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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
yueOHOM Toly Ha 3acenanuu kadeapsl [lemaroruueckoro oopa3oBaHus U JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Iesu ocBOeHUS THCHUILTHHBI (MO/TYJI51)

- 0000menne W yriuyOneHWe 3HAHUM CTYJSHTOB MO BompocaM (HOPMHUPOBAHHS
KOPIOPATUBHBIX CHCTEM JOKYMEHTAI[MM HETrOCYyJapCTBEHHBIX OpraHu3alMid, K KOTOPBIM
OTHOCSITCS KOMMEpPYECKHE W HEKOMMEPUCCKHE OpraHH3aluH: YacTHbIC (MHIUBHIyaJbHBIC U
CEMEIHbIE) TPEAIPUATHSL.

2 MecTo TMCHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOI MPorpaMmbl

Juctunnuna «J{oKyMEeHTUpOBaHUE JEATEILHOCTH HETOCYNAPCTBEHHBIX OpraHU3aIHii»
BXOJIUT B 00513aTEIbHYIO YaCTh y4eOHOTO Tu1aHa 00pa30BaTEIbHON IPOTPAMMBI.

Jnst  u3ydeHus  OUCHUIUIMHBI ~ HEOOXOIWMMBbI  3HaHUS  (YMEHHS,  BJIAQJICHUS),
c(hOpMHUPOBAHHEIE B PE3YJIbTATE U3YUCHHUSI TUCIUILTAH/ IIPAKTHK:

JIOKyMEHTAIIMOHHOE  OOECTICUeHHE YIPABJICHHUS Ha MNPEANPHUATHAX  Pa3IAYHBIX
OpraHU3allMOHHO-TIPABOBBIX (hopM

ApXUBBI IO TUYHOMY COCTABY

J1enonpou3BOICTBO KOMMEPUECKUX MPEAPUSTUN

WNHudopmanrionHbie pecypchl KaapoBOil CITyKObI

KonduaenmumanpHoe AeT0MTPOU3BOACTBO

O06paboTKH 1 3a11UTa JOKYMEHTHPOBAHHOM HH(pOpMaAIIUN

Opraau3zanus ¥ TEXHOJIOTHS JOKYMEHTAITMOHHOTO 00SCTICUCHHS YIIPABICHHS

[IpoekTHas nesSsTeTbHOCTh

[IpousBoicTBEHHAS - MPAKTHKA MO MOJYYCHHIO MPO(PECCHOHATBHBIX YMEHUN U OTBITA
npohecCHOHATBHOU A TEIHHOCTH

KanpoBoe nenonpousBocTBO

Hopmarusnas 6a3a genoBoro nucbma

[IpoexTrpoBaHue yrpaBiIeHUYECKON JOKYMEHTAIlUU OpraHu3alun

JlokyMeHTaImoOHHOE 00eCTICUeHNE aIMUHUCTPATUBHBIX OTHOIIIEHUH B PD

MonennpoBaHue CUCTEM JOKYMEHTAIIMK OpraHu3auu

JlokyMeHTaImoOHHOE 00eCTIeueHnEe TPYAOBBIX OTHOIICHHH B PD

JlokyMeHTOBeIeHHE

CoBpemeHHast opranu3als rocylapcTBeHHbIX yupexaeHuiit Poccuun

JlokymeHTarmoHHoe obecreueHrne nHGopMaIMoHHOH cdepbl B PD

O06paboTKa ¥ 3amuTa JOKYyMEHTUPOBAHHON HHMOPMAITIH

VYnpasiieHue nepcoHagoM

OcCHOBBI yIpaBiieHUs! OpraHu3anuen

JlokyMeHTaIMOHHOE 00ecTeyeH e IpaX1aHCKUX OTHOLIeHUH B PD

NudopmanrioHHpie TEXHOJIOTUU B JOKYMEHTAlIMOHHOM OOECIEUEHUU YIPABICHHUS U
apXUBHOM JIeJie

[IpoexkTHast AEATENBPHOCTh TO JOKYMEHTAlMOHHOMY OOECIEYEHHIO YIpaBICHUS
opraHusaiuen

[IpousBoicTBEHHAS - MPOEKTHAS TPAKTUKA

3HaHus (YMEHHUS, BJIAJCHHs), IOJy4YE€HHBIE MPU W3YUYEHUU JAHHOW TUCIHUIUIMHBI OyIyT
HEOOXOIUMBI AJIsl U3YYCHHS] AUCIUILITUH/TTPAKTHK:

JlokyMeHTallMOHHOE ~ OO€clieYeHre VYIpaBiCHHsT Ha MPEANPUATUAX  PATUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hopm

JIOKyMEHTBI M TOKyMEHTOO000POT B OyXTaJITEpCKOM y4eTe

MexayHapoaHble CTaHAAPTHI YIIPABICHUS JOKYMEHTaMU

[ToaroToBKa K 3alIKTe U 3aIIUTA BRITYCKHOM KBAM(UKAIIMOHHONW pabOThI

[IpousBoicTBEHHAS — MPEAIUIIIIOMHAs IPAKTUKA

[ToaroToBka K MpoIreype 3aluThl U 3allMTa BRITYCKHON KBATH(PUKAITMOHHON pabOThI

KoudunenmnmansHoe 1em10mpon3BoACTBO

NudopmanrioHHbIe pecypchl, peeCTphl U 0a3bl JAHHBIX: TPAKTHYECKUE ACTIEKTHI



ApPXHBBI IO TUYHOMY COCTaBY
VYipasieHue 2J€KTPOHHBIMU apXUBaMU
CriennanbHble CUCTEMBl YYETHOU TIOKYMEHTaLUN

[IpoekTHas
OpraHu3amuen

ACATCIIBHOCTE 110 JOKYMCHTALIMOHHOMY o0ecreUeHUIO YIIpaBJICHUA

OpFaHI/I?;aIII/I?I 1 TCXHOJIOTHUA JOKYMCHTAIIMOHHOI'O obOecnieueHust YIIpaBJICHUA
KaznpoBoe /1e51onpon3BoJicTBO

3 Komnerenuuu odyuarouierocsi, popmMupyemMbie B pe3y/ibTaTe 0CBOECHUS

AUCHHUIIINH

bl (MOYJIS1) U INIAHMPYeMble pe3yJibTaTbl 00y4eHHUs

B pesynpraTe ocBOEHHUS IUCUUIUIMHBI (MOAyis) «/{okyMeHTHpOBaHHME IESITEIBHOCTH
HEroCy/IJapCTBEHHbIX ~ OpraHu3alui» oOydaroluics JOoJDKEeH o0sajgarh  CleNyHOMUMHU

KOMIICTCHIIUAMMU:

Koa manukaropa

I/IHI[I/IKaTOP JOCTHIXXCHUA KOMIICTCHITU

OIIK-2 Crioco6eH H

AXOJUTh OPTaHU3allMOHHO-YITPABJICHUCCKUE PCIICHUA IIPU PCIICHWH 3a/1a4 B

cepe cBoeit npodeccuoHaAIBHON NI TEIbHOCTH;

OIlK-2.1 OmnpenenseT ey 1 3aJ1a4u yIpaBieHus B cepe cBoe nmpodecCuoHaIbHON
JIeSITENIbHOCTH

OIlIK-2.2 Hcnone3yeT OCHOBHBIE METOABI U MPUEMBI OPTAHU3ALNH, IUIAHUPOBAHMS,
MOTHBAIlMM, KOOpPAMHALIMM U KOHTPOJIL TMPOLECCOB B cdepe cBoel
npodeccHOHATLHON AeITEILHOCTH

OIIK-2.3 YMmeeT uaeHTUPHUIMPOBATH TPeOOBAHHS HOPMATHBHO-IIPABOBOW Cpenbl K

cBOEH mpo(deccHOHAILHON AEATEALHOCTH U IEITENLHOCTA OPraHu3alin

OIIK-3 CrnocobeH mpUMEHSATh TEOPETUYCCKUE 3HAHUS IS PEIICHHS IMOCTaBICHHBIX 3a7a4 B

001aCTH JOKYMEHTO

BCACHU 1 apXUBOBCICHMUS,

OIIK-3.1

CocraBnisier, odopMiIsieT W BeAET YIPaBICHYECKYIO JOKYMEHTAIHIO
pa3IMYHBIX BHAOB 1O MNPOQUII0  JEATEIHLHOCTH OpraHU3alWu B
COOTBETCTBHH C €€ OPraHU3aIlMOHHO-IIPaBOBON (hOpMOii

OIIK-3.2 3HaeT MpaBOBbIE HOPMBI M MpaBWia OPraHU3allMd, CUCTEMaTU3alluu,
KOMIUICKTOBaHUS M YydeTa JOKYMEHTAJIBHOTO W apXUBHOTO (DOHIIOB
OpraHu3aIuu

OIIK-3.3 PaboTaer ¢ KOpmopaTMBHOW CHUCTEMOH HOKYMEHTOOOOpPOTa, B TOM YHCIIC

AJIEKTPOHHOTO, B COOTBETCTBHH C MPABOBBIMH HOPMaMHU MpodhecCHoHaIbHOM
cpenbl




4. CTpyKTypa, 00b€M U coep:KaHue TMCHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBlsieT 3 3a4eTHhIX eaunuil 108 akaja. dacoB, B TOM
qucie:
— KoHTakTHas pabora — 20,4 akaj. 9acoB:
—aynuTopHas — 4 akaJl. 4acos;
— BHeayauTopHas — 16,4 aka. yacos
— camocTosTenbHas padbota — 83,7 akaJ. 4acos;

— IMOATOTOBKA K 3auéTy — 3,9 akan. yaca
dopma aTTecTaluy - 3a4eT

AynuropHast
KOHTaKTHast pabora
(B akan. yacax)

dopma TeKyILEero
Bun KOHTpOJIS
CAMOCTOSITENIEHOM |  yCIIEBAEMOCTH U
paboThI POMEKYTOUHON
aTTecTalluu

Kon
KOMIICTCHIIUHA

Paznen/ Tema
JIACLUTUTIHBI

Kypc

nal. | OpaxT.
3aH. | 3aH.

CamocTosTenpHast
pabota cryaeHTa

Jlek.

1. Pasmen 1. [TIlomstue o
JIOKYMEHTHPOBaHUHU
JIESATEIIbHOCTH OpraHn3aluii

TTouck
JIOTIOJTHUTEIIHOM
UHPOPMAIIH IO

3aJIaHHOM TeMe
(pabora c
6ubnuorpaguyec
KUM MaTepualiaMH,
CIPaBOYHUKAMH,
KaTajoramu,
CIIOBApSIMH,
SHIMKJIONEIUSIMHA
).
KontponbHas EeCTHpOBaHHe OIlK-2.1,
1.1 JIoKyMeHTHpOBaHHE pabora. paKTg Heckag OIlK-2.2,
JIESITEIBHOCTH OpraHU3aluu 4 Ul 7 Brimonaenue Korrl)fp:;:Hax OI1K-2.3,
u OTBETCTBEHHOCTH JIOMAIIHUX pabora OIlK-3.1,
PYKOBOJICTBA MPAaKTUYECKUX VeTHbii onpoc OI1K-3.2,
pabor OI1K-3.3

CamocTosiTensHoe (cobecepopanue)
U3y4YCHUE YUCOHOM
Y Hay4HO
JIUTEPATyPHI
Pabora ¢
MPaBOBBIMHU
MHTEPHET-
pecypcam,
JEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
cHCTEMaMu




1.2 TTonsitue

JOKYMCHTUPOBAHUA

JIEATENHHOCTH. Crioco0b1
JNOKYMEHTHPOBaHUS W o€

Pe3yIIbTaTHI

Ionck
JIOTIOJTHATENBHON
UH(POPMAIUH 1O

3aJaHHOM TEME
(paborta ¢
oubnrorpaduyec
KUM MaTepuallaMi,
CMPaBOYHHUKAMH,
KaTaJoramH,
CIIOBApSIMH,
SHIUKIIOTSTUSIMU
).
KonTponbsHas
pabora.
Beimonnenue
JIOMAITHUX
MPAKTHISCKUX
pabor
CamocrosiTennsHOe
u3ydyeHue yueOHoi
U Hay4HO
JIUTEPATYpPbI
Pabora ¢
MPaBOBBIMHU
HUHTEPHET-
pecypcamy,
3JIEKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbHas
pabora
YcTHBIH orpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

1.3 TUIIOBOM COCTaB CHCTEM

JOKYMCHTALIUH,
o0pasyromuics

B

JACATCIBHOCTU opraHmaum”l

Tlouck
JIOTIOTHUTENBHON
UHPOPMAIIH IO

3aJ]aHHOU Teme
(pabota c
o6ubnuorpaguuec
KUM MaTepuajamy,
CNIPaBOYHUKAMH,
KaTaJIoraMy,
CIIOBApsMH,
SHUMKIIONETUSAMU
).
Kontponbnas
pabora.
Brimonunenue
JIOMAITHUX
MPAKTHIECKUX
pabor
CamocTosiTensHoe
U3yUYCHUE YICOHOM
¥ HAy9HO
JIUTEPATYPHI
Pabora ¢
TPaBOBBIMHU
MHTEPHET-
pecypcamm,
JJIEKTPOHHBIMH-
y4eOHUKaMHY,
TECTOBBIMHU
cHCTEMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbnas
pabora
VYerHbll ompoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3




1.4 Homenxknarypa
HErocy1apCTBEHHOU
OpraHu3alyn

pI(S)

2/21

Ionck
JIOTIOJTHATENBHON
UH(POPMAIUH 1O

3aJaHHOM TEME
(paborta ¢
oubnrorpaduyec
KUM MaTepuallaMi,
CMPaBOYHHUKAMH,
KaTaJoramH,
CIIOBApSIMH,
SHIUKIIOTSTUSIMU
).
KonTponbsHas
pabora.
Beimonnenue
JIOMAITHUX
MPAKTHISCKUX
pabor
CamocrosiTennsHOe
u3ydyeHue yueOHoi
U Hay4HO
JIUTEPATYpPbI
Pabora ¢
MPaBOBBIMHU
HUHTEPHET-
pecypcamy,
3JIEKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbHas
pabora
YceTHBIH onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

HUroro no pazneny

221

/11

29

2. Paznen
HopmaTtuBHo-mipaBoBoe
peryinupoBaHue
JOKYMEHTHPOBAHUS
JeATeTbHOCTH
HETOCYAAaPCTBEHHBIX
opraHu3anuil




2.1 Tonsitre
HEroCyJJapCTBEHHBIX
opranuzanuii. Tumonorus
HEroCyJapCTBEHHBIX
opraHu3anuil

/11

11

Ionck
JIOTIOJTHATENBHON
UH(POPMAIUH 1O

3aJaHHOM TEME
(paborta ¢
oubnrorpaduyec
KUM MaTepuallaMi,
CMPaBOYHHUKAMH,
KaTaJoramH,
CIIOBApSIMH,
SHIUKIIOTSTUSIMU
).
KonTponbsHas
pabora.
Beinmonnenue
JIOMAITHUX
MPAKTHISCKUX
pabor
CamocrosiTennsHOe
u3ydyeHue yueOHoi
U Hay4HO
JIUTEPATYpPbI
Pabora ¢
MPaBOBBIMHU
HUHTEPHET-
pecypcamy,
3JIEKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbHas
pabora
YcTHBIH orpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

2.2 O0mias xapaKTepUCTHKa
HOPMaTHUBHO-IIPaBOBOI
0a3pl  JICNONPOU3BOJICTBA
HETOCY/AaPCTBEHHBIX
opraHu3anuit

13

Tlouck
JIOTIOTHUTENBHON
UHPOPMAIIH IO

3aJ]aHHOU Teme
(pabota c
o6ubnuorpaguuec
KUM MaTepuajamy,
CNIPaBOYHUKAMH,
KaTaJIoraMy,
CIIOBApsMH,
SHUMKIIONETUSAMU
).
Kontponbnas
pabora.
Brimonunenue
JIOMAITHUX
MPAKTHIECKUX
pabor
CamocTosiTensHoe
U3yUYCHUE YICOHOM
¥ HAy9HO
JIUTEPATYPHI
Pabora ¢
TPaBOBBIMHU
MHTEPHET-
pecypcamm,
JEKTPOHHBIMU
y4eOHUKaMHY,
TECTOBBIMHU
cHCTEMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbnas
pabora
VYerHbll ompoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3




2.3 JloxymMeHTapHOE

COIIPOBOXJACHUC

npoueaypsl JIMKBU AU

OPUANYCCKOro Jruna

10

Ionck
JIOTIOJTHATENBHON
UH(POPMAIUH 1O

3aJaHHOM TEME
(paborta ¢
oubnrorpaduyec
KUM MaTepuallaMi,
CMPaBOYHHUKAMH,
KaTaJoramH,
CIIOBApSIMH,
SHIUKIIOTSTUSIMU
).
KonTponbsHas
pabora.
Beimonnenue
JIOMAITHUX
MPAKTHISCKUX
pabor
CamocrosiTennsHOe
u3ydyeHue yueOHoi
U Hay4HO
JIUTEPATYpPbI
Pabora ¢
MPaBOBBIMHU
HUHTEPHET-
pecypcamy,
3JIEKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbHas
pabora
YcTHBIH orpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

HUroro no pazneny

/11

34

3. Pasgen 3. OcobeHHocTH

JOKYMEHTAJIbHBIX
HETOCYAAPCTBEHHbIX
OopraHu3anuil




3.1 OcobeHHocTH
JIOKYMEHTAJIbHBIX  ()OHIOB
HE-TOCYIapCTBEHHBIX
HEKOMMEPYECKHX
opraHu3anuil

10

Ionck
JIOTIOJTHUTENBHOM
UH(POPMAIUH 1O

3aJaHHOM TEME
(paborta ¢
oubnrorpaduyec
KUM MaTepHaIaMH,
CMPaBOYHUKAMH,
KaTaJIoraMy,
CIIOBAPSIMH,
SHIUKIIOTSTUSIMU
).
KonTponbsHas
pabora.
Beimonnenue
JIOMaITHAX
MPAKTHISCKUX
pabor
CamocTosTenbHoe
u3ydyeHue yueOHoi
Y HAYYHO
JIMTEPATYPEI
Pabora ¢
MPaBOBBIMHU
HUHTEPHET-
pecypcamy,
ICKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbHas
pabora
YcTHBIH orpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

3.2 OcobenHocTr
JOKYMCHTAIIbHBIX  (OHIOB
HE-TOCYJapCTBEHHBIX
KOMMEPUYECKUX
OpTraHM3aIHiA.
JokymeHTHpOBaHNE
JIEATETLHOCTH
AKIIMOHEPHBIX OOIIECTB

10,7

Tlouck
JIOTIOTHUTENBHON
UHPOPMAIIH IO

3aJ]aHHOU Teme
(pabota c
o6ubnuorpaguuec
KUM MaTepuajamy,
CIIPaBOYHUKAMH,
KaTaJIoraMy,
CIIOBApsMH,
SHUMKIIONETUSAMU
).
Kontponbnas
pabora.
Brimonunenue
JIOMAITHUX
MPAKTHIECKUX
pabor
CamocTosiTensHoe
U3yUYCHUE YICOHOM
¥ HAy9HO
JIUTEPATYPHI
Pabora ¢
TPaBOBBIMHU
MHTEPHET-
pecypcamm,
JEKTPOHHBIMU
y4eOHUKaMHY,
TECTOBBIMHU
cHCTEMaMu

TectupoBanue
[IpakTrueckas
pabora
KonTponbnas
pabora
VYerHbll ompoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Uroro no pazneny

20,7

Uroro 3a cemectp

221

221

83,7

3a4€T




Hroro mmo aucuuiuinHe | 221 | | 221 | 83,7 | 3ayer




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B mpomecce oOydenuss 1o aucuMIiuiiHE «JlOKyMEHTHUPOBAHHE JIEATEIHHOCTH
HEroCyJIapCTBEHHBIX OpraHU3aIUi MPUMEHSIOTCS CIIEAYIONINE TEXHOIOTHUH.

1. TpamumuoHHble O0O0pa30BaTEIbHBIC TEXHOJOTHH, MPEANOJAraloue IPSIMYIO
TPAHCISAIMI0O 3HAHUM OT TIpernojaBareisi K CTYACHTY (NPEMMYIIECTBEHHO Ha OCHOBE
00BSCHUTEIIBHO-WILTIOCTPATUBHBIX METOJIOB O0y4deHUs ). YdueOHas IeATEIBHOCTh CTY/ICHTa HOCUT
B TaKUX YCJIOBHSX, KaK IIPABWIIO, PEIPOTYKTUBHBIN XapaKTep.

@opMbl  yIEOHBIX 3aHSATHH C HCIOIB30BAHUEM TPATUIIMOHHBIX W JUCTAHIIMOHHBIX
TEXHOJIOTUI:

Nudopmanmonnas Jieknumsi —  TOCIEAOBATEIbHOE  HM3IIOKCHHE  Marephaja B
JTUCIUTITMHAPHOM JIOTHKE, OCYIIECTBIIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMHU CpPEICTBAMHU
(MOHOJIOT TIpeToIaBaTers).

[IpakTHdeckoe 3aHsITHE, MOCBANICHHOS OCBOCHUIO KOHKPETHBIX YMEHH W HABBIKOB TIO
MPEATIOKEHHOMY JITOPUTMY.

2. TexHoyorun mpoOIEMHOTO OOyUEeHUST — OpTraHu3anus 00pa3oBaTEILHOTO IpoIlecca,
KOTOpas MpeArnoiaracT MoCTaHOBKY MPOOJIEMHBIX BOTPOCOB, CO3JaHUE YUEOHBIX MPOOIEMHBIX
CUTYAITUH JUT CTUMYTHPOBAHUS aKTHBHOW ITO3HABATEILHOM JISATEIPHOCTH CTYICHTORB.

®opMbl yIeOHBIX 3aHATHH C UCTI0JIb30BAaHUEM TEXHOJIOTUH MPOOIEMHOTO OOYUCHHUS:

[IpakTnueckoe 3aHaTHe B (opMe MpakTUKyMa — OpraHu3ainus ydeOHOW paboThl,
HarpaBJieHHas Ha pelleHrue KOMIUIEKCHOM y4eOHO-TI0O3HABATENIbHOW 3ajauu, TpeOyromend OT
CTYJCHTA IPUMEHEHHS KaK HAYIHO-TCOPETHUSCKUX 3HAHUH, TaK M IPAKTHYECKUX HABBIKOB.

[IpakTrueckoe 3aHATHE HA OCHOBE Keic-MeTo1a — 00ydeHHE B KOHTEKCTE MOACITUPYEMOM
CUTYaIINH, BOCTIPOU3BOIAIICH PEaIbHBIC YCIOBHUS HAYYHOH, TPOU3BOACTBEHHOM, OOIIIECTBEHHOM
nestenpHOCTH. OOydaromyecss JOJDKHBI MPOAHAIM3UPOBATH CUTYaAIUIO, pa3o0parbcsi B CYTH
po0ieM, MPeUI0KUTh BOSMOXKHbBIE pEIeHHsI U BBIOpATh stydiiee u3 HuX. Kelicel 6a3upytorcs Ha
peaibHOM (PaKTHUYECKOM MaTepHualie Ui e MPUOIMKEHbI K pealbHON CUTYALIUH.

3. TexHOJOTHH MPOEKTHOTO OOYYEHMsI — OpraHu3anms 00pa30BaTEILHOTO MpoIecca B
COOTBETCTBUU C aJTOPUTMOM I[O3TAIHOTO pEeUIeHUs MPOOJEMHON 3aJaydl WM BBIIOJHEHUS
yueOHoro 3aaanud. [Ipoekt mpennosiaraeT COBMECTHYIO y4eOHO-TIO3HABATENIbHYIO IEATEIbHOCTh
TPYIIbI CTYJEHTOB, HANPABJICHHYIO Ha BHIPAOOTKY KOHIEMIMHU, YCTAHOBIICHUE IIeJiel U 3ajad,
(bOpPMYIUPOBKY OXHUAAEMBIX PE3YAbTAaTOB, OIpPENCICHUE MPUHIMIOB U METOAUK PElICHHS
MOCTABJICHHBIX 3aJay, IUJITAHUPOBAHHE XoOJa pPabOThl, MOUCK JOCTYNHBIX W ONTHUMAJBHBIX
pPECYpCOB, TMOATANHYIO peajlu3aluio IIaHa paboThl, MPE3EHTALMIO PEe3yNbTaTOB PalbOTHI, HX
OCMBICJIEHHE U pedIIeKcuto.

NndopmanronHplii  mpoekT — y4yeOHO-TIO3HABaTeNbHAsl JACATEIBbHOCTb C  SIPKO
BBIPAKEHHOM 3BPUCTUYECKOM HAMPaBIEHHOCTHIO (MIOMCK, OTOOP U cUcTeMaTh3alus nupopmanuu
0 KakOM-TO 00BEKTEe, 03HAKOMJICHHE YYACTHUKOB MPOEKTa C 3TOW MH(pOpMAIME, ee aHaIu3 U
000011eHrEe 15 Mpe3eHTauu 00Jiee ITUPOKOI ayTUTOPUN).

5. HMuadopmManmoHHO-KOMMYHUKAIIMOHHBIE  OOpa3oBaTeibHbIE  TEXHOJOTUU  —
opranusanus 00pa3zoBaTENILHOTO MPOIECca, OCHOBAHHAS HA MPUMEHEHUH CIEIHAIN3UPOBAHHBIX
MIPOrPAMMHBIX CPE/l M TEXHUUYECKUX CPEJICTB paOdOThI C HHGOpMAaLIUEH.

@opMbl Y4eOHBIX 3aHATUN C HMCIOJIB30BAaHHUEM HH(POPMAIOHHO-KOMMYHHKAITHOHHBIX
TEXHOJIOTUH:

Jlexiusi-Bu3yanu3anus — HU3J0KEHHWE COJIEpPKaHUsS COMPOBOXKIACTCS TMpe3eHTaruei
(meMoHcTpanuei yueOHbIX MaTEepPHUAIOB, MPEACTABICHHBIX B PA3IUYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WILTIOCTPATUBHBIX, TPaQUUECKUX, ayTU0- U BUJEOMATEPHAIIOB).

Hcnonb3yroTcss IUCTaHIIMOHHBIE O0pa3oBaTelIbHBIE TEXHOJOTH, pealn3yeMble B
OCHOBHOM C TNpPUMEHEHUEM HH(OPMAIMOHHBIX U TEIEKOMMYHUKAIIMOHHBIX TEXHOJOTHH MpHU
OTIOCPEIOBAHHOM  B3aUMOJICHCTBUU  OOydalomerocs ©  MEJarorudyeckoro  paboTHHKA.
[TpakTrdeckue 3aHATUS IPOBOIATCS B (hOpME MPAKTUIECKOM TOTOTOBKHU B YCIOBHSIX



BBITIOJIHEHUST OOYYaroIUMHCS BUJOB pabOT, CBA3aHHBIX C Oyaymed mpodecCHOHATLHOMI
NeATeIbHOCTBIO M HANpaBJICHHBIX Ha (POPMHUPOBAHUE, 3aKPEIUICHHE, Pa3BUTHE MPAKTHUYECKUX
HABBIKOB M KOMITETEHIIUH 110 IPOQHITI0 00pa30BaTEIbHOM MPOTPaMMBI.

6 YueGHO-MeTOANYeCKOe o0ecTiedeHHe CAMOCTOSITe/IbHOI padoThl 00yUaroLIMXcs
[IpencraBneno B nmpuiioxxenuu 1.

7 OueHOYHBbIE CPEACTBA I/l POBEAeHUA POMEKYTOYHOM aTTeCTAMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHrue TUCIIHIITHHBI (MOTYJIs1)

a) OcHoBHas1 TMTEpPaTypA:

1. Amngpeea, C. JI. JIOKyMEHTHUpOBAaHUE JEATEIBHOCTH HErOCYIAaPCTBEHHBIX
opraHm3anuii . yueOHo-metonuueckoe nocodue / C. JI. Anapeesa ; MI'TY. - Marauroropck :
MI'TY, 2018. - 1 snextpon. ont. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata ooOpamenus: 04.04.2021). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1157-4. - CBenenus noctymnasl Takke Ha CD-ROM.

2. Amronenko, H. . CucremHOe pyKOBOJACTBO opranusaruei . yueOuuk / H. W.
Anrosenko. - M. : Dk3amen, 2006. - 1 snexrpon. onT. auck (CD-ROM). - 3ari. ¢ TUTYI1. 9Kpa-Ha.

URL:
https /Imagtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/10529
83/192.pdf&view=true (nara oopamienus: 04.104.2021). - MakpooOBbeKT. - TEKCT : AIeKTPOHHBIH.
- CBegenus nocTymnHbl Takke Ha CD-ROM.

3. Amupos, A.P. JlokymMeHTallmoHHOE OOECIICUCHHE YMPABJIICHHUS B OPraHU3alUAX .
yuebHoe nocodue / A.P. Amupos, B.1. MuxaiinoB. — Ya : BI'TIY umenn M. Axmysuisr, 2009.
— 176 c. — ISBN 978-5-87978-513-5. — Tekcr : anekTpoHHbIi // DIeKTpOHHO-OHOTHOTEYHAS
cucrema «Jlaup» : [caiir]. — URL: https://e.lanbook.com/book/42213 (mara oOpamieHwus:
11.04.2021). — Pexum JIOCTYTIA: TUTS aBTOPH3. MOJTH30BATENICH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

0) lonoJiHMTEILHAS JIATEpaTypa:

1. Boruens, JI. M. PUCKH TpeANPHHUMATEILCKOM IEATEILHOCTH © yueOHoe mocobue / JI.
M. Botuens, B. B. Bukynmuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 anekTpoH. onT. IUCK
(CD-ROM). - 3arir. c TUTYIL 9KpaHa. - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mara ooOpamenus: 04.10.2020). - MakpooObekr. - TekcT
anektpoHHbIN. - ISBN 978-5-9967-1130-7. - CBenenus noctynssl Takke Ha CD-ROM.

2. Ky3nenos, U. H. JlokymeHTanimonHoe odecreueHue ynpasieHus. JJokyMeHTO000pOT 1
JIeTIONIPOM3BOJICTBO | YUCOHUK U MPAKTHKYM Jisl npukiaaHoro Oakanaspuata / M. H. Ky3Heros.
— 3-e u3x., nepepad. u qon. — Mocksa : U3aarensctBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknanuoit kypc). — ISBN 978-5-534-04275-7. — Texkcr : anekrponnsii // DBC Opaiit
[caiiT]. — URL.: https://urait.ru/bcode/431759 (nara obpamenus: 24.10.2020).

3. Kysnemnosa, M. B. PbIHOK 1IeHHBIX Oymar: KOHCIIEKT JIeKIIHii ; yueOHoe mocobue / M. B.
Kyzuenosa ; MI'TY. - Maraurtoropck : MI'TVY, 2017. - 1 anextpoHn. onT. quck (CD-ROM). - 3ara.
c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3402. pdf&show-dcatalogues/1/1139
622/3402.pdf&view=true (mata oOpamenus: 04.04.2021). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1004-1. - CBenenus noctymnssl Takke Ha CD-ROM



B) MeTroauyeckue ykazanus:

CamocTosiTenbHas padoTa CTYJCHTOB By3a : npakTukyM / cocrasurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHutoropckuii roc. TEXHU4€CKUI yH-T UM.
I'. UI. Hocoga. - Marauroropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ tuTyn.
3KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 28.04.2021). - Makpooobekr. - TekcT
ANIEKTPOHHBIN. - CBeZieHus nocTynHbl Takke Ha CD-ROM

Merouueckue yKazaHus MO BBIINOJHEHUIO HWHAMBUIYAIbHBIX JOMAIIHUX 3adaHUN
IDEICTABIIEHBI K KQXXIOMV 3aIaHuio oTaenbHo B [Inunoxennn 1 k PIT

r) [Iporpammuoe o6ecneuenue u UnTepHeT-pecypceni:

IIporpammHoe obecneueHne

HanmenoBanme .
o Ne norosopa Cpok AeicTBUS IUIIEH3UN

MS Windows 7
Professional(mus  |/[1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (mna |A-757-17 ot 27.06.2017 27.07.2018
KJI14CCOB)
MS Office 2007 |\, 135 o1 17.09.2007 GeccpouHo
Professional
7Zip cBO0OOTHO 0eccpoUYHO
FAR Manager cBOOOTHO 0OECCPOUHO

IIpodeccuonanbHble 0236l JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CcrlIKa

DOnekTpoHHas 0a3za MEPUOAUYECKUX H3TaHUM
East View Information Services, OO0 «1BUC»
Harnmonansaasa
undopmanuronHo-ananuruueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Pocculickuii MHAEKC HAYYHOTO ITMTHUPOBAHUS
ITouckoBas cucrema Akanemus Google (Google
Scholar)
Nudopmanmonnas cucrema - EauHoe okHO
JI0CTyIa K UH(QOPMAIIMOHHBIM pecypcam
Poccuiickas T'ocynmapcTBenHass OuOnmoreka.
Katanoru
OnextpoHHble pecypebl 6nbanorexku MI'TY um.
['.1. HocoBa
@enepanbHblil  00pa3oBaTeNbHBIM  HOPTAN
OxoHoMuKa. Connosiorust. MeHeKMEHT
MexnayHnapoanas HayKOMeTpUYecKas
pebepaTuBHas ¥ NOTHOTEKCTOBas Oasa manubix|http://webofscience.com
HayuHbIx u3ganuii «Web of science»
MexayHnapoanas pedeparuBHas u
MOJIHOTEKCTOBAsl _ CTpaBOYHas 0asza  JTaHHBIX
YHuBepcurerckas HHPOPMAIMOHHAS CHUCTEMa
POCCHUA

https://dlib.eastview.com/

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

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

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

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

~ |http://ecsocman.hse.ru/

http://scopus.com

https://uisrussia.msu.ru




9 MaTepuajbHO-TeXHHYeCKOe o0ecriedeHue TUCIUIIHHBI (MOIYJIs1)

MarepuanabHO-TEXHHUECKOE 00eCTIeYeHNE JUCIUTUINHBI BKIIOYACT:

VYdeOHble ayIuTOPUH JUIS MPOBEACHUS IUCTAHIIMOHHBIX 3aHATUH JIEKIMOHHOTO THUIIA:
CTOJI KOMIIBIOTEPHBIH, CTOJ MUCHbMEHHBIN, CTYN O0(UCHBIN, TOKyMEeHT-Kamepa Epson, nctouHuk
6ecnepeboitnoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHs,
KOMIIBIOTEp MEepCOHANBHBIN (Thn 6), mpoekTop ViewSonicPJID7526W, crimkephoH HACTOJIBHbIIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTuyeckas HacCTOJIbHAS,
crepeorapHurypa (MUKpO(OH C IIyMOIOaBICHUEM), 3kpaH HacteHHbIDIgis Optimal-C MW
DSOC-11032*2

VYueOHbIC aymIUTOpUU JUIS TPOBEJCHUS TPAKTUYECKUX 3AHATUH, TPYIIOBBIX U
WH/IMBUYAIBHBIX KOHCYJIBTAIIMHA, TEKYIIETO KOHTPOJIS W MPOMEKYTOYHOW aTTECTAIlMU: CTOJ
KOMIBIOTEPHBIN, CTOJ TMHUCBMEHHBIA, CTYn OQUCHBIN, JOKyMeHT-kamepa EpPsSon, ucrouHumk
oecnepeboitnoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEp MepCOHANBHBIN (THN 6), mpoekTop ViewSonicPJD7526W, crimkephoH HACTOJIBHBIIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycThdeckas HaCTOJIbHAS,
crepeorapuutypa (MUKpodoOH ¢ IIYMOIOAaBIACHUEM), SKpaH HacTeHHbIH Digis Optimal-C MW
DSOC-11032*2

[Momemennss UIsI  CaMOCTOSATENBHOW — pabOTHl  OOydarOMMXCs:  TEPCOHATbHBIE
kommbioTepsl ¢ makerom MS Office, BbixogoM B MHTEpHET U C JOCTYIOM B 3JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEy YHUBEPCHUTETA.

[lomemienne s XpaHeHUs M NPO(PUIAKTUYECKOTO OOCTY)KMBaHUS Y4eOHOTO
000pYIOBaHUS: CTEIUIAXKH IS XPAHSHUS ydeOHO-HATIISTHBIX TOCOOM M Y4eOHO-METOTUIECKOM
TOKYMEHTAIHH.



IIpuioxenue 1

IIpakTnueckoe 3axanue Ne 1
10 AUCHUILINHE «/[JOKyMEHTHPOBaHHE NeATeIbHOCTH HErocy1apCcTBeHHbIX
OpraHu3anuin»

3ananue. ChHpoeKTHPOBATL HOMEHKJIATYPY /el OJHOW HerocyaapCTBeHHOM
OpraHu3amMu M0 UCXOAHBIM ycaoBusiM. HazBanusi oprann3anuii BbIMbIILIEHHbIE.

1. Haspanue opranmzammu — OOO «Beicota» 1. ExatepunOypr; cdepa nesiTeIbHOCTH —
CTPOUTENBCTBO (3aCTPOUIIIUK).

2. HaszBamme opranmsanuu — KpecthsHckoe (pepmepckoe) xo3sicTBo «CataBary»
PecniyOnuka bamkoprocTan; cepa nesrenbHocTH - CelbeKoe X035IMCTBO (3KUBOTHOBOJICTBO).

3. Hazpanme opranmzammu — CHT «Ypoxait» r. UensOuHck; cdepa AedATenbHOCTH -
CaztoBOJCTBO, OTOPOTHIYECTBO U TAYHOE XO3SHCTBO.

4. Hazpanue opranmzamun — OOO «CHUb» r. HoBocuOupck; cdepa IesSTEIbHOCTH -
Onepatopbl COTOBOM CBSI3H.

5. Ha3Banue opranmsanum — xo3siictBeHHOe mapTHepcTBo «Kype» T. MockBa; cdepa
NEeSITeNbHOCTH - TOPrOBO-3aKyIOYHAsI 1€ TEIbHOCTb.

6. Hazsanue opranmzanuu — OOO «ABtoTopr» r. Kanununrpan; chepa aesTenbHOCTH —
Toprosns. KomuccnonHnble Mara3uHsl o TOProBjie TPAHCTIOPTHBIMHU CPEACTBAMH.

7. HazBanue opranuzanuu — rogHoe TopapumectBo (I1T) «/Iuzenby; chepa nestenpHOCTH
- He(hTera30100bIBAIOIINX TPOU3BOJICTRO.

8. Hasanme oprammsanuu — OOO «llunkepron»; cdepa nesarenbHocTH — YacTHas
JETeKTUBHAs U OXpaHHAas JeATeIbHOCTh, ar€HTCTBO.

9. Haspanue opranmzaruu — UI1 «MBanoB W.M» pexnamusiii xypHan «Cdepa»; chepa
nestensHOCTH - CpencTBa MaccoBoi nHGopManuu. Pexinama.

10. Ha3Banme opraHu3anmyi — accolualus TypareHTOB U TypomeparopoB «biok»
r. Camapa; cdepa IesSTEIBHOCTH — TYPUCTCKasl EATEIbHOCTD, 3aIIUTa UHTEPECOB TYPareHTOB,
TYpOIIEpaToOpoOB, TYPUCTOB.

!!!Homep 3a0anus, ebloupaemozo 0isi AHaIu3d, COOMeEenmcmeayem nopsioko8omy Homepy
Gamunuu cmyoenma 6 cnucke epynnul. Eciu 6 epynne 6onel0-mu yenosex, mo, Hayunas ¢
00UHHAOYAMO20 CMyOeHma, omvem 3a0anutl Hayurnaemcs c Ne 1.

Memoouueckue pexomenoayuu

I[J'IH BBIIIOJIHCHHUSA 3aJlaHUS OPUCHTHUPOBATLCA HA TCOpCTI/IquKI/Iﬁ MaTepual PazgenoB lu
2.

B HOMCHKJIATYyp€ NOJIKCH OBITh OTpPa’XXCH BCCh HOKYMCHTaHBHBIﬁ (pOH,Z[, Hpe,Z[CTaBJ'ICHHHﬁ
praBHCH‘{CCKOﬁ I[OKyMCHT@.LIHCfI )51 I[OKYMCHTE[LII/ICI‘/’I O6CCHC‘-II/IB3.IOIJ_ICFO THIIA.

HanmeHnoBaHus 3aroj0BKOB A€ HCO6XOI[I/IMO CBCPATH C TUIIOBBIMU MEPCUHAMUN apXHUBHBIX



nokymeHToB (cM. Ucrounukm). Obs3atenbHo cieayer u3yuuth 'K PO B uactu, kxacaromeics
BoiOpanHoit OII®D, u ¢enepadbHBIMH 3aKOHAMH 10 YKa3aHHBIM BHJAM JEATEIbHOCTH;
YUUTBIBANTE IPU MIPOESKTUPOBAHIH HOMEHKIIATYp HOPMATUBHBIE IIPABOBBIE aKThI CYOBEKTOB PO 1
UX TEPPUTOPUATIBHBIX 00pa30BaHU.

[Ipu mpoeKTUPOBAHNHU UCHOIH30BATH THIIOBYIO TAOMUIy (POPMBI HOMEHKIIATYPHI JET CM.
Tabmumy 1.

Tabnuna 1
DopmMa HOMEHKJIATYpbI €] OpraHU3alu
Cpoxk xpaHenust
HNupe Koa-B aejia u IIpumeu
3aro/10BoK aesia
KC JeJia 0 eq. Xp. Ne crarbu aHud
no Ilepeunio
1 2 3 4 3)

Hemounuku

1. ®epepanbnbiii 3akoH oT 22.10.2004 N 125-®3 "O6 apxuBHOM Jjene B Poccuiickoit
Oenepanun”

2. TlepevyeHb THUIIOBBIX YIPABICHYCCKUX aPXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B
TpoIecce JeTeIbHOCTH TOCYIAPCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIIPABIICHUS
Y OpraHM3allvii, ¢ yKa3aHHeM CPOKOB UX xpaHeHud'", yTB. [Ipukazom MunkynbTypsl PO ot
25.08.2010 N 558 (cm. ykazarenb BHIOB TIOKYMEHTOB K HEMY);

3. IlepedueHb TUMOBBIX APXUBHBIX JOKYMEHTOB, OOpa3yIOUIUXCS B HAyYHO-TEXHUYECKOW U
MIPOU3BOJICTBEHHON JIEATEIBHOCTH OpPraHM3allfid, ¢ yKa3aHHEM CPOKOB XPaHEHHUS, YTB.
[Tpukazom Munkynbetypsl PO ot 31.07.2007 N 1182 (cM. ykazaTenb K HEMY);

4. Cnpasounas uHpopmarus: "Cpoku XpaHeHHUs IOKYMEHTOB opranm3anui’ (Martepuan
noarotorieH crneruanuctamu  Koucynstantllntoc) // Koucynasrantllmoc. —Pexum
nocrymna: http://www.consultant.ru/document/cons doc LAW 121777/

5. llonoxxeHue o MOpsiAKE U CPOKaxX XpPaHEHUs JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB, YTB.
[Tocranosnennem ®KIIb P® ot 16.07.2003 N 03-33/mc.

IIpakTnyeckoe 3axanue Ne 2
1o JUCHHUNJINHE «JOKyMeHTHPOBaHHeE /IeSITeIbHOCTH HEroCcy1apCcTBEeHHbIX
OpraHu3anuing

3ananne. UnenTnduuupoBaTh HOPMATHBHYIO Cpeay AJs 0aHOi u3 ciaexywommux OId.
CocraButh Oubamorpapuueckuii 003op. Bpioop OII® B gaHHOM 3aJaHUM  JOJIKEH
coBnagarthb ¢ Bbi0opom OII® B kOHTPOJILHOI padoTe (cM. 3aganne KoHTpoabHoii padoTsl).
Crnucox OII®
Tonnoe mosapuwecmeo
Obwecmeo ¢ oepanuyeHHOl 0meemcmeeHHOCMbIO.
Kpecmuanckoe (ghepmepckoe) xoszaiicmao.
XossiicmeenHvle napmuepcmaa.
IIpousso0dcmeennwiii Koonepamus,
Tlompebumenvckux koonepamugog (10oas u3 ciedyrwux hopm):
6.1, KMIHIIHBIH,
6.2. KWIUITHO-CTPOUTEIbHBII
6.3. rapaxxHblif KOOTIEpaTUB,
6.4. caoBOAUECKUI, OTOPOTHUYECKUH U TaYHBIA KOOTIEPATHUB,

ocouarwdE


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

6.5. moTpebuTenbCcKkuii KOONEpaTHB,
6.6. 00IIECTBO B3aMMHOTO CTPAXOBAHHSI,
6.7. KpeAUTHBIH KOOTIEPATHUB,
6.8. dhonx mpokara,
6.9. cenbCKOX03SIICTBEHHBIN MOTPEOUTENBCKAN KOOTICPATHB.
7. Obwecmeennvie opeanuzayuu (106as u3 ciedyiomux Qopm):
7.1. mosmTHYECKHUE TAaPTUH
7.2. co37aHHBIC B KAYeCTBE IOPUAMYSCKUX JIUIl MPOPECCHOHATBHBIE COIO3bI (MPOQCOIO3HBIC
OpraHu3alu),
7.3. oprasbl 0OIIECTBEHHON CaMOJICSITEIILHOCTH,
7.4. TeppuTOpHAIIbHBIE O0ILIECTBEHHBIE CAMOYIIPABIIEHUS.
8. Accoyuayuu (corosvl), (10bas uz credyrowux Gopm):
8.1. HeKoMMepYecKHe TapTHEPCTBaA,
8.2. camoperynupyemble OpraHU3aIny,
8.3. oObeauHEHUs paboToAaTeNeH,
8.4. oObeauHEHNS TPO()ECCHOHANBHBIX COI030B,
8.5. KoomepaTHBOB M OOIIECTBEHHBIX OpTraHU3aINH,
8.6. TOpProBo-NPOMEBIIUICHHBIE,
8.7. HOTapuabHBIC TTATIATHI.
9. Tosapuwecmesa cobcmeeHHUKOB HCUIbSL
10. Kazaubu obwecmsa

11. @onowi:
11.1. 001IIeCTBEHHBIE
11.2. 0J1aroTBOpUTENbHBIE (DOHIBI.

12. Penueuosuvie opeanuzayuu.
13. Ilybauuno-npasosvle Komnanuu
14. Aosokamckue obpazosarus.

Memoouueckue pekomenoayuu

OTtBer Ha 3a7aHue I0JDKEH ObITh MPECTaBJIeH B BUJE 0030pa HOPMATHUBHBIX MPaBOBBIX
aKTOB.

[Ipn maeHTudUKAIIIM HOPMATUBHOM CpeIbl CIEIyeT ONUPAThCsl HA PEKOMEHJALUU II1.5.
I'OCT P MCO 15489-1-2007 «CUBU /. YupaBnenue nokymeHTamu. O01iue TpedoBaHUsD»:

HopmartuBHas cpena BKIIOUaeT B ceOsi:

a) 3aKOHBI 1 HOPMATUBHBIE aKThl, PETyIUpYIOUINe chepy NeI0BOM AEITEILHOCTH B LIEIOM
U B crenupuyeckux OTpacisiX, B TOM YHCIIE€ 3aKOHbBI M HOPMATUBHBIE aKThl, OTHOCSIIHECS
HEMOCPEJCTBEHHO K JOKYMEHTaM, apXuBaMm, JA0CTYIy, KOHOUACHIIUAILHOCTH, JOKa3aTeIbCTBaM,
AIIEKTPOHHOU KOMMEPIINH, 3alIUTE JaHHBIX, HH(OPMAIIUU;

b) cTanAapThl, OTHOCSIINECS K MPAKTUYECKON JeSITeIbHOCTH;

C) MpaBujIa PpEKOMEHIaTEIbHOTO XapaKTepa, OTPaXKAIOIIHNE [TePEI0BOM OTIBIT;

d) 106pOBOILHO MPUMEHSIEMbIE STUYECKHE KOJEKChl U HOPMBI;

€) HIeHTHU(UUUpPYEeMble COLUalbHBbIE OXUAAHUS (MOTPEOHOCTH), Kacarolluecs
aJIeKBaTHOTO MOBEJICHHSI B CEIM(PUIECKON OTpaciiy WM OPraHU3aI|H.

BriOupas HopmatuBHBIe mpaBoBble akThl st OIID, cnenyer pacmpenensTe HX IO
YPOBHSIM (CM. YPOBHHM HOPMAaTUBHO-METOMUeCcKoi 6a3bl B Pa3znene 2).

IIpu odopmieHNH HCTOYHUKOB YKa3bIBaTh Ha3BaHUE JIOKYMEHTA, 1aTy U3/aHus, aBTOPA,
IYHKTBI, TJIaBbl U T.N., PETJIaMEHTUPYIOIIHNE paboTy ¢ JOKYMEHTaMH, €CIM HEe BEChb MCTOUYHUK
MOCBSIIIEH JOKYMEHTHPOBAHUIO.

Bce ymomsiHyThle B 0030pe HMCTOYHHMKM JIOJDKHBI OBITh JeicTByromumu. Cratyc
HWCTOYHUKOB (meficTByromuid  /  He  JCHCTBYIOIIUN) CIENyeT  TPOBEPATH IO
nHhopMannoHHO-TIpaBoBbIM NopTasiaM «Koncynerantllitocy, «"apHaty, «Koaeke» u mp.

KOHTPOJIbHASI PABOTA
«/lokyMeHTHpOBaHHe JeATEeJIbHOCTH HErocy1apcTBeHHbIX OPraHu3anuiin»



B xauecTBe KOHTPOJIHOM pabOThI CTyICHTaM IIPEJIaracTcsi COCTaBUTh pedepaT 1o TeMe:

«JlOKyMEHTUpOBAaHUE  JAEATEIBHOCTH  HETOCYAapCTBEHHOW  opraHm3amuu  (ykaszaTh

BBIOPaHHYIO OpraHU3alMOHHO-TIPAaBOBYIO (opmy)». Buabl opraHuzanioHHO-TIPABOBBIX (OPM
npuBeeHbl HIKe. OHU HE JI0JDKHBI  TIOBTOPSITHCA B TPYIIIIE

TpeboBanus k pedepary

CopepxaHue TOJKHO JEMOHCTPHPOBATH CIICAYIONINE 3HAHMS U YMEHUS CTYJICHTOB:
3nanue:
- cneyughuyeckux yepm OOKyMeHmuposanus 0esimeibHOCHU He2oCyOapCmeeHHbIX OpeaHU3ayulL;
- OCHOBHLIX  OP2AHU3AYUOHHO-NPABOBLIX (OPM — HE20CYOApCMBEHHbIX KOMMEPYECKUx u
HEeKOMMEPUeCKUX OpeaHu3ayull;
- MUN0B020 COCMABA CUCmeM OOKYMEeHMAayuu, @QopmMupyiowux OOKYMeHMAaibHblll ¢HOHO
He20Cy0apCcmeeHHbIX Op2aHUu3ayull;
- cnocobos u cpeocms OOKYMEHMUPOBAHUs, NPUMEHSAeMbIX 6 npoyecce O0esameilbHOCmu
He20Cy0apCcmeeHHbIX Op2aHUu3ayull;
- HOPMAMUBHO-NPABOBLIX AKMO8, PE2TIAMEHMUPYIOUUX OesIMENbHOCb U ee OOKYMEHMUPOBaHue 8
He20Cy0apCmeeHHbIX Op2aHU3aAYUsX.
Ymenue
- cocmasums HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS 0eamelbHOCMU KOHKPEeMHOU
opeaHuzayuu;
- cocmasums NPOEKm HOMEHKIAMYpbl 0el OP2AHU3AYUU, UCX0O05I U3 MUNOBO20 COCMABA CUCMEM
YNpagnenieckou OOKYMeHmayuu, Op2aHu3ayUOHHbIX U HOPMAMUBHO-NPABOBLIX OOKYMEHMOS,
pe2nameHmupyiouux 0esameibHoCHb He2oCy0apCmeeHHOU Op2aHUu3ayulL.

TunosBoii mnuan pedepara
1. Xapaktepuctuka oOpraHu3alMoHHO-TIpaBoBOK Gopmer (OIID) HerocymapcTBeHHOM

opranuzanuu. (JKemarenbHO NpUBIEYEHHE CTATUCTUYECKUX JAHHBIX O TOM, CKOJBKO B

Poccun/ pernone/o6mactu/ ropoie 3aperucTpupoBaHo opranuzanuii nanaoi OI1D).

OO0mrast XxapakTepuCTHKA yIpaBjeHus1 opranuzamnueit nanunoi OI1D.

3. OCHOBHOW cOCTaB  HOPMATHBHO-IIPABOBBIX  JIOKYMEHTOB,  PErIAMEHTHUPYIOLINX
JEeSATENBPHOCTh HerocyaapcTBeHHOM opranm3zanuu gaHHou OIID (cm. Ilpakrtuueckoe
3a/1aHue 2).

4. XapakTepucTHKa JOKYMEHTaIbHOro ¢oHIa (JOKYMEHTOB, MX KOMIUIEKCOB M CHCTEM
JOKYMEHTAIH, (OPMHUPYIOIIUXCS B ACITEIbHOCTH HErOCyJapCTBEHHON OpraHU3allin):

OpraHU3aIMOHHO-TIPABOBAs JOKYMEHTALIUS,

IUTAHOBask JOKYMEHTAIIHS;

pacnopsAuTeabHas JOKyMEHTAIUs;

UH(GOPMAIMOHHO-CIPABOYHASI U CIIPABOYHO-aHAIUTHYECKAs TOKYMEHTAIINS;

OTUYEeTHAs IOKyMEHTAIUs;

JOKYMEHTAIUs TI0 00eCIeYeHHIO KaJpaMu (110 JIMYHOMY COCTaBY);

¢uHaHCOBas TOKyMeHTalus (OyXraiTepckuil ydeT U OTYETHOCTb);

JOKYMEHTAIU 110 MaTepUalbHO-TEXHUUECKOMY 00ECTIEYeHHUIO;

JIOTOBOpHAs TOKyMEHTaLUs,

JOKYMEHTAIUsl M0 JOKYMEHTAlMOHHOMY M MH(POPMALMOHHOMY OOECIEYEHHUIO

JESTEIBHOCTH YUPEXKICHUS;

e JIpyrM€ CHCTEMBI JOKYMEHTALUH, BKJIIOYAs U T€, KOTOPBIE OTPAXKAKOT OCHOBHYIO
JESTENBHOCTD U T. 1.

Ananu3 npuMepHOl HOMEHKJIATYpPBl J€]1 HErOCyJapCTBEHHOW OpraHU3aIiy.

6. CmocoOGbl M cpeicTBa JOKYMEHTHPOBaHHMS HWHGOpPMAlMM B HEroCyAapCTBEHHOM

OpraHu3aluu

ITopsinox XxpaHEeHHsI TOKYyMEHTOB HETOCYJapCTBEHHOM oprann3zauuu qaaHon OlId.

8. Cnucox IuTepaTypbl U HCTOYHHUKOB.

N

o

~



Cmpykmypa peghepama: TUTYAbHBIA JUCT, OTJIABJICHHE, BBEJCHHE, OCHOBHAs 4YacTh,
pa3burasi Ha MyHKTHI (MMyHKTHI O3arjiaBlieHbI), 3aKIIOYCHHUE, CITUCOK JIUTEPATYphl, MPUIOKEHHUE
(pu HEOOXOAMMOCTH).

Obvem pedepara JOIKEH COCTABIATh HE MeHee 15 crpanul (o crimcka nuteparypsr) (14
mpudT yepes 1,5 unreppana).

KiroueBbie ciioBa 1 3aroJIOBKHU Pa3/ieioB I0JDKHBI UMETh Pa3HbIE IPHU(TOBBIC BBIICICHHUS.

HutatHerii matepuan pedepara ohopMIIETCS B COOTBETCTBUN ¢ HOPMAaTHBAMH HAYYHBIX
paboT (CHOCKH C yKa3aHHEM JIMTEPaTypHOTO MCTOYHHKA, HOMEpa CTpaHUIl o0s3aTenbHbl). [Ipu
odopmiennn pedepara cieayer IpuaepKUBATHCS MPABUIL, TOJPOOHO U3JI0KEHHBIX B!

1. I'oCT P 7.0.5-2008. Cucrema cragmaproB 1o wuH(popMamu,
OMONMMOTEYHOMY U HW3JaTeNbcKOMY Jeny. bubnmorpaduueckas ccbuika. OOmue
TpeOOBaHUS ¥ MTPaBHJIA COCTABICHUS

2. I'OCT P 7.1-2003 Cuctema ctaHAapTOB 10 UH(POPMALIUU, OUOINOTEUHOMY
U u3narenbckoMy neny. bubnmorpaduueckas 3anuch. bubnnorpaduueckoe omnucanue.
OO6uue TpeboBaHMs U MTpaBUJia COCTABICHUSL.

3. roct P 7.82-2001 Cucrema craHzapToB 10 HHpOpMAIUH,

OMONMOTEYHOMY W H3AaTeIbCKOMY  JIEndy. bubnunorpadguueckas  3amuce.
bubmuorpadudaeckoe omucanue IEKTPOHHBIX pecypcoB. O0mume TpeboOBaHUs U MpaBHIIa
COCTaBJICHUSI.
Hamnpuwmep:
3amexcmosvie bubruocpagpuueckue ccoliku

1. KosmukoB B. A., I'myxoB B. Il. IIcHXONMHIBUCTHKA: TEOPHUS PEUEBOU

JESITETFHOCTH: yue0, mocooue /yist CTyIeHTOB TieABy30B. M.: Actpens; Teps: ACT, 2006.
319 c. (Beicmias mkona).

2. OO0 nHAMBHUAYaTFHOM TIOMOIITHU B MOJydyeHnu oopazoBanus: (O coneiicTBUM
oOpazoBanuto): ¢enep. 3akoH DeneparuB. Pecn. I'epmanus or 1 amp. 2001 . //
OO6pazoBarenbHOE 3aKOHOIATEIBCTBO 3apyOekHbIX cTpaH. — M., 2003. — T. 3. — C.
422—A464.

Ccblika Ha 271eKmpoHHbIe pecypcbl

JKunumiHoe npaBo: akTyajabHbI€ BOIIPOCHI 3aKOHOAATEIBCTBA: JIEKTPOH, KypH. 2007. Ne 1.
URL.: http://www.gilpravo.ru (mara oopamienus: 20.08.2007).

IloOcmpounas KOMNIeKCHAsL CCbLIKA

Jluxaues J[. C. O6pa3 ropoxaa // Ucropuueckoe kpaeBenenue B CCCP: Bomp. Teopuu u
npakTuku: co0. Hayd. cT. Kues, 1991. C. 183—188; Ero xe. OxHo B EBponny — Bpara B Poccuto //
Bceemup. cioso. 1992. Ne 2. C. 22-23.

Buympumexcmosas oubnuoepaguueckasn ccolika

(Apenc B.XX. A3byka uccnenosatensa. M.: Mnurepmer Umxunupunr, 2006)

Homep TeMbl cOOTBETCTBYET MOPSAKOBOMY HOMEPY B CIIUCKE TpYyMIIbI (eciu B rpymme 14
Yel0OBEeK U MEHbIle, BOMpaloTCa TEeMbl 10 HOMepaMm 0e3 «pacmuputenein» -1,2,3 u T.4.; ecnu
0oJbI1Ie, TO BBIOMPAIOTCS TEMBI ¢ paciuupuTensmu — 1.1, 1.2, 2.1 u T.71.; ecnu CTYJACHTOB B TpyIIIe
Oombmie 32-X, TO TEMbl BBIOMpAIOTCS B MOPSIKE CJIEIOBAaHMM M 0€3 paclIMpeHHs, U C
pacupenuem — 1, 1.1, 1,2 u 1.1.). Tembl pepepaToB He A0J5KHBI HOBTOPATHCS!

TemaTuka pedeparoB o Kypcy

15. Jlokymenmuposanue desimenbHOCMU NOHBIX MOBAPULYECTE

16. /loxymenmuposanue dessmenbHOCMU 0OUWECME ¢ 0CPAHUYEHHOU OMEEMCMEEHHOCbIO.

17. Jlokymenmuposanue dessmenrbHOCMU KPECMbIHCKUX ((hepMepCKUX) XO35AUCmS.

18. Jloxymenmuposanue dessmenbHOCMU XO3UCMBEHHBIX NAPMHEPCS.

19. Jlokymenmuposanue dessmenbHOCMU NPOU3BOOCHEEHHBIX KOONEPAMUBOB.

20. /[oxymenmuposarue dessmenbHOCMU NOMpPeOUmMenbCKux Koonepamueos (BpIOpaTh THO0YI0 U3


http://www.gilpravo.ru/

crenyromux Gopm):

20.1. JKUJINAIIHBIH,

20.2. YKUJIMLTHO-CTPOUTENbHBII

20.3. rapa)xHblii KOOIIEpaTHB,

20.4. CaJI0BOAYECKUI, OTOPOIHUYECKUI U TAUHBIN KOOIIEPATUB,
20.5. HOTPEOUTENBCKUN KOOTIEPaTUB,

20.6. 00IIeCTBO B3aMMHOTO CTPAaXxOBaHUS,

20.7. KPEAUTHBIN KOONIEPATHUB,

20.8. ¢donn mpokara,

20.9. CEJIbCKOXO035MCTBEHHBIH IOTPEOUTEIBCKUI KOOTIEPATHUB.

21. Jloxymenmuposanue OesmenbHOCMU 00wecmeennbix opeanusayuii (BBIOpaTh JIIOOYIO U3
cnenyroumx Gopm):

21.1. MOJIUTUYECKHUE TAPTHH,

21.2. CO3/IaHHbIE B KA4eCTBE IOPUAMYECKUX JIUI TMPOGECCHOHATBHBIE COIO3BI
(mpocoro3HBIE OpraHU3aIum),

21.3. OpraHbl OOIIECTBEHHOM CaMOIeATeTbHOCTH,

21.4. TEPPUTOPHUATHHBIC 00IIECTBEHHBIE CAMOYITPABIICHHUS.

22. Jloxymenmupogarnue dessmeibHOCmu accoyuayutl (coio3086), (BBIOpaTh JTIO0YIO U3 CIIECTYIOIIHX
hopm):

22.1. HEKOMMEpPUYECKHE MMapTHEPCTBA,

22.2. caMOperylupyeMble OpraHu3alni,

22.3. 00beTMHEeHUs pabOTOIaATENECH,

22.4. 00beAMHEHUS MTPO(hecCHOHABHBIX CO030B,
22.5. KOOIIEpaTUBOB U OOIIECTBEHHBIX OPTaHU3AIUH,
22.6. TOProOBO-TIPOMBIIICHHEIE,

22.7. HOTapHuaJIbHBIC MAaThI.

23. [{okymenmuposarue oessmenbHOCmU MOBAPULECH8 COOCMEEHHUKOB HCUIBSL.

24. Jlokymenmuposanue 0esimenbHOCMU Ka3zaubux oouecms.

25. Jlokymenmuposanue oessmenbHocmu ¢)oH008 (BHIOpaTh JTH00YI0 U3 CIEAYIOMUX GOPM):
25.1. 0O0I1IeCTBEHHBIE
25.2. 0J1aroTBOpUTEIIbHBIE (DOHIBI.

26. [loxymenmuposarnue 0esmeibHOCMU PEUSUOZHBIX OPSAHUZAYULL.

27. [lokymenmuposanue 0essmenbHOCmu nyOIu4HO-NPABOBLIX KOMNAHUIL.

28. llokymenmuposanue 0essmenbHOCmu a080KAMCKUX 00PA308AHUIL.

Tecr 1
Paznen 1. IlousiTHe 0 JOKYMEHTHPOBAHUH /1€ATEILHOCTH OPraHU3aLUil

1. Yto Ha3bIBaeTcst JOKYMEHTHPOBaHHEM?

1) nesiTenbHOCTH, 0OECIIEUNBAIOIAs CO3/IaHie O(DUIMATBHBIX TOKYMEHTOB M OpPraHH3aIUI0
paboTHI C HUMHU;

2) 3amuch HHGOPMAIMM HA Pa3IMYHBIX MATEPHATbHBIX HOCHTENSX 0 YCTaHOBJICHHBIM
MpaBUJIaM, KOTOPBIE 3aKPEIUIAIOTCS B MPABOBBIX aKTaX M HOPMATHBHO-METOJIUYECKUX
JOKYMEHTAaX;

3) cucTeMaTH3AINIO JOKYMEHTOB U KOMIUICKCOB JIOKYMEHTOB;

4) co3maHue, TOKYMEHTOOOOPOT, XpaHEHHEe U UCIIOJIb30BaHHE JOKYMEHTOB.

2. Pe3y1bTaTOM 1OKYMEHTHPOBAHUS /IeSITeIbHOCTH OPraHU3aIUil SIBJISIET/IOTCS:
1) IOKYMEHTHI;
2) KOMIUIEKCHI TOKYMEHTOB;
3) CHCTEeMBI IOKYMEHTAIIUH;
4) HOMEHKJIaTypa Jeil.
3.B opranu3anusx co31al0TC U UMEKT XO0KIeHHeE ...
1) TONBKO OHIIUATBHBIC JOKYMEHTHI;



2) TOJBKO HEO(HUIMATBHBIC JOKYMECHTBI;
3) 3aKOHOJATCIILHBIC AKTHI;
4) JUYHBIC JOKYMEHTHI.

4. COBOKyl'IHOCTb AOKYMEHTOB, B3AaMMOCBSI3AaHHBIX 110 NPU3HAKaAM IIPOUCXOKIACHUS,
Ha3Ha4YeHUud, BHIQ, C(bepbl ACATCJIbHOCTH, €IHUHBIX Tpeﬁonaﬂm‘f[ K HX OQ)OpMHeHI/IIO

Ha3bIBaeTCH...
1) KOMIUIEKCOM JIOKYMEHTOB;
2) CcHCTeMOM NTOKYMEHTAIUH,
3) HOMEHKJIATYpOH Je;
4) NOKyMEHTaJbHBIM (DOHIIOM.
5. SIapo yupexaeH4YecKoil JOKYMEHTAIUN COCTABJISIET:
1) HOpMaTHUBHO-TIPABOBAs TOKYMEHTAIIHS,
2) TEXHOJIOTHYECKas JOKyMEHTAIHS;
3) ympaBieHYecKas JOKyMEHTAIIHS,
4) nokymMmeHTaIus, 00ecreunBaroIas OCHOBHOM BUJI (BHIbI) ICSTEILHOCTH.
6. CTpyKTYypa 10KYMEHTAJIbHOT0 (DOH/IA OPTaHU3ALMHU 3ABUCHT:
1) OT OpraHU3aIMOHHO-TIPABOBOM (HOPMBI;
2) OT BUJIOB SKOHOMHYECKOU JIESITEITbHOCTH;
3) OT HOMEHKIIATYPHI JICIT;
4) ot GopMBbI COOCTBEHHOCTH.

7. Opraﬂnsaunﬂ, CO3JaHHad IM0 MHUIHATHUBE OTAC/JIbHBIX JIMI UJIH I'PYIII IPpa*kaaH, HE
HAACJIECHHBIX TO0CYyJAapCTBEHHO-BJIACTHBIMHA TIIOJTHOMOYHUSAMMU, BbINOJHAIOIIAA (l)yHKlIP[P[

NOCPeIHUKA MeKAY IoCyJapCTBOM M 00111eCTBOM HAa3bIBaeTCH:
1) HerocymapcTBEHHONW HEKOMMEPUYECKOM OpraHu3aIfei;
2) HErocyaapCTBEHHO KOMMEPYECKON OpraHu3aIiei;
3) rocymapCTBEHHON HEKOMMEPYECKOMN OpraHu3alliei;
4) HerocyaapCTBCHHOMN OpraHU3aluei.

8. Cnoco0 3akpensieHus1 M KCNOJIb30BAHMS HMYILIECTBA X035l CTBYIOIIUM Cy0ObeKTOM U
BbITEKAKOIIME M3 JITOr0 €ro NpaBoBOe MOJIOKEHHEe W LeJH NpeANpPHHUMATE]IbCKOM

AesiITeIbHOCTH HA3bIBAEeTCH
1) Gu3nIECKUM JIHIIOM;
2) IOpUANYECKUM JIHIIOM;
3) npeAnpPUHUMATENILCKON JESTEIBHOCTHIO;
4) opraHu3alMOHHO-IIPABOBOI (OPMOIA.

9. CoBOKYNHOCTH JOKYMEHTOB, OTHOCSIIMXCSI K OJHOMY BONPOCY WJIM YYacTKy

AeATeILHOCTH, MOMEIIEHHBIX B OTAeJILHYI0 00JI05KKY HA3BIBAETCS. ..
1) HOMEHKJIATYpOii JeT;
2) CHCTEMOM JOKYMEHTAINH;
3) nmemowm;
4) TOMOM.

10. Haiigute BepHOe npoaoskKeHHe ¢pasbl: «JoKymMeHTaIbHbIE (OHABI

OpraHu3anui...»
1) WMEIOT OJIMHAKOBBIN HAOOP JOKYMEHTOB;
2) WMEIOT CTaHJaPTHBIN HAOOP TOJBKO YIPABIECHUYECKOW JOKYMEHTAIINH;
3) HUMEIOT COBEPIIEHHO pa3HbIii HAOOP TOKYMEHTOB;
4) WUMEIT CTaHIAPTHBIM HAOOp Kak YIpPABICHYECKOW JOKYMEHTAIUH,
JTOKYMEHTAI[MH 00ECTIeYnBAaIOIIEro THIIA.

11.Kakas wu3 mnepeunciaeHHbIX cucrem aokymMentanmu HE OTHOCHUTCHA

ylnpaBJieH4YeCKoi?
1) JlokymeHTaIus 1Mo MaTepHaIbHO-TEXHHYECKOMY 00ECTIeYeHUIO;
2) Cwucrema JOTOBOPHOM JOKYMEHTAIHH;
3) Cucrema puHAHCOBOI TOKyMEHTAINH;
4) CucreMa 5KOJIOTUYECKON JTOKYMEHTALUH.



12. CI/ICTeMaTI/I3I/Ip0BaHHLIﬁ NMEPEICHDb 3ar0JI0OBKOB /1€J1, CO3JaBa€MbIX B Opranu3anuu,

C YKa3aHUEM CPOKOB UX XPAHCHUS HA3bLIBACTCH...

1. HOMeHKnarypa Jien;
2. CHCTEMOU JTOKYMCHTAIIUU;
3. memnowm;
4. NOKyMEHTaJIbHBIM (POHJIOM.
13. Opranusanus, koTopasi popMHpPYyeT JOKYMEHTAJIbHBIN (pOHI, HA3bIBAETCH ...
1. dongoobpazoBaTeb,
2. IOpUANYECKOE JIUIIO,
3. ¢usnueckoe nuIO,
4. TOIOTYETHOM.
14. KOpuauyeckast OTBETCTBEHHOCTh 3a PpadoTy ¢ JOKYMEHTAMH MPOSIBJIseT
TeHeHIHIO. ..
1. k ycunenuto,

2.
3.
4

K OCJIa0IeHHIO,
K IepepacipeieiCHHIO,
CTaOMIBHOCTH.

15. IlepcoHalbHYI0 OTBETCTBEHHOCTb 32 JIOKYMEHTbI, oOpasywuiuecsi B
HErocyJ1apCcTBeHHOI OpraHu3anmm, HecyT ...

1.

2.
3.
4

PykoBonuTenu opranuzanui.
Yupeaurenu opraHuzaiuu.
AKIIMOHEPHI.

Bce Ha3zBaHHBIC BHIIIE.

Tecr 2
Pasznen 2. HopmaTuBHO-TIpaBOBOE peryjiupoBaHue JOKYMEHTHPOBAHMS AeSATEJIbHOCTH
HerocyJapcTBeHHbIX OpraHu3auui

1. YacTHoe JMIO0 MM TPyNma Jul, Y KOTOPbIX €cThb (YHKIHUU H OO0A3aHHOCTH,

MMOJTHOMOYHMHA U B3AUMOOTHOIIICHUSA AJA JOCTHXKECHHUH CBOUX HEHEﬁ, Ha3bIBAKOTCA ...

1.
2.
3.
4.

el NS>

WHIUBUTyIbHBIMU PEINPUHUMATEIISMH,
IOPUANYECKUMHU JTUIAMH,
(bMBUYECKUMU JTUTIAMU
OpraHu3aIuen.

2. OTHOLIEHHE K JOKYMEHTAM KaK K aKTHBaM JIeKJIAPUPYETCH B ...
3aKOHOAATEeILCTBO PD;
MEKIYHApOJHOM CTaHAapTe 1o ynpasieHuto gokymentamu UCO 15489;
MEXIyHApOJHOM CTaHAapTe No ynpasienuto gokymentamu 1CO 30300;
MexayHapoaHbix ctanaaprax Ha CMK MCO 9000.

3 DJIeMEeHTBhI TPAXKIAHCKOr0 0011eCTBA, He Ha/leJIeHHbIe TOCYyAaPCTBEHHO-BJIACTHBIMH

MNOJTHOMOYUSIMH, BbINNOJHAKOIINE (l)yHK].[I/II/I MOCPECIHUKOB MEXKAY TOoCyaapCTBOM H
001IeCTBOM B peaan3anv HHTEPECOB IrpaKiaH BO BCEX cq)epax KM3HH, HA3bIBAKOTCA ...

N

Mwne

HETOCYAApCTBEHHOUN OpraHu3alue,

rOCyJIapCTBEHHOW OpraHu3aluen,

HETrOCYIapCTBEHHOW KOMMEPUYECKON OpraHu3alyen,

HETOCYIApCTBEHHOW HEKOMMEPUYECKON OpPraHu3alyei.
4 PykoBoauTesb HEroCy1apCTBEHHOM OPraHU3auuM ...

JEMCTBYET OT UMEHU COOCTBEHHHKA, HO CaM HUKOT/Ia HE SIBISETCS COOCTBEHHUKOM;

JEWCTBYET OT UMEHU COOCTBEHHHKA M MOXKET BXOJUTh B YHCIIO COOCTBEHHUKOB;

BCET/Ia SIBIIIETCSI COOCTBEHHUKOM;

JEMCTBYET OT UMEHU rOCYAapCTBa U TIOSTOMY CaM HUKOT/Ia He SIBJISIETCSI COOCTBEHHUKOM.
5 Opranusanusi, He UMeEWIIAs U3BJeYeHHe NMPUOLLIM B KadyecTBe OCHOBHOW LeaH

CBOCH /IesITe/IbHOCTH U He pacnpeae/siomas NoJy4eHHYI0 NPHObLIb MEeKIY YYaCTHUKAMU,



Ha3bIBACTCA ...

o

el N =

HETrOCYAapCTBEHHON OpraHu3aluei,
HEKOMMEPUYECKOW OpraHu3anuei,

roCyJapCTBEHHON KOMMEPYECKON OpraHu3anuen,
HEroCyJapCTBEHHON HEKOMMEPYECKON OpraHu3aluen.

6 MMpoxoskute ppasy: «Pesusuonnvie komuccuu ...»

HA3HAYAOMCcs 20CY0apCmeeHHbIMU HAO30PHbIMU OP2AHAMU,

8LIOUPAIOMCA U3 YUCAA YHUACTIHUKOS He20CYOAPCMEEHHOU OP2AHUZAYUU,

HA3HAYAIOMCs PYKOBOOCEOM He20CyO0apCmMEeHHOU OP2anUu3ayuu,

9MO  NpuiauieHHvle  CNeYuarucmsl,  3aHUMAlowuecs Nnpoyeoypou  JIUKeUOayuu
op2aHu3ayuu.

7. HOpMaTI/IBHaﬂ cpeaa BKJIIOYIAECT B ce0s1 HeCKOJILKO 3TAl0B aHAIN3a HOPMAaTHBHBIX

NPaBOBBIX AKTOB. YKAaXUTe MOCJIeA0BaTe]bHOCTh, B Kotopoii 'OCT P HCO 15489
peKoOMeHAyeT HIAeHTH(PUUHUPOBATL HOPMATHBHYIO cpeny. OTBeT 3anMIINTE YHCJIOBBIM

KOJ0OM.
1.
2.

3.

4.

J1oOpOBOJILHO IPUMEHSIEMBIE 3TUYECKHE KOJIEKChI U HOPMBI;

3aKOHBI 1 HOPMATHUBHBIE aKThI, PETYIHPYIOIIKE chepy AeI0BOM AeSTENBHOCTH B LIEJIOM U B
cHenu(pUUecKuX OTpaciiix, B TOM YHUCJIE€ 3aKOHBI M HOPMAaTUBHBIE aKTbl, OTHOCSALINECS
HEMOCPEJCTBEHHO K JIOKyMEHTaM, apXuBaM, JIOCTyNy, KOH(HUACHINAIHLHOCTH,
JI0Ka3aTeNIbCTBAM, AIEKTPOHHON KOMMEPILINY, 3alIUTE JaHHbBIX, HH(OpMAIUK;

MIpaBUJIa PEKOMEHIATENIBHOTO XapaKTEPA, OTPAKArOIINE TIEPETOBOM OIIBIT;

CTaHJAPTHI, OTHOCAIIMECS K IPAKTHYECKOU IE€ATEIIbHOCTH.

8. Cueayer Jm y4yuThIBATH MNpPH HACHTHPUKANMH HOPMATHBHON cpeabl B

HErocyJapcTBeHHO OpPraHM3alM HOPMATHBHbIEe NMPaBOBble aKThl Cy0bekTOB P® u ux
TEePpPUTOPHAJTILHBIX 00pa3oBaHuii? Eciaun 1a, T0 kK Kakoil rpynine UCTOYHUKOB HUX CJIeyeT

OoTHeCcTH?

1. Her, He y4uTHIBAIOTCS, TaK KaK 3TO JAOOPOBOJHLHO MPHUMEHSIEMBIC 3TUUECKHE KOJCKCHI U
HOPMBL.

2. Jla, OTHOCATCA K 3aKOHaM W HOPMATHUBHBIM aKTaM, PETyIUpYyOIUM chepy aemoBoi
NESTETPHOCTH B IIEJIOM M B CHEHU(UUYECKUX OTpaciisiX, B TOM YHCJIE 3aKOHaM U
HOPMaTHUBHBIM aKTaM, OTHOCSIIMMCS HEIMOCPEJICTBEHHO K JIOKYMEHTaM, apXuBaM,
JOCTYNy, KOH(UIESHIIUNATLHOCTH, J0Ka3aTeIbCTBAM, JJICKTPOHHOW KOMMEPIIHH, 3aIl[UTe
JTAHHBIX, HH(pOpMaIUH.

3. Jla, oTHOCATCS K NMpaBUJIaM PEKOMEHIATEIIBHOTO XapakTepa, OTPaXkKaloluM IepeI0BO
OIIBIT.

4. Jla, OTHOCATCS K CTaHJIapTaM, OTHOCSIIUMCS K TIPAKTHYECKOU IEeITeIbHOCTH.

9. Kak HerocyJapcTBeHHAasi OPraHu3anus MOHNMAET, KAKHe JIOKYMEHThI OHA J0JKHA

co3aaBaThb, MMOJYy4YaThb U XpaHI/ITb?

1.
2.

wnpe

1.
2.

[Tosyyaer cnicok HOPMATUBOB U TPEOOBAHUM MIPU TOCYAAPCTBEHHOM PEruCTparyy.
Cnucok HOpMAaTHBOB U TpeOOBaHMM HEroCyIapCTBEHHas OpraHu3alus I0JydaeT OT
ayJUTOPOB.

ITone3yercs HOpMaMu QenepanbHOT0 3akoHa «O JOKYMEHTHPOBAHUM JESITEIbHOCTH
HEroCyJlapCTBEHHBIX OpPraHU3aLui».

CamocTosTenbHO WACHTUGHULIHUPYET HOPMATUBHYIO Cpelly M BBIOMpAeT Bce TpeOOBaHMS,
Kacaroluecs: JOKyMEHTUPOBAHUS.

10. AcconManuu M cOI03bI OTHOCATCH K...

HerOCYﬂapCTBeHHOﬁ HCKOMMepquKOﬁ OpraHu3aluu,
HCTOCYHapCTBeHHOﬁ KOMMepquKOﬁ OpraHu3alnuu;
TOCYHapCTBCHHOﬁ HCKOMMepquKOﬁ OpraHu3alunu,
TOCY,Z[apCTBCHHOI/I KOMMCp‘-ICCKOI/I OpraHu3alunu.

11 Toproso-npoMbIlIEeHHbIE AJAThl OTHOCATCH K...

HeTOCY,Z[apCTBeHHOI/I HCKOMMCp‘{CCKOI/I OpraHu3alunu,
HeTOCYHapCTBeHHOﬁ KOMMCp‘-ICCI(Oﬁ OpraHu3alunm,



3. TrocyIapCTBEHHON HEKOMMEPYECKON OpraHu3aluu;
4. TOoCynapCcTBEHHON KOMMEPYECKOM OpraHu3aluy.
12. ToBapumecTBa cOOCTBEHHMKOB KMJIbSI OTHOCATCSH K...
1. HerocynapcTBEHHON HEKOMMEPYECKOM OpraHu3aluy;
2. HErocyaapCTBEHHOI KOMMEpPYECKON OpraHu3aluu;
3. TrocymapCTBEHHON HEKOMMEpPYECKOW OpraHu3alIliig;
4. TOoCynapCcTBEHHOM KOMMEPYECKOW OpraHu3aluy.
13.0061mecTBa ¢ OrpaHH4YeHHOH OTBETCTBEHHOCTHIO OTHOCATCS K...
HEroCyJapCTBEHHON HEKOMMEPYECKON OpraHU3allny;
HEroCcyJapCTBEHHON KOMMEPYECKON OpraHu3alny;
roCyJapCTBEHHON HEKOMMEPYECKON OpraHu3allny;
roCyJapCTBEHHON KOMMEPYECKOM OpraHu3aluu.
14 Kakoii rocopran npoBoIuT perucTpanuio OpuIu4ecKux Jun?
peruoHanbHbIe oTAeNeHUs POHAA COLMAIBHOTO CTPAXOBAHUS;
TEPPUTOPHAIIBHBIE OPraHbl I 0Cy1apCTBEHHOIO KOMHUTETA 110 CTATUCTHUKE;
3. TeppuUTOpHaIbHBIE OpraHbl MUHUCTEPCTBA TI0 AHTUMOHOTIOJIBHOM TIOJTMTUKE U TIOIIEPIKKE
MpeANPUHUMATENbCTBA;
4. TeppuTOpHaNbHBIM opraH MuHucrepcTsa o Hajgoram u cbopam (MHC) PO.
15. Kakoii 3 nepeyucIeHHbIX I'OCYy1aPCTBEHHBIX OPraHOB NPUCBANBAET U COO0IIAET
OPraHM3alMH KOJbl, XaPAKTEPHU3YIOIIHE ero X03sICTBEHHYIO 1eITeJIbHOCTD ?
1. perunonanpHeie oTaeneHus GoHAa CONMATBHOTO CTPAXOBAHUS;
2. TeppuUTOpHAaIbHBIE OpraHbl [ 0CyIapCTBEHHOTO KOMUTETA IO CTATUCTHKE;
3. TeppuTOpHaNbHBIE OpraHbl MUHUCTEPCTBA 110 aHTHMOHOIIOJIFHOH ITOJIMTHKE U TTOIIEPIKKE
IPEAIIPUHUMATEIBCTBA;
4. TeppuTOpHaNBHBINA OpraH MuHucTepcTBa 1Mo Hasoram u coopam (MHC) P®.
16.HerocynapcrBeHHbIe OPraHU3aIUM AeJATCHA HA ...

rwne

N

1. xommMmepueckue;
2. HEKOMMEpPYECKHE
3. aKIMOHEPHBIE;
4. WHAUBHAYyalbHBIC MPEANPUHUMATEIH.
17. Bomnpocamu nepeiay Ha XpaHeHHe [IOKYMEHTOB JIMKBUIMPOBAHHBIX

OpraHu3anuii 3aHUMAIOTCA ...
1. yupenurenwu;
2. JHMKBHJATOD;
3. PYKOBOJWTEIb JIUKBUIAUPYEMOU OpPraHU3aIliu;
4, wHajgorosast HHCIIEKIIHSL.

18. Kakyw cucremy JgOKyMeHTALUH JIMKBUAUPOBAHHONH HErocyI1apcTBeHHOM
OpraHu3anuu cyJae0Hble HHCTAHUMHU OOA3BLIBAIOT NPHHATH TOCYIAPCTBEHHbIH WM
MYHMUIMOAJIbHBIN apXUB Ja:Ke B cJIy4yae OTCYTCTBHS 10ropopa?

1. cucremy (pMHAHCOBOI JOKYMEHTAIINH;

2. cucTteMy JTOKYMEHTAallUU MO JTMYHOMY COCTaBY;
3. pacmopsIUTENbHYIO CUCTEMY TOKYMEHTAIIUN;
4. JIOTOBOPHYIO CUCTEMY JOKYMEHTAIIHH.

IIpomexyTounbIii TecT 3
Pazgen 3. Oco0eHHOCTH JOKYMEHTAJILHBIX (OH/I0B HErOCYAapCTBEHHBIX OPraHU3 Al

1. JloOpoBojibHOe 00IIeCTBEHHOE O0beIUHEHUE TPAkKIAH, CBA3AHHBIX OOIIMMH
NPOM3BOACTBEHHBIMHM, NPO(ECCHOHAIBLHBIMM HHTEpPeCaMH IO POAY HMX JAeATeJIbHOCTH,
co31aBaeMoe B IeJSX MNPeACTABUTENbCTBA H 3aIIUTHI COHMAJLHO-TPYAOBBIX MNpaB H
HHTEPecOB PA0OTHUKOB HA3bIBAETCH. ..

1. oOIIecTBEeHHOM ManaTo;



2. mpodeccCHoHaTbHBIM COOOIIECTBOM;
3. mpodeccHoHaIbHBIM COI30M;
4. TpPYIOBBIM KOJIJIEKTUBOM.

2. JlIokyMeHTalus 10 00palieHnsIM TPakIaH, Mo y4eTy YJIEHCTBA B OPraHu3aIluu, mno
3aliTe HHTEPECOB YWIEHOB OPraHU3alUM B Cy/de, MOCTAHOBJIEHUS, Pe30JIOLNH COOPaAHMIA,
KOH(epeHIHil, BHIOOPHBIX OPraHoB M HX MNPE3UIUYMOB COCTABJSIOT CHeNH(UKY
AOKYMEHTAJIbHOro (pOoHJA ...

1. aknuoHepHBIX OOIIECTB,
2. penuruo3HeIX 0OBETUHEHUH,
3. 00IIecTB ¢ OrpaHMYEHHOW OTBETCTBEHHOCTHIO,
4. mpodeccCHOHANBHBIX COI030B.
4.BonnpocaMu Be/ieHus 1eJIONIPOM3BO/ICTBA B NPO(COI03aX 3aHUMAETCH. ..
1. Ilpencenarens,
2. mpodcoro3Hoe cobpaHue,
3. Tmpe3ummyMm,
4. peBuzop.
5.Kakasi/ue u3 mNepevyHCIEHHBIX CHCTEMAa JOKYMEHTAIlUM He XapaKTepHa/bl IJs
peMruo3HbIX 00beIMHeHnil?
1. nMOKyMEHTAIus MO JJMYHOMY COCTaBY;
2. OTYeTHas JOKyMEHTAIWS;
3. OyXraaTepcKuil ydeT W CTaTHCTHYECKash OTYCTHOCTH;
4. nokyMeHTauus 1o y4ery apGuinpoBaHHBIX JIULI.
6. ITu opranmzaumu c 1 centaops 2014 pasaeanaucy Ha My0JUYHbIE M HeMyOJIMYHbIE:
1. akmuoHepHbIe 00IIECTBA,
2. pPeNUruo3Hble 0OBEAMHEHUS,
3. HEKOMMepYecKHe OpraHu3aluu,
4. mpodeccuoHaNTbHBIC COIO3BI.
7.BpICIIMM OPraHOM YIPABJIEHHUS B AKIIHOHEPHOM 00111eCTBE SABJISETCS. ..
PeBusnonnas (koHTposibHAs) kKomuccus AQO,
resepanbHblid tupekTop AO,
HaOJI0IaTeNIbHBIN COBET,
obmee coopanue yuactHukoB AO.
8. [Tos1HOMOYHS KOHTPOJILHOW PEBU3HOHHOM KOMHMCCHH, €€ KOJIHMYECTBEHHbIH COCTAB,
NMOPS/JA0K H30pPaHUsA ee YJIEHOB, CPOK HX IOJHOMOYMH, NMOPSAOK PadOTbl U NPUHATHSA
pelleHnii Ha 3aceIaHNAX HAXOAATCS B KOMIIETEHIUH. ..
1. Hupekropa (pyKOBOAMUTENS OPraHU3AIIHHN),
2. HaOmromaTeabHOIO COBETa,
3. OOmiero cobpanus y4aCTHUKOB,
4. TlpaBneHus.

9. OTyer 0 ABMKEHUM CPEICTB MO KJIUPHHIOBOMY PErucTpPy YYaCTHMKA KJIMPHHIA,
AreHTCKMd  TPACTOBBI  JOrOBOpP, CHUCKH Aa(PPUINPOBAHHBIX JIUI  OOIIECTBA,
eXKeKBapTaJbHble OTYEeThl JIMHUTEHTa o00pa3yloTcsi B mpolecce JOKYMEHTHPOBAaHHS
NeATeJIbHOCTH ...

1. akuMoHepHbHIX OOIIECTB,
2. penuruo3HeIX 00BEAUHEHUH,
3. HEKOMMEepYeCKHX OpraHU3allui,
4. mpodeccHOHANBHBIX COI030B.
10. IlepBble aknuoHepHbIe o0mecTBa B Poccuu BOZHUKIIN. ..
1. B cepenune XVIII Beka,
2. B cepeaune XIX Beka,
3. B 1922 rony,
4. B 1990-x romax.
11.1IpeanpusaTHsA, HAXOAAIIHECS B YACTHON COOCTBEHHOCTH, B I[€JIOM 110 IKOHOMHKE

el N =



Poccuu coctaBiasior ...

1. wmenbme 1 % ot obriero uncia npeanpusTHii;

2. wmenbine 20% oT 001I1ero Yncia npeAnpusTii;

3. 50% ot oOmiero yncia npeanpusTHii;

4. Oomnbire 80% oT 001Iero yucia npeanpusTuii.

12. YkaxxkuTe npaBuJibHOe NMPoIoKeHHe (Pppa3bl «/JoKyMeHTanHs 0 PHIHKY IeHHBIX

oymar...»

1. He BxoauT B HOMeHKJIATypy Aed AO, Tak Kak He SIBJISIETCS YIIPaBICHUECKOM;

2. HE BXOIAWT B HOMEHKJIATYpYy M€, TaK KaK HE OTHOCHTCS K KOMIIETCHIIMH OTJela
JeTIOTIPOU3BOICTBA;
BXOJUT B HOMEHKJIATypy Aea AO HapaBHE C IPYTUMHU CHCTEMAaMU;
4. BXOIUT B HOMEHKIIATYPY JIe]l IPY YCIOBUU HAJTMYHS PE3EPBHBIX PA3JIEIIOB.

w

Bomnpocsl k 3auery

1.JlokymMmeHTHpOBaHUE JEATEILHOCTH OPTaHU3AIlMH U OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IloHsiTHE NTOKYMEHTUPOBAHUS JIEATEILHOCTH OPraHU3allUH.

3.Cr1oco0bl TOKYMEHTHPOBAHUSI U €r0 PE3YNIbTATHI.

4 TurmoBo# cOCTaB CUCTEM JOKYMEHTAIIUH, 0Opa3yrOIIUICs B IEATEILHOCTH OpraHU3aIIHiA.
OO6mrast xapakTepucTHKA.

5.0Opranu3aioHHO-TIPaBOBasI CUCTEMA JTOKYMEHTAIIMH HETOCYJapCTBEHHON OpTraHU3alluu.
3ajaun 1 BUABI JOKYMEHTOB. Crieniuduka.

6. IlmanoBasi cuctemMa JOKYMEHTAIIMH HErOCYy/lapCTBEHHOW OpraHu3anvu. 3aJadd U BUIBI
nokymeHToB. Crienmduka.

7. PactiopsiguTenbHas CUCTEMa TOKYMEHTAIIMK HErOCyapCTBEHHON OpraHu3alvu. 3aaadu
Y BHUJIBI IOKYMEHTOB. Crieriuduka.

8.MHpopManiMOHHO-CITPaBOYHAs (aHAIUTUYECKAsT WM WH()OPMAIMOHHO-aHATUTUYECKAS )
CHUCTEMa JOKYMEHTAIIMH HErOCyJapCTBEHHOW OpraHW3aluu. 3aadd U BUIBI JTOKYMEHTOB.
Crnenuduka.

9. OTyeTHOM cHCTEMA TIOKYMEHTAllMU HErOoCYJapCTBEHHOW OpraHu3aiuu. 3aJadyd U BHUJIbI
nokymeHToB. Crienuduka.

10. Cuctema KaapoBOil JOKYMEHTAIIMK HErOoCYJapCTBEHHON OpraHu3aiuu. 3aJa4i U BUIbI
nokymeHToB. Crienuduka.

11. Cucrema puHAHCOBOM JOKYMEHTAllUM HETOCYIapCTBEHHOW OpraHu3aiu. 3aJadu H
BHJIBI JOKyMeHTOB. Crerduka.

12. Cucrtema OTOBOPHOW JOKYMEHTAIIMM HErOCYJapCTBEHHOW OpraHu3aluu. 3ajadd u
BU/JIBI TOKyMeHTOB. Crieruduka.

13. JlokyMeHTaluss MO0 MaTepHalbHO-TEXHHUYECKOMY OOECIEYeHHI0 HEeTrOoCYIapCTBEHHOMN
opraHu3aiuy. 3a1a4u 1 BUJIbI TOKyMeHTOB. Crienuduka.

14. [JoxymeHTamusi 1o HHPOPMAIMOHHOMY M JOKYMEHTAIIMOHHOMY OOECIEeUEHUIO
JeSITeNIbHOCTH HETOCYIapCTBEHHOW OpraHu3aliy. 3a1aui U BUJIbI JOKyMeHTOB. Crenuduka.

15. Cucremoil nokymeHTanuu 0OeCHedMBAIOIIEro THIA CUCTeMa B HErOCYIapCTBEHHOU
OopraHu3aiuu. 3aa4i 1 BUJbI ToOKyMeHTOB. Crierduka.

16. HomeHnkiatypa Aen HerocyJapcTBEHHON OpraHUu3al|Hy.

17. IloHATHE HETOCYAAPCTBEHHBIX OpraHU3aLMi.

18. Tumonorust HErocyIapcTBEHHBIX opranu3anuii 1

19. OOmas XapakTepuCTUKa HOPMATHBHO-TIPaBOBOM  0a3bl  JIEIOMPOU3BOJICTBA
HEroCyJapCTBEHHBIX OpPraHU3alui

20. JoxymMeHTaJIbHOE COMTPOBOXKAECHUE MPOLIETYPhl JIMKBUIALUH FOPUINYECKOTO JTUIIA.

21.0co0eHHOCTH JTOKYMEHTaJbHBIX (DOHAOB HETOCYAAPCTBEHHBIX HEKOMMEPUECKUX
OpraHu3arui.

22. JIOKyMEeHTUPOBAHUE IEATEIHHOCTH MPOPECCHOHAIBHBIX COI030B

23. JIoKyMEeHTHUpPOBAHUE ACATETLHOCTH PETUTHO3HBIX 00BEAMHEHUN

24. OcoOEHHOCTH JIOKYMEHTaIbHBIX (DOHIOB HETOCYIApPCTBEHHBIX KOMMEPUECKUX



OpraHu3arui.

25. JIoKyMEHTHUpOBAaHHE JEATEIHHOCTH aKIMOHEPHBIX OOIIECTB. YTpaBlieHYeCKas
JOKYMEHTAIU.

26. JIoKyMEHTHPOBAHUE JICATEIHHOCTH aKIIMOHEPHBIX 00IIeCTB. BBIMTYCK IEHHBIX OyMmar.



IIpunoxenne 2

OneHOYHbIE CPEICTBA AJIA MIPOBEAEHUA MPOMEKYTOYHOU aTTECTAIIUN

Kon maamkaropa

Nuaukatop AOCTUKEHUS KOMIIETEHIIMU

OreHOYHbIE CpeNCTBa

OIIK-3

Cnocoden IMPUMEHATDb TCOPECTHIECCKUE SHAHUSA NJISl PCIICHUS TITOCTABJICHHLIX 3a1a4 B odJ1acTH JOKYMCHTOBCIACHUS U APXUBOBCICHUS

OIIK-3.1

CocraBnsier, odopMmisier W BemeT YIPaBICHIECKYIO
BHIOB 10  TIPOQHIIO
COOTBETCTBUU C €€

JOKYMEHTALHIO
NEeATEIbHOCTH ~ OpraHu3alud B
OpTaHHU3aIMOHHO-TIPABOBON (hopMoi

Ppa3In4YHBIX

Bomnpocsl k 3auery

1./lokymeHTHpOBaHHE NEITENFHOCTH OPTaHU3AIINHN U OTBETCTBEHHOCTh PYKOBOJICTBA.

2. IloHsITHE TOKYMEHTUPOBAHUS AEATEIHHOCTH OPTaHU3AINN.

3. IlonsiTHE HETOCYNIaPCTBEHHBIX OPTaHU3aLNH.

4. Tumonorusi HeroCyIapCTBEHHBIX OPTaHU3AINI

5. OOmass XapakTepHUCTHKa HOPMATHBHO-TIPABOBOW 06a3bl
HETrOCYIAapCTBEHHBIX OpraHU3aLyi

6. JIoKyMEeHTaJIbHOE COIPOBOXXICHUE MPOLEAYPHI IUKBUJALNN FOPUANIECKOrO JINIIA.

JCITOIIPONU3BOACTBA

HTorossblii TecT M0 KypCy

Bompoc 1

Urto Ha3bIBaETCS TOKYMEHTHPOBAHNUEM?

BriGepurte onuH OTBET:

a. JeATeNbHOCTh, OOECIedynBaronasl Cco3JaHue O(UIMATBFHBIX JIOKYMEHTOB U
OpTraHU3AIMIO PA0OTHI ¢ HUIMH

b. cucremarn3anuio JOKYMEHTOB U KOMITJIEKCOB JOKYMEHTOB

C. CO37[aHMe, JOKYyMEHTOO0OPOT, XpaHEHUE U UCIIOIh30BaHIE JOKYMEHTOB

d. 3zammce wWHQOpPMANMKM HAa  PA3NAYHBIX MaTEPUATBHBIX HOCHUTENSX IO
YCTaHOBJIIEHHBIM  TpaBWJIAM, KOTOpPBIE 3aKpEIUITIOTCS B IMPABOBBIX  aKTax |
HOPMATHBHO-METOANIECKUX JOKYMEHTAX

Bompoc 2

YacTHOe WO WM TPyMNa JHI, y KOTOPHIX €CTh (YHKIHUH W OOS3aHHOCTH,
IIOJIHOMOYHS ¥ B3aMMOOTHOIIEHUS I JOCTH)KEHUS CBOUX Lieeil, Ha3bIBAIOTC ...

BriOepuTe OTMH OTBET:

a. FOPUINICCKIMH JIHIIAMU

b. ¢puznveckumu JMaMu

C. opra"usanuei

d. MHIUBUTYaTIHHBIMU TIPEITPUHUMATEIAMH
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Bompoc 3

JloOpoBoONbHOE  OOIIECTBEHHOE OOBEAMHEHUE TPaXKIaH, CBSI3aHHBIX OOIIMMU
IMPOU3BOACTBCHHBIMU, HpO(l)eCCI/IOHaJ'H)HbIMI/I HHTCpECaMH 110 poay HX ACATCIbHOCTHU,
CO3/IaBacMoe B IEMAX TPEICTABUTENHCTBA M 3aIMTHl CONMANBHO-TPYIOBBIX TpaB M
HHTEPECOB PaOOTHUKOB HA3BIBACTCH. ..

Bri6epute onuH OTBET:

a. mpodeccuoHaIbHBIM COOOIIIECTBOM

b. mpodeccroHaIbEHBIM COFO30M

C. OOIIIECTBEHHOM TajaTon

d. TpyIOBBIM KOJIJICKTHBOM

Bompoc 4

Hatimure BepHoe mnpomomkeHue ¢passl:  «JloKyMeHTanbHBIE (OHABI BCEX
OpraHu3alui...»

BriGepute onuH OTBET:

a. IMEIOT CTaHJAPTHBIA HA0Op TOJBKO YIPaBICHUECKON JOKYMEHTAIIH

b. UMeIOT coBepIIEHHO pa3HBIi HA0Op TOKYMEHTOB

C. IMEIOT OJJMHAKOBBIN HAOOp JOKYMEHTOB

d. wmMmeroT craHAapTHBIA HAOOp Kak YIpaBICHYECKOW [OKyMEHTallWd, TaK W
JMIOKYMEHTAINH 00eCTIeYNBaIOMIEeTo THIIA

Bompoc 5

Accolyanuy 1 COr3bl OTHOCATCA K. . .

BriGepute onuH OTBET:

a. HErocyJapCTBEHHOM KOMMEPUECKOW OpraHu3alun
b. HEerocyIapCTBEHHOW HEKOMMEPUECKOW OpraHu3alyun
C. TOCYJapCTBEHHOH KOMMEPUECKON OpraHu3aunuu

d. rocynapcTBEHHOM HEKOMMEPYECKOH OpraHu3alun

Bomnpocsl k 3auery
1.MudpopmanmoHHO-cripaBo4Has (aHAIUTHYECKas WM HH(POpMalMOHHO-aHAINTHYECKas)
CHUCTEMa JOKYMEHTAllUN HEroCyAapCTBEHHOM OpraHm3auuu. 3afadd ¥ BHUJBI JOKYMEHTOB.
Crenuguka.
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2. JlokyMeHTalus 1o HHPOPMAMOHHOMY U IOKYMEHTAIIHOHHOMY 00eCTIeYeHUI0
JeATEIbHOCTH HETOCYJApCTBEHHON OpraHu3alyy. 3a1au U BUABI JOKyMeHToB. Crienuguka
3. OcoOEHHOCTH JOKYMEHTANbHBIX (OHAOB HErOCYAapCTBEHHBIX KOMMEPUYECKHX
OpraHu3aluiil.

4. CuctemMoii TOKYMEHTAIMK 00ECTICYMBAIOIIECTO THIIAa CUCTEMAa B HETOCYIapCTBEHHON
OpraHm3aiuy. 3ajauu 1 BUJIbI JOKYMeHTOB. Crieninduka.

5. HomeHkiatypa Jien HerocyJaapcTBeHHON opranu3anuu. 6.Crnoco0bl JOKyMEHTHPOBAHHS
M €ro pe3yabTaThl.

7. TUTIOBOM cOoCTaB CHCTEM JOKYMEHTAIINH, 00Pa3yIOIIHIiCS B IEATETHPHOCTH OpTraHU3aIHil.
OO0mrast xapaKTepUCTHKA.

HTorossblii TecT MO KypcCy

Bompoc 1

IOpuanueckass OTBETCTBEHHOCTh 3a paboOTy C  JAOKyMEHTaMH  IPOSBISIET
TEH/ICHITHIO. . .

BriGepute onuH OTBET:

a. K OCJTa0JIEHUIO

b. crabunsHOCTH

C. K YCHUJIEHUIO

d. kK mepepacnpeneIeHuIo

Bompoc 2

Kakoii rocoprad npoBoIuT pErucTpaLuio OPUANIECKUX UL ?

BriGepute onuH OTBET:

a. TeppPUTOPHAJILHBIC OPTaHbl I '0cy1apCTBEHHOI0 KOMUTETA IO CTATUCTUKE

b. perronanbsHble oTACIeHN DOHIA COLNMATBHOIO CTPAXOBAHUS

C. TEppPUTOPHAJILHBIN opraH MuHucTepcTBa 1o Hajsoram u coopam (MHC) PO

d. TeppuTopHalibHBIE OpraHbl MHHHUCTEPCTBA NO AHTHUMOHOIOJIBHOW IOJIUTHKE H
HOJJIEPKKE MPEeANPUHIMATEIHCTBA

Bompoc 3
Kaxoii U3 mepeuucieHHbIX TroCyIapCTBEHHBIX OPraHOB MPHUCBAaMBAET U COOOIIAET
OpPTraHM3aLMU KOJIBI, XapaKTEPU3YIOLINE €ro X03IHCTBEHHYIO JEATENbHOCTh?
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Bribepute onuH OTBET:
a. peruoHanbHbIe oTaeneHns GoHa COMaIbHOrO CTPaXOBaHUS
b. TeppuTopuagbHBIe OpraHbl MHHHCTEPCTBA O AHTHMOHOIIOJIBHOW MOJUTHKE U

MOJJIEPKKE MPEAIPUHUMATENBCTBA

C. TeppUTOPHAIILHBIE OpTaHbl ['0CyJapCTBEHHOI0 KOMUTETA IO CTATHCTHUKE
d. TepputopuaneHeiii opran MunHcTepcTBa 10 Hajoram u coopam (MHC) PO
Bompoc 4

HerocynapcTBeHHbIe OpraHu3alMy JICNSATCS Ha ...

Bri6epuTe oiH MM HECKOIBKO OTBETOB:

a. HEKOMMEpPYECKHe

b. akmmonepHbIe

Bomnpoc 5

ITepBrie akimoHepHbIE 001IeCTBa B POCCHM BO3HUKIIN. ..

BriGepute onuH OTBET:

a. B cepeaune X VIII Beka

b. B 1990-x rogax

c. B 1922 romy

d. B cepemune XIX Beka

Bormpoc6
[pennpusitrs, HaxXoAAIIMECS B YACTHOW COOCTBEHHOCTH, B IEJIOM IO 3KOHOMHKE

Poccun cocraBnsmor ...

BriGepute onuH OTBET:

a. 50% ot ob1iero yncna npennpusTHil

b. menbie 1 % ot obuiero yncna npennpusTHi
c. 6onbuie 80% ot o01uiero uncia npenupusTHA
d. menbire 20% oT 001Iero Ynciaa npearnpusaTHA

Bompoc 7

ToproBo-nmpoOMBIIIIEHHBIE TaJaThl OTHOCATCSA K. . .
BriOepute onun oTBeT:

a. TOCY/IapCTBEHHOM HEKOMMEPUECKON OpraHHU3alun

b. HEerocy1apCTBEHHOW HEKOMMEPUECKOW OpraHu3alyun
C. HErOCYJJapCTBEHHOW KOMMEpPUYECKOH OpraHM3aliu
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d. TocynapcTBeHHOH KOMMEPUYECKO OpraHn3aliu
Bompoc 8

TOBapI/IHICCTBa CO6CTBCHHI/IKOB JKUJIbA OTHOCATCA K. ..
Bri6epute onuH OTBET:

a. HEroCyJapCTBEHHOW HEKOMMEPUECKOi OpraHu3aluu
b. rocysapcTBeHHOH KOMMEPUECKON OpraHu3auu

C. TOCY/IapCTBEHHOM HEKOMMEPUYECKOW OpraHHu3aIiu
d. HerocynapcTBeHHONH KOMMEPYECKOH OpraHu3aIuu

Bormpoc 9

OO6mIecTBa ¢ OrpaHUYECHHONW OTBETCTBEHHOCTHIO OTHOCSTCS K. ..

Bri6epute onuH OTBET:

a. HEroCcyJJapCTBEHHOW KOMMEPUYECKON OpraHu3aluu

b. rocymapcTBeHHONM KOMMEPYECKOW OpraHu3aIiu

C. TOCYJJapCTBEHHON HEKOMMEPUECKON OpraHu3aluu

d. HerocyaapcTBEHHONH HEKOMMEPUYECKOM OpraHu3aliu

Bormpoc 10

Tekct Bonpoca

Bonpocamu mepenaun Ha XpaHEHHE JOKYMEHTOB JTHUKBUINPOBAHHBIX OpPTaHU3AIINI
3aHUMAFOTCA ...

BriGepurte onuH OTBET:

a. HaJoroBast HHCIEKITHS

b. pyKOBOAWTENb TUKBUUPYEMOUN OpraHU3aIIH

C. YUpEIUTEIH

d. ruxBHAAaTOp

OIIK-3.2

3Haer IIpaBOBbIC HOPMbI U IIpaBWJla OpraHU3aluu,
CuCreéMaTu3alvu, y4dera

JAOKYMCHTAJIbHOI'O U ApXHUBHOTI'O (bOH):[OB OpraHuv3alnuu

KOMIIJICKTOBaHUA )51

IIpakTnyeckoe 3aganue Ne 2

3ananne. UnentudguuupoBars HOPMATHBHYIO CPely MJIsl OAHON M3 CJIeIyIOLIMX
OIl®. CocraBute Ouémorpapuveckuii 0030p. Beibop OIIP B nanHOM 3axaHuUM
J0JKeH coBnafat ¢ BbIOopoM OIID B KOHTPOJILHOM padore (cM. 3aqaHue
KonTtposabHoii padoThI).

Cnucoxk OIld

29. Ionnoe mosapuwecmeo
30. Obwecmso ¢ ocpanuieHHol OMEemMCcmMEeHHOCMbIO.
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31.
32.
33.
34.

35.

36.

37.
38.
39.

40.
41.

Kpecmousincroe (pepmepcroe) xoszsaiicmeo.

XosaiicmeenHvie napmuepcmaa.

IIpoussoocmeennvlii Koonepamus,

Tlompebumenvckux xoonepamugos (nodas uz credyrowux popm):

34.1. JKHJTAIIHBIN,

34.2. JKUJTMITHO-CTPOUTENbHBIN

34.3. rapakHblil KOOIIepaTHB,

34.4, CaJIOBOJUYECKHU, OTOPOJIHUYECKUN U JaYHbI KOOIIEpaTHB,

34.5. MOTPEOUTENBCKUN KOOIIEPATUB,

34.6. 00II1eCTBO B3aUMHOI'O CTPAXOBaHUS,

34.7. KpPEAUTHBIA KOOIIEPATHUB,

34.8. ¢doH TIpoKaTa,

34.9. CEBbCKOXO3AMCTBEHHBIN MTOTPEOUTENBCKUIM KOOIIEPATHB.

Obwecmeennvie opeanuszayuu (1100as u3 creoyiouux Gopm):

35.1. MOJIUTHYUECKUE TAPTHH

35.2. CO3JIaHHBIC B KauyecTBE IOPUJMUYECKUX IHUI] MPOdEecCHOHATBHBIE COO3bI
(podcor03HBIE OpraHU3aIiH ),

35.3. OpraHbl OOIECTBEHHON CaMOIEATEIbHOCTH,

35.4. TEPPUTOPHUAJIBHBIE OOIIIECTBEHHBIE CAMOYITPABIICHHS.

Accoyuayuu (corozvt), (mobas uz credyiouwux opm):

36.1. HEKOMMEPUYECKHE ITaPTHEPCTBA,

36.2. caMoperyIupyeMble OpraHn3aIlnHy,

36.3. o0benMHEeHNs paboToAaTeNeH,

36.4. 0o0benuHeHus mpodeccHoHaIbHBIX COIO30B,

36.5. KOOIIEPATHBOB U OOIIECTBEHHBIX OPTaHHU3aIINH,

36.6. TOPTOBO-TIPOMEIIIIICHHEIE,

36.7. HOTapHabHBIE TTAJIATHI.

Tosapuujecmea coOCMEEHHUKOG JCUTbS
Kazauvu oowecmsa

DOoHObL:
39.1. 0O0ILIIeCTBEHHBIE
39.2. OnmaroTBopuTeIbHbIE HOHIBI.

Penueuosnvie opeanuzayuu.
1lybnuuno-npagoguvle KomMnanuu
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42. Aosoxamckue 06paz06aHus.

Memoouueckue pexomenoayuu

OtBer Ha 3aJaHKMe JO/DKEH OBITh IMPEICTABICH B BUJIEC 0030pa HOPMATHBHBIX
IIPAaBOBLIX AKTOB.

[Ipu uneHTUGUKAIMA HOPMATUBHOM Cpe/ibl CIENyET OMUPAThCs HA PEKOMEH AN
n.5. TOCT P HUCO 15489-1-2007 «CHUBUJ]. VYmupasnenue noxkymeHTamu. OOmue
TpeOOBaHU»:

HopmaruBHas cpeia BKIto4aeT B ceOsi:

a) 3aKOHBI 1 HOPMATUBHBIE aKThI, PETYIHPYIOINE chepy NEIOBOH JAeSATETbHOCTH B
OeJIoOM U B CHCHI/I(i)I/I‘ICCKI/IX OoTpaciiiX, B TOM YHUCJIC 3aKOHBI WU HOPMATHUBHBIC AaKTEHI,
OTHOCSIIIUECS HEIOCPE/ICTBEHHO K JOKYMEHTaM, apxXuBaM, JIOCTYITY,
KOH(UICHITMAILHOCTH, JIOKA3aTeIbCTBAM, JJICKTPOHHONW KOMMEPIIMH, 3allUTe IaHHBIX,
uH(OopMaIiH;

b) cranaapTl, OTHOCSIINECS K TPAKTHYECKON AeATENbHOCTH;

C) MpaBUJIa PEKOMEH/IATEIFHOTO XapaKTepa, OTPaXKarolre MepeIoBON OITbIT;

d) 10OpPOBOILHO MPUMEHSIEMBIE STHUECKHE KOAEKCHl H HOPMBI;

€) uAeHTU(UIUPYEMbIE COIMAIbHBIE OXHUAAHUSA (TMOTPEOHOCTH), KacaroIIHecs
aJIeKBaTHOTO TOBEICHNS B CIEIM(PIIECKON OTPACIH WA OPTaHU3aINH.

Bri6upast HopmatruBHBIE TipaBoBBIe akThl A1l OIID, cnemyer pacmnpenensiTe UxX 1Mo
YPOBHSM (CM. YPOBHH HOPMAaTHBHO-MeTONNYeCcKoi 6a3pl B Paznene 2).

IIpn odopmIIeHNN WCTOYHWKOB YKa3bIBATh Ha3BaHUE JOKYMEHTA, AATy W3AAHMUS,
aBTOpa, MYHKTHI, TJ1aBHI U T.IL., PETJIAMEHTHPYIOIINE padoTy ¢ JOKYMEHTaMH, €CITi HE BECh
MCTOYHHK TIOCBSIIEH JOKYMEHTHPOBAHHIO.

Bce ymomsiHyTBIE B 0030p€ MCTOYHHKH JOJDKHBI OBITH AeicTByrommMu. CTtaTyc
UCTOYHUKOB  (meHCTBytomuii / He  JAEHCTBYyIOImUE)  cJleqyeT TMpPOBEpSATh 10
nH(hOpMaIMOHHO-TTPaBOBEIM nopranaM «Koucynbsrantllmtocy, «"apHaTy, «Kogeke» u mp.

Kontpoabnas padora
COCTaBHTb pedepar o Teme:
«JlokyMEeHTHpOBaHUE JAEITEIBHOCTH HEroCcylapCTBEHHOW OpraHu3alnud (ykKas3aTb
BBIOpPaHHYIO OpPraHM3alHOHHO-TIPAaBOBYIO (GopMy)». Buabl opraHu3alMoOHHO-IIPABOBBIX
¢opm npuseneHsl HIbKe. OHU HE TOJDKHBL  TOBTOPSITHCS B TPYIIIIE
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TpeboBanus k pedepaty

ConeprxaHue J0JIKHO JEMOHCTPUPOBATH CICIYIOIINE 3HAHUS U YMCHUS CTYJCHTOB:
3nanue:.
- cneyughuueckux uepm  OOKYMEHMUPOBAHUS OCSIMENbHOCMU — He20CYOapCMEEHHbIX
opeanusayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (DOPM HE2OCYOAPCEEHHbIX KOMMEDPUECKUX U
HEKOMMEPUECKUX OP2AHU3AYUL,
- MUN0B8020 COCMABA CUCMEM OOKYMEHMAYUU, GOpMUPYIowuUx OOKYMEHMAIbHbI HOHO
He20Cy0apCmeeHHbIX OPeaHU3aAyUiL;
- cnoco6o8 u cpedcms OOKYMEHMUPOBAHUs, NPUMEHIeMbIX 8 Npoyecce 0esmerbHOCHU
He20Cy0apCmeeHHbIX OPeaHU3aAYULL
- HOPpMAMUBHO-NPABOBLIX  AKMOB,  PEIAMEHMUPYIOWUX  OesImeNbHOCMb U ee
O0OKYMEHMUPOBAHUE 8 He20CYOaPCMBEHHbIX OPSAHUAYUSIX.
VYmenue
- cocmasums  HOPMAMUBHO-NPABOBYIO  0A3y  OOKYMEHMUPOBAHUsl — OesimenbHOCHU
KOHKPEMHOU Opeanu3ayuiL;
- cocmasums NPOeKm HOMEHKAAMYPbl 0el OP2AHU3AYUY, UCX00S U3 MUN0BO20 COCMABA
cucmem YnpagneHyeckol OOKYMEeHmayuy, Op2aHU3AUUOHHBIX U HOPMAMUBHO-NPABOBLIX
OOKYMEHMO8, pe2idMeHmupyiouux 0eameibHOCHb He2oCyOapCmeeHHOU OP2aHU3AYUL.

Tunosoii ni1an pedepara

9. XapakTepucTuka opraHu3anuoHHO-TpaBoBod ¢opmsel (OIID) HerocymapcTBeHHOMH
opranmzanmu. (JKemarenpHO TNpUBJIEUEHHE CTATUCTUYECKUX MJAaHHBIX O TOM,
ckonbko B Poccumn/ permone/o0macTi/ Topofie 3aperHCTPUPOBAHO OpTaHHU3AIUN
nmaaHou OI1D).

10. O6wias xapakTepucTHKa yIpaBieHus opranuzamnuei nanaoi OId.

11. OcHOBHOI cocTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PperIaMEHTUPYIOIINX
JIeSITeNTbHOCTh HerocynapcTBeHHon oprann3zanuu nanHoi OI1D (cm. [IpakTrueckoe
3a7aHKE 2).

12. XapakrepucTrKa JOKyMEHTaIbHOro ()oHAa (JOKYMEHTOB, UX KOMIUIEKCOB U CUCTEM
JOKyMEHTauuu, (QOpMHUPYIOLIMXCS B  JEATENBHOCTH  HEroCyJapCTBEHHON
OpraHu3alyn):

®  OpraHM3alMOHHO-TIPaBOBAs JTOKYMEHTAIHsL,
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® [UJAHOBAs JOKYMEHTAIVs;
o pacropaauTeiibHasd JOKYMCHTAI M,
WH(POPMAITHOHHO-CITPABOYHAS 51 CIIPaBOYHO-aHAIIMTHYECKAS
JOKYMCHTAIUsA,
OTYCTHAsA JOKYMCHTAL M,
JOKYMEHTAIIUS TI0 00eCTIeueHHI0 KaJpaMH (T10 TIMYHOMY COCTaBY);
¢dbuHaHCOBast TOKyYMeHTaIMs (OyXranTepcKuid y4eT U OTYETHOCTD);
JOKYMCHTAI M 110 MaTEPHUATIbHO-TEXHUYCCKOMY O6eCHe‘IeHI/HO;
JOTrOBOpHAas JOKyMECHTaIus,
JOKYMEHTallusI 10  JIOKYMEHTAlHOHHOMY W  HH(POPMAIMOHHOMY
00€eCIIeUEeHUIO ISITETBHOCTH YUPESKIACHUS;
® JIpyrue CHUCTEMBl IOKyMEHTAI[WW, BKIIOYas M TE€, KOTOPBIE OTPa’KaioT
OCHOBHYIO JIESITeTFHOCTD U T.I.

13. AHanu3 IpUMepHOH HOMEHKJIATYPHI Je] HErOCYyAapCTBCHHOM OpraHH3aI|H.

14. CnocoObl M cpencTBa JIOKYMEHTHPOBaHUs HHGOpPMAIMM B HErOCYIapCTBEHHOU

OpTaHM3aIHNN

15. Tlopsamok xpaHeHUsT JOKYMEHTOB HETOCYIapCTBEHHOM opranu3anuu ganHou OIld.
16. Crucok auTepaTypbl 1 HCTOYHHKOB.

Cmpyxkmypa peghepama: TATYIbHBINA JIACT, OTJIABJIICHUE, BBEIEHNE, OCHOBHAS YacCTh,
pazburas Ha NYHKTHI (IIYHKTHI O3arjaBlIeHbl), 3aKIIOYEHHE, CIUCOK JIHUTEPaTypHI,
MIPUIIOKEHHE (TIPH HEOOX OMMOCTH ).

Obvem pedepaTa [ODKEH COCTaBISATH HE MeHee 15 crpaHui (o crmcka
mutepatypsbl) (14 mpudT gepes 1,5 naTepBana).

KirroueBpie ciioBa M 3aroilOBKH DPa3/elioB JOIDKHBI WMETh pasHble MpU(TOBBIC
BEIJICIICHUSI.

HuraTHelit MaTepuan pedepara opopMIIIETCsS B COOTBETCTBHH C HOPMAaTHBAMHU HAyYHBIX
paboT (CHOCKHU C yKa3aHHEM JINTEPATypHOr0 UCTOYHUKA, HOMEpa CTPAHUI] 00s3aTeIbHBI).
TemaTuka pedeparoB mo Kypcy

1) Joxymenmuposarue desmensHocmu noaHbIX Mmosapuyecms

2) [Jokymenmupoganue OesimenbHOCmu obwecms c 02PaHUYEHHOL
OMBEeMmMCcmEeHHOCIbIO.

3) Hoxymenmuposarue OesimenbHOCHU KPECMbAHCKUX ((hepmepCKux) X03aticma.

4) Jloxymenmuposarue 0esmenibHOCmU X035UCMBEHHbIX NAPMHEPCMS.
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5) Joxymenmuposarue oesimenbHOCIU NPOUZEOOCHBEHHBIX KOONEPAMUBOS.

6) Hoxymenmuposanue desmenbHocmu nompeoumenbckux Koonepamugog (BbIOpaTh
JO0YI0 U3 cleayronmx Gopm):

7) KUIMIIHBIH,

8) IKMIMIIHO-CTPOUTETHHBIN

9) rapakHbIi KOOIEPATHB,

10) camoBOIUECKHIA, OTOPOTHHYECKHI U JaYHBIH KOOTIEPATHB,

11) noTpeOuTenbCKUi KOOIEpaTuB,

12) 0011ecTBO B3aMMHOTO CTPAXOBAHUS,

13) KpeauTHBIN KOOIIEpaTuB,

14) doun npokara,

15) cenbCKOX 03 CTBEHHBIN TTOTPEOUTENLCKMI KOOTIEPATHB.

16) JJoxymenmuposanue Oesmenvrocmu obujecmeennvlx opeanusayuti (BHIOPATH
M00YI0 U3 caenyronmx Gopm):

17) monuTHYecKue MapTuH,

18) co3maHHble B KAa4yeCTBE IOPUAMYCCKUX JIMI[ MPO(ECCHOHAIBHBIC — COO3bI
(podcor03HbIE OpraHU3aIiH ),

19) oprausl 00IIECTBEHHON CaMOIEATENLHOCTH,

20) TeppuTOpHANBHEIE OOIECTBEHHBIE CAMOYIIPABJICHHS.

21) Jloxymenmupoeanue desimenvrnocmu accoyuayuii (coio306), (BHIOpaTh IOy M3
crexyommx Gopm):

22) HEKOMMEpUYECKHEe apTHEPCTBA,

23) caMoperyympyemMble OpraHU3aIliH,

24) obbenuHeHus paboToaarTenei,

25) oO0benuHeHust mpo(hecCHOHATBHBIX COI30B,

26) KOOIEepaTHBOB U OOIIECTBEHHBIX OPraHM3aIlHIA,

27) TOProBO-IIPOMBIIILICHHBIE,

28) HOTapHaIbHBIE MAATHI.

29) Jlokymenmuposanue 0essmeibHOCmuU MOSaApUecme CoOCMEEHHUKO8 HCULbSL.

30) Hdoxymenmuposanue oesmenrbHOCMU KA3a4bUX 00ujecms.

31) doxymenmuposanue Oesmenvnocmu ¢ondos (BeIOpaTh JHOOYI0 M3 CIEAYIOMHX
thopm):

32) oOuecTBEHHBIC

33) GnaroTBOpHUTENBHBIC POHJIBI.




Kon naankaropa

HNuaukatop AOCTUKEHUS KOMIIETEHIIMU

OrneHouHbIE cpenicTBa

34) Hoxymenmuposarue 0essmenrbHOCIU PeTuSUO3HbIX OP2AHU3AYUIL.
35) Hoxymenmuposanue oesimenbHocmu nyOIUYHO-NPABOGLIX KOMNAHUL.
36) Loxymenmuposarue desimenbHOCmU A08OKAMCKUX 00pA308aHULL.

OIIK-3.3

PabGoraer c KOpITIOpaTUBHOM cHUCTeEMON
JOKYMEHTO000pOTa, B TOM YHCIIE DJEKTPOHHOTO,

B

COOTBETCTBHH C TPaBOBBIMA HOpPMaMH MpPOQecCHOHATEHON

Cpenbl

KonTpoabnas paéora
COCTaBUTH pedepar 1o Teme:
«JlokyMEeHTHpOBaHUE JEATEIBHOCTH HErOoCylapCTBEHHOW OpraHu3aiuu (yKas3aTb
BHIOPaHHYIO OpPTraHM3aIMOHHO-TIPABOBYI0 (GopMy)». Buabl opraHu3aliMOHHO-TIPABOBBIX
(dopm nipuBesieHbl HIKe. OHU HE JIOJDKHBI  TTOBTOPSITHCS B TPYIIIE

TpeboBanus k pedepary

ConeprkaHre TOMKHO AEMOHCTPUPOBATH CIIEAYIOINE 3HAHAS U YMEHHS CTY/IEHTOB:
3uanue:
- cneyugpuueckux uyepm OOKYMEHMUPOBAHUA OesIMENbHOCMU  He20CyO0apCmMBEeHHbIX
op2anHu3ayull;
- OCHOBHBIX OpP2AHU3AYUOHHO-NPABOBLIX (HOPM He20CYOapCMBEHHbIX KOMMEPUECKUX U
HEKOMMepPUeCKUX OpeaHu3ayuil;
- MUn0B8o20 coCmaga cucmem OOKYMeHMAyuu, QopmMupyroumux OOKYMeHMAanbHblli (oHO
He20Cy0apCmeEeHHbIX OP2AHU3AYULL
- cnoco6og u cpedcme OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce OesmeibHOCMmU
He20Cy0apCmeeHHbIX OP2AHU3AYULL
- HOPMAMUBHO-NPABOBBIX  AKMO8,  PElaMEeHMUPYIOWUX  O0eamelbHOCmb U ee
OOKYMEHMUpOo8anue 8 He2oCyOapCmeeHHbIX OP2aHU3AYUSIX.
Ymenue
- cocmasums  HOPMAMUBHO-NPABOBYID  0A3y — OOKYMEHMUPOBAHUS  OesimelbHOCMU
KOHKPEMHOU OpeaHu3ayuu;
- cocmasums NPOEKm HOMEHKAAMYPbl 0el OP2AHU3aAyUl, UCX00s U3 MUN0BO20 COCMABA
cucmem YnpagneHyeckol OOKYMEeHmayu, Op2aHU3AUUOHHLIX U HOPMAMUBHO-NPABOBLIX
OOKYMEHMO8, pe2idMeHmUPYIouux 0esmenbHOCHb He20CYOapCmME8eHHOU OPeaHU3AYUL.

Tumosoii mJiaH pedepara
17. XapakrepucTuka opranu3aunoHHo-npaBoBoi ¢opmsl (OIIP) HerocymapcTBeHHON
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18.
19.

20.

21.
22.

23.
24,

opranuzanvu. (JKemaTenpbHO TPHUBICUECHHUE CTATUCTHYECKUX JJAHHBIX O TOM,
ckonbko B Poccum/ permone/obnactu/ ropoiie 3aperucTpUpOBAHO OpraHU3aAIMN
nanHoi OI1D).

OO6mrast xapakTepUCTHKA yIpaBieHUs opranu3ainueil qanaon OI1O.

OCHOBHOI cOCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PErJaMeHTHPYIOIINX
JIeITeNBHOCTh HEerocynapcTBeHHou opranu3anun qanHoi OO (cMm. [IpakTraeckoe
3a7aHuE 2).

XapakTepucTuka JOKYMEHTATHHOTO (POH/IA (IOKYMEHTOB, MX KOMILIEKCOB M CHCTEM
JMIOKyMEHTauH, (OPMHUPYIOIIMXCS B  JCITEIBHOCTH  HEroCyAapCTBEHHOM
OpTaHU3AIINH );

o OpraHu3aluOHHO-IIpaBOBas JOKYMEHTalW s,

® I[IJJAHOBAsl JOKyMEHTAIIHS;

®  pacropsuTeNbHAs JOKYMEHTAIINS,

e HH(MOPMAIMOHHO-CIIPABOYHAS u CTIPaBOYHO-aHATUTHYECKAS
JIOKYMEHTAIINS

®  OTueTHas JIOKYMEHTAIIVs,

® JIOKyMEHTAIUs 10 00ECTIEYeHHIO KapaMH (IT0 JTMIHOMY COCTaBY);

e (uHAHCOBas JOKyMeHTAIus (OyXTanTepcKuil y4eT U OTIETHOCTb);

®  JIOKYMEHTAIIHS [0 MaTePUATBHO-TEXHHYECKOMY 00€CIICUEHHIO;

®  JIOTOBOpHAs JOKyMEHTAIIHS,

® JIOKYMEHTAalWs TIO0 JIOKYMEHTAIIMOHHOMY W  WH(MOPMAIMOHHOMY

00€CIIEUEHHIO IEITENbHOCTH YUPESKACHUS;
e Jpyrue CHCTEMBbl OKYMEHTALH, BKJIIOYasi U TE€, KOTOPBIE OTPAXArOT

OCHOBHYIO J€ATEIbHOCTh H T.J.
AHanu3 NpuMepHOH HOMEHKIIATYpPbI AT HErOCyAApCTBEHHON OpraHu3aluu.
CriocoObl M cpencTBa JOKYMEHTHPOBAaHUS MH(OpMaLUU B HEroCyAapCTBEHHOH
OpraHu3aluu
Ilopsinok XxpaHeHUs JOKYyMEHTOB HETOCYIapCTBEHHON opraHu3anyy qanHo OI1O.
Cnucok JnTepaTypsl 1 HCTOYHUKOB.
Cmpyxmypa pegpepama: TUTYIbHBINA JUCT, OTJIaBIICHUE, BBEAECHHE, OCHOBHAS YaCTh,

pazouras Ha NyHKTH (IYHKTBl O3arJIaBieHBl), 3aKJIIOYEHHE, CIUCOK JIUTEPaTYpBhI,
npujIoKeHHe (Ipu HeoOXOJMMOCTH).

Obvem pedepara [NOKEH COCTAaBIATH HE MeHee 15 crTpaHun (IO cCroHcKa

autepatypsl) (14 mpudt yepes 1,5 unreppana).
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KnroueBble croBa W 3aroioBKH pasfeioB JODKHBI MMETh pas3Hble MIPHUQTOBBIE

BBIJICTICHUS.
[uraTHBIi MaTepuas pedepaTa opOpMIISETCS B COOTBETCTBHHM C HOPMAaTHBAMM HAayYHBIX
padoT (CHOCKM C YKa3aHHEM JIMTEPaTypHOTO HCTOYHUKA, HOMEpPa CTPAHUI] 00S3aTEILHEI).

Tematuka pedepatoB 1o Kypcy

1) Jloxymenmuposarnue desmenbHoCmu noaHbIX MOBAPUYECTE

2) [okymenmuposarue OesimenbHoCmu obwecms c 02PaHUYeHHOll
0MBemcmeeHHOCbIO.

3) Hoxymenmuposarnue 0essmenbHOCIMU KPECMbIHCKUX ((hepmepCKux) X03icma.

4) Jloxymenmuposanue 0esmenbHOCmu X035SUCMEEHHbIX NAPNHEPCMS.

5) Hoxymenmuposanue oesimenbHOCmuU NPOU3E00CHEEHHbIX KOONEPAMUBOS.

6) Jloxymenmuposanue OesimenbHOCMU NOMPEOUMENLCKUX KOONEpamueos (BbIOpaTh
TM00YI0 U3 caenyronmx Gopm):

7) KWIHIIHBIHI,

8) I KWIHIIHO-CTPOUTEIBHBIN

9) rapakHbIi KOOIIEPATHB,

10) camoBOAUECKHI, OTOPOIHIUYECKUH M JaUHBIM KOOIIEPATHB,

11) moTpeOHuTENbLCKII KOOIIEPATHB,

12) o6111eCcTBO B3aHMHOT'O CTPAaXOBAHM,

13) KpemUTHBIM KOOIIEPATHB,

14) doun nmpokara,

15) cenbckoX 034 CTBEHHBII TOTPEOUTENLCKHI KOOIIEPATHB.

16) JJoxymenmuposanue Oesmenvnocmu obwecmeennvix opeanusayuti (BIOPaTH
TMOOYI0 U3 cemyoumx hopm):

17) momuTHvecKkue mapTuu,

18) coznanHble B KAa4yecTBE IOPUIMYECKHX JIMI TPO(ECCHOHANBHBIE —COH3bI
(podcoro3HbIe OpraHU3aIug ),

19) oprasbl 00IIECTBEHHON CaMO/IEITELHOCTH,

20) TeppuTOpHaIBbHBIE OOIECTBEHHBIE CAMOYIPABIIEHHS.

21) Jloxymenmupoeanue desmenvrocmu accoyuayuii (coro3o8), (BHIOpaTh OOy U3
cnenyrommx Gopm):

22) HEKOMMepYecKHe apTHEPCTBa,

23) caMoperynupyemble OpraHu3aliH,
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24) obbenuHEeHUs pabOTOIATENEH,

25) obbenuHeHus mpodhecCHOHATBHBIX COI30B,

26) KOOIepaTHBOB U OOIIIECTBEHHBIX OPTraHU3aITHH,

27) TOPTOBO-TIPOMBIIIIEHHEIE,

28) HOTapHaJbHbIE TTAaThHI.

29) Jlokymenmuposanue 0essimenbHOCmu Mmosapuyecme coOCMEEHHUKO8 HCULbSL.

30) Hoxymenmuposanue OessmenrbHOCMU KA3a4bUX 00ujecms.

31) JJokymenmuposanue oesmenviocmu (honooe (BHIOpATH JIOOYI0 M3 CIETYFOITHX
hopm):

32) obmrecTBEHHBIE

33) GarorBopHTENbHBIE POHIBL.

34) Hoxymenmuposanue 0essmeibHOCMU PeruSUO3HbIX OP2AHUZAYUIL.

35) Hdoxymenmuposanue oessmenbHocmu nyoIudHO-NPABObIX KOMNAHULL

36) Hdoxymenmuposanue 0esmeibHOCmu A08OKAMCKUX 00pA308aHUll.

OIIK-2 CnocoGeH HAXOAUTh OPraHU3aNMOHHO-YNIPaBJIeHYeCKHEe pellleHus MPH pelieHun 3a1a4 B cepe cBoeii npodeccHoHAILHOT 1eATeTLHOCTH

OIIK-2.1

Onpenensier menu W 3ajadd ympaBlieHWs B cdepe cBoei
npodecCHOoHANbHON AESITEIbHOCTH

Bomnpocsl k 3a4eTy
1.0cobeHHOCTH MTOKYMEHTANBHBIX (DOHOB HEroCyAapCTBEHHBIX HEKOMMEPUECKHUX

OpraHu3aIuii.

2. JIOKyMEHTUPOBAaHHE IESITEIBHOCTU MPO(PECCHOHATBHBIX CO030B
3. JIOKyMEHTUPOBAaHHE IESITEIbHOCTH PEIUTHO3HBIX 00bEINHEHUM
4. JIokyMEHTHpOBaHHE JAEATEIbHOCTH AaKIIMOHEPHBIX OOIIECTB. YIpaBleHUECKas

JIOKYMEHTAIIHSL.

5. JlokyMeHTHpOBaHHE NEATENbHOCTH AaKIIMOHEPHBIX OOIIecTB. BBIMyCK HEHHBIX

Oymar.

6. HoMeHknaTypa Jei HerocyAapCTBEHHOM OpraHu3aluu.
7.Crioco0Obl JOKYMEHTHPOBAHUS U €T0 PE3yJIbTATHI.

HTorossblii TecT N0 Kypcy
Bompoc 1
Kakas wu3 mnepeuncnennbix cucrem jgokymentaimu HE OTHOCUTCA «

YIPaBIEHYECKONW?

Bribepute onun oTBET:
a. CrucreMa 3KOJIOTHYECKON JOKYMEHTALUU
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b. Cucrema (GUHAHCOBOW JOKYMEHTALIUU
c. JIokyMeHTalUs TI0 MaTEPHATEHO-TEXHUYECKOMY 00€CTICUCHUTO
d. Cucrema OroBOpHOH TOKYMEHTAIN

Bomnpoc 2

YkaxxuTe NpaBWIbLHOE NMPojobKeHue (pasbl «/[okyMeHTalMs MO PBIHKY IEHHBIX
Oymar...»

Bri6epute onuH OTBET:

a. He BXOIUT B HOMEHKJIATYpy JeJ, TaK KaK He OTHOCHUTCS K KOMIICTEHITMU OTIena
JIeIOITPOU3BOICTBA

b. BXOAUT B HOMEHKJIATYPY M€ IIPH YCIOBUY HATTUYHSI PE3EPBHEBIX Pa3JICIIOB

C. HE BXOAWUT B HOMEHKIATYpy 1ei1 AO, Tak Kak HE SBIISIETCS YIIPABICHIECKON

d. BXoaut B HOMeHKIATypy Aeid AO HapaBHE ¢ APYTUMH CHCTEMaMHU

Bomnpocsl k 3a4eTy

1.0Opranu3anmMoHHO-TIpaBOBas ~ CHUCTEMa  JOKYMEHTAIIMM  HErocyIapCTBCHHOM
OpraHmM3anuy. 3ajgaud ¥ BUIbI JOKYMeHTOB. Crennduka.

2. IlmanoBas cucreMa MOKyMEHTAIIMH HErOCYAapCTBEHHOW OpPTaHM3AIlH. 3aJadud W
BHJIBI JOKyMeHTOB. Crienuduka.

3. PacniopsiqutenpHas cUcTeMa JOKYMEHTAIlMHd HErocyIapCTBEHHOW OpTraHH3aIlHd.
3amaun 1 BUABI JOKyMeHToB. Crennuka.

4. OTueTHON cHucTeMa JOKyMEHTAI[MH HErOCYJapCTBEHHOW OpraHU3aIli. 3a/1adud U
BUJIBI JOKyMeHTOB. Crienuduka.

5. CucrteMa KaapoBOM NOKYMEHTAIIMU HEroCyJapCTBEHHOM Opranu3auud. 3ajadd u
BUJIBI JOKyMeHTOB. Crienuduka.

6. Cuctema (UHAHCOBOHM JOKYMEHTAIIMHA HETOCYIaPCTBEHHON OpraHU3aIiy. 3a1aqu
¥ BUBI TOKyMeHToB. Crennuka.

7. CucreMa 10roBOpHOI TOKyMEHTALIMU HErOCYJapCTBEHHOM opraHu3auuuy. 3agadu 1
BUJIBI TOKyMeHTOB. Crienuduka.

8. JlokymeHTanus 110 MaTepuaIbHO-TEXHHYECKOMY 00€eCIIeueHn IO
HErocyJapCTBEHHON OpraHM3anvu. 3a1adu U BUBI JOKyMeHTOB. Criennduka.

HTorossblii TecT o Kypey
Bomnpoc 1
CucreMaTH3MpPOBaHHBII NTEPEUEHb 3ar0JOBKOB JIEN, CO3/IaBaEMBbIX B OPTaHU3alLlUu, C
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yKa3aHUEM CPOKOB MX XpaHCHHs Ha3bIBACTCA. ..
Bribepute onuH OTBET:
a. HOMEHKJIaTypa /el
b. cucremoii TOKyMeHTaIlH
C. IOKYMEHTAILHBIM (OHIOM
d. nenom
Bomnpoc 2

Opranun3zaiusi, Kotopas opMUpPYeET JTOKYMEHTaIbHbIH (DOH/I, HA3BIBAETC ...

Bri6epute onuH OTBET:
a. FOPUINIECKOE JTUTI0
b. Gpong000pazoBaTeib
C. TTIOJIOTYETHOUN

d. husuueckoe M0
Bompoc 3

IlepcoHanbHyI0O ~ OTBETCTBEHHOCTh 33  JIOKYMEHTHI,

HEerocyIapCTBEHHON OpraHM3aliy, HECYT ...
BriGepute onuH OTBET:
a. AKITHOHEPHI
b. Bce OTBETHI BEPHBI
¢. PykoBoauTenu opranusanuii
d. Yupemurenu opranu3aitiit
Bompoc 4

oOpasyromuecss B

Pe3ynpTaToM HOKyMEHTHPOBAHUS IEATEIBHOCTH OPTaHU3AMH SBIISIECT/IOTCA:

BriGepuTe oMH MITH HECKOJIBKO OTBETOB!
a. KOMIUIEKCHI IOKYMEHTOB

b. HOMeHKIaTypa nen

C. JOKYMEHTBI

d. cucremsl JOKyMeHTaMu

Bompoc 5

Kakyio cucremy [OOKyMeHTaluu JIMKBUIMPOBAHHON

HEerocyaapCcTBEeHHON

OpraHuzalnuu Cy,[[e6HBIe HMHCTaHIINH 00SI3BIBAIOT IIPUHATH FOC}’,Z[apCTBeHHBIﬁ nin

MYHI/IL[I/IHaJIBHblﬁ ApXUB JaXXC B CIIy4ac OTCYTCTBUA ,Z[OFOBOpa?

Bribepute onuH OTBET:
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a. CHCTeMY JIOKYMEHTALIUH TI0 JINYHOMY COCTaBY
b. cucreMy (MHAHCOBOW JOKYMEHTAIIMU

C. PACIOPSTUTEIBHYIO CUCTEMY TOKYMEHTAILIUH
d. moroBopHYyIO CHCTEMY JOKYMEHTAIlUU

OIIK-2.2

Hcnonk3yer OCHOBHBIE METOJABI M TPUEMBl OpraHH3aIldH,
TUTAHUPOBAHUS, MOTHBAI[UH, KOOPJHMHAIIUM W KOHTPOJIS
porreccoB B cpepe cBoel MpodecCHOHATEHON AeITeTbHOCTH

IIpakTnuyeckoe 3aganue Ne 2
3ananne. UnenTuunupoBaTs HOPMATUBHYIO CPeNy JIsl OHOM U3 CJIeTYIONINX

OIl®. CoctraButh OMOMorpapuyeckuii 003op. Boioop OIIP B naHHOM 3agaHuUM
J0JKeH coBnagaTth ¢ BbhiIoopoM OIID B KOHTpoOJILHOH paGore (cM. 3aaaHue
KonTpoabHoii padoThbI).

Caucok OII®D

43. [onnoe mosapuwecmso

44,
45.
46.
47.
48.

49.

Obwecmso ¢ 02paHuteHHOl OMeemcmeeHHOCNbIO.
Kpecmovsancroe (ghepmepckoe) xoszaticmeo.

Xossiicmeenuvle napmuepcmaa.

Ilpoussoocmeennvlii Koonepamus,

Tlompebumenvckux koonepamueos (10bas uz ciedyioumux Gopm):

48.1. SKJIAILHEIHN,

48.2. JKUJTHITHO-CTPOUTENBHBIN

48.3. rapa<Hblii KOOIIEpaTHB,

48.4. CaJIOBOTICCKUH, OTOPOTHUICCKUHA M TAYHBIA KOOIIEPaTHB,

48.5. MOTPEOUTENHCKUN KOOIIEPATHB,

48.6. 00IIIeCTBO B3aHMHOT'O CTPAXOBaHUS,

48.7. KPEIUTHBIA KOOIIEPaTUB,

48.8. ¢doHI TIpoKaTa,

48.9. CENBbCKOX 03 CTBEHHBIN MTOTPEOUTENBCKII KOOIIEPATHB.

Obwecmeennvie opeanuzayuu (1100as u3 credyiouux ¢opm):

49.1. MTOJTUTHYECKUE TTAPTHHI

49.2. CO3JITaHHBIC B KAaueCTBE IOPUIMYECKUX JHUI[ MPOGECCHOHATBHBIC COH3BI
(mpodcoro3HbIe OpraHU3aIuN ),

49 3. OpraHbI OOIIECTBEHHON CaMO/IeATEIbHOCTH,

49.4. TEepPUTOPHATILHBIE O0IIECTBEHHBIE CAMOYIIPABICHHSL.

50. Accoyuayuu (coroswr), (10bas uz credyrowux gpopm):

50.1. HEKOMMEPUYECKHE NaPTHEPCTBA,




Kon naankaropa

HNuaukatop AOCTUKEHUS KOMIIETEHIIMU

OrneHouHbIE cpenicTBa

50.2. caMoperyJmpyeMble OpraHu3alnH,

50.3. o0beauHeHust paboToaarenei,

50.4. 00beMHeHMs MPo(ecCHOoHaTBHBIX COIO30B,
50.5. KOOIIEPATUBOB U OOIIECTBEHHBIX OpraHHU3aIINH,
50.6. TOPTOBO-NPOMBIIIIICHHEIE,

50.7. HOTapHaJIbHbIE MTAJIATHI.

51. Tosapuwecmea coOCmMEEHHUKOB HCUTbS
52. Kazaubu obuecmsa

53. @onowi:
53.1. 0011[eCTBEHHBIE
53.2. ONaroTBOpUTEIBbHBIC (OH/IBI.

54. Penueuosnvle opeanuzayuu.
55. Ilybauuno-npasogvie komnanuu
56. Aosoxamckue obpazosanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3amaHre IOJDKEH OBITh NpPENCTaBiICH B BUIE 0030pa HOPMATHBHBIX
MPaBOBBIX aKTOB.

[Ipu uneHTUDUKAIIMN HOPMATUBHOM CpPE/bl CIENYET OMUpPaThCs HA PEKOMEH NN
n.5. TOCT P HCO 15489-1-2007 «CHUBUI. VYmpaBnenue noxkymentamu. OOrime
TpeOOBAHU:

HopmartuBHas cpesia BKIto4aeT B cebsi:

a) 3aKOHBI 1 HOPMATUBHBIC aKThI, PEryIHPYIOIINe chepy NEITOBON ACATETHHOCTH B
HENIOM U B CHEIU(PHUUSCKUX OTPACIAX, B TOM 4YHCIE 3aKOHBI U HOPMATHUBHBIC AaKThI,

OTHOCSIINECS HEIOCPEICTBEHHO K JTOKyMEHTaM, apXxuBaM, JIOCTYIY,
KOH(HICHIINATIBHOCTH, JI0KA3aTEIbCTBAM, JJIEKTPOHHOH KOMMEpIMH, 3allUTe TaHHBIX,
uH(hopMaIu;

b) cTaHIAPTHI, OTHOCSIIUECS K TPAKTUICCKON JAATEbHOCTH;

C) MpaBUJIa PEKOMEHIATENLHOTO XapaKTepa, OTPAXKAIOIINE MTEPEOBOH OIBIT;

d) 106POBOIBHO MPUMEHSIEMBIC ITHUCSCKUE KOJACKCHI U HOPMBI;

€) UICHTU(UIUPYEMbIE COIMAIIbHBIE OXHIAHUS (TMOTPEOHOCTH), KacaroIIuecs
aJICKBaTHOT'O IMOBEJICHHS B CIIEIIM(PUIECKON OTPACIIU WA OPTaHU3aIINH.

Bri6upas HopmatuBHEIE TipaBoBbIe akThl Aisi OIID, cnemyer pacrpenensTs Ux 1o
YPOBHSIM (CM. YPOBHU HOPMaTHBHO-MeTOIMYecKol 6a3bl B Paznene 2).
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[Mlpu odopmiIeHNN UCTOUYHMKOB yKa3bIBaTh HAa3BaHUE JOKYMEHTA, ATy M3JaHusl,
aBTOpPA, MYHKTHI, TJIaBBI U T.II., perllaMeHTUpYoLIHe paboTy ¢ TOKYMEHTaMH, €CIIi HE BECh
MCTOYHHK MOCBSIIEH JOKYMEHTHPOBAHHUIO.

Bce ynomsiHyTEIE B 0030p€ MCTOYHHKH JOJDKHBI OBITH AeiicTByromumu. CraTtyc
HUCTOYHHMKOB  (JeHCTBytomui / He  JCHCTBYIOIIUH)  CleayeT MpPOBEPSATh IO
nHpOpMaIOHHO-TIpaBoBbIM TopTanaMm «Koncymerantllnoc», «"apHaTy», «Kogeke» u ap.

IIpakTnyeckoe 3aganue Ne 1
3ananne. CnpoeKkTHPOBATHL HOMEHKJATYpPy AeJ OJHOH HerocyaapcTBeHHOi
OpraHM3aluM M0 UCXOAHBIM ycJoBUsiM. Ha3Banus opranusaumii BbIMbIILJIEHHBIE.

1. Haspanme opranmzanmu — OOO «Breicota» 1. ExatepunOypr; cdepa
NI TETPHOCTH — CTPOUTEIHCTBO (3aCTPOMIIIHK).

2. HasBanue opranuzaiun — KpectbsiHckoe (hepmepckoe) xo3siictBo «CanaBaT»
PecrryOnuka bammkoprocran; cdepa nesTenbHOCTH - CeabcKoe

3. Hazsanue opranmzanuu — CHT «Ypoxait» r. UensaOnuHCK; cdepa nesTeTbHOCTH -
CazoBoACTBO, OTOPOAHUYECTBO M TAYHOE XO3SHCTBO.

4. Hasganue opranm3aryu — OO0 «CHBy» r. HoBocuOupck; chepa AeITeNbHOCTH -
OrmepaTopsl COTOBOI CBSI3H.

5. Ha3paHue opraHu3zalu — X034iicTBEHHOe MapTHepcTBO «Kype» r. MockBa;
cdepa AeITeTbHOCTH - TOPTOBO-3aKyIIOYHAS IS TENBFHOCTD.

6. Haspamme oprammszanmmun — OOO «ABtoropr» 1. Kammmawmarpazg, cdepa
JesaTensHocTH — ToproBus. KoMHCCHOHHBIE MarasuHbl MO TOPrOBJE TPAHCIOPTHBIMU
CpE/ICTBAMH.

7. Haspamme oprammzammu — monHoe TtoBapumectBo (IIT) «/luzems»; chepa
JIeSITETFHOCTH - He()Tera30100bIBAIOIIIX TTPON3BOJICTBO.
8. HazBanme opranmsammm — OOO «lluakepTon»; chepa aestensHocT — YacTHas
JETEKTUBHASI M OXPaHHAas JIeSITENbHOCTh, areHTCTBO.
9. Haspanue opranmzauuu — UIl «MBanoB U.N» pexmamuseii xypHan «Cdepay;
cdepa nesrenbHocTH - Cpencra maccoBoit nHpopmanuu. Peknama.
10. Ha3BaHue opranusaniy — acCoUMalys TypareHToOB M TyponepaTtopoB «biok»
r. Camapa; cdepa OEATETBHOCTH — TYpPUCTCKash HAEITENbHOCTh, 3aIlUTa HHTEPECOB
TypareHToB, TypoIepaTopoB, TYPHUCTOB.
/I!Homep 3a0anus, 6b10upaemozo 018 anaiusd, Coomeemcmeayem nopsoKo8omy
Homepy hamunuu cmydenma 6 cnucke epynnol. Ecau 6 epynne bonel 0-mu uenogex, mo,
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HAYUHAsl ¢ OOUHHAOYAMO20 CmyOeHma, omuem 3a0anuti Havunaemcsi ¢ Ne 1.
Memoouueckue pexomernoayuu

g BBIOMHEHMS 3aJaHUs OPUEHTHPOBATHCA HA TEOPETHUYECKHM MaTepual
PaznenoB 1 u 2.

B HoMeHkmaType momKeH OBITh OTpaXKeH Bech JOKYMEHTaJbHBIN (OHI,
MIPECTaBICHHBIN YIIPaBICHYSCKOM JOKYMEHTAIMEeH M JOKYMEHTaIuelH 00eceunBaioniero
THUTIA.

HanMeHoBaHMS 3aTONOBKOB /i€l HEOOXOAWMO CBEPATH C THIIOBBIMH IEPEUHSIMHU
apXUBHBIX TOKyMeHTOB (cM. Mcrounukn). Ob6s3arensHo cnenyer n3yants 'K PO B wacTw,
Kacatomierics BoIOpanHO OII®D, u denepanbHPIMH 3aKOHAMH IO YKa3aHHBIM BHUAAM
JIeSITeNFHOCTH; YYUTHIBAITE PU MPOSKTHPOBAHUN HOMEHKIIATYp HOPMAaTHUBHBIE TIPABOBBIE
aKThl CyObeKTOB P® u MX TeppUTOpHAIBHBIX 00pa30BaHuUi.

[Ipu mpoeKTUpOBaHMK WCIOJIB30BATh TUIOBYIO TaOnuily GopMbl HOMEHKIATYPHI
Jlen cM. Taommy 1.

Ta6umna 1

®dopMa HOMEHKJIATYPHI JIEJT OPTaHU3aIN

Cpox xpaHeHus Jejia u

HHaexce KoJ-Bo en. p p A

3aroJi0BOK aej1a Ne cratbu Ipumeuanus
aeia Xp.
no Ilepeunio
1 2 3 4 5
HUemounuru

6. denepanpublii 3akoH oT 22.10.2004 N 125-D3 "O6 apxuBHOM nene B Poccuiickoit
Oenepanun”

7. llepeveHb TUTIOBBIX YIPABICHUYECKHUX apXWBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B
MpoIiecce NIEATENIbHOCTH TOCYAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO
CaMOYTIpaBJieHWsl M OpTaHW3alluii, C yKa3aHHEeM CPOKOB HX XpaHEHHs', YTB.
[Ipukaszom Munkynetypel P® ot 25.08.2010 N 558 (cMm. ykazaTenb BHUIOB
JIOKYMEHTOB K HEMY);
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8. TIlepeuenp THUIIOBBIX ApXUBHBIX JIOKYMEHTOB, 00pazyoLHXxCs B
HAayYHO-TEXHUYECKOM © TMPOU3BOACTBEHHOW JAEATEIbHOCTH OpraHU3alui, C
yKa3aHHeM CPOKOB XpaHeHUs, yTB. [Ipukazom MunkynsTypsl P® ot 31.07.2007 N
1182 (cm. ykazaTens K HEMY);

9. CnpaBounass wunHpopmanms: "Cpoku XpaHEHHS JJOKYMEHTOB OpraHu3aiuii"
(Marepuan MOJITOTOBJIEH CHenUaTUCTaMU Koncynsrantlliroc) //
Koncynsrantllntoc. —Pexum JlocTyna:
http://www.consultant.ru/document/cons doc LAW 121777/

10. HonoxkeHue 0 MOPSIKE U CPOKAX XpaHEHUs JTOKYMEHTOB aKI[MOHEPHBIX OOIIECTB,
yt1B. [TocranoBnennem OKILB PO or 16.07.2003 N 03-33/mc.

OIIK-2.3

Ywmeer UIeHTH(UIIPOBATH TpeOOBaHUS
HOPMAaTHUBHO-TIPABOBOW CpeAbl K CBOEHW MpOodeccHOHAITBHOM
JeATEIbHOCTH U AESTeIbHOCTH OpraHu3aluu

KoHTpoJbHas padoTa
CocraBuTh pedepart 1o Teme:
«JIOKYMEHTHPOBaHHE JEITEILHOCTH HErOCYIapCTBEHHOH opranu3aiuu (ykasaTbh
BBIOPAHHYIO OpraHH3aIMOHHO-TIPaBOBYIO (opMy)». Buabl OpraHH3aIlMOHHO-PABOBBIX
¢dbopMm npuBeneHb! HKe. OHU HE TOJDKHBI  [TOBTOPSATHCS B TPYIIIE

TpeboBanus k pedepary

Conep:xaHye 1OKHO AEMOHCTPUPOBATH CIEIYIONINE 3HAHUS U YMEHUS CTYIICHTOB!
3uanue:
- cneyuguyeckux uepm  OOKYMEHMUPOBAHUSI  OESIMENbHOCU — He20CYOapCHEEeHHbIX
opeanusayul;
- OCHOBHBIX OpP2AHU3AYUOHHO-NPABOGHIX (HOPM HE20CYOUPCMEEHHbIX KOMMEPYECKUX U
HEKOMMEPUECKUX OP2AHU3AYULL
- MUN0BO20 COCMABA CUCMeM OOKYMEHMAayuu, QopmMupyiomux OOKYMeHmMAaIbHblll (OHO
He20cy0apCmeenHblX Opeanu3ayuil;
- €nocobo8 u cpedcme OOKYMEHMUPOBAHUs, NPUMEHAEMbIX & npoyecce 0esamelbHOCmu
He20cy0apCmeenHblX Opeanu3ayuil;
- HOPMAMUGHO-NPABOBLIX — AKMOG,  PEIaAMEHMUPYIOWUX  OeamenbHoCmb U ee
OOKYMEHMUPOBAHUE 8 HEe20CYOAPCMBEHHBIX OPLAHUIAYUSIX.
Ymenue
- cocmasumv  HOPMAMUGHO-NPABOBYI0  0a3y  OOKYMEHMUPOBAHUSL  OesimeabHOCTU



http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010
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KOHKDEmHOU 0p2aHu3ayuul;

- COCMAasumMy NPOeKm HOMEHKAAMYPbl 0ell OP2aHUu3ayul, UCX00s U3 MUN08020 COCMAasa
cucmem YnpagnieHyeckou OOKYMeHmayuu, Op2aHUu3AUUOHHbIX U HOPMAMUBHO-NPABOBLIX
OOKYMEHMO8, peciaMenmupyouux 0eameibHOCb He2oCy0apCmeeHHOU OP2aHU3ayUlU.

TunoBoii nJaH pedepara

25.

26.
217.

28.

29.
30.

XapakTepucTHKa opraHu3aluoHHo-TIpaBoBoi Gopmbl (OIID) HerocynapcTBEHHOM
OpraHu3amnuu. ()KCHaTeHBHO MPUBJICYCHUE CTATUCTUYCCKUX JAaHHBIX O TOM,
ckonbko B Poccum/ permone/obnact/ ropojie 3aperucTpUpOBAHO OpraHU3aAIMHA
nmauHoi OI1D).

OO0mas xapaKkTepuCTHKa yIIpaBiieHus opranu3anuen qanaoi OI1D.

OCHOBHOM COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, DPErJIaMEHTHPYIOIIIX
NEeATEIBHOCTh HEerocynapcTBeHHoN opranusanun Janaoi OIID (cm. [Ipaktrueckoe
3a7aHuE 2).

XapaKkTepuCTUKA TOKYMEHTAJIBHOTO (POHMA (IOKYMEHTOB, UX KOMIUIEKCOB U CUCTEM
JOKyMEHTalUH, (QOpPMUPYIOLIMXCS B  JEATENBHOCTH  HErocyJapCTBEHHOH
OpTaHU3AIINH );

¢  OpraHM3aIlOHHO-TIPABOBAS JOKYMEHTAIHS,

®  [UIAHOBAas JOKYMEHTAIVS;

®  pacrmopsAuTENbHas JOKYMEHTAlus;

¢  uH(OPMAIMOHHO-CIIPABOYHAS u CIIPaBOYHO-aHAJIMTHYECKAs
JOKYMEHTaIus;

e OTYETHAs IOKyMEHTAIHs;

® JIOKyMEHTAIUs 10 00ECTICYSHHIO KapaMHu (IT0 TMIHOMY COCTaBY);

e (uHaHCOBas AOKyMeHTaIus (OyXTranTepcKuil y4eT U OTYETHOCTH);

¢ JOKYMEHTAIUs [0 MaTePHaIbHO-TEXHUUECKOMY 00eCIIeueHHIO;

®  JIOrOBOpHAs JIOKYMEHTAIHs,

e JOKYMEHTamusi 10 JOKYMEHTAllHOHHOMY W  HH()OPMAMOHHOMY

00€CIIEUEHHIO IEITENbHOCTH YUPESKACHUS;
e JIpyrue CHCTEMBl JOKYMEHTAllMH, BKJIIOYas W T€, KOTOPBIE OTPAXkKaroOT
OCHOBHYIO JISITEIBHOCTD U T.[I.
AHanus npuMepHON HOMEHKJIATYPBhI 1€ HErOCyIapCTBEHHON OpraHHU3alHu.
CriocoObl M cpencTBa JOKYMEHTHPOBaHUS MH(OpMALKMU B HEroCyAapCcTBEHHOH
OpraHu3alyu
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31. Tlopsnok XpaHeHHs JOKYMEHTOB HETOCYJapCTBEHHON opranu3anuu aaHHoi OI1d.
32. Cnucok TUTepaTypbl 1 HCTOUHUKOB.

Cmpyxmypa pegpepama: TUTYIBHBINA JUCT, OTJIaBIICHHUE, BBEICHNE, OCHOBHAS YaCTh,
pa3burtasi Ha MYHKTHl (IyHKTBI O3arjIaBJICHBI), 3aK/IIOUYEHUE, CIHCOK JHUTEPaTyphl,
npusIoKeHue (Ipu HeoOX OJJMMOCTH).

Obvem pedepata [ODKEH COCTaBIATh HEe MeHee 15 crpanui (0 cromcka
nutepatypsl) (14 mpudt yepes 1,5 uaTepBana).

KirroueBpie ciioBa M 3arofioBKH pPas3/eloB JOJDKHBI MMETh pas3Hble MpU(TOBBIC
BBIJICICHUSI.

HuratHeiii MaTepuan pedepara oQoOpMIISIETCS B COOTBETCTBHU C HOPMATHBAMH HayYHBIX
paboT (CHOCKHU € yKa3aHHEM JINTEPATypHOr0 NCTOYHUKA, HOMEpA CTPAHUI] 00A3aTeIbHBI).
Tematuka pedepatoB 1o Kypcy

1) Joxymenmuposanue desmenoHOCHU NOIHBIX MOBAPUECE

2) Jloxymenmuposanue  OesimenbHOCMU obwecme ¢ 0CPAHUYUEHHOL
0MBemcmeeHHOCbIO.

3) [oxymenmuposanue 0essmenbHOCHU KPeCmbAHCKUX ((hepMepCKux) X03aticms.

4)  Joxymenmupoganue 0esimenbHOCMU X038UCHBEHHbIX NAPMHEPCME.

5) Joxymenmuposanue oessmenbHOCHU NPOU3B0OCHBEHHBIX KOONEPAMUBOS.

6) Jloxymenmuposanue  OesmenbHOCMU — HOMPEOUMENbCKUX — KOONEPAMUBO8
(BBIOpATh JTFOOYIO U3 CIEAYIOMHX (HOPM):

7) KUIHIIHBIH,

8) I KWIHIIHO-CTPOUTEIBHBIN

9) rapakHbIif KOOIIEPATHUB,

10) cagoBoaYeCKuUii, OTOPOIHUYECKHIA U JAYHBINA KOOIICPATHB,

11) noTpeOUTENbCKUI KOOIEPaTHUB,

12) 0611ecTBO B3aMMHOTO CTPaXxOBaHUS,

13) KpeauTHBIN KOOIIEpaTuB,

14) doun npokara,

15) cenbcKoX03s1CTBERHBIN TOTPEOUTENLCKHI KOOTIEPATHB.

16) Jloxymenmuposarnue Oesmenvrocmu obwecmeennvix opeanusayuti (BHIOPATh
TO0YI0 U3 cieayonmx hopm):

17) nmonmuruveckue mapTumu,

18) co3manHble B KauecTBE IOPUAMYECKHX JIHI NPOPECCHOHAIBHBIE COKO3BI
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(npodcoro3HbIe OpraHu3aIum ),

19) opramsl 00IIIECTBEHHON CaMOIEITENLHOCTH,

20) TeppuTopuanbHbIE OOIIECTBEHHBIE CAMOYIIPABIIECHHS.

21) Jloxymenmupoeanue desmensrocmu accoyuayuti (cot0306), (BbIOpaTh JH00YI0
U3 crneayoumx Gopm):

22) HEKOMMepUecKHe apTHEPCTBa,

23) caMoperyupyemMbie OpraHu3aIlnH,

24) obbenuHeHns paboTOMATENEMH,

25) obbennHeHust mpodecCHOHATbHBIX COH030B,

26) KOOITepaTHBOB U OOIIECTBEHHBIX OPTraHU3aIlHi,

27) TOPTrOBO-TIPOMBIIILIEHHEIE,

28) HOoTapHaJbHbIE TTAaTHI.

29) lokymenmuposanue 0essmerbHOCHU MOSaApUecme CoOCMEEHHUKO8 HCULbSL.

30) Hoxymenmuposanue OessmenrbHOCMU KA3a4bux 00ujecms.

31) JJokymenmuposanue desmenvrhocmu (poroos (BEIOpaTh TIO0YIO U3 CIEAYIOIIUX
hopm):

32) 001IeCTBEHHBIE

33) GaroTBOpHTENbHBIE (POHIBL.

34) Hoxymenmuposarnue 0essmeibHOCmu Perueuo3HbiX OpeaHu3ayuil.

35) Hdoxymenmuposanue oesmenbHocmu nyoIudHO-NPaABo8bIX KOMNAHULL

36) Hoxymenmuposanue 0esmeibHoCmu Ad08OKAMCKUX 00pA308aHUll.




0) Ilopsiiok mpoBeleHUs] MPOMEKYTOYHON aTTeCTANMHU, MOKA3aTeJd M KPUTEPUH
OlleHUBAHMUSL:

[TpoMexyTOYHBIN KOHTPOJIb IO JUCIHUILTAHE MPOXOUT B (hopMe 3aueTa:

- Ha omeHKy «3auteHo» (65-100% )—, eciu npeosoSieBACT MOPOTOBBI YPOBCHbD.
OOy4Jaromuiicst MOKa3pIBACT MOPOTrOBbIN YPOBEHL CPOPMUPOBAHHOCTH KOMITETSHITHH, T.C. 3HAET
CnOcobbl  OOKYMEHMUPOBAHUSL  OeAMEeNbHOCU — OpeaHusayuti, 00  0meemcmeeHHOCmu
PpyKogooumeneu op2aHu3ayull U Cneyuanucmog no YNpasieHuro - OOKYMeHmamu 3d
OOKYMEHMUpoBanue 0ei080l U YNPAGIeHYeCKOU OesimelbHOCMU, NPAasuld OpeaHu3ayuu
OOKYMEHMUPOBAHUSI ~ OeAMENbHOCMU — OP2aHU3AYUU,  NPUHYUNLL — CUCMeMamu3ayuu U
Kaaccuguxayuy OOKyMeHmos, KOMNIEeKCO8 OOKYMEHMO8, cucmem OOKYMeHmayuu, Ha3HayeHue
HOMEHKAAmMypvl 0ell Opeanu3ayuu; oQuyuaibHbie UCMOYHUKU ONYOIUKOBAHUS AKMYAIbHBIX
HOPMAMUBHbIX NPABOBbIX aKkmos PD; omauuumenvrvle Xapakmepucmuku 3aKkOH00amenrbCmea no
OOKYMEHMUPOBAHUIO 0eSIMENbHOCMU  He20CYOapCMEEeHHbIX Op2aHu3ayuti, yMeeT HAX00umo
akmyanivhvle — peoaKyuu HeobX00UMbIX HOPMAMuUGHbIX npagosvix akmos 8
UHGOpMayUoHHO-NPasosvlx unmepHem-nopmanax «Koucynomaumy, «lapanmy u op.;
onpeoensimb COCMag cucmem OOKYMEHMAyuu, Ucxo0s u3 uod IKOHOMUUECKOU OeamenbHOCmU,
Gopmel cobcmeenHocmu U OpP2AHUIAYUOHHO-NPABOBOU (OPMbL OP2AHU3AYUU UCHOIL308AMb
npasuia op2aHu3ayuy OOKYMEHMUPOBAHUS U ONepamueHo20 XpaHeHusi OOKYMEHmMO8 Hpu
MOOENUPOBAHUU CMPYKMYPbl  OOKYMEHMANbHO20 (OHOA He20CYOapCmEeHHOl Op2aHu3ayuu;
CAMOCMOosIMeNnbHO npuobpemams 3HaAHUsL & obnacmu UHGOPMaAyUoOHHO-00KYMEHMAYUOHHO20 U
obecneuenuss npoyecca OOKYMEHMUPOBAHUS 0esIMENbHOCU, ONUPAACL HA YYeOHUKU U YieOHble
nocobust;, BJANAEET HABLIKAMU AHAIU3A YPOBHU HOpMAmMUueHo-memooudeckou oasvl JJOY u UOY;
NPUHYUNAMU COCMABILEHUSI HOMEHKAAMYPbl 0ell OP2AHUAYUL CNOCOOAMU 0EMOHCMPAYUU YMEHUs
AHATU3UPOBAMb  CUMYayulo  OOKYMEHMANbHblll  (POHO He20CYOapCMEEHHOU Op2aHU3AYUL;
cnocobamu cosepuleHCme08aHus npoheccUOHaNIbHbIX 3HAHULL U YMEHUL nymem UCHOIb308aHUS
803MOJNCHOCIMEU — UHPOPMAYUOHHOU  Cpedbl Npu  ONpeoeleHuu  MeHOeHYUl  pazeumus
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0DecneyeHuUs YnpaesieHus apxXugHo2o oena,

— Ha oueHky «He 3aureHo» (0-64,9%) - pesymbrar O0OyYeHHS HE JIOCTHTHYT,
oOyuarouuiicss Ha MPaKTUYECKUX 3aHATUSX, IPU HAMMCAHUU pedepaTa U MOArOTOBKE TOKJIa1a HE
MOJKET M0Ka3aTh 3HaHM Ha YpPOBHE BOCIPOU3BEAEHUS U 00BsACHEHUS MH(GOpMALUU, HE MOXKET
M0Ka3aTh MHTEJUIEKTyalIbHbIe HABBIKM PELICHUS MPOCTHIX 3a/1a4.
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