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1. HEJIb 1 3AJJAYA JUCIHUIIJIMHBI
Hean: sBusercs ¢GopMHpPOBaHHWE y CTYJACHTOB YMEHHH M HABBIKOB B 00JacTé
OpraHu3aIMy JIOKYMEHTHPOBAHUS YIPABICHUYCCKON NEATCIbHOCTH Ha TNPEINPHUATAA U B
OpraHu3aIu.
3agaun:
[ ] O3HAKOMUTH C I/ICTOpI/Ieﬁ paSBI/ITI/ISI CUCTCMBI I‘OCy,[[apCTBeHHOI‘O
JIEJIONPOU3BO/ICTBA;
® O03HAaKOMHTh CTYICHTOB C OCHOBHBIMH NPO(PECCHOHAIBHBIMUA TEPMHUHAMHU
JIOKYMEHTAITMOHHOTO 00ECIIeUCHUS YIIPABJICHHUS;
e cdopmMupoBaTh y CTYIECHTOB 3HAHUS HOPMATHBHO-TIPABOBON 0a3bl CHCTEMBI

HOY;
® JIOBECTHU 10 CTYACHTOB Tpe6OBaHI/I$I K O(bOpMJ'IeHI/IIO OCHOBHBIX BHJO0B
OpraHnu3allMOHHO - PpacClnopsAaUuTCIbHBIX, I/IH(bOpMaI_II/IOHHO-CHpaBO‘IHBIX n

JOKYMEHTOB I10 JUYHOMY COCTaBY;

2. MECTO JUCHUIIVIUHBI B CTPYKTYPE OOIl
«JloKyMeHTalMOHHOE ~O0ecleyeHue yIpaBieHUs» Kak y4yeOHas JAUCLUILIMHA
OTHOCHUTCS K LMKy oOLIenpoeCCHOHANbHBIX AUCLHUIIMH U COAEPKATEIbHO-METOINYECKU
B3aMMOCBsA3aHa ¢ TAKUMU IIpeaMeTaMu Kak «MeHeKMEHT», «AIMUHUCTPATUBHOE IIPABO».
SBnsercs mnpenmecTBYIOIEH Ui TakKMX JHCHMIUIMH Kak «TpynoBoe IpaBow,
«MyHUIIMTIAJIBHOE TIPaBO».

3. INTAHUPYEMBIE PE3YJIbTATBI OBYUEHMUS 110 JUCHUIITIMHE
[Ipouecc u3yueHuss AUCUMIUIMHBI HampaBlieH Ha (OPMUPOBAHUE CIETYIOIINUX
KOMIICTCHIIMI Y BBIMYCKHUKA CIEMUAILHOCTH [IpaBO OpraHu3aiuu COIHMAIHLHOTO
o0ecIrieueHust:

OK 1. IloHumars CyIHOCTb U COLIMATILHYIO 3HAUUMOCTh CBOEH Oynyiieil npodeccun,
IIPOSIBJIATH K HEW YCTOMYMBBINA MHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTb, UCXOAS U3 LIEJH U CIIOCOOOB €€
JOCTUKEHUS, ONIPEIETICHHBIX PYKOBOAUTEIIEM.

OK 3. IlpuHuMath pemieHust B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUsAX U HECTH
3a HUX OTBETCTBEHHOCTb.

OK 4. OcymectBnare nouck uHbopMmanuu, HeoOXomumon s 3((eKTHBHOrO
BBITMIOJTHEHUS TPOPECCUOHANBHBIX 3a/1a4, MPO(PECCHOHAIBHOTO U TIMYHOCTHOTO PAa3BUTHS.

OK 5. Hcnonb3oBate HMHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B
npohecCuOHATBHON e TENbHOCTH.

OK.8. CamocTosTenpHO ONpeAensaTh 3ajJjaud Mpo(ecCHOHATBHOIO M JIMYHOCTHOIO
pa3BUTHS, 3aHUMAThCA CaMOOOpa30BaHMEM, OCO3HAHHO IUJIAHUPOBATh  IOBBIIICHUE
KBaJTU(DUKALIH.

OK.9. OpueHTHpOBaTHCS B YCIOBUSAX MOCTOSIHHOTO U3MEHEHUS IIPaBOBOi 0a3bl.

IIK 1.1. OcymecTBnaTh npodeccnoHaIbHOe TOJIKOBAaHHE HOPMATHUBHBIX MPaBOBBIX
aKTOB JUISl peayii3aliy NpaB IpaxaaH B cepe NEeHCUOHHOro 00ecnedeHrs U COIMalbHOM
3aILUTHL.

IIK 1.2. OcymiecTBasTh OpueM IrpakAaH Mo BOIPOCaM MEHCUOHHOTO 00ecreyeHust
U COLIMAJIBHOMN 3aILUTHI.

[IK 1.3.PaccmaTpuBarth makeT JOKYMEHTOB JUIsl Ha3HAuY€HUs IEHCUH, MOcoOui,
KOMIICHCALlUM, IPYruX BBIILIAT, & TaKKe€ MeEp COLMAJIBHON IOANECPKKH OTACIbHBIM
KAaTEerOpHsIM TPaXJaH, HYKAALIUMCS B COLMATIbHOM 3alIUTe.



[IK 1.4.0cyniecTBisTh YCTAHOBJICHUE, WHACKCALMIO M KOPPEKTUPOBKY TMEHCHUM,
Ha3Ha4YCHUC HOC06I/If/’l, KOMHGHC&I_II/Iﬁ U  OpYyrux COHUAJIBHBIX BbBIIIAT, UCIIOJIb3YA
MH(OPMaLMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTUH.

IIK 1.6. KoHcynpTupoBaTh Ipa)AaH MU IPEACTABUTENEH HOPUIUYECKUX JIHI] 10
BOIIPOCAM IEHCUOHHOI0 00ECIIeYeHNs U COL[MAIbHOMN 3aIUTHI.

B PE3YyIbTAaTC OCBOCHHWA AUCHUIUIMHBI CTYACHT JOJIKCH

YMETb:
opOpPMIISITH ~ OPraHU3aAlMOHHO-PACIIOPSIUTENbHBIE  JOKYMEHTBI B COOTBETCTBUU  C

nerictBytomum ['OCTowm;
OCYIIECTBIISATE 00PabOTKY BXOMSIINX, BHYTPEHHUX M UCXOJSIINX JOKYMEHTOB, KOHTPOIb 32
HX HCIIOJHEHHEM;
0(OPMIISITh TOKYMEHTHI JIsI IEPEIaul B ApXUB OPTaHU3AINH;
3HATh:
MOHSITUE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHMS;
MpaBWJia COCTABIECHUS U OQPOPMIICHHUS OpPraHU3aAlMOHHO-PACIOPSIUTENBHBIX TOKYMEHTOB

(manee - OPL);
CHCTEMY M THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOeCIeueHUs yrpaBiieHus (naiee -
AO0Y);

0COOEHHOCTHU ACJIOIIPOU3BOACTBA 11O O6paH_I€HI/ISIM rpaxaaHn H KOH(i)I/II[eHI_[I/IaJ'ILHOI‘O
ACJIOIIPOU3BOJCTB.

4. COIEP)KAHUE PA3JIEJIOB U TEM JUCHUIIJINH

PA3JIEJ 1. JOKYMEHTUPOBAHHUE JAEATEJBHOCTU OPI'AHU3ALIMU,
MNPEANIPUATHUS, YUYPEXIEHUSA

Tema 1.1. [lonsiTne, Heu, 3a1a4M ¥ NPUHIMIIBI 1€JIONPOU3BO/ICTBA

«JlokymeHTanmoHHOe o0OecrieueHre yrnpaBieHus» Kak ydeOHas aucuuminHa. Llemu u
3a1aul  «J{OKyMEHTallMOHHOrO O0O€CleYeHHs] YIpaBJIEHUS » KaK JUCHUIUIMHBL. McToku
JIeNIOTIPOU3BOICTBA: HH(POPMALUs, YIIPaBICHUE, IOKYMEHT.

[ToHsTHE «IOKYMEHTAIMOHHOE 00ECIIEUEHHNE YIIPABICHUS».

OcHOBHbIE 11€]1, 33]]a4¥, PUHIIMIIBI TOKYMEHTAllMOHHOTO 00ECTIeUeHUs YIIPaBICHUS.
HopmarusHo-npaBoBoe obecrieueHne «J{0KyMeHTallMOHHOTO 00eCTIeYeHUS! YITPABIICHUS.

3nauenue JIOY B A€ATENBHOCTH IOPUCTA.

Tema 1.2. OcHOBHBIC NOHATHS JOKYMEHTANMOHHOI0 00ecrieYeHusl yIpaBJICHHUS

OcHOBHBIE ~ MOHATHA:  «MH(OpMaIUsL», «IOKYMEHTUPOBaHHas  HHGOpMaLUs»
«JJOKyMEHTHUPOBAHUEY, «TOKYMEHT», «PEKBU3UTY, «OIaHK», «POPMYIIIp».

Hopwmbl u mpaBuna opopmiienuss nokymentoB B cootBerctBuu ¢ ['OCT P.6-2003
«YHupuurpoBaHHbIE CUCTEMBI JIOKYMEHTallUU. VYHu¢uuupoBaHHas cucrema
OpPraHU3alMOHHO-PACHIOPSAUTENBHOM ~ JOKyMeHTaluu. TpeOoBaHus K  O(OpMIECHHUIO
JOKYMEHTOB». COCTaB PEKBU3UTOB JJOKYMEHTOB.

[Tonatue o OnaHke MOKyMeHTa, BUAbI OnaHkoB. [IpaBuia odopmieHus: peKBU3UTOB
OyaHka B coorBerctBun ¢ ['OCTom P.6-2003 «YHuGUIUPOBAaHHBIE CUCTEMBI
JOKYMEHTalul.  YHUQUUIUpPOBaHHAas  CHCTEMa  OPTraHU3aI[MOHHO-PACIOPSAUTEIBHOM
JoKyMeHTanuu. TpeboBaHus K 0()OPMIIEHUIO TOKYMEHTOBY.

Tema 1.3.CucreMbl JOKYMEHTALIHOHHOI'0 O00ecrieYeHHsl YIIPABJICHUA
Knaccupukanuss nokymeHToB. TpeOGoBaHUS K COCTaBICHHIO U O(GOPMIICHUIO
JTIOKYMEHTOB.



Ha3nauenne u cocTaB  OpraHM3alMOHHO-TIPABOBOM  JOKYMEHTalMU: Y CTaB
opranuszanuu. [lonoxenus, llltaTHoe pacnucanue, TOJKHOCTHBIE MHCTPYKIUU. TpeOoBaHUs
K COCTaBIICHUIO U O(POPMIICHUIO.

Haznauenne u coctaB pacnopsauTeNbHOM  JAOKyMeHTamuu  (ykas, IpHKas,
pacrnopspbkeHHe, TOCTaHOBJIEHUE, TOJIOKEeHUEe, WHCTpyKuus). HopmaTuBHbBIN xapakTep
pacropsAUTENbHBIX JOKYMEHTOB. TpeOoBaHUs K COCTABJICHUIO U 0()OPMIICHUIO.

Haznauenue u coctaB cripaBOYHO-MHPOPMAIIMOHHON TOKyMEHTAUUU (MPOTOKOJ, aKT,
JIOKJIA/IHAsl 3alMCKa, IpesIoKeHHe, CIy)keOHas 3anmicka, oObsicHUTENbHas). TpeboBaHus K
COCTaBJICHUIO ¥ 0(hOPMIICHUIO.

[lepermmcka. OOmas XapakTepuUCTUKAa CIyKeOHOU mepenucku. PasHOBHUIHOCTH
CIIy’keOHBIX IHCeM (COMPOBOAUTENBLHOE MUCHMO, MUCHbMO-TIPOCH0a, MTUCHMO-3aMPOC, MTUCHMO-
OTBET, MHCHMO-COOOIIEHUE, WHPOPMAIMOHHOE MHUCHhMO, NHCHMO-TIPUIIIAMICHUE W T.1.).
JlokyMeHTBI, TepeJaBaeMble [0 KaHajllaM CBs3M (TelerpaMma, TeleKe, (hakcorpamma,
Tese(hOHOrpamMMa, SJIEKTPOHHOE MUCHMO).

Ha3nauenue u coctaB TOKyMEHTALMHU 10 JIMYHOMY COCTaBY.

PA3JEJI 2. TEXHOJIOI'MU JOKYMEHTAIIMOHHOI'O OBECIIEYHEHU S
YIIPABJIEHUS

Tema 2.1. Opranuszanus 10KyMeHT0000poTA

[lonste «gokymeHTo0O0OpOT». IIpMHIUOBI OpraHu3aluu  JOKYMEHTOOOOpOTa.
@dopmbl opranu3anuu padboTsl ¢ JOKyMeHTaMu. Tabenb (GopM JTOKyMEHTOB, IPUMEHSIEMbIX B
opranusanuu. Pabora ¢ KoHpUAEHINATBHBIMU JOKYMEHTAMH.

DNEeKTPOHHBINA JOKYMEHTOOOOPOT.

OcobenHoctn 00pabOTKH BXOISAIIMX JOKYMEHTOB. TpeOOBaHWS K PETUCTpPAIlUH
JOKYMEHTOB. KOHTpOJIb UCTIOJIHEHHS JOKYMEHTOB.

[IpaBuiia cocraBneHuss HOMEHKIATYphl Aei. DopmupoBaHue €.

XpaHeHHe JOKYMEHTOB. DKCIepTH3a LIEHHOCTH JOKYMEHTOB.

Tema 2.2. Un(popManoOHHbIE TEXHOJOTHH B IOKYMEHTAMOHHOM O0ecre4eHn U
ynpaBJieHUs

OOmiast ~ xXapakTepUCTHKa  OpPraHU3allMOHHBIX  TEXHUYECKUX  CpPEeICTB B
«JloKyMEHTallMOHHOM  o0ecreueHuu yrnpasieHus». KoMmnbeloTepHble cpeacTBa MOATOTOBKU
JIOKYMEHTOB.

N3rotoBnenune, KONUpoBaHUE U TUPAKUPOBAaHUE JOKyMeHTOB. CpenctBa oOpaboTKu
nokyMeHTOoB. [IpaBuia 6e3omacHoi paboThl ¢ OPITEXHUKOM.

[lopsimox  opraHmzanmuu  JIOKyMEHTOOOOpOTa C  HCIOJB30BAaHUEM  CPEJCTB
TEJIEeKOMMYHUKALIUU.

5. OPTAHU3AIINSI CAMOCTOSITEJIbHOM PABOTHI CTYJEHTOB

) Cpokn IIpumepHbI
Ne TeMbI Bun BHeayHTOPHOI somonen | € TOPMPI ®opmbI
CaMOCTOATEIbHOI padoThI st BpeMeHH KOHTPOJIst
(uac.)

11 Pabora ¢ nurepaTypoil 1 UHTEpHET- 4 2 Pedepar (onenka
HCTOYHUKAaMU, HanKcaHue pedepara B Oasiax)

1.2 Pabora ¢ nurepaTypoil 1 UHTEpHET- 6 4 Omnpoc (oueHka B
HMCTOYHHKAMH, TIOJATOTOBKA TIO Oayax)
NEPEYHIO CAMOCTOSTEIIbHBIX BOIIPOCOB




IIpumepHbI
Bua BHeayauTopHoit Cpoxu € HOPMBI DopMbI
Ne Tembl . BBINOJHEH
CaMOCTOSITe/ILHOMH padoThI st BpeMeHHU KOHTPOJIs
(uac.)

1.3 PaGoTa ¢ nmuTeparypoii u UHTEpHET- 8 6 Pedepar (omenka
MCTOYHHMKAMU, HallUCaHue pedepara B OaJiax)

2.1 Pabora c niureparypoit 1 UHTEpHET- 10 6 TectupoBanue
MCTOYHUKAMU, IOJOTOBKA K (oueHka B
TECTUPOBAHUIO Oajutax)

2.2 PaGoTa ¢ nmuTeparypoif u UHTEpHET- 14 12 TecTupoBanue
HUCTOYHUKAMHU, MIOJATOTOBKA K (omeHka B
TECTUPOBAHUIO Oaax)

TECT

1. B kakoil mepuoj pPa3BUTHS OTEYECTBEHHOI'O JIEJIONPOM3BOJCTBA HAYAIOCh €ro
3aKOHOJIaTENIbHOE PEryIupoBaHue?

1.1. B nepuoj npuKa3zHoOro AeI0NpPOU3BOCTBA.

1.2. B nepuo/1 KOJIEKCKOTO JIEI0IPOU3BOJICTBA.

1.3. B nepuoJ; MUHUCTEPCKOTO AEJIONPOU3BOICTBA.

2. KakuM 3aKOHOM  BIEpBbIE  Hauyajlo  pEryjIupoBaTbCsl  OTEYECTBEHHOE
JIeJIOTIPOU3BOJICTBO?

2.1. Yupexxnenuem Juist ynpasiieHus: TyoepHuii Becepoccuiickoil umiepuu.

2.2. O0umM y4pexaeHueM MUHUCTEPCTB.

2.3. I'eHepaabHBIM PETIIAMEHTOM.

3. Korpa B Hamiell crpaHe ObulM BBEIEHBI B JICHCTBHE IEpBble I'OCYIapCTBEHHbIE
CTaH/apThl HA IOKYMEHTALUIO?

3.1. B 1960-e rongr.

3.2. B 1970-€ rozst.

3.3. B 1980-¢ rozsr.

4. KakuM rocyJjapCTBEHHBIM CTaHJIapTOM BIIEpBbIE ObLIa YCTAHOBJIEHA TEPMHUHOJIOTHUS
JIeI0NPOU3BOJICTBA?

4.1.TOCT 16487-70.

4.2.TOCT 6.10.2 -83.

43.TOCT P 51141-98.

5. Kakoit u3 BapuaHTOB OnpeAeseHNs JOKYMEHTAlMOHHOTO 00eCeueHus yIpaBIeHHs
ABJISIETCS CTAHJAPTHBIM?

5.1. JlokyMeHTallMOHHOEe O0OeclieueHue YIpPaBICHUS — CO3JaHHE M HCHOJIb30BaHUE
JIOKYMEHTOB /7151 o0ecrieueHus: paboThl OPraHOB yIPaBICHHUS.

5.2. JIoKyMeHTalMOHHOE O0OeclieueHue YIpaBleHUs — OTpacib JesITEIbHOCTH,
oOecnieunBaromias JOKYMEHTUPOBAHWE U OpraHu3aluio paboTel ¢  OQuUUIUATbHBIMU
JIOKyMEHTaMH.

5.3. [JoxyMeHTanmoHHOe oOecnedYeHue yOpaBlIeHUsT — JOKYMEHTHUPOBaHHUE

JeSITeIbHOCTH OpraHM3aluu (YUpeXAEeHUs) U yIpaBleHUE TOKyMEHTAlMeHd M MepcoHaloM,
HECYIIUM OTBETCTBEHHOCTH 3a paboTy C JOKYMEHTaMH.

6. Kakme M3 mnepeducieHHBIX 3aKOHOJATENIBHBIX AaKTOB COJEp)KaT OIpEAEIICHUE
JIOKyMeHTa?

6.1. I'paxxnanckuii konekc Poccuiickoit @enepanun. Yacte nepast.

6.2. denepanbHblii 3aKk0H «O0 y4yacTMM B MEXIYyHApOJHOM HH(YOPMAIIMOHHOM
oOMeHeY.




6.3. ®enepanbHplii 3akoH «O0 wuHpOpManuu, WHPOPMATH3AUMUA ¢  3AIIUTE
uHpOpMALIUN.

6.4. ®enepanbHblid 3aKOH «O TEXHUYECKOM PETYJIUPOBAHUNY.

7. Kakoe ompeneneHue TOKYMEHTY HAeT AEHCTBYIOIUN TOCYIapCTBEHHBIM CTaHAApPT
10 TEPMHUHOJIOTHH JIEIONPOU3BOCTBA?

7.1. JlokymMeHT — O¢HIHMaIbHO JOKYMEHTUpOBaHHas HH(OpMaIus, cO3laHHas B
MpOLIECcCe IEeATENbHOCTH OPTaHU3alUU WIH TOJKHOCTHOTO JIUIIA.

7.2. JIoKyMEHT — CpPEICTBO 3aKpEIUICHUsS Pa3TU4YHBIMU CIOCOOAMU Ha CIEHHAIBHO
U3TOTOBJICHHOM Marepuaine uHpopManuu o (akTax, COOBITHSX, SIBICHUSX OOBEKTUBHOMN
JIEUCTBUTEIIBHOCTH.

7.3. JlokymeHT — 3auKCUpOBaHHAsi Ha MaTepUAIBHOM HOcHTeNe HH(OopMalus ¢
PEKBU3UTAMHU, TIO3BOJISIFOIIUMHE C€ UICHTH(PHULINPOBATD.

7.4. JlokymenT — wuHpopMmanus, 3aduKcHpoBaHHas Ha JIOOOM  HOCHTEIE,
npeJHa3HauYeHHas JUIsi OOMEHa, IMepechbUIKH, (YHKIIMOHUPOBAHHUA HH(DOPMAITMOHHON
CUCTEMBI.

8. Kak Ha3bIBaeTCst 00s3aTeIbHBINA 2JIEMEHT OhopMIIeHUST OPHUIIMATLHOTO TOKYMEHTA?

8.1. Tekcr.

8.2. Conepxanue.

8.3. PexBu3ur.

8.4. ®opmymsip.

9. Kak onpenensiercst JOKyMEHTUPOBaHUE TEPMUHOIOTMYECKUM CTaHIAPTOM?

9.1. JlokyMeHTUpOBaHHE — CO3JJaHHE JOKYMEHTA Ha JII0OOM MaTepUaJIbHOM HOCUTEIIE.

9.2. JlokyMeHTHpOBaHHE — MOATOTOBKA U 0opMiIeHHE HH(DOPMALIUK HA MAaTepUATHBHOM
HOCHTEJIE 110 YCTAaHOBJIEHHBIM IIPaBUIIAM.

9.3. JlokyMeHTHpOBaHHE — 3alKkch HHPOPMAIMM HAa PA3IUYHBIX HOCUTENSIX IO
YCTaHOBJICHHBIM IIPABUJIAM.

10. Kakue Buapl OJaHKOB B COOTBETCTBUH ¢ TpeOOBaHUSAMU THUIIOBOM MHCTPYKIIUU 10
JIEJIONIPOU3BOJICTBY B (efiepaibHBIX opranax ucrnoiautenbHol Biactu U ['OCT P 6.30-2003
YCTaHABIIMBAIOTCA B FTOCYAAPCTBEHHBIX OpraHax?

10.1. O6muii 6;1aHK, 6JIaHK TOHKHOCTHOTO JIMIA, OJJaHK MpUKa3a, OJIaHK MUChMA.

10.2. O6mmii 61aHK, 61aHK TUChbMA, OJJaHK KOHKPETHOTO BUJa TOKYMEHTA.

10.3. O6mwuii OnaHk, OJMaHK CTPYKTYPHOTO TMOApa3zieiieHus, OJaHK JIOJDKHOCTHOTO
JUIA.

11. Kakue BapuaHTbl OJIAaHKOB MpeAycCMOTpeHbl THUMOBOM  HMHCTpyKIMEH 1o
JIETIONPOU3BOCTBY B (enepanbHbIX opranax ucnonaurensHoi Binactu u ['OCT P 6.30-2003?

11.1. YrnoBo#i U HEHTPUPOBAHHBIMN.

11.2. YrnoBoii 1 npoAOIbHBIN.

11.3. ®naroBslii ¥ MPOIOIBHBIN.

11.4. ®naroBblii ¥ IEHTPUPOBAHHBIM.

12. Kakoe pa3melieHHe pEeKBHU3UTOB B MpejeNax T'PaHUI[ OTBEIEHHBIX IJIS HUX 30H
npexycmorpero 'OCT P 6.30-2003?

12.1. YrinoBoe uiu npoJi0JbHOE.

12.2. YrioBoe Uiy 1eHTPUPOBAHHOE.

12.3. dnaroBoe uiau NpoaoJIbHOE.

12.4. ®naroBoe WM IIEHTPUPOBAHHOE.

13. Kakwe w©3 MNPUYHCICHHBIX pPEKBU3UTOB YIPABICHYECKUX JIOKYMEHTOB HE
npexycmorpensl [OCT P 6.30-2003?

13.1. I'pud cornacoBanust JOKyMEHTA.

13.2. I'pu orpanrueHus 10CTymna K JOKYMEHTY.

13.3. Bu3a 03HaKOMJIEHUSI C JOKYMEHTOM.



13.4. Bu3sbl coryiacoBaHus TOKYMEHTA.
14. YTOo M3 NEpedyMCIEHHOrO0 IOJHOCTBbIO ONPENENIeT pPa3MEIEHUE pPEKBU3UTA
«HanmeHoBaHue BUia JOKyMEHTa» Ha OJlaHKe BH1a JOKYMEHTa?
14.1. BapuanT 6aHKa ¥ BUJ] IOKyMEHTA.
14.2. Bug nokyMeHTa 1 crioco® BeIpaBHUBAHHS PEKBU3UTOB Ha OJIaHKE.
14.3. Bapuant 61aHKa 1 crioco0 BIPaBHUBAHUS PEKBU3UTOB HA HEM.
15. Kakoit Bapmant odopmiieHus pekBuzuTa «['pud yTBEpKIACHHS JTOKYMEHTA»
pexkomengoBan ['OCT P 6.30-2003 st yTBepkKACHUS IUIaHA PEUICHUEM KOJUIETHAIbHOIO
oprana?
15.1. YTBEPXIAIO
Pemennie MeToiuyeckoro copera
o1 12.07.2007 r. Ne 16

15.2. YTBEPXJIEH
PemennemM MeToau4eCcKOro CoBeTa
ot 12.07.2007 r. Ne 16

15.3. YTBEPXEH
pelIeHreM METOJUUYECKOT0 COBETA
ot 12.07.2007 r. Ne 16

16. Kakoii Bapuant ohopmiaeHUsT pEKBU3UTA «ApecaT» COOTBETCTBYET TPeOOBaHUAM
['OCT P 6.30-2003?

16.1. Jupekropy mikoiibl Ne 269

MargeeBoii Tamape [lerpoBHe

16.2. Jupekropy mkoibl Ne 269 Marseesoii T.I1.

16.3. 129128, Mocksa, yi. Pocrokunckas, 7

Jupexropy mkoiibl Ne 269 r-xe Marseesoit T.I1.

16.4. Iupextopy MockoBckoit mkossl Ne 269

T.II. MarBeeBou

17. Kakoii BapuanT odopmiueHus pekBusuta «llognuce» Ha o0meM OnaHke
yupexaenus coorserctByeT TpedoBanusm I'OCT P 6.30-2003?

17.1. Pextop akazemuu Jluunas noonuce B.A. IlerpoBa

17.2. Pexrop akanemun Jluunas noonuce B.A. IletpoBa

17.3. Jluunas noonuce B.A. IlerpoBa

17.4. Pextop Cubupckoii akagemun

TrOCYJIapCTBEHHOM CITYKOBI Jluunas noonuco B.A. IlerpoBa

18. Kaxkoif Bapuant odopmienus pekBusuta «llonmuce» Ha OnaHKe PyKOBOJIMUTEINS
yupexaenus coorserctByeT TpedoBanusm 'OCT P 6.30-2003?

18.1. Pextop akanemuu Jluunas noonuce B.A. IlerpoBa

18.2. Jluunas noonuce  B.A. IlerpoBa

18.3. Pextop Cubupckoii akagemMun

rOCYJapCTBEHHOMH CITyKOBbI Jluunas noonucw B.A. IletpoBa

18.4. Jluunas noonuce  IlerpoBa B.A.

19. OTMeTbTEe BapHaHT MPAaBUIBHOTO O(OPMIIEHUS MOJMHMCH JOKYMEHTa Ha 00IemM
Onanke yupexnaeHus [.B. CugopoBbIM, HCHOJHSIOMUM OOS3aHHOCTH PYKOBOAMUTENS
yupexaenus A.W. [lerposa B ero B orcyrcTBue?

19.1. U.o. nupexTopa Jluunas noonuce Cuooposa I'.B. Cunopos

19.2. / Iupexrop Jluunas noonuce Cuooposa A.N. Tletpos
19.3. 3a lupexrop Jluunas noonuce Cuooposa A.N. IlerpoB
19.4. 3a nupextopa Jluunas noonuce Cuooposa I".B. Cunopos



20. Kaxkoi#i BapmanT odopmieHus pekBusznta «['pud cormacoBanus TOKYMEHTa» B
CJlydae COrjlacoOBaHUs IJIaHa KOJUIETHAIBHBIM OpranoM cooTBeTcTByeT TpeboBanusiMm [[OCT P
6.30-2003?
20.1. COTJIACOBAHO
IIPOTOKOJIOM 3aceJaHusl METOJAMYECKOT0 COBETA
ot 12.07.2007 r. Ne 16.

20.2. COT'JIACOBAH
IIpoTokoiiom 3acenanus METOIMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.

20.3. COTJIACOBAHO
[IpoTokoa 3aceiannss METOOUYECKOTO COBETA
ot 12.07.2007 r. Ne 16.
21. Kakoil peKkBU3HT JOJKEH HWCIOJIB30BaThCs 11  O(QOPMIICHUS BHEITHETO
COTJIaCOBaHUs JJOKyMeHTa?
21.1. I'pud cornacoBaHus JOKyMEHTA.
21.2. Bu3za coryiiacoBanus JOKyMEHTA.
21.3. OT™MeTKa 0 BUBMPOBAHUU.
22. Kaxkoii BapuaHT O(OPMIIEHHSI COTJIACOBAHUS JIOKYMEHTa BH30H COOTBETCTBYET
tpeboBanusim 'OCT P 6.30-2003?
22.1. Jluunas noonuce  A.W. TletpoB
22.2. HadyanbHUK IOPUIUYECKOTO OT/IeNa
Jluunas noonuce  A.W. Iletpos
12.02.2007.

22.3. Jluunas noonuce  A.W. TletpoB
12.02.2007.

23. I'ne B cootBercTBuM ¢ TpeboBanusiMu ['OCT P 6.30-2003 npocTaBisitoTcsi BU3bI Ha
JIOKYMEHTE, NOJJIMHHUK KOTOPOT'0 OCTAETCsl B OpraHu3anuu’?

23.1. Hmxke noanucu pyKOBOJUTES, TOANMMCABIIETO JOKYMEHT.

23.2. Ha 000poTHO# CTOpOHE NEPBOTO JUCTA MOITHHHUKA JTOKYMEHTA.

23.3. B HmwkHeW YacTu OOOPOTHOM CTOPOHBI IOCJIETHEr0 JIMCTa MOJJUHHUKA
JIOKYMEHTA.

24. I'ne B cootBerctBuM ¢ TpeboBanusimMu ['OCT P 6.30-2003 mpocTaBistoTcsi BU3bl Ha
JIOKYMEHTE, MOAJUHHUK KOTOPOTO OTHPABIISAETCSA U3 OPraHU3auu?

24.1. B HMKHEN 4acTH JIMIIEBOU CTOPOHBI KOMTUHU OTIPABIISIEMOT0 JOKYMEHTA.

24.2. B HIKHEH yacTu 000POTHON CTOPOHBI OCIIEHETO JUCTA KOTIUU OTHPABISEMOTO
JIOKyMEHTa

24.3. Ha 060pOTHO# CTOPOHE MEPBOTO JUCTA MOATUHHUKA TOKYMEHTA.

25. T'me B coOTBeTCTBUM ¢ TpeOoBaHUAMH THUMOBOW  MHCTPYKIMHM IO
JIEJIONPOU3BOJCTBY B (efiepaibHbIX OpraHax MCIOJHUTEIBHON BJIACTU MPOCTABIISIOTCS BU3BI
Ha mpoekrtax akToB lIpesmpenta Poccuiickon ®denepaunuu u IlpaBurensctBa Poccuiickoin
denepanyn?

25.1. Ha 060poTHOI CTOpOHE MEpBOro JHMCTa MOJIMHHUKA MPOEKTa aKTa B HUKHEH
€ro 4acTHu.

25.2. Ha 000pOoTHOI CTOpOHE MEPBOTO JINCTA MOJUIMHHUKA MPOEKTA aKTa.

25.3. Ha 000pOoTHO# CTOpOHE TTOCIIETHETO JTMCTA MONIMHHUKA ITPOEKTa aKTa B HIDKHEH
€ro 4acTu.

26. C kakoii 1enblo Ha CTyKeOHOM MHUCbME MPOCTABISAETCS] OTMETKA 00 UCHOJIHUTENE?

26.1. Jlna npunanus JOKYMEHTY IOPUANYECKON CHUIIBI.

26.2. JIns obecrieueHus OrepaTUBHOMN CBS3HM C UCTIOJHUTEIIEM.



27. Ha kakoM OymMa)kHOM HOcHTe]Ie MH(OPMAIMK B COOTBETCTBUU C TPEOOBAHHSIMU
HOPMaTUBHO-METOJJMYECKUX JIOKYMEHTOB JIOJDKEH O(QOPMIIITHCS MEPBBI JIACT COBMECTHOTO
IpUKa3a IByX rOCy1apCTBEHHBIX OPraHOB?

27.1. Ha oOmiem GiraHKe MepBOTO roCyAapCTBEHHOTO OpraHa.

27.2. Ha o6miem Oj1aHKe BTOPOTO TOCYAapPCTBEHHOTO OpTaHa.

27.3. Ha 6;maHKe COBMECTHOTO PacIopsIUTEIbHOTO TOKYMEHTA.

27.4. Ha cranmaptHoMm Jiucte Oymaru popmara A4.

28. HMMeer nM HOPMATHBHYIO OCHOBY HW3TOTOBJICHHME OJIAHKOB COBMECTHBIX
pacropsaUTeNbHbIX JOKYMEHTOB M3pa MOCKBBI U IpaBUTENILCTBA MOCKBBI?

28.1. la.

28.2. Her.

29. UYrto o0O0ycioBWIO coO3JaHHE OJaHKOB COBMECTHBIX  PacloOpsIUTEIbHBIX
JTIOKYMEHTOB MAIpa MoCKBBI 1 ryOepHaTopa MOCKOBCKO# 001acTu?

29.1. TpeOoBaHus1 HOpPMAaTHUBHBIX PABOBBIX AKTOB K OJIaHKaM JI0OKyMEHTOB.

29.2. IlpakTMka  MNPHUHATUA  TOCYAAPCTBEHHBIMM  OpPraHaMH  COBMECTHBIX
pacnopsAUTENbHbBIX JOKYMEHTOB.

30. OTMeTbTe HOPMAaTUBHO-METOIMYECKHE TOKYMEHTBI, peryaupyomue ohopmieHue
BCEX PEKBU3UTOB YIPABIEHUYECKOIO JOKyMEHTa?

30.1. OcunoBnsie nonoxenus I'CIHOY.

30.2. TumoBas HHCTPYKIHMS IO JEIONPOHM3BOJICTBY B (heAepalibHBIX OpraHax
UCIIOJIHUTEJILHOW BIACTH

30.3.TOCT P 1.5-2002.

30.4.TOCT 6.10.5-87.

30.5.TOCT P 6.30-2003.

31. OtmerbTe pEKBHU3UTBI M COCTABHbIE YaCTH PEKBU3UTOB YIPABICHUYECKUX
JIOKYMEHTOB, PEKOMEHJOBaHHbIE JMJIi pa3MelleHuss O0e3 oTcTyma OT JIEBOM TpaHUIlbI
TEKCTOBOT'O IOJIS.

31.1. HaumeHoBaHue BuJa TOKyMEHTA.

31.2. 3aros0BOK K TEKCTY.

31.3. OT™meTKa 0 HaNMYUU TPUTIOKEHUS.

31.4. OtmeTka 06 UCTIOTHUTENE

31.5. 3aBeputenbHas Haanuch «BepHO» W HaUMEHOBaHUE JIOJDKHOCTH JIMIIA,
3aBEPAOILErO JOKYMEHT.

32. CKOJIBKO MEXKCTPOUHBIX MHTEPBAIOB PEKOMEHJ/IOBAHO YCTAaHABIMBATh MEXIY
PEKBU3UTAMHU YIIPABIEHYECKUX JOKYMEHTOB?

32.1. 1 MeXCTpOUHBII MHTEPBAI.

32.2. 1,5 MEXCTpOYHBIX UHTEPBAJIA.

32.3. 1-2 MeXCTPOUYHBIX HHTEpPBAIA.

32.4. 2-3 MEeKCTPOUYHBIX UHTEPBAIA.

33. CKOJIBKO MEXCTPOUHBIX HHTEPBAJIOB PEKOMEHIOBAHO YCTAHABIMBATH MEXKIY
COCTaBHBIMH YacTIMU PEKBU3UTOB «Anpecar», «'pud yTBepxaeHus T0KyMeHTay, «OTMeTKa
0 HaIM4YMK npuioxeHus» u «I'pud cormacoBaHus»?

33.1. 1 MeXCTpOUHBII UHTEpBAJL.

33.2. 1, 5-2 MEeXCTPOUYHBIX UHTEPBAIA.

33.3. 2-3 MEeKCTPOUYHBIX HHTEPBAA.

34. CkoJIbKO MEXCTPOUYHBIX HHTEPBAJIOB PEKOMEHIOBAHO YCTAHABIMBATH MEXIY
CTPOKaMH HEJICITUMBIX PEKBU3HTOB M YACTe COCTABHBIX PEKBH3UTOB, COCTOSNINX U3
HECKOJIbKUX CTPOK?

34.1. 1 MEXCTpOYHBIN UHTEPBAJL.

34.2. 1,5 MEKCTPOYHBIX HHTEPBAJIA.
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34.3. 1,5-2 MeXCTpOYHBIX HHTEpBAJA.

35. Kakoii BapuaHT odopmIileHHsS HaWUMEHOBAHHS BHUIA JOKYMEHTa COOTBETCTBYET
TpeOOBaHUSM HOPMATHUBHO-METOINYECKUX TOKYMEHTOB?

35.1. Ilewaraercss NPONMUCHBIMH OyKBaMH C BBIPABHMBAHWUEM I10 LIEHTPY IO,
OTBEJICHHOTO JIJISl pa3MEIlEeHUS] PEeKBU3UTA.

35.2. Ileyaraercs ¢ IpONMCHOI OYKBBI OT JIEBOW IPAHULIBI TEKCTOBOT'O OJIS.

35.3. [levaraercs mpOIMMCHBIMU OYKBaMH OT JIEBOM I'PAHHUIIBI TEKCTOBOTO TTOJIS.

36. Kaxoii BapuanT o(OpMIICHHS 3aroJIOBKa K TEKCTYy COOTBETCTBYET TPEOOBAHUSIM
I'OCT P 6.30-2003?

36.1. Ileuaraercs OT JIEBOM TpaHUIBl TEKCTOBOIO TOJNS, C OTACJICHHEM OT
MPEIbIIYIIEro PeKBU3UTA 2-3 MEKCTPOYHBIMU MHTEPBAIAMU, U TPAMMATHYECKH COTJIacyeTcs
C HAaIMEHOBAaHUEM BUJA JOKYMEHTA.

36.2. IlewataeTcs ¢ TPOMUCHOM OYKBBI TMOJMYKUPHBIM HIPHUPTOM 10 MEHTPY
TEKCTOBOIO I1OJI1 uepe3 | MEeXCTpOUHBIM HMHTEpPBAl U OTAEISAETCS OT MPEIbIIYLIEro
PEKBU3UTA 2 MEKCTPOYHBIMU UHTEPBAJIAMHU.

36.3. IleyaraeTcst MPONUCHBIMU OYKBAaMH II0 IIEHTPY TEKCTOBOTO TIOJS U OTIENACTCS
OT MPEAbIAYIIET0 PEKBU3UTA 2 MEKCTPOUHBIMU MHTEPBAJIAMH.

37. Kak [omKeH BbIPaBHMBAThCSI TEKCT B JOKYMEHTaX, pa3padaThiBaeMbIX
rocy/1apCTBEHHBIMU OpraHamu?

37.1. Ilo neBoii rpaHuUIle TEKCTOBOTO TMOJIS.

37.2. Ilo mpaBo#i rpaHulle TEKCTOBOIO MOJI.

37.3. 1o neBoii 1 IpaBoOi TpaHUIIAM TEKCTOBOTO TIOJIS.

37.4. Ilo cepeauHe TEKCTOBOIO MOJIA.

38. Ha kakoMm paccTOsSiHUU OT JIEBOW I'paHUIbl TEKCTOBOT'O IOJISI JOJIKHA HAYWHATHCS
nepBasi CTpoka ad3alia TeKCTa YIpaBIeHYECKOro T0KyMeHTa?

38.1. 1,5 cm.

38.2. 1,25 cm.

38.3. 1 cm.

38.4. 0 cm.

39. CKOJIBKO MEXKCTPOUHBIX HMHTEPBAIOB PEKOMEH/IOBAHO YCTAaHABIMBATh MEXKIY
CTPOKaMH TEKCTa YIPABJIEHYECKOT0 TOKyMEHTA?

39.1. 1 MeXCTpOUHBII HHTEpBAJL.

39.2. 1,5 MEKCTPOYHBIX HHTEPBAJIA.

39.3. 1,5-2 MEeXCTpOUHBIX HHTEPBAJIA.

39.4. 2 MEXCTPOUYHBIX HHTEPBAJIA.

40. Kakue u3 nepeyrcieHHbIX CTaHIAApTOB PErjJaMEeHTUPYIOT OQOpMIIEHHE TEKCTa B
TabnuaHo hopme?

40.1. TOCT P 1.5-2002.

40.2. TOCT 2.105-95

40.3.TOCT 6.10.5-87.

40.4.TOCT P 6.30-2003.

41. Kakoil BapuaHT pa3MmemieHuss TaOIUIbl B KOMOMHMPOBAHHOM TEKCTE
COOTBETCTBYET TpeOOBaHMUAM rOCYJapCTBEHHOTO CTaHIapTa’?

41.1. Pa3memaercs cpas3y 1ol CBA3HBIM TEKCTOM, IJI€ OHA BIEPBBIE YIIOMUHAETCS, WIN
Ha CIEIYIOLIEH CTpAHUIIE.

41.2. PazMeniaercs Ha CIEQyIOIIEH MOCJIE NEPBOIO YIOMMHAHMS CTPAaHHUILE, WIU B
MPUIIOKEHUU.

41.3. Pa3memaeTcs B IPUIOKEHUH K OCHOBHOMY JIOKYMEHTY.

42. Kako# BapuaHT 0(hOpMIICHHsI 3ar0JIOBKa K TaOJIHIIE COOTBETCTBYET TPEOOBAHUAM
roCy/1apCTBEHHOIO CTaHAapTa?

11



42.1. Pasmemaercs mepea TaOUIEH, mMedaTraeTcs MPOMHCHBIMH OyKBaMH, TOYKa B
KOHIIE HE CTaBUThHCS.

42.2. Pa3meniaercs Haj TaOnauIed, rmeyaTaeTcsi C MPOMMCHOM OYKBBI IOJIYKHPHBIM
mpru(ToOM, TOYKA B KOHIIE HE CTABUTCS.

42.3. Pa3mermiaercst 0 TaOIUIIbI, TIeYaTaeTCs C MPOMMUCHONW OYKBBI M BBIPAaBHUBACTCS
10 LIEHTPY.

43. I'ocylapCTBEHHBIN CTaHIAPT JOMYCKAET BKIIOUEHUE B TAOIHILy CAMOCTOSTEIIHHOM
rpadsr «Homep mo mopsiaky»?

43.1. [a.

43.2. Her.

44, T'me crnemyeT CTaBUTh TOPSAIKOBBIE HOMEpa TIoOKaszareled B Tabiauie mnpu
BO3HUKHOBEHUH HEOOXOAMMOCTH MX HyMepaIruu?

44.1. B rpade «Homep mo mopsaxy».

44.2. B 60kOBUKE TaONUIBI HEMOCPEACTBEHHO MpeJ HAMMEHOBAHMAMH IOKazaTesen
(cTpoK).

44 3. Ilocre HaMEHOBaHUs [TOKa3aTeeH.

45. Kako#i rocyaapcTBEHHBIM CTaHIapT MpeAHa3HAueH sl perjaMeHTauu ohopMIeHUs
OTYETOB TI0 HAYYHO-MCCIIENOBATEILCKAM paboTaM, B TOM 4YHCiIe pedeparoB, KypCOBBIX,
KBATH(DMKAIIMOHHBIX U APYTHX pabOT HAy4yHOro Xapakrepa?

45.1. TOCT 1.5-2002.

45.2.TOCT 2.105-95.

45.3.TOCT P 6.30-2003.

45.4.TOCT 7.32-2001.

46. B xakoM 4nciIe yKa3bIBAIOTCS 3ar0JIOBKU U 110/13ar0JI0BKH rpad Tabmuip1?

46.1. B enuHCTBEHHOM.

46.2. Bo MHO>K€CTBEHHOM.

47. B xakoM BapuaHTe NpaBUIbHO OQoOpMIIeH PeKBU3UT «OTMETKa O HAIMYUU
MIPUJIOKEHUSD», €CIIU B TEKCTE COIMPOBOJAUTEIHLHOTO MTMChbMAa HET YIIOMHUHAHUS O MPHIIOKEHUU?

47.1. Ilpunoxenue: 1. CupaBka o0 COINIACOBAHUM MPOEKTA HA 4 J1. B 1 3K3.

2. OT3bIB 1O MIPOEKTY Ha 2 1. B | 3K3.
47.2. Ilpunoxenue: Ha 6 1. B 1 7K3.
48. Ha kakom 5K3eMIUSIpE pachopsAIUTEIbHOTO JIOKYMEHTa MPOCTABIISIOTCS BH3bI
COTJIaCOBAHUS:
48.1. Ha mepBoM, ocTaroiemcs B Jiee.
48.2. Ha BTOpOM, C KOTOPBIM paboTall UCTIOJIHUTENb.
49. Ha kakoM 3K3eMIUIsIpe MUChbMa NPOCTABIISIOTCS BU3bI COTJIACOBAHUsA?
49.1. Ha nepBoM, OTIpaBIiIIeMOM ajipecary.
49.2. Ha BTOpOM, OCTaromniemcs B Jee.
50. Kakoii u3 BapuaHTOB 3aBEpPEHMs] KOMHUHU COOTBETCTBYET TpPeOOBaHUIM
roCyJapCTBEHHOT 0O cTaHaapra’?
50.1. Bepno
Cekperapb Jluunas noonucw A.N. MBaHOB
12.02.2007

50.2. Bepno
Jluunas noonuco  A.W. VIBanos

50.3. C noanuHHBIM BEPHO

Cexkperapb Jluunas noonuco A.W. BanoB
12.02.2007

50.4. Konus BepHa
Jluunas noonuce A.N. NBanoB
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12.02.2007

51. Kaxoii BapuanT opopMIIeHUS HaUMEHOBAHHS BHJA YIPABICHUYECKOTO JTOKyMEHTa
Ha OJIaHKe C MPOJOJBHBIM Pa3MEIleHHEM PEKBU3UTOB COOTBETCTBYET TpeOoBaHUusIM THUIOBOM
MHCTPYKILUEH 110 1eIONPOU3BOJCTBY B (pefiepaibHbIX OpraHaxX UCTIOIHUTEILHON BIacTU?

51.1. Tleuaraercs MPONMUCHBIMH OyKBaMH, BBIICISACTCS IMOJTYKUPHBIM IIPUPTOM H
BBIPaBHUBAETCS 110 LIEHTPY.

51.2. Tlewyaraercsi ¢ MpONUCHOM OYKBBI U BEIPABHUBAETCS T10 LICHTPY.

51.3. Ilewartaerca nponucHeIMH OyKBaMHM OT JIEBOW TIpaHMIBI TEKCTOBOIO TMOJS U
BBIJICTISICTCS TIOTYKUPHBIM LIPUPTOM.

52. Kak Ha3pIBaeTcs HAOOpP PEKBU3UTOB MHCBMEHHOTO JOKYMEHTA, PACIOIOKEHHBIX B
ONpPENIETICHHOM NOCIeq0BaTEIbHOCTH?

52.1. bnaHK KOHKPETHOIO BUJa TIOKYMEHTA.

52.2. ®opmysp-oOpaszel JOKyMEHTa.

52.3. ®opmynsip JOKYMEHTA.

53. Kakue opraHu3zallMOHHbIE JOKYMEHTBl B TIOCYJAapCTBEHHOM YUYpEXICHUU
YTBEPKAAOTCS TOJIBKO PYKOBOJAUTENIEM?

53.1. IlonoxxeHue 00 yUpexaeHUU.

53.2. IlonokeHust 0 CTPYKTYPHBIX MOAPA3IETCHUSIX.

53.3. J10JIKHOCTHBIE HHCTPYKIUU.

53.4. llltaTHOE pacnucaHue.

53.5. [IpaBuna BHYTpEHHETO paclOPSAIKA.

54. K10 HeceT OTBETCTBEHHOCTh 3a Ka4€CTBO IO/ITOTOBKYU IPOEKTa IpUKa3a?

54.1. PykoBoauTenu moapas3iesieHUid WK JOJKHOCTHBIE JIMLA, KOTOPbIE T'OTOBAT U
BHOCSIT IIPOEKT MpHUKa3a.

54.2. PykoBoguTenb OpraHu3alyi.

54.3. Cnyxo6a 10V.

55. KTo KoHTponupyeT npaBUIbHOCTh O(OPMIICHHS POEKTa MpUKa3a?

55.1. PykoBoauTenb opraHu3auu.

55.2. Cnyx6a 1OY.

55.3. JIoJKHOCTHOE JIUIIO, TIOIITMCHIBAIOIIIEE TTPUKA3.

56. 3aBepsieTcs I MeYaThio NOANUCh PYKOBOJIUTENS HA TPUKa3e?

56.1. Ha.

56.2. Her.

57. Yto o3HavyaeT BU3a IOpUCTA HA TIPUKa3e?

57.1. BHyTpeHHee coriacoBaHMe, IOATBEPKIAIOLIEE, YTO MPUKA3 HE MPOTUBOPEUUT
3aKOHY.

57.2. O6s13aTeNbHBIN PEKBU3UT NMPUKA3a, MPUIAIOLIUN €My I0PUINYECKYIO CUITY.

58. YUro sBnsieTcs 1aToM MpOTOKOoIIa?

58.1. [laTa moanucanus mMpoOTOKOJIA.

58.2. Jlara 3acenanusl.

58.3. Jlata perucrpaiuu mpoToKoJa.

59. 3aBepsroTCs M NOJANKUCH B POTOKOJIE NTEYaThio?

59.1. Ha.

59.2. Her.

60. OtmerbTe mpaBWIbHBIA CcHOCOO0 O(OPMIIEHUS BBIMHCKH M3 MPOTOKOIA,
MpeAHa3HaYEHHOM JIs1 UCIIOJIb30BAaHUSI BHYTPU OpraHU3alNU:

60.1. CkonupoBaTh 3aroJIOBOYHYI0 YacTh MPOTOKOJIAa U COOTBETCTBYIOLIWN BOIMPOC,
KOIIUIO 3aBEPUTH MOJIMCHIO CEKpETapsl.
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60.2. CxonupoBaTh 3arojJOBOYHYIO YacTh, TyHKT MOBECTKU JHA, IO KOTOPOMY JAETCs
BBINNCKA, TEKCT MPOTOKOJIA, OTHOCSILUICSA K JaHHOMY BOIIPOCY; KOIUIO 3aBEPUTH MOJIUCHIO
CeKpeTaps, C yKa3aHHEeM JOJKHOCTH, HHUIIUAJIOB U (DaMUJIHH.

60.3. CHATPH KONUIO C NOJIMHHUKA (OpUTMHAJA), KOIHUIO 3aBEPUTD IIEYATHIO.

61. Ha kakoM cCiIyeOHOM TMHChbME TMPOCTABISAETCS peKkBU3UT «CchUIka Ha
PErUCTPALIMOHHBIN HOMEP U AaTy JOKYMEHTa»?

61.1. ITuceme-poceoe.

61.2. MudopMaimioHHOM NHCHME.

61.3. ConpoBOIUTEIILHOM MUCHME.

61.4. OTBeTHOM MHCHME.

62. Kakoe omnpezesieHne TOKyMEHTO000pOTa SBJISAECTCS CTaHIaPTHBIM?

62.1. JIBmkeHre JOKYMEHTOB B OpraHU3allMi ¢ MOMEHTA UX CO3/IaHUs JI0 3aBEPILICHUS
UCIIOJTHEHUSI.

62.2. JIBr>keHre TOKYMEHTOB B OPraHU3allMd C MOMEHTA UX CO3/IaHUS WU MOJy4eHUS
JI0 OTHPABICHUS.

62.3. JIBm>keHHEe JOKYMEHTOB B OpraHU3al[Mi C MOMEHTA UX CO3JAAaHMSI UJIU MOJIy4YEHUs
JI0 3aBEPIICHUS UCTIOTHEHUS WIH OTIPaBICHUSI.

63. Kakum HOpPMaTHMBHO-METOJUYECKHMM JOKYMEHTOM YCTaHOBJIEHBbI 00Iue
MIPUHIIMIIBEI OPraHu3aluu J0KyMEHTOo000poTa?

63.1. OcaoBabiMu ntos10keHusMEu ['CIIOY.

63.2. TumoBoil HWHCTpPyKUMEW WO MAENONMPOM3BOJACTBY B (heaepaabHBIX OpraHax
WCIIOJTHUTEJIBHOM BJIACTH.

63.3. OCHOBHBIMU MpaBUIIAMHU PaOOTHI APXUBOB OpraHU3AIUH.

64. Kakoe 13 onpeeieHrui perucTpaiu J0OKYMEHTOB SIBJISIETCS CTAaHIAPTHBIM?

64.1. Buecenue cBeieHU O TOKYMEHTE B PErUCTPAIMOHHBIE (JOPMBI.

64.2. 3anuch Yy4YeTHBIX JAaHHBIX O [JOKYMEHTE€ II0 YCTaHOBJIEHHOH (QopMme,
dukcupyromas ¢pakT ero co3AaHus, OTIPABICHUS WU TOTYYCHHUS.

64.3. IlpocraBieHne Ha TOKyMEHTE OTMETKH O €0 MOCTYIUIEHUH B OPraHU3aLuIo.

65. Kakue 1OKyMEHTBI B COOTBETCTBHH C TPEOOBAHUSIMHU HOPMATHUBHO-METOINYECKHUX
JIOKYMEHTOB TOJUIeKaT perucTpanuu?

65.1. Bce JOKyMEHTBI, NOCTYNAIOIME B OPraHN3alMIo U CO3/1aBAEMBbIE B HEH.

65.2. Bce nmokyMeHThHI, TpeOyrolue ydeTra, HCIOJHEHUS U UCIOJIb30BAaHUS B
CIIPaBOYHBIX IIEJISIX.

65.3. Bce mocTynaronue U co3/JaBaeMble B OpraHU3allMu JIOKYMEHTHI, MOJJIexalne
KOHTPOJIIO.

66. CKOIBKO pa3 MOIYT pPErUCTPUPOBATHCS YIPABICHYECKHE JIOKYMEHTHI B
COOTBETCTBUU C TPEOOBAHUSMU HOPMATUBHO-METOIUYECKUX TOKYMEHTOB?

66.1. OnuH pas.

66.2. He Gonee nByx pas.

66.3. CTonbKO pa3, CKOJBKO JOKYMEHT B XOJ€ ABMKEHHUS IOCTYNAaeT B HOBYIO
OpraHHU3aIuIo.

67. B kakux JOKYMEHTaX pPSAIOM C PETUCTPAIlMOHHBIM HOMEpPOM YyKa3bIBaeTcs OyKBa
«JI» mmm «K»?

67.1. B noKJIaHBIX 3aITUCKAX.

67.2. B npukaszax mo OCHOBHOM AE€STEIbHOCTH.

67.3. B npukazax 1o JJMYHOMY COCTaBYy.

68. KakuMu HOPMAaTMBHO-METOJIWYECKMMH JIOKYMEHTAMH  pEINIAMEHTHPYETCS
KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB?

68.1. OcaoHbIME TTOTOKeHUsIME ['CJIOY,
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68.2. TumoBoW WHCTPYKIIMEH TIO JEIOMPOM3BOJACTBY B (elepalbHBIX OpraHax
WCIIOJIHUTEJIBHOM BJIACTH.

68.3. MexoTpacieBbIMH YKPYITHCHHBIMH HOPMAaTHBaMU BpeMeHH Ha PaboTel 1o
JOKYMEHTAITMOHHOMY 00€CIICUEeHHUIO YIIPABICHHS

69. Kakue JOKyMEHTBhl B COOTBETCTBUU C TPEOOBAaHUSIMU HOPMATHBHO-METOJUYECKUX
JIOKYMEHTOB MOJIJIEKAT KOHTPOII0?

69.1. Bce 3apeructpupoBaHHbIC IOKYMEHTHI.

69.2. Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOLIHE UCTIOTHEHUSI.

69.3. JlokyMeHTBI, O IOCTAaHOBKE KOTOPBIX Ha KOHTPOJb IOJYy4YEHBl YKa3aHUS
PYKOBOAMTEIIS.

70. Kem ycTaHaBIMBaIOTCS MHIMBUTYATbHBIE CPOKU UCTIOJIHEHUS JJOKYMEHTOB?

70.1. Cnyxo6oii IOY?

70.2. PykoBoUTENIEM CTPYKTYPHOTO MOAPA3ICIICHUS, TI€ UCTIOTHACTCS JOKYMEHT.

70.3. PykoBoguTeneM opraHu3aiiiu.

Hoxaansl u pedeparnl

Pedepar nomxeH 61T HAOpaH Ha KOMITBIOTEPE U pacrieyaTaH.

Pedepar npencrasnsercs Ha mucrax popmara A4.

OcHoBHbIE TpeboBaHMsI K 0(OPMIICHHUIO TeKCTa pedepara:

- [IOJISL - 110 2 CM C KaXKJ10ll CTOPOHBI;

- mpu@t «Times New Romany, 14 keris;

- MEXKCTPOUYHBIN UHTEpBaI — 1,5;

- ab3anHebIii otcTyn — 1,25 cMm.

Crpanunpsl paboThl JAODKHBI OBITH MPOHYMEPOBAHBI (TIEPBOW CTPAHUIECH CUMUTAETCS
TUTYJBHBIN JMCT, HA KOTOPOM HOMEpP CTPAHULIbI HE CTABUTCHA).

Tabmuuel, hopmynsl, rpapuyueckie MaTepualibl, CHOCKH K NMPUMEHEHHBIM B padoTe
UTaTtaM, TEKCTaM 3aKOHOB, JAPYIMX Hay4YHO-JIUTEPAaTYpHbIX MCTOYHHMKOB, HPUIIOKEHUS
odpopmisirores B coorBerctBuu ¢ ' OCT 7.32-2001

Obpasenr opopmiieHUsT TUTYJIBHOIO JHCTa pabOThl MpuBeleH B mpuioxeHun 1. Ha
TUTYJABHOM JIMCTE€ O0S3aTeIbHO JOJDKHBI OBITh YKa3aHbl JlaTa BBIIIOJIHEHUS, CPOK
npeJCcTaBiIeHNs pabOThl B YHUBEPCUTET, CTOATh JIMUHAS MOAMUCH CTY/IEHTA.

B konHue paboTel HEOOXOIUMO MPEICTABUTh CIHCOK HCIOJIB3YEMOW JINTEpaTyphbl MO
npasuiaM, 3akpereHHsiM [OCT 7.1-2003 .

IIpumepHbIii nepedyeHb TeM pedepaToB U T10KIA10B

1. CymHOCTB, CTPYKTYpPa U IBOJIIOLINS OTEUECTBEHHOTO JIEJI0NPOU3BOJICTBA

2. ['ocymapcTBeHHOE  peryaupoBaHHE  JOKYMEHTALMOHHOTO  oOecredyeHus
yIpaBiIeHUS

3. OcCHOBHbIE NOHATHS U TEPMUHOJIOTHUS JOKYMEHTUPOBAHUS

4. TpebGoBaHMs K TOKYMEHTUPOBAHUIO YIIPABIEHYECKON 1€ATEIbHOCTH

S. [TpaBuna moaroToBku M O(OpMIIEHHS OTHENbHBIX BHUJOB YIPaBIEHYECKHX
JIOKYMEHTOB

6. Opranuzanus ciry>k0bl TOKyMEHTAllUOHHOTO 00ecIieueHus YIIpaBICHHS

7. Opraau3zanus T0KyMeHT0000poTa

6. YYHEBHO-METOANYECKOE U UH®OOPMALIMOHHOE OBECIIEYEHUE
JNCHUIIVIMHBI

HOpMaTI/IBHLIe JOKYMEHTBI:
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1. 1. ®I'OC CIIO cnenmanpioctrn 40.02.01 [IpaBo opraHu3amnuu COUAILHOTO

obecnieuenus. [Ipukaz Ne 770 ot 13.07.2010 .

2.03 PD ot 29.12.2013 1. Ne273-d3 «O6 o6pa3zoBaHUM».
3. PabGounii yueOnbIit man cnenuanbHocT 40.02.01 [IpaBo opranuzanun

COIHaJIbHOI'O obecrieyeHus.

4TOCT P  6.30-2003  «YHU(DUIUPOBAaHHBIE  CHUCTEMbl  JIOKyMEHTAIIHU.

YuudumupoBannas cucTeMa OpPraHU3aAIMOHHO-PACTIOPSIAUTETLHON JIOKYMEHTAIUU.
TpeboBanust Kk O(GOPMICHHIO JOKYMEHTOB», NPHUHATHIA IOCTaHOBIIEHHEM | occraHmapra
Poccum ot 3 mapta 2003 r. Ne 65-ct. M.: U3natensctBo crangapToB 2003.

5. TOCT P 51141-98 «/lenonpons3BojacTBO M apXWBHOE Jeio. TepMuHBI U

onpeaeneHus». - M.: U3gatenbcTBO cTranaapToB, 1998.

OcCHOBHbBIE HICTOYHUKH:

. I'mammit  E.B.  JlokymeHTannoHHoe  oOecrieueHHe  ympaBieHHs:  YueOHOe
nocooue/I'maguiE.B. - M.: HI[ PUOP, HUI[ HNH®DPA-M, 2016. - 249 c.
DNEKTPOHHBIN pecypc

. I'ymmuna W.A. JIoKyMeHTallMOHHOE OOECICUYCHUE YIPABICHHUS B COIMAIBHO-
KYJIbTYPHOM CepBHCE U Typu3Mme: YueOHoe mocobue / 'ymuna U. A., 3aiinesa H. A. -
M.: Ansdpa-M, HUL] UTHDPA-M, 2015. - 240 c. DneKkTpoHHBII pecypc

. Kysnenona T.B. JlokyMeHTalMoOHHOE obecrieueHue YIIpaBJICHUS
(memompousBoacTBO) : yueOd. mocooume / T.A. breikoBa, T.B. Ky3nemnona, JI.B.
CankuHa ; ox oom. pexn. T.B. Ky3nemoBoi. — 2-e¢ usj., nepepad. u gom. — M. :
NHOPA-M, 2018. — 304 c. (Cpemnee mnpocdeccuoHaapHoe 00pa3oBaHuUE)
DNEKTPOHHBIN pecypc

JlonoJHUTe/IbHbIE HCTOYHUKM:

. bepesuna H.M., Boponuosa E.I'., JIeicenko JI.M. CoBpeMeHHOE J1€I0MPOU3BOJICTBO:
VYuebHoe nmocodue.-CII106.:ITutep,2004.-256¢.

. bacakoB M.U. JlenonpousBoactBo: YueOHoe mocodue mist CIIO.- M.: JlamkoB u
K.,2005.-336c¢.

. JenmonpousBonacrso: YyeOHoe noco6ue/Ilon pen. T.B.Ky3HenoBoii.-
M.:®@opym.2011.-256c.

. KupcanoBa M.B., AkcenoB IO.M. Kypc penompousBoactBa: [JoxymeHTamoHHOE
obecrieuenue ynpasieHus: Ydyeonoe nocooue.- M..MMHOPA-M.,2008.-367¢.

HNuTepHer-pecypcenl:
1. CrnpaBounas nouckosas cuctema (CIIC) «I"apanT». DHIMKIIONE NS

Poccuiickoro 3akoHOAaTENLCTBA. I[J'IH npenoz[aBaTenefI " CTYACHTOB 5KOHOMHNYCCKUX U
IOPUINYCCKUX JUCHUIIINH.

2. SBC znanium.com

IMepuoguyeckue u3aHus:
l.AnMuUHUCTpaTUBHAs M KaJpoBas paboTa B 00pa30BaTENbHBIX YUPEKICHUIX:

HaYYHO-TIPAKTHUYECKHUI KypHaJI.

2.KanpoBoe neno: HayqHO-NPaKTHYECKUH KypHaI.
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