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1.  IEJb W 3AJAYM JUCHUTLINHEI

Heab AUCHUIIUHBL NPHOOPETEHHE CTYACHTAMH TEOPETUYECKUX 3HAHUHM |

IIpaKTUYECKUX yMeHui B oonactu JJOVY.

OcHoOBHBbIE 32/1a4M IUCLUUIUINHBI:
- 00y4UTh OCHOBHBIM KaTE€rOpHsIM, IPUHIIUIIOB U NOHATUI B 00J1acTH JEIONPOU3BOCTBA;
- O3HAKOMUTH CTYJEHTOB C COBPEMEHHON CHCTEMOM JOKYMEHTALIMOHHOTO OOecreyeHus
YIpaBJICHUS TIPEANPUATAEM (OpraHu3aIueil);
- 00y4MTh OCHOBHBIM IPaBUJIaM COCTAaBJIEHMS U OPOPMIIEHUSI YIIPABICHUECKUX IOKYMEHTOB;
- 03HAKOMHUTB C OpraHu3aluen JOKyMeHTO000pOoTa Ha MPEANPUSATHH;
- 00yuuTh npaBuiIaM U GopMam J€I0BOM MEPEIUCKH;
- OBJIa/ICHHE HaBBIKAMU COCTABJICHUS CITY>KEOHBIX JOKYMEHTOB.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII

JucuunnuHa «JlokyMeHTallMoHHOEe oOecnedeHne YIpaBlIeHUs» MpeICcTaBiIsieT co0oi
mucuIIuHy npodeccuonanbaoro 1mukia (I1.00) odmenpodeccrnonansupix auciumiaua (OI1.00)
no cnemuanbHocTH  38.02.01 DOkoHoMMKa U OyxraiaTtepckuii yder (IO  OTpacisaMm).

[Mocnenyromumu it atoit aucuumuasl ssisitores: OI1.05, OI1.06, OI1.07, OIT.08

3. INTAHUPYEMBIE PE3YJIbTATBHI OBYYEHMUS 110 JUCHUIIJIMHE

[Ipomtecc w3ydeHuss OUCHUIUIMHBI HAmpaBieH Ha (QOpMUpPOBAHHE  CIEAYIONIUX
KOMIIETEHIIUH:

OK 1. IlonumaTts CYyIIHOCTh W COIMAJIBHYIO 3HAYMMOCTh CBOEW Oynymiei mpodeccuu,
MPOSBJISITH K HEM YCTOMYMBBINA MHTEPEC.

OK 2. OpraHuzoBbIBaTh COOCTBEHHYIO IESATEIHHOCTH, OMPEACTSATh METOABl M CHOCOOBI
BBITIOJIHEHUS TPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX A3P(EKTUBHOCTH U Ka4eCTBO.

OK 3. Pemate mpoOiembl, OIIEHUBATh PUCKH M TPUHUMATh PEIICHHUs] B HECTaHIAPTHBIX
CUTYyaLHSIX.

OK 4. OcymecTBiaTh TOWCK, aHaIUW3 M OICHKY HWHGOpPMAIUU, HEOOXOAMMOM IS
MMOCTAHOBKM W pelieHus] Mpo(ecCHOHANbHBIX 3a/ad, MPO(ecCHOHAIBHOTO M JMYHOCTHOTO
pa3BUTHSL.

OK 5. HcnomwszoBath HMHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUU  JJIS
COBEPIICHCTBOBAHUSA MPO(PECCHOHAIBHOM IeSATEIBHOCTH.

OK 6. PaboTarh B KOJUIEKTHBE M KOMaHze, oOecreyuBaTh €€ CIioueHue, YPPEKTUBHO
o01IaThCs ¢ KOJIEraMH, PyKOBOACTBOM, OTPEOUTENIAMH.

OK 7. CraButh L€IM, MOTUBUPOBATH AEATEIBHOCTh IMOJAYMHEHHBIX, OPraHW30BBIBaTh U
KOHTPOJHUPOBATh UX PabOTy ¢ MPUHITHEM Ha ce0sl OTBETCTBEHHOCTH 3a PE3yJIbTAaT BHIMIOJIHEHHS
3aJIaHUH.

OK 8. CamocTosTenbHO ONpeAensaTh 3aJaud NPOQPECCHOHANTBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCS  CaMOOOpa30BaHWEM, OCO3HAHHO  IUIAHMPOBATh  TOBBLINICHUE
KBaJTU(DUKAIINH.

OK 9. BbITb TOTOBBIM K CMEHE TEXHOJOTUH B MPOeCCHOHATBHON AeSITENFHOCTH.

I1K 1.1. O6pabaTbiBaTh NEpBUYHBIE OYXTalTEepCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabatbiBaTh U COTJIACOBBIBaTh C PYKOBOJCTBOM OpraHH3allMu pabouMii TuiaH
CYETOB OYXTaJITePCKOTO y4eTa OpraHu3alliu.

I[IK 1.3. IIpoBoauTh y4eT ACHEKHBIX CpPEACTB, OGOPMIATh ICHEKHBIE U KacCOBBIE
JIOKYMEHTBHI.

[IK 1.4. ®opmupoBaTh Oyxraiarepckue MPOBOJKH MO YUETy MMYIIECTBa OpraHU3aIlluu Ha
OCHOBE paboyero MiaHa C4eToB OyXralITepcKOro ydeTa.

I[IK 2.1. ®opmupoBaTh OyXranTepcKhe MNPOBOJKHA MO Y4YETy HCTOYHHUKOB HMYIIECTBA
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OpraHu3alluy Ha OCHOBE Pab0OYero MIaHa CueTOB OyXTalTepCKOTO ydyeTa.

[IK 2.2. BpINoJIHATH NOPY4YEHUS PYKOBOJACTBA B COCTaBE KOMHUCCUU 110 MHBEHTAPU3ALUU
HMMYIIECTBA B MECTAX €r0 XPaHEHMUSL.

I[IK 2.2. IlpoBoauTh NOArOTOBKY K HWHBEHTapHU3allMM U IPOBEPKY JEHCTBUTEIBHOTO
COOTBETCTBUS (PaKTHUECKUX JaHHBIX HHBEHTAPU3AIlMH JAHHBIM y4eTa.

[IK 2.3. Otpaxxats B OyXraaTepcKuX MPOBOJKAX 3a4€T U CHUCAHHE HEAOCTauu LIEHHOCTEN
(perynupoBaTh MHBEHTApU3ALMOHHbBIE Pa3HUIIbI) IO PE3Y/IbTaTaM MHBEHTAPU3ALUH.

I[IK 2.4. [IlpoBoauTh mpoUEAyphl HWHBEHTApH3aIUKW (UHAHCOBBIX 00S3aTEIHCTB
OpraHu3aliu.

[IK 3.1. ®opmupoBaTh OyXrajJrepckue HPOBOAKH [0 HAYUCICHUIO U IEPEUUCICHUIO
HaJIOrOB U COOPOB B OIO/KETHI pa3IMYHBIX YPOBHEH.

[IK 3.2. OdopmiiaTh IUIaTeXKHbIE JTOKYMEHTHI Ui MEPEedYHCIEHUs HaJoroB U cOOpOB B
O10/1KEeT, KOHTPOJIMPOBATH UX MPOXOXKIEHHE MO0 PACUETHO-KACCOBBIM OAHKOBCKUM OIEpalHsIM.

[IK 3.3. ®opmupoBaTh OyXrajrepckue MHPOBOAKH IO HAYMUCICHUIO U IEPEUUCICHHUIO
CTPaxOBbIX B3HOCOB BO BHEOIO/IKETHBIE (DOH/IBI.

[IK 3.4. OdopmiaATe mIaTexHble JOKYMEHTBHl Ha MEPEUUCIIEHHE CTPAXOBBIX B3HOCOB BO
BHEOIO/DKETHbIE  (DOH/BI, KOHTPOJIMPOBATH MX MPOXOXKIEHHE IO PacyeTHO-KAaCCOBBIM
OAaHKOBCKHUM OIEpalmsiM.

I[IK 4.1. Orpaxarp HapacTalOIIUM HMTOTOM Ha cUYeTax OyXTraJTepCKOro ydera
UMYIIECTBEHHOE W  (UHAHCOBOE TMOJIOKEHUE OpraHu3allid, OMNPENeNATh Pe3yIbTaThbl
XO3SMCTBEHHOM ACATEIbHOCTH 3a OTYETHBIN MEPHO/I.

I[IK 4.2. CocraBiasate ¢opMbl OyXraaTepckoidl OTUETHOCTH B  YCTaHOBJICHHbBIE
3aKOHOJATEILCTBOM CPOKH.

IIK 4.3. CocTaByisiTh HAJIOTOBBIE JICKJIApAIIMH 110 HAJIOoTaM U cOopam B OIOJKET, HAJIOTOBBIC
nexnapanmi o ECH wu  QopMbl  CTaTUCTHYECKOW OTYETHOCTH B  YCTAaHOBJICHHBIC
3aKOHOJATEITLCTBOM CPOKH.

I[IK 4.4. TlpoBoauTh KOHTPOJH M aHamu3 uHMOpMaruu o0 WUMyIIecTBe W (PUHAHCOBOM
MOJIOKEHUH OpraHU3aIiH, €€ TUIaTeXecroCOOHOCTH U JOXOJHOCTH.

yMeTb:

- 0(hopMIIATE M MPOBEPSTH MPABUIBHOCTH OOPMIICHHS JOKYMEHTAIlUU B COOTBETCTBUU C
YCTaHOBJICHHBIMH TPeOOBaHUSIMU, B T.4. UCHOJB3ysl nHPpopManuoHHbie TexHosorun (OK 1-OK
9);

- IPOBOJUTH aBTOMATU3UPOBaHHYIO 00paboTKy mokymeHToB (OK 1-OK 9);

- OCYIIECTBJIATH XpaHeHue U mouck nokymeHToB (OK 1-OK 9);

- HCTI0JIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B AJIEKTPOHHOM
nokymentoobopore (OK 1-OK 9);

3HATh!

- TOHATHE, LIEJH, 334K U MPHHIMILI aeaonpousBoactsa (ITK 1.1 - 1.4)

- OCHOBHBIE MOHSITHS TOKyMEHTAIMOHHOTO oOecrnieuenus ympasnenus (ITIK 1.1 -
1.4)

- CHCTeMbI TOKYMEHTAalMOHHOTO obecrieyenus ynpasiaenus (11K 2.1 - 2.4)

- wiaccudukarmio fokymertos (1K 2.1 - 2.4)

- TpeOOBaHUA K COCTABJICHUIO U O(POPMIICHHUIO JOKYMEHTOB;

- opranmzanuio qokymentoobopota (ITK 3.1 - 3.4)

- mpuemMa, 00paboTKy, perucTpalunio, KOHTPOJIb, XpaHeHue fokymeHToB (11K 4.1 -
4.4)

- HomeHkuarypy nen (ITK 4.1 - 4.4.)



4. OBBEM JUCIIUIIVIMHbI

OO0mast TpyI0eMKOCTh O JUCIHILINHE COCTABJISCT /2 4acoB.

Bcero yacos
OO0BEM TUCIMITITHHEI ouHas Gopma 3ao4Has popma
00yueHus 00yueHus

AynmtopHas pabora: 48 8
CamocrositenpHas pabora: 24 64
Bun npomexyTouHoi arTecTanii 00y4aromerocs Kontponsnas KontponsHas
(3ager™/ sK3aMeH) paboTta paborta

CemecTp: 3 1

Pacrnipenenenue poHa BpeMeHHU 10 cEMeCTpaM U TUIIaM 3aHATUI
JUId pa3HbIX GopM oOyueHus

Ne ®dopma o0ydeHust

1/ HanMmenoBanue pasena u TeMbl ouHas 3a04Has

I 3JIT| 3CT CP 3JIT 3CT CP

1. | Pasgen 1.
JdoxkyMeHTHpOBaHUE 10 14 14 5 5 34
JAeSITeJIbHOCTH OpraHu3anuu,
npeInpusTis, yIpeKIeHus

1.1 | Tema 1.1. IlonaTue, neau, 3aga9u 1 2 2 2 1 5 10
TIPUHIIMIIBI JCTIOTPOHU3BO/ICTBA

1.2 | Tema 1.2. OcHOBHEBIE ITOHSATHS
JIOKYMEHTAIMOHHOTO O0ecreueHuss | 2 2 4 1 10
yIPaBICHUS

1.3 | Tema 1.3. CucreMsl
JTOKYMEHTALMOHHOI0 o0ecrieueHus | 6 10 8 14
yIpaBICHUS

2. | Pa3mea 2.
TexHoJ0rumn 18 6 10 5 5 30
AOKYMEHTAIHOHHOT O
o0ecrieyeHus1 ynpaBJeHUsI

2.1 | Tema 2.1. Opranuzanus 12 4 8 1 5 14
JTOKYMEHT0000pOTa

2.2 | Tema 2.2. UadopmariuoHHbie
TEXHOJIOTUH B IOKYyMEHTAIMOHHOM 6 2 2 1 16
00eCTieUYeHUH yIpaBIICHHSI

Bcero 3a cemectp: | 28 20 24 4 4 64

5. COAEPKAHUE PA3JIEJIOB U TEM JUCIHUIIVIMH

PA3JIEJI 1. JlokymMeHTHpOBaHUE IEATENBHOCTH OPraHU3alluy, IPEANPUATHUS, YIPEKICHUS
Tema 1.1.
ITonaTHe, 1eny, 3a0a4n U MPUHIUIIBI IEIOIPOU3-BOACTBA

«JloKkyMeHTaIlMOHHOE obecredeHrne MpopecCHOHATBLHON MesITeIbHOCTH» Kak ydeOHas
micuuiuinHa.  Lenm W 3agaum «JOKYMEHTAllMOHHOTO OOEeCHeueHMs YIpaBJICHUs» Kak
IMCUUIUIMHBL McToku nenonpounsBo/cTBa: HH(GOPMALUs, YIIpaBIeHHUE, JTOKyMEHT



[TonsITHE «IOKYMEHTAIIMOHHOE 00ECIICUEHUE YIIPABICHUS.

OcHoBHBIE 1€NIM, 3aJayd, HPUHLMIIBI JOKYMEHTAllMOHHOIO OOECIeYeHMsl YIpaBICHUS.
HopmaTuBHO-TIpaBOBOE 0OecTieueHHE «T0OKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIPABICHUSY.
3Ha4yeHue 10y B ACATEIBHOCTU OyXranrepa.

TEMA 1.2.
OcHOBHBIE OHATHA JOKYMEHTAIIMOHHOTO 00ECIIEUeHHs! YIIPaBIECHUS
OcHOBHBIE =~ TOHATHS:  «WMHPOpPMALHA»,  «IOKYMEHTHPOBaHHAs  WHQPOPMALIUD)

«IOKYMEHTHPOBAHUEY, «TOKYMEHT», KPEKBU3UT, «OAHKY», «POPMYIAPH.
Hopmer u mpaBuma odopmieHHs IOKYMEHTOB B COOTBETCTBHM ¢ TrocT p.6-2003
«yHH(UIIMPOBAHHBIE CUCTEMbI NOKYMEHTAIMH. YHU(UIIMPOBAHHAS CHCTEMa OpPraHU3aIMOHHO-
pacropsaIuTeTbHON  MOKyMEHTanuu. TpeOoBaHus K O(GOPMIIEHHIO JIOKYMEHTOB».COCTaB
PEKBU3UTOB JJOKYMEHTOB.
[TonsiTe o OnaHke NTOKyMeHTa, BUIbI OinaHkoB. [IpaBmia odopmiieHus peKkBU3UTOB OJlaHKa B
COOTBETCTBUM C TOCTOM p-6-2003  «yHU(UUIUPOBAHHBIE CHUCTEMBl JOKYMEHTAIIUH.
YHuduuupoBaHHas cUCTeMa OPraHW3allMOHHO-PACTIOPATUTEIHHON JOKyMeHTaln. TpeboBaHus
K 0pOPMIICHUIO TOKYMEHTOB.
Tewma 1.3.
CucTeMbl TOKYMEHTAIMOHHOTO 00ECTICUeHHS yITPABICHUS

Knaccudukanus goxymentoB. TpeOoBaHHS K COCTaBICHHIO W O(OPMIICHHIO
JTOKYMEHTOB.
Ha3nauenme W cOCTaB OpraHU3allIOHHO-TIPABOBOW JIOKYMEHTAIIMW: YCTaB OpraHU3aIlUH,
MIOJIOYKEHMSI, IITATHOE PACIHCaHUe, JOJDKHOCTHBIE MHCTPYKIMH. TpeOoBaHUsS K COCTAaBICHHUIO U
0(hOPMIICHHUIO.
Haznauennme u cocTtaB pacmnopsauTeNbHON TOoKyMeHTanuu (ykas, IMpHUKa3, pacnopsbKeHHE,
MIOCTAaHOBJICHHE, TMOJOXEHUE, HHCTpyKuMs). HopmaTHBHBIH XapakTep pacHoOpsSIUTETbHBIX
TOoKyMeHTOB. TpeOoBaHUs K COCTaBIECHUIO U 0()OPMIICHHUIO.
Haznauenue u coctaB cripaBoYHO-UH(GOPMAITMOHHOMN JOKYMEHTAUH (ITPOTOKOJI, aKT, TOKIaHas
3amucKa, MpeyIoKeHne, ciry)keOHas 3anmrcka, 00bsICHUTENbHAs ). TpeOoBaHUsI K COCTaBICHUIO U
0(hOPMIICHHUIO.
[lepenncka. OOmias XapakTepuUCTUKa CIIy)KeOHON mepenuckd. Pa3sHOBUIHOCTU CIIy:KEOHBIX
nuceM (COMpPOBOJUTENBHOE IMHUChMO, MUCHMO-TIPOCHOA, MHUCHMO- 3anpoc, MHUCbMO-OTBET,
MUCbMO-CcOO0O0IIeHHe, UH(POPMAIIMOHHOE MHUCHhMO, MHCbMO-MIPUrjamieHue U T.4.). JIOKyMEeHTbI
neperaBaeMble MO KaHajaM CBs3M (TejerpaMmma, Tejlekc, ¢akcorpamma, TenegoHorpamma,
AJIEKTPOHHOE MUCHMO).
Hasnauenue u coctaB TOKyMEHTAIUU 10 JUYHOMY COCTaBY.
Paznen 2. TexHonoruu JOKyMEHTAllMOHHOTO 00€CTIEYeHHsI YIIPaBICHUS
Tema 2.1. Opranu3zanusi JOKyMEHTO000pOTa

[Tonsitne «1oxkymeHTo000poT». [IpuHIMNIBI OpraHu3zanuu AOKyMEHToo0opoTa. Dopmbl
opraHnuzanuu paboTbl ¢ JokymMeHTamu. Talenb ¢opM JTOKYMEHTOB, NIPUMEHSAEMBIX B
opranuzanuu. Pabora ¢ koHpHUACHINATHHBIMU JOKYMEHTAMH.
DNEeKTPOHHBIA JOKYMEHTOOOOPOT.
OcobeHHocT 00pabOTKH BXOAALIMX JAOKYMEHTOB. TpeOoBaHMsS K perucTpalvy JIOKYMEHTOB.
KoHTpoJb HcToIHEHNUS JOKYMEHTOB.
[IpaBuna cocraBiaeHus HOMEHKIATYphl Aei. PopmMupoBaHue Ae.
XpaHeHne JOKYMEHTOB. DKCIepTH3a LIEHHOCTH JJOKYMEHTOB.

Tema 2.2.
NudopmanroHHbie TEXHOJIOTUN B JOKYMEHTAIIMOHHOM O0ECTICYCHHUH YIIPABICHUS
Oo01as XapaKTepUCTHUKA OpraHU3aIllMOHHBIX TEXHUYECKUX CpenCTB B

CHIOKYMCHTAIIMOHHOM oOecreueHNH YIPAaBJICHUSD. KOMHBIOTCpHBIC cpeacrtBa MOATOTOBKHU
AOKYMCHTOB.



W3rotoBnenne, KONMPOBAaHUE U TUpaKUpoBaHUE JOKyMeHTOB. C(pencrBa 00paboTku
nokyMeHToB. [IpaBuia 6e30macHOi pabOTHI C OPrTEXHUKOM.
[Topsinok opranu3anui JOKyMEHTOO00pOTa C UCTIOIB30BAHUEM CPEJICTB TEICKOMMYHUKAIIH .

6. OPTAHU3AIINSA CAMOCTOSTEJIbHOM PABOTHI CTYJIEHTOB

Cpoxku
. IIpumepHbIe
Ne BI/I[[ BHCAYJIUTOPHOU BBIITOJITHECHU L
N HOPMBI DOpMBI KOHTPOJIS
TEMBI CaMOCTOSTENBHON PaboThI (vrkasvieaemcs
BpeMeHHU (Jac.)
HoMep Helel)

1.1 [Pedepar 2 2 OTYET
1.2 Jloxnan 3 2 OKJIaz
1.3  |lloaroToBka K TECTUPOBAHHIO 4 4 TectupoBanue
2.1  |Pedepar B 4 OTYET
2.2 Jloxnan 6 2 OKJIaz
7.2 |IlonroToBka K TECTHPOBAHUIO 8 2 TectupoBanue

6.1 TecToBBIE 3aJaHUA 1O TUCIUIIINHE

OTO BONPOCHI C BapHAaHTAMHM OTBETOB U1 INPOBEPKH YPOBHS 3HAHUM CTYyACHTA I10
pasiIMYHBIM TEMaM TEOPETHYECKOr0 Marepuana, B IMEPBYIO O4YEPEdb, IMPOBEPKH 3HAHUS
CTyACHTaMHU  OCHOBHBIX HOHﬂTHﬁ, onpeﬂeneHHﬁ U TCPMUHOB OpraHu3alvyu  IMpoaaxx
TOCTUHUYHOTO MPOAYKTA.

Tecter comepxar 70 BOMPOCOB 0O0S3aTENBbHBIX MJIs BCEX CTYACHTOB (HE3aBHUCHUMO OT
HOMepa 3auéTKku). [[1s1 oTBeTa Ha BOIPOC CTYyJEHTaM HEOOXOAMMO U3 MPESIOKEHHBIX BapHAHTOB
BBIOpaTh TOJIBKO OJMH €IWHCTBEHHO MpPaBWIbHBIM BapuaHT. Pe3ynbTaThl OTBETOB 3aHECTH B
TabNuIly, MPEACTABICHHYIO B KOHIIE METOIMYECKUX yKa3aHUM.

@dopma 7151 OTBETOB Ha BOMPOCHI TeCTa

1 2 3 4 5 6 7 8 9 10
11 12 13 14 15 16 17 18 19 20
21

B tabnuue no ctpokaM ykazaHsl Iu(pbl, 0003HAYAIONIIE HOMEP BOIIPOCaA, MO KaXIbIM
HOMEpPOM OCTaBjJeHa oOJHa KkieTka. /[l odopmieHHs OTBETOB CTYIEHTaM HEO0OXO0AUMO
MepeuepTUTh JAHHYIO TAaOMUIly B TOM K€ MOpSJKe, IPUUEM pa3Mep KaKIOW sYeilku JOJKEH
coctaBnaTh 1 x 1 cm. B cBOOOgHYIO KIETKY MOJ KaKIbIM HOMEpPOM BOIpOCa HEOOXOIUMO
BIIHMCATh OT PYKHU (WJIM HamevaraTh) OqHy OyKBY, 0003HAYAIOIIYIO, PABUIBHBIA BAPHAHT OTBETA.

TecTBI

1. B kakoil mnepuoJx pa3BUTUS OTEYECTBEHHOTO JEJIONPOM3BOJACTBA HAYalOCh €ro
3aKOHOJIATENIbHOE PETYJINPOBaHUE?

1.1. B nepuon npuka3sHOro IeI0NpOn3BOJICTBA.

1.2. B nepuo KoJIEXCKOro JEI0NPON3BOCTBA.

1.3. B neprnos MUHUCTEPCKOTO AEIONPOU3BOACTBA.

2. KakuMm  3aKOHOM  BIIEpPBBIE  HAuyajlO  PErYJIUpPOBATbC  OTEUYECTBEHHOE
JeJI0TIPOU3BOJICTBO?

2.1. YupexxaenueM ais ynpasieHus ryoepHuii Becepoccuiickoil umnepun.

2.2. O6muUM yupekJIeHUueM MHUHHUCTEPCTB.

7



2.3. I'eHepanbHBIM PETJIaMEHTOM.

3. Korma B Hame#l ctpaHe ObUTM BBEACHBI B JCHCTBUE IIEPBBIE TOCYAAPCTBEHHBIC
CTaHJApThl HA IOKYMEHTaLUIO?

3.1. B 1960-€e rozpl.

3.2. B 1970-e rozpl.

3.3. B 1980-e rojpl.

4. KakuMm rocynapCTBEHHBIM CTaHIIAPTOM BIIEPBBIE ObUIa YCTAHOBJICHA TEPMUHOJOTHS
JIEJIOTIPOU3BOICTBA?

4.1.TOCT 16487-70.

4.2.TOCT 6.10.2 -83.

4.3.TOCT P 51141-98.

5. Kakoil u3 BapuaHTOB OmpeAeneHUs] JOKYMEHTAllMOHHOTO OOeCcleyeHus YIpaBiIeHUS
SIBIISICTCS CTAaHIAPTHBIM?

5.1. JlokymeHTanimoHHOE oOOecIlieueHrue YIPaBICHUs — CO3/JaHHE€ M HCIOJIb30BaHUE
JOKYMEHTOB /1J1s1 o0ecrieueHus: paboThl OPraHOB YIIPaBJICHHUS.

5.2. JlokymeHTallMOHHOE oOOecleYeHue yIpaBlICHUs — OTpacib JesATEIbHOCTH,
obecrieunBaroas JOKYMEHTUPOBAHWE M  OpraHu3anuio paboTel ¢ OQUIHUATBHBIMU
JOKYMEHTaMU.

5.3. lokymMeHTaIMOHHOE o0ecrieueHne ynpaBiaeHUs] — JOKyMEHTHPOBAHHUE JESTEILHOCTH
opraHu3anu (y4pexaeHus) W yIpaBlIeHWE JOKYMEHTallue W TEePCOHAIOM, HECYIIHM
OTBETCTBEHHOCTH 3a pabOTy C TOKYMEHTaMH.

6. Kakme w©3 TepeUHCICHHBIX 3aKOHOJATEIBHBIX aKTOB COJEpXaT OMpeeIeHIe
JTOKyMeHTa?

6.1. I'paxxganckuii kogekc Poccuiickoit @enepanuu. Yacte neppasi.

6.2. ®enepanbHbIil 3ak0H «O0 ydacTHH B MEXyHApOJHOM UH(POPMAIIMOHHOM OOMEHEe».

6.3. ®enepanbHblil 3akoH «O0 nHGOpManKK, HHPOPMATH3AIIUN U 3aIUTE HHOOPMAITUNY.

6.4. ®enepanbHblid 3aKOH «O TEXHUYECKOM PETYTUPOBAHUN.

7. Kakoe omnpeneneHue T0KyMEHTY JAaeT JEHCTBYIOUIMNA TOCYAapCTBEHHBIM CTaHIAPT IO
TEPMHUHOJIOTHH JIEJIONPOU3BOJICTBA?

7.1. JokymMeHT — oQHuIHMaTbHO JOKYMEHTHpOBaHHas uWH(opManus, co3JaHHAs B
MIpoLIecCe AEATEIbHOCTH OPraHU3al|K WU IOJKHOCTHOTO JIUIA.

7.2. JIOKyMEHT — CpEICTBO 3aKpEeIUICHHs Pa3JIMYHBIMU CHOCOOAMHM Ha CIIELHUAIbHO
U3rOTOBJICHHOM MaTepuaine uHpopManuu o ¢akrax, COOBITHUSX, SBJICHUAX OOBEKTUBHOMN
NeHCTBUTENLHOCTH.

7.3. JlokymeHT — 3aUKCUpOBaHHas Ha MaTepuajIbHOM HOcHUTelle HHpopMauus ¢
PEKBU3UTAMHU, MTO3BOJISIFOIIUMHU C€ UACHTU(UIINPOBATS.
7.4. JHokyment — wuHpopmanus, 3adUKCHUpPOBaHHAs Ha JIOOOM  HOCHUTEIE,

npenHa3HaYeHHas aj1s 0OMeHa, epechUIKH, PYHKIIMOHUPOBAHUS HH(POPMAITMOHHON CHCTEMBI.

8. Kak Ha3biBaeTcst 00s3aTeNbHBIN 3IeMEHT 0QopMIIeHUS OPHUIIMATEHOTO JOKyMEHTa?

8.1. Tekcr.

8.2. Coneprkanue.

8.3. PexBu3ur.

8.4. ®opmyumsp.

9. Kak onpenensiercst JOKyMEHTHPOBAHUE TEPMUHOJIOTHUECKUM CTaHAAPTOM?

9.1. JlokyMeHTHpOBaHUE — CO3/ITaHUE IOKyMEHTA Ha JIF00OM MaTepHalbHOM HOCHTEIE.

9.2. JlokyMeHTHpOBaHHE — MOATOTOBKAa U odopmiieHHe WH(POPMAIMKU HA MaTepuaTbHOM
HOCHTEJIIE TI0 YCTAaHOBJICHHBIM MPaBUJIaM.

9.3. JlokymMeHTHpOBaHHE — 3amUCh HHPOPMAIMKA HA PASTUYHBIX HOCHUTENSAX IO
YCTaHOBJICHHBIM TPAaBHIIAM.

10. Kakue Buapl OIaHKOB B COOTBETCTBHH C TpeOOBaHHMSIMH THUMOBOW WHCTPYKIIUU TIO
JIeTOTIPOU3BOCTBY B (eepalbHbIX opraHax ucrnonHutensHoi Biactu u ['OCT P 6.30-2003
YCTaHABIUBAIOTCS B TOCY/IaPCTBEHHBIX OpraHax?
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10.1. O6muii 6;1aHK, OJIAaHK JOJHKHOCTHOTO JIMIA, OJIAaHK MpHKa3a, OJJaHK MUChMa.
10.2. O6umii 61aHK, O1aHK MUChMa, OJTaHK KOHKPETHOTO BU/IAa TOKYMEHTA.
10.3. OOmmii 6;aHK, GJIaHK CTPYKTYPHOTO MOIpa3iesieHus], OaHK JODKHOCTHOTO JIMIA.
11. Kakue BapraHTbl OJIAHKOB MPETyCMOTPEHbI TUIIOBOI MHCTPYKLIMEH IO IEIONPOH3BOJICTBY
B (erepanbHbIX opranax ucrnoaautensHoi Biaactu u 'OCT P 6.30-20037
11.1. YrnoBoii 1 HEHTPUPOBAHHBIM.
11.2. YrnoBoii 1 npoaobHBIN.
11.3. ®naroBslii U NPOIOJIbHBII.
11.4. ®naroBslii U IEHTPUPOBAHHBIN.
12. Kakoe pa3meleHne peKBU3UTOB B IIpeleiax I'paHUll OTBEAECHHBIX Ul HUX 30H
npexycmorpero 'OCT P 6.30-2003?
12.1. YrinoBoe uiu mpo10iabHOE.
12.2. YrinoBoe uiv eHTPUPOBAHHOE.
12.3. dnaroBoe Wi MpoJI0JIbHOE.
12.4. dnaroBoe WM 1EHTPUPOBAHHOE.
13. Kakue wu3 MPUYKUCICHHBIX PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB HeE
npexycmorpensl ['OCT P 6.30-20037
13.1. I'pud cornacoBanusi JOKyMeHTA.
13.2. I'pu¢ orpannueHust A0cTyna K JOKyMEHTY.
13.3. Bu3a 03HaKOMJIEHUS C JOKYMEHTOM.
13.4. Bu3ssl corsacoBaHus JOKyMEHTa.
14. Yto w3 MNEpEeUHCICeHHOr0 TOJHOCTBIO OMNpENEseT pa3sMElNICHHE PEKBU3NUTA
«HanmenoBanue Bua JOKyMeHTa» Ha OJaHKe BUAa JOKyMeHTa?
14.1. BapuanT 6aHKa ¥ BUJ TIOKYMEHTA.
14.2. Bun noxymMeHTa ¥ crioco0 BhIPaBHUBAHUS PEKBU3UTOB Ha OJIaHKE.
14.3. BapuanT 61aHKa ¥ cioco0 BIpaBHUBAHHUS PEKBU3UTOB Ha HEM.
15. Kaxkoi#t BapmanT odopmiieHus pekBusznta «I'pud yTBEpKICHUS TOKYMEHTA
pekomenoBad ['OCT P 6.30-2003 nana yTBepXkIEHHUS IUIaHA PEUICHHEM KOJUIETHAJIbHOTO
oprana?
15.1. YTBEPXIAIO
Pemenune meroanueckoro copera
ot 12.07.2007 r. Ne 16

15.2. VTBEPXIEH
Pemennem MeToAMYeCKOTO COBETA
ot 12.07.2007 r. Ne 16

15.3. YTBEPXJIEH
pelIeHHEeM METOIMYECKOTO COBETa
ot 12.07.2007 . Ne 16

16. Kakoii BapuanT odopMiIeHHs] PEKBU3UTA «AJpecaT» COOTBETCTBYET TpeOOBaHUSIM
I'OCT P 6.30-2003?

16.1. Jupexropy mkonst Ne 269

Martseesoit Tamape IlerpoBHe

16.2. Tlupexropy mkossl Ne 269 Marseesoit T.I1.

16.3. 129128, Mocksa, yi. Pocrokunckas, 7

Jupekropy mkoisl Ne 269 r-xe Marseesoit T.11.

16.4. upexropy MockoBckoii mkossl Ne 269

T.I1. MarBeeBoii

17. Kakoit BapuanT oopmienus pexkuzuta «lloanuce» Ha obuiem OJaHKe yUpeKICHHs
cootBercTBYeT Tpebosanusm ['OCT P 6.30-2003?

17.1. Pextop akanemuun Jluunas noonuco B.A. IlerpoBa
17.2. Pexrop akanemun Jluunas noonuce B.A. IletpoBa
17.3. Jluunas noonuce B.A. IletpoBa



17.4. Pextop Cubupckoii akagemMun

TOCYIapCTBECHHOU CITYKOBI Jluunas noonuce B.A. IlerpoBa

18. Kaxoii Bapuant odopmienus pekmsuta «llomnmuce» Ha ONaHKe PYKOBOIUTEIS
yupexaeHus coorserctByeT Tpedoanusm ['OCT P 6.30-2003?

18.1. Pexrop akanemuu Jluunas noonuce B.A. IlerpoBa

18.2. Jluunas noonuce  B.A. IlerpoBa

18.3. Pextop Cubupckoii akagemun

roCyIapCTBEHHOM CITy>KObI Jluunas noonuce B.A. TlerpoBa

18.4. Jluunas noonuce  ITletpoBa B.A.

19. OtmerpTe BapuaHT NPAaBWIBHOTO OQGOPMIICHHS MOAMUCH JOKYMEHTa Ha O0IeM
Onmanke yupexaenus [.B. CuaopoBbIM, HCIONHSIONMM OOS3aHHOCTH  PYKOBOIUTEIS
yupexienust A.W. Ilerposa B ero B oTcyTcTBHE?

19.1. U.o. qupexTopa Jluunas noonuce Cudoposa I'.B. Cunopos

19.2. / lupextop Jluunas noonuce Cudoposa A.N. Tlerpos
19.3. 3a Tupexrop Jluunas noonuce Cudoposa A.N. ITerpos
19.4. 3a qupexropa Jluunas noonuce Cudoposa I'.B. Cunopos

20. Kaxoii Bapuant opopmienus peksusuta «I'pud cornacoBaHust JOKyMEHTa» B Ciaydae
COTJIACOBAHMUs TIJIaHA KOJUIETHAIBHBIM OpraHoM cooTBeTcTByeT TpeboBanusm ['OCT P 6.30-
2003?
20.1. COI'JTACOBAHO
MIPOTOKOJIOM 3aCE€/IaHUsl METOIMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.

20.2. COTJIACOBAH
[IpoTokosiom 3aceanrs METOIMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.

20.3. COT'JIACOBAHO
[IpoTokoun 3acenanust METOAMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.
21. Kako#i peKBU3UT JOJIKEH MUCIOJIb30BATHCS sl O(OPMIICHHUSI BHEIIIHETO COTJIACOBAHHMS
JTIOKyMeHTa?
21.1. I'pucd cornmacoBaHus JOKyMEHTA.
21.2. Bu3za coriacoBaHusi JOKyMEHTA.
21.3. OTmMeTKa 0 BUBUPOBAHUU.
22. Kakoii BapuaHT O(OPMIICHHs COTJIaCOBaHHMS JOKYMEHTa BH30H COOTBETCTBYET
tpedboBanusm ['OCT P 6.30-2003?
22.1. Jluunas noonuce A.W. Tletpos
22.2. HavanbHUK IOPUIUYECKOTO OT/AeNIa
Jluunas noonuco  A.W. Ilerpos
12.02.2007.

22.3. Jluunas noonuce  A.W. Tletpos
12.02.2007.

23. I'ne B cootBerctBUU ¢ TpeboBanusMu ['OCT P 6.30-2003 mpocTaBisitoTcsl BU3BI Ha
JOKYMEHTE, MOUINHHUK KOTOPOTO OCTAETCs B OpraHu3alun’?

23.1. Huxe noanucu pyKOBOJUTENS, MTOAIMCABIIErO JOKYMEHT.

23.2. Ha 000pOTHOM CTOpOHE MEPBOIo JINCTA MOIMHHUKA JOKYMEHTA.

23.3. B HIKHeH yacTu 000pOTHON CTOPOHBI MOCIEIHETO JIUCTA MOJUTMHHUKA IOKYMEHTA.

24. I'ne B cootBerctBUM C TpeboBanussmu 'OCT P 6.30-2003 npocraBiisitoTcs BU3bI HA
JOKYMEHTE, OJJIMHHUK KOTOPOTO OTIPABIISAETCSA U3 OpraHu3anyun?

24.1. B HIKHEN 4acTy JIMLEBON CTOPOHBI KOIMU OTIIPABIISIEMOTO JOKYMEHTA.

24.2. B HKHEH 4acTH 0O0OPOTHON CTOPOHBI MOCIEIHETO JHCTAa KOIMUHU OTHPABISIEMOTO
JOKYMEHTa

24.3. Ha 000pOTHO# CTOpPOHE MEPBOTo JINCTA MOUTMHHUKA IOKYMEHTA.
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25. I'ne B cootBeTcTBUU € TpeOOBaHUSIMHU THUIIOBOM MHCTPYKLIMHU T10 JEJIOIIPOU3BOJCTBY B
(benepanbHBIX OpraHax HCHOJHHUTEIBHOM BIACTH MPOCTABISAIOTCS BU3bl Ha IMPOEKTaX aKTOB
IIpesunenrta Poccuiickoit @enepanuu u [IpaButensctBa Poccuiickoit @eneparuu?

25.1. Ha 060poTHOI CTOpOHE MEPBOTO JIUCTA MOUIMHHUKA MPOCKTAa aKTa B HIDKHEH ero
4acTH.

25.2. Ha 000pOoTHO# CTOpOHE MEPBOTO JUCTA MOATMHHUKA MPOEKTA aKTa.

25.3. Ha 000pOTHOH CTOpPOHE MOCIIEIHETO JUCTA IMOUIMHHUKA IMPOCKTa aKTa B HIDKHEH
€ro 4acTu.

26. C xaKoii 1esblo Ha CIY)KeOHOM IMUCbME IIPOCTABIISIETCSl OTMETKA 00 UCTIOHUTEINE?

26.1. [lng npuaanus JOKYMEHTY IOPUAUYECKON CHUIIBI.

26.2. Jlyis obecriedeHusI ONIEPATUBHOM CBSI3H C UCTIOJTHHUTEIIEM.

27. Ha xakoM OymMaXHOM HocuTene HH(OpMalMd B COOTBETCTBUM C TpeOOBAHUSMU
HOpPMAaTUBHO-METOJJMYECKUX JOKYMEHTOB JIOJDKEH O(QOPMIISTHCS TEPBBIM JUCT COBMECTHOTO
MIPHKa3a IBYyX rOCyJapCTBEHHBIX OPraHOB?

27.1. Ha oOmiem GiiaHke mepBOro rocyJapcTBEHHOTO OpraHa.

27.2. Ha o0rmiem 0J1aHKe BTOPOTO TOCYIapCTBEHHOTO OpraHa.

27.3. Ha 6;aHKe COBMECTHOTO PAacTOpPsIIUTENBHOTO JOKYMEHTA.

27.4. Ha crannaptHoM jucte Oymaru popmara A4.

28. Hmeer 1M HOPMATHBHYIO OCHOBY H3TOTOBJICHHE OJAHKOB COBMECTHBIX
pacopsSIANTENBHBIX TOKYMEHTOB M3pa MOCKBBI U TPaBUTENHCTBA MOCKBBI?

28.1. la.

28.2. Her.

29. Yto oOycnoBuio co3naHue OJTaHKOB COBMECTHBIX PACIOPSAUTEIbHBIX JOKYMEHTOB
Mapa MockBHI U TyOepHaTopa MOCKOBCKOHM 001acTu?

29.1. TpeGoBaHMsI HOpMATHBHBIX IPABOBBIX AKTOB K OJIaHKaM JJOKYMEHTOB.

29.2. [IpakTnka  TPUHATHS  TOCYJApPCTBEHHBIMH  OpraHaMu COBMECTHBIX
paclopsAaUTENbHBIX TOKYMEHTOB.

30. OTMeThTe HOPMATUBHO-METOAMYECKHE TOKYMEHTBI, peryiupyronme odopmicHue
BCEX PEKBU3UTOB YIPABIEHUYECKOTO TOKyMEHTa?

30.1. OcuoBnslie nonoxenus I'CAOY.

30.2. TumoBas WHCTPYKIMS IO JIEJIONPOM3BOACTBY B (eaepalibHBIX OpraHax
UCIIOJIHUTENIBHOM BIIacTH

30.3.TOCT P 1.5-2002.

30.4.TOCT 6.10.5-87.

30.5.TOCT P 6.30-2003.

31. OTMeTbTe PEKBU3UTHI U COCTABHBIE YACTH PEKBU3UTOB YIIPABIEHYECKUX JOKYMEHTOB,
PEKOMEHI0BaHHBIE I pa3MelIeHHs 0e3 OTCTYyIa OT JIEBOM I'paHUIIbl TEKCTOBOTO MOJIS.

31.1. HaumeHoBaHue BUJ1a JOKYMEHTA.

31.2. 3aroyIoBOK K TEKCTY.

31.3. OT™MeTKa O HAJIMYUU TPUIIOKEHHUS.

31.4. OTmeTKa 00 UCTIOTHUTETIE

31.5. 3aBepurenbHas Hagnuch «BepHo» M HauMeHOBaHUE JIOJDKHOCTH JIMIIA,
3aBEPAIOLIErO JOKYMEHT.

32. CKOJIBKO MEKCTPOYHBIX HWHTEPBAJIOB PEKOMEHIOBAHO YCTaHABJIMBATh MEXIY
PEKBU3UTAMH YIIPABIECHUYECKUX JOKYMEHTOB?

32.1. 1 MEXCTPOYHBIN UHTEPBAII.

32.2. 1,5 MEXCTPOUYHBIX UHTEPBAA.

32.3. 1-2 MeXCTPOUHBIX UHTEPBAJIA.

32.4. 2-3 MeKCTPOUHBIX UHTEPBAJIA.

33. CKOJIBKO MEKCTPOYHBIX HWHTEPBAJIIOB PEKOMEHIOBAHO YCTaHABIMBATh MEXIY
COCTaBHBIMH YaCTSIMH PEKBU3UTOB «Anpecary», «I'pud yrBepxkaeHus gokymeHTa», «OTMETKa o
Hanuuuu npuioxenus» u «['pud cormacoBanus»?
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33.1. 1 MEXCTpOYHBIN UHTEPBAL.

33.2. 1, 5-2 MEeXCTpOUYHBIX HHTEPBAIIA.

33.3. 2-3 MEeKCTPOYHBIX HHTEPBAJIA.

34. CKOJIBKO MEKCTPOYHBIX HHTEPBAJIOB PEKOMEHIOBAHO YCTaHABJIMBATh MEXIY
CTPOKaMH HEAEIUMBIX PEKBU3UTOB M YaCTEl COCTaBHBIX PEKBU3UTOB, COCTOALIMX U3
HECKOJIbKUX CTPOK?

34.1. 1 MEXCTPOYHBIN UHTEPBAL.

34.2. 1,5 MeXCTPOYHBIX UHTEPBAIA.

34.3. 1,5-2 MeXCTPOYHBIX HHTEPBAJIA.

35. Kakoit BapuaHT o(OpMIICHHS HAaUMEHOBAaHUS BHUJA JOKYMEHTA COOTBETCTBYET
TpeOOBaHUSIM HOPMATUBHO-METOIMICCKUX JOKYMEHTOB?

35.1. Ilevaraercss mNpPONMHUCHBIMM OyKBaMH C BBIPAaBHMBAHMEM IO IEHTPY MHOJH,
OTBEJIEHHOTO JIJIsl pa3MEIEeHUS] pEKBU3UTA.

35.2. TleyaraeTcs ¢ MPOMMUCHOM OYKBBI OT JIEBOM T'PAHUIIBI TEKCTOBOTO TTOJIS.

35.3. [levaraercst pOIMMCHBIMU OYKBaMH OT JIEBOI T'PAHUIIBI TEKCTOBOTO TTOJIS.

36. Kakoii BapuaHT o(opMIEeHHs 3arojoBka K TEKCTYy COOTBETCTBYET TpeOOBaHUSAM
I'OCT P 6.30-2003?

36.1. Iledaraercs OT JIEBOM I'paHULIBI TEKCTOBOTO IOJIS, C OTAEIECHUEM OT MPEABIIYIIETO
pekBu3uTa 2-3  MEXKCTPOUHBIMM HHTEpBaJlaMH, M TIpaMMaTU4YeCKHd corjacyerci ¢
HauMEHOBaHHEM BHJIA JIOKYMEHTA.

36.2. Ileyaraercs ¢ MPOMUCHON OYKBBI MOJYKUPHBIM LIPUPTOM IO LEHTPY TEKCTOBOIO
mojsi 4vepe3 1 MEXCTpOYHBIA HHTEpPBAT M OTHENSETCS OT MPEeAbIIyIIEro PpeKBHU3UTA 2
MEXCTPOUYHBIMH UHTEPBAIAMHU.

36.3. Ileyaraetrcst mPONMMCHBIMU OyKBaMHU T10 LIEHTPY TEKCTOBOTO TIOJIS M OTACHSECTCS OT
MIPEbIAYIIEro PEKBU3UTA 2 MEKCTPOUHBIMU MHTEPBATAMH.

37. Kak [d0mKeH BBIpaBHUBAThCS TEKCT B JIOKYMEHTaX, pa3paldaThIBa€MbIX
rocy/lapCcTBEHHBIMU OpraHamu?

37.1. Ilo neBo¥ rpaHulle TEKCTOBOTO MOJIS.

37.2. Ilo npaBo¥ rpaHuile TEKCTOBOTO MOJISL.

37.3. Ilo neBo¥ U MpaBoil rpaHyIlaM TEKCTOBOTO TOJIS.

37.4. Ilo cepenuHe TEKCTOBOIO MOJIS.

38. Ha kakoM pacCTOSIHUM OT JIEBOM TI'PAaHHUIBI TEKCTOBOTO MOJIA JIOJDKHA HAUYWHATHCS
nepBasi cTpoka ab3ala TeKcTa yrnpaBJIeHYecKOTo JOKyMeHTa?

38.1. 1,5 cm.

38.2. 1,25 cm.

38.3. 1 cm.

38.4.0 cm.

39. CkoJIBKO MEXCTPOYHBIX HWHTEPBAJIOB PEKOMEHJOBAHO YCTAaHABIMBATH MEXKIY
CTPOKaMHU TEKCTa YIPaBIEHYECKOTO JOKyMeHTa?

39.1. 1 MeXCTpPOUHBIN UHTEPBAJ.

39.2. 1,5 MEXCTPOUYHBIX HHTEpBAJIA.

39.3. 1,5-2 MeXCTpOYHBIX HHTEpBAJIA.

39.4. 2 MEXCTPOYHBIX HHTEPBAJIA.

40. Kakue u3 mepeyucleHHbIX CTaHIAPTOB DPErJIaMEHTUPYIOT OQOpMIICHHE TEKCTa B
TabanuHoM 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 pa3MelieHus: TaOInIbl B KOMOMHUPOBAHHOM TEKCTE€ COOTBETCTBYET
TpeOOBaHUSAM IrOCyIapCTBEHHOIO CTaHapTa?
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41.1. Pa3zmermaercs cpasy MOJl CBA3HBIM TEKCTOM, I'/Ie OHA BIIEPBHIE YIIOMUHAETCSI, UM HA
CHEAYIOUIEN CTPaHUIIE.

41.2. Pa3memaercs Ha cleAylolled IOCIE IEPBOro YIOMHUHAHUS CTpaHULE, WU B
IIPUJIOKEHUU.

41.3. Pa3meraercs B IpUI0KEHUU K OCHOBHOMY JIOKYMEHTY.

42. Kakoii BapuaHT O(OPMIICHHUS 3aroJioBKa K TaOJHUIIE COOTBETCTBYET TPEOOBAHUSM
rocy/lapCTBEHHOIO cTaHAapTa?

42.1. Pa3mentaercs nepe Tabiuiel, eyaraercsl NponuCHbBIMU OyKBaMH, TOUKa B KOHIIE
HE CTaBUTHCSL.

42.2. Pa3memaercs Haja TaONMIEH, Me4yaTtaeTcss ¢ MPOMHCHOW OYKBBI IOJYKHPHBIM
mpudTOM, TOYKA B KOHIIE HE CTAaBUTCHL.

42.3. Pa3memiaercss A0 TaOIUIbl, I€YAaTAETCs C MPOMMUCHON OYKBBI M BBIPAaBHUBAETCS 10
LEHTPY.

43. T'ocynapCTBEHHBIH CTaHAAPT JOMYCKAeT BKIIOYEHUE B TAOJMIy CaMOCTOSATEIbHOMN
rpadsr «Homep no nopsinky»?

43.1. Ma.

43.2. Her.

44, Tne cnemyeT CTaBUTHb TMOPSAKOBBIE HOMEpa TMOKa3zareleld B TaOIuIEe MpHu
BO3HUKHOBEHHUU HEOOXOJUMOCTH UX HyMeparuu?

44.1. B rpade «Homep mo mopsaxy».

44.2. B OOKOBHKE TaOJUIBI HEMOCPEJICTBEHHO TMpe] HAMMEHOBAHUSAMH ITOKa3aTenei
(cTpoK).

44.3. ITociie HaMMEHOBAHMS MOKa3aTeNeH.

45. Kakoil ToCyqapCTBeHHBIM CTaHIApT NpeaHa3HaueH I peryiaMeHTauud O(OpMIICHUS
OTYETOB MO0 HAYYHO-UCCIENOBAaTEeIbCKUM paboTaM, B TOM 4ucie pedeparoB, KypCOBBIX,
KBJTM(UKAITMOHHBIX U APYTUX padOT HAYIHOTO XapakTepa?

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 yucIie yKa3bIBaIOTCS 3ar0JIOBKU U MOA3ar0J0BKH rpad Tadnuibi?

46.1. B eqyHCTBEHHOM.

46.2. Bo MHOKECTBEHHOM.

47. B kakoM BapuWaHTe MpaBWIbHO O(opmMiIeH pekBU3UT «OTMETKAa O HAJIWYUH
MIPHJIOKEHUSD, €CITU B TEKCTE COMPOBOIUTEIBHOTO MUChMa HET YIIOMUHAHUS O TIPUIIOKEHUU?

47.1. llpunoxenue: 1. CnpaBka o coriacoBaHuM NpoekTa Ha 4 1. B 1 3K3.

2. OT3bIB IO ITPOEKTY HA 2 JI. B | 3K3.
47.2. llpunoxenue: Ha 6 J1. B 1 3K3.
48. Ha kakoMm »5K3eMIULsIpe pacHopsSAUTEIBHOrO JIOKYMEHTa IPOCTaBISIOTCS BU3BI
COTJIaCOBAHUSA:
48.1. Ha nepBom, ocTaroiiemcs B Jielie.
48.2. Ha BTOpOM, C KOTOPBIM pabOTaJl UCTIOTHUTEITb.
49. Ha xakoM 3K3eMILIspe NUChMa MPOCTABIIIOTCS BU3bI COTIACOBAHUA?
49.1. Ha nepBoM, OTIIpaBIIsIEMOM ajipecary.
49.2. Ha BTOpOM, OCTaroOIIEMCs B JIEJIE.
50. Kakoili w3 BapuaHTOB 3aBEpeHMsT KONMMU COOTBETCTBYET TpeOOBaHUIM
rOCyJapCTBEHHOTO CTaHaapTa?
50.1. Bepno
Cekperapp Jluynas noonuce A.U. NBaHoB
12.02.2007

50.2. Bepno
Jluunas noonuce  A.W. VIBanoB
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50.3. C noinMHHBIM BEPHO

Cekperapp Jluunas noonuce A.U. UBanos
12.02.2007
50.4. Konus BepHa
Jluunas noonucw A.U. NUBanos
12.02.2007

51. Kako#i BapraHT o(pOpMIIEHHUSI HAaMMEHOBAHUS BHJIAa YIIPaBICHYECKOIO JOKYMEHTa Ha
ONaHKe C TPOJOJIBHBIM pa3MEIIEHHEM PEKBU3UTOB COOTBETCTBYET TpeOoBaHMsIM THIOBOM
WHCTPYKIUEH 10 AEJIOMPOU3BOJICTBY B (heIepaIbHBIX OpraHax UCHOJHUTEIBHOM BlIacTu?

51.1. Tlewaraercs TPOMUCHBIMA OYKBamH, BBIACISCTCS MOJYKUPHBIM MmpudToM u
BBIPABHUBAETCSI 110 LIEHTPY.

51.2. TleuaTaercs ¢ MPOMUCHOM OYKBBI M BBIPABHUBAETCS IO LICHTPY.

51.3. Ilevaraercss NpONUCHBIMU OyKBaMHM OT JIEBOM TI'paHULBI TEKCTOBOTO IMOJS U
BBIJICJISIETCS TIOJTY>KUPHBIM HIPUPTOM.

52. Kak Ha3biBaeTcs HabOp PEKBU3UTOB NMUCHBMEHHOI'O JOKYMEHTA, PAcCIOJIO)KEHHBIX B
OTIpe/IeNIEHHOM MOCIe0BaTEIbHOCTH ?

52.1. bnaHk KOHKPETHOTO BUAA JOKYMEHTA.

52.2. ®opmymsip-oOpaszel TOKyMeHTa.

52.3. ®opmynsap TOKyMEHTA.

53. Kakme oOpraHu3alMOHHBIE JOKYMEHTBI B TOCYJApCTBEHHOM  YYPEKICHUU
YTBEPKIAIOTCS TOJIBKO PyKOBOIUTENEM?

53.1. Ilonoxxenue 06 yupexaeHun.

53.2. [lonoxeHust 0 CTPYKTYPHBIX MOIpaA3IEICHUSAX.

53.3. JIOJDKHOCTHBIE HHCTPYKIIUH.

53.4. llltatHOE pacnucaHue.

53.5. IlpaBuiia BHYTPEHHETO pACHIOPSIIKA.

54. K10 HeceT OTBETCTBEHHOCTD 32 Ka4€CTBO MOATOTOBKH MPOEKTA IpHUKa3a’?

54.1. PykoBoauTeNnH MNOAPA3ACIICHUN WM JOJDKHOCTHBIE JIMIA, KOTOpPHIE TOTOBAT U
BHOCAT MPOEKT IIPUKa3a.

54.2. PyKOBOJUTEIb OpraHU3alMH.

54.3. Ciyx06a JI0Y.

55. KT0o KOHTpOJIUpPYET NPAaBUIBLHOCTh O(POPMIICHUS ITPOCKTA MpHUKa3a?

55.1. PykoBoauTENb OpraHU3alyH.

55.2. Ciyx06a JI0Y.

55.3. JIOJDKHOCTHOE JIULIO, OAMKUCHIBAIONIEE TPUKA3.

56. 3aBepsieTcs M MeYaThio MOAIUCH PYKOBOUTENS HA IIpUKa3e?

56.1. [la.

56.2. Her.

57. Yto 03Ha4aeT BHU3a IOPUCTA Ha MpUKaze?

57.1. BHyTpeHHee cOrjacoBaHUE, MOJITBEPKAAIOIIEEe, YTO IPUKA3 HE MHPOTUBOPEUUT
3aKOHY.

57.2. O6s13aTenbHBIN PEKBU3UT NPUKa3a, IPUAAIOIINNA eMy FOPUANYECKYIO CUITY.

58. Uto sBaseTCs 1aTOW MPOTOKOJIA?

58.1. Jlara noanucaHus MpOTOKOJIA.

58.2. JlaTta 3acemaHusl.

58.3. Jlara peructpanuu npoToKoJja.

59. 3aBepstoTCs U NOJAMKUCH B MPOTOKOJIE IEYaThio?

59.1. [la.

59.2. Her.

60. OrtmerbTe NpaBWIBHBIA CMOCOO0 OGOpPMIIEHHS BBIIMCKM U3  IPOTOKOJIA,
NpeAHa3HauYeHHOM JJIs UCTIOIb30BAHUS BHYTPU OpraHU3ALNN:
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60.1. CkonupoBaTh 3aroJIOBOYHYI0 YacTh IMPOTOKOJIA M COOTBETCTBYIOUIMN BOIPOC,
KOIIHIO 3aBEPUTH MOJIUCHIO CEKPETAPSI.

60.2. CxonupoBaTh 3arojOBOYHYIO YaCTh, IYHKT IOBECTKH JHSA, II0 KOTOPOMY JaeTcs
BBIIHUCKA, TEKCT MPOTOKOJA, OTHOCALIMUCA K JAaHHOMY BOIPOCY; KOMHUIO 3aBEPUThH MOANKUCHIO
CeKpeTapsi, C yKa3aHueM JOJDKHOCTH, MHUIIMATIOB U (DaMUJTHH.

60.3. CHATH KOMHIO C MOJUIMHHUKA (OpUTMHAaJIa), KOMUIO 3aBEPUTH I€YATHIO.

61. Ha xakom cmykeOHOM TMHChbME TMpPOCTaBIsieTcs pekBU3NT «Cchuika Ha
PErucTpallMOHHBINA HOMEP U JaTy JOKYMEHTa»?

61.1. [Tuceme-nipocroe.

61.2. MudopManimoHHOM THCHEME.

61.3. ConpoBOAUTEILHOM TUCHME.

61.4. OTBETHOM TIHICHME.

62. Kakoe omnpeneneHre JOKyMEHTOO00pOTa SBISETCS] CTAaHAPTHHIM?

62.1. JIBmxeHne JOKYMEHTOB B OpPTaHM3aAIllMd C MOMEHTA MX CO3/JaHHs JO0 3aBEPIICHUS
WCTIOJTHEHUSI.

62.2. JIBrm>keHre TOKYMEHTOB B OPTaHU3AIlMU C MOMEHTA UX CO3JaHUs I MOJTyYEHUs 10
OTIPABJICHHUS.

62.3. /IBr>keHre JOKYMEHTOB B OPTaHU3AIMU C MOMEHTA UX CO3JaHUsl WJIM TIOJIy4eHUS 10
3aBEPIICHUS UCTIOJHEHHUS UITH OTIIPABIICHUS.

63. Kakum HOpMAaTHBHO-METOJAMYECKHUM JTOKYMEHTOM YCTAHOBJIEHBI OOIIUE MPUHITUIIBI
OpraHu3alu J0KyMeHTooO0opoTa?

63.1. OcaoBHbIMU nON0XeHUAMEU ['CIIOY.

63.2. TumoBoll WHCTPYKUMEH MO JeJONPOU3BOJCTBY B (eAepalbHbIX OpraHax
WCIIOJIHUTEIBHOMN BIIACTH.

63.3. OCHOBHBIMH MPABHJIAMU PAOOTHI APXUBOB OPraHU3aIlHi.

64. Kakoe 13 onpeaeneHuid perucTpauu T0OKyMEHTOB SBJISIETCA CTAaHAAPTHBIM?

64.1. BHeceHnue cBeIeHUI O JOKYMEHTE B PETUCTPAIIMOHHBIC (DOPMBI.

64.2. 3anuch y4eTHBIX JAaHHBIX O JOKYMEHTE 10 YCTaHOBJICHHOW dopme, GUKCUpYyIomas
(axT ero co3aHus, OTIPABICHUS UK MOTYIYEHUS.

64.3. [IpocraBieHue Ha JOKYMEHTE OTMETKU O €T0 MOCTYIUICHUU B OpraHU3aIHIoO.

65. Kakue HOKyMEHTBI B COOTBETCTBUM C TPEOOBAHUSIMU HOPMATHBHO-METOJIUYECKUX
JOKYMEHTOB MOJyIekKaT perucTparuu?

65.1. Bce TOKyMEHTBI, ITOCTYIAIOIIME B OPraHU3alII0 U CO3/ITaBAEMBbIE B HEH.

65.2. Bce nokymMeHTHI, TpeOyroliKe y4ueTa, UCIIOJIHEHUS U UCIIOJIb30BAHUS B CIIPABOYHBIX
LEJISIX.

65.3. Bce mocrymamomide U co3aBaéMble B OpPraHH3allUM JAOKYMEHTHI, MOJJIEKAIUe
KOHTPOJIIO.

66. CKOIBKO pa3 MOTYT PErUCTPUPOBATHCS YIIPABICHUECKHUE JOKYMEHTHI B COOTBETCTBUU
¢ TpeOOBaHUSAMH HOPMATUBHO-METOJHUYECKUX TOKYyMEHTOB?

66.1. OnuH pas.

66.2. He 6onee nByx pas.

66.3. Ctonmpko pa3, CKOJBKO JOKYMEHT B XOJ€ [BIKEHHUS IIOCTYMaeT B HOBYIO
OpraHu3aIuIo.

67. B xakux JOKyMEHTaX pAIOM C PETUCTPAIIMOHHBIM HOMEPOM YKa3bIBaeTcsi OykBa «JI»
i «K»?

67.1. B 1OKIaIHBIX 3aIIUCKAX.

67.2. B npuka3zax o OCHOBHOM J€STEIbHOCTH.

67.3. B mpukazax 1o JM4YHOMY COCTaBY.

68. KakumMu HOpMaTUBHO-METOJAMYECKHUMHU JOKYMEHTAMH PErIaMEHTUPYETCS KOHTPOJIb
WCIIOJHEHUS! JOKYMEHTOB?

68.1. OcnoBubiMU TTOJT0KeHUsIMU ['CIIOY,
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68.2. TumoBOW WHCTPYKIMEW IO JEIONPOU3BOJACTBY B (eIepalbHBIX OpraHax
WCTIOJIHUTEJIBHOW BIACTH.

68.3. MexoTpacieBbIMH YKPYMHEHHBIMH HOpPMAaTMBaMU BpeMeHH Ha Palotel 1m0
JOKYMEHTAI[HOHHOMY 00€CIICUeHHIO YIPaBICHUS

69. Kakue MOKyMEHTHI B COOTBETCTBHU C TPeOOBAHUSAMH HOPMATUBHO-METOMYECKHX
JOKYMEHTOB TIOJIIEKAT KOHTPOJTIO?

69.1. Bece 3apeructpupoBaHHbI€ JOKYMEHTBHI.

69.2. Bece 3apeructpupoBaHHbIE JOKYMEHTHI, TPEOYIOLIUE UCTIOTHEHMUS.

69.3. JloKyMEeHTBI, O IIOCTAaHOBKE KOTOPbIX Ha KOHTpPOJIb IIOJYYEHbl YKa3aHMs
PYKOBOIUTEIIS.

70. Kem ycTaHaBIMBatOTCS! MHAMBUTyaIbHbIE CPOKU UCIIOHEHUS IOKYMEHTOB?

70.1. Cnyxo60it JJOY?

70.2. PykoBomTEIEM CTPYKTYPHOTO TIOpa3ACICHUs], TJe UCTIONHAECTCS TOKYMEHT.

70.3. PykoBouTeneM opraHu3aIii.

6.2 Jloxkiaansl u pedeparsl

Pedepat nomxen ObITh HAOpaH Ha KOMIIBIOTEPE U paclieyaTaH.

Pedepart npeacrapnsercs Ha nuctax popmara A4.

OcHoBHbIE TpeOOBaHUS K OPOPMIICHUIO TeKCTa pedepara:

- TIOJIA - O 2 CM C KaXJ0W CTOPOHBI;

- mpudt «Times New Roman», 14 keris;

- MEXCTPOYHBIN UHTEpBaI — 1,5;

- ab3amHbIi oteTym — 1,25 cm.

Ctpanuibl pabOThI TOJDKHBI OBITH TPOHYMEPOBaHBI (IIEPBOM CTPAHUIICH CUUTACTCS
TUTYJBHBIN JTUCT, HA KOTOPOM HOMEP CTPAHUIIbI HE CTABUTCS).

Tabmuipl, GopmyIbl, rpaguiIecKue MaTepratbl, CHOCKH K IPUMEHEHHBIM B paboTe
UTaTaM, TEKCTaM 3aKOHOB, IPYTMX HAYYHO-JIUTEPATYPHBIX HICTOYHUKOB, IPUIIOKCHHUS
obopmisrorcst B cootBeTcTBuu ¢ 'OCT 7.32-2001

Ob6pazen odopMieHHs TUTYIBHOTO JIMCTa pabOThI MPUBEAEH B Ipuiiokenuu 1. Ha
TUTYJIBHOM JIUCTE 00513aTENBbHO AOKHBI ObITh YKa3aHbI 1aTa BBINOJIHEHHUS, CPOK MPEJICTABICHUS
paboThl B YHUBEPCUTET, CTOSITh JINYHAS MOANKUCH CTYCHTA.

B koH1ie paboTbl HEOOXOAMMO PEACTABUTH CIUCOK UCIOIB3YEMON JTUTEPaTypPhl MO
npaBuiaM, 3akperieHHsM ['OCT 7.1-2003 .

IIpumepHbIlil epevyeHb TeM pedepaToB U T0KJIAT0B

1. CylIHOCTB, CTPYKTYpa U 3BOJIIOLHS OTE€UECTBEHHOTO JIEJIONPOU3BOICTBA

2. I'ocynapcrBenHoe peryianpoBaHue JOKYMEHTAlUOHHOTO o0ecrieueHus
yIIpaBJICHUS

3. OCHOBHBIE IOHATUS U TEPMUHOJIOTHS TOKYMEHTUPOBAHHUS

4. TpeboBanus K TOKYMEHTUPOBAHUIO YIIPABIEHUECKOH NesTeIbHOCTH

5. [IpaBuna noAroToBKM M OGOPMIIEHUS OTAEIBHBIX BHUIOB YIPABICHUECKUX
JOKYMEHTOB

6. Opranuzanus ciry0bl JOKyMEHTALlMOHHOTO 00eCIeueHus YIpaBIeHUs

7. Opranuzanus J0KyMeHT0000poTa

7. CIIMCOK JIMTEPATYPBI
OcHoBHas InTeparypa
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1. T'magwmit E.B. JloxymeHTanmoHHo€e obecrieueHue YIPABJIEHUS: YuaeOHoe
nocobue/I' maguiiE.B. - M.: ULl PUOP, HUIl NHDPA-M, 2016. - 249 c. DneKTpOHHBIH
pecypc

2. I'ymuna M.A. JIOKyMEHTAlIMOHHOE OOCCIICUCHHME YIIPABJICHHUS B COLMAILHO-KYJIHTYPHOM
cepBrce u Typusme: YueOHoe mocobue / ['ymuna U. A., 3aiineBa H. A. - M.: Anbda-M,
HUILl UHOPA-M, 2015. - 240 c. D1neKTpOHHBIN pecypc

JlonoiHuTEIbHASI TUTEpPaTypa

1. bepesunaH.M., BoponmoaE.I'., JleicenkoJI.LM. CoBpemeHHOE AeTONpPOU3BOICTBO:
YuebHoe mocodue.-CII6.:ITutep,2004.-256¢.
2. bacakoB M.U. JlemompowusBojactBo: YueOHOoe mocobue mius CIIO.- M.:/lamkoB wu

K.,2005.-336c.

3. HemonpousBojactBo: Yuebnoe mocobue/ ITox pen. T.B.Ky3ueroroii.- M.:@opym.2011.-
256c¢.

4. KupcanosaM.B.,AxcenoslO.M.Kypc JIeJIOTPOU3BOICTBA! JlokyMeHTaImoHHOe

obecrieuenue ymnpaniieHus: YaeoHoe nocodue.- M.:.MMHOPA-M.,2008.-367c.
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