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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzanuu B 2022 - 2023
yueOHOM rofy Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 . Ne

3aB. kadeapoii C.C. Benukanosa

Pabouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2023 - 2024
yueOHOM roay Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIpotokom ot 20 1. Ne

3aB. kadempoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
yueOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)
dopmMupoBaHuE CIIOCOOHOCTH HIACHTHU(QHUIMPOBATH HOPMATUBHYIO Cpely MAJisi pealu3aluu
pa3IMYHBIX HANpaBICHUH NPO(PECCHOHANBHON MEATETBHOCTH, pelarbh MpopecCuOHATbHBIC
3aJ]aui B COOTBETCTBUHU C HOPMATUBHBIMU MPAaBOBBIMU aKTaMHU B cepe 00pazoBaHusi U HOPMAMHU
npodeccuoHaIbLHON ITHKH, obecrnieunBarh JIOKYMEHTAIl[MOHHOE COIIPOBOX/IEHUE
o0pa3oBaTeNbHO,  YINpaBIEHYECKOM M HAy4YHO-UCCIIEJOBATENbCKONW  JESATENbHOCTH
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

HMHHOBaLIMOHHOE ITPEAITPUHUMATEIBCTBO

Opranu3anus NpoCBETUTENbCKON AEATEIbHOCTH B CUCTEME 001Iero 00pa3oBaHMs

[Ipou3BoicTBEHHAS - TeJaroruyecKkas npakTuka

TexHonoruu opraHuzanuu 0Opa30BaTEIBHOIO IpOLEcca B CUCTEME COBPEMEHHOIO
o0OpazoBaHus

TexHosoruu pa3paboTKH Nporpamm AesITENbHOCTH 00pa30BaTEIbHOTO YUPEKICHUS

VYnpasienue o0pa3oBaHueM

VYyeOHasi - 03HaKOMUTENbHAS IPAKTUKA

[lcuxonoruueckre OCHOBBI YIIPaBJIEHUsS IEPCOHAIOM B  00I€00pa30BaTEIIbHbBIX
OpraHu3aLusIxX

VYnpasiieHue BOCIUTaTeIbHBIMU CUCTEMAMHU

3HaHus (YMEHUs, BaJIeHus), MOJTYYeHHbIE IPU U3yYEHUHN JaHHOW AUCLUILIMHBI OyayT
HEOOXOAUMBI JUISl U3yYeHUS U CHUIUTNH/TIPAKTHK:

[IpakTuKyMm 1o peueHuto npopeccuoHaNbHO-NIEAArOTHYECKUX 3a1a4

[IpakTuKyM 10 peleHnto NpoPecCuOHANIbHO-YIIPaBICHYECKUX 3a1a4

[TpoexTHpoBaHWE U MOHUTOPUHT B 00pa30BaHUU

[Ipon3BojcTBEHHAs - MpPaKTHUKa IO MOJIYYEHUIO IMPO(ECCUOHATIBHBIX YMEHUN U OIbITa
npodecCOHATBHOM JesITeTbHOCTH

VYnpasieHue kauecTBOM 00111ero 00pa3zoBaHus

BrinonHenue u 3ammura BoITYCKHON KBaTU(UKAMOHHON paboThI

ITonroroBka k cade u cjadya rocyapCTBEHHOTO SK3aMEHa

[Tpou3sBoacTBEHHAs - HAyYHO-UCCIIeI0BaTeIbCcKast paboTa

[Ipou3BocTBEHHAS - IPEATUIIIIOMHAs TPAKTUKA

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3yJabTaTe 0CBOEHUS

AUCHHUILUINHBI (MOAYJIS) ¥ IJIAHUPYEMBbIe Pe3yJIbTAThI 00y4eHH sl

B pesynbTare ocBoeHus AuCHUIUIMHBI (Moayins) « HopmatuBHO-TIpaBoBoE obecrieueHue
ynpaBiieHUus] 00pa3oBaHUWEM C IMPAKTUKYMOM IO JIEJOMPOM3BOJCTBY» OOYyYarOIIMHCS TOJKEH
00J1a/1aTh CIEAYIOIUMHU KOMITETEHIIUSIMU:

KO,}I HHJIUKaTopa I/IH}II/IKaTOp JOCTHIXXCHUA KOMIIETCHIITN N

OIIK-1 CnocoOeH OCyIIECTBIATh U ONTHMHU3UPOBATh MPOPECCHOHATBHYIO JEATEILHOCTh B
COOTBETCTBUM C HOPMATUBHBIMU IPABOBBIMU akTaMu B cdepe oOpa3oBaHHs W HOPMaMHU
npodPecCHOHATLHON YTUKHI

OIlK-1.1 AHanu3upyeT U UCIHOJB3YET HOPMAaTHBHBIE IIPaBOBBIE JOKYMEHTHI,
pernaMeHTHpyoLe TpeOoBaHus K NPOo(eCcCHOHAIBHOM AEATEIbHOCTH




OIIK-1.2 [IpuMeHsieT HOpMaTUBHO-TIPABOBbIE aKThl B cepe 00pa3oBaHHS C YUETOM
HOPM OPO(eCCHOHATLEHOM dTUKHU

OIIK-1.3 OcymectBisier TpodecCHOHATBHOE B3aUMOJCHCTBHE C YYaCTHUKAMH
0o0pa3oBaTENbHBIX ~ OTHOIICHHWH B COOTBETCTBHM C  HOpMaMH
podeCcCUOHATLHON STHKHU




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

YUCJIC:

— KOHTaKTHas pabora — 8,6 akaj. yacos:

— aynuTopHas — 6 akaJi. 4acos;

— BHeayIuTOpHas — 2,6 akaJi. 4acoB

— caMocrosTenbHas padora — 90,7 aka. 4yacos;

— MOJTOTOBKA K dK3aMeHy — 8,7 akaJ. yaca

®dopma aTTecTaluy - SK3aMEH

AynuropHas g
KOHTaKTHas paboTa E 3 dopma TeKyIIEero
=
B aKaj. yacax 2] Bu KOHTPOJIS
Paznen/ Tema 2, (B axaz. yacax) == A . P Kox
> 3 ©| caMOCTOATENFHOH | yCIIeBaeMOCTH U
JUCLIATUINHBI R S . | xoMIeTeHK
Q & padoThI MIPOMEKYTOYHOM
na6. | mpakr. | € 3
Jlex. - | TPAKT. | 2 aTTecTalyu
3aH. 3aH. | &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obecriedeHne yNpaBIeHYECKON
JeITeTLHOCTH B
00pa3oBaTebHONM OpraHu3ay
Nzyuenue
TEOPETHIECKON U
MIPAKTHUECKOI
JUTEPATypPHI IO
Teme
Ompoc
Pabora ¢
11 [Tpunnumne! Jlomarinee
OpraHu3aluu HHdopMaIHOmHO- MPaKTUYECKOE
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a/:1aHHe 1 OIK-1.1,
p P y 0,5/0,511 0,5/0,51| 10 nopranamu OITK-1.2,
6asbl 00pa3oBaTeIbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonrponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabora
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOU
paboThI
INoaroroska k
) TECTHPOBAHHIO
Nzyuenue
TEOPETHIESCKON U
MPaKTUYECKOU
JUTEPATypPhI IO
Teme
1.2 CocraB JOKaJIBHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB UH(POPMAIOHHO- Jomamrnee
00pa3oBaTenbHOM MPaBOBBIMH 3amaHue 2 OIIK-1.1,
OpTraHM3aIHH. 0,5/0,51 0,5/0,51| 16 TopTaJamMu Tect 1 OIIK-1.2,
IOpunnueckas cuna Iapanr, Kontponbnas OIIK-1.3
YIIPaBICHYECKHX Kouncynprantllnro pabota
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Beimonnenne
KOHTPOJIbHOU
paboTsI
Ilonroroska x
TECTUPOBAHHIO
Wroro no pazneny /11 /11 | 26




2. Paszgen 2. Opranuzanus
JIEJIOTIPOU3BOJICTBA
00pa3oBaTeNbHBIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Omnpoc
PaGora ¢ IIOMaI;HHee
21 OcoGeHHocTH MHPOPMALMOHHO-
MPAKTHIECKOe
OpraHu3alu MPAaBOBBIMH sanane 3 OIIK-1.1,
JIeJIOTIPOU3BO/ICTBA 0,5/0,51 0,5/0,51| 16 ropTajamMmu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Iapasr, OIlK-1.3
KontponbHas
OpraHu3aluu Koncynprantllmo
pabota
¢, Pocapxus.
DK3aMeH
Brinonnenne
KOHTPOJIBHON
paboThI
[lonroroBka x
TECTHUPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphl IO
Teme
Omnpoc
Pabora ¢ P
JlomarmHee
UH(OPMAIIIOHHO-
MPaKTUYECKOE
2.2 JlokyMeHTHpOBaHHE MPABOBBIMH sanane 4 OIIK-1.1,
o0pazoBarebpHOM 2 0,5/0,51| 14 nopTajgamMu ' OIIK-1.2,
Tecr 2
EITENLHOCTH Iapasr, OIIK-1.3
KonTponpuas
Koncynbsrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenue
TEOPETUYECKON 1
MPaKTHYECKOU
JIUTECPATYPHI 110
paryp 3acmymuBanue
reme JIOKJIa10B
Pa6ora ¢ CTYICHTOB
2.3 OcobeHHoCTH UHPOPMALTUOHHO- Y
JlomarnHee
JIOKyMEHTUPOBaHUS MIPaBOBBIMU OIlK-1.1,
. MPAKTHIECKOe
TPYAOBBIX OTHOIICHUH B /11 | 16,7 nopTagamu OIlK-1.2,
. 3aaHue 5
00pazoBaTenbHOI Iapasr, Tecr 2 OIlK-1.3
OpTaHu3alnN Koncynprantllnro
Kontponbnas
¢, Pocapxus.
pabota
Brinonnenue
o DK3ameH
KOHTPOJIbHON
paboThl
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JNTEPATypPHI IO
Teme 3aciymuBaHue
Pa6oTa ¢
24 Crpykrypa nH(OPMALOHHO- JOKIIaNoB
JoKyMeHTambHOTO  (hoHma TPaBOBBIMH CTYHCHTOB
00pa3oBaTenbHOI opTajaMu Homaumee OIIK-1.1,
OpraHH3aIHH. 0,5/0,511 /11 | 18 Tapan, “pa“me"'éoe OIK-1.2,
Howmenknarypa Jel Koncynbsrantllno Sal{l::fg OIIK-1.3
00pa3oBaTesbHOM ¢, Pocapxus.
KontponbHas
OpraHH3alNH anonHeHmE pabora
KOHTPOJBHOH Sx3aMen
paboThI
IMoaroroBka k
TECTHPOBAHHIO
IMoaroroBka k
9K3aMEHY
Wroro no pazneny /11 3/31 | 64,7
Hroro 3a cemectp 2/21 4/41 | 90,7 9K3aMeH
Hroro no aucnumnnuze 221 4/411 | 90,7 SK3aMeH




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 — oOpraHu3anus ydyeOHOH paboThl,
HanpaBJICHHAs HAa PEIICHHE KOMIUICKCHOW Y4YeOHO-II03HABATEIbHON 3aJaud, TPEOyIoIed 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 CTYJ€HTOB, HAIIPABJIECHHYIO HA BbIPaOOTKY KOHIEMIMM, YCTAHOBJIEHHUE LI€JeH 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
MCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeNbHBIX TEXHONOTHH. DOpMbI yueOHBIX 3aHATHI C
UCTIOJIb30BaHUEM MH()OPMAIIMOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJIOTHIl: MPaKTHUECKOE 3aHATHE B
dbopMe mpe3eHTalUu — MPEACTABIEHUE PEe3yJIbTaTOB IMPOEKTHOW WM MCCIEA0BATEIbCKOM
JESATEIBHOCTH.

KeiicoBas nucraniimonHas oOpa3zoBaTelibHas TEXHOJIOTHS IPEIOCTABIISAET 00yYatOIIMCS
UHPOpPMALIMOHHbIE 00pa3oBaTeNbHbIE pECypCchl IO HW3y4yaeMOM JUCHMIUIMHE B  BHJE
CIeIUATM3UPOBAHHBIX HAOOPOB YIEOHO-METOANYECKUX KOMIUIEKCOB (TTOSICHUTETHHOM



3aITUCKH, TEOPETUIECKOTO MaTepHraa, MPaKTHIECKUX 3aaHui, KOHTPOJIBHOM PabOTHI TEKYIIHUX U
UTOTOBBIX TECTOB U METOJUYCCKAX PEKOMEHIAINI K KaXKIOMY BHIY pabOThI), IpeIHA3HAYCHHBIX
JUTSL CaMOCTOSITEIBHOTO U3YUCHHS C MCIOJIb30BAaHUEM JJIEKTPOHHBIX HOCHTEICH HH(POpPMAIMK B
cucreme yrpasienus kypcamu Moodle.

6 YueOHO-MeTOAuYecKOe 00ecreueHHe caMOCTOSITeIbHOI padoThI 00y4Yalomuxcst
[Ipencrasneno B npuioxxenuu 1.

7 OueHoYHbIE CPeICTBA IJIf IPOBEIeHUs MPOMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCIUIITIMHBI (MOYJIs1)
a) OcHoBHas1 IMTEpPaTypa:

1. ABepesiHoBa, T. A. YmpaBieHue cucremMamu oOpa30BaHUS . y4eOHO-METOAUYECKOE
nocobue / T. A. AsepbsnoBa ; MI'TY. - Maruurtoropck : MI'TY, 2017. - 91 c. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2702.pdf&show=dcatalogues/1/1131
709/2702.pdf&view=true (mara oOpamenus: 14.04.2021). - Makpoobbekr. - Tekcr
ANEKTPOHHBIN. - IMeeTCsl meyaTHbIN aHaJIor.

2. Bonkosa, B. b. OcHoBBI fenonpon3BozcTBa : yuebHoe mocobue / B. b. Bosikosa, M. B.
KpupornuisikoBa. - Marauroropck : MI'TVY, 2013. - 1 sanektpos. ont. auck (CD-ROM). - 3ari. ¢
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). - MakpoodsekT. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynHel Takke Ha CD-ROM.

3. KoxymkoBa, H. B. Crpykrypa  nokymenra. Cucrembl  JOKyMEHTallUU.
YHupHUIUpOBaHHAs CUCTEMa OpPraHU3AIMOHHO-PACTIOPSIIUTEIFHON JTOKYMEHTALMU: O00IIue
TpeOoBaHMs K COCTaBIeHHIO U odopmieHHo | yueObHoe mocodue / H. B. Koxymkosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 snektpos. onTt. auck (CD-ROM). - 3ari. ¢ tuTysn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mata oOpamienus:14.04.2021). - MakpooObekr. - TekcT
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

0) JlonosiHuTEIbHAS JIUTEPATYpA:

1.ABepbsiHoBa, T. A. JIomKHOCTHBIE HMHCTPYKIIUU CIEIUAIMCTOB CUCTEMbI 00pa30BaHuUS !
y4ueOHo-MeToarueckoe mocodue / T. A. ABepbsinoBa ; MI'TVY. - Maruutoropck : MI'TV, 2017. - 1
anekTpoH. ont. guck (CD-ROM). -  3arm. ¢ Turyn. okpana. - 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
AJIEKTPOHHBIN. - CBeIeHUs TOCTYITHBI Takke Ha CD

2.AuapeeBa, C. JI. Opranuzamus paboTel € OOpalleHUsIMH  Tpa)kaaH
yuebHO-MeToauueckoe mocobue / C. JI. Auapeera ; MI'TVY. - Marautoropck : MI'TY, 2016. - 1
anekTpoH. ont. guck (CD-ROM). -  3arm. ¢ Turyn. okpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpooObekT. - Tekcr
AJIEKTPOHHBIN. - CBeleHus nocTynHbI Takke Ha CD-ROM.

3. BarayrnunoBa, C. ®@. YrpaiieHHe JOIIKOIBHBIM 00pa3oBaHHeM : yueOHoe rocobue /
C. @®. barayrmunoBa ; MI'TY. - Marautoropck : MI'TY, 2015. - 1 31eKkTpoH. ONT. JIUCK
(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 (mara oOpamenus: 14.04.2021). - MakpooObekr. - Tekcr
3JIEKTPOHHBIN. - CBeieHus ocTynHbI Takke Ha CD-ROM.



4. banbackas, H. P. IlpaBoBoe perynupoBaHue TpyAa IOCYJapCTBEHHBIX M MYHHUIMIAIbHBIX
ciykamux . yaeonoe mocooue / H. P. Bansiackas, JI. M. Paxumosa, B. M. I'adyposa ; MI'TY. -
Marnuroropck : MI'TY, 2017. - 1 snektpon. onTt. auck (CD-ROM). - 3ari. ¢ turyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3205.pdf&show=dcatalogues/1/1136
718/3205.pdf&view=true (mata oOpamenus: 14.04.2021). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynusl Takke Ha CD-ROM.

5. Oneiinuk, E. B. HopmatuBHO-1IpaBoBOE M METOIMYECKOE 00ecIeueHne HHKIIFO3UBHOTO
obOpazoBanus . y4deOHoe mocobue [mns By3oB] / E. B. Omneiinuk ; MarHuToropckuii roc.
texuudyeckuid yH-T uM. I'. Y. HocoBa. - Marautoropck : MI'TY uwm. I'. 1. Hocoga, 2019. - 1
CD-ROM. - ISBN 978-5-9967-1668-5. - 3arm. c¢ Tutymn. o9kpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3940.pdf&show=dcatalogues/1/1530
515/3940.pdf&view=true (mata oOpamenus: 25.04.2021). - MakpooObekT. - Tekcr
3JIEKTPOHHBIN. - CBeieHust 1ocTyHbI Takke Ha CD-ROM.

6. UepHosa, E. B. MnpopmaimonHas 6e3onacHocTh B 00pa3zoBanuu : yueOHoe nocoowue /
E. B. Uepnoga, JI. ®. I'anuesa ; MI'TY. - Maruutoropck : MI'TY, 2016. - 1 a1eKTpoH. ONT. JUCK
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2499.pdf&show=dcatalogues/1/1130
272/2499.pdf&view=true (mara oOpamenus: 25.09.2020). - MakpooObekr. - Tekcr
ANEKTPOHHBIN. - CBefienus AocTynHbI Takxke Ha CD-ROM.

B) MeToanyeckue yKazaHus:
[Ipencrasnens! B [Ipunoxxennu 3

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:

IIporpamMmmHoe oGecnieueHue

HanmenoBanwue 10 Ne noroBopa Cpoxk neiicTBuUS TUIICH3UU
MS Windows 7

Professional (nist J1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)

MS Office 2007 |y, 135 o1 17.09.2007 Gecepouo
Professional

7Zip CBOOOJIHO  PACTIPOCTPAHIEMOE 0eCCpOYIHO

FAR Manager CBOOOJIHO  PACIpPOCTPAHIEMOE 0EeCCPOYHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa

DOnekTpoHHas 0a3a TEpUOAMYECKUX w3AaHui East
View Information Services, OO0 «MBUC»
HarmmonansHas UH(GOPMAIMOHHO-aHATUTHYECKAs
cucreMa —  Poccuiickuii  MHAEKC  HAy4HOTO
nutupoBanus (PHI)
[TouckoBast cucrema Axagemus Google (Google
Scholar)
WudopmannonHas cucreMa - EquHoe OKHO T0CTyTIA K
HHGOPMAIMOHHEIM pecypcaM

https://dlib.eastview.com/

URL:
https://elibrary.ru/project_risc.asp

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

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




Poccuiickas T'ocynmapcTBeHHas OuOimoTeKa.
Karanoru
DneKTpoHHBIE pecypchl Oubmumoreku MITY
um. I'.'1. HocoBa
YHuBepcuterckas wH(OpManMoHHas cHUcTeMa
POCCU
MexnayHapoaHast HayKOMETpHUYECKas
pedepaTuBHas 1 MoNHOTEKCTOBas 6asza manubix |http://webofscience.com
Hay4yHbIx u3ganui «Web of science»
MexayHapoaHast pedepaTuBHas u
MOJIHOTEKCTOBAsl CHpaBoyHas 0asza JIAHHBIX
MexnyHapoaHas ~— 0a3a  MOJIHOTEKCTOBBIX
»KypHaioB Springer Journals
MexnayHaponHas 0a3a CIpaBOYHBIX HW3JIaHHMA
110 BCEM OTpacysiM 3Hanuii SpringerReference

9 MaTepHaJbLHO-TEXHHYECKOE o0ecneuyeHne TN CIHIINHBI (MOMLYJIfA)

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

http://magtu.ru:8085/marcweb2/Default.asp

https://uisrussia.msu.ru

http://scopus.com

http://link.springer.com/

http://www.springer.com/references

MarepuanbHO-TEXHHUECKOE 00ecIieueHre JUCIUTUINHBI BKITIOUACT:

Y4eOHble ayJUTOPUH [T IIPOBEICHHS IUCTAHIIMOHHBIX 3aHATUH JICKIIMOHHOTO THUIIA:

CTOJI KOMIIBIOTEpPHBIN, CTOJI INUCbMEHHBIN, CTyNl O(MUCHBIN, HOKyMeHT-kamepa Epson,
ucrounnk OecrepedoitHoro nuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp MepcoHabHbIHN (THI 6), mpoekTop ViewSonicPIJD7526W, criukepdon
HactospHblid  Calisto-620 Plantronics, Be6-xkamepa LogiteachC920, cuctema akycTHYecKas
HACTOJIbHAS, CTEepeorapHuTypa (MUKPO(OH C IIyMOINOAaBICHHEM), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

VY4eOHbIE ayIUTOPUHM JUIA TPOBENCHUS TPAKTHUYECKUX 3aHATHH, TPYIIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJIbTAIMH, TEKYIIETr0 KOHTPOJII M MPOMEKYTOUYHOM aTTECTAIlUH: CTOJI
KOMITBIOTEPHBIN, CTOJ THCBMEHHBIHA, CTYNl O(HCHBIA, JOKyMEHT-Kamepa EpSOn, wmcrouHumk
6ecniepedoitnoro nutanus POWERCOMIMD-1500AP, kamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEp TiepcoHabHBbIN (THI 6), mpoektop ViewSonicPJD7526W, ciimkephoH HACTONBHBII
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema akycTudeckas HacTOJbHAs,
cTepeorapauTypa (MUKpO(GOH C IIyMOIOAaBIeHHEeM), dKpaH HacTeHHbIDIgis Optimal-C MW
DSOC-11032*2

[lomemennss UIE  CaMOCTOSITETIBHOH ~ pabOThI  OOYYAIOIIUXCS:  MEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, BeixogoM B MHTEpHET M ¢ AOCTYyIIOM B 3JEKTPOHHYFO
nH(pOPMaAIIMOHHO-00PA30BATENBHYIO CPEAY YHUBEPCHUTETA.

[Tomemenne uis  XpaHeHMs M NPO(PUIAKTHYECKOTO OOCTYXKMBaHUS Yy4eOHOTO
000pyIOBaHUS: CTEIIAXKH I XPAaHSHUS y4eOHO-HATJISHBIX TOCOOU U Y4€OHO-METOIUYECKON
JIOKYMEHTAIUH.



Ipuioxkenne 1
Y4eOHO-MeTOAMYECKOE O0ecTeyeHHe CAMOCTOSATEIbHO PadoThl 00y4aI0IIUXCS
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 OJHOTO U3 TUIOB (110 BEIOOPY cTyAeHTa). CIMCOK AeMCTBYIOIIUX IPABOBBIX aKTOB U
HOPMAaTHBHO-METOJMYECKUX JIOKYMEHTOB JIOJDKEH OTPaXXaTb YPOBHEBYIO OPTaHU3AIUIO
HOPMAaTUBHOM cpeibl.

Pexomenoayuu.

1. 3yuuTts crathio 23 «Tumsl 06pazoBaTenbHbIX opranusanuiny denepanbHOro 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 IESATEIbHOCTH
o0pa3oBaTeNbHONW OpraHM3aluu  BeIOpaHHOro Tumna. OIpeaenuTs 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
3aKOHOJIATENTbHOM BIIACTH M BBICIIMMH opraHamu yrpasieHus (KOHCTHUTYIHS, KOIEKCHI,
denepanbable KOHCTUTYLIMOHHBIE 3akoHBI (DK3), dhenepanbubie 3aKoHbl (DP3), MOCTAHOBICHUS
[TpaButenscTBa, ykassl [Ipesunenra POD);

2) mpaBOBble aKkThl, W3JaBaeMble (efepalbHBIMU OpraHaMU HCIOJHHUTENbHOM BJIACTH:
MUHHCTEPCTBAMH, KOMHUTETAMH, BEIOMCTBAMU KakK OOIIEOTPAcIIeBOTO, TaK M BEIOMCTBEHHOTO
xapakTepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIIyX0, areHTCTB, OI0pO U JIp.;
WHCTPYKTUBHBIC NTMChMa, TUTIOBBIE TIOJIOKEHHUS, THIIOBBIC U TEXHUYECKHE PETIIAMEHTHI, THITOBBIE
UHCTPYKLIUU U Jp., oOuiepoccuiickue u BeroMcTBeHHbIE kiaccudukatopbl, 'OCTErI, nepedynu
TUTIOBBIX JIOKYMEHTOB U JIp.);

3) mpaBoOBBIE aKThl, U3/1aBAEMbI€ OPTaHaMH 3aKOHOAATEIbHOM M HCIIOJHUTEIBHON BIACTH
cy0bekToB PO 1 MX TeppUTOpHAIBHBIX 00pa30BaHWi (3aKOHBI MOCTAHOBJICHUS MPABUTEIHCTBA
cyobekToB P®, pacnopsokeHuss M I[IOCTAHOBJICHMs TIJIaB aJMUHUCTpAalUH, pa3IvyHbIe
MOJI3aKOHHBIE AKTHI);

4)n0KanbHBIE AKThI, NMPABOBbIE AaKThl HOPMATUBHOIO M WHCTPYKTUBHOIO XapakTepa, a
TaKXKe METOAMYECKHE JOKYMEHTHI TI0 JIOKyMEHTAIlHOHHOMY OOECIIEYCHUIO YIPABICHHS,
U3/1aBaeMble PYKOBOJICTBOM 00pa30BaTeNIbHONM OpraHu3anuu (ycTaB, HOJOXKEHUs, MHCTPYKIIUH, B
TOM 4YHWCJIE€ WHCTPYKIMH (TpaBWia) TIO JIENONPOHM3BOJACTBY OpraHM3alnuu, Tabenn
yHUDUIUPOBAaHHBIX (DOpM, anbOOMBI OJIAHKOB, TMOJOXKEHHUS O JIENONPOM3BOJCTBE, O paboTe ¢
NIEPCOHATBHBIMH JJAHHBIMA U TIPOYHE OPTaHU3allMOHHO-TTPABOBBIC JIOKAIBHBIEC aKThI).

3. Bce mnepeuncisieMble JOKYMEHTBHI JOJDKHBI COAEP)KaTh HIACHTUDUIUPYIOIIUE HX
PEeKBU3UTHl (HAMMEHOBAaHWE IOKYMEHTA, JaTa W3JaHWs, KeM YTBEPXKICH, Jara TMOCIeTHeH
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 ymopaBiICHYECKHX JOKYMEHTOB OYAyT OTHOCHTBCS JIOKAJIbHBIC aKThI
o0pa3oBaTenbHON OpraHu3anuu’?

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

4. Ionw3ysich (a) [lepeunem munogwix ynpasieH4eckux apxXusHulx OOKYMeHmMo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AHO8 MECMHO20 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, yupesxcoenuil u opeanusayuil e2o cucmemul, yme. Ilpukazom Munucmepcmea
npoceewernusi CCCP om 30 odexabps 1980 200a N 176; (B) Ilpunoxenunem 18 «lIpumepnas
HOMEHKJIaTypa Jell 001eo0pa3oBaTeNbHOTO yupexaeHus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMeHMAMU 6 00ueodpa’08amelbHbIX YUPEeHCOCHUSX),
OTIpEACNIUTh CPOKU XpAHEHHS IJIs BCEX JOKYMEHTOB M3 CIHCKA, yKa3aB CTaThl0 M IYHKT TOJ
[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
JUISE 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. OTBeTUTH HA BOIIPOCHI U IPCACTABUTH UX B CBO6OI[HOﬁ qaCTHu T8.6J'II/II_IBI.

Ne Bonpoc OTtBer
ILm.

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

2 Ha xakue mpUHIUITBI ONTUPAETCS OPraHu3alMsl JOKYyMEHTO000poTa
B MVY?




w

Kax BemyT yueT nokymeHToob60opora B MVY?

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

S) Uto Takoe «M3I1O»?

6 UTO BXOJUT B OHATHE «KOPPECHOHJEHLIUA» TOCYIapCTBEHHOM
OpraHu3anuu?

7 Hy>HO 11 TPOBOIUTH MEPBUYHYIO 00Pa0OTKY IEKTPOHHBIX
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 oprann3oBaTh JOKYMEHTOOOOPOT IMPUCIAHHBIX OyMa)kKHBIX
ITOKYMEHTOB, €CJIM B opranuzamuu aerncrsyer COJ1?

10 Kakue 1OKyMEHTBI TOCYJapCTBEHHOW OpraHU3allid MOTYT
CO3/1aBaThCs, XPAHUTHCS U HCIOJIb30BATHCA HCKIIOUUTEIBHO B
biiekTpoHHOM BHUie? Kak yCTaHOBUTB NEpEUEHb 3TUX JJOKYMEHTOB?

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

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

13 YeMy 10JIKHO COOTBETCTBOBATh MPOXO0XK/IEHUE BHYTPEHHHUX
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
rOCY/IapCTBEHHOI'O YUPEXKIEHUS MPU OpraHU3aliu
ITOKYMEHTO00opoTa?

16 CrnenyeT nu Bcerja COXpaHATh KOHBEPTHI WIIN YIIAKOBKY
BXOSIINX TOKYMEHTOB?

17 Kakue 10onogHUTEeNbHbIE TOTOKH HAa0I0Jal0TCsS BHYTPH MTOTOKA
BXo/d1Iel nokymMeHTauuu 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 IpeIBapuTEIbHOTO PACCMOTPEHHS MTOTy4aeMbIX
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 fenathb, €Cau BbI MOTYYHIIN HECTAaHAAPTHOE TI0 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 Takoif OTBETCTBEHHBIM 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 MapIpyThl JBIKEHUS

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/I,Z[BI) pean3yeTCsa JOKYMCHTHPOBAHUC
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)
oOpa3oBatenbHO opranu3anuu. CBeaeHuss 00 OpraHu3alii MOTYT ObITh BEIMBIIIIJICHHBIMU.

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 HOpMATUBHBIMHM aKTaMH PYKOBOACTBYyeTCs1?

JomamHee 3aganue 6

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

Jlns yero npegHazHau€Ha HOMEHKJIATypa JIe] B 00pa30BaTeIbHOM YUPEXKICHUU?
Kak pazpabarbiBaeTcst HOMEHKIIATypa JIel 00pa30BaTeIbHOTO YUPEKICHUS?
CyuiecTByeT Jiu 151 JAHHOW opranu3anuu TunoBass HOMEHKJIATypa aein?

Kak onpenenuts popmy u CTpyKTYpy HOMEHKIATYPHI J1e7?

Kak ycTaHOBUTH CPOKU XpaHEHUS JOKYMEHTOB?

Korna nomkHa 0OHOBISTHCS HOMEHKIIATYpa eI 00pa30BaTEIILHOTO YUPEKICHUS?
Kto cocraBnsier u opopmisier HOMEHKIATYpy J1e71 00pa30BaTeIbHON OpraHu3auu?

Noabkowhe



KonTpoasnas padora

B kayecTBe KOHTpPONBHOW pPa0OTHI CTYIACHTaM IpeasiaraeTcs COCTaBUTH pedepar u
BBICTYIIUTH C JOKJIAJIOM II0 TEME:

«JlOKyMEHTUpOBaHHE  JEATEIBHOCTH  OOpa30BaTENbHOTO  yupexaeHus  (ykasaTh
BbIOpaHHBIN TUIT)». THUIBI 00pa30BaTENbHBIX YUPEKICHUN HE JODKHBI TOBTOPATHCA B FPYIIIE
(3anMcarbes y CTapoCThl).

[Tepeuyens TUIIOB 00pa3oBaTEIbHBIX YUpexaeHUH cM. o ¢T.23 @3 «O06 0OpazoBaHUM 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;

- Munoo2o cocmasa cucmem OOKyMeHmayuu, @GopmMupyiomux OoKyMeHmaubHull @HOoHO
00paz06amenbHO20 YUpedcOeHUs,

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

- HOPMAMUBHO-NPABOBLIX AKMO8, PE2NAMEHMUPYIOUUX 0eaMeNbHOCIb U ee OOKYMEeHMUPOo8anue 6
00paA308aMENLHBIX YUPEHCOCHUSX (N0 MUNAM,).

Ymenue

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

- ONUPAsCH HA HOPMAMUBHO-NPABOBOU AKM, ONPEOEsiMb COCMA8 HEOOXOOUMBIX OOKYMEHMO8.

Pedepar na 10-15 crpanun, yepes 1,5 untepBana, 14 mpudrom. O6s3aTenbHbI TUTYIBHBIHN JTUCT,
OrJIaBJIEHUE, CHHUCOK JIMTEPATypbl M HMCTOYHHMKOB, BHYTPHUTEKCTOBBIE CCHUIKH. B03MOXKHBI
npuioxenus. KoHTponbHast MHAMBUAYalIbHAS pa00Ta BHIIOIHIAETCSA B OYMaKHOM M 3JIEKTPOHHOM
BUJIE

Tunosoi niian pegepara
1. Xapakrepuctuka THUMa o00pa3zoBaTeabHOro yupexaeHus. (JKenarenbHO mpUBIeUEHHE

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

3aperucTpUpPOBaHO MOAOOHBIX OPraHU3aLUi).

OOm1ast xapakTepUCTHKA YIIPABJIECHUS B JAaHHOM 00pa30BaTeIbHOM YUPEKICHUH.

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

4. XapakTepucTHKa JOKYMEHTAJIbHOTO (oOHIa (IOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAINH, (POPMUPYIOIUXCS B AEATEIBHOCTH 00pa30BaTEIbHOIO YUPEKICHHS):

OpraHU3alMOHHO-TIPABOBAs TOKYMEHTAIIHS,

IUTaHOBAs IOKYMEHTAIUS;

pacriopsiAuTeNbHas JOKYMEHTAIHS;

UH(POPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAIUTHYECKAs IOKYMEHTAIINS;

OTYETHAas IOKyMEHTAaIIUS;

JOKYMEHTAIUS 110 00ecleueHuIo KaapamHu (110 JIUYHOMY COCTaBy);

¢uHaHCOBas JOKyMeHTalus (OyXralnTepcKuil yuyeT U OTYETHOCTB);

JOKYMEHTAIUs 110 MaTepUalbHO-TEXHUUECKOMY 00ECIIEUEHHUIO;

JIOTOBOPHAs! IOKyMEHTaLu,

N



® JIOKyYMEHTAalUsl MO JOKYMEHTAallMOHHOMY M HH()OPMAIMOHHOMY OOECIICUCHHIO
NESITEIbHOCTH YUPEKICHUS;
® JIOKyMEHTAIMs, OTpa)karolnasi 00pa3oBaTEIbHYIO JESTEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (€CIU €CTh).
5. AHanu3 NpuMepHON HOMEHKIATYPBHI J1€]1 00pa30BaTEIbHOIO YUPEKIACHUS.
6. Ilopsnok xpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKACHUU.
7. CHucok JIMTepaTrypbl U HCTOUHUKOB.

IToaroroBka Kk 3K3aMeHy
Bomnpocebl Kk 3xk3aMeny
1. HopmarusHnas cpena oOpa3oBatensHoii opranuzanuu B Poccuiickoit @enepanuu.

YPOBHU U HCTOYHHUK (POPMHUPOBAHUSI HOPMATUBHOW CpeJibl [Isl 00pa3oBaTeIbHONW OpraHU3aIiH B
PO.

2. Ocnosnble nonoxxeHus: jokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npoecCHOHATEHON AEATENBHOCTH B 001acTH 00pa3oBaHusl.

4. [TonsiTre u oOmIast XxapakTepucTUKa 00pa3zoBaTENbHOM MPOTPAMMBI.

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

6. 3aKOHBl M CHCTEMa IIOJI3aKOHHBIX AaKTOB, PETYIUPYIOIIMX YIIPABICHUYECKYIO
JeSITENIbHOCTh B 00pa30BaTEIbHON OpraHu3alliH.

1. 3akoHOAaTeNbHBIC aKThI 110 UenssOuHCKo# obnacTu (wim HHOTO cyOobekTra PO mo
BBIOOPY CTYAEHTA), periiaMEHTUPYIOLINE IeATEIbHOCTh YUPEKACHUNH 00pa30oBaTeNIbHOM cephl.

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIe akThl 00pa30BaTETHLHON OpraHU3aIluy.

10. [TonsiTe AENONPOU3BOCTBA U APXUBHOTO JIETIa.

11. Oco0eHHOCTH JeNONMPOU3BOCTBA B 00pa30BaTENbHON OpraHU3aIlHH.

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

PacnipeneneHne OTBETCTBEHHOCTH 3a OpPraHM3alMI0 W BEACHUE JEJIONPOU3BOJACTBA B
o0pa3oBaTenbHOI opranuzauun?

13. JIoKkyMeHTHUpOBaHUE [IEATEILHOCTH oOOpa3oBaTeiabHOM opranmzanuu. OOmas
XapaKTepUCTHKA CUCTEM JOKYMEHTAIHUH.

14. IOpuanueckas cuia ynpaBieHYeCKUX JOKYMEHTOB.

15. KagpoBass  monutuka  oOpa3oBarenbHOM — opranuzauuu.  OpraHuzanus

JIOKYMEHTUPOBAHUSI TPYAOBBIX oOTHomeHWd. IlpaBa u oOs3aHHOCTHM paboTomareneit u
pabOTHUKOB.

16. Pa3paboTka HOpMaTHBHBIX MPaBOBBIX AKTOB, YCTAHABIMBAIOUIUX CIIyKEOHBIE
OTHOILEHHSI B 00pa30BaTeIbHONW OpraHU3aIIH.
17. [Topsimok 3akitOYeHHs] TPYAOBBIX JOroBopoB. OOIIKME OCHOBaHUS MpeKpalleHus

TPYIOBbIX A0TOBOPOB. OCHOBaHUSI M TOPSAJIOK PACTOPKEHHS TPYAOBBIX JOTOBOPOB IO
WHUIIMATUBE pabOTOATENsI, IO MHUIIUATUBE paOOTHUKA 00pa30BaTEeIbHON OpraHU3aIHH.

18. JlokyMeHTUpOBaHHE B O0JIaCTM MaTepHaJbHBIX W  (UHAHCOBBIX 3aTpaT
roCy/IapCTBEHHBIX U MYHHUIIMMIAIBHBIX 00pa30BaTeIbHBIX OPraHU3alINM.
19. VYcTaHOBIIEHNE U JOKYMEHTAIBHOE 3aKPEINIEHUE COL[MAJIbHO-TIPABOBBIX YCIOBUN U

rapaHTHi, HEOOXOIUMBIX JUTS I TETFHOCTH paOOTHHKOB TOCYJapCTBEHHBIX, MyHUITUITATBHBIX U
HETOCY/IapCTBEHHBIX 00pa30BaTEIbHbBIX YUPEKICHUI.

20.  JImcuuruimHapHasi OTBETCTBEHHOCTh H €€ IOKyMEHTHPOBAHUE

21.  JIOKyMEHTHUPOBAaHHE HCCIIEJOBATEILCKOM  JIeATENbHOCTH  00pa3oBaTeNbHON
opranu3aiuu. CrnocoObl 3aIlIUThI ABTOPCKUX IPaB.

22. JIoKyMeHTabHbIN U apXUBHBIH (POHIBI 00pa30BaTENBbHON OpraHU3aLUH.



23. JIoKyMeHTHUpOBaHHE yIIPaBIEHYECKOH nesTenbHoCTH. Opranusanus,
IUTAHUPOBAHKE, PACHIOPSIUTENBCTBO, KOOPAMHALIUSA, KOHTPOJIb U IPyTUe yIpaBlIeHUYECKUe
(GyHKIMU B TOKyMEHTax 00pa30BaTeIbHON OpraHU3alyu.

24, JlokymeHTHupoBaHue 00pa30BaTesIbHON AesTenbHOCTH. OCHOBHAs
oOpa3oBaTenbHas porpamMma. Y4eOHbIH 11aH (MHbIe BUJBI TUIAHOBBIX JOKYMEHTOB I10
oOpa3oBaTenbHON AedrenbHocTh). Pabouas nmporpamma. IIporpaMMel 06pa3zoBaTenbHbBIX
MEPOIIPUATHH.

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

26. [Tonsitue nokymeHTo000pOoTa. OCHOBHBIC ATAIBI IOKYMEHTOO00POTA.

27. VYnpasieHue J0KyMEHTOIIOTOKaMH B 00pa30BaTeIbHOM OpraHn3aluy.
OJEeKTpOHHAs U TPAJULMOHHAs (hopMa TOKYyMEHTO000poTa.

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

29. [TpaBoBBIE OCHOBHI B 00;1acTH HH()OPMAIIHOHHOTO OOecIIeueHusT 00pa30BaTeIbHON
nesirenbHOCTH. CaliThl 00pa3oBaTelbHOM OpraHu3aluy.

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

31. JlokanpHbIE HOPMATUBHBIE aKTHI IO JIEJIONPOU3BOJICTBY 00pa30BaTeIbHOM
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. [lopsiok BelieneHus
JIe]l K YHUUTOXKEeHHI0. JIOKyMEeHTHpOBaHHE POLEAYypbl YHUUTOXKEHUS TOKYMEHTOB.

TecTsl 119 caMONIPOBePKH
Tecr 1

IIpoponxure gppasy: «Opranunzanus 1eJIONPOU3BOACTBA B 00pa30BaTeJIbHOM y4PEKICHUH
HeNoCpeJACTBEHHO perjiaMeHTHpYyeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTaMH (e/iepalibHOM 3aKOHOIATEIbHOM BIACTH;
b. HOpMaTHBHO-TIpaBOBBIMHU aKTaMu (hefepaabHON UCTIONHUTEILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIMU aKTaMH 3aKOHOJATEIbHOW U MCIIOJIHUTEIbHON BIACTH
cyobexToB P® 1 ux tTeppuropraibHbIX 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. HOPMaTHBHO-TIPABOBBIE aKThI (heJepaabHOM 3aKOHOAATEeIHHON 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 JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OPraHU3aAINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJICAYIOIIHIA JOKYMEHT
ITucomo Munucmepcmea oopazosanus Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKkomenoayusax no pabome ¢ 0OKyMEeHmMAaAMU 6 00uleo0pa3o06amenbHplx
VUPEHCOCHUAX)
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 PO 1 BX TeppUTOpHATBHBIX 00pa30BAHMIA;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OPraHU3aLINY.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
@Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBBIE aKTHI (heJepaabHON 3aKOHOAATEIbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKThl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTENIBHON BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OPraHU3aLIUH.
Kakoe Bbicka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexkBu3UT «HauMEHOBaHME BHAA JOKYMEHTa» SBISAETCS JOKYMEHTOOOpa3yIOLIUM
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 OpPraHU3alMOHHO-TIPABOBEIX (hOpM
C. ®opMyIsAp TOKyMEHTa MPOJUKTOBAH HE TOJIBKO HEOOXOJUMOCTHIO CTPYKTYpHUPOBATH
nHOPMAINIO, C/IETAaTh €€ YPTOHOMUYHOM, HO U HEOOXOAUMOCTBIO MPHIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(popMaIuio opuiuaibHoN
d. Kax1p1ii peKBU3HT KaK IIEPBUYHBIA CTPYKTYPHBIN JJIEMEHT JOKYMEHTA B TOM WIIK UHOM
CTETEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe Bbicka3piBanue siBiasiercss HEBEPHBIM?

a. Jlata u peructpanmoHHBIN HOMEp JOKyMEHTa 0(hOPMIISIIOTCS HE Ha BCEX OJIaHKaxX

b. PexBusuthl «/lata 1oKyMeHTa» U «PerucTpalliOHHBI HOMED JTOKYMEHTa» SIBISIOTCS
JAHHBIMH O PETUCTPALMM JOKYMEHTa M TO3TOMY SIBIIOTCS JIOKa3aTEIbCTBOM
CYIIECTBOBAHMSI JOKYMEHTA U BKIFOUEHHEM €r0 B IOKYMEHTaIbHBIN (HOH/I OpraHu3aIuu

C. PexBusurbl «Jlata pokyMeHTay © «PerucTpauvOHHBIA HOMEpP JOKYMEHTa»
0o OpMIISIFOTCSI HA OTHOM YPOBHE MO OTHOIIEHUIO APYT K APYTY

d. O6a pekBusuta — «Jlara qokymeHTa» U «PermcTpaliOHHBIH HOMEP JAOKYMEHTa» —
BBITIONHSIOT IOPUAMYECKYIO (DYHKIIMIO, a TaK)Ke BBIMOIHIIOT MOUCKOBYIO (DYHKIIMIO, TaK
KaK MO3BOJISIIOT OPTaHU3aIlui BeCTH HH(POPMAITMOHHO-CIIPABOYHYIO paboTy

Kakoe onpejaeneHue COOTBETCTBYeET CTAHAAPTU3UPOBAHHOMY onpeeJeHUI0
OPraHu3alOHHO-PACIOPSAUTEIbLHOI0 JOKYMEHTA:
a. [loxymeHT, obecnieunBaOmuil (YHKIMOHUPOBAHUE U B3aUMOCBSI3b YIPaBISIONIEH U
YIPaBISIEMON CUCTEM HA BCEX YPOBHSIX.
b. Bun nrucbMEHHOTO JIOKyMEHTa, B KOTOPOM (DHKCHPYIOT PEIICHNE aIMHUHUCTPATHBHBIX
U OpraHM3allMOHHBIX BOIPOCOB, a TAaK)XE BOMIPOCOB YIPAaBICHUS, B3aUMOJEHCTBHS,
o0ecrieueHrss U PEryJIUpOBaHUsS JEATENbHOCTH OpPraHOB BJACTH, YUYPEKIACHUM,
MPEANPUATHI, OpraHu3aluil, UX MOAPa3IeICHUN U JOKHOCTHBIX JIULL.
C. JIOKyMeHT, CO3/aHHBIM IOPUANYECKUM WM (PU3HUECKUM JIUIOM, O(DOPMIIEHHBIH U
yJIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IMOPSIJIKE.
d. OpunmanbHbII JOKYMEHT, HCIIOJIB3YEMbIH B TEKYIIEH AeATSIIbHOCTH OPraHU3alHH.

Kakum opranm3aumoHHbIM 10KYMEHTAM COOTBETCTBYET CJIeAYIOIIAs XapaKTepucTHKA:

JTO OPraHM3alMOHHO-NIPABOBbIE AKTHI, ONpee/IsiIoIHe NMOPSA0K 00pa3oBaHMs, NpaBa M
00513aHHOCTH, OPraHN3aIUI0 Pa00ThI KAK B OPraHU3aLMH B L[eJIOM, TAK H B €€ CTPYKTYPHBIX
nojapasaeseHusix. B 3TuX 1okyMeHTax Tak:ke MOIYT OBITh OTPasKeHbI IPaBa M 00SA3aHHOCTH
OT/eJIbHBIX [J0JKHOCTHBIX JIMIL, ONpedeasiTbC OCHOBHbIC OPraHU3allMOHHbIE BOIPOCHI



NMPOBeJIeHUs1 PA3JIMYHbIX MEpPONPHUATHIA B OpraHu3anuu (KOHKYPCOB, CeMHHaPOB,
(pecTuBaseil, BLICTABOK).

d. IIpaBuia

b. monmoxenus

C. HHCTPYKIIH

d. ycraBsl

Kakomy opranmn3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeYIIIasi XapaKTepUuCTHKA:
ITO0 JOKAJBHBbII HOPMATUBHBIN AKT OPraHU3alUM, PEerJaMeHTUPYIOIINH B COOTBETCTBUM €
TpynobiMm KoekcoM U HHbIME (pelepajibHbIMHM 3aKOHAMU MOPSIIOK NPHeMa 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 IOKYMEHTa, B KOTOPOM (PUKCHUPYIOT pellleHus] aAMUHUCTPATUBHBIX
U OpPraHM3alMOHHBIX BOINPOCOB, a TaK:Ke BOINPOCOB YyNpaBJeHHs, B3auMoOjelCcTBUS,
o0ecnieyeHUs] W PeryjMpoOBaHUs JAeATEJbHOCTH OPraHOB BJIACTH, Y4YpPeKIAeHMN,
npeAnpPUsTHIl, OPraHU3ALMA, MX TOAPA3AeJTeHUIl U T0JKHOCTHBIX JIMIL.
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, XpaHECHHS U UCIIOJIL30BAHUSA B 1eATEJIbHOCTH OPraHN3aLMH.
d. TOJDKHOCTHAsI MHCTPYKIHS
b. DOMKHOCTHOI perinamMeHT
C. moJjoxkeHue o ciyxoe J10Y
d. MHCTPYKLUS 11O JCIONPOU3BOICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAasl XapaKTepucTuKa:
Dmom 0oKymenm ycmanaenueaem 011 padOmMHUKA KOHKPenHble mPyoosble (001#CHOCHIHbLE,
¢ynuKyuonanvnvle) 0064a3aHHOCIMU U NPAGA 6 COOMEEMCMEUU C 3AHUMAEMOIL 00JIHCHOCHBIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOJIOMCEHUE 6 CHmPYKmype yupercoeHus,
AGNACMCA NPABOGOU OCHOB0U 0714 NPOEEOCHUA AMMECMAUUU PAOOMHUKA, ONPEOeNeHUsA €20
OMEEemcmeeHHOCMU U 63AUMOOMHOUIEHUA C OPY2UMU PDADOMHUKAMU U NOOPA30ETCHUAMU,
no3eonsem 00beKmMUEHO OUEHUBAMb Padomy cOmpyOHUKa OP2anHu3auuu.
a. HHCTPYKIIHSI TIO JIEIONIPOU3BOJICTBY
b. monoxxenue o cnyxoe JJOY
C. TOJPKHOCTHOM PErjaMeHT
d. MOMKHOCTHASI UHCTPYKITHSI
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 00pa3oBaTelIbHON OpraHU3alllu,

b. Onank opranuszaium,

C. MHCTPYKIIMS 110 AETONPOU3BOJICTBY,

d. HOMeHKIaTypa aei.
C nomMomp 3TOr0 JAOKYMEHTa B 00pa3oBaTe/IbHOW OPraHU3aluM OCYILIEeCTBJISIETCS
cHCTeMATH3alusl JOKYMEHTOB, TIPYNINHPOBKA JIOKYMEHTOB B /eja, y4eT /JOKYMEHTOB
BpeMEHHbIX CPOKOB XpaHeHHUsl, OTOOp M IepeAaya JOKYMEHTOB HA apXHBHOe XpaHeHMe,
pelleHNe 0 BbIeJeHUN J1eJ] K YHHUTOo:keHu10. HazoBurte 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3alllu,

b. Omank opranuszaium,

C. MHCTPYKIIMS 1O AETONPOU3BOJICTRY,

d. HOMeHKIaTypa Jei.

B Kkakoii YacTM pacnopsiiuTeIbHOr0 JOKYMEHTa He00X0AMMO MOMeIaTh IepedeHb
JOKYMEHTOB, YTPATHBIIMX CHJIYy MHJIM TOJJIEKAINHX H3MEHEHHI) B CBSI3M C H3JaHHEM
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 HCIIOJTHEeHHA ?
a. B IEPBOM ITYHKTE paclopsIUTEIbHON YacTH
b. opopmitsieTcst OTIETBHOM CTPOKOH MOCTIE BCEX MYHKTOB
C. B IIOCJIEAHEM ITYHKTE PACIIOPSIAUTEIBHON YacTU
d. B KOHCTATHPYIOILEH YacTH

Kaxkue pacnopsiauresibHble JOKYMEHTbl M3JaI0TCH IO ONEPATHUBHBIM BONPOCAM H Js
OpPraHu3alUM UCIOJHEHHUA APYTUX PACHOPAAMTEIbLHbIX JOKYMEHTOB:
d. PacCIIOPsIKCHUS
b. pemenus
C. IIOCTAHOBJICHU S
d. mpukasbl
Kaxkue pacnopsiaurenbHbie 1okyMeHThl HE oTHOcsiTCsi K OKyMeHTaMm, 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. pazbsicHuTENBbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 9aCTh/ pACIOPSIUTEIbHAS YacTh
d. BBoHAs yacTh/ OCHOBHAS YacTh/ 3aKIIOUYUTENHHAS 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 U30ekaHue HapymeHnusi Hopm TpymroBoro
KO/JeKCa MUCbMEHHOe HAIOMUHAHUE 0 HE0OXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUs] TPYA0BOii
KHHUKKHM YBOJIEHHOMY Pa00OTHHUKY, He NOJy4YUBIIEMY ee:
d. 3aKa3HOC MMCHbMO
b. pakcorpamma
C. SMS-coobmieHme
d. aJeKTpOHHOE COOOIIeHUE

Kakoii 10KyMeHT NOANUChIBAETCS PYKOBOIHTEIEM CTPYKTYPHOIO MOAPA3/e/IeHUsI:
d. CIIpaBKa
b. mpukas
C. aKT
d. cnyxebHas 3amucka

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

U3 cocmaea cpynnbasi 25 UCJI06€K, 6 pe3yjibmame 4elo 3aHamusa npunlyioco OmmeHuma.

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. pykoBOIMTENH CTPYKTYPHOTO MOPa3ICICHUS
C. 3aMECTHUTEIb PYKOBOJUTENS OpPraHU3aluu
d. paboTHUK 1O Kaapam

Kakoii 1o0kyMeHT SIBJIsIeTCSI OCHOBHBIM JOKYMEHTOM O TPYAOBOH /1eSITeJIbHOCTH U O
TPYAOBOM CTaKe pa0OTHHKA:

d. Y4CTHas ThYHas KapTOdKa
b. meHcHoOHHOE yI0CTOBEpEHHE
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 TUCIUTUTMHAPHBIX B3BICKAHHUI BIIMCBHIBAIOTCS B TPYAOBYIO KHIKKY
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 OaHk, OaHK MUChbMa, OJTaHK KOHKPETHOTO BH/A JJOKYMEHTA
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 JJOKYMEHTOB, 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. uHaMBHAYyaTbHBIC/ TpadapeTHbBIC/ 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 NMpoBEACHUSA HpOMe)l(yTO‘IHOﬁ aTTeCTalum

CTpyKTypHBIiA
JIIEMEHT

KOMIICTCHIINHA

IInanupyemblie
pe3ynbTaThl
o0yueHUs

OrneHouHbIe cpeacTBa 00yUeHUs

OIIK-1 Cnoco6eH ocyniecTBJIAATH U ONTHMHU3UPOBATH NPO(PECCHOHATIBLHYIO 1€eATEJIbHOCTh B
COOTBETCTBHYU ¢ HOPMATHBHBIMH NIPABOBLIMHM aKTaMHU B c(epe 06pa3zoBaHuss 1 HOPMAMH
npogeccuoHAIBLHOM ITUKH

OIIK-1.1 AHanusupyer "

HCNO0JIb3yeT HOPMATHBHbIE
NMPaBOBbIE JOKYMEHTHI,
perjaMeHTHPYIOLIHE

TpeOOBaHUA K

npogeccuoHAIbLHOM

ACATECJIbHOCTH

Jlomamnee 3aganue 1

[ToBTOPUTH TIPUHIUITBL OpraHu3aluu
HOPMAaTUBHO-TIPABOBOM 6a3bl o0Opa3oBaTeNbHOI
nesrenbHOCTH B Poccniickoit denepanum.

[Tonb3ysick MHGOPMAITMOHHO-TIPABOBLIM  MTOPTAIOM
KoncynprantlLiroc (http://www.consultant.ru/)
UICHTHPUIIHPOBATH HOPMAaTUBHYIO cpeny TUIS
o0pa3oBarebHON OpraHU3aluKi OJHOTO U3 THIIOB (IO BEIOOPY
crynenta). CHOHUCOK JEHCTBYIOIUX MPABOBBIX aKTOB U
HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB JOJDKEH OTPa’KaTh
YPOBHEBYIO OPTaHU3AIMIO HOPMATUBHOMN CPE/IbI.

Pexomenoayuu:.

1. Wzyuutp ctarbto 23 «Tumbl 00pa3oBaTenbHBIX
opramm3anmiiy @enepanbHoro 3akoHa ot 29.12.2012 N
273-®3 (B peiictBytouieil pemakuuu) "O6 obpazosanuu 6
Poccuiickoii  ®edepayuu”. BpiOpaTb OJWH W3 THUIIOB.
CornacoBarb BbIOOp ¢ mIperojaBaTeneM (TUIBI HE JTOJIKHBI
MTOBTOPSITHCS).

2. Uzyuuts TpeboBanus @3 «O6 obpazosanuuy,
Kacarollluecss BCEX BUJOB JESATEIIBHOCTH 00pa3oBaTelbHON
opraHuzanyu BblOpaHHOTO THma. OmpenenuTs COCTaB
JOKYMEHTOB,  PEIJIAMEHTHUPYIOIUX €€  JESTEIbHOCTb,
IIPEJICTABUB €T0 B BUIE UEPAPXUUYECKOTO CIIMCKA UCTOYHUKOB
4-X ypOBHEM:

1) nmpaBoBble  akThl, H3/1aBa€Mble  BBICHIUMH
rocy/1apCTBEHHBIMU OpraHamu (benepanbHOI
3aKOHOJIATEILHOM BJIACTH U BBICIIMMU OpraHaMM yTIpaBJICHUS
(Koncturynusi, xonekchl, ¢enepanbHble KOHCTUTYLHUOHHbBIE
3akonbl (DK3), penepanbubie 3akoHbI (D3), MOCTAaHOBIECHUS
[IpaButenscTBa, ykassl [Ipesugenra PO);

2) mpaBOBbIE aKThl, H3JaBaeMble (ereparbHbBIMU
OpraHaMH HUCIOJHUTEIBHON BJIACTU: MUHHUCTEPCTBaMH,
KOMHUTETaMH, BEJIOMCTBAMHU KaK OOIEOTpacieBOro, Tak M
BEJOMCTBEHHOTO  XapakTepa (TMpuKa3bl  MUHHUCTEPCTB,
BEJOMCTBEHHBIX KOMHUTETOB, CIIY)X0, areHTCTB, OI0po U Jp.;
WHCTPYKTUBHbIE MHCbMa, TUIIOBbIE MOJOXKEHUS, THUIIOBBIE U
TEXHUYECKHUE PErjaMeHTbl, THUIIOBblE HHCTPYKIHH H JIp.,
o0mepoccuiickue M BEJOMCTBEHHbBIE KJIacCU(UKATOPHI,
I'OCTpl, nepeyHH TUMIOBBIX JOKYMEHTOB U Jp.);

3) nmpaBoBble  aKThl, H3JaBaeMble  OpraHamMH
3aKOHO/IATEIILHON M WMCIIOJTHUTEIIBHON BJIACTH CYOBEKTOB PD
U WX  TEPPUTOPHAIBHBIX  00pa3oBaHMi  (3aKOHBI
MMOCTAHOBJICHUSA MPaBUTEIHCTBA CyOBEKTOB PO,




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

4)nokanbHbIE aKThl, IPABOBbIE aKThl HOPMATUBHOTO U
MHCTPYKTUBHOTO  XapakTepa, a TakXKe MEeTOJUYECKue
JOKYMEHThl ~ TIO0  JIOKYMEHTAllUOHHOMY  00€CIeYeHHIO
yIIpaBJICHUs], W3JlaBaeéMble PYKOBOJCTBOM O0pazoBaTEIbHOM
opranuzanuu (ycras, MMOJIOKEHHs, UHCTPYKIIUU, B TOM YHUCIIE
MHCTPYKUUU (TIpaBuia) MO AEJIONPOU3BOACTBY OpraHU3aluy,
tabenu yHUGUIUPOBAHHBIX (OpM, anbOOMBI 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  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJDKHBI

MIOBTOPSATHCS B TPYIIIE (3aIIUCATHCS Y CTAPOCTBHI).
[TepeveHb THIIOB 00pa30BaTEIbHBIX YUPEKICHUI CM.
o cT.23 @3 «O6 ob6pazoBanuu B POy,

TpeboBanus k pedepaty
JIoOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

CopepxaHue JOIKHO JEMOHCTPUPOBATh CIAEAYIOLIUE 3HAHUS
U YMEHUS CTYJE€HTOB:

3Hnanue:

- cneyughuueckux uepm OOKYMEeHMUpOBAHUs OesmelbHOCU
00pa30BaTENILHOTO YUPEKICHUS;

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

- cnoco608 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esamenrbHOCMU 00paA306AMENbHO20 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 JIUTEpaTypbl M HCTOYHUKOB, BHYTPUTEKCTOBBHIE
CCBUIKH. Bo3moxHbI MIPUIIOKEHUS. KoHnTposbHas
WHAMBHIyalbHAs paboTa BBINONHSAETCS B OyMaXHOM U
3JIEKTPOHHOM BHJIE

35. XapaktepucTtuka TUNAa  00pa30BaATEIBHOTO
yupexxaenus.  (KemarenbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JIaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/o0mactu/ ropoje
3apEerUCTPUPOBAHO TTOJOOHBIX OPTaHU3AIHH ).

36. O0mass  XapakTepuCTHKa  yIpaBlICHHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUU.

37. OCHOBHOI cOCTaB  HOPMAaTHBHO-TIPABOBBIX

JIOKYMEHTOB, periaaMeHTHPYIOIINX
JeATeITbHOCTD 00pa3oBaTeILHOTO
YUIPESIKACHHUS.

38. [Nopsmok XpaHEHHSI JTOKYMEHTOB 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
UHCIMPYKYUU RO 0e10npouU3600Cmaey 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 nx
TEPPUTOPUABHBIX 00pa30BaHU;

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 2 Ne 03-51/64 «O  Memoouueckux
peKomenoauuax no padome ¢ OOKyMeHmamu 6
00ue00paz0eamenbHbIX YUPEHCOCHUAX)

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

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

0. HOPMATUBHO-TIPABOBBIE aKThl 3aKOHOJATEIHHOU 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 @eoepayuuy?

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

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

0. HOPMATHBHO-IIPABOBbIE AKThl 3AKOHOATEIBHOUN U
WCTIOJHUTENBbHOM BIacTu cyobekToB PO u nx
TEPPUTOPHUAIBHBIX 00pa30BaHUIl;

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 JOKYMEHTa» SBIISIOTCA

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(QOpPMIISIFOTCS] HA OIHOM YPOBHE 10 OTHOILLIEHUIO APYT

K IApyry

d. O0a pekBmsura — «JlaTa 1OOKyMEHTa» U

«PerucTpaliMnOHHBINA HOMEP JOKYMEHTA — BBIIOJHSIOT

IOPUAMYECKYI0 (YHKIUIO, a TakKe BBIMOIHIIOT

MOUCKOBYIO  (DYHKLHMIO, TaK Kak  IO3BOJIIOT

OpraHM3all BECTH HH(POPMALMOHHO-CIIPABOYHYIO

paboty
5. Kaxoe omnpeesieHne COOTBETCTBYeT
CTAHJAPTU3UPOBAHHOMY onpeeIeHHIO

OPraHM3alMOHHO-PACIOPSAAUTEIbLHOI0 JOKYMEHTA:
a. JloxymeHt, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABISAIOLIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO JOKYMEHTa, B KOTOPOM
buKCUpYIOT  pelieHHe  aJAMUHHUCTPaTHBHBIX U
OpPraHM3allMOHHBIX BOIIPOCOB, a TAaK)XXE BOIIPOCOB
yIOpaBiIeHUs, B3aUMOJEUCTBUA, oOOecnedyeHus u
pEryJINPOBaHUs  JEATENIBHOCTH OpPraHOB  BIACTH,
YUPEKICHUHN, MPEANpPUATHH, OpraHu3aluid, UuX
MOJIpa3IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JloxymeHT, coO34aHHBI IOPUIAWYECKUM WU
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 NpaBuWiia 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 nmoMombI0 3TOr0 JOKyMeHTa B 00pa30BaTe/IbHOM
OpraHu3anuu oCylIeCTBJIsAETCSA cucreMaTH3anus
AOKYMEHTOB, IPYNIUPOBKA JOKYMEHTOB B [eJjia, y4eT
AOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHHsi, OTOOp M
nepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHHUe, pellleHHe 0
BbIIeJIeHUH JeJd1 K YHUuYTo:keHu1o. Ha3zoBure »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 PACHOPSAUTEIbHBIX 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 NOAPA3Ae/ISIIOTCA 0JIAHKH IOKYMEHTOB
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, 6JaHK JOHKHOCTHOTO JIUIIA
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 IIpumensier
HOPMATHBHO-TIPABOBbIE AKTHI
B cepe oOpa3oBaHus ¢
y4eTOM HOpM
npodeccHOHAIBLHOM ITUKH

JlomamHee 3aganue 2

1. W3yuutps crathio 30 «JlokanbHble HOpMAaTHBHBIE aKTBHI,
COJIepKalllie€ HOPMBI, pEryaupyroume o0pa3oBaTeIbHbIE
otHomeHus» DexepanpHoro 3akoHa ot 29.12.2012 N 273-03
(B neficTByromelt penakuun) "O6 obpazoBanuu B Poccuiickoit
Oenepaunn"

2. OTBETUTH HA BOMPOCHI:

K xkakoil rpymnme ynpaBieHUYECKMX JOKYMEHTOB OyayT
OTHOCHTBCS JIOKaJIbHbIE aKThI o0Opa3oBaTesbHON
OpraHu3anuu?

Kakue noxkymeHThl 1 o0Opa3oBaTenbHOM OpraHU3aluu
ABJISIFOTCS YYPEAUTEIbHBIMA?

3. CocTraBpTe  CHHCOK  JIOKQJIbHBIX aKTOB  JUIA
00pa3oBaTeNbHBIX OPTaHU3aIlMK BHIOPAHHOTO THUIIA.

4. Tlonw3yscy (a) Ilepeunem munosvix ynpasieH4ecKux




aApXUBHLIX ~ OOKYMEHmOo8,  00pa3yiowuxca 6  npoyecce
0esAmenbHOCU ~ 20CYOAPCMBEHHbIX — OP2aHO8,  OP2aHO8
MECmHO20 CaMOYNPAGIeHUs 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
pekomeHOayusx  no  pabome ¢ OOKYMeHMAMU 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
U IIPOTrpaMMbI 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 BOMIPOCHI U TIPEJCTABUTH UX B CBOOOTHOMN
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 BXOIUT B MOHATUE «KOPPECHIOHCHLINS»
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 perucTpupoBarth 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
OpraHu3aIHy.

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 HOMCHKJIaTypa €I B

00pa3oBaTeIbHOM yUpPEXKICHUH?

9. Kak pa3pabaTbIBaeTcss HOMEHKIIATypa Jel

00pa30BaTENBHOTO YUPEKIACHUS?




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

11. Kak onpenenuts GopMy U CTPYKTYPY HOMEHKIATYPHI
nen?

12. Kak ycTaHOBHUTH CPOKH XPAHEHHUS TOKYMEHTOB?

13. Korna gomxHa 0OHOBISATHCS HOMEHKIIATYpa J1e1
00pa30BaTeNbHOTO YUpexKAeHU?

14. Ko cocraBinser u 0opMIIIeT HOMEHKIIATYPY Je
00pa3oBaTeNbHON OpraHu3aun?

KonTpoabHasi padora

B kadecTBe KOHTpPOJILHOW pabOTBI  CTyJIEHTaM
MIpe/iaraeTcsi COCTaBUTh pedepaT U BBICTYIUTH C JOKJIAJI0M
10 TEME:

«JlokymMeHTHpOBaHHE JeSITebHOCTH
00pa30BaTENbHOr0 yupexIeHus (yKa3aTb BHIOPAHHBIN THII)».
Tunbl  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJKHBI

MOBTOPSITHCS B TPYyIIE (3aUCATHCS Y CTAPOCTHI).
[lepeueHp THIIOB 0Opa30BaTENbHBIX YUPEKICHUN CM.
1o c1.23 3 «O0 oOpazoBanuu B PO».

TpeboBanus k pedepary
JIOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

Copepxanne JOKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS
Y YMEHUS CTYIEHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpOSaHUsi OesimelbHOCU
00pa30BaTEeNbHOTO YUPEKACHUS;

- MUN0B020 COCMABA cucmem OOKYMEeHMAayuu, Gopmupyouux
O0OKYMEHMAbHbIU YOHO 00PA308AMENLHO20 YUPEHCOCHUS,

- cnoco606 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHIEMbIX 8
npoyecce 0esmenrbHOCMU 00PA308AMENbHO20 VUPEHCOeHUs,

- HOPpMAMUBHO-NPABOBLIX  AKMOS,  Pe2NaMEeHMUPYIouux
0esmenbHOCIb U ee OOKYMEHMUPOBaHue 8 00pa308amenbHbIX
VupescoOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanusayuu;

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

Pedepar na 10-15 crpanuu, uepe3 1,5 unTepBana, 14
mpudrom. OOsA3aTeNbHBl TUTYJIBHBIA JIUCT, OTJIAaBJICHUE,
CIIMCOK JIMTEpaTypbl M HCTOYHUKOB, BHYTPUTEKCTOBBHIE
CCBUIKH. Bo3MoxHBI TIPUJIOKEHUS. KonTponbshas
WHAMBUIYyaJIbHAsT paboTa BBINOJHSACTCS B OyMaXXHOM U




OJICKTPOHHOM BH/JIC

TunoBoi njan pegepara

8. Xapakrepucruka THIIA 00pa30BaTEILHOTO
YUPEKICHUSI. (*KenarenpHO MIPHUBJICUYCHUE
CTaTUCTHYECKUX JaHHBIX O TOM, CKOJbKO B Poccuu/
peruone/obnactu/ ropoje 3aperuCTPUPOBAHO

MIO/I00HBIX OpraHu3aLuil).

9. OOmas xapakTepuCTHKAa YIpPaBICHHUA B JaHHOM
00pa30BaTEILHOM yUPEKICHUH.

10. OcHoBHOM COCTaB HOPMAaTUBHO-IIPABOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIINX  ACATEIbHOCTh
00pa30BaTENBLHOIO YUPEXKACHUS.

11. Xapakrepucrtuka JIOKYMEHTAJIbHOTO donma
(IOKyMEHTOB,  UX  KOMIUIEKCOB M  CHCTEM
JOKYMEHTAIH, (OPMHUPYIONMXCA B JESITEIHHOCTH
00pa3oBaTeNBHOTO YUPEKACHUSA):

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHUS,

® [UIAaHOBAs JOKYMEHTAIlHS;

® pacnopsAUTENbHAs JOKYMEHTAIIHS;

¢ uHPOPMAMOHHO-CIIPABOYHAS "

CIPAaBOYHO-aHATUTHYECKAS JOKYMEHTAIIHUS;

OTYeTHAas TIOKyMEHTAallUs;

® JIOKyMEHTAIUs [0 00EeCIeYeHuI0 KajapaMH (110
JUYHOMY COCTaBY);

e (uHaHCcOBas IOKyMeHTanus (OyXTraiaTepcKHii
y4eT U OTYETHOCTB);

® JJOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeYeHUIO;

® JIOrOBOpHAas JOKyMEHTalus,

® JIOKyYMEHTalUsl MO JOKyMEHTAllMOHHOMY U

UH(POPMALUOHHOMY o0ecreueHnIo
JeSITEIbHOCTH YUPEXKICHUS;
® JJOKyMEHTalus, OTpa)karoIas

00pa3oBaTeNbHYIO AESATEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUH (€CIH €CTh).
12. Ananu3 IIPUMEPHOU HOMEHKJIAaTypbl zen
00pa30BaTENBHOTO YUPEKICHUS.
13. Tlopsimox XpaHEeHUsI JOKYMEHTOB B 00pa30oBaTEIbHOM
YUPEXKIECHUH.
14. Cnucok nutepaTypbl U ICTOYHHUKOB.

Tect 1

1.Ilponosxkute Pppasy: «Opranusanus AeJ10NPOU3BOACTBA
B 00pa30BaTeIbHOM YYpesKIeHHH HEMOCPeICTBEHHO
perjiaMeHTHPYeTCcs...»
€. HOPMaTHBHO-TIPABOBBIMU aKTaMH (enepalbHOI
3aKOHOJATEILHOM BIIACTH;
f. HOpPMaTHBHO-TIPAaBOBBIMH aKTaMH (eepaabHON
HCIIOJIHUTEILHOHN BJIACTH;
g. HOpMaTI/IBHO-HpaBOBBIMI/I aKTaMH
3aKOHOJATEILHOM 1 MCIIOJIHUTEILHON BIACTH




cyOBeKkTOB PD 1 uX TEppUTOPHATBHBIX
o0pa3oBaHMii;
h. HOpPMaTHBHBIMH JIOKATbHBIMH aKTaMU
00pa3oBaTeNbHON OPTaHU3AIIH.
2.Kakoe BbICKa3bIBaHME SIBJISIETCS HEBEPHbIM?
a. PekBusuT «HaMMEHOBAaHHME BHJAA JOKYMEHTa»
ABIIETCS  JIOKYMEHTOOOpa3ymoIllMM  IPU3HAKOM,
MO3BOJISIOIIMM TIOTYYUTh HayallbHOE, caMoe oolee
NpeJICTaBJICHUEe O JOKYMEHTE, €ro IpaBOBOMU
3HAYUMOCTHU
b. Ilpumenenne TI'OCT P 7.0.97-2016 sBusercs
00s13aTeIbHBIM ISl BCEX COBPEMEHHBIX OpraHu3alui,
YUPEKICHUH, NPEANPUATHI JHOOBIX
OpraHU3alMOHHO-TIPABOBBIX (POPM
c. ®opMyInsAp AOKyMEHTa MPOJUKTOBAH HE TOJBKO
HEOOXOMMOCTBIO CTPYKTYPUPOBaTh HH(pOpMAIHIO,
cAenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO
npuaaTh JAOKYMEHTY IOPHUIUYECKYIO CHILY, CHENATh
3arevaTIeHHYI0 B HeM HH(OpMaIio oQuIaaIbHOR
d. Kaxplii peKBU3UT KaK MEPBUYHBINA CTPYKTYPHBIA
AJIEMEHT JOKYMEHTa B TOW WM MHOM CTENEHU
OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIHIO
3. Kakum opranu3anuoHHbIM JOKYMEHTAM COOTBETCTBYeET
cJIeIyI0Iasi XapaKTePHCTUKA:
dmo opzanuszayuoHHO-npagossvie aAKmMuvl, OnpeoenAujue
nopaook  oopazoeanusa, npaga U  00A3AHHOCHMU,
Op2anu3ayuIo padomosl KaK 6 Op2aHu3ayuu é yeaom, max u 6
ee CmpyKmypHslx noopaszoenenusax. B smux ooxymenmax
makoice mozym 0vlimp OMpa’)>cenvl npasa u 00A3AHHOCHMU
OMOENbHBIX 00JINHCHOCHHBIX UL, ONPEOENAMbCA OCHOGHbLE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3TUYHBIX
meponpuamuili 6 op2anuzauuu (KOHKypcos, CeMuHapos,
¢pecmueaneii, 6b1cmagok).
a. mpaBuia
b. monoxenus
C. UHCTPYKILIUU
d. ycraBsl

4. Kakomy OpraHu3aifMOHHOMY JOKYMEHTY COOTBETCTBYeT
CJIeYIOIIAsi XapaKTePHCTHKA:
Omo NoKanbHLIL HOPMAMUGHLII AKM  Op2AHU3AUUU,
pecnamenmupyrouwiuii. 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3aKkonamu nopaookK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3aHHOCMU U OMEEMCMEEHHOCMb CHOPOH MPY008020
002060pa, pexcum padomol, 6pemsa Omovixa, NPUMeEHAEMblLE
K padoOmHuKam mepvl NOOWPEHUS U 63bICKAHUS, 4 MAKiCe
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUIEHUI )
O0anH020 padomooameis.

a. MHCTPYKIIMSI UHCIIEKTOPA 10 TPYy

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACIOPSIIKA

C. TMOJOXEHHWE O TPYAOBBIX OTHOLIEHUSX B

OpraHu3aIuu




d. TpymoBoii JoroBop

5. Kakomy ynpaBjieHYeCKOMY JOKYMEHTY COOTBETCTBYeT
cJIeAyIONIasi XapaKTePpUCTHKA:
Omo 6ud RUCbMEHHO020 OOKyMeHma, 6 KOmopom
¢uxcupyrom pewienus AOMUHUCMPAMUBHBIX u
OpP2AHU3AUUOHHBIX  60RNPOCO8, A MAKMCce B8ONPOCO8
ynpaenenus, 63aumooeiicmeus, obecneuenus u
pecynupoeanua  0eamenpbHOCmU  OpP2aHO6  é1acmu,
yupesxcoenuil, npeonpuamuil, op2anu3zayuil, ux
noopaszoenenuil u QOAHCHOCHIHBIX TUY,.

a. puHaHCOBO-OyXTaNTEPCKHIA

b. kaapoBbIit
C. OPraHU3aLUOHHO-PACTIOPSAUTEIIbHBIN
d. MJIaHOBO-OTYETHBIH

6. KakoMy [0OKyMEHTY COOTBETCTBYeT CJeIYyHIIas
XapaKTepUuCTHKA:
JTO MNPaBOBOil aKT, YCTAHABJMBAKOIIHMI TEXHOJOTHIO
CO3JaHHUA WM IOJIyYeHHs JOKYMEHTOB, HX 00padoTKH,
XpaHeHUs] M HCHOJb30BAHMA B  /IeSITeJIbHOCTH
OPraHM3alMu.
d. JOJDKHOCTHAsI MHCTPYKIHSI

b. TO/DKHOCTHOM perjiaMeHT

C. mojoxenue o ciyxoe JJ0OY

d. HHCTPYKITHS 10 J€TONPOU3BOICTBY
Tecr 2

1. B kakoii 4YacTH PpacnopsAUTE]bHOI0 JTOKYMEHTA
He00X0IUMO noMeumarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIMX CHJIY WIH MOMJIEKAIUX U3MEHEHHUIO B CBSI3H
¢ M31aHNEeM JaHHOI0 aKTa?
a. B JIIOOOM ITYHKTE PacCloOpsANTEIIbHON YacCTH

b. B mepBBIX MyHKTaX paclopsAUTEIbHON YacTH

C. B KOHCTaTUPYIOIIEH YaCTH

d. B KOHIIE TeKCTa
2. 3 kakux 4acreil COCTOMT TEKCT PacHoOpPSIAUTEIbHOIO
AOKYMEHTA:

a. aHAJIMTHYECKas YacTh/ 0000IIaroas 4acTh

b. pa3zbsicHuTENbHAS YaCTh/ TUPEKTUBHAS YacTh

C. KOHCTaTUPYIOIIAsl YaCTh/ PaCOPSIUTEIbHAS YaCTh

d. BBogHas yacTh/ OCHOBHAS YacTh/ 3aKIIOUYHATEIILHAS
4acTh
3. Kakomy BHAY JOKYMEHTAa COOTBETCTBYET CJIeAyIOUIUii
TEKCT:

23.09.20013 ¢ 9.00 na 3anamuax no oCHO8aAM

npaeoeedeHus NPUCYmcmeosano 2 cmyoenma u3z cocmaed
2pynnut 25 uenoeex, 6 pezyibmame 4ez2o 3aHAMUA

npurULI0Co OMMEHUMb.

Jlouenm kagedpvr npaea Iloonuce
/H.B. lllenens




25.09.2013
d. JOKJIaaHas 3alrcKa
b. mosicauTenpHAs 3aMKMCKa
C. 0OBSICHUTEIbHAS 3alKCKa
d. cmyxeOHas 3amucka
4. Jlas KakuX BUAOB JOKYMEHTOB HMCHOJb3YIOT OOIIMii
O0J1aHk?
BriGepure ouH OTBET:
a. MOOBIX BUJOB JOKYMEHTOB, KpOME IpHKa3a
b. 7r00BIX BUIOB TIOKYMEHTOB
C. TOJIBKO IS ITHCHBMa
d. mo0BIX BHIOB JOKYMEHTOB, KPOME ITUChMa
5. Ha kaxkue THMOBI NOAPA3AEJISAIOTCH JOKYMEHTBHI I10
MPOUCXO0KIEHHIO:
a. obmenoctynHble/ KOHGUACHIIMATbHBIE/ CEKPETHBIS
b. muunbIe/ oduIaTbHBIC
C. BXOJISIINE/UCXOIAIINE/BHYTPCHHHE
d. uHaMBUAYaTbHBIC/ TpadapeTHbIE/ TUITOBBIC

BOI[pOCbI K 3K3aMEHY

1. JoxyMeHTHUpOBaHUE HCCIIEI0BATENbCKON
JIEATEIbHOCTH o0pa3oBaTeNbHON
opranu3aiui. CrocoObl 3alIUTbhl aBTOPCKUX
IIpas.

2. JIOKyMEeHTaJIbHBIN 1 apXUBHBIN (OHIBI
o0pa30BaTeNbHON OpraHu3aluu.
3. JIoKyMEHTHUpPOBaHHE YITPaBIECHYECKOM

nesitenbHOCTH. Opranuzanys, INIaHUPOBaHUE,
pacnopsAUTENLCTBO, KOOPAUHALMS, KOHTPOJIb U ApyTHe
yrpaBjieH4YecKrue (QYHKIINHU B JOKYMEHTaX 00pa30BaTeIbHON
OpraHM3alHH.

4. JlokyMeHTUpOBaHue 00pa3oBaTeIbHOM
nesrenbHOcTH. OCHOBHast 0Opa3oBaTesibHas MporpaMmma.
VY4eOHbIii 1aH (MHBIE BUJIBI IIJIAHOBBIX JOKYMEHTOB 110
oOpa3oBaTenbHOH AeaTenbHOCTH). Pabovas nmporpaMma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOTIPUATHH.

5. JlokymeHTapHast MOAr0TOBKa
o0pa3oBaTeNbHON OpraHU3alMK K JIMLEH3UPOBAHHIO U
rOCYJIapCTBEHHOW aKKpEIUTAIUH.

6. [onsarue noxkymeHTo000poTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYnpasieHue 10KyMEHTOIIOTOKAaMH B

00pa3oBaTeNbHON OpTaHU3aIH. JJICKTPOHHAS U
TpaJUIMOHHAsA (hopMa TOKYMEHTOO0O0pOTa.

8. Opraau3anys UCTIOIb30BaHMs TOKYMEHTOB B
oOpa3oBaTenbHON opranu3anuu. JlocTyn K TOKyMEHTaM.
9. [IpaBoBbIE OCHOBBI B 00J1aCTH

MH(POPMAIIMOHHOTO 0OecrieueHus1 00pa3oBaTeIbHOM
nesitenbHOCTH. CaliThl 00pa30BaTEIbHON OpraHU3aluH.

10. Opranu3anus orepaTuBHOIO U apXUBHOTO
XpaHEeHHs JOKYMEHTOB B 00pa30BaTEIbHON OpraHu3auu (Ha
IIPUMEPE OJJTHOTO U3 THUIIOB).

11. JlokaapHBIC HOPMATHUBHBIE aKTHI IO




JIeJIONIPON3BOICTBY 00pa30BaTeNbHON OpraHu3aluu.

12. NHuctpykuusd o aenonpousBoAcTsy. Lens
CO3J1aHMsl, 331a4K, TpeOOBaHMS K COCTABJICHUIO, 0(OPMIICHUIO
U BBEJICHUIO B JICHCTBHE

13. Homenxknarypa nen. Llens u 3agaun co3ganus,
TpeOOBaHUS K COCTaBJICHHIO, O(OPMIICHUIO M BBEACHUIO B
JIEUCTBUE.

14. YHHUUTOXKEHHE TOKYMEHTOB 00pa30BaTEeIbHOM
opranusauuu. Ilopsnok BwlOeNeHHsA €1 K YHUYTOXCHMIO.
JIOKyMEHTUpOBaHUE MPOLEAYPbl YHUUTOXKEHHSI JOKYMEHTOB.

OIIK-1.3 OcyuiecTBisieT
npodgeccnoHaIbHOE
B3aUMO/IelCTBHE C
Y4ACTHHKAMH
0o0pa3oBaTe/IbHbIX OTHOIIEHH i
B COOTBETCTBHM C HOPMAMH
npogeccuoHAIBLHOM ITUKH

JlomauiHee 3aganue 5

IIpuBeautre 1no 2 mnpuMepa [JOKYMEHTOB IO
JIMYHOMY COCTaBY, OTpa)kaloliie JOKYMEHTHPOBAaHHE
CJIeyIOLIHX IPOLECCOB:

. IPOLIECChl ABMKEHUS KaJIpOB;
. IpoLEeypy aTTeCTALUH;
. BOMHCKHI yYer.

Kro oTBeuaer 3a cocraBieHHe JaHHBIX JOKYMEHTOB?
Kaknmy HOpMaTHBHBIMU aKTaMH PYKOBOJICTBYETCS?
KonTpoabHnas padora

4. XapakTepHuCTUKa TOKyMEHTaJIbHOTO (hOH1a (JOKYMEHTOB,
UX KOMITJIEKCOB M CHCTEM JIOKYMEHTAINH, (DOPMHUPYIOIIHUXCS
B IEATEIILHOCTU 00pa30BaTEIbHOI0 YUPEIKICHHS):
® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTAIHS,
® TUTAaHOBAs JOKYMEHTAITHS;
® pacnopsAUTEeNbHAs JOKYMEHTAIIHS,
¢ yHPOPMAMOHHO-CIIPABOYHAS "
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTAIUS;
OTYETHAs IOKyMEHTAIINS;
® JIOKyMEHTAIMs 10 00ECHEeUeHHIO KapamMu (110
JUYHOMY COCTaBY);
e (uHaHCcOBas JoKyMeHTauus (OyxraiaTepckuii
y4YeT U OTYETHOCTB);
® JIOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeUeHHIO;
® JIOrOBOpHAas TOKyMEHTaLus,
® JIOKyMEHTalUsl MO JOKYMEHTAllMOHHOMY U

MH(OPMALILOHHOMY o0ecrnedeHuno
NeSITeTbHOCTH YUPEXKICHUS;
® JOKyMEHTAalUs, OoTpakaroLas

00pa3zoBaTeNbHYIO JeATeIbHOCTS;
® JIpyrHe CUCTEMBI JOKYMEHTAIUH (€CIIH €CTh).

Tect 1




1. Kakomy [0OKyMEHTY COOTBETCTBYeT CJIeqyIolas

XapPaKTePUCTHKA:

Omom O0oKymenm ycmanaenueaem 071 paAdOMHUKA
KOHKpemHble mpyoogvie (Oondscnocmuuie,
¢ynKkyuonanvnvle) 00a3annocmu u npaea 6

CcOOmeemcmeuu ¢ 3aHUMAEMOIL 001HICHOCHbIO, 3aKPenisiem
€20 Op2aHU3AUUOHHO-NPABOBOE NOIONHCEHUE 8 CHMPYKHype
yupexcoenusn,  A6AAemcA  NPAGOGOU  OCHOB0U 014
npoeedeHus ammecmauuu padomHuKka, onpeoeneHus e2o
OMEEMCMEEHHOCMU U  G3AUMOOMHOUWIEHUA C OpY2UMU

pabomuukamu u noopaszoenenuamu, noseonsaem
00beKmugHo oyenusamy paoomy compyoHuKa
opzanuzayuu.

a. MHCTPYKLMS 110 1E€JIONPOU3BOJICTBY

b. nonosxxenue o cnyxoe JOY

C. IOJKHOCTHOM pEriiaMeHT

d. JOJKHOCTHASI HHCTPYKIIUS
2. Kakume rpynnbl [JAOKYMEHTOB, € TOYKH 3peHHA
OpraHu3alMy J0CTyna K HHM, BCTpe4yalwTcsi B
o0pa3oBaTe/IbHOM Opranu3anum?

€. 00IIen0CTyIHbIE,

f. koHpueHIMATBHBIC

g. CEKpeTHbIE

h. Bce rpymimbl BO3MOXKHEI

Tect 2
1. K kakoii cucreme JOKyMeHTAallUu OTHOCUTCH JInuHast
kaprouka T-27
€. (uHAHCOBO-OyXraJTepcKoil,
f. ImokyMeHTaM 1o JIMYHOMY COCTaRBYy,
0. OpraHu3alMOHHO-IIPABOBOM,
h. pacrnopsauTenbHON TOKYMEHTAIIUH.
2. KTo oopMmisieT yueTHbIE JINYHbIE KAPTOUKM:
a. pabOTHUK
b. pykoBOANTENb CTPYKTYPHOTO MOAPa3CICHHS
C. 3aMECTUTENb PYKOBOJUTENS OpraHU3aluu
d. pabOTHUK MO Kapam
3. Kakoii 10KyMeHT SIBJIAETCSI OCHOBHBIM JOKYMEHTOM 0

TPYAOBOM 1eATEJBLHOCTH U 0 TPYAOBOM CTaKe pa0OTHHKA:

a. y4eTHas JM4YHasl KapTOuKa
b. meHcHOHHOE yI0CTOBEPEHHE
C. CTPax0BO€ CBUJIETEIILCTBO FOCYAAPCTBEHHOTO
IIEHCHOHHOTO CTPaxOBAHMS
d. TpyoBast KHM)KKa
4. Kakue Buabl IMCUMIUVIMHAPHBIX  B3bICKAaHUM
BIIMCBHIBAIOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BUIBI TUCIUTUIMHAPHBIX B3bICKAaHHN
BITUCBHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHMUS B TPYAOBYIO KHIDKKY HE 3aIIHCBIBAIOTCS
5. Kakne mnmcbMa NOANMCHIBATCH ABYMS JHMIAMHM —




PYKOBOJIUTEIeM OPraHU3alUM U IVIABHBIM OyXrajTepoMm:
a. TapaHTUHHBIE ITUCbMA
b. compoBoauTENBbHBIC THCHMA
C. MHChbMa-3aIpPOoChl
d. pexyiaMHbIe THChMa
6. Kakum pgokymeHTomM HeoOXoaumMo o¢opMHuTHL BO
u3le:kaHue HapymeHussi HopMm TpymoBoro Kkoaekca
NMCbMEHHOE HANOMHMHAHHE 0 He00XOAMMOCTH SIBUTHCH
NSl TOJYy4YeHHS] TPYAOBOH KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3HOe MUChbMO
b. pakcorpamma
€. SMS-coo01ienne
d. a5eKTpOHHOE COOOIIICHHE
7. Kakoil J0OKyMEHT MOANNMCHIBAETCH PYKOBOJAUTEIEM
CTPYKTYPHOI0 MOJApAa3e/ieHus:
a. crpaBKa
b. mpukas
C. aKT
d. ciy)xebHas 3anucka
8. B Kkakoii 4YacTH PpacnopsiiMTEJbHOr0 JOKyYMEHTa
ykasbiBaeTcsi MHGOpPMALHMA O TOM, KTO OCYHIIECTBJIsieT
KOHTPOJIb €ro UCIOJTHEHUuA?
a. B [IEPBOM ITYHKTE PacCloOpsAIUTEIbHON YacTH
b. opopmitsieTcst OTAEIBHOM CTPOKOIL MOCIIE BCEX
MTYHKTOB
C. B HOCIIEAHEM ITYHKTE PACHOPSAIUTEIBHON YaCTH
d. B KOHCTATHPYIOILEH YacTH

BOl'[pOCI)I K 3K3aMEHY

1. Kanposas nmonuTtika o6pa3zoBarenbHOI opraHu3anuy.
Opranu3anys JOKyMEHTHPOBAHUS TPYIOBBIX OTHOIICHUH.
IIpaBa u o6s13aHHOCTH paboTonaTeneil U pabOTHUKOB.

2. Pa3zpaboTka HOpMaTHBHBIX PABOBBIX AKTOB,
YCTaHABIIMBAIONINX CITyeOHBIE OTHOIICHHS B
00pa3oBaTeNbHON OpraHU3aIIH.

3. [Topsimok 3aKiIFOYeHHS TPYAOBBIX 10roBOpoB. O01IMe
OCHOBAHUS IPEKpaIleHHs TPYAOBBIX 10roBOopoB. OCHOBaHUSA
Y TIOPSITIOK PACTOPIKEHHS TPYIOBBIX TOTOBOPOB 10
WHUIMATUBE paboToaaTens, 1o HHUIMATHBE paOOTHUKA
o0pa30BaTeNbHOI OpraHu3aluy.

4. JIOKyMEHTHUpOBaHHE B 00JIaCTH MaTEPUAIBHBIX U
(MHAHCOBBIX 3aTPAT TOCYAAPCTBEHHBIX M MYHUIIUTIAIEHBIX
00pa3oBaTeNbHBIX OpraHU3aLUH.

5. YcTaHOBIIEHUE U JOKYMEHTAIBHOE 3aKperieHHe
COLIMAJIHO-TIPABOBBIX YCIOBHM U TapaHTH, HEOOXOIUMBIX
JUTSL IEATENBHOCTHA Pa0OTHUKOB TOCYJapCTBEHHBIX,
MYHUIIUTATBHBIX U HETOCYIapCTBEHHBIX 00pa30BaTEIbHBIX
YUPEKICHUN.

6. JlucuuruimHapHasi OTBETCTBEHHOCTh U €€
JIOKYMEHTHPOBaHUE

7. JIOKyMEHTHPOBAHUE UCCIIEOBATEIbCKON




NesATeILHOCTH 00pa3oBaTenbHOM opranu3anuu. Criocoob
3alUThl aBTOPCKUX IIPAB.

Kpurepun onenkn

[Tpomexxyrounast arrecranusi mo aucuuiimae «HopmartuBHO-paBoBOEe obecrieueHue
ylpaBjieHUusl 00pa3oBaHHMEM C IPAKTUKYMOM [0 [JEJIONPOU3BOJACTBY» IPOBOJUTCA B BHUJE
9K3aMEHa M BKJIIOYAET TEOPETUYECKUE BOIIPOCHI, MO3BOJIAIOIINE OLEHUTh YPOBEHb YCBOCHMS
00y4aroIMMUCs 3HAHUH, U NMPAKTHUECKUE 33aJJaHMs, BBIABIIOIINE CTEIIEHb COPMHUPOBAHHOCTH
YMEHUU U BIAJACHUMN.

K sK3aMeHy IOIYCKAarOTCsl CTYIEHTHI, BBINOJIHMBIIKE IIECTh JOMAIIHUX IPAKTHYECKUX
3a/laHuii, KOHTPOIBHYIO paboTy, pemuBine TecTol No 1 u 2.

OK3aMeH 10 JJaHHOW JUCUUIUIMHE MPOBOAMUTCSA B YCTHOW (popMe MO 3K3aMEHAIMOHHBIM
Ouiieram, Kaxabld U3 KOTOPBIX BKIIIOYAET 2 TEOPETUUYECKUX Bompoca (M0 OAHOMY M3 KaKJIO0ro
pasziena) ¥ OJJHO IPaKTHYECKOE 3a/1aHue (aHaJIu3 TUIIOBOH yIIpaB/IEeHYECKOM CUTYyallul U OLIEHKOM
HEOOXOIMMBIX JEIOMPOU3BOIACTBEHHBIX IEHCTBUM):

— HA OYeHKYy «omauuHo» (5 0Oannos) — oOyuarowuiics O0eMOHCMpuUpyem 6blCOKULL YPOBeHb
chopmuposaHHOCmU KOMNEMeHYull, 8CEeCMOpPOHHee, Cucmemamuyeckoe u 2nybokoe 3HaHue
yuebH020 mamepuana, c80000HO BbINOIHAEN NPAKMU4ecKue 3a0aHus, c80000HO onepupyem
BHAHUAMU, YMEHUAMU, NPUMEHSIeM UX 8 CUMYAYUSIX NOBbIUEHHOU CTLONCHOCHU.

— Ha oyeuky «xopowioy (4 oOanna) — obyuarowuiica OemMoHCmMpupyem CcpeoOHUll YpOBeHb
chopmuposaHHOCmU KOMNEMeHYUll. OCHOBHble 3HAHUS, YMEHUsl OCB0€Hbl, HO OONYCKAIOMCS
He3HauumenbHvle OWUOKU, HEMOYHOCMU, 3AMPYOHEeHUs NPU AHATUMUYECKUX ONepayusix,
nepeHoce 3HaHUU U yMeHull Ha HOBble, HeCMAHOAPMHbBLE CUMYAYUU.

— Ha OYeHKY «yooeiemeopumenvHoy» (3 oanna) — oOyUarowuics 0eMoOHCMpUpyenm nopo2o6ulil
VPOBeHb CHOPMUPOBAHHOCMU KOMNEMEHYUIL: 8 XO0€ KOHMPOTbHbIX MEPONPUSIMULL OONYCKAIOMCSL
OWUOKU, NPOAGIAEMCS OMCYMCMEUe OMOCNbHbIX 3HAHUU, YMeHUU, HABbIKO8, 00yYauuiics
ucnvimviéaenm 3HAYUmMebHble 3ampyOHeHUst NPpU ONEPUPOSAHUY 3HAHUAMU U YMEHUSMU NPU UX
nepeHoce Ha HOB8ble cumyayuu. 3Hanus He bonee 20% meopemuueckoco mamepuana, OOnycKaem
cywecmeeHuvle OUUOKU, He MOJCem NOKA3AMmb UHMELIeKMYaIbHble HABbIKU PeuleHus NPOCHbLX
3a0au.

— HA OYEHKY «HEYO081emMEOPUMENbHO) — 00YYAIOWUIICA He MOXCEm NOKA3AMb 3HAHUS HA YPOBHE
B0CHPOU3BEOCHUS U OOBACHEHUS UHGOpMAYUU, He MOodicem MNOKA3amb UHMEIeKMYalbHble

HABbIKU peulerUs npocmaoslx 3a0ay.
IIpumMepHoe NpaKkTHYecKoe 3a1aHNE HA IK3aMeHe

Pabomnux obpazosamenvroti opeanuzayuu onozoan na 2 yaca Ha pabomy. Kaxue oeiicmeus avi,
KaK  pyKkogooumelnb, OO0JMCHbL  npednpunsames?  Kaxkue  OOKyMeHmMbl — CONPOBOHCOAIOM
ype2yauposanue OaHHOU cumyayuu?




