MHUHUCTEPCTBO HAYKH W BBICHIETO OBPA3OBAHNS
POCCUUCKON ®EJIEPAIIMA

DenepanpHOe rocyapeTBeHHoe 610/0KeTHOE 00pa3oBaTEILHOE YUpeKIeHHE
BBICILIEr0 00pa3oBaHMsi
«MaruuToropekuii rocytlapeTBeHHbIN Texuuyeckuii yuusepeurer um. I, Hocosan

YTBEPXKJIAIO
.y~ Mupexrop 'O
~_T.E. AGpam3on

14.02.2023 r.

PABOYAS ITPOI'PAMMA JIMCHUTTJIMHBI (MO/LY JIST)

AOKYMEHTHPOBAHHE IEATE/IBHOCTH HETOCY/IAPCTBEHHbBIX
OPI'AHHU3ALIHH

Harpasiienue nojarotoBku (¢neuaibHOCTh)
46.03.02 JlokymeHTOBeIcHHE W apXHBOBE/ICHHE

Hanpasnennocts (npoduiib/crieninannsarins) mporpaMmb
JIOKYMCHTOBE/ICHHE 1 JIOKYMEHTALHOHHOE 00CCIICHCHHE YIPABIICHHS

Yposenn Bbictiero odpasosatust - bakanaBpuar

Gopma 00yuenus
ouHas

Wucruryr/ pakynerer  Mueruryr rymanutaprioro obpasosanis

Kadespa [leparornueckoro o0pasoBanus n JIOKYMECHTOBE/ICHUS
Kype 3
Cewmectp 6

Marnuroropex
2023 ron



Pabouast nporpamma cocrasiena Ha ocHoBe PI'OC BO - GakanaBpuar 1o HarpasicHHIC
noaroroBkn 46.03.02 JlokymeHrtose/ilenie U apxuBoBe/eHue (npukas MunoGpuayku Poccun o1
20.10.2020 r. No 1343)

PaGouas nporpamma pacemorpena u ojo0pena na sace/anun kadesper learornueckor
o0pazoBanus U JI0KYMEHTOBC/ICHHSI /—

30.01.2023. nporokoi Ne 5 (7
3as. Kaeapoit 8 7
//

C.C. BennkaHose

Pabouas nporpamma 0,100peHa METOIMUCCKONH KOMUCCHCH

14.02.2023 r. nporokon Ne 6 }%04/}/] e
[pencenarens T.E. AGpam3on

PaGouas nporpamma cocrasiieHa:

jonent kageapnt [On/1, kant. Gpuinon. nayk ~ CJLAmnupeena

Perensenr:

Cr. menejukep (B npombiiiennoct) ITAO "MMK" 2 C.A. benoGopoiosa




JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2024 - 2025
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenaHuu kageapsl Ilegarornueckoro oopa3oBaHus U JOKYMEHTOBEICHHSI

[Ipotokom ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
yueOHOM roay Ha 3acenanunu kadeapel Ilemarormueckoro oOpa3oBaHuUs U JOKYMEHTOBEICHUS

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roy Ha 3acefaHuu kapeapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

- 0000meHne W yrioyOJeHHe 3HaHUM CTYyIEHTOB IO BompocaM (HOPMHUPOBAHHS
KOPHOPATHBHBIX CHCTEM JOKYMEHTALMH HETrOCYyJapCTBEHHBIX OpraHU3alMi, K KOTOPBIM
OTHO-CATCS KOMMEpPYECKHE M HEKOMMEPYECKHE OpraHM3alliH: 4YacTHbIC (MHAMBUAYaIbHBIC M
CeMeIHbIC) IPEATIPUATHSL.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOI POrpaMMbl

JucuumiuHa J{oKyMEHTHpPOBaHHME JESTEIbHOCTH HEroCyJlapCTBEHHBIX OpraHu3aluil
BXOJMT B 00513aTeJIbYI0 YaCTh yU€OHOTO IJ1aHa 00pa30BaTEIbHON IPOrPaMMBI.

Jns  u3ydeHUs  AMCUUIUIMHBL ~ HEOOXOAMMBI  3HaHMA  (YMEHHUS,  BIIAJCHHA),
c(hOpMHUPOBAHHBIE B PE3YJIbTATE U3YUEHHS AUCLUIUINH/ IPAKTUK:

JIOKyMEeHTaIlMOHHOE ~ OOecreueHre YHpaBICHUS Ha MPEANPHATUAX  Pa3THUHBIX
OpraHU3alMOHHO-TIPABOBBIX (OPM

ApXUBBI 110 TUYHOMY COCTaBY

Jlenonpon3BoACTBO KOMMEPUYECKUX PEAIPUATUN

HHudopmanroHHbIe pecypchl KaJIpoBOH CITy>KObI

KondunennuansHoe 1eI0npon3BOICTBO

OO0paboTKH 1 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMaLun

IIpoekTHas neATENBLHOCTD

[Ipon3BocTBEHHAs - MpPaKTHKa MO MOJYyYEHHUIO MPOPECCHOHAIbHBIX YMEHUH U OIbITA
npodecCHOHATIBHOM esITeIbHOCTH

HopmaruBHas 6a3a 1e10BOro nucbma

[IpoekTupoBaHue yrnpaBiIeHUYECKON JOKYMEHTAlUU OpraHUu3aluu

JIoKyMeHTallMOHHOE 0OecrieueHne aIMUHUCTPATUBHBIX OTHOILIEHUH B PD

MonenrpoBaHue CUCTEM JOKYMEHTAUU OpraHu3aluu

JIOKyMeHTallMOHHOE 00€ecIIedeHHEe TPYNOBbIX OTHOILLIEHUH B PO

JIOKyMeHTOBEIEHNE

CoBpemeHHas opraHu3alys rocy1apCTBEeHHbIX yupexxaeHuil Poccun

JlokyMeHTalMoHHOe obecneueHne NHPOpMaLnoHHOM cdepsl B PO

OO6paboTka ¥ 3a1MTa JOKYMEHTHPOBaHHON HH(pOpMaluu

VYnpasneHue nepcoHaiom

OcCHOBBI yIIpaBJIEHUsI OpraHu3annuen

JlokyMeHTalMoHHOE 00ecredeHne IpakJaHCKUX OTHOIIeHU B PD

WNHupopmaninoHHble TEXHOJIOTMM B JIOKYMEHTAllMOHHOM OOECTIEYEHUH YIPaBICHUS U
apXUBHOM JI€JIe

[Ipon3BoicTBEHHAS - TPOEKTHAS IPAKTHKA

3HaHus (YMEHUS, BIAJI€HUs ), MOJTYYEHHbIE PU U3YYEHUH JaHHOW TUCIUIUIMHBI OyayT
HEOOXOIUMBI JUISl U3yUSHUS TUCIUIUTNH/TIPAKTHK:

JIOKyMEHTallMOHHOE  O0€ecleYeHHe YINpaBICHUS Ha MPEANPUATHAX  Pa3INYHBIX
OpraHu3alMOHHO-TIPABOBBIX (hOPM

JIOKyMEHTBI 1 JOKYMEHTOOO0POT B OyXTalITepPCKOM ydeTe

Mesx1yHapoAHbIE CTaHAAPTHI YIIPABIECHUS TOKYMEHTAMH

[ToaroroBka K 3aIyMTe U 3alIUTa BHITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

IIpon3BocTBEHHAs — IPEIUIUIOMHAs [TPaKTHUKA

[ToaroroBka Kk mpoiietype 3allyThl ¥ 3allMTa BHITYCKHON KBATM(PUKAIIMOHHOMN paboThl

KondunenmnuanbHoe 1e10nponu3BoJCTBO

WudopmanroHHbIe pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTHUECKUE ACTIEKThI

ApXUBBI IO TUYHOMY COCTaBY

VYnpasiieHue 3J€KTPOHHBIMU apXUBaMHU

CrieunanbHble CUCTEMBI YYETHON IOKYMEHTALIUN



[IpoekTHas
OpraHu3aluen

ACATCIIBHOCTh IO JOKYMCHTALIlMOHHOMY 00eCIIeUeHUTO YHpaBJICHUA

Opranu3anys 1 TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABICHUS
Kanposoe nenonpoun3BocTBo

3 Komnerenuun odyyaromierocs, popMupyembie B pe3y/ibTaTe 0CBOEHUS

AUCHHUIIIINH

bl (MOYJIS1) M IIJIAHUPYEMBbIE Pe3yJbTAThl 00y4eHUsI

B pesynbraTte ocBoeHHS NUCHUIUIMHBI (MOAysl) «JloKymMeHTHpOBaHHE NESTEIbHOCTH
HETrOCY/IapCTBEHHBIX ~ OpraHu3alluil»  oOydJaloumuiics JOKeH 00JaJaTh  CIEeAYIOIUMH

KOMIICTCHIO UMM .

Kon unaukatopa

I/IH,Z[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMU

OIIK-2 CnocobeH H

aAXOUThb OpTraHHU3allMOHHO-YIIPABJICHUCCKHUC PCUICHU ITPU PCHICHUN 3a/1a4 B

cdepe cBoelt mpodecCHOHATBHOM AEATENHLHOCTH,

OIIK-2.1 Omnpenenser eI U 3aJ1a4u YIpasJieHus B chepe cBoel mpodecCHoHATbHON
JCSTSIILHOCTH

OIIK-2.2 Hcnonb3yeT OCHOBHBIE METOJBI U MPUEMbl OpPraHU3allWH, IIAHUPOBAHUS,
MOTHBAIIH, KOOPJHWHAIIMM W KOHTPOJS TMPOIECCOB B cdepe cBoe
poheCCHOHATLHOU eI TeIbHOCTH

OIIK-2.3 YMmeeT uaeHTUGUIMPOBATH TPEOOBaHUS HOPMATHBHO-TIPABOBOM Cpeabl K

CcBOEeH MpoheCCHOHAILHON NEATENBHOCTH U IEATENLHOCTH OPraHu3aIiin

OIIK-3 CrnocobeH MpUMEHSATh TEOPETUYECKHE 3HAHWS JUIS PEIICHHs TOCTABICHHBIX 3a/1a4 B

obnacTH JOKYMCHTO

BCACHU M apXKUBOBCIACHU A,

OIIK-3.1

CocraBnser, odopMisieT U BeNeT YNPaBICHUYECKYIO JTOKYMEHTAIIHUIO
pa3IMYHBIX BHUAOB MO MNPOPWIIO  JEATEILHOCTH OpraHU3alud B
COOTBETCTBHUHU C €€ OPraHu3alMOHHO-IIPaBOBOM hopmoit

OIIK-3.2 3HaeT NpaBOBblE HOPMbI M IIpaBUja OPraHU3allMM, CHCTEMaTHU3alluy,
KOMIUJICKTOBAHUA W YUY€Ta JOKYMCHTAJIbHOTO MW aApPXHUBHOI'O q)OHI[OB
OpraHu3aIku

OIIK-3.3 Paboraer ¢ KopmopaTHBHON CHUCTEMOW JTOKyMEHTOOOOpOTa, B TOM YHUCIIE

AJIEKTPOHHOTO, B COOTBETCTBHH C TIPABOBBIMU HOpMaMHU MPO(ECCHOHATBHOM
cpebl




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh MUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B TOM
qHCIe:
— KOHTaKTHas padora — 61,95 akan. yacos:
—aynutopHas — 51 akaj. 4acos;
— paeayautopHas — 10,95 akan. gacos;
— camocTosTenpHas padota — 46,05 aka. yacos;
— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. yac;

(DOpMa arrecTaluu - 3a4cT

AynutopHast
KOHTaKTHast pabora
(B akaj. yacax)

dopma TeKy1ero
Bun KOHTPOJISI
CaMOCTOSATENBHOM | yCIIeBaeMOCTH U
paboThI TIPOMEKYTOUHON
aTTecTaluu

Kon
KOMITIETEHIIMH

Pasznen/ tema
JCIUATIIUHEI

Cemectp

nab. | mpakr.
3aH. 3aH.

CaMocrosTenbHast
paboTa cTyeHTa

Jlek.

1. Pasmen 1. [Ilouarume o
JIOKYMEHTUPOBaHUHU
JIESATSIILHOCTH OpraHU3aIlHi

ITouck
JIOTIOJTHUTEIbHON
“HPOPMAIIUH T10

3aJJaHHOU TeMe
(pabota ¢
oubnuorpagpuiec
KAM MaTepuallaMH,
CIPaBOYHHKAMH,
KaTaJoramH,
CIIOBapsIMH,
SHIUKJIONEIUSAMH
).
KonrponbHas
11 JlokymMeHTHpOBaHMe paborta.
JIeSTENbHOCTH OpraHu3alin | 1 o 4 Brimonnenue
u OTBETCTBEHHOCTh JIOMAITHAX
PYKOBOJICTBA MPaKTUIECKUX
pabot
CamocrosTensHoe
n3yuyeHue yueOHoH
U Hay4HO
JUTEPATYPHI
Pabora ¢
MIPaBOBBIMH
UHTEPHET-
pecypcamu,
AJIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
CHCTEeMaMHu

TectupoBanue
[IpakTuueckas
pabora
KonTponpras
pabora
VYcrHbIl onpoc
(cobecemoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3




1.2 TTonsitne
JIOKYMEHTUPOBaHUS
JIeITEIBLHOCTH. Crioco0b1
JIOKYMCHTHPOBaHUs U €€
pe3yNbTaThI

4/11

ITouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH T10

3aJJaHHON TeMe
(pabota c
oubnuorpagpuiec
KHM MaTepuaiaM,
CIPaBOYHHUKAMU,
KaTaJoramH,
CIIOBapsAMH,
SHUUKJIONEIUSAMH
).
KonrtponbHas
pabora.
Brimonnenue
JIOMaIIHUX
MIPAKTUYECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHon
1 Hay4HO
JUTEPATyPHI
Pabora ¢
NPaBOBBIMH
HWHTEpHET-
pecypcamu,
JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanmue
[IpakTnueckas
pabora
KonTponshas
pabora
YerHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

13 Tunosoit cocTaB
cHCTEM JOKyMEHTAIINH,
obpa3zyrommuiics B
JIESITE€NbHOCTH OpraHu3aluil

2/11

ITouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabota ¢
oubnuorpagpudec
KAM MaTepualiaMH,
CIPaBOYHHUKAMU,
KaTaJoramMH,
CIIOBapsMH,
SHIUKJIONETUSAMH
).
KonrponbHas
paborta.
Brinmonnenue
JIOMAIIHUX
MPaKTUIECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHOH
1 Hay4HO
JUTEPATYPBI
Pabota ¢
MPaBOBBIMH
HWHTEpHET-
pecypcamy,
3JIEKTPOHHBIMHU-
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanue
[IpakTnyeckas
pabota
Konrtponbnas
pabota
YcrHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3




1.4 Howmenknatypa
HEroCcyJJapCTBEHHOU
OpraHu3aluu

p1(S2)

4/11

ITouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH T10

3aJJaHHON TeMe
(pabota c
oubnuorpagpuiec
KHM MaTepuaiaM,
CIPaBOYHHUKAMU,
KaTaJoramH,
CIIOBapsAMH,
SHUUKJIONEIUSAMH
).
KonrtponbHas
pabora.
Brimonnenue
JIOMaIIHUX
MIPAKTUYECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHon
1 Hay4HO
JUTEPATyPHI
Pabora ¢
NPaBOBBIMH
HWHTEpHET-
pecypcamu,
JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanmue
[IpakTnueckas
pabora
KonTponshas
pabora
YerHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Hroro no pazneny

12/411

15

2. Paznen
HopmatusHo-nipaBoBoe
peryaupoBaHue
JIOKYMEHTUPOBaHUS
JIeSITeIbHOCTU
HErocyJJapCTBEHHBIX
OpraHu3aiui




2.1 TTonsitne

HErocy1apCTBEHHBIX

opranuzanuii. Tunomorus

HErocy1apCTBEHHBIX
OopraHu3aui

421

11

ITouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH T10

3aJJaHHON TeMe
(pabota c
oubnuorpagpuiec
KHM MaTepuaiaM,
CIPaBOYHHUKAMU,
KaTaJoramH,
CIIOBapsAMH,
SHUUKJIONEIUSAMH
).
KonrtponbHas
pabora.
Brimonnenue
JIOMaIIHUX
MIPAKTUYECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHon
1 Hay4HO
JUTEPATyPHI
Pabora ¢
NPaBOBBIMH
HWHTEpHET-
pecypcamu,
JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanmue
[IpakTnueckas
pabora
KonTponshas
pabora
YerHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

2.2 O6u1as XxapakTepUCTHKA
HOPMAaTHBHO-TIPaBOBOM
6a3bl  JeJIONIPOMU3BOJCTBA

HEroCy1apCTBEHHBIX
OpraHHu3aIuii

ITouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabota ¢
oubnuorpagpudec
KAM MaTepualiaMH,
CIPaBOYHHUKAMU,
KaTaJoramMH,
CIIOBapsMH,
SHIUKJIONETUSAMH
).
KonrponbHas
paborta.
Brinmonnenue
JIOMAIIHUX
MPaKTUIECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHOH
1 Hay4HO
JUTEPATYPBI
Pabota ¢
MPaBOBBIMH
HWHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanue
[IpakTnyeckas
pabota
Konrtponbnas
pabota
YcrHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3




2.3 JlokymMeHTabHOe

COIIPOBOXICHUE

MPOLEAYPHl  JINKBHJAIIUH

IOpUANICCKOTO A

ITouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH T10

3aJJaHHON TeMe
(pabota c
oubnuorpagpuiec
KHM MaTepuaiaM,
CIPaBOYHHUKAMU,
KaTaJoramH,
CIIOBapsAMH,
SHUUKJIONEIUSAMH
).
KonrtponbHas
pabora.
Brimonnenue
JIOMaIIHUX
MIPAKTUYECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHon
1 Hay4HO
JUTEPATyPHI
Pabora ¢
NPaBOBBIMH
HWHTEpHET-
pecypcamu,
JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanmue
[IpakTnueckas
pabora
KonTponshas
pabora
YerHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Hroro no pazneny

10/211

22

3. Pazgen 3. Ocobennoctu

JTIOKYMEHTAJIbHBIX
HErocyJJapCTBEHHBIX
OpraHu3aiui




3.1 Ocobennoctu
JMOKyMEHTAIBHBIX  (DOH/IOB
He-TOCYJapCTBEHHBIX
HEKOMMEPYIECKUX
OopraHu3aui

421

ITouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH T10

3aJJaHHON TeMe
(pabota c
oubnuorpagpuiec
KHM MaTepuaiaM,
CIPaBOYHHUKAMU,
KaTaJoramH,
CIIOBapsAMH,
SHUUKJIONEIUSAMH
).
KonrtponbHas
pabora.
Brimonnenue
JIOMaIIHUX
MIPAKTUYECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHon
1 Hay4HO
JUTEPATyPHI
Pabora ¢
NPaBOBBIMH
HWHTEpHET-
pecypcamu,
JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanmue
[IpakTnueckas
pabora
KonTponshas
pabora
YerHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

3.2 OcobeHHOCTH
JIOKYMEHTAJIbHBIX ~ (POHIOB
HE-TOCYJJapCTBEHHBIX
KOMMEPUECKUX
OpraHu3aiui.
JlokyMeHTHpOBaHuE
JIeSITeIbHOCTH
aKIMOHEPHBIX 00IIECTB

8/31

1,15

ITouck
JIOTIOJTHUTEJIbHON
UH(OPMAIHH 10

3aJJaHHOU TeMe
(pabota ¢
oubnuorpagpudec
KAM MaTepualiaMH,
CIPaBOYHHUKAMU,
KaTaJoramMH,
CIIOBapsMH,
SHIUKJIONETUSAMH
).
KonrponbHas
paborta.
Brinmonnenue
JIOMAIIHUX
MPaKTUIECKUX
pabor
CamocrosTensHoe
u3yueHue yuyeOHOH
1 Hay4HO
JUTEPATYPBI
Pabota ¢
MPaBOBBIMH
HWHTEpHET-
pecypcamy,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu

TectupoBanue
[IpakTnyeckas
pabota
Konrtponbnas
pabota
YcrHBIi onpoc
(cobecenoBanue)

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Wroro no pazneny

12/51

9,05

Hroro 3a cemectp

17

34/111

42,15

3a4éT




HTtoro no aucuMiuinHe

17

34/111

46,05

3a4€T




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

B nponecce o0yueHus 1no aucuMIUIMHE «/OKyMEHTHpOBaHHME JIE€ATEIBHOCTH
HErocyJapCTBEHHBIX OPraHU3aLU IPUMEHSIOTCS CJIETYOIIUE TEXHOIOTUH.

1. TpaguunuoHHble 0Opa3oBaTEIbHbIE TEXHOJIOTMH, MPEAIOIaraplue IpsMyro
TPAHCISALUIO 3HAaHUM OT TMpernojaBaTelis K CTYIEHTY (IPeHMMYIIECTBEHHO Ha OCHOBE
O0BSICHUTENBHO-WIITIOCTPATUBHBIX METOI0B 00y4deHus ). YueOHas qesITeIbHOCTD CTYACHTa HOCUT
B TaKUX YCJIOBHSX, KaK IIPABUJIO, PEPOAYKTHUBHBIN XapaKTep.

@Dopmbl y4eOHBIX 3aHSTHH C UCIIOJIE30BAHUEM IUCTAHITMOHHBIX TEXHOJOTHH:

Nndopmanvonnas Jeknuss —  [OCIENOBATEIbHOE H3JIOKEHHWE MaTrepuaia B
JUCHUTUTMHAPHOM JIOTHKE, OCYLIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CPEICTBAMU
(MOHOJIOT TIperoaaBaTes).

[IpakTueckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHI M HaBBIKOB IO
MPEIJIOKEHHOMY QJITOPUTMY .

2. TexHonoruu mpoOIEMHOr0 0OydeHUs] — OpraHu3as 00pa30BaTENBHOTO IpoIlecca,
KOTOpasi MpernoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHUE YUEOHBIX MPOOIEMHBIX
CUTyaIuH JIJIsl CTUMYJIUPOBAHMS aKTUBHOM MMO3HABATEILHOU JAESTEIIHHOCTU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 00yUYCHHUS:

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HaIpaBlIeHHAs HAa peUIeHHEe KOMILUIEKCHOW y4eOHO-T03HaBaTeIbHON 3a/adyu, TpeOyromei oT
CTyJICHTa TPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TAK U TPAKTUUECKUX HABBIKOB.

[IpakTuueckoe 3aHsATHE HA OCHOBE Kelic-MeTo1a — 00yUeHHE B KOHTEKCTE MOJIEIUPYEMOi
CUTYyaIluH, BOCIIPOU3BOISIICH pealbHbIC YCIOBUS HAYYHOU, TPOU3BOACTBEHHOM, OOIIIECTBEHHOMN
nesitenibHOCTH. OOyuaroluecs: JTOJDKHBI MPOAHATM3UPOBATh CUTYAIMI0, pa3o0paThCcsi B CYTH
po0JIeM, IPEAIOKUTh BO3MOYKHBIE PEIIEHUS U BBIOpATh Jiyuliee u3 HuX. Keicel 0azupyrorcs Ha
peabHOM (haKTHUECKOM MaTepHalie UK ke MPUOIMKEHbI K pealbHOU CUTYaIlHH.

3. TexHonoruu MpPOEKTHOrO OOYYEHHs — OpraHu3alus 00pa30BaTENLHOTO Mpolecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAIHOTO PELICHHUS MPOOJEMHOW 3aJaydl WM BBITOJHEHUS
yueOHoro 3ananus. [IpoekT mpeanonaraeT COBMECTHYIO yueOHO-TIO3HABATENbHYIO 1€ATeIbHOCTh
IPYIIBl CTY/IEHTOB, HANIPABJICHHYIO HA BbIPAaOOTKY KOHIEMINM, YCTAaHOBJIEHHUE LIeJeil U 3aaad,
GOpMYyIHUPOBKY OXHAAEMBIX PE3yJIbTAaTOB, OMpPECICHUE MPHUHIMIIOB W METOJIUK PEIICHUS
MOCTABJICHHBIX 3a/lay, TUIAHUPOBAHMUE XO0Ja pabOThl, MOUCK JOCTYMHBIX W ONTHUMAIbHBIX
pECYpCOB, MO3TAMHYIO pealu3aluio IaHa paboThl, MPE3CHTALUI0 PEe3yJNbTaTOB paldOThI, HX
OCMBICIIEHUE U PEDIIEKCHIO.

NudopmannonHplii  MpoeKT — y4deOHO-TIO3HABAaTeNbHAs JCSITENBHOCTh C  SIPKO
BBIPaKEHHON 3BPUCTUYECKON HAMPABIECHHOCTHIO (ITOMCK, OTOOP M CUCTEMATH3alMs HUHOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJICHHE YYaCTHUKOB MPOEKTa ¢ 3TOM MH(OpMalMeil, ee aHaIu3 U
0000111eHre I pe3eHTalnuu 0oJiee UPOKOH ayIUTOPUN).

5.  HH)popManmoHHO-KOMMYHUKAIIMOHHBIE ~ OOpa3oBaTeNbHBIE  TEXHOJOTHUH  —
opranusaiusi 00pa3zoBaTeIbHOTO Mpolecca, OCHOBaHHAsI HA MPUMEHEHUH CIIEUAIN3UPOBAHHBIX
MPOrPaMMHBIX CPEI M TEXHHUECKUX CPENICTB padOThI ¢ MH(OpMALIHEH.

®opMbl y4eOHBIX 3aHATHH C HCIOJIB30BAHHEM HWH(OOPMAIMOHHO-KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA:

Jlexuusi-Bu3yanusanuss — HW3JI0KEHUE COJIEP)KaHUS CONMPOBOXKIAETCS TMpe3eHTaluei
(teMoHCTpaIeil yaeOHbIX MaTepHaioB, MPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPAaTUBHBIX, IpauuecKux, ayIuo- ¥ BUAEOMaTEPUaJIOB).

Hcnone3yroTecss UCTaHIIMOHHBIE 00pa3oBaTelbHBIE TEXHOJOTH, pealu3yeMble B
OCHOBHOM C TpHMEHEHHEM HH(GOPMAIIMOHHBIX U TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHHA TPH
ONOCPEZIOBAaHHOM  B3aUMOJCHCTBUM  OOydYaroIlerocss M  IeJaroruuyeckoro  pabOTHHKA.
[IpakTuueckue 3aHATHS TPOBOIATCA B (OpME MPAKTHIECKOW TIOATOTOBKH B YCIOBHSIX
BBITIOJTHEHMS 00yJaIOIIMMUCS BUIOB paboT, CBA3aHHBIX ¢ Oy Ty1ei nmpodeccuoHanbHON



NEeSTeIbHOCThI0 U HANpaBiICHHBIX Ha (OpMHpOBaHHE, 3aKpEIUICHHE, Pa3BUTHE MPAKTUYECKUX
HaBBIKOB ¥ KOMITETEHLIUH 10 Mpoduitio 06pa3oBaTeIbHOM MPOTrPaMMBI.

6 YueOHO-MeTOAUYeCKOe 00ecreueHHe CaMOCTOSITeIbHOI PaGoThl 00yYalomuxcst
[Ipencrasneno B mpuioxenuu 1.

7 OueHoYHbIE CPeICTBA 1JIf POBEIeHUs MPOMEKYTOUHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCITUIIIMHBI (MO/YJIs1)

a) OcHoBHas TUTEpaTYypa:

1. AmngpeeBa, C. JI. JIOKyMEHTUpOBAaHHUE JEATEIBHOCTU HErOCYAAPCTBEHHBIX
opranuzaiii . yueono-meroauueckoe mocoodue / C. JI. Auapeesa ; MI'TVY. - Marauroropck :
MI'TY, 2018. - 1 snmektpon. ont. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata oOpamenus: 04.12.2022). - MakpooObekr. - Tekcr
aeKkTpoHHBIN. - ISBN 978-5-9967-1157-4. - CBenenus noctymnbl Takke Ha CD-ROM.

2. Awnronenko, H. WM. CucremHoe pykoBOACTBO opranu3anued : ydueOnuk / H. .
Awnronenko. - M. : Dk3ameHn, 2006. - 1 snekrpon. onT. auck (CD-ROM). - 3ari. ¢ Tuty. sKpa-Ha.

URL:
https /Imagtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/10529
83/192.pdf&view=true (nara obpamenus: 04.12.2022). - MakpooOBEKT. - TEKCT : 37IeKTPOHHBII. -
Cenenus noctymnssl Takxke Ha CD-ROM.

3. AmupoB, A.P. JlokymMeHTanMoOHHOE OOecreueHHe YIPaBICHHUS B OpPraHU3ALUAX |
yuebHoe nocooue / A.P. Amupos, B.M. Muxaiinos. — Ya : BI'TTY umenn M. Axmysuisr, 20009.
— 176 ¢. — ISBN 978-5-87978-513-5. — Tekcrt : a5eKTpOoHHbIH // DaeKTpOHHO-OUOIHOTeUHAS
cucrema «Jlamp» : [caiit]. — URL: https://e.lanbook.com/book/42213 (mara oGpamicHus:
11.12.2022). — Pexum JoCTyma: JUISE aBTOPU3. M10JIb30BaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

0) lonotHuTeEIBHAS TUTEPaTypa:

1. Boruensp, JI. M. Pucku npennpuHUMaTeIbCKOH IeSTEIBHOCTH | yueOHoe mocooue / JI.
M. Botuens, B. B. Bukynuna ; MI'TY. - Maraurtoropck : MI'TY, 2018. - 1 s51eKTpoH. onT. AUCK
(CD-ROM). - 3aru. c TUTYIL JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mara ooOpamenus: 04.12.2022). - MakpoodsekT. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1130-7. - CBenenust noctynssl Takxke Ha CD-ROM.

2. Kysuernos, . H. JlokyMeHTaIImOHHOE 0OecIieueHue ypaBiieHus. JJokyMeHTo000pOT 1
JICTIOTIPOM3BOCTBO © YYEOHUK U MPAKTUKYM JJIsi pukiaaHoro O6akanaBpuara / M. H. Kysueros.
— 3-e u3n., nepepad. u gor. — Mocksa : M3narensctBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknaguoit kypc). — ISBN 978-5-534-04275-7. — Teker : snexrponnsiit // DbC Opaiit
[caiiT]. — URL.: https://urait.ru/bcode/431759 (nata odpamienus: 24.12.2022).

3. Ky3nenoBa, M. B. PeIHOK LIeHHBIX Oymar: KOHCIIEKT JIeKIuii : yueOHoe mocodue / M. B.
Kysuerosa ; MI'TY. - Maruautoropek : MI'TY, 2017. - 1 anextpon. ont. auck (CD-ROM). - 3ar.
c TUTYJL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3402. pdf&show-dcatalogues/1/1139
622/3402.pdf&view=true (mata ooOpamenus: 04.04.2021). - MakpooObekT. - Tekcr
aekTpoHHbIH. - ISBN 978-5-9967-1004-1. - CBenenus noctymasl Takxe Ha CD-ROM

B) MeToanyeckne yKazaHus:



CamocrosTenbHas paboTa CTyIeHTOB By3a . npaktukyMm / coctautenu: T. I'. Heperuna,
H. P. ¥pazaeBa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropckuii roc. TEXHU4ECKUI YH-T UM.
I'. Y. HocoBa. - Maruurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ tury.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata oOpamenus: 28.12.2022). - MakpooObekT. - Tekcr
3JIEKTPOHHBIN. - CBeieHust 1ocTyIHbI Takke Ha CD-ROM

Meronuueckrue yKas3aHus 110 BBINOJHEHUID HWHAWBHAYAJIbHBIX JIOMAIIHUX 33JIaHUI
MMHETICTARIIEHBI K KAXKTOMV 3aJTAHUTO OTeNhHO B [Tounoxenun 1 x PTTJT

r) [Iporpammuoe o6ecneuenue u UnTepHer-pecypcebi:

IIporpammHoe o0ecnieueHue

HanmenoBaHue .
10 No noroBopa CpoK JIeCTBUS JTUIEH3UU
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional
7Zip CBOOOJTHO 0ECCPOUHO
FAR Manager |[cBoOoaHO 0eccpoyHO
IIpodeccnonanbubie 0a3bl JaHHBIX U HHGOPMANMOHHbIE CIIPABOYHbIE CUCTEMbI
Haszpanue xypca Cchlika
DJICKTpOHHA | 0asa  MEPHOMMNMECKMX|y o /idlib eastview.com/
u3nanmii East View Information Services,
HammonansHas

undopmanuronno-ananutuueckas cucrema|URL: https://elibrary.ru/project_risc.asp
— Poccuiickuii HHJICKC Hay4HOI'O
ITouckoBas cucrema Axkamemus Google
(Google Scholar)

Wudopmarronnas cucrema - EquHOe OKHO
JOCTYIIa K HH()OPMAIIMOHHBIM PeCypcam
Poccuiickas ['ocynapcTBeHHast OMbanoTeka.

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

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

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

Karanoru
DnekTpoHHbIe pecypcbl oudarnorexku MI'TVY |https://magtu.informsystema.ru/Marc.html?local
uM. I'.1. HocoBa e=ru

denepanbHbIii 00pa3zoBaTeIbHbIN MoOpTal —
Oxonomuka. Connonorus. MeHeHKMEHT
VYHuBepcurerckas uHpopmaImoHHas
cucrtema POCCUSA

9 MaTtepuaJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTIHHBI (MOLYJIs1)

http://ecsocman.hse.ru/

https://uisrussia.msu.ru

MaTCpI/IaJ'IBHO-TCXHI/I‘-ICCKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOYACT:



VYdeOHblE ayTUTOpPHHM IS TPOBEACHUS 3aHATUH  JICKIMOHHOTO THIA:  CTOJ
KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIH, CTYyJ1 O(QUCHBIN, JOKyMeHT-kamepa EpPSOn, ucrouHuk
oecnepedoiinoro mnuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3perieHus,
KOMITBIOTEp NepCOHalbHBbIH (THI 6), mpoekTop ViewSonicPJID7526W, cnikephoH HACTOIBHBIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHAS,
cTepeorapHuTypa (MUKpO(OH C IIyMOIIOJaBIeHHEM), SKkpaH HacteHHBINDIgiS Optimal-C MW
DSOC-11032*2

VYueOHbIE ayIUTOpPUM JUIS TIPOBEICHUS TPAKTUYECKUX 3aHITUI, TPYNIOBBIX U
WH/IMBUYAIBHBIX KOHCYJIBTAIIUH, TEKYIIEro KOHTPOJIS ¥ MPOMEXKYTOYHOW aTTECTAIMH: CTOJI
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYy1 O(QUCHBIN, JOKyMeHT-kamepa EpPSOn, umcrouyHuk
oecnepedoiinoro mnuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3perieHus,
KOMITBIOTEp NepCOHalbHBIH (THI 6), mpoekTop ViewSonicPJID7526W, cnikephoH HACTOIBHBIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHAS,
cTepeorapHuTypa (MUKpOQOH C MIyMOIMOAaBIecHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2

[Tomemenuss st caMOCTOATENBHOM  pabOThl  OOy4YalOIIMXCA:  MEPCOHATBHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYIOM B 3JIEKTPOHHYIO
nH(pOPMAIIMOHHO-00PA30BATENBHYIO CPEly YHUBEPCHUTETA.

[Tomenienne Juis  XpaHeHHS W OPOPHIAKTUYECKOTO OOCITYy)KHBaHUS  y4eOHOTO
000pYIOBaHUS: CTEIUTAXKH JUIS XPaHEHHs YIeOHO-HATTIIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTAITUH.



IHpuiaoxenue 1
YyebOHO-MeTOANYUECKOE o0ecreuenue CaAaMOCTOATEJILHON padoThI
o0y4yaromuxcsi

IIpakTnueckoe 3axanue Ne 1
M0 JUCHHILUIHHE «/[OKyMeHTHPOBaHHE 1eATETbHOCTH
HErocyJ1apcTBEHHbIX OPraHu3aluii»

3ananue. CnpoekTupoBaTh HOMEHKJIATYPY hi () OTHOM
HErocyJapCcTBEHHO! OpPraHM3auMud MO0 HCXOAHbIM YycjoBusiMm. Ha3panus
OpraHmu3anuii BIMbIIILJIEHHbIE.

1. Ha3anue opranmzanmuu — OOO «Bsicota» r. ExarepunOypr; cdepa
JEATEIIbHOCTH — CTPOUTENBCTBO (3aCTPOMIIHUK).

2. HaszBanue opranuzanuu — KpecTbsaHckoe (depmepckoe) XO03sHUCTBO
«CanaBat» Pecnybnuka bamkoproctan; cdepa npesrenbHoctu - Cenbckoe
XO035IUCTBO (3KUBOTHOBOJICTBO).

3. Haspanme opranuzammu — CHT «Ypoxait» r. UYensOunck; cdepa
nearesbHOCTH - CaloBOJICTBO, OTOPOJHUYECTBO U TAYHOE XO3AMCTBO.

4. Haszpanue opranmzaiuu — OOO «CHb» r. HoBocubupck; cdepa
nesTeNbHOCTH - OnepaTopbl COTOBOW CBS3H.

5. Ha3Banme opraHuzauud — XO034KMCTBEHHOE mapTHepcTBO «Kype»
r. MockBa; cdepa 1eaTebHOCTH - TOPrOBO-3aKyIIOYHAs I€ATEIbHOCTb.

6. HazBanme opranmzamuu — OOO «ABrotopr» r. Kammaunrpanm; cdepa
nesteabHocTM  —  Toproisg. KoMHCCHOHHBIE  Mara3uHbl IO TOPTOBJIE
TPAHCIIOPTHBIMHU CPEJICTBAMM.

7. Hazpanue opranuzaruu — nosiHoe toBapuiiectBo (I1T) «duzensy; chepa
NEATEeIIbHOCTH - He(PTera3o100bIBaIOIIUX MTPOU3BOJICTRBO.

8. Hazpanmue opranuzauuu — OOO «lIunkepron»; cdepa nesTenbHOCTH —
YacTHas 1eTeKTUBHAS U OXpaHHAas AEATEIbHOCTb, ar€HTCTBO.

9. HasBanme opranmszaumu — UII «MBanoB W.M» pexiiamHblil KypHAI
«Cdepay; chepa nesrenpHocTH - CpencTBa MmaccoBoi nHpopmanmu. Pekirama.

10. Ha3Banue opranu3zanuu — accolualys TypareHTOB M TypOIIEpaTopoB
«bnok» r. Camapa; cdepa neaTenTbHOCTH — TYpUCTCKas JEATEIbHOCTH, 3allUTa
MHTEPECOB TYPareHTOB, TYpOIEPaTOPOB, TYPUCTOB.

!!!Homep 3a0anus, 8b10upaemozo 0 aHaiu3a, COOmeemcmaeyem
NOPAOKOBOMY HOMEPY amuiuu cmyoeHma 6 cnucke pynnsl. Eciu 6 epynne
bonel 0-mu uenosek, mo, HAYUHASL C OOUHHAOYAMO20 CMYOeHmd, omyem 3a0arull
Hayunaemcs c No 1.



Memoouueckue pexomenoayuu

JIns1 BBITIOJIHEHUS 3a/1aHUSI OPUECHTUPOBATHCS HA TEOPETUUYECKUN MaTepuall
Pasnenos 1 u 2.

B HomeHKIaType MOMKEH OBITh OTPa)X€H BECh JOKYMEHTAIbHBIA (HOHI,
MPEJICTABJICHHBIM  yIPABJICHYECKOM  JOKYMEHTAMEW W JIOKyMEHTalHUeu
00eCeurBalOIIEro TUIA.

HavmMeHnoBaHusi 3arojloBKOB Jiel HEOOXOJAMMO CBEpPSTh C THUIIOBBIMH
NEPEUHSIMU apXUBHBIX JOKYMEHTOB (cM. Wcrounuku). OOs3aTeNbHO CleIyeT
m3yuntb 'K P® B wacTtu, kacaromieiicss BeiOpanHor OIID, u denepaabHbIMU
3aKOHAMH I10 YKa3aHHBIM BHUJIaM JIEITEIbHOCTH; YUUTHIBANTE IPU MPOECKTUPOBAHUU
HOMEHKJIaTyp HOpPMAaTUBHBIE TMpaBOBbIE aKThl CyObekToB PO u  wux
TEPPUTOPHATBHBIX 00Pa30BaHUMN.

[Ipy TpPOEKTUPOBAHUM  HCIOJB30BaTh THUIMOBYIO  Ta0auIy  (QOpMbl
HOMEHKJIATYyphI €] CM. Tadauiy 1.

Tabnuua 1
dopMa HOMEHKJIATYPbI JI€J1 OPTraHU3alUN
Cpok xpaHeHusi
HNupe Kou-B aesia u IIpumeyu
3aroJ10BOK JeJjia
KC Jes1a 0 el. xp. Ne crarbu aHus
no Ilepeunio
1 2 3 4 5

Hcemounuku

1. denepanpubiii 3akoH oT 22.10.2004 N 125-®3 "OO6 apxuBHOM 1ele B
Poccuiickont @enepanun’

2. IlepeyeHr  THIOBBIX  YMPABICHYECKUX  APXUBHBIX  JIOKYMEHTOB,
o0pa3yoIuxcsi B TNpOLEecce JeATENbHOCTH TOCYJapCTBEHHBIX OpraHoB,
OpPraHOB MECTHOT'0 CaMOYIIPABIICHUS M OPTraHU3ALUH, C YKa3aHUEM CPOKOB UX
xpanenus", yTB. [Ipukazom Munkynetypsl PO ot 25.08.2010 N 558 (cm.
yKazaTeslb BUJIOB JOKyMEHTOB K HEMY);

3. Ilepeuenr  TUMOBBIX  APXUBHBIX  JOKYMEHTOB, OOpa3yloIIHUXCi B
HAay4YHO-TEXHUYECKOU U MPOU3BOJCTBEHHOW IEATEIbHOCTH OpPraHU3alNi, C
yKa3aHUeM CpOKOB XpaHeHus, yTB. IIpukazom MuHkyinsTypsl PO ot
31.07.2007 N 1182 (cm. ykazaTenb K HEMY);

4. CnpaBounast uHpopmarusi: "Cpokd XpaHEHUs TOKYMEHTOB OpraHu3aunui”
(Marepuan  moarotoBiieH  cnenuanucramu  Koncynerantllmioc) — //
Koncynwsrantlntoc. —Pexum JIOCTyMa:
http://www.consultant.ru/document/cons doc LAW 121777/

5. IlosioxkeHre O TOPSAKE W CPOKaxX XpaHEHUs JOKYMEHTOB aKIIMOHEPHBIX
obmrects, yTB. [loctanoBiaennem ®KI[b PO ot 16.07.2003 N 03-33/mc.

IpakTnueckoe 3aganue Ne 2


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

o JucumnIuinge «/{okyMeHTHpOBaHMe esITeILHOCTH
HErocyJ1apCcTBeHHbIX OPraHu3aIuin

3ananue. UaeHTH(PUMUMPOBATHL HOPMATHBHYIO Cpeay /IJsi OJAHOW u3
caeayromux OIIP. CocraBurb Oudauorpaduveckunii 063op. Boioop OIID B
JAHHOM 3aJIaHUM JOJIKeH coBHaaarh ¢ BbIOOpoM OII® B KOHTPOJBLHOM
pabore (cm. 3axanue KonTposbHoii padoTsl).
Crucoxk OIID
1. Ilonnoe mosapuuecmeo
2. Obwecmaso ¢ 02panuyeHHOl 0MeemcmeeHHOCMbIO.
3. Kpecmuvsnckoe (pepmepckoe) xo35iicmeo.
4. XoszaiicmeeHnHvie napmuepcmaad.
5. Ilpoussoocmeennuili Koonepamus,
6. Ilompebumenvckux koonepamusos (ooas uz ciedyiouux opm):
6.1. >KUJIMIIHBIHA,
6.2 )KUIINITHO-CTPOUTEIbHBIN
6.3.TapaxHbIi KOOTIEpaTHB,
6.4.camoBoIUECKU, OTOPOTHUIECKUI M TAYHBIN KOOTIEPATHUB,
6.5.moTpeduTenbCKuil KOOMEPaTUB,
6.6.00111eCTBO B3aMMHOTO CTPaXOBaHMUA,
6.7.KpeAUTHBIN KOOTIEPATHB,
6.8.doun npokara,
6.9. CeTbCKOX035MCTBEHHBIN TOTPEOUTENHCKUN KOOTIEPATHUB.
7. ObwecmeseHHble opeaHuzayuu (1100as u3 credyiowux gopm):
7.1.monuTHYeCKUE NapTUn
7.2.co3MaHHBIC B KayeCcTBE IOPUIWYECKUX JHI[ MPO(ECCHOHAIBHBIE COMO3BI
(mpodcoro3HbIe OpTraHU3aIINH ),
7.3.0pransl OOIIECTBEHHON CaMOICSATEILHOCTH,
7.4. TEppUTOPHATIbHBIE OOIIECTBEHHBIE CAMOYTIPABIICHUS.
8. Accoyuayuu (coroswt), (1106as u3z ciedyrouwux ¢popm):
8.1.HeKkoMMepUeCKre MapTHEPCTBA,
8.2.caMoperynupyeMblie OpraHu3alliy,
8.3.00bennHeHus paboToaaTeneH,
8.4.00bennHeHNs TPO(EeCCHOHABHBIX COI030B,
8.5.x00mepaTBOB 1 0OIIECTBEHHBIX OpraHU3aIlni,
8.6.TOproBO-NPOMBIIIIJICHHEIE,
8.7.HOoTapuabHbIE TAIATHI.
9. Tosapuwecmea cobcm8eHHUKOB HCUNbS
10.Kazauvu obwecmea

11.Donowi:
11.1. 00IIIECTBEHHBIE
11.2. 0J1aroTBOpUTEILHBIE (DOH/IBI.

12.Penuzuo3nvie opeanuzayuu.
13.11y6auuno-npagosvle Komnanuu
14.Aosoxamckue obpazosarusi.

Memoouueckue pexomernoayuu
OTBeT Ha 3a7aHKe TOJDKEH OBITh MPeICTaBIeH B BUAE 0030pa HOPMATHUBHBIX



IIPABOBBIX AKTOB.

IIpu waeHTHUKAIMM HOPMATUBHOM Cpelbpl CIEIyeT ONUpaThCs Ha
pekomengauuun 1.5. I'OCT P HCO 15489-1-2007 «CUBU/. VYupasieHue
nokymeHntamu. OOme TpeboBaHUs»:

HopMmatuBHas cpena BKIIOYaeT B ceOsl:

a) 3aKOHbBl M HOpPMAaTUBHBIE aKThl, pETyJHUpyoUMe cdepy IAeI0BOU
JIESITEIbHOCTH B IIEJIOM M B CHEIU(PUUYECKUX OTPACIsIX, B TOM UYHCJE 3aKOHBI U
HOPMATUBHBIE aKThl, OTHOCSIIHECS HETMOCPEICTBEHHO K JOKyMEHTaM, apXuBaM,
JOCTYyMy, KOH(UICHIIMAIBHOCTH, JI0Ka3aTeIbCTBaM, JJIEKTPOHHONH KOMMEpIIHH,
3alUTe JaHHBIX, UH(pOpMaLINK;

b) cranaapThl, OTHOCSIINECS K IPAKTUYECKON JESITEIbHOCTH;

C) MpaBUJIa PEKOMEHIaTENbHOI0 XapaKTepa, OTpaXKarolliue Mepe10BOi ONBIT;

d) 106pOBOJIBHO MPUMEHAEMBIE STUUECKHE KOJEKCHl U HOPMBI;

€) uIeHTHGULIHUpPYEMble  COIHaJbHBIE  OXHUJAHUS  (TMOTPEOHOCTH),
Kacalollluecss aJeKBaTHOTO IIOBEIEHUS B CHEHU(PUUECKOH OTpaciu WU
OpraHU3aIHH.

Bri6upas HopMaTuBHbIE TTpaBoBbie akThl 11l OIID, cienyer pacnpenensiTh
UX 110 YPOBHAM (CM. YpOBHU HOPMAaTHBHO-METOAMYECKOM 0a3bl B Paznene 2).

[Ipu  odopmieHNN KCTOYHUKOB YKa3blBaTh HA3BaHHWE JOKYMEHTa, AaTy
W3JIaHUs, aBTOpa, IYHKTHI, TJaBbl W T.I., pPETJIAMEHTHPYIOIIHME paboTy ¢
JIOKYMEHTaMH, €CITi He BECh HCTOYHUK MOCBSIICH TOKYMEHTUPOBAHUIO.

Bce ynomsHyThle B 0030p€ HMCTOYHUKH JIOJKHBI OBITh JEHCTBYIOILMMHU.
CraTyc UCTOYHMKOB (EUCTBYIOUIMM / HE NEUCTBYIOUIMI) CleAyeT MPOBEPATH IO
uHpopMallmoHHO-TIpaBoBbIM  mopTasiaM  «Koncynbrantllmoc»,  «['apHaTy,

«Koaeke» u ap.
KOHTPOJIBHAS PABOTA
«I_IOKyMeHTI/IpOBaHI/Ie ACATCJIBbHOCTH Herocy[[apCTBEHHBIX opraﬂn:;almﬁ»
B kauecTBe KOHTPOIBHOHN pabOTHI CTYIEHTAM TIpeIaraeTcs COCTaBUTh pedepar mo Teme:
«JlokyMeHTHpOBaHUE NEATEIIEHOCTH HEroCyJapCTBEHHOW opraHm3anud (yka3aTh BBIOPaHHYIO
OpraHU3alMOHHO-TIPaBOBYIO (hopmy)». Buibl opraHu3aiimoHHO-TTPaBOBEIX (OpM MpuBeAcHBI Hike. OHU
HC JOJIDKHBI HOBTOpSITBCH B rpynne

TpeboBanus k pedepaty

CopeprkaHne JOJDKHO JEMOHCTPUPOBATH CIEAYIONINE 3HAHUS U YMEHHS CTYICHTOB:
3uanue:
- cneyuguuecKux yepm 0OKYMEHMUPOBAHUS OesIMENbHOCIU He20CYOAPCMEEHHbIX OP2AHUAYULL
- OCHOBHBIX OP2AHUAUUOHHO-NPABOBHIX (POPM He20CYOapPCMEEHHbIX KOMMEPHUECKUX U HEeKOMMEPUECKUX
opeanusayuil;
- munogo2o  cocmasa  cucmem  OOKYMEHmayuu,  GopmMupyiowux  OOKYMEHMAAbHbIL — (POHO
He20CyO0apCmeeHHbIX OPeaHUu3ayull;
- cnocobog u cpedcmg  OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 6 npoyecce  OesmelbHOCmU
He20Cy0apCmeeHHbIX Op2aHUu3ayul;
- HOpMAMUBHO-NPABOBLIX AKMOS, De2NAMEHMUPYIOWUX O0eamelbHOCMb U ee OOKYMEHMUpo8aHue 8
He20CyO0apCmeeHHbIX OP2aAHUZAYUSIX.
Ymenue
- cocmasumv  HOPMAMUBHO-NPABOSYI0  0A3y  OOKYMEHMUPOBAHUSL  OesIMEeNbHOCMU — KOHKPEMHOLUL
opearuzayuu;
- cocmagumb NPOEeKm HOMEHKAAMYpbl Oell Op2aHU3ayul, UCXo0s U3 Muno8oco cocmasa Cucmem
VNpaGNeHyecKol  OOKYMeHmayul,  Op2aHU3AyUOHHbIX U  HOPMAMUBHO-NPABOBIX  OOKYMEHMO8,
Ppe2nameHmupyromux 0essmelbHOCHb He20Cy0apCmEeHHOU OP2AHU3AYULL.

TunoBoii mian pedepara
1. XapakTepHuCTHKa OpraHH3aOHHO-TIPaBoBoi GopMbl (OI1D) HerocyaapCTBEHHON OpraHHU3AITHH.
(CKenmaTenbHO TPHBICYCHHUE CTATUCTUYECKUX JIAaHHBIX O TOM, CKOilbko B Poccuw/
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peruoHe/00aacTi/ ropoie 3aperucTPUPOBaHO opranusanuii ganuoi OIIdD).
OO6mras xapakTepuCTHKa yIpaBieHUs opranu3anueil qanaon OI1d.
OCHOBHOH CcOCTaB HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, PETIaMEHTHUPYIOIINX AEATEIbHOCTD
HerocyaapcTBeHHoU opranm3anuu ganHo OIID (cm. [IpakTrueckoe 3amanue 2).
XapakTepucThKa JOKYMEHTambHOrO (oHIA (IOKYMEHTOB, WX KOMIUIEKCOB H CHCTEM
JOKyMEHTaIU1, POPMUPYIOIIUXCS B ASATEIHHOCTH HErOCYAapCTBEHHON OpraHn3aIin):

®  OPraHM3alMOHHO-TIPABOBAS JOKYMEHTAIIHS,
TUTAHOBAS IOKyMEHTAITHS;
pacropsanTenbHas JOKYMEHTAIINS;
WH(POPMAITMOHHO-CITPABOYHAS U CIIPABOYHO-aHAIUTHIECKAs JOKYMEHTAIIHS,
OTYEeTHAS JOKYMEHTAIIHS;
JIOKYMEHTAIIVSI TT0 00eCTIeYeHnI0 KaapaMH (TI0 IMIHOMY COCTaBY);
¢mHAHCOBas JOKyMeHTaIs (OyXTranTepCKUid y4eT U OTIYETHOCTD);
JIOKYMEHTAIIVSI TI0 MaTepHaIbHO-TEXHUIECKOMY 00eCIedeHHIO;
JIOTOBOPHASI TOKYMEHTAIIHS,
MOKyMEHTAaIlisl 1O JOKYMEHTallMOHHOMY ¥ HMH()OPMAalMOHHOMY 00eCIedeHHUI0
JESITEIbHOCTH YUPESIKICHNUS;

o Apyru€ CHCTEMbI OJOKYMCHTAIlUK, BKIIOYasA M TE€, KOTOPBLIC OTPAXAOT OCHOBHYIO

JIeSITEIbHOCTD U T.I.

AHanu3 NpuMepHOH HOMEHKJIATyPHI JIe HETOCYyIapCTBEHHOM OpraHn3aIlH.
CriocoObI U cpelicTBa JOKYMEHTHPOBaHUs HH(GOPMALIMK B HETOCYIapPCTBEHHOM OpraHU3aluu
[Topsinok xpaHeHHs] TOKYMEHTOB HErOCYJapCTBEHHOU opraHu3auuu JaHHOU OIID.
Crucox muTepaTypbl 1 ICTOYHHUKOB.
Cmpykmypa peghepama: TUTYIBHBIA JUCT, OIJIABJIICHHE, BBEJICHHE, OCHOBHAs 4acTh,

pa30uTas Ha MyHKTHI (ITyHKTBI O3arjiaBieHBbl), 3aKJIOYEHUE, CIIMCOK JINTEPATYPhl, MPHIOKCHUE
(pu HEOOXOAUMOCTH).

Obwvem pedepaTa 10JKEH COCTABIATh HE MeHee 15 cTpaHull (10 crucka JutepaTtypsl) (14

mpudT yepes 1,5 nnreppana).

KitoueBble ciioBa 1 3arojI0OBKH pa3/ieoB 10JKHBI UMETh pa3Hble IPU(TOBbIC BbIIETICHHUS.
HutatHenii matepuan pepepara opopmisieTcss B COOTBETCTBUU ¢ HOPMAaTHBAMH HAaYYHBIX

paboT (CHOCKHM C yKa3aHHMEM JIMTEepaTypHOro MCTOYHHMKA, HOMepa CTpaHMLl o0s3arenbHbl). [Ipu
oopmiieHnu pedepara cieayeT Ipuaep>KUBaThCs MIPABUII, TOJPOOHO U3T0KEHHBIX B!

1. I'OCT P 7.0.5-2008. Cucrema cTa"HzaproB 10 HH(pOpMAIHH,
OMOIMOTEeYHOMY U H3JaTelbCcKOMy Jeny. buOnuorpaduueckass ccbuika. OOmue
TpeOOBaHUs U MpaBUJIa COCTABICHUS

2. I'OCT P 7.1-2003 Cuctema ctaHaapToB 110 HHGOpMAIHH, OUOITHOTEUHOMY
U u3aarenbckoMmy JAeny. bubnuorpaduyeckas 3anuck. bubnnorpaguueckoe omvcaHue.
O61ue TpeboBaHMs U MTpaBUIIa COCTABICHUS.

3. I'OCT P 7.82-2001 Cucrema craHmaproB 1o HHpOpMaIMH,
OMOIMOTEYHOMY U M3JAaTEeNbCKOMY  JEemy. bubnuorpaduueckas  3amuch.
bubnuorpaduyeckoe onucanue 3IeKTPOHHBIX pecypcoB. OOue TpeboBaHMs U IpaBuIa
COCTaBJICHHUSI.

Hanpumep:
3amexcmosvie bubauoepaguueckue cColiku
1. KoBmmkoB B. A., I'myxoB B. II. IlcuxonuHrBucTuka: Teopus pedyeBoOu

JeATEeTLHOCTH: y4e0, mocooue /yist CTyIeHTOB neiBy30B. M.: Actpens; Tseps: ACT, 2006.
319 c. (Bsicmias mkona).

2. O06 vHIUBUYaIbHON OMOIIHY B MOTy4YeHUH oopa3zoBanus: (O coneiicTBuu
oOpaszoBanuto): ¢enep. 3akoH @Denepatus. Pecn. I'epmanuss ot 1 amp. 2001 r. //
OO6pa3zoBaTepbHOE 3aKOHOATEIBCTBO 3apyOekHBIX cTpaH. — M., 2003. — T. 3. — C.
422—A464.

Ccvlnka Ha d1eKkmponHble pecypcol
JKunuiHoe npaBo: akTyalbHbIE BOIIPOCHI 3aKOHOIATENIBCTBA: JIEKTPOH, KypH. 2007. Ne 1.

URL.: http://www.gilpravo.ru (nara obparienus: 20.08.2007).

Iloocmpounas komMniekcHas ccolika
JluxaueB J[. C. O6pa3 ropona // Uctopuueckoe kpaeseaenue B CCCP: Bomp. Teopun u

npakTuku: co6. Hayd. cT. Kues, 1991. C. 183—188; Ero xxe. Oxno B EBporry — Bpata B Poccuto //
Bcemup. cioBo. 1992. Ne 2. C. 22-23.
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Buympumexcmosas oubnuoepaguueckas ccolika
(Apenc B.)X. A30yka uccnenosarens. M.: Uarepmer Umxunupunr, 2006)

Homep TeMbl COOTBETCTBYET NMOPSIAKOBOMY HOMEPY B CIIMCKE Ipynnsl (eciu B rpynne 14
YeJI0OBEK M MEHbIe, BOMPAIOTCS TeMbl 10 HOMepaM 0e3 «pacmupureneid» -1,2,3 u T.1.; eciau
OosbI1Ie, TO BRIOMpAIOTCs TeMBI ¢ pacmupurensmu — 1.1, 1.2, 2.1 u T.1.; €cliu CTyIeHTOB B rpyTIie
Oomnbmie 32-X, TO TEMbl BBIOMpAIOTCS B MOPAJKE CIEIOBAaHMUM M 0€3 pacuIMpeHus, u ¢
pacmmpenueM — 1, 1.1, 1,2 u 1.1.). Tembl pedepaToB He 101KHBI TOBTOPATHCSH!

Tematuka pedeparToB o Kypcy

15./[oxymenmupogarnue desmenbHOCmu NOJHbIX MOBAPUULECNE

16./[oxymenmuposarue OdesimelbHoCmu o0bwecmas c 02PAHUYEHHOL
0MEemCcmeeHHOCMbIO.

17, loxymenmuposanue oesmenbHOCmu KPeCcmvsaHCKUX ((hepmepcKux) Xo3saicma.

18./[oxymenmuposanue desmenbHOCMuU X03UCMBEHHbIX NAPMHEPCME.

19. Jloxymenmupogarue 0essmenbHoCmu npou3800CmMEeHHbIX KOONepamuegos.

20.Joxymenmuposanue  OessmenbHOCMU — NOMPeOUmMenbCKux  KOOnepamueos
(BBIOpATH JIFOOYIO U3 cleayomux Gopm):

20.1. JKUJTAIITHBIN,

20.2. YKUJIMIITHO-CTPOUTEIbHBIN

20.3. rapaxHblii KOOTIEPATHB,

20.4. CaJIOBOTYECKUIN, OTOPOJHUYECKUIN U JAUHBIN KOOIIEpATHUB,
20.5. NOTPEOUTENBCKUNA KOOTIEPATHUB,

20.6. 00I11eCTBO B3aMMHOTO CTPaXxOBaHUS,

20.7. KpPEJIUTHBIN KOOIIEPATHUB,

20.8. dbona npoxara,

20.9. CEJIbCKOXO3SIICTBEHHBIN MOTPEOUTENHCKUI KOOTIEPATHUB.

21. [lokymenmuposanue OesamenbHOCmu 00wWecmeeHnblx opeanusayuii (BIOpaTh
0010 U3 cheaytomux Gopm):

21.1. MOJINTUYECKHE MTAPTHUH,

21.2. CO3/IaHHbIC B KQUECTBE IOPUANUECCKUX JIUI] IPO(PECCHOHATBLHBIE COFO3bI
(mpodcoro3Hbie OpraHU3aIim),

21.3. opraHbl 00IIECTBEHHON CaMOJIEATEeIILHOCTH,

21.4. TEPPUTOPHATbHBIC OOIIECTBEHHBIE CAMOYIIPABIICHUS.

22. Jloxymenmuposanue desmenbHOCmMU accoyuayuil (coro308), (BBIOpaTh OO0 U3
cienyomux Gopm):

22.1. HEKOMMEPYECKHUE MapTHEPCTBA,

22.2. caMOpPEryJUpyeMble OpraHu3aluy,

22.3. oObeTMHEHUS paboToIaTeNeH,

22.4. oObeauHEeHUs! TPO(PECCUOHATIBHBIX COI030B,
22.5. KOOIIEPaTHBOB M OOIIIECTBEHHBIX OpraHu3aIui,
22.6. TOPTOBO-IIPOMBIILICHHBIE,

22.7. HOTapHualbHbIE NATATHI.

23. Jlokymenmuposarue 0esimenibHOCmuU mo8apuecms cOOCMEeHHUKO8 HCUILbSL.
24.Jloxymenmuposanue 0esimerbHOCmU Ka3aubux oouecms.
25./[okymenmuposarnue desmenbHocmu Gornoos (BHIOpATh JIIOOYI0 U3 CIAEAYIOIMIHNX
dbopm):
25.1. OOIIECTBEHHBIE



25.2. 0J1aroTBOpUTEIbHBIE (DOH/IBI.
26./{oxymenmuposanue 0esimeibHOCU PeUSUOZHBIX OPSAHUSAYUIL.
21, [loxymenmuposanue oessmenbHOCmU Ny OIUUHO-NPABOBLIX KOMNAHUUL.
28.[{loxymenmuposanue 0esimenbHOCmU A080KAMCKUX 0Opa308aHUli.

Tect 1
Paznean 1. IlonsiTie 0 JOKYMEHTHUPOBAHUM JAeSITEJIbHOCTH OPraHU3alM i

1. Uro Ha3bIBaeTCs JOKYMEHTHPOBAHUEM ?

1) nmesTenpHOCTH, OOECIEUMBAIOIIasl CO3/IaHUEC O(PHIMATIBHBIX JTOKYMEHTOB H
OpraHu3aluio padoThl C HUMU;

2) 3amuch WHPOpPMAIMK Ha Pa3jIMYHBIX MAaTEPHAIBHBIX HOCHUTEIAX 110
YCTaHOBJICHHBIM TIpaBUjIaM, KOTOPBIC 3aKPEIUISIOTCS B MPABOBBIX aKTaxX U
HOPMAaTHUBHO-METOANYECKUX IOKYMEHTaX;

3) cucremMaTH3aIio JOKYMEHTOB U KOMIUIEKCOB JJOKYMEHTOB,;

4) co3naHue, JOKYMEHTOOOOPOT, XpaHCHHE U UCIIOJIb30BaHUE JIOKYMCHTOB.

2. Pe3yabTaTtoM [OKYMEHTHPOBAHHS /eSITeJIbHOCTH OpPraHu3anuii
SIBJISICT/FOTCH:

1) MTOKYMEHTHI;
2) KOMILJICKCHI JOKYMCHTOB;
3) cucTeMbl JOKYMCHTAIUH;
4) HOMEHKJATypa JeJ.
3.B opraHuzanusx co3JalTcsl U MMEIOT XOXKAEHHeE ...
1) TOJBKO O(UITHATBHBIC TOKYMCHTHI;
2) TOJIbKO Heo(HIIMATbHBIC JOKYMCHTBI,
3) 3aKOHOJATEIbHBIC aKThI;
4) MUYHBIC TOKYMCHTEHI.

4. CoOBOKYNHOCTb [OKYMEHTOB, B3aHMOCBSI3aHHBIX 10 MNpPHU3HAKaAM
NMPOMCXOKAEeHHs, Ha3HAYeHHs, BHAA, cdepbl IeSATEJIbHOCTH, €IUHBIX
TPeOOBaHUI K UX 0()OPMIICHUIO HA3bIBACTCH. ..

1) KOMILIEKCOM JIOKYMEHTOB;

2) CUCTEMOM JOKYMEHTAIIHH,

3) HOMEHKJIATYpOW JeIT;

4) MOKyMEHTaJabHBIM (DOHIOM.

5. Slapo yupekaeH4eCKOM TOKYMEHTAIMH COCTABJISIET:

1) HOpMaTHBHO-TIPaBOBas JOKYMEHTAIIHS,

2) TEXHOJIOrMYEeCcKas JOKYMEHTAIHS;

3) ympaBieHYecKas TOKyMECHTAIINS,

4) moKyMeHTallus1, 00SCIIeUnBarOIas OCHOBHOM BHI (BU/IbI) ICATCIHHOCTH.

6. CTpyKTypa I10KYMEHTAJBbHOI0 (DOH/IA OPraHU3AIUN 3ABUCHUT:

1) oT opraHM3aIlMOHHO-TIPABOBON (HOPMBI;

2) OT BHJIOB 9KOHOMHYECKOU JCSATCIbHOCTH;

3) OT HOMEHKJIATYPHBI JCIT;

4) ot GpopMbI COOCTBEHHOCTH.

7. Opranu3anus, co31aHHAs N0 UHUIUATHBE OTAEJbHBIX JIMI UJIH TPy
rpaxjaaH, He HaJeJeHHbIX TIOCYJIaPCTBEHHO-BJIACTHBIMM TOJHOMOYMSIMU,
BBINOJHAWNIAA (PYHKIUM NMOCPEIHUKA MEMNKAY TOCyIapCTBOM M 00IIECTBOM
Ha3bIBAETCH:



1) HerocyaapcTBEeHHOM HEKOMMEPUECKON OpraHHu3aIneii;
2) HEerocyJaapCTBEHHON KOMMEPUYECKOM OpraHu3aluei;
3) rocyIapCTBEHHOI HEKOMMEPYECKON OpraHH3aIreH;
4) HEerocyaapCTBEHHOW OpraHU3aIlueH.

8. Cnoco0 3akpervieHus1 U UCIOJIb30BAHNS UMYIIECTBA X03AHCTBYIOLIUM
Cy0beKTOM H BBITEKAKIIME W3 ITOr0 €ro IMpaBoBoOe IMOJO0KeHHe W IeJIH
NpeINPUHUMATEILCKOM AeSITeJIbHOCTH HA3bIBACTCS

1) dusmgeckuM JIAIOM;

2) IOpUIHYECKUM JIHIIOM;

3) HpeAnpPUHUMATEIIBCKOMN e TEILHOCTHIO;

4) opraHu3alMOHHO-IIPABOBOI (OPMOIA.

9. COBOKYNHOCTh JOKYMEHTOB, OTHOCSAIIMXCH K OJXHOMY BOINPOCY WJIH
YYACTKY JAeSITeJIbHOCTH, IOMEIIEHHBIX B OTACJIbHYI0 00JI0KKY HA3bIBACTCH. ..

1) HOMEHKJIATYpOU Je;

2) CHCTEMOM JOKYMCHTAIUH,
3) menowm;

4) TOMOM.

10. Haiinure BepHOe npoaokenue ¢gpasbl: «/JoxkymenTajabHbie GOHIBI

BCeX OpraHM3aumu.. .»
1) uMeroT OJJUHAKOBBIM HA0OP TOKYMEHTOB;
2) MMEIOT CTaHJIAPTHBIA HA0OP TOIBKO YIPABICHYESCKON TIOKYMEHTAIIHH;
3) MMEIOT COBEPIIICHHO pa3HbIil HA0OP TOKYMEHTOB,
4) UMCIOT CTaHJAPTHBIM HA0Op KaK yHpaBJICHUYCCKOW JIOKYMEHTAIMH, TaK U
JIOKyMEHTAIIUU 00eCIEeYMBAIOIIEro TUIIA.

11.Kakas u3 nepeuncjieHHbIX cucreMm fokymMentanuu HE OTHOCUTCA
K YIIPABJEHYEeCKOM?

1) JlokyMeHTalus 10 MaTepHabHO-TEXHUYECKOMY 00CCIICUCHHMIO;
2) Cucrema J0rOBOPHOM JOKYMCHTAIIUH;

3) Cucrema (pMHAHCOBOM JOKYMCHTAIUH;

4) Cucrema dKOJIOTUIECKOH TOKYMEHTAIINH.

12. CucrteMaTH3MPOBAHHBII NepevyeHb 3aroJIOBKOB /1eJI, CO31aBaeMbIX B

OPraHU3alMy, ¢ YKa3aHHEM CPOKOB X XPAHEHHUsI HAa3bIBaeTcH. ..
1. HOMEHKJaTypa Je;
2. CHCTeMOU JOKYyMCHTAITUH;
3. Zenom;
4. NOKyMEHTaJIbHBIM (POHIOM.

13. Oprasmszanus, koropast ¢opMupyeT [TOKYMEHTAJbHbIN ¢oHI,
Ha3bIBACTCA ...

1. dbongoobpazoBaTenb,
2. IOPUIUYECKOE JIUIIO,
3. (usnueckoe nuIo,
4. ONOTYETHOM.

14. HOpuanyeckasi OTBETCTBEHHOCTb 3a padoTy ¢ JOKYMEHTAMH

NpOosiBJIsAeT TeHACHIHUIO. ..
1. x ycunenuio,
2. K ocla0JIeHHuIO,
3. K mepepacnpeesieHuIo,
4. cTaOUIBLHOCTH.
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5. IlepcoHaibHYI0 OTBETCTBEHHOCTh 32 JOKYMEHTBI, 00pa3ymomuecss B

HErocyJ1apCTBEHHOI OPraHu3auuu, HEeCYT ...

1

2.
3.
4.

1

PykoBoauTtenu opraHuzaiui.
Yupenurenu opraHusanui.
AKIIUOHEPHI.

Bce Ha3BaHHBIE BbIIIIE.

Tect 2
Pa3znen 2. HopmaTuBHO-IpaBOBOE PeryJiMpoOBaHUe JOKYMEHTUPOBAHUSA
NAesITeJIbHOCTH HErocy1apcTBEHHbIX OpraHu3auui

. HacTHoe JHMIO WM Tpynna JHL, Y KOTOPbIX €CThb (YHKIUHM H

00SI3AaHHOCTH, NMOJHOMOYHMS M B3aHMMOOTHOLIEHHUS /Jisl JOCTH)KEHHSI CBOMX
meJed, Ha3bIBAKTCA ...

1.
2.
3.
4.
2

e

3

WHJMBUAYJIbHBIMH MPEINPUHUMATEISIMU,
IOpUJIMYECKUMU JTUTIAMH,

(bU3UYECKUMU JTUIIaMU

OpraHu3aleH.

. OTHOIIEHHUE K TIOKYMEHTAM KaK K aKTHBAM JI€KJIAPUPYETCH B ...
3aKOHOJIaTeNLCTBO PD;

MEKIyHApOJIHOM CTaHAApTe 0 ynpasiaeHuto fokymentamu MCO 15489;
MEKIyHApOJIHOM CTaHAapTe 1o ynpasieHuto fokymentamu MCO 30300;
MexyHapoaHbix ctangaprax Ha CMK MCO 9000.

.JIeMEeHTbI rPaKIAHCKOI0 o0urecTBa, He HaJleJICHHbIE

rocyJapCcTBEHHO-BJACTHBIMH MOJHOMOYHUSIMH, BbINOJHAWIIHE (QYHKIIUM
MOCPEeTHUKOB MEXKAY rocyIapcTBOM U 00IIeCTBOM B peajiM3alluil WHTEPecOB
rpaskIaH BO Bcex cepax »KM3HHU, HA3BIBAKOTCA ...

1

2.
3.
4.

HEroCyJapCTBEHHOW OpraHU3alMEH,
roCyIapCTBEHHON OpraHU3aluei,
HEroCy/1apCTBEHHON KOMMEPUYECKON OpraHu3aluen,
HErOCy/IapCTBEHHON HEKOMMEPUYECKON OpTraHU3aLNEH.

4.PyKkoBoaAMTE/Ib HErOCYIAPCTBEHHON OPraHU3ALNM ...

1.

w

JNEHCTBYeT OT HWMEHH COOCTBCHHHMKA, HO CaM HHKOIJIA HE SBJISCTCS
COOCTBEHHUKOM;

JNEHCTBYET OT HUMEHH COOCTBCHHMKAa MW MOJXET BXOJHWTh B YHCIIO
COOCTBEHHUKOB;

BCET/IA SIBJIIETCS COOCTBEHHUKOM;

NEHCTBYeT OT MMEHH TOCYJapcTBa M MO3ITOMY CaM HHKOTAA HE SBISCTCS
COOCTBEHHUKOM.

5. Opranmsanusi, He HMeEWIIAas H3BJeYeHHE NPHUOBLIM B KavyecTBe
OCHOBHOW LeJIM CBOeil [eATeIbHOCTH M He paclnpelessiomasi noJay4eHHYI0
NPUOBLIb MEKAY YYACTHUKAMH, HA3bIBACTCH ...

1

2.
3.
4.

HETOCYIapCTBEHHON OpraHU3alueH,
HEKOMMEPYECKOW OPraHU3alMeE,

rOCy1apCTBEHHON KOMMEPUYECKON OpraHu3aluei,
HEroCyJapCTBEHHOW HEKOMMEPUYECKON OpraHu3aluei.

6. IIponoskure gpasy: «Pesusuonnvie Komuccuu ...»

1.

HA3HA4YAaroncs eocydapcmeenﬂbmu Ha()S’OprlMI/l opeaHamu,



N

8b10UPAIOMCSL U3 YUCTA YUACMHUKO8 He20CYOaPCMBEHHOU OP2AHU3AYUU,
HA3HAYAIOMCSL PYKOBOOCMBOM He20CYO0aPCMBEHHOU OP2aHU3AYUL,

4. smo npuenawiennvie cneyuaiucmsl, 3aHUMarouuecs npoyeoypoul TUKeUuoayuu
opeanu3ayuu.

7. HopmaTuBHasi cpea BKJWYaeT B ce0si HECKOJBKO 3TAll0OB AHAJM3A
HOPMATHUBHBIX NPABOBBIX AKTOB. YKAKMTE MOCJEA0BATEIbHOCTb, B KOTOPOM
I'OCT P UCO 15489 pexomeHayeT naeHTU(PUIIUPOBATL HOPMATHUBHYIO CPexy.
OTBer 3anMIINTE YUCTOBBIM KOAOM.

1. JIoOpOBOJBHO NPUMEHSIEMBIE STUYECKHUE KOJEKCHl U HOPMBI;

2. 3aKOHBI M HOPMAaTUBHBIE aKThl, peryjaupyloume chepy Ien0BOM
JESATEIbHOCTH B LIEJIOM U B CHEIU(PUUECKUX OTPACIAX, B TOM YUCIIE 3aKOHBI U
HOPMAaTUBHBIE aKTbl, OTHOCSIIUECA HEIMOCPEACTBEHHO K JOKYMEHTaM,
apxuBaM, JI0CTyIy, KOHQUACHIIMAIBLHOCTH, 10Ka3aTE€IbCTBAM, dIEKTPOHHON
KOMMEDPILIMH, 3alIUTE JaHHBIX, UH(OpMALINY;

3. mpaBWJIa PEKOMEHIATEILHOTO XapaKTepa, OTpakaroliue Nepe10BON OMbIT;

4. cTraHIapThl, OTHOCSIIUECS K MPAKTUYECKOM 1€ATEIbHOCTH.

8. Caenyer ji y4uTHIBATh NPH MACHTH(PUKALMYA HOPMATHUBHOM CpeAbl B
HEerocyJAapCTBEHHOM OPraHU3alMi HOPMATHBHbIE NIPABOBbIC AKThI CYyObEKTOB
P® u ux reppuropuajbHbIX o0pa3oBanuii? Ecau ga, To K Kakoil rpymme
HCTOYHUKOB HX CJIeayeT OTHecTu?

1. Hert, He y4uTBIBaIOTCA, TaK KaK 3TO 1O0OPOBOJIBHO MPUMEHSIEMbIE ITUUECKUE
KOJIEKCHI U HOPMBI.

2. Jla, OTHOCSTCS K 3aKOHAM M HOPMAaTUBHBIM aKTaM, peryiupyroumum chepy
JIEJIOBOM IEATEIBHOCTH B LIEJIOM U B CHELU(PUUECKUX OTPACIISX, B TOM YUCIE
3aKOHaM M HOPMAaTUBHBIM aKTaM, OTHOCSIIUMCA HENOCPEACTBEHHO K
JOKYMEHTaM, apXuBaMm, JOCTYIy, KOHPUACHIUAIbHOCTH, J10Ka3aTeIbCTBaM,
AJIEKTPOHHOM KOMMEPLIMH, 3aIUTE JaHHBIX, HH(OPMaLIUU.

3. a, oTHOCATCA K MpaBWIaM PEKOMEHAATEIbHOTO XapaKTepa, OTPaKaroluM
IIEPEOBOM OIIBIT.

4. Jla, oTHOCATCA K CTaHJAApTaM, OTHOCSIIIUMCS K MPAKTUYECKOUN JeATEIbHOCTH.

9. Kak HerocyaapcTBeHHasi OPraHU3alus MOHUMAET, KaKHue JOKYMEHTbI
OHA JI0JI’KHA C03/1aBaTh, M0JIy4aTh U XPAHUTh?

1. Tlomyyaer cHUCOK HOPMATHBOB M TPeOOBAHMI MpPH TOCYAAPCTBEHHOU
pErucTpanuu.

2. CniMcoKk HOpPMAaTHBOB W TpeOOBAHMN HETrOCYJapCTBEHHAs OpraHU3alus
IIOJIy4aeT OT ay IUTOPOB.

3. Ilonp3yercss HOpMamu (QeaepanbHOro 3akoHa «O JTOKYMEHTHPOBAHUU
NEATEIbBHOCTH HETOCY AAPCTBEHHBIX OpraHU3aLui».

4. CaMOCTOSITENbHO UACHTU(PUIMPYET HOPMATUBHYIO Cpely M BBIOMpaeT Bce

TpeOOBaHUs, Kacaroluecs JOKYMEHTUPOBaHUS.

10. Accouuanuu U COK3bI OTHOCATCH K...
HEroCyJapCTBEHHONW HEKOMMEPYECKON OpraHu3anuy;
HEroCyJapCTBEHHOW KOMMEPUYECKOW OpraHu3aluu;
roCy1apCTBEHHON HEKOMMEPUYECKOU OpraHu3aluu;

. TOCYJIapCTBEHHON KOMMEPUYECKOM OpraHu3alyu.

11 Toproso-npoMbIlLJIeHHbIE NAJATHI OTHOCATCA K...

1. HerocyaapcTBEHHOW HEKOMMEPUYECKOW OpraHu3allly;

2. HErocyJIapCTBEHHON KOMMEPUYECKOM OpraHu3aluy;

w
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3. rocyJapCTBEHHOW HEKOMMEPUECKOW OpraHu3aliy;

4. rocylapCTBEHHON KOMMEPUECKOW OpraHnu3aluu.

12. ToBapuecTBa COOCTBEHHUKOB KMJIbSI OTHOCATCH K...
HEroCy1apCTBEHHOM HEKOMMEPYECKOM OPTraHU3alnH;

HEroCy1apCTBEHHOM KOMMEPUYECKON OpraHu3aluu;
roCy/1apCTBEHHOM HEKOMMEPUYECKON OpTraHU3aLNH;
. TOCYJapCTBEHHOW KOMMEPYECKOW OpTraHU3aALHH.

13.0011ecTBa ¢ OrpaHMYECHHON OTBETCTBEHHOCTHIO OTHOCATCH K...

HErocyJapCTBEHHOW HEKOMMEPUYECKOW OpraHu3allly;
HEroCy/1IapCTBEHHON KOMMEPUYECKOI OpraHu3aluu;
rocyJJapCTBEHHOW HEKOMMEPUYECKOIN OpraHu3aluu;

. TOCYJIapCTBEHHON KOMMEPUYECKOI OpraHu3aluu.

14 Kaxkoii rocopran npoBOJUT PerucTPpaAnuio IPUANYECKUX JUIL?
peruoHanbHble oTaesieHnss POoHIAa COUUAIBHOTO CTPAXOBAHUS;
TEPPUTOPHAIbHBIE OpraHbl [ 0Cy1apCTBEHHOTO KOMUTETA 10 CTaTUCTHKE;

3. TeppuTOpHAIbHbIE OpraHbl MUHUCTEPCTBA IO AHTUMOHOTIOIHHON TTOTUTHKE
U TIOJIJIEP>KKE PENPUHUMATEIBCTBA;
4. TepputopuanibHbii opran MunuctepcTsa o Hajgoram u coopam (MHC) P®.

15. Kakoii u3 nepe4mncjieHHbIX rOCYyAapCTBEHHBIX OPraHOB NMPHCBANBAECT
U CO00IIaeT OPraHU3alMU KOAbI, XapaKTepH3yIOLlHe ero XO03fHCTBEHHYI0
NAeATeJIbHOCTD?

1. pernonanbHble oTaeneHUs POHJIA COLMATBHOIO CTPAXOBAHMUS;
2. TeppuUTOpHalIbHbIE Opranbl ['0cy1apcTBEHHOIrO KOMUTETA 110 CTATUCTHUKE;
3. TeppuTOpHalIbHbIE OpraHbl MUHHUCTEPCTBA IO AHTUMOHOIIOIBHOMN TOJUTHKE
Y TIOJIIEPKKE NPEITPUHUMATEIIBCTBA;
4. teppuTopuaibHBIA opran MunucrepcTBa o Hamoram u coopam (MHC) POD.
16.HerocynapcTBeHHbIE OPTraHU3AIUM IeJISATCS HA ...
KOMMEPYECKHUE;
HEKOMMEpYECKUE
aKLIMOHEPHBIE;
. MHJIUBUyalIbHbIE TPEANPUHUMATEIH.
17 BonpocamMu mnepegaum Ha XpaHeHHe JOKYMEHTOB JJUKBUIUPOBAHHBIX
OpraHu3anuii 3aHUMAKOTCH ...
1. yupeaurenu;
2. JIMKBHUJIATOP;
3. PYKOBOAMTENb JIMKBUAUPYEMOM OpraHU3aluu;
4. HaAIOroBasi MHCIEKIUSI.

18. Kakymwo CHCTEMY  JAOKYMEHTaUHH JIMKBHIMPOBAHHOU
HEroCyJapCTBEHHON OpraHM3anMu  cyaeOHble MHCTAHUMH O00SI3BIBAIOT
INPUHATH TOCYAAPCTBEHHbIH WJIM MYHHMUIMIAJIBHBIA apXuB Jaxke B cjy4ae
OTCYTCTBHS 10roBopa?

1. cucteMy (pUHAHCOBOW TIOKYMEHTALIUU;

2. cucTeMy AOKYMEHTAIMH 10 JUYHOMY COCTaBY;
3. pacnopsIUTEIbHYI0 CUCTEMY TOKYMEHTALUU;
4. NIOrOBOPHYIO CUCTEMY JTOKyMEHTAIUH.

e
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Paznen 3. Oco0eHHOCTH TOKYMEHTAJbHBIX (DOH0B HErOCYAAPCTBEHHbIX
OpraHu3anuu

1. loOpoBo/sibHOEe 001eCTBEHHOE O0ObeIUHEHHE TIPaKIAaH, CBA3AHHBIX
00IMMH NPOU3BOJACTBEHHBIMH, NMPO(EeCCHOHAIbHBIMUA HHTEPECAMHU IO POAY
UX JAeATeIbHOCTH, CO3JaBaeMoOe B LeJSAX MNPeACTABUTEJbCTBA M 3alIUThI
COLMAJILHO-TPY/IOBbIX NIPAB U HHTEPECOB PA00OTHUKOB HAa3bIBAETCH. ..

1. oOIIecTBEeHHOI NaaToMT;

2. mpo¢eCCHOHATBHBIM COOOIIECTBOM;
3. mpodeccuoHaIbHBIM COI030M;

4. TpyAOBBIM KOJUIEKTUBOM.

2. JlokymMeHTAIMsl MO OOpalleHUsIM TIPaKIaH, MO0 Y4YeTy 4YJIEeHCTBA B
OpPraHuM3aluy, M0 3allUTe HWHTEPECcOB YIEHOB OpPraHu3aluM B Cy/e,
NMOCTAHOBJICHHSI, Pe30JII0IUN COOpaHuid, KOH(epeHU N, BLIOOPHBIX OPraHOB U
UX MPEe3HIMYMOB COCTABJIAIOT CICU(PHUKY JOKYMEHTAJILHOIO (poHaa ...

1. aKIMOHEPHBIX OOIIECTB,
2. PEIUTHO3HBIX 00BEAMHEHUH,
3. 0OIIECTB C OrpaHUYECHHOI OTBETCTBEHHOCTHIO,
4. npodeccroHaNbHBIX COIO30B.
4.Bonipocamu BeJleHUsI AeJIONPOU3BOACTBA B MPO(COr03aX 3aHUMAETCS. ..
1. Ilpencenarens,
2. npodcoro3Hoe codbpaHue,
3. Mpe3uzIuyM,
4. peBu30p.
S5.Kakasi/me W3 mNepPeYMCICHHBIX CHCTeMa  [JOKYMEHTAllUM  He
XapaKTepHAa/bl VISl PEJIUTHO3HbIX 00 beIUHEeHn?
1. noxymeHTauus 1o JUYHOMY COCTaBY;
2. OTYETHas TOKyMEHTaIlus,;
3. OyXranTepcKuii y4eT U CTaTUCTHIECKasi OTIYETHOCTD;
4. NoKyMEeHTauus 1o y4yery apuiaupoBaHHbBIX JIULI.
6. Ot opranmszanuu ¢ 1 cenrsiops 2014 pazgenuiaucy Ha NyOJAHYHBIC H
HenmyOJIHYHbIE:
1. akuMoHepHbIE 00IIECTBA,
2. PEIUTHO3HbIE 00bETUHEHMS,
3. HEKOMMEepUecKre OpraHu3alui,
4. npodeccruoHaTbHBIE COIO3BI.
7.BpICIIMM OPraHOM YNIPaBJEHHS B AaKIMOHEPHOM 0011eCTBE SIBJISCTCH. ..
1. PeBusmnonHas (koHTposibHas) komuccus AQO,
2. reHepaynbHbii gupexkTop AO,
3. HaOJIOmaTENIbLHBII COBET,
4. obmee coopanne ydyacTHUKOB AO.

8. IlostHOMOYMS  KOHTPOJIbHOM  PEBHU3MOHHON  KOMHCCHH, ee
KOJIMYECTBEHHbINl COCTaB, NOPSJA0K W30paHUsl ee YIeHOB, CPOK HX
MOJIHOMOYHUI, NOPAJAOK PpadoThbl W NPHUHATHS PEHICHU HA 3aceJaHUsIX
HAXOASATCH B KOMIIETEHUIMH. ..

1. JlupexTopa (pyKOBOAUTEINSI OPTraHU3aIUN),
2. HabmronaTenbpHOTO COBETA,
3. O6mero coOpaHus y4aCTHUKOB,



4. TlpaBneHwus.

9. OT4YeT 0 ABMKEHHH CPEACTB MO KIMPUHTOBOMY PEruCTpPy YYACTHHKA
KJIHMPHHIA, aTeHTCKHH TPACTOBBIA A0roBOpP, CNUCKH a(PUIMPOBAHHBIX JIUIL
o0ecTBa, eKeKBapTaJbHble OTYEThI 3MHMTEHTa 00pa3ylTcsi B Ipolecce
TOKYMEHTHUPOBAHMNS AeATEJbHOCTH ...

1. akmMOHEpHBIX 0OIIECTB,
2. PENUTHO3HBIX 0OBETUHCHHM,
3. HEKOMMEPUYECKHX OpraHu3aIlui,
4. mpodeccroHaIbHBIX COI030B.
10. IlepBble aknMoOHepHbIE 00mecTBA B Poccuy BO3ZHUKIIMN. ..
1. B cepenune XVIII Beka,
2. B cepeaune XIX Beka,
3. B 1922 rony,
4. B 1990-x romax.

11.1IpeanpusaTus, HAXOAAINECH B YACTHOM COOCTBEHHOCTH, B 1€JIOM I10
IKOHOMUKe Poccuu cocTaBisioT ...

1. mensmie 1 % ot 001IeT0 YKCcaa NPeANPUITUH;
2. Menbie 20% ot 001Iero yncia npeanpusITHiA,
3. 50% ot obmiero yncia mpeanpusITHI;

4. oonbine 80% oT o01Iero yncna npeanpusITUi.

12. Ykaxkute mnpaBuiibHOE NpPOAOJKeHHEe (pasbl «OKyMeHTauMsl IO
PBIHKY HEHHBIX OyMar...»

1. He BXOIUT B HOMEHKJIATypy Ael AO, Tak KaK He SBISETCS yIPABICHUECKOI;
2. HE BXOJUT B HOMEHKJIATYpY [, TaK KaK HE OTHOCUTCS K KOMIIETEHIIUU
OTJIeNa IeIONPOU3BOJICTBA;
BXOAUT B HOMEHKNaTypy Aea AO HapaBHE ¢ IpyTUMHU CUCTEMAMU;
4. BXOIUT B HOMEHKJIATYPY €I IIPU YCIOBUH HAIMYUS PE3EPBHBIX Pa3/IEIOB.

w

Bonpocsl k 3auerty

1./lokyMeHTHpOBaHUE AEATENHHOCTH OPraHU3aMU U OTBETCTBEHHOCTh PYKOBO/ICTBA.

2. IlonsiTHe TOKYMEHTHPOBAHUS JESATEIbHOCTH OpraHU3aluy.

3.Crioco0bl TOKyMEHTUPOBAHUS U €r0 Pe3yIbTaThI.

4 TumoBoO# COCTaB CUCTEM JIOKYMEHTAIIMH, 00pa3yIOIIUNUCS B EATEIbHOCTH OpTraHU3aIlHil.
OO01mas xapakTepuCTHKa.

5.0pranu3anoHHO-TIPaBOBasl CUCTEMA JOKYMEHTAllMU HErOCyJapCTBEHHON OpraHu3aluu.
3anauyn U BUIBI JOKyMEHTOB. Crieruduka.

6. [InanoBas cucrema JOKyMEHTAllMM HETOCYAApCTBEHHOM OpraHu3aluu. 3ajadyd U BUJBI
nokyMeHToB. Crienuguka.

7. PacniopsautenbHas cucTeMa JOKYMEHTAllMU HETOCYAapCTBEHHOW OpraHu3aluy. 3aJaun
U BUBI JOKyMeHTOB. Crienuduka.

8. NudopmarnmonHo-cipaBoyHasi (aHaTuTHYECKas WM WHOOPMAIMOHHO-aHATTUTHYECKAS )
cUCTEeMa JOKYMEHTAllUd HEroCyJapCTBEHHOW OpraHu3aluu. 3aaud WU BUIbl JTOKYMEHTOB.
Cnemnuduxka.

9. OtueTHO# cucTEMa JOKYMEHTAIlMU HEroCyJapCTBEHHOM OpraHu3alud. 3aadyd U BUABI
JTOKyMeHTOB. Crneruduka.

10. Cuctema kapoBOil JOKyMEHTAIIMU HETOCYJaPCTBEHHON OpraHu3aiiu. 3a/1a4yi U BUAbI
JTOKyMeHTOB. Crneruduka.

11. Cucrema ¢uHAHCOBOW MOKYMEHTAllMM HErOCyJapCTBEHHOW OpraHu3aliu. 3ajadd u
BUJIBI TOKYMEHTOB. Crneruduka.

12. Cucrema AOTrOBOPHOM JOKYMEHTAIIMM HETOCYJApPCTBEHHON OpraHv3alyd. 3aJadd U
BUJIBI TOKYMEHTOB. Crnieruduxka.

13. JlokyMeHTaIusi 1Mo MaTepHalbHO-TEXHUYECKOMY OOECIEUEeHUIO0 HEerocyaapCTBEHHOU



opraHu3anuu. 3aJa4u 1 BUJIbI TOKyMeHTOB. Crienuduka.

14. JloxymeHTanmuss 1O HWHGOPMAIMOHHOMY M JOKYMEHTAIlMOHHOMY OOECIEYECHHUIO
JeSITeIbHOCTH HETOCYAapCTBEHHOM OpraHu3aluu. 3a1a4u 1 BUbI T0KyMeHTOB. Crienuduka.

15. Cuctemoil 1OKyMEHTAllMM OOECIEUMBAIOLIETO0 THUIA CUCTEMa B HETOCYAapCTBEHHOU
opraHu3anuy. 3aa4i 1 BUJIbl TOKyMeHTOB. Crieruduka.

16. Homenkiatypa Jiei1 Herocy 1apCTBEHHOW OpraHu3aliy.

17. IloHsiTHE HETOCYIAPCTBEHHBIX OpPTraHU3aIHM.

18. Tunonorust HErocy1apCTBEHHBIX Opranuzauuii 1

19. OOmas xapakTepucTHKa HOPMATUBHO-IIPAaBOBON  0a3bl  JEJIONPOU3BOCTBA
HEroCyJIapCTBEHHbIX OpraHu3alui

20. JlokyMeHTaIbHOE COMPOBOKICHUE MPOLIETyPhl TUKBUAALNN IOPUANYECKOTO JTUIIA.

21.0co0eHHOCTH  JTOKYMEHTAJIBHBIX (POHJOB HErOCYIApCTBEHHBIX HEKOMMEPUYECKHX
OpraHu3aIuu.

22. JIokyMEHTHpPOBaHUE JEATEIBHOCTH MPOPECCHOHATBHBIX COI030B

23. JIOKyMEHTHUPOBAHHE JIEATEILHOCTH PEIUTHO3HBIX 00bEIMHEHUM

24. Oco0OeHHOCTH JTOKYMEHTAJIbHBIX (OHIOB HETOCYAAPCTBEHHBIX KOMMEPUYECKUX
OpraHu3aIuu.

25. JloKyMeHTUpOBaHUE JEATEIbHOCTH AaKIMOHEPHBIX OOIIECTB. YIpaBieHYECKas
JIOKYMEHTaIHS.

26. JIokyMEHTHPOBaHUE JESITEILHOCTH aKIIMOHEPHBIX 00IIECTB. BBIMyCK IIeHHBIX OyMmar.



IIpuioxenne 2

OIIeHO‘IHI)Ie cpeacrea 1jid mMpoBeacHud HpOMe)KyTOqHOﬁ aTTrecranmnu

KOIL HHAWKATOpa I/IHI[I/IKaTOp JOCTHXKCHUS KOMIICTCHIIUNU OHGHO‘{HLIC CpeacTtsa

OIIK-3 Cnoco0eH NpuMeHSITh TeopeTHYecKre 3HAHUS VISl pelIeHUs1 IOCTABJIECHHBIX 32124 B 00J1aCTH JOKYMEHTOBE/ICHUSI M apXUBOBE/ICHUS;

Bonpocsl k 3aueTty

I.I[OKYMGHTI/IpOBaHI/IC ACATCIIBHOCTH OpraHus3ali 1 OTBETCTBECHHOCTL PYKOBOACTBA.

2. Ilousitue OOKYMCHTHUPOBAHUA ACATCIbHOCTU OpraHu3aliu.

3. IlonsATHE HErOCyIapCTBEHHBIX OpraHU3alui.

4. Tunonorust HErocyAApCTBEHHBIX OPraHU3aALMMA

5. OOmgas xapakTepuCTUKa HOPMATHUBHO-NIPAaBOBOM 0a3bl J€JIONPOU3BOJCTBA
HErocy/IJapCTBEHHBIX OpraHU3aIHii

6. JlokyMeHTanbHOE COIPOBOXKIEHHE NPOLEAYPbI IUKBUAALNN IOPUANIECKOTO JHLA.

HTorossnlii TECT MO KYpCY

Bompoc 1
Uto Ha3bIBaeTCS TOKYyMEHTUPOBAHUEM?
Cocragiiser, ohopMIIIeT M BEAET YIPABICHYECCKYIO Bri6epure 0/1MH OTBET:
JOKYMEHTAIUIO pa3Iu4YHbIX BHJ0OB no pouITE0 a. JesTeThbHOCTh, OOECTIeUYuBaloiasl Co3/laHue O(HIMAIBHBIX JOKYMEHTOB U
OIIK-3.1 JCATENbHOCTH  OpraHu3allid B COOTBETCTBHMHM C  €e | OpTaHM3alHIo pa60TBI C HUMU
OpraHM3aLHOHHO-TIPABOBOI HOPMOii b. cucTeMaTH3aIMIO TOKYMEHTOB U KOMIUIEKCOB JJOKYMEHTOB

C. co3/IaHue, IOKYMEHTOO00pOT, XpaHEeHHe U HCIOJIb30BaHNEe JOKYMEHTOB

d. 3ammce wHPOpPMANMM HAa Pa3NMYHBIX = MATEPUATBHBIX HOCHUTENAX  I10
YCTAHOBJICHHBIM  TpaBWjaM, KOTOpPBIE 3aKpeIUITIOTCS B TMPABOBBIX  aKTaX |
HOPMAaTHBHO-METOAMYECKUX JOKYMEHTaX

Bompoc 2

YacTHOE JMI0 WM TPyIIa KM, Y KOTOPBIX €CTh (YHKIIMH M OOS3aHHOCTH,
ITOJTHOMOYHMS ¥ B3aUMOOTHOIIEHHS JIJIs JOCTKEHUS CBOMX LIEJIel, Ha3bIBAIOTCA ...

Bribepute 0MH OTBET:

a. FOPUINIYECKUMH JINI[AMH

b. pu3nUeCKUMHU THLIAMA

C. OpraHuzamuei

d. MHIUBHTY aTBHBIME TPEATPUHAMATEISIMA
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Bompoc 3

JoOpoBosbHOE OOIIECTBEHHOE OOBCAWMHCHHE TpPaKAaH, CBSI3aHHBIX OOITUMH
MPOU3BOJICTBEHHBIMH, MPOPECCHOHANBHBIMA HWHTEPECAaMH 10 POJY WX JeSATEIbHOCTH,
CO3/1aBaeMOe B IIEJAX NPEACTABUTEIBCTBA W 3alUTHl COIUAIBLHO-TPYIOBBIX IpaB H
HWHTEpEeCcOB paOOTHUKOB HA3BIBAETCH. . .

BriGepute onuH OTBET:

a. Mpo(ecCHOHATBLHBIM COOOIIECTBOM

b. npodeccuoHaIbHBIM COI030M

C. OOIIIECTBEHHOH ManaTon

d. Tpy1OBBIM KOJIJICKTHBOM

Bompoc 4

Haiinute BepHoe mnpomomkeHue ¢paspl:  «/lokymeHTanbHble (QOHABI  BCex
OpraHu3aiui. ..»

Bri6epuTe oauH OTBET:

a. IMEIOT CTaHJAPTHBIM HAOOpP TOJIBKO YNPaBIEHUYECKON TOKYMEHTAIIH

b. HMEIOT COBEPIICHHO Pa3HbI HAOOP TOKYMEHTOB

C. UMEIOT OJTMHAKOBBIA HA0OP TOKYMEHTOB

d. uMmeroT craHmapTHBIE HAOOp Kak YHpPABICHYECKOW [OKYMEHTAlMM, TaKk |
JOKyMEHTalM{ 00eceurBaloIIero THIa

Bomnpoc 5

Acconuanuy 1 COr3bl OTHOCATCS K. ..

BriGepuTe oauH OTBET:

a. HErOCyIapCTBEHHON KOMMEPUYECKON OpraHu3aIiu

b. HerocynapcTBeHHON HEKOMMEPUYECKOI OpraHu3aIiu
C. TOCYIapCTBEHHON KOMMEPUECKOH OpraHu3aIiu

d. rocynapcTBeHHOI HEKOMMEPUYECKOH OpraHu3aIiu

Bonpocsl k 3auety
1.MudopManinoHHO-CIIpaBoYHas (aHAIUTHYECKAss WM HH()OPMALMOHHO-aHAJTUTHYCSCKAsN)
CHUCTEMa JOKYMEHTAIlMH HErOCyJapCTBEHHOW OpraHM3alri. 3aJaddl M BHUIBI JOKYMEHTOB.
Crnenuduxka.
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2. JoxymeHTanus 1mo nHGOPMAITHOHHOMY M TOKYMEHTAIIHOHHOMY 00€CIIeYeHHIO
JesITebHOCTH HETOCYIapCTBEHHOM OpraHn3aliy. 3a/1auu U BUABI JOKyMeHToB. Criennduka
3. OcobeHHOCTH [OKyMEHTAIbHBIX (OHIOB HETOCYAapCTBEHHBIX KOMMEPUYECKHX
OpraHu3aiuii.

4. CucteMoii JOKyMEHTaIuH 00eCIIeYnBAOIIET0 THUIIA CHCTEMA B HETOCYJapCTBEHHON
OpraHM3aiuy. 3aaud U BUIbI JOKYMeHTOB. Crieruduka.

5. HomeHkmaTypa fen HerocyjapcTBeHHON opranuzanuu. 6.Croco0bl TOKyMEHTHPOBAHUS
U €T0 Pe3yNIbTATHL

7. TunoBoii cocTaB CUCTEM JTOKyMEHTALIMH, 00pa3yIOMIHUICs B AEATEIILHOCTH OpraHU3aIni.
OO0mas XxapaKTepuUCTHKA.

HTorossnlii TECT O KypCY

Bormpoc 1

IOpuanueckass OTBETCTBEHHOCTh, 3a pabOTy C  JOKYMEHTaMH MPOSBISIET
TEHJICHITHIO. . .

BriGepuTe oauH OTBET:

a. K 0CIIa0JICHHUIO

b. ctabmmeHOCTH

C. K yCHJICHUIO

d. k mepepacnpeneneHuIO

Bompoc 2

Kaxoii rocopras mpoBOIUT PErHCTPALNIO FOPUANUECKUX JIHIT?

Bribepure oauH OTBeT:

a. TeppUTOpHATIbHBIE OpTaHbl | 0Cy1apCTBEHHOTO KOMUTETA IO CTAaTUCTHUKE

b. pernonansHble oTHENIeHUS DOH/IA COIUATTBHOTO CTPAXOBAHHUS

C. TEppPUTOPHAIILHBIN opraHn MuHucTepcTBa 1o Hasoram u coopam (MHC) PO

d. TeppuTopuanpHble OpraHbl MUHHCTEPCTBA MO AHTUMOHOIOJBHOM MONHUTHKE U
MIOAZIEPIKKE TIPEAIPUHUMATETHCTBA

Bompoc 3
Kakoii U3 mepevnciieHHbIX TOCyJIApCTBEHHBIX OPTraHOB IMPHCBaWBacT U cOOOIIAET
OpTaHU3aIMU KOJIbI, XapaKTEPU3YIOIIHE €T0 X03IHCTBEHHYIO JAESTEIbHOCTh?
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BriGepute ofmH OTBET:
a. peruoHaNIbHbIC OoTAeNeHUs DOoHIa COMANBHOTO CTPaXOBaHHUSI
b. TeppuTOopHanbHbIC OpraHbl MHHHCTEPCTBA MO0 AHTUMOHOIOJNBHON TOJUTHKE U

TTOAIePIKKEe TTPEAITPUHIMATEIHCTBA

C. TeppUTOpHATIbHBIE OpTraHbl ['0Cy1apCcTBEHHOr0 KOMUTETA 110 CTaTUCTHUKE
d. TeppuTopHanbHeIii opran MunncTepcTBa 10 HajioraM U coopam (MHC) PO
Bompoc 4

HerocynapcTBeHHble opraHu3alyy AIATCS Ha ...

Bribepute onH WM HECKOIBKO OTBETOB:

a. HEKOMMEpYECKHe

b. akmmoHepHbIe

Bomnpoc 5

[IepBrie akimonepHble 001IecTBa B Poccuu BOZHUKIIH. ..

Bribepure oanH OTBeT:

a. B cepenune XVIII Beka

b. B 1990-x romax

c. B 1922 rony

d. B cepenune XIX Beka

Bomnpoc6
[Ipennpusitrsi, HaXOASIIMECS B YACTHOM COOCTBEHHOCTH, B IIEJIOM IO 3KOHOMHKE

Poccnu coctaBisioT ...

Bri6epuTe oauH OTBET:

a. 50% ot obuiero uncna npeaAnpusTHHA

b. menbie 1 % ot obIero yrcna npeanpusITuit
c. 6ompire 80% oT o0mIero yucia npeanpusTHil
d. menbiie 20% ot oOriero yucna npegupus T

Bomnpoc 7

ToproBo-MpOMBIIIIEHHBIE MTAIAThl OTHOCSTCS K. . .
BriGepute oguH OTBET:

a. TOCYJIJapCTBEHHOM HEKOMMEPUYECKOW OpraHu3aiuu

b. Herocy1apCcTBEHHON HEKOMMEPUYECKOM OpraHU3aIiy
C. HETOCYIapCTBEHHON KOMMEPUYECKON OpraHu3aluu
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d. rocymapcTBeHHOM KOMMEPYECKOW OpraHU3aIin
Bompoc 8

ToBapuiiecTBa COOCTBEHHUKOB JKFITbSI OTHOCATCS K. ..
BriGepute o OTBET:

a. HErocy1apcTBEHHOM HEKOMMepUYeCcKOl OpraHnu3aluu
b. rocyaapcTBEeHHON KOMMEPYECKOH OpraHu3aluu

C. TOCYIapCTBEHHON HEKOMMEPYECKON OpraHu3aluu
d. HerocynapcTBEeHHOW KOMMEPUYECKOH OpraHnu3aliu

Bompoc 9

OO0mecTBa ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO OTHOCATCS K. . .

Bribepute oauH OTBeT:

a. HEroCy1apCTBEHHON KOMMEPUYECKOW OpraHu3aluu

b. rocymapcTBeHHON KOMMEPYECKOH OpraHn3aliuu

C. TOCY/IapCTBEHHON HEKOMMEPUYECKOW OpraHu3aInu

d. HerocyapcTBEHHOW HEKOMMEPYECKOW OpTraHU3aInu

Bomnpoc 10

Tekcr Bompoca

Bompocamu mnepenayn Ha XpaHeHHE JOKYMEHTOB JIMKBHIMPOBAHHBIX OpraHU3aIui
3aHUMAIOTCA ...

Bribepure oanH OTBeT:

a. HaJIOrOBast MHCIIEKITUS

b. pyKOBOJMTEINb JIMKBUIUPYEMON OpraHu3aIium

C. YUpEAUTENH

d. nmukBHIAaTOp

OIIK-3.2

3HaeT IIpaBOBLIC HOPMbLI U IIpaBUWJIa OpraHU3alUH,
CUCTCMATU3alllH,
JAOKYMCHTAJIbBHOI'O U apXUBHOTO (bOH)_IOB OpraHu3anuu

KOMILICKTOBaHUA nu yue€ra

IIpakTHyeckoe 3axanue Ne 2

3aganue. UneHTHOUIHPOBATE HOPMATHBHYIO CPeAy MJIsi OAHOM M3 CJIeYIOIIMX
OIl®. CocTraButh OubaMOrpapuyeckuii 0630p. Boioop OII® B ganHOM 3agaHuM
J0JKeH coBmagaTh ¢ Bbioopom OIID B KOHTpPOJBLHOI padore (cM. 3aaaHHe
KonTposnHoii padoTsI).

Crucox OIID

29. ITonnoe mosapuwecmso
30. Obwecmeo ¢ oepanuteHHOU OMBENCEEHHOCbIO.
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3L
32.
33.
34.

35.

36.

37.
38.
39.

40.
41.

Kpecmuwsnckoe (ghepmepcroe) xossiicmao.

Xozalicmeennvie napmnepcmaa.

Tlpouzsoocmeennuiii Koonepamus,

Tompebumenvckux koonepamueos (mobas u3s ciedyrouwux gopm):

34.1. JKUJTAIIHBIH,

34.2. KUTHITHO-CTPOUTETHHBIN

34.3. rapaxxHblii KOOTIEPaTHB,

34.4, CaJI0OBOTYCCKUIN, OTOPOTHUYECKHUM U JJAYHBIN KOOTIEPATHUB,

34.5. NOTPEOUTENECKUN KOOTIEPATHB,

34.6. 00IIIecCTBO B3aMMHOTO CTPaxOBaHUS,

34.7. KpPeIUTHBIN KOOTIEpaTHB,

34.8. ¢doHp mpokaTa,

34.9. CEJIbCKOXO3HCTBEHHBIN MTOTPEOUTEICKUI KOOTIEPATHB.

Obwecmeennbie opeanusayuu (10das u3 credyowux ¢opm):

35.1. MOJTUTHYECKNE TTAPTHH

35.2. CO3ZIaHHBIC B Ka4eCTBE FOPHIMYECKHX JIHI[ NMPOPECCHOHATIBHBIE COIO3BI
(mpodcoro3Hble OpraHu3aIum),

35.3. OpraHbl OOIIECTBEHHON CaMO/IeATEIbHOCTH,

35.4. TEPPUTOPHATBLHBIE OOIIIECTBEHHBIE CAMOYIIPABICHHS.

Accoyuayuu (cor3svl), (mobas uz credyiowux gopm):

36.1. HEKOMMepYeCKHe MapTHEPCTBRA,

36.2. caMOperyJInpyeMble OpraHu3allny,

36.3. oOBbeHEHUs paboToIaTeNeH,

36.4. 00beIMHEHUS TPOPECCUOHATIBHBIX COI030B,

36.5. KOOTIEpaTHBOB 1 OOIIIECTBEHHBIX OpraHU3allHi,

36.6. TOPrOBO-NIPOMBIIIIJIEHHEIE,

36.7. HOTapUAJIbHBIE MAJTaThI.

Tosapuwecmsea coOCMBEHHUKOB HCUbS
Kaszauvu obwecmsa

Donov:
39.1. 00IIeCTBECHHBIC
39.2. OnmaroTBopuTenbHBIE HOHIBI.

Penuzuosnvie opeanusayuu.
1lybnuuno-npasosvie KOMnanuu
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42. Aosokamckue 06pazoeanus.

Memoouueckue pexomenoayuu

OTBeT Ha 3aJaHKMe JOJDKSH OBITh NPEACTaBICH B BHJE 0030pa HOPMATHUBHBIX
MPABOBBIX AKTOB.

[Mpu uaeHTUDHUKANMT HOPMATUBHOMN CPEbI CIICAYET ONMUPAThCs HAa PEKOMEHIAINN
mn.5. TOCT P HCO 15489-1-2007 «CHUBWU/. VYmnpasienue moxkymeHtamu. OOmrue
TpeOOBaHUS:

HopmartugHast cpea BKITtO4aeT B ceOs:

a) 3aKOHBI 1 HOPMATUBHBIC aKThI, PETYIHPYIONIUE Chepy ACTOBOH ACSITCILHOCTH B
LEJIOM M B CHEIU(PUYCSCKUX OTPaCiix, B TOM 4YHCJE 3aKOHBI W HOPMATUBHBIC aKThI,

OTHOCSIITHECS HETIOCPEACTBEHHO K JTOKYMEHTaM, apXuBaM, JOCTYTIY,
KOHQUJICHIIMANBHOCTH, J0Ka3aTeNbCTBaM, JJIEKTPOHHON KOMMEpPIIMH, 3allUTe JaHHBIX,
nHpOpMAIIUH;

b) cranmapTsl, OTHOCAIINECS K TPAKTHUECKOHN e TeTFHOCTH;

C) mpaBWIIa PEKOMEHAATEIHHOTO XapaKTepa, OTPAXKAIOIINE TIEPEJOBOH OIIBIT;

d) 100pOBOJILHO MPUMEHSEMbIC FITHUSCKUE KOJIEKChI U HOPMBI;

€) uaeHTHQUIUpyeMbIe COIUMAbHBIE OXUAAHUSA (TMOTPEOHOCTH), KaCAFOIIUECs
aJIeKBATHOTO TIOBEJICHYSI B CIIEIIU(PHUIECKOM OTPACIIH WIIH OPTaHHU3AIINH.

Bribupast HopmaTtuBHBIE ipaBoBbie akThl it OI1D, cnemyer pacnpenensits Ux 1o
YPOBHSM (CM. YPOBHHM HOPMAaTHBHO-METOAMYECKOM 0a3bl B Paznene 2).

[Ipu odopMIIeHNH UCTOYHHMKOB YKa3bIBaTh Ha3BaHWE JOKYMEHTA, ATy WU3JaHHSA,
aBTOpA, MMyHKTHI, TJIABHI U T.II., PETIIAMEHTHPYIONINE paboTy C JOKYMEHTaMH, €CITH HE BECh
HWCTOYHHK TIOCBSIICH TOKYMEHTHPOBAHUIO.

Bce ynomsiHyTBIE B 0030p€ MCTOYHHKH JIOJDKHBI OBITH JelcTByrOIUMU. CTtaTyc
WCTOYHUKOB  (AeiicTByrommii / HE  JCWCTBYIONIMIA) CIEAyeT MPOBEPATh IO
nH(popMamoHHO-TIpaBoBEIM nopTaiaMm «Koncymnerantllmocy, «'apaar, «Komexe» u ap.

KonTtpoannas padora
COCTaBUTH pedepar 1o TeMe:
«/loKyMEeHTHUpOBaHUE AEATENBHOCTH HErOCYAAapCTBEHHON opraHusauuu (ykasaTbh
BBIOpPaHHYIO OpraHU3alMOHHO-TIPaBOBYIO (opMmy)». Bumel opraHu3annoHHO-TPAaBOBBIX
¢opm npuBeneHbl HUKe. OHU HE TOJDKHBI  TTOBTOPSITHCS B TPYIIIIE
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TpeboBanus k pedepaty

ConepxaHye TOJDKHO JIEMOHCTPUPOBATH CIICAYIOIINE 3HAHUS U YMEHHUS CTYACHTOB!
3uanue:
- cneyuguyeckux uepm OOKYMEHMUPOBAHUSL OessMETbHOCMU — He20Cy0apCmEeHHbIX
opeanu3ayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBHIX (POPM HE20CYOAPCMBEHHbIX KOMMEPYECKUX u
HEKOMMEPYECKUX OpeaHu3ayull;
- MUN0B020 COCMABa CUCmem OOKYMEHMAyuU, GopmMupyroumux OOKYMEHMAIbHuIL (HOHO
He20CYOapCmMEeHHbIX OP2aAHU3AYULL
- Ccnocob08 u cpeocms OOKYMEeHMUPOBAHUs,, NPUMEHSIEMbIX 8 npoyecce O0esimeibHOCHU
He20CYO0apCmEeHHbIX OPeaAHU3aAYULL
- HOPpMAMUGHO-NPABOBLIX  AKMOG,  PelaMEeHmupylowux  OesmeibHOCmb U ee
OOKYMEHMUPOBAHUE 8 HE20CYOAPCMBEHHBIX OP2AHUAYUSIX.
Ymenue
- cocmaeumv  HOPMAMUBHO-NPABGOGYIO  0a3y  OOKYMEHMUpO8aHus  OessmenbHOCmU
KOHKDEMHOU Op2anu3ayuu;
- coCmasums RPOeKm HOMEHKAAMYPbL 0ell OP2AHU3AYUY, UCX00ST U3 MUNOBO20 COCMABA
cucmem YNpasneHyeckou OOKYMEHMAayuu, OpeaHu3ayUOHHbIX U HOPMAMUBHO-NPABOBHIX
OOKYMEHMO8, Pe2iaMeHMUpyroOuux 0esimenabHOCHb He20CyO0apCmeeHHOU OP2aHU3AYUL.

Tunosoii niian pedepara

9. XapakTepucTHka OpraHu3alMoOHHO-TIPaBoBoi popmer (OI1D) HerocyaapcTBeHHON
opranmzanmu. (JKenarenbHO TpUBIIEYEHHE CTATUCTUYECKUX MAaHHBIX O TOM,
ckonpko B Poccun/ permone/o0nacti/ ropoje 3aperucTpUpOBAHO OpTaHU3AIMNA
nmauHoi OI1D).

10. O6mias xapakTepuCTHKa YIpaBiIeHus opranuzanuen ganHoi OI1D.

11. OcHOBHOIi COCTaB HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB, PerjaMEeHTHPYIOLINX
NeSTeNIbHOCTh HETOCYAapCTBeHHOM opranmn3zanny nanHon OIID (cm. [IpakTiuaeckoe
3asiaHue 2).

12. XapaktepucTuka TOKyMEHTaNbHOTO (poHIa (IOKYMEHTOB, HX KOMILUIEKCOB U CHCTEM
JOKyMEHTallud, (OpMUPYIOLIMXCS B  JCATENBHOCTH  HETroCyAapCTBEHHOM
OpTaHU3AIIHH ):

®  OpraHM3allMOHHO-NIPaBOBAas JOKYMEHTAIUs,
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® [JIaHOBAasA JOKyMEHTALUS;
® pacnopsAMuTeNbHas JOKYMEHTAINS;
WHPOPMALMOHHO-CIIPABOYHAS u CIIPaBOYHO-aHATUTHYECKAS
JOKYMEHTAIHS;
OTYETHAasl JOKyMEHTALHS;
JIOKYMEHTAIHS TT0 00ECIIEYeHUI0 KaapaMH (T10 JIMIHOMY COCTaBY);
(mHaHCOBas AoKkyMeHTanus (OyXraaTepCKuid yUeT U OTYETHOCTD );
JOKYMEHTAIMA 110 MaTePUAIbHO-TEXHUYECKOMY 00€CTICUEHHIO;
JOrOBOpHAst JOKyMEHTAIH,
JOKyMEHTallusg IO  JOKYMEHTallMOHHOMY U  HH(POPMALUOHHOMY
00€ECTIeYCHUIO IETETbHOCTH YUPEKACHUS;
® JIpyrue€ CHUCTEMBl JOKYMEHTAllMH, BKJIIOYas M Te€, KOTOpPbIE OTPaKaroT
OCHOBHYIO JIESITEIBHOCTD U T.1I.

13. Anayu3 npuMepHOH HOMEHKJIATYPhI A€ HErOCy1apCTBEHHON OpraHu3alyH.

14. CriocoObl U cpeicTBa JOKYMEHTHPOBaHHsS WH(POPMAIMK B HETOCYAapCTBEHHOM

OpraHM3alyu

15. Tlopsmok XpaHeHHs JOKyMEHTOB HEroCyJapCTBEeHHOW opranuzauuu fanHoi Olld.
16. Crmcok nuTepaTypbl ¥ HCTOUHHKOB.

Cmpyxmypa pepepama: TUTYIbHBIN JINCT, OTJIaBIICHHE, BBEJCHNE, OCHOBHAS YaCTh,
pa3burass Ha MyHKTHl (TMyHKTBI O3arJIaBI€HBl), 3aKJIIOYEHHE, CIIMCOK JINTEPaTyphl,
npuiokeHue (Ipu HeOOXOIUMOCTH).

Obvem pedepara TODKEH COCTaBIATh HE MeHee 15 cTpanuil (IO CHHCKa
nutepatypsl) (14 mpudT yepes 1,5 unrepsana).

KnroueBble ciioBa W 3arojOBKH Pa3lelioB JOJDKHBI MMETh pasHble HIPUPTOBBIE
BBIJICIICHUSL.

HuratHblit MaTepuan pedepara opOpMIISIETCS B COOTBETCTBHH C HOPMAaTHBaMHU Hay4HBIX
paboT (CHOCKH ¢ yKa3aHHEM JINTepaTypHOr0 UCTOUYHHMKA, HOMEPA CTPaHUIl 0053aTeNbHbI).
TemaTuka pedepaToB Mo Kypcy

1) Joxymenmuposarue dessmensHoCHU NOIHBIX MOBAPUYECNE

2) Hoxymenmuposarue oesimenbHOCmu obwecms c 02PAHUYEHHOU
OMBEMCMEEHHOCMbIO.

3) [oxymenmuposanue 0esmenbHOCmU KpeCmbIHCKUX ((hepMepCKux) Xo3saicms.

4) Jloxymenmuposarue 0esmenbHOCMU X035UCHBEHHbIX NAPMHEPCMS.
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5) Hoxymenmuposanue desmenibHOCMU NPOU3E0OCHEEHHbIX KOONEPAMUBOS.

6) [loxymenmuposanue OesmenbHOCMU NOMPeOUMENbCKUX Koonepamueos (BbIOPATh
T00YI0 U3 ciexyomux hopm):

7) KUJHIIHBIH,

8) IKMIHIIHO-CTPOUTEITBHBIN

9) rapaXHbIF KOOIIEPATHB,

10) camoBoIUECKH A, OTOPOTHHYECKUN U TAUHbBIH KOOTIEPATHB,

11) noTpeOUTENbCKUIT KOOTIEPaTHB,

12) o01iecTBO B3aMMHOTO CTPaxOBaHMS,

13) KpeauTHBIH KOOTIEPATHB,

14) donn npokara,

15) cenbcKOX03SMHCTBEHHBIN TIOTPEOUTENLCKUN KOOIEPATHB.

16) Joxymenmuposanue Oesmenvrocmu obwecmeennvix opaanusayuti (BHIOPATH
J00YI0 U3 cleayromux Gopm):

17) nonuTHyeckue napTum,

18) cozmaHHble B KayecTBE IOPUAMYECKHX JIHMI[ MPO(PECCHOHAIBHBIC  COO3BI
(mpodcoro3Hble OpraHu3aIim),

19) opranbI 00IIECTBEHHOM CAMOIEATETHHOCTH,

20) TeppuTopHabHBIE OOIIECTBEHHBIE CAMOYIIPABJIEHHS.

21) loxymenmupoeanue desmenvnocmu accoyuayuii (coto3oe6), (BHIOpaTh IHOOYIO U3
cnenyromux Gopm):

22) HEeKOMMepUeCKue MapTHEPCTBA,

23) camoperyJupyeMble OpraHu3anuH,

24) oO6beauHeHus paboToaaTENEH,

25) o0beauHeHns MPodecCHOHAIBHBIX COI030B,

26) KoonepaTUBOB M OOLIECTBEHHBIX OPraHU3aHii,

27) TOpProBO-IPOMBIIIJICHHBIC,

28) HOTapHaIbHBIE MMANATHL.

29) [Jlokymenmupoganue 0esmenbHOCHU MOSaAPULecme coOOCMEEHHUKOS HCUIbSL.

30) JJoxkymenmuposanue oesmenbHOCMU Ka3aubXx 0Ouecms.

31) [Jokymenmuposanue oesmenvrocmu (porooe (BHIOPATh IIOOYI0 M3 CIIETYIOLIHX
hopm):

32) oOriecTBeHHBIC

33) 61aroTBOpPHUTENBHBIE (DOHLIBI.
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34) Hoxymenmuposarue 0essmeibHOCMU Peiueuo3HbIX OPAHU3AYULL.
35) Jlokymenmuposanue oesmenbHoCmu nyOIUYHO-NPABOSLIX KOMNAHULL.
36) Hoxymenmuposanue dessmeibHOCmu a080KAMCKUX 00Pa308aHULL.

OIIK-3.3

Pa6oraer c KOPHOpPaTUBHOM CHUCTEMO

,Z[OKYMCHTOO6OPOT3, B TOM YHCJI€ DJJICKTPOHHOIO,

B

COOTBETCTBHH C TPABOBBIMH HOPMaMH MPOQpEeCcCHOHATBHON

cpeapl

KonTtpoannas padora
COCTaBUTH pedepar 1o TeMe:
«JloKyMeHTHpPOBaHHE JAESATEIBHOCTH HETOCYAApCTBEHHON OpraHm3anuy (yKas3aTh
BBIOpaHHYIO OpraHM3allMOHHO-TIPaBOBYIO (opMmy)». Bumel opraHu3annoHHO-TIPABOBBIX
¢dopm npuBeneHs! HIKe. OHM HE TOJDKHBI  [TOBTOPSATHCS B TPYIIIE

TpeboBanus x pedepaty

CozepskaHue JOJHKHO JEMOHCTPUPOBATH CIAEAYIOIINE 3HAHUS U YMEHUS CTYICHTOB:
3uanue:
- cneyuguueckux uepm  OOKYMEHMUPOBAHUS  OCSIMENbHOCINU — He20CYOapPCMEeHHbIX
opeanuzayuil;
- OCHOBHBIX OP2AHU3AYUOHHO-NPABOBLIX (HOPM HE20CYOAPCMEEHHBIX KOMMEPYECKUX U
HeKOMMepYeCKUX opeanHu3ayull,
- MUNno0B020 COCMABa CUCmem OOKYMEHMAyuu, GopMupyroumux OOKYMEHMAIbHbIL (DOHO
He20Ccy0apCcmeeHHbIX OP2aHU3AYULL;
- cnoco6o8 u cpedcms OOKYMEeHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce OesmelbHOCHU
He20CyO0apCmeeHHbIX OP2AHU3AYULL,
- HOPMAMUBHO-NPABOBHIX  AKMOB,  PE2IaAMEHMUPYIOWUX  OesImMeIbHOCmb U ee
OOKYMEHMUPOBAHUE 8 He20CYOAPCHBEHHBIX OP2AHUZAYUSIX.
Ymenue
- cocmaeums  HOPMAMUBHO-NPABOSYID  0A3y  OOKYMEHMUPOBAHUS — OesimelbHOCHU
KOHKPEemHOU Op2aHU3ayull;
- cocmasums NPOeKm HOMEHKIAMYPbl 0ell OPeaHUu3ayuu, Ucxoos u3 munogoco Cocmasd
cucmem YNpaeienueckol OOKYMeHMAayuu, OpeaHUu3ayUOHHbIX U HOPMAMUBHO-NPABOBHIX
OOKYMEHMO8, PelaMeHmUPYIouux 0esmeibHOCmb He20CYOapCmMBEeHHOU OPeaAHU3AYUL.

TunoBoii miaH pedepara
17. XapakTepucTHKa OpraHu3andoHHO-TipaBoBoil hopmbl (OIID) HerocyaapcTBEHHOM
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18.
19.

20.

21.
22.

23.
24,

opranmzanuu. (OKenarenbHO TNpHUBIIEYEHHE CTATUCTUYECKUX MAAaHHBIX O TOM,
ckonbko B Poccun/ permone/obnacti/ ropojae 3aperucTpUpOBAHO OpPTaHU3ALMN
nmauuou OIID).
OO0mas xapakTepuCTHKa yIpaBleHus opranuzamnueit nanaoi OI1D.
OCHOBHOIl cOCTaB HOPMAaTHMBHO-TIPABOBBIX JOKYMEHTOB, perilaMEeHTHPYIOIUX
JIeSTeNIbHOCTh HEToCyAapcTBeHHOM oprann3zanuu nanHon OIID (cM. [IpakTuueckoe
3a/1aHue 2).
XapakTepucTHKa TOKYMEHTAILHOTO (pOH/IA (IOKYMEHTOB, UX KOMIUIEKCOB U CHCTEM
JOKyMEHTallud, (QopMUpyOmUXCS B JCATENbHOCTH  HETOCYAapCTBEHHOM
OpTraHM3aIlNN):

®  OpraHU3alMOHHO-TIPaBOBAasl JOKYMEHTAIUA,

®  TUIAHOBAs JOKYMEHTAIVS;

e pacnopsauTeabHast JOKYMEHTAINS;

e  HH(POPMAIMOHHO-CIIPABOYHAS u CIIPaBOYHO-aHATUTHYECKAS
JOKYMEHTAIHS;
OTYETHasl JOKyMEHTALHS;
JOKYMEHTAlMs 10 00ecIeueHHI0 KagpaMu (10 JINYHOMY COCTaBY);
(hmHaHCOBas AoKyMeHTanus (OyXraaTepCKuid yUeT U OTYETHOCTD);
JOKYMEHTAIMS 110 MaTepPUAIbHO-TEXHUYECKOMY 00€CTICUEHHIO;
JOrOBOpHAst JOKyMEHTalH,
JOKyMEHTallus 1O  JOKYMEHTallMOHHOMY W  WH(POPMaLUOHHOMY
00ecnedeHuIo AeITeIbHOCTH YUPEKICHUS;

® JIpyrHM€ CHUCTEMBI JOKYMEHTAllMH, BKIIOYas M Te€, KOTOpPhIE OTPaKaroT

OCHOBHYIO JI€ATEIBHOCTD U T.[.

AHanu3 NpuMePHON HOMEHKIIATYpBI €Nl HETOCYAAPCTBEHHON OpraHu3aIuy.
CriocoObl 1 cpejicTBa JIOKYMEHTUPOBaHUS WH(OpMAIMA B HETOCYIapCTBEHHON
OpraHM3alyn
[Topsanok xpaHeHus TOKyMEHTOB HETOCY1apCTBEHHOM opranuzanyu qanHoi OI1d.
Crrcok MTepaTypsl 1 UCTOYHHKOB.
Cmpyxkmypa peghepama: TUTYIILHBIN JIUCT, OTJIaBJICHUE, BBEICHHE, OCHOBHAS YacTh,

pa3burtas Ha MyHKTH (MYHKTHI O3arjlaBieHBl), 3aKIIOYCHHE, CIIMCOK JINTEPaTypBl,
npuiokeHue (Ipu HeOOXOTUMOCTH).

Obvem pedepara TODKEH COCTABIATh HE MeHee 15 cTpanuil (IO CHHCKa

sutepatypsl) (14 mpudT yepes 1,5 unrepsana).
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KiroueBsie ciioBa M 3aroiloBKM pa3leloB AODKHBI WUMETh paszHble MIpHU(TOBBIE

BBIJICTICHMUSL.
[uratHbit MaTepuan pedepara opOPMISIETCS B COOTBETCTBHH C HOPMAaTHBaMHU Hay4HBIX
paboT (CHOCKH ¢ yKa3aHUEM JIUTEPaTypPHOT0 ICTOYHHKA, HOMEpa CTPAaHUI] 00S3aTeNIbHBI).

Temaruka pedeparoB 1o Kypcy

1) JHoxymenmuposanue dessmenbHoCmu NOAHBIX MOBAPULYECINE

2) Jloxymenmupoeanue OesmenvHOCmu obwecms c 02PaHUYeHHOLl
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposanue dessmeibHOCMU KPEeCMbsHCKUX ((hepmepcKux) xo3aiicme.

4) doxymenmuposanue 0essmenbHOCMU XO3UCMEEHHbIX NAPIHEPCMS.

5) Joxymenmupoeanue desmenbHOCHU NPOU3BOOCTNEEHHBIX KOONEPAMUBOS.

6) Hoxymenmuposanue OessmenbHOCMU NOMPeOUMeNbCKUX Koonepamueos (BbIOPAThH
T00YI0 U3 cieayrmux Gopm):

7) KUJIMIIHBIH,

8) IKMIHIIHO-CTPOUTEBHBII

9) rapaKHbI KOOIIEPATHUB,

10) cagoBoIUeCKHil, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENBCKU KOOTIEPATHB,

12) o61iecTBO B3aMMHOTO CTPaxOBaHMUs,

13) KpeauTHBIH KOOTIEPATHB,

14) doux npokara,

15) cenbCKOX03SHCTBEHHBIN TTIOTPEOUTENBLCKUN KOOIIEPATHB.

16) Jloxymenmuposanue Oesmenvrocmu obwecmeennvix opeanusayuti  (BHIOPATH
00YI0 U3 cleayromux Gopm):

17) nonuTHyeckue napTum,

18) cozmaHHble B KayecTBE IOPUAMYECKHX JIHMI NPO(ECCHOHAIBHBIE  COK3BI
(podcoro3HbIEC OPraHU3aIum ),

19) opranbl 00IIECTBEHHON CaMOICSTEIBHOCTH,

20) TeppuropHabHbIE OOIIECTBEHHBIE CAMOYIIPABIIECHUS.

21) Jloxymenmuposanue desmenvrnocmu accoyuayuii (coto3oe6), (BHIOpaTh IH00YI0 U3
cnenyrmux Gopm):

22) HEeKOMMepUYECKUe MapTHEPCTBA,

23) caMoperyaupyeMble OpraHu3aIlim,
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24) o6benuHeHns paboToHaTENEH,

25) o0beauHeHns MPOQeCcCHOHAIBHBIX COI030B,

26) K0OIepaTHBOB 1 OOIIECTBEHHBIX OPTraHU3alINi,

27) TOProBO-IPOMBIIIJICHHBIC,

28) HoTapHaIbHbIC MMAATHI.

29) Joxymenmuposarue 0essmeibHOCMU Mmosapuyecms coOCMEEeHHUKO8 HCUNbSL.

30) Hoxymenmuposanue desmenrbHOCmU Ka3a4bux oouecms.

31) Jlokymenmuposanue oesmenvrocmu (porooe (BHIOPATH JIIOOYI0 U3 CIIETYIONTHX
dhopm):

32) o01IeCcTBEHHEIE

33) GmaroTBOpHUTEIbHBIC (OHIIBI.

34) Joxymenmuposarue 0essmeibHOCMU PeIueuo3HbIX OPSaAHU3AYULL

35) Hoxymenmuposanue desimenrbHOCmU Ny OIUYHO-NPABOGLIX KOMNAHULL.

36) Hoxymenmuposanue oesmeibHOCmu d080KAMCKUX 00PA308aHULL.

OIIK-2 Cnoco0eH HaXOIMTh OPraHU3ANMOHHO-YIIPaBJeHYecKHe pellleHNs NP peleHuH 3aa4 B cepe cBoeii npodeccuoHAIbHOI 1esATeILHOCTH

OIlK-2.1

Omnpenensier 1end W 3ajJadd yOpaBieHUS B cdepe CBoei
podeCCUOHATBEHON IeATeIFHOCTH

Bompoch k 3auery
1.0co0eHHOCTH JOKYMEHTAIbHBIX (OHIOB HETOCYAAPCTBEHHBIX HEKOMMEPUYECKHX

OpraHU3alNM.

2. JIOKyMEHTHPOBaHHE JACATEIILHOCTH MPOPECCHOHANBHBIX COI030B
3. JIOKyMEHTHPOBaHHE JCATEIBHOCTH PEIIMTMO3HBIX 00bEIUHEHHIA
4. JIOKyMEHTHpOBaHHE JACATEIBHOCTH AaKIIMOHEPHBIX OOIIECTB. YTpaBleHYECKas

AOKYMCHTal M.

5. JIokyMeHTHpOBaHHE ACATEIBHOCTH aKIIMOHEPHBIX 00IIecTB. BBINYyCK MEHHBIX

Oymar.

6. HomenkiaTypa €1 Herocy1apcTBEHHOM OpraHu3alyu.
7.Cr1oco0bI JOKYMEHTHPOBAHHS U €T0 PE3YIIbTATHI.

HToroswblii TECT IO KypCY
Bompoc 1
Kakas w3 mnepeuncnennpix cucreM pokymentarmu HE OTHOCHUTCA x

yIpaBIEHYECKOM?

BriGepute onuH OTBET:
a. CrcreMa DKOJIOTUIECKOM TOKYMEHTAITIH
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b. Cuctema ¢prHAHCOBOI TOKYMEHTAIHH
c. lokyMeHTanus o MaTepuaibHO-TEXHIIECKOMY 00eCeueHHIO
d. Crucrema ToroBOpHON TOKyMEHTAIINH

Bompoc 2

YkaxuTe NpaBUIbLHOE MPOJOHKCHHUE (Ppasbl «J/[OKyMEHTAIMs MO PBIHKY IEHHBIX
Oymar...»

Bribepure oauH OTBeT:

a. HE BXOJIUT B HOMEHKIIATypy Jel, TaK KaK He OTHOCHUTCSA K KOMIICTCHIIUU OT/ena
JIEIOTIPON3BOJICTBA

b. BXOAHUT B HOMEHKJIATYPY e PH YCIOBUHU HATMYUS PE3EPBHBIX Pa3/IeiOB

C. HE BXOJUT B HOMEHKJIATYpy Aesl AQO, Tak Kak He SIBISICTCS YIIPaBICHUIECKOM

d. BxoauT B HOMEeHKIIATYpy neit AO HapaBHE ¢ JPYTUMU CHCTEMaMU

Bonpocsl k 3aueTty

1.Opranu3aniiOHHO-TIPAaBOBasi ~ CHUCTeMa  JOKYMEHTAIlMM  HETOCYAapCTBEHHOM
opraHu3aiuy. 3ajaud U BUIbI JOKyMeHTOB. Crieruduka.

2. IInaHoBas crucTemMa TOKYMEHTAIIMH HETOCyIapCTBEHHOW OpraHW3aliu. 3aladd U
BH[IBI JOKyMeHTOB. Crieruduka.

3. PacnopsamuTenpHas CUCTEMa JOKYMEHTAIIMHM HETOCYIapCTBEHHON OpraHU3alldy.
3amaun u BUABI TOKyMeHTOB. Criennduka.

4. OT4eTHOHN cucTeMa AOKYMEHTalUU HEroCyAapCTBEHHOM OpraHW3alMU. 3aJadd U
BHIBI TOKyMeHTOB. Crienuduka.

5. Cuctema KaapoBoi JOKYMEHTAIIMA HETOCYAapCTBEHHON OpraHW3alud. 3a1adu u
BH/JIBI JOKYyMeHTOB. Crieruduka.

6. Cucrema (prHAHCOBOW JOKYMEHTAIIMKM HETOCYIapPCTBEHHOM OpraHu3aluu. 3agadu
1 BHJIBI TOKyMeHTOB. Crieruduka.

7. CucreMa 10roBOPHOM TOKYMEHTAMU HErOCYAapCTBEHHON OpraHu3aluy. 3a1auu 1
BH/JIBI JOKYyMeHTOB. Crieruduka.

8. JoxymeHTarus 1o MaTepUATbHO-TEXHUIECKOMY 00eCIIeueHUI0
HEroCyJIapCTBEHHOW OpraHM3aiuy. 3aja9d ¥ BUIbI JOKyMeHTOB. Crienuduka.

HTorosblii TeCT MO KypCy
Bompoc 1
CucteMaTU3upPOBAHHBIN MEPEUYCHb 3ar0JIOBKOB €I, CO3/1aBAEMbIX B OpraHU3AIINH, C
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yKa3aHHEeM CPOKOB MX XPaHEHUs Ha3bIBACTCH. . .
Bribepute oauH OTBeT:
a. HOMEHKJIATypa J1eJ
b. cucremoii JOKyMeHTaUN
C. JOKyMEHTAIILHBIM (DOoHIIOM
d. nenom
Bompoc 2

Opranun3zanysi, KoTopasi opMUpPYET JOKYMEHTAIbHbIN (DOH], HA3BIBACTCH ...

Bribepure oauH OTBeT:
a. JOPUANIECKOE JIHIIO
b. pornoobOpazoBarens
C. IOJOTYETHON

d. ¢pusnyeckoe nuio
Bompoc 3

IlepcoHanbHyt0 ~ OTBETCTBEHHOCTh  3a  JIOKYMEHTBHI,

HETOCYJapCTBEHHOW OpraHU3allid, HECYT ...
BriGepute onuH OTBET:
a. AKUIHOHEPHI
b. BCe OTBETHI BEPHBI
c. PykoBonurenu opranusanuil
d. Yupenurenu opranuzanuit
Bompoc 4

oOpasymomuecss B

PesynbTaTomM qOKyMEHTHPOBaHUS JESTEIBHOCTH OPTraHU3aIUi SIBISICT/IOTCS:

BriOepuTe 0MH WM HECKOIBKO OTBETOR:
a. KOMITJICKChI TOKYMCHTOB

b. HoMeHKaTypa men

C. TOKYMEHTBI

d. cuctembl TOKyMEHTAIUH

Bompoc 5

Kakyro cucreMy [OKyMeHTallH JUKBUANPOBAHHOM

HErocy1apCTBEHHOU

opraHuzanuy CyjeOHble WHCTAHIIMK OOS3BIBAIOT MPHHATH TOCYJAapCTBEHHBIA HITH

MYHHIIHTIATHHBIN apXUB JJa’ke B CIIydae OTCYTCTBHUS JOroBopa’?

Bribepute oauH OTBET:
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a. CHCTeMY JIOKYMCHTAIIUH 110 INYHOMY COCTaBY
b. cucremy (hHAHCOBOI TOKYMEHTAIHH

C. PACTIOPSIUTEIBHYIO CUCTEMY TOKYMEHTAIHH
d. TOrOBOPHYIO CHCTEMY JIOKYMCHTAIIUH

OIIK-2.2

Hcronb3yeT OCHOBHBIE METOIbl W TPHEMbBI OpraHH3aIlHH,
IJIAaHUPOBAaHUA, MOTHBalWK, KOOpAWMHAIMU W KOHTPOJIA
MPOIIECCOB B chepe CBOeH MpodheCCUOHANBHOMN JIeATSIbHOCTH

IIpakTuyeckoe 3aganue Ne 2
3ananue. UnenTnuuupoBaTs HOPMATUBHYIO Cpely AJIsI OQHOM M3 CJAeAYIOIMNX

OIl®. CoctraButh OubaAHOrpaduyeckuii 0630p. Beigop OII® B ganHom 3agaHuu
A0JKeH coBnaaare ¢ BbIOopoM OII® B  KoHTpoabHOIi palore (cM. 3agaHue
KouTtposasbHoii padoThI).

43.
44,
45.
46.
47.
48.

49.

50.

Crnucok OII®
Ilonnoe mosapuwjecmeo
Obwecmeo ¢ oepanuueHHoOU 0OmeemcmeeHHOCMbIO.
Kpecmuvsauckoe (pepmepckoe) xozaticmeso.
Xossiicmeennvie napmnepcmea.
Tlpouzsoocmeennuiii koonepamua,
Tlompebumenvckux koonepamusog (1obas u3 ciedyrouwux Gopm):

48.1. JKUITHIIHBIH,

48.2. KUTHITHO-CTPOUTETHHBIN

48.3. rapaxxHbli KOOTIEPaTHB,

48.4. CaJI0BOTYECKHI, OTOPOTHIMYECKUI U TauHBIH KOOTIEpPaTHB,

48.5. MTOTPEOUTENHCKUI KOOTIEPaTHB,

48.6. 00IIIECTBO B3aMMHOTO CTPaxOBaHUS,

48.7. KpPEIUTHBIN KOONEepaTHB,

48.8. ¢doHJ pokaTa,

48.9. CEJIbCKOXO3SMCTBEHHbIN TTOTPEONTEIBCKUI KOOTIEPATHB.

Obwecmeennvie opeanusayuu (100as u3 creoyiouux Gopm):

49.1. MTOJINTUYECKHUE TAPTHU

49.2. CO3/IaHHBbIC B KA4eCTBE IOPUANYECCKUX JIHI[ MPO(ECCHOHATBHBIE COHO3BI
(mpodcoro3HBIE OpraHu3aIym),

49.3. Oprasbl OOIIECTBEHHON CaMOIEITEIbHOCTH,

49.4. TEPPUTOPUAIBHBIE OOIIIECTBEHHBIE CAMOYIIPABJIEHHSL.

Accoyuayuu (coiosel), (mobas uz credyowux opm):
50.1. HEKOMMEpUYECKHE TTAaPTHEPCTBA,




Kon unaukaropa

WHaukaTop TOCTIKEHHS] KOMIICTCHITHH

O1eHOYHBIE CPEICTBA

50.2. CaMoperyJIupyeMble OpraHu3allvy,

50.3. o0beauHeHus paboTonaTenei,

50.4. 00beuHEHUS TTPO(HECCHOHANTBHBIX COI030B,
50.5. KOOIIEPATHBOB M OOIIECTBCHHBIX OPTaHU3aITHi,
50.6. TOPTOBO-TIPOMBIIIIICHHEIE,

50.7. HOTapHaJbHbIE NAJIATHI.

51. Tosapuwecmsea co6CmMBEHHUKOB HCUTIbL
52. Kazauvu obwecmsa

53. @onovi:
53.1. 00IIIeCTBeHHBIE
53.2. OyaroTBOpUTENbHEIE (DOH/BI.

54. Penueuosuvie opeanuzayuul.
55. Ilybauuno-npasogvle komnanuu
56. Aodsoxamckue obpazosanusi.

Memoouueckue pexomenoayuu

OTBeT Ha 3ajaHKMe JOJDKEH OBITh NPEJCTaBICH B BHJE 0030pa HOPMATHUBHBIX
MPABOBBIX AKTOB.

[Tpu uaeHTUDHUKAIIMT HOPMATUBHOMN CPEIbI CIIEAYET OMMUPATHCSA HA PEKOMEH AU
n.5. TOCT P HCO 15489-1-2007 «CHUBWU/[. VYmnpasieuue moxkymentamu. OOmrue
TpeOOBaHMS»:

HopmaTuBHas cpeya BKIIOYaeT B ceO:

a) 3aKOHBI 1 HOPMATHUBHBIE aKThI, PETyIUpyomue chepy AeT0BOM IeSITETbHOCTH B
ejaoM U B CHCHI/I(bI/IT-IeCKI/IX OoTpaciisiIX, B TOM YHCJIIC 3aKOHBI M HOPMATUBHBIC AaKThI,
OTHOCSIINECS HETOCPEICTBEHHO K JIOKYMEHTaM, apxuBam, JIOCTYTLY,
KOH()MICHIINATBHOCTH, JOKa3aTeLCTBAM, JJICKTPOHHOW KOMMEpPIIMH, 3allWTE JaHHBIX,
nH(popMaIny;

b) cranmapThl, OTHOCAIIMECS K TPAKTHYECKOHN e TeLHOCTH;

C) mpaBWJIa PEKOMEHAATEIHHOT0 XapaKTepa, OTPAXKAIOIINE TIEPEOBOH OIIBIT;

d) moO6pOBOIIEHO IPUMEHSIEMBIC STUICCKUE KOJECKCHI 1 HOPMEI;

¢) uaeHTHGUIUPYEMbIC COIUANIbHBIC OXKUIAHUSA (MOTPEOHOCTH), KacaroIIUecs
aJICKBATHOTO TIOBEJICHUSI B CIICIIU(PUISCKOMN OTPACITH WIIH OPTaHHU3AIINH.

Bribupast HopMaTuBHBIC TipaBoBbIe akThl s OI1D, crnemyer pacnpenenars ux 1mo
YPOBHSIM (CM. YPOBHH HOPMAaTHBHO-METOIMYECKOM 0a3nl B Paznene 2).
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IIpn odopmileHNH HCTOYHUKOB YKa3blBaTh Ha3BaHHWE AOKYMEHTA, AATy WU3JaHMI,
aBTOPA, IYHKTBI, TTaBHI U T.I., PETJIAMEHTUPYIOIIUE paboTy ¢ TOKyMEHTaMH, €Cli HE BeCh
HCTOYHUK IOCBSIIEH JOKYMEHTUPOBAHUIO.

Bce ynomsanyThle B 0030pe MCTOYHWKH JOJDKHBI OBITH AeicTByromuMu. CtaTyc
HWCTOYHUKOB  (AeicTByrommii / HE  JCHCTBYIOIIMIA)  CIEAyeT IPOBEPSITH IO
nHpOpMaMOHHO-TIpaBoBbIM NopTanaM «Koncynerantllmocy, «["apaaty, «Komexe» u ap.

IIpakTuyeckoe 3aganmne Ne 1
3aganue. CHpoeKkTHPOBATH HOMEHKJIATYpPY /e OJHOW HerocyaapcTBeHHOM
OPraHM3alUM M0 UCXOAHBIM ycjaoBusiM. Ha3Banus opranusanmii BbIMbIILJIEHHBIE.

1. Haspamme oprammammu — OOO «Bwicota» 1. ExatepunOypr; cdepa
JEeSITETBHOCTH — CTPOUTENBCTBO (3aCTPOUIIUK).

2. Ha3panue opranusanuu — KpectbsHckoe (pepmepckoe) xo3sicTBo «CanaBaT»
Pecny6nuka bamkoprocran; chepa aesrensHocTH - Cenbekoe

3. HazBanue opranuzamuu — CHT «Ypoxaii» 1. UensOunck; cdepa AeaTeIbHOCTH -
CanoBOACTBO, OTOPOAHUYECTBO U TAYHOE XO3AHCTBO.

4. HazBanue opranuzanuu — OO0 «CUb» r. HoBocubupck; cdepa nesrenbHOCTH -
OnepaTopel COTOBOH CBA3H.

5. Ha3panme opranmzamum — Xo3siicTBeHHOe mapTHepcTBO «Kypc» T. Mocksa;
cdepa eI TeTbHOCTH - TOPrOBO-3aKyOYHAs AEATEILHOCTD.

6. Haspanme opranmsauuu — OOO «Asrotopr» r. Kamunuurpan; cdepa
nesitensHOocTH — ToproBma. KomuccnoHHBIE Mara3wHbl MO TOPrOBJIE€ TPAaHCHOPTHBIMHU
CpecTBaMH.

7. HasBanme opranmsauumn — noiHoe TtosapuimectBo (IIT) «duzens»; cdepa
JeSITENIBHOCTY - He(pTera3o100bIBaOIINX TPOU3BOJICTBO.
8. HazBanme opranuzanmu — OO0 «[Iunkeprony»; cdepa nesteapbHocT — YacTHas
JETEKTUBHAS U OXPaHHAs JIeSTeIbHOCTD, areHTCTBO.
9. HazBanme opranmsauuu — UII «MBanoB N.N» pexnamusbiii xypHan «Cdepar;
chepa ngestenbHocTH - CpejicTBa MaccoBoit nH(opMariuu. Pekiiama.
10. Ha3BaHue opraHu3aluil — acCOLMAUsl TYpPareéHTOB M TyporepaTtopoB «biok»
r. Camapa; cdepa OeATENBHOCTH — TYpPUCTCKas JAEATENBHOCTb, 3aIllUTa HWHTEPECOB
TypareHToB, TypOIIEpaTOPOB, TYPUCTOB.
!!!Homep 3a0anus, evloupaemoeo 0Jisi anaausd, coomeemcmayem nopsiokoeomy
HoMmepy pamunuu cmydenma 6 cnucke epynnul. Eciu 6 epynne 6onel0-mu uenosex, mo,
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HA4UHas ¢ 00OUHHAOYAMO20 cmyoeHma, omuem 3a0anuti Hayunaemcs ¢ Ne 1.
Memoouueckue pexomenoayuu

st BBITOMHEHWS 3aJaHUS OpPHUEHTHPOBAThCS HAa TEOPETHYECKHH MaTephall
Paznenos 1 u 2.

B HoMmeHknaType MJOJKEH OBITh OTpPaXEH BeCh JOKYMEHTaJIbHBIH (OHI,
MIPEICTaBICHHBIN YIIPABICHYECKON MOKYMEHTAINEeH 1 JOKyMEHTaInel 00eceurnBaroero
THUIIA.

HanmeHnoBaHus 3aroJ0BKOB pI(SA) H€06XO)Z[I/IMO CBEpATH C THUIIOBBIMHU HNEPCUHAMU
ApXUBHBIX JOKyMeHTOB (cM. Mcrounukn). Obs3arensHo cienyer n3yuntb 'K PO B wactu,
kacaromieiics BeiOpanHOW OIID, u denepanpbHPIMH 3aKOHAMH TI0 yKa3aHHBIM BHJIAM
JIEATEIbHOCTH; YYUTBIBAUTE MPU NPOSKTUPOBAHUM HOMEHKIIATYp HOPMATUBHBIE IPABOBBIE
aKThl cyObekTOB P® 1 BX TeppuTOpUANTBHBIX 00pa30BaHHUH.

[Ipr npoeKTHpPOBaHUM HUCIIOJB30BATH THIOBYIO TaONMIy (HOpMBI HOMEHKIIATYPHI
JIeJT cM. Taduiy 1.

Taomuma 1

dopma HOMEHKJIATYPHI JIeJI OPraHU3alun

CpoKk XpaHeHHud Jejia U

Hnpexc KoJ-Bo en. p p A

3aroJioBoK gesaa Ne craren [pumevanns
aesa xp.
no Ilepeynro
1 2 3 4 5
HUcemounuxu

6. Denepanbhbiii 3akoH oT 22.10.2004 N 125-®d3 "O6 apxuBHOM Jene B Poccuiickoit
Oepepauun”

7. llepeyeHb THUITOBBIX YIPABICHYECKHX APXHMBHBIX TOKYMEHTOB, 00pa3yloOIINXCS B
Iporecce  AESTeNPHOCTH TOCYNAapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
CaMOYIIpaBJICHUS M OpraHW3aluii, ¢ yKa3aHHEM CpPOKOB HX XpaHeHHus'", YTB.
[Ipukazom Munkynetypel P® ot 25.08.2010 N 558 (cMm. ykazaTenb BHIOB
JIOKYMEHTOB K HEMY);
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8. Ilepeuens THITOBBIX apXUBHBIX TOKYMEHTOB, o0pa3zyromuxcst B
HAyYHO-TEXHUYECKOM W TPOU3BOJICTBCHHOW MAEATENFHOCTH OpraHu3alui, c
yKa3zaHHeM CPOKOB XpaHeHus, yTB. [Ipuka3zom MunkynsTypsl PO ot 31.07.2007 N
1182 (cm. ykazaTens K HEMY);

9. CnpaBounas wunHpopmanms: "Cpoku XpaHEHHS JOKYMEHTOB OpraHu3aiui”
(Matepuan MOJIrOTOBJICH CTHeUATUCTaMHU Koncynprantllnoc) //
Koncynsrantlltoc. —Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW 121777/

10. HonokeHne 0 MOPAAKE U CPOKAX XPaHEHHs JOKYMEHTOB aKIIMOHEPHBIX OOLIECTB,
y1B. [locranoBnennem OKIb P® ot 16.07.2003 N 03-33/mc.

OIlK-2.3

YwMmeer UICHTU(DUIINPOBATH TpeOOBaHUS
HOPMATUBHO-TIPABOBOM Cpeibl K CBOCH IPOQheCCHOHABHOM
JIEATENBHOCTH U IESTENBHOCTH OpraHu3alun

KonTtpoannas padora
CocrtaBuTh pedepar 1o teme:
«JloKyMeHTHpOBaHHE JESATEIBHOCTH HETOCYAapCTBEHHOM OpraHu3anuy (yKas3aTh
BBIOPaHHYIO OpraHU3allMOHHO-TIPaBOBYIO (opMmy)». Buiel opraHu3annoHHO-TIPABOBBIX
¢opm npuBeneHsl HKe. OHU HE TOJDKHBI  TOBTOPSITHCS B TPYIIIIE

TpeboBanus k pedpepaty

ConepxaHye 10JDKHO JEMOHCTPUPOBATD CIIEAYIOIINE 3HAHUS 1 YMEHHS CTYACHTOB!
3nanue:
- cneyuguueckux uyepm OOKYMEHMUPOBAHUA OeAMEeNbHOCMU — He20CYOapCmBEeHHbIX
op2aHu3ayuii;
- OCHOBHBIX OpP2AHU3AYUOHHO-NPABOBBIX (HOPM HE20CYOAPCMBEHHbIX KOMMEPYECKUx u
HEKOMMEPYECKUX OP2aHU3aYULl;
- MUN0B020 COCMAsa CUCmem OOKYMEHMAayuy, Gopmupyiowux OOKYMeHMATbHuIL (OHO
He20Cy0apCmeeHHbIX OpeaHU3ayull;
- €nocobo6 u cpedcme OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce O0esmenbHOCHu
He20Cy0apcmeeHHbIX OP2aHU3aYUlL;
- HOpMAMUEHO-NPABOBLIX  AKMOS,  PelaMEeHMUpYIOWUx  OesmeibHocms U ee
OOKYMENMUPOBAHUE 8 HE20CYOAPCIMEEHHBIX OP2AHUAYUSIX.
Ymenue
- cocmagumsv  HOPMAMUBHO-NPABOBYI0  0a3y  OOKYMEHMUPOSAHUS  0esmelbHOCHU



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

- cocmaesums npoeknt HOMEHKIamypbol den opeaHusayuu, UCX0051 U3 MUNOBO2O COCMABA
cucmem ynpaeﬂeﬂquKoﬁ OOKyMeHmab;uu, OpP2aAHU3AYUOHHBIX U HOPMAMUBHO-NPABOEBbLIX
OOKyMeHWIO& pezcramermupyromux oesimenbHOCMb HeZOC)N)apCWl6€HHOIZ opeaHuzayuu.

TunoBoii miaH pedepara

25.

26.
27.

28.

29.
30.

XapakTepucTHKa OpraHu3aloHHO-TIPaBoBoi (hopmel (OIID) HerocymapcTBEeHHOM
OopraHu3aiuu. (}KCJ'IaTCHI)HO MMPUBJICUCHUEC CTATUCTUYCCKHUX JaHHBIX O TOM,
ckonbko B Poccun/ permone/o0nacti/ ropoje 3aperucTpUpOBAHO OpraHU3AIMNA
nmauaHoi OI1D).

OO0mas xapakTepucTHKa yIIpaBleHus opranu3amnueit nanaoi OI1D.

OCHOBHOIl cOCTaB HOPMAaTHMBHO-TIPABOBBIX JOKYMEHTOB, periIaMEeHTHPYIOIUX
JeSTeNIbHOCTh HETOCyAapCTBeHHOM oprann3zanuu nanHon OIID (cM. [IpakTudeckoe
3a/1aHHe 2).

XapakTepucTHKa TIOKYMEHTAIbHOTO (pOoH/IA (IOKYMEHTOB, UX KOMIUIEKCOB U CHCTEM
JIOKyMEHTaIui, (OPMHUPYIOLUIUXCS B  JCATCIBHOCTH  HErOCYAapCTBEHHOMN
OpraHM3aIlNN):

®  OpraHM3alMOHHO-TIPaBOBAsI JOKYMEHTAIINA,

®  TUIAHOBAs JOKYMEHTAIVS;

e pacnopsauTerabHast JOKYMEHTAINS;

e  HH(POPMAIMOHHO-CIIPABOYHAS u CIIPaBOYHO-aHATUTHYECKAS
JIOKYMEHTAIVs;

® OTYeTHas JOKyMEHTALUS;

e JJOKYMEHTAIHs 10 00ECTIeYeHUIO KaipaMu (110 IUIHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTauus (OyXraaTepcKuil yueT ¥ OTYETHOCTB);

®  JIOKYMEHTaLHs 10 MaTepHaIbHO-TEXHUYECKOMY 00ECTICUEeHHIO;

e JIOrOBOpHAs JOKyMEHTaLus,

e JOKyYMEHTalus 10 JOKYMEHTallHOHHOMY U  WH()OPMALUOHHOMY

00ecnedeHunIo AeITeIbHOCTH YIPEKICHUS;
e JpyTrue€ CUCTEMBI JOKYMEHTAllUM, BKIIOYasi U T€, KOTOPHIE OTPaXaroT
OCHOBHYIO JI€ATEIBHOCTD U T.[.
AHanu3 NpuMePHON HOMEHKIIATYphI A€l HETOCYAAPCTBEHHON OpraHu3aIuy.
Cnoco0Obl 1 cpencTBa JOKyMEHTHPOBAaHHS MH(OpMAaIM B HErocyIapCTBEHHOM
OpraHu3alyu
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31. Tlopsaok XpaHeHUs! TOKYMEHTOB HETOCYIapCTBEHHOM opranuzanuu ganHoi OI®.
32. Cnucok TUTepaTypsl U HCTOYHUKOB.

Cmpyxmypa pepepama: TUTYIBHBIN JIUCT, OTJIaBJICHUE, BBEACHNE, OCHOBHAS 4aCTh,
pa3burass Ha MyHKTHl (TyHKTHl O3arJIaBJI€HBI), 3aKJIIOYCHUE, CIMCOK JIUTEPATYPHI,
npuiokeHue (Ipu HEOOXOTUMOCTH).

Obvem pedepara TODKEH COCTABIATh HE MEHee 15 crpaHuil (0 CHHCKa
nmutepatypsl) (14 mpudt uepes 1,5 uatepnana).

KnroueBbie ciioBa W 3arojOBKHM pasfelioB JOJDKHBI MMETh pa3Hble HIPUPTOBBIE
BBIJICIICHUS.

HutatHbiit MaTepuan pedepara opopMIIsSeTCs B COOTBETCTBUM C HOPMaTHBaMHU HAayYHBIX
paboT (CHOCKH ¢ yKa3aHUEeM JIUTePaTypPHOTrO UCTOYHHKA, HOMEpa CTPAaHUI] 00S3aTeNIbHBI).
TemaTuka pedepaToB 1o Kypcy

1) Joxymenmuposanue dessmenbHoCmu NOAHBIX MOBAPUECE

2) Jloxymenmupoeanue — OesmenbHOCMU obwecmg ¢ 02paHuyenHoll
0MBemcmeeHHOCMbIO.

3) Hoxymenmuposarue oessmenibHOCMU KPEeCMbsHCKUX ((hepmepcKux) Xo3aiicme.

4) Joxymenmuposanue 0esimenbHOCMU X03UCMEEHHbIX NAPIHEPCMS.

5) [Joxymenmuposanue desmenbHOCHU NPOU3B0OCMBEHHBIX KOONEPAMUBOS.

6) Joxymenmuposanue — OeamenbHOCMU — NOMPEOUMENbCKUX — KOONEpamueos
(BBIOpATH JIFOOYTO U3 CIEAYIOMIHIX POPM):

7) KUJIMIIHBIHA,

8) I KHIMIIHO-CTPOUTEIBHBIH

9) rapaxHbIi KOOTIEPATHB,

10) cagoBoIUECKHil, OTOPOAHUIECKUI U JaYHBIH KOOIIEPATHB,

11) noTpeOUTENbCKUIT KOOTIEPATHB,

12) o0mecTBO B3aMMHOTO CTPaxOBaHus,

13) kpeauTHbIH KOOTIEPATHB,

14) donx npokara,

15) cenbCKOX03SHCTBEHHBIN TIOTPEOUTENLCKUI KOOIEPATHB.

16) Joxymenmuposanue Oesmenvhocmu obwecmsennvix opeanusayuii (BbIOpATH
J00YI0 U3 cleayomux GopMm):

17) nonuTHyeckue napTum,

18) co3maHHble B KauecTBE IOPHIMYECKHX JIMIl TPO(PECCHOHATBHBIC COMO3bI
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(pohcoro3HbIe OpraHu3aInn),

19) opranbl 00IIECTBEHHOM CAMOIEATEIHLHOCTH,

20) TeppuTOpHaNBHEIE OOIIECTBEHHBIE CAMOYIIPABJICHHSL.

21) loxymenmupoeanue desmenvrocmu accoyuayuii (cot0306), (BbIOpaTh IHOOYIO
U3 cleayrmux Gopm):

22) HEeKOMMepUYECKUe MapTHEPCTBA,

23) camoperyupyeMble OpraHU3anH,

24) obbeauHeHus paboToaaTeNeH,

25) o6beauHeHns MPodeCcCHOHATBLHBIX COI030B,

26) KOOIepaTUBOB M OOIIECTBEHHBIX OPraHU3aIINiA,

27) TOpProBO-IPOMBIIIJICHHBIC,

28) HoTapHaIbHbIC MMAATHL.

29) Hoxymenmuposarue 0essmeibHOCmu mosapuecmes coOCMEEeHHUKO8 HCULbSL.

30) Hoxymenmuposanue dessmenrbHOCMU KA3a4bux 00ujecms.

31) Jlokymenmuposanue oesmenvrocmu poHooé (BRIOPATH JIIOO0YIO U3 CIIETYIOIIUX
thopm):

32) o0uecTBEHHEIE

33) 6aroTBOpHUTENBHBIE (HOHIIBI.

34) Joxymenmuposarue 0esimeibHOCMU PeauSUo3HbIX OP2AHU3AYUIL.

35) Hoxymenmuposarnue desmenbHocmu nyOIUdHO-NPABOGHIX KOMAAHUIL

36) JJokymenmuposanue 0esmenbHoCmu A080KAMCKUX 0BPA308AHUIL.




0) Ilopsinoxk mpoBeaeHHs] MPOMEKYTOYHOW aTTeCTAMU, NMOKA3aTeJM W KPUTEPUH
OlleHUBAHMUS:

[TpoMeKyTOUHBIN KOHTPOJIb [0 TUCIUIUTHHE TPOXOIUT B (hopMe 3ayeTa:

- Ha ONIEeHKY <«3aureHo» (65-100% )—, eciu npeoosieBacT MOPOTOBBIM YPOBEHb.
OOy4aroniuiics MoKa3pIBacT MOPOTOBbIii YPOBEHb CPOPMUPOBAHHOCTH KOMIIETCHIIUH, T.C. 3HAET
Cnocodbl  OOKYMEHMUPOBAHUSL  OeAMEeIbHOCU — OpeaHusayuti, o0  0meemcmeeHHOCmu
PyKosooumenei  OpeaHu3ayul U Cneyuamucmos no  YHAPAGIeHur)  OOKYMEHmamu 3d
OOKYMEeHmuposauue 0en08ou U YAPAGIEHYeCKOU OeamelbHOCMU, Npasula OpeaHu3ayuu
OOKYMEHMUPOBAHUsL  OesMeNIbHOCMU — OP2AHU3AYUU,  NPUHYUNLL  CUCTNEMAMU3AYUU U
Kaaccuguxayuy OOKyMeHmo8, KOMNIAEKCO8 OOKYMEHMO8, CUCmeM OOKYMeHmayuu, Ha3HayeHue
HOMEHKAAMYpbl 0ell Op2aHu3ayuu, oQuyuaibHble UCMOYHUKU ONYOIUKOBAHUS AKMYATbHBIX
HOPMAMUBHbIX NPABOBLIX akmos PD; omauyumenvHble Xapakmepucmuky 3aKOH00amenbcmed no
OOKYMEHMUPOBAHUIO  OeSIMENbHOCMU He20CYOAPCMBEHHbIX OpeaHu3ayutl, yMeeT HaxoOoumbo
akmyanvHvle — peoaKyuu HeoOX00UMbIX HOPpMAamMu6HbIX npasoewix axkmos 8
ungopmayuouHo-npaeosvlx unmepHem-nopmanax «Koumcynomanmy, «lapanmy u op.;
onpeoensims cOCMas cucmem OOKYMEHmMAayuu, Ucxoos U3 u0a IKOHOMUYECKOU OesimelbHOCmU,
Gopmbl cobcmeeHHOCMU U OPeAHUBAYUOHHO-NPABOBOU (OPMbL OPAHUAYUU UCHOTIL30BAND
npasuna  opeaHu3ayuu  OOKyMEHMUpPOBAHUs U ONEPAMmueHO20 XPAaHeHUus O0OKYMEHMO8 npu
MOOENUPOBAHUU  CMPYKMYPbL  OOKYMEHMANLHO20 (OHOA He20CYOapCmEeHHOU OpeaHU3ayuL;
CamocmosamenbHo npuobpemams 3HAHUA 8 001ACMU UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U
obecneuenusi npoyecca OOKYMEHMUPOBAHUST OesIMEIbHOCMU, ONUPAsICh HA V4eOHUKU U YueOHble
nocobusi; BAaAeeT HAGLIKAMU AHAIU3A YPOBHU HOPMAMUBHO-Memoouyeckou 6aszvl JJOY u HOY;
NPUHYURAMU COCMABILEHUSL HOMEHKAAMYPbl 0ell OP2AHUZAYUU CROCODAMU OEMOHCMPAYUU YMEHUsL
AHATIU3UPOBAMb  CUMYAYUI0  OOKYMEHMANbHbIU (HOHO  He20CYOapCMBEeHHOU Op2aHUu3ayuu;
Cnocodamu CoBepPUEHCMBO8aHUsL NPOPECCUOHATILHBIX 3HAHULL U YMEHUL nymemM UCNOIb308aHUS
B03MOJCHOCMEN — UHGOPMAYUOHHOU  Cpedbl Npu  ONpedeieHul  MeHOeHYUull  pazeumus
UHGOPMAYUOHHO-OOKYMEHMAYUOHHO20 U 0OeCneueHUs: YNpasieHus apXusHozo 0eid,

— Ha omeHKy «He 3auteHo» (0-64,9%) - pesympTar 0OydYeHHS HE JOCTUTHYT,
oOy4aronuiicss Ha MPAKTUYECKUX 3aHIATHIX, TIPU HAMCAaHUU pedepaTra U MOArOTOBKE TOKIa/1a He
MOJKET TTOKa3aTh 3HAHWS HA YPOBHE BOCIPOM3BEICHUS U OOBSICHEHUS WH()OPMAINH, HE MOXKET
MOKAa3aTh UHTEIJIEKTYalbHbIe HABBIKU PEUICHHS MPOCTHIX 3a/1a4.



