MUHUCTEPCTBO HAYKH U BBICILIEEI'O OBPA3OBAHUA
POCCUNCKOUN ®EJIEPAIIMN

dejtepasibHOE TOCY/[APCTBEHHOE 610/DKETHOE 00pa3oBaTeIbHOE YIPEKACHHS
BBICIIEr0 0Opa3oBaHMs
«MarHATOrOpCKHii rOCY1apCTBEHHBIN TEXHUYECKUH YHHBEPCUTET HM. I".1. HocoBa»

o
7750 OBPA 35N
5 G"A-' ﬂAy &
& ex E \
“(Tf l'r 5 qf'
4«04. %

VTBEPXJIAIO
Jlupexrop UI'O
= — T.E. AGpam3on

03.03.2020 r.

PABOYAS ITPOI'PAMMA JUCHUAIIJIMHBI (MO/1YJIST)
JIOKYMEHTHPOBAHHE JIEATEJIbHOCTH HETOCY/IAPCTBEHHbIX
OPIAHH3AILIHH

HanpagJjieHue II0Ar0TOBKH (CTIeHaIbHOCTD)
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBE/IEHUE

HanpasieHHOCTb (PO I/ CIeHaIM3aius) mporpamMmbl
JIOKyMEHTOBE/ICHHE ¥ JIOKYMEHTAlHOHHOE 00ECTIeYeHHE YIIPABIICHUS

Vposens Beiciero oopazosanus - GakaraBpuar
IIporpaMma MoJrOTOBKH - akajileMHuecKHii GakanaBpuar

®opma 0OydeHus
O4Has

WUuctutyt/ dpakynsrer  MHCTHTYT ryMaHHTapHOTO 00pa3oBaHus

Kadenpa INenarorunyeckoro 00pa3oBaHus H JTOKYMEHTOBE/ICHHS
Kype 4
Cemectp 8

MaruuToropck

2019 rox



Pabouas mporpamMma COCTaBJIeHa Ha OCHOBE ®I'OC BO no HanpapIeHHIO MOArOTOBKH
46.03.02 IOKYMEHTOBEJIEHUE 1 APXMBOBEJIEHME (yposenb Gakanaspuara) (pukas
Muno6prayku Poccnn ot 06.03.2015 1. Ne 176)

PaGoyas ImporpaMma paccMOTpeHa H oobpeHa ceqanun  Kadeapsl
Ilearorngeckoro 06pa3oBaHus U JIOKyMEHTOBEICHHS
27.02.2020, npotoxoi Ne 6 g
3as. kadeapoii ' C.C. BennkaHosa

A
Pa6oyast IporpamMma 0100peHa MeTO/IH9ecKoi Kow%ae%/ll"o
03.03.2020 r. mportokon Ne 6
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Jluer akTyanuzanuu padodeii nporpaMmal

Pa6ouas nporpamma rnepecMoTpeHa, obcyskaeHa u on1obpena Jutst peaymsanin B 2020 - 2021
yueGHOM rojy Ha 3aceanuy kadeapsr Ilenarornyeckoro 06pazoBanus H JOKYMEHTOBEICHHSA

Ne 1
C.C. BenukanoBa

4
Pa6ouasi mporpamMma TepecMoTpeHa, 06cyk/ieHa i ofo0pena juist peanmsanuu B 2021 - 2022
yyeGHOM rojty Ha 3acenanuu Kapeaps! Ilenarornyeckoro 06pasoBaHus 1 JOKYMEHTOBEICHHS

[Tporokonm ot 20 r. Ne
3as. kadenpoit C.C. BenmkanoBa

4 )

Pa6ouas nmporpaMma nepecMoTpeHa, 06cyK/eHa i oxo0pena juis peanusanuu B 2022 - 2023
yueGHOM rojty Ha 3aceianuu Kapeapsr Ilenarornyeckoro 06pa3oBaHus U JOKYMEHTOBEICHH

ITpotokon or __ 20 r. Ne
3as. kadenpoii C.C. BenukanoBa

Pa6ouas mporpaMma nepecMoTpeHa, 06cyk/eHa i oxobpena /s peanusamuu B 2023 - 2024
yueGHOM rojty Ha 3acenanun Kapenps! Ilenarornyeckoro o6pazoBanus U JOKyMEHTOBEACHHUS

IIporokon ot _ 20 r. Ne
3aB. xadeapoi C.C. Benmkanosa

PaGouast mporpamMma repecMoTpena, 06cyxk/ieHa i ofobpena /uist peammsanuu B 2024 - 2025
yue6HOM roy Ha 3acenanuu kadenpsi Ilenarormdeckoro 06pa3oBaHus U 10KYMEHTOBEICHHS

[Tporokonm ot _ 20 r. Ne
3aB. kadenpoi C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 0000meHne W yrIyOJeHWE B3HAHUM CTYACHTOB IO BoOIpocaM (HOPMHUPOBAHMS
KOPIIOPATUBHBIX CHUCTEM JOKYMEHTAIIMM HETOCYJapCTBEHHBIX OpTraHU3aliid, K KOTOPHIM
OTHO-CSITCSI KOMMEPUECKHEe U HEKOMMEpUYECKHE OpraHH3alliH: 4YacTHbe (MHIUBUAYAIbHBIE U
CEMEIHbIE) IPEITPUITHSL.

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

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

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

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

ApPXUBBI 110 TUMYHOMY COCTABY

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUI

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

KondunennuanbHoe 1e10npon3BoCTBO

OO0paboTkH U 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIIUU

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00eCIeUeHuUs YIIPaBIICHUS

[IpoekTHast 1€ATEIBHOCTD

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

HNudopmannonHoe odecrieyeHre ynpaBieHus

Kanposoe nennonpous3BoacTso

HopmarugHas 6a3a e10Boro nucbma

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

JlokyMeHTalMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

JIoKyMeHTallMoOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOIIEHU B PO

JlokyMeHTOBEICHHE

CoBpeMeHHas OpraHu3alys rocy1apCcTBEHHbBIX yupekaeHnil Poccun

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

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

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTaJITepCKOM yueTe

MesxayHapoiHbIe CTaHAAPTHI YIIPaBJIEHUS JOKYMEHTaMHU

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

[Tpou3BoaCTBEHHAS — IPEAUIIIIOMHAs TPAKTHUKA

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

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

CTpyKTypHBIit [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JIEMEHT
KOMIIETEHIINH

[1K-5 BnageHreM TeHACHIUAMHU Pa3BUTUS HH()OPMAIIHOHHO-IOKYMEHTAI[HOHHOTO U
o0ecreyeHus yrpaBlIeHUs] apXUBHOTO Jieia




3HaTh

CHOCOOBI TOKYMEHTHUPOBAHUS AEATEILHOCTH OpraHU3aIHii

00 OTBETCTBEHHOCTH PYKOBOJHUTEINICH OPTaHU3ANA | CIICIUAIHUCTOB 110
YIPABJICHUIO JOKYMEHTAMH 33 JOKYMEHTUPOBAHUE JIEJTOBOU U
YIIPABIECHYECKOM JESA-TEIbHOCTH;

OCHOBHbBIE TEHJACHIINY HHPOPMAITUOHHO-TOKYMEHTAIIHOHHOTO 00eCTIeYeHMs
JOKYMEHTUPOBAHHUS JEATEIbHOCTH HErOCYJAPCTBEHHBIX OpraHU3aluid;
BO3MOKHOCTH YIOPSJOYEHHUS I€TTOBOM U YIIPaBICHUYECKOM 1€SATEIbHOCTU
OpraHm3aIyy 01aroaaps CUCTEeMaTH3alluy U KIacCU(DUKAIIMHA JOKYMEHTOB.

YMeTn

CaMOCTOSATEJILHO TPHOOpETaTh 3HaHUS B 001aCTH HHPOPMAIIMOHHO-
JOKYMEHTAI[MOHHOTO ¥ 00ECIIeUeHHs mpoIiecca JOKYMEHTUPOBAHUS
NEeSTeNIbHOCTH, OMUPAsCh Ha YIEOHUKH U yuyeOHbIEe TOCOOUS; MyOIUKalun
npodecCHOHATBHBIX IEPUONYSCKUX H3IaHUM;

Jie1aTh YMO3AKIFOYEHUS 110 aHAJIW3Y TEHJAECHUUN pa3BUTHS
MH(OPMAMOHHO-IOKYMEHTAIIHOHHOTO 00ECIICUeHUST HETOCYAapCTBEHHBIX
OpraHu3aIyil Mo MaTe-praiaM IMepUOANICCKUX MPOodhecCHOHATBHBIX
HU31aHUM.

Bnaners

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

MpUeMaMH aHajIu3a HOPMATUBHBIX aKTOB B 00J1aCTH HH(OPMAIMOHHO-
JOKYMEHTAIMOHHOTO O0eCTIeYeHUSs ACATEIHbHOCTH HETOCYIapCTBEHHBIX
OpraHu3alnil;

MpueMaMi UCCeA0BaHus HHOOPMAIMOHHO-TOKYMEHTAIIMOHHOTO
obecrniedeHus JesITeNbHOCTH HEroCyIapCTBEHHBIX OpraHu3alnii o
HWCTOYHHUKAM U HAYYHOH JIUTEpaType

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

3HaTh

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

Ha3HAYEHUE HOMEHKJIATYPbI 1€]1 OPraHU3allNH;

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

MPUHIUIBI CHCTEMATU3AUHU JOKYMEHTAJIBHOTO (hOHIa OpraHu3alluig;
TUNIOBOW HAOOP CHUCTEM JOKYMEHTAIMH JIF000M OpraHu3aluu

YmMmern

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

T10JIb30BAaThCS HOMEHKIIATYpOIl 1€ OpraHu3alum;

OOBSICHATH CTPYKTYPY JOKYMEHTAIBHOTO (POHJIa OpPraHU3aLUH, UCXOS U3
crenupuKyd HErocyJapCTBEHHON OpraHu3allly.

Bnanets

ONpUHOHUIIAMU COCTABJICHUA HOMCHKIIATYPBI ACJI OpraHnu3alnu,
METOJaMM KOMIIJICKTOBAHUSA €I,

MNPaKTUICCKMMU HABBIKAMU MOJIB30BAHUS OGmeOCCHﬁCKHMH u
BCAOMCTBCHHBIMHA IICPECYHBIMHU THIIOBLIX JOKYMCHTOB




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

3HaTh

MpaBUJjIa OpraHU3alNK TOKYMEHTUPOBAHUS AEATENbHOCTH U €€
O0COOCHHOCTH B HETOCYAPCTBEHHBIX OPTaHU3AIMSIX

MpaBWJIa CUCTEMATHU3AIMH JOKYMEHTAIBHOIO (DOH/Ia HErOCy1apCTBEHHbIX
opra-HHM3aLuil

VYmMmern

HCII0JIb30BaTh IIPABHJIa OPraHU3alMH JOKYMEHTUPOBAHHUS U ONIEPaTUBHOIO
Xpa-HEeHUS TOKYMEHTOB MPU MOAEIUPOBAHUN CTPYKTYPHI TOKYMEHTAILHOTO
(oHIa HErOCYJapCTBEHHOM OpraHU3alyy; M0JIb30BATHCS IPUMEPHBIMHU
HOMEHKJIaTypaMu el JAJis IPOSKTUPOBAHUS HOMEHKJIATYPHI J1e]
OpraHM3alMi KOHKPETHOT'O THUIIA;

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

Brnaners

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

HaBBIKAMHU 0000IIECHHS Pe3yJIbTATOB aHAIN3A CIIEHU(UKN JOKYMEHTAIBHOTO
(doHa opraHu3aluii ONpeaeIeHHOTO TUIIA;

MIpUEMaMU MOJIETIUPOBAHUS PE3YIbTATOB PELIEHUS PO(ECCHOHATBHBIX
3a1a4

JIIK-2 criocoOHOCTBIO OpUEHTHPOBATHCS B 3aKOHOIATEILHOW M HOPMAaTUBHO-METOANYECKON
6a3e nH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00ECIIEUeHUs YIIPABICHUS U apXUBHOTO JeJa ’

CMEXHBIX 001acTei

3HaTh

o(unmanbHble UCTOYHUKHU OMYOIMKOBAaHUS aKTyaJIbHBIX HOPMAaTHUBHBIX
MPaBOBBIX AKTOB PD;

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

MPUHLIMIIBI UIEHTU(UKALMYA HOPMAaTUBHOM Cpeibl IOKYMEHTUPOBAHMUSI B
OpraHM3alMsIX B COOTBETCTBUU C BUJIOM €€ SKOHOMHUYECKOM EATENBHOCTH,
(hopMbI COOCTBEHHOCTH, OpraHN3allMOHHO-TIPAaBOBOI (POPMBI.

VYmMmern

HaXOJUTh aKTyalbHbIE PEJAaKIIUN HEOOXOJUMBIX HOPMATHUBHBIX ITPABOBBIX
aKTOB B MH(OPMALIMOHHO-TIPaBOBbIX MIHTEepHET-TIOpTaNax u Jp.
(hopMUpPOBAaTh HOPMATUBHYIO CPEY, PETYIUPYIOLIYIO TOKYMEHTUPOBAHHE
JEeATEIbHOCTH HETOCYIapCTBEHHBIX OPraHU3aluii B COOTBETCTBUU C
OpraHHU3aIOHHO-TIPaBOBON (HOPMOIi;

BBISIBJIATH B TEKCTE€ HOPMATUBHBIX JOKYMEHTOB CBEACHUS, KaCAIOLIUEC
TpeOOBaHMIl K TOKYMEHTHUPOBAHHIO I€ATEIbHOCTH HETOCYAapCTBEHHBIX
OpraHu3alyy;

Bnanets

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

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




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

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

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

— aynuropHas — 44 akaJ. 4acos;

— BHeayuTopHas — 1,2 akaJ1. 4acoB

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

(DOpMa arrecTaiuu - 3a4cT

AynutopHast
KOHTaKTHast pabora
(B akaz. yacax)

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

Paznein/ rema
JCIUATIIUHEI

Cemectp

nab. | mpakr.
3aH. 3aH.

Jlek.

CaMocrosTenbHast
paboTa cTyeHTa

Kon
KOMIIETEHIIMH

1. Paspmen 1. TIlomsatue o
JIOKYMEHTHPOBAHUN
JIeSITeIbHOCTH OpraHu3aIui

[Tounck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10

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

TectupoBanue
[IpakTuueckas
pabora
Konrponbnas
pabora
VYcTHBI onpoc
(cobecenoBanue)

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




1.2 ITonsitue
JIOKYMEHTHUPOBaHUS
JIeATEeILHOCTH. Crioco0bI
JOKYMEHTHPOBaHUs © €€
pe3ynbTaThl

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

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

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

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

1.3 TunoBoii coctaB cucTeM
JTIOKyMEHTAIIH,

oOpazyromuiics B
JIESITENbHOCTH OpraHu3aluil

3/11

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

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

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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




1.4 Howmenknarypa
HEroCy1apCTBEHHOU
OpraHu3aluu

p1(SA) |

2/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

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

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

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

Wroro no pazneny

9/211

26

2. Pasnen
HopmatusHo-nipaBoBoe
peryaupoBaHue
JIOKyMEHTUPOBaHUS
JIeSITeIbHOCTU
HErocyJapCTBEHHBIX
OpraHu3anui




2.1 [TonsTHe
HErocy1apCTBEHHBIX
opranmzauuid. Tumosorus
HEToCy1apCTBEHHBIX
OopraHu3aIuii

2/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

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

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

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

2.2 O0mas xapaKkTepUCTHKa
HOPMAaTHBHO-TIPaBOBOH
6a3pl  JEeTIOIpOU3BOICTBA
HEroCyIapCTBEHHBIX
OpraHHu3aIuii

2/21

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

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

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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




COIIPOBOXICHUE

IOpUANYICCKOTO JIMHa

2.3 JoxyMeHTaIbHOE

NpOLENYpbl  JIMKBHIALMA

3/11

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

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

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

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

Wroro no pazneny

7/41

22

JIOKYMEHTAJIbHBIX
HErocyJapCTBEHHBIX
OpraHu3anui

3. Pasgen 3. OcobeHHOCTH




3.1 Ocobennoctu
JMOKYMEHTAIBHBIX  (POHIOB
HE-TOCYIapCTBEHHBIX
HEKOMMEPYIECKUX
OopraHu3aIuii

3/31

[Tonck
JIOTIOJTHUTEJIbHOU
nH(opManuy 1o

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

TectupoBanmue
IIpakTnyeckas
pabora
Konrponbnas
pabota
VYerHbli onpoc
(cobecenoBanue)

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

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

3/31

6,8

[Touck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH T10

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

TectupoBanue
[IpakTnyeckas
pabora
Konrtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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

HWroro no pazaery

6/611

14,8

Uroro 3a cemectp

22

22/121

62,8

3a4éT




IIK-5,T1K-
Hroro no aucumruinye 22 22/121 | 62,8 3a4eT 20,ITIK-
26, 1T1K-2

5 O0pa3oBarte/ibHbIE TEXHOJIOTHH

B npomecce o00yuenus mno aucuuIUiMHe «JlOKyMEHTHpOBaHUE JI€ATEIbHOCTH
HEroCyJapCTBEHHbBIX OPraHU3alMi» IPUMEHSIIOTCS CIEAYIOLUIUE TEXHOIOIHH.

1. TpaguuuonHble oOpa3oBaTeIbHbIE TEXHOJOTHH, MPEANOJArapiue MIpsIMyIo
TPaHC/SILMIO 3HAaHUM OT I[penojaBaTesis K CTYIAEHTY (IPEUMYIIECTBEHHO Ha OCHOBE
00BSACHUTEIBHO-WTIOCTPATUBHBIX METOZ0B 00yueHus1). Y4yeOHas 1eaTeIbHOCTh CTYI€HTa HOCUT
B TAKUX YCJIOBHUSX, KaK [IPaBUJIO, PETIPOYKTUBHBIN XapaKTep.

@®opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WudopmanvonHas JeKuus — [OCIENOBATEIbHOE H3JIOKEHHE MaTrepuaja B
TUCIUIIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT Mpeno1aBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUU M HABBIKOB IO
IPEJIOKEHHOMY aIrOPUTMY.

2. Texnonmoruu mpobIeMHOr0 OOyYEHHUSI — OpraHu3alus o0pa3oBaTeNBLHOrO Mpolecca,
KOTOpas IMpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YyUEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

@®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

[IpakTuueckoe 3aHaTHe B ¢dopMe NpPaKTHKyMa — OpraHusanus ydeOHoil paboThl,
HalpaBJ€HHAsT Ha pelIeHUE KOMIUIEKCHOW y4eOHO-TIO3HABATENbHOM 3a/ayu, TpeOylomen OT
CTyJICHTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

[IpakTHyeckoe 3aHATHE HA OCHOBE Kelc-MeTo/1a — 00yueHHe B KOHTEKCTE MOAETUPYEMOi
CUTYaIIH, BOCTIPOU3BOISIIEH pealbHbIC YCIOBHUS HAYYHOU, TPOU3BOACTBEHHOM, OOIIIECTBEHHOM
nestenbHocTH. OOyuaronyecss AOJDKHBI MPOAHAIM3UPOBATH CHUTYAlLlMIO, Pa3o0paTbcs B CYTH
po0JieM, NpeUI0KUTh BOZMOXKHBIE PEIIeHUs U BBIOpaTh Jyuliee u3 HuX. Kelicel 6a3upyrorcs Ha
pearabHOM (paKTHYECKOM MaTepHualle WM 5Ke MPUOIMKEHBI K peabHOM CUTYyalluu.

HpaKTI/I‘leCKI/IC 3aHATHUA TPOBOAATCA B q)opMe HpaKTH‘ICCKOﬁ INOArOTOBKHU B YCJIOBHAX
BBITIOJTHEHUSI 00YJarOIIUMUCS BUAOB paboT, CBA3aHHBIX C Oyaymiel mpodeccnoHaIbHON JesTeNbHOCTHIO
Y HalpaBJICHHBIX Ha OPMHUPOBAHHE, 3aKPETICHHE, PAa3BUTHE MPAKTUICCKUX HABBIKOB M KOMITETCHITUH 1O
pohrIIF0 00pa30BaTEIILHOM MTPOrPAMMBL.

3. TexHONOTMU TPOEKTHOTO OOYYECHHUs — OpraHU3alms 00pa30BaTELHOTO TpoIecca B
COOTBETCTBUHM C AJITOPUTMOM IIOATAITHOTO PELIeHUs MPOOJEMHOHN 3a7add WM BBIIOJIHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYMIIbI CTYJEHTOB, HANPaBIECHHYIO Ha BBIPAOOTKY KOHLIEMIMH, YCTAaHOBJICHUE LeNiel U 3a1ad,
(GOpMYyIUPOBKY O0XXHMJIa€MBIX pPE3yJbTaTOB, ONpPEIECICHHWE MPUHIMIIOB W METOJIUK PpEeIICHUS
MIOCTABJIEHHBIX 3aJla4, IUJIAHMPOBAaHUE XoJa paldoThl, MOUCK JOCTYMHBIX M ONTHUMAJIbHBIX
pECYpCOB, MO3TANHYIO peaju3alyio IJIaHa pabOThl, MPE3EHTALMIO PEe3yJbTaTOB pPabOThHI, HX
OCMBICIICHHE U peIIEKCHIO.

NndopmanonHbplii  MpoeKT — y4yeOHO-TIO3HABAaTENIbHAs JESITENBHOCTh C  SIPKO
BBIpa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMaTU3alus HHPOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IMPOEKTa ¢ 3TOM MH(OpMalMel, ee aHaIu3 U
o0o011eHue 1715 Mpe3eHTay 60see HIMPOKON ayTMTOPHH).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTeIbHBIE  TEXHOJOTHH  —
opranu3zaiusi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaT3UPOBAHHBIX
MPOrPaMMHBIX CpeJl U TEXHHUUYECKUX CPEJICTB paboThI ¢ MH(OpMaLIKEH.

@opmMbl Y4eOHBIX 3aHATHH C MCHOJB30BAHUEM HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIL:

Jlexuus-Bu3yanu3anus. — H3JI0KEHUE COJEP)KaHUs CONPOBOXKIAETCS IMpe3eHTaluen
(eMoHCTpaleil yueOHbIX MaTepHalioB, MPEICTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, IPahUIeCcKuX, ayHo- U BUICOMATEPHAIIOB).

[IpakTuueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTAaBICHUE pe3yIbTaTOB

o



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

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

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE 00ecneyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas TUTEpaTYypa:

1. AnnpeeBa, C. JI. JloKkyMeHTUpOBaHME JIEATEILHOCTH  HETOCYIapCTBEHHBIX
opranmzanuii : yaebHo-meroauueckoe nocodue / C. JI. Anapeesa ; MI'TY. - Marauroropck : MI'TY,
2018. - 1 omekrpon. onr. mguck (CD-ROM). - 3arn. ¢ Turym  o9kpada. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3
591.pdf&view=true (mara ooparcrus: 24.08.2020). - MakpooObekT. - Tekcr : anekTponHsii. - ISBN
978-5-9967-1157-4. - Ceenenust noctynHbl Takxke Ha CD-ROM.

2. Anronenko, H. M. CucremHoe pykoBoicTBO opranuzaimei : yueOHuk / H. W.
Anronenko. - M. : Dk3amen, 2006. - 1 snekrpon. ont. quck (CD-ROM). - 3ari. ¢ tuty1. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/19
2.pdf&view=true (mara oOpamenus: 24.08.2020). - MakpooObekT. - TeKCT : BICKTPOHHBIA. -
Ceenenust noctymHsl Takxke Ha CD-ROM.

3. AmupoB, A.P. JlokymeHTallMOHHOE OOecredYeHHe YIpaBICHUs B OpraHM3alMAX :
ydaeOHoe niocodne / A.P. Amupos, B.J. Muxaiinos. — Ya : BI'TTY umenn M. Axmysist, 2009. — 176
c. — ISBN 978-5-87978-513-5. — TekcT : 371eKTpOHHBIH // DneKTpoHHO-OMOIMOTeUHas cucTeMa
«Jlanby : [caiir]. — URL: https://e.lanbook.com/book/42213 (mara obOpamenus: 21.08.2020). —
Pexxum JIOCTYTIa: TUIst aBTOPU3. TOJIB30BaTeNeH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

0) lonoHuTeEIBHAS TUTEPaATypa:

1. Bortuens, JI. M. Pucku npeanpruHuMaTeIbCKON IESTENBHOCTH : yueOHOe ocodue
/ JI. M. Botuens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 ssekTpoH. ont.
JICK (CD-ROM). - 3ar. c TUTYI. JKpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true = (mara oOpamienus: 24.08.2020). - MakpooobekT. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1130-7. - CBenenus noctynssl Takxke Ha CD-ROM.

2. Kyznenosa, M. B. PeiHOK 1IeHHBIX Oymar: KOHCIEKT JIEKIUH : yueOHoe nocodue /
M. B. Kysnmenosa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 1 sneKkTpoH. ONT. OUCK
(CD-ROM). - 3aru. c TUTYJL. 9KpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139
622/3402.pdf&view=true  (mara oGpamienus: 24.08.2020). - Makpooobekt. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1004-1. - CBenenus noctymnssl Takke Ha CD-ROM

3. Kysznenos, M. H. JlokymeHnTaimonHoe o0ecnieueHue ynpasieHus. JJokyMeHToo00poT U
JEIIONPOU3BOJICTBO : YUEOHHK U MPAKTUKYM Uit ipukiagHoro 6akanaBpuara / . H. Ky3nenos.
— 3-e u3n., nepepad. u gon. — Mocksa : M3garenscTBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Tpuknaanoit xkypc). — ISBN 978-5-534-04275-7. — Texkcr : anexkrponnsiii / DbC IOpaiit
[caitr]. — URL.: https://urait.ru/bcode/431759 (mara obparmienus: 26.08.2020).

B) MeTonuyeckue ykazaHus:


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
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true
https://urait.ru/bcode/431759

Meroanueckue ykKa3aHUs IO BBIOJIHEHUIO WHIWBUAYAJIbHBIX JOMAIIHUX 3aJaHUil
MIPEACTABJICHBI K KAXI0OMY 3aaHu0 oT/eabHO B [Ipunoxenun 1 x PI1J]

CaMocrosiTenbHast paboTa CTYACHTOB By3a : npakTukyMm / coctasutenu: T. I'. Heperuna,
H. P. Ypazaena, E. M. PazymoBa, T. ®. OpexoBa ; MarHuTOropckui roc. TEXHU4ECKUH YH-T UM.
I'. . Hocosa. - Maraurtoropck : MI'TY um. I'. U1. Hocoga, 2019. - 1 CD-ROM. - 3ara. ¢ tutym.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true  (mara o6pamienus: 28.08.2020). - Makpooobekt. - Tekcr
ANIEKTPOHHBIN. - CBeenus nocrynnsl Takxke Ha CD-ROM

r) [Iporpammuoe odecnneuenne u UHTEpHET-pecypcehl:

IIporpammHoe oGecnieueHue

Haumenosanue I10 No noroBsopa CpoK eCTBUS JTUICH3UU
g/l wamdovils ! -1227-18 or 11.10.2021
rofessional(mist 08.10.2018 10.
KJ14CCOB)
MS Windows 7
Professional (mis  |[1-757-17 o1 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 |y, 135 o1 17.09.2007 Geccpoumo
Professional
FAR Manager [cBoOoaHO 0eccpovHo
pacnpoCTpaHsIeEMOe
. CBOOOIHO
Zip pacrpoctpansemoe [10 beccpotHo

Hpmbeccnonanbmﬂe 0a3bl JAHHbIX I/Il—[q)OpMaIII/IOHHbIe CIIPaBOYHLIC CUCTEMbBI

HasBanue kypca Ccplika
®opym noprana «Apxusl Poccun» URL.:http://forum.rusarchives.ru/
HannonanbsHas

uHbopMalonHo-aHanuTuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHIEKC HAYIHOIO IUTHPOBAHMS
[TouckoBast cucrema Axamemusi Google
(Google Scholar)

NupopmanmonHas cucrema - EnuHOE OKHO
J0CTyma K HH)OPMAIIMOHHBIM pecypcam
KommbroTeprass ~ cnpaBouyHas  mpaBoBas|http://www.consultant.ru
cucrema Koncynerantllinroc

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

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

Poccuiickas T'ocymapcTBenHas OubOinoTexa.

Karamoru URL:

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

9 MartepuajJbHO-TEXHHYECKOE o0ecTiedeHne TUCUMILTHHBI (MOIYJIs1)

MaTepHaano-TeXHqucxoe o0OecrieueHue JUCHHUIIIIMHBI BKJIIFOYACT:


https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
http://forum.rusarchives.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
http://www.consultant.ru/
https://www.rsl.ru/ru/4readers/catalogues/

VYueOHblE aynIuUTOpPHM JJIi TPOBEACHHMS 3aHATHH JIGKIMOHHOTO THIA: JIOCKa,
MYJIbTUMEMIHBIC CPEACTBA XPAHEHHS, IEPEAadYH U NIPECTaBICHI HH)OpMALIUH.

VY4ueOHble ayaUTOpUW Ui TPOBEACHUS MPAKTHMYECKUX 3aHATUH, TPYNINOBBIX U
WHJIMBHIyJIbHBIX KOHCYJBTAIMH, TEKYIIEro KOHTPOJIS M MPOMEXKYTOYHOH aTrrectamuu Jlocka,
MYJIbTUMEAUMHBIA IPOEKTOP, IKPaH

[Tomemnenus st caMOCTOSITENbHON paboThl 00y4aromuxcst [lepcoHanpHble KOMITBIOTEPHI
¢ mnaketom MS Office, Bbixomom B WHTepHET W ¢ JOCTYIIOM B 3JIEKTPOHHYIO
MH()OPMAIIMOHHO-00Pa30BaTENBHYIO CPEAY YHUBEPCUTETA

[Tomemienne Ist XpaHeHHS W NPOPUIAKTHYECKOTO OOCIY)KMBAaHUS — y4eOHOTO
obopynoBanust lllkader ans XxpaHeHUs y4eOHO-METOJMYECKOH TOKYMEHTAlUH, Y4eOHOTO
00opyoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.



Ipuioxkenne 1

IIpakTnyeckoe 3axanue Ne 1
Mo JUcHUNInHe «J{0KyMeHTHPOBaHUE AeSITeIbHOCTH HErocy1apCcTBEeHHbIX
OpraHu3amuin»

3ananue. CrHpoekTHPOBATH HOMEHKJATYPY /JeJ OJHOH HerocyJaapcTBeHHOI
OpPraHM3alyu M0 UCXOAHBIM yciaoBusiM. Ha3Banus opranusanuii BoIMbIILJIEHHbIE.

1. HazBanue opranmzammu — OOO «Bsicota» 1. EkarepunOypr; cepa nesTeaIbHOCTH —
CTPOUTEIHCTBO (3aCTPOMIIIUK).

2. Haspanue opranmzanuun — KpectbsiHckoe (depMmepckoe) xo3siictBo «CanmaBaT»
Pecny6nmka bamkoproctan; cdepa nestensHOCTH - CeabcKoe X03HCTBO ((KUBOTHOBOCTBO).

3. Haspanme oprammsammu — CHT «Ypoxaii» 1. YensOuHck; cdepa IeSATETBHOCTH -
CazoBOJCTBO, OTOPOAHUYECTBO U JAYHOE XO3SANUCTBO.

4. Hazanue opranmzamun — OOO «CHb» r. HoBocubupck; cdepa nesTeNbHOCTH -
OrniepaTopbl COTOBO# CBSI3H.

5. Ha3Banue opranmzanuu — xo3saiicTBeHHoe maptHepcTBo «Kype» r. MockBa; cdepa
JIESATEILHOCTH - TOPTOBO-3aKYIIOYHAS IS TEIBHOCTD.

6. HasBanue opranuzanuu — OOO «ABtoTtopr» r. Kanununrpan; chepa 1eareabHOCTH —
Toprosns. KomuccnoHHble Mara3sussl 10 TOProBJI€ TPAHCIIOPTHBIMU CPEACTBAMHU.

7. HazBanue opranuzanuu — nosuxoe topapuuiectso (I1T) «/luzensy»; chepa nesrenbHocTH
- He(pTera30100bIBAIOIIUX MTPOU3BOJICTBO.

8. Hasanme opranmzamuun — OOO «llunkepron»; chepa nestenbHocTH — YacTHas
JIETEKTHBHAs M OXpaHHAas JeATeIbHOCTh, areHTCTBO.

9. Hazpanue opranuzamuu — U1 «MBanos U.N» pexnamuslii sxypHan «Cdepay; chepa
nesTensHOCTH - CpencTBa MaccoBoi nH(popManuu. Pexinama.

10. Ha3panue opraHuzanuM — accouualus TypareHTOB W TyponepaTopoB «biok»
r. Camapa; cdepa IesITENbHOCTH — TYPUCTCKAs JIeATEIbHOCTD, 3alllUTa UHTEPECOB TYPAareHTOB,
TypOnepaTopoB, TYPUCTOB.

!!!Homep 3a0anus, 6b10upaemoco 01 aHaiuza, coomeemcmesyem nopsioko8omy Homepy
Gamunuu cmydenma 6 cnucke epynnul. Eciu 6 epynne 6onel 0-mu wenosex, mo, HAuuHas ¢
00UHHAOYAmMOo20 CMyOeHma, omyem 3a0aHull Hauurnaemcs ¢ Ne 1.

Memoouueckue pexkomenoayuu

JIns1 BBINOJIHEHUA 3a/IaHUSI OPUEHTUPOBATHCS Ha TeopeTndeckuii Marepuan Pasznenos 1 u
2.

B HOMeHKIaType 10JKeH ObITh OTpaKeH BeCh TOKYMEHTaJIbHBIA (POH], MpeacTaBICHHBIN
yIpaBJIEHYECKOI TOKyMEHTalue! U JOKYMEHTAIel 00eCIIeYBAaOIEero TUIIA.

HaumenoBanust 3aroyioBKOB /1€ HE0OOX0IUMO CBEPSITH C TUIIOBBIMH EPEYHSIMU apXHUBHBIX



nokyMeHTOB (cM. Mcrounukn). Ob6s3arensHo cienyeT n3yunts 'K PO B yactu, kacaromieiics
BolOpanHoi OII®, u QenepanbHbIMM 3aKOHAMU [0 YKa3aHHbIM BHJAaM JI€ATEIIbHOCTH;
YUUTBIBANTE IPU MPOESKTUPOBAHUH HOMEHKJIATYp HOPMATHUBHBIE IIPABOBBIE aKThl CyObeKTOB PO 1
UX TEPPUTOPUAIIBHBIX 00pa30BaHU.

[Tpu mpoeKTUPOBaHUH UCTOIB30BATH TUIOBYIO TAOIUILy (POPMBI HOMEHKIIATYPHI JEJ CM.
Tabnuiy 1.

Tab6muna 1
dopMa HOMEHKJIATYPBI J€JI OPraHu3aIuu
Cpok xpaHenust
Hupe Koa-B aejaa u IIpumeu
3aroJIoBOK JaeJjia
KC aej1a 0 el1. Xp. Ne craren aHusa
no I[lepeunio
1 2 3 4 5

Hcemounuxu

1. ®enepanpubiii 3akoH or 22.10.2004 N 125-®3 "OO6 apxuBHOM nene B Poccuiickoit

Oepepanun"
2. IlepedyeHb THUNOBBIX YIPABIEHYECKHMX aAPXUBHBIX JOKYMEHTOB, OOpa3ylOIIUXCS B
npouecce  JAEATEIbHOCTH  TOCYAApCTBEHHBIX ~ OpraHoB,  OpPraHOB  MECTHOIO

caMOyIIpaBJIeHUs] U OpraHU3alui, C yKa3aHMEM CPOKOB MX XpaHeHus", yTB. [Ipukazom
Munkynetypsl PO ot 25.08.2010 N 558 (cM. ykazarenb BHIOB JOKYMEHTOB K HEMY);

3. IlepeueHb THMOBBIX apXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Hay4YHO-TEXHUYECKOH U
MPOU3BOJICTBEHHON JESATENIbHOCTH OpPraHM3alluid, ¢ yKa3aHHWEM CPOKOB XpaHEHHUs, YTB.
[Tpukazom MunkyneTypsl PO ot 31.07.2007 N 1182 (cM. yka3areinb K HEMY);

4. CnpaBoynas uHpopmanus: "Cpoku XpaHEHHS JOKYMEHTOB opraHusauuii" (Matepuan
noarotosieH crneuuanuctamu Koncynerantllmoc) // Koucynsrantllmoc. —Pexum
noctyna: http://www.consultant.ru/document/cons doc LAW 121777/

5. TonokeHne o MOpPsJIKE U CpPOKaX XpaHEHHs JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB, YTB.
[Toctanosnennem ®KIb PO ot 16.07.2003 N 03-33/mc.

IIpakTyeckoe 3aganue Ne 2
o JMCHMIIJIMHE «I_[OKyMeHTI/IPOBaHI/Ie ACATECJIBbHOCTH HETOCyAapCTBECHHBIX
OpraHu3anuin»

3ananue. UnentupuuupoBaTh HOPMATUBHYIO cpeay AJd oaHOM u3 caenywmmux OId.
CocraButrb Oubauorpadguyeckuii 0630p. Beioop OIIP B gaHHOM 3aJaHUHM  JOJIKEH
coBnaaath ¢ Bbioopom OII®D B kKOHTPOJILHOI padoTe (cM. 3axanue KoHTpo1bHOI padoThi).
Cnucoxk OIl®
Ilonnoe mosapuwecmso
Obwecmeo ¢ 02paHuyeHHOl 0OMEemcmeeHHOCMbIO.
Kpecmwvsnckoe (¢hepmepckoe) xozaticmeo.
Xozaicmeennvle napmuepcmaa.
IIpoussoocmeennwiii Koonepamus,
Tlompebumenvckux koonepamugos (10das u3 ciedyrouwux hopm):
6.1. KHJIMIIHBIH,
6.2. KWINITHO-CTPOUTEITbHBIN
6.3. rapaxHBIN KOOTIEPATHB,
6.4. cagoBOIYECKHIA, OTOPOJHUYECKHM U JTaYHBII KOOIIEpaTUB,

ok wdE


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

6.5. moTpedUTeNbCKUN KOOTIEPaTHB,
6.6. 00111ecTBO B3aUMHOT'O CTPAXOBAHUS,
6.7. KpeAUTHBIA KOONIEPATHB,
6.8. donnm mpokara,
6.9. cenbCcKOX03sHCTBEHHBIN MOTPEOUTENBCKUN KOOTIEPATHB.
7. Obwecmeennvle opeanuzayuu (100as U3 cieoyiouwux hopm):
7.1. monuTHYECKNE NAPTUN
7.2. cO3/ITaHHBIE B KAYECTBE HOPHUIAMYECKHUX JIUIl MpodhecCHOHaIbHBIE COI3bI (TTPO(COr03HbIE
OpraHu3aIum),
7.3. opraHbl OOIIECTBEHHON CaMOIEITEIbHOCTH,
7.4. TeppuTOpHaIbHBIE OOLIECTBEHHBIE CAMOYIIPABICHHUS.
8. Accoyuayuu (corwsvl), (n0bas uz credyrowux opm):
8.1. HeKOMMepYECKHUE MapTHEPCTBA,
8.2. camoperynupyemMble OpraHu3aiuu,
8.3. o0beauHeHMs paboTonarenei,
8.4. oObenuHEeHHS TPO(EeCCHOHATBHBIX COI30B,
8.5. xoorepaTHBOB U OOIIECTBCHHBIX OPraHU3aINH,
8.6. TOproBO-NpOMBIILICHHEIE,
8.7. HOTapHalbHBIC MAJIATHI.
9. Tosapuwecmsa coOCmeeHHUKO8 JHCUIbSA
10. Kazauvu obwecmsa

11. @onowi:
11.1. 00111eCTBEHHBIC
11.2. 0J1aroTBOpUTENLHBIE (DOHIBI.

12. Penueuosnvie opeanusayuu.
13. Ilybnuuno-npasosvie Komnanuu
14. Aosoxamckue obpazosarus.

Memoouueckue pexomenoayuu

OTBeT Ha 3a7aHKe JOJKEH OBITh MPEACTaBIEH B BUJE 0030pa HOPMATUBHBIX MPABOBBIX
aKTOB.

[Tpu maenTudUKAIII HOPMATUBHOM CpeIbl CIEAYeT OMUPAThCs HA PEKOMEHJAIUU II.5.
I'OCT P UCO 15489-1-2007 «CUBU/I. YupaBnenue qokymeHTamu. O01ue TpeOOBaHUs »:

HopMmatuBHas cpena BKITIO4YaeT B ceosi:

a) 3aKOHbl 1 HOPMATUBHBIE aKThl, PETYJIUPYIOLINE cepy IeT0BOM NEeATEIbHOCTU B LIEIOM
U B CHEIU(PUYECKHX OTpaCisix, B TOM YHCIIE 3aKOHbBI U HOPMATHUBHBIE aKThl, OTHOCSIIHECS
HEINOCPEJICTBEHHO K JIOKYMEHTaM, apXHUBaM, JI0CTYIy, KOHQHUAECHIUATbHOCTH, J0Ka3aTeIbCTBaAM,
AIIEKTPOHHON KOMMEPIINH, 3alUTe JaHHBIX, MH()OPMAIINH;

b) crarmapThl, OTHOCSIIMECS K TPAKTUUECKON JeATeTbHOCTH;

C) MpaBUJIa PEKOMEHIATEIHbHOT0 XapaKTepa, OTPAKAIOIINE MTEPEIOBOIM OTIBIT;

d) 10O6pOBOIEHO TPUMEHSIEMBIE ITHIYECKUE KOJEKCH 1 HOPMBI;

€) wuaeHTuUIUpyeMble COLMaTbHBIE OXUAAHUA (MOTPEOHOCTH), KacaloIUeCs
aJIeKBaTHOTO MOBEACHUS B CIIeU(UYECKON OTpaciay WU OpraHU3alNu.

Bribupass HOopMaTuBHBIE TpaBoBble akThl s OIID, cregyer pacmpenensTh UX IO
YPOBHSIM (CM. YPOBHH HOPMaTHBHO-METOANYECKOM 6a3nl B Paznene 2).

[Ipn odopmieHNN HCTOUHUKOB YKa3bIBaTh Ha3BaHUE JTOKYMEHTA, AaTy U3aHMs, aBTOPaA,
MYHKTHI, TJIABBI U T.M., PETJIAMEHTUPYIONIHE padOTy C JOKYMEHTaMH, €CJIH HE BECh MCTOYHUK
MOCBSAIIEH JOKYMEHTUPOBAHHUIO.

Bce ymomsHyTBIE B 0030pe HMCTOYHUKH JOJDKHBI OBITH AecTByrommmu. Crartyc
UCTOYHUKOB  (neicTByromuit /  He  JEHCTBYIONIUN) ClenyeT  IPOBEPATH IO
nHpopmanmoHHo-1paBoBbIM TopTaiaMm «Koncynerantllmocy, «I"apHaTy, «Kogeke» u np.

KOHTPOJIbHAS PABOTA
«/lokyMeHTHpOBaHHE 1eATEJILHOCTH HEroCyAapCTBEHHBIX OPraHU3aALHII»



B kadyecTBe KOHTPOJIBHOI pabOTHI CTyIEHTaM IPE/UIaraeTcsi COCTaBUTh pedepar 1Mo TeMe:

«JlOKyMEHTUpOBaHUE  JIEATEIIBHOCTH  HEroCyAapCTBEHHOW  opraHu3auuu  (ykaszaTb

BBIOPaHHYIO OpraHU3aIllMOHHO-TIPAaBOBYIO (hopMy)». BuIbl opraHu3anMoOHHO-TIPABOBBIX (OPM
npuBeneHbl HUKe. OHM HE TOJDKHBI  TIOBTOPATHCA B IPYIIIIE

TpebGoBanus k pedepary

CogeprkaHue T0JDKHO JEMOHCTPUPOBATH CIICAYIOIMINE 3HAHUS U YMEHHS CTYJECHTOB:
3nanue:
- cneyughuueckux yepm 0OKYMeHMupoBaHusl 0essmeibHOCmU He20CYOapCmMEeHHbIX OPeAHU3AYULL,
- OCHOBHBIX  OpP2AHU3AYUOHHO-NPABOBLIX  (POPM  He20CYOAPCMBEHHbIX  KOMMEPYECKUX U
HeKOMMepUeCKUx Opeanu3ayull;
- mMunoso2co cocmaea cucmem OOKYyMeHmayuu, @opmupyowux O0oKyMeHmanbHull GOoHO
He20CYO0apCmMBeHHbIX OPeAHU3AYULL,
- cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHSIEMbIX 6 npoyecce O0esmeibHOCmU
He20CYO0apCmMBEeHHbIX OPeaAHU3AYULL,
- HOPMAMUBHO-NPABOBBLIX AKIMOE, PE2lAMEHMUPYVIOWUX 0esIMeNbHOCMb U ee 0OKYMEeHMUPOBAHUe 8
He20CyO0apCmBEeHHbIX OP2aAHUZAYUSIX.
Ymenue
- cocmasums HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUSL O0esiMelbHOCMU KOHKPEeMmHOU
opeanuzayuu,
- COCMagumsv NPOeKm HOMEHKIAmypuvl 0ell OP2aHU3AYULU, UCX00s U3 MUNOBO20 COCMABA CUCTEM
VNPABIEHYECKOU OOKYMEHMAayu, OpeaHUu3ayUOHHbIX U HOPMAMUBHO-NPABOEHIX OOKYMEHMOS,
Pe2NAMEHMUPYIOUUX 0esmeNbHOCIb He20CYOapCmMBeHHOU Op2aHU3AYUL.

Tunosoii miaH pedepara
1. Xapaxrtepuctuka opraHu3aluoHHO-TIpaBoBOil Qopmbl (OIID) HerocynapcTBeHHOMN

opranuzaiuu. (JKenarenbHO NMpHUBIEUEHUE CTATHCTUYECKUX JIAHHBIX O TOM, CKOJBKO B

Poccun/ pernone/o0aacTu/ ropojie 3aperucTpupoBaHo opranuzanuii 1annoi OI1dD).

OO11as xapakTepUCTHKA yIpaBieHus opranuzanuei qanuoit OIN®.

3. OCHOBHOHl  cOCTaB  HOPMATHBHO-TIPABOBBIX  JIOKYMEHTOB,  PETJIAMEHTHUPYIOIIHX
JeSITeIbHOCTh HErocyaapcTBeHHOM opranu3anuu jnaHHod OIID (cm. Ilpaktuueckoe
3a/1aHue 2).

4. XapakTepuCTUKa JOKYMEHTaJIbHOro (hoHIa (JOKYMEHTOB, MX KOMIUIEKCOB M CHCTEM
JOKYMEHTaluu, QOPMUPYIOIIMXCS B ASSITEILHOCTH HETOCYJapCTBEHHON OpraHu3alyu):

OpraHU3alMOHHO-TIPABOBAs JOKYMEHTALVS,

IUIAHOBask JOKYMEHTAIMS;

pacnopsiAuTenbHas T0KyMEHTALNS;

MH(OPMaLMOHHO-CIIPABOYHAS U CIIPABOYHO-aHAIUTUYECKAs TOKYMEHTAIINS;

OTYeTHas! IOKyMEHTallUs;

JOKYMEHTaIus 10 00eCIeYeHNI0 KaJpaMHu (110 JINYHOMY COCTaBy);

¢uHaHCOBast TOKyMeHTalus (OyXraJlTepcKuil y4eT U OTYETHOCTb);

JOKYMEHTAIUs TI0 MaTepUaIbHO-TEXHUYECKOMY 00€CIeYeHHIO;

JIOTOBOpHAs TIOKyMEHTALUS,

JOKYMEHTAIUsI M0 JOKYMEHTAllHOHHOMY M HH(OPMALUOHHOMY O00eCHeueHUI0

JEATEIBHOCTH YUPEXKICHUS;

e JIpYyrM€ CHCTEMBI JOKYMEHTALMH, BKJIIOYAs U T€, KOTOPBIE OTPAXKAIOT OCHOBHYIO
JESATEIBHOCTD U T. 1.

AHanu3 IpUMepHOH HOMEHKJIATYPBI JI€]1 HErOCYy1apCTBEHHOM OpraHu3aluy.

6. Cmocobpl W cpeacTBa JOKYMEHTHPOBAaHHMS HWHGOpPMAIMM B  HETOCYJAapCTBEHHOM

OpraHu3aluu

[Topsimok XxpaHeHHs] JOKYMEHTOB HEroCcyJapCcTBEHHOM opranu3anuu ganHou OID.

8. Crnucok nuTeparypbl 1 HCTOYHUKOB.

N

o

~



Cmpykmypa peghepama: TUTYIBHBIA JIUCT, OTJIABICHUE, BBEJCHHE, OCHOBHAs 4YacTh,
pa3buTasi Ha MyHKTHI (ITyHKTHI O3aryiaBlIeHbl), 3aKJIIOUYEHUE, CIIUCOK JIMTEPATYpPhl, MPUIOKEHHE
(pu HEOOXOAUMOCTH).

Obvem pedepara JOKEH COCTABIATL HE MeHee 15 ctpanull (10 criucka mutepaTypsl) (14
mpudT yepes 1,5 unreppana).

KittoueBsbie ciioBa 1 3arojioBKU pa3/ieioB AOKHBI UMETh pa3Hble HIPU(TOBBIC BBIICTCHHUS.

[uraTHel MaTepuan pedepara opopmiisieTcss B COOTBETCTBUN C HOPMAaTUBAMU HAaYYHBIX
paboT (CHOCKU € yKa3aHHEM JINTEpPaTypHOTO MCTOYHUKA, HOMEpa CTpaHull o0s3aTenbHbl). [lpu
odopmienun pedepara cieayer NpuaepKUBATHCS MPABUIL, TOJPOOHO W3TIOKEHHBIX B!

1. I'oCT P 7.0.5-2008. Cwucrema craHgapToB 10 HH(POPMAIIHH,
OMOMMOTEeYHOMY U H3AATEIbCKOMY Jielny. bubmuorpaduueckas ccopuika. OOrmiue
TpeOOBaHUS U MpPaBUIa COCTABIICHUS

2. I'OCT P 7.1-2003 Cucrema crannapToB 1o uHGOpMaIuu, ONOIMOTEUHOMY
U u3zatenbckoMy neny. bubnmorpaduueckas 3amuch. bubnmorpaduueckoe omnucanue.
OO0me TpeGoBaHMUs U MPaBHUIIa COCTABIICHHUS.

3. I'OCT P 7.82-2001 Cucrema crangapToB 1o HH(OpMALHUH,

OMONMMOTEYHOMY M H3/aTEIIbCKOMY  JIeny. bubnuorpaduueckas  3amuck.
bubnuorpaduueckoe onucanue 3MEKTPOHHBIX pecypcoB. OOime TpeOoBaHUS U MpaBuia
COCTaBJICHHUS.
Hampuwmep:
3amexcmoswvie bubnuocpaghuueckue ccoiiku

1. KoBmmkoB B. A., I'myxoB B. Il. IlcuxonuHrBucTtuka: Teopus pedyeBou

JesATeTbHOCTH: yue0, mocobue /it CTyIeHTOB neiBy30B. M.: Actpens; Tseps: ACT, 2006.
319 c. (Beicmas mkomna).

2. O06 nHaUBUYaTbHON OMOINHY B MOTy4YeHUH oOpa3zoBanus: (O coneicTBUU
oOpa3zoBanuto): ¢enep. 3akoH @Denepatus. Pecn. I'epmanust ot 1 amp. 2001 r. //
OO6pa3zoBaTeabHOE 3aKOHOJATENHCTBO 3apyOexkHbIX cTpaH. — M., 2003. — T. 3. — C.
422—464.

Ccbinka Ha 31eKmpoHHble pecypcbl

KunuiHoe npaBo: akTyalbHbIE BOIIPOCHI 3aKOHOIATENIBCTBA: IEKTPOH, KypH. 2007. Ne 1.
URL: http://www.gilpravo.ru (nara obparienus: 20.08.2007).

IloOcmpounas KOMNIEeKCHAsL CCbLIKA

Jluxaues J[. C. O6pa3 ropona // Ucropuueckoe kpaeBenaenue B CCCP: Bomp. Teopuu u
npakTuku: co. Hayd. cT. Kues, 1991. C. 183—188; Ero xe. Oxno B EBporry — Bpara B Poccuto //
Bceemup. croBo. 1992. Ne 2. C. 22-23.

Buympumexcmosas bubnuocpaghuuecxas ccolixa

(Apenc B.X. A3byka uccnenonarens. M.: Unrepmer Unxxunupusr, 2006)

Homep TeMbl COOTBETCTBYET MOPSIKOBOMY HOMEPY B CIUCKE IpyMIbl (eciu B rpynne 14
YeJIOBEK M MEHblIe, BOMparoTCcs TeMbl 10 HoMepaMm 0e3 «pacummputenei» -1,2,3 u 1.1.; ecnu
OoJb111e, TO BEIOMpAIOTCs TeMBI ¢ paciupuTensmu — 1.1, 1.2, 2.1 u T.4.; ecnu CTyJeHTOB B TpyIIIe
O6ombmie 32-X, TO TEMBbl BBHIOMpAIOTCA B TOPAIKE CJIEIOBAaHUM M 0€3 pacluIMpeHHs, U C
pacmupenuem — 1, 1.1, 1,2 u 1.1.). Tembl pedrepaToB He 101KHBI TOBTOPATHCS!

TemaTnka pedeparoB o Kypey

15. Joxymenmuposanue oessmenbHocmu NOJIHbIX MOBAPUWLECTNE

16. Joxymenmuposanue OesimenbHocmu 00Wecme ¢ 02panuUieHHOU OMeencmeeHHOCbIO.

17. Jlokymenmuposanue dessmenbHOCMU KPECMbAHCKUX ((hepmepcKux) Xo3suicms.

18. Joxymenmuposanue OesimenbHOCMU XO3AUCMBEHHBIX NAPMHEPCME.

19. Jloxymenmuposanue dessmenvHocmu npou3B00CmEeHHbIX KOONEPAMUBO8.

20. Jloxymenmuposanue desmenbHOCmMu nompeoumeibCKux Koonepamugos (BbIOpaTh I00yI0 13


http://www.gilpravo.ru/

clenyrmux Gopm):

20.1. JKMITHIITHBIN,

20.2. YKUIHMILHO-CTPOUTENIbHBIN

20.3. rapaxHbIi KOOTIEPATHB,

20.4. Ca/I0BOIYECKUN, OTOPOTHUYECKUI U TAUHBIN KOOIIEpPaTUB,
20.5. MOTPEOUTEITLCKHI KOOTIEPaTUB,

20.6. 00IIeCTBO B3aMMHOTO CTPaXOBaHMUS,

20.7. KPEJIUTHBIN KOOIIEpaTUB,

20.8. ¢donp nmpokara,

20.9. CEITbCKOX O3S HCTBEHHBIN TTOTPEOUTEIHCKHII KOOTIEPATHUB.

21. Jlokymenmuposanue OesmenbHocmu o00ujecmeeHnblx opeanuzayuti (BIOpaTh OOy u3
cienyomux Gopm):

21.1. HOJIMTUYECKHE MTAPTUH,

21.2. CO3MaHHbIE B KayecTBe IOPUAMYECKUX JIHI TPO(ECCHOHATbHBIE COIO3BI
(mpodcor03HBIC OPTaHM3AIINH ),

21.3. OopraHbl OOIIECTBEHHON CaMOJIeATEILHOCTH,

21.4. TEPPUTOpPHUATIbHBIE OOIIECTBEHHBIE CAMOYIIPABIICHNUS.

22. Jlokymenmuposanue OesamenvHocmu — accoyuayuti  (cor308), (BbIOpaTh JHO0YI0 U3
CIeIyIOIUX GopM):

22.1. HEKOMMEPUYECKHE IMapTHEPCTBA,

22.2. caMoperyiIupyeMble OpraHu3alui,

22.3. 00beIMHEeHNs pab0TOIATEINICH,

22.4. 00BeAMHEHHS TPO(ECCHOHABHBIX COI030B,
22.5. KOOIIEPATHBOB M OOIIECTBEHHBIX OpPTraHU3aIuH,
22.6. TOPrOBO-TIPOMBIIIICHHBIE,

22.7. HOTapUAJIbHBIE MTAIATHI.

23. J[okymenmuposanue 0esimenabHOCmu Mosapuyecms coOOCmME8eHHUKOS HCUNbSL.

24. JlokymenmupogaHue 0esmenbHOCmuU Ka3aubux ooujecms.

25. Jlokymenmuposanue oesmenrbHocmu ¢pornoos (BEIOpATh IOOYIO U3 CICAYIOMUX GOpM):
25.1. 00I11eCTBEHHbIE
25.2. 0y1aroTBOpUTEIBHBIE (DOH/IBI.

26. /[okymenmuposanue 0esimeibHOCMU PeTUSUOZHbIX OP2AHUZAYUIL.

27. Jlokymenmupoeanue OesimenrbHOCmu nyoIUYHO-NPABOEbIX KOMNAHULL.

28. /lokymenmuposaHue desamenrbHOCMU a08OKAMCKUX 00PA308aHUIL.

Tect 1
Paszgea 1. [TonsAaTHE 0 JOKYMEHTHPOBAHUM JAEATEIbHOCTH OPraHU3a Uil

1. Uro Ha3bIBaeTCs JOKYMEHTHPOBAHUEM?

1) nestenpHOCTB, OOecTIeUMBAIOIIAs CO3/1aHNe O(QUIMATBHBIX JOKYMEHTOB M OpPTaHH3aIUI0
paboTHI C HUMU;

2) 3anmuch WHGOPMAIMK HA PAa3IMYHBIX MaTEPHUATbHBIX HOCHTENISX IO YCTAaHOBJICHHBIM
IpaBUJiaM, KOTOpBIE 3aKPEIJISIOTCS B MPABOBBIX aKTaX M HOPMAaTHBHO-METOAMYECKUX
JIOKYMEHTAaX;

3) cucTeMaTH3aInIO JOKYMEHTOB U KOMIUIEKCOB JIOKYMEHTOB;

4) cozpaHue, JOKYMEHTOOOOPOT, XpaHEHHE U UCII0JIb30BaHUE JJOKYMEHTOB.

2. Pe3y1bTaTOM JOKYMEHTHPOBAHUS JAeATEJIbHOCTH OPraHU3ALMil ABJISAET/I0TCH:
1) HOKYMEHTHI;
2) KOMIUIEKCHI JOKYyMEHTOB,
3) cHCTEeMbI JOKYMEHTAIIUH;
4) HOMEHKIATypa Aell.
3.B oprann3anmsx co3Aal0TCS U HMEKOT X0XKICHHUE ...
1) TOJBKO OdHIHATBHBIE JOKYMEHTHI,



2) TOJBKO HEO(PHIIUATBHBIC JOKYMEHTHI,
3) 3aKOHOIATEIILHBIC AKTHI;
4) nUYHBIC TOKYMEHTHI.

4. COBOKYNIHOCTb JOKYMEHTOB, B3aUMOCBSI3AHHBIX N0 NMPU3HAKAM INPOUCXOKIEHMUS,
Ha3HAYeHUsi, BUAAa, cdepbl AeATeIbHOCTH, €IUHBIX TpeOOBaHHI K HX 0(OPMJIEHUIO

Ha3bIBaeTcH...
1) KOMILIEKCOM JOKYMEHTOB;
2) CHCTEMOii JTOKyMEHTAIHH;
3) HOMEHKJIATYpOil JIet;
4) MOKYMEHTaJIbHBIM (DOHIOM.
5. Slnpo yupexaeH4eCKONH JOKYMEHTAllUU COCTABJISIET:
1) HOpMaTHBHO-TIPABOBas JOKYMEHTALHS,
2) TEXHOJIOTHYECKas JOKyMEHTAIVS;
3) ympaBieHYecKas JOKYMEHTAIIUS;
4) noxyMeHTaIusl, 00eCIICUNBAOIasi OCHOBHOM BUJI (BHIbI) JCATEIILHOCTH.
6. CTpyKTYypa 10KYMEHTAJIbHOI0 (POH/Ia OPraHM3ALNH 32ABUCHT:
1) OT opraHu3aIMOHHO-TIPABOBOW (OPMBI;
2) OT BHIOB 9KOHOMHYECKOM JIEATEIbHOCTH,
3) OT HOMEHKJIATYpHI JIEIT;
4) ot GpopMbI COOCTBEHHOCTH.

7. Opraﬂmaunﬂ, CO3/1aHHAasA 110 HHUIHATUBE OTACJIBbHBIX JIMI UJIK I'PYIII I'PaKJIaH, HE
HaJCJICHHBIX TIO0CyAapCTBCHHO-BJIACTHBIMA II0JIHOMOYUSAMHU, BbINOJHAKOIIAA q)YHKIII/II/I

MOCPEeJHUKA MEKAY rocy1apCTBOM H 001eCTBOM HA3bIBACTCH:
1) HerocymapcTBEHHOI HEKOMMEPUYECKOIl OpraHu3alueii;
2) HErocyaapCcTBEHHON KOMMEPYECKO# OpraHu3alueii;
3) rocyaapcTBEHHOI HEKOMMEPYECKON OpraHu3aIiei;
4) HerocyJnapCTBEHHOI opraHu3alueil.

8. Cnoco0 3akpenJieHusi ¥ HCNOJIb30BAHUS HMYIIECTBA X03AHCTBYIOIIUM CY0ObeKTOM H
BbITEKAKOIIME M3 JITOr0 €ero INpaBoBoe IMO0JIO)KeHHEe M MLeJdd MpeANnpPHHUMATEbCKOM

NesiITeIbHOCTH Ha3bIBaeTCsl
1) ¢usnyecKkuM JIUIIOM;
2) HOPHIMYECKUM JIUIIOM;
3) mpeAnpUHUMATENILCKON ESTEIbHOCTHIO;
4) opraHU3aLHOHHO-PABOBOM (HOPMOIL.

9. COBOKyl'IHOCTb AOKYMEHTOB, OTHOCAIIMXCHA K OJAHOMY BOIIPOCY HJ/IH YYaACTKY

JeSITeIbHOCTH, TIOMENEHHBIX B OT/IEJILHYH 00J105KKY HA3bIBA€TCH. ..
1) HOMEHKJIATypOW A,
2) CHUCTEeMOIi JOKYMEHTAIIH,
3) nmenowm;
4) ToMOM.

10. Haiinure BepHOe mnpoaoskeHue ¢pas3bl: «JlokymeHTaIbHBbIE (OHABI

OpraHu3auum...»
1) WMEIOT OIMHAKOBBIN HAOOP JTOKYMEHTOB;
2) WMEIOT CTaHJapPTHBIH HA0OP TOJBKO YIPaBIECHUYECKON TOKYMEHTAIINY;
3) UMEIT COBEpIIEHHO pa3HbIil HAOOP TOKYMEHTOB;
4) UMEKT CTaHAapTHBIA HA0Op KaK YIPaBJIEHYECKOH JOKYMEHTAIHH,
JIOKYMEHTAIlMU 00eCTeUnBaIOIIEro THIA.

11.Kakas wu3 mnepeunciaeHHbIX cucrem Aoxkymentammu HE OTHOCHUTCA

ynpaBJieHYeCKOoi?
1) JlokyMmeHTauus 1o MaTepHaIbHO-TEXHHYECKOMY 00ECIICYCHUIO;
2) Cucrema JOrOBOPHOM JOKYMEHTAIIHH,
3) Cucrema pUHAHCOBOM TOKYMCHTAIUH,
4) Cucrema 5KOJIOTHYECKON TOKYMEHTAIINH.

TakKk

BCEX

K



12. CucteMaTH3HPOBAHHBIH NepevYeHb 3ar0J10BKOB JieJ, CO31aBaeMbIX B OPraHU3aliH,

C YKAa3aHUEM CPOKOB UX XPaHCHUA HA3bIBACTCH...

1. HOMeHknaTypa Jen;
2. CHUCTEMOU OKyMEHTallUu;
3. memnowm;
4. NOKyMEHTAJIbHBIM (POHIOM.
13. Opranusamnusi, koTopasi GopMupyeT T0KYMEHTAIbHBIN (PoH/I, HA3BIBAETCH ...
1. ¢onmoobpaszoBarensb,
2. IOpUANYECKOE JUIIO,
3. ¢duzmveckoe IuIIO,
4. TOAOTYETHOM.
14. HOpuanyeckasi OTBETCTBEHHOCTh 3a PpaldoTy ¢ JOKYMEHTAaMH NPOSIBJIsSIeT
TeHJAeHIHIO. ..
1. k ycuienuto,

2.
3.
4

K ocj1a0JIeHuIo,
K [Iepepacipe/IeICHHIO,
CTaOMIIBHOCTH.

15. IlepcoHanbHYI0 OTBeTCTBEHHOCTh 34 JIOKYMEHTBI, oOpasywouuecs B
HErocyJ1apCcTBEeHHON OpraHu3anum, HeCyT ...

1.

2.
3.
4

PykoBoauTenu opranuszanuii.
VYupenurenu opraHusaui.
AKIMOHEPBI.

Bce Ha3BanHbIC BHIIIE.

Tect 2
Pa3nen 2. HopmaTuBHO-IPaBOBOE peryJiMpoOBaHue JOKYMEHTHPOBAHMSA AeSITeIbHOCTH
HEroCy/1apCTBEHHBIX OpPraHu3auui

1. YacTHoe MO0 HJIH rpymma Jidi, y KOTOPBIX €CTb (l)yHKIII/lI/[ u 06ﬂ3aHHOCTI/I,

MMOJJTHOMOYHA M B3AUMOOTHOIICHUSA JISA JOCTHIKCHUA CBOUX ueﬂeﬁ, Ha3bIBAKOTCA ...

1.
2.
3.
4.

el o

WHAUBUAYAJIbHBIMH NPEANPUHUMATEISIMH,
IOPUANYECKUMU JIMLIAMH,
(bU3HUYECKUMU JTUIIAMHU
OpraHu3aluen.

2. OTHOLIEeHNE K IOKYMEHTaM KaK K aKTHBaM JeKJIapupyeTcs B ...
3aKOHOJATeNLCTBO PD;
MEXIYHAPOJAHOM CTaHJapTe no ynpasieHuto qokymentamu MCO 15489;
MEXIYHapOJHOM CTaHJapTe Mo ynpasieHuto qokymentamu MCO 30300;
MexayHapoaHslx ctanaaprax Ha CMK MCO 9000.

3 DJIeMEeHTBI IPAKIAHCKOro 001ecTBa, He HaJeJIeHHbIe TOCY/1apCTBEeHHO-BJIACTHBIMHA

MOJJTHOMOYMSAMH, BBINOJHAKIIME (YHKIMH MOCPEIHMKOB MEXK1Y TIOCYyIapCcTBOM H
001IeCTBOM B peajiM3allui HHTEPeCcOB I'Pa)kAaH BO Beex cepax KM3HHU, HA3BIBAKOTCA ...

1.

o

NS

HETOCYIapCTBEHHOW OpraHu3aluei,

roCyJapCTBEHHON OpraHu3aluei,

HErocyZapCTBEHHOM KOMMEPUYECKOW OpraHu3aluen,

HEroCcyZapCTBEHHOM HEKOMMEPUYECKOW OpPraHU3alueH.
4 PykoBoauTe/ b HErocy1apCTBEHHON OPraHU3aLMH ...

JIeMCTBYET OT IMEHU COOCTBEHHUKA, HO CaM HHMKOT'JIa HE SIBJISIETCS COOCTBEHHUKOM;

JeMCTBYET OT UMEHU COOCTBEHHUKA U MOXKET BXOJIUTh B UMCIIO COOCTBEHHUKOB,;

BCETJIa ABJISIETCS COOCTBEHHUKOM;

JeMCTBYET OT MMEHHU TOCYAAPCTBA U TIOATOMY CaM HUKOIJIa HE SIBJISIETCS] COOCTBEHHHKOM.
5 Oprannsanusi, He UMeKOIIAs HU3BJeYeHHE NMPUOBLIM B KayecTBe OCHOBHOHW L/

CBOeii 1esiTeJIbHOCTH U He pacnpeaessiioniasi NoJy4eHHYI0 IPUObLIb MeKAY YYACTHUKAMHU,



Ha3bIBaETCA ...

rwnpe

NS

HEroCyJJapCTBEHHOMN OpraHu3aluen,
HEKOMMEpPUYECKOW OpraHu3aluei,

roCy1apCTBEHHOW KOMMEPUYECKON OpraHu3almei,
HErocyJapCTBEHHON HEKOMMEPUECKOM OpraHu3aIuen.

6 Iponoskurte ppasy: «Pesuzuonnvie kKomuccuu ...»

HA3HAYaAOMes 20Cy0apCmeeHHbIMU HA030PHbIMU OP2AHAMU,

8bI0UPAIOMCA U3 YUCTA YUACMHUKO8 He20CYOapCMBEeHHOU Op2aHU3AYULL;

HA3HAYAIOMCS PYKOBOOCMBOM He20CYOapCMEEeHHOU OP2aHUu3ayuul;

9MO  NpulauileHHvle  CHeYualucmsl,  3aHuMawuecs Nnpoyeoypou  JUKEUOAyUU
opeaHuzayuu.

7. HopmaTuBHasi cpeia BKJIO4YaeT B ce0si HECKOJIbKO 3TANOB AHAJIM32 HOPMATHBHBIX

NPaBOBBIX AKTOB. YKaHTe IOCJIeI0BaTeJbHOCTh, B Kotopoii I'OCT P MCO 15489
peKoOMeHAYeT MAeHTH(HIUUPOBATL HOPMATHBHYI cpeay. OTBeT 3anMIINTEe YHMCIOBBIM

KOJ0OM.
1.
2.

3.
4.

J106pOBOIBHO MPUMEHSIEMBIE ITUUECKHE KOAEKCHI U HOPMBI;

3aKOHBI 1 HOPMATHUBHBIE aKThI, PETYIHPYONIUe chepy AeTOBOM AEATEIBHOCTH B LIEIIOM U
B crieuu(UYecKUX OTpacisiX, B TOM YHCIIE 3aKOHbl U HOPMAaTHBHbBIC aKThl, OTHOCSALINECS
HETOCPEACTBEHHO K JOKYMEHTaM, apXuWBaM, JOCTYNY, KOH(HUICHIHAIHLHOCTH,
JI0Ka3aTeabCTBaM, 3JIEKTPOHHOM KOMMEPIIMH, 3allUTe JaHHBIX, UHPOPMALIUY;

IIpaBUJia PEKOMEHATENbHOT0 XapaKTepa, OTPakarollue NePeJOBOM OIIbIT;

CTaH/apThl, OTHOCSILUECS K IPAKTUYECKON AESATEIbHOCTH.

8. CJ'Ie)IyeT JU YYMTHBIBAThL IIPpHA mIeHanmxamm HOpMaTI/IBHOI/I cpeanl B

HerocyJapcTBEHHOIl OpraHu3aluy HOPMATHBHbIE NMPaBOBble aKThl Cy0bekTOB P® u ux
TeppUTOPHAIBbHBIX 00pa3oBanuii? Eciau 1a, To kK Kakoil rpynmne MCTOYHUKOB MX cJeayeT

OTHeCTH?

1. Her, He yuuThIBaIOTCS, TaK Kak 3TO JOOPOBOJIHHO MPUMEHSIEMbIE 3TUUECKUE KOAEKCHl U
HOPMBI.

2. Jla, oTHOCATCS K 3aKOHAM W HOPMAaTHUBHBIM aKTaM, PETYIHpYOIUM chepy aernoBoii
JeSITEIbHOCTH B IIEJIOM W B CHEHU(PHUUECKUX OTpacisiX, B TOM YHCIE 3aKOHAM H
HOPMAaTUBHBIM aKTaM, OTHOCSIIIMMCSI HENOCPEJICTBEHHO K JOKYMEHTaM, apXuBam,
JOCTYIYy, KOH(QHIECHIMAIbHOCTH, JA0Ka3aTeIbCTBAM, 3JIEKTPOHHON KOMMEpPLHH, 3aIIuTe
JAHHBIX, UH()OpPMALIUH.

3. [a, oTHOcATCS K MpaBWJIaM PEKOMEHIATENIbHOTO XapaKTepa, OTPa)KarolUM IepeJoBOi
OTIBIT.

4. Jla, oTHOCATCS K CTaHAAapTaM, OTHOCSAIIMMCS K IPAaKTUYECKOH e TeTbHOCTH.

9. Kak HerocyjapcTBeHHasi OpraHu3anus NOHUMAaeT, KaKue JOKYMEHTbI OHA J10JI’KHA

€031aBaTh, 10JIYYaTh U XPaHUTh?

1.
2.

rwnpe

1.
2.

[TosryyaeT cncok HOPMAaTHUBOB U TPEOOBAHUI MTPU FOCYIAPCTBEHHON PETUCTPALIUU.
Criucok HOpMAaTHBOB M TpeOOBaHMI HEroCylapCTBEHHas OpPraHM3aluUs I0Jy4yaeT OT
ayJIUTOPOB.

[Tons3yercs HopMamu (enepanbHoro 3akoHa «O JOKYMEHTUPOBAHHM JEATEIbHOCTH
HEroCyJJapCTBEHHBIX OpraHU3aIuii».

CamocTosTenbHO UACHTUPHUIUPYET HOPMAaTUBHYIO Cpelly M BBIOMpaeT Bce TpeOOBaHMUS,
Kacaroluecs T0KyMEHTHPOBaHUSI.

10. Acconyanuy M cOI03bl OTHOCATCH K...

HErocyJapCTBEHHON HEKOMMEPUYECKOM OPraHU3allny;
HErocyAapCTBEHHOM KOMMEPUYECKOW OpraHU3allly;
rOCyIapCTBEHHOW HEKOMMEPUYECKON OpraHu3alinii;
roCyJapCTBEHHON KOMMEPYECKOM OpraHU3aLnH.

11 ToproBo-npomMpllJIeHHbIE MAJATHI OTHOCATCSH K...

HErocyJapCTBEHHON HEKOMMEPUECKON OpraHu3aluu;
HETOCyIapCTBEHHOW KOMMEPUYECKON OpraHu3alini;



3.
4.

rwnpe

Mwnpe

1.
2.
3.

4.

roCyJapCTBEHHOM HEKOMMEPYECKON OpraHu3allly;
roCyIapCTBEHHOW KOMMEPUYECKON OpraHU3aliH.

12. TosapnmeCTBa COOCTBEHHHKOB KHJIbSI OTHOCATCH K...

HEroCyJJapCTBEHHON HEKOMMEPYECKONW OpraHu3aluy;
HErocyZlapCTBEHHOM KOMMEPUYECKOW OpPraHU3aLuu;
rOCyIapCTBEHHOW HEKOMMEPUYECKON OpraHU3alvH;
roCyJapCTBEHHON KOMMEPYECKOM OpraHU3aluH.

13 Oo61mecTBa ¢ OrpaHUYEHHON 0TBETCTBEHHOCTHIO OTHOCATCS K...

HErocyZapCTBEHHON HEKOMMEPUYECKOM OPraHU3allly;
HEroCyJapCTBEHHON KOMMEPYECKOW OpraHu3aluy;
roCyJapCTBEHHOM HEKOMMEPYECKON OpraHu3alny;
roCyapCTBEHHOW KOMMEPUYECKON OpraHU3aliH.

14 Kakoii rocopran npoBoIuT perucTpanui pUINIecKuX Jun?

pervuoHanbHble oTaeneHuss POHIa COLMAIbHOTO CTPaXOBaHUS;

TEpPUTOPHUATIBLHBIE Opranbl ['0Cy1apCTBEHHOIO KOMUTETA MO CTATUCTHUKE;
TEppPUTOpUAIbHBIE OpraHbl MUHHCTEPCTBA 10 AHTHUMOHOIIOJIBHOW TMOJIUTHKE H
MOJAEPKKE MPEAPUHUMATEIBCTBA;

TeppUTOpHUABbHBIN opran MuHucTepcTBa o Hanoram u coopam (MHC) PO.

15. Kakoii u3 MNEPECINUCTCHHBIX INOCYAAPCTBCHHLIX OPraHoB IMMPUCBAUBAECT U cooﬁmaeT

OpraHu3anuu Koabl, XapaKTEePU3yKOIue ero xo:mncnaennym I[eHTeJIbHOCTb?

1. perunonanbHble oTaeneHus PoHAa COLMATBHOTO CTPaXOBAHUS;

2. TeppuTOpUalbHbIe OpraHbl ['ocy1apcTBEHHOr0 KOMUTETA 110 CTATUCTUKE;

3. TeppuTOpHanbHbIE OpraHsl MUHHCTEpPCTBA 1O AHTUMOHOIIOJIBFHOW TMOJUTHKE |

HOJ/IEPXKKE MTPEIPUHIMATENIbCTBA,;

4. TeppuTOopHanbHBIA opraH MuHuctepcersa o Hajgoram u coopam (MHC) PO.
16.HerocynapcrBeHHbIC OPraHU3anMu ASJATCS HA ...

1. xommepueckue;

2. HEKOMMeEpUYecCKHe

3. aKIHMOHEpHBIE;

4. WHIMBHyalbHbIE PEIIPUHUMATEIH.
17. Bonpocamu neperayd Ha XpaHeHWe JOKYMEHTOB JIMKBUAMPOBAHHBIX

OpraHM3anuii 3aHUMAIOTCA ...

1. yupenurenu;

2. IUKBHIATOP;

3. PYKOBOIUTEINb JIMKBUIUPYEMOW OpraHN3allny;

4. HanoroBas MHCIIEKIUS.

18. Kakyw cucremy JAOKyMEHTALUH JMKBUAUPOBAHHONH HErocyaapcTBeHHOI

OpraHu3anuu cyJaeO0Hble HHCTAHIMH OO0MA3BIBAIOT NPHHATH TOCYJIAPCTBEHHBIH WM
MYHHLIHUNIAJIbHBIA APXHUB JaKe B CJ1y4ae OTCYTCTBHA 10roBopa?

el o

cucreMy (PMHAHCOBOM JJOKYMEHTAIINH;
CHUCTEMY JIOKYMEHTAIIMH 110 TUYHOMY COCTaBY;
PacCIOpPAIUTEIBbHYIO CUCTEMY JOKYMEHTALINH;
JIOTOBOPHYIO CUCTEMY JOKYMEHTAIUN.

IIpomexyTounbiii TEcT 3

Paspnen 3. Oco0eHHOCTH JOKYMEHTAJIbHBIX (POHA0B HErOCYyAapPCTBEHHBIX OPraHu3anMi

1. MoOpoBoJjibHOEe 00IIeCTBEHHOE O0beANHEHHEe TPaKAaH, CBI3AHHBIX OOIIUMH

NPOU3BOJACTBEHHBIMH, NPO()ecCHOHATBHBIMH HMHTEpecaMd IO POAY HX AeATEJbHOCTH,
co3JaBaeMoe B LeJdSX MPEACTABHTENbCTBA M 3alIUThl COLUATBHO-TPYAOBBIX MNpaB U
HHTEepPecOB pa0OTHMKOB HAa3bIBACTCH. ..

1.

0OIIIeCTBEHHOI MaNaToii;



2. mpodeccCHOHATBHBIM COOOIIECTBOM;
3. mpodecCHOHAIBHBIM COI30M;
4. TpyIOBBIM KOJUIEKTHBOM.

2. lokymMeHTalusl O 00pallleHUsAM IPaKIaH, 10 y4eTy YJeHCTBA B OPraHu3aluu, mno
3alliTe HHTEPECOB YWIEHOB OPraHM3allUM B Cy/e, IOCTAHOBJIEHHS, Pe30JI0IHN COOpPaHMii,
KOH(pepeHUii, BBHIOOPHBIX OPraHOB W HX MNPE3UIUYMOB COCTABJIAKT crneuupuky
AOKYMEHTAJIbHOIro (poHAA ...

1. aknuoHEepHBIX OOIIECTB,
2. PpENUTruO3HBIX O0BEIUHEHUH,
3. 0011ecTB ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO,
4. mpohecCHOHATBHBIX COI030B.
4.BonnpocaMu BeJieHMSI /1eJIONIPOU3BO/ACTBA B MPO(COI03aX 3aHMMAETCH. ..
1. Ilpencenarens,
2. npodcor3Hoe codpaHue,
3. mpe3uamyM,
4. peBuzop.
5.Kakasi/ue W3 NepevYUCIEHHBIX CHCTEMA JOKYMEHTAIUM He XapaKTepHa/bl sl
PeJTUTHO3HBIX 00beIMHEeHNH ?
1. nmoxymeHTanus Mo JUYHOMY COCTAaBY;
2. OTYeTHas JOKYMEHTAIHS;
3. OyXTraJTepCKUi y4eT U CTAaTUCTHYECKAs OTYETHOCTS;
4. noxymeHTauus 1o y4ery apduirnpoBaHHBIX JHUII.
6. Otu opranmzaumu c 1 cenrsadps 2014 pasneanancy Ha MyOJMYHbIE M HeNMyOJIMYHbIE:
1. aknuoHepHsbIe 00IIECTBA,
2. penuruo3HbIe 00BETMHECHUS,
3. HEKOMMEepYeCKHE OpTraHu3allnu,
4. npodeccroHaIbHbIE COIO3BI.
7.BbicIIMM OPraHoOM yNpPaBJICHHS B AKIIMOHEPHOM 00111ecTBe SIBJISETCH. ..
PeBusuonHnas (koHTposibHas) komuccust AO,
reHepanbHbli gupextop AO,
HaOJII0IaTeILHBIN COBET,
oOmiee coopanue yuacTHUKOB AQ.
8. [Io1HOMOYHSI KOHTPOJILHOW PEBM3HOHHOM KOMHMCCHH, €€ KOJIHUYEeCTBEeHHbIN COCTaB,
NMOPAIOK H30pPaHUA ee YWIECHOB, CPOK HMX IOJHOMOYMi, MOPAAOK PadoTbl M NPUHATHUS
penleHMii HA 3aceJaHUAIX HAXOAATCH B KOMIETEHUHH. ..
1. JupexTopa (pyKOBOAUTEINS OPraHU3AINH),
2. HaOmromaTensHOro coBeTa,
3. O6mero cobpaHust yuaCTHUKOB,
4. IlpaBnenus.

9. OT4er 0 ABM:KEHUM CPEACTB MO KIUPHUHIOBOMY PEruCcTPy YYACTHMKA KJIMPHHIA,
AreHTCKUH  TPACTOBBIi  J0roBOp, cnucku aQ@PUIMPOBAHHBIX JMI  00LIECTBA,
e’KeKBapTajlbHble OT4YeThbl 3MHUTEHTAa O00pa3ylTcsd B IMpouecce JOKYMEHTHPOBAHMS
NeATEeJbHOCTH ...

1. akmMoHEpHBIX OOIIECTB,
2. PENHUTHO3HBIX O0BCINHEHUH,
3. HEKOMMEpYECKUX OpraHu3allui,
4. npodeccroHaIbHBIX COI030B.
10. IlepBbIe akuoOHepHbIe 00ecTBa B Poccuu BOZHUKIIN. ..
1. B cepenune XVIII Beka,
2. B cepenune XIX Beka,
3. B 1922 rony,
4. B 1990-x ronax.
11.IlpennpusiTusi, HAXOAALMECSH B YACTHON COOCTBEHHOCTH, B 11€JIOM 110 IKOHOMUKE

NS



Poccuu cocTtaBiasawor ...

1. wmensmme 1 % ot o0rmiero yucia npeanpusITHIA;

2. wmenbine 20% ot o0mIero uncia npeanpusiThii;

3. 50% ot obmero yucia npeanpusTHI;

4. oonbue 80% ot 0o01IeT0 Yncaa NpeAnpusTUiL.

12. Ykaxxurte npaBwibHoe npoaoskenue ¢ppasbl «J[oKyMeHTAIlUSA M0 PHIHKY HEHHbIX

oymar...»

1. He BXOauT B HOMEHKJIATYpy ael AO, Tak KaK He SBIISACTCS YIIPaBICHYCCKOM;

2. HE BXOJUT B HOMCHKJIATYpPY Je€J, TaK KaK HE OTHOCUTCS K KOMIIETCHIIMH OT/Aela

JIETIOTIPOU3BO/ICTBA;
3. BXOAWT B HOMEHKJIATypy Aen AO HapaBHE C IPYTUMHU CHCTEMaMHU;
4. BXOJWT B HOMEHKJIATYPY i€/ MPU YCIOBUH HAJIMYHUS PE3ESPBHBIX Pa3JICIIOB.

Bonpocs! k 3a4ery

1.JlIoKkyMeHTUpPOBaHUE AESITEIbHOCTH OpPraHU3alMi U OTBETCTBEHHOCTh PYKOBO/JICTBA.

2. IlonsTe TOKYMEHTUPOBAHNUS JEATEIBHOCTH OpraHU3aly.

3.CnocoObl TOKyMEHTUPOBAHUS U €r0 PE3YJIbTATHI.

4 TumnoBoli cocTaB CUCTEM JJOKYMEHTALMH, 00pa3yIoLHiics B A€ATEIbHOCTH OpraHu3alHii.
OO61as xapakTepUCTHKA.

5.0pranu3anMoOHHO-IIPABOBAsl CUCTEMA JOKYMEHTAllMU HETOCYAapCTBEHHOW OpraHu3aliHy.
3anauu U BUJbl JOKyMeHTOB. Cnenuduka.

6. IIna"oBas cucrema NOKyMEHTAllMM HETOCYAAPCTBEHHOM OpraHu3aluu. 3aJa4d U BHUJbI
ToKyMeHTOB. Crieruduka.

7. PacnopsaurenpHas cucTteMa JOKyMEHTAllUU HErOCYAapCTBEHHOW OpraHM3aluu. 3aJaqyu
U BUJbI JOKyMeHTOB. Crienuduxka.

8.MHdopmMalmoHHO-ClIpaBOYHas (aHAIWTUYECKass WIM HWH(POPMAIMOHHO-aHAIUTHYECKAs)
CUCTEMa JOKYMEHTAllMil HErocyJapCTBEHHOW OpraHu3aluu. 3aJaud W BHUABI JTOKYMEHTOB.
Crenuduxa.

9. OTueTHOI cucTeMa JOKYMEHTAIlMM HEroCyAapCTBEHHOM OpraHu3auuu. 3ajaud U BUJBI
NoKyMeHTOB. Crienuguka.

10. Cucrema kaapoBoil JOKYMEHTAIIMN HETOCYJapCTBEHHOMN OpraHu3alyy. 3a1aqu U BUJbI
nokyMeHTOB. Crienuguka.

11. Cucrema ¢uHaHCOBOW OKYMEHTAllMW HEroCyJapCTBEHHOM OpraHu3alud. 3ajadu 1
BUBI TOKyMeHTOB. Crienuduxka.

12. Cucrema JOTOBOPHON JOKYMEHTAllMM HErOCYIapCTBEHHOW OpraHu3alud. 3ajaud U
BUBI TOKyMeHTOB. Cneruduka.

13. JlokymeHTalus MO MaTepHalbHO-TEXHUYECKOMY OO0ECIeueHHI0 HEerocyJapCTBEHHOMN
opraHu3zaiuu. 3aJadu 1 BUJbI JOKyMEeHTOB. Crienuduka.

14. JoxyMeHTanusi 1O HMHPOPMAIMOHHOMY M JOKYMEHTAI[HOHHOMY OOECIeUeHHUIO
NeSITeIbHOCTH HErOCY/IapCTBEHHOM OpraHu3aliuy. 3ajauu U BUJbl JOKyMeHTOB. Crieruduka.

15. Cucremoil JOKyMeHTalMu OO€CIeYHBAIONIEr0 THIA CHUCTEMa B HEroCyAapCTBEHHOU
opraHu3zainuu. 3aJa4un U BUbI JOKyMEeHTOB. Crienuduka.

16. Homenkiiatypa aen HerocyJapCTBEHHON OpraHu3alivy.

17. IloHsATHE HETOCYAPCTBEHHBIX OpraHU3aIUil.

18. Tunonorust Herocy1apCTBEHHBIX Opranuzauui 1

19. OO6mas XxapakTepuCTUKa HOPMAaTHUBHO-TIPaBOBOM  0a3bl  JIEIONPOM3BOJCTBA
HErocyJapCTBEHHbBIX OpraHu3alui

20. JlokyMEeHTaIbHOE CONPOBOKAEHHUE MPOLIETYpPhl JUKBUIALUHN FOPUINIECKOTO JIHIIA.

21.0co0eHHOCTH JOKYMEHTAJIBHBIX (POHIIOB HETOCYIapCTBEHHBIX HEKOMMEPUYECKHX
OpraHu3aIuu.

22. JIOKyMEHTHUPOBAHHE JIEATEITLHOCTH MPO(HECCHOHATBLHBIX COI030B

23. JIoOKyMEeHTHpOBaHHE JESITEIbHOCTH PETUTHO3HBIX 00BbeIMHEHUN

24. OcCOOEHHOCTH JOKYMEHTAIbHBIX (OHIOB HETOCYIAPCTBEHHBIX KOMMEPUYECKHUX



OpraHu3aIuu.

25. JIOKyMEHTUpOBaHUE JESTeNIbHOCTH AaKIMOHEPHBIX OOILIECTB. YMpaBieHYECKas
JIOKYMEHTAIUA.

26. JlokyMeHTUpOBaHHE JEATEIBHOCTH aKIIMOHEPHBIX 0011eCTB. BhIMyck IeHHBIX OyMmar.



O1neHOYHbIE CPEACTBA 1A MPOBEACHUA IIPOMEKYTOYHON aTTECTAIIH

IIpunoxenne 2

CTpYKTYpHBIH 2I€MEHT
KOMIIETEHIIUU

[Tnanupyemsbie pe3yabTaThl 00yYCHHS

OrneHOYHBIE CPeACTBA

I[HK-ZCHOCOﬁHOCTLlO OPUEHTHUPOBATHCA B 33KOH0}IaTeJ’lBHOﬁ H HOpMaTHBHO-MeTOI{H‘leCKOﬁ 0aze I/IH(l)OpMaIII/IOHHO-IIOKyMeHTalII/IOHHOFO o0ecnevyeHust YupasJjeHus 1

APXUBHOIO J1eJ1a U CMEeKHbIX 00J1acTei

3HaTH

ouyuanvrsbie UCMOYHUKU ONYOIUKOBAHUSA AKMYANbHbIX HOPMAMUBHBIX
npagosgvix akmos Pd;

OMIUYUMENIbHBLE Xapaxmepucmuxu 3aKOHOOamenbCmed no
OOKYMEHMUPOBAHUIO oesamenbHoCmu He20CY0apCmEeHHbIX
opeanuzayull;

YPOGHU HOpMamueHo-memooudeckou bazvl JOY u HOY;

NPUHYUNGL UOeHMUDUKAYUU HOPMAMUBHOU CPedbl OOKYMEHMUPOBAHUS
6 Op2aHU3AYUAX 8 COOMBEMCMBUU C BUOOM ee IKOHOMUUECKOU
oeamenvHoCmu, POpMbl COOCMBEHHOCMU, OP2AHU3AYUOHHO-NPABOBOU

dopmebl.

Bonpocs! k 3a4ery

1.JlokyMeHTHpOBaHNE
OTBETCTBEHHOCTH PYKOBOJICTBA.

2. IlonsiTHE AOKYMEHTHPOBAHUS ACSITEILHOCTH OpPraHU3aIiH.

3. IloHATHE HETOCYAAPCTBEHHBIX OPTaHU3aLUH.

4. Tumnonorust HEroCy1apCTBEHHbBIX OpraHU3alul

5. OOwmas XapakTepUCTHKa HOPMAaTHBHO-TIPAaBOBOH 0a3bl
JIETIONPOU3BOCTBA HETOCYIAPCTBEHHBIX OpraHU3aLuii

6. JloxymeHnTanpHOe COTIPOBOXKIEHUE
JUKBHJAINH FOPUIAYECKOTO JIUIIA.

JACATCIBHOCTHU Oopranuvsanyvun n

MPOLEAYPhI

HTorossblii TeCT MO KypCy

Bompoc 1

UYro Ha3bIBaETCS JOKYMEHTUPOBAHUEM?

Bribepute oiMH OTBET:

a. IeSTeNbHOCTh, 00ECIIeYNBAIOIas CO3JaHNe O(PHUIINATbHBIX
JIOKYMEHTOB U OpraHU3auuio paboThl ¢ HUIMH

b. cucremaTH3anyio JOKYMEHTOB U KOMIUIEKCOB IOKYMEHTOB

C. CO3/1aHNe, JOKYMEHTOO0OpOT, XpaHEHHE U MCIIOJIH30BAHNE
JIOKyMEHTOB

d. 3amuce wWHGOPMALUM Ha PaA3IMYHBIX MaTepPHaIbHBIX
HOCHTEJSIX 110 YCTAaHOBJICHHBIM MPaBHIaM, KOTOPBIE 3aKPETIISIOTCS
B [IPABOBBIX aKTaX U HOPMAaTHUBHO-METOJANYECKUX JOKYMEHTAX

Bomnpoc 2




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

YacTHOE JIUIIO WK TPYIIA JIUI, Y KOTOPBIX €CTh (DYHKIIMU H
00SI3aHHOCTH, ITOJTHOMOYMS M B3aMMOOTHOIIEHUS JUIS TOCTHIKEHMS
CBOMX IIeJICH, Ha3BIBAIOTCH ...

Bribepute oMH OTBET:

a. FOPUIUICCKUMU JIULIAMU

b. msudecknmu uaMu

C. Opranm3anuen

d. MHAMBHU Iy AJIbHBIMU TIPEAIPUHUMATEIIMHU

Bompoc 3

JloOpoBoJIbHOE ~ OOIIECTBEHHOE OOBEJAMHEHUE TpakIaH,
CBA3aHHBIX O6HII/IMI/I MMpOn3BOJACTBCHHLIMU, HpO(beCCI/IOHaIH)HI)IMI/I
WHTEpEeCaMu MO POJNy HMX JEATeTbHOCTH, CO3/IaBacMOE B IIEJSIX
MpeaACTAaBUTCIILCTBA W 3allIUTBlI COLHUAJIBHO-TPYAOBBIX IIpaB U
HMHTEPECOB paOOTHUKOB HA3bIBACTCH. ..

BriOepuTe 0IMH OTBET:

a. Mpo(eCCUOHATBHBIM COOOIIECTBOM

b. npodeccnoHaIbHBIM COI030M

C. OOILIIECTBEHHON ITaIaTOM

d. Tpy1OBBIM KOJIJICKTHBOM

Bormpoc 4

Haiinute BepHoe mpopoinkeHue Qpassl: «/lokyMeHTanbHbIC
(OHJIBI BCEX OpraHU3aIHiA. . .»

Bribepute onnH OTBET:

a. MMEIOT CTaHJAapTHbIM HaOOp TOJIBKO YNpaBlIeHUYECKON
JOKYMEHTaIH

b. UMEIOT COBEPIIIEHHO Pa3HbIi HA0OP IOKYMEHTOB

C. IMEIOT OJIMHAKOBBI HA0OP TOKYMEHTOB

d. uMelT cTaHAapTHRIA HAa0Op Kak yNpaBieHYECKON
JIOKYMEHTAIIMH, TaK U JOKYMEHTAIIMK 00eCTIeUnBAIOIIEro THTIa




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

Bomnpoc 5

Acconmanyu 1 COr3bI OTHOCATCS K. ..

Br16epute oquH OTBET:

a. HerOCyIapCTBEHHON KOMMEPUECKOM OpraHu3aliu

b. HEroCcy1apcTBEHHOH HEKOMMEPYECKOH OpraHu3ain

C. TOCYIapCTBEHHON KOMMEPUYECKOW OpraHu3alnuu
d. rocyjapcTBeHHON HEKOMMEPUECKOI OpraHu3aIiu

VYMeTh:

HAXo0ums aKmyajabHbvle pedaKkyuy HeoOX0O0UMbIX HOPMAMUBHBIX
npagoGuIX aKmos 6 UHEPOPMAYUOHHO-NPAasosvix Mnmephem-nopmanax
«Koucynomanmpy, «l'apanmy u op.;

opmuposams HOPMAMUueHyo cpeoy, pe2yaupyrowyIo
OOKYMEHMUPOBAHUE OesIMETbHOCHU He20CYOAPCMEEHHbIX OP2AHU3AYULL
6 COOMBEMCMBULU C  OP2AHUZAYUOHHO-NPABOGOU POPMOITL;

BbIAGNAMb 6  MEKCMe  HOPMAMUBHBIX — OOKYMEHMO8  C8eOeHUs,
Kacarowuecss mpebogaHuil K OOKYMEHMUPOBAHUIO OesimelbHOCU
He20CY0apCmeeHHbIX OP2aAHU3AYUL

BbIOOpPOM

IIpakTHyeckoe 3aganue Ne 2

3ananne. UnenTuguuupoBaTh HOPMATUBHYIO Cpexy IJIst
oanoi n3 caexyromux OIIP. CocraBute OubIHOrpaduvecKuii
0030p. Boioop OII® B gaHHOM 33JaHMU JI0JIKEH COBMAAATH €

Olne® s

KounTtpoabHoii padoThI).

Crucok OIl®

29. Ionnoe mosapuwecmaso

30.
31.
32.
33.
34.

Obwecmeo ¢ oepanuieHHoU 0OMEenmCcmeeHHOCbIO.
Kpecmusnckoe (pepmepckoe) xossicmeo.
Xosaiicmeennvle napmuepcmea.
IIpouseoocmeennwiil Koonepamus,

Ilompebumenvckux Koonepamueog (nobas us

dopm):

34.1. SKHJIUIIHBIN,

34.2. KUTAITHO-CTPOUTENHHBII

34.3. rapaxHblii KOOIIEPaTHB,

34.4, CaJOBOIYECKUM, OTOPOJHUUYECKUN
KOOIIEPaTHB,

34.5. MOTPEOUTENBCKUI KOOTIEPATHB,

34.6. 00I11eCTBO B3aUMHOTO CTPAaXOBaHuUS,

34.7. KpEAUTHBIA KOONIEpaTHB,

34.8. ¢donx npokara,

34.9. CENbCKOXO3SIHCTBEHHBIH

KOHTPOJIbHOI palore (cM.

3aJaHue

CAeOVIOUUX

U JAaYHBIA

MMOTPEONTEHCKUT




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

KOOIIEPATHB.
35. Obwecmesennvie opeanuzayuu (1106as u3 credylouux popm):
35.1. MOJIMTHYECKHE TIAPTHH
35.2. CO3ZIaHHBIE B  KAaueCTBE IOPUAMYCCKUX  JIUI
npodeccuoHaIbHbBIE COFO3BI (PO COI03HBIE OPTaHU3AINH ),
35.3. Oprassl OOIIECTBEHHON CaMOAESITeILHOCTH,
35.4. TEPPUTOPHAITEHEIE 00IIIeCTBEHHBIE
CaMOYIPaBIICHHS.
36. Accoyuayuu (coroswi), (mobas uz credyiowux Gopm):
36.1. HEKOMMEepUeCKHUe MapTHEePCTBA,
36.2. caMoperyJIMpyeMble OpraHn3aIlny,
36.3. o0BbeaArHEeHNS paboTonaTeNeH,
36.4. 00beAMHEHNS POPECCHOHATILHBIX COI030B,
36.5. KOOIIEPaTHBOB U OOIIECTBEHHBIX OpraHU3allHid,
36.6. TOPTOBO-TIPOMBIIIIICHHBIE,
36.7. HOTapHAaIlbHBIE MATaTHI.

37. Tosapuwecmea co6CMEEHHUKOB IHCUTbS
38. Kaszauvu obuecmea

39. @onowi:
39.1. 00II[ECTBEHHBIE
39.2. OnaroTBopuTEIbHBIC (HOHIBI.

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

Memoouueckue pexomenoayuu

OTBer Ha 3afaHue JOJDKEH OBITh MPEICTAaBICH B BHIE
0030pa HOPMATHBHBIX MPABOBBIX AKTOB.

[lpy wuneHTUPUKANMKM HOPMATHUBHOH Cpeibl  ClielyeT
ommpathcs Ha pexomeHmanmu 1.5. TOCT P UCO 15489-1-2007
«CUBW/I. Yopasnenne nokymeaTamu. OO01ue TpeOoBaHM:

HopwmaTtuBHas cpena BKIIIOYaeT B cebsl:




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

a) 3aKOHBI U HOPMATUBHBIE aKTBHI, peryaupymomue chepy
JICJIOBOM EATENIbHOCTH B LIEJIOM U B CHENM(UIECKUX OTpacisixX, B
TOM 4YHCI€ 3aKOHbI M HOPMAaTHBHBIE aKTbl, OTHOCSIIHECS

HEMIOCPEICTBEHHO K JOKYMEHTaM, apxvBaM,  JOCTYIIY,
KOH(UICHIUATBHOCTH, JI0Ka3aTeIbCTBaM, SIEKTPOHHOU
KOMMEPIINH, 3aIIUTE TaHHBIX, HH(OPMAITHIH;

b)  cTaHmapThl, OTHOCSAIITMECS K  MPaKTUYECKOM
JIeSITEIbHOCTH;

C) MpaBHUJIa PEKOMEHIATENFHOTO XapaKkTepa, OTpaXkaroIline
MEPEAOBOH OIIBIT;

d) n0OpOBOJLHO NPUMEHSEMBIC O3TUYECKHE KOICKCHI U
HOPMBI;

e) UACHTADUITUPYEMbIE conraIbHbIE OKHTAHUS
(moTpeOHOCTH),  KacarolMecs  aJCKBaTHOTO  TIOBEJCHHUS B
CHeIU(pUICSCKON OTPACITH WIIH OPTaHHU3AIINH.

Bribupas HopmatuBHBIE TpaBoBbIe akThl 11 OI1D, cnenyer
pacnpenensiTh ux o YPOBHSIM (cm. YPOBHU
HOpMaTHUBHO-MeTOANYECKOM 6a3bl B Paznene 2).

I[Ipu  odopmiIeHNN HCTOYHUKOB YKa3bIBaTh Ha3BaHHE
JIOKyMEHTa, JaTy W3/JaHus, aBTOpa, INyHKTHL, TJaBel W T.IL,
perinaMeHTUpylomne paboTy ¢ JOKYMEHTaMH, €Clld He BeCh
MCTOYHHK TOCBAIIEH JOKYMEHTHPOBAHHUIO.

Bce ymomsiHyThle B 0030p€ HMCTOYHHMKH JOJDKHBI OBITH
nedctByronuMu.  CTaTyCc HMCTOYHHMKOB (IeHCTByromuid / He
JICHCTBYIOIIHUH) ClIeyeT MPOBEPATH 110 HHOOPMALIMOHHO-ITPABOBBIM
nopranaM «Koncynsrantllmtocy, «I'apHaT», «Komexe» u np.

Bnaners:

HABLIKAMU AHAAU3A YPOBGHU HOPMAMUBHO-Memoouyeckoll 6asvl JJOY u

Hoy;

Memooamu UOeHMUPUKAyuu HOPMAMUGHOU cpedvl Oasi KOHKPEMmHOl

opzarusayuu uau muna opeaHusaL;mZ;

cnocobamu

demoHcmpayuu YMeHUs

AHAIUUPOBAMNDb

KonTtpoasnas padora
COCTaBUTH pedepar 1o Teme:
«/loKkyMeHTUpOBaHUE JEATEIBHOCTH HETOCYJapCTBEHHON
opraam3anuu (yka3aThb BBIOpAaHHYIO OpPTraHHM3AIMOHHO-TIPABOBYIO
¢dbopmy)». Buael opraHuzalMOHHO-IIPABOBBIX (OPM IPHUBEICHBI




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

HOpMamueHo-MeToqu4IecKyo oazy [OY u UOY;

Huke. OHU HE JOJDKHBL  TTIOBTOPSITHCS B TPYIIIE
TpeboBanus k pedepaty

Conepxanue JOJKHO IEMOHCTPUPOBATH CIEAYIONINE 3HAHMUS
¥ YMEHHS CTYICHTOB!
3nanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA  OesAMeNbHOCMU
He20CyO0apCmeeHHbiX OpeanUu3ayull;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOUPCMEEHHbIX
KOMMEPYeCcKUX U HeKOMMEPUECKUX OP2aHUu3ayull;
- mMunogoeo cocmaga cucmem OOKYMEHMAayuu, Gopmupyiowux
O0OKYMeHMAanbHbILL (HOHO HE20CYOapCMEEHHbIX OPLAHUIAYULL,
- cnocob6os u cpedcms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esimenbHOCm He20CYOapCmeeHHblX OpeanU3AYULL

- HOPMAMUBHO-NPABOBHIX aKkmos, pecnamenmupyouux
OestmenbHOCmb U ee OOKYMEHMUPOBAHUe 6 He20CYOapPCMEEeHHbIX
OpP2aHUZAYUSIX.

Ymenue

- cocmasums HOPMAMUEHO-NPABOGYI0 a3y OOKYMEHMUPOBAHUSL
O0essmenbHOCMU KOHKPEMHOU OP2aHU3ayuL,

- cocmasums NPOeKm HOMEHKAAMypbl 0ell OPSAHUIAYUU, UCXO005 U3
MUN0BO20 COCMABA CUCMEM YNPABIEHYECKOU OOKYMEeHMAyuu,
OD2aHU3AYUOHHLIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMOS,
DpecnameHmupyoumux 0esAmenbHOCHb He20cy0apcmeeHHOu
OpeaHu3ayuu.

TunoBoii mnian pedepara
9. XapakrepucTuka  OpraHU3aLMOHHO-IPABOBOW  (OPMEI
(OIl®) nerocynapcTBenHoi opranuzauuu. (JKemarenbHo
NPUBJICUYCHUE CTATUCTUYCCKUX JAaHHBIX O TOM, CKOJBKO B
Poccun/ permone/obsactei/ ropoje  3aperucTPUPOBAHO




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

10.

11.

12.

opranuzanuii ganHoi OI1D).

OO0mass XapakTepuCTHKa YIpPaBIEHUS  OpraHu3anueit

nanHoit OINd.

OCHOBHOH COCTaB HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB,

pErTaMeHTHUPYIOIINX ACATEIIbHOCTh HErocyAapCTBEHHOM

opraamanuu ganHoi OII® (cm. IlpakTrueckoe 3aganue 2).

XapakTepucTHKa JAOKYMEHTaJIbHOTO (DOHIA (JOKYMEHTOB,

ux KOMILJICKCOB u CUCTEM JOKYMEHTAIINH,

dbopMupyIOIIUXCA B AEATEIBHOCTH HETOCYIapCTBEHHON

OpTraHM3aINN):

OpraHU3allMOHHO-TIPAaBOBAas JOKYMEHTAIINS,

TUTaHOBAsSI IOKYMEHTAIIHS,

pacropsAuTeNbHas JOKyMEHTAIINS;

WHPOPMAITMOHHO-CITPABOYHAS u

CIPaBOYHO-aHAINTHYECKAS JOKYMECHTAIIHS;

OTYETHAas IOKYMEHTALHS,;

e JIOKYMEHTalUss 1O o0eclneueHuro Kaapamu (I0
JMYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTanusi (OyXTranTepcKuid yder
Y OTYCTHOCTD);

® JIOKYMEHTalusi 10 MaTepHaJbHO-TEXHUYECKOMY
00ecITeueHuIo;
JIOTOBOpHAsI IOKYMEHTAIIHS,

® JIOKYMEHTalsi 10  JIOKYMEHTal[MOHHOMY |
WH(POPMAITMOHHOMY OOECIICUCHHUIO NIEeITeIHLHOCTH
YUpEKACHUS;

e JI[pyrMe CHCTEMbI JIOKYMEHTAIIMW, BKIIOYAs U Te,
KOTOPBIE OTPAXKAIOT OCHOBHYIO JCATEILHOCTD U T.JI.

13. Anamus [IPUMEPHOU HOMEHKJIATYypPhI Jen

HErocyJ1JapCTBEHHOM OpraHU3alHu.

14. CnocoObl u cpeacTBa HOKYMEHTUPOBaHHS MH(GOpMalWU B

HEroCyJJapCTBEHHOH OpraHN3alid
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15. [lopsimox XpaHEHHs JOKYMEHTOB HETOCYAapCTBEHHOM
opraumzanuu ganHor OIID.
16. Crmcok nutepaTypbl H HCTOUHUKOB.

Cmpykmypa pegepama: TUTYNBHBIA JUCT, OTJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OWTas Ha MYHKTHl (IIyHKTHI
03arJIaBJICHbl), 3aKJIIOYEHHE, CIIMCOK JIMTEpaTyphbl, NPHIOKECHHE
(Ipr HEOOXOTUMOCTH).

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

KiroueBble ciioBa M 3arojOBKH pa3/ielIOB JOJDKHBI UMETh
paszHble IPUPTOBBIC BHIACTICHUSI.
uratHbli MaTepuan pedepara ohopMIsieTcs B COOTBETCTBHH C
HOpMaTHBaMH  HAy4YHBIX  paboT (CHOCKH C  yKa3aHHEeM
JUTEPATypHOTO HCTOYHHUKA, HOMEPA CTPaHHIL 0053aTEIIbHBI).

TemaTuka pedepaToB 1o Kypcy

1) Joxymenmuposanue dessmenbHOCMU NOTHBIX MOBAPUUECE

2) Joxymenmuposanue desamenbHOCmU obwecms ¢
02PAHUYEHHOU OMBEeMCMEEHHOCHIbIO.

3) Hoxymenmuposanue desamenbHOCmu KPECMbAHCKUX
(thepmepckux) xozsiicms.

4) Joxymenmuposanue — OesAmMeNbHOCMU  XO3AUCMBEHHbIX
napmuepcms.

5) Hoxymenmuposanue OesmeibHOCMU NPOU3BOOCHEEHHBIX
Koonepamusos.

6) Jlokymenmuposganue OesimenbHOCMU HOMPEOUMENbCKUX
Koonepamueog (BHIOPATH JTFOOYIO U3 CICTYIOMINX HOpPM):

7) KUJIMIIHBIH,

8) IKWIHIIHO-CTPOUTEILHBIN

9) rapaxHbIi KOOTIEPATHB,

10) camoBoUecKuii, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,
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12) o0miecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpenTHEIH KOOIIEpATHB,

14) ¢bonx mpokara,

15) cenbckoX03sHCTBEHHBIN OTPEOUTETHLCKUI KOOTIEPATHB.

16) Hoxymenmuposanue — OesmenvHocmu — 0OWeECMEEHHbIX
opearuzayui (BEIOPATh JIOO0YIO U3 CIEAYIOMHX POPM):

17) nonuTHYeckue napTum,

18) coznanubIe B KauecTBe FOPUAMYECKUX hiuziig
npoeccuoHaNbHBIE COI03HI (MTPO(COIO3HBIE OPTaHU3AIINN ),

19) oprans! 00IIECTBEHHON CAMOIEATETBHOCTH,

20) TepputopHanbHbIe 0OIIECTBEHHBIE CAMOYIIPABJICHUS.

21) Jlokymenmuposanue dessimenvrocmu accoyuayuii (Cow308),
(BBIOpATH JIFOOYIO U3 CIACAYIOMINX POPM):

22) HEKOMMEpPUYECKHE MapTHEPCTBA,

23) camMoperyiupyeMbie OpraHu3aliH,

24) obwvenuHeHns paboToaaTeNei,

25) o0beauHeHuUs MPO(eCCHOHABHBIX COHO30B,

26) KOOIIepaTHBOB U OOLIECTBEHHBIX OPraHU3AIHH,

27) TOProBO-TPOMBIIIIIIEHHBIE,

28) HOTapHaIbHbIE MAIATHI.

29) Jlokymenmuposanue OdesimenbHOCIU mogapuujecmas
COOCMBEHHUKOB HCUTBSL.

30) Jloxymenmuposarnue desmenbHOCHU Ka3a4bux 00wecms.

31) [okymenmuposanue Oesmenvrocmu (Honoos (BHIOPATH
MO0y 13 cienyrmux Gopm):

32) obmecTBEHHBIE

33) GiaroTBOpHUTENbHBIE (DOH/IBI.

34) Hoxymenmuposarue oesamenvHoCmu DPENUSUO3HBIX
opeanuzayuil.

35) Jlokymenmuposanue OesimenvHoCmu NyOIUUHO-NPABOBbIX
KOMNAHui.

36) Hoxymenmuposanue desmenvHocmu A0BOKAMCKUX
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obpazosanuil.
K-26 BJIaJIcHHEM HaBbIKAMH 00pa0OTKH JIOKYMEHTOB Ha BCeX 3Tamax
JAOKYMEHT0000POTAa, CHCTEMATH3AIIMH, COCTABJIEHHsI HOMEHKJIATYPHI 1€
3HaTh NPUHYUN®LL — cucmemamuzayuy U - Kiaccuguxkayuu  OOKYMEHmMOos, Bomnpocel k 3a4eTy

KOMNIEKCO8 OOKYMEHMO8, CUCeEM OOKYMEHMayuu,

Ha3HaueHue HOMEHKIAmypbl 0el OP2aHU3aAYUU;

NPUHYUNBL CUCTEMAMU3AYUU OOKYMEHMANIbHO20 (POHOA Op2aHU3ayulL;
NPUHYUNBI
KOMNIEKCO8 OOKYMEHMO8, CUCEM OOKYMEHMayuu,

NPUHYUNBL CUCEMAMU3AYUU OOKYMEHMATIbHO20 POHOA OpeaHu3ayuu;
Munoeoti Habop cucmem OOKyMeHmayuu 1000t Op2anu3ayuu

cucmemamusayuu u IC/ZCICCM(}I)MK(JL;MM aOKyMeHH’IOS,

1.0cobennoctn JOKYMEHTAJIbHBIX
HEroCyaapCTBECHHBIX HEKOMMCEPYECKUX opraHmauHﬁ.

2. JIoKyMEHTHpOBaHHUE JESITEIBHOCTH NPO(hecCHOHaTbHBIX
COI030B

¢dhoHIOB

3. JloKyMeHTHUpOBaHUE  OESTENbHOCTH  PEIUTHO3HBIX
00BbeTMHEHN

4.  JIOKyMEHTHUPOBAaHHUE  JEITEIBHOCTH  aKIMOHEPHBIX
oOmiecTB. YnpaBieH4ecKas: JOKYMEHTALHSL.

5. JoKyMeHTHUpOBaHUE  JEATEIbHOCTH  aKIHMOHEPHBIX

o0mrecTB. Beimyck nieHHbIX Oymar.
6. Homenkmnartypa z1e1 HerocyJapCTBEHHOM OpraHU3alny.
7.CriocoObl JOKYMEHTHPOBAHUSI U €T0 PE3YJIbTATHI.

HToroswlii TECT 11O KypCy

Bompoc 1

Kakas w3 mnepeuncieHHbIX cucTeM jgokyMeHTtanuun HE
OTHOCHTCHI k ynpaBineHUECKOM?

Bri0epuTe o1uH OTBET:

a. Cuctema HKOJIOTUIECKON TOKYMEHTALINU

b. Crucrema (pUHAHCOBOW JOKyMEHTAIIUU

c.  JlokyMeHTauus 0O  MAaTepUAIbHO-TEXHUYECKOMY
o0ecrie4eHuno

d. Cucrema 10rOBOPHOM JOKYMEHTAILIUU

Bomnpoc 2
YkaxxuTe mpaBUIbHOE MPoJobKeHne ¢passl «/lokyMeHTanms
0 PBIHKY IIEHHBIX OyMar...»
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BriOepute o1uH OTBET:

a. HE BXOJIUT B HOMEHKJIATYpy JeJl, TaK KaK He OTHOCHTCS K
KOMIIETEHIIMHU OTAENa AEJIONPOU3BOACTBA

b. BXOOUT B HOMEHKJIATYpY A€l TpPH YCIOBHH HAIWYHS
PE3EPBHBIX Pa3/EioB

C. HE BXOAUT B HOMEHKIATypy aen AO, Tak Kak He SBJISIETCS
YIIPABJIECHYECKOU

d. BxomuT B HOMeHKmatypy nen AO HapaBHE ¢ JAPYTHMH
CHUCTEMaMH

YMeTh

Onpedensims  COCMag cucmem OOKYMEHmAayuu, ucxoos u3 6uda
9KOHOMUYECKOU  OessmenbHOCmU,  (opMbl  COOCMBEHHOCMU U
OPeaHU3AYUOHHO-NPABOBOL (POPMbBL OP2AHUAYUU

NOML306AMBCI HOMEHKIAMYPOU 0ell OP2AHUIAYULL,

00BSCHAMb  CMPYKIMYPY  OOKYMEHMANIbH020 (HOHOA  Op2anHu3ayull,
UCX0051 U3 CReYUuPUKU He20CyOapCMEEHHOU OPEAHUZAYUL.

IIpakTHyeckoe 3axanue Ne 2

3ananune. UneHTnuIMpoBaTH HOPMATHUBHYIO Cpeay AJs
oxnoi n3 caexyromux OIID. CocraBute OuOIHOrpaduIecKui
0030p. BeiG6op OII® B JaHHOM 3aJaHUH [0JIKEH COBNALAThH C
BbIOopoM OII® B  KOHTpOJbHOII paloTe (cM. 3agaHue
KonTposabHoii padoThI).

Crnucok OIID

43. ITonnoe mosapuwjecmso
44. Obwecmeso ¢ oepanuyeHHOU 0MEenmcmeeHHOCHbIO.
45. Kpecmwsnckoe (ghepmepckoe) x0351cmeo.
46. Xossicmeennvie napmuepcmada.
47. Ilpouzsodcmeennvlii KOOnepamus,
48. [lompebumenvckux Koonepamueog (m00as u3 Cieoyouux

dopm):

48.1. JKUITATTHBIH,

48.2. SKAJTUIIHO-CTPOUTEIBHBIN

48.3. rapa)cHblii KOOIIEPaTHB,

48 .4, CaOBOUECKAN, OTOPOJHUYECCKUNA W  JTAUHBIA

KOOIIepaTHB,
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49.

50.

51.
52.
53.

54.
55.
56.

48.5. NOTPeOUTENbCKUN KOOTIEPATHB,

48.6. 00IIIECTBO B3aUMHOTI'O CTPaXxOBaHUA,

48.7. KPEAUTHBIN KOOIEPATHB,

48.8. ¢doHp mpokaTa,

48.9. CEJbCKOXO3SIHCTBEHHBIH NOTPEOUTETCKUI
KOOTIEPATHB.

Obwecmeernnvie opeanuzayuu (100as u3 ciedyiowux ¢opm):

49.1. MOJIMTHYECKHUE TTAPTUHU

49.2. CO3JaHHBIE B KauecTBE IOPUAWYECKUX  JTHI]
npodecCuoHaIbHBIE COO3bI (IMTPO(COI3HBIC OPraHU3aIuH ),

49.3. oprasbl O0IIECTBEHHON CaMOACSITEILHOCTH,

494, TEPPUTOPUATBHBIE O0OIIIECTBEHHBIE
CaMOYIIpPaBIICHHSI.

Accoyuayuu (coroswl), (10b6as uz credyioumux opm):

50.1. HEKOMMEpUYECKHUEe MapTHEPCTBA,

50.2. caMoperyJupyeMble OpraHu3alny,

50.3. o0beTuHeHus: paboTomaTenei,

50.4. 00BeAMHEHNS IPOPECCHOHATLHBIX COI030B,

50.5. KOOTIEpaTHBOB U OOIIECTBEHHBIX OpTaHM3aIHiA,

50.6. TOPTOBO-TIPOMBIIIUICHHBIE,

50.7. HOTapHAaIlbHBIE MATaTHI.

Tosapuwecmea cobCMEEHHUKOB JiCUTbS
Kazauvu obwecmea

DoHObL:
53.1. 00II[ECTBEHHBIE
53.2. OnaroTBopuTEIbHBIC (HOHIBI.

Penucuosuvie opeanuszayuu.
Ilybnuyno-npasogvie kKomnanuu
Aosoxamckue 00pazosanusl.

Memooduueckue pexomenoayuu
OTBeT Ha 3alaHWe JOJDKEH OBITh TPEICTABICH B BHJC
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0030pa HOPMaTHBHBIX MPABOBBIX aKTOB.

[Ipn wpeHTH(UKAIUKM HOPMAaTUBHOW CpeAbl CJEIyeT
onupaTthcs Ha pexkomenmanmu 1.5. TOCT P MCO 15489-1-2007
«CUBU /. Ynpasnenue nokymentamu. O0mmune TpeGoBaHU»:

HopmartusHas cpena BkitodaeT B ceds:

a) 3aKOHBl 1 HOPMAaTHUBHBIE aKThHI, perynupymomme chepy
JICJIOBOM JIESTENFHOCTH B LEJIOM M B CHENH(UIECKUX OTpacisiX, B
TOM 4YHCJIC 3aKOHBI W HOPMATUBHBIC AKTbI, OTHOCAIIHCCA

HEMOCPEJCTBEHHO K JIOKyMEHTaM,  apxXuBaM,  JOCTYIIY,
KOH(UACHINATHHOCTH, JTI0OKa3aTelIbCTBAM, ANEKTPOHHOUN
KOMMEPIIUH, 3aIUTe TaHHBIX, HHOPMAITUH;

b)  craHmapThl,  OTHOCSIIMECS K  MPAKTHYCCKOM
NeATeITLHOCTH;

C) mpaBwWia PeKOMEHIATEIHHOTO XapaKTepa, OTPaKaroIIue
Mepe/IOBOM OIIBIT;

d) noOpoBONBEHO TPUMEHSEMBIE 3THYECKHE KOICKCHl W
HOPMBI;

e) UACHTUDUITUPYEMbIE COITHATHHBIC OXKHJTAaHUS
(motpebHOCTH), Kacaloluecs  aJeKBaTHOTO  TIOBEJCHHS B
crierpUIeCKOi OTPACITH WIIH OPTaHU3AIIHY.

Bri6upas HopmatuBHBIE TpaBoBbIe akTh it OI1D, cnenyer
pacrpenemnsiTh 170:¢ o YPOBHSIM (cm. YPOBHH
HOPMaTHUBHO-METOAMYECKOU 0a3kl B Paznene 2).

I[Ipu  odopmiieHUHM HCTOYHHUKOB YyKa3blBaTh Ha3BaHUE
JMIOKyMEHTa, JaTy W3HaHusd, aBTOpa, ITyHKTHI, TJIaBBl H T.IL,
perIaMeHTHUPYIONEe pabdoTy ¢ JTOKyMEHTaMH, €CId He BECh
HCTOYHUK MOCBSIIECH JOKYMEHTUPOBAHUIO.

Bce ynomsiHyThIE B 0030p€ WCTOYHUKUA JODKHBI OBITH
nedctByronumu.  CTaTyc HWCTOYHHMKOB (IeHCTByromuil / He
JIEACTBYIOIIHI) CIIeyeT MPOBEPSATH 110 HH(DOPMAIIMOHHO-ITPABOBBIM
noptanam «Koncynbrantllmocy, «I"apaary, «Koaeke» u ap.
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Bnanets

NPUHYUNAMU COCMABACHUSL HOMEHKIAMYPblL Oel OP2AHU3AYUU,
Memooamu KOMNAEKMOBAHUSL Oel;

NPAKMUYECKUMU — HABBIKAMU — NOAb308AHUSL  00UWEPOCCUTICKUMU
68€00MCMBEHHLIMU NEPEUHBIMU MUNOBLIX OOKYMEHMO8

u

KonTtpoannas padota
KounTtposabHasi padota
COCTaBUTH pedepaT 1o TeMe:

«/loKyMEeHTUpOBaHUE JIESATEIBLHOCTH HETOCYJapCTBEHHON
opranuzaluy (yKa3aThb BBIOpPaHHYIO OpPraHH3allMOHHO-TIPABOBYIO
¢dbopMy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TPHUBEICHBI
amxke. OHU He OOJIKHBI TIOBTOPATLCA B I'PYIIIIC

TpeboBanus k pedepary

Conepxanue JOJKHO AIEMOHCTPUPOBATH CIEAYIONINE 3HAHUS
1 YMEHUS CTYJICHTOB:
3uanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUS  OesAMelbHOCMU
He20cy0apcmeeHHbIX OP2AHU3AYULL,
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOapCmMEEHHBIX
KOMMEPYECKUX U HEKOMMEPYECKUX OP2aHU3AYULL
- mMunogoeo cocmaga cucmem OOKYMEHMAayuu, Gopmupyowux
OOKYMEHMANbHbI HOHO HE20CYOaPCMEEHHbIX OPLAHUAYULL,
- ¢cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHIEMbIX 6
npoyecce 0esimeIbHOCIU He20CyOapPCMEEHHbIX OP2AHU3AYULL
- HOPpMAMUBHO-NPABOBHIX akmos, Dpecnamenmupyouux
0esimenbHOCMb U ee OOKYMEHMUPOBAHUe 6 He20CYOapCMEEeHHbIX
Op2aHU3AYUAIX.
Ymenue
- cocmasums HOPMAMUEHO-NPABOYI0 0a3y OOKYMEHMUPOGAHUsL
0esAmenbHOCMU KOHKPEMHOU OP2aHU3AYUL,
- cocmasums NPOeKm HOMEHKAAMYPbl 0ell OP2AHU3AYUY, UCXOO0S U3
MUN0BO20 COCMABA CUCIEM YNPABIEHYECKOU OOKYMEHMAYuU,
OpP2AHU3AYUOHHBIX U HOPMATMUGBHO-NPABOGLIX  OOKYMEHMOS,
DpecnameHmupyoumux 0esAmenbHOCHb He20cy0apcmeeHHou
Op2aHu3ayuu.
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TunoBoii miaH pedepara

17.

18.

19.

20.

XapakTepucTHKa  OPTaHU3AIlMOHHO-TIPABOBOH  (DOPMBI

(OIl®) nerocymapctBeHHO opranuzanuu. (JKemateabHo

MPUBJICYCHUEC CTATUCTUYCCKUX OJAHHBIX O TOM, CKOJILKO B

Poccun/ permone/obmacte/ TOpOIE 3apETUCTPUPOBAHO

opranuzanuii fanHoi OIID).

OOmast XapakTepHCTHKa YyNpaBICHHUS OpraHH3aluei

nmanHoi OIId.

OCHOBHOIl €OCTaB HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB,

PEriiaMCHTUPYIOIIUX ACATCIBbHOCTD HeFOCYILapCTBCHHOﬁ

opraausanuu ganHoi OIID (cm. [IpakTuueckoe 3aganue 2).

XapakTepucTiKa ITOKyMEHTAIBHOTO (QOHAAa (IOKYMEHTOB,

ux KOMIIJIEKCOB u CHUCTEM OOKYMCHTAIUU,

(OPMUPYIOIIUXCS B JEATEIBHOCTH HEroCyIapCTBEHHOM

OpTraHM3aIlNN):

OpraHu3alMOHHO-TIPAaBOBAas JOKyMEHTALNS,

TUIaHOBAs TOKYMEHTALIHS;

pacniopsAuTeNbHAs JOKyMEHTALNS;

MH(POPMALMOHHO-CIIPABOYHAs U

CIPAaBOYHO-aHAINTHYECKAs JOKYMEHTALHS;

OTUYCTHaA JOKYMCHTAIIUA,

e JIOKyMEHTanus N0 OOEeCHedeHuro Kaapamu (1o
JTUYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTauus (OyXraJTepcKuil yder
Y OTYETHOCTb);

e JIOKYMEHTalHss 10 MAaTepHaJbHO-TEXHUUECKOMY
00€eCIIeYeHHIO;

° J0roBopHas HOKyMEHTalus,

o JOKYMCHTAaIWA 10 JOKYMCHTAlUOHHOMY u
WHPOPMAITMOHHOMY OO0ECIICUCHHIO JIEATEIHLHOCTH
YUpEKACHUS;
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e JIpyrue CHCTeMbl JOKYMEHTAllUW, BKIIOYas U Te,
KOTOPBIE OTPaXKA0T OCHOBHYIO AEATEIBHOCTD U T.1.
21. Ananus TIPUMEPHOM HOMEHKJIATyPBI Jen

HETOCYIapCTBEHHOM OpraHu3aluu.

22. Croco0bl U cpencTBa AOKYMEHTHPOBAHHS MH(pOpManu B

HETroCyIapCTBEHHOM OpraHru3aluuu

23. llopsimok  XpaHEHWS JTOKYMEHTOB HEroCyJapCTBEHHOU
opranuzanuu fanHo OIID.
24. CnHcoK IUTepaTypbl U HCTOUHUKOB.

Cmpykmypa pegepama: TUTYIbHBIA JUCT, OIJIaBJIICHUE,
BBEICHUE, OCHOBHAs 4acTb, pa30MTasi Ha MYHKTHl (IIyHKTBI
03arjiaBiCHbl), 3aKIIOYCHHE, CIUCOK JIMTEePaTyphl, MPUIOKEHHUE
(Ipr HEOOXOTUMOCTH).

Ob6vem pedeparta TOIKEH COCTaBIATL HE MEHee 15 cTpaHuIg
(mo cnicka nurepatypsl) (14 mpudt yepes 1,5 untepsana).

KitoueBbie cioBa M 3arojIOBKH pas3ziefioB JOJDKHBI UMETh
pasHble IPUGTOBBIC BHIACICHUS.
uratHblil MaTepuan pedepara opopMIsIeTCS B COOTBETCTBHH C
HOpMAaTMBaMH  HAy4YHbIX  pabOT (CHOCKM ¢  yKa3aHUEM
JUTEPATypHOTr0 UCTOYHHUKA, HOMEPA CTPaHHILL 0053aTEIIbHBI).

TemaTuka pedepatoB no Kypcy
1) JHoxymenmuposanue dessmenbHoCmu NONHBIX

mosapuujecms

2) Jloxymenmupoeanue — OesmenvbHOCmu — 00wecms ¢
02PAHUYEHHOT OMEEMCIMEEHHOCIDIO.

3) Hoxymenmuposanue OesimeibHOCMU — KPECMbAHCKUX
(thepmepckux) xoszsiicme.

4)  JJoxymenmupoganue OesmenbHOCmU XO3AUCMEEHHbIX
napmHepcms.

5) [oxymenmuposanue
NPOU3600CMEEHHBIX KOONEPAMUBOSE.

oesmenbHoCmu
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6) [oxymenmuposanue desmenbHOCHU NOMPEOUMEnbCKUX
Koonepamueog (BbIOpaTh IOOYI0 W3 CIEIYIOMIAX
dhopm):

7) KUJIMIIHBIH,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapaxHblif KOOTIEPATHB,

10) capoBogueckuid,  OTOPOAHMUYCCKHMA W Ja4YHBIN
KOOIIEpaTHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) 0011iecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBI KOOTIEpaTHB,

14) doux npokara,

15) cenbcKoX03AHCTBEHHBIHI HOTPEOUTETLCKHI
KOOIIEPATHB.

16) [oxymenmuposanue OesmenvHocmu  00WECMEEHHBIX
opeanuzayui (BEIOPATh JIO0YIO U3 CIEAYIOMHX GOpM):

17) nonuTHYeckue napTum,

18) cozmanHble B KAauyecTBE  IOPHIMYCCKUAX  JIMI
npodeccuoHaIbHbBIE COFO3BI (mpodcoro3nbie
OpraHu3aIuin),

19) opranbI 0GIIIECTBEHHOM CAMOIEATETBHOCTH,

20) TepputopuabHbIe 0OIIECTBEHHBIE CAMOYTIPABIIEHHS.
21) Jloxymenmuposanue — OesmenbHOCmu  ACCOYUAYULL
(c0103086), (BBIOpATh JIHOOYIO U3 CIICAYIOUIUX (HOpM):

22) HEeKOMMepUYECKHe MapTHEPCTBA,

23) caMoperyaupyeMble OpraHu3aIiim,

24) obbenuHeHus paboTomarenei,

25) o0bearHeHUs MPOo(eCcCHOHATBHBIX COFO30B,

26) KOONEepaTUBOB U OOLIECTBEHHBIX OPraHU3aLUH,

27) TOProBO-TPOMBIIIIIICHHBIE,

28) HOTapHaJbHBIC MANATHIL.

29) Jlokymenmuposanue OessmenbHOCMU — MOBAPUUIECINE
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COOCMBEHHUKOB JCUTBSL.

30) Hoxymenmuposanue desimenbHOCHU Ka3aubux
obuecms.

31) Joxymenmuposanue desmenvrocmu ¢onoos (BIOpATh
JO0YI0 U3 cenyroImux Gopm):

32) obImecTBeHHBIE

33) 6maroTBopuTEIbHBIE (HOHIBI.

34) Hoxymenmuposanue — 0essmeibHOCMU — PENUSUOZHBIX
opeanu3ayuil.

35) Hoxymenmuposanue OoesimenbHOCuU
nYOIUUHO-NPABOBLIX KOMNAHULL.

36) Joxkymenmuposanue — OesimenbHOCU — A0BOKAMCKUX
o0bpazosanuil.

IK-20
JAOKYMEHTAMH,

CNMOCOOHOCTBHI0O MCI0JIL30BATH npaBuJjia opraHv3alii BCE€X 3TaroB paﬁOTLI C

B TOM YHUCJI€ apXUBHBIMH TOKYMCHTAMHU

3HaTh

npasuna opeanu3ayul OOKyMeHmupo8anus 0esimenbHoCmu u eé
0CcobeHHOCMU 8 He20CYOapPCMBEHHBIX OPSAHUIAYUAX

npasuia cucmemamuzayuy 0OKyMeHmaibHo2o oHoa
He20CyO0apCmeeHHbIX OpeaHUu3ayull

Bomnpocsl k 3auety

1.Opranu3anioHHO-TIpaBOBasi ~ CUCTEMa  JTIOKYMEHTAITUH
HETrOCYy/IJapCTBEHHOW OpraHM3alvd. 3aJadydl W BUABI JOKYMEHTOB.
Crienuduxka.

2. IlnaHoBast cucTeMa JOKYMEHTAllMHM HEroCyJIapCTBEHHOU
opraHu3aiuy. 3ajaud U BUIbI JOKyMeHTOB. Crieruduka.

3. PacniopsinurenbHas cucTeMa JIOKYMEHTAIUH
HETOCYIapPCTBEHHON OpraHu3anui. 3agadyd W BHIBI JOKYMEHTOB.
Crenunduxka.

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

5. Cucrema KaapoBOW JOKYMEHTAlMH HETOCYAapCTBEHHOMH
OpraHu3alyy. 3aa4u ¥ BUAbI 10KyMeHTOB. Crienuduxka.

6. Cucrema (pPMHaHCOBOI JOKyMEHTALIUU HErOCYAapCTBEHHOM
opraHuszanyy. 3a/1a4u ¥ BUIbI TOKyMeHTOB. Crienuduka.

7. CucteMa JOTOBOPHOM JOKYMEHTAIIMH HErOCYAapCTBEHHOMN
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opraHuszarvy. 3a1auM U BUIBI ToOKyMeHTOB. Crieruduka.

8.  JlokyMeHTamusi 1O  MaT€PUATBHO-TEXHHIECKOMY
00€eCIICUCHNIO HEroCyJapCTBEHHON OpraHW3alui. 3aJa4d ¥ BHUJIBI
nokyMmeHToB. Crienuguka.

Hroroswlii TECT 110 KypCy

Bompoc 1

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

Bribepute oMH OTBET:

a. HOMEHKJIaTypa Jel

b. cucremoii JoKyMeHTauu

C. IOKYMEHTAJILHBIM (OHIOM

d. nenom

Bompoc 2

Opranuzanys, KotTopas (GopMUpyeT JOKyMEHTAIBHBIH (OHI,
Ha3bIBAETCH ...

BriGepure ouH OTBeT:

a. IOPUANIECKOE JIUIIO

b. pong000pazoBaren

C. IOJIOTYETHOM

d. dusmueckoe auI0

Bompoc 3

[epconanbHy0O OTBETCTBEHHOCTh 32  JIOKYMEHTHI,
oOpasyromyecs B HErocy1apCTBEHHOH OpraHu3aly, HeCyT ...

BriGepure oMH OTBeT:

a. AKITMOHEPHI

b. Bce OTBETHI BEPHBI

c. PykoBoauTenu opranuzanmit

d. Yupeaurenu opranu3aruii

Bompoc 4
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PesynbTaTom JIOKYMCHTHPOBAHUS
OpraHU3aIWH SBISICT/FOTCS:

BribeprTe 0IMH WM HECKOIBKO OTBETOB:

a. KOMIUTCKCHI JIOKYMEHTOB

b. HOMEHKIaTypa Jaemn

C. IOKYMEHTBI

d. cucTeMbl TOKyMEHTAIIUU

JACATCIIBHOCTHU

Bompoc 5

Kakyro cucremy noKyMeHTaluu JIMKBUAUPOBAHHOMN
HETOCY/IapCTBEHHON  OpraHu3anud  cyneOHble  HMHCTaHLUH
00sI3BIBAIOT MPUHATH TOCYAAPCTBEHHBIA MIM MYHHIUTAIbHBIH
apxuB Ja)Ke B CIy4ae OTCYTCTBUS JOroBopa?

Bribepute oiMH OTBET:

a. CCTeMY JOKYMEHTAIMH 110 TUYHOMY COCTaBY

b. cucremy (pMHAHCOBOM JOKyMEHTAaLUU

C. PacropsANTENBHYIO CUCTEMY TOKYMEHTALMH

d. TOTOBOPHYIO CUCTEMY JOKYMEHTAIINU

YMeTh

UCNONL306AMb NPABULA OP2AHUZAYUY OOKYMEHMUPOBAHUS U
onepamusHo20 xpanenus 00KyMeHmo8 npu MoOeaupo8aHull
CMPYKMYpbl O0KYMEHMANbHO20 POHOA He20CYOAPCMEEHHO

opearnusayuu, noab3oeamsvCsi NPUMEPHBIMU HOMEHKIAamypamu oen onsa

NPOEeKMUPOBAHUSL HOMEHKAAMYPbL 0€]l OP2AHUAYUU  KOHKPEMHO20
muna;
CAMOCmMOosMebHO NpUobpemams 3Hanus 6 oonacmu

O0OKYMeHmUpo8anus 0esimeibHOCIU He20CyOapCmeeHHOU Op2aHUu3ayul,

OPUEHMUPYACh HA KOHKPEMHYIO OP2AHUIAYUOHHO-NPABOBYIO (hopmy;

IIpakTHyeckoe 3ananue Ne 1
3ananne. CnpoeKTHPOBAThL HOMEHKJIATYPY JeJ1 OIHOI
HEroCyIapCTBEHHOl OpPraHW3aluM MO0 HCXOAHBIM YCJIOBHUSIM.
Haszpanus opranu3anuii BbIMbIILJIEHHbIE.

1. Haspamme oprammsamun - OOO  «BsicoTa»
r. EkatrepunOypr; cdepa AeATENbHOCTH —  CTPOUTEIBCTBO
(3aCTpOUIITHK).
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2. Ha3Banue opranmsanuu — KpectbsiHckoe (epmepckoe)
xo3siictBo  «CamaBar» PecryOnmka  bamkoprocran;  cdepa
neaTenbHOCTH - CelnbCKoe X03MCTBO (’KUBOTHOBOICTRBO).

3. Ha3Banue opranuzamuu — CHT «Ypoxaii» 1. UensiOnHCK;
chepa aesrenpHOCTH - CagoBOJCTBO, OFOPOJHUYECTBO U JAYHOC
XO3SHCTBO.

4. Haspanwne opraamzanuu — OO0 «CUb» r. HoBocubupck;
cthepa nestensHOCTH - ONIEpPaTOPBI COTOBOM CBS3H.

5. Ha3BaHue opraHuzalMy — XO3SIICTBEHHOE NapTHEPCTBO
«Kype» 1. MockBa; cdepa OesTEIbHOCTH - TOPrOBO-3aKyNOYHAast
JeSITEIBHOCTD.

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

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

8. Haspanme opranmzammu — OOO «llunkepron»; chepa
JCATCIIBbHOCTU — YactHas JACTCKTHBHAA U OXpaHHaA ANCATCIbHOCTD,
areHTCTBO.

9. Haszanwme opranmzanuu — U1 «MBanoB U.N» peknamHbIi
xKypHain «Cdepay; cdepa nestenbHocTH - CpencTBa MaccoBOH

nHpopmanun. Pexnama.

10. Ha3BaHue opraHW3alii — accollalysi TYpPareHTOB U




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

TyponiepatopoB «bmok» 1. Camapa;  chepa nesTeNbHOCTH —
TYpUCTCKasi JAEATEJbHOCTb, 3alllUTa HHTEPECOB TYpParcHTOB,
TypOIIEpaTOPOB, TYPHCTOB.

/!!Homep 3a0anus, suldbupaemoco 01 aHaiu3da,
coomeemcmeyem nopsaoKOBOMY HOMePY PamMuiuy CmyoeHma 6
cnucke epynnul. Eciu 6 epynne bonel0-mu uenosex, mo, HAQUuHas ¢
O0OUHHAOYAMO20 CIMYyOeHmd, omyem 3a0anull Hayunaemcs ¢ Ne 1.

Memoouueckue pekomenoayuu

Jns  BBIONHEHWS  3aJaHUS  OPHEHTHUPOBAThCS  HA
TeopeTuueckuil Mmatepuan Paznenos 1 u 2.

B  HoMeHknarype JODKEH OBITh  OTPaXEH  BEChH
JIOKyMEHTAIBHBIN  (OHJ, TPEICTaBICHHBIA  YIpPaBIEHYECKON
JIOKyMEHTAIMeH U JJOKyMEHTaIuel 00eCIIeYrBAarOIIero THIIA.

HammeHoBaHUST 3aroJIOBKOB Jiell HEOOXOJHMMO CBEPSTH C
TUTIOBBIMU TIEPEYHSIMH apXHUBHBIX JOKYMEHTOB (cM. McrouHmkwm).
Oo6s3atenbHo cnepayer m3yuntb 'K PD B wactw, kacaromeiics
BeiOpanHOH OIl®, u denepadbHBIMH 3aKOHAMH TI0 YKa3aHHBIM
BUJAM  JICATCIBHOCTH; YUYMTBIBAWTE TMPH  MPOSKTUPOBAHUU
HOMEHKIJIATyp HOPMAaTHBHBIC MPABOBBIE aKThl CyOBeKTOB PD u mx
TEPPUTOPHUATBHBIX 00pa30BAHMA.

IIpu TIPOEKTHUPOBAHWH HWCIIOJIH30BAThH THUIIOBYIO TaOIHUITY
(hOpMBbI HOMEHKIIATYPBI A€ M. TabmuIly 1.

Tabnuna 1
dDopmMa HOMEHKJIATYPHI JIeJl OpraHUu3alu
" Cpoxk
3aros0Bok XpaHeHus IIpume
HAEKC 0J1-BO
1ea aesa oL, X aena u YyaHus
- XP- Ne crat
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bH
no
Ilepeunio

2 3 4 5

Hemoynuxu

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

[lepeueHr ~ THUMOBBIX  YNPaBIEHYECKUX  APXUBHBIX
JIOKyMEHTOB, 00pa3yromuxcs B Tpolecce AesITeTbHOCTH
rOCyIapCTBEHHBIX OpTaHoB, OpraHoB MECTHOTO
CaMOYIPAaBJICHUS W OpraHU3alyii, C yKa3aHHEM CPOKOB HX
xpanenus", ytB. [Ipukazom MunkyneTypel PO o1
25.08.2010 N 558 (cM. ykazarenmb BHJIIOB JIOKYMEHTOB K
Hemy);

[lepeuens THTIOBBIX ApXUBHBIX JOKYMEHTOB,
obpa3yromuxcs B Hay4YHO-TEXHUYECKON u
MPOW3BOACTBEHHOW  JEATENBHOCTH  OpTaHu3aluil, C
yKa3aHHeM  CpOKOB  XpaHeHus, yTB. [Ipukazom
Muskynstypsl PO ot 31.07.2007 N 1182 (cMm. yka3artens K
Hemy);

CripaBounas napopmanus: "Cpoku XpaHeHUs] JOKYMEHTOB
opranmzanmii’ (MaTepranl MOATOTOBIICH CHEIHAIACTAMU
Koncynprantllntoc) //  Koucymprantllmoc. —Pexum
JIoCTyTa:

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

10. TlomoxkeHue o HNOPAAKC U CPOKAX XPAaHCHHUS NOKYMCHTOB



http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010
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aKIMOHEePHBIX 00mecTB, yTB. [loctanoBnennem ®KIb PO
ot 16.07.2003 N 03-33/mc.

Bnanets

cnocobamu 0eMOHCMpayuy yMeHus aHalu3uposams CUMYayuio
O0OKYMeHMAanbHblll YOHO HE20CYOapCmEeHHOU OpeaHU3ayuLL;

HagvlKamu 00006weHUs pe3yibmanmos aHanu3a cneyu@uru
O0O0KYMEHMANbHO20 POHOA OP2AHU3AYUL ONpedeNeHHO20 MUna,
npuemamu MoOeIUpoBans pe3yabmamos peueHus npogheccuoHaIbHbIX
3a0au.

KonTponabnas padora
KounrpoabHas padora
cocTaBUTh pedepar mo Teme:

«/loKyMEeHTUpOBaHUE JIESATEIBLHOCTH HETOCYJapCTBEHHON
opranuzalMy (yKa3aTb BBIOPAaHHYIO OpraHW3alMOHHO-TIPABOBYIO
¢dbopMy)». Buasl opraHM3anMOHHO-TIPABOBBIX (OPM TPHUBENEHBI
amxke. OHU He JOOJKHBI TIOBTOPATLCA B I'PYIIIIC

TpeboBanus k pedepary

ConepxaHue JOJDKHO IEMOHCTPUPOBATH CIICAYIOIINE 3HAHUS
Y YMEHHS CTY/ICHTOB!
3uanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA — OesAMeIbHOCMU
He20CyO0apcmeenHblX Opeanu3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOUPCMEEHHbIX
KOMMePYeCcKUX U HeKOMMEPUEeCKUX Opeanu3ayull;
- mMunogoeo cocmaga cucmem OOKYMEHMAYUuu, opMupyiowux
OOKYMEeHmMAanvbHblll YOHO He20CYOapCmBEeHHbIX OP2AHU3AYULL,
- cnocobos u cpedcme OOKYMEHMUPOBAHUs, NPUMEHSIEMbIX 8
npoyecce 0esimenbHOCMU He20CYOapCmEeHHbIX OpeaHU3AYULL

- HOPMAMUBHO-NPABOBLIX axkmoe, pecnamenmupyrouux
OesimeNbHOCIb U ee QOKYMEHMUPOBAHUE 8 He20CYOapCMEEeHHbIX
Op2aHU3AYUSX.

Ymenue

- cocmasums HOPMAMUEHO-NPABOYI0 0a3y OOKYMEHMUPOBAHUsL
0esAmenbHOCMU KOHKPEMHOU OP2AHU3AYUU,
- cocmasums NPOeKm HOMEHKAAMYpsl 0ell OP2aHu3aAyUl, UCX00s U3
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munosoco cocmasa cucmem ynpaeﬂqueCKoit OOKymeHmauuu,
Op2canHu3aAyUOHHbIX u HOpMamueHo-npasoesblx OOKyMeHI’}’IO@,
peziameHnmupyrouux desimenbHOCMb Heeocy()apcmeenﬁoﬁ
opeanusayuu.

TunoBoii 1iaH pedepara

25. XapakTepucTHKa  OpPraHU3allMOHHO-TIPAaBOBOM  (OpPMBI
(OIl®) nerocynmapctBeHHO opranuzanuu. (JKemateabHo
NPUBJICYCHNE CTATUCTHYECKUX NAHHBIX O TOM, CKOJBKO B
Poccun/ permone/obmacte/ TOpOIE 3apETUCTPUPOBAHO
opranuzanuii fanHoi OIID).

26. O0mass xapakTepuUCTUKa YIpaBJIECHHUs  OpraHu3anuei
nmaxHou OIID.

27. OCHOBHOW cOCTaB HOPMAaTHBHO-TIPABOBBIX JIOKYMEHTOB,
perIaMeHTHUPYIOIINX JEATeIbHOCTh HErocyAapcTBEHHOM
opraamanuu ganHoi OIID (cm. [lpakTrueckoe 3aganue 2).

28. XapakTepucThKa JOKYMEHTaIbHOTO (DoHMa (IIOKYMEHTOB,
179 KOMILJIEKCOB u CUCTEM JOKYMEHTAIIHH,
dopMupYIOIIUXCA B JAEATEIBHOCTH HErOCyIapCTBEHHON
OpTraHM3aIlNN):

OpraHu3alMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTaHOBAsS JIOKYMEHTAITHS,

pacropsiuTeNbHas JOKyMEHTAIINS;
WHPOPMAITMOHHO-CITPABOYHAS u
CIPaBOYHO-aHAINTHYECKAS JOKYMCHTAIIHS;
OTYETHAs JIOKYMEHTAIHS;

® JIOKYMEHTalusi 1O obecreueHnto Kajapamu (110

JTUYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTauusi (OyXraJlTepcKuil yder

Y OTYETHOCTb);

® JIOKYMEHTalMsi 10 MaTepHaJbHO-TEXHUYECKOMY
00eCITeueHHIO;
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®  JIOTOBOpPHAS TOKYMEHTALHS,
e JIOKYMEHTaluuss MO0  JOKYMEHTAallHOHHOMY |
WHPOPMALMOHHOMY O00ECHEUCHHIO esATSILHOCTH
YUPEKICHUS;
® Jpyrue CHUCTEMBbI JOKyMCHTAIlWH, BKIIOYAs U Te,
KOTOpBIE OTPAKAIOT OCHOBHYIO JIEATEIBHOCTD U T.JI.
29. Ananus IpUMEpPHON HOMEHKJIaTyphl nen

HETOCYIapCTBEHHOM OpraHU3aIty.

30. CrocoOsI U cpencTBa TOKyMEHTHPOBAaHUS WH(GOPMAIUU B

HEroCyIapCTBEHHON OpraHru3aluuu

31. llopsanok XpaHeHUs JOKYMEHTOB HEroCyJIapCTBEHHOH
opranuzauuu fanHou OIID.
32. Crucok nuTepaTypsl 1 HCTOYHUKOB.

Cmpykmypa pegepama: TUTYNBHBIA JUCT, OTJIAaBJICHUE,
BBE/ICHHE, OCHOBHAas 4YacTh, pa30HTas Ha MYHKTHl (IIyHKTHI
03arJlaBJIeHbl), 3aKJIIOYEHHE, CIUCOK JMTEpPaTyphbl, NPHIOKEHHE
(Ipu HEOOXOTUMOCTH).

Obvem pedepara T0IDKEH COCTABIIATL HE MEHee 15 cTpaHuIl
(mo crimcka nmureparypsl) (14 mpudr gepes 1,5 uaTepBana).

KiroueBble ciioBa M 3arojOBKH pa3/ieliOB JOJDKHBI UMETh
paszHble MPUPTOBBIC BBHIICICHUSI.

LluratHeii Matepuan pedepata opopMISETCS B COOTBETCTBHU C

HOpMAaTMBaMM  HAy4YHbIX  pa0OT (CHOCKM €  yKa3aHUEeM

JUTEPATyPHOTO HCTOYHHUKA, HOMEPA CTPaHHII 0053aTEIIbHBI).
TemaTuxka pedepaToB 1o Kypcy

1) Jlokymenmupoearnue OessmenpHOCHU ROAHBIX MOBAPULECE

2) Hoxymenmuposanue — OesmelbHOCmMU  0Owecms ¢
02PAHUYEHHOU OMEEMCMEEHHOCHbIO.

3) Hoxymenmuposanue OesmenbHOCHU KPeCmbsIHCKUX
(thepmepckux) xozsiicme.

4) Joxymenmuposanue  OesmenbHOCMU  XO3AUCMBEHHbIX
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napmuepcms.

5) [loxymenmuposanue OesimenbHOCMU NPOU3B0OCHIBEHHBIX
KOONepamusos.

6) [oxymenmuposanue OesimenbHOCMU NOMPEOUMENbCKUX
Koonepamueo (BIOPATh JIIOOYIO U3 CICAYIOMIHNX (GOPM):

7) SKUIHIIHBIHA,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapakHbIH KOOIIEPATHB,

10) capoBoqUecKHii, OTOPOTHUIESCKUI U TaYHbIH KOOTIEPATHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o0mecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBII KOOTIEpaTHB,

14) boux npokara,

15) cenbckoX03sHCTBEHHBIN IOTPEOUTETHLCKUI KOOTIEPATHB.

16) Joxymenmuposanue — OessmenvHocmu — 0OWECMEECHHBIX
opearuzayui (BEIOPATH JIOOYIO U3 CIEAYIOMHIX GOPM):

17) nonuTHYeckue napTum,

18) coznanHbIe B KavecTBe FOPUAMICCKUX JIHIL
npoecCuoHaNbHBIE COI03HI (ITPO(COI3HBIE OPraHU3aIINN ),

19) oprans! 00IIIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuropuanbHbIE 0OIIECTBEHHBIE CAMOYIIPABJIECHUS.

21) Jloxymenmuposanue dessimenvrocmu accoyuayuii (Cow308),
(BBIOpATH JIFOOYIO M3 CIACAYIOMINX POPM):

22) HEeKOMMEpUYECKUe MapTHEPCTBA,

23) camoperyimpyeMbie OpraHu3aluH,

24) obbenuHeHns paboToaaTenei,

25) oObeaurHeHUs MPO(eCCHOHABHBIX COO30B,

26) KOOIIepaTHBOB U OOLIECTBEHHBIX OPraHU3aLUH,

27) TOProBO-TIPOMBIIIICHHEIE,

28) HOTapHaIBHbIE MAIATHI.

29) Jlokymenmuposanue OdesimenbHOCIU mogapuujecmes
CcOOCMBEHHUKOB JHCUTBSL.
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30) Joxymenmuposanue oesmenbHOCmU Ka3aubux 00uecms.

31) Joxymenmuposanue Oesmenvrocmu Gonoos (BHIOpATh
mo0yI0 13 ciexyrmux Gopm):

32) ob1ecTBeHHBIE

33) 6maroTBopuTEIbHBIE HOHIBI.

34) doxymenmuposanue desamenbHoOCmu PenUSUO3HBIX
opeanuzayuil.
35) JJokymenmuposanue OesmenbHOCMu RYOIUYHO-NPABOBHIX
KOMNAHUUL.
36) Hoxymenmuposanue OdesimenvbHOCIU A0BOKAMCKUX
0bpazosanuii.
BJIaJIeHHEM TeH/IeHIMSIMH pa3BUTHSA
NK-5 uHGOPMATMOHHO-T0KYMEHTAIHOHHOTO U o0ecnevyeHnsi yNpaBJieHHs1 apXHUBHOTO
Aejia
3HaTh €nocobbl OOKYMEHMUPOBAHUSL 0essMeNbHOCMU OPAHU3AYUL Bomnpocsl k 3aueTy
006 omeemcmeeHHOCMU PyKogooumernel opeanuzayuti  u cheyuaiucmos | 1.VHpopmalmoHHO-cripaBoyHast (aHanuTHUECKas 17001
1O YNpagieHuio OOKYMeHmamu 3a OOKYMeHmupoganue 0eiosol u WHPOPMAIMOHHO-aHAINTHYECKAsT) cucrema JIOKyMEHTAIHN

VIPABNEHUECKOl 0eAMeNbHOCIU;

OCHOBHbIE MEHOCHYUU UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20
obecneueHuss OOKYMEeHMUPOSAHUS  0esmeNbHOCU
He20CyO0apcmeenHblX Opeanu3ayul;

603MOJICHOCTU YNOPAOOUEHUS OeNI08OU U YPABIEHYECKOU
0esmenbHOCIMY Op2anu3ayuy 61a200aps CUCMEMAMU3ayul u
Kaaccuguxayuy 00KyMeHmos.

HEroCyJapCTBEHHOW OpraHM3anuu. 3aJadyd M BUABI JTOKYMEHTOB.
Crienuduxka.

2. JloxyMeHTa1us 1Mo HHPOPMAITUOHHOMY U IOKYMEHTAIIHOHHOMY
00eCTeYeHNIO IeATENFHOCTH HeTOCYJapCTBEHHOM OpraHU3aIlnuH.
3agaun u BUABI JOKyMeHToB. Cnennguka

3. OcoOeHHOCTH JOKYMEHTaIbHBIX (DOHIIOB HETOCYJIapCTBEHHBIX
KOMMEPYECKUX OpraHu3alui.

4. CucteMoii JOKyMEHTaluN 00eCIIeYMBAIOIIET0 THUIIa CHCTEMA B
HErocyJJapCTBEHHOM OpraHMW3alMu. 3a7a4u 1 BUJbI JOKYMEHTOB.
Crenuduxka.

5. HoMeHKkaTypa Jenn Herocy4apCTBEHHON OpraHu3aliy.
6.CriocoObl JOKyMEHTHPOBAHUSI U €T0 PE3YJIbTaThI.

7. TUMOBOI1 cOCTaB CUCTEM JOKYMEHTAIMH, 00Pa3yIOLIHIiCs B
JiesiTennbHOCTH oprann3annii. O0Iiast XxapakTepuCTHKA.
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Hrorosrlii TECT 110 KypCy

Bomnpoc 1

HOpunuyeckas 0TBETCTBEHHOCTH 3a paboTy ¢ JOKyMEHTaMu
MPOSIBIISICT TEHACHIIHIO. . .

Bribepute onuH OTBET:

a. K ocnabieHuto

b. ctabmisHOCTH

C. K YCHJICHHIO

d. k mepepacnpeneneHII0

Bomnpoc 2

Kaxkoii rocopran npoBoAUT PErUCTPALINEO FOPUIUNYECKUAX JTUL?

Bribepute oiMH OTBET:

a. TeppUTOpHAIBHBIE OpraHbl ['0CyaapCTBEHHOrO KOMHUTETa
110 CTaTUCTHKE

b. peruonaneubie otrmenenuss DoHAA  COLMATBHOIO
CTPaxOBaHUA

C. TeppUTOPHAJIBbHBIA OpraH MHHHCTEpCTBA MO HAIOraM MU
coopam (MHC) PD

d. TeppuropmanbHple  OpraHel ~ MWHHHUCTEpPCTBA  TI0
AHTHUMOHOIIOIBHOM MONUTHKE U MOJIEP)KKE MPeIITPUHIMATEbCTBA

Bompoc 3

Kakoil M3 nepedncieHHbIX TOCYNAapCTBEHHBIX OpPraHOB
NPUCBaNBAET U COOOIIAET OpraHM3alMK KObI, XapaKTepU3YIOIUe
€ro X034HCTBEHHYIO JEATEIbHOCTh?

Bri0epuTe ouH OTBET:

a. peruoHanbHble  otTneneHus PoHIA  CONMAIBHOIO
CTpaxoBaHUs

b.  TeppuTopmampHble  OopraHbl  MWHHHCTEpCTBA IO
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AHTUMOHOTIOJIBHOM MONMUTHUKE U MOJACPKKE MPEANPUHUMATEIHCTBA

C. TeppUTOpHAIBHBIE OpPraHbl | 0CyZapCTBEHHOTO KOMHUTETa
0 CTAaTHCTHKE

d. TepputopuanbHBIi OpraH MMHHCTEPCTBA 0 HAJIOTaM H
coopam (MHC) PD

Bompoc 4

HerocynapctBeHHble opraHu3aiyy AeiATcs Ha ...

BriOepuTe 01MH WM HECKOJIBKO OTBETOB:

8. HEKOMMEpUYEeCKre

b. akroHepHbIE

Bonpoc 5

[lepBrie akIimoHepHBIE 00IIECTBa B POCCHMYM BO3HUKIIY. ..

Bribepute onuH OTBET:

a. B cepenune XVIII Beka

b. B 1990-x romax

c. B 1922 rony

d. B cepequne XIX Beka

Bompoc6

[Ipeanpustusi, HaxonsIuecs B YaCTHOM COOCTBEHHOCTH, B
IIeJIOM I10 SKOHOMHKE Poccuut cocTaBiIsorT ...

Bribepute oiMH OTBET:

a. 50% ot o011ero yncia npeAnpUATHi

b. menbie 1 % oT obmiero yncna npeanpusTUit

c. 6ompire 80% oT 0b1IeTO YKCHa TPEAIPUATHI

d. menbuie 20% oT o011ero yucia npenpus TR

Bonpoc 7

ToproBo-MpOMBIIICHHBIE HAIaThl OTHOCSTCS K. ..
Bribepute onuH OTBET:

a. TOCyTapCTBEHHON HEKOMMEPUYECKON OpraHN3aIluy

b. HETOCYTapCTBEHHON HEKOMMEPUYECKON OpraHN3aIliu




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHIO OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHBHO-METOAU4YeCKO 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjJeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

C. HETOCY/JapCTBEHHON KOMMEpUECKOI opraHu3aiuu
d. rocynapcTBeHHOM KOMMEPUYECKOH OpraHU3aIiu
Bormpoc 8

TOBapI/IHICCTBa COOCTBEHHHUKOB YKHJIbSI OTHOCATCS K. ..
Bribepute oMH OTBET:

a. HErocy1apCTBEHHON HEKOMMEPUYECKON OpraHu3alun
b. rocynapcTBeHHON KOMMEPYECKOIH OpraHnu3aliu

C. FOCYapCTBEHHON HEKOMMEPUECKOI opraHu3aiiu
d. HerocymapcTBeHHOM KOMMEPUYECKOW OpTaHU3aIHN

Bormpoc 9
OO01ecTBa ¢ OrpaHUYCHHONW OTBETCTBEHHOCTHIO OTHOCSTCS

Bribepute oiMH OTBET:

a. HETOCY/IapCTBEHHON KOMMEPUECKOil opraHu3aiiu

b. rocynapcTBeHHONH KOMMEpPYECKOH OpraHn3aliu

C. FOCYJapCTBEHHOW HEKOMMEPUECKOW OpraHU3aluu

d. Herocy1apCcTBEHHOM HEKOMMEPYECKOH OpraHu3aIin
Bompoc 10

Tekcr Bompoca

Bomnpocamu nepefayd  Ha  XpaHeHHWe JIOKYMEHTOB

JIMKBUAMPOBAHHBIX OpTraHU3allui 3aHUMAIOTCA . ..

Bri0epuTe o1uH OTBET:

a. HAJIOTOBAast MHCIICKITUS

b. pyKOBOAMTEINb JINKBUAUPYEMOI OpraHn3aIiu
C. yUpequTenu

d. nukBugaTOp

YMeTh

CaMOCmMosmebHO NpUobpemams 3HaHUsL 8 0OIACMU
UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0Decneyenus npoyecca
OOKYMEHMUPOBAHUS OeSIMETbHOCTIU, ONUPAACH HA YYeOHUKU U YYeOHble

IIpakTHyeckoe 3ananue Ne 1
3ananue. CnpoeKkTHPOBATH HOMEHKJIATYPY [eJ OTHOI

HerocyzlapCTBeHHoﬁ OpraHv3anvm 10 MCXOAHBIM YCJIOBHSAM.
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nocobus;, nyoauxayuu npo@ecCcuOHAIbHbIX NePUOOUYECKUX USOAHULL

oenamv YMO3AKIIOUEHUS. NO AHAU3ZY MEHOCHYULL PA3EUMUSL
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 0DeCneyeHus]
He20CyO0apCmeeHHbIX OPeAHU3AYULL O MAMEPUATAM NEPUOOULECKUX
npogeccuoHaIbHbLLX U30AHUIL.

Ha3Banus opraﬂmaum“l BBIMBIIIIVICHHBIEC.

1. Haszsamme oprammamuun — OOO  «BwicoTa»
r. EkatepunOypr; cdepa AeATENBHOCTH —  CTPOUTEIBCTBO
(3acTpOUIITHUK).

2. Ha3Banue opranmsanuu — KpecthbsiHckoe ((epmepckoe)
xo3siictBo  «CamaBar» PecnybOnmka  bBamkoprocran;  cdepa
IeaTenbHOCTH - CelbCKoe X03IMUCTBO (’KUBOTHOBOCTRO).

3. Ha3Banue opranuzanuu — CHT «Ypoxaii» . UensiOuHCK;
cepa nmesrenbHOCTH - CaloBOJICTBO, OrOPOJAHMYECTBO U JAYHOE
XO3SIUCTBO.

4. Ha3panue oprannzanuu — OO0 «CUb» r. HoBocubupck;
cdepa nesTenbHOCTH - OniepaTophl COTOBOI CBS3H.

5. Ha3BaHue opraHuzalnMy — XO35ICTBEHHOE NapTHEPCTBO
«Kype» 1. MockBa; cdepa OesTEIbHOCTH - TOPrOBO-3aKyNOYHAas
JeSITEIBHOCTb.

6. HaszBanme opranmsanmu — OOO «ABTOTOPr» T.
Kamununrpan; cdepa nestensnoctu — Toprosis. Komuccuonusie
MarasuHbl 110 TOPTOBJIC TPAHCIIOPTHLIMU CPEACTBAMMU.

7. Ha3Banue opranuzanuu — nosHoe ToBapuiectBo (I1T)
«/Iuzenwy; cdepa gedarenbHOCTH - HedTErazoqo0BIBAOIINX
MIPOM3BOICTRO.

8. Haszpanme opranmzamuu — OOO «llunkepron»; cdepa
JIesITeIbHOCTH — YacTHas JeTeKTHBHAS W OXpaHHAs JeSTeNbHOCTbD,
areHTCTBO.
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9. Haspanwme opranuzanun — W11 «MBanos W.N» pexmaMHbIit
xypHan «Cdepa»; chepa mearempHOCTH - CpemcrtBa MaccoBOit
nHpopmarun. Pexnama.

10. Ha3Banue opranuzalnuu — accoUualus TYpareHTOB U
TyponepatopoB «bimok» r.Camapa;  cdepa AEATENBHOCTH —
TYPUCTCKasA  ACATCIIBHOCTD, 3aluTa HMHTEPECOB TYparcHTOB,
TypOIEepaTOpOB, TYPHCTOB.

/!!Homep 3a0anus, suloupaemoco 011 aHaiu3da,
coomeemcmeyem nopsioK08oMy HOMepy Hamuiuu cmyoeHma 6
cnucke epynnot. Ecnu 6 epynne 6onel 0-mu uenogex, mo, Hauunas ¢
O0OUHHAOYAMO20 CMyOeHmd, omyem 3a0anuil Havunaemcs ¢ Ne 1.

Memoouueckue pexomenoayuu

Jia  BBINONHEHHMA  3aJaHUsl  OPHEHTHUPOBAThCS  HA
TeopeTnueckuil marepuan Pazgenos 1 u 2.

B  HomeHknmarype JOKeH ~OBITh  OTpaXEH  BeCh
JOKYMEHTAIBHBIA ~ (OHJA, TIPEACTABICHHBI  yNpaBlIEHYECKON
JOKyMEHTalMel 1 JOKyMeHTaurel 00ecreynBaonero THIia.

HammeHoBaHUsT 3aroJIOBKOB Jiell HEOOXOJHMMO CBEpSTH C
THUTIOBBIMU TIEPEYHSIMH apXHUBHBIX JOKYMEHTOB (cM. Mcrounumkm).
Obs3arensHo cnenyer u3yuutb 'K P® B wactm, kacaromerics
BeiOpanHOH OII®D, u denepanbHBIMU 3aKOHAMH TI0 YKa3aHHBIM
BAJAM  JESITENbHOCTH; YYWTBIBAWTE TPH  MPOEKTHPOBAHUHU
HOMEHKJIaTyp HOPMAaTHBHBIE IPaBOBbIE aKThl CyObekTOoB PD n mx
TEPPUTOPUAIIEHBIX 00pa30BaHUH.

[Ipn mpoeKkTHpOBaHMM WCHOIH30BATh THUIIOBYIO TaOIHUILY
(hOpMbI HOMEHKJIATYPHI A€ CM. Ta0JuIly 1.
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Tabmuma 1
Dopma HOMEHKJIATYPHI JIeJI OPraHn3alin
Cpok
XpaHeHusi
1 3aros0Bok K Aena u pume
HIEKC 0J1-BO Ne crar
aeaa YyaHus
aena eJl. Xp. bHU
no
IlepeuHio
1 2 3 4 5
Hcemounuku
11. ®enpepanbubiii 3akoH o 22.10.2004 N 125-03 "O6

12.

13.

14.

apxuBHOM Jene B Poccuiickoit @enepanun”

[lepeueHr ~ THUMOBBIX  YNPaBIEHYECKUX  APXUBHBIX
JIOKYMEHTOB, O0pa3yloIUXcsi B TPOIEcce JCSTEIbHOCTH
rOCyIapCTBEHHBIX OpIaHoB, OpraHoB MECTHOTO
CaMOYIIPaBJIeHUsI U OPraHM3alHid, C YKa3aHHEM CPOKOB HX
xpanenus", ytB. Ilpukazom MunkyneTyper PO ot
25.08.2010 N 558 (cM. ykazaTenb BUAOB JIOKYMEHTOB K

HeMY);

HepequL THUITIOBBIX APXUBHBIX JTOKYMCHTOB,
00pazyromuxcs B Hay9IHO-TEXHUUYCCKON u
NPOM3BOJACTBEHHON  JEATETbHOCTH  OpraHu3auui, ¢
yKazaHHWEeM  CpPOKOB  XpaHeHus, yTB.  I[Ipukazom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cMm. ykazaTtenb K
HeMY);

CrpaBounasi uHpopmanusi: "Cpoku XpaHeHHUs] JOKYMEHTOB
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call

opranmzanuii” (Marepuan MOATOTOBIEH CHEIUATHUCTAMU
Koncynprantllnroc) //  Koucymsramtllmoc. —Pexum
JOCTyIa:
http://www.consultant.ru/document/cons doc LAW 12
1777/

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

Bnanets

cnocobamu cosepuieHCmE08aHUsi NPOYeccUOHAIbHbIX 3SHAHUL U YMEeHUL
nymem UCnOIb308aHUSL BOZMONCHOCIEL UHPDOPMAYUOHHOU CPedbl npu

onpeoeneHu meHOeHYull pa3eumust
UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0becneyenus YnpasieHus.
apxuenHoeo oeid;

npuemMamu aHaIU3a HOPMAMUGHbIX AKMos8 6 0bnacmu
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 0DeCcneyeHUs: OessmelbHOCTNU
He20Cy0apCmeeHHbIX OP2aHUu3AyUil;

npuemMam UCc1e008aHusi UHGOPMaAYUOHHO-00KYMEHMAYUOHHOZO
obecneuenust 0esimenIbHOCMU He20CYOapCmEeHHbIX OP2anu3ayuil no
UCTNOYHUKAM U HAYYHOU JUmepamype

KonTpoabnas padora
KonTpoabnas padora
cocTaBUTh pedepar mo Teme:

«JloKyMEHTHpOBaHHE JEATEIBHOCTH  HETOCYAapCTBEHHOM
opranm3anuu (yka3aThb BBIOpAaHHYIO OpPTraHHM3AllMOHHO-TIPABOBYIO
dopmy)». Bumel opraHu3anMOHHO-TIPABOBBIX (OPM TIPHUBEICHBI
Hwke. OHU HE IOJDKHBI MTOBTOPSITHCA B TPYIIIIE

TpeboBanus k pedepaty

CozepxaHue JOHKHO JIEMOHCTPUPOBATH CIICAYIONIUE 3HAHUS
Y YMEHUS CTY/ICHTOB:
3uanue:
- cneyuguueckux uepm  OOKYMEHMUPOBAHUS — OesmeibHOCHU
He20Cy0apCmeeHHbIX OPeaHU3aAYULL;
- OCHOBHbIX OP2AHUAYUOHHO-NPABOBHIX (POPM HE20CYOapPCMBEHHbIX
KOMMEPUECKUX U HEKOMMEPHECKUX OP2AHUZAYULL,
- MUNOB020 COCMABA CuUcmeM OOKYMeHmayuu, Qopmupyouux
OOKYMEHMANbHOI (POHO He20CYOAPCMEEHHbIX OPLAHUIAYUIL,
- ¢cnocobos u cpedcme OOKYMEHMUPOBAHUsl, NPUMEHIEMbIX 6
npoyecce 0esimeabHOCU He20CyOUPCMEEHHbIX OPAHUZAYULL,
- HOPMAMUBHO-NPABOGHIX akmos, peznamenmupyouux



http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_44000/bcac11f90215ee7c92ff2af5b3cab47e0e2117b2/#dst100010
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OesiImeNbHOCIb U ee OOKYMEHMUPOBAHUE 6 He20CYOapCmEeHHbIX
OpeanU3AYUsIX.

Ymenue

- COCMAsUMb HOPMAMUBHO-NPABOSYI0 0A3Y OOKYMEHMUPOSAHUS
OesiIMeNbHOCTU KOHKPEMHOU 0OP2aHUu3ayuu;

- COCABUMb NPOEKM HOMEHKIAMYPbl 0ell OP2AHU3AYULU, UCX005 U3
MUN0B020 COCMABA CUCMEM YIPAGIEHYECKOU OOKYMEeHmayuu,
OP2AHUBAYUOHHBIX U HOPMAMUBHO-NPABOBLIX  OOKYMEHMOS,
pe2nameHmupyrouux OesamelbHOCb He20Ccy0apcmeeHHouU
opeanuzayu.

TunoBoii mnuan pedepara

33. XapakTepucTuKa  OpraHW3aIlMOHHO-TIPaBOBOM  (HhOPMEI
(OIl®) nerocymapctBeHHoil opranuszanuu. (JKematembHO
MPUBJICYEHNE CTATHCTHYECKUX JAaHHBIX O TOM, CKOJBKO B
Poccun/ permone/obmacte/ TOpOIE 3apETHCTPUPOBAHO
opraam3anuii qanaoi OI1D).

34. OOmiasi  XapakTepUCTHKAa YOpPaBJICHUS  OpraHu3aluen
naguou OI1D.

35. OcHOBHO#1 cOCTaB HOPMATHBHO-TIPABOBBIX JOKYMEHTOB,
perIaMeHTUPYIOIINX JEATEIbHOCTh HErocyAapcTBEHHOM
opraamsanuu ganHoi OII® (cm. [IpakTuueckoe 3aganue 2).

36. XapaxkTepucTuKa TOKYMEHTAIBHOTO (OHAA (IOKYMEHTOB,
ux KOMILIIEKCOB u cucTeM JOKYMEHTAIINH,
dopMHpYIOIIUXCS B JICATEIHLHOCTH HETOCYapCTBEHHON
OpraHu3aIyn):

OpraHu3alMOHHO-TIPaBOBAas JOKyMEHTALNS,
TJIaHOBAs TOKYMEHTALIHS;

pacropsAuTeNbHas JOKyMEHTALNS;
WH(POPMALMOHHO-CIIPABOYHAS U
CIPaBOYHO-aHAINTHYECKAs JOKYMEHTALHS;

®  OTYETHas JOKYMEHTALus;
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® JIOKYMCHTalUs N0 OOECHeUeHUIo Kaapamu (1o
JUYHOMY COCTaBY);

e (uHaHCOBas JAOKyMeHTalus (OyXTranTepcKuil yder
1 OTYCTHOCT);

e JIOKYMEHTalUs II0 MAaTepHaJbHO-TEXHUUYECKOMY
00€eCIeUYEeHHIO;

®  JIOTOBOpPHAS TOKYMEHTAIHS,

e JIOKYMEHTaluss MO0  JOKYMECHTallMOHHOMY |
WHPOPMALTUOHHOMY OO0ECICUCHHIO JeATSILHOCTH
YUPEKACHUS;

e JIpyrue CHCTEMbl JOKYMEHTAalMH, BKIIOYas U Te,
KOTOPBIE OTPAXKAIOT OCHOBHYIO AEATEIBHOCTD U T.1.

37. Ananms IIPUMEPHOU HOMEHKJIATYpPBI Jen

HETOCYIapCTBEHHOM OpraHU3aIly.

38. CnocoObl 1 cpeacTBa JOKyMEHTHPOBAaHHUs MH(DOpMAaH B

HETOCYIapCTBEHHOH OpraHu3alun

39. TIlopsanok XpaHeHUs] JOKYMEHTOB HEroCyJIapCTBEHHOH
opranuzauuu faHHou OIID.
40. Comcok uTepatypsl 1 HCTOYHUKOB.

Cmpykmypa pegepama: TUTYNBHBIA JUCT, OTJIAaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OWTas Ha MYHKTHl (IIyHKTHI
03ariaBJieHbl), 3aKIIOYEHHE, CIUCOK JIMTEPaTyphl, MPUIOKEHHUE
(pm HEOOXOIMMOCTH).

Obwvem pedepara TOIDKEH COCTABIIATL HE MeHee 15 cTpaHuIl
(mo crimcka nmureparypsl) (14 mpudr yepes 1,5 uareppana).

KitoueBble ci0Ba M 3arojioBKM pa3ieiioB JOJDKHBI UMETh
paszHble MPUPTOBBIC BBIJCTICHUSI.

[uratHbli MaTepuan pedepara odopMIsIETCS B COOTBETCTBHH C

HOPMAaTUBaMM  HAy4YHbIX  pabOT (CHOCKM €  YyKa3aHUEeM

JUTEPATypHOTO HCTOYHHUKA, HOMEPA CTPaHHIL 0053aTEIIbHBI).
TemaTuka pedepaToB 1o Kypcy
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1) Joxymenmuposanue dessmenbHoCcmu ROIHbIX MOGAPUECTE

2) Jloxymenmupoeanue  OesimenvHocmu — obwecms ¢
02PaHUYEHHO OMBEMCMEEHHOCMbIO.

3) Hoxymenmuposanue OesmenbHOCMU KpeCcmuvaHCKUX
(¢hepmepckux) xozaiicms.

4)  JJokymenmupoganue — OesimenbHOCMU — XO3AUCMEEHHbIX
napmmuepcms.

5) Jloxymenmuposanue OesimenvHOCMU NPOU3BOOCHIBEHHBIX
KOONepamusos.

6) [oxymenmuposanue OesimenbHOCMU NOMPEOUMENbCKUX
Koonepamueoe (BIOPATh JIIOOYIO U3 CICAYIOMIHNX (GOPM):

7) SKAIHIIHBIHA,

8) I KWIHMIIHO-CTPOUTEIBHBIN

9) rapakHbIH KOOIIEPaTHB,

10) camoBoIUeCKHi, OTOPOAHUIECKUI U JAYHBIN KOOIIEPATHB,

11) noTpeOUTENLCKHIA KOOTIEPATHB,

12) o01iecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBII KOOTIEpaTHB,

14) doux npokara,

15) cenbCckoX 03 CTBEHHBIN TTIOTPEOUTENBCKUI KOOTIEPATHB.

16) Joxymenmuposanue — OessmenvHocmu — 0OWECMEECHHBIX
opearuzayui (BEIOPATh JIO0YIO U3 CIEAYIONIHIX GOpM):

17) nonuTHYeckue napTum,

18) coznanHbIe B Ka4yecTBe IOPUIINIECKUX T
npoecCuOHaIbHBIE COI03HI (ITPO(COI3HBIC OPraHU3aIINN ),

19) opranbl 00IIECTBEHHON CaMOJIESTEIBHOCTH,

20) TeppuTopHanbHEIE OOIIECTBEHHBIE CAMOYIIPABJIECHUS.

21) Joxymenmuposanue dessmenvhocmu accoyuayuti (Co0308),
(BBIOpATH JIFOOYIO U3 CIACAYIOMINX QOPM):

22) HEeKOMMEpUYECKUe MapTHEPCTBA,

23) camoperyimpyeMble OpraHu3aLuH,

24) oObeauHEeHUs paboToIaTeNeH,
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25) o0bearHeHUs MPO(ECCHOHATBHBIX COFO30B,

26) KoOIIepaTUBOB U OOIIECTBEHHBIX OPTaHU3aIINi,

27) TOProBO-TPOMBIIIIIICHHBIE,

28) HOTapHaIbHbIE MAIATHI.

29) [Jlokymenmuposanue OdesimenvbHoCIu moeapuujecms
COOCMBEHHUKOB HCUNBSL.

30) Joxymenmuposanue 0esmenbHOCmU Ka3aubux 00uecms.

31) Jokymenmuposanue Odesmenvrocmu @Gonoos (BHIOPATH
mo0yI0 13 ciexyrmux Gopm):

32) obIecTBEHHBIE

33) 6maroTBopuTEIbHBIE HOHIEI.

34) Joxymenmuposanue oesmenbHOCMU DenucUO3HbIX
opeanu3ayuil.

35) Jokymenmuposanue OesimenvHocmu nyOIUUHO-NPABOBbIX
KOMNAHUL.

36) Hoxymenmuposanue OdesimenvHOCU A0BOKAMCKUX

obpazosanuil.




0) Ilopsinoxk mpoBeAeHUs] NMPOMEKYTOYHOM aTTeCTAIlMU, NMOKA3aTeJId M KPUTePUHU
OlleHUBAHUSI:

[TpomeXKyTOUHBINA KOHTPOJIb 110 TUCIUIUIMHE MPOXOIUT B (hopMe 3a4eTa:

- Ha ONIEHKY «3aureHo» (65-100% )-, eciu mpeogojicBacT IMOPOTOBHIM YPOBCHD.
OO0yuaromiuiics moKa3bpIBaeT MOPOroBbIii YpOBEHb CPOPMUPOBAHHOCTH KOMIETEHIIUH, T.€. 3HAET
CnOCcoObl  OOKYMEHMUPOBAHUsL  OeAMEeNbHOCMU — OpeaHu3ayull, 00  OMEemcmeeHHOCHmuU
PpyKosooumenei  OpeaHu3ayull U cneyuamucmos no  YNpaeieHuro - OOKYMEeHmamu  3d
OOKYMEHMUposauue 0en08ol U YAPAGIEHUEeCKOU OesmelbHOCMU, Npasuid OpeaHu3ayuu
OOKYMEHMUPOBAHUSL  OeAMENIbHOCMU — OP2aHU3AYUU,  NPUHYUNLL  CUCIeMAmu3ayuu U
Kaaccuguxayuy OOKyMeHmo8, KOMNIEKCO8 OOKYMEHMO8, CUCIeM OOKYMEeHmayuu, HAa3HAyeHue
HOMEHKAAmMypvl 0ell Op2aHu3ayuu, ouyuaibHvle UCMOYHUKY ONYOIUKOBAHUS AKMYANbHbIX
HOPMAMUBHbLIX NPABOGLIX akxmos P®; omauyumenvHble Xapakmepucmuky 3aKOH00AmerbCcmed no
OOKYMEHMUPOBAHUIO 0esiMeNbHOCMU He20CYOApPCMBEHHbIX Op2aHu3ayull;, ymeeT Haxooumbv
akmyanvhvle  peoaKyuu HeoOX00UMbLX HOPMAaMUGHbIX npasoewix akmos 8
UHGOpMayUoHHO-NPagosulx unmepHem-nopmanax «Kouncynomanmy, «lapanmy u op.;
onpeodensams cocmag cucmem OOKYMEHMAYUU, UCX00si U3 6U0Ad IKOHOMUUECKOU OesimelbHOCU,
@opmbl cobcmeeHHOCMU U OPeAHUBAYUOHHO-NPABOBOU (OPMbL OPaAHUZAYUU UCHOIbI08AMND
npasuia  opeanu3ayuu  OOKYMEHMUPOSAHUSL U ONEPAMUBHO20 XPAHeHUsl OOKYMEHMO8 npu
MOOEeNUPOBaAHUU CMPYKMYPbl OOKYMEHMANbHO20 (POHOA He20CYOapCMBEHHOU Op2aHU3AYUU,
CaMOCmMosimenbHO npuobpemams 3HaAHUS 8 001ACU UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U
obecneyeHuss npoyecca OOKYMEeHMUPOBAHUSL OesIMENbHOCMU, ONUPAACL HA Y4eOHUKU U yieOHble
nocobus, BAaaeeT HAGLIKAMU AHANU3A YPOBHU HOPMAMUBHO-Memoouydeckou 6aszvl JOY u UOY;
APUHYUNAMU COCMABILEHUSL HOMEHKAAMYPbl 0ell OP2AHUZAYUU CROCOOAMU OeMOHCMPAYUU YMEHUs
AHATUBUPOBATNL — CUMYAYUI0  OOKYMEHMAIbHLII  (OHO  HE20CYOapCMBEEHHOU  OPeaHU3AYUL,
Cnocodamu co8epuEeHCmBeo8anus NPOYeCcCUOHALHBIX 3HAHULL U YMEHUU nymem UCNOIb308aHUS
B03MOJICHOCIEN  UH(OPMAYUOHHOU — Cpedbl  Npu  ONPeoeleHuUu  MEeHOCHYUl  pa3eumus
UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0OecheueHUs: YNpagieHus apxXusHozo 0eid,

— Ha omeHkKy «He 3auteno» (0-64,9%) — pesyaprar OOydYeHHS HE JOCTUTHYT,
00yJaromuics Ha MPaKTUIECKUX 3aHITUSAX, IPY HAMMCaHUH pedepaTa U MOATOTOBKE JOKIa1a He
MOYKET O0Ka3aTh 3HAHMs Ha YPOBHE BOCIPOU3BENEHUS M O0O0bACHEHHS WH(POpPMALUU, HE MOXKET
M0Ka3aTh MHTEJUIEKTYaJIbHbIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.



