MUWHUCTEPCTBO HAYKH M BBICILIET'O OBPA3OBAHM/
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OenepaibHOE TOCY1apCTBEHHOE 6romKeTHOE 00pa3oBaTeNbHOE YUPEKACHUE
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JIOKYMEHTHPOBAHHUE JEAT. EJIBHOCTH
HETOCYJJAPCTBEHHBIX OPI. AHH3ALTHH

HanpagieHue NoAr0TOBKH (crenuanbHOCTD)
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Paboyas nporpamma cocrasiena Ha ocHoe PI'OC BO - 6akanaBpHar 10 HarnpaBleHHIO

noarotoBku 46.03.02 JlokymMeHTOBeIeHHE U apXUBOBeieHUE (npuka3 MunobpHayku Poccuu ot
29.10.2020 r. Ne 1343)

PaGoyas mporpaMma paccMoTpeHa © ojo0OpeHa Ha 3acefaHuu  Kadeapel
INenaroruyeckoro obpasosaunus 1 fokymeHtoBeaeHus 24.01.2025, mporokon Ne 5

3as. kadenpoit 5 é/@ C.C. BenukanoBa

PaGouas mporpaMMa onobpeHa Meropumdeckod kommccmeid ~HUI'O 06.02.2025r.
npotoko Ne 6

,
[Tpencenarens g Or JI.H. CanHukoBa

Pa6oyas nmporpaMma CocTaBJieHa:

nouenT kapenpst kapenper ITOu]l, kann. Guon. Hayk C.JI. AunpeeBa

PereH3eHT:

U. O. HauabHKUKa OT/ieNa 00ecTIeYeH s XM
nestensHOocTH OO0 "Pocarom MetawiTe "7 C.A. Beno6opoaosa




JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokom ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefqanuu kadeapsl Ilemarormueckoro ooOpa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM roy Ha 3acenanuu kapenpsl [lemarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

- 000011IeHNe U yriTy0iIeHne 3HaHUKM CTYACHTOB 1O BOIIpocaM (pOPMUPOBAHUS
KOPIOPATUBHBIX CUCTEM JIOKYMEHTAIIMH HErOCYIapCTBEHHBIX OpPraHU3aluii, K KOTOPHIM
OTHO-CSITCS KOMMEPUECKHE U HEKOMMEPUYECKUE OPTaHU3alll1: YaCTHbIE (MHIUBUAYAIbHbBIE U
CeMeiHbIe) MPEATPUITHSI.

2 MecTo qucHuIIMHBI (MOAYJIsI) B CTPYKTYpe 00pa3oBaTeIbHON NPOrpaMMbl

Jucnumumza JIokyMEeHTUpOBaHHUE JEATEIBHOCTH HETOCYIAPCTBEHHBIX OPTaHU3alui
BXOJUT B 00513aTEJIbHYIO YacTh y4eOHOr0 I1aHa 00pa3oBaTeIbHON MPOrPaMMBI.

JUia n3yyeHus JUCUUIUIMHBL HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHU),
c(OpMHPOBAHHBIC B PE3yJIbTAaTe N3YUCHHS TUCIUIUIMH/ IPAKTUK:

JloKkyMeHTaIMoHHOE 00eCTIeYeHre YIPABICHHS Ha MIPEANPUATUAX PA3INIHbBIX
OpTraHU3aIMOHHO-TIPABOBBIX (POpM

ApXUBBI 10 TUYHOMY COCTaBY

Jlenonpon3BoACTBO KOMMEPUYECKUX NPEAIPUATAN

HHupopmalinoHHbIe pecypchbl KapOBOH CITYKObI

KonduneHnmaipHOE 1EI0TPOU3BOICTBO

OO6paboTKH U 3a1MTa TOKYMEHTHPOBAHHOM HH(pOpMaLuu

[IpoekTHas neATeIbHOCTD

[Tpon3BoCTBEHHAs - IPAKTHKA I10 MMOJYYEHHIO TPO(ECCUOHABHBIX YMEHUH U OMbITa
poeCCUOHATILHOM 1eATEIbHOCTH

HopmaruBaas 6a3a 1emoBoro nucbMa

ITpoexTrpoBaHue ynpaBIeHUYECKON JOKYMEHTALIMM OpraHUu3aluu

JlokyMeHTalMoHHOE o0ecreueHue aIMUHUCTPATUBHBIX OTHOLIEHUH B PD

MonenupoBaHue CUCTEM NOKYMEHTALMKM OpraHUu3aluu

JlokyMeHTaIlMoHHOe o0ecnedeHre TPYI0BbIX OTHOIIEHH B PO

JlokymeHToBEAICHUE

CoBpeMeHHas opraHu3anus rocy1apcTBEHHbIX yupexaeHuil Poccnn

JlokyMeHTalimoHHOE oOecnieueHne HHPpopmaroHHoi chepsl B PO

OO6paboTka 1 3a1uUTa JTOKyMEHTUPOBAHHON HH(POPMAIUH

VYmpasieHne nepcoHaloMm

OcHOBBI yIIpaBJI€HUs OpraHu3aluei

JlokyMeHTalMoHHOEe o0ecneyeHre TpakIaHCKUX OTHoIIeHui B PO

WNHpopManinoHHbIE TEXHOJIOTHH B JOKYMEHTAI[MOHHOM O0OECTIE€YeHNHN YIPaBICHUS U
apXUBHOM JI€JIe

[Tpon3BoacTBEHHAs - MPOEKTHAs IPAKTUKA

3HaHus (yMEHUs, BIa/IeHUs), TOITYYESHHbIE IPU U3yYEHUU JaHHOM TUCIUTUINHBI
OyayT HEOOXOAUMBI JJIsl U3YUYE€HUS JUCIUIUINH/TPAKTHK:

JlokyMeHTaIMoHHOE o0ecrieueHue YIpaBieHns Ha MPEIpUITUIX Pa3IuIHbIX
OpraHU3aIOHHO-TIPABOBBIX (GOpPM

JIOKyMEHTBI U IOKyMEHTO000POT B OYXTaJITEpCKOM ydeTe

MesxtyHapoiHbIe CTaHAApThl YIIPaBICHUS T0KyMEHTaMH

[ToaroToBka K 3aluTe M 3allUTa BBIMTYCKHON KBaTH(PUKALIMOHHON pabOoThI

[TpousBoacTBEHHAs — MPEIAUILIOMHAs PAKTHKA

[ToaroToBka K mpoIeype 3arThl U 3aUTa BRITYCKHOW KBaTH(UKAITMOHHOM
paboThl

KonduaennumanpHOE 1ET0TTPOU3BOICTBO

HNHdopmaninoHHbIE pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTUYECKHUE aCTIEKThI

ApPXHBBI 110 TMYHOMY COCTaBY

YrpasieHHe 3JIEKTPOHHBIMHU ApXUBaMHU

CrnennanbHble CUCTEMBI YYETHON TOKYMEHTALIMH



[TpoekTHas AeSITENTLHOCTD MO TOKYMEHTAIMOHHOMY 00ECIICUYCHUIO YIIPABICHHUS
OpraHu3anuen

Opranuzanus 1 TEXHOJIOTUS JOKYMEHTAIMOHHOTO 00ECTICUeHUS YIIPaBICHUS

KanpoBoe nenonponsBoacTBo

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3y/ibTaTe 0CBOCHHUS
AUCHUILIMHBI (MOYJIS) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHu sl
B pe3ynbrare ocBoeHUS AUCUUILUIMHBL (MOAYHs) «JlOKyMEHTHpOBaHUE IE€ATEILHOCTU

HEroCy/IapCTBEHHBIX OpPraHU3alUi» 00YJArOIIHICS TOJDKEH 00JIagaTh CIEAYIONUMI
KOMITETCHIIUSIMU

Kon nnaukaropa NHaukaTop AOCTHIKEHUS KOMIIETCHITIH

OIIK-2 Cnoco0OeH HaxOUTh OPraHU3aAMOHHO-YIIPABICHYECKUE PEIICHUS PH PEIICHUH
3ana4 B chepe cBoeii mpodeccnoHaAbHOM NeTeNhbHOCTH;

OIlK-2.1 Ormpenenser ey U 3aJ1a4u yrpasieHus B cepe cBoei
PO ECCHOHAIIBHON e TEIHHOCTH
OIIK-2.2 Hcnons3yeT OCHOBHBIE METO/BI M IPUEMBI OPTaHU3ALMH, TUIAHUPOBAHHSI,

MOTHUBALIUH, KOOPJAUHAIIMKM W KOHTPOJISI MPOIECCOB B chepe CBOEH
po(ECCHOHAIIBHON JEATEIHHOCTH

OIIK-2.3 YmMmeeT uneHTuuIUpoBaTh TpeOOBaHKS HOPMATUBHO-TIPABOBOM CpeIbl K
cBOEH poecCHOHAILHON ACSITENHHOCTH U JESTEIHLHOCTH OPraHU3aIluu

OIIK-3 CriocoOeH MpUMEHSITh TEOPETUICCKIE 3HAHMS JIJISl PEIICHHSI TOCTABJICHHBIX 337124 B
00J1acTH JOKYMEHTOBE/ICHUS U apXUBOBE/ICHHUS,

OIlK-3.1 CocraBinser, 0pOpMIISET U BEJIET YIPABICHUECKYIO TOKYMEHTAIIUIO
Pa3JIMYHBIX BUAOB 11O HpO(l)I/IJIIO ACATCIIbHOCTU OpraHru3al B
COOTBETCTBHUH C €€ OPraHU3alMOHHO-TIPAaBOBOH (POpMOii

OIIK-3.2 3HaeT NpaBoOBble HOPMBI U MPaBUJIa OpraHU3alMU, CUCTEMAaTU3alUH,
KOMIIJIEKTOBAHUS U yueTa JOKYMEHTAJIbHOIO U apXUBHOI'O (DOHJIOB
OpraHu3aliu

OIIK-3.3 PaboTaer ¢ KOpnopaTUBHON CHCTEMOH TOKYyMEHTO000pOTa, B TOM YHCIIE

AJIEKTPOHHOTO, B COOTBETCTBUU C NPABOBBIMH HOPMaMHU
poecCHOHANBEHOM Cpeibl




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX eaunul] 108 akaa. yacoB, B TOM

qHCIIe:

— KOHTaKkTHas padora — 20,4 akaj. 4acos:

— ayuTopHas — 4 akaJl. 4acos;

— BHeayauTopHas — 16,4 akaj. 4acos;

— camocTosTenbHas pabota — 83,7 akaj. 4acos;

— B (popme npakTudeckoil moaroToBku — 0 akai. vac;

— MOJTrOTOBKA K 3auéty — 3,9 akaj. yac
®dopma arrecTalyu - 3a4eT

AynuropHas
KOHTaKTHas paboTa
(B akaj. yacax) Bun
CaMOCTOSITEIIbHOU

padoThI

Pasnen/ rema
JIHACLUATIIAHBL

Kypc

n1ab. | HOpaxT.
3aH. 3aH.

CamocrosTenpHas
paboTta cTymeHTa

Jlek.

®dopma TeKyIero
KOHTPOJIA
yCIIeBa€MOCTH U
MPOMEKYTOUHON
aTTecTaluu

Kon
KOMIICTCHIIHH

1. Pazgen 1. Ilonstue o
JIOKYMEHTUPOBaHUU
JIeSITEIIbHOCTH OpraHn3aIii

[Tonck
JIOTIOJTHUTEIbHON
uH(popMaIHy 10

3aJaHHOU TeMe
(pabora c
oubnnorpaguuec
KAM
MaTepuanamu,
CIIPaBOYHHKAMH,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
KonTponpHas
1.1 loxymeHnTHpOBaHue paborta.
JIeSITeIbHOCTH OpraHn3aliu Berinonnenue
U OTBETCTBEHHOCTh 4 JOMAIITHUX
PYKOBOJICTBA MPaKTHYECKUX
pabor
CamocrosTenpHOe
U3y4yeHHe
yueOHOI u
HaY4HO
JIUTEPATYPhI
Pabora ¢
MPaBOBBIMH
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMU
y4eOHUKaMU,
TECTOBBIMHU
CHCTEMaMHt

TectupoBanue
IIpakTuueckas
pabora
KonTtponbnas
pabora
YcTHBIl ompoc
(cobecenoBanue)

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

1.2 INoustne 7 ITownck

TectupoBanue

OIIK-2.1,




JAOKYMCHTHPOBAHUA

nesrenbHocTH. CIIocoObI
JIOKyMEHTUPOBAHHUS U &

pe3yIIbTaThl

JIOTIOJTHUTENIbHOM
HHPOPMAIHH 10
3aJaHHOU Teme
(pabora ¢
6ubnuorpaduyec
KAM
MaTepuagamu,
CNIPaBOYHHUKAMH,
KaTaJoTaMH,
CIIOBAPSIMH,
SHIMKIIONEIUAMH
).
KonrtponbHas
pabota.
Brinonnenue
JIOMAITHAX
MIPAaKTHIECKUX
pabor
CamocTosTenbHOe
u3ydeHue
yueOHOIl u
Hay4HO
JUTEPaTyphI
Pabora ¢
MIPABOBBIMH
HUHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
cHCTEeMaMHU

[IpakTnueckas
paboTa
Konrtponbnas
pabora
VYcTHBIH onpoc
(cobecenoBanue)

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

1.3 TunoBoii cocTaB CUCTEM

JOKYMEHTAIIUH,
o0pasyroiuiics B

JIESITENBHOCTH OpraHn3aui

[Tounck
JIOTIOTHUTENBHOMN
uH(popMaIy 10

3aJaHHOU TeMe
(pabota ¢
oubnnorpaguuec
KAM
MaTepuanamu,
CIPaBOYHHUKAMH,
KaTaJoramMH,
CJIOBApSIMH,
SHIMKJIONEIUSMH
).
KonTponbhas
pabora.
Beimonnenne
JTIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTensHoe
n3y4YeHUe
yueOHOI u
HaY4HO
JIUTEPATYPhI
Pabora ¢
MPAaBOBBIMH
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMHU-
yueOHUKaMHU,
TECTOBBIMHU
cHCTeMaMu

TectupoBanue
[IpakTnyeckas
pabota
Konrponbnas
pabota
VYeTHBI onpoc
(cobecenoBanue)

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




1.4 Homenknarypa nein
HEroCy1apCTBEHHOU
OpraHu3aluu

ITouck
JIOTIOJTHUTEJIbHOU
UHPOPMALIUH T10

3aJJaHHON TeMe
(pabota c
6ubmuorpaduuec
KAM
Marepuanam,
CIPaBOYHHUKAMH,
KaTaJoTaMH,
CJIOBapsMH,
SHIUKJIONE TUSIMHU
).
KontponbHas
pabora.
Brimonnenue
JOMAIIHUX
MPAKTHIECKUX
pabot
CamocrosTenbHOe
u3ydeHue
yueOHOil u
HAay4HO
JUTEPATYPHI
Pabora ¢
MIPAaBOBBIMH
UHTEPHET-
pecypcami,
3JIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
CHCTEMaMH

TectupoBanmue
[IpakTnueckas
pabora
Konrponbnas
pabora
VYcTHBIH onpoc
(cobecemoBanue)

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

Wroro no pazneny

29

2. Paznen 2. HopmatuBHO-
TIPaBOBOE PEryJINpPOBaHNE
JIOKYMEHTHUPOBAHUS
JIeSITeIbHOCTH
HErocy/1apCTBEHHBIX
opraHu3anui

2.1 INousarue
HErocyJapCTBEHHBIX
opranuzanuil. Tunonorus
HEroCyJJapCTBEHHBIX
OopraHuzaiui

11

ITouck
JIOTIOJTHUTEJIbHON
UHPOPMALIUH T10

3aJJaHHOU TeMe
(pabota c
oubnuorpagpuiec
KHUM
MaTepHaIaMu,
CIPaBOYHHUKAMU,
KaTajoram,
CIIOBapsIMH,
SHUUKJIONEIUSAMHU
).
Kontponbnas
pabora.
Brinonxenue
JIOMAIITHUX
MPAKTUYECKUX
pabor
CamocTosiTensHOe
U3yueHHE
yueOHOI U
Hay4HO
JIUTEPATYpPbI

TectupoBanue
[IpakTnyeckas
pabota
Konrponbnas
pabota
VYeTHBI onpoc
(cobecenoBanue)

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




Pabora ¢
[PaBOBBIMH
HHTEPHET-
pecypcamu,
JNEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
CHCTeMaMu

2.2 O0mas xapakTepucTHKa
HOPMaTHBHO-TIPaBOBO a3kl
JIeTIOIPON3BOJICTBA
HErOCYAapCTBEHHBIX
opraHu3anui

13

[Tonck
JIOTIOTHUTENBHON
HHPOPMAIHH 10

3aJaHHOU Teme
(pabota ¢
6ubnuorpaduyec
KUM
MaTepHuajIaMu,
CIpaBOYHHUKAMHU,
KaTaJIoTaMH,
CJIOBApSIMH,
SHIMKIIONEIUAMHU
).
Konrponbnas
paborta.
Brinonnenne
JIOMAIIHUX
MIPAKTUYECKUX
pabor
CamocrosiTenbHoe
U3y4YeHHE
yueOHOI 1
Hay4HO
JIUTEPATYPhI
Pabora c
MIPaBOBBIMHU
HUHTEpHET-
pecypcamu,
DJIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucreMaMu

TectupoBanme
[IpakTudaeckas
pabora
KonTponpras
pabora
VYcTHBIH onmpoc
(cobecenoBanue)

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

2.3 JlokymMeHTalIbHOE
COIPOBOXKAEHHUE MIPOLIEYPbI
JUKBUIAIMH IOPHIHYECKOTO
Iuna

10

ITounck
JIOTIOTHUTENBHOMN
uH(popMaIHy 1o

3aJaHHOU TeMe
(pabota ¢
6ubnnorpaguuec
KAM
MaTepuanamu,
CIpaBOYHHUKAMH,
KaTaJIoTaMH,
CJIOBApSIMH,
SHIMKJIONIEAUAMH
).
KonTponbhas
pabora.
Brimonnenne
JTIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTensHoe
H3yuYeHHe
y4eOHOIt
Hay4YHO

TectupoBanue
[IpakTnueckas
pabota
Konrtponbnas
pabota
VYeTHBI onpoc
(cobecenoBanue)

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




JUTEPATYPEI
Pabora ¢
[IPaBOBBIMH
HHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
CHCTEMaMH

HUroro no pazneny

34

3. Pa3men 3. OcoOeHHOCTH
JIOKyMEHTAIIbHBIX (HOHIOB
HETOCYIapCTBEHHBIX
OpTraHHU3aIHi

3.1 Ocobennoctu
JIOKYMEHTJIbHBIX (DOHIOB
He-TOCYIapCTBEHHBIX
HEKOMMEPUYECKHX
OopraHu3anui

10

ITouck
JIOTIOJTHUTEIbHON
UH(}OPMAIUH T10
3a/1aHHOM TeMe
(pabora c
oubnuorpagpuiec
KUM
Marepuagam,
CIPaBOYHHUKAMH,
KaTaJoraMu,
CIIOBapsIMH,
SHIUKIIOTIC TUSIMHU
).
KonTponpuas
pabora.
Brinmonnenue
JOMAaIIHUX
MPAKTHIECKUX
pabot
CamocrosTenpHOe
n3ydeHue
yueOHOM U
HAayYHO
JUTEPATyPhI
Pabota ¢
IpaBOBbBIMHU
WHTEPHET-
pecypcamd,
SNIEKTPOHHBIMHU
yueOHUKAMH,
TECTOBBIMU
CHCTEeMaMU

TectupoBanue
IIpakTnyeckas
pabota
KonTponpras
pabora
YcrHbli onpoc
(cobecenoBanue)

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

3.2 OcobeHHOCTH
JIOKYMEHTQJIbHBIX (DOHIOB
HE-TOCYJJapCTBEHHBIX
KOMMEPUYECKHX
OpraHu3aluii.
JlokyMeHTHpOBaHUE
JIESITEIBHOCTH aKIIMOHEPHBIX
001IecTB

10,7

ITouck
JIOTIOTHUTEIHHON
UH(}OPMAIHH 110

3aJJaHHON TeMe
(pabota c
6ubnuorpaguaec
KUM
MaTepHaIaMu,
CIPaBOYHHKAMH,
KaTaJloTaMH,
CIIOBapsIMH,
SHUUKJIONEIUSAMHU
).
KonrponbHas
pabora.
Brimonnenue
JIOMAIIHUX

TectupoBanue
[IpakTuueckas
pabota
Konrtponbnas
pabota
YcTHbIi onpoc
(cobecenoBanue)

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




MPaKTHIECKUX
pabor
CaMocCTosTebHO
H3y4YCHUE
yueOHOI u
HAY4YHO
JIMTEPaTyPhI
Pabora ¢
MPaBOBBIMH
HUHTEpPHET-
pecypcamu,
JIICKTPOHHBIMH
yueOHUKaMH,
TECTOBBIMHU
CHCTEMaMU

Hroro o pazneny

20,7

Wroro 3a cemectp

83,7

3a4éT

Hroro o JUCHUIIIINHE

83,7

3a4€T




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B npouecce o0yuenus no qucuuiinHe «JloKyMEHTUPOBaHUE AEATEIbHOCTU
HEroCyJapCTBEHHBIX OPraHU3alui» MPUMEHSIOTCS CIEAYIOIIME TEXHOIOTUH.

1. TpaguumonHsie 00pa3oBaTEIbHBIE TEXHOIOTHUH, IPEAIOIATAIOLINE TPIMYIO
TPAHCISALUIO 3HAHUHN OT IIPENOoAaBaTess K CTYJAEHTY (IPEUMYIECTBEHHO HA OCHOBE
OOBSICHUTEIIbHO-MILTIOCTPATHBHBIX METOAOB 00y4YeHHUs1). YueOHast esITeIbHOCTh CTYICHTa
HOCHUT B TaKHMX YCIIOBUSAX, KaK IIPABUIIO, PEIIPOAYKTUBHBIN XapaKTep.

@®opMbl yUeOHBIX 3aHATUH C UCIIOJIB30BAHUEM JUCTAHIIMOHHBIX TEXHOJOTU:

WNudopmanroHHas JIeKIus — MocaeI0BaTeIbHOE U3JI0KEHHE MaTepHraa B
JTUCUUIUIMHAPHOM JIOTHKE, OCYIIECTBIISIEMOE PEUMYIIIECTBEHHO BepOATbHBIMU CPEICTBAMHU
(MOHOJIOT TIpeno1aBaTelis).

IIpakTHueckoe 3aHATHE, IIOCBSIICHHOE OCBOCHUIO KOHKPETHBIX YMEHHI U HaBBIKOB
10 IIPEIJIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npodIeMHOro o0yueHus: — opraHu3saius o0pa3zoBaTebHOrO Mpoliecca,
KOTOpas IpearosaraeT HOCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3JJaHUE y4EOHBIX
POOJEMHBIX CUTYallUH AJI1 CTUMYJIMPOBAHUS aKTUBHOMN MIO3HABATENIbHON AEATEIbHOCTH
CTYIECHTOB.

@DopMbl YUeOHBIX 3aHATHUH € UCIIOIB30BAHUEM TEXHOJIOTHM TPOOIEMHOI0 00y4eHus:

[TpakTryeckoe 3aHsaTHE B POpME NIPAKTUKYMa — OpraHu3alus yueOHoi padoTsl,
HanpaBJIeHHas Ha PeLIeHnEe KOMITJIEKCHON yueOHO-TI03HaBaTeIbHOM 3a7jauu, TpeOyromiei ot
CTYJCHTA IPUMEHEHUSI KaK HAyYHO-TEOPETUUECKHUX 3HAaHUH, TaK U IPAKTUYECKUX HABBIKOB.

[TpakTHyeckoe 3aHsATHE HA OCHOBE Kelc-MeTo1a — 00yueHUE B KOHTEKCTE
MOJIETIUPYEMON CUTYallUU, BOCIIPOU3BOAILEHN peallbHbIE YCIOBHS HAy4HOM,
IIPOM3BO/ICTBEHHOM, 001IeCTBEHHOH esaTesibHOCTH. O0yJaronuecs JOIKHBI
[IPOAHATIM3UPOBATh CUTYALHMIO, Pa300paThCs B CyTU MPOOIeM, MPEATIOKUTH BO3ZMOKHbBIE
peleHust ¥ BIOpaTh Jiyuniee U3 HUX. Kelicel 6a3upyroTcs Ha peaqbHOM (PaKTHYECKOM
MaTepHale UM ke NpUOIMKEHb! K pealbHOM CUTYalHH.

3. TexHoNOrMN MPOEKTHOTO 0OYUEHUS — OpraHU3als 00pa30BaTEIbHOTO MpoLecca B
COOTBETCTBHUH C AJITOPUTMOM MO3TAIMHOTO peIIeHHs! TPOOIEMHON 3a/1a4K WM BBITOTHEHUS
yueOHoro 3ananus. [IpoekT npenmnonaraeT COBMECTHYIO yueOHO-TI03HABATENbHYIO
JeSITebHOCTD IPYIIIBI CTYACHTOB, HAIIPABJICHHYIO Ha BIPA0OTKY KOHLIEIINH, YCTAHOBJICHUE
1esel u 3aj1a4, GOpMyIHPOBKY OXKHJIAEMBIX PE3YJIbTATOB, ONPE/IETeHNE IPUHIIUIIOB U
METOMK peIlIeH!s TOCTAaBICHHBIX 33/1a4, IUTAHUPOBaHHUE X0a PadOThl, MOUCK AOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MOITAIHYIO PEAIN3ALUIO TUIaHa paboThI, TPE3EHTALUIO
pe3yabTaToOB pabOThI, UX OCMBICIEHHE U PeIIEKCHIO.

HMHpopMannoHHBIN MPOEKT — y4eOHO-NI03HABATENbHAS IEATEIIBHOCTD C SIPKO
BBIPQ)KEHHOW ABPUCTHUECKON HANPABIEHHOCTHIO (MTOMCK, 0TOOP U CUCTeMaTH3alHs
nH(pOpMaIUU O KAKOM-TO 00BEKTE, 03HAKOMJICHHE YYaCTHUKOB IPOEKTa C 3TOU
uHpopMaluen, ee aHaau3 1 00001IeHNE [Tl TPEe3eHTAUH 0oJiee IIMPOKON ayAUTOPHUH).

5. HHdopManmoHHO-KOMMYHHKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH —
opraHu3anys 06pa3zoBaTeIbHOTO NMPOLECcCca, OCHOBAHHAS HAa PUMEHEHUN
CMELUANN3UPOBAHHBIX MPOIPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB paboThI ¢
uHpopManmen.

@DopMbl YUeOHBIX 3aHATHI € UCTIOIb30BaHNEM HH(POPMAIIMOHHO-KOMMYHHUKAIMOHHBIX
TEXHOJIOTHIA:

Jlexuus-Bu3yanusanus — U3JI0KEHUE COAEPIKAHNS COIIPOBOXKIAETCA MIPE3CHTALMEN
(nemoHcTpanueil yueOHbIX MaTepUasoB, MPEICTABICHHBIX B PA3JIMUHbBIX 3HAKOBBIX
CUCTEMaXx, B T.4. WJUTIOCTPATUBHBIX, FpapMuecKux, ayAH0- U BUI€OMATEpUAJIOB).

Hcnonp3yloTcst AMCTaHIIMOHHBIE 00pa30BaTeIbHbIe TEXHOJIOTH, Peau3yeMble B
OCHOBHOM C ITPUMEHEHHEM MH(OPMALIMOHHBIX U TEJIEKOMMYHUKAI[MOHHBIX TEXHOJIOTHH MTPH
OIIOCPEI0BAaHHOM B3aUMOJECHCTBUHU 00y4aroLIerocs 1 MeJarorndeckoro paboTHUKA.
[IpakTryeckue 3aHATUS IPOBOAATCS B OpPME NPAKTUYECKOH MOATOTOBKH B YCIOBUAX



BBITIOTHEHUS O0YYArOIIMMICS BUIOB Pa0OT, CBA3aHHBIX ¢ OyAyIIei mpodeccHoHanbHON
JeSITeTbHOCTBIO U HANPaBJIEHHBIX HA (JOPMHUPOBAHUE, 3aKPEIUICHUE, PAa3BUTHE MPAKTUIECKUX
HABBIKOB ¥ KOMIIETEHLIMH 110 mpoduiro 00pa3oBaTeabHON MPOrpaMMBbl.

6 YueOHO-MeTOqUYECKOE 0OOecTieYeHHe CAMOCTOATEILHOM padoThl 00y4Yarommxcst

[IpencrapieHo B mpuioxeHuu 1.

7 OueHoYHbIE CpeCTBA JIJIA IPOBeeHNsI IPOMEKYTOYHOM aTTecTAlNU
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0eceyeHue JUCIIHIIMHBI

a) OcHoBHas JIMTEpPaTypa:

1. Aunpeesa, C. JI. JlokyMmeHTHpOBaHUE ACATEIHHOCTU HETOCYIaPCTBEHHBIX
opranu3zanyii : yueono-metoamueckoe nocodue / C. JI. Aunpeesa ; MI'TY. - MarHuTOropek :
MI'TY, 2018. - 1 anekrpos. ont. auck (CD-ROM). - 3aru. ¢ Tutyn. sxpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2147 (nata obOparueHus:
30.05.2023). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeeHus A0CTYyHbI Takke Ha CD-
ROM.

2. Aupapeesa, C. JI. Ynpasnenue uHpopMaliMoHHBIMU pecypcamu B Poccuiickoit
@enepanun u 3a pydexxom : yaeonoe nocodue / C. JI. Anapeesa, H. @. I'annen ; MI'TY. -
Maruutoropek : MI'TV, 2017. - 1 anextpos. ont auck (CD-ROM). - 3ari. ¢ TuTyI. skpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20337 (nata oOpaiieHus:
30.06.2023). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeeHus 0CTyHbI Takke Ha CD-
ROM.

3. lllyBanosa, H. H. Opranuzaius u TeXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs
yrpasienus : yaeOnuk s By3os / H. H. lllyBanosa. — 3-e u3z., nepepad. u gon. —
Mockga : M3narensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee oopazosanue). — ISBN 978-5
-534-20347-9. — Tekcr : anekrponHHbIi // Obpa3oBaTenbHas iardopma Opaiit [cait]. —
URL.: https://urait.ru/bcode/561048 (nara obpamienus: 31.03.2025).

0) /lomoJiHUTEIbHAS JIUTEpaTypa:

1. Botuens, JI. M. Pucku npeanpuHuMaTenbcKon AeSITENbHOCTH : yuyeOHoe nocodue / JI.
M. Botuens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 351eKTpOH. ONT. AUCK
(CD-ROM). - 3ari. c THUTYJL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2077 (nara obpamenus: 15.06.2023). -
MaxkpooObeKT. - TeKCT : 3eKTpoHHBbIN. - CBefeHus AocTynHbI Takke Ha CD-ROM.

2. Kysnenos, WM. H. JIOKyMeHTallMoHHOe ~ OOecrieyeHre  yIpaBJIeHUS.
JIOKyMEHTO0O0POT U AETONPOU3BOICTBO : YUEOHUK U MPAKTUKYM JIJIsl IPUKIIAHOTO
6akanaBpuata / M. H. Ky3nenoB. — 3-e u3za., nepepad. u non. — Mocksa : 3naTenscTBo
FOpaiir, 2019. — 461 c. — (bakanasp. [Ipuknannoii kypc). — ISBN 978-5-534-04275-7. —
Tekcr : anextponusiit / IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/431759 (nara
obparmienus: 24.01.2025).

3. Kyzuenos, 1. H. JlokyMeHTalmoHHOE OO€CleYeHne YNpPaBICHUs MEPCOHAIOM :
yueOHUK U npakTukyM it By3oB / U. H. Ky3nenoB. — 3-e uzn., nepepab. u non. — Mocksa :
WznarensctBo  FOpaiit, 2025. — 397 c¢. — (Breicmee oOpazoBanue). — ISBN
978-5-534-16692-7. — TekcT : anekTpoHHbIH // OOpa3oBarenbHas miaardopma FOpaiiT [caifr].
— URL: https://urait.ru/bcode/560482 (nara obpamenus: 31.03.2025).



4. loponuna, JI. A. OpraHu3zaius ¥ TEXHOJIOTUS JOKYMEHTAIMOHHOTO OOeCTedeHus
yIpaBJIeHUs : Y4eOHHK M mpakTUkyMm s By3oB/ JI. A. Jloponuna, B. C. UputukoBa. — 2-e
u3n., nepepab. m mom. — Mocksa @ M3marensctBo IFOpaiit, 2025. — 270 c. — (Boicmiee
obpaszoBanue). — ISBN 978-5-534-16016-1. — Texkct : snexTpoHHBI // OOpa3zoBarenbHas
mwiarpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116 (mara oOpareHus:
31.03.2025).

B) MeToauuyecKue yKa3aHus:

CamocrosTenbHas paboTa CTy/IGHTOB By3a : mpakTukyM / coctaButenu: T. I'. Heperuna,
H. P. Vpazaena, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc. TEXHU4ECKUU YH-T UM.
I'. 1. Hocoga. - Marautoropck : MI'TY um. I'. U. Hocoga, 2019. - 1 CD-ROM. - 3arx. ¢ tutyi.
skpaHa. - URL:  https://host.megaprolib.net/MP0109/Download/MObject/2391  (mara
obpanienus: 28.12.2024). - MakpooObeKT. - TeKCT : 31eKTpOHHbBIN. - CBEICHHS JOCTYITHBI TAKXKe
na CD-ROM

Meroanueckue yka3zaHusl 10 BBIITOJIHEHUIO UHANBUYAJIbHBIX TOMALIHUX 3aJaHUI
MPEACTABIECHBI K KQXKJA0MY 3aaHuI0 OTAeNbHO B [Ipunoxennn 1 k PIT/]

r) [IporpammHuoe obecnneuenue u UHTepHeT-pecypcebl:

IIporpamMHoe odecnevenue

Haumenosanue .
1o Ne norosopa Cpok neiicTBus TMIEH3UH
7Zip cB00O0HO pactpocTpansemoe [10 6eccpouHo
FAR Manager cB00OHO pacnpocTpansemoe [10 6eccpodHo
Eﬁg;)e(p Mozilla cB00OIHO pacnipocTpansemoe [10 0eccpovHO
bpaysep Yandex |cBoGogHO pacnpoctpansemoe I[1O 6eccpodHo

IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
HasBanue kypca CchlIKa

®denepanbHbIil 00pa3oBaTeNbHbIN TOPTAT — DKOHOMHKA.
Conyosorusi. MeHEKMEHT
DnekTpoHHbIe pecypcbl oubanoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web
https://www.rsl.ru/ru/4readers
/catalogues/

http://ecsocman.hse.ru/

Poccutickas ['ocynapctBennas 6ubnuoreka. Karamorn

HanmonansHas MHGOpMaMOHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuaekc Haydnoro nutuposanust | https://elibrary.ru/project_risc.
(PUHLY) asp

OnekTpoHHas 0a3a nmepuoauueckux u3nanuii East View
Information Services, OOO «MIBUC»

9 MaTtepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUILIMHBI (MOYJIs1)

https://dlib.eastview.com/

MaTepI/IaJILHO-TeXHI/I‘-ICCKOC obecrneucHue JUCIHUIIIIMHBI BKIIIOYACT:



YyeOHble ayAUTOPUH [T IPOBEACHUS IUCTAHIIMOHHBIX 3aHATHIA JEKIIMOHHOTO THTIA!
CTOJI KOMIIBIOTEPHBIH, CTOJI MMUChMEHHBIN, CTYII OQHCHBIH, JOKyMeHT-Kamepa Epson,
uctoynuk 6ecniepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp NepCOHabHBIH (THT 6), mpoekTop ViewSonicPJID7526W,
cniukepdon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasl HACTOJIbHAS, CTepeorapHUTYpa (MUKPO(OH C IIyMOIMOAABICHHEM), SKPaH
HacrennbiiDIgis Optimal-C MW DSOC-11032*2

VY4eOHble ayAUTOPUH [T IPOBEACHUS MPAKTHUECKUX 3aHATHHA, TPYIIIOBBIX U
WH/IMBUYyAIbHBIX KOHCYJIBTAIIMN, TEKYIIIEr0 KOHTPOJIS U TIPOMEXYTOYHON aTTEeCTalluu: CTOJ
KOMITBIOTEPHBIH, CTOJI MUCbMEHHBIH, CTYJI OQHUCHBIH, JOKyMEHT-Kamepa Epson, nctounuk
oecnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEP MEePCOHANbHBIN (TUI 6), mpoekTop ViewSonicPJD7526W, ciimkepdon
nacronbHblin Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTruecKkas
HACTOJIbHAsS, CTEPEOrapHUTYpa (MUKPO(OH C IIyMOIOIaBICHHEM ), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

[TomernieHust 17151 CAaMOCTOSITEIIBHON paObOThl 00YYAIOIINXCS: TIEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B IHTEpHET U ¢ TOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomernienue Juist XpaHeHHS U TPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4€OHOTO
000pyIOBaHUS: CTEIUIAXKHU JJIsl XPAHEHUS] YIeOHO-HATISITHBIX TOCOOUH U y4eOHO-
METOAMYECKON JOKYMCHTAIUH.

Ipuiaoxkenue 1
Y4yeOHO-MeTOAUYECKOE o0ecreuenue CAMOCTOATEJILHOM padoThI
o0yyarimmxcs

IIpakTuueckoe 3axanue Ne 1
M0 JUCHUILIHHE «/[OKyMeHTUPOBaHHE 1eATEIbHOCTH
HErocyJ1apCcTBEHHbIX OPraHUu3auuiny

3ananue. CnpoexkTupoBaTh HOMEHKJIATypy aes OHOM
HErocyJapCTBEHHO! OpPraHM3auMu IO HCXOAHbIM YycjoBusiMm. Ha3panus
OPraHU3alMii BBIMBINLJICHHBIC.

1. Hasanue opranumzamuun — OOQO «Bsicota» 1. ExarepunOypr; cdepa
NESATETLHOCTH — CTPOUTEIBCTBO (3aCTPOUIITUK).

2. HaszBanme opranmsamun — KpecTbsackoe (pepmMepckoe) XO03sHCTBO
«CanaBat» Pecnybnmka bamkoproctan; cdepa npesrenbHoctu - Cenbckoe
XO03IMCTBO (’KMBOTHOBOJICTBO).

3. Hasanme opranmzauun — CHT «VYpoxain» r. YensabuHck; cdepa
nesiTenbHOCTH - CaIoBOICTBO, OTOPOTHUYECTBO M JAYHOE XO3AUCTBO.

4. Haszpanme opranmzaimuu — OOO «CHb» 1. HoBocubupck; cdepa
JesITeIbHOCTH - OrepaTopbl COTOBOM CBSI3H.

5. HasBanme oprammsanmm — XO3AMCTBEHHOE MapTHEPCTBO «Kype»
r. MockBa; chepa nesTenbHOCTH - TOPrOBO-3aKyOYHAs ACSITEIbHOCTb.



6. HasBanue opranmsanuu — OOO «Astotopr» 1. Kamununrpanm; cdepa
nestenbHOCTH —  Topromis. KoMmmccrmoHHBIE  Mara3wHbl TIO  TOPTOBIIE
TPAHCTIOPTHBIMH CPEACTBAMH.

7. HazBanue opranuzamnuu — noiaHoe toapuiiectBo (I1T) «/luzenwy; chepa
NeSATEIbHOCTH - He(hTera3o00bIBAIOIINX TIPOU3BOJICTBO.

8. Hazpanue opranmzanuu — OOO «Iunkepron»; cdepa nesTeabHOCTH —
UYacTHas 1eTeKTUBHASA U OXpaHHas JeATEIbHOCTh, ar€HTCTBO.

9. Haspamme opranmsanmn — UII «MBanoB W.MN» pexiamublil KypHAI
«Cdoepar; chepa gestensHocTH - CpeacTBa MaccoBoii nHpopmaiuu. Pexiama.

10. Ha3Banmue opraHusanmu — accouuanys TypareHTOB M TypOIIEpaTOpPOB
«bnox» 1. Camapa; cdepa IesSTEIBHOCTH — TYpPHUCTCKasl AESITEIbHOCTb, 3allluTa
MHTEPECOB TYPAreHTOB, TYPOIIEPATOPOB, TYPUCTOB.

!!!Homep 3a0anusi, 8bloupaemoeo 0iis aHaiusa, Coomeemcmayem
NOpsIOKOBOMY HOMepY hamunuu cmyoenma 6 cnucke pynnol. Eciu 6 epynne
bonel 0-mu uenosexk, mo, HAYUHASL C OOUHHAOYAMO20 CMYOeHmd, omyem 3a0aHull
Havunaemcsi ¢ No 1.

Memoouueckue pexomenoayuu

JI71s1 BBIMIOJIHEHMS 3aJJaHUsI OPUEHTUPOBATHCS HA TEOPETUUYECKHUI MaTepua
Pa3nenos 1 u 2.

B HomeHknaType MODKEH OBITh OTpPa)XX€H BECh JOKYMEHTAIbHBIA (HOHI,
MPEJCTABJICHHBIM  yOPABICHYECKOM  JOKYMEHTALMEW W JIOKyMEHTalueu
00ecreurBaroILero TUma.

HavmMeHnoBanusi 3arojloBKOB Jiel HEOOXOJAMMO CBEPSITh C THUIIOBBIMH
MEPEYHSIMU apXUBHBIX JOKYMEHTOB (cM. Hcrounuku). OOsi3aTeabHO CleayeT
m3yunth ['K P® B wacTtu, kacaromieiicss BoiOpanHoit OIl®D, u denepanbHbIMU
3aKOHAMH T10 YKa3aHHBIM BHUJIaM JICSITEIbHOCTH; YUUTHIBANTE IPU MPOSKTUPOBAHUU
HOMEHKJIaTyp HOPMAaTUBHBIE TIPaBOBbIe aKThl CyOBekToB P® wu  ux
TEPPUTOPUATHHBIX 00pa30BaAHUIM.

[Ipy TPOEKTUPOBAHUM  HCIOJB30BaTh  THUIOBYIO  Ta0bnuIy  (Gopmbl
HOMEHKJIATyphl A€ cM. Tabauiy 1.

Tabmuma 1
dopma HOMEHKJIATYPHI J1€JI OpraHnu3aluu
Cpok xpaHneHust
HNupe Koa-B aejia u IIpumeu
3aroJ10BoOK aeJa
KC JeJia 0 eq. Xp. Ne crarbu aHuA
no Ilepeunio
1 2 3 4 5

Hemounuku




®enepanbubiii 3ak0H OT 22.10.2004 N 125-®3 "OO6 apxuBHOM 1ene B
Poccuiickoit @enepanun’

[lepeyeHb  THUIOBBIX  YINPABICHYECKUX  APXHUBHBIX  JOKYMEHTOB,
o0Opa3yloluxcsi B TMpoIecce JACSITEIbHOCTH TOCYJapCTBEHHBIX OpPTaHOB,
OpraHOB MECTHOI'O CAMOYIIPABJICHUS U OpraHU3alui, C yKa3aHUEM CPOKOB UX
xpa"eHus", yrB. [Ipukazom MunkynsTypsl P® ot 25.08.2010 N 558 (cm.
yKa3aTellb BUJIOB JOKYMEHTOB K HEMY);

[lepeyeHb  TUMOBBIX  apPXMBHBIX  JOKYMEHTOB, OOpa3ylolIUXCS B
HAay4YHO-TEXHUYECKON M MPOU3BOJCTBEHHOM JAESATEIBHOCTU OpraHU3alui, C
YKa3aHHEM CpOKOB XxpaHeHus, yTB. [Ipukazom MuskynsTypsl PO ot
31.07.2007 N 1182 (cm. yka3zaTenb K HEMY);

CrmpaBounast nnpopmanusa: "Cpoku XpaHEHUS JOKYMEHTOB OpraHU3anuil"
(Marepuan mnoxaroroBiieH  cneunanucrtamu — Koucynwsrantllmoc) — //
KoncynsrantlInroc. —Pexum JOCTyTIA:
http://www.consultant.ru/document/cons doc LAW 121777/

. IlonoxxeHue o IMOpAOKE M CPOKaX XPaHCHHUA JOKYMCHTOB AKIIHMOHCPHBIX

obmects, yTB. [locranoBiaennem ®KIb PD ot 16.07.2003 N 03-33/mc.

IpakTnueckoe 3aganmne Ne 2
N0 JUCHUILINHE «/{OKyMEHTHPOBaHHE 1eATeJIbHOCTH
HEroCyJAapCTBEHHbIX OPTraHU3alMD)

3ananue. UpenTuduumupoBaTh HOPMATHBHYI Cpeay /AJs OAHOH U3

caeaywmux OIl®. CocraBurs Oudauorpapuyeckuii 003op. Boioop OII® B
JAHHOM 3aJlaHUM JOJIKeH coBnajarb ¢ BbIOOopoM OII® B KOHTPOJIBLHOH
paodore (cM. 3aganue KoHTposbHO# padoThI).

1
2
3
4
5
6

Crcok OIID

Ilonnoe mosapuwecmeo
. Obwecmeo ¢ oepaHuyeHHOU 0OMEemcmeeHHOCMbIO.
. Kpecmwvsnckoe (pepmepcroe) xozsaiicmeso.
. Xo3zauicmeenHble napmHepcmaa.
IIpouszeoocmeennulii Koonepamus,
. Ilompebumenvckux koonepamugos (n10bas u3 cieoyiowux popm):
6.1. >KUJIHIIHBIA,
6.2. KUIUIIHO-CTPOUTEIBHBIN
6.3.rapakHbIi KOOTIEPATHUB,
6.4.caioBOTUECKUH, OTOPOJTHUUECKUN U TAYHBIN KOOTIEpaTUB,
6.5.1m0TpeOUTENHCKHUI KOOTIEPATHB,
6.6.0011€CTBO B3aUMHOTO CTpaxOBaHUs,
6.7.KpeIUTHBII KOOTIepaTUB,
6.8.¢pona npokara,
6.9. CeTbCKOX035UCTBEHHBIN TOTPEOUTENHCKUN KOOTIEPATHUB.
Obwecmeennvle opeanuzayuu (1100as u3 ciedyiowux Gopm):
7.1.monuTHYECKUE NApTUN
7.2.co3MIaHHBIE B KA4eCTBE IOPUAMYECKUX JUIl MPOGECCHOHAIBHBIC COIO3BI

(mpodcoro3HBIC OpTaHU3AIINH ),

7.3.0praHbl OOIIECTBEHHOW CaMOIeATEILHOCTH,


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

7.4. TEppUTOPHATIbHBIE OOIIIECTBEHHBIE CAMOYIIPABIICHUSI.
8. Accoyuayuu (coroswt), (1100as u3 ciedyrowux ¢popm):
8.1.HeKoMMepuecKue MapTHEePCTBa,
8.2.caMoperynupyemMble OpraHu3aluy,
8.3.00benuHenus paboroaaTenei,
8.4.00beuHenns npodecCuoHaIbHbIX COI030B,
8.5.x00mepaTUBOB 1 0OIIECTBEHHBIX OpraHU3aIlni,
8.6.TOproBO-NMPOMBIIIICHHBIE,
8.7.HoTapualbHbIC MaJlaThl.
9. Tosapuwecmsa coOCMEEHHUKO8 HCUNbS
10.Kazauvu obwecmea

11.Donowi:
11.1. 00IIIECTBEHHBIE
11.2. 0J1aroTBOpUTEIbHBIE (DOH/IBI.

12. Penueuosnvle opeanuzayuu.
13.7lyoruuno-npasosvie komnanuu
14. Aosoxamckue obpazosarusi.

Memoouueckue pexomenoayuu

OTtBeT Ha 3a7aHuE JOJKEH OBITh MPECTABIEH B BUAE 0030pa HOPMATUBHBIX
IIPaBOBBIX AKTOB.

[Ipy wuneHTHUKAIMKM HOPMATUBHOW CpeIbl CIEAYEeT ONUPAThCS Ha
pexomenganuu n.5. 'OCT P HCO 15489-1-2007 «CHUBU/. VYmnpaieHue
nokyMeHTaMu. OO1ue TpedOBaHUs»:

HopMmartuBHas cpena BKIO4aeT B ceOsl:

a) 3aKOHbBI M HOPMAaTUBHBIE AaKThl, pEryIupyromme cdepy IeI0BOU
JESTEIIbHOCTH B IIEJIOM M B CHEIU(PUUECKUX OTPACiIsIX, B TOM UHCJE 3aKOHBI U
HOPMATHBHBIE AKThl, OTHOCSIIMECS HEIOCPEACTBEHHO K JOKYMEHTaM, apXHuBaw,
JOCTYyNY, KOH(UIEHIMAIbHOCTH, J10Ka3aTeIbCTBaM, JJIEKTPOHHONH KOMMEpIIHH,
3allMTe JaHHBIX, THPOPMALIHH;

b) crannapThl, OTHOCAIMECSA K MPAKTUYECKON IE€ATEIbHOCTH;

C) MpaBuJia PEKOMEHAATEIBHOTO XapaKTepa, OTPAKAIOIINE TEPEAOBON OIBIT;

d) 100pOBOJILHO MPUMEHSIEMBbIE 3TUYECKHE KOJIEKCHI U HOPMBI;

€) uaeHTuGUUHUpYyEeMble  COLMaJbHBIE  OXUJaHUS  (MOTPEOHOCTH),
Kacaroniyecss aJeKBaTHOrO IMOBEAEHUS B CHEUUPUUECKON OTpaciu WU
OpraHU3alyH.

Bri6upas HopMatuBHBIE TTpaBOBbIe akThl s OIID, crexyeT pacnpenaensTh
WX 110 YPOBHSM (CM. YPOBHU HOPMATHBHO-METOMYECKOM 6a3wl B Paznene 2).

[Ipu  odopmieHUM HCTOYHMKOB YKa3blBaThb Ha3BaHHME JOKyMEHTa, AATy
U3JIaHUs, aBTOpa, IYHKTHl, TJaBbl U T.I., pPErNIAMEHTUpPYIOLIUE padboTy cC
JNOKYMEHTaMHU, €CJIA HE BECh HCTOYHHUK MOCBAILIEH JOKYMEHTHPOBAHUIO.

Bce ynomsiHyThIe B 0030p€ HMCTOUYHUKH JOJKHBI OBITH JEHCTBYIOIIUMHU.
Craryc MCTOYHMKOB (JIECHCTBYIOIIUN / HE JAEUCTBYIOIIMI) CEeIyeT MPOBEPSTH IO
uH(popMmanmoHHO-TIpaBoBbIM  noptasiaM  «Koncynbrantllntoc»,  «l"apHaTy,

«Koaeke» u ap.
KOHTPOJIBHASA PABOTA
«/lokyMeHTHpOBaHHE NeATEJbHOCTH HErOCYyAapCTBEHHBIX OPraHU3aAnMIi»
B KAuCCTBC KOHTpOJ'IBHOfI pa6OTI:xI CTy,Z[CHTaM HpC,Z[HaFaCTCﬂ COCTAaBUTH pe(bepaT I10 TCMC:
«JlokyMeHTHpOBaHHE NEITEITLHOCTH HETOCYMapCTBEHHOW opraHm3anuy (yKa3aTh BBIOpPaHHYIO



OpraHU3aNMOHHO-TIPaBOBYIO (hopMy)». BHIIBI OpraHM3aIlMOHHO-TIPABOBEIX ()OpM TIpHBEACHBI HIDKE. OHH
HE JIOJDKHBI TIOBTOPSITHCS B TPYTIIIE

TpeboBanmus k pedepary

CopeprxaHue JOJDKHO JJEMOHCTPUPOBATH CIEAYIONINE 3HAHUS U YMEHUSI CTYICHTOB:
3uanue:
- cneyu@uuecKux yepm 0OKYMEHMUPOBAHUS OesIMENbHOCIU He20CYOAPCMEEHHbIX OP2AHU3AYULL
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (POPM HEe2OCYOAPCMBEHHBIX KOMMEPHUECKUX U HeKOMMePYeCKUX
opeanusayutl;
- munogozo  cocmasa  cucmem  OOKyMeHmayuu, — Gopmupyiowux — OOKYMEeHMAabHulll — POHO
He20Cy0apCmeeHHbIX OPeAHU3aAYULL,
- cnocoboe u  cpedcms  OOKYMEHMUPOBAHUS,  NPUMEHAEMbIX 6  npoyecce  0esmenbHOCMU
He20Cy0apcmeeHHbIX OpeaHu3ayuil;
- HOPMAMUBHO-NPABOGLIX AKMOS, PENLAMEHMUPYIOWUX OesIMeNbHOCb U ee OOKYMEHMUPOSAHUe 8
He20Cy0apCcmeeHHbIX OPeaHU3aAYUSIX.
Ymenue
- cocmasumv  HOPMAMUBHO-NPABOSYI0  6A3y  OOKYMEHMUPOBAHUs  OesIMeNIbHOCIY — KOHKDEmHOU
opeanuzayuu;
- coCcmagums NPOEKmM HOMEHKIAMYpPbl 0el Op2aHU3Ayuu, UCX00 U3 MUNOB020 COCMABA CUCMEM
VAPAGAEHUeCKOU — OOKYMEHMAyul,  OP2aHUAYUOHHBIX U HOPMAMUGHO-NPABOBLIX  OOKYMEHMO8,
Pe2NAMEHMUPYIOUUX 0eSTMENbHOCHb He20CYOAPCMEEHHOU OPeAHUZAYUU.

TunoBoii miaH pedepara
1. Xapakrepuctuka opraHu3anoHHO-TIPaBoBoil (hopmbl (OIID) HerocymapcTBEHHOW OpraHU3aINH.
(KenaTenbHO TpPHBICYCHHUE CTATUCTUYECKUX JIAaHHBIX O TOM, CKOJbko B  Poccuu/
peruoHe/00aacTH/ ropojie 3aperucTpUpPOBaHO opranu3anuii nanHou OI1D).
OO01mas xapakTeprucTHKa YIpaBleHus opranu3aruei qanaoi OI1D.
3. OCHOBHOI COCTaB HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB, PErIAMEHTHPYIOIIUX JACSATEIBbHOCTD
HerocyaapcTBeHHoH oprannzanuu aanHoi OIl® (cM. [IpakTtudeckoe 3aganue 2).
4. XapakTepuCTHKa JIOKYMEHTaIbHOrO (oHAAa (IOKYMEHTOB, HX KOMIUIEKCOB M CHCTEM
JOKYMEHTAIMH, (OPMUPYIOIIUXCS B JEATEILHOCTH HETOCY1aPCTBEHHOM OpraHu3alinm):
o OpraHu3allMOHHO-TIpaBOBasd JOKYMCHTAIUA,
IJIaHOBas JOKYMCHTAaLWA,
pacnopaauTeiibHad JOKYMCHTAIWA,
WHQOPMAIMOHHO-CITPABOYHAS U CIIPABOYHO-aHATUTHIECKAS JIOKYMEHTAIIHS;
OTUCTHad JOKYMCHTAILIUsA,
JIOKYMEHTAIVsI 110 00ECIICYCHUIO KaIpaMH (110 JIMYHOMY COCTaBY);
¢duHaHCOBas ToKyMeHTaIust (OyXranTepcKuid y4eT U OTYETHOCTS);
JOKYMEHTAIIHS 110 MaTePUATTbHO-TEXHUIECKOMY 00€CIICUCHUIO;
JOroBOpHasA NOKYMCHTaAlH,
JIOKyMEHTAIMsl 10  JOKYMEHTAlMOHHOMY Y  HH(OPMAIMOHHOMY  OOECICUCHHUIO
JEATENbHOCTH YUPEKICHNUS;
e IpyrM€ CHCTEMBI JOKYMEHTAllMM, BKJIIOYasg U T€, KOTOPBIE OTPAKAIOT OCHOBHYIO
JACATCIIBHOCTD U T.A.
AHaIM3 NpUMEpHON HOMEHKJIATYPHI JIeJl HeroCyIapCTBEHHOM OpraHu3alyy.
CriocoObl U cpesicTBa JOKYMEHTHPOBaHUS HH(POPMAIIMK B HETOCYIapPCTBEHHON OpraHu3aiuu
[Topsamox xpaHeHns1 JOKYMEHTOB HETOCYAapCTBEHHOM opranu3anuu qanaoin OI1d.
CHHCOK JIUTepaTyphl 1 HCTOYHUKOB.
Cmpykmypa pegepama: TUTYAbHBIA JIHUCT, OIJIaBJI€HHE, BBEICHHE, OCHOBHAs YacTh,
pa3duTasi Ha MyHKTHI (ITYHKTHI 03arjiaBleHbl), 3aKIIIOUEHUE, CIIUCOK JUTEePaTyphl, MPHIOKEHHE
(pu HEOOXOAUMOCTH).
Obwvem pedepaTa TOIKEH COCTABIATh HE MeHee 15 cTpaHuIl (1o crucka autepaTtypsl) (14
mpudt yepes 1,5 untepana).
KittoueBsbie ciioBa v 3arofIoBKY pa3ieioB JOKHBI UMETh pa3Hble MIPU(TOBBIC BBIICICHHUS.
HuraTHbIl MaTepuan pedepara oQpopMIiIseTCs B COOTBETCTBUM C HOPMAaTUBAMHU HayUHBIX
paboT (CHOCKHM C yKa3aHHEM JIMTEepPaTypHOr0 MCTOYHHMKA, HOMEpa CTpaHull oOs3arenbHbl). [Ipu
odopmiieHnn pedepara CleyeT MPUaSPKUBATHCS MTPABUJII, TIOJIPOOHO MU3T0KECHHBIX B!
1. I'OCT P 7.0.5-2008. Cucrema craHmaproB 1o HH(OpPMAIHH,
OMOMMOTEeYHOMY | H3JaTelIbckoMy feny. buOmmorpaduueckas ccbuika. OOmue
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TpeOOBaHUS U MPaBHUJIa COCTABICHUS

2. I'OCT P 7.1-2003 Cuctema ctaHaapTOB 110 HHGOPMAIIHH, ONOIMOTEIHOMY
U HU3AaresnbckoMy aeny. bubnuorpaduyeckas 3anuck. bubnuorpaguueckoe ommucaHue.
OO6mue TpeOoBaHUS U MPaBUJIA COCTABJICHHS.

3. I'OCT P 7.82-2001 Cucrema cranmaproB 1o HHGMOpMAIHH,

OMOIMOTEYHOMY | W3/1aTeIbCKOMY  JICITy. bubnuorpaduueckas  3ammch.
Bubnuorpaduueckoe onrcanue MEKTPOHHBIX pecypcoB. O0mue TpedoBaHUS U MpaBUiia
COCTaBJICHUSI.
Hanpumep:
3amexcmosvie bubruocpaguueckue ccoliku

1. KopmmmkoB B. A., I'nyxoB B. Il. [lcuxonuHrBucTuka: Teopus pedeBoid

JeATEeILHOCTH: yue0, mocooue It CTYIeHTOB neaBy30B. M.: Actpens; Teeps: ACT, 2006.
319 c. (Boicuias mikosna).

2. OO0 uHAMBUYaTLHON TTOMOITH B MoJydeHnn oopazoBanus: (O coneiicTBUM
obOpa3oBanuto): ¢enep. 3akon Deneparus. Pecn. ['epmanus or 1 amp. 2001 1. //
OO6pa3oBaTebHOE 3aKOHOATEIBCTBO 3apyOekHbIX cTpaH. — M., 2003. — T. 3. — C.
422—A464.

Ccblnka Ha s1eKmpoHHble pecypcbl

KunuiHoe npaBo: akTyaabHbIE BOIIPOCHI 3aKOHO1aTENIbCTBA: 3JIEKTPOH, KypH. 2007. Ne 1.
URL.: http://www.qgilpravo.ru (mara oopamenus: 20.08.2007).

IloOocmpounas KomMnieKcHas cculika

JIuxaueB J[. C. O6pa3 ropona // Uctopuueckoe kpaesenenre B CCCP: Bomp. Teopuu u
npakTuku: co. Hayd. cT. Kues, 1991. C. 183—188; Ero xxe. Oxno B EBporry — Bpata B Poccuto //
Beemup. cnoBo. 1992. Ne 2. C. 22-23.

Buympumexcmosas bubnuoepaguueckas ccolaka

(Apenc B. XK. A3byka uccnenoBarens. M.: Untepmer Unxunupunr, 2006)

Homep TeMbl COOTBETCTBYET HOPSIIKOBOMY HOMEpPY B CIIMCKE IpyMIibl (eciu B rpymnne 14
YEeJIOBEK W MEHbIIe, BOMPAIOTCS TEMbI MO HOMepam 0e3 «paciuupurenei» -1,2,3 u T.1.; eciu
6osbl1e, TO BBIOMpAIOTCs TeMbI ¢ pacmupurtensmu — 1.1, 1.2, 2.1 1 T.1.; eciiu CTyIeHTOB B IpyIiIe
Oonbiie 32-X, TO TeMbl BBIOMpAIOTCS B TMOPSJIKE CJEIOBAaHUM U 0€3 paclMpeHus, U ¢
pacumpenueM — 1, 1.1, 1,2 u T.1.). TeMbl pedepaToB He 101KHbI IOBTOPATHCH!

Temarnka pedepaToB 1o Kypcy

15./[okymenmupoganue desmenbHOCMU NOJHbIX MOBAPULYECE

16.{oxymenmuposanue oesmenbHOCMuU obuecms c 02PaAHUYEeHHOL
0MEemcmeeHHOCMbIO.

17./lokymenmuposarue desamenbHOCMU KPECMbAHCKUX ((hepMepCKUx) X035AlUcma.

18./[oxymenmuposanue desmenbHOCMuU X03AUCMBEHHbIX NAPMHEPCME.

19. loxymenmupogarnue 0essmenbHoCmu npou3800CMEeHHbIX KOONepamuegos.

20./[okymenmuposanue  OessmenibHOCMU — NOMPEOUMENbCKUX — KOONEpamueos
(BBIOpaTH JTFOOYIO U3 CIenyonuX GopMm):

20.1. JKUJIMIIHBIN,

20.2. KUITUITHO-CTPOUTEIIbHBIN

20.3. rapakHblil KOOTIEPaTUB,

20.4. CaJI0BOJTYECKHUIA, OTOPOTHUYECKUH U TAYHbIA KOOTIEPATHUB,
20.5. NOTPEOUTENBCKUNA KOOTIEPATHUB,

20.6. 00I11€CTBO B3aMMHOT'O CTPaXOBaHUS,

20.7. KPEJIUTHBINA KOOIIEPaTHUB,

20.8. dboHa IpoKara,
20.9. CEJILCKOXO03SIICTBEHHBIN MOTPEOUTETLCKUN KOOTIEPATHB.


http://www.gilpravo.ru/

21. JlJokymenmupoganue OesmenibHOCmu 00uecmseHnvlx opeanuzayuti (BeIOpaTh
T00YI0 U3 caeayomux Gopm):

21.1. MOJIMTUYECKUE TTAPTHH,

21.2. CO3/IaHHBIC B KAUECTBE IOPUINICCKUX JIHI TPO(ecCHOHATBHBIE COIO3bI
(mpodcoro3HbIe OpraHU3AIINH),

21.3. opraHbl 00IIECTBEHHON CaMOJIeATEeIIbHOCTH,

21.4. TEPPUTOPUATBHBIE OOIIECTBEHHBIE CAMOYITPABIICHU.

22. Jloxymenmuposanue desmeibHOCmuU accoyuayuil (coro308), (BBIOpaTh JIIOOYIO U3
CIEAYIOMHX (POPM):

22.1. HEKOMMEpYECKHUE MapTHEPCTBA,

22.2. CaMOpETyJIMPYEMbIE€ OpraHU3alHH,

22.3. oOBeauHEeHUsT paboTomaTeneH,

22.4. o0BbenuHeHus TPOoEeCCUOHATLHBIX COI030B,
22.5. KOOIEPaTHBOB M OOIIECTBEHHBIX OpraHu3aIui,
22.6. TOPrOBO-TIIPOMBIIIJIEHHBIE,

22.7. HOTapHUalbHbIE MAJIaThI.

23, lokymenmuposanue 0esimeibHOCMU MOBAPUULeCE COOCMBEHHUKOS JHCUTbSL.
24.Jloxymenmuposanue 0esimeabHOCMuU Ka3aubux 0ouecms.
25./[okymenmuposarnue desmenbHocmu Goroos (BIOpaATh JII0OYI0 U3 CIEAYIOMMNX

(opm):
25.1. 00IIIECTBEHHBIE
25.2. 0J1aroTBOpPUTEIbHBIE (DOH/IBI.

26./{oxymenmuposanue 0esimeabHOCMU PeUSUOHBIX OPSAHUAYUI.
217, [loxymenmuposanue 0essmeibHOCMU Ny OIUYHO-NPABOBLIX KOMNAHUU.
28.[loxymenmuposanue 0essmeabHOCMU A08OKAMCKUX 0OPA308aHUII.

Tecr 1
Paznea 1. IlonsiTue 0 JOKYMEHTHPOBAHNH J1eATEIbHOCTH OPraHU3a Uil

1. Uro Ha3bIBaeTCH JOKYMECHTHPOBAHUEM ?

1) nmesrenbHOCTH, OOECIEUUBAIONIAs CO3JaHUEC OQHUIIHATBHBIX JOKYMEHTOB U
OpraHu3aluio padoThl C HUMU;

2) 3amuch WH(POpPMAIMM Ha Pa3JMYHbIX MATEPHAIBHBIX HOCHUTEIAX II0
YCTaHOBJICHHBIM TIpaBUjIaM, KOTOPBIC 3aKPEIUISIOTCS B MPABOBBIX aKTax U
HOPMAaTHBHO-METOANYECCKUX IOKYMEHTaX;

3) cucTeMaTH3alHIiO JOKYMEHTOB M KOMILUIEKCOB JIOKYMEHTOB;

4) co3manue, JOKYMEHTOOOOPOT, XpaHEHHE U MCIIOJIb30BaHUE TOKYMEHTOB.

2. Pe3yabTaTtoM [OKYMEHTHPOBAHHS /eSIT€JILHOCTH OpPraHu3anuii
SIBJISICT/IOTCH:
1) TOKYMEHTHI;
2) KOMILJICKCHI JOKYMEHTOR;
3) cucTeMbl JOKYMCHTAIUH;
4) HOMECHKJATypa JelI.
3.B opranuzanmsx co3aalTCsl H MMEIOT XOXKIAEHHeE ...
1) ToyibKO O(UIIHATIEHBIC TOKYMEHTHI;
2) TOJBKO HEO(DHUIUAIbHBIC JOKYMEHTBI,
3) 3aKOHOJATEIbHBIC AKTHI;
4) nUYHBIC TOKYMEHTHI.



4. CoOBOKYNHOCTb [0KYMEHTOB, B3aHMOCBSI3aHHBIX II0 TNPHU3HAKAM
NPOMCXOKAeHUsl, Ha3HAYeHHus, BHAA, cdepbl AeATeJIbHOCTH, €INHBIX
TpeOOBaHUN K UX 0POPMIICHUIO HA3BIBAETCH. ..

1) KOMIUIEKCOM JIOKyMEHTOB;
2) cUCTEeMOM JOKYMCHTAIUH,
3) HOMEHKJIATYpOU JIeIT;
4) MOKyMEHTaJIbHBIM (hOHIOM.
S. Slapo yupeKkaeH4YeCKOH JOKYMEHTAIMH COCTABJISIET:
1) HOpMaTHBHO-TIPABOBAs TOKYMEHTAIINA,
2) TEXHOJOTHYECKAs JIOKyMEHTAIIHS;
3) ympaBieHYeCKas TOKyMCHTAIINS;
4) moKyMeHTaIusl, 00SCIICUNBAOIIAas OCHOBHOM BH/I (BHJIBI) JICATSITIBHOCTH.

6. CTpyKkTypa 10KYMEHTAJbHOTro GOHAa OPraHnu3anum 3aBUCHT:

1) oT opraHM3aIMOHHO-TIPABOBON (OPMBI;
2) OT BUJIOB dKOHOMHYECKOW JCATEIHHOCTH;
3) OT HOMEHKJIATYPHI JCIT;

4) ot GopMbI COOCTBEHHOCTH.

7. Opranusanus, co3IaHHAs M0 UHUIUATHBE OTAEJbHbIX JHI[ UJIH TPy
rpaxaaH, He HAaJeJeHHbIX TIOCYJAapPCTBEHHO-BJIACTHBIMM TOJHOMOYMSIMU,
BBINOJHAOMAA (PYHKIUM NOCPEIHUKA MEXKAY TOCYyAApCTBOM M 00LIECTBOM
Ha3bIBAETCS:

1) HerocyaapcTBEeHHOW HEKOMMEPYECKOH OpraHU3aIueH;
2) HErocyJIapCTBCHHONH KOMMEPUYECKOM OpraHu3aIuei;
3) rocyaapCTBEHHON HEKOMMEPYECKON OpraHu3aIneH;
4) HEerocyaapCTBEHHOU OpraHMU3aIueH.

8. Cnoco0 3akpenyieHusi U MCIOJb30BAHUS UMYIIECTBA X0351iCTBYOIIMM
Cy0beKTOM H BBITEKAKOIIME W3 JITOr0 €ro MpaBoBoOe IMOJ0KeHHe W 1eJIH
NpeInpUHUMATEIbCKOM AeSITeIbHOCTH HAa3bIBaeTCs

1) puzruecKuM IUIOM;

2) IOPUIHYCCKUAM JIMIIOM;

3) HpeAnpUHUMATEIBCKOMN e TEIbHOCTHIO;

4) opraHu3alMOHHO-IIPABOBOM (HOPMOIA.

9. COBOKYNHOCTh JOKYMEHTOB, OTHOCSAIIMXCA K OJHOMY BOINPOCY HJIH
YYaCTKY AeSITeIbHOCTH, IOMEILIECHHBIX B OTAEJbHYI0 00/102KKY HA3bIBACTCH. ..

1) HOMEHKJIATypOW JeT;

2) cuCTEeMOM JOKYMCHTAIUH,
3) nemowm;

4) ToMOM.

10. Haiinure BepHOe npoaoxenue ¢gpasbi: «/JloxkymeHTaabHbie (OHIBI

BCEX OpPraHM3anmu.. .»
1) uMerT OJJMHAKOBBIM HA0OP TOKYMEHTOB,;
2) MMEIOT CTaHIAPTHBIA HA0OP TOJIBKO yIPaBICHYECKON TOKYMEHTAIINHT;
3) MMEIOT COBEPIIICHHO Pa3HbIii HAOOP TOKYMEHTOB,
4) UMEIOT CTaHIAPTHBIM HAOOp KaK yHpaBICHUYCCKOW JOKYMEHTAIMH, TaK 1
JIOKYMEHTAIlMU 00ECIIeunBaIOIIEro THIIA.

11.Kakas u3 nepedunciaeHsbix cucrem gokymentannu HE OTHOCHUTCSA
K yIpaBJIeH4YeCKOM?

1) JlokyMeHTaus 10 MaTepraibHO-TEXHUIECKOMY 00CCIICUCHHIO;



2) Cucrema JOrOBOPHOI JOKYMEHTAIUH;
3) Cucrema (pMHAHCOBOI JOKYMEHTAIUH;
4) Cucrtema 3KOJIOTUIECKOHN TOKYMEHTAIINH.
12. CucreMaTH3MPOBAHHBINI NepevyeHb 3ar0J10BKOB /1eJI, CO31aBaeMbIX B
OpPraHu3aluy, ¢ YKa3aHHEeM CPOKOB X XPaHEHUsI HA3bIBaeTcs. ..
1. HOMEHKIaTypa Ael;
2. CUCTeMOM JOKyMEHTAIlUH;
3. Zenom;
4. NMOKyMEHTaJbHBIM (DOHJIOM.
13. Oprasusanus, Koropas (OopMHPYeT [JTOKYMEHTAJAbHBIN (OH.,
Ha3bIBACTCA ...
1. dbongoobpazoBaTeb,
2. IOpUAMYECKOE JIUIIO,
3. (usHueckoe IuIo,
4. TOIOTYETHOM.
14. HKOpuanyeckasi OTBETCTBEHHOCTh 3a PpadoTy ¢ JOKYMEHTAMU
NPOSIBJISAET TEHACHIHUIO. ..
1. x ycuienuro,
2. K ocl1a0JIEHHIO,
3. K mepepacrpeneneHuto,
4. cTaOUIBLHOCTH.
15. IlepcoHANTBHYI0 OTBETCTBEHHOCTh 32 [OKYMEHTbI, 00pa3yluuecs B
HErocy1apCTBeHHO OPraHu3anMu, HeCyT ...
1. PykoBoauTenn opranu3amuil.
2. Y4upeautenu OpraHU3AIHA.
3. AKITMOHEDHI.
4. Bce Ha3BaHHBIE BHIIIIE.

Tect 2
Paznen 2. HopmaTuBHO-IPaBOBOE peryJiMpoBaHue JOKYMEHTHPOBAHMS
AeAITeJIbHOCTH HeroCy1apCTBEHHBIX OPraHu3auui

1. YacTHOoe JHMIO WM Tpynma Jul, y KOTOPbIX ecTb (QYHKUUHM U
00S13aHHOCTH, TOJHOMOYHMS W B3aUMOOTHOILIEHHS ISl JOCTHKEHHUS CBOHX
meJeid, Ha3bIBAKOTCA ...

1. MHIUBUAYAIBHBIMU NPEANPUHUMATEIISIMH,
2. IOPUIUYECKUMU JIUIAMU,
3. (pUBUYECKUMU JUIIAMHU
4. opraHuzanuen.
2. OTHOLIEHHE K JOKYMEHTAM KAaK K aKTHUBaM JIEKJIAPUPYETCH B ...
3aKOHOJATeIbCTBO PD;
MEXIYHApOJIHOM CTaHAapTe 1o ynpasieHuto fokymentamu MCO 15489;
MEKIYHApOIHOM CcTaHAapTe 1o ynpasieHuto gokymentamu MCO 30300;
. MexayHapoaHsix ctannaprax Ha CMK MCO 9000.

3.2/1eMeHTBbI rPaKIAHCKOI0 o0mrecTBa, He Ha/leJICHHbIe
roCyJ1apCTBEHHO-BJIACTHBIMUA MOJHOMOYMSIMHU, BbINOJHAWIIHE (YHKIIUN
MOCPEeTHUKOB MEXKAY roCyIapcTBOM U 00IIeCTBOM B peaju3allidl MHTEPecOB
rpaskaaH BO Bcex cepax >KM3HHU, HA3BIBAKOTCA ...

PO



PN E

1.

B w

HETrOCYJapCTBEHHOW OPraHU3alueEN,
roCyapCTBEHHOM OpraHU3alue,
HETOCYIaPCTBEHHOM KOMMEPYECKOW OpraHu3aluen,

. HEroCyJapCTBEHHON HEKOMMEPYECKOW OPraHU3aALMEN.

4 PykoBoauTe/ib HEroCyapcTBEHHOM OPraHU3aIuM ...

JNEHCTBYET OT HMEHH COOCTBEHHHWKAa, HO CaM HHUKOTJa HE SIBIISCTCS
COOCTBEHHUKOM;

JNEHCTBYET OT HWMEHH COOCTBCHHMKA MW MOXET BXOJHWTh B YHCJIO
COOCTBEHHUKOB;

BCEIJa ABIIIETCS COOCTBEHHUKOM,

JEUCTBYET OT WMEHHU TOCYJapCTBa M TOITOMY CaM HHKOTJA HE SBJISETCS
COOCTBEHHUKOM.

5. OpraHmaunﬂ, HE¢ HMCEHIIIad H3BJICYCHHEC le/lﬁbl.lll/l B Ka4deCTBE

OCHOBHOW 1IeJIM CBOeM JesiTeJIbHOCTH M He pacnpeacasrmas moJay4YcHHyro
le/lﬁbl.llb MEKAY YHaCTHUKAMH, HA3bIBAECTCA ...

e
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HETOCYIapCTBEHHON OpraHu3alueH,
HEKOMMEPUYECKON OpraHU3aIMe,

rOCyJJapCTBEHHOW KOMMEPUYECKON OpPraHU3aIME,

. HErOCyJlapCTBEHHOW HEKOMMEPUYECKOW OpraHu3aluen.

6 Iponosxure ppasy: «Pesusuonnvie kKomuccuu ...»

HA3HA4aromcs 20Cy0apCmeeHHbIMU HA030PHbIMU OP2AHAMU,

8b10UPAIOMCAL U3 YUCTA YUACHHUKO8 He20CYOapCmMEEeHHOU Op2aHUu3ayuU,
HA3HAYAIOMCs PYKOBOOCMBOM He20CyOapCmeeHHOU OP2aHU3ayUulU;

9MO npunauieHHble CHeYUAIUCMbL, 3aHUMAOUUecs npoyeoypoul TUKSUOAYUY
opeanus3ayuu.

7. HopmaTuBHasi cpeja BKJIIOYAaeT B Ce0 HECKOJBbKO 3TAall0B aHAJIU3a

HOPMATHBHBIX MPABOBBIX AKTOB. YKAKUTE MOCJIeI0BATEJIbHOCTb, B KOTOPOH
I'OCT P UCO 15489 pekomMeHnayeT HACHTU(PUIHUPOBATH HOPMATUBHYIO Cpey.
OTBeT 3anMIINTE YUCJTOBBIM KOAOM.

1.
2.

3.

4.

J1oOpOBOJILHO TPUMEHSIEMBIE STUYECKHUE KOJIEKChI U HOPMBI;

3aKOHBl W HOPMATHBHBIE aKThl, peryiaupyoomue cdepy Ael0oBOM
JIESATEILHOCTH B I1EJIOM M B CHIEIU(DUUECKUX OTPACIISIX, B TOM YHCTIE 3aKOHBI U
HOPMATUBHBIE AaKTbl, OTHOCSIIHUECS HEIOCPEACTBEHHO K JOKYMEHTaM,
apXuBaMm, JOCTYIy, KOHPUIACHIIMAIBHOCTH, I0Ka3aTEIbCTBAM, DJIEKTPOHHOMN
KOMMEPIIUH, 3alUTE TaHHBIX, HH(POpMALINH;

MpaBujIa PEKOMEHIATEIILHOTO XapaKTepa, OTPaXarolye NepeaoBOM OIBIT;
CTaHIAPThl, OTHOCSIIUECS K MPAKTUYECKOU 1€ TEIbHOCTH.

8. Caenyer jim yYuThIBATH NIPH MACHTH(PUKAIMHA HOPMATHBHOM CpeAbl B

HEroCcyJapCTBEHHOM OPraHU3alMi HOPMATHBHbIC NIPABOBbIC AKTHI CY0bEKTOB
P® u ux reppuropuajbHbIX o0pa3oBaHuii? Ecaum aa, To K Kakoil rpymnme
HCTOYHHUKOB HUX CJIeyeT OTHECTH?

1.

2.

Hert, He yuuThIBatoTCA, TaK Kak 3TO JTOOPOBOIHHO MPUMEHSIEMbIC dITHYECKUE
KOJIEKCBI U HOPMBI.

Jla, OTHOCATCSI K 3aKOHaM ¥ HOPMAaTHBHBIM aKTaM, PETYIUPYIOMUM chepy
JIETIOBOM JICSTEHHOCTH B IIEJIOM M B CHEIM(PUIECKUX OTPACISAX, B TOM YHCIIC
3aKOHAM M HOPMATHBHBIM aKTaM, OTHOCSIIHUMCS HEMOCPEICTBEHHO K
JIOKyMEHTaM, apXuBaM, JOCTYIy, KOHPUACHIIMATBHOCTH, JOKA3aTEIhCTBAM,
AIIEKTPOHHON KOMMEPIIUH, 3alIUTE TaHHbIX, THPOPMALIUU.



3.

4.

Jla, OTHOCATCS K IIpaBHJIaM PEKOMEHIATENIBHOTO XapakTepa, OTPaXKaIoMUM
IIEPE0BOM OIIBIT.
Jla, OTHOCSTCS K CTaHAAPTaM, OTHOCAILMMCS K IPAKTHYECKON ACSTENBHOCTH.

9. Kak HerocynapcTBeHHasi OPraHu3anus MOHMMAaeT, KaKhe JOKYMEHTbI

OHa J0JI)KHA CO31aBaThb, I10JIy4aTb U XpaHl/lTb?

1.

2.

PO E AONME bhoODE

e
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3.

4.

[lonmy4yaeT cnMcOK HOPMATHMBOB M TpeOOBAHMM TMpPU TOCYIapCTBEHHOMN
pEruCTpalnH.

Crnucok HOpPMaTHBOB M TpeOOBaHW HETOCYJapCTBEHHAs OpraHU3allus
MOJIy4aeT OT ayJIUTOPOB.

[Tomp3yercst HOpMmamu  (emepanpbHOro 3akoHa «O ITOKYMEHTHPOBaHUHU
NEATEeIIbHOCTH HETOCYAapCTBEHHBIX OpTaHU3alUil.

CaMoCTOSTENhbHO HWASHTU(UIIMPYET HOPMATUBHYIO CpPeAy W BBHIOMpPAET BCE
TpeOOBaHMsI, KACAIOIINECS TOKYMEHTUPOBAHMS.

10. Acconmanyu M cO03bI OTHOCATCH K...

HEroCyJ1IapCTBEHHON HEKOMMEPUYECKOM OpPTraHU3allNH;
HEroCcy1apCTBEHHON KOMMEPUYECKON OpraHu3anuu;
roCyJapCTBEHHON HEKOMMEPUYECKON OpraHu3aluy;

. TOCYTapCTBEHHON KOMMEPUYECKON OpraHu3aluu.

11 Toproso-npoMbIlLJIEHHbIE AJIATHI OTHOCATCH K...

HEroCy1apCTBEHHON HEKOMMEPUYECKON OpraHU3allny;
HEroCcy1apCTBEHHON KOMMEPUYECKON OpraHu3anuu;
roCyJ1apCTBEHHOM HEKOMMEPUYECKON OpTraHU3aLNH;

. TOCYJTapCTBEHHON KOMMEPUYECKON OpraHu3alyu.

12. ToBapuecTBa COOCTBEHHHUKOB KHJIbSI OTHOCATCH K...

HEroCyJ1apCTBEHHON HEKOMMEPUYECKOM OpTraHU3allny;
HEroCyJ1apCTBEHHON KOMMEPUYECKON OpraHu3aluu;
roCyJapCTBEHHON HEKOMMEPUYECKON OpTraHN3alnH;

. TOCYJTapCTBEHHON KOMMEPUYECKON OpraHu3alyu.

13.006mecTBa ¢ OTPAHUYEHHOH OTBETCTBEHHOCTHIO OTHOCATCA K...

HEroCyJapCTBEHHOW HEKOMMEPUYECKON OpraHu3aluy;
HEroCyJapCTBEHHOW KOMMEPUYECKOW OpraHu3aluu;
roCy1apCTBEHHONM HEKOMMEPUYECKOW OpraHu3aluu;

. TOCYJapCTBEHHOW KOMMEPUYECKOW OpraHu3aluu.

14 Kakoii rocopran npoBOAUT PerucTpanui0 WPUINIYECKUX Jul?

peruoHaibHbIe oTaeseHuss PoHIa COLMAIBHOTO CTPaXOBaHUS;
TeppPUTOPUAIIbHBIE OpTraHbl ['0Cy1apCTBEHHOTO KOMUTETA IO CTaTUCTHUKE;
TepPUTOPUAIIbHBIC OpraHbl MUHUCTEPCTBA 110 AHTUMOHOIIOILHOM MOJUTHUKE
U TIOJJICPKKE TIPEANPUHUMATEIbCTRA,;

TeppUTOPUANIbHBIN Ooprad MunuctepcTBa no Hasoram u coopam (MHC) PO.

15. Kakoil u3 nepeymcjJeHHbIX rOCYyAaPCTBEHHbIX OPraHOB NMPHCBAMBAET

U COO00IIaeT OPraHU3alMU KOJAbl, XapPaKTepHU3YKIlIHe ero XO03siliCTBEHHYIO
NeATEJbHOCTH?

1.
2.
3.

4.

pernoHanbHbie oTaeneHus OoHla coUanbHOro CTPaxOBaAHMUS;
TepPUTOPUAIIbHBIE OpTraHbl [ '0Cy1apCTBEHHOTO KOMUTETA MO CTATUCTHUKE;
TepPUTOpUANIbHBIE OpraHbl MUHUCTEPCTBA MO0 AHTUMOHOIOJIBHOM MOJUTHUKE
U TIOJ/ICPKKE MPEANPUHUMATENbCTBA;

TePPUTOPHATBHBIN opraH MunuctepcTBa no Hajgoram u coopam (MHC) P®.

16.HerocynapcrBeHHbIE OPraHU3AIUM JACJSATCS HA ...



KOMMEPYECKHUE;
HEKOMMEpYECKHE
aKLIIMOHEPHBIE;
. MHJIVBHyaJIbHBIC IPEANPUHUMATEIIN.
17 Bonpocamu mnepenaym Ha XpaHeHHe JOKYMEHTOB JJUKBUAUPOBAHHbIX
OpPraHu3anuii 3aHUMAKOTCA ...
1. yapenurenu;
2. JIUKBUJIATOD;
3. PYKOBOAMTEIb JINKBUAUPYEMOM OpPraHU3alNY;
4. HaOroBasi MHCHEKLH.

18. Kakyro CHCTEMY  JAOKYMEHTALMHU JIMKBHIMPOBAHHOMU
HEroCyJapCTBEHHON OpraHM3anMu  cyJeOHble MHCTAHUMH O00SI3bIBAIOT
NPUHATH TOCYAAPCTBEHHbIH WJIM MYHMUMIAJBHBIA apXuB Jaxke B cjy4ae
OTCYTCTBHS A0roBopa?

1. cucreMy (pUHAHCOBOW TOKYMEHTALIUU;

2. cucCTeMy JOKYMEHTAIMH 10 JINYHOMY COCTaBYy;
3. pacnopsIUTENbHYIO CUCTEMY JOKYMEHTAINH;
4. NOTOBOPHYIO CUCTEMY JOKYMEHTALlUU.

PN E

IIpomexkyTouHblii TECT 3
Pa3zaea 3. Oco0eHHOCTH JOKYMEHTAJAbHBIX (JOHI0B HEroCyIapCTBeHHbIX
OpraHu3anuu

1. JloOpoBoJibHOe O00IIECTBEHHOE O0beIMHEHHMEe TPaXKJAaH, CBI3aHHBIX
00IMMHU NPOU3BOJACTBEHHBIMH, NMPO(PEeCCHOHAIbHBIMUA HHTEpEecaMu MO0 POay
UX JAeSTeJIbHOCTH, CO3JaBaeMoOe B LeJfAX MNPeICTABUTEJbCTBA M 3alIUThI
COIMAJILHO-TPY/IOBBIX IIPAB U HHTEPECOB PA00OTHUKOB HA3bIBAETCH. ..

1. oOmiecTBEeHHOI MMajIaToM;

2. npodecCHOHAIBHBIM COOOIIECTBOM;
3. mpodecCuOHAIBHBIM COI30M;

4. TpyIOBBIM KOJJIEKTHBOM.

2. JlokyMeHTAUMsl MO0 OOpalleHUsIM TIpPakaaH, MO0 y4YeTy 4YJEeHCTBAa B
OpPraHM3alMi, @0 3alUTe HWHTEPeCOB YWICHOB OPraHM3alMu B CyAe,
IOCTAHOBJICHHS, PE30JIIOLUHN COOPaHNii, KOH(epeHIHii, BBIOOPHBIX OPraHOB M
UX NPEe3UIUYMOB COCTABJIAIOT crieU(PUKY JOKYMEHTAIbLHOI0 (pOH/A ...

1. aKIMOHEpHBIX OOIIECTB,
2. PEeNUTrHO3HbIX 0ObETUHEHUH,
3. OO0IIECTB ¢ OrpaHUYEHHON OTBETCTBEHHOCTBIO,
4. npodeccruoHaNIbHBIX COIO30B.
4.Bonpocamu BeJeHUsI AeJIONPOU3BOACTBA B IPO(COI03aX 3aHUMACTCH. ..
1. Tlpencenarens,
2. npodcorozHoe cobpanue,
3. Mpe3usnyMm,
4. peBu3op.

S5.Kakasi/me W3 mepeYMCJEHHBIX CHCTeMa  [OKYMEHTAllUM  He

XapakTepHa/bl JJIS1 PeJIMTHO3HbIX 00beANHEeHu i ?
1. noxymeHTauus 1o JUYHOMY COCTaBY;



2. OTYETHAs TOKYMEHTAIIUs,
3. OyXTranaTepCKHil y4eT ¥ CTaTUCTUYECKasi OTYETHOCTD;
4. noxymeHTanus no y4dety adp@rinpoBaHHBIX JIUII.
6. Ot opranmszanuu ¢ 1 cenrsiOpsa 2014 pasgenuauch Ha MyOJMYHbIC U
HenmyOJuYHbIE:
1. akmuoHepHbIe OOIIECTBa,
2. penuruo3Hbie O0beAMHEHUS,
3. HEKOMMEpPUYECKHE OpTaHu3aluH,
4. mpodeccroHaIbHbIE COIO3BI.
7.BbIcIIIMM OPTraHOM YNPaBJIeHHs B AKIIMOHEPHOM 0011IeCTBE SIBJISIETCH. ..
1. PeBu3nonHas (koHTposbHas1) komuccus AQ,
2. reHepabHbIN aupekTop AO,
3. HaOmIomaTeIbHBINA COBET,
4. oOiee coopanue yuactHukoB AQ.

8. IlosHOMOYHMSI  KOHTPOJBLHOM  PEBU3HOHHOW  KOMHMCCHM, ee
KOJIMYECTBEHHbINl COCTaB, NOPSAJA0K W30paHUsI ee YIEHOB, CPOK UX
MOJTHOMOYHMIi, MOPSJAOK PpadoThl W NPUHATHS PelIeHUuil Ha 3aceIaHusIX
HAXOASATCHA B KOMIIETEHUMH. ..

1. JlupexTopa (pyKOBOAUTEIS OPraHU3aIIN ),
2. HaOnromaTenbpHOTO COBETA,

3. OOmiero coOpaHusi y4acTHUKOB,

4. IlpaBneHus.

9. OT4YeT 0 ABMKEHHH CPEACTB MO KJIUPUHTOBOMY PErMCTPY Y4YacTHHKA
KJIMPHUHIa, areHTCKUIl TPACTOBBIH J0roBOP, CNUCKH a(PPUIMPOBAHHBIX JIUII
0o011ecTBa, eKeKBAPTAJbHbIE OTYEeTHI IMUTEHTA 00pa3ylTcs B Mpolecce
TOKYMEHTHPOBAHUA JeSITEJILHOCTH ...

1. aKIMOHEpPHBIX OOIIECTB,
2. PENUTHO3HBIX 0OBCTUHCHHM,
3. HEKOMMEPUYECKHX OpraHu3aIluii,
4. npodeccroHATBHBIX COI30B.
10. IlepBble akMOHepHBbIE 001IecTBA B Poccun BOZHUKIIM. ..
1. B cepenune XVIII Beka,
2. B cepenune XIX Beka,
3. B 1922 rony,
4., B 1990-x romax.

11.1IpeanpusaTus, HAXOAALIMECH B YACTHOM COOCTBEHHOCTH, B LEJIOM I10
IKOHOMHUKe Poccuu cocTaBIdIoT ...

1. menbie 1 % ot oO1ero yucna npeAnpusTHiA;
2. menblie 20% ot o01ero yucia npeanpusTHii;
3. 50% ot ob1ero uynciaa npeanpusTHH;

4. Oonbiue 80% ot 0011Iero Yynciaa NpeanpusaTHi.

12. Ykaxxkute mnpaBWiIbHOE NpoAoJKeHHEe (pa3bl «{oKyMeHTAUMS IO
PBLIHKY IIEHHBIX Oymar...»

1. He BxoIUT B HOMEHKIATYpy Aei AO, Tak Kak He SBJISIETCSA yIPaBICHUYECKOM;

2. HE BXOOUT B HOMEHKJIATYPY J€J], TaK KaK HE OTHOCUTCS K KOMIIETEHIIUU
oTzeJa JeI0NpPOU3BOICTBA;

3. BXOAWT B HOMEHKIATYypy nen AO HapaBHE ¢ IPYTUMU CUCTEMaMU;

4. BXOIUT B HOMEHKJIATYPY JI€] PU YCIOBUH HAIUYUS PE3EPBHBIX Pa3/IEIOB.



Bomnpocs! k 3a4ery

1.JIoKyMEHTUPOBaHUE AESITEILHOCTH OpPraHU3alMi U OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IlonsiTHE TOKYMEHTUPOBAHNUSA JEATEIBHOCTH OpPraHU3aliu.

3.CnocoObl TOKyMEHTUPOBAHHUS U €r0 PE3YJIbTATHI.

4 TumoBo# COCTaB CUCTEM JIOKYMEHTAIMH, 00Pa3yIOIIUNACS B JeATEILHOCTH OpraHU3aIlHii.
OO01as xapakTepUCTHKA.

5.0pranu3anMoOHHO-IIPABOBAs CUCTEMA JOKYMEHTAllMU HETOCYAAPCTBEHHOM OpraHu3alyuy.
3anauu ¥ BUIBI JOKyMeHTOB. Crieruduka.

6. IIna"oBas cucrema NOKYMEHTAlLlMM HETOCYAAPCTBEHHOM OpraHu3aluu. 3aJayd U BHUJIBI
JToKyMeHTOB. Crierduka.

7. PacniopsaurenpHas cucTeMa JOKYMEHTAllMU HETOCYAApCTBEHHOW OpraHM3aluy. 3a1a4u
¥ BUJIBI JOKYMeHTOB. Crienuduxa.

8.MHdopmalmoHHO-clipaBoyHas (aHaIWTUYECKass WIM HMH(GOPMALMOHHO-aHAIUTUYECKAs)
CUCTEMA JOKYMEHTAlM HEroCylapCTBEHHOW OpraHu3alMM. 3aJaud U BHJbl JOKYMEHTOB.
Crnenuduxka.

9. OTueTHOI cucTeMa JOKYMEHTAIMM HErOCYAApCTBEHHOM OpraHu3auuu. 3agadyd U BHUJIbI
nokyMeHToB. Crienuguka.

10. Cucrema kaapoBoil JOKYMEHTAIIMM HETOCYJapCTBEHHOM OpraHu3alyy. 3a1aqu U BUJbI
NoKkyMeHTOB. Crienuguka.

11. Cucrema ¢puHAHCOBOH AOKYMEHTAIlMH HETOCYJApCTBEHHON OpraHu3alud. 3agadd U
BUBI 10KyMeHTOB. Crenuduxka.

12. CucremMa JOrOBOpPHON JOKYMEHTAllMM HErOCYJAapCTBEHHOW OpraHu3alMU. 3ajadd U
BUBI 1OKyMeHTOB. Creruduxka.

13. JlokymeHTalus 1O MaTepUaJbHO-TEXHHUUYECKOMY OOECIIEUEHHI0 HEroCyAapCTBEHHOM
opraHuzaiuu. 3aJadu 1 BUJbl JOKyMeHTOB. Crienuduka.

14. JloxymeHTanmus 1O HWHGPOPMAIMOHHOMY H JIOKYMEHTAIHOHHOMY OO0ECIIEYEeHHUIO
NeSITeIbHOCTH HErOCY1apCTBEHHOM OpraHu3aluu. 3ajjauu U BUJbl JOKyMeHTOB. Crienuduka.

15. Cucremoil JOKyMEHTalMu OOECIEeYMBAIONIEr0 THIA CUCTEMa B HETOCYAApCTBEHHOU
opraHu3aiuu. 3agadu U BUJb! JOKyMeHTOB. Crienuduka.

16. HomenkiaTtypa Jie1 Herocy/1apCTBEHHON OpraHU3aIliH.

17. IloHsATHE HETOCYAPCTBEHHBIX OpraHU3aLUil.

18. Tunonorust Herocy1apCTBEHHbIX Opranuzauui 1

19. OOmas  XxapakTepuCTHKa HOPMAaTHUBHO-TIPaBOBOM  0a3bl  JIEIOMPOMU3BOJCTBA
HErocyJapCTBEHHbIX OpraHu3alui

20. JIokyMEHTaIbHOE CONPOBOKAEHHUE MPOLIETYpPhl JUKBUAALNN IOPUANYECKOTO JIULA.

21.0co0eHHOCTH JTOKyMEHTaJIbHBIX (DOHJOB HErOCYIapCTBEHHBIX HEKOMMEPYECKUX
OpraHu3aIuu.

22. JIOKyMEHTHUPOBAaHHE JIEATETLHOCTH MPO(HECCUOHATBLHBIX COI030B

23. JIoOKyMEeHTHPOBaHHE JeSITEIbHOCTH PETUTHO3HBIX 00beTMHEHUN

24. OcoOeHHOCTH JOKyMEHTaJIbHBIX (DOHJAOB HErOCYAapCTBEHHBIX KOMMEPUYECKUX
OpraHu3alum.

25. JlokyMEHTHpOBaHWE JEATEILHOCTH AaKIMOHEPHBIX OOIIECTB. YIpaBJIeHUYECKas
JIOKYMEHTAIUsl.

26. JlokyMeHTUpOBaHHE JEATEIbHOCTH aKIIMOHEPHBIX 00111eCTB. Brimyck 1ieHHbIX Oymar.



IIpuaoxenne 2

O1neHOYHbIE CPEACTBA 1A MPOBEACHUA IIPOMEKYTOYHOM aTTeCTAIlnH

Konm naamkaropa WHaukaTop TOCTIKEHHS] KOMITICTCHITHH O11eHOYHBIE CPEICTBA

OIIK-3 Cnoco0eH NpuMeHSITh TeopeTHYecKHe 3HAHUS VISl pelIeHUs1 IOCTABJIECHHBIX 32124 B 00J1aCTH JOKYMEHTOBE/ICHUSI M apXUBOBE/ICHMS ;

Bomnpocsl k 3aueTty

1 .I[OKYMCHTI/IpOBaHI/IC ACATCIIBHOCTH OpraHus3alvii 1 OTBETCTBCHHOCTL PYKOBOICTBA.

2. llonsiTHE TOKYMEHTHPOBAHHS ACATEILHOCTH OpraHU3aINH.

3. IloHsATHE HErOCYAAPCTBEHHBIX OpraHU3alIuN.

4. Tunonorust HErocyAapCTBEHHBIX OPraHU3ALMIA

5. OOmas xapakTepuCTHKa HOPMATHBHO-TIPABOBOM ©0a3bl JEJIONPOU3BOJICTBA
HErocyJJapCTBEHHBIX OpraHU3alHii

6. JlokyMeHTanbHOE COIPOBOXKIEHIE NPOLEAYPhI IUKBUIALNN IOPUANIECKOTO JHLA.

HTorosnlii TECT O KYpCY

Bompoc 1
Y10 Ha3bIBAETCS JOKYMEHTUPOBAHUEM?
CocraBnsier, oQOpPMISET M BEIET yHPABIEHUYECKYIO BuIGepHTE OJIHH OTBET:
JTOKyMEHTALMIO  Pa3IM4HbIX  BUJOB 10  HPOQHIIO a. JeATeJbHOCTh, OOECNEUMBAIOIIAs CO3/IaHME OQUIMANBHBIX JIOKYMEHTOB H
OIIK-3.1 | nesrenbHOCTM  OpraHM3allid B COOTBETCTBMH C  ee | OPraHM3aluio paboTsl ¢ HUMU
OpraHM3AIHOHHO-TIPABOBOH hOPMOii b. cucTeMaTH3aIMIO JOKYMEHTOB U KOMILIEKCOB IOKYMEHTOB

C. cO3JaHue, JOKyMEHTOO00POT, XpaHEHNE U UCIIOb30BaHIE JOKYMEHTOB

d. 3amuce wHPOpPMANMM HA Pa3NMYHBIX =~ MATEPUATBHBIX  HOCHUTENAX  I10
YCTAaHOBJICHHBIM  TIpaBWjaM, KOTOpPBhIE 3aKpeIUITIOTCS B MPABOBBIX  aKTaX H
HOPMAaTHBHO-METOMYECKIX JOKYMEHTaX

Bompoc 2

YacTHOE W0 WIM TPyIa JIKI, Y KOTOPBIX €CTh (YHKIIUK M OOSI3aHHOCTH,
ITOJTHOMOYMS ¥ B3aUMOOTHOIIIEHHS JIJIs JOCTHKEHUS CBOMX LEJIEH, Ha3bIBAIOTCA ...

BribepuTe oMH OTBET:

a. FOPUINIECKUMH JINIIAMH

b. pusnvyecKkuMHU JTHLIAMA

C. OpraHuzanuei

d. MHIUBHIYaIBHBIME TIPEATPUHAMATEISIMA
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Bompoc 3

JoOpoBobHOE OONIECTBEHHOE OOBEAMHEHHE TPaKIaH, CBI3aHHBIX OOITUMH
MPOU3BOJICTBEHHBIMH, MPOPECCHOHANBHBIMA HWHTEPECAaMH 110 POJY WX JeSATEIbHOCTH,
CO3/1aBaeMOe B IICJAX NPEACTABUTEIBCTBA W 3alUTHl COIUAIBHO-TPYAOBBIX IpaB H
HWHTEpEeCcOB paOOTHUKOB HA3BIBACTCH. . .

Bribepute onuH OTBET:

a. Mpo(eCcCHOHATBLHBIM COOOIIECTBOM

b. npodeccroHaIbHBIM COIO30M

C. OOIIIECTBEHHOH MaaTon

d. TpyIOBBIM KOJIJICKTHBOM

Bompoc 4

Haiinure BepHOoe mnpomomkenue ¢paspl:  «JlokymeHTanbHBIE (OHIBI  BCEX
OpraHu3aiui. ..»

Bribepure onH OTBET:

a. UIMEIOT CTaHIapTHBIA HA0OP TOJIBKO YIPaBIEHYECKOH JOKYMEHTALUH

b. UMEIOT COBEPIIEHHO Pa3HBIi HAOOP TOKYMEHTOB

C. IMEIOT OJTMHAKOBBIA HA0OP IOKYMEHTOB

d. WMeIT craHIApTHBIH HA0Op Kak YIpPaBIEHYECKOH MOKyMEHTAIlud, TaKk |
JOKyMEHTAINU 00eCTIeUNBAIOIIETro THITA

Bomnpoc 5

Acconuanuy 1 COr3bl OTHOCATCS K. ..

BribepuTe oauH OTBET:

a. HErOCyIapCTBEHHON KOMMEPUYECKOHN OpraHu3aIiu
b. HerocyaapcTBEHHOI HEKOMMEPUYECKOH OpraHn3alin
C. TOCYIapCTBEHHON KOMMEPUECKOI OpraHu3aliu

d. rocyapcTBeHHOI HEKOMMEPUYECKOH OpraHn3aIiu

BomnpocsI k 3a4ety
1.MudopManinoHHO-CcIIpaBoYHas (aHAIUTHYECKas WM HH()OPMALMOHHO-aHATUTHYCSCKAsN)
CHUCTEMa JOKYMEHTAIINH HETOCYJapCTBEHHOW OpraHM3alyd. 3a7add ¥ BUABI TOKyMEHTOB.
Crnenuduxka.
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2. JoxymeHTanms 1mo nHGHOPMAITMOHHOMY B TJOKYMEHTAIIHOHHOMY 00€CIIeYeHHIO
JesITeIbHOCTH HETOCYTapCTBEHHOW OpraHn3aliy. 3aauu U BUABI JOKyMeHTOB. Criennguka
3. OcobeHHOCTH [OKyMEHTANIbHBIX (OHIOB HErOCYNapCTBEHHBIX KOMMEPUYECKHUX
OpraHu3aluii.

4. CucteMoii JOKyMEHTalluU 00eCIIeUBAOIETO THUIIA CHCTEMA B HETOCYJapCTBEHHON
OpraHM3aiuy. 3a7aud ¥ BUIbI JOKYMEHTOB. Crieruduka.

5. HomenknaTypa fen HerocyaapcTBeHHON opranu3anuu. 6.Croco0bl TOKyMEHTHPOBAHS
U €T0 PE3yNIbTATHL

7. TumoBo# cocTaB CUCTEM JIOKyMEHTALIMH, 00pa3yIOIIUiics B AATEILHOCTH OpraHU3aIni.
OO0mas XxapakTepUCTHKA.

HTorossnlii TECT O KypCY

Bompoc 1

IOpuanueckass OTBETCTBEHHOCT, 3a pabOTy C  JIOKYMEHTaMH  TIPOSBISIET
TEHICHIIHUIO. . .

Bribepure onH OTBET:

a. K OCITa0JICHHIO

b. ctabmmeHOCTH

C. K YCHJICHUIO

d. k mepepacnpeneneHu0

Bompoc 2

Kaxoii rocopras mpoBOIUT PErHCTPALNIO FOPUAHUECKUX JIHIL?

Bribepure oauH OTBeT:

a. TeppUTOpPHAIIbHBIE OpTaHbl | 0Cy1apCTBEHHOTO KOMUTETA 110 CTATUCTHUKE

b. pernonansHble oTHENIeHUS DOHIA COIUATIBHOTO CTPAXOBAHMUS

C. TEpPUTOPHAIILHBIN opraH MuHucTepcTBa 1o Hasoram u coopam (MHC) PO

d. TeppuTopuanbHbBle OpraHbl MUHHCTEPCTBA 1O AHTUMOHOIOJIBHOM MONHUTHKE U
MOAIEPKKE TPEANPUHIMATEIHCTBA

Bompoc 3
Kakoii u3 nepedncieHHbIX TOoCylIapCTBEHHBIX OPTaHOB IMPHCBaWBacT M COOOIIAeT
OpTaHU3aIMy KOJIbI, XapaKTEPU3YIOIIHE €r0 XO3IHCTBEHHYIO JACATEIEHOCTE?
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BriGepute o OTBET:
a. peruoHaNIbHbIC OT/eNIeHUs] DOHIA COMATBHOTO CTPaXOBaAHUS
b. TeppuTopHuanbHbIe OpraHbl MHHHCTEPCTBA MO AHTUMOHOIIONBHON MOJUTHKE W

TToAep KKe TIPEeIITPUHIMATEIbCTBA

C. TEppPUTOpPHAIIbHBIC OpraHbl [ 0cy1apcTBEHHOTO KOMHTETA MO CTATUCTHKE
d. TeppuTopHanbHeIii opran MuHHCcTEpCTBa 10 HasioraM U coopam (MHC) PO
Bomnpoc 4

HerocynapcTBeHHble OpraHu3anuy AemsSTcs Ha ...

Bribepute onH UM HECKOIBKO OTBETOB!

a. HEKOMMEPUYECKUE

b. akmoHepHbIe

Bomnpoc 5

[lepBrie akimoHepHbIe 06mIecTBa B Poccun BO3HUKIIH. . .

BriGepute onuH OTBET:

a. B cepeaune XVIII Beka

b. B 1990-x romax

c. B 1922 rony

d. B cepenune XIX Beka

Bomnpoc6
[Ipennpusitusi, HaxXOASsIIMECS B YACTHOM COOCTBEHHOCTH, B IIEJIOM IO 3KOHOMHKE

Poccnu coctaBisioT ...

BriGepuTe oauH OTBET:

a. 50% ot obuiero uncna NpeaAnpUsTHHA

b. menbie 1 % ot obIero yrcna npeanpusITuit
c. 6ompmre 80% oT o01Iero yucia npeanpusTHil
d. menbuie 20% oT oO1iero yucna npeupus T

Bomnpoc 7

ToproBo-POMBIILIEHHBIE MTAIAThl OTHOCSTCS K. . .
BriGepuTe oauH OTBET:

a. TOCYJIJapCTBEHHOM HEKOMMEPUYECKOW OpraHu3aiuu
b. Herocy1apcTBEHHON HEKOMMEPUYECKOM OpraHU3aIiu
C. HETOCYIapCTBEHHON KOMMEPUYECKON OpraHu3aluu
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d. rocymapcTBeHHOM KOMMEPUYECKOW OpraHU3aIiN
Bompoc 8

ToBapuiiecTBa COOCTBEHHUKOB JKIITbSI OTHOCSTCS K. . .
Bribepute oauH OTBET:

a. HErocy1apCTBEHHOM HEKOMMepUYeCcKOH OpraHnu3aluu
b. rocyaapcTBeHHON KOMMEPYECKO# OpraHu3auu

C. TOCYIapCTBEHHON HEKOMMEPUYECKON OpraHu3aluu
d. HerocymapcTBEeHHOW KOMMEPUYECKOH OpraHnu3aliu

Bompoc 9

OO0mecTBa ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO OTHOCSTCS K. ..

Bribepure oanH OTBET:

a. HEroCy1apCTBEHHOI KOMMEpPUYECKOM opraHu3au

b. rocymapcTBeHHON KOMMEPUYECKOH OpraHu3aluu

C. TOCYIapCTBEHHON HEKOMMEPUYECKOHN OpraHu3aIiu

d. HerocyrapCcTBEHHOWM HEKOMMEPUECKOM OpraHU3aIuu

Bomnpoc 10

Tekcr Bompoca

Bompocamu mnepenayn Ha XpaHEeHHE JOKYMEHTOB JIMKBHIMPOBAHHBIX OpraHU3aIui
3aHUMAIOTCA ...

Bribepure oauH OTBeT:

a. HaJIOTOBast MHCIIEKITUS

b. pyKOBOJMTEINb JIMKBUIUPYEMON OpraHu3aIluu

C. YUpEAUTENH

d. nukBUAAaTOp

OIIK-3.2

3HaeT IMpaBOBbIC HOPMbI M IIpaBWJlIa OpraHU3alvH,

CHUCTEMAaTH3aluu, KOMIIJICKTOBaHHA nu yucTa

JIOKYMEHTAJIBHOTO W apXUBHOTO (DOHIOB OpraHU3aIluN

IIpakTHyeckoe 3axanue Ne 2

3aganue. UneHTHPUIPOBATE HOPMATHBHYIO CPeAy MJIsl OAHOM W3 CJIeYIOIMX
OIl®. CocTraButh O0MbOaMOrpaduyeckuii 0630p. Boioop OII® B ganHOM 3agaHuu
A0JKeH coBnaaaTts ¢ BbIOopoM OIID B KOHTpPoJabHOI padoTe (cM. 3axaHue
KonTposnHoii padoTsI).

Crucok OIID

29. ITonnoe mosapuwecmeo
30. Obwecmeo ¢ oeparnuteHHOU OMEEeMCmMEEeHHOCHbIO.
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3L
32.
33.
34.

35.

36.

37.
38.
39.

40.
41.

Kpecmuwsanckoe (ghepmepckoe) xossiicmao.

Xozalicmeennvie napmnepcmaa.

Tlpouzsodcmeennuiii Koonepamus,

Tlompebumenvckux koonepamusog (100as uz ciedyowux opm):

34.1. JKUJTAIIHBIH,

34.2. KUTHITHO-CTPOUTETHHBIN

34.3. rapaxxHblii KOOTIEPaTHB,

34.4. CaJI0OBOTYCCKUN, OTOPOTHUYECKHUM U JJAYHBIN KOOTIEPATHUB,

34.5. NOTPEOUTENECKUN KOOTIEPATHB,

34.6. 00IIIecTBO B3aWMHOTO CTPaxOBaHUS,

34.7. KpPEIUTHBIN KOOTIEpaTHB,

34.8. ¢doHp mpokaTa,

34.9. CEJIbCKOXO3SHCTBEHHBIN MOTPEOUTEIBCKUI KOOTICPATHB.

Obwecmeennbie opeanuzayuu (1r00as u3 credyowux ¢opm):

35.1. MOJTUTHYECKNE TTAPTHH

35.2. CO3ZIaHHBIC B KA4eCTBE FOPHIMYECKHX JHI[ NMPOPECCHOHATBHBIE COIO3BI
(mpodcoro3HBIE OpraHU3aIlH),

35.3. OpraHbl OOIIECTBEHHON CaMO/IeATEIbHOCTH,

35.4. TEPPUTOPHATIHLHBIE OOIIIECTBEHHBIE CAMOYIIPABICHHSI.

Accoyuayuu (cor3swl), (1obas uz credyiowux gopm):

36.1. HEKOMMepYeCKHe MapTHEPCTBRA,

36.2. caMOperyJmpyeMble OpraHu3alny,

36.3. oObeMHEHUs paboToIaTeNeH,

36.4. 00beIMHEHUS TPOPECCUOHATBHBIX COI030B,

36.5. KOOTIEpaTHBOB 1 OOIIECTBEHHBIX OpraHU3allHi,

36.6. TOPrOBO-IIPOMBIIIIJIEHHEIE,

36.7. HOTapHAJIbHBIE MAJTaThI.

Tosapuwecmsea coOCMBEHHUKO8 HCULbSL
Kaszauvu obwecmsa

DoHObI:
39.1. 00IIeCTBECHHBIC
39.2. OnaroTBopuTenbHBIC HOHIBI.

Penuzuosnvie opeanusayuu.
Ilybnuuno-npasosvie kKomnanuu
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42. Aosokamckue 06pazoeanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3a/laHHME JOJDKEH OBITh MPEACTABICH B BHIE 0030pa HOPMAaTHUBHBIX
MPABOBBIX AKTOB.

[pu uaeHTHHUKAIIMA HOPMATUBHOM CPEIIbl CIICAYET OMUPATHCS Ha PEKOMEH AN
mn.5. TOCT P HCO 15489-1-2007 «CHUBU. VYmnpasieuue moxkymeHrtamu. OOmiue
TpeOOBaHMS»:

HopmartuBHas cpenia BKIrO4aeT B ceOst:

a) 3aKOHBI 1 HOPMATHUBHBIC AKThI, PETYJIUPYIONIHE Chepy ACIOBOI NSSITEILHOCTH B
LEJOM U B CHEIM(UYECKHX OTpacisiX, B TOM YKCJIE 3aKOHbI M HOPMATHBHBIC aKThI,

OTHOCSIITHECS HETIOCPEACTBEHHO K JTOKYMEHTaM, apxXuBaM, JOCTYIIy,
KOHQUICHINANBHOCTH, AO0Ka3aTeNbCTBaM, SJIEKTPOHHON KOMMEpPIMHU, 3allUTe IaHHBIX,
nHpOpMAIIUH;

b) cranmapTsl, OTHOCAIINECS K MTPAKTHYECKOHN NesTeTFHOCTH;

C) mpaBWIIa PEKOMEHAATEIHHOTO XapaKTepa, OTPAXKAIOIINE TIEPEJOBOH OIIBIT;

d) 100pOBOJILHO MPUMEHSEMbIC ITHUSCKUE KOJIEKChI U HOPMBI;

€) uaeHTHQUIUpyeMble COIUAbHBIE OXUAAHUSA (TMOTPEOHOCTH), KaCAFOIIHUECs
aJIeKBATHOTO TIOBEJICHYSI B CIIEIIU(PHUIECKOM OTPACIIH WIIH OPTaHHU3AIINH.

Bribupast HopmaTtuBHBIE ipaBoBbie akThl st OI1D, cnemyer pacnpenensits ux Mo
YPOBHSIM (CM. YPOBHH HOpMAaTHBHO-METOIueckoi 6a3el B Pazzerne 2).

[Ipu odopMIIeHNN UCTOYHHMKOB YKa3bIBaTh Ha3BaHWE JOKYMEHTA, ATy W3IaHHA,
aBTOpa, MYHKTHI, TJIaBHI U T.II., PETJIAMEHTUPYIOIIHE paboTy ¢ JOKYMEHTaMH, €CIH HE BECh
HMCTOYHHK TIOCBAIIEH JOKYMEHTHPOBAHHIO.

Bce ynmomsiHyThIe B 0030p€ MCTOYHHMKH JOJDKHBI OBITH AercTByrommMHU. CtaTyc
WCTOYHUKOB  (AeiicTByrommii / HE  JCWCTBYIONIMIA) CIEAyeT MPOBEPATh IO
nH(popMaImoHHO-TIpaBoBbIM noprtaiam «Koncynerantllmocy, «apaa, «Koageke» u ap.

KonTtpoannas padora
COCTaBUTH pedepar 1o TeMe:
«JlOKyMEHTHUpPOBAaHUE JAEATEIPHOCTH HErOCYAApCTBEHHON opraHusanuu (ykasaTh
BBIOpaHHYIO OPraHU3allMOHHO-TIPAaBOBYIO (opMy)». Bumel opraHu3annoHHO-TPAaBOBBIX
¢opm npuBeneHbl HUKe. OHU HE TOJDKHBI  TTOBTOPSITHCS B TPYIIIE
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TpeboBanus k pedepary

ConepxaHue TOIDKHO JICMOHCTPUPOBATH CIICAYIOIINE 3HAHUS U YMEHHS CTYICHTOB:
3unanue:.
- cneyuguueckux uepm OOKYMEHMUPOBAHUS — OCSIMENbHOCINU — He20CYOapCMEeHHbIX
opeanu3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBHIX (POPM HE20CYOAPCMBEHHbIX KOMMEPYECKUX u
HEKOMMEPUECKUX OPeaHU3ayuil;
- MUN0B020 COCMABa CUCEeM OOKYMEHMAyuu, GopmMupyroumux OOKYMEHMAIbHbIL (POHO
He20CYOapCmEeHHbIX OP2aAHU3AYULL
- Ccnocobo8 u cpeocms OOKYMEHMUPOBAHUs,, NPUMEHSIEMbIX 8 npoyecce O0esmeibHOCHU
He20Cy0apCmeeHHbIX OPaAHU3AYULL
- HOPMAMUBHO-NPABOBHIX  AKINOG,  PE2aMEHMUPYIOWUX  OesIMeIbHOCmb U ee
OOKYMEHMUPOBAHUE 8 HE20CYOAPCIBEHHBIX OP2AHUAYUSIX.
Ymenue
- cocmaeums  HOPMAMUSHO-NPABOBYI0  0A3y  OOKYMEHMUPOBAHUS — OesMeIbHOCHU
KOHKDEMHOU Op2anu3ayuu;
- coCmasums NPOEKm HOMEHKAAMYPbL 0ell OP2AHU3AYUU, UCX00S U3 MUN0B020 COCMABA
cucmem YNPAasieH4eckol OOKYMEHMAYUY, OpPeaHU3AYUOHHLIX U HOPMAMUBHO-NPABOBHIX
OOKYMEHMO8, Pe2iaMeHMupyrouux 0esimenabHOCHb He20CyO0apCmEeHHOU OP2aHU3AYUL.

Tunosoii niian pegepara

9. XapakTepucTika OpraHu3almoOHHO-TIPaBoBol (popmer (OI1D) HerocynapcTBeHHON
opranmzanmu. (JKenarenbHO TpUBIIEYEHHE CTATUCTUYECKUX MAaHHBIX O TOM,
ckonpko B Poccun/ permone/o0nacti/ ropoje 3aperucTpUpOBAHO OpTaHU3AIMNA
nmauHoi OI1D).

10. O6mias xapakTepuCTHKa YIpaBieHus opranuzanuen ganHoi OI1D.

11. OcHOBHOI COCTaB HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB, PerjaMEeHTHPYIOLIHNX
NeSTeNIbHOCTh HeToCyAapcTBeHHO opranmn3anuu nanHoi OIID (cm. [IpakTudeckoe
3asiaHue 2).

12. XapaktepucTuka TOKyMEHTANbHOTO PoHIa (IOKYMEHTOB, HX KOMILUIEKCOB U CHCTEM
JOKyMEHTallud, (OpMHUPYIOLIIMXCS B AEATCIBHOCTH  HETrOoCyAapCTBEHHOM
OpTaHU3AIIHH ):

®  OpraHM3allMOHHO-TIPaBOBas JOKYMEHTAIHs,
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13.
14.

15.
16.

TUTAHOBAs JOKYMEHTALIHS;

pacnopsauTenbHas TOKyMEHTAIHs;

nH(pOpMaMOHHO-CTIPaBOYHAS " CIPaBOYHO-aHATUTHYECKAS
JOKyMEHTAIIHS;

OTYeTHas JOKYMCHTAIIHS;

JIOKYMEHTAIHsI 110 00ECIICYCHUIO KaipaMH (TI0 IMYHOMY COCTaBY);
(uHaHCOBas JOKyMeHTalus (OyXTaaTepCKUi y4eT U OTUYETHOCTb);
JOKYMEHTAIHS TI0 MaTepUATbHO-TEXHHYECKOMY 00€CTICUCHHIO;
JIOTOBOpHAsI JOKYMEHTAIIHS,

JOKYMEHTAallMsl 1O  JOKYMEHTallMOHHOMY W  WH(POPMAaLUOHHOMY
00€ECTIeYCeHUIO IETETHbHOCTH YUPEIKACHUS;

JIpyrHe CHUCTEMbI JOKYMEHTALMH, BKIIOYas W Te, KOTOPHIE OTPa)KaroT
OCHOBHYIO JI€SITEIbHOCTB H T.I.

AHanu3 NpUMEpPHOI HOMEHKJIATYPHI 11 HETOCYy1apCTBEHHON OpraHU3alyH.
CriocoObl 1 cpejicTBa JIOKYMEHTUPOBaHUs MH(OpMAaIMi B HETOCYIapCTBEHHON
OpraHM3alyn

[Topsanok xpaHeHUs TOKyMEHTOB HETOCY1apCTBEHHOM opranusanyy JanHoi OI1d.
Crnrcok IuTepaTypsl 1 HCTOYHHUKOB.

Cmpyxkmypa peghepama: TUTYIbHBIN JIHCT, OTJIaBJICHUE, BBEIEHHE, OCHOBHAS YacTh,

pa3Ourasi Ha MYHKTHI (IIYHKTBI O3arjiaBieHbl), 3aKIIOYEHHE, CIIMCOK JIUTEePaTYpHI,
prIIokeHue (MIpu HEOOXOAMMOCTH).

Obvem pedepara TODKEH COCTABIATh HEe MeHee 15 cTpanuil (IO CHHCKa

sutepatypsl) (14 mpudt yepes 1,5 unrepsana).

KiroueBbie ciioBa M 3aroiIOBKM pa3lieloB JODKHBI UMETh pas3Hble MIPU(TOBBIE
BBIJIEJICHHUS.

HuratHeiét MaTepuan pedepara ohopMisieTcss B COOTBETCTBUU ¢ HOPMAaTHBAMH Hay4YHBIX
paboT (CHOCKH ¢ yKa3aHUEM JIUTEPaTyPHOTO UCTOYHHKA, HOMEpa CTPAHUI] 00S3aTEeIIbHEI).

Temaruka pedepaToB 1o Kypcy

1) Jloxymenmuposarue dessmensHoCHU NOIHBIX MOBAPUYECTNE
2) Hoxymenmuposanue OdesamenvHoCU obuecms c 02PaHU4eHHOU

omeemcnmeeHHoCmylo.

3) [okymenmuposanue 0esmenbHOCHU KPeCMbIHCKUX ((hepMePCKUX) XO3SAUCTE.
4) Jloxymenmuposanue 0esmeibHOCmU X035UCMEEHHbIX NAPMHEPCMS.
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5) Joxymenmuposanue oessmenbHOCuU NPou3800CmMEeHHbIX KOONEPAMUBOS.

6) [loxymenmuposanue oesmenbHocmu nompebUmensCckux Koonepamueos (BbIOpPaTh
T00YI0 U3 ciexyomux Gopm):

7) SKUIHIIHBIHA,

8) IKMIHIIHO-CTPOUTEITBHBIN

9) rapaxkHBIF KOOMIEPATHB,

10) camoBoIUECKH A, OTOPOTHHUUYCCKUN U TaUHBIH KOOIIEPATHB,

11) noTpeOUTENBCKUIT KOOTIEPaTHB,

12) o01iecTBO B3aMMHOT'O CTPaxOBaHus,

13) KpeauTHBIH KOOTIEPATHB,

14) dounn npokara,

15) cenbcKOX03MHCTBEHHBIN TIOTPEOUTENTLCKUN KOOIEPATHB.

16) JJoxymenmuposanue Odesmenvrnocmu obwecmeennvix opeanusayuti (BHIOPATH
J00YI0 U3 Cleayromux Gopm):

17) nonuTHyeckue napTum,

18) co3maHHble B KayecTBE IOPUAMYCCKUX JIMI[ MPO(PECCHOHATBHBIC COH3bI
(mpodcoro3Hble OpraHu3aIim),

19) opranbI 00IIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuTopHanbHBIE OOIIECTBEHHBIE CAMOYIIPABJIEHHS.

21) loxymenmupoeanue desmenvrnocmu accoyuayuii (coro3o6), (BHIOpaTh IHOOYI0 U3
cnenyromux Gopm):

22) HEeKOMMepUeCKUe MapTHEPCTBA,

23) camoperyJMpyeMble OpraHu3aluH,

24) oO6beauHeHs paboToaaTENEH,

25) o0beauHeHuns MPOdeCcCHOHATBHBIX COI030B,

26) KoonepaTUBOB M OOLIECTBEHHBIX OPraHU3aHii,

27) TOProBO-TPOMBIIIJICHHBIC,

28) HOTapHaIbHBIE MMANATHI.

29) Joxymenmuposarue 0esimeibHOCMU MOBAPULECME COOCMEEHHUKO8 HCUNbSL.

30) Hoxymenmuposanue oessimenrbHOCMU KA3a4bUX 00Ujecms.

31) [Jokymenmuposanue oesmenvrocmu (porooe (BHIOPATH IIIOOYI0 M3 CIIETYFOLIHX
hopm):

32) oOuiecTBeHHBIC

33) 6aroTBOpHUTENBHBIE (DOHIIBI.
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34) Hoxymenmuposarnue 0essmeibHOCmU Peaueuo3HbIX OP2aHU3ayuil.
35) Jlokymenmuposanue oesmenbHoCmu NyOIUYHO-NPABOSLIX KOMNAHUL.
36) Hoxymenmuposanue 0essmeibHOCmu a080KAMCKUX 00Pa308aHULL.

OIIK-3.3

Pa6oraer c KOPIIOPaTUBHOU CHUCTEMOI

I[OKyMeHT0060pOTa, B TOM 4YHCJIC DJJICKTPOHHOIO,

B

COOTBCTCTBUU C IPAaBOBBIMHM HOPpMaMH HpO(l)eCCHOHaHBHOﬁ

cpenbl

KonTtpoannas padora
COCTaBUTB pedepar 1o TeMe:
«JloKyMEHTHpOBaHNE JIEATEIBHOCTH HETOCYIApCTBEHHOM OpraHm3anuy (yKas3aTh
BBIOPaHHYIO OpraHU3allMOHHO-TIPAaBOBYIO (opMy)». Bumel opraHu3annoHHO-TIPAaBOBBIX
¢dopm npuBeneHs! HIKe. OHM HE TOJDKHBI  [TOBTOPSATHCS B TPYIIIE

TpeboBanus x pedepaty

CoznepxaHue JOJKHO JEMOHCTPUPOBATH CIAEAYIOIINE 3HAHUS U YMEHUS CTYICHTOB:
3uanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUS — OESIMENbHOCINU  He20CYOapPCMEEeHHbIX
opeanuzayuil;
- OCHOBHBIX OP2AHUZAYUOHHO-NPABOBLIX (HOPM HE20CYOAPCMEEHHBIX KOMMEPYECKUX U
HeKOMMepYeCKUX opeanHu3ayull,
- MUNn0B020 COCMABa CUCmem OOKYMEHMAYuu, GopMUpyromux OOKYMEHMAIbHbIL (DOHO
He20Ccy0apCcmeeHHbIX OP2aHU3AYULL
- cnoco6o8 u cpedcms OOKYMEeHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce OesmelbHOCHU
He20CyO0apCmeeHHbIX OP2AHU3AYULL,
- HOPMAMUBHO-NPABOBHIX  AKMOG,  PE2IaAMEHMUPYIOWUX — OesIMeIbHOCmb U ee
OOKYMEHMUPOBAHUE 8 He20CYOAPCHBEHHBIX OP2AHUZAYUSIX.
Ymenue
- cocmasums  HOPMAMUBHO-NPABOSYI0  0A3y  OOKYMEHMUPOBAHUS — OessmelbHOCHU
KOHKPEmHOU Op2aHU3ayulL;
- cocmasums NPOeKm HOMEHKIAMYPbl 0el OPeaHUu3ayuu, Ucxoos u3 munogoeo Cocmasd
cucmem yYNpaeienueckol OOKYMeHMAayuu, OpeaHu3ayUuoOHHbIX U HOPMAMUBHO-NPABOBHIX
OOKYMEHMO8, PelaMeHmMUPYIouWux 0esmeibHOCmb He20CYOapCmMEeHHOU OPeaAHUZAYUL.

TunoBoii miaH pedepara
17. XapakTepucTHKa OpraHu3annoHHO-TpaBoBoil opmbl (OI1D) HerocyaapcTBEHHOM
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18.
19.

20.

21.
22.

23.
24,

opranmzanmu. (OKenarenbHO mNpUBIIEYEHHE CTATUCTUYECKUX MJAaHHBIX O TOM,
ckonbko B Poccun/ permone/obnacti/ ropojae 3aperucTpUpOBAHO OpPTaHW3ALMN
nmauuou OIID).
OO0mas xapakTepuCTHKa yIIpaBleHus opranu3amnueit nanaoi OI1D.
OCHOBHOIl cOCTaB HOPMAaTHMBHO-TIPABOBBIX JOKYMEHTOB, pErJIaMEHTHPYIOIIUX
JeSITeNIbHOCTh HerocyAapcTBeHHOM opranu3anmu nanHoi OIID (cMm. [IpakTudeckoe
3a/1aHue 2).
XapakTepucTHKa TOKYMEHTAIbHOTO (pOH/IA (IOKYMEHTOB, HX KOMILUIEKCOB U CHCTEM
JOKyMEHTallMd, (QOpMUPYIOIMXCS B JAEATCIBHOCTH  HETOCYAapCTBEHHOM
OpTraHM3aIlNN):

®  OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHS,

® [IJIaHOBAas JOKyMEHTALuS;

e  pacnopsAMTeNbHAs JOKYMEHTALNS;

e  nH(pOPMALMOHHO-CIIPABOYHAS u CHpPaBOYHO-aHATUTHYECKAS
JOKYMEHTAIHS;
OTYETHAsI JOKYMEHTAIIVS;
JIOKYMEHTAIMsI 110 00ECIICYCHUIO KaipaMH (TI0 JIMYHOMY COCTaBY);
(uHaHCOBas TOKyMeHTaIus (OyXTaJTepCKUI yUeT U OTUYETHOCTB);
JOKYMEHTAIHS TI0 MaTePHATbHO-TEXHHYECKOMY 00eCTIeUeHHIO;
JIOTOBOPHAS JOKYMEHTAIIHS,
JOKYMEHTAallMs 10  JIOKYMEHTAllMOHHOMY ¥  WH()OPMAIUOHHOMY
00ecneveHunIo AeITeIbHOCTH YIPEKICHUS;

e JIpyrHE€ CHUCTEMBI JOKYMEHTAllMH, BKJIOYas M T€, KOTOPbIE OTPaKaroT

OCHOBHYIO JIEATEIBHOCTD U T.[.

AHanu3 NpuUMEPHON HOMEHKIIATYPBI A€l HETrOCYAAPCTBEHHON OpraHu3aluy.
CriocoObl 1 cpejicTBa JIOKYMEHTUPOBaHUs MH(OpMAIMM B HETOCyJapCTBEHHON
OpraHM3alyn
[Topsanok xpaHeHus TOKyMEHTOB HETOCYIapCTBEHHOM opranusanyu qanHoi OI1d.
Crrcok MTepaTypsl 1 HCTOYHHUKOB.
Cmpyxmypa pepepama: TUTYIBHBIN JTUCT, OTJIaBIICHHE, BBEJICHUE, OCHOBHAS 9aCTh,

pa3buras Ha MyHKTH (MyHKTHI O3arjlaBi€HBl), 3aKJIIOYCHUE, CIMCOK JUTEPATypH,
npuwiokeHue (Ipu HeOOXOIUMOCTH).

Obvem pedepara TODKEH COCTABIATh HE MeHee 15 cTpanuil (IO CIHCKa

sutepatypsl) (14 mpudT yepes 1,5 nuareppana).
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KiroueBpie ciioBa M 3aroiloBKH pa3leioB AODKHBI WUMETh paszHble MIpHU(TOBBIE

BBIJICIICHMUSL.
[uratHblit MaTepuan pedepara opOpPMISICTCS B COOTBETCTBHH ¢ HOPMATHBAMH HAYYHBIX
paboT (CHOCKH ¢ yKa3aHHUEM JIUTEPaTypPHOTO UCTOYHHKA, HOMEpa CTPAaHUI] 00sS3aTeNIbHBI).

Temaruka pedepaToB 1o Kypcy

1) JHoxymenmuposanue dessmenbHoCmu NOAHBIX MOBAPULYECE

2) Joxymenmupoeanue OesmenbHOCmu obwecms c 02paHuyeHHou
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposanue oesmeibHOCMU KPEeCmbsHCKUX ((hepMepcKux) xo3saicms.

4)  Joxymenmupoganue 0esimenbHOCMU XO3UCHEEHHbIX NAPMHEPCE.

5) Joxymenmuposanue desmenbHOCHU NPOU3BOOCNEEHHBIX KOONEPAMUBOS.

6) Hoxymenmuposanue OessmenbHOCMU NOMPeOUMENbCKUX KOOnepamueos (BhIOpaTh
TM00YI0 U3 cieayrmux GopMm):

7) KUJIMIIHBIHA,

8) IKMIHIIHO-CTPOUTEBHBII

9) rapaKHbII KOOIIEPATHB,

10) camgoBoIUECKHi, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOuUTENBCKUIT KOOTIEPaTHB,

12) o61iecTBO B3aMMHOTO CTPaxOBaHMUs,

13) KpeauTHBIH KOOTIEPATHB,

14) donx npokara,

15) cenbCKOX03SHCTBEHHBIN TIOTPEOUTENHLCKUI KOOIIEPATHB.

16) Jloxymenmuposanue Oesmenvrocmu obwecmeennvix opeanusayuti  (BHIOPATH
J00YI0 U3 Cleayromux Gopm):

17) nonuTHYyeckue napTum,

18) cozmaHHble B KayecTBE IOPUAMYECKHX JIHMI[ MPO(ECCHOHANBHBIE  COO3BI
(ipodcoro3HbIEC OPraHU3aIum ),

19) opranbl 00IIECTBEHHON CaMO/ICSTEIBHOCTH,

20) TeppuTopHabHbIE OOIIECTBEHHBIE CAMOYIIPABIIECHUSL.

21) Jloxymenmupoeanue desmenvnocmu accoyuayuii (coro3o6), (BHIOpaTh IH0OOYI0 U3
cnenyromux Gopm):

22) HEeKOMMepUECKUe MapTHEPCTBA,

23) camoperyaupyeMble OpraHu3alnm,
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24) o6benuHeHns paboToHaTENENH,

25) o0beauHeHns MPOQeCcCHOHAIBHBIX COI030B,

26) KoOIepaTHBOB 1 OOIIECTBEHHBIX OPTraHM3alINi,

27) TOProBO-TIPOMBIIIJICHHBIC,

28) HoTapHaIbHbIC MMAATHI.

29) Joxymenmuposarue 0essmeibHOCMU Mosapuecms coOCMEEeHHUKO8 HCUNbSL.

30) Hoxymenmuposanue desmenrbHOCMU KA3a4bUux 00ujecms.

31) Jlokymenmuposanue oesmenvrocmu (porooe (BHIOPATh JIIOOYI0 U3 CIIETYFONTHX
dhopm):

32) o01IeCcTBEHHEIE

33) GimaroTBOpHTEIbHBIEC (OHIIBI.

34) Joxymenmuposanue 0essmeibHOCMU PeauSUO3HbIX OP2AHU3AYUIL.

35) Jlokymenmuposanue oesmenbHoCmu NYOIUUHO-NPABOSLIX KOMNAHUL

36) Hoxymenmuposanue oesmeibHOCmu A080KAMCKUX 00PA308aHULL.

OIIK-2 CnocodeH HAXOQUTh OPraHU3ANMOHHO-YIIPaBJeHYeCKHEe pellleHusl P pelieHny 3a1a4 B cdepe cBoeii mpodeccHoHAIbLHOI 1eATeTbHOCTH

OIlK-2.1

Omnpenensier menu W 33ja4d YOpaBieHUss B cdepe cBoei
po(heCcCUOHANTBHON NEATENbHOCTH

Bonpocs k 3auety
1.0co0eHHOCTH JOKYMEHTAIbHBIX (POHIOB HETOCYIAPCTBEHHBIX HEKOMMEPUYECKHX

OpraHU3alNM.

2. JIOKyMEHTHPOBaHHE JACATEIILHOCTH MPOPECCHOHANTBHBIX COI030B
3. JIOKyMEHTHPOBaHHE JCATEIBHOCTH PEIIMTHO3HBIX 00bEIUHEHHIA
4. JIoKyMEHTHpOBaHHE JACATEIHHOCTH AaKIIMOHEPHBIX OOIIECTB. YTpaBlieHYECKas

AOKYMCHTAaL .

5. JIOKyMEHTHpPOBaHHE JEATSIBHOCTH aKIMOHEPHBIX OOILISCTB. BBIMyCK IEHHBIX

Oymar.

6. HomenkiaTypa €1 Herocy1apcTBEHHOM OpraHu3alyy.
7.Crioco0bI JOKYMEHTHPOBAHHS U €TO PE3YIbTaTHI.

HToroswblii TECT IO KypCYy
Bompoc 1
Kakas wu3 mnepeuncnennpix cucreM mpokymentaitmn HE OTHOCUTCA k

yIpaBIEHUECKOM?

BriGepuTe oauH OTBET:
a. CrcreMa SKOJIOTHIECKOM TOKYMEHTAITIH
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b. Cuctema pmHAHCOBOI JOKYMEHTAIINN
c. lokyMeHTauus Mo MaTepuaibHO-TEXHUIECKOMY 00eCIeueHHIO
d. Cucrema TOroBOpHON TOKyMEHTAITUN

Bompoc 2

YkaxuTe NpaBUILHOE MPOJODKCHUE (Ppasbl «/[oOKyMeHTAIMsl MO PBIHKY IICHHBIX
Oymar...»

Bribepure oauH OTBET:

a. HE BXOJIUT B HOMEHKIIATypy Jel, TaKk KaK He OTHOCHUTCS K KOMIIETEHIIUU OTHaesa
JIEIOTIPON3BOJICTBA

b. BXOAHUT B HOMEHKJIATYPY e PH YCIOBUHU HATHYUS PE3EPBHBIX Pa3JIeioB

C. HE BXOJUT B HOMEHKJIATYpy Ael AQO, Tak Kak He SIBISICTCS YIIPaBICHUESCKOM

d. BxoauT B HOMeHKIaTypy Aen AO HapaBHE ¢ APYTHUMH CHCTEMaMHU

Bomnpocsl k 3aueTty

1.0pranu3anoHHO-TIpaBOBasl ~ CHUCTeMa  JOKYMEHTAIlMM  HETOCYAapCTBEHHOM
opraHu3aiuy. 3ajaud U BUIbI JOKyMeHTOB. Crieruguka.

2. IInaHoBas crucTemMa TOKYMEHTAIMH HEroCy/IapCTBEHHOW OpraHW3alliu. 3a/ladd U
BH[IBI JOKyMeHTOB. Crieruduka.

3. PacnopsamuTenpHas CUCTEMa JOKYMEHTAIIMM HETOCYIapCTBEHHON OpraHU3allvu.
3amaun v BUABI TOKyMeHTOB. Criennduka.

4. OT4eTHON cucTeMa AOKYMEHTalUU HEroCyAapCTBEHHON OpraHU3alud. 3aJadd U
BHIBI TOKyMeHTOB. Crieruduka.

5. Cuctema KaZpoBO#l TOKYMEHTAITMH HETOCYIapCTBEHHON OpTraHM3aIliu. 3a1aqd U
BHJIBI JOKyMeHTOB. Crieruduka.

6. Cucrema (prHAHCOBOW JOKYMEHTAIIMK HErOCYIapCTBEHHOM OpraHu3aiuu. 3agadu
" BHJIBI TOKyMeHTOB. Crieruduka.

7. CucteMa 10roBOpHOM TOKYMEHTAIIMN HETOCYAAPCTBEHHON OpraHu3aluy. 3a1auu 1
BHJIBI JOKyMeHTOB. Crieruduka.

8. JoxymeHTamwst 1o MaTepUATbHO-TEXHUIECKOMY o0ecIIeYyeHnIo
HEroCyJIapCTBEHHOW OpraHM3aiuy. 3aja9d ¥ BUIbI JoOKyMeHTOB. Crieruduka.

HTorosblii TeCT O KypCy
Bompoc 1
CucteMaTU3upOBAHHBIN MEPEUCHb 3ar0JIOBKOB JIEJI, CO3/1aBAEMBIX B OpTraHU3ALINH, C
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yKa3aHHEM CPOKOB UX XPaHEHUs Ha3bIBACTCH. . .
Bribepure oauH OTBeT:
a. HOMEHKJIATypa J1eJ
b. cucremoii JoKyMeHTauN
C. JOKYMEHTAIILHBIM (poHIOM
d. nenom
Bompoc 2

Opranu3zanysi, KoTopasi QOpMUPYET JOKYMEHTAJIbHbIN (DOH], HA3BIBACTCA ...

Bribepure oauH OTBET:
a. IOPUANIECKOE JIHIIO
b. pornooOpazoBarens
C. IOJIOTYETHOMN

d. ¢pusnueckoe nuIo0
Bompoc 3

IlepcoHaibHYI0 ~ OTBETCTBEHHOCTh 33  JIOKYMEHTBHI,

HETOCYJapCTBEHHOW OpraHU3allid, HECYT ...
BriGepute onuH OTBET:
a. AKIHOHEPHI
b. BCE OTBETHI BEPHBI
c. PykoBonurenu opranusamnuii
d. Yupenurenu opranuzanuii
Bompoc 4

obpasyromuecss B

PesynbTaTom JOKYMEHTHPOBaHUS JIESATEIHHOCTH OPTraHU3aIUi SBISCT/IOTCS:

BriOepuTe 0lMH WM HECKOJIBKO OTBETOB:
a. KOMITIJICKChI TOKYMCHTOB

b. HOMeHKJIaTypa Jen

C. JTOKYMEHTBI

d. cucrembl TOKyMEHTaIIMU

Bompoc 5

Kakyro cucreMy [OKyMeHTaIlH JUKBUANPOBAHHOM

HErocyJ1apCTBEHHOU

OpraHM3allid CyA€OHBIE WHCTAHIIMH OOS3BIBAIOT TMPHHITH TOCYINAPCTBEHHBIA HIIH

MYHHIIUTIANBHBIN apXHB Jake B CIIydae OTCYTCTBUS TOTOBOpa?

Bribepute oanH OTBET:
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a. CHCTeMY JIOKYMCHTAIIUH 110 INYHOMY COCTaBY
b. cuctemy (hMHAHCOBO TOKYMEHTAITHH

C. PACIIOPSAIUTEIbHYIO CUCTEMY TOKYMEHTAIHN
d. TOrOBOPHYIO CHCTEMY JTOKYMEHTAIIUH

OlIK-2.2

Hcnonp3yeT OCHOBHBIE METOJIBI M TPHEMBl OpraHU3allny,
IUIAHUPOBAHUS, MOTUBALMH, KOOPAMHALUK U KOHTPOJIS
nporeccoB B cdepe cBoel mpodhecCHOHaIbHOM AesITeNbHOCTH

IIpakTuyeckoe 3aganue Ne 2
3ananue. UnenTuduunpoBaTs HOPMATUBHYIO Cpely AJIsI OHOM U3 cJeqyHIuX

OIl®. CocraButh OubaAHOrpaduyeckuii 0630p. Beigop OII® B ganHoM 3aAaHuu
aoJkeH coBnagars ¢ BbIOopoM OIID B KoHTpoabHOI padote (cM. 3axaHue
KouTtposasbHoii padoThI).

43.
44,
45.
46.
47.
48.

49.

50.

Crnucox OIID
Ilonnoe mosapuwecmeo
Obwecmeo ¢ 02panuteHHOl OMeenCcmeeHHOCMbIO.
Kpecmuauckoe (pepmepckoe) xozaticmeo.
Xossiicmeennvie napmnepcmea.
IIpoussoocmeennulii Koonepamus,
Tlompebumenvckux xoonepamusog (106as u3 ciedyrouwux Gopm):

48.1. JKUITHIIHBIH,

48.2. KUTHITHO-CTPOUTETHHBIN

48.3. rapaxxHbli KOOTIEPaTHB,

48.4. CaJI0BOTYECKHIA, OTOPOTHIMYECKUI U TauHBIA KOOTIEPaTHB,

48.5. MTOTPEOUTENHCKUI KOOTIEPaTHB,

48.6. 00IIIECTBO B3aMMHOTO CTPaxOBaHUS,

48.7. KPEIUTHBIN KOONEepaTHB,

48.8. ¢doHp pokaTa,

48.9. CEJIbCKOXO3SMCTBEHHbIN MTOTPEONTEIBCKUI KOOIIEPATHB.

Obwecmeennvie opeanusayuu (100as u3 ciedyiouux Gopm):

49.1. MTOJINTUYECKHUE TAPTHU

49.2. CO3/IaHHBbIC B KA4ECTBE IOPUANYCCKUX JIHI[ MPO(ECCHOHATBHBIE COHO3BI
(mpodcoro3HbIE OpraHu3alyn),

49.3. OpraHbl OOIIECTBEHHON CaMOIEATEIbHOCTH,

49.4. TEPPUTOPUATIBHBIE OOIIIECTBEHHBIE CAMOYIIPABJIECHHSL.

Accoyuayuu (coiose), (mobas uz credyowux opm):
50.1. HEKOMMEpUYECKHE TTapTHEPCTBA,
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50.2. caMoperyJmpyeMbie OpraHu3aIlny,

50.3. o0beauHeHus paboTonaTenei,

50.4. 00beuHEHUS TTPO(HECCHOHANBHBIX COI030B,
50.5. KOOIICPATHBOB M OOIIECTBEHHBIX OpPTaHU3aITHH,
50.6. TOPTOBO-TIPOMBILIIICHHEIE,

50.7. HOTapHaJbHbIE NAJIATHI.

51. Tosapuwecmea co6CmMBEHHUKOB HCUIIbSL
52. Kazauvu obwecmsa

53. @onovi:
53.1. 00IIIeCTBEHHBIE
53.2. OyaroTBOpUTENbHEIE (DOH/IBI.

54. Penueuosuvie opeanuzayuu.
55. Ilybauuno-npasogvie Komnaruu
56. Aosoxamckue obpazosanusi.

Memoouueckue pexomenoayuu

OTBeT Ha 3aJaHue JIOJDKEH OBITh TMPENCTAaBICH B BHJE 0030pa HOPMATHBHBIX
MPABOBBIX AKTOB.

[Tpu uaeHTUDHUKAIIMT HOPMATUBHOMN CPEIbI CIIEAYET OMUPAThCs HAa PEKOMEHIAINN
n.5. TOCT P HUCO 15489-1-2007 «CHUBUJ. VYnpanenue mpoxymeHtamu. OOmme
TpeOoBaHUs»:

HopmaruBHas cpena BkitodaeT B ceOs:

a) 3aKOHBI 1 HOPMATHUBHBIE aKThI, pETyIUpyoue chepy JeI0Boi NesITeIbHOCTH B
[EeJIOM M B CHENU(PUYECKUX OTpacisiX, B TOM YHUCJIE 3aKOHbl U HOPMATHUBHbBIC aKTHI,
OTHOCSIINECS HETOCPEICTBEHHO K JOKYMEHTaM, apXxHBam, JOCTYIY,
KOH(HUICHINAIBHOCTH, AO0KA3aTeNbCTBaM, SJIEKTPOHHOM KOMMEPLMH, 3alIUTe IaHHBIX,
nH(popMaIny;

b) cTangapThl, OTHOCALIMECS K IPAKTUYECKOH eI TENbHOCTH;

C) IIpaBUJIa PEKOMEHIATENBHOTO XapaKTepa, OTPpaXKaloLIue IepeioBOM OIbIT;

d) 100pOBOJILHO MPUMEHSIEMbIC ITHUSCKUE KOJIEKChI U HOPMBI;

¢) uaeHTHQUIUPYEMbIC COIUANIbHBIC OXKUIAHUA (MOTPEOHOCTH), KacaroIIHUecs
a/IeKBaTHOTO TMIOBEIEHUSI B CIIEHU(PUUECKON OTPACIIN HIIH OpraHU3aliH.

BriOupas HopmatuBHBIE ipaBoBbie akThl Ast OIID, cnenyer pacnpenensiTs ux mo
YPOBHSIM (CM. YPOBHH HOPMAaTHBHO-METOIHYECKOM 06a3nl B Pa3nene 2).
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IIpn odopmileHNH HCTOYHUKOB YKa3blBaTh Ha3BaHHWE AOKYMEHTA, AAaTy HU3JaHMI,
aBTOPA, MYHKTHI, TTIaBHI U T.II., PETJIAMEHTUPYIOIINE pabOTy C JOKyMEHTaMH, €CIIH HE BECh
HCTOYHUK IOCBSIIEH JOKYMEHTUPOBAHUIO.

Bce ynmomsiHyThIE B 0030pe MCTOYHHIKH JOJDKHBI OBITH AercTByromuMu. CtaTyc
HUCTOYHUKOB  (AeicTByrommi / HE  JCHCTBYIOIIMIA)  CIEAyeT MpPOBEPSITH IO
nHpopMamoHHO-paBoBeiM nopTanaM «Koncynsrantlimtocy, «"apaaty, «Komeke» u ap.

IIpakTuyeckoe 3aganmne Ne 1
3aganue. CHpoeKkTHPOBATH HOMEHKJATYPY /e OJHOH HerocyiapcTBeHHOI
OpraHM3alUM MO UCXOAHBIM yciaoBusiM. Ha3Banus opranusanmii BbIMbIIIJIEHHBIE.

1. Ha3pamme oprammammmu — OOO «Bsicota» 1. ExatepunOypr; cdepa
JESITETBHOCTH — CTPOUTENBCTBO (3aCTPOUIIUK).

2. HazBanme opranmzanuu — Kpectbsackoe (pepmepckoe) xozsiicTBo «CanaBat
Pecny6nmka bamkoprocrtan; chepa aesrensHocTH - CenbeKoe

3. HazBanue opranmzamun — CHT «Ypoxaii» . UensOunck; cdepa AeaTeIbHOCTH -
CanoBOACTBO, OTOPOAHUYECTBO U TAYHOE XO3AHCTBO.

4. HazBanue opranuzanuu — OO0 «CUb» r. HoBocubupck; cdepa nesrenbHOCTH -
OnepaTopsl COTOBOM CBA3H.

5. Ha3panme opranmzamum — Xo3siicTBeHHOe mapTHepcTBO «Kypc» r. Mocksa;
cdepa eI TeTbHOCTH - TOPrOBO-3aKyHOYHAS AEATENBHOCTD.

6. Hasanme opranmsamuu — OOO «Asrotopr» r. Kammnunrpan; cdepa
nestensHocTH — ToproBma. KomuccnoHHBIE Mara3wHbl MO TOPrOBJIE€ TPAaHCHOPTHBIMHU
CpecTBaMH.

7. Haspanme oprammzammu — nonHoe toBapuinectBo (IIT) «/luzenmby»; cdepa
JeSITENIBHOCTY - He(hTera30,100bIBAIOIINX ITPOU3BOJICTBO.
8. Hazanme opranuzanmu — OO0 «IIunkepTon»; cdepa nestenbHocTH — YacTHas
JETEKTUBHAS U OXPaHHAs JIeSTeIbHOCTD, areHTCTBO.
9. HazBanme opranmsauuu — UII «MBanoB M.N» pexnamusbiii xypHan «Cdepay;
chepa ngestenbHOcTH - CpeicTBa MaccoBoit nHpopMaruu. Pekiama.
10. Ha3BaHue opraHu3aluyl — accOLMalisl TypareHToB U TyporepatopoB «biok»
r. Camapa; cdepa OeATENBHOCTH — TYpPUCTCKas JAEATENLHOCTb, 3aIllUTa HWHTEPECOB
TypareHToB, TypOIIepaTopoB, TYPHUCTOB.
/!!Homep 3a0anusi, ebloupaemo2o 0Jisi aHaau3d, coomeemcmayem nopsaokoeomy
Homepy pamunuu cmydenma 8 cnucke epynnvl. Ecau 6 epynne 6onel 0-mu yenogex, mo,
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HAYUHAsS ¢ 0OUHHAOYAMO20 CIyOeHma, omuem 3a0anuti Hauurnaemcs ¢ Ne 1.
Memoouueckue pexomenoayuu

s BBIONTHEHHS 3aJaHUsl OPUEHTHPOBATbCA Ha TEOPETHYECKUH Marepual
Paznenos 1 u 2.

B HoMmeHknaType JMJOMKEH OBITh OTPaXEH BeCh JOKYMEHTANbHBIA (OHI,
MIPEICTaBICHHBIA YIIPABIIEHYECKON TOKYMEHTAINEeH 1 JOKyMEHTaInell 00eceunBaromero
THUIIA.

HanmeHnoBaHus 3aroJ0BKOB A1 HCO6XO}Z[I/IMO CBEpATH C THUIIOBBIMHU HNEPCUHAMU
aApXUBHBIX JOKyMeHTOB (cM. Mcrounukn). Obs3arensHo cienyer n3yants [’ K PO B wactu,
kacaromieiics BeiOpanHOil OIID, u denepanbHBIMI 3aKOHAMH I10 yKa3aHHBIM BHIAM
JIEATEIbHOCTH; YUYUTHIBAUTE MPU NPOSKTUPOBAHUN HOMEHKIIATYp HOPMATUBHBIE IPABOBBIE
aKThl cyObekToB P® 1 BX TeppUTOpHANBHBIX 00pa30BaHUM.

IIpr npoeKTHPOBAaHUK HCIIOB30BATH THIIOBYIO TaONMIly (HOpMBI HOMEHKIIATYPHI
JIeJt cM. Taduuiy 1.

Tabmuma 1

dopma HOMEHKJIATYPHI JIe]l OPraHU3alun

CpoK XpaHeHHd Jejia U

Hnpexc KoJ-Bo en. p p A

3aroJioBoK gesaa Ne craren [pumevanns
aesa xp.
no Ilepeynro
1 2 3 4 5
HUemounuxu

6. Denepanbhbiii 3akoH oT 22.10.2004 N 125-®D3 "O6 apxuBHOM Jene B Poccuiickoit
Oepepauun”

7. TlepeueHb THUIIOBBIX YIPABICHUECKUX APXUBHBIX JIOKYMEHTOB, 00pa3yrOIIUXCS B
Mporecce  AESTeNbHOCTH TOCYJApPCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
CaMOYNpAaBICHHUSI M OpTaHW3alluii, C yKa3aHHMEM CpPOKOB HMX XpaHEHUsS', VTB.
[Ipukazom Munkynetypsl P® ot 25.08.2010 N 558 (cMm. yka3aTenb BHIOB
JIOKYMEHTOB K HEMY);
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8. Ilepeuens THITOBBIX apXUBHBIX TOKYMEHTOB, o0pa3yromuxcst B
HAyYHO-TEXHHUYECKOW ¥ TPOW3BOJICTBCHHOW JAEATENFHOCTH OpraHu3alui, c
yKa3aHHEM CPOKOB XpaHeHus, yTB. [Ipuka3zom MunkynsTypsl P® ot 31.07.2007 N
1182 (cm. ykazaTenb K HEMY);

9. CnpaBounas wunHpopMmanms: "Cpoku XpaHEHHS JOKYMEHTOB OpraHu3aiui”
(Matepuan MOJIrOTOBJICH CHeUATUCTaAMHU Koncynprantllntoc) /
Koncynbrantllntoc. —Pexum JOCTyTIA:
http://www.consultant.ru/document/cons_doc LAW 121777/

10. HonokeHne 0 MOPAIKE U CPOKAX XPaHEHHsS JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB,
y1B. [locranoBnennem ®KIb P® ot 16.07.2003 N 03-33/mc.

OIlK-2.3

Ywmeer WACHTUQHUIINPOBATH TpeOoBaHUs
HOPMAaTUBHO-TIPABOBOW Cpellbl K CBOEH MpodecCHOHATBHON
JeSITEITbHOCTH | JICATENIbHOCTH OpTraHu3aIin

KonTtpoannas padora
CocrtaBuTh pedepar 1o teme:
«JloKyMEeHTHpOBaHNE JIEATEIBHOCTH HETOCYAapCTBEHHOM OpraHu3anuy (yKas3aTh
BBIOPaHHYIO OpraHU3alMOHHO-TIPAaBOBYIO (opMy)». Buiel opraHM3anMOHHO-TIPABOBBIX
¢opm npuBeneHsl HKe. OHU HE TOJDKHBI  TOBTOPSITHCS B IPYIIIE

TpeboBanus k pedepaty

ConepxaHye 10JDKHO JEMOHCTPUPOBATD CIIEAYIOIINE 3HAHUS 1 YMEHHS CTYAEHTOB:
3nanue:
- cneyuguueckux uyepm OOKYMEHMUPOBAHUA OeAMeNbHOCMU — He20CYOapCmBEeHHbIX
op2aHu3ayuii;
- OCHOBHBIX OpP2AHU3AYUOHHO-NPABOBBIX (POPM HE20CYOAPCMBEHHbIX KOMMEPYECKUx u
HEKOMMEPYECKUX OP2aHU3aYULL;
- MUN0B020 cocmaga cucmem OOKYMEeHMAayuu, Gopmupyioumux O0OKYMeHMATbHul Gono
He20Cy0apCmeeHHbIX OPeaHU3ayull;
- €nocobo6 u cpedcme OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce O0esmenbHOCu
He20Cy0apcmeeHHbIX OP2aHU3aAYULL;
- HOpMAMUGHO-NPABOBLIX ~ AKMOS,  PelaMeHMUpyIowWux  OesmeibHocms U ee
OOKYMENMUPOBAHUE 8 He20CYOaPCMEEHHBIX OP2AHUAYUSIX.
Ymenue
- cocmagumsv  HOPMAMUBHO-NPABOBYI0  0aA3y  OOKYMEHMUPOSAHUS  0esmelbHOCU



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

- cocmaeums npoeKknt HOMEHKIamypbl den opeaHusayuu, UCX0051 U3 MUNOBO20 COCMABA
cucmem ynpaeﬂeﬂquKoﬁ OOKyMeHmab;uu, OpPcaAHU3AYUOHHBIX U HOPMAMUBHO-NPABOBbLIX
OOKyMeHWIO& pezramermupyromux oesimenbHoCmb HeZOC)N)apCWl6€HHOIZ opeaHuzayuu.

TunoBoii miaH pedepara

25.

26.
217.

28.

29.
30.

XapakTepucTHKa OpraHu3aloHHO-TIPaBoBoi (hopmel (OIID) HerocymapcTBEeHHOM
OopraHu3aiuu. (}KCJ'IaTCHI)HO MMPUBJICUCHUEC CTATUCTUYCCKHUX [JAaHHBIX O TOM,
ckonbko B Poccun/ permone/o6nacti/ ropojie 3aperucTpUpOBAHO OpTaHU3AIMN
nmaxHoi OIID).

OO0mmas xapakTepucTHKa yIIpaBleHus opranu3amnueit nanaoi OI1D.

OCHOBHOIl cOCTaB HOPMAaTHMBHO-TIPABOBBIX JOKYMEHTOB, pErJIaMEHTHPYIOIINX
JeSTeNIbHOCTh Herocy1apcTBeHHOM oprann3zanuu nanHon OIID (cM. [IpakTuueckoe
3a/1aHHe 2).

XapakTepucTHKa IOKYMEHTAIbHOTO (POH I (IOKYMEHTOB, HX KOMILUIEKCOB U CHCTEM
JIOKyMEHTaIui,  (OPMUPYIOIIMXCA B JACITEIBHOCTH  HErOCYAapCTBEHHOMN
OpraHM3aIlNN):

®  OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHA,

® [UIaHOBAas JOKYMEHTALHUS;

e  pacnopsAMTeNbHas JOKYMEHTAINS;

e  nH($OPMALMOHHO-CIIPABOYHAS u CIpPaBOYHO-aHATUTHYECKAS
JOKYMEHTAIIHS;

®  OTYETHas JIOKyMEHTaIus;

® JIOKyMEHTAIlUs 110 00eCIeUeHHUIO KaapaMu (110 JTUYHOMY COCTaRBY);

e (unaHcoBas qokyMeHTalHs (OyXTanTepCKUi y4eT U OTYETHOCTD);

®  JIOKYMEHTAIIHS 110 MaTepPHAITbHO-TEXHHYECKOMY 00€CTIEUEeHUIO;

®  JIOrOBOpHAs JOKyMEHTaIu,

® JIOKYMEHTallss 10 JOKYMEHTallHOHHOMY W  WH()OPMAIUOHHOMY

00ecnedeHunIo AeITeIbHOCTH YIPEKICHUS;
® JIpyrHE€ CHUCTEMBI JOKYMEHTAllMW, BKJIIOYas U T€, KOTOpPbHIE OTPAXKAIOT
OCHOBHYIO JIEATEIBHOCTD U T.[.
AHanu3 NpuMeEPHON HOMEHKIIATYpHI A€l HETOCYAAPCTBEHHON OpraHu3aluy.
Cnoco0Obl 1 cpeicTBa JOKyMEHTHPOBaHHMS MH(OPMAIMM B HETrOCYIapCTBEHHOU
OpraHu3alyu
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31. Tlopsnok XpaHeHus! TOKYMEHTOB HETOCYIapCTBEHHOM opranuzaruu ganHoi OI1O.
32. Cnucok nTuTeparypsl M HCTOYHUKOB.

Cmpyxmypa pepepama: TUTYIbHBIN JTUCT, OTJIaBJICHUE, BBEACHNE, OCHOBHAS 4aCTh,
pa3burass Ha MyHKTHl (TyHKTBl O3aIJIaBJI€HBI), 3aKJIIOYEHHE, CIHMCOK JIUTEPATYpHI,
npuiokeHue (pu HEOOXOTUMOCTH).

Obvem pedepara ITODKEH COCTABIATh HE MEHee 15 crpaHuil (0 CHHCKa
nmutepatypsl) (14 mpudt uepes 1,5 uatepnana).

KnroueBbie ciioBa W 3arojOBKH Pa3[elioB JOJDKHBI MMETh pasHble HMIPUPTOBBIC
BBIJICIICHUS.

HutatHbiii MaTepuan pedepara opopMIIsSeTcs B COOTBETCTBUH C HOPMaTHBaMHU HAYYHBIX
paboT (CHOCKH ¢ yKa3aHUEeM JIUTePaTypPHOTO UCTOYHHKA, HOMEpa CTPAaHUI] 00S3aTeIIbHBI).
TemaTuka pedepaToB 1o Kypcy

1) Jdoxymenmuposanue dessmenbHoCmu NOAHBIX MOBAPULECE

2) Jloxymenmupoeanue  OesamenbHOCMU obwecmg ¢ 02paHuyenHoll
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposanue oesmeibHOCmU KPEeCmbsHCKUX ((hepMepcKux) Xo3saicms.

4) Joxymenmuposanue 0esimenbHOCMU X03UCMEEHHbIX NAPIHEPCMS.

5) [Joxymenmuposanue desmenbHOCHU NPOU3BOOCNBEEHHBIX KOONEPAMUBOS.

6) Joxymenmuposanue — OeamenbHOCMU — NOMPEOUMENbCKUX — KOONEpamueos
(BBIOpATH JIFOOYTO U3 CIEAYIOMIHIX POPM):

7) KUJIMIIHBIHA,

8) I KHIMIIHO-CTPOUTEIBHBIH

9) rapaxHbIi KOOIIEPATHB,

10) camoBoIUECKHil, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENbCKUT KOOTIEPATHB,

12) o0mecTBO B3aMMHOT'O CTPaxOBaHus,

13) kpeauTHbIH KOOTIEPATHB,

14) donx npokara,

15) cenbCKOX03SHCTBEHHBIN TTOTPEOUTETHLCKUI KOOIIEPATHB.

16) JJoxymenmuposanue Oesmenvhocmu obwecmeennvlx opeanusayuii (BbIOpaTh
J00YI0 U3 cleayomux GopMm):

17) nonuTHyeckue napTum,

18) co3maHHble B KauecTBE IOPHIMYECKHX JIMIL TPO(PECCHOHATBHBIC COMO3bI
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(podhcoro3HbIe OpraHu3aInn),

19) oprasbl 00IIIECTBCHHOM CAMOICATEILHOCTH,

20) TeppuTopHaNBHEIE OOIIECTBEHHBIE CAMOYIIPABJICHHSL.

21) Jloxymenmuposanue desmenvrocmu accoyuayuii (cot0306), (BIOPaTh IHOOYIO
U3 cleayrmux Gopm):

22) HeKOMMepUYECKUe MapTHEPCTBA,

23) camoperyJMpyeMbie OpraHu3aInH,

24) ob6beauHeHus paboToaaTeNei,

25) o6beauHeHns MPOodheCcCHOHATBHBIX CO030B,

26) KOOIepaTUBOB M OOIIECTBEHHBIX OPraHU3aIINi,

27) TOProBO-TPOMBIIIIJICHHBIC,

28) HoTapHaIbHbIC MMAATHI.

29) Hoxymenmuposarue 0essmeibHOCmu mosapuecms coOCMEEeHHUKO8 HCULbSL.

30) oxymenmuposanue dessmenrbHOCMU KA3a4bux 00ujecms.

31) JJokymenmuposanue oesmenvrocmu poHoosé (BBIOPATH JIIOOYI0 U3 CIIETYIONIUX
thopm):

32) o0uecTBEHHEIE

33) GaroTBOpHUTENBHBIE (DOHIIBI.

34) Joxymenmuposarue 0esimeibHOCMU PeauSuo3HbIX OP2AHUZAYUIL.

35) Hoxymenmuposanue desmenbHocmu nyOIUYHO-NPABOGHIX KOMNAHUIL

36) JJokymenmuposanue 0esmenbHoCmu A080KAMCKUX 0BPA308AHUIL.




0) Ilopsiiok mpoBeleHUs] MPOMEKYTOYHOH aTTeCTANMHU, MOKA3aTeJId M KPUTEPUH
OlleHUBAHUSL:

[TpoMeKyTOUHBII KOHTPOJIb O JUCIHUILTUHE MPOXOAUT B (hOpMe 3aueTa:

- Ha ONIEHKY «3aureHo» (65-100% )-, eciu mpeomoiicBacT IMOPOTOBHIM YPOBCHD.
OOyyJaromuiics MOKa3pIBaeT MOPOTOBbIii YPOBEHH CPOPMUPOBAHHOCTH KOMIICTCHIIHIHA, T.C. 3HAET
CnOCcoObl  OOKYMEHMUPOBAHUsL  OeSSMENbHOCMU — OpeaHu3ayull, 00  OMEemcmeeHHOCHmU
PpyKosooumenei  OpeaHu3ayull U cneyuamucmos no  YNpaeieHuro  OOKYMEeHmamu  3d
OOKYMEHMUposanue 0en08ol U YHNPAGIEHUEeCKOU OesmelbHOCIY, Npasuld OpeaHu3ayul
OOKYMEHMUPOBAHUsL  OeAMENIbHOCMU — OP2aHU3AYUU,  NPUHYUNLL  CUCTNEMAMU3AYUU U
Kaaccuguxayuu OOKyMeHmo8, KOMNIEKCO8 OOKYMEHMO8, CUCHeM OOKYMEeHmayuu, Ha3HAyeHue
HOMEHKIAmMypvl 0ell Op2aHu3ayuu, oQuyuaibHvle UCMOYHUKY ONYOIUKOBAHUS AKMYANbHbIX
HOPMAMUBHbLIX NPABOBLIX akmos P®; omauyumenvHble Xapakmepucmuku 3aKOH00AmMenrbCcmed no
OOKYMEHMUPOBAHUIO 0esiMeNbHOCMU He20CYOApPCMBEHHbIX Op2aHu3ayull;, ymeeT Haxooumbv
akmyanvhvle  peoaKyuu HeoOX00UMbBLX HOPpMAaMUGHbIX npasoewix akmos 8
UHGOPpMaYUOHHO-NPABOBLIX  unmepHem-nopmanax «Kouncynomanmy, «l apanmy u op.;
onpeodensams cocmag cucmem OOKYMEHMAYUU, UCX00sL U3 8U0d IKOHOMUUECKOU OesimelbHOCMU,
@opmbl cobcmeeHHOCMU U OPeAHUBAYUOHHO-NPABOBOU (OPMbL OPaAHU3AYUU UCHOIb308AMND
npasuia opeaHu3ayuu  OOKYMEHMUPOBAHUsL U ONEPAMUBHO20 XPAHeHUsl OOKYMEHMO8 npu
MOOENUPOBAHUU  CMPYKMYPbL  OOKYMEHMANLHO20 (OHOA He20CYOapCmEEeHHOU Op2aHU3ayUL
CamocmosamenbHo npuobpemams 3HAHUA 8 001ACMU UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U
obecneuenusi npoyecca OOKYMEeHMUPOBAHUST OesIMEIbHOCMU, ONUPASICh HA V4eOHUKU U yueOHble
nocoousi;, BAAAeeT HABLIKAMU AHAU3A YPOBHU HOPMAMUBHO-Memoouyeckou 6aszvl JJOY u HOY;
NPUHYURAMU COCMABILEHUSL HOMEHKAAMYPbL 0ell OP2AHUZAYUU CNOCOOAMU OeMOHCMPAYUU YMEHUs.
AHAIU3UPOBAMb  CUMYAYUI0  OOKYMEHMANbHbIU (HOHO  He20CYOapCMBEeHHOU Op2aHUu3ayuu,
Cnocodamu CoBePUEHCMBOBAHUSL NPOPECCUOHANLHBIX 3HAHULL U YMEHULl nymeM UCNOIb308aHUS
B03MOJICHOCMEN  UHGOPMAYUOHHOU  Cpedbl Npu  ONpedeieHul  MeHOeHYull  passumus
UHPDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0OecneueHUs: ynpasieHus apxXusHozo 0eid,

— Ha omeHKy «He 3auteHo» (0-64,9%) - pesynbTar OOyuYeHHs HE JIOCTUTHYT,
oOyJaronuiicss Ha MPAKTUYECKUX 3aHITHSIX, IPU HAMCaHUU pedepaTta v MOArOTOBKE TOKJIa1a HE
MOJKET TTOKa3aTh 3HAHWS Ha YPOBHE BOCIPOHU3BEICHUS U OOBSICHEHUS WH()OPMAIUU, HE MOXKET
MOKAa3aTh UHTEIUICEKTya IbHbIe HABBIKU PEIICHHs MPOCTHIX 3a/1a4.



