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‘ BbICLIETO 0Opa3oBaHuUS
«MarHuTOropecKuit rocyIapCTBEHHBIN TexHuYecKui yausepcutet um. I'.M. Hocosay
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Pabouas nporpamma coctapiera Ha ochose GI'OC BO no HanpaBleHHIO MOAFOTOBKH
40.03.02 JIOKYMEHTOBEJIEHUE M1 APXUBOBEJIEHUE (ypoBens GaxanaBpuara) (npukas
MunoOpuaykn Poccun ot 06.03.2015 r. Ne 176)

PaGouas  nporpaMma  paccMoTpeHa M ojgo0OpeHa Ha 3aceflaHMH  Kaenpbl
Ilesiarornyeckoro o6pa3oBanus U JOKYMEHTOBEICHUS
30.01.2020. mporokon Ne 5
3as. kadeapoii L 7 C.C. Benukanona

Pabouas nporpamMma 0100peHa METOIMYECKOH Kowyﬁ "
11.02.2020 r. npoToxon Ne 5

|
[Tpencenarens y ! T.E.Abpam3on

Pabouas nporpamMmma cocTaBlieHa: M

sonent kageaper [TOu/l, kana. Guiosn. nHayk > C.JI. Anapeesa

Peuiensenr: /9

Cr. apxusuct [TAO "MMK" , '*>{ C.A. beno6oponosa
/

—




Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzanuu B 2021 - 2022
yueOHOM roay Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadempoii C.C. Benukanosa

Pabouast mporpamMma repecMoTpena, 00CcykaeHa u 0100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3aceqanuu kageapsl Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

[Ipotokom ot 20 r. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3acenanuu kadeapel [lemarorunueckoro o0pa3oBaHus U JOKYMEHTOBEICHHSI

IIporokomor 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM rojy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 0000meHne W yrIyOJeHWE B3HAHUM CTYACHTOB IO BoOIpocaM (HOPMHUPOBAHMS
KOPIIOPATUBHBIX CHUCTEM JOKYMEHTAIIMM HETOCYJapCTBEHHBIX OpTraHU3aliid, K KOTOPHIM
OTHOCSITCSI KOMMEpPUYECKHE W HEKOMMEpUECKHe OpraHu3alliu: YacTHble (MHAWBUIYaJIbHBIE U
CEMEIHbIE) IPEITPUITHSL.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

HucuuiuinHa JIoOKyMEHTHpOBaHUE JEATEIbHOCTH HEroCyAapCTBEHHBIX OpraHU3alui
BXOJIMT B BApUAaTUBHYIO YacTh Y4eOHOIO IJIaHa 00pa30BaTeIbHON IPOTPaMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBL ~ HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

JIOKyMEHTallMOHHOE ~ O0€CleYeHUe yIpaBJIEHUS Ha MPEeIIpUATHAX  pa3IMyYHbIX
OpraHu3alMOHHO-TIPAaBOBBIX (hOpM

ApPXUBBI 110 TUMYHOMY COCTABY

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUI

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

KondunennuanbHoe 1e10npon3BoCTBO

OO0paboTkH U 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIIUU

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00eCIeUeHuUs YIIPaBIICHUS

[IpoekTHast 1€ATEIBHOCTD

[Tpou3BoaCTBEHHAS - TPAKTUKA MO MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIIBITA
npodecCHOHATBLHOMN JeSITEIbHOCTH

HNudopmannonHoe odecrieyeHre ynpaBieHus

Kanposoe nennonpous3BoacTso

HopmarugHas 6a3a e10Boro nucbma

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

JlokyMeHTalMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

JIoKyMeHTallMoOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOIIEHU B PO

JlokyMeHTOBEICHHE

CoBpeMeHHas OpraHu3alys rocy1apCcTBEHHbBIX yupekaeHnil Poccun

3HaHus (YMEHUs, BlaJIeHUs), MOJTYYeHHbIE IPU U3yYEeHUU JAaHHON AUCLUILIMHBI OyayT
HEOOXOIUMBI JUISl U3yYeHUS TUCIUIUTNH/TIPAKTHK:

JIOKyMEHTAllMOHHOE ~ O0eclieueHUe yIpaBJIEeHUS Ha MPEeINpUsATHSAX  pa3IMyHBIX
OpraHU3alMOHHO-TIPABOBBIX (POpPM

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTaJITepCKOM yueTe

MesxayHapoiHbIe CTaHAAPTHI YIIPaBJIEHUS JOKYMEHTaMHU

[ToaroroBka K 3aIyMTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHONW pabOThI

[Tpou3BoaCTBEHHAS — IPEAUIIIIOMHAs TPAKTHUKA

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbraTe OCBOEHMS NUCHUIUIMHBI (MOAyns) «/lokymeHTHpoBaHHE NESTEIBHOCTH
HErOCYy/IapCTBEHHBIX ~ OpraHu3aluil»  oOydaroumuiics JokeH o0JafaTh  CIeXyIOIUMU
KOMITETCHIIMSIMU:

CTpyKTypHBIit [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JIEMEHT
KOMIIETEHIINH

[1K-5 BnageHreM TeHACHIUAMU Pa3BUTUS HHPOPMAITMOHHO-IOKYMEHTAIIHOHHOTO U
o0ecreyeHus yrpaBlIeHUs] apXUBHOTO Jieia




3HaTh

CHOCOOBI TOKYMEHTHUPOBAHUS AEATEILHOCTH OpraHU3aIHii

00 OTBETCTBEHHOCTH PYKOBOJHUTEINCH OPTaHU3alUi U CHEIIHATUCTOB 110
YIPABJICHUIO JOKYMEHTAMH 33 JOKYMEHTUPOBAHUE JIEJTOBOU U
YIIPABIECHYECKOM JEA-TEIbHOCTH;

OCHOBHbBIE TEHJACHIINY HHPOPMAITUOHHO-TOKYMEHTAIIHOHHOTO 00eCTIeYeHMs
JOKYMEHTUPOBAHHUS JEATEIbHOCTH HErOCYJAPCTBEHHBIX OpraHU3aluid;
BO3MOKHOCTH YIOPSJOYEHHUS I€JI0OBOM U YIIPABICHUYECKOU 1€ATEIbHOCTH
OpraHm3aIyy 01aroaaps CUCTeMaTU3alluy U Ki1acCu()UKAIUN TOKYMEHTOB.

YMeTn

CaMOCTOSATEJILHO TPHOOpETaTh 3HaHUS B 001aCTH HHPOPMAIIMOHHO-
JOKYMEHTAI[MOHHOTO ¥ 00ECIIeUeHHs mpoIiecca JOKYMEHTUPOBAHUS
NEeSITeNIbHOCTH, OMHUPAsCh Ha YUIeOHUKH U ydeOHbIe TOcoOUs; MyOIuKaluu
npodecCHOHATBHBIX IEPUONYSCKUX H3IaHUM;

Jie1aTh YMO3AKIFOYEHUS 110 aHAJIW3Y TEHJAECHUUN pa3BUTHS
MH(OPMAMOHHO-IOKYMEHTAIIHOHHOTO 00ECIICUeHUST HETOCYAapCTBEHHBIX
OpraHu3aIyil Mo MaTe-praiaM IMepUOANICCKUX MPOodhecCHOHATBHBIX
HM31aHUH.

Bnaners

crocob6aMu COBEpUICHCTBOBAHUS MPO(eCcCHOHANBHBIX 3HAHUN U YMEHUN
ITyTEeM MCIOJIb30BAHUS BO3MOKHOCTEH HH(POPMAIIMOHHOM CPEIbI PU
oTpeeNeHU TeHICHIINM Pa3BUTUS HHPOPMAIIMOHHO- JOKYMEHTAIIHOHHOTO
1 oOecrieueHusl yrpaBieHus: apXUBHOTO JIENIa;

NpUeMaMH aHajIu3a HOPMAaTUBHBIX aKTOB B 00J1aCTH WH(OPMAIMOHHO-
JTIOKYMEHTAIMOHHOTO 00eCTIeYeHUsI AEATEIHHOCTH HETOCY1apCTBEHHBIX
OpraHu3alnil;

MpueMaMi UCCeA0BaHus HHOOPMAIMOHHO-TOKYMEHTAIIMOHHOTO
obecrniedeHus JesITeNbHOCTH HEroCyIapCTBEHHBIX OpraHu3alnii o
HWCTOYHHUKAM M HAyYHOU JIUTEpAType

ITK-20 cmocoOHOCThIO UCIIOIB30BATh IIpaBHJIa OpraHnu3aliu BCCX OTAIIOB pa6OTLI C
JOKYMEHTAaMH, B TOM YUCJIC apXUBHBIMH JOKYMCHTAMH

3HaTh

MPUHIUIIBI CHCTEMATU3ALUHU U KJIacCU(UKAILIUN TOKYMEHTOB, KOMIUIEKCOB
AOKY-MCHTOB, CUCTEM NOKYMCHTALIUU;

Ha3HAYEHUE HOMEHKJIATYpPBI A€l OpraHUu3allly;

MPUHIIMITB CHCTEMATU3aluU JOKYMEHTAILHOTO ()OHIa OpTaHU3allNH;
MPUHIUIIBI CHCTEMATU3aUH U KJIacCU(UKAIIUN TOKYMEHTOB, KOMILIEKCOB
JTOKYMEHTOB, CHU-CTEM JOKYMEHTAIIUH;

MPUHIUIBI CHCTEMATU3AUHU JOKYMEHTAJIBHOTO (hOHIa OpraHu3alluig;
TUNIOBOM HAOOP CHCTEM JOKYMEHTALMH JI000H OpraHu3aluu

YmMmern

OIIPEAEIIATh COCTAB CUCTEM JTIOKYMEHTALIUN, UCXO/s U3 BUIA
SKOHOMMYECKOH 1eATeNbHOCTH, POPMBI COOCTBEHHOCTH U
OpraHU3aIOHHO-TIPABOBOM (POPMBI OpraHU3auu

T10JIb30BAaThCS HOMEHKIIATYpOIl 1€ OpraHu3alum;

OOBSICHATH CTPYKTYPY JOKYMEHTAIBHOTO (POHAAa OPraHU3aLUu, UCXOAS U3
crenupuKyd HErocyJapCTBEHHON OpraHu3allly.

Bnanets

ONpUHOHUIIAMU COCTABJICHUA HOMCHKIIATYPBI ACJI OpraHnu3alnu,
METOJaMM KOMIIJICKTOBAHUSA €I,

MNPaKTUICCKMMU HABBIKAMU MOJIB30BAHUS OGmeOCCHﬁCKHMH u
BCAOMCTBCHHBIMHA IICPECYHBIMHU THIIOBLIX JOKYMCHTOB




[1K-26 BnameHrnemM HaBbIKaMU 00pabOTKH JOKYMEHTOB Ha BCEX ATarax JOKYMEHTO000poTa,
CUCTEMAaTH3AINH, COCTABIICHUSI HOMEHKIIATYPHI JeIT

3HaTh

MpaBUJjIa OpraHU3alNK TOKYMEHTUPOBAHUS AEATENbHOCTH U €€
O0COOCHHOCTH B HETOCYAPCTBEHHBIX OPTaHU3AIMSIX

MpaBWJIa CUCTEMATHU3AlMH JOKYMEHTAIBHOIO (DOH/Ia HErOCy1apCTBEHHBIX
opra-HHM3aLuil

VYmMmern

HCII0JIb30BaTh IIPABHJIa OPraHU3alMH JOKYMEHTUPOBAHHUS U ONIEPaTUBHOIO
Xpa-HEeHUS TOKYMEHTOB IPU MOAEIUPOBAHUN CTPYKTYPbI TOKYMEHTAIBLHOTO
(oHIa HEroCYJapCTBEHHOM OpraHU3allly; MOJIb30BATHCS IPUMEPHBIMHU
HOMEHKJIaTypaMu el JAJis IPOSKTUPOBAHUS HOMEHKJIATYPHI J1e]
OpraHM3alMi KOHKPETHOT'O THUIIA;

CaMOCTOSITENILHO MPUOOPETaTh 3HAHUA B 00JIACTH JOKYMEHTHUPOBAHUS
Nesi-TeJIbHOCTH HEroCyJapCTBEHHOMN OpraHu3aluy, OpUEHTUPYSICh Ha
KOHKPETHYIO OpraHU3alMOHHO-TIPaBOBYIO GOpMY;

Brnaners

CIoc00aMy JEMOHCTPALMY YMEHUSI aHAJTU3UPOBATh CUTYALUIO
JOKYMEHTaJbHbIN (hOHT HEroCcy1apcTBEHHON OpraHu3anuy; [

HaBBIKAMHU 0000IIEHHS Pe3yJIbTATOB aHAIN3A CIICIU(PUKU JOKYMEHTAIBHOTO
(doHa opraHu3aluii ONpeaeIeHHOTO TUIIA;

IpUeMaMH MOJICITMPOBAHUS PE3yJIbTATOB PEHICHHUs POPEeCCHOHATBHBIX
3a1a4

JIIK-2 criocoOHOCTBIO OpUEHTHPOBATHCS B 3aKOHOIATEILHOW M HOPMAaTUBHO-METOANYECKON
0a3e nH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00ECIICYeHHUs YIPABICHHUS U apXUBHOTO JIENIa 1

CMEXHBIX 001acTei

3HaTh

o(uLmanbHble UCTOYHUKU ONMYOIMKOBAHUS aKTyaJbHbIX HOPMAaTUBHBIX
MPaBOBBIX AKTOB PD;

OTIMYUTEIIbHBIE XaPAKTEPUCTUKH 3aKOHOAATEILCTBA 110
JIOKYMEHTUPOBAHUIO JEATEIbHOCTH HErOCYIapCTBEHHBIX OPTaHU3allu;
YPOBHH HOpMaTUBHO-MeToarueckoi 6a3sl JJOY u NOY;

MPUHLMITBI UIEHTU(UKALNYA HOPMAaTUBHON CpeJibl TOKYMEHTHUPOBAHUS B
OpraHM3alMsIX B COOTBETCTBUU C BUJIOM €€ SKOHOMHUYECKOM EATENBHOCTH,
(hopMbI COOCTBEHHOCTH, OpraHN3allMOHHO-TIPAaBOBOI (POPMBI.

VYmMmern

HaXOJUTh aKTyalbHbIE PEJaKIIMU HEOOXOANUMBIX HOPMAaTHUBHBIX ITPABOBBIX
aKTOB B MH(OPMALIMOHHO-TIPaBOBbIX MHTEepHET-TIOpTaNax u ap.
(hopMUpPOBAaTh HOPMATUBHYIO CPEY, PETYIUPYIOLIYIO TOKYMEHTUPOBAHHE
JEeATEIbHOCTH HETOCYIapCTBEHHBIX OPraHU3aluii B COOTBETCTBUU C
OpraHHU3aIOHHO-TIPaBOBON (HOPMOIi;

BBISIBJIATH B TEKCTE€ HOPMATUBHBIX JOKYMEHTOB CBEICHU, KACAIOLIUEC
TpeOOBaHMIl K JTOKYMEHTHUPOBAHHIO I€ATEIbHOCTH HETOCYJapCTBEHHBIX
OpraHu3alyy;

Bnanets

HaBBIKAMH aHAJIM3a YPOBHU HOPMATUBHO-MeToauueckoi 6a3sl IOY u MOV,
METOJIaMHU UACHTHU(UKAIIMY HOPMATUBHOM Cpeibl AJs1 KOHKPETHON
OpraHM3alMy WU TUIIA OpraHU3alNi;

croco6aMu JEMOHCTPALlMY YMEHHSI aHaTU3UPOBATh HOPMATHUBHO-
Metoauueckyro 6aszy 10Y u NOY.




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)

OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

qyuce:
— KOHTaKTHas pabora — 45,2 akaj. 4acoB:

— aynuropHas — 44 akaJ. 4acos;

— BHeayuTopHas — 1,2 akaJ1. 4acoB

— caMocCTosTeNbHAs paboTa — 62,8 aka. 4yacos;

(DOpMa arrecTaiuu - 3a4cT

AynutopHast
KOHTaKTHast pabora
(B akaz. yacax)

®dopma TeKyIero
Bun KOHTPOJISI
CaMOCTOSATENIBHOM | yCIIeBaeMOCTH U
paboThI TIPOMEKYTOUHOM
aTTeCTaluH

Paznein/ rema
JCIUATIIUHEI

Cemectp

nab. | mpakr.
3aH. 3aH.

Jlek.

CaMocrosTenbHast
paboTa cTyeHTa

Kon
KOMIIETEHIIMH

1. Paspmen 1. TIlomsatue o
JIOKYMEHTHPOBAHUN
JIeSITeIbHOCTH OpraHu3aIui

[Tounck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10

3aJJaHHOH TeMe
(pabora c
oubnnorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
Kontponbnas
11 JlokymeHTHpOBaHHE pabora.
JIeATENLHOCTH OPraHu3aluu| o 2 2 6 Beinonnenue
u OTBETCTBEHHOCTh JIOMAIITHUX
PYKOBOJICTBA MPaKTHYECKUX
pabor
CamocrosTenpHOe
n3yueHue y4eOHou
U Hay4yHO
JIUTEPATYypPbI
Pabora ¢
MIPaBOBBIMHU
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanue
[IpakTuueckas
pabora
Konrponbnas
pabora
VYcTHBI onpoc
(cobecenoBanue)

TIK-5, [TK-20,
TTK-26, JITTK-2




1.2 ITonsitue
JIOKYMEHTHUPOBaHUS
JIeATEeILHOCTH. Crioco0bI
JOKYMEHTHPOBaHUs © €€
pe3ynbTaThl

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

3aJJaHHON TeMe
(pabota c
oubnmorpaguuec
KHM MaTepuajaM,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApsIMH,
SHIUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAaIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHoi
U Hay4HO
JUTEPaTypbl
Pabora ¢
[IPaBOBBIMU
UHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, [1K-20,
TK-26, IIK-2

1.3 TunoBoii coctaB cucTeM
JTIOKyMEHTAIIH,

oOpazyromuiics B
JIESITENbHOCTH OpraHu3aluil

3/11

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

3aJJaHHOH TeMe
(pabora c
oubnnorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONETUSAMH
).
Kontponbnas
pabora.
Brimonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMHU-
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

TIK-5, [TK-20,
TTK-26, JITTK-2




1.4 Howmenknarypa
HEroCy1apCTBEHHOU
OpraHu3aluu

p1(SA) |

2/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

3aJJaHHON TeMe
(pabota c
oubnmorpaguuec
KM MaTepuagamy,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApsIMH,
SHIUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAaIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHoi
U Hay4HO
JUTEPaTypbl
Pabora ¢
[IPaBOBBIMU
UHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, [1K-20,
TK-26, IIK-2

Wroro no pazneny

9/211

26

2. Pasnen
HopmatusHo-nipaBoBoe
peryaupoBaHue
JIOKyMEHTUPOBaHUS
JIeSITeIbHOCTU
HErocyJapCTBEHHBIX
OpraHu3anui




2.1 [TonsTHe
HErocy1apCTBEHHBIX
opranmzauuid. Tumosorus
HEToCy1apCTBEHHBIX
OopraHu3aIuii

2/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

3aJJaHHON TeMe
(pabota c
oubnmorpaguuec
KHM MaTepuajaM,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApsIMH,
SHIUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAaIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHoi
U Hay4HO
JUTEPaTypbl
Pabora ¢
[IPaBOBBIMU
UHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, [1K-20,
TK-26, IIK-2

2.2 O0mas xapaKkTepUCTHKa
HOPMAaTHBHO-TIPaBOBOH
6a3pl  JEeTIOIpOU3BOICTBA
HEroCyIapCTBEHHBIX
OpraHHu3aIuii

2/21

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

3aJJaHHOH TeMe
(pabora c
oubnnorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONETUSAMH
).
Kontponbnas
pabora.
Brimonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

TIK-5, [TK-20,
TTK-26, JITTK-2




COIIPOBOXICHUE

IOpUANYICCKOTO JIMHa

2.3 JoxyMeHTaIbHOE

NpOLENYpbl  JIMKBHIALMA

3/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KHM MaTepuajaM,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApsIMH,
SHIUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAaIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHoi
U Hay4HO
JUTEPaTypbl
Pabora ¢
[IPaBOBBIMU
UHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, [1K-20,
TK-26, IIK-2

Wroro no pazneny

7/41

22

JIOKYMEHTAJIbHBIX
HErocyJapCTBEHHBIX
OpraHu3anui

3. Pasgen 3. OcobeHHOCTH




3.1 Ocobennoctu
JMOKYMEHTAIBHBIX  (POHIOB
HE-TOCYIapCTBEHHBIX
HEKOMMEPYIECKUX
OopraHu3aIuii

3/31

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

3aJJaHHON TeMe
(pabota c
oubnmorpaguuec
KHM MaTepuajaM,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApsIMH,
SHIUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAaIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHoi
U Hay4HO
JUTEPaTypbl
Pabora ¢
[IPaBOBBIMU
UHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanmue
IIpakTnyeckas
pabota
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, [1K-20,
TK-26, IIK-2

3.2 OcobenHoctu
JIOKYMEHTAJILHBIX ~ (pOHIIOB
HE-TOCYJJapCTBEHHBIX
KOMMEPUYECKUX
OpraHM3alyn.
JlokyMeHTHpOBaHuUE
JIeSITeIbHOCTH
aKIMOHEPHBIX 00IIEeCTB

3/31

6,8

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

3aJJaHHOH TeMe
(pabora c
oubnnorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONETUSAMH
).
Kontponbnas
pabora.
Brimonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

TIK-5, [TK-20,
TTK-26, JITTK-2

HWroro no pazaery

6/611

14,8

Uroro 3a cemectp

22

22/121

62,8

3a4éT




Hrtoro no aucumiuinHe

22

22/121

62,8

3a4€T

TIK-5,11K-
20,11K-
26, JITTK-2




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npomecce o00yuenuss mno aucuuIUiMHe «JlOKyMEHTHpOBaHUE JI€ATEIbHOCTH
HETOCY/IapCTBEHHBIX OPTaHU3aLUIl IPUMEHSIOTCS CIEIYIONINE TEXHOIOT HH.

1. TpaguuuonHble o0Opa3oBaTeIbHBIE TEXHOJOTHH, MPEANOJAralue MpsIMYIO
TPaHC/SILMIO 3HAaHUM OT I[penojaBaTesis K CTYIAEHTY (IPEUMYIIECTBEHHO Ha OCHOBE
00BSACHUTEIBHO-WTIOCTPATUBHBIX METOZI0B 00yueHus). Y4yeOHas 1eaTeIbHOCTh CTYI€HTa HOCUT
B TAaKUX YCJIIOBUSX, KaK MMPABUJIO, PETIPOIYKTUBHBINA XapaKTep.

@opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WudopmanmonHas JeKuus — I[OCIENOBATEIbHOE H3JIOKEHHE MaTrepuala B
JTUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOSHUIO KOHKPETHBIX YMEHUU U HABBIKOB I10
IPEJI0KEHHOMY aIrOPUTMY.

[IpakTuueckue 3aHATHSA MPOBOAATCA B (pOpMe MPAKTUYECKOW MOATOTOBKH B YCIOBHSIX
BBITIOJTHEHUST OOYJaIONIUMUCS BHUIOB pa0OT, CBSI3aHHBIX C Oynymed mnpodeccHnoHATbHOMI
NESTENIbHOCThIO U HaNpaBICHHBIX Ha (OPMUPOBAHUE, 3aKPEIUICHUE, PA3BUTHE MPAKTUYECKUX
HAaBBIKOB M KOMIETEHIMI 10 MPpo¢uiIto 00pa3oBaTeIbHON IPOTPaMMBI.

2. Texnonmoruu npobIeMHOr0 OOyYeHHUSI — OpraHu3alus o0pa3oBaTEeNBLHOrO Mpolecca,
KOTOpasi MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YYEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

@®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

[IpakTuueckoe 3aHaTHe B ¢GopMe NpPaKTHKyMa — OpraHusanus ydeOHoW paboThl,
HalpaBJ€HHAsT Ha pelIeHHE KOMIUIEKCHOW y4eOHO-TI0O3HABATENbHON 3a/ayu, TpeOyromen OT
CTyJICHTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

[IpakTrueckoe 3aHATHE HA OCHOBE Kelc-MeTOJa — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOIt
CUTYalllH, BOCIIPOU3BOALICH peabHbIe YCIOBHUS HAYYHOU, TPOM3BOJICTBEHHOM, 00IIECTBEHHOM
nestenibHOCTH. OOyyarouiyecs: JOJKHBI MPOAHATU3UPOBATh CUTYallUIo, pa3o0paThCcsi B CYTH
npo0JeM, IPeATIOKUTh BO3MOYKHBIE PEIIEHHS U BBIOpATh Jydinee u3 HuX. Keiicel 0azupyroTcs Ha
pearabHOM (paKTHYECKOM MaTepHualle WM 5Ke MPUOIMKEHBI K pealbHOM CUTYyaluu.

3. TexHONOTMU MPOEKTHOTO OOYYECHHUs — OpraHU3alms 00pa30BaTENLHOTO TpoIecca B
COOTBETCTBUHM C AJITOPUTMOM IIOATAITHOIO PELIeHUs MPOOJEMHOHN 3a7adM WM BBIIOJIHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYMIIbI CTYEHTOB, HANPaBJIEHHYIO Ha BhIPA0OOTKY KOHLIEMIMM, YCTAaHOBJIEHHE LeNiel U 3a1ad,
(GOpPMYITHPOBKY OXKHJIAEMBIX PE3YJIbTaTOB, OIpPEJEeNICHHNE TNPUHINUIOB W METOAHMK pEIICHUsS
MO-CTAaBJICHHBIX 3a/la4, IUIAHHPOBAaHUE XO0Ja pPAa0OOThI, MOMCK JOCTYNHBIX U ONTHUMAJIbHBIX
pECYpCOB, MO3TANHYIO peajM3aluio IJIaHa pabOThl, MPE3EHTALMIO PE3yJbTaTOB pPabOThHI, HX
OCMBICIICHHE U peIIEKCHIO.

NndopmanvonHbplii  MpoeKT — y4yeOHO-TIO3HABAaTeNIbHAs JESTENBHOCTh C  SIPKO
BBIpa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMaTU3alus HHPOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IPOEKTa ¢ 3TOM MH(OpMalMel, ee aHalIu3 U
00o011eHue 17151 Mpe3eHTay 60see HIMPOKON ayTMTOPHH).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTelIbHBIE  TEXHOJOTHH  —
opranu3zaiysi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaT3UPOBAHHBIX
MPOrPaMMHBIX CpeJl ¥ TEXHUUECKUX CPEJICTB paboThI ¢ MH(OpMAaLIKEH.

@opmMbl Y4eOHBIX 3aHATUH C MCHOJIb30BAHUEM HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIL:

Jlekuus-Bu3yanu3anusi — M3JI0KECHUE COACP)KaHUS COMPOBOXKAACTCS Ipe3eHTALUCH
(eMoHCTpaleil yueOHbIX MaTepHalioB, MPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WUTIOCTPATUBHBIX, IPahUIeCcKuX, ayHo- U BUICOMATEPHAIIOB).

[IpakTuueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTAaBIECHUE pEe3yIbTaToOB



6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCst
[TpencraBneno B mpuioxeHun 1.

7 OueHoYHbIE CPeICTBA IJISA MPOBeIeHUs POMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE 00ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. AmngpeeBa, C. JI. JlokyMeHTHpOBaHWE JCATEIHPHOCTH HETOCYJAapPCTBEHHBIX
opraHu3anuii : yaeOHo-meronuueckoe nocodue / C. JI. Augpeea ; MI'TY. - Maruutoropck :
MI'TY, 2018. - 1 saekrpon. ont. auck (CD-ROM). - 3ari. ¢ turyn skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true  (mara oOpamenus: 24.08.2020). - Makpoodbekt. - Tekcr
anekTpoHHBIH. - ISBN 978-5-9967-1157-4. - CBenenust noctynssl Takxe Ha CD-ROM.

2. Kysneyos, M. H. ]JloxymeHTainoHHOE oOecrieueHue yrpasieHus. JJokyMeHTo000poT
U JICJIONPOU3BOJCTBO : Y4eOHUK M MPAKTUKyM Ui TPUKIAAHOrO  OakaiaBpuara /
. H. Ky3neuoB. — 3-e u3z., nepepad. u mon. — Mocksa : U3natensctBo Opaiit, 2019. —
461 c. — (bakanasp. [lpuxmagaoii kypce). — ISBN 978-5-534-04275-7. — TekcCT : 37eKTPOHHBIN
// OBC KOpaiit [caiiT]. — URL: https://urait.ru/bcode/431759 . (nara obpamenwus: 31.08.2020).

0) JlonosiHuTebHAS JIUTEPATYpA:

1. AmupoB, A.P. JlokyMeHTallMOHHOE OOCCIICYCHHE YIPABJICHUS B OpPraHU3ALUAK :
yuebnoe nocobue / A.P. Amupos, B.1. MuxaitnoB. — Ya : BI'TIY umenn M. Axmymist, 2009.
— 176 c. — ISBN 978-5-87978-513-5. — TekcT : 31eKTpOHHBIN // DAEKTPOHHO-OMOIMOTeYHAs
cuctema «Jlanwp» : [caiit]. — URL: https://e.lanbook.com/book/42213 (mara oOpameHus:
11.10.2020). — Pexum JIOCTyTIA: TUISL aBTOpU3. I10JIB30BATENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Bomuenw, JI. M. Pucku mpeAnpuHUMATENBCKOM IesITeIbHOCTH | yueOHOe mocobwue / J1.
M. Boruens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 s5eKkTpoH. ONT. JHCK
(CD-ROM). - 3ard. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true  (mara oOpamenus: 24.08.2020). - Makpooobekr. - Tekcr
anekTpoHHBIH. - ISBN 978-5-9967-1130-7. - CBenenus nocrynusl Takxke Ha CD-ROM.

2. Kysneyosa, M. B. PbIHOK 1IeHHBIX OyMar: KOHCIEKT JeKIHi : yueOHoe nmocobue / M. B.
Kysuenosa ; MI'TV. - Marautoropck : MI'TVY, 2017. - 1 anekrpos. ont. auck (CD-ROM). - 3arn.
c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3402. pdf&show-dcataloques/1/1139
622/3402.pdf&view=true  (mara oOpamenus: 24.08.2020). - Makpooobekr. - Tekcr
aekTpoHHbBIH. - ISBN 978-5-9967-1004-1. - Ceenenus noctymabl Takke Ha CD-ROM

B) MeTonuyeckue ykazaHus:
Meroauueckue yKa3aHUs 110 BBIIOJHEHUID HWHAWBHUAYAJIbHBIX JIOMAIHUX 3aJaHHUI
MIPEACTABICHBI K KAXA0OMY 3aaHu0 oTeapHO B [Ipunoxenun 1 x PT1J]

r) [Iporpammuoe obecneuenue u UHTepuer-pecypceni:


https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://urait.ru/bcode/431759
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true

IIporpammHoe o0ecnieueHue

Haumenosanue 110 Ne norosopa Cpok peficTens

JIMIICH3UN

MS Windows 7 J1-1227-18 ot 08.10.2018 11.10.2021

Professional(ais kimaccoB)

MS Windows 7 Professional 1. 757.17 41 27.06.2017 27.07.2018

(nJ1s1 KJTACCOB)

MS Office 2007 Professional [Ne 135 ot 17.09.2007 0eccpouHo

7Zip cB000HO pacnpoctpansiemoe 110 06eccpoyuHO

IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHGPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

HazBanue xypca

CchUIKa

DnekTpoHHas 0a3za nepuoAndecKux nu3ganui East
View Information Services, OOO «1BUC»

https://dlib.eastview.com/

HanmonaneHas nuHpopMamoHHO-aHATUTHYECKAST

cucreMa — Poccuiicknii HHIEKC HAy4YHOTO
nurunapauug (PITHIT

URL: https://elibrary.ru/project risc.asp

[Touckosas cuctema Axanemus Google (Google
Scholar)

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

Wudopmanmonnas cucrema - EnnHoe okHO 1ocTymna
K MH(POPMAIIMOHHBIM pecypcam

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

Poccuiickas ['ocynapcTBenHnas 6ubanoreka.
Karanoru

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

OnekTpoHHbIe pecypcbl oubanoreku MI'TY um.
.. Hocosa

http://magtu.ru:8085/marcweb2/Default.asp

KomneroTepHast cripaBouHasi IpaBoBasl CUCTEMA
Koncynsrantllntoc

http://www.consultant.ru

['apanT-Marauroropck. KomruiekcHas npaBoBast
HOIICNKKA

http://www.garant-mag.ru/

®denepanbHas city:k0a rocy1apcTBEHHON
CTATUCTHKH

http://www.gks.ru/

®opym noprana «Apxussl Poccumn»

http://forum.rusarchives.ru/

9 MaTepuaJIbHO-TeXHHYECKOe 00ecredeHue TUCIUIIHHBI (MOTYJIs1)

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOe oOecrieueHue JUCIHHUIIIIMHBI BKJIIFOYACT:



https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://www.consultant.ru/
http://www.garant-mag.ru/
http://www.gks.ru/
http://forum.rusarchives.ru/

MYJIBTUMEIUIHBIE CPEICTBA XPAHCHHUSI, TIEpEaud U PECTaBICHUS HHPOPMAIIHH.

VY4eOHblE ayAWTOpUU I TPOBEACHUS MPAKTHYECKUX 3aHATUH, TPYNIOBBIX U
WHUBUIYAIbHBIX KOHCYJBTAIMI, TEKYIIEro KOHTPOJISA U MPOMEKYTOUHOU arrectaruu Jlocka,
MYJIbTHMEIUIHBIA IIPOSKTOP, SKPaH

[TomemeHus A1k CaMOCTOSTENIBEHON padoThl 00yJarommxcs [lepcoHalbHbIE KOMITBIOTEPHI
¢ makerom MS Office, Beixomom B UMHTepHET © € JOCTYIIOM B 3JEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaATEIbHYIO CPEy YHUBEPCUTETA

[Tomenienne uIsi XpaHeHWs W TPOPHUIAKTHYECKOTO OOCIY)KUBaHUS — Y4eOHOTO
obopynoBanust Illkadger mist XpaHeHHS Y4eOHO-METOAMYECKON JMOKYMEHTALUU, Y4eOHOTO
000pyI0BaHUS ¥ Y4eOHO-HATJIAIHBIX TTOCOOUH.



Ipunoxenune 1

Y4eOHO-MeTONMYECKOE 00ecTieYeHHe CAMOCTONATEIbHOI padoThl 00y4aloIUXCcH

IIpakTu4yeckoe 3aganue Ne 1

no JTMCIMIIJIMHE «I[OKyMGHTPlpOBaHI/Ie ACATEJIbHOCTH HETOCYIapCTBEHHbIX opraﬂmaunﬁ»

3aganue. CnpoeKTHPOBATh HOMEHKJIATYPY Ae] OHOI Herocy1apcTBEHHOH OPTraHN3alMH MO
HCXOJHBIM ycjioBusiM. Ha3Banus opranu3anuii BIMBIILIEHHBIE,

1. HazBanue opranuzanuu — OO0 «Bsicota» 1. ExaTepuHOypr; cdepa AeaTenpbHOCTH —
CTPOUTETBCTBO (3aCTPOMIIUK).

2. Haspanwme opranmsanumn — Kpectosiackoe (pepmepckoe) xo3siictBo «CanaBat» PecryOnmka
Bamkoprocran; chepa gestenbHOCTH - CenbcKoe X03SHUCTBO ((KHBOTHOBOJICTBO).

3. Hazpanue opranmzanuu — CHT «Ypoxaii» r. Yensionnck; cepa nesrenbHocTH - CaloBOICTBO,
OTOPOJHUYECTBO U JTAUHOE XO3SHCTBO.

4. Hazanme opranmzanuu — OO0 «CHbB» . HoBocubupck; cdepa aesrensHocTH - OnepaTopbl
COTOBOM CBSI3U.

5. Ha3BaHue opranusaiiiu — Xo3stiicTBeHHoe napTaepctBo «Kype» r. Mocksa; chepa
JIESITEJIbHOCTH - TOPrOBO-3aKYIOYHAS ICATSILHOCTb.

6. HazBanue opranuzaiuu — OO0 «Aprotopry» r. Kanuaunrpan; cdepa aesaTenbHOCTH —
Toprosist. KoMuccHOHHBIE Mara3uHbl 10 TOProBIIE TPAHCIIOPTHBIMU CPEACTBAMMU.

7. Ha3Banue opranuzanuu — noaHoe toBapuiiectso (I1T) «uzensy»; chepa gesarensHOCTH -
HedTerazon00bIBaOINX IPOM3BOACTBO.

8. Hazpanue opranmzanuu — OO0 «[IunkepTon»; cdepa nesteapbHOCTH — YacTHast JeTEKTUBHAS U
OXpaHHast JeATeIbHOCTh, ar€HTCTBO.

9. HazBanue opranuzanuu — UI1 «Banos U.N» pexnamusiii sxypHan «Cdepay; chepa
nesitenbHOCTH - CpencTBa MaccoBoil nHpopManun. Pexnama.



10. Ha3Banue opranu3anyy — accolMalus TypareHToB U TyponepaTopos «biok» r. Camapa;
cdepa nesTeTsHOCTH — TYPUCTCKAs JesITENFHOCTD, 3aIlMTa HHTEPECOB TYPAareHTOB, TYPOIepaTOPOB,
TYPUCTOB.

!!!Homep 3a0anus, 6bi0upaemozo 015 anaiusa, coomeemcmayem nopsioko8oMy HomMepy damunuu
cmyoenma 6 cnucke epynnul. Eciu 6 epynne 601el0-mu yenosek, mo, HaUuHas ¢ OOUHHAOYAMO20
cmyoenma, omuem 3a0anull Hawunaemcesi ¢ No 1.

Memoouueckue pexomenoayuu

s BRIOTHEHUS 3aJaHUsl OPUEHTUPOBATHCS Ha TeopeTnyeckuid Matepuai Pasnenos 1 u 2.

B HOMeHKnaType HomKeH ObITh OTpaXKeH BECh JOKYMEHTAJIbHBIN (POH, MpenCTaBICHHBIN
YIpaBIeHYECKOH TOKyMEHTAINEeH U TOKyMEHTAIel 00eCIIeYrBarOIIero THIIA.

HaunmeHoBaHus 3aroJ0BKOB J1€J1 HEOOXOIMMO CBEPATH C TUIIOBBIMH IIEPEUHIMHU aPXUBHBIX
nokymeHnToB (cm. Mcrounnkn). O6s3arensHo cnenyeT nuzyuuts ['K PO B yacty, kacaromeiicst BRIOpaHHOK
OIl®D, u penepadbHBIMHA 3aKOHAMH 110 YKa3aHHBIM BUaM JICATEILHOCTH; yUYUTHIBAUTE MIPH

MPOCKTHPOBAHMH HOMEHKIIATYp HOPMATHBHBIC ITPABOBbBIC aKThI CYyOhEKTOB PO 1 UX TePPUTOPUATBHBIX
00pa3zoBaHMiA.

[Ipy npoeKTHpOBaHUHN KCIIOIB30BATH TUIIOBYIO TAa0MILy YOPMBI HOMEHKIATYPBI € CM. TaOJIUILy

1.
Tabmuna 1
®opMa HOMEHKJIATYPHI J1€] OpraHU3aluu
Cpok xpaHeHus 1eja u
HNupexc Koa-Bo en.
3aroJioBok aena Ne crarbu IIpumeyanus
aeJia Xp.
no Ilepeunio
1 2 3 4 )
Hcmounuku

1. ®enepanbusiii 3ak0H 0T 22.10.2004 N 125-03 "O6 apxusHoM neine B Poccuiickoii denepaunn”
2. IlepeyeHb THNIOBBIX YIPABICHYECKHX APXHMBHBIX IOKYMEHTOB, OOpa3ylOIIMXCS B Ipolecce
JIeATeIbHOCTH T'OCYTapCTBEHHBIX OPTaHOB, OPI'aHOB MECTHOTO CaMOYIIPaBJICHUS U OPTaHU3AIMH, C




yKa3aHUEM CPOKOB mX xpaHeHus'", yTB. [Ipukazom MuHKyIbTypsl PO ot 25.08.2010 N 558 (cm.
yKa3zaTelb BUJIOB JIOKYMEHTOB K HEMY);

[lepeueHh THUMOBBIX APXUBHBIX JOKYMEHTOB, OOpPa3yIOIIMXCS B HAYYHO-TEXHUYCCKOH U
MIPOU3BOCTBEHHOM IEATEILHOCTH OpraHU3allii, ¢ YKa3aHUEM CPOKOB XpaHeHwus, yTB. [Ipukazom
Munkynetypsl PO ot 31.07.2007 N 1182 (cM. ykazarens K HEMY);

CrpaBounass wuHpopMmarus: "Cpokum XpaHeHHS IOKyMEHTOB opranmsanmii’ (Marepuan
nonrorosyieH crenuanuctamu Koncynprantllntoc) // Koncynerantllmoc. —Pexxum moctyna:
http://www.consultant.ru/document/cons doc LAW 121777/

Honoxenne o0 TOPSIOKE W CPOKaX XpaHEHHs JOKYMECHTOB aKIIMOHEPHBIX OOIIECTB, YTB.
[ocranosnennem OKIIB P® ot 16.07.2003 N 03-33/mc.

IIpakTuyeckoe 3aganue Ne 2

no TMCIUIIVIMHE «).IOKyMEHTHpOBaHI/Ie ACATEJIbHOCTH HETOCYIapCTBEHHbIX opraﬂmaunﬁ»

3ananne. UneHTUGUIIUPOBATHE HOPMATUBHYIO cpeay 1Js oaHol u3 ciaeayomux OII®. CoctaButh
oudbauorpaduyeckuii 0630p. Boioop OII® B JaHHOM 3aJaHMU 10J:KEH COBNAIATH ¢ BLIOOPOM
OIl® B koHTPOJIBbHOU padoTe (cM. 3ananne KoHTPoIbHOI padoThl).

8.

Craucok OII®D

Ilonnoe mosapuwjecmso

Obwecmeo ¢ oepanuieHHOU 0OMEemCcmeeHHOCTNBIO.
Kpecmuanckoe (pepmepckoe) xozaiicmeo.

XossaiicmeenHvle napmuepcmaa.

IIpoussoocmeennwlii Koonepamus,

Tlompebumenvckux xoonepamueog (106as uz credyrowux Gopm):

6.1.
6.2.
6.3.
6.4.
6.5.
6.6.
6.7.
6.8.
6.9.

SKUJTUIITHBIN,

JKUJIMIITHO-CTPOUTEIHHBIN

rapa)xHblii KOOIIEPaTHB,

CaJl0BOIYECKU I, OTOPOTHUYECKUN U JaYHBIA KOONIEPATHB,
MOTPeOUTENbCKHI KOOTIEPaTUB,

00I11eCTBO B3aMMHOI'0 CTPaXOBaHUS,

KpPEAUTHBIA KOOTIEPATHB,

¢doHJ pokaTa,

CEJIbCKOXO03SIHCTBEHHBIH TIOTPEONUTENLCKUI KOOTICPATHB.

Obwecmeennvie opeanusayuu (1100as u3 creoyiowux Gopm):

7.1.
7.2.

7.3.
7.4.

MOJIUTUYECKUE TTAPTUI

CO3/IaHHBIEC B KQUeCTBE IOPUANIECKHUX JIHI TPOEeCCHOHATBHBIE COI03bI (TIPO(COI03HbIE
OpraHu3alun),

OpraHsl OOIIECTBEHHON CaMOIESTEIbHOCTH,

TEpPUTOPUATTEHBIE OOIIIECTBEHHBIE CAMOYITPABIICHUSI.

Accoyuayuu (cor3suvl), (10bas u3z credyrowux gopm):

8.1.
8.2.
8.3.
8.4.
8.5.
8.6.
8.7.

HEKOMMEpPYECKHUE ITapTHEPCTBA,
caMoperyJimpyeMble OpraHu3alny,
o0bemuHeHus paboTomaTene,

00BeIMHEHUS IPOPECCUOHATLHBIX COI030B,
KOOTIEPATHBOB M OOIIECTBEHHBIX OpTaHU3aIUH,
TOPTOBO-TIPOMBIIIICHHBIE,

HOTapUAIILHBIC MTAJIATHI.

9. Tosapuwecmea cOOCMBEHHUKOB HCULbS
10. Kazauvu obwecmsa
11. @onowi:


http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010

11.1. 0O0IIIeCTBEHHBIE

11.2. OraroTBOpUTENHHBIC (DOHIBI.
12. Penucuosmnvie opeanuzayuu.
13. Ilybauuno-npagosvie KoMnaunuu
14. Aosoxamckue obpazosanusi.

Memoouuecxue pexomenoayuu
OTBeT Ha 3aj[aHNe JO/DKEH OBITh MPEICTABICH B BHIE 0030pa HOPMATHUBHBIX MPABOBBIX aKTOB.

[Ipu nneaTnduKanr HOPMATHBHOM Cpeabl cleayeT onupaTthes Ha pekomeHaanmu 11.5. TOCT P
HCO 15489-1-2007 «CUBU/I. YnpaBienue nokymentamu. O0mye TpeOoBaHUs»:

HopmartuBHast cpena BKITIO4aeT B ceOs:

d) 3aKOHBI 1 HOPMATHBHBIE aKTHI, PETYIHPYIOIHe chepy AeTOBON AEITEIHPHOCTH B IIEIOM H B
CHEIU(PUIESCKAX OTPACIIAX, B TOM YHCIIE 3aKOHBI 1 HOPMAaTHBHBIE aKThI, OTHOCSIIIUECS] HEMOCPEICTBEHHO K
JOKYMEHTaM, apXHBaM, IOCTYIy, KOHOUACHINATHHOCTH, TOKA3aTeIbCTBAM, YJIEKTPOHHOH KOMMEPIIUH,
3aIuTe JaHHBIX, THPOPMAIIHH;

b) cTanmapThl, OTHOCSIIUECS K MPAKTHYECKOM IESATEIbHOCTH;
C) mpaBMJIa peKOMEHIaTEIbHOTO XapaKkTepa, OTpakaroliye IepeaoBOoil OIbIT;
d) 106pOBOIBHO MPUMEHSIEMBIE STHISCKUE KOJICKCHI i HOPMBI,

e) uneHTH(GUIUpyeMbIe COMANBHBIE OXKHUIaHUS (TOTPEOHOCTH), KACAFOIIIUECS aJIEKBATHOTO
MOBEJICHUS B CICNU(DUICCKON OTPACIIH WU OPraHU3alIiH,

Bri6upas HopMmatuBHBIE 1TpaBoBble akThl st OI1D, cnexyeT pacnpenensiTh HX MO YPOBHSM (CM.
YPOBHH HOPMAaTHBHO-METOAMYECKOM 0a3rl B Paznmene 2).

IIpn odopmiIeHNHN HCTOYHHMKOB YKa3bIBaTh HA3BaHUE JJOKYMEHTA, AaTy U31aHHs, aBTOPA, ITyHKTHI,
TJIaBBI U T.I1., pErIaMEHTHPYIOIINE paboTy ¢ JOKyMEHTaMH, €CJIM He BECh HCTOYHUK TOCBSIIEH
JIOKYMEHTUPOBAHHUIO.

Bce ynomsinyThie B 0030pe HCTOYHUKH JIOJDKHBI OBITh JIeHCTBYOMUMH. CTaTyC UCTOYHHKOB
(meticTByroImni / HE NEWCTBYIOIINN) CIIEAYET MMPOBEPSTH 110 HHPOPMAIIMOHHO-TIPABOBBIM TIOPTAJIaM
«KoncynbsrantlLmtocy, «["apHaTy, «Kogexke» u ap.

KOHTPOJIBHASA PABOTA
«/lokymMeHTHpOBaHMe AeATEJIHLHOCTH HErOCyAAPCTBEHHBIX OPraHu3anMii»
B kadecTBe KOHTPOJBHOI PabOTHI CTYIEHTaM TIpe/JIaracTcsi COCTaBUTh pedepar 1o TeMe:

«/loxyMeHTHpOBaHHE IeATENFHOCTH HETOCYAAPCTBEHHON OpraHu3aiui (yKka3aTh BHIOPaHHYIO
OpraHM3aIMOHHO-TIPAaBOBYIO (popmy)». Buibl opraHu3aiiiOHHO-IIPABOBLIX (hOpM MpuBeACHBI HIKe. OHU
HE IOJDKHBI TIOBTOPATHCS B TPYIIIE

TpeboBanus k peepary

ConepmaHHe AOJZKHO ACMOHCTPUPOBATH CICAYIOMINC 3HAHUA U YMCHHA CTYyACHTOB!



3uanue:

- cneyu@uueckux yepm 0OKYMEHMUPOBAHUS OesIMENbHOCIU HEe20CYOAPCMEEHHbIX OP2AHU3AYULL

- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (POPM HE20CYOAPCTNEEHHBIX KOMMEPUECKUX U HeKOMMePYeCKUx
opeanusayutl;

- munogozo  cocmasa  cucmem  OOKyMeHmayuu, — @opmupyiowux — OOKYMEeHMAbHblll  (POHO
He20Cy0apCmeeHHbIX OPeAHU3aAYULL,

- cnocobog u  cpedcms  OOKYMEHMUPOBAHUS,  HPUMEHAeMbIX 6  npoyecce  OesimenrbHOCHU
He20Cy0apCmeeHHbIX OPeaHU3aAYULL,

- HOPMAMUBHO-NPABOGLIX AKMOB, PEIAMEHMUPYIOWUX OesIMeNbHOCHb U ee OOKYMEHMUPOSaHue 8
He20Cy0apCmeeHHbIX OpeaHU3aAYUsIX.

Ymenue

- cocmagumv  HOPMAMUBHO-NPABOGYI0  6a3y  OOKYMEHMUPOBAHUS.  OesIMEeNbHOCMU — KOHKPEMHOLU
opeanuzayuu;

- cocmagums NPOEKm HOMEHKIAMYPbl Oel OP2aHU3Ayul, UCX00s U3 MUN08020 COCMABA CUCHEM
VAPAGAEHUeCKOU — OOKYMEHMAyul,  OP2aHUSAYUOHHBIX U HOPMAMUGHO-NPABOBLIX  OOKYMEHMO8,
PEe2NAMEHMUPYIOUUX 0eSTMENbHOCHb HEe20CYOAPCMEEHHOU OPeAHUZAYUU.

Tunopoii 1iaH pedepara
1. Xapakrepuctuka opraHu3aoHHO-TIPaBoBoil (hopmbl (OIID) HerocymapcTBEHHONW OpraHU3aIUH.
(KenarenpHOo TmpHBICUYEHHE CTAaTHCTHYECKMX JaHHBIX O TOM, CKOoilbko B Poccun/
peruoHe/00aacTH/ Topojie 3aperucTpUPOBaHO opranu3anuii nanHou OI1D).
OO01mas xapakTeprucTHKa yIpaBieHus opranusanueit nanaoi OI1D.
3. OcHOBHOI COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTHUPYIOIIUX JESTEIHHOCTh
HerocyaapcTBeHHoM oprannzanuu ganHoi OIl® (cMm. [IpakTuyeckoe 3aganue 2).
4. XapakTepucTuka JOKyMEHTaJbHOro (oHAa (JOKYMEHTOB, HX KOMIUICKCOB M CHUCTEM
JOKyMEHTAalMH, GOPMUPYIOIUXCS B ASSITEIBHOCTH HETOCYAAPCTBEHHON OpraHu3alim):
®  OpraHM3alMOHHO-TIPABOBAs TOKYMEHTAIHS,
TUTaHOBAsS JIOKYMEHTAITHS,
pacropsiiuTenbHast JOKyMEHTAIIUS;
WHQOPMAIMOHHO-CITPABOYHAS U CIIPABOYHO-aHATUTHYECKAS JIOKYMEHTAIIHS;
OTYETHAs IOKYMEHTAIIHS;
JIOKYMEHTAIVsI IT0 00ECIICYCHUIO KaipaMH (110 JIMYHOMY COCTaBY);
¢duHaHCOBas ToKyMeHTaIusl (OyXranTepcKuid y4eT U OTYETHOCTS);
JOKYMEHTAIHS TI0 MaTepPHATbHO-TEXHHYECKOMY 00€CTIEUeHUIO;
JIOTOBOpHAsI IOKYMEHTAIIHS,
JOKYMEHTAllus 1O JOKyMEHTAllMOHHOMY W HH(OpMAIlMOHHOMY  O0€CHeueHHIO
JeSITEIbHOCTH YUPEIKICHNS;
e JIpyrue CHCTeMbl [OKYMEHTAlMM, BKJIIOYas M TE€, KOTOPBIE OTPaXalOT OCHOBHYIO
JESITeTbHOCTD U T.JI.
AHanu3 IpuMepHON HOMEHKJIATyphI 1€ HETrOCy1apCTBEHHON OpraHu3aliH.
CriocoObI U cpelicTBa JOKYMEHTHPOBaHUS HH(POPMAIIUK B HETOCYIAPCTBEHHOW OpraHU3aIuu
[Topsamok xpaHeHHs1 JOKYMEHTOB HETOCYAApCTBEHHOM opranu3anuu naHaoin OI1d.
CIucok uTepaTypbl 1 HCTOYHUKOB.
Cmpykmypa peghepama: TATYIBHBIN JINCT, OTJIABJIICHUE, BBEICHUE, OCHOBHAS YacTh, pa3ouTas Ha

n
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NG

MTyHKTHI (ITYHKTHI 03arjaBjeHbl), 3aKIII0UEeHNE, CTUCOK JIUTEPATYPHI, IPIIIOKEHHE (TP HEOOXOTUMOCTH ).

Obvem petdhepata ODKEH COCTABISATh HE MeHee 15 ctpanul] (10 crimcka mutepartypsl) (14 mpudt
yepe3 1,5 unreppania).

KiroueBbie citoBa 1 3arojIOBKH pa3/elIoB JJOJDKHBI KIMETh pa3Hble MPUGPTOBBIE BBIICIICHUSI.

LuraTHbil MaTepuan pedepara oQopMIISETCS B COOTBETCTBHH ¢ HOPMAaTUBaMU HayYHBIX PaboT
(CHOCKH C yKa3aHHEM JINTEPaTypHOTO UCTOYHUKA, HOMEpa CTpaHuIl 00s3aTenpHbI). [1pu odhopmirennn
pedepara ciienyer npuaepKUBATHCS MIPABWII, TOAPOOHO U3TI0KEHHBIX B:

1. I'OCT P 7.0.5-2008. Cucrema crangaptoB mo wuHH(OpManuu, OHOIMOTECYHOMY H
u3aaTenbekoMy neny. bubnuorpaduueckas cepuika. O0mue TpeOGoBaHUs U paBUIia COCTABICHUS



2. T'OCT P 7.1-2003 Cuctema cTaHmapToB 110 HHGOpMay, OMOIHOTEIHOMY U
u3IaTeNnbCcKoMy Aeny. bubnmorpadudaeckas 3amuce. bubnunorpadudeckoe onucanue. Oduue TpedoBaHMs
Y TIpaBHjIa COCTaBJICHHUS.

3. I'OCT P 7.82-2001 Cuctema craHAapTOB 10 HHPOPMALH, OUOTHOTEUHOMY U
u3IaTeNbCKoMy Aeny. bubnmorpadudeckas 3amuce. bubdnmorpaduieckoe onmucaHne HIEKTPOHHBIX
pecypcoB. O0mre TpeOoBaHHS 1 TIPaBUJIa COCTABIICHHUS.

Hamnpumep:

3amexcmoswvie Oubruoepaguyeckue ccoliku

1. Kosmmkos B. A., I'myxos B. II. IIcHXOJUHIBUCTUKA: TEOPUS PEUEBOU EATEIBHOCTHU:
y4ae0, mocobue i CTyIeHTOB NieiBy30B. M.: Actpenb; TBepb: ACT, 2006. 319 c. (Bsiciias mkosa).
2. OO0 UHIUBUIYATLHOM TOMOIIIM B MOJTydeHUH 00pa3oBanus: (O coneiicTBuu

obpazoBanmio): pexep. 3akon Peneparus. Pecmt. 'epmanus ot 1 anp. 2001 1. / O6pa3zoBareapHOE
3aKOHOAATENBCTBO 3apyOeKHBIX cTpad. — M., 2003. — T. 3. — C. 422—464.
Ccvinka Ha 91eKmpoHHble pecypcbl

KunumrHoe mpaBo: akTyanbHBIE BOIIPOCH 3aKOHOIATENBCTBA: ANEKTPOH, KypH. 2007. Ne 1. URL:
http://www.gilpravo.ru (mata obpamienus: 20.08.2007).

HO@CWlpOllHLZ}Z KOMNJIEKCHAA CCbllIKa

Juxaues JI. C. O6pa3 ropona // cropuueckoe kpaesenenue B8 CCCP: Bomp. Teopun 1 IpaKTUKH:
c0. Hayud. ct. Kues, 1991. C. 183—188; Ero xe. Oxno B EBponty — Bpara B Poccuro // Becemup. cioBo.
1992. Ne 2. C. 22-23.

Buympumexcmosas bubnuoepaguueckas ccolixa

(Apenc B. XK. A3byka uccrnenoBatens. M.: Marepmer Urxunupunr, 2006)

Howmep TembI cOOTBETCTBYET NOPSAAKOBOMY HOMEPY B CITUCKE TPYIIIHI (eciu B rpymie 14 genoBek
Y MEHbIIe, BOMPAIOTCS TEMBI 110 HOMepaM 0e3 «pacumpurenein» -1,2,3 u 1.4.; ecnu 6oJble, TO
BBIOUPAIOTCS TeMBI ¢ paciuputensmu — 1.1, 1.2, 2.1 1 T.71.; €cliu CTYJeHTOB B TpyIne 0ojbie 32-X, TO
TEMBI BEIOMPAIOTCS B MOPSJIKE CIIEOBaHUU U Oe3 pactmpenus, u ¢ pacmupenuem — 1, 1.1, 1,2 u t.1.).
Tembl pedepaToB He 10/LKHbI HOBTOPATHCS!

Tematuka pedepaToB no Kypey

15. Jloxymenmuposanue desmenbHoCmu NOIHbIX MOSAPUWECE

16. /loxymenmuposarue desmenrbHOCMU 00UEeCms ¢ 02PAHUYEHHOU OMBENCINEEHHOCTBIO.

17. Jloxymenmuposanue 0esimenibHOCHU KDECMbHCKUX ((hepMepCKux) XO351cms.

18. Joxymenmuposanue desmenbHOCmu X035UCMEEHHbIX NAPMHEPCME.

19. Jloxymenmuposarnue desmenbHOCHU HPOU3BOOCMBEHHBIX KOONEPAMUBOS.

20. Jloxymenmuposanue oessmenbHoCcmu nompeoumenbCckux koonepamueos (BbIOpaTh J00Yi0 U3
cieayromux GopMm):

20.1. SKHJTHALIHEIHA,

20.2. JKUJIHITHO-CTPOUTENBHBIN

20.3. rapa)cHblii KOOIIEPATHB,

20.4. Ca/IOBOJUECKHIA, OTOPOIHUYECKUH U TaYHBIA KOOTIEPaTHUB,

20.5. NOTPEeOUTENbCKUI KOOTIEPaTHB,


http://www.gilpravo.ru/

20.6. 00IIIECTBO B3aUMHOI0 CTPAaXOBaHUS,

20.7. KPEAMTHBIN KOOIEPATHB,
20.8. ¢doHz mpokaTa,
20.9. CEJIbCKOXO03SIHCTBEHHBIH TOTPEOUTENBCKUI KOOTICPATHB.

21. Jloxymenmupoganue dessmenbHocmu obuecmaeenHvlx opeanuzayuti (BbIOPaTh IOOYIO U3 CIETYIONIHX
dopm):

21.1. MOJIUTHYECKHE TTApTHH,
21.2. CO3JIaHHBIC B KAUeCTBE FOPUINICCKUX JIUIT TpodeccroHanbHbIC COI03HI (TIPOdCOI03HBIC
OpTaHW3aIlNH),
21.3. OpraHbl O0INECTBEHHON CaMOACITEIHHOCTH,
21.4. TEpPUTOpHATIEHBIE OOIIIECTBEHHBIC CAMOYITPABIICHUSI.
22. Jloxymenmupoganue desmenbHocmu accoyuayutl (coro3o8), (BBIOPATh JOO0YIO U3 CIEIYIOMUX GOpM):
22.1. HEKOMMEpYECKHE TapTHEPCTBRA,
22.2. caMoperyIupyemMble OpraHnu3aluy,
22.3. o0beMHeHNs paboTOoNaTeeH,
22.4. o0BpeMHEeHNS TPOPECCHOHATBFHBIX COI030B,
22.5. KOOIEPAaTHBOB M OOIIECTBEHHBIX OpraHU3aIHH,
22.6. TOPTOBO-TIPOMEIIIIICHHBIE,
22.7. HOTapHaIIbHBIC TTATATHL.

23. JJlokymenmuposanue 0essmenbHoCmu mosapuujecms cooCmeeHHUK08 HCULbA.

24. Jlokymenmuposanue 0essmenbHOCmuU Ka3aubux ooujecms.

25. Jloxymenmuposanue desmenbHocmu ¢poH0os (BRIOpaTh MO0YI0 U3 CeMyImuX Gopm):
25.1. 00IIeCTBEHHBIC
25.2. 0JIarOTBOPUTEINILHBIC (DOHJIBI.

26. JJokymenmuposanue 0essmenbHOCmuU Pelueuo3HbIX OPeAHU3AYULL.

27. Jloxymenmuposanue desmenbHoCmuy nyoIuyHo-npasoeblx KOMINAHUU.

28. Jloxymenmuposanue OessmenbHoCmu a08OKAMCKUX 00pA3068aHUIL.

Tect 1

Pasnen 1. IlonsiTHE 0 JOKYMEHTUPOBAHUHU AeSITEJIbHOCTH OPraHu3alui

1. YUto Ha3pIBaeTCsl JOKYyMEHTHPOBaHUEM ?

1) nesTenBHOCTH, OOECIIEYMBAOIIAS CO3aHNE OPHUIINATBHBIX JOKYMEHTOB M OPTaHU3AIHIO PabOTHI C
HUMU;
2) 3anmch HH(GOPMAIIMHU Ha Pa3IIMYHBIX MAaTEPHAIBHBIX HOCUTEIISIX 110 YCTAHOBJICHHBIM MPaBHJIaM,
KOTOpPBIE 3aKPETUIAIOTCS B TIPABOBBIX aKTaX M HOPMAaTHBHO-METOIUYECKHX TOKYMEHTaX;
3) cucTemMaTH3aUIo JOKYMEHTOB H KOMIUIEKCOB JIOKYMEHTOB;
4) co3nmaHue, JOKyMEHTOO0OPOT, XpaHEHUE U UCTIOJIb30BAaHHE IOKYMEHTOB.
2. Pe3y1bTaToM 10KyMEeHTHPOBAHUS €T IbHOCTH OPraHU3ALMIA SIBJISIET/IOTCS:

1) JHOKYMEHTHI;
2) KOMIUIEKCHI IOKYMEHTOB;
3) cHCTEMBI JOKYMEHTAIIVH;
4) HOMeHKJIaTypa Jedl.
3.B opranmusanusx co3falTcad ¥ HMEIOT X0XKICHHE ...

1) TONBKO OdUIHANEHBIE JOKYMEHTHI;
2) TOJNBKO HEO(PHIHUATIBHBIC TOKYMEHTBI;
3) 3aKOHOMATENIbHBIC AKTHI;
4) nUYHBIC JOKYMECHTHI.
4. COBOKYITHOCTH IOKYMEHTOB, B3aMOCBSA3aHHBIX 110 IPH3HAKAM NPOUCXO0XKICHUS, HA3HAYCHUS,

BHUJAa, C(l)epbl ACATECIbHOCTH, CAUHBIX Tpeﬁonaﬂm‘i K HX O(l)OpM.]'leHl/IlO Ha3bIBAECTCH...

1) KOMIUIEKCOM JJOKyMEHTOB;



2) CHCTEMOM JOKyMEHTAIINH;
3) HOMEHKIATypoii 1er;
4) [OKyMEHTAILHBIM (DOHIOM.
5. AAnpo yupexaeH4ecKOil JOKYMEHTAIUH COCTABJISIET:

1) HOpMaTHBHO-NIPABOBAs JOKyMEHTAIIHS,

2) TEXHOJIOTHYECKas JOKyMEHTAIINS;

3) ympapieHuecKas JOKYMEHTAIUs;

4) nmokyMmeHTaIus, o0ecreurnBaronas OCHOBHOM BU/I (BUbI) ICSTEIbHOCTH.
6. CTpyKTypa J0KYMEHTAJBHOr0 )OH1a OPraHU3AINH 3aBHCHT:

1) oT opraHH3aIHMOHHO-TIPABOBOW (POPMBL;

2) OT BUIOB 5KOHOMHYECKO# ICSTEIILHOCTH;

3) 0T HOMEHKJIATYpHI JEIT;

4) ot (hopMbI COOCTBEHHOCTH.
7. Opranu3anusi, CO3IaHHAs 10 HHUIIMATHBE OTAEJIbHBIX JHUI HJIH IPYII FPAXKIAH, He HA/IeJTeHHbIX
rocyJapcTBEHHO-BJIACTHBLIMH MOJTHOMOYHSIMH, BHINOJIHAOMAA (DYHKIHH MOCPETHUKA MEKIY

rocy1apcTBOM H 00IIECTBOM Ha3bIBAETCH:

1) HerocymapcTBEHHON HEKOMMEPUYECKOW OpraHU3aIlneii;
2) HerocyJapCcTBEHHOW KOMMEPYECKOW OpraHu3allneii;
3) rocymapcTBEHHO# HEKOMMEPYECKOH OpraHu3aIueii;
4) HerocymapCTBEHHOW OpraHU3aIneH.
8. Cnoco0 3akpensieHust 4 MCHOJIb30BAHMSA HMYUIECTBA X0351iICTBYKOIIHMM CYy0beKTOM U

BBITEKAKOIIUE U3 3TOI0 €10 NMPaBoOBO€ MO0 KEHUEC U LEJTH Hpe}lﬂpHHHMaTeﬂbCKOﬁ ACATCJIBbHOCTH
Ha3bIBaeTCH

1) ¢u3uyecKuM JIUIOM;

2) OpUAMYECKUM JIUIOM;

3) mpeAnpUHUMATETLCKON IeSITEbHOCTHIO;

4) opraHU3aIMOHHO-TIPABOBOH (HOPMOIA.
9. COBOKYNHOCTD IOKYMEHTOB, OTHOCSIIIUXCSI K O/THOMY BONPOCY MJIM YYACTKY JT€ATETLHOCTH,
MOMEIEHHBIX B 0TAEJbHYI0 00JI0KKY HA3bIBAETCH. ..

1) HOMEHKJIATYpOii e,
2) CHCTEMOIi JIOKYMEHTAIHH;
3) nenowm;
4) TOMOM.
10. Hajigute BepHOe npogoxenue ppaspl: «JIokymeHTanbHble (POHABI BCEX OPraHU3ALMI. . >

1) WMeIOT OMHAKOBBI HAOOP TOKYMEHTOB;
2) WMEIOT CTaHAAPTHBII HA0OP TOJIBKO YIPaBIEHYECKOI JOKYMEHTAIINH;
3) HMET COBEPIICHHO pa3Hblii HA0OP JOKYMEHTOB,;
4) WMEIT CTaHIAPTHBIH HAOOp KaK YIPaBJICHYECKOH JOKYMEHTALMH, TaK M JOKYMCHTAIIUH
00€ecHeunBaroIEro TUMA.
11.Kakas u3 nepeunciaeHHbIX cuctem qokymentanmmu HE OTHOCUTCS k ynpaBieH4yecKoi?

1) JlokyMeHTalus 10 MaTepUATbHO-TEXHUIECKOMY 00€CIICUeHHIO;
2) Cwucrema JIOrOBOPHO# JOKYMEHTAIIUH;
3) Cucrema GprHAHCOBOM TOKYMEHTAIIWH;
4) CucteMa 3KOJOTHUCCKOW JTOKYMEHTAIIMH.
12. CucTeMaTU3MPOBAHHBbIN NMepeyYeHb 3ar0JI0BKOB JieJ, CO3JaBaeMbIX B OPraHU3alMu, ¢ YKa3aHUEeM

CPOKOB X XpaHCHUS HA3LIBACTCH...

1. HOMEHKJIaTypa Jel;
2. CHCTEMOI TOKyMEHTAIIVUH;
3. Ieinow;

4. nOKyMEHTalbHBIM (hOHIOM.



13. Opranusanusi, koTopasi popMUpPYeT TOKYMEHTAJbHBII (POH/, HA3BIBAETCA ...

1. ¢oumoobpasoBaTelb,
2. IOPHANYECKOE JIHIIO,
3. (duzHnyecKoe JHIIO,
4, NOmZOTYETHOM.
14. IOpuanyeckasi OTBETCTBEHHOCTH 32 padoTy ¢ JOKYMEHTAMM NPOSIBJIsieT TeHIeHIHUIO. ..

K YCUJICHHUIO,
K OcJa0JeHuIo,

K [IepepacipeaciIcHHIO,

CTaOMIIBHOCTH.

15. IlepcoHanTbHYI0 OTBETCTBEHHOCTD 32 IOKYMEHTBI, 00pa3yloiuecsi B Herocy1apcTBeHHOMH

OpraHm3anuu, HECYT ...

rpODNDE

PykoBoauTenu opranuzanui.
Yupenurenu opranuzanui.
AKITMOHEPHI.

Bce Ha3BaHHEBIC BHIIIIC.

rpOODNDE

Tect 2

Pasjnen 2. HopmaTnBHO-1IpaBOBOE peryJidpoBaHue JOKYMEHTHPOBAHUS AeITeJIbHOCTH
HerocyAapcTBeHHbIX OPraHu3anuii

1. YacTHOE JIUIIO MJIN rpymnmna jJuil, y KOTOpbIX €CTh (l)y]-[Kl[I/Il/l Hu 06ﬂ3aHHOCTH, MOJTHOMOYMA U
B3aMMOOTHOIICHUA 1JIs1 JOCTHKCHUA CBOUX lleJIEﬁ, Ha3bIBAKOTCA ...

1. uHAMBUAYaNBHBIMH MPEANPHUHUMATEISIMY,
2. IOpUAWYECKUMHU JINIaMHU,
3.  (u3MYECKUMU JTUIIAMH
4. opra"uzanuen.
2. OTHOLICHME K JOKYMEHTAM KaK K AKTHBAM JeKJIapHPYeTcs B ...

3aKOHOAATENbCTBO PD;
MEXIyHApOIHOM CTaHAapTe no ynpasieHuto qokymentamu MCO 154809;
MEXIyHApOIHOM CTaHaapTe no ymnpasieHuto qokymentamu MCO 30300;

4. wmexayHapoaasix ctaggaprax xHa CMK MCO 9000.
3.2J1eMeHThI IPasKAAHCKOr0 001IeCTBA, He HA/leJIeHHbIe TOCYAapCTBEHHO-BJIACTHBIMHA
MOJHOMOYMSIMH, BHINOJIHAOIINE GYHKIHMA NOCPETHUKOB MKy roCyAapcTBOM M 00111eCTBOM B
peanu3anuy HHTePecoB TPaskAaH BO Beex cdepax »KU3HU, HA3LIBAIOTCA ...

LN

HErOoCy/IapCTBEHHON OpraHu3alluei,
roCyIapCTBEHHON OpraHu3alluei,
HErocyJJapCTBEHHOW KOMMEPYECKOW OpraHHu3anyeH,
HErocyJapCTBEHHON HEKOMMEPUECKOW OpraHu3ale.
4.PykoBouTeb HErOCYIapCTBEHHOI OPraHu3anmy ...

rpLODO PR

HeﬁCTByeT OT UMCHH CO6CTB€HHI/IKa, HO CaM HUKOraa HC ABJISICTCA CO6CTB€HHI/IKOM;
HeﬁCTByeT OT UMCHH COOCTBEHHHKA Ml MOXKET BXOJHUTH B YHUCJIO CO6CTBeHHI/IKOB;
BCErga SABIACTCA CO6CTBCHHI/IKOM;

4, ,Z[eflCTByeT OT UMCHH TOCYAapCTBa U MO3TOMY CaM HUKOIr'Ja HC ABJIACTCA COOCTBEHHUKOM.
5. Opraﬂmamm, HC UMEIOIIAsA U3BJICUYCHHUC l'lpl/lﬁbl.l'll/l B KauecTBe OCHOBHOI 1eJIN CBoel

AeATeJbHOCTH U He pacnpee/siioniasi MoJy4eHHYI0 NPUObLIb MKy Y4aCTHUKAMH, HA3BIBAETCH ...

wn e

1. HerocymapCTBEHHOH OpraHHM3aIlucH,



2.
3.
4.

HEKOMMEPUYECKOU OpraHu3aiuei,
roCyJapCTBEHHOM KOMMEPYECKOH OpraHu3anuei,
HEroCcyZapCTBEHHON HEKOMMEPUYECKOW OpraHU3aluen.

6. IIponoskure ppazy: «Pesusuonnvie kKomuccuu ...»

1.
2.
3.
4,

HA3HA4Yaromcs eocydapcmeeHHbmu Haa&’OPHbZMU opeaHnamu,

6b16upar0mc,q U3 4ucia y4acmunuKkoes Hezocydapcmeeﬂnoﬁ opeaHuzayuu,

HA3Havyaromcs pyKOBO()CWIGOM Heeocy()apcmseﬁﬂoﬁ opeanusayuu,

Mo npuciauleHtnvle cneyualucmasl, 3anuMaroujuecs npouedypoﬁ JZMKGM()CIL;MM opeaHusayuu.

7. HOpMaTI/IBHaH cpeaa BKJIKYaeT B ce0s1 HECKOJILKO 3TAll0B aHAJIH3A HOPMATHUBHBIX IIPABOBbIX

AKTOB. YKAKHUTE MOCJIeA0BaTeIbHOCTh, B KoTOpoii 'OCT P UCO 15489 pexomenayer
HAeHTH(PUIHPOBATH HOPMATUBHYIO cpeay. OTBeT 3aMUIINTE YUCIOBBIM KOTOM.

1.
2.

3.
4.

JoO6poBOIIEHO IPIMEHSIEMbIE STHIECKHE KOIEKCHI il HOPMBI,

3aKOHBI 1 HOPMAaTHBHBIC aKThI, PETyJIUPYyIOIIe chepy AeT0OBOM ACATSIBHOCTH B IICJIOM H B
CHEIU(PUICSCKUX OTPACIISIX, B TOM YHUCJIC 3aKOHBI U HOPMATHUBHBIC aKThI, OTHOCSIIIUECS
HETMOCPEICTBEHHO K JOKYMEHTaM, apXHBaM, JOCTYITy, KOHOUICHINATHHOCTH, JOKa3aTeIhCTBAM,
AIIEKTPOHHON KOMMEPIINH, 3aIUTE TaHHBIX, TH()OPMAITIH;

MpaBuiia peKOMEHIATEIBHOIO XapaKTepa, OTPAKAIOIIUE TIEPEIOBOM OIIBIT;

CTaHIaPTHI, OTHOCAIINECS K TPAKTHIECKON JesITENFHOCTH.

8. Cienyer Jin yYUTHIBATh PH HACHTH(GUKALNHM HOPMATUBHOM Cpelibl B HEr0Cy1apCTBEeHHOM

Opraums3anvu HOPMATHUBHBIC ITPABOBLIC aAKTbI CyﬁLeKTOB P® u ux TEPPUTOPHAIBHBIX

oOpa3zoBanmii? Eciin 1a, TO K KaKoil rpynie HCTOYHMKOB HX cjeAyeT oTHecTu?

1.
2.

3.
4,

Her, He yunTHIBatoTCS, TaK KaK 3TO JOOPOBOJILHO MPUMEHSIEMBIE 3THUECKUE KOJCKCHI U HOPMBI.
[a, oTHOCSITCA K 3aKOHAM U HOPMAaTHBHBIM aKTaM, PETYIHPYIOIINM chepy IeI0BOI AesITeTbHOCTH
B 1IEJIOM H B CHIEUU(UUECKUX OTPACIIAX, B TOM YHCIIE 3aKOHAM U HOPMAaTHBHBIM aKTaM,
OTHOCSIIIUMCS HETTOCPEICTBEHHO K JIOKYMEHTaM, apXUBaM, JIOCTYITy, KOH(QUICHIINATEHOCTH,
JI0Ka3aTeJIbCTBAaM, 3JIEKTPOHHON KOMMEPLIUH, 3aIUTe JaHHBIX, THPOPMAIIH.

[a, oTHOCATCS K IpaBUJIaM PEKOMEHIATEIbHOTO XapaKTepa, OTPAXKAIOIIUM MEPEA0BOM OIBIT.
[a, oTHOCATCS K cTaHAapTaM, OTHOCSIIIUMCS K TIPAKTUIECKON AEeITEIbHOCTH.

9. Kak HEroCyrapCcrB€HHasi OpraHu3alnus NOHUMAECT, KaAKHE€ JOKYMEHTBI OHA J0/I’KHA C031aBaTh,

noJy4

1.
2.
3.
4,

10. Ac

1.
2.
3.
4,
11. To
1
2.
3.
4

12. To

poODNDE

aTh U XPaHUTH?

[Tomy4gaeT criMcox HOPMATHUBOB M TPEOOBAHMIA TIPH TOCYJAPCTBEHHOM PETUCTPAIUH.
Crrcox HOpMAaTHBOB U TPeOOBaHUI HErOCYJTapCTBEHHAs! OPraHU3allus TIOJIY9YaeT OT Ay JUTOPOB.
[Monws3yeTcst HopMamu ¢enepanbHOro 3akoHa «O JTOKYMEHTUPOBAHUH JCATEIBHOCTH
HErocyJapCTBEHHbBIX OPraHU3aLUI.
CaMOCTOSATENBHO HISHTH(PHUIIMPYET HOPMATUBHYIO CPEY U BEIOMpAET Bce TpeOOBaHUs,
Kacaromuecs JOKyMEHTUPOBaHUs.

COIMAIIUM U COIO3bI OTHOCATCA K...

HErocyJapCTBEHHON HEKOMMEPUECKOW OpraHu3aliny;
HErocyJapCTBEHHOM KOMMEPYECKON OpraHu3aiuy,
rOCy/IapCTBEHHON HEKOMMEPUYECKON OpraHU3aluH;
roCy/1apCTBEHHON KOMMEPUYECKOH OpraHu3aIiH.
ProBO-IPOMBILLICHHBIC AJTATHI OTHOCATCH K...

HEroCyJJapCTBEHHOW HEKOMMEPYECKON OpraHu3aluy;
HEroCcyZapCTBEHHON KOMMEPUYECKOW OpraHu3aluy;
rOoCy/IapCTBEHHON HEKOMMEPUYECKOW OpraHU3aluH;
roCy/apCTBEHHON KOMMEPUECKOI OpraHu3aIii.
BapHILeCTBAa COOCTBEHHUKOB KUJIbSI OTHOCSTCS K...

HEroCyJapCTBEHHON HEKOMMEPUECKONU OpraHu3allly;
HETOCYIapCTBEHHON KOMMEPUECKON OpraHu3alliu;
roCyIapCTBEHHON HEKOMMEPYECKOW OpraHU3allnig;
roCyJapCTBEHHOM KOMMEPUYECKOM OpraHnu3aiim.



13.061mecTBa ¢ orpalmqemloﬁ OTBETCTBCHHOCTBHIO OTHOCHATCHA K...

1. HerocymapcTBEHHON HEKOMMEPUYECKON OpraHu3alui;
2. HErocyJapCTBEHHOW KOMMEPYECKOH OpraHU3aIlny;
3. TrocynapcTBEHHOI HEKOMMEPUYECKON OpraHn3aIii;
4. ToCcyaapcTBEHHOH KOMMEPYECKOW OpraHu3alry.
14.Kakoii rocoprad NpoBOJUT PerucTPaANMIoO OPUIHMIECKUX UL ?

1. peruonansHble oTHENeHNSI POHAA COLMATBHOTO CTPAXOBAHNS;
2. TeppHUTOpHalIbHBIE OpraHbl ['ocy1apcTBEHHOTO KOMHUTETA IO CTATUCTHKE;
3. TeppuTOpHanbHBIE OpraHsl MuUHHCTEpCTBA O AHTUMOHOIIOJNBHOM ITONUTHKE M TOAJEPIKKE
MpeIPUHUMATENBCTBA;
4. TeppuTOpHaIbHBINM opraH MunucTepcTBa o Hanmoram u coopam (MHC) PO.
15. Kakoii u3 nepe4nciieHHBIX FOCYAapPCTBEHHbIX OPraHOB MPUCBAaNBaeT H CO00IAeT OPraHu3aIuu

KOJbl, XapPaKTEPU3YyIOUIHE €10 XO3HﬁCTBeHHy10 I[eﬂTeJ'leOCTb?

1. peruonansHble oTHENEHUS POHAA COLMATIBHOTO CTPAXOBAHNUS;
2. TeppHUTOpHANIbHBIE OpraHbl ['ocy1apcTBEHHOTO KOMUTETA IO CTATUCTHKE;
3. TeppuTOpUaNbHBIE OpraHbl MMHHUCTEPCTBA MO AHTUMOHOIOJBHON TOJHMTUKE W MOIACPIKKE
peANpPUHUMATEIbCTBA;
4. TteppuTOpHANBHBINA opraH MuHHCTEpCTBa IO HanoraMm u coopam (MHC) PO®.
16.HerocynapcTBeHHbIE OPTAaHM3AIUH AeJIATCS HA ...

KOMMEPYECKHUC,
HCKOMMCEPUYCCKUEC
AKIIMOHEPHBIC,
4, WHANBUAYAJIBHBIC ITPEAIIPUHUMATCIIN.
17. BOl'lpOCilMI/I nepeaavy Ha XpaHEHUE JOKYMEHTOB JIMKBUINPOBAHHBIX opraﬂmaunﬁ

wN e

3aHUMAIOTCA ...
1. yupeaurenw;
2. JHUKBUAATOD;
3. PYKOBOIHWTEIND JUKBUAUPYEMON OpraHU3aIHH;

4. gHamorosas MHCHEKIIHS.
18. Kaky1o cucteMy 10KYMeHTAIlMH JIMKBUIMPOBAHHON HEr0CYAapPCTBEHHOI OpraHu3anun

cyae0Hble HHCTAHUUM 00513bIBAIOT IPHHATH FOCY1apPCTBEHHbINH WM MYHMIIUNIAJIbHBIA APXUB 1aKe B
cay4yae OTCYTCTBHS IOroBopa?

CUCTEMY (bHHaHCOBOﬁ AOKYMCHTAIlUU,
CUCTEMY NOKYMCHTAIMU 110 JIMYHOMY COCTaBYy,
pacrnopaauTCIIbHYI0O CUCTEMY JOKYMCHTAIUU,
JAOTOBOPHYIO CUCTEMY JOKYMCHTALIUH.

PR

IIpome:xxyTouHnblii TecT 3

Pasnen 3. Oco0eHHOCTH TOKYMEHTAJBHBIX (POHI0B HErOCYyAapCTBEHHbIX OPraHU3 AU

1. I[OﬁpOBOJ'lLHOQ 001IecCTBEHHOE 00beUHEHHE rpaxjaaH, CBA3aHHBIX 00IIMMHU
NMpou3BOJACTBCHHbIMM, HpO(l)eCCHOHa.]IBHbIMI/I HHTEpPeCaMM IO POAY UX NeATCJIbHOCTH, CO3JaBacMO€
B LIESJIAX NMPEACTABUTEILCTBA U 3AIIIUTHI COMUAJTBHO-TPYA0BLIX IIPaB H HHTEPECOB paﬁOTHI/lKOB
Ha3bIBaECTCH...

1. oOuecTBEHHOM HaNIaToM;
2. 1podeCCHOHAIBHBIM COOOIECTBOM;



3. mpodeccCHOHANTBEHBIM COI030M;

4. TpydOBBIM KOJJIEKTHBOM.
2. lokyMeHTanMs1 0 00PAIlleHUsIM TPAXkKIaH, 10 YUeTy WIEHCTBA B OPraHU3aliu, M0 3a1UTe
HHTEPECOB YWICHOB OPraHM3alUM B Cy/Je, MOCTAHOBJIEHHS, Pe30TI0INH co0paHuii, KoH(epeHI M,
BbIOOPHBIX OPIaHOB M MX NPE3UIUYMOB COCTABJISIIOT ClieM(UKY JOKYMEHTAJIbHOIo GoHAa ...

1. akmWoOHEpHBIX OOIIECTB,
2. PpEINUTHO3HBIX O0bCAMHCHHH,
3. 0OIIeCcTB ¢ OTPaHUYCHHON OTBETCTBEHHOCTHIO,
4. mpodeccHoHANBHBIX COI030B.
4.Bonpocamu BeJeHUsI 1eI0NPOU3BOACTBA B PO co03ax 3aHUMAETCH. ..

TIpencenarens,

npodcoro3Hoe coopanwue,

NpE3UIUYM,

PEBH30D.

5.Kakas/ue u3 nepevyncjaeHHBIX CHCTEMA JOKYMEHTAMN He XapaKTepPHAa/bl AJI5l PeJTUTHO3HBIX

rpoODNDE

00beTUHEHNI ?

JOKYMEHTAIHS 10 JINYHOMY COCTaBY;
OTUCTHad JOKYMCHTAILIUsA,

OyXTaJTepCKUH Yy4eT U CTaTUCTHYCCKAsE OTYCTHOCTD,

JOKyMEHTalus 1o y4eTy adGuirpoBaHHbIX JIULL.

6. D1 opranuszauum ¢ 1 ceursaops 2014 pazgeaniaucy Ha myOJIMYHbIe U HeNYOJIUYHbIE:

NSNS

1. axmmoHepHbIe O0IIEeCTBa,
2. penuruo3Hele 00beTMHEHUS,
3. HEKOMMep4YecKue OpraHu3allHy,
4. mupodeccnoHaTbHBIE COIO3HI.
7.BpicIIMM OPraHoOM yIpaBJieHUs] B AKIIHOHEPHOM 001IecTBe SIBJISIETCS ...

PeBmsnonHnas (koHTposbHAs) Komuccus AO,

reHepanbHbIil qupexkTop AO,

Ha0JI01aTeIbHBIA COBET,

o0miee cobpanue ydacTHUKOB AQO.

8. ITo1HOMOYHSI KOHTPOJIbHOM PEBU3HOHHOI KOMHMCCUM, €€ KOJMYeCTBEHHBII COCTaB, OPSI0K

H36pamm €€ YJICHOB, CPOK HX HOHHOMOqHﬁ, MOpPsAAOK paﬁOTLI U NIPpUHATUA pemelmﬁ Ha 3aCeJaHuAX

i NS

HaAXoJasATCHA B KOMIICTCHIIUMH...

1. JupexTopa (pyKOBOJIUTEINS OPTaHN3AIINN),
2. HabnrogaTensHOro COBETa,
3. OOmero cobpaHusi y4acTHHKOB,
4. IlpaBnenus.
9. OT4eT 0 ABMKEHUU CPEACTB MO KIUPUHIOBOMY PErHCTPY YYACTHUKA KIMPUHTA, areHTCKUIi

TPACTOBBI 10roBOP, CINCKH APGUIMPOBAHHBIX JINI 001EeCTBA, eKeKBAPTAIbHbIE 0TYEThI
IMHUTEHTA 00pa3yloTCcsl B IpoLecce JOKYMEHTUPOBAHUS 1eATEIbHOCTH ...

1. aKkMOHEpHBIX OOIIECTB,
2. PEIUrHo3HBIX 00bEIUHEHNUH,
3. HEKOMMEpPYECKUX OpraHU3alnH,
4. npodeccHoHANBHBIX COI030B.
10. [IepBble akHOHEPHDbIE 001ecTBAa B Poccun BO3ZHUKIIM. ..

B cepeaune XVIII Bexa,
B cepennne XIX Beka,
B 1922 rony,

B 1990-x romax.

poODNDE



11.JIpennpusiTusi, HAXOASIIIHECS] B YACTHOI COOCTBEHHOCTH, B I1€JI0OM 10 YJKOHOMHUKe Poccun
COCTABJIAIOT ...

1. wmenbme 1 % ot obmiero yrcia NpeanpusITHiA;

2. wmenbIe 20% oT o0IIero yucna npeanpusTHA;

3. 50% ot o0miero uucna npeanpusTHH;

4. oOompire 80% ot 001ero yucia npeanpus THIA.
. YK

12 a;KUTe MPaBUJIbHOE MPOJ0KeHue (ppa3bl «JoOKyMeHTaAUMA M0 PHIHKY HEHHBIX OyMar...»

1. =e BxomuT B HOMEHKIATypy 1en AO, Tak Kak He SABISETCS YIPaBIeHIECKO;
2. He BXOAUT B HOMEHKJIATYpy Jed, TaK KaKk He OTHOCHTCS K KOMIICTEHIUH OT/Jema
JIeTI0NPOU3BO/ICTBA;
3. BXOIUT B HOMeHKNaTypy nea AO HapaBHE ¢ IPYTHMH CUCTEMaMH;
4. BXOAWT B HOMEHKJIATYPY €] IIPU YCIOBUH HAJIMUUS PE3EPBHBIX Pa3AeioB.
Bonpocsl k 3a4ery
1.I[OKYMCHTI/IpOBaHI/Ie ACATCIIBHOCTH OpraHru3allui U OTBETCTBECHHOCTL PYKOBOJACTBA.
2. Iloustue JOKYMCHTUPOBAHUA ACATCIbHOCTH OpTraHU3allvuu.

3.Crioco0bI JOKYMEHTHPOBAHUS U €T0 PE3yIbTATHI.

4 TurmoBoii cocTaB CUCTEM JIOKYMEHTAIINH, 0Opa3yIOMIUNACS B IEATEIHHOCTH opranm3anuid. O0mas
XapaKTepHUCTHKA.

5.0praHu3aIoHHO-ITPABOBAs CUCTEMA JOKYMEHTAIMH HEroCy IapCTBEHHOM OpraHu3aliuy. 3a1a4u ¥ BUJIbI
nokyMmeHToB. Crienuguka.

6. [lnanoBas cucTeMa IOKYMEHTAI[MH HETOCYTapCTBEHHOW OpraHu3aiyu. 3a1aui U BUJIbI JOKYMECHTOB.
Crenuduka.

7. PactiopsiutenpHas CHCTEMA JJOKYMEHTAIIUMK HErOCYAapCTBEHHON OpraHu3aiuu. 3a1a4uu U BHJIbI
nokyMmeHToB. Crienuguka.

8. MudopmanoHHo-cripaBoyHas (aHaTUTHYECKas MM WHPOPMAIMOHHO-aHAINTHYECKAs ) CHCTEMA
JOKYMEHTAIIMX HeTOCYJapCTBEHHON OpraHu3anuu. 3aJauu U BUbI JOKyMeHTOB. Crienuduka.

9. OTueTHOI crcTeMa JOKYMEHTAIIUU HEroCy1apCTBEHHON opraHu3aiiy. 3a1a4u U BHJIbI IOKYMEHTOB.
Crenuduxka.

10. Cucrema kapoBOH JOKYMEHTAIIMHA HETOCYAApPCTBEHHON OpraHU3alnd. 3a1aui U BUIBI JOKYMEHTOB.
Crenuduxka.

11. Cucrema (huHAHCOBOI TOKYMEHTAITNN HETOCYIapCTBEHHON OpTaHU3aIlui. 3aa9d U BUBI
nmokymeHToB. Crienmguka.

12. CucteMa TOroBOpHOM TOKYMEHTAIIMN HETOCYAApCTBEHHON Opranu3aiy. 3a1a4u U BUAbI JOKYMEHTOB.
Crenuduxka.

13. JlokyMeHTaIus 10 MaTepHallbHO-TEXHUIECKOMY 00ECIICUCHHIO HErOCyIapCTBEHHOW OpraHHU3aIlHY.
3amaun 1 BUbI JOKyMeHTOB. Crienuduka.

14. JloxymeHTaIus 1mo HHPOPMAIMOHHOMY U JIOKYMEHTAIIMOHHOMY O0ECIICUCHUIO ICATEIbHOCTH
HETroCyIapCTBEHHOM OpraHM3aluu. 3a1add ¥ BUIbI JOKyMeHTOB. Creruduka.



15. Cuctemoii JOKyMEHTAIMK 00€CIICYMBAOIIEIO THITA CHCTEMAa B HETOCYAapCTBEHHON OpraHu3alliu.
3anaun v BuABI JoKyMeHToB. Criennduka.

16. Homenkmarypa fen HerocyAapCcTBEHHON OpraHu3aIiii.
17. IloHsATHE HErOCyIapCTBEHHBIX OpraHU3alui.
18. Tunonorus HerocyAapCTBEHHBIX OPTaHU3aALUN 1

19. OOmmas xapakTepucTHKa HOPMAaTHBHO-TIPABOBOW 0a3bI AEOMPOU3BOICTBA HETOCYIaPCTBEHHBIX
OpraHu3aluin

20. JlokyMeHTaIbHOE CONPOBOXKICHHE MPOLELYPHI JINKBUAALNHI FOPUIUIECKOTO JINIIA.
21.0co06eHHOCTH TOKYMEHTAIBHBIX ()OHIOB HETOCYIaPCTBEHHBIX HEKOMMEPUECKHUX OpTraHU3aIIi.
22. JIoKyMEHTUPOBaHUE JIEATSILHOCTH TPOPECCHOHAIBHBIX COIO30B

23. JIoKyMEHTUPOBaHHUE JEATSIbHOCTU PEIUTHO3HBIX 00bEAMHCHUI

24. OcobeHHOCTH JOKYMEHTAIBHBIX (POHIOB HETOCYJAPCTBEHHBIX KOMMEPUECKUX OpTraHU3aIIi.
25. JlokyMeHTHUpOBaHHUE eSTELHOCTH aKI[MOHEPHBIX O0IEeCTB. YTIpaBiIeHUECKas JOKYMEHTAITHSI.

26. JlIokyMEeHTHpOBaHUE JESITEIbHOCTH aKIIMOHEPHBIX 001IeCcTB. BBIMYCK IIEHHBIX OyMmar.



OueHo4yHbIe CPEICTBA /1JI51 MPOBEIEHUsI MPOMEKYTOUYHOI aTTecTalun

[IpunoxerHue 2

CTpYKTYpHBIH JII€MEHT
KOMIIETCHIINU

[Tnanupyemsbie pe3yabTaThl 00yYCHHS

O1ieHOYHBIC Cp€acTBa

JITK-2¢cnoco0HOCTBIO OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-METOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHns ynpaBJeHus U

ApPXMBHOIO J1€JIa U CMeKHBIX o0J1acTeil

3HaTH

ouyuanvrsvie UCMOYHUKU ONYOIUKOBAHUS AKMYANbHbIX HOPMAMUBHBIX
npagosgvix akmos Pd;

OMAUYUMENbHbLE Xapaxmepucmuku 3aK0HO0amenbCemed no
O0OKYMEeHMUPOBAHUIO oesmelbHoCmu He20cy0apCcmeeHHbIX
opeanuzayull;

YPOGHU HOpMamueHo-memooudeckou bazvl JOY u HOY;

NPUHYUNGl UOeHMUDUKAYUU HOPMAMUBHOU CPedbl OOKYMEHMUPOBAHUS
8 Op2AHU3AYUAX 8 COOMBEMCMBUU C BUOOM ee IKOHOMUUECKOU
oeamenvHoCmu, POpMbl COOCMBEHHOCMU, OP2AHU3AYUOHHO-NPABOBOU

Gopmbl.

Bonpocs! k 3auery

1.JlokyMeHTHpOBaHNE
OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IloHsiTHE JOKYMEHTHPOBAHUS ACATEIbHOCTH OPraHU3aliH.

3. IlonsiTHE HETOCYIapCTBEHHBIX OpraHU3alui.

4. Tumnonorus HEroCyIapCTBEHHBIX OPraHNU3aLUi

5. OOmast XapakTepuCTHKa HOPMATHBHO-TIPaBOBOW 0a3bl
JIEJIONIPON3BOICTBA HETOCYIaPCTBEHHBIX OpPraHu3alui

6. JloxymeHnTanpHoOe COTIPOBOXKIEHUE
JIMKBUJALIUY FOPUIUYECKOTO JIULIA.

JACATCIIBHOCTHU Oopranuvsanuun n

MPOLEAYPhI

HTorossblii TeCT MO KypCy

Bompoc 1

UTto Ha3bIBaE€TCA JOKYMEHTUPOBAHUEM?

Bribepute onvH OTBET:

a. JIeITeIbHOCTh, 00ecIieurBarolas co3anue oQuIaIbHbIX
JIOKyMEHTOB U OPTaHU3AIHI0 PabOTHI C HUMHU

b. cucremaTH3aMO JOKYMEHTOB U KOMILIEKCOB JIOKYMEHTOB

C. CO3/1aHNe, JOKYMEHTOO00OpOT, XpaHEHHE U MCIOJIH30BAHNE
JIOKYMEHTOB

d. 3anmce wHpOpManMU Ha Pa3TUYHBIX MaTEPUATBHBIX
HOCHUTEJISIX 10 YCTaHOBJIEHHBIM IIPABUIIAM, KOTOPBIE 3aKPETUISIOTCS
B MPABOBBIX aKTaX U HOPMATUBHO-METOAUYECKUX JIOKYMEHTaX

Bomnpoc 2

YacTHoe JII0 WK TPYIIA JIUII, Y KOTOPBIX ecTh QYHKIMU U
065[3aHHOCTI/I, IIOJIHOMOYUSA N B3aMMOOTHOWICHUA IJIA JOCTHXXCHUS
CBOMX LIeJIeH, HAa3bIBAIOTCH ...




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

BriGepuTte oiMH OTBET:

a. FOPUIUICCKUMU JINLIAMHU

b. pusznueckuMu TUTIAMHA

C. Opranu3anuen

d. MHAMBHU Ty JIbHBIMU TIPEAIPUHUMATEIIMHU

Bompoc 3

JloOpoBosIbHOE ~ OOIECTBEHHOE OOBEJAMHEHUE TpakIaH,
CBSI3aHHBIX OOIIMMH TMPOU3BOJCTBEHHBIMH, MPOPECCHOHATEHBIMU
WHTEpEeCaMu MO PONYy HX JESATEIbHOCTH, CO3JIaBacMOE B IENAX
MpeaACTAaBUTCIILCTBA W 3allUTBI COLUAJIBHO-TPYAOBBIX IIpaB U
WHTEPECOB paOOTHUKOB HA3bIBACTCH. ..

Bribepute onuH OTBET:

a. MPO(EeCCUOHATILHBIM COOOIIECTBOM

b. npodeccroHaIbHBIM COO30M

C. OOILIIECTBEHHON ITaIaTOM

d. TpyIOBBIM KOJIJICKTHBOM

Bompoc 4

Haiinute BepHOe mpoposnkeHue ¢passl: «/lokymMeHTanbHbIE
(OHJIBI BCEX OpraHU3aIHiA. . .»

Bribepute oiMH OTBET:

a. MMEIOT CTaHJapTHbIM HaOOp TOJIBKO YNpaBlIEeHUYECKON
JIOKYMEHTAIH

b. UMEIOT COBEPIIIEHHO Pa3HbIi HA0OP IOKYMEHTOB

C. IMEIOT OJIMHAKOBBIN HA0Op TOKYMEHTOB

d. uMelT craHAapTHRIX HAa0Op Kak yNpaBlIeHYECKON
JIOKYMEHTAIIHH, TaK U JJOKYMEHTAIIMK 00ECIIeUnBAIOIIETO THTIA

Bomnpoc 5
Acconuanuy 4 Cor3bl OTHOCSTCS K. ..
Br16epuTe 01MH OTBET:




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

a. HETOCYIapCTBEHHON KOMMEpUECKOi opraHu3aiiuu

b. HerocynapcTBEHHON HEKOMMEPUYECKOHW OpTaHU3aAIHN
C. TOCYIapCTBEHHON KOMMEPUYECKOH OpraHu3alnuu

d. rocyjapcTBEHHOW HEKOMMEPUYECKOIN OpraHU3aIiK

VYMeTh:

HAXo0ums  aKmyaiabHbvle peodaKkyuu HeoOX0O0UMbIX HOPMAMUBHBIX
npagoGuIX aKmos 6 UHEPOPMAYUOHHO-NPABosblx Mnmephem-nopmanax
«Kouncynomanmpy, «l'apanmy u op.;

Gopmuposamo HOPMAMUBHYIO cpedy, pezyupyrowyio
OOKYMEHMUPOBAHUE OeSTMETbHOCU HEe20CYOAPCMEEHHbIX OPSAHUZAYULL
8 COOMBEMCMBUU C  OPEAHUZAYUOHHO-NPABOBOU (POPMOIL,

BbIAGNIAMb 6  MEKCMe  HOPMAMUBHBIX — OOKYMEHMO8  C8eOeHUs,
Kacarowuecss mpebosaHuil K OOKYMEHMUPOBAHUIO OesimenbHOCIU
He20CYO0apCmEeHHbIX OPeaAHU3AYUU,

IIpakTHyeckoe 3aganue Ne 2
3ananne. UnenTuguuupoBaTh HOPMATUBHYIO Cpexy IJIst

oanoi n3 caexyromux OIIP. CocraBute OubIHOrpaduuecKuii
0030p. BeiGop OII® B 1aHHOM 3aJaHUU [OJKEH COBNANATH C

BbIOOpPOM

Olld B KOHTPOJIbHOI palore (cM. 3agaHue

KonTposabHoii padoThI).

29.
30.
31.
32.
33.
34.

35.

Crnucox OIID
Tlonnoe mosapuwecmeo
Obwecmeo ¢ oepanuieHHoU 0MEenmCcmeeHHOCbIO.
Kpecmusnckoe (pepmepckoe) xozsicmeo.
Xosaiicmeennvie napmuepcmea.
IIlpouseoocmeennwiil Koonepamus,
Ilompebumenvckux Koonepamueog (n10das u3 cieoylouux

dopm):

34.1. JKWTMIIHBIH,

34.2. KUJIHAITHO-CTPOUTENBHBIN

34.3. rapaxHblii KOONIEPaTHB,

34.4. CaJOBOAUYECKUH, OTOPOAHMYECKMH M JTAYHBIN
KOOIIEPaTHB,

34.5. MOTPEeOUTENbCKUI KOOTIEPATHB,

34.6. 00111eCTBO B3aUMHOTO CTPAaXOBaHuUS,

34.7. KpEAUTHBIA KOONEpaTHB,

34.8. o mpokara,

34.9. CEJIbCKOXO3SICTBEHHBIH NOTPeOUTENbCKUI

KOOIIEPATHB.
Obwecmeennvie opeanuzayuu (100as u3 cieoyiouwux ¢opm):
35.1. MOJIMTHYECKHE TAPTUHU




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

35.2. CO3ZaHHBIE B  KAaueCTBE IOPUAMYCCKUX  JIUI]
podeCCHOHANTbHBIE COIO3HI (TTPO(COI03HBIC OPTAHM3AITIH ),

35.3. oprasbl 00IIECTBEHHON CaMOAESITeIbHOCTH,

35.4. TepPUTOPUATHHBIC OOIIICCTBCHHBIC
CaMOyIIpaBIICHHSI.

36. Accoyuayuu (coroswt), (1106as uz credyrouux Gopm):

36.1. HEKOMMepYecKHe MapTHEPCTBA,

36.2. caMoperyJupyeMble OpraHu3alvy,

36.3. o0pearHEeHNs paboTonaTeNeH,

36.4. 00BeAMHEHNS POPECCHOHATEHBIX COI030B,

36.5. KOOIIEPaTHBOB U OOIIECTBEHHBIX OpraHU3aIlHid,

36.6. TOPTOBO-TIPOMBIIIUICHHEIE,

36.7. HOTapHAallbHBIC MATATHI.

37. Tosapuwecmea co6CMEEHHUKOS HCUNbS
38. Kaszauvu obuecmsa

39. @onouwi:
39.1. 0O0IIIeCTBEHHBIE
39.2. OnaroTBopuTEIbHBIC (HOHIBI.

40. Penueuo3nvle opeanHu3ayui.
41. [lybnuuno-npagogvle KoMnaruu
42. Aosokamckue 06paz06aHus.

Memoouueckue pexomenoayuu

OTBeT Ha 3agaHHe JO/DKEH OBITh TMPEACTABICH B BUIC
0030pa HOPMATHUBHBIX MMPABOBHIX AKTOB.

Ilpy wuACHTUDHUKANMK HOPMATHUBHON CpeAbl  ClieayeT
onupathcs Ha pexomeHmanmu 1.5. TOCT P MCO 15489-1-2007
«CUBUJI. Yopasnenne nokymeaTamu. OO0mue TpeOoBaHM:

HopmatuBHast cpefia BKIIO4AEeT B ceOs:

a) 3aKOHBI M HOPMATHBHBIC AKThHI, peryaupyonme chepy
JICIIOBOM JIEATEIBHOCTH B 1IEJIOM U B CIEHU(UUYSCKUX OTPaCsix, B
TOM 4YHCJIE 3aKOHbI M HOPMATHBHBIC aKThl, OTHOCSIIHECS




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

HETOCPEICTBEHHO K  JIOKyMEHTaMm, apxuBawm, JOCTYIIY,
KOH(DUICHIINATEHOCTH, JI0Ka3aTeabCTBAM, AIIEKTPOHHON
KOMMEPIINH, 3alTUTe NaHHBIX, HH(pOpMaITiy;

b) CTaHJapTHI, OTHOCSIIUECS K MIPaKTUIECKOM
JIeSITeIIbBHOCTH,

C) IpaBWIa PEKOMEHIATEIBHOTO XapaKTepa, OTPaKaroIine
MEepEI0BOM OIIBIT;

d) n0OpOBOJLHO TNPUMEHSEMBIC O3TUYECKHE KOICKCHI U
HOPMBI;

e) UACHTADUITUPYEMbIE conraIbHbIE OKHTAHUS
(moTpeOHOCTH),  Kacaroluecs  aJCKBaTHOTO  ITIOBEJACHHS B
cnenn(hUIecKoi OTPacIH UK OpPraHU3aluH.

Bri6upas HopmaTuBHBIE TpaBoBbIe akThI st OlID, cnenyer
pacnpenensiTh ux o YPOBHSIM (cm. YpOBHHU
HOpMaTHUBHO-MeTOANYECKOM 6a3bl B Paznene 2).

IIpu  odopmieHHHM HCTOYHHUKOB YyKa3blBaTh Ha3BaHHE
JOKYMEHTa, JaTy W34aHus, aBTOpa, IYHKTBI, IJaBbl M T.IL,
perinaMeHTUpylomue paboTy ¢ JOKYMEHTaMH, €ClIi HE BeCh
WCTOYHUK TOCBSILEH JOKYMEHTHPOBAHUIO.

Bce ymomsiHyThle B 0030p€ HMCTOYHHMKH JIOJDKHBI OBITH
nedctByronumu.  CTaTyCc HMCTOYHHMKOB (IeHCTByromui / He
JICHCTBYIOIIHUH) CJIeyET MPOBEPATH M0 HHOOPMAIIMOHHO-ITPABOBBIM
nopranaM «Koncynsrantllntocy, «['apraTt», «Kogeke» u np.

Bnaners:

HABLIKAMU AHAAU3A YPOBGHU HOPMAMUBHO-Memoouyeckoll 6asvl JJOY u

Hoy;

Memooamu UOeHMuUKayuu HOPMAMuGHol cpedvl Oasi KOHKPEmHOll
Op2aHU3AYUU UTU MUNA OPLAHUZAYULL

cnocobamu

HopMmamugHo-MeTonuueckyto 6asy [0V u HOY;

deMoucmpauuu YMeHrus anaiusupoeambs

KonTtpoannas padora
COCTaBHTH pedepaT 1o TeMe:

«/loKyMeHTUpOBaHUE JESATEIBHOCTH HETOCYJapCTBEHHON
opraam3anuy (yka3aThb BBIOPAaHHYIO OpPTraHH3AIMOHHO-TIPABOBYIO
¢dbopmy)». Buasl opraHuzaliMOHHO-TIPABOBBIX (BOPM MPHUBEICHBI
Hwke. OHU HE IOJDKHBI  [TOBTOPSITHCA B TPYIIIIE

TpeboBanus k pedepaty
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KOMIIETCHIINU
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ConeprkaHne TOJDKHO IEMOHCTPUPOBATH CIEAYIONINE 3HAHUS
¥ YMEHHS CTYICHTOB!
3nanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUS  OesAMeNbHOCMU
He20CyO0apCmeenHbiX Opeanu3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOaPCMEEHHbIX
KOMMEPYeCcKUX U HeKOMMEPUEeCKUX OP2aHu3ayull;
- Munoeoeo cocmaga cucmem OOKYMeHmMayuu, Gopmupyowux
OOKYMeHMAanbHbIL (HOHO HE20CYOapCMEEHHbIX OPLAHUIAYULL,
- cnocob6os u cpeocme OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esimenbHOCmU He20CyOapCmeeHHblX Op2aHU3ayull;

- HOPMAMUBHO-NPABOBHIX aKkmos, pecnamenmupyouwux
OesiImeNbHOCIb U ee QOKYMEHMUPOBAHUE 6 He20CYOapCMEEeHHbIX
OpP2aHUZAYUSIX.

Ymenue

- COCMaBUmMb HOPMAMUBHO-NPABOBYI0 0aA3Y OOKYMEHMUPOBAHUS
O0essmenbHOCMU KOHKPEMHOU OP2aHU3ayUL,

- COCMABUmMb NPOEKM HOMEHKIAMYPbl 0el OP2AHU3AYUL, UCX005 U3
MUN0BO20 COCMABA CUCMEM YNPABIEHYeCKOU OOKyMeHmayuu,
OpP2aHU3AYUOHHLIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMOS,
pe2namMeHmupyrouux desamenbHOCMb He20Ccy0apcmeeHHoU
OpeaHu3ayuu.

TunoBoii mnuaH pedepara

9. XapaktepucTHKa  OpPraHM3alMOHHO-TIPAaBOBOM  (OpPMBI
(OIl®) nerocymapctBeHHo# opranum3anmu. (YKemarembHO
MPUBJICYCHNE CTATHCTHYECKUX JAHHBIX O TOM, CKOJIBKO B
Poccun/ permone/obmactu/ TOpoae  3aperucCTPHUPOBAHO
opranuzanuii ganHoi OI1D).

10. O0mas  xapakTepuCTUKa VYIpaBICHWsS  OpraHU3aiuei
naaHon OI1D.
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11.

12.

13.

14.

15.

16.

OCHOBHOH COCTaB HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB,
PErIaMeHTHUPYIOIIUX ACATEIbHOCTh HErocyAapCTBEHHOM
opranmzanyu qaaHou OIID (cwm. [IpakTryaeckoe 3amanwme 2).
XapakTepucTHKa JAOKYMEHTaJIbHOTO (DOHIA (JOKYMEHTOB,
ux KOMILJIEKCOB u CUCTEM JOKYMEHTAIINH,
dbopMupyIOIIUXCSA B AEATEIBHOCTH HErOCyIapCTBEHHON
OpraHU3aIlHN);

OpraHu3allMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTaHOBAsI IOKYMEHTAIHS,

pacnopsaAuTeNbHast JOKyMEHTAIIUS;
WHPOPMAITUOHHO-CITPABOYHAS u
CIPaBOYHO-aHAIUTHYECKAS JOKYMCHTAIIHS;
OTYETHAas IOKYMEHTALHS,;

e JIOKYMEHTalMss 1O o0ecrneueHuro Kaapamu (110
JMYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTanusi (OyXTranTepcKuid yder
Y OTYCTHOCTD);

® JIOKYMEHTalusi 10 MaTepHaJbHO-TEXHUUYECKOMY
00ecITeueHuIo;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e JIOKyMEHTaluss IO  JOKYMEHTalHOHHOMY H
WHPOPMALMOHHOMY O00ECHEeUCHHIO JeATeIbHOCTH
YUpEKACHUS;

e JI[pyrMe CHCTEMbI JOKYMEHTAIIMW, BKIIOYAs U Te,
KOTOPBIE OTPAXKAOT OCHOBHYIO JCATEILHOCTD U T.JI.

Ananms npUMepHON HOMEHKJIATYPBI Jent
HETOCYIapCTBEHHOM OpraHu3alyy.

CriocoObl U cpejicTBa JIOKYMEHTUPOBaHUSI WHPOPMAILIUN B
HEroCyIapCTBEHHON OpraHu3anyu

[lopsimox  XpaHeHHS JIOKYMEHTOB HEroCyIapCTBEHHOM
opranuszanuu gqanHoi OI1d.

CIucok IuTepaTypbl U HICTOUYHHUKOB.
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Cmpykmypa pegepama: TUTYIBHBIA JUCT, OTJIaBJICHUE,
BBE/ICHWE, OCHOBHAs 4YacTh, pa30OWTas Ha TYHKTHl (ITyHKTBHI
03arJIaBJICHbl), 3aKJIIOYEHHE, CIUCOK JIMTEPaTyphl, NPHIOKEHHE
(Ipu HEOOXOTUMOCTH).

Obwvem pedepara TOIDKEH COCTABIIATL HE MEHee 15 cTpaHuIl
(mo crimcka nmureparypsl) (14 mpudr gepes 1,5 nareprana).

KitoueBbie coBa M 3arojIOBKM pasfeyioB JOJDKHBI UMETh
paszHble PUPTOBBIC BHIACTICHUSI.

Huratselii Matepuan pedepata ohopMIsIeTcss B COOTBETCTBHHU C

HOpMaTHBaMH  HAy4YHBIX  paboT (CHOCKHM C  yKa3aHHEeM

JUTEPAaTypHOT0 HCTOYHHUKA, HOMEPA CTPaHHIL 0053aTEIIbHBI).
TemaTuxa pedepaToB 1o Kypcey

1) Jokymenmuposanue desmenbHOCmU NOIHbIX MOBAPULYECING

2) Joxymenmuposanue — OesmenbHOCmMU  00wecms ¢
02PAHUYEHHOU OMEEMCMEEHHOCHbIO.

3) Hoxymenmuposanue OesimenbHOCHU KDPEeCmbSIHCKUX
(thepmepckux) xozsiicms.

4) Joxymenmuposanue — 0esimenbHOCMU — XO3SAUCHBEHHbIX
napmH1epcms.

5) Jdoxymenmuposanue OesmeibHOCMU NPOU3BOOCHEEHHBIX
KOONepamueos.

6) Jlokymenmuposganue OesimenbHOCMU HOMPEOUMENbCKUX
Koonepamueog (BeIOPATH JTHOO0YIO U3 CICTYIOMINX HOpM):

7) KUJIMIIHBIH,

8) IKWIHIIHO-CTPOUTEILHBIN

9) rapaxHbIi KOOTIEPATHB,

10) camoBoUECKHit, OTOPOAHUYECKUHN U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) 0011ecTBO B3aUMHOTO CTPaXOBaHUS,

13) KpeauTHBI KOOTIEpaTHB,

14) boux npokara,
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15) cenbCKOXO03HCTBEHHBIN MTOTPEOUTEILCKHI KOOTICPATHUB.
16) Jokymenmuposanue  OesmenvHocmu  0OUIECIMEEHHBIX
opearusayui (BEIOPATh 000 U3 CIEAYIOMHX GOopM):

17) nonuTHYeckue napTum,

18) co3nmannbIe B KayecTBe FOPUIMYCCKUX JINLL
npoeccuoHaIbHBIE COI03HI (MTPO(COI03HBIE OPTaHU3aIINN),

19) opraus! 00IIIECTBEHHON CAMOIEATETBHOCTH,

20) TeppuTOpHANIEHEIE OOIIIECTBEHHBIE CAMOYITPABICHHUS.

21) Jokymenmuposanue desmenpbHOCmu accoyuayuii (Coro308),
(BBIOpATH IO0YIO U3 CIEAYIOMHX POPM):

22) HEeKOMMEpUYECKUE MapTHEPCTBA,

23) camoperyaupyeMbie OpraHu3aIiim,

24) o6benuHEeHUS paboToIaTeNeH,

25) oObearHeHuUs MPO(eCCHOHABHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTraHU3aINi,

27) TOProBO-TPOMBIIIIIIEHHBIE,

28) HOTapHaJbHBIEC MMAJIATHI.

29) Jloxymenmuposanue oesamenvbHOCmu mosapuujecma
COOCMBEHHUKOB JCUTBSL.

30) Hoxymenmuposanue desmenbHoCmu Ka3a4bux oouecms.

31) JJokymenmuposanue Oesmenvrocmu @Gonoos (BHIOPATH
JIO0YI0 U3 cienyrimux Gopm):

32) oOriecTBeHHbIE

33) GiaroTBOpHUTENbHBIE (DOH/IBI.

34) /lokxymenmuposarue oesamenbHoCmu PenucUo3HbIX
opeanHu3ayuil.

35) Jokymenmuposanue OesimenbHOCMU  RYOIUYHO-NPABOGIX
KOMNAHUL.

36) JJoxymenmuposanue OdesimenvHOCIU A0BOKAMCKUX
obpazosanuil.

MK-26 BJajJleHHeM HABBIKAMH 00padOTKM JOKYMEHTOB Ha BceX JTamax
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IIOKyMeHTOOﬁOpOTa, CUCTEMATU3AllUH, COCTABJICHUA HOMCHKJIATYPbI A€

3HaThL

NpUHYUNBL  cuCmeMamusayuy U - Kiaccuguxayuu - OOKyMeHmOoa,
KOMNIEKCO8 OOKYMEHMO8, CUCHEM OOKYMEeHmayuu,;

HA3HAYEeHUe HOMEHKIAMYpPbl 0ell OP2AHUZAYUU,

NPUHYUNDL CUCTHEMAMU3AYUU OOKYMEHMATbHO20 (POHOA OpeaHu3ayulL,;
NPUHYUNGL  CUCmeMamu3ayuu U Kiaccuguxkayuu  OOKYMEHMOS,
KOMNIEKCO8 OOKYMEHMO8, CUCHEM OOKYMEHMayuu,;

NPUHYUNDL CUCEMAMU3AYUY OOKYMEHMATbHO20 (POHOA OP2AHUZAYUU,
MUNnosol Habop cucmem OOKyMeHmayuu 1000t oOpeanuzayuu

Bomnpocs! k 3a4ery

1.0cobennoctn JTOKYMEHTAITbHBIX ¢doHIOB
HETOCYapCTBEHHBIX HEKOMMEPUECKUX OpraHU3aLlui.

2. JIOKyMEHTHpOBaHHE JESTENbHOCTH NPO(ecCHOHATbHBIX
COI030B

3.  JloKyMeHTHUpOBaHUE  IESTENbHOCTH  PEIUTHO3HBIX
00BbeTMHEHN T

4.  JIOKyMEHTHpOBaHWE  JEATEIBHOCTH  aKIMOHEPHBIX
oOrmiecTB. YnpaBieH4YecKas: JOKYMEHTALIHSL.

5.  JloKyMeHTHUpOBaHUE  JEATEIbHOCTH  AKLIHUOHEPHBIX
o0mrecTB. Bhimyck ieHHBIX Oymar.

6. Homenknartypa z1e1 Herocy1apCTBEHHOM OpraHU3alny.

7.CriocoObl JOKyMEHTHPOBAHUS U €0 PE3YJIbTaThI.

HToroswlii TECT 110 KypCy

Bompoc 1

Kakas w3 mnepeuncieHHBIX cucTeM jgokyMeHTtanuun HE
OTHOCHTCHI k ynpaBineHUECKOM?

Bribepute ouH OTBET:

a. CucTtema sKOJIOTUYECKON TOKYMEHTAIlUU

b. Crucrema pUHAHCOBOW JOKYMEHTAIIUU

c.  JlokyMmeHTamusi 1O  MaTepUATBHO-TEXHUYECKOMY
o0ecrie4eHuno

d. Cucrema 10rOBOPHOM JOKYMEHTAILIUU

Bomnpoc 2

VYkakuTe nMpaBuiibHOE MpoIokeHne hpassl «JlokyMeHTarus
MO PBIHKY IICHHBIX OyMar...»

BriOepure ovH OTBeT:

a. HE BXOJIUT B HOMEHKJIATYPY €], TAK KaK HE OTHOCUTCS K
KOMIICTCHIIMH OT/IelIa ACIONPOU3BOICTBA
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b. BXOOWT B HOMEHKJIATYpY A€l NpH YCIOBHH HAIWYHS
PE3EPBHBIX Pa3iEiIoB

C. HE BXOAUT B HOMEHKIATypy nen AO, Tak Kak He SBJSIETCS
YIIPABJIECHYECKOU

d. BxomuT B HOMeHKmatypy nen AO HapaBHEe ¢ JPYTHMHU
CHUCTEMaMH

YmeTh

ucxoos u3z euoa
cobcmeenHocmu U

onpedensams cocmag cucmem OOKYMeHmMayuu,
IKOHOMUYECKOU  OessmeNbHOCmY,  (opmbl
Op2aHU3AYUOHHO-NPABOBOTL hOPMbL OP2AHUAYUU
NONb308ANLCS HOMEHKAAMYPOU 0€ll OP2aAHU3AYUU;
00bACHAMb  CIMPYKMYPY  OOKYMEHMAIbHO20 (oHOa  opeanuzayuu,
UCX005 U3 CneyupuKYU He2ocy0apCmeenHOU OpeaHu3ayul.

IIpakTH4yeckoe 3aganue Ne 2

3ananue. UneHTHPUUMPOBATH HOPMATHUBHYIO Cpeay AJs
onHoii u3 caexyrmux OII®. CocraButh 0ubIHOrpaduyeckui
0030p. BeiG6op OII® B 1aHHOM 3aJaHHUH 0JI’KEH COBNANATH C
BbIOopoM OII® B  KOHTpOJbHOII paboTe (cM. 3agaHue
KouTtpoabHoii padoThI).

Crnucok OIID

43. onnoe mosapuiyecmeo
44. Obwecmeso ¢ oepanuyeHHOU 0MEenmcmeeHHOCHbIO.
45. Kpecmobsanckoe (ghepmepcroe) xo3aiicmao.
46. XossicmeeHnvle napmHepcmad.
47. Ilpouzso0cmeenHblii KOOnepamus,
48. [lompebumenvckux Koonepamueog (m00as u3 Cieoyrouux

dopm):

48.1. JKUJTATTHBIH,

48.2. SKAJTUIIHO-CTPOUTEIBHBIN

48.3. rapa)xHblii KOONIEPaTHB,

48 .4, CaOBOTUECKAN, OTOPOTHUYECCKUNA W  JTaYHBIA
KOOIIepaTHB,

48.5. NOTPEeOUTENbCKUN KOOTIEPATHB,

48.6. 00IIIECTBO B3aUMHOTO CTPAaxOBaHUS,

48.7. KpPEAWTHBIA KOOTIEPATHB,
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49.

50.

51.
52.
53.

54.
55.
56.

48.8. ¢doHJ pokaTa,

48.9. CEJIbCKOXO03SIMCTBEHHBIMH MOTPEOUTEIbCKHIA
KOOIIEPATHB.

Obwecmeernnvie opeanuzayuu (100as u3 credyiowux ¢opm):

49.1. MOJIMTUYECKHE TapTUU

49.2. CO3JaHHBIE B KAauecTBE IOPUAWYECKUX  JTHI]
npodecCuoHaIbHBIE COFO3bI (IMTPO(COI3HBIC OPraHU3aIuH ),

49.3. oprasbl O0IIIECTBEHHON CaMOACSITeILHOCTH,

49.4. TepPUTOPHAITEHEIE 00IIIeCTBeHHBIE
CaMOYIPaBIICHHS.

Accoyuayuu (coioswt), (mobas uz credyiowux opm):

50.1. HEKOMMEepUeCKHUe MapTHEPCTBA,

50.2. caMoperyJImpyeMble OpraHn3aIlny,

50.3. o0BbeTuHeHus: paboTomaTene,

50.4. 00beAMHEHNS POPECCHOHATILHBIX COI030B,

50.5. KOOTIEpaTHBOB U OOIIECTBEHHBIX OpTaHHU3aIHiA,

50.6. TOPTOBO-TIPOMEBIIIIICHHBIE,

50.7. HOTapHaJIbHBIE MaIaThI.

Tosapuwecmea cobCMEEHHUKOB JCUTbS
Kaszauvu obwecmesa

DoHOobL:
53.1. 00II[ECTBEHHBIE
53.2. OnaroTBopuTeIbHBIE HOHIBI.

Penucuosuvie opeanuszayuu.
I1ybauuno-npasosvle KOMRaHUU
Aosoxamckue 00pazosanusl.

Memoouueckue pexomenoayuu
OTBeT Ha 3ajaHue JOJDKEH OBITh TIPEACTABICH B BHUJE

0630pa HOPMATHUBHLIX ITPABOBLIX aKTOB.

[lpy wuneHTUPUKANMK HOPMATUBHOH Cpeabl  ClielyeT

ommpathcs Ha pexomenpganmu 1.5. TOCT P MCO 15489-1-2007
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«CUBU /. Ynpasnenue nokymentamu. O0mue TpeGoBaHU»:
HopmartusHas cpena BkitodaeT B ceOs:
a) 3aKOHBl 1 HOPMAaTHUBHBIE aKThHI, perynupymomme chepy
JICJIOBOM JIESITENFHOCTH B LEJIOM M B CHENU(UISCKUX OTpacisX, B

TOM 4YHCJIC 3aKOHBI W HOPMATUBHBIC AKTbI, OTHOCAIIHCCA
HEMOCPEJCTBEHHO K JIOKYMEHTaM,  apxuBaM,  JIOCTYIIy,
KOH(HICHIINAILHOCTH, JI0Ka3aTeNIbCTBAM, ANIEKTPOHHOM
KOMMEPIIUH, 3aIUTE TaHHBIX, HH(OPMAITUH;

b)  crammapTel,  OTHOCSIHECS K  TPAKTHIECKOM

JIeSATEIIbHOCTH;

C) mpaBWia PEKOMEHIATEIHHOTO XapaKTepa, OTPaKaroIIHe
MEepEI0BOM OIIBIT;

d) noOpoBONBEHO TpPUMEHSEMBIE 3THYECKHE KOICKCHl U
HOPMBI;

e) UACHTUDUITUPYEMbIE COITHATHHBIC OXKHJTAaHUS
(motpebHOCTH), Kacarolmecs  aJeKBaTHOTO  TIOBEJCHHS B
CrienpUIECKO OTPACITH WIIH OPTaHU3AIIHY.

Bri6upast HopmatuBHBIE TpaBoBbie akThl it OI1D, cnenyer
pacnpenensiTh ux o YPOBHSIM (cm. YPOBHU
HOPMaTHUBHO-METOAMYECKOH 0a3bl B Pazmene 2).

I[Ipu  odopmiieHUHM HCTOYHUKOB YyKa3blBaTh Ha3BaHUC
JIOKyMEHTa, JaTy W3JaHus, aBTOpa, IyHKTHI, TJIaBBl M T.IL,
perIaMeHTHUPYIONE pabdoTy ¢ JIOKyMEHTaMH, €CId He BECh
WCTOYHHK TIOCBSIICH JOKYMEHTHPOBAHUIO.

Bce ynomsiHyThIE B 0030p€ WCTOYHUKHA JODKHBI OBITH
nedctByromumu.  CTaTyCc HWCTOYHHMKOB (IeHCTByromui / He
JIEACTBYIOIIHI) CIIeyeT MPOBEPSATH 10 HH()OPMAIIMOHHO-TTPABOBBIM
noptanam «Koncynbrantllmocy, «I"apaar», «Kogeke» u ap.

Bnanets

NPUHYURAMU COCTNABNEHUS HOMEHKILAMYPbl 0ell OP2AHUAYUU,
Memooamu KOMNIEKMOBAHUSL OeJl;

npakmud4eCKumu  HA6blKAMU  NOJ1b306AHUS O6W€pOCCMﬁCKuMu

u

KonTtpoabnas padora
KonTtpoasnas padota
COCTaBUTb pedepat 110 TeMe:
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6€00MCMBEEHHbIMU nepedYHbIMU MUunoevlx ()OKyMeHmOG

«/lokyMEHTUpOBaHUE NIEATEIBHOCTH HErOCyJIapCTBEHHOM
opranuzainuu (yka3aTh BBIOPaHHYIO OpPraHH3alMOHHO-TPABOBYIO
¢dopmy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TPHUBENEHBI
amxke. OHU He OOJIKHBI TIOBTOPATLCA B T'PYIIIIC

TpeboBanus k pedepary

Coneprxanue JOJKHO IEMOHCTPUPOBATH CIIEAYIOIINE 3HAHUS
Y YMEHUS CTYIICHTOB:
3uanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUS  OesiMenrbHOCHU
He20CyO0apcmeenHblX Opeanu3ayull;
- OCHOGHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOapCmEeHHbIX
KOMMePYecKUX U HeKOMMEPUEeCKUX OpeaHu3ayull;
- mMunogoeo cocmaga cucmem OOKYMEHMAyuu, GopMupyiowux
OOKYMEHMANbHbI (HOHO HE20CYOaPCMEEHHbIX OPLAHUAYULL,
- ¢cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHIEMbIX 6
npoyecce 0esimeIbHOCIU He20CYOapPCMEEHHbIX OP2AHU3AYULL;

- HOPMAMUBHO-NPABOBLIX axKmoe, pe2namMenmupyouux
OesimeNbHOCIb U ee QOKYMEHMUPOBAHUE 8 He20CYOapCmEeHHbIX
Op2aHU3AYUSX.

Ymenue

- cocmasums HOPMAMUEHO-NPABOGYI0 0a3y OOKYMEHMUPOBAHUSL
OesimenbHOCMU KOHKPEMHOU 0p2aHu3ayuu;

- cocmasums NPOeKm HOMEHKAAMYPbl 0ell OP2AHU3AYUY, UCXOO0S U3
MUN0BO20 COCMABA CUCMEM YNPABIEHYECKOU OOKYMEeHMAyuu,
OpP2AHU3AYUOHHBIX U HOPMATMUGHO-NPABOGLIX  OOKYMEHMOS,
pe2namenmupyouux 0esAmenbHOCHb He20Cy0apcmeeHHoll
opeanHu3ayuu.

TunoBoii mnuaH pedepara
17. XapakTepucTHKa  OpraHH3allMOHHO-TIPABOBOW  (hOpPMBI
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18.

19.

20.

21.

(OIl®) nerocymapcTBeHHo# opranuzarmu. (YKemarenbHo
NPUBJICYCHNE CTATUCTHYECKUX NAHHBIX O TOM, CKOJBKO B
Poccun/ permone/obmacti/ Topome  3aperHCTPUPOBAHO
opranuzanuii fanuoi OIID).
OOmast XapaKTepHCTHKa YyNpaBICHHUS OpraHH3aluei
nmaxHou OIID.
OCHOBHOH COCTaB HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB,
pErTaMeHTUPYIOIINX ACATEIIbHOCTh HErocyAapcTBEHHOM
opraamanuu ganHoi OIID (cm. [lpakTrueckoe 3aganue 2).
XapakTepucTHKa JTOKyMEHTAIBHOTO (GOHIA (IOKYMEHTOB,
ux KOMILJIEKCOB u CUCTEM JOKYMEHTAIINH,
(dopMHpYIOIIUXCS B JEATEIBHOCTH HETOCYJapCTBEHHON
OpTraHM3aINN):
OpraHu3alMOHHO-TIPAaBOBas JOKYMEHTAIINS,
TUTaHOBAs JIOKYMEHTAITHS;
pacropsAuTeNnbHas JOKyMEHTAIIUS;
WHPOPMAITMOHHO-CITPABOYHAS u
CIPaBOYHO-aHAINTHYECKAS JOKYMECHTAIIHS;
OTYETHAs IOKYMEHTAIHS;
e JIOKYMEHTalMsi 10 oOecreueHno Kajapamu (110
JUYHOMY COCTaBY);
e (uHaHCOBas JOKyMeHTanusi (OyXTranTepcKuil yder
Y OTYETHOCTb);
® JIOKYMEHTalUsi 10 MAaTepHaJbHO-TEXHUUECKOMY
00ecITeueHnIo;
®  JIOTOBOpPHAS IOKYMEHTAIHS,
JNOKYMEHTAaIss 10  JOKYMEHTAIlMOHHOMY W
WHPOPMAITMOHHOMY OOECIICUCHHIO JIEATEILHOCTH
YUpEKACHUS;
e JIpyrue CHCTEMbl JOKYMEHTAllMW, BKIIIOYas U Te,
KOTOPBIE OTPaXKA0T OCHOBHYIO AEATEIBHOCTD U T. 1.
Anammus IIpUMEpPHOH HOMEHKJIATyphbl Jel
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HETOCYIapCTBEHHOM OpraHU3alty.

22. Crioco0bl U CpeNcTBa JOKYMEHTHPOBAHUS WH(QOpPMAIH B

HETOCYIapCTBEHHOM OpraHu3aIuu

23. Tlopsimok  XpaHeHHsI JOKYMEHTOB HETrOCYJAapCTBEHHON
opranuzanuu fanHo OIID.
24. Crmcok ITuTepaTypsl U HICTOYHUKOB.

Cmpykmypa pegepama: TUTYNBHBIA JUCT, OTJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4YacTh, pa3OWTas Ha MYHKTHl (TIYHKTHI
03arjiaBlCHbl), 3aKIOYCHHE, CIUCOK JIUTepPaTyphl, MPUIOKCHUE
(ipu HEOOXOIUMOCTH).

Obvem pedepara TOIDKEH COCTABIIATL HE MEHee 15 cTpaHuIl
(o cnicka nutepatypsl) (14 mpudt uepes 1,5 naTeppana).

KiroueBbie c0Ba M 3aroJIOBKH pa3jielioB JOJDKHBI UMETh
pasHble MPUPTOBBIC BBIICTICHUSI.

[uratHbli MaTepuan pedepara opopMIISIETCS B COOTBETCTBHH C

HOPMAaTHBAMHM  HAyYHbIX  pPaboT (CHOCKM €  yKa3aHHEM

JUTEPATYPHOTr0 HCTOYHHUKA, HOMEpA CTPaHUI] 0053aTeIIbHBI).

TemaTuka pedepaToB 1o Kypcey
1) Jokymenmuposarue dessmenvHOCIU NOIHBIX

mosapuujecmas

2) Hoxymenmuposanue  OesimenvHocmu — obujecms ¢
02PDAHUYEHHOU OMEEMCMEEHHOCTbIO.

3) Hoxymenmuposanue OesimenbHOCMU — KPeCMbsHCKUX
(thepmepckux) xoszsiicme.

4) Jloxymenmuposanue OesmenbHOCHU XO3UCTNEEHHbIX
napmmepcms.

5) Hoxymenmuposanue
nPoOU3B00CMBEHHBIX KOONEPAMUBOS.

6) Jlokymenmuposganue desmenbHOCMU NOMPeOUMETbCKUX
Koonepamueog (BeIOpaTh IIOOYI0 W3 CICAYIONIUX

hopm):

oesmenbHOCmu
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7) SKWIHIIHBIH,

8) I KWIHMIIHO-CTPOUTEIBHBIN

9) rapakHBIH KOOIIEPATHB,

10) capoBogueckuii,  OTOPOAHMUYCCKHHA W Ja4HBIA
KOOIIEpaTHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o01ecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHbI KOOTIEpaTHB,

14) boux npokara,

15) cenbCcKOXO03SHCTBEHHBIN MOTPEOUTEITHCKUIA
KOOIIEPATHB.

16) HJoxymenmuposanue OesmenbHOCMU 0OUECMBEHHbIX
opeanuzayui (BEIOPATh JIO0YIO U3 CIEAYIOMHX GOPM):

17) nonuTHYeckue napTum,

18) cozmanHble B KAauyecTBE  IOPHIMYCCKUAX  JIMIL
npodeccuoHaIbHbBIE COFO3BI (mpodcoro3nbie
OpraHm3aIlnin),

19) opranbI 0GIIIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuTOpHAIbHbIC OOIIECTBEHHBIE CAMOYIIPABIICHHUSI.
21) Jlokymenmuposanue — OesmeibHOCMU — ACCOYUAYULL
(c0103086), (BEIOPATH JIFOOYIO U3 CICAYIOUIUX (HOpM):

22) HEKOMMEepUYECKHUe MapTHEPCTBA,

23) camoperyimupyeMble OpraHu3aluH,

24) obbenuHeHus paboTomarenei,

25) oObeauHeHUs MPO(eCCHOHAIBHBIX COFO30B,

26) KOONepaTUBOB U OOLIECTBEHHBIX OPraHU3ALUH,

27) TOProBO-TIPOMBIIIICHHEIE,

28) HOTapHaIBHbIE MAATHI.

29) Jlokymenmupoganue OesimenrbHOCMU — MOBAPULECTNE
COOCMBEHHUKOB HCUTBSL.

30) Joxymenmupoearnue oesmenbHOCmuU Ka3a4bux
obuecms.
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31) Jokymenmuposanue desmenvrocmu ¢ondos (BIOpaTh
Mo0y10 13 cienyrmux Gopm):

32) obImecTBeHHBIE

33) 6maroTBopuTEIBHBIE (HOHIHI.

34) Joxymenmuposanue — 0essmeibHOCMU — PENUSUOZHBIX
opeanuzayuil.

35) Joxkymenmuposanue dessmenvHoCmu
nYOIUUHO-NPABOBLIX KOMNAHULL.

36) Hdoxymenmuposanue — OesmeibHOCMU — AOBOKAMCKUX
obpazosanuil.

IK-20
JAOKYMEHTAMH,

CNMOCOOHOCTBHI0O MCI0JIL30BATH npaBuJjia opraHu3aliiu BCEX 3TaloB paﬁOTLI C

B TOM YHUCJI€ ApPXMBHBIMH TOKYMCHTAMHU

3HaTh

npasuia opeanu3ayul OOKYMeHmMupOB8anus 0esimeabHOCmu u eé
0CcobeHHOCMU 8 He20CYOapPCMBEHHBIX OPSAHUIAYUX

npasuia cucmemamuzayuy 0OKyMeHmaibHo2o )oHoa
He20CcyO0apCmeeHHbIX OpeaHUu3ayull

Bonpocs! k 3aueTty

1.Opranu3anioOHHO-TIpaBOBasi ~ CUCTEMa  JTOKyMEHTAITUH
HETrOCYy/ITapCTBEHHOW OpraHM3alvd. 3aJadydl W BUABI JOKYMEHTOB.
Crienuduxka.

2. IlnaHoBas cucTeMa MOKYMEHTAIIMHM HETOCyAapCTBEHHOM
opraHu3aiuy. 3ajaud ¥ BUIbI JOKYMeHTOB. Crieruduka.

3. PacriopsiiurenbHast cucTeMa JIOKyMCHTAIUH
HETrOCY/IapCTBEHHON OpraHu3aiuu. 3aJadyd W BHIbI JOKYMEHTOB.
Crenuduxka.

4. OTueTHON CcUCTEMa JOKYMEHTAallMM HErocynapCTBEHHOU
OpraHu3alyy. 3aja4u ¥ BUAb! T0KyMeHTOB. Crienuduxka.

5. Cucrema KaJpoBOW JOKYMEHTAlMH HETOCYAApCTBEHHOMN
opraHu3zanyi. 3a/1a4u ¥ BUIBI TOKyMeHTOB. Crieruduka.

6. Cucrema (pPMHaHCOBOH JOKyMEHTALIUH HErOCYAapCTBEHHOM
opraHu3zanyy. 3a1a4u ¥ BUIBI TOKyMeHTOB. Crienuduka.

7. CucteMa JOTOBOPHOI TOKYMEHTAIIUH HETOCYAapCTBEHHOM
OpraHu3alyy. 3aja4u ¥ BUAbl 10KyMeHTOB. Crienuduxka.

8. JlokyMeHTamuss 1O  MaTepHaIbHO-TEXHUYECKOMY
00€eCIeYeHnI0 HeroCyJapCTBEHHOW OpraHM3alWd. 3aJadd U BUJBI
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nokyMmeHToB. Crienuguka.

Hrorosrlii TECT 110 KypCy

Bompoc 1

CucTeMaTHU3MpOBaHHBIA ~ TepedyeHb  3aroJIOBKOB  JIEl,
CO371aBaeMbIX B OpraHW3alllH, C YKa3aHHEM CPOKOB MX XpaHEHHs
Ha3bIBAETCH. . .

Bribepute oMH OTBET:

a. HOMEHKJIATypa JIe

b. cucremoii foKyMeHTauu

C. TOKYMEHTAJILHBIM (POHIOM

d. nenom

Bompoc 2

Opranuzaiys, Kotopasi GopMHUpPYeT TOKYMEHTAILHBINH (QOH]I,
Ha3bIBaETCH ...

BriGepure ovH OTBeT:

a. IOPUANIECKOE JIUIIO

b. pong000pa3oBaren

C. IOJI0TYETHOMI

d. dusmueckoe auo0

Bompoc 3

[epconanbhy0 OTBETCTBEHHOCTb 3a JIOKYMEHTBHI,
oOpasylomyecs: B HErocy1apCTBEHHOH OpraHu3alu, HeCyT ...

Bribepute onnH OTBET:

a. AKITMOHEPHI

b. Bce OTBETHI BEpPHBI

c. PykoBoauTenu oprannzanuii

d. Yupeaurenu opranu3aruii

Bompoc 4

PesynbTarom JOKYMEHTUPOBAaHUS JeSITeIbHOCTH
OpraHM3aIi ABJISCT/FOTCS:

BribepuTe 0IMH MIIM HECKOJIBKO OTBETOB:
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a. KOMIUICKCHI JIOKYMEHTOB
b. HOMeHKIaTypa aen

C. IOKYMEHTBI

d. cucTeMbl TOKyMEHTAIIUU

Bompoc 5
Kakyto cucremy JIOKyMeHTaIlH JINKBUAUPOBAHHOMN
HETOCY/IapCTBEHHON  OpraHu3anud  cylneOHble  HMHCTaHLUH

OO0S3BIBAIOT NPHUHATH T'OCYNAPCTBEHHBIH WJIM MYyHUIMIATbHBINA
apXMB JIaKe B CIIydae OTCYTCTBHS 1OTOBOpa?

Bribepute oMH OTBET:

a. CUCTeMY JJOKYMEHTAIIUH 110 TNYHOMY COCTaBY

b. cucremy hrHAHCOBOI TOKYMEHTAIUH

C. pacropsINTENFHYIO CHCTEMY IOKYMEHTAIH

d. TOTOBOPHYIO CUCTEMY JOKYMEHTAIINU

VYmeTh

UCNONIL306AMb NPABULA OP2AHUZAYUU OOKYMEHMUPOBANHUS U
onepamusHo20 xpanenus 00KyMeHmo8 npu MoOeaupo8anHul
CMPYKMYpbl OOKYMEHMANbHO20 POHOA He20CYOAPCMEEHHO

opearnusayuu, noab3oeamsCsi NPUMEPHBIMU HOMEHKIAmypamu oen onsa

NPOEKMUPOBAHUS HOMEHKAAMYPbL Oe/l OP2AHU3AYUU  KOHKPEMHO20
muna,
CaMOCmMosImeIbHO NpUobpemams 3Hanus 6 oonacmu

O0OKYMEeHMUpo8anus 0esimelbHOCU He20CyOapCmEeHHOU Op2aHUu3ayuL,

OPUEHMUPYACH HA KOHKPEMHYIO OP2AHU3IAYUOHHO-NPABOBYIO (hOpMY;

IIpakTHyeckoe 3axanmue Ne 1
3ananne. CnpoeKTUPOBATHL HOMEHKJIATYPY JeJl OJHOI
HEroCyIapCTBEHHOIl OPraHM3aliHu MO0 HCXOAHBIM YCJIOBHUSIM.
Haszpanus opranu3anuii BbIMbIILJIEHHbIE.

1. Hazpanue opranmzamuu — OOO  «BsicoTa»
r. EkarepunOypr; cdepa  HIeATENBHOCTH —  CTPOMTENBCTBO
(3aCcTpOUIITHK).

2. Ha3Banue opranmsanuu — KpectbsiHckoe (epmepckoe)
xo3stiictBo  «CamaBar»  Pecnybnmka — bamkoprocran;  cdepa
neaTenbHOCTH - CeabCKoe X03SIMCTBO (3KUBOTHOBOJICTRBO).
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3. Hazanme opranm3aruu — CHT «Ypoxaii» . UensOnHCK;
cthepa mestenpHOCTH - CamoBOICTBO, OTOPOTHHUYECTBO M JTadHOE
XO034MCTBO.

4. Haspanwne opraamzanuu — OO0 «CUb» r. HoBocubupck;
cdepa aestenbHOCTH - OnepaTophbl COTOBOM CBA3U.

5. Ha3panue opranusanuu — XO03iUCTBEHHOE MapTHEPCTBO
«Kype» 1. MockBa; cdepa OesTeIbHOCTH - TOPrOBO-3aKyNOYHAast
JESTEIBHOCTD.

6. Haspanume oprammzamuu — OOO «ABTOTOPr» T.
Kanmununrpan; cdepa nesrenbHoct — Toprosist. KomuccroHHbie
MarasuHsbl 110 TOPTOBJIE TPAHCIIOPTHBIMU CPEICTBAMMU.

7. Ha3Banue opranmzanuu — nonHoe ToBapumectBo (I1T)
«Iuzenby; chepa gesTeabHOCTH - HedTeraszomo0bIBarOIINX
MIPOU3BOICTBO.

8. Hazpanme opranmzammu — OOO «[IlunkepTon»; cdepa
JACATCIIbHOCTU — YacTHas JACTCKTHUBHAA U OXpaHHaA NCATCIbHOCTD,
areHTCTBO.

9. HaszBanwme opranmzanuu — U1 «MBanoB U.N» peknamHbIi
xKypHain «Cdepa»; cdepa nestenbHocTH - CpencTBa MaccoBOH
nHpopmanun. Pexnama.

10. HasBanue opraHu3anuy — accouuanys TypareHTOB M
TyponiepatopoB «bnmok» 1. Camapa;  chepa nesTeNIbHOCTH —
TYpUCTCKasi JEATeNIbHOCTh, 3allliTa HWHTEPECOB TYpPareHTOB,
TypOLEepaToOpOB, TYPUCTOB.
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!!!Homep 3a0anus, evloupaemoeo 0Jis anaiusa,
coomeemcmeyem nopsaoKo8OMY HOMePY DAMUTUU CIYOeHMA 6
cnucke epynnul. Eciu 6 epynne 6onel0-mu uenosex, mo, HAUuHas ¢
O0OUHHAOYAMO20 CMyOeHmd, omyem 3a0anull Hayunaemcs ¢ Ne 1.

Memoouueckue pexomenoayuu

Jns  BbINONHEHWs  3aJaHusl  OPUEHTUPOBATbCA  HA
TeopeTuueckuil Mmatepuain Paznenos 1 u 2.

B  HomMeHkinarype JoKeH ~ OBITh  OTPaXEH  BeECh
JIOKyMEHTANBHBI  (OHJ, TPEACTaBICHHBIH  YIpPaBIEHYECKOMH
JIOKYMEHTAIMUEH 1 JIOKyMEHTAIUeH 00eCIIeYrBAOIIEro THIIA.

HammeHoBaHUST 3aroJIOBKOB Jiell HEOOXOJHMMO CBEPSTH C
TUIOBBIMU TIEPEUHSIMH apXUBHBIX JOKYMEHTOB (cM. McTouHMKHM).
Oo6s3atensHo cnexyer m3yuntb ['K PO B wactw, kacaromeiics
BeiOpanHOH OIl®, u ¢enepanbHBIMA 3aKOHAMH TI0 YKa3aHHBIM
BUAAM  JESITENbHOCTH; YYHMTBIBalTe MPH  NPOESKTUPOBAHUHU
HOMEHKJIaTyp HOPMAaTHBHbIE IPaBOBbIE aKThl CyObekTOoB PD n mx
TEPPUTOPHAITLHBIX 00pa30BaHUH.

[lpu mpoeKkTHpOBaHWM MCIIONB30BATH THIIOBYIO TAOIUILY
(hopMBI HOMEHKJIATYPHI e ¢M. Tabmuiy 1.

Tabnuna 1
DopmMa HOMEHKJIATYPHI JI€J1 OpraHUu3alu
Cpok
XpaHeHus
H K eJla u
3aros0BoK A Mpume
HIEKC 0J1-BO Ne crar
aejaa YaHHUS
aeaa el. Xp. 1871
no
IlepeuHio
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2 3 4 5

10.

Hemoynuxu

OenepanpHenii 3akoH oT 22.10.2004 N 125-®3 "O6
apxuBHOM Jiesie B Poccuiickoii @eaepanun”

[lepeueHr ~ TUMOBBIX  YNpPaBIEHYECKUX  APXUBHBIX
JOKYMEHTOB, OOpa3ymOLIUXCSl B IPOLECCE NESTEIbHOCTH
roCy1apCTBEHHBIX OpraHoB, OpraHoB MECTHOTO
CaMOYIpaBJICHUS U OpraHu3alyii, C yKa3aHHEM CpPOKOB HUX
xpaHeHus", ytB. Ilpukazom Munkynetyper PO ot
25.08.2010 N 558 (cm. ykaszarenb BHIIOB JJOKYMEHTOB K
Hemy);

[lepeuenn THUIIOBBIX APXHUBHBIX JOKYMEHTOB,
oOpasyromuxcs B HAyYHO-TEXHUYECKOU U
MPOU3BOJICTBEHHOM  J€ATEIbHOCTA  OpTraHu3allvii, ¢
yKa3aHHeM  CpOKOB  XpaHeHus, yTB. [Ipukazom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cM. ykazaTenb K
Hemy);

CripaBounas napopmanus: "Cpoku XpaHeHUs] JOKYMEHTOB

opranm3anmii” (Martepuan TOATOTOBIEH CIEIUAIHCTAMU
Koncynprantllntoc) //  Koucymprantllmoc. —Pexum
JIOCTYyTIA:

http://www.consultant.ru/document/cons doc LAW 12
17771

[TonoxeHue o MOpsIKE U CPOKaX XPaHEHHUs JOKYMEHTOB
aKIMOHEPHBIX 001IecTB, yTB. [locranoBinennem OKIIb PO
ot 16.07.2003 N 03-33/1c.



http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010
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Bnanets

cnocobamu OeMOHCMPayuy YMeHUs aHAIU3UPOBAMsb CUMYAYUIO
O00KYMeHmanbHbulll hOHO He20CyOapCmeeHHOU Opeanu3ayuLL;

HaBbIKAMU 0000UeHUsI Pe3YTbIMAMO8 AHAIU3A CeYUDUKU
OOKYMEHMANbHO20 (POHOA opeanuzayull onpedeseHHo20 mund,
npuemMamu MoOeaupo8anusi pe3yibmamos peuieHust npophecCuoHamIbHbIX
3a0au.

KonTtpoannas padota
KoutposabHasi padota
COCTaBHTH pedepaT 1o TeMe:

«/loKyMEeHTUpOBaHUE JIESATEIBLHOCTH HETOCYJapCTBEHHON
opranuzalMy (yKa3aTb BBIOPAaHHYIO OpraHW3alMOHHO-TIPABOBYIO
¢dbopMy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TPHUBEICHBI
amxke. OHU He JOJIKHBI TIOBTOPATHCA B T'PYIIIC

TpebGoBanus k pedepary

Conepxanue JOJKHO AIEMOHCTPUPOBATH CIEAYIONINE 3HAHMUS
Y YMEHUS CTYIICHTOB:
3uanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA  OesAMeNbHOCMU
He20Cy0apcmeeHHbIX OP2aHU3aAYULL;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOapCmMEEHHBIX
KOMMePYecKUX U HeKOMMEPUEeCKUX OPeaHu3ayull;
- mMunogoeo cocmaga cucmem OOKYMEHMAayuu, Gopmupyowux
O0OKYMEeHMAaNbHbI (HOHO HE20CYOaPCMEEHHbIX OPLAHUAYULL,
- cnocobos u cpedcms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esimeIbHOCIU He20CYOapCMEEHHbIX OP2AHU3AYULL;

- HopMamueHo-npaeoeblx aKmoe, peeﬂa/weﬂmupyiomux
()e}lm€ﬂbHOCWIb u ee OOKyMeHWlMPOG(lHMe 6 HEZOCy()apCWlGeHHblx
OpP2aHUZAYUSIX.

VYmenue

- cocmasums HOPMAMUEHO-NPABOYI0 0a3y OOKYMEHMUPOGAHUsL
OesimenbHOCMU KOHKPEMHOU 0p2aHu3ayuu;

- cocmasums NPOeKm HOMEHKIAMYPbl 0ell OP2AHU3AYUY, UCXOO0S U3
MUN0BO20 COCMABA CUCMEM YNPABIEHYECKOU OOKYMEHMAyuu,
OpP2aHU3AYUOHHBIX U HOPMAMUGHO-NPABOGLIX  OOKYMEHMOS,
pe2namenmupyouux 0esAmenbHOCHb He20cy0apcmeeHHou
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opeanusayuu.

TunoBoii miaaH pedepara

25.

26.

27.

28.

XapaKkTepucTHKa  OpPraHU3allMOHHO-TIPABOBOM  (OPMBI
(OIl®) nerocymapctBeHHO opranuzanuu. (JKemateabHo
NPUBJICYCHNE CTATUCTHUECKUX NAHHBIX O TOM, CKOJBKO B
Poccun/ perumone/obsacte/ Topoje  3aperMCTPUPOBAHO
opramuzanuii ganaoit OI1®).
OO0mass XapakTepuCTHKa YIpaBIEHUS  OpraHu3aluei
nmanHoi OIId.
OCHOBHOH COCTaB HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB,
pErIaMeHTHUPYIOIINX ACATEIIbHOCTh HErocyAapCTBEHHOM
opraamanuu ganHoi OIID (cwm. IlpakTrueckoe 3aganue 2).
XapakTepucTHKa JOKYMEHTAJIbHOTO (DOHIA (JIOKYMEHTOB,
179 KOMILJIEKCOB u CUCTEM JOKYMEHTAIINH,
(dopMHUpYIOIIMXCS B JAEATEIBHOCTH HETOCYIapCTBEHHON
OpTraHM3aIlNN):
OpraHu3alMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTaHOBAs JIOKYMEHTAITHS;
pacropsAuTeNnbHas JOKyMEHTAIIUS;
WHPOPMAITMOHHO-CITPABOYHAS u
CIPaBOYHO-aHAINTHYECKAS JOKYMCHTAIIHS;
OTYeTHAas IOKYMEHTAIHS;
e JIOKYMEHTalUss O oOecneueHuo Kaapamu (I0
JIMYHOMY COCTaBY);
e (uHaHCOBas JOKyMeHTauus (OyXraJlTepcKuil yder
Y OTYETHOCTb);
® JIOKYMEHTalMsi 10 MAaTepHaJbHO-TEXHUYECKOMY
00ecITeueHunIo;
JIOTOBOpHASI IOKYMEHTAIIHS,
e JIOKYMEHTaluss 1O  JOKYMEHTAallHOHHOMY H
WHPOPMALTMOHHOMY 00€CHEeUCHHIO eATENbHOCTH
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YUPEKICHHUS;
e JIpyrue CHUCTEMbl JOKyMEHTAallMH, BKIIIOYas U Te,
KOTOPBIE OTPAXKAIOT OCHOBHYIO AEATEIBHOCTD U T.1.
29. Anamms MIPUMEPHOH HOMEHKJIATYPBI bi ()

HETOCYIapCTBEHHOM OpraHU3aIty.

30. CnocoObl 1 cpeacTBa JOKyMEHTHPOBaHUs MHPOpMau B

HETOCYIapCTBEHHOH OpraHu3aluu

31. llopsanok XpaHeHHUs JOKYMEHTOB HEroCyJdapCTBEHHOH
opranuzanuu fanHo OIID.
32. CrHcoK TUTEPaTyphl 1 UCTOYHHUKOB.

Cmpykmypa pegepama: TUTYIbHBIA JUCT, OIJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OMTas Ha MYHKTHl (IIyHKTHI
03arjiaBiCHbl), 3aKIIOYEHHE, CIUCOK JINTEPaTyphl, MPHUIOKECHUE
(ipy HEOOXOIUMOCTH).

Obvem pedepara T0IDKEH COCTABIIATh HE MEHee 15 cTpaHuIl
(mo cnircka nutepatypsl) (14 mpudt vepes 1,5 naTeppana).

KitoueBble c0Ba M 3arojioBKM pas3zieiioB JOJDKHBI MMETh
pasHble IPUGTOBBIC BHIACICHUS.

[uratHelii MaTepuan pedepara opopmisieTcss B COOTBETCTBHH C

HOPMAaTUBaMM  HAy4YHbIX  pabOT (CHOCKM €  yKa3aHUeM

JUTEPATypHOTr0 UCTOYHHUKA, HOMEPA CTPaHHILL 0053aTEIIbHBI).
TemaTuka pedepaToB 1o Kypcey

1) Joxymenmupoganue OesmenbHOCMU NOIHBIX MOBAPULYECNG

2) Jloxymenmupoeanue  OessmenvHoCmu — 00wecms ¢
02PaHUYeHHOU 0OMBEMCmMEEeHHOCMbIO.

3) Hoxymenmuposarue oesimenbHOCmu KPeCmubsHCKUX
(chepmepckux) xozsiicms.

4)  JJokymenmupoganue — O0esmenbHOCMU  XO3AUCMEEHHbIX
napmuepcms.

5) [oxymenmuposanue OesmeibHOCMU NPOU3BOOCHGEEHHBIX
KOONepamusos.
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6) Hoxymenmuposanue OesmenbHOCMU NOMPEOUMENbCKUX
Koonepamueos (BHIOPATh JIFOOYIO U3 CIEAYIOMHX GOPM):

7) SKUIHIIHBIHA,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapakHbIH KOOIIEPATHB,

10) capoBogUecKHii, OTOPOTHUIECKUI U TaYHbIH KOOTIEPATHB,

11) noTpeOUTENbCKHIA KOOTIEPATHB,

12) o01ecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBIH KOOTIEPATHB,

14) boux npokara,

15) cenbCcKOX03SHCTBEHHBIN MTOTPEOUTEITLCKUI KOOTICPATHB.
16) Hoxymenmuposanue  OesmenvHocmu  0OUWECTNBEHHBIX
opearusayui (BEIOPATh JIOO0YIO U3 CIEAYIOMHX POPM):

17) nonuTHveckue napTum,

18) coznanHbIe B Ka4yecTBe IOPUINIECKUX JIHIL
npoecCuoHaNbHBIE COI03HI (IMTPO(COI3HBIE OPraHU3aIINN),

19) opranbl 00IIIECTBEHHON CaMO/IEATEIbHOCTH,

20) TeppuTOpHAIIEHEIE OOMIECTBEHHBIE CAMOYITPABICHHUS.

21) Joxymenmuposanue oesmenbHOCmu accoyuayuil (Coro308),
(BBIOpATH JIFIO0YFO U3 CIEAYIOMIHUX POPM):

22) HEeKOMMepUYECKUe MapTHEPCTBA,

23) camoperyaupyeMbie OpraHu3aIiim,

24) oObenuHEeHUs paboTomaTeNeH,

25) oObeauHeHUs MPO(eCCHOHATBHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTaHU3aIINH,

27) TOpProBO-TIPOMBIIIICHHEIE,

28) HOTapHaJIbHBIC MAJATHI.

29) JJokymenmuposanue desimenbHOCU mosapuujecms
COOCMBEHHUKOB JHCUNBSL.

30) JJoxymenmuposanue desmenbHOCmU Ka3aubux 00uecms.

31) [okymenmuposanue Oesmenvrocmu (Honoos (BHIOPATH
o010 U3 caeayromux GopM):




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

32) o61ecTBeHHBIE
33) 6marorBopuTEIBHEIE (HOHIEL.

34) Hdoxymenmuposanue OesmenbHOCHU PEeNUSUOZHBIX
opeanuzayuil.
35) JJokymenmuposanue OesmenbHOCMu  RYOIUYHO-NPABOBHIX
KOMNAHUUL.
36) JJoxkymenmuposanue desimenvHoCcmu A0BOKAMCKUX
0bpazosanui.
BJIaJIeHUEM TeHAeHUSIMH pa3BuTHS
IK-5 HHPOPMAMOHHO-A0KYMEHTAIHOHHOI0 U o0ecnevyeHusl YNpPaBJIeHUs APXUBHOIO
aenaa
3HaTh CROCOOBL OOKYMEHMUPOBAHUS OESIMENbHOCIU OP2AHU3AYULL Bomnpocs k 3auery
00 omeemcmeeHHOCMU pyKogooumenell opeanuzayuti  u cneyuaiucmos | 1.VIHGopMaImoHHO-cripaBoyHast (aHanuTHUYECKAS win
1O YNpagieHuio OOKYMeHmamu 3a OOKYMeHmupoganue 0eiosol u UH()OPMALIMOHHO-aHATTUTHYECKAs ) cucrema JIOKYMEHTAINH

VIPABNEHUECKOl 0eAMENbHOCIU;

OCHOBHbIE MEHOCHYUU UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20
obecneueHuss OOKYMeHMUPOBAHUS  0esmeNbHOCMU
He20CyO0apcmeenHblX Opeanu3ayul;

603MOJICHOCTU YNOPAOOUEHUS 0eNI08OU U YNPABTIeHUECKOU
dessmenbHOCMY Op2anu3ayuu 61a200apsa CUCMeMamu3ayuu u
Kaaccupuxayuu OOKyMeHmos.

HEroCyJapCTBEHHOW OpraHm3aluu. 3ajadyd U BUABI TOKYMEHTOB.
Crienuduxka.

2. JloxyMeHTa1us 1Mo HHPOPMAITUOHHOMY U IOKYMEHTAIIHOHHOMY
00eCTeYeHNIO IeATENFHOCTH HeTOCYJapCTBEHHOW OpraHU3allnuH.
3agauu v BUABI JOKyMeHToB. Crieunguka

3. OcoOeHHOCTH AOKYMEHTAJIbHBIX (DOHIIOB HETOCYIapCTBEHHBIX
KOMMEPYECKUX OpraHu3alui.

4. CucteMoii JOKyMEHTaluN 00eCIIeYNBAIOLIET0 THUIIa CHCTEMA B
HErocyJJapCTBEHHOM OpraHMW3aluu. 3a7a4u 1 BUJbI JOKYMEHTOB.
Crenunduxka.

5. HoMmenkiatypa /ies1 Herocy1apCTBEHHON OpraHu3aluu.
6.CriocoObl JOKyMEHTHPOBAHUSI U €T0 PE3YJIbTaThI.

7. TuroBoii cocTaB CUCTEM JIOKyMEHTAIIUH, 00pa3yroIuiics B
JiesiTeNIbHOCTH oprann3annii. O0IIast XxapakTeprCcTHKa.

HToroswlii TECT IO KypCy
Bompoc 1
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IOpumndeckass 0TBETCTBEHHOCTh 3a pabOTy ¢ JOKyMEHTaMHU
MPOSIBIIICT TEHICHIHIO. . .

Br16epute oquH OTBET:

a. K 0cJ1a0JICHHIO

b. crabuisHOCTH

C. K YCHJICHHIO

d. k mepepacnpeaeneHII0

Bompoc 2

Kaxkoii rocopran npoBoAUT PErUCTPALINIO FOPUIUNYECKUAX JTUL?

Bribepute oMH OTBET:

a. TeppUTOpHAIBHBIE OpraHbl ['0CyaapCTBEHHOIO KOMHUTETa
10 CTaTUCTHKE

b. peruonHaneHble OTAeneHuss DoHIA  COIMANBHOTO
CTpaxoBaHUsA

C. TeppUTOPHAJIBbHBIH OpraH MHHHCTEpCTBA MO HAJIOraM M
coopam (MHC) PD

d. TeppUTOpUalbHbIE  OpraHbl ~ MMHHHUCTEpPCTBA IO
AQHTHMOHOIIOJIEHOW TIOJIUTHKE U TTOAJACPKKE MPEANPUHUMATEIbCTBA

Bompoc 3

Kakoli u3 mepeunciaeHHbIX TOCYIJapCTBEHHBIX OpPraHOB
MPUCBAaWBaeT M COOOIIACT OpPraHU3alluu KOJbI, XapaKTepPH3YIOIIHe
€ro X034WCTBEHHYIO JeSTeTbHOCTh?

Bri0epuTe o1uH OTBET:

a. peruoHanbHble  oTneneHus PoHIA  CONMAIBHOIO
CTpaxoBaHUs

b.  TeppuropuanbHble ~ opraHsl ~ MHHHCTEpPCTBA IO
AHTHUMOHOIIOJIBHOM MOJINTUKE U MOAJIEPKKE TPEAIPUHUMATEIBCTBA

C. TEPPUTOPUAIBHBIE OpraHbl 1'0CYyITapCTBEHHOIr0 KOMHUTETA
10 CTATHCTHUKE
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d. TeppI/ITOpI/IaIII)HI:Jﬁ opran MI/IHI/ICTepCTBa II0 HajJoraMm u

coopam (MHC) PO

Bormpoc 4

HerocynapcTBeHHble OpraHu3anuu AeIsSTcs Ha ...
BribepurTe 01MH WM HECKOIBKO OTBETOB:

a. HEKOMMEpPUECKHe

b. akmoHepHbIC

Bonpoc 5

[lepBrie akoHepHbIe 001ecTBa B Poccun BOZHUKIH. ..
Bribepute onuH OTBET:

a. B cepenune XVIII Beka

b. B 1990-x romax

c. B 1922 rony

d. B cepenune XIX Beka

Bompoc6
[Ipeanpusitusi, HaxoAsIMecs B YaCTHOM COOCTBEHHOCTH, B

IICJIOM IO SKOHOMUKE Poccuu cOCTaBIIsIoOT ...

BriGepure ouH OTBeT:

a. 50% ot o01ero 4ncia npearnpusI T

b. Menbie 1 % ot o01ero yucia NpeAnpUsITH
c. 6ombie 80% oT 0011ero Yncia npeAnpHsTHI
d. menbuie 20% oT o011ero yucia npenpusTHIA

Bonpoc 7

ToproBo-IpOMBINIUICHHEIE TTANATH OTHOCSTCS K. ..
Bribepute ouH OTBET:

a. rOCyJapCTBEHHONH HEKOMMEPUECKOM OpraHu3aliu

b. Herocy1apcTBEHHO HEKOMMEPUYECKOW OpraHU3aINN
C. HETOCY/IapCTBEHHON KOMMEPUYECKOH OpraHu3aIiu

d. rocynapcTBeHHON KOMMEPYECKOH OpraHu3aIuu
Bormpoc 8
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ToBapuiecTBa COOCTBEHHUKOB YKHJIbSI OTHOCATCS K. ..
Br16epute oquH OTBET:

a. HErocy1apCTBEHHON HEKOMMEPUYECKON OpraHu3aluu
b. rocynapcTBeHHON KOMMEPYECKOI OpraHnu3aliu

C. rOCYapCTBEHHON HEKOMMEPUECKOH opraHu3aiiuu

d. HerocymapcTBeHHOM KOMMEPUYECKOW OpTaHU3aIiN

Bormpoc 9
OO0mecTBa ¢ OrpaHMYEHHONW OTBETCTBEHHOCTHIO OTHOCSTCS

Bribepute oMH OTBET:

a. HETOCY/IapCTBEHHON KOMMEpUECKOil opraHu3aiiu

b. rocymapcTBeHHOI KOMMEPYECKOH OpraHu3aIiun

C. rOCYAapCTBEHHONH HEKOMMEPUECKOI opraHu3aIiuu

d. Herocy1apCcTBEHHOM HEKOMMEPYECKOH OpraHu3aIin

Bompoc 10

Tekcr Bompoca

Bomnpocamu epefadyd  Ha  XpaHEHHUe
JIMKBUIMPOBAHHBIX OPraHU3aLMH 3aHUMAIOTCH ...

BriOepuTe ouH OTBET:

a. HaJIOTOBAast MHCTIEKITUS

b. pyKoBOAMTENb JIUKBUIUPYEMON OpraHU3alluu

C. YUpEAUTEIH

d. nukBHIATOp

JIOKYMEHTOB

YMeTh

camocmosmenbHo npuo6pemamb 3Hanus 6 obnacmu
uH¢)0pMal4u0HHO'()OKyMeHmaL;MOHHOZO u obecneuenus npoyecca

OOKYMEHMUPOBAHUSL 0esTMeTbHOCHU, ONUPAACH HA Y4eOHUKU U YieOHble

nocoous;, nyoauxayuu npo@ecCuOHAIbHbIX NePUOOUYECKUX USOAHULL
oenams yMO3aKIIOUeHUsL N0 AHAU3ZY MEeHOEHYULl Pa38Uumus.
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 0DecneyeHus]

IIpakTHyeckoe 3ananue Ne 1
3ananne. CnpoeKTHPOBATh HOMEHKJIATYPY JeJ1 OIHOI
HErocyIapCcTBEHHOI OpraHM3alMUd MO0 MCXOJAHBIM YCJIOBHSIM.
Haszpanus opranu3anuii BbIMbIILJIEHHbIE.
«BpIcOTaY

1. Haspamme oprammzammu — 00O
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He20Cy0apCmeeHHbIX OPeaHU3aYULL N0 MAMeEPUAIAM RepuoOULecKUx
npogheccuonanbHbIxX U30aAHUL.

r. EkarepunOypr;  cdepa
(3aCTpPOUIITHK).

JACATCIIBHOCTHU - CTPOUTCIILCTBO

2. Ha3Banue opranmsanuu — KpecthbsiHckoe ((epmepckoe)
xo3stiictBo  «CamaBar»  PecnyOmmka — bamkoprocran;  cdepa
neaTenbHOCTH - CelbCKoe X03IMCTBO (’KUBOTHOBOCTRO).

3. Ha3Banue opranuzamuu — CHT «Ypoxaii» . UensiOuHCK;
chepa aesrensHOCTH - CagoOBOJCTBO, OFOPOJHUYECTBO U JIAYHOC
XO3SIUCTBO.

4. Haspanue opranuzanuu — OO0 «CUB» r. HoBocubupck;
cthepa nestenpHOCTH - ONIEpPaTOPBI COTOBOM CBS3H.

5. Ha3BaHue opraHuzalMy — XO3SIMCTBEHHOE NapTHEPCTBO
«Kype» 1. MockBa; cdepa OesTEIbHOCTH - TOPrOBO-3aKyNOYHAas
JeSITEIBHOCTb.

6. Hassanme opranmsammm — OOO «ABToTOpr» T.
Kamununrpan; cdepa nestensnoctu — Toprosis. Komuccuonusie
MarasuHsl 110 TOPTOBJIE TPAHCIOPTHBIMU CPEACTBAMHU.

7. Ha3Banue opranuzanuu — nosHoe ToBapuiectBo (I1T)
«duzenb»; cdepa meaTenbHOCTH -  HedTerazogoO0bIBAIOIINX
MPOM3BOCTRO.

8. Haszanme opranmzammu — OOO «llunkepron»; cdepa
JIesITeIbHOCTH — YacTHas JeTeKTHBHAS M OXpaHHAs JeSTeNbHOCTb,
areHTCTBO.

9. Hazanwue opranmzanuu — U1 «MBanoB U.N» peknamMHbIi
KypHan «Cdepan; chepa mestenpHocTH - CpencTBa MaccoBOH
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nHpopmanun. Pexnama.

10. HazBaHne opraHW3amii — accoIMalii TYpareHTOB U
TyponiepatopoB «bnmok» 1. Camapa;  chepa OesTeIbHOCTH —
TYPUCTCKaA JACATCIIBHOCTD, 3alura HUHTCPECOB TYparc¢HToB,
TypOoTepaTopoB, TYPHUCTOB.

/!!Homep 3a0anus, svlbupaemoco 0Jis aHaiu3sa,
coomeemcmeyem nopsoKOBOMY HOMePY (PamMuiuy CmyoeHma 6
cnucke epynnot. Eciu 6 epynne 6onel 0-mu uenogex, mo, Hauunas ¢
0OUHHAOYAMO20 CMyOeHmd, omyem 3a0anull Hayunaemcs ¢ Ne 1.

Memoouueckue pexomenoayuu

Jns  BbINONHEHWs  3aJaHusl  OPUEHTUPOBATbCA  HA
TeopeTnueckuil marepuan Pazgenos 1 u 2.

B  HoMeHkmarype JOKeH ~OBITh  OTpaXEH  BeCh
JOKYMEHTAJIBHBIH ~ (OHA, TPEACTaBICHHBIM  yNpaBJIEHYECKON
JOKYMEHTalMel 1 JOKyMEHTalueil 00ecreyrBaoiero THIa.

HammeHoBaHUST 3aroJIOBKOB Jiell HEOOXOJHMMO CBEpSTH C
TUTIOBBIMU TIEPEYHIMH apXHUBHBIX TOKYMEHTOB (cM. McTtouHukwm).
Obs3arensHo cnenyer u3yuutb 'K P® B wactm, kacaromebics
BeiOpanHOW OIl®, u ¢enepanbHBIMA 3aKOHAMH TI0 YKa3aHHBIM
BAJAM  JESITENbHOCTH; YYWTBIBAWTE TIPH  MPOEKTUPOBAHUHU
HOMEHKJIaTyp HOPMAaTHBHBIE IPaBOBbIE aKThl CyObekToB PD n mx
TEPPUTOPUAIIEHBIX 00pa30BaHUH.

[Ipn mpoeKTHpOBaHWH WCHOIB30BATh THUIIOBYIO TaOIHUILY
(hopMBI HOMEHKJIATYPHI e ¢M. Tabmuiy 1.

Tabmuna 1
Dopma HOMEHKJIATYPHI JIeJl OpraHn3alun
| I/I| 3aro/10BoK | K Cpox | l'[pnMe|
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HIEKC neJia 0JI-BO | XpaHeHHA YaHUA
aena el Xp. aena u
Ne crar
bH
o
IlepeuHio
1 2 3 4 5
Hemounuxu
11. ®enepanpHbiit 3akoH ot 22.10.2004 N 125-®3 "OO6

12.

13.

14.

apxuBHOM Jene B Poccuiickoit @enepanun”

[Tepeuenn THIIOBBIX YIPaBICHUECKUX ApPXUBHBIX
JIOKyMEHTOB, 00pa3ymoINUXCcsS B MPOIECCE SATEILHOCTH
rOCy1apCTBEHHBIX OpraHoB, OpraHoB MECTHOI'O
CcaMOYTIpaBJIEHUSI U OPTraHU3alUN, C YKa3aHHEM CPOKOB HUX
xpanenus", ytB. [Ipukazom MunkyneTypel PO o1
25.08.2010 N 558 (cM. ykaszartenmb BHJIIOB JIOKYMEHTOB K

Hemy);

HepequL THUITIOBBIX APXUBHBIX JTOKYMCHTOB,
oOpasyromuxcs B HAyYHO-TEXHUYECKOH u
NPOM3BOJACTBEHHON  JEATEIbHOCTH  OpraHu3auui, ¢
yKazaHWEeM  CpPOKOB  XpaHeHus, yTB.  I[Ipukazom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cMm. ykazaTenb K
Hemy);

CripaBounas nHpopmanus: "Cpoku XpaHeHUs] JOKYMEHTOB
opranmzanmii" (MaTepran MOATOTOBICH CHEIHAIACTAMU
Koncynprantllntoc) //  Koucymprantllmoc. —Pexum
JIoCTyma:
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http://www.consultant.ru/document/cons doc LAW 12
1777/

15. IlonoxeHne O MOPAAKE W CPOKaX XpaHEHHUS JOKYMEHTOB
aKIMOHEePHBIX 00mIecTB, yTB. IloctanoBnennem ®KIb PO
ot 16.07.2003 N 03-33/mc.

Bnanets

Cnocobamu cogepuieHCcmeo8anus NpoPHecCUOHaNIbHbIX 3HAHUL U YMEHUL
nymem UCnoIb308aHUsL B03MONCHOCIE UHPOPMAYUOHHOU cpedbl npu

onpeoeneHuu meHOeHYull pa3eumust
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0DECneueHUs YRPAGLeHUs.
apxueHoeo oend;

npuemMamu aHAIU3a HOPMAMUGHbIX AKMO8 6 0bacmu
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 0DecneyeHUs: OessmelbHOCTNU
He20Cy0apCmeeHHbIX OP2aHU3AyUilL;

npuemMamu uccie008aHust UHPOPMAYUOHHO-OOKYMEHMAYUOHHO2O0
obecneuenust 0esimenIbHOCMU He20CYOapCmEeHHbIX OP2anu3ayuil no
UCTNOYHUKAM U HAYYHOU JUmMepamype

KonTpoabnas padora
KounrpoabHas padora
cocTaBUTh pedepar mo Teme:

«/loKyMEeHTUpOBaHUE JIESATEIBLHOCTH HETOCYJapCTBEHHON
opraHuzaluy (yKa3aThb BBIOpPaHHYIO OpPraHH3allHOHHO-TIPABOBYIO
¢dbopMy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TIPHUBENCHBI
Hwke. OHU HE IOJDKHBI [TOBTOPSITHCA B TPYIIIIE

TpeboBanus k pedepary

ConepxaHue JOJDKHO JIEMOHCTPUPOBATH CIEAYIONINE 3HAHUS
W YMEHUS CTYJICHTOB:
3uanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA  OesAMeNbHOCMU
He20CyO0apcmeenHblX Opeanu3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOapCMEEHHBIX
KOMMEPYECKUX U HEKOMMEPYECKUX OP2aHU3AYULL
- mMunogoeo cocmaga cucmem OOKYMEHMAayuu, Gopmupyowux
OOKYMEeHManbHblli YOHO He20CYOapCmBEeHHbIX OP2AHU3AYULL,
- cnocobos u cpedcme OOKYMEHMUPOBAHUs, NPUMEHSIEMbIX 8
npoyecce 0esimenbHOCMU He20CYOapCmEeHHbIX OPeAHU3AYULL
- HOPMAMUBHO-NPABOBbIX axkmos, pecnameHmupyrouux
OesmenbHOCmb U ee OOKYMEHMUPOBAHUE 8 He20CyOapCmEeHHbIX
Op2aHU3AYUAX.
Ymenue



http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010
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- cocmasums HOPMAMUEHO-NPABOBYI0 0a3y OOKYMEHMUPOBAHUsL
OesimeNibHOCU KOHKPEMHOU 0p2aHu3ayuu;

- COCTNABUMb NPOEKM HOMEHKIAMYPbl 0ell OP2AHU3aAYUL, UCX005 U3
MUN0B020 COCMABA CUCEM YNPAGIEHYECKOl OOKYMeHmAayuu,
OpP2aHU3AYUOHHBIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMOS,
pe2nameHmupyrouux OdesimenbHOCMb He20Ccy0apcmeeHHouU
opeaHu3ayuu.

TunoBoii 1iaH pedepara

33. XapakTepucTuKa  OpraHW3aIlMOHHO-TIPaBOBOM  (HhOpMEI
(OIl®) nerocynmapctBeHHOM opranuzanuu. (JKemateabHo
MPUBJICYCHNE CTATHCTHYECKUX JAaHHBIX O TOM, CKOJBKO B
Poccun/ permone/obmacte/ TOpOIE 3apETUCTPUPOBAHO
opranuzanuii fanHoi OIID).

34. OOmiasi  XapakTepUCTHKAa YOpPaBJICHUS  OpraHu3aluen
naguou OI1D.

35. OcHOBHO#1 cOCTaB HOPMATHBHO-TIPABOBBIX JOKYMEHTOB,
perIaMeHTHUPYIOIINX JEATEIbHOCTh HErocyAapcTBEHHOM
opraamanuu ganHoi OIID (cm. [lpakTrueckoe 3aganue 2).

36. XapakTepucTuka JOKYMEHTaIbHOro (poHma (IOKYMEHTOB,
179 KOMILJIEKCOB u CUCTEM JOKYMEHTAIINH,
dopMHpYIOIIUXCS B JIEATEIBHOCTH HETOCYapCTBEHHON
OpraHu3aIyn):

OpraHU3aIllMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTAHOBAsS JIOKYMEHTAITHS,

pacropsiuTeNbHas JOKyMEHTAIIUS;
WHPOPMAITMOHHO-CITPABOYHAS u
CIPaBOYHO-aHAINTHYECKAS JOKYMCHTAIIHS,
OTYETHAs JIOKYMEHTAIHS;

e JIOKYMEHTalusi 10 obecreueHno Kajapamu (110

JTUYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTauusi (OyXraJTepcKuil yder
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U OTYETHOCTD);

e JIOKYMEHTalUss II0 MAaTepHaJbHO-TEXHUUYECKOMY
00eCIeyYeHHIO;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e JOKyMEHTalUss 1O  JOKYMEHTallMOHHOMY H
WH(POPMAITMOHHOMY OOECIIEYCHHIO JeSTeThHOCTH
YUPEKACHUS;

e JIpyrue CHCTEeMBl JOKYMEHTAllUW, BKJIIOYas U Te,
KOTOpBIE OTPa)KaIOT OCHOBHYIO I€ATEIbHOCTD U T.1.

37. Ananmms MIPUMEPHON HOMEHKJIATYPBI bi ()

HEerocyJ1apcTBEHHOM OpraHHu3alty.

38. CnocoObl 1 cpeacTBa JOKyMEHTHPOBaHUs MHQOpMau B

HETOCYapCTBEHHOH OpraHu3alun

39. Ilopsanok XpaHeHUs JOKYMEHTOB HEroCyJdapCTBEHHOMN
opranuzanuu fanHor OI1ID.
40. Comcok uTepaTrypsl 1 HCTOYHUKOB.

Cmpykmypa pegepama: TUTYIBHBIA JUCT, OIJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OWTas Ha MYHKTHl (IIyHKTHI
03arjiaBJeHbl), 3aKJIIOYEHHE, CIUCOK JIMTEpaTypbl, MPUIIOKEHHUE
(Ipu HEOOXOIUMOCTH).

Ob6vem pedeparta TOIKEH COCTaBIATE HE MEHee 15 cTpaHu
(mo cnicka nurepatypsl) (14 mpudr yepes 1,5 untepsana).

KitoueBble ci0Ba M 3arojioBKM pa3ieiioB JOJDKHBI UMETh
pasHble IPUGPTOBBIC BHIACTICHUS.

[uratHpli MaTepuan pedepara opopMISIETCS B COOTBETCTBHH C

HOpMaTHBaMH  HAy4YHBIX  paboT (CHOCKH C  yKa3aHHeM

JUTEPAaTypHOr0 NCTOYHHUKA, HOMEpA CTPaHHIL 0053aTEIIbHBI).
TemaTnka pedepaToB no Kypcy

1) Joxymenmuposanue desimenbHOCMU ROJIHBIX MOBAPUUECTNE
2) Jlokymenmuposganue oesimenbHOCmu obwecms c
02DAHUYEHHOU OMEEMCIMEEHHOCHDIO.
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3) Hoxymenmuposarnue oesamenbHOCHu KPEeCmbsHCKUX
(hepmepckux) xo3siicms.

4) Joxymenmuposanue — OesimenbHOCMU — XO3SUCMEEHHbIX
napmHepcms.

5) [doxymenmuposanue OesmeibHOCMU NPOU3BOOCHEEHHBIX
KOONepamue0s.

6) Hoxymenmuposanue OesmenbHOCMU NOMPEOUMENbCKUX
Koonepamueog (BIOpATh JIIOOYIO U3 CISAYIOMIHNX (GOPM):

7) SKAIHIIHBIHA,

8) KHJIMIIHO-CTPOUTEIbHBIH

9) rapakHbIH KOOIIEPATHB,

10) camoBoUeCKHi, OTOPOIHUIECCKUI M JAYHBIN KOOIIEPATHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o01iecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBII KOOTIEpaTHB,

14) doux npokara,

15) cenbCcKOXO03SHCTBEHHBIN TOTPEOUTEIBLCKHUI KOOIICPATHB.

16) /Joxymenmuposanue  OesmenvHOCmU  0OUWECMEEHHBIX
opearuzayui (BBIOPATh JIO0YIO U3 CIEAYIONIHIX GOpM):

17) nonuTHYeckue mapTuu,

18) coznanHbIe B Ka4yecTBe IOPUINIECKUX I
npohecCHOHAIBHBIE COI03bI (ITPO(COO3HBIC OPraHU3aIINN ),

19) opranbl 00IIECTBEHHON CaMOJICSTEIEHOCTH,

20) TeppuTOpHAaNbHEIE OOIIECTBEHHBIE CAMOYITPABIICHHUS.

21) [lokymenmuposanue 0esmenbHOCmu AcCoyuayull (Coi308),
(BBIOpaTh M00YI0 U3 CIEAYIOIUX GOpPM):

22) HEeKOMMEepUYECKUe MapTHEPCTBA,

23) caMmoperyaupyeMbie OpraHU3aIiim,

24) obbenuHeHHs paboToAaTENEH,

25) o0bearHeHus MPo(ecCHOHABHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTraHU3aIINi,

27) TOProBO-IPOMBbIIIIICHHBIE,
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28) HOTapHaIbHbIC MAIATHI.

29) Jokymenmuposanue  OesimeibHOCMU mosapuuecms
COOCMBEHHUKOB JICUTBSL.

30) Joxymenmuposanue 0esmenbHOCmU Ka3aubux 00uecms.

31) JJokymenmuposanue Oesmenvrocmu @Gonooe (BHIOPATH
mo0yI0 13 cienyrmux Gopm):

32) o61ecTBeHHBIE

33) 6maroTBopuTEIbHBIE HOHIEI.

34) doxymenmuposanue desamenbHOCmu PenUSUO3HBIX
opeanuzayuil.

35) JJokymenmuposanue OesmenbHOCMu  RYOIUYHO-NPABOBHIX
KOMHAHULL.

36) Hoxymenmuposanue desimenvbHOCIU A0BOKAMCKUX

obpazosanuii.




0) Tlopsinok mnpoBedeHHs] TNPOMEKYTOYHOH AaTTeCTAUHMM, TMOKA3aTeJd W KPHUTEPUH
OllEHUBAHMSI:

[TpoMexyTOYHBIN KOHTPOJIB 10 JUCIHUIUINHE TPOXOAUT B popMme 3adeTa:

- Ha OLEHKY «3auTeHo» (65-100%)—, ecnu mpeososieBaeT NOPOroBbiii ypoBeHb. OO0yYarommiics
MOKa3bIBaCT MOPOTOBBIii  ypOBEHb CHOPMHUPOBAHHOCTH KOMIICTCHIHH, T.c. 3HAET CHOCOObL
OOKYMEHMUPOBAHUSL OeSIMENbHOCMU OP2AHU3AYULL, 00 OMEENMCMEEHHOCIU PYKOBOOUmeell OP2aHU3ayull
U Cneyuanucmos no YNpasieHuro OOKYMEHMAamu 3d OOKYMEHMUPOBAHUe O0el080U U YNPAGIEeHYECKOl
0esimeNbHOCU, NPABULA OP2AHUZAYUU OOKYMEHMUPOBAHUSL OesIMelbHOCIU OPeAHUZAYUU, NPUHYUNDL
cucmemMamu3ayuu U KiacCupurkayuu 0OKyMeHmos, KOMNIEKCO8 OOKYMEHMO8, CUCEeM OOKYMEeHMAayuu,
HA3HAYeHUe HOMEHKIAMYpbl 0ell OP2aHU3AYUU, OPUYUATbHBIE UCMOYHUKU ONYOIUKOBAHUS AKMYATbHBIX
HOPMAMUBHBIX Npasosvlx akmog Pd; omauuumenvuvle Xapakmepucmuky 3aKOHOOAMENbCMEd No
OOKYMEHMUPOBAHUIO OesIMEIbHOCMU He20CYOAPCMBEHHbIX OPeAHU3ayUll;, YMEET HAXOOUMb AKMYalbHble
peoakyuu  HeoOXO0OUMbIX — HOPMAMUGHLIX — NPABOGLIX — AKMO8 8  UHHOPMAYUOHHO-NPABOBLIX
unmepnem-nopmanax «Koncynomanmy, «lapanmy u Op.; onpedensimv cocmag cucmem 0OKyMeHmMayuu,
UCX0051 U3 6UOA IKOHOMUHECKOU 0essmeNbHOCMU, (opMbl COOCMEEHHOCU U OP2AHUZAYUOHHO-NPABOBOT
Gopmbl  opeanuzayuu  UCNONBL308AMb  NPABUNLA  OPSAHUZAYUU OOKYMEHMUPOBAHUS U ONEePAMUEHO20
XPaHeHust OOKYMEHMO8 NPu MOOEIUPOBAHUU CIMPYKMYPbl OOKYMEHMANbHO20 (POHOA He20CyOapCmEeHHOU
opeanusayuu, CamocmosimenbHo npuopemamo SHAHUsA 6 obnacmu
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0DeCneyenuss npoyecca OOKYMEHMUPOSAHUsL OesimelbHOCMU,
onupasce  Ha  yu4eOHuku u  yueOuvle  nocobusi;,  BIANEET  HAGLIKAMU  AHANU3A  VPOBGHU
Hopmamugno-memoouueckou 6azvlt /JOY u HOY; npunyunamu cocmasienuss HOMEHKIAmMypvl Oel
opeanuzayuu Cnocobamu OeMOHCMPAYUY YMEHUs. AHAIUUPOBAMb CUMYAYUI0 OOKYMEHMANbHbII (OHO
He20CyOapCmeeHHOl  OP2AHU3AYUU, CROCOOAMU  COBEPUIEHCMBOBAHUSL NPOPECCUOHATIbHBIX 3HAHUU U
VMEHUL nymem UCnoIb3068aHUsL 603MOICHOCIEN UHDOPMAYUOHHOU CPedbl NPU ONpeoeieHul MmeHOeHYuil
Pa3eUmMust UHPOPMAYUOHHO-00OKYMEHMAYUOHHO20 U 0DeCneueHUs YNpasieHus. apXueHo2o 0eid,

— Ha omeHKYy «He 3a4uTeHo» (0-64,9%) — pe3ynbraT 00y4YEeHUs] HE JOCTHTHYT, OOYYAIOIIUIC Ha
NPaKTHYCCKUX 3aHATHUSIX, TMPH HAMKMCAHWH pedepaTta U MOATOTOBKE JOKIaaa HE MOXKET IOKa3aTh 3HAHUS
Ha ypPOBHE BOCHPOM3BEICHHS U OOBSICHCHUS HMH(POpMAIUU, HE MOXKET IOKa3aTh HMHTEJUICKTyalbHbIC
HaBBIKH PEIICHHS TPOCTHIX 3371a4.



