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PaGouas mporpamMma paccMoTpeHa H 0100peHa Ha 3aceianK Kadepel COIMOIOrHH,
JIOKYMEHTOBE/ICHHS H apXHBOBeAeHHA «05» centsabps 2016 1. n Ne /.

/ C.C. Benmkanosa /
(H.0, Pavurun)

3as. kadenpoi
00NUCH)

PaGouas nporpamMma 006peHa METOAMHUECKOH KOMHCCHEH HHCTHTYTA IyMaHHTapHOro

obpazosanns «05» %ﬂ. nporokon Ne 1.
[Mpencenarens / _O.B. I'nessx /

(noonuce) (H.0. Pavurun)

PaGouas nporpamMma cocTapieHa: Jouent kad. CJIMA , K.QUION. H. IOUEHT
(O0ANCHOCMb, YNEHAS CIMENEHb, YHENOE I6anuE)

/ A

(n Cch) (H. O ‘d)wmwwz)

Penensent: _Cr, apxusuct apxusa OAO «<MMK»
(0o , PHEHAR CMENEb, YHENOe 38anue)

g O
(H.0. @amunus)




Jlner perucrpauuH H3MEHEHHI B 0T0JIHeH Il

Jlara.
Ne Paznen Kpatkoe conepxanue Ne nnporoxona
1/ | mporpaMMsl M3MEHEHHUS/ IOTIOTHEHH S 3acelaHus
Kadeznper
1 .8, akTyanmsanus yuebHo-meroxudeckoro v | 23.10.2017, Ne 2
HUH(POPMALHOHHOTO 0becreyeHust
n.9. JIACLUILIAHBL,
aKTyalIu3anus MaTepHalbHO- ,
TEXHHYECKOro obecrneyeHus Vv
JUHCITHILTHHBI
n.8, akTyanmusanus yae6no-meroaudeckoro | 01.10.2018, Ne2

| “THOPMAIMOHHOTO 00eCe eH S /Q 7<
n.9. JTMCIIMTUTHHBI; L7
aKTyaIH3alus MaTepHaIbHO-
TEXHHYECKOro obecrneyenus 1/
JIHCIMILIHHBI i
n.8, akTyanu3anus yge6Ho-meromuyeckoro v | 07.10.2019, Ne2
3 HH(POPMALHOHHOTO 0OecreUeH s
n.9. JIUCITHTUTHHBI,
aKTyaIn3alis MaTepHAIbHO -
TEXHHYECKOro obecreyeHus
JUACIIMILTHHBI
B n.8. akTyanusanus yuebHo-meroxmdeckoro u | 03.09.2020, Ne 1
HH(POPMALOHHOTO 00eCeYeHHUs!
JUACIIMILTHHEI,
n.9. aKTyaJlu3alus MaTepuaIbHO-
TEXHUYECKOro obecreyeHus
JUACIMTITHHBI

[Toamuce
3aB.
Kadenpoi

|38}

1 eau ocBOeHMS AUCHUNIIMHBI (MOAYJIs1)

IenssMu OCBOCHHUS JAUCIUILTUHBI «J[OKYMEHTUPOBAHHE JCATEIBHOCTH HErOCYIapCTBEH-
HBIX OpPTaHU3aINN SBISTFOTCS:
- 00o0mieHrne U yriyoJieHUue 3HAHUM CTYICHTOB MO BompocaMm (GopMHUpOBaHUS KOpIIOpa-
TUBHBIX CHCTEM JOKYMEHTAIIMH HErOCYJAapCTBECHHBIX OpraHU3amuii, K KOTOPHIM OTHOCST-
Csl KOMMEPUYECKHUE U HEKOMMEPUCCKUE OpPraHU3allK: YaCTHbIC (MHAMBHIyalIbHBIC U Ce-
MEWHBIE) MPEPUATHS.

2 Mecro aucHumIMHBL (MOAYJsi) B CTPYKType 00pa3oBaTe/]bHOH HNPOrpaMMbl
3



NOATOTOBKH 0akajaBpa (MarucTpa, crenuaaucra)

JucnummHza «JloKkyMEHTUpOBaHUE NESATEIBHOCTH HETOCYJAPCTBEHHBIX OPraHUu3alui» OT-
HOcHTCA K O5oKy aucuurind b.1 BapuatuBHoit wactu (b1.B.J1B.10), orBeuaromieii 3a hopmupo-
BaHME 3HAHUI YMEHUH U HAaBBIKOB IIPOGUIBHOM MOATOTOBKH.

Jis m3ydeHust TUCIMIUTMHBI HEOOXOAUMBI CIEAYIOIUe 3HAHUS, YMCHUS U KOMICTECHIUH:
3HAHHE OCHOB MEHEIKMEHTA, OCHOBHBIX JOKYMEHTOBEIYECKUX IOHATHH <«IOKYMEHTHUPOBa-
HUEY, «IOKYMEHTAJIbHBIN (OHY, «KOMIUIEKC JTOKYMEHTOBY», ()YHKIMOHAIbHBIE U KOPIOPATHUB-
HbI€ CHUCTEMbI JOKYMEHTAlLUH, «KJacCHU(UKaLUs TOKYMEHTOBY», «HOMEHKJIATypa JIe», «rocy-
JTAPCTBEHHBIM M HETOCYIapCTBEHHBIN apXUBHBINA (DOHI»; cOCTaBa HOPMATUBHO-TIPABOBOM U HOP-
MaTUBHO- Meroandeckod 6a3el JJOY; ymeHue pedepupoBaTh, aHAIU3UPOBATh HOPMATHUBHBIE
JIOKYMEHTBI; ONPEIEIATh CPOK XPAaHEHUS JOKYMEHTOB II0 TUIIOBOMY IIE€PEYHIO, IIPOCKTUPOBATH
MHIVBUAYAJIbHYI0 HOMEHKIIATYPY 1€ OPraHU3aLHH.

OcHOBHbBIE KOMIIETEHIIUH, [TOJIyY€HHbIE IPU U3Yy4E€HUU «JlOKYMEHTHUpOBaHUE JIEATEIbHO-
CTH HEroCyAapCTBEHHBIX OpraHM3alUi» SBISAIOTCS HEOOXOAWMBIMU BXOAHBIMU 3HAHUSAMHU JJIS
CIENYIOINX JTACHMIUINH: «ApXUBOBEICHUE», «MeXayHapOIHbIE CTAHAAPTHI YIIPABICHUS JTOKY-
MeHTaMu»; «OpraHuzalus U TEXHOJIOTUS JTOKYMEHTALMOHHOTO OOECIEeUYEHUs YIPaBICHUS;
«["ocymapcTBeHHBIE, MYHUIMIIAJIbHBIE U BEIOMCTBEHHBIE apXWBbI», «Opranuzanusi paboThl ¢
oOpalleHUsAMHU I'pakJaH» a TaKKe 3HAHUs, OJIYYEHHBIE B X0J1€ U3yUCHMsI JTaHHON JUCLUIUINHBL,
MOTYT OBITh MCIIOJIb30BAHBI IIPU HANMCAHWU IPAKTUYECKON 1 TeopeTnyeckoi yacteil BKP.

3 Komnerenunu o0yyawomerocsi, popmupyemMbie B pe3yJibTaTe 0CBOCHHUSA
AUCHUIIMHBI (MOAYJsl) ¥ IUIAHUPYEMble Pe3yJIbTAThl 00y4eHUs

B pe3ynbpTaTe OCBOCHHS NUCHUIUIMHBI (MOAYNsl) «/lokymeHTHpoBaHHE NESTENbHOCTH HE-
rOCYJaPCTBEHHBIX OpraHU3AIMI 00YJArOIIUICS TOJDKEH 00Ia1aTh CASAYIOIIMMH KOMIIETEHITU-
MU

CrpyKTypHBII
JIEMEHT

[Tmanmpyembie pe3yIiIbTaThl O0VUEHUS
KOMIIETEHIIN U 124 pesy. yi

CIOCOOHOCTHI0O OPHEHTHPOBATHLCH B 3aKOHOAATeJAbHOW M HOPMATHBHO-METOAUYECKO
AIK-2 0a3e UH(POPMALMOHHO-TOKYMEHTALMOHHOI0 o0ecneyeHns YNpaBJeHHusl U apXMBHOIO Jeja U
CMEKHBIX o0J1acTeit

3HaTh ouyuanvHble UCMOYHUKU ONYOIUKOBAHUSA AKMYANbHBIX HOPMAMUBHBIX NPABOBLIX
akmog PD;

omau4umenbHule Xapakmepucmuky 3aKOH00amenbcmeda no OOKYMEHMUPOSaAHUIo
0esAmenbHOCMuU He20CyOapCmeeHHbIX OP2AHU3AYULL

YPo6HU HOpMamusHo-memooudeckot oazvl JJOY u HOY;

APUHYUNDLL UOEHMUDUKAYUU HOPMAMUBHOU CPeObl OOKYMEHMUPOBAHUS 8 OP2aAHU-
3ayusx 68 COOmMEEemcmeuu ¢ BUOOM ee IKOHOMUUECKOU O0esmenbHOCmuU, hopmbl
coOCMBEHHOCMU, OP2AHU3AYUOHHO-NPABOBOU (YOPMbI.

YmeTh: HAxXo0umv aKmyaibHvle pe0aKyul HeoOX0OUMbIX HOPMAMUBHBIX NPABOBLIX AKMOB
8 ungopmayuonno-npagosvix Mnmepnem-nopmanax «Koncynomanmpy, «I aparnmy
uop.;

Gopmuposame HOpMaAMUBHYIO cpedy, peyIupyiouyro O0OKYMeHMUposaHue oesi-
MeNbHOCMU He20CYOapPCMBEHHbIX OP2AHUZAYUL 8 COOMBEMCMEUU C OP2AHU3AYU-
OHHO-NPABOBOI PopMoll;

8bIABIANb 8 MEKCMe HOPMAMUBHBIX OOKYMEHMO8 C8edeHUsl, Kacarwuecs mpedo-
BaHULl K OOKYMEHMUPOBAHUIO 0esAMEeNbHOCIU He20CYOapCMEeHHbIX OP2AHUZAYUU,

Bnaners: HABLIKAMU AHAUZA YPOBHU HOPMAMUBHO-Memoouyeckou basvl J[OY u UOY;
Memooamu UOeHMUPUKAYUU HOPMAMUBHOU CPeObl OJil KOHKPEMHOU OpeaHUu3ayuu
WU MUNA OPeaHUu3ayuULlL;

cnocobamu 0eMoOHCmMpayuu YMeHUus AHAIU3UPO8AmMb HOPMAMUEHO-METOJNUECKYIO
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CTpyKTypHBIi

JJIEMEHT
[Tnanupyemsble pe3ynbTaThl 00yYeHHUs
KOMITIETEHIINH
6azy JIOY u UOY;
MK-26 BJIAJ€HUEM HaBbIKaAMHU OﬁpaﬁOTKH AOKYMEHTOB Ha BCE€X ITamax }IOKyMeHTOOﬁOpOTa,
CUCTEMATU3ALUH, COCTABJICHUA HOMCHKJIATYPbI J€J1
3HaTh APUHYUNBL CUCEeMAMU3AYUY U KIACCUDUKAYUU OOKYMEHMO8, KOMNILEKCO8 0OK)-
MeHMO8, cucmem OOKYMeHMAayuu,
HAa3HayeHue HOMEeHKIAmypsl 0ell OP2AHU3AYUL
NPUHYUNDBL CUCIEMAMU3AYUU OOKYMEHMANbHO20 (OHOA Op2aHu3ayull, NPUHYUNb
cucmemamuzayuu u Kiaccugukayuu 0OKyMeHmos, KOMNIeKco8 00KyMeHmos, Cu-
cmem OOKYMeHmMayuu,
NPUHYUNBL CUCIEMAMU3AYULU OOKYMEHMAIbHO20 (POHOA Opeanu3ayuu;
MuUno8ou HaAbop cucmem OOKYMeHmMayuu 1000t opeaHu3ayuu
YmMmets onpeoeniams cocmas cucmem OOKYMeHmMayuu, UCXo0s u3z 6u0a IKOHOMU4eckol de-
amenvHocmu, hopmbl COOCMBEHHOCMU U OP2AHUZAYUOHHO-NPABOBOU (PopMblL Op-
eanuzayuu
NONb308AMbCS HOMEHKAAMYPOU 0ell OP2aHU3aAYULU;
00BACHAMb CMPYKMYPY OOKYMEHMANbHO20 (POHOA Op2aHU3ayuu, UcxXoo0s u3 cne-
Yuguku He2ocy0apCmeeHHOl OPeaHU3AYUU.
Brnanets NPUHYUNAMU COCABTIEHUsSL HOMEHKAAMYPbl 0ell OP2AHU3AYUL;
Memooamu KOMNIAEKMOBAHUsl Oel;
NPAKMUYECKUMU HABLIKAMU NOIb308AHUS 00UWEPOCCUNICKUMU U 8€00MCMEEHHbIMU
nepeyHbIMU MUNO0BbIX OOKYMEHMO8
MK-20 CIIOCOOHOCTBIO MCI0JIb30BATh npaBuJjia OpraHmm3alui BCEX ITAIroB paﬁOT])I C 10KYy-
MCHTaAMH, B TOM YMCJI€C ADXUBHBIMU JOKYMECHTAMMU
3HaTh npasuila Op2anu3ayuy OOKYMeHmuposanus 0esmeibHoCmuy u eé
ocobenHOCmU 8 He20CYOapCMBEEHHbIX OP2AHUZAYUSX
npasuia cucmemamu3ayuu 0OKyMeHmanbHo20 oHOa He2oCyO0apCmEeHHbIX 0pea-
HU3ayull
YMmeTh UCNONIBb306AMb NPABUILA OPLAHUZAYUU OOKYMEHMUPOBAHUS U ONEPAMUBHO20 XPa-
HeHUsl 00KYMEHMO8 NPU MOOEIUPOBAHUU CIMPYKMYPbl OOKYMEHMAIbHO20 (hOHOA
He20Cy0apCcmeeHHOl Op2anu3ayuu; noib308amMbCs NPUMEPHLIMU HOMEHKIAmMypa-
MU 0ell 071 NPOeKMUPOBAHUsL HOMEHKIAMYPbl 0ell OP2AHUZAYUU KOHKPEMHO20
muna,
CamMocmosmenbHo npuodpemams 3HaHus 8 0oIacmu OOKYMEeHMUPOBanus Oesi-
MeNbHOCMU He20CYOapCMBEHHOU OP2AHU3AYUL, OPUEHIMUPYACH HA KOHKPEMHYIO
O0pP2aHU3AYUOHHO-NPABOBYI0 (hOpMY;
Bnagets cnocobamu 0eMOHCMpPayuu yMeHus. AHATU3UPOBAMb CUMYAYUIO OOKYMEHMATbHbLIL
¢oHO Hezocyoapcmeennou opeanuzayuu; [
HaBbIKAMU 0000WeHUs pe3YIbIMAmMOo8 aHAIU3A CReYUDUKU OOKYMEHMANTbHO20
¢onoa opeanuzayuii onpedeieHH020 muna,
npuemamu MooeIupo8aHus pe3yibmamos peuleHus npogheccuoHaIbHbIX 3a0ay.
[K-5 B/lajeHUueM TeHAEHUMUAMU pa3BuTus nHdOpMaLMOHHO-
AOKYMEHTALMOHHOIro U o6ecneyeHus ynpassieHUsl apXMBHOro Aena
3HaTh CnOCOObL OOKYMEHMUPOBAHUSL 0eMeNbHOCU OP2AHUZAYULL

00 0meemcmeeHHOCMU PYKO8oOumeIell Opeanu3ayuil 1 CReyualucmos no ynpas-
JIEHUI0 OOKYMEHMAMU 3a OOKYMEHMUPOBAHUE 0eN080U U YNPABIeHUeCKOl Oest-
mebHOCmL,

OCHOBHbBlEe MeHOEeHYUU UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 0becneyeHUst O0KY-
MEHMUPOBAHUsT OesIMEeNbHOCMU He20CYOAPCMBEHHbIX OP2aAHUZAYULL,
B03MOACHOCMU YROPAOOUEHUsL 0eJIOBOU U YIPABIEHYeCKOU OesIMeIbHOCIU OP2aAHU-
3ayuu 61a200aps. CUCMeMamu3ayul U Kiaccupurayuu 00KyMeHmos.




CTpyKTypHBIi
JJIEMEHT

KOMIICTCHII N

[Tnanupyemsble pe3ynbTaThl 00yYeHHUs

YmMmern

CAMOCMOSIMENbHO NPUOOPemamv 3HAHUA 8 001ACmMU UHPOPMAYUOHHO-
OOKYMEHMAYUOHH020 U 0becnedenst npoyecca OOKYMeHmuposanus 0esmenbHo-
cmiu, ONUPAACh HA YYeOHUKU U Y4eOHble NOcoOusl, nyoauKayuu npogheccuoHaib-
HbIX NePUOOUHECKUX U3OAHULL,

denams YMO3AKIOUeHUst N0 AHAIU3ZY MEeHOeHYULl PA38Umusi UH(HOPMAayuoHHo-
OOKYMEHMAYUOHH020 0becneyeHus He2oCyOapCmeeHHblX OPeaHUu3ayull no mame-
puanam nepuoouteckux npogheccuoHaIbHbIX U30AHULL.

Bnanets

Cnocobamu co8epueHcme08anus NPoOphecCUOHANIbHbIX 3HAHUL U YMEHUL nymem
UCNOBL308AHUSL BO3MONCHOCHEU UHGOPMAYUOHHOU CPedbl NPU ONpedesieHUU MmeH-
OeHYyull passumusi UHGOPMAYUOHHO-0OKYMEHMAYUOHHO2O0 U 0DecneyeHUs ynpas-
JIEHUSL APXUBHO20 0eld;

npuemamit AHaIU3a HOPMAMUBHLIX AKMOE 8 001ACMU UHDOPMAYUOHHO-
O0OKYMEHMAYUOHHO20 0becnedenus 0esimeilbHOCmU He20CyO0apCmEeHHbIX OP2aHU-
3ayuti;

npuemMamu Uccied08anus UHGOPMayUoOHHO-00KYMEHMAYUOHHO20 0becnedenus
OesimenbHOCMU He20CYOapCmMEeHHbIX OP2AHU3AYULL NO UCTIOYHUKAM U HAYYHOU
qumepamype




4 CTpyKTypa U cojiepKaHue JMCUMILTUHBI (MOYJIs1) (0715 3a04HOI (hopmbl 00yuenus)

OOm1ast TPyI0EMKOCTh IUCIUILTAHBI COCTABISET 3 3adeTHhIX enuHun 108 akaj. 4acoB, B TOM YHCIIE:
— KOHTaKTHas pabora— _ 6,7  akaj. 4acos:
- ayauTopHas — 6 akaj. 4acos;
— BHeaynuTopHas — 0,7  akan. 4acoB
— caMocTosATebHas paborta — __ 97,4  akaj. 4acos;
— TIOJArOTOBKA K 3auery — 3,9 akaj. yaca
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1. Paznen. Ilonsitue 0o tokyMeHTHpOBanuu| 4 37,4
AESITeJIbHOCTH OPraHu3alMi
1.1. JlokymeHTHpoBaHnue aesrenbHoctn op-| 4 | 1/1 - - 8,4  |I[louck monomuuTenbHOM HHOP- | TecTupoBanue I[K-5- 3yB
TaHM3alUU U OTBETCTBEHHOCTh PYKOBOJCTBA MaIuu 1o 3agaHHoi teme (pabdota |[IpakTuueckas pabora I1K-20- 3yB
¢ bubnuorpaduueckum matepua- |KonrponbHas padota T1K-26 -
JlaMH, CIPABOYHMKAMH, KaTano- | YCTHBIH onpoc (cobecenosa- [3YB
JIIK-2- 3yB

TaMH, CIIOBAPSIMH, SHIIMKIIOTICTU- |HHE)
SIMU).

KonTponbhas paboTa.
BeinonHenue qoMamHux nMpaxkTH-
YeCKHX padboT

CamocTosaTenbHOE H3ydYeHUe
yueOHOI U HayYHO JUTEepaTyphl
PaboTa ¢ npaBOBBIMH HMHTEpPHET-
pecypcamMu, AJIEKTPOHHBIMU




AynutopHas
KOHTaKTHas paboTta
(B akaz. yacax)

@dopMa TEeKyIIEro KOHTPOJIA
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yueOHUKaMU, TECTOBBIMU CHCTE-
MaMu
1.2. IlonsTue NOKyMEHTUpOBaHUs AesTeNnb-| 4 - - - 9 [Touck nonomuuTensHOM nHpOp- |TecTupoBanue IIK-5- 3y6
HocTh. CrocoObl JOKYMEHTHUPOBaHUS U €& MaIluu 1o 3agaHHoi teme (padota |[IpakTuueckas pabora 11K-20- 3y6
pe3yabTaTh ¢ oubnmorpaduueckum marepua- |KonrponbHas padbora T1K-26 -
JamH, CIIpaBOYHUKAMU, KaTano- | YCTHBIN onpoc (cobecenoBa- 3y1§[K )
raMu, CJIOBapSIMH, SHIIUKJIONCAN- |HHUE) AIIK-2- 3ys
SIMH).
KonTponbhas pabdoTa.
BeImonmHeHNE TOMAITHUX TPaKTH-
yeckux paboT
CamocTrosTenbHOE U3yueHHe
yueOHOM U HAyYHO JTUTEePaTypHI
Pabora c npaBOoBBIMM HMHTEPHET-
pecypcami, HNEeKTPOHHBIMU
y4eOHUKAMH, TECTOBBIMH CHCTE-
MaMu
1.3. TunoBo# cocTaB CUCTEM JOKyMEHTaluu,| 4 1/1 - 1/1 10 [Touck nononuutensHoit nuudop- |TecTupoBaHue [1K-5- 3yB
o0pa3yromuiicss B JIEATEIbHOCTH OpraHu3a- MalluH 10 3aaHHoi Teme (padora |[IpakTrueckas padbota I1K-20- 3yB
107078 ¢ Oubnuorpagpuyeckum marepua- |KontponsHas pabora T1K-26 -
JlaMH, CTIPAaBOYHUKAMM, KaTano- | YCTHEIH onpoc (cobecemopa- |3YB
JIIK-2- 3yB

ramu, CIIOBAPSIMH, SHITUKIIOTIE 1~
SIMH).
KouTtposbHas pabota.
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AynutopHas
KOHTaKTHas paboTta
(B akaz. yacax)
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BeinosiHeHMe JOMaTHUX
MIPAKTUYECKUX PaboT
CamocrosATespbHOE U3y4eHue
y4eOHOH 1 HAyYHO JINTEPATY-
pbI
Pabota c mpaBOBBIMU HHTEP-
HET-pecypcaMH, 3JICKTPOHHBI-
MU y9eOHUKaMU, T€CTOBBIMU
cucreMaMu
1.4. Homenknatypa Jien HerocyaapcTBeHHo | 4 - - 1/1 10 [Touck nononuutenbHoil uHGOpP- | TecTupoBaHue IIK-5- 3yB
OpraHu3aIH MallMM 1o 3aJaHHoi Teme (pabota |[IpakTuueckas pabora I1K-20- 3yB
¢ bubnuorpaduueckum matepua- |KonrponbHas padota T1K-26 -
JlaMH, CIPABOYHHMKAMH, KaTano- | YCTHBIN onpoc (cobecenosa-  [3YB
JIIK-2- 3yB

ramu, CJIoBapsaMu, SOHIUKIONCIN-
SIMH).

KonTposnbHas pabora.
BrinostHeHME TOMAITHUX
MMPAKTHYECKUX PaboT
CamocrosTesIbHOE U3yUeHUe
y4eOHOU 1 HayYHO JIUTEPaTy-
pBI

PaboTa c mpaBOBBIMU HUHTEP-
HeT-pecypcaMu, 3JIEKTPOHHBI-
MU y9eOHUKaMHU, T€CTOBBIMU
CHUCTEMAMU

HUE)




AynutopHas C'& *c;é\ a%
KOHTaKTHas pabora| & 9 =S
Passien/ Tema 3 (B akax. yacax) E ; BT CAMOCTOTENBHOM ®dopMa TEeKyIIEero KOHTPOJIS g % =
> oz YCIIEBAEMOCTHU U > s 8
MUCIHAILINHBI & | 5w =g paboThI N SRS
= § S| EE S = MPOMEXYTOUHOI aTTecTalluy | § & E
SO1IR 2 S =
Pa3nen 2. HopmaTuBHO-nipaBoBoe peryiau- | 4 - - - 30
poBaHHe JOKYMEHTHPOBAHUS /IesITeIbHO-
CTH HEroCy/IapCTBEHHBIX OPraHu3anmii
2.1.I1onsiTHE HETOCYAAPCTBEHHBIX Opranu3a- | 4 - - - 10 [Touck nomomuuTensHOM nHpOp- |TectupoBanue [1K-5- 3yB
Ui. TUITOJIOrUs HErOCyJapCTBEHHBIX Opra- Maluu 1o 3agaHHoi teme (padota |[IpakTuueckas padbora [1K-20-
HU3aIU’ ¢ oubnuorpaduueckum matepua- |KonrponbHas padboTa 3yB
JaMH, CTIpaBOYHHUKAMH, KaTajo- | YcTHBIN onpoc (cobecenopa- | [1IK-26 -
raMu, CJIOBapsIMU, SHLIUKIIONEAN- |HUE) 3yB
SMH). JTIK-2-
KonTposnbHas pabora. 3yB
BrintosiHeHMe fOMAITHUX
MPaKTUYECKUX paboT
CamocrosATesbHOE N3y4yeHue
y4aeOHOU 1 HayYHO JIUTEPaTy-
pbI
PaboTa c mpaBOBBIMU HUHTEP-
HeT-pecypcaMHu, 3JICKTPOHHBI-
MU y9eOHUKaMU, T€CTOBBIMU
crucreMaMu
2.2. O6mas xapakTepucTUKa HOPMAaTUBHO- 4 - - - 10 [Touck nonomuutenbHoi nHpop- |TectupoBanue [1K-5- 3yB
MIpaBOBOM 0a3bl AETOMPON3BOACTBA HETOCY- MaIluu 1o 3agaHHoi teme (padota |[IpakTuueckas padbora [1K-20-
JTApCTBEHHBIX OpraHU3aIui ¢ oubnuorpapuyeckum marepua- |KontponsHas pabora 3yB
JlaMH, CTIpaBOYHHKAMH, KaTaio- | YcTHBIH onpoc (codecemoBa- | [IK-26 -
raMu, CJIOBAPSIMU, SHIUKJIONIEAN- |HUE) 3yB
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AynuropHas C'& = oS
KOHTaKTHas pabora| % § = =
Passien/ Tema 3 (B akax. yacax) E ; BT CAMOCTOTENBHOM ®dopMa TEeKyIIEero KOHTPOJIS g % =
> oz YCIIEBAEMOCTHU U > s 8
T CLIUTUTHHBI & D | 5w S 2 paboThI . VIR
= § S| EE S = MPOMEXYTOUHOU aTTecTaluy | § = =
SO1IR 2 S =
SIMH). JIIK-2-
KoutposibHas pabora. 3yB
BrinmosiHeHMe fOMAITHUX
MMPAKTHYECKUX PabOT
CamocrosATesbHOE U3y4yeHue
y4eOHOU 1 HayYHO JIUTEPaTy-
pHI
PaboTa c mpaBOBBIMU HUHTEP-
HeT-pecypcamu, 3JIeKTPOHHBI-
MU y9eOHUKaMU, T€CTOBBIMU
crucTeMaMu
2.3. JlIokyMeHTalbHOE CONPOBOXKJIEHHE MTpo- | 4 - - - [Touck nonomHuTenbHOM nHpop- |TecTupoBanue [1K-5- 3yB
LEAypbl JINKBUIALUNA FOPUINYECKOTO UL Maluu 1o 3agaHHoi teme (padota |[IpakTuueckas padbora [1K-20-
¢ Oubnuorpapuyeckum marepua- |KonTponbsHas pabora 3yB
JIaMH, CTIpaBOYHHKAMH, KaTalo- | YcTHBIH onpoc (cobecemoBa- | [IK-26 -
raMu, CJIOBapsIMU, SHLUKJIONIEAN- |HUE) 3yB
SIMH). JTIK-2-
KonrponsHas padora. 3yB
BeimonnHeHue TOManiHuX MPaKTH-
4eckux paboT
CamocTosTenbHOE U3yueHUe
y4eOHOI U HAyYHO JTUTEepaTyphl
Pabota c npaBoBBIMM HMHTEPHET-
pecypcamu, 3JIeKTPOHHBIMHU
y4eOHMKAMH, TECTOBBIMH CHCTE-
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AynutopHas

KOHTaKTHas paboTta

(B akaz. yacax)

@dopMa TEeKyIIEro KOHTPOJIA

1
8% =
< Q
R Q o =
S < =
is P
Pasnesn/ rema 2, B N Bun camocrositenpHOM g s
L o
> S s yCIeBaeMOCTH U S5 2
JTUCIUTLTAHBI & . : S 2 paboThI . 2 g o
= |§ 8| £ E 3 MPOMEKYTOYHOU aTTECTaLUMU 5 & B
S | 25| EE 5 & "B
< o} X o < N
218 Z| s E S g =
S|l e8|l ags 5 3
= o =5 o < Ye) &
@)
MaMu
Pa3nen 3. Oco0eHHOCTH IOKYMEHTAJIBHBIX | 4 - - - 30
(oH/I0B Herocy1apCcTBEeHHbIX OPraHu3a-
119707
3.1.0cobennoctu noKyMeHTanbHbIX GpoumoB | 4 |[1/1U| - - 15 [Touck mononuurtensHO HHpOP- | TecTupoBaHue [1K-5- 3yB
HErOCyIapCTBEHHBIX HEKOMMEPYECKUX Opra- MalluH 10 3a7aHHoi Teme (padora |[IpakTrueckas padbota ITK-20-
HU3aLNN ¢ Oubnuorpapuyeckum marepua- |KontponbsHas pabora 3yB
JaMH, CTIpaBOYHHKAMH, KaTajo- | YcTHBIN onpoc (codecenoBa- | [TK-26 -
raMu, CJIOBapsIMU, SHLIUKIIONEAN- |HUE) 3yB
SMH). JTIK-2-
Konrtponsnas pabora. 3yB
BeimonHeHne oManiHuX MpaKkTH-
yeckux paboT
CamocTrosTenbHOE U3yueHHe
yueOHOM U HAyYHO JTUTEePaTyphI
Pabota c npaBOBBIMH HMHTEPHET-
pecypcam, 3JIeKTPOHHBIMHU
y4eOHUKAaMH, TECTOBBIMH CHCTE-
MaMu
3.2. OcoOeHHOCTH TOKyMEHTalbHBIX GoH0oB | 4 |[1/1U| - - 15 [Touck nononuutenbHoi nHdOpP- | TecTupoBanue IIK-5- 3yB
HETOCY/IapCTBEHHBIX KOMMEPUYECKUX OpTraHu- MallMH1 1o 3aJjaHHoM Teme (pabota |[IpakTuueckas pabora IK-20-
3anui. [JokyMeHTUpOBaHUE IEATEIIbHOCTH ¢ obubnuorpaduueckum matepua- |KonrponpHas pabota 3yB
aKIMOHEPHBIX OOIIECTB JamHu, CIIpaBOYHUKAMU, KaTano- |YcTHBIN onpoc (cobecenoa- | ITK-26 -
TaMH, CIIOBAPSIMH, SHIIMKIIOTICTU- |HHE) 3yB
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AynutopHas s *c;é\ J_En
KOHTaKTHas pabora| & 9 =S
T
B aKaJ. yacax . dopma TEKyIIEro KOHTPOJIS % £ =
Pasnesn/ rema 2, ( ) 2 5 Bun camocrositenpHOM p Y p s
2l
> U < YCIIEBAEMOCTHU U > s 8
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m
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SIMH). AIK-2-
Konrponsnas pabora. 3yB
BrimonHenue 1oMamHux npakTu-
YecKuX padboT
CaMocTrosiTenbHOE U3yueHHe
y4eOHOI 1 HAyYHO JTUTEPATypPhI
Pabota c mpaBoBBIMH WHTEPHET-
pecypcam, JIeKTPOHHBIMHU
yuyeOHMKaMHU, TECTOBBIMU CHCTE-
MaMu
Hroro nmo xkypey 4 421 22| 974 IIpome:xxyTOUHBIH KOHTPOJIb
(3auder)
HToro mo nucuMImInue 4 |4/21 2121 97,4
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5 Oopa3oBaresbHbIC U HH(POPMAIIMOHHBIE TEXHOJIOTHH

B nponecce o0ydenus no aucumiinHe «JlOKyMEHTHPOBAaHHUE JESITEIbHOCTH HErocynap-
CTBEHHBIX OPTaHU3ALUN» MPUMEHSIOTCS CIEAYIOIINE TEXHOIOTUH.

1. TpaauuuoHHble 00pa3oBaTe/IbHbIe TEXHOJOIMH, IIPEIIOIAraIIue MpsMyr TpaHC-
JSIUIO 3HAHUHM OT IIpenojaBaTelis K CTyIEHTY (IIPEeMMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIBHO-
WITIOCTPATUBHBIX METOA0B 00y4eHus). YueOHas NesTeabHOCTh CTYIAEHTAa HOCUT B TaKUX yCJO-
BUSX, KaK IIPaBUJIO, PEIPOAYKTUBHBII XapakTep.

®opMbl YUeOHBIX 3aHATHI C HCNOJIb30BAHMEM TPAANIUOHHBIX TEXHOJIOTHI:

WNudopmannonHas JeKIHs — MOCIeI0BaTEeIbHOE U3JI0KEHUE MaTepualia B JUCIUILTHHAP-
HOM JIOTHKE, OCYILECTBIIIEMOE IIPEUMYIIECTBEHHO BEepOAIbHBIMU CPEACTBAMU (MOHOJIOT IPEIo-
JlaBaTens).

[IpakTyeckoe 3aHsATHE, MOCBSIIEHHOE OCBOECHUIO KOHKPETHBIX YMEHUH M HAaBBIKOB IIO
IPEJIOKEHHOMY AJITOPUTMY.

2. TexHosiornu npod;1eMHOro o0y4eHusi — opraHu3anus 0oOpa3oBaTEIBHOrO IpoLEecca,
KOTOpasi TMPEAIOJIaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHUE y4EOHBIX MPOOIEMHBIX
CUTYallMi JJI CTUMYJIMPOBaHUS aKTUBHON MIO3HABATENbHON JEATEIbHOCTU CTYIEHTOB.

®opMbl YU4eOHBIX 3aHATHI C HCI0JIb30BAHNEM TEXHOJIOTHIl TP00JIeMHOr0 00yUeHHs:

[TpakTuyeckoe 3aHsATHE B (hOpME NMPAKTUKyMa — OpraHu3alus y4yeOHoM paboThl, Hampas-
JICHHasl Ha pellleHue KOMIUJIEKCHOW y4eOHO-TIO3HAaBaTeIbHOM 3ajaun, TpeOyrollel OT CTyAeHTa
IPUMEHEHUS KaK HayYHO-TEOPETHUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

[TpakTHueckoe 3aHsATHE HA OCHOBE Kelic-MeTo/1a — 00yueHHEe B KOHTEKCTE MOJEINPYEMOi
CUTYallUH, BOCIIPOU3BOSILIEH pealbHbIe YCIOBUS HaAy4HOM, IPOU3BOJICTBEHHOM, 001IECTBEHHON
nesitenibHOCTH. OOyuaronuecs: JOJDKHBI MTPOAHAIM3UPOBATh CUTYaLMIO, pa3o0paThCsi B CYTH
npo0JeM, IPeUI0KUTh BO3MOXKHBIE PELICHUs U BBIOpaTh Jiyuniee u3 HuX. Keilcol 0azupyrorcs Ha
pearbHOM (haKTHUIECKOM MaTepHalle HiTH JKe PUOIKEHBI K PeaTbHON CUTYAIIHH.

3. TexHOJIOTHH NMPOEKTHOr0 O0Y4YeHMsI — OpraHM3alus 0Opa3oBaTENbHOrO Mpolecca B
COOTBETCTBUHU C AITOPUTMOM IIO3TATHOTO PEUICHHs MPOOJIEMHOM 3ajjaud WM BBITOJIHEHUS
yueOHoro 3aaanus. [IpoekT npeamnonaraeT COBMECTHYIO y4eOHO-I103HABATEIbHYIO JESITEIbHOCTD
IPYNIbl CTY/IEHTOB, HAlpPaBJICHHYIO Ha BbIPAOOTKY KOHUEMIMH, YCTAaHOBJIEHUE LeNel U 3ajad,
(GOpMyYIHPOBKY 0XXKMJA€MbIX Pe3yJIbTaTOB, ONpE/AEiICHNUEe MPUHLIUIOB U METOAMK PEUIeHUs I10-
CTaBJICHHBIX 3ajiay, JIJAHUPOBAHUE X0J1a pabOThI, MOUCK TOCTYIHBIX U ONTUMAIBHBIX PECYPCOB,
MOATANHYIO peaIu3alMio IlaHa padoThl, MPE3EHTALUIO Pe3yabTaTOB PabOThl, UX OCMBICIEHUE U
pednekcuro.

Hngpopmayuonnsiii npoexm — ydeOHO-TIO3HABaTeNIbHAs AECATEIBHOCTD C IPKO BBIPAKEHHOMN
ABPUCTUYECKON HAIIPaBJIEHHOCTHIO (ITOMCK, OTOOP U cUCTEMaTH3alus HHPOpPMAIMK O KaKOM-TO
00BEKTe, 03HAKOMJICHHE YYAaCTHHMKOB IIPOEKTa C 3TOM MHpopmarueil, ee aHanu3 u 00oOIIeHne
JUTSL Ipe3eHTaK 0oJiee IUPOKON ayTUTOPUH).

5. UHdopManmoHHO-KOMMYHHKAIIMOHHbIe 00pa3oBaTeIbHbIe T€XHOJIOTHH — OPTraHu-
3anus 00pa3oBaTeNIbHOTO Ipollecca, OCHOBaHHAsi Ha NMPUMEHEHUHU CHEelHMaTU3UPOBAHHBIX MPO-
IPaMMHBIX CPeJl U TEXHUYECKUX CPEJICTB paboThl ¢ HHpOpMaLuei.

@opMmbl  y4eOHBIX 3aHATUH C MCIOJIb30BAHHEM HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI:

Jlexyus-eusyanuzayus — W3JI0)KEHUE COJEPKAHUS COIMPOBOXKAAETCS TMpe3eHTauuen (Ie-
MOHCTpale yueOHbIX MaTepUalioB, MPEICTABICHHBIX B PA3JIMYHbBIX 3HAKOBBIX CHCTEMaXx, B T.U.
WUTIOCTPATUBHBIX, IpaUUecKuX, ayino- U BUJIEOMATEPHAIIOB).

Ilpakmuueckoe 3ansamue 6 opme npezenmayuu — MPeJCTaBICHUE PE3YJIbTATOB MPOEKT-
HOM MM MCCIIEZ0OBATEIbCKON NEATENbHOCTH C MCIOJIb30BAHHEM CIIELHUATM3UPOBAHHBIX MPO-
IPaMMHBIX CpeNl.



6 YueOHO-MeTOAMUYECKOE OOecTIeYeHHe CAMOCTOSITeIbHOH PadoThl 00y4aI0 U XCS

IIpakTnueckoe 3axanue Ne 1
M0 JUCHHILIHHE «/[OKyMeHTHPOBaHHE 1eATEJIbHOCTH HEroCcy1apCcTBeH-
HBIX OPraHU3alnuib)

3anaHne. CHpOGKTHpOBaTL HOMCHKJIATYPY J€J1 OI[HOﬁ HErocyaiapCcrBeH-
HOM OpraHms3almu Mo HUCXOAHBIM YC/JIOBUSAM. Ha3Banus 0prann3aum7l BbI-
MBINIIJICHHBIC.

1. HazBanue opranuzanuu — OOO «Bwicota» 1. EkaTepunOypr; chepa nes-
TEJILHOCTH — CTPOUTEIHCTBO (3aCTPOUIIIHUK).

2. Hazpanue opranmzanuu — Kpectbsinckoe (dhepmepckoe) xo3siictBo «Ca-
naBa™» PecnyOnuka bamikoprocran; cdepa nestenbHocTH - CenbCcKoe X03SMCTBO
(’KMBOTHOBOJICTBO).

3. HazBanme opranmzauuu — CHT «VYpoxaii» r. YensOuHck; cdepa nes-
TenbHOCTH - Ca0BOACTBO, OTOPOIHUYECTBO U 1TaYHOE XO3SMCTBO.

4. Hazpanue opranuzauuu — OO0 «CHUb» r. HoBocubupck; chepa nesrenb-
HOCTH - OnepaTopbl COTOBOH CBSI3H.

5. HasBanue opraHuzauuu — XO34MCTBEHHOE MapTHEPCTBO «Kypey
r. MockBa; cdepa 1eaTebHOCTH - TOPrOBO-3aKYIIOYHAS IeITeILHOCTb.

6. Hazpanue opranuzamuu — OO0 «ABtroropr» r. Kanmununrpan; chepa ne-
aresibHOCTH — Toprosisi. KomuccroHHbIE MarasuHbl 1O TOProOBIIE€ TPAHCIIOP THBIMU
CpEIICTBAMH.

7. HazBanue opranuzamuu — noiaHoe toapuiectBo (I1T) «/luzensy; chepa
NEATEIbHOCTH - He(pTera3o100bIBaIOIIUX MTPOU3BOJICTRO.

8. Hazpanue opranmzauuu — OOO «IIunkepron»; cdepa nesTenbHOCTH —
YacTHas 1eTEeKTUBHASA U OXpaHHAas AEATEIbHOCTb, ar€HTCTBO.

9. HazBanwme opranuszanuu — UIT «Banos U.N» pexnamusrii xxypHai «Cde-
pa»; cepa nestenbHOCTH - CpeacTBa MaccoBoil nHpopmanuu. Peknama.

10. Ha3Banue opraHuzaluu — accolualus TYypareHTOB U TYpOIIEpaTOpOB
«bnok» r. Camapa; cdepa AesSTENbHOCTA — TYPUCTCKAs ACSITEIbHOCTD, 3alllUTA WH-
TEPECOB TYPareHToOB, TypONEepaTopoB, TYPUCTOB.
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!!!Homep 3a0anus, 8bibupaemozo 018 aHaiusd, COomeemcmayem nopsoKo-
6oMy HOMepYy gamunuu cmyodenma & cnucke epynnol. Eciu 6 epynne 6onel0-mu ue-

JI06€K, mo, Ha4YUuHasl C O@MHHCI@L;CIWZOZO cmydeﬂma, omyem 3a0aHUll HAYUHAEmcs ¢
Mo |.

Memoouueckue pexomenoayuu

JIns1 BBIMIOJIHEHUS 3aJaHUSI OPUEHTUPOBATHCS HA TEOPETHUYECKUM MaTepHall
Pasnenos 1 u 2.

B HOMeHKkmaType MOMKEH OBITh OTPa)KE€H BECh JOKYMEHTAJIBHBIM (OHI,
MPECTABICHHBIA YIIPABICHYECKON TOKYMEHTAllUeH U TOKYMEHTaIuen obecreyu-
BAIOLIETO THIIA.

HanmMeHoBaHMsI 3aroJIOBKOB €)1 HEOOXOJUMO CBEPATH C TUIIOBBIMU IEpey-
HSIMHU apXUBHBIX TOKyMEHTOB (cM. McTounuku). OOs3aTeNbHO CIEAYET M3Yy4YUTh
['K P® B yactu, xacaromeiics BeiOpanHoit OIlD, u denepanbHbIMU 3aKOHAMH 10
YKa3aHHBIM BHUJIAM JICSITEIbHOCTH; YUYUTBIBAUTE MPU NPOCKTUPOBAHUU HOMEHKIIA-
Typ HOpMaTHBHBIE MPABOBBIE aKThl CYObEKTOB PD U MX TeppuTOpUaIbHBIX 00pa-
30BaHUM.

[Ipu nmpoeKkTUpOBAaHUU UCIOJIB30BaTh TUIIOBYIO TaOIUIly (GOpMbI HOMEHKJIA-
TYypHI el cM. Tabnuity 1.

Tabnuna 1
dopMa HOMEHKJIATYPbI JI€JT OPTraHU3aluN
Cpok xpaHeHust
Hn- Koua- aejia v IIpume-
3aroJi0BoOK 1eJia
JeKC J1eJ1a BO e]l. Xp. Ne ctaTbu YaHus
no Ilepeunro

1 2 3 4 5

Hemounuku

1. ®enepanpubiii 3ak0H 0T 22.10.2004 N 125-®d3 "O6 apxuBHOM zAene B Poc-
cutickoilt ®enepanun”

2. IlepeueHb THUIOBBIX YIPABICHUYECKUX ApPXMBHBIX JOKYMEHTOB, 0Opa3yio-
IIMXCSI B IMPOLIECCE MEITEIBHOCTH T'OCYAApPCTBEHHBIX OPraHoB, OPTaHOB
MECTHOTO CaMOYMPAaBIICHUS U OpraHU3alliid, C YKa3aHUEM CPOKOB MX XpaHe-
Hus", yTB. [Ipukazom Munkynstypsl PO ot 25.08.2010 N 558 (cm. yka3za-
TE€JIb BUJOB IOKYMEHTOB K HEMY);

3. IlepeueHb THUMOBBIX APXUBHBIX JOKYMEHTOB, OOpa3yloOIIMXCS B HAay4YHO-
TEXHUYECKOU U MPOU3BOJICTBEHHOMN AEATEIbHOCTA OPraHU3alui, C yKa3aHu-
€M CpOKOB XpaHeHus, yTB. [Ipukazom Munkynetypsl PO ot 31.07.2007 N
1182 (cm. ykazarenb K HEMY);

4. CnpaBounas uHpopmarus: "Cpoku XpaHEHHs] JOKYMEHTOB OpraHu3aliuii"
(Marepuan noarorosnen crnenuanictaMu Koncynsrantllmtoc) // Koncynb-

16



taHTllmroc. —Pexum JIOoCTyma:
http://www.consultant.ru/document/cons doc LAW 121777/

5. TlosoxeHue 0 MOpsIKE U CPOKaX XpaHEHUs IOKYMEHTOB aKIIMOHEPHBIX 00-
miectB, yTB. [loctanoBnenneM OKI(b PO ot 16.07.2003 N 03-33/mc.

IIpakTHueckoe 3aganue Ne 2
Mo IMCHHUIUINHE «/[0KyMeHTHpOBaHUE eI TeJIbHOCTH HErOCy1apCTBEH-
HBIX OPraHU3aANUID)

3ananue. UneHTHPUIIUPOBATL HOPMATUBHYIO CpeAy AJIA OAHON U3 CJie-

ayromux OIP. CocraBurs OubInorpapuyeckuii 063op. Boioop OIIP B nan-
HOM 32JaHMHU J0JIZKeH cOBNaAaTh ¢ BbiOopoM OII® B KOHTpOJILHOM padoTe
(cM. 3apanue KoHTpoIbHOM padoThI).

1
2
3
4
5
6

Cnucok OID
Ilonnoe mosapuwecmso
Obwecmso ¢ 02paHuienHol 0meemcmeeHHOCMbIO.
Kpecmuvsnckoe (pepmepckoe) xossticmeo.
Xo3zsticmeeHHble napmHepcmaa.
IIpouzsoocmeennwiii Koonepamus,
Tlompebumenvckux koonepamusos (n0das uz ciedyiouux Gopm):
6.1. >KUJINIIHBIH,
6.2 )KWIJIUIIHO-CTPOUTEITHHBIN
6.3.rapaxHbIN KOOTIEPATUB,
6.4.camoBoIUECKU, OTOPOTHUICCKUI M TAYHBIN KOOTIEPATUB,
6.5.moTpeduTenbCKuil KOOMEPaTuB,
6.6.0011eCTBO B3aMMHOTO CTPaXxOBaHMUA,
6.7.KpeAUTHBIN KOOTIEPATHB,
6.8.¢donn mpokara,
6.9. CETbCKOX035MCTBEHHBIN TOTPEOUTENBCKUI KOOTIEPATHUB.
Obwecmesennvle opeanuzayuu (n1oodas uz ciedyowux gopm):
7.1.monuTHYECKNE MapTUN
7.2.co3/1aHHbIE B KAYECTBE IOPUIUICCKUX JIUIT TPOPECCUOHATBHBIE COFO3bI
(mpodcoro3HBIC OpTaHU3AIINH ),
7.3.0praHbl OOIIECTBEHHON caMOIesATEILHOCTH,
7.4. TEppUTOPHATHHBIC OOIIIECTBEHHBIE CAMOYIIPABIICHUS.

8. Accoyuayuu (coroswt), (11006as uz ciedyrouwux ¢popm):

9.

8.1.HeKoMMepuecKue MmapTHEPCTBa,
8.2.caMoperynupyemMble OpraHu3aluy,
8.3.00benuHenus paboroaaTenei,
8.4.00beuHenus TpoQecCuoHaIbHBIX COH30B,
8.5.koomnepaTUBOB U OOIIECTBEHHBIX OpraHu3alluii,
8.6.TOproBo-NpOMBIIIICHHBIE,

8.7.HOTapualbHbIC MajaThl.

Tosapuwecmea coOCMBEHHUKOG HCUTLSL

10.Kazauvu obwecmea
11.@Donowi:
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11.1. OOIIIECTBEHHbIE

11.2. OJ1aroTBOpUTEIbHBIE (POHIBI.
12.Penueuosnvle opeanuzayuu.
13.71ly6uuno-npasosvie Komnanuu
14. Aosoxamckue obpazosarus.

Memoouueckue pexomenoayuu

OTBeT Ha 3a7aHKe TOJDKEH OBITh MPEICTaBIeH B BUE 0030pa HOPMATHUBHBIX
IIPaBOBBIX AKTOB.

[Ipn wpentuduxany HOPMATHUBHOW CpEIbl CIEAYET ONMUPATHCA Ha PEKO-
Menpanuu 11.5. FOCT P UCO 15489-1-2007 «CUBU/I. YnpaBneHue qOKyMeHTa-
Mu. OO1IHe TpeOOBaAHUS:

HopmatuBHas cpena BKIOYaeT B ceOsl:

a) 3aKOHbI 1 HOPMATUBHBIE aKThl, PErYIUpYIOIIKe chepy AeTOBOU AESITENb-
HOCTHU B LIEJIOM U B CIIEUU(UYECKUX OTPACIAX, B TOM YHCJIE 3aKOHbl 1 HOPMAaTHB-
HBIE aKThl, OTHOCSIIHECS HENOCPEICTBEHHO K JIOKYMEHTaM, apXuBaM, JIOCTYILY,
KOH(DHIEHIIMATbHOCTH, AOKAa3aTeIbCTBAaM, 3JIEKTPOHHOM KOMMEPIUY, 3aIUTE JTaH-
HBIX, HH(OpMaIY;

b) cranmapThl, OTHOCAIIMECS K MPAKTUYECKON I€ATEIbHOCTH;

C) MpaBHJia PEKOMEHAATEIBHOIO XapaKTepa, OTPAKAIOIIHNE NTEPEAOBON OIBIT;

d) 106pOBOJILHO TPUMEHSIEMBIE ATUYECKUE KOJEKCHI U HOPMBI;

€) uACHTU(PULUPYEMbIE COLMATIbHbIE 0KUAaHUA (MIOTPEOHOCTH), KacarolIHe-
Cs aIEKBaTHOT'O MOBE/ICHUS B CIEU(PUUECKON OTPACIIU WM OpraHU3aluy.

Bri6upas HopMatuBHBIE TTpaBoBbIe akThl s OIID, crienyeT pacnpenaensTh
UX I10 YPOBHSAM (CM. YpPOBHH HOpMaTHUBHO-METOANYECKOM 0a3bl B Paznene 2).

[Ipu odopMiIeHNN UCTOYHUKOB YKa3blBaTh HAa3BaHHE JOKYMEHTA, ATy H3-
JlaHMsl, aBTOPA, MMYHKTHI, TJIaBbI U T.II., perJIaMEHTUPYIOLIEe paboTy ¢ TIOKyMEHTa-
MU, €CJIM HE BECh HICTOYHUK ITOCBAIIEH JOKYMEHTUPOBAHHUIO.

Bce ynomsiHyThle B 0030p€ UCTOYHHUKH JOJDKHBI ObITh AeicTByrommME. CTa-
TyC UCTOYHUKOB (IEUCTBYIOIINNA / HE ACHCTBYIOIINII) ClIeyeT IPOBEPATh MO WH-
dbopmanmonHo-mipaBoBbIM nopTanam «Koncynbrantllmtoc», «I'apuar», «Komeke»
u Jp.

KOHTPOJIBHASA PABOTA
«/lokyMeHTHpOBaHHE NeATEJLHOCTH HErOCYyAapCTBEHHBIX OPraHU3ANMIi»
B kauectBe KOHTpOJ'II:HOﬁ pa6OTBI CTYACHTAaM IpejiaracTcs COCTaBUTh pe(bepaT II0 TEMC:
«JloKyMEeHTUpOBaHUE JIEATENFHOCTH HEroCyapCTBEHHOM OpraHu3anuy (yKa3aTh BBIOPaHHYIO Op-

TaHU3AIOHHO-TIPaBOBYIO (hopMy)». Buasl opraHu3amoHHO-TIPaBOBHIX (hopm mpuBeneHs! Hike. OHU HE
JIOJIKHBI TIOBTOPSITHCS B ITPYTIIE

TpeGoBanus k pedepaty

CopeprkaHue JOJDKHO JJEMOHCTPUPOBATH CIEAYIONINE 3HAHUS U YMEHUSI CTYIEHTOB:
3uanue:
- cneyuguuecKkux yepm 0OKYMEHMUPOBAHUS OesIMENbHOCIU HEe20CYOAPCMEEHHbIX OP2AHU3AYULL
- OCHOBHBIX OP2AHUAYUOHHO-NPABOBHIX (OPM He20CYOAPCHMBEHHBIX KOMMEPUECKUX U HEKOMMEPHUEeCKUX
opeanusayuil;
- MUN0B020 COCMABA CUCHeM OOKYMeHmayuu, GopmMupyrouux OOKyMeHmaivhslli (oo Hezocyoap-
CMBEHHBIX OP2AHUIAYULL,
- cnocob06 u cpedcme OOKYMEHMUPOBAHUS, NPUMEHAEMBIX 8 npoyecce 0esmeabHOCU He20Ccy0apCmaeH-
HbIX OpeaHU3ayuil;
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- HOPMAMUBHO-NPABOBLIX AKMOE, PE2NAMEHMUPYIOWUX OeSMEIbHOCb U e OOKYMEHMUPOBAHUE 8 He20-
CYOapCmeEeHHbIX OPeAHUZAYUSIX.

VYmenue

- cocmasums HOPMAMUBHO-NPABOBYI0 OA3Y OOKYMEHMUPOBAHUS OeSIMEbHOCHU KOHKPEMHOU OP2aHU3a-
yuu;

- coCmasumv NPOEKm HOMEHKAAMYPbl 0ell OP2AHUZAYUU, UCX005L U3 MUNOBO20 COCTABA CUCTHEM YNPAG-
JIEHUeCKOU OOKYMEHMAyUU, Op2aHU3AYUOHHBIX U HOPMAMUBHO-NPABOSIX OOKYMEHMOB8, PeclamMeHmupy-
IOWUX OesIMENbHOCHb He20CY0apCMEEHHOU OP2aHU3AYULL.

Tunosoii nJan pedepara
1. Xapakrepuctuka opraHu3aioHHO-TIpaBoBoil hopmbl (OIID) HerocymapcTBEHHOW OpraHU3aINH.
(KenarenpHO mnpuBIEYEHHE CTAaTUCTHYECKMX MJaHHBIX O TOM, CKOJbKO B Poccun/ peru-
OHE/00JIacTH/ TOPO/Ie 3aperUCTPUPOBAHO opranu3anuii nanHoi OI1d).
OO01mas XxapakTepuCTHKA YIpaBlieHUs opranusamnueit nanaoi OI1dD.
3. OCHOBHOI COCTaB HOPMATHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTHPYIOIIUX JIEITEIFHOCTD He-
rocyaapcTBenHoi opranuzauuu nanaoi OIld (cum. [IpakTuyeckoe 3aganue 2).
4. XapakTepucTHKa JOKYMEHTAJIBLHOTO (DOHA (IOKYMEHTOB, HX KOMILJIEKCOB W CUCTEM JOKYMEHTA-
1uH, GOPMHUPYIOIIKUXCA B AEATEILHOCTH HETOCYJAPCTBEHHOW OPTaHU3alNN):
e  OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALMS,
IUTAHOBAs TOKYMEHTALIHS;
pacropsanTenbHas JOKyMEHTALuS;
MH(QOPMALIMOHHO-CIIPABOYHAs ¥ CIIPABOYHO-aHAIUTUIECKAs JOKYMEHTALHS;
OTYETHAs JOKYMEHTALHS;
JIOKYMEHTAIIVS TT0 00eCTIeYeHNI0 KaipaMH (TI0 IMIHOMY COCTaBy);
¢mHAHCOBas JOKyMeHTaIs (OyXTranTepCKUid y4eT U OTIYETHOCTD);
JOKYMEHTAlHs 10 MaTepHAIbHO-TEXHUYECKOMY 00ECTICUEHHIO;
AOroBOpHasA NOKYMCHTaAlH,
JIOKYMEHTAIIVsI TI0 JIOKyMEHTAI[MOHHOMY W MH()OPMAIMOHHOMY OOECIICUCHUIO NIESATEb-
HOCTH yYpEKICHUS,
® JI[pyrMe CHCTEMBI JIOKYMEHTAIMH, BKJIIOYasi M T€, KOTOPbIE OTPaXkKalOT OCHOBHYIO Jiesi-
TCJIBHOCTDb U T.A.
AHanu3 NpuMepHON HOMEHKJIATyphI A€ HErOCy1apCTBEHHON OpraHu3aliH.
Crioco0blI 1 cpesicTBa JOKYMEHTHPOBAaHUS HH(POPMALIMK B HETOCYIaPCTBEHHOM OpraHu3aliu
ITopsimok xpaHeHus! TOKyMEHTOB HETOCyIapCTBEHHOM opranu3anuu ganuoi OI1O.
CIucok uTepaTypbl 1 HCTOYHHUKOB.
Cmpykmypa peghepama: TUTYIbHBIN JIUCT, OTJIABJIICHHE, BBEICHUE, OCHOBHAS YacTh, pas-
OuTast Ha MyHKTHI (MYHKTHI 03arjiaBlIeHbl), 3aKII0UYEHNE, CIUCOK JINTEPATYPhl, MPUIIOKEHHE (TIPU
HEOOXOIUMOCTH).
Obvem pedepaTa T0KEH COCTaBIATh HE MeHee 15 cTpanull (10 criucka mutepatypsl) (14
mpudt yepes 1,5 unTeppana).
KitoueBbie croBa M 3aroJioBKHM pa3/ielioB JOJLDKHBI UMETh pa3Hble MIPU(TOBBIC BBIIEIE-

A
e o 06 0 06 06 0 0 o

N,

HUSL.
[utatHelii MaTepuan pedepara opopmisieTcs B COOTBETCTBUN ¢ HOPMAaTHBAMU HAYUHBIX

paboT (CHOCKHM ¢ yKa3aHHeM JIMTepaTypHOT0 MCTOYHHMKA, HOMepa CTpaHMIl o0s3arenbHbl). [Ipn

odopmienun pedepara cienyer IpuaepKUBATHCS MPaBUIL, TOAPOOHO U3T0KEHHBIX B!

1. I'OCT P 7.0.5-2008. Cuctema ctaHmapToB 1Mo WHPpOpMAIHH, OMOITUOTEUHOMY U
u3zarenabckoMy neny. bubmmorpagpuueckas cepiika. OOmue TpeGOBaHUS U MpaBUIIa COCTaBIIe-
HUS

2. ['OCT P 7.1-2003 Cucrema ctaniapToB 1o uHpopMaruu, 6u0IMoTeyHOMY U U3-
naTenbcKoMy neny. bubmuorpadudaeckas 3anuce. bubmmorpadudeckoe onucanue. O0me Tpe-
OOBaHUs U MIPAaBUJIA COCTABJICHUS.

3. I'OCT P 7.82-2001 Cuctema ctanaapToB 1o HHGoOpMaIuu, OnOIM0TEUHOMY U
u3zarenabckoMy aeny. bubnuorpapudeckas 3anuce. bubnuorpadudeckoe onucanue 3IeKTPOH-
HBIX pecypcoB. O0mue TpeboBaHUs U TTpaBUila COCTABIICHHUS.

Hanpumep:

3amexcmosvie bubauocpaguueckue ccoliku
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1. KoBmmmkos B. A., I'myxos B. II. [IcuxonuHrBucTHKa: TEOpUs pEUEBOM AEATEIb-
HOCTH: yue0, mocooue Ijisi CTyIeHTOB TeaBy30B. M.: Actpens; Treps: ACT, 2006. 319 c.
(Bpicmias mkona).

2. OO0 uHAMBUIyaIbHOW TTOMOIIHY B MOTy4YeHur obpaszoBanus: (O comelicTBum 00pa-
30BaHuI): (henep. 3akon Deneparus. Pecm. 'epmanms ot 1 anp. 2001 r. / O6pazoBarenpHOE
3aKOHOJIaTEILCTBO 3apy0exkHbIX cTpaH. — M., 2003. — T. 3. — C. 422—464.

Ccvinika Ha s1eKmMpOHHble pecypcbl

JKunuiHoe npaBo: akTyalbHbIE BOIIPOCHI 3aKOHOJATENbCTBA: ANEKTPOH, XypH. 2007. Ne
1. URL: http://www.gilpravo.ru (mara ooparmenus: 20.08.2007).

IloOcmpounas KoMNIeKCHAsL CCbLIKA

JluxageB J[. C. O6pa3 ropona // Ucropuueckoe kpaeBeacane B CCCP: Bomp. Teopuu u
npakTuku: ¢0. Hayd. cT. Kues, 1991. C. 183—188; Ero xe. Oxno B EBporry — Bpata B Poccuto
// Bcemup. cnoBo. 1992. Ne 2. C. 22-23.

Buympumexcmosas oubnuoepaguueckasn ccolika

(Apenc B.XX. A306yka uccnenoBarens. M.: Uarepmer Unxunupunr, 2006)

Homep TeMbl COOTBETCTBYET MOPSAIKOBOMY HOMEPY B CIHMCKE I'pyMIbl (€ciu B rpynne 14
4eJIOBEK M MEHblIe, BOMparoTCs TeMbl 110 HoMepaM 0e3 «pacumuputenei» -1,2,3 u 1.1.; eciu
OosbIe, TO BRIOMPAIOTCS TeMbI ¢ pactmmpureasiva — 1.1, 1.2, 2.1 u T.11.; €clii CTyI€HTOB B IPyII-
ne 6onbue 32-X, TO TEMbI BBIOMPAIOTCS B MOPAIKE CIEJOBAaHUU U 0€3 pacUIMpeHHsl, U C paclly-
penuem — 1, 1.1, 1,2 u T.1.). Tembl pedpepaToB He 10JKHBI IOBTOPATHCH!

TemaTruka pedeparoB o Kypcy

15./[oxymenmuposarnue oesimenbHoCmu HOJIHbIX MOSAPUUECINE

16./[oxymenmuposarnue desmenbHoCmu 0OUWecms ¢ 02PAHUYEHHOU OMBEMCMEEeH-
HOCMbIO.

17, Jloxymenmuposarue OesmenbHOCMU KPECMbIAHCKUX ((hepmepCKux) Xo35a1icms.

18./[oxymenmuposanue desimenbHoCmu X035UCMEEHHbIX NAPMHEPCME.

19. loxymenmuposanue 0esimenbHOCmu NPpou3600CMEeHHbIX KOONepamuegos.

20, loxymenmuposanue oesimenbHOCmU ROMPeoumeibCKux Koonepamueos (Bbl-
Opathb JII00YI0 U3 cleayromux Gopm):

20.1. JKUJTAIIHBIH,

20.2. KUIUIIHO-CTPOUTEIbHBIN

20.3. rapaxHblii KOOTIEPATHB,

20.4. CaJ0OBOAYECKHU, OTOPOAHUYECKHI U TaUYHbIA KOOIIEPATHB,
20.5. NOTPEOUTENHCKUN KOOTIEPATHB,

20.6. OOIIECTBO B3aMMHOTO CTPAaXOBaHUS,

20.7. KpPEJIUTHBINA KOOIIEPATHUB,

20.8. dbona nmpokara,

20.9. CEJIbCKOXO3SICTBEHHBIN MOTPEOUTENHCKII KOOTIEPATHUB.

21. Jloxymenmuposanue oesimenbHOCmu 00uecmeeHblx opeanuzayuil (BbIOpaTh
T00YI0 U3 caeayronmx Gopm):

21.1. MOJIMTUYECKHUE TAPTHH,

21.2. CO3/IaHHBIE B KAYECTBE HOPUANICCKUX JUIL TPOhEeCCHOHAIBHBIEC COIO-
36l (TTPO(QCOIO3HBIC OpraHU3aIUN),

21.3. opraHbl 00IIECTBEHHON CaMOJIEATEIbHOCTH,

21.4. TEPPUTOPHATHHBIC OOIIECTBEHHBIE CAMOYIIPABIICHUS.

22. Jloxymenmuposarnue oessmenbHoCcmu accoyuayuii (cow308), (BLIOpaTh JTHO0YI0
U3 ceayrommx Gopm):
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22.1. HEKOMMEpYECKHUE MapTHEPCTBA,

22.2. CaMOpETYyJIMPYEMbIE€ OpraHU3aLNH,

22.3. oObeIMHEeHUs paboToaTenen,

22.4. o0beTMHEeHUS TTPOPECCUOHATIBHBIX CO30B,
22.5. KOOIIEpaTHBOB M OOIIECTBEHHBIX OpraHU3aIui,
22.6. TOPTOBO-TIPOMBIIILJICHHBIE,

22.7. HOTapHaJIbHbIC TAJIaThI.

23, [loxymenmuposanue 0esimeibHOCMU MO8aAPUULeCcms cOOCMBEHHUKOB JHCUTbSL.
24.Jloxymenmuposanue 0essimeabHOCMuU Ka3aubux 0ouecms.
25./[okymenmuposarnue oessmenbHocmu ¢honoo8 (BEIOPATH TFOOYIO U3 CIETYIOIINX

dbopm):
25.1. OOIIIECTBEHHBIE
25.2. 0JIarOTBOPUTEIBHBIE (DOHIBI.

26./Joxymenmuposanue 0essmenbHOCMU PeIUSUOIHBIX OP2AHUZAYUL.
217 . [loxymenmuposanue 0essmeibHOCMU Ny OIUYHO-NPABOBLIX KOMNAHUU.
28./[oxymenmuposanue 0essimeabHOCmuU a0BOKAMCKUX 00pA308aAHUIL.

Tect 1
Paznea 1. [lonsitue 0 JOKYMEHTHPOBAHNH J1€ATEIHLHOCTH OPraHU3aUii

1. YUro Ha3bIBaeTC JOKYMEHTUPOBAHUEM ?

1) nesaTenbHOCTBH, 0OOSCIICUNBAOINAs CO3AaHUE OPHUITHATBHBIX JOKYMEHTOB H
OpraHu3aIuio paboThl C HUMU;

2) 3anuch nHGOPMAIMK Ha Pa3IMYHBIX MaTEPUATBHBIX HOCHTEISIX 110 yCTa-
HOBJICHHBIM IMPaBUJIaM, KOTOPBIE 3aKPEIUISIOTCS B MPABOBBIX aKTaX M HOP-
MaTHBHO-METOJIMYECKUX JOKYMEHTAX;

3) cucTeMaTH3aIHIO JOKYMEHTOB M KOMILUIEKCOB JIOKYMEHTOB;

4) co3nmanue, JOKYMEHTOOOOPOT, XpaHEHHE U MCIIOJIb30BaHUE TOKYMEHTOB.

2. Pe3yibTaTOM JOKYMEHTHPOBAHMS J€ATEJbHOCTH OPraHM3aluil sIBJIsA-
er/IoTes:

1) MOKYMEHTHI;
2) KOMIUIEKCHI JJOKYMEHTOB;
3) cucTeMbl JOKYMEHTAIIUH,
4) HOMECHKJATypa JelI.
3.B opraHuzanmsx co3aalTcsl 1 MMEIOT XOXKIAEHHE ...
1) TosbKO O(pHUIHATIEHBIC TOKYMEHTHI;
2) TOJBKO HeO(DHUITHAIbHBIC TOKYMEHTBI,
3) 3aKOHOAATEIbHBIE AKTHI;
4) nUYHBIC TOKYMEHTHI.

4. COBOKYNHOCTb JIOKYMEHTOB, B3aUMOCBSI3AHHBIX M0 NMPHU3HAKAM MPO-
HCXO0K/IeHUSsI, HA3HAYEHUsI, BUJA, cepbl AeATeJIbHOCTH, eIUHbIX TPeOOBaAHUIA
K MX 0(pOpMJICHUIO HA3BIBACTCH...

1) KOMIUIEKCOM JIOKyMEHTOB;
2) cUCTEeMOW JOKYMCHTAIUH;
3) HOMEHKJIATYpPOH JelT;
4) mOKyMeHTaJIbHBIM (hOHIOM.
S. Slapo yupekaeH4eCKOH JOKYMEHTAIMH COCTABJISIET:
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1) HOpMaTHBHO-TIPABOBAas JOKYMEHTAITHS,

2) TEXHOJIOTHYECKast TOKYMCHTAITHS;

3) ympaBlieHYeCKas JOKYMCHTAIHS;

4) noxkyMeHTaIus, o0ecreunBaroliasi OCHOBHOW BUJI (BUJIbI) JCSITCIBHOCTH.

6. CTpyKTypa 10KYMEHTAJBHOI0 (DOH/IAa OPraHU3ANUM 3ABUCHUT:

1) oT opraHu3aIMOHHO-TIPABOBON (HOPMBI;
2) OT BUJIOB dKOHOMHYECKOMW JCITEIBHOCTH;
3) OT HOMEHKJIATYPHI JCIT;

4) oT GpopMbI COOCTBEHHOCTH.

7. Opranusanus, cO31aHHAS N0 MHUIUATHBE OTAEJIbHBIX JIUI UJIH TPy
rpaskaaH, He HA/IeJIEHHBIX TOCYyIapCTBEHHO-BJIACTHHIMU MOJTHOMOYMSMH, BbI-
NOJIHAKIAA (YHKIMH NOCPEIHUKA MEXKAY TOoCyJapcTBOM U 00IEeCTBOM
HA3bIBAETCH:

1) HerocyaapcTBEHHOW HEKOMMEPUYECKOH OpraHU3aIueH;
2) HEerocyJIapCTBEHHONW KOMMEPUYECKOM OpraHu3anuei;
3) rocyaapCTBCHHON HEKOMMEPYECKON OpraHu3aIuei;
4) HEerocyaapCTBCHHOM OpraHMU3aIuei.

8. Cnoco0 3akpenieHus1 U UCMOJIb30BAHUS HMYIIECTBA X035l CTBYHOIIMM
Cy0bEeKTOM M BbITEKAKIINE U3 3TOT0 €ro NpaBoBoe MOJIOKeHHe W LeJd Mmpe/-
NPUHUAMATEIbCKON NeSITeJIbHOCTH HA3bIBACTCS

1) puzmuecKkuM IUIOM;

2) IOPUIHYECKUM JIHIIOM;

3) mpeanpUHUMATEILCKON IEATEIBHOCTBIO;

4) opraHu3alMOHHO-TIPABOBOM (OPMOH.

9. COBOKYIHOCTH JOKYMEHTOB, OTHOCSAIUMXCH K OJHOMY BOIIPOCY HJIM
YUYACTKY AeSITeIbHOCTH, IOMEILIEHHBIX B OT/IEJbHYI0 00J102KKY HA3bIBAETCH. ..

1) HOMEHKJIATypOU JeIT;

2) CUCTEeMOM JOKYMEHTAIIHUH,
3) nemowm;

4) TOMOM.

10. Haiinute BepHOe mpoaosxeHue ¢pasbi: «/JlokymeHTaabHbie (OHIBI

BCeX OpPraHu3anui...»
1) ¥UMerT OJJMHAKOBBIH HAOOP TOKYMEHTOB,;
2) MMEIOT CTaHIAPTHBIA HA0OP TOJIBKO yIPaBICHYECKON TOKYMEHTAIINHT;
3) UMEIOT COBEPIICHHO Pa3HbIi HA0OOP JTOKYMEHTOB;
4) MMEIOT CTaHJAPTHBIA HA0Op KakK yMpaBICHUCCKON JTOKYMEHTAILIUU, TaK U
JOKyMEHTAIMU 00eCreYMBaIOIIEro TUIIA.

11.Kakas u3 nepeuncjieHHbIX cucrem gokymenrauuu HE OTHOCHUTCA
K YIIPaBJICHYEeCKOM?

1) JloxyMeHTAIHS [0 MaTePHAIbHO-TEXHUYECKOMY 00CCIICUCHUIO;
2) CucreMa JOTOBOPHOM JOKYMCHTAIIMH;

3) Cucrema (pMHAHCOBOW JOKYMCHTAIIUH,

4) Cucrema SKOJIOTUIECKOH TOKYMEHTAIINH.

12. CucreMaTU3NpPOBAHHBIN NMepevYeHb 3aroJ10BKOB JieJl, C031aBaeMbIX B
OPraHM3alum, ¢ YKa3aHUEM CPOKOB UX XPAHEHHS HA3bIBAETCH. ..

1. HOMeHKIaTypa Ael;
2. CHCTeMOM JOKyMEHTAIINH;
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3. IenoM;
4. NMOKyMEHTaJbHBIM (POHIOM.
13. Opranuszanus, Koropas ¢GopMupyer J0KYMEHTAJIbHbIN (OHT, HA3BI-
BaercH ...
1. ¢donmoobpazoBarerb,
2. IOpUIUYECKOE JIUIIO,
3. (¢uznveckoe JuIo,
4., MOIOTUYETHOM.
14. IOpuauveckasi OTBETCTBEHHOCTb 32 PadoTy ¢ JOKYMEHTAaMH NPOSIB-
JIeT TeHICHIIHIO. ..
1. x ycuienuro,
2. K 0cia0JIeHHIO,
3. K mepepacipeneneHuto,
4. cTaOMIBLHOCTH.
15. IlepcoHAJILHYI0 OTBETCTBEHHOCTH 32 JOKYMEHTbI, 00pa3yluiuecs B
HEroCcyJapCTBEHHOH OPraHu3alum, HEeCYyT ...
1. PykoBoauTenu opranu3aluii.
2. YdpeauTenu OpraHu3aliui.
3. AKIIMOHEDHI.
4. Bce Ha3BaHHbBIE BHIIIIE.

Tecr 2
Pazgea 2. HopmaTuBHO-IpaBOBOE peryJiMpoBaHHue JOKYMEHTHPOBAHUA
AeATeJIbHOCTH HeroCcy/1apCTBeHHbIX OPraHu3anui

1. YacTHOE M0 WK IPYyNIA JIKL, Y KOTOPbIX ecTh GyHKUMU U 00s13aH-
HOCTH, TOJHOMOYMS W B3aMMOOTHOLIEHUS] JISl JOCTHUKEHUS] CBOMX IleJieid,
HA3BIBAIOTCA ...

1. MHIMBUIYaNbHBIMU MIPEANPUHUMATEISAMH,
2. IOPUIUYCCKUMU JTUIAMU,
3. (UBHUYECKUMU JTUIIAMU
4. opraHuzaiuen.
2. OTHOLIEHHE K JOKYMEHTaM KAaK K aKTHBaM JIeKJIAPHUPYeETCH B ...
3aKOHOJIaTeNbCTBO PD;
MEKIYHApOJIHOM CTaHAapTe 1o ynpasieHuto jokymentamu MCO 15489;
MEKIYHApOJIHOM CTaHAapTe 1o ynpasieHuro gokymentamu MCO 30300;
. MexayHapoaHbix ctanaaprax Ha CMK MCO 9000.
3 DJIEeMEHThI I'PAKIAHCKOI0 0011eCTBA, HE HaleJIEHHbIE TOCYAApPCTBEHHO-
BJACTHBIMM NOJHOMOYMSAMM, BbINOJHAWIINE QYHKIMU MOCPEIHUKOB MEKIY
rocy1apcTBOM M 00IIECTBOM B peajiu3allMd HHTEPECOB IPaskaaH BO Bcex ce-
pPax :KMU3HH, HA3bIBAKOTCA ...
1. HerocynapcTBEHHON OpraHHU3alUEeH,
2. TOCYIapCTBEHHOW OpraHMU3aluei,
3. HErocyJIapCTBEHHON KOMMEPUYECKOU opraHu3aiueii,
4. HerocyJIapCTBEHHON HEKOMMEPYECKON OpraHu3anuei.
4.PykoBoauTe/ b HETOCYIAPCTBEHHON OPraHU3alMH ...

W
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1. nmelicTByeT OT UMEHU COOCTBEHHHUKA, HO CaM HUKOTJa HE SBJISETCS COO-

CTBEHHUKOM,;

2. NEeWCTBYET OT MMEHHM COOCTBEHHUKA U MOXET BXOJUTh B YMCJIO COOCTBEHHU-
KOB;
BCEr/a SIBJSIETCS COOCTBEHHUKOM;

4. neWcTByeT OT UMEHH roCyJIapcTBa U MO3TOMY CaM HHUKOT/Ia HE SIBJISIETCS
COOCTBEHHHKOM.

5. Opranusanus, He MMeIONIasi U3BJIe4YeHHe NPUObLIN B KaUueCcTBe OCHOB-
HOM LEJM CBOCH JesiTeJIbHOCTH M He pacnpeejsaiiasl MOJYyYeHHYH NpH-
ObLIb MEXKAY YYACTHUKAMM, HA3bIBAETCA ...

HETOCYJapCTBEHHOW OpraHU3aIueEN,

HEKOMMEPYECKON OpPTraHU3alnei,

roCyJ1apCTBEHHON KOMMEPUYECKON OpraHu3anuen,

. HErOCyJIapCTBEHHONM HEKOMMEPYECKON OPraHU3alne.
6 [Mponosxure ppasy: «Pesuzuonnvie Komuccuu ...»

HA3HA4aromcs 20Cy0apCcmeeHHbIMU Ha030PHbIMU OP2AHAMU,

8bIOUPAIOMCA U3 YUCTA YUACMHUKO8 He20CYOapCmMEEeHHOU OpeaHU3ayuU,

HA3HA4aromcs pyKo8oOCMBEOM He20CyOapCmEeHHOU Op2aHUu3ayuu;

MO npueIauieHHble CHeYUAIUCIbL, 3AHUMAOUWUEC NPOYedYPOU TUKBUOA-

Yuu opeaHu3ayuu.
7. HopmaTuBHasi cpela BKJIOYAaeT B ce0sl HECKOJbKO ITANOB aHAJIM3A
HOPMATHUBHBIX NPABOBBIX AKTOB. YKAaKHUTE MOCJeI0BATEILHOCTh, B KOTOPOil
I'OCT P UCO 15489 pexkoMeHnayeT HACHTU(PUIUPOBATH HOPMATUBHYIO CPey.
OTBer 3anMIIMTE YUCTOBBIM KOAOM.

1. JIoOpOBOJBHO NPUMEHSIEMBIE STUYECKHUE KOJEKCHl U HOPMBI;

2. 3aKOHBI 1 HOPMATUBHBIE aKThI, pEryIHpYIOIHe chepy AeTOBOM AeATEIbHO-
CTH B 1IEJIOM U B ClIEUU(PUUECKUX OTPACIIAX, B TOM YUCJIE 3aKOHBI 1 HOpMa-
THUBHBIE AKThI, OTHOCSIIMECS HEITOCPEACTBEHHO K JOKYMEHTAM, apXUBaM,
JOCTYyIY, KOHPUACHINATBHOCTH, I0KA3aTeIbCTBAM, FIEKTPOHHOW KOMMEp-
IIUH, 3alUTE JAHHBIX, THPOPMAIINH;

3. mpaBHWJIa PEKOMEHJATENIbHOTO XapaKkTepa, OTpakarollye NepeI0OBON OIIbIT;

4. craHAapThl, OTHOCSIINECS K MPAKTUYECKON AESITEIbHOCTH.

8. Cienyer ji yYuThHIBATH NPH WIEHTH(PUKAIMUA HOPMATHUBHOIN Cpeabl B
HErocyJapCTBEHHOI OPraHM3aluu HOPMATHBHbIC NIPABOBbIC AKThI CY0ObEKTOB
P® u ux reppuropuajgbHbiX o00paszoBanuii? Eciam na, T0 Kk Kakoi rpymnme uc-
TOYHUKOB MX CJIeyeT OTHECTH?

1. Her, He y4uTBIBaIOTCS, TaK KaK 3TO JOOPOBOJILHO IPUMEHSIEMbIE 3TUUECKHE
KOJIEKChI 1 HOPMBL.

2. [a, oTHOCSTCS K 3aKOHAM M HOPMATHUBHBIM aKTaM, PEryJupyOmuM chepy
JIEJI0BOM JESTENBHOCTH B LIEJIOM U B CHEIU(PUUYECKUX OTPACISIX, B TOM YHCIIE
3aKOHaM 1 HOPMAaTHUBHBIM aKTaM, OTHOCSIIMMCS HETIOCPEACTBEHHO K JOKY-
MEHTaM, apXuBaMm, TOCTYIy, KOHOUIECHITUATHHOCTH, JJOKA3aTEIbLCTBAM,
AIIEKTPOHHON KOMMEPILIMH, 3aIIUTE JaHHBIX, HH(OPMaLIUH.

3. Mla, OTHOCSTCS K IPaBUJIaM PEKOMEHIATEIbHOTO XapaKTepa, OTPAKAIOIIUM
IIEPEI0OBOM OIIBIT.

4. Jla, oTHOCATCA K CTaHAApTaM, OTHOCAIIUMCS K PAKTHYECKOU JIeATEIbHO-
CTH.

w
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9. Kak HErocyaapcreeHHass Opranusalsa MNOHUMACT, KAKHE JOKYMCHTDI

OHA JO0JI>KHA CO3AaBaThb, I1OJY4YaTb U XpaHI/ITl:?

1.

2.

PR RONMNE bR

e

N =

3.

4.

[Tony4aeT circok HOPMATUBOB U TPEOOBAHUI MPU TOCYAAPCTBEHHON PEru-
CTpALIUH.

Cnucok HOpMaTUBOB U TPeOOBAaHUI HErOCYAApCTBEHHAS OPraHU3alUs M10-
Jy4aeT OT ayJAUuTOPOB.

[Tonb3yercst HOpMaMu (enepanbHOro 3akoHa «O TOKYMEHTUPOBAHUU Jesi-
TEJIbHOCTH HETOCYIAPCTBEHHBIX OpTraHU3AIIHI.

CamMocTosTenbHO ASHTU(GUIUPYET HOPMATUBHYIO CPELy U BHIOMpAET BCe
TpeOOBaHUsI, Kacarouecs JOKYMEHTUPOBAHUS.

10. Acconmanuu M cO03bI OTHOCATCH K...

HEroCyJ1apCTBEHHON HEKOMMEPYECKOM OPTraHU3allNH;
HEroCyJ1apCTBEHHON KOMMEPUYECKON OpraHu3aluu;
roCyJ1apCTBEHHON HEKOMMEPUYECKON OpPTraHU3aLNH;

. TOCYJTapCTBEHHON KOMMEPUYECKON OpraHU3alu.

11. ToproBo-npoMbIlLIeHHbIE MAJATHI OTHOCATCS K...

HGI'OCYI[apCTBeHHOI/I HGKOMMepLIeCKOI/I OpraHu3aluu,
HGI'OCYI[&pCTBGHHOﬁ KOMMGp‘-ICCKOfI OpraHu3aium,
FOCYI[&pCTBCHHOﬁ HGKOMMep‘{eCKOﬁ OpraHu3aiun,
FOCy,Z[apCTBCHHOI/I KOMMep‘IGCKOI/I OopraHu3alu.

12 ToBapuiecTBa COOCTBEHHUKOB KHJIbS OTHOCATCA K...

HEroCyJ1apCTBEHHON HEKOMMEPUYECKON OPTraHU3allNH;
HEroCyJ1apCTBEHHON KOMMEPUYECKON OpraHu3aluu;
roCyJapCTBEHHOM HEKOMMEPUYECKON OpraHu3aluu;

. TOCYJTapCTBEHHON KOMMEPUYECKON OpraHu3aluu.

13.001mecTBa ¢ OrpaHMYCHHON OTBETCTBEHHOCTHI0 OTHOCATCS K...

HEroCyJ1apCTBEHHON HEKOMMEPUYECKOM OpTraHU3allny;
HEroCyJ1apCTBEHHON KOMMEPUYECKON OpraHu3aluu;
roCy1apCTBEHHON HEKOMMEPUYECKOW OpraHu3aluu;

. TOCYJTapCTBEHHON KOMMEPUYECKON OpraHu3alyu.

14 Kakoii rocopran npoBOJAUT PerucTpanui0 WPUINIYECKUX Jun?

pernoHanbHbie otaeneHus OoHla conUanbHOrO0 CTPaXOBAHMUS;
TepPUTOPHUAIIbHBIE OpTraHbl [ '0Cy1apCTBEHHOTO KOMUTETA MO CTATUCTHUKE;
TEpPUTOPHUAIIbHBIE OpraHbl MUHUCTEPCTBA 110 AHTUMOHOIIOIBHOMN MOJUTUKE
U TIOJJICPKKE TIPEANPUHUMATEIIbCTRA,;

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

15. Kakoil u3 nepeymc/JieHHbIX rOCYyAapCTBEHHbIX OPraHOB NMPHCBAMBAET

U CO00IIAeT OPraHM3alui KO/bl, XapaKTepHU3yIolIie ero X03AiCTBEHHYIO J1e-
ATEJIBHOCTH?

1.
2.
3.

4.

1.
2.

peruoHaibHbIe oTaeseHuss PoHIa COLMAIBHOTO CTPaXOBaHUS;
TeppPUTOPUAIIbHBIE OpTraHbl ['0Cy1apCTBEHHOTO KOMUTETA IO CTaTUCTHUKE;
TEpPUTOPHUAIIbHBIE OpraHnbl MUHUCTEPCTBA 110 AHTUMOHOIOJIBHOM MOJTUTHUKE
U TIOJ/ICPKKE MPEANPUHUMATENbCTBA,;

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

16.HerocynapcTBeHHbIe OPraHU3aluM JeJATCH Ha ...

KOMMCPYICCKHC,
HCKOMMCPYCCKHC
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3. aKIMOHEPHHIE;
4. MHAUBHUYaJbHBIE TPEANPUHUMATEIN.

17. BonpocamMu mnepenavu Ha XpaHeHHe JOKYMEHTOB JUKBHIUPOBAHHBIX
OpPraHu3anui 3aHUMAKOTCA ...

1. yapenurenu;

2. JIUKBHUJIATOD;

3. PYKOBOJUTEINb JTUKBUIUPYEMOU OpraHU3AIINH;
4. HaloroBasi MHCTIEKIIH.

18. Kakyro cucreMy JOKYMEHTAIMM JIMKBHAMPOBAHHOW Herocyaap-
CTBEHHOW OPraHu3anum cyJae0Hble HHCTAHIIUM 00SI3bIBAIOT NPUHATHL TOCyaap-
CTBEHHbI WIH MYHUIUNIAJbHBIH apXUB [1a:Ke B CJy4ae OTCYTCTBHSA JI0TOBO-
pa?
cucteMmy (pMHAHCOBOM JOKYMEHTAIINH;

CUCTEMY JOKYMEHTAIIMU 110 JIMYHOMY COCTaBY;
pacropsAUTEIBLHYIO CUCTEMY TOKYMEHTAIIUH;
JIOTOBOPHYIO CUCTEMY JTOKYMEHTALIUH.

W e

IIpomexkyTouHblii TECT 3
Pazgea 3. Oco0eHHOCTH TOKYMEHTAJIbHBIX (OHI0B HEroCyIapCTBEHHbIX
OpraHu3anuu

1. /IoOpoBo/ibHOE 00LIECTBEHHOE O0ObeIMHEHHME TIPAXKAAH, CBA3AHHBIX
00IMMHU NPOU3BOJACTBEHHBIMH, NMPO(EeCCHOHAIbHBIMUA HHTEpecaMu M0 POay
UX JeSiTeJIbHOCTH, CO3aBaeMoe B LeJAX NMPeACTABUTEIbCTBA M 3AIUTHI CO-
HHMAJIbHO-TPYAOBBIX NIPAB U MHTEPECOB PA0OTHUKOB HA3BIBAETCH. ..

1. oOmiecTBEHHOM ManaTou;

2. Tpo¢eCCHOHATBHBIM COOOIIECTBOM;
3. mpodecCuOHAIBHBIM COI30M;

4. TpynOBBIM KOJUIEKTUBOM.

2. lIokyMeHTanusl M0 00palieHUsIM IPaxIaH, 10 Y4eTy 4IeHCTBa B Opra-
HHM3ALMHU, 110 3aLlIUTEe MHTEPECOB YJICHOB OPraHM3aluM B CyjAe, IOCTAHOBJIe-
HHS, Pe30JII0IUN cOOpaHuii, KOH(epeHIUil, BLIDOPHBIX OPraHOB M UX MpPe3HU-
JAUYMOB COCTABJIAIOT crieuPUKYy T0KYMEHTAJIbHOI0 (POHAA ...

1. aKIMOHEpHBIX OOIIECTB,
2. PEeNUTrhO3HbIX 0ObETUHEHUH,
3. OO0IIECTB ¢ OrPaHUYCHHON OTBETCTBEHHOCTHIO,
4. npodeccruoHaNIbHBIX COIO30B.
4.Bonpocamu BeJeHUsI AeJIONPOU3BOACTBA B IPO(COI03aX 3aHUMACTCH. ..
1. Ilpencenarens,
2. npodcoro3Hoe coOpaHue,
3. Mpe3usnyMm,
4. peBu3op.

S5.Kakasi/me M3 mepeyHCJICHHbIX CHCTeMa JOKYMEHTALMH He XapakTep-

HA/bl 1JIM1 PeJIMTHO3HBIX 00beIMHEHN i ?
1. AOKyMeHTalMs MO0 JUYHOMY COCTaBY;
2. OTuYeTHas JOKyMEHTAaLUs;
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3. OyXTraaTepCKHil y4eT ¥ CTaTUCTUYECKasi OTYETHOCTD;
4. mokyMeHTalus 1o ydery apQpuinpoBaHHbBIX JIHII.
6. OTn opranmzauum ¢ 1 cenTsaopsa 2014 pasgenuanch HA MyOJIMYHbIE U
HenmyOJuYHbIE:
1. akmuoHepHbIe OOIIECTBa,
2. penuruo3Hbie O0beAMHEHUS,
3. HEKOMMEpPUYECKHE OpTaHu3aluH,
4. mpodeccroHaIbHbIE COIO3BI.
7.BbicIIMM OPraHOM YNPABJIEeHHS B AKIMOHEPHOM 00111eCTBE ABJSIETCS. ..
1. PeBu3nonHas (koHTposbHas1) komuccus AO,
2. reHepaibHbIN aupekTop AO,
3. HaOmIomaTeIbHBINA COBET,
4. obmee coopanne ydacTHUKOB AQ.

8. IlosiTHOMOYHS KOHTPOJILHOW PEBU3HMOHHOM KOMHCCHH, €€ KOJIu4e-
CTBEHHBbI COCTaB, MOPAIOK U30pPaHHs ee YJIEHOB, CPOK MX MOJHOMOYUIA, MO-
PSIIOK padoThl U NPUHATHS PelleHnii HA 3aceJaHUsAX HAXOAATCS B KOMIIeTEeH-
HMH...

1. JlupexTopa (pyKOBOAUTEIIS OpraHU3alIim),
2. HaOnromaTenbpHOTO COBETA,

3. OOmiero coOpaHusi y4aCTHUKOB,

4. IlpaBneHnus.

9. OTYeT 0 ABUKEHUH CPEACTB MO KJIMPUHTOBOMY PErMCTPy Y4YacTHHKA
KJIMPHHIA, aTeHTCKUH TPACTOBbIA A0r0OBOP, CUCKU a(PPUIMPOBAHHBIX JHI
o0ImecTBa, ekeKBapTajbHble 0TYEThl IMUTEHTA 00pa3yloTCcsl B mpouecce 10-
KYMEHTHPOBAHMNS AeSITeJIbHOCTH ...

1. aKIMOHEPHBIX OOIIECTB,
2. PENUTHO3HBIX 0OBCTUHCHHM,
3. HEKOMMEPUYECKHX OpraHu3aIvi,
4. npodeccroHATBHBIX COI30B.
10. IlepBble akMOHEepHBbIE 001IecTBA B Poccun BOZHUKIIM. ..
1. B cepenune XVIII Beka,
2. B cepenune XIX Beka,
3. B 1922 rony,
4. B 1990-x rogax.

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

1. menbie 1 % ot oOiiero yucna npeAnpusTHiA;
2. menblie 20% ot o01ero yucia npeanpusITHii;
3. 50% ot ob1ero unciaa npeanpusTHH;

4. Oonbiue 80% ot o01Iero yucia npeanpusITHi.

12. Ykaxkute npaBwibHOe mpoaosikeHue ¢pasnl «/JoxkymeHTanmus mno
PBLIHKY IIEHHBIX Oymar...»

1. He BXOIUT B HOMEHKJIATYypy Aei AO, Tak Kak He SIBJII€TCS yIPaBICHUYECKOM;

2. HE BXOJIUT B HOMEHKJIATYPY e, TaK KaK He OTHOCUTCS K KOMIIETCHIIUHA OT-
Jiena JIeJ0npoOn3BOICTBA;

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

4. BXOJWUT B HOMEHKJIATYPY JIeJI IPU YCIOBUU HAJTUYUS PE3EPBHBIX PA3/ICIIOB.
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Bomnpocs! k 3a4ery

1./lIoKyMEeHTUPOBaHUE ACSITEILHOCTH OpPraHU3alui U OTBETCTBEHHOCTh PYKOBOJICTBA.

2. IlonsiTe TOKYyMEHTUPOBAHNUSA JEATEIBHOCTH OpraHU3aliy.

3.CnocoObl TOKyMEHTUPOBAHHUS U €r0 PE3YJIbTATHI.

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

5.0pranu3anoOHHO-IIPABOBAs CUCTEMA JOKYMEHTAllMU HETOCYAAPCTBEHHOW OpraHU3aliy.
3anauu ¥ BUIBI JOKyMeHTOB. Crieruduka.

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

7. PacnopsaurenpHas cucTeMa JOKYMEHTAllMU HErOCYAapCTBEHHOM OpraHu3aluy. 3anadu
¥ BUJIBI JOKYMEHTOB. Crieniuduka.

8.MHdopmalmoHHO-clipaBoyHas (aHaIWTUYECKass WIM HMH(GOPMALMOHHO-aHAIUTUYECKAs)
CUCTEMA JOKYMEHTAllMU HErOCyJapCTBEHHON OpraHu3aluy. 3ajadd U BUIbI 10KyMeHTOB. Crie-
nuduka.

9. OTueTHOH cucTeMa JOKYMEHTAIlMM HErOCYJapCTBEHHOM OpraHu3auuu. 3aJaud U BUJIbI
nokyMeHToB. Crienuguka.

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

11. Cucrema ¢puHAHCOBOH AOKYMEHTAIlMH HETOCYJApCTBEHHON OpraHu3alud. 3agadd U
BUbI 10KyMeHTOB. Crienuduxka.

12. Cucrema JOrOBOpHON JOKYMEHTAllMM HErOCYIapCTBEHHOW OpraHu3alud. 3ajadd U
BUBI 1OKyMeHTOB. Creruduxka.

13. JlokymeHTalus 1O MaTepUaJbHO-TEXHHUUYECKOMY OOECIEUEHHI0 HEroCyAapCTBEHHOM
opraHuzaiuu. 3aJadu 1 BUJbl JOKyMeHTOB. Crienuduka.

14. HoxyMmeHTanusi 1o MH(GOPMALMOHHOMY M JTOKYMEHTALlHOHHOMY OOECIEYeHMIO Jesi-
TEJIbHOCTU HETOCYIapCTBEHHON OpraHu3aly. 3aau U BUbl 10KyMeHToB. Cnenuduka.

15. Cucremoil JOKyMEHTalMu OOECIEeYMBAIONIEr0 THIA CUCTEMa B HETOCYAApCTBEHHOU
opraHu3zaiuu. 3aadu 1 BUJbI JOKyMeHTOB. Crienuduka.

16. HomenkiaTtypa e Herocy1apCTBEHHOW OpraHu3aIiu.

17. IloHsATHE HETOCYAPCTBEHHBIX OpraHU3aLUil.

18. Tunonorust Herocy1apCTBEHHbIX Opranuzauui 1

19. O6mas xapakTepucTHKa HOPMAaTHBHO-TIPABOBOM 0a3bl J€NONPOU3BOACTBA HETOCYyAap-
CTBEHHBIX OpraHM3alUN

20. JIokyMEHTaIbHOE COIPOBOKAEHUE MPOLIETYpPhl JUKBUIALUU FOPUINYECKOTO JIHUIIA.

21.0co0eHHOCTH TOKYMEHTalIbHBIX (POHJIOB HErOCYJapCTBEHHBIX HEKOMMEPUECKHX Opra-
HU3aLuN.

22. JIOKyMEHTHPOBAaHHE JIEATETLHOCTH MPO(HECCHOHATBLHBIX COI030B

23. JIoOKyMEeHTHPOBaHHE JESITEIbHOCTH PETUTHO3HBIX 00beTMHEHUH

24. Oco0eHHOCTH TOKYMEHTAJIBHBIX (DOHIOB HETOCYAApCTBEHHBIX KOMMEPUYECKUX OpraHu-
3alIUH.

25. JIOKyMEHTHpPOBAaHUE AEATEIbHOCTH aKIIMOHEPHBIX OOIECTB. YTMpaBlieHUYECKasl JO0KY-
MEHTAIUS.

26. JlokyMeHTUpOBaHHE JEATEIbHOCTH aKIIMOHEPHBIX 00111eCTB. Brimyck 1ieHHbIX Oymar.
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7 OueHoYHbIE CPeICTBA JIJIsl IPOBeIeHH s IPOMEKYTOYHOM aTTeCTAMHU

CTpyKTypHBIii
3JIEMEHT

[Tnanupyemsie pe3yabTaThl 00ydeHUs
KOMIIETCHIIUI

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-METOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO JeJ1a M CMEe:KHBIX 00JacTeil

3HaTh ouyuanvuvle UCMOUYHUKU ONYOTUKOGAHUS AKMYATbHBIX HOPMAMUBHBIX NPABOGBIX AK-
moe PD;

OMAUYUMENbHBIE XAPAKMEPUCTNUKY 3AKOHOOAMENbCMEd No OOKYMEHMUPOBAHUIO Oesi-
MENbHOCMU He20CYOaPCMBEHHbIX OPSAHUIAYULL,

YPOSHU HOpMamusHo-memooudeckou bazvl JJOY u UOY;

NPUHYUNBL UOEHMUPUKAYUU HOPMAMUEHOU CPedbl OOKYMEHMUPOBAHUS 68 OPSAHUAYUAX
6 COOMBEeMCMBUU C 8UOOM ee IKOHOMUUECKOU 0esmeNbHOCMU, OpMbl COOCMEEHHOCMU,
0P2aHU3AYUOHHO-NPABOBOIL (POPMUL.

Bonpocs! k 3a4ery

1./lokyMeHTHpOBaHUE AEATENBHOCTH OpPTaHU3allUN U OTBET-
CTBEHHOCTh PYKOBOJICTBA.

2. IlonsiTHE AOKYMEHTHPOBAHUS ACSITEILHOCTH OPraHU3aI|H.

3. IloHsiTHE HETOCYIapCTBEHHBIX OpraHU3alui.

4. Tunonorust HErocy1apCTBEHHBIX OpPraHU3alui

5. O0mas xapakTepUCTHUKAa HOPMATHBHO-IIPABOBOM 0a3bl jie-
JIOTIPOU3BOJCTBA HETOCYIaPCTBEHHBIX OPraHU3auil

6. JlokyMeHTaIbHOE COIPOBOXKACHUE MPOLEAYPHI JUKBUAA-
LU FOPUIUYECKOTO JTUIIA.

HToroswlii TECT 11O KypCy

Bompoc 1

Uro Ha3bIBaETCS JOKYMEHTHPOBAHUEM?

BriOepuTe onuH OTBET:

a. IeATENBbHOCTh, 00eCIeunBaroIas co3janue opUIUaIbHBIX
JIOKYMEHTOB U OpraHU3aIuio paboThl ¢ HUIMH

b. cucremaTH3aLuIo JOKYMEHTOB U KOMIUIEKCOB JIOKYMEHTOB

C. CO3JaHKe, JOKYMEHTOOOOPOT, XpaHEHHE U UCTIOJIb30BaHHE
JIOKYMEHTOB

d. 3anucek nHPOpMAIMK HA PA3TUYHBIX MaTEPUAILHBIX HOCH-
TEJISIX MO YCTAHOBJIEHHBIM INpPaBUIaM, KOTOPHIE 3aKpEIUISIOTCS B
IIPAaBOBBIX aKTaX U HOPMATUBHO-METOJJUUCCKUX TOKYMECHTAX

Bomnpoc 2

YacTHoe JIUI0 WK TPYIIIA JIUII, ¥ KOTOPBIX ecTh QYHKIMU U
065[3aHHOCTI/I, IIOJIHOMOYUA N B3aMMOOTHOIICHUA IJIA JOCTHXCHUS
CBOMX LIeJIeH, HAa3bIBAIOTCH ...




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

Br16epute onuH OTBET:

a. FOPUIUIECKUMU JINTIAMHU

b. pusndeckuMu UaMU

C. Opranu3anuen

d. vHAMBHU Ty aTEHBIMA TIPEAIIPUHUMATEIISIMHI

Bompoc 3

JoOpoBonbHOE 00IIeCTBEHHOE O00BbEIMHEHHNE TPaKIaH, CBS-
3aHHBIX OOLIMMH IPOU3BOICTBEHHBIMH, MPO(ECCHOHAIBHBIMUA WH-
TepecamH Mo poAy UX ACATEIbHOCTH, CO3/1aBaeMoe B LIEJISIX Mpe-
CTaBUTENIBCTBA M 3ALIUTHl COLUATIBHO-TPYAOBBIX IIPAaB U HHTEPECOB
pabOTHUKOB HA3BIBAETCH. ..

Bribepute oiMH OTBET:

a. MPO(EeCCUOHATILHBIM COOOIIECTBOM

b. mpodeccnoHaTbHBIM COI030M

C. 00IIeCTBEHHO MaaToi

d. TPyZI0BBIM KOJUIEKTHUBOM

Bompoc 4

Haiinute BepHoe mpopoinkeHue Qpasbl: «/loKkyMeHTanbHbIC
(OHIBI BCEX OpraHu3aLMi. . .»

Bri0epuTe o1uH OTBET:

a. UMEIOT CTaHAAPTHBIA HAOOP TONBKO YHpPaBIEHYECKOH I10-
KyMEHTaluu

b. UMEIOT COBEPILIEHHO Pa3HbIi HA0Op TOKYMEHTOB

C. IMEIOT OIMHAKOBBIA HAOOp JOKYMEHTOB

d. uMeroT cTaHmapTHBIM HAOOp KaK YIpaBICHUYECKOW JIOKY-
MEHTAaIUH, TaK U JTOKYMEHTAIMH 00eCIIeYHBAaIOLIETO THIIA

Bomnpoc 5
Acconmanyu 1 cor3bl OTHOCATCS K. ..
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3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

Br16epute onuH OTBET:

a. HErocy1apCTBEHHON KOMMEPUYECKON OpraHu3aluu

b. HErocy1apcTBEHHOH HEKOMMEPYECKOH OpraHu3ain
C. FOCYZapCTBEHHON KOMMEpUECKOH OpraHu3aIiu

d. rocynapcTBeHHOM HEKOMMEPUYECKOW OpTaHU3aAIHN

VYMeTh:

HAX00UMb aKmyaibHvle pedaKyuu HeoOXo00UMbIX HOPMAMUBHBIX NPABOGLIX AKMOG 6 UH-
popmayuonno-npasoswix Unmepnem-nopmanax «Koncynomanmy, «lapanmy» u op.;
Gopmuposame HopmamueHylo cpedy, pe2yaupyiowyio OOKYMEHMUPOSAHUE OesimelbHO-
CMuU He20CYOapCMEEeHHbIX OPeAHU3AYULL 8 COOMBEMCMBUL C OPeAHUZAYUOHHO-NPABOBOLL
Gopmoii;

BbIAGIAMb 68 MEKCMe HOPMAMUBHBIX OOKYMEHNO8 C8eOeHUsl, Kacarouuecs mpebosanull
K OOKYMEHMUPOBAHUIO OeSIMENbHOCIU He20CYOUPCMBEHHbIX OPeAHU3AYULL

IIpakTHyeckoe 3aganue Ne 2
3ananne. UneHTuguuupoBaTh HOPMATHUBHYIO Cpeay JIst

onHoii u3 caexyrmux OII®. CocraButh 0udaUHOrpaduyeckui
0030p. Brioop OII® B JaHHOM 3aJaHMHU [J0J:KEH COBNANATH C
BbIOOpoM OII® B KOHTpPOJILHON padoTe (cM. 3agaHue KoH-
TPOJIbHOM padoThI).

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

Crnucox OIID

Ilonnoe mosapuujecmso

Obwecmaso ¢ 0epaHuieHHOU 0MeemcmeeHHOCMbIO.

Kpecmuaunckoe (pepmepckoe) xozsticmeo.

XosalicmeenHvle napmuepcmaa.

IIlpouseoocmeennwiil Koonepamus,

Tlompebumenvckux koonepamueos (1obas u3 ciedyiouux

dopm):

34.1. KUJTAITHBIH,

34.2. SKAJTUIIHO-CTPOUTEIBHBIN

34.3. rapaXHblii KOOIIEPaTHB,

34.4, CaJIOBOTYECKUNA, OTOPOTHUYCCKHUH 1 TAUHBIA KO-
OIepaTus,

34.5. NOTPEeOUTENbCKUN KOOTIEPATHB,

34.6. 00IIIECTBO B3aMMHOTO CTPaxOBaHUS,

34.7. KpEAUTHBIA KOOIIEpaTHB,

34.8. ¢doHJ pokaTa,

34.9. CEJIbCKOXO3SIMCTBEHHBIH IOTPEOUTENBLCKUI
KOOIIEPATHB.
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

35. Obwecmeennvie opeanusayuu (1100as uz credyiowux Gopm):

35.1. MOJIMTHYECKHE TIAPTHH

35.2. CO3/IaHHBIC B KAUECTBE FOPUAMUCSCKUX JIHII Tpodec-
CHOHAJIbHBIE COI03bI (TIPO(COI03HBIE OpraHU3aIHN),

35.3. Oprassl OOIIECTBEHHON CaMOAESITeILHOCTH,

35.4. TEPPUTOPHUAIIEHBIC O0IIICCTBEHHBIC
CaMOyIIpaBIICHHSI.

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

36.1. HEKOMMEpPUYECKHUe MapTHEPCTBA,

36.2. caMoperyJupyeMble OpraHu3alvy,

36.3. o0pearHEeHNs paboTonaTeNeH,

36.4. 00BeAMHEHNS POPECCHOHATEHBIX COI030B,

36.5. KOOIIEPaTHBOB U OOIIECTBEHHBIX OpraHU3aIlHid,

36.6. TOPTOBO-TIPOMBIIIUICHHBIE,

36.7. HOTapHAaIlbHBIE MATaTHI.

37. Tosapuwecmea co6CMEEHHUKOS HCUNbS
38. Kaszauvu obuecmsa

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

40. Penueuo3nvie OpeanHu3ayuu.
41. Ilybnuuno-npagogvie KOMNaHuu
42. Aosokamckue 06paz08anusl.

Memoouueckue pexomenoayuu

OtBer Ha 3aJjaHue JIOJDKEH OBITH MPEICTABIEH B BHIE 00-
30pa HOPMAaTHUBHBIX MMPABOBHIX AKTOB.

[Ipu upenTHdUKaLMK HOPMATUBHOW CpeAbl CIEoyeT OIH-
parbest Ha pekomenganuu 1m.5. OCT P UCO 15489-1-2007 «CH-
BU . Yupasnenue nokymeHtamu. O01ire TpeboBaHUs:

HopmatuBHast cpena BKIIto4aeT B ceds:
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

a) 3aKOHBl 1 HOPMAaTHUBHBIE aKThHI, perynupymomme chepy
JIEJIOBOM NEATENBHOCTH B IIEJIOM M B CIIENU()UUECKUX OTPACIAX, B
TOM YHCJIE 3aKOHBI 1 HOPMAaTHBHBIE aKThl, OTHOCSIINECS HEMOCpe -
CTBEHHO K JJOKYMEHTaM, apXuBaM, JOCTYIY, KOHQUACHIINAIbHOCTH,
JTOKA3aTeNIbCTBaM, JJIEKTPOHHON KOMMEpIINH, 3aIIUTe TaHHBIX, HH-
¢dopmanuy;

b) cTaHmapThl, OTHOCSIIUECS K MPAKTHYECKOH JesITeNbHO-
CTH;

C) MpaBHUJIa PEKOMEHIATEIFHOTO XapaKTepa, OTPaXKaroline
MEepEI0BOM OIIBIT;

d) noOpoBONBEHO TIPUMEHSEMbIE STHUYECKHE KOACKCHl U
HOPMBI,

€) uaeHTH(OUIHpPYEeMble CONMANbHBIE OXHUAAaHUS (HMOTpeO-
HOCTH), Kacarollliecs aJeKBaTHOTO TOBEJICHHs B crienuduyeckoit
OTpaCIIH WA OPTaHU3AIINH.

BriOupast HopmaTtuBHBIE TpaBoBbIe akThl it OI1D, cnemy-
€T pacmpenesarh UX IO YpPOBHSAM (CM. YPOBHH HOPMaTHBHO-
MeToandeckon 0a3bl B Pazmene 2).

[Ipn odopmileHNN HCTOYHWUKOB YKa3bIBaTh Ha3BaHUE J10-
KyMEHTa, 1aTy W3JaHUs, aBTOpa, MyHKTHI, TJIABbI U T.II., perJIaMeH-
TUpYyIoe paboTy ¢ JOKYMEHTaMH, €CITM He BeCh MCTOYHHK II0-
CBALIEH TOKYMEHTHPOBaHHIO.

Bce ymomsHyTBEIE B 0030p€e MCTOYHHUKH JOJKHBI OBITH JEH-
ctByromuMu. CTaTyc UCTOYHHMKOB (JCHCTBYIOIIMIA / HE ACHCTBYIO-
M) cienyeT MpoBepSITh MO WHPOPMALMOHHO-TIPABOBBIM IMOPTa-
nam «Koncynperantlntocy, «I'apHaT», «Koneke» u np.

Bnagets:

HABbLIKAMU AHANU3A YPOSHU HOpMamusHo-memooudeckou 6asvl JOY u HOY;
Memooamu UOeHMUPUKAYUU HOPMAMUBHOU CPedbl O/ KOHKPEMHOU OPeaHU3ayuu uiu
MUNa opeanu3ayuti;

cnocodamu OeMOHCMpPayuu YMeHUus aHatu3uposams HOpMamueHo-MeTOIUUECKYI0 0a3y

KonTtpoabnas padora
COCTaBHTH pedepaT 1o TeMe:
«/IoKyMEHTUpOBaHHE IEATEIBLHOCTH HETOCYIaPCTBEHHOM Op-
raHuzanyu  (yKa3aTth BBIOPaHHYIO OpraHHu3alliOHHO-TIPABOBYIO
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3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

JIOY u HOY;

¢dopmy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TPHUBEIEHBI
Hke. OHU HE TOJDKHBI TIOBTOPSITHCS B TPYIIIE

TpeboBanus k pedepaty

CozepxaHue JOHKHO JIEMOHCTPUPOBATH CICAYIONINE 3HAHHS
Y YMEHUS CTYICHTOB:
3Hnanue:
- cneyughuueckux uepm OOKYMEHMUPOBAHUS OesmMeNlbHOCHU He2o-
CYOapCMBEHHbIX OP2AHUBAYULL
- OCHOBHbIX OP2AHUBAUUOHHO-NPABOBBIX (POPM He20CYOapCmMBeHHbIX
KOMMEPUECKUX U HEKOMMEPHUECKUX OP2AHUZAYULL,
- MUNOBO2O COCMABA CUCTHEM OOKYMEHMAYUl, GopmMupyrowux 0o-
KYMEHMAAbHbIU (POHO He20CYOapCMEEeHHbIX OP2aAHUZAYUILL,
- Cnoco608 u cpeocms OOKYMEeHMUPOBAHUs, NPUMEHAEMBIX 8 NPO-
yecce 0esimenbHOCU He20CYOapCMEEHHbIX OPeAHU3AYULL,
- HOpMAamMueHO-NPABOBbIX AKMOS, De2NaMEHMUPYIOWUX Oesiameilb-
HOCMb U ee OOKYMEHMUPOBAHUE 8 He20CYOapCMEeHHbIX OP2aHUu3a-
yusx.
Ymenue
- COCMaBUmMb HOPMAMUBHO-NPABOBYI0 0aA3) OOKYMEHMUPOBAHUS
OesimeNbHOCTU KOHKPEMHOU 0p2aHUu3ayuu;
- COCTNABUMb NPOEKM HOMEHKIAMYPbl 0€l OP2AHU3AYULU, UCX005 U3
MUN0B020 COCMABA CUCEM YNPABIEeHUECKOl OOKYMeHmayuu, op-
2AHU3AYUOHHLIX U HOPMAMUBHO-NPABOBLIX OOKYMEHMO8, pe2id-
MEHMUPYIOWUX 0esIMeNbHOCHb He20CyO0apCmeeHHOU OP2aHU3ayUL.

Tunosoil miaH pegepara
9. XapakrepucTHKa  OpPraHM3alMOHHO-TIPAaBOBOM  (OPMBI
(OIl®) nerocymapctBeHHO# opranm3anuu. (YKemateabHO
IMPUBJICYCHUEC CTATUCTUYCCKHUX NAHHBIX O TOM, CKOJIbKO B
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

10.

11.

12.

Poccun/ pernone/obmacte/ Topoae 3aperuCTPUPOBAHO Op-

raguzanuid qaaHon OI1D).

OOmasi XxapakTepUCTHKa YIpaBICHUsI OpraHW3aluei naH-

Hoti OI1®.

OCHOBHOIl €OCTaB HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB,

PEriiaMCHTUPYIOIIUX ACATCIbHOCTDH HeFOCYILapCTBCHHOﬁ

opranmzanmu aanHoil OIID (cm. IlpakTuueckoe 3amaHue

2).

XapakTeprucTHKa ITOKyMEHTAIBHOTO (OHAAa (IOKYMEHTOB,

MX KOMIUIEKCOB M CUCTEM JIOKYMEHTAINH, (HOPMHUPYIOLIHX-

Csl B ACSITEIBHOCTH HETOCYAAPCTBEHHON OpraHu3alum):

OpraHU3alMOHHO-TIPAaBOBAas JOKyMEHTALN,

TUIaHOBAs TOKYMEHTALIHS;

pacniopsiAuTeNbHAs JOKyMEHTALNS;

WHPOPMALMOHHO-CIIPABOYHAsl M CIIPaBOYHO-

aHAJMTUYECKas JOKYMEHTALHS;

OTUYCTHadA JOKYMCHTAIIUA,

e JIOKYMEHTalMsi 1O oOecreueHno Kajapamu (110
JUYHOMY COCTaBY);

e (uHaHCOBas NOKyMeHTanusi (OyXralTepcKuil yder
Y OTYETHOCTD);

e JIOKYMEHTalHss M0 MaTepHaJbHO-TEXHUUECKOMY
00€eCIIeYEHHIO;

° J0roBopHas NOKyMEHTalus,

® JIOKyMEHTalus MO JOKYMEHTAlHOHHOMY W HH)OP-
MaI[MOHHOMY OOECIICUCHHIO JIEeSATEITHLHOCTH Y4pe-
JKJICHUS,

e JIpyrue CHUCTEMbl JOKYMEHTAllWH, BKIOYas U Te,
KOTOPBbIE OTPaXKAIOT OCHOBHYIO [IESTEIBHOCTh MU
TJI.
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

13. AHanu3 NpUMEpHOW HOMEHKIATYphl Jiel HEeroCyJIapCTBEH-

HOW OpraHu3aiui.

14. CriocoObl U cpeacTBa HOKYMEHTUPOBaHUS MH(OpMAIUU B

HETrOoCyIapCTBEHHOM OpraHu3aluvu

15. [lopsmok XpaHEHUs] NOKYMEHTOB HETOCYJapCTBEHHOW Op-
ragusanuu ganHoi OI1d.
16. Cnucok nutepaTypbl 1 HCTOUHHKOB.

Cmpykmypa pegepama: TUTYIbHBIA JIUCT, OIJIaBJICHUE,
BBEICHUE, OCHOBHAS YacThb, pa30uUTasi Ha MyHKTHI (IIyHKTHI 03arjiaB-
JICHBI), 3aKJIFOUCHHUE, CIIMCOK JTUTEePaTypPhl, IPWIOKeHUe (TIpyu HEe0O-
XOJHMOCTH).

Obvem pedepara TOIDKEH COCTABIATH HE MeHee 15 cTpa-
HuIl (10 criucka autepatypsl) (14 mpudr yepes 1,5 unTepBana).

KitoueBbie cioBa M 3arojIOBKH pas3zeioB JOJDKHBI UMETh
pasHble PUGPTOBBIC BHIACICHUS.

[uratHbli MaTepuan pedepara opopMIISIETCS B COOTBETCTBHH C
HOpPMAaTHBaMH Hay4YHBIX paboT (CHOCKH C YKa3aHUEM JIUTEPaTypHO-
ro ICTOYHHKA, HOMEpa CTPaHUIl 0053aTeNbHbI).

TemaTuka pedepatoB no Kypcy

1) Jloxymenmuposanue desmenbHocmu NOIHbIX
mosapuujecms

2) Jloxymenmupoearue desmenbHOCnu 00uecmes ¢ 02panu-
YeHHOU OMEEemCMEEeHHOCMbIO.

3) oxymenmuposanue desmenbHOCmU KpeCmbsSHCKUX ((hep-
MepCKUxX) X0351cCma.

4)  JJoxymenmupoganue 0essmenbHOCU X035UCTBEHHbIX
napmuepcms.

5) [oxymenmuposanue desimenbHOCHU NPOU3BOOCTNEBEHHBIX
KOONepamusos.

6) Jloxymenmuposarue desmenbHOChU NOMpeOUmenbCKux
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

Koonepamueog (BIOPATh JIFOOYIO U3 CIEAYIOMHX GOPM):

7) SKUIHIIHBIH,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapakHbIH KOOIIEPATHB,

10) camoBoaUeCcKHii, OTOPOTHHIECKHUI U TaUHbBIH KOOTIEPATHB,

11) noTpeOUTENbCKHIA KOOTIEPATHB,

12) o0mecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBIH KOOTIEPATHB,

14) boux npokara,

15) cenbCKOX03SHCTBEHHBIN MTOTPEOUTEILCKHUI KOOTICPATHB.

16) Jokymenmuposanue dessmenbHocmu 0OUWeCmeeHHbIX opea-
Huzayutl (BEIOPATh TFOOYIO U3 CIEAYIONIX (GOopM):

17) nonuTHYeckue napTum,

18) co3maHHbBIe B KAYeCTBE FOPUANIECKUX JIUI] TPOPECCHO-
HaJIBHBIE COI03HI (ITPO(CO03HBIE OPTaHU3AIINN),

19) oprans! 00IIIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuTOpHANIEHEIE OOMIECTBEHHBIE CAMOYITPABIICHHUS.

21) Jlokymenmuposanue 0essmeibHoCmu accoyuayuil (Co308),
(BBIOpATH JIFO0YFO U3 CIEAYIOMIHX POPM):

22) HEeKOMMEepUYECKUe MapTHEPCTBA,

23) camMoperyiupyeMbie OpraHu3aliH,

24) oObennHEeHUs paboTomaTeNneH,

25) oObeauHeHuUs MPO(eCCHOHABHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTaHU3aIINH,

27) TOpProBO-TIPOMBIIIIICHHEIE,

28) HOTapHaIBHbIE MAIATHI.

29) Joxymenmuposarnue 0essmeibHOCmu mosapuyecms coo-
CMBEHHUKO8 JHCUTIbAL.

30) JJoxkymenmuposanue oesmenbHOCmU Ka3aubux 00uecms.

31) [okymenmuposanue desmenvruocmu (ponoos (BbIOpaTh
o010 U3 caeayromux GopM):
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

32) ob1mecTBeHHBIE
33) 6maroTBopuTEIBHEIE (HOHIEL.
34) Hoxymenmuposanue dessmeibHOCMU Penucuo3HbIX

opeanuzayuil.

35) Hoxymenmuposanue desmenibHoCmu nyOIudHO-NPABOBbIX
KOMHAHULL.

36) JJokymenmuposanue desimenvHoCcmu A0BOKAMCKUX
obpazosanuil.

IIK-26

BJIAaICHUEM HaABBbIKAMHU 06p860TKI/I AJOKYMEHTOB Ha BCEX ITanmax JOKYMEH-
TOOﬁOpOTa, CUCTEMATHU3ALUHN, COCTABJICHUA HOMCHRKJIATYPLI J1€J1

3HaTh

NPUHYUNBL CUCMEMAMU3AYUY U KIACCUPUKAYUU OOKYMEHIMO8, KOMNIIEKCO8 OOKYMEHMO8,
cucmem OOKyMeHmayuu,;

HA3HAYEeHUEe HOMEHKIAMYPbl 0€l OP2aAHUIAYUU,

NPUHYUNBL CUCIEMAMU3ayUU OOKYMEHMANbHO20 (POHOA OpeaHu3ayuu; HPUHYUNBL CU-
cmemamusayuy U Kiaccugurayuy 00OKyMeHmos, KOMNIEKC08 OOKYMEHMOS, cucmem 00-
KYMEHmayuu;

APUHYUNBL CUCIEMAMU3AYUU OOKYMEHMATbHO20 QOHOA Op2aHU3aAYUU;

MUNoBo Habop cucmem 00OKyMenmayuu 1obou opeanuzayuu

Bonpocs! k 3a4ery

1.0cobeHHOCTH JOKYMEHTAITBHBIX (DOHIIOB HETOCYAApPCTBEH-
HBIX HEKOMMEPUYECKHX OpraHU3aIIi.

2. JlokyMeHTHUpOBaHHE IEATEIBHOCTH MPOo(hecCHOHATHHBIX
COI030B

3. JlokyMeHTUpOBaHHUE ACITEILHOCTH PEIUTHO3HBIX 00BEIM-
HEHUI

4. JIOKyMEHTHpOBaHHE JEATEIHHOCTH aKIMOHEPHBIX 00-
IIeCTB. YTpaBieHYecKas TOKYMEHTAIHS.

5. JIOKyMEHTHUpOBaHUE JCATCIBLHOCTH aKIIMOHEPHBIX 00-
niecTB. BoImyck eHHBIX Oymar.

6. Homenkmnarypa z1e1 Herocy1apCTBEHHOM OpraHu3alyu.

7.CriocoObl JOKyMEHTHPOBAHUSI U €0 PE3YJIbTATHI.

HToroswlii TECT IO KypCY

Bompoc 1

Kakas u3 mepeuncieHnsix cucteM aokymenranuu HE OT-
HOCHTCHA k ynpaBneH4eCKOM?

Bribepute onnH OTBET:

a. Cuctema HKOJIOTHIECKON TOKYMEHTAIINU
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

b. Cucrema ¢puHAHCOBOU JOKYMEHTAIINN

c. JlokyMeHTanus MO MaTepHaIbHO-TEXHUYECKOMY obecre-
YEHUIO

d. Cucrema 1OTOBOPHOI TOKYMEHTAIIUH

Bomnpoc 2

VYkaxxuTe MpaBWiIbHOE Mpoaoibkenue (pasbl «okyMeHTanus
10 PBIHKY LICHHBIX OyMar...»

Bribepute onuH OTBET:

a. He BXOJUT B HOMEHKJIATypy JeJl, TaKk KaKk He OTHOCHUTCS K
KOMIIETCHIIMHU OTAENa AEJIONPOU3BOACTBA

b. BXOAUT B HOMEHKJIATYpY €)1 MPH YCIOBUHM HaJIM4Us pe-
3€pBHBIX Pa3/eIIOB

C. HE BXOJUT B HOMeHKJIatypy Aen AO, Tak Kak He SBIIeTCS
yIpaBJIEHIECKOM

d. BxomuT B HOMEHKIatypy Aen AO HapaBHE ¢ IpyTUMH CH-
cTeMaMH

YMeTb

onpeoensimb COCMas cucmem OOKYMEeHmAayuu, Ucxoos U3 6udd 3KOHOMUYECKOU Oesi-
menbHOCmU, popmMbl cOOCMEEHHOCIU U OP2AHUZAYUOHHO-NPABOBOU POPMbI OPSAHU3A-
yuu

NONBb30BANBCS HOMEHKAAMYPOU 0ell OP2aHU3AYUL;

00BACHAMb CMPYKMYPY OOKYMEHMANLHO20 (OHOA Op2AHU3AYUU, UCX005 U3 CReYUDUKU
He20Cyo0apcmeenHol OP2aHU3AYUU.

IIpakTH4eckoe 3axanue Ne 2

3ananune. UneHTnuumpoBaTh HOPMATUBHYIO Cpeay AJs
oanoii n3 caexyromux OIIP. CocraButh OHOIHOrpaduuecKuii
0030p. BriOop OII® B JaHHOM 3aJaHMHM [JOJIKEH COBNAAATH C
BbIOOpoM OIID B KoHTpOABHOI padore (cM. 3amanue Kon-
TPOJILHOH padoThI).

Crnucok OIId

43. [lonnoe mogapuuecmeo
44. Obwecmeso ¢ oepanuyeHHoU 0MEenCmeeHHOCMbIO.
45. Kpecmobsinckoe (ghepmepckoe) X031cmeo.
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

46. Xossiicmeennvie napmuepcmaa.
47. Ilpouzsodcmeennblii Koonepamus,
48. T[lompebumenvckux Koonepamugos (nodas u3z cieoyiouux

49,

dopm):

48.1. JKMITMIIHBIH,

48.2. KWJIAITHO-CTPOUTENBHBIN

48.3. rapaxHblii KOOIIEPaTHB,

48.4. CaJI0BOTYECKUH, OTOPOTHUIECKHUHA U JaYHBIN KO-
OIIepaTuB,

48.5. MOTPEeOUTENbCKUN KOOTIEPATHB,

48.6. 00II1ecTBO B3aWMHOTO CTPaXxOBaHUS,

48.7. KpPEAUTHBIA KOOTIEPATHB,

48.8. ¢doHJ pokaTa,

48.9. CEJIbCKOXO3SIMCTBEHHBIH OTPEOUTENBCKUH
KOOIIEPATHB.

Obwecmeennvie opeanuzayuu (1i0das u3 ciedyowux popm):

49.1. MOJIMTHYECKHUE TTApTUU

49.2. CO3/IaHHBIE B KaUECTBE FOPUAMUECKUX JIHII Tpodec-
CHOHAJIBHBIE COO3bI (TIPO(COO3HBIE OPTraHN3aIINH ),

49.3. oprasbl O0IIIECTBEHHON CaMOACITEIbHOCTH,

49.4. TEePPUTOPHAITEHBIE 00IIIECTBEHHBIE
CaMOyIIpaBJICHHUS.

50. Accoyuayuu (coroswi), (m0bas us ciedyiowux opm):

50.1. HEKOMMEPYECKHE IapTHEPCTBA,

50.2. caMoperyJInpyeMble OpraHn3alny,

50.3. o0BbemuHeHus: paboToaTenei,

50.4. 00beAMHEHNS TPOPECCHOHAIIBHBIX COI030B,

50.5. KOOIIEPAaTHBOB 1 OOIIECTBEHHBIX OpraHU3aIIiM,

50.6. TOPrOBO-TIPOMBIIIJICHHBIE,

50.7. HOTapHAaJIbHBIE MATaTHI.

51.

Toeapumecmea COOCMBEHHUKOS HCUILbSL
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

52. Kaszauvu obwecmesa

53. @onovi:
53.1. 00II[ECTBEHHBIE
53.2. OnmaroTBopuTeIbHBIC (HOHIBI.

54. Penucuo3uvie opeaHu3ayuu.
55. Ilybruuno-npasosvie KoMnaHuu
56. Aodsoxamckue 0bpazosanusl.

Memoouueckue pexomenoayuu

OTBeT Ha 3a/laHue JODKCH OBITh MPEJICTABJICH B BHJE 00-
30pa HOPMAaTHBHBIX PABOBBIX aKTOB.

[Ipu mpenTHdUKaMK HOPMATUBHON CpeAbl CIEOyeT OIH-
patbest Ha pexkomengarmu 11.5. TOCT P UCO 15489-1-2007 «CU-
BU. Yupasnenue nokymenramu. Obuiye TpeOoBaHus:

HopmartuBHas cpena BkitodaeT B ceds:

a) 3aKOHBI U HOPMATWUBHBIE aKThI, peryaupymoomme chepy
JIEIIOBOM JIESTENFHOCTH B LEJIOM M B CHENH(DUIESCKUX OTpacisiX, B
TOM YHCJI€ 3aKOHBI 1 HOPMATUBHBIE aKThl, OTHOCSIINECS HEMOCPE-
CTBEHHO K JIOKYMEHTaM, apXHUBaM, JOCTYIY, KOH(OUICHIINAIbHOCTH,
JI0Ka3aTeNbCTBaM, dJIEKTPOHHOW KOMMEPIIUH, 3allIUTe JaHHBIX, WH-
(dhopmarumy;

b) cTangapThl, OTHOCAIIMECS K MPAKTHUECKOU JesSTeIbHO-
CTH;

C) IpaBWIa PEKOMEHIATEIBHOTO XapakTepa, OTpaXkaroLiue
MepEeI0BOM OIIBIT;

d) 100pOBOJILHO NPUMEHSEMbIC 3THUYECKHE KOICKCHI U
HOPMBI;

€) uaeHTH(UIUpYEeMble COLMANbHBIE OXHUAAHUS (HOTped-
HOCTH), Kacarolluecs aJeKBaTHOrO IMOBEICHHS B crequ(HuyecKoit
OTpaciy WIH OpraHU3aIlry.

Bribupas HopmaTtuBHBIE TpaBoBble akThl 1uig OIID, cneny-
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

eT pacmpenensiTb UX IO YPOBHAM (CM. YPOBHM HOPMAaTHUBHO-
MeToandeckoi 0a3bl B Pazmene 2).

[lpu odopmineHHN HNCTOYHHKOB YKa3bIBaTh Ha3BaHUE JI0-
KyMCHTA, AaTy U3JaHUA, aBTOpPA, ITYHKTHI, I'JIaBbl U T.II., pCTJIaMCH-
TUpyomue paboTy ¢ ZOKyMEHTaMH, €CIM HEe BECh MCTOYHMK I10-
CBAIICH JOKYMCHTHUPOBAHMIO.

Bce ynomsHyThIe B 0030pe UCTOYHHMKH JOJDKHBI OBIThH JCH-
cTByomuMU. CTaTyc UCTOYHHUKOB (IEHCTBYIOIIHIA / HE ACHCTBYIO-
M) clexyeT NpoBepsTh MO WHGOPMALMOHHO-TIPABOBBIM IOPTa-
nam «Koncynsrantllntoc», «"apHar», «Koneke» u ap.

Bnanets

NPUHYUNAMU COCMABNEHUSL HOMEHKIIAMYPbL 0ell OP2AHUZAYUL,

Memooamu KOMNJIEKMOBAHUs 0eJl;

NPAKMULECKUMU HABBIKAMU NOIb306AHUSL 0OUEPOCCUTICKUMU U 8€0OMCMBEHHLIMU Ne-
PEUHBIMU MUNOBLIX OOKYMEHMO8

KounrpoabHas pabdora
KonTpoabnas padora
COCTaBUTH pedepar 1o Teme:

«/lokyMeHTUpOBaHUE EATENTLHOCTH HErOCY1apCTBEHHOM Op-
raiu3zanuy  (ykasaTb BBIODaHHYIO OpraHW3allMOHHO-TIPABOBYIO
¢dopmy)». Buael opraHuzalMOHHO-TIPABOBBIX (OPM IPHUBEICHBI
Hwke. OHU HE IOJDKHBI TOBTOPSITHCS B TPYIIIE

TpeboBanus k pedepaty

CopepxaHue JOHKHO JIEMOHCTPUPOBATH CICAYIONINE 3HAHHS
Y YMEHUS CTYICHTOB:
3uanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUS OessmMelbHOCU He20-
CYOapCmMeEeHHbIX OPeaHU3ayull;
- OCHOBHDBIX OP2AHUZAUUOHHO-NPABOBLIX POPM HE20CYOapCMEEHHBIX
KOMMEPUYECKUX U HEKOMMEPUECKUX OP2aAHUAYULL
- MUno8o2o cocmasa cucmem OOKyMeHRmayuu, opmupyromux 0o-
KYMEHMAAbHbLIL (POHO He20CYOapCmMEEHHbIX OP2aAHUZAYUILL,
- cnocobo8 u cpedcms 0OKYMEeHmupo8aHusl, NPUMEHIEMbIX 8 NPo-

42




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

yecce 0esmenbHOCMU He20CYOapCmMEeHHbIX OP2AHUZAYULL

- HOpMAamMUBHO-NPABOBLIX AKMOS, De2laMEeHMUPYIOUWUX Oeimeilb-
HOCMb U ee OOKYMEHMUPOBAHUE 8 He20CYOaPCINEEHHbIX OPEaAHU3A-
Yusx.

Ymenue

- COCMAsUmMb HOPMAMUBHO-NPABOSYI0 0A3Y OOKYMEHMUPOSAHUS
OesIMeNbHOCTU KOHKPEMHOU 0P2aHUu3ayul;

- COCABUMb NPOEKM HOMEHKIAMypbl 0ell OPeAHU3AYUY, UCXO05 U3
MUNOBO20 COCMABA CUCEM YNPABIEHUECKOU OOKYMeHmayuu, op-
2AHU3AYUOHHLIX U HOPMAMUBHO-NPABOBLIX OOKYMEHMOS, peaia-
MEHMUPYIOUUX OesIMENbHOCHb He20CY0apCmEeHHOU OP2aHU3aAYUL.

TunoBoii nian pedepara

17. XapakrepucTuka  OpraHH3allMOHHO-TIPABOBOW  (hOPMBI
(OIl®) nerocynmapctBeHHoi opranuzauuu. (JKemarenbHo
MPUBJICYEHNE CTATHCTHYECKUX JAHHBIX O TOM, CKOIBKO B
Poccun/ pernone/odiactu/ ropojie 3aperucTpUpoOBaHO Op-
raau3anuid qaaaon OI1D).

18. O0mas xapakTepucTHKa YNpPaBJICHUS OpraHu3aluedl aaH-
Hoti OI1D.

19. OcHOBHOW cOCTaB HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB,
perIaMeHTHUPYIOIINX AEATEIIbHOCTh HErocyAapCTBEHHOM
opraam3anmu aanHoi OIID (cm. IlpakTmdeckoe 3amaHue
2).

20. XapakTepucTHKa JOKyMEHTaJbHOro (oHIa (JOKyMEHTOB,
WX KOMIUIEKCOB M CHCTEM JIOKYMEHTAINH, (POPMHUPYIOIIHX-
csl B ISTEIILHOCTH HETOCYapCTBEHHON OpraHu3aIim):

®  OpraHM3alMOHHO-TIPaBOBAs TOKYMEHTALIHs,
® [JJaHOBas JOKyMEHTALuSs;
e  pacnopsAuTeNbHas JOKYMEHTAIHS;
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

e yH(POPMALMOHHO-CIIPABOYHAA U CHPABOYHO-
aHAJIMTUYECKas JOKYMECHTALMS;

e  OTYETHAsA JOKyMEHTALUS;

® JIOKyMEHTalnus N0 OOeCHedeHuro Kaapamu (o
JTUIHOMY COCTaBY);

e (uHaHCOBas NOKyMeHTauusi (OyXraJlTepcKuil yder
U OTYETHOCTD);

e JIOKYMEHTalUss [0 MaTepHaJbHO-TEXHUYECKOMY
00eCIeyYeHHIO;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e  JIOKYMEHTALMs MO AOKyMEHTaLlMOHHOMY U HH(GOP-
MalMOHHOMY OOECIEUCHHIO NEeSTEIBHOCTH Yupe-
KIICHHUS;

® JI[pyrMe CHUCTEMbI JOKYMEHTAllWW, BKIIOYas U Te,
KOTOPBIE OTPaXKAIOT OCHOBHYIO [IESITENLHOCTh MU
T.JI.

21. Ananu3 npuMEpHON HOMEHKIIATYPHI JIeJ HErocyJIapCTBEH-

HOW OpraHu3aiiui.

22. Crioco0bl U cpencTBa AOKYMEHTHPOBAaHHUS MH(pOpManuu B

HETOCYIapCTBEHHOH OpraHu3alun

23. Tlopsimok XpaHEeHUs JOKYMEHTOB HETOCYAapCTBEHHOW Op-

raau3anuy ganHoi OI1O.

24. CrnucoK IUTepaTypbl 1 HCTOUHUKOB.

Cmpykmypa pegepama: TUTYNBHBIA IJUCT, OTJIABJIICHUE,
BBEJICHUE, OCHOBHASI YacTh, pa30HTasi Ha MyHKTHI (ITYHKTHI 03aryiaB-
JIEHBI), 3aKJIF0UEHHE, CIIUCOK JINTEPATyPhl, MPUIOKEHHE (U HEOO-
XOJTUMOCTH).

Obvem pedepara JOIDKEH COCTABIAThL HE MeHee 15 cTpa-
HuLl (10 criucka aurepatypbl) (14 mpudr uepes 1,5 unreppaina).

KitoueBble c0Ba M 3aroJIOBKM pa3fesioB JOJDKHBI MMETh
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

pasHble MPUPTOBBIC BBIJCICHUS.

HuraTHeiii Matepuan pedepara opopmMisieTcsl B COOTBETCTBHH C
HOpPMAaTHUBaMH Hay4YHBIX paboT (CHOCKH C YKa3aHWUEM JIUTEpaTypHO-
r0 NCTOYHHKA, HOMepa CTpaHUIl 00s3aTeNbHbI).

1)
2)
3)
4)
5)
6)
7)

8)
9)

TemaTuka pedepatoB no Kypcy

Hoxymenmuposanue 0esmenrbHOCMU NOAHbIX
mosapuujecmas

Lokymenmuposanue deamenvnocmu obuwecms ¢ oepa-
HUYEHHOU 0MEemCMEeHHOCNbIO.

Lokymenmupoganue 0eamenbHoCmu KpeCmvsIHCKUX
(¢hepmepckux) xozaicms.

Lokymenmupoeanue oeamenbHoCmu X03a1iCINEEHHbIX
napmHepcms.

Llokymenmuposganue oeamenbHocmu
nPoU3600CMEEHHBIX KOONEPAMUBOE.
Hoxymenmuposanue desmenvHocmu nompedoumeins-
CKUX Koonepamueos (BIOpaTh J00YI0 U3 CIECAYIOMINX
bopm):

JKUJTUIITHBIHN,

KHUJTUIHO-CTPOUTEIbHBIN

rapaskHbli KOOTIEPaTHB,

10) cagoBoaUecKuii, OTOPOAHUIECKUI M JaYHBIH KOOEpa-

THUB

b

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o01iecTBO B3aMMHOTO CTPaXxOBaHUS,

13) KpeauTHbI KOOTIEpaTHB,

14) dponx npokara,

15) cenbCcKOX03IHCTBEHHBIN TTOTPEOUTEBCKUI

KOOTIEpaTHB.

16) Joxymenmuposanue oesmenbHocmu 06UeCmeenHbix
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JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

opeanusayui (BEIOPATh 000 U3 CIEAYIOMHX GOpM):

17) momuTHYeCKHEe TAPTHH,

18) co3manHbBIe B KAYeCTBE FOPUANIECCKUX JIUI] TPOPECCHO-
HaJIbHBIE COI03bI (ITPO(COO3HBIC OPTaHU3AIINN),

19) opranbl 00IIIECTBEHHON CaMOIESATEIbHOCTH,

20) TeppuTOpHAbHEIE OOIICCTBEHHBIE CAMOYITPABICHUS.

21) Jlokymenmuposanue oessmeibHoCmu accoyuayuii (Coro-
308), (BBIOpaTh MOOYIO U3 CIEAYOMUX (Hopm):

22) HEKOMMEpPUYECKHE MapTHEPCTBA,

23) caMmoperyaupyeMbie OpraHu3aIiny,

24) o6beauHeHUS paboToIATENEH,

25) oObeauHeHUs MPO(ECCHOHATBHBIX COO30B,

26) KOOTepaTHBOB M OOIIECTBEHHBIX OPraHU3aINH,

27) TOProBO-TPOMBIIILICHHBIE,

28) HOTapHaJbHBIEC MAJATHI.

29) Joxkymenmuposarue 0essmeibHoCmu mosapuecma
COOCMBEHHUKOB JCUTBSL.

30) Hoxymenmuposanue 0esmenbHOCmu Ka3a4bux
obwecms.

31) Joxymenmuposanue desmenvrocmu ¢ponoos (BHIOpATh
o0y 13 cienyrmux Gopm):

32) oOriecTBeHHbIE

33) GraroTBOpPHUTENbHBIE (DOH/IBI.

34) Joxymenmuposanue 0esimeibHOCIU PeiueUo3HbIX
opeanHu3ayuil.

35) Jlokymenmuposanue oesmenbHocmu yOauuHo-
NpPABOBLIX KOMNAHULL.

36) JJokymenmuposanue — OessmenrbHOCU — AOBOKAMCKUX
obpazosanuil.

IK-20

CMOCOOHOCTHIO MCTIOJIL30BATH NMPABHJIA OPraHN3alMH BCeX ITANOB PadoThI ¢
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3JIEMEHT
KOMIIETCHLIUI
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ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

AOKYMCHTAMH, B TOM YUCJI€ ADXUBHBIMH JOKYMEHTAMU

3HaTh

npasuia opeaHu3ayuL OOKYMeHMUpOBaHUs 0eameilbHOCmU U eé

0COOEeHHOCMU 8 He20CYOAPCNBEHHBIX OPLAHUSAYUSIX

NpasuIa CUCMmemMamu3ayuu OOKYMeHMaIbH020 (hoHOA He20CyOapCMEeHHbIX Opeau3a-
yuu

Bonpocs! k 3auery

1.Opranu3anoOHHO-TIpaBOBasi CUCTEMA JOKYMEHTAIIUU HEro-
Cy/IapCTBEHHOHN OpraHM3aIuu. 3ajadyd U BUABI JOKyMeHTOB. Cre-
nuguKa.

2. IlnaHoBas cucTteMa NOKYMEHTALMM HErocyaapCTBEHHOM
opraHu3aiuy. 3ajaud ¥ BUIbI JOKyMeHTOB. Crieruguka.

3. PacnopsaoutenbHas cucTeMa IOKYMEHTAllMd HETrocynap-
CTBEHHOW OpraHM3alvu. 3a/1a4i U BUIBI JOKYMEHTOB. Crieruduka.

4. OTueTHON cuCTeMa JOKYMEHTAallMM HErocyaapCTBEHHOM
opraHu3aiuy. 3ajaud ¥ BUIbI JOKyMeHTOB. Crieruduka.

5. Cuctema KaIpoBOM NOKYMEHTALIMM HETOCYNapCTBEHHOM
opraHu3aiuy. 3aja4d ¥ BUIbI JOKyMeHTOB. Crieruduka.

6. CucremMa (QUHAHCOBOW JOKYMEHTAIUW HETOCYJapCTBEH-
HOW opraHm3anuy. 3aJa4d ¥ BUIBI JoKyMeHTOB. Crienuduka.

7. CucteMa JOrOBOPHOM JOKYMEHTALMU HETOCY1apCTBEHHOM
opraHu3aiuu. 3ajaud U BUIbI JOKYMeHTOB. Crieruduka.

8. JlokyMeHTanus Mo MaTepHalbHO-TEXHUYECKOMY obecrie-
YEHHWIO HETOCYJapCTBEHHON OpraHW3aluu. 3ajadd U BUABI JOKY-
MeHTOB. Crienuguka.

HToroswlii TECT IO KypCY

Bompoc 1

CucTeMaTH3MPOBAaHHBIN MTEpeveHb 3aroJ0BKOB JIeI, CO3/aBa-
€MBIX B OpraHM3alliM, C YKa3aHHEM CPOKOB MX XPaHEHHs Ha3bIBa-
ercsl...

Bribepute onnH OTBET:

a. HOMEHKJIaTypa JIe

b. cucteMoii JOKyMeHTaluH

C. IOKYMEHTJILHBIM (OHIOM
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d. nenom
Bormpoc 2
Opranuzanys, KoTopas GopMHUpPYeT JOKYMEHTaILHBIN (DOHI,

Ha3bIBACTCA ...

Bribepute onuH OTBET:

a. FOPUINIECKOE JIUIO

b. pongooOpazoBarenn

C. HOJIOTYETHOU

d. pusuueckoe IHUIIO

Bompoc 3

[lepcoHaNbHYI0 OTBETCTBEHHOCTH 32 JIOKYMEHTHI, 00pa3yo-

LIMECS] B HErOCYIapCTBEHHOM OpraHu3alyy, HECYT ...

Bribepute oiMH OTBET:

a. AKITMOHEPBI

b. Bce OTBETHI BEPHBI

¢. PykoBonurenu opranusanuit

d. Yupeaurenu opranu3aruii

Bompoc 4

Pe3ynbTaToM JOKYMEHTHPOBAaHUS NESTEIBHOCTH OpraHU3a-

LU ABJISET/IOTCS:

BriOepuTe 0IMH WM HECKOJIBKO OTBETOR:
a. KOMILIEKCHI JOKYMEHTOB

b. HOMeHKIaTypa e

C. JOKYMEHTBI

d. cucTembl TOKyMEHTAIUU

Bomnpoc 5
Kakyto cuctemy nOKyMeHTalUyd JUKBUAMPOBAHHON HErocy-

JAPCTBEHHOW OpraHU3allK CyleOHble HHCTAHIMH OOS3bIBAIOT MPH-
HATb TOCYIAapCTBEHHBIN WM MYyHULMNAIBHBIA ApXUB JAXE B CILy-
Jae OTCYTCTBHS JOroBopa?
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Br16epute onuH OTBET:

a. CHCTeMY JOKYMEHTAIIHUH T10 JITYHOMY COCTaBY
b. cucremy (hMHAHCOBOI TOKYMEHTAIUH

C. PacTOPSANTENFHYIO CHCTEMY TOKYMEHTAIMH
d. TOroBOpHYIO CHCTEMY TOKYMCHTAIIUH

YmeTh

UCNONIL3068AMb NPABULA OP2AHUZAYUU OOKYMEHMUPOBANUS U ONEPAUSHO20 XPAHEHUs
OOKYMEHMO8 NPU MOOETUPOBAHUU CINPYKIMYPbL 00KYMEHMAIbHO20 oHOa Hezocyoap-
CMEEHHOU OP2AHU3AYUL,; NOTL30BAMBC NPUMEPHBIMU HOMEHKAAMYPAMU Oell 05l nPo-
eKMUpPOBAaAHUsL HOMEHKIAAMYPbl Oel OP2AHU3AYUU KOHKPEMHO20 Muna;
camocmosmenbHo npuodpemamy 3HaHUs 8 001ACMU OOKYMEHMUPOBAHUSL 0eMeNbHO-
CMu He20CyOapCmeeHHOU OP2AHU3AYUL, OPUEHIMUPYACL HA KOHKPEMHYIO OPeaHU3AYUOH-

HO-NPABOBYIO opmy;

IIpakTuyeckoe 3aganmne Ne 1
3ananne. CnpoeKTHPOBATHL HOMEHKJIATYPY [eJI OJHOi
HEerocyJapcTBeHHOl OpraHm3anMy IO MCXOIHBIM YCJIOBHUSIM.
Ha3Banus opranuszanmii BHIMbINLJIEHHBIE.

1. Hazpanue oprammzamuu — OOO  «BsicoTa»
r. EkatepunOypr; cdepa aesITeIbHOCTH — CTPOMTENBCTBO (3a-
CTPOUIIHK).

2. Ha3Banue opranmsanuu — KpecthsiHckoe ((epmepckoe)
xo3siicTBo  «CanaBat» PecnyOnmka bamkoprocran; chepa nes-
TeNnbHOCTH - CeNbCKOe X035HCTBO (3KUBOTHOBOJICTRO).

3. Hasmanme oprammzanmu — CHT «Ypoxai» 1. Yems-
ounck; ctepa nesrenbHOcTH - CagoBOJICTBO, OTOPOAHUYECTBO H

JAYHOE XO3SIICTBO.

4. Hazpanue opranmszaunu — OO0 «CHb» r. HoBocubupck;
cdepa nestenbHOCTH - OniepaTopbl COTOBOI CBS3H.

5. Ha3paHue opraHu3alMy — XO3sIICTBEHHOE NAapTHEPCTBO

49




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

«Kype» 1. MockBa; cdepa AeSITETHHOCTH - TOPrOBO-3aKyNOYHAst
JIeSITEIbHOCTb.

6. Haspanne opranmsammu — OOO «ABrotopr» r. Kamu-
HUHTpam; cdepa nestenbHocTH — Toprosis. Komuccuonnsie mara-
3UHBI 110 TOPTOBJIC TPAHCIIOPTHLIMU CPEACTBAMU.

7. Ha3Banme opranmzanuu — nonHoe ToBapumectBo (I1T)
«/Iuzensy; chepa mesaTenbHOCTH - HEPTETa30100BIBAIOIINX TPOU3-
BO/ICTBO.

8. Haspanme opranmsamun — OOO «llunkepron»; chepa
JACATCIIbHOCTU — YactHas JACTCKTHUBHAA U OXpaHHaA ACATCIbHOCTD,
areHTCTBO.

9. HaszBanmne opranmzauuu — UII «MBanoB N.N» pexmam-
HBIi xypHaI «Cdepay; chepa nestenbHocTH - CpecTBa MaccoBOH
nHpopmanun. Pexnama.

10. Ha3zBaHue opraHu3aluu — accolfalusg TypareHTOB U
TyponepatopoB «biok» r. Camapa; cdepa AeATEIBHOCTH — Ty-
pHUCTCKasi IeSTeIbHOCTD, 3allUTa UHTEPECOB TYPareHTOB, TypOIle-
paTopoB, TYpPUCTOB.

!I!Homep 3a0anus, 8b10upaemozo 015 ananusa, coomeem-
cmeyem nopsioKo8oMYy HOMEPY Gamuiuu Cmyoenma 6 CNUcKe pyn-
not. Ecau 6 epynne 6onel 0-mu uenosex, mo, HauuHas ¢ OOUHHA-
oyamozo cmyoeHma, omuem 3a0anutl Hayunaemcs ¢ Ne 1.

Memooduueckue pexomenoayuu
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Jl1d BBINONHEHUS 3aJaHUS OPUEHTHPOBATHCA HAa TEOPETH-
yeckuii Matepuan Pazaenos 1 u 2.

B HOMeHKnaTtype HoKeH ObITh OTpakeH BECh JOKYMEH-
TaJbHBIN (HOHJ, TIPECTABICHHBIA YIIPaBIEHUYECKON NOKYMEHTAIN-
ell ¥ JoKyMeHTaluel 00eceYnBalonero THIIA.

HammeHoBaHust 3aroioBKOB J1el HEOOXOAMMO CBEpSTH C
TUIOBBIMU TEPEUHSIMH apXUBHBIX JOKYMEHTOB (cM. McTouHMKHM).
O6s3atenbHO cnexyeT m3yunTh ' K P® B wactu, kacaromieiicst BbI-
OpanHoi OII®D, u penepanbHBIMU 3aKOHAMH 110 YKa3aHHBIM BHJIaM
JIEATENBHOCTH; YYMTBIBalTe NpH MPOESKTHPOBAHUW HOMEHKIIATYpP
HOPMAaTUBHBIC MIPABOBBIE aKThl CyObEeKTOB PD U ux Teppuropuas-
HBIX 00pa30BaHUI.

[Ipn mpoexTHpoBaHMM HCHOIB30BATh THUIOBYIO TaOIHUILY
(hopMBI HOMEHKJIATYPHI A€ ¢M. Tabmuiy 1.

Tabnuna 1
dDopmMa HOMEHKJIATYPHI JI€J1 OpraHu3alnu
Cpok
XpaHeHusI Jie-
" K aam
3arosi0Bok pu-
HJIEKC 0JI-BO Ne crar
Jaena MedaHus
aenaa el1. Xp. bH
no Ile-
PEYHIO
1 2 3 4 5

HUemounuxu
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6.

7.

®denepanbHbiii 3akoH 0T 22.10.2004 N 125-03 "O6 apxuBs-
HOM nene B Poccutickoit @eneparin’

[lepedyeHp THIOBBIX YIPABICHUCCKUX APXUBHBIX JOKYMEH-
TOB, 00pa3ylOUIMXCsl B MpoIEcce AESTEILHOCTH Tocyaap-
CTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUS 1
OopraHM3aluii, ¢ yKa3aHHEM CpPOKOB HX XpaHeHHus", yTB.
[Mpukazom Munkynstypel PO ot 25.08.2010 N 558 (cm.
yKazarejb BHIOB TIOKyMEHTOB K HEMY);

[lepeueHpb THIOBBIX apXUBHBIX TOKYMEHTOB, O0pa3yIOIIHX-
Cs B HayYHO-TEXHMYECKON M MPOU3BOJICTBEHHOMN NESITENb-
HOCTH OpraHU3aIliil, C yKa3aHWEeM CPOKOB XpaHEHHS, YTB.
[Tpukazom MunkyneTypsl PO ot 31.07.2007 N 1182 (cm.
yKazareib K HEMY);

CrpaBounas nHpopmanus: "Cpoku XpaHeHUs] JOKYMEHTOB
opranmanmii" (Marepuan TOATOTOBIEH CIIENHATHCTAMU
Koncynprantllmtoc) // Koncynbrantllmoc. —Pexum no-
cTyma:

http://www.consultant.ru/document/cons doc LAW 12
1777/

10. Honoxenne 0 MOpSAKE M CPOKAX XpaHEHHs TOKYMEHTOB

aKIMOHepHBIX 00mecTB, yTB. [loctanoBnennem OKIb PO
ot 16.07.2003 N 03-33/mc.

Bnangets

cnocobamu 0eMoOHCMpayuu YMeHUus aHaIU3Upo8ams CUmMyayuio O0KyMeHmanbHol oono
He20CyOapCmeeHHOl OP2aHU3AYUU,

HABbIKaMu 0600ujeHUs pe3yIbmamos aHaIu3a CneyuQuKky 00KYMeHManibHo2o hoHoa
OpeaHu3ayuil OnPeoeileHHo20 Mund,

npUeMamy MOOeIUpo8aHsl pe3yIbmamos peuieHus: npoghecCuoHanIbHbix 3a0ay.

KonTtpoannas padora
KonTtpoannas padora
COCTaBUTh pedepat 110 TeMe:
«/lokyMeHTHpOBaHHUE NEATENBHOCTH HETOCYIapCTBEHHOM Op-

ragm3anu  (yKasaTh BBIOPaHHYH OpPraHHU3AIMOHHO-TIPABOBYIO
¢dbopmy)». Buael opraHu3anMOHHO-TIPABOBBIX (OPM IPHUBEICHBI
Hike. OHU HE JIOJDKHBI TTOBTOPSATHCS B TPYIIIE
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TpeboBanus k pedepary

CopepxaHue JOHKHO JIEMOHCTPUPOBATH CICAYIOININE 3HAHUS
W YMCHUS CTYJICHTOR:
3nanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUSL OesSMEeNIbHOCIU He20-
CYOapCmMEeHHbIX OP2AHUZAYULL
- OCHOBHbBIX OP2AHUZAYUOHHO-NPABOBLIX (POPM HE20CYOapPCMEEHHBIX
KOMMEPHECKUX U HEKOMMEPHECKUX OP2AHUZAYULL,
- MUNOBO20 COCMABA CUCmEM OOKYMEHMAYUU, HopMUpyomux 0o-
KYMEHMAIbHBLU POHO He20CYOapCmEEeHHbIX OPeAHU3AYULL,
- Ccnoco606 u cpeocms OOKYMEeHMUPOSAHUS, NPUMEHSEMbIX 8 NpPo-
yecce 0esimenbHOCmU He20CyOapCmEeHHbIX OP2aAHU3AYULL,
- HOPMAMUBHO-NPABOBLIX AKMOS, DPESNAMEHMUPYIOWUX Oesimelb-
HOCMb U ee OOKYMEHMUPOBAHUE 8 He20CYOaPCINEEHHbIX OP2aAHU3A-
YUSIX.
Ymenue
- cocmasumes HOPMAMUBHO-NPABOBYI0 06A3y OOKYMEHMUpPO8AHUsL
OesImeNbHOCTU KOHKPEMHOU 0P2aHUu3ayuLL;
- cocmasums NPOEeKm HOMEHKIAMYpPbl 0ell OP2AHUZAYUU, UCXOOSL U3
MUN0BO20 COCMABA CUCTEM YNPABICHUECKOU OOKYMeHmayuu, op-
2AHU3AYUOHHLIX U HOPMAMUBHO-NPABOBLIX OOKYMEHMOS, peaia-
MEHMUPYIOWUX OeSIMENbHOCTb He20CYO0APCMEEHHOU OP2AHU3AYUL.

TunoBoii niaH pedepara
25. XapakTepucTHKa  OPraHU3allMOHHO-TIPABOBOM  (OpPMBI
(OIl®) nerocynmapcTBenHoi opranuzauuu. (JKemarenbHo
NPUBJICYCHNE CTATHCTHUECKUX JAHHBIX O TOM, CKOJBKO B
Poccun/ pernone/o0actu/ ropoje 3aperucTpUpoBaHO Op-
raauzanui qaaaou OI1D).
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26. OOImas XapakTepHCTHKa YIpPAaBICHUS OpraHu3alved JaH-
Hoit OI1®.

OCHOBHOM COCTaB HOPMATHBHO-TIPaBOBHIX JIOKYMEHTOB,
PEriiaMCHTUPYIOIIUX ACATCIbHOCTD HeFOCY}IapCTBCHHOﬁ
opraam3anmu ganHo OIID (cm. IlpakTmdeckoe 3amaHue

27.

28.

2).

XapakTepucTHKa JAOKYMEHTaJIbHOTO (DOHIA (JOKYMEHTOB,
UX KOMIUIEKCOB M CUCTEM IOKYMEHTALMH, (JOPMHUPYIOLIHIX-
Csl B ACSITEIBHOCTH HETOCYAAPCTBEHHON OpraHu3alum):

OpraHu3allMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTaHOBAsI IOKYMEHTALTHS,;

pacropsAuTeNbHas JOKyMEHTAIINS;
WHPOPMAIMOHHO-CIIPABOYHAST ¥ CIIPaBOYHO-
aHaJMTHYeCcKast JOKYMEHTAIHS;

OTYETHAs! TOKYMEHTAIHS;

JOKyMEHTAaIMsl 10 OOecrnevyeHno Kaapamu (1o
JMYHOMY COCTaBY);

(mHaHCOBas JHOKyMeHTalus (OyXTanTepcKuil yder
Y OTYCTHOCTD);

JNOKYMEHTallsT 10 MaTepHaJbHO-TEXHUUECKOMY
00ecITeueHuIo;

JIOTOBOpHAs! JOKYMEHTAaIH,

JOKYMEHTAIHA 10 JOKyMEHTallMOHHOMY U HH(OP-
MalMOHHOMY OOECIEUCHHIO IEeSTEIBLHOCTH Yupe-
JKICHUS,

JIPyTHE CUCTEMbI JOKYMEHTAIlW, BKIOYas M Te,
KOTOPBIE OTPAXXKAIOT OCHOBHYIO JIESITENLHOCTh MU
T.JI.

29. AHanu3 NpUMEPHO HOMEHKIIATYphI A€l HEerocyJapCTBEH-
HOU OpraHu3anuu.
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30. CnocoObl u cpesicTBa JOKyMEHTHPOBaHUS WH()OpMAIH B

HETOCYAapCTBEeHHON OpraHU3aIliN

31. Ilopanok xpaHeHHs JOKYMEHTOB HETOCYAapCTBEHHOU Op-
raguzanuu ganHoi OI1d.
32. CHcoK MUTEpaTyphl 1 UCTOYHHKOB.

Cmpykmypa pegepama: TUTYNBHBIA JUCT, OTJaBJICHUE,
BBEJICHUE, OCHOBHAS YacTh, pa30HTasi Ha MyHKTHI (ITYHKTHI 03aryiaB-
JIEHBI), 3aKITFOYCHNE, CIIUCOK JTUTEePaTyphl, Ipuioxenne (pu HeoO-
XOJHMOCTH).

Obvem pedepara JODKEH COCTABIAThL HE MeHee 15 cTpa-
HUT (0 criucka mutepatypsl) (14 mpudt gepes 1,5 natepana).

KiroueBble ciioBa M 3arojOBKH pa3/ielIOB JOJDKHBI UMETh
paszHble MPUPTOBBIC BBIACTICHUSI.

[uratHblli MaTepuan pedepara ohopMIsieTCS B COOTBETCTBHH C
HOpPMaTHBaMH{ HayYHBIX Pa0dOT (CHOCKH C yKa3aHHEM JINTEepPaTypHO-
IO NCTOYHHKA, HOMepa CTPaHUIl 00s3aTeNbHbI).

TemaTuka pedepaToB 1o Kypcy

1) Jloxymenmuposanue desmenrbHocmu NOIHbIX
mosapuujecms

2) Joxymenmuposanue OessmeibHoCcmu 00Wecms ¢ 02panu-
YEHHOU OMBEMCMEEHHOCBIO.

3) Hokymenmuposanue OessmenbHOCmu KpecmvsHCKUX (ghep-
MepCKUxX) X0351cCma.

4)  Joxymenmuposarue 0esimeibHOCMU X03AUCBEHHbIX
napmuepcms.

5) Jlokymenmuposanue oessmenbHOCHU NPOU3800CMEEHHbIX
KOONEpamus08.

6) Hoxymenmuposanue oesimenrbHOCHU NOMPEOUMENbCKUX
Koonepamueog (BeIOPATH JTFO0YIO U3 CICTYIOMINX HOpM):

7) KUJIMIIHBIH,
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8) I KWIHMIIHO-CTPOUTEIBHBIN

9) rapakHBIH KOOIIEPATHB,

10) camoBoUECKHit, OTOPOAHUUECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENbCKHIA KOOTIEPATHB,

12) 0011ecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBII KOOTIEpaTHB,

14) doux npokara,

15) cenbCcKOXO03sHCTBEHHBIN TOTPEOUTEILCKHI KOOTICPATHB.

16) Jokymenmuposarue dessmenbHoCmu 0OUWeCm8eHHbIX opea-
Huzayuil (BEIOPATH JIFOOYIO U3 CIEAYIOMHUX (HOpM):

17) nonuTHYecKue mapTum,

18) cozmaaHHbIe B KaueCTBE IOPUANICCKUX JIHIT PO ECcCHO-
HaJIbHBIE COI03bI (PO(COI3HBIC OPraHU3aIIN ),

19) oprans! 00IIIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuTOpHAIbHBIC OOIIECTBEHHBIE CAMOYIIPABICHHUSL.

21) /loxymenmuposearue desmenbHoCmu accoyuayuii (coi3os),
(BBIOpATH JIFOOYIO M3 CIACAYIOMINX POPM):

22) HEKOMMEpPUYECKHE MapTHEPCTBA,

23) camMoperyiupyeMbie OpraHU3aIiH,

24) obwvenuHeHns paboToaaTenei,

25) o6beauHeHNs MPO(ECCHOHATBHBIX COFO30B,

26) KOONepaTHBOB 1 OOLIECTBEHHBIX OPraHU3aLUH,

27) TOProBO-TPOMBIIIIIICHHBIE,

28) HOTapHaIBHbIE MAIATHI.

29) Jlokymenmuposganue 0esmenbHOCmU Mo8apuecms coo-
CMBEHHUKOB IHCUbAL.

30) Joxymenmuposarnue desmenbHOCHU Ka3a4bux 00uecms.

31) Hoxymenmuposarue desmenvHocmu ¢onoos (BbIOpaTh
mo0yI0 13 cienyrmux Gopm):

32) obmecTBEHHBIE

33) GiaroTBOpPHUTENbHBIE (DOH/IBI.
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34) Hdoxymenmuposanue 0esmeibHOCmu peaucuo3Hblx

op2anu3ayull.

35) JJokymenmuposanue oesmenbHocmu nyOIuYHO-NPABOEbIX
KOMHAHULL.

36) Hoxymenmuposanue OdesimenvbHOCIU A0BOKAMCKUX
0bpazosanuii.

MK-5

BJIaJIeHHEM TeHIeHI[USIMU pa3BuTHs HH(OPMAIHOHHO-
JOKYMEHTAIIMOHHOTIO 1 o0ecrneyeHus1 YIPaBJIeHUs] ApPXUBHOIO JeJia

3HaTh

CnocoObl OOKYMEHMUPOBAHUSL OeSIMEIbHOCTU OPSAHU3AYULL

00 OMmeemMCcmMBEEeHHOCMU PYKOBOOUMenel OPeaHU3ayUil U CNeYyuaiucmos no YnpasieHuo
OOKyMeHmamu 3a OOKYMEHMUPO8anue 0060 U YRPAGIeHUeCKOU OesimeNbHOCIU,
OCHOBHble MEeHOEHYUU UHDOPMAYUOHHO-00KYMEHMAYUOHHO20 0becneueHUss OOKYMeH-
MUPOBAHUSL OESTMENLHOCTNU HEe20CYOAPCMBEHHBIX OP2AHU3AYULL,

B03MOJICHOCIU YROPSIOOUEHUsL 0ENI08OU U YNPABTIEHYECKOU OesIMebHOCIMU OP2AHU3AYUU
bnazodaps cucmemamuzayuy u Kiaccugurayuy 00KyMeHmos.

Bomnpocsl k 3auety
1. MadopmanmoHHo-cripaBouHas (aHaIUTHYECKas WM UH(POpMaIIU-
OHHO-aHAJUTUYECKasl) CHCTeMa JOKyMEHTAallUd HEroCydapCTBEH-
HOM opranu3zauuu. 3aJadu U BUAbI JOKyMeHToB. Cnennduka.
2. JloxyMeHTa1us 1Mo HHPOPMALMOHHOMY U JIOKYMEHTAITHOHHOMY
00eCreyYeHNIO IeATeNbHOCTH HEroCyJapCTBEHHOW OpraHu3alny.
3agauu v BUABI JOKyMeHToB. Crieunguka
3. OcobeHHOCTH JOKYMEHTaIbHBIX (DOHIIOB HETOCYJapCTBEHHBIX
KOMMEPYECKUX OpraHu3alui.
4. CucteMoii JOKyMEHTaLUN 00eCIeUNBAIOLIEr0 THUIIA CHCTEMA B
HEroCyJIapCTBEHHOU OpraHU3alliy. 3a/1a4u U BB JOKYMCHTOB.
Creuuduxka.
5. HoMeHKkaTypa Jenn HerocyAapCTBEHHON OpraHu3alim.
6.CriocoObl JOKyMEHTHPOBAHUSI U €T0 PE3YJIbTaThI.
7. TUMOBOI cOCTaB CUCTEM JOKYMEHTAINH, 00Pa3yIOLIHiics B Jes-
TeJBbHOCTH opranuzanuid. O01mas XapakTepruCcTHKA.

HToroBwblii TeCT MO KypCy

Bompoc 1

IOpunuueckasi 0TBETCTBEHHOCTh 32 paboOTy C JAOKyMEHTaMu
MPOSIBIISIET TEHACHIINIO. . .

Br16epuTe 01MH OTBET:
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a. K oc1a0JIeHHIO

b. crabunasHOCTH

C. K YCUJICHUIO

d. k mepepacnpeaeIcHUIO

Bomnpoc 2

Kaxoli rocopran mNpoBOAWT pEruCTPaIUIoO FOPUAMYECKUX
un?

Bribepute onuH OTBET:

a. TeppUTOpHAIbHBIE OpraHbl ['0CyaapCTBEHHOIO KOMHUTETa
10 CTaTHUCTHUKE

b. pernonanpnpie oTheneHus POHIA CONMANBHOTO CTPaxo-
BaHMUS

C. TEPPUTOpHUAIbHBIA OpraH MUHHCTEpCTBA MO HAJoOraMm H
coopam (MHC) PD

d. TeppuropuanbHele Opranbl MHUHUCTEPCTBA IO AHTHUMOHO-
MTOJIEHOM MOJIMTHKE U MOAJEPAKKE MPEAIPUHIMATEIbCTBA

Bompoc 3

Kaxoit n3 mepedncieHHbIX TOCYJapCTBEHHBIX OPTaHOB IMPHU-
CBaWBaeT M COOOMIAET OpraHU3aIMH KOJBbI, XapaKTePHU3YIOIUE €T0
XO35IUCTBEHHYIO JAESTENbHOCTH?

Bribepute onnH OTBET:

a. pernoHasbHble oTAeneHns POoHIa COIMATIBHOIO CTpaxoBa-
HUSA

b. TeppuTopuanpHble OpraHbl MHHHCTEPCTBA MO aHTHMOHO-
MOJIEHOM MOJINTHKE U MOAJEPHKKE NPEAIPUHIMATEILCTBA

C. TEPPUTOPHAIBHBIE OpPraHbl ['0CyAapCTBEHHOIO KOMHUTETA
10 CTATHUCTHUKE

d. TeppuTOopHaNbHBI OpraH MMHHCTEPCTBA 10 HAJOraM |
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coopam (MHC) PO
Bormpoc 4
HerocynapcTBeHHble OpraHu3anyu AeIsSTcs Ha ...
BribepurTe 01MH WM HECKOIBKO OTBETOB:
a. HEKOMMEpPUECKHe
b. akmoHepHbIC
Bonpoc 5
[lepBrie akoHepHbIe 001ecTBa B Poccun BOZHUKIH. ..
Bribepute onuH OTBET:
a. B cepenune XVIII Beka
b. B 1990-x romax
c. B 1922 rony
d. B cepenune XIX Beka

Bompoc6

[Ipeanpusarus, HaXOAAIIHECS B YaCTHOM COOCTBEHHOCTH, B
LIEJIOM 110 PKOHOMUKe Poccuu cocTaBsiorT ...

Bribepute onuH OTBET:

a. 50% ot o01ero 4ncia npeanpusI T

b. Menbie 1 % ot o01ero yucia npeAnpUsITH

c. 6ompmie 80% OT 001IIeTO YKCIIa TPEIIPUATHI

d. menbiie 20% oT o011ero yucia npenpusTHIA

Bonpoc 7

ToproBo-MpoOMBIIIEHHBIE TATAThl OTHOCATCS K. ..
Bribepute onnH OTBET:

a. TOCYIapCTBEHHONH HEKOMMEPUYECKOI OpraHu3aIiu

b. HEroCy1apCTBEHHON HEKOMMEPUYECKOH OpraHu3anin
C. HETOCY/JapCTBEHHON KOMMEPUYECKOI OpraHu3auu

d. rocynapcTBeHHON KOMMEPYECKOH OpraHu3aIuu
Bompoc 8
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ToBapuiecTBa COOCTBEHHUKOB KHJIbsI OTHOCATCS K. ..
Br16epute onuH OTBET:

a. HETOCyIapCTBEHHON HEKOMMEPUYECKON OpraHu3alin
b. rocynapcTBeHHON KOMMEPYECKOH OpraHnu3aliu

C. TOCYyIapCTBEHHON HEKOMMEPUYECKON OpraHu3aluu
d. HerocymapcTBEHHOM KOMMEPUYECKOH OpraHu3aluu

Bompoc 9
OO0mecTBa C OrpaHMYEHHONW OTBETCTBEHHOCTHIO OTHOCSTCS

Bribepute onuH OTBET:

a. HEroCcy1apCTBEHHON KOMMEPUYECKON OpraHu3aluu

b. rocynapcTBeHHON KOMMEPYECKOIH OpraHu3aIiu

C. rOCYJapCTBEHHONH HEKOMMEPUECKOI OpraHu3aIiuu

d. HerocyapcTBEHHOM HEKOMMEPYECKOH OpraHu3ain

Bompoc 10

Tekct Bompoca

Bonpocamn mnepenauu Ha XpaHEHHE JAOKYMEHTOB JIMKBHIM-
POBaHHBIX OPraHU3aLNN 3aHUMAIOTCH ...

Bribepute oiMH OTBET:

a. HAJIOTrOBast MHCTICKLIUS

b. pykoBoAMTENb TUKBUAUPYEMOH OpraHn3alliu

C. yUpequTenu

d. nukBHIATOp

YmeTh

camocmosmenbHo npUoOpemamy 3HaHus 8 001acmu UHGOPMAYUOHHO-
OOKYMEHMAaYUOHHO020 U 0becnedeHus npoyecca OOKyMeHmupo8anus 0eameabHoCmu,
ONUPAsCh Ha Y4eOHUKU U yHeOHble NOCoOUs, NyOIUKayuu npopeccuoHaIbHbIX NEPUOOU-
Yyeckux U30aHuil,

oenams YMO3AKIOYEeHUs N0 AHANU3Y MeHOeHYUL pa3eumus UHGOPMAyUOHHO-

IIpakTHyeckoe 3aganue Ne 1
3aganue. CnpoeKTHPOBATH HOMEHKJIATYpPY Aed OJHOM
HEerocyJapCcTBeHHON OpPraHM3anMy IO MCXOJHBIM YCJOBHUSIM.
Ha3Banus opranuszanuii BIMbIILJIEHHBIE.
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OOKYMEHMAYUOHHO20 0DecneueHus He2oCyOapCMEEeHHbIX OP2AHUAYULL NO MAMEPUATLAM
nepuooutecKux npo@eccUOHaAIbHbIX U30AHUIL.

1. Haszamme oprammamumun — OOO  «BwicoTa»
r. EkatepunOypr; cdepa AESITETPHOCTH — CTPOUTENBCTBO (3a-
CTPOHIIIHUK).

2. HazBanme opranmzannu — KpectesiHCcKoe ((pepmepckoe)
xo3siicTBo  «CanaBat» PecnyOnmka bamkoprocrtan; chepa nes-
TenbHOCTH - CenbCKOoe X035MCTBO (AKUBOTHOBOJICTBO).

3. Ha3panme opranmzamuu — CHT «Ypoxait» r. Yens-
ouHCcK; chepa nesrenbHOCTH - CallOBOJICTBO, OTOPOJHHYECTBO U
JTAYHOE XO035UCTBO.

4. Ha3panue oprannzanuu — OO0 «CUb» r. HoBocubupck;
cdepa aestenbHOCTH - OnIepaTOPhl COTOBOH CBA3M.

5. Ha3BaHue opraHu3alMy — XO3SIMCTBEHHOE NapTHEPCTBO
«Kypc» 1. MockBa; cdepa AesSTEIBHOCTH - TOPrOBO-3aKyNOYHAsS
JeSITEIBHOCTb.

6. Haszpanne oprammsammu — OOO «ABrotopr» r. Kamu-
HUHTpaJ; cepa aesTenbHOCTH — Toprosis. KomuccrnonHsle mara-
3MHBI IO TOPrOBJI€ TPAHCIIOPTHBIMH CPEICTBAMHU.

7. Ha3Banme opranmszanuu — noigHoe ToBapumecTtBo (I1T)
«duzenpy; chepa AeaTenbHOCTH - He()Tera30100bIBAIOIINX IPOU3-
BOJICTBO.

8. Haszpanme opranmzamuu — OOO «llunkepron»; cdepa
JieATeNIbHOCTH — YacTHasd NeTeKTUBHAsI U OXpaHHAs JIEATENBbHOCTb,
areHTCTBO.
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9. Haspanme opramms3aruu — WUII «MBanoB WU.1» pekinam-
He1i xypHan «Cdepay; chepa gearenpHOCTH - CpeacTBa MaccoBoit
nHpopmarun. Pexnama.

10. Ha3Banue opranuzaluu — accoUualus TYparceHTOB U
typonepatopoB «bmok» r. Camapa; cdepa AeATeIbHOCTH — Ty-
pUCTCKasA ACATCIIBHOCTDb, 3alllMTa MHTCPECOB TYpParcHTOB, TypOIIC-
PaTopoB, TYPUCTOB.

!!!Homep 3a0anus, ebloupaemoco 018 aHAIu3d, COOmeen-
cmeyem nopsioK08oMy HoOMepy hamuiuu cmyoenma @ CHucKe 2pyn-
not. Ecniu 6 epynne 6onel 0-mu uenosex, mo, Hauuuas ¢ OOUHHA-
oyamozo cmyoenma, omuem 3a0anutl Hayurnaemcsi ¢ Ne 1.

Memoouueckue pexomenoayuu

s BRIMONHEHUS 3aJaHUsl OPUEHTUPOBATHCS Ha TEOPETHU-
yeckuil Matepuan Pasnenos 1 u 2.

B HOMeHKNaType moJKeH OBITh OTpakKeH BECh JIOKYyMEH-
TaJbHBIN (HOHJ, TIPECTABICHHBIA YIPaBIEHUYECKON NOKYMEHTAIN-
eil 1 JoKyMeHTalue o0ecrednBaouero THIA.

HammeHoBaHUsT 3aroJIOBKOB Jiell HEOOXOJHMMO CBEPSTH C
THUTIOBBIMU TIEPEYHSIMH apXHUBHBIX JOKYMEHTOB (cM. Mcrounukm).
Obs3arensHo cienyer u3yunts 'K PO B yactu, kacaromieicsi Bbl-
opannoit OI1®D, u penepabHBIMKU 3aKOHAMH 110 YKa3aHHBIM BUIaM
JIeATEIbHOCTH; YYHUTHIBAHTE NPH MPOEKTHPOBAHWU HOMEHKIATYP
HOPMaTHBHBIE MPABOBBIE aKTHI CyOBeKTOB PO u uX TeppuTOpHalib-
HBIX 00pa30BaHUA.

[Ipn mpoexTHpOBaHMM WCHOIB30BATh THUIOBYIO TaOIHUILY
(hOpMbI HOMEHKJIATYPBI JeJT CM. TadauIry 1.
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Tabmuna 1
Dopma HOMEHKJIATYPHI JIeJT OPraHn3alin
Cpoxk
XpaHeHusl Jie-
51 K Jam
3aro/10BoK pu-
HAEKC 0J1-BO Ne crar
aeJia MeYaHus
aesa ell. Xp. bH
no Ile-
PEeYHIO
1 2 3 4 5
Hemoynuxu

11.

12.

13.

14.

OenepanbHblii 3akoH 0T 22.10.2004 N 125-03 "O06 apxus-
HoM pene B Poccuiickoit ®dexeparn’”
[lepeueHb TUIIOBBIX YIPABIEHUYECKHX apXUBHBIX JIOKYMEH-
TOB, 00pa3yIOLIMXCsl B HpoOLEcce AEATEILHOCTH rocynap-
CTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYTIPABJICHHUS U
OpraHm3anuii, ¢ yKa3aHWEM CpPOKOB WX XpaHEHHus", yTB.
[Tpukazom Munkyastypel PO ot 25.08.2010 N 558 (cm.
yKa3aTeJb BUJOB JOKYMEHTOB K HEMY);
[epeveHb THIOBBIX apXUBHBIX JIOKYMEHTOB, 00pa3yONIHX-
Cs B HAyYHO-TEXHMUYECKON M MPOU3BOJICTBEHHOMN NESITENb-
HOCTH OpraHu3alyil, C yKa3aHHEM CPOKOB XpaHEHMs, YTB.
[Ipuxazom MuskynasTypsl PO ot 31.07.2007 N 1182 (cm.
yKazarenb K HeMY);
CrpaBounasi uapopmanus: "Cpoku XpaHEeHUs] JOKYMEHTOB
" (MaTepuan TNOATOTOBJIECH CIEIUAINCTAMH

OpraHu3anui
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Koncynprantllnroc) // Koncynprantllmroc. —Pexxum mo-
cTyna:
http://www.consultant.ru/document/cons doc LAW 12
1777/

15. IlonoxeHne O MOpPAIKE W CPOKAX XpaHEHHUS JOKYMEHTOB
aKIMOHEePHBIX 00mIecTB, yTB. [locranoBnennem OKIb PO
ot 16.07.2003 N 03-33/mc.

Bnanets

cnocobamu co8epuleHCcmeo8anus. NPOPeCCUOHANLHBIX SHAHULL U YMEeHU nymem UCHOb-
308aHUsA BO3MOMHCHOCEN UHPOPMAYUOHHOU CPedbl NpU onpedeneHul meHoeHYull pas-
sUMUSA UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0DeCneyeHUs YnpasieHus apXugHo20
oena;

npuemMamy aHaIu3a HOpMamueHbIX aKkmos 6 001acmu UHGOPMAYUOHHO-
OOKYMEHMAYUOHHO20 0Decneyenus 0esimelbHOCIU He20CyOapCMBEEeHHbIX OP2AHU3AYULL;
npuemamu Uccied08aHUst UHPOPMAYUOHHO-00KYMEHMAYUOHHO20 0becneueHus oes-
mMenbHOCMU He20CYOapCMEEHHBIX OP2AHU3AYUT NO UCIOYHUKAM U HAYYHOU Tumepamype

KonTpoabnas padora
KonTpoabnas padora
cocTaBUTh pedepar 1mo Teme:

«/l0KyMEHTHPOBaHUE AESITEIBHOCTH HErOCYAAPCTBEHHOM Op-
rauzanuu  (ykKazath BBIODaHHYIO OpraHHU3allMOHHO-TIPABOBYIO
¢dopmy)». Buapl opraHn3zanioHHO-IIPaBOBBIX ()OPM IPHUBEICHBI
Hwke. OHU HE IOJDKHBI TOBTOPSITHCS B TPYIIIE

TpeboBanus k pedepary

CozepxaHue JOHKHO JIEMOHCTPUPOBATH CICAYIOIINE 3HAHUS
Y YMEHUS CTY/ICHTOB:
3uanue:
- cneyuguueckux uepm OOKYMEHMUPOBAHUs OesIMEeNbHOCIU He2o-
CYOapCmeEeHHbIX OP2aHU3AYULL,
- OCHOBHbIX OP2AHUAYUOHHO-NPABOBHIX (POPM HE20CYOapPCMBEHHbIX
KOMMEPUECKUX U HEKOMMEPHECKUX OP2AHUZAYULL,
- MUNOBO20 COCMABA CUCHEM OOKYMEHMAYUU, HopMUPYIOWUX 00-
KYMEHMANbHBLU POHO He20CYOapCmMEEHHbIX OPeAHU3AYULL,
- Cnoco608 u cpeocms OOKYMEeHMUPOBAHUS, NPUMEHIEMBIX 8 NPO-
yecce 0esimenbHOCIU He20CyOapCMBEHHbIX OP2AHUAYULL
- HOPMAMUBHO-NPABOBLIX AKMOS, PE2IAMEHMUPYIOWUX Oesimenb-
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HOCMb U ee OOKYMEHMUPOBAHUE 8 He20CYOapCMEeHHbIX OP2aHU3a-
Yusix.

Ymenue

- COCMAsUmMb HOPMAMUBHO-NPABOSYI0 0A3Y OOKYMEHMUPOSAHUS
OesimeNlbHOCTU KOHKPEMHOU 0p2aHu3ayuu;

- COCMAsUmMb NPOEKM HOMEHKIAMYpPbl 0ell OP2AHU3AYUU, UCXO05L U3
MUNOBO20 COCMABA CUCMEM YNPABIeHUeCKOl OOKYMeHmayuu, op-
2AHU3AYUOHHBIX U HOPMAMUBHO-NPABOBLIX OOKYMEHMOS8, peaid-
MEHMUPYIOUUX OesIMENbHOCHb He20CY0apCmEeHHOU OP2aHU3ayUL.

Tunosoii miax pegepara

33. XapakTepucThKa  OpraHW3aIlMOHHO-TIPaBOBOH  (HhOPMEI
(OIl®) nerocymapctBeHHO# opranuzanuu. (YKemateabHO
MPUBJICYEHNE CTATHCTHYECKUX JAHHBIX O TOM, CKOJBKO B
Poccun/ pernone/obnactu/ ropoje 3apeTUCTPUPOBAHO Op-
raauzanui qanHou OI1D).

34. O01mas XxapakTepUCTHKA YIIPABJICHUS OpraHW3alel JlaH-
Hoii OI1®.

35. OcHOBHO#1 COCTaB HOPMaTHBHO-TIPABOBBIX JOKYMEHTOB,
perIaMeHTHUPYIOIINX JEATEIbHOCTh HErocyAapCcTBEHHOM
opraamanuu nanHoi OIID (cm. Ilpaktudeckoe 3amaHue
2).

36. XapakTepHucTHKa JOKYMEHTAIBHOTO (oHIa (JOKyMEHTOB,
MX KOMIUIEKCOB M CHCTEM JIOKYMEHTAINH, (POPMHUPYIOIIHX-
Csl B ACSTEIBHOCTH HETOCYAAPCTBEHHON OpraHu3alum):

OpraHu3allMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTAHOBAS JIOKYMEHTAITHS,

pacropsiuTeNbHas JOKyMEHTAIINS;
WHPOPMAIMOHHO-CIIPABOYHAST W CIIPAaBOYHO-
aHAJMTHYeCKas IOKYMEHTAIHS;
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

OTYETHAs IOKYMECHTAITHS;
JIOKyMEHTAIMsl 10 00ecleveHnto Kaapamu (1o
JTUIHOMY COCTaBY);

(mHAHCOBas MOKyMeHTalus (OyXTanTepcKuil yder
1 OTYCTHOCTD);

JOKYMCHTalMsA 110 MAaTCPUAJIbHO-TCXHUYCCKOMY
00eCIIeueHHIO;

JIOTOBOPHAS TOKYMCHTAIINS,

JIOKYMEHTAIHS 10 JTOKYMEHTAIIMOHHOMY U UHGpOP-
MAI[MOHHOMY OOCCIICUCHHIO JIEATCIBHOCTH Y4pe-
KJICHUS;

Apyrue CHUCTEMbI NOKYMCHTAIlMU, BKIIIO4Yasd U TC,
KOTOPBIEC OTpaXarOT OCHOBHYIO JC€ATCIBHOCTH H
T.JI.

37. AHanu3 npuMepHOH HOMEHKJIATYpbl Jiell HEerocynapCcTBEeH-
HOW OpraHu3aiyi.
38. CnocoObl u cpesicTBa JOKyMEHTHPOBaHUs MHPOpMau B
HETOCYapCTBEHHOH OpraHu3aluu
39. Ilopanok XpaHeHHs JOKYMEHTOB HETrOCYAapCTBEHHOU Op-
rangmsanuu ganHoi OI1d.
40. Cmcok IuTepaTypsl ¥ HCTOYHHUKOB.
Cmpykmypa pegepama: TUTYIBHBIA JUCT, OIJIaBJICHUE,
BBeJIeHHE, OCHOBHAS 4acTh, pa30uTas Ha MyHKTHI (ITyHKTHI 03ariaB-
JIEHBI ), 3aKITI0YEHUE, CIIUCOK JIUTEPATyPhl, IPHIoKeHUEe (TTpH HE00-

XOJTUMOCTH).

Obvem pedepara JOIDKEH COCTABIATH HE MeHee 15 cTpa-
HU1 (10 criucka nmutepatypsl) (14 mpudt gepes 1,5 narepBana).
KiroueBble coBa M 3aroJIoBKM pas3fesioB JOJKHBI MMETh
pasHble PUQPTOBBIC BHIACTICHUS.
I{uratHbli MaTepuan pedepara odopMIsieTcs B COOTBETCTBHH C
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

HOpPMATHUBaMH Hay4YHbBIX paboT (CHOCKH C YKa3aHUEM JTUTEPATypHO-
T0 HCTOYHHUKA, HOMEpa CTPAHUIT 005I3aTEIHHEI).

1)
2)
3)
4)
5)
6)
7)

8)
9)

Tematuka pedepaToB no Kypey

Jlokymenmuposarue deamenbHOCMU NOTHbIX
moeapuujecms

Jloxymenmupoganiue desmenbHocmu 0OuWecms ¢ 0epanu-
YEeHHOU OMBEMCMBEHHOCMbIO.

Jlokymenmuposarue deameibHOCMU KpeCmMbAHCKUX (pep-
MepCKUX) X035UCma.

Jlokymenmuposarue deameibHOCMU X03AUCTEEHHbIX
napmuepcms.

Jlokymenmupoganiue desmenbHOCmu HPOU3800CMBEHHbIX
KOOnepamusos.

Jlokymenmuposanue desmenrbHOCMU NOMPeOUMenbCKUx
Koonepamueoé (BIOpaTh JIIOOYIO U3 CICAYIONIHMX (GOPM):
JKWJTUIITHBIH,

JKUJTAITHO-CTPOUTETHHBIN

rapaXHblil KOOTIEPATHB,

10) camoBoIUECKHit, OTOPOAHUUECKUI U JaYHBIH KOOIIEPATHB,
11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o0miecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBI KOOTIEpaTHB,

14) doux npokara,

15) cenbCKOX03HCTBEHHBIN TOTPEOUTETLCKHI KOOTICPATHUB.
16) Jloxymenmuposanue deamenbHocmu 0OuecmeeHHbix opea-

ruzayutl (BLIOPATh JTFO0YIO U3 CIEAYOMUX HOpM):

17) nonuTHYeckue napTum,
18) co3manHbIe B KauecTBE IOPUAMICCKUX JIUII PO ECcCHOo-

HaJbHBIE COI03BI (TTPO(COI03HBIC OPTaHU3AIINHN),

19) oprans! 06IIIECTBEHHON CAMOIEATENBHOCTH,
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CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUI

[Tnanupyemsie pe3yabTaThl 00ydeHUs

O1eHOYHBIE CPECTBA

JITK-2¢cnoco0HOCTBI0O OPHEHTHPOBATHCH B 3aKOHOAATEIbHOI 1 HOPMATHBHO-MeTOAUYeCKOH 0a3e HHPOPMANMOHHO-AOKYMEHTAIIMOHHOI0 o0ecrevYeHus yNpaBJeHus 1

ApPXHBHOIO eJIa M CMEeKHBIX o0JacTeil

20) TeppuTOpHATbHBIC OOIIIECTBEHHBIC CAMOYIPABICHHSL.

21) /lokymenmupoearue dessmenbHOCmU accoyuayuil (coi308),
(BBIOpATH JIFOOYIO M3 CIACAYIOMIUX POPM):

22) HEeKOMMEpUYECKUE MapTHEPCTBA,

23) camoperyupyeMbie OpraHH3aInH,

24) obbvenuHeHns paboToaaTenei,

25) o0bearHeHUs MPO(eCCHOHABHBIX COFO30B,

26) KOOIepaTHBOB U OOIIECTBEHHBIX OPraHU3aIINA,

27) TOProBO-TPOMBIIIIIICHHBIE,

28) HOTapHaIbHbIE MAIATHI.

29) Joxymenmuposanue 0essmeibHOCmu mosapuyecms coo-
CMBEHHUKO8 JHCUTbA.

30) Joxymenmuposanue 0esmenbHOCmU Ka3aubux 00uecms.

31) Joxymenmuposanue desmenvrocmu ¢ponoos (BHIOpaTh
mo0yr0 13 cienyrmux Gopm):

32) ob1ecTBeHHBIE

33) 6marorBopuTEIBHBIE (HOHIEI.

34) Hoxymenmuposanue 0esmeibHOCmu peaucuo3Hbx

opeanuzayuil.

35) Jokymenmuposanue oessmenvHocmu nyOIUHO-NPABOBLIX
KOMNAaHUU.

36) /Joxymenmuposanue OdesimenvHOCIU A0BOKAMCKUX
o0bpaszosanuii.
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0) Ilopsiiok TMpoBeleHUs] MPOMEKYTOYHONH aTTeCTAIMM, MOKA3aTeJId U KPUTEPUH
OlleHUBAHUSI:

[TpoMeKyTOUHBII KOHTPOJb TIO JUCIHUILTMHE MPOXOAUT B (hopMe 3aueTa:

- Ha OLEHKY «3a4TeHO0», €CJIM IPEOJI0JICBAET MOPOroBbId ypoBeHb 65%. OOyvaronuiics
MIOKa3bIBaeT MOPOrOBBIN YpPOBEHb C(POPMUPOBAHHOCTH KOMIIETEHIIUHU, T.€. 3HAET cnocodwvl 00-
KYMEHMUPOBAHUsL 0esiMeNlbHOCIU OP2aHU3ayuil, 06 0meemcmeeHHOCmu pyKogooumenel opaa-
HU3QUUUl U CReyuanucmos no YnpasieHuro OOKYMEeHmamu 3a OOKYMEHMUposaHue 0enosoll u
VAPABIEHUECKOU 0esimelbHOCHU, NPABULA OP2AHUZAYUU OOKYMEHMUPOBAHUSL OesIMETbHOCMU Op-
2aHU3AYUU, NPUHYUNBL CUCMEMAMU3AYUU U KIacCu@urkayuu OOKYMeHmOos, KOMNIEKCO8 OOKY-
MEHMO8, cucmem OOKYMEHMAayuu, Ha3HaueHue HOMEHKIAmMypsl 0ell OP2aHU3AYUY, OPUYUATbHbIE
UCTOYHUKU ONYOIUKOBAHUS AKMYAIbHBIX HOPMAMUBHBIX NPABOSbIX akmos PD; omauuumenvhovie
Xapakxmepucmuxku 3aKOHOOAMenIbCcmed Nno OOKYMEHMUPOBAHUIO OesiMeIbHOCMU  He20Cyoap-
CMBEHHBIX OpeaHU3ayull, YMeeT Haxo0umy aKmyaibHble peoaKyuu HeoOX0OUMbIX HOPMAMUBHBIX
NpagosvbiX aKmos 6 UHDOPMAYUOHHO-NPABOBLIX unmepHem-nopmanax «Koncynemanmpy, «la-
panmy u Op.; onpeoeisimv COCMA8 cucmem OOKYMEHMAyuu, UCXoos u3 8uda 3KOHOMUUECKOuU
oessmenbHOCmuy, Hopmbl COOCMEEHHOCMU U OP2AHUZAYUOHHO-NPABOBOU (DOPMbL OpP2AHU3AYUU
UCNONB308aMb NPABUNA OP2AHUZAYUU OOKYMEHMUPOBAHUS U ONEPAMUBHO20 XPAHEHUSI OOKYMEH-
MO8 npu MOOeIUPOBAHUL CIMPYKIMYPbl OOKYMEHMANIbHO20 (POHOA He20CYOapCmEeHHOU OPeaHU-
3ayuu;,  CamMoCcmosmenbHo — npuobpemamsv — 3HAHUA 6  00AACU  UHQDOPMAYUOHHO-
OOKYMEHMAYUOHHO20 U 0Oecnederust npoyecca OOKYMEeHMUPOBAHUsL 0essmelbHOCIU, ONUPAsCh
Ha Y4eOHUKU U YueOHble nocoOus, BJAJAeeT HABbIKAMU AHANU3A VPOBHU HOPMAMUBHO-
memoouyeckotu b6azvl J[OY u HOY; npunyunamu cocmagnienus HOMEeHKIamypsl 0ejl Op2anu3ayuu
cnocobamu 0emMoHCmpayuu yMeHus: aHaau3upo8ams CUmyayuro 0OKyMeHmaibHulll YOHO He2o-
CYOapCcmeen Ol Op2aHu3ayuU; CRocobamu CO8ePUEHCMBEOBAHUS NPOPECCUOHAILHBIX 3HAHUL U
VMeHUll nymem UCNONb308AHUS BO3MONCHOCHEN UHMOPMAYUOHHOU Cpedbl Npu onpedeireHuu
MEeHOeHYUL pPa3eumusi UH@POPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0OecneyeHus YnpasieHus ap-
XUBHO20 Oeld,

— Ha OLIeHKY «He 3auTeHo» 0-64,9% — pe3ynbTar 00y4deHHUs1 HE JOCTUTHYT Ha JOCTATOY-
HOM YpOBHE, OOyJaroIuics Ha MPAaKTUYECKUX 3aHATHUSX, NMPH HamMcaHuM pedepara u moaro-
TOBKE JIOKJIa/la He MOKET M0Ka3aTh 3HAHUS Ha YPOBHE BOCIIPOU3BEACHUS M 00BsCHEHUS HHDOP-
MaIiH, He MOKET IMOKa3aTh HHTEIJICKTYAIbHbIC HABBIKH PEUICHUS IPOCTHIX 3ajad.

8 YueOHo-MeTOqMYeCcKOe U HHGPOPMALMOHHOE o0ecTiedeHre TUCHUILTMHBI (MOIYJIsT)

a) OcHoBHas JuTEpaTypa:

1. Annpeesa, C. JI. JIokyMEHTHpOBaHHE JIESITETIBHOCTH HErOCY/IapCTBEHHBIX OpraHH3a-
it : yaeOHo-MeTorueckoe mocooue / C. JI. AuapeeBa ; MI'TY. - Maraurtoropck : MI'TVY, 2018. - 1
anektpoH. onr. jguck  (CD-ROM). - 3Barm. ¢ turym.  okpana. -  URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3
591.pdf&view=true (mara obparenus:: 24.08.2020). - MakpooObekT. - TekcT : anekTpoHHbIid. - ISBN
978-5-9967-1157-4. - Ceenenus noctymHel Takke Ha CD-ROM.

2. Asnronenko, H. Y. CucremMHoe pykoBoJCTBO opranusaiueii : yueonuk / H. Y. Anro-
JeHKo. - M. : Dk3amen, 2006. - 1 snextpoH. ont. quck (CD-ROM). - 3ari. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/19
2.pdf&view=true (mara obpartenus: 24.08.2020). - MakpooObeKT. - TekcT : eKTpoHHbIii. - CBejie-
HUS TOCTYTHBI Takxke Ha CD-ROM.

3. Amupo, A.P. JlokymeHTalMoHHOE OOECTIeUYeHHE YIPaBICHUS B OpraHM3alusaX :
yuebHoe nocodue / A.P. Amupos, B.M. Muxaiino. — Ya : BITIY umenn M. Axkmymisl, 2009. —
176 c. — ISBN 978-5-87978-513-5. — TekcT : 3neKTpoHHBIH // DIEKTPOHHO-OMOIMOTEYHAsT CHCTEMA
«Jlanby : [caitt]. — URL.: https://e.lanbook.com/book/42213 (nara obpamienus: 21.08.2020). — Pe-
KAM JIOCTYTIa: TUTst aBTOPHS3. TOJTb30BAaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

4.



https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

0) JlonoJIHUTE IbHASA JIUTEpaTypa:

1. Botuens, JI. M. Pucku npeanpuHUMaTEIbCKON AEATENHHOCTH : yueOHOE TTocoOune
/ JI. M. Botuens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 snektpoH. onT.
JINCK (CD-ROM). - 3ari. c THUTYIL. JKpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mata oopamenus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JIeKTPOH-
HeIid. - ISBN 978-5-9967-1130-7. - Ceaenus noctynHsl Takxke Ha CD-ROM.

2. KysnenoBa, M. B. PeIHOK 1IeHHBIX Oymar: KOHCHEKT JICKIUH : yueOHoe rmocodue /
M. B. Ky3nenoBa ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-
ROM). - 3arm. c TUTYIL. JKpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139
622/3402.pdf&view=true (mara obpamienus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JIeKTPOH-
HbId. - ISBN 978-5-9967-1004-1. - Cenenus noctynssl Takke Ha CD-ROM

3. Kysnenos, M. H. JlokyMeHTaIllMOHHOE O00eCIeYeHHEe YIpaBJICHUS.
JIOKyMEHTOOOOpPOT © JICIONMPOU3BOJCTBO : YYCOHHMK ¥ TPAKTHKYM JUIsl TPUKIATHOTO
OakamaBpuata / M. H. KysnenoB. — 3-e u3n., mepepald. u gon. — Mocksa : W3marenbcTBo

FOpaiit, 2019. — 461 c. — (bakamap. [lpuknagaoit kypc). — ISBN 978-5-534-04275-7. —
Tekct : anekrponnsit // OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/431759 (nata
obpamenus: 16.10.2020).

B) MeTtoanueckue yKa3zaHusi:
MeTtoauueckue yka3zaHUs 10 BBIOJHEHUIO MHIUBUIYaIbHBIX JOMAITHUX 3aJaHU Mpe.-

CTaBJICHBI Ha O6pa3OBaTCJ'H>HOM nopraji€e Ha CTpaHULC AUCHUIUIMHBI K KAXKIOMY 3aTaHUIO OT-

JIeTTBHO.
r) IIporpammuoe obecnieyenune 1 MHTEpHET-pecypesl:
Haumenosanue [10 Ne norosopa Cpok JieficTBUS TULIEH3UN
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
J-757-17 or 27.06.2017 [-| 27.07.2018
593-16 ot 20.05.2016 20.05.2017
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
FAR Manager CBOOOJTHO pacrpocTpaHsemMoe | 0eccpouHO
7Zip cBOOOIHO pacrpocTpaHsemMoe | 6ecCpoyHo

IIpodeccnonanbHble 6a3b1 JAHHBIX U HH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

HasBanue xypca CchlLIKa

SHCKTpOHHaH 0a3a NEpUOaANICCKUX U3daHUi

East View Information Services, 000 «MIBHC» hitps:/dlib.eastview.com/

Hauuonanbuas nH(pOpMaITMOHHO- URL:
aHaJINTHUECKass cucreMa — POCCHUHCKHUN WHIEKC '

HayHHoro wHTHpoparis (PYUHLY https://elibrary.ru/project_risc.asp

[TouckoBast cucrema Axamemust Google

(Google Scholar) URL.: https://scholar.google.ru/

WNudopmannonnas cucrema - EnnHoe OKHO

URL.: http://window.edu.ru/
JIOCTyna K MHPOPMAIMOHHBIM pecypcaM

Poccuiickas ['ocymapcTBeHHass OuOIMoTEKa. https://www.rsl.ru/ru/4readers/catalog
Karamoru ues/

DJeKTpoHHbIE pecypchl Oubmrorekn MI'TY http://magtu.ru:8085/marcweb2/Defa
uMm. I'.1. HocoBa ult.asp
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KomnreioTepHast crpaBouyHasi MpaBoBas CH-

crema Koncynprantlintoc

http://www.consultant.ru

I'apanT-Marnuroropck. KomiuiekcHas mpa-

BOBas MOAACPKKA

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

OenepainibHas city:k0a rocyaapcTBEHHOM cTa-

TUCTHUKH

http://www.gks.ru/

®opym noprana «Apxusbl Poccrmn»

http://forum.rusarchives.ru/

9 MaTepuajbHO-TeXHHYECKOe o0ecnedeHne TUCIUIITNHBI
MaTepuaibHO-TEeXHUYECKOE 00eCIeUeHUE AUCITUIUIMHBI BKITFOYACT:

VYyeOHble ayaUTOpUU IS
MPOBEJICHUS JUCTAHIIMOHHBIX 3aHS-
THUH JIEKIIUOHHOT'O THUIIA

Cron KOMIIBIOTEPHBIM, CTOJ IHUCHBMEHHBIA, CTYJ
oducHbIN, TOoKyMeHT-kamepa Epson, ncrounuk Oecrepe-
ootinoro muranusi POWERCOMIMD-1500AP , xamepa

BBICOKOTO  Pa3pelICHUs, KOMIIBIOTEp MEPCOHAIBHBIN
(tumi6), npoektop ViewSonicPJD7526W, crnukephon
HactonbpHblii  Calisto-620  Plantronics,  BeG-kamepa

LogiteachC920, cuctema aKycTHYecKasi HaCTOJIbHAs, CTe-
peorapautypa (MUKPO(OH ¢ HIYMOIOABICHHEM), SKpaH-
HacteHHbIDigis Optimal-C MW DSOC-11032*2

Y4eOHble ayAUTOpPUH  JUIS
MIPOBEICHUS TMPAKTUYCCKUX 3aHs-
TUW, TPYNIOBBIX M WHAUBHUAYalb-
HBIX  KOHCYJNbTAIMH, TEKYIIEro
KOHTpPOJIE U IPOMEKYTOUHOM aTTe-
CTaIuu

Cron KOMIIBIOTEPHBIM, CTOJ MHUCbMEHHBIA, CTYI
oUCHBIN, JOKyMeHT-kamepa Epson, mcrounuk Oecriepe-
6oitnoro mutanus POWERCOMIMD-1500AP , kamepa

BBICOKOTO  pa3pelieHusi, KOMIBIOTEP IEePCOHATBHBIN
(tun6), npoektop ViewSonicPJD7526W, cnukephon
HactosbHBIM  Calisto-620  Plantronics,  BeG-kamepa

LogiteachC920, cuctema akycTudeckasi HaCTOJIbHAs, CTe-
peorapHuTypa (MUKPO(OH C IIYMOIIO/IAaBJIICHUEM ), dKpaH-
HacteHHbINHDigis Optimal-C MW DSOC-11032*2

[Tomemenust 111 caMoOCTOS-
TeNbHOU pabOThl O0yUaroIIXCcs

[lepcoHasibHbIE KOMIBIOTEPHl € MakeToM MS
Office, BeixogoMm B MIHTEpHET M C JOCTYIOM B DJIEKTPOH-
HYIO HWH(OPMAaIMOHHO-00pa30BaTENbHYIO CpPENy YHUBEP-
cuTeTa

[ToMemienue ans XpaHeHUs U
MPOPUITAKTHIECKOTO  00CTyKHUBa-
HUS Y4eOHOTro 000pyAOBaHUS

Crenmnaxu I XpaHEHUs] y4eOHO-HATJISAIHBIX ITOCO-
Ouit 1 y4eOHO-METOAMYECKON TOKYMEHTAIIUH.
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