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JIMCT aKTyaH3auMu IPOrpaMMbl

IIporpamma nepecMoTpena, oGeyskena u onobpena s peanusanuy B 2020 - 2021 yueOHOM
rofy Ha 3aceqanuu Kapeapr! Ilemarorndeckoro o6pa3ons WU JI0KYMEHTOBE ICHHS!

Or. Ne 1
C.C. Benukanosa

v
IIporpamma nepecmotpena, oGeyxaena u ono6pena s peanusanyu B 2021 - 2022 yue6HOM
oty Ha 3acefianuu Kapeznps Ilenarornueckoro 06pa3oBaHus U JOKYMEHTOBEIEHUS

[IpoTokom or 2050 No L
3as. xadpenpoi C.C. Benukanosa

IIporpamma nepecMotpena, o6cyskieHa 1 onobpena mis peanuzanuu B 2022 - 2023 yueGHOoM
rozty Ha 3acestanun Kadeaps Ilenarormaeckoro 06pasoBaHus U JOKYMEHTOBEICHHUS

IIporoxomor iO_ v No
3aB. xadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOLYJ151)

(dbopMupoBaHHE CIOCOOHOCTH UICHTU(GUIIMPOBATHE HOPMATUBHYIO CPeNly JUIsl pealln3aiiu
Pa3IMYHBIX HANIPABICHUN MPO(ECCHOHANBHOM NEATENHOCTH, PelaTh NpodhecCHOHaIbHBIC

3a/layd B COOTBETCTBUU C HOPMATHUBHBIMH NPABOBBIMU aKTaMu B cepe oOpa3zoBaHUs U
HOpMaMé TPOPECCHOHATBHON ASTHKH, OOECIeYHBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHUE
o0pa3oBaTeNbHO,  YINpaBIEHYECKOM M HAy4YHO-UCCIIEOBATEIbCKONM  JESATENIbHOCTH
00pa30BaTeNbHON OpraHU3aIiy.

2 MecTo THCHHUIIMHBI (MOYJISAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMsl

Hucuunnuaa HopmatuBHO-TIpaBOBOe oOecreyeHue yrpaBleHUs OO0pa3oBaHUEM C
IPAaKTUKYMOM 10 JEJONPOU3BOACTBY BXOJAUT B 00s3aTeNbyl0 4YacTb Yy4eOHOro IUIaHa
00pa3oBaTeIbHOI IPOrPaMMBI.

Jns  W3ydeHus  JUCLUIUIMHBI  HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAQJICHUsA),
c(hOpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHS JUCITUTUTUH/ TPAKTUK:

CoBpemeHHbIe IPOoOIeMbl HAYKH U 00pa30BaHMs

[TpakTUKyM 1O pereHuo NpodecCHOHAIBHO-YIIPABICHYECKHUX 3a1a4

[IpoexTrpoBaHHE U MOHUTOPUHT B 00pa30BaHUU

[Tpon3BoaCTBEHHAS - TPAKTUKA 0 MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIBITA
npodecCHOHATIBHOMN JesITebHOCTH

VHHOBaIIMOHHOE NPEANPUHUMATEIBCTBO

Opranu3zanus NpoCBETUTEILCKOM JESATENbHOCTH B CUCTEME 001Iero 00pa3oBaHus

[Ipou3BoicTBEHHAS - TeJaroruyeckas npakTuka

TexHonoruu opraHuzalMu 00Opa30BaTEIBHOIO IpoOIEcca B CHUCTEME COBPEMEHHOI'O
00pazoBaHUs

TexHonoruu pa3paboTKH MpoOrpamm AesITeNbHOCTH 00Pa30BaTEIbHOTO YUPEKICHUS

VYnpasienue o0pa3oBaHueM

VYy4eOHast - 03HaKOMUTENbHAs IPAKTUKA

Ilcuxomoruyeckue OCHOBBI YNpaBJIEHUS MEPCOHAJIOM B  001Ie00pa30BaTEIbHBIX
OpraHHu3aIUsIX

VYnpaiieHue BOCIUTaTeIbHBIMU CUCTEMAMHU

3HaHus (YMEHMs, BIIaJIEHUs ), IOJyYEHHbIE NMPU M3YyYeHUU JaHHOM IUCIMIIIMHBI OyxyT
HEOOXOUMBI 17151 U3YUEeHUSI AUCIUILIINH/TIPAKTUK:

[IpakTuKyMm 1o peneHuto npopeccuoHaNbHO-TIEAArOTHYECKUX 3a4a4

[IpakTHKyM 1O perieHuto NpodhecCHOHAIBHO-YIIPaBIEHYECKUX 3a1a4

[TpoexTHpoBaHWE U MOHUTOPUHT B 00pa30BaHUU

[Ipou3BocTBEHHAs - MpPaKTHUKa IO MOJIyYEHUIO MPO(ECCHOHATBHBIX YMEHUN U OIbITa
npodecCHOHATBLHOM JesITebHOCTH

VYnpasieHue kauecTBOM 00I11ero 00pa3zoBaHus

BrinonHenue u 3ammura BoITYCKHON KBaTU(UKaMOHHON pabOThI

IToaroroBka Kk cade u cjadya rocyapCTBEHHOTO SK3aMEeHa

[Ipou3BoicTBEHHAs - Hay4YHO-HCCIeI0BaTeNIbcKas paboTa

[Ipou3BocTBEHHAS - IPEATUIIIIOMHAs TPAKTUKA

3 KomnereHunu o0y4aroiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUsI

AMCHUIJIMHBI (MOYJISI) M IIJIAHUPYEMBbIE pPe3yJbTAThl 00y4eHUs

B pesynbTaTte ocBoeHus aucUUIUIMHBI (Moayins) « HopmatuBHO-TIpaBoBoe obecrieueHue
yrpaBleHUsT 00pa3oBaHWEM C MPAKTUKYMOM IO JEJIOMPOHM3BOACTBY» OOYYAIOIIMNCS NOJKEH
00J1a/1aTh CIEAYIOIMMHU KOMIIETEHIIUSIMU:

Kon nanukaTopa NHnukaTop TOCTHKEHUS KOMIIETECHITUN




OIIK-1 Crioco6eH oCyIecTBIsATh M ONTUMU3HPOBATH TPO(ECCHOHATIBHYIO ICSITEIIBHOCTD B




COOTBETCTBHH C HOPMATHBHBIMH IPABOBBIMM aKTaMH B cdepe 00pa3oBaHUS W HOPMaMH
poheCCHOHATBHOMN YTHKU

OIIK-1.3 OcymectBisier TpodecCHOHATBHOE B3aUMOJCHCTBHE C YYaCTHUKAMH
o0pa3oBaTeNbHBIX  OTHOIIEHHWH B COOTBETCTBMM C  HOpMamHu
podeCcCUOHATLHON STHKHU

OIIK-1.2 [TpumMeHsieT HOpMAaTHUBHO-TIPABOBHIE aKTHI B cepe 0Opa3oBaHus C y4eToM
HOPM PO eCCHOHAIILHON STUKHU

OIlIK-1.1 AHanmu3upyeT M HCIOJIb3yeT HOPMATUBHBIE IIPABOBBIC JTOKYMEHTHI,

periaMeHTHPYIONIKE TpeOoBaHus K TPo(heCCHOHAIBHOM IeITeIbHOCTH




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. yacos, B TOM

YUCJIC:

— KOHTaKTHas pabora — 8,6 akaj. yacos:

— aynuTopHas — 6 akaJi. 4acos;

— BHeayIuTOpHas — 2,6 akaJi. 4acoB

— caMocrosTenbHas padora — 90,7 aka. 4yacos;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akajl. yaca

dopma aTTecTaluy - SK3aMEH

AynuropHas g
KOHTaKTHas paboTa E 3 dopma TeKyIIEero
=
B aKaj. yacax 2] Bu KOHTPOJIS
Paznen/ Tema 2, (B axaz. yacax) == A . P Kox
> 3 ©| caMOCTOATENFHOH | yCIIeBaeMOCTH U
JTACIUTUTAHBI R S . | xoMIeTeHK
Q & padoThI MIPOMEKYTOYHOM
na6. | mpakr. | € 3
Tlex. - [ WPAKT. | = o aTTecTaluu
3aH. 3aH. | &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obecriedeHne yNpaBIeHYECKON
JEeSITeTLHOCTH B
00pa3oBaTebHON OpraHu3aIn
Nzyuenue
TEOPETHIECKON U
MIPAKTHUECKOI
JUTEPATypPHI IO
Teme
Ompoc
PaboTa ¢
11 [Tpunnumne! Jlomarinee
OpraHu3aluu HHdopMaIHOmHO- MPaKTUYECKOE
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a/:1aHHe 1 OIK-1.1,
p P y 0,5/0,511 0,5/0,51| 10 nopranamu OITK-1.2,
6asbl 00pa3oBaTeIbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonrponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabora
¢, Pocapxus.
DK3aMeH
Brinmonuenne
KOHTPOJIBHON
paboTHI
IlogroroBka k
) TECTHPOBAHHIO
Nzyuenue
TEOPETHIESCKON U
MPaKTUYECKOU
JUTEPATypPhI IO
Teme
1.2 CocraB JOKaJIBHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB UH(POPMAIOHHO- Jomamrnee
00pa3oBaTenbHOM MPaBOBBIMH 3amaHue 2 OIIK-1.1,
OpTraHM3aIHH. 0,5/0,51 0,5/0,51| 16 TopTaJamMu Tect 1 OIIK-1.2,
IOpunnueckas cuia Iapasr, KouTtponbHas OIlK-1.3
YIPaBICHUECKUX Kouncynprantllnro paboTa
JTOKyMEHTOB. ¢, Pocapxus. DK3ameH
Brinmonnenune
KOHTPOJIBHON
paboThI
Ilonroroska x
TECTUPOBAHHIO
Wroro no pazneny /11 /11 | 26




2. Paszgen 2. Opranuzanus
JIeJIOTIPOU3BO/ICTBA
00pa3oBaTeNbHBIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Pabora ¢ Ompoc
21 OcobeHHOCTH nH(OpPMALOHHO- Homaumee
OpraHu3alu MPAaBOBBIMH npaxmqecgoe OIlK-1.1,
JIeJIOTIPOU3BO/ICTBA 0,5/0,51 0,5/0,51| 16 ropTajamMmu 3a¥aﬂng OIIK-1.2,
00pa3oBaTesbHOM Iapasr, ecr OIlK-1.3
KontponbHas
OpraHu3alyu Koncynbsrantllno paGora
¢, Pocapxus. SKsameH
Brinonnenne
KOHTPOJBHON
paboThI
[lonroroBka x
TECTHUPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphl IO
Teme
Pabora ¢ H&Zﬁzee
HHOpMAIHOHHO- MPaKTUYECKOE
2.2 JIoKyMEeHTHpOBaHHUE MIPaBOBBIMHU p 4 OIlK-1.1,
o0pazoBarebpHOM 2 0,5/0,51| 14 nopTajgamMu 3a,ll£aHH62 ' OIIK-1.2,
JIESATENBLHOCTH lapanr, KOHT;COTHBHM OIIK-1.3
Koncynbsrantllnto aGota
¢, Pocapxus. 3p1<3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenue
TEOPETUYECKON 1
MPaKTHYECKOU
HMTepTiTMng o 3aciaymuBaHue
JIOKJIa10B
Pabora ¢
2.3 OcobenHoctu “HPOPMALMOHHO- CTYACHTOB
JIOKYMEHTUPOBAHUS [IPaBOBBIMHU Hlomaumee OIIK-1.1,
TPYAOBBIX OTHOLUEHUH B /11 |16,7 opTanaMmu HpaKTquCIéoe OIIK-1.2,
00pa3oBaTenbHOM I'apanr, 3a€aHHZ OIIK-1.3
OpraHu3aluu Koncynpsranrllno ect
¢, Pocapxus. KOHT%OJTBH&H
Beimonnenne ;);a(if:H
KOHTPOJIBHOM
paboThl
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JNTEPATypPHI IO
Teme 3aciymuBaHue
Pa6oTa ¢
24 Crpykrypa nH(OPMALOHHO- AloKIaNoB
JoKyMeHTambHOTO  (hoHma TPaBOBBIMH CTYHCHTOB
00pa3oBaTenbHOI opTajaMu Homaumee OIIK-1.1,
OpraHH3aIHH. 0,5/0,511 /11 | 18 Tapan, “pa“me"'éoe OIK-1.2,
Howmenknarypa Jel Koncynbsrantllno Sa]{l::fg OIIK-1.3
00pa3oBaTesbHOM ¢, Pocapxus.
KontponbHas
OpraHH3alNH anonHeHmE pabota
KOHTPOJBHOH Sx3aMen
paboThI
IMoaroroBka k
TECTUPOBAHUIO
IMoaroroBka k
9K3aMEHY
Wroro no pazneny /11 3/31 | 64,7
Hroro 3a cemectp 2/21 4/41 | 90,7 9K3aMeH
Hroro no aucnumnnuze 221 4/411 | 90,7 SK3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npouecce 00yyeHus no JUCUUIUIMHE IPUMEHSIOTCS CIIEAYIOIINE TEXHOIOTUH.

1. TpagunuoHHble 0Opa3oBaTEIbHBIE TEXHOJOTUH, MPEANOJIATAOIUEe PIMYIO
TPAHCIALMIO 3HAaHUM OT mpenojaBarenss K CTyAEHTY (NPEUMMYIIECTBEHHO Ha OCHOBE
O0BSICHUTEIbHO-WILTIOCTPATUBHBIX METO/I0B 00yueHus). YueOHas qesITeIbHOCTh CTYACHTa HOCUT
B TaKUX YCJIOBUSX, KaK IIPABUIIO, PENIPOYKTUBHBINA XapakTep.

@®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAULIIMOHHBIX TEXHOJIOTHIA:

IIpakTHyeckoe 3aHATHE, MOCBSAIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHH M HaBBIKOB I10
IPEJIOKEHHOMY aITOPUTMY.

2. TexHosioruu npoOJEeMHOro oOyudeHHs] — opraHu3anus o0pa3oBaTeNbHOrO Ipoliecca,
KOTOpask MPEeoJaracT MoCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YYEOHBIX MPOOIEMHBIX
CUTYalMH JUIsl CTUMYJIMPOBaHMsI aKTUBHOM [TO3HABATENIBHOM AEATEIBHOCTU CTYJCHTOB.

@®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BAHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

[IpakTuyeckoe 3aHsATHE B (OpMe NpPaKTUKyMa — oOpraHu3anus ydyeOHOH paboThl,
HaIpaBJICHHAs Ha PEIICHHE KOMIUICKCHOW Y4YeOHO-II03HABATEIbHON 3aJaud, TPEOyroImed OT
CTYZICHTa IPUMEHEHMS KaK Hay4YHO-TEOPETUUECKUX 3HAHUI, TaK M IPAKTUYECKUX HABBIKOB.

[IpakTuueckoe 3aHATHE HA OCHOBE KeHC-METO]a — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOI
CUTYallUH, BOCIIPOU3BOALIECH peabHbIe YCIOBHUS HAYYHOU, IPOM3BOJICTBEHHOM, 00111eCTBEHHOM
nesTenibHOCTH. OOyvaroliyecsl J0JKHBI MPOAHATM3UPOBATh CUTYalUIO, pa3o0paThCcsi B CYTH
npo0ieM, IPeAoKUTh BO3MOKHBIE peIlIeHHs U BbIOpaTh Jyuiee U3 Hux. Keiicel 0azupyroTcs Ha
peaibHOM (PAKTHUECKOM MaTepHalle Ui e MPUOIMKEHbI K peaIbHONW CUTYalUHU.

[IpakTHyeckue 3aHATHS NPOBOJATCS B (pOpME NMPAKTHUECKOW MOATOTOBKU B YCIOBHUSAX
BBITIOJTHCHHSI OOYJYaIONUMUCS BHJIOB pPa0bOT, CBS3aHHBIX ¢ Oyaymed npodeccHoHATBHON
JeSITeIbHOCTBIO M HAIPaBJIEHHBIX Ha (POPMHUPOBAHUE, 3aKPEIUIEHUE, Pa3BUTHE MPAKTHUYECKHX
HABBIKOB U KOMIIETEHITUH 110 MPOoUITI0 00pa30BaTEIHLHON TPOTPaMMBI.

3. TexHonoruu NMpoeKTHOro OOy4YeHHs — OpraHuszalus o0pa30BaTENBLHOrO Mpolecca B
COOTBETCTBUHU C aQJITOPUTMOM IIO3TAIMHOTO PEIICHUS MPOOJEMHOW 3aJaydl WM BBITOJHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATENbHOCTh
IPYMIIbI CTYJEHTOB, HANPaBJIEHHYIO Ha BBIPAOOTKY KOHLIEMIMH, YCTAaHOBJIEHUE LeNiel U 3a1ad,
(GOpMYyIUPOBKY O0XHMJIa€MBIX PE3yJbTAaTOB, ONPEJCICHHUE MPUHIMIIOB W METOJIUK PpEIICHUS
MIOCTaBJIEHHBIX 3ajJlad, IJIAHUPOBAaHUE XoJa paldoThl, MOUCK JAOCTYMHBIX M ONTHMAJIbHBIX
pecypcoB, MOJTANHYIO pEaTU3alllio IJaHa paboThl, MPE3EHTALMI0O PEe3ysbTaToB pPabOThHI, MX
OCMBICIICHHE U PeIIKCHIO.

NupopmaninoHHbli  MpPOEKT — y4yeOHO-TIO3HABAaTENIbHAsl JESITENBHOCTh C  SIPKO
BBIpa)KEHHON 9BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMaTU3alus HHPOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IMPOEKTa ¢ 3TOM MHpOpMalMel, ee aHaIu3 U
00o011eHue 1151 Mpe3eHTauH Oosee HIMPOKON ayTUTOPHH).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ O0pa3oBaTeIbHBIE  TEXHOJOTHH  —
opranu3zaiys 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaTU3UPOBAHHBIX
MIPOrPaMMHBIX Cpel U TEXHUYECKUX CPeACTB paboThl ¢ MH(popmanuein. UHTepHEeT-TeXHOIO0rus
(ceTeBast TEXHOJIOTHUsS), OCHOBaHHas Ha HCHOJB30BAHUU TJIOOANBHBIX U  JIOKAJIBHBIX
KOMIIBIOTEPHBIX ~ CEeTel, oOecreynBaeT JOCTyla oOydarommxcsi K HHGPOPMAIMOHHBIM
o0pa3oBaTeNbHBIM pecypcaM U (OpPMHUPYET COBOKYIMHOCTh METOIMYECKHUX, OPTaHU3allMOHHBIX
TEXHUYECKUX U MPOrPaMMHBIX CPEJICTB pealiv3allid W YIpPaBJIEHUS Y4e€OHBIM IPOIIECCOM
HE3aBUCHMO OT MECTOHAXOXJIEHHS €ero CyOBeKTOB [UIi JAMCTAHIIMOHHON TOAJIEPKKU
00pa30BaHUs CTYAECHTOB C OrPaHMYEHHBIMU BO3MOXHOCTSIMU 310POBBSI, OJAPEHHBIX CTYJCHTOB,
OpraHM3alMy JUCTAHLMOHHOIO KOHTPOJS 3HAHWM CTYIEHTOB M NPOBENCHHUS 3aHITHH C
UCIIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00pa30BaTENbHbBIX TEXHONIOTUH. DOpMbI yUeOHBIX 3aHATHI C
UCTIOJIb30BaHUEM MH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHIL: MPAKTHUECKOE 3aHATUE B
(dopMe npe3eHTalun — IPeCTaBIeHNUE PE3yIbTaTOB



MIPOEKTHOM MJI UCCIEA0BATEIBCKOMN IESITENBHOCTH.

KeiicoBast mucraHinonHast 00pa3oBaTeIbHasi TEXHOJIOTHUS MPEIOCTABISACT 00yYAFOIIMCS
uH(pOpMAIIMOHHBIE  00pa30BaTeIbHBIE PECYpPChl 10 HW3y4aeMOW JUCHMIUIMHE B  BHJE
CIEIUATM3UPOBAHHBIX HAOOPOB y4EOHO-METOAMYECKUX KOMILICKCOB (MMOSICHUTEIBHON 3alMCKH,
TEOPETHYECKOr0 Marepuaia, IPaKTHYECKHX 3aJaHui, KOHTPOJIBHON pabOThl TEKYIIMX U
UTOTOBBIX TECTOB M METOIUYCCKUX PEKOMEHIAIMI K KaXKIOMy BUIY pabOThI), MPpeAHA3HAUYCHHBIX
JUTSL CaMOCTOSITEIBHOTO U3YUCHHS C MCIOJIb30BAHUEM 3JIEKTPOHHBIX HOCHTEICH HH(POPMAIMK B
cucreme yrpasienus kypcamu Moodle.

6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOH PadoThl 00y4yaroIMXCcst
IIpencrasneno B npuiioxeHuu 1.

7 OueHOYHBIE CPeACTBA /1JIsl IPOBeeHH s POMEKYTOUHOI aTTecCTAlMN
[IpencraBieHsl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecnedeHrue TUCIUIITIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. ABeppsiHoBa, T. A. YmpaBienue cucremMamMu oOpa3oBaHHs : y4eOHO-METOAMUYECKOE
nocobue / T. A. AsepbsinoBa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 91 c. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2702.pdf&show=dcatalogues/1/1131
709/2702.pdf&view=true (mata oOpamenus: 04.10.2019). - Maxkpoobdbekr. - Tekcr
AJIEKTPOHHBIN. - FiIMeeTcs meyaTHbIN aHaJIoT.

2. Bonkoga, B. B. OcHoBbI nenornpounsBo/ictsa : yueoHoe nmocodue / B. b. Bosikosa, M. B.
KpuBormuibikosa. - Marautoropek : MI'TY, 2013. - 1 anekrpos. ont. auck (CD-ROM). - 3ari. ¢
TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1037. pdf&show—dcatalogues/1/1119
335/1037.pdf&view=true (mara ooOpamenus: 04.10.2019). - MakpoodwsekT. - Tekcr
ANIEKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

3. KoxymkoBa, H. B. Crpykrypa nokymenta. Cucrembl JOKyMEHTAIIHH.
YHUGHUIMpPOBaHHAs CUCTEMa OpPraHU3allMOHHO-PACTIOPSIUTENbHON JIOKYMEHTALUU: O001ue
TpeOOBaHUs K COCTaBIICHHIO U opopmieHuto : yaeoHoe nocooue / H. B. Koxymkosa ; MI'TV. -
Marnuroropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ tuTyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mata oOpamenus: 04.10.2019). - MakpooobekT. - Tekcr

ATexThOHHLNIT - CRemerug mocTvitael Taksxke va CN-ROM

0) lonoJiHMTEILHASA JIATEpaTypa:

1.ABeprsiHoBa, T. A. JIomKHOCTHBIE MHCTPYKIIUU CIEIUATMCTOB CUCTEMbI 00pa30BaHuUS !
yueOHOo-MeToqrueckoe mocobue / T. A. ABepbsinoBa ; MI'TVY. - Maruutoropck : MI'TV, 2017. - 1
anektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. 9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3168.pdf&show=dcatalogues/1/1136
543/3168.pdf&view=true (mata oOpamenus: 04.10.2019). - MaxkpooObekT. - Tekcr
AJIEKTPOHHBIN. - CBeIeHUs TOCTYHBI Takke Ha CD

2.AugpeeBa, C. JI. Opranuzamus paboTel € OOpalleHUsIMH  Tpa)kaaH
yuebHo-MeTouueckoe mocobue / C. JI. Auapeera ; MI'TVY. - Maruuroropck : MI'TY, 2016. - 1
anektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. 9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata ooOpamenus: 04.10.2019). - MaxkpooObekT. - Tekcr
3JIEKTPOHHBIN. - CBeieHus ocTyHbI Takke Ha CD-ROM.

3. barayraunosa, C. ®@. YpaieHue AOIIKOIbHBIM 00pa3oBaHUeM . yuaeOHoe mocooue /
C. ®@. barayrnunosa ; MI'TVY. - Marautoropck : MI'TV, 2015. - 1 anexTpoH.



OIIT. JICK (CD-ROM). - 3ari. c TUTYIL 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123
945/1427 pdf&view=true (mata oOpamenus: 04.10.2019). - MakpooObekr. - Teker
3JIEKTPOHHBIN. - CBeieHust qocTynHbI Takke Ha CD-ROM.

4. baneiackas, H. P. IlpaBoBoe perynupoBaHue TpyJa TOCYIapCTBEHHBIX H
MYHHUIUIIAIBHBIX CITyKaIux . yaeonoe mocooue / H. P. Banbiackas, JI. M. PaxumoBa, B. M.
agyposa ; MI'TY. - Marauroropck : MI'TY, 2017. - 1 snektpoH. onr. quck (CD-ROM). - 3aru.
c THUTYII. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3205. pdf&show—dcatalogues/1/1136
718/3205.pdf&view=true (mara oOpamenus: 04.10.2019). - Makpoobbekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynusl Takke Ha CD-ROM.

5. Oneitnuk, E. B. HopmatuBHO-1IpaBoBOE M METOIMUYECKOE 00ecIIeueHne HHKIIFO3UBHOTO
obOpaszoBanus . ydeOHoe mocobue [mns By3oB] / E. B. Omeiinuk ; MaraHuToropckuii roc.
texHnyeckuid yH-T um. I'. M. HocoBa. - Maruutoropck : MI'TY um. I'. 1. HocoBa, 2019. - 1
CD-ROM. - ISBN 978-5-9967-1668-5. - 3arm. c¢ Turym. o9kpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3940.pdf&show=dcatalogues/1/1530
515/3940.pdf&view=true (mara ooOpamenus: 25.09.2020). - Makpooobekr. - Tekcr
ANEKTPOHHBIN. - CBefienus AocTynHbI Takxke Ha CD-ROM.

6. UepHosa, E. B. MnpopmaimonHnas 6e3onacHocTh B 00pa3zoBanuu : yueOHoe nocoowue /
E. B. Uepnoga, JI. ®. I'anuesa ; MI'TY. - Maruutoropck : MI'TY, 2016. - 1 a1eKTpoH. ONT. TUCK
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2499.pdf&show=dcatalogues/1/1130
272/2499.pdf&view=true (mara oOpamenus: 25.09.2020). - Makpooobekr. - Tekct
ANEKTPOHHBIN. - CBeienus AocTynHbI Takxke Ha CD-ROM.

B) MeToauyeckue ykasaHus:

CamocrosiTenbHas paboTa CTYJCHTOB By3a : mpakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. Ypa3aesa, E. M. Pazymoga, T. ®. OpexoBa ; MarHUTOrOpcKHii roc. TEXHUYECKUHA YH-T UM.
I'. U. Hocosa. - Maraurtoropck : MI'TY um. I'. . Hocoga, 2019. - 1 CD-ROM. - 3arm. ¢ tuTyn.
JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’Pname 3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 28.09.2020). - MakpooObekT. - Tekcr
2JIEKTPOHHBIN. - CBenmeHns qocTynHel Takke Ha CD-ROM

r) [Iporpammuoe obecneuenue u UHTepuer-pecypcebi:

IIporpammHuoe obecnieyeHue

Haumenopanue 10 Ne noroBopa Cpok neiicTBUS JTUICH3UH
MS Windows 7
Professional (s J1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional
7Zip cB000THO pacrpoctpansemoe [10 0ECCPOYHO
FAR Manager CcB000JIHO pactpoctpansemoe [10 0ECCPOYHO




IIpodeccnonanbHble 0a3bl JaHHBIX M HMH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HasBanue xypca Cchuika

OneKkTpoHHass 0aza MEepUOAMYECKUX H3JaHUN
East View Information Services, OO0 «MIBUC»
HammmonansHas
uadopmaionHo-ananutruyeckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHAEKC HAYYHOTO IIUTHPOBAHHSA
[Touckoras cucrema Axanemus Google (Google
Scholar)
Nudopmanmonnas cucrema - EnnHOe OKHO
JIOCTyNa K HH(OOPMALIMOHHBIM pecypcaM
Poccmiickas T'ocymapcTBeHHass OubOIMOTEKA.

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

URL.: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

Karanoru

JJIeKTPOHHEIE pecyperl oubnmotexn MITY uu. http://magtu.ru:8085/marcweb2/Default.asp
I".1. HocoBa

YHI/IBepCI/ITeTCKa}I I/IH(I)OpMaI_II/IOHHaSI CUCTEMA . . .

POCCIIS https://uisrussia.msu.ru

MexnyHaponHas HayKOMETpHUUIECKas

pedeparuBHas U MOIHOTEKCTOBas Oa3za manubix |http://webofscience.com
nayunbix n3aanuii « Web of sciencey

MexnynapoagHas edepaTuBHaAI n
AYHApO pegep http://scopus.com
HOJIHOTEKCTOBasE CIIPaBOYHAsh 0a3a JaHHBIX
Mesx1yHapoHas 0aza  IOJHOTEKCTOBBIX

Kypratos Springer Journals http://link.springer.com/

MexnynaponHas 6a3a CIpaBOYHBIX M3JAaHUN TIO
BCEM OTpacysM 3HaHuii SpringerReference
9 MaTtepHaJIbHO-TEXHHYECKOE o0ecneyeHne TUCIUTILIHHBI (MOLYJIs1)

http://www.springer.com/references

MarepuanbHO-TEXHHUECKOE 00ecTieueHNe JUCIUTUINHBI BKITFOUAET:

VYdeOHbIe ayJUTOPUH [T TIPOBEICHHS IUCTAHIIMOHHBIX 3aHATHH JEKIIMOHHOTO THUIIA:

CTOJI KOMIIBIOTEpPHBIH, CTOJ MHUCBMEHHBIN, CTyad OQUCHBIN, JOKyMeHT-Kamepa Epson,
uctrouHuk OecnepeboitHoro mmranuss POWERCOMIMD-1500AP, kamepa  BBICOKOTO
paspelieHu s, KOMIbIOTep epcoHaNbHbIN (THn 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronpHblid  Calisto-620 Plantronics, Be6-xkamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAsI, CTEpeOrapHUTypa (MHKPOGOH C IIYMOIOJAABICHHEM), 3KpaH HacTeHHbI Digis
Optimal-C MW DSOC-11032*2

VY4yeOHble ayaUTOpUU Ui TPOBEACHUS MPAKTHMYECKUX 3aHATUH, TPYNIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIBTAIN, TEKYIIETO KOHTPOJIS M IIPOMEXYTOYHOMN aTTeCTaIlHH:

CTOJI KOMIIBIOTEPHBIH, CTOJ MHUCBhMEHHBIN, CTyad OQUCHBIN, JOKyMeHT-Kamepa Epson,
uctrouHnk OecnepeboitHoro mmranuss POWERCOMIMD-1500AP, kamepa  BBICOKOTO
pa3peleHus, KOMITBIOTEep epcoHabHbIi (T 6), mpoekTop ViewSonicPJID7526W, cnimkepdon
nacronpHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctudeckas
HacTOJbHAs, CTepeorapHuTypa (MUKpPO(OH C IIYMOIOJAaBICHHEM), SKpaH HacTeHHbIIDIgIS
Optimal-C MW DSOC-11032*2

[TomerieHus 17151 CaMOCTOATENBbHOM paboThl 00yUarOIIKXCsl: EPCOHATbHBIE KOMITBIOTEPHI
¢ makerom MS Office, Beixomom B UMHTepHET W C JOCTYIIOM B 3JEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

[Tomemmenne st XpaHeHHs W MPOPHIAKTHYCCKOTO OOCIYXKHUBaHHsS  y4eOHOTO
000pYyIOBaHUS: CTEIIAXKH Ul XpaHEHHUs Y4eOHO-HArJISIIHBIX TOCOOUI M yueOHO-METOMUECKON
JOKYMEHTAITHH.



Ipuioxkenne 1
Y4eOHO-MeTOAMYECKOE 00ecTedeHHe CAMOCTOSITeIbHOM PadoThl 00y4aArOINXCSI
Jlomaminee 3axanmne 1

[ToBTOPUTH HPUHIUIBI OpPraHU3allMd HOPMATHBHO-TIPABOBOM 0a3bl 00pa3oBaTeIbHOM
nesirenpHOCTH B Poccniickoit denepanuu.

[Tonb3ysch nH(OPMaIMOHHO-TIPABOBBIM MOPTAIOM Koncynprantllntoc
(http://lwww.consultant.ru/) uaeHTHQHUIMPOBATE HOPMATUBHYIO cpely s oOpa3oBaTeibHOU
OpraHu3aIy OJHOTO U3 TUIOB (110 BEIOOPY cTyAeHTa). CIMCOK AeMCTBYIOIIUX IPABOBBIX aKTOB U
HOPMAaTHBHO-METOJMYECKUX JIOKYyMEHTOB JIOJDKEH OTpakaThb YPOBHEBYIO OpIaHU3aIUIO
HOPMAaTUBHOM cpeibl.

Pexomenoayuu:.

1. 3yuuTts crathio 23 «Tumsl 06pazoBaTenbHbIX opranuzanuiiy denepansHOro 3aKkoHa ot
29.12.2012 N 273-®3 (B pgelictByromieir penakiuu) "06 obpazosanuu 6 Poccutickoii
@edepayuu”. Boidpats oauH u3 Tunob. CoriacoBaTh BBIOOp C MpernojaBareneM (TUIBI He
JIOJDKHBI TOBTOPSATHCS).

2. N3yuuts TpeboBanus @3 « 06 obpazosanuuy», Kacaroluecs BCEX BUIOB AESATEIbHOCTH
o0pa3oBaTeNbHONW OpraHM3aluu  BeIOpaHHOro Tumna. OIpeaenuTs COCTaB JIOKyMEHTOB,
PErJaMeHTUPYIOIIUX €€ JeSTENbHOCTh, IPEACTAaBUB €ro B BHUJE HMEPAPXUUYECKOrO CIUCKa
HMCTOYHHUKOB 4-X ypOBHEH:

1) mpaBoBbIE aKThI, M3/1aBa€MbI€ BHICIIMMU T'OCYIaPCTBEHHBIMU OpraHamMu QeaepaibHOn
3aKOHOJIATENTbHOM BIIACTH M BBICIIMMH opraHamu yrpasieHus (KOHCTHUTYIHS, KOIEKCHI,
denepanbHble KOHCTUTYLIHOHHBIE 3aKkoHbI (DK3), denepanpubie 3akoHbl (P3), MOCTAaHOBICHUS
[TpaButenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBble aKkThl, W3JaBaeMble (efepalbHBIMU OpraHaMU HCIOJHHUTENbHOM BJIACTH:
MUHHCTEPCTBAMH, KOMHUTETAMH, BEIOMCTBAMH KaK OOIIEOTPAcIeBOTO, TaK U BEIOMCTBEHHOT'O
xapakTepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIIyX0, areHTCTB, OI0pO U JIp.;
WHCTPYKTUBHBIC MTMChMa, TUTIOBBIE TIOJOKEHHUS, THIIOBBIE U TEXHUYECKNE PETJIAMEHTHI, THITOBBIE
UHCTPYKLIUU U Jp., oOuiepoccuiickue u BeroMcTBeHHbIE kiaccudukatopbl, 'OCTErI, nepedynu
TUTIOBBIX JIOKYMEHTOB U JIp.);

3) mpaBoBBIE aKThl, U3/laBa€Mble OPraHaAMM 3aKOHO/ATEILHOM U MCIIOJHUTENBHOM BIAaCTH
cy0bekToB PO 1 MX TeppUTOpHAIBHBIX 00pa30BaHWi (3aKOHBI MOCTAHOBJICHUS MPABUTEIHCTBA
cyobekToB P®, pacnopsokeHuss M I[IOCTAHOBJICHMs TIJIaB aJMUHUCTpAalUH, pa3IvyHbIe
MOJI3aKOHHBIE AKTHI);

4)n0KajbHBIE AKTHI, NMPABOBbIE AaKThl HOPMATUBHOIO M WHCTPYKTUBHOTO XapakTepa, a
TaKXKe METOJAMYECKHE JOKYMEHTHI TI0 JIOKyMEHTAIlHOHHOMY OOECIIEYCHUIO YIPABICHHS,
U3/1aBaeMble PYKOBOJICTBOM 00pa30BaTeNIbHONM OpraHu3anuu (ycTaB, HOJOXKEHUS, MHCTPYKIIUH, B
TOM 4YHWCJIE€ WHCTPYKIMH (TpaBWia) TIO JIENONPOHM3BOJACTBY OpraHM3anuu, Tabenn
yHUDUIUPOBAaHHBIX (POpM, anbOOMBI OJIAHKOB, MOJIOKEHHUS O JIEJIONPOU3BOJCTBE, O paboTe ¢
NIEPCOHATBHBIMH JJAHHBIMA U TIPOYHE OPTaHU3allMOHHO-TTPABOBBIC JIOKAIBHBIEC aKThI).

3. Bce mnepeuncisieMble JOKYMEHTBHI JOJDKHBI COJAEpKaTh HJISHTH(GUUIUpPYIOIIHE HX
PEKBU3NTHl (HAMMEHOBAaHWE IOKYMEHTA, JaTa W3JaHWs, KeM YTBEp)KIEH, JaTa TOCIeIHEH
peaaKinm)

Jlomamninee 3aganue 2

1. U3yunTth ctathio 30 «JlokanbHbIe HOPMATUBHBIE AKTHI, COAEPKAIIUE HOPMBI, PETYIUPYIOLINE
oOpasoBarenbHble OTHOIIEHUs» DenepanpbHoro 3akoHa oT 29.12.2012 N 273-03 (B
nerctBytomei penakiun) "O6 obpazoBanuu B Poccuiickoit @enepanmn”

2. OTBETUTH HA BOMPOCHI:



K xakoif rpynme ympaBICHYECKHX JOKYMEHTOB OyqyT OTHOCHTHCS JIOKAJIBHBIC AaKTHI
o0pa3oBaTebHOIN opranuzauun?

Kakne JOKYMCHTBI JJIA O6p330BaTeHBHOﬁ OpraHr3anuu sABJIAIOTCA yqpeI[I/ITCJIBHBIMI/I?
3. CocTaBbTe CIIHCOK JIOKAIBLHBIX aKTOB JJIA O6paSOBaT€J'IBHBIX OpFaHI/IBaHI/Iﬁ BI)I6paHHOFO THIIA.

4. Ionw3ysich (a) [lepeunem munogwix ynpasieH4eckux apxXusHulx OOKYMeHmMo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AH08 MECMHO20 CAMOYNPAGIeHUs U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (0) Ilepeunem Ooxymenmos co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupesxcoenuil u opeanusayuil e2o cucmemvl, yme. Ilpuxkazom Munucmepcmea
npocsewenuss CCCP om 30 dexabpa 1980 2o0oa N 176; (B) Ilpunoxenuem 18 «IIpumepnas
HOMEHKJIaTypa Jell 001eo0pa3oBaTeNbHOTO yupexaeHus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpPa3’08amenbHbIX YVUPEeHCOCHUSX),
OTIpEACNIUTh CPOKU XpAHEHHS IJIs BCEX JOKYMEHTOB M3 CIHCKA, yKa3aB CTaThl0 M IYHKT TOJ
[lepeuns, Hanpumep:

Ne TunoBoe HaumeHoBanue | Cpok xpaneHust | Ne craTbu [Iepeuenn
n/n JIOKQJIBHOT'O aKTa

17 Y4eOHbIe MIaHbI U [TocTostHHO 603 [Tepeuens 1980
MIPOTPaMMBbI KYPCOB
MOBBIIICHUS
KBaJIM(DUKAIIMK yYUTETEH,
BOCITMTATENIEH,
pabOTHHUKOB
BHEIIKOJIbHBIX
YUPEKIAECHUM, IPOrPAMMBI
JUISE CaMOOOpa30BaHUS

18

JomamHee 3a1anue 3

1. Uzyuuts Ilpuxaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumepnou uncmpykyuu
no 0e10npou3eo0cmay 6 2ocyoapcmeeHuvix opeanuzayusax” (3apeructpupoBaHo B MuHiocte
Poccun  17.08.2018 N 51922) B cucreme Koncynprantllmoc —www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OtBeTHuTH HA BOIIPOCHI U IPCACTABUTH UX B CBO6OI[HOﬁ qaCTHu T8.6J'II/II_IBI.

Ne Bonpoc OTtBer
ILm.

JlokymeHT0000pOoT MY BKITIIOUAET MOCHIEI0BATEILHOCTh
repeMenieHri JOKYMEHTOB, a TaK)Ke ONEepalllK, COBEPIIAeMbIE C
ITOKYMEHTaMU B MPOIIecCce UX CO3/IaHus U ucnonHenus. HazoBure
DTH OIIEepalyu.

2 Ha xakue mpUHIUITBI ONTUPAETCS OPraHu3alMsl JOKYyMEHTO000poTa
B MVY?




w

Kaxk BemyT yueT nokymMeHToob60opora B MY?

4 Kakue ToOKyMEeHTHI ONaJaloT B COCTaB BXOSIINX U UCXOJISAIIUX
ITOKYMEHTOB rOCYJapCTBEHHOI opranu3anuu?

S) Uto Takoe «M3I1O»?

6 YUTo BXOAUT B MOHITHE «KOPPECIIOHACHIIMS TOCYIapCTBEHHOMN
OpraHu3anuu?

7 Hy>HO 11 TPOBOIUTH MEPBUYHYIO0 00PaOOTKY 3JIEKTPOHHBIX
ITOKYMEHTOB?

8 [Tprka3aM U pacropsiKEHHUSIM 110 OCHOBHOM JIEATEIbHOCTH B
rOCy/1apCTBEHHOW OpraHU3aIH IPUCBAUBAIOTCS MOPSIKOBbIE
HoMmepa? Cienyer U UX PErucTpUpoBaTh B OTAEIBHO, B Pa3HBIX
perucTpaluoHHbIX Gopmax?

0 Kak oprann3oBarb JOKYMEHTOOOOPOT IPUCIAHHBIX OyMa)KHBIX
[TOKYMEHTOB, €clii B opranuzauuu aeictsyer COJ1?

10 Kakue MOKYMEHTBI TOCYJapCTBEHHOM OpraHu3alud MOTYT
CO3/1aBaThbCs, XPAHUTHCS U HCIIOJNB30BATHCS HCKIIOYUTEIHHO B
biekTpoHHOM BuJe? Kak ycTaHOBUTH MEpeUeHb 3TUX TOKYMEHTOB?

11 ['1e perucTpupyroTCsl IPOTOKOJIbI 3aCEAaHUM, COBEIIAHN,
[TPOBOAMMBIX PYKOBOJICTBOM OpraHU3aIuu?

12 Kakue TpeboBaHMS MPEABSABIAIOTCS K MAPUIPYTaM JBUKEHUS
OpraHu3aIOHHO-PACHIOPSAUTENBHBIX JOKYMeHTOB B COJ1?

13 UeMmy OJIKHO COOTBETCTBOBATH MPOXOXKIEHNUE BHYTPEHHHUX
ITOKYMEHTOB Ha dTarnax X MOATOTOBKH U OOPMIICHHS, a UeMy Ha
BTare UCTIOJIHCHMUS?

14 CKOJIBKO pa3 U Iie HY’KHO PErUCTPUPOBATH BXOASAIINE
ITOKYMEHTBI?

15 Kakyto 3a1a4y CTaBUT pPyKOBOIUTENb ciayxO0bl IOY
FOCYIapCTBEHHOTO YUPEXKICHUSI TIPU OpPTraHUu3aIluu
ITOKYMEHTO00opoTa?

16 Creyer nu BCerjia COXpaHsITh KOHBEPTHI UITN YITAKOBKY
BXOSIINX TOKYMEHTOB?

17 Kakue 1onomHuTenbHbIe MOTOKH HA0MI0Ial0TCS BHYTPU NTOTOKA
BXo/d11el fokymMeHTauuu MY?

18 Korga Hy»KHO 3aperucTpupoBaTh UCXOSAIIMN JOKYMEHT, €CJIU OH
OB IOMIMKUCAH B KOHIIE paboyero THS WK B Hepabouee Bpems?

19 J171s1 KaKMX UCXOMSIINUX JOKYMEHTOB COCTaBJISIOTCS
CONPOBOAUTENBHBIEC MUCHMA?

20 KakoBa 11e71b peIBapuTEIHbHOTO PACCMOTPEHHS ITOTy4aeMbIX
ITOKYMEHTOB?

21 JTany NepBUYHON 00paOOTKHU TOKYMEHTOB COOTBETCTBYIOT
HECKOJIBKO onepauuii. HazoBure ux.

22 Kakue nanubie BHOCITCSA B COJl 0 BXOIAMNAX U UCXOIAINX
ITOKYMEHTaX roOCyJJapCTBEHHON OpraHu3aliu?

23 Uto nenathb, €cau BbI MOTYYUIIN HECTAHAAPTHOE IO BECY, pa3Mepy
1 T.I. IOYTOBOE OTIpaBJICHUE?

24 Uto genatb, €y Bbl MOJYYUIIN TTIOYTOBOE OTIIPABICHUE B
IMOBPEKICHHOMN yITaKOBKe?

25 Crenyer nu fenaTh KOMMKU UCXOASIINX JOKYMEHTOB?

26 KTO Takoi OTBETCTBEHHBIN UCIIOIHUTENb JOKyMeHTa? KakoBbI €ro
00s13aHHOCTH?

27 [Tepen peructpamnueit ucxoaaumx q1okymeHToB Ciyx0a

1EJI0NPOU3BOJICTBA TPOBEPSET UX IPaBUIbLHOCTh. Ha uTo




KOHKpETHO oOpaiaercss BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBSA3M M TOCTAaBKU U OTHPABKU JOKYMEHTOB
MY B opraHu3aiyy U opraibl BIaCTH.
29 KTo pa3zpabarbiBaeT MapuIpyThl JBHXKEHUS

OpraHU3aLOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB At CO /1
roCy/1apCTBEHHON OpraHu3alyu?

30 HazoBuTe 11€71h OpraHu3auu J0KyMeHTO000pOoTa B
rOCYAapCTBEHHOM OPraHU3allUN.
31 Kak MOryT perucTpupoBaTbcsi BHYTPEHHUE JOKYMEHTBI?

Jlomamnee 3aganue 4

1. U3yunre Iucomo Munucmepcmea oopazosanusn Poccuiickoit @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux peKoMeHOAUUAX no padome ¢ OOKyMeHmamu @6
00U4e00pA306aMeNbHBIX YUPEHCOCHUAX ).

YCTaHOBI/ITe, B KaKHX OOKYMCHTAX (HaSOBI/ITC rpyniy n BI/II[BI) pealn3yeTCa JOKYMCHTUPOBAHNEC
ynpaBnquecxoﬁ JACATCIIbHOCTH 06meo6pa3013aTeanoro y‘lpe)KI[CHI/IH?

2. Tlonw3ysice Metoguueckumu pekomengamusmu (cMm. 1m.1.) u ['OCT P 7.0.97-2016,
CIPOEKTUPYHTE O0ImMiA OsiaHK, OaHK MuUchMa, OJJaHK KOHKPETHOTO BHJA JTOKyMEHTa (TpHKa3a)
oOpa3oBaTenbHOIl opranuzanuu. CBeieHus: 00 OpraHu3aluyd MOTYT OBbITh BHIMBIIUICHHBIMH.

Jdomamnee 3aganue 5

IIpuBeaure mo 2 mnpuMepa JOKYMEHTOB IO JHYHOMY COCTaBYy, OTpakaolme
JOKYMEHTHPOBAHHUE CJICAYIOIIUX MPOLECCOB:

. IIPOLIECCHI JBUKEHUS KaJpPOB;
. IpOLEAYpPY aTTECTALNN;
. BOUHCKHH y4Yer.

KTo oTBeuaer 3a cocTaB/ieHue JAHHBIX JOKYMEHTOB?

KaknMu HOpMATMBHBIMH aKTaMH PYKOBOJACTBYeTCs1?

JomamHee 3aganue 6

[Tpoananu3upyiiTe HOMEHKIATYPY €T 00pa30BaTeIbHOM OpraHU3aIlii BRIOPAHHOTO THIIA WK
IpeJIoKEHHYIO0 MpernogaBaTesneM. OTBEThTE Ha BOIPOCHL.

Jlns yero npegHazHaueHa HOMEHKJIATypa el B 00pa30oBaTeIbHOM YUPEXKIECHUN?
Kak pa3pabarbiBaeTcss HOMEHKIIATypa Jell 00pa30BaTeIbHOTO YUPEKACHUS?
CymecTByeT 1 A1 JAaHHOM OpraHu3anuy Tunosas HOMEHKIATypa Aen?

Kak onpenenuts popmy u CTpyKTYypy HOMEHKIATYPHI J1e7?

Kak ycTaHOBUTH CPOKM XpaHEHUS JOKYMEHTOB?

Korna nomkHa 0OHOBISATBCS HOMEHKIIATypa J1esl 00pa30BaTEIbHOTO YUPEKACHUS?
Kto cocraBnsier u opopmisier HOMEHKIATYpy J1e71 00pa30BaTeIbHON OpraHu3auu?

Noakowhe



KonTpoasnas padora

B kauyecTBe KOHTPONBHOW pPAa0OTHI CTyIEHTAM NpEIJIaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JOKJIAJIOM II0 TEME:

«JlOKyMEHTUpOBaHHE  JEATEIBHOCTH  OOpa30oBATENBbHOTO  YUYpeXIAeHHs  (yKas3aTb
BbIOpaHHBIN TUIT)». THUIBI 00pa30BaTENbHBIX YUPEKICHUN HE JODKHBI TOBTOPATHCA B FPYIIIE
(3anMcarbes y CTapoCThl).

[Tepedyens TuNOB 0Opa3zoBaTeIbHBIX YUpexaeHu cM. 1o c¢T.23 d3 «O6 0O6pa3oBaHuM B
P®y.

TpeboBanus k pedepaty
JIOKyMeHTHPOBaHMe AesITeJIbHOCTH 00Pa30BaTEIbHOI0 YUPesKIeHHs

Conep;xaHI/Ie AOJIDKHO ACMOHCTPHUPOBATH CIICAYIOIINUC 3HAHUA U YMCHUS CTYJCHTOB:

3nanue:

- cneyuguueckux yepm 0OKYMeHMUpo8anus desmeibHocmuy 00pa3oBaTeIbHOTO YUPEKICHUS;

- Munogozo cocmasa cucmem OOKyMeHmayuu, @Gopmupyioumux OoKYMeHmaibHblll GoHO
00paz06amenbHO20 YUpedcOeHUs,

- Cnocobos u cpeocms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce O0esmeibHOCmuU
00paz06amenbHO20 YUpedcOeHUs,

- HOPMAMUBHO-NPABOBLIX AKMOB, PENAMEHMUPYIOUUX 0eaMeNbHOCIb U ee OOKYMEHMUPO8aHue 6
00paz08amMenbHbIX YUPEHCOeHUAX (N0 MUNAM,).

Ymenue

- COCMAasumMv HOPMAMUBHO-NPABOSYI0 0A3y OOKYMEHMUPOBAHUSL OesiMelbHOCIU KOHKPEMHOU
opeanuzayuu;

- ONUPAsCH HA HOPMAMUBHO-NPABOBOUL AKM, ONPEOEsiMb COCMA8 HeOOXO0OUMBIX OOKYMEHMOB.

Pedepar na 10-15 crpanun, uepes 1,5 unreppana, 14 mpudrom. O6s3aTenbHbI TUTYIBHBIHN JIUCT,
OrJIaBJIEHUE, CHHUCOK JIMTEPATypbl M HMCTOYHHMKOB, BHYTPHUTEKCTOBBIE CCHUIKH. B03MOXKHBI
npuioxenus. KoHTponbHas MHAMBUAYalIbHAS pab0Ta BHIOIHAETCSA B OYMa)XKHOM U 3JIEKTPOHHOM
BUJIE

Tunosoii niian pegepara
1. Xapakrepuctuka THUMAa O00pa3zoBaTelIbHOro yupexzaeHus. (JKenarenbHO mpUBICUEHHE

CTaTUCTUYECKUX JIaHHBIX O TOM, CKolbko B Poccum/ permone/obmactu/ rtopoje

3aperucTpUpOBaHO MOAOOHBIX OPraHU3aLUN).

OO1m1ast XxapaKTepUCTHKA YIIPABJICHUS B JaHHOM 00pa30BaTEIbHOM YUPEXKICHHUH.

3. OCHOBHOI1 COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIINX IS TETbHOCTD
00pa30BaTENBLHOTO YUPEKICHUS.

4. XapakTepucTHKa JOKYMEHTAJIbHOTO (oOHIa (IOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAIMH, (POPMUPYIOIUXCS B ACITEIBHOCTH 00Pa30BaTEILHOTO YUPEKICHUS):

OpraHU3alMOHHO-TIPABOBAs TOKYMEHTAIIHS,

IUTaHOBAs IOKYMEHTAIUS;

pacriopsiAuTeNbHAas JOKYMEHTAIHS,

UH(POPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAINTHYECKAs TOKYMEHTALINS;

OTYETHAas IOKyMEHTAIIUS;

JOKYMEHTAIUS 110 00eCIeYeHUI0 KaapaMu (110 TMYHOMY COCTaBY);

¢uHaHCOBast JOKyMeHTalus (OyXralTepCcKuil y4eT U OTYETHOCTH);

JOKYMEHTAIUs 110 MaTepUalbHO-TEXHUUECKOMY 00ECIIEUEHHUIO;

JIOTOBOPHAs! IOKyMEHTaLu,

N



® JIOKyYMEHTAalUsl MO JOKYMEHTAallMOHHOMY M HH()OPMAIMOHHOMY OOECIICUCHHIO
NEeSITEbHOCTH YUPEXKICHUS;
e JIOKyMEHTAIlMs, OTpakarolasi 00pa3oBaTeNIbHYIO AEATEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (€CIU €CTh).
5. AHanu3 NpuMepHON HOMEHKIATYPBHI J1€]1 00pa30BaTEIbHOIO YUPEKIACHUS.
6. Ilopsnok xpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKACHUU.
7. CHucok JIMTepaTrypbl U HCTOUHUKOB.

IoaroroBka K 3K3aMeHy
Bomnpocebl Kk 3xk3aMeny

1. HopmaruHnas cpena oOpasoBatensHoi opranuzaiun B Poccuiickoit @enepanuu.
VYpOBHM U UCTOUHUK (POPMHUPOBAHUS HOPMATUBHOMN Cpebl sl 00pa3oBaTeIbHON OpraHu3aluu B
P®.

2. Ocnosnble nonoxxeHus: jokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npodecCHOHAIBHON ASITEIBHOCTH B 00J1acTH 00pa30BaHusl.

4. [TonsiTre u oOmIast XxapakTepucTUKa 00pa3zoBaTENbHOM MPOTPAMMBI.

o. Opranu3anuoHHO-TIPaBOBEIE (DOPMBI  YUPEKACHHA W OpraHU3alUld CHCTEMBI
obOpazoBaHwUs.

6. 3aKOHBl M CHCTEMa IIOJI3aKOHHBIX AaKTOB, PETYIUPYIOIIMX YIIPABICHUYECKYIO
JESITEIbHOCTh B 00pa30BaTeIbHON OpraHU3allHiH.

1. 3akoHOAaTeNbHBIC aKThI 110 UenssOuHCKo# obnacTu (wim HHOTO cyOobekTra PO mo
BBIOOPY CTYAEHTA), periiaMeHTUPYIOLIUE IeATENbHOCTh YUPEKICHHII 00pa3oBaTenbHON Chephl.

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIe akThl 00pa30BaTETHLHON OpraHU3aIluy.

10. [TonsiTe AENMONIPOU3BOCTBA U APXUBHOTO JIETIa.

11. Oco0eHHOCTH JeNONMPOU3BOCTBA B 00pa30BaTENbHON OpraHU3aIlHH.

12. 3aKOHOAATENbCTBO B O0JACTH  JIEJIONPOM3BOJACTBA M AapXMBHOIO  Jiena.

PacnipeneneHne OTBETCTBEHHOCTH 3a OpPraHM3alMI0 W BEACHUE JEJIONPOU3BOJACTBA B
o0pa3oBaTenbHOI opranuzauun?

13. JIokyMeHTHUpOBaHUE [IEATELHOCTH oOOpa3oBaTeinbHOM opranuzanuu. OOmas
XapaKTepUCTHKA CUCTEM JOKYMEHTAIHUH.

14. FOpuanueckas cuna ynpaBieH4eCKUX JOKYMEHTOB.

15. KagpoBas  monutuka  oOpa3oBarenbHOM — opranuzauuu.  OpraHuzanus
JIOKYMEHTUPOBAHUSI TPYAOBBIX OTHomeHud. IlpaBa u o0s3aHHOCTM paboromaTeneid u
pPabOTHUKOB.

16. Pa3paboTka HOpMaTHBHBIX MPaBOBBIX AKTOB, YCTAHABIMBAIOUIUX CIIyKEOHBIE
OTHOILIEHHSI B 00pa30BaTeIbHONW OpraHU3aIIH.

17. [Topsimok 3akitOYeHHs] TPYAOBBIX JOroBopoB. OOIIKME OCHOBaHUS MpeKpalleHus

TPYIOBbIX A0TOBOpOB. OCHOBaHUSI M TOPAJIOK PACTOPKEHHUS] TPYIOBBIX JOTOBOPOB IO
WHUIIMATUBE pabOTOATENsI, IO MHUIIUATUBE paOOTHUKA 00pa30BaTEeIbHON OpraHU3aIHH.

18. JlokymMeHTupoBaHHE B O0JIACTM MaTepHaIbHBIX M  (UHAHCOBBIX 3aTpaT
roCy/IapCTBEHHBIX U MYHHUIIMMIAIBHBIX 00pa30BaTeIbHBIX OPraHU3alINM.
19. VYcTaHOBIIEHNE U JOKYMEHTAIBHOE 3aKPEINIEHUE COLIMAIBHO-TIPABOBBIX YCIOBUN U

rapaHTHH, HEOOXOIUMBIX JUIsl IEATENbHOCTH PAaOOTHUKOB rOCYJapCTBEHHBIX, MyHUIIUNIATIBHBIX U
HETOCY/IapCTBEHHBIX 00pa30BaTEIbHBIX YUPEKICHUI.

20.  JlvucuuruimHapHas OTBETCTBEHHOCTh U €€ IOKyMEHTHPOBAHUE

21. JIOKyMEHTUPOBAaHHE  HCCIIEOBATEILCKOM  JIeATENPHOCTH  00pa3oBaTeIbHOM
opranu3zaiuu. CriocoObl 3allUThl aBTOPCKUX MPaB.

22. JloKyMeHTaNbHBIN 1 apXUBHBIH (POHIEI 00pa30BaTENLHON OpraHU3aIny.



23. JIoKyMeHTHUpOBaHHE yIIPaBIEHYECKOH nesTenbHoCTH. Opranusanus,
IUTAHUPOBAHKE, PACTIOPSIUTENBCTBO, KOOPAUHALUS, KOHTPOJIb U IPYTHe YIPaBJIeHYECKUE
(GyHKIMU B TOKyMEHTax 00pa30BaTeIbHON OpraHU3alyu.

24, JlokyMeHTupOBaHuEe 00pa30BaTeabHOM nesTebHOCTH. OCHOBHAs
oOpa3oBaTenbHas Mporpamma. Y4eOHbIH 1i1aH (MHbIE BU/bI TUIAHOBBIX JOKYMEHTOB 10
o0Opa3oBaTenbHOIl esaTenbHOCTH). Pabouas mporpamma. [IporpaMmMer 06pa3oBaTeabHbIX
MEPOIIPUATHH.

25. JlokyMeHTapHas MOAroTOBKa 00pa30BaTEIbHON OpraHU3alluy K JTUIICH3UPOBAHUIO
¥ TOCY/IapCTBEHHOW aKKpeIUTAIHH.

26. [Tonsitue nokymeHTo000pOoTa. OCHOBHBIC ATAIBI IOKYMEHTOO00POTA.

27. VYnpasieHue J0KyMEHTOIIOTOKaMH B 00pa30BaTeIbHOM OpraHn3aluy.
DneKTpOHHAs U TpaAuIMOHHas popMa JOKYMEHTO000pOTA.

28. Opranu3anus UCIoIb30BaHUs IOKYMEHTOB B 00pa30BaTeIbHONW OpraHu3aliu.
JlocTym K TOKyMEHTaM.

29. [TpaBoBBIE OCHOBHI B 00;1acTH HH()OPMAIIHOHHOTO OOecIIeueHusT 00pa30BaTeIbHON
nesitenibHOCTH. CaifThl 00pa3oBaTeNbHON OpraHU3aIliH.

30. Opranu3anus ornepaTuBHOTO U APXUBHOTO XPaHEHHS JOKYMEHTOB B
o0pa3oBaTenbHOI Opranu3anuu (Ha mpuMepe OJJTHOTO U3 TUIIOB).

31. JlokanpHbIE HOPMATUBHBIE aKTHI TI0 JIEJIOMPOU3BOJICTBY 00Opa30BaTEIbHOM
OpraHH3aIiH.

32. WHCTpyKIHs 110 1e10npou3BoACTBY. Llenb co3nanmsi, 3anaun, TpeOOBaHUS K
COCTaBIIEHUIO, O(DOPMIICHUIO U BBEJCHHIO B ICHCTBUE

33. Homenknarypa nen. Llenp m 3amaum co3manusi, TpeOOBaHHS K COCTaBJICHUIO,
0(OPMIICHHIO U BBEJICHUIO B JICHCTBHE.

34. YHU4TOXKEHNE TOKYMEHTOB 00pa30BaTeIbHON opranu3anuu. [1opsiok BelIeneHNs
JIeNl K YHUUTOKEHHI0. JIOKyMEHTUPOBaHHE MPOLeTypbl YHUUTOKEHUS JOKYMEHTOB.

TecTsl 119 caMONIPOBePKH
Tecr 1

IIpononxure ¢ppasy: «Opranuzanus 1eJIONPOU3BOACTBA B 00Pa30BaATEIbHOM yUpeKIeHUH
HeNoCpeJACTBEHHO perjiaMeHTHpYyeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTaMH (e/iepalibHOM 3aKOHOIATEIbHOM BIACTH;
b. HopmaTHBHO-TIpaBOBBIME aKTamMu (heJeparbHOM UCTIOTHUTEILHON BIACTH;
C. HOPMATHBHO-TIPABOBBIMHU aKTaMH 3aKOHOJATEIILHON U UCIIOTHUTENLHOM BIIaCTH
cyobekToB PD 1 ux tepputropuaibHbIX 00pa30BaHUL;
d. HOpMaTHBHBIMH JOKAJIHHBIMH aKTaMHU 00pa30BaTEIbHON OpraHU3aIluy.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
Ilpuxa3z Pocapxuea om 11.04.2018 N 44 "0O6 ymeepyncoenuu Ilpumepnoii uncmpykyuu no
0€/10npouU3800CMaY 8 20CYO0apCHEeHHbIX OpeaHu3auusx""?
d. HOpPMAaTHBHO-TIPABOBHIE aKTHI (heJepaabHON 3aKOHOIaTeIHbHON BIACTH;
b. HOpmaTHBHO-IIPaBOBBIE aKThI 1 HOPMATHBHO-METOANYCCKHE JOKYMEHTBI
benepanbHON UCTIOTHUTENHHOM BIIACTH;
C. HOPMAaTHBHO-TIPABOBBIE aKTHI 3aKOHOIATEILHON M UCIIOJTHUTEIHHOMN BIIACTH
cyobekToB PD u ux TeppuTopHaTbHBIX 00pa30BaHui;
d. HOpMaTHBHBIC JIOKAIBLHBIC AKThl 00PA30BaTEIBHON OpraHU3aAINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOI 0a3bl OTHOCHUTCS CJIEAYIOIIUHI JTOKYMEHT
ITucomo Munucmepcmea oopaszoeanusn Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomeHoayuax no pabome ¢ OOKYMEHMAMU 6 00uLe00pa306amenbHblx
YVUPEHCOCHUAX)
d. HOPMAaTHBHO-TIPABOBBIE aKTHI (heJepaabHOM 3aKOHOIaTeIHbHON BIACTH;



b. HOpMaTHBHO-TIPAaBOBBIC aKTHl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTENIBHOM BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX O0Opa30BaHUI;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OPraHU3aLINY.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOI 0a3bl OTHOCHUTCH CJIEAYIOIIHNA TOKYMEHT:
@Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBBIE aKThI (heJepaabHON 3aKOHOIaTEIbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKThl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTEIBLHOM BIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00PA30BaTEIbHON OpraHU3aINY.
Kakoe BbIcka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexBM3WT «HaMMEHOBaHHWE BHUAA JOKYMEHTa» SBISIETCA JOKYMEHTOOOPAa3yHOIIUM
MPU3HAKOM, MO3BOJIIOIIMM TIONYyYUTh HayallbHOE, camoe o0Ilee MpeICTaBICHUE O
JIOKYMEHTE, €ro MpaBoOBOW 3HAYUMOCTHU
b. IMpumenenre I'OCT P 7.0.97-2016 siBnsieTcst 00s13aTeIbHBIM /151 BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIPEXKICHUH, TPEANPUATHN JTIOOBIX OpPraHU3aIMOHHO-TIPABOBEIX (hOpM
C. ®opMyIsAp TOKyMEHTa MPOJUKTOBAH HE TOJIBKO HEOOXOJUMOCTHIO CTPYKTYpHUPOBATH
nHpOPMAIHIO, C/IETaTh €€ SPrOHOMUYHOM, HO U HEOOXOJAUMOCTBIO MPHIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(popMaIuio opuiuaibHoN
d. Kaxk1ip1ii peKBH3HT KaK IIEPBUYHBII CTPYKTYPHBIN JJIEMEHT JOKYMEHTA B TOM WIJIK UHOM
CTETEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe BbickasbiBanue sBiasiercs HEBEPHBIM?

a. [lata u peructpanioHHBIA HOMEp JOKyMEHTa 0(hOpMIISIOTCS HE Ha BceX OJaHKax

b. PexBusuthl «/lata 1okymMeHTa» 1 «PerucrpallMoOHHBII HOMEp JOKYMEHTa» SIBISIFOTCSI
JAHHBIMH O PEruCTpallMd JOKYMEHTAa M TI03TOMY SIBIISIIOTCA  JTOKa3aTEIbCTBOM
CYIIECTBOBAHUS JOKYMEHTA M BKJIIIOUCHUEM €ro B JJOKYMEHTAIbHbIN (POHT OpraHu3aiu

C. PexBusutbl «Jlata nokymMeHTa» U «PerucrpanvoHHBII HOMEpP JTOKYMEHTa»
o(opMIISIOTCS HA OZJHOM YPOBHE O OTHOILIEHUIO JIPYT K APYTy

d. O6a pexBusuta — «Jlata goKyMeHTa» M «PerucTpalMOHHBI HOMEp JIOKyMEHTa» —
BBINOJIHAIOT IOPUIMYECKYIO (PYHKILHUIO, a TaK)Ke BBIOJIHSIIOT MOUCKOBYIO (DYHKIIHIO, TaK
KaK MO3BOJISIOT OpraHU3aly BECTH HH(OPMALMOHHO-CIIPABOYHYIO paboTy

Kakoe onpejaeneHue COOTBETCTBYeET CTAHAAPTU3UPOBAHHOMY onpeeJeHUI0
OPraHu3alOHHO-PACIOPSAUTEIbHOI0 JOKYMEHTA:
a. [loxymeHt, obecnieunBaomuil (yHKIIMOHUPOBAHUE W B3aMMOCBS3b YIPABIAIOMIEH U
YIPaBISIEMON CUCTEM HA BCEX YPOBHSIX.
b. Bu nMCbMEHHOTO JOKYMEHTa, B KOTOPOM (DUKCHPYIOT pEllieHHEe aIMUHUCTPATHBHBIX
U OpraHM3allMOHHBIX BOIPOCOB, a TAaK)XE BOMIPOCOB YIPAaBICHUS, B3aUMOJEHCTBHS,
o0ecrieueHrss U PEryJIMpOBaHUS JEATEIbHOCTH OpPraHOB BJACTH, YUYPEKACHUMH,
MPEANPUATHI, OpraHU3aluil, UX NOAPa3AeICHUN U JOHKHOCTHBIX JIULL.
C. JIOKyMeHT, CO3/aHHBIM IOPUANYECKUM WM (PU3HUECKUM JIUIOM, O(DOPMIIEHHBIH U
yJIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IMOPSIJIKE.
d. OpunmaabHbBIH JOKYMEHT, HCIIOJIB3YEMbIi B TEKYIIECH IeATEIbHOCTH OpraHU3alliu.

KakunMm opraHM3aliiOHHBIM JOKYMEHTAM COOTBETCTBYeT CJeAYIIAas XapaKTepUCTHKA:

JTO0 OpPraHN3alMOHHO-NIPABOBbIE AKTHI, ONpeesiloIHe MOPSA0K 00pa3oBaHMsA, NpaBa M
00513aHHOCTH, OPraHU3aLUI0 PAa00ThHI KAK B OPraHU3ALMH B L[€JIOM, TAK H B €€ CTPYKTYPHBIX
nojapasaeseHusix. B 3TuX 1okyMeHTax Tak:ke MOIYT OBITh OTPasKeHbI IPaBa M 00SA3aHHOCTH
OT/eJIbHBIX J0JKHOCTHBIX JIMI, ONpeleasiTbCc OCHOBHbIC OPraHU3allMOHHbIE BOIPOCHI



NMPOBEEHUsT PA3JIMYHBIX MEPONPHUATHIA B opraHu3amuu  (KOHKYpPCOB, CEeMHHApPOB,
(ecTuBasieii, BLICTABOK).

a. mpaBuIIa

b. monmoxenus

C. HHCTPYKIIH

d. ycraBsl

Kakomy opranm3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeIYIOIIAsi XapaKTepPHCTUKA:
ITO0 JOKAJBHBbII HOPMATUBHBIN AKT OPraHU3alUM, PEerJaMeHTUPYIOIINH B COOTBETCTBUM €
TpynosbiM KoekcoM u HHBIMU (peiepajibHbIMH 3aKOHAMU MOPSIIOK MPHeMa U YBOJIbHEHUsI
Pa0OTHMKOB, OCHOBHbIC MpPaBa, O0SI3AHHOCTH M OTBETCTBEHHOCTH CTOPOH TPYAOBOIO
JA0TOBOpPa, PpeKuM PpadoTbl, BpeMsi OTAbIXa, NpPUMEHsieMble K Pa0OTHHUKAM Mepbl
MOOIIPEHHS U B3bICKAHMS, 4 TAKKE HHbIE BONPOCHI PeryJTUPOBAHUSA TPYAOBBIX OTHOIIEHH
Yy JaHHOr0 padoroaareJs.
a. MHCTPYKILIUA UHCIIEKTOpA 110 TPYLY

b. mpaBuIa BHYTPEHHETO TPYIOBOTO paciopsiaka

C. IIOJIOKEHHE O pr,I[OBBIX OTHOUIICHUAX B OpFaHI/I3aHI/II/I

d. TpymoBoi#i 10roBop

Kakomy ynpasiieHUecKOMY JOKYMEHTY COOTBETCTBYeT CJIeyIolasi XapaKTepUCTHKA:
IT0 BU/I NMCbMEHHOT0 IOKYMEHTAa, B KOTOPOM (PUKCUPYIOT pelleHus aIMUHUCTPATHBHBIX
U OpPraHM3alMOHHBIX BOINPOCOB, a TAaK:Ke BONPOCOB YIpPaBJieHHs, B3aUMO/elCTBUS,
o0ecnieyeHUs] W PeryjMpoOBaHUs JAeATEJbHOCTH OPraHOB BJIACTH, Y4YpPeKIAeHMN,
NpeAnpPUATHIl, OPraHu3alMi, X MOAPAa3eJeHUu U T0KHOCTHBIX JIUIL.
a. puHaHCOBO-OyXTanTepCcKuil

b. kaapoBbIit

C. OPraHU3alMOHHO-PACTIOPSAUTETHHBIN

d. mIaHOBO-OTYETHBIH

Kakomy 10KyMEHTY COOTBETCTBYET CJCAYIOIIAs XapaKTepHuCTHKA:
JTO0 MNpaBoOBOH AaKT, YCTAHABJIUBAIINNA TEXHOJIOTHI0 CO3JaHHSl MJIH MOJYYeHHS
JOKYMEHTOB, HX 00pa00TKH, XpaHEHHS W HUCII0Jb30BAHUSA B 1eATEIbHOCTH OPraHU3AIHH.
d. TOJDKHOCTHAsI MHCTPYKIHS
b. DOMKHOCTHOI perinamMeHT
C. moJjoxkeHue o ciyxoe J10Y
d. MHCTPYKIIUS 1O JIETIONPOU3BOACTBY

KakoMy 10KyMeHTY COOTBETCTBYET CJeIYIOIIAas XapaKTepUCTUKA:
Dmom 0oKymenm ycmanaenueaem 011 pabomHuKka KOHKpemHovle mpyooesle (0013#cHOCmHbLE,
¢ynKyuonanvnvle) 00643aHHOCIMU U NPAGA 6 COOMEEMCMEUN C 3AHUMAEMOIL 00JIHCHOCHbIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOJIOMCEHUE 6 CHmPYKmype yupercoeHus,
AGNACMCA NPABOGOU OCHOBOU 0714 NPOEEOCHUA ammecmayuu padomHuKa, onpeoeieHus e2o
OMEEemCmEeHHOCIU U 63AUMOOMHOUIEHUS C OPY2UMU PAOOMHUKAMU U NOOPA30ETeHUAMU,
no3eonsem 00beKmMUEHO OUEHUBAMb Padomy cOmpyOHUKa OP2anHu3auuu.
a. HHCTPYKIIHSI TIO JIEIONIPOU3BOJICTBY
b. monoxxenue o cnyxoe JJOY
C. JOJDKHOCTHOM perjaMeHT
d. TOJKHOCTHASI MHCTPYKIIHS
Kakue rpynmnsl 10KyMeHTOB, C TOYKH 3peHHS OPraHU3ALMM JOCTYNIa K HUM, BCTPe4YaloTcs B
o0pa3oBaTe/ibHOI OpraHu3annu?
a. 0oO0Iea0CTyIHEIE,
b. xoHpumeHIMATHHBIC
C. CEKpeTHbIe



d. Bce rpymnmbl BO3MOKHBI

Tecr 2
B 3ToT A0KyMeHT 3akpenJisieT NPHUHATHIE BHYTPH OPraHM3alMM MNpaBujiaa padoTbl ¢
JOKYMEHTAaMHU HA BceX 3Tanax padorsl ¢ HUMU. Ha3oBUTE 3TOT T0KYMEHT.

a. YcraB 00pa3oBaTeIbHOM OpraHU3alllu,

b. Onank opranuszaium,

C. MHCTPYKIIMS 110 AETONPOU3BOJICTBY,

d. HOMeHKIaTypa aei.
C mnomMoumpbl 3TOr0 JAOKYMEHTa B 00pa3oBaTeIbHOW OpPraHu3aluM OCYLIeCTBJISIETCS
cHCTeMATH3alusl JOKYMEHTOB, TIPYNINHPOBKA JIOKYMEHTOB B /eja, y4eT /JOKYMEHTOB
BpeMEHHbIX CPOKOB XpaHeHHUsl, OTOOp M Iepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHMHe,
pelieHue 0 BbIeJeHUN J1eJ1 K YHHUTO:KeHu10. Ha3zoBuTe 3TOT JOKyMEHT.

a. YcraB 00pa3zoBaTelbHON OpraHU3alllu,

b. Omank opranuszaium,

C. MHCTPYKIIMS 1O AETONPOU3BOJICTRY,

d. HOMeHKIaTypa Jei.

B Kkakoil YacTHm pacHnopsiiUTE]bHOr0 JOKYMEHTa He00X0AMMO MOMeIaTh IepedeHb
JIOKYMEHTOB, YTPATHBIIMX CHJIYy MJIM TOMJIEKAINMX H3MEHEHHI0 B CBSI3M C W3JaHHEM
JAHHOI'0 aKTa?
a. B JIIOOOM MyHKTE PacropsIIUTEIbHON YacTh
b. B epBBIX MyHKTaX paclopsAUTEIIbHON YacTH
C. B KOHCTATHPYIOIIEH YacTh
d. B xOHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJbLHOI0 JOKYMEHTa yKa3biBaeTcsl MH(oOpManHus 0 TOM, KTO
OCYIIECTBJISICT KOHTPOJIb €r0 HCIOJHeHUs ?
a. B IEPBOM ITYHKTE paclopsIUTEIbHON YacTH
b. opopmitsieTcst OTIETBHOM CTPOKOH MOCTIE BCEX MYHKTOB
C. B IIOCJIEJHEM ITYHKTE PACIIOPSIUTENBHON YacTU
d. B KOHCTATHPYIOILEH YacTH

Kaxkue pacnopsiauresibHble JOKYMEHTbl M3JaI0TCH IO ONEPATHUBHBIM BONPOCAM H Js
OpPraHu3aluM UCIOJHEHHUA APYrUX PacHOPSAAUTEeIbHbIX JOKYMEHTOB:
d. pacCIoOpsIKCHU S
b. perenus
C. IIOCTAHOBJICHUS
d. mpukasbl
Kaxkue pacnopsiaurenbnbie JokyMeHTbl HE oTHoOcsITCSI K TOKyMeHTaM, M3aBaeMbIM Ha
OCHOBE eIMHOHAYAIUA?
a. MPHUKa3bl
b. pacniopsoxeHus
C. peHICHH:A
d. ykazaHus

N3 kakux 4yacTeil COCTOUT TEKCT PACOPSITUTETHHOI0 IOKYMEHTA:
a. aHaIUTUYECKasa 9acTh/ 0000IIaroIas 4acThb
b. pazbsicHuTeNbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 4aCTh/ paCIOPSIUTEIIbHAS YacTh
d. BBogHAs yacTh/ OCHOBHAS 4acTh/ 3aKIIOUYMTENHHAS YaCTh



Kakne nmcbMa mnoanucbiBalTCs JABYMSI JIMIHAMH — PYKOBOJAMUTEJEM OPraHM3aluM u
IJIABHBIM 0yXrajarepom:
a. TapaHTUIHBIE NTUCbMA
b. conpoBoauTENbHBIC THCHMA
C. MMChbMAa-3arpoChl
d. pexyamHbIe THCbMa

Kakum noxkymeHTOM He00X0auMO0 0(popMUTH BO U30e:kaHUe HapyuieHusi HOpM TpyaoBoro
KO/JeKCa MUCbMEHHOe HAIOMUHAHUE 0 HE0OXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUs] TPYA0BOii
KHUKKH YBOJICHHOMY Pa0OTHHMKY, He IOJyYUBLIEMY ee:
d. 3aKa3HOC ITUCbMO
b. pakcorpamma
C. SMS-coobmicHme
d. aJeKTpOHHOE COOOIIeHHE

Kakoii 10KyMeHT MOANMUCHIBAETCS PYKOBOIUTE]EM CTPYKTYPHOI'O MOAPAa3ieeHus:
d. CIIpaBKa
b. mpukas
C. aKT
d. cnyxebHas 3amucka

Kakomy Buy JOKyMeHTa COOTBETCTBYET CJIeYIHOIIHI TEKCT:
23.09.20013 ¢ 9.00 na 3anamuax no 0CHO8AM NPABOBEOCHUA RPUCYHICINEOBAN0 2 cmydeHma

u3 cocmaea cpynnbasi 25 UeJI06€K, 6 pe3yjibmame 4elo 3anHamusa npuuiioco OmmeHuUumab.

Jouyenm kagheopul npasa Iloonuco /
U.B. Illenens

25.09.2013
a. JIOKJIa{Hast 3aIucKa
b. mosicauTenpHas 3anucka
C. 00BICHHUTEIbHAS 3AIIMCKA
d. cmyxeOHas 3amucka

K10 opopmiisieT yueTHbIE JTHYHbIE KAPTOYKH:
a. pabOTHUK
b. pykoBOAMTENH CTPYKTYPHOTO MOPa3ICICHUS
C. 3aMECTHUTEIb PYKOBOAUTENS OPraHU3aIUH
d. paboTHUK 1O Kaapam

Kakoii 1o0kyMeHT SIBJIsIeTCSI OCHOBHBIM JOKYMEHTOM O TPYAOBOH /1eSITeJIbHOCTH U O
TPYAOBOM CTa:Ke pa00OTHHKA:

d. Y4CTHas ThYHas KapTOdKa
b. meHcHoOHHOE yI0CTOBEpEHHE
C. CTpaxoBO€ CBUAETEILCTBO IOCYIapCTBEHHOI'O ITIEHCHOHHOIO CTPaXOBaHMSI
d. TpynoBast KHMKKa

Kakne BUABI IMCHUIIIMHAPHBIX B3bICKAHUI BNIMCHIBAOTCH B TPYAOBYI0 KHHKKY:
a. YBOJIbHEHHE
b. Bce BHBI TMCHUTUIMHAPHBIX B3bICKAHHI BIMCHIBAIOTCS B TPYAOBYIO KHIKKY
C. CTPOTHiA BBITOBOP
d. B3bICKaHHS B TPYAOBYIO KHIDKKY HE 3aITHCBIBAIOTCS



Ha kakue BHABI NMOAPa3AesiioTcsl OJIAHKH JTOKYMEHTOB MO PACHOJI0KEHHI0 PEeKBH3UTOB
corsiacio 'OCT P 7.0.97-20167
a. YIJIOBBIE U MIPOAOJIEHBIC
b. oOmmii OaHk, OaHK MUChMa, OJTaHK KOHKPETHOTO BHJIA JOKYMEHTA
C. OJIaHK OpraHu3anuy, OJJaHK CTPYKTYPHOTO MOJIpa3IeNICHNs] OpraHnu3aliy, OIaHK
JOJKHOCTHOTO JIMIIA
d. LeHTpUpPOBaHHBIC U (IIATOBBIC.
JI1sl KaKMX BU/I0OB JOKYMEHTOB MCIOJIL3YIOT 001Mii 0J1aHK?
BriGepure oauH oTBET:
a. TF0OBIX BUAOB JTOKYMEHTOB, KPOME MPUKa3a
b. 1rO0BIX BHIOB TOKYMEHTOB
C. TOJBKO AJIs1 MMChbMa
d. 1r00BIX BUIOB TIOKYMEHTOB, KPOME ITHChMa
Ha kakue THNIBI NOAPA3/1eJSIIOTCA JOKYMEHTBI 110 MPOMCXO0KIEHUIO:
a. ob1eaocTynHble/ KOHPUACHIINATbHbIE/ CEKPETHBIE
b. nuunbIe/ opULIMATTBLHEIC
C. BXO/ISIINE/UCXOISIIE/BHYTPEHHHE
d. uHaMBHAYyaTbHBIC/ TpadapeTHbBIC/ THIIOBBIC.

K kakoii cucreme 1okyMeHTauuu oTHOcUTCs JImunas kaprouka T-2?
a. (¢uHAHCOBO-OyXranTepcKoil,
b. nokymeHTam 1Mo JIMYHOMY COCTaBY,
C. OpraHu3alMOHHO-TIPaBOBOM,
d. pacrnopsauTeIbHON TOKYMEHTAIINH.



IIpunoxeHue2

OueHoYHBbIE CPeACTBA AJI MPOBeIeHHs MPOMEKYTOUYHOM aTTeCTAlNU

CTpyKTypHBIiA
JIIEMEHT

KOMIICTCHIINHA

IInanupyemblie
pe3ynbTaThl
o0yueHUs

OrneHouHbIe cpeacTBa 00yUeHUs

OIIK-1 Cnoco6eH ocyniecTBJIAATH M ONTHMU3UPOBATH MPO(PECCHOHAIBHYIO 1eATeIbHOCTD B
COOTBETCTBHYU ¢ HOPMATHBHBIMH NIPABOBLIMHM aKTaMHU B c(epe 06pa3zoBaHuss 1 HOPMAMH
npogeccuoHAIBLHOM ITUKH

OIIK-1.1 AHanusupyer "

HCNO0JIb3yeT HOPMATHBHbIE
NMPaBoOBbIE JOKYMEHTHI,
perjiaMeHTHPYIOIIHe

TpeOOBaHUA K

npogeccuoHAIbLHOM

ACATECJIbHOCTH

Jlomamnee 3aganue 1

[ToBTOPUTH TIPUHIIUITBL OpraHu3aIH
HOPMAaTUBHO-TIPAaBOBOM 6a3bl o0pa3oBaTenbHOI
nesrenbHOCTH B Poccniickoit denepanum.

[Tonb3ysick MHGOPMAIMOHHO-TIPABOBLIM  MOPTAIOM
KoncynprantlLiroc (http://www.consultant.ru/)
UICHTHPUIIHPOBATH HOPMAaTUBHYIO cpeny TUIS
00pa30BaTeNbHON OpraHU3aIlui OJHOTO U3 THITOB (110 BEIOOPY
crynenta). CHOHUCOK JEHCTBYIOIUX MPABOBBIX aKTOB U
HOPMAaTUBHO-METOJAMYECKUX JOKYMEHTOB JOJDKEH OTPa’KaTh
YPOBHEBYIO OPTaHU3AIMIO HOPMATUBHOMN CPE/IbI.

Pexomenoayuu:.

1. Wzyuutp ctarbto 23 «Tumbl 00pa3oBaTenbHBIX
opranuzanuity denepanpbHoro 3akona ot 29.12.2012 N
273-®3 (B meiictBytomieil pemakuuu) "O6 obpazosanuu 6
Poccuiickoii  ®edepayuu”. BpiOpaTb OJWH W3 THUIIOB.
CornacoBarb BbIOOp ¢ mIperojaBaTeneM (TUIBI HE JTOJIKHBI
MTOBTOPSITHCS).

2. Uzyuuts TpeboBanus @3 «O6 obpazosanuuy,
Kacarolluecss BCEX BUJOB JESATENILHOCTH 00pa30oBaTeNIbHOMN
opraHuzanyu BblOpaHHOTO THma. OmpenenuTs COCTaB
JOKYMEHTOB,  PErVIAaMEHTUPYIOLIUX €€  JIeATEIbHOCTb,
IIPEJICTABUB €T0 B BUIE UEPAPXUUYECKOTO CIIMCKA UCTOYHUKOB
4-X ypOBHEM:

1) 1paBoBblE  aKThl, H3JaBacMble  BBICIITUMHU
rocy/1apCTBEHHBIMU OpraHamu benepanbHOI
3aKOHOAATEIHHOW BIACTH U BBICIIMMU OpTaHAMHU yTIPABICHUS
(Koncturynusi, xonekcol, ¢eaepanbHble KOHCTUTYIHOHHbBIE
3akonbl (DK3), Genepanbubie 3akoHbl (D3), MOCTAaHOBIECHUS
[IpaButenscTBa, ykassl [Ipesugenra PO);

2) mpaBOBbIE aKThl, H3JaBaeMble (ereparbHbBIMU
OpraHaMH HCIOJHUTENIbHONH BJIACTU: MUHHUCTEPCTBaMH,
KOMHUTETaMH, BEJIOMCTBAMHU KaK OOIEOTpacieBOro, Tak M
BEJOMCTBEHHOIO  XapakTepa (IpuKa3bl  MHUHUCTEPCTB,
BEJOMCTBEHHBIX KOMHUTETOB, CIIY)X0, areHTCTB, OI0po U Jp.;
WHCTPYKTUBHbIE MHCbMa, TUIIOBbIE MOJOXKEHUS, TUIIOBBIE U
TEXHUYECKHUE PErjaMeHTbl, THUIIOBbIE MHCTPYKIMH U Jp.,
o0mepoccuiickue M BEJOMCTBEHHBIE KJIacCU(UKATOPHI,
I'OCTp#l1, nepeyHr TUTIOBBIX TOKYMEHTOB U JIp.);

3) 1OpaBOBbIE  aKThl, U3JaBaéMble  OpraHamMu
3aKOHO/IATEIILHON M WMCIIOJTHUTEIIBHON BJIACTH CYOBEKTOB PD
U WX  TEPPUTOPHAIBHBIX  00pa3oBaHMi  (3aKOHBI
MMOCTAHOBJICHUSA MPaBUTEILCTBA CyOBEKTOB PO,




pacrmopspKeHHsT M [OCTAHOBJICHHS TJIaB  aJIMUHUCTPALM,
pa3IUYHbIEC MMOA3aKOHHBIC aKTHI);

4)nokanbHbIE aKThl, IPABOBbIE aKThl HOPMATUBHOTO U
WHCTPYKTUBHOTO  XapakTepa, a TakkKe MEeTOIUYCCKUE
JOKYMEHThl ~ TIO0  JIOKYMEHTAllUOHHOMY  00€CIeYeHHIO
yIIpaBJICHUs, W3JaBacMble PYKOBOJCTBOM 0O0pa3zoBaTeIbHOMN
opranuzanuu (ycras, MMOJIOKEHHs, UHCTPYKIIUU, B TOM YHUCIIE
MHCTPYKIMHU (TpaBUIIa) MO JEJIOMPOU3BOJICTBY OpPraHU3aInH,
tabenu yHUGUIUPOBAHHBIX (OpM, anbOOMBI OJAHKOB,
MOJIOKEHUS. O  JEJIONPOM3BOACTBE, O  pabore ¢
MIepCOHATbHBIMU JTaHHBIMU u npoyue
OpTraHU3aIIOHHO-TIPABOBBIC JIOKABHBIC aKTHI).

3. Bce nmepeuncnsiemMble JAOKYMEHTBI  JIOJKHBI
COJZepKaTh UJICHTH(DHIMP YOS ux PEKBHU3UTHI
(HaMMeHOBaHUE JOKYMEHTA, JlaTa M3/laHus, KeM YTBEpPXKICH,
JlaTa ToCIeHEN pelaKIium)

KonTpoabnas padora

B kadecTBe KOHTpPOJILHOW pabOTBl  CTyJIEHTaM
MIpe/yiaraeTcsi COCTaBUTh pedepaT U BHICTYIHUTH C JTOKJIAIOM
10 TEME:

«JlokymMeHTHpOBaHHE JesTeNbHOCTU
00pa30BaTeNbHOr0 yUpexIeHus (yKa3aTb BHIOPAHHBIN THII)».
Tunbl  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJDKHBI

MOBTOPSATHCS B TPYIIIE (3aIIUCATHCS Y CTAPOCTHI).
[TepeueHs THIOB 00pa30BATENBHBIX YUPEKICHHUH CM.
o cT.23 @3 «O6 ob6pazoBanuu B POy,

TpeboBanust k pedepary
JIoOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

CopepxaHue JOIKHO JEMOHCTPUPOBATh CIAEAYIOLIUE 3HAHUS
U YMEHUS CTYJI€HTOB:

3uanue:

- cneyughuueckux yepm OOKYMEeHmUpOBaHus 0esmenbHOCU
00pa30BaTEILHOTO YUPEKICHUS;

- MUN0B020 COCMABA CUCeM OOKYMEHMAYUU, hoPpMUPYIOUUX
OOKYMEeHMAbHblll (POHO 00PA308AMENbHOLO VUPEHCOCHUS,

- cnoco608 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esmenrbHOCMU 00paA3068AMENbHO20 YUPeHCOeHUs,

- HOPMAMUBHO-NPABOBLIX  AKMOB,  Pe2NaMEeHMUPYIOuUx
0esamenbHOCIb U ee OOKYMEHMUPOBanue 8 00pa306amenbHblx
VupenrcoeHusx (no munam).

VYmenue

- coCmasumob HOPMAmMu8HO-NPABO8YI0 oazy
OOKYMEHMUPOBAHUSL oesamenbHOCmu KOHKPEMHOU
opeanusayuu;

- Onupascb HA HOPMAMUBHO-NPABOGOU AKM, ONpPeOelsims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar wa 10-15 crpanmn, weped 1,5 unTepBasa, 14




mpudrom. OOsA3aTeNbHbl TUTYJIBHBIA JIUCT, OTJABIICHUE,
CIIUCOK JIUTEPATypbl U MCTOYHUKOB, BHYTPUTEKCTOBBIC
CCBLIKH. Bo3moxHbI PUIIOKEHUSL. KonTponbhas
WHIUBUAYaIbHAsS padoTa BBITIONHSAETCS B OYMaXHOM U
JNEKTPOHHOM BH/IE

35. XapaktepucTtuka TUINa  00pa3oBaTEIBLHOTO
yupexxaenus.  (KemarenbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JIaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/o0mactu/ ropoje
3apEerUCTPUPOBAHO TOAOOHBIX OPTaHU3AIH ).

36. O0mass  XapakTepuCTHKa  yIpaBlICHHUS B
JTAHHOM 00pa30BaTEeIbHOM YUPEIKICHUU.

37. OCHOBHOH COCTaB HOPMAaTHBHO-TIPABOBBIX

JIOKYMEHTOB, periaaMeHTHPYIOIINX
JeATeITbHOCTD 00pa3oBaTeILHOTO
YUIPESIKACHHUS.

38. [Nopsmok XpaHEHHSI JTOKYMEHTOB B

00pa3oBaTEIILHOM YUPEKICHHH.
39. Criucok muTeparypbl 1 HCTOYHUKOB.
Tecr 1

1. Onpeaenure, K KAKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCUTCH cjienyrommii nokyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oo6 ymeepycoenuu Ilpumepnoi
UHCIMPYKUUU NO O0€10NPOU3800CHEY 6 20CYO0apCmEeHHbIX
opeanuzayusax''?

€. HOpPMaTHBHO-IIPABOBBIE aKTHI (hefepanbHON
3aKOHOJATEIbHON BIIACTH;

f. HOpPMAaTHBHO-NIPABOBBIC AKTHI U
HOPMAaTUBHO-METOJAUYECKNE JOKYMEHTBI
(enepanbHON UCIIOTHUTENBHON BIIACTH;

0. HOPMATHBHO-TIPABOBbIE AKThl 3AKOHOJIATEIBHOUN U
HCIIOJIHUTENIbHOH BiacTu cyobekToB PD u nx
TEPPUTOPUATBHBIX 00pa30BaHUM;

h. HOpMaTHBHBIE JIOKAJIbHBIC AKThI 00pPa30BaTEIbHON

OpraHu3alyu.
2. OmnpenesnTe, K KAKOMY YPOBHIO HOPMATHBHOI 0a3bl
OTHOCHUTCH cJIeY IO LU JOKYMEHT ITucemo

Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om
20.12.2000 2 Ne 03-51/64 «O  Memoouueckux
peKomenoauuax no padome ¢ OOKymMeHmamu 8
00ue00paz0eamenbHbIX YUPEHCOCHUAX)

€. HOPMAaTHBHO-TIPABOBHIE aKTHI (eJiepaTbHON
3aKOHOJATETHHON BIACTH;

f. HOpPMAaTHBHO-NIPABOBBIC AKTHI U
HOPMAaTHUBHO-METOAMYECKUE JOKYMEHTHI
(henepalbHON UCTIOTHUTEIIHPHON BIIACTH;

gJ. HOPMAaTHBHO-TIPABOBHIE AKThI 3aKOHOAATEIHHON U
WCTIOTHUTEIPHON BIIaCTH CyOBeKTOB PD 1 nx
TEPPUTOPUATBHBIX 00pa30BaHMUIA;

h. HOpMaTHBHBIE JIOKAJIbHbIC AKThI 00pPa30BaTEIbHON
OpraHH3aIlHH.




3. Onpenenure, K KAKOMY yYPOBHIO HOPMATHBHOH 0a3bl
OTHOCHUTCSHl CJIeAYHIIuil T0KyMeHT: DedepaivHblil 3aKOH
«06 oopazosanuu ¢ Poccuiickou @edepayuuy?

€. HOpPMaTHBHO-TIPABOBBIE aKThI (peepanbHOIM
3aKOHO/IATEJIbHOM BJIACTH;

f. HOpMaTHBHO-IIPABOBBIC AKTHI U
HOPMaTUBHO-METOINYECKHE IOKYMEHTHI
(benepanbHON UCTIONHUTENHLHON BIIACTH;

0. HOPMATHBHO-IIPABOBbIE AKThl 3AKOHOATEIBHOUN U
WCTIOJHUTENBbHOM BIacTu cyobekToB PO u nx
TEPPUTOPUAIBHBIX 00pa30BaHMil;

h. HOpMaTHBHBIE JIOKAJIbHBIC aKThl 00pa30BaTEIbHON
OpraHu3alyy.

4. Kakoe BbickasbiBanue sisjisierca HEBEPHbBIM?
a. Jlata u perucTpallMOHHBIA HOMEpP JOKYMEHTa
0hOpMIIAIOTCS HE Ha BCeX OJIaHKax
b. PexBu3uThI «/lara JIOKYMEHTa» u

«PerucTpalliOHHBII HOMEpP JIOKYMEHTa» SBIISIIOTCA

JAHHBIMU O PETUCTPALMU JOKYMEHTa U IO3TOMY

SABIISIFOTCS JI0Ka3aTeJIbCTBOM CYILIECTBOBaHUS

JIOKyMEHTa M BKJIIOYEHHEM €ro B JIOKYMEHTAJbHBIN

dboHI opraHU3aIu

C. PexBu3uThI «/lara JOKYMEHTa» u

«PeructpaunOHHbIN HOMED JIOKYMEHTa»

0(pOPMIISIFOTCS] HA OIHOM YPOBHE MO OTHOILIEHUIO APYT

K Apyry

d. O0a pekBmsura — «JlaTa 1OOKyMEHTa» U

«PerucTpaliMnOHHBINA HOMEP JOKYMEHTA — BBIIOJHSIOT

IOPUAMYECKYI0 (YHKIMIO, a TaKKe BBIIOJIHSIOT

MOUCKOBYIO  (DYHKLHMIO, TaK Kak  IO3BOJIIOT

OpraHM3all BECTH HH(POPMALMOHHO-CIIPABOYHYIO

paboty
5. Kaxoe omnpeseieHHe COOTBETCTBYET
CTAHJAPTU3UPOBAHHOMY onpeeIeHHIO

OPraHM3alMOHHO-PACIIOPSIAUTEIbLHOI0 JOKYMEHTA:
a. JloxymeHt, obecrieunBaronfii GyHKIIMOHUPOBAHKE
Y B3aUMOCBSI3b YIPABISAIONIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO JOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  peuleHHe  aJMUHUCTPATUBHBIX U
OpPraHM3allMOHHBIX BOIIPOCOB, a TAaK)XXE BOIIPOCOB
yIOpaBiIeHUs, B3aUMOJEUCTBUA, oOOecnedyeHus u
pETyJINPOBAaHUSI  JESATEIBHOCTH OPraHoB  BJIACTH,
YUPEKICHUHN, MPEANpPUATHH, OpraHu3aluid, UuX
MOJIpa3IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JlokyMeHT, CO3MaHHBIA HOPUANYECKUM WU
duznveckum JIULOM, o opMIICHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM IOPSIKE.
d. OduumanbHBIi JOKYMEHT, HCIOJIb3yEeMbId B
TEKYIIEeH JeSITEIbHOCTH OpraHU3aliy.




Tecr 2
1. B 3ToT [J0KyMeHT 3akpeluisieT NPUHATHIE BHYTPH
OpraHu3anyvy NpaBuWiia padoThl ¢ JOKYMEHTAMH HAa BcCeX
Tanax padorsl ¢ HUMu. HazoBuTe 3TOT JOKYMEHT.
€. YcraB 00pa3oBaTelbHOI OpraHu3aluu,
f. OmaHk opraHu3zaimu,
g. HMHCTPYKIIMS 110 AETONPOU3BOJICTRY,
h. HomeHnkiarypa nen.
2. C nmoMompbI0 3TOr0 JOKyMEHTa B 00pa3oBaTeIbLHOM
OpraHu3anuu oCylIeCTBJIsAETCSA cucreMaTH3anus
AOKYMEHTOB, IPYNIUPOBKA JOKYMEHTOB B [eJjia, y4eT
AOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHHsi, OTOOp M
nepeaaya JOKyMEeHTOB HA apXHBHOe XpaHeHHe, pellieHne 0
BbIIGJIEHHH [JeJl K yHHYTOxkeHHIO. Ha3zoBure 3TOT
AOKYMEHT.
€. YcraB 00pa3oBaTelIbHOI OpraHu3aluu,
f. OmaHK opraHu3aIuy,
g. HMHCTPYKIHS O JEJIOTPOU3BOCTBY,
h. HomeHnkmarypa nern.
3. Kakue pacnopsiivrTesibHbIe JOKYMEHTHI H3JAKOTCH IO
onepaTMBHbIM  BONpocaM H  JIsi  OpPraHU3auuu
HCIOJIHEHHS IPYTUX PACHOPSIAUTENbHBIX JOKYMEHTOB:
d. paCIopsLKCHUA
b. pemenus
C. IOCTaHOBJICHUS
d. mpukassl
4. Kakue pacnopsizurejibubie 1okyMeHTbl HE oTHOCATCS
K IOKYMEHTaM, U31aBaeMbIM HA OCHOBE € JHHOHAYAJINSA?
a. TIpUKa3bl
b. pacniopsixenus
C. peuicHuA
d. ykazaHus
5. Ha xakue BHIbI MOAPA31eJIAOTCHA OJJAHKH JOKYMEHTOB
N0 PACHOJIOKEHMI0 pexkBu3nTOB coriaacio I'OCT P
7.0.97-20167
a. YIJI0BbI€ U MPOJIOJIbHBIE
b. oOmmmii Gank, OJaHK MUChbMA, OJTAHK KOHKPETHOT'O
BUJIa TOKYMEHTa
C. OJIaHK OpraHu3aluy, 6JJaHK CTPYKTYPHOTO
MOJIpa3/ieIeHnsl OpraHu3alyy, OJaHK TOJHKHOCTHOTO JIUIIA
d. meHTprpOBaHHbIC U (IaroBkIe.

Bonpocsl k 3x3ameny

40. HopmaTuBHas cpefa 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoit denepanum.
VYPOBHU U UCTOYHHUK (OPMHUPOBAHUS
HOPMAaTHUBHOM CpeJibl A1t 00pa3oBaTeIbHOM
opranuzaiuu B PO.

41. OcHOBHbIE MOJIOKEHUS JIOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Tpo(ecCHOHANBHOM NesITeTbHOCTH
B 00J1acT 00pa3oBaHUsI.

43. TlonsiTue U o0mmas  XapakTepUCTUKa




00pa3zoBaTeNbHON MPOTPAMMBI.

44, Oprann3aliOHHO-TIPaBOBbIE bopmbI
VUpPSKACHUA WU OpraHu3aludid  CUCTEMBbI
oOpa3oBaHwUs.

45. 3akOHbl M CHCT€Ma [IO/I3aKOHHBIX AaKTOB,
PEryJINpYOIUX YIIPaBJIEHYECKYIO
JESITEIbHOCTD B o0pa3oBaTenbHOM
OpraHu3aIiy.

46. 3akoHOHarebHBIE aKTBl 110 YerssOMHCKON
obmactu (wnu uHoro cyowsekra PO no BeIOOpY
CTYZIEHTa), PETJIAMEHTHPYIOIINE e TEIbHOCTh
yUpexkAeHU 00pazoBaTeIbHON Cephl.

47. YcraB 00pa3oBaTeNbHON OpraHU3aIlHiH.

48. JlokanbHBIE aKTHI 00pa30BaTENBHOM
OpraHH3aLuH.

49, TloHsiTHe 1ETONPON3BOJICTBA U APXHUBHOTO
Jena.

50. OcobGeHHOCTH AETOMPOU3BO/ICTBA B
00pa30BaTeIbHON OpraHu3allu.

51. 3aK0HOIATEIHCTBO B oOJactu
JEJIONPOU3BOJICTBA W ApXWBHOTO  Jelia.
Pacrnipenenecnue OTBETCTBEHHOCTH 3a

OpraHMU3alHI0 U BEJACHUE JIeJIONPOU3BOJICTBA B
00pa3zoBaTeNbHON OpraHu3aIym?

52. JIokyMEeHTUPOBaHHE NeSATeTbHOCTH
oOpa3oBatenbHOll  opranuzanuu.  OOmas
XapaKTEePUCTUKA CUCTEM JJOKYMEHTAIUH.

53. IOpunnyeckas cuia YIPABJIEHUECKUX
JIOKYMEHTOB.

OIIK-1.2 IIpumensier
HOPMATHBHO-TIPABOBbIE AKTHI
B cepe oOpa3oBaHus ¢
Y4€TOM HOPM
npogeccHoHAIBLHOM ITUKH

JlomamHee 3aganue 2

1. W3yuutps crathio 30 «JlokanbHble HOpMAaTHBHBIE aKTBHI,
CoJiepKalllie HOPMBI, pEeryaupyroume o0pa3oBaTeIbHbIE
otHomeHus» DexepanpHoro 3akoHa ot 29.12.2012 N 273-03
(B neficTByromelt penakuun) "O6 obpazoBanuu B Poccuiickoit
Oenepaunn"

2. OTBETUTH HA BOMPOCHI:

K xkakoil rpymnme ynpaBieHUYECKMX JOKYMEHTOB OyayT
OTHOCHTBCS JIOKaJIbHbIE aKThI o0Opa3oBaTesbHON
OpraHu3anuu?

Kakue moxkymeHTHI nj11 00pa30BaTEIbHOM OpraHHU3aIluu
SIBJISIFOTCSL YIPEAUTEIIHbHBIMU?

3. CoctaBbTe  CHHCOK  JIOKQJIbHBIX aKTOB IS
00pa3oBaTeNbHBIX OPTaHU3aIlMK BHIOPAHHOTO THUIIA.

4. Tlonw3yscy (a) Ilepeunem munosvix ynpasieH4ecKux




aApXUBHLIX ~ OOKYMEHmOo8,  00pa3yiowuxca 6  npoyecce
0esAmenbHOCU ~ 20CYOAPCMBEHHbIX — OP2aHO8,  OP2aHO8
MECmHO20 CaMOYNPAGIeHUss U OpP2aHu3ayuli, ¢ YKa3aHuem
cpokog ux xpamenusi, yme. Ilpuxasom Pocapxuea om 20
Ooexaopss 2019 2. Ne 236, (0) Ilepeunem Ookymenmos co
cpokamu xpanenus Munucmepcmea npoceewenusi CCCP,
OpP2aHO8, YUpedCOeHUll U Op2aHU3AYULL €20 CUCTeMbl, YMe.
Ilpuxazom Munucmepcmea npoceewenusi CCCP om 30
oexabps 1980 2o0a N 176; (B) [Ipunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa Jiesl 001ieo0pa3oBaTenbHOTO YUPEKACHUSI» K
Iucomy  Munucmepcmea  obpazosanusi  Poccutickoul
Dedepayuu om 20.12.2000 2. Ne 03-51/64 « O Memoouueckux
pexkomenoayusix  no  pabome ¢ OOKYMEHmMAMu 8
001e0dPaA306aMENLHBIX YUPENHCOCHUAX», OMPENCIUTh CPOKHU
XpaHEHUs JUIsl BCEX TIOKYMEHTOB U3 CIIHMCKA, YKa3aB CTaThiO U
nyHKT roa [lepeuns, Hanpumep:

Ne | Tunosoe Cpok Ne Ilepeuenn
/1 | HAUMEHOBAaHUE XpaHEHUs | CTaThbU
JOKaJIbHOI'O aKTa

17 | YueOnsie ranbl | [locrostaro | 603 [Tepeuenn
U IPOrPaMMBI 1980
KypCOB
MOBBIIIEHUS
KBaJIM(pUKaLMU
YUHTEIEH,
BOCITHTATEIICH,
pabOTHUKOB
BHEIIKOJIBHBIX
YUpEXKIACHUN,
MPOTPaMMBI JTSI
camoo0pazoBaHus

18

Jdomammuee 3aganue 3

1. Usyuuts [lpuxaz Pocapxusa om 11.04.2018 N 44 "O6
ymeepocoeHuu Ipumepnoii UHCMPYKYUU no
0eonpouU3800Cmey 8  20Cy0apCmeeHHblx — opeaHusayusx”
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
B cucreme  Koncymprautllmroc ~ www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW_305137/

2. OTBETUTH Ha BOIPOCHI U PEACTABUTH UX B CBOOOIHOM
4aCcTH TaOJIUIIEL.

Ne Bomnpoc OTtBer
ILm.




JlokymenToo00poT MY BKITIOUaeT
[OCIIC0BATEIHHOCT IEPEMEIICHHIA
ITOKYMEHTOB, a TaK)Ke OIEPaIlny,
COBEpILIaeMbIe C JOKYMEHTaMH B IPOLIECCe
X CO3/IaHus U UcToHeHus. HazoBute 3TH
orepanuu.

Ha xakue MpHHIMITB OIIUPACTCS
Opranu3zaiys ToKyMeHToo0opora B MY?

w

Kaxk BenyT ydueT nokymeHntoobopora B MY?

Kakue TOKyMEHTHI MOMaJatoT B COCTaB
BXO/ISIIMX U UCXOJSALUIUX TOKYMEHTOB
rOCY/1apCTBEHHON OpraHu3aiu’?

Uto Takoe «MDJ1O»?

UTO BXOJUT B MOHATUE «KOPPECIIOHACHIINS»
roCcy/1apCTBEHHOM OpraHu3anuu?

Hy>HO JI1 IPOBOJUTH NIEPBUYHYIO
00pabOTKY JIEKTPOHHBIX JOKYMEHTOB?

[IpukazaM U pacopsKEHUsM 110 OCHOBHOU
eI TEIbHOCTH B TOCYAapCTBEHHOM
OpraHu3alK IPUCBANBAIOTCS MOPSIKOBBIE
HoMmepa? Crenyer a1 UX PErucTpupoBaTh B
OTJIEJIbHO, B PA3HBIX PErUCTPAL[MOHHBIX
bopmax?

Kak oprann3oBaTh J0KyMEHTOO0OpOT
[PUCITaHHBIX OyMaXXHbBIX JOKYMEHTOB, €CIIU
B opranu3zanuu aercrsyer CO1?

10

Kakue  IOKyMEHTBI  TOCYIapCTBEHHON
OpraHU3aIi MOTYT CO31aBaThCsl, XPaHUTHCS
M HCIOJB30BAThCSl  UCKIIOYUTEIBHO B
piiekTpoHHOM  Buzae? Kak  ycraHOBUTH
[epeyeHb 3TUX JTOKYMEHTOB?

11

[ 1e perucTpupyroTCsi IPOTOKOJIBI
3aCelaHU, COBELIaHUM, IIPOBOIUMBIX
[PYKOBOJICTBOM OpraHu3anuu’?

12

Kakue TpeboBaHuUs IPEIBIBISIOTCS K
MapiipyTam JBHKCHUS
OpraHU3aIMOHHO-PACTIOPAIUTENbHBIX
mokymMeHTOB B COJ1?

13

YUemy OJKHO COOTBETCTBOBATh
[IPOXO0XKJICHUE BHYTPEHHUX JTIOKYMEHTOB Ha
pTarnax ux MOArOTOBKU U oopmileHus, a
YeMy Ha dTale UCIOIHEHMS?

14

CKOJIBKO pa3 U /i€ HY’)KHO perucTpUpOBaTh
BXOJIALINE TOKYMEHTHI?

15

Kaxkyro 3a/1aqy cTaBUT pyKOBOJIUTEb
cityk0b1 JIOY rocynapcTBEeHHOTO
YIPEXKICHUS TIPU OPraHU3aINN
ITOKyMEeHTOo00OopoTa?

16

CriemyeT Jiu Bcerjia COXpaHsTh KOHBEPTHI
VUTH YTTAKOBKY BXOJISIIINX JIOKYMEHTOB?

17

Kaxne JOIIOJIHUTCIIBHBIC IIOTOKU

HAOJIFOAI0TCS BHYTPH IOTOKA BXOISIICH




IMOKyMeHTauuu MY ?

18

Kornma Hy>KHO 3aperucTpupoBarh
MCXOMSAIINIA JJOKYMEHT, €CIIH OH OBLIT
[TOAIIMCAH B KOHIIC pa60qero JHs UJIN B
Hepabouee Bpemsi?

19

I[JISI KaKuX UCXOOAIUX TOKYMCHTOB
COCTABJIAKOTCS COIIPOBOAUTCIIbHBIC micbma’?

20

KaxoBa Liesb npeaBapuTeIbHOIO
[paCCMOTpPEHMUSI I10JTY4aEMbIX JOKYMEHTOB?

21

DTammy nepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJILKO OTIEPALIUA.
HazoBute ux.

22

Kakne mannsie BHOCATCS B COJI 0 BXOAAIINX
M UCXOJISIINX TOKYMEHTaX roCcy1apCTBEHHON
OpraHu3amymn?

23

Urto nenath, €CJIM BbI OTYYIHITN
HECTaHJapTHOE 10 BECy, pa3Mepy U T.I1.
[OYTOBOE OTIpaBlicHUE?

24

Yto ACJ1aTh, CCJIM BbI IMOJIYYHJIM ITIOYTOBOC
OTIIPABJICHHC B HOBp@)K,I[GHHOfI yrIaKOBKe?

25

Crieqyer u Aenatbh KOMUU UCXOISIINX
ITOKYMEHTOB?

26

KT0 Takoil OTBETCTBEHHBIN UCIIOJIHUTEID
mokymenTa? KakoBel ero o0si3aHHOCTH?

27

[lepen peructpanuei HCXOAAIIMX
mokyMeHTOB Cityx0a J1e10pon3BOICTBa
poBepsieT UX MpaBUIIbHOCTH. Ha uto
KOHKpETHO oOpaiiiaeTcsi BHUMaHue?

28

HaszoBure cpencrsa CBI3U U1 JOCTABKU U
OTIPAaBKU JOKYMEHTOB MY B opranuzaiuu u
OpraHbl BJIACTH.

29

KTo pa3pabatbiBaeT MapuIpyThl ABHKEHUS
OpTaHU3aAlMOHHO-PACTIOPAANUTCIIBHBIX
mokymeHToB i1 CO/] rocynapcTBeHHOM
OpraHu3amnuu’?

30

HazoBute 1ienp opranuzanuu
ITOKYMEHTOO00POTa B rOCY1apCTBEHHOMN
OpraHu3aIHy.

31

Kak MOTyT perucTpupoBaThbCsi BHyTPEHHHE

ITOKYMEHTBI?

Jdomammnee 3aganue 6

[Ipoananmu3upyiiTe HOMEHKJIATYPY AeJI 00pa30BaTEIHbHON

OpraHu3alK BEIOPAHHOTO TUIIA WM MPEIOKEHHYIO

npernoaaBaTciICM. OtBeThTE HA BOITPOCHI.

8. s yero mpeaHa3HayeHa HOMEHKJIATypa JIel B

00pa3oBaTENbHOM yUPEKICHUH?

9. Kak pa3pabaTbIBaeTcss HOMEHKIIATypa Jel

00pa30BaTENBHOTO YUPEKIACHUS?




10. CymecTByeT 1 JIs JaHHOM OpraHu3anuu T UrmoBas
HOMEHKJIaTypa Jen?

11. Kak onpenenuts GopMy U CTPYKTYPY HOMEHKIATYPHI
nen?

12. Kak ycTaHOBHUTH CPOKH XPAHEHHUS TOKYMEHTOB?

13. Korna gomxHa 0OHOBISATHCS HOMEHKIIATYpa J1e1
00pa30BaTeNbHOTO YUpexKAeHU?

14. Ko cocraBinser u 0opMIIIeT HOMEHKIIATYPY Je
00pa3oBaTeNbHON OpraHu3aun?

KonTpoabHnasi padora

B kadecTBe KOHTpPOJILHOW pabOTBI  CTyJIEHTaM
MIpe/iaraeTcsi COCTaBUTh pedepaT U BBICTYIUTH C JOKJIAJI0M
10 TEME:

«JlokymMeHTHpOBaHHE JeSITebHOCTH
00pa30BaTENbHOr0 yupexIeHus (yKa3aTb BHIOPAHHBIN THII)».
Tunbl  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJKHBI

MOBTOPSITHCS B TPYyIIE (3aUCATHCS Y CTAPOCTHI).
[lepeueHp THIIOB 0Opa30BaTENbHBIX YUPEKICHUN CM.
1o c1.23 3 «O0 oOpazoBanuu B PO».

TpeboBanus k pedepaty
JIoOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

Copepxanne JOKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS
Y YMEHUS CTYIEHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpOSaHUsi OesimelbHOCU
00pa30BaTEeNbHOTO YUPEKACHUS;

- MUN0B020 COCMABA cucmem OOKYMEeHMAayuu, Gopmupyouux
OOKYMEHMAbHBI YOHO 00PA308AMENLHO0 YUPEHCOCHU,

- cnoco6o6 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esmenrbHOCMU 00PA308AMENbHO20 VUPEHCOCHUS,

- HOPpMAMUBHO-NPABOBLIX  AKMOS,  Pe2NaMEeHMUPYIouux
0esmenbHOCIb U ee OOKYMEHMUPOBaHue 8 00pa308amenbHbIX
VupescoOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanusayuu;

- onupascb HA HOPMAMUBHO-NPABOBOU AKM, ONpeoelsimsb
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar na 10-15 crpanum, yepe3 1,5 unTepBama, 14
mpudrom. OOsA3aTenbHbl TUTYIBHBIA JIUCT, OTJABIICHUE,
CIMCOK JIMTEpaTyppl M HCTOYHUKOB, BHYTPUTEKCTOBBIE
CCBUIKH. Bo3MoxHBI TIPUJIOKEHUS. KonTponbshas
WHAMBUIYyaJIbHAsT paboTa BBINOJHSACTCS B OyMaXXHOM U




OJICKTPOHHOM BH/JIC

TunoBoi njan pegepara

8. Xapakrepucruka THIIA 00pa30BaTEILHOTO
YUPEKICHUSI. (*KenarenpHO MIPHUBJICUYCHUE
CTaTUCTHYECKUX JaHHBIX O TOM, CKOJbKO B Poccuu/
peruone/obnactu/ ropoje 3aperuCTPUPOBAHO

MIO/I00HBIX OpraHu3aLuil).

9. OOmas xapakTepucTHKa YIpPaBICHUS B JIAHHOM
00pa30BaTEILHOM yUPEKICHUH.

10. OcHoBHOM COCTaB HOPMAaTUBHO-IIPABOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIINX  ACATEIbHOCTh
00pa30BaTENLHOTO YUPEKACHUS.

11. XapakTtepucruka JIOKYMEHTAJIbHOTO ¢donma
(IOKyMEHTOB,  UX  KOMIUIEKCOB M  CHCTEM
JOKYMEHTAIMH, (OPMHUPYIOMMXCA B ACSITEIHHOCTH
00pa3oBaTeNBHOTO YUPEKACHUSA):

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHUS,

® [UIAaHOBAs JOKYMEHTAIlHS;

® pacnopsAUTENbHAs JOKYMEHTAIIHS;

¢ uHPOPMAMOHHO-CIIPABOYHAS "

CIPAaBOYHO-aHATUTHYECKAS JOKYMEHTAIIHUS;

OTYeTHAas TIOKyMEHTAallUs;

® JIOKyMEHTAIUs M0 00eCleYeHuIo KajapaMH (1o
JUYHOMY COCTaBY);

e (QunaHcoBas AoKyMeHTalus (OyXraaTepCKHii
y4eT U OTYETHOCTB);

® JJOKyMEHTaIUs o
MaTepUaIbHO-TEXHUYECKOMY 00€CIIEUEeHHUIO;

® JIOrOBOpHAas JOKyMEHTalus,

® JIOKyYMEHTalUsl MO JOKyMEHTAllMOHHOMY U

UH(POPMALUOHHOMY o0ecreueHnIo
JeSITEIbHOCTH YUPEXKICHUS;
® JJOKyMEHTalus, OTpa)karoIas

00pa3oBaTeNbHYIO AESATEIbHOCTD;
® JIpyrHe CUCTEMBI JOKYMEHTAIUH (E€CIH €CTh).
12. Ananu3 IIPUMEPHON HOMEHKJIATyphl zen
00pa30BaTENBLHOTO YUPEKACHUS.
13. Tlopsimox XpaHEeHUsI JOKYMEHTOB B 00pa30oBaTEIbHOM
YUPEXKIECHUH.
14. Cnucok nutepaTypbl U HCTOYHHKOB.

Tect 1

1.Ilponosxkute Pppasy: «Opranusanus AeJ10NPOU3BOACTBA
B 00pa30BaTeIbHOM YUpesKIeHHH HeMoCPeICTBEHHO
perjiaMeHTHpPYeTCcs...»
€. HOPMaTHBHO-TIPABOBBIMH aKTaMH (peJepanbHOM
3aKOHOJATEILHOM BIIACTH;
f. HOpMaTHMBHO-NIPaBOBBIMH aKTaMu (eliepabHON
HCIIOJTHUTEILHON BIACTH;
g. HOpMaTI/IBHO-HpaBOBBIMI/I aKTaMH
3aKOHOJATEILHOM 1 MCIIOJIHUTEILHON BIACTH




cyOBeKkTOB PD 1 uX TEppUTOPHATBHBIX
o0Opa3oBaHMii;
h. HOpPMaTHBHBIMH JIOKATbHBIMH aKTaMU
00pa3oBaTeNbHON OPTaHU3AIIH.
2.Kakoe BbICKa3bIBaHME SIBJISIETCS HEBEPHbIM?
a. PexkBu3uT «HaMMeHOBaHHWE BHIA JIOKYMECHTa»
ABIIETCS  JIOKYMEHTOOOpa3ymoIllMM  IPU3HAKOM,
MO3BOJISIOIIMM TIOTYYUTh HayallbHOE, caMoe oolee
NpeJICTaBJICHUEe O JOKYMEHTE, €ro IpaBOBOMU
3HAYUMOCTH
b. Ilpumenenne TI'OCT P 7.0.97-2016 sBusercs
00s13aTeNLHBIM TSI BCEX COBPEMEHHBIX OpTraHU3aIlui,
YUpEXKICHUH, IpeanpUsITUN TOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM
c. ®opMyInsAp AOKyMEHTa MPOJUKTOBAH HE TOJBKO
HEOOXOMMOCTBIO CTPYKTYPUPOBaTh HH(pOpMAIHIO,
cAenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO
NpHUIaTh JOKYMEHTY HOPUIUYECKYIO0 CHIIY, CJAeNaTh
3arevaTIICHHYI0 B HeM HH(OpMAIHio 0QUIIHaTIbLHON
d. Kaxplii peKBU3UT KaK MEPBUYHBINA CTPYKTYPHBIA
AJIEMEHT JOKYMEHTa B TOW WM MHOM CTENEHU
OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIHIO
3. Kakum opraHu3anHOHHBIM JOKYMEHTAM COOTBETCTBYeT
cJIeIyI0Iasi XapaKTePHCTUKA:
dmo opzanuzayuonHo-npagosvie aKmul, onpeodenarOuiue
nopaook  obpazoeanus, npaga U  00A3AHHOCHMU,
Op2anu3ayuIo padomosl KaK 6 Op2aHu3ayuu é yeaom, max u 6
ee CmpyKmypHslx noopaszoenenusax. B smux ooxymenmax
makoice mozym 0vlimp OMpa’)>cenvl npasa u 00A3AHHOCHMU
O0MOENbHBIX 00JIHCHOCHHBIX UL, ORPEOENAMbCA OCHOGHbBIE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3TUYHBIX
meponpuamuili 6 op2anuzauuu (KOHKypcos, CeMuHapos,
¢pecmueaneii, 6b1cmagok).
a. mpaBuia
b. monoxenus
C. UHCTPYKIIUU
d. ycraBsl

4. Kakomy OpraHu3aifMOHHOMY JOKYMEHTY COOTBETCTBYeT
CJIeYIOIIAsi XapaKTePHCTHKA:
Imo N0KanbHLIL HOPMAMUGHBII AKM  Op2AHU3AUUU,
pecnamenmupyrouwiuii. 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3aKkonamu nopaookK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3aHHOCMU U OMEEMCMEEHHOCMb CHOPOH MPY008020
002060pa, pexcum padomol, 6pemsa Omovixa, nPUMeEHAEMble
K PadOmHUKam mepvl NOOWPEHUS U 63bICKAHUS, 4 MAKCce
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUWIEHUI )
O0aHH020 padomooameis.

a. MHCTPYKIIMSI UHCIIEKTOPA 10 TPYy

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACIOPSIIKA

C. TMOJOXEHHWE O TPYAOBBIX OTHOLIEHUSX B

OpraHu3aIuu




d. TpymoBoii JoroBop

5. Kakomy ynpaBjieHYeCKOMY JOKYMEHTY COOTBETCTBYeT
cJIeAyIONIasi XapaKTePpUCTHKA:
Omo 6ud RUCbMEHHO020 OOKyMeHma, 6 KOmopom
¢uxcupyrom pewienus AOMUHUCMPAMUBHBIX u
OpP2AHU3AUUOHHBIX  60RNPOCO8, A MAKMCce B8ONPOCO8
ynpaenenus, 63aumooeicmeusi, obecneuenusn u
pecynupoeanua  0eamenpbHOCmU  OpP2aHO6  é1acmu,
yupesxcoenuil, npeonpuamuil, op2anu3zayuil, ux
noopaszoenenuil u QOAHCHOCHIHBIX TUY,.

a. puHaHCOBO-OyXTaNTEPCKHIA

b. kaapoBHIit
C. OPTaHU3aLUOHHO-PACTIOPS AUTEIIbHBIN
d. MJIaHOBO-OTYETHBIH

6. KakoMy [0OKYMEHTY COOTBETCTBYeT CJIeAYHIIas
XapaKTepUuCTHKA:
JTO MNPaBOBOil aKT, YCTAHABJMBAKOIIHMI TEXHOJOTHIO
CO3JaHHUA WM IOJIyYeHHs JOKYMEHTOB, HX 00padoTKH,
XpaHeHUs] M HCHOJb30BAHMA B  /IeSITeJIbHOCTH
OPraHM3alMu.
d. JOJDKHOCTHAsI MHCTPYKIHSI

b. TO/DKHOCTHOM perjiaMeHT

C. moJjoxenue o ciyxoe JI0Y

d. MHCTPYKLKS IO ICIIONIPOU3BOJICTBY
Tecr 2

1. B kakoii 4YacTH PpacnopsAUTE]bHOI0 JTOKYMEHTA
He00X0IUMO noMeumarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIMX CHJIY WIH MOMJIEKAIUX U3MEHEHHUIO B CBSI3H
¢ M31aHHEeM JAaHHOI0 aKTa?
a. B JIIOOOM ITYHKTE PaCIOpPsAUTEIIbHON YacTH

b. B mepBBIX MyHKTaX paclopsAUTEIbHON YacTH

C. B KOHCTaTUPYIOIIEH YaCTH

d. B KOoHIIE TEKCTA
2. U3 kakux 4yacteidl COCTOMT TEKCT PACHOPSAUTEIbHOIO
AOKYMEHTA:

a. aHAJIMTHYECKas YacTh/ 0000IIaroas 4acTh

b. pa3zbsicHuTENbHAS YaCTh/ TUPEKTUBHAS YacTh

C. KOHCTaTUPYIOIIAsl YaCTh/ pacCopsIUTEIbHAS YaCTh

d. BBojiHAs yacTh/ OCHOBHAS 4aCTh/ 3aKIIFOUMTEIHLHAS
4acTh
3. Kakomy BHAY JOKYMEHTAa COOTBETCTBYET CJIeAyIOUIUii
TEKCT:

23.09.20013 ¢ 9.00 na 3anamuax no oCHO8aAM

npaeoeedeHus NPUCYmcmeosaio 2 cmyoenma u3z cocmaed
2pynnult 25 uenoeex, 6 pezyibmame 4e20 3aHAMUA

npuUL10Co OMMEHUMb.

Jlouenm kagedpvr npaea Iloonuce
/H.B. lllenens




25.09.2013
a. TOKJIaIHas 3aMucKa
b. mosicHUTENbHAS 3aITUCKA
C. 0OBSICHUTENbHAS 3aIHCKa
d. ciy)xeOHas 3anucka
4. Jlasi KakuX BUAOB JOKYMEHTOB HMCHOJb3YIOT OOIIMii
01aHK?
BriGepure ouH OTBET:
a. TOOBIX BUJIOB JOKYMEHTOB, KpOME TpUKa3a
b. 7r00BIX BUIOB TIOKYMEHTOB
C. TOJIBKO IS TUChMa
d. mo0BIX BHIOB JOKYMEHTOB, KPOME ITUChMa
5. Ha kaxkue THOBI NOAPA3ACIAIOTCH JOKYMEHTHI I10
NMPOUCXO0KIEHHIO:
a. obmenoctynHble/ KOHGUACHIIMATbHBIE/ CEKPETHBIS
b. muunbIe/ oduIaTbHBIC
C. BXOJISIINE/UCXOIAIINE/BHYTPCHHHE
d. uHaMBUAYaTbHBIC/ TpadapeTHbIE/ TUITOBBIC

BOI[pOCbI K 3K3aMEHY

1. JloxymeHTUpOBaHUE HCCJIE0BATEIbCKON
JESATEIBHOCTH 00pa3oBaTenbHOM
opranuzaiui. CrnocoObl 3allUThl aBTOPCKHUX
IIpas.

2. JIOKyMEHTaJIbHBIN U apXUBHBIH (HOH/IBI
o0pa30BaTeNbHON OpraHu3aluu.
3. JIOKyMEHTUpPOBaHUE yIIPaBICHUECKON

nesitenbHOCTH. Opranuzanys, INIaHUPOBaHUE,
pacnopsAUTENLCTBO, KOOPAUHALMS, KOHTPOJIb U ApyTHe
yrpaBieH4YecKrue (QYHKIIMHU B JOKYMEHTaX 00pa3oBaTeIbHOM
OpraHM3alHH.

4. JlokyMeHTUpOBaHue 00pa3oBaTeIbHOM
nesrenbHOcTH. OCHOBHast 0Opa3oBaTesibHas MporpaMmma.
VY4eOHbIii 1aH (MHBIE BUJIBI IIJIAHOBBIX JOKYMEHTOB 110
o0pa3oBaTenbHOH AeaTenbHoCcTH). Pabouas nmporpamMma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOTPUATHH.

5. JlokymeHTapHast HOArOTOBKa
o0pa3oBaTeNbHON OpraHU3alMK K JIMIEH3UPOBAHUIO U
rOCYJIapCTBEHHOW aKKpEIUTAIUH.

6. [onsarue noxkymeHTo000poTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYnpasieHue 10KyMEHTOIIOTOKAaMH B

00pa3oBaTeNbHON OpTaHU3aIH. JJICKTPOHHAS U
TpaJUIMOHHAsA (hopMa TOKYMEHTOO0O0pOTA.

8. Opranu3zanys UCIob30BaHus JOKYMEHTOB B
oOpa3zoBaTenbHON opranu3anuu. JlocTyn K TOKyMEHTaM.
9. [IpaBoBBIE OCHOBBI B 00JIaCTH

MH(POPMAIIMOHHOTO 0OecrieueHus1 00pa3oBaTeIbHOM
nesteabHOCTH. CalThl 00pa30BaTEIbHOM OpPTraHU3aIUH.

10. Opranu3zanys onepaTUBHOTO U ApXUBHOT'O
XpaHEeHHs JOKYMEHTOB B 00pa30BaTEIbHON OpraHu3anuu (Ha
IIPUMEPE OJJTHOTO U3 THUIIOB).

11. JlokaapHBIC HOPMATHUBHBIE aKTHI IO




JIeJIONIPON3BOICTBY 00pa30BaTeNbHON OpraHu3aluu.

12. NHucrpykuus o aenonpousBoAcTsy. Lens
CO3J1aHMsl, 331a4K, TpeOOBaHMS K COCTABJICHUIO, 0(OPMIICHUIO
U BBEJICHUIO B JICHCTBHE

13. Homenxknarypa nen. Llens u 3agaun co3ganus,
TpeOOBaHUS K COCTaBJICHHIO, O(OPMIICHUIO M BBEACHUIO B
JIEUCTBUE.

14. YHHUUTOXKEHHE TOKYMEHTOB 00pa30BaTEeIbHOM
opranusauuu. Ilopsnok BwlOeNeHHsA €1 K YHUYTOXCHMIO.
JIOKyMEHTUpOBaHUE POLEAYPbl YHUUTOXKEHHS TOKYMEHTOB.

OIIK-1.3 OcymecrBaser
npodgeccnoHaIbHOE
B3aUMO/IelCTBHE C
Y4ACTHHKAMH
0o0pa3oBaTe/IbHbIX OTHOIIEHH i
B COOTBETCTBHM C HOPMAMH
npogeccuoHAIBLHOM ITUKH

JlomauiHee 3aganue 5

IIpuBeautre 1no 2 mnpuMepa [JOKYMEHTOB IO
JIMYHOMY COCTaBY, OTpa)kaloliie JOKYMEHTHPOBAaHHE
CJIeyIOLIUX IPOLECCOB:

. IPOLIECChl ABMKEHUS KaJIpOB;
. IpoLEeypy aTTeCTALUH;
. BOMHCKHI yYer.

Kro oTBeuaer 3a cocraBieHHe JaHHBIX JOKYMEHTOB?
KakuMy HOpMAaTUBHBIMU aKTaMU PYKOBOZCTBYeTCA?
KonrtpoabHnas padora

4. XapakTepHuCTUKa TOKyMEHTaJIbHOTO (hOH1a (JOKYMEHTOB,
UX KOMITJIEKCOB M CHCTEM JIOKYMEHTAINH, (DOPMHUPYIOIIHUXCS
B IEATEIILHOCTU 00pa30BaTEIbHOI0 YUPEIKICHHS):
® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTAIHS,
® TUTAaHOBAs JOKYMEHTAITHS;
® pacnopsAUTEeNbHAs JOKYMEHTAIIHS,
¢ yHPOPMAMOHHO-CIIPABOYHAS "
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTAIUS;
OTYETHAs IOKyMEHTAIINS;
® JIOKyMEHTAIHA 10 00ECIEUeHHIO KapamMu (T10
JMYHOMY COCTaBY);
e (uHaHCcOBas JoKyMeHTauus (OyxraiaTepckuii
y4YeT U OTYETHOCTB);
® JIOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeUeHHIO;
® JIOrOBOpHAas TOKyMEHTaLus,
® JIOKyMEHTalUsl MO JOKYMEHTAllMOHHOMY U

MH(OPMALILOHHOMY o0ecrnedeHuno
NeSITeTbHOCTH YUPEXKICHUS;
® JIOKyMEHTalus, oTpakaromias

00pa3zoBaTeNbHYIO IeATeIbHOCTS;
® JIpyTrU€ CUCTEMbI JOKYMEHTAIUU (€CIU €CTh).

Tect 1




1. Kakomy [0OKyMEHTY COOTBETCTBYeT CJIeqyIolas

XapaKTePUCTHKA:
Omom O0oKymenm ycmanaenueaem 071 paAdOMHUKA
KOHKpemHble mpyoogvie (Oondscnocmuuie,
¢ynKkyuonanvnvle) 00a3annocmu u npaea 6

CcOOmeemcmeuu ¢ 3aHUMAEMOIL 001HICHOCHbIO, 3aKPenisiem
€20 Op2aHU3AUUOHHO-NPABOBOE NOIONHCEHUE 8 CHMPYKHype
yupexcoenusn,  A6AAemcA  NPAGOGOU  OCHOB0U 014
npoeedeHus ammecmauuu padomHuKka, onpeoeneHus e2o
OMEEMCMEEHHOCMU U  G3AUMOOMHOUWIEHUA C OpY2UMU

pabomuukamu u noopaszoenenuamu, noseonsaem
00beKmugHo oyenusamy paoomy compyoHuKa
opzanuzayuu.

a. MHCTPYKLMSI 110 1€JIONIPOU3BOJICTBY

b. nonosxxenue o cnyxoe JOY

C. IOJKHOCTHOM pEriiaMeHT

d. JOJKHOCTHASI HHCTPYKIIUS
2. Kakume rpynnbl [JAOKYMEHTOB, € TOYKH 3peHHA
OpraHu3alMy J0CTyna K HHM, BCTpe4yalwTcsi B
o0pa3oBaTe/IbHOM Opranu3anum?

€. 00IIen0CTyIHbIE,

f. koHpueHIMATBHBIC

g. CEKpeTHbIE

h. Bce rpymimbl BO3MOXKHEI

Tecr 2
1. K xakoii cucreme 10KyMeHTalluu oTHOcHTCs JInuHas
kaprouka T-27
€. (uHAHCOBO-OyXraJTepcKoil,
f. 1oxymeHTaMm 1o TMYHOMY COCTaBy,
0. OpraHu3alMOHHO-IIPABOBOM,
h. pacnopsanTeabHON TOKYMEHTAIINH.
2. KT0 odopmisieT yuyeTHbIE TUYHbIE KAPTOYKH:
a. pabOTHUK
b. pykoBOAMTENH CTPYKTYPHOTO TIOAPA3/ICIICHHSI
C. 3aMECTUTENb PYKOBOJUTENS OpraHU3aluu
d. pabOTHUK 1O Kapam
3. Kakoii J1OKyMEHT SIBJISIETCS OCHOBHBIM JOKYMEHTOM 0

TPYAOBOM 1eATEJBLHOCTH U 0 TPYAOBOM CTaKe pa0OTHHKA:

a. y4eTHas JM4YHasl KapTOuKa
b. meHcHOHHOE yI0CTOBEPEHHE
C. CTPax0BOE€ CBUJETEIBCTBO FOCYAApPCTBEHHOTO
IIEHCHOHHOTO CTPaxOBAHMS
d. TpyoBast KHM)KKa
4. Kakue Buabl IMCUMIUVIMHAPHBIX  B3bICKAaHUM
BIIMCBHIBAIOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BUIbI TUCHUTUIMHAPHBIX B3bICKAaHHUI
BIIMCBHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHMs B TPYAOBYIO KHIKKY HE 3aIIHCBIBAIOTCS
5. Kakne mnmcbMa NOANMCHIBATCH ABYMS JHMIAMHM —




PYKOBOJIUTEIeM OPraHU3alUM U IVIABHBIM OyXrajTepoMm:
a. TapaHTUHHbBIC THCbMA
b. compoBoauTENBbHBIC THCHMA
C. MHChbMa-3aIpPOoChl
d. pexyiaMHbIe THChMa
6. Kakum pgokymMeHTOM He00X0auMo0 0(OpMHUTHL BO
u3le:kaHue HapymeHussi HopMm TpymoBoro Kkoaekca
NMCbMEHHOE HANOMHMHAHHE 0 He00XOAMMOCTH SIBUTHCH
NSl TOJYy4YeHHS] TPYAOBOH KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3HOe MUChbMO
b. pakcorpamma
C. SMS-coo01ienne
d. aJIeKTpOHHOE COOOIIIECHHE
7. Kakoil [J0KyMEHT NOANUCHIBAeTCH PYKOBOIHUTEIEM
CTPYKTYPHOI0 MOJApAa3e/ieHus:
a. crpaBKa
b. mpukas
C. aKT
d. ciy)xebHas 3anucka
8. B Kkakoii 4YacTH PpacnopsiiMTEJbHOr0 JOKyYMEHTa
ykasbiBaeTcsi MHGOpPMALHMA O TOM, KTO OCYHIIECTBJIsieT
KOHTPOJIb €ro UCIOJTHEHUuA?
a. B [IEPBOM ITYHKTE PacClOpsAIUTEIbHON YacTH
b. opopmitsieTcst OTAETBHOM CTPOKOIL MmOCiIe BCeX
MTYHKTOB
C. B HOCIIEAHEM ITYHKTE PACHOPSAIUTEIBHON YaCTH
d. B KOHCTATHPYIOILEH YacTH

BOl'[pOCI)I K 3K3aMEHY

1. Kanposas nmonuTtika o6pa3zoBarenbHOI opraHu3anuy.
Opranuzanys JOKyMEHTHPOBAHUS TPYIOBBIX OTHOIICHUA.
IIpaBa u o6s13aHHOCTH paboTonaTeneil U pabOTHUKOB.

2. Pa3zpaboTka HOpMaTHBHBIX PABOBBIX AKTOB,
YCTaHABJIMBAOIINX CITY)KEOHbIC OTHOIIICHUS B
00pa3oBaTeNbHON OpraHU3aIIH.

3. [Topsimok 3aKiIFOYeHHS TPYAOBBIX 10roBOpoB. O01IMe
OCHOBAHUS MPEKpaIleHHs TPYAOBBIX 10roBopoB. OCHOBaHUS
Y TIOPSITIOK PACTOPIKEHHS TPYIOBBIX TOTOBOPOB 10
WHUIMATUBE paboToaaTens, 1o HHUIMATHBE paOOTHUKA
o0pa30BaTeNbHOI OpraHu3aluy.

4. JIOKyMEHTHUpOBaHHE B 00JIaCTH MaTEPUAIBHBIX U
(MHAHCOBBIX 3aTPAT TOCYAAPCTBEHHBIX M MYHUIIUTIAIEHBIX
00pa3oBaTeNbHBIX OpraHU3aLUH.

S. VY cTaHOBIIEHUE U JOKYMEHTAJIBHOE 3aKpeIICHUE
COLIMAJIHO-TIPABOBBIX YCIIOBHH U TapaHTHH, HEOOXOIUMBIX
U1 A€ATEIbHOCTH PA0OOTHUKOB rOCyJapCTBEHHBIX,
MYHUIIUTIATBHBIX U HETOCYIapCTBEHHBIX 00pa30BaTEIbHBIX
YUPEKICHUH.

6. JlucuuruimHapHasi OTBETCTBEHHOCTh U €€
JIOKYMEHTHPOBaHUE

7. JIOKyMEHTHPOBAHUE UCCIIEOBATEIbCKON




NesATeILHOCTH 00pa3oBaTenbHOM opranu3anuu. Criocoob
3alUTEl ABTOPCKHUX IIPAB.

Kpurepun onenkn

[Tpomexxyrounast arrecranusi mo aucuuiimae «HopmartuBHO-paBoBOEe obecrieueHue
ylpaBjieHUusl 00pa3oBaHUEM C IPAKTUKYMOM [0 [JEJIONPOU3BOJACTBY» IMPOBOJUTCS B BHUJE
9K3aMEHa M BKJIIOYAET TEOPETUYECKUE BOIIPOCHI, MO3BOJIAIOIINE OLEHUTh YPOBEHb YCBOCHMS
00y4aroIMMUCs 3HAHUH, U NMPAKTHUECKUE 33aJJaHMs, BBIABIIOIINE CTEIIEHb COPMHUPOBAHHOCTH
YMEHUU U BIAJACHUMN.

K sK3aMeHy IOIYCKAarOTCsl CTYIEHTHI, BBINOJIHMBIIKE IIECTh JOMAIIHUX IPAKTHYECKUX
3a/laHuii, KOHTPOIBHYIO paboTy, pemuBine TecTol No 1 u 2.

DK3aMeH M0 JJaHHOW JMCHUIUIMHE MPOBOAMTCSA B YCTHOW (popMe MO 3K3aMEHAIMOHHBIM
Ouiieram, Kaxabld U3 KOTOPBIX BKIIIOYAET 2 TEOPETUUYECKUX Bompoca (M0 OAHOMY M3 KaKJIO0ro
pasziena) ¥ OJJHO PaKTHYECKOE 3a/1aHue (aHaJIu3 TUIIOBOM yIIpaB/IeHYECKOM CUTYyallul ¥ OLIEHKOM
HEOOXOIMMBIX JEIOMPOU3BOIACTBEHHBIX IEHCTBUM):

— HA OYeHKYy «omauuHo» (5 0Oannos) — oOyuarowuiics O0eMOHCMpuUpyem 6blCOKULL YPOBeHb
chopmuposaHHOCmU KOMNEMeHYull, 8CEeCMOpPOHHee, Cucmemamuyeckoe u 2nybokoe 3HaHue
yuebH020 mamepuana, c80000HO BbINOIHAEN NPAKMU4ecKue 3a0aHus, c80000HO onepupyem
BHAHUAMU, YMEHUAMU, NPUMEHSIeM UX 8 CUMYAYUSIX NOBbIUEHHOU CTLONCHOCHU.

— Ha oyeuky «xopowioy (4 oOanna) — obyuarowuiica OemMoHCmMpupyem CcpeoOHUll YpOBeHb
chopmMupoBaHHOCmMU KOMNEMEHYUIl: OCHOBHbLE 3HAHUS, YMEHUs OCB0€Hbl, HO OONYCKAIOMCs
He3HauumenbHvle OWUOKU, HEMOYHOCMU, 3AMPYOHEeHUs NPU AHATUMUYECKUX ONepayusix,
nepeHoce 3HaHUU U yMeHull Ha HOBble, HeCMAHOAPMHbBLE CUMYAYUU.

— Ha OYeHKY «yooeiemeopumenvHoy» (3 oanna) — oOyUarowuics 0eMoOHCMpUpyenm nopo2o6ulil
VPOBeHb CHOPMUPOBAHHOCMU KOMNEMEHYUIL: 8 XO0€ KOHMPOTbHbIX MEPONPUSIMULL OONYCKAIOMCSL
OWUOKU, NPOAGIAEMCS OMCYMCMEUe OMOCNbHbIX 3HAHUU, YMeHUU, HABbIKO8, 00yYauuiics
ucnvimvléaem 3HAYUmMenbHble 3ampyOHeHUst NPpU ONEPUPOSAHUU ZHAHUAMU U YMEHUAMU NPU UX
nepeHoce Ha HOB8ble cumyayuu. 3Hanus He bonee 20% meopemuueckoco mamepuana, OOnycKaem
cywecmeeHuvle OUUOKU, He MOJCem NOKA3AMmb UHMELIeKMYaIbHble HABbIKU PeuleHus NPOCHbLX
3a0au.

— HA OYEHKY «HEYOO081eMEOPUMENbHO) — 00YYAIOUUIICS He MOXCEM NOKA3AMb 3HAHUSL HA YPOBHE
80CHPOU3BEOCHUSl U OOBACHEHUS UHGOpMAYUU, He MOoHCem MNOKA3AMb UHMELIeKMYalbHble

HABLIKU peeHUs NPOCMbIX 3a0au.
IIpumMepHoe NpaKkTHYecKoe 3a1aHNE HA IK3aMeHe

Pabomnux obpazosamenvroti opeanuzayuu onozoan Ha 2 yaca na pabomy. Kaxue oeticmsus 8vl,
KaK  pyKkogooumelnb, OO0JMCHbL  npednpunsames?  Kaxkue  OOKyMeHmMbl — CONPOBOHCOAIOM
ype2yauposanue OaHHOU cumyayuu?




