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1.HAMMEHOBAHHME U HEJb OCBOEHUSA JUCIUITIMHBI

Heab wu3yyeHMsi AUCHMIUVIMHBI - TPUOOpETEHHE 3HAHUM M NPAKTUYECKUX HAaBBIKOB I10
OpraHM3aluy CO3JaHus U 000pOTa FOPUCIUKIMOHHBIX JOKYMEHTOB M O Pa3BUTHUU IPABOBOM
uHopmaruzanun B Poccun.

3agaun:

- U3y4eHHE OCHOB JOKYMEHTAIIMOHHBIX MPOLECCOB B 00IIECTBE, B chepe HOPMOTBOPUECTBA U
IPaBOBOTO PErYJIIMPOBAHUS PA3INYHBIX 001acTel NeSTEIHHOCTH,

- U3y4eHHE OCHOBHBIX CIOCOOOB CO3/aHUSI JOKYMEHTOB, B TOM YHCJIE€ HOPMAaTHBHO-TIPABOBBIX
aKTOB, pacCMOTpeHHE MpolieM YHU(PHUKAIUU W CTaHAAPTU3AIMUA JOKYMEHTOB U CHCTEM
JOKYMEHTAIUH.

2.MECTO JUCHUIIVIUHBI B CTPYKTYPE OIl BAKAJIABPUATA

YueOnass  gucnumuinHa — «JloKyMeHTalMOHHOEe — of0ecrieueHue  IOpUAMYECKOM
JeSITeIbHOCTH» OTHOCUTCS K 0a30Boi yactu ydyeOHoro rutana (b1.B.06). YueOHas aucuuruinHa
«/lokymeHTalmoHHOE oOOecIedeHrne IOPUAMYECKON JIeATENbHOCTHY MpEICTaBiIsieT co0oit
JUCIUTUTMHY BapHATUBHOW YaCTH JTUCIHIUIMH y4eOHOTO TUTaHa.
Kypc «/lokymeHTanmonHoe oOecreueHue OpUINYECKONH JIeATEIbHOCTH» CHOCOOCTBYET
aydumieMy yscHeHuro nonoxxeHnid Koncrtutynuu Poccniickoir ®@epepanuu, ['paxkpaHckoro
kogekca Poccuiickoit @enepaunu, Komekca 00 aIMUHUCTPATUBHBIX MPaBOHAPYIICHUSAX,
TpynoBoro konekca Poccuiickoit ®enepanuu. Jucnuminza «JlokymeHTalMoHHOEe oOecrieueHue
IOPUANYECKON NIeATeIbHOCTHY» 00ecreynBaeT M3y4eHHe Takux (pyHIaMEHTaIbHBIX IUCIUILUINH
Kak ['paxiaHcKoe MpoleccyallbHOE MPaBo, YTOJIOBHOE MpOIecCyaabHOe MpaBo, ApOUTpakHOE
IpoleccyaqbHOE TIPaBO, OCHOBBI aaBOKaTyphl, ['paxkmanckoe mnpaBo, CemeliHOe ™paBo,
TpynoBoe npaBo, AIMUHHACTPATUBHOE IIPABO.
JucnuninHa u3ydaeTcsl Ha Bcex ¢popMmax oOydeHus (O4HO - 3a04Hast/ 3a04yHasi) Ha 1 u 2 Kypce.

3. ITNTAHUPYEMBIE PE3VJIbTATBI OBYYEHMUA I10 JUCHUITJIMHE,
COOTHECEHHBIE C INTAHUPYEMbBIMU PE3VJIbBTATAMUN OCBOEHUMA OI1

B npouecce nzydenus yueOHON NUCIHMIIMHBI CTYACHTHI JOJKHBI COPMHUPOBATH CIEAYIOIINE
npogdeccuonanbubie komnerenunu (11K):

B npaBonpuMeHHTEIBbHON NEATEIbLHOCTH:

- BIIQJICHUE HaBBIKAMH TOATOTOBKU topuauueckux jgokymentoB (I1K-7). Ilnanmpyembie
pe3yJbTaThl 0CBOCHHS KOMIIETCHIINH

Kommnerennus IInanupyembie  pe3yabTarbl  o0ydyeHHsi (TOKa3aTesu
AOCTHKEHH S 32/IAaHHOT0 YPOBHSI OCBOCHHMSI KOMIIETEeHIIN)
(ITK-7) -1 T1K7-31 MOHSATHE, TIPUHLIUIIBI u
(BI1ameHue HaBBIKAMU cpezcTBa IOPUINIECKOI
HOATOTOBKU TEXHUKH, BUAbl IOPUIUUECKON
FOPHANIECKAX TEXHUKH, OCHOBHBbIE IpaBHIIa
IOPUAMYECKOr0 MIChMa
JIOKYMEHTOB) pua
[1K7-32 MpaBWJIa, IPUEMBI U CPEACTBA
HOPMOTBOPYECKOMN
IOPUANYECKON TEXHUKU
I1K7-33 IIpaBWJIa, MPUEMBI U CPEACTBA
MIPaBONPUMEHUTEIBHOM

IOPUANYECKON TEXHUKH, B TOM
YHUCIIe CyAeOHOM

[1IK7-34 CIOCOOBI YCTpaHEHUsT OMHUOOK
B IOPUIMYCCKHX JIOKYMEHTAX




IIK7-Y1 MIPUMEHSATD TTOJIOKEHUS
JIMCHIUTUIAHBI TIpU pa3paboTKe
" KOHCTPYUPOBaHHH
MIPABOBBIX HOPM, COCTABIICHHH
MIPaBONPUMEHHUTEIBHBIX u
HHBIX TPaBOPEATU3AIMOHHBIX
IOPUANYECKHX JIOKYMEHTOB

[IK7-Y?2 HOCJIEAOBATCIILHO  BBIJCIITH
3Tarbl U OPOLEAYPY NPUHATHUS
HOPMAaTUBHO-IIPABOBBIX AaKTOB
B UX €UHCTBE U B3aNMOCBS3H

IIK7-Y3 KBATH(HUITUPOBAHHO
MPUMEHSTh MIOJIOKCHUS
JMCIIUATUTAHBI npu

COCTaBlIieHMH W odopMiIeHnn
MMPaBONIPHUMCHUTCIIBHBIX
dKTOB, B TOM 4YHCJIC CYI[€6HI)IX
JOKYMEHTOB

[IK7-Y4 BBISIBJISITH IPUUMHBI OLIMOOK B
IOPUIMYECKUX  JIOKYMEHTaX,
OIPEJIeJIATh UX BUJIbI

I[IK7-B1 HaBBIKAMHM  COCTaBJIECHHUSA U
odopmiteHus OT/ENBHBIX
BHUIIOB IPABOBBIX 51
VIIPaBICHYCCKUX JOKYMEHTOB

IIK7-B2 HaBbIKAMHU  aHaJU3a  HOpPM,
YCTaHABJIMBAIONINX OJTalbl H
npoueaypy TIPUHSATHS
HOPMAaTHBHO-TIPABOBBIX aKTOB

I1IK7-B3 oopmienus
MIPaBONPUMEHHUTEIBHBIX
aKTOB, B TOM YHCJI€ CyJeOHBIX

JIOKYMEHTOB
[IK7-B4 criocobamu YCTpaHEHMS
OMOOK B IOPUAMYECKUX

JOKYMEHTax

4. OFbEM JMCHUITJIMHBI (MOAVJISA) B BAYETHBIX EJUHUIAX C YKASAHUEM
KOJIMYECTBA AKAJIEMUWUYECKUX YACOB, BbIJIEJIEHHBIX HA KOHTAKTHVYIO
PABOTY OBYYUAIOIIUXCA C MPEIIOAABATEJIEM (IIO BUJAM VYYEBHbIX
3AHATHI) U HA CAMOCTOSITEJIBHYIO PABOTY OBYUAIOIIMXCS
JucuuiuimHa —TpedmonaraeT u3ydeHue 2 pasnena,l2  comepkaTenbHO W JIOTHYECKH
B3aMMOCBSI3aHHBIX TeM. OOmas TpyJ0eMKOCTh AUCHUIIIMHBI COCTABISET NBE (2) 3a4eTHBIX
eauHULBI (72 yaca). M3ydeHnne AUCIUIIITMHBI 3aBEPIIACTCS 3a4eTOM.




Ne | Dopmaob Cemectp, | OOmas B tom uncne koHTakTHas padorta ¢ npenogaBatenem | CP Kownrposns
yaeHus Kypc TPYAOEMKOCTb
B 3.e. | Buacax|Bcero |JI ceM KoP 3a4yeT |KOHC |D
1 | Ouno- 2 Kypc 2 72 19 8 |9 1,7 0,3 53
3a04Hast 4 cemectp
UTOro 2 72 19 8 |9 1,7 0,3 53
3 3aouHas 1 1 36 4 4 32
KYypCYCT.CEC
CHs
1kypc 1 36 4 2 1,7 0,3 28,3 | 3,7
Ceccmsl
Hroro 72 2 8 4 2 1,7 0,3 60,3 | 3,7

Pacuer yacoB no pazaejam, TeMaM U BUAAM y4eOHbIX 3aHATHI

0) 0uHO-3204HasA (popmMa o0yUeHUsI

KonTakTHasgpa0oTa c npenoaapartejieM ®opmupy
2 | emblepesy.n
HaumeHnoBaHue pa3iesioB Bce (0} §" Tar bl
Ne U TeM y4eOHbIX rou K = o0y4eHust
wn u aco Bcero J mn3 oP | Kon| 3/3 S
3aAHATHHA B ¢
1 xypc
Teoperuueckue IK7-31
OCHOBBI [K7-32
JOKYMEHTAILIMOHHO [IK7-V1
1. ro  oOecrieueHwus TIK7-Y2
OPUANYECKON IIK7-Bl
I1K7-B2
JIESITEIIbHOCTH 9 2 1 1 7
IToHsTHE FOPUAMYECKOTO IK7-31
JOKYMEHTA U €r0 BUbI I1K7-33
M[K7-¥1
2. [K7-Y3
7 [K7-B1
9 2 1 1 I1K7-B3
[1K7-32
HopmotBopueckas u [IK7-34
3 MPaBONPUMEHUTEIIBH M[K7-Y2
' asl AeSATEIIbHOCTh T1IK7-V4
7 IIK7-B2
9 2 1 1 I1K7-B4
IOpunuyeckas TexHuka. T1K7-32
OcHOBHEbIE paBUIIa TK7-34
4. FOPHMYECKOTO IIHCEMA [IK7-V2
IIK7-V4
8 IIK7-B2
12 4 2 2 T1K7-B4




OmunbOKH B JOKyMEHTAX. IK7-32
IOpunnueckne KOIM3HH. TK7-34
TIK7-Y2
5. [IK7-Y4
TIK7-B2
I1K7-B4
0 | 2 1 8
CyneGHbIe aKTHI U IK7-32
TEXHUKA UX [IK7-34
6. COCTABJICHUS [IK7-V2
IIK7-V4
8 TIK7-B2
10 2 1 I1K7-B4
Opranuzamus IK7-31
JIEIOIIPOU3BOIACTBA. [IK7-33
JIOKyMeHT0060pOT. HK7-Y1
TIK7-Y3
8 TIK7-B1
11 3 2 TIK7-B3
Bcero 72 19 9 1,7 0,3 53 PB.7
0) 3ao0uHas popma o0ydeHust
KonrakTHasipabora ¢ npenogaBaresjieM Dopmupy
2 | emblepesy.n
HaunMmeHoBaHue pa3esioB Bce (0} §" Tar bl
Ne U TeM y4eOHBIX ro4 KoP | K 35 = o0yuenust
n/n _ aco Bcero 3 0 OH g
3aHATUH B c
1 xypc
Teopernueckue IK7-31
OCHOBBI IIK7-32
JOKYMEHTALIMOHHO [IK7-¥Y1
1. ro  obecreyeHus EEZSB?
FOPUAMYECKOM 9 8 K7-B2
JIESITEIbHOCTH 1
IToHsTHE FOPUAMYECKOTO IK7-31
JIOKYMEHTA U €0 BUIbI I1K7-33
TIK7-V1
2. TIK7-Y3
8 TIK7-B1
9 1 11K7-B3
TIK7-32
HopmotBopueckass u [K7-34
3 MIPaBONIPUMEHUTEHH MK7-Y2
' as AesATEIIbHOCTh T1IK7-V4
8 TIK7-B2
9 1 TIK7-B4
IOpunnyeckas TexHuKa. TIK7-32
OcHOBHBIE ITpaBUIIa TK7-34
4. FOPHIMYECKOTO IIHCHMA [IK7-Y2
TIK7-V4
8 TIK7-B2
9 1 [1K7-B4
OwmunbOKH B JOKyMEHTaX. MK7-32
IOpunuveckue KOIIH3HH. [K7-34
TIK7-Y2
5. [IK7-Y4
9 8 M1K7-B2
1 1 T1K7-B4




CyneOHbIe aKThI U IK7-32
TEXHUKA UX [1K7-34
COCTaBJICHUS [IK7-Y2
[IK7-Y4
10 IIK7-B2
9 1 1 [1K7-B4
Opraam3anus IK7-31
JEJIONPOU3BOICTBA. I1K7-33
OKYMEHTOO0OPOT. IK7-Y1
oy P TIK7-Y3
IIK7-B1
12,3 2 10.3 [1K7-B3

peero 2 | 8 4 2 1,7 03 | %03

5. COAEPKAHUE JINCHUILUTHHBI, CTPYKTYPUPOBAHHOE 110 TEMAM

Ne HaumenoBanue pazzaena, TeMbl Copep:xanue paszzena, TeMbI
/1 y4eOHOM TUCIUIUINHBI
1 2 3
1 PA3JIEJ |
TTOKyMEHTHPOBAHHUE. [Ipeamer, conepkanue U 3a1a91 JUCITUTIITUHBL.
TEMA 1. [Tpeimer, conepkanme Ponb 1OKyMEHTOB B pa3NUYHBIX 00JIACTAX
W 38,1891 TUCLIATLTHHDL, JesATebHOCTH oOmecTBa. JIokyMeHTHI B cepe
MpaBa U yIpaBIeHUS.
JIOKyMEHTBI B YIIPABICHUH TIPOU3BOICTBCHHBIMU
nporeccamu (Hay4yHO- TEXHHUECKask JOKYMEHTAIHS).
2 Tema 2. CraHoBieHue u CraHoBIIEHHE U Pa3BUTHE HOPMOTBOPYECTRBA,
pa3BHUTHE HOPMOTBOPUYECTBA, JIOKYMEHTOBEACHUS U ACIONPOU3BOICTBA.
JIOKYMEHTOBEICHUS 1 [TpaBuna opopmieHus TOKYMEHTOB.
JeNONpPOU3BOACTBa. YHUUKAIUA | YHUPHUKAIMS U CTaHAApTU3alUs JOKYMEHTOB.
Y CTaHJIapTHU3AIHs JTOKYMEHTOB. YHUGUIUPOBaHHBIE CUCTEMBI JOKYMEHTAITHH.
3 Tema 3 PernonansHble 1 MecTHBIE | PernoHanbHbIe U MECTHBIE IOPUINYECKUE AKTHI.

opuanyeckne akTel. [lonstue n
0COOCHHOCTH FOPUIUIECKOTO
JIOKyMEHTA.

[TonsiTrie 1 0COOEHHOCTH FOPUIUIECKOTO
JIOKyMEHTA.

IOpunnuecknii TokymeHT. JIOKyMEHTHI,
bukcupymomme Ipuanieckue GakThl.
JlokyMeHTsl, pukcupyomue GakThbl-
JI0Ka3aTenabcTBa. AKT MPUMEHEHMS MpaBa.
JloroBops! 1 MHBIE BUBI FOPUANUECKUX
JIOKYMEHTOB.




Tema 4. [lonsatue 10puaIUYECKON
texHuku. TpeOoBanus,
MPEABSIBISEMBIC K IOPUIUICCKOMN
TEXHUKE.

[ToHsATHE IOPUANYECKON TEXHUKH U TPEOOBAHMUS,
IIPEIbABISAEMBIE K OPUANYECKON TEXHUKE.
Buapl ropuanyeckoil TEXHUKH.

3) Tema 5. FOpuauueckast TexHuKa

IOpuanueckas TeXxHUKa TOKyMEHTaJIbHOTO
JOKYMEHTaJIbHOI'O BBIPAKEHUS

BBIPAXCHUS COACPKAHMSI IPABOBOI'O aKTa
COJIepKaHus IIPAaBOBOI'O aKTa. .

. PekBU3UT Kak CTPYKTYpPHBII 3JIEMEHT [IPaBOBOIO

PexkBU3NT Kak CTPYKTYpHBIN KT
2JIEMEHT IIPAaBOBOT'O aKTa

6 PA3JIEJI 11 Opranuzaius padoThI C TOKYMEHTaMHU.
Opranu3zanus paboTs ¢ Oco0eHHOCTH IOPUANYECKOTO si3biKa. [loHsATHE 1
JOKYMEHTaMHU. IIPUEMBI FOPUINYECKON apryMEHTALUH.

TEMA 6. Drarsl paboThI 110 HopmoTtBopudeckas u mpaBoIpuMEHUTEIbHAS
COCTaBJICHUIO IOPUIUYECKOTO JESATEIIBHOCTD. DTaIlbl COCTABJICHUS IOPUIANYECKOTO
nokymeHnTta. OcoO0eHHOCTH JIOKYMEHTA: IIOJIrOTOBUTENbHBIN 3Tal, 3Tan
IOPUINYECKOT o s13bIKa. [loHsaTHE N | 0opMIteHuS.
MIPUEMBI IOPUIUYECKOU [TonsiTve, BUIBI U CTaIUU PETMOHATIBHOTO U
apryMeHTaluu. MECTHOT'O HOPMOTBOPYECTBA.
HopmaTtuBHOe onpesienieHe TEpMUHOB
IIOCPEJICTBOM MPABOBBIX JePUHULIUI. 3aKOHBI
JIOTUKH, UCTIOJIb3YEMbIE B FOPUINYECKUX
JIOKYMEHTaX.

7 TEMA 7. OcHOBHBIE TTpaBuUja OcHOBHBIE MPaBWIIA OPUIAYECKOTO MMUCHhMA.
IOPUANYECKOr0 IUChMa. JIuHrBucTUYeCcKas CTpyKTypa TEKCTa IIPaBOBOIO
HopmarusHoe onpenenenue aKkTa. 3aKOHO/IaTEeIbHBIN CTHIIb.

TEPMHUHOB IIOCPEJICTBOM VYnorpebiieHre TEPMUHOB B IPABOBOM aKTe.
MIPABOBBIX eOUHUIIAN [IpaBoBble nepUHULINY KaK IPUEM FOPUINYECKON
TEXHHKH.
HopmaTtuBHOe onpenienenne TepMUHOB
MOCPEJICTBOM MPABOBBIX JAe(PUHUIHUI
TexHHKa U JOTMKa U3J10KEHHsI IPABOBOT0 aKTa

8 TEMA 8. JIoKyMEHTOBEICHHUE.

JokymenroBenenue. Criocoobl TOKyMEHTHPOBAHUS.
CrniocoObl TOKYMEHTUPOBAHUS.

Knaccugukanus J0KyMeHTOB 110 CIoco0y
Knaccudukanus

JIOKyMEHTUPOBAHHUS
JJOKYMEHTOB.

9 TEMA9. Bupl 3aKk0OHOJATENBHBIX aKTOB, IPUHUMAEMBbIX B
XapaKkTepuCcTUKa OTAEIbHBIX rocynapcTse
BHJ0B IOKYMCHTOB. Bu/ibl TEKCTOB M 06IIasi XapaKTEPUCTHKA CTPYKTYPhI

TEKCTa IPaBOBOT'0O aKTa

10 Tewma 10. HegeiicTBUTEIBHOCTD HenelcTBUTENBHOCTD JOKYMEHTOB
NOoKymMeHTOB. IOpuanueckue IOpunnueckue «I10BYIIKN» B TOKYMEHTaX.
«JIOBYUIKH» B TOKYMEHTaX. IOpunnyeckue komwm3uu. CriocoObl pa3perieHus
Kommmznn. KOJUIM3UH.

Opranuzanus aeaonpou3BoacTsa. | @opMbl OpraHu3anuu AeI0NPOU3BOACTBA.
[TonsTHE «ITOKYMEHTOOOOPOTAY. [Tonsitue " MOKyMEeHTOOOOPOT " M €Tr0 pa3BUTHE.
11 TEMA 11. lokymMeHTOO0OpOT. JlokymeHnToo60poT. O61ue npaBuiia perucTpanuu

OO6mue npaBuiia perucTpanuu
JOKYMEHTOB

OCHOBHBIE TIpaBUIIa OPTaHU3AIIH
JOKYMEHTO00O0pOTa B
opranuzanuu (y4pexxJIeH1m)

JOKYMEHTOB
OcHOBHBIE MpaBUJIa OpraHU3ANU
JIOKyMEHTO000pOTa B OpraHU3aluu (YUpeKICHUH )
VYuer o6bema TokyMeHToo00poTa. O01Me npaBuia
perucTpanu J0KyMEHTOB




12

TEMA 12. ®opmupoBaHue 1
TEKylIee XpaHEHUE Jel.

DopMHUpPOBaHUE U TEKYIIEE XPAHECHUE €I
ITopsnok nepenayu A€l B apXuB.
®opmupoBanue u opopmiIeHUE el
Opranu3zanys onepaTUBHOTO XpaHEHUs Aell

IlaHbl NPAKTHYECKUX 3aAHATHI

Ne

n/ | HamMeHoBaHHe pa3iesa, TeMbl YuebHble BONPOCHI
n

1 2 3

1. | 1 Opranusamus paboTsl ¢ [IpaBumna opopmieHust JOKYMEHTOBY HU(pUKALIUS U

JOKYMEHTaMH. CTaHJApTH3aLMsI JOKYMEHTOB DTarbl paboThl 110
COCTaBJICHUIO IOPUIMUECKOTO JOKYMEHTA.
Oco6eHHOCTH I0pUIUecKoro s3bIka. [loHsTre u
IpUEeMBbI I0pUIUIeCcKOi aprymenTanuu. Ctaguu
IpUMEHEHHUs IpaBa

2. | 2.0cHOBHBIE npaBuia | [ToHsTHE I0OpHINYECKOTO TOKYMEHTa. JJOKyMEHTHI,

IOPUINYECKOT0 MHUChMA. ¢bukcupyromue opuanueckue GpakTol, GaKThl-
J0Ka3arenbcTBa. HopMaTHBHBIE 1 HEHOPMATHUBHBIE
JIOKYMEHTBI. AKT IPUMEHEHUS IpaBa
HopmartuBHOe onpezeneHre TepMHUHOB TIOCPEICTBOM
IPaBOBBIX JePUHULIUI

3 | 3 HoxymenTtoBenenne. CriocoOsI CrpyKTypa npaBonpUMEHUTEIBHBIX aKTOB. Bubl
JOKYMEHTUPOBAHMUSL. IOPUINYECKON TEXHUKU. PEKBU3NTHI IPaBOBOIO aKTa
Knaccudukanums Hokymenrosenenue. CriocoObl JOKYMEHTHPOBAHUSI.
JOKYMEHTOB. Knaccudukanus

JTIOKYMEHTOB.

4 | 4. XapakTepucTuka OTIENbHBIX | BuIbI 3aKOHOATETBHBIX AKTOB, IPUHUMAEMBIX B

BUJIOB JJOKYMEHTOB. rocyaapcTse. Buapl yupeuTenbHbIX JOKYMEHTOB.
Buzsl TekcTOB 1 00111ast XapaKTEepUCTHKA
CTPYKTYPBI TEKCTa MPABOBOT'O aKTa

5 5. HepelcTBUTENEHOCTD HenencTBUTENBHOCTE JOKYMEHTOB.
nokymMeHToB. Kommisum. IOpunnyeckne  «JIOBymIKM» B JOKYMEHTax.
Opranuzanus aenonpousBojicTsa. |  Kommusum. CriocoOsI pasperieHus
[TonsATHE «ITOKYMEHTOOOOPOTAY. Koym3uiOpranu3anus JeTOTIPON3BO/ICTBA.

[ToHsATHE «1OKYyMEHTOOOOPOTAY.

6 | 6. JokymenToobopot. Obmue JIoKyMeHTO000pOT. Yyer o0BemMa
NpaBUjIa peruCcTpaluu nokymMeHToobopota OOmMe mpaBuia perucTpanuu
JTOKYMEHTOB JOKYMEHTOB

OcHOBHBIE npaBuia OpraHu3aIH

JIOKyMEHTO000pOTa B OpraHU3aluu (YUpekICHUH)




7 | 7.0opmupoBanue u  Tekymee | DopmupoBaHue U 0pOpMIICHUE ACII.
xpanenue nen. Ilopsanok nepenaun |  OpraHusanusi ONEpaTUBHOTO XPaHEHUS €I
JIel B apXUB

6. IEPEYEHh VYYEBHO-METOJIWYECKOIO OBECHEYEHMS IS
CAMOCTOSTEJBLHOM PABOTBI OBYYAIOIIETOCS o
JTACIHATITAHE (MOYJIIO)

KoHTpoJIb caMOCTOSTEIBHOM PadOTHI CTYJCHTA OCYILECTBISIETCS B (hopMe:
U3YUeHUs  TICPBOUCTOYHUKOB, TCPMHUHOJIOTHH;

n0020MO6KU:COO0IICHUH, pedepaToB;

Pewenui:3a1aHui, TECTOB.

6.1. 3aganus g npuodpeTeHusi, 3aKpelVIeHUs U YIJIy0JIeHusl 3SHAHU M.

6.1.1 OcHoBHbIEe KATErOpUH y4eOHOH JUCHUILIMHBI IJI1 CAMOCTOSITEILHOIO U3YYeHNsI

CiioBapb TepMHUHOB (IJ10CCAPHI)

ABTOBUOI'PA®USA - noKymMeHT, B KOTOPOM OIIMCaHbl 3Talbl XU3HU U TPYAOBOHI
NeSITeIbHOCTH paOdOTHUKA

ABTOP JIOKYMEHTA: - ¢puzndeckoe ui IOpUARIECKOE JIUIO0, CO3IaBIIee TOKYMEHT

AJIPECAT - nonyuareis.

AKT — uHpOpManMOHHO- CIPAaBOYHBIA JOKYMEHT, COCTAaBJISIEMbIH TPYIION JUIl AJs
HOJTBEPKIEHUS YCTAaHOBIICHHBIX (DAaKTOB MIIM COOBITUH.

AHHOTAIMA - kpaTkoe U3J10’)KEHHE IEPBOUCTOYHUKA.

APXHVBHOE JIEJIO - otpacib aesTeabHOCTH, 00eCIIeunBaroIias OpraHu3aiio XpaHeHHs
Y UCNOJIb30BaHUS apXUBHBIX, JIOKYMEHTOB
APXVBHBIM ®OHJ] POCCUNCKON ®EJEPALINA - COBOKYITHOCTBH JOKYMEHTOB, UMEIOIIIUX
HUCTOPUYECKOE, HAay4yHOE, COLMAJIbHOE, 3KOHOMHUYECKOE, IOJIMUTUYECKOE WM KYJIbTYpPHOE
3HAUEHUE, OTPAKAIOIINX MATEPUAIBHYIO U IyXOBHYIO )KM3Hb HApOJOB CTPAHBI U SIBIISIFOIIMXCS
HEOTHEMJIEMOW YaCThI0 HCTOPUKO-KYJIBTYPHOrO Hacieaus HapoaoB Poccuiickoit deneparuun

ACIIEKT - Touka 3peHusi, ¢ KOTOpOil MPOU3BOANUTCS IIOUCK TOKYMEHTA I U3BJICUEHUE U3
HEro HeOOXOUMBIX CBEJICHUH.

AYJIVOBU3YAJIBHBIN JIOKYMEHT - JOKYMEHT, COepKallnii H306pa3nTenbHyI0 U
3BYKOBYIO HH(OPMAIIHIO

BJIAHK - Oenblif nuctT ¢ HabOpOM pPEKBU3UTOB KOTOPBIA 3aIlOJHSAETCA aKTyalbHOU
uH(popMaruei.

BU3A - noxamuce, noarBepkaaromas (akT O3HAKOMJIEHHMS JOJDKHOCTHOTO JIMIA C
JIOKYMEHTOM.

BHYTPEHHUI AJIPEC ITMChMA - HauMeHOBaHHE U apeC OPraHM3aIu! HIIH (aMUIITHS
U aJipec JUIa, KOTOPOMY HaIlpaBJIEHO MHUCHMO.

BHYTPEHHUU JIOKYMEHT - 10KyMeHT, NpelHAa3HAUEHHbIH I HCIONb30BAHMIS TEM
yUpeXJIEHUEM, B KOTOPOM OH CO3/IaH.

BXOJAIIN JIOKYMEHT - 10KyMeHT, IOCTYNHBIIHIA B yUpexkICHHE.

BBIITNUCKA - xomnust 4acTH TEKCTOBOTO JJOKYMEHTA.

T'APAHTUIMHOE ITMCHMO - nucsMo, BHIPaKaoliee FrapaHTHIo.

IPAOUYECKHNHN JOKYMEHT - u306pa3utenbHbIi JOKYMEHT, B KOTOPOM H300paeHe
00BEKTa MOTYYEHO MOCPEACTBOMIIMHUI, IITPHUXOB, CBETOTCHH

['PU®D - momeTka, yka3piBaromas Ha OCOOBIH XapaKTep WM OCOOBIM CIOCOO MEPEeCHUTKH
JIeIOBOM KOPPECHIOHICHIINH («CEKPETHO», CPOUHO», «ITTUUHON).




['PUD® OI'PAHUYEHUA HNOCTVYIIA K JOKYMEHTY - pekBu3uT OQUIIHAIBHOTO
JIOKYMEHTA, CBUACTEIbCTBYIOMHNK 00 0c0OO00M XapakTepe WH(pOpMaIHK, OTPAaHUYUBAIOIINA KPYT
II0JIB30BATENECH TOKYMEHTA

HATA - 4gucino, MecsI] ¥ TOJl COCTABJICHUS WJIW MOANMUCAHUS JTOKYMEHTA.

JAEJIO - enununa XpaHeHUs MUCBMEHHBIX JIOKYMEHTOB, MOMEIICHHBIX B OT/ACJIBbHYIO
TarnkKy.

JAEJIOBOE ITMCBMO - noKyMeHT, IpUMEHSEMBbI Ui CBSI3H, Ilepeaadn MHPpOpMaluy Ha
pacCTOsTHUE MEXAY JBYMS KOPPECIOHICHTaMH, KOTOPBIMH MOTYT OBITh M IOpUIUYECKHE, U
¢du3nueckue nuna.

JEJIOITPOU3BOACTBO - coBOKYMHOCTH pabOT MO JOKYMEHTUPOBAHHUIO JEATEIHLHOCTH
YUPEKICHUN U IO OPTaHU3aUU JOKYMEHTOB B HUX.

I[I/IPEKTI/IBHblfl JNOKYMEHT - nokyMeHT, coaep Kaniuii 00s13aTeIbHbIC K UCIIOTHEHHIO
yKa3aHUsl BBIIIECTOSIIUX OPraHOB.

JOT'OBOPHOE IIMCbBMO - oaMH W3 BHUJOB CONPOBOJUTEIIBHOTO MHUCHMA,
YKa3bIBAIOIIETO HA (DAKT OTIPABKHU JOTOBOPA.

JOKYMEHT; JOKYMEHTHUPOBAHHAS NMH®OPMAILMA - 3aduxcupoBaHHas Ha
MaTepruaIbHOM HOCHTEIIE HHPOPMAIIUS C PEKBH3UTAMH, TTO3BOJISIOIINMU €€ HICHTU(DUITIPOBATH

JOKYMEHTAILIMOHHOE OBECITEYEHHME YIIPABJIEHUS - otpacnb nesTenbHOCTH,
obecreunBaroNIas JOKyMCHTUPOBAHHUE U OPTAHU3AIMIO Pa0OTHI ¢ OPUITHATEHBIMY IOKYMEHTAMU

JOKYMEHTOOBOPOT —

1. I[BI/DKGHI/IG JOKYMCHTOB B YYPCKIACHUU C MOMCHTA HUX IIOJYUCHHUA WU CO3JaHUSA OO
3aBCPIICHUS UCITOJTHCHUA WA OTIIPABKH.

2. KomudecTBO BXOASIIMX, BHYTPEHHHX W HCXOIANIMX JIOKYMEHTOB YYPEXKICHUS 3a
oTpeieNIeHHBIN MEPHO] BpEMEHHU.

JOKYMEHT BPEMEHHOI'O XPAHEHHMS - nOKyMEHT C YCTaHOBJIEHHBIM CPOKOM
XPaHEHUs, 10 UCTEUEHUU KOTOPOr'0 OH MOUIEKUT YHUUTOKEHUIO

JOKYMEHT ITOCTOAHHOI'O XPAHEHUMA - nokyMeHT, KOTOPOMY B COOTBETCTBHH C
HOPMAaTUBHBIMM JIOKyMEHTaMHU U MHBIMH IIPaBOBBIMM AaKTaMH YCTaHOBJIEHO OeccpodHoe
XpaHEeHue

JOJDKHOCTHASA MHCTPYKIUA - opranu3aliiOHHO-paCHOPSAUTENbHBIN JOKYMEHT
JUIUTEJIBHOTO MJIU MOCTOSIHHOTO CpoKa JAEHUCTBHS (J10 3aMEHbI HOBBIMH), B KOTOPOM OITpE/IeJIEHbI
HAayYHO-TEXHUUYECKHE, TEXHOJOTM4Yecknue, (UHAHCOBBIE M JPYrHMe€ CTOPOHBI JIE€ATEIbHOCTU
OpraHM3aluil, UX NOAPa3IAeICHUN U JOHKHOCTHBIX JIULL.

I[YBHETHI)IPI JOKYMEHT - ogun U3 5K3eMIUISIPOB pa3MHOKEHHOTO IOKYMEHTA.
JAYBIIMKAT - 3x3eMIUIsip JOKYMEHTa, COCTAaBJIEHHBIM B3aMEH OTCYTCTBYIOILErO MOUIMHHUKA U
MMEIOUINI OJMHAKOBYIO C HUM IOPUJINYECKYIO CUITTY.

3ABEPEHHAS KOIIMA JOKYMEHTA - komms JOKyMeHTa, Ha KOTOpOHl B
COOTBETCTBUU C YCTAHOBJIEHHBIM TOPSAKOM TIPOCTABISIOT HEOOXOJUMBbIE PEKBU3UTHI,
IPUAIOIINE € FOPUINYECKYIO CHITY

3ATOJIOBOK IIMCBMA - yka3zanue Ha cojepXaHHe NHCbMa, BbIpaxaercs (GopMoii
IPEUIOKHOTO MaJieXka C MPEAJIOTOM «0» HIIH «00».

3AIIMCKA - kpaTkoe H3JI0XKEHHE KaKoro-aubo BOIpOca WM MOSCHEHUE COAEpKaHHS
KaKoro-nmmbo JOKyMeHTa, GakTa, cOObITHS (Hanmpumep cirykeOHast 3amucka, TOKJIaaHas 3a1ucKa,
O0OBSICHUTEIIbHAS 3aITHCKA).

3AIIPOC - xoMMepuecKuil JOKYMEHT, MPEACTABIAIOMNNA co00il oOpaleHne nMnoprepa K
IKCIIOPTEPY € MPOCHOOW AaTh MOAPOOHYI0 HHGOpPMAIHMI0 O ToBape (ycayrax W T..) H(WIN)
HaAIPaBUTh MIPEIIOKEHUE HA TOCTABKY TOBapa.

3ASBJIEHUE - nokymeHT, cojaep)Kalluii mpochOy WM TNpeUioKeHHe una (JIun)
YUPEKACHUIO MU JAODKHOCTHOMY JIMIY, HAalpuUMep, O mpueMe Ha padoTy, O MpeloCTaBIeHUN
OTITYCKa U T.[.



MN3BEIIEHUE - nokymMeHT, WHQOPMUPYIOIIMA O TMPEICTOSAIIEM MEpPONPUSTHH
(3acemanuu, coOpaHuu, KOH(EPEHIINN) U TIPEIIaratoIIfi MPUHSITH B HEM y4acTHeE.

N30BPA3BUTEJIBHBIM JIOKYMEHT - JOKYMEHT, COJepKaluii WHPOpMAIHIO,
BBIPAXEHHYIO [TOCPEICTBOM U300paKEHUSI KAaKOro-11u0o 0ObeKTa

NHBEHTAPU3ALIMOHHAA OIIMCh - (BemomocThb) - TMEpeYeHb HMMYIIECTBA
YUpEXKJIEHUS, TPEANPUITHSI, OpraHU3alUuu WIA JHUIa C YKa3aHUEM BBISBICHHOTO KOJMYECTBA,
COCTOSIHMSI TIPEJIMETOB U UX CTOMMOCTH.

NHJEKCEHI - ycnoBable 0003HaueHUs, MTPUCBaMBacMble JOKYMEHTaM B IIpoliecce ydera
(perucTpaiyu) 1 UCTIOTHEHUSI.

MHIEKC JIEJIA - nopsakoBbIii HOMED Jejia IO HOMEHKIIAType U YCIOBHOE 0003HAYCHHE
CTPYKTYpPHOU YacCTH YUPEXKICHUs, IPOCTABISIEMbIC Ha 00JIOKKE Jerna.

NMHJIEKCAILMA - npocTaBiieHUE WHIIEKCOB.

VMHUIIUATUBHBIA JOKYMEHT - 10KyMEHT, HOCIYXKHBIIMH HAYAJIOM PACCMOTPEHHS
OTpeIeIEHHOT0 BOIPOCa.

UCXOJAIIMI JOKYMEHT - 10KyMeHT, OTIPaBICHHbII U3 yUPExKICHHUS.

KMHOJOKYMEHT -uzo0pa3utenbHblii WM ayJUOBH3yalbHBIA JOKYMEHT, CO3JaHHBIH
KHHEMATOTpaguIECKUM CIIOcOO0M

KOHTPAKT - nmoroBop 00 yCTAaHOBIEHWH, W3MEHEHHH WM MPEKpaleHUN
IIPaBOOTHOLLIEHUH.
KOHTPOJIb HUCIIOJIHEHMA  JOKYMEHTOB -  COBOKYNHOCTh  JI€HCTBHIA,

o0ecreuynBaroIIUX CBOEBPEMEHHOE UCIIOJIHEHUE IOKYMEHTOB

KOHTPOJIbHBIM JIUCT - Tanon s VHJMBUAYAIIBHOM PErucTpaluyu JOKYMEHTOB,
BKJIFOUYAIOLIUI PE30JIIOLHI0 U TEMY ITHChMA.

KOITNA JOKYMEHTA - noKyMeHT, HOJTHOCTBIO BOCITPOU3BOISAIINN HH(DOPMALIHIO
MOJJIMHHOIO JJOKYMEHTA U BCE €r0 BHEIIHHUE IPU3HAKH UM YacTh UX, HE UMEIOLUI
FOPUINYECKON CUIIBI

KOPPECIIOHZEHT - yupesxeHnue uiau oTIeIbHOE U0, C KOTOPBIM BEIETCS MEepeIucKa.

JIMIIEBOM CYET - GyxranTepckmii JOKYMEHT, OTPaKAIONIMil Iepenauy KaKoro-mu6o
KOHKPETHOI'O BHJa CpeACTB (MaTepuajgoB, HWHCTPYMEHTOB, NPOAYKLIMH, 3JaHUM M T.1.)
OIPECIICHHON OpraHu3aluy WIN JINLY U COEPKALUI IEHEKHBIE PACUETHI C HUMH.

JIMYHOE JEJIO - cOBOKYIHOCTh TOKYMEHTOB, COJIEPKAIMX HEOOXOINMBIE CBEICHUS O
pabOTHUKE U €r0 TPYJIOBOM CTaXe.

JIMYHBIA JIMCTOK IO YYETY KAJIPOB (aHkera) - IepedeHb BOIPOCOB O
OuorpauuecKkux JaHHBIX PaOOTHUKA, OOPa30BaHUM, TPYIOBOH IESATEIbHOCTH, CEMEVHOM
MOJIO’KEHUU U T.[.

MAIIMHOITMCHBIN JIOKYMEHT - nuchbMeHHbII JOKYMEHT, IIPH CO3JAHHU KOTOPOTO
3HAaKU MHCbMa HAaHOCST TEXHUYECKUMHU CPECTBAMHU.

HAUMEHOBAHUE JIOKYMEHTA - o603HaueHue BiAa MMCbMEHHOTO IOKYMEHTA.

HAKJIAZIHAS - nokyMeHT, KOTOpbIM oO(QopMisieTcss NpueM M OTIpaBKa Ipys3a,
NEpPEMELIECHNE NN OTIYCK MaT€PHAJIbHBIX IEHHOCTEN.

HOMEHKIJIATYPA - nepeuyeHb HAaNMEHOBAHMIA.

HOMEHKIJIATYPA JIEJI - cucreMatu3upoBaHHbIN NepedeHb HAUMEHOBAHUM 1€, 3aBOIMMBIX B
OpraHM3aIiy, ¢ yKa3aHUEM CPOKOB MX XpaHEHUs, 0(pOpMIICHHBIN B YCTAHOBJICHHOM MOPSAKE

HOMEP BXO/ALIEI'O IIMCbMA - perucTpauyMoHHBII HOMEpP JOKYMEHTa,
MPOCTABJIIEMBIN aJpecaToM.

HOMEP MHCXOJAILIEIO IITMCBMA - perucrpalliOHHBIM HOMEpP JTOKYMEHTa,
MIPOCTABIISIEMbIN OTIIPaBUTEIEM.

HOPMATUBHBIE IOKYMEHTDHI - nokyMeHTbI, B KOTOPBIX YCTaBIUBAIOTCS Kakue-I100
IpaBuJia, HOPMBI.

HOPMATMUBBI -nokyMeHTHI, cofepxKaliue Moka3aTreiau 3aTpaT BPEMEHH, MaTEpPHAIbHBIX
WIM JIEHEXKHBIX PEeCypcoB, MOKAa3aTEeIM U3TOTOBISIEMON MPOIYKIUHU, IPUXOIAIINECS Ha KaKyrO-
6o enuHUIly (M3MIeNHe, OTepaIuio 1 T.11.).



HOPMBI - nokymeHT, conepxaruii cBejleHuss 00 yCTaHOBJICHHBIX BEJIWYMHAX YEro-Tu00
(H. BBIpaOOTKH, BBIJIAYU YE€TO-JIH00).

OBBbEM JOKYMEHTOOBOPOTA - KonuuecTBO JIOKYMEHTOB, IIOCTYIUBIIUX B
OpPraHM3alHI0 U CO3BAHHBIX €10 3a OIPEIEICHHBIN IEPUOLT

OBBACHUTEJIBHAA 3AIIMCKA —

1. JIoKyMeHT, MOSICHSIOIINN COJCepKaHUE OTICIBHBIX IOJIOKEHUH OCHOBHOTO JTOKYMEHTA
(ru1ana, oTyeTa, MpoeKTa).

2. CooOmieHrne JOJDKHOCTHOTO JIMIA, TOSICHSIONIETO Kakoe-TuOo JelcTBHe, (akT,
MPOUCIIECTBHE, TIPECTABISIEMOE BBIIIECTOSANIEMY JOHKHOCTHOMY JIHITY.

OIIMCb - ropunudecku 0QpOpPMIICHHBIH MepeyeHb JOKYMEHTOB.

OPT AHU3AITMOHHO-PACHOPSAIUTEJIBIHA JIOKYMEHT - BUI HHCEMEHHOTO
JOKYMEHTa, B KOTOpPOM (DUKCHUPYIOT pelIeHHE aJMUHUCTPATUBHBIX W OpraHU3allMOHHBIX
BOIIPOCOB, @ TAK)KE BOIIPOCOB YNPABJICHUS, B3aMMOACUCTBUS, 00ECIEUCHHsI U PEryJInpOBaHUsS
JIeATEIIbHOCTH OPraHOB BJIACTH, YUPEKIACHUMN, IPEANPUATAN, OpraHU3alUi, UX ITOAPA3ACICHUN U
JOJIKHOCTHBIX JIMLL.

OPUTMHAIJI JOKYMEHTA —

1. TlepBoHayabHBIN 3K3EMIUISIP JOKYMEHTA.
2. DK3eMIUTSp TOKYMEHTA, SBJISIONINIICS HCXOIHBIM MaTEPHATIOM ISl KOTTMPOBAHHUS.

OCOBbBIE OTMETKMU - cTreneHb ceKpeTHOCTH, CPOYHOCTh UCIIOIHEHUSI JOKYMEHTOB.

OTYET - nokyMmeHT, coaepXalluil CBEJeHUs O MOATOTOBKE, MPOBEACHUU U HUTOrax
BBIMIOJIHEHUS ITUIAHOB, 33JaHUN, KOMaHAMPOBOK M JAPYTUX MEPONPHUATUH, NPEACTaBIISIEMbII
BBILIECTOALLIEMY YUPEXKACHUIO WU TOHDKHOCTHOMY JIUILY.

OOULIMAJIBHBIE JOKYMEHTDBI - noKyMeHTBI, COCTAaBJIEHHBIE YUYPEXKACHUEM WIIHU
JOJIKHOCTHBIM JIMIIOM U 0()OpMIICHHBIE B YCTAHOBJICHHOM TOPSAKE.

OOOPMIJIEHUE JNOKYMEHTA - mpocTaBieHHe HEOOXOAWMBIX  PEKBU3UTOB,
YCTaHOBJICHHBIX IIPaBUJIaMH JTOKYMEHTHUPOBAHUS

[TMCBMO - 00001eHHOE HAaMMEHOBAHUE pPAa3JIMYHBIX IO COJAEP’KAHUIO TOKYMEHTOB,
CIIy’KaIlluX CPEACTBOM OOIICHHS MEXKIY YUPESKISHUSIMHU, YACTHBIMU JIMIIAMHU.

[MMCbMO - M3BEIIEHHWE - mnwuceMo, B KOTOPOM YTO-THOO COOOIIAETCS WM
yrBepkaaercs. OOBIYHO MHUChMa-U3BEIEHUS SBISIOTCS OTBETOM Ha 3alpoc M HAUYMHAIOTCS CO
cioB: Coobmaem (M3Bemaem), losoaum o Bamero cBenenust, CtaBum Bac B M3BECTHOCTb.

[MTMCBMO NHO®OPMAIMOHHOE - muceMo, cBOEBpeMEHHO HH(DOPMHPYIOIIEE APYroe
NpEeNNpUsITHE WIM 3aUHTEPECOBAHHOE JIMIIO O CBEpIIMBIIEMCS (akTe WM O IUIAHUPYEMOM
MEPONPUSITHH.

[MIMCBMO - HAIIOMHWHAHUWE - mnucebmMo, B KOTOPOM BTOPHYHO COJEPKHUTCS
uHpopManus o KakoM-uoo ¢axre. Takoe mucbkMO NPUOINKAETCS K TeJIerpaMMe.

[TMCBMO - TIOATBEPXJIEHUWE - mnucemo, mnonarBepkiatoniee (akT OTHpaBKU
JIOKYMEHTOB, COCTOSIBILINKCS PaHEE Pa3roBOp U T.J.

[TMCBMO - TIPUTJIAIIEHUE - takme muchMa aapecyroTcs KOHKPETHOMY JIMITY WIIH
HECKOJIbKUM JIUIIAM U CITY>KaT OCHOBAaHUEM ISl UX YYaCTHUS B INIAHUPYEMOM MEPONPHUSTUH.

[TMCBMO - TTPOCBBA - muchmo, BBIpakaroIiee Mpock0y O BBHITOJTHEHUH KaKOT0-JIMOO
JIEMCTBUSI, TIOJIYYEHUHM JOKYMEHTAIlMU WM MaTepuaibHbIX IeHHocTed. HaunHaeTrcs co cios:
[Tpoury (mpocum)..

[TOBECTKA - odwumnuanbHoe COOOIIEHHE YacCTHOMY IIMIy WU YUYPEKICHHIO C
MpeJI0KEHNEM KyJa-JIn00 BHICIIATh CBOETO MPEJICTaBUTES.

[NOJJIMHHUK TOKYMEHTA —

1. JoxymeHT o¢QuUMaIbHOIO  IPOUCXOXKAEHHUS B  OKOHYATEIbHOW  pelakiuw,
yJIOCTOBEPEHHBIN COOTBETCTBYIOIIUM 00pazoM.

2. Pyxomucs.



[HOAINCH HA JOKYMEHTE - noanuch AOMKHOCTHOTO JMIA WM aBTOpa JOKYMEHTAa,
YI0CTOBEPSIOIIAs IMOUTMHHOCTD WJTH 3aBEPSIOIIas KOMUIO IOKYMEHTA.

[TOUCKOBBIE JAHHBIE JOKYMEHTA - cBenenusi 0 MecTe XpaHEHUs JOKYMEHTa,
BKJTFOYAIOITUE apXUBHBIN MU M CCHUIKY HA HOMEP JICTA (CTPaHUIIbI) TOKYMEHTA.

ITOJIOXXEHUE —

1. IIpaBoBOi aKT, yCTaHaBJIMBAIOIIMI OCHOBHBIC MpaBWJIa OPraHU3ALMUA U JIEATEIbHOCTU
rOCYJapCTBEHHBIX OpPraHoOB, CTPYKTYPHBIX MOJIpa3/ieJIeHU oOpraHa, a Takxke
HIDKECTOSIIIMX YUPEXKACHUHN, OPraHU3aluid U IPEeANPUATUN.

2. CBoj mpaBuJI, PErYIUPYIOLINX OMPEICTCHHYIO OTPACiIb TOCYIAapCTBEHHOTO YIIPABICHUS,
MOJINTHYECKOM, 00IIECTBEHHOM, KYJIbTYPHOHN MIIH XO3SMCTBEHHOM KU3HHU.

I[MPEJIOXEHUE - nuceMeHHOE 3asiBIEHHE OT MMEHHM NPEANpHUsATUs, aJpPECOBAHHOE
JPYroMy MpEANPUATUIO, O TOTOBHOCTHU 3aKJIFOUUThH C HUM JJOTOBOP HA ONPEEIIEHHBIX YCIOBUSIX.

ITPEACTABJIEHUE - pgokymeHT, coaepKalmuid MNpeajoKeHue O Ha3HAYCHUH,
NEPEMELICHUN WIM IOOLIPEHUH JIMYHOI'O COCTaBa, a TAKXKE PEKOMEHAALMIO OINpEeAeSIEHHBIX
JEUCTBUM M MEpPONPUATUH IO BOIPOCAaM  ACSITEIBHOCTH  YYPEKICHUSA.M3TOTOBIISIEMON
MPOIYKIIMH, TPUXOASIIUECS Ha KAKYIO-TM00 eANHUILY (M3AeTue, ONEPAHIO U T.J1.).

[NPETEH3UOHHOE ITMCBbMO - nuceMo, OTIpaBisieMO€ BUHOBHOW CTOPOHE B Ciyyae
HEBBITIOJTHEHUS €10 3aKIFOUEHHBIX PaHee JTOTOBOPOB U Pa3HOTO pofa 00s3aTeNIbCTB.

ITPUKA3 -

1. IIpaBoBO¥ aKT, U3AaBacMblii PYKOBOAMTEIEM OpraHa roCyJapCTBEHHOTO YIIPaBJIECHUS
(ero CTPYKTYpHOIO NOJpa3JesieHus), NEHCTBYIOIIMM Ha OCHOBE €JMHOHAYaINus B LEJIX
pa3pelleHns OCHOBHBIX U ONIEPATUBHBIX 3a/1a4, CTOSIIMX Mepe]l JaHHBIM OpraHoM. B oTaenbHbIX
CIIy4asiX MOXKET KacaTbCs IIMPOKOIrO Kpyra OpraHu3alyil U JOJDKHOCTHBIX JIML] HE3aBUCUMO OT
NOYMHEHHOCTH.

2. JIoKyMeHT, BbIAABa€Mbli OpraHamMM TOCYAApCTBEHHOTO M BEJOMCTBEHHOIO apOuTpaxka Ha
00s3aTeNIbHOE UCIIOJIHEHUE €TO PEIICHUS.

[TPOI'PAMMA - nOKyMEHT, W3Jaraloluidi OCHOBHBIE HalpaBlIeHUs PaOOThl YUPEKICHUS
WIM TIPEANPUSATUS Ha OIpe/eleHHbIH Nepuoa BpeMeHU (MPOU3BOACTBEHHAs I1.) WIM 3Talbl U
CPOKH OCYIIECTBJIEHUS KPYIHBIX paboT, UCTIBITAHUH.

[TPOEKT JOKYMEHTA - npenBapuTelbHbI BapHaHT JOKYMEHTa, MpeJHa3HAYECHHbIN
JUISL pACCMOTPEHHS.

[TPOTOKOJI - noxymeHT, coaepalluil MOCIeI0BaTeIbHYIO 3alUCh XO0/a OOCYXACHUS
BONPOCOB M MMPHUHATUS PELICHUH Ha COOpaHMsIX, COBEIIAHUAX, KOH(EpEeHLHUsAX M 3acelaHusIX
KOJUJIETHAJIbHBIX OPTaHOB.

PACHOPAJUTEJIBHBIE JOKYMEHTBI - nokymeHTb, B KOTOpBIX (UKCHpYeTCs
pelIeHNE B yUPEKIECHUN aIMUHUCTPATUBHBIX U OPTaHNU3allMOHHBIX BOIIPOCOB.

PACIIOPS’KEHME —

1. IIpaBoBo#i akT, u3MaBaeMbIi E€IWHOJIMYHO PYKOBOJIWUTEIEM, TJAaBHBIM 00pazoM
KOJUIETMAJIbHOTO OpraHa roCyJapCTBEHHOIO YIPABIEHUS, B LENAX Pa3pelleHUs] ONEepaTUBHBIX
BOIIpocoB. Kak MNpaBwiio, NMEET OTpaHWYEHHBIM CPOK JEUCTBUS M KacaeTrcs Y3KOro Kpyra
JOJIKHOCTHBIX T U rpaXKaaH.
2. Ilpukazanue.

PETMICTPAITMOHHBIN ILITAMII - mrramm, comepKamuii cIeayolyo HHGOPMAIHIO:
Ha3BaHUE YUPEXKICHUS, ATy PErUCTpallui, PErUCTPAllMOHHBIA UHAEKC, HOMEp Jieia, B KOTOpOe
OyzeT moMeIleH TIOKyMEHT.

PETUCTPALIUOHHAS KAPTOYKA - kaprouka, mpelHa3HaueHHas JUIsl PErHCTpPallid
JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE YUPEKACHUS.

PEIMCTPAIIMIOHHBIM HOMEP JJOKYMEHTA - nopsiakoBblit HoMep, PUCBaHBaeMblit
BXOJSILIEMY WM HUCXOASIIEMY JOKYMEHTY IpU €ro pPETUCTPALNH, SBISAIOLIUNCS 4YacTbIO
JIEJIONPOU3BOJCTBEHHOT'O MHAEKCA UM 3aMEHSIOLIHI ero.



PETUCTPALIA JOKYMEHTOB - 3anuce B yueTHbIX (popmax (KypHanax, KapTouKax U
T.I.) KPAaTKUX CBEJCHHUI O JOKYMEHTE M MPOCTaBJICHHE HA IOKYMEHTE JEJONPON3BOACTBEHHOTO
MHJIEKCA U JJAThl PErUCTPALIUHU.

PE3OJIOIIMSA - pemienue, MpUHATOE COBEIIAHUEM, ChE3JIOM, KOH(MEpeHIIUel U T.I. 1O
00cyx1aeMoMy BOIIPOCY.

PE3OJIIOLMA HA JOKYMEHTE - nuceMeHHO€ yKa3aHue PYKOBOAUTENST UCITOJTHUTEIIO
0 XapakTepe U CPOKaxX UCIIOJIHEHUS JOKYMEHTA.

PE3IOME - pdokyMeHT, coiepKaluii CBeJeHUss Ouorpaduyeckoro Xxapakrepa,
IIPEIOCTABIISAETCS JINLIOM NPU TPYAOYCTPONUCTBE.

PEKBU3UT HAOKYMEHTA - o0s3aTenbHbId 37eMEHT OGOpMIICHHS O(HIIMaIBHOTO
JIOKYMEHTA.

PEKITAMAIIMOHHOE ITMCBMO - 3asBiieare 00 00HapyXKEHUU HEIOCTauH, 1e(PEKTOB B
MOJIY4YeHHOM MPOAYKIIMHU WK B BBIIIOJIHEHHOM padore.

PE®EPAT - kpaTkoe NUCbMEHHOE U3JI0)KEHUE TTEPBOUCTOUHHKA.

PEIIIEHUE —

1. IIpaBoBOi aKT, MPUHUMAEMBbIi B KOJUICTHMAILHOM TIOPSAKE B IENsAX pa3pelieHus
HanboJiee BaXXKHBIX BOIMPOCOB. PeIICHUSIMH HMMEHYIOTCS TaK)XK€ COBMECTHBIE aKThI,
U3/IaBaéMble HECKOJbKMMHU HEOJHOPOAHBIMHU OpraHaMH - KOJUIETHAIBHBIMU U
JNEUCTBYIOIIMMU Ha OCHOBE €IMHOHAYalMs, TOCYIapCTBEHHBIMH OpraHaMud U
00IIECTBEHHBIMU OPTaHU3ALMUSIMHU U T.JI.

2. JIOKyMEHT, COAEp)Kallhii 3aKIIOUeHHe Cyaa WU apOWTpaska IO pe3ynbTraTtaMm pa3dopa
Tpa)XIaHCKOTO JIeJia B CyJIe WJIK CIIOPHOTO BOIIPOCa B apOUTpaxke.

3. Pesomtonus coOpaHusi, COBEIIaHMS | T.]I.

PYKOITMCHBIN JIOKYMEHT - nuchMeHHbIi JOKYMEHT, IPH CO3JaHUU KOTOPOIO 3HAKH
NUCbMa HAHOCST OT PYKHU.

CUCTEMA JJOKYMEHTAIIMU - cOBOKYNHOCTb JOKYMEHTOB, B3aUMOCBSI3aHHBIX I10
NpU3HAKaM MPOUCXOXKJCHUS, Ha3HAUEHUs, BUJA, chepbl AeATeNbHOCTH, €AUHBIX TPeOOBaHUH K
uXx 0OpPMIIEHHUIOD

CUCTEMA JOKYMEHTHUPOBAHUSA - npusATHIA B yYpEKIECHUU IMOPSIOK CO3/aHUS,
0 OpMIICHUS U UCTIOTHEHUSI IOKYMEHTOB.

CIIYKEBHAS 3AIIMCKA - 3anmcka o BBIITOJHEHUH KakoW-1100 paboThl, HarpaBisemMast
JOJIKHOCTHBIM JIMIIOM APYTrOMY JOKHOCTHOMY JIMILY.

COINIPOBOAUTEJIBHOE IIMCBbMO - mnucbMo, ykasblBamomiee Ha (akT OTHPAaBKH
MPWJIOKEHHBIX K MUCHbMY TOKYMEHTOB U JIPYIMX MaTepUaIbHbIX LIEHHOCTEH.

CIIPABKA —

1. JlokyMeHT, cozepKallyii ONMMCaHUe U MOATBEPKICHUE TE€X WIJIM UHBIX (PAKTOB U COOBITUI
2. JIoKyMEeHT, OATBEPKIAONIHI (PaKThl OMOTpahUIECKOTO WK CIIY’)KeOHOTO XapakTepa.

CIIPABOYHO-MH®OPMAIIMOHHBIN ®OH/] - COBOKYITHOCTh CUCTEMATU3UPOBAHHBIX
MPOU3BEIEHUN TMe4aTh U HEeONMyOIMKOBAaHHOM HAay4YHOM U TEXHUYECKOM JIOKyMEHTAallWH,
UCTIOJIb3YIOIIMXCS B LIEJSIX OTPACIEBOr0 MH()OPMAITMOHHOTO OOCITY>KUBAHHUSL.

CTAHIAPT - HOpMaTHUBHO-TEXHUYECKUH JAOKYMEHT, YCTaHABJIMBAIOIIMNA TpeOOBaHUS K
rpynnaM OAHOPOAHOM MPOAYKIUH M, B HEOOXOAMMBIX Cly4asx, TpeOOBaHMS K KOHKpPETHOMH
MPOJYKIIMH, TpaBuia, oOecreynBaronie ee pa3padoTKy, MPOU3BOJICTBO U IPUMEHEHHUE, a TaKKe
TpeOOBaHUS K WHBIM OOBEKTAM CTaHJApTU3alMM, ycTaHaBiuBaeMbiM IIpaBurensctBom PO.
Cranmaptusanuss JOKYMEHTOB, IIPUMEHSAEMBIX B OpPraHU3AllMOHHOM W HSKOHOMHUYECKOM
yIpaBJIEHUH, IPOBOJUTCS HA OCHOBE CIEMANIBHBIX NTocTaHOBIeHUH [IpaBurenscTBa PO.

CPOK MCIIOJIHEHUA TOKYMEHTA - cpok, yCTaHOBJIEHHBIM HOPMAaTUBHO-IIPABOBBIM
aKTOM, OpraHU3alMOHHO-PACIOPSIUTENBHBIM IOKYMEHTOM WJIN PE30II0LUEN

TABEJIb - nepeuens Kakux-mu00 moKaszaTesield, COCTaBICHHBIN B OMPEACIICHHOM TOPSIKE
(HampuMep T. OTYETHOCTH, T. YCIIEBAEMOCTH).



TABJIMIIA - [OKyMeHT, coOAep)KAlUi TEKCTOBBbIE WM [H(POBBIE CBEICHUS,
pa3MeIeHHbIe TI0 Tpadam.

TE3UCHI - kpaTKoe U30KeHHE TEKCTa JOKYMEHTA U BBICTYILICHUS.

TEKCTOBOM JIOKYMEHT - f0oKyMeHT, COiepKaHne KOTOPOTo U3I0KEHO TOCPEICTBOM
T000r0 BHJIA TTUCHMA.

TEXHUYECKAS JOKYMEHTALMA - o6oOmaroniee Ha3BaHUE JOKYMEHTOB,
OTPXKAIOIIUX  PE3yJAbTAaT  CTPOUTEIBHOTO M TEXHOJIOTMYECKOTO  MPOEKTUPOBAHUS,
KOHCTPYMPOBAHHUS, WH)XKCHEPHBIX HW3BICKAHMK M JAPYTHX padOT MO CTPOMUTENBCTBY 3JaHUN W
COOPYKEHHI M U3TrOTOBJICHUIO U3/ICNIUNA TPOMBIIUIEHHOTO MPOU3BOJICTBA.

TEXHOJIOTUYECKASA JOKYMEHTAIIMA - o6obmaromee Ha3BaHWE JOKYMEHTa
(ueptexel, crenudUKanmii, KapT, UHCTPYKUUNA U T.1.), TPEIHA3HAYCHHBIX ISl OMUCAHUS H
0 OopMIICHUS TEXHOJIOTMYECKUX MPOIECCOB.

THUITOBBIE JOKYMEHTHI (TekcThi-ananoru):

1. JIOKyMEHTBI, OTpa)Karolllie OJHOPOIHBIC BOMPOCHI M COCTABISIEMBIC 0 OJMHAKOBBIM
oOpasiam.

2. HopmaruBHBIE M pacHOpsAUTENIbHBIE JOKYMEHTHI, OINpPEICISAIOLINe MOpPSAA0K pPabOThI
yUpeXJIeHUH (TUIOBOM yCTaB, TUIIOBAasi CTPYKTYypa) UM OTAEIbHBIX €€ CTOPOH (TUIIOBOI
JIOTOBOP) M ABJISIOIIMECS 00pa3laMu JUIsl COCTABJICHUS YUPEXKIECHUSIMH OJHOMMEHHBIX
JIOKYMEHTOB C YYETOM CIELU(PUKHU UX ACSITEIbHOCTH.

TPAD®APETHBIN JOKYMEHT - nokymMeHT, HUMEIOIIHMK 3apaHee OTHeYaTaHHBIN
CTaHJAPTHBINA TEKCT (YaCTh TEKCTA) U JIOTIOJIHSIOIIEE €T0 KOHKPETHOE COJIep KaHHE.

TPYJOBAS KHNXKA - ocHOBHO#M JOKYMEHT, MOATBEPKIAIOIINI CTaK pabOTHI.
YKA3AHUE —

1. IIpaBoBoii aKT, M3/1aBacMbli OpraHoM rOCyIapCTBEHHOI'O YIIpaBJICHUSA
IPEUMYLIECTBEHHO [0 BOIPOCaM HMH(GOPMAIMOHHO-METOANYECKOIO XapaKTepa, a Takxke
II0 BOIIPOCAaM, CBSI3aHHBIM C OpraHU3alMEN HCHOJHEHMs IPUKA30B, UHCTPYKLUN U
JPYrUX aKTOB JAHHOI'O OPIaHa U BBILIECTOSIIMX OPTraHOB YIIPABIICHHUS.

2. JlokyMeHT, cojaepKamuii TpeOOBaHUS W HEOOXOAWMBIC PAa3bsCHEHUS IO OTICIHHBIM
BOIIPOCaM IPOECKTUPOBAHUS U CTPOUTENBCTBA.

YHUOUIIMPOBAHHAA CHUCTEMA JOKYMEHTALIMW; VYCI - cucrema
JOKYMEHTAIlMH, CO3JJaHHasl 110 €UHBIM IIpaBWJIaM M TpeOOBaHUAM, cojepxkalas HHPOpMaIHIO,
HEO0XO0IUMYIO ISl YIIPABIIECHHS B ONPE/IETICHHOM cdepe NesTeIbHOCTH

YCTAB- cBox mnpaBwil, perylupyroIIUX JeATeNbHOCTh OpraHu3alui, Y4pexKJIeHUH,
00I11eCTB, IpaX/laH, UX B3aUMOOTHOIIEHUS C APYIMMU OpPTaHU3alUsAMM U Ipa)KJaHaMHM, paBa U
00513aHHOCTH B cpepe TroCy1apCTBEHHON WIIM XO35IICTBEHHOM 1€ATEIbHOCTH.

OOPMHNPOBAHUE /[IEJIA - rpynnupoBaHHE HCIOJIHEHHBIX JIOKYMEHTOB B JI€JIO B
COOTBETCTBUU C HOMEHKJIATYpOH JI€] U CUCTeMaTH3alusl JOKYMEHTOB BHYTPH JIela.

OOPMVIJIAP HNOKVYMEHTA - COBOKYNHOCTH pACIOJIOKEHHBIX B YCTAHOBJIEHHOHN
II0CJIEI0BATEIBHOCTH PEKBU3UTOB JIOKyMEHTa (aBTOp, ajpec, JaTa, 3arojoBOK, COAEpKaHHE U
T.IL.).

OOPMVIJIAP-OBPA3EL] JOKYMEHTA - wMomens  TOCTpOCHUS — JOKYMEHTA,
ycTaHaBIMBaromass o0jacTb NpPUMEHEHHs, (OpMaThl, pa3Mepbl TMoyieid, TpeOboBaHUs K
MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKU M OCHOBHBIE PEKBU3UTHI.

OOTOAOKYMEHT -  10KyMeHT,  cojaepKalluii  3BYKOBYIO  HH(OpMAIHUIO,
3a(UKCHUPOBAHHYIO JTI000# CUCTEMOM 3BYKO3AIKCH.

XAPAKTEPUCTHUKA - NOKYMEHT, KOTOPBIH COJIEP)KUT OIMCAHME XapaKTEPHBIX U
OTJIMYUTEIBHBIX YEPT U KaYeCTB pabOTHUKA U OTPAKaeT MHEHHE aIMUHUCTPALIUU O HEM.

INTATHOE PACIIMCAHUME - noKyMeHT, 3aKperuIsoluil JOJKHOCTHOM M UYMCIIEHHBIN
COCTaB MPEANpPUATHS, YKa3blBatoluii GOH/ 3apab0THON IIIaThI

OKCIHEANIMS - cienmanbHbli annapaT YYpexkIeHUs 110 IPUEMKE JOKYMEHTOB.



OKCIEPTU3A HEHHOCTU NOKYMEHTOB - ot6op JOKYMEHTOB Ha TOCYAapCTBEHHOE
XpaHEHHUE WIN YCTaHOBJIEHUE CPOKOB UX XPAHEHUSI HA OCHOBE NMPUHATHIX KPUTEPHEB
OMBJIEMA OPI'AHU3ALIMU - rpaduyeckoe wn3zo0pakeHHE HIM TOBAPHBIM 3HAK, WK
PHUCYHOK, OTpa)KaIOIUil HalpaBJiIeHHUE JEATEIIbHOCTH
IOPUJINYECKAS CUJIA IOKYMEHTA - cBo#CTBO OQUIMATBEHOTO JOKYMEHTA, cOO0IIaeMoe
€My JIeHCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH UW3[aBIIEr0 €ro opraHa u
YCTAHOBJICHHBIM MOPSAIKOM O(QOPMIICHHS.

S3BIKOBAS ®OPMVYIJIA (mokymeHTa) - CIOBO, CIIOBOCOYETAaHUE, IMPEIIOKCHUE WU
cBepX(pa3oBO€ E€IUHCTBO, OPTaHU3YIOIIEE OCHOBHOM TEKCT (JOKYMEHTa) M 3aKperyieHHOE 3a
KOHKPETHBIM BUJIOM JJOKYMEHTA.

6.2. 3agaHus AJsl NOBTOPEHUsI U YIJy0JieHusi MpuodpeTaeMbIX 3HAHUM, 3a1aHUs,
HanpaBJ/ieHHble Ha ¢opMupoBaHue MNPO(ecCHOHAIBLHBIX YMEHHUH, 3aJaHus,
HanpaBjieHHble HA (¢opMupoBaHue NMPodeccCHOHAIbHBIX HABBIKOB, BJIAJEHUN K
KaK10# TeMe JUCIUIIMHBI.

IIpakTH4eckue 3aga4u

3agaHus A IOBTOPEHUS U
yriayoJenust
npuodpeTaeMbIX 3HAHU I

3agaHus, HanpaBJICHHbIC HA
(popmupoBanue
npogeccnoHaIbHbIX YMEHH I

3agaHus, HanpaBJICHHbIC HA
(¢popmupoBanue
npo¢ecCHOHAIBHBIX
HABBbIKOB, BJIAJICHUI

ITIK7-31 ,IIK7-32,
[1K7-Y1,I1IK7-B1

TIK7-32, [IK7-33,
MK7-Y2, IK7-Y3, [TK7-B2,

I1IK7-34, IIK7-Y4,
IIK7-B4

[1K7-B3

IIpakTuyeckas padora Nel. UsroroBjienue 0JIAHKOB.
I1K7-31 ,IIK7-32, I[IK7-Y 1,IIK7-B1
Less padoThi: MPpHOOPETECHNE HABBIKOB COCTABIICHHSI OJIAHKOB.
B pe3ysabTare BbINOJIHEHUS] IPAKTHYECKOH Pad0ThI CTYIEHThI 10JKHbI:
— 3HaTh OCHOBHBIE PEKBU3UTHI 00IIET0 O1aHKa U OJIaHKa NMHUChMa;
— YMETb COCTaBJIATH OJIAHKH JIJIsl KOHKPETHOM OpraHU3alny.
3aganus AJ15 CaMOCTOSITEIbHOI MOATOTOBKU:

1. Uzyuuts T'OCT P 6.30-2003. YHuUIUPOBaHHbIE CUCTEMBI
YHupUIMpoBaHHas CHUCTEMa OpraHU3alliOHHO -  PaCIOPSIUTEIHHOMN
TpeboBanus kK 0(OPMIIEHUIO TOKYMEHTOB.

2. BBISICHUTB COCTaB PEKBU3UTOB, MPUIAOIINX JTOKYMEHTY IOPHINYECKYIO CHUITY

3. OTBeTUTh Ha KOHTPOJIbHBIE BONPOCHI M COXPAaHUTh OTBETHl B (aiine «3anaHue
1.doc.»

4. MW3roroBuTh OJAHKK BUPTYaJbHOTO MPEANpPHUATHSA: oOIMii OnaHK, OJaHK MUChbMa C
YIJIOBBIM M TIPOJIOJIBHBIM PACTIONOKEHUEM PEKBU3UTOB M COXPAHUTH OTBETHI B (hailie «3amanue
1.doc.»

KoHnTpoJibHbBIE BOIPOCHI:

1. Kakoii cocraB pekBu3utoB ycranasnuBaer 'OCT P 6.30 - 20037

2. UYro mpencrarisier co0oit popmysip - odpaser?

3. UYro HazbpIBaeTcs OJaHKOM JIOKyMeHTa?

4. Ha3sare oTyimuns o011ero 0JaHKa OT OJIaHKa IMMChMa.

5. Ilpoextupyrorcs Jnu OnaHKd JUISI  KOHKPETHBIX
OpraHu3anuu’?

6. Kaxum cnocoOoM MOKHO M3rOTaBIMBATE TepOOBBIE OIaHKU?

7. Kakoit cmoco0 M3roTOBIEHUS JOMYCKAETCs sl OJIAaHKOB C M300paKEHUEM SMOJIEMBI
OpraHu3aliy WK TOBAPHOTO 3HAKa?

8. HazoBute cocTaB peKBU3HTOB, MPUIAOIINAX JOKYMEHTY FOPUANYECKYIO CHITY?

JIOKYMEHTALIUH.
JIOKYMEHTAIWH.

(oTmenoB) moIpa3AeNeHU




HcTounuky u uTeparypa:

1. TOCT P 6.30-2003. YHudumupoBaHHble€ CUCTEMbI JTOKYMEHTAllUH. YHU(DHUIIMpOBaHHAS
CHCTEMa OpraHU3AIllMOHHO - pAaCHOPSAUTENIbHOM JOKyMEHTaluu. TpeboBaHus K
0(OPMIICHUIO IOKYMEHTOB.

2. Kysnenosa T.B. Jlenonpoussoacteo. M.; 3AO busnec - mkona
2004.

3. UykosenkoB A.1O., flukoBas B.®. [IpaBuna odopmieHUs TOKYMEHTOB. 2-¢ U3M.. — M.:
TK Ben6u, U3n-so [Ipocnekt, 2005. — 216 c.

" Wnren - Cunres",

HPAKTHYECKASA PABOTA Ne2.

O®OPMJIEHUE OCHOBHBIX BHUJIOB OPIAHU3AIIMOHHO-PACIHOPAAUTEJBHBIX
JOKYMEHTOB U KAJIPOBOM JOKYMEHTAIIUU
I1K7-32, [IK7-33,
[IK7-¥2, 11IK7-Y3, I[IK7-B2, I[1IK7-B3
Heapb padoTbl: mproOpeTEHUE HABBIKOB B O(POPMIICHUH OPTraHU3AIMOHHO-PACIIOPSATUTENBHBIX U
KaJIPOBBIX JJOKYMEHTOB.
B pe3ynbraTe BINOIHEHUS TPAKTHYECKON paOOThI CTYACHTHI IOJKHBI:

— HAy4yuThCS TMPABUIBHO pacHojiaraTb OCHOBHBIE PEKBU3UTHl OPraHM3aLMOHHO-
PaCTIOPSIANTENIBHBIX U KAJAPOBBIX TOKYMEHTOB;

— BBUICHUTH MOPSAOK TOAMKMCAHUSA, COTJACOBaHUsS, YTBEPKACHUS OPraHU3allOHHO-
pacmopsiAUTEIbHBIX IOKYMEHTOB;

— BBIpa0OTaTh  HABBIKM  pa3pabdOTKM  OCHOBHBIX  BHJIOB  OPTraHU3AI[MOHHO-
pacopsiANTEIBHBIX U KaJIPOBBIX IOKYMEHTOB.

3amanud 1J11 CAMOCTOATEJILHOH MMOATOTOBKH:

1. Jlnsg BbIMONHEHUS STOM pabOThl BaM HEOOXOAMMO H3YUYUTh PEKOMEHIOBAHHbBIC
VCTOYHUKH, JIEKLHUIO 10 TeMe 3.

2. CoctaBbTe U 0popMHTE 00pa3lbl OPraHU3aAUOHHO-TIPABOBBIX, PACTIOPSIUTEIHHBIX,
MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB (HE MEHee 2-X JOKYMEHTOB M3 KaX/IOM yKazaHHOU
rpynnsl). BeiGepure cutyanuu, KoTtopble Oynere AOKYMEHTHPOBaTh MX IPHUBEIEHHBIX HIKE
MaTepUasoB.

3. Ocdopmute npukassl MO JUYHOMY COCTaBy B TEKCTOBOW (oOpMe M 3aroyIHUTE
Yuaudurnuposanusie popmer T-1, T-5, T-6, T-7, T-8, T-9, T-10, T-11 (e menee 5).

4. BuecuTe 3amucu W3 BBINOJHEHHBIX BamMu mNpHka3zoB MO JBMXKEHUIO KaJIpoB B
TpynoByrO KHMXKKY.

5. 3amonHuTe Ha ce0s KapTouKy hopmel T-2.

6. BrImoHEHHBIE 00pa3IBl COXpaHUTE B Qaitiie «3axanue 2».

HcTrounuku u ureparypa:

1. TlocranoBnenue IlpaButensctBa P® ot 16 ampens 2003 1. Ne225 «O TpymoBbIX
KHIDKKax»//Poccuiickas razera No77 22.04.2003.

2. TlocranoBnenme [T'ockomcrara P® or 5.01.2004 Nel «OO0  yTBepKIeHUU
YHUDUIUPOBAHHBIX (OPM NMEPBUYHON YYETHOH NOKYMEHTALMU MO Y4eTy TpyJAa U €ro
omatel// ®uHaHcoBag raszera Nel3, 2004,

3. Tlocranosnenue Muntpyna P® ot 10.10.2003 Ne69 «O06 yrBep AeHUHM WHCTPYKIUU TIO
3aI0JIHEHUIO TPYAOBBIX KHIDKEK»//Poccuiickas razera Ne235, 19.11.2003

4. Kysnenosa T.B. Jlenonmpoussoacto. M.; 3AO busnec - mxkona " Muren - Cunres",
2004.

5. Kysnenosa T.B., KysnenoB C.JI. KaagpoBoe nenonpousBoACTBO (TpaJulIMOHHBIE H
aBTOMAaTHU3UpOBaHHbIe TexHONOorun). M.: U3narenscrBo "Uuten-Cuntes", 2005.

6. UyxosenkoB A.1O., flukoBas B.®. I[IpaBuna opopmieHHst JOKYMEHTOB. 2-€ u3fl.. — M.:
TK Ben6u, U3n-so [Ipocnexrt, 2005. — 216 c.



3AJAHUA .
JJIsA CAMOCTOSATEJBHOU PABOTBI

CocraBbTe ¥ 0(hOpPMHUTE MPHUKA3bI IO TUYHOMY COCTaBY, HCOOXOIUMBIC B JaHHBIX
ynpasienueckux curyarusax.(3 (IIK7)-11, ¥ (IIK7)-11, B (ITK7)-11)
1

Bremyckauna ¢akynbrera ynpaBieHus PoccHilckoro rocynapcTBEHHOIO T'yMaHUTapHOTO
yauBepcutera [lenucosa TaTbsiHa MuxaitioBHa 20 Mrosig TEKyIIEro roja MOCTyNHa Ha
paboty B Poccuiickoe areHTCTBO MEeKIyHApOAHOTO coTpyaHu4ecTBa u pa3Butusi (PAMCuP)
BEYLUIUM CIIELUAJIUCTOM YIpaBlIeHUs JAeJaMu. ATEHTCTBO SBISETCS TOCYJapCTBEHHOMN
opranmuzanueii npu IlpaBurensctBe PD 1 ocymiecTBisier HabOp CllyKalluX TOJBKO I10
norosopy. JloroBop moamucan or MMeHM areHTcTBa ero npenceparenem llloxunsim A.H.
[IpoekT mpuKasa 1Mo JMYHOMY COCTaBY MOATOTOBJIEH MHCHEKTOPOM IO KajapaM CoJOBbEBOM
W.I". 20 utong 1 B TOT ke JIeHb 3aBU3MPOBAH HAYAIBHUKOM YIIPaBICHHS KaApoB ApOy30BbIM
[L.H. u ynpapnstomum aenamu MuxeeBbiM B.U. Ilpuka3 nognucan 21 urong u oObsABIEH
JleHrcoBo#l o pacluckKy.

2

Benymero cneuuanucra otaena MapkeruHra — ToproBod ¢gupmbl OOO «Benta»
CobosieBy Banentuny lBaHOBHY nepeBenM Ha OCBOOOAMBIIYIOCS JOJKHOCTh HayalbHUKA
OTJIeNla Ha MOCTOSIHHYIO palboTy ¢ 15 sHBaps Tekyuiero roja. 3assieHue o nepesoae Cobosena
B.1. Hanmcana 10 sHBaps U 3aBU3MpOBajia y KOMMEPUYECKOro AMPEKTOpa B TOT ke jAeHb. 10
sHBapst OBUIO Tak)Ke COCTaBJICHO mpenacrtaBieHne Ne 4, TMOANMCAaHHOE KOMMEPYECKHM
nupexktopoM. IlpoekT mnpukaza o mepeBoje IOArOTOBICH MHCHEKTOPOM IO HEpCOHANY
Kupunnosoit B.H. 11 HOs0ps1, 3aBu3upoBaH 1OpUCKOHCYIbTOM bapmuubiM A.W. 12 Hos1Opst 1
CIYCTsl JIeHb ObUI HOJNKMCAaH IeHepabHbIM AupekTopoM (upmsl JJoporomunoseiM E.K. 14
HOos10ps CoboneBa B.J. Obuia 03HaKOMIIEHA C IPUKA30M.
3

['aBHBINA 3KCIIEPT TOPTrOBOTO OT/IENa aKIIMOHEPHOTO 001ecTBa «TOproBeIil JoM «dau»
CagenbeB [laBen PomanoBuu nomkeH Belexarh B I'. CaHkT-IleTepOypr ans yyacTus B IMyLIIHOM
aykiuone «Pycckuil Mex», KoTopbslit ipoBoautes ¢ 11 mo 13 mapra Tekymiero roga. 9 mapra
npezncenarens npasineHus Jlebene A.I'. moammcan npukas o HanpaBienuu CasenbeBa I1.P. B
koMaHaAupoBKy ¢ 10 mapra. IIpoekt mnpukasa ObUl MOATOTOBJIEH CeKpeTapeM-pedepeHToOM
AnexcanapoBoit M.}O. m 3aBu3MpoBaH TJaBHBIM OyXrajaTepoM M Ha4yaJbHUKOM TOPIOBOTO
oTtaena 7 Mapra.

Heo6xoanMple MOJIHOMOYMS U JIOBEPEHHOCTH Ha 3aKyNKYy HapTHH TOBAapOB IJIABHOMY
skcniepty CaBenbeBy [1.P. 6pu1r 0opmIteHBI BMECTE ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHHUEM.
4

MacTtep MyHHMIIMNIAJBHOTO PEMOHTHO-CTpouTenbHoro mnpeanpustus Ne 2 (Muacc)
borpanos FOpwuii [letpoBuy pemmn yBOIUTHCS MO coOCTBeHHOMY kenannio (1. 3 ct. 77 TK P®D)
U OCHOBaTb WHAMBUAYAJIbHOE YAaCTHOE MNpEANpUATHE. 3a [BE HEAECIU 10 YBOJIBHEHUS OH
MOCTaBWJI B M3BECTHOCTHh 00 3TOM aupektopa npeanpustus Cumoposa [I.M. IlpoekTt mpukasza
ObUI TOATOTOBJIEH HHCHEKTOopoM mo kaapam Korosoit M.JI. 15 ampens, B TOT Xe J€Hb
3aBu3upoBaH Oyxranrepom MenbHukoBo 3.C. u 17 ampenss TeKylmero rojaa IOANUCAH.
BorpanoB HO.H. B 3TOT *e JneHb ObII O3HAaKOMJIEH C NMPUKA30M, €My Ha PyKH Oblla BbIJaHa
TPYAOBasi KHI)KKA U ITPOU3BOJIEH MOJIHBINA pacyeT 1o 3apaboTHOMH miiaTe.
5

17 mMapTa TeKyIIero roja UCIOJIHWIOCH 60 JeT co AHS POXKIACHUS TJIAaBHOTO OyXraiaTepa
AKb «Yensbunkombank» [lopoxoBy Aunekcannpy IlerpoBudy, KOTOpBI Oe3ymnpedyHo
npopabotan B OaHke B TeueHue mnociennux 20 ner. ['eHepanbHblil qupekTop Oanka DpagkoB
C.I'. nonnucan 16 mapta npuka3 o0 o0bsBieHuu 6maaronapuoctu Jlopoxosy A.Il. u Begaue emy
JEHE)KHON NMpEeMUU B pa3Mepe MATH MECSYHBIX OKJIaJ0B. 3a TPU AHS 1O MOJANUCAHUS MPOEKT



nprkasa ObLT 3aBU3UPOBAH HAvyaJbHUKOM oTaena kaapoB bouaposoit JI.C. u cormacoBaH ¢
3aMeCTHTENIeM HadalbHUKA yIpaBjieHus kaapoB 6anka CemeHoBbIM B.P.
6
Hanummre npuka3 reHepajibHOTO TUPEKTOpa 3aKPBHITOTO aKIIMOHEPHOro odmiecTBa «/J| u
O» o mpueme Bac Ha paboty Oyxrantepom.
7
3aBenyromas otnenom nucem razersl «l'yoepuus» ComoBa Anna VBanoBHa 15 mapra
TEKYIIEro rojia 00paTuiiach K riIaBHOMY penakTopy YBapoBy A.H. ¢ mpock0oii mpenocTaBuTh e
OTITYCK 0€3 COXpaHeHHUs 3apaboTHOM TIaTkl ¢ 16 o 18 MapTa 1Mo ceMeHBIM 00CTOSTEIHCTBAM.
[Ipoekt mpukaza 00 oTmycke ObuT 0OpMIIEH HaYaJILHUKOM OT/iena KaapoB EpmakoBbiM
W.H. 15 mapTa, 3aBU3UpOBaH U B TOT K€ JI€Hb IOMCAH [JIABHBIM PEJAKTOPOM.

COCTaBbTe cleayrmmue I/IH(l)OpMaIII/IOHHO-Cl'lpaBO‘leIe AOKYMEHTBI
(ITK7-34, TIK7-V4 , 1IK7-B4)

[Tporoxon 3aceqanust uHBeHTapu3anuonHoi komuccuu OO0 "Crapt", Ha KOTOpOM
paccmaTpuBaCs BOIIPOC O pe3ysbTaTax MHBEHTApU3aluy Mo ckiaaay N 2 BCnoMorareabHbIX
marepuanoB. Ha 3aceqanuu ObUIO IPUHATO IOCTAaHOBIEHHE 00 YTBEPKACHUU PE3yJIbTaTOB
MHBEHTApHU3allui 1 OTHECEHMS 32 CUET 3aBEAYIOIIEro CKIaJOM HEeI0CTauH BCIIOMOIaTeIbHbIX
marepHaioB B cyMMe 10 Thic.py0., a TakkKe 3a4MTaHbl CIMYUTEIbHAS BEAOMOCTh 1O ckiiagy N 2
U 00BACHUTEIbHAS 3aIIMCKA 3aBEAYIOILEro ckiiagoM. OcTalbHble JaHHBIE ONPENEINUTE 110 CBOEMY
YCMOTPEHHIO.

1. JloknaaHyro 3alMCKy INIABHOTO OyXrajaTepa JUPEKTOpY NPeAnpHUsaTHs 00 yMEHbLIEHUN
KOJIMYECTBA M COKpALICHUH CPOKOB KOMaHAMPOBOK BO 2 moayroauun 2004 r. B CBA3M C
COKpAIllEHUEM MTOCTYIICHUsI (PUHAHCOBBIX CPE/ICTB.

2. OObsAcHUTENBHYIO 3amucKy Oyxrantepa Tpodumooit JIL.M. o HapymeHun TpyaoBOi
JUCLUIIIAHBI

3. AKT O CIHCaHHMU TOBapOMAaTEePHAIBHBIX LEHHOCTEH, COCTABICHHBIH B pe3yJbTaTe
npoBeneHus ¢ 28 aprycta mo 8 ceHTsaOpsa 2004 roma mHBEHTapu3alMM TOBapOMaTepUaIbHBIX
IIEHHOCTEH, TPOBEICHHONW Ha OCHOBAHMHM TpuKa3a nupekropa npeanpusatus ot 20.09.2004 Ne 38
“O npoBeNEHMM WHBEHTApU3allUM TOBAapOMAaTEpUaIbHBIX LEHHOCTEH . AKT COCTaBJIEH
KOMHUCCHEH B COCTaBe 3aM.JIUPEKTOpa NPEINpHsTHs, BEIYyLIEro CrHelHaaucTa OTAena
cHa0eHus1, 3aM.IJIaBHOT0 OyXrajirepa, 3aM. HayaJlbHUKa X03AHCTBEHHOTO OT/AeNa. B pe3ynbrare
MPOBEJICHHONW MHBEHTapU3allud ObLJIO YCTAHOBJIEHO, YTO HE MOJJAIOTCS PEMOHTY M HE MOTYT
ObITh pealn30BaHbl MM TEpelaHbl JIPYT'MM OpraHM3alysM IEepeyYHCICHHbIE HIKE LEHHOCTH,
MOJITIeXKAIUe CIIUCAHUIO U UCKIIIOYEeHHIO U3 yuera: 1..., 2..., .

4. CnpaBky MuxaitnoBoii Banentune MBaHoBHe U1 mpeocTaBieHUs JeTckuid cax Ne 5
0 TOM, YTO OHa paboOTaeT KyphepoM.

5. JloknajHyio 3amUCKy HadallbHUKA OTJeNla PYKOBOIUTENO MNpeanpusiths o Qakre
HEBBINOJIHEHMS PACTIOPSDKEHUSI O MOHTake OOOpy/lOBaHUS HAa y4YacTKE MO MPUYHUHE CJ1aboro
KOHTPOJISI CO CTOPOHBI IVIABHOTO MEXAHUKA.

6. JlokiamHyro 3alMCcKy O MPUYHMHAX HECBOEBPEMEHHOTO IMPEICTABICHUS WHPOPMALIUU O
BBITNIOJTHEHUH NTPHKa3a JUpeKTopa. OCTalIbHbIE PEKBU3UTHI YKA)KUTE CAMOCTOSITENIBHO.

7. JloxnanHyro 3amucKy HadajlbHUKA IJIAHOBO-3KOHOMHUYECKOTO OTJENa PYKOBOJUTEINIO
npeanpusaTis 00 obecrieueHHHM OTHeNa YeThIpbMs KoMmIbloTepaMu. OcTalbHble PEKBU3UTHI
YKaXXHUTE CAMOCTOSITENIBHO.

8. Kyprep 3A0 «Dapma» C.C.CoMOB peryiasipHO oma3JapiBajl Ha padOTy, YeM Hapymal
TPYAOBYIO JUCHMIUINHY. 3aBeayromas kanuensapueil 1.B.1llymMmunnHa HeogqHOKpaTHO fenana eMy
3amedanusi (B ycTHOW ¢opme), a 12 uioHS TeKyiero rojga Obuta BBIHYXJIEHA O0OpaTUTHCA C
JaHHBIM BompocoM K I'eHepambHOMy aupektopy A.B.CenoBy ¢ noknanHON 3amMcKol, B
KOTOPOM ITPOCHJIa MPUHATE MephI aucuurmHapHoro xapakrepa k C.C.CoMoBy.

9. PyxoBoautens otnena HoBbIX mpoekTtoB O.B.TokapeBa obpaTtunachk k I'eHepaniHoMmy
mupektopy OOO «Mactep» r-uy A.Jl.MeBneBy ¢ MOKJIanHON 3amuCcKOM O HEOOXOAUMOCTH
YBEJIMYEHUS ITAaTHOM YMCIeHHOCTH oTAena. B moknannoii 3anmucke O.B.Tokapesa cooOmiana o



TOM, YTO B HACTOAIIEE BPEeMs Ul YCHEITHONW pabOThl areHTCTBa HEOOXOJUMO yBeTMUYEeHUE Oa3bl
JAHHBIX O MOTEHUMaNbHBIX KiIMeHTax. [lo ee MHEHUIO, OIHUM M3 HambOosiee peabHBIX MyTel
pacupenust 6a3bl JaHHBIX SIBIISCTCS MOCTOSHHBIA aHAJIN3 CPEACTB MAaccoBOi MH(popManuu, B
YacTHOCTH Ipecchl (MHpOopMalus o Haubosee KPYNHbIX KIMEHTaX areHTCTBa Oblla MojlyyeHa 13
AHAIUTUYECKOTO0 XypHasla «JKcepT»). B cBsI3u ¢ TeM, 4TO OT/EN B €r0 HACTOSILEM cocTaBe (5
COTPYAHUKOB) HE MMEET BO3MOXHOCTH OpPraHHU30BaTh IMOAPOOHOE M3y4YEHHE AHATMTUYECKHX
m3nanuid, O.B.TokapeBa cumTaer 1enecooOpa3HbIM BBECTH B IITAT OTAENA JBE JOKHOCTH
MEHEKEPOB I U3yYEHUS M aHAJIN3a IIPECCH] C LIEIbI0 BBIABICHUS OTCHIIMAIBHBIX KIMEHTOB,
a TaKkKe TOATOTOBKM OINEpaTWBHOW WH(popMammu o mnoyiokeHun Ha peiHke CMU B dopme
€XKCHEJENbHbIX 0T4EeTOB. B noknanHon 3anucke TokapeBa mpeyiokuwia Ha 3TH JOJDKHOCTH
1o 00paTh COTPYAHUKOB U3 YHCIA CTYJCHTOB 4-5 KypcoB (hakynbTeTa xKypHamuctuka MI'Y win
LIKOJIbI PEKJIAMBI.

CocraBbTe 1 0OpMHUTE CITY’)KEOHBIC TUChMA
(TTK7-34, T1IK7-Y4 , TIK7-B4)
1
[TUCHMO-TIPOCHBY KOMMEPYECKOW ®UPMbI «HEJISBUHCKCHABCEBITY» ®PAHI[Y3CKOW ®UPME
«OKCHUTPOJIb» OB OPTAHM3ALIMMA BCTPEUM JIJISl YCTAHOBJIEHUSI COTPYJIHUYECTBA B ITOCTABKAX
TOYHOI U3MEPUTEJILHOM ATITIAPATYPBI.

2

[TuceMo-nipurnamenne o0bEAUHEHUS «DKCHOLEHTP» € MPEUIOKEHUEM IMPUHATh ydacTue B
POCCUICKOI BBICTaBKE Ha MEXAYHApOAHON ob1eoTpacieBoit ssipmapke B T. M3pume (Typuus)
KoTOopas Oyaet nmpoxoauts ¢ 20 HostOpst o 10 nexabpst 2005 r. U3Mupckast spmapka sSBisieTcst
OJIHUM M3 KPYIHEHIINX TOProBbIX Meponpustuil crpan Cpennero u bnmxnero Bocrtoka. B
TEKCTE€ HAaJ0 YKa3aTb, YTO Yy4acTUE B OTOM sSpMapKe IO3BOJIAET ILIMPOKO IPEICTaBUTh
JKCIIOPTHYIO MPOAYKLMIO OpraHM3aluy, IpoJaTh HSKCIIOHATbl CO CTEHAA, W3YYHUTh
0COOEHHOCTH PbIHKA, OOMEHATHCS C APYTUMH YYaCTHUKAMH SIPMapKH HAYYHO — TEXHUYECKOM
uH(popMalel 1 3aKII0YUTh BHITOJAHbBIE CIEIKU

3

[TuceMO-0TBET MPOU3BOJICTBEHHOT0 00beauHeHHUs «YensiOuHCK-Tazu@uKanus» AUPEKTOPY
XumbapM3aBoia 1 HaYaJIbHUKY yrpaBieHUs «HensOnHCcKroprasy o eXXeMecsidHOM MocTaBKe
XuMmpapmzaoay 64 ToHH cxkaroro raza B TeueHue 2015 roma YkazaHHbI 00beM ydTeH B
pasHapsake. [TocraBka Oyner ocymiecTBIATbCS Yepe3 ynpasieHne «UensiOnHcKropras»

4

I/IH(i)OpMaI_II/IOHHOC IMUCBMO O IMpPOoHaK€ YaCTHbBIM H TOCYHAPCTBCHHBLIM MPCANPUATUAM
NEPCOHAJIBHBIX KOMIIBIOTCPOB I10 I[OFOBOpHOI\/’I CTOUMOCTH W O BO3MOXHOCTH IIPUHHUMATH
3aKa3bl Ha COCTABJICHUC IIPOTPAMM.

5

[Tucemo-otBer THmorpadguu uzgarensctBa «Hayka» OOO «TpuHuKa» O BO3MOXHOCTHU
BBITMIOJHUTD 3aKa3 Ha U3TOTOBJIEHNE OJIAHKOB yyeTa U OTYETHOCTH.

6

[TuceM0-0TKa3 MPOU3BOJICTBEHHOTO YIPaBJICHUS MACCaAXUPCKUX MEpPeBO30K YernsiOMHCKOMY
IPOM3BOJICTBEHHOMY KOoIlepaTtuBy «BekTop» mo Bonmpocy o0ecrnieueHus 3anacHbIMUA YacTIMHU
napka aBTo0ycoB. YKaXUTe IPUYHUHY OTKa3a.

7

[lucemo oObvenunenust «lOxypanmuaTexk» B KoMHTEeT BHENIHEOIKOHOMHUYECKHX CBSI3EH
Poccuiickoit denepaiinu 0 HaMPaBICHUAX CBOCH JEATEILHOCTH U C MIPOCHOOI O BBIICICHUH
KBOTBI Ha 3KcropT B 2015 1.



8

[Tucemo IlpaButenpcTBa YemssOunckoit oOmactu B AccomManuio  SIMOHO-POCCHUHCKON
TOPTOBJIM C MPOCHOOH 1aTh MOAPOOHBIN CIIMCOK SKCIIOPTHOM MPOIYKIINH.

9

ITucemo I[enapTaMeHTa MNOAACPIKKKU MW PAa3BUTUA MAJIOIo MNPCANPHUHUMATCIILCTBA 3a
HOANKUCHIO 3aM.TUpeKTopa JenaprameHTa CepukoBa A.B. yBemomusromiee pyKOBOJCTBO
nerckoro caga Ne 158 o TOM, YTO B CBSI3U C pa3BUTUEM INPEAIPUHUMATENILCTBA 3/1aHUE
JIETCKOTO Cajia JIOJDKHO OBITh NepeiaHo Ul TEXHUYECKUX HYK] JerapTaMeHTa.

10

I"apanTuiinoe nuceMo A.P.CmupnoBa ['maBHoMy pepaktopy kypHaina «Jleino» B.1.IToneBomy
¢ mpocbOoi pasmecTuTh peknamy npoaykuuun OOO «AHTypuym» B OYEpeHOM HOMeEpe
xKypHaia. OObeM pekjiaMHOro Marepuaia — Y2 IOJIOCHL Omnara myOiauKanuu
rapaHTupoBaiachb. I[luceMo 0 pa3MelieHUH pekjambl ObUIO COCTaBJICHO HCIIOJIHUTENEM
JL.W.ITucapeBoii, mnoamucano aAupekTopoM A.P.CMUPHOBBIM U TJIaBHBIM OyXTanTepom
B.A.AnTOHOBOHA.

Odopmilenne JOKYMEHTOB 110 JTHYHOMY COCTABY
(IIK7-34, I1IK7-Y4 , 1IK7-B4)
1
[TpomoxymenTHpyiite mpuem Ha paboty HMBanoBoit Mapuu [1eTpoBHBI 5JKOHOMHCTOM B IIJIAHOBO-
SKOHOMMYECKHH OTAEN C OIUIaTOM TpyZa MO INTaTHOMY paclUCaHUIO. YCTaHOBUTE
UCHBITATENbHBII CpPOK corinacHo TpynoBoMmy koaekcy P®. Cpok 3axiroueHuss A0roBopa —
HEOoIpeesIeHHbIH. YKaXUTe OCHOBaHUE NpUeMa Ha paloTy.

Hepnocraroniye cBeieHns BKIOYUTE CAMOCTOSATENBHO.
2

[IponokymenTupyiiTe mnpueM Ha paboTy Ha HeEOIpenelIeHHbIH Cpok AJiekceeBa
Bnagumupa lBaHOBHYa HayaJlbHUKOM OTJENa OpPraHM3allUd M OIUIAaThl TPyJa B IOPSIKE
nepeBoga u3 OAO «ABaHrapa» Mo COIJIACOBAHUIO MEXIY PYKOBOJIUTENSIMH OpraHM3aluil ¢
OIJIaTOH Tpy/Aa MO MITATHOMY PACIIUCAHUIO. Y KQKUTE OCHOBAaHUE MpHeMa Ha paloTy.

Hepnocraroniye cBeieHNs BKIIFOUYUTE CAMOCTOSATENBHO.
3

[Iponoxymentupyiite npuem Ha paboty JIutBuHoBoil Onbru IlerpoBHBI TOBapoBeAOM
orhena cOblTa Ha Mepuoj oTmycka ToBapoBena storo otaena O.I1.CyxaHoBoit mo yxony 3a
peOEHKOM 10 JOCTHKEHHSI UM BO3pacTa MOJyTopa JIET. Y KaXKUTe OCHOBAHUE ITpHEMa Ha paloTy.

Henocraronme cBeeHus BKIIOYUTE CAMOCTOSATEIBHO.
4

ITponoxymenTupyiite npuem Ha paboty Denoposa Buxtopa IlerpoBuua BpeMeHHO Ha
JBa MeCsAlla CTOPOKEM CKJIaJa ¢ OIUIAaTOM TpyJda IO INTaTHOMY PAaCHUCaHUIO. YKaKHUTe
OCHOBaHHUE TpueMa Ha paboTy.
Henocraronye cBeIeHUs BKIIIOYUTE CAMOCTOSTENBHO.
5

[IponokymenTupyiite nepesoa I'yposoii Hunsl IleTpoBHBI ¢ ee cormacus Ha JOJIKHOCTh
3aMEeCTHUTENs HayaJlbHUKA SKOHOMHYECKOTO OT/Aeja, OCBOOOJUB €€ OT JODKHOCTH SKOHOMHCTA
TOTO K€ OTZAENA. Y CTAHOBUTE COOTBETCTBYIOINYIO OIUIATY TPyJda. YKaXUTE OCHOBAaHHUE IpHeMa
Ha paborTy.

Henocraroniye cBeieHNs BKIIFOUYUTE CAMOCTOSATENBHO.
6

IIponOKyMEHTHPYHTE  PAcTOpKEHHWE  TPYAOBOIO  JOTOBOpPA,  3aKIKOYEHHOTO  HA
HEOIIPEIEICHHBIN CPOK ¢ Koponessim Crenanom  VBaHoBuuewM, ciecapeM-
MHCTpYMEHTANbIIMKOM Ilexa Ne 2, 1Mo COOCTBEHHOMY EJaHHI0. YKaXKUTE€ HOMEp CTaTbU



TpynoBoro koaekca P®. Cnenaiite ykazaHue O BbIIUIATE KOMIIEHCALIMU 33 HEUCTIOJIb30BAHHBIN
otnyck. OTmMeTbTe OcHOBaHuE yBosbHEHHS Koponesa C.1.

Hepnocraronye cBeieHus: yKa)KUTe CaMOCTOSITENIBHO.
7

[IponoKkyMeHTUPYHTE pacTOp>KEHHE TPYyLOBOro Jjorosopa c SxosieBbiM Oiierom
AHJipeeBUYEM, WHKEHEPOM OT/eJa IUIAHUPOBAHUSA, B CBSI3U C UCTEYEHUEM CpPOKa TPYIOBOIO
norosopa, 1.2 ct. 77 TK PO.

Henocraronue cBeeHnsl yKaKuTe CaMOCTOSITENIBHO.
8

[Iponoxymentupyiite yBosbHeHue [opseBa Jleonmma HukonaeBuua, skcneguTopa
OTJIe/1a CHA0KEHNUs 32 COBEPLICHHBIA MPOTYJ 0€3 YBAKUTENbHBIX IPUUMH, 1.6 «a» c1.81 TK PO.
OcHoBaHMeM W3/1aHus IpUKa3a SBUJIach JOKIaHas 3anucka oT _ , oobsacHenue JI.H.I'opsieBa.

Henocraronye cBeieHus: yKa)KUTe CaMOCTOSITENBHO.

9

IIponokymeHnTupyiite yBonsHeHue llerposa Ilerpa MBanoBuya, kiiagoBumka ckiaga Ne
1, B CBsI3U C MOSBIICHUEM Ha pabOTE B COCTOSHHM aJKOTOJBLHOTO OINbsSHEHUS, 1.6 «0» cT1.81 TK
P®, ycraHOBIEHHOTO aKTOM, COCTaBJIIEHHBIM 3aBEYIOIMM CKJIaJ0M B IPUCYTCTBUU HavyaJbHUKA
OTJIeNa KaJpoB U DKCIEAUTOpPA OTAeNa CHA0XKEeHUA. YKaXKUTE JIOKYMEHTAIbHbIE OCHOBAHUS IS
U3JIaHUs IprKa3a 00 YBOJIbHEHUU.

Henocraronue cBeeHus yKaKuTe CaMOCTOSITENIBHO.
10

[IponokyMeHTUpYiiTE mpefocTaBieHne odepenHoro ormycka CemeHoBy — Bukrtopy
AnekcaHapoBUYy,  HauyaJdbHUKY  (uHaHCcOBoro  otnena  mpeanpustus.  OcHOBaHUE
MPEIOCTaBICHUS OTITYCKa — FPpauK OTITYCKOB.

Henocratonye 1aHHbIe BKIIIOUUTE CAMOCTOSTEIBHO.
11

[Iponoxkymentupyiite  komanaupoBanue KameneBa Bukropa  AusekcanapoBuya,
npernoaaBartens, Ha Kypchl oBbieHus kBanudukanuu B MI'Y. OcHoBaHMe M3TaHMs MTPUKa3a —
IUTaH NMoBbIIeHUs kBanudukanuu Ha 2002/2003 yueOHbIil roa.

Hepnocraroniye cBeieHus: yKa)KUTE CaMOCTOSITENIBHO.
12

IIponokymeHTHpYyITE oOBsiBIeHHE BbITOBopa 3epHoBY Muxauny Cepreesuuy,
HSKOHOMHUCTY (PMHAHCOBOTO OTJENa MPEANpPHUSATHS, 32 CUCTEMaTHYECKHE OIO3JaHus Ha padoTy
0e3 yBaxuTeNbHBIX NpuyrH. OCHOBaHWMEM WU3JaHUS TpHUKa3a SBUJIACH JOKIAJHAs 3arcKa
HavyaJIbHUKA (PUHAHCOBOTO OTJENA OT

Hepnocraroniye cBeieHus: yKa)KUTE CaMOCTOSITENIBHO.
13

IIponoxymentupyiite yBonbHeHne CrenanoBa VBana HukomaeBuua, MHXEHeEpa OTAeNa
[JIaBHOTO MEXaHMKa, B CBs3W C JukByaauued mnpennpustus, n.l cr.81 TK PO, ¢
IIPEIOCTABIEHUEM JIBIOT M KOMIIEHCALMH, MpeaycMoTpeHHbIX craThsiMu 178 u 180 TK PO.
OcHoBaHMEM yBOJBHEHHS U M3JaHUS MPHUKa3a SIBIIIOCH PEIIeHUE YUpeauTenell opraHu3aluu OT

Henocraromme CBCACHUA YKAXKUTE CAMOCTOATCIBHO.

IIponoxymentupyiite nepeBos Cemenosoi Mpunsl IlaBioBHEL, Tokaps 3 paspsaa 1exa
Ne 3, B cootBeTcTBHH ¢ 3akmtoueHreM MCOK u ¢ ee coritacusa Ha JOIDKHOCTH KJIaJOBIIHKA B IIeX
Ne 1 ¢ omnaroii Tpyna no mrarHomy pacnucanuto. Coxpanuts Cemenosoil M.II. mpexxHuit
cpenHul 3apaboTOK B TeUeHHe 0JHOT0 Mecsaua co aHs nepesoja (ct.182 TK P®d). OcnoBanuem
u3JaHus npukasa suwioch 3asBieHue Cemenosoil M.II. m 3akmouenne MCOK or
Ne .

Henocraromue cBeeHus yKaKUTE CAaMOCTOSITENIBHO.
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[IponokyMeHTHpYITE TIpUEM Ha paboTy MO COBMECTHTEIBCTBY AreeBoil BameHTHHBI
AJeKCeeBHBI JEKYPHOH MO 3Taxy roctuHuilbl «Codus» ¢ omiaTod TpyAa IO MITATHOMY
pacniucanuio. YcranoBute B.A.AreeBoii pabounii nenb ¢ 16.00 1o 20.00. Ykaxxure ocCHOBaHHE
npreMa Ha padoTy.

Henocraronine cBeneHns BKIIOYUTE CAMOCTOSTENLHO.

MPAKTHYECKASI PABOTA Ne3.
PETUCTPALINS U MHAEKCALIMS JOKYMEHTOB. COCTABJIEHUE
HOMEHKIJIATYPBI JIEJL

(IIK7-34, [IK7-Y4 , [1K7-B4)

Ilesp paGoThl: HNpUOGPETEHHE HABBHIKOB M YMEHHIl B perucTpagud ¥ HHJEKcaluu
AOKYMEHTOB U COCTaB/IeHUH HOMEHKJIaTyPhl AeJl
B pesysabTare BHINOJIHEHHS NPAKTHYECKOH PA00ThI CTYAEHTbI J0JIKHbI:
— Hay4YuThCs IPABUIIBHO UHIEKCUPOBATh U PErUCTPUPOBATH JTOKYMEHTHI;
— BBIpa0OTaTh HAaBBIK pa3pabOTKH U COCTABIICHHUS] HOMEHKIIATYPbI J1eJ1 IPEANPUATUSL
3amanuda 1J11 CAMOCTOATEJILHOH MMOATOTOBKH:

1. /JIns BbimonaHeHWs 3TOW paboThl BaM HEOOXOAMMO H3Y4YUTh MaTepuan JeKuuu 4
(m.4.3.) u nexuu 5 (1m.5.2.), [lepeyeHb THUMOBBIX YIPABIEHYECKUX JOKYMEHTOB, 00pa3yIOLUIUXCS
B JICSATENILHOCTH OpraHU3aluil C YKa3aHMEM CpPOKOB XpaHEHHs, TUIIOBYIO HMHCTPYKLMIO IIO
Nenonpou3BoAcTBY B DenepanbHbIX OpraHax HCIHOJIHUTENBHOM BIAcTH, OTBETUTh Ha
KOHTPOJIbHBIE BOIIPOCHI K JIEKIIMSIM 4 U 5.

2. IlpoctaBbTe HEOOXOAMMBIC MHJIEKCHI U 3apPETHCTPUPYHTE B YCTaHOBIIEHHBIX (popmax
W3TOTOBJICHHbBIE HA MPEAbIAYIIEM 3aHSITUU JOKYMEHTHI.

3. CocTaBbT€ HOMEHKJIATYpPYy J€1 BUPTYaJIbHOIO HPEANPHUATHS, OJIAHKU KOTOPOIO BBI
M3rOTOBWJIM HAa INpaKTHYEeCKOM 3aHsTMH 1. BHecure B COOTBETCTBYIOLIME pa3/eiibl
HOMEHKJIATYpBI JIEJl COCTABJIEHHBIE BAMU JJOKYMEHTBI, OIPEJEIINTE CPOK UX XPAHEHUS.

4. BrinonHeHHBIE 00pa3Ibl COXpaHUTE B Qaiiie «3aganue 3».

HcTrounuku u ureparypa:
1. IlepeueHb THUNOBBIX YIPABIEHYECKUX TOKYMEHTOB, OOpPa3yIOLIUXCS B JEATEIbHOCTU

OpraHM3aluil ¢ ykazaHueM CpokoB XxpaHeHus. — M., Pocapxus, BHUMJIA /I, 2000

2. TumoBasi HHCTPYKIHSI TIO JIETONPON3BOJICTBY B (he/iepallbHBIX OpraHax WCHOJTHUTEIBHON

Biactu. YT1B. [Ipukazom denepanbHoil apxuBHoil ciyx0b1 Poccun 27.11.2000. Ne68. -

M.: Hayunas xuura, 2001, - 87 c.

3. Kysnenosa T.B. [lenonpoussoactso. M.; 3AO busnec - mxomna

2004.

4. Kysznenoa T.B., Kysnenos C.JI. KazapoBoe nenonpousBoJCTBO (TpaAMLIMOHHBIE WU

aBTOMAaTHU3UpOBaHHbIE TexHONOorun). M.: U3narenscrBo "Muten-Cuntes", 2005.

5. UYyxosenkoB A.lO., flukoBas B.®. [IpaBuna opopmiieHuss 10KyMEHTOB. 2-€ U31.. — M.:

TK Benbu, U3n-so IIpocnekt, 2005. — 216 c.

Hnten - Cunres",

HPAKTHYECKAS PABOTA Ned.

HOAT'OTOBKA JEJ K APXUBHOMY XPAHEHMUIO.
(IIK7-34, I1IK7-Y4 , TIK7-B4)
Ilesas padoThl: NpuoOpEeTEHNE HABBIKOB M YMEHUHN B MOATOTOBKE /1€ K apXUBHOMY
XPaHEHUIO.
B pesysabTare BBHINOJIHEHHS NPAKTHYECKON PA00THI CTYACHTbI JOJIKHbBI:
— HAYYHUTHCS ONPENIEIUTh CPOKH XpaHEHUS Jell
— HAy4YUThCSl pacmojiaratb JOKYMEHTHl B JIelle B COOTBETCTBUU C YCTAHOBJICHHBIMU
IpaBUJIAMU;




— BBIpa0OTaTh HAaBBIKK OGOPMIICHHUS OOJIOKKH JieNa, BHYTPEHHEH OIMWCH, JIUCTa
3aBEpUTENIS Jea.

3agaHus 1J151 CAMOCTOSITEIbHOM MOATOTOBKH:

1. [Jns BbImoiHeHHs 3TOH pabOThl BaM HEOOXOAMMO H3YYHTh MaTepuan JEeKIUH 5
(m.5.4.), IlepeyeHb THUIOBBIX YNPaBIEHYECKUX IOKYMEHTOB, OOPa3yIOIIMXCS B JEATEIBHOCTH
OpraHu3aluil ¢ yKa3aHHWEeM CPOKOB XpaHEHHUs, THUIIOBYI0 MHCTPYKLHIO IO JEJIONPOU3BOACTBY B
®enepanbHbIX OpraHax UCIOJHUTEIBHOM BIACTH.

2. PacrnieuaraiiTe Bce oopmiieHHbIe Bamu paHee JOKYMEHTHI.

3. Tlomectute pacreyataHHbIC JTOKYMEHTHl B KapTOHHYIO Mamnky (0e3 MeTalsTm4ecKux
yacTeh).

4. CdopmupyiiTe apXuBHOE JIEJI0 C 3aroJIOBKOM «MaTepuasibl MPaKTUYECKUX 3aHATUH
[0 JIEJONPOU3BOJICTBY CTYJEHTA.....». HoMep nema mpocTtaBbTe B COOTBETCTBUU C HOMEPOM
Balleil 3aueTHON KHIKKH. Ompenenute Cpok XpaHeHus 3toro aena. Odopmure o0I0XKKY Jena.
CocraBbT€ BHYTPEHHIOK) ONHCh JIOKYMEHTOB, IOMEIICHHBIX B J€J0. 3alOJIHUTE JIUCT
3aBeputensb. [loameiite nemo.

5. ToroBoe odopmieHHOE BamMH apXHBHOE [EJI0 CHAEeTCSs BaMH Ha MPOBEPKY
IIPENnoAaBaTesto IPH MPOBEIECHUH 3a4€eTa [0 AUCLUUIUIMHE.

HUcToynuku u qureparypa:

1. IlepeueHb THUIOBBIX YIPABIECHYECKUX TOKYMEHTOB, OOpPa3yIOLIUXCS B JEATEIbHOCTU

OpraHM3aiuii ¢ ykazaHueM cpokoB xpaHeHusi. — M., Pocapxus, BHUMJIA /I, 2000

2. TumoBasi MHCTPYKIHMS MO JEJIONPOU3BOACTBY B (peliepalibHbIX OpraHax UCIOIHUTEIBHON

Biactu. YT1B. llpukazom DenepanbHoil apxuBHO#l ciyx0b1 Poccun 27.11.2000. Ne68. -

M.: Hayunas knura, 2001, - 87 c.

3. beikoBa T.A., EwmpimeBa E.M., Mocsruaa O.B. ITloaroroBka JOKYMEHTOB K

MOCIEAYIOIEMY XPAaHEHUIO U UCIOIB30BaHUI0. YueOHO-MeToa. mocobue, M., MUDU,

2006

4. Kysunenosa T.B. JlenonpousBoactso. M.; 3AO busnec - mkona

2004.

5. Kysznenosa T.B., Ky3nenos C.JI. KanpoBoe nenonpous3BoJACTBO (TpajWLMOHHBIE U

aBTOMAaTHU3UpOBaHHbIE TexHONorun). M.: U3narenscrBo "Muten-Cuntes", 2005.

6. JL.B.IlaBmox, T.M.Kucenesa, M.d.Boponnna CnpaBouHUK IO JeJIONPOU3BOCTBY,

apXMBHOMY JIeJly M OCHOBaM paboThl Ha kommbioTepe 8-¢ m3manue CIIO.: U] T'epna,
2003

HUnren - Cunres",

IIpakTHyeckas: padora NeS.
Hcnonb3oBanue A3bIKa U CTHJISI OPHANYECKUX JOKYMEHTOB.
(TIK7-34, 11IK7-Y4 , T1IK7-B4)

Heab padoThl: MproOpeTEHNE HABBIKOB HAIIMCAHUS TEKCTa IOPUINUECKUX JOKYMEHTOB.

B pesysabTare BHINOJIHEHHSA NPAKTHYECKON PA00THI CTYACHTbI JOIAKHbBI:

— Ilpuobpectn mpakTHUECKHE HAaBBIKM IO MCIIOIb30BAHHUIO IOPUAMYECKUX TEPMUHOB,
OBJIAJIETh YMEHHUEM HCII0JIb30BaTh 0COOEHHOCTH O(UILIMATBHO-IEIOBOTO CTHIIS ISl opopmIleHus
IOPUANYECKUX JTOKYMEHTOB.

3agaHus AJ151 CAMOCTOSITEIbHOM MOATOTOBKH:

1. W3yuuth MaTepuainsl gexmuit 7,8,9.

2. B cooTBercTBHM C BBIOpAaHHOW CHEIMATM3alMel TOJATOTOBKH HAIMCaTh TEKCT U
PaBUIBHO OPOPMHUTH 000 F0pUINUecKuil JOKYMEHT (10 BBIOOpPY cTyAeHTa). O0beM 3a1aHus
HE JIOJKEH MPEBbIIATh 6 CTpaHHI] MAITMHOIIMCHOTO TEKCTa

3. Jlureparypy noj0epuTe CaMOCTOSATEIBHO.

4. BrImonHEHHOE 3aJaHUE paclievaTaiiTe W CAaiTe Ha MPOBEPKY MPEMOaBaTeNi0 Ha
UTOTOBOM 3aHATHUH.



7. ®OHJ] OLIEHOYHBIX CPEJACTB JJISI MPOBEJEHUSI TEKYIIEIO
KOHTPOJISI 1 MPOMEKYTOYHOI ATTECTALMHU OBYYAIOIIUXCS
MO JUCHUILIMHE (MOJLYJIIO)

7.1. CDe)]CTBa OIICHUBAHUSA B X0/1€¢ TCKYIHICI'O KOHTPOJIA:

- IMCbMEHHBIE KpaTKHE OINPOChl B XOAE AyAUTOPHBIX 3aHATHH Ha 3HAHHE KaTEropHi
y4eOHOU JTUCIUIUINHBL, YKa3aHHbIX B 11.6.1.1.;
- 3aJJaHMsl, PEKOMEH/IOBaHHBIE Il CAMOCTOSITENIbHON PaboOThI;
- 3a/1aHUs, B XOJI€ PAKTUYECKUX 3AHSITUH.

7.2. DOC a5 TeKyHero KOHTPOoJIs

dDopmupyemMast Ilokazartenu ®OC Tekymero KOHTPOJIA
KOMIIeTeHIHSA c(opMHpPOBAHHOCTH

KOMIIeTeHIIUH
(TIK-7) — | 3HaTh: 3amaHus Uil IpUOOpETeHHMs,
(BI1ameHue HaBbIKaMU - TIOHATHE, NPHUHLMIBL U | 3aKpeIJICHUs U  YIIIyOJICHHS
HOJATOTOBKH CpeacTsa IOPUINYCCKON | 3yanwmii (pasmen 6.1.)
FOPHINIECKUX TEXHHKH, BHbI IOPHUIUICCKOH | 3anapms s MOBTOpEHUS U
JOKYMEHTOB) TEXHUKH, OCHOBHBIC MPABHIA | yryvGnenys 3mammii (pasjen

HOPpUIUYCCKOI'0 IMCbMa

(ITK7-31)

- OpaBwia, TNpUEMBl U
cpencTBa  HOPMOTBOPYECKOMU
FOPUANYECKON TEXHUK
(ITK7-32)

- [paBwia, IPUEMBI H
cpencTaa

MIPaBONIPUMEHUTEIBHON
IOPUINYECKON TEXHUKH, B TOM
yucne cyaeonoi (I1K7-33)
-CI10CO0ObI yCTpaHEHUs
OomMOOK B IOPUAWYECKUX
JOKYMEHTax

(ITK7-34)

6.2.)

YMmerh:

- TPUMEHSTh  TMOJOXKECHHS
JTUCHUTITUHBI TIPU pa3paboTke
H KOHCTPYHPOBAaHUU
MIPABOBBIX HOPM, COCTABIICHUHU
MIPaBONPUMEHUTENBHBIX 5
HHBIX TPaBOpEATN3AIMOHHBIX
IOPUANYECKHUX TOKYMEHTOB
(TIK7-Y1)

- TOCJICAOBATEIbLHO BBIICIATH
3Tanbl U IPOLEAYPY MPUHATHUS
HOPMAaTHUBHO-TIPABOBBIX aKTOB
B X CIUHCTBE u
B3anMocBs3u(11K7-Y2)

- KBTU(DUIIUPOBAHHO
MIPUMCHSITh ITOJIOKEHUS
THACIIATUIHHEI pu

3amaHusi, HaNpaBJICHHBIC Ha
¢dbopMupoBaHue
MpOoPECCUOHAIBHBIX  YMEHUM
(pazmen 6.2.)




JIOKYMEHTOB
(IIK7-Y3)

(TIK7-V4)

COCTaBJICHHUH W O(QOPMIICHUHU
MPpaBONIPHUMCHUTCIIBHBIX
dKTOB, B TOM 4YHUCJIC Cy,[[e6HBIX

- BbIIBJIATH IIPUYUHBI OIIINOOK
B IOPUANYCCKUX IOOKYMCHTAx,
OIIPECACIIATh UX BHU/ABL

Baanersn:

mpoesypy

-opopmueHus

-crocodamu

OIIMOOK B
JOKYMEHTaX
(ITK7-B4)

nokymeHnToB(I1IK7-B1)
- HaBBIKAMU aHalIM3a HOPM,
yCTaHABJIMBAIOUIMX dTambl U

HOPMAaTHBHO-TIPABOBBIX
akToB(I1IK7-B2)

[IPaBOIIPUMEHHUTENBHBIX
aKTOB, B TOM YHCJIE CyJeOHBIX
nokymeHnToB(I1K7-B3)

3Z[aHI/I$I, HaIllpaBJICHHBIC Ha

- HaBBIKAMH COCTaBJIEHHsS H | (OPMHPOBAHHUE

oopmIIeHNUs OTACJBHBIX | ipohecCHOHAbHBIX HaBBIKOB,
BUJOB IIPAaBOBBIX W | pnanenuii (pasmen 6.2.)
YIPABICHYECKUX

IIPUHATHA

YCTpaHEHHUS
FOPUANYECKHAX

7.3. TunoBblie KOHTPOJIbHbIE 32JaHUSA WM HHble MATepPHAJIbl, HEOOXOAUMBIE sl
OLCHKU 3HAHUI, YMEHHMi, HABHIKOB U (MJIM) ONbITA JAeATEJLHOCTH B Ipouecce
0CBOCHHUs 00pa30BaTEJIbHON MPOrPaMMbl

7.3.1.3aganusa a9 OMEeHKH 3HAHMIL.

IMpumepHbIii nepevyens Bonpocos k 3avery (ITK-7)

4 cemecTp

Bomnpocsl k 3auery

IInanupyemsbie pe3yJbTaThl 00y4eHHS

Yuudukanus u CTaH1apTU3aLHs
JIOKYMEHTOB.
Hazosure OTJIMYME  FOPUIAUYECKOTO

JIOKYMEHTa OT WHBIX BUJIOB JJOKYMEHTOB.
HazoBute cocTaBHblE YacTH JOKYMEHTA.
Dopmysip-o0paser] JOKyMeHTa.

Crioco6b1  kiaccuUKaluy  FOPUAMYECKUX
JIOKYMEHTOB.

Cucrema  crnpaBOYHO-MH(POPMALMOHHOM
JNOKYMEHTaIui. Buabl Ciry>)keOHBIX MUceM,
HOPSI0K MX 0(hOPMIICHHUS U aJJpecaltu.
YHuudunuupoBanHas cucreMa
OpraHU3alMOHHO-PACTIOPSAUTEIBHOM
JIOKYMEHTAITUU

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y ,[IK7-Y 2,
MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TTK7-V 2,
TIK7-Y3,IIK7-V4,ITK7-B1,[IK7-B2,ITK7-B3,[1K7-B4

I1K7-31,I1K7-32,11K7-33,11K7-34,[1K7-Y 1, [IK7-Y 2,
IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,T1K7-33,1TK7-34,ITK7-V 1,[IK7-Y?2,
TK7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

TK7-31,[1K7-32,1TK7-33,[1K7-34,TTK7-Y 1,[IK7-V 2,
TIK7-VY3,[IK7-V4,ITK7-B1,[TK7-B2,[TK7-B3,[TK7-B4

TIK7-31,TTK7-32,1TK7-33,TTK7-34,1TK7-Y 1,TIK7-V 2,
TIK7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
22.

23.

24.

25.

26.

27.

28.

29.

[Tonstue: "pexBuzut" nokymenra. CocraB
PCKBU3UTOB JOKYMCHTOB B COOTBECTCTBUU C
['OCT P 6.30-2003.

CxeMbl PACIIOJIOKCHHA TMOCTOAHHBIX U
MEPEMEHHBIX PEKBU3HUTOB.

Paznmuunsa B PacroJIOKCHUU PCKBU3HUTOB, B
3aBHCHUMOCTH OT BbIOOpaA CXEMBI.

TpeboBanus, IpEbSABISIEMbIE K
0(OpMIIEHHIO JOTOBOPA, KOHTPAKTA.
TpeboBanus, IpEbSABISIEMbIE K

0(OPMIICHHIO TPOTOKOJIA.

OcobenHoctu  odopMIIeHUST JTOKIIAJTHOMH,
CITY)KE€OHOU M 0OBSICHUTETHHON 3aITUCKH.
CoBpeMeHHbIE TpeOOBaHUS K S3BIKY U
CTHJIIO IOPUUYECKHUX JOKYMEHTOB.
Hazopute, 13 Kaknx 4acTed CKJIaJBIBACTCS
JIOKyMEHTOO0OpOT OpraHU3aIiu.

Dranbl paboThI c BXOJISIIIIUMHU
JIOKyMEHTaMH.
Oransl paboThl C UCXOISAIIMHU
JIOKyMEHTaMH.

TexHonmoruss paboThl € BHYTPEHHUMHU
JIOKyMEHTaMH.

Kakue 3amaun 10KyMeHTOOOOpOTa peliaer
perucrparus 10KyMeHTOB
VYnpasieHueckue JIOKYMEHTBI, HE
NOJJIEKALINE PETUCTpAalluu B  Ciyx0ax
JOKYMEHTAllMOHHOTO o0ecrieueHus
yIpaBiIeHUs.

[Topssmok perucrpanyy  yrnpaBIEHUECKHUX
JIOKYMEHTOB.

Byl KOHTPOJIS UCTIONHEHNS JOKYMEHTOB.
[Topsimok ocyliecTBIEHUSI CUCTEMAaTH3AUU
Y XpaHEHUs IOKyMEHTOB B OpraHU3alUH.
Packpoiite coJiepKaHue TIOHSATHUSA
"HomeHKarypa nen'". Kakoe 1omKHOCTHOE
JUI0O B OpraHM3allMd  OTBEYaeT 3a
COCTaBJIECHUE M BBEICHUE B JEICTBHE
HOMEHKJIATYpHI J1e71?

PexkBu3uTel UM copep)kareiabHas — 4acTb
HOMEHKJIATYpBhI JIe.

OcHOBHOW  mpuHIMI  (OPMHUPOBAHHUS
JIOKYMEHTOB B JieJIa.

HopmatusHble TpeOoBaHuUs npu
dbopMUpOBaHUH JEII.

[TonroroBka nen K apXMBHOMY XPaHEHHUIO B
COBPEMEHHBIX OpraHU3aIHsIX.

Ha3nauenue " ¢byHKIMK
JOKYMEHTHUPOBAHUS TPYAOBBIX OTHOIICHUMN
B OpraHM3al1H.

JloKyMeHTBI,  BXOJfIIME B  COCTaB
JOKYMEHTAIMH 110 KaJpaM.

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y 1,[IK7-Y 2,
I1K7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
[1K7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,I1IK7-B3,I1K7-B4

ITK7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
I1K7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

TK7-31,TTK7-32,TTK7-33,1TK7-34,1TK7-V 1,[IK7-Y?2,
[K7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

MK 7-31,TTK7-32,TTK7-33,1TK7-34,1TK7-V 1,[IK7-Y2,
TK7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[TIK7-B3,ITK7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
[TK7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[TIK7-V 2,
[IK7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4

TK7-31,11K7-32,1TK7-33,11K7-34,[TK7-Y 1,TIK7-V 2,
[K7-Y3,IIK7-V4,IIK7-B1,[IK7-B2,I1K7-B3,[1K7-B4

TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[IK7-V 2,
TK7-Y3,[IK7-V4,[IK7-B1,[IK7-B2,[1K7-B3,[1K7-B4
TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[TIK7-V 2,
TK7-Y3,[IK7-V4,[IK7-B1,[IK7-B2,[1K7-B3,[1K7-B4
TK7-31,1TK7-32,1TK7-33,11K7-34,[TK7-Y 1,TIK7-V 2,
[K7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4
TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TIK7-V 2,

MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y ,[IK7-Y 2,
MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

T1K7-31,1TK7-32,TTK7-33,[TK7-34,TTK7-Y 1 ,TTIK7-V 2,
TK7-Y3,[IK7-V4,[TK7-B1,[TK7-B2,[TK7-B3,[TK7-B4

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y ,[IK7-Y 2,
IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,T1K7-33,1TK7-34,ITK7-V 1,[IK7-Y?2,
TK7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TTK7-V 2,
TIK7-Y3,IIK7-V4,ITK7-B1,[IK7-B2,ITK7-B3,[1K7-B4

TK7-31,TTK7-32,1TK7-33,TTK7-34,1TK7-Y 1,TTIK7-V 2,
TIK7-Y3,IIK7-V4,ITK7-B1,[IK7-B2,ITK7-B3,[1K7-B4

IMK7-31,I1K7-32,I1K7-33,I1K7-34,[1K7-Y 1,[IK7-Y 2,
IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,I1K7-34,I1K7-Y ,I[IK7-Y?2,
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TpynoBoii KOHTpakT. CpoKHM 3aKJIIOYEHUS
TPYZIOBOTO KOHTPAKTA.

[IpaBuna 3amoNHEHUsT U XpaHEHUS JIMYHBIX
KapTOYeK.

[Topsimox  QopmMupoBaHUST U XpaHEHUS
JUYHBIX JAei. JIOKyMEeHTBI, BXOJSIIUE B
COCTaB JIMYHBIX JIEI.

[IpaBuna 3aroaHeHUs: TPYAOBOM KHUKKH.
Jlenonpoun3BoJCTBO MO JUYHOMY COCTaBy.
[lepeueHb MCHOJIB3yEMBIX JOKYMEHTOB H
npaBuiia ux ohopMIICHHS

Buner obpamennit rpaxknan. [eiictBus B

OTHOIIEHUH TOCTYMUBIIUX oOOpalieHuit
rpaK/IaH.
[Tonstue «cucreMa AOKYMEHTAlUM» H

IIPUHUUIIBI TPYNIUPOBKU JOKYMEHTOB B

CHCTEMY. [Tpumepsr CHCTEM
JTOKYMEHTALHNH.

OcoOeHHOCTH  XpaHEHHS Al IO
oOpallleHHSIM TPaXKIaH

PGKBI/ISI/ITI)I, HCIIOJIB3YCEMBIC B
3aroJIOBOYHON YacTH OpPraHU3allMOHHO-

pacnopsAUTENbHBIX JOKYMEHTOB
PexkBu3UTHI, UCIIOJIb3yeMbIe B
COJIEp/KaTeIbHOM YacTH OpraHU3alMOHHO-
pacmopsiAUTEIbHBIX IOKYMEHTOB
PexBuzurtsl, UCIIOJIb3YIOTCS B
oopmisitomeil 4yacTh OpPraHU3aLUOHHO-
pactopsAUTENbHBIX JOKYMEHTOB
TpeboBanust kK 0hOPMIIEHUIO NMPHUKA30B IO
OCHOBHOM JI€ITEIILHOCTH
Ilepeuenr u  omucaHue
MOJJIEKALINX YTBEPKICHHUIO.
[TpyHIMIIBI ¥ 3HAYEHUE COIJIACOBAHMS
JIOKYMEHTOB Ha 3Tale UX MOJArOTOBKH.
Ycras OpraHM3aIHH. OcHoBHbIE
TpeOOBaHUSI K €ro COCTaBICHHUIO U
0(OpPMIICHHUIO.

Ortanbl  paboThl 1O
IOPUANYECKOTO TOKYMEHTA
PexBu3uThlI, HCTIOB3yEMBIE
COCTaBJIEHUU UHCTPYKIIUH.
Homenkinarypa nen MPEANPUSITHSL:
coJIep;KaHue, MOPSII0K COCTABIECHUS.
Tunosas CTPYKTYpa CITYXKOBI
JIEJIONIPOU3BO/ICTBA. Haznauenue u
byHKIIUA MoApa3AeICHUIA CITYKOBI
JIEJIONIPOU3BO/ICTBA.

[lepeuens pomkHOCTEM U 0Os3aHHOCTEN

JOKYMCHTOB,

COCTaBJICHHUIO

pu

nepcoHana,  3aHATOr0 B ciyxk0ax
JIeJIONIPOU3BOICTBA.
. JIOJKHOCTHAasE ~ MHCTPYKUUS — paOOTHHUKA

IIK7-Y3,I1K7-Y4,I1K7-B1,I1IK7-B2,IIK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
I1K7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
ITK7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,I1IK7-B3,I1K7-B4

I1K7-31,I1K7-32,11K7-33,[1K7-34,[1K7-Y 1,I[IK7-Y 2,
I1K7-Y3,I1K7-Y4,I1K7-B1,I1IK7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,TTK7-33,1TK7-34,1TK7-V 1,[IK7-Y?2,
[K7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
[TK7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[IK7-V 2,
TK7-Y3,[IK7-V4,[IK7-B1,[IK7-B2,[1K7-B3,[1K7-B4
TK7-31,11K7-32,1TK7-33,11K7-34,[TK7-Y 1,TIK7-V 2,
[K7-Y3,IIK7-V4,IIK7-B1,[IK7-B2,I1K7-B3,[1K7-B4
TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[TIK7-V 2,
TK7-Y3,[IK7-V4,[IK7-B1,[IK7-B2,[1K7-B3,[1K7-B4
TK7-31,[1K7-32,1TK7-33,[1K7-34,1TK7-Y 1,[TIK7-V 2,
TK7-Y3,[IK7-V4,[IK7-B1,[IK7-B2,[1K7-B3,[1K7-B4
TK7-31,1TK7-32,1TK7-33,11K7-34,[TK7-Y 1,TIK7-V 2,
[K7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4
TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TIK7-V 2,

MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y ,[IK7-Y 2,
MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

T1K7-31,1TK7-32,TTK7-33,[TK7-34,TTK7-Y 1 ,TTIK7-V 2,
TK7-Y3,[IK7-V4,[TK7-B1,[TK7-B2,[TK7-B3,[TK7-B4

TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TIK7-V 2,
[K7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4

IMK7-31,I1K7-32,I1K7-33,[1K7-34,[1K7-Y ,[IK7-Y 2,
IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,T1K7-33,1TK7-34,ITK7-V 1,[IK7-Y?2,
TK7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

TK7-31,TTK7-32,1TK7-33,1TK7-34,1TK7-Y 1,TTK7-V 2,
TIK7-Y3,IIK7-V4,ITK7-B1,[IK7-B2,ITK7-B3,[1K7-B4

TK7-31,TTK7-32,1TK7-33,TTK7-34,1TK7-Y 1,TTIK7-V 2,
TIK7-Y3,IIK7-V4,ITK7-B1,[IK7-B2,ITK7-B3,[1K7-B4

IMK7-31,I1K7-32,I1K7-33,I1K7-34,[1K7-Y 1,[IK7-Y 2,
IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,I1K7-34,I1K7-Y ,I[IK7-Y?2,




51.

52.

53.

54.

55.

56.

S7.

58.

59.

60.

cyx0ner JIOY. CocraBbTe dopmymsp —
o0pazer JOJDKHOCTHON MHCTPYKIUH.
[lepeyeHr u omnucaHWe OKYMEHTOB, Ha
KOTOPBIX IIPOCTABIISIETCS TIEUaTh.
Tunosas WHCTPYKIIUS
Jenonpou3BoACcTBY. OCHOBHBIE Pa3JIEIbl.
Cpoku WCTIOTHCHUS JIOKYMEHTOB.
IIpuBenuTe NpUMEpSL.

OcCHOBHBIE npaBuia odopmieHus
JIOKyMEHTO00O0pOTa B OpraHU3aIUsIX.
[TonsTne JOKYMEHT0000poTa
OpraHu3aluu. Hamnpasnenus
COBEPILEHCTBOBAHUS JTOKYMEHTOO00pOTa U
IyTH €0 COKpAIICHUSI.

YnpasieH4yeckas JeSITeTbHOCTD u
JIeTTOTIPOU3BOCTBO. 3HAUYECHHUE JIOKYMEHTOB
TUIst peanu3anuu YIIPaBJICHYECKUX
peLeHui.

[lepeuenn HOPMAaTHUBHBIX aKTOB,
perIaMEHTHPYIOLITIX JeSITeTbHOCTD
ciyx0b1 JIOY u ux hopMyIsspei-oOpasib.
Opranm3anuss pabOThl € BHYTPESHHHMH
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JOKyMeHTaMu opranusanuu. [Iporokon
KaKk Ppa3HOBMJIHOCTb  HMH(POPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB. Buner
IPOTOKOJIA. dopmyisip-obpasen
IIPOTOKOJIA.

YTBepxkeHue " COIIaCOBaHUE
nokymeHToB B coorBerctBuu ¢ I'OCT P
6.30-2003. Pa3zmemenne

COOTBETCTBYIOIINX PEKBU3UTOB Ha OJaHKE
JIOKYMEHTa U X 0(OpMIICHHUE.
Pacnonokenne peKBU3UTOB Ha OJlaHKE
nokymenta B coorBerctBun ¢ ['OCT P
6.30-2003. IIpomonpHBIA ¥  YIJIOBOM
BapHaHT OJIAHKOB, TMPEINOYTUTEIbHbBIE
chepbl MPUMEHEHHS KaXKJI0TO U3 HUX.

IIK7-Y3,I1K7-Y4,I1K7-B1,I1IK7-B2,IIK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
I1K7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
ITK7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,I1IK7-B3,I1K7-B4

I1K7-31,I1K7-32,11K7-33,[1K7-34,[1K7-Y 1,I[IK7-Y 2,
I1K7-Y3,I1K7-Y4,I1K7-B1,I1IK7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,T1K7-33,1TK7-34,1TK7-V 1,[IK7-Y?2,
[K7-Y3,ITK7-Y4,[IK7-B1,1TK7-B2,[1K7-B3,ITK7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
[TK7-Y3,I1IK7-Y4,IIK7-B1,IIK7-B2,ITK7-B3,I1K7-B4

I1K7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,IIK7-Y 2,
MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4
I1K7-31,I1K7-32,11K7-33,11K7-34,[IK7-Y 1, IIK7-Y 2,

[K7-Y3,IIK7-V4,IIK7-B1,[IK7-B2,I1K7-B3,[1K7-B4

IMK7-31,I1K7-32,I1K7-33,[1K7-34,I[1K7-Y 1,I[IK7-Y 2,
MK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

MK 7-31,TTK7-32,T1K7-33,1TK7-34,1TK7-V 1,[IK7-Y?2,

[IK7-Y3,IIK7-V4,I1K7-B1,[IK7-B2,I1K7-B3,[1K7-B4

I1K7-31,I1K7-32,11K7-33,11K7-34,[IK7-Y 1, IIK7-Y 2,
I1IK7-Y3,I1K7-Y4,I1K7-B1,I1K7-B2,IIK7-B3,I1K7-B4

T1K7-31,1TK7-32,TTK7-33,[TK7-34,TTK7-Y 1 ,TTIK7-V 2,
TK7-Y3,[IK7-V4,[TK7-B1,[TK7-B2,[TK7-B3,[TK7-B4

TECTOBBIE3AJAHUS Tect no nucuumiude: «J0KyMeHTalMOHHOE o0ecnevyeHne
IOPUANYECKOH AesTeJbHOCTH» BapuanT 1

1. AxThbI 1O AenaM 00 aIMUHUCTPATUBHBIX MPABOHAPYIIEHUSX ACTATCA HA ...:

- aKThl, HOCSIIUE IOPUANYECKHU PE3yJIbTaTUBHBIN XapaKTep, BIUSIIONIMN Ha IBH)KCHHUE J1€71a U
IIPaBOBOM CTaTyC y4aCTHUKOB IIPOU3BOCTBA;
- IPOTOKOJIBI 00 aIMUHUCTPATUBHBIX TPABOHAPYLICHUIX

- QKTBI, OIIPEIEIISAIONIIE TPABOBOE MOJIOKEHUE YYACTHUKOB MPOU3BO/ICTBA MO JesiaM 00
aIMUHUCTPATUBHBIX NTPABOHAPYLICHUSAX;
- peleHus 1o xajnobdaM Ha IOCTAHOBJICHUS 10 JielaM 00 aIMUHUCTPATUBHOM IIPABOHAPYIICHUU.

2. Bunpl rpakjaHCKUX MPOLIECCYANBHBIX JOKYMEHTOB:
- TOKYMEHTbI OpraHU3allMOHHO-TIPABOBOI0 XapakTepa




- IOKYMEHTBI HH(OPMAIIMOHHO-CIIPaBOYHbBIE
- IPOTOKOJI CJIE€CTBEHHBIX JACHCTBHI
- IOKYMEHTBI BJIACTHO-PACHOPSAIUTEILHOTO XapaKTepa

3. JIokyMeHTBI, B KOTOPBIX (PUKCUPYIOTCS pelIeHusI B X0/ie Cy1eOHO CTaiuu YroJIOBHOTO
npoiiecca:

- IPUTOBOPBI, OIPECIICHUS;

- ONIpeIeNIeHNUs, IOCTAHOBIICHUS;

- IPUTOBOPBI, OIPEEIICHNUS, IOCTAHOBIICHUS;

- 3aKJIFOYEHHUS, OIIPEICIICHUS, TIOCTAaHOBIICHHUS.

4. PelieHue Cy/1a BBIHOCUTCS OT UMEHH ...:
- Poccuiickoin ®@enepaunn

- TaHHOTO cyza

- CyJIbH, BEYILETO JaHHOE JEJI0

- IIpesunenrta PO

5. Bunpl penienuii, npuHUMaeMble KOHCTUTYLIMOHHBIM cyioM P® corsacHo 71 cratee OK3 Nel
o1 27.07.1994:

- IOCTAHOBJICHUS

- IPUTOBOPBI

- 3aKJIIOYECHUs

- olpeieNeHus

- pacropspKeHUs

6. Buabl 1okyMeHTOB, OTHOCsIIMECS K pemeHusM KoncrurynumonHoro cyga PO
- IPUTOBOPHI

- TIOCTaHOBJICHUS

- IPOTOKOJIbI

- 3aKJIIOYCHUS

7. IIponieccyanpHble JOKYMEHTHI IO YTOJIOBHBIM JI€IaM:

- ICKOBBIE 3asIBJICHUS

- IOKYMCHTBI, B KOTOPBIX 3aKPCIIIAOTCA pCHICHUA OPraHOB, BEAYIIUX YTOJIOBHOC
CYJOIIPOU3BOJCTBO

- UCITOJTHUTCJIBbHBIC JINCTHI U CYI[€6HBIC IMPHUKAa3bL

- TOKYMEHTBI, B KOTOPBIX 3aKPEIUISIIOTCS X0 U PE3YJIbTAaThl YTOJIOBHO-IIPOLECCYATIbHOU
ACATCIIBHOCTH YU BO3HUKAIOIIHE B XOJZI€ U 10 IMTOBOAY STOH ACATCIIBHOCTH ITPAaBOOTHOUICHU A, a
Takxke (PUKcupyercs coOII0IeHUEe MTPaB U 3aKOHHBIX UHTEPECOB JIMYHOCTH B YTOJIOBHOM
nporecce

8. Pemienns KC P® npunumarores .. .:

- 3aKPBITHIM F'OJIOCOBAaHUEM

- OTKPBITBIM 'OJIOCOBAaHUEM ITYTEM IOUMEHHOTO OIIpOca CyAeH

- KaK OTKPBITBIM, TaK U 3aKPbITHIM TOJIOCOBAaHHEM

- €IMHOJINYHO TIPEJICEIATENbCTBYIONNM CYIbEN 0€3 TOI0COBaHUS

9. CBCI[CHI/IH, KOTOPLIC BXOJAT B MPOUECCYAIIbHBIC NOKYMCHTEI, OIIPCACIIAOIIUC ITPAaBOBOC
IMMOJIOKCHHUE YHACTHHUKOB ITPOU3BOJACTBA B 3aBUCUMOCTH OT XapaKTEpa UX JCATCIbHOCTH B
Mponecce 1 y4acTus B IMPOLCCCC TOKA3bIBAHUA:

- CBeI[eHI/IH, OTHOCAIIHUECA K COCTABJICHHUIO ITPOLECCYATIBHOT'O TOKYMCHTA

- CBCI[CHI/U{, CBSI3aHHBIE C OOeCIIeUeHUEM IpaBa Ha 3alllUTy U CBCACHUSA O JIMLAX, B OTHOIICHUU



KOTOPBIX COBEPILIEHBI OIIPEIETICHHBIE IPOLIECCYAIbHBIE AEHCTBUS

- CBenieHus1, OTHOCSIINECS K IPEIMETY JOKa3bIBaHUs, XapaKTEPU3YIOLIUE MAaTEPUAIBHO-
NIPaBOBBIE HJIU MPOLIECCYATbHbIE (DAKThI

- Bce BbIIEnIEpEeYNCIIEHHBIE CBEICHUS

10. Cyn oOmiedt FopUCAMKIINY TPUHUMAET UCKOBOE 3asIBJICHHE ... :

- IPU COOJIIOJICHUHU YCTAHOBIIEHHBIX 3aKOHOM TpeOOoBaHUM K (hOpMe U COJCPIKAHUIO 3asIBIICHUS
- €CJTU ICJIO HE TOIJICKHUT PACCMOTPEHHIO B IPAXKIAHCKOM CYAOIPOU3BOJICTBE

- €CJIU B 3asIBJICHUU, TIOJIAHHOM OT CBOETO UMEHH, OCIIAPUBAIOTCS aKThl, KOTOPBIC HE
3aTparuBaroT MpaBa, CBOOOIbI UM 3aKOHHBIE HHTEPECHI 3asIBUTEIS

- ©CJI UIMEETCSI CTaBIIIee 00S3aTENLHBIM ISl CTOPOH ¥ MPUHSTOE TI0 CIIOPY MEXKIY TEMH JKe
CTOPOHAMH, O TOM XK€ MPEIMETEe U TI0 TEM K€ OCHOBAHUSM PEIICHUE TPETEHCKOTro cyaa

11. JIOKYMEHTBI, OTHOCSIIIHECS K MPakIaHCKHM ITPOIECCYaTbHbIM:
- HCKOBOE 3asiBJICHUE

- 3aKJIIOUYEHHE

- KaccalMoHHas xaaoba

- IPOTOKOJI OCMOTpa

12. XKanoba, koTopas nmoga€rcs Ha y»Ke BCTYIUBIIIEE B 3aKOHHYIO CHITY PEIlICHHE Cya,
Ha3bIBACTCS:

- aneJUIAIOHHAS

- Ha/I30pHAs

- KaccalMoHHas

13. Buapl UCTIONHUTENBHBIX TOKYMEHTOB 110 TPKIAHCKUM JIETIaM:
- IOCTaHOBJICHUS CY/ICOHBIX MTPUCTABOB

- cy/ieOHBIE peleHus

- UCTIOJTHUTEJIbHBIE JTUCTHI

- cy/1eOHBIE TPUKA3bI

14. K 3akmouenusim KC P® otnocsTes ...

- nrorosele pemeHuss KC PO 1o Bonpocy 0 pa3pelieHuu crnopa 0 KOMIIETEHIIUN MEXTY
opraHamiu rocyaapctseHHoi Binactu P® u opranamu rocynapcTBeHHOM Biactu cyobexta PO no
CYyILIECTBY

- pemienuss KC PO no Bonpocy 0 npoBepke KOHCTUTYILIMOHHOCTH HE BCTYIHUBILIUX B 3aKOHHYIO
CUJIy MEXIYHAPOAHBIX JOTOBOPOB

- utorossie pemienuss KC PO o cymiecTBy 3ampoca 0 COOMI0IEHUN YCTAaHOBIIEHHOTO MOPSAKA
BbIJIBIKEeHUs1 00BUHeHus [Ipesunenty PO B rocynapcTBeHHON N3MEHe MM COBEPIIEHUN MHOTO
TSYKKOTO MPECTYIUICHUS

- pemenust KC P® 1o cymiecTBy 3ampoca cyZioB O MPOBEPKE KOHCTUTYIITMOHHOCTH 3aKOHa,
IIPUMEHEHHOTO UM MOJUJIEKALEr0 IPUMEHEHHUIO B KOHKPETHOM JIEIE

15. CocTaBHbIe YacTu CyZ€OHOTO PELICHUS:
- BBOJHAs

- onMcareabHas

- MOTUBUPOBOYHAS

- PE30JIIOTUBHAS

- 3aKJIIOUYUTEIbHAS

- OCHOBHas

- coziep)KaTebHas



16. B cityuae Hecobmonenus TpedoBanmii ct.131, 132 I'TIK P® x ¢opme u conepkaHuio UCKa :
- Cy/I OCTaBIISICT UCKOBOE 3asiBICHHE 0€3 ABMKCHUS

- CyJl OTKa3bIBaeT B MPUHATHHA UCKOBOT'O 3asIBICHUS

- ICKOBOE 3asIBJICHHE TIPUHUMAETCS

-HCKOBOE 3as1BJICHUE BO3BPAILACTCS

17. CynebHoe peleHrue MOXHO MOAPA3ISIUTh Ha ... COCTABHBIC YaCTH.
[IpaBuiIbHBIN OTBET —

18. Bunp! pemeHuii cy10B 00IIeH FOPUCIUKITUHN 10 TPAKIAHCKUM JICJIaM:
- 3aKIIFOYCHHS

- CyZIcOHBIC TTPUKA3BI

- YCIIOJIHUTEJIbHBIE JTUCTHI

- CyZcOHbBIC PEIICHHS

19. UckoBoe 3asiBiIeHHE — 3TO...

- BHEIIH:A (hOopMa BhIPAKCHHS HCKa

- TOKYMEHT, COJIepKaIiuii TpeOOBaHUs, IPEAbSBIIIEMbIE UCTLIOM B CYI€OHOM MOPSIIKE, U
BBITEKAIONIME U3 MIPUHAJICIKAIIETO UCTILY ITPaBa B CHITYy JOTOBOPA WM IO MHBIM OCHOBaHUSIM,
NPEeNYCMOTPEHHBIM B 3aKOHE

- BJIACTHO-PACIIOPSAUTEIBHBIN TOKYMCHT

- HH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIN JOKYyMEHT

20. ITocranosnenue KC P® o npuzHaHuu akTa HEKOHCTUTYLIUOHHBIM ...

- 001a1aeT IOPUANYECKON CHUIION, KOTOpast MOKET ObITh IPEO0J10JIeHa TOJIBKO TOBTOPHBIM
IIPUHATUEM ITOTO K€ aKTa

- 001a1aeT IOpUINYECKOI CUIION, KOTOpasi He MOXKET ObITh ITPE0A0JIEHA TOBTOPHBIM NIPUHITHEM
3TOrO XK€ aKTa

- He 00J1a/1aeT IOPUANYECKON CHITON

- 00J1a1aeT IOPUANYECKOI CUITOM, KOTOpasi MOXKeT ObITh OTMEHeHa ykazoM lIpe3unenta PO

Tect no gucuuninHe: «/JoKymMeHTalMOHHOe o0ecnieyeHne IOPUINYECKON 1esiTeIbHOCTH
Bapmuanr 2

1. Pemrenust mo genam 00 aAMHUHUCTPATUBHBIX TPABOHAPYIIIEHUSX BHIHOCITCS B hopMe:
- TIOCTaHOBJICHU U

- OIpeIETCHUI

- IPUKA30B

- pacnopsKeHU N

2. Cyn BO3BpamaeT MCKOBOE 3asIBJICHHUE, €CIIH ...:

- JIEJI0 HETIOACY/THO TAHHOMY CYZly

- JIeJI0 HE TIOJICKUT PACCMOTPEHHUIO B TPAKTAHCKOM CYIOTTPOU3BOCTBE

- ICKOBOE 3asgBJICHHUE HE MOAINCAHO UCTIIOM/ IMOAIMKUCAHO U IIOJAHO JIUIIOM, HE HMEIOIIUM
HOJ'IHOMO'—II/II\/'I Ha €ro nmoAInncCaHuec n Hpejl’BleJ'IeHI/Ie B CYJI

- JIEJIO HE MOJIEKUT PACCMOTPEHHUIO B TPAXKIAHCKOM CYIOMPOU3BOJICTBE

3. Pemenus B xoze CyaeOHOM CTaIuu yrOJIOBHOTO Mpoliecca GUKCUPYIOTCS B BUJE ...
- IPUTOBOPOB

- IPUKa30B

- IOCTaHOBJIEHUM

- 3aKJIFOYEHHI



4. Ocobennoctu pemienuit KC P®:

- HEMOCPEACTBEHHOE JIENCTBUE

- OKOHYATEIBHOCTH (HE MOJIEKAT 00KATIOBAHUIO)

- BCTYIICHUE B CHITY TOJIBKO MOCJIE MTOATBEPKICHUS APYTUMU OPTaHaMU U I0JKHOCTHBIMU
TUIAMHU

- MHOTOCTYIIEHYATHII MpoIecC MPUHITUS

5. Kakue U3 HUKETepeuncICHHBIX BApUaHTOB HE OTHOCSTCS K BUIAM MPOIECCyaTbHBIX
JIOKYMEHTOB T10 YTOJIOBHBIM JICJIaM:

- PacCIUCKH, MOAINUCKH, 3aIPOCHI, TOBECTKH H T.JI.

- UCIIOJIHUTCIIbHBIC JIUCTHI U Cy,[[€6HBIe IMPHUKAa3bL

- JOKYMEHTBI, B KOTOPBIX 3aKPEILISIOTCS PEIICHIS OPTaHOB, BEYIINX YrOJIOBHOE
CYIOTIPOU3BOJICTBO

- IOKYMEHTBI, B KOTOPBIX 3aKPEIUISIOTCS X0/ M PE3YJIBTAThl YTrOJIOBHO-TIPOLIECCYATBHOM
ACATCIIBHOCTH U BO3HUKAIOIIHEC B XOZC U 110 IMTOBOAY 3TOU ACATCIIBHOCTH ITPAaBOOTHOUICHU A, a
Takxke (QUKCUpyeTCs COONIOICHUE MTPAB U 3aKOHHBIX UHTEPECOB JINYHOCTU B YTOJIOBHOM
nporecce

6. Onpenenennst KC PO ...

- M3JIararoTCsl B BUJIE OTICIbHBIX IOKYMEHTOB

- OTJIAIIAIOTCA B 3aCEIaHUU

- OTJIAIIAIOTCA B 3aCEIaHUU U 3aHOCATCS B MIPOTOKOJ, €CITM MHOE HE YCTAHOBJICHO 3aKOHOM WIIU
pemienuem KC P®

- OTJIAIIAIOTCA B 3aCE€JaHUU M 3aHOCATCS B IPOTOKOT

7. Buzipl akTOB 110 /1e1aM 00 aIMUHUCTPATUBHBIX MMPABOHAPYIICHHSX:

- aKTbl, HOCSIIME IOPUINYECKH PE3YJIbTaTUBHBIN XapaKTep, BIUAIOIINN Ha IBUKEHUE JIea U
IIPaBOBOM CTaTyC y4aCTHUKOB IIPOU3BOJCTBA

- AKTBI, OIIPEIEIISAIONINE TPABOBOE MOJOKEHNE YYACTHUKOB MPOU3BOJICTBA MO AejaM 00
aIMUHUCTPATUBHBIX IIPABOHAPYIIECHUAX

- aKThl, IPUHUMAEMBIE TI0 3alIpOcaM OPraHOB rOCYIapCTBEHHON CITY>KObI 1 MECTHOTO
CaMOYIIPABJICHUS

- aKThl, IPUHUMAaEMBbI€ 110 Kajo0aM Ha MOCTAHOBJIEHUS 110 Jiei1aM 00 aIMUHUCTPAaTHBHOM
IIpaBOHAPYLICHUU

8. HacTu MpoTOKOJIA CIIEICTBEHHOTO JIEHCTBUS B YTOJIOBHOM IIPOLIECCE:
- MOTUBUPOBOYHAS

- PE30JIIOTUBHAS

- BBOJIHAs

- onucareabHas

- 3aKJTFOYHUTEThHAS

- OCHOBHas

9. TpC6OBaHI/I$I, MMPEABABIACMBIC K ITPOLCCCYAIIbHBIM JOKYMCHTAM!
- 3aKOHHOCTBH

- CBOCBPCMCHHOCTD

- TOYHOCTb

- ICHOCTb

- MHAUBUIYAJIbHOCTDb

10. ITocne Toro, Kak akT NPU3HAH HE COOTBETCTBYIOIIUM, U IpoTUBOpedauM Koncturynuum
POD:



- aKT IIPUOCTAHABIIMBAET CBOE JCHUCTBUE

- aKT IPOJOJDKACT JEHMCTBOBATH JJO IPUHATHS HOBOT'O AKTA, PETYJIUPYIOLIETrO TE Ke
OOLIECTBEHHBIE OTHOILICHUS

- aKT yTPa4MBaeT CBOIO CUILY

- aKT MOJJIEKUT [IEPECMOTPY B TOM 4aCTH, KOTOPasi MOXKET IIPUBECTH K HAPYLIECHUIO IIPaB U
cBOOOJI INYHOCTHU

11. Tumsl nporeccyalbHbIX JOKYMEHTOB 110 CYOBEKTY COCTABIICHUS:

- TOKYMEHTBI, COCTABIISIEMbIC ITPH OKOHYAHHUH MTPEIBAPUTEILHOTO paccienoBanus Y /|

- TOKYMEHTBI, COCTABJIIEMbIC KOMIIETCHTHBIMU TOCYIAPCTBEHHBIMU OPTaHaMHU U JIOJDKHOCTHBIMHU
JUALIAMU

- TIOKYMEHTBI, COCTABIIIEMbIC POYUMHU YIaCTHHKAMHM CYIOIPOU3BOJICTBA

XOJaTalCTBa, KaI00bl, 3asIBJICHUS

12. Ecnu He cobOmioieH ycTaHOBIIEHHBI D3 UM MpeyCMOTPEHHBIN JOTOBOPOM CTOPOH
JOCYAEOHBIN MOPSIIOK YPETYIUPOBAHHUS CTIOPA WM MCTELl HE MPEACTaBUI TOKYMEHTHI,
MOJTBEPKIAIOIINE COOJIIOICHHE TAKOTO MOPSAKA, TO UCKOBOE 3asIBICHUE:

- IOJVIEKUT BO3BPATY 3asIBUTEIIO

- OCTaBJISIFOT O€3 JIBHKCHHS

- HE MOJUIEKUT BO3BPATY 3asIBUTENIO, HAIPSMYIO IIepe1a€Tcs B COOTBETCTBYIOIIMM Cy/I

- IPUHUMAIOT U BO30YKJAIOT AEJI0

13. Koncrurynuonssiii ¢y PO npuHuMaer cBOU pelieHus .. .:

- TOJIbKO Ha IJICHAPHOM 3acelaHUH

- KaK Ha IJIEHApHOM 3ace/laHuM, TaK 1 Ha 3aCeJaHUU NaJlaThl

- TOJIbKO Ha 3aCE/laHUH [aJIaThl

- B JIBa JTarna: CHayaJla Ha 3aceJaHuu NajaThl, a 3aTeM Ha IJIEHApHOM 3ace/1aHuu

14. ®yHK1IMHU NpoLecCyalbHbIX JOKYMEHTOB:

- OCYIIECTBJIEHHE POBEPKH 3aKOHHOCTH ¥ 0OOCHOBAaHHOCTH JIESITEIbHOCTH MPOLECCYaTbHBIX
OpPraHOB U UX pELIeHUH

- (huKcUpoBaHME U COXpaHEHHE HH(OPMAIK BHE 3aBUCIMOCTH OT HOCUTEIEH

- (hopMupoOBaHHE €IMHOO0Opa3Us MPOLIECCYANBbHOM JesITeNbHOCTH Ha Beelt Tepputopun PO

- obecrieueHne HaJIeKaIIelH OXpaHbl IPAB U 3aKOHHBIX HHTEPECOB JJMYHOCTH B XOJI€
CYZAONpPOU3BOJICTBA

- obecrieyeHre KOH(PUIEHIIMAIBHOCTH Co/iep Kalleicsl B HUX HH(pOpMaluu

15. Cirydaun, koraa cy/1 BO3BpaIllaeT MCKOBOE 3asiBJICHUE:

- ICKOBOE 3asBJICHHE MOIaHO HEIeeCIIOCOOHBIM JIUIIOM

B IIPOM3BO/JICTBE 3TOT0, IPYrOro WIK TPETEUCKOro Cy1a UMEETCS JIE0 MO CIIOPY MEXKAY TEMU K€
CTOPOHAMH, O TOM XK€ TMPEIMETE U TIO TEM K€ OCHOBAHUSM

- B 3a5BJICHUH, NTIOJAHHOM OT CBOETO UMEHH, OCIIAPUBAIOTCS AKThI, KOTOPBIE HE 3aTParuBaloT
ImpaBa, CBO60)II)I HJIN 3aKOHHBIC MHTCPECHI 3asIBUTCIIA

- He COOJTIO/IeH ycTaHOBICHHBINH D3 WK MpeIyCMOTPEHHBIN T0TOBOPOM CTOPOH J0CYEOHBII
MOPAAOK YpEryJIupOBaHUs CIiopa / HUCTCH HE NPCACTAaBUII JOKYMCHTBI, IIOATBCPKIAAIOIINEC
coOJII0ZICHHE TaKOTO MOPsIKa

16. BapuaHT JOKYMEHTOB, HE OTHOCSIIIUXCS K BUAAM PEIICHUN CY0B 00IIel IOPUCAUKITUH 110
TPaXKTAHCKUM JICITaM:

- OTIpeIeIIeHUS

- CyZIcOHBIC TTPUKA3BI



- UCIIOJIHUTCIIbHBIC JIUCTHI
- CyZIcOHbBIC PEIICHHS

17. Bugel pemiennit KC P®, koTopblie ABISIOTCS UTOTOBBIMMU:
- OIPEJEIICHUS

- ONpEIEIICHUS U 3aKIIIOYCHUS

- IOCTAHOBJICHUS

- 3aKJTIOYCHUS

18. Ecnu 1e110 HENOACYTHO JAHHOMY CY1ly, TO HUCKOBOE 3asIBJICHUE ...:

- TIOJJIC’KUT BO3BPATY 3asIBUTEIIO

- OCTaBIIAIOT 0€3 ABUKCHUS

- HE MOJUICKUT BO3BPATY 3asIBUTENIO, HAIPSIMYIO NIEpe1aéTcs B COOTBETCTBYIOIIUN CY/T
- BCE paBHO MIPUHUMAETCS

19. IlponeccyasibHblE TOKYMEHTBI — 3TO ...:

- 0c00ast KaTeropusi MUCbMEHHBIX JOKYMEHTOB, (DUKCUPYIOIIMX XOJ M PE3YIbTAThI JCSITCIBHOCTH
OpraHOB U JOJDKHOCTHBIX JIMII, OCYHIECTBIISIOMINX TPaXIaHCKOE, apOUTPaKHOE, YTOJIOBHOE,
KOHCTUTYITMOHHOE CYJOMPOU3BOICTBO

- mo0as puKcupyemas U coxpaHseMasi HHGOpMaIusl BHE 3aBUCUMOCTH OT HOCHUTEJIEH U criocoda
BBIPKEHUS COJICPIKAHUS

- 0c00ast KaTeropusi MUCbMEHHBIX JOKYMEHTOB, KOTOPAst CIIY>KUT OCHOBHBIM CPEJICTBOM
3arevaTIICHus, Iepejaui U COXPAHEHUS MHTEIUICKTYalIbHOU JCATEIbHOCTH YEIOBEKa

- CPEICTBO OCYIIECTBIICHHS MTPOIECCOB YIPABICHUS COLUAITBHO-KOHOMUYECKOH KU3HBIO
oOmrecTBa

20. IIpoTOKOH CIEACTBEHHOTO AEUCTBHS B YTOJIOBHOM IIPOLIECCE COCTOUT M3 ... YACTEH.
IIpaBUIBHBIN OTBET —

Tect no gucuuminHe: «/oKymMeHTalMOHHOe o0eclieyeHne IOPUINYECKON 1esiTeIbHOCTH
BapuanTt 31. O6mmue TpeOoBaHus, IpeAbIBIseMbIE K IPOLECCYaTbHBIM JTOKYMEHTaM:

- 3aKOHHOCTh

- BU3UPOBaHUE

- ICTUHHOCTh

- UHAMBU/YaIbHOCTh

2. Cyn oTKa3bIBaeT B IPUHATUN UCKOBOTO 3asIBJICHUSI, €CIH ...:

- ICKOBOE 3asBJICHUE MOAAHO HEAEeCOCOOHBIM JIULIOM

- B 3asIBJICHUH, TIOJJAHHOM OT CBOET0 MMEHM, OCIIAPUBAIOTCA aKThl, KOTOPbIE HE 3aTParuBaroT
npaBa, CBOOOIbI UM 3aKOHHBIE HHTEPECHI 3asiBUTEIIS

- B [IPOU3BOJICTBE ITOT'0, APYTOro UM TPETEHCKOro cyia UMEETCs AeIIO MO CIOopYy MEXAy TEMU
K€ CTOPOHAMH, O TOM K€ IPEAMETE U IO TEM K€ OCHOBAHUAM

- He co0IIo/ieH ycTaHoBIeHHbIN D3 WM mpeycCMOTPEHHBIH 10TOBOPOM CTOPOH J10CYIEOHBIN
HOPSIOK YPETYIUPOBAHUS CIIOpa / UCTEL He MPEJICTaBUI IOKYMEHTHI, TOATBEPKAAI0IIIE
COOJTI0ICHHE TaKOTO TIOPSIIKA

- BCE YTBEPKACHUS BEPHBI

3. Tumsl mporeccyaabHBIX JOKYMEHTOB 110 CYOBEKTY COCTABJICHUS:

- TOKYMEHTBI, COCTaBJIsIEMbIE TP OKOHYAHWUH MTPEABAPUTEIIBHOTO paccieroBanus Y /[

- TOKYMEHTbI KOHCTUTYLIMOHHOI'O CYOIIPOU3BOCTBA

- TOKYMEHTBI, COCTaBISIEMbIE KOMIIETEHTHBIMHU TOCY1ApCTBEHHBIMA OPTaHAMHM M JIOJDKHOCTHBIMHU



I aMu
- JOKYMEHTBI, COCTABIIIEMBIE POUYNMHU YYACTHUKAMH CYAOTTPOU3BO/ICTBA

4. Pemenue cyzia BBIHOCUTCS OT HUMCHH ...:
- CyJla, BBIHECILIETO PEIICHUE 10 JIeTy

- Poccuiickoit @enepanuu

- CY/IbH, BBIHECIIIETO PELICHUE 10 JCTy

- [Ipe3unenta PO

5. OcobenHoctH, He oTHOCsmHMECs K pemenusim KC PO:

- OKOHYATEIBHEI

- IOJIEKAT 00KAJIOBAHUIO

- TpeOyeT MOATBEPKACHHUS IPYTUMU OpraHaMU U JTOJDKHOCTHBIMHU JIMLIAMU
- BCTYIAIOT B CHJTY HEMEIJICHHO MOCTIE UX MPOBO3IIIAICHHUS

6. JIOKyMEHTBI, HE OTHOCSALIUECS K BIACTHO-PACIOPSAIUTENbHBIM:

- OOBHHUTEbHBIE 3aKIFOUEHHS U IPOTOKOJIBI JOCY€OHOM MOrOTOBKH MaTepHaioB YTOJIOBHOI'O
nena

- aNeJUISILIMOHHBIE U KaCCAllMOHHBIE Kal00bl

- IPUTOBOPBI U ONPEEIICHUS CYI0B

- IPOTOKOJIBI CIEJICTBEHHBIX U CY/1€OHBIX AEHCTBUI

7. K utoroeim pemienusiMm KC P® otHocsTCS ...
- IOCTAHOBJICHUS

- OIpeaeIIeHUs

- 3aKJIFOYEHUS

- IPUTOBOPHI

8. JIOKyMeHTHI, KOTOPBIE HE BO BCEX CIy4yasX HEOOXOAUMO MPUKIIAABIBATH K HCKOBOMY
3asIBIICHUIO:

- TOKYMEHTBI, TOATBEPKAA0IINEe O0CTOATEIhCTBA, HA KOTOPBIX HCTEIl OCHOBLIBAET CBOU
TpeboBaHUS

- KOIKS UCKOBOTO 3asIBJICHHS C KOMUSMHU BCEX IOKYMEHTOB, KOTOPBIE MPUIIAraloTcs K UCKY, B
COOTBETCTBUH C KOJIMYCCTBOM OTBCTUMKOB U TPECTHUX JINI] (C LCJIBIO HAITPABJICHUA CYAOM KOIINH
3asIBJICHUS BCEM yYaCTHUKaM Jenia)

- HIOBCPCHHOCTDb HJIN HHOU JOKYMCHT, HOI[TBep)K)IaIOHII/Iﬁ IMMOJIHOMOYHA MPEACTABUTEIIA HCTHA

- TOKYMEHTBI, TOATBEPKAA0IINE YIIIATy TOCYIapCTBEHHOMN MOIUIUHBI B YCTAaHOBIEHHOM
MOPSIITKE U pa3Mepax

9. ®opMBbl BEIHECEHUSI pEILIEHHS 10 Jies1aM 00 aJMUHUCTPAaTUBHBIX TPABOHAPYUICHUSAX:
- IOCTAHOBJICHHE

- pacropsbKeHue

- IpUKa3

- OlIpezieNIeHue

10. 3akmrouenus Koncrurynunonsoro cyna PO —sto ...:

- utorossie pemeruss KC PO o cymiecTBy 3ampoca 0 COOII0IEHUN YCTAaHOBJICHHOTO TIOPSIKA
BbIJIBIKEeHUs1 00BUHeHus [Ipesnnenty PO B rocynapcTBeHHON M3MEHE WM COBEPIICHMH MHOT'O
TSYKKOTO MPECTYIUICHUS

- ntorossle pemeHuss KC PO no Bonpocy o0 pa3pelieHnu crnopa 0 KOMIETEHIIUN MEXTY
opraHamu rocyaapctBeHHoi Binactu P® u opranamu rocynapcrBeHHO# BiacTu cyobekra PO o

CYIIECTBY



- pemierns KC P® no cymiecTBy *ano0bl Ha HapyIIEHWE KOHCTUTYIIMOHHBIX MTPaB U CBOOO/]
rpakJIaH

- perienust KC P® o cymiecTBy 3ampoca CyZoB O MIPOBEPKE KOHCTUTYIIMOHHOCTH 3aKOHa,
MPUMEHEHHOTO WM MOJJIEKAIEr0 IPUMEHEHHUIO B KOHKPETHOM JIEIe

11. B cyuae nHecobmoaenus tpedoBanuii cr.131, 132 I'TIK P® k dhopme u copepkaHUIO UCKa:
- ICKOBOE 3as1BJICHUE MPUHUMAETCSA

- CyJl OTKAa3bIBAET B MPUHSATUU UCKOBOTO 3asIBICHUS

- CyJl OCTaBJISIET UCKOBOE 3asiBJICHHUE 0€3 JBIKECHUS

- ICKOBOE 3asiBJICHHE BO3BPAIIACTCS

12. BuJipl HCTIOTHUTENBHBIX JIOKYMEHTOB 10 TPAXKIAHCKUM Jeam
cyneOHbIe IPUKA3bI

VCTIOJTHUTENBHBIC JIUCTHI

cyneOHbIe pelIeHus

HIOCTAHOBJICHUS CYJCOHBIX ITPUCTABOB

13. Ciiydau, B KOTOPBIX CYyJl OTKa3bIBA€T B MPUHSITHH UCKOBOTO 3asIBICHHUS:

- IpU COOJIIOJIEHUU YCTAaHOBIIEHHBIX 3aKOHOM TpeOoBaHuUM K hopMe U COJEP>KAHUIO 3asIBICHUS
- ICKOBOE 3asiBJICHHE M10AaH0 0e3 cobtonenus Tpedbosanuil YIIK PD

-B 3asBJICHHUH, MTOJIAHHOM OT CBOET'O UMEHU, OCIIAPUBAIOTCS aKThI, KOTOPHIE HE 3aTPAaruBarOT
npasa, CBOOObI WIIM 3aKOHHBIE MHTEPECHI 3asBUTES

-MeeTCs CTaBIIee 00s3aTeNbHBIM ISl CTOPOH U MPUHSTOE IO CIIOPY MEKIY TEMU Ke
CTOPOHAMH, O TOM K€ IPEMETE U IO TEM K€ OCHOBAHUSM PEILIEHUE TPETEHCKOro cyaa

14. JlokyMeHTbI, KOTOpPbIE BCETAa HEOOX0AUMO MPUKJIIAJbIBATh K HCKOBOMY 3asIBJICHUIO:

- BOJUTEIBCKOE YOCTOBEPEHNE, TEXHUUECKHUH MTACIIOPT, CBUAETENLCTBO 0 peructpauuu TC

- KOIMS UICKOBOT'O 3asIBJICHUS C KOIUSAMH BCEX TOKYMEHTOB, KOTOPBIE IIPUJIAralOTCs K UCKY, B
COOTBETCTBUM C KOJINYECTBOM OTBETYMKOB M TPETHUX JIUII (C LIE€IbIO HAIIPABICHUS CYJJOM KOMMHA
3asBJICHHSI BCEM Y4aCTHHKaM JI€J1a)

- TOKYMEHTBI, IOATBEPKAAIOIINE YIIIaTy OCYJapCTBEHHOM MOIUIMHEI B YCTAHOBIEHHOM
MOPSIIKE U pa3Mepax

- TOBEPEHHOCTb WJIM MHON JOKYMEHT, ITOATBEPKAAIOIINMI [IOJTHOMOYUS NIPEACTABUTENS UCTLA

15. ’)KanoOsl1, mogaBaeMble Ha HE BCTYIHUBILEE B 3aKOHHYIO CUITY pPeIlleHre Cya:
- aleJuIsIIOHHas Kajto0a

- HaJ30pHas xanoba

- KaccallMoHHas kajJ00a

- MOJKeT OBbITh KakK anesuIsaluOHHasl, TaK U HaJ30pHas kanoba

16. Axtel, npusHanHble KC PD HenelcTBUTENBHBIMY . ..:

- YTPauMBarOT CBOIO CUILY

- IPUOCTaHABIMBAIOT CBOE JICHCTBHE

- IGWCTBYIOT TOJIBKO B TOW YaCTH, KOTOpasi HE HapyIIaeT 3aKOHHBIX MpaB U CBOOO/ YeJIOBEKa U
rpakJJaHWHA

- IPOAOJIKAIOT BPEMEHHO JEWCTBOBATH 10 IMPUHATHUS HOBOI'O aHAJIOTUYHOIO aKTa,
cootBercTBytolero Kouncrurynuu PO

17. Tunsl mpoueccyaabHbIX JOKYMEHTOB 110 XapaKTePy
- TOKYMEHTBI, 3aKPEIUISIOIIMNE X0 U PE3YIBTATHI IPOLECCYATbHbBIX AEHCTBUI
- OIIPE/ICNICHUs U IOCTAHOBJIEHUS CyJla



- IOKYMEHTBI HH(OPMAIIMOHHO-YIOCTOBEPUTEIBHOTO XapaKTepa
- TOKYMEHTBI BJIACTHO-PACIOPSAUTEIBLHOTO XapaKTepa

18. Pemienus KC P® npunumarores ...:

- B /IBa 3Talla: CHa4aja Ha 3ace/laHuy NaJIaThl, a 3aTEM Ha IIJICHApPHOM 3ace/laHnuu
- TOJIKO Ha TUIEHAPHOM 3aceaHuU

- TOJIBKO Ha 3aCE€aHNUHU NAJIaThl

- KaK Ha IJICHApPHOM 3aCe/IaHuu, TaK U Ha 3aCeJaHHH MajaThl

19. UckoBoe 3asBiIeHNE — 3TO...

- BHEIITHSS1 (hOpMa BBIPAKCHHSI HCKA

- IOKYMEHT, COJIep Kalllnii TpeOOBaHUS, IPEABIBIIEMbIC UCTIIOM B Cy1I€0HOM TOPSIJIKE, U
BBITEKAIONINE U3 TPUHAIICHKAIIETO UCTILY IpaBa B CHILY JJOTOBOPA MJIU IO MHBIM OCHOBAHUSIM,
MIPETYCMOTPEHHBIM B 3aKOHE

- BJIACTHO-PACTIOPSAIUTEIbHBIA TOKYMEHT

- UH(OPMALIMOHHO-KOMMYHUKAITIOHHBIN IOKYyMEHT

20. ®yHKUIMY TpOLECCYaTbHBIX TIOKYMEHTOB:

- OCYILIECTBJIEHUE ITPOBEPKHU 3aKOHHOCTU U 0OOCHOBAaHHOCTH JESTEIbHOCTH MPOILIECCYaTbHBIX
OpPraHOB U UX pELICHUN

- (huKCcHUpOBaHMUE U COXpaHEHUE MH(OpMAIMK BHE 3aBUCMOCTH OT HOCUTEINEH

- opMupoBaHue eAMHOOOPA3US MIPOLIECCYATBHOMN IEITEIbHOCTH Ha Beel Tepputopuu PO

- o0ecrieueHue Ha/IeKalleld OXpaHbl IPaB U 3aKOHHBIX MHTEPECOB JIMYHOCTH B XOJI€
CyZIOIIPOU3BOJICTBA

- o0ecrnieyeHre KOH(PHUIESHIIMATBLHOCTH CoJleprKallieiicsi B HUX HHpopMaluu

7.3.2.3anaHus 119 OLeHKH YMEeHHUil
B kauectBe (OHIOB OLIGHOYHBIX CPEACTB JJI OLIEHKM YMEHUH oOyuaromerocs
UCTIONB3YIOTCS 3aJlaHUs, PEKOMEH/IOBAaHHBIE JIJISI BBITTOJIHEHHSI B 9aChl CAMOCTOSITETBHON paObOThI
(pazmen 6.2.)

7.3.3.3apanus 11l OlIeHKU HABBIKOB, BJIAJ€HUH, ONBITA AeSITeJIbHOCTH

B kauectBe (i)OH}IOB OLCHOYHBIX CPEACTB MOJId OLCHKKW HABLIKOB, BJ'I&JIGHI/Iﬁ, OIIbITA
JESTENIbHOCTH O0YUaloIEerocsi UCIONb3yIOTC 3aJaHusl, PEKOMEHIOBaHHbBIE ISl BHIMIOJTHEHUS B
Yackl CAMOCTOSITEILHOM paboThI (pazaen 6.2.)

8. MNEPEYEHb OCHOBHOWM W JONOJHUTEJIBHON YYEBHOM
JUTEPATYPBI, HEOBXOJAUMOM JJIsI OCBOEHMS JUCHUILJIAHBI
MOAYJIsA)

ITepeyeHb OCHOBHOM M JONOJTHUTEJBHOMH YUeOHOI JTUTEepaTypbl, HEOOXO0AUMOI IS
OCBOCHUS THCLHHUIINHBI

8.1. Ocnosnasa numepamypa
1.XabuOynuu A.I'., Mypcanumon K.P.
IIpaBoBoe obecnieyenue npodeccuoHanbHOM AedrenbHocTh: yueOHuk/ A.I'. XaOubynuH,
K.P. MypcaiiumoB. — M.: U/l «POPYM»: THOPA-M, 2014. — 336¢.: u.
2.PoxusatoBckas WM.P. JlokymeHTalimoHHOe oOecriedeHne [DIeKTpOHHBIH pecypc|
yuebHoe nocodue / U.P. PoxHsTOBCKAas. — DNEKTPOH.TEKCTOBbIE AaHHblE. — Cumdeponols:
YHUBEpCUTET SKOHOMUKHU U yrpasieHus, 2016. — 104 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/73265.html
8.2. /lononnumensnas numepamypa



http://www.iprbookshop.ru/73265.html

1. Hemumosa U.C. FOpunudeckas TexHuka [DNeKTpoHHBINA pecypc] : yuebnoe mocobue / U.C.
HeMmnmoBa. — ODJEKTPOH.TEKCTOBbIE OaHHbIE. — M. : BcepoccHilCKHil TrocynapCTBEHHbBIN
yauBepcuteT toctuimu (PIIA Muntocta Poccun), 2015. — 124 ¢. — 978-5-00094-153-9. —
Pexxum noctyna: http://www.iprbookshop.ru/43235.htmi
2. I'pankuna A.B. JlokymMeHTaIMOHHOE oOecrieueHre yrnpasieHus B opraHax ClieJICTBEHHOTO
komuteta Poccuiickoit deneparuu [DneKTpoHHBINA pecypc] : yueOHOe MocoOue sl CTYICHTOB
BY30B, o0yuaromuxcs o cnenuaibHocT «tOpucnpynenuus» / A.b. I'pankuna, A. K. CapkucsH.
— DnekTpoH.TekcToBbIe JanHbie. — M. : OHUTU-JAHA, 2015. — 167 ¢c. — 978-5-238-
02635-0. — Pexwum noctyna: http://www.iprbookshop. ru/34452.html

Ilepuoouueckue uzoanusn
VYuer Hanoru. [IpaBo.
Bectnuk Tam60Bckoro yHuBepcuTeTa. «I'yMaHUTapHbIE HAYKH.
Bectauk MockoBckoro ynusepcutera. Cepus «IIpaBoy.
3aKOH U Mpagso.
Bectaux MB/] Poccun.
['ocynmapcTBo U mpaso.
CoOpanue 3akoHO1aTeNIbCTBA PD.
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I/IHCprKTI/IBHO-MeTOI[I/I‘IeCKI/Ie AOKYMEHTDI

1. TocynapcTBeHHasl cucTeMa JJOKYMEHTALMOHHOro obecnieueHust ympasieHus. Oouue
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IOJIO>KEHUS.
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K [TOCTPOEHHIO, U3JI0KEHNIO, OOPMIIEHUIO U COIEPKAaHHUIO CTAaH/IapTOB.
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8. T'OCT P 51141-98 [lenonpou3BOACTBO U apXUBHOE J1€10. T€pMUHBI U ONPECTCHHS.
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nokymenrtanuu (OKY J[). — M.: I'occrangapt Poccun, 1995.

10. KanugukaoHHBIH CHPAaBOYHHUK JOJDKHOCTEH PYKOBOJHUTENCH, CIEIHAUCTOB WU
Apyrux ciayxammx. — M.: Muntpyzn PO, 1998.

11. TocynapcTBeHHast cucTteMa JOKYMEHTAI[MOHHOTO OO€cleyeHHs]  yIpaBlIeHUS.
OcHoBHble TIoJ0XkeHus. O0ue TpeOoBaHUs K JOKYMEHTaM M CIy:K0aM JTOKyMEHTAallHOHHOTO
obecrieuenus. — M.: BHUNJIA, 1991.

12. IlepeveHpb TUMOBBIX YIPaBIEHUYECKUX JTOKYMEHTOB, OOPa3YIOIIMXCS B ACATEIbHOCTU
OpraHm3aluii ¢ ykazaHueM cpokoB xpaHeHusi. — M., Pocapxus, BHUMJIA I, 2000

13. [IpumepHOE TIONOXKEHHE O TIOCTOSHHO JACHUCTBYIONIEH HKCHEPTHOH KOMHCCHH



opranusanuu. YTBepxkaeHo IIpukazom Pocapxusa o 19.01.1995 Ne2.

14. Ilpumepnoe monoxkeHnue o llenTpampHoit skcneptHO  kKomuccuu  (IIDK)
MHHUCTEpPCTBa, BenoMcTBa Poccuiickoin Penepauuu. YTBEpKICHO NpUKazoM PocapxuBa oT
17.03.1998 Ne 19.

9. IEPEYEHb PECYPCOB MH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM
CETH «<MHTEPHET», HEOBXOJIUMBIX /IUIsA OCBOEHUA JUCIHUIIJINHbI

1. DBCIPRbooks (AiilluApbykc) http://www.iprbookshop.ru

2. bubnmoTeka 3JeKTPOHHBIX PeCypcoB HcTopuieckoro ¢gaxynsrera MI'Y.

http://www.hist.msu.ru/ER/index.html -

3. Poccuiickas rocynapcTBeHHas myonuyHas oubanoreka http://elibrary.rsl.ru/

6. MudopmanmonHo-npaBoBoii mopran «["apant» www.garant.ru

7. Nudopmanmonno-npasopoii noptan «Koncynerantllirocy www.consultant.ru
8. MudopmarmonHo-npaBoBoi mopran «Komekc» www.kodeks.ru

9. Bonp1m0i1 FopUAMYECKH CIOBaph OHJIaiH Www.law-enc.net

10. FOpumnueckwii ciioBaps www.legaltterm.info

11. Caiir XXypHana poccuiickoro npasa www.norma-verlag.com

10. OBYYEHHE NHBAJINJIOB n JIMI C OI'PAHUYEHHBIMU
BO3MOXHOCTAMMH 310POBbA

N3yuenne ydeOHOM nuCHUIIIUHBI «/[oKyMeHTalMoHHOE oOecreueHne HOPUINYECKOn
JeSITeIbHOCTH» 00YYarOIUMUCS C OrPaHUUYEHHBIMH BO3MOXKHOCTSIMHU 3/10POBbsI OCYLIECTBISETCS
B cootBercTBUUC [Iprkazom MunucrepcrBa oopasoBanus u Hayku P® ot 9 Hoa0ps 2015 r Ne
1309 «O6 yrBepxknenuu Ilopsaka obecriedeHus] YCIOBHM JOCTYMHOCTH [UIsl WHBAIHUIIOB
00BEKTOB U MPEJOCTaBISEMBIX YCIYT B cpepe oOpa3oBaHHUA, a TaKkKe OKa3aHUS UM IPHU ITOM
HeoOXoauMol  momoum»,  «MeToAMYecKMMHU  PEKOMEHJAlUsSMU 10  OpraHu3aluu
0o0pa3oBaTeNbHOrO Tpolecca Uil MHBAIUAOB M JIML C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH
310pOBbsl B 00pa30BaTelbHBIX OPraHM3alMsSX BbICIIEro 00pa3oBaHUS, B TOM 4YHCIIE
OCHAIIIEHHOCTH 00pa3oBaTelbHOIO Mpolecca» MuHUCTepcTBa oOpa3oBaHusi M Hayku PD ot
08.04.2014r. Ne AK-44/058H, «IlonoxxeHuem o nopsjake oOy4eHHs! CTYJEHTOB — MHBAJIUJIOB U
JML] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbs», YTBEPKICHHBIM IPUKA30M pPEKTOpa OT 6
HOsiOpst 2015 roma Ne60/o, «IlonoxkeHueM o cCiyxOe MHKIIO3MBHOTO OOpa3oBaHUs U
ncuxonorundeckoi nomomm» AHO BO «Poccuiickuii HOBbIM yHUBEpCHTET» OT » OT 20 Mas 2016
roga Ne 187/o.

IIpenocraBiieHne crHenMaNbHBIX TEXHUYECKHX CPEICTB OOy4YeHMs KOJUIEKTHBHOTO U
WHAMBUAYAJIbHOTO TMOJIb30BaHUSA, MoaOOp © pa3paboTka yueOHBIX MaTepuanoB  JUIS
00y4aroImuxcsi ¢ OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3]I0POBbsI IPOU3BOAUTCS MPENOAABATEIIMU
C YY4E€TOM UX UHAMBUAYAJIbHBIX NMCUXO(PHU3UOJOTUYECKUX OCOOCHHOCTEH M CHEHU(pHUKU MpHemMa
nepeaayy yueOHoi nHdopMarum.

C olOyvarommMucs 0O WHIUBUAYAIbHOMY IUIaHY M UHAUBUAYAIBHOMY TIpaQuKy
IIPOBOASITCS] UHAUBUAYAJIbHBIE 3aHATUS U KOHCYJIBTALINH.

ABTOD (COCTaBUTEND):
Cr. nmpenonasarens Kpsksuna C.b.

«22» mapta 2018 r.
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AHHOTanus K pado4eil nporpaMMe y4eOHOM JMCIUIITHHbI
«JlokyMeHTaMOHHOE O0ecredeHue IOPUIANYECKOM 1eATeJTbHOCTH

eab u3ydeHHs TUCHUILUIMHBI - MPUOOpPETEHHWE 3HAHWUK M TPAKTUYECKUX HABBIKOB I10
OpraHu3aIu COo3/1aHusi U 000pOTa IOPUCAUKIIMOHHBIX JOKYMEHTOB U O Pa3BUTHHU IMPABOBOMU
nHpopmaTuzanuu B Poccum.

3agauyamMu  JIUCHUIUIMHBL  «JlOKyMEHTalMOHHOE  OOECICYCHHE  FOPHUINYCCKOM
JESATEeILHOCTHY SBIISIOTCS HM3yYEHHE OCHOB JOKYMEHTAI[MOHHBIX IPOIIECCOB B OOIIECTBE, B
cepe HOPMOTBOpPYECTBA M IPABOBOTO PETYIUPOBAHUS PA3NTHUHBIX OONAacTEd JEATEeIHHOCTH,
H3y4eHUE OCHOBHBIX CIIOCOOOB CO3JaHUS JOKYMEHTOB, B TOM YHCJIE HOPMAaTHBHO-IIPABOBBIX
aKTOB, PAacCMOTpEHHE MpoOieM YHUPUKANMA U CTAaHAAPTU3ANUUA JOKYMEHTOB W CHCTEM
JIOKYMEHTAIWH.

Coaep:kaHue JAMCUMIUVIMHBI. BBelgeHWe B JIOKYMEHTAIMOHHOE  OOECTICUeHUE
IOpUJINYECKON  JIeATeIbHOCTH. POJIb JOKYMEHTOB B pPa3IMYHBIX OO0JIACTAX JIESATEIbHOCTH
obmecrBa. IlonsTue ropuauueckoro JOKyMeHTa W ero Bujabl. HopmoTBopueckas u
MpaBONPUMEHUTENbHAS  JAesaTelnbHOCTh. HOpuauueckas TexHuka. (OCHOBHbIE  IpaBHIIa
opuandeckoro nucbMa. Omuoku B qokymenTtax. IOpumudeckue xoimm3uu. CyneOHbIe aKThl
TEXHHKA UX cocTaBieHus. Opranusanus JeJI0npou3BocTBa. JJokyMeHTO000pOT.

B pesynbrate OoCBOEHUS AMCHUIUIMHBI OOYYAIOIIMICS IO HAMPABJICHHUIO IMOJITOTOBKH
40.03.01 FOpucnpyneHus A0KEH OBIAAETh MpodeccnoHanbHON KOMIIETEHIIUEH — BIaJeHUEeM
HaBBIKAMHU TIOATOTOBKH IOPUANYCCKUX TOKyMeHTOB (IIK-T7).



