKHOCTH PUAITOPA.

5. CoctaBuTh CHpaBKy, MOATBEPKIAIONIYIO, YTO Bama 3apa0OTHAs IUIaTa COCTABIAET
25000 pyouei.

6.CoctaButh cmpaBky Ne 236 ot 25.12.Tekymero rojaa, BBIJAHHYIO CIECIHAIIACTY TI0
yuety Heasmwkumoctn OO0 «Auct» PognonoBoit Mapun MBaHOBHE O TOM, 4TO €€ 3apadoT-
Has mmata coctaBiieT 15000 py6. FOpumamyeckuit anpec OO0 «Aunct»: 308503, benropoackas



06n., benropoAckuii p-H, N. Malickuid, yn. 3eneHas, a.4, kopn.2, TenedoH: (4722)38-98-78).
Cnpasky Bblgan 6yxrantep Netposa T.M.

7. OthopmuTb NpeanoxeHne BakaHcuin Ne 3 ot 12.01.TekyLero roga

Ycnosue: B OO0 «[JoM1HO» B COOTBETCTBMM C npukasom Ne 4 oT 12.01.TeKyLlero ro-
fa «O BHECEHMM M3MEHEHWIN B LUTATHOE pacnucaHue» MpPou3O0LLIO COKpaLLeHue AOIKHOCTY
puantopaCemeHoBa CemeHa CemeHoBMYA.

B cBA3/ ¢ NpoBOAMMbIMM MEPONPUATUAMU MO cokpaileHuto wrtatoB CemeHoBy C.C.
MOrYT 6bITb NPEAJIOXKEHbI CleAyHoLLMEe BAKAHCUN:

- aMcneTyep Ha TenedioHe, pasmep oknaga 25000 py6.,

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

- 3KcneauTop, pasmep oknaga 28000 pyo.

Mpea/ioXKeHWe COCTaB/IEHO Hava/lbHUKOM OTZAena Kagpos bpyceHkosoi O.W.

B npefnoxeHnn HeobXoAMMO OTPas3nTb MHGOPMaLMIO O cornacum uam o6 oTkase pa-
60THMKA O NpefnaraeMoil BakaHCUW.

8. OhopmuTh Xanoby Anekceesa lNetpa BacunbeBnya, pabotatowiero 8 OO0 «JlaHA-
wadT» B AO/HKHOCTN 3eMESIbHOTO OLEHLLMKA, reHepasibHOMY AvpekTopy upmbl (CMUPHOBY
A.A.) Ha HaYa/lbHMKa OTAeNa 3eMe/bHO-MMYLLECTBEHHbLIX OTHOLIEHMIn BeTpoBa Hukonas Bu-
Ta/IbeBUYA MO NOBOLY HEWUCMONHEHNA UM NPAMbIX 0083aHHOCTEN, AUCKPUMUHALMK U Tpy6oro
OTHOLLEHWA K NOAYMHEHHBIM.

B >kanobe ykaszatb, 4to 11.03.TekyLlero roga Betpos H.B. rpy6o BmaTepLUMHOW hopme
Mpu BCEM KONNEKTMBE 06pyran ero 3a 1o, YTO TOT 06BMHW/ €ro B HEHa1eXallem UCNoTHEHWN
CBOMX 06513aHHOCTENA.

YKasatb, 4To BeTpoB H.B. 3noynotpe6nsier cBOMMU AOMKHOCTHLIMK 0653aHHOCTAMM
npu pacnpegeneHnn paboT 1 JO/MKHOCTEN, B pe3y/bTaTe Yero Ha OTBETCTBEHHbIE PYKOBOAS-
Lyie AO/MKHOCTU Ha3HayatoTCs 6/1IM3KMe K HeEMY, HO HEKOMMETEHTHbIE NIOAN.

B anobe n3noXuntb Npocboy 06 oTCTpaHeHMM OT A0/MHKHOCTU BeTposa H.IM.

9. CocTaBbTe XapaKTepuUCTUKY Ha pabOTHMKA Ballero npeanpuaTus.

CocTaBuTb XapaKTepucTuKy Ha pmantopa OO0 «Knwo4ymk» JlomoHocoBa EBreHusa Ba-
cunbeBnya, 1998 roga poxkaeHus. JlomoHocoB E.B. nmeeT cpeaHee npodeccroHansHoe obpa-
30BaHue, B 2016 rogy okoHunn benlr AY mm. MopmHa no cneynansHocTn 21.02.05 «3emesibHO-
MMYyLLECTBEHHbIE OTHOLEHUsA». C 11 okTa6pa 2016 roga pabotaet B OO0 «Kntoumk» B 3aHU-
MaeMOW O/MKHOCTW.

B xapakTepucTuKe cnefyeTt 0TpasnTb YKasaHHble cBegeHus o JlomoHocose E.B., a Tak
e MH(opmauuto, 0 ero 06sa3aHHOCTAX (chava B HaéM >XWUMON HeABMKUMOCTM, CONPOBOXK/Ae-
HWe CAeNKW, 3aKNtoYeHre A0roBopa Ha CbeM XWMbs, BefleHne 6a3bl JaHHbIX M0 00beKTaM He-
ABWXUMOCTW, NPOBEAEHNe MeperoBopoB C KOHTpareHTamu, CorfiacoBaHue KOMMEPYECKUX
YCNOBWIA apeHfpbl, TeNedOHHbIe MeperoBopbl) Y NMYHbLIX KadecTBax (CNoco6HOCTb paboTaThb B
OYeHb AMHAMUYHOM peXxume ¢ 60/1bLLNMK 06bEMaMU MHOPMaLMKA, MO3UTUBHOE OTHOLLEHME K
YXW3HW, OTCYTCTBME BPeAHbIX MPUBbIYEK, BHUMATE/IbHOCTb, aKKypaTHOCTb, KOMMYHWKabe b-
HOCTb).

XapakTepucTMKa coCTaB/ieHa Hava/lbHUKOM OTAena no npofaxe HeaBMXUMOCTUKY3b-
MuHou O.I. 1 BblfaHa 4N NpeAcTaBeHns Mo MecTy TpeboBaHws.

10. CocTaBuTb pacnucky

CoctaButb pacnucky ot CanpoHoBa Hwukonas Onerosuya (nacnopt: cepma 4600 No
587654, BbigaH Ota. Y®MC Poccun no benropofckoit obnactv B benropofckoM parioHe
15.02.2002 r., npoxxwusatoLlero no agpecy: r. benropos, yn. Cagosas, 4.165, k8.17) B TOM, 4TO
OH NOMY4YnN Ha/IMYHbIE [EeHEeXHble cpeacTea B pasmepe 35 Tbic. py6. 0T MuHakoBoi Ekatepu-
Hbl CepreeBHbl (macnopt: cepua 1457 Ne 296965, BblgaH Ota. YPMC Poccum no benropoga-



ckoli oomactu B benropoackom paiione 07.08.2006 r., mpoxkuBarotie mo aapecy: benropoa-
CKHi1 p-H, 1. Matickwuii, yn. 3eneHas, 1.16.

Canponos H.O. 00s13yeTcs BO3BpaTHUTh MPEIOCTABIECHHYIO CyMMY JOJTa HE TO3/IHEE
14.12.tekymero roaa. [lara coctasnenus pactnucku 09.08. Tekymero roaa.

11.CocTaBuTh pacnucKy Ha NojiyyeHHe BaMu KOMIbIOTEPOB.

CocrtaBuTth pacnucky oT pudnropa OOO «Tsoi nom» JlyHesa Brnagucnasa EBreHpeBu-
4ya B TOM, 4TO OH momyuni HOyTOyK ToshibaSatelliteR630-145 (maBeHTapHBI HOMED 1312) OT
HavaJlbHUKA oTAena HeasmwxuMoctn Kanycrnaa Bukropa Hukonaesuya, 11t BegeHUs 0asbl 1Mo
00BEKTaM HEABHKUMOCTH W 3aKITIOYCHHS JOTOBOPOB C KIIHEHTAMH.

12. CocraButh noBepeHHOCTh Ha BanoBa MBana VBanosuua(mactopt: cepust 1400 Ne
587654, seiman Otn. YOMC Poccum no benropojckoit oomactu B benropoackom pairione
15.02.2002 r., mpoxuBaromero no agpecy: n. Maiickuii, yn. Cagosas, 1.16, k8.17) 0 Tom, 4T0
Bw1 nosepsere emy nonyuuts Bamrynoceuiky Ha noute no u3semenuro Ne 0012306586.

13. CoctaBuTh DOBEPEHHOCTH Ha MonydeHHe Knmoukosoit Haramwedt MBanoBHOM (mac-
nopT: cepusa 1400 Ne 587654, serman Ota. Y®MC Poccun mo benropoackoit oomactu B ben-
ropoackom paione 15.02.2002 r.) Bamreit 3apaO0THOM 1IaThl 32 HOSOPH TEKYIIETO TO/A.

14.Odopmurs o0muit 6mank OOMIECTBa ¢ OTPAHHYEHHON OTBETCTBEHHOCThIO «Pomar-
ka» (OO0 «Pomamika») ¢ TpoAOABHBIM M YTIIOBBIM BAPHAHTAMH PACTIONOKECHUSA PEKBU3HTOB.

15. Odopmuts 6mank mpukaza OOmeEcTBa ¢ OTPAHUYCHHON OTBETCTBEHHOCTBHIO «AMYP»
(OO0 «AmMyp») ¢ MPOAOAHHBIM U YTJIOBBIM BAPHAHTAMH PACIIONIOKEHUS PEKBU3UTOB.

16. Opopmuts Onank mrucema OOIMmMECTBAa ¢ OTPAHUYCHHOW OTBETCTBEHHOCTHIO «KOH-
cym» (OO0 «KoHCyIT) ¢ yrIoBbIM BapHAHTOM PACTIONOXKEHHUS PEKBU3UTOB. CTipaBoyHAs WH-
dbopmarms: r. benropon, yia. Mupnas, m.114, tem 23-54-55, dakc 24-56-78,e-mail: kon-
sul3 1(@mail.ru, OKIIO 3910255610, UHH/KITIIT 12121212/141414.

17.0¢opmuts pexsusutsl B cootsercTBur ¢ TOCT P 7.0.97-2016 «Cuctema cTanmap-
TOB 1o wHpOpMamu, OWONHOTEYHOMY ¥ M3AATENbCKOMY jeny. OpraHW3almOHHO-
pacnopanuTeNnbHas JokyMeHTanus. TpeGoBaHus K 0QOPMICHHIO TOKYMEHTOBY

A) JIOKyMEHT COTTIACOBAH C TJIABHBIM OyXrantepom mpeanpuatus Peroakossim B.U. 11
HOs10ps Tekymiero roaa. Odopmute pekBu3uT «Buza cormacoBaHms.

b) Ilucemo ampecoBano aupekropy OOmmecTBa ¢ OTpaHMYEHHOW OTBETCTBEHHOCTHIO
«Oxean», KOTOpPBIX HaxoauTcsA B T. Mypamm, mo yi. ['opekoro, a. 23. Odopmure pexBU3HUT
«Anpecar».

B) Joxyment ytBepxkaen aupekropom OO0 «3Be3na» CremanoBeiMm M.U. 28 okTa0ps
Tekymero roga. Odopmute pexkBuU3nT « [ pud yTBEpKICHUD).

18.CocTaBuTh MUCEMO-TIPOCHOY (TIPOIOIBHOE PACTIONOKEHHUE PEKBU3UTOB) O OPOHHPO-
BaHHUU MecTa B roctuHule «Jlaiima» r. [IeH3sl A/ HaYalbHUKA OTAENA MPOAAXK HEJIBHKUMO-
ctu OO0 «TBoit nom» Ha niepuoa ¢ 13 mo 25 mapTa Tekymero roga. OTMETUTh B TUChME, UTO
T1aTa 3a MPOKUBaHUE OyJEeT MPOU3BEACHA 3a HAMMYHBIN pacueT. OcTambHbIE JaHHBIE YKA3aTh
CaMOCTOSITENBHO.

19.0¢opMuTh TOKIATHYIO 3aMMUCKy HAYaIbHHUKA OTAENA MPoJaxk Heasmkumoctd OO0
«Kunbe» reHepansHoMy aupekropy bytosy A Il ot 30 aBrycra TekyIero roja o HapyueH|UH
TPYAOBOH AvcUMIUIMHEI pudnTopamu BraaumupossiM O.K., Cunopuykom A.E., CamoinoBeiM
K.I'. Bux HapymeHus - cHCTEMaTH4YeCKHE OMO3AaHuA Ha padoTy. OcTanbHbIe TaHHBIE YKa3aTh
CaMOCTOSTENBHO.

20.CocTaBuTh AOKIQAHYIO 3aMHMCKy HAaYadbHUKA N0 CHAOKEHWIO OOIIeCTBAC OTPAaHU-
YEHHOW OTBETCTBEHHOCTHIO «O0muK-ceppuc» Iletposa P.M.nupekTopy mpeanpusitus HocoBy
K.H. 0 HecBOeBpeMEHHOH MoJa4ye OTACIAMH 3asBOK HAa KaHLEIpCcKUE ToBapbl. OcTanbHbIE
JaHHBIE YKA3aTh CAMOCTOSTENBHO.
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21.CocraBuTh MpUKa3 (TIPOTOIIEHOE PACTIONIOKEHUE PEKBU3UTOB) T€HEPAIIBHOTO THUPEK-
topa OO0 «JIlnana» MapteiHOBa M.U. 0 mpenocTaBAeHUH OYEPEIHOTO OTIYCKAa r€O0AE3UCTY
[Terposoit .M. cpokom 14 kanenmapubix nueut ¢ 01.03.tekymero roga. OctanbHbie TaHHBIC
YKa3aTh CAMOCTOSTENBHO.

22.CoctaBuTh OOBACHUTEIFHYIO 3AITUCKY CTIEIHATINCTA M0 YUETY HEABMKUMOCTH Tapa-
coBoii E.A. 0 mpuumHe eeomno3aanus Ha padOTy, B CBSA3H CO CIIOKUBIICHCS aBAPUHHOM CUTya-
LMEN HA YJIHMLAX TOPOJa M3-3a CHIIBHOTO cHeromajga. OcTalbHbIE JaHHBIE YKa3aThb CAMOCTOS-
TENBHO.

23.CocraButh cinyke0Hy0 3anmucKy Ne 10 oT 24 ceHTAOps TEKYIIEro Tofa 0 HEOOXO0TH-
MOCTH pabOTHI B BBIXOJHOH JeHB(cy000Ty) pudntopa Kupeesoit Oxkcanbp Hukonaesusl. Ciry-
KEOHYIO 3aIMHUCKy COCTABUII HAYaIbHUK oTAena mpoaax Heasmwkumocta OO0 «Jlomycy Como-
BbeBa A.K. Ciy:xeOHas 3amucka aJpecoBaHa HAYANBHHUKY OTIENa KaapoB npeanpusatus Cep-
reeBoil A.P. octanbHbie TaHHBIE MPUAYMATh CAMOCTOATENBHO.

24.CocraBute pacnopsukerne (yenosoe pacnonoocenue peksusumog) OO0 «PE-
MOHTHUK» o nmpoBeneHun peMOHTHBIX padoT. B KOHCTaTHpYFOIIEH YacTH yKa3aTh 1IeTb U3-
TaHWA PACTIOPSIKEHHA (B CBA3H C aBAPUHHBIM COCTOSHHUEM OTOIUTEIBHOM CUCTEMBI B Hexe No
4). B pacniopaauTeIbHON YaCTH YKa3aTh CPOKH NMPOBEACHUSA PEMOHTHBIX PaOOT, OTBETCTBEH-
HBIX, KOHTPOJIb 3@ UCIIOJIHEHUEM PACTIOPS’KEHUS BO3JIOKUTh Ha HaYaJIbHUKA Lexa. OcTallbHbIE
JAHHBIE YKA3aTh CAMOCTOSTENBHO.

25.CocraButp mipotokoa Ne 8 ot 25.08. Tekymiero roga coOpaHusi TPYyIAOBOTO KOJIIEK-
tuBa OO0 «Pomamika», Ha KOTOPOM PacCMATPUBAIIUCH BOTIPOCHL: a) O BBIICTICHHUH IyTEBKHU B
canatopui-nipodunakropuii «Pyce» pusnropa Muponosoit O.A.; 6) 0 MaTEpHATEHON TTOMOTITH
reogesucty CvupaoBy C.C. B pesynprarte mpoBeieHHs COOpaHHS MOCTAHOBHIIW. BhIIAaTh Mu-
porosoi O.A. myTeBKy B caHatopuii «Pyce» croumocteio 56000 py0. U oKa3aTh MaTepHaIb-
Hyto momomp CvupHoBy C.C. B pasmepe 10000 py6. OctampHyr0 HHPOPMAIHUIO TPUAYMAThH
CaMOCTOSITENBHO.

26. CocTaBUTh MUCHMO-NIPUITIAIEHUE OPraHU3alMOHHOrO LEHTpa «J{MaMaHT» ¢ mpen-
J0KEHHEM TIOCETUTHh MEKIyHAPOIHYIO CIIEHHAM3UPOBAHHYIO BRICTaBKY «Hosetmue uHpOp-
ManuoHHble TexHonoruu B JIOY». BrictaBka mpoxomut B BeicTaBOYHOM 3aje JIK OktaOps.
ITucemo aapecosano renepanbHoMy aupektopy OOO «Kontyp» barpoy A.A. [loutoBbli an-
pec: r. berropon, yn. Maructpansras, m.2a, opuc 307, uamekc 308000. OcTanbHble TaHHBIE
yYKa3aTh CAMOCTOSITENBHO.

27. Pa3zpaboTtaTs OaHK TOKYMEHTA, YCTAHOBUTH MO, HHTEPBAJ CTPOK (ITOJTOTOBHUTH
CHPaBKy C MecTa y4eObl 0 TOM, 4yTO BEI sBIIIeTECH CTYACHTOM HA3BAHHOTO BY34; MIOATOTOBUTH
CHPaBKy C MecTa pabOThI, yKa3aTh 3aHAMAEMYO0 JTOJLDKHOCTD, C KAKOTO BPEMEHH pPadOTaEeT Ha
MPEINPUATHN B KAKOBAa MECSYHASA 3apa00THAA IIaTa paOOTHHKA).

[Tpu odopmiteHHH CripaBOK 0OpaImaTh BHUMAaHKUE HA TTPaBUiIa O(OPMIICHUS PEKBH3UTOB.

28. CocTaBuTh MOOOH JOKYMEHT, YTOOBI OH 00JIa1a) FOPHANIECKOH cUioi. B moky-
MEHTE yKa3aTh 00A3aTeIbHbIE BOCEMb PEKBH3UTOB.

Komnuro nokymMeHTa NpeaocTaBUTh 11 MPOBEPKHU MPENOAABATEIIO.

29. Pazpaborats 1 0pOpMUTH HA BEIOOP JABA JOKYMEHTA M3 TPYIITHI OPTraHU3ALIHOHHBIX
AoKyMeHTOB . OOpaTuTh BHUMaHHE Ha 0()OPMIICHHE TUTYJIHHOTO JINCTA B OPOPMIIEHHUS HEOO-
XOJIUMBIX PEKBH3UTOB.

30. Pa3paborate 1 0OpMHUTH MIPHUKA3 O TPHEME Ha paboTy coTpyaHuka. Paspadorars u
opopMuTE TIpHKa3 0 IEpeBOIe PAOOTHHUKA HA APYTYIO pabOTy B TOW K€ OPTaHHU3ALHIH.

[Tpu odopmiteHHH TTPUKa30B 0OpANIATh BHUMAHUE HA TpaBujIa 0pOPMIICHHS PEKBU3H-
TOB.



31. Ha ocHOBaHMH MPOBEJCHHOTO aHATN3a PA0OTHI KaIPOBBIX CITyKO KOHKPETHBIX
npeanpusaTui benropoackoit oonactu pazpadoraTh (M0 BEIOOPY CTYIEHTA) TOKHOCTHYIO HH-
CTPYKLIHIO OJJHOTO M3 COTPYAHHUKOB cIykO0b1. [Ipr ohopMITeHUH HOTKHOCTHON HHCTPYKIIAH
BKITFOUHTH 0053aTEIIbHBIC YETHIPE pasaesna (00mue MOI0KEHHS, 00A3aHHOCTH; TIPaBa; OTBET-
CTBEHHOCTb ).

32. PazpaboTaTh TOCIIEAOBATEFHOCTh O(DOPMIICHHS TOKYMEHTOB IPH NIpreMe Ha pado-
Ty. YKa3aTh 0COOCHHOCTH 0()OPMIIEHUS] OCHOBHBIX W JIOTIOJTHUTEIHHBIX JOKYMEHTOB. B Kaknx
ciy4asx o)opMIseTCsi aBTOOHOTpadusi U APyTHe AOTOTHUTENbHBIE ToKyMeHThI? [TocnenoBa-
TEIIFHOCTh OPOPMIICHHS JOKYMEHTOB TIOKA3aTh CXEMAaTHYECKH.

33. Paszpaborats u 0(popMuUTH OJIAHK TPYAOBOTO TOTOBOpA. B mokymeHTe ykazaTh 005-
3aTeNIbHBIE PEKBU3UTHI U MMPABHIBHO HX O(OPMHTH.

34. Ha ocHOBaHMH TPOBEICHHOTO aHAIM3a PAOOTHI CYKOBI TepcoHaa (KaapoBOH
ciyk0b1) paspadotats [lomoskeHune o ciryk0Oe TepcoHaa, BKIFOYNB OCHOBHBIE Pa3Iebl TaH-
HOTO JIOKYMEHTA.

[Tpu opopmireHnH TaHHOTO JOKYMEHTa 00paTUTh BHUMAaHHE HAa 0)OpPMIIEHHE TUTYITb-
HOTO JINCTA JOKYMEHTA, 0053aTeIbHO 0pOPMUTH PEKBU3UT «I prQ yTBEPKIACHUD U JPYTHE
00s13aTeNbHBIE PEKBH3UTHI.

35. Tpynosasa nucumiuinHa. PaccMOTpeTs npaBuiia BHYTPEHHETO TPYAOBOTO PaCTIOPA-
Ka KOHKPETHOTO MPEINPUATHS, BBIACITUTD BUABI OONIPSHUN M B3BICKAHHIA, IPUMEHAEMBIX HA
TPEANPHUITHH.

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

PaspaboTate 1 0pOpMHUTE JOKYMEHTHI PH B3BICKAHUAX PaOOTHHKA (pa3padboTarh 00b-
SCHUTEJIBHYTO M JOKITATHYIO 3aIHCKH, COCTABHTH MPHUKA3 O HAJIOKCHHUH TUCIIUIUTHHAPHOTO
B3BICKAHUS).

Paspaborannbie U 0()opMIIEHHBIE TOKYMEHTHI IPEJOCTABUTH MPETIOAABATEO HA MPO-
BEPKY.

36.I1oATOTOBUTH JOKYMEHTOOOOPOT MO O(OPMIIEHHUIO OTITYCKOB (pa3padoTaTs u 0op-
MUTB TPaHK OTIYCKOB, 3aABJICHHE O MPEIOCTABICHUH OTITyCKa (Y4€OHOTO, TI0 YXOIy 3a pe-
O0eHKOM H 1p.). Pazpaboranubie 1 0(hOpMICHHBIE JOKYMEHTHI IPEI0CTABUTH MPENOJABATEITIO
IUTSL TIPOBEPKH.

37. JlokyMeHTOOOOPOT 10 OPOPMIICHHIO CITy:KeOHBIX KOMaHIUPOBOK. Ha ocHOBaHMH
MPEAOCTABIICHHBIX KOMMWH OTAHKOB O()OPMHTH JTOKYMEHTHI TSI KOMAHIAPOBKH.

38. 3anoaHUTH OJIAHK TUYHOW KapTOUKH padoTHHKA. OOpaTuTh BHUMAaHHUE HA 0OpPM-
JIEHUE PEKBU3UTOB 10 KAXKJIOMY NMYHKTY KaPTOYKH.

[IpenocraBuTh HHPOPMALIHIO O TIPAaBUIIAX O()OPMIICHHS U BEACHUS JTHYHBIX 1€ PadoT-
HUKOB.

39. Ha ocHOBaHMM MPOBEICHHOTO aHATN3A ACATEIHPHOCTH KaIPOBBIX CITYKO Mpeanpus-
tuil benropoackoi 001acTH, MpeaOCTaBUTh HHPOPMALIMIO O BEACHHH, YUETE H XPAHECHHUIO TPY-
JOBBIX KHIKEK. BBISIBUTH TIOJIOKHUTETBHBIE H OTPHUIIATEIIHBIE CTOPOHBI B BEJICHUH, YUETE U
XPAaHCHHUHU TPYAOBBIX KHIKEK HA TIPEANPHUATHH.

3.3.3. /leioBasi (poJieBasi) urpa
«Ogopmaenue Kaopoewvix OOKyMeHmO08»

MeToauuyeckoe 000CHOBAHUE 3AHSITUS

Jms mauHOTO W TIPO(ECCHOHANBHOTO CAMOOTIPEACICHHA OOYYAIOMIMICA HCTOIB3YyET
pa3HOOOpa3HbIe CITOCOOBI M METOJIBI, U OJHUM U3 HanOoee YPPeKTHBHBIM, ABIIIECTCSA IETOBAS

urpa.



JlenmoBsast urpa 3TO IEJICHANIPABICHHO CKOHCTPYHPOBAHHAS MOJEIh KAKOTO-THOO peab-
HOTO TIPOIIECCa, MMUTHPYIOMIAs PO(eCCHOHATBHYIO NeATENHHOCTh W HAITPaBIeHHAs Ha (op-
MHUPOBAHHE H 3aKpeIUIcHUE Po(eCCHOHATPHBIX YMEHHUI W HaBBIKOB. B nemoBoii urpe Bocmpo-
W3BOJUTCS MPOGeCCHOHAITbHAS 0OCTAHOBKA, CXO/HAS TI0 OCHOBHBIM CYIITHOCTHBIM XapaKTePH-
CTHKaM C pealbHOM.

OnHOBpPEMEHHO HapAIy ¢ MPOo(ecCHOHANPHBIMH 3HAHUAMH OOYYAIOIIHHCS MPHOOPETAIOT
CTIETHATBHYI0 KOMTICTCHIIHIO — HABBIKH CIICI[HAIBHOTO B3aUMOICHCTBHS W YITPABIICHUS JTEOTb-
MU, KOJUIETHAIbHOCTh, YMEHHE PYKOBOJUTH W TIOJUUHATHCS, CIEIOBATENBHO, ACIIOBAs HMIPa
BOCITUTHIBAET TUYHOCTHBIE KAYE€CTBA, YCKOPSAET MPOIIECC COIMAITA3AIIHH.

JlenoBast urpa TpeOYeT OT CBOMX YYACTHHKOB (OCOOCHHO JJIA MPENoJaBaTelia) HHTCICK-
TyaJIbHOM BBICOTBHI M aKTEPCKOTO MACTEPCTBA, PA3BUBAET CIIOCOOHOCTH TE€HEPHUPOBATH HOBHIC
WJICH, TBOPYECKH MBICITUTh M TPAMOTHO PAa00TaTh C HH(POPMAIIHEH.

B ocHOBe 1e10BOY UTPHI JICKUT COBMECTHAS JCATEITFHOCTD TIEIArOTOB U yYaIuxcs, Ora-
rojapsi KOTOpOH B TPYMIE YCTAHABIIMBAIOTCS OOJiee TETUIbIe M KOHCTPYKTHBHBIC B3aUMOOTHO-
TICHMUS.

CHEHAPHUI AEJOBOI UTPBI «O®OPMJIEHUE KAJTPOBBIX TJOKYMEHTOB».

Ilnan «/lenosasi urpa»

Memoouueckasn yenv — «cnionp30BaHUE ACNOBBIX UTP MPHU 3aKPEIUICHUU MaTepUana Ha 3a-
HATHAX YUYCOHOU TTPAKTHKIDY
Tema: OdpopmieHHe TOKyMEHTAIUH 110 THYHOMY COCTABY
Tema 3anamus: OtpaO0OTKa HABBIKOB OPOPMIICHUS KAAPOBBIX JOKYMEHTOB
Henu 3anamus:
ObpazosamenvHas — 00ydJarOmMuUeEcs CMOTYT OMPEIACITUTh BHUJ JOKYMEHTA, IMOCIIEIOBATEITh-
HOCTh €T0 COCTaBIICHHS, OOBSICHHUTH PACIIOJIOKEHHE PEKBHU3UTOB, OICHUTH MPABHIBHOCTH CO-
CTaBIICHHUA H 0(DOPMIICHHA.
Paszeusarouias — ciocoOCTBOBATHh PA3BUTHIO HATJISATHO-ACHCTBEHHOTO MBIMIJICHHS, aHATTH3a H
CHUCTEMATHU3ALUH JOKYMEHTOB.
Bocnumamenonas — cnioco0CTBOBaTh BOCITUTAHUIO TTO3HABATEILHOW MOTPEOHOCTH K 00y4e-
HUIO.
Heobdxooumslie yuebnvle mamepuainl: 00pasipl pe3toMe, KapTOUKH-3aTaHAS, KOMITBIOTEP.
Ilocneoosamenvrnocme 61008 yUeOHOU OeameTbHOCMU:

1. JlenoBas urpa.

2. AHanu3 BBIITOJTHEHHBIX 3aJaHUH.
Ilpooonrcumensnocme 3aussmus: 40 MuH.

HPOUHECC OBYUEHUA:
L. CocTaButh ¥ 0)OPMUTL JOKYMEHTHI 0 JIMUYHOMY COCTABY B BH/E J1€J10BOI1
UIpPbL.

Kaxxapiii 00y4Jaromuicst moIy4yaeT KapTOUuKy-3aJJaHue ¢ MMPOU3BOJACTBEHHOW cHTyarel. [lo
KapTOYKAM-3aIaHAIM HEOOXOJMMO OTPEJCIIUTh TIEPEUECHb JOKYMEHTOB, COOTBETCTBYIOIIUX
MPOU3BOACTBEHHON CUTYALIHH.
C y4eToM TEOPETHYECKUX 3HAHWW M MPAKTHYCCKUX HABBIKOB, IPHOOPETEHHBIX B TCUCHHUE
y4e0HOTO TO/1a, 4 TAKXKE C YYETOM HHIUBHAYATBHBIX 0COOCHHOCTEH KAKAOTO 00YJarOIIETOCs
Ha Kaprouke maHo nuddepenmmporanHoe 3ananue. OObICHEHHE X0Aa WUTPHI M TIPABUI BbI-
MOJTHEHHUSA 3a]IaHHUA.



IIpousBoacTBeHHas1 CUTyaLusl

CmupHoBa MapuHa AnekcanapoBHa 15.03.95 roga poskaeHus Oblia PUHATA HA padoTy
nenonpousBoauteneM B KaHUuespuro OAQO «XuMnpom», 4epe3 TpU MecAlla oc/ie OKOHYaHUS
[Tpodeccronansroro yurmmma Ne 50 1o crienuaaTbHOCTH «J]eToTpOH3BOIUTEBY.

[Tpu moctynieHny Ha padoTy MapuHa MpeICTaBuIa XapaKTEPUCTHKY U3 YUHITHIIIA.

ITpopaboTana roa, a 3aTeM ObllIa TIEpEBEICHA CEKpeTapeM HavalbHHKA mexa NoS. Uepes
MOJNIro/1a ObIJIAa KOMAaHAUPOBaHA B T. IPKYTCK Ha OJTWH MECSAIl Ha KYPChI TIOBBIICHUS KBaTA (-
KaIli| T U3y9CHUS HOBBIX KOMITBIOTEPHBIX TEXHOJIOTHHM.

3a 10OpPOCOBECTHBIN TPY/ ObIJIa MPEMHUPOBAHA €THHOBPEMEHHBIM MOOTIPEHUEM B CyMME
10 000 (mecsTh THICSY) PyOIICH.

[IpopabotaB 5 netr Ha MPEANPUATHH, YBOJIHIACH B CBA3U C TIEPEMEHONW MECTA JKUTEITb-
CTBA.

1.InddepeHurpoBaHHOe 3aJaHUE:

JUTS TIEPBOTO BapHaHTa — OPOPMUTH XapaKTEPUCTHKY
TS BTOPOTO BapHAHTa — 3asABJICHUE W MMPUKA3 O TIPHEME Ha padoTy
JJIs1 TPETHETO BAPUAHTA — 3aBJICHUE U NIPUKA3 O TIEPEBOC
JJIs1 YETBEPTOTO BAPUAHTA — MPUKA3 O TMOOIIPEHUH
JUTS TIATOTO BAPUAHTA — TIPUKA3 0 KOMAHIHPOBAHWH JIJI TIOBBIIECHUS KBATM(DUKAITAN
JUTS THECTOTO BApHAHTA — 3aABJICHUE M TPUKA3 00 YBOJILHCHUH
TS TIOJTyYEHUS OLICHKH «3) - 3asBJIEHUE O MPUEME U TIEPEBO/JIE

N R LD

2. KoHcyabTUpoBaHUe U HA0J/II0JeHHeE 32 X0/10M BbINOJIHEHUsI 3aJaHUSI
- [IpoBepka MpaBUITBHOCTH COCTaBICHUS U O()OPMIICHHS JOKYMEHTOB.
- AHaM3 CaMOCTOSITENIPHOW Pa0OTHI OOYUYAIOMIETOCS ,aKIIEHTHPOBAHHE BHUMAHUS Ha 0CO-
OEHHOCTH O(DOPMIICHHS TOKYMEHTAINH 110 THYHOMY COCTABY.
- AHanmu3 paboThl 0OYYAIOIIETOCS IO TOCTHIKEHHIO TIOCTABJICHHOM TIEJTH.
- O11eHKA MOJIOKUTENBHBIX M OTPHIIATETFHBIX MOMEHTOB.
2. Pednekcus
- [IpoBepka MPaBHIBHOCTH BHITIOJTHEHUS 3aIaHUS OCYIIECTBIIETCA MYTEM KOJUIEKTHBHOTO
OOCYKJIEHUS U IyTEM TPOBEPKH MPABHIIBHOCTH OTBETOB C TMTOMOIIBIO 3TATIOHOB-00PA3IOB JI0-
KyMEHTOB.



O0pa3ubI-3TajJI0HbI JOKYMEHTOB AJIS1 CAMOCTOSITE/IbHOII IPOBEPKHU 00y YA LIUIICA0B:
Obpasey-amanon 013 nepeozo sapuanma

MUHUCTEPCTBO OBPA3OBAHUNS UPKYTCKOM OBJIACTU
T'OCYJAPCTBEHHOE ABTOHOMHOE [TPO®ECCHOHAJILHOE
OBPA3BOBATEJILHOE YUPEXXIEHUEWPKYTCKON OBJIACTU
GAJAPUHCKHUU ATPONTPOMBIIIIJIEHHBIA TEXHUKYM»
T'AIIOY NO 3AIIT»

666321 HUpkytckas 001, i. 3ajapH, yia. Marpocosa, 3,

Teir. (839552) 2-30-20, daxc (839552) 2-30-20

XAPAKTEPUCTHUKA
25.06.2012 Ne 135

CmupHoBa MapuHa AnekcanaposHa 15.03.95 roma poskaeHHs, 0Opa3oBaHHE HaYaThb-
Hoe mpodeccuonampHoe: B 2012 romy okonumna l[IpodeccronampHoe yuunmme Ne 50
MO CMEHUATTBHOCTH «J{eTIOMPOU3BOIUTETBY.

B yunmmme Mapuna oOydamack ¢ 2011 mo 2012 Ha AHEBHOM OTAEIICHHH B T'PYIINE
Ne 23. 3a Bpemsa 00ydYeHHUS HCOTHOKPATHO HATpaXkjanach rpaMOTaMH 3a YCIIEXH B y4eOe U ak-
TUBHOE YYACTHE B JKU3HHU YUUJIUIIA.

3a mepuoa 00yueHus B yuuimine MapuHa nmposiBujia ceOs Kak rpaMOTHAsI, BHUMATEITb-
Has, O4YEHb MJOOPOCOBECTHO OTHOCAMmMAsics K ydeOe geBymka. [lo  pesymibra-
TaM MPOMEKYTOUHBIX AaTTECTAUMA TOKa3biBajda TONBKO XOPOLIME W OTJIMYHBIE Pe3yJibTa-
ThL [l  Hee  XapakTepHO THITIIMBOE H3YyYEHHE BCEX TMPEAMETOB, HCIOJb30Ba-
HUE TOTIOJIHUTEIIBHOW  JIUTEPATYPHI, CaMOCTOSITEIbHAS  TOATOTOBKA  HHTEPECHOTO
Y TIO3HABATEIHHOTO MaTepHaja K HauOojee TpyaHbiM TemaMm. OHa Beeraa J0OPOCOBECTHO BbI-
MOJTHAJIA JTOMANTHEE 3aJIaHWe, MPOSBIISIA AKTHBHOCTh HA 3aHATHIX, aKKypaTHO odopmIriiia
KOHCTIEKTHI TI0 BCEM mpeameTaMm. Hukoraa He oma3apiBajia Ha 3aHATHSA, HE UMEJA MIPOIYCKOB
0€3 YBOKUTEIBHBIX MPUIHH. BHeITHWI BUA - BCera onpsiTeH. BexxnuBa ¢ mpemnojaBaTeisamMu,
JIPYXKECKUE OTHOIIEHUA CO CBEPCTHUKAMH.

Ha ocHOBaHWM BBITIEH3I0KEHHOTO, CYUTAEM, YTO MapuHa MOJKET YCIIEITHO PadoTaTh
JEIIOTIPOU3BOTUTENIEM, TaK KaK 00JTagacT HEOOXOUMBIMH JIMYHBIMH KaueCTBAMHU U podeccu-
OHAJTbHBIMH HaBBIKAMH.

JlupekTop MOJITACH A.B. Ko3zpmun

Macrep rpyriibl MOAIHUCH M.M. Cmorsik
M.IL




O6paseL-9Ta/oH [/1 BTOPOro BapraHTa

Ounpektopy OAO «XMMMNPoM»
lNeTpoByA.M.

CMmupHoBOW MapuHbl AneKcaHApPOBHbI
MpoXuBatoLLel No agpecy: 666321

n. 3anapu, yn. 3aBofckas, 4. 8 ke. 12

3AABJIEHVE
MpoLly NpUHATL MeHs Ha paboTy AenonpounssoanTenemM B KaHuenspuio ¢ 01.10.2012.

25.09.2012 noanuch

O6paseL-3Ta/IoH /19 BTOPOro BapuaHTa
OAO «Xumnpom»

MPNKA3

30.09.2012Ne1280K
r. CasHck

O npueme Ha paboTy

MPUHATD:

CmunpHoBy MapuHy AnekcaHApOBHY pgenornpoussogutenem B KaHuenaputo ¢ 01.10.2012 Ha
MOCTOAAHHYO paboTy. Onnara TpyAa CornacHoO WTaTHOMY pacrnmcaHuio.

OcHoBaHve: nu4yHoe 3asBreHne CmyupHoBoM.A. ot 25.09.2012 ¢ BU30IM Hava/lbHUKa OTAena
kagpos V.B.MBaHoBa.

OupekTop nognucb A.M.lNeTpoB

C npuka3om o3HakomneHa nognuce M.A.CMnpHOBa
01.10.2012



Oopaszey-amanon o1 mpemopezo 6apuanma

HavanpHuKy KaHIEIIPHH
Muxaiiosot A. 11.
3AABIJIEHUE

[Ipomy Bac mepeBecTd MEHA AENONPOU3BOAUTENS KAHLIEISIPUH CEKPETAPEM HauyalIbHUKA
mexa Ne 5 ¢ 10.10.2013 B cBg3u ¢ BaKaHCHEH.

Henonpoussoauresp noanuch M. A.CmupHOBa
05.10.2013

Oopaszey-smanon 01
mpempe2o sapuanma

OAQO «Xumnpom»

[MTPHUKA3
06.10.2013Ne 1380k
r. Casguck

O mepeBoae

ITEPEBECTH:

CvupHOBY MapuHy AJIEKCaHIPOBHY JAEITOTPOU3BOTUTENS KAHIEIAPHUN CEKPETapeM Ha4aTh-
HuKa 1iexa Ne 5 ¢ 10.10.2013 Ha mocrosHHYI0 padcory. Omiata Tpyda COrjacHO INTATHOMY
PacIUCaHUIO.

OcHoBanue: muuHoe 3asaBieHne CmupHOBOMM.A. ot 05.10.2012 ¢ BH30# HavanpbHUKA 1eXa No
5 IIpoxoposaC.C.

Hupexrop noanucek A.M.Iletpos

C mpukazom o3HakomieHa noanuch M. A.CMupHOBa
07.10.2013




Obpasey-amanon o1 wemeepmozo eapuanma

OAQO «XuMmpom»

[MTPHUKA3
05.03.2014Ne 550k
r. Casguck

O nooipeHun

3a moOPOCOBECTHOE OTHOIIIEHHE K PadOTE W B TIPEIABEPUH MPaA3IHUAKA 8 MapTa

[TOOILPUT:

CmupHoBy MapuHy ANEKCaHAPOBHY CEKpeTaps HadajdbHHKA 1mexa Ne 5 eauHOBpeMEHHBIM
Bos3HarpaxkaeHueM B cymme 10 000 (mecath ThICSY) PyOneH.

Hupexrop noanuck A.M.Iletpos
I'n. oyxranTtep moamuck 3.11. BacuHa

Obpasey-amanon ons namozo sapuanma

OAQO «Xumnpom»

[MTPHUKA3
10.04.2013Ne 1120k
r. Casguck

O KOMaHIUPOBAHHUH COTPYAHHUKA

Jlis moBbIIIeHHs KBANH(pUKAIHH

KOMAH/JUPOBATD:

CmupHoBy MapuHy AJNEKCaHAPOBHY, ceKpeTaps HauanbHUKa 1exa Ne 5 B UpkyTckuit mosau-
TEXHUYECKUM YHUBEPCUTET HA KypPChl H3YUYEHHA HOBBIX KOMIIBIOTEPHBIX TEXHOJIOTHH C
15.04.2013r. mo 15.05.2013.

Omnmara Tpyaa ¥ KOMaHIHPOBOYHBIX Pacxoa0B cormacHo c¢T. 168 K30T.

Hupexrop noanuck A.M.Iletpos
I'n. oyxranTtep moamuck 3.11. BacuHa

C npukazom
o3HakomJieHa nmoanuch M.A. CmupHOBa
10.04.2013




Oopaszey-amanon 0na wiecmozo eapuanma

Hauvanpnuky nexa Ne 5
ITpoxoposyC.C.
3AABJIEHUE

[Ipomy yBOIMTH MEHS TIO COOCTBEHHOMY KemaHuro ¢ 25.11.2016 B CBA3W ¢ TIEPEMEHOM MeCTa
JKHTENBCTBA.

Cexperapp noanmuch M. A. CMmupHOBa
11.11.2016

Obpasey-amanon 01a wiecmoz20 sapuanma

OAQO «Xumnpom»

[TPHUKA3
24.11.2016 No 1430k
r. Casguck

OO0 yBOJTbHCHHH

YBOJIUTh:

CmupHoBy MapuHy AneKcaHIpOBHY CekpeTaps HadaimbHUKa 11exa Ne 5 ¢ 25.11.2016.
OcHoBanue: muuHoe 3asBreHue CvmupHOBOM MLA. ot 11.11.2016 ¢ Bu30# HavanbHHKA 11eXa No
5 IIpoxoposaC.C.

Hupexrop noanuchk A.M.Iletpos
C mpukazom o

3HakomJjeHa noanuck M. A. CMupHOBa
25.11.2016

CamocTosTenpHas padoTa 00yUYarOMErocs MO COCTABICHUIO U O(POPMIICHHIO KaAPOBBIX JOKY-
MEHTOB OIICHHBACTCS:

3a MPAaBHJIbHBIA KOMIUTEKC UCTIOIB3YEMbBIX PEKBH3UTOB — 5 0AIljIOB;

2 ommmbOkH — 4 0anna; 3-4 omuoOKku — 3 Oaja.

- AHanu3 paboThl yHAIMUXCs IO JOCTHKEHHUIO TTOCTABICHHOH TICITH.

- OLeHKa MOJ0KUTETBHBIX H OTPUIATEIbHBIX MOMCHTOB.

- OOBSBIIEHUE OLICHOK M KOMMECHTAPHH K HHM.

- Yoopka pabouero mecra.




3.3.4. YueGHO-MeTOAMUYeCcKOe o0ecredeHHe CaAMOCTOSITeIbHOM padoThl
00y4YarIIUXCH M0 TUCLUIIMHE U (WJIH) MOAYJIHO

Buasr camocToATenbHON paboThl OOYYAOIMIHUXCS: BHEAY IUTOPHAS, 3aKITFOYACTCA B HHH-
[UATHUBHOM TIOWCKEe WH(OPMAIMH O HAWOOJIEe aKTyaJbHBIX NPOOIIEMAax, KOTOPbIE HMEIOT
OO0JBIIOE TMPAKTHIECKOE 3HAYECHHE W ABIIAIOTCS MPEIMETOM AMCKYCCHH B paMKax H3y4aeMou
JUCIMTTDTAHBI ¥ (UJTH) MOIYJIS.

@OopMBI CAaMOCTOATENBHON PA0OTHI OOYYAOMIMXCS: PEIICHHE 3a/aY, BBITTOJIHEHUE Te-
CTOBBIX 3a/JaHWH, TIOATOTOBKAa pedepaToB, TOKIAIOB, BOIPOCOB U OOCYKAECHUH I TUCKYC-
CHH.

CamocTrosTenpHas pad0Ta TUIAHUPYETCS B COOTBETCTBHH C KAJIEHAAPHBIMHU TUTAHAMHU Pa-
004eH MPOTPaMMBI TI0 TUCLUIUTMHE U B METOJAMYECKOM €TUHCTBE C TEMATHKOW YUICOHBIX ayaH-
TOPHBIX 3aHATHH.

3.3.5. MeToanyeckue yKa3aHusi 10 0CBOEHUI0 THCHUIIMHbI U (WJIW) MOTYJTHO
Bun  ydeOnbix | Opranusamus AesiTeIbHOCTH CTYCHTA
3aHATHH

Jlekusa Hanucanne KOHCHEKTa NEKUMU: KPATKO, CXEMATHYHO, MOCIEA0BATEIBHO
(UKCHPOBATH OCHOBHBIE TIOJIOKEHUS, BBIBOABL, (DOPMYITHPOBKH, 0000mIE-
HUS; TIOMEYATh BAYKHBIE MBICIH, BBIACIATH KITFOUEBBIE CIIOBA, TEPMHHEL.
IIpoBepka TEPMUHOB, MOHATHWA C MOMOIIBI) SHUMKJIONEAUM, CIOBAPEH,
CIPABOYHUKOB C BBINMCHIBAHUEM TOJKOBAHHUH B TeTpaab. OO03HAYMTH
BOTIPOCHI, TEPMHUHBI, MAaTE€PHAJ, KOTOPHIH BBI3BIBAET TPYIHOCTH, TTOME-
THTh W TNOMBITATECS HAWUTH OTBET B PEKOMEHAYEMOM nuteparype. Eciam
CAMOCTOATENIFHO HE YyAaeTCs pa3oOpaTbcs B MaTepualie, HEOOXOIUMO
copMyTHpPOBaTH BOTIPOC M 337aTh MPETOAABATENIO HA KOHCYJIbTAIHH,
Ha MPAKTHYECKOM 3aHATHH. Y IETUTh BHUMAHHUE CIECAYIOIIUM TOHATHAM
(nepeyucnenue nousmuii) u ap.

[Ipaktrueckue | [IpopaGoTka padodeit mporpaMMbl, YACIAS 0CO00€ BHUMAHHE ICIAM H
3aHATHU 3aJa49aM CTPYKTYpPE M COACPKAHUIO AUCIHIUIHHBI U (WiH) Moaymo. Kon-
CHIEKTHPOBAHHUE UCTOYHHUKOB. Pa00Ta ¢ KOHCTIEKTOM JIEKIMH, TIOATOTOBKA
OTBETOB K KOHTPOJBHBIM BOMPOCAM, IIPOCMOTP PEKOMEHIYEMOH IHTEpa-
TYpBL, Pad0Ta C TEKCTOM (VKa3ams MeKcm U3 UCMOYHUKA U Op.). PEIICHHUE

3a]a4 U Jp.
CamocTosTenb- | 3HAKOMCTBO C OCHOBHOM M JOMNOJHHUTENIBHOM JIUTEPATYPOH, BKIIOUAs
Has pabora CIPABOYHBIC M3/IAaHUSA, 3apyO€KHBIE HCTOYHHKH, KOHCTIEKT OCHOBHBIX TTO-

JIOKEHUH, TEPMHUHOB, CBEJCHUH, TPEOYIOTIHMX I 3aTTOMHUHAHUS U SBJIS-
FOIIIUXCA OCHOBOIIOJIATAIOINUMH B 3TOH TeMe. COoCTaBlIeHHE aHHOTALUH K
MMPOYHUTAHHBIM JINTEPATYPHBIM HCTOYHHUKAM H JIP.

[ToarotoBka « | [Ipm moaroroBke K 3a4eTy HEOOXOAUMO OPHUEHTHPOBATHCS HA KOHCTIEKTHI

3a4eTy JIEKIMH, PEKOMEHAYEMYIO JINTEPATYPY U AP.




4. OPTAHU3ALUOHHO-IIEJATOI'NMYECKHUE YCJOBUA
4.1. MaTepuanbHO-TEXHHUYECKHE YCJI0BHS PeaIu3aly NporpaMmsl
CriertnaibHpIe TTOMETIEHHS, YKOMIIEKTOBAHHBIC CIIEIIHAIM3UPOBAHHON MEOEIbI0 U TeX-
HUYECKHMH CPEICTBAMHU OOyYEHHS, CIYKAIMUMH JJIs TPEICTABICHUA YIeOHOW HHpOpMAaImH

00IBIION Ay TUTOPHH

HaumeHoBaHue crieu-
AJIbHBIX OMEIleHHH U
NnoMeIleHUu AJ1s1 CaMoCTO-
sITeJIbHOI paboThI

OcHaleHHOCTh creuMaNabHbIX MOMeLIeHUl 1
noMeleHHil AJ1s1 CAMOCTOSITeIbHOI paGoThbl

YueOHas ayamtopus Ui
NPOBEACHUA 3aHATUH JIEK-
mUOHHOTO THIa Ne 3

CrermanusupoBanHas meOens Ha 100 mOCamOYHBIX MECT,
JTOCKa HacTeHHas, Kadeapa, pabouee MECTO TIPETIOIaBATEIS.
CoctaB 000pya0BaHHs pAOOUYETO MECTA!

- [Ipoextop EPSON EB-X18;

- DkpaH ScreenMedia (MOTOPU3UPOBAHHBIN);

- Kosmonku Microlab;

- KponmTeiin, kabemn KoMMy TaIim,

- Jlmuk moa mpoeKTop;

- Slimuk o Kadeu;

- HoyTOyk mpenomasartessi.

JlaGopatopust  TIPUKIATHOM
nHpOpMATHKH U HHPOpPMa-
MAOHHBIX TeXHOJOTHH No
312

[Tomemenne Ansg XpaHEHUS
U TPOPUITAKTHIECKOTO 00-
CITy’)KMBaHUA Y4eOHOTO 000-
pynosanus Ne 306

Crermanu3upoBaHHast MeOeb, KOMITBIOTEPHI B COOpE C BO3-
MOKHOCTBIO TIOJKITIOUeHH K ceTu «HTepHeT™ M obecmeye-
HUS  JOCTYIa B JJEKTPOHHYI0  WH(OPMAITHOHHO-
00pa30BaTENbHYIO CPEY OPTaHH3AIHH.

CoctaB 000pya0BaHHs paOOUYETO MECTA!

- CUCTEMHBIH OJIOK;

- MOHHUTOD;

- KIIABHATYPA,

- MBIIIIb.

[TpoekTopSONY vpl-sx236+15m VGA kabenb, HHTEPAKTHB-
Has nocka TRACEboardTS-4080L (ycTaHOBHIEHBI HA KOM-
MpIOTEPE TpernonaBarens), Jlocka wHTepakThBHAs Webster,
KOJ, 000000000001921, WHBEHTaPHBIN HO-
Mep000000159990591, Buneokamepa KymonbHas.
HUudopmarmonnsie creHasl «O0maunbie TexHomoruu 1 Cy,
«Apxurekrypa mmatdopmser 1 C: Ilpeampusatue 8.3.2.»,
«B3anMoaecTBHE MOOHIBHOTO MPUIOKEHHS ¢ 0a30H 1 Cy,

Ilomemenua ans camocCTos-
TETHHOU PAbOTHI C BO3MOK-
HOCTBIO TIOAKJTIOYECHHS K
HuTepHeTY M 0OecTieyeHrEeM

AOCTyNa B  JIIEKTPOHHYIO
WH(POPMAIIMOHHO-
o0pa3oBaTeNbHYIO cpemy

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

Criermanu3upoBaHHass MeEOENb; KOMIUIEKT KOMITBIOTEPHOU
TEXHUKH B cOope (cucremubr Ook: Asus PABGL-MX\Intel
Celeron, 1715  MHz\256 M6  PC2700  DDR
SDRAM\ST320014A (20 I'6, 5400 RPM, Ultra-ATA/100)\
NEC CD-ROM CD-3002A\Intel(R) 82845G/GL/GE/PE/GV
Graphics Controller, monuTop: Proview 777(N) / 786(N)
[17" CRT], xnaBuatypa, MbIlb.) B Komudectse 10 exuHUI ¢
BO3MOKHOCTBIO TIOJIKITIOUEHHS K ceth MHTepHeT m oOectme-
YeHWs JOCTYNa B  JJIEKTPOHHYIO  WH(POPMAITHOHHO-
oOpasoBatenbHyI0 cpeny benropoackoro 'AY; HacTteHHBIH
ma3MeHHb  Teesuzop SAMSUNG PS50C450B1 Black
HD (mmaronams 127 cm); ayamo-Buaeo kademp HDMI




KoMmjieKT JIMLIEH3MOHHOT0 MPOTrPAMMHOIr0 o0ecreveHus!

YueOHas aymauTopus st
MPOBEICHUA 3aHATUH
nekioHuoro tamna Ne 3

Office 2016 Russian OLP NL Academic
Ne31705082005 ot 05.05.2017(0eccpodHsbiit),
Microsoft Imagine Premium FElectronic Software Delivery —
CyOmumen3uonHbi  koHTpakT Ned ot 17.04.2017 r. CAO
«CodrJlatHTpoiiny,

[1O Anti-virus Kaspersky Endpoint Security nnst 6usneca. [1po-
mienne. OOpasoBaHueE., KOHTPAKT Ha MOCTaBKy ToBapa Nell ot
06.10.2017

Edition

JlaGoparopust  mpuKIAA-
HOW WH(OPMATHKUA U HWH-
(OpMAITMOHHBIX TEXHOJIO-
rui Ne 312

[Tomemenne i Xxpane-
HUS U TPOPUITAKTHIECKO-
ro 0OCTyXUBaHUA yueO-
HOTO 000pYyAOBAHHS

Ne 306

- MS Windows WinStrtr 7 Acdme Legalization RUS OPL NL.
Jorosop Nel80 ot 12.02.2011. Cpok ACHUCTBHUA JNHUIECH3UH —
0eccpoUHo;

- MS Office Std 2010 RUS OPL NL Acdmec. [Jorosop Nel80 ot
12.02.2011. Cpok neHcTBUA TUILEH3UH — OECCPOYHO;

Anti-virus Kaspersry Endpoint Security nns 6msneca (CyOmnu-
neH3uoHHBIH goroBop Noe28 ot 08.11.2018) — 522 nuneH3ws.
Cpok aevicteus nuieH3uu ¢ 08.11.2018 mo 08.11.2019;

CIIC Koncymprantlmoc: Bepcust Ipod. KoncynsrantT Ounan-
cuct. Koncymprautlnroc: KoHcynbTammm st Or0KETHBIX Op-
raau3anui. Jlorosop ot 01.01.2017. Cpok naeiictBust — Oec-
CPOYHO;

HUudopmarmonHo npaBoBoe odecnieueHue «l apanm (s y4ueo-
Horo mponecca). JJorosop NeDIIC-12-119 ot 01.09.2012. Cpox
JIEUCTBUS — OECCPOYHO;

STATISTICA Ultimate Academic Bundle 13 for Windows Ru
cereBas Bepcus. CyOmumeH3woHHBIM goroBop Ne25 ot
09.06.2017. Cpox nevictus nuneHzuu 10 14.05.2019.

Ilomemenna pmma  camo-
CTOATENTFHON PabOTHI C
BO3MOKHOCTBIO  TTOTKJIFO-
yeHnsd k HHreprery wu
oOecrmieueHUEM J0CTyTa B
SNICKTPOHHYIO HWH(OpMa-
TUOHHO-
o0pa3oBaTeNbHYI0 Cpeay
benropoackoro 'AY (uu-
TaJbHbBIE 3a7bI OMONMHOTE-
KH)

Microsoft Imagine Premium Electronic Software Delivery.
CyOmunensnonnsrid morosop Ne937/18 Ha mepemayy HEHCKITIO-
yuTenbHbIX NpaB  oT 16.11.2018. Cpok aedicTBUA THULIEH3UH-
OeccpodHo.

MS Office Std 2010 RUSOPLNL Acdmec. {orosop Nel80 ot
12.02.2011. Cpoxk aeHcTBHSA MHIIEH3UN — OECCPOYHO.
Anti-virus Kaspersry Endpoint Security mns 6uszneca (CyOmnu-
eH3HOHHBIN 7oroBOP Ne28 ot 08.11.2018).Cpok aeHcTBUS JTH-
nen3uu ¢ 08.11.2018 mo 08.11.2019

HUnudopmarmonno npaBoBoe odecnieueHue «l apanm (mis yueo-
Horo mpouecca). JJorosop NeDIIC-12-119 ot 01.09.2012. Cpoxk
JIEUCTBUS - OECCPOUHO.

CIIC KoncymprantlLimoc: Bepcus Ipod. Koncynsrant Ounan-
cuct. Koncymprantllnroc: KoHcynbrammm st Or0KETHBIX Op-
ranu3anuid. Jloroop ot 01.01.2017. Cpok neiicTBus - Oec-
CPOYHO.

RHVoice-v0.4-a2 cunTe3arop peun

[Tporpamma Balabolka (portable) s uTeHHs BCITyX TEKCTOBBIX
¢aiinos.

IIporpamma 3xpanHoro goctyna NDVA




3J'IeKTpOHHO-6I/I6J'II/IOTe‘-IHbIe CNCTEMDbI

1) 36C «ZNANIUM.COM», porosop Ha okasaHue ycnyr Ne 0326100001918000018
¢ O6LLEeCTBOM C OrpaHUYeHHOW 0TBeTCTBEHHOCTbI0 «3HAHWYM» ot 25.12.2018;

2) IBC «AgriLib», nuueH3noHHbIR gorosop Nell4[ 3/15 Ha npepocTaBfieHne [o-
CTyna K 3N1eKTPOHHO-6M61moTevHon cnucteme ®reOyY BIMO PIA3Y ot 15.01.2015;

3) 3BbC «JlaHb», goroBop Neld ¢ O6LWECTBOM C OrpaHUYeHHON OTBETCTBEHHOCTHHO
«3BbC NlaHb» oT 16.10.2018;

4) OBC «PykoHT», porosop Ne[C-284 ot 15.01.2016 C OTKPbITbIM aKUMOHEPHbLIM
obuwectBoM «LUKE»BMBEKOM>», ¢ 06WecTBOM C OrpaHW4YeHHOW OTBETCTBEHHOCTbIO
«AreHTcTBo «KHura-Cepsuc».

4.2. KagpoBoe obecrieveHne peanvsalmm nporpammbl
YueHoe 3BaHue, OO6LLMiA Meparornye-  ONbIT Pa6oThI

Ne ®no o
nperoaBaresei CTeneHb, CTaX CKUW CTX pa- Mo npogusto
[O/MKHOCTb paboThbI 6oTbl ilely
lNnakcnesa
1 CseTnaHa LJOUEeHT, K.3.H. 34 23 3
BnagnmupoBHa

4.3. Y4ebHO-MeTOANYECKOE 0b6ecrneYveHe peaninsaunm NporpaMmmel
4.3.1 OCHOBHbIE UCTOYHUKN

1 FOCT. OCT P 7.0.8-2013. HaupoHanbHbIin cTaHaapT P® Cuctema cTaHOapTOB
Mo nHopmMaumn, 6ubanoTeyHOMY 1 U3faTesibCKoMy feny. [enonponssofCcTBo
N apxmBHOe feno. TepMmuHbl 1 onpegeneHns» (yte. MNpukasom denepasibHOro
areHTCTBa Mo TEXHWUYECKOMY PErysiMpoBaHUIO M MeTposiormm ot 17 oKTabps
2013 r. Ne 1185-cT) [3nekTpoHHbIM pecypc] // CMNC KoHcynbTaHTlNtOC. - Pe-
Xum goctyna: http://bit.do/eCzhV

2. TOCT P 7.0.97-2016 «Cwuctema CTaHAapTOB MO MH(opmauun, bubanoteyHomy
N n3gatensckomy geny. OpraHusalMOHHO-pacnopsaauTesibHad LOKYMeHTauus.
TpeboBaHua K odhopMneHnto aokymeHToB» // CINC KoHcynbTaHTltOC. - Pe-
Xum goctyna: http://bit.do/eCzia

3. «OK 011-93. O6LLepoCcCUUCKNIA KnaccuuKaTop yrnpaBieHYecKon NOKYMeHTa-
umm» (yTB. MNMoctaHoBneHnem rocctaHgapta Poccum ot 30.12.1993 N 299) (pes.
Ot 06.12.2016)

4. KaszakeBny, T. A. [JOKyMeHTaLMOHHOe O6ecreyeHne ynpaeieHns : yY4eOHUK U
npaktukym gna Cro / T. A. Kasakesuy, A. V. Tkanny. - 2-e usg., uenp. v gon.
- M. : KOpaiiT, 2017. - 161 c.

4.3.2. JononHUTENbHbIE UCTOYHUKWN

1 Kagposble AOKYMeHTbI: 06pasubl U 61aHkn 2017-2018 [SneKTpOHHbIA pe-
cypc] // kadrovik-praktik.ru. - Pexkum goctyna: http://bit.do/eCziN

2. OT/MYHBINA cekpeTapb. PaboTaem C JOKYMeHTaMU NpaBu/bHO! [S1eKTPOHHbIN
pecypc] // thebestsecretary.ru. - Pexxum goctyna: http://bit.do/eCzi6
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3. lMpumepbl oopmaeHUS N YHUDULMPOBaHHbIE (OPMbl LOKYMEHTOB [Onek-
TPOHHbIV pecypc] // edou.ru. - Pexxum goctyna: http://bit.do/eCzie

4.3.3 NHTepHEeT-UCTOUYHUKN
1 CnpaBoyHas npaBoBas cuctema «KoHCYNbTaHTI1/1H0C». Pexxum
poctyna: http://bit.do/eyVci
2. CnpaBouHast cuctema «I"apaHT». Pexxum goctyna: http://bit.do/eyVep

4.3.4. TNOCCAPUW

ABTO6GMOrpatmMa - AOKYMEHT, B KOTOPOM B XPOHOJSIOFMYECKO MOCNneaoBaTe/lbHOCTU
npeAcTaB/ieHbl OCHOBHbIE 3Tanbl XXMU3HW U AeATeNbHOCTN KaHAuaaTa.

AIMUHUCTPATMBHOE MNpPaBOHapyLUEHMEe - NPOTMBOMPaBHOe, BUHOBHOE AeicTBue (6e3-
AeNCTBME) (DM3MYECKOr0 WM  HOPUAMYECKOTO /L@, 3a KOTOpOe YCTaHOBMeHa aAMu-
HWUCTPaTNBHAs OTBETCTBEHHOCTb.

AKT - JOKYMEHT, COCTaBNEHHbIA HECKONbKNMM TMLEAMW 1 NOATBEPXKAAIOLNIA KOHKPETHbIE
(haKTbl UK AeACTBUS.

ApPXMB - yupexaeHue unm CTPyKTypHOe NoapasfeneHne opraHu3aLmm, ocyLecTBAsoLLee
XPaHeHue, KOMM/EKTOBAaHWNE, YYET M MCMO/b30BaHNE apXMBHBIX AOKYMEHTOB.

ApXMB rocyaapCTBEHHbIN - (hefepasibHOE FOCYAapPCTBEHHOE YUPeXAeHMe, co3faBaeMoe
MpaBuTenscTBOM Poccuiickoin defepaumn (ganee - geaepanbHblii rocyfapCTBEHHBIA apXuB),
WK rocyfapCTBEHHOE yupexaeHne cyobekTa Poccuiickoii deaepaumm, co3aaBaemMoe OpraHom
rocyfapCTBeHHON BnacTu cybbekta Poccuitickon ®efepaumnn (ganee - rocyaapcTBeHHbIN ap-
XMB cybbekTa Poccuiickoin deaepauunm), KOTOPble OCYLLECTBSKOT XpaHeHUEe, KOMM/EKTOBa-
HWE, YYeT M MUCMOMb30BaHNe JOKYMEHTOB APXMBHOMO (hoHAa Poccuiickoin deaepaumm, a Tak-
XX [IPYTUX apXMBHbIX JOKYMEHTOB.

ApX1B BeJOMCTBEHHbIN - YaCTb '0CYAapCTBEHHOr0 apXMBHOro (hoHAa PP, aenseTcs uc-
TOYHMKOM €ro MOMOJ/IHEHUS, HO He BXOAMT B CUCTEMY rOCYAapCTBEHHON apXMBHOM CNyXObl.

ApXMBHas BbIMWCKA - KOMWSA 4acTW TEKCTa apXMBHOIM0 [OKYMEHTa, O(OpM/IeHHas B
YCTaHOB/IEHHOM MOPSAKE.

ApXMBHas cnpaBKa - OMUMa/IbHLIA AOKYMEHT, MMEIOLWWIA HOPUANYECKYIO CUAY U CO-
AepXalniAi apxmMBHYHO MHDOPMaLMI0 0 NpeameTe 3anpoca, C yKasaHMeM MOUCKOBbIX AaHHbIX
[OKYMEHTOB.

ApXMBHas KOMus - OUUMaNbHBIA AOKYMEHT apXuBa, BOCMPOW3BOASLLUMIA TEKCT UIn
N300paKEHNE aPXMBHOIO JOKYMEHTa C YKa3aHMEM ero NOMCKOBbIX AaHHbIX.

ApXMBHOE [eNn0 - 0Tpac/b AesTeNbHOCTW, 06ecneynBaroLLias OpraH13auml0 XpaHeHus U
ICNO/b30BaHUS apPXMBHbIX JOKYMEHTOB.

ApPXMBHbI JOKYMEHT - MaTepuasibHbIi HOCUTENb C 3aDMKCUPOBAHHON Ha HEM MHGOp-
MaLeid, KOTOpbIi MMEET PeKBU3WTbI, MO3BONAIOLWME €ro MAEHTUDMLMPOBATb, W MOANEXNT
XPaHEHMIO B CU/Y 3HAYMMOCTU YKa3aHHbIX HOCUTENS U MHAopMaL U ANs FpakaaH, obLlecTsa
M rocyfapcTsa.

APXMBHbI (POHJ - COBOKYMHOCTb apXMBHbIX JOKYMEHTOB, MCTOPUYECKM WAN IOTUYECKN
CBSI3aHHbIX MeXy CO60iA.

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

BnaHK [OKyMeHTa - Habop PEKBM3MTOB, WAEHTUPULMPYIOLLMX aBTOpa O(ULManbHOro
MUCbMEHHOIO [IOKYMEHTA.

BnokunpoBaHme nepcoHasibHbIX AaHHbIX - BPEMEHHOEe MpekpalleHme cbopa, cucTemartu-
3aLyMK, HaKOMIEHUS, UCMOMb30BaHUA, pacnpoCTPaHeHNst NEPCOHaNbHbLIX AaHHbIX, B TOM YKCNe
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HX TIEPEAAYH.

BeaomMcTBeHHOE XpaHeHHe apXUBHBIX J0KYMEHTOB - XPAaHEHHUE aPXUBHBIX TOKYMEHTOB
B BEJOMCTBEHHBIX apXHUBaX, OCYILECTBISIEMOE FOCYAAPCTBEHHBIMU U MYHHULIMITAJIbHBIMHU Opra-
HU3aLMAMH B TEUEHUE NIEPUOJA, YCTAHOBIEHHOTO HOPMATUBHBIMU JOKYMEHTAMHU.

Bua noxymeHTa - MpUHAUIEKHOCTD ITMCBMEHHOTO TOKYMEHTA K CHCTEME JTOKYMEHTALUU
M0 PU3HAKaM COJAEPKAHHA U LIEJIEBOTO HA3HAYCHHS.

Bua nucbMeHHOro JOKYMEHTA - MPHHAMIECKHOCTD ITMCBMEHHOTO JOKYMEHTA K CHCTEME
JOKYMEHTALMH 10 IPU3HAKAM COACPKAHUSA U LEIEBOTO HA3HAYCHUS.

Bu3a - HaaIMCHh COOTBETCTBYOMIETO AODKHOCTHOTO JIMLA HA KAKOM-JTHOO TOKYMEHTE HITH
aKTe, yA0CTOBEPAIONIAS €r0 MOAIHHHOCTD WIH MPHUIAOIIAs EMY CHITY.

Bu3a odpuumanbHOro J0KyMEHTa - PEKBU3HUT JOKYMEHTA, BBIPAKAKIIUN COINIACUE WU
HECOTTIACUE JTOJDKHOCTHOTO JIULA ¢ COAECPAKAHUEM JOKYMEHTA.

BHemiHue mpu3HaKM [0KyMeHTa - TIPU3HAKH, OTpakaromme (opMy u pasmep A0-
KyMEHTa, HOCUTENTb HH(OPMAIHH, CTIOCO0 3aIHUCH, 3JIEMEHTHI O(OPMIICHHS.

BuyTpeHHsisi onucb JOKYMEHTOB J€J1a - YYETHBIM JOKYMEHT, COJAEP:KalIUN IEpPedYeHb
JOKYMEHTOB J€Na ¢ YKa3aHHUEM MOPAJKOBBIX HOMEPOB JOKYMEHTOB, UX HHACKCOB, HA3BAHUM,
JaT, HOMEPOB JIUCTOB.

BpemeHHoe XxpaHeHHe apXMBHbIX J0KYMEHTOB - XpPAHEHUE apXHMBHBIX JOKYMEHTOB JI0
WX YHUYTOXKEHUS B TEYEHHE CPOKOB, YCTAHOBIIEHHBIX HOPMATUBHBIMU ITPABOBBIMU aKTaAMHU.

BpemeHHbIii nepeBoa - TEPEBO, BBI3BAHHBIN MPOU3BOIACTBEHHOH HEOOXOJAMMOCTBHIO HA
Cpok a0 1 MecsAna Ha HEOOYCIOBICHHYIO TPYAOBBIM JOTOBOPOM PabOTy B TOM K€ OpPTaHH3a-
LUH.

BoiaesieHne 10KYMEHTOB K YHHUYTOKEHHIO - BBIABIICHHE B ITPOLIECCE DKCIIEPTU3BI HAY4-
HOHM M MPaKTUYECKON LIEHHOCTU JOKYMEHTOB C UCTEKIIMMH CPOKAMHU XPaHEHHMsA, YTPATUBIIUX
MPAKTHYECKOE, HAYYHOE WIIH OOMIECTBEHHOE 3HAYEHHE, U OTOOP WX K YHHUTOKEHHIO.

I'paduk oTIycKoB - TOKyMEHT, OUITHAIBHO 3aKPETUIAIOIUN pacTpeaciicHHe U Odepea-
HOCTb OTIIyCKOB PAOOTHHKOB OPTAHHU3AIMH HA TPEACTOSIMINN KaICHIAPHBIN TOI.

I'pud - Hagm¥UCh HA TOKYMEHTE WK WU3TAHHH, OTIPENEIIAIOMmAs 0COOBIH MOPAIOK €r0 HC-
MOJIb30BAHMS.

I'pud orpannyenuss 1ocTyna K 10KyMeHTY - PEKBU3HT OPHUIHATHHOTO JOKYMEHTA, CBH-
JETENbCTBYIOMUN 00 0COOOM XapakTepe HH(POPMAIUH, OTPAHUYHBAIONINN KPYT IMOJIh30BaTE-
7 JOKYMEHTA.

I'pu¢d cexperHOCTH - PEKBU3UTHL, CBUACTEIBCTBYIOIMMNE O CTENEHU CEKPETHOCTH CBEJE-
HUH, CONEPKANINXCSA B UX HOCHUTEJIE, MPOCTABIIAEMbIE HA CAMOM HOCHTENE W/HIH B CONMPOBO-
JUTEIIBHOW TOKYMEHTALMH HA HETO.

I'pud cornacoBaHusi - PeKBU3HT OPUIMATBHOTO JOKYMEHTA, BBIPAMKAIOMIMNA COTJIACHE
YUPEKICHUS UM €70 OpraHa, He SBIIIOLIETOCA aBTOPOM JOKYMEHTA, C €70 COACPKAHUEM.

I'pud yrBep:kaeHust - peKBU3UT OPUIHAITBHOTO JOKYMEHTA, PUIAOIIHA HOPMATHBHBIN
HJIY TIPABOBOM XapPaKTEP €r0 CONECPKAHUIO.

Jdata opuuMaJIbHOr0 JOKYMEHTA - PEKBU3HUT OPHUIMATBHOTO JOKYMEHTA, COACP KAIIMUN
YKa3aHHOE Ha JOKyMEHTE BPEMs €r0 CO3MaHWS W/HIW MOAHUCAHUS, YTBEPKIACHUS, TPUHATH,
COTJIACOBAHMSA, OITYOIIMKOBAHUSL.

J1eJ10 - COBOKYITHOCTh TOKYMEHTOB HJIM JOKYMEHT, OTHOCAINUXCS K OJHOMY BOIIPOCY WU
VYaCTKy JEATENBHOCTH, TOMEIICHHBIX B OTJACIBHYIO OOJIOKKY.

Jenonpou3BoACTBO - JOKYMEHTAIIMOHHOE 00ECTICYeHHE YIPABICHUA; OTPACIh JESATEIb-
HOCTH, 00€CTIEeYMBAIOMIAs JOKYMEHTHPOBAHUE W OPTAHU3AIIHIO PA0OTHI ¢ OPHUIMATBHBIMU J10-
KyMEHTaMHU.

JUCUMIVIMHAPHBII MPOCTYNOK - HEUCIIOJHEHUE WJIM HEHAJICKANIEe HCIOJHEHHE pa-



OOTHHKOM TIO €T0 BUHE BO3JIO’KEHHBIX HAa HETO TPYJOBBIX 0OSA3aHHOCTEM.

JloBepeHHOCTb - JOKYMEHT O NPEJOCTABICHUH MPaBa JOBEPEHHOMY JIMIy Ha COBEPIIEHUE
KaKUX-THOO ACHCTBHUH OT JHIIA JOBEPUTENS (MPEANPHUATHS HITH TPAKTaHUHA).

JloroBop (KOHTPaKT) - TOKYMEHT, NPEACTABILIIONIHN COOOW COTJAIIEHHE CTOPOH 00
YCTAaHOBJICHHH M PETYIHPOBAHUN KAKUX-IMOO OTHOIIEHHUH.

Jlok1aaHas 3aMMCKa - JOKYMEHT, aipECOBAHHBIN PYKOBOJCTBY, COAEPKALIUIN U3T0KEHUE
KaKOT0-THOO BOTIPOCA C BBIBOJAMH U TIPEUTOKEHUAMHU COCTABUTEIIS.

JIOKyMeHT - TOKyMEHTHpOBaHHAas WH(pOpPMAImsA, 3aUKCHpOBaHHAA HA MATEPHATBHOM
HOCHTENE HHPOPMAIHS C PEKBU3HTAMH, TTO3BOJITIOIIUMHE €€ WACHTU(UIUPOBATS.

JIOKYMeHT ayAHOBH3YaJIbHBIH - TOKYMEHT, COACPKALIHA H300PA3HTEIBHYIO U 3BYKOBYIO
WH(POPMALHIO.

JIoKyMeHT BHYTPeHHHI - OQHUIMATIbHBIA TOKYMEHT, HE BBIXOIAIINH 32 TIPEACIThI TTOr0-
TOBUBLIEH €r0 OPraHU3aLUH.

JIOKYMEHT BpeMeHHOI0 XpaHeHUSs] - TOKYMEHT C YCTAHOBIIEHHBIM CPOKOM XpPAHEHUA, 1O
HUCTEYEHUH KOTOPOTO OH MOJIEKUT YHHUUTOKEHHIO.

JIOKYMEeHT BXOASILLMIA - TOKYMEHT, MOCTYNUBIINHI B YUPEKIACHHE.

JlokyMeHT rpaduyeckuii - H300pa3UTENbHBIA JOKYMEHT, B KOTOPOM H300pak€HUE T0-
KyMEHTA MOJyY€HO MOCPEACTBOM JIMHHUM, LITPUXOB, CBETOTEHH.

JIoKyMeHT ay0JeTHbIH - OJUH U3 SK3EMIUIAPOB KOMTUHU TOKyMEHTA.

JIoKyMeHT u300pa3uTe/IbHbIA - JOKYMEHT, COAePKAMWUKH HH(POPMALHIO, BRIPAKEHHYIO TIO-
CPEICTBOM H300paKEHUS KAKOTO-THO0 00BEKTA.

JIOKYMEHT KOH(HUIEHUHAJIbHbIN - TOKYMEHT, COACPKAIIHN CBEICHHS, H3BECTHBIE TOJIb-
KO ONpPENENCHHOMY KPYTY JIML, HE MOJIEKAIIHE OIIacKe, TOCTYI K KOTOPOMY CTPOTO OTPaHU-
YEH.

JIOKYMEHT UCXOASIIUIA - OPHUIHATHHBINA TOKYMEHT, OTIPABISEMBIA U3 YUPEIKICHHA.

JIOKYMEHT MAIUMHOMUCHBII - TUCBMEHHBIN JOKYMEHT, NMPU CO3JAHUU KOTOPOTO 3HAKH
MHACHhMA HAHOCAT TEXHUYECKUMU CPEACTBAMHU.

JIOKYMEHT Ha MALLIMHHOM HOCHTe/e - JTOKYMEHT, CO3JAaHHBII C UCIOJIb30BAHUEM HOCH-
TENEH W CIMOCOOOB 3amMCH, O00ECTEYHBAIOIMUX O0pa0OTKY €ro WH(GOPMALMH 3JIEKTPOHHO-
BBIYHCIIHTEIBHON MAIIHHOM.

JloKyMeHTallMOHHOoe o0ecreueHre CUCTeMbl yIIpaBJieHus NMepPCoOHAIOM - OPraHUu3aLus
paboTHI C TOKyMEHTAMH, OOPANIAOIIUMHUCS B CUCTEME YTIPaBICHUA mepcoHanom. Ero ocHoBoi
ABJISETCSA KaJAPOBOE JEIOMPOU3BOJCTBO.

JlokyMeHTOrpamMma - JOKyMEHT, OTPAKAFOIIHHA COCTaB Pa00T MO KAaKOH-ITHO00 (PyHKIWHU U
JBHKEHHE, COITPOBOKIAIOIIETO KOMIUIEKCA JOKYMEHTOB.

JIOKYMEeHTbI M0 JTUYHOMY COCTABY - JOKYMEHTBI, OTPaKalOUIUE TPYJIOBbIE OTHOLIEHUS
paboTHHKA ¢ padOTOIATENEM.

JIOKYMEHT MOCTOSIHHOI0 XpaHeHUsl - JOKyMEHT, KOTOPOMY B COOTBETCTBHUU C HOpMa-
TUBHBIMHU JIOKyMEHTAMH U MHBIMH MTPABOBBIMHU AKTAMH yYCTAHOBIIEHO OECCPOYHOE XPAHEHHE.

JIOKyMeHT NHCbMEHHbIH - TEKCTOBBIM MOKYMEHT, HH(pOpMamus KOTOPOro 3a(uk-
CHUPOBAaHA TFOOBIM THIIOM TTHCHMA.

JIOKYMEHT pPYKOMHUCHBII - MUCBMEHHBIH JOKYMEHT, IMPH CO3JAaHUUM KOTOPOTO 3HAKH
MHACHhMA HAHOCAT OT PYKH.

JIOKYyMEHT TEKCTOBBIl - JOKYMEHT, COACpKamui pedeByro wuHpopmanuio, 3aduk-
CHUPOBAHHYIO JIFOOBIM THITOM MMUCHMA HITH OO0 CHCTEMOM 3BYKO3AIHCH.

JloKyMeHT o(pHUHAIbHBIN - JOKYMEHT, CO3JaHHBIN IOPUANMIECKUM WA (PU3NUECKUM JTH-
oM, OpOPMIIEHHBIN U yAOCTOBEPEHHBIN B YCTAHOBICHHOM TTOPSAIKE.

JIOKyMeHT MOAJTUHHBIN - TOKYMEHT, CBEJCHHA 00 aBTOPE, BPEMEHH M MECTE CO3JaHHUs



KOTOPOTO, COAEPKAUIUECS B CAMOM JOKYMEHTE WM BbIIBICHHBIE HHBIM MyTEM, MOATBEPXKIA-
IOT JOCTOBEPHOCTD €T0 MPOUCXOKIEHUS.

JIoKyMeHT ciryske0OHbIil - OpHUIHManbHBINH JOKYMEHT, UCTIONB3YEMbIH B TEKYIIEH OesITeIb-
HOCTH OPraHU3aLMH.

JlokyMeHTabHbIil (OHI apXuBa - COBOKYITHOCTh JOKYMEHTOB, OOpPa3yIOLIMXCS B JIEA-
TENBHOCTH IOPUANIECKOTO WK (PU3HUUYECKOTO JTHIIA.

JIoKyMeHTUpOBaHUE - 3amuch HWHPOPMAIMM HA PA3NMHYHBIX HOCHUTEIAX IO YyCTa-
HOBJICHHBIM TIPaBHJIAM.

JIoKyMeHTUpOBaHHUeE - PETTIAMEHTHPOBAHHBIN TIPo1iecC (PUKCALMK HA PA3ITMIHBIX MaTePH-
AITBHBIX HOCUTEIIX W O(OPMIIEHUS HA OCHOBAHWH YCTAaHOBJICHHBIX TPEOOBAHUHM W HOPM BCEH
HEOOXOAMMOH IS YITPABIIEHYECKOH EATENBHOCTH HH)OPMALIHH.

JIoKyMeHTUpOBaHUE YIIPABJIEHUS MEPCOHAJIOM - TIPOIIECC CO3AAHUSA TOKYMEHTOB, 00€ec-
MEYUBAIOIINX PEIIEHHE 3a/1a4 110 O()OPMIICHHIO KaIPOBBIX MPOIIECCOB.

JIOKyMeHT0000pOT - IBKEHHUE JOKYMEHTOB B OPraHU3alMU C MOMEHTA UX CO3/IaHUA UITU
MOJTyYE€HHA O 3aBEPIICHUS UCTIONHEHHS WU OTIIPABICHHUS.

JLOJIKHOCTHASI HHCTPYKLIUSA - IPABOBOM aKT, M3JaBAEMBbIM OPraHU3ALMEN B LETAX Periia-
MEHTALMH OPTaHU3AMUOHHO-TIPABOBOTO TIOJIOKEHUS PAOOTHHKA, €ro 00sM3aHHOCTEH, MPaB, OT-
BETCTBEHHOCTH M 00ECTICUHBAIOIIUH YCIOBUA A1 €70 3(PPEeKTUBHON PaOOTHI.

Joctyn kK MH(pOpMaLHMH - BO3MOKHOCTH MOTy4YeHNS HHPOPMALIMH U €€ UCTIOTb30BAHUS.

JlocTyn K apXMBHBIM JA0KYMEHTaM - IIPEILyCMOTPEHHBIE HOPMATUBHBIMU JTOKYMEHTAMHU
YCJIOBHSI UCTIOIb30BAHUA APXUBHBIX TOKYMEHTOB.

Jy0/MKAaT AOKYMEHTAa - MOBTOPHBIM 3K3EMIUIApP MOAJMHHUKA JOKYMEHTA, HUMEHOIIUN
FOPUIUYECKYIO CHITY.

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

EauHnua xpaHeHUs apXHBHBIX JOKYMEHTOB - YUETHAS M KIACCU(UKAITMOHHAS €THHU-
1a, MPEACTaBIAIOmas co0oi pusniueckn 000COONEHHBIH JOKYMEHT MM COBOKYITHOCTH JOKY-
MEHTOB, HMEIOIIAsl CAMOCTOATEIbHOE 3HAYCHHUE.

Kanoba - npocs0a TpakJaHNHA O BOCCTAHOBJICHWH HIJIH 3aIUTE €r0 HAPYIIEHHBIX TPaB,
CBOOOT MITH 3aKOHHBIX HHTEPECOB IPYTHX JIHII.

3aBepeHHasi Konusi AOKYMEHTA - KOIUs JOKYMEHTa, HA KOTOPOH B COOTBETCTBHH C yCTa-
HOBIIEHHBIM TIOPSAKOM TPOCTABIAIOT HEOOXOIWMBIE PEKBU3UTHI, NPHIAOIINE €U IOpHINYE-
CKyI0 CHILy.

3aros0BoK fesia - KpaTkoe 0003HAYEHHUE CBEJICHUH O COCTABE U COACPKAHUH JOKYMEHTOB
B JIETIE.

3aro/10Bok 0pUUMAIBLHOI0 JOKYMEHTA - PEKBU3UT JOKYMEHTA, KPATKO U3JIArarolifi ero
COJIEPKAHHE.

3asiBjieHHe - Mpoch0a TPAKIAHNHA O COACHCTBHH B PEATM3ALMU €TI0 KOHCTHTYIIHOHHBIX
MpaB ¥ CBOOO/I WM KOHCTUTYIIHOHHBIX MPAB U CBOOO APYTHX JHII, THOO COOOIEHUE O HapY-
OICHAW 3aKOHOB W WHBIX HOPMATHBHBIX TPABOBBIX aKTOB, HEAOCTaTKax B paboTe rocynmap-
CTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYTPABICHHUA U JODKHOCTHBIX JIHL, JTHOO KPUTHKA
JESITENBHOCTU YKa3aHHBIX OPTraHOB U JOJDKHOCTHBIX JIULL.

3oHa yHupuumpoBaHHoii (GopMbI JOKYMEHTa - YacTh TUIOMIATH YHU(PHUITUPOBAHHON
(OpMBI TOKYMEHTAa YCTAHOBIIEHHOTO pa3Mepa, MpeAHA3HAYCHHAS JIJIs 3aMOJTHEHUS OTIpEIeTICH-
HBIMH PEKBHU3HTAMHU.

Nupekc nena; Homep aena - uudposoe w/unu OykBeHHO-IIM(PPOBOE 0003HAUCHUE JETIA B
HOMEHKJIATYPE JIENT OPTaHU3ALMH, HAHOCUMOE Ha €T0 00JIOKKY.

NHcTpyKuMst - NpaBOBOM aKT, COACPKAIIMM MPABHIIA, PETYIUPYIOIIHE OpPraHu3a-



HUOHHBIE, HAYYHO-TEXHUYECKHUE, TEXHOIOTHYECKHE, (PMHAHCOBBIE W WHBIE CIEIHAIBHBIE CTO-
POHBI AEATETHPHOCTH YYPEKICHUHM, OPTaHU3ALWHN, IPEINPHATHH, WX TOIPa3ACIeHUH, CITyKO,
JOODKHOCTHBIX JIAI U TPAYKIAH.

HNHcTpykuus mo Aenonpou3BOACTBY - JOKYMEHT, YCTAHABIHMBAOIINK 00IIHe TpeOoBa-
HUSA K PYyHKIMOHUPOBAHUIO CITYKO TOKYMEHTAMOHHOTO 00ECTICUEHHS YIIPABJICHUSA, JOKYMEH-
TUPOBAHUIO YITPABIIEHYECKOU AEATEIPHOCTH U OPTaHU3AIMH PAOOTHI C JOKYMEHTAMH.

Nudopmaums - cBeneHus (COOONIECHAS, TaHHBIE) HE3aBHCHMO OT (hOPMBI UX TIPEICTaBIIe-
HUSL.

HNupopmaumoHHbIil MaccuB - HA0OP JAHHBIX OJHOU (POPMBI CO BCEMH HMX 3HAYCHUAMHU
100 COYeTaHUE TAKUX HAOOPOB JAHHBIX, OTHOCIIIUXCA K OJHOH 3a1a4e.

HNHpopmaunoHHbII NOTOK - COBOKYIMTHOCTh HHPOPMAIIMOHHBIX MAaCCHBOB, B TOM YHCIIE
JOKYMEHTOB, OTHOCHUTEIIFHO KOHKPETHOW YTIPABICHUYECKOW NEATEIBHOCTH, WUMEIOIMUX THHA-
MHYECKHH XapaKTep.

NudopmaumronHasi cucreMa - COBOKYITHOCTh COEpIKamieiicsa B 0a3ax maHHbIX wHpOpMa-
WU U 00€CTICUNBAIOIINX €€ 00Pa0OTKY ¢ MOMOIIBIO WH()OPMAMOHHBIX TEXHOJIOTHH M TEXHHU-
YECKUX CPEICTB.

HNudopmannoHHasi cucTeMa MepCOHAJbHBIX JAHHBIX - HHQOPMAIMOHHAS CHCTEMA,
MPEICTABIIOMAS COOOW COBOKYITHOCTh MEPCOHABHBIX JAaHHBIX, COACpKAIMMuUXcA B 0aze TaH-
HBIX, a TaKkKe MH()OPMAMOHHBIX TEXHOJOTHH W TEXHHYECKUX CPEICTB, MO3BOJSIIOMINX OCY-
HIECTBIATH 0OPA0OTKY TAKHUX MEPCOHATBHBIX JTAHHBIX C MCIIOB30BAHUEM CPEICTB aBTOMATH-
3auy WK 0€3 UCTIONTb30BAHUS TAKUX CPEICTB.

HNupopmanmoHHbIe TEXHOJOTHHU - TIPOLIECCHI, METOBI TIOWCKA, COOpa, XpaHEeHHA, 00pa-
OOTKH, TIPEACTABIICHUS, PACTIPOCTPAHEHUA WHPOPMAMHA U CIOCOOBI OCYIIECTBIIEHUS TAKUX
MPOLIECCOB U METOIOB.

Hcnosb30BaHue MepCOHANBHBIX AAHHBIX - JEUCTBHUA (Omepaiyu) ¢ MEePCOHATHHBIMU
JaHHBIMH, COBEPIIAEMBIE OTIEPATOPOM B LEIAX MPUHATHA PEIICHUH WA COBEPUICHUS WHBIX
JOEUCTBHH, TOPOKAAIOIUX IOPUANYECKHE TIOCIEACTBUA B OTHOLICHHH CYOBEKTa TEPCOHAITB-
HBIX JAHHBIX WM JPYTHX JIAL JTHOO MHBIM 00pPa30M 3aTPAardBArOLINX MPaBa u CBOOOBI CyOh-
€KTa TIEPCOHANBHBIX JAHHBIX WITH JPYTHX JIHIL,

Kagposoe geonpou3BoaCcTBO - TONHBIM TUKI 00PaOOTKH M JBMXKEHHSA JOKYMEHTOB C
MOMEHTA MX CO3JaHUs PAaOOTHUKAMH KAJAPOBOU CITy:KOBI (WA TIOJyYeHHS UMH) IO 3aBepIie-
HUS UCTIOTHEHUS U TIEPEIAYH B IPYTHE TIOAPA3ICTICHHA.

Knaccudukanusi 10KyMeHTOB - pacTpeeicHie JOKYMEHTOB IO TpymmmaM (BHIaM) Ha
OCHOBE TIPHU3HAKOB COJEPKaHUsA, (JOPMBI COCTABICHHUS M JIP. C LIETBIO0 OPTaHU3AIMH U TIOBbI-
mieHust 3QPeKTHBHOCTH PaOOTHI C HUMH.

KuHonokyMeHT - M300pa3sUTENbHBIN WM ayIHOBHU3YaJIbHBIH JOKYMEHT, CO3TaHHBIM KH-
HEMATOTpaUIECKUM CITOCOOOM.

KonnekTUBHBII 10roBOp - PABOBOW aKT, PETYJIUPYIOMIMHA COLMATBHO-TPYAOBBIE OTHO-
OICHWSA B OPTAHU3ALWW WM Y WHANBHIYATbHOTO TPEANMPUHUMATENS W 3aKIOYAEMBIH padoT-
HUKaMHU U pab0OTOJATENIEM B JIUIIE UX MPEACTABUTENCH.

Kommepueckasi TaiiHa - pexxuM KOH(DHUICHIMATHBHOCTH HH(OPMALIUH, TIO3BOJIAIOIINN €€
00TaJaTeNIo MPHU CYIMIECTBYIOIMUX HWIIH BO3MOKHBIX 00CTOATEIHCTBAX YBEHYUTD JOXOBI, U3~
0exaTh HEONPABJAHHBIX PACXO0/0B, COXPAHUTH TMOJIOKEHHE HA PBIHKE TOBAPOB, PadOT, yCIyT
WJTH TIOJTYYHTh HHYFO KOMMEPYECKYIO BBITOY .

KommniekToBaHHe apXuBa - CHCTEMATHYECKOE TOTIOTHEHHE apXHUBa JTOKYMEHTAMHU B CO-
OTBETCTBHUH C €r0 NPOHUIIEM U TEHCTBYIOIUM 3aKOHOAATETBCTBOM.

KoHTpoab HMCHOJIHEHUS] AOKYMEHTOB - COBOKYITHOCTH JEWUCTBHH, 00€CTECUHBAFOIIHAX
CBOEBPEMEHHOE MCTIOTHEHUE TOKYMEHTOB.



KondpuneHunanpHocTh MHpOPMALMU - 00A3aTE€IBHOE [UIA BHITIOMHEHUS JIALIOM, TIONTY-
YUBIIAM JOCTYN K OMpeNeNeHHON MHpOpMaimu, TpeOOBaHWE HE TIEPEAaBaTh TaKyr0 WH(OP-
MAaITHIO TPETHUM JTHIAM Oe3 COTTIAcHs €€ 00JIa aTes.

KonpuaeHunaapbHOCTh NMEPCOHANBHBIX JaHHBIX - 00A3aTEeBHOE IS COOMFOACHHS OTIe-
PaTOPOM WIIM WHBIM TIOJTYYHBIIHM TOCTYI K TEPCOHAIBHBIM JaHHBIM JIUIIOM TPeOOBaHHWE HE
JOIYCKATh UX PACPOCTPAHEHUS O€3 COTTIACHs CyOBEKTa MEPCOHATBHBIX TAHHBIX WITH HATAYHUS
WHOTO 3aKOHHOTO OCHOBAHUS.

Konust 1okymeHTa - TOKYMEHT, MOJTHOCTHIO BOCTIPOU3BOIAIIMN HH(POPMALIUIO TOITHH-
HOTO JIOKyMEHTA M BCE €r0 BHEIITHHE NMPU3HAKH WM YaCTh MX, HE MMEIOIIUHN FOPUIHYECKON
CHUTBL.

JluTepHbIii HOMep - HOMED, K KOTOPOMY J0OaBieHa OyKBa, HampuMep: la.

JluuHoe 1e/10 - CHCTEMATU3UPOBAHHBIM KOMITIEKC JOKYMEHTOB, COJEPKAIINX CBEACHHS O
pabOTHHKE U €TO TPYIOBOU AEATEIHHOCTH.

JluuHasi kapTOUYKa - JOKYMEHT, COCTABIIIEMbIH Ha Pa0OTHUKA M COAEPKAIUN KpPaTKHUE
CBE/ICHHUSA O HEM.

HaumeHoBaHue nokymMeHTa - 0003HAUECHHE BUAA MTUCBbMEHHOTO JTOKYMEHTA.

HomenknaTtypa e - cucTeMaTH3UPOBAHHBIN TIEPEUYEHh HANMEHOBAHUHN €I, 3aBOUMBIX
B OPTaHW3ALINH, C YKa3aHUEM CPOKOB MX XPaHEHHU:, 0()OPMIICHHBIH B YCTAHOBJICHHOM TOPSA-
Ke.

HopmaTtuBHO-MeTOoqM4YecKasi 6a3a JOKYMEHTALHMOHHOTO o0ecrieyeHusl yrnpaBJ/jieHUs -
COBOKYITHOCTh TPeOOBAHUH, HOPM, MPABUJI U PEKOMEHAAWH TI0 COCTABICHHUIO JTOKYMEHTOB H
paboTe ¢ HUMH, YCTAHOBJICHHBIX MPABOBBIMU aKTaMH, CTAHAAPTAMH, HHCTPYKIUSIMH U METO-
JTUYECKUMHU TTOCOOUSIMH.

HopmatuBHO-MeTOoqM4YecKasi §0a3a JOKYMEHTALIMOHHOIO o0ecrieyeHusl yrpaBJeHUsI
MepPCOHAJIOM- COBOKYITHOCTh TPEOOBAHHIM, HOPM, MTPABHII U PEKOMEHIALNH, TIPEABABISIEMBIX K
COCTaBJICHHIO TOKYMEHTOB TIO JINYHOMY COCTAaBY M pa0OTE C HUMH, YCTAHOBJICHHBIX MPABOBHI-
MU aKTaMH, CTAaHAAPTAMH, WHCTPYKIUAMH W METOJUYECKUMH TTOCOOUSIMH, a TAKKE COBOKYTI-
HOCTh HOPM M TIPABWJI, PETIAMEHTUPYIOMINX JOKYMEHTAIIMOHHOE COTPOBOKJIEHHE TIEPCOHAN-
TEXHOJIOTHH, MCTIONB3YEMBIX B JAEATEIBHOCTH CITy>KOBI TIEPCOHANA B COOTBETCTBUH C JIOKAJTb-
HBIMHA HOPMATHBHBIMHU aKTaMH.

O6ecnieueHne COXpPaHHOCTH AOKYMEHTOB - oOecrieueHHe (PU3UKO-XUMHUIECKON COXpaH-
HOCTH JIOKyMEHTOB M HX YVYeT (pa3paboTka, cO3JaHHE W NMPAKTHYECKOE MPUMEHEHUE HAYYHO-
TEXHUYECKUX CPEACTB M METOJOB XPAHECHWSA, PECTABPALMH, KOHCEPBALWH, OMOXHMHYECKOH
3aIIUTHI H BOCTIPOU3BEACHHS JOKYMEHTOB).

O0OpaGoTka mnepcoHAJbHBIX [JaHHBIX pa0OTHUKA - TMOJIYYEHUE, XPAHEHUE, KOM-
OMHUPOBaHUWE, TIEpeava Wik TI000e APYroe MCIONb30BAHUE TEPCOHANBHBIX TAHHBIX PadOT-
HUKA.

OO1enocTynHble MepCcoHa/IbHbIE JaHHbIE - TIEPCOHAIBHBIE JAHHBIE, JOCTYTl HEOTPAHHU-
YEHHOTO KPyTa JIMIl K KOTOPHIM TIPEIOCTABIIEH C COTJIACHS CYyOBEKTa MEPCOHATIBHBIX TAaHHBIX
WM Ha KOTOPBIE B COOTBETCTBHH C (peepabHBIMH 3aKOHAMH HE PacCIpOCTpaHsIeTcs TpeOoBa-
HUE COOTIOACHUS KOH(PUACHITHATBHOCTH.

O0bem 10KyMeHT0000pOTa - KOJMYECTBO JTOKYMEHTOB, IOCTYNUBIIUX B OPTaHU3ALHUIO U
CO3JIaHHBIX €10 32 OTPECIICHHBIA TIEPHOI.

OpraHu3aluOHHO-PaCNOPSIANTEIbHBIA JOKYMEHT - BHJ NMHCBMEHHOTO JOKYMEHTA, B
KOTOPOM (PUKCHPYIOT PEIIeHHE aAMHHUCTPATUBHBIX M OPTaHU3ALMOHHBIX BOIPOCOB, 4 TAKXKE
BOTIPOCOB YIIPABIIEHUS, B3aUMOJEHCTBUS, OOECTICUECHUS W PETYIUPOBAHHA JIEATEINBHOCTH Op-
TAaHOB BJIACTH, YUPEKACHUM, NPECANPUATHA, OPraHU3alUi, UX MOAPA3ACIICHUN H TOKHOCTHBIX
JIMIIL



Opranuszanusi pa6oTbl ¢ AOKYMEHTAMHU - OPTAHU3ALMA TOKYMEHTO000POTa, XPAaHEHHUA U
WCTIONTb30BAHMA JOKYMEHTOB B TEKYIIEH AEATETBHOCTH yUPEIKICHHS.

OTtnpaBuTesib 3JIEKTPOHHOTO [0KYMEHTA - YYaCTHHK OOMEHA JJIEKTPOHHBIMH JIO-
KyMEHTaMH, KOTOPBIA COCTABISIET 3JEKTPOHHBIM JOKYMEHT, TOAINHCHIBAET €0 CBOEH JIIEK-
TPOHHON IU(POBOH MOANMMCHIO W HAMIPABIIET €T0 B a/IpeC MOMYyYaTeNs HEMOCPEACTBEHHO WITH
yepe3 HHPOPMAITMOHHOTO TTOCPETHHKA.

OT1nyck - BpeMs HEMPEPBHIBHOTO OTABIXA PAOOTHHUKA B TEUCHUE HECKOIBKUX JHEH TTOIPS
C COXpPaHEHHEM MecTa PadOTHl (HODKHOCTH) M TPEUMYIIECTBEHHO C COXPAHEHHEM CpETHEH
3apaOO0THOM TIJIATHI.

Odopmaenne nena - TOATOTOBKA JENIa K XPAHEHUIO B COOTBETCTBHH C YCTAHOBJICHHBIMHU
MTPaBHJIAMH.

OdopmieHne 10KyMeHTa - MPOCTABICHUE HEOOXOTUMBIX PEKBHU3UTOB, YCTAHOBIEHHBIX
MPaBUJIAMH JOKYMEHTHPOBAHUS.

IlepeBoa Ha Apyryw paboTy - TOCTOSHHOE WIM BPEMEHHOE W3MEHEHHE TPYAOBOU (yHK-
WU PaOOTHUKA U (WITH) CTPYKTYPHOTO TIOAPA3JEIICHHUSA, B KOTOPOM Pa0OTaeT pabOTHHUK, TIPH
MPOJOJKEHUH PA0OTHI Y TOTO e paboTomaTess, a Tak:Ke MePeBoI Ha padOTy B APYTYIO MECT-
HOCTh BMECTE ¢ paboTomaresiem.

Ilepexoasitiiee aeno - 1emno, KOTOPOE HE 3aKPHIBAIOT B KOHIE KaJICHIAPHOTO (II€o-
MPOU3BOACTBEHHOTO) rona. llepexonsmee aemo0 MOXKET TMPOJOIDKATECA HECKOBKO JIET.
Hanpumep, nuuHoe aemo pabOTHHKA 3aKPBIBAIOT TIOCIIE €T0 YBOJTBHEHHA.

IlepcoHanbHble naHHBbIE padoTHHKA - WHOpPMAIHA, HEOOXOAMMAas PadOTOAATEINO B
CBSI3H C TPYJOBBIMH OTHOIIEHUAMH M KACAIOMIAsAca KOHKPETHOTO paOOTHHKA.

Ios0:xeHue - MPaBOBOM aKT, OTIPEAETSIONIMA COCTAaB, KOMITETEHIHIO, TTOPSI0K 00pa3oBa-
HUS, TIPABOBOE TOJIOKEHHE, TPaBa, O0A3aHHOCTH, OPTAHU3ALMIO eI TEITFHOCTH TOCYAapPCTBEH-
HBIX OPTaHOB, YUPEIKACHHUH, OPTaHU3ALMH, CTPYKTYPHBIX TTOAPa3ACTICHUH, CITyKO.

IHono:xenue o nepcoHaJsie - TOKaJIbHBIM HOPMATHUBHBIM AKT, YCTAHABIMBAKOINUNA ITPUHIH-
bl TPYJOBBIX OTHOIIEHWH, ()OPMBI M CIIOCOOBI OPraHHU3ALMU TPyJa B KOMITAHWH, OCHOBHBIC
MpaBa U 005A3aHHOCTH KOMITAHHUH U €€ TIEPCOHANA.

Iosi0:keHue 0 CTPYKTYPHOM MoOApa3e/ieHUH - JOKYMEHT, B KOTOPOM OIPEEIAIOTCA:
MOPSAAOK CO3/IaHUS TOAPA3ACIICHHUS; TIPABOBOE TIOJIOKEHUE TIOAPA3CTIEHUS B CTPYKType opra-
HU3ALWH; CTPYKTypa MOAPa3AeNeHHs, 3a1a4H, (P)YHKIMH, TTPaBa U OTBETCTBEHHOCTh TOAPa3/e-
JICHHS;, TIOPSI0K B3aUMOJIECHCTBHUA TIOPA3ACTCHHUS C IPYTHMH CTPYKTYPHBIMH €IHHHULIAMHU Op-
TaHHU3AIHH.

HocTosiHHBIN TepeBOA - TEPEBOA HA JPYTYIO TOCTOSHHYIO pPadoOTy B TOH K€ Op-
TaHU3alWH, T.€. U3MEHCHHE TPYJOBOH (DYHKIMH WM W3MEHEHHE CYIIECTBYIOIIUX YCIOBHH
TPYAOBOTO IOTOBOPA, & TAKKE TMEPEBO HA TIOCTOSHHYIO Pa0OTy B APYTYIO OPTAHU3ALHIO JTHOO
B APYTYIO MECTHOCTh BMECTE C OPTaHHU3ALHEH.

IIpaBuna BHyTpeHHEro TpyAOBOI0 pacnopsiika - JIOKaJIbHBIM HOPMATUBHBIA aKT, pe-
TTIAMEHTHPYIOIIUH TTOPAJOK MPHEMA W YBOJIBHEHUS PAaOOTHUKOB, OCHOBHBIE TIPaBa, 00sM3aHHO-
CTH ¥ OTBETCTBEHHOCTH CTOPOH TPYJOBOTO JOTOBOPA, PEXKUM PAOOTHI, BPEMS OTABIXA, TPUME-
HAEMBIE K PAOOTHHKAM MEPhl TIOOIMIPEHHS M B3BICKAHUSA, 4 TAKXKE WHBIE BONPOCHI PETYIHPOBA-
HUS TPYIOBBIX OTHOLICHUH Yy JTAHHOTO PadOTO aTENA.

IIpaBuna 1OKyMeHTHPOBAaHUS - TPEOOBAHHS U HOPMBI, YCTAHABIIMBAIOIIUE TTOPAIOK J0-
KyMEHTHPOBAHU.

IIpuka3 mo JMYHOMY COCTaBy - MPAaBOBOM AKT, W3JaBAEMBIM PYKOBOJMUTEIIEM Opra-
HU3ALMH TI0 BOIMPOCaM TIPHEMA, YBOJBHEHHUS, TepeBoJa pPaOOTHHKOB, OTITyCKa, KOMAaH-
OUPOBAHMA U T.TI.

Pemienue - TOKyMeHT, IPHHUMAEMBIN KOJUTETHATFHBIMU OPTaHAMH B LEIAX Pa3perleHus po-



W3BOJCTBEHHBIX 337a4, BOTIPOCOB.
CucremMa JOKYMEHTALIMU - COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX IO TPHU3HAKAM
MPOUCXOKACHUS, HA3HAYCHUS, BHIA, CPEePhl AEATETPHOCTH, €IUHBIX TPEOOBaHUN K X 0QopM-
JCHHIO.

Cayx0a 1okymeHTalMOHHOTO o0ecnieyeHus ynpasJjeHus (JOY) - ctpykrypHoe moapasne-
JICHHE, HA KOTOPOE BO3JIO’KEHBI JETOMPOU3BOACTBEHHBIE OMEPAMU (PETUCTPALNA, KOHTPOIb
WCTIOTTHEHHSA, XpPaHEHHE, UCTION30BAHHE JOKYMEHTOB U T.I1.).

Cny:xe0Hasi 3anucKa - JOKYMEHT, aJpeCOBAHHBIA PYKOBOJHUTENIO NPEANPUATHS WIH CTPYK-
TYPHOTO TIOAPA3JEIICHUSA, UCTIONB3YEMBIH I PEMICHUS MPOU3BOJACTBEHHBIX BOIPOCOB, KaK
MPABHJIO, BHYTPH TIPEATPHUATHA.

Cnyxe0Hasi KOMaHAUPOBKA - TOe37Ka PaOOTHHKA IO PACTOPSKEHUIO PadOTOnaTeNs Ha
OTIPEIENICHHBIN CPOK JIJIs BBITIOTHEHUS CITY’KEOHOTO TOPYYEHHUS BHE MECTa IMMOCTOSHHOHW pado-
TBL

Cny:xebHoe noJie yHUPUUHUPOBaHHOH (POPMBI JOKYMEHTA - 30HA YHUPHUIIMPOBAHHOH (op-
MBI TOKYMEHTA, TMPEAHA3HAYCHHASA JUIA 3aKPEIUICHUA €€ B TEXHHYECKUX CPEICTBAX XPAHECHUSA
JOKYMEHTOB, & TAK)KE HAHECEHUS CTIEHHATBHBIX H300paKCHHM.

CnpaBka - TOKyMEHT, COAEPKAIMUN OMMCAHNE U (MIIN) TIOATBEPKIACHUE (PAKTOB, COOBITHH.
Cpok ucnoTHeHHsI T0KYMEHTA - CPOK, YCTAHOBIIEHHBIA HOPMATHBHBIM IIPABOBBIM aKTOM, Op-
TaHU3AIHOHHO-PACTIOPAAUTETHHBIM TOKYMEHTOM HITH PE30TFOLIHEH.

Cpok HucnoTHeHHs T0KyMeHTa HMHANBUAYAJIbHBIN - CPOK HCIIONHEHHA TOKYMEHTA, yCTa-
HOBIIEHHBIA OPTaHU3AIHOHHO-PACTIOPATUTEIBHBIM JTOKYMEHTOM OPTaHHU3ALWN WIH PE30TFOIH-
en.

Cpok HUCrnoJIHEeHUs] TOKYMEHTa THIOBOM - CPOK HCITOJIHEHHWA JOKYMEHTA, YCTAHOBIICHHBIHA
HOPMATHBHBIM TIPABOBBIM AKTOM.

TaGenb yHH(PULMPOBAHHBIX (POPM JOKYMEHTOB - NIEPEUEHD PA3PEIIECHHBIX K MPUMEHEHHUIO
YHUPHUIMPOBAHHBIX (POPM JOKYMEHTOB.

Texer opuumasbHOro 10KymMeHTa - HHboOpMALHs, 3aUKCUPOBAHHAS JTFOOBIM THIIOM TTHCHMa
WA TFOOOW CHCTEMOM 3BYKO3AMMCH, 3aKIIFOYAIOIIAA B ce0e BCIO MM OCHOBHYIO YaCTh PEUEBOM
WH(pOPMAIMH JOKYMEHTA.

TpynoBoii noroBop - corianieHue MeKIy padoTomareneM U PaOOTHUKOM, B COOTBETCTBHH C
KOTOPBIM padoTOAaTENh 00A3yeTCA MPEAOCTABUTh PAOOTHUKY padOTy TIO0 00YCIIOBIEHHOH TPY-
I0BOHM (PYHKIMH, 0OOECTIEUNTh YCIOBHSA TPyJa, MPeayCcMOTpeHHbIe TpyaoBsiM KoaekcoM Poc-
cuiickort Deneparuy, 3aKOHAMH W WHBIMH HOPMATHBHBIMH TIPABOBBIMH AKTAMH, KOJUIEKTHB-
HBIM JIOTOBOPOM, COTJIAINICHHUAMH, JIOKATbHBIMH HOPMATUBHBIMH aKTaMH, COAEPKAIIMMH HOP-
MBI TPYJOBOTO TPaBa, CBOEBPEMEHHO W B TMOJTHOM Pa3Mepe BHITUIAYMBATH PAOOTHHUKY 3apadoT-
HYI0 TUIATy, a PaOOTHHK OOS3yeTcs JIMYHO BBIIOIHATH ONPEIACIIEHHYI0 3THM COTJIAIICHHUEM
TPYAOBYIO (PYHKIMIO, COOMOAATh AEHUCTBYIOIHE B OpraHu3aiuu llpaBuna BHyTpPEHHETO TPY-
JO0BOTO PAaCHOPSIKA.

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

YHuuTOXEHHE MepPCOHAJbHBIX JAHHBIX - TEHUCTBHA, B Pe3yJIbTaTe KOTOPBIX HEBO3MOKHO
BOCCTAHOBHUTH COJEPKAHUE TIEPCOHATBHBIX JAHHBIX B WH(OPMAITHOHHOW CUCTEME TIEPCOHAITB-
HBIX JAHHBIX WJIH B PE3YNbTATE KOTOPHIX YHHUYTOMKAIOTCS MAaTepHATbHBIE HOCHUTEIH TEPCO-
HAJTBHBIX JTAHHBIX.

YHudukauusi J0KyMeHTOB - TIPOIIETypa YCTAHOBIIEHUS €AMHOOOpa3us B ((OPMUPOBAHUHT
W COACPKAHUU TEKCTOB JOKYMEHTOB, TPUBEJECHUE TOKYMEHTOB K €TUHOU (opMeE.

YHuduuupoBanHas cuctema gokymeHtauuu; Y C/I - cuctema JOKYMEHTALUH, CO3/1aH-
Has MO €AWHBIM TPAaBWIAM W TPeOOBaHHUAM, coAeprKamas HHPOPMAIHIO, HEOOXOAUMYFO I



VIPaBICHUS B ONIPEACIIEHHON cepe AeITeTbHOCTH.

Yuudpuuuposannasi popma noxkymenrta; Y®J - COBOKYITHOCTh PEKBH3UTOB, YCTAHOB-
JICHHBIX B COOTBETCTBHH C PEIIAEMBIMU B JAHHOH c(epe ACATETHPHOCTH 3aJaYaMH U PacIioo-
KEHHBIX B OTIPEACTICHHOM TOPSIKE HA HOCUTENE HHPOPMALHH.

YuacTHHUKH 00MeHa 31eKTPOHHBIMU J0OKYMEHTaMH - (PU3HUYECKUE U IOPUIUIECKUE JTH-
14, YYACTBYIOMIME B OOMEHE 3JIEKTPOHHBIMH JOKYMEHTAMH.

denepanbHasi MHCIIEKIMS TPYAA - €IWHAA LEHTPAIU30BAHHAA CHCTEMA, COCTOAINAA U3
(deneparbHOTO OpraHa UCTIOTHUTEIBHOM BIIACTH, YITOJTHOMOYEHHOTO HAa MPOBEICHUE TOCyAap-
CTBEHHOTO HAJ30pa U KOHTPOJI 32 COOIMOEHHUEM TPYIOBOTO 3aKOHOJATENBCTBA M MHBIX HOP-
MATUBHBIX NPAaBOBBIX AKTOB, COAECPKALIMX HOPMBI TPYAOBOTO MPaBa, U €0 TEPPUTOPHAIBHBIX
OpraHoB (TOCYAaPCTBEHHBIX WHCTIEKIMH Tpyaa - [ UT).

@®opmMupoOBaHME JeJia - TPYNIHPOBAHHME HCIOIHEHHBIX JOKYMEHTOB B JIE€JIO0 B CO-
OTBETCTBHH C HOMEHKJIATYPOH AENI U CHCTEMATH3alMU TOKYMEHTOB BHYTPH J€T1a.

@opmyasip 10KyMeHTa - Ha0OpP PEKBH3UTOB O(HIMATBHOTO MHCBMEHHOTO JOKYMEHTA,
PACIIONOKEHHBIX B ONPEIEIEHHOM TTOCIIEI0BATEIBHOCTH.

®opmyisip-o0pa3ell JOKyMeHTa - MOJENIb NOCTPOEHU AOKYMEHTA, YCTaHABIIMBAKOIIAs
00acTe MpUMEHEHUs, (JOPMATHI, Pa3MEPHI MOJIEH, TPEOOBAHUS K MMOCTPOCHHUIO KOHCTPYKIIHOH-
HOM CETKH U OCHOBHBIE PEKBU3UTHL.

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

MOHOAOKYMEHT - JTOKYMEHT, COACPKANINK 3BYKOBYIO HH(pOpMAIHIO, 3aUKCHPOBAHHYIO
TF000H CHCTEMOM 3BYKO3AITHCH.

XapakTepucTuka - oQUIHATBHBIN JOKYMEHT, BBIAABAEMBIN OPTaHU3ALMEN TI0 TIPEKHEMY
MECTy pabOTHI MPETEHACHTA HA BAKAHTHYIO JOJDKHOCTH TIPH 0(hOPMITEHHH Ha PadOTy B APYTYIO
OpraHU3aLUIO.

XpaHeHHe apXMBHbIX JOKYMEHTOB - OOECTIeUeHHE PALIHOHATBHOTO Pa3MEIEHUSI U COXPaH-
HOCTH JOKYMEHTOB.

XpaHeHHe JOKYMEHTOB ONePATHUBHOE - XPAaHEHHUE JIe] B MECTaX WX (POPMHUPOBAHUS 0 TIepe-
Jla4¥ HA ADXHUBHOE XPAHEHUE.

XpaHeHHe J0KYMEHTOB TMOCTOSIHHOE - OECCPOYHOE XPaHEHHE MOKYMEHTOB B apXHBHOM
VUPEKIECHUH, TOCYTAPCTBEHHOM My3€€, OHOITMOTEKE.

IlITaTHOE pacniucaHue - JOKYMEHT, COAEPKAIMUN CITUCOK CTPYKTYPHBIX MOAPA3AECICHUN Op-
TaHHW3ALWH, JOILDKHOCTH COTPYAHHKOB M WX OKJIABI, HATOABKH, YTBEPKAAEMbIH TIPUKA30M Py-
KOBOJUTEIA UJIH BBILIECTOSIIIUM OPTaHOM.

JKCNepTH3a LEeHHOCTH JOKYMEHTOB - W3YYEHHE JOKYMEHTOB HA OCHOBAHUM KPUTEPHUEB HX
LHEHHOCTH B LENAX OMPEACICHHUA CPOKOB XPAHEHUSA JOKYMEHTOB M 0TOOPA WX HA TIOCTOSHHOE
XpaHEHHE.

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

JJIeKTPOHHBIN JOKYMEHTO0000pPOT - CHCTEMa BEACHMA JOKYMEHTALMH, NP KOTOPOH Bech
MAacCCHB CO3/IaBA€MBIX M XPAHHMBIX JTOKYMEHTOB TMOIACPKUBACTCA C TMOMOMIBIO WH(POPMAIH-
OHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHH Ha KOMIBIOTEPAX, OOBEAMHEHHBIX B CETEBYIO CTPYK-
Typy, IPEAYyCMATPUBAIOIIYIO0 BO3MOKHOCTh ()OPMHUPOBAHUSA M BEACHHS PACTIPENETICHHON 0a3bl
naHHbIX. [Ipy 3TOM He OTpHIAETCS UCTIOIB30BaAHHE OYMa)KHBIX JOKYMEHTOB, HO TIPHOPHUTET-
HBIM IPU3HAETCS 3JIEKTPOHHBIM JOKYMEHT, CO3JaBACMBIM, KOPPEKTHUPYEMBIA U XPAHUMBIN B
KOMIIBIOTEPE.

DJIEKTPOHHOE coo0IIeHne - HHPOPMALHA, TIEPEAAHHAS WITH TIOTyYeHHAs MOJIb30BATENEM HH-
(hOopMAaIMOHHO-TEIEKOMMYHUKALIMOHHOHN CETH.



DJIEKTPOHHAS MOANUCH - WHPOPMAIHA B SJICKTPOHHOU (opMe, KOTOpas MPHCOETUHEHA K
apyroi uH(pOPMAITHH B 3NEKTPOHHOU (opMme (ITOAMMCHIBAEMON HH(POPMALIMH) HITH UHBIM 00-
pa3oM cBs3aHa ¢ TaKOH WH(POPMAIMEH U KOTOPAs MCIIONB3YETCs I OMPEICICHUS JTUIIA, TI0 -
MACHIBAIOTIETO HH(OPMAIIHIO.

JIeKTpOHHAS HU(POBAS MOANMUCH - PEKBU3HT JJIEKTPOHHOTO TOKYMEHTA, PETHAZHAYCHHBIHA
JUTA 3alTUTHl TAHHOTO AJIEKTPOHHOTO JOKYMEHTAa OT TOJICITKH, TOJYYEeHHBIH B PE3yJIbTaTe
KpUNITOTPaUUIecKOT0 TPeoOpa3oBaHus WHMOPMAIIMH C WCIIOIB30BAHUEM 3aKPBITOTO KITHOYA
3JICKTPOHHOU U(POBOH MOANKCH W TTO3BOJITIOMAN WICHTH(DHUIIMPOBATH BIAJIENbIA CEPTU(H-
KaTa KJIF04a TOJIITUCH, a TAKXKE YCTAHOBUTH OTCYTCTBHE MCKAKEHHUS HHPOPMAITUU B SJIEKTPOH-
HOM JIOKyMEHTE.

KOpuanyeckasi cujia J0KyMeHTa - CBOMCTBO O(HIIMAIFHOTO AOKYMEHTA, COOOIIAEMOE eMy
JIEUCTBYIOIIMM 3aKOHOIATETHCTBOM, KOMITE TCHIIMEH H3/IAaBIIETO €r0 OPTaHa U YCTAaHOBIIEHHBIM
TOPSATIKOM OpOpPMIICHHUS.

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

1. Yrto MOHUMAIOT TOJ «IOKyMEHTOM), KAKOBO €r0 3HAYECHHE B YIPABICHUH W Kakue (PyHK-
LUU BBITOJTHAET JOKYMEHT?
2. JlauTe onpeaeneHue TEPMUHA «TOKYMEHTHPOBAHUEY.

3. Kakwue (pyHKIIMM TOKyMEHTA BBl 3HAETE?

4. UT0o MOHMMAIOT TOJ «KIACCU(HUKAIMEH TOKYMEHTOB» M KaKWe TPYNIBI JOKYMEHTOB BbI
3HaeTe?

5. UYto Takoe 3/eKTPOHHBIA JOKYMEHT? ' ie mpuUBEACHO OMPEAEIEHHE TaHHOTO TEPMHUHA?

6. [laiiTe ompeencHUEe KHOPMATHBHO-METOAMUECKOM 0a3bl JI0Y».

7. Kaxkue 3akonsl PO, pernamentupyromue sonpockl [0V, bl 3HaeTe?

8. Uro Takoe yHHU(HUIMPOBAHHBIE CHUCTEMBI JAOKYMEHTAIIMA ¥ KAKAMH HOPMATHBHO-

METOJAUYECKHUMH JOKYMEHTAMH PETTIAMEHTHUPYETCSA UX UCTOIb30BaHHE?

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

10. Kakmmu T'OCTamm crmeayer moOab30BaThCA TPH  OQOPMIIEHHH OPraHU3AIHOHHO-
pacnopsAaIUTENbHBIX JOKYMEHTOB?

11. C xako¥ meapio pa3padoTaHbl OOMIEPOCCHICKHE KIACCH(UKATOPHI U KaKHUE W3 HUX HC-
nosb3yrTes B J10Y?

12. B yem cyTp MHCTPYKIMH 11O ACTONMPOU3BOACTBY M KAKOBBI €€ OCHOBHBIE Pa3/ebl?

13. afiTe onpeeNicHUE TOKYMEHTAITMOHHOTO 00ECTICUEHHUS YIIPABIICHUS TIEPCOHATIOM.

14. Yto MOHMMAIOT TIOJ HOPMATHBHO-METOJWYECKOW 0a30U JTOKyMEHTAMOHHOTO obOecrede-
HUA YNPaBIEHUA NEPCOHATIOM?

15. B uem cyts @eaepanpHoro 3akoHa «O MepcOHATbHBIX JAHHBIX»?

16. UTo mOHUMAIOT MO MEPCOHAIbHBIMU JAHHBIMU?

17. Ilepeuncnure OpraHU3alMOHHBIE TOKYMEHTBI, PETJIAMEHTHPYIOIHE AEATEIBHOCTD CIIyK-
OBI YTIIPaBIIEHUS TIEPCOHATIOM.

18. JlaiiTe XapakTEpUCTHKY IUIAHOBBIX KaJIPOBBIX JOKYMEHTOB.

19. K kako#l rpynmne KaApoBbIX JOKYMEHTOB OTHOCATCA MPUKA3bI IO TUMYHOMY COCTaBY?

20. HazoBuTe TOKYMEHTHI, OTHOCAIIUECS K HHPOPMAIMOHHO-CTIPABOYHBIM.

21. Ha3oBuTe TOKYMEHTBI, OTHOCAIIUECST K OTYETHBIM KaJPOBBIM JTOKYMEHTAM.

22. Tlepeuncnute y4eTHBIE TOKYMEHTBI, CO3/IaBAEMbIE B CITYKOE YIIPABJICHUS TIEPCOHAIIOM.



23.

24.

25.

26.

27.
28.

29.
30.

31.

32.
33.

34.
35.
36.
37.

38.
39.

40.
41,
42.
43.
44,
45,
46.
47.
48.
49.

50.
51.

52.

53.

C xakoW 1eNbI0 W KAKUMH OpraHaMHU OCYIIECTBIIIETCS TOCYIAPCTBEHHBIN KOHTPOJIb BEJle-
HUS KaJIPOBOU JOKYMEHTAIHH?

Kaknmu 3aK0OHOTATENPHBIMHA W JIPYTHMH HOPMATHBHBIMH aKTaMU PYKOBOJICTBYIOTCS TIPH
OCYTICCTBIICHHH KOHTPOJIS BEJACHUS KaIPOBOH JTOKYMEHTAIAHN

[lepeuncnuTe HapyNICHHS IO BEACHHIO KAJAPOBOW MOKYMEHTAIMH, 3a KOTOPBIC TPETy-
CMOTpPEHA aIMHHUCTPATHBHAS OTBETCTBEHHOCTb.

Kakue HapymeHus: 10 BEICHUIO KaJAPOBOUM JTOKYMEHTAIIHH MOTYT TOBJIEYh 3a COOOH yro-
JIOBHYIO OTBETCTBEHHOCTH ?

Kakue BUIBI JOKYMEHTOB COCTABIIIOT TPYIITy OPTaHU3AIMOHHON JOKYMEHTAIHH?
[ToyeMy MOKyMEHTHI 110 JIMYHOMY COCTABY BBIACIIEHBI B OTACITBHYIO TPYIITy OpPTaHU3AIH-
OHHO-PACTIOPSTUTEITFHOU IOKYMEHTAIHH?

Kakue BUIBI JOKYMEHTOB BKITFOUAET B CEOsI TPYIITA JOKYMEHTAIMH 110 IMYHOMY COCTaBy?
Kakue BUIBI TOKyMEHTOB COCTABIIIOT TPYIITY JOKYMEHTOB TI0 TPYAOYCTPOUCTBY, YUETY H
padoTe ¢ KaapaMu?

HasoBuTe HOPMATHUBHBIN aKT, B KOTOPOM MPEACTaBICHBI (POPMBI KAAPOBBIX JOKYMEHTOB H
COJIEPIKATCA PEKOMEHAAINH 10 UX 3aTIOTHEHHIO.

Kaxkoii mpaBoBo# akT onpeaensaeT NOPAI0K BEACHUS TPYIOBbIX KHHXKEK?

Kakum HOpMATHBHBIM JTOKYMEHTOM PETJIAMEHTHPYETCS JETOMPOU3BOJACTBO B (peaepans-
HBIX OpPraHax BIacTH?

CooTHecUTE MEKITY COOOM MOHATHSA «IEIIOMPOU3BOACTBO» H «TIOKYMEHTOOOOPOTY.

Kaxk paccuuteiBaeTcs 00beM TOKYMEHTOOOOPOTA B OPTaHU3AIHH ]

Kakne cmocoObsl perucTpanuu JOKYMEHTOB HMCIOIB3YIOTCS B OPTAHU3AIMH H YEM
00yCIOBIIEH BEIOOP TOTO HIIH HHOTO crioco0a?

B 1yem cocToUT mpenBapuTETbHOE PACCMOTPEHHUE BXOIAIMIUX JOKYMEHTOB W KaKOBA €T0
eab?

B dewm 3akmo4aroTcs 0COOCHHOCTH OPTraHU3AINH PAOOTHI ¢ KAAPOBBIMHU JOKYMEHTAMH?
Kakum 1paBOBBIM aKTOM yCTAHABIIMBAETCS TOPSIAOK PAOOTBI ¢ YCTHBIMH H
MHUCHMEHHBIMHU OOpAICHUSAMH I'PAKIaH B TOCYJapPCTBEHHYIO OPTaHH3AIHIO?

B kakmx cmy4asx aBTOpY OOpameHHs MOXKET OBITh OTKAa3aHO B PACCMOTPEHHUHU IO
CYHIECTBY IMMOCTABIIEHHBIX B HEM BOTIPOCOB?

Kakosbl popma u comepranne HOMEHKIIATYPBI € CIyKObI KaapoB?

[To kakuM TIPpU3HAKAM MOTYT TPYNITHPOBATHCSA JOKYMEHTHI OPTaHU3ALMH B €107
Kakum TpeOoBaHUSM JOIDKEH COOTBETCTBOBATH MOPAA0K GOPMUPOBAHUS TOKYMEHTOB
B Aena’?

Kakwue cymecTByIOT BUABI apXHUBHBIX ()OHIOB?

KakoBbl OCHOBHBIE TPEOOBAHUS K PEKUMY XPAHEHHUS TOKYMEHTOB?

CooTHecuTe MEKIY COOOU MOHITHS «IEIIOMPOU3BOICTBO» H (.

Kaxk paccuuthiBaeTcs 00beM TOKYMEHTOOOOPOTA B OPTaHU3AIIHH ]

Kakue crmocoOBl perucTpanuu JOKYMEHTOB HMCIIOIB3YIOTCS B OPTAHU3AIMH H UYEM
00yCIOBIIEH BEIOOP TOTO HIITH HHOTO crioco0a?

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

B dewm 3akmo4aroTcs 0COOCHHOCTH OPTaHU3AINH PAOOTHI ¢ KAAPOBBIMHU JOKYMEHTAMH?
Kakum 1paBOBBIM aKTOM YyCTAHABIIMBAETCS TOPSAOK PAOOTBI ¢ YCTHBIMH H
MHUCHMEHHBIMHU OOpaICHUAMH I'PAKJIaH B TOCYJaPCTBEHHYIO OPTaHH3AIHIO?

B kakmx crmydasx aBTOpY OOpameHHs MOXKET OBITh OTKAa3aHO B PACCMOTPEHHUHU IO
CYHIECTBY IMMOCTABIIEHHBIX B HEM BOTIPOCOB?

Kakossr popma u comepranre HOMEHKIIATYPHI JEN CIIYKObI KaapoB?



54. Ilo kakuM MpHU3HAKAM MOTYT IPyNIHUPOBATHCA JOKYMEHTBI OPraHU3alUH B 17107

55. Kakum TpeOGOBaHHUAM JOIKEH COOTBETCTBOBATH MOPIAOK (POPMHUPOBAHUSA JOKYMEHTOB
B Jena?

56. Kakue cymecTBYIOT BUIBI apXUBHBIX (DOHITOB?

57. KakoBbI OCHOBHBIE TPEOOBAHHA K PEKUMY XPAHEHHUS JOKYMEHTOB?

5.2 TecTbl N0 TEMAM

Tema 1.1. Begenue. JloKyMeHT u cucTemMa JOKyMEHTALIUN
Buibpame npasunvisiii gapuanm omeema:

1. Ceenenus o nuiax, (pakTax, COOBITHIX U ABIICHUAX HE3ABUCUMO OT (DOPMBI MX TIPE -
CTaBIIEHUS — 3TO:

A) TOKyMEHT;

b) nadopmarms;

B) pexsusur;

') Onask.

2. JIOKyMeHTHPOBaHHAA HHPOPMALIHA — 3TO:

A) madopmammsa, KOTOpas NpPeAHA3HAYAeTCA I OUEHKH MPAaBUIBHOCTH (PYHKIMOHU-
POBaHUSA TTOJCUCTEM B CUCTEME YTIPABIICHHUSA;

b) undopmarms, xkoTopas He BBIPAKEHA WM HE MOYKET OBITh BBIPA)KEHA B KOJIMYE-
CTBEHHOH (popme;

B) 3admkcupoBaHHas Ha MaTepUATBHOM HOCHTENE TIyTEM AOKYMEHTHPOBaHHA HH(DOP-
MAaIys ¢ PEKBU3UTAMH, TIO3BOJIIIOIIUMH OTIPEACITUT TAKYH0 HHPOPMALMIO WA B YCTAHOBJIC H-
HBIX 3aKOHOJATENBCTBOM Poccuiickoint @enepannu cinydasx €€ MaTepUaIbHbIN HOCUTETD,

I') cBemeHns o nmumax, akTax, COOBITUAX U SABIICHUAX HE3aBUCUMO OT (POPMBI UX TIPE/I-
CTaBIICHUS.

3. 3adukcupoBaHHAs Ha HOCHUTENEe MH(POPMALUA C PEKBHU3UTAMH, TO3BOJSAIOLNIMMHU €€
UACHTA(UIUPOBATH — 3TO:

A) TOKyMEHT;

b) nadopmarms;

B) pexBusmur;

') Onank.

4. JlesTenpHOCTh, OO€cTeYMBarONIasd NOKYMEHTHPOBAHHUE, JOKYMEHTOOOOpOT, Omepa-
THBHOE XPAaHCHHE M UCTIOIb30BAHUE JOKYMEHTOB — JTO:

A) enonpon3BOICTBO;

b) noxymenTupoBaHue;

B) cOop undopmarmm;

') xoHTpONITHHT.

5. OCHOBHBIM OOBEKTOM JEIIOTIPOU3BOICTBA SBIISAECTCA:
A) OnaHk;

b) pexBusur;

B) noxymenT;

') apxus.



6. JlokyMEeHTBI,3aTparuBarOINe HHTEPECHI ONTPEAEIIEHHOTO JIULA — 3TO:
A) yHUDHUITUPOBAHHBIE TOKYMEHTHI,

b) nu4HbIE TOKYMEHTHI,

B) BHyTpeHHHE TOKYMEHTHI;

') cpo4HBIE OKYMEHTHI.

7. JIOKYMEHT, B KOTOPOM YacTh JOKYMEHTa OTIEYaTaHa, a 4acTh 3aIOJIHAETCA MPH CO-

CTaBJICHHUH — 3TO:

JTHLL;

A) opuHaTBEHBI JOKYMEHT;
b) cpounsIii OKyMEHT;

B) TpadapeTHsIii JOKyMEHT;
') mAgHBIN TOKYMEHT.

8. OpuumanbHBIN TOKYMEHT — 3TO:
A) TOKyMEHT, COCTABIIAEMbIH PAOOTHHUKAMH JAHHOTO TIPEANPUATHS;

b) nokyMeHT, MOCTyMaromui U3 APYTUX NPEANPUATHH, OPraHU3alWHd W OT YaCTHBIX

B) moxymeHT, CO3MaHHBIN OpraHWU3AIMEH, TOJDKHOCTHBIM JIUIIOM WM TPaKIaHHHOM,

o(popMIIEHHBIN B YCTAHOBICHHOM TOPSIJIKE;

') noxyMeHT, 3aTparuBarOIMi HHTEPECH! OMPEAEICHHOTO JIUIIA.

9. JIoKyMEHTBI HOCTOAHHOTO XPAHEHH TIOJIEKAT XPAHEHUIO:
A) S ner;

b) no 10 ner;

B) 15 ner;

') cepmre 10 ner.

10. Obs3aTeNbHBIE A1 UCTIOTHEHUS JOKYMEHTHI — 3TO:
A) nH(pOPMAIMOHHBIE TOKYMEHTHI,

b) nepBu4HbBIE TOKYMEHTHI,

B) yauduimmpoBaHHbie JOKyMEHTHI,

') ntMpexTHBHBIE TOKYMEHTHI.

11. OyHKIMA TOKyMEHTa, KOTOpPAas 3aKIF0YaeTcs B (PUKCAIMH, XPAHEHUH W TIEpeaaye

WH(POPMAITHH:

A) KOMMYHHUKaTHBHAS

b) nadopmarmonnas

B) npasosas

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

X) yuebnas

3) y4eTHO-KaapoBast

W) memopuanbHas

12. OyHKIHA TOKYMEHTA, KOTOPas 3aKIIFOYAETCA B YCTAHOBKE MPABOBBIX OTHOIIECHHM:
A) KOMMYHHUKaTHBHAS
b) nadopmarmonnas



B) npasosas

') conmanpHO — KyIbTypHast
J1) OTYETHO-KOHTPOIbHAS
E) opranmzarmonnas

X) yuebnas

3) y4eTHO-KaapoBast

W) memopuanbHas

13. OyHKIWMA JOKYMEHTA, KOTOpas 3aKIIF0YaeTcs B iepeaaye, 0OMeHe HH(OpMALUeH:
A) KOMMYHHUKaTHBHAS

b) nadopmammonnas

B) npasoBas

') conmanbHO — KyIbTypHast

J1) OTYETHO-KOHTPOIbHAS

E) opranmsarmonnas

X) yuebnas

3) y4eTHO-KaapoBast

W) memopuanbHas

14. OyHKIMA TOKYMEHTA, KOTOPas 3aKIIFOYAETCA B IEPEAAYE HCTOPUIECKHUX CBEICHUMN!
A) KOMMYHHUKaTHBHAS

b) nadopmammonnas

B) npasosas

') conmanbHO — KyIbTypHast

J1) OTYETHO-KOHTPOIbHAS

E) opranmsarmonnas

X) yuebnas

3) y4eTHO-KaapoBast

W) memopuanbHas

15. COBOKYITHOCTBh JOKYMEHTOB, COJEPKAIIMX HHPOPMALHIO 0 (PaKTHIECKOM TTOI0XKE-
HUH JIEN, CITy>KalluX OCHOBAHUEM I IPUHATHS PEIICHUH, U3TAHUS PACTIOPAAUTEIBHBIX 10~
KyMEHTOB - 3TO

A) paciopsAUTENbHBIE TOKYMEHTBL,

b) opraHu3aiMoHHbIe JOKYMEHTHI,

B) oTyeTHBIE TOKYMEHTHI,

') maopMamOHHO-CTIIPABOYHBIE JOKYMEHTBI

16. Cuctema JOKyMEHTAIIHH — 3TO

A) COBOKYMHOCTHIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, IPHMEHACMBIX B OTPEICIEHHOM
cdepe IeATeTbHOCTH

B) COBOKYITHOCTh PEKBHU3UTOB

B) noxymeHT, copepsKamuii IEPBHYHYI0 HHPOPMAITHIO

I') cucTema moOKyMEHTAIIMH, CO3/TAHHAS IO €TUHBIM TIPABHJIAM U TPEOOBAHUIM

17. B mHacrosmiee Bpems B PO TpeGoBaHus K OQOPMJICHHIO OpPTraHU3AIMOHHO-
PacTIOPSTUTEIPHON TOKYMEHTAIIUN COJIEPIKATCS B:



A) ®enepansaoM 3ak0oHE OT 27.07.2006 No 149-@3 (pexn. ot 18.06.2017) «O0 undop-
MAaIiH, HHPOPMAIMOHHBIX TEXHOJIOTHAX U O 3aUIUTe HHPOPMALIIY;

B) TOCT P 7.0.97-2016 «Cuctema cTaHmapToB 1mo HH(pOpMANUH, OHOTHOTEYHOMY W
nu3gaTensckoMy aeny. OpraHu3alMoOHHO-PACTIOPAIUTENHHAS JOKyMEHTAIUA. 1peOoBaHUA K
oOpMIEHHIO TOKYMEHTOBY

B) 'OCT P 7.0.8-2013 «Cuctema cTaHIApTOB 10 WH(POPMAIMH, OHOTHOTEUHOMY U W3-
IaTeTbCKOMY Jey. JeIompon3BOACTBO M apXUBHOE JEN0. T€PMHHBI H OTIPEACTICHUSD;

I') Tpymosom koaekce PO.

Buvibpame npasunvisie gapuanmel 0meemos:

18. Tlo cpokam HCTIONMHEHUSI TOKYMEHTHI KITACCH(DHUITMPYFOTCS Ha:

A) yHUDUITUPOBAHHEIE;

b) cpounsie;

B) Hecpounsie;

') BpeMeHHOTO XpaHEHHUS;

J1) TOCTOSTHHOTO XPaHEHU.

19. Ilo cpokam XpaHEHHs pa3nU4arOT JOKYMEHTBI:
A) BpeMEHHOTO XpaHEHHS,

b) cpounsie;

B) Hecpounsie

') ntupexTHBHBIE;

J1) TOCTOSTHHOTO XPaHEHU.

20. Ilo rpudy orparmyeHus 10cTyma (CTETIEHN TTTACHOCTH) PAa3IMYAiOT JOKYMEHTHL
A) OTKpPBITHIE;

b) ¢ rpudom orpanudenns gocTyma;

B) cpounsie;

') Hecpounsie;

J1) xommw;

E) momnuaaMKY.

21. CBolicTBa JOKYMEHTOB:
A) BpeMeHHEIE;

b) Tumossie;

B) undopmammonssie;

') akcmlyaTaimoHHEIE,

J1) aHaTM THYECKHE.

23. 1o MecTy cOCTaBIEHHUS JOKYMEHTHI KIaCCH(PUITUPYIOTCS Ha!
A) mepBUYHEIE;

b) cBomHbIE;

B) BHyTpeHHHUE;

') BHemIHUE;

J1) yauunmpoBaHHbBIE;

E) tpadapeTnsie.

24. Tlo TrTy HOCHUTENEH TOKYMEHTHI KITACCU(UIIUPYIOTCS Ha:
A) OymakHbIE,
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b) marauTHBIE,

B) nepBuunsie;

') ontuaeckue,

J1) kKuHO(OTOTOKYMEHTHI,
E) tpadapeTnsie.

25. Tlo copep:kaHHUIO JOKYMEHTHI KIIACCU(PUIIMPYIOTCS HA!

A) mepBUYHEIE,

b) cBomHbIE;

B) cpounsie;

') Hecpounsie;

J1) yauummpoBaHHbIE;

E) tpadapeTnsie.

Yemanoeumes coomeemcemeue:

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

Jloxymenmeoi:

1. Opurunan (oA TMHHMK )

2. Konmsa

3. dyonmukar

4.3aBepeHHas KOMUA

5. Bemmucka

Xapaxmepucmuxa OoKymenma:

A) BBITAFOTCS TIPH yTEPE WM YHHUTOKCHUH TIOTHHHUKA,

b) xommu ¢ HEOOXOIUMBIMH PEKBU3UTAMH, TTPUAAIOITAMH UM IOPHINYECKYIO CHITY;

B) mepBbie MM € AMHCTBEHHBIE SK3EMIUTIPHI OPUIMATBHBIX TOKYMEHTOB, TTOAITMCAHHBIC
aBTOpPOM;

[') yacT HOKyMEHTa C yKa3aHHEM, M3 KAKOTO JOKyMEHTA CAENlaHa BBIMUCKA, 3aBEPEH-
HBIE TOJDKHOCTHBIM JIMLIOM U UMEIOLIUE MEYATh;

J1) ZOKyMEHTBHI, TIOJTHOCTBIO BOCTIPOU3BOAALINE HH()OPMALIUIO TIOUTHHHUKOB M BCE €TO
BHEIITHUE MPU3HAKU, HE UMEIOIIHNE FOPUINYECKOMN CHIIBL.

27. YCTaHOBHUTH COOTBETCTBUE MEXKIY BUAOM JTOKYMEHTA H €TI0 XapAKTEPUCTUKOU:
Jloxymenmeoi:

1. UupuBunyansHeie

2. Tpadapernsie

3. Tunossle

4. IlpumepHsie

5. YaudummpoBaHHbIE

Xapaxmepucmuxa OoKymenma:

A) BXoaAIue B KAKyHO-THO0 YHU(UITUPOBAHHYIO CUCTEMY JTOKYMEHTALIUH;

b) comeprkanme Kaxka0TO TOKYMEHTA UMEET CBOM OCOOCHHOCTH;

B) co3manHbIe A8 TPYTITBI OAHOPOIHBIX TTPEANPUATHH;

') mcionp3yrores A cocTaBACHAA U 0O)OPMIIEHUS TOKYMEHTOB 110 aHAJIOTHH
J1) 4acTh TOKyMEHTa OTIEYAaTAHA, 4 YACTh 3AIMOJHACTCS TPH COCTABIICHUH.



Tema 1.2. OpraHu3alHOHHO-PACTIOPSANTEIbHbIE JOKYMEHTbI
Buiopams npasunvHblii 6apuanm omeema:

1. Kommteke B3aUMOYBSI3aHHBIX JOKYMEHTOB, PETJIAMEHTHPYIOIUX CTPYKTYPY, 3ada4H
¥ (PYHKIIMW OpraHW3alMH, TPHUHIIAITE OPTaHU3aluu €€ PadOTHL, MpaBa, 00sI3aHHOCTH, chepy
OTBETCTBEHHOCTHU €€ PyKOBOJACTBA U CIIELUATUCTOB — 3TO:

A) OpraHHM3aIMOHHBIE TOKYMEHTHI,

b) pacniopsiauTennsHbIE TOKYMEHTHI;

B) undopManmmoHHO-cTIpaBOYHbBIE TOKYMEHTHI,

') HOpMaTHBHO-TIPABOBHIE TOKYMEHTHI.

2. JIOKyMEHT, agpeCOBAHHBIM BBIMICCTOSIIEMY PYKOBOJMUTENIO, C HW3JI0KCHUEM KOH-
KPETHOM ITPOOJIEMBI HITH TIOCTAHOBKOM BOITPOCA M COAEPKAIIHMEI OTBETHI H IIPEIIOKEHHS - 3TO

A) OObsacHHUTETTFHAS 3aMKCKA,;

b) Jloknmagnaszanmcka;

B) UndopmarmonHOE THCHMO;

I') [Tucemo-u3BETIECHHUE.

3. JlokanpHBIH OpraHU3alHOHHO-ITPABOBOM TOKYMEHT, YCTaHABIHUBAIOIIHH I padoT-
HUKA OpPTaHM3aimu (MOApa3aelieH!s ) KOHKPETHBIC TPYIOBbIE (TOJKHOCTHBIE) O0S3aHHOCTH B
COOTBETCTBHH C 3aHUMAEMOH JIOJKHOCTBIO - 3TO

A) JIomKHOCTHASTHHC TPYKITHS,

b) Ilpuka3 pykoBoauTeis;

B) lltatHOE pactiucanue;

I') Ycras opranuzanuu.

4. IlucepmoO, CBOEBPEMEHHO WH(OPMHUPYIOLIEE 3aMHTEPECOBAHHOE JODKHOCTHOE JTHIIO
WJTH OPTaHU3AIHIO O CBEPITUBIIMMCS (paKTe - 3TO

A) AKkT;

b) Jlokmagnas 3ammcka;

B) UudopmarmoHHOETTHCHMO;

I') Cpaska.

5. JIokyMeHT, OOBSACHSIONIHH BBIIICCTOSIMIEMY HETOCPEACTBEHHOMY PYKOBOIHATEIIO
MTPUYHHBI HEBBITTOTHEHUS KAKOTO-THO0 MOPYUYEHUS, HAPYIIEHUS TPYJOBOW WJIH TEXHOJOTHYE-
CKOM TUCIIAILIHHBI - 3TO

A) JloknmagHas 3ammcka;

b) O0bsacHuTETbHAS 3aTTHCKA;

B) Akt 0 HapyuieHHH TPYIOBOM JUCIUTUIHHEI;

I') [Tucemo-u3BETIIEHHUE.

6. IIpaBoBoOli akT, ONPEACIIAIONINI CTAaTyC OpraHM3aIluH, €€ 3a1a4d B (PYHKIMH, TIpaBa,
OTBETCTBEHHOCTb, MOPAJOK AEATETbHOCTH - 3TO

A) lItaTHOE pacmMcaHue;

b) IIpaBuita BHyTpEeHHETO TPYIOBOTO PACIIOPS/IKA;

B) MHCTpyKIHS OpTaHU3aIMOHHO-METOJUYECKOTO HA3HAYCHHS,

I') [TomoskeHHEOOOPTaHU3ATIHH.



7. JIOKyMEHT, OTpaKaroNIui MMPOU3BOJICTBEHHYIO JCSITEIIFHOCTh OPTAHU3AIMHA WITH TIOI-
TBEPKTAIOIIUN CBEJCHHUS O €€ PA0OTHUKAX - ATO

A) Ilpuka3 mo OCHOBHOM JeATEIHHOCTH;

b) Ilenopoe (cay:keOHOE) TUCHMO;

B) Cny>xeOnas 3ammcka;

I') Cpaska.

8. Bua opraHM3allHOHHOTO JOKYMEHTA, KOTOPBIH OMPEACIICT MOPAIOK OOpa30BaHHA,
CTPYKTYPY H OPTaHU3AIHIO PAOOTHI IPEAIPHITH:

A) VYcras;

b) UucTpykims;

B) Iomoxkenue.

9. Kakyro uH(pOpMAITHIO COACPKHUT pasaell Y crapa « OOIUe MOI0KEHUSD)

A) CTPYKTypa OpraHH3allyH,

b) mpaBa 1 00513aHHOCTH JTOJZKHOCTHBIX JIHII,

B) e v 3aaun opraHU3aIyH.

10. Kakue u3 nepeuyncieHHbIX JOKYMEHTOB OTHOCITCA K OPraHU3allMOHHBIM
A) THCHMO, TIOJIOKCHHUE;

b) ycraB, uHCTpYKITHS;

B) ycras, ykas.

11. JlokyMeHT, B KOTOPOM (PHKCHUPYETCS TTOCIIEIOBATEIFHOCTh M COJIEPIKaHHUE 0OCYKIa-
€MBIX KOJUIETHATBHBIM OPTaHOM (COBEIIAHWEM, KOH(EpPEHIMEH, COBETOM M T. J.) TOCTABJICH-
HBIX BOITPOCOB M MPHHATHIX PEMICHUM - 3TO

A) TuxtodoH;

b) IlocranoBnenwue;

B) Akr;

I') ITporoxon.

12. JIoOKyMEHT, COCTaBIICHHBIM HECKOJIBKUMH JTHIIAMH (KOMHUCCHEH ), TIOITBEPIKIAFOIITHI
YCTAHOBIICHHBIC (DAKTHI, COOBITHS WM JEUCTBHA, a TaKKe (PUKCHPYIOTIHHA PE3YTbTATHI PEBH-
3UM, WHBCHTAPHU3ALMK, MTPUEMA-TIEPENAYN HIIH CIUCAHUS MATEPUATBbHBIX LIEHHOCTEW, MPHEM
3aKOHYCHHBIX Pa0OT H T. . - 3TO

A) Iporoxo;

b) Pemenue;

B) Henopoe (cay:keOHOE) TUCHMO;

I') Akr.

13. [IpaBOBOM aKT PYKOBOAUTEIA NPEANPUATHS - 3TO
A) Peakns Ha 3a0aCTOBKY;

b) Jlvmmenwne npemun;

B) Ipuxas;

I') JIroObIe meicTBUS PyKOBOAUTETIS.

14. ®opma BHYTpPEHHEH AETIOBON MEPEMUCKHA MEXKIY MOAPA3ACICHUSIMH OpraHu3aluu
WM TOJDKHOCTHBIMU JIUIAMU, HE HAXOASIIUMUCS B MPIMOM MOTUUHEHUH - 3TO
A) CyxeOHast 3ammcKa;
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b) O0bsacHuTETEHAS 3aTHCKA,;
B) JoxnagHas 3amucka;
') DnekTpoHHOE TUCHMO.

15. COBOKYIMHOCTh IMAPOKO MPUMEHIEMBIX B YIIPABICHUH BHIOB JOKYMEHTOB, H3/IaBa-
€MBIX PYKOBOJCTBOM OPTaHHU3AIMH, COMCPKAIMUX YINPABICHYCCKUE PEIICHUS, HATIPABICHHBIC
Ha peaM3alyio CTOSMINX MEPE] OpraHU3aeil TeKYIUX U MEPCIIEKTHBHBIX 3a/1a4, U 00mana-
FOLIUX FOPHANYECKOU CUIION - 3TO

A) PactiopsituTe TbHBIE JOKYMEHTHI;

b) Jlemossie (cimy:keOHBIE) THCHMA,

B) OpranusaimoHHbIe TOKYMEHTHI;

I') UudopmarmoHHO-CTIPABOYHBIE JOKYMEHTHI.

16. IIuchMeHHBIH AOKYMEHT, COJCP/KAIHH ONECPaTHBHYIO WH(pOpMAIHIO, mepeaaBac-
MYIO YCTHO TIO KaHaJlaM Tee(OHHON CBA3H - 3TO

A) Daxc;

b) Temerpamma,;

B) Tenekc;

I') Temepororpamma.

17. YcTaB opraHu3aiiiy yTBEPKIACTCA:

A) I'eHepanbHBIM TUPEKTOPOM;

b) PykoBoauTenemM HaIOTOBON WHCTICKIIHM;

B) IIpoTokonom coOpaHus TPyI0BOTO KOJICKTHBA,
I') Yupeaurensamu (y4acTHAKAMH).

18. JIOIDKHOCTHBIE HHCTPYKITHH pa3padaThIBAIOTCS

A) TOITBKO T AAMUHUCTPATHBHO-YTIPABIICHYECKOTO MIEPCOHANIA;
B) Tonpko A4 CIEHATHCTOB;

B) Toneko it cimyskaniux;

I') Ha Bce MOKHOCTH, MPEYyCMOTPEHHBIE INTATHBIM PACTTHCAHUEM.

19. Vkazanue, [locranosnenue, Pemenue, PacnopsikeHue OTHOCAT K:
A) OpraHu3ariOHHBIM JTOKYMEHTAaM;

b) Pacropsmute nbHBIM TOKYMEHTAM;

B) OneparuBHO-HH(DOPMAIIMOHHBIM TOKYMEHTAM;

I') UadopmarmoHHO-CTIPABOYHBIM JJOKYMEHTAM.

20. Ha kakOM JOKYMEHTE HE CTABUTCS PEKBU3UT HANMEHOBAHUE BUAA JOKYMECHTA!
A) nuceme;

b) momKHOCTHON HHCTPYKITHH,

B) Ycrase.

21. JloxymeHT, onpeaesromui poHa 3apad0THOM TIATHI COTPYIHUKOB OPraHU3aLNN:
A) TOIKHOCTHAS HHCTPYKIIHSA;

b) mraTHOe pactiucanue;

B) Ycras.
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22. Ha xakoM JOKyMEHTE HET rpuda yTBEPKIACHUS:
A) mpukase;

b) nonoxennu;

B) ycrase.

23. K rpynme BXOIAMMUX JOKYMEHTOB MOKHO OTHECTH:

A) menoBbie MUCHMA;

b) opranuzaimoHHbIE JOKYMEHTHI;

B) npukassr opranuzanum.

24. C kakoro MOMEHTA PACIOPSAUTENBHBIN JOKYyMEHT BCTYNAET B CUILY:
A) ¢ MOMEHTA CO3aHHS;

b) ¢ MmomenTa MoAIHCAHNS,

B) ¢ MmomeHTa yTBEpKIEHUS.

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

b) BHenIHHE TOKITATHBIC 3aIMUCKH, CIIPABKH;

B) npukassl, pacropsKeHHsT OpraHH3aIHH.

26. JIoKyMeHT, aipecOBAaHHBIM JOLKHOCTHOMY JIHIYy W COIAEPXKAIIHKA CyTh OOpaIieHus
paboTHUKA — 3TO:

A) akT;

b) mporokour;

B) 3asBnenne;

') cipaBka.

Tema 1.3. Kaaposasi nokyMeHTauust
Buibpame npasunvusiii gapuanm omeema:

1. CoBokymHOCTH ()OPM (JIOKYyMEHTOB), OTPAIKAIOIINX HATMYIHNE W ABIKEHHUE TIEPCOHANA — 3TO:
A) oTueTHAs TOKYMECHTAIIHSA,
b) punancoBas mokymeHTanms;
B) xagpoBas moxyMeHTaIuS;
') crarucTHYeckas JOKyMEHTALIHA.

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

A) IBWKECHHE TTIEPCOHAIA;

b) cokpamenue nepconana;

B) moaoop mepconana;

') nepencs mepcoHana.

3. Ilpukassl 0 ipreMe Ha padboTy, IEPEBOIE HA IPYTYIO PadOTy, MPETOCTABIIEHHH OTITYCKa,
YBOJIBHEHUH, JTUYHAS KAPTOYKa PAOOTHHKA OTHOCATCS K TOKYMEHTaM:

A) mOKyMEHTaM, CBA3aHHBIM C OCYLIECTBICHHEM (DYHKIUH 1O YIIPABJIECHUIO TIEPCOHATIOM U Op-
raHu3alyen Tpyaa;

b) noxymenTanmu o 0pOpMIIEHHIO OTITYyCKOB;

B) noxymeHTaM 10 yUeTy TMYHOTO COCTaBa PAOOTHHUKOB;

') noxymeHTaMu 10 0(POPMITEHHFO TIOOIIPEHH.



4. [IpaBuna BHYTPEHHETO TPYAOBOTO pacmiopsaaka, [lomoxkeHne o CTpyKTypHOM MOApPa3aeie-
HUH, JOJDKHOCTHBIE HHCTPYKIMHK, CTPYKTypa B MITATHAS YACIEHHOCTH, llITaTHOE pacriucanue
OTHOCATCA K JOKYMEHTAM:

A) mOKyMeHTaM, CBA3aHHBIM C OCYHIECTBICHHEM (DYHKIWH 1O YIIPABIECHUIO TIEPCOHATIOM U Op-
raHu3aluen Tpyaa;

b) noxymenTanmu o 0pOpMIIEHHIO OTITYCKOB;

B) noxymeHTaM 10 yUeTy TMYHOTO COCTaBa PAOOTHHUKOB;

') noxymeHTaMu 10 OPOPMIIEHHIO TIOOTIPEHHM.

5. OCHOBHBIM 3aKOHO/IATEIBHBIM aKTOM, KOTOPBIM PYKOBOJICTBYETCSA B CBOEH paboTe KaapoBas
ciy’k0a — 370:

A) YronosHbiit koaekc PO;

b) Tpynosoii konekc P®D;

B) I'paxxnanckuii kogekc PO;

I') XKumaerit kogeke PO.

6. TpymoBo# OrOBOP AOKEH OBITh 3AKITFOYEH B!
A) ycTHOU dopme;

b) mucemennoit popme;

B) 3T0 HE HMeeT HUKAKOTO 3HAYCHHUSI.

7. [lpuem Ha padboty odopmisercs:

A) 3asgBNEeHHEM O TIpHEME Ha padoTy;

b) npukaszom o mpueme Ha padboTy;

B) momKxHOCTHOM HHCTPYKIIHEH;

') mporokonom.

8. Cornamenvie Mexay paOOTHHKOM H PadOTOIATEIEM, KOTOPOE YCTAHABIMBAET HX B3AHMHBIC
MpaBa U 00SM3aHHOCTH — 3TO:

A) 3asdBIIEHHE 0 IPUEME HA PadoTy;

b) mraTHOE pacnucanwme;

B) aBroOmorpadms;

') TpymoBoit 10TOBOD;

9. OCHOBHBIM JOKYMEHTOM TIO YUETY TEPCOHAIA TIPEATIPUATHS ABIIACTCS:
A) TpyIoBas KHIKKA,

b) npukas o npueme Ha padory;

B) nuunas kapTouka;

') npukas 06 yBOTPHEHHH.

10. Cpok XpaHEeHHsI TMYHBIX KAPTOUEK:
A) 10 ner;

b) no 5 ner;

B) ot 30 1o 50 ner;

') 75 ner.

11. TlepeBoa cOTPYTHUKA HA APYTYIO TOJDKHOCTH O()OPMITIETCS:
A) 3a9BIECHHEM O TIEPEBOEC HA APYTYIO PadoTy;
b) mpukaszom o mepeBoe Ha APYTYIO JOJDKHOCTH;



B) axrom;

') cipaBkoii.

12. B Teyenne, Kakoro mepuoaa pabOTHHUK JO0JDKEH HAMCATH 3aIBJIICHAE 00 YBOJIBHEHUH:
A) 3a 2 Mmecsia;

b) 3a 2 nenenwy;

B) 3a 2 gns;

') cpox He yCTaHOBJIEH 3aKOHOIATENBHO.

13.KoMImieke JOKyMEHTOB, XapaKTEPU3YIOMIUX TPYIOBBIE OTHOMIEHHUS paOOTHHUKA ¢ padoTOoaa-
TEJEM, TPYIOBOU MPOIIECC U APYTHE TTOAOOHBIE ACTIEKTHI — 3TO:

A) TpymoBas KHIKKA,

b) Tpynosoii norosop;

B) muunoe meno paboTHHKA,

I') aBToOHOTpadms;

J1) pestome.

14. Y4er Tpyaa u ero ommatel 0pOPMIIIETCS:

A) TOKyMeHTaMH1 TIPOU3BOJILHOM (hOPMBE,

b) yanduimpoBanHsIMU (hOpMaMH TIEPBUYHOHN YIETHOW JOKYMEHTALIAH;
B) 00a BapuaHTa OTBETOB BEPHBI.

Tema 1.4. /lenesxxknbie u GUHAHCOBO-pacYeTHbIE JOKYMEHTDI
1. JIOKyMEHT, TTOKa3bIBAIOIINI ABHKECHUE JEHEKHBIX CPEACTB — 3TO:
A) TOKYMEHT TI0 KaJpOBOMY YUETY
b) cBOIHBIN TOKYMEHT;
B) nene:xHbBIN TOKYMEHT;
') opraHM3annOHHBIN TOKYMEHT.

2. KaccoBbie omeparuu opopMITIFOTCS:

A) yHuGUIMPOBAHHBIMU (OPMAMH TIEPBUYHOM YUYETHOW JOKYMEHTALIHH;

b) paspaboTaHHbIME caMOCTOATENBHO (POPMAaMU IEPBHYHON YUYETHON TOKYMEHTALINH;
B) o ycMoTpeHuro pyKoBOIUTETS.

3. Kakue o0s3aTennbHbIe PEKBH3UTHI TODKHBI COIEPIKATHCS B MEPBHUYHBIX JOKYMEHTAX
o y4eTy (PMHAHCOBO-PACUYETHBIX OTIEPALHH (BBIOPATh HECKOJIBKO BAPUAHTOB OTBETA):

A) HaMMEHOBaHUE JOKYMEHTA;

b) mara coctaBneHus TOKyMEHTA;

B) HamMeHOBaHME YKOHOMHUYECKOTO CYOBEKTa, COCTABUBIIETO JOKYMEHT;

I') conepkanme pakTa X03IMCTBEHHON JKU3HHU;

J1) ToTOTHIT OpTraHU3AIINH;

E) BenuumHy HaTypampHOTO W (MIM) ACHEKHOTO W3MEPEeHHsA (aKkTa XO3AUCTBEHHOU
KU3HU C YKA3aHUEM €TUHUL] U3MEPEHUS;

X) HammMeHOBaHWE MOJDKHOCTH JIMIA, COBEPUIMBINETO CAETKY W OTBETCTBEHHOTO 32
MPAaBHIBHOCTH €€ 0(OPMIICHHUS;

3) Homep TenedoHa TUPEKTOPA,;

W) moamvcu OTBETCTBEHHBIX JODKHOCTHBIX JIMI[ C YKa3aHUEM HMX (paMHIUi M HHHLHAA-
JIOB JTHOO WHBIX PEKBU3UTOB, HEOOXOUMBIX IS HACHTA(UKAIIAN STHUX JTHLI;

K) aapec »neKTpOHHOM TOYTHI.



4. [lepBudHbIE YYETHBIE JOKYMEHTHI TI0 YU€TY (PHHAHCOBO-PACUYETHBIX OTIEPAIUH TIPH-
HHUMAIOTCA K YYETY, €CJIH OHHU:

A) cocTaBIIEHBI B 3JIEKTPOHHOU opme;

b) cocTaBnensr Ha OyMa)KHOM HOCHTETIE;

B) nmerot Bece 00s3aTeIbHBIE PEKBH3UTEHI.

5. JIOKYMEHTHI, KOTOPBIMH O(OPMIIAIOTCS XO3SHUCTBECHHBIC OMEPAIHHA C JCHEKHBIMH
CPEICTBAMH, TIOIITUCHIBAIOTCS (BBIOPATH HECKOIBKO BO3MOKHBIX BAPUAHTOB OTBETA):

A) cexpeTapem;

b) nemonpounssoauTenem;

B) pykoBogutenem opraHu3anuu;

') rmaBHBIM OyXTanTepOM W YIIOJTHOMOYEHHBIMUA UMH HA TO JIUIIAMH.

6. McnipaBnenns B KaccoBbIE U OAHKOBCKUE TOKYMEHTBHI:
A) momyckaroTcs;

b) He nomyckarorcs;

B) 3ak0oHOJaTETBCTBOM 3TOT BOIIPOC HE PETYIUPYETCS.

7. JJOKyMEHTBI, KOTOPBIE ABIIOTCS MHChMEHHBIM TOKA3aTEIIbCTBOM JCHCTBUTEIBHOTO
OCYIIECTBICHUA (PMHAHCOBO-PACUETHOM ONEPALIMU UITH NIPaBa HA €€ COBEPLICHUE — 3TO:

A) y4eTHO-KaIpOBbI€ JTOKYMEHTHI;

b) oTyeTHO-CcTaTHCTHYECKHE TOKYMEHTHL,

B) opranuzanmoHHO-paciOpsANTENBHBIE JOKYMEHTHI;

') punarcoBO-pacUeTHHIE TOKYMEHTHI.

8. Oneparnmu 1Mo MOCTYTUICHHIO M BBIAY€ HATUYHBIX JCHET O(OPMIISIIOTCS:
A) IPUXOTHBIMHU B PACXOTHBIMH KACCOBBIMHU OPJIEPAMH,

b) mmaTexHbIMH TTOPYYCHUSAMH;

B) HHKacCOBBIMU TTOPYYCHHUSIMH;

') nmaTe:xHBIMHU TPEOOBAHUSIMH.

9. JIeHeKHBIN YEK — 3TO:

A) pacriopspKeHHe TUIATEIbIINKA O TIEPEYHUCICHHH C €r0 PACUETHOTO CUETa OTpPEAeIICH-
HOM CYMMBI Ha CYET MOIy4YaTeNs;

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

B) pacueTHBIN TOKYMEHT, BBITIUCHIBAEMBIN TTOCTABIIUKOM, COACPKAIMUHN yKa3aHUE OaH-
Ky IOJIyYUTh NPUYHUTAIOLIYIOCA €MY JEHEKHYIO CYMMY OT IJIaTEIbIIMKA HA OCHOBAHWUHU COOT-
BETCTBYIOINUX JTOKYMEHTOB, CBUACTENBCTBYIOIINUX O COBEPINEHHBIX ONEPALMAX;

') pacueTHBIN JOKYMEHT, HA OCHOBAHUH KOTOPOTO TIPOM3BOIUTCS CIIUCAHHE JEHEKHBIX
CPEICTB CO CUETA IUIATEIBINNKA B OECCIIOPHOM TTOPSAIKE

10. PacyeTHpId MOKYMEHT, BBIMUCHIBAEMBIM TOCTABIIMKOM, COJACPKAIIMN YKa3aHHE
0aHKYy TOMYYUTh MPUYHUTAOIIYIOCS €My ICHEKHYI0O CyMMY OT IUIATETBIINKA HA OCHOBAaHHH
COOTBETCTBYIOIIHNX IOKYMEHTOB, CBUJETEIIBCTBYIOIIUX O COBEPIICHHBIX ONEPALUAX — ITO:

A) pacUeTHBIN YeK;

b) nmnarexxnoe mopyuenue;



B) unkaccoBoe mopyueHwue;
') nmaTexxHOE TpeOoOBaHUE.

11. PacueTHsbIl 4ek — 3T0:

A) pacriopspKeHHe TUIATEIbIINKA O TIEPEYHUCICHAH C €r0 PACUETHOTO CUETa OTpEAeICH-
HOM CYMMBI Ha CYET MOIYyYaTeNs;

b) pacmopsxenme mpenmpuATHS OaHKY O BBIJAYE C €r0 PACUETHOTO CYETA CyMMBI
HAJIMYHBIX JEHEKHBIX CPEICTB;

B) pacueTHBIN TOKYMEHT, BBITIMCHIBAEMBIN TTOCTABIIUKOM, COACPKAIMUN yKa3aHUE OaH-
Ky IIOJIyYUTh NPUYHUTAIOLIYIOCA €MY JEHEKHYIO CYMMY OT IJIaTEIbIINKA HA OCHOBAHWUHU COOT-
BETCTBYIOINUX JTOKYMEHTOB, CBUACTENBCTBYIOIINUX O COBEPINEHHBIX ONEPALMAX;

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

12. [InaTte:xHOE TTOPYUYECHHUE — 3TO:

A) 3T0 pacniopspKEHHE TIPEIPHATHS YUPEKICHUIO OaHKA O CIIMCAHUHU C €T0 PACYETHOTO
cyeTa OMpPENENIEHHON CyMMBI (COTTIACHO MTPUIAraeMbIM JTOKYMEHTaM) B ITOTAIIEHHE CBOUX 00s1-
3aTENbCTB;

b) pacnops:kenme mpenmpuATHS OaHKY O BBIJAYE C €T0 PACUETHOTO CYETa CyMMBI
HAJIMYHBIX JEHEKHBIX CPEICTB;

B) pacueTHBIN TOKYMEHT, BBITIUCHIBAEMBIN TMOCTABIIUKOM, COACPKAIMUHN yKa3aHUE OaH-
Ky IIOJIyYUTh NPUYHUTAIOLIYIOCA €MY JEHEKHYIO CYMMY OT IJIQTEIbIIMKA HA OCHOBAHWUHU COOT-
BETCTBYIOINUX JTOKYMEHTOB, CBUACTENBCTBYIOIINUX O COBEPINEHHBIX ONEPALMAX;

') pacueTHBIN JOKYMEHT, HA OCHOBAHUH KOTOPOTO TIPOU3BOIUTCS CITUCAHHE JEHEKHBIX
CPEICTB CO CUETA MJIATETBIINKA B OECCIIOPHOM TIOPSAIKE.

13. Kako¥ JOKYMEHT CIIy?KHT OCHOBAHHEM JJIA CIIMCAHUS JCHEKHBIX CPEICTB CO CUETa
TIaTEIbIIUKA B OECCITIOPHOM TTOPSIKE:

A) pacUeTHBIN YEK;

b) nmnarexxnoe mopyueHwue;

B) unkaccoBoe mopyueHwue;

') nmatexxHOE TpeOoOBaHUE.

14. Kako# TOKyMEHT BBIITUCHIBACTCA IMPH B3HOCE HAIMYHBIX JICHET HAa PACYETHBIM CUET:
A) pacUeTHBIN YeK;

b) nmnarexxnoe mopyueHue;

B) nenexHbIl uek;

') nnatexxHoE TpeboBaHUE,

J1) oObsiBIIEHHE HA B3HOC HAJTMYHBIMH.

Tema 1.5. /loroBopHo-npaBoBasi 10KyMeHTaLusl
1.Cornamenue IByX WM HECKOJBKHX JIHI] 00 YCTAHOBJICHUH, H3MEHEHHUH WJIH TIPEKpa-
HICHUW TPAKIAHCKUX MPaB U 00S3aHHOCTEN — 3TO:
A) akT;
b) cipaBka;
B) norosop;
') cmy>ke0HOE TTHCHMO.



2. Ilopsaaok 3aKJIFOYEHHS JOTOBOPOB PETYIUPYETCH:
A) I'paxanckum kogexcom P@;

b) Yronosubm koekcom PD;

B) Konmekcom 00 atMUHUCTPATUBHBIX HAPYIICHUAX,
I') HanorossiM koaekcoM PO,

3. YCTaHOBUTB COOTBETCTBUE MEXKY BUAOM JIOrOBOPA U €r0 XapaKTEPUCTHKOM:

Buner norosopos:

1. IoroBop 0JHOCTOPOHHHMI

2. J1oroBop ABYCTOPOHHHUHU

3. J1oroBop MHOTOCTOPOHHHMI

XapaKTepUCTHKA:

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

b) cogepxut 0043aHHOCTH TOJIBKO OJHON CTOPOHBI U MIpaBa TPEOOBAHUS, IPYTOMH;

B) morosop ¢ yuactuem Tpex Wit 00Jiee CTOPOH; 3aKIF0YACTCS OOBIYHO TPH OCYIIECTB-
JICHHH TOBAPOOOMEHHBIX OMEPALUAX, COOPYKEHHUSI OOBEKTOB, CO3MAHHUA COBMECTHBIX TPE[-
NPUATHH.

4. JIoroBop, 10 KOTOPOMY UMYTIECTBEHHOE MPEAOCTABIICHUE OJHOW CTOPOHBI 00yCIaB-
JMBAET BCTPEUHOE UMYIIIECTBEHHOE MPEIOCTABIIEHHE C APYTOH CTOPOHBI — DTO:

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 1OTOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KOHCEHCYambHBIN AOTOBOP.

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

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 10TOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KOHCEHCYambHBIN AOTOBOP.

6. I'paxaaHCKO-IIPaBOBOM TOrOBOP, KOTOPBIM NMPU3HAETCSA 3AKIFOYEHHBIM C MOMEHTA
COracOBaHMsA CYIIECTBEHHBIX YCIOBUM CTOPOHAMU — 3TO:

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 1OTOBOP;

B) 6e3B03Me3mHbBIN 1OTOBOP;

') KOoHCEHCYambHBIN AOTOBOP.

7. J1oroBOp, B KOTOPOM UMYIIECTBEHHOE TPEAOCTABICHUE TIPONU3BOIUTCS TOIBKO OTHON
W3 CTOPOH 0€3 TOIYYECHH BCTPEUYHOTO UMYINECTBEHHOTO PEAOCTABICHHSA OT IPYTOH CTOPOHBI
— 3T0:

A) peanbHBIH JOTOBOD;

b) Bo3me3aHbII 1OTOBOP;

B) 6e3B03Me3mHbBIN TOTOBOP;

') KOHCEHCYambHBIN AOTOBOP.



8. JloroBop, 0 KOTOPOMY OJIHA CTOpOHA (TIPOAABEI]) O0A3YETCS MePeaaTh BEMIb (TOBAP)
B COOCTBEHHOCTD JPYTOM CTOPOHE (TIOKYTMATEINO), a MOKYMaTedb 005S3yeTCsl MPUHATH STOT TO-
Bap W YIUIATHTP 33 HETO ONPEICIIEHHYIO CYMMY — 3TO:

A) TOTOBOP KYTUTH-TIPOTAKH,

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHb;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMUSI.

9. JloroBop, 1Mo KOTOPOMY OJHA CTOPOHA (CCYy0IaTENb) 00M3yEeTCS MEePEAaTh HITH Tepe-
JTaeT BENIb B 0€3BO3ME3THOEC BPEMEHHOE TTOJIh30BAHUE APYTOH CTOPOHE (CCYAOMOMYUATENIO), a
MOCTIEHAS 00s3yeTCsl BEPHYTh Ty JK€ BEIIb B TOM COCTOSHHH, B KAKOM OHA €T0 MOJYYHIa, C
Y4ETOM HOPMAJBHOTO H3HOCA UITH COCTOSTHHH, 00YCIIOBIIEHHOM JOTOBOPOM — 3TO!

A) TOTOBOP KYTUTH-TIPOTAKH;

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHsI;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMSI.

10. JloroBop, IO KOTOPOMY apeHIOAATENh OOS3YETCS MPEIOCTABUTH aPEHAATOPY 3a
TJIaTy UIMYOIECTBO BO BPEMEHHOE BIIAJICHHUE U TTOJTb30BAHUE JINOO TOJIBKO BO BPEMEHHOE TIOJTh-
30BaHUE — 3TO:

A) TOTOBOP KYTUTH-TIPOTAXKH;

b) norosop meHsI;

B) norosop mapenus;

') noroBop apeHbI;

J1) moroBop 0€3BO3ME3HOTO TTOJTH30BAHMUSL.

11. Ilo norosopy noapsga — 310:

A) n0TOBOP, IO KOTOPOMY OJTHA CTOPOHA (CCYA0ATEND) 00SI3yeTCs TIEPEIaTh UITH TIepe-
JaeT BENIb B 0€3BO3ME3THOE BPEMEHHOE TTOJIH30BAHUE APYTOH CTOPOHE (CCYAOMOMYUATENIO), a
MOCIIETHSAS 00s3yeTCsl BEPHYTH Ty JK€ BEIIb B TOM COCTOSHHH, B KAKOM OHA €T0 MOJYYHIa, C
Y4ETOM HOPMAJIBHOTO H3HOCA UITH COCTOSTHHHU, O0YCIIOBIIEHHOM JTOTOBOPOM;

B) morosop, mo kKoTOpoMy oaHA cTOpPOHA (TIPOIaBeIr) 00A3yeTCs MepeaaTh BEIb (TOBap)
B COOCTBEHHOCTD JPYTOM CTOPOHE (TIOKYTMATEINO), a MOKYMaTedb 0053yeTCsl MPHUHATH STOT TO-
Bap W YIUIATHTH 3a HETO OMPEJACIICHHYI0 CYyMMY;

B) morosop, mo kKOTOpOMy 0/HA CTOpOHA (TIOAPATUHK) 00A3yeTCS BBITIOTHHATH TI0 3a/1a-
HUIO JIPYTOM CTOPOHBI (3aKa34MKa) OMPEJICTICHHYI0 PaboTy M CAATh €€ PE3ybTaT 3aKa34HKy, a
3aKa34MK 00sI3y€TCs MPHHATH PE3yJIbTaT PAOOTHI H OILIATUTH €T0;

[') moroBop, MO KOTOPOMY HCIIOJIHHUTENIHh OOSI3yeTCsl MO 3aJaHHI0 3aKa34MKa OKAa3aTh
YCITyTH, a 3aKa34HK 0053yeTCs OIUIATUTH ITH YCIYTH.

12. IIucemMoO, OTHpaBIAEMOE BHHOBHOM CTOPOHE B CIIy4Yac HEBBIMOJHEHUA CHO 3aKIIFO-
YEHHBIX paHee JOTOBOPOB W PA3HOTO PoJa 00A3aTENBCTB, MOMBITKE U3MEHUTh UX YCIOBHUSA B
OJHOCTOPOHHEM MOPAJKE — ITO:

A) MU4HOE MHCHMO;

b) npeTeH3noHHOE TUCHMO;

B) nckoBoe nucemo.



13. JIOKyMeHT, MOJArONIHICS B CYJl B TMCbMEHHOU (hopme, coaep:kamuid mpoch0y 00

VAOBIETBOPCHUH TPEOOBAHHUN CTOPOHBI-3aABHTENS B CIIydae HAPyMICHWS WA YTPO3bI Hapy-
HICHUS €€ TPaB, CBOOO MITK HHBIX 3aKOHHBIX HHTEPECOB — 3TO:

A) MU4HOE MHCHMO;
b) npeTeH3nonHOE THCHMO;
B) uckoBoe 3asgBicHHE.

14. J1na mproOpeTeHns TOBAPOB CTOPOHBI BCTYMAIOT B OTHOIIEHHS TI0 TIOCTABKE TPO-

AyKIAHA OPTaHU3AHEN — MTOCTABIIUKOM OPTAHH3ALMH-TTOTPEOUTEN0. DTH OTHOIIEHHUS 0(OPM-
JSIFOTCAL. . .

A) moroBopoM cOBITa;
b) norosopom mocTaBkw;
B) moroBopoM KyIumi-mipoJasKy.

15. JIoroBop cuHTAaETCA 3aKIFOUYECHHBIM, KOT/Ia MEXKIY CTOPOHAMM. . .
A) HET IpeTeH3UH;

b) mocTurHyTO CoTNameHue Mo BCEM MyHKTaM;

B) He cymecTByeT pa3HOTTIACHIA.

Tema 2.1. Ilousitue 10KyMeHT0000pOTa, perucrpauusi A0kyMeHToB. criosiHeHue A0KY-
MeHTOB. KoHTpoJib ucnonneHusi. OpraHusanusi onepaTuBHOr0 XpaHeHUs1 AOKYMEHTAa

1.JIoKyMEHTOO0OpOT — 3TO. ..
A) ycnoBHOe 0003HaUYEHHE, IPHCBOCHHOE JOKYMEHTY B TIPOLIECCE YUETA U HCTIOHEHHS;
b) nBmwkeHre TOKYMEHTOB B OPTaHU3AIMHA ¢ MOMEHTA MX CO3JAHHS WK MOJTYYCHHUS IO

3aBEPIIEHUS UCTIOJTHEHUSA WJIM OTIPABIIEHUA aJpecary;

B) otpacme mesatenpHOCTH, 0OecTieUMBAIONIAsA JOKYMEHTHPOBAHHE M OPTAaHU3AIHIO Pa-

00THI ¢ OPHUITHATTHPHBIMHA JJOKYMEHTAMH.

2. OCHOBHBIMHU XapaKTEPUCTUKAMHU JOKYMEHTOOOOPOTA ABIAIOTCA (BBIOPATH HECKOIBKO

BAPUAHTOB OTBETA):

A) CKOpPOCTb ABIKEHUS;

b) mapmpyT nBuKeHHUSA;

B) Bpems nBmkeHus;

') nepuoauYHOCTH TBHIKEHHA.

3. Bce nHCTaHIMK HA TIYTH JBWKEHHA JOKYMEHTA OT CO3JAHUS YEPHOBHKA (WITH TIOTY-

YEHH) 0 TIOAIIHUBKH B JIENIO — 3TO:

A) CKOpPOCTB ABWKEHUS TOKYMEHTA;

b) nepuoandHOCT IBMKEHHA JOKYMEHTA,

B) mapmpyT nBmkeHHS JOKYMEHTA;

') BpeMs ABMKEHUSA TOKYMEHTA.

4. Bpems, 3aTpauMBacMO€ Ha MPOXOXKACHUE JNOKYMEHTOB MO MapIIpPyTy OT CO3JaHMs

YEPHOBHKA (HJTH TIOTyYE€HHSA) 10 TIOAIIHUBKH B JACIIO — 3TO:

A) CKOpPOCTB ABIKEHUS TOKYMEHTA,;

b) nepuoandHOCT IBMKEHHA JOKYMEHTA,
B) mapmipyT nBmkeHHS JOKYMEHTA;

') BpeMs ABIKEHUSA TOKYMEHTA.



5. CNoXWuBLLIEECS WX OpraHW30BaHHOe B npefenax MHHOPMALMOHHO! cUCTeMbl ABW-
)XEHME [aHHbIX B ONpeeNeHHOM HanpaB/ieHU - 3TO:

A) 0KYMEHTOaHam3;

B) AOKYMEHTOMOTOK;

B) AenonponsBoacTBo;

) JOKYMEHTMPOBaHME.

6. O6LLee KONMYECTBO [OKYMEHTOB, MOCTYMMBLLMX WM CO3[aHHbIX OpraHu3aLuen 3a
onpeaeneHHbI Nepuog BPeEMEHM - 3TO:

A) 06beM JOKYMEHTOO60POTA;

B) cKopoCTb JOKYMEHTO060pPOTE;

B) o60paunBaeMoCTb JOKYMEHTO060POTE;

M) NepnoanyHOCTb AOKYMEHTOO60POTA;

7. O6bem fokymeHToo60poTa (V) paccunTbIBaeTCs No opmyne:
Tr KonnuecTts OBO Konuii
AV =

KO/1M4yecTBo NOANTMHHUKOB

hyV Konunyects CBO NoA/IMHHMKOB

KOJ/INYECTBO KOMui
B) V= konmuyecTBO NOANMHHUKOB + KOMNYECTBO KOMMUIA;

) V= KONM4eCTBO NOAMMHHWNKOB - KOSIMYECTBO KOMMWIA;

8. Mo HanpasneHWMo pas3nyatoT AOKYMEHTOMOTOKM (Bbl6paTb HECKO/IbKO BapuaHTOB
OTBETOB):

A) ropu30HTa/IbHbIE;
B) BxopaLue;

B) ncxopgsauume;

M) BEpTUKA/IbHbIE.

9. [1OKyMeHTbI, Hanpas/ifeMble BbILLECTOALWMMM OpraHaMmy BNacTu 1 ynpasneHns noa-
UNHEHHbLIM OpraHn3aunam - 3TO:

A) rop13oHTa/bHbIN AOKYMEHTOMOTOK;
B) BOCXOASLLMIA JOKYMEHTOMOTOK;

B) HMCX0AALLMIA JOKYMEHTOMNOTOK;

[) BHYTPEHHUIA JOKYMEHTOMOTOK.

10. Mo OTHOLLEHUIO K YNpaB/eHYeCKOMY 06BLEKTY pa3nnyatoT JOKYMEHTOMOTOKM (Bbl-
6paTb HECKO/IbKO BO3MOXHbIX BAPMAHTOB OTBETA):

A) BHYTPEHHWI;

B) ropu3oHTa/IbHbIA;
B) Bxogawmia;

) ncxomaLmia.

11. TexHonorus paboTbl C JOKYMEHTaMK, KOTOpPas 3aK/OUYaeTCs B NMPOBEPKe MpaBui/ib-
HOCTW [0CTaBKW, LIEIOCTHOCTU YMaKOBKM, COXPAHHOCTW MeyaTeil, BCKPbITUM KOHBEPTOB U

MpoBepKe KOMMIEKTHOCTU U LieNOCTHOCTY BIOXEHMIA, B 06paboTKe COMPOBOANTENBHOM [0KY-
MEHTaLK, COPTMPOBKE [JOKYMEHTOB - 3TO:



A) peructpaums;

b) ucnonnaenwue;

B) nepBuunas oOpaboTka;

[') KOHTPOTH 32 UCTIOTHEHUEM.

12. 3anmuch yYETHBIX JAHHBIX O JTOKYMEHTE 10 YCTAHOBJICHHOU (hopMe, (PUKCUPYIOTIEH

q)aKT €T0 CO3aaHuA, OTIIPABICHUA UIIH MMOTYYCHUA — 3TO!:

A) peructpanms;

b) ncnonnenwue;

B) nepBuunas oOpaboTka;

') KOHTPOTb 32 UCTIOTHEHUEM.

13. Peructparmionasie (hOpMbI JOKYMEHTOB MOTYT OBITh CIIEAYIOITHX BUIOB:
A) )KypHanbHas;;

b) xaprounas;

B) aBTomaTH3upoBaHHas;

') BCce BapuaHTHI OTBETOB BEPHBIL.

14. IloaroToBka MPOEKTa OTBETHOTO JOKYMEHTA, €r0 COTIACOBAHUE C COHUCTIOTHUTENS-

MH — 3TO:

A) peructpaums;

b) ncnionuenwue;

B) nepBuunas oOpaboTka;

[') KOHTPOTb 32 UCTIOTHEHUEM.

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

HCTIOTHEHUA MOPYUYEHUH H PENIEHUS BOIIPOCOB — 3TO:

A) peructpaums;

b) ncnionnenwue;

B) nepBuunas oOpaboTka;

[') KOHTPOTH 32 UCTIOTHEHUEM.

16. I[OKyMeHT WA COBOKYIMTHOCTh JOKYMCHTOB, OTHOCAIIHUXCA K OAHOMY BOIIPOCY WA

YYACTKY JIEATETHHOCTH, TIOMEIEHHBIX B OTIECTBHYIO O0IO0KKY — 3TO:

A) apxwus;

b) nemno;

B) mon6opka,;
') orucs.

17. YTBEp:KI€HHBIA CUCTEMAaTH3UPOBAHHBIN IEPEYEHb HAUMEHOBAHUM JIETI, 3aBOJIHMBIX

B OpraHu3alnuu, ¢ yKa3aHUCM CPOKOB UX XPAaHCHHA, O(i)OpMJ'IGHHBIfI B YCTAaHOBJICHHOM TTOPAIKE

— 3TO:

A) CTpyKTYpa A€

b) nHomenkarypa nemn;
B) mox6opka nemn;

') apxuBupoBanue Ae.



18. I'pynmupoBaHue HCTIOTHEHHBIX JOKYMEHTOB B J€JI0 B COOTBETCTBUH C HOMEHKJIATY-
PO e U cucTeEMaTU3aLUsa JOKYMEHTOB BHYTPH J€na — 3TO:

A) KOHTPOJb 32 HCTIOJTHEHHEM;

b) peructpaums nena;

B) popmuposanue nena.

19. YuerHBIll JOKYMEHT, COAEPKALIUM MEPEUYECHb JOKYMEHTOB JENa ¢ YKa3aHUEM IIO-
PAIKOBBIX HOMEPOB JOKYMEHTOB, MX UHJEKCOB, HA3BaHU, JaT, HOMEPOB JUCTOB — 3TO:

A) obmorkka nena;

b) BHyTpeHHAA OIHCH JOKYMEHTOB JETIA;

B) akt Ha criucanue mena B apXuB.

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

A) TOpU30HTATBHBIN JOKYMEHTOTIOTOK;

b) BHyTpeHHUI TOKyMEHTOTIOTOK;

B) ucxoasmmii 1OKyMEHTOIIOTOK;

') BCce BapuaHTHI OTBETOB BEPHBL.

Tema 2.2. IloaroroBKa 10KYMEHTOB K APXUBHOMY XPAHEHHIO
1. M3y4yeHue TOKyMEHTOB Ha OCHOBAHUM KPUTEPUEB UX LIEHHOCTH B LIENAX OMPEIEIIEHUS CPO-
KOB XPaHEHHS JOKYMEHTOB U 0TOOPA UX HA TTIOCTOSTHHOE XPAHEHUE — ITO:
A) perucTpaims JOKyMEHTOB;
b) KOHTPOIh HCTIONMHEHNS JOKYMEHTOB
B) skcniepTH3a eHHOCTH JOKYMEHTOB;
I') popmuposanue nema.

2. JIyist OpTaHU3alyd ¥ IPOBEIEHUS paOOTHI TIO SKCMIEPTU3E IEHHOCTH TIOKYMEHTOB, 0TOOPY U
MOJIrOTOBKE K TIEpeAave Ha MOCTOSTHHOE XPaHEHUE JOKyMEHTOB ApxuBHoro ¢orna Poccuii-
ckont Denepanyu cO3AaETCA:

A) sKCTIepTHAsT KOMHUCCHSI;

b) coBet nupekTOpoB;

B) peBH3nOHHAas KOMHCCHS;

') 3acenanue cyna.

3. [lena mOCTOAHHOTO XpaHEHHU MOJJIEKAT:

A) XpaHEHHUIO B OPTaHHU3ALIHH;

b) yanuToxxenwmro;

B) nepenaue ['ocapxuBy Poccuiickoit ®eneparmm.

4. IToAroToBKa HCTIOJTHEHHBIX JOKYMEHTOB K XPAHCHHIO BKITFOUAET (BBIOPATh BO3ZMOKHBIE Ba-
PHAHTHI OTBETOB):

A) SKCTIepTH3Y LEHHOCTH TOKYMEHTOB;

b) BHeceHHe UCTIpaBIIEHUH B JOKYMEHTHI;

B) opopmnenue m1okyMeHTOB, CTaBa€MbIX B APXHB;

') coctaBieHHE ONMCH JOKYMEHTOB TIOCTOSTHHOTO M JOJITOBPEMEHHOT'O XPAHEHHUS,

J1) obecnieueHre COXPAHHOCTH JICTT;

E)nepenauy nen B apxus.



5. YupexaeHue Wi CTPYKTYPHOE TIOpa3/IeIecHHe OpraHu3alid, OCYyIIECTBIIIONICE XPaHEHHE,
KOMITJICKTOBAHHUE, YIET M UCTIOTH30BAHUE APXUBHBIX JOKYMEHTOB — 3TO:

A) ckman;

b) Oyxranrepus;

B) apxwus;

I') ormen kaapos.

6. ApXMBHBIA JOKYMEHT —

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

b) nokymMeHT JOCOBETCKOTO TIEPHOA;

B) marepuansHbIif HOCHTEND ¢ 3a()UKCHPOBAHHOM HA HEM HH(pOPMAITHEH, KOTOPBHIA UMEET PEK-
BU3HTBHI, TTO3BOJIIONIHE €T0 WACHTH(UIUPOBATH, H TIOJICKUT XPAHEHUIO B CHITy 3HAYUMOCTH
yKa3aHHBIX HOCUTETS M MH(POPMAIMH AJIs TPaKAaH, OOIIECTBA U FOCYIapCTBa.

7. JokymeHnt ApxuBHoro (pouna Poccmiickoit @enepanmm —

A) MaTepuanbHBIA HOCHUTEND ¢ 3a()UKCHPOBAHHOW HAa HEM WH(pOPMAITHEH, KOTOPBIH HUMEET
PEKBU3HTEI, TTO3BOJIAIOIIHNE €70 HACHTU(UITUPOBATH;,

b) apxuBHBIN TOKyMEHT JOCOBETCKOTO TIEPHOA;

B) apxuBHBIN JOKYMEHT, TIPOMIEAINNHN SKCTICPTH3Y EHHOCTH JOKYMEHTOB, TTOCTABIICHHBINA HA
rOCY/AapCTBEHHBIN YUET U MOAJIEKAIIUNA TOCTOSHHOMY XPAHEHHUIO.

8. ApxuBHbIN QoHA —

A) KOJIIEKIMA apXHUBHBIX JOKYMEHTOB TI0 OTIPEACTICHHON TeME;

b) cOBOKyMHOCTB apXHUBHBIX JOKYMEHTOB, HCTOPHYECKH HITH JIOTHYECKH CBA3AHHBIX MEXKIY
c00011;

B) cOBOKyMHOCTh apXHBHBIX JOKYMEHTOB, XPAHSAIIAACS B OTACIIFHOM aPXUBHOM yUPEKICHUH.
9. BpemMeHHOE XpaHEHHE APXUBHBIX JOKYMEHTOB —

A) XpaHEHHE apXUBHBIX JOKYMEHTOB B APXHUBE OPTaHU3ALNH;

b) xpaneHre apXHUBHBIX JTOKYMEHTOB IO UX YHHYTOKEHHUS B TEUCHHE CPOKOB, YCTAHOBIIEHHBIX
HOPMAaTHUBHBIMU TPABOBBIMH AKTaMH,

B) xpanenne nokymenToB ApxusHoro ¢onna Poccuiickoit @eneparun 0e3 onpeeneHus cpo-
Ka.

10 .Onmcs nen, TOKyMEHTOB, KaK YYETHBIM JOKYMEHT apXHBa, UCTIONb3YyeTCs IS —

A) cyMMapHOTO y4eTa apXUBHBIX JOKYMEHTOB M 3aKPEIUICHUSA TOPSIKA HX CHCTEMATH3AINH,
b) moncka TOKyMEHTOB AJIs UX TATBHEHIIIETO HCITOh30BAHUS;

B) noeaMHAYHOTO W CyMMapHOTO y4€Ta apXUBHBIX JTOKYMEHTOB, 3aKPETICHHUS MOPAIKA UX CH-
CTEeMAaTH3aLNH, YIeTa H3MEHEHHUH B COCTABE U 00BEME apXUBHBIX JOKYMEHTOB.

Tema 2.3. Ucniosib3oBanue ITIBM B nesionpousBoacTse
1. YcTaHOBUTH MOCIE0BATEIPHOCTh KOMIBIOTEPHON MOATOTOBKH JOKYMEHTOB:

[TocaenoBaTeAbHOCTH | JTall MOATOTOBKH JTOKYMEHTA

PenakTHpoBaHue BBEJCHHOTO TEKCTA

CoxpaHeHHe TOATOTOBIEHHOTO AOKYMEHTA B BHIE (paiiya B maMsATH
9BM

HabGop Tekcra

dopmatuposanue (0popmieHHE) KOMITIOHEHTOB TEKCTA

Ileyatn NOATOTOBJICHHOT'O NJOKYMCHTA




2. CoOmoneHue YCTAHOBJICHHBIX B 3aKOHOJMATEIBHBIX AKTaX W HOPMATHBHO -
MeTOAMYECKHX MokymeHTax Poccuiickoit Denmeparmui TpeOOBAHUN K JOKYMEHTAM B XOJE WX
COCTABJICHUA, MOATOTOBKH, IEPENECYATKH, COTIACOBAHHUS, YIOCTOBEPEHUA — 3TO:

A) peakTHpOBaHUE TOKYMEHTOB,;

b) opopmnenre 10KkyMeHTOB;

B) neuaTh 1OKyMEHTOB.

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

4. O0s13aTeNTbHBIN MMPU3HAK HA TIOKYMEHTE, yCTAHOBIIEHHBIN 3aKOHOM — 3TO
A) uHTEpBAIT

b) pexsusut

B) monmokenne TabymsaTopa

') smOnema

5. PexBH3HT - 3TO

A) 00s13aTCITbHBIN TPH3HAK HA JOKYMEHTE, YCTAHOBIICHHBIH 3aKOHOM
b) cuctema moxymeHTarmu

B) ciy>ke6HOE MONTE

') pabGouee moie

6. PekBU3HT «BU3a 03HAKOMJICHHUS BBITIHTAT CJIETYOTITAM 00Pa30OM:
A) cexperapp /1 ©.N.0. 00.00.00

b) ropuct 1/ 00.00.00

B) cexperappr @.1.0. n/m 00.00.00

I') ¢ mpukazom o3HakomeH: i/ 00.00.00

7. COBOKYIIHOCTH PAcCIOJIO;KEHHBIX B OIPEAEICHHOM MOCIIEI0BATENbHOCTH PEKBU3UTOB,
MPHUCYIIHUX BCEM JOKYMEHTAM OTPEACTIEHHON CUCTEMBI JOKYMEHTAINH - 3TO

A) BBITIMCKA

b) popmymsap-oOpasers

B) Oomank

') noxymenT

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

1. A3

2. A4

3. A5

Pasmep:

A) 210x297 mm

b) 297x420 mm

B) 148x210 mm



9. CtanaapTHbie pa3Mephl TOJIECH:

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

b) Bepxnee - He meHee 30 mMMm; ;meBoe -He MeHee 30 MM; TpaBoe - He MeHee 10 MM;
HIPKHEE - HE MeHee 40 MM;

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

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

10. CuMBONIBI W WHAEKCH, BHOCHMBIE B JOKYMEHT B TPOLIECCE €r0 TMOATOTOBKHA H
oopmnenns — 370:

A) mepeMeHHbIE PEKBH3HUTHI;

b) npomobHBIE PEKBU3HTHI,

B) mocTosiHHBIE PEKBU3HTHI,

') yrioBeie peKBU3HTHI.

11. PexkBHU3UTHI IeIATCA HA:

A) yrioBbI€ ¥ IPOIOIHHBIE,

b) mocTosiHHBIC B IEpEMEHHBIE;

B) HopMaTHBHBIE ¥ BeIOMCTBEHHBIE;
') omHOKpaTHBIE U MHOTOKPATHBIE.

12. CUMBOJIBI M MHAEKCHI, HAHOCUMBIEC HAa THUITOBBIE 3aTOTOBKH TOKYMEHTOB (OJIAHKH W
¢dopmbI) THIIOTPAPCKUM HITH APYTHUM CITIOCOOOM — 3TO:

A) yIIIOBBIE PEKBU3HUTHL;

b) npomobHBIE PEKBU3HTHI,

B) nmocTosiHHBIE PEKBU3HTHI,

') nepeMmeHHBIE PEKBH3HUTEI.

13. TpeOoBaHHSA K COCTaBY PEKBH3UTOB JOKYMEHTOB, UX O(QOPMIIEHUIO YCTaHABIIUBA-
FOTCA:

A) A) UHCTPYKIIHEH TIO JETIOTIPOU3BOJICTBY

b) nono:xenne 00 apxusHOM (oHme PD;

B)T'OCT P 7.0.97-2016;

) TOCT 16.48.7-70;

J1) HEeT MPaBUIIFHOTO BApHAHTA OTBETA.

14. Ha3zBanue opraHuW3alviy, COCTABUBIIEH TOKYMEHT, HA3BaHUE JOKYMEHTA (HUCKIFOYE-
HHUE COCTABIIAIOT MHUChMA), 3aroJIOBOK TEKCTA, JaTa, UHIEKC, TEKCT, MOAMUCH, OTMETKA 00 HC-
MOJIHEHHMH JOKYMEHTA Y HAIIPABIIEHHUH €T0 B JEJIO — 3TO:

A) yIIIOBBIE PEKBU3HUTHI;

b) npomonbHBIE PEKBU3HTHI,

B) mocTosiHHBIE PEKBU3HTHI,

') nepeMmeHHBIE PEKBH3HUTEHI.

15. BapuaHTBI pacnioNIOKEHUSA PEKBU3HTOB:
A) yrImoBoe ¥ mpoI0JIbHOE;



B) NOCTOSIHHOE W NEPEMEHHOE;
B) HopmaTMBHOE U BEAOMCTBEHHOE;
[)ropn3oHTasbHOE W BEPTUKA/IbHOE.

6. COCTABUTENIN NMPOIPAMMDI
Mnakcvesa CeeTnaHa BnagMmMmpoBHa - OLEHT, KaHAMAAT 3KOHOMUYECKMX HayK.

CornacoBaHa:

PyKoBoguTenb
KomM6uHaTa NpodeccroHaibHON NoArOTOBKM A.®. Xononos



