MUHHUCTEPCTBO HAYKH 1 BBICIIET'O OBPA3OBAHHSA
POCCUMCKOM ®EJIEPALIMA

®denepanbHOE roCyaapcTBEHHOE 010/DKeTHOE 00pa3oBaTeIbHOE YUPEKIACHHE
BhicIIero oOpa3zoBaHus
«MarHuToropcKuii rocy1apCcTBeHHbIN TexHuueckuit ynusepcurer um. .M. Hocopa»

YTBEPXJIAIO
Jupextop UT"O
T.E. A6pam3on

03.03.2020 .

PABOYAS ITPOI'PAMMA JUCHUIIJIMHBI (MO Y JISI)
JIOKYMEHTHPOBAHHE JEATEJIBHOCTH HETOCY/IAPCTBEHHBIX
OPTAHH3AILIHH

Hanpagienue noJAroToBky (CnenuanbHOCTh)
46.03.02 TJIOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE

HamnpasieHHOCTS (Ipo(HIIb/ClrieNHaIn3aIs) porpaMMBbl
JIOKyMEHTOBEIEHHE U JIOKYMEHTAIIHOHHOE 00ecrieYeHre YIpaBIeHuUs!

VpoBeHsb Bbicmiero oopasoBanus - bakanaBpHaT
[TporpamMMa moAroTOBKH - aKaJeMHYECKHi GakaaBpuar

®Dopma o0ydeHus
3a04Has

Uncrturyt/ pakynsrer  MHCTHTYT rymaHHTapHOro 06pa3oBaHuUs

Kadenpa ITenaroruyeckoro 06pa3oBaHus U JOKYMEHTOBEICHHSA
Kypc 4
Cemectp

MaruuToropck

2019 ron



Paboyas mporpaMMa COCTaBjieHa Ha OCHOBE ®I'OC BO no HampapjIeHHIO MOArOTOBKH
46.03.02 IIOKYMEHTOBE)IEHI/IE U APXUBOBEJIEHUE (ypoBeHb Gakasnaspuara) (IpuKas
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[learornueckoro 06pasoBaHus U JIOKYMEHTOBEICHHS
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Jlner akTyanu3anus padodeii nporpaMmbl

Pa6ouas mporpamMma nepecMoTpeHna, oocyxiena 1 ogobpena vt peamm3arn B 2020 - 2021
yue6HOM rojty Ha 3aceanuu kadenpsl Ilerarornyeckoro o6pa3oBanus ¥ JOKYMEHTOBEICHHS

C "0 D ', ()
ITporokon ot 03 ,,‘?% Ne 1

c
3as. kadenpoii ( C.C. Benukanosa

[

ol U
Pa6ouasi mporpaMma repecMoTpeHa, 06cysk/ieHa n oxobpena Juis peanusaiuu B 2021 - 2022
yueGHOM rojy Ha 3acenannu Kadeaps! Ilenarornueckoro o6pasoBanus U J0KYMEHTOBEICHHU

IIpotokom or 20 r. No
3asB. kadenpoit C.C. Benukanosa

L 4

PaGouas mporpamMma repecMoTpeHa, o6cyxk/iena u oo6pena s peanusanuy B 2022 - 2023
yueGHOM rojy Ha 3acezannu Kadeapsl Ilenarornueckoro o6pasoBaHus U JOKyMEHTOBEICHHS

ITporokom ot ___ 20) a5 Ne:
3as. kadenpoii C.C. Benukanosa

PaGouast mporpaMma repecMoTpeHa, o6cyx/ena i oxobpena juis peanusanuy B 2023 - 2024
yueGHOM rojy Ha 3acenannn Kadenpsr Ileqarornueckoro o6pasoBaHus U JIOKYMEHTOBEACHHS

ITporokom ot 20 r. Ne
3as. kadenpoii C.C. Benukanosa

PaGouast mporpaMma repecMoTpeHa, oocysk/aeHa i oxobpena Juis peamusamuu B 2024 - 2025
yueGHOM rojy Ha 3acenanun Kadpeapsl Ilenarornueckoro 06pa3oBaHus ¥ IOKYMEHTOBEICHHS

ITporokonm ot __ 20 r. Ne
3aB. xadenpoi C.C. Benukanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

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

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

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

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

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

ApPXUBBI 110 TUMYHOMY COCTABY

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUI

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

KondunennuanbHoe 1e10npon3BoCTBO

OO0paboTkH U 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIIUU

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00eCIeUeHuUs YIIPaBIICHUS

[IpoekTHast 1€ATEIBHOCTD

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

HNudopmannonHoe odecrieyeHre ynpaBieHus

Kanposoe nennonpous3BoacTso

HopmarugHas 6a3a e10Boro nucbma

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

JlokyMeHTalMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

JIoKyMeHTallMoOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOIIEHU B PO

JlokyMeHTOBEICHHE

CoBpeMeHHas OpraHu3alys rocy1apCcTBEHHbBIX yupekaeHnil Poccun

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

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

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTaJITepCKOM yueTe

MesxayHapoiHbIe CTaHAAPTHI YIIPaBJIEHUS JOKYMEHTaMHU

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

[Tpou3BoaCTBEHHAS — IPEAUIIIIOMHAs TPAKTHUKA

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

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

CTpyKTypHBIit [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JIEMEHT
KOMIIETEHIINH

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




3HaTh

CHOCOOBI TOKYMEHTHUPOBAHUS AEATEILHOCTH OpraHU3aIHii

00 OTBETCTBEHHOCTH PYKOBOJHUTEINCH OPTaHU3alUi U CHEIIHATUCTOB 110
YIPABJICHUIO JOKYMEHTAMH 33 JOKYMEHTUPOBAHUE JIEJTOBOU U
YIIPABIECHYECKOM JESA-TEIbHOCTH;

OCHOBHbBIE TEHJACHIINY HHPOPMAITUOHHO-TOKYMEHTAIIHOHHOTO 00eCTIeYeHMs
JOKYMEHTUPOBAHHUS JEATEIIbHOCTH HErOCYJaPCTBEHHBIX OpPraHU3alnil;
BO3MOKHOCTH YIOPSJOYEHHUS I€JI0OBOM U YIIPABICHUYECKOU 1€ATEIbHOCTH
OpraHm3aIyy 01aroaaps CUCTEeMaTH3alluy U KIacCU(DUKAIIMHA JOKYMEHTOB.

YMeTn

CaMOCTOSATEJILHO TPHOOpETaTh 3HaHUS B 001aCTH HHPOPMAIIMOHHO-
JOKYMEHTAIMOHHOTO ¥ 00ECIIEUeHUS MPOoIiecca JOKYMEHTHPOBAHUS
NEeSITeNIbHOCTH, OMHUPAsCh Ha YUIeOHUKH U ydeOHbIe TOcoOUs; MyOIuKaluu
npodecCHOHATBHBIX IEPUONYSCKUX H3IaHUM;

Jie1aTh YMO3AKIFOYEHUS 110 aHAJIW3Y TEHJAECHUUN pa3BUTHS
MH(OPMAMOHHO-IOKYMEHTAIIHOHHOTO 00ECIICUeHUST HETOCYAapCTBEHHBIX
OpraHu3aIyil Mo MaTe-praiaM IMepUOANICCKUX MPodheCcCHOHATBHBIX
HM31aHUH.

Bnaners

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

NpUeMaMH aHajIu3a HOPMAaTUBHBIX aKTOB B 00J1aCTH WH(OPMAIMOHHO-
JOKYMEHTAIMOHHOTO O0eCTIeYeHUSs ACATEIHbHOCTH HETOCYIapCTBEHHBIX
OpraHu3alnil;

MpueMaMi UCCeA0BaHus HHOOPMAIMOHHO-TOKYMEHTAIIMOHHOTO
obecrniedeHus JesITebHOCTH HErOCyIapCTBEHHBIX OPTaHU3allui 1o
HWCTOYHHUKAM M HAyYHOU JIUTEpAType

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

3HaTh

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

Ha3HAYEHUE HOMEHKJIATYpPBI A€l OpraHUu3allly;

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

MPUHIUIBI CHCTEMATHU3aLUHU JOKYMEHTAJIBHOTO (POH1a OpraHU3alluy;
TUNIOBOW HAOOP CHCTEM JIOKYMEHTALIMU JH000H OpraHu3auu

YmMmern

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

T0JIb30BAaThCS HOMEHKJIATYPOIl J1el OpraHu3aluu;

OOBSICHATH CTPYKTYPY JOKYMEHTAJIBHOTO ()OHIa OPraHU3aLUH, UCXOAS U3
crenupuKyd HErocyJapCTBEHHON OpraHu3allly.

Bnanets

ONpUHOHUIIAMU COCTABJICHUA HOMCHKIIATYPBI ACJI OpraHnu3alnu,
METOJaMM KOMIIJICKTOBAHUSA €I,

MNPaKTUICCKMMU HABBIKAMU MOJIB30BAHUS OGMCPOCCHﬁCKHMH u
BCAOMCTBCHHBIMHA IICPECYHBIMHU THIIOBLIX JOKYMCHTOB




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

3HaTh

MpaBUJjIa OpraHU3alNK TOKYMEHTUPOBAHUS AEATENbHOCTH U €€
O0COOCHHOCTH B HETOCYAPCTBEHHBIX OPTaHU3AIMSIX

MpaBWJIa CUCTEMATHU3AlMH JOKYMEHTAIBHOIO (DOH/Ia HErOCy1apCTBEHHBIX
opra-HHM3aLuil

VYmMmern

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

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

Brnaners

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

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

MIpUEMaMU MOJIETIUPOBAHUS PE3YIbTATOB PELIEHUS PO(ECCHOHATBHBIX
3a1a4

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

CMEXHBIX 001acTei

3HaTh

o(unmanbHble UCTOYHUKHU OMYOIMKOBAaHUS aKTyaJIbHBIX HOPMAaTHUBHBIX
MPaBOBBIX AKTOB PD;

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

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

VYmMmern

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

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

Bnanets

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

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




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM
qyuce:
— KOHTaKTHas padora — 4,4 akaJ. 4acos:
— ayuTopHas — 4 akaJl. yacos;
— BHeaynutopHas — 0,4 aka. yacoB
— caMocTosTeNnbHas pabora — 99,7 aka. yacos;

— MOJTOTOBKA K 3auéTry — 3,9 akaj. yaca
dopma aTTeCTalUy - 3a4ET

AynutopHast
KOHTaKTHast pabora
(B akaz. yacax)

®dopma TeKyIero
Bun KOHTPOJIS
CaMOCTOSITETIbHON | yCIIeBaeMOCTH U
paboThI TIPOMEKYTOUHOM
aTTecTalluu

Pasznen/ tema
JIHACLUATIIINHEL

Kon
KOMIIETEHLINN

Kypc

nab. | mpaxr.
3aH. | 3aH.

Jlek.

CaMocrosTenbHast
paboTa cTyeHTa

1. Paszpmen 1. Ilousarme o
JIOKYMEHTUPOBaHUHU
JISSITEIIbHOCTH OpraHu3aluii

ITonck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10

3aJJaHHOU TeMe
(pabota c
oubnmorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHUKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
KOHTp)(;anaﬂ TectupoBanue
IIpakTnueckas
11 JlokymeHTHpOBaHHE pabora. paBota
JIeSTENbHOCTH OPraHHu3alluH| - 4 i | 10 Beinonnenue KOHTpostbHast
u OTBETCTBEHHOCTh JIOMAIITHUX pabota
PYKOBOJICTBA MPaKTHYECKUX VeTHBIH onpoc
pacor (cobecenoBanue)
CamocrosTenpHOe
n3ydeHue yqeOHou
U Hay4yHO
JIUTEPATYypPbI
Pabora ¢
MIPaBOBBIMHU
WHTEPHET-
pecypcamu,
3JIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMU
cucTeMamu

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




1.2 ITonstue
JIOKYMEHTHUPOBaHUS
JIeATEeILHOCTH. Cnoco0Osl
JIOKYMEHTUPOBaHUS U €€
pe3ynbTaThl

10

[Tounck
JIOTIOJTHUTEJIbHOU
nHdopManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KHM MaTepuaiam,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApSIMH,
SHLUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHon
U Hay4HO
JUTEPaTypbl
Pabora ¢
PaBOBBIMU
UHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanue
IIpakTndeckas
pabora
KontponbHas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, IK-20,
TK-26, IIK-2

1.3 TunoBoii cocTaB cucTeM
JTIOKyMEHTAIIH,

oOpazyromuiics B
JIESITENbHOCTH OpraHu3aluil

12

[ouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabora c
oubnmorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
KontponbHas
pabora.
Brinmonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMHU-
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
IIpaxTudeckas
pabora
KonTtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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




14 Howmenknarypa
HEroCy1apCTBEHHOU
OpraHu3aluu

p1(SA) |

2/21

10

[Tounck
JIOTIOJTHUTEJIbHOU
nHdopManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KM MaTepuagamy,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApSIMH,
SHLUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHon
U Hay4HO
JUTEPaTypbl
Pabora ¢
PaBOBBIMU
UHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanue
IIpakTndeckas
pabora
KontponbHas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, IK-20,
TK-26, IIK-2

Wroro no pazneny

221

1/11

42

2. Pazpmen
HopmatusHo-nipaBoBoe
peryaupoBaHue
JIOKyMEHTUPOBaHUS
JIeSITeIbHOCTU
HErocyJapCTBEHHBIX
OpraHu3anui




2.1 [MonsTHe
HErocy1apCTBEHHBIX
opranmzanuil. Tumonorus
HEToCy1apCTBEHHBIX
OopraHu3aIuii

1/11

14

[Tounck
JIOTIOJTHUTEJIbHOU
nHdopManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KHM MaTepuaiam,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApSIMH,
SHLUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHon
U Hay4HO
JUTEPaTypbl
Pabora ¢
PaBOBBIMU
UHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanue
IIpakTndeckas
pabora
KontponbHas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, IK-20,
TK-26, IIK-2

2.2 O0mas xapakTepucTUKa
HOPMAaTHBHO-TIPaBOBOH
06a3pl  IEemonpon3BOJICTBA
HEroCyIapCTBEHHBIX
OpraHHu3aIuii

13

[ouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabora c
oubnmorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
KontponbHas
pabora.
Brinmonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
IIpaxTudeckas
pabora
KonTtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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




COIIPOBOYXK/IEHHE
POy PbI
FOPHINYECKOT0 JINIA

2.3 JlokyMeHTalbHOE

JIMKBU Al

10

[Tounck
JIOTIOJTHUTEJIbHOU
nHdopManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KHM MaTepuaiam,
CIPaBOYHHUKAMH,
KaTajoram,
CIIOBApSIMH,
SHUUKJIONETUSAMH
).
KontponbHas
pabora.
Brinonnenue
JIOMAIITHUX
MIPAaKTHIECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHon
¥ HAy9HO
JUTEPATYpPbI
Pabora ¢
MPaBOBBIMH
WHTEpHET-
pecypcamu,
NIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
IIpakTndeckas
pabora
KontponbHas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, IK-20,
TK-26, IIK-2

Wroro no pazneny

1/11

37

JIOKYMEHTAJIbHBIX
HErocyJapCTBEHHBIX
OpraHu3anui

3. Pasmen 3. Ocobennoctu




3.1 OcobenHocru
JMOKYMEHTAJIBHBIX  (DOHIOB
HE-TOCYIapCTBEHHBIX
HEKOMMEPYIECKUX
OopraHu3aIuii

10

[Tounck
JIOTIOJTHUTEJIbHOU
nHdopManuy 1o

3aJJaHHON TeMe
(pabota ¢
oubnmorpaguuec
KHM MaTepuaiam,
CIPaBOYHHMKAMU,
KaTaJoraMu,
CJIOBApSIMH,
SHLUKIIONETUSIMU
).
KontponbHas
pabora.
Brinonnenue
JOMAIIHUX
MIPAKTUYECKUX
pabot
CamocrosTenpHOe
u3ydeHue yueOHon
U Hay4HO
JUTEPaTypbl
Pabora ¢
PaBOBBIMU
UHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
y4yeOHUKaMH,
TECTOBBIMHU
cHCTeMaMHU

TectupoBanue
IIpakTndeckas
pabora
KontponbHas
pabota
VYerHbli onpoc
(cobecenoBanue)

TK-5, IK-20,
TK-26, IIK-2

3.2 OcobeHHocTH
JIOKYMECHTAJIBHBIX  ()OH/IOB
HE-TOCYJJapCTBEHHBIX
KOMMEPUYECKUX
OpraHM3alyn.
JlokyMeHTHpOBaHuUE
JIeSITeIbHOCTH
aKIMOHEPHBIX 00IIEeCTB

10,7

[ouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabora c
oubnmorpaguuec
KAM MaTepuallaMH,
CIPaBOYHHMKAMU,
KaTaJloTaMH,
CJIOBApSIMH,
SHIUKJIONEIUSAMH
).
KontponbHas
pabora.
Brinmonnenne
JIOMAIITHUX
MPaKTHYECKUX
pabor
CamocrosTenpHOe
u3ydyeHue yueOHoH
U Hay4HO
JUTEPATYPbI
Pabota c
MPAaBOBBIMH
HUHTEpHET-
pecypcamu,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
cucTeMamu

TectupoBanue
IIpaxTudeckas
pabora
KonTtponbnas
pabora
YcrHBIi onpoc
(cobecenoBanue)

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

HWroro no pazaery

20,7

Uroro 3a cemectp

221

2/21

99,7

3a4€T




Hrtoro no aucumiuinHe

2/21

2/21

99,7

3a4€T

TIK-5,1TK-
20,IK-
26, JITTK-2




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B mpouecce o0OyueHuss 1no aucuuiuinHe  «JlOKYMEHTHPOBaHHE JI€ATEIbHOCTH
HEroCyJJapCTBEHHbBIX OPraHU3alNi» IPUMEHSIOTCS CIAEAYIOLUIUE TEXHOIOIHH.

1. TpanuuuonHsle o0Opa3oBaTeNbHbIE TEXHOJOIMH, IMPEANOJIATAIONINE MPSIMYIO
TPaHC/SILMIO 3HAaHUM OT I[penojaBaTesis K CTYIAEHTY (IPEUMYIIECTBEHHO Ha OCHOBE
00BSICHUTEJIHO-UTIOCTPATUBHBIX METO/I0B 00yueHUs). YueOHas NesITeIbHOCTb CTYAEHTa HOCUT
B TAaKUX YCJIIOBUSX, KaK MMPABUJIO, PETIPOIYKTUBHBINA XapaKTep.

®opmbl y4eOHBIX 3aHATHUH C UCIOIb30BAHUEM TPAAULIMOHHBIX TEXHOJIOTUIL:

WudopmanmonHas JeKuus — I[OCIENOBATEIbHOE H3JIOKEHHE MaTrepuala B
JUCLUIUIMHAPHOM JIOTHKE, OCYLIECTBISIEMOE NPEUMYIIECTBEHHO BepOaJbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

IIpakTHyeckoe 3aHATHE, MOCBSAIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHMH M HaBBIKOB I10
IPEJI0KEHHOMY aIrOPUTMY.

2. TexHosioruu Mmpo6JEeMHOro oOyueHHs] — opraHu3anus o0pa3oBaTeNbHOrO Ipoliecca,
KOTOpas MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YUEOHBIX MPOOJIEMHBIX
CUTYalMi JUIsl CTUMYJIMPOBaHMsI aKTUBHOM [TO3HABATENIBHOM AEATEIbHOCTU CTYICHTOB.

@®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

[IpakTuyeckoe 3aHsATHE B (OpMe NpPAaKTUKyMa — OpraHu3anus ydyeOHOH paboThl,
HalpaBJ€HHAsT Ha peIIeHUE KOMIUIEKCHOW y4eOHO-TIO3HABATENbHOM 3a/ayu, TpeOyromen oT
CTYZICHTa IPUMEHEHMS KaK Hay4YHO-TEOPETUUYECKUX 3HAHUI, TaK M IPAKTUYECKHUX HABBIKOB.

[IpakTuueckoe 3aHATHE HA OCHOBE KeHC-METO]a — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOI
CUTYallUH, BOCIIPOU3BOALICH peabHbIe YCIOBHUS HAYYHOU, IPOM3BOJICTBEHHOM, 00I11eCTBEHHOM
nesTenibHOCTH. OOyvarouiyecsl J0JKHBI NPOAHATM3UPOBATh CUTYalLMIO, pa3o0paThCcsi B CYTH
npo0ieM, IPeAIoKUTh BO3MOKHBIE peIlIeHHs U BbIOpaTh Jyullee U3 Hux. Keiicel 0azupyroTcs Ha
peasibHOM (PaKTHUECKOM MaTepHalle Uil e NPUOIMKEHbI K peaIbHONW CUTYalUH.

3. TexHonoruu NMpoeKTHOro OO0y4YeHHs — OpraHuszalus o0Opa30BaTENBLHOrO Mpolecca B
COOTBETCTBUHU C aQJITOPUTMOM IIO3TAINHOTO PEIIEHUS MPOOJEMHOM 3aJaydl WM BBIITOJHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATENbHOCTh
IPYMIIbI CTYJEHTOB, HANPaBJIEHHYIO Ha BBIPA0OOTKY KOHLIEMIMH, YCTAaHOBJIEHHE LeNiel U 3a1ad,
(GOpMYyIUPOBKY O0XHMJIA€MBIX PE3yJbTAaTOB, ONPEAECICHHWE MPUHIMIIOB U METOJIUK PpEIICHUS
MO-CTAaBJICHHBIX 3a/la4, IUIAHHPOBAaHUE XO0Ja pPAa0OOThHI, MOMCK JOCTYNHBIX U ONTHUMAJIbHBIX
pecypcoB, MOJTANHYIO pEaTU3allli0 IJaHa pabOThl, MPE3EHTALMIO PEe3yJbTaTOB pPabOThHI, MX
OCMBICIIEHHE U peIIEKCHIO.

NupopmaninoHHbli  MpPOEKT — y4yeOHO-TIO3HABAaTENbHAs JESTENBHOCTh C  SPKO
BBIpa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMAaTU3alus HHPOpMaLuU
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IMPOEKTa ¢ 3TOM MHpOpMalMel, ee aHaIu3 U
00o011eHue 17151 Mpe3eHTaK 00siee HIMPOKON ayTMTOPHH).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ O0pa3oBaTeIbHBIE  TEXHOJOTHH  —
opranu3zaiys 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaTU3UPOBAHHBIX
MPOrPaMMHBIX CpeJl U TEXHUUECKUX CPEJICTB paboThI ¢ HH(OpMaLIKEH.

@opmMbl Y4eOHBIX 3aHATUH C MCHOJIb30BAHUEM HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIL:

Jlexuus-Bu3zyanu3anuss — HW3JI0KEHUE COJEP)KaHUs CONPOBOXKIAETCS Ipe3eHTaluen
(eMoHcCTpaleil yueOHbIX MaTepHaoB, MPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, IPaUUEeCcKUX, ayH0- U BUIEOMATEPHAIIOB).

[IpakTuueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTaBIEHUE pEe3yJIbTaTOB
MPOEKT-HOM MJIM MCCIIE0BATENLCKOM IEATENFHOCTH C UCIOIb30BaHUEM CIEIUATU3UPOBAHHBIX
IPOTPaMMHBIX Cpel.



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

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

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE 00ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. AnnpeeBa, C. JI. JloKkyMeHTUpOBaHME JIEATEILHOCTH  HETOCYIapCTBEHHBIX
opranmzanyii : yaebHo-meroauueckoe nocodue / C. JI. Anapeesa ; MI'TY. - Marauroropck : MI'TY,
2018. - 1 omekrpon. onr. guck (CD-ROM). - 3arn. ¢ Turym  o9kpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3
591.pdf&view=true (mara obparerus: 24.08.2020). - MakpooObekT. - Tekct : anekTponHsiii. - ISBN
978-5-9967-1157-4. - Ceenenust goctynHbl Takxke Ha CD-ROM.

2. Anronenko, H. M. CucremHoe pykoBoicTBO opranuzaiuei : yueOHuk / H. W.
Anronenko. - M. : Dk3amen, 2006. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢ tutys1. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/19
2.pdf&view=true (mara oOpamenus: 24.08.2020). - MakpooObekT. - TEKCT : BICKTPOHHBIN. -
Ceenenus noctymHsl Takxke Ha CD-ROM.

3. AmupoB, A.P. JlokymeHTallMOHHOE OOecredYeHHe YIpaBIeHUs] B OpraHM3alMAX :
ydebHoe niocodne / A.P. Amupos, B.J. Muxaiinos. — Ya : BI'TIY umenn M. Axmysist, 2009. — 176
c. — ISBN 978-5-87978-513-5. — TekcT : 371eKTpOHHbIH // DneKTpoHHO-OMOIMOTeUHas cucTeMa
«Jlanby : [caiit]. — URL: https://e.lanbook.com/book/42213 (nara oOpamienus: 21.08.2020). —
Pexxum JOCTYTIA: TUIst aBTOPHU3. TMOJTb30BAaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6).

0) lonmotHuTeEIBHAS TUTEPaTypa:

1. Boruens, JI. M. Pucku npeanpruHuMaTeIbCKON ESTENbHOCTH : yueOHOe ocodue
/ JI. M. Botuens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 s5ekTpoH. onT.
JICK (CD-ROM). - 3ar. c TUTYI. JKpaHa. - URL:

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

2. Ky3nenoBa, M. B. PeiHOK 11eHHBIX Oymar: KOHCHEKT JeKIuH : yuebHoe nocodue /
M. B. Kysnmenosa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 1 sneKkTpoH. ONT. OUCK
(CD-ROM). - 3ari. c TUTYJL. JKpaHa. - URL:

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

3. Kysnenos, WM. H. JIOKyMeHTallMOHHOEe ~ O0ecreueHue  yIpaBJIeHHUS.
JIOKyMEHTOOOOPOT M JENIONPOU3BOJACTBO : YYEOHMK M MPAKTHUKYM IS MPUKIAJIHOTO
OakamaBpuata / M. H. Ky3nenoB. — 3-e u3n., mepepab. u jon. — Mocksa : M3mareiabcTBo

FOpaiir, 2019. — 461 c. — (bakanasp. Ilpuknannoii xypc). — ISBN 978-5-534-04275-7. —
Tekcr : amexkrpounsiii / OBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/431759 (mara
obpamienus: 16.08.2020).

B) MeTonuyeckue ykazaHus:
MGTOI[I/I‘IGCKI/IG yKaSaHI/I}I I10 BBIITOJIHCHUIO I/IHI[I/IBI/II[yaJIbHBIX JOMaAIlTHUX 3a,Z[aHI/II7I
MIPEACTABJICHBI K KQXA0OMY 3aaHuI0 oTeabHO B [Ipunoxenun 1 x PI1J]

r) [Iporpammuoe odecnneuenne u UHTEpHET-pecypcehl:


https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://e.lanbook.com/book/42213
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3402.pdf&show=dcatalogues/1/1139622/3402.pdf&view=true
https://urait.ru/bcode/431759

IIporpammHoe o0ecnieueHue

Haumenosanue I10 Ne torosopa Cpoxk neicTBUS IULEH3UU
MS Windows 7
Professional (st 11-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (ms N-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Off.lce 2007 Ne 135 o1 17.09.2007 OeccpouHo
Professional
FAR Manager CBOOOJIHO pacipocTpaHsIeMOe 0eccpoyHO
7Zip CBOOOIHO PACHPOCTPaAHSIEMOE OecCpoYHO

HpO(l)eCCI/IOHaJ'leI)Ie 0a3bl JAaHHbIX " I/IHq)OpMaIII/IOHHbIe CIIPaBOYHbLIC CUCTEMBI

HasBanue kypca Ccblika
HNudopmarmonnas cucreMa - EnrHoe okHO JocTyma K
MHQOPMAaIMOHHBIM pecypcam

http://window.edu.ru/

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

Poccwuiickas ['ocynapctBennas 6ubmamoreka. Karamorn

ouo. MI'T . T
IEKTPOHHKIE PECypCEI GHOMmMOTEKH ¥ http://magtu.ru:8085/marcweb2/Default.asp

Hocosa

Poccwiickast ['ocynapcrBennas 6ubnmmoreka. Karamorn  |https://www.rsl.ru/ru/4readers/catalogues /

DnextpoHHas 6a3a nepuoanveckux usnanuii East View |https://dlib.eastview.com/
Information Services, 00O «MBUC»

9 MaTtepuaJbHO-TEXHHYECKOE o0ecTedeHne TUCIUTIHHBI (MOILYJIs1)

MaTepI/IaJ'IBHO'TeXHI/ILIeCKOG obecrneucHUe JUCITUITIIIMHBI BKIIFOYACT:


http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://www.rsl.ru/ru/4readers/catalogues
https://dlib.eastview.com/

VYdeOHble ayIUTOPUH ISl TIPOBEICHUS TUCTAHIIMOHHBIX 3aHSATHUN JICKIIMOHHOTO THUIIA!
CTOJI KOMITBIOTEPHBIH, CTOJ MUCHMEHHBIN, CTYN O(UCHBIN, TOKYMEHT-KaMmepa EpPsSon, nctoununk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP IEpCOHaNbHBIH (Thm 6), mpoektop ViewSonicPJD7526W, ciimkephoH HACTOIBHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapaHuTypa (MUKpPO(OH C IIyMOIOJaBIeHHEeM), sKkpaH HacteHHBIIDIgis Optimal-C MW
DSOC-11032*2

VYd4eOHbIE ayAUTOPUM JUISL TPOBEACHUS NPAKTUYCCKUX 3aHSATHH, TPYNIOBBIX U
WH/IMBUYAIbHBIX KOHCYJBTAIMH, TEKYIIETO KOHTPOJIS M MPOMEXKYTOYHOM aTTECTAIlMU: CTOJ
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJ OQHUCHBIH, JTOKyMEHT-Kamepa EpPSon, wmcrouyHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP NepCOHaNbHBIH (ThI 6), mpoekTop ViewSonicPJD7526W, ciimkephoH HACTOIBHBIN
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akyctuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MHUKpO(OH ¢ IIyMOmoaBiIeHreM), 3kpad HacteHHbIH Digis Optimal-C MW
DSOC-11032*2

[Tomenienuss JUIsi  CaMOCTOSITENILHOW — pabOThl  OOYYAIONIMXCS:  MEPCOHATbHBIE
komieioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B DIICKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEBHYIO CPEly YHUBEPCUTETA.

[lomemenne Ui  XpaHeHUs] W OPOPHIAKTUYECKOTO OOCIY)KMBaHHUS — y4eOHOTO
000pYyIOBaHUS: CTEIUIAXKH JUISI XPaHEHHS YUCOHO-HATIISAHBIX TOCOOUH U Y4eOHO-METOINIECKOM
JOKYMEHTAIUH.



Ipuioxkenne 1

Y4eOHO-MeTOAUMYECKOE O0ecTIeyeHHe CAMOCTOSITEIbHOM padoThl 00y4ar0IUXCs

IMpakTnyeckoe 3axanue Ne 1
Mo JucHumInHe «J{0KyMeHTHPOBaHUE AeSITeIbHOCTH HEroCyAapCcTBEHHbIX
OpraHu3amuin»

3ananue. CrHpoekTHPOBATH HOMEHKJATYPY /JeJ OJHOH HErocyJaapcTBeHHOI
OpPraHM3alu M0 UCXOAHBIM yciaoBusiM. Ha3Banus opranusanuii BoIMbIILJIEHHbIE.

1. Hazanue opranmzauuu — OOO «Bsicotay» r. EkatepunOypr; cdepa aAearenbHOCTH —
CTPOUTEIHLCTBO (3aCTPOUIIIHUK).

2. Haszpanue opranuzauuun — KpecTbsaHckoe (depmepckoe) xossiiictBo «CanaBaT»
Pecrrybnuka bamkoproctan; cdepa nesrenpbHOCTH - CellbcKOe X03SIMCTBO ((KHBOTHOBOJICTBO).

3. HaszBanue opranmzaumu — CHT «Ypoxait» r. Yensbunck; cdepa nesaTenbHOCTH -
Ca0BOJCTBO, OTOPOAHUYECTBO U JAUHOE XO35AUCTBO.

4. Hasanue opranmzaiun — OOO «CHb» r. HoBocubupck; cdepa nesTenbHOCTH -
Oneparopbl COTOBOM CBSI3H.

5. Ha3Banue opranmuzanuu — xo3saiicTBeHHoe maptHepcTBo «Kypc» r. MockBa; cdepa
JESTeTLHOCTH - TOPTOBO-3aKYyIIOYHAS IS TEIIBHOCTD.

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

7. HazBanue opranuzanuu — nosuxoe topapuuiectso (I1T) «/luzensy»; chepa nesrenbHocTi
- He(hTera3zo100bIBAIOLINX [TPOU3BOJICTBO.

8. Hasanme opranmzamuum — OOO «llunkepron»; chepa nestenbHocTH — YacTHas
JIETEKTHBHAs M OXpaHHAas J1eATeIbHOCTh, areHTCTBO.

9. Hazpanmue opranuzammu — UI1 «MBanos U.N» pexnamuslii sxypHan «Cdepay; chepa
nesTensHOCTH - CpencTBa MaccoBoi nHpopManuu. Pexnama.

10. Has3Banme opraHumzanuyM — accolyalus TypareéHTOB M TyporepaTopoB «biok»
r. Camapa; cdepa nesSTEIbHOCTH — TypUCTCKas €ATEIbHOCTD, 3allUTa HHTEPECOB TYpareHTOB,
TypONepaToOpOB, TYPUCTOB.

!!!Homep 3a0anus, ebloupaemozo 0Jisi aHaiusd, COOmMeemcmayen nopsioK08OMy HOMEPY
Gamunuu cmyoenma 6 cnucke epynnul. Eciu 6 epynne 6onel0-mu uenogex, mo, HauuHas ¢
00UHHAOYAMOo20 cmyoeHma, omyem 3a0anuii Hayunaemcs ¢ Ne 1.

Memoouyeckue pexomenoayuu

JU BBINOJIHEHUS 33JaHHUs] OPUEHTUPOBATHCSI HA TEOPETUUECKUI MaTtepuan Pasznenos 1 u
2.

B HOMeHKIaType J0KeH ObITh OTPaKeH BECh JTOKYMEHTAIbHBIN (DOH, MpeICTaBICHHBIN
YIPaBJICHUYECKON IOKYMEHTAIUEH U TOKYMEHTAI[UEH 00eCIIeYnBaOIIero THIIA.



HaumeHnoBaHMs1 3arojIoBKOB /1€71 HEOOXOIMMO CBEPSTH C TUIIOBBIMM IIEPEUHSAMU APXUBHBIX
nokymMeHTOB (cM. Mcrounnku). O6s3atensHo caeayeT u3yunth ['K PD B wactm, kacaromieiics
BeiOpanHoit OIl®, u QenepanbHBIMH 3aKOHAMH 10 YKa3aHHBIM BHJAM JICATEIbHOCTH;
YUUTHIBATE IpU NIPOEKTUPOBAHUN HOMEHKJIATYP HOPMATHUBHEIE [TPABOBbIE aKThl CyObeKTOB PO 1
UX TEPPUTOPUAIIBHBIX 00pa30BaHUH.

[Ipu mpoekTHupoBaHUM UCIOIB30BATh TUIIOBYIO TaOIUIly (POPMBI HOMEHKIIATYPHI A€ CM.
Tabnuny 1.

Tabmuma 1
dopMa HOMEHKJIATYPBI J€J1 OpraHu3aluu
Cpok xpaHeHust
Hunae KoJj-B Jejaa u IMpumeu
3aroJioBOK jgesa
KC Jejia 0 ell. Xp. Ne cratbn aAaHuA
no Ilepeunio
1 2 3 4 5

Hcemounuxu

1. ®enepanbubiii 3akon ot 22.10.2004 N 125-®3 "OO6 apxuBHOM nene B Poccuiickoii

®enepanun”
2. IlepedyeHb THUNOBBIX YIPABICHYECKHX aAPXUBHBIX JOKYMEHTOB, OOpa3ylOIIUXCS B
rporiecce EITENLHOCTH roCy/1apCTBEHHBIX OpraHoB, OpraHoB MECTHOI'O

CaMOYIpPAaBJIEHUSI M OpraHM3alMil, C yKa3aHWEM CPOKOB MX XpaHeHus", yTB. Ilpukazom
MunkynsTypsl PO ot 25.08.2010 N 558 (cM. ykas3aTenb BUIOB IOKYMEHTOB K HEMY);

3. IlepeyeHb THIOBBIX apXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B HAyYHO-TEXHUYECKOH U
IIPOU3BOJICTBEHHON JEATEIBHOCTH OPraHM3alMi, ¢ YKa3aHHEM CPOKOB XpaHEHHs, YTB.
[Tpuxazom MunkyiasTypsl PO ot 31.07.2007 N 1182 (cM. yka3aTenb K HEMY);

4. CnpaBoyHast uHpopmanus: "Cpoku XpaHeHHs HOKYMEHTOB opranuzauuil" (Matepuan
noarorosieH cnenuanuctamu Koncynbrantllntoc) // Koncynprantllmoc. —Pexum
nocryma: http://www.consultant.ru/document/cons doc LAW 121777/

5. IlonoxeHue o MOPSAAKE M CPOKAX XPaHEHUS JOKYMEHTOB aKLMOHEPHBIX OOILECTB, YTB.
[ToctanoBnerarem ®KIb P® ot 16.07.2003 N 03-33/mc.

IpakTnyeckoe 3axanue Ne 2
10 JMCHUIIMHE «/JOKyMeHTHPOBaHHe 1esiTeIbHOCTH Herocy1apcTBeHHbIX
OpraHu3anuin

3aganue. UneHTuguuupoBaTh HOPMATHBHYIO cpeay AJst oAHoMH u3 ciaeayromux OIId.
CocraButb Oubauorpadguyeckuii 063op. Brioop OIIP B gaHHOM 3aJaHUH  TOJIKEH
coBnagarhb ¢ Bbioopom OIID B koHTPOJIBHOI padoTe (cM. 3aganne KoHTpobHO# padoThI).
Cnucok OI®
Ilonnoe mosapuwecmeo
Obwecmeo ¢ 02panuyeHHol 0meemcmeeHHOCMybIO.
Kpecmuanckoe (ghepmepckoe) xossticmao.
XossiicmeenHvle napmuepcmaa.
Ilpouzeoocmeennwiii koonepamus,
TIlompebumenvckux Koonepamusos (110oas uz credyrouux Gopm):
6.1. KUJIHIIHBIH,
6.2. KUIUITHO-CTPOUTETHHBII
6.3. rapaxHbIi KOOTIEpaTHUB,

ook owdE


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

6.4. cagoBOIYECKHIA, OTOPOJHUYECKHUI U JaYHBII KOOIIEpaTUB,
6.5. moTpeOUTETHCKHIT KOOTIEpaTUB,
6.6. 001IecTBO B3aMMHOTO CTPaXOBaHUS,
6.7. KpeIUTHBIN KOOIEPaTHUB,
6.8. donn mpoxkara,
6.9. cenbCcKOXO03sHCTBEHHBIN MOTPEOUTEIBCKAN KOOTICPATHB.
7. Obwecmesennvie opeanuzayuu (1100as u3 ciedyruux ¢popm):
7.1. monuTHYECKUE TaApTUH
7.2. co3aHHBIC B Ka4eCTBE IOPUIAMUYECKUX JIUI MPodeccrnoHaNbHbBIE COI03bI (TPO(COI3HBIE
OpraHu3aIlvH),
7.3. oprasbl O0IIECTBEHHON caMOAESITeTbHOCTH,
7.4. TeppuTOpHaIbHBIC OOIICCTBEHHBIC CAMOYIIPABIICHHUSI.
8. Accoyuayuu (coiosvl), (n106as uz credyrowux popm):
8.1. HeKOMMepUeCKHe MapTHEPCTBA,
8.2. camoperynupyeMble OpraHu3ainy,
8.3. oObenuHeHHs paboTOIATENCH,
8.4. o6peuHeHMs TPO(HECCHOHATBHBIX COI030B,
8.5. koornepaTUBOB U OOIIECTBEHHBIX OPTaHU3AIINH,
8.6. TOPTOBO-NIPOMBITIIICHHBIE,
8.7. HOTapHalbHbIC MaaThl.
9. Tosapuwecmea coOCmMEeHHUKO8 HCUb
10. Kazauvu obwecmsa

11. @onowi:
11.1. 001I1eCTBEHHBIE
11.2. 0y1aroTBOpUTEIBHBIE (DOH/IBI.

12. Penueuosnvie opeanuzayuu.
13. Ilybnuuno-npasosvie KomMnanuu
14. Aosokamckue obpazosanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3a7aHMe JOJKEH ObITh MpEACTaBlIeH B BUJE 0030pa HOPMATHUBHBIX NMPABOBBIX
aKTOB.

[Ipn maeHTHPUKAMIM HOPMATUBHOM Cpelbl CIEAYET ONMUpaThCcs HAa PEKOMEHJAIUU I1.5.
['OCT P UCO 15489-1-2007 «CUBU/I. YnipaBnenue nokymentamu. O6mue TpeGoBaHUs»:

HopmatuBHas cpena BKIIO4YaeT B ceOsl:

a) 3aKOHBI 1 HOPMATHBHBIE aKThI, PETYIUPYIOLIUe chepy AeT0BOH NesITeTLHOCTH B LIEJIIOM
U B CHEIU(PHUYECKHX OTpaciisix, B TOM 4YHCJIE 3aKOHbl U HOPMATUBHBIE aKTbI, OTHOCSAIIUECS
HEMOCPEACTBEHHO K JOKYMEHTaM, apXUBaM, JOCTYIY, KOHPHUACHIINATBLHOCTH, 1I0Ka3aTeNbCTBAM,
AIIEKTPOHHON KOMMEPILINH, 3alIUTE JaHHBIX, HH()OpMaIIUU;

b) cTanaapThl, OTHOCAIIMECS K MPAKTUYECKOH NesATeTbHOCTH;

C) MMpaBUJIa PEKOMEHIaTEIbHOI0 XapaKTepa, OTpaXkaroliue Mepe10BOM ObIT;

d) 106pOBOJIEHO MPUMEHEMBIE STHUYECKUE KOJIEKCHl U HOPMBI,

€) uIeHTUPHUIMpPYEeMble COLUAIBHBIE OXUJAaHUA (TMOTPeOHOCTH), KacaroIIuecs
a/IeKBaTHOTO MOBEJICHH B CIEIM(PUUECKON OTpACIH WM OPraHU3aIUH.

Breibupass HopMmaTuBHBIE TpaBoBble akThl g OIlD, cineayer pacmpeneisiTh HX IO
YPOBHSIM (CM. YPOBHHM HOPMAaTUBHO-METOIMUECKoi O6a3bl B Pazznene 2).

IIpn odopmieHNN HCTOUHHUKOB YKa3bIBaTh Ha3BaHUE JOKYMEHTA, JaTy U3JaHus, aBTOPA,
NYHKTBI, TJ1aBBI U T.I., PErJIAMEHTUPYIOIINE paboTy C JOKYMEHTaMH, €CIIM HE BECh MCTOYHHK
HOCBALIEH JJOKYMEHTUPOBAHHUIO.

Bce ynomsiHyThIE B 0030pe HMCTOYHMKH JIOJDKHBI OBITH JeiicTByromumu. Craryc
UCTOYHMKOB  (JCUCTByOmmMi /  HE  JEWUCTBYIOIIMHA)  CJIEAyeT  IPOBEpPATh IO
uHpOopManOHHO-TIpaBoBEIM NopTanaMm «Koncynsrantllmrocy, «apaaty, «Koxeke» u ap.

KOHTPOJIBHAS PABOTA



«/lokyMeHTHpOBaHHE NeATEeJbHOCTH HErOCYyAapCTBEHHBIX OPraHU3aAnMIi»
B kauecTBe KOHTPOJIBHOI pabOThI CTYIEHTaM MpeJiaraeTcs COCTaBUTh pedepar 1o Teme:
«/lokyMeHTHpOBaHME  JAEATEIBHOCTH  HETOCYAApCTBEHHOM  opraHuzanuu  (ykas3aTb
BBIOpaHHYI0 OPraHU3alMOHHO-TIPaBOBYIO (GopMy)». Buabsl opraHuzallmOHHO-TIPABOBBIX (OpM
npuBeieHbl HUKe. OHM HE I0JDKHBI  TIOBTOPATHCA B IPYIIIIE

TpeboBanus k pedepaty

CopepxaHue TOMKHO JEMOHCTPUPOBATH CIEAYIONIUE 3HAHUS M YMEHUS CTYICHTOB:
3unanue:
- cneyughuieckux uepm 0OKyMeHmUupo8aHus 0essmeibHOCMU He20CYyOapCmMEEeHHbIX OP2AHU3AYULL,
- OCHOBHbBIX  OP2AHU3AYUOHHO-NPABOBHIX  (OPM — HE20CYOAPCMBEHHbIX KOMMEPYECKUX U
HEeKOMMEPUeCKUX OpeaHu3ayull;
- MUNnoBo2o0 cocmaea cucmem OOKYMeHmayuu, @Gopmupyrowux OoKyMeHmanbHull GOoHO
He20Cy0apCmEeHHbIX OPeAHUAYULL,
- €nocobos u cpedcms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce OesmeibHOCHU
He20Cy0apCmEeHHbIX OPeAHUAYULL,
- HOPMAMUBHO-NPABOBLIX AKMOB, PENAMEHMUPYIOUUX OeSTMENbHOCHb U ee OOKYMEHMUPOSAHUe 6
He20Cy0apCmEeHHbIX OPeaAHUZAYUSIX.
Ymenue
- COCMAasumv HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS OesAMelbHOCIU KOHKPEMHOU
opeanuzayuu,
- cocmasums NPOeKm HOMEHKAAMYypuvl 0ell OP2AHUZAYUU, UCX005 U3 MUNOBO20 COCMABA CUCMEM
VAPABAEHYeCKOU OOKYMEeHmayuu, OpeaHu3ayUOHHbIX U HOPMAMUBHO-NPABOBbIX OOKYMEHMOS,
Pe2NamMeHmupyIowux 0esameibHOCHb He20CYOapCMBEeHHOU OP2aHU3aAYULL.

TunoBoii mJan pedepara
1. Xapakrepuctuka opraHuzannoHHO-ipaBoBoil Gopmel (OIIP) HerocyaapcTBeHHOM

opranuszanuu. (JKemnarenbHO MpHBJIEYEHHE CTATUCTHUECKUX JAHHBIX O TOM, CKOJBKO B

Poccun/ pernone/o6aactu/ ropojie 3aperucTpupoBaHo opranuzanuit 1anHoi OIIdD).

OO0mras xapakTepucTuka yrpasieHus opranuzarueit janaoi OIID.

3. OCHOBHOH  cOoCTaB  HOPMAaTHBHO-TIPABOBBIX  JOKYMEHTOB,  PErJIAMEHTHUPYIOLIMX
JeSITeNIbHOCTh HerocyaapcTBeHHo opranuzanuu gaHHod OII® (cm. IlpaxTtuueckoe
3a7aHue 2).

4. XapakTepuCTHKa JOKYMEHTAJIbHOIO (OHJA (AOKYMEHTOB, MX KOMILUIEKCOB U CHCTEM
JOKYMEHTaIuH, (HOpMUPYIOIIUXCS B ACATEIbHOCTH HETOCY1apCTBEHHON OpraHU3alIin):

® OpraHU3alMOHHO-IIPABOBas JOKYMEHTaIus,

IUTAHOBask JOKYMEHTAIHS;

pacnopsiiuTeIbHas T0KyMEHTAllNs;

UH(POPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAIUTHYECKAs TOKYMEHTAIIUS;

OTUEeTHAas JOKyMEHTaLUs;

JOKYMEHTAIUS 110 00ecleueHuIo KaapamHu (10 JIMYHOMY COCTaBYy);

¢duHaHCOBast JOKyMeHTalus (OyXTralnTepcKuii yueT U OTYETHOCTB);

JOKYMEHTAIUS 110 MaTepUalbHO-TEXHUYECKOMY 00ECIIeUYeHHUIO;

JIOTOBOpHAs! TOKyMEHTALUA,

JOKYMEHTalusl MO0 JOKYMEHTAlUOHHOMY U HH(GOPMAIMOHHOMY OOECHEeUYEHHUIO

JESATEIIBHOCTH YUPEKICHUS;
® JIpyrHM€ CHCTEMBI TOKYMEHTALUM, BKJIIOYas U T€, KOTOPBIE OTPa)kat0T OCHOBHYIO

JESATEIBHOCTD U T 1.

AHanu3 NpUMEPHON HOMEHKJIATYPHI 1€]T HErOCYAAPCTBEHHON OpraHU3allliH.

6. CmocoObl M cpeAcTBa JOKYMEHTHUPOBaHHMS HWH(POPMALMU B HETOCYAapCTBEHHOM
OpraHu3aluu

7. Tlopsimox XpaHeHUsl JOKYMEHTOB HEIOCY1apCTBEHHON opraHu3anuu aaHHoi OI1d.

N

o



8. Cnucok nuTeparypbl 1 HCTOYHUKOB.

Cmpykmypa pecghepama: TUTYIbHBIA IJIUCT, OTJIABJICHUE, BBEJCHUE, OCHOBHAS 4YacTh,
pa3buras Ha MYHKTHI (IIyHKTHI 03arJIaBJICHbI), 3aKIIOYCHHUE, CIIMCOK JUTEPATYPHI, MPUIOKECHHUE
(pu HEOOXOUMOCTH).

Obvem pedepara JOIKEH COCTABIATh He MeHee 15 ctpanui (1o criucka auteparypsl) (14
mpudT vepes 1,5 uaTepBana).

KitoueBble ciioBa 1 3aroJIOBKH pa3/ieioB IOJKHBI UMETh pa3HbIe IPH(TOBBIC BBIICICHHUS.

[uratHeiii Matepuan pedepara opopMIIsIeTCS B COOTBETCTBUN C HOPMAaTHBAMH HAYYHBIX
paboT (CHOCKM C YKa3aHHEM JINTEPaTypPHOTO MCTOYHWKA, HOMEpa CTpaHHIl 00s3aTenbHbl). [Ipu
odopmienun pedepara cienayer Ipuaep>KUBATHCS MPABUIL, TTOAPOOHO U3JI0KECHHBIX B!

1. I'oCT P 7.0.5-2008. Cucrema crangaproB 1o wuH(popmanuw,
OMOJMOTEYHOMY MW HM3JaTelIbcKOMYy Jeny. buOnumorpaduueckas ccbuika. OOmue
TpeOOBaHUS U MPaBHJIa COCTABICHUS

2. I'OCT P 7.1-2003 Cucrema ctannapToB o uHbopMaiuu, OubJIMoTeuHOMY
U U3JarenbckoMy Aeny. bubmmorpadudeckas 3amuck. bubnmorpaduueckoe omnmcaHue.
OO01mre TpeOOBaHMs M MPaBHUJIa COCTABIICHUS.

3. I'OCT P 7.82-2001 Cucrema cranmaproB 1o wuH(poOpMamm,

OMOMMOTEYHOMY W M3JATeNbCKOMY  JIely. bubnuorpaduueckass ~ 3amuck.
bubnuorpaduyeckoe onucaHue 3IEKTPOHHBIX pecypcoB. OOmme TpeboBaHNs U TpaBUIIa
COCTaBJICHUSL.
Hanpuwmep:
3amexcmosvie bubnuocpaghuyeckue ccoiiku

1. KopmmmkoB B. A., I'myxoB B. Il. [lcuxonuHrBUCTHKA: TEOpUS PEUECBOM

NEeSTeNIbHOCTH: yueb, mocoOue [ cTyaeHTOB neaBy30B. M.: Actpens; Teps: ACT, 2006.
319 c. (Bbicmias mkona).

2. OO0 uHAMBHIYAJILHOM OMOIIM B OJy4eHun obpaszoBanus: (O coneiicTBuu
obpaszoBanuio): ¢enep. 3akoH Denepatus. Pecn. T'epmanust ot 1 amp. 2001 . //
OO0pa3zoBarenbHOEe 3aKOHOAATENIBCTBO 3apyOexHbIX crpaH. — M., 2003. — T. 3. — C.
422—464.

Ccvinka Ha 21eKMpoHHble pecypcbl

KunuiHoe npaBo: akTyalbHbIE BOIIPOCHI 3aKOHOIATENIbCTBA: 3JEKTPOH, KypH. 2007. Ne 1.
URL: http://www.qgilpravo.ru (nata oopamenus: 20.08.2007).

Iloocmpounas KomMniekcHas ccolaka

JIuxaueB JI. C. O6pa3 ropoaa // Uctopuueckoe kpaeenenue B CCCP: Bonp. Teopun u
npakTuku: co. Hayd. cT. Kues, 1991. C. 183—188; Ero xxe. Oxno B EBponty — Bpara B Poccuto //
Bceemup. croBo. 1992. Ne 2. C. 22-23.

Buympumexcmosas 6ubiuoepaguueckas ccovlika

(Apenc B.X. A30Oyka uccnenosarens. M.: Uarepmer Unxunupunr, 2006)

Homep TeMbI COOTBETCTBYET MOPSIKOBOMY HOMEPY B CIIMCKE IpyNIbI (€ciu B rpynne 14
YEJIOBEK W MEHbIe, BOMPAIOTCS TEMBbI MO HOMepaMm 0e3 «pacmuputenei» -1,2,3 u T.1.; ecnn
6osbl1Ie, TO BBIOMpAIOTCs TeMbI ¢ pacmuputensmu — 1.1, 1.2, 2.1 u T.1.; €cliu CTyIeHTOB B IpyIine
Oonbiie 32-X, TO TeMbl BBIOMpAIOTCS B MOPSAJKE CIIEIOBAaHUM U 0€3 paclIMpeHus, U ¢
pacumpenuem — 1, 1.1, 1,2 u T.1.). TeMbl pepepaToB He 101KHBI HOBTOPATHCS!

TemaTruka pedeparoB no Kypcy

15. Joxymenmupoganue OessmenbHOCmu NOJIHbIX MOBAPUULECNE

16. Joxymenmuposanue dessmenvhocmu 06wecme ¢ 02panuieHHol 0OmeemcmeeHHOCmbio.
17. Jloxymenmuposanue oesmenbHOCmu KpecmbsaHCKUX ((hepmepcKux) xo3aticms.

18. Joxymenmuposanue dessmenvnocmu Xo3AUCMBEHHbIX NAPMHEPCME.

19. Joxymenmuposanue desimenbHoOCmu RPOU3B00CHBEHHbIX KOONEPAMUBOS.


http://www.gilpravo.ru/

20. /lokymenmuposaHnue dessmeibHOCMU NOMPeOUmMenbCKux Koonepamugos (BeiopaTh TH00YI0 U3
cienyomux Gopm):

20.1. JKUJINITHBIN,

20.2. YKUJTUIITHO-CTPOUTEITbHBII

20.3. rapaxHblii KOOIEpaTHB,

20.4. Ca/I0BO/IYECKUIA, OTOPOTHUYECKUHN U TAUHBIN KOOIIEPaTHB,
20.5. OTPEOUTENBCKUN KOOTIEPATUB,

20.6. 00111eCTBO B3aUMHOTO CTPaXOBaHHUSI,

20.7. KpPEAUTHBIN KOONIEPATUB,

20.8. dboH mpokara,

20.9. CEJIbCKOXO035UCTBEHHBIN IOTPEOUTEIBCKUI KOOIIEPATHUB.

21. Jlokymenmuposanue OesimenbHOCMU 00ujecmeennvix opeanuzayuii (BpIOpaTh JIIOOYI0 W3
CIenyrImux Gopm):

21.1. MOJINTHYECKHE MTAPTHH,

21.2. CO3MaHHBIE B KadecTBe IOPUIAMYCCKUX JIHMI TPO(HECCHOHAIBHBIC COKO3BI
(mpodcoro3HbIC OpraHU3aIum),

21.3. OpraHbl OOIIECTBEHHOHN CaMOICSITeILHOCTH,

21.4. TEPPUTOPUATBHBIC O0IIECTBEHHBIC CAMOYIIPABIICHUSI.

22. Jlokymenmuposanue OesmenvHocmu — accoyuayuti  (cor3o8), (BbIOpaTh JIOO0YI0 W3
crenyrmux Gopm):

22.1. HEKOMMEPUYECKHE MapTHEPCTBA,

22.2. caMOperyIupyeMble OpraHu3aIlHiH,

22.3. 00beIMHEeHNs padoTOJaTENEeH,

22.4. 00beMHeHNs TPO(EeCCHOHATBHBIX COI30B,
22.5. KOOTIEPATHBOB M OOIIECTBEHHBIX OpPTraHU3aIui,
22.6. TOPrOBO-TIPOMBILIUICHHBIE,

22.7. HOTapHUaAJIbHbIE MaJaThI.

23. J[okymenmuposanue 0esimeibHOCMU MO8apUecms cOOCMEEHHUKOS HCUTbSL.

24. Jlokymenmuposeanue OesimenibHOCMU Ka3aubux oouecms.

25. [loxymenmuposanue desmenvrocmu ¢honoos (BbIOpaTh J00YI0 U3 CIEAYIOUHX GOpM):
25.1. 00LIeCTBEHHbIE
25.2. 651aroTBOpUTENIbHBIE (DOH/IBI.

26. /[okymenmuposanue 0essmeibHOCMU PeTuSUO3HbIX OP2AHUZAYUIL.

27. Jlokymenmuposanue desamenrbHOCMU NyOIUUHO-NPABOEHIX KOMNAHULL.

28. Jlokymenmuposanue 0esimeibHOCMU A080KAMCKUX 00PA3068aAHUM.

Tecr 1
Pa3nes 1. [lonsiTHe 0 JOKYMEHTHPOBAHNH JAEATEIbHOCTH OPraHU3 AL

1. YTto Ha3bIBaeTCs1 JOKYMEHTHPOBaHUeM ?

1) nmesTeNbHOCTDH, OOECIIEUMBAONIAs CO3aHne O(QUITHATBHBIX JOKYMEHTOB M OPraHHU3aIlnio
paboThI C HUMU;

2) 3amuch WHGOPMAIMK HA Pa3IMYHBIX MaTE€PHaIbHBIX HOCHTEISIX IO YCTAHOBJICHHBIM
MpaBUJIaM, KOTOPHIE 3aKPEIISIOTCS B MPABOBBIX aKTaX M HOPMATUBHO-METOAMYECKUX
JIOKYMEHTaX;

3) cucTeMaTH3aIMI0 TOKYMEHTOB U KOMIUIEKCOB JIOKYMEHTOB;

4) co3maHue, JOKYMEHTOO0OPOT, XpaHEHHE U MCITOJIb30BaHHE JOKYMEHTOB.

2. Pe3y1bTaTOM 1OKYMEHTHPOBAHUS JA€ATEIHLHOCTH OPraHU3aLMil SBJISET/IOTCH:
1) IOKyMEHTHI;
2) KOMIUICKCHI JOKYMCHTOB;
3) cucTeMbl JOKYMEHTAIUH;
4) HOMEHKIaTypa Jell.
3.B opranu3zanusx co31a0TCSA 1 UMEIOT XO0XKIEHHeE ...



1) TOJBKO OHIIUATBHBIC JOKYMCHTBI,
2) TOJIbKO HEO(DHUIMATbHBIC TOKYMEHTHI;
3) 3aKOHOIATCIIBHBIC AKTHI;

4) NUYHBIC TOKYMCHTBI.

4. COBOKYNHOCTH JIOKYMEHTOB, B3aHMOCBSI3AHHBIX MO NPU3HAKAM MPOUCXO0KIECHUS,
Ha3HAYeHUsl, BUAA, cdepbl JAeSITEJbHOCTH, €IMHbIX TpeOoBaHMHA K HX O0(opMIIEHHIO
Ha3bIBaeTcsl...

1) KOMIUIEKCOM JIOKYMEHTOB;
2) CHCTEeMOIi JOKYMCHTAIIH,
3) HOMEHKIATypoU JIe;
4) MOKYMEHTaJIbHBIM (DOHIOM.
5. SInpo yupexnaeH4ecKON JOKYMEHTAIUU COCTABJISIET:
1) HOpPMaTHBHO-IIPABOBas JIOKyMEHTAIIUA,
2) TEXHOJIOTHYECKas JOKyMEHTAIHS;
3) ympaBieHdeckas JOKYMCHTAIIUS;
4) noxyMeHTaIusl, 00eCIeunBaroIasi OCHOBHOM BU/I (BHIbI) J€SITEILHOCTH.

6. CTpyKTYypa 10KYMEHTAJIbHOI0 (POH/Ia OPraHU3aALNH 3aBUCHT:

1) OT opraHu3aIMOHHO-TIPABOBOW (HOPMBI;
2) OT BHJIOB YKOHOMHYECKOM JIATEIIbHOCTH;
3) OT HOMEHKJIATYpHI JIClT;

4) ot popMbl COOCTBEHHOCTH.

7. Opranu3anusi, co31aHHAasl 10 MHULIHATHBE OT/eJbHBIX JUI MU IPYI I'PAKIAH, HE
Ha/leJIeHHBIX TOCYJAAPCTBEHHO-BJIACTHLIMU IOJHOMOYHMSIMH, BBINOJHAKIAA (QYyHKIHU
NMOCPeIHUKA MEKIY Irocy1apcTBOM M 001IeCTBOM HA3bIBAETCS:

1) HerocymapcTBEHHOI HEKOMMEPUYECKON OpraHu3aIien;
2) HerocyaapCTBEHHOW KOMMEPUYECKO# OpraHU3aIueii;
3) rocymapcTBEHHON HEKOMMEPYECKON OpraHu3aluei;
4) HerocyaapCTBEHHOI opraHu3aIuei.

8. Cnoco0 3akpenjieHUs1 U HCMOJIb30BAHNS UMYIIECTBA X03SHCTBYIOIIUM Cy0ObEeKTOM U
BbITEKAKWIIHE H3 JITOr0 €ro NpaBoBoOe IMOJIOKEHHEe M LeJdd NpeANPUHUMATE]IbCKOM
NesiTeIbHOCTH HA3bIBAETCS

1) QuszryecKUM JTUIIOM;

2) OPUIANYECKUM JTHIIOM;

3) mpeAnpUHUMATEILCKON e TETbHOCTRIO;

4) opraHM3aIuOHHO-TIPABOBOM (OPMOIi.

9. CoBOKYNHOCTb JAOKYMEHTOB, OTHOCAIIMXCH K OJHOMY BONPOCY HJIH Y4YaCTKY
NesiTeJIbHOCTH, IOMEIEHHBIX B OT/IeJIbHYI0 00JI05KKY Ha3bIBA€TCH. ..

1) HOMEHKJIATypOi Jei;

2) CHCTEMOW JOKYMEHTAI[HIH,
3) nmenom;

4) TOMOM.

10. Haijigute BepHoe mnpogoskeHue ¢paspl: «JloKkyMeHTajlbHBIEe (OHABI BCeX

OpraHu3auui...»
1) uMEIT OIMHAKOBBIN HAOOP TOKYMEHTOB,;
2) HWMEIOT CTaHJaPTHBIM HAOOP TOJIBKO YIPABICHUYECCKOMN JOKYMCHTAIINH;
3) HMEIOT COBEPIICHHO pa3HbIii HA0OP JIOKYMEHTOB;
4) WMEIOT CTaHJApTHBIH HAOOp Kak yIpaBIEHYECKOH JIOKYMEHTAIlMH, TaK H
JIOKYMEHTAI[UU 00ECTICUNBAIOIIETO THTIA.

11.Kakas wu3 mnepeuncieHHbix cucreM paokymentauuu HE OTHOCUTCHA k
yIpaBJieH4YecKoi?

1) JlokyMeHTalus 1Mo MaTepHalbHO-TEXHUYECKOMY 00CCIICUCHHIO;
2) Cucrema JOrOBOPHOM JOKYMEHTAIIHUH;
3) Cucrema pUHAHCOBOM JOKYMECHTAIIUH,



4) Cucrema SK0JIOTHYECKOM TOKYMEHTAIINH.

12. CucreMaTU3HMPOBAHHBIH NepeYeHb 3ar0JI0BKOB JleJ1, CO3[1aBaeMbIX B OpraHU3aIuu,

C YKa3aHUEM CPOKOB UX XPAaHCHUA HA3bIBACTCH...

1. HoMmeHKnaTypa Aen;
2. CHCTEMOW IOKyMEHTAIUU;
3. ndenowm;
4. NMOKYMEHTaJIbHBIM (POHIOM.
13. Opranuszanus, koropasi GopmMupyeT JOKYMEHTAJbHbIA (POH, HA3BIBAETCH ...
1. ¢dongoobpazoBarensp,
2. OpUIUYECKOE JIHIIO,
3. ¢usnueckoe nuro,
4., TOIOTYETHOI.
14. HOpuauyeckasi OTBETCTBEHHOCTh 3a PpaboOTy ¢ [JOKYMEHTAMH HPOSABJISET
TeHJAeHUHIO. ..
1. k ycuienuto,

2.
3.
4

K 0C/1a0IeHHIO,
K [Iepepacipe/IeICHHIO,
CTaOWJIBHOCTH.

15. IlepcoHanbHYI0 OTBETCTBEHHOCTh 3a JIOKYMEHTBI, oOpa3symouuecss B
HerocyAapcTBeHHOIH OpPraHu3amnuu, HecyT ...

1.

o

PykoBoauTenu opranu3anuii.
Yupenurenu opraHu3aiuu.
AKITMOHEPBL.

Bce Ha3BaHHbIE BhIIIIE.

Tect 2

Pa3nen 2. HopmaTuBHO-IpaBoOBOE peryJiMpoBaHue JOKYMEHTHPOBAHUA AeSITeIbHOCTH

Herocy/1apCTBEHHbIX OPraHu3anui

1. YacTHoe JMIO WM TPynna JHL, Y KOTOPBIX €CTh (PYHKIHMH M O0SI3aHHOCTH,

IMMOJTHOMOYMSA U B3AaUMOOTHOIICHUSA JTJA JOCTHKCHUSA CBOUX ueﬂeﬁ, Ha3bIBAIKOTCA ...

1.
2.
3.
4.

Awnpe

WHJUBUIyaJIbHBIMU MTPEATPUHUMATEISIMH,
IOPUINYCCKUMU JIMIIAMU,

(bU3NYECKUMU JTUIIAMU

OpraHU3aIUEN.

2. OTHOIIEHHE K AOKYMCEHTaM KaK K aKTUBaM ACKJIApPUPYETCH B ...

3aKOHOAATeNbCTBO PD;

MEXYHapOJHOM CTaHJapTe Mo ynpasieHuto qokymeHtamu MCO 154809;
MEXIYHAPOJAHOM CTaHJapTe no ynpasieHuto qokymertamu MCO 30300;
MexayHapoaHbIx cranaaprax Ha CMK MCO 9000.

3 DJIeMEHTBI IPAakKAAHCKOI0 00111eCTBA, HEe HA/leJIEHHbIE T0OCY1apPCTBEHHO-BJIACTHBIMH

NMOJTHOMOYHMSAMH, BBINOJIHSIONMEe (GYHKUHM TOCPeIHMKOB M1y TIOCyIapcTBOM H
001eCTBOM B peajin3allii MHTEPecoB rpakiaH BO BcexX cepax KU3HU, HA3BIBAIOTCA ...

rwpe

rwnpe

HErocyZapCTBEHHOW OpraHu3aluen,
rOCYIapCTBEHHOW OpraHu3aIuen,
HErocyZapCTBEHHOM KOMMEPUYECKOW OpraHu3aluen,
HErocyJapCTBEHHOM HEKOMMEPUYECKON OpraHU3allueH.

4 PykoBoanTesb Herocy1apcTBeHHON OPraHu3anuy ...

,I[CI/ICTByeT OT UMCHH CO6CTB€HHI/IK3, HO CaM HHKOI'la HE ABJISICTCA CO6CTBCHHI/IKOM;
I[GﬁCTByGT OT UMEHH COOCTBEHHHMKA U MOKET BXOAUTH B YHCJIIO CO6CTB€HHI/IKOB;

BCeraa sSABJIACTCA CO6CTBCHHI/IKOM'

I[GI/ICTByeT OT UMCHHU IroCyaapCTBa U NO3TOMY CaM HUKOT'la HC ABJIACTCA COOCTBEHHUKOM.

5 Opraﬂmaunﬂ, He¢ HMelas HU3BJICYCHHUE Ilpl/lﬁbIJIl/l B KauyecTBe OCHOBHOM IeJH



CBOCH 1esiTe]IbHOCTH U He pacnpeae/somas noJy4eHHYI0 NPUObLIb MeKAYy YYaCTHUKAMHU,
Ha3bIBaeTCH ...

1.

EREN

NS

HETOCYIapCTBEHHOW OpraHu3auue,
HEKOMMEPYECKOM OpraHu3aluei,

rOCyIapCTBEHHOW KOMMEPUYECKON OpraHu3aluei,
HErocyJapCTBEHHON HEKOMMEPUECKON OpraHu3aluen.

6 IIponoJsxure ppasy: «Pesuzuonnvie komuccuu ...»

HA3HAYAIOMCes 20CY0apCmMEeHHbIMU HA030PHbIMU OP2AHAMU,

8LIOUPAIOMCAL U3 YUCIA YUACTNHUKOB He20CYOaPCMBEHHOU OP2AHU3AYUL,

HA3HAYAIOMCes pyKo80OCMBOM He20CyO0apCMEeHHOU OP2aHUu3ayul,

9MO  NpueIauieHHble  CHeYuanucmvl,  3aHuMarwuecs npoyedypou  IUKEUOaAyuu
opeaHuzayuu.

7. HOpMaTI/IBHaH cpeaa BRKJIAKYACT B ce0s1 HeCKOJIbKO ITAIIOB aHAJIN3A HOPMAaTHUBHBIX

NMPAaBOBbIX AKTOB. YKAaKUTe MOCJIeA0BaTeJbHOCTh, B KoTopo I'OCT P HCO 15489
pexoMeHayeT HAEHTHU(PUIUPOBATH HOPMATHBHYI cpeay. OTBeT 3anMIIMTE YHCIOBBIM
KO/IOM.

1.
2.

3.

4.

J1oOpOBOJIBHO IPUMEHSAEMbIE STUYECKHE KOJEKChI U HOPMBI;

3aKOHBI U HOPMATUBHBIE aKThl, pEryJlupyrouue chepy Aea0BOH eI TeIbHOCTH B LIEJIOM U
B CrIeNU(UIECKUX OTPACIAX, B TOM YHCIIE 3aKOHBI 1 HOPMATHBHBIE aKThI, OTHOCSIIUECS
HEMOCPEACTBEHHO K JOKYMEHTaM, apXuBaM, JOCTYNY, KOH(HIECHIHAIbHOCTH,
JI0Ka3aTeIbCTBaM, SJIEKTPOHHON KOMMEPIINH, 3allIUTE TaHHBIX, MHPOPMALIUH;

IIPaBUJIa PEKOMEHATEIBHOTO XapaKTepa, OTPa)karoIne IEPEJOBOM OIbIT;

CTaHJAapPThI, OTHOCAIIMECS K IPAKTUYECKOU EATEIbHOCTH.

8. Caeayer au Yy4YuTHIBATh MNPUH HAeHTUPUKANMH HOPMATHBHOH cpeabl B

HErocyJapCTBEHHOM OPraHM3alMH HOPMATHBHBIC NPaBOBble aAKThl CyObeKTOB P® m mux
TePPUTOPHANBHBIX 00pa3oBanuii? Ecam 1a, To K Kako#l rpymnmne MCTOYHHKOB MX CJeayeT

oTHecTH?

1. Her, He y4uTBHIBAIOTCS, TaK Kak 3TO JTOOPOBOJIHHO MPUMEHSIEMbIE dTUUECKUE KOAECKCHl U
HOPMBI.

2. Jla, oTHOCATCS K 3aKOHAM M HOPMATHUBHBIM aKTaM, PErylIHpyrommMm chepy aenoBoit
JCATCIIPHOCTH B IICJIOM U B CHCIII/I(i)I/I‘-ICCKI/IX 0Tpacn51x, B TOM 4YHCJIC 3aKOHaAM H
HOPMAaTUBHBIM aKTaM, OTHOCSIIIMMCS HEMOCPEJACTBEHHO K JOKYMEHTaM, apxXuBawm,
I[OCTyny, KOH(i)I/I)IeHHI/IaJ'II)HOCTI/I, JOKa3aTeiIbCTBaM, BJICKTPOHHOI\/II KOMMCpHI/II/I, 3aluTe
JTaHHBIX, UH()OpMAIIHH.

3. Jla, oTHOCSTCS K MpaBWIaM PEKOMEHJIATEIIBHOTO XapaKTepa, OTPAKAIOIIUM IePEIOBOM
OIIBIT.

4. Jla, OTHOCSTCS K CTaHJapTaM, OTHOCSIIIIUMCS K IPAKTHYECKOU JIeATeTLHOCTH.

9. Kak HErocyiapCcrBeHHasi OpraHusanus MNOHUMAECT, KaKHE€ TOKYMEHTBI OHA A0JIKHA

€031aBaTh, MOJY4YaTh U XPAHUTH?

1.
2.

NS

1.

[Tony4aer cnucok HOPMAaTUBOB U TPEOOBAHMI MTPU TOCYAAPCTBEHHOM PETUCTPAILIHH.
Cnycoxk HOpMaTHBOB U TpeOOBaHMM HErocyJapCTBEHHAsl OpraHU3alus MOJIy4daeT oOT
ayJIMTOPOB.

[Tone3yercs HOpMmamu (enepanbHOro 3akoHa «O JTOKYMEHTHPOBAHHH JESTEIbHOCTH
HETroCyJapCTBEHHBIX OpraHU3aLuii».

CaMocToATeIbHO UIEHTUGUIIUPYET HOPMATUBHYIO Cpey M BbIOMpaeT Bce TpeOoBaHMS,
Kacaroluecs T0KyMEHTUPOBaHUS.

10. AcconMaliu M COI03bI OTHOCATCH K...

HErocyZapCTBEHHOM HEKOMMEPUYECKOM OpraHU3alny;
HETOCyIapCTBEHHOW KOMMEPUYECKON OpraHu3alini;
roCyJapCTBEHHON HEKOMMEPYECKON OpraHu3allly;
rOCyapCTBEHHOW KOMMEPUYECKON OPraHU3aliH.

11 Toproso-npoMbIlIeHHBbIE 1A71aThl OTHOCATCH K...

HErocyJapCTBEHHON HEKOMMEPYECKOW OpraHu3aluu;



2.
3.
4.

NS

NS

1.
2.
3.

4.

HErocyZlapCTBEHHOM KOMMEPUYECKOW OpPraHU3aLuu;
roCyIapCTBEHHONW HEKOMMEPUYECKON OpPraHUu3alny;
rOCyIapCTBEHHOW KOMMEPUYECKON OpraHU3alyH.

12. ToBapumecTBa cOOCTBEHHUKOB KHJIbSI OTHOCATCS K...

HErocyZapCTBEHHOM HEKOMMEPUYECKOM OPraHU3allny;
HEroCyJJapCTBEHHON KOMMEPYECKOM OpraHu3aluu;
roCyJapCTBEHHOM HEKOMMEPYECKON OpraHu3allny;
roCyapCTBEHHOW KOMMEPUYECKON OpraHU3aluH.

13 OO0uecTBa ¢ OrpAHUYEHHON OTBETCTBEHHOCTHI) OTHOCATCA K...

HEroCyJapCTBEHHON HEKOMMEPYECKONW OpraHu3aluy;
HErocyZapCTBEHHOM KOMMEPUYECKON OPraHU3allny;
roCyIapCTBEHHONW HEKOMMEPUYECKON OpPraHUu3alny;
roCyJapCTBEHHOM KOMMEPYECKOM OpraHU3aliH.

14 Kaxkoii rocopra npoBOIUT PerucTpanuio puandecKux Jui?

peruoHanbHble oTAeneHuss PoHa COUaIbHOIO CTPAXOBAHNUS;

TeppUTOpUANIbHBIE OpraHbl ['0Cy1apCTBEHHOT0 KOMUTETA 0 CTATUCTHKE;
TEppUTOpUAIbHbIE OpraHbl MMHHCTEPCTBA 110 AHTHUMOHOINOJBHOW IOJMTUKE U
HOJJIEPXKKE MTPEIPUHIMATENbCTBA;

TeppUTOpHUaNbHbIN opran MunucrepcTsa no Hajioram u coopam (MHC) PO.

15. Kakoii 13 nepeyucIeHHbIX IOCYIaPCTBEHHbIX OPraHOB NMPHCBANBAET U COO0IIAET

OpraHu3alnvu KOAbl, XapaKTEePU3yKOIIHE €10 X03HI/ICTBeHHyIO I[eHTeJ'II)HOCTb?

1. peruonanpHble oTaeneHus GoHAa CONMATBEHOTO CTPAXOBAHUS;

2. TeppUTOpUANBbHBIC OpTaHbl [ 0CyAapCTBEHHOTO KOMUTETA 110 CTATUCTUKE;

3. TeppuTOpHalbHBIE OpraHbl MUHHCTEpCTBA IO AHTUMOHONOJIBHOM TOJUTHKE U

NOJJIEPKKE MTPEeANPUHIMATEIBCTBA;

4. TeppuTOpHANBHBIN OopraH MuHucrtepcTsa o Hamoram u coopam (MHC) PO.
16.HerocynapcrBeHHbIe OPraHU3ALMH JAJIATCS HA ...

1. koMMepueckue;

2. HEKOMMEPYECKHE

3. aKIUOHEpHbIE;

4. WHIUBUIyaJIbHBIC TIPEANPUHUMATEIIN.
17. Bomnpocamu nepeiayd Ha XpaHeHHe JOKYMEHTOB JIMKBHIMPOBAHHBIX

OpPraHM3alMii 3AaHUMAKOTCA ...

1. yupenurenu;

2. JHMKBUAATOD;

3. PYKOBOIUTENh TUKBHIUPYEMOUN OpraHU3aIlNN;

4. gaimorosas WHCIEKIIHS.

18. Kakyw cucreMy AOKyMeHTaLHHU JIMKBUAUPOBAHHON HErocyaapcTBeHHON

OpraHu3aniu cyle0Hble HHCTAHUMHU O0fA3BIBAIOT NPHUHATH TOCYAAPCTBEHHbIH WU
MYHHIUNIAJTbHBIA apXMB JAasKe B cJy4yae OTCYTCTBHS 10roBopa?

1
2
3.
4

cucteMy (PMHAHCOBOM JOKYMEHTAIIHH;
CHCTEMY TIOKYMEHTALUU MO JINYHOMY COCTaBY;
pPacopsIUTEIIbHYIO CUCTEMY IOKYMEHTAIIUH;
JIOTOBOPHYIO CUCTEMY JOKYMEHTALMH.

IIpome:xxyTouHbIit TECT 3

Pa3nes 3. Oco0eHHOCTH JOKYMEHTAJBHBIX (DOHA0B HErOCYyAapCTBEHHBIX OPraHU3 AU

1. [doOpoBojibHOEe o00IIECTBEHHOE O0beINHeHHe TPaXkAaH, CBA3AHHBIX OOIIUMH

NPOU3BOJACTBEHHbIMH, NPOGecCHOHAIBHBIMM HMHTEpecaMd MO0 POAY MX /1esiTeJbHOCTH,
co31aBaeMoe B IeJSX MPEICTABUTEILCTBA M 3alIMThl COUMAJIBLHO-TPYAOBBIX NpPaB U
HHTEpPecoB PA0OTHUKOB HA3bIBAETCH. ..



00IIIECTBEHHOM ManaTou;
podeCCHOHAIBHBIM COOOIIECTBOM;
po(hecCHOHATLHBIM COI030M;

. TPYIOBBIM KOJUJIEKTHBOM.

2. lokymMeHTAIUs IO 00pPAaleHUsIM IPaKIaH, M0 Y4eTy YJEeHCTBA B OPraHU3aIuu, Mo
3alIMTe HHTEPECOB YWIEHOB OPraHM3alMH B cy/Je, NOCTAHOBJIEHHUS, Pe30JIIOLMU COOpaHMIii,
KOH(epeHIUii, BHIOOPHBIX OPraHoB M HX MNPe3UJIMYMOB COCTABJSIOT cHenNu(pUKy
AOKYMEHTaJIbHOro ¢oHaa ...

1. aKkmMOHEpHBIX OOIIECTB,
2. PEIUTHO3HBIX 00bEINHCHUMH,
3. 00IIecTB ¢ OrpaHUYCHHON OTBETCTBEHHOCTHIO,
4. 1mpodeCCHOHAIBHBIX COI30B.
4.BonpocamMu BeJleHHs 1eJIONPOU3BOICTBA B MPO(COI03axX 3aHUMAETCH. ..
1. Tlpencenarens,
2. mpodcor3Hoe codpaHue,
3. mpe3unuym,
4. peBuzop.
5.Kakasi/ue W3 mNepevYUCIEHHBIX CHCTEMA JOKYMEHTAIMM He XapaKTepHa/bl IJsl
PeJIUTruo3HbIX 00beINHeHU i ?
1. nmoxymeHTaIus Mo JUYHOMY COCTaBY;
2. OT4YeTHas JOKYMEHTAIHS;
3. Oyxrairepckuil y4eT U CTaTUCTHUYECKas OTYETHOCTH;
4. mokyMeHTanus 1o y4ery adGuinpoBaHHBIX JIUIL.
6. Ot opranm3anum ¢ 1 cenrsiops 2014 pasnenwinch Ha NyOJIUYHbIC U HEeIyOJIMYHbIE:
1. akumoHepHble 001IECTBA,
2. penuruo3Hbie O0BEAUHEHUS,
3. HEKOMMEpYEeCKUE OpTraHU3aIlNH,
4. mnpodeccroHabHBIE COIO3bI.
7.BpICIINM OPraHOM yNPaBJIeHHs B AKIHOHEPHOM 00IIeCTBE SIBJISIETCH. ..
PeBusmnonHnas (koHTponsHas) komuccus AO,
reHepanbHbIi Aupextop AO,
HaOII0IaTENBHBIN COBET,
obmee coOpanue yuactHUKOB AQ.
8. Ilo,1THOMOYMSI KOHTPOJIbHOH PeBU3MOHHOI KOMHUCCHH, €€ KOJIMYEeCTBEHHbIN COCTAB,
NMOPSI/IOK W30paHHUsl €€ YJIEHOB, CPOK HMX NMOJHOMOYHIi, MOPSAOK PadOThl U NMPUHATHS
pelleHuii Ha 3acelaHNAX HAXOASATCH B KOMIETEHIUH. ..
1. dupektopa (pyKOBOAUTENS] OPraHU3aLINN),
2. HaOmromaTeabHOIO COBETA,
3. OO6mero cobpaHust y9aCTHHKOB,
4. TlpaBneHus.

9. OT4YeT 0 ABM:KEHHUM CPEACTB MO KJIHPUHIOBOMY PErHCTPY YYACTHMKA KJIHPHHIA,
areHTCKMH  TPacTOBBIH  JOroBOpP, CHHCKH Aa(@UINPOBAHHBIX JHIL  00IIeCTBA,
eXKeKBAPTAJbHbIE OTYETHI JMHUTEHTa O00pa3ylTcss B Mpolecce JTOKYMEHTHPOBAHHSA
AeATEeJBHOCTH ...

1. aknuoHepHBIX OOIIECTB,
2. pEeNUruo3HBIX O0OBEIUHEHUH,
3. HEKOMMEpYECKUX OpraHu3aIni,
4. mpoheccCHOHATBHBIX COI030B.
10. IlepBble aknuoHepHbIe 001IecTBA B Poccun BOZHUKIIM. ..
B cepenune XVIII Beka,
B cepenune XIX Beka,
B 1922 rony,
B 1990-x romax.

Mwnpe

el AN

NS



11.1IpeanpusaTHs, HAXOASIIMECH B YACTHOH COOCTBEHHOCTH, B LI€JIOM 110 IKOHOMHKeE
Poccuu cocraBisiior ...
1. menbme 1 % ot oOmiero uncia npeaAnpusTAn;
2. wmenbIe 20% oT o01Iero yucia npeanpusTui;
3. 50% ot o0miero yncia npeanpusTHA,
4. oombme 80% oT o01ero yucia npeanpusITHi.
12. YkaxuTe npaBujIbHOe Npoao/LkeHue ¢ppa3bl «JokyMeHTanMs MO PHIHKY HEHHBIX
oymar...»
1. He BxoauT B HOMEHKJIATYypy Aell AO, Tak KaK He SIBJISIETCS YIPaBIECHUYECKOM;
2. HE BXOJWT B HOMEHKJATypy JeJl, TaK KaK HE OTHOCHUTCS K KOMIIETCHIIMH OTJeja
JIeTIOTPOU3BO/ICTBA;
3. BXOaWT B HOMEHKIATypy nen AO HapaBHE C IPyTUMH CUCTEMaMH;
BXOJIUT B HOMEHKJIATYPY JIeJI IPH YCIIOBUU HAINYHSI PE3EPBHBIX Pa3eIioB.

&

Bonpocsl k 3auery

1./lokymeHTHpOBaHUE AESATEIBHOCTH OPraHU3alMi U OTBETCTBEHHOCTh PYKOBOJICTBA.

2. IlonsiTe TOKyMEHTHUPOBAHUSA JESATEIHOCTH OpraHU3aluy.

3.Crioco0bl TOKyMEHTUPOBAHUS U €r0 PE3yIbTaThI.

4 TuroBo# COCTaB CUCTEM JIOKYMEHTAIIMH, 00pa3yIOIIUNACS B IEATETLHOCTH OpraHu3aIluil.
OO61mas xapakTepuCTHKA.

5.0pranu3anvoHHO-IIPaBOBasl CUCTEMA JOKYMEHTAIlMU HETOCYAapCTBEHHOW OpraHU3aliHy.
3anaun U BUIBI JOKyMEeHTOB. Crieruduka.

6. [1naHoBas cucrema JOKyMEHTAllMM HETOCYAAPCTBEHHOW OpraHu3aluu. 3aJjaud U BHJIbI
nokyMeHTOB. Creruduka.

7. PacniopsautenpHas cucTeMa JOKYMEHTAllMd HErOCyAapCTBEHHOM opraHu3aluu. 3ajiadyu
U BUBI JOKyMeHTOB. Crienuduka.

8. MudopmarnmonHo-cripaBoyHasi (aHaquTHYECKas WM WHOOPMAIMOHHO-aHATUTHYECKAS )
CHUCTEMA JOKYMEHTAllMM HEroCylapCTBEHHOW OpraHM3alMM. 3aJadd U BUABI JTOKYMEHTOB.
Crnenuduxka.

9. OTueTHON cucTeMa JOKYMEHTAlMM HETOCYAAPCTBEHHOM OpraHu3aluu. 3aJaud U BHJBI
JTOKyMeHTOB. Crnenuduka.

10. Cucrema kagpoBoil JOKYMEHTAIIMM HETOCYJapCTBEHHON OpraHU3alyy. 3a1aud U BUJBI
JTOKyMeHTOB. Crnenuduka.

11. Cucrema ¢puHAHCOBOW JOKYMEHTAIlMM HETOCYJapCTBEHHON OpraHu3aluu. 3ajayu U
BUJIBI IOKYMEHTOB. Criernuduka.

12. CucremMa 1OrOBOpPHON NOKYMEHTAllMM HErOCYJapCTBEHHOW OpraHM3alliU. 3ajadd |
BHJIBI TOKYMEHTOB. Crieriuduka.

13. JlokyMeHTalusi 1Mo MaTepHallbHO-TEXHUYECKOMY OOECIIEYeHHI0 HEroCyAapCTBEHHOM
opraHu3anuu. 3aJa4i 1 BUJIbl TOKyMeHTOB. Cnenuduka.

14. JloxymeHTanus 1O HHGOPMAIMOHHOMY M JOKYMEHTAlUOHHOMY O0€CredeHUIo
JeSITeIbHOCTH HErOCy1apCTBEHHOW OpraHu3aiy. 3a1au U BUJIbl TOKyMEeHTOB. Crienuduka.

15. Cucrtemoil noKyMeHTalMM OOECIEUMBAIOLIETO0 THIIA CUCTEMa B HEToCyIapCTBEHHOU
opraHu3anuu. 3aJ1a4u U BUJIbl TOKyMeHTOB. Cnenuduka.

16. HomeHnknaTypa J1e1 HErocyAapCTBEHHOW OpraHu3aliy.

17. IlonsiTHE HErOCYAApPCTBEHHBIX OPTraHU3AINMN.

18. Tunosnorus HErocyAapCTBEHHBIX opranuzammii 1

19. OOmas xapakTepuCTHKa HOPMATHBHO-TIPAaBOBOM  0as3bl  JIEJIONMPOU3BOJICTBA
HEroCyJapCTBEHHbBIX OpraHu3alui

20. JlokymMeHTanpHOE COMTPOBOKACHUE MPOLEYPhI TUKBUIALMHU IOPUIAYECKOTO JULIA.

21.0co0eHHOCTH JOKYMEHTAJIBHBIX (POHJOB HErOCYAApCTBEHHBIX HEKOMMEPUECKUX
OpraHu3aIu.

22. JIoKyMEeHTHPOBaHHE JeSITeIbHOCTH MPO(ECCHOHATBHBIX COI030B

23. JIOKyMEHTHUPOBAHHE JIEATETLHOCTH PEITUTHO3HBIX 00bETMHEHUN



24. Oco0OeHHOCTH JTOKyMEHTAIbHBIX (OHAOB HETOCYAApPCTBEHHBIX KOMMEPUYECKUX
OpraHu3aIu.

25. JIoKyMEHTUpOBaHUE JIEATEIbHOCTH AaKIMOHEPHBIX OOIIECTB. YIpaBieHYECKas
JOKYMEHTALHsL.

26. JIOKyMEHTUPOBAHHE ACATEIHHOCTH aKIIMOHEPHBIX 00IIECTB. BhIMyCcK IIeHHBIX Oymar.



OneHOYHbIE CPEACTBA 1A MPOBEAECHUA IIPOMEKYTOYHON aTTECTAIUH

IIpuiaoxkenue 2

CTpYKTYpHBIH JII€MEHT
KOMIIETCHIINU

[InanupyemMsie pe3ynbTaThl 00y4eHus

O1ieHOYHBIC Cp€acTBa

I[HK-ZCHOCOﬁHOCTLlO OPUEHTHUPOBATHCA B 33KOH0}IaTeJ’lBHOﬁ H HOpMaTHBHO-MeTOI[H‘leCKOﬁ 0aze I/IH(l)OpMaIII/IOHHO-IIOKyMeHTalII/IOHHOFO o0ecneyeHust yYupasJjeHus 1

ApPXMBHOIO J1€JIa U CMeKHBIX o0J1acTeil

3HaTH

ouyuanvrsvie UCMOYHUKU ONYOIUKOBAHUS AKMYANbHbIX HOPMAMUBHBIX
npagosgvix akmos Pd;

OMAUYUMENbHbLE Xapakxmepucmuku 3aKOHO0amenbCemeda no
O0OKYMEeHMUPOBaAHUIO oesmelbHoOCImuU He20cy0apCcmeeHHbIX
opeanuzayull;

YPOGHU HOpMamueHo-memooudeckou bazvl JJOY u UOY;

NPUHYUNGl UOeHMUDUKAYUU HOPMAMUBHOU Cpedbl OOKYMEHMUPOBAHUS
8 Op2aHU3AYUAX 8 COOMBEMCMBUU C BUOOM ee IKOHOMUUECKOU
oesamenvHoCmu, POpMbl COOCMBEHHOCMU, OP2AHU3AYUOHHO-NPABOBOU

Gopmbl.

Bonpocs! k 3a4ery

1.JlokyMeHTHpOBaHNE
OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IlonsiTHE JOKYMEHTHPOBAHUS ACATEIbHOCTH OPraHU3aliH.

3. IloHsiTHE HETOCYIapCTBEHHBIX OpraHU3alui.

4. Tumnosnorus HEroCy1apCTBEHHBIX OPraHNU3aLUi

5. OOmast XxapakTepuUCTHKa HOPMATHBHO-TIPaBOBOW 0a3bl
JIEJIONIPON3BOICTBA HETOCYIaPCTBEHHBIX OpPraHu3alui

6. JloxymeHnTanpHOe COTIPOBOXKIEHNE
JIMKBUJALIMY FOPUINYECKOTO JIULIA.

JACATCIBHOCTHU Oopranuvsanyvun n

MPOLEAYPhI

HTorossblii TeCT MO KypCy

Bompoc 1

UTto Ha3bIBaeTCA JOKYMEHTUPOBAHUEM?

Bribepute onuH OTBET:

a. JIeITeIbHOCTh, 00ecIieurBarolas co3anue oQuIaIbHbIX
JIOKyMEHTOB U OPTaHU3AIHI0 PAabOTHI C HUMU

b. cucremaTH3aIMO JOKYMEHTOB U KOMILIEKCOB JIOKYMEHTOB

C. CO3/1aHKE, JOKYMEHTOO000pOT, XpaHEHHE U HUCIIOIB30BAHHE
JIOKYMEHTOB

d. 3anumce wHpOpManMKM Ha Pa3TUYHBIX MaTEPUATBHBIX
HOCHTEJIAX N0 YCTAHOBJICHHBIM IIPAaBHJIAM, KOTOPBIE 3aKPEIUIAIOTCS
B MPABOBBIX aKTaX U HOPMATUBHO-METOAUYECKUX JIOKYMEHTaX

Bomnpoc 2
YacTHoe JIUI0 WK TPYIIIA JIUII, ¥ KOTOPBIX ecTh QYHKIMU U
065[3aHHOCTI/I, IIOJIHOMOYHMA W B3aUMOOTHOIICHUA AJIA JOCTHXXCHUS




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

CBOHUX IIeJICH, Ha3bIBAIOTCH ...
Br16epute oquH OTBET:
a. FOPUIUIECKUMH JINTIAMHU
b. pusndeckuMu uaMu
C. Opranu3anuen
d. vHANBHU Ty aTEHBIMA TIPEAIIPUHUMATEIISIMHI

Bompoc 3

JoOpoBonbHOE  0O0IIeCTBEHHOE OOBEAMHEHHE TpakIaH,
CBSI3aHHBIX OOIIMMH IPOU3BOJACTBEHHBIMH, MPOGECCHOHAIBHBIMU
WHTEpEeCaMu MO POIYy HX JESATEIbHOCTH, CO3/IaBacMOE B LENAX
NPEICTaBUTENbCTBA W 3AIIUTHl COLMAIBHO-TPYAOBBIX TpaB U
MHTEPECOB paOOTHUKOB HA3bIBACTCH. . .

Bribepute oiMH OTBET:

a. MPO(EeCCUOHAILHBIM COOOIIECTBOM

b. mpodeccnoHaTbHBIM COIO30M

C. OOILLIECTBEHHON ITaIaTOM

d. TPyZI0BBIM KOJUIEKTUBOM

Bompoc 4

Haiinute BepHOoe mpopoinkeHue Qpasbl: «/loKkyMeHTalbHbIC
(OHJIBI BCEX OpraHU3allHid. . .»

Bri0epuTe o1uH OTBET:

a. WMEIOT CTaHAapTHBI Ha0Op TONBKO YIPaBICHYECKOU
JIOKyMEHTAIIH

b. UMEIOT COBEPILIEHHO Pa3HbI HAOOp TOKYMEHTOB

C. IMEIOT OJIMHAKOBBIN HA0Op TOKYMEHTOB

d. uMmeroT craHmapTHRIA HA0OpP Kak yNpaBICHUECKOU
JOKYMEHTAINH, TaK U JOKYMEHTAlluU 00eCIeUnBaIOIEero Tua

Bomnpoc 5
Acconmanyu 1 cOr3bl OTHOCATCS K. ..




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

BriOepute o1uH OTBET:

a. HEroCy1apCTBEHHON KOMMEPUYECKON OpraHu3alnuu

b. HerocynapcTBEHHON HEKOMMEPUYECKOW OpTaHU3aAIHN

C. FOCYZapCTBEHHON KOMMEpUECKOH OpraHu3aIiu

d. rocyjapcTBeHHON HEKOMMEPUECKOI OpraHu3aIiu

VYMeTh:

HAXo0ums  aKmyaiabHbvle peodaKkyuu HeoOX0O0UMbIX HOPMAMUBHBIX
npaABosvIX aKmos 8 UHHOPMAYUOHHO-NPABOSbIX MHmepHem-nopmanax
«Kouncynomanmpy, «l'apanmy u 0p.;

dopmuposams HOPpMAMUBHYI0 cpeoy, pe2yaupyrouyto
OOKYMEHMUPOsanue 0essmeibHOCMU He20CyOapCMEEHHbIX OP2aHU3AYUIL
8 COOMBEMCMBUU C  OPEAHUZAYUOHHO-NPABOBOU (POPMOIL,

8bIAGNAMb 8  MEKCIe  HOPMAMUBHBIX — OOKYMEHMO8  C8edeHus,
Kacarowuecsi mpebo8anull K OOKYMEHMUPOBAHUID OesmelbHOCHU
He20Cy0apCmeeHHbIX OP2aHU3AYUU,;

BbIOOpOM

IIpakTHyeckoe 3aganue Ne 2

3aganue. UneHTHUIMPOBATL HOPMATHBHYIO Cpexy AJsi
onHoii u3 caexyrmux OII®. CocraButh OubIHOrpaduyeckui
0030p. BeiGop OII® B 1aHHOM 3aJaHUH I0JI’KEH COBNAIATH €

OIl® B  KOHTpPOJBHOH paboTe (cM.

KonTposabHoii padoThI).

Crucok OIID

29. Ionnoe mosapuwecmaso

30.
31.
32.
33.
34.

Obwecmso ¢ ocpaHuieHHOt OMBEenCcmeeHHOCNbIO.
Kpecmuaunckoe (pepmepckoe) xozsticmeo.
Xosaiicmeennvie napmuepcmea.
IIpouzeoocmeennulil Koonepamus,

3aJlaHue

Hompebumenvckux Koonepamugos (10b6as u3 credyruux

dopm):

34.1. KUJTAITHBIH,

34.2. KUJIAITHO-CTPOUTENHHBIN

34.3. rapa)<Hblii KOONIEPaTHB,

34.4, CaOBOTUECKAN, OTOPOTHUYECCKUNA W  JTaYHBIA
KOOIIEpaTHB,

34.5. NOTPEeOUTENbCKUN KOOTIEPATHB,

34.6. 00111eCTBO B3aUMHOTO CTPAaXOBaHuUS,

34.7. KpPEAUTHBINA KOOTIEPATHB,

34.8. ¢doHJ pokaTa,

34.9. CEIIbCKOX03SICTBEHHBIH HOTPEOUTENBCKHI
KOOIIEPATHB.

35. O6wecmsennvle opeanuzayuu (1106as u3 credyowux Gopm):




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

35.1. MOJIMTUYECKHE TApTUU

35.2. CO3ZaHHBIE B  KAauyeCTBE IOPHUAMYCCKHUX  JIHI[
podeCCHOHANTbHBIE COIO3HI (TTPO(COI03HBIC OPTAHM3AITIH ),

35.3. oprasbl O0IIECTBEHHON CaMOACSITEeILHOCTH,

35.4. TEPPUTOPHAITEHEIE 0OIIIeCTBEHHBIE
CaMOYIPaBIICHHS.

36. Accoyuayuu (coroswi), (10bas uz creoyrouwux Gopm):

36.1. HEKOMMEpUYECKHUe MapTHEPCTBA,

36.2. caMoperyJImpyeMble OpraHn3aIlny,

36.3. o0BbenuHeHus: paboTomaTenei,

36.4. 00BbeAMHEHUS POPECCHOHAILHBIX COI030B,

36.5. KOOTIEpaTHBOB M OOIIECTBEHHBIX OpTaHM3AIIHIA,

36.6. TOPTOBO-TIPOMBIIIIICHHBIE,

36.7. HOTapHaJIbHBIE MaIaThI.

37. Tosapuwecmea cOOCMBEHHUKOB HCUIbS
38. Kaszauvu obuecmea

39. @onowi:
39.1. 00II[ECTBEHHBIE
39.2. OIaroTBOpUTENbHBIE (DOHIIBI.

40. Penueuosuvie opeanuzayuu.
41. Ilybnuuno-npasogvle KOMNaHUuu
42. Aosokamckue 06paz08aHus.

Memoouueckue pexomenoayuu

OtBeT Ha 3ajlaHMe JO/DKCH OBbITh IMPEACTABICH B BHUIE
0030pa HOPMATHUBHBIX MPABOBBIX AKTOB.

IMpy wuACHTUDHUKANMK HOPMATHUBHON Cpeibl  ClieayeT
onupathcs Ha pexkomeHmanmu 1.5. TOCT P MCO 15489-1-2007
«CUBW/I. Yupasnenne nokymeaTamu. OO0mue TpeOoBaHM:

HopmatuBHast cpefia BKITIOYAET B ceOS:

a) 3aKOHBI M HOPMATHBHBIC AKTHI, pEryaupyonme chepy
JICIIOBOM JICATENILHOCTH B IEJIOM M B CHENM(UIESCKUX OTpacisiX, B




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

TOM YHCJIC 3aKOHBI W HOPMATUBHBIC AKTbI, OTHOCAIIHUCCA

HEMOCPEICTBEHHO K JOKYMEHTaM, apxMBaM,  JOCTYILY,
KOH(DUICHIINATEHOCTH, JI0Ka3aTebCTBaM, 3JIEKTPOHHOU
KOMMEPIIUH, 3aIUTe TaHHBIX, HH(OPMAITUH;

b)  cTaHmaprsl, OTHOCAIITUECS K  MPaKTUYECKOM
JIeSITEIbHOCTH;

C) mpaBWia PEKOMEHIATEIHHOTO XapaKTepa, OTPaKaroIIHe
MEepEI0BOM OIIBIT;

d) noOpoBONBEHO TIPUMEHSEMbIE STHUYECKHE KOACKCHl U
HOPMBI,

e) UACHTUDUITUPYEMbIS COITHAIbHBIC OXKHJTAaHUS
(moTpeOHOCTH),  Kacaroluecs  aJCKBaTHOTO  ITIOBEJACHHS B
CrierpUIECKOi OTPACITH WA OPTaHU3AIIHY.

Bri6upas HopmatuBHBIE TpaBoBbie akTh it OI1D, cnenyer
pacrpenemnsiTh 170:¢ o YPOBHSIM (cm. YPOBHH
HOpMaTHUBHO-METOAMYECKOH 0a3wl B Paznene 2).

I[Ipu  odopmieHUM WCTOYHUKOB YKa3bIBaTh HAa3BaHUE
JIOKyMEHTa, JaTy W3JaHus, aBTOpa, ITyHKTHI, TJIaBbl M T.IL,
permaMeHTHupyromme padoTy ¢ JTOKyMEHTaMH, €Clld He BECh
WCTOYHUK TOCBAIICH JOKYMEHTHPOBAHHUIO.

Bce ymomsiHyThle B 0030pe HMCTOYHHUKUA JIOJIKHBI OBITh
nedctByronuMu.  CTaTyCc HMCTOYHHMKOB (IeHCTByromui / He
JIEACTBYIOIIUI) CIIEyeT MPOBEPSATH 110 HH()OPMAIIMOHHO-TTPABOBBIM
noptanam «Koncynbrantllmocy, «I"apaar», «Koaeke» u ap.

Bnagets:

HABLIKAMUY AHAU3A YPOBHU HOPMAMUSHO-memoouyeckou oaswl JJOY u

Hoy;

Memooamu UOeHMUDUKAYUU HOPMAMUBHOU CPedbl Ot KOHKPEIMHOU
OpeaHu3ayUYU UL MUNA OP2aAHU3AYULL,

cnocobamu

HOpMamueHo-MeToanaeckyto oazy [0V u UOY;

()eMOHcmpauuu YMEHUA anaiusupoeamabs

KonTtpoannas padora
COCTaBHTH pedepaT 1o TeMe:

«/IoOKyMEHTUpOBAaHHE NIE€ATEIBHOCTH HETrOCYIapCTBEHHOMN
opraam3anuu (yka3aThb BBIOpAaHHYIO OpPraHM3AIMOHHO-TIPABOBYIO
¢dopmy)». Buapl opraHn3zalOHHO-TIPaBOBBIX (HOPM IPHUBEICHBI
Hke. OHU He JOJDKHBL  TTIOBTOPSITHCS B TPYIINE




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

TpeboBanus k pedepaty

ConeprkaHue JT0HKHO JIEMOHCTPUPOBATH CIICAYIONIHE 3HAHUS
1 YMEHUS CTYICHTOB:
3uanue:
- cneyuguueckux uepm  OOKYMEHMUPOBAHUS — OessMelbHOCMU
He20CyOapCmeeHHblX Opeanu3ayull;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (POPM HE20CYOAPCMEEHHbIX
KOMMEPUYECKUX U HEKOMMEPUECKUX OP2AHU3AYULL
- mMunoeo2o cocmasa cucmem OOKYMEHMAayuu, GopMupyiowux
OOKYMEHMANbHBIU POHO HE20CYOAPCMEEHHBIX OPeAHUZAYUIL,
- cnocobos u cpedcme OOKYMEHMUPOBAHUs, NPUMEHSEMbIX 8
npoyecce 0esimenbHOCIU He20CYOAPCMBEHHbIX OPeAHU3AYULL

- HOPMAMUBHO-NPABOBHIX aKmoe, PecRAMEHMUPYIOUJUX
OesiImeNbHOCIb U ee QOKYMEHMUPOBAHUE 6 He20CYOapCMEEeHHbIX
OpeaHU3aYUSIX.

Ymenue

- cocmasums HOPMAMUBHO-NPABOBYIO 0A3y OOKYMEHMUPOBAHUsL
OesimeNlbHOCU KOHKPEMHOU 0p2aHu3ayuu;

- COCMABUMb NPOEKM HOMEHKIAMYPbl 0el OP2AHU3AYUL, UCX005 U3
MUN0B020 COCMABA CUCEM YNPAGIEHYECKOl OOKyMeHmAayuu,
OpP2aHU3AYUOHHLIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMOS,
Pe2NaAMEHMUPYIOUUX 0esAmenbHOCHb He20Cy0apcmeeHHOol
opeanuzayuU.

Tunosoii mJaH pedepara
9. XapaktepucTHKa  OpPraHU3alMOHHO-TIPAaBOBOM  (OPMBI
(OIl®) merocymapctBeHHO# opranm3anuu. (JKematembHO
NPUBJICYCHNE CTATHCTHUECKUX JAHHBIX O TOM, CKOJIBKO B
Poccun/ permone/obmactu/ TOpoae  3aperucCTPHUPOBAHO
opranmzanuii nanHo OI1D).
10. O0mas  xapakTepuCTUKa  YIpaBIICHWs] OpraHu3amuei




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

11.

12.

13.

14.

15.

naxHoi OIId.

OCHOBHOHl COCTaB HOPMAaTHBHO-IIPABOBBIX [TOKYMEHTOB,
PErIaMeHTHUPYIOIIUX ACATEIbHOCTh HErocyAapCTBEHHOM
opraauszanuu ganHoi OIID (cm. [IpakTuueckoe 3aganue 2).
XapakTepucTHKa JAOKYMEHTaJIbHOTO (DOHIA (JOKYMEHTOB,
ux KOMILJICKCOB u CHUCTEM JOKYMEHTAlLllH,
(dopMHpYIOIIMXCS B JAESTEIBHOCTH HETOCYJapCTBEHHON
OpraHU3aIlHN);

OpraHU3alMOHHO-TIPAaBOBAas JOKyMEHTALN,
IUIaHOBAs JOKYMEHTALIHS;

pacniopsiAuTeNbHas JOKyMEHTaLNs;
UH(POPMALMOHHO-CIIPABOYHAs u
CIPaBOYHO-aHAINTHYECKAs JOKYMEHTALIHS;
OTYETHAas IOKYMEHTALHS,;

e JIOKYMEHTalMss 1O o0ecrneueHuro Kaapamu (110
JMYHOMY COCTaBY);

e (uHaHCOBas NOKyMeHTanusi (OyXralTepcKuil yder
Y OTYETHOCTD);

e JIOKYMEHTalUss 10 MAaTEepPHaJbHO-TEXHUUECKOMY
00€eCIeYeHHIO;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e JIOKyMEHTaluss IO  JOKYMEHTalHOHHOMY H
WHPOPMALMOHHOMY O00ECHEeUCHHIO NesATeILHOCTH
YUPEKICHUS;

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

Ananus pUMEPHOH HOMEHKJIaTypBbl aen
HETOCYIapCTBEHHOM OpraHU3aIlNy.

CriocoObl U cpejicTBa JIOKYMEHTUPOBaHUSI WHPOPMAILIUN B
HETOCYIapCTBEHHOH OpraHu3alun

[lopsimoxk  XpaHeHHS JTOKYMEHTOB HEroCyIapCTBEHHOM
opranmzanuu qanHor OI1D.,
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16. Cnucok nutepaTypbl U HCTOUHUKOB.

Cmpyxkmypa peghepama: TUTYIbHBIH JIACT, OTJIABICHHE,
BBE/ICHWE, OCHOBHAs 4YacTh, pa30OWTas Ha TMYHKTHl (ITyHKTBHI
03arJIaBJICHbl), 3aKJIIOYEHHE, CIUCOK JIMTEepaTypbl, NPUIOKEHHE
(Ipu HEOOXOTUMOCTH).

Obvem pedepara TODKEH COCTABIATH HE MeHee 15 cTpaHuIl
(o cnircka nutepatypsl) (14 mpudr yepes 1,5 untepsana).

KiroueBble c10Ba M 3arojoBKH pa3/ielIOB JOIKHBI UMETh
pa3HbIe MPUPTOBHIC BHIACICHHS.

Huratselii Matepuan pedepata ohopMIsIeTcss B COOTBETCTBHHU C

HOpMAaTUBaMH  HAy4YHbIX  pa0OT (CHOCKM ¢  yKa3aHUEeM

JUTEPATypHOT0 HCTOYHHUKA, HOMEPA CTPAHHIL 0053aTEIIbHEI).
TemaTuka pedepatoB no Kypcy

1) Jlokymenmuposarnue oessmenbHOCmU NOAHBIX MOBAPUUECIE

2) Jokymenmuposanue OoesimenbHOCmu obwecms c
02PAHUYEHHOU OMEEeMCMEEHHOCHDIO.

3) Hoxymenmuposanue oesmenbHOCHU KPEeCmbsIHCKUX
(¢hepmepckux) xozsaiicms.

4) Joxymenmuposanue — OesimenvbHOCMU — XO3SAUCMEEHHbIX
napmHepcms.

5) Jdoxymenmuposanue OesmeibHOCMU NPOU3BOOCECHHBIX
KOONepamueos.

6) Hoxymenmuposanue OesmenbHOCMU NOMPEOUMENbCKUX
Koonepamueog (BHIOPATh JTIOO0YIO U3 CICTYIOMINX HOpM):

7) SKWIHIIHBIH,

8) KMIIHIIHO-CTPOUTETBHBIN

9) rapakHbIH KOOIIEPATHB,

10) capoBogUecKHii, OTOPOTHHYECKUI U TAYHBIH KOOTIEPATHB,

11) noTpeOUTENBCKHIA KOOTIEPATHB,

12) o01iecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBIH KOOTIEpaTHB,
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14) dounx npokara,

15) cenbckoX03sHCTBEHHBIN TOTPEOUTETBCKUI KOOTIEPATHB.

16) Hoxymenmuposanue — OessmenvHocmu — 0OWECMEEHHBIX
opeanuzayuil (BBIOPATh JIIOOYIO U3 CIASAYIONIHNX (GOPM):

17) nonuTHYecKue mapTum,

18) cosnanubIe B KauecTBe FOPUAMYECKUX hiuziig
npohecCHOHAIBHBIE COI03bI (IMTPO(COO3HBIC OPraHU3aIINN ),

19) opranbl 00IIIECTBEHHON CaMOIESATEILHOCTH,

20) TepputopuanbHbie 0OIIECTBEHHBIE CAMOYTIPABICHHS.

21) Jloxymenmuposanue desimenvrocmu accoyuayuii (Co0308),
(BBIOpATH IFO0YIO U3 CIEAYIOMHX POPM):

22) HEKOMMEpUYECKHUE MapTHEPCTBA,

23) camoperyaupyeMbie OpraHu3aIiim,

24) o6benuHEeHUS paboToIaTeNeH,

25) o6beauHeHUs MPO(ECCHOHABHBIX CO030B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTaHU3AIINH,

27) TOProBO-TIPOMBIIIIICHHBIE,

28) HOTapHaJIbHBIC MAJIATHI.

29) Jlokymenmuposanue OdesimenbHOCIU mogapuujecma
COOCMBEHHUKOB HCUBSL.

30) Hoxymenmuposanue desmenbHoCmu Ka3a4bux oouecms.

31) Hoxymenmuposanue Oesmenvnocmu Gonoos (BHIOpPATH
o010 U3 claeayromux GopM):

32) ob1ecTBEHHBIE

33) GuaroTBOpHTEIBHBIC (POHIIBI.

34) Jlokxymenmuposearue oesamenbHoCmu PENUSUOHBIX
opeanuzayuil.

35) Jlokymenmuposanue OesimenbHOCMU  RYOIUYHO-NPABOGIX
KOMNAHui.

36) Jloxymenmuposanue odesamenbHoCmu aA0BOKAMCKUX

obpazosanuil.
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IK-26

BJIAJI€HHEM HaBBbIKAMH oﬁpaﬁoncn AOKYMEHTOB Ha BCE€X ITanax

IlOKyMGHTOOﬁOpOTa, CUCTEMATU3ALIUU, COCTABJICHHUS HOMECHKJIATYPbI J€J1

3HaTh

NPUHYUNBL  cUuCmeMamusayuy U - Kiaccu@urayuu  OOKYMeHMO8,
KOMNIeKC08 OOKYMEHMO8, CUCeM OOKYMEHMayuu,;

Ha3HaueHue HOMEeHKIAmypbl 0el OP2aHU3AYUU;

NPUHYUNBL CUCTNEMAMU3AYUU OOKYMEHMANbHO20 (POHOA OpeaHU3aYUl;
NPUHYUNBL  cucmeMamusayuy U - Klaccugurayuu - OOKyMeHmoas,
KOMNIeKCO8 OOKYMEHMO8, CUCeM OOKYMeHMayuu,;

NPUHYUNBL CUCEMAMU3AYUY OOKYMEHMANbHO20 POHOA OP2AHU3AYUU,
Munoeot Habop cucmem OOKyMeHmayuu 1000t Op2anu3ayuu

Bonpocs! k 3a4ery

1.0cobennocTH JOKYMEHTAJIbHBIX ¢doHI0B
HErocyJJapCTBEHHBIX HEKOMMEPUECKUX OpraHU3aIlHii.

2. JIOKyMEHTHPOBaHHE IESITENbHOCTH NPO(eCcCHOHATBHBIX
COI030B

3. JIOKyMEHTHpPOBAaHHE  JEATEIbHOCTH  PEIMTMO3HBIX
00BbeTMHEeHN I

4.  JIOKyMEHTHUPOBAaHHUE  JEITEIBHOCTH  aKIMOHEPHBIX
o0rmiecTB. YTpaBieHYecKas: JOKYMEHTAIHSL.

5. JokyMeHTHMpOBaHUE  JEATEIbHOCTH  aKUHOHEPHBIX
o0miecTB. BeImyck 1ieHHBIX OyMmar.

6. Homenkmnartypa z1e1 HerocyJapCTBEHHOM OpraHU3alny.

7.CriocoObl JOKyMEHTHPOBAHUSI U €T0 PE3YJIbTATHI.

HToroswlii TECT 11O KypCy

Bompoc 1

Kakas w3 mnepeuncieHHbIX cucTeM jgokyMmeHrtanuun HE
OTHOCHUTCA k ynpaBneHUeCKOM?

Bribepute oiMH OTBET:

a. CrucreMa SKOJIOTHIECKON TOKYMEHTAITUH

b. Cucrema puHAHCOBOW JOKYMEHTAIIUN

C. HoxymenTarius 1o MaTepUaAIbHO-TEXHUYECKOMY
00ecreyYeHNIO

d. Cucrema 1OTOBOPHOM JOKYMEHTAIIUU

Bomnpoc 2

YkaxxuTe nmpaBUIbHOE MpooibkeHne ¢passl «/loxymeHTarms
M0 PBIHKY LICHHBIX OyMar...»

Bribepute onnH OTBET:

a. He BXOJUT B HOMEHKJIATYpY JAeJ, TaK KaK He OTHOCHUTCS K
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KOMIIETEHIIMU OT/eNa 1eJI0NPOU3BOICTBA

b. BXOOUT B HOMEHKJIATYpPY M€l NPH YCIOBHUHM HAINYMS
PE3EPBHBIX Pa3iEiIoB

C. HE BXOJUT B HOMeHKJIatypy Aen AO, Tak Kak He SBJseTcs
YIIPABJIECHYECKOU

d. BxomuT B HOMeHKmatypy nen AO HapaBHEe ¢ IPYTHMH
CHUCTEMaMH

YmeTh

ucxoos u3z euoa
cobcmeeHHocmu U

onpeoenams COCMas cucmem OOKYMeHmayuu,
IKOHOMUYECKOU — O0essmenbHOCmU, — (PopMbl
OP2aAHU3AYUOHHO-NPABOBOL (POPMbI OPAHU3AYUU
NONb308AMbCS. HOMEHKAAMYPOU 0ell OP2AHU3AYUL;
00bACHAMb  CMPYKMYPY OOKYMEHMANbHO20 (HOoHOA OpeanHuzayul,
UCX00s5 U3 CneyuduKru He2ocyoapCmeeHHOU OP2aHU3aAYULL.

IIpakTH4yeckoe 3aganue Ne 2

3ananne. UnenTuguuupoBaTh HOPMATUBHYIO Cpexy IJIsl
onnoi n3 caexyromux OIIPD. CocraButre OubaIHOrpaduvecKuii
0030p. Boioop OII® B g1aHHOM 3aJaHUU JI0JIKEH COBMAAATH C
BeiOopom OII® B KOHTPOJILHOW palore (cM. 3axaHHe
KouTtpoabHoii padoThI).

Crnucox OIID

43. Ionnoe mosapuwecmso
44. Obwecmeo ¢ oepanuieHHOU 0OMEEemCcmEeHHOCTNBIO.
45. Kpecmobsanckoe (ghepmepcroe) xo3siicmao.
46. XossicmeeHnvle napmHepcmad.
47. Ilpousso0cmeenHblil KOONEPamus,
48. [lompedbumenvckux Koonepamueog (m0das u3 Caeoyiouux

dopm):

48.1. SKHJIUIIHBIN,

48.2. SKAJTUIIHO-CTPOUTEIBHBIN

48.3. rapaXHblii KOOIIEPaTHB,

48.4, CaJOBOIYECKUM, OrOPOJHUYECKUH U  JTAYHBIN
KOOIIepaTHB,

48.5. MOTPEeOUTENbCKUI KOOTIEPATHB,

48.6. 00IIIECTBO B3aMMHOT0 CTPAaxOBaHUS,
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49.

50.

ol.
52.
53.

54.
55.
56.

48.7. KpeAUTHBIA KOONEpaTuB,

48.8. (doHI IpoKaTa,

48.9. CENbCKOX O3S CTBEHHBIIM HOTPEOUTENLCKHIA
KOOIIEPATHB.

Obwecmeentble opeanuzayuu (1r00as u3 credyiowux ¢opm):

49.1. MOJIMTUYECKHUE TTAPTUHU

49.2, CO3/IJaHHBIE B KAaueCTBE IOPUAMYECKHUX  JIMII
npodeccuoHaIbHbBIE COFO3BI (PO COI03HBIE OPTaHU3AIINH ),

49.3. Oprassl OOIIECTBEHHON CaMOAESITeILHOCTH,

494, TEPPUTOPHAITEHEIE 00IIIeCTBEHHBIE
CaMOyIPaBIICHHS.

Accoyuayuu (cow3svl), (nobas uz credyiowux gopm):

50.1. HEKOMMEPYECKHE NTapTHEPCTBA,

50.2. caMoperyJIMpyeMble OpraHn3allny,

50.3. o0BeAHEeHNs paboTonaTeNeH,

50.4. 00beAMHEHUS POPECCHOHAIIBHBIX COI030B,

50.5. KOOIIEPATHBOB U OOIIIECTBEHHBIX OPTraHU3aIIHH,

50.6. TOPTOBO-TIPOMEBIIIIICHHBIE,

50.7. HOTapHAaIlbHBIE MaTaTHhI.

Tosapuwecmea cob6CMEBEHHUKOB HCUTbSL
Kaszauvu obwecmesa

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

Penucuosnvie opeanuzayuu.
Ilybnuuno-npaeogvie Komnanuu
Aodsokamckue 06pazosanus.

Memoouueckue pexomenoayuu
OTBer Ha 3afjaHue JOJDKEH OBITh MPEICTAaBICH B BHIE

0030pa HOPMATHUBHBIX MMPABOBLIX aKTOB.

Ilpn wneHTHQUKAIIMA HOPMATHUBHON Cpeanl  CIEIyeT
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ommpathcs Ha pexkomenmanmu 1.5. TOCT P UCO 15489-1-2007
«CUBU . Ynpaenenune nokymeHTamu. O01iue TpedoBaHms»:
HopMmaTtuBHas cpeia BKIIOYAET B CeOs:
a) 3aKOHBl U HOPMATUBHBIC aKThI, pErylupymomme chepy
JICIIOBOM JIEATEIIBHOCTH B IIEJIOM M B CIEIU(DUUCCKUX OTPACIX, B
TOM 4YHCIE 3aKOHBI M HOPMATHBHBIC aKThl, OTHOCSIIHECS

HEMIOCPEICTBEHHO K  JOKyMEHTaM, apxuBaM, JOCTYyILy,
KOH(HICHIINAILHOCTH, JI0Ka3aTeNIbCTBAM, ANIEKTPOHHOM
KOMMEPIIHH, 3aIIUTe JaHHBIX, HH()OpMAIIH;

b)  crammapTel, OTHOCSIIHECS K  TPAKTHIECKOM
JeSITeTHbHOCTH;

C) MpaBWJia pEKOMEHIATENLHOTO XapaKkTepa, OTpakarolue
MEPEAOBOH OIIBIT;

d) n0OpOBOJILHO TNPUMEHSEMBIC O3TUYECKHE KOJCKCHI U
HOPMBI;

e) UACHTUDUITUPYEMbIE conuaIbHbIE OXKUJAHUS
(motpebHOCTH), Kacaroluecs  aJCKBaTHOTO  TIOBEJCHHS B
CreIU(pUICSCKON OTPACITH WIIH OPTaHHU3AIINH.

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

I[lpu  odopmieHNHM HCTOYHWMKOB YyKa3blBaTh Ha3BaHHE
JIOKyMEHTa, JaTy W3/JaHus, aBTOpa, IyHKThI, TJIaBBI M T.IL,
permamMeHTrupyronme paboTy ¢ [IOKyMEHTaMH, €clld He BECh
WCTOYHHK TOCBAIIEH JOKYMEHTHPOBAHHUIO.

Bce ymomsiHyThIE B 0030p€ WCTOYHUKH JIOJDKHBI OBITH
nedctByronumu.  CTaTyCc HWCTOYHHMKOB (IeHCTByromuil / He
JICHCTBYIOIIHUH) ClIeyeT MPOBEPATH 110 MHOOPMAIIMOHHO-ITPABOBBIM
nopranaM «Koncynsrantllmtocy, «I'apraT», «Komeke» u np.

Bnanets

NPUHYUNAMU COCMABACHUSL HOMEHKAAMYPbL Oel OP2AHU3AYUU,
MemooamMu KOMNIEKMOBAHUSL 0eJl;

KonTtpoasnas padota
KonTtpoJasHas padota
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npakmudyeCKumu - HA6blKaMu  noJab306AHUA 06%{6])06‘6‘“116‘7(”]\/1”
8€00MCIMBEHHBIMU nepedYHbIMU munoevlx ()OKymeHmoe

u

COCTaBUTH pedepaT 1Mo TeMe:

«/lokyMeHTHpOBaHHE [EATENBHOCTH HEroCyIapCTBEHHON
opraam3anuu (yka3aThb BBIOpAaHHYIO OpPTaHH3AIHOHHO-TIPABOBYIO
¢dbopMy)». Buael opraHu3alMOHHO-TIPABOBBIX (OPM IPUBEICHBI
Hrke. OHU HE TOJDKHBI  TIOBTOPSITHCS B TPYIIINE

TpeboBanus k pedepaty

CopneprkaHne TOJDKHO IEMOHCTPUPOBATH CICAYIOIINE 3HAHUS
¥ YMEHHS CTYICHTOB!
3nanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA  OesAMelbHOCMU
He20CyO0apCmeenHbiX Opeanu3ayull;
- OCHOBHBIX OP2AHUZAYUOHHO-NPABOBLIX POPM HE20CYOaPCMEEHHbIX
KOMMePYecKUX U HeKOMMEPUEeCKUX OpeaHu3ayull;
- mMunoeoeo cocmaga cucmem OOKYMEHMayuu, Gopmupyowux
O0OKYMEeHMANbHbI (HOHO HE20CYOapCMEEHHbIX OPLAHUAYULL,
- cnocob6os u cpedcms OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8
npoyecce 0esimenbHOCMU He20CYOapCMEEHHbIX OP2aAHUAYULL
- HOPpMAMUBHO-NPABOBHIX axkmos, pecnamenmupyouux
oesamenbHoCmb U ee OOKYMEeHmUposanHue 6 He20cyO0apCmeeHHbIX
OpP2aHU3AYUAX.
Ymenue
- coCmasums HOPMAMUEHO-NPABOBYI0 6Aa3y OOKYMEHMUPOBAHUs
OesamenbHOCMU KOHKPEMHOU Op2aHU3ayUU;
- cocmasums NPOeKm HOMEHKIAMYpbl 0ell OP2aHU3AYUY, UCXOO0S U3
MUN0BO20 COCMABA CUCMEM YNPABIEHYECKOU OOKYMEeHMAyuu,

OpP2AHU3AYUOHHBIX U HOPMAMUGHO-NPABGOGLIX  OOKYMEHMOS,
PeamMeHmupyrowux 0esAmenbHOCHb He20Cy0apcmeeHHou
opeaHuzayuU.

TunoBoii mnuaH pedepara
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17.

18.

19.

20.

XapakTepucTHKa  OpPraHU3alMOHHO-TIPAaBOBOM  (OPMBI
(OIl®) merocymapctBenHoil opranm3anun. (JKematembHO
NPUBJICYCHNE CTATUCTHYECKUX NAHHBIX O TOM, CKOJIBKO B
Poccun/ perumone/obmactei/ Topojie  3aperMCTPUPOBAHO
opranuzanuii fanHoi OIID).

OO0mass XapakTepuUCTHKa YIIpPaBIEHUS  OpraHu3aluei

nanuoit OI1D.

OCHOBHOM COCTaB HOPMATHBHO-TIPaBOBHIX JIOKYMEHTOB,

PErIaMEeHTHUPYIOIIUX ACATEIIbHOCTh HEroCyAapCTBEHHOM

opraam3anmu ganHoi OII® (cwm. [IpakTrueckoe 3aganmne 2).

XapakTepucTHKa JAOKYMEHTaJIbHOTO (DOHIA (JOKYMEHTOB,

ux KOMIIJIEKCOB u CHUCTEM OOKYMCHTAIUU,

dbopMupyIOIIUXCA B AEATEIBHOCTH HETOCYIapCTBEHHON

OpraHU3aINN);

OpraHn3alluOHHO-TIpaBOBasd JOKYMCHTAIUA,

IJ1aHOBasd JOKYMCHTAIIUs,

pacropsaauTeiibHasd JOKYMCHTAINAA,

WHPOPMAITMOHHO-CITPABOYHAS u

CIPaBOYHO-aHAINTHYECKAS JOKYMECHTAIIHS;

OTYETHAas IOKYMEHTALHS,;

e JIOKYMEHTalMss 1O oOecneueHuro Kaapamu (I0
JMYHOMY COCTaBY);

e (uHaHCOBas AOKyMeHTalus (OyXTaaTepcKuid yder
Y OTYETHOCTb);

o JOKYMCHTalMsA 110 MarcpualbHO-TEXHUYCCKOMY
00ecITeueHnIo;

®  JIOTOBOpPHAS JOKYMEHTALHS,

e JIOKYMEHTaluss 1O  JOKYMEHTAallHOHHOMY H
WHPOPMALMOHHOMY O00ECHEUCHHIO NeATeILHOCTH
YUpEKACHUS;

o JAPYyrue CHUCTEMBI NOKYMCHTAIMM, BKJIOYasd MU TC,
KOTOPbIE OTPAXKAIOT OCHOBHYIO JAEATEJIBHOCTD U T. 1.
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21. Anamus pUMEpHOU HOMECHKJIATYPBI Jen

HETOCYIapCTBEHHON OpraHU3aIIH.

22. Crioco0bl U CpencTBa JOKYMEHTHPOBAHUS WH(DOpMAIu B

HEroCyIapCTBEHHON OpraHru3aluvu

23. Tlopsimok  XpaHeHHsI JOKYMEHTOB HETrOCYJAapCTBEHHON
opranuzauuu faHHou OIID.
24. CnHcoK IUTepaTypbl U HCTOUHUKOB.

Cmpyxkmypa pegepama: TUTYIBHBIA JUCT, OTJIaBJICHUE,
BBE/ICHHE, OCHOBHAs 4YacTh, pa30OWTas Ha TMYHKTHl (ITyHKTHI
03arJIaBlICHbl), 3aKJIIOYEHHE, CIUCOK JIMTEepPaTyphl, NPHIOKEHHE
(Ipr HEOOXOTUMOCTH).

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

KitoueBbie cioBa M 3arojIOBKH pas3ziefioB JOJDKHBI UMETh
pa3HbIe MPUPTOBHIC BHIICICHHS.

LluratHeii Matepuan pedepata opopmiIsSeTCS B COOTBETCTBHU C
HOpPMaTHBaMM  Hay4YHBIX  pabOT  (CHOCKM C  yKa3aHHeM
JUTEPATypHOTO HCTOYHHUKA, HOMEPA CTPaHHIL 0053aTEIIbHBI).
TemaTuka pedepatoB no Kypcy
1) JHoxymenmuposanue OeamenbHOCmuU NONHbIX
mosapuujecms
2) [oxymenmuposanue  OesmenvHocmu  obujecms ¢
02PaHUYEeHHOU OMBEMCMEEeHHOCMbIO.
3) Jloxymenmuposanue OeamenrbHOCmU — KPeCMbsHCKUX
(dhepmepckux) xossaticma.
4)  JJoxymenmupoganue OesamenbHOCmu XO3AUCMEEHHbIX
napmuepcmes.
5) Hoxymenmuposanue
NPOU3800CMBEHHBIX KOONEPAMUBOS.
6) [oxymenmuposanue desmenbHOCmU NOMPeOUMenbCKUX
Koonepamusog (BbIOpaTh OOy U3 CIEIYIOIIUX

oesmenbHoCmu
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bopm):

7) SKUIAIIHBIH,

8) I KWIHMIIHO-CTPOUTEIBHBIN

9) rapaXHbIH KOOIIEPATHB,

10) capoBogueckuid,  OTOPOAHMYCCKMA W Ja4YHBIN
KOOTIEPATHB,

11) noTpeOUTENBCKHIi KOOTIEPATHB,

12) o01ecTBO B3aMMHOTO CTPaXxOBaHUS,

13) KpeauTHBIH KOOTIEpaTHB,

14) boux npokara,

15) cenbckoX03sHCTBEHHBIN HOTPEOUTEBCKHI
KOOTIEPATHB.

16) Hoxymenmuposanue Oessmenvrocmu 00WecmeeHHbIX
opeanuzayuii (BBIOPATH JIIOOYIO U3 CIASAYIONIHNX (GOpM):

17) nonuTHYeckue mapTum,

18) co3maHHble B KayecTBE  IOPUAMYECKUX  JIHIL
npodeccunoHanbHbIC COIO3BI (mpodcoro3nbie
OpraHu3aIuin),

19) opranbl 00IIIECTBEHHON CaMOIESATEILHOCTH,

20) TeppuTopuanbHbIE O0IIECTBEHHBIE CAMOYIIPABJIECHUS.
21) Jlokymenmuposanue — OesmenbHOCMU  ACCOYUAYULL
(cor0308), (BEIOpATh MHOOYI0 U3 CIIeAYONNX (HOpM):

22) HEeKOMMepUYECKUe MapTHEPCTBA,

23) caMoperyaupyeMble OpraHU3aIinm,

24) oObeauHEeHUs paboToaTeNeH,

25) oObeauHeHUs MPO(eCCHOHATBHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTaHU3aIINH,

27) TOProBO-TIPOMBIIIICHHEIE,

28) HOTapHaJbHBIC MANATHIL.

29) Jlokymenmuposanue OesimenbHOCMU — MOBAPUUIECTNE
COOCMBEHHUKOB HCUTBSL.

30) JJoxymenmuposanue desimenbHOCuU Ka3aubux




CTpYKTYpHBIH 2JI€MEHT
KOMIIETCHIINU

[Inanupyemsle pe3ynpTaThl 00y4eHus

O1eHOYHBIE CPEICTBA

JITK-2¢cnoco0HOCTHI0 OPUEHTHPOBATHCH B 3aKOHOAATEIbHOII 1 HOPMATHUBHO-METOU4YeCKOi 0a3e HHPOPMANMOHHO-TOKYMEHTAIHOHHOI0 o0ecrevyeHus ypaBJjeHus U

ApPXHBHOIO JeJIa M CMEeKHBIX o0JacTeil

obwecms.

31) Hoxymenmuposanue oesmenvrocmu (ondos (BbIOPATH
Mo0y10 13 cienyrmux Gopm):

32) obiecTBeHHBIE

33) 6maroTBopuTEIBHBIE (HOHIHI.

34) Hdoxymenmuposanue — 0esmeibHOCMU — PENUSUOZHBIX
opeanuzayuil.

35) JJoxkymenmuposanue dessmenvHoCmu
nYOIUUHO-NPABOBLIX KOMNAHULL.

36) Hdoxymenmuposanue — OesmeibHOCMU — AOBOKAMCKUX
obpazosanuil.

IIK-20
AOKYMEHTAMHM,

CMOCOOHOCTHIO MCTOJIL30BATH NMPABHJIA OPraHU3alHM BCeX ITANOB padoThI ¢

B TOM YUCJ/IC APXUBHBIMU TOKYMCHTAMHU

3HaTh

npasuia opeaHu3ayuLu OOKyMeHMUpO8aHus 0esameibHOCmu U eé
0CObDEHHOCMU 8 He20CYOAPCMBEHHBIX OPSAHUZAYUAX

npasuIa cucCmemMamu3ayuu OOKyMeHmaIbHo20 onoa
He20Cy0apCmMEeHHbIX OPeaHU3ayuLl

Bomnpocel K 3a4eTy

1.0praHu3anioOHHO-TIPAaBOBas  CHUCTEMa  JIOKYMCHTAIUU
HEroCyJJapCTBEHHOW OpraHu3alvu. 3aJadyd U BUABI JTOKYMEHTOB.
Crenuduxka.

2. IlnaHoBasi cHcTeMa JIOKYMEHTAIMH HETOCYIapCTBEHHOM
opraHusaivy. 3a1a4u U BUIbI TOKyMeHTOB. Crieruduxka.

3. PacniopsiqurensHas cucrema JOKYMEHTAIu!
HETOCY/IapCTBEHHOH OpraHu3anuu. 3aJadd W BHUJIBI JOKYMEHTOB.
Crenuduxka.

4. OTueTHOW cHCTeMa MOKYMEHTAIlMH HErOCYyIapCTBEHHOM
opraHu3zanyy. 3a1a4u ¥ BUIBI TOKyMeHTOB. Crienuduka.

5. Cucrema KaapoBON JOKYMEHTALMM HETOCYAAPCTBEHHOMN
OpraHu3alyy. 3aja4u ¥ BUAb! T0KyMeHTOB. Crienuduxka.

6. Cucrema (MHAHCOBOI JJOKyMEHTAIIMU HErOCYIapCTBEHHOM
OpraHu3alyy. 3aa4u ¥ BUAbI 10KyMeHTOB. Crienuduxka.

7. CucreMa JOrOBOPHOM TOKyMEHTAlMN HETOCYAAPCTBEHHON
opraHuszanyy. 3a/1a4u ¥ BUIbI TOKyMeHTOB. Crienuduka.

8.  JlokyMeHTammsi 1O  MaTepHAbHO-TEXHUYECKOMY
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00eCreyeHnI0 HeroCyJapCTBEeHHON OpraHu3alud. 3aJadd ¥ BHIBI
nokymeHToB. Crienuguka.

HTorossblii TECT MO KYpCy

Bompoc 1

CucTeMaTU3UpOBAHHBIA  IMEPEYEeHb  3aroJOBKOB  JIE,
CO3/1aBaeMbIX B OpraHW3aIlH, C YKa3aHHEM CPOKOB HUX XpaHECHHUS
Ha3bIBACTCH. . .

Bribepute onuH OTBET:

a. HOMEHKJIaTypa Jel

b. cucreMoii JOKyMEHTalUH

C. TOKYMEHTAJILHBIM (POHIOM

d. nenom

Bomnpoc 2

Opranuzaiys, Kotopas GopMHUpPYeT JOKYMEHTAILHBINH (DOHI,
Ha3bIBAETCH ...

BriOepuTe ouH OTBET:

a. FOPUINIECKOE JIUIO

b. pongoobOpazoBarens

C. IOJI0TYETHOMI

d. duzmnueckoe auII0

Bompoc 3

[lepconanbhyo OTBETCTBEHHOCTb 3a JOKYMEHTHI,
o0pasyroniyecs: B HErocy1apCTBEHHON OpraHu3aliy, HECYT ...

Bribepute onnH OTBET:

a. AKITMOHEPHI

b. Bce OTBETHI BEpPHBI

¢. PykoBonurenu opranusanuii

d. Yupenurenu opranuzanuii

Bompoc 4

Pesynprarom JIOKYMEHTUPOBAHUS JeSITeTbHOCTH
OpraHM3aIii ABJISCT/FOTCS:
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BribepuTe 0IMH WM HECKOIBKO OTBETOR:
a. KOMIUIEKCHI TOKYMEHTOB

b. HOMeHKIaTypa aen

C. TIOKYMEHTBI

d. cucTeMbl TOKyMEHTAIIUU

Bonpoc 5
Kakyto cucremy JIOKyMeHTaIlH JINKBUAUPOBAHHOMN
HETOCyJJapCTBEHHOW  OpraHm3aliid  CyneOHble  WHCTaHIUH

0053bIBAIOT TMPUHATH TOCYJAPCTBEHHBIA WM MYHHIUTAILHBIN
apXMB JIaKe B CIIy4ae OTCYTCTBHUS IOrOBOpa’?

Bribepute ouH OTBET:

a. CHCTeMY JIOKYMEHTAIIMH 110 THYHOMY COCTaBY

b. cucremy (hMHAHCOBOH JTOKYMEHTAI[UH

C. PaCHOPSAUTEIbHYIO CHCTEMY JIOKYMEHTAIHH

d. 1OroBOPHYIO CUCTEMY JOKYMEHTAIIUH

VYmeTh

UCNONIL306AMb NPABULA OP2AHUZAYUU OOKYMEHMUPOBANHUS U
ONepamueHO20 Xpanenusi O0OKYMeHMOo8 Npu MoOeauposanuu
CMPYKMYpbl OOKYMEHMANbHO20 POHOA He20CYOAPCMEEHHO

opzarusayuu, nojab3oeamsCsi NPUMEPHbIMU HOMEHKIamypamu den ons

NPOEKMUPOBAHUSL HOMEHKIAMYPbL Oell OP2AHU3AYUU  KOHKPEMHO20
muna,
CamocmosimenbHo npuobpemams 3Hanus 6 ooracmu

O0OKYMeHmMUpo8anus 0esimelbHOCIU He20CyOapCmeeHHOU Op2aHUu3ayul,

OPUEHMUPYACL HA KOHKPEMMYIO OP2AHU3AYUOHHO-NPABOYIO PopMmy;

IIpakTH4yeckoe 3aganue Ne 1
3aganue. CnpoeKTHPOBATh HOMEHKJIATYPY JAeJ OXHOM
HEerocyJapCcTBeHHO! OpraHuM3anMi 1O HCXOJHBIM YCJIOBHSIM.
Ha3Banus opranuszanuii BHIMbIILIEHHBIE.

1. Hazpanue opranmzamuu — OOO  «BsicoTa»
r. ExkarepunOypr; cdepa  JIeATEIBHOCTH —  CTPOMTEIBCTBO
(3aCTpPOUIITHK).

2. Ha3Banue opranmsanuu — KpecthbsiHckoe ((epmepckoe)
xo3stiictBo ~ «CamaBar»  Pecnybnmka  bamkoprocran; cdepa
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JACATCIIBHOCTH - CenbcKoe X03HCTBO ()KI/IBOTHOBOI[CTBO).

3. Hazanme opranm3aruu — CHT «Ypoxaii» . UenssOnHCK;
cepa nmesrenbHOCTH - CaloBOJICTBO, OrOPOJAHMYECTBO U JAYHOE
XO034MCTBO.

4. Haspanue opranuzanuu — OO0 «CHUB» r. HoBocubupck;
ctepa nesTenbHOCTH - OnIepaTOpPhl COTOBOM CBS3H.

5. Ha3panue opranusaiuu — XO03iUCTBEHHOE MapTHEPCTBO
«Kype» 1. MockBa; cdepa nesTenbHOCTH - TOProBO-3aKyMOYHAs
JESTEIBHOCTD.

6. HaszBanme opranmzammu — OOO «ABTOTOPr» T.
Kamununrpan; cdepa nestenbHoct — Toprosist. KomuccruoHHbie
MarasuHbl 110 TOPrOBJI€ TPAHCIIOPTHBIMU CPEICTBAMH.

7. Ha3Banue opranuszanuu — nojHoe ToBapumecTtBo (I1T)
«duzenp»; cdepa gmearenvHOCTH -  HedTerazomoObIBaIOLIINX
MIPOU3BOJCTBO.

8. Hazpanme opranmzammu — OOO «[IlunkepTon»; cdepa
JesTeIbHOCTH — YacTHas IETEKTUBHAS M OXpaHHAs IeATeNbHOCTD,
areHTCTBO.

9. Haszanue oprannzanuu — UI1 «MBanos U.N» peknamubIit
xKypHain «Cdepa»; cdepa nestenbHocTH - CpencTBa MaccoBOH
uHpopmarun. Pexnama.

10. Ha3BaHue opraHusaiuyd — acCOLHMAIMs TyparcHTOB U
typonepatopoB «bimok» r.Camapa;  cdepa AEATEIBHOCTH —
TYPUCTCKaA ACATCIIBHOCTD, 3amura HWHTCPECOB TYparc¢HTOB,
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TYpOIIepaTOpOB, TYPUCTOB.

!!!Homep 3a0anus, evloupaemoeo 0Jis anaiusa,
coomeemcmeyem nopsioK08oMYy HOMepPY Hamuiuu cmyoeHma 6
cnucke epynnul. Eciu 6 epynne 6onel0-mu uenosex, mo, HAUuHas ¢
00UHHAOYAMO20 cCMmyOeHma, omyem 3a0anuti Hauunaemcs c Ne 1.

Memoouueckue pexomenoayuu

Jnga  BbINOMHEHHMA  3aJaHUsl  OPUEHTUPOBATHCS  HA
TeopeTuueckuil Mmatepuain Paznenos 1 u 2.

B  HomeHkmarype JOKeH OBITh  OTPaXEH  BECh
JOKYMEHTAIBHBIA ~ (OHJA, TIPEACTABICHHBI  yIpaBIEHYECKON
JIOKYMEHTAIMUEH 1 JIOKyMEHTAIUeH 00eCIIeYrBAOIIEro THIIA.

HanmeHoBaHust 3arojioBKOB €1 HEOOXOAMMO CBEPSTH C
TUIOBBIMU TIEPEUHSIMH apXUBHBIX JOKYMEHTOB (cM. McTouHMKHM).
Oo6s3atenbHo cneayer u3yunth 'K P® B wactu, kacaromieics
BeiOpanHOH OII®D, u ¢enepanbHPIMH 3aKOHAMH IO YKa3aHHBIM
BUJAM  JEATEIbHOCTH; YYWTBIBAWTE TIPH  MPOEKTUPOBAHUU
HOMEHKJIaTyp HOPMAaTHBHBIC TPaBOBBIE aKThl CyObeKTOB PD u mx
TEPPUTOPUAITLHBIX 00pa30BaHUH.

[Ipy npoeKkTHpOBaHWM MCIIONB30BATH THUIIOBYIO TaOJUILY
(hOpMbI HOMEHKJIATYPBI J€J1 CM. Ta0JuIly 1.

Tabnuna 1
dopma HOMEHKJIATYPHI JIEJI OPraHU3aIiN
Cpok
W XpaHeHusl
3aro/ioBok aenaa u Ipume
HIEKC 0J1-BO
1e1a aesa em. xp. Ne crar YaHUA
b
no
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Ilepeunio

2 3 4 5

10.

Hemoynuxu

Oenepanbupiii 3akoH  oT 22.10.2004 N 125-®3 "O6
apxuBHOM Jiesie B Poccuiickoii @eaepanun”

IlepeyeHr  THUNOBBIX  YHPABICHYECKUX  APXUBHBIX
JOKYMEHTOB, OOpa3ylOLIUXCsl B IPOLECCEe NESTEIbHOCTH
roCy1apCTBEHHBIX OpraHoB, OpraHoB MECTHOTO
CaMOYIIpaBJIeHUsI U OPraHM3alyii, C YKa3aHHUEM CPOKOB HX
xpaHeHus", ytB. Ilpukazom Munkynetypel PO ot
25.08.2010 N 558 (cM. ykaszaTenb BHJIOB JIOKYMEHTOB K
Hemy);

[lepeuenn THUITIOBBIX APXHUBHBIX JOKYMEHTOB,
o0pasyromuxcst B Hay4YHO-TEXHUYECKON u
MPOU3BOJICTBEHHOM  J€ATENbHOCTA  OpTraHu3allvii, ¢
YKa3aHHEM  CpPOKOB  XpaHeHus, yTB. IIpukazom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cM. yka3aTenb K
Hemy);

CrpaBounasi nHpopmanus: "Cpoku XpaHEeHUs] JOKYMEHTOB

Al

opranuzaruii” (Marepuan MOATOTORJIEH CHCIUATHCTAME
Koncynsrantllntoc) //  Koucynsrantllotoc.  —Pexum
JOCTYyTa:

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

[osmoxkeHne 0 MOPsiAKE M CPOKaxX XpPaHEHHS TOKYMEHTOB
aKLUMOHEPHBIX 00mecTB, yTB. [loctanoBnennem ®KILb PO
or 16.07.2003 N 03-33/mc.



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

cnocobamu OeMOHCMPayuy YMeHusi AHATU3UPOBSAMb CUMYAYUIO
O0OKYMEHMANbHOIU (POHO HE20CYOaPCMEEHHOU OPeAHU3AYUL,

HAaBbIKAMU 0000UeHUsI Pe3YTbMAmo8 AHAIU3a cneyugduku
O0OKYMEeHMANbH020 YOHOA Op2aHU3AYULL ONPeOesleHHO20 MUNd,
npuemMamu MoOeiupo8anusi pe3yibmamos peuieHus: npophecCuoHaIbHbIX
3a0au.

KoutposabHasi padota
KonTponabnas padora
COCTaBHTH pedepaT 1o TeMe:

«/IOKyMEHTUpOBaHUE JIEATETBHOCTH  HETOCYJapCTBEHHON
opranuzaiuu (ykaszaTh BBIOPaHHYIO OpPraHU3alMOHHO-TPABOBYIO
¢dopmy)». Buael opraHM3alMOHHO-TIPABOBBIX (OPM IPUBEICHBI
Hwke. OHU HE IOIDKHBI  TTOBTOPSITHCS B TPYIIINE

TpeboBanus k pedepaty

ConeprkaHue JOKHO JIEMOHCTPUPOBATH CIICAYIONIHE 3HAHMUS
U YMEHHS CTY/ICHTOB:
3uanue:
- cneyugpuueckux uepm  OOKYMEHMUPOBAHUSL  OesMelbHOCMU
He20CyO0apCmMeEeHHbIX OPeAHU3AYULL
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (YOPM HE20CYOAPCMEEHHbIX
KOMMEPUYECKUX U HEKOMMEPUECKUX OP2AHU3AYULL
- mMunoeo2o cocmasa cucmem OOKYMEHMAyuu, GopMupyiowux
OOKYMEHMANbHLIU YOHO HE20CYOAPCMEEHHbIX OPLAHUIAYUILL,
- nocobos u cpedcme OOKYMEHMUPOBAHUsL, NPUMEHSIEMbIX 8
npoyecce 0essmeIbHOCMU He20CYOaPCMEEHHbIX OP2AHUAYULL

- HopMamueHo-npaeoeblx aKmoe, peeﬂa/weﬂmupyiomux
OesiImenbHOCHb U ee QOKYMEHMUPOBAHUE 8 He20CYOapCMEEeHHbIX
OPZGHMS’GL;M}DC.

VYmenue

- cocmasums HOPMAMUEHO-NPABOBYIO 0a3y OOKYMEHMUpPOBaHUsL
OdessmenibHOCHU KOHKPEMHOU Op2aHu3ayuu;

- COCABUMb NPOEKM HOMEHKIAMYPbl 0el OP2AHU3AYUL, UCX005 U3
MUN0BO20 COCMABA CUCMEM YNPAGIeHYecKol OOKyMeHmayuu,
OP2aHU3AYUOHHLIX U HOPMAMUBHO-NPABOBBIX  OOKYMEHMOS,
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pe2NaAMEHMUPYIOUUX 0esamenbHOCHb He20Cy0apcmeeHHOol
opearuzayu.

TunoBoii mnian pedepara

25.

26.

27.

28.

XapaKkTepuCTHKa  OpPraHU3alMOHHO-TIPABOBOM  (OPMBI
(OIl®) merocymapctBeHHO# opranm3anun. (XKematempHO
MMPUBJICYCHUEC CTATUCTUYCCKUX JAHHBIX O TOM, CKOJIBKO B
Poccun/ perumone/obsacte/ Topoje  3aperMCTPUPOBAHO
opraam3anuii qanaoi OI1D).

OO0mass XapakTepuUCTHKa YIIpPaBIEHUS  OpTraHu3anuei
naxHoi OI1D.

OCHOBHOM COCTaB HOPMATHBHO-TIPABOBHIX JIOKYMEHTOB,
PErIaMEeHTHUPYIOIIUX ACATEIIbHOCTh HEroCyAapCTBEHHOM
opraam3anmu ganHoi OIID (cm. IlpakTuyeckoe 3aganue 2).
XapakTepucTHKa JOKYMEHTaJIbHOTO (DOHIA (JIOKYMEHTOB,
ux KOMIIJIEKCOB u CUCTEM JOKyMEHTAIINHY,
dopMupyIOIIUXCA B JAEATEIBHOCTH HErOCYIapCTBEHHON
OpraHU3aINN);

e  OPraHM3aLMOHHO-TIPABOBAs TOKYMEHTAIIHS,

® [JJaHOBas JOKyMEHTAalus;

®  pacmnopsAuTeNbHas TOKYMEHTALHS;

e  1H(DOPMALMOHHO-CIIPABOYHAS U
CIPaBOYHO-aHAINTHYECKAs JOKYMEHTAIIHS;
OTYeTHAas IOKYMEHTAIHS;

e JIOKYMEHTaluss 1O oOecneueHuo Kaapamu (I0

JMYHOMY COCTaBY);

e (uHaHCOBas NOKyMeHTanusi (OyXralTepcKuil yder

Y OTYETHOCTb);

o JOKYMCHTalMsA 110 MarcpuajlbHO-TCXHUYCCKOMY
00eCITeueHuIo;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e IOKYMEHTalUsi MO0  JOKYMEHTallHOHHOMY M
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WHPOPMALTUOHHOMY O0ECHEUCHHIO eATSILHOCTH
YUPEKICHUS;

e Jpyrue CHUCTEMBbI JOKyMCHTAallWH, BKIIOYAs U Te,

KOTOpBIE OTPAKAIOT OCHOBHYIO JIEATEIBHOCTD U T.JI.

29. Ananus MIpUMEpPHON HOMEHKJIaTyphl nen

HETOCYIapCTBEHHOM OpraHU3aIty.

30. CrocoOsI U cpencTBa TOKYMEHTHPOBaHUS WH(GOPMAIUU B

HEroCyIapCTBEHHON OpraHru3aluuu

31. llopsanok XpaHeHHUs JOKYMEHTOB HEroCyJdapCTBEHHOH
opranuzauuu faHHou OIID.
32. CrHcoK TUTEPaTyphl 1 UCTOYHHUKOB.

Cmpykmypa pegepama: TUTYIBHBIA JUCT, OTJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OMTas Ha MYHKTHl (IIyHKTHI
03arJIaBJICHbl), 3aKJIIOYEHHE, CIIMCOK JIMTEpaTyphl, NPHIOKEHHE
(Ipr HEOOXOTUMOCTH).

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

KiroueBble ciioBa M 3arojOBKH pa3J/ieliOB JOJDKHBI UMETh
paszHble MPUPTOBBIC BBIACTICHUSI.

LluratHeii Matepuan pedepata opopmIseTCS B COOTBETCTBHU C

HOpPMaTHBaMM  Hay4YHbIX  pabOT (CHOCKM C  yKa3aHHeM

JUTEPATypHOTO HCTOYHHKA, HOMEPA CTPaHHIL 0053aTEIIbHBI).
TemaTuka pedepaToB 1o Kypcy

1) Jlokymenmuposarnue oessmenbHOCmU NOAHBIX MOBAPUECIE

2) JHokymenmuposanue  OesmeibHOCMU obwecms ¢
02PAHUYEHHOU OMEEMCMEEHHOCTbIO.

3) Hoxymenmuposanue OesmenbHOCHU KPEeCmbsIHCKUX
(thepmepckux) xozsiicms.

4) Jlokymenmuposanue — OessmenbHOCMU — XO3SUCMBEHHbIX
napmmepcms.

5) Joxymenmuposanue OesmeibHOCMU NPOU3BOOCHEEHHBIX
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KOONepamueos.
6) [oxymenmuposanue OesimenbHOCMU —NOMPEOUMENbCKUX
Koonepamueog (BIOPATh JIFOOYIO U3 CIEAYIOMHX POPM):

7) KUJIMIIHBIH,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapaxHblif KOOTIEPATHB,

10) camoBoUECKHi, OTOPOAHUYECKUI M JAYHBIH KOOMIEPATHB,

11) noTpeOUTENbCKHIA KOOTIEPATHB,

12) 0011ecTBO B3aUMHOTO CTPaxOBaHUS,

13) KpeauTHBIH KOOTIEPATHB,

14) doup npokara,

15) cenbckoX03sHCTBEHHBIN IOTPEOUTETHLCKUI KOOTIEPATHB.

16) Hoxymenmuposanue  OessmenvHocmu — 0OWECMEEHHbIX
opeanuzayuil (BBIOPATh JIIO0YIO U3 CIASAYIONIHMX (GOPM):

17) nonuTHYeckue mapTuu,

18) co3nanHbIe B Ka4ecTBe IOPUANIECKUX ML
npohecCHOHAIBHBIE COI03bI (ITPO(COO3HBIC OPraHU3aIINN ),

19) oprans! 00IIIECTBEHHON CAMOIEATETBHOCTH,

20) TepputopuabHbie 0OIIECTBEHHBIE CAMOYTIPABIIEHHS.

21) Jloxymenmupoeanue desmenvHocmu accoyuayui (Co0306),
(BBIOpATH JIFIO0YFO U3 CIEAYIOMIHUX POPM):

22) HEKOMMEpPUYECKHE MapTHEPCTBA,

23) caMmoperyaupyeMbie OpraHu3aIiim,

24) obbenuHeHns paboToaaTenei,

25) oObearHeHUs MPOo(eCcCHOHAIBHBIX COO30B,

26) KOOTIepaTHBOB M OOIIECTBEHHBIX OPTaHU3aIINi,

27) TOProBO-TPOMBIIIIIICHHBIE,

28) HOTapHaJbHBIC MAJATHI.

29) Jlokymenmuposanue OdesimenbHOCIU mogapuujecmes
COOCMBEHHUKOB JICUTBSL.

30) JJoxymenmuposanue desmenbHOCmU Ka3aubux 00uecms.

31) Jloxymenmuposanue Odesmenvrocmu @Gondos (BHIOPATH
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MOo0YI0 U3 cienyrmux Gopm):
32) obImecTBeHHBIE
33) 6marorBopuTEIBHEIE (HOHIEL.

34) Joxymenmuposanue oesmenbHOCMU PenUSUO3HbBIX
opeanuzayuil.
35) Hdoxymenmuposanue OesmenvHocmu  nyOIUUHO-NPABOEHIX
KOMHAHULL.
36) JJokymenmuposanue desimenvHoCcmu A0BOKAMCKUX
o0bpazosanuil.
BJIajIeHUEM TeHAeHIUsIMH pa3BUTHA
IK-5 UH(OPMALMOHHO-TOKYMEHTALMOHHOI0 U o0ecledyeHHsl YIPaBJIEHUS APXMBHOIO
aesia
3HaTh €nocobbl 0OKYMEeHMUPOBaHUs 0essmeIbHOCIU OP2aHU3AYUL Bompocsl k 3aueTy
06 omeemcmeenHocmu pykogooumenei opeanusayuii  u cneyuanucmos | 1.VlHpopmannoHHO-CIIpaBodHast (aHanuTHUECKas 17001
nO YnpasneHuo 0OKyMeHmamu 3a OOKYMEeHMUposanue 0enosoll u MH()OpPMAIMOHHO-aHATTUTHYECKAs ) cucreMa JOKyMEHTAIIN!

YNpasienyeckoll 0esmenbHoCmu;

OCHOBHbIE MEHOEHYUU UHDOPMAYUOHHO-OOKYMEHMAYUOHHO2O0
obecneyenuss 00KyMeHmMUposanus OessmenbHOCU
He20CY0apCmEeHHbIX OPeAHU3AYULL

B803MOICHOCIU YNOPSOOYEHUSL 0€JIO8OU U YNPABIEeHYeCKOl
dessmenbHOCmU Opeanu3ayuu 61a200aps CUCMEeMAMU3AYUL U
Kaaccuguxayuu 00OKyMeHmos.

HEroCyJJapCTBEHHOW OpraHu3alvu. 3aJadyd U BUABI JTOKYMEHTOB.
Crenuduxka.

2. loxymeHTauus 1o HHGOPMALMOHHOMY M JOKYMEHTallHOHHOMY
00eCreyeHHIO IeATeNbHOCTH HEroCy JapCTBEHHOW OpraHu3au.
3anauu 1 BUBI JOKyMeHTOB. Crienuduka

3. OcoOeHHOCTH JOKYMEHTaJIbHBIX (DOHIIOB HETOCYIapCTBEHHBIX
KOMMEPUYECKUX OpraHu3anui.

4. CucteMoil TOKyMEHTAITUH 00ECIIEIMBAIONIETO THUIIA CICTEMA B
HErocyJJapCTBEHHOW OpraHMW3alNy. 3a7a9d 1 BH/IbI JOKYMEHTOB.
Crenuduxka.

5. Homenkmnarypa 11 Herocy1apCTBEHHOM OpraHu3alyy.
6.CriocoObl JOKYMEHTHPOBAHUSI U €0 PE3YJIbTaTHI.

7. TurnoBoii cocTaB CUCTEM JIOKyMEHTALUH, 00pa3yroIuiics B
JesTeIbHOCTH opranu3anuil. O0mas XxapakTepucTHKa.

HToroBwblii TECT N0 KYpCy
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Bompoc 1

IOpuamdeckass OTBETCTBEHHOCTh 3a paboOTy C JOKYMEHTaMH
HPOSBIISAET TCHCHIHIO. ..

Bribepute oMH OTBET:

a. K ocnabieHuto

b. crabunsHOCTH

C. K YCHJICHHIO

d. k mepepacnpeaeIcHUIO

Bompoc 2

Kaxoii rocopran mpoBOAUT PETUCTPALNIO FOPUIUYECKUX JTUIT?

Bribepute ouH OTBET:

a. TeppUTOpHAIBHBIE OpPraHbl |'0CyZapCTBEHHOTO KOMHUTETa
10 CTAaTUCTHUKE

b. pervomaneubie ormenmenms  DoHAA  COIUATBHOIO
CTPaxOBaHUA

C. TEPPUTOPHAIBHBIA OpraH MUHHUCTEpPCTBA MO HAJIOTaM H
coopam (MHC) PD

d. TeppuropmanpHple  OpraHel ~ MUWHHCTEPCTBA  TIO
aHTUMOHOIIOJIFHOH TTOJIMTHUKE U TIOJIEPIKKE MPEIITPUHAMATEHCTBA

Bompoc 3

Kakoli w3 mTepevnciIeHHBIX TOCYJapCTBEHHBIX OpPraHOB
MPUCBAMBAET U COOOIIAET OPraHU3aAIMH KOJbI, XapaKTePU3YIOIIUe
€r0 XO03AWCTBEHHYIO NESTEFHOCTh?

Bribepute ouH OTBET:

a. peruoHanmbHble  oTAeneHus @DOHIA  COIMAILHOTO
CTpaxoBaHUsA

b.  TepputopmanmbHble  OpraHbl =~ MWHHCTEpCTBa IO
AHTUMOHOIIOJIHLHOM MOMTHKE U TIOICPXKKE MPEANPUHAMATEIHCTBA

C. TePPUTOPHAIBHBIE OpraHbl | '0CyIapCTBEHHOTO KOMHUTETA
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10 CTAaTUCTHKEC

d. TeppuropmanbHEIM opraH MHHHCTEPCTBA 1O HAJIOTaM H

coopam (MHC) PO
Bormpoc 4
HerocynapcTBeHHble OpraHu3anyu AeIsSTcs Ha ...
Bri0eprTe 0MH WM HECKOJIBKO OTBETOB:
8. HEeKOMMepUecKue
b. akmoHepHbIC
Bompoc 5
[lepBrie akimoHepHBIe 00mECTBa B POCCHI BO3HUKITH. ..
Bribepute oMH OTBET:
a. B cepenune XVIII Beka
b. B 1990-x romax
c. B 1922 rony
d. B cepenune XIX Beka

Bompoc6

[Ipeanpusarus, HaXOASAIIMECS] B YaCTHOH COOCTBEHHOCTH, B

IIEJIOM I10 SKOHOMHKE Poccuut cocTaBiIsorT ...
BriGepure ouH OTBeT:
a. 50% ot obmero 4yncia npeanpusITui
b. Menbie 1 % ot o01ero yucia NpeAnpUsITH
c. 6ombie 80% oT 001ero Yncia npeArnpusTHIA
d. menbmie 20% oT 0o0IIero Ynciia npenpus T

Bompoc 7

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

a. FOCYapCTBEHHON HEKOMMEPUYECKOH OpraHu3auu

b. HEroCy1apCcTBEHHON HEKOMMEPUYECKOH OpraHu3ayn
C. HETOCY/TapCTBEHHON KOMMEPUYECKOI OpraHu3aIiu

d. rocyapcTBeHHON KOMMEpPYECKOH OpraHu3aluu
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Bormpoc 8

ToBapuiecTBa COOCTBEHHUKOB KHJIbsI OTHOCATCS K. ..
Br16epute oquH OTBET:

a. HEroCyIapCTBEHHON HEKOMMEPUYECKOH OpraHu3aluu
b. rocynapcTBeHHON KOMMEPYECKOI OpraHnu3aliu

C. TOCYIapCTBEHHOI HEKOMMEPUYECKON OpraHu3aluu
d. HerocymapcTBEHHOM KOMMEPUYECKOH OpraHu3aluu

Bompoc 9
OO0mecTBa C OrpaHMYEHHOW OTBETCTBEHHOCTHIO OTHOCSTCA

Bribepute ouH OTBET:

a. HEroCcy1apCTBEHHOI KOMMEPUYECKON OpraHu3aluu

b. rocynapcTBeHHON KOMMEPYECKOIH OpraHnu3aIiu

C. FOCYAapCTBEHHONH HEKOMMEPUECKOI opraHu3aIiuu

d. HerocyapCcTBEHHOM HEKOMMEPYECKOH OpraHu3ayun

Bompoc 10

Tekct Bompoca

Bonpocamu nepefadd  Ha  XpaHEHHE JIOKYMEHTOB
JIMKBUIMPOBAHHBIX OPraHU3aLMH 3aHUMAIOTCH ...

Bribepute oiMH OTBET:

a. HaJIOTOBAast MHCIEKITUS

b. pykoBoAMTEINb JIUKBUANPYEMOH OpraHnu3alliu

C. yUpequTenu

d. nukBHIATOp

YmeTh

CAMOCMOSIMENbHO NPUOOPEMamyb 3HAHUSL 8 00IACIU
UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0Decneyenus npoyecca
O0OKYMEHMUPOBanUsi OesimelbHOCIU, ONUPASCL HA Y4eOHUKU U Y4eOHble
nocobus;, nyoauKayuu npo@ecCuOHaAIbHbIX NePUOOUYECKUX USOAHULL
denamov YMO3aKIIOUeHUsL N0 AHATU3Y MEeHOEeHYULl Pa36Uumus

IIpakTHyeckoe 3aganue Ne 1
3aganune. CrnpoeKkTHPOBATH HOMEHKJIATYPY /e OXHO¥
HEroCyJIapCTBEeHHOHl OPraHuM3anuy MO HMCXOAHBIM YCJIOBHSIM.
Ha3Banus opraHu3zanuii BHIMbIILIEHHbIE,
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UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 0becnedeHus
He20CY0apCmMEeHHbIX OP2AHU3AYULL O MAMEPUATAM NEPUOOUYECKUX
npogheccuonanbHbIxX U30AHUL.

«BpicoTa
CTPOUTEILCTBO

1. Haspanme oprammzammu — 0OOO
r. EkarepunOypr; cdepa pmedarenpHOCTH  —
(3aCTpPOUIITHK).

2. Ha3Banue opranmsanuu — KpecthbsiHckoe ((epmepckoe)
xo3siictBo  «CamaBar» Pecrmybnmka — bamkoprocran;  cdepa
nearenbHoCTH - CelnbCKoe X03SIMCTBO (’)KUBOTHOBOJICTRBO).

3. HazBanme opranm3ammu — CHT «Ypoxaii» . UenstOnHCK;
cdepa gearenpHOCTH - CagoBOICTBO, OTOPOAHMUYECTBO M JAYHOE
XO35ICTBO.

4. Haspanwme opraamzanuu — OO0 «CUb» 1. HoBocubupck;
cdepa gesrenbHOCTH - OnIEpaTOPhI COTOBOM CBA3M.

5. Ha3zBanue opraHuzauuu — X03sSHCTBEHHOE MAapTHEPCTBO
«Kype» 1. MockBa; cdepa OesTEIbHOCTH - TOPrOBO-3aKyNOYHAas
JeSITEIBHOCTD.

6. Hassanme opranmsammm — OOO «ABToTOpr» T.
Kamuuaunrpan; chepa nestenpHoctn — Toprosist. KomuccuoHnHbie
MarasuHsl 110 TOPTOBJIE TPAHCIIOPTHBIMHU CPEACTBAMH.

7. Ha3Banme opranmszanum — noigHoe ToBapumecTtBo (I1T)
«Iuzenb»; cdepa mesaTenbHOCTH -  HedTerazogoObIBAIOIINX
MIPOU3BOACTBO.

8. Haspanme opranmzammn — OOO «llunkepron»; chepa
JesTeIbHOCTH — YacTHas IETEKTUBHAS M OXpaHHAas JIesATeIbHOCTD,

ar¢HTCTBO.

9. Hazanwue opranmzanuu — U11 «MBanoB U.N» peknamMHbIi
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xKypHain «Cdepay; cdepa nestenbHocTH - CpencTBa MaccoBOH
nHpopmaruu. Pexmama.

10. Ha3zBaHue opraHu3anuu — accolyaliii TypareHTOB U
typonepatopoB «bimok» r.Camapa;  cdepa AeATENBHOCTH —
TYpPUCTCKasi JICATENbHOCTh, 3allUTa HMHTEPECOB TYpPareHTOB,
TYpOIEepaTopoB, TYPUCTOB.

/!!Homep 3a0anus, gbloupaemoeo 011 aHanu3a,
coomeemcmeyem nopsoKOBOMY HOMePY (PamMuiuy CmyoeHma 6
cnucke epynnul. Eciu 6 epynne bonel0-mu uenosex, mo, HaQuuHas ¢
0OUHHAOYAMO20 CMyOeHmd, omyem 3a0anuil Havunaemces ¢ Ne 1.

Memoouueckue pexomenoayuu

Jns  BBINONHEHWS  3aJaHUS  OPHEHTHUPOBAThCS  HaA
TeopeTuueckuil matepuan Paznenos 1 u 2.

B HOMeHknarype [OMKEH OBITH  OTPaXEH  BECh
JIOKyMEHTAIBHBIN  (OHJ, TPEICTaBICHHBIH  YIpaBIEHYECKOH
JIOKyMEHTAITUEH U TOKyMEHTAIel 00eCIeUnBAIOIIETo THIIA.

HammeHoBaHUST 3aroJIOBKOB Jiell HEOOXOJHMMO CBEpSTH C
TUIOBBIMU TIEPEUHSIMH apXUBHBIX JOKYMEHTOB (cM. McTouHMKH).
O6s3arensHo cienyer m3yunth ['K P® B wacth, kacaroriecs
BeiOpanHOW OIl®, u ¢enepanbHBIMA 3aKOHAMH TI0 YKa3aHHBIM
BUJAaM  JEATEIbHOCTH; YYWTBIBAWTE TPH  MPOEKTUPOBAHUU
HOMEHKJIaTyp HOPMAaTHBHBIE IPaBOBbIE aKThl CyObekToB PD n mx
TEPPUTOPHAITLHBIX 00pa30BaHUH.

[Ipy npoexkTHpoBaHMM HCIIONB30BATH THUIIOBYIO TaOJUILY
(hopMBI HOMEHKJIATYPHI e ¢M. Tabmuiy 1.

Tabnuna 1
Popma HOMEHKJIATYPHI JIeJ1 OpPraHn3alun
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Cpok
XpaHeHus!
" 3arosi0oBok K Aena u IIpume
HAEKC 0J1-BO Ne crar
aeJia YaHus
aesa el1. Xp. bHU
mo
Ilepeunio
1 2 3 4 5
Hemoynuxu
11. ®enepanpHbiit 3akoH ot 22.10.2004 N 125-®3 "OO6

12.

13.

14.

apxuBHOM Jiesie B Poccumiickoii @enepanun’

[Tepeuenn TUTIOBBIX  YIPABICHYECKUX APXUBHBIX
JIOKyMEHTOB, 00pa3yromuxcs B Tpollecce AesITeTbHOCTH
rOCyJIapCTBEHHBIX OpTaHoB, OpraHoB MECTHOTO
CcaMOYTIpaBJIEHUSI U OPTraHU3alUN, C YKa3aHHEM CPOKOB HUX
xpaHeHus", ytB. Ilpukazom Munkynetypsl PO ot
25.08.2010 N 558 (cM. ykaszartenmb BHJIIOB JIOKYMEHTOB K
Hemy);

[lepeuenn THUIIOBBIX apXHUBHBIX JIOKYMEHTOB,
o0pa3yromuxcs B Hay4HO-TE€XHUYECKOU u
MPOU3BOJICTBEHHOM  JIEATENbHOCTH  OpTraHu3alvii, ¢
yKa3aHHEM  CpPOKOB  XpaHeHus, yTB. IIpukazom
Munkynstypsl PO ot 31.07.2007 N 1182 (cMm. yka3arens K
Hemy);

CripaBounas nHpopmanus: "Cpoku XpaHeHUs] JOKYMEHTOB
opranm3anmii” (Marepuan TOATOTOBIEH CIEIHUATHCTAMU
Koncynprantllnroc) // Koucymprantllmoc. —Pexum
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JIOCTYyIIA:
http://www.consultant.ru/document/cons doc LAW 12
1777/

15. Honoxenune 0 MOPSAKE M CPOKAX XPaHEHHs TOKYMEHTOB
aKIMOHEePHBIX 00mIecTB, yTB. IloctanoBnennem ®KIb PO
ot 16.07.2003 N 03-33/mc.

Bnanets

Cnocobamu co8epuIeHCmMBE08aHUs NPOPECCUOHANLHBIX SHAHUN U YMEHUU
nymem UCnoIb308aHUsL B03MONCHOCIEL UHPOPMAYUOHHOU cpedbl npu

onpeoeneHuu meHOeHYUll Pa3eumust
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0Decneyenus YnpasieHus.
apxugHoeo oena;

npuemMamu aHaIU3a HOPMAMUGHbIX AKMos 6 obacmu
UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 0Decnedenus OessmeIbHOCU
He20CY0apCmEeHHbIX OPeAHU3AYULL

npuemMamu uccie008aHust UHPOPMAYUOHHO-OOKYMEHMAYUOHHO2O0
obecneuenust 0essmenrbHOCIU He20CyOapCMEeHHbIX OP2anu3ayuil no
UCMOYHUKAM U HAYYHOU Tumepamype

KounrpoabHas padora
KounrpoabHas padora
COCTaBUTH pedepar 1o TeMe:

«/lokyMeHTUpOBaHUE [IE€ATENbHOCTH HErocyJapCTBEHHOM
opranuzaiuMy (yKa3aTb BBIOPAaHHYIO OpraHW3alMOHHO-TIPABOBYIO
¢dopmy)». Buapl opraHn3zanioHHO-IIPaBOBBIX ()OPM IPHUBEICHBI
amxke. OHU He JOJKHBI TIOBTOPATLCA B T'PYIIIIC

TpeboBanus k pedepary

ConepxaHue JOJDKHO JIEMOHCTPUPOBATH CIEAYIONINE 3HAHUS
Y YMEHHS CTY/ICHTOB!
3nanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSA — OesAMeNbHOCMU
He20Cy0apcmeeHHbIX Op2aHU3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX POPM HE20CYOapCMEEHHBIX
KOMMEPYeCKUX U HeKOMMEPUECKUX OPaHU3ayull;
- MUNoBo2o Ccocmaga cucmem OOKYMEHmMayuu, Qopmupyrouux
OOKYMEeHmManvbHblli YOHO He20CyOapCmBEeHHbIX OP2AHU3AYULL,
- cnocob6os u cpedcme OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esimenbHOCmU He20CYOapCmEeHHblX OpeaHU3AYULL;
- HOPMAMUBHO-NPABOBLIX axkmos, PeCAMEHMUPYIOUUX
oesamenbHoCmb U ee OOKYMEeHMUpoSaHue 8 He20cyO0apCneeHHbIX
OP2aHU3AYUAX.



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

- COCMasUumMb HOPMAMUBHO-NPABO8YI0 6a3y OOKYMEHMUPOBAHUS
OesamenbHOCU KOHKPEMHOU Op2aHu3ayuu,

- COCMABUMb NPOEKM HOMEHKIAMYPbl 0ell OP2AHU3AYUL, UCX005L U3
MUN0B020 COCMABA CUCMEM YIPAGIEHYECKOU OOKYMEeHmayuu,
OD2AHU3AYUOHHBIX U HOPMAMUBHO-NPABOBHIX  OOKYMEHMOS,
pecnamenmupyowux oessmenbHOCb He20Ccyo0apcmeeHHoU
opeanuzayu.

TunoBoii 1iaH pedepara

33. XapakTepucTuka  OpraHU3allMOHHO-IPAaBOBOM  (HhOpMBI
(OIl®) nerocynmapcTBenHol opranmzanuu. (YKemarenbHo
NPUBJICYCHNE CTATUCTHYECKUX JAHHBIX O TOM, CKOJIBKO B
Poccun/ perunone/obsactei/ Topoje  3aperMCTPUPOBAHO
opranuzanuii fanHoi OIID).

34. O0mass  XapakTepUCTHKAa YOpPABJICHUS  OpraHu3aluen
naguou OI1D.

35. OcHOBHO#1 cOCTaB HOPMATHBHO-TIPABOBBIX JOKYMEHTOB,
PEerIaMeHTUPYIOIINX ACATEIIbHOCTh HErocyAapCTBEHHOM
opraam3anmu ganHoi OII® (cm. [IpakTrueckoe 3aganue 2).

36. XapakTepucTuka JOKYMEHTAILHOTO (GOHAA (IOKYMEHTOB,
179 KOMILJIEKCOB u CUCTEM JOKYMEHTAIINH,
(dopMHUpYIOIIMXCA B JAESTEIBHOCTH HETOCYIapCTBEHHON
OpraHU3aIlHN);

OpraHu3allMOHHO-TIPAaBOBAas JOKYMEHTAIINS,
TUTAHOBAsS JIOKYMEHTAITHS,;

pacropsiuTeNbHas JOKyMEHTAIINS;
WHPOPMAITUOHHO-CITPABOYHAS u
CIPaBOYHO-aHAINTHYECKAS TOKYMCHTAIIHS,
OTYETHAas IOKYMEHTALHS;

e JIOKYMEHTaluss 1O oOecneueHuo Kaapamu (I10

JMYHOMY COCTaBY);
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e (uHaHCOBas JOKyMeHTauusi (OyXralTepcKuil yder
U OTYETHOCTD);

e JIOKYMEHTalUss 110 MAaTepHaJbHO-TEXHUUYECKOMY
00€eCIeYeHHIO;

e  JIOrOBOpPHAs JOKYMEHTALHS,

e JOKyMEHTalUss 1O  JOKYMEHTallMOHHOMY H
WH(POPMAITMOHHOMY OOECIIEYCHHIO JeSTeThHOCTH
YUPEXKICHUS;

e JIpyrue CHCTEeMBl JOKYMEHTAllUW, BKJIIOYas U Te,
KOTOpBIE OTPa)KaIOT OCHOBHYIO I€ATEIbHOCTD U T.[.

37. Ananmms MIPUMEPHON HOMEHKJIATyPBI bi ()

HEerocyJ1apcTBEHHOM OpraHHU3ally.

38. CnocoObl 1 cpesicTBa JOKyMEHTHPOBaHMs MHPOpMaIu B

HETOCYIapCTBEHHOH OpraHu3alun

39. Ilopsanok XpaHeHHs JOKYMEHTOB HEroCyJdapCTBEHHOMN
opranuzanuu fanHor OIID.
40. Comcok uTepatypsl 1 HICTOYHUKOB.

Cmpykmypa pegepama: TUTYIBHBIA JIUCT, OIJIaBJICHUE,
BBEJICHWE, OCHOBHAs 4acTh, pa3OWTas Ha MYHKTHl (IIyHKTHI
03arjiaBJeHbl), 3aKJIIOYEHHE, CIUCOK JIUTEpaTypbl, MPUIIOKEHHUE
(Ipu HEOOXOIUMOCTH).

Ob6vem pedeparta TOIKEH COCTaBIATE HE MEHee 15 cTpaHu
(mo crincka nmureparypsl) (14 mpudt yepes 1,5 uareprana).

KitoueBble coBa M 3aroJIoBKH pas3fesioB JOJKHBI MMETh
pasHble PUGPTOBBIC BHIACTICHUS.

[uratHpli MaTepuan pedepara odopMISIETCS B COOTBETCTBHH C

HOpMaTHBaMH  HAy4YHBIX  paboT (CHOCKM C  yKa3aHHEeM

JUTEPATypHOr0 HCTOYHHUKA, HOMEPA CTPaHHILL 00S3aTEIIbHBI).
TemaTnka pedepatoB no Kypcy

1) Joxymenmuposarue dessmenbHoCmu NOAHBIX MOBAPUUYECIE
2) JloxymenmuposaHue oesamenbHoCmu 0bwecms c
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02PaHUYEHHOU OMBEMCMEEHHOCMbIO.

3) Hoxymenmuposanue oesmenbHOCmuU KpeCcmuvaHCKUX
(hepmepckux) xo3siicms.

4)  JJoxymenmuposanue — O0essmenbHOCMU  XO3AUCMEEHHbIX
napmmuepcms.

5) [oxymenmuposanue OesimenbHOCMU NPOU3800CHIBEHHBIX
KOONepamueos.

6) [oxymenmuposanue OesimenbHOCMU NOMPEOUMENbCKUX
Koonepamueog (BHIOPATh JOOYIO U3 CIEAYIOMHIX (POPM):

7) SKAIHIIHBIHA,

8) IKMIHIIHO-CTPOUTEIBHBIN

9) rapakHbIH KOOIIEPATHB,

10) capoBoquecKHii, OTOPOTHHYECKUI U TAYHbIIH KOOTIEPATHB,

11) noTpeOUTENLCKHIA KOOTIEPATHB,

12) o01iecTBO B3aMMHOTO CTPaxOBaHUS,

13) KpeauTHBIH KOOTIEPATHB,

14) doux npokara,

15) cenbckoX03sHCTBEHHBIN OTPEOUTEHLCKUI KOOTIEPATHB.

16) Hoxymenmuposanue  OessmenvHocmu — 0OWECMEEHHbIX
opeanuzayuil (BBIOPATh JIIO0YIO U3 CIASAYIONIUX (GOopM):

17) nonuTHYeckue napTum,

18) co3nanHbIe B Ka4ecTBe IOPUAMIECKUX ML
npoecCuOHaNIbHBIE COI03HI (ITPO(CO3HBIC OPraHU3aIINN),

19) oprans! 06IIECTBEHHOM CAMOIEATETBHOCTH,

20) TeppuropuanbHbie 00IIECTBEHHBIE CAMOYIIPABJICHHS.

21) Joxymenmuposanue desmenvhocmu accoyuayuii (Co0308),
(BBIOpATH JIFOOYIO M3 CIACAYIOMINX OPM):

22) HEeKOMMEepUYECKUe MapTHEPCTBA,

23) camoperyMpyeMble OpraHu3aluH,

24) obbenuHeHns paboToaaTenei,

25) o0bearHeHus MPo(ecCHOHABHBIX COO30B,

26) KOONepaTHBOB U OOLICCTBEHHBIX OPraHU3aLUH,
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27) TOProBO-TIPOMBIIILICHHEIE,

28) HOTapHaILHEIE MAIATEL.

29) /lokymenmupoeanue  OesmenibHOCmU mosapuujecms
COOCMBEHHUKOB JICUTBSL.

30) Joxymenmuposanue 0esmenbHOCmU Ka3aubux 00uecms.

31) doxymenmuposanue Oesmenvnocmu onoos (BHIOPATH
JO0YI0 U3 clenyrImux Gopm):

32) o61ecTBeHHBIE

33) GuaroTBopHTEIbHBIE POHIIBI.

34) Hdoxymenmuposanue desamenbHOCmu PenUSUO3HBIX
opeanuzayuil.

35) JJokymenmuposanue OesmenbHOCmu  RYOIUYHO-NPABOBHIX
KOMNAHUUL.

36) JJoxkymenmuposanue OdesimenvHoCcmu A0BOKAMCKUX

obpazosanuii.




0) Ilopsaok MpoBeAeHUsI MPOMEKYTOUHON ATTECTANUM, IOKA3ATEeIM U KPUTEPUU OLleHUBAHUS:

[TpoMexyTOYHBII KOHTPOI IO JUCIHUILTAHE MPOXOAUT B (hopMe 3aueTa:

- Ha OmeHKy «3aureHo» (65-100% )—, ecnm mpeogocBaeT MOPOroBbI ypoBeHb. OOydYarONMiiCS IOKa3bIBACT IMOPOroOBbI ypPOBEHDb
c(hOPMUPOBAHHOCTH KOMIICTEHIIUH, T.e. 3HAET CHOCOObL OOKYMEHMUPOBAHUS OesmelbHOCIU Op2aHu3ayull, 00 OmeemcmeeHHOCMU pPYKogooumenel
Opeanu3ayuti U CReyualucmos no YNpagienuio 0OKyMeHmamu 3a 0OKyMeHmuposarue 0el080t U ynpasieH4eckol 0esameilbHOCmU, Npasuia opeanu3ayuu
OOKYMEHMUPOBAHUSL 0eAMENbHOCIU OP2AHU3AYUY, NPUHYUNBLI CUCMEMAMU3ayuu U Kiaccu@ukayuu OOKyMeHmOo8, KOMNIEKCO8 OOKYMEHMO8, CUcmem
O0OKYMeHmayuu, Ha3HayeHue HOMEeHKIAmypsl 0ell Op2aHu3ayul, ouyualbrsvie UCHOYHUKY ONYOIUKOBAHUS AKMYAIbHBIX HOPMAMUBHBIX NPABOBLIX AKMOS
P®; omnuuumensvhvle xapakmepucmuku 3aKoH00amenbcmed no OOKYMEeHMUPOSanuio 0esimeabHOCmu He2oCcy0apCmeeHHbIX Op2aHu3ayull, yMmeeT Haxooumbs
akmyanvuvie pedaKyuu Heooxo0UMbIX HOPMAMUBHBIX NPABOBLIX AKMOE 8 UHDOPMAYUOHHO-NPABOBbIX unmepHem-nopmanax «Koncynomanmy, «I apanmy
u Op.;, onpedenimv COCMA8 CUCmeM OOKYMEHMAayuu, Uucxoos u3 6uod IKOHOMUHECKOU OessmelbHOCmU, @QopMbl  COOCMBEHHOCMU U
OpP2aHU3AYUOHHO-NPABOBOU (hOPMbL Op2aHU3AYUU UCTIOIL30BAMb NPABUILA OP2AHUIAYUU OOKYMEHMUPOBAHUSL U ONEPAMUBHO20 XPAHEHUS OOKYMEHMO8 npu
MOOENUPOBAHUU CMPYKMYPbl  OOKYMEHMAIbHO20 (HOHOA He2oCyOapCmEeHHOU Op2aHUu3ayuu, camoCcmosmensHo npuobpemams 3HaAHUA 6 001aCmuU
UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20 U O0becneuerus npoyecca OOKYMEHMUPOBAHUs 0esamelbHOCMY, ONUpAasch Ha Y4eOHUKu u yuyeOHvle nocoous;
BJIAJleeT HABLIKAMU AHATU3A YPOSHU HOpMamusHo-memoouyeckou oazvl JJOY u UOY; npunyunamu cocmasieHusi HOMEHKIAmMypsbl Oel Op2aHu3ayuu
cnocobamu  OeMOHCMpayuu yMeHus aHaIu3sUpo8amsv — CUMyayuro  OOKYMEHMANbHblll  (OHO  He20CYOapCmEeHHOU  Op2aHu3ayuu; cnocooamu
COBEPULEHCMBOBANUSL NPOPECCUOHATbHBIX SHAHULL U YMEHUL NYMeM UCHOIb308AHUS 03MONCHOCMEU UHPOPMAYUOHHOU Cpedbl npu onpeodeleHuu meHOeHYUull
Pazsumusi UHGOPMAayUOHHO-00KYMEHMAYUOHHO20 U 0OecneyeHUs YnpasieHus apxueHo2o oeuda,

— Ha O1IeHKY «He 3auTeHo» (0-64,9%) — pe3yabTaT 00y4eHUs HE JOCTUTHYT, O0YUYarOIIUICs Ha MPAKTUYECKUX 3aHATHSIX, PHU HAIMCAaHUU pedepara
Y TIOJITOTOBKE JOKJaJa He MOKET MOKa3aTh 3HAHUS Ha YPOBHE BOCIPOHM3BEICHHS U 00bICHEHUS MHGOPMAIIMU, HE MOKET MOKa3aTh MHTEIUICKTYalbHbIE
HAaBBIKU PEIICHUS MPOCTHIX 3a]1ad.



