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1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

(hopMupoOBaHKE CIIOCOOHOCTH UACHTU(UIIUPOBATH HOPMATUBHYIO CPETY JISl peaTu3ariiu
Pa3IMYHBIX HAMIPABICHUN MPO(ECCHOHANBHOM IEATENIHOCTH, PelIaTh NPo(hecCHOHaAIbHBIC

3a/layd B COOTBETCTBUU C HOPMATHUBHBIMH NPABOBBIMU aKTaMu B cepe oOpa3zoBaHUs U
HOpMaMU TPOPECCHOHATBHON JSTHKH, OOECIeYHBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHUE
o0pa3oBaTeNbHON,  YINpaBIEHYECKOM M HAy4YHO-UCCIIEJOBATEIbCKONM  JESATENIbHOCTH
00pa30BaTeNbHON OpraHU3aIiy.

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

HucuuruinHa HopmatuBHO-IIpaBoBOoe oOecreyeHue YIpaBieHUs OOpa3oBaHUEM C
NPaKTUKyMOM 110 JEJONPOU3BOACTBY BXOJAUT B 00s3aTenbyl0 dYacTh y4eOHOro TIaHa
00pa3oBaTeNbHON IPOrPaMMBI.

Jns  wu3ydeHUs  JUCHUIUIMHBI ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLUILIUH/ IPAKTUK:

CoBpemeHHbIe ITPo0IIeMbl HAyKH U 00pa30BaHUs

[IpakTHKyM 1O perieHuo NpodhecCHOHAIbHO-YIIPaBIEHYECKUX 3a]a4

[IpoexTrpoBaHHE U MOHUTOPUHT B 00pa30BaHUU

[Tpon3BoaCTBEHHAS - TPAKTUKA IO MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIIBITA
npodecCHOHATIBHOMN JeSITeIbHOCTH

VHHOBaIIMOHHOE MPEANPUHUMATEIBCTBO

Opranuzanus MpOCBETUTENHCKON NEATETLHOCTH B CUCTEME 00IIeTo 00pa3oBaHHs

[Ipon3BocTBEHHAS - IEJaroruuecKas MpakThKa

TexHonoruu opraHuzanuu OOpPa30BATEIBHOTO IPOIECCa B CHUCTEME COBPEMEHHOTO
00paszoBaHHs

TexHonoruu pazpaboTKu MporpamMm AesTeIbHOCTH 00pa30BaTEIbHOIO YUPEKIACHUS

VYnpasnenue o6pazoBaHueM

VYdeOHas - 03HaAKOMHTEIbHAS IIPAKTHKA

Ilcuxomoruyeckue OCHOBBI YIpaBJIEHUS MEPCOHAJIOM B  00IIe00pa3oBaTEIbHBIX
OpraHu3aIsIxX

VYnpaBieHrne BOCIIUTATEIbHBIMU CUCTEMaMHU

3HaHus (YMEHMs, BIIaJIEHUs ), IOJyYEHHbIE NMPU M3YyYeHUU JaHHOM IUCIMIIIMHBI OyxyT
HEOOXOIUMBI JUTSl U3yUSHUS T CIUTLTIH/TIPAKTHK:

[IpakTHKyM 1O pereHuto MpodhecCHOHAIFHO-TIEarOrMYECKIX 3a/1a4

[TpakTHKyM 1O perieHuo NpodhecCHOHAIbHO-YIIPaBIEHYECKUX 3a1a4

[TpoexTrpoBaHWEe 1 MOHUTOPUHT B 00pa30BaHUH

ITpon3BosCTBEHHAs - MPAKTUKA M0 MOJYYEHHUIO MPOPECCHOHATBHBIX YMEHHH M OIbITa
poeCCUOHAIBHON eI TETbHOCTH

VYnpasieHue kauecTBOM o011ero o0pa3zoBaHus

BrinonHenue u 3anura BeITYCKHONW KBaNU()UKAMOHHOM paboOThI

IToxroToBka K cjaue u caaya rocyapCcTBEHHOT0 IK3aMeHa

[Tpou3BoCTBEHHAS - HAYYHO-UCCIIEIOBATEIbCKas padoTa

[TpouzBoacTBEHHAS - TPEAIUIIIOMHAs TPAKTUKA

3 Komnerenuun odyuaromierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbTaTte ocBoeHus AucHUIUIMHBI (Moayins) « HopmatuBHO-IpaBoBoe obecrieueHue
ylpaBjieHUus] 00pa3oBaHUEM C IMPAKTUKYMOM IO JIEJIOMPOM3BOJCTBY» OOYyYaroIIMHCS TOJKEH
00J1a/1aTh CIEAYIOIMMHU KOMIIETEHIIUSIMU:

KO,Z[ HHJUKATOpa I/IH,I[I/II(aTOp JOCTHIXKXCHHA KOMIICTCHIIMH

OIIK-1 CriocoGeH ocymecTBIsATh U ONTUMU3UPOBATH TPOPECCUOHATBHYIO ESTEILHOCTD B




COOTBETCTBHH C HOPMATHBHBIMH IPABOBBIMM aKTaMH B cdepe 00pa3oBaHUS W HOPMaMH
poheCCUOHATBHOMN YTHKH

OIIK-1.1 AHanmu3upyeT U HCIOJb3yeT HOPMAaTUBHBIE IIPABOBBIC JTOKYMEHTHI,
perJaMeHTHPYIOIIHe TpeOoBaHUsL K MPOPECCHOHAIBHOMN e TEIIbHOCTH

OIIK-1.2 [Ipumensier HOpMaTUBHO-IIPABOBBIE aKThl B cepe 00pa30BaHUS C YUETOM
HOPM IPO(eCCHOHATILHOM dTUKHU

OIIK-1.3 OcymectBiisieT NMpopEeCcCHOHATHPHOE B3aUMOJCHCTBHE C yYaCTHHKAMU

o0pa3oBaTeNbHBIX  OTHOIIGHHMA B COOTBETCTBUM C  HOpMamu
npodecCuOHATBHON STHKH




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsieT 3 3a4eTHBIX enuuuil 108 akax. gacoB, B TOM

YUCJIC:

— KOHTakTHas padora — 20,3 akaj. 4acoB:

— aynutopHas — 18 akaj. 4acos;

— BHeayIuTOpHas — 2,3 akaJl. 4acoB

— caMOCTOsITeNIbHAS paboTa — 52 akaj. 4acos;

— MOJTOTOBKA K dK3aMeHy — 35,7 akaj. yaca

®dopma aTTecTaluy - SK3aMEH

AynuropHas ) =
o | xomraxTHAs pabota E 3 ®dopma TeKyIero
=
Paszen/ Tema % (B axaj. yacax) E > Bun 5 KOHTPOJIS Kon
S g ©| caMoCTOATENbHON | yCIEeBaeMOCTH U
JUCLUTUTAHBI 5 [ ., | xomnerennun
@) s 2 £ paboTsl MIPOMEKYTOYHOM
nab. | mpakr. 3
Jlex. P < aTTecTaLH
3aH. 3aH. (O &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obeclieyeHUue  yNpaBIEHUECKOH
JeITeTLHOCTH B
00pa3oBaTeIbHON OpraHu3aliu
Nzyuenue
TEOPETHIECKON U
MIPaKTHUECKOI
JUTEPATypPHI IO
TeMe
Ormpoc
Pabora ¢
11 IIpunnumne Jomainee
OpraHu3aluu HHOpMALIOHHO- IPaKTUYECKOe
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a anue 1 OINK-1.1,
p P . 22U | 8 nopranamu A OIK-1.2,
6asbl 00pazoBaTenbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonTponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabota
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOU
paboThI
Iloaroroska k
3 TECTUPOBAHUIO
Nzyuenue
TEOPETUYECKOH U
MPaKTUYECKOU
JUTEPATypPhI IO
TeMe
1.2 CocraB JOKaJbHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB uHpopManoHHo- |JloMaliHee 3ajaHne
00pa3oBaTenbHOM MPaBOBBIMH 2 OIIK-1.1,
OpraHu3aluy. 4/21 8 ropTajamMmu Tecr 1 OIIK-1.2,
IOpunnueckas cuna Iapanr, KonrtponbHas OIIK-1.3
YIIPaBICHYECKHX Koncynpsranrllno pabora
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Beimonnenne
KOHTPOJIbHOU
paboTsI
Ilonroroska x
TECTUPOBAHHIO
HWroro no pazaery 6/41 | 16




2. Pazgen 2. Opranuzanus
JIEJIOTIPOU3BOJICTBA
00pa30BaTENbHBIX YIPEKICHUSIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Omnpoc
PaGora ¢ Z[OMaIEHHee
21 OcobeHHocTi UHPOPMALMOHHO-
MIPAaKTHIECKOe
OpraHu3alu MIPAaBOBBIMH sananie 3 OIIK-1.1,
JIeJIOTIPOU3BO/ICTBA 421 | 10 ropTajamMmu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Iapasr, OIIK-1.3
KonrtponbHas
OpraHu3aluu Koncynprantllmo a6oTa
¢, Pocapxus. p
OKk3aMeH
Brinonnenne
KOHTPOJIBHON
paboThI
[lonroroBka x
TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphI IO
Teme
Omnpoc
Pabora ¢ P
Jomanraee
UH(OPMAIIIOHHO-
NPaKTUYECKOe
2.2 JIOKyMEHTHpOBaHHE MIPABOBBIMH OIlK-1.1,
" 3amanue 4.
o0pazoBarebpHOM 3 2 10 nopTajgamMu OIIK-1.2,
Tecr 2
EITENLHOCTH Iapasr, OIIK-1.3
KonTponbaas
Koncynbsrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenune
TEOPETUYECKON 1
MPaKTHYECKOU
JUTEPATYPHI 110
paryp 3aciymmBaHue
reme JTOKJIaJIOB
Pabora ¢ CTYACHTOB
2.3 OcobeHHOCTH UHPOPMALTUOHHO- Y
Homaninee
JIOKyMEHTUPOBaHUS MIPaBOBBIMU OIlK-1.1,
. MIPaKTHIECKOe
TPY/AIOBBIX OTHOIICHUH B 2 8 nopTagamu OIIK-1.2,
. 3ajganue 5
00pa3oBaTenbHOM Iapasr, Teer 2 OIIK-1.3
OpTaHu3alnN KoncynperanTllnro
KonrtponbHas
¢, Pocapxus.
pabota
Beimonnenne
o OK3aMeH
KOHTPOJIBHOM
paboThI
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JNTEPATypPHI IO
Teme 3acinymuBaHue
Pa6oTa ¢ HOYKH;MOB
24 CrpykTypa nH(OpPMALOHHO- CTYIEHTOB
JOKyMeHTanmbHOTO  (hoHAa TPaBOBBIMH Y
N Homaninee
00pa3oBaTenbHOI opTajaMu DAKTHEECKOE OIIK-1.1,
OpraHu3aIlHy. 4 8 Iapasr, P OIlK-1.2,
3amanue 6
Homenknatypa Jen Koncynbsrantllno Tecr 2 OIIK-1.3
obpazoBaTenbHON ¢, Pocapxus.
KonrtponsHas
OpraHH3alNH BrinonHenne
N pabora
KOHTPOJBHOH
OK3aMeH
paboThI
IMoaroroBka k
TECTHPOBAHHIO
IMoaroroBka k
9K3aMEHY
Hroro no pazaeny 1221 | 36
Hroro 3a cemectp 18/61 | 52 9K3aMeH
Hroro no aucnumnnuze 18/611 | 52 DK3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npouecce 00ydyeHus no JUCUUIUIMHE IPUMEHSIOTCS CIIEAYIOIINE TEXHOIOTUH.

1. TpagunuoHHble 0Opa3oBaTEIbHBIE TEXHOJOTUH, MPEANOJIATAOIUEe PIMYIO
TPAHCIALMIO 3HAaHUM OT mpenojaBarenss K CTyAEHTY (NPEUMMYIIECTBEHHO Ha OCHOBE
O0BSICHUTEIbHO-WILTIOCTPATUBHBIX METO/I0B 00yueHus). YueOHas qesITeIbHOCTh CTYACHTa HOCUT
B TaKUX YCJIOBUSX, KaK IIPABUIIO, PENIPOYKTUBHBINA XapakTep.

@®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAULIIMOHHBIX TEXHOJIOTHIA:

IIpakTHyeckoe 3aHATHE, MOCBSAIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHH M HaBBIKOB I10
IPEJIOKEHHOMY aITOPUTMY.

2. TexHosioruu npoOJEeMHOro oOyudeHHs] — opraHu3anus o0pa3oBaTeNbHOrO Ipoliecca,
KOTOpask MPEeoJaracT MoCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YYEOHBIX MPOOIEMHBIX
CUTYalMH JUIsl CTUMYJIMPOBaHMsI aKTUBHOM [TO3HABATENIBHOM AEATEIBHOCTU CTYJCHTOB.

®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BAHUEM TEXHOJIOTHIA MPOOIEMHOT0 00ydeHUS:

[IpakTuyeckoe 3aHsATHE B (OpMe NpPaKTUKyMa — OpraHu3anus ydeOHOH paboThl,
HaIpaBJICHHAs Ha PEIICHHE KOMIUICKCHOW Y4YeOHO-II03HABATEIbHON 3aJaud, TPEOyroImed OT
CTYZICHTa IPUMEHEHMS KaK Hay4YHO-TEOPETUUECKUX 3HAHUI, TaK M IPAKTUYECKUX HABBIKOB.

[IpakTuueckoe 3aHATHE HA OCHOBE KeHC-METO]a — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOI
CUTYallUH, BOCIIPOU3BOALIECH peabHbIe YCIOBHUS HAYYHOU, IPOM3BOJICTBEHHOM, 00111eCTBEHHOM
nesTenibHOCTH. OOyvaroliyecsl J0JKHBI MPOAHATM3UPOBATh CUTYalUIO, pa3o0paThCcsi B CYTH
npo0ieM, IpeAoKUTh BO3MOKHBIE pEeIlIeHHs U BbIOpaTh Jyuiee U3 Hux. Keiicel 0azupyroTcs Ha
peaibHOM (PAKTHUECKOM MaTepHalle Ui e MPUOIMKEHbI K peaIbHONW CUTYalUHU.

3. TexHonoruu NpoeKTHOro oO0y4eHUs — OpraHuszalus o0Opa30BaTENBLHOIO Ipolecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAIHOTO DPELICHUS MPOOJEMHOM 3aJaydl WM BbIIOJHEHUS
yuebHoro 3ananus. [IpoekT npennosaraer COBMECTHYIO y4eOHO-I103HABATEIbHYIO 1€ TEILHOCTh
IPYNIbl CTYJIEHTOB, HAIIPABJIECHHYIO HA BbIPAaOOTKY KOHIEMIMM, YCTAHOBJIEHHUE L€ U 3a1ad,
(GOpMYIHUPOBKY OKHJAEMBIX PE3yJbTaTOB, OIpPEJE/ICHHUE MNPUHLUIOB U METOAMK peIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, MOUCK JOCTYNHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYIO pEaTu3allyio IaHa paboThl, MPE3EHTALMI0O PEe3ysbTaTOB pPabOThHI, MX
OCMBICITICHHE U PeIIKCHIO.

NupopmaninoHHbli  MpOeKT — y4yeOHO-TIO3HABAaTeNIbHAs JESITENBHOCTh C  SPKO
BBIPa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMAaTU3alus HHPOpMaLuU
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYAaCTHUKOB IPOEKTa C 3TOW MH(OpMalMel, ee aHalIu3 U
o0o011eHune 1Jis Mpe3eHTauu 6osee HMPOKON ayTUTOPHH).

5.  HHdpopMannoHHO-KOMMYHHKAlIUOHHBIE ~ OOpa3oBaTelIbHBIE  TEXHOJOTHH  —
oprasu3zaiys 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaTU3UPOBAHHBIX
IPOrPaMMHBIX Cpel M TEXHUYECKUX CPEACTB padoThl ¢ MH(popmanuein. HTepHET-TeXHOIO0rus
(ceTeBast TEXHOJIOTHUs), OCHOBaHHas Ha WCHOJb30BAHUU TJIOOANBHBIX U  JIOKAJIBHBIX
KOMIIBIOTEPHBIX ~ CEeTeH, oOecrneynBaeT JAOCTyla oOydaromuxcsi K HHGPOPMAIMOHHBIM
o0pa3oBaTeNbHBIM pecypcaM U (OpPMHUPYET COBOKYIMHOCTh METOIUYECKHUX, OPTaHU3allMOHHBIX
TEXHUYECKUX U MPOrPaMMHBIX CPEJICTB pealiv3allid W YIpPaBJIEHUS Y4eOHBIM IPOIIECCOM
HE3aBUCHMO OT MECTOHAXOXKJIEHHS €ero CyOBeKTOB [UIi JAMCTAHIIMOHHON IOAJIEPKKU
00pa3oBaHUs CTYJE€HTOB C OTPaHMYEHHBIMU BO3MOXKHOCTSMH 37J0POBbSI, OJJAPEHHBIX CTY/IECHTOB,
OpraHM3alMy JUCTAHLMOHHOIO KOHTPOJS 3HAHWM CTYIEHTOB M IPOBENCHHUS 3aHITHH C
HCIIOJIb30BaHUEM JMCTAaHLMOHHBIX OO0Opa30BaTEIbHBIX TEXHOJOTUH U TPOITYCKAOLIUX
ayJUTOpPHBIE 3aHATUS MO NpuUdYMHaM Oosie3HH. DOopMBl yueOHBIX 3aHATHI C HCHOJIB30BAHUEM
MH(OPMALlMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHIl: IpakTHYecKoe 3aHsATHE B  (opme
IIPE3EHTALMN — IPEACTABIIEHUE PE3YIBTATOB IPOEKTHOMN MM UCCIIEOBATEIBCKOMN JEATEIBHOCTH.



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

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. ABepbsiHoBa, T. A. YmpapieHue cucteMaMu 0Opa3oBaHUs . Y4eOHO-METOIMYECKOE
nocobue / T. A. AsepbsiHoBa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 91 c. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2702.pdf&show=dcatalogues/1/1131
709/2702.pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpooObekT. - Tekcr
3JIEKTPOHHBIN. - FIMeeTcst medyaTHbIi aHaJIoT .

2. Bonkoga, B. B. OcHoBbI nenonpounsBoictsa : yueOHoe nmocodue / B. b. Bonkosa, M. B.
KpuponuisikoBa. - Marauroropck : MI'TVY, 2013. - 1 anekrpos. ont. auck (CD-ROM). - 3arm. ¢
TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1037. pdf&show—dcatalogues/1/1119
335/1037.pdf&view=true (mara oOpamenus: 14.04.2021). - Makpoodwbekt. - Tekcr
ANEKTPOHHBIN. - CBeienus AocTynHbI Takxke Ha CD-ROM.

3.KoxymkoBa, H. B. Crpykrypa nokymentra. CucremMbl JOKyMEHTAIIHH.
YHubunupoBanHasi CHCTeMa OPraHHU3aIMOHHO-PACTIOPSAUTENLHOM JOKYMEHTAIlMU: o0IIue
TpeOOBaHHUs K COCTaBJICHHIO U opopmieHuto : yaeOHoe nocooue / H. B. Koxymkosa ; MI'TV. -
Maruutoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyi. kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara oOpamenwus:14.04.2021). - MakpooOobekr. - TekcT

AMekThoHURI - Crenernug mocTvitanl Takxke ua CN-ROM

0) lonmotHuTEIBHAS TUTEPaTypa:

1.ABepbsiHoBa, T. A. JIoMKHOCTHBIE HHCTPYKLUN CHEIUATIMCTOB CUCTEMbI 00pa30BaHus !
ydaeOHo-MeToqu4eckoe mocodue / T. A. ABepbsinoBa ; MI'TY. - Maraurtoropek : MI'TY, 2017. - 1
sanektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. okpanma. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3168.pdf&show=dcatalogues/1/1136
543/3168.pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpooObekT. - Tekcr
3NIEKTPOHHBIN. - CBeieHUs T0CTyIHBI Takke Ha CD

2. AnuapeeBa, C. JI. Opranmszamus paboTel C  OOpallleHUSAMH  TpaKIaH
ydaeoHo-meroauyeckoe nocodue / C. JI. Auapeesa ; MI'TY. - Marautoropek : MI'TY, 2016. - 1
sanektpoH. onrt. guck (CD-ROM). -  3Barm. ¢ Turyn. okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mara oOpamenus: 14.04.2021). - Makpoobobekr. - Tekct
AJIEKTPOHHBIH. - CBeieHus 1ocTynHbI Takke Ha CD-ROM.

3. barayraunosa, C. ®@. YrpasieHue AOIIKOIBHBIM 00pa3oBaHHeM . yaeOHoe mocooue /
C. @®. barayrmunoBa ; MI'TY. - Marautoropck : MI'TY, 2015. - 1 31eKTpoH. ONT. JUCK
(CD-ROM). - 3arin. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123
945/1427 pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpooObekT. - Tekcr
AJIEKTPOHHBIH. - CBeieHus 1ocTynHbI Takke Ha CD-ROM.

4. banemckas, H. P. IlpaBoBoe perymupoBaHue TpyJa TOCYIapCTBEHHBIX U
MYHHUIMTATBHBIX CIyXamux : ydeoHoe nocodue / H. P. Banbiackas, JI. M. PaxumoBa, B. M.
apyposa ; MI'TY. - Marauroropck : MI'TY, 2017. - 1 snextpoH. onr. quck (CD-ROM). - 3arm.
c THUTYII. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3205. pdf&show—dcatalogues/1/1136
718/3205.pdf&view=true



(mata oopamenus: 14.04.2021). - MakpooObeKT. - TekcT : 31eKTpoHHBIN. - CBEACHUS JOCTYITHBI
takke Ha CD-ROM.

5. Oneitnuk, E. B. HopmatuBHO-TIpaBOBOE M METOMUECKOE 00ECIIEYCHNE NHKITIO3UBHOTO
obpaszoBanus . ydebHoe mocobue [mus By3oB] / E. B. Omeiinuk ; MaraHuToropckuii roc.
texunyeckuid yH-T uM. I'. M. HocoBa. - Maruutoropck : MI'TY um. I'. 1. Hocoma, 2019. - 1
CD-ROM. - ISBN 978-5-9967-1668-5. - 3arn. c¢ Tutya. o9kpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3940.pdf&show=dcatalogues/1/1530
515/3940.pdf&view=true (mata oOpamenus: 25.09.2020). - Makpoobdbekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynusl Takke Ha CD-ROM.

6. Uepnona, E. B. Undopmannonnas 6¢30macHOCTs B 00pa3oBaHuu . yueOHOoe mocooue /
E. B. Uepnoga, JI. ®. 'aaueBa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 37eKTpoH. ONT. TUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2499. pdf&show—dcatalogues/1/1130
272/2499.pdf&view=true (mara oOpamenus: 25.04.2021). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

B) MeToaunyeckue ykasaHus:
[Ipencrasnens! B [Ipunoxxenuu 3

r) [Iporpammuoe obecneuenue u UHTepuer-pecypcebi:

IIporpamMmmHoe oGecnieueHue

HaumenoBanue .
0o Ne norosopa CpoKk JIeHCTBYSI JIUIICH3UH

MS Windows 7
Professional(mmsa  |A-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Office 2007 |y, 135 o1 17.09.2007 Geccpouro
Professional
7Zip CBOOOJTHO 0eccpoyvHO
FAR Manager cBOOOIHO 06eccpoyHO

IIpodeccnonanbubie 0a3bl JaHHBIX M MH(POPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI
Hassaunune xypca Cchuika

DOnekTpoHHass 0aza TEPUOAUYECKUX HU3AHUIN
East View Information Services, OO0 «MBHUC»
HammonansHast
unpopmanonHo-ananutuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHASKC HAYYHOI'O ITUTHPOBAHMS
ITouckosas cucrema Akaaemust Google (Google
Scholar)
Nudopmannonnas cucrema - EnnHOe OKHO
JI0CTYTIa K HHGOPMAIIMOHHBIM pecypcam
Poccuiickass T'ocymapcTtBeHHass OuOIMOTEKA.
Karanoru
OnexTpoHHbIe pecypchl Onbmuorexku MI'TY um.
[.1. HocoBa

https://dlib.eastview.com/

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

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

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

http://magtu.ru:8085/marcweb?2/Default.asp




VHuBepcHUTETCKAS UH(OpPMAIMOHHAS cucreMa
POCCUA
MexayHapoaHas HayKoMeTprdecKas pedepaTuBHas u
HOJIHOTEKCTOBas 0a3a JaHHBIX Hayudbix usmanwmii|http://webofscience.com
«Web of science»
MexayHapoanas pedepaTuBHas M I[OJHOTEKCTOBAsS
crpaBouHass 0a3a JAHHBIX HAYYHBIX W3JAHHUH
MexayHapoanas 0a3a MOJHOTEKCTOBBIX JKYPHAJIOB
Springer Journals
MexayHapoaHas 0a3a CIpaBOYHBIX U3JaHMH 10 BCEM
orpaciisim 3Hanui SpringerReference

9 MartepHaJIbHO-TeXHHYECKoe o0ecnedyeHne JUCIUILIMHBI (MOLYJIs1)

https://uisrussia.msu.ru

http://scopus.com

http://link.springer.com/

http://www.springer.com/references

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe AUCIUTUINHBI BKIIIOUACT:

VY4eOHble ayaUTOPUM JUIsl TPOBEACHUS 3aHATUN JIEKIMOHHOTO THMA: JOCKa,
MYJIbTUMEAUMHBIE CPEICTBA XPAHEHMUS, IIepelauu U MpeICTaBIeHUs UHPOPMALIH.

VY4eOHble ayauTOpUM [UIsl TPOBEACHUSA MPAKTUYECKUX 3aHITUM, TIPYNIOBBIX U
WHIVBUAYAJIBHBIX KOHCYJIBTALMM, TEKYLIETO KOHTPOJI U IIPOMEXKYTOUYHON aTTeCTalluu: JO0CKa,
MYJIbTUMEAUMHBIA IPOEKTOP, KPAH.

[lomemenuss I8 CaMOCTOSITEbHOM — pabOThl  OOyYarOLUXCsA:  MEPCOHAIbHBIC
kommbioTepsl ¢ makerom MS Office, Beixozom B MHTEpHET M ¢ JAOCTYyIIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO CPEy YHUBEPCUTETA

[lomemenne st XpaHeHUs U NPOPUIAKTUUECKOTO OOCIY)KHUBAaHUS  y4eOHOIO
oOopynoBanusi: mKadbl Uil XpaHEHUs Yy4yeOHO-METOAMYECKOW JTOKYMEHTAlUHu, Yy4eOHOro
000pyI0BaHUS U YI€OHO-HATIISTHBIX TTOCOOUIA.



Ipuioxkenne 1
Y4eOHO-MeTOAMYECKOE 00ecTedeHHe CAMOCTOSITeIbHOM PadoThl 00y4aArOINXCSI
Jlomaminee 3axanmne 1

[ToBTOPUTH HPUHIUIBI OpPraHU3allMd HOPMATHBHO-TIPABOBOM 0a3bl 00pa3oBaTeIbHOM
nesirenpHOCTH B Poccniickoit denepanuu.

[Tonb3ysch nH(OPMaIMOHHO-TIPABOBBIM MOPTAIOM Koncynprantllntoc
(http://lwww.consultant.ru/) uaeHTHQHUIMPOBATE HOPMATUBHYIO cpely s oOpa3oBaTeibHOU
OpraHu3aIy OJIHOTO U3 TUIOB (110 BBIOOPY cTyAeHTa). CIUCOK ASHCTBYIONIUX MTPABOBBIX aKTOB U
HOPMAaTHBHO-METOJMYECKUX JIOKYMEHTOB JIOJDKEH OTPaXXaTb YPOBHEBYIO OPTaHU3AIUIO
HOPMAaTUBHOM cpeibl.

Pexomenoayuu.

1. 3yuuTts crathio 23 «Tumsl 06pazoBaTenbHbIX opranuzanuiiy denepansHOro 3aKkoHa ot
29.12.2012 N 273-®3 (B pgeiictBytomiei penakiuu) "06 obpazosanuu 6 Poccutickoii
@edepayuu”. Boidpats oauH u3 Tunob. CoriacoBaTh BBIOOp C MpernojaBareneM (TUIBI He
JIOJDKHBI TOBTOPSATHCS).

2. N3yuuts TpeboBanus @3 « 06 obpazosanuuy», Kacaroluecs BCEX BUIOB AESATEIbHOCTH
o0pa3oBaTeNbHONW OpraHM3alud  BeIOpaHHOrO THHAa. OMNpeneNuTh COCTaB JIOKYMEHTOB,
PErJaMeHTUPYIOIIUX €€ JeSATENIbHOCTh, IPEICTaBUB €ro B BHUIEC HMEPAPXUUYECKOrO CIHCKa
HMCTOYHHUKOB 4-X ypOBHEH:

1) mpaBoBbIE aKThI, M3/1aBa€MbI€ BHICIIMMU T'OCYIaPCTBEHHBIMU OpraHamMu QeaepaibHOn
3aKOHOJIATENTPHOM BIIACTH M BBICIIMMH opraHamu ympasieHus (KoHcTuTymusi, KOHEKCHI,
denepanbable KOHCTUTYLIMOHHBIE 3akoHBI (DK3), dhenepanbubie 3aKoHbl (DP3), MOCTAHOBICHUS
[TpaBurenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBble aKkThl, W3JaBaeMble (efepalbHBIMU OpraHaMU HCIOJHHUTENbHOM BJIACTH:
MUHHCTEPCTBAMH, KOMHUTETAMH, BEIOMCTBAMH KaK OOIIEOTPACIEBOTO, TaK W BEIOMCTBEHHOTO
xapakTepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIIyX0, areHTCTB, OI0pO U JIp.;
WHCTPYKTUBHBIC MTMChMa, TUTIOBBIE TIOJOKEHHUS, THIIOBBIE U TEXHUYECKNE PETJIAMEHTHI, THITOBBIE
MHCTPYKLIMU M Jp., obuiepoccuiickue n BenoMcTBeHHbIe Kiaccugukatopsl, ['OCTsI, nepeunn
TUTIOBBIX JIOKYMEHTOB U JIp.);

3) mpaBoBBIE aKThl, U3/laBa€Mble OPraHaAMM 3aKOHO/ATEILHOM U MCIIOJHUTENBHOM BIAaCTH
cy0bekToB PO 1 MX TeppUTOpHAIBHBIX 00pa30BaHWi (3aKOHBI MOCTAHOBJICHUS MPABUTEIHCTBA
cyobekToB P®, pacnopsskeHuss M IIOCTAHOBJIGHHMS TIJIaB AJAMMHUCTpAIMi, pa3IUYHbIE
MOJI3aKOHHBIE AKTHI);

4)n0KanbHBIE AKThI, NMPABOBbIE AaKThl HOPMATUBHOIO M WHCTPYKTUBHOIO XapakTepa, a
TaKXKe METOAMYECKHE JOKYMEHTHI TI0 JIOKyMEHTAIlHOHHOMY OOECIIEYCHUIO YIPABICHHUS,
U3/1aBaeMble PYKOBOJICTBOM 00pa30BaTeNIbHOM opraHu3anuu (ycTaB, MOJI0KEHHUs, HHCTPYKIIUH, B
TOM 4YHWCJIE€ WHCTPYKIMH (TpaBWia) TIO JIENONPOHM3BOJACTBY OpraHM3alnuu, Tabenn
yHUDUIUPOBAaHHBIX (POpM, anbOOMBI OJIAHKOB, MOJIOKEHHUS O JIEJIONPOU3BOJCTBE, O paboTe ¢
NIEPCOHATBHBIMH JJAHHBIMA U TIPOYHE OPTaHU3allMOHHO-TTPABOBBIC JIOKAIBHBIE aKThI).

3. Bce mnepeuncisieMble JOKYMEHTBHI JOJDKHBI COAEP)KaTh HIACHTUDUIUPYIOIIUE HX
PEKBU3NTHl (HAMMEHOBAaHWE IOKYMEHTA, JaTa W3JaHWs, KeM YTBEp)KIEH, JaTa TOCIeIHEH
peaaKinm)

Jlomaminee 3aganue 2

1. U3yuntsh ctathio 30 «JlokambHbIE HOPMATHUBHBIE AKTHI, COAEPKAIIUE HOPMBI, PETYIUPYIOLINE
oOpa3oBaTenbHbIe OTHOIICHHsS» DenepanpbHoro 3akoHa ot 29.12.2012 N 273-®3 (B
nerctBytomei penakiun) "O6 obpazoBanuu B Poccuiickoit @enepanmn”

2. OTBETUTH HA BOMPOCHI:



K kakoii rpymme ympaBICHUECKHX JOKYMEHTOB OYAYT OTHOCHTBCS JIOKAIbHBIC aKThI
o0pa3oBaTenbHON OpraHu3anuu’?

Kakne JOKYMCHTBI JJIA O6p330BaTeJIBHOI>'I OopraHu3alnuu ABJIAIOTCA y‘IpCI[I/ITeJ'IBHHMI/I?
3. CocTaBbTe CIIHCOK JIOKAIBLHBIX aKTOB JJIA O6paSOBaT€J'IBHBIX OpFaHI/IBaHI/Iﬁ BI)I6paHHOFO THIIA.

4. Ionw3ysich (a) Ilepeunem munogwix ynpasieH4ecKux apxXusHulx OOKYMeHmo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AHO8 MECHHO20 CAMOYNPAGIEHUS U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (0) Ilepeunem Ooxymenmos co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupescoenuil u opeanusayutl eco cucmemvl, yme. Ilpuxkazom Munucmepcmea
npoceewernusi CCCP om 30 odexabps 1980 200a N 176; (B) Ilpunoxenunem 18 «lIpumepnas
HOMEHKJIaTypa Jell 001eo0pa3oBaTebHOTO yupexaeHus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpPa3’08amenbHbIX YVUPEeHCOCHUSX),
OTIpEeIeNIUTh CPOKU XPAHEHHS IJs BCEX JOKYMEHTOB M3 CIIMCKA, YKa3aB CTAaThl0 U MYHKT TOJl
[lepeuns, Hanpumep:

Ne TunoBoe HaumeHoBanue | Cpok xpaneHust | Ne craTbu [Iepeuenn
n/n JIOKQJIBHOT'O aKTa

17 Y4eOHbIe MIaHbI U [TocTostHHO 603 [Tepeuens 1980
MIPOTPaMMBbI KYpPCOB
MOBBILICHUS
KBaJIM(DUKAIIMK yYUTETEH,
BOCITMTATENIEH,
pabOTHHUKOB
BHEIIKOJIbHBIX
YUPEKIAECHUM, IPOrPAMMBI
U1 CaMOOOpa30BaHUs

18

Jdomamnee 3aganue 3

1. Uzyuuts Ilpuxaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumepnou uncmpykyuu
no 0e10npou3eo0cmay 6 2ocyoapcmeeHuvix opeanuzayusax” (3apeructpupoBaHo B MuHiocte
Poccun  17.08.2018 N 51922) B cucreme Koncynprantllmoc —www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OtBeTHuTH HA BOIIPOCHI U IPCACTABUTH UX B CBO6OI[HOﬁ qaCTHu T8.6J'II/II_IBI.

Ne Bonpoc OtBer
ILm.

JlokymeHT0000pOoT MY BKITFOUAET MOCIIEI0BATEILHOCTh
repeMenieHni JOKYMEHTOB, a TaK)Ke ONEepalllK, COBEpIIAeMbIE C
MTOKYMCHTAMH B IIPOLECCE UX CO3JaHUA U UCITOJTHCHUSA. Hazsosure
DTH OIIEepalyu.

2 Ha xakue mpUHIUITBI ONTUPAETCS OPraHu3alMsl JOKYyMEHTO000poTa
B MVY?




w

Kaxk BemyT yueT nokymMeHToob60opora B MY?

4 Kakue 1OKyMEHTHI IONAJatoT B COCTaB BXOJAIIMX U UCXOIAIIUX
TTOKYMEHTOB rOCY/IapCTBEHHON opraHu3anuu?

S) Uto Takoe «M3I1O»?

6 YUTO BXOJUT B NOHATHE «KOPPECHOHJECHLIUA» TOCYIapCTBEHHOM
OpraHu3anuu?

7 Hy>HO 11 TPOBOIUTH MEPBUYHYIO0 00PaOOTKY 3JIEKTPOHHBIX
ITOKYMEHTOB?

8 [Tprka3aM U pacropsiKEHHUSIM 110 OCHOBHOM JIEATEIbHOCTH B
rOCyJapCTBEHHOI OpraHu3alyuy NpUCBaBatOTCs MOPSAKOBbIE
HoMmepa? Cienyer U UX PErucTpUpoBaTh B OTAEIBHO, B Pa3HBIX
perucTpaiMoHHbIX popmax”?

0 Kak opranu3oBaTh JOKyMEHTOOOOPOT HMPUCIAHHBIX OyMa)KHBIX
ITOKYMEHTOB, €CJIM B opranuzamuu aerncrsyer COJ1?

10 Kakue 1OKyMEHTBI TOCYJapCTBEHHOW OpraHU3allid MOTYT
CO3/1aBaThCsl, XPAHUTHCS M HCIOJIb30BATHCS HCKIIOUUTEIBHO B
biiekTpoHHOM BUie? Kak yCTaHOBUTB NEpEUYEHb 3TUX JOKYMEHTOB?

11 ['1e perucTpupyroTCsl IPOTOKOJIbI 3aCEAaHUM, COBEIIAHN,
[IPOBOJIMMBIX PYKOBOJICTBOM OpraHu3aIiu?

12 Kaxue TpeOoBaHus MPEIBABISAIOTCS K MapLIpyTaM JBHKEHUS
OpraHU3aIMOHHO-PACHOPSAUTENIbHBIX TOKyMEHTOB B COJ1?

13 UeMy 10JIKHO COOTBETCTBOBATh IIPOXOXKAECHNE BHYTPEHHUX
ITOKYMEHTOB Ha 3Tarax uX MOJArOTOBKU U 0(hOpMIIEHUS, a YeEMY Ha
bTare UCIOJIHEHUs?

14 CKOJIBKO pa3 U IJe Hy’KHO PErMCTPUPOBATH BXOSIIHIE
ITOKYMEHTBI?

15 Kakyto 3a1a4y CTaBUT pPyKOBOIUTENb ciayxO0bl IOY
rOCYIapCTBEHHOI'O YUPEXKIEHUS IIPU OpraHu3aluu
ITOKYMEHTO00opoTa?

16 CrnenyeT nu Bcerja COXpaHATh KOHBEPTHI WIIN YIIAKOBKY
BXOSIINX TOKYMEHTOB?

17 Kakue 10onogHUTEeNbHbIE TOTOKH HAa0I0Jal0TCsS BHYTPH MTOTOKA
BXo/d11el fokymMeHTauuu MY?

18 Korna Hy’KHO 3aperucTpupoBaTh UCXOASIINN JOKYMEHT, €CIIH OH
ObLT OANKCAaH B KOHIE paboyero Hs Wik B Hepabouee Bpemsi?

19 JJ1 KaKuX UCXOJAIINX JTOKYMEHTOB COCTABIIAIOTCSA
CONPOBOUTENIbHBIE MUCHhMa?

20 KakoBa 11e71b peIBapuTEIHbHOTO PACCMOTPEHHS ITOTy4aeMbIX
ITOKYMEHTOB?

21 JTany NepBUYHON 00paOOTKHU TOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepanuil. Hazosure ux.

22 Kakue nanubie BHOCITCSA B COJl 0 BXOIAMNAX U UCXOIAINX
NTOKYMEHTaX roCcy/1apCTBEHHOW OpraHu3anuu?

23 Uto nenathb, €cau BbI MOTYYUIIN HECTAHAAPTHOE IO BECY, pa3Mepy
1 T.II. IOYTOBOE OTIIpaBJICHUE?

24 Uro nenarsb, €ciy Bbl MOJIYYHINA TIOYTOBOE OTIIPABIICHUE B
[TOBPEXKICHHON yIIaKOBKe?

25 Cnenyet 1 1enaTh KONMUK UCXOJSIIMX JOKYMEHTOB?

26 KTO Takoi OTBETCTBEHHBINM UCTIOTHUTEND ToKyMeHTa? KakoBsl ero
o0s13aHHOCTH?

27 [Tepen peructpamnueit ucxoaaumx q1okymeHToB Ciyx0a

1EJI0NPOU3BOJICTBA TPOBEPSET UX IPaBUIbLHOCTh. Ha uTo




KOHKpETHO oOpaiaercss BHUMaHue?

28 HasoBuTe cpeicTBa CBS3U JUIS JOCTaBKU M OTIIPABKU JIOKYMEHTOB
MY B opraHu3aiyy U opraibl BIaCTH.
29 KTo pa3zpabarbiBaeT MapuIpyThl JBHXKEHUS

OpraHU3aLOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB At CO /1
roCy/1apCTBEHHON OpraHu3alyu?

30 HazoBuTe 11€71h OpraHu3auu J0KyMeHTO000pOoTa B
rOCYAapCTBEHHOM OPraHU3allUN.
31 Kak MOryT perucTpupoBaTbcsi BHYTPEHHUE JOKYMEHTBI?

Jlomamnee 3aganue 4

1. Uzyuure HHucemo Munucmepcmea oopazosanusn Poccuiickon @eoepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux peKoMeHOAUUAX no padome ¢ OOKyMeHmamu @6
00U4e00pA306aMeNbHBIX YUPEHCOCHUAX ).

YCTaHOBI/ITe, B KaKHX OOKYMCHTAX (HaSOBI/ITC rpyniy n BI/II[BI) pealn3yeTCda NOKYMCHTUPOBAHNEC
ynpaBnquecxoﬁ JACATCIIbHOCTH 06meo6pa3013aTeanoro y‘lpe)KI[CHI/IH?

2. Tlonw3ysice Metoguueckumu pekomengamusmu (cMm. 1m.1.) u ['OCT P 7.0.97-2016,
CIPOEKTUPYHTE O0ImMiA OsiaHK, OaHK MuUchMa, OJJaHK KOHKPETHOTO BHJA JTOKyMEHTa (TpHKa3a)
oOpa3oBaTenbHOI opranuzanuu. CBeeHus: 00 OpraHu3aluyd MOTYT OBbITh BHIMBIIUICHHBIMH.

JlomamHee 3aganue S5

IIpuBeaure mo 2 mnpuMepa JOKYMEHTOB IO JHYHOMY COCTaBYy, OTpakaolme
JOKYMEHTHPOBAHHUE CJICAYIOIIUX MPOLECCOB:

. IIPOLIECCHI JBUKEHUS KaJpPOB;
. IpOLEAYpPY aTTECTALNN;
. BOUHCKHH y4Yer.

KTo oTBeuaer 3a cocraB/jieHUe JAaHHBIX JOKYMEHTOB?

KaknMu HOpMATMBHBIMH aKTaMH PYKOBOJACTBYeTCs1?

JomamHee 3aganue 6

[Tpoananu3upyiiTe HOMEHKIATYPY €T 00pa30BaTeIbHOM OpraHU3aIlii BRIOPAHHOTO THIIA WK
IpeJIoKEHHYIO0 MpernogaBaTesneM. OTBEThTE Ha BOIPOCHL.

Jlns yero npegHazHaueHa HOMEHKJIATypa el B 00pa30oBaTeIbHOM YUPEXKIECHUN?
Kak pa3zpabarbiBaeTcst HOMEHKJIATypa Jiel 00pa30BaTeNbHOTO YUPEKICHUS?
CylecTByeT JiM 1JIsl JaHHOW opraHu3auuy TunoBas HOMEHKJIATypa Aen?

Kak ompenenuts GpopMy U CTPYKTYpy HOMEHKIATYPHI 1€

Kak ycTaHOBUTH CPOKH XpaHEHUs! JOKYMEHTOB?

Korna nomkHa 0OHOBISTECS HOMEHKIIATYpA Je)T 00pa30BaTEIbHOTO YUPEKACHHUS?
Kto coctaBnser u opopmisier HOMEHKIATYpy J1e71 00pa30BaTeIbHON OpraHu3aumn?

NooasowbdE



KonTpoasnas padora

B kauyecTBe KOHTPONBHOW pPAa0OTHI CTyIEHTAM NpEIJIaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JOKJIAJIOM II0 TEME:

«JlOKyMEHTUpOBaHHE  JEATEIBHOCTH  OOpa30oBATENBbHOTO  YUYpeXIAeHHs  (yKas3aTb
BbIOpaHHBIN TUIT)». THUIBI 00pa30BaTENbHBIX YUPEKICHUN HE JODKHBI TOBTOPATHCA B FPYIIIE
(3anMcarbes y CTapoCThl).

[Tepedyens TuNOB 0Opa3zoBaTeIbHBIX YUpexaeHu cM. 1o c¢T.23 d3 «O6 0O6pa3oBaHuM B
P®y.

TpeboBanus k pedepaty
JIOKyMeHTHPOBaHNe 1esITeJIbHOCTH 00Pa30BaTEIbHOI0 YUpPesKIeHHs

Conep;xaHI/Ie AOJIDKHO ACMOHCTPHUPOBATH CIICAYIOIINUC 3HAHUA U YMCHUS CTYJCHTOB:

3nanue:

- cneyuguueckux yepm 0OKYMeHMUpo8anus desmeibHocmuy 00pa3oBaTeIbHOTO YUPEKICHUS;

- Munogozo cocmasa cucmem OOKyMeHmayuu, @Gopmupyioumux OoKYMeHmaibHblll GoHO
00paz06amenbHO20 YUpedcOeHUs,

- Cnocobos u cpeocms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce O0esmeibHOCmuU
00paz06amenbHO20 YUpedcOeHUs,

- HOPMAMUBHO-NPABOBLIX AKMOB, PENAMEHMUPYIOUUX 0eaMeNbHOCIb U ee OOKYMEHMUPO8aHue 6
00paA308aMENLHBIX YUPEHCOCHUSX (N0 MUNAM,).

Ymenue

- COCMasumv HOPMAMUBHO-NPABOBYI0 0A3y OOKYMEHMUPOBAHUSL OesiMelbHOCIU KOHKPEMHOU
opeanuzayuu;

- ONUPAsCH HA HOPMAMUBHO-NPABOBOUL AKM, ONPEOEsiMb COCMA8 HeOOXO0OUMBIX OOKYMEHMOB.

Pedepar na 10-15 crpanun, uepes 1,5 unreppana, 14 mpudrom. O6s3aTenbHbI TUTYIBHBIHN JIUCT,
OrJIaBJIEHUE, CHHUCOK JIMTEPATypbl M HMCTOYHHMKOB, BHYTPHUTEKCTOBBIE CCHUIKH. B03MOXKHBI
npuioxenus. KoHTponbHas MHAMBUAYalIbHAS pab0Ta BHIOIHAETCSA B OYMa)XKHOM U 3JIEKTPOHHOM
BUJIE

Tunosoi niian pegepara
1. Xapakrepuctuka THUMa O00pa3zoBaTeIbHOro yupexaeHus. (JKenarenbHO mpUBIEUEHHE

CTaTUCTUYECKUX JIaHHBIX O TOM, CKoilbko B Poccum/ permone/obmactu/ rtopoje

3aperucTpUpPOBaHO MOAOOHBIX OPraHU3aLUi).

OO1m1ast XxapaKTepUCTHKA YIIPABJICHUS B JaHHOM 00pa30BaTEIbHOM YUPEXKICHHUH.

3. OCHOBHOI1 COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIINX IS TETbHOCTD
00pa30BaTENBLHOTO YUPEKICHUS.

4. XapakTepucTHKa JOKYMEHTAJIbHOTO (oOHIa (IOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAIMH, (POPMUPYIOIUXCS B ACITEIBHOCTH 00Pa30BaTEILHOTO YUPEKICHUS):

OpraHU3aIMOHHO-TIPaBOBAs IOKYMEHTAIINS,

IUTaHOBAs IOKYMEHTAIUS;

pacriopsiAuTeNbHas JOKYMEHTAIHS;

UH(POPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAIUTHYECKAs IOKYMEHTAIINS;

OTYETHAas IOKyMEHTAaIIUS;

JOKYMEHTAIUS 110 00ecleueHuIo KaapamHu (110 JIUYHOMY COCTaBy);

¢uHaHCOBast JOKyMeHTalus (OyXralTepcKuil y4eT U OTYETHOCTH);

JOKYMEHTAIUs 110 MaTepUalbHO-TEXHUUECKOMY 00ECIIEUEHHUIO;

JIOTOBOPHAs! IOKyMEHTaLu,

N



® JIOKYMEHTalUsl MO JOKYMEHTAllMOHHOMY M HMH()OPMAIMOHHOMY OOECIeUYeHUIO
NESITEIbHOCTH YUPEKICHUS;
e JIOKyMEHTAIlMs, OTpakarolasi 00pa3oBaTeNIbHYIO AEATEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (€CIU €CTh).
5. AHanu3 NpuMepHON HOMEHKIATYPBHI J1€]1 00pa30BaTEIbHOIO YUPEKIACHUS.
6. Ilopsnok xpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKACHUU.
7. CHucok JIMTepaTypbl U HCTOYHUKOB.

IoaroroBka K 3K3aMeHy
Bomnpocebl Kk 3xk3aMeny

1. HopmarusHnas cpena oOpa3oBatensHoii opranuzanuu B Poccuiickoit @enepanuu.
VYpOBHM U UCTOUHUK (POPMHUPOBAHUS HOPMATUBHOMN Cpeibl 1151 00pa30BaTeIbHON OpraHu3aluu B
P®.

2. Ocnosnble nonoxxeHus: jokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npodecCHOHAIBHON ASITEIBHOCTH B 00J1acTH 00pa30BaHusl.

4. [TonsiTre u oOmIast XxapakTepucTUKa 00pa3zoBaTENbHOM MPOTPAMMBI.

o. Opranu3anuoHHO-TIPaBOBEIE (DOPMBI  YUPEKACHHA W OpraHU3alUi CHCTEMBI
obOpazoBaHwUs.

6. 3aKOHBl M CHCTEMa IIOJI3aKOHHBIX AaKTOB, PETYIUPYIOIIMX YIIPABICHUYECKYIO
JESITEIbHOCTh B 00pa30BaTeIbHON OpraHU3allHiH.

1. 3akoHOAaTeNbHBIC aKThI 110 UenssOuHCKo# obnacTu (wim HHOTO cyOobekTra PO mo
BBIOOPY CTYAECHTA), periiaMeHTUPYIOUINE IEATEIbHOCTh YUpekKACHU 00pa3oBaTeNbHOM cepshl.

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIe akThl 00pa30BaTETHLHON OpraHU3aIluy.

10. [TonsiTe AENMONIPOU3BOCTBA U APXUBHOTO JIETIa.

11. Oco0eHHOCTH JeNONMPOU3BOCTBA B 00pa30BaTENbHON OpraHU3aIlHH.

12. 3aKOHOAATENbCTBO B 0O0JAacTH  JENONPOM3BOJACTBA M apXMBHOIO  Jieja.

Pacnipenenenne OTBETCTBEHHOCTH 3a OpPraHM3alMI0O U BEACHUE JIEJIONpPOU3BOJACTBA B
o0pa3oBaTenbHOI opranuzauun?

13. JIokyMeHTHUpOBaHUE [IEATELHOCTH oOOpa3oBaTeinbHOM opranuzanuu. OOmas
XapaKTepUCTHKA CUCTEM JOKYMEHTAIHUH.

14. IOpuanueckas cuia ynpaBieHYeCKUX JOKYMEHTOB.

15. KagpoBass  monutuka  oOpa3zoBarenbHOM — opranmsauuu.  OpraHuzanus
JOKYMEHTUPOBAHUSI TPYAOBBIX oOTHomeHud. IlpaBa u o0s3aHHOCTM paboromaTeneid u
pabOTHUKOB.

16. Pa3paboTka HOpMaTHBHBIX MPaBOBBIX AKTOB, YCTAHABIMBAIOUIUX CIIyKEOHBIE
OTHOILEHHSI B 00pa30BaTeIbHONW OpraHU3aIIH.

17. [Topsimok 3akiroueHUst TPYAOBBIX JOTOBOPOB. OOIIME OCHOBAaHUS MPEKpAIICHUS

TPYIOBbIX A0TOBOpOB. OCHOBaHUSI M TOPAJIOK PACTOPKEHHUS] TPYIOBBIX JOTOBOPOB IO
WHUIIMATUBE pabOTOATENsI, IO MHUIIUATUBE paOOTHUKA 00pa30BaTEeIbHON OpraHU3aIHH.

18. JlokymMeHTupoBaHHEe B O0JIACTM MaTepHalbHBIX U  (UHAHCOBBIX 3aTpar
roCy/IapCTBEHHBIX U MYHHUIIMMIAIBHBIX 00pa30BaTeIbHBIX OPraHU3alINM.
19. VYcTaHOBIIEHNE U JOKYMEHTAIBHOE 3aKPEINIEHUE COLIMAIBHO-TIPABOBBIX YCIOBUN U

rapaHTHi, HEOOXOIUMBIX JUTS I TETFHOCTH paOOTHHKOB TOCYJapCTBEHHBIX, MyHUITUITATBHBIX U
HEroCy/1apCTBEHHBIX 00pa30BATENbHBIX YUPEKICHUH.

20.  JImcuuruimHapHasi OTBETCTBEHHOCTh H €€ IOKyMEHTHPOBAHUE

21.  JIOKyMEHTHUpPOBaHHE HCCIIEZIOBATEILCKOM  JIeATENbHOCTH  00pa3zoBaTeIbHOM
opranu3aiuu. CrnocoObl 3aIlIUThI ABTOPCKUX IPaB.

22. JIoKyMeHTabHbIN U apXUBHBIH (POHIBI 00pa30BaTENBbHON OpraHU3aLUH.



23. JIoKyMeHTHUpOBaHHE YIPaBICHYECKOH nesTenbHOCTH. Opranu3alys,
IUTAHUPOBAHME, PACIIOPSIUTENBCTBO, KOOPAUHALIUSA, KOHTPOJIb U JPYTUE YIPaBICHYECKHE
(GyHKIMU B TOKyMEHTax 00pa30BaTeIbHON OpraHU3alyu.

24, JlokymeHTHupoBaHue 00pa30BaTesIbHON AesTenbHOCTH. OCHOBHAs
oOpa3oBatenbHas mporpamma. Y4eOHbIH 1m1ad (MHbIE BUIbI TUIAHOBBIX JOKYMEHTOB 10
oOpa3oBaTenbHON AedrensHocTh). Pabovas nmporpamma. IIporpamMmmel 00pa3oBaTesIbHBIX
MEPOIIPUATHH.

25. JlokymMeHTapHas IOAroTOBKa 00pa30BaTeIbHON OpraHU3alMy K JIMLEH3UPOBAHHIO
¥ TOCY/IapCTBEHHOW aKKpeIUTAIHH.

26. [Tonsitne noxkymeHT0000pOoTa. OCHOBHBIE ATAITBI JIOKYMEHTOO00POTA.

27. VYnpasieHue J0KyMEHTOIIOTOKaMH B 00pa30BaTeIbHOM OpraHn3aluy.
OJEeKTpOHHAs U TPAJULMOHHAs (hopMa TOKyMEHTO000pOTa.

28. Opranu3anys UCTIOIb30BaHMS JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aIHH.
JlocTyn K 1OKyMEHTaM.

29. [TpaBoBbIe OCHOBBI B 001acTH UH(OPMALIMOHHOTO 00ecrieueHus: 00pa3oBaTeIbHOM
nesirenbHOCTH. CaliThl 00pa3oBaTelbHOM OpraHu3aluy.

30. Opranu3anus ornepaTuBHOTO U APXUBHOTO XPaHEHHS JOKYMEHTOB B
o0pa3oBaTebHON OpraHu3aluy (Ha MpUMepe 0JTHOTO U3 THIIOB).

31. JlokaJibHbIE HOPMATHUBHBIE aKTHI IO JICJIONPOU3BOJICTBY 00pa30BaTEIILHOM
OpraHu3alum.

32. WHCTpyKIHs 110 1e10npou3BoACTBY. Llenb co3nanmsi, 3anaun, TpeOOBaHUS K
COCTaBJIEHUIO, 0(OPMIICHUIO U BBEJICHUIO B JIEHCTBUE

33. Homenknarypa nen. Llenp m 3amaum co3manusi, TpeOOBaHHS K COCTaBJICHUIO,
0(OpMIIEHHIO U BBEICHUIO B JICHCTBHE.

34. YHu4TOXKEHHE TOKYMEHTOB 00pa30BaTeabHON opranu3auuu. Ilopsiok BelieneHus
Jie]1 K YHUUTOKEHHI0. JIOKyMEHTUPOBaHHE POLeTypbl YHUUTOKEHUS JOKYMEHTOB.

TecTsl 119 caMONIPOBePKH
Tecr 1

IIpoponxure gppasy: «Opranunzanus 1eJIONPOU3BOACTBA B 00pa30BaTeJIbHOM y4PEKICHUH
HeMoCpPeACTBEHHO perjJiaMeHTHPYeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTaMH (e/iepalibHOM 3aKOHOIATEIbHOM BIACTH;
b. HOpMaTHBHO-TIpaBOBBIMHU akTaMu (hefepaabHON UCTIOTHUTEILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIMU aKTaMH 3aKOHOJATEIbHOW U MCIIOJIHUTEIbHON BIACTH
cyobekToB PD 1 ux tepputopuanbHbIX 00pa30BaHUI;
d. HOpPMAaTHBHBIMH JIOKAJbHBIMH aKTaMH 00pa30BaTEIbHON OpraHU3alHH.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
Ilpuxa3z Pocapxuea om 11.04.2018 N 44 "0O6 ymeepyncoenuu Ilpumepnoii uncmpykyuu no
0€/10npouU3800CMaY 8 20CYO0apCHEeHHbIX OpeaHu3auusx""?
d. HOpPMAaTHBHO-TIPABOBHIE aKTHI (heJepaabHON 3aKOHOIaTeIHbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKThl 1 HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
(benepaabHON HCTIOIHUTEIBHON BIACTH;
C. HOPMaTHBHO-IIPABOBBIE AKThl 3AKOHOAATEIHHON U UCIIOIHUTEIbHON BIACTH
cyobekToB PD u ux TeppuTopranbHBIX 00pa30BaHUM;
d. HOpMaTHBHBIC JIOKAJLHBIC aKThl 00PA30BaTEIBHON OpraHU3aINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJICAYIOIIHIA JOKYMEHT
ITucomo Munucmepcmea oopaszoeanusn Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKkomenoayusax no pabome ¢ 0OKyMEeHmMAaAMU 6 00uleo0pa3o06amenbHplx
YVUPEHCOCHUAX)
d. HOPMAaTHBHO-TIPABOBBIE aKTHI (heJepaabHOM 3aKOHOIaTeIHbHON BIACTH;



b. HOpMaTHBHO-TIPAaBOBBIC aKTHl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
beneparTbHON UCTIOTHUTEIIBHON BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX O0Opa30BaHUI;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OPraHU3aLINY.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOI 0a3bl OTHOCHUTCH CJEAYIOIIHNA TOKYMEHT:
@Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBBIE aKThI (heJepaabHON 3aKOHOIaTEIbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKThl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTENIBHON BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOJIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aLINY.
Kakoe Bbicka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexBM3WT «HaMMEHOBaHHWE BHUAA JOKYMEHTa» SBISIETCS JOKYMEHTOOOPA3YIOIIUM
MPU3HAKOM, MO3BOJIIOIIMM TIONYyYUTh HayallbHOE, camoe o0Ilee MpeICTaBICHUE O
JIOKYMEHTE, €ro MpaBoOBOW 3HAYUMOCTHU
b. IMpumenenre I'OCT P 7.0.97-2016 siBnsieTcst 00s13aTeIbHBIM /151 BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIPEKICHUH, TPEANPUATHN JTIOOBIX OPraHU3AIMOHHO-TIPABOBEIX (hOpM
C. ®opMyIsAp TOKyMEHTa MPOJUKTOBAH HE TOJIBKO HEOOXOJUMOCTHIO CTPYKTYpHUPOBATH
nHpOPMAIHIO, C/IETaTh €€ SPrOHOMUYHOM, HO U HEOOXOJAUMOCTBIO MPHIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(popMaIuio opuiuaibHoN
d. Kax1p1ii peKBU3HT KaK MIEPBUYHBII CTPYKTYPHBIN JJIEMEHT JOKYMEHTA B TOM WIIK UHOM
CTETEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe BbickasbiBanue sBiasiercs HEBEPHBIM?

a. [lata u peructpanioHHBIA HOMEp JOKyMEHTa 0(hOpMIISIOTCS HE Ha BceX OJaHKax

b. PexBusuthl «/lata 1okymMeHTa» 1 «PerucrpallMoOHHBII HOMEp JOKYMEHTa» SIBISIFOTCSI
JAHHBIMH O PEruCTpallMd JOKYMEHTAa M TI03TOMY SIBIISIIOTCA  JTOKa3aTEIbCTBOM
CYIIECTBOBAHUS JOKYMEHTA M BKJIIIOUCHUEM €ro B JJOKYMEHTAIbHbIN (POHT OpraHu3aiu

C. PexBusutbl «Jlata nokymMeHTa» U «PerucrpanvoHHBII HOMEpP JTOKYMEHTa»
o(opMIISIOTCS HA OZJHOM YPOBHE O OTHOILIEHUIO JIPYT K APYTy

d. O6a pexBusuta — «Jlata goKyMeHTa» M «PerucTpalMOHHBI HOMEp JIOKyMEHTa» —
BBINOJIHAIOT IOPUIMYECKYIO (PYHKILHUIO, a TaK)Ke BBIOJIHSIIOT MOUCKOBYIO (DYHKIIHIO, TaK
KaK MO3BOJISIOT OpraHU3aly BECTH HH(OPMALMOHHO-CIIPABOYHYIO paboTy

Kakoe onpejaeneHue COOTBETCTBYeET CTAHAAPTU3UPOBAHHOMY onpeeJeHUI0
OPraHu3alOHHO-PACIOPSAUTEIbLHOI0 JOKYMEHTA:
a. [loxymeHt, obecnieunBaomuil (yHKIIMOHUPOBAHUE W B3aMMOCBS3b YIPABIAIOMIEH U
YIPaBISIEMON CUCTEM HA BCEX YPOBHSIX.
b. Bu nMCbMEHHOTO JOKYMEHTa, B KOTOPOM (DUKCHPYIOT pEllieHHEe aIMUHUCTPATHBHBIX
U OpraHM3allMOHHBIX BOIPOCOB, a TAaK)XE BOMIPOCOB YIPAaBICHUS, B3aUMOJEHCTBHS,
o0ecrieueHrss U PEryJIMpOBaHUS JEATEIbHOCTH OpPraHOB BJACTH, YUYPEKACHUMH,
MIPEANPUATHI, OpraHU3aluil, UX NOAPa3AeICHUN U JOHKHOCTHBIX JIULL.
C. JIOKyMeHT, CO3/aHHBIM IOPUANYECKUM WM (PU3HUECKUM JIUIOM, O(DOPMIIEHHBIH U
yJIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IMOPSIJIKE.
d. OpunmaabHBII JOKYMEHT, HCIIOJIB3YEMbIi B TEKYIIEH IeATEIbHOCTH OpraHU3allnu.

Kakum oprann3aumoHHbIM J0KYMEHTAM COOTBETCTBYET CJeyI0IAas XapaKTepUCTHKA:

JTO OPraHM3alMOHHO-NIPABOBbIE AKTHI, ONpee/IsiIoIHe NMOPSA0K 00pa3oBaHMs, NpaBa M
00513aHHOCTH, OPraHU3aLUI0 PAa00ThHI KAK B OPraHU3ALMH B L[€JIOM, TAK H B €€ CTPYKTYPHBIX
nojapasaeseHusix. B 3TuX 1okyMeHTax Tak:ke MOIYT OBITh OTPasKeHbI IPaBa M 00SA3aHHOCTH
OT/eJIbHBIX J0JKHOCTHBIX JIMI, ONpeleasiTbCc OCHOBHbIC OPraHU3allMOHHbIE BOIPOCHI



NMPOBEEHUsT PA3JIMYHBIX MEPONPHUATHIA B opraHu3amuu  (KOHKYpPCOB, CEeMHHApPOB,
(pecTuBaseil, BLICTABOK).

a. mpaBuIIa

b. monmoxenus

C. HHCTPYKIIH

d. ycraBsl

Kakomy opranm3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeIYIOIIAsi XapaKTepPHCTUKA:
ITO0 JOKAJBHBbII HOPMATUBHBIN AKT OPraHU3alUM, PEerJaMeHTUPYIOIINH B COOTBETCTBUM €
TpynosbiM KoekcoM u HHBIMU (peiepajibHbIMH 3aKOHAMU MOPSIIOK MPHeMa U YBOJIbHEHUsI
Pa0OTHMKOB, OCHOBHbIC MpPaBa, O0SI3AHHOCTH M OTBETCTBEHHOCTH CTOPOH TPYAOBOIO
JA0TOBOpPa, PpeKuM PpadoTbl, BpeMsi OTAbIXa, NpPUMEHsieMble K Pa0OTHHUKAM Mepbl
MOOIIPEHH U B3bICKAHMS, 2 TAK/KE HHbIE BONPOCHI PeryJIHPOBAHUS TPYAOBBIX OTHOIIEHHI
Y IaHHOT0 padoToaaTeJis.
a. MHCTPYKILIUA UHCIIEKTOpA 110 TPYLY

b. mpaBuIa BHYTPEHHETO TPYIOBOTO paciopsiaka

C. IIOJIOKEHHE O TPYILOBLIX OTHOIIICHUAX B OpFaHI/I3aHI/II/I

d. TpymoBoi#i 10roBop

Kakomy ynpasiieHUecKOMY JOKYMEHTY COOTBETCTBYeT CJIeyIolasi XapaKTepUCTHKA:
IT0 BU/I NMCbMEHHOT0 IOKYMEHTAa, B KOTOPOM (PUKCUPYIOT pelleHus aIMUHUCTPATHBHBIX
U OpPraHM3alMOHHBIX BOINPOCOB, a TAaK:Ke BONPOCOB YIpPaBJieHHs, B3aUMO/elCTBUS,
o0ecnieyeHUs] W PeryjMpoOBaHUs JAeATEJbHOCTH OPraHOB BJIACTH, Y4YpPeKIAeHMN,
NpeAnpPUATHIl, OPraHu3alMi, X MOAPAa3eJeHUu U T0KHOCTHBIX JIUIL.
a. (hMHAHCOBO-OyXTaTEPCKHA

b. kaxpoBbIii

C. OPraHU3alMOHHO-PACTIOPSAUTETHHBIN

d. mIaHOBO-OTYETHBIIH

Kakomy 10KyMEHTY COOTBETCTBYET CJCAYIOIIAs XapaKTepHuCTHKA:
JTO0 MNpaBoOBOH AaKT, YCTAHABJIUBAIINNA TEXHOJIOTHI0 CO3JaHHSl MJIH MOJYYeHHS
JOKYMEHTOB, HX 00pa00TKH, XpaHEHHS W HUCII0Jb30BAHUSA B 1eATEIbHOCTH OPraHU3AIHH.
d. TOJDKHOCTHAsI MHCTPYKIHS
b. noMmKHOCTHOM pernameHT
C. moJjoxkeHue o ciyxoe J10Y
d. MHCTPYKLUS 11O JCIONPOU3BOICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAasl XapaKTepucTuKa:
Imom 0oKymenm ycmanaeiueaem 0711 padomHuUKa KOHKpemuvle mpyooeuvie (001cHoCmHble,
¢ynKyuonanvnvle) 0064A3aHHOCIMU U NPACA 6 COOMEEMCMEUU C 3AHUMAEMOIL 00JIHCHOCHbIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOJIOMCEHUE 6 CHmPYKmype yupercoeHus,
AGNACMCA NPABOGOU OCHOBOU 0714 NPOEEOCHUA ammecmayuu padomHuKa, onpeoeieHus e2o
OMEEemCcmEeHHOCHU U 63AUMOOMHOUEHUS C OPY2UMU PAOOMHUKAMU U NOOPA30eIeHUAMU,
no3eonsnem 00beKmMUEHO OYEHUBAMb Padomy compyOHUKa Op2anu3auuu.
a. HHCTPYKIIHSI TIO JIEIONIPOU3BOJICTBY
b. monoxxenue o cnyxoe JJOY
C. TOJPKHOCTHOM PErjaMeHT
d. MoMKHOCTHASI UHCTPYKIIHS
Kakue rpynnbl 10KyMeHTOB, ¢ TOUYKH 3PEeHHsI OPraHU3ALMHU J0CTYNIAa K HUM, BCTPEYAKTCS B
o0pa3oBaTe/ibHOI OpraHu3annu?
a. 0oO0Iea0CTyIHEIE,
b. xoHpumeHIMATHHBIC
C. CEKpeTHbIe



d. Bce rpymnmbl BO3MOKHBI

Tecr 2
B 3ToT A0KyMeHT 3akpenJisieT NPHUHATHIE BHYTPH OPraHM3alMM MNpaBujiaa padoTbl ¢
JOKYMEHTAaMHU HA BceX 3Tanax padorsl ¢ HUMU. Ha3oBUTE 3TOT T0KYMEHT.

a. YcraB 00pa3oBaTeIbHOM OpraHU3alllu,

b. Onank opranuszaium,

C. MHCTPYKIIMS 110 AETONPOU3BOJICTBY,

d. HOMeHKIaTypa aei.
C mnomMoumpbl 3TOr0 JAOKYMEHTa B 00pa3oBaTeIbHOW OpPraHu3aluM OCYLIeCTBJISIETCS
cHCTeMATH3alusl JOKYMEHTOB, TIPYNINHPOBKA JIOKYMEHTOB B /eja, y4eT /JOKYMEHTOB
BpeMEHHbIX CPOKOB XpaHeHHUsl, OTOOp M Iepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHMHe,
pelleHNe 0 BbIeJeHUN J1eJ1 K YHHUTOo:keHu10. HazoBurte 3TOT JOKyMEHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3alllu,

b. Omank opranuszaium,

C. MHCTPYKIIMS 1O AETONPOU3BOJICTRY,

d. HOMeHKIaTypa Jei.

B Kkakoil YacTHm pacHnopsiiUTE]bHOr0 JOKYMEHTa He00X0AMMO MOMeIaTh IepedYeHb
JIOKYMEHTOB, YTPATHBIIMX CHJIYy MJIM TOMJIEKAINMX H3MEHEHHI0 B CBSI3M C W3JaHHEM
JAHHOI'0 aKTa?
a. B JIIOOOM MyHKTE PacropsIIUTEIbHON YacTh
b. B epBBIX MyHKTaX paclopsAUTEIIbHON YacTH
C. B KOHCTATHPYIOIIEH YacTh
d. B xOHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJbLHOI0 JOKYMEHTa yKa3biBaeTcsl MH(oOpManHus 0 TOM, KTO
OCYIIECTBJISICT KOHTPOJIb €r0 HCIOJHeHUs ?
a. B IEPBOM ITYHKTE paclopsIUTEIbHON YacTH
b. opopmitsieTcst OTIETBHOM CTPOKOH MOCTIE BCEX MYHKTOB
C. B IIOCJIEAHEM ITYHKTE PaclOPSAUTEIbHON YacTh
d. B KOHCTATHPYIOILEH YacTH

Kaxkue pacnopsiauresibHble JOKYMEHTbl M3JaI0TCH IO ONEPATHUBHBIM BONPOCAM H Js
OpPraHu3aluM UCIOJHEHHUA APYrUX PacHOPSAAUTEeIbHbIX JOKYMEHTOB:
d. PacCIIOPsIKCHUS
b. pemenus
C. IIOCTAHOBJICHU S
d. mpukasbl
Kaxkue pacnopsiaurenbHbie 1okyMeHThl HE oTHOcsITCSI K IOKyMeHTam, M31aBaeMbIM Ha
OCHOBE eIMHOHAYAIUA?
a. MPHUKa3bl
b. pacniopsoxeHus
C. peHICHH:A
d. ykazaHus

N3 kakux 4yacTeil COCTOUT TEKCT PACIOPSIAUTETHHOI0 IOKYMEHTA:
a. aHaIUTHYECKasa 9acTh/ 0000IIaroIas 4acThb
b. pazbsicHuTENbHAS YaCTh/ IUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 9aCTh/ pACIOPSIUTEIbHAS YacTh
d. BBogHAs yacTh/ OCHOBHAS 4acTh/ 3aKIIOUYMTENHHAS YaCTh



Kakne nmcbMa mnoanucbiBalTCs JABYMSI JIMIHAMH — PYKOBOJAMUTEJEM OPraHM3aluM u
IJIABHBIM 0yXrajarepom:
a. TapaHTUIHBIE NTUCbMA
b. conpoBoauTENbHBIC MHCHMA
C. MMChbMAa-3arpoChl
d. pexyamHbIe THCbMa

Kakum noxkymeHTOM He00X0auMO0 0(popMUTH BO U30e:kaHUe HapyuieHusi HOpM TpyaoBoro
KO/JeKCa MUCbMEHHOe HAIOMUHAHUE 0 HE0OXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUs] TPYA0BOii
KHHUKKHM YBOJIEHHOMY Pa0OTHHUKY, He NOJy4UBIIEMY ee:
d. 3aKa3HOC MMCHbMO
b. pakcorpamma
C. SMS-coobmieHme
d. aJeKTpOHHOE COOOIIeHUE

Kakoii 10KyMeHT MOANMUCHIBAETCS PYKOBOIUTE]EM CTPYKTYPHOI'O MOAPAa3ieeHus:
d. CIIpaBKa
b. mpukas
C. aKT
d. cnyxebHas 3amucka

Kakxomy Buy JOKyMeHTa COOTBETCTBYET CJIeIYIOIIMHA TEKCT:
23.09.20013 ¢ 9.00 na 3anamuax no 0CHO8AM NPABOBEOCHUA RPUCYHICINEOBAN0 2 cmydeHma

U3 cocmaea cpynnbasi 25 UeJI06€K, 6 pe3yjibmame 4e2o 3aHamus npuuiioco OmmeHuUmab.

Jouenm xagheopvt npasa Iloonuco /
U.B. Illlenens

25.09.2013
a. JIOKJIa{Hast 3aIucKa
b. mosicauTenpHas 3anucka
C. 00BICHHUTEIbHAS 3AIIMCKA
d. cmyxeOHas 3amucka

K10 opopmiisieT yueTHbIE JTHYHbIE KAPTOYKH:
a. pabOTHUK
b. pykoBoaHTENb CTPYKTYPHOTO HO/APA3ICIICHUSI
C. 3aMECTHUTEIb PYKOBOJUTENS OpPraHU3aluu
d. paboTHUK 1O Kaapam

Kakoii 1o0kyMeHT SIBJIsIeTCSI OCHOBHBIM JOKYMEHTOM O TPYAOBOH /1eSITeJIbHOCTH U O
TPYAOBOM CTa:Ke pa00OTHHKA:

d. Y4CTHas ThYHas KapTOdKa
b. meHcHoHHOE yI0CTOBEpEHNE
C. CTpaxoBOC CBUJCTEIILCTBO I'OCYIaPCTBCHHOI'0 IICHCHOHHOI'O CTPaXOBaHU
d. TpynoBast KHMKKa

Kakne BUABI IMCHUIIIMHAPHBIX B3bICKAHUI BNIMCHIBAOTCH B TPYAOBYI0 KHHKKY:
d. YBOJIbHCHHC
b. Bce BUBI TUCITUIUTUHAPHBIX B3BICKAHHMI BIIMCBHIBAIOTCS B TPYJAOBYIO KHUKKY
C. CTPOTHiA BBITOBOP
d. B3bICKaHUS B TPYIOBYIO KHHKKY HE 3alIUCHIBAIOTCS



Ha kakue BHABI NMOAPa3AeasilOTCs OJIAHKH JOKYMEHTOB IO PACHOJIOKEHHI0 PEeKBH3UTOB
corsiacio 'OCT P 7.0.97-20167
a. YIJIOBBIE U MIPOAOJIEHBIC
b. oOmmii Oank, OnaHK MUChbMa, OJTaHK KOHKPETHOTO BHJIA JOKYMEHTA
C. OJIaHK OpraHu3anuy, OJJaHK CTPYKTYPHOTO MOJIpa3IeNICHNs] OpraHnu3aliy, OIaHK
JOJKHOCTHOTO JIMIIA
d. LeHTpUpPOBaHHBIC U (IIATOBBIC.
JI1sl KaKMX BU/I0OB JOKYMEHTOB MCIOJIL3YIOT 001Mii 0J1aHK?
BriGepure oauH oTBET:
a. TF0OBIX BUAOB JTOKYMEHTOB, KPOME MPUKa3a
b. 1rO0BIX BHIOB TOKYMEHTOB
C. TOJBKO AJIs1 MMCbMa
d. 1r00BIX BUIOB IOKYMEHTOB, KPOME ITHChMa
Ha kakue THIIBI NOAPA3/1EJISIIOTCA JOKYMEHTHI 10 MPOMCXO0KIEHUIO:
a. ob1eaocTynHble/ KOHPUACHIINATbHbIE/ CEKPETHBIE
b. nuunbIe/ opULIMATTBLHEIC
C. BXO/ISIINE/UCXOISIIE/BHYTPEHHHE
d. uHaMBUAYaNTbHBIC/ TpadapeTHBIC/ THIIOBBIC.

K kakoii cucreme 1okyMeHTauuu oTHOcUTCs JImunas kaprouka T-2?
a. (uHAHCOBO-OyXTranTepcKoii,
b. nokymeHTam 1Mo JIMYHOMY COCTaBY,
C. OpraHu3alMOHHO-TIPaBOBOM,
d. pacrnopsauTeabHON TOKYMEHTAIINH.



IIpunoxeHue2

OueHouHbIe cpeacrsa AJd NMpPOBEACHUA HpOMeHCYTOqHOﬁ aTTeCTalum

CTpyKTypHBIiA IInanupyemblie
JJIEMEHT pe3yIbTaThl
KOMIIETCHIINU o0y4eHus

OneHouHble cpecTBa 00YUICHUS

OIIK-1 Cnoco0eH ocymiecTBJIATH 1 ONTUMU3UPOBATH NP0 eCCHOHAIBbHYIO 1eITeJIbHOCTh B
COOTBETCTBMHU C HOPMATHBHBIMH NPABOBbIMH aKTaMHu B cepe 00pa3oBaHusi © HOPMAMM

npogeccuoHAIBLHOM ITUKH

OIIK-1.1 AHaU3UpyeT U
HCIOJIb3yeT HOPMATHBHbIE
NMpaBoOBbIE JOKYMEHTHI,
perjaMeHTHPYIOLIHe
TpeOOBaHUA K
npogeccuoHAIbHOM
AeATEeJbHOCTH

JlomamHee 3aganue 1

[ToBTOPUTH IIPUHLINIIBI OpraHu3aluu
HOPMaTHBHO-TIPaBOBOI 0a3bl o0pa3oBaTenbHON
nesrenbHOCTH B Poccniickoit denepanum.

[Tonp3ysch HMHPOPMAIIMOHHO-IPABOBBIM  [TOPTAJIOM
KoncynprantlLroc (http://lwww.consultant.ru/)
UACHTU(DUIMPOBATH HOPMAaTHUBHYIO cpeny Ui
00pa3oBaTeNbHON OpraHU3aIMK OJJHOTO U3 TUIIOB (110 BEIOOPY
cryaenta). CHucok JeHCTBYIOIIMX IPABOBBIX AaKTOB U
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTOB JOJDKEH OTPa’KaTh
YPOBHEBYIO OpraHH3alMi0 HOPMaTUBHOM CpeIbl.

Pexomenoayuu:.

1. Uzyuutp ctatpto 23 «Tumbl 00pa3oBaTeabHBIX
opranuzanuity denepanbHoro 3akona ot 29.12.2012 N
273-®3 (B peiictBytouieil pemakuuu) "O6 obpazosanuu 6
Poccuiickoii  ®edepayuu”. BpiOpaTb OJWH W3 THUIIOB.
CornacoBath BbIOOp ¢ mIpernojaBaTeneM (TUIBI HE JTOJIKHBI
MTOBTOPSITHCS).

2. Uzyuuts TpeboBanus @3 «O6 obpazosanuuy,
Kacarolluecss BCEX BUJOB JESATENILHOCTH 00pa30oBaTeNIbHOMN
opraHuzanu BblOpaHHOTO THma. OnpenenuTs COCTaB
JOKYMEHTOB,  PEIJIAMEHTHUPYIOIUX €€  JESTEIbHOCTb,
IIPEJICTABUB €T0 B BUE UEPAPXUUYECKOTO CIIMCKA UCTOYHUKOB
4-X ypOBHEM:

1) nmpaBoBble  aKkThl, H3/1aBaeMble  BBICIIUMHU
rocy/1apCTBEHHBIMU OpraHamu (benepanbHOI
3aKOHOJATEIbHOM BJIACTH U BBICIIMMHU OPraHaMM yIpaBJICHUS
(Koncturynusi, xonekchbl, ¢enepanbHble KOHCTUTYLHUOHHbBIE
3akonbl (DK3), penepanbubie 3akoHbl (D3), MOCTAaHOBIECHUS
[IpaButenbcTBa, ykassl [Ipesunenta PD);

2) mpaBOBbIE aKThl, H3JaBaeMble (ereparbHbBIMU
OpraHaMM HUCIOJIHUTENIbHOM BJIACTU: MUHHUCTEPCTBaMH,
KOMHUTETaMH, BEJIOMCTBAMHU KaK OOIEOTpacieBOro, Tak M
BEJOMCTBEHHOTO  XapakTepa (TMpuKa3bl  MUHHUCTEPCTB,
BEJOMCTBEHHBIX KOMHUTETOB, CIIY)X0, areHTCTB, OI0po U Jp.;
WHCTPYKTUBHbBIE NUCbMa, TUIIOBbIE MOJOKEHUS, THUIIOBBIE U
TEXHUUYECKNUE PETJIaMEHTbI, THUIIOBbIE MHCTPYKIMH W Jp.,
o0Iepoccuiickne W BEAOMCTBEHHBIE  KJIACCHU(PUKATOPHI,
I'OCTsl, nepeyHH TUIIOBBIX JOKYMEHTOB U 1p.);

3) 1npaBOBble  aKThl, U3JaBaéMble  OpraHamMu
3aKOHOJATEIBHON U MCIIOJHUTEIHHON BIACTH CyObeKTOB PD
U WX  TEPPUTOPUATBHBIX o0pazoBaHMiA (3aKOHBI
II0CTAHOBJICHUS [IPaBUTENLCTBA CyOBEKTOB PO,




pacrmopspKeHHsT M [OCTAHOBJICHHS TJIaB  aJIMUHUCTPALM,
pa3UYHbIE MTOI3aKOHHBIC aKThI);

4)nokanbHbIE aKThl, IPABOBbIE aKThl HOPMATUBHOTO U
MHCTPYKTUBHOTO  XapakTepa, a TakKkKe METOIUYECKHe
JOKYMEHThl ~ TIO0  JIOKYMEHTAllUOHHOMY  00€CIeYeHHIO
yIIpaBJICHUs, W3JaBacMble PYKOBOJCTBOM 0O0pa3zoBaTeIbHOMN
opranuzanuu (ycras, MMOJIOKEHHs, UHCTPYKIIUU, B TOM YHUCIIE
MHCTPYKUUU (TIpaBuia) MO AEJIONPOU3BOACTBY OpraHU3aluy,
tabenn yHU(PUIUPOBAHHBIX (GOpM, aTbOOMBI OJAHKOB,
MOJIOKEHUS. O  JEJIONPOM3BOACTBE, O  pabore ¢
MIepCOHATbHBIMU JTaHHBIMU u npoyue
OpTraHU3aIOHHO-TIPABOBBIC JIOKAJILHBIC aKThI).

3. Bce nmepeuncnsiemMple JAOKYMEHTBI  JIOJKHBI
CoJIepKaTh UICHTU(PHUIUPYIOIIHE ux PEKBHU3UTHI
(HaMMeHOBaHUE JOKYMEHTA, JlaTa M3/laHus, KeM YTBEpPXKICH,
JlaTa ToCIeHEN pelaKIium)

KonTpoabnas padora

B kadecTBe KOHTpPOJILHOW pabOTBl  CTyJIEHTaM
MIpe/yiaraeTcsi COCTaBUTh pedepaT U BHICTYIHUTH C JTOKJIAIOM
10 TEME:

«JlokymMeHTHpOBaHHE JeSITebHOCTH
00pa30BaTeNbHOr0 yUpexIeHus (yKa3aTb BHIOPAHHBIN THII)».
Tunbl  00pa3oBaTeNbHBIX  yUPEXKICHHM HE JIOJDKHBI

MOBTOPSITHCS B TPYyIIE (3aUCATHCS Y CTAPOCTHI).
[TepeveHb THIIOB 00pa30BaTEIbHBIX YUPEKICHUI CM.
o cT.23 @3 «O6 ob6pazoBanuu B POy,

TpeboBanus k pedepaty
JIoOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

ConeprkaHue JOIKHO JEMOHCTPUPOBATH CIEAYIOLINE 3HAHUS
Y YMEHUS CTYIEHTOB:

3Hnanue:

- cneyughuueckux uepm OOKYMEeHMUpOBAHUs OesmelbHOCU
00pa30BaTENILHOTO YUPEKICHUS;

- MUN0B020 COCMABA CUCmemM OOKYMEeHMAYUU, hopmMupyouux
OOKYMEeHMAbHblll (POHO 00PA308AMENbHOLO VUPEHCOCHUS,

- cnoco608 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esmenrbHOCMU 00paA3068AMENbHO20 YUPeHCOeHUs,

- HOPMAMUBHO-NPABOBLIX  AKMOB,  Pe2NaMEeHMUPYIOuUx
0eAmenbHOCIb U ee OOKYMEHMUPOoBanue 6 00pa308amenbHblx
VupenrcoeHusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanusayuu;

- ONUPAsCL HA HOPMAMUBHO-NPABOGOU AKM, ONpeOesimsb
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar wa 10-15 crpanmn, yepe3 1,5 untepBama, 14




mpudrom. OOsA3aTeNbHbl TUTYJIBHBIA JIUCT, OTJABIICHUE,
CIMCOK JIMTEpaTyppl M HCTOYHUKOB, BHYTPUTEKCTOBBIE
CCBUIKH. Bo3moxHBI HPUIOKEHUS. Kontponbnas
WHAMBHIyalbHAs paboTa BBINONHSAETCS B OyMaXHOM U
3JIEKTPOHHOM BHJIE

35. XapaktepucTtuka TUNAa  00pa30BaATEIBHOTO
yupexxaenus.  (KemarenbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JIaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/o6mactu/ ropoje
3apEerUCTPUPOBAHO TOAOOHBIX OPTaHU3AIH ).

36. O0mass  XapakTepuCTHKa  yIpaBlICHHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUU.

37. OCHOBHOI cOCTaB  HOPMAaTHBHO-TIPABOBBIX

JIOKYMEHTOB, periaaMeHTHPYIOIINX
JeATeITbHOCTD 00pa3oBaTeILHOTO
YUIPESIKACHHUS.

38. [Nopsmok XpaHEHHS JOKYMEHTOB B

00pa3oBaTEIILHOM YUPEKICHHH.
39. Criucok muTeparypbl 1 HCTOYHUKOB.
Tecr 1

1. Onpeaenure, K KAKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCUTCH cjieayroummii nokyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oé6 ymeepoycoenuu Ilpumepnoi
UHCIMPYKUUU RO 0€10NpOU3600CmMeEy 6 20Cy0apcmEeHHblX
opeanuzayusax''?

€. HOpPMaTHBHO-IIPABOBBIE aKTHI (hefepanbHON
3aKOHOJATEIbHON BIIACTH;

f. HOpPMAaTHBHO-NIPABOBBIC AKTHI U
HOPMAaTUBHO-METOJAUYECKNE JOKYMEHTBI
(denepanbHON NCIIOJHUTENBHOMN BIIACTH;

0. HOPMATHBHO-TIPABOBbIE AKThl 3AKOHOJIATEIBHOUN U
HCIIOJIHUTENIbHOH BiacTu cyobekToB PD u ux
TEPPUTOPUABHBIX 00pa30BaHUM;

h. HOpMaTHBHBIE JIOKAJIbHBIC aKThl 00pPa30BaTEIbHON

OpraHu3alyu.
2. OmnpenesnTe, K KAKOMY YPOBHIO HOPMATHBHOI 0a3bl
OTHOCHUTCHA CJIeY IO LU I AOKYMEHT ITucemo

Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om
20.12.2000 .. N  03-51/64 «O  Memoouueckux
peKomenoauuax no padome ¢ OOKymMeHmamu 8
00ue00paz0eamenbHbIX YUPEHCOCHUAX)

€. HOPMAaTHBHO-TIPABOBHIE aKTHI (eJiepaTbHON
3aKOHO/IaTE€NbHOMN BJIACTH;

f. HOpPMaTHBHO-TIPABOBBIC aKThHI U
HOPMaTUBHO-METOINYECKHUE IOKYMEHTHI
(henepalbHON UCTIOTHUTEIHPHON BIIACTH;

0. HOPMATHBHO-TIPABOBbIE AKThl 3aKOHOJIATEIBHOUN U
HCIIOJIHUTENIbHOH BiacTu cyobekToB PD u nx
TEPPUTOPUATBHBIX 00pa30BaHMUIA;

h. HOpMaTHBHBIE JIOKAJIbHbIC AKThI 00pPa30BaTEIbHON
OpraHu3alyu.




3. Onpenenure, K KAKOMY yYPOBHIO HOPMATHBHOH 0a3bl
OTHOCHUTCSHl CJIeAYHIIuil T0KyMeHT: DedepaivHblil 3aKOH
«06 oopazosanuu ¢ Poccuiickou @edepayuuy?

€. HOpPMaTHBHO-TIPABOBBIE aKThI (peepanbHOIM
3aKOHO/IATEJIbHOM BJIACTH;

f. HOpMaTHBHO-IIPABOBBIC AKTHI U
HOPMaTUBHO-METOINYECKHE TOKYMEHTHI
(benepanbHON UCTIONHUTENHLHON BIIACTH;

0. HOPMATHBHO-IIPABOBbIE AKThl 3AKOHOATEIBHOUN U
HCIIOJIHUTENBHOM BiacTu cyobekToB PD u ux
TEPPUTOPUAIBHBIX 00pa30BaHMil;

h. HOpMaTHBHBIE JIOKAJIbHBIC aKThl 00pa30BaTEIbHON
OpraHu3alyy.

4. Kakoe BbickasbiBanue sisjisierca HEBEPHBIM?
a. Jlata u perucTpallMOHHBIA HOMEpP JOKYMEHTa
0hOpMIIAIOTCS HE Ha BCeX OJIaHKax
b. PexBu3uThI «/lara JIOKYMEHTa» u

«PerucTpalliOHHBII HOMEpP JIOKYMEHTa» SBIISIIOTCA

JAHHBIMU O PETUCTPALMU JOKYMEHTa U IO3TOMY

SABIISIFOTCS JI0Ka3aTeJIbCTBOM CYILIECTBOBaHUS

JIOKYMEHTa M BKJIIOYEHHEM €ro B JOKYMEHTaJIbHBIN

dboHI opraHU3aIu

C. PexBu3uThI «/lara JOKYMEHTa» u

«PeructpaunOHHbIN HOMED JIOKYMEHTa»

0(OpPMIISIFOTCS] HA OIHOM YPOBHE 11O OTHOLIEHUIO IPYT

K IApyry

d. O0a pekBmsura — «JlaTa 1OOKyMEHTa» U

«PerucTpaliMnOHHBINA HOMEP JOKYMEHTA — BBIIOJHSIOT

IOPUAMYECKYI0 (YHKIUIO, a TakKe BBIMOIHIIOT

MOUCKOBYIO  (DYHKLHMIO, TaK Kak  IO3BOJIIOT

OpraHM3ali BECTH HH(POPMAMOHHO-CIPABOYHYIO

paboty
5. Kaxoe omnpeseieHHe COOTBETCTBYET
CTAHJAPTU3UPOBAHHOMY onpeeIeHHIO

OPraHM3alMOHHO-PACIOPSAAUTEIbLHOI0 JOKYMEHTA:
a. JloxymeHt, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABISAIOLIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO IOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  peuleHHe  aJMUHUCTPATUBHBIX U
OpPraHM3allMOHHBIX BOIIPOCOB, a TAaK)XXE BOIIPOCOB
yIOpaBiIeHUs, B3aUMOJEUCTBUA, oOOecnedyeHus u
pEryJINPOBaHUs  JEATENIBHOCTH OpPraHOB  BIACTH,
YUPEKICHUHN, MPEANpPUATHH, OpraHu3aluid, UuX
MOZIpa3/IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JlokymeHT, coO34aHHBIH IOPUAWYECKUM WIH
duznueckum JIULOM, o opMIIeHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE.
d. OduumanbHBId JOKYMEHT, HCIOJIB3yEeMbIH B
TEKYIIEeH JeSITEIbHOCTH OpraHU3aluy.




Tecr 2
1. B 3TOT [0KYMEHT 3aKpelJisieT NPHUHATHIE BHYTPH
OpraHu3anyvy NpaBWiia padoThl ¢ JOKYMEHTAMH HAa BcCeX
Tanax padorsl ¢ HUMu. HazoBuTe 3TOT JOKYMEHT.
€. YcraB 00pa3oBaTelbHOI OpraHu3aluu,
f. OmaHk opraHu3aIuy,
g. HMHCTPYKIIMS 110 JAEJIONPOU3BOJICTBY,
h. HomeHnkiarypa nen.
2. C nmoMompbI0 3TOr0 JOKyMEHTa B 00pa3oBaTeIbLHOM
OpraHu3anuu oCylIeCTBJIsAETCSA cucreMaTH3anus
AOKYMEHTOB, IPYNIUPOBKA JOKYMEHTOB B [eJjia, y4eT
AOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHHsi, OTOOp M
nepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHHUe, pellleHHe 0
BbIIeJIeHUH JeJd K YHUuTo:keHuio. Ha3zoBurte »3TOT
AOKYMEHT.
€. YcraB 00pa3oBaTelIbHOI OpraHu3aluu,
f. OmaHK opraHu3aIuy,
g. HMHCTPYKIHS O JEJIOTPOU3BOCTBY,
h. HomeHnkmarypa nern.
3. Kakue pacnopsiivrTesibHbIe JOKYMEHTHI H3JAKOTCH IO
onepaTUBHbBIM  BONpocaM W [Jsi  OpPraHu3aluM
HCIOJIHEHHS IPYTUX PACIIOPSAUTETIbHBIX JOKYMEHTOB:
d. paCIopsLKCHUA
b. pemenus
C. IOCTaHOBJIICHUS
d. mpukasbl
4. Kakue pacnopsizurejibubie 1okyMeHTbl HE oTHOCATCS
K JIOKYMeHTaM, H31aBaeMbIM Ha OCHOBE eIUHOHAYATIHUA?
a. TIpUKa3bl
b. pacniopsixenus
C. peuicHuA
d. ykazanus
5. Ha xakue BUABI NOAPA3AeISAIOTCA OJIAHKH T0KYMEHTOB
N0 PACHOJIOKEHMI0 pexkBu3nTOB coriaacio I'OCT P
7.0.97-20167
a. YTJIOBBIE U TIPOIOIbHBIE
b. oOmmmii Gank, OJaHK MUChbMa, OTaHK KOHKPETHOTO
BHJIA IOKYMEHTA
C. OJIaHK OpraHu3aluy, 6JJaHK CTPYKTYPHOTO
MOJIpa3/ieIeHusl OpraHu3aluy, OJaHK JOHKHOCTHOTO JIMIA
d. meHTprpOBaHHbIC U (IaroBkIe.

Bonpocsl k 3x3ameny

40. HopmaTuBHas cpefa 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoit denepanum.
YpoBHU ¥ HCTOYHUK (POPMUPOBAHUS
HOPMAaTUBHOM cpeibl 171si 00pa3oBaTeIbHON
opranuzaiuu B PO.

41. OcHOBHBIE MOJIOKEHUS JIOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Tpo(ecCHOHANBHOM NesITeTbHOCTH
B 00J1acT 00pa3oBaHUsI.

43. TlonsiTue U o0mmas  XapakTepUCTUKa




00pa3zoBaTeNbHON MPOTPAMMBI.

44, Opranu3aliOHHO-TIPaBOBbIE bopmbI
VUpPSKACHUA WU OpraHu3aludid  CUCTEMBbI
oOpa3oBaHwUs.

45. 3akOHbl M CHCT€Ma [O/3aKOHHBIX AaKTOB,
PEryJINpYOIUX YIIPaBJIEHYECKYIO
JESITEIbHOCTD B o0pa3oBaTenbHOM
OpraHu3aIiy.

46. 3akoHOHarebHBIE aKTBl 110 YerssOMHCKON
obmactu (wnu uHoro cyowsekra PO no BeIOOpY
CTYZIEHTa), PETJIAMEHTHPYIOIINE e TEIbHOCTh
yUpeKACHUN 00pa3oBaTeabHOM chephl.

47. YcraB 00pa3oBaTeIbHOM OpPraHU3aIUH.

48. JlokanbHBIE aKTHl 00pa30BaTENbHOM
OpraHH3aLuH.

49, TloHsiTHe 1ETONPON3BOJICTBA U APXHUBHOTO
Jena.

50. OcobGeHHOCTH AETOMPOU3BO/ICTBA B
00pa30BaTeIbHON OpraHu3allu.

51. 3aK0HOIATEIHCTBO B oOJactu
JEJIONPOU3BOJICTBA W ApXWBHOTO  Jelia.
Pacrnipenenenue OTBETCTBEHHOCTH 3a

OpraHMU3alHI0 U BEJACHUE JIeJIONPOU3BOJICTBA B
00pa3zoBaTeNbHON OpraHu3aIym?

52. JIokyMEHTUPOBaHHE JeSATeTbHOCTH
oOpa3oBatenbHOil  opranuzauuu.  OOmas
XapaKTEePUCTUKA CUCTEM JJOKYMEHTAIUH.

53. IOpunnyeckas cuia YIPABJIEHUECKUX
JIOKYMEHTOB.

OIIK-1.2 I[Ipumensier
HOPMAaTHBHO-TIPABOBBIC AKThI
B cepe oOpa3oBaHus ¢
y4€TOM HOPM
npodeccuoHATIBLHON ITUKH

Jlomainee 3aganue 2

1. U3yunth crareio 30 «JlokanbHble HOpMAaTHBHBIE AaKTBHI,
coJiepKalllie HOPMBI, PpEerylupyroume oOpa3oBaTeabHbIE
otHowmeHus» PepepanbHoro 3akoHa ot 29.12.2012 N 273-03
(B meiictByromieit pegakuun) "O6 obpazoBanuu B Poccuiickoit
®enepanun”

2. OTBETUTH Ha BOIIPOCHI:

K xakoil rpymme ymnpaBieHUYECKHX JOKYMEHTOB OyayT
OTHOCHUTHCS JIOKaJIbHBIC aKThI o0Opa3oBaTelbHOI
OpraHu3anuu?

Kakue AOKYMCHTBI  JUIA O6p3.30B3TCJ'ILHOfI opraHuzanvu
SABIIAKOTCA y‘-IpCI[I/ITCJ'ILHBIMI/I?

3. CocraBbTe CIIICOK JIOKAJIBbHBIX aKTOB IS
00pa3oBaTeNbHBIX OpPraHU3aluii BBIOPaHHOTO THIIA.

4. Tlonw3yscy (a) Ilepeunem munosvix ynpasieH4ecKux




aApXUBHLIX ~ OOKYMEHmOo8,  00pa3yiowuxca 6  npoyecce
0esAmenbHOCU ~ 20CYOAPCMBEHHbIX — OP2aHO8,  OP2aHO8
MECmHO20 CaMOYNPAGIeHUss U OpP2aHu3ayuli, ¢ YKa3aHuem
cpokog ux xpamenusi, yme. Ilpuxasom Pocapxuea om 20
Ooexaopss 2019 2. Ne 236, (0) Ilepeunem Ookymenmos co
cpokamu xpanenus Munucmepcmea npoceewenusi CCCP,
OpP2aHO8, YUpedCOeHUll U Op2aHU3AYULL €20 CUCTeMbl, YMe.
Ilpuxazom Munucmepcmea npoceewenusi CCCP om 30
oexabps 1980 2o0a N 176; (B) [Ipunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa Jiesl 001ieo0pa3oBaTenbHOTO YUPEKACHUSI» K
Iucomy  Munucmepcmea  obpazosanusi  Poccutickoul
Dedepayuu om 20.12.2000 2. Ne 03-51/64 « O Memoouueckux
pexkomenoayusix  no  pabome ¢ OOKYMEHmMAMu 8
001e0dPaA306aMENLHBIX YUPENHCOCHUAX», OMPENCIUTh CPOKHU
XpaHEHUs JUIsl BCEX TIOKYMEHTOB U3 CIIHMCKA, YKa3aB CTaThiO U
nyHKT roa [lepeuns, Hanpumep:

Ne | Tunosoe Cpok Ne Ilepeuenn
/1 | HAUMEHOBAaHUE XpaHEHUs | CTaThbU
JOKaJIbHOI'O aKTa

17 | YueOnsie ranbl | [locrostaro | 603 [Tepeuenn
1 TIPOTPaMMBI 1980
KypCOB
TTOBBIIIEHUS
KBaJIM(pUKaLMU
YUHTEIEH,
BOCITHTATEIICH,
pabOTHUKOB
BHEIITKOJIbHBIX
YUpEXKIACHUN,
MIPOTPAMMBI JIJIS
camoo0pazoBaHus

18

Jdomammuee 3aganue 3

1. Usyuuts [lpuxaz Pocapxusa om 11.04.2018 N 44 "O6
ymeepocoeHuu Ipumepnoii UHCMPYKYUU no
0eonpouU3800Cmey 8  20Cy0apCmeeHHblx — opeaHusayusx”
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
B cucreme  Koucymprautllmoc  www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW_305137/

2. OTBETUTH Ha BOMPOCHI U MPEICTABUTh UX B CBOOOTHON
4aCTU TAOJIUIIEL.

Ne Bomnpoc OTtBer
ILm.




JlokymenToo00poT MY BKITIOUaeT
MOCIIE0BATEIHLHOCT TIEPEMEIICHHIA
ITOKYMEHTOB, a TaK)Ke OIEPaIlny,
COBEpILIaeMbIe C JOKYMEHTaMH B IPOLIECCe
X CO3/IaHus U UcToHeHus. HazoBute 3TH
orepanuu.

Ha xakue MpHHIMITB OIIUPACTCS
Opranu3zaiys ToKyMeHToo0opora B MY?

w

Kaxk BenyT ydueT nokymeHntoobopora B MY?

Kakue TOKyMEHTHI MOMaJatoT B COCTaB
BXO/ISIIMX U UCXOJSALUIUX TOKYMEHTOB
rOCY/1apCTBEHHON OpraHu3aiu’?

Uto Takoe «MDJ1O»?

UTO BXOJIUT B MOHATUE «KOPPECIOHCHLINS»
roCcy/1apCTBEHHOM OpraHu3anuu?

Hy>HO JI1 IPOBOJUTH NIEPBUYHYIO
00pabOTKY JIEKTPOHHBIX JOKYMEHTOB?

[IpukazaM U pacopsKEHUsM 110 OCHOBHOU
eI TEIbHOCTH B TOCYAapCTBEHHOM
OpraHu3alK IPUCBANBAIOTCS MOPSIKOBBIE
HoMmepa? Crenyer a1 UX PErucTpupoBaTh B
OTJIEJIbHO, B PA3HBIX PErUCTPAL[MOHHBIX
bopmax?

Kak opranu3oBath JOKyMEHTOO00OpOT
[PUCIIAHHBIX OyMa)KHBIX JOKYMEHTOB, €CITH
B opranuszanuu aercreyer CO1?

10

Kakue  IOKyMEHTBI  TOCYIapCTBEHHON
OpraHU3aIi MOTYT CO31aBaThCsl, XPaHUTHCS
M HCIOJB30BAThCSl  UCKIIOYUTEIBHO B
piiekTpoHHOM  Buzae? Kak  ycraHOBUTH
[epeyeHb 3TUX JTOKYMEHTOB?

11

[ 1e perucTpupyroTCsi IPOTOKOJIBI
3aCelaHU, COBELIaHUM, IIPOBOIUMBIX
[PYKOBOJICTBOM OpraHu3anuu’?

12

Kakue TpeboBaHUs MPEIBIBISIOTCS K
MapIIpyTam JIBIKESHUS
OpraHU3aIMOHHO-PACTIOPSATUTENBHBIX
mokymeHToB B COJ1?

13

YUemy OJKHO COOTBETCTBOBATh
[IPOXO0XKJICHUE BHYTPEHHUX JTIOKYMEHTOB Ha
pTarnax ux MOArOTOBKU U oopmileHus, a
YeMy Ha dTale UCIOIHEHMS?

14

CKOJIBKO pa3 U /i€ HY’)KHO perucTpUpOBaTh
BXOJIALINE TOKYMEHTHI?

15

Kaxkyro 3a/1aqy cTaBUT pyKOBOJIUTEb
ciryx0b1 JIOY rocynapcTBEeHHOTO
YUpEeXIeHUs IIPH OpraHu3aIuu
ITOKyMEeHTO0000poTa?

16

CnenyeT Jiu Bcerjia COXpaHsITh KOHBEPTHI
MUK YITAKOBKY BXOJSIINX TOKYMEHTOB?

17

Kaxne JOIIOJIHUTCIIBHBIC IIOTOKU

HAOJIFOAI0TCS BHYTPH IOTOKA BXOISIICH




IMOKyMeHTauuu MY ?

18

Korna Hy>KHO 3aperucTpupoBarh
MCXOMSAIINIA JJOKYMEHT, €CIIH OH OBLIT
[TOAIIMCAH B KOHIIC pa60qero JHs UJIN B
Hepabouee Bpemsi?

19

I[JISI KaKuX UCXOOAIUX TOKYMCHTOB
COCTABJIAKOTCS COIIPOBOAUTCIIbHBIC micbma’?

20

KaxoBa Liesb npeaBapuTeIbHOIO
[paCCMOTpPEHMUSI I10JTY4aEMbIX JOKYMEHTOB?

21

DTammy nepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJILKO OTIEPALIUA.
HazoBute ux.

22

Kakue mannbie BHOCsATCsS B COJI 0 BXOAAIINX
1 HCXOSIINX JOKYMEHTAX TOCYIapCTBEHHOMN
OpraHu3amymn?

23

Urto nenath, €CJIM BbI OTYYIHITN
HECTaHJapTHOE 10 BECy, pa3Mepy U T.I1.
[OYTOBOE OTIpaBlicHUE?

24

Yto ACJ1aTh, CCJIM BbI IMOJIYYHJIM ITIOYTOBOC
OTIIPABJICHHC B HOBp@)K,I[GHHOfI yrIaKOBKe?

25

Crieqyer u Aenatbh KOMUU UCXOISIINX
ITOKYMEHTOB?

26

KT0 Takoil OTBETCTBEHHBIN UCIIOJIHUTEID
mokymenTa? KakoBel ero o0si3aHHOCTH?

27

[lepen peructpamnuein UCXOSAIINX
mokyMeHTOB Cityx0a J1e10pon3BOICTBa
[IPOBEPSIET UX MPaBUILHOCTE. Ha uTo
KOHKpETHO oOpaiiiaeTcsi BHUMaHue?

28

HaszoBure cpencrsa CBI3U U1 JOCTABKU U
OTIPAaBKU JOKYMEHTOB MY B opranuzaiuu u
OpraHbl BJIACTH.

29

KTo pa3pabatbiBaeT MapuIpyThl ABHKEHUS
OpTaHU3aAlMOHHO-PACTIOPAANUTCIIBHBIX
mokymeHToB i1 CO/] rocynapcTBeHHOM
OpraHu3aiymn?

30

HazoBute 1ienp opranuzanuu
NTOKYMEHTOO00POTa B FOCYJapCTBEHHON
OpraHu3aIuy.

31

Kak MOTyT perucTpupoBaThbCsi BHyTPEHHHE

ITOKYMEHTBI?

Jdomammnee 3aganue 6

[Ipoananmu3upyiiTe HOMEHKJIATYPY AeJI 00pa30BaTEIHbHON

opraHu3anun BLI6paHHOF0 TUIIa WKW MIPEIIIOKCHHYTO
npenoaaBaTeiICM. OtBeThTE HA BOIIPOCHI.

8. I[J'IH 4ero MnpeaHa3HaiycHa HOMCHKIIATypa J1€JI B

00pa30BaTeNbHOM YUpeXKIeHUN?

9. Kak pa3pabaTbIBaeTcss HOMEHKIIATypa Jel

00pa3oBaTeNbHOTO YUpexKAeHU?




10. CymecTByeT 1 JIs JaHHOM OpraHu3anuu T UrmoBas
HOMEHKJIaTypa aein?

11. Kak onpenenuts GopMy U CTPYKTYPY HOMEHKIATYPHI
nen?

12. Kak ycTaHOBUTbH CPOKH XpaHEHHUSI JOKYMEHTOB?

13. Korna nomkaa 0OHOBJISATHCS HOMEHKIIATYpa e
00pa3oBaTeNbHOTO YUpexKAeHU?

14. Ko cocraBiseT 1 0popMIIsieT HOMEHKIIATYPY e
00pa3oBaTeNbHON OpraHUu3aIum?

KonTpoabHasi padora

B kauecTBe KOHTpPOJILHOW paboOThl  CTyJEHTaM
MpeJUIaraeTcsi COCTaBUTh pedepar W BBICTYIUTH C JOKJIAJIOM
10 TEME:

«JloKkyMeHTHpOBaHHE JeSITeTbHOCTH
00pa30BaTeNbHOrO yupexaeHus (yKa3aTh BHIOPAHHBIN THII)».
Tumbl  00pa3oBaTENbHBIX  YUPESKICHUN HE  JIOJKHBI

MIOBTOPATHCS B IPYIIIE (3aIMCATHCS Y CTapOCTBHI).
[lepeueHp TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
1o c1.23 @3 «O06 obpazoBanuu B PO».

TpeGoBanus k pedepaty
JloKyMeHTHpOBaHHe AesITeIbHOCTH 00Pa30BaTEJIHLHOTO

yYUpeKAeHUs

ConepxcaHI/Ie AOJDKHO ACMOHCTPHUPOBATH CIICAYIOIINC 3HAHWA
U YMCHUA CTYACHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHmUpOSaHusi OesimelbHOCU
00pa30BaTEeNbHOTO YUPEKACHHUS;

- MUN0B020 COCMABA cucmem OOKYMEeHMAayuu, Gopmupyouux
O0OKYMEHMAbHBIU YOHO 00PA308AMENLHO20 YUPEHCOCHU,

- cnoco606 u cpedcmes 0OKYMeHMUPOBAHUS, NPUMEHSEMbIX 8
npoyecce 0esmenibHOCMU 00PA308AMENbHO20 VUPEHCOeHUs,

- HOPpMAMUBHO-NPABOBLIX — AKMOS,  Pe2NaMEeHMUPYIOuUx
0esmenbHOCIb U ee OOKYMEHMUPOBaHue 8 00pa308amenbHbIX
VupescoOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmU KOHKPEMHOU
opeanusayuu;

- ONUPAsCL HA HOPMAMUBHO-NPABOGOU AKM, ONpeOesims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedpepar wa 10-15 crpanun, uepes 1,5 wunTepBana, 14
mpudrom. OOs3aTenbHBl TUTYABHBIA JIUCT, OTJIABIICHUE,
CIIMCOK JIMTECpAaTypbl W HCTOYHHUKOB, BHYTPUTCKCTOBLIC
CCBLIKHU. Bo3moxHbI MIPUIIOKEHUS. KonTponbHas
WHIWBHIyalbHAsE paboTa BBINONHSACTCS B OyMaXHOM U
OJICKTPOHHOM BH/IC




Tumnosoii ni1an pegepara

8. XapaktepucTrka THUIA 00pa3oBaTeIbHOrO
YUPEKIACHUS. (’KenatenbHo IIPUBJICUCHUE
CTaTHCTUYECKMX TAHHBIX O TOM, CKOJbKO B Poccuu/
peruone/obmactu/ ropojie 3apEruCTPUPOBAHO

MOAOOHBIX OpraHu3aIuii).

9. OOmas xapakTepuCTHKAa YIPABICHUS B JaHHOM
00pa3oBaTEeILHOM YUPEKICHUH.

10. OcHoBHOM COCTaB HOPMaTUBHO-IIPABOBBIX
JOKYMEHTOB, PETJIAMEHTHPYIOIUX  JCSATEIbHOCTh
00pa30BaTENLHOTO YUPEKIACHUS.

11. Xapakrepucrrka JIOKYMEHTAIBHOTO dbonma
(1OKyMEHTOB, = WX  KOMIUIEKCOB M  CHCTEM
JOKYMEHTAIlUK, (OPMHUPYIOLIUXCS B JACATEIBHOCTU
00pa3zoBaTeNbHOTO YUPEIKICHUS):

® OpraHU3alMOHHO-TIPABOBAs JOKYMEHTAIINS,

® [UIAaHOBAs JOKYMCHTAIIUS;

® pacnopsAuTeNbHAs JOKYMCHTAIIHS,

¢ UHPOPMAIIMOHHO-CIIPABOYHAS u

CIPAaBOYHO-aHATMUTHYECKAsT JOKYMCHTAIHUS;

OTYETHAs TOKyMEHTAIINS;

® JJOKyMEHTaIs M0 00ECIeYeHUI0 KaJpaMH (110
JMYHOMY COCTaBY);

e (QunancoBas aokyMmeHTalus (OyXranTepCKHii
y4eT ¥ OTYETHOCTb);

® JIOKyMEHTaIUs o
MaTepHaIbHO-TEXHUUECKOMY 00eCIeueHHIO;

® JIOrOBOpHAas TOKyMEHTAaIus,

® JOKyMEHTalMsl 10 JOKYMEHTAIl[HOHHOMY U

MH(OPMALIMOHHOMY o0ecrne4eHuno
NEeSITeTbHOCTH YUPEXKICHUS;
® JOKyMEHTAalUs, OoTpakaroLas

00pa3zoBaTeNbHYIO JEATeTbHOCTS;
® Jpyrue CUCTEMbI TOKYMEHTAIUH (€CIIU €CTh).
12. Ananu3 IPUMEPHOM HOMEHKJIaTypBI nen
00pa30BaTENbHOTO YUPEKACHHUS.
13. Tlopsinok XpaHEeHUs: JOKYMEHTOB B 00pa3oBaTeIbHOM
YUYpEKICHUN.
14. Criucok aurepatypsl 1 HICTOYHHKOB.

Tect 1

1.IIponosxute ppasy: «Opranusanms AeJ10NPOU3BOACTBA
B 00pa3oBaTeIbHOM yUpesKIeHHH HeMoCpeICTBEHHO
perjiaMeHTHpPYeTcs...»
€. HOPMAaTHBHO-TIPABOBBIMHU aKTamMu (eaeparTbHON
3aKOHO/IaTE€NbHOMN BJIACTH;
f. HOpPMaTHBHO-TIPAaBOBBIMH aKTaMu (eaepaabHON
WCTIOTHUTEIBHON BIIACTH;
0. HOPMATUBHO-TIPABOBBIMU aKTaAMH
3aKOHOJAaTEJIbHOW U UCTIOJIHUTENBHOM BIIACTH
cyOBekToB PD 1 uX TeppUTOPHATBHBIX




00pa3oBaHMii;
h. HOpMaTHBHBIMHU JIOKATBHBIMUA AKTaMH
o0pa3oBaTeNbHOI OpraHu3aluu.
2.Kakoe BbIcKa3bIBaHHe SIBJISIETCH HEBEPHBIM?
a. PekBu3ur «HaMMEHOBaHHME BHJA JOKYMEHTa»
ABISICTCA  JOKYMEHTOOODPA3yIOIIMM  MPH3HAKOM,
MO3BOJISIOIIMM TMOJIYYUTh HadallbHOE, camoe oolIliee
IpEJICTaBICHUE O JOKYMEHTE, €ro IIpaBOBOM
3HAYUMOCTH
b. INpumenenne T'OCT P 7.0.97-2016 sBusercs
00s13aTeNbHBIM I BCEX COBPEMEHHBIX OpraHU3alUid,
YUPEKICHUN, IIPEANPUATHN TOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (HOpM
C. ®opMyJisip NOKyMEHTa IMPOAUKTOBAH HE TOJBKO
HEOOXOJUMOCTBIO CTPYKTYPHpPOBaTh HH(POPMAIIHUIO,
c/enaTth ee AProHOMUYHOH, HO W HEOOXOJUMOCTHIO
npuaaTh JAOKYMEHTY HOPHUJIUYECKYI0 CHILY, CHENATh
3areyaTyieHHY0 B HeM HH(popMalnio opuuaibHON
d. Kaxxplii peKBU3UT KaK NEPBUYHBIN CTPYKTYPHBIN
3JIEMEHT JOKyMEHTa B TOM WM HWHOM CTENEHU
OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIIIO
3. KakuMm opraHu3anMoOHHbIM JOKYMEHTAM COOTBETCTBYET
cJIelyI0IIasi XapaKTepHCTHKA:
Omo opzanuzauuOHHO-NPABOEbIE AKMbL, ONpedeaAloulue
nopadox  obpaszoeanus, npaea u  00A3AHHOCMU,
OpP2aHU3aAUUI0 Padomosl KaK é OPZAHU3AUUU 6 UYe10M, MAK U 8
ee cmpyKmypHoix noopazoenenusax. B smux ookymenmax
makoice mozym 0Ovlimb OmMpa’)xcenvl npaea u 00A3AHHOCHMU
OMOENbHBIX OO0NIHCHOCHHBIX JIUY, ONPEOEIAMbCA OCHOGHDbIE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3IUYHBIX
meponpuamuil 6 op2aHuzauyuu (KOHKYpCco8, CeMUHAapos,
¢hecmueaneii, 6bicmagok).
a. mpaBuia
b. monmoxenus
C. HHCTPYKIIMM
d. ycraBsl

4. Kakomy OpraHu3aniMOHHOMY JOKYMEHTY COOTBETCTBYeT
cJIeqyIoIasi XapaKTepHCTHKA:
Omo n0KanvbHBLL HOPMAMUGHBII AKM  OP2AHU3AUUU,
pecnamenmupyrouwiuii. ¢ coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvuvimu 3akonamu nopaook
npuema u y60abHeHUsA paAdOMHUKOS, OCHOBHbIE NpaAed,
00A3aHHOCIMU U OMEEMCMEEHHOCb CHIOPOH MPYO06020
002060pa, pexcum padomol, 6pemsa omovlxXd, NPUMeHAeMble
K padomuuKkam mepvl ROOWPEHUA U 63bICKAHUA, 4 MAKIHCe
UHbBle 6ONPOCHL PezyIUPOBAHUA MPYOOBLIX OMHOULEHUIL )
0ann020 padomooamens.
a. HHCTPYKIUA UHCIIEKTOPA [0 TPYLY
b. mpaBMIIa BHYTPEHHETO TPYIOBOTO PacmopsiIka
C. TOJOXEHHE O TPYAOBBIX OTHOLIEHUSX B
Opra"usanuu
d. TpynoBoii 1oroBop




5. Kakomy ynpaBiieH4eCKOMY JOKYMEHTY COOTBETCTBYeT
cJIelyI0lIasi XapaKTePHCTUKA:
Omo 6ud nUCbMEHHO020 OOKyMeHma, 6 KOMmopom
¢uxcupyrom peuwienusn AOMUHUCIMPAMUBHBIX u
OP2AHU3AUUOHHBIX  6ONPOCO8, G MAKCe BONPOCOE
ynpaenenus, 83aumooeiicmeus, obecneuenus u
pecyiuposanus  0eamenpbHOCmu  OpP2aHo6  éaacmu,
yupesxcoenuil, npeonpuamuil, opzanu3zayuii, ux
noopazoenenuil u 00NHCHOCMHBIX JTUY.

a. GpMHAHCOBO-OYXTaNTEPCKUMA

b. kaapoBbIit

C. OpraHu3alMOHHO-PACIIOPSIUTEIbHBIN

d. mIaHOBO-OTUETHBIN

6. KaxkoMy [0KYMEHTY COOTBETCTBYeT cCjedylolias
XapaKTepHCTHKA:
JTO NpPaBOBOH AaKT, YCTAHABJIMBAIOUIMNA TEXHOJOIHIO
CO3JaHUSl WM TOJy4eHUs] TOKYMEHTOB, UX 00padoTKH,
XpaHeHUs] M  WCHOJb30BAHHS B  JeATEJIbHOCTH
OpraHu3anmm.

a. JOJDKHOCTHASI MHCTPYKIIHS

b. TOKHOCTHOM periaMeHT

C. oJIoXkeHue o ciyxoe JJ0Y

d. MHCTPYKIIHSI 10 JCTIONPOU3BOICTBY
Tecr 2

1. B Kkakoil 4YacTH PpacnopsiAUTEJbHOI0 JOKyYMEHTa
Heo0X0UMO MnoMeumAaThb nepeveHb JAOKYMEHTOB,
YTPAaTHBIIKX CHJIY WIH MOJJIEKAIIUX H3MEHEHHUIO B CBA3H
¢ U3IaHUEM JIaHHOT0 aKTa?
a. B TIOOOM MYHKTE PacroOpsIUTENbLHON YacTH
b. B mepBBIX MyHKTAX paclopsIUTeIbHON YacTH
C. B KOHCTaTUPYIOILIEH YaCTH
d. B KOHIIE TeKkcTa
2. U3 Kakux 4acreil COCTOMT TEKCT PACHOPAIMTEIbHOIO
JAOKYMEHTa:
a. aHAIMTHYeCKas 9acTh/ 00001Iaro1Ias 4acTh
b. pa3psicHUTEIbHAS YaCTh/ TUPEKTHBHAS YacTh
C. KOHCTaTUPYIOIIAst YaCTh/ pacropsIUTeNbHAS YacTh
d. BBOoIHAS yacTh/ OCHOBHAS YacCTh/ 3aKIFOUUTEIbHAS
4acTh
3. Kakomy BHMIYy JOKYMEHTA COOTBETCTBYET CJeAYIOIIHIA
TEKCT:
23.09.20013 6 9.00 na 3anamuax no ocnoeam

npagoeedeHus npuUCymcmeosano 2 cmyoeHma u3 cocmaga
2pynnul 25 uenogek, é pezynvmame 4e20 3aHAMUA
NPULIOCH OMMEHUMD.

Jloyenm kagedpvr npaea Ioonuce
/H.B. lllenens

25.09.2013




a. TOKJIJHAs 3aITuCcKa
b. mosicuuTenbHas 3amucKa
C. OOBSICHUTENbHAS 3aIiCKa
d. cmyxkeOHas 3anucka
4. Jlns KakuX BHUAOB JOKYMEHTOB MCIOJIb3YIOT OOIIMA
O0saHk?
BriGepute ofuH OTBET:
a. MOOBIX BUJIOB IOKYMEHTOB, KpOME TIPHUKa3a
b. 7r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO I IIMChMa
d. TF0OBIX BHIOB JJOKYMEHTOB, KPOME ITHChMa
5. Ha kakue THNBI NOAPA3AEISIIOTCH JOKYMEHTHI IO
MPOUCXOKIEHHIO:
a. obmmenocTymnHble/ KOHPUICHIMATBLHBIC/ CEKPETHBIS
b. muunbie/ opHLIHATbEHBIE
C. BXOJSIINE/UCXOIAIINE/BHYTPECHHNE
d. uHaMBHAYabHBIC/ Tpad)apeTHBIC/ THIIOBBIC

Bomnpocs! Kk 3k3aMeHy

1. [JoxymeHTupOBaHUE HCCIIEN0BATENbCKON
JEeSATEIILHOCTH 00pa3oBaTeNbHOM
opranuzaiui. CrocoObl 3aIIUThl aBTOPCKHUX
npas.

2. JIOKyMEHTAJIbHBIA U apXUBHBIN (HOHIBI
00pa3oBaTeNbHON OpraHu3alyy.
3. JloKkyMeHTUpOBaHUE yIpaBIEHUECKON

nesrenbHOCTH. OpraHuzanus, JIaHUPOBaHUE,
pacnopsAIUTENLCTBO, KOOPAUHALINAS, KOHTPOJIb U APYTHE
ylpaBiieHYecKHe QYHKIUHU B TOKyMEHTaxX 00pa3oBaTeIbHON
OpTaHu3aINH.

4. JlokyMeHTUpoBaHHEe 00pa30BaTeNIbHON
nesiteabHOCTH. OCHOBHAs 00pa3oBaTebHas porpamMmma.
VY4eOHblil naH (MHbIE BU/bI INIAHOBBIX JOKYMEHTOB I10
oOpa3oBaTenbHO esTenbHoCTH). Pabouas nporpamma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOIPUATHH.

S. JlokyMeHTapHasi IOJr0TOBKa
00pa3oBaTeNbHON OpPTaHU3AIMH K JTUIIEH3UPOBAHHIO U
rOCyJJapCTBEHHOHN aKKpeIUTaLUH.

6. [Tonsatue mokymeHT0000pOTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYrpasineHue JOKyMEHTOIIOTOKaMH B

00pa3oBaTeNbHON OpraHu3aly. JIEKTPOHHAS U
TpaJULMOHHAsA (hopMa TOKYMEHTOO0O0pOTa.

8. Opranu3anus UCIOIb30BaHUs TOKYMEHTOB B
o0pa3oBaTenbHOI opranu3anyu. JlocTy K JOKyMeHTaM.
9. [IpaBoBBIE OCHOBBI B 00JIACTH

nH(popMaoHHOTo obecredeHns: 00pa3oBaTEIbHOM
nesrenbHOCTH. CaliThl 00pa30BaTeNbHOM OpraHu3aluy.

10. Opraau3anys orepaTuBHOTO U ApXUBHOTO
XpaHEeHUs JOKYMEHTOB B 00pa30BaTebHOM OpraHn3anuy (Ha
MIpUMEpPE OJTHOTO U3 THUTIOB).

11. JlokanbHbIE HOPMATUBHBIE AKTHI T10
JIeJIONIPOU3BOCTBY 00pa30BaTeNbHON OpraHu3aluu.




12. HHucTpykius o aenonpous3BoAcTBy. Llens
CO3JIaHMsl, 33/1a4H, TPEOOBaHUS K COCTABJICHUIO, 0(OPMIICHUIO
Y BBEJICHUIO B JeHCTBHE

13. Howmenkiarypa nen. Llens u 3agaun co3ganus,
TpeOOBaHUS K COCTaBJICHHUIO, OOPMIICHUIO U BBEJCHHUIO B
JIICUCTBUE.

14. YHHUUYTOXKEHHE JOKYMEHTOB 00pa3oBaTebHON
opranuzanuu. [lopsooK BbLAETICHHUS J€1 K YHUYTOXXEHHIO.
JIoKyMeHTUpOBaHUE MPOLEAYPbl YHUUYTOXKEHHS TOKYMEHTOB.

OIIK-1.3 OcyuiecTBisieT
npogeccnoHalIbHOE
B3aNMOJeHCTBHE C
Y4aCTHHUKAMH
o0pa3oBaTe/IbHbIX OTHOIIEHH i
B COOTBETCTBHM C HOPpMAMHU
npogeccuoHAIbLHOM 3TUKH

Jdomamnee 3aganue S

IIpuBeaure mno 2 mnpuMepa [AOKYMEHTOB IO
JIMYHOMY COCTAaBY, OTpPaKaiie JTOKYMEHTHPOBAHUE
CJIeIYIOLIUX MPOLECcCoB:

. IIPOLIECCHI ABUKEHUS KaIpOB;
. IpoLEAypY aTTeCTallluu;
. BOMHCKHM y4YeT.

KT0 oTBeuaeT 3a coctaBieHHe TaHHBIX TOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMU PYKOBOJICTBYETCS?
KonTpoabHnasi padora

4. XapakTepHuCTHKa TOKyMEHTaJIbHOTO (DOH1a (JOKYMEHTOB,
UX KOMITJIEKCOB M CHCTEM JIOKYMEHTAINH, (QOPMHUPYIOIIHUXCS
B JIEATEIILHOCTU 00pa30BaTEIbHOI0 YUPEIKICHHS):
® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTAIHS,
® [UIaHOBas JJOKYMEHTAIUS;
® pacnopsAuTeNbHas JOKYMEHTAIMS;
e uHpOPMALMOHHO-CIIPABOYHAs U
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTALUS;
OTYETHAs IOKyMEHTAIINS;
® JIOKyMEHTAIMs 10 00ECHEeUeHHIO KapamMu (110
JMYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTauus (OyxraiaTepckuii
y4eT ¥ OTYETHOCTb);

® JIOKyMEHTaIUs o
MaTepHabHO-TEXHUUECKOMY 00€CIIeUEeHUIO;

® JIOTOBOpHAs TOKyMEHTAIHs,

® JIOKyMEHTalMsl 1O JIOKYMEHTAIl[HOHHOMY W

MH(OPMALILOHHOMY o0ecrnedeHuno
JeSITebHOCTH YUPEXKICHUS;
® JOKyMEHTAalUs, OoTpakaroLas

00pa3zoBaTeNbHYIO JeATeTbHOCTS;
® J[pyrHe CUCTEMBI JOKYMEHTAIUH (€CIIH €CTh).

Tect 1

1. Kakomy [OKyMEHTY COOTBETCTBYeT CJeaylouias




XapaKTepuCTHKA:

Omom OoKkymenm ycmanaenueaem 011 pPaAdOMHUKA
KOHKpemHble mpyooewie (0onxecnocmubte,
¢ynKkyuonanvoie) oba3anHOCMU u npaga 6
COOMmEemcmeuu ¢ 3aHUMAEMOIL 00TIHCHOCHIbIO, 3AKPenisem
€20 Op2aHU3AUUOHHO-NPABOBOE NOJIONCEHUE 6 CHPYKmype
yupesxccoenus,  A6AAEMCA  NPABOGOU  OCHOBOU 0N
npogedenus ammecmayuu padomHuKda, onpedeneHus e2o
OMEEemMCMEeHHOCMU U 63AUMOOMHOUIEHUA C OpYy2UMU

padomuuxkamu u noopaszoenenuamu, noseonsem
00beKmMueHo oyeHueamup pabomy COmpyOHUKaA
opzanuzayuu.

a. MHCTPYKIHS 110 ICJIOTIPOU3BOJICTBY

b. monoxxenue o cayxoe JJOY

C. TOJUKHOCTHOH pErIaMeHT

d. TOJKHOCTHAS HHCTPYKIIUS
2. Kakmume rpynmbl JOKYMEHTOB, € TOYKH 3peHHS
OpraHu3amMy J0CTyna K HHM, BCTPe4aWwTcsl B
o0pa3oBaTe/IbHON OpraHu3auuu?

€. oOIenoCTyIHbIE,

f. koHduaeHIMATBHBIC

g. CEKpeTHbIe

h. Bce rpyImmbl BO3MOXHBI

Tect 2
1. K xakoii cucremMe JOKyMeHTalluM oTHOcHTCS JInuHas
kapTouka T-27
€. (uHaHCOBO-OyXranTepckoi,
f. JOKyMeHTaM 1o JTUYHOMY COCTaBy,
J. OpraHu3allMOHHO-IIPABOBOM,
h. pacrnopsauTenbHOM TOKYMEHTAILIUH.
2. K10 oopmursier y4eTHbIC THYHbIC KAPTOYKH:
a. pabOTHUK
b. pyKOBOAMTENH CTPYKTYPHOTO MOJPa3IeICHUS
C. 3aMECTUTENb PYKOBOJIUTEIS OpraHU3aluu
d. pabOTHHUK 1O Kaapam
3. Kakoii JOKYMEHT SIBJISIETCH OCHOBHBIM JOKYMEHTOM O

TPY/I0BOM 1eSITeIbHOCTH H O TPYAOBOM CTa:Ke pa0OTHUKA:

d. ydeTHas JU4YHas KapTO4Ka
b. meHCHOHHOE yIOCTOBEpEHUE
C. CTPaxoBOE€ CBUETENHCTBO IOCYJapPCTBEHHOTO
IIEHCUOHHOT'O CTPAaXOBAHHUSA
d. TpyoBast KHHKKa
4. Kakme BuHABI JHCHUIUIMHAPHBIX  B3bICKAHHIl
BIIMCHIBAKOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BU/IbI TUCIUTUIMHAPHBIX B3bICKAHHIA
BIIMCBHIBAIOTCS B TPYAOBYIO KHUXKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHUs B TPYJOBYIO KHHU)KKY HE 3aITCBIBAIOTCS
5. Kakue mucbMa NOANMUCHIBAKTCHA ABYMS JMIAMH —
PYKOBOJIUTEIEM OPraHU3alliM M IVIABHBIM OYXTaJTepoM:




a. TapaHTUHHbBIC THChMA
b. conpoBoauTEIbHBIE THCHMA
C. MHChMa-3apoChI
d. pekamHbIC TUCHMaA
6. Kakum poxkymeHTOoOM Heo0XxoauMo o0¢GOpMHUTHL BO
u3be:xxkaHue HapyumeHus HopMm TpyaoBoro Kkoaekca
NMCbMEHHOEe HANOMHHAHHME O He00XOAUMOCTH SIBUTHCH
MJSl  TMOJYy4YeHHsl TPYAOBOl KHUXKKH  YBOJEHHOMY
PaGoOTHUKY, He NOJyYUBIIEMY ee:
d. 3aKa3HOC IMUCbMO
b. pakcorpamma
C. SMS-coobmienue
d. a71eKTpOHHOE COOOIIeHUE
7. Kakoil [J0KyMEHT NOANMCHIBAETCS PYKOBOJAUTEIEM
CTPYKTYPHOI'O NOAPa3Ie/IeHusl:
d. CIIpaBKa
b. mpukas
C. aKT
d. cmykeOHas 3anucKa
8. B Kkakoii 4YacTHM PpacnoOpsiAMTEBHOr0 [JIOKYMEHTA
yka3piBaercss uUHGopManusi 0 TOM, KTO OCYLIeCTBJisieT
KOHTPOJIb €r0 UCIOJTHeHus1?
a. B IIEPBOM ITYHKTE PaCMOPSAUTEIILHON YacTH
b. odopmitsieTcst OTIEIBHON CTPOKO# MMOCIIE BCeX
MTYHKTOB
C. B IOCITIEIHEM ITYHKTE PACTIOPSAIUTEIHLHON YaCTH
d. B KOHCTATHPYIOIIEH YacTH

Bonpocel k 3x3ameny

1. Kanposas monutrka 06pa3oBaTebHON OpraHu3aIliy.
Opranuzanus JOKyMEHTUPOBAHUS TPYAOBBIX OTHOLIEHUH.
[IpaBa u o6s13aHHOCTH paboTomareneil U pabOTHUKOB.

2. Pa3paboTka HOpMAaTHBHBIX MTPABOBBIX AKTOB,
yCTaHABIUBAIOIIUX CITYKEOHBIE OTHOILICHUS B
o0pa30BaTeNbHON OpraHu3aluu.

3. [Topsamok 3akmtoueHust TPYIOBBIX 10T0BOpoB. OO1He
OCHOBaHUS IPEKpalIeHHs TPYJOBBIX 10roBOpoB. OCHOBaHUS
U TIOPSIIOK PAaCTOPKEHUSI TPYIOBBIX IOTOBOPOB 11O
MHUIMATHBE paboToAaTeNsl, 0 MHUIIMAaTUBE pa0OTHHUKA
o0pa3oBaTeNnbHOI OpraHu3aluy.

4. JlokyMeHTupOBaHuE B 001aCTH MaTepUaIbHBIX U
(hMHAHCOBBIX 3aTPaT TOCYJAPCTBEHHBIX U MYHUIIUTIATHHBIX
o0pa30BaTeNbHbIX OpraHU3aIHi.

5. VYcraHoBIEHUE U JOKYMEHTAIBHOE 3aKPETIEHHUE
COIMAIPHO-TIPABOBBIX YCIIOBHI M TapaHTHI, HEOOXOTUMBIX
JUISL IESITENIBHOCTH PAaOOTHUKOB TOCYapCTBEHHBIX,
MYHUITUTIAIBHBIX U HETOCYApPCTBEHHBIX 00pa30BaTEIbHBIX
YUPEKIACHUM.

6. JycuunnuHapHas OTBETCTBEHHOCTb U €€
JIOKYMEHTUPOBaHUE

7. JIoOKyMEHTUPOBaHUE HCCIIEA0BATEIBCKOM
JeSTeIbHOCTH 00pa3oBaTelibHOM oprann3anuu. CriocoOsl




3allUThl aBTOPCKUX MPAB.

Kpurepum onenku

[IpomexyTounas arrtectauus o aucuuiuinHe «HopmaruBHO-TIpaBoBoe oOecrieueHue
yIpaBlIeHUsT 00pa3oBaHWEM C MPAKTUKYMOM TIO JIEJONPOU3BOJACTBY» TPOBOJMUTCS B BHJIC
9K3aMEeHa U BKJIIOYAeT TEOPETHYECKHUE BOIPOCHI, MO3BOJISIIOIIME OLIEHUTh YPOBEHb YCBOCHUS
00yJarmUMUCS 3HAHUH, U TIPAKTHYECKUE 3aJaHHS, BBISIBISIFOIINE CTETICHh C(HOPMUPOBAHHOCTH
YMEHHH U BIIaJICHUI.

K sKk3aMeHy HOIMyCKarOTCS CTYJEHTHI, BBHIMOIHUBIINE IIECTh JOMAIIHUX MPAKTUYECKHUX
3aJIaHui, KOHTPOJIBHYIO padoTy, pemuBiire TecThl No 1 u 2.

DK3aMeH M0 JIaHHOHM JAHMCUUILUIMHE MPOBOJUTCS B YCTHOW (DOopMe MO dK3aMEHAIIMOHHBIM
Ousietam, Kaxablid U3 KOTOPBIX BKIIOYAET 2 TEOPETHUECKUX BOmpoca (10 OJHOMY U3 KaXJIOTO
paszena) v OJIHO MPAKTUYECKOE 3a/1aHne (aHAJIN3 TUTIOBOW YIPABIEHYECKON CUTYallUH U OLIEHKOM
HEOOXOUMBIX JIETIONPOU3BOICTBEHHBIX ACHCTBUN):

— HAa OYeHKy «OmauuHno» (5 6annos) — oOyuarWuics O0eMOHCMPUPYem 6blCOKUll YPOBEHb
chopmuposanHocmu KOMnemeHyutl, 6CecmopoHHee, cucmemamuieckoe u 21yo0oKoe 3HaHue
yuebHo20 mamepuanda, c80O00OHO BbINOJHAEM NPAKMUYECKUue 3a0aHus, c60000HO onepupyem
SHAHUAMU, YMEHUAMU, NPUMEHAEM UX 8 CUMYAYUSX NOBGLIUEHHOU CLOHCHOCTU.

— Ha oyeuky «xopouwtoy (4 Oanna) — obyuarOWuiics O0eMOHCMpuUpyem CcpeOHUll YPOBeHb
chopmuposaHHoCcmu KoMnemeHyuil. OCHOBHble 3HAHUS, YMEHUs OCB0€Hbl, HO OONYCKAIOMCA
He3HauumenbHovie OWUOKU, HEMOYHOCMU, 3AMPYOHEeHUs NpU AHATUNMUYECKUX ONepayusx,
nepeHoce 3HaHull U YMeHUll Ha HOBble, HeCMAHOAPMHbLE CUMYAYUU.

— Ha oyeHKy «yooenemeopumenvho» (3 banna) — obyyaOWuUICAs 0EMOHCMPUPYem Nopo2osblil
YPO8eHb CHOPMUPOBAHHOCIU KOMNEMEHYUIL: 8 X00e KOHMPOTbHbIX MEPONPUAMULL OONYCKAIOMCSL
OWUOKU, NPOAGIAEMCA OMCYMCMBEUe OMOETbHbIX 3HAHUL, YMEHUll, HABbIKOS, 00YYaouuiics
ucnvlmuléaem 3HauumenbHbie 3ampyOHeHUs. NPU ONePUPOBAHUY SHAHUAMU U YMEHUAMU NPU UX
nepeHoce Ha HO8ble cumyayuu. 3Hanus ne obonee 20% meopemuueckoco mamepuana, OOnycKkaem
cywjecmeennvle OWUOKU, He MOdCcem NOKA3amb UHMENNeKMYAlbHble HABbIKU PeuleHUsl NPOCIbIX
3adau.

— HA OYEHKY «HEYO081eMEOPUMENbHO) — 00YYAIOWUIICA He MOJCEm NOKA3AMb 3HAHUS HA YPOGHE
B0CNPOU36EOCHUsL U OOBACHEHUS UHGOpMayuu, He MOJCem NOKA3amb UHMELIeKMYaibHble

HABLIKU peuenUs NPOCMbIX 3a0au.
IIpumepHoe NpakTHYeCcKOe 3a/JaHNe HA IK3aMeHe

Pabomnuk obpazosamenvroii opeanuzayuu onozoan na 2 yaca Ha pabomy. Kakue deticmaus 6bl,
Kak — pykosooumenv,  O00JJHCHbL  npeonpurams?  Kakue  O0OKyMeHmbvl — CONPOBO’COAIOM
ypezynuposanue OaHHOU cumyayuu?



