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P

1.Komnerenuuu odyuawierocsi, popMmupyemMbie B pe3yjbTare

aboueii  mporpamMmoii

OCBOCHHUSA JUCIHHUIIHHEI
1.1. CocTaB KOMIIeTEHIIHIA

UCHUIIIIAHEI

«/lenonpon3BoacTBO

B

JEeSTENIbHOCTH MPEyCMOTPEHO (POPMUPOBAHUE CIETYIOIINUX KOMIIETCHIINH:

FOPUANYECKON

Wnpekc DopMyIHpOBKa
OIK-7 CIIOCOOEH y4acTBOBATh B IIOATOTOBKE IPOSKTOB IPABOBHIX aKTOB U MHBIX IOPUANYECKUX
ITOKyMEHTOB
K-9 CIIOCOOHOCTBIO NMPABMIIBHO U TOJTHO OTPakaTb PE3yNbTaThl MPO(ECCHOHATBHON NESITEILHOCTH B
FOpUIMYECKON U MHOM

1.2. IlepeyeHb MJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHUS MO JUCHUILIUHE, COOTHECEHHBIX C
IUVIAHUPYEMbIMHU pe3yJIbTATAMHU 0CBOEHHS 00pa30BaTeIbHOM NPOrpPaMMBbl

Konun
HanMMEHOBaHHUE
KOHTPOJIUPYEMO
¥ KOMIIETCHITUH

Hawnmenosanne UHAUKAaTopa
JOCTUIKCHHUA KOMIICTCHIIUA

HepequL OJICMCHTOB KOMIICTCHIIUN

TexHomorun
(opMupoBaHUL
KOMITETEHIINH

Cpenctsa u
TEXHOJIOTHH
OIICHKH

OIIK-7.
Criocoben
[y4acTBOBATH B
[TOJrOTOBKE
[POEKTOB
[PaBOBBIX aKTOB
M MHBIX

A1 3naeT nopsaoK
[pa3paboTKu HOPMAaTHBHBIX
[PaBOBBIX AKTOB U OCOOCHHOCTH
[OIrOTOBKH FOPUANHYECKHUX
ITOKYMEHTOB

IAJ1.2 YMeeT oCyLECTBIATh
[OATOTOBKY CHPaBOYHBIX H
AHAINTUYECKUX MaTepPHAIOB IS
[pa3paboTK1 HOPMAaTHBHBIX
[PaBOBBIX AKTOB M MOATOTOBKH
MHBIX FOPUANYECKHX

BHaeT: HOpAIOK pa3paboOTKHy,
l0COOEHHOCTH TOATOTOBKH U
[perucTpanu JOKyMEHTOB, KOHTPOJIS
MX MCTIONHEHHUS

TUIIa,

TUIIa,

|YMeet: ompenensiTb 0COOEHHOCTH
[MOATOTOBKY OIPEEIIEHHOI0 BUA
[MOKyMEHTa, co00pasysich C MPaBOBO
cutyanuei

IBjiageeT: HaBBIKAMU MCTIOJIb30BAHUS
IKOHKPETHBIX HOPMATHUBHBIX ITPABOBBIX
1 HOpPMATHUBHO-METOAUYECKUX aKTOB

BaHATHS JCKIIHOHHOTO
BaHATHS CEeMUHApPCKOTO

ICamocTrosiTenbHas pa60Ta

Y cTHBII onpoc
[TectupoBanue
IKoHTpOosIEHBIE
BamaHus

Bauer

FOPUANICCKUX  TOKYMCHTOB; Mpu paboTe ¢ JOKyMEHTaIHeH.
ITOKyMEHTOB INJ1.3 BrageeT HaBbIKaMU

AHANM3a U pa3paboTKH

HOPMaTHBHEIX PABOBBIX aKTOB,

A TaKXkKe MOArOTOBKH MHBIX

FOPUANYECKUX IOKYMEHTOB;
IK-9 - IM.13naeT: 6a30BbIe BHaeT: OCHOBHBIC BUIBI U BaHATHS TEKIHOHHOTO Y cTHBII onpoc
CIIOCOOHOCTBIO  [FPaMMaTHUECKUE KOHCTPYKIIMH, [Pa3sHOBUAHOCTH AOKyMeHTOB B PD;  [ruma, [TecTupoBanue
MpaBUIBHO U XapaKTepHBbIE ISl OPUANYECKUX [TOPSIIOK MOArOTOBKHU yNpaBlIeHYeCKOH3aHATUs ceMuHapckoro  [KoHTpoJbHBIE
[IOJIHO OTPaKaTh [TEKCTOB; OCHOBHYIO MOKYMEHTAINH; TPeOOBAHUS K THUIa, BamaHus
[pe3yIbTaThL mpodeccHoHaNEHYIO 0OpMIICHUIO PEKBU3UTOB CamocrosiTensHas pabora [3ager
podecCHOHANEHTEPMHHOIIOTHIO TI0 IMOKYMEHTOB; COCTaB 00s13aTENBHBIX

Ol IEATEIIEHOCTH
B IOpUANYECKON
1 MTHOU
IMTOKyMEHTaLUu!

FOpHCIPY ICHIIUH, TIPaBIIIa
oopmIIeHHS pe3yIbTaTOB U
MHOW NOKYMEHTALMHU, CBSI3aHHON
c mpodeccnoHaIbHON
IMesTeIbHOCTHIO;

INJ1.2'Y MmeeT UCII0Ib30BaTh
0a30BbIC TPaMMaTHICCKUE
KOHCTPYKIIHH, XapaKTePHBIC IS
FOPHIITYECKHX TEKCTOB;
OCHOBHYIO IPO(ECCHOHAIBHYTO
[TEPMUHOJIOTHIO T10

FOpUCIIPY ICHIMH, IPaBUIIa
oopmIIeHHS pe3yIbTaTOB U
MHOM NOKYMEHTAlLlUH, CBSI3aHHON
c mpoheccHOHATLHOI

e TebHOCTBIO;

IN/1.3B1ageer HaBBIKAMU

[PEKBH3UTOB JUIs ONPEICICHHBIX BUIOB
[TOKyMEHTOB; OCHOBHbIC IPHHIHIIEI
loprann3anuu 3pQeKTHBHOTO
[TOKyMEHTO0060pPOTa; OPSAOK
[PETHCTPALMH JOKYMEHTOB, KOHTPOJIS
X MCIIONHEHHUS

'YMeeT: 0OpMIISITE JOKYMEHTHI B
COOTBETCTBUH C TPEOOBAHHUIMHU
BaKOHOJATEIBCTBA; ONPENCTIATh
cnennuKy HOATOTOBKH
OTIPEAEIEHHOT 0 BU/Ia JOKYMEHTA,
lcooOpasysch ¢ 1eN0BOH cuTyaluei;
MCTIONB30BATh CIIPABOYHO-
MH(OpMaIMOHHBIE JOKYMEHTHI KaKk
OCHOBY /TSI IOATOTOBKU
TIPABJICHYECKOH JOKYMEHTAIHH.

IBjiageeT: HaBbIKaMHM J1€JIOBOM
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Kong u [IepeueHs 271€MEHTOB KOMITETECHIIMU TexHOIOTHH Cpenctsa u
HanMeHoBaHue | HauMeHoBaHMe MHAMKATOpa ¢dbopMupoBanHus TEXHOJIOTUHU
KOHTPOJIMPYEMO |  TOCTIKCHHS KOMIIETEHIINU KOMIICTCHIIUN OILICHKH

W KOMIIETEHIINU

[pUMEeHEHHsT 0a30BBIX
rpaMMaTHYECKUX KOHCTPYKIIHH,
XapaKTEPHBIX IS FOPUANIECKIX
[TEKCTOB; OCHOBHOI
mpodeccHoHaNbHOI
[FEPMMHOJIOTHEN 110

[MepenyuCcKy; YMEHUAMU MOATOTOBKH
OpraHU3allMOHHO-PACIIOPAIUTEIILHON
M cIIpaBOYHO-HH(OPMAIIMOHHO
ITOKyMEHTALUH U €€ UCIOIb30BaHUs B
[YTIpaBJI€HYECKOH e TeIbHOCTH;
[HAaBBIKAMH HCIOIb30BaHUS

IOpUCIpPY ICHLIUH, TPaBIJIaMU
odopmIIeHHS pe3yIbTaTOB U
MHOM NOKYMEHTAlLlUH, CBSI3aHHON
c mpoheccHOHATLHOI
IeSITEIbHOCTBIO;

[KOHKPETHBIX HOPMaTUBHBIX MPABOBBIX
1 HOPMaTHBHO-METOIMUYECKUX aKTOB
[pu paboTe ¢ JOKyMEHTaIHeH.

1.3. IlepedyeHb MJIAaHUPYEMBbIX Pe3y/JbTATOB 00y4eHHs 110 JUCHHUILINHE, (POPMHUPYEMBIX B
pe3yJbTaTe OCBOCHUS AN CIHUILIHHBI

Kon u conepxanue
KOMIETEHUUH

HHZ[I/IK&TOPLI JIOCTHKCHUS KOMTICTECHITUI

[Inanupyemble pe3yabTaTbl OCBOCHUS TUCLUIUTHHbI
10 DJIEMEHTaM KOMIIETESHIINI

OIIK-7. Cnocoben
[y9acTBOBATh B
[IOArOTOBKE
MPOEKTOB
[IPaBOBBIX aKTOB H
MHBIX

A /1.1 3HaeT mopsAAOK pa3pabOTKH HOPMATUBHBIX
[PaBOBBIX aKTOB M OCOOCHHOCTH TTOATOTOBKU
FOPHIMYECKUX JOKYMECHTOB

IMJI.2 YMeeT oCcylmecTBIsATh OATOTOBKY
CIIPABOYHBIX M AaHAJTHUTHYECKIX MaTEPUAIIOB JIJIst
pa3pabOTKH HOPMATHBHBIX MTPABOBBIX aKTOB U
[MOATOTOBKH HHBIX IOPUINYECKUX TOKYMEHTOB;

OIIK-7 31 3HaTh -nopsI0K pa3paboTky,
0COOEHHOCTH MOATOTOBKH U PETMCTPALUK
JIOKyMEHTOB, KOHTPOJISI MX MCIIOJIHCHUS

OIIK-7 Y1 YMeTs - ompesiensiTh 0COOCHHOCTH
MOJATrOTOBKH OIIPEIEIICHHOrO BU/a IOKYMEHTa,
c000pa3ysich C MPaBOBOM cUTyalUei

OIIK-7 B1 Baajaersb -HaBbIKAMH HCIIOJIb30BaHUS

FOPUANYECKUX M J.3 Bnaseer HaBbIKAaMU aHaIM3a U pa3pabOTKH KOHKPETHBIX HOPMATHBHBIX MPABOBBIX M HOPMATHBHO-

MOKYMEHTOB [HOPMATUBHBIX IIPABOBBIX AKTOB, 4 TAKXKE INOATOTOBKH| METOAMYECKUX AKTOB npu paGOTe C noxyMeHTauneﬁ.
MHBIX IOPUAMYECKUX JOKYMEHTOB

[K-9 - M /.13naeT: 6a30BbIe rPaMMaTHICCKUE IIK-9 31 3HaTh - OCHOBHBIC BUIbI U PA3HOBUIHOCTU

CIIOCOOHOCTBIO KOHCTPYKLMHU, XapaKTepHbIC IJIs FOPUIUIECKUX JIOKYMEHTOB B P®;

MPaBHIGHO U
[MOJTHO OTpaXkaTh
[PE3yIbTAThI
mpodeccuoHanbHOM,
e TETbHOCTH B
FOPUAMUYECKON 1
MHOM
MOKYMEHTAIH

TEKCTOB; OCHOBHYIO IIPO()EeCCHOHANBHYIO
TEPMUHOJIOTHIO 110 IOPUCIIPYASHIMH, IPaBUIa

o opMIIeHHS pe3yJIbTaTOB U MHON IOKYMEHTALH,
CBSI3aHHOM ¢ MPO(eCCHOHANBHOH ESITEIbHOCTHIO;
INJ1.2Y MeeT UCIOb30BaTh 0a30BbIC
rpaMMaTHYECKHE KOHCTPYKIIUH, XapaKTepHbIE IS
IOPUANIECKUX TEKCTOB; OCHOBHYIO
MpohecCHOHANBHYIO TEPMHUHOJIOTHIO 10

IOPUCTIPY ICHITHH, IPaBHIIa 0(OPMIICHUS
[pe3yIbTaTOB ¥ HHOI JOKYMEHTAIUH, CBI3aHHOM C
MpodecCHOHANIBHOI AESATEIBHOCTBIO;

M /1.3BiageeT HaBBIKAMH IPUMEHEHHS 0a30BBIX
rpaMMaTHYECKUX KOHCTPYKIIHH, XapaKTePHBIX IS
FOPUANYECKUX TEKCTOB; OCHOBHOM
MpoQecCHOHATBHON TEPMHUHOJIOTHEH 110

FOPUCTIPY ICHITNH, PAaBHIaMH 0()OPMIICHHS
[pe3yIbTaTOB U HHOM JOKYMEHTAIUH, CBI3aHHOM C
npodeccHOHANEHOI AesSTeNEHOCTRIO

IIK-9 32 3uaTthp - NOpsI0K NOATOTOBKU
yIpaBlIeHYECKOH JOKyMEHTALUH;

IIK-9 33 3nars - TpeboBanust K 0hOPMIICHUIO
PEKBU3UTOB JOKYMEHTOB, COCTaB 00s3aTeIbHBIX
PEKBU3HUTOB IS ONPEETICHHBIX BUAOB JOKYMEHTOB;
IK-9 34 3HaTh OCHOBHBIC IPUHIUIIBI OPraHU3ALNH
3 PEKTHBHOTO JJOKYMEHTO000POTA, IOPSIOK
pETUCTPALUH JOKYMEHTOB, KOHTPOJIS UX HUCIIOIHEHUSI

MK-9 Y1 Ymets - 0popMIISITE JOKYMEHTHI B
COOTBETCTBUH C TPeOOBAHUAMH 3aKOHOAATENbCTBA;
OK-9 VY2¥Ymerp - ompenemits crenupuky
MOATOTOBKH ~ OINpEENIEHHOT0 BHAA JOKYMEHTA,
coo0pa3ysch ¢ AEIOBOH CHTyaluel, HCIOIb30BaTh

Cl'[paBO‘{HO-PIH(i)OpMaHI/IOHHBIe JAOKYMCHTBI KakK
OCHOBY JJIsL oATrOTOBKH ynpaBﬂquecxoﬁ
JOKYMCHTAIlUU.

IIK-9 B1 Baagersb - HaBbIKaMU J€JI0BOM MEPENUCKH;
IIK-9 B2 Baajgerb -yMeHUAMHU OATOTOBKU
OpraHU3aIMOHHO-PACTIOPAUTEIIEHON U CIIPABOYHO-
MHPOPMAIIIOHHOHM JOKYMEHTAINH U e
WCIIOJIb30BAHUS B YNIPABICHYECKOH IEATENFHOCTH;
I1K-9 B3 Baaaers - HaBLIKAMHU MCITOJIH30BaHUS
KOHKPETHBIX HOPMATUBHBIX IPABOBBIX U
HOPMAaTHBHO-METOJMYECKUX aKTOB IIPH paboTe ¢
JIOKYMEHTaIMeH.
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2. ITacniopT OLIEHOYHBIX MaTEPHAJTOB /sl IPOBE/ICHUSI TEKYIIero KOHTPOJIS YCIIeBAeMOCTH M MIPOMEKYTOYHOMH aTTeCTAlMu

HaumenoBanune
TEMBI

Kontponupyemas
KOMIICTCHITHS

Tun xoHTpoOIISA

Bun xonTpons

HaumenoBanune
OLIEHOYHOTO CPEACTBA

[Inanupyemsble pe3yabTaTbl OCBOCHHUS
JUCHMILTUHEI 10 3IEMEHTaM KOMIETEHIUI

Tema 1. OcHOBHBIE TEpMUHBI U MTOHATUSA. CUCTEMBI IOKYMEHTAIUU

[Tema 2. IIpaBoBast OCHOBa IOPUIMYECKOTO JEIONPON3BOACTBa B PD

[Tema 3. CocTaB u oopMIIeHHE PEKBU3UTOB, 00ECICYMBAIOLINX
FOPUANYECKYIO CHITY, 3HAYMMOCTH JIOKYMEHTOB B JISJIOIIPOM3BOICTBE

Tema 4. OopmiteHHE U COCTABICHUE OPTaHU3ALMOHHO-
[PACTIOPSANTENBHBIX JOKYMEHTOB

OINK-7. Ciocoben
[y4acTBOBATh B
MOJIrOTOBKE IPOEKTOB
[PaBOBBIX aKTOB
MHBIX FOPUANYECKHUX

Tema 5. OcopmireHre 1 cocTaBiIeHHE HHPOPMAHOHHO-CIIPABOYHBIX
ITOKyMEHTOB

IMOKyMeHTOB
[MK-9 - cnocoO6HOCTHIO
MPaBIIIEHO U MTOJTHO

OTpaXkaTh pe3yIbTaThl

Tema 6. OCHOBBI KaJJpOBOTO JEJIONPOU3BOJICTBA

mpodeccnoHaIbHON
eI TeIbHOCTH B
FOpUAMYECKON U MHOH
ITOKyMeHTaIH

[Tema 7. OcHOBHbIE IPUHLUIBI OPTaHU3ALHMHN JOKyMEHTO000pOTA.
Perucrpanus, yder, XxpaHeHHE A€

IBce Tembl JUACHHILITHHBI

Texymit YOTHBIL Ycmietii onpoc TIK-9 31, [IK-9 32, TIK-9 34
IIMCbMEHHBIN TeCTHpOBaHI/Ie
Texymuit THCBMEHHBIT YeTHI onpoc OIIK-7 31, [TK-9 31, [TK-9 33, OIIK-7 V1
TectupoBanue
TeKyIJ.[PIPI IIMCbMCHHBIN YcrHbii OHp()C OHK-7 31’ HK-9 33’ HK-9 YI, OHK-7 B1
CTHBI: VYerHslit onpoc OIIK-7 31, I1K-9 32, TIK-9 33, OIIK-7 V1,
TEKy LI Y - TectupoBanue I1IK-9 V1, I1IK-9 V2, OIIK-7 B1, I1K-9 B2 IIK-
IMMCBbMCHHBIN 9 B3
. . . . Yeruslit onpoc OIIK-7 31, TIK-9 33, OIIK-7 V1, I1IK-9 V1,
TekytmH YCTHbH KOHTpOITLHbIE 31N OIIK-7 B1, TIK-9 B1, [TK-9 B2 ITK-9 B3
S— — VeTHBIi ompoc OIIK-7 31, TK-9 32, TIK-9 33, [1K-9 V1, TTK-9
ym y Kommporerbie samamst | V2, OITK-7 B1, TIK-9 B1, TIK-9 B2 [TK-9 B3
S— — VeTHBIi ompoc OITK-7 31, TIK-9 34, TIK-9 V1, [TK-9 V2,
yu y KonrposbHeie 3ananyst OIIK-7 B1
oven OIIK-7 31, TIK-9 31, TIK-9 32, [1K-9 33, TTK-
“formg . Verusiit 3auer 934, OTIK-7 V1, TIK-9 V1, TIK-9 V2, OITK-7

B1, IIK-9 B2, T1IK-9 B3
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3. OueHouyHbIEe CpeaCcTBA JJIM MPOBeIeHNs] TEKYIIero KOHTPOJIA ¢ ONUCAHMEM NOKa3aTeJiei,
KPHUTEpPHeEB U MIKAJIbI OLlCHUBAHNUS

K OLCHOYHBIM CPCACTBAM TCKYLICTO KOHTPOJIA OTHOCATCS:

- YCTHBIN 0mpoc;
- TECTUPOBAHUE;

- BBIIIOJTHCHHUEC KOHTPOJIBHBIX SaHaHI/II\/'I.

Kputepuu onenuBanus:
- IIOJIHOTA OTBCTOB,
- CTeNeHb 0OCO3HAHHOCTH, TOHUMAaHUS U3YYEHHOTO;

- SI3BIKOBOC O(bOpMHeHHe OTBCTA — UCTKOCTH U MPABUIIBHOCTH PCUU;

- CTENEHb CaMOCTOITEILHOCTH BEIITOIHEHHUS IEHCTBHA;
- OCO3HAHHOCTBH BBIITOJIHCHU A I[eﬁCTBHH;
- BBHINIOJIHCHHE JACHCTBUU B HE3HAKOMOU CHUTYyaIluu (BBITTOJTHEHUE 3aIaHW TBOPUYECKOTO

YPOBH3);

- Kp€aTUBHOCTb, KOMMYHUKATUBHOCTb, KOMIICTCHTHOCTD.

YpoBeHb OCBOEHHUS KOMIIETEHIIMI ONpeaeNseTcsi B 3aBUCUMOCTH OT KpUTEpHUs
OIICHUBAHMSI PE3YJIbTATOB OOYUYCHUS U IEMOHCTPUPYET YCIEIIHOCTh OCBOCHHS KOMITETCHITUH.

YpoBHU CPOPMUPOBAHHOCTH KOMIIETEHIUM

N N N Henonyctumsrit
IToBbIIIEHHBIN YPOBEHB bazoBelit ypoBeHb IToporoseiit ypoBeHb
YPOBEHB

Komnerenmnus Komnerenmnus Komnerenmus Komnerenmus He
chopmupoBaHa. chopmupoBaHa. chopmupoBana. chopmupoBaHa.
Hemonctpupyertcst Hemonctpupyertcst JemoHctpupyercst YpoBeHb
BBICOKHUI YPOBEHB | JOCTATOYHBIN YPOBEHb | HEJJOCTATOUHBIM YPOBEHb | CAMOCTOATEIBHOCTH
CaMOCTOSITEIbHOCTH, CaMOCTOSITEIbHOCTH CaMOCTOSATEIIEHOCTH MPaKTUYECKOTO HABBIKA
BBICOKAs  QJalTHBHOCTH | YCTOWYHBOTO MIPaKTUYECKOI0 HABBIKA. HE IEMOHCTPUPYETCSL.
MPAaKTUYECKOTO HABBIKA. MPAaKTUYECKOTO HABBIKA.

[IIxana orieHMBaHUS U ONMCAHUE MMOKA3aTEIEN OLIEHUBAHUS AJIf TECTOBLIX 3aJaHUH C

OTIpeNieIeHueM YPOBHEH C(HOPMUPOBAHHOCTH

BanpHas mikana
OLICHUBAHHUS

Omnwrcanne moka3aTeyei OIeHUBaHUS

YpoBeHb
c(hOpMHPOBAHHOCTH
KOMIICTCHIIHU

«OTJIUYHO»

OTBET IOKA3bIBAET INTyOOKOE M CHCTEMAaTHUECKOE 3HAaHHME BCETO INPOTrPaMMHOIO
MaTepHuana U CTPyKTypbl KOHKPETHOTO BOMPOCa. A TakKe OCHOBHOTO COAEPKAHUS U
HOBaIlMi JIEKIIMOHHOTO Kypca II0 CpPaBHEHHIO C Y4eOHOH mauTepaTypoi.
OOywaromuiicss ~ JeMOHCTPHpYET  OTYETIIMBOE W CBOOOJHOE  BIIAJICHUE
KOHIICNTYaJIbHO-MIOHATUIHBIM ~ alapaToM, HAy4YHbIM $3BIKOM HUTEPMHHOJOIHEH
COOTBETCTBYIONIEH HaydHOU oOsacTH. 3HAaHHUE OCHOBHOH JINTEPATyphl U 3HAKOMCTBO
C JIONOJHUTEIBHO PEKOMEHJIOBAHHOU nuTepaTypoil. Jlormuecku KOppekTHoe Hu
yOeIUTENIbHOE H3JI0KEHUE OTBETOB.

[ToBbIIEHHBIM

«XOPOILO»

3HaHUE Y3JOBBIX MPOOJIEM NPOrpaMMbl U OCHOBHOTO COJAEPKaHHUs JEKIMOHHOTO
Kypca; yMEHHe MOJIb30BaThCsl KOHIENTYaIbHO-TIOHATUIHBIM aNnapaToM B Mpolecce
aHaM3a OCHOBHBIX IPOOJIEM B paMKaxX JaHHOW TEMBI; 3HAHHE BaOXHEHIINX padoT H3
CIMCKa PEKOMEHJIOBAaHHOM IHMTEpaTypsl. B 1enoM 1orudecku KOppeKTHOE, HO HE
BCErJa TOYHOE U apryMEHTHPOBAHHOE U3JI0’KEHHUE OTBETA.

0a30BbIit

«YyHOBJIETBOPUTEC
JIBHO»

3HAHHE OCHOBHBIX U B@XHEHIIMX pa3lenoB IPOrpaMMbl, (parMeHTapHEILE,
TIOBEPXHOCTHBIE 3HAHUS MAaTEpPUANIOB IPOTPAMMBI M COAEPMKKAHMSA JIEKIMOHHOTO
Kypca; 3aTpyAHEHHs C UCIOJb30BAaHHEM HAYYHO-TIOHATHHHOTO ammapara |
TEPMHMHOJIOTHH Y4eOHOH TUCIMILUIHHBI;, HEMOIHOE 3HAKOMCTBO C PEKOMEHJIOBAaHHOM
JUTEPaTypoil; YacTUYHBIE 3aTPYAHEHHs C BBIIOJHEHHUEM IIPEAyCMOTPEHHBIX

IToporossrii
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HpOrpaMMOﬁ 3aﬂaHHﬁ; CTPEMIJICHUE JIOTUYCCKU OHNPEACIICHHO W IMOCJIIEA0BATCIIbHO
H3JI0KHUTh OTBET.

«HEYOBIETBOPU
TENTBHO»

He3HaHHue, 1100 OTPHIBOYHOE NPEICTABICHUE O JaHHOM MpobieMe B paMKax y4eOHO-
HPOrpaMMHOIO MaTepHalla; HEYMEHHME MCIIONb30BaTh IOHATHHHBIN anmapar;
OTCYTCTBHE JIOTHYECKOH CBS3H B OTBETE.

HE0IYCTUMBIH
(KoMMeTeHIHs He
OCBOCHA)

[[Tkaya oieHMBaHMUS U ONMCAHKUE TTOKA3aTEIEH OLICHUBAHKS AJIsl YCTHOI'O OIPOCA C

OTIpeNieIeHueM YpOBHEH C(hOPMUPOBAHHOCTH

banpuas mkana OmnmcaHne nokasareieii OIcHUBaHUS YpoBeHb
OLICHUBAHHUS c(OPMHPOBAHHOCT
1 KOMIICTCHIINH
- OTBEThl Ha TIIOCTaBJICHHbIE IIPENOJABaTEIEM BOIPOCHI H3JAraloTcs JIOTHYHO,
MOCIIEA0BATEIbHO U HE TPEOYIOT NOMOIHUTEIBHBIX OSCHEHUI;
- TIOJIHOCTBIO PACKPBIBAETCS CYyTh MOCTABJICHHOI'O BOIIPOCA; AEIAIOTCSI 0OOCHOBAHHBIE
«OTIUIHON BBIBOJIBL, TToBEIICHHEI
- JIEMOHCTPHPYIOTCS TJIyOOKHE 3HAaHUS M CBOOOJHOE BIAJICHHC TEOPETHICCKUM
MarepHuaIoM;
- MaTepuajl U3JIaraeTcsi IPaMOTHBIM SI3bIKOM, TOYHO MCIIOJIb3YETCSl TEPMHUHOJIOTUS
- OTBEThl Ha IIOCTAaBJECHHBIE BONPOCHI H3JIATAlOTCS CHUCTEMATU3UPOBAHO U
IOCJIeI0BATEIbHO;
- y4eOHbI MaTepuan U3jiaraeTcs yBEpeHHO, HO HE B MOJHOM 0OBbEeMe PacKpPhIBAIOTCS
MPUYHUHHO-CIIEJICTBEHHBIE CBS3H;
- JIEMOHCTPUPYETCS YMEHHE aHAJM3UPOBaTh MaTepuai, 0JIHAKO HE BCE BBIBOIBI HOCST .
«Xoporio» apryMeHTUPOBaHHBIN U OKa3aTeIbHBIN XapaKkTep; Gasoxiii
- JIONMYyCKAaeT HETOYHOCTH IPH OCBEIIEHWH OCHOBHOI'O COJEp)KaHHs OTBeTa, HO
ucTpaBisieT ux 0e3 HaBOASAIIMX BOTIPOCOB MPEIOAaBaTENS;
- Ha BOIPOCHI JaeT TOYHbIE U 0OOCHOBAHHBIC OTBETHI C HEOOIBIIUMH HOMPABKAMH
IpenoaaBaTess
- IOITyCKAIOTCS HapyLIeHUs B OTBETAaX HA BOIPOCHI IPENoaBaTes;
- HE TIOJIHOCTBIO PACKPBIBAIOTCS IPHYMHHO-CIICICTBEHHBIC CBA3H;
«YJOBJIETBOPUT | - IEMOHCTPUPYIOTCS MOBEPXHOCTHBIE 3HAHUS MPOMIEHHOI0 Marepuasa; UCIBIThIBAET Toporossii
€IILHO» 3aTpyIHEHUsI C BHIBOJAMH;
- TpU HEJOCTATOYHOM 3HAHMU TEOPETHMYECKOTO0 MaTrepuana JeMOHCTpUpYEeTCs
c(OPMHPOBAHHOCTh MPAKTUYECCKUX HABBIKOB M YMEHHIA
- OTBEYAET HEIMOCIICOBATEIBHO U COMBUHBO;
- NP U3JI0KEHUM MPOWIAEHHOr0 MaTepuaja HeT JOTMYEeCKOW CHCTeMaTH3alud U He
PacKpbIBAOTCS IPUUYUHHO-CIIECTBEHHBIE CBA3H; .
«HEYIIOBJIETBOP | - HE MOXET CIeNaTh BBIBOJBI 10 U3YUEHHOMY MaTepHay; HELOTY CTHMBIH
HUTCIBHOY - JIEMOHCTPHUPYET MOJHOEC HE3HAHHE TEOPETUYECKOr0 MaTepuala; JOIyCKaeT Tpyobie (xoMneTeHIMs He
OIMOKHU B OTPENIEIICHASX U TEPMUHAX; 0cBOCHa)
- JIOIycKaeT rpyOble OMMOKH NPU OTBETaX Ha MOCTABJICHHBIC BOTPOCHI UM BOBCE HE
OTBEYACT Ha HUX

[IIxana oneHUBaHUS M OMMCAHUE MMOKA3aTeNel OIIEHUBAHU AJI KOHTPOJIbHBIX 3aIaHUM, C

oTpeieIeHueM YpOBHEH c(hOPMUPOBAHHOCTH

banbnHas mkana Ornucanue mokasaresei oleHuBaHUS YpoBeHb
OLICHUBAHMS c(hOpMUPOBAHHOCTH
KOMIIETSHIINH
COTJIMYHO» - 3aJaHue BBIIOJHEHO NPAaBWIBHO M B IOJHOM o00BeMe, coriacHO | [TOBBIIICHHBIN
MPEABABIAEMBIM TPEOOBAHUAM;
- CACJIaHbl apTYMEHTUPOBAHHBIC BBIBOABI;
- TPOSABIECH TBOPUYECKMH MOAXOA M JAEMOHCTpaLUs pPAalHOHAIBHBIX CIIOCOO0B
KOHKPETHOH MOCTaBIEHHOM 3a/1a4H;
- CaMOCTOATCIIbHO H IIOCICAOBATCIbHO OaCT OTBCThI Ha OOIIOJIHHUTCIBHBIC
BOIIPOCHL.
«XOpOouIo» - 3aJaHWC BBHIIOJHCHO NPAaBWIFHO H B TIOJHOM 00BEME, COMJIACHO | Ga30BBINA
MPEABABIAEMBIM TPEOOBAHUAM;
- caenaHbl cabo apryMEeHTHPOBaHHBIE BHIBOJBI;
- [IOKa3aHbl 3HaHUA B IIpEAeIax H3y‘IaCMOI>'I JUCIUMITIIMHBI,
- JIONYIIEHBI HEAOYETHI.
((y[[OBﬂeTBopI/[T - 3aJaHUC BBIIIOJJHCHO HC B IIOJTHOM 06’I>CMC, COrjlaCHO NOPpEaABbABISICMBIM HOpOI‘OBL}ﬁ
TpeOOBAHHSM;
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€JIbHO» - clleJIaHbl He JIOCTaTOYHO apIyMEHTHPOBAaHHbBIE U ITOJIHBIE BBIBOJIBL;
- HapyIICHA JIOTUKA BHIITOJHEHUS 3aJaHUs;

- IOKa3aHbl He JOCTATOYHbIC 3HAHUS U3y4aeMOW AUCIUIUINHBI

- IONYUICHBI €AMHUYHBIC CYIICCTBEHHBIC OLITHOKH.

«HEYOBIIETBOP | - 3a[jaHHE HE BEHIIOIHEHO; HEJONyCTUMBIN

UTEIBHO» - BBIIOIIHCHO HE BEPHO, (KoMmeTeHIns HEe
- JOIIYIICHHBIC HEIIOCPCACTBCHHBIC OIIHOKH C HeHOCpeHCTBeHHOﬁ IIOMOLIBIO OCBOCHa)
npenogaBaTeyis.

Conep:xaHue OLEHOYHBIX CPEICTB ISl TEKYIIEro KOHTPOJIS YCIeBaeMOCTH
IlepeyeHb BONPOCOB /IJIsl YCTHOI'O ONpoca

[TonsiTve «1€I0MPOU3BOJICTBOY.
[TonsaTus «ropuauyecKas Cuiay, KIOPUINYECKas 3HAUMMOCTb IOKYMEHTa»
[ToHsiTHE «IOKYMEHT» U «IOPUIUYECKUNA «TOKYMEHT).

4. TloHATHS «IOKYMEHTAllMOHHOE OOECIeUCHHE YMPaBICHUS» M «HH(POPMAIMOHHOE
o0ecrnieueHre yrnpaBICHUs»

5. Cucremsl JOKyMEHTALUH.

6. Pa3BuTHe TEpMHHOJIOTMYECKOTO arapara IeI0npoOru3BOICTRA.

7. 3HadeHue ['ocyapCTBEHHBIX CTaHIAPTOB AJIS FOPUAUYECKOTO JI€TIOPOU3BOJICTBA.

8. Crangaptuzanus HMCO wu cucremMa MEHEIKMEHTA KauyeCTBa B IOPHANYECKOM
JIEJIONPOU3BO/ICTBE.

9. BenoMcTBeHHBIE HOPMAaTUBHBIE aKTHI B IOPUIUYECKOM JIEIOMPOU3BOJICTBE.

10. TIpobGnembl TOKATBLHOTO PEriiaMEHTUPOBAHUS IOPUIUYECKOTO JIeTOIPOU3BOICTBA.

11. 3nauenne 3akoHa «0O06 apxuBHOM Jeine B PD» mia  rOpUAMYIECKOTO
JIEJIONPOU3BO/ICTBA.

12. 3apyOexHBIN ONBIT MPABOBOK 00ECTICUEHHOCTH IOPUINIECKOTO JACIIONMPOU3BOICTRA.

13. IlpaBoBas periaMeHTaIus JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

14. KosnnuyecTBEHHBIN U KaUECTBEHHBIN COCTaB PEKBU3UTOB IOKYMEHTOB.

15. TpebGoBanus kK 0OPMIICHHUIO PEKBU3UTOB IMPOTOKOJIA.

16. I'pynmbl  pekBU3UTOB,  HEOOXoAaumble  uid  S(PQPEKTUBHOH  OpraHu3aluu
JIOKyMEHTO000pOTA.

17. PekBU3UTBI Kak CpEACTBO OOECIEUEHHUs IOPHIMYECKON CHUJIBl M IOPUAMYECKON
3HAYUMOCTUJOKYMEHTA.

18. BaXHOCTh PEKBU3UTOB JIJISl CO3/IaHUS SAMHOTO HHGOPMAITMOHHOTO IIPOCTPAHCTBA.

19. OdopmieHue 6J1aHKOB OPraHU3AINH.

20. IToHATHe NpaBOBBIX JOKYMEHTOB.

21. XapakTtepucTHKa HOPMAaTHUBHBIX MPABOBBIX aKTOB OPraHOB rOCYJapCTBEHHOMN BJIACTH
UMYHHIIUIIATHHBIX MPABOBBIX AKTOB.

22. PacniopsauTtenibHbIe TOKYMEHTBI: IOCTAaHOBJIECHHE, MMPUKA3, PACTIOPSIKEHUE, PEIICHUE
— TOpsAAOK 0(OPMIICHHS U BBEJICHUS B JICHCTBHE.

23. Buasl oOparnieHuii rpakaaH.

24. TpebGoBaHus k 0(hOPMIICHHUIO U MMOaue 0OpaIleHui TpaxkiaH.

25. Topsiaok moaroToBku, opopMIICHUSI OTBETOB Ha OOpAICHHS TPaXkKIaH.

26. CocraBnenue u opopmiIeHHE CITy>KEOHBIX MTHCEM.

27. OdopmneHus akra.

28. OdopmieHns: IPOTOKOJIOB.

29. Buapl 3asBneHuit, nx ohopmiieHuE.

30. OdopmieHHs MPOTOKOJIOB.

31. O6paboTka BXOAAIINX U UCXOASIINX JOKYMEHTOB.

32. ®opmupoBaHue U 0QOpPMIICHHE JEI.

wo =
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33. XpaHeHue, nepeaaya U yHUUTOKEHUE JIETT.

34. IloaroToBka JOKyYMEHTOB K II€pEAYE B APXUB.

35. JlokanbHas perjJaMeHTaIus JOKyMEHTO000poTa.

36. TexHuueckue CpeCTBa YIPABICHHUS B OPraHU3alluK JOKYMEHTO000pOTa.
37. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

38. Ilopsmok MpOXOKAEHUS BXOAAIIUX U UCXOISAIINX TOKYMEHTOB

IlepeyeHb KOHTPOJILHBIX 3aJaHU I

3apanmne 1. CoctaButh MHPOPMALMOHHOE MUCHMO. [lJIT MOATOTOBKM MHUChbMa BHIOPATh
OpTaHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI'PH, OKIIO, MHH/KTIIT

3apanme 2.CocTtaBUTh MNHUCBMO-TIpOochOy. JImsi TOATOTOBKM THChMa  BBIOpaTh
OpraHu3aIIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MTHH/KIIIT

3aganmne 3.CocTaBUTh NMUCHMO-TIpeAynpexaeHue. il MOArOTOBKM MHCbMa BHIOpaTh
OpraHU3aIMIo, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KTIIT

3ananue 4.CocTtaBUTh NUCHBMO-TIpHUTamieHue. [T MOATOTOBKM THChMa BBIOpaTh
OpraHu3aIuIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganue 5.CocTaBUTh pekiiaMHOE MHCHbMO. JlJis TOATOTOBKM THCHhMa BBIOPATH
OpraHU3aINI0, OMPEEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KTIIT

3apnanue 6.CocTaBuUTh MHCHMO-TIOATBEpKACHHE. 711 TOATOTOBKM THChMa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (popMy, ropuandeckuii aapec, PO
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganue 7.CocTaBUTh NHCHMO-HAMOMUHAHUE. [l TOArOTOBKM THChMa BBHIOPATH
OpraHU3aINI0, OMPEIEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KITIII.

3ananue 8.CocTaBUTh NHUCHBMO-TIPETEH3WIO. J[7s TOATOTOBKM TIHMChMa BBIOpaTh
OpraHu3aluIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganme 9. CocraBUTh NIpUKa3 O MpHeMe Ha paboTy cOTpyaHHKA.J[1s MOAroTOBKU
npHuKa3a BBIOpAaTh OpraHU3alllio, OIpPEAETUTh €€ OpraHU3alMOHHO-NPAaBOBYIO (opmy,
opuauyeckuid  aapec, OUO pykoBoguTens, KIIOYEBBIE JOKHOCTH U MOApA3EICHUs
OpraHu3alu.

3apanmne 10.CocraButh nprka3 o0 yBOJBHEHMH COTPYIHHUKA.J[JIs1 MOATOTOBKM MpHUKa3a
BbIOpaTh OpraHM3allIo, ONPENEIUTh €€ OPraHU3aIlMOHHO-TIPaBOBYIO (GOpMY, IOPUAMYECKUN
aapec, ®UO pykoBoaAUTENS, KIIFOUEBBIE JOJKHOCTH U MOJIpa3IeieHUs] OpraHU3alliH.

3ananme 11.CocTaBUTh NMpUKa3 0 NTPEMUPOBAHUHU COTPYAHUKA.J[JISI MOATOTOBKH MpPUKa3a
BBIOpaTh OPTraHU3AIMI0, ONPEICIUTH €€ OPraHU3aIMOHHO-TIPABOBYIO (GoOpMy, IOPUAMYECKUN
anpec, @O pyKOBOAMUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3aganme 12.CocTaBuTh NpUKa3 O B3bICKAaHMM.J[JII TOATOTOBKM TpHKa3a BbIOpaTh
OpraHU3aIIo, OMPEIEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOAUTES, KIIFOUEBBIE TOJDKHOCTHU U TOJIpa3/IeJICHUs] OpraHu3aliu.

3ananme 13.CocTaBUTh NpPUKA3 O KOMAHJIMPOBAHMM COTPYIHHUKA.J[JIsi TOATOTOBKHU
npuKa3a BBIOpAaTh OpraHU3alUi0, OINPEACTUTh €€ OpPraHU3alMOHHO-TPAaBOBYIO (opmy,
opuandeckuii  aapec, DPUO pykoBoauTENs, KIIOYEBBIE JIOHKHOCTH U TOAPA3ICICHUS
OpraHu3aIiu.
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3ananue 14.CocraButh mpukaz o0 ormycke. /sl MOATOTOBKHM TpUKa3a BBIOpaTh
OpraHu3aIIo, ONPEACTUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, opuandeckuii aapec, @O
PYKOBOJUTEIIA, KIIFOYEBBIE JODKHOCTH M ITOAPA3EICHNAs OpraHU3aluu.

3apanmne 15.CocraBuTh akT peBuU3uU. /[ MOATOTOBKM aKkTa BBIOpATh OpraHHU3aIMIO,
OTIPENICTTUTh €€ OpraHU3aIMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO pykoBoguTes,
KJIOUEBBIE JOJDKHOCTH U NTOAPA3IEICHHS OpraHU3al1u.

3apnanue 16.CoctaBuTh akT cnucaHus. J|Jisi MOATOTOBKM akTa BRIOpATh OpraHU3AIHIO,
OTIPENIeNIUTh €€ OPraHMU3aLMOHHO-TIPaBOBYIO (opMy, opuandeckuii aapec, PO pykoBoauTens,
KIIIOYEBBIE JOJDKHOCTH U ITOAPA3IEICHHs OPraHU3aliu.

3aganmne 17.CoctaBuTh aKT mepenayd mMarepuaioB M oOopynoBaHus. [[is MOArOTOBKU
aKTa BbIOpaTh OPraHU3alMIO, OIPEAEIUTh €€ OPraHU3alIOHHO-IIPABOBYIO (hOpMY, IOPUANYECKUN
aapec, @O pykoBoauTeNs, KIOYEBbIE JOKHOCTH U MTOAPA3AEICHUS OpraHU3aliHy.

3ananue 18.CoctaButh akT ciauu paboT. JJis MOATOTOBKHU aKTa BHIOpPATh OpraHU3aIlHIo,
OTIPENIeNIUTh €€ OPraHMU3aLMOHHO-TIPABOBYIO (opMy, ropuandeckuii agpec, PO pykoBoauTens,
KJIIOYEBBIE JOJDKHOCTH U NTOAPA3IEICHHs OPraHU3aliu.

3aganme 19. CocraBuTh aKT YHUYTOXKEHHUsS. [l TOATOTOBKM aKkTa BBIOPATh
OpraHU3aII0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
PYKOBOJUTEIS, KIIFOYEBBIE JOLDKHOCTH U MTOAPA3IEIEHNS OpraHU3aluy.

3apanue 20.CocTaBUTh CIPaBKy O MecTe pabOThI. /[ MOATOTOBKM JOKYMEHTa BHIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOJUTEIIA, KIIFOYEBBIE JOJDKHOCTH U MTOAPA3IEICHNAS OpraHU3aluy.

3aganmne 21.CocTaBUTh MOKIATHYIO 3amucKy./[ns MOAroToBKM IOKyMeHTa BbIOpaTh
OpraHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOJUTEIS, KIIFOYEBBIE JOHDKHOCTH U NTOAPA3IEIEHNs OpraHU3aluy.

3apnanue 22.CocTaBuUTh CIyKeOHYIO 3amucky./[ns MOATOTOBKM MOKYMEHTa BBIOpaTh
OpraHu3aIuIo, ONPEACTIUTh €€ OpPraHu3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOJUTEIIA, KIIFOYEBBIE JOJDKHOCTH U ITOAPA3EICHNAS OpraHU3aluy.

3apanmne 23.CocTaBUTh 3asBIEHHE O NpHeMe Ha padory./[ns MoAroToBKM AOKyMeHTa
BbIOpAaTh OpraHU3alMIo, ONPEAEIUTh €€ OpPraHU3alMOHHO-NIPaBOBYI (OpPMY, HOPUAMUYECKHM
aapec, @O pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOAPA3AEIICHNs OpraHU3aliH.

3ananue 24.CocTtaBuTh 3asBiIcHHUE 00 YBOJIBHEHHUU IO COOCTBEHHOMY >KeiaHuto.[[ms
MOJATOTOBKM JOKYMEHTa BBIOpaTh OpPraHM3AllMIO, ONPECNIUTh €€ OpPraHU3alOHHO-TPABOBYIO
dbopmy, ropunudeckuii agpec, DO pykoBoauTesns, KIOUEBBIE JOMKHOCTH M TOJpa3IeiICHUs
OpraHH3aI1H.

3ananme 25. CocTaBUTh NPUKA3 O CO3JAHUM HKCIEPTHONM KOMHUCCHUU JJI TPOBEICHUS
AKCIEPTU3BI HEHHOCTU JOKYMEHTOB OpraHU3alluu.

Jlis MOArOTOBKM IpHKa3a BbIOpaTh OPraHU3aLMI0, ONPENEIUTh €€ OpPraHU3aLUOHHO-
npaBoBylo (opmy, topunuueckuir anpec, @O pykoBoauTeNns, KIIOYEBbIE IODKHOCTH H
NOpa3CIICHUs] OPraHU3aLNH.

3aganme 26.CoctaBuTh NHUCHMO-HM3BelleHHE. [l TOATOTOBKM NHUCbMa BbIOpaTh
OpraHU3aIIo, OMPEEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI'PH, OKIIO, MHH/KITIII.

3apanue 27.CocTaBUTh COMPOBOIUTEILHOE MUCHMO. JIJIT MOATOTOBKM MHUChMa BBIOpATh
OpraHu3aIIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganue 28.3aperucTpupoBarh B KypHalle UM Ha KOMIBIOTEPE HECKOJIBKO Pa3IMYHbIX
IIPUKA30B.

3aganue 29.3aperucTpupoBarh B KypHaJle WU Ha KOMIBIOTEPE HECKOJIBKO Pa3IMYHbIX
IIUCEM.
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3ananme 30. [ToAroToBHTE JUCT COIIACOBAaHUS TpuUKaza. (g MOATOTOBKM JOKYMEHTa
BBIOpaTh OPTraHU3AIMIO, ONPEICIUTH €€ OPraHU3AIMOHHO-TIPABOBYIO (GOpMYy, FOPUAMUYECKUN
anpec, @O pyKOBOAMTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3apmanme 31.CocrtaBuTh mnpoTokos 3acemanuss (CoBera JIUPEKTOPOB aKIMOHEPHOTO
obmectBa. J[1s MOATOTOBKHM MPOTOKOJIA BBIOPATh OPTaHHU3AIIMIO, ONPEIACIUTh €€ IOPUINICCKUNA
aapec, ®UO pykoBoAUTENS, KIIFOUEBBIE JOJKHOCTH U MOJIpa3IeieHUs] OpraHU3alliH.

TecToBBIC 3a1aHUA

1. lokymeHT — 3T0:

A) ITuceMeHHOE CBHIETENLCTBO, JOKA3aTEIbCTBO;

b) CocraBneHHblli B MOpAIKE, MPELYCMOTPEHHOM 3aKOHOM, akKT, YJIOCTOBEPSIOIIMMA
opuaudeckuid GpakT (poXKaeHue, BCTYIUICHHE B OpaK) WU MPEACTABIISIFONTNHN MTPaBoO Ha YTO-THO0
(IMIUIOM, 3aBEIIaHKE);

B) 3adukcupoBanHas Ha MaTepHalbHOM HOCHTENEe HHPOpMAIUS C PEKBU3UTAMHU,
MO3BOJIIOIINMU €€ HICHTU(DUITUPOBATS.

2. le1onpou3BoOACTBO — 3TO:

A) Ortpacnp nesSTeNnbHOCTH, O00eCleunBaroiasi JOKYMEHTUPOBAHHE W OPTraHU3aIUIO
paboThl ¢ OPUITHATBEHBIME TOKYMEHTAMH;

b) Benenue KkaHIENAPCKUX J€N, COBOKYIHOCTh pa0OT MO JOKYMEHTHPOBAHUIO
NEeSATENIbHOCTH YUPEXKICHUS U TI0 OpraHU3aliK IOKyMEHTOB B HEM;

B) CoBokynHOCT, paboOT MO JOKYMEHTHPOBAHHUIO YIPABICHYECKOW JESITENbHOCTH
YUpEXKJIEHUH U 110 OpraHu3aiuy paboThl ¢ JOKYMEHTaMH B 3TUX YUPEKICHUSAX.

3. JaToii npuka3oB, nuceM, GakcoB, CIPABOK, SIBJISIETCH:

A) Jlata coObITHSI, KOTOPOE B HEM 3a()UKCUPOBAHO;

b) Jlata moanucanus.

4. Eciii cipaBKa HOCUT (PUHAHCOBBIN XapaKTep, TO MOANUCHIBAIOT ee:

A) PykoBoauTens;

b) PykoBonurens u Oyxranrep;

B) byxranrep.

5. Pe30/1101u10 HA CIyKeOHOM MUCbMe MOKHO NMUCATH:

A) Ilo Tekcry;

b) Ha oTnensHOM nucTe Oymaru;

B) Ha cB0O01HOM OT TEKCTE MecTe.

6. Kakoe ciry:ke0HOe MMCHbMO HMeeT 0TMETKY 0 HAJIMYMH NPUIT0KEHUSA:

A) 3ampoc;

b) Undopmannonnoe;

B) ConpoBoautensHoe;

I') Bce ciyxebHbBIC THCHMA.

7. KT0 noanuceiBaeT NpoToKoa?

A) PykoBoauTenb opraHu3aiuy,

b) Ilpencenarens cobpanus;

B) [Ipencenarens u cekperapb coopaHus.

8. JIokyMeHTBI 110 JTUYHOMY COCTABY XPAHATCS:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [TocTostHHO.

9. bilaHK T0KyMEHTa — 3TO:
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A) CtangapTHBIH JUCT OyMaru ¢ BOCIIPOM3BEICHHON HAa HEM MOCTOSTHHOW MHMOpMaImei
JIOKYMEHTa U MECTOM, OTBEICHHOM JJIsl IEPEMEHHOI;

b) bensrii nmuct OymMaru ¢ 4acTUYHO HameYaTaHHBIM TEKCTOM M MPOOEIaMH, KOTOPHIE
3aIOJIHAIOTCS AKTyaJIbHOW MH(pOpManuel (Hanpumep, aHKETHBINA OJIaHK);

B) JIuct 6ymaru ¢ HareyaTaHHBIM Ha3BaHUEM YUPEKICHUS, MPEINPUSITHSI, OpraHu3aliu
WIHM C YaCTUYHO HAMEYaTaHHBIM TEKCTOM, MPEAHA3HAYCHHBIM ISl COCTABIICHUS IOKYMEHTOB TIO
ompeneaeHHoi Gpopme;

I') HaGop pekBU3HUTOB, WACHTUPHUIMPYIOUIMX aBTOpa O(UIMAIBHOTO MHCHbMEHHOTO
JIOKYMEHTA.

10. HomeHK1aTypBI A€]1 COCTABJISIIOT B BUJE:

A) Tabmutpr;

b) Tekcra;

B) Tekcra u mudp.

11. Kakue pacnopsianTe/bHble JOKYMEHThI H3aI0TCS HA OCHOBE €IMHOHAYAJINS:

A) Yka3sr,

b) Yka3zanus;

B) [Ipuka3ssr;

I') Pemienus;

J1) TloctanoBneHUsI.

12. ABTOpPOM ¢J1y’Ke0HOI0 MUCbMA SIBJISIETCS:

A) Opranmzanus, pupMa, OT UMEHH KOTOPOH MOCHUTIAETCS MTUCHMO;

b) lomxHOCTHOE JIN1I0, KOTOPOE MOAMUCHIBAET TUCHMO;

B) UcnonauTenb, KOTOPBIA TOTOBUT TEKCT MUCHMA;

I') ®dusnyeckoe WK IOPUIAYECKOE JIUIIO0, CO3ABIIEE JOKYMEHT.

13.Ecam pacnopsiguTe/ibHAsi 4YaCTh TEKCTA HAYHUHAETCH CJIOBAMH “0053bIBa0”, TO
ITO:

A) mpukaz

b) 3asBnenue

B) pacnopspxenue

I') ykazanue

14. AabO6om GopM JOKYMEHTOB OPraHU3aIUU — ITO:

A) COOpHHUK 3TaJOHHBIX YHHU(PUIIMPOBAHHBIX (OPM JTOKYMEHTOB, MPUMEHSEMBIX IS
JIOKYMEHTHUPOBAHUSI JEATEIIbHOCTH OpraHUu3aluu;

b) C6opHuK Bcex BUJOB JJOKYMEHTOB;

B) C6opauk ¢popM 10KyMEHTOB, pa3pabOTaHHBIX B JAHHON OpraHU3aIuH.

15. FOpuan4eckyo cuj1y J0KyMEHTa COCTABJISICT:

A) CBOiCTBO O(QUIMATBHOTO JOKyMEHTAa, COO0IMaeMoe eMy JICHCTBYIOIIUM
3aKOHOJATENLCTBOM, KOMIIETCHIIMEH HW3/aBIIEr0 €ro OpraHa W YCTaHOBIEHHBIM TOPSIAKOM
odopmIIeHNS;

b) [lognucanHbIi FOPUCTOM TOKYMEHT;

B) IMoanucanHublit BceMU pyKOBOJIUTEISIMUA TOKYMEHT.

16. PekBH3UT 1OKYMEHTa — 3TO:

A) O06s3aTenbHbIN AMeMeHT opopMiIeHUST OPUITHATHFHOTO JOKYMEHTA,

b) Ero otnenbHbIN 2JIEMEHT;

B) Yacts ciryxebHOTO MUchMa;

I') ®upmeHHbIii O1aHK.

17. [lesioBbIe MUCbMA 00BIYHO 3aKAHYUBAIOT (ppazammu:

A) B cooTtBercTBuM ¢ Bameit mpocs00ii ...

b) C yBaxxenuew ...

B) Hamu paccmotpens! Bamm npenoxenus ...
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I') B cBsi3m ...

18. I'apanTHiiHOE MMCBMO — 3TO:

A) JlokymeHT, cooOmaomuid o0 NpUOIMKCHUH, YCKOPEHUH, WCTCUCHUH CpOKa
UCTIOJIHEHUS KaKOT0-1100 AeHCTBUS;

b) JlokymeHT, coaepskaiuii MpuriameHne Ha MepOTIPHsITHE;

B) JlokymMeHT, B KOTOPOM TapaHTUpPyeTCs OIUlaTa BBIMOJHEHHONH paboThl WK
MpEeI0CTaBICHNUE YeT0-T100 (padOoThI, TOMENICHUS U T.]1.);

I') JlokyMeHT, IOATBEPKAAIOIINN [TOJIy4€HNE LIEHHOCTEN.

19.Ilpumenenne Tabenst u Aib0oMa (popM TOKYMEHTOB o0ecneYnBaeT:

A) Yuuduxkanuo GopMm JOKYMEHTOB;

b) IOpuanueckyro crry JOKyMEHTOB;

B) OnepatuBHOCTD peanu3anuu yrpaBieHUeCKOW (QyHKIIHIA OpraHn3aIum.

20. [Jaiite onpenesenne GopmyJasipa-oopasma:

A) COBOKYMHOCTb PEKBU3UTOB JIEJIOBOTO MUCHhMa;

b) CoBOKynmHOCTB PacmoiOKEHHBIX B OMPEACIICHHON MOCIEA0BATEIbHOCTH PEKBU3UTOB,
IPUCYILIMX BCEM TIOKYMEHTAM ONPEAEICHHON CUCTEMBl JOKYMEHTALUN;

B) CoBOoKymHOCTh pEKBU3HUTOB MPHKA3a;

I') CoBOKynIHOCTb PEKBU3UTOB aKTa.

21. ApxuB — 310

A) OpraHuzanus WiaM €€ CTPYKTypHOE IOAPA3JEICHNUE, OCYLIECTBIISIIONIEE NPUEM H
XpaHEHUE apXUBHBIX JOKYMEHTOB C IEJIbIO UCIIOIb30BaAHUS*

b) kauroxpanunuiie

B) crioco6 xpaHeHust JOKYMEHTOB

22. JIOKyMeHT, 3aKpeIUIIOIMIA JOMKHOCTHOM U YMCJICHHBIN COCTAaB NMPeANPHATHSA C
ykazanueMm ¢oHaa 3apadoTHOM IJIATHI — ITO:

A) NOMIKHOCTHAS! UHCTPYKIUS

b) ycras

B) nonoxenue

I') mraTHOE pacnucanue

23. Ha ocHOBaHHMM KaKHX JOKYMEHTOB MOKeT ObITh M3JaH NPHKa3 MO JUYHOMY
cocraBy?

A) Ha ocHoBaHuu 3asiBiaeHUs

b) Ha ocHoBanuu Tpy10BOTO 10TOBOpA

B) Ha ocHoBanuu nokaagHON 3aUCKA

I') Ha ocHoBanuu cripaBku

1) Ha ocHoBanuu akta

E) Ha ocHOBanu# 1100010 M3 MEPEUUCICHHBIX JOKYMEHTOB

24. OxapakTepu3yliTe ¢ TOYKHM 3peHHs] NPHHALJIEKHOCTH K PEeKBU3HUTAM
caenywomuii pparment: YTBEPKIAIO dupexrop a/n H.0.P. 13.02.2020

A) rpu¢ yTBepKIeHUS

B) 3aronoBox

C) pe3omtonus

D) noanuck

25. ®opmupoBaHue 1eaa - 3T0:

A) TI'pynnupoBaHHM€ HCIOJHEHHBIX JOKYMEHTOB B JEJIO B COOTBETCTBHUH C
HOMEHKJIATYpOH JIeN M CUCTeMaTH3aIusl JOKYMEHTOB BHYTpH Jena*

b) Perucrpanus 1oKyMeHTOB TIOCIIC WX UCTIOJTHEHUS.

26. JlokyMeHT, (pukcupyrommii Xoa o0CyKaeHHs1 BONIPOCOB M NPUHSATHS PeLIeHNH Ha
co0paHuAX, 3aceJaHUAX, COBEIIAHUAX H T.I.:

A) 00BSICHUTEIIbHAS 3aIcKa
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b) noxnamgnas 3anucka

B) akr

I') mpoTokon

27. lokyMeHT, coaep:xkamuii ”HGOPMALMIO, HEe NMPEAHA3HAYECHHYIO VIS IIHPOKOro
pacnpocTpaHeHus :

A) HeomyOJIMKOBaHHBIH;

b) Taiinebrit;

B) HenyOnuKyemblit;

I') HemeprogM4eCcKui.

28. UTo oTHOCHTCSI K MPU3HAKAM IOKYMEHTA:

A) GyHKIHOHATBHOCTH HH(OPMAITNH;

b) ToxxnecTBeHHOCTH camoMy ce0e;

B) 3akoHHOCTB;

I') 3aBepiIeHHOCTh COOOIICHNUS

29. Ecan Bam He00X01uMO 1aTh ONMHCAaHUE PEeKJIAMUPYeEMbIX YCJIyr, Bbl cocTaBure:

A) 10roBOpHOE MUCHMO

b) pexnamuoe muceMo

B) conpoBoauTenbHOE MUCHMO

I') mucemo-nipuriamenue

30. Ecau Bam Heo0XxoauMo npeabsBUTH NIPeTeH3UH NapTHEPY, Bbl cocTtaBuTe:

A) TOTOBOpHOE TTUCHEMO

b) nuadopmanmonHoe mucbMo

B) conmpoBoauTensHOE MHUCHMO

I') nuceMo-nIpeTeH3uto

31. Ykaxkurte OTJIHYUTEIbHOE CBOWICTBO IOKYMEHTA:

A) KONUIMHOCTB;

b) ropunnueckas cuna;

B) MHOXECTBEHHOCTb;

I') TouHOCTB.

32. Eciim Bam He00X0QuMO NMPHUIIACHTH OPraHU3ALUI0 WIM JAOJLKHOCTHOE JIMI0 HA
coBellaHune, BcTpeuy, Bel cocTaBure:

A) nucpMo-IIpUrIameHue

b) conpoBoauTeIpHOE MHUCHMO

B) nucsmo-noaTBepkaeHne

I') moroBopHOE MHCHMO

33. Ecau Bam Heo0xoaqumMo coo0IIMTH 0 POBeAeHUN MeponpusTis, Bel coctaBuTe

A) compoBOANTEIBHOE MMUCHMO

b) nucemo-noaTBepxkaeHNE

B) noroBopHoe nucbmMo

I') uapOopMaInOHHOE TUCHMO

34. Ecim Bam He00X0auMO COCTAaBUTH NUCHMO, HHPOpMHpPYIOIEe ajapecaTra o
HaNlpaBJIeHNU K HEMY NMPUCHLIaeMbIX JOKYMEHTOB, BbI cocTaBuTe

A) compoBOANTEIBHOE MMUCHMO

b) nucemo-yBenomienue

B) nucemo-noaTBepKIeHIE

I') noroBopHoe nuceEMO

35. Eciiu Bam He00X01UMO YBEIOMUTH OTIIPABUTEJIS O MOJYUYEHUH TOKYMEHTOB, BbI
COCTABHUTE

A) nH(DOpMAITMOHHOE THCHMO

b) noroBopHoe nucsmo
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B) conmpoBoauTensHOE MUCHMO
I') nucemo-noATBEpIKIEHNE

ILJ'DI BBITNTIOJIHCHU A 3aI[aHI/II>'I BBIACTIACTCA 3 MHHYTBI Ha OJUH BOIIPOC.

Kiroun IMMpaBUJIbHBIX OTBCTOB

Ne Bepusiit Ne Bepusiit Ne Bepnsbiit

BOIpoOCca OTBET BOIpoOCca OTBET BOIIpOCa OTBET
l. B 13. B 25. A
2. A 14. A 26. I
3. b 15. A 27. B
4. b 16. A 28. I
5. b,B 17. b 29. b
6. B 18. B 30. I
7. B 19. b 31. b
8. B 20. b 32. A
9. I 21. A 33. I
10. B 22. I 34. A
11. A,b,B 23. E 35. I
12. r 24. A

4. OueHouYHbI€e CpeaCTBA JJI5 IPOBeIeHHsI IPOMEKYTOYHON ATTECTAIIMH C ONUCAHUEM
nokasareJieil, KpuTepueB M MIKAJIbl OLleHUBAHUS

K  oneHoyHsIM cpeacTBaM — NPOMEKYTOYHOM — aTTeCTallUd  OTHOCHUTCA — 3auyer,
IpeJIoiaraolinii BOCIPOU3BeIeHUE (U3JI0)KEHHE) TEOPETUYECKOr0 MaTepralia o JUCIUILINHE.

Kputepuu onenuBanus:

- IIOJIHOTA OTBCTOB,

- CTETICHh OCO3HAHHOCTH, TOHUMAaHUS U3yYE€HHOTO;

- SI3BIKOBOC O(bOpMJIeHI/Ie OTBE€TAa — YCTKOCTh U HpaBI/IHBHOCTB petm;

- CTENEHb CaMOCTOITEILHOCTH BEIITOHEHHUS IEHCTBHA;

- OCO3HAHHOCTHB BBIIIOJIHCHU S I[eﬁCTBHH;

- BBINIOJIHCHHE JCHCTBUU B HE3HAKOMOM CHUTYyaIluu (BBITTOJTHEHUE 3aIaHW TBOPUYECKOTO

ypoBrs);
- eraTI/IBHOCTI), KOMMYHI/IKaTI/IBHOCTB, KOMIICTCHTHOCTbD.

YpoBeHb OCBOEHHUS KOMIIETEHIMI ONpeneNseTcsi B 3aBUCUMOCTH OT KpUTEpHUs
OIICHUBAHMSI PE3YJIbTATOB OOYUYCHUS U IEMOHCTPUPYET YCIEIIHOCTh OCBOCHHS KOMITETCHITUH.

IToxasarenn
OrneHuBaeMas
¢dopmupoBanus | HammeHnoBanue TeMsl Ilepeuens BonpocoB k 3a4eTy
KOMIIETEHIHS N
KOMIIETCHIUHI

OIIK-7. I1K-9 31 [Tema 1. OcHOBHBIE 1. OcHoBHBIE ATalbl pa3BUTHSA AEIONPOU3BOACTBA B Poccuu
ICriocoben I1K-9 32 [TEPMMHBI U IIOHATHS. 2. HopmaTuBHO-METOQMYECKOE PErYINPOBAHUE JEIONPOU3BOICTBA
[y4acTBOBATh B T1IK-9 34 Cuctemsl nokymenTanuy| 3. [loHATHE U BUIBI JOKYMEHTOB.
MOArOTOBKE 4.  JIoKkyMEHTOOOOPOT M TOKYMEHTOIIOTOKH.
POEKTOB 5. Opranuzanus JIOKyMEHT0000pOTa B COBPEMEHHBIX
[IPaBOBBIX AKTOB OpraHu3anusx.
M MHBIX 6. Peructpanus 10OKyMEHTOB COBPEMEHHBIX OpraHU3alUi.
FOPUIUUECCKUX 7. Hoseilmue nH(pOpPMALIOHHBIE TEXHOJIOTHH B
[TOKyMEHTOB JICJIONIPOU3BOJCTBE.
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MK-9 -
ICITOCOOHOCTHIO
PaBUJIBHO U
[IOJTHO OTpPaXKaTh
[pe3yIIbTaThI
mpogeccuoHaIBH,
0¥ IeATEIBLHOCTH
B FOpUAUYECKON
1 HTHOM
[TOKyMeHTaLK

8. CtpyKTypa H couepKaHHe TOKYMCHTA.

9. CrpyKTypa 1 XapaKTepUCTHKA TOKYMEHTOIIOTOKOB.

10. DTanbl NpOXOXKIACHUS JOKYMEHTOB B OPTaHU3aIUH.

11. TexHomorus 006paboTKH MOCTYAIOIINUX (BXomsIIIuUX),
OTHPaBISIEMbIX (MCXOMSIINX) U BHYTPEHHHX JOKYMEHTOB.

OIIK-7 31 [Tema 2. IIpaBoBas 12. Ilonstre wuHpoOpManuy, HHGOPMAIUS KaK OOBEKT IPABOBBIX
I1K-9 31 OCHOBA IOPUIUYECKOTO | OTHOLICHUI.
I1K-9 33 imeonpom3soxctsa B PO| 13. IlpaBoBast mHbOpManus u ee CTPyKTypa.
OIIK-7 V1 14. 3akoHOAaTeNBCTBO 00 MH(OpPMAILNH, MPABOBOC PErYIHPOBAHUE
JETIONPOU3BOACTBA.
OIIK-7 31 Tema 3. CocraB u 15. TpeGoBaHHUS K TEKCTY TOKYMEHTA.
[1K-9 33 lodopmienue 16. Drambl MOATOTOBKU JOKYMEHTOB.
[IK-9 V1 [PEKBU3UTOB, 17. OcoOEeHHOCTH SI3bIKA M CTHJIS CITY’KEOHBIX IOKYMEHTOB.
OIIK-7 B1 loGecnieunBaronmx 18. IlepeuHn JOKyMEHTOB C THUIIOBBIMH CpPOKAMU XPAaHECHHUS.
FOPUIYECKYIO CUILY, 3HayeHUEe  IepeuyHed U MOpAJOK  MX  NPUMEHCHUS B
BHAYMMOCTb JOKYMEHTOB| JICJIONIPOU3BOJICTBE.
B I€TIOIIPOU3BOACTBE 19. Dranbl pabOTHl HMCIOJHUTENS C AOKYMEHTOM. TpeOoBaHus K
00paboTKe NCXOIAIINX JOKYMEHTOB.
OIIK-7 31 Tema 4. Opopmnenue u | 20. OpraHu3alIOHHO-PACIIOPSIIUTEIbHBIE JOKYMEHTHI: IIOHATHE,
IIK-9 32 lcocTaBICHUE COCTaB, FOPUAAYECKAs CHJIA.
I1K-9 33 lOpraHu3alOHHO- 21. OcHoBHBIE TpeOOBaHUS K O(GOPMICHUIO PACIOPSIUTEIBHBIX
OIIK-7 V1 [PacIIOpsIAUTENBHBIX JIOKYMEHTOB.
IK-9 V1 ITOKYMEHTOB 22. IloHsATHe U Ha3HAYCHHUE OPraHU3alHMOHHBIX JOKYMEHTOB.
IK-9 V2
OIIK-7 B1
I1K-9 B2
OIIK-7 31 Tema 5. Odopmienue u | 23. MupopMaunoHHO-CIIPaBOYHbIE  JOKYMEHTBL:  OIpE/eNiCHHUE,
IIK-9 33 lcocTaBieHue BHIBI, QYHKIUH.
OIIK-7 V1 MHPOPMAIIOHHO- 24. CnyxeOHbIC THChMa
IIK-9 V1 CIIPaBOYHBIX 25. Crpykrypa, COAEpKAHUE U BUJbI IPOTOKOJIOB.
OIIK-7 B1 ITOKYMEHTOB
I1K-9 B1
I1K-9 B2
OIIK-7 31 Tema 6. OcHOBBI 26. IlonsaTue u KaaccuUKas JOKyMEHTOB II0 JITUHOMY COCTAaBY.
I1K-9 32 [KaJpOBOTO 27. YaudunupoBaHHEIE (hopMEI MIEPBUYHON Yy4eTHOI
[IK-9 33 INeJIONpPOU3BOJICTBA JIOKYMEHTAIUH [0 TPYAY U €ro orJiare.
IIK-9 V1 28. OcoOeHHOCTH TOKYMEHTHPOBAHHS TPYHLOBBIX OTHOIICHUH.
I1IK-9 V2 29. OcopmieHne el MOCTOSHHOTO, JOJTOBPEMEHHOTO XPaHEHUs U
OIIK-7 B1 0 JINYHOMY COCTaBY
I1K-9 B1
I1K-9 B2
OIIK-7 31 [Tema 7. OcHOBHEBIE 30. Peructpauuss u y4yer AOKYMEHTOB. CHCTEMBI 3JIEKTPOHHOTO
I1K-9 34 MIPUHIUITEI OPTaHM3aNN | JTOKyMeHT000opoTa.
[IK-9 V1 IMOKyMEHTOO00pOTA. 31. ®opmuposanue aein. Homenkiarypa aei.
I1IK-9 V2 IPerucrpanus, yder, 32. [lpyHuunsl M MpaBUlIa PETUCTPALUUd U UHAEKCHUPOBAHUS
OIIK-7 B1 XpaHEHHE J1E1 JIOKYMEHTOB.
33. OpraHusanus perucTpalii JOKYMEHTOB U MMOUCKa HH(OpMAIUu

B YCIOBHSIX HOBEHIIMX  MHGOPMALUOHHBIX
TEXHOJIOTHH.

34. OcHoBHble TpeOOBaHUS K MOATOTOBKE el IJIsl Meperadd Ha
apXMBHOE XPaHEHUE

35. Opranuszanus JTOKyMEHTOOOOpOTa B YCIOBHSX IPHUMEHCHUS
HOBEUIINX HHPOPMAIIMOHHBIX TEXHOJIOTHH.

36. [lopsimok ~ oopMIICHHS,  COTJIACOBAHHS,
BHEJIPEHUSI HOMEHKJIATYp Ae.

37. OcHOBHBIC TIpaBuiIa HOPMUPOBAHUS ICII.
38. XpaHeHue JOKyMEHTOB B CTPYKTYPHBIX MOpPa3AeTICHUIX.

39. Ilopsinok cpayu A€l B apXUB CTPYKTYPHBIMHU MOAPA3AEICHUIMHU

YUPEKACHHUS.

NPUMCHCHUA

YTBEPXKICHUS H
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YpoBHHU cHOpMHUPOBAHHOCTH KOMIIETEH NI

IToBbIllIEHHBIN YPOBEHD

bazoBblii ypoBeHb

IToporoBsiif ypoBeHb

Henonyctumerit
YPOBEHb

Komnierenmus
cthopmupoBaHa.
JemoHcTpupyercs
BBICOKHIA YpOBEHBb
CaMOCTOSTEITLHOCTH,
BBICOKast aJalNTHBHOCTh
MPAKTHYECKOTO HABHIKA.

Komnerenmus
cthopmupoBaHa.
JemoHcTpupyercs
JIOCTaTOYHBIA  YPOBEHB
CaMOCTOSITEIbHOCTH
YCTOHYUBOTO
MPAKTHYECKOTO HABHIKA.

KommeTenmnus
chopMupoBaHa.
JemoHcTpupyetcs
HEIOCTAaTOYHBIN
YPOBEHb
CaMOCTOSTEJIbHOCTH
MPAKTHUYECKOTO HABHIKA.

KommeTenmnus ne
cthopmupoBaHa.
YpoBeHb
CaMOCTOSTEIIbHOCTH
MPAKTHYECKOTO HABBIKA
HE JEMOHCTPUPYETCHL.

[IIxana oneHMBaHKS U OMTMCAHUE MOKAa3aTEIeH OLCHUBAHUS ISl 3a4€Ta, C ONPEIACICHUEM

ypoBHElH CHOPMUPOBAHHOCTH

bunapnas
IKana
OLICHUBAHU

Onucanue noka3aTeaei OLleHUBaHUS YpoBeHb
c(OpPMHUPOBAHHOCTH

KOMIICTCHIIMHU

«3a4YTCHO

»

- B TIOJIHOM 00beMe H3JIaraeT y4eOHbIi MaTepua;

- JIONyCKaeT HEeCYIIECTBEHHbIE ONIMOKM M HCIPABIIET MX CAMOCTOSTENBHO MM IOCIe
yKa3aHMs Ha HUX NPErojaBaTeeM;

- TpH U3J0XKEHUH TPONAEHHBIX pa3JesioB MOAYEPKHBAET CYIIECTBEHHBIE IPH3HAKH
H3y4YEHHOTO TMpeaMeTa;

- BBIIENAET IPUYUHHO-CIEACTBEHHBIE CBSA3M; (OPMYIUpPYeT BBIBOABI M 0000mIaeT
Marepuai.

IloBbIICHHBII

«HE
3a4TCHO»

- HE MOXET BBIJIEIUTD CYIECTBEHHbIE IIPU3HAKH H3YIECHHOTO IIPE/IMETa;

- 3aTpyIHSCTCS HPH BBIIBICHUH IPHYMHHO-CICICTBEHHBIX CBs3ell M (hOPMYIHpOBKE
BBEIBOJIOB;

- TIPU OTBETAaX Ha BOMPOCHI MPENOJAABATENs JOIyCKaeT IpyOble ONIMOKH MM BOBCE HE
OTBEUaeT Ha HHX;

- IEMOHCTPHUPYET MOIHOE HE3HAHKE MTPOHIEHHOT0 MaTepHaa.

Henomycrumsrit
(KOMTIETCHIIUS HE
OCBOEHA)

NN R =

9.
10.
11.

Ilepeyenb BONPOCOB K 3a4eTy
OcHOBHBIE 3Tarnbl pa3BUTHS AJIONPOU3BOACTBA B Poccuu
HopMmaTuBHO-MeTOIMYECKOE PEryIMpPOBaHHE JIEIOMPOU3BOICTBA
[TonsaTHE U BUABI JOKYMEHTOB.
JI0oKyMeHTOO000pOT U JOKYMEHTOIIOTOKH.
Opranuzanus JOKyMEHTO000pOTa B COBPEMEHHBIX OpraHHU3aITHIX.
Perucrpanusi 1TOKyMEHTOB COBPEMEHHBIX OPTaHU3ALUH.
Hogeiimme nuhopManinoHHbIe TEXHOJIOTHU B AEOTPON3BOCTBE.
CtpykTypa u coepkaHue JOKYMEHTa.
CrpykTypa 1 XapaKTepUCTUKA TOKYMEHTOMOTOKOB.
Oranbl NPOXOKJICHUS TOKYMEHTOB B OpraHU3aI1H.
TexHonorust 00pabOTKH MOCTYMAIINX (BXOISIINX ), OTIPABISAEMBIX (MCXOMISIINX) U

BHYTPEHHUX TOKYMEHTOB.

12.
13.
14.
15.
16.
17.
18.

[Nonsarue nndopmarun, nHPOpMaLKs KaK 00BEKT MTPABOBBIX OTHOIICHUH.

[IpaBoBas nH(pOpMALUS U €€ CTPYKTYpa.

3aKOHOATEIHCTBO 00 MH(OPMAIIMH, TPABOBOE PErYIMPOBAHUE JICIOTPOU3BO/ICTBA.
TpeOoBaHMs K TEKCTY JOKYMEHTA.

Oransl NOATOTOBKU JOKYMEHTOB.

Oco0eHHOCTH SI3bIKA M CTHJIS CITy’KEOHBIX JOKYMEHTOB.

[lepeynn MOKYMEHTOB C THIIOBBIMH CPOKAMH XpaHEHMs. 3HAu€HHE NepeuHell u

IMOPAAOK UX ITPUMCHCHHA B ACJIOIPONU3BOJACTBE.
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cuiia.

19. Drtambl pabOTHI UCTIOTHUTEINS C JOKYMEHTOM. TpeboBaHMs K 00pabOTKe MCXOISAIINX
JIOKYMEHTOB.

20.

21.
22.
23.
24.
25.
26.
27.

Crny>xeOHbIe TUChMA

oIuIaTe.
28. OcoOeHHOCTH TOKYMEHTUPOBAHUS TPYIOBBIX OTHOIIICHUM.

29. OdopmieHne paena TMOCTOSHHOTO, JOJTOBPEMEHHOTO XpaHEHHs M 10 JIUYHOMY
COCTaBy
30. Perucrpanus u y4er 10KyMeHTOB. CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

31. ®opmuposanue aen. Homenkiarypa nen.

32. IlpuHUUIIBI ¥ PpaBUJIa PETUCTPALIUU U UHIEKCUPOBAHUS IOKYMEHTOB.

33. Opranm3anus perucTpanuu JTOKYMEHTOB M TIOMCKa HH(POPMAIMH B YCIOBHUSIX
MPUMEHEHUS HOBEHIINX HHPOPMAITMOHHBIX TEXHOJIOTHUH.

34. OcHoBHBIE TpeOOBaHUS K TIOJATOTOBKE JCJI JUIsl TIepeau Ha apXUBHOE XpPaHECHHE

35. Opranuzanus

MH()OPMAIIMOHHBIX TEXHOIOTHH.
36. Iopsaok odopmieHHs, COTJIacOBaHUS, YTBEPXKICHHUS W BHEIPEHUS HOMEHKIATYpP

JOKYMEHTOO0OpoTa B

OpFaHI/IBaHI/IOHHO-paCHOpHI[I/ITeJ'II)HI)IC JOKYMCHTBI: IMOHATHUEC, COCTaB, IOPUANYCCKAd

OcHoBHbIe TpeOOBaHUS K 0QOPMIICHUIO PACTIOPSIUTENbHBIX JOKYMEHTOB.
[TonsaTHe 1 Ha3HAYEHHE OPTAaHU3ALMOHHBIX JOKYMEHTOB.
HupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI: ONpeiesieHue, BUIbI, (PYHKIINH.

CrtpykTypa, copepKaHue U BUbI TPOTOKOJIOB.
[TonsTHe 1 KIaccupuKanus JOKYMEHTOB 110 JIMYHOMY COCTaBY.
VYuuuuupoBanusie GoOpMbl MEPBUYHON YUETHOH AOKYMEHTAIMM MO TPYIy M €ro

YCIIOBUAX IMPUMCHCHU HOBEHUIITUX

JelI.
37. OcHoBHBbIE IpaBUiIa (HOPMUPOBAHHS JIEIT.
38. XpaHeHue TOKYMEHTOB B CTPYKTYPHBIX MOAPa3ACICHUSIX.

39. Topsaok cpayu aen B apXUB CTPYKTYPHBIMU MOAPA3ACTICHUAMU YUPEKICHHSL.
3AJJAHUSA OTKPBITOI'O TUITA, IPEAYCMATPUBAIOLINE
PA3BEPHYTBIN OTBET OBYUAIOIIET'OCSI

Ne Bonpoc IIpuMepHBIH 0TBET

1. | OcHoBHble »dTambl pa3BuTHs | /IBa mepuoaa: 10peBOMIOLMOHHBIA U coBeTckuid (1917-
nenonpou3BocTBa B Poccuu 1991). JlopeBOMIOIMOHHBIN: TPU 3Tama — a) MPUKA3HOE

JENONPOU3BOACTBO (0) KOJIEKCKOE JEIOMPOU3BOCTBO
B) MUHHUCTEPCKOE JIeJIONPOU3BOICTBO.

2. | HopmarusHo npaBoBoe | COBOKYITHOCTh 3aKOHOB, HOPMAaTHBHO-IIPABOBBIX aKTOB
peryiupoBaHue U METOJAMYECKUX JOKYMEHTOB, PpErJIaMEHTUPYIOIIUX
JEJI0NPOU3BOJCTBA co3aHue, OOpabOTKy, XpaHEHHs M HCIOJIb30BAHUS

JIOKYMEHTOB

3. | IlonsTtue u BUABI JOKYMEHTOB | 3auKCHpOBaHHass Ha HocuTene wuHpopMamus ¢
PEKBU3UTAMH, MTO3BOJISIIOIIUMHU €€ UACHTU(OULINPOBATb.
PykonucHble,  MalIMHONUCHBIE M  3JEKTPOHHBIE,
MIPOCTHIE U CJIOKHbBIE, BHEIIHHUE U BHYTPEHHHE

4. | Ilonatue NOKYMEHTOOOOpOT M | J[BMXKEHHE TOKYMEHTOB B OpPraHU3allMUd C MOMEHTA HUX
JIOKYMEHTOIIOTOKH. CO3/IaHUS WU TOJyYEHUs A0 3aBepUICHHS MCTIOIHEHUS

WJIM OTIPABKH.
COBOKYIHOCTh  JIOKYMEHTOB  OJHOTO  BHJA WIH
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Ha3HAYEHUS], UMEIOIUX €IUHBI MapIIpyT.

5. | Opranuzanus PazpaGoTrka mpaBwsl  JBMKEHHST M 00paboOTKH
JIOKYMEHTO0000pOoTa B | IOKyMEHTOB, B TOM YHCIJIE€ MOJIyYE€HHUS, PETUCTPALIUU,
COBPEMEHHBIX OpraHM3alMsIX. | OpraHU3aLUU UCTIOJTHEHMS.

6. | Perucrpanus JOKYMEHTOB | IIpUCBOEHHE JIOKYMEHTY PErHCTPALMOHHOIO HOMEpa |
COBpeMeHHBIX OpraHHSaHHﬁ. BHCCCHUC JAHHBIX O JOKYMCHTE B PErUCTPALIMOHHO-YUYCTHYIO

dhopmy.

7. | Hopeitimme wuHpopManmonHsie | PeaqusytoTcss B BUAE HCIOJIB30BAaHHUS JJICKTPOHHOTO
TEXHOJIOTHUHI B | TOKyMEHTOO0O0pOTA.

JIEJIONPOU3BOICTBE

8. | Ctpyktypa u coaepxaHue | TeKkcT JOKyMEHTa OTpakaeT OCHOBHOE CMBICIOBOE
JIOKYMEHTA. coJiep>KaHue TIOKyMEHTa - YIIPaBJICHYECKOE PEeIICHHUE.

B koHCcTartHpyromei 4acTu - OCHOBAHHUSI COCTaBJIEHUS
JIOKYMEHTa, BO BTOPOM YacTH - pellieHus, MPEI0KECHHUSI

9. | CrpykTypa u XxapakrepucTtuka | BHytpu OpraHu3aIu BBIJICTISIOT BXO/ISTITHIA

JIOKYMEHTOIIOTOKOB. JOKYMEHTONOTOK, HCXOJSIIMM TOKYMEHTONOTOK H
BHYTpPEHHUH JIOKYMEHTOIOTOK. Ob6wvem
JIOKyMEHTOO000POTA;
BpeMs IBUKEHHUSI IOKYMEHTOB

10. | OTanel npoxoxnaenust | 1 CocraBieHue u odpopmiieHHe T0KyMeHTOB. 2 [Ipuem u
JIOKYMEHTOB B OpraHU3alUH. peructpauusi. 3 KouTponb 3a wucnonHeHuem. 4

[lepenaya B apxus.

11. | Texnonorus oOpabotku | [Ipuem, perucrtpamusi, pacnpeiciieHHe BXOISIINX

MOCTYIAIOIINX (BXOIs1IUX), | TOKYMEHTOB.

OTIpaBisieMbIX (McXonamux) u | Mcxonsume u BHyTpEHHUE JOKYMEHTHI:

BHYTPEHHUX JIOKYMEHTOB. 1. mOAroTOBKA M COTIACOBAaHUE MPOEKTA JOKYMEHTA,
2. IOANMCAaHUE MPOEKTA;
3. perucrtpanus JOKyMEHTa M  OTOpaBKa U3
OpraHu3aIHH.

12. | TlonsiTne undopmaruu, | Uapopmanusi - cBeIeHHS HE3aBUCUMO OT (OPMBI HX
uHpopManus  Kak  OOBEKT | MpeACTaBICHUS.

MPABOBBIX OTHOUICHHH. Nudopmanus MOXKeT ABIATHCA OOBEKTOM MyOIMYHBIX,
IPAKJAHCKUX U MHBIX MPABOBBIX OTHOIICHUH.
13. | IlpaBoBast undpopmanust u ee | [lompazmensercs  Ha  HOPMATHBHYIO  IIPABOBYIO
CTPYKTypa. uHbOpMALIMI0O M HHYIO OQUIHMAIBHYIO IPABOBYIO
nHpopmanuo. HopmaTuBHBIE  TpaBOBOM  akT -
MUCHbMEHHBIA  O(QHIMANBHBIA JOKYMEHT, HPUHATHIN
MPaBOTBOPUECKUM OpPraHOM M HANpaBJIEHHBIM Ha
YCTaHOBJICHUE, U3MEHEHHUE UM OTMEHY MPABOBBIX HOPM

14. | 3akoHOJATENBCTBO 00 | - @3 «O6 apxuBHoM fene B Poccuiickoit deneparumy;
uHpopmanuu, npaBoBoe | - D3 «O0 >MeKTPOHHOM MOITHUCHY;
peryiupoBaHue - @3 «O6 wuHbopmanmu, HHPOPMAITMOHHBIX
JIEJIONPOU3BO/ICTBA. TEXHOJIOTHUSIX U O 3allluTe HHPOPMAIII;

- @3 «O nepcoHaNbHBIX JaHHBIXY.
15. | TpeGoBanus K TeKCTY | TeKCT JOKyMEHTa OTpa)kaeT OCHOBHOE CMBICIIOBOE
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JTIOKYMEHTA. coJiep’KaHue IOKYMEHTA - YIIPaBJICHYECKOE PEIICHHUE.

16. | DOTanbl noAroToBKU | PazpaboTka mpoekTa TOKYMEHTa; COTJIaCOBAaHHE
JIOKYMEHTOB IIPOEKTA JOKYMEHTA; NOAINCAHUE TIOKYMEHTA;

perucrpanus T0KyMeHTa.

17. HeiiTpaibHBII TOH, SICHOCTH M TOYHOCTH H3JI0KEHUS,
OCOOeHHOCTH SI3bIKA M CTHJIS | JIJAKOHMYHOCTH, KPATKOCTh TEKCTA.

CIIyKeOHBIX JOKYMEHTOB.

18. | Ilepeunn JOKYMEHTOB ¢ | Onpenensitorcs Ha ocHoBe Ilpukaza PocapxuBa «O06
TUTMIOBBIMU CPOKAMHU XpaHEHUs. | yrBepkaeHun [lepedHs TUIMOBBIX yIpaBlIEHYECKHX
3HavyeHre NepevHel U MOPSJIOK | apXUBHBIX JTOKYMEHTOB, OOpa3yIoLIMXcsi B Tpolecce
ux MIPUMEHECHHUS B | IEATENBHOCTH TOCYJApPCTBEHHBIX OpPraHOB, OPraHoB
JIEJIONPOU3BOJICTBE. MECTHOTO  CaMOYIpPABJIIEHUS W  OpraHu3alui, cC

yYKa3aHHEM CPOKOB UX XPAHECHHUSD»

19. | Dramnbl paboOThl UCTIONMHUTENS € | 1. MOATOTOBKA MPOEKTA JOKYMEHTA,
nokymeHToM. TpeOGoBanusi Kk | 2. odopmieHHEe U COIJIacOBaHHE (BHU3UPOBAHUE)
obOpaboTke UCXOJSIINX | TPOCKTA;

JIOKYMEHTOB. 3. moJnucaHue MPOEKTa;
4. peructpanus 10KyMEHTa;
5. OTIpaBKa U3 OPraHU3AIUH.

20. | Opranu3anoHHO- Opranu3anoOHHO-PACIIOPSIIUTENbHBIE TOKYMEHTBl — B
pacnopsiAuTeNbHbIe KOTOPBIX (PUKCUPYIOT pElIeHUs aJMUHUCTPATUBHBIX W
JIOKYMEHTBI: NOHSATHE, COCTaB, | OPraHU3allMOHHBIX BOIPOCOB.

IOpUANYECKAs CUJa. I'pynmer OP/:
1. OpranuzanuoHHbIe (YCTaBbI, TOJIOKECHHUS);
2. PacnopsinurenbHble (MPUKa3bl, paCIIOPsHKCHUS );
3. uH(OPMALMOHHO-CIIPABOYHBIE (MUChMa, TIPOTOKOJIBI)
4. MTOKYMEHTBHI 110 JIMYHOMY COCTaBY MPEANPUSATHUS;
5. JIOKYMEHTHI PEANPUHUMATEIECKON IS TETbHOCTH.

21. | OcHoBubie  TpeboBanmss K | OcHoBHble TpeboBanusi — B ['OCT «Cucrema
oopmieHHIO CTaHJApTOB MO uH(popManMM, OUOIHMOTEUHOMY U
pacnopsSAUTETbHBIX U3/1aTeIbCKOMY neny. Opranu3zalnoHHO-
JIOKYMEHTOB. pacmopsanTenbHas  JOKyMeHTanus. TpeOoBaHust K

0 OpPMIICHHIO TOKYMEHTOBY

22. | llousitue u Ha3HayeHue | JIOKyMeHTBI, CO3/1aBacMble B npouecce
OpraHU3aIMOHHBIX OpraHHU3aIMOHHOM JeSITeNIbHOCTH OpraHu3alui,
JIOKYMEHTOB. OIIpeAEIAIONIE coJiepyKaHue JESATEIILHOCTH

OpraHM3allii M €€ CTPYKTYpHBbIX THOJpa3AeicHuil,
CTPYKTYpY, IITATHYIO YHUCIEHHOCTh PAOOTHHUKOB.

23. | UadopmannonHo-cripaBouHbie | JIOKyMEHTBI,  NpeAHA3HAUYEHHBIE I Iepefadud
JIOKYMEHTBI: ornpezeneHue, | ”HpopMaIMy OT OJHOTO ajpecara K Apyromy Jnbo aJis
BUBI, (QYHKITUH. ¢bukcanu Kakux-TuO0 CBeACHUH. AKT, 3asBJICHHE,

3anucku, CinyxeOHbie mucbma, [IpoToKoII.
24. | CnyxeOHble MUChMa JIOKyMEHTBI, CIyXallde CPeIACTBOM OOIICHUS MEXIy
opraHmzalusmMu, dacTHbiMM  Junamu.  Copepxkar
KpPaTKyI0 UCTOPHIO BOIPOCA, 3aTEM CYILECTBO BOIIPOCA,
JI0Ka3aTeNIbcTBAa, 00OCHOBAHUS, IPETIOKEHHUSL.

25. | Ctpyktypa, coxaepxkanue U | OTpaxaeT AEATEIbHOCTh MO COBMECTHOMY IMPHUHSITHIO

BHUJbI ITPOTOKOJIOB.

pEUICHUN  KOJUICTMAJIbHBIM OPraHOM WJIM TPYIIIOW
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PabOTHHKOB.
Oos3arenbHOE MIPOTOKOJIMPOBAHUE 3aceqaHus
MIOCTOSTHHO JEHCTBYOIINX u BPEMEHHBIX

KOJUICTHAJIBHBIX OPraHOB.

26. | llonsTue w  knaccudukanus | KimaccudumupyroT Ha 4eThIpe TPYIIIBL:
JOKYMEHTOB 10  JUYHOMY | - IO KOMILJIEKTOBAaHHIO TIEPCOHANIA;
COCTaBy. - 110 MPOJBMKEHUIO MTEPCOHAa M0 CIyK0e;
- 110 BBIMTOJTHEHUIO TPEOOBAHUH TPYAOBOM TUCIIUTUINHEI;
- IO MPEKPAILIECHUIO TPYJOBOIO JOrOBOpA.
27. | YaudunupoBanasie  (opmsl | K ocHOBHBIM (hopmam OTHOCSTCS:
MEPBUYHOMN yuetHol | [Ipukas o mpueme Ha paboTy
JOKYMEHTAIlMU 10 Tpyay u ero | JInuHas kapTodka paboTHHKA
oruiare. [lITaTHOE pacniucanue
IIpukassl o kaapam
Tabenp yuera pabouyero BpEeMEHM W pacyeTa OIUIAThI
TpYJa U IpyTHe.

28. | OcobenHocTn JIOKyMEHTBI CO3/1atOTCsl TIpu  OGOPMIICHUHM TIpUEMa,
JOKYMEHTHUPOBAHUS TPYIOBBIX | YBOJBHEHHSI, TICPEMEIICHHUS, TIPEJOCTABICHUS OTITYCKa,
OTHOIICHUH. noouipeHus. JJokyMeHTHI 10 JUYHOMY COCTaBY BEIyTCS

C MOMEHTA MOCTYIUICHHUS pa0OTHUKA HAa TPEANPUATHE U
XpaHATCS OCJIE YBOJIbHEHHUSI YCTAHOBJICHHBIN CPOK.

29. | Odopmnenue nen | Drtanbl MOJATOTOBKHU JIeN: CUCTEMAaTHU3alMs JIOKYMEHTOB
MOCTOSTHHOTO, M0 JaTe TMOJMNHCAHUS, CKBO3HAs HYMEpAalHIO JHMCTOB
JOJITOBPEMEHHOT'O XpaHEHUsS | | Jena; OQOpPMIICHHE IIMCTa-3aBEPUTENIS; COCTABJICHUE
110 JJUYHOMY COCTaBY BHYTpPEHHEH onucu geina; opopmiieHrue 00I0KKHY Aena.

30. | Perucrparus u yuer | Peructpanus HOKyMeHTa — 3TO 3alHCh YYETHBIX
JIOKYMEHTOB. Cucremsl | JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOH (opme,
JIEKTPOHHOI'O ¢ukcupytomas (akt mnomydyeHHs. Takum oOpazom
JIOKyMEHTO000pOTA. ¢buxcupyercs pakT co3maHus JOKYMEHTA, OTIPABICHUS

WIM TIOJNIyYCHHUs, YTO U MPHUAAECT €My HOPHUINIECKYIO
CHILY.

31. | ®opmupoBanue nen. | [pynmupoBaHyrie UCHOTHEHHBIX JOKYMEHTOB B JENO B

Howmenknarypa gein. COOTBETCTBUM C HOMEHKJIATypOMl J1eJ ¥ CHCTeMaTH3alus
JOKYMEHTOB BHYTPH JiejIa.
CucreMaTu3upOBaHHBIN NEpeYeHb HAUMEHOBAHUW eI,
3aBOJUMBIX B OpPraHM3allM, C YKa3aHHEM CPOKOB HUX
XpaHeHus1, 0pOpMIIEHHBIN B YCTAHOBJICHHOM HOPSIKE.

32. | [IpuHIMIIBI u npaBwia | [I[pyuHIMIBI: OJJHOKPATHOCTh, MHECKCALIUS IOKYMEHTOB,
perucrparuu U | pa3felieHue PErucTpalid Ha TPYIIbI, HCIOIh30BAHHE
MHICKCUPOBAHUS JOKYMEHTOB. | CIIPAaBOYHBIX MaTepUasoB.

NHnekc noxkymMeHTa COCTOMT M3 TMOPSIKOBOrO HOMEpa
JOKYMEHTa, KOTOpbII JOMONHSEeTCS UWHAEKCAMH II0
HOMEHKJIATYPE JIelL.

33. | Opranuzanus peructpauuu | Peructpamus  mokymentoB B C3OJl  mpoucxoaut
JIOKYMEHTOB u MOWCKA | IOATAHO: JOKYMEHT IMOCTymaeT B 0a3y IaHHBIX,
uHpopManui B YCIOBHUAX | BBIOMpAeTCsS HYXHBIH  IIAaOJIOH  PEruCTparmOHHON
MPUMEHECHUS HOBEWIINX | KAPTOYKHK; MpOBepKa mpaBuibHOCTU 3anoiHeHus PKK

WH(OPMaITMOHHBIX

U KOPPEKTHOCTH DJEKTPOHHOM MOJMKCH; TpPOBEpKa
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TEXHOJIOTHH. HOMEpa M JIaThl.

34. | OcHoBHBIE  TpeOOBaHMs K | 3aBEepECHHBIC Jiella TIOCTOSHHOTO W JIOJITOBPEMEHHOTO,
MOJATOTOBKE e Juid nepefayu | cpime 10 ser, XpaHeHHs HoJuIexar o00s3aTeNbHOMY
Ha apXMBHOE XpaHEHUE JOTIOIHUTENBHOMY  O(DOPMIIEHUIO U  ONHMCAaHUIO B

CHEIHAbHBIX YYEeTHBIX (OpMax B COOTBETCTBUU C
TpeOOBaHUSIMU APXUBHOM CITy k061 PO.

35. | Opranuzauus Haubonee  mepcrneKTUBHOM  sBIsETCs  cUCTEMa
JIOKyMEHTO000pOTa B | DJIGKTPOHHOTO JIOKyMEHTO000pOTa (CON) —
YCIIOBHSIX MIPUMEHEHHUS | aBTOMaTU3UPOBAHHAS MHOT'OII0JIb30BaTENIbCKAast
HOBEMIINX WH(GOPMAIIMOHHBIX | CHCTEMa, COIMPOBOXK/AAIOIIAs IPOLECC YyNpaBICHUS
TEXHOJIOTUH. paboToil MepapXHUYecKoW OpraHM3aluud C  IEINbI0

oOecrieueHrs BBITTOJTHEHHUSI 3TOW OpraHU3aIMel CBOMX
(GYHKIMH.

36. | Tlopsmox odpopmiienus, | PazpabaTeiBacTCsi Ha OCHOBE THITOBBIX WJIM MPUMEPHBIX
COTJIACOBAHUS, YTBEPI)KACHUS U | HOMEHKJIATYD;, ONpENENAeTcs CTPyKTypa (pasiaensl) u
BHeI[peHI/IH HOMeHKHaTyp Jel. MEPEUCHb ACJI B HOMCHKIIATYpPE, HMX HHIACKCHI W CPOKHU

XPaHEHUsI; YTBEPKICHUE HOMEHKIATY PBI.

37. | OcHOBHBIE npaBuia | OcHOBHBIE TpeOOBaHUS K (POPMUPOBAHUIO JIEIT:

dbopMupoBaHus JeIl. - JOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOT'O XpaHEHHs
TPYIIUPYIOT B OT/ACIbHBIE JI€N1a;
- B JIel0 BKJIIOYAETCS OJUH SK3EMIUIAp KaKI0ro
JOKYMEHTA;
- TIOKYMEHTHI OJJHOTO KaJICHAAPHOTO rojia

38. | XpaHeHue  JOKYMEHTOB B | [lenonpon3BoACTBEHHOE XpaHeHue JOKYMEHTOB
CTPYKTYPHBIX OpraHM3aliil HayMHAaeTcs C MOMEHTa 3aBEpIICHUS
NOJIpa3eICHUsX. paboTbl ¢ HUMHU. JIOKYMEHT C OTMETKOW 00 MCIIOTHEHUN

Y HampaplieHUH B JI€J0 NOJIIMBAIOT B JI€J0, MOCie
OKOHYAHMS CPOKA XPaHEHUS] — YHUUTOXKAIOT
39. | llopsimox cmauu nen B apxuB | OcymecTBisercss 1Mo Tpaduky ©  MPOBOAMTCS IO

CTPYKTYpPHBIMH
NOpa3AcIICHUsIMU
YUPEKICHUS.

OITMCSM, COCTaBJICHHBIM B
MoApa3AeICHUSX.

CTPYKTYPHBIX
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JIMCT yyeTa u3MeHeHuil

HuxHUI KOJIOHTUTYJI OLIEHOYHBIX MAaTEpUAIOB COAEPXKUT yKa3aHWs Ha HOMEP U JaTy
Bepcuu nokymenta (Hampumep, Bepeus 1.0 ot 12.2020 r.).

AxTyanuzanus (HEMOCPEICTBEHHOE BHECEHHE HM3MEHEHMI) TekcTa (4acTH TEKCTa) Ha
J1000W M3 CTpaHMIl OLIEHOYHBIX MAaTEPHAJIOB OCYILIECTBISIETCA IYyTEM 3aMEHbl BCEM CTpaHUIIBI.
COOTBETCTBEHHO U3MEHSETCSI HOMED U J]aTa BEPCUU COOTBETCTBYIOLIEH CTPaHUIIBI.

Nudopmanusi BHECEHHMM HW3MEHEHUW (3aMEHE JIMCTOB) BHOCHTCS B TaOmwily ydera
n3MeHeHun. J[ara rnocnenHe BEpCuy XapakTepu3yeT COBPEMEHHOCTb BCETO JOKYMEHTA.

Boimyck HOBOM penakiMM [OKyMEHTa B3aMEH MPEeIbIIyliel OCYIIECTBISETCS MpH
HaKOIUIeHUU u3MeHeHui 6omee 20 % ot o6beMa 00IIIero cofepKaHmsl TOKyMEHTA.

Tabuauna yyera u3aMeHeHU

Crp. Hara Ne u nara nokymenra, Jara [Toanuce
MOCJIETHEN | PETIaMEHTUPYIOIIETO BHECEHUE BHECEHHUS WCIIOJTHUTEIIS
BEPCUHU U3MEHEHUH U3MEHEHUH




