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JIMcT akTyajam3anuu padoyeil mporpamMmbl

Pabouast mporpamMma rnepecMoTpeHa, 00Cy>keHa u ogo0peHa s peanmsaruu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa u ogo0peHa s peanmsaruu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kageapsl [lemarormueckoro ooOpa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouast nporpaMma rnepecMoTpeHa, 00Cy KeHa 1 og00peHa s peannsaiuu B 2029 - 2030
y4eOHOM roy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0pa3oBaHus U

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouas nmporpamMma rnepecMoTpeHa, o0CykaeHa u ogoopeHa ais peanm3aiuu B 2030 - 2031
yueOHOM rojy Ha 3aceqanuu Kadeapel Ilemarormueckoro o0Opa3oBaHus U

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouas nporpamMma nepecMoTpeHa, 00Cy kaeHa 1 og00peHa s peanm3aiuu B 2031 - 2032
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

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




1 lesin ocBOCHUSA TUCHUTIIMHBI (MOYJIA)

- 00001IeHre U YTITyOJIeHUE 3HAHUH CTYACHTOB 10 BOIpocaM GOpMHUpPOBaAHUS
KOPIOPATUBHBIX CUCTEM JOKYMEHTAIIUU HETOCYAAPCTBEHHBIX OPraHU3alUi, K KOTOPBIM
OTHO-CATCS KOMMEPUYECKHE U HEKOMMEPUECKUE OpraHU3alMK: YaCTHbBIE (MHAUBUIYAJIbHBIC U
CEMEMHbIE) PEATIPUATHS.

2 MecTo JTUCUMILIMHBI (MOXYJIsl) B CTPYKTYpe 00pa30oBaTeibHOI MPOrpaMMbl

Hucturnnuna JIOKyMeHTHPOBaHUE JIEATEIbHOCTH HETOCYIapCTBEHHBIX OpraHU3aluii
BXOJIUT B 0053aTEIBHYIO YaCTh Y4eOHOTO MIaHa 00Pa30BaTEILHOM MPOTPAMMEI.

JIist u3y4eHus TMCIUTUTMHBI HEOOXOIMMBI 3HAHUS (YMEHHUS, BIIAJCHIS),
chOpMUPOBAHHBIE B pE3yJIbTaTe U3YUCHUS JUCIUILTUH/ MPAKTUK:

[TpousBoacTBEHHAS - MPAKTUKA IO MOJIYYESHUIO MPO(ecCHOHANbHBIX YMEHH U OTIbITa
npodeccnoHaNbHOI 1eATeNbHOCTH

[TpoexTHpoBaHue yIpaBIeHUECKONW JOKYMEHTAI[MM OpraHUu3alluK
JlokyMeHTalmoHHOe o0ecrieueHue aIMUHUCTPATUBHBIX OTHOLIEHHH B PD

JlokyMeHTalmoHHOe o0ecneyeHrne Tpy10BbIX OTHOIIEHHH B PO

JlokymeHToBeicHIE

CoBpeMeHHast OpraHu3alus rocyAapCTBEHHBIX yupexxaeHuil Poccun

JlokyMeHTanmoHHoe obecrnieueHue HHPopMaImoHHoi cdeprl B PO

OO6paboTka 1 3a1uTa JOKyMEHTUPOBAaHHON MHPOpMAIII

VYpasieHne nepcoHalomMm

OcHOBBI yIipaBJI€HHs OpraHu3aluei

JlokyMeHTaImoHHOe o0ecreyeHne TpakIaHCKUX OTHOLIeHnH B PD

HNHdopManinoHHbIE TEXHOJIOTUH B JOKYMEHTAITUOHHOM O0ECII€YeHNUHN YIIPaBICHUS U
apXUBHOM JI€JIe

[Tpon3BoacTBEHHAs - MPOEKTHAs IPAKTHKA

3HaHus (YMEHHUs, BIa/ICHNUs), TOTyYEHHbIE PU U3yUYE€HUU JAHHOMN JUCIUIUINHBI
OylyT HEOOXOIUMBI JJI U3yUEHUS TUCIUTITNH/TIPAKTUK:

[Ipou3BOACTBEHHAA — IPEIUIIIIOMHAs IPAKTUKA

[ToaroroBka K mpoleaype 3alIUThl | 3aIIKUTa BBITYCKHON KBATH(PUKAITMOHHON
paboThI

KondunennmaibpHoe 1eI0MpOU3BOJICTBO

WupopmaninoHHbIe pecypchl, peecTpbl U 6a3bl JaHHBIX: MPAKTUYECKUE aCTIEKThI

ApXUBBI 10 TUYHOMY COCTABY

VYrpaBneHue 31eKTPOHHBIMU apXHUBaMHU

CrneunasnbHble CUCTEMbI YYETHON JOKYMEHTAIUH

[TpoexTHAas AEeATENBHOCTD MO JOKYMEHTAIMOHHOMY 00€CIIeUeHHUIO YIIPAaBICHUS
OpraHu3anuen



Opranu3anys 1 TEXHOJIOTUs JOKYMEHTAI[MOHHOTO 00€CIIeYeHuUs YIIPABICHHUS
KanpoBoe nenonpous3BoacTBo

3 Komnerenunu ody4yamomerocsi, popmupyembie B pe3y/bTaTe 0CBOCHUSA

AUCHHUILIMHBI (MOAYJIs1) M IUVIAHUPYeMble Pe3yJIbTAThI 00y4YeHus

B pe3ynbraTe 0ocBOEHUS NUCHUIUTMHBI (MOAYs) «JlOKyMEHTHpOBaHUE AEATEIbHOCTH
HEroCy/IapCTBEHHbBIX OpraHu3alui» 00yJaronuiics qokKeH 001agaTh CaeayouuMu

KOMIICTCHIUUAMMU

Kon nnaukaropa

Nupukatop JOCTHKEHUS KOMITETCHIIUN

OIIK-2 CriocobeH HaXOUuTh OpraHU3aIMOHHO-YIPABICHYECKHUE PEIICHUS TTPH PEIICHUN
3as1a4 B chepe cBoeii mpodeccnoHaIbHOI 1eTeIbHOCTH;

OIIK-2.1 Ornpezenser ey 1 3a/1a4u yrpasiieHus B cepe cBoei
poheCCHOHATHLHOM IS TEITLHOCTH

OIlK-2.2 Hcronb3yeT OCHOBHBIE METOIBI M TPUEMbI OPTaHU3aIUH, TUTAHUPOBAHHS,
MOTHBAIMH, KOOPJAWHAIIMKA U KOHTPOJIS IPOIIECCOB B chepe cBoei
poheCCUOHATBLHOM IS TEILHOCTH

OIlK-2.3 YMmeeT uieHTu(UIUpPOBaTh TpeOOBAHMSI HOPMATHBHO-TIPABOBOM CPEJIBI K

CcBOeH nmpodeccHoHaTbHON IEITEIHFHOCTH U ASATCIbHOCTH OpraHu3aIlin

OIIK-3 Cnocoben MNPUMCHATDb TCOPCTUYCCKHUC 3HAHWA IJIA pCIICHUA ITOCTABJICHHBIX 3a1a4 B
obnacTu JOKYMCHTOBCACHUA U APXUBOBCIACHU A,

OIIK-3.1

Cocrasinsiet, opopMIIeT U BEAET yIPaBICHUYECKYIO TOKYMEHTAIUIO
Pa3IMYHBIX BUJOB M0 MPOPUITIO 1eATEIbHOCTH OPraHU3alluy B
COOTBETCTBUU C €€ OPraHU3aIIOHHO-TIPABOBOM (HhopMoit

OIIK-3.2

3HaeT MpaBOBbIC HOPMBI U MTPaBUJIa OPraHU3AIMH, CHCTEMATHU3aI1H,
KOMIUICKTOBAHHSI U yUeTa JTOKYMEHTAJILHOTO M apXUBHOTO (DOHJIOB
OpraHu3aIu

OIIK-3.3

PabGoTtaer ¢ KOpIOpaTUBHON CUCTEMOM JJOKYMEHTO000POTA, B TOM YHCIIC
AJIEKTPOHHOTO, B COOTBETCTBUU C NPABOBBIMH HOPMaMHU
pohecCHOHAILHOM Cpeibl




4. CTpyKTypa, 00b€éM U coep:kaHue TUCHUILIHHBI (MOLYJIs1)

OO0mmas TpyJ0€MKOCTh JUCIIUIUIMHBI COCTABISIET 3 3a4eTHHIX enuHuI] 108 akaja. 4acoB, B TOM

qHuCIIC:

— KOHTaKkTHas padota — 20,4 akaj. 4acoB:
— aynuTopHas — 4 akaJl. 4acos;
— BHeayauTopHas — 16,4 akaj. 4acos;

— caMocTosATeNbHas paboTa — 83,7 akaj. 4acos;
— B (hopme npakTudecKoi moarotroBku — 0 akas. Jac;

— MOJTOTOBKA K 3auéty — 3,9 akaj. yac
®dopma aTTecTaluy - 3a4eT

Paznen/ rema
JIHACLUATIINHBL

Kypc

AynutopHast
KOHTaKTHas paboTa
(B akan. yacax)

11ab.
3aH.

Jlek.

IPaKT.
3aH.

CaMocrosTenbpHas

paboTa cTyeHTa

Bun
CaMOCTOSTEIIFHON
paboThI

dopma TeKyIero
KOHTPOJIS
YCIIEBa€MOCTH U
TIPOMEXYTOTHOM
aTTeCTaluu

Kon
KOMIICTCHIIHH

1. Pazgen 1. Ilonstue o
JIOKYMEHTUPOBaHUHU
JIESITeIIbHOCTH OpraHu3aluil

1.1 lokymeHTHpOBaHNE
JeSTeNTbHOCTH OpPTaHN3aluu
Y OTBETCTBEHHOCTh
PYKOBOJICTBa

[Tonck
JIOTIOJTHUTEIbHON
uH(popMaIHy 10
3a/laHHOM Teme
(pabora c
oubnnorpaguuec
KAM
MaTepuanamu,
CIIPaBOYHHKAMH,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
KonTponpuas
pabora.
Brinmonnenue
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocTosiTensHOe
u3yueHue
y4ueOHOM 1
Hay4HO
JIUTEPATYyPBI
Pabora ¢
MPaBOBBIMH
WHTEPHET-
pecypcamu,
JNEKTPOHHBIMU
y4eOHUKaMU,
TECTOBBIMHU
cucTeMamu

TectupoBanue
IIpakTudeckas
pabora
Kontponbnas
pabora
YcTHbIl ompoc
(cobecenoBanme)

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

1.2 Ilonstue

ITouck

TectupoBanue

OIIK-2.1,




JOKYMCHTUPOBAHUA

nestenbHocTH. CIIocoObI
JIOKYMEHTUPOBAHUS U €&

pe3yJIbTaThl

JIOTIOJTHUTENIbHOM
HHPOPMAIHH 10
3aJaHHOU Teme
(pabota c
oubimorpaduuec
KAM
MaTepuagamu,
CNIPaBOYHHUKAMH,
KaTaJoTaMH,
CIIOBApSIMH,
SHIMKJIIONIEIUAMHU
).
KonTponshas
pabota.
Brinonnenue
JIOMAITHAX
MIPaKTAYECKUX
pabot
CaMmocrosTensHoe
U3yUYCHHE
yueOHOH U
Hay4HO
JUTEPATypHI
Pabora ¢
MPABOBBIMH
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMU
y4eOHUKAMH,
TECTOBBIMHU
cCHCTeMaMHU

[IpakTnueckas
pabora
KonTponshas
pabora
YcTHBIH onpoc
(cobecenoBanue)

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

1.3 TumoBoli cocTaB CUCTEM

JOKYMEHTAIIUH,
o0pasyromuiics B

JIESITENBHOCTH OpraHn3aui

[Tounck
JIOTIOTHUTENBHOMN
uH(popMaIHK 10

3a/laHHON Teme
(pabota ¢
oubnnorpaguuec
KHM
MaTepHaIamu,
CIPaBOYHHUKAMH,
KaTaJoramMH,
CJIOBApSIMH,
SHIMKJIONEIUSAMU
).
KonTponpnas
paborta.
Brinonnenue
JTIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTensHoe
H3y4eHHe
y4ueOHOM 1
Hay4YHO
JIUTEPATYyPBI
Pabora ¢
MPAaBOBBIMH
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMHU-
y4eOHUKaMU,
TECTOBBIMHU
cucTeMaMu

TectupoBanue
IIpakTnueckas
pabota
KonTponpnas
pabora
VYeTHBI onpoc
(cobecenoBanue)

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




1.4 Homenknatypa nen
HErocyJapCTBEHHOM
OpraHH3aluu

TTouck
JTOTIOTHUTEIHHON
UHPOPMALIUH T10

3aJaHHOU TeMe
(pabota c
6ubnuorpaduaec
KUM
Marepuanam,
CIPaBOYHHKAMH,
KaTajoram,
CIIOBapsMH,
SHIUKIIONECTUAMHU
).
KonrponsHas
pabora.
Brimonnenue
JIOMAIITHUX
MPAaKTUYIECKUX
pabot
CamocrosTensHOe
U3yueHHe
y4eOHOU U
HaY4YHO
JUTEPATYPBI
PaboTa ¢
MIPaBOBBIMHU
UHTEPHET-
pecypcamu,
AJIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
cUCTEMaMHU

TectupoBanue
[IpakTnueckas
pabota
KonTponbHas
pabora
VYeTHBIl onpoc
(cobecenoBanue)

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 PEryJINPOBaHNE
JIOKYMEHTHUPOBAHUS
JIeSITeIbHOCTH
HErocyAapCTBEHHBIX
opraHu3anui

2.1 INousarue
HErocCyJ1apCTBEHHBIX
opranuzauuil. Tunonorus
HEroCy1apCTBEHHBIX
OopraHu3aiui

11

ITouck
JIOTIOJTHUTEJIbHON
UHPOPMALIUH T10

3aJJaHHOU TeMe
(pabora c
6ubmuorpaduuec
KHUM
MaTepHaIaMu,
CIPaBOYHHUKAMU,
Karajoram,
CIIOBapsMH,
SHUUKJIONEIUSAMHU
).
Kontponbnas
pabora.
Brinonxenue
JIOMAIITHUX
MPAKTUYECKUX
pabor
CamocTosiTensHOe
U3yueHHe
y4eOHOI 1
HAY4YHO
JUTEPATYPHI

TectupoBanue
[IpakTnueckas
pabota
KonTponbhas
pabora
VYeTHBI onpoc
(cobecenoBanue)

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




Pabora ¢
MPABOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMU
cucTeMaMu

2.2 O06mas xapakTepucTUKa
HOPMaTHBHO-TIPABOBO 0a3kl
JIeTIOIPON3BOICTBA
HErOCyAapCTBEHHBIX
opraHu3anui

13

[Touck
JIOTIOJTHUTEIBHOM
HHPOPMAITHH 0

3a/laHHON TeMe
(pabota ¢
oubimorpaduuec
KUM
MaTepUaTaMu,
CIpaBOYHHUKAMHU,
KaTaJoraMH,
CIIOBapsIMH,
SHITUKIIOTIE ASIMI
).
KonTponbHas
pabora.
Brinmonnenue
JTIOMAITHUX
TIPaKTHIECKUAX
pabor
CamocTosaTenpHOe
U3y4eHUE
y4eOHOM 1
HAy4YHO
JIUTEPaTyphl
Pabora ¢
MIPaBOBBIME
WHTEPHET-
pecypcamu,
DJIEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMHU
CHUCTEMaMHU

TectupoBanmne
[IpakTnueckas
pabota
KonTponpaas
pabora
VYeTHBIl onpoc
(cobecenoBanue)

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

2.3 JlokymeHTanbHOE
COIIPOBOXKAECHHUE MPOILIETYPHI
JUKBUIIAIMH FOPUIHYECKOTO
Iuna

10

[Tounck
JIOTIOTHUTENBHOMN
uH(popMaIHy 10

3aJaHHOU TeMe
(pabota ¢
oubnnorpaguuec
KHM
MaTepHajamu,
CIpaBOYHHUKAMH,
KaTaJIoOraMH,
CJIOBApSIMH,
SHIMKJIONIEAUAMH
).
KonTponbhas
pabora.
Brinmonuenne
JTIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTensHoe
H3y4deHHe
y4ueOHOI 1
Hay4YHO

TectupoBanue
[pakTnueckas
pabota
KonrtponbHas
pabora
VYeTHBI onpoc
(cobecenoBanue)

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




JUTEPATypPHI
Pabota c
IIPAaBOBBIMH
HHTEPHET-
pecypcamu,
JIIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
cucTeMamu

HUroro no pazneny

34

3. Pasmen 3. OcoOeHHOCTH
JIOKyMEHTAIIbHBIX (HOHIO0B
HETOCYyIapCTBEHHBIX
OpTraHU3aIHi

3.1 Ocobennoctu
JIOKYMEHTJIbHBIX (DOHIOB
He-TOCYyIapCTBEHHBIX
HEKOMMEPUYECKHX
OopraHu3anui

10

ITouck
JIOTIOJTHUTEIbHON
uH(OpPMaIH 1O
3a/1aHHOM TeMe
(pabora c
oubnuorpagpuiec
KUM
Marepuagami,
CIIPaBOYHHUKAMH,
KaTaJoramu,
CIIOBapsIMH,
SHIUKIIOTIC TUSIMHU
).
KouTponpuas
pabora.
Brinonnenue
JIOMAaIIHUX
MPAKTHIECKUX
pabot
CamocrosTenpHOE
n3ydeHue
y4ueOHOU 1
HAay4HO
JUTEPATyPhI
Pabota ¢
IpaBOBbBIMH
WHTEPHET-
pecypcamu,
JNIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMU
CHCTeMaMHU

TectupoBanue
[IpakTnueckas
pabota
KonTponpaas
pabota
VYcrHbli onpoc
(cobecemoBanme)

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

3.2 OcobeHHOCTH
JIOKYMEHTAJIbHBIX (DOHIOB
HE-TOCYJapCTBEHHBIX
KOMMEPUYECKHX
OpraHu3aluii.
JlokyMeHTupOBaHUE
JIESITEIbHOCTH aKIIMOHEPHBIX
001IecTB

10,7

ITouck
JIOTIOTHUTEIHHON
UH(}OPMAIHH 110

3aJJaHHON TeMe
(pabota c
o6ubnuorpaduaec
KUM
MaTepHaIaMu,
CIPaBOYHHKAMH,
KaTaJloTaMH,
CIIOBapsIMH,
SHUUKJIONEIUSAMHU
).
KoHuTponbHas
paborta.
Brimonnenue
JIOMAIITHUX

TectupoBanue
[Ipaktuueckas
pabota
KonrtponbHas
pabota
VYcTHbli onpoc
(cobecenoBanue)

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




MIPaKTHYESCKUX
pabor
CaMocCTosTenbHOS
U3y4YCHUE
yueOHOi 1
HAy4YHO
JIMTEPaTyPHI
Pabora ¢
MPABOBBIMH
WHTEpPHET-
pecypcamu,
JIICKTPOHHBIMH
y4eOHUKaMH,
TECTOBBIMHU
CHCTEMaMU

HUroro no pazneny

20,7

Wroro 3a cemectp

83,7

3a4éT

Hroro o JUCHUIIIINHE

83,7

3a4eT




5 Ob6pa3oBaTe/ibHbIEe TEXHOJIOTUH

B npouiecce o0yuenus no aucuurinie «lokyMeHTUpOBaHUE A€ATeIbHOCTH
HEroCy/IapCTBEHHbIX OpPraHU3alUi» MPUMEHSIOTCS CIEIYIOIINE TEXHOIOTHH.

1. TpaguimoHHble 00pa30BaTEIbHBIE TEXHOJIOTUH, MPEANOIArallue NpsMyro
TPaAHCIALMIO 3HAHUH OT MpernojaBaTelis K CTyIeHTY (IPerMYIIECTBEHHO Ha OCHOBE
00BSICHUTENIbHO-UJUTIOCTPATUBHBIX METOJIOB 00yUeHMs ). YueOHas 1edaTeIbHOCTh CTYIeHTa
HOCHT B TaKUX YCJIOBMSIX, KaK [IPaBUIIO, pEIPOAYKTUBHBIN XapaKTep.

@opMbl yUeOHBIX 3aHATHI C UCMOJIB30BAHUEM JAMCTAHLIMOHHBIX TEXHOJIOTHIL:

HudopmaninonHast 1eK1us — Mocie10BaTeIbHOEe U3JI0KEHUE MaTepraa B
JTUCIHUILIMHAPHOM JIOTUKE, OCYIIECTBIIIEMOE IPEUMYIIIECTBEHHO BEpOATbHBIMU CPEICTBAMU
(MOHOJIOT TIpeno1aBaTeis).

[TpakTrueckoe 3aHsATHE, MOCBALICHHOE OCBOSHUIO KOHKPETHBIX YMEHUIN 1 HaBBIKOB
0 MPEAJIOKEHHOMY alIrOPUTMY.

2. TexHonoruu nMpoOIEeMHOro o0yueHus: — opranu3zaius o0pa3zoBaTebHOrO Mpoliecca,
KOTOpasi mpeIroiaraetT moCTaHOBKY MPOOIEMHBIX BOITPOCOB, CO3JJaHNE YIEOHBIX
MIPOOJIEMHBIX CUTYAIUN JJIsI CTUMYJIUPOBAHUS aKTUBHOM ITO3HABATEIILHOU JCSTSIILHOCTH
CTYJICHTOB.

®DopMbI yIeOHBIX 3aHATHH C UCITOJIE30BAHUEM TEXHOJIOTHIA TPOOIIEMHOTO O0yUCHUSI:

[TpakTHdeckoe 3aHsATHE B (opMe MPAKTHKYMa — OpraHu3anus yaeOHoi padoThl,
HampapjICHHAs Ha PeIIeHuEe KOMIUICKCHOW yueOHO-TI03HABAaTEIIbHOM 3a1a4uu, TPEOYIOIIeH OT
CTYJIeHTa MMPUMEHEHHUSI KaK HayYHO-TEOPETUUECKUX 3HAHUH, TaK U MIPAKTUYECKUX HABBIKOB.

[IpakTUueckoe 3aHsATHE HA OCHOBE Keic-MeTo/1a — 00y4YeHHE B KOHTEKCTE
MOJICJIMPYEMON CUTYyallMH, BOCHPOU3BO/IAIICH peaabHbIC YCIOBUS HAYUYHOM,
IIPOU3BOJICTBEHHOM, OOIIIECTBEHHOM JesaTebHOCTH. OOydJaromuecs T0KHBI
MIPOaHATM3UPOBATH CUTYAIUIO, Pa300PAThCS B CyTH MTPOOJIEM, TIPETIOKUTH BO3MOXKHBIC
pelIeHus 1 BIOpaTh ydniee u3 Hux. Keicel 6a3upyroTcst Ha pealbHOM (aKTHISCKOM
Marepuaie Win e TPUOINKEHBI K PeasIbHOW CUTYaIliH.

3. TexHOJIOTUH MPOEKTHOTO 00YUYEHUST — OpraHu3alus 00pa3oBaTEIHLHOTO Mpollecca B
COOTBETCTBHUH C AJITOPUTMOM TMTOATATHOTO PELICHUs TPOOJIEMHOM 3a]a4K WIIA BBITTOJTHEHUS
y4yeOHoro 3aaanus. [IpoekT npeanoiiaraeT COBMECTHYIO y4eOHO-TI03HABATEIbHYIO
JeSTeILHOCTh TPYMIBI CTYICHTOB, HAIIPABJIECHHYIO HA BHIPA0OOTKY KOHIIETIIIUU, YCTAHOBJICHHUE
nenen u 3a1a4, GopMyIHPOBKY 0KHIAEMBIX PE3YyJIbTAaTOB, ONPEIEICHUE PUHIIUIIOB U
METOJMK PEIICHHS TTOCTABJICHHBIX 3a/1a4, TFIAHUPOBAHHUE X0/4a padOThI, TOUCK JOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MOATAIMTHYIO PEATM3AIMIO TJIaHa PaOOThI, MPE3CHTAINIO
pe3yabTaTOB pabOThI, UX OCMBICIICHUE U pedIIeKCHIO.

NudopmaninoHHbIi MpoeKT — yueOHO-TI03HaBaTEbHAs AEATEIHHOCTD C SIPKO
BBIPOKEHHOW SBPUCTUUYECKON HAIMIPABIECHHOCTHIO (TTOUCK, OTOOp M CHCTEMAaTH3AIUs
nH(pOpMaLIUU O KAKOM-TO 00BEKTE, 03HAKOMJIEHHE YYaCTHUKOB MPOEKTA C 3TOU
nH(opMaluen, ee aHau3 U 0000IIeHHE JIJIsT TPE3EHTAIMU 00JIee ITMPOKON ayAUTOPHUH).

5. HupopManMOHHO-KOMMYHUKAIIMOHHBIE 00pa30BaTEIbHbBIE TEXHOJIOTHU —
opraHu3arus o0pa3oBaTeILHOTO MPoIlecca, OCHOBAaHHAS HA TPUMEHEHUHN
CHeIUaTU3UPOBAHHBIX MPOTPAMMHBIX CpeJl 1 TEXHUUECKUX CPEACTB pabOTHI C
uHpopmanuen.

®DopMbl yUeOHBIX 3aHATHH C UCTIOJIb30BaHUEM WH(OPMAITMOHHO-KOMMYHHKAITHOHHBIX
TEXHOJIOTH:

Jlexums-Bu3yanu3anusi — U3JI0KEHUE COJIEPIKAHMS COTTPOBOXKIACTCS MTPE3CHTAINEH
(memoHCTparmeil yaeOHbIX MaTepUaIoB, IPEICTABICHHBIX B PA3IMUYHBIX 3HAKOBBIX
CUCTEMaX, B T.4. WJUTIOCTPATUBHBIX, TpaQUUeCKHX, ayAHO- U BUICOMATEPHAIIOB).

Hcnone3ytoTces JUCTaHIIMOHHBIE 00pa30BaTeIbHbIe TEXHOJIOTH, Pealu3yeMbie B
OCHOBHOM C IIPUMEHEHHEM UH(POPMAIIMOHHBIX U TEJIEKOMMYHHUKAIMOHHBIX TEXHOJIOTHIA MTPU
OTIOCPEIOBAaHHOM B3aMMOJICHCTBHH 00YYArOIIETOCs U MeAarorndeckoro paboTHUKA.
[IpakTudeckue 3aHATHS MPOBOIATCS B hopMe MPAKTUUECKOM MOATOTOBKH B YCIOBUSAX



BBITIOJTHECHUST 00YJarOITUMUCS BUJIOB PaboT, CBA3aHHBIX ¢ OyayIieit mpodeccnonaabHOM
JeSITeTbHOCTBIO U HAIPaBJICHHBIX HA ()OPMHUPOBAHUE, 3aKPEIUICHUE, PA3BUTHE MPAKTUICCKUX
HABBIKOB ¥ KOMITETCHIIUH 110 MPOodUIIF0 00pa3oBaTeIbHOM MPOrpaMMBbI.

6 YueOHO-MeTOoauYeCKOe o0ecneyeHne caMoCTOATEIbHOI PadoThI 00y4aloIMXCs

[IpencraBneno B npuiioxeHuu 1.

7 OueHO4YHbIE CPEACTBA ISl IPOBEIeHUsI IPOMEKYTOYHOM aTTeCTAIlUN
[IpencraBieHsl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMUYeCKOe M HH(POPMALIMOHHOE 00eclieYeHHe U CHMILTNHBI

a) OcHoBHas JIMTepaTrypa:

1. Anapeesa, C. JI. JlokyMeHTHpOBaHHE ACSATEILHOCTH HETOCYAapCTBEHHBIX
opranuzanuii : yaeono-meronudeckoe nocooue / C. JI. Aunpeena ; MI'TY. - MarHUTOropck :
MI'TY, 2018. - 1 anekrpos. ont. auck (CD-ROM). - 3aru. ¢ Tutyi. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MOQObject/2147 (nara oOpaieHus:
30.01.2026). - MakpooOBeKT. - TekcT : a5eKTpoHHbIN. - CBeeHHs J0CTYMHBI Takke Ha CD-
ROM.

2. Aupapeesa, C. JI. Yopaenenue nunpopmanroHHeIMU pecypcamu B Poccuiickoit
Oenepannu u 3a pyodexom : yuebnoe nocodue / C. JI. Auapeesa, H. ®@. I'annen ; MI'TY. -
Maruurtoropek : MI'TVY, 2017. - 1 sanextpon. ont auck (CD-ROM). - 3aru. ¢ Tutyi. skpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20337 (nmata oOpamicHus:
30.01.2026). - MakpooOBeKT. - TekcT : aeKTpoHHbIN. - CBeieHHs 10CTYMHBI Takke Ha CD-
ROM.

3. lllyBanosa, H. H. OpraHu3aius u TEXHOJIOTHS JJOKYMEHTAIIHOHHOTO 00eCIIeYeHUS
ynpasieHus : yaeonuk s By30B / H. H. lllyBanoBa. — 3-e usn., nepepad. u 1om. —
Mockga : M3narensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5
-534-20347-9. — Tekcr : anektpoHHbIl // Obpa3zoBaTenbHas miatdopma Opaiit [cait]. —
URL: https://urait.ru/bcode/561048 (mata o6pamenus: 31.01.2026).

0) lonosiHuTeILHAS JINTEPATypa:

1. Botuens, JI. M. Pucku npeanpuHUMAaTEeIbCKOM IEATEIbHOCTH : ydeOHOoe mocooue /
JI. M. Bortuens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 a5nekTpoH.
ont. quck (CD-ROM). - 3armn. ¢ tutyn. akpana. - URL:https://magtu.informsystema.ru/uploader/
fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true (mata
obparenus: 31.01.2026). - Makpoo6bekT. - Tekcr : anextponnsiid. - ISBN 978-5-9967-1130-7. -
Ceenenus goctynssl Takke Ha CD-ROM.

2. Ky3nenos, 1. H. JlokymeHTalmonHoe obecreyeHne yupaBieHusl.
JIOKyMeHTOOOOpOT U AETONPOU3BOACTBO : YUEOHUK U MPAKTUKYM JJIsl IPUKIIATHOTO
OaxanaBpuata / . H. Ky3neno. — 3-e u3zn., nepepad. u gon. — Mocksa : U3naTtenscTBo
HOpaiit, 2019. — 461 c. — (bakanasp. [Tpuxnannoit kypc). — ISBN 978-5-534-04275-7. —
Tekcr : anextponsnsiit / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/431759 (nara
obpamienus: 31.01.2026).

3. Ky3nenoBa, M. B. PeIHOK 1IeHHBIX OyMar: KOHCIEKT JIEKIUi : yueOHoe mocodue /

M. B. Ky3nernosa ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1 anektpon. ont. auck (CD-
ROM). - 3arn. ¢ Tutyn. akpana. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true  (zaTa oOpareHus:
31.01.2026). - MakpooObekT. - Tekcr : anekrponnsbiid. - ISBN 978-5-9967-1004-1. -
Ceenenus goctynssl Takke Ha CD-ROM



https://host.megaprolib.net/MP0109/Download/MObject/2147
https://host.megaprolib.net/MP0109/Download/MObject/20337
https://urait.ru/bcode/561048
https://magtu.informsystema.ru/uploader/
https://urait.ru/bcode/431759

B) MeToanueckue yKazaHusi:

CamocTosTenbHas paboTa CTyACHTOB By3a : IpakTukyMm / cocrapurenu: T. T
Heperuna, H. P. Ypazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuToropckuii roc.
texuuueckuit yH-T uM. . 1. HocoBa. - Marautoropck : MI'TY um. I'. K. Hocosa, 2019. - 1
CD-ROM. - 3Barm. ¢ Turyn.  oakpana. -  URL:https://magtu.informsystema.ru/
uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true (mata
obpamenus: 31.01.2026). - MakpooObeKT. - TeKCT : 371eKTPOHHBIN. - CBEACHMS JOCTYITHBI TAK)KE
na CD-
ROM

MeToaudeckue yKa3aHus 1O BBITTOJIHCHUIO WHIUBHUIYAIbHBIX JOMAIITHUX 3aJaHUN
MPEJICTABJICHBI K KaXXJA0MY 3aJaHuio oTAebHO B [Ipunoxenun 1 x PIT]]

r) [Iporpammuoe obecneuenue u UnTepHeT-pecypcebi:

IIporpammuoe obecnevyenne

HaumenoBanue .
o Ne norosopa Cpoxk nelicTBUS TULIEH3UH
7Zip cB00OTHO pacnpoctpansemoe [10 6eccpodHo
FAR Manager cB000IHO pacnipocTpansemoe [10 0eccpouHo
Eﬁggip Mozilla cB00OoaHO pactpocTpansemoe [10 6eccpouHO
Bbpaysep Yandex |cBoGomHO pacnpoctpansemoe [10 0eccpouHO

Ipodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

HasBanue kypca Cchplika
DnekTpoHHas 6a3a nmepuoauueckux u3nanuii East View
Information Services, OO0 «MIBHUC»

https://dlib.eastview.com/

HanmonaneHas nHboOpMamoHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuiekc HayuHoro uutupoBanus | https://elibrary.ru/project_risc.
(PUHL) asp

https://www.rsl.ru/ru/4readers
/catalogues/
DnekTpoHHbIe pecypchl onbarorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web
®DenepallbHbII 00pa30BaTeIbHBINA TOPTAT — DKOHOMHUKA.
Couunonorusi. MeHeHKMEHT

9 MaTepuajibHO-TeXHUYeCKOe o0ecneyeHue TUCHUIINHBI (MO1YJIs1)

Poccuiickas ['ocynapctBennas 6ubnuoreka. Karamoru

http://ecsocman.hse.ru/

MaTepI/IaJ'II)HO-TeXHI/I'-IeCKOG obecneyeHne JUCIHHIIIINHBI BKIIIOYACT:


https://magtu.informsystema.ru/%20uploader/fileUpload
https://magtu.informsystema.ru/%20uploader/fileUpload

Y4eOHble ayAUTOPUHN IS TPOBEICHUS AUCTAHIIMOHHBIX 3aHATHIA JEKIIMOHHOTO THIIA:
CTOJI KOMITBIOTEPHBIN, CTOJI MUCbMEHHBIN, CTYJI O(UCHBIN, TOKyMEHT-Kamepa Epson,
ncrounuk oecnepedoitnoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMITBIOTEDP MEPCOHAIBHBIN (THI 6), mpoekTop ViewSonicPJD7526W,
crimkepdon HacronbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYEeCKas HaCTOJIbHAs, CTepeorapHuTypa (MUKpPO(OH C IIyMOIOIaBICHUEM ), IKPaH
nacrennsiii Digis Optimal-C MW DSOC-11032*2

Y4eOHble ayTUTOPUH JJIs TPOBEACHUS MPAKTUYECKUX 3aHATHM, TPYIIOBBIX U
WHIVUBUAYATBHBIX KOHCYJBTAIIUHN, TEKYIIETO KOHTPOJISL M IIPOMEKYTOYHOU aTTECTAIlUU: CTOJ
KOMITBIOTEPHBIN, CTOJI MUCbMEHHBIN, CTYJ O(DHCHBIHN, TOKyMEeHT-Kamepa EpSon, uctounuk
oecriepedoitnoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelicHus,
KOMIIbIOTEp MepcoHalbHBIN (TUH 6), poekTop ViewSonicPJD7526W, ciinkepdon
nactoasHblii Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuyeckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(OH C IIyMOIIOABACHHEM ), SKpaH HaCTCHHBIN Digis
Optimal-C MW DSOC-11032*2

[TomereHus A1 CAMOCTOSITENILHOM padOThI 00YYAIOIIMXCS: TIEPCOHAIBHEIC
komIbioTepsl ¢ makerom MS Office, Bbixoq0M B IHTEpHET M ¢ JOCTYIIOM B 3JICKTPOHHYIO
MH(OPMAIMOHHO-00pa30BaTEILHYIO CPpey YHUBEPCUTETA.

[TomerteHue a1 XpaHEHUS U IPO(QHIAKTHYESCKOr0 00CIY)KUBaHUS y4eOHOTO
000pYyI0BaHHUS: CTEIUIAXKH JIJI XpaHCHHS Y4eOHO-HAIISIIHBIX TIOCOOUH U yueOHO-
METOJINICCKON JOKYMEHTAIUH.



IHpuiaoxenue 1
YuyeOHO-MeTOANUECKOE ob0ecreuenue CaAaMOCTOAATEJILHOM padoThI
o0y4yaromuxcsi

IIpakTnueckoe 3axanue Ne 1
M0 JUCHHILIHHE «/OKyMeHTHPOBaHHE 1eATETbHOCTH
HErocyJ1apcTBEHHbIX OPpraHu3aluiiy

3ananue. CnpoekTupoBaTh HOMEHKJIATYPY hi () OTHOM
HErocyJapCcTBEHHO! OpPraHM3auMud MO0 HCXOAHbIM YycjoBusiMm. Ha3panus
OpraHmu3anuii BIMbIIILJIEHHbIE.

1. HazBanme oprammzamuu — OOO «Beicota» r. ExatepunOypr; cdepa
JEATEIIbBHOCTH — CTPOUTENBCTBO (3aCTPOUIIIUK).

2. HaszBanue opranuzanuu — KpecTbsaHckoe (dpepmepckoe) XO03sHUCTBO
«CanaBat» Pecnybnuka bamkoproctan; cdepa npesrenbHoctu - Cenbckoe
XO35IUCTBO (JKUBOTHOBOJICTBO).

3. Haspanme opranuzammu — CHT «Ypoxait» r. UYensOunck; cdepa
nearesbHOCTH - CaloBOJCTBO, OTOPOJHUYECTBO U JAYHOE XO3MCTBO.

4. Haszpanue opranumzaiuu — OOO «CHUb» 1. HoBocubupck; cdepa
nesTeNbHOCTH - OnepaTopbl COTOBOM CBS3H.

5. HaszBanme oprammsanmm — XO3MMCTBEHHOE mapTHEPCTBO «Kype»
r. MockBa; cepa qesTeIbHOCTH - TOPrOBO-3aKyIIOYHAas! 1€ATEIbHOCTb.

6. HazBanme opranmzamuu — OOO «ABrotopr» 1. Kamumaunrpanm;, cdepa
nesteabHocTM  —  Toproisg. KoOMHCCHOHHBIE  Mara3uHbl 1O TOPTOBJIE
TPAHCIIOPTHBIMU CPEICTBAMM.

7. Hazpanue opranuzaruu — nosnoe toBapuiiectBo (I1T) «duzensy; chepa
NEATEeIIbHOCTH - He(PTera3oj00bIBaIOIIUX MTPOU3BOJICTBO.

8. Hazpanmue opranuzauuu — OOO «lIunkepron»; cdepa nesTenbHOCTH —
YacTHas 1€TEeKTUBHAS U OXpaHHAas AeATEIbHOCTb, ar€HTCTBO.

9. Haspanme opranmszaumu — UIl «MBanoB W.M» pexiiamHblil KypHAI
«Cdepay; chepa nesrenpHocTH - CpencTBa MaccoBoi nHpopmanuu. Pekirama.

10. Ha3Banue opranu3ainuu — accolualys TypareHTOB M TypOIIEpaTopoB
«bnok» r. Camapa; cdepa neaTenTbHOCTH — TYpUCTCKas JEATEIbHOCTH, 3allUTa
MHTEPECOB TyPareHTOB, TYpOIEPaTOPOB, TYPUCTOB.

!!!Homep 3a0anus, 8bloupaemoeo 0is aHaiusa, Coomeemcmeyem
NOPAOKOBOMY HOMEPY amuiuu cmyoeHma 6 cnucke pynnsl. Eciu 6 epynne
oonel 0-mu uenosek, mo, HAUUHASL C OOUHHAOYAMO20 CMYOeHmda, omyem 3a0anuil
Hayunaemcs c No 1.



Memoouueckue pexomenoayuu

JIns1 BBITIOJIHEHUS 3aJlaHUSI OPUEHTUPOBATHCS HA TEOPETUYECKUN MaTepual
Pasnenos 1 u 2.

B HomeHKIaType MOMKEH OBITh OTPa)X€H BECh JOKYMEHTAIbHBIA (HOHI,
MPEJICTABJICHHBIM  yIPABJICHYECKOM  JOKYMEHTAIMEd W JIOKyMEHTalueu
00eCeurBalOIIEro TUIA.

HavmMeHnoBaHusi 3arojloBKOB Jiel HEOOXOJAMMO CBEpPSTh C THUIIOBBIMH
NEPEUHSIMU apXUBHBIX JOKYMEHTOB (cM. Wctounuku). OOsi3aTenbHO Cieayer
m3yuntb 'K P® B wacTtu, kacaromieiicss BeiOpanHor OIID, u denepaabHbIMU
3aKOHAMH I10 YKa3aHHBIM BHJIAM JICSITEIbHOCTH; YUUTHIBANTE IPU NPOECKTUPOBAHUN
HOMEHKJIaTyp HOpPMAaTUBHBIE TMpaBOBbIE aKThl CyObekToB PO u  wux
TEPPUTOPHATBHBIX 00Pa30BaHUMN.

[Ipy TpPOEKTUPOBAHMM  HUCMOJB30BAaTh THUIMOBYIO  Taliauiy  (Qopmbl
HOMEHKJIATYyphI €] CM. Tadauiy 1.

Tabnuua 1
dopMa HOMEHKJIATYPHI J1€J1 OPTraHU3alUN
Cpok xpaHeHust
HNupe Kou-B aesia u IIpumeu
3aroJ10BOK aejia
KC Jes1a 0 ex. xp. Ne crarbu aHus
no Ilepeunio
1 2 3 4 5

Hcemounuku

1. ®enepanpubiii 3akoH oT 22.10.2004 N 125-®3 "OO6 apxuBHOM Jeie B
Poccuiickont @enepanun’

2. IlepeyeHr  THIOBBIX  YMPABICHYECKUX  APXUBHBIX  JIOKYMEHTOB,
o0pa3yoIuxcsi B TNpOLEecce JeATENbHOCTH TOCYJapCTBEHHBIX OpraHoB,
OpPraHOB MECTHOT'O CaMOYIIPABIICHUS U OPraHU3alni, C YKa3aHUEM CPOKOB UX
xpanenus", ytB. [Ipukazom Munkynetypsl PO ot 25.08.2010 N 558 (cm.
yKa3arelb BUJIOB JIOKYMEHTOB K HEMY);

3. Ilepeuenr  TUMOBBIX  APXUBHBIX  JOKYMEHTOB, OOpa3yloIIHUXCi B
HAaYYHO-TEXHUYECKOW U MPOU3BOJCTBEHHOW IEATEIBHOCTH OpPraHU3alNi, C
yKa3aHueM CpOKOB XpaHeHus, yTB. IIpukazom Munkyinbsrypsl PO ot
31.07.2007 N 1182 (cm. ykazaTenb K HEMY);

4. CnpaBounast uHpopmarusi: "Cpokd XpaHEHUs TOKYMEHTOB OpraHu3aunui”
(Marepuan  moarotoBiieH  cnenuanucramu  Koncynerantllmioc) — //
Koncynwsrantlntoc. —Pexum JIOCTyMa:
http://www.consultant.ru/document/cons doc LAW 121777/

5. IlosioxkeHre O TMOPSAKE W CPOKaxX XpaHEHUs JOKYMEHTOB aKI[MOHEPHBIX
obmrects, yTB. [loctanoBieanem ®KIb PO ot 16.07.2003 N 03-33/mc.

IpakTnueckoe 3aganue Ne 2


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

o JucumnIuinge «/{okyMeHTHpOBaHHe JesITeIbHOCTH
HErocyJ1apCcTBeHHbIX OPraHu3aIuin

3ananue. UaeHTH(PUMUMPOBATHL HOPMATHBHYIO Cpeay /IJsi OJAHOW u3
caeayromux OIIP. CocraBurb Oudauorpaduveckunii 063op. Boioop OIID B
JAHHOM 3aJIaHUM JI0JI2KeH coBHnaaarh ¢ BbIOopoM OII® B KOHTPOJIBLHOM
pabore (cm. 3axanue KonTposbHoii padoTsl).
Cnucoxk OID
1. Ilonnoe mosapuuecmeo
2. Obwecmaso ¢ 02panuyeHHOl 0MeemcmeeHHOCMbIo.
3. Kpecmuvsnckoe (pepmepckoe) xo35iicmeo.
4. XoszaiicmeeHnHvie napmuepcmaad.
5. Ilpoussoocmeennuili Koonepamus,
6. Ilompebumenvckux koonepamusos (ooas uz ciedyiouux opm):
6.1. >KUJIMIIHBIHA,
6.2 )KUIIMITHO-CTPOUTEIbHBIH
6.3.TapaxHbIi KOOTIEpaTHB,
6.4.camoBoueCKUid, OTOPOTHUIECKUI M JAYHBII KOONIEPATUB,
6.5.moTpeduTenbCKuil KOOMEPaTUB,
6.6.00111eCTBO B3aMMHOTO CTPaXOBaHMUA,
6.7.KpeAUTHBIN KOOTIEPATHB,
6.8.doun npokara,
6.9. CeTbCKOX035MCTBEHHBIN TOTPEOUTENHCKUN KOOTIEPATHUB.
7. ObwecmeseHHble opeaHuzayuu (1100as u3 credyiowux gopm):
7.1.monuTHYeCKUE NapTUn
7.2.co3MaHHBIC B KauyeCTBE IOPUJIMYCCKUX JHI[ MPO(ECCHOHAIBHBIE COIO3BI
(mpodcoro3HbIe OpTraHU3aIINH ),
7.3.0pransl OOIIECTBEHHON CaMOICSATEILHOCTH,
7.4. TEppUTOPHATIbHBIE OOIIECTBEHHBIE CAMOYTIPABIICHUS.
8. Accoyuayuu (coroswt), (1106as u3z ciedyrouwux ¢popm):
8.1.HeKkoMMepUeCKre MapTHEPCTBA,
8.2.caMoperynupyeMblie OpraHu3alliy,
8.3.00bennHeHus paboToaaTeneH,
8.4.00bennHeHNs TPO(EeCCHOHABHBIX COI030B,
8.5.x00mepaTBOB 1 0OIIECTBEHHBIX OpraHU3aIlni,
8.6.TOproBO-NPOMBIIIIJICHHEIE,
8.7.HOoTapuabHbIE TAIATHI.
9. Tosapuwecmea cobcm8eHHUKOB HCUNbS
10.Kazauvu obwecmea

11.Donowi:
11.1. 00IIIECTBEHHBIE
11.2. 0J1aroTBOpUTEILHBIE (DOH/IBI.

12.Penuzuo3nvie opeanuzayuu.
13.11y6auuno-npagosvle Komnanuu
14.Aosoxamckue obpazosarusi.

Memoouueckue pexomernoayuu
OTBeT Ha 3a7aHKe TOJDKEH OBITh MPeICTaBIeH B BUAE 0030pa HOPMATHUBHBIX



IIPABOBBIX AKTOB.

IIpu waeHTHUKAIMM HOPMATUBHOM Cpelbpl CIEIyeT ONUpaThCs Ha
pekomengauuu 1.5. T'OCT P HCO 15489-1-2007 «CUBU/A. VYupasieHue
nokymeHntamu. OOme TpeboBaHUs»:

HopMmatuBHas cpena BKIIO4aeT B ceos:

a) 3aKOHbBl M HOpPMAaTUBHBIE aKThl, pETyJHUpyoUMe cdepy IAeI0BOU
JIESITEIbHOCTH B IIEJIOM M B CHEIU(PUUYECKUX OTPACIsIX, B TOM UYHCJE 3aKOHBI U
HOPMATUBHBIE aKThI, OTHOCSIIHECS HETOCPEICTBEHHO K JOKyMEHTaM, apXuBam,
JOCTYMy, KOH(UIEHIIMAIBHOCTH, J10Ka3aTeIbCTBAM, JJIEKTPOHHOW KOMMEPIUH,
3alUTe JaHHBIX, UH(pOpMaLINK;

b) cranaapThl, OTHOCSIINECS K IPAKTUYECKON JESITEIbHOCTH;

C) MpaBUJIa PEKOMEHIATEIBHOTO XapaKTepa, OTPakarollyue NePeJOBOM OIIbIT;

d) 106pOBOJIBHO MPUMEHAEMBIE STUUECKHE KOJEKCHl U HOPMBI;

€) uIeHTHGULIHUpYEMble  COLMaJbHBIE  OXHUJaHUSI  (MOTPEOHOCTH),
Kacalollluecss aJeKBaTHOTO IIOBEIEHUS B CHEHU(PUUECKOH OTpaciu WU
OpraHU3aIHH.

BriOupas HopMatuBHbIE TTpaBoBble akThl 111 OIID, cnenyeT pacnpenensTh
UX 110 YPOBHAM (CM. YpOBHU HOPMAaTHBHO-METOAMYECKOM 0a3bl B Paznene 2).

[Ipu odopmieHNN HCTOYHWUKOB yKa3blBaTh HA3BaHHE JAOKYMEHTa, OaTy
W3JIaHUs, aBTOpa, IYHKTHI, TJaBbl W T.I., pPETJIAMEHTHPYIOIIHME paboTy ¢
JIOKYMEHTaMHU, €CITH He BECh HCTOUYHUK MOCBSIICH JOKYMEHTHPOBAHUIO.

Bce ynomsHyThle B 0030p€ HMCTOYHUKH JIOJKHBI OBITh JEHCTBYIOILMMHU.
CraTyc MCTOYHMKOB (IEUCTBYIOUIMM / HE NEUCTBYIOUIMI) CleAyeT MPOBEPATH IO
uHpopMallMoHHO-TIpaBoBbIM  mopTasiaM  «Koncynbrantllmoc»,  «['apHaTy,

«Koaeke» u ap.
KOHTPOJIBHAS PABOTA
«I_IOKyMeHTI/IpOBaHI/Ie ACATCJIBbHOCTH Herocy[[apCTBEHHBIX opraﬂn:;almﬁ»
B kauecTBe KOHTPOIBHOHN pabOTHI CTYIEHTAM TIpeIaraeTcs COCTaBUTh pedepar mo Teme:
«JlokyMeHTHpOBaHUE NEATEIIEHOCTH HEroCyJapCTBEHHOW opraHm3anud (yka3aTh BBIOPaHHYIO
OpraHU3alMOHHO-TIPaBOBYIO (hopmy)». Bujibl opraHu3aliioHHO-IPaBOBEIX (HOpM MpuBeACHBI Hibke. OHU
HC JOJIDKHBI HOBTOpSITBCH B rpynne

TpeboBanus k pedepaty

CopeprkaHne JOJDKHO JEMOHCTPUPOBATH CIEAYIONINE 3HAHUS U YMEHHS CTYICHTOB:
3uanue:
- cneyuguuecKux yepm 0OKYMEHMUPOBAHUS OesIMEeNbHOCIU He20CYOAPCMEEHHbIX OP2AHU3AYULL
- OCHOBHBIX OP2AHUAYUOHHO-NPABOBBIX (POPM He20CYOApPCMEEHHbIX KOMMEPHUECKUX U HEeKOMMEPUECKUX
opeanusayuil;
- munogo2o  cocmasa  cucmem  OOKYMEHmayuu,  GopmMupyiowux  OOKYMEHMAAbHbIL — (POHO
He20CyO0apCmeeHHbIX OPeaHUu3ayull;
- cnocobog u cpedcmg  OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce  OesimelbHOCHU
He20Cy0apCmeeHHbIX Op2aHUu3ayul;
- HOpMAMUBHO-NPABOBLIX AKMOS, De2NAMEHMUPYIOWUX O0eamelbHOCMb U ee OOKYMEHMUpo8aHue 8
He20CyO0apCmeeHHbIX OP2aAHUZAYUSIX.
Ymenue
- cocmagumv  HOPMAMUBHO-NPABOSYI0  0A3y  OOKYMEHMUPOBAHUsL — OesiMeaIbHOCY — KOHKDEemHOU
opearuzayuu;
- cocmagumb NPOEeKm HOMEHKAAMYpbl Oell Op2aHU3ayul, UCXo0s U3 Muno8oco cocmasa Cucmem
VNpaGNeHyecKol — OOKYMeHmayul,  Op2aHU3AyUOHHbIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMO8,
Ppe2nameHmupyrowmux 0essimelbHOCHb He20CyOapCmMEeHHOU OP2aHU3AYUL.

TunoBoii miaan pedepara
1. XapakTepuCTHKa OpraHH3aOHHO-TIPaBoBoi GopMbl (OIID) HerocyaapCTBEHHON OpraHHU3AITHIH.
(CKenmaTenbHO TPHBICYCHHUE CTATUCTUYECKUX JIAaHHBIX O TOM, CKOilbko B Poccuw/



N
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peruoHe/00aacTH/ ropo/ie 3aperucTPUPOBaHO opranu3ainuil nanHou OI1D).
OO6mras xapakTepUCTHKa yIpaBieHUs opranu3anueil qanHon OI1D.
OCHOBHOH CcOCTaB HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, PETIaMEHTHUPYIOIINX AEATEIbHOCTD
HerocyaapcTBeHHoU opranm3anuu ganHo OIID (cm. [IpakTrueckoe 3amanue 2).
XapakTepucThKa JOKYMEHTambHOTrO (oHMA (HOKYMEHTOB, WX KOMIUIEKCOB W CHCTEM
JOKYMEHTaINH, POPMUPYIOIIUXCS B IESATEIBHOCTH HETOCYAapCTBEHHON OpraHn3alin):

®  OPraHM3alMOHHO-TIPABOBAS JOKYMEHTAIIHS,
TUTAHOBAS IOKyMEHTAITHS;
pacropsanTenbHas JOKYMEHTAIINS;
WH(POPMAITMOHHO-CITPABOYHAS U CIIPABOYHO-aHAIUTHIECKAs JOKYMEHTAIIHS,
OTYEeTHAS JOKYMEHTAIIHS;
JIOKYMEHTAIIVSI TT0 00eCTIeYeHnI0 KaapaMH (TI0 IMIHOMY COCTaBY);
¢mHAHCOBas JOKyMeHTaIs (OyXTranTepCKUid y4eT U OTIYETHOCTD);
JIOKYMEHTAITVS TI0 MaTepHaIbHO-TEXHUIECKOMY 00eCIeueHHIO;
JIOTOBOPHASI TOKYMEHTAIIHS,
MOKyMEHTAaIlisl 1O JOKYMEHTallMOHHOMY ¥ HMH()OPMAalMOHHOMY 00eCIedeHHUI0
JESITEIbHOCTH YUPESIKICHNUS;

o Apyru€ CHCTEMbI OJOKYMCHTAIlUK, BKIIOYasA M TE€, KOTOPBLIC OTPAXAOT OCHOBHYIO

JIeSITEIbHOCTD U T.I.

AHanu3 NpuMepHOH HOMEHKJIATyPHI JIe HETOCYyIapCTBEHHOM OpraHn3aIlH.
CriocoObI U cpelicTBa JOKYMEHTHPOBaHUs HH(GOPMALIMK B HETOCYIapPCTBEHHOM OpraHU3aluu
[Topsinok xpaHeHHs] TOKYMEHTOB HErOCYJapCTBEHHOU opraHu3auuu JaHHOU OIID.
Crucox muTepaTypbl 1 ICTOYHHUKOB.
Cmpykmypa peghepama: TUTYIBHBIA JUCT, OIJIABJIICHHE, BBEJICHHE, OCHOBHAs 4acTh,

pa30uTas Ha MyHKTHI (ITyHKTBI O3arjiaBieHBbl), 3aKJIOYEHUE, CIIMCOK JINTEPATYPhl, MPHIOKCHUE
(pu HEOOXOAUMOCTH).

Obwvem pedepaTa 10JKEH COCTABIATh HE MeHee 15 cTpaHull (10 crucka JutepaTtypsl) (14

mpudT yepes 1,5 nnreppana).

KitoueBble ciioBa 1 3arojI0OBKH pa3/ieoB 10JKHBI UMETh pa3Hble IPU(TOBbIC BbIIETICHHUS.
HutatHenii matepuan pepepara opopmisieTcss B COOTBETCTBUU ¢ HOPMAaTHBAMH HAaYYHBIX

paboT (CHOCKU € yKa3aHHEM JIMTEpPaTypHOrO MCTOYHUKA, HOMEpa CTpaHuIl o0s3arenbHbl). [lpu
oopmiieHnu pedepara cieayeT Ipuaep>KUBaThCs MIPABUII, TOJPOOHO U3T0KEHHBIX B!

1. I'OCT P 7.0.5-2008. Cwucrema cra"maproB 10 HH(pOpMAINH,
OMOIMOTEeYHOMY U H3JaTelbCcKOMy Jeny. buOnuorpaduueckass ccbuika. OOmue
TpeOOBaHUs U MpaBUJIa COCTABICHUS

2. I'OCT P 7.1-2003 Cuctema ctaHaapToB 1o HHGOpMaI, OMOIHMOTEYHOMY
U u3aarenbckoMmy JAeny. bubnuorpaduyeckas 3anuck. bubnnorpaguueckoe omvcaHue.
O61ue TpeboBaHMs U MTpaBUIIa COCTABICHUS.

3. I'OCT P 7.82-2001 Cucrema craHzaproB 1o HH(pOpMAaIMH,
OMOIMOTEYHOMY U M3JAaTEeNbCKOMY  JEemy. bubnuorpaduueckas  3amuch.
bubnuorpaduyeckoe onucanue 3IeKTPOHHBIX pecypcoB. OOmue TpeboBaHMs U MpaBuiIa
COCTaBJICHHUSI.

Hanpumep:
3amexcmosvie bubauocpaguueckue cColiku
1. KoBmmkoB B. A., I'myxoB B. II. IlcuxonuHrBucTuka: Teopus pedyeBoOu

JeATeTLHOCTH: y4e0, mocooue /yist CTyIeHTOB neiBy30B. M.: Actpens; Tseps: ACT, 2006.
319 c. (Bsicmias mkona).

2. O06 vHIUBUYaIbHON OMOIIHY B MOTy4YeHUH oopa3zoBanus: (O coneiicTBuu
oOpaszoBanuto): ¢enep. 3akoH @Denepatus. Pecn. I'epmanuss ot 1 amp. 2001 r. //
OO6pa3zoBaTeapbHOE 3aKOHOATENBCTBO 3apyOekHBIX cTpaH. — M., 2003. — T. 3. — C.
422—A464.

Ccvlnka Ha d1eKkmponHble pecypcol
JKunuiHoe npaBo: akTyalbHbIE BOIIPOCHI 3aKOHOIATENIBCTBA: JIEKTPOH, KypH. 2007. Ne 1.

URL.: http://www.gilpravo.ru (nara obparienus: 20.08.2007).

Iloocmpounas komMniekcHas ccolika
JluxaueB J[. C. O6pa3 ropona // Uctopuueckoe kpaeseaenne B CCCP: Bomp. Teopun u

npakTuku: co. Hayd. cT. Kues, 1991. C. 183—188; Ero xxe. Oxno B EBporry — Bpata B Poccuto //
Bcemup. cioBo. 1992. Ne 2. C. 22-23.
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Buympumexcmosas oubnuoepaguueckas ccolika
(Apenc B.)X. A30Oyxka uccnenosarens. M.: Uarepmer Unxunupunr, 2006)

Homep TeMbl COOTBETCTBYET NMOPSIAKOBOMY HOMEPY B CIIMCKE Ipynnsl (eciu B rpynne 14
YeJI0OBEK M MEHbIe, BOMPAIOTCS TeMbl 10 HOMepaM 0e3 «pacmupureneid» -1,2,3 u T.1.; eciau
OosbI1Ie, TO BRIOMpAIOTCs TeMBI ¢ pacmupurensmu — 1.1, 1.2, 2.1 u T.1.; €cliu CTyIeHTOB B rpyTIie
Oonbme 32-X, TO TEMbl BBIOMpAIOTCS B MOPAJKE CIEIOBAaHMUM M 0€3 pacuIMpeHus, u ¢
pacmmpenueM — 1, 1.1, 1,2 u 1.1.). Tembl pedepaToB He 101KHBI TOBTOPATHCSH!

Tematuka pedeparToB o Kypcy

15./[oxymenmupogarnue desmenbHOCmu NOJHbIX MOBAPUULECNE

16./[oxymenmuposarue oesimeslbHoCmu obwecmas c 02PAHUYEHHOU
0MEemCcmeeHHOCMbIO.

17, loxymenmuposanue oesmenbHOCmu KPeCcmvsaHCKUX ((hepmepcKux) Xo3saicma.

18./[oxymenmuposanue desmenbHOCMuU X03UCMBEHHbIX NAPMHEPCME.

19. loxymenmupoganue 0essmenbHOCMU NPOU3800CMEEHHbIX KOONEPamuegos.

20.Joxymenmuposanue  OesamenbHOCMU  NOMPeOUMenNbCKUx  KOOnepamugos
(BBIOpATH JIFOOYIO U3 cleayomux Gopm):

20.1. JKUJTAIITHBIN,

20.2. YKUJIMIITHO-CTPOUTEIbHBIN

20.3. rapaxHblii KOOTIEPATHB,

20.4. CaJIOBOTYECKUIN, OTOPOJHUYECKUIN U JAUHBIN KOOIIEpATHUB,
20.5. NOTPEeOUTEIBCKUIM KOOTIEPATHB,

20.6. 00I11eCTBO B3aMMHOTO CTPaXxOBaHUS,

20.7. KpPEJIUTHBIN KOOIIEPATHUB,

20.8. dbona npoxara,

20.9. CEJIbCKOXO3SIICTBEHHBIN MOTPEOUTENHCKUI KOOTIEPATHUB.

21. [lokymenmuposanue OesmenbHOCmu 00wWecmeeHHblx opeanusayuii (BIOpaTh
0010 U3 cheaytomux Gopm):

21.1. MOJINTUYECKHE MTAPTHUH,

21.2. CO3/IaHHbIC B KQUECTBE IOPUINUECKUX JIUI] MPO(PECCHOHATBHBIE COO3bI
(mpodcoro3Hbie OpraHU3aIim),

21.3. opraHbl 00IIECTBEHHON CaMOJIEATEeIILHOCTH,

21.4. TEPPUTOPHATbHBIC OOIIECTBEHHBIE CAMOYIIPABIICHUS.

22. Jloxymenmuposanue dessmenbHOCmu accoyuayuil (coro308), (BBIOpaTh JTFO0YIO U3
CIeAYIOIIUX (GOpM):

22.1. HEKOMMEpYECKHUE MapTHEPCTBA,

22.2. caMOpPEryJUpyeMble OpraHu3aluy,

22.3. oObeTMHEHUS paboToIaTeNeH,

22.4. oObeauHEeHUs! TPO(PECCUOHATIBHBIX COI030B,
22.5. KOOIIEPaTHBOB M OOIIIECTBEHHBIX OpraHu3aIui,
22.6. TOPTOBO-IIPOMBIILICHHBIE,

22.7. HOTapHualbHbIE NATATHI.

23. Jlokymenmuposarue 0esimenibHOCmuU mo8apuecms cOOCMEeHHUKO8 HCUILbSL.
24.Jloxymenmuposanue 0esimerbHOCmU Ka3aubux oouecms.
25./[okymenmuposarnue desmenbHocmu Gornoos (BHIOpATh JIIOOYI0 U3 CIAEAYIOIMIHNX
dbopm):
25.1. OOIIECTBEHHBIE



25.2. 0J1aroTBOpUTEIbHBIE (DOH/IBI.
26./{oxymenmuposanue 0esimeibHOCU PeUSUOZHBIX OPSAHUSAYUIL.
21, [loxymenmuposanue oessmenbHOCmU Ny OIUUHO-NPABOBLIX KOMNAHUUL.
28.[{loxymenmuposanue 0esimenbHOCmU A080KAMCKUX 0Opa308aHUli.

Tect 1
Paznean 1. IlonsiTie 0 JOKYMEHTHPOBAHUM JAeSITEJIbHOCTH OPraHU3anuii

1. Uro Ha3bIBaeTCs JOKYMEHTHPOBAHUEM ?

1) nmesTenpHOCTH, OOECIEUMBAIONIAs CO3JIaHUE O(PHIUATBHBIX JTOKYMEHTOB M
OpraHu3aluio padoThl C HUMU;

2) 3amuch WHPOpPMAIMK Ha Pa3jIMYHBIX MAaTEPHAIBHBIX HOCHUTEIAX 110
YCTaHOBJICHHBIM TIpaBUJIaM, KOTOPHIE 3aKPEIUISIOTCS B MPABOBBIX aKTaX H
HOPMAaTHUBHO-METOANYECKUX IOKYMEHTaX;

3) cucTemMaTH3aIHio JOKYMEHTOB U KOMIUIEKCOB JJOKYMCHTOB;

4) co3naHue, JOKYMEHTOOOOPOT, XpaHCHHE U UCIIOJIb30BaHUE JIOKYMCHTOB.

2. Pe3yabTaTtoM [OKYMEHTHPOBAHHS /eSITeJIbHOCTH OpPraHu3anuii
SIBJISICT/FOTCH:

1) MTOKYMEHTHI;
2) KOMILICKCHI JJOKYMCHTOB,;
3) cucTeMbl JOKYMCHTAIUH;
4) HOMEHKJATypa JeJ.
3.B opraHuzanmsx co31al0Tcsl 1 MMEIOT XOXKIAEHHE ...
1) TOJBKO O(UITHATBHBIC TOKYMCHTHI;
2) TOJIbKO Heo(HIIMATbHBIC JOKYMCHTBI,
3) 3aKOHOJATEIbHBIC aKThI;
4) MUYHBIC TOKYMCHTEHI.

4. CoOBOKYNHOCTb [OKYMEHTOB, B3aHMOCBSI3aHHBIX 10 MNpPHU3HAKaAM
NMPOMCXOKAeHNs, Ha3HAYeHHs, BHAA, cepbl AeSITeJIbHOCTH, €IHHBIX
TPeOOBaHUI K UX 0()OPMIICHUIO HA3bIBACTCH. ..

1) KOMILIEKCOM JIOKYMEHTOB;

2) CUCTEMOM JOKYMEHTAIIHH,

3) HOMEHKJIATYpOW JeIT;

4) MOKyMEHTaJabHBIM (DOHIOM.

5. Slapo yupekaeH4eCKOM TOKYMEHTAIMH COCTABJISIET:

1) HOpMaTHBHO-TIPaBOBas JOKYMEHTAIIHS,

2) TEXHOJIOrMYEeCcKas JOKYMEHTAIHS;

3) ympaBieHYecKas JOKYMEHTAIIUS;

4) moKyMeHTallus1, 00SCIIeUnBarOIas OCHOBHOM BHI (BU/IbI) ICATCIHHOCTH.

6. CTpyKTypa I10KYMEHTAJBbHOI0 (DOH/IA OPraHU3AIUN 3ABUCHUT:

1) oT opraHM3aIlMOHHO-TIPABOBON (HOPMBI;

2) OT BHJIOB 3KOHOMHUYECKOU JCATCIbHOCTH;

3) OT HOMEHKJIATYPHBI JCIT;

4) ot GpopMbI COOCTBEHHOCTH.

7. Opranu3anus, co31aHHAs N0 UHUIUATHBE OTAEJbHBIX JIMI UJIH TPy
rpaxjaaH, He HaJeJeHHbIX TIOCYJIaPCTBEHHO-BJIACTHBIMM TOJHOMOYMSIMU,
BBINOJHAWNIAA (PYHKIUM TMOCPEIHUKA MEXKAY TOoCyJapCcTBOM H 00IIECTBOM
Ha3bIBAETCH:



1) HerocyaapcTBEHHOW HEKOMMEPUYECKOH OpraHu3alue;
2) HEerocyJaapCTBEHHON KOMMEPUYECKOM OpraHu3aluei;
3) rocyIapCTBEHHOI HEKOMMEPYECKON OpraHH3aIreH;
4) HEerocyaapCTBEHHOW OpraHU3aIlueH.

8. Cnoco0 3akpervieHus1 U UCIOJIb30BAHNS UMYIIECTBA X03AHCTBYIOLIUM
Cy0beKTOM H BBITEKAIOIIME W3 JITOr0 €ro IMpaBoBoOe IMOJ0KeHHe W 1eJIH
NpeaNPUHUMATEILCKOM AeSITeJIbHOCTH HA3bIBACTCS

1) dusmgeckuM JIAIOM;

2) IOpUIHYECKUM JIHIIOM;

3) HpeAnpPUHUMATEIIBCKOMN e TEILHOCTHIO;

4) opraHu3alMOHHO-IIPABOBOI (OPMOIA.

9. COBOKYNHOCTh JOKYMEHTOB, OTHOCHAIIMXCH K OJXHOMY BOINPOCY WIH
YYACTKY JAeSITeJIbHOCTH, IOMEIHIEHHBIX B OTACJbHYI0 00JI05KKY HA3bIBACTCH. ..

1) HOMEHKJIATYpOU Je;

2) CHCTEMOM JOKYMCHTAIUH,
3) menowm;

4) TOMOM.

10. Haiinure BepHOe npoaokenue ¢gpasbl: «/JoxkymenTajabHbie GOHIBI

BCeX OpraHM3aumu.. .»
1) uMeroT OJJUHAKOBBIM HA0OP TOKYMEHTOB;
2) MMEIOT CTaHJIAPTHBIA HA0OP TOJIBKO yIPaBICHYCCKON JTOKYMEHTAIIHH;
3) MMEIOT COBEPIIICHHO pa3HbIil HA0OP TOKYMEHTOB,
4) UMCIOT CTaHJAPTHBIM HA0Op KaK yHpaBJICHUYCCKOW JIOKYMEHTAIMH, TaK U
JIOKyMEHTAIIUU 00eCIEeYMBAIOIIEro TUIIA.

11.Kakas u3 nepeuncjieHHbIX cucreMm fokymMentanuu HE OTHOCUTCA
K YIIPaBJEeHYeCKOM?

1) JlokyMeHTalus 10 MaTepHaIbHO-TEXHUIECKOMY 00ECIICUCHHIO;
2) Cucrema J0rOBOPHOM JOKYMCHTAIIUH;

3) Cucrema (pMHAHCOBOM JOKYMCHTAIUH;

4) Cucrema dKOJIOTUIECKOH TOKYMEHTAIINH.

12. CucrteMaTH3MPOBAHHBII NepevyeHb 3aroJIOBKOB /1eJI, CO31aBaeMbIX B

OPraHU3alMy, ¢ YKa3aHHEM CPOKOB X XPAHEHHUsI HAa3bIBaeTcH. ..
1. HOMEHKJaTypa Je;
2. CHCTeMOU JOKYyMCHTAITUH;
3. Zenom;
4. NOKyMEHTaJIbHBIM (POHIOM.

13. Oprasmszanus, koropast ¢opMupyeT [TOKYMEHTAJbHbIN ¢oHI,
Ha3bIBACTCA ...

1. dbongoobpazoBaTenb,
2. IOPUIUYECKOE JIUIIO,
3. (usnueckoe nuIo,
4. ONOTYETHOM.

14. HOpuanyeckasi OTBETCTBEHHOCTh 3a PpadoTy ¢ JAOKYMEHTAMH

NpOosiBJIsAeT TeHACHIHUIO. ..
1. x ycunenuio,
2. K ocla0JIeHHuIO,
3. K mepepacnpeesieHuIo,
4. cTaOUIBLHOCTH.



1

5. IlepcoHaibHYI0 OTBETCTBEHHOCTh 32 JOKYMEHTBI, 00pa3ymomuecss B

HErocyJ1apCTBEHHOI OPraHu3auuu, HEeCYT ...

1

2.
3.
4.

1

PykoBoauTtenu opraHuzaiui.
Yupenurenu opraHusanui.
AKIIUOHEPHI.

Bce Ha3BaHHBIE BbIIIIE.

Tect 2
Pa3znen 2. HopmaTuBHO-IpaBOBOE PeryJiMpoOBaHUe JOKYMEHTUPOBAHUSA
NAesITeJIbHOCTH HErocy1apcTBEHHbIX OpraHu3auni

. HacTHoe JHMIO WM Tpynna JHL, Y KOTOPbIX €CThb (YHKIUHM H

00SI3aHHOCTH, NMOJHOMOYHMS M B3aHMMOOTHOIIEHHUS JJsI JOCTHKEHHSI CBOMX
meJed, Ha3bIBAKTCA ...

1.
2.
3.
4.
2

e

3

WHJMBUAYJIbHBIMH MPEINPUHUMATEISIMU,
IOpUJIMYECKUMU JTUTIAMH,

(bU3UYECKUMU JTUIIaMU

OpraHu3aleH.

. OTHOIIEHHUE K TIOKYMEHTAM KaK K aKTHBAM JI€KJIAPUPYETCH B ...
3aKOHOJIaTeNLCTBO PD;

MEKIyHApOJIHOM CTaHAApTe Mo ynpasieHuto fokymeHtamu MCO 15489;
MEKIyHApOJIHOM CTaHAapTe 1o ynpasieHuto fokymentamu MCO 30300;
MexyHapoaHbix ctangaprax Ha CMK MCO 9000.

.JIeMEeHTbI rPaKIAHCKOI0 o0urecTBa, He HaJleJICHHbIE

rocyJapCcTBEHHO-BJACTHBIMU MOJHOMOYHUSIMH, BbINOJHAWIIHE (QYyHKIUM
MOCPEeTHUKOB MEXKAY rocyIapcTBOM U 00LIeCTBOM B peajM3allil HHTEPecOB
rpaskIaH BO Bcex cepax »KM3HHU, HA3BIBAKOTCA ...

1

2.
3.
4.

HEroCyJapCTBEHHOW OpraHU3alMEH,
roCyIapCTBEHHON OpraHU3aluei,
HEroCy/1apCTBEHHON KOMMEPUYECKON OpraHu3aluen,
HEroCy/IapCTBEHHON HEKOMMEPYECKON OpTraHU3alNEeH.

4.PyKkoBoauTe/Ib HErOCYIAaPCTBEHHON OPraHU3alMH ...

1.

w

JNEHCTBYeT OT HWMEHH COOCTBCHHHMKA, HO CaM HHKOIJIA HE SBJISCTCS
COOCTBEHHUKOM;

JNEHCTBYET OT HUMEHH COOCTBCHHMKAa MW MOJXET BXOJHWTh B YHCIIO
COOCTBEHHUKOB;

BCET/IA SIBIIIETCS COOCTBEHHUKOM;

NEHCTBYEeT OT UMEHHM TOCYJIapcTBa M IIOITOMY CaM HHKOTAA HE SBIISCTCS
COOCTBEHHUKOM.

5. Opranmsanusi, He HMeEWIIAas H3BJeYeHHE NPHUOBLIM B KavyecTBe
OCHOBHOW LeJIM CBOeil [eATeIbHOCTH M He paclnpelessiomasi noJay4eHHYI0
NPUOBLIb MEKAY YYACTHUKAMM, HA3bIBACTCA ...

1

2.
3.
4.

HETOCYIapCTBEHHON OpraHU3alueH,
HEKOMMEPYECKON OpraHu3alnei,

rOCy1apCTBEHHON KOMMEPUYECKON OpraHu3aluei,
HEroCyJapCTBEHHOW HEKOMMEPUYECKON OpraHu3aluei.

6. IIponoskure gpasy: «Pesusuonnvie Komuccuu ...»

1.

HA3HA4YAaroncs eocydapcmeeHHbmu Ha()S’OprlMM opeaHamu,



N

8b10UPAIOMCAL U3 YUCTA YUACMHUKO8 HE20CYOapCMBEHHOU OP2AHU3AYUU,
HA3HAYAIOMCSL PYKOBOOCMBOM He20CYO0aPCMBEHHOU OP2aHU3AYUL,

4. smo npuenawiennvie cneyuaiucmsl, 3aHUMarouuecs npoyeoypoul TUKeUuoayuu
opeanu3ayuu.

7. HopmaTuBHas cpeja BKJIKOYaeT B ceds HECKOJBKO JTAll0B aHAJIU3A
HOPMATHBHBIX NPABOBBIX AKTOB. YKAaKHUTE MOCJeI0BATEILHOCTh, B KOTOPOil
I'OCT P UCO 15489 pexomeHayeT naeHTU(PUIIUPOBATL HOPMATHUBHYIO CPexy.
OTBer 3anMIINTE YUCTOBBIM KOAOM.

1. JIoOpOBOJBHO MPUMEHSEMBIE STUUECKNE KOJEKCHI 1 HOPMBI;

2. 3aKOHBI M HOPMAaTUBHBIE aKThl, peryjaupyloume chepy Ien0BOM
JESTEIBHOCTH B LIEJIOM U B CHELU(PUUECKUX OTPACIAX, B TOM YUCIIE 3aKOHBI U
HOPMAaTUBHBIE aKTbl, OTHOCSIIUECA HEIMOCPEACTBEHHO K JOKYMEHTaM,
apxuBaM, JI0CTyIy, KOHQUACHIIMAIBLHOCTH, 10KA3aTEIbCTBAM, SIEKTPOHHOM
KOMMEDPILIMH, 3alIUTE JaHHBIX, UH(OpMALINY;

3. mpaBuWJIa PEKOMEHJATENIbHOTO XapaKkTepa, OTpakarollye NepeI0BON OIIbIT;

4. cTraHIapThl, OTHOCSIIUECS K MPAKTUYECKOM 1€ATEIbHOCTH.

8. Caenyer ji y4uTHIBATh NPH MACHTH(PUKALMYA HOPMATHUBHOM CpeAbl B
HEroCcyJAapCTBEHHOM OPraHU3alMi HOPMATHBHbIC NIPABOBbIC AKTHI CY0ObEKTOB
P® u ux reppuropuajJbHbIX o0Opa3oBaHuii? Ecau na, To K Kakoil rpymme
HCTOYHUKOB HX CJIeayeT OTHecTu?

1. Hert, He y4uTBIBaIOTCA, TaK KaK 3TO 1O0OPOBOJIBHO MPUMEHSIEMbIE ITUUECKUE
KOJIEKCHI U HOPMBI.

2. Jla, OTHOCSTCS K 3aKOHAM UM HOPMAaTUBHBIM aKTaM, PEryJIHUPYIOIIUM chepy
JIEJIOBOM IEATENBHOCTH B LIEJIOM U B CHEHU(PUUECKUX OTPACIIAX, B TOM UUCIE
3aKOHaM M HOPMAaTUBHBIM aKTaM, OTHOCSIIUMCA HENOCPEACTBEHHO K
JOKYMEHTaM, apXuBaMm, JOCTYIy, KOHPUACHIUAIbHOCTH, J10Ka3aTeIbCTBaM,
3JIEKTPOHHON KOMMEPLIMH, 3alIUTE JAHHBIX, HH(OPMaLIUU.

3. a, oTHOCATCS K MpaBWIaM PEKOMEHAATEIbHOTO XapakTepa, OTpa)karoLuliuM
IIEPEOBOM OIIBIT.

4. Jla, oTHOCATCA K CTaHJAApTaM, OTHOCSIIIUMCS K MPAKTUYECKOUN JeATEIbHOCTH.

9. Kak HerocyaapcTBeHHasi OPraHU3alus MOHUMAET, KaKHue JOKYMEHTbI
OHA JI0/I’KHA CO31aBaTh, OJIY4YaTh U XPAHUTb?

1. Tlomy4yaeT cHHUCOK HOPMATHBOB M TPeOOBAHMM MpPH TOCYIAPCTBEHHOMN
pErucTpanuu.

2. CniMcoKk HOpPMAaTHBOB W TpeOOBAHMN HETrOCYJapCTBEHHAs OpraHU3alus
IIOJIy4aeT OT ay IUTOPOB.

3. Ilonp3yercss HOpMamu (QeaepanbHOro 3akoHa «O JTOKYMEHTHPOBAHUU
JEATEIBHOCTH HETOCYAAPCTBEHHBIX OPTraHU3aLn».

4. CaMOCTOSITENbHO UACHTU(PUIIMPYET HOPMATUBHYIO CPely U BBHIOMpAEeT BCe

TpeOOBaHUs, Kacaroluecs JOKYMEHTUPOBaHUS.

10. Accouuanuu U COK3bI OTHOCATCH K...
HEroCyJapCTBEHHONW HEKOMMEPYECKON OpraHu3anuy;
HEroCyJapCTBEHHOW KOMMEPUYECKOW OpraHu3aluu;
roCy1apCTBEHHON HEKOMMEPUYECKON OpraHu3aluy;

. TOCYJIapCTBEHHON KOMMEPUYECKOM OpraHu3alyu.

11 Toproso-npoMbIlLJIeHHbIE NAJATHI OTHOCATCA K...

1. HerocyaapcTBEHHOW HEKOMMEPUYECKOW OpraHu3allly;

2. HErocyJIapCTBEHHON KOMMEPUYECKOM OpraHu3aluy;

w
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3. rocyJapCTBEHHON HEKOMMEPUECKOW OpraHu3aliy;

4. rocylapCTBEHHON KOMMEPUECKOW OpraHnu3aluu.

12. ToBapuecTBa COOCTBEHHUKOB KMJIbSI OTHOCATCH K...
HEroCy1apCTBEHHOM HEKOMMEPYECKOM OPTraHU3alnH;

HEroCy1apCTBEHHOM KOMMEPUYECKON OpraHu3aluu;
roCy1apCTBEHHOM HEKOMMEPUYECKON OpTraHU3aLNH;
. TOCYJapCTBEHHOW KOMMEPYECKOW OpraHU3aLIHH.

13.0011ecTBa ¢ OrpaHMYECHHON OTBETCTBEHHOCTHIO OTHOCATCH K...
HErocyJapCTBEHHOW HEKOMMEPUYECKOW OpraHu3allly;

HEroCy/1IapCTBEHHON KOMMEPUYECKOI OpraHu3aluu;
rocyJJapCTBEHHOW HEKOMMEPUYECKOIN OpraHu3aluu;
. TOCYIapCTBEHHON KOMMEPUYECKOI OpraHu3aluu.

14 Kaxkoii rocopran npoBOJUT PerucTPpaAnuio IPUANYECKUX JUIL?
peruoHanbHble oTaesieHnss POoHIAa COUUAIBHOTO CTPAXOBAHUS;
TEPPUTOPHAIIbHBIE OpraHbl ['0Cy1apCTBEHHOTO KOMUTETA IO CTaTUCTHUKE;

3. TeppuTOpHAIbHbIE OpraHbl MHUHHUCTEPCTBA IO AHTUMOHOTIOJIHHON TMOJIUTHKE
U TIOJIJIEP>KKE PENPUHUMATEIBCTBA;
4. TepputopuanibHbii opran MunuctepcTsa o Hajgoram u coopam (MHC) P®.

15. Kakoii u3 nepe4mncjieHHbIX rOCYyAapCTBEHHBIX OPraHOB NMPHCBANBAECT
U CO00IIaeT OPraHU3alMU KOAbI, XapaKTepu3yHKIIHe ero XO03fHCTBEHHYIO
NAeATeJIbHOCTD?

1. pernonanbHble oTaeneHUs POHJIA COLMATBHOIO CTPAXOBAHMUS;
2. TeppuUTOpHalIbHbIE Opranbl ['0cy1apcTBEHHOIrO KOMUTETA 110 CTATUCTHUKE;
3. TeppuTOpHalIbHbIE OpraHbl MUHHUCTEPCTBA IO AHTUMOHOIIOIBHOMN TOJUTHKE
Y TIOJIJIEPKKE NIPEANIPUHUMATEIBCTBA;
4. teppuTopuaibHBIA opran MunucrepcTa o Hamoram u coopam (MHC) PO.
16.HerocynapcTBeHHbIE OPTraHU3AIUM IeJISATCS HA ...
KOMMEPYECKHUE;
HEKOMMEpYECKUE
aKLIMOHEPHBIE;
. MHJIUBUyalIbHbIE TPEANPUHUMATEIH.
17 BonpocamMu mnepegaum Ha XpaHeHHe JOKYMEHTOB JJUKBHIUPOBAHHBIX
OpraHu3anuii 3aHUMAKOTCA ...
1. yupeaurenu;
2. JIMKBHUJIATOP;
3. PYKOBOAMTENb JIMKBUAUPYEMOM OpraHU3aluu;
4. HaAIOroBasi MHCIEKIUSI.

18. Kakymwo CHCTEMY  JAOKYMEHTaUHH JIMKBHIMPOBAHHOU
HEroCyJapCTBEHHON OpraHM3anMu  cyaeOHble MHCTAHUMH O00SI3BIBAIOT
NPUHATH TOCYAAPCTBEHHbIH WJIM MYHMUMIAJBHBIA apXuB Jaxke B cjy4dae
OTCYTCTBHS 10roBopa?

1. cucteMy (pUHAHCOBOW TIOKYMEHTALIUU;

2. cucTeMy AOKYMEHTAIMH 10 JUYHOMY COCTaBY;
3. pacnopsIuTEIbHYI0 CUCTEMY JOKYMEHTALIUH;
4. NIOrOBOPHYIO CUCTEMY JTOKyMEHTAIUH.
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Paznen 3. Oco0eHHOCTH TOKYMEHTAJBbHBIX (DOHI0B HErOCYAaAPCTBEHHBIX
OpraHu3anuu

1. loOpoBo/sibHOEe 001eCTBEHHOE O0ObeIUHEHHE TIPaKIAaH, CBA3AHHBIX
00IMMH NPOU3BOJACTBEHHBIMH, NMPO(ECCHOHATBHBIMUA HHTEPeCaMu M0 POay
UX JAeATeIbHOCTH, CO3JaBaeMoOe B LeJSAX MNPeACTABUTEJbCTBA M 3alIUThI
COLMAJILHO-TPY/IOBbIX NIPAB U HHTEPECOB PA00OTHUKOB HAa3bIBAETCH. ..

1. oOIIecTBEeHHOI NaaToMT;

2. mpo¢eCCHOHATBHBIM COOOIIECTBOM;
3. mpodeccuoHaIbHBIM COI030M;

4. TpyHOBBIM KOJUIEKTUBOM.

2. JlokymMeHTAIMsl MO OOpalleHUsIM TIPaKIaH, MO0 Y4YeTy 4YJIEeHCTBA B
OpPraHuM3aluy, @0 3allUTe HWHTEPECOB YIEHOB OPraHM3alMH B Cyje,
NMOCTAHOBJICHHSI, Pe30JII0IUN COOpaHuid, KOH(epeHU N, BLIOOPHBIX OPraHOB U
UX MPEe3HIMYMOB COCTABJIAIOT CICU(PHUKY JOKYMEHTAJILHOIO (poHaa ...

1. aKIMOHEPHBIX OOIIECTB,
2. PEIUTHO3HBIX 00BEAMHEHUH,
3. 0OIIECTB C OrpaHUYECHHOI OTBETCTBEHHOCTHIO,
4. npodeccroHaNbHBIX COIO30B.
4.Bonipocamu BeJleHUsI AeJIONPOU3BOACTBA B MPO(COr03aX 3aHUMAETCS. ..
1. Ilpencenarens,
2. npodcoro3Hoe codbpaHue,
3. Mpe3uzIuyM,
4. peBu30p.
S5.Kakasi/me W3 mNepeYMCICHHBIX CHCTeMAa  [JOKYMEHTAllUM  He
XapaKTepHAa/bl VISl PEJIUTHO3HbIX 00 beIUHEeHn?
1. noxymeHTauus 1o JUYHOMY COCTaBY;
2. OTYETHas TOKyMEHTaIlus,;
3. OyXranTepcKuii y4eT U CTaTUCTHIECKasi OTIYETHOCTD;
4. NoKyMEeHTauus 1o y4yery apuiaupoBaHHbBIX JIULI.
6. Ot opranmszanuu ¢ 1 cenrsiops 2014 paspenuiauch HA NMyOJIMYHbIC H
HenmyOJIHYHbIE:
1. akuMoHepHbIE 00IIECTBA,
2. PEIUTHO3HbIE 00bETUHEHMS,
3. HEKOMMEpUYEeCKUe OpraHu3aluH,
4. npodeccruoHaTbHBIE COIO3BI.
7.BpICIIMM OPraHOM YNIPaBJEHHS B AaKIMOHEPHOM 0011eCTBE SIBJISCTCH. ..
1. PeBusmnonHas (koHTposibHas) komuccus AQO,
2. reHepaibHbIi gupexkTop AO,
3. HaOJIOmaTENIbLHBII COBET,
4. obmee coopanne ydyacTHUKOB AO.

8. IlostHOMOYMS  KOHTPOJIbHOM  PEBU3MOHHON  KOMHMCCHH, ee
KOJIMYECTBEHHbINl COCTaB, NOPSJA0K W30paHUsl ee YIeHOB, CPOK HX
MOJIHOMOYHUI, NOPAJAOK PpadoThbl W NPHUHATHS PEHICHU HA 3aceJaHUsIX
HAXOASATCH B KOMIIETEHUIMH. ..

1. JlupexTopa (pyKOBOAUTEINSI OPTraHU3aIUN),
2. HabmronaTenbpHOTO COBETA,
3. O6mero coOpaHus y4aCTHUKOB,



4. TlpaBneHwus.

9. OT4YeT 0 ABMKEHHH CPEACTB MO KIMPUHTOBOMY PEruCTpPy YYACTHHKA
KJIHMPHHIA, aTeHTCKHH TPACTOBBIA A0roBOpP, CNUCKH a(PUIMPOBAHHBIX JIUIL
o01IecTBa, eKeKBapTAJbHbIe OTYETHI IMHTEHTa 00pa3ylTcsi B Ipouecce
TOKYMEHTHUPOBAHMNS AeATEJbHOCTH ...

1. akmMOHEpHBIX 0OIIECTB,
2. PENUTHO3HBIX 0OBETUHCHHM,
3. HEKOMMEPUYECKHX OpraHu3aIlui,
4. mpodeccroHaIbHBIX COI030B.
10. IlepBble aknMoOHepHbIE 00mecTBA B Poccuy BO3ZHUKIIMN. ..
1. B cepenune XVIII Beka,
2. B cepeaune XIX Beka,
3. B 1922 rony,
4. B 1990-x romax.

11.1IpeanpusaTus, HAXOAAIINECH B YACTHOH COOCTBEHHOCTH, B 1I€JIOM 110
IKOHOMUKe Poccuu cocTaBisioT ...

1. mensmie 1 % ot 001IeT0 YKCcaa NPeANPUITUH;
2. Menbie 20% ot 001Iero yncia npeanpusITHiA,
3. 50% ot obmiero yncia IpeanpusSTHH;

4. oonbine 80% oT o01Iero yncna npeanpusITUi.

12. Ykaxkute npaBWiIbHOE NpoOAOJKeHUEe (Ppa3bl «loOKyMeHTauHMs I10
PBIHKY HEHHBIX OyMar...»

1. He BXOIUT B HOMEHKJIATypy Ael AO, Tak KaK He SBISETCS yIPABICHUECKOI;
2. HE BXOJIUT B HOMEHKJIATYpy J€J, TaK KaK HE OTHOCUTCS K KOMIIETCHIIUU
OTJIeNa IeIONPOU3BOJICTBA;
BXOAUT B HOMEHKNaTypy Aea AO HapaBHE ¢ IpyTUMHU CUCTEMAMU;
4. BXOIUT B HOMEHKJIATYPY €I IIPU YCIOBUH HAIMYUS PE3EPBHBIX Pa3/IEIOB.

w

Bonpocsl k 3auerty

1./lokyMeHTHpOBaHUE AEATENHHOCTH OPraHU3aMU U OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IloHsiTHE JOKYMEHTUPOBAHHS JESITETHHOCTH OPTaHU3aIUH.

3.Crioco0bl TOKyMEHTUPOBAHUS U €r0 Pe3yIbTaThI.

4 TumoBoO# COCTaB CUCTEM JIOKYMEHTAIIMH, 00pa3yIOIIUNUCS B EATEIbHOCTH OpTraHU3aIlHil.
OO01mas xapakTepuCTHKa.

5.0pranu3anoHHO-TIPaBOBasl CUCTEMA JOKYMEHTAIlMU HEroCyJapCTBEHHOM OpraHu3aluy.
3anauyn U BUIBI JOKyMEHTOB. Crieruduka.

6. [InanoBas cucrema JOKyMEHTAllMM HETOCYAApCTBEHHOM OpraHu3aluu. 3ajadyd U BUJBI
TOoKyMeHTOB. Creruduka.

7. PacniopsautenbHas cucTeMa JOKYMEHTAllMU HETOCYAapCTBEHHOW OpraHu3aluy. 3aJaun
U BUBI JOKyMeHToB. Crienuduka.

8. NudopmarnmonHo-cipaBoyHasi (aHaTuTHYECKas WM WHOOPMAIMOHHO-aHATTUTHYECKAS )
cUCTEeMa JOKYMEHTAllUd HEroCyJapCTBEHHOW OpraHu3aluu. 3aaud WU BUIbl JTOKYMEHTOB.
Cnemnuduxka.

9. OtueTHO# cucTeMa JOKYMEHTAIlUU HErocyJapCTBEHHOM OpraHu3aluy. 3aJaud U BUIbI
JTOKyMeHTOB. Crneruduka.

10. Cuctema kapoBOil JOKyMEHTAIIMU HETOCYJaPCTBEHHON OpraHu3aiiu. 3a/1a4yi U BUAbI
JTOKyMeHTOB. Crneruduka.

11. Cucrema ¢uHAHCOBOW MOKYMEHTAllMM HErOCyJapCTBEHHOW OpraHu3aliu. 3ajadd u
BUJIBI TOKYMEHTOB. Crneruduka.

12. Cucrema AOTrOBOPHOW JOKYMEHTAIIMM HETOCYJApPCTBEHHON OpraHu3aluu. 3aJadd U
BUJIbI TOKYMEHTOB. Crneruduxka.

13. JlokyMeHTaIusi 1Mo MaTepHalbHO-TEXHUYECKOMY OOECIIEUEeHUIO0 HErocyaapCTBEHHON



opraHu3anuu. 3aJa4u 1 BUJIbI TOKyMeHTOB. Crienuduka.

14. JloxymeHTanmuss 1O HWHGOPMAIMOHHOMY M JIOKYMEHTAI[HOHHOMY OO0ECIEeYeHUIO
JeSITeIbHOCTH HETOCYAapCTBEHHOM OpraHu3aluu. 3a1a4u 1 BUbI T0KyMeHTOB. Crienuduka.

15. Cuctemoil 1OKyMEHTAllMM OOECIEUMBAIOLIETO0 THUIA CUCTEMa B HETOCYAapCTBEHHOU
opraHu3anuy. 3aa4i 1 BUJIbl TOKyMeHTOB. Crieruduka.

16. Homenkinatypa Jiei1 Herocy 1apCTBEHHON OpraHu3aIliu.

17. IloHsiTHE HETOCYIAPCTBEHHBIX OpPTraHU3aIHM.

18. Tunonorust HErocy1apCTBEHHBIX Opranuzauuii 1

19. OOmas xapakTepucTHKa HOPMATUBHO-IIPAaBOBON  0a3bl  JEJIONPOU3BOCTBA
HEroCyJIapCTBEHHbIX OpraHu3alui

20. JlokyMeHTaIbHOE COMPOBOKICHUE MPOLIETyPhl TUKBUAALNN IOPUANYECKOTO JTUIA.

21.0co0eHHOCTH  JTOKYMEHTAJIBHBIX (POHJOB HErOCYIApCTBEHHBIX HEKOMMEPUYECKHX
OpraHu3aIuu.

22. JIokyMEHTHpPOBaHUE JEATEIBHOCTH MPOPECCHOHATBHBIX COI030B

23. JIOKyMEHTHUPOBAHHE JIEATEILHOCTH PEIUTHO3HBIX 00bEIMHEHUM

24. Oco0OeHHOCTH JTOKyMEHTAJIBHBIX (POHIOB HETOCYAAPCTBEHHBIX KOMMEPUECKUX
OpraHu3aIuu.

25. JloKyMeHTUpOBaHUE JEATEIbHOCTH AaKIMOHEPHBIX OOIIECTB. YIpaBieHYECKas
JIOKYMEHTaIHS.

26. JIokyMEHTHPOBaHUE JESITEILHOCTH aKIIMOHEPHBIX 00IIECTB. BBIMyCK IIeHHBIX OyMmar.



IIpuioxenne 2

OIIeHO‘IHI)Ie cpeacrea 1jid mMpoBeacHud HpOMe)KyTOqHOﬁ aTTrecranmnu

KOIL HHAWKATOpa I/IHI[I/IKaTOp JOCTHXKCHUS KOMIICTCHIIUNU OHGHO‘{HLIC CpeacTtsa

OIIK-3 Cnoco0eH NPUMEHSITh TeOpeTHYecKHe 3HAHNS /151 pellieHHs MOCTABJEHHBIX 32/1a4 B 00JI1aCTH JOKYMEHTOBe/IeHUS M APXHBOBEICHHUS;

Bonpocsl k 3aueTty

I.I[OKYMGHTI/IpOBaHI/IC ACATCIIBHOCTH OpraHus3ali 1 OTBETCTBECHHOCTL PYKOBOACTBA.

2. Ilousitue OOKYMCHTHUPOBAHUA ACATCIbHOCTU OpraHu3aliu.

3. IlonsATHE HErOCyIapCTBEHHBIX OpraHU3alui.

4. Tunonorust HErocyAApCTBEHHBIX OPraHU3aALMMA

5. OOmgas xapakTepuCTUKa HOPMATHUBHO-NIPAaBOBOM 0a3bl J€JIONPOU3BOJCTBA
HErocyJJapCTBEHHBIX OpraHU3alHii

6. JlokyMeHTanbHOE COIIPOBOXKICHHE IPOLEAYPbI IUKBHAALNN IOPUANIECKOTO JIHLA.

HTorossnlii TECT O KypCY

Bompoc 1
Uto Ha3bIBaeTCS TOKYyMEHTUPOBAHUEM?
Cocragiiser, ohopMIIIeT M BEAET YIPABICHYECCKYIO Bri6epure 0/1MH OTBET:
JOKYMEHTAIUIO pa3Iu4YHbIX BHJ0OB no pouITE0 a. JesTeThbHOCTh, OOECTIeUYuBaloiasl Co3/laHue O(HIMAIBHBIX JOKYMEHTOB U
OIIK-3.1 JCATENbHOCTH  OpraHu3allid B COOTBETCTBHMHM C  €e | OpTaHM3alHIo pa60TBI C HUMU
OpraHM3aIHOHHO-TIPABOBOI HOPMOIA b. cucTeMaTH3aIKI0 JOKYMEHTOB U KOMILICKCOB IOKYMEHTOB

C. co3/1aHue, IOKYMEHTOO00pOT, XpaHeHHe U HCII0JIb30BaHIEe JOKYMEHTOB

d. 3zamuce wWHPOpPMAIMM HAa Pa3NMYHBIX = MAaTEpUATBHBIX HOCHTENAX  I10
YCTAHOBJICHHBIM  TpaBWjiaM, KOTOpBhIE 3aKpeIUITIOTCS B MPABOBBIX  aKTaX |
HOPMAaTHBHO-METOAMYECKUX JOKYMEHTAX

Bompoc 2

YacTHOe JIMII0O WM TPyIMNa JKI, Y KOTOPBIX €CTh (YHKIMH H OO0S3aHHOCTH,
MTOJITHOMOYHSI ¥ B3aUMOOTHOIIEHHUSI JIsl IOCTMYKCHUSI CBOMX IIeJIeH, Ha3bIBAIOTC ...

BriGepute onuH OTBET:

a. FOPUIUYCCKUMU JIMLAMHU

b. pusuveckuMu TULIAMHA

C. Opranusanuei

d. MHAMBH Ty aJIbHBIMU TPEANPHHUMATEISIMH
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Bompoc 3

JoOpoBosbHOE OOIIECTBEHHOE OOBCAWMHCHHE TpPaKAaH, CBSI3aHHBIX OOITUMH
MPOU3BOJICTBEHHBIMH, MPOPECCHOHANBHBIMU HWHTEPECAaMH [0 POJY WX JesATCIHHOCTH,
CO3/1aBaeMOe B IICNAX NPEACTABUTEIBCTBA W 3alUTHl COIUAIBLHO-TPYIOBBIX MpaB H
HHTEpEeCcOB paOOTHUKOB HA3BIBAETCH. . .

BriGepute onuH OTBET:

a. Mpo(ecCHOHATBLHBIM COOOIIECTBOM

b. npodeccuoHaIbHBIM COI030M

C. OOIIIECTBEHHOH ManaTon

d. Tpy1OBBIM KOJIJICKTHBOM

Bompoc 4

Haiinure BepHoe mnpomomxenuwe ¢Gpasel: «JlokymMeHTanbHBIE (OHIBI BCEX
OpraHu3aluil. ..»

Bribepure oauH OTBeT:

a. IMEIOT CTaHJAPTHBIM HAOOpP TOJIBKO YNPaBIEHUYECKON TOKYMEHTAIIH

b. HMEIOT COBEPIICHHO Pa3HbI HAOOP TOKYMEHTOB

C. IMEIOT OJTMHAKOBBIA HA0OP IOKYMEHTOB

d. uMmeroT craHmapTHBIE HAOOp Kak YHpPABICHYECKOW [OKYMEHTAlMM, TaKk |
JOKyMEHTalM{ 00eceurBaloIIero THIa

Bomnpoc 5

Accouanuy 1 COI3bl OTHOCATCS K. ..

Bri6epuTe oauH OTBET:

a. HEroCy1apCTBEHHON KOMMEPUYECKOW OpraHu3aIuu

b. HerocyaapcTBeHHON HEKOMMEPUYECKOH OpraHnu3alin
C. TOCYIapCTBEHHON KOMMEPUECKOH OpraHu3aIiu

d. rocynapcTBeHHOI HEKOMMEPUYECKOH OpraHu3aIiu

BonpocsI k 3auery
1.MudopmManinoHHO-CcIIpaBoYHas (aHATUTHYECKAss WM HH()OPMALMOHHO-aHAJTUTHYESCKAs)
CHUCTEMa JOKYMEHTAIlNd HEroCyJapCTBEHHOW OpraHM3alyud. 3afadd M BHUIbBI TOKYMEHTOB.
Crnenuduxka.
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2. JoxymeHTanus 1mo nHGOPMAITHOHHOMY M TOKYMEHTAIIHOHHOMY 00€CIIeYeHHIO
JesITebHOCTH HETOCYIapCTBEHHOM OpraHn3aliy. 3a/1auu U BUABI JOKyMeHToB. Criennduka
3. OcobeHHOCTH [OKyMEHTANbHBIX (OHIOB HErOCYNapCTBEHHBIX KOMMEPUYECKHX
OpraHu3aiuii.

4. CucteMoii JOKyMEHTalu! 00eCIIeYnBAIOIIETO THUIIA CHCTEMa B HETOCYJapCTBEHHON
opraHu3anuu. 3aaud 1 BUAbI TokyMeHToB. Crienuduka.

5. HomeHkmaTypa fen HerocyjapcTBeHHON opranuzanuu. 6.Croco0b! TOKyMEHTHPOBAHUS
U €T0 Pe3yNIbTATHL

7. TunoBoii cocTaB CHCTEM JOKyMEHTALMH, 00pa3yIOMIUICs B AEATEILHOCTH OpraHU3aIHi.
OO0mas XxapaKTepuUCTHKA.

HTorossnlii TECT O KypCY

Bompoc 1

IOpuanueckass OTBETCTBEHHOCTH 3a pabOTy C JOKyMEHTaMH  IPOSBISIET
TEHICHIIUIO. ..

Bribepure oauH OTBeT:

a. K 0CIIa0JICHHUIO

b. ctabmmeHOCTH

C. K YCWICHUIO

d. k mepepacnpeneneHuIO

Bompoc 2

Kaxoii rocopran mpoBOIUT PEruCTPALNIO FOPUANUECKUX JTHIT?

Bribepure oanH OTBeT:

a. TeppUTOpHATIbHBIE OpTraHbl ['0Cy1apCTBEHHOT0 KOMUTETA 110 CTaTUCTHKE

b. perrnoHanbHbIe oTaeNeHHsT DOHIA COIMATBHOTO CTPaXOBAaHUS

C. TEppPUTOPHAIILHBIN opran MuHucTepcTBa 1o HasoraMm u coopam (MHC) PO

d. TeppuTopuanpHble OpraHbl MUHHCTEPCTBA MO AHTUMOHOIOJBHOM MONHUTHKE U
MIOAZIEPIKKE TIPEAIPUHUMATETHCTBA

Bompoc 3
Kakoii u3 nepedncieHHbIX ToCylIapCTBEHHBIX OPTaHOB IMPHCBAaWBaeT M COOOIIAeT
OpTraHM3aINY KOJbI, XapaKTEPHU3YIOIIUE €0 XO3IHCTBEHHYIO JesTeNbHOCTh?
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BriGepute ofmH OTBET:
a. peruoHaNIbHbIC OoTAeNeHUs DOoHIa COMANBHOTO CTPaXOBaHHUSI
b. TeppuTOopHanbHbIC OpraHbl MHHHCTEPCTBA MO0 AHTUMOHOIOJNBHON TOJUTHKE U

oA P KKe TIPEeITPUHIMATEIIbCTBA

C. TeppUTOpHAIbHBIC OpraHbl [ 0cy1apCTBEHHOTO KOMUTETA MO CTATUCTHKE
d. TepputopuansHbIi opran MuHHCTEpCTBa 10 Hastoram u coopam (MHC) PD
Bompoc 4

HerocynapctBenHbie opranu3aiuuy JSIsTCs Ha ...

BriOepuTe 01MH WM HECKOJBLKO OTBETOB:

a. HEKOMMEPUYECKHUE

b. akmmoHepHbIe

Bomnpoc 5

[TepBrie akimoHepHbIe 00IEecTBa B POCCHM BO3HUKIIY. ..

BriGepute onuH OTBET:

a. B cepeaune XVIII Beka

b. B 1990-x romax

c. B 1922 rony

d. B cepenune XIX Beka

Bomnpoc6
[Ipennpusitrsi, HaXOASIIMECS B YACTHOM COOCTBEHHOCTH, B IIEJIOM IO 3KOHOMHKE

Poccuu coctaBisioT ...

Bri6epuTe oauH OTBET:

a. 50% ot ob1ero 9ncia mpeanpusTai

b. menbiie 1 % ot o0mero yncia npeAnpus T
c. 6omnpire 80% ot oO1iero yncna npeanpusTHIA
d. menbiie 20% ot oOriero yucna npegupus T

Bomnpoc 7

ToproBo-npoMBIIIUIEHHBIE TTAJIATBI OTHOCSTCA K. ..
Bribepure oauH OTBeT:

a. TOCYIapCTBEHHON HEKOMMEPUYECKOM OpraHu3aluu

b. HerocyapcTBEHHOI HEKOMMEPUYECKOH OpraHnu3aIin
C. HEroCyJapCTBEHHOM KOMMEPUYECKON OpraHu3alyu
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d. rocymapcTBeHHOM KOMMEPYECKOW OpraHU3aIin
Bompoc 8

ToBapuiiecTBa COOCTBEHHUKOB JKFITbSI OTHOCATCS K. ..
BriGepute o OTBET:

a. HErocy1apCTBEHHOM HEKOMMepUYEeCKOH OpraHnu3aluu
b. rocyjapcTBeHHON KOMMEPUYECKOH OpraHn3aluu

C. TOCYIapCTBEHHON HEKOMMEPYECKON OpraHu3aluu
d. HerocynapcTBEeHHOW KOMMEPUYECKOH OpraHnu3aliu

Bompoc 9

OO01mecTBa ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO OTHOCSTCS K. ..

Bribepute oanH OTBET:

a. HErocy1apCTBEHHOM KOMMEpPUYECKON OpraHu3auu

b. rocyaapcTBeHHON KOMMEpPYECKOH OpraHu3aliuu

C. TOCY/IapCTBEHHON HEKOMMEPUYECKON OpraHu3aluu

d. HerocymapcTBEeHHOW HEKOMMEPUECKOW OpraHU3aInu

Bomnpoc 10

Tekcr Bompoca

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

Bribepure oanH OTBeT:

a. HaJIOrOBast MHCIIEKITUS

b. pyKOBOAMTEIb JIMKBUAUPYEMON OpraHu3aIiuu

C. yupeauTenu

d. nukBHAAaTOp

OIIK-3.2

3HaeT IIpaBOBLIC HOPMbLI U IIpaBUWJIa OpraHU3aluH,

CHCTCMAaTHU3alluu, KOMIIJICKTOBaHHUA n yue€ra

JAOKYMCHTAJIbBHOI'O U apXUBHOTO (1)OH}_IOB OpraHu3anuunu

IIpakTHyeckoe 3axanue Ne 2

3aganue. UneHTHOUIHPOBATE HOPMATHBHYIO CPeAy MJIsi OAHOM M3 CJIeYIOIIMX
OIl®. CocTraButh OMOIMOrpauyeckuii 0030p. Boioop OII® B ganHoOM 3agaHuu
J0JKeH coBNmaaaTth ¢ BbIOopoM OII® B  KoHTpoabHOIi pabGore (cM. 3agaHue
KonTtposasHoii padoThI).

Crncox OIID

29. Ionnoe mosapuwecmeso
30. Obwecmso ¢ oeparHuyeHHOU OMBemCcmMEeHHOCMbIO.




Kon unaukaropa

WHaukaTop TOCTIKEHHS] KOMIICTCHITHH

O1eHOYHBIE CPEICTBA

3L
32.
33.
34.

35.

36.

37.
38.
39.

40.
41.

Kpecmuwsnckoe (ghepmepcroe) xossiicmao.

Xozalicmeennvie napmnepcmaa.

Tlpouzsoocmeennuiii Koonepamus,

Tompebumenvckux koonepamueos (mobas u3s ciedyrouwux gopm):

34.1. SKATATIHEIH,

34.2. KUITHLTHO-CTPOUTENbHBIN

34.3. rapaxxHblii KOOTIEPaTHB,

34.4, CaJI0OBOTYCCKUN, OTOPOTHUYECKHUM U JAYHBIN KOOTIEPATHUB,

34.5. NOTPEOUTENECKUN KOOTIEPATHB,

34.6. 00IIIecCTBO B3aMMHOTO CTPaxOBaHUS,

34.7. KpPEeIUTHBIN KOOTIEpaTHB,

34.8. ¢doHp mpokaTa,

34.9. CEJIbCKOXO3SHCTBEHHBIN MOTPEONTEIBCKUI KOOTICPATHB.

Obwecmeennble opeanuzayuu (10das u3 credyiowux ¢opm):

35.1. MOJTUTHYECKUE TTAPTHH

35.2. CO3/IaHHBIE B KA4eCTBE OPUAWYECKUX JHI] MPO(ecCHOHATHHBIE COIO3BI
(mpodcoro3Hble OpraHu3aIim),

35.3. OpraHbl OOIIECTBEHHON CaMO/IeATEIbHOCTH,

35.4. TEPPUTOPHATBLHBIE OOIIIECTBEHHBIE CAMOYIIPABICHHS.

Accoyuayuu (cor3svl), (mobas uz credyiowux gopm):

36.1. HEKOMMepYECKHe MapTHEPCTBRA,

36.2. CaMOpETyJIMpYyeMbIe OpTaHU3aIINH,

36.3. oObenHeHUs paboToIaTene,

36.4. 00beIMHEHUS TPOPECCUOHATIBHBIX COIO30B,

36.5. KOOIIEPaTHBOB U OOIECTBEHHBIX OPraHU3AIINMT,

36.6. TOPrOBO-NIPOMBIIIIJIEHHEIE,

36.7. HOTapUAJIbHBIE MAJTaThI.

Tosapuwecmsea coOCMBEHHUKOB HCUbS
Kaszauvu obwecmsa

DoHObI:
39.1. 001I1eCTBEHHBIE
39.2. OnaroTBopuTeNbHbIE HOHIBI.

Penucuosuvie opeanusayuu.
1lybruuno-npagogvie KOMNanuu




Kon unaukaropa

WHaukaTop TOCTIKEHHS] KOMIICTCHITHH

O1eHOYHBIE CPEICTBA

42. Aosokamckue 06pazoeanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3a/laHHME JIOJDKEH OBITh IMPEACTABICH B BHIE 0030pa HOPMAaTHUBHBIX
MPABOBBIX AKTOB.

I[pu uaeHTUGHUKAIIMA HOPMATUBHOM CPEIIbl CIICAYET OMUPATHCS Ha PEKOMEH AN
mn.5. TOCT P HCO 15489-1-2007 «CHUBWU/. VYmnpasienue moxkymeHtamu. OOmrue
TpeOOBaHUS:

HopmartuBHas cpesia BKIIOYAET B CeOSI:

a) 3aKOHBI 1 HOPMATHUBHBIC aKThI, PETYJIHPYIONIHE Chepy ACTOBOM NSSATEILHOCTH B
LEJOM U B CHCIM(UYSCKHX OTpacisiXx, B TOM 4YHCJIE 3aKOHbI M HOPMATHBHBIC aKThI,

OTHOCSIITHECS HETIOCPEACTBEHHO K JTOKYMEHTaM, apXuBaM, JOCTYTIY,
KOHQUICHINANBHOCTH, AO0Ka3aTeNbCTBaM, JJIEKTPOHHOM KOMMEpPIIMH, 3allUTe IaHHBIX,
nHpOpMaLUH;

b) cranmapTsl, OTHOCAIIHECS K TPAKTHUECKOH NesTeNFHOCTH;

C) MpaBWJIa PEKOMEHAATEIHHOTO XapaKTepa, OTPAXKAIOIINE TIEPEJOBOH OIIBIT;

d) 100pOBOJILHO MPUMEHSIEMBIC FITHUSCKUE KOJIEKChI U HOPMBI;

€) uaeHTHQUIUPYyeMbIe COIUAIIbHBIE OXUAAHUSA (TIOTPEOHOCTH), KaCArOIIHUEecs
aJIeKBATHOTO TIOBEJICHYSI B CIIEIIU(PHUIECKOM OTPACIIH WIIA OPTaHH3AIIHH.

Bribupast HopmatuBHbIe ipaBoBbie akThl st OID, cnemyer pacnpenensts ux Mo
YPOBHSM (CM. YPOBHHM HOPMAaTHBHO-METOAMYECKOM 0a3bl B Paznene 2).

IIpu odopMIIeHNN MCTOYHHWKOB YKa3bIBaTh Ha3BaHWE JAOKYMEHTA, ATy W3JaHHA,
aBTOpa, MYHKTBI, TJIaBHI U T.II., PETJIAMEHTUPYIOIIHNE paboTy ¢ JOKYMEHTaMHM, €CJIH He BeCh
HWCTOYHHK TIOCBSIICH TOKYMEHTHPOBAHUIO.

Bce ynomsiHyTBIE B 0030p€ MCTOYHHKH JIOJDKHBI OBITH JelcTByrOmMMU. CtaTyc
WCTOYHUKOB  (AeiicTByrommii / HE  JCWCTBYIONIMIA) CIEAyeT IPOBEPATh IO
nH(popMamoHHO-TIpaBoBEIM nopTaiaMm «Koncymnerantllmocy, «'apaar, «Komexe» u ap.

KonTtpoannas padora
COCTaBHUTH pedepar 1o TeMe:
«JlokymeHTHpOBaHNE MAEATEIHHOCTH HETOCYAAPCTBEHHON oOpraHm3anuu (yKaszaTh
BBIOpaHHYIO OpraHU3alMOHHO-TIPaBOBYIO (opmy)». Buuel opraHu3annoHHO-TIPABOBBIX
¢opm npuBeneHsl Hke. OHU HE TOJDKHBI  TOBTOPSITHCS B TPYIIIIE
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TpeboBanus k pedepary

ConepxaHye TOJDKHO JIEMOHCTPUPOBATH CIICAYIOIINE 3HAHUS U YMEHHUS CTYACHTOB!
3unanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUS OeSMENbHOCMU — He20CYOApPCHEEeHHbIX
opeanu3ayull;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBHIX (POPM HE20CYOAPCMBEHHbIX KOMMEPYECKUX u
HEKOMMEPUECKUX OPeaHU3ayuil;
- MUN0B020 COCMABa CUCmem OOKYMEHMAyuU, GopmMupyroumux OOKYMEHMAIbHuIL (HOHO
He20CYOapCmMEeHHbIX OP2aAHU3AYULL
- Ccnocobo8 u cpedcms OOKYMEeHMUPOBAHUsl, NPUMEHSIEMbIX 8 npoyecce OesimeibHOCHU
He20Cy0apCmeeHHbIX OPaHU3AYULL
- HOPMAMUBHO-NPABOBHIX  AKINOG,  PE2IaMEHMUPYIOWUX  OeImMeIbHOCmb U ee
OOKYMEHMUPOBAHUE 8 HE20CYOAPCIMBEHHBIX OP2AHUAYUSIX.
Ymenue
- cocmaeumv  HOPMAMUBHO-NPABOSYI0  0A3Y  OOKYMEHMUPOBAHUSA — OesMelbHOCHU
KOHKDEMHOU Op2anu3ayuu;
- coCmasumb NPOEKm HOMEHKIAMYPbL 0ell OP2AHU3AYUU, UCX00S U3 MUN0B020 COCMABA
cucmem YNPAasieH4eckou OOKYMEHMAYUY, OPSAHU3AYUOHHBIX U HOPMAMUEBHO-NPABOBLIX
OOKYMEHMO8, Pe2iaMeHmUpyrouux 0esimeibHOCHb He20CyOapCmEeHHOU OP2aHU3AYULL.

Tunosoii niian pedepara

9. XapakTepucTiKa OpraHu3alMoOHHO-TIPaBoBoi (popmer (OI1D) HerocymapcTBeHHON
opranmzanmu. (JKenarespHO mNpHUBIIEYEHHE CTATUCTUYECKUX JAAHHBIX O TOM,
ckonbko B Poccum/ permone/o0macti/ TOpoje 3aperucCTPUPOBAHO OpTraHW3AIMN
nanHoi OI1D).

10. O6mias xapakTepuCTUKa YIpaBiIeHus opranu3anuen ganHoi OI1D.

11. OcHOBHOW COCTaB HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB, PperjaMEeHTHPYIOLINX
NeSTeTbHOCTh HETOCY1apCTBeHHOM oprann3zannu nanHon OIID (cm. [IpakTiaeckoe
3aaHue 2).

12. XapakrepucTuka TOKyMEHTaNbHOTo GoHAa (IOKYMEHTOB, X KOMIUIEKCOB U CHCTEM
MOKyYMEHTanuu, (OPMHUPYIOUIMXCA B  ACSATENBHOCTH  HETOCYAApCTBEHHOMH
OpTaHU3AIIHHN):

®  OpraHM3alMOHHO-TIPaBOBAsI JOKYMEHTAIIHS,
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® [JIaHOBAasA JOKyMEHTALUS;
® pacnopsAMuTeNbHas JOKYMEHTAINS;
WHPOPMALMOHHO-CIIPABOYHAS " CIpPaBOYHO-aHATUTHYECKAS
JOKYMEHTAIUS;
OTYETHAasl JOKyMEHTAIHs;
JIOKYMEHTAIHS TT0 00ECIIEYeHUI0 KaapaMH (T10 JIMIHOMY COCTaBY);
(mHaHCOBas AoKkyMeHTanus (OyXraaTepCKuid yUeT U OTYETHOCTD );
JOKYMEHTAIMA 110 MaTePUAIbHO-TEXHUYECKOMY 00€CTICUEHHIO;
JOrOBOpHAst JOKyMEHTAaIH,
JOKyMEHTallusg IO  JOKYMEHTallMOHHOMY U  HH(POPMALUOHHOMY
00€ECTIeYCeHUIO IESTETHLHOCTH YUPEIKACHUS;
® Jpyrde CUCTEMBI JOKYMEHTAl[UH, BKIIOYas W T€, KOTOPHIE OTPaXKaroT
OCHOBHYIO JIESITEIBHOCTD U T.1I.

13. Ananu3 npuMepHON HOMEHKIATYPHI JIeN HErOCYJapCTBEHHON OpTaHN3aIlnH.

14. CriocoObl U cpeicTBa JOKYMEHTHPOBaHHMS WH(POPMAlMM B HETOCYAapCTBEHHOM

OpraHu3aIuu

15. Tlopsmok XpaHeHHs JOKyMEHTOB HErOCyJapCTBEeHHON opranu3zauny fanHoi OlId.
16. Crmcok nuTepaTypbl © HCTOYHHKOB.

Cmpyxmypa pepepama: TUTYIBHBIN JINCT, OTJIaBIICHHE, BBEJCHNE, OCHOBHAS 9aCTh,
pa3burass Ha MyHKTHl (IyHKTHI O3arjlaBi€HBl), 3aKJIIOYCHUE, CIIMCOK JIUTEPATYpHI,
prIIokeHue (Mpu HEOOXOAMMOCTH).

Obvem pedepara JTODKEH COCTABIATh HE MeEHee 15 cTpaHui (0 CHHCKa
nmutepatypsl) (14 mpudt uepes 1,5 uarepana).

KiroueBble ciioBa M 3arojOBKHM Pa3[esioB JODKHBI MMETh pasHble LIPU(TOBBIE
BBIJICJICHUSL.

HuratHblit MaTepuan pedepara opopMIISIETCS B COOTBETCTBHH C HOPMAaTHBaMHU Hay4HBIX
paboT (CHOCKH ¢ yKa3aHHEM JINTepaTypHOr0 UCTOUYHHMKA, HOMEPA CTPaHUIl 0053aTeNbHbI).
TemaTuka pedepaToB 1o Kypcy

1) Jloxymenmuposarnue dessmensHoCmu NOIHbIX MOBAPULYECTNE

2) Jloxymenmupoeanue OesamenbHOCmu obwecms c 02PAHUYEHHOT]
OMBeMmcmeeHHOCMbIO.

3) Hoxymenmuposarue oesimenrbHOCMU KPECMbIHCKUX ((hepmepcKux) Xo3aticme.

4) Jloxymenmuposarue 0esmenbHOCMU X035UCME8EHHbIX NAPMHEPCMS.
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5) [Joxymenmuposanue dessmenbHOCHU NPOU3800CMEEHHbIX KOONEPAMUBOS.

6) [loxymenmuposanue desmenbHOCMU NOMPeOUMENbCKUX Koonepamueos (BbIOPATh
TO0YI0 U3 CIAeYIOMHX POpM):

7) SKUIHIIHBIH,

8) I KHIMIIHO-CTPOUTEIBHBIH

9) rapaxHblii KOOTIEPATHB,

10) camoBoUECKHiA, OTOPOTHHYECKUI U TAYHbIIH KOOTIEPATHB,

11) noTpeOUTENbCKUI KOOTIEPaTHB,

12) o0miecTBO B3aMMHOTO CTPaxOBaHus,

13) KpeauTHBIH KOOTIEPaTHB,

14) dounn npokara,

15) cenbcKOX03SMHCTBEHHBIN TTIOTPEOUTENLCKUN KOOTIEPATHB.

16) JJoxymenmuposanue Odesmenvnocmu obwecmeennvix opeanusayuti  (BHIOPATH
JO0YI0 U3 CAeIyrOIUX Gopm):

17) nonuTHyeckue napTum,

18) cozmanHble B KAayecTBE IOPUAMYECKHX JIHI[ MPO(PECCHOHAIBHBIC  COO3BI
(mpodcoro3Hble OpraHu3aIim),

19) opranbI 00IIIECTBEHHOM CAMOIEATENHLHOCTH,

20) TeppuTopHanbHbIE OOIIECTBEHHBIE CAMOYIIPABJIEHHS.

21) loxymenmupoeanue desmenvnocmu accoyuayuii (coto3o6), (BHIOpaTh IHOOYI0 U3
cnenyromux Gopm):

22) HEeKOMMepUYECKUe MapTHEPCTBA,

23) camoperyiupyemMble OpraHu3aluH,

24) obbenuHeHus paboToaarenei,

25) o0beauHeHns MPodecCHOHAIBHBIX COI030B,

26) KoOnepaTUBOB M OOLIECTBEHHBIX OPraHU3aLHNi,

27) TOProBO-IPOMBIIIJICHHBIC,

28) HOTapHaabHbIE MTAATHL.

29) [oxkymenmuposarue OesimenibHOCHU MOBAPULECME COOCMEEHHUKO8 HCUNbSL.

30) Hoxymenmuposanue oessimenrbHOCMU KA3a4bUX 00Ujecms.

31) [lokymenmuposanue oesmenvrocmiu (porooe (BHIOPATH JIIOOYI0 M3 CIIETyFOLTHX
hopm):

32) obuiecTBeHHbBIE

33) 61aroTBOPHUTENBHBIE (DOH/IBI.
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34) Hoxymenmuposarue 0essmeibHOCMU Peiueuo3HbIX OPAHU3AYULL
35) Jlokymenmuposanue oesmenbHoCmu NyOIUUHO-NPABOSLIX KOMNAHULL
36) Hoxymenmuposanue 0esmeibHOCmu A08OKAMCKUX 00PA308aHULL.

OIIK-3.3

Pa6oraer c KOPHOpPaTUBHOM CHUCTEMO

,Z[OKYMCHTOO6OPOT3, B TOM YHCJI€ DJJICKTPOHHOIO,

B

COOTBETCTBHH C TPABOBBIMH HOPMaMH MPOQpEeCcCHOHATBHON

cpeapl

KonTtpoannas padora
COCTaBUTH pedepart 1o TeMe:
«/loKkyMeHTHUpOBaHUE AEATEIBHOCTH HErOCYAAapCTBEHHON opraHuzauuu (ykasaTb
BBIOpaHHYIO OpraHM3allMOHHO-TIPaBOBYIO (opMmy)». Bumel opraHu3annoHHO-TIPABOBBIX
¢opm npuBenensl Hwke. OHU HE NOJDKHBI  TOBTOPSITHCS B TPYIIIIE

TpeboBanus x pedepaty

ConeprkaHre TODKHO JeMOHCTPUPOBATH CIEAYIOIINE 3HAHUS M YMEHHUS CTyIEHTOB:
3uanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUS  OCSIMENbHOCINU  He20CYOapCmMEeHHbIX
opeanuzayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (HOPM HE20CYOAPCMEEHHBIX KOMMEPYECKUX U
HeKOMMepYeCKUX opeanHu3ayull,
- MUNno0B020 COCMABa CUCmem OOKYMEHMAyuu, GopMupyroumux OOKYMEHMAIbHbIL (DOHO
He20Ccy0apCcmeeHHbIX OP2aHU3AYULL;
- cnocobos u cpedcme OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8 npoyecce OesmeibHOCmU
He20Cy0apCmEeHHbIX OPaAHU3AYULL
- HOPMAMUBHO-NPABOBBIX  AKMOB,  PE2IaAMEHMUPYIOWUX  OesIMeIbHOCmb U ee
OOKYMEHMUPOBAHUe 8 He20CYOapPCMBEHHbIX OP2AHUZAYUSIX.
Ymenue
- cocmaeums  HOPMAMUBHO-NPABOSYID  0A3y  OOKYMEHMUPOBAHUS — OesimelbHOCHU
KOHKPEemHOU Op2aHU3ayull;
- cocmasums NPOeKm HOMEHKIAMYPbl 0ell OPeaHUu3ayuu, Ucxoos u3 munogoco Cocmasd
cucmem YNpaeienueckol OOKYMeHmMayuu, OpeaHu3ayUOHHbIX U HOPMAMUBHO-NPABOBHIX
OOKYMEHMO8, PelaMeHmMUpYIowux 0esmeibHOCMb He20CYOapCmMEeHHOU OPeaAHU3AYUL.

TunoBoii miaH pedepara
17. XapakTepucTHKa OpraHu3anuoHHO-TpaBoBoil hopmbl (OIID) HerocyaapcTBEHHOM
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18.
19.

20.

21.
22.

23.
24,

opranmsanuu. (OKenarenbHO mNpHUBIIEYEHHE CTATUCTUYECKUX MAAHHBIX O TOM,
ckonbko B Poccun/ permone/o0nacti/ ropojae 3aperucTpUpOBAHO OpraHW3ALMN
nmaxHou OIID).
OO0mas xapakTepuCTHKa yIpaBleHus opranuzanueit nanaoi OI1D.
OCHOBHOHIl cOCTaB HOPMAaTHUBHO-IIPABOBBIX JOKYMEHTOB, PpEIVIaMEHTHPYIOIUX
JesITeNbHOCTD HEerocyAapcTBeHHOM opranu3anuu qanHon OII® (cum. [Ipaktuueckoe
3a/1aHue 2).
XapakTepucTHKa TOKYMEHTAILHOTO (POH/Ia (IOKYMEHTOB, UX KOMILUIEKCOB M CHCTEM
JOKyMEHTallud, (QopMUpyOIUXCS B JCATENbHOCTH  HETOCYAapCTBEHHOM
OpTraHM3aIlNN):

®  OpraHU3alMOHHO-TIPaBOBAasl JOKYMEHTAIUA,

®  TUIAHOBAs JOKYMEHTAIVS;

e pacnopsauTeabHast JOKYMEHTAINs;

e  HH(POPMANMOHHO-CIIPABOYHAS u CIIPaBOYHO-aHATUTHYECKAS
JOKYMEHTALHS;
OTYETHasl JOKyMEHTALHS;
JOKYMEHTAlMs 10 00ecIeueHHI0 KagpaMu (10 JINYHOMY COCTaBY);
(hmHaHCOBas AoKyMeHTanus (OyXraaTepCKuid yUeT U OTYETHOCTD);
JOKYMEHTAIMs 110 MaTepPUAIbHO-TEXHUYECKOMY 00€CTICUEHHIO;
JOrOBOpHAst JOKyMEHTalH,
JOKyMEHTallMusg 10  JOKYMEHTallMOHHOMY W  HH(POPMaLUOHHOMY
00€ECTIEYCHUIO JIETETbHOCTH YUPEIKACHUS;

® JIpyru€ CHUCTEMBI JOKYMEHTAllMH, BKJIIOYas M T€, KOTOpPbIE OTPaKaroT

OCHOBHYIO JIESITEIBHOCTD U T.1I.

AHanu3 NpUMEpPHOIl HOMEHKIIATYPHI 1€ HEroCy 1apCTBEHHOM OpraHU3allty.
CriocoObl U cpesicTBa JIOKYMEHTUPOBaHUS WH(OpMAIMA B HETOCYJApCTBEHHON
OpraHM3alNN
[Topsanok xpaHeHus: JOKyMEHTOB HETOCYy1apCTBEHHOM opranusanyu gqanHoi OI1d.
Crircok MTepaTypsl 1 HCTOYHHUKOB.
Cmpyxmypa pepepama: TUTYIBHBIN JINCT, OTJIaBIICHHE, BBEJCHUE, OCHOBHAS YaCTh,

pa3burtas Ha MyHKTHl (TMYHKTHI O3arjlaBi€HBl), 3aKIIOYEHHE, CIMCOK JINTEPaTyphl,
npuiokeHue (Ipu He0OXOIUMOCTH).

Obvem pedepara TODKEH COCTABIATh HE MeHee 15 cTpanuil (IO CHHCKa

surepatypsl) (14 mpudT yepes 1,5 unrepsana).
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KiroueBpie cioBa M 3aroilOBKH pa3leloB AODKHBI WUMETh pa3Hble HIpU(TOBBIE

BBIJICTICHMUSL.
[uratHbit MaTepuan pedepara opOPMISIETCS B COOTBETCTBHH C HOPMAaTHBaMHU Hay4HBIX
paboT (CHOCKH ¢ yKa3aHUEM JIUTEPaTypPHOT0 ICTOYHHKA, HOMEpa CTPAaHUI] 00S3aTeNIbHBI).

TemarTnka pedeparos mo Kypcy

1) JHoxymenmuposanue dessmenbHocmu nOAHbIX MOBAPULECNE

2) Jloxymenmupoeanue OesmenvHOCmu obwecms c 02PaHUYeHHOLl
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposarue OessmeibHOCMU KPeCMbsHCKUX ((hepmMepCKux) Xo3iicme.

4) dokymenmuposanue 0esimenbHOCMU XO3aUCHMEEHHbIX NAPIHEPCME.

5) Joxymenmuposanue desmenbHOCHU NPOU3BOOCBEHHBIX KOONEPAMUBOS.

6) Hoxymenmuposanue OessmenbHOCMU NOMPeOUMENbCKUX KOOnepamueos (BhIOPATH
MO0YI0 U3 clenyromux Gopm):

7) KUJIMIIHBIHA,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapaKHbII KOOIIEPATHUB,

10) cagoBoIUeCKHil, OTOPOAHUIECKUHN U JaYHBIH KOOIIEPATHB,

11) noTpeOuUTENbCKUi KOOTIEPATHB,

12) o61iecTBO B3aMMHOT'O CTPaxOBaHMUS,

13) KpeauTHBIH KOOTIEPATHB,

14) doux npokara,

15) cenbckoX03SMCTBEHHBIN TOTPEOUTENTBCKHI KOOTIEPATHB.

16) Jloxymenmuposanue Odesmenvrnocmu obwecmeennvix opeanusayuti (BHIOPATH
JII00YI0 U3 caeayroImux Gopm):

17) nonuTHyeckue napTum,

18) cozmaHHble B KayecTBE IOPUAMYECKHX JIHMI[ MPO(GECCHOHAIBHBIE  COO3bI
(podcoro3HbIC OPraHUu3aIum),

19) opranbl 00IIECTBEHHON CaMOICSTEIBHOCTH,

20) TeppuropHanbHbIE OOIIECTBEHHBIE CAMOYIIPABIIECHUS.

21) Jloxymenmuposanue desmenbnocmu accoyuayuii (coto3oe6), (BHIOpaTh NHO0YI0 U3
cnenyrmux Gopm):

22) HeKOMMepUeCKUe MapTHEPCTBA,

23) caMoperyaupyeMblie OpraHu3aInm,
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24) o6benuHeHns paboToaTenei,

25) o0beauHeHns MPOodeCcCHOHAIBHBIX COI030B,

26) KoOIepaTHBOB 1 OOIIECTBEHHBIX OPTaHU3aIINi,

27) TOProBO-IPOMBIIIJICHHBIC,

28) HoTapHaIbHbIC MANATHI.

29) Joxymenmuposarue 0esimeibHOCU MOSAPULECE COOCMBEEHHUKOS HCUTbSL.

30) Hoxymenmuposanue oessmenrbHOCMU KA3a4bUux 00ujecms.

31) Jlokymenmuposanue oesmenvrocmu (porooe (BHIOPATh JIIOOYI0 U3 CIIETYIONTHX
hopm):

32) o0mIeCTBEHHEIE

33) GimaroTBOpHUTEIbHBIC (POHIIBI.

34) Joxymenmuposarue 0essmeibHOCMU PeIueUo3HbIX OPAHUZAYULL

35) Jlokymenmuposanue oesmenbHoCmu NyOIUUHO-NPABOSLIX KOMNAHUIL.

36) Hoxymenmuposanue oesmeibHOCmu A080KAMCKUX 00PA308aHULL.

OIIK-2 CnocoGen HaXOAUTH OPraHU3aMOHHO-YIPABJIeHYeCKHEe PellleHns MPHU pellieHnu 3a1a4 B cdepe cBoeii npodeccHoHATbHOI 1eITeJIbHOCTH

OIlK-2.1

Omnpenensier meind W 3aja4d YOpaBJeHUs B cdepe cBoei
po(heCCUOHAIBHOM IEATENbHOCTH

Bompoch k 3auery
1.0co0eHHOCTH JOKYMEHTAIbHBIX (POHIOB HETOCYNAPCTBEHHBIX HEKOMMEPUYECKHX

OpraHU3alNM.

2. JIOKyMEHTHPOBaHHE JACATEIILHOCTH MPOPECCHOHANBHBIX COI030B
3. JIOKyMEHTHPOBaHHE JCATEIBHOCTH PEJIMTHO3HBIX 00hEIUHEHHIA
4. JIoKyMEHTHpOBaHHE JAEATEIHHOCTH aKIIMOHEPHBIX OOIIECTB. YTpaBleHUECKas

JIOKYMEHTAITHSI.

5. JIokyMeHTHUpOBaHUE ACATEIBHOCTH aKIMOHEPHBIX O0INeCTB. BBINMYyCK MEHHBIX

OymMar.

6. HomenkiaTypa €1 Herocy1apcTBEHHOM OpraHu3alyu.
7.Crioco0bI JOKYMEHTHPOBAHUS U €T0 PE3yIbTaTHI.

HToroswblii TECT IO KypCY
Bompoc 1
Kakas w3 mnepeuncnennpix cucreM mpokymentarmn HE OTHOCUTCH x

yIPaBIEHYECKOM?

Bribepure oauH OTBeT:
a. CucreMa 3KOJIOTHYECKOHN IOKYMEHTAIIUN
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b. Cuctema ¢prHAHCOBOI TOKYMEHTAIHH
C. loxyMeHTanus 1o MaTepuabHO-TEXHUYECKOMY 00eCIeueHHIO
d. Crucrema ToroBOpHON TOKyMEHTAIINH

Bompoc 2

YkaxuTe NpaBUIbLHOE MPOJODKCHUE (Ppasbl «J{oKyMeHTaIMsl Mo pPBIHKY ICHHBIX
Oymar...»

Bribepure oauH OTBeT:

a. HE BXOJIUT B HOMEHKIIATypy Jel, TaKk KaKk He OTHOCUTCA K KOMIIETEHIIUU OTAema
JIEIOTIPON3BOJICTBA

b. BXOAHUT B HOMEHKJIATYPY e PH YCIOBUHU HATMYUS PE3EPBHBIX Pa3/IeiOB

C. HE BXOJUT B HOMEHKIJIATYpy Aesl AQO, Tak KaK He SIBISICTCS YIIPaBICHUIESCKOM

d. BxoauT B HOMeHKIIATypy nei AO HapaBHE ¢ JPYTUMU CHCTEMaMU

Bomnpocsl k 3auerty

1.Opranu3aniMiOHHO-TIPAaBOBasl ~ CHUCTeMa  JOKYMEHTAIlMM  HETrOCyAapCTBEHHOM
OpraHM3aiuy. 3a1aud U BUIbI JOKYMeHTOB. Crieruduka.

2. IInaHoBas cucTemMa TOKYMEHTAIIMH HErOCyIapCTBEHHOW OpraHHW3alliu. 3a/add U
BH[IBI JOKyMeHTOB. Crieruduka.

3. PacnopsamuTenpHas CUCTEMa JOKYMEHTAIIMHM HETOCYIapCTBEHHON OpraHU3allvu.
3amaun u BUABI TOKyMeHTOB. Criennduka.

4. OT4eTHOHN cucTeMa AOKYMEHTalUU HEroCyAapCTBEHHOM OpraHu3alud. 3aJadd U
BH/JIbI JOKyMeHTOB. Crieruduka.

5. Cucrema KaJipoBO# JOKyMEHTAllMH HETOCYAapCTBEHHON OpraHu3aluu. 3ajadud u
BH[IBI JOKyMeHTOB. Crieruduka.

6. Cucrema (puHAHCOBOW JOKYMEHTAIIMKM HETOCYIaPCTBEHHOW OpraHu3aiuu. 3agadu
U BUBI TOKyMeHTOB. Crienuduka.

7. CucreMa 10roBOPHOM TOKYMEHTAMU HErOCYAapCTBEHHON OpraHu3aluy. 3a1auu 1
BH/JIBI JOKYyMeHTOB. Crieruduka.

8. JoxymeHTarus 1o MaTepUATbHO-TEXHUIECKOMY 00€eCTIEYEHUTO
HEroCyJIapCTBEHHOW OpraHM3aiuy. 3aja9d ¥ BUIbI JOKyMeHTOB. Crienuduka.

HToroBsblii TECT O KYpPCY
Bompoc 1
CucteMaTu3upOBAHHBIN MEPEUYCHb 3ar0JIOBKOB €, CO3/1aBa€MbIX B OpraHU3alINH, C
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yKa3aHHEeM CPOKOB MX XPaHEHUs Ha3bIBACTCH. . .
Bribepute oauH OTBeT:
a. HOMEHKJIATypa J1eJ
b. cucremoii JOKyMeHTaUN
C. JOKyMEHTAILHBIM (hOoHIIOM
d. neaom
Bompoc 2

Opranun3zanysi, KoTopasi opMUpPYET JOKYMEHTAIbHBIN ()OH], HA3BIBACTCA ...

Bribepure oauH OTBeT:
a. JOPUANIECKOE JIHIIO
b. pornoobOpazoBarens
C. IOJOTYETHON

d. ¢pusnyeckoe nuio
Bompoc 3

IlepcoHanbHyt0 ~ OTBETCTBEHHOCTh  3a  JOKYMEHTBHI,

HETOCYJapCTBEHHOU OpraHU3alli, HECYT ...
BriGepute onuH OTBET:
a. AKUIHOHEPHI
b. BCe OTBETHI BEPHBI
c. PykoBonurenu opranusanuil
d. Yupenurenu opranuzanuit
Bompoc 4

oOpasyromuecs B

PesynbTaTomM qOKyMEHTHPOBaHUS IESATEIBHOCTH OPTraHU3aUi SBISCT/IOTCS:

BbiGepuTe 0IMH WITH HECKOJIBKO OTBETOB:
a. KOMILIEKCHI IOKYMEHTOB

b. HOMEHKJIaTypa Jie

C. TOKYMEHTBI

d. cuctembl TOKyMEHTAIUH

Bompoc 5

Kakyro cucremMy JOKyMeHTallH JUKBUIMPOBAHHOM

HErocyJ1apCTBEHHOU

opraHusanuu Cy21€6HLIe WHCTAaHIIUH 00SI3BIBAIOT IIPUHATH FOCYJIapCTBeHHBIP'I NI

MYHHIINTIATHHBIN apXHB Ja’ke B CIlydae OTCYTCTBHUS JT0TOBOpa?

Bribepure oauH OTBET:
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a. CHCTeMY JIOKYMCHTAIIUH 110 INYHOMY COCTaBY
b. cucremy (hHAHCOBOI TOKYMEHTAIHH

C. PACTIOPSIUTEIBHYIO CUCTEMY TOKYMEHTAIHH
d. TOrOBOPHYIO CHCTEMY JIOKYMCHTAIIUH

OIIK-2.2

Hcronb3yeT OCHOBHBIE METOIbl W TPHEMbBI OpraHH3aIlHH,
IJIAaHUPOBAaHUA, MOTHBalWK, KOOpAWMHAIMU W KOHTPOJIA
MPOIIECCOB B chepe CBOeH MpodheCCUOHANBHOMN JIeATSIbHOCTH

IIpakTuyeckoe 3aganue Ne 2
3ananue. UnenTnuuupoBaTs HOPMATUBHYIO Cpely AJIsI OQHOM M3 CJAeAYIOIMNX

OIl®. CoctraButh OubaAHOrpaduyeckuii 0630p. Beigop OII® B ganHom 3agaHuu
A0JKeH coBnaaare ¢ BbIOopoM OII® B  KoHTpoabHOIi palore (cM. 3agaHue
KouTtposasbHoii padoThI).

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

49.

50.

Crnucok OII®
Ilonnoe mosapuwjecmeo
Obwecmeo ¢ oepanuieHHOU 0MmeencmeeHHOCMbIO.
Kpecmuvsauckoe (pepmepckoe) xozaticmeo.
Xosaticmeennvle napmuepcmaa.
IIpoussoocmeennviii Koonepamus,
Tompebumenvckux koonepamusog (1obas u3 ciedyrouwux Gopm):

48.1. JKUITHIIHBIH,

48.2. KUTHITHO-CTPOUTETHHBIN

48.3. rapaxxHbli KOOTIEPaTHB,

48.4. CaJI0BOTYECKHIA, OTOPOTHMYECKUI 1 TauHBIH KOOTIEPATHB,

48.5. NOTPEeOUTENECKUN KOOTIEPATHB,

48.6. 00IIIECTBO B3aUMHOTO CTPAaxOBaHUS,

48.7. KpEIUTHBIN KOOTIepaTHB,

48.8. ¢doHJ mpokaTa,

48.9. CEJIbCKOXO3SHCTBEHHBIN MTOTPEOUTEILCKUI KOOTIEPATHB.

Obwecmeennvie opeanusayuu (100as u3 creoyiouux Gopm):

49.1. MTOJINTUYECKHUE TAPTHU

49.2. CO3/IaHHBbIC B KA4eCTBE IOPUANYECCKUX JIHI[ MPO(ECCHOHATBHBIE COHO3BI
(mpodcoro3HbIe OpraHu3alym),

49.3. OpraHbl OOIIECTBEHHON CaMOJISATEITLHOCTH,

49.4. TepPUTOPHAITIbHBIC OOIIIECTBEHHBIE CAMOYTIPABIICHHSL.

Accoyuayuu (coioset), (mobas uz credyowux opm):
50.1. HEKOMMEPYECKHE TAPTHEPCTBA,
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50.2. CaMoperyJIupyeMble OpraHu3allvy,

50.3. o0beauHeHus paboTonaTenei,

50.4. 00beuHEHUS TTPO(HECCHOHANTBHBIX COI030B,
50.5. KOOIICPATHBOB M OOIIECTBEHHBIX OpPTaHU3aIlHH,
50.6. TOPTOBO-TIPOMBILIIICHHEIE,

50.7. HOTAapUAJIbHBIE MAJATHI.

51. Tosapuwecmsea co6CmMBEHHUKOB HCUTIbL
52. Kazauvu obwecmsa

53. @onovi:
53.1. 00IIIeCTBeHHBIE
53.2. OyaroTBOpUTENbHEIE (DOH/BI.

54. Penueuosuvie opeanuzayuul.
55. Ilybauuno-npasosvie KomMnaruu
56. Aosoxamckue obpazosanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3aJaHHe JOJDKEH OBITh NPEACTaBJICH B BHJE 0030pa HOPMATHBHBIX
MPABOBBIX AKTOB.

[Tpu uaeHTUUKAIIMKE HOPMATUBHOMN CPEIbI CIIEAYET OMUPAThCA HA PEKOMEHIAINU
mn.5. TOCT P HCO 15489-1-2007 «CHUBWU/. VYmnpasieuue moxkymeHtamu. OOmiue
TpeOOBaHMS»:

HopmarugHas cpesia BKIto4aeT B ceOs:

a) 3aKOHBI 1 HOPMATHUBHBIE aKThI, PETyIUpyoNHe chepy AeI0BOM NeSITETHOCTH B
LEJIOM M B CHEIU(PHUUCSCKUX OTPaCiiix, B TOM YHCJE 3aKOHbI U HOPMATHBHBIC aKThI,

OTHOCSIIINECS HETIOCPEICTBEHHO K JOKyMEHTaM, apXxHBam, JOCTYILY,
KOH(HUICHINAIBHOCTH, AO0KA3aTeNbCTBaM, JJIEKTPOHHOM KOMMEPIMH, 3allUTe IaHHBIX,
nH(popMaIny;

b) cranmapThl, OTHOCAIIMECS K TPAKTHUECKOH e TeILHOCTH;

C) MpaBWJIa PEKOMEHAATEIHHOTO XapaKTepa, OTPAXKAIOIINE TIEPEOBOH OIIBIT;

d) 100pOBOJILHO MPUMEHSIEMbIC FITHUCCKUE KOJIEKChI U HOPMBI;

€) waeHTH(PHUIMpPYyEeMbIe COIMAIBHBIE OXUIAHUS (IMOTPEOHOCTH), KaCarOIIHECS
aJICKBATHOTO TIOBEJICHUSI B CIICIIU(PUISCKOMN OTPACIIH WIIH OPTaHH3AIIHH.

Bri6upas HopMaTuBHbIe TipaBoBbIe akThl s OIlD, crnemyer pacnpenenars ux 1mo
YPOBHSIM (CM. YPOBHH HOPMAaTHUBHO-METOINYECKOM 0a3nl B Pazaene 2).
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IIpu odopMiIeHNN WCTOYHHWKOB YKa3bIBaTh Ha3BaHWE AOKYMEHTA, JAaTy W3JaHHA,
aBTOPA, IYHKTBI, TTaBHI U T.I., PETJIAMEHTUPYIOIIUE paboTy ¢ TOKyMEHTaMH, €Cli HE BeCh
HACTOYHHK HOCBSIICH JOKYMEHTUPOBAHUIO.

Bce ymomsiHyTBEIE B 0030pe MCTOYHHKH JOJDKHBI OBITH AeicTByrommMH. CtaTyc
WCTOYHUKOB  (AeWcTByIOmmMiA / HE  JCHCTBYIONIMIA) CIEAyeT IPOBEPSATh IO
nH(pOpMaIMOHHO-TIPaBoBbIM noptaiaMm «KoncynbranTlLitocy, «Capaary, «Komekey» u ap.

IIpakTuyeckoe 3aganmne Ne 1
3aganue. CHpoeKTHPOBATh HOMEHKJATYPY JeJd OJHOH HerocyiapcTBeHHO
OPraHM3alMM 110 UCXOAHBIM ycaoBusaM. HasBaHus opranu3anuii BbIMbIILJICHHbIE.

1. Haspamme oprammsammu — OOO «Bwicota» 1. ExatepunOypr; cdepa
JEeSITETBHOCTH — CTPOUTENBCTBO (3aCTPOUIIUK).

2. HazBanme opranmzamuu — KpectbsiHckoe (pepmepckoe) xo3siiicTBo «CanaBaT»
PecrryOnmka bamkoprocTan; cdepa aesrensHOCTH - Cenbckoe

3. HazBanue opranuzanuu — CHT «Ypoxaid» 1. YensOunck; cdepa AeaTebHOCTH -
CanoBOACTBO, OTOPOAHUYECTBO U TaYHOE XO3AHCTBO.

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

5. Ha3Banme opranmzamum — Xo3siicTBeHHOe mapTHepcTBO «Kypc» T. Mocksa;
cdepa eI TeTbHOCTH - TOPrOBO-3aKyOYHAs AEATEILHOCTD.

6. Hasanme opranmsamuu — OOO «Asrotopr» r. Kamunauurpan; cdepa
nestensHocth — ToproBma. KomuccnoHHBIE MarazwHbl MO TOProBiI€ TPaHCHOPTHBIMHU
CpecTBaMH.

7. Haspanme oprammzammm — monHoe toBapumectBo (IIT) «lmzemsy»; cdepa
JeSITENBHOCTY - He(pTera3o100bIBaIOIINX TPOU3BOICTBO.
8. Hazsanwue opranmzanym — OOO «IluakepToH»; cdepa aesTensHOCTH — YacTHAS
JETEKTUBHAS U OXPaHHAs JIeSTeIbHOCTD, areHTCTBO.
9. Hazpanue opranmzauuu — UII «MBanoB M.N» pexnamubiii xypHan «Cdepar;
chepa ngestenbHocTH - CpejicTBa MaccoBoit nH(opMariuu. Pekiiama.
10. Ha3BaHue opraHu3aluy — acCOLMAIMs TypareHTOB M TyporepaTopoB «biok»
r. Camapa; cdepa OEATENBHOCTH — TYpPUCTCKas JAEATENBHOCTb, 3aIllUTa HWHTEPECOB
TypareHToB, TypOIepaTOpOB, TYPHCTOB.
/!!Homep 3a0anus, ebloupaemoeo 0Jis1 anaiusd, coomeemcmayem nopsaokoeomy
Homepy hamunuu cmydenma @ cnucke epynnel. Ecau 6 epynne 6onel 0-mu yenogex, mo,
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HA4UHas ¢ 00OUHHAOYAMO20 cmyoeHma, omuem 3a0anuti Hayunaemcs ¢ Ne 1.
Memoouueckue pexomenoayuu

s BBIONTHEHHS 33JaHUsl OPUEHTHPOBATbCA HAa TEOPETHYECKUH Marepual
Pa3znenos 1 u 2.

B HoMmeHkJaType MAOMKEH OBITh OTpPaXEH BeCh JOKYMEHTaJbHBIH (OHI,
MIPEICTaBICHHBIA YIIPABIIEHYECKON JOKYMEHTAINEeH 1 JOKyMEHTaInell 00eceunBaroero
THUIIA.

HanmeHoBaHMs 3aroJ0BKOB pI(SA) ¢ HCO6XOI[I/IMO CBEpATH C THUIIOBBIMHU HNEPCUHAMU
ApXUBHBIX JOKyMeHTOB (cM. Mcrounukn). Obs3arensHo cienyer n3yuntb 'K PO B wactu,
kacaromieiics BeiOpanHOW OIID, u denepanbHBIME 3aKOHAMH II0 yKa3aHHBIM BHIAM
JIEATEIbHOCTH; YYUTHIBAUTE MPU NPOECKTHPOBAHUU HOMEHKIIATYp HOPMATUBHBIE IPABOBBIE
aKThl cyObekTOB P® 1 uX TeppuTOpHANBHBIX 00pa30BaHUH.

IIpyn nmpoeKTHPOBAaHUK HCIOIB30BATH THIOBYIO TaONHIy (HOpMBI HOMEHKIJIATYPBI
JIeJT cM. Taduity 1.

Tabauna 1

dopma HOMEHKJIATYPHI JIeJI OPraHU3alun

CpoKk XpaHeHHud Jejia U

Hnpexc KoJ-Bo en. p p A

3aroJioBoK gejia Ne ctatbn [pumevanns
aesa xp.
no Ilepeynro
1 2 3 4 5
HUemounuxu

6. denepanbHblii 3akoH ot 22.10.2004 N 125-D3 "O6 apxuBHOM Jienie B Poccuiickoit
®denepaunn”

7. TlepeueHb THUIOBBIX YIPaBICHUYECKUX APXHUBHBIX JIOKYMEHTOB, 00pa3yroIIuxcs B
Ipolecce JAEATENIbHOCTH T'OCYJapCTBEHHBIX OpraHOB, OpraHoB MECTHOIO
CaMOYIpaBI€HUs] M OpraHu3aluil, C yKa3aHHEM CpPOKOB HMX XpaHEHHs', YTB.
[Ipukazom MunkyneTypsl P® ot 25.08.2010 N 558 (cMm. ykaszareiab BHIOB
JIOKYMEHTOB K HEMY);
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8. Ilepeuens TUIOBBIX apXMUBHBIX JOKYMEHTOB, o0pazyromuxcs B
HAyYHO-TEXHUYECKOM W TPOW3BOJICTBCHHOW MAEATENFHOCTH OpraHu3alui, c
yKa3aHHeM CpPOKOB XpaHeHus, yTB. [Ipukazom MunkynsTypsr PO ot 31.07.2007 N
1182 (cM. ykazaTens K HEMY);

9. CnpaBounas wunpopmanms: "Cpoku XpaHEeHHS JOKYMEHTOB OpraHu3alui”
(Matepuan MIOATOTOBJIEH crenuaIrucTaMu Koncynpsrantllntoc) /
Koncynsrantllmtoc. —Pexum JOCTyMa:
http://www.consultant.ru/document/cons doc LAW 121777/

10. HonoxkeHne 0 MOPAIKE U CPOKAX XPaHEHHs JOKYMEHTOB aKIIMOHEPHBIX OOLICCTB,
yTB. [loctanoBneanem ®KIb PO ot 16.07.2003 N 03-33/mc.

OIlK-2.3

Ymeer UICHTU(DUIINPOBATH TpeOOBaHUSA
HOPMATUBHO-TIPABOBOM Cpeibl K CBOCH MpPOQheCCHOHABHOM
JIEATEIBbHOCTH U ACSITENIBHOCTH OpraHU3aluu

KonTtpoannas padora
CocTtaBuTh pedepar 1mo Teme:
«JloKyMEHTHpPOBaHHE JAEATEIBHOCTH HETOCYAAapCTBEHHOM OpraHu3anuy (yKas3aTh
BBIOPaHHYIO OpraHU3alMOHHO-TIPaBOBYIO (opMmy)». Bumel opraHu3annoHHO-TIPAaBOBBIX
¢opm npuBeneHsl HKe. OHU HE TOJDKHBI  TOBTOPSITHCS B TPYIIIIE

TpeboBanus k pedpepaty

ConepxaHye T0JDKHO JEMOHCTPUPOBATD CIIEAYIOIINE 3HAHUS 1 YMEHHS CTYACHTOB!
3nanue:
- cneyuguueckux uyepm OOKYMEHMUPOBAHUA OeaMeNbHOCMU  He20CYOapCmBEeHHbIX
opeanuzayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (OPM HE20CYOAPCMEEHHBIX KOMMEPUECKUx u
HEeKOMMepPYecKUX Op2aHu3ayull;
- MUN0B020 coCcmasga cucmem OOKYMEHMAayuu, Gopmupyioumux O0OKYMeHMATbHul Gono
He20Cy0apCmeeHHbIX OpeaHU3ayull;
- cnocobog u cpedcme OOKYMEHMUpPOBaHUs, NPUMEHAEMbIX 8 npoyecce OesmeibHOCHU
He20CcyO0apCmeenHblX Opeanu3ayull;
- HOpMAMUGHO-NPABOBGLIX  AKINOG,  PElaMEHMUpyIOWux  OesimeibHOCms U ee
OOKYMeHmMUpoBanue 8 He20cy0apCmeeHHblX OpeaHU3ayusx.
Ymenue
- cOCmagumv  HOPpMAMUEHO-NPABOYI0  0a3y  OOKYMEHMUPOBAHUsL  0esimenbHOCHU



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,

- cocmaesums npoeknt HOMEHKIamypbol den opeaHusayuu, UCX0051 U3 MUNOBO20 COCMABA
cucmem ynpaeﬂeHQeCKoﬁ OOKymeHmab;uu, OpPcaHU3AYUOHHBIX U HOPMAMUBHO-NPABOBbLIX
OOKyMeHWIO& pezcramermupyromux oesimenbHOCMb Heeocy()apcmeeHHOﬁ opeaHuzayuu.

Tunosoii mnJaH pedepara

25.

26.
27.

28.

29.
30.

XapakTepucTHKa OpraHU3almoHHO-TIPaBoBoi (opmel (OI1D) HerocymapcTBEeHHOM
OopraHuv3anuu. (}KCHaTCHBHO MMPUBJICUCHUEC CTATUCTUYCCKUX [JAaHHBIX O TOM,
ckonbko B Poccun/ permone/o0nacti/ ropoje 3aperucTpUpOBAHO OpTaHW3AIMN
nmaxHou OIID).

OO0mas xapakTepuCTHKa yIIpaBleHus opranu3amueit nanaoi OI1D.

OCHOBHOIl cOCTaB HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB, pErJIaMEHTHPYIOMINX
JeSTeNIbHOCTh HETOoCyAapcTBeHHOM opranu3zanuu nanHon OII®D (cM. [IpakTuueckoe
3a/1aHue 2).

XapakTepucTHKa TOKYMEHTAILHOTO (POH/Ia (IOKYMEHTOB, UX KOMILUIEKCOB M CHCTEM
JOKYMEHTaIu, (OPMUPYIOUIUXCA B JCATCIBHOCTH  HErOCYAapCTBEHHOMN
OpraHH3aIlNN):

®  OpraHM3alMOHHO-TIPABOBAs IOKYMEHTAIHS,

® I[JIaHOBAas JOKYyMEHTAIIUS;

®  pacnopsAuTeNbHas JOKYMEHTAIINS;

e  HH(POPMAIMOHHO-CIIPABOYHAS " CIPaBOYHO-aHATUTHYECKASI
JOKyMEHTAIINS;

®  OTYETHAs TOKyMEHTAIlHS;

® JIOKyMEHTalus 1o 00eCHeYeHUIO KaapaMu (10 IMYHOMY COCTaBY);

e (¢uHaHCOBas JOKyMeHTaIus (OyXranTepCKUil y4eT U OTIYETHOCTD);

e JIOKYMEHTaLHs 0 MaTepHaIbHO-TEXHUYECKOMY 00ECTICUEeHUIO;

e  JIOrOBOpHAas JOKYMEHTAIUs,

e JOKyYMEHTalus 10 JOKYMEHTallHOHHOMY U  WH()OPMALUOHHOMY

00€eCTIeYeHUIO JIEITETbHOCTH YUPEIKIACHUS;
® J[pyrMe CUCTEMBI JIOKYMEHTAI[UH, BKJIIOYash W T€, KOTOPHIE OTPaXKAIOT
OCHOBHYIO JIESITEIBHOCTD U T.1I.
AHanu3 NpUMEPHO HOMEHKIIATYpPHI 1€ HEroCy1apCTBEHHOW OpTraHU3allHy.
CriocoObl 1 cpejicTBa JIOKYMEHTUPOBaHUsT WH(OpMAIMA B HETOCYJApCTBEHHON
OpraHu3alyu
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31. Tlopsinok XpaHeHUs! TOKYMEHTOB HETOCYIapCTBEHHOU opranu3anuu naHHoi OI®.
32. Cnucok nUTepaTypsl U HCTOYHUKOB.

Cmpyxmypa pepepama: TUTYIBHBIN JIUCT, OTJIaBJICHUE, BBEACHNE, OCHOBHAS 4aCTh,
pa3burass Ha MyHKTHl (TyHKTHl O3arJIaBJI€HBI), 3aKJIIOYCHUE, CIMCOK JIUTEPATYPHI,
npuiokeHue (Ipu HeOOXOIUMOCTH).

Obvem pedepaTa [OODKEH COCTAaBIsTH HE MeHee 15 crTpaHul (OO CHUCKa
nmutepatypsl) (14 mpudt uepes 1,5 uatepnana).

KnroueBbie ciioBa W 3arojOBKH pa3fefioB JOJDKHBI MMETh pa3Hble HIPUPTOBBIE
BBIJICIICHUS.

HutatHbiit MaTepuan pedepara opopMIIsSeTCs B COOTBETCTBUM C HOPMaTHBaMHU HAayYHBIX
paboT (CHOCKH ¢ yKa3aHUEeM JIUTePaTypPHOTrO UCTOYHHKA, HOMEpa CTPAaHUI] 00S3aTeNIbHBI).
TemaTuka pedepaToB 1o Kypcy

1) JHoxymenmuposanue desmenvbHoCmu NOIHBIX MOBAPUYECE

2) Jloxymenmupoeanue — OesamenbHOCMU obwecme ¢ 02paHU4YEHHOU
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposarue oessmenibHOCMuU KpEeCmbsHCKUX ((hepmepcKux) xo3aiicme.

4)  Joxymenmuposanue 0esimenbHOCMU X03UCMEEHHbIX NAPIHEPCMS.

5) Joxymenmuposanue desmenbHOCHU NPOU3B00CMBEHHBIX KOONEPAMUBOS.

6) oxymenmuposanue — OeamenbHOCMU — NOMPEOUMENbCKUX — KOONEPAmueos
(BBIOpATH JIFOOYTO U3 CIEAYIOMIHIX POPM):

7) KUJIMIIHBIH,

8) I KWITHIIHO-CTPOUTEIHBIN

9) rapaKHbI KOOIIEPATHUB,

10) cagoBoIUECKHil, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENbCKUI KOOTIEpaTHB,

12) o0mecTBO B3aMMHOTO CTPaxOBaHus,

13) kpeauTHbIH KOOTIEPATHB,

14) donn npokara,

15) cenbCKOX03SHCTBEHHBIN TTIOTPEOUTENHLCKUN KOOIEPATHB.

16) JJoxymenmuposanue Oesmenvhocmu obwecmeennvlx opeanusayuii (BbIOpaTh
J00YI0 U3 cleayromux Gopm):

17) nonuTHYyeckue napTum,

18) co3aHHble B KauecTBE MOPHIMYECKUX JIMIL MPO(eCCHOHATBHBIC COH3bI
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(pohcoro3HbIe OpraHu3aInn),

19) opranbl 00IIIECTBEHHOM CAMOIEATEIHLHOCTH,

20) TeppuTopHanbHBIE OOIIECTBEHHBIE CAMOYIIPABJICHHSL.

21) Jloxymenmuposanue desmenvrocmu accoyuayuii (coto306), (BIOpaTh IHOOYIO
U3 CICIYIOMIHX QOpM):

22) HEKOMMEpPUECKHUE MApTHEPCTBA,

23) camoperyupyeMble OpraHU3anH,

24) obbeauHeHus paboToaaTeNeH,

25) ob6beauHeHns MPodeCcCHOHATBLHBIX COI030B,

26) KOOmepaTUBOB M OOIIECTBEHHBIX OPraHU3aIINiA,

27) TOProBO-IPOMBIIIJICHHBIC,

28) HOoTapHaIbHbIC MMANATHL.

29) Hoxymenmuposarue 0essmeibHOCmu Mmosapuecms coOCMEEeHHUKO8 HCULbSL.

30) JJoxkymenmuposanue oesmenbHOCmU Ka3aublx oouecms.

31) Jlokymenmuposanue oesmenvrocmu ponoosé (BHIOPATH JIOO0YIO U3 CIIETYIOIIUX
thopm):

32) o01IeCcTBEHHEIE

33) 6aroTBOpHUTENBHBIE (HOHIIBI.

34) Joxymenmuposarnue 0esimeibHOCMU PeaucUo3HbIX OP2aHU3aYUIL.

35) Hoxymenmuposarnue oesmenbHocmu nyOIUYHO-NPABOGHIX KOMNAHUIL

36) JJokymenmupoganue 0esmenbHoCmu A080KAMCKUX 0BPA308AHUIL.




0) Ilopsinoxk mpoBeneHHs] MPOMEKYTOUYHOWH aTTeCTAMH, MOKA3aTeJM W KPUTEPUH
OlleHUBAHMUS:

[TpomMeKyTOUHBIN KOHTPOJIb 10 TUCIUIUTHHE TPOXOIUT B (hopMe 3a4deTa:

- Ha OIEeHKY <«3aureHo» (65-100% )—, eciu mnpeoosieBacT MOPOTOBBIN YPOBEHb.
OOy4aronuiics MoKa3pIBacT MOPOTOBbIii YPOBEHb CPOPMUPOBAHHOCTH KOMIICTCHIIUH, T.C. 3HAET
Cnocodbl  OOKYMEHMUPOBAHUSL  OeAMEeNIbHOCU — OpeaHusayuti, o0  0meemcmeeHHOCmu
PyKosooumenei  OpeaHu3ayul U Cneyuamucmos no  YHNPAGIeHur) OOKYMEHmamu  3d
OOKYMEHmuposauue 0en08ou U YAPAGIEHYeCKOU OeamelbHOCmU, Npasula OpeaHu3ayuu
OOKYMEHMUPOBAHUsL ~ OesIMeNIbHOCMU — OP2AHU3AYUU,  NPUHYUNLL  CUCTNeMAMU3AYUU U
Kaaccuguxayuy OOKyMeHmo8, KOMNIAEeKCO8 OOKYMEHMO8, CUCmeM OOKYMeHmayuu, Ha3HayeHue
HOMEHKAAMYypbl 0ell Op2aHu3ayuu, oQuyuaibHble UCMOYHUKU ONYOIUKOBAHUS AKMYATbHBIX
HOPMAMUBHbIX NPABOBLIX akmos PD; omauyumenvbHble Xapakmepucmuky 3aKOH00amenbcmed no
OOKYMEHMUPOBAHUIO  OeSIMENbHOCMU  He20CYOAPCMBEHHbIX OpeaHu3ayutl, yMeeT HaxoOoumbo
akmyanvHvle  peoaKyuu HeoOX00UMbIX HOPpMAaMUu6HbIX npasoewix akmos 8
UHGOPMAYUOHHO-NPABOBLIX  unmepHem-nopmanax «Kouncynomanmy, «l apanmy u op.;
onpeoensims cOCMas cucmem OOKYMEHMAayuu, Ucxoosi U3 U0a IKOHOMUYECKOU OesimelbHOCmU,
Gopmbl  cobcmeeHHOCMU U OPeAHUBAYUOHHO-NPABOBOU (OPMbL OP2AHUAYUU UCHOTIL30BAND
npasuia opeanu3ayuu  OOKYMEHMUPOBAHUSL U ONEPAMUBHO20 XPAHeHUsi O0OKYMEHMO8 Npu
MOOENUPOBAHUU CMPYKMYPbl  OOKYMEHMANbHO20 (POHOA He20CyOapCmeEeHHOU OpeaHu3ayulL;
CamMoCmosimenbHO npuobpemams 3HAHUSL 8 001ACU UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U
obecneyeHuss npoyecca OOKYMEHMUPOBAHUSL 0esIMENbHOCMU, ONUPAACL HA Y4eOHUKU U YueOHble
nocobus; BAaaeeT HAGLIKAMU AHANU3A YPOBHU HOPMAMUBHO-Memooudeckou 6aszvl JOY u HOY;
APUHYUNAMU COCMABILEHUSL HOMEHKAAMYPbl 0ell OP2AHUZAYUU CNOCOOAMU OeMOHCMPAYUU YMeHUs
AHATUBUPOBATNL — CUMYAYUI0  OOKYMEHMANbHLIU  (OHO  He20CYOapCMBEEHHOU  OPeaHU3AYUL,
cnocodoamu co8epueHCmeo8anus NPOpecCUOHATbHBIX 3HAHULL U YMEHUU nymem UCNOIb308aHUS
B03MOJICHOCIEN  UHMOPMAYUOHHOU — Cpedbl  NpU  ONPeOeleHUU  MeHOeHYUll  pa3eumus
UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0OecnedeHUs: YNpasieHus apxXusHozo 0eid,

— Ha omeHKy «He 3auteHo» (0-64,9%) - pesymbTar OO0ydYeHHS HE JOCTUTHYT,
00yJaroIuiics Ha MPAKTUYCCKUX 3aHITHIX, TIPU HAITMCAHUH pedepara U MOArOTOBKE JIOKIa1a He
MOJKET TOKa3aTh 3HAHMS Ha YPOBHE BOCIIPOM3BEACHUSA U OOBSICHEHUs WH(OpPMALIUU, HE MOXKET
MOKA3aTh UHTEIUICKTYaTbHbIC HABBIKU PEIICHHS MPOCTHIX 33]1a4.



