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[Iporpamma paspaGoTaHa B COOTBETCTBHH C NPHKa30M MHHHCTEpCTBa 00pa3oBaHHS H
Hayku Poccuiickoit @enepaumu ot 1 mrons 2013 r. N 499 "O6 yreepxknenuu Ilopsiaka
OpraHM3ali¥ M OCYLIECTBICHHS 0Opa30BaTeNbHON JAEATENBHOCTH M0 JIONOJHHUTEILHBIM
npodecCHOHAIBHBIM IIporpaMmMam".

IloBbilieHHE KBATMOHMKALKKM  CIOyHIaTeNed, OCYIIECTBISEMOE B COOTBETCTBHH C
NPOrpaMMOH, MPOBOIAUTCA C HCIONB30BAHHEM MOYIHHOTO IPUHIMIIA MMOCTPOCHHS yu4eOHOro
[UlaHa C [PUMCHCHHEM Dpa3IM4HbIX O00pa3oBaTENbHBIX TEXHOJOIMM, B TOM YHCIIE
MHUCTAHIMOHHBIX 00Pa30BaTENbHBIX TEXHOJIOTHH U 3JIEKTPOHHOrO OOYYEHMs B COOTBETCTBHH C
3aKOHO/AaTeILCTBOM 00 00pa3oBaHHH.

HomonuutensHas — mpodecCHOHaNbHAs  MpOrpaMma  IOBBINIEHHS  KBaTMGbHKAIMH,
paspaborana 00pa3oBaTeNbHON OpraHU3allieli B COOTBETCTBHH C 3aKOHOIATEIHCTBOM
Poccuiickoii @enepannu, BKIIOYAET BCe MOAYIIH, YKa3aHHBIE B y4eOHOM ILIaHe.

CopepxaHue OLEHOYHBIX M METOAMYECKHX MAaTEPHAIOB ONpe/eseTcs 0Opa3oBaTeIbHON
OpPraHM3alHeH CaMOCTOSATEIBHO C YYeTOM IIOJNIOKEHHH 3aKOHOJATENbCTBA 06 00pa3zoBaHMM
Poccuiickoit @enepariuu.

CTpykTypa  JOMONHMTEIBHOH  MPO(ECCHOHANBHON  IPOrpaMMBI COOTBETCTBYET
TpeboBanusm Ilopsika OpraHM3aLMH MW OCYILECTBIEHHS 0Opa30BATENBHON AEATENLHOCTH IO
JIOTIOJIHUTENIBHBIM NPO(ECCHOHATBHBIM IIPOrPaMMaM, YTBEP)KICHHOTO IIPUKa3oM MUHOOpHAYKH
Poccun ot 1 urong 2013 r. N 499.

O0veM  JOMONHHUTENBHOH NPO(MECCHOHANBHOM IPOrpaMMbl BHE 3aBHCHMOCTH OT
MPUMEHSAEMBIX 00pa30BaTENbHBIX TEXHOJOTHH, MO/UKEH OBITh He MeHee 16 aKaJeMHYecKHX
4acoB. CpOKH ee OCBOCHHS ONpEeNoTCs 00pa3oBaTeIbHON OpraHu3alneii CaMoCTOATENBHO.

Qopmbl  00yyenus ciymarenedf (O4Has, OYHO-3a0YHAsi, 3a0YHAs) ONPEACIAIOTCS
00pa3oBaTeIbHOM OpraHu3alueii CaMOCTOSATENBHO.

K 0CBOEHHUIO IOMOTHUTENBHBIX MPOMECCHOHAIBHBIX IIPOrPaMM JOMYCKAOTCS:

- 1L, HMEIollKe CpeiHee NMPOdECCHOHABHOE U (UJIH) BBICIIEe 00pa30BaHHE;

- JIUIIA, IOJTy4aloIKe CpeaHee NPo(ecCHOHAIBHOE H (WITH) BhICIIEE 06pa30BaHuE.

JUisi  onpezenenus CTPYKTYphl JOMOJHHTENBHON MpPO(ECCHOHANBHON TMpOrpaMMBI |
TPYZIOEMKOCTH €€ OCBOEHHMsS MOXKET NPHUMEHSATHCS CHCTEMa 3adyeTHBIX enuHull. KommuecTBo
3a4€THBIX ©OWHHULl I10 OIOJHMUTENIBLHOH NpPO(ECCHOHANBHOH NpOrpaMMe YCTaHABIMBAETCS
OpraHu3anunen.

OOpasoBarenbHas [eATETPHOCTh CIyLIATENEH IPEIyCMATPUBAECT CJIEAYIOIIHE BHIBI
y4eOHBIX 3aHATHH M yueOHBIX paboT: JeKUWH, NPaKTHYECKHE H CEMHHAPCKHe 3aHATHS,
nabopaTopHble paboThI, KPYTJIbIE CTOJIBI, MACTEP-K/IaCChl, MACTEPCKHUE, AEJIOBBIE UIPhI, POJIEBEIE
WIPBI, TPEHHHIH, CEMHHAphl [0 OOMEHY OIBITOM, BBIE3JHBbIE 3aHSATHs, KOHCY/IBTAIMH,
BBIITOJJTHEHHE ATTECTALlMOHHOM, MUIJIOMHOM, NPOEKTHOH paboThl M Apyrue BHUIABI Y4EOHBIX
3aHATHH M y4eOHBIX pa0oT, Onpe/ie/IeHHBIE yUeOHBIM IJIAHOM.

AnHotauust. CaM0o#t BaXKHON 9acThbi0 QYHKIIHOHUPOBAHHMS JTEOOOT0 NPEANPHUATHS SBISETCS
BEJICHUE €ro JIOKyMeHTOB. HBIMH cl10BaMU — 1€10NPON3BOACTBO. CHIEHATHCT 110
AETIONPOU3BOACTBY: CEKPETaPh, a IMUHUCTPATHBHEIN PaOOTHHK, apXUBAPUYC - BaXKHAs
«KaJpoBas €AMHHULA» B AEATEIbHOCTH JIF000H opranu3anuy. OJHAKO BOCTPeGOBAHHBIM
CIIELIHAJIMCTOM BBl CTaHETE JIMIIb B TOM CJIy4ae, eCJIM Y Bac €CThb IS 3TON MpodeccHu
HEOOXOIMMBbIE 3HAHHS U YMEHHUs. BBl XOTHTE 3HATH AEIONPOM3BOICTBO JOCKOHAIBLHO H B
To4yHOCTH? BonTecs 3amyTaThes B Oymarax? He moHuMaeTe, B 4eM pasHHUIA MEXIY
OpraHM3allMOHHO-PACHIOPSAUTENBHBIMH, HH()OPMAaIIHOHHO-CIIPABOYHBIMH, KOMMEPYECKUMH U
NpOYMMH BHIaMH NOKyMeHTOB? He 3HaeTe, Kak nmepeaTh Jelia Ha apxuBHOe Xxpanenue? Bee
HE0OXOIMMBIE 3HAHUS BBI ITOYYHTE Ha 3TOM Kypce!



| ean nporpaMmbi:
[ens Kypca — 0cBOHMTH OOpallleHHe ¢ JOKyMEHTAHeH Ha BCeX JTalax ee CyIeCTBOBaHHMS —
OT CO3[aHHs 10 CIKCAaHHS B apXuB. HayuynmThCs NMpaBMIIBHO COCTABIATH U OGOPMIIATH pPasHEIE
BHJIBI JIOKYMEHTOB, BECTH ACIOBYIO MEPENHCKY, KOHTPOJIMUPOBATH UCIIOIHEHHE YIIPABICHYECKHX
PeIIeHHH, OPraHU30BBIBATH JOKYMEHTOO00POT KOMITAHUH M aPXHBHOE XpaHEHHE.

ConepmeHcTByeMMe KOMIIETEeHIHH

Ne I[IpodeccronanbHasi KOMIETEHIHSI Hamnpasnenue noaroToBku

®ENEPANIGHOTO
FOCYOAPCTBEHHOIO
OBPA3OBATENLHOMO
CTAHOAPTA CPEAHEIO
NMPO®ECCUOHANBHOIO
OBPA30BAHWS M0 MO
CMELMANBHOCTH
46.02.01
[NOKYMEHTALMOHHOE
OBECMEYEHUE
YTMPABITEHUS U
APXWBOBELEHUE

Koa xoMrieTeHIIHHA

1 | OpranusoseiBaTe  pabodyee  MecTo  cekpeTaps U IIK 1.4.
PYKOBOJIHTEIIS

2 | OdopMmAiTe M pErHCTPUPOBATL  OPraHMU3ALUOHHO- [IK 1.5.
PacrmopsAMTENbHEIE JOKYMEHTBI, KOHTPOJIUPOBATH CPOKH
UX UCIIOJIHEHUS.

3 OOpabaTeiBaTh BXONSLIME W HCXOIANIME JIOKYMEHTEI, IIK 1.6.
CHCTEMaTH3UPOBATh MX, COCTABIATH HOMEHKIATYPY A€l M
(OpMHPOBATh JOKYMEHTHI B J€JIa.

4 | CaMOCTOSATENBHO pabotath c JOKYMEHTaMH, K 1.7
COZEpsKAIIMMH KOH(MHACHIHATLHYI0O HHOOPMALHIO, B TOM
YHCIIE C IOKYMEHTaMHU 110 JIWYHOMY COCTABY.

5 | OcymecTBaaTe MOATOTOBKY N K Mepenadye Ha apXMBHOE IIK 1.9,
XpaHEeHHe.
6 CocTaBaTe ONMCH IEN, OCYLIECTBISATh MOATOTOBKY A€ K [IK 1.10.

nepefadye B apXMB OpraHU3allid, TOCYIapCTBEHHBIE H
MYHHIMIAIBHBIE APXUBBL

7 | OCymecTBIsATE 3KCHEPTH3Y LEHHOCTH JOKYMEHTOB B [K 2.1.
COOTBETCTBMH C [JEHCTBYIOIIMMH 33aKOHOJATEIbHBIMH
aKTaMH{ H HOPMAaTHBaMH.

8 | Bectn paboty B CHACTEMax 3JIEKTPOHHOTO [K 2.2.
JIOKyMEHT0000poTa.

9 | PaspabarsiBaTh M BECTH KIaCCH()HMKATOpHI, Tabenu u [IK 2.3.
Apyrue CIpaBOYHMKH 110 JOKYMEHTaM OpraHH3aluH.

10 | OGecrneynBaTh TNpHEM | paUHOHAILHOE pa3MeElICHHE IIK 2.4.

NOKYMEHTOB B apXHBe (B TOM YHCIE NOKYMEHTOB IIO
JTMYHOMY COCTaBY).

11 | ObecnieynBaTh y4eT ¥ COXPAHHOCTH JOKYMEHTOB B apXHBE. IIK 2.5.

12 | Opranu30BbIBaTh HCIIONIB30BAHUE APXHBHBIX JIOKYMEHTOB B IIK 2.6.
Hay4YHBIX, CIIPABOYHBIX U MPAKTHYECKUX LEIAX.

13 | OcyuiecTBusTe OpraHu3alMOHHO-METOAUYECKOE IK 2.7.

PYKOBOJICTBO M KOHTPOJIb 3a paboTOit apXuBa OpraHu3alyu
¥ 33 OpraHu3anueil JOKyMEHTOB B JeIONPOU3BO/CTBE.




14 | [loaroraBauBaTh NaHHBIE, HEOOXOAUMBIE IS COCTABIICHHS I1IK 3.4.
COpPaBOK HAa OCHOBE CBEIEHUH, HMEIOIIHXCS B JOKYMEHTAxX
apXuBa.

15 | [Ipuaumate  yuactTHe B pa3paboOTKE  JOKaJbHBIX IIK 3.5.
HOPMATHBHBIX ~ aKTOB  OpraHM3allAM IO  BOMPOCaM
JNOKYMEHTAllHOHHOTO  oDecredyeHHs  ympaBjieHHs |
ApXUBHOTO Jea.

CoBepuieHcTBYeMble KOMNETEHIHH B COOTBETCTBHM C TPYAOBBIMH (QYHKIHSMH
NnpogecCHOHAIBHOIO CTaHJIapTa Cnenunanucr no OpraHH3allHOHHOMY "
AOKYMEHTAIIHOHHOMY O0€CNeYeHHI0 YNpaB/ieHHs OpraHH3alHe», YTBEPKIeHHOIo
npukazom MUHTpyAa U colHaabHOH 3auuThl P® 06.05.2015 N 276H.

Ne Komnerenuus Hanpasiienue moaroToBku
OT®

MMPO®ECCUOHAJIbHBIN
CTAHIAPT «Cneunaiaucr
110 OPraHM3alHOHHOMY H
AOKYMeHTAHOHHOMY
obecrevyeHHI0 yNpaBIeHusl
OpraHu3amuen»,
YTBEPKIEHHOr0 NPUKA30M
MuHTpYA2 U CONHATBLHOM
3ammuTel P® 06.05.2015 N
276n

Tpynossie GyHKIHH (KOX)

B Oprauusanus paboThI c
noxkymenTamu (B/01.4)

Oprasu3aius TEKYILEro
XpaHeHHs ToKymMeHTOB (B/02.4)
Opranuzauus o0paboTku jgern

JUIS TIOCJIEIYIOIIEr0 XpaHEHHS
(B/03.4)

HOKYMBHT&HHOHHOE obecrnieyeHne IEeSATEIBLHOCTH
OpraHH3alHHA

C Pa3p360T1-:a JIOKaQJIBHEIX
O[JI'EHI/B&U,HOHHOC, JOKYMEHTAILIHOHHOE H HOPMaTHBHBIX aKTOB,

I/IHd)OpMaLIHOHHOG obecneueHue JEATEIIBHOCTH periiaMeHTHPYIOLIHX paﬁoTy
PYKOBOJHUTEISI OpraHU3alluu ceKkpeTaps (C/09.6)
Cocraienue 1 oGopMIIEHHE
ynpaBHeH'—IECKOI;i
noxymentauu (C/10.6)

[lnanupyemblii pe3ybTaT 00y4eHus:

[Tociie oxonvanust odyuenusi Cirymareis Oyaer 3HaTh:

e Buasl 10KyMEHTOB



e OdopmiaaTs OpraHH3alHOHHO-PACIOPSANTEIBHEIE JOKYMEHTEI ¢ HCIIOb30BAHHEM
KOMITBIOTEPHOM TEXHUKH

e TpeboBaHus K JJIOBOI NMEPEIHCKE

e TpebGoBaHHs K COCTaBICHUIO AKTOB M IIPOTOKOJIOB

e TpeGoBanus K COCTABICHHIO PACTIOPSIUTEILHBIX M OPTaHU3AMOHHBIX TOKYMEHTOB
(npukassl, yKa3zaHus U Ip.)
TpeGoBaHus K perHCTpaliK JOKYMEHTOB
TpeboBaHus K KOHTPOIIIO 32 UCTIOIHEHHEM JOKYMEHTOB

e TpeboBanus K MOArOTOBKE JOKYMEHTOB K IIOCIEAYIOIIEMY XPAaHEHHIO M HCIIOIb30BAHHIO

[lociie okonyanus odydyenusi Crymareiib GyaeT yMeTh:

e  OdopmiaTs OpraHH3alHOHHO-PACIIOPSAUTENBHBIE JOKYMEHTHI C UCIIOJIb30BaHHEM
KOMIIBIOTEPHOM TeXHUKH

e ['paMOTHO BeCTH JEIOBYIO MIEPEMUCKY

* CocTaBisaTh aKThl ¥ IPOTOKOJIEI

CocTaBnaTe pacnopsaAUTeIbHbIE H OPraHU3aLMOHHbIE JOKYMEHTHI (PUKA3bl, YKa3aHHA U

ap.)

OcymecTBIsATh OpraHU3altio JOKYMEHT0000poTa

PeructpupoBars JOKYMEHTEI

Ocy1ecTBIsATh KOHTPOJIb 3@ HCTIONHEHHEM JI0KYMEHTOB

OcyiecTBIATS CIPaBOYHO-HHPOPMALMOHHYIO PabOTy

OpraHu30BBIBaThE apXHBHOE XPaHEHHE

YyeOupii miau:

Kateropusi caywareneii: Kypc npeaHasHaueH CHeLHMaIdcTaM II0 AEJONpPOH3BOICTBY:
CeKpeTapsAM, aIMUHUCTPATUBHBIM PaOOTHHKAM, apXHBapHyCaM.

TpeGoBanusi K npeIBapHTe/bHON NOArOTOBKE: HABHIK paGOTBHl C MEPCOHATHHBIM
KOMITBIOTEPOM B KaYE€CTBE MOIB30BATEIS.

Cpok o0yuennsi: 52 akaJgeMHYeCKHX daca, B TOM YHCJIE 36 ayMTOPHEIX.
CamocronTenbnas pa6ora (CPC): npenycmorpena - 16 gac.

®opma 00y4eHHsI: OUHasA, OYHO-3a04Hasl, 3a04Hast. [0 KeIaHUIO CIynIaTesns dhopma oOyueHus
MOKET OBITh H3MEHEHA H/WIH J0MNOJIHEHA.

PexnM 3aHATHI: THEBHOI, BEYEPHUH, IPYIIIBI BEIXOIHOTO IHS.

Ne Obwras AyIUTOpHBIE Yachl CPC, | ®opma
n/n TpyZIoeM Yac. | TIA!
HanmeHnoBanue Moty seit xocts | BCero, | B Tom uncie
10 NporpaMme (akagem | YA
- 4acoB) qac. Hefun HpaKT“
it 3aHATHI

' TIA — npoMeKyTOYHAs aTTecTalHs




Moayas 1. OpraHu3alMoHHbIE IIpaktu
OCHOBEI JICIONPOU3BOICTBA. HECRAN
1 6 4 2 2 2 a60Ta
Opranu3alioHHO-PaCIOPAIUTEIbHASA P
JoKyMeHTalus. biauku 10KyMeHTOB
Moayasb 2. Odopmnenue IIpaxtH
2 OpraHM3allMOHHO-PACTIOPSANTEIBLHEIX 6 4 2 2 2 deckas
JOKYMEHTOB pabora
Moayas3. CripaBogno- I[IpakTu
HHOOPMAIIHOHHBIE TOKYMEHTEI. HecKas
3 6 4 2 2 2 AGoe
Henosas nepenucka. Cocrasienue p
MHCEM
Moayas 4. CnpaBodHo- ITpakTn
4 HH()OPMALMOHHBIE TOKYMEHTHI. 6 4 2 2 2 ueckas
CocTaBlIeHHE aKTOB H IPOTOKOIOB pabora
S Monyas 5. PacnopsautensHeie Ilpaktu
noxkymeHThl. CocTaBineHne NpHKas30B, ueckas
= . 6 4 2 2 2 paGota
YKa3aHHH, pacHopsUKEHHIA.
OpraHu3anoHHBIE JOKYMEHTHI
6 Moayas 6. Opranusanus Ipaxti
JIOKyMEHTOoOoOopoTa 6 4 2 2 2 yecKas
pabora
3 Moayan 7. Perucrpaus u KOHTpPOJIb 6 4 5 5 5
HCIIOJIHEHHS JOKYMEHTOB
8 Moayas 8. ®opmuposanue nei.
Homenknarypa nemn. [Toaroroska 6 4 2 5 5
JAOKYMEHTOB K IOCIEAYIOLIeMY
XPAHEHHUIO H HCIOIb30BAHUIO
9 Moayas 9. Odopmienne 4 4 5 5 0
JokymeHTOB Ha [IK
Hroro: 52 36 18 18 16
Wrorosas aTrecrauus BrinonHeHue 3agaHus

Ans  Bcex BHIAOB  ayIMTOPHBIX  3aHATHI  aKaAeMHYECKHHl 4ac  yCTAHABIMBAETCS
MIPOIOJIKUTEIBHOCTEIO 45 MUHYT.

Konn4ecTBo ayMTOpHBIX 3aHATHI NPH 0YHO-3a04HOI hopme obydeHus coctasmsier 20-
25% oT 00111ero KOMMYECTBa 4acoB.

®opma IIpomexyrounoit artectamun — cm. B JIHA «Ilonokenue 0 MpoBeIeHHH MPOMEKYTOYHOI
aTTeCTallUH CIYIIATeNIeH U OCYIIECTBICHUH TEKYIIEro KOHTPOJIS WX YCIEeBaeMOCTH Mm.3.3.

2 Kanennapnbiii y4eGublii rpadpuk

Kanennapusiii yueGupiit rpaduk GopMupyercs IpH OCyIIECTBICHHN 0GYYEHHS B TEYEHHE
BCEro KaneHgapHoro roxa. Ilo mepe maGopa rpynn ciymateneil 1o ImporpamMMe COCTaBIISETCS

KaJIeHNapHbIH IpaduK, yIUTHIBAIOIIMN 0OBEMBI JIEKUHH, IPAKTHKH, CaMOIOATOTOBKH, BBIE3IbI
Ha 00BEKTHL

Henemns 1 ’ 3 4 5 6 7 Hroro

o0y4eHHus 4acoB
IIH BT cp 4T IIT co BC

1 Henens - 4 - 4 - - - 8

CPC - 2 - 2 - - - 4

2 Henens - 6 - 6 - - - 12

CPE - 2 - 2 - - - 4




3 wenens = 4 = 4 - - - 8
CPC 3 2 & 2 & - . 4

4 Henens - 4 - 41TA - - - 8
CRE - 2 - 2 - - = 4
Hroro

(ayn./CPC): - 18/8 - 18/8 - - - 36/16

IIpumeyanue: ITA — IMpomexyroyHas arrectauus (TECTHPOBAHHUE)

3. Paboune nporpaMmel yueGHBIX PEIMETOB

Monayas 1. Opranu3anHoHHbIe OCHOBBI 1€10POU3BOACTBA. OpraHu3anuoHHo-
pacnopsiiuTeIbHAs JOKYMEeHTauusA. BllaHKH 10KyMeHTOB

HopMaTHBHO-IIpaBoBasi OCHOBA AEJIONPOU3BOICTBA

DyYHKIMH NETONPOU3BOACTBEHHOMN CITyKObI

Hoxyment. Cuctems! JokyMeHTauun. CHcTeMa OpraHu3alHOHHO—PaCTIOPSIHTEIbHOM
JOKYMEHTALHU

Buibl OpraHi3alHOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB

I'OCT P 6.30-2003 «YHuuUIHPOBAaHHBIE CHCTEMBI TOKYMEHTALMH. Y HUDHIHPOBAaHHAS
CHCTEMa OpPraHU3aLlMOHHO-PACTIOPAIUTENBHON JOKyMeHTaliu. TpeboBaHus K
0(OPMIIEHHIO TOKYMEHTOBY

[TocTosiHHBIE PEKBH3UTHI JOKYMEHTOB

bnanku noxkymeHTOB. BH/IbI 611aHKOB

Tpebosanus x opopmieHuro Gianka nmucsLmMa

Tpeboanus k oopmieHuo 00miero 6anka

Monyas 2 . Odopmiaenne OpraHu3annoOHHO-PACHOPSANTEILHBIX JOKYMEHTOB

OdopmiieHne nepeMEHHBIX PEKBU3UTOB OpPraHU3aLMOHHO-PACTIOPS IUTETBHBIX
JIOKYMEHTOB

OcHoBHBIE TPeOOBAHUSA K COCTAaBICHUIO TEKCTOB. Y HU(HUKALUS TEKCTOB IOKYMEHTOB.
DopMbl YHUPHUIIUPOBAHHBIX TEKCTOB

ITopsiiok corylacoBaHMs, OANUCAHHS, YTBEPKIEHHS TOKYMEHTOB

YocToBepeH#e JOKyMEHTOB. PeKBU3UTEI, 00eCIeYNBAIOIIKE IOPHANYECKYIO CHITY
JIOKYMEHTHPOBAHHOH HH(pOpMaIuu

Monyas 3 . CnipaBoyHo-HHGOPMANHOHHBIE JOKYMEHTHI. /le/10Bast mepenucKa.
CocraBiienne nucem

Buiel cripaBoYHO-MH(OPMALHOHHBIX JOKYMEHTOB

[Tncemo. Dopmynsp u cTpykTypa Tekcta. Knaccubukaius nmiceM. Pa3sHOBHIHOCTH
nuceM. [IpaBuia nepenucku

OcobeHHOCTH ampecanuu

[IpaBuia cocTaBiIeHHSs COPOBOAUTENBHEIX IIHCEM

OcoGennocTH cocTaBIeHHs H 0OPMIIEHHS rApaHTHIHEIX THCEM

OcobeHHOCTH MepennucKi KOMMEPYECKHX CTPYKTYp. MHHIIMaTHBHEIE MHCEMa
(MH(pOpMaLOHHBIE THCHMA, PEK/IAMHBIE H KOMMEPUYECKHE MpeIokeHns). OTBETHBIE
nuceMa. «IIpobnemubie» MucbMa (OTKa3bl, IPETEH3MH, KaT00k!)

[IpaBuina opopmiaenus obpalieHuit H HCTIONB30BaHMUs (YOPMYIT BEXKITHBOCTH
BuyTpropranu3salnnoHHas nepernucka




Monyas 4 . CnipaBoyHo-HHpOpManHOHHbIE J0KYMeHThl. CocTaB/IeHHe AKTOB U
NPOTOKOJIOB

= AkT. DopMyJIsp H CTPYKTYpa TeKCTa. Pa3HOBUIHOCTH aKTOB

= OcHOBaHMs COCTaBIICHHS aKTa

*  OcobeHHOCTH 0)OPMIICHHUS aKTOB POBEPOK, CAYH NPHEMA BBIMOTHEHHOI PaGOTHI

= IlpoTokon. ®opmysp ¥ CTPyKTypa TeKCTa. Pa3HOBHHOCTH TPOTOKOJIOB

= [IpaBuia NpoTOKOTUPOBAHUS

= IIpuioXeHus K MPOTOKOITY

=  OcoOGeHHOCTH NIPOTOKOIMPOBAHHUS 3aCeaHUH KOLIErHAIBHBIX HCITOTHUTEIBHBIX
OpraHoB, cOOpaHMii, COBEIIaHUI

Monyns 5 . Pacnopsiaure/ibHble J0KyMeHTbl. CocTaB/IeHHe IPUKA30B, YKA3AHHI,
pacnopsizkennii. Opranu3anuuoHHbIe JOKYMEHThI

» Cocrasnenue 1 ohopMIeHHE PACTIOPAIUTENBHBIX JOKYMEHTOB: IPHKA3, YKa3aHHe,
pacropsikeHue

= Ilpuxkas. PasnoBuaHOCTH npuKa3oB. CTpyKTypa TeKcTa

= Ilpukas no ocHoBHO# feaTensHOCTH. OONACTH PEryIUPOBAHUS

* Koncrarupyiomas yacts nprkasza. OCOGEHHOCTH COCTaBIEHHS PACTIOPSANTENLHOMN YacTH
MpHKa3a

= Ilopsnox BU3HPOBaHUS ¥ O3HAKOMIIEHHUS

* Ykasauue. Pacnopspkenne. O6mactu peryauposanus. CTpyKTypa TekcTa

= Buzsl opraHu3alMOHHBIX JOKYMEHTOB

*  OcobeHnocTr 0OpMIECHHS YCTABOB, NOJIOXKEH!H, HHCTPYKIIHIL, IPABAIT

Monyas 6 . Opranu3zauus 10KyMeHT0000poTa

* Opraunsauus ABrmxeHns HHGopMaruH. JloKkyMeHTO060pOT. XapaKTepUCTHKHI
AokymeHToobopora. O6beM J0KyMeHTO060pOoTa

* Ilopsizok npoxoxaeHus BXOAAIIEH KOPPECIIOHIEHIMK: SKCTIEANLHOHHAs 06paboTKa,
0TOOp NOKYMEHTOB [ PETHCTPAIIHH H NPEJCTaBIEH s pyKoBoauTemo. [IpaBmia
JIOKJIaZia KOPPECIOHAEHIIHN

* Ilopsizok nmpoxoskaeH!s HCXOAMX JOKYMEHTOB: H3TOTOBIEHHE, IPEJICTABICHHE HA
PaccMOTpEHHE, COPTUPOBKA, OPraHU3aLHs OTIIPABKU

*  Opranuzauns JABMKEHNUS U MCTIOIHEHHS BHYTPEHHUX JOKYMeHTOB. [1opsaoK paGoTs!
HCITOJIHUTENEH C JOKYMEHTaMH

Monyas 7 . Perucrpanusi ¥ KOHTPO/Ib HCIIOJHEHAS T10KYMEHTOB

= Perucrpamus noxymenTtos. [Topsinok perucTpanuu

*  DOpMBI PErHCTPaUMH JOKYMEHTOB M MOPSIOK KX 3aI0Henus. [IoHCKOBbIe IPH3HAKH.
KapToTeka kak 0CHOBa ITOCTPOCHHS AEKTPOHHBIX PETMCTPALIMOHHBIX CHCTEM

* KoHTposb HCroTHEHNS TOKYMEHTOB. Bujisl KOHTpOIS

= CpokoBblii KOHTPOI. [Toc/Ie10BaTENBHOCTS KOHTPOJIBHBIX OTIEPALIHii

* Tlopsizok mocTaHOBKM Ha KOHTPOIb. ITOPSIAOK CHATHS ¢ KOHTPOIIS

* KoHTpoIb HCIIOTHEHNS YCTHBIX OPYYEHUH PYKOBOAUTEIIS

Monyas 8 . ®opmuposanue nei1. Homenkiarypa nei. IloAroToBka 10KYMEeHTOB K
NOC/IeayIolIeMy XPaHEHHI0 H HCII0Jb30BaHHI0

= Howmenxknatypa gen. Bi/bl HOMEHKIATYp 1€
= Cocrasnenne 1 opopMIIeHHE HHAUBHAYATBEHOM CTPYKTYPHOM HOMEHKJIATypBI.



Tpebosanus k 3aromoBkam. OnpezneneHne CPOKOB XPaHEHUS JIOKYMEHTOB
= TlpaBuna GopMHpPOBaHHUS e
= DKCIepTH3a HEHHOCTH JOKYMEHTOB. DKCIEPTHAS KOMHUCCHS
*  Odopmierne u onucanue A€ NOCTOSHHOTO U A0ITOBPEMEHHOTO CPOKOB XPaHEHHS
* OpraHu3anys apxuBHOTO XPaHEHHs Jell. ApXHB OpraHHU3alHH
* IIOpsizoK BBIAETEHHS K YHHUYTOKEHUIO JOKYMEHTOB C MCTEKIIHMM CPOKAMH XPaHEHHs

Monyas 9 . Odpopmienue goxkymentos Ha IK

* OO6ue TpeGoBanus K POPMATHPOBAHHIO PEKBU3UTOB JOKyMeHTOB B MS Word

= Cosnanue 611aHKOB HOKyMeHTOB Ha ITK

* QopmaTHpOBaHHE OTAENBHBIX BHIOB CIIPABOYHO-UHMOPMAIMOHHOM JOKYMEHTALHH:
CITy’K€OHBIE MUCbMA, IIPOTOKOJIBI, AKThI

* @opMaTHPOBaHHE PACIOPSAUTENBHON JOKYMEHTALIUH

4. OpraHu3anHOHHO-TIEATOTHYECKHE YCIOBHS

Cobnrofenne TpeGOBaHMH K KaZpOBBHIM YCIOBHSM pealH3alliH  JOMONHHTEIBHOMN
MPO(HECCHOHANBHON MPOrPaMMBI:

a) TpPernoAaBaTeNbCKUH COCTAaB 0Opa30BATENbHON OpPraHM3aIllMH, O00eCIeUHBAIOIMIA
0bpa3oBaTeNbHBIA Mpowece, 061aaaeT BBICIIHM OOpa30BaHMEM M CTaXKEM MPENONABAHHS II0
H3y4aeMOo¥H TeMaTHKe He MeHee | roja W (WiM) MpakTHYECKOH paboTHl B 00/1aCTAX 3HAHMIA,
MPEAYCMOTPEHHBIX MOY/IIMH NIPOrpaMMBI, He MeHee 3 (Tpex) JIeT;

0) oOpasoBaTenbHOM oOpraHm3auueil Hapsgy C TPAIMIHMOHHBIMH  JICKIHOHHO-
CEMHHApCKMMH  3aHATHSMH  NPHMEHSIOTCS  COBPEMEHHBIE  3()(DEeKTHBHBIE  METOMUKH
MpernojaBaHus ¢ NMPUMEHEHHEM HHTEPAKTUBHBIX (OpM 0OyuYeHHs, ayIHOBH3YaIbHBIX CPECTB,
HH()OPMALMOHHO-TENIEKOMMYHHKALIHOHHBIX PECYPCOB M HATVIANHBIX YYeOHBIX TIOCOGHIL.

Cobnronenne TpeGOBaHHH K MAaTepHAIBLHO-TEXHMYECKOMY H y4eOHO-METOIHYECKOMY
00ECIIeYEHHIO IOTIOTHHTENBHOMH MPOGECCHOHAILHOI IPOrPaMMBI:

a) oOpa3oBaTenbHas OpraHM3alUs PAcIoIaraeT HeoOXOANMOI MaTePHAIBHO-TEXHHIECKOI
0a30ii, BKIIOYas COBPEMEHHbIE aYHTOPHH, GHOIHOTEKY, ayIHOBH3yaIbHbIE CPEICTBA 00YUEHH S,
MYIBTHMEIMHHYIO alnapatypy, OpITeXHHKY, KOMHPOBaIbHBIE anmaparhl. MaTepHanbHas 6a3a
COOTBETCTBYET CAHMTapHBIM H TEXHHYECKHM HOpMaM M IIpaBUJIaM M 00ecIieYnBaeT MpoBeIeHHe
BCEX BHJIOB INPAKTHYECKOH M NUCLHMIUIMHADHOHW IOATOTOBKH CIIyIIAaTeliel, MPeayCMOTPEHHBIX
y4eGHBIM [U1aHOM peaTn3yeMoH JOMONTHHTEIbHON IPOhECCHOHATBHOM TPOrPaMMBbL.

0) B ciydae NMpUMEHEHHs 3I€KTPOHHOrO OOyYeHHMs, AMCTAHIMOHHBIX 00OPa30BATEIbHBIX
TEXHOJIOTHH KaXIbli 0Oy4arolmuics B TEUCHHE BCEro mepuoja 00ydeHHs] 0OecredrBaeTcs
MHIVUBUAYAIbHBIM ~ HEOTPAHHYCHHBIM  JOCTYNIOM K  JJIEKTPOHHOH  HH(DOPMAILMOHHO-
oOpa3oBaTeNbHOH cpene, colepKalleil Bce JIEKTPOHHBIE 0OpPa3oBATENbHBIE pecypcsl,
NIEPEYHCIICHHBIE B MOAYJIAX AOMOJHUTEIBHON NPO(ECCHOHATBHOM IPOrPaMMBI.

S. @opMbl aTTECTAIIHH H OIIEHOYHbIE MATEPHAJIbI
OOpasoBaTenbHas OpraHM3allisi HECET OTBETCTBEHHOCTh 3a KAuyeCTBO MOArOTOBKH

Clymareneil ¥ peanu3alMio JOTMOJHHMTEIBHOH NPO(EeCcCHOHANBHOM MpOrpaMMBI B ITOTHOM
00beMe B COOTBETCTBHH C YUEOHBIM MIAHOM.



Onenka KayecTBa OCBOGHHMsS JIOINOJIHHTENBHOM MNpPO(ECCHOHANBHOW  IPOrpaMMbl
CIOywIaTeNeil BKIIOYAeT TEKYyIIMH KOHTPOJIb YCHEBAaEMOCTH, IPOMEKYTOYHYI0 M HMTOrOBYIO
aTTECTAIUIO.

IlpomexyToyHas arTecTalus MO JaHHOMY KypCy NpPOBOAMTCS B (HOPME BBITIOIHEHHMS
NPAaKTHIECKUX paboT (TBOPYECKOE 3a/laHKe), K HTOTOBOM aTTECTALMH AOIYCKAIOTCS CIyIATeNH,
BBITIOJIHUBILINE BCE MPAKTHYECKHUE pabOTEL

Pesynbrarel urorosoit arrecranuu caymareneit 11 B cooTBeTcTBUM ¢ GOPMOIt HTOrOBOi
aTTeCTallM{, YCTAaHOBICHHON y4eOHBIM IIaHOM, BBICTABIAIOTCA IO OBYX OQJbHON IIKaje
(«3auTEHO»/«HE 3aYTEHON).

Cnymarensm, yCHenHo OCBOMBIIMM JOMOIHHTENBHYIO NPOhECCHOHATBHYIO MPOrpaMMy H
MPOIIEAIINM HTOTOBYIO aTTECTAllUIO, BBIIAETCS YIOCTOBEPEHHE O MOBBIIICHHH KBATH(UKALIMH.

CnymarensM, He MPOMIENUINM HTOrOBOM ATTECTALMM HJIM MOMYYMBIIAM HA HTOTOBOI
aTTECTAllMH HEY/IOBJICTBOPUTEIbHBIE pE3YIbTaThl, a TaKXKE€ JIMIIAM, OCBOMBIIMM YacCTh
JOTIOJIHUTENBHOH NPO(ECCHOHATEHON MPOrpaMMbl U (HJIH) OTYMCIEHHBIM M3 00pa30BaTEIbHOM
OpraHM3alliM, BBIAACTCs crpaBka 00 oOy4eHMH HIM O mepuoie OOyYeHHs 1O o6Gpasily,
CaMOCTOSTEIbHO YCTaHABIMBAEMOMY 00pa30BaTeIbHOM OpraHu3alue.

Htorosas aTTecTanus MpoBOAHTCS MO GOpPME TecTa B COOTBETCTBHH C YYEOHBIM ILTAHOM.
Pe3ynbTaThl HTOTOBOI aTTECTAIMK 3aHOCATCS B COOTBETCTBYIOIIHE JOKYMEHTHL. «3a4TeHO» - He
meHee 70% MpaBUIbHEIX OTBETOB.

IIpoMexyTOYHAs aTTECTALMA:

Non/n Temamuka npakmuyeckozo 3aHamus Dopma ITA
Monyns 1. | 3HaKOMCTBO ¢ G1aHKaMH IOKyMEHTOB [IpakTuyeckas pabora
Monyns 2. | Odopmienne opraHu3alMOHHO-PACIIOPSANTETBHBIX ITpakTHueckas pabora

JOKYMEHTOB
Mopyns 3. | Jenosas nepenucka. CocTaBieHue miucem [TpakTHyeckas pabora
Monayns 4. | CocTaBneHHe aKTOB U POTOKOJIOB ITpakTuyeckas paborta
Moayis 5. | CocTaBiesne NpHKa3oB, YKa3aHHUH, PAaCIIOPSHKEHMIL. ITpakTuyeckas pabora
Monyie 6. | Opraausanus 10KyMEHTO000poTa IIpakTHdeckas paborta
Monyne 7. | Peructpanus u KOHTPOJIb HCIIOJIHEHHS JOKYMEHTOB IIpakTuueckas pabora
Mopnyns 8. | Popmuposanue nen. [ToarotoBka JOKyMEHTOB K [TpakTuyeckas pabora
MOCJIEAYIOIEMY XPaHEHHIO H HCIIOIb30BaHHIO
Monyss 9. | Opopmienne gokymentos Ha IK IIpakTHyeckas paboTa

Hroropas arrectanus (TeCTHPOBAHHE):

Bonpocs! Tecra:
Bompoc 1/60

B xakom I'OCTe cozmepskarcs TepMMHBI M ONpEETICHHUS 1O AEIONPOU3BOACTBY H apXHBHOMY
neny?

BribepuTe 01MH OTBET:

I'OCT P UCO 15489-1 — 2007
['OCT P 6.30 — 2003

I'OCT P 7.0.8-2013



Bomnpoc 2/60

B xakom TI'OCTe comepkurcs nepedeHb pPEKBH3WTOB M TpeOOBAHMS K ODOPMICHHIO
JIOKYMEHTOB?

Bribepure oauH OTBET:

I'OCT P UCO 15489-1 —2007
I'OCT P 6.30 — 2003

I'OCT P 7.0.8-2013

Bompoc 3/60

Jenonpou3BoACTBO — 3TO:

Bribepute oauH OTBET:
IEATENbHOCTD, LIEICHANPaBICHHO obecneynBaromas QYHKIMH YIIpaBIeHHs JOKYMEHTaMHU

ACATCIBHOCTB, obecrneunBaiomas JAOKYMEHTHPOBAHHE, I[OKYMGHTOOGOIJOT, OIIEPAaTHBHOE
XPaHCHHE U HCIIOJIBE30BAHUE JOKYMEHTOB.

AEATENIBHOCTH, 00ECIIeYHBAIOIIAs PEATH3ALHIO eAHHON MOIUTHKH U CTAHIaPTOB MO OTHOIICHHIO
K TOKyMEHTaJIbHOMY (DOHIY OpraHu3aLuu

Bonpoc 4/60

HoxyMeHT — 3T0:

BribepuTte onuH OTBET:

3aQUKCHPOBAaHHAs Ha HOCHTeNe HMH(OPMAUWs C pPEKBU3UTAMH, IIO3BOISIOIAMH €€
HIEHTHOUIIHPOBATE.

3a(UKCHPOBAaHHAS HA 3IEKTPOHHOM HOCHTEIE HH(POPMALHs

3aUKCHpOBaHHAs WMH(OPMALMs, IOIEKALAS COXPAHEHHIO B CHIY €€ 3HAYMMOCTH [UIf
rpakiaH, o0IIeCTBa, TOCYAapCTBa.

Bonpoc 5/60
I'OCT P 6.30 - 2003 Ha3siBaeTcs:

Bribepute oguH oTBeT:

Cucrema cranaapTos no uH(GOpMalMH, GHOGIMOTEYHOMY M H3/JATENECKOMY Y. Ynpasnenue
nokymeHTamu. Ofume TpeboBanus



YHUOQUUMPOBAHHBIE CHCTEMBI JOKYMEHTAlMH. YHH(HIMPOBAHHAS CHCTEMAa OPTaHH3alMOHHO-
pacropsauTeNbHOM JoKyMeHTaluu. TpeGoBaHus K 0)OPMICHHIO TOKYMEHTOB

Cucrema ctanapToB no mHGOpMauuu, GUGIHOTEYHOMY H H3JaTelbCKOMY Hely. YIpaBlieHHe
noxymeHTamu. IIporeccsl ynpasienus JoOKyMeHTaMH. MeTananHble UIA TOKYMEHTOB

Bompoc 6/60

PexBU3UT TOKyMEHTA — 3TO:

BriGepute oauH oTBET:

3JIEMEHT BOCIIPOH3BEAECHHS JOKYMEHTA
9JEMEHT OOPMIICHHS IOKYMEHTA
JJIEMEHT COCTaBJICHHUS JOKYMEHTA
Bompoc 7/60

PexBU3UTEI JOKYMEHTA IIOAPa3AeiIsA0TCs Ha:

Bri6epuTe HECKOJIBKO OTBETOB:
JaCTHBIE

[IOCTOSTHHbBIE

obmue

IIepEMEHHBIE

00BbeIMHEHHBIE

Bonpoc 8/60

bnank noxymenTa — sto:

BribepuTte oguH OTBET:
JCT OyMaru ¢ peKBH3HTAMH, HACHTHQHUUPYIOIMMH aBTOpa O(QUIMATBHOTO JIOKyMEHTa

NEKTPOHHBIA IIAa0JIOH C pPEKBH3HTAMH, HICHTUQUUMPYIONIMMH aBTOPa O(MHIHAILHOTO
JOKYMEHTa

MUCT OyMard WM S/IEKTPOHHBIH IAaGIOH C PEeKBH3HTAMH, WACHTH(QUIMPYIOIINMH aBTOPA
O(HIHATBHOTO TOKYMEHTa

Bompoc 9/60

HokymenTEI 0popMIIAIOTCS Ha JiHcTax Gymaru dopmara:



Bri0eprTe HECKOIBKO OTBETOB:
A3

A4

A5

A6

Bompoc 10/60

branku paBpaﬁ&TBIBalOTCSI Ha OCHOBE MOJIOKEHHS PEKBU3UTOB:

Bribepure omgun oTBeT:
YIJIOBOrO
IIPOJIOJIEHOTO

U TOr0, M IPYTOro

HH TOTO, HH JPYTOTro
Bomnpoc 11/60

Kaxxngprit muct JOKYMEHTA JOJIKEH UMETH IOJIA:

Beibepute onuH OTBET:

nesoe — 30 MM, HUKHEe, BepXHee, mpaBoe — 20 MM

JIeBoe, HHKHee, BepXxHee He MeHee 20 MM, npaBoe — He MeHee 10 MM
TIPOM3BOJILHBIX 3HAYECHHUH

MOJKET HE HMETH MOJIEH

Bompoc 12/60

Hamaue pexsusura «I"ocynapcereenHsiii rep6 Poccuiickoit @enepaiuuy B 61aHKe MHCHMA:

Beibepure omuH oTBET:
00s13aTeNbHO
Heo0A3aTeNIbrHO

Bomnpoc 13/60

Hamune pexsusutoB «Jlata noKymeHTa», «PerMcTpalMOHHBIH HOMEDP JOKYyMEHTa» B OllaHKe
[MchMa:



Bribepure oauH oTBET:
00s3aTenBHO
Heo0s3aTeNbHO
Bomnpoc 14/60

Hanuune PEKBH3HTA «CchUlKa Ha HCXOIALIHI HOMEDp H JaTy JOKYMEHTa» B OnaHke mHUCHMa:

BeiGepute 01uH OTBET:
obs13aTensHO
Heo0sA3aTeNBEHO

Bompoc 15/60

Kakoii peKBU3UT W3 IEPEUHCIEHHBIX HHKE JODKEH 00S3aTeNbHO MPHCYTCTBOBATH HA OOIIEM
Onanke opraHu3anuu?

Bribepure ouH OTBeT:

BUJ TIOKyMEHTa

MECTO COCTaBJICHHS (M31aHUs) JOKYMEHTa
CCBUIKA Ha MCXOAIIMH HOMEpP U AaTy JOKYMEHTa
Bonpoc 16/60

Hata noxymeHTa oopMIIseTCs CIeAyIOMUM 00pa3oM:

BribepuTe HECKOIBKO OTBETOB:
«01» auBaps 2017 .
01.01.2017

01.01.2017 r.

01 suBaps 2017 r.

01.01.17

10117

Bomnpoc 17/60

PerucTpauroHHslil HoMep (MHIEKC) JOKYMEHTa IPOCTABISETCS:



BeiGepute 01MH OTBET:

B COOTBETCTBHH C CHCTEMOMW PETrMCTPAIMH, YCTaHOBJICHHOH roCyJapCTBEHHBIMH TPEOOBAHUAMHU
B COOTBETCTBHH C CHCTEMOM PETHCTPALIMM, IPHHATOH B OpraHU3aiul

0e3 BCSKO# CHCTEMEI

HE MIPOCTAaBIIAETCA

Bomnpoc 18/60

Ecimu Mecto cocraBnenus wium H3aHHA MOOKYMEHTA BKIIFOUEHO B COCTAaB HaHMEHOBaHUSA
OpraHu3alHWH, OHO:

BribepuTe ouH OTBET:
yKa3bIBaeTCA
HE yKa3bIBaeTCs

Bomnpoc 19/60

IIpu oopmienun peksusuTa «MecTo COCTaBlIeHHs (M3JaHKsA) JOKYMEHTa» 0003HAYEHHE «T.»
HE CTaBUTCA IIepe]] HAUMEHOBAHHEM FOPOIOB:

BribepHTe HECKOIBKO OTBETOB:
ExatepunOypr
Kazans
Kpacnospck
Mocksa

Huxuuit HoBropox
Cankr-IlerepOypr
CeBacronons
Tromens
Yensabunck

Bomnpoc 20/60

CKOJIBKO PEKBH3UTOB HOCHT HAUMEHOBAHUE «TPUD»?

BribepuTte oguu oTBeT:



Onun

Tpu

[TsTe

Bormpoc 21/60

PexBusut «I'pu orpanndeHus 10CTymna K ZOKYMEHTY» IIPOCTaBIseTCs 6e3 KaBBIUeK:

Bribepute oauH oTBeT:

Ha BEpXHEM I10JI€ JOKYMEHTa

B [IPaBOM BEPXHEM YTIIy NIEPBOTO JIHCTA JOKYMEHTa
Ha 000pOTe MEPBOTO JIKCTA JIOKYMEHTA

B IIPOM3BOJIBHOM MECTE

Bormpoc 22/60

PexBusut «'pud yrBepiaenus» MOKeT GbITh 0hOpMITEH:

Bribepute oguH oTBeT:

[IyTeM NPOCTABJICHHS IHYHON OAMUCH JOJDKHOCTHOTO JIMLA
MyTeM H3JIaHHs PACIOPSAUTENIFHOrO JOKYMEHTa

o6oumu criocobamu, SBISIOUMMHCS PaBHOLEHHBIMH

HH OJJHHM M3 3THX CII0CO00B

Bonpoc 23/60

IIpu odopminerny pekBH3UTa «3aroj0BOK K TEKCTY:

BriGepuTte onuH OTBET:

TOYKA CTABUTCS, KaBBIYKH HCIIOIB3YIOTCS
TOYKA HE CTABUTCS, KABBIUYKH HE HCIOJIB3YIOTCS
TOYKA HE CTABUTCS, KaBBIYKH HCIIONB3YIOTCS
TOYKA CTABUTCs, KaBBIYKH HE HCIIOIb3YIOTCS
Bompoc 24/60

PexBusut «OT™MeTKa 0 KOHTpOJIE JOKYMEHTa» 0603Ha‘IaGT, qTo.



Bribepure oMH OTBET:
JAOKYMEHT HaXO/JIMTCS Ha KOHTPOJIE B OPraHH3aLHU-OTIIPABHTEIIE
JAOKYMEHT IIOCTaBJIEH Ha KOHTPOJIb NIEpe]] Ha4aJIoM MPOLEeCcca ero HCIOTHEHHSI

JAOKYMEHT IIOJUISKHT 00s3aTeIbHON Iepeade MepBOMY JIHIYy OpPraHW3alliHd Ui [IPOCTABIEHHUS
PE30TIOLMH

Bomnpoc 25/60

B cocras PEKBHU3HTA «ITomgmuch AOJDKHOCTHOIO JIHIIa» HaHMEHOBAHHE [JOJIKHOCTH IJIMIIA,
NOAMHCABIIETr0 JOKYMEHT:

Bribepute ouH OTBET:

BKJIIOYAETCsI BCeraa

HEe BKJIIOYAeTCsl HUKOTr/Ia

HE BKJIOYACTCs IIPH MCIIO0JIb30BAHUHU JIOJDKHOCTHOTO O1aHKa JIHIa, TOAIMHCABLIETO JOKYMEHT
Bomnpoc 26/60

PexBusutsl «I'pu¢ cornacopanus» u «BH3a COrNacoBaHUs» OTIMYAIOTCA APYT OT Apyra?

BribepuTe o1MH OTBeT:
OTJIMYAIOTCS

HE OTJIHYAKTCS
Bonpoc 27/60

I'pud cornacoBanus — 310:

Bribepure ogun oTBeT:
BHYTPEHHEE COIIaCOBaHUE
BHEIIHEE COrJIacoBaHUE
Bomnpoc 28/60

Buza cornacosanus — 31o:

BriGepute oiMH OTBET:
BHYTPEHHEE COTJIACOBaHHE

BHEIIIHEE COrjlacOBaHHE



Bompoc 29/60

HpH COCTaBJICHHH TEKCTOB HOKYMEHTOB MCIIOJIb3YETCA:

Bribepute o1uH OTBET:
Hay4HBI CTHIIb
NyOIUMIMCTUYECKHI CTHIIb
0hHLIMATBHO-IEIOBOI CTHIIE
Pa3rOBOPHBIN CTHIIb

Bomnpoc 30/60

B xakom I'OCTe mnpuBenensl (opMyIaps-o0pasupbl i MOCTPOEHHS PAa3IMYHBIX BHIOB
JOKYMEHTOB?

Bribepute oguH oTBeET:

I'OCT P MICO 15489-1 —2007
I'OCT P 6.30 — 2003

I'OCT P 7.0.8-2013

Bomnpoc 31/60

YTBEpKIEHHE JOKYMEHTOB 0pOPMIISETCS:

Bribepute ouH OTBET:

rpu(OM yTBEpKIACHHS
pacTopsANTENBHBIM JOKYMEHTOM

U TeM, U APYTHM

HU TeM, HH JIPYTHM

YCTHBIM PacropsiKEHUEM PYKOBOAUTEIS
Bomnpoc 32/60

IToanuce — 370!

Bribepure ouH oTBeT:

00s3aTeNBHBINH PEKBU3HT CITYKEGHOTO JOKYMEHTa



Heo0s3aTeIbHBIH PEKBU3UT CITY)KEOHOTO JOKYMEHTA
00513aTeNbHBIH PEKBU3HUT CITyKeOHOI0 NOKYMEHTA, IPUAIOIIUIN eMy FOPHINYECKYIO CHITY

Bonpoc 33/60

ITpaBo moxamucH Ha JOKYMEHTAX:

BeiGepure oauH OTBET:

MOJKET OBITH JIeJIeTHPOBAHO

HE MOXKET OBITh JIelIerHpOBaHO

3aBHCHT OT KEJTaHHs JOJUKHOCTHOTO JIMLA

Bomnpoc 34/60

BO3MOKHOCTb TNpUMEHEHHs TPH IOANMCAHHH JOKYMEHTa aHAIOTOB COOCTBEHHOPYYHOM
IIOJUTUCH — (haKCHMHIIE:

BribepuTe onuH oTBeT:

BO3MOKHO

HEBO3MOXKHO

TOJILKO MPH HAJTHYHHU COTIACHS CTOPOH HJIH CHIEHHATBHOr0 HOPMAaTHBHOTO TOKYMEHTA
Bompoc 35/60

Kakne 13 nepeuncieHHbIX BHI0B TOKYMEHTOB OTHOCSTCS K CIIPABOYHO-MH(OPMALIHOHHEM?

BribepHuTe HECKOIBKO OTBETOB:
aKT

JIOKJIaJHas 3aImcKa
HHCTPYKIIHS

MIHICHMO

TMOJIOJKEHHE

NpUKa3

MPOTOKOJ

perJamMeHT

ciyxeOHas 3amucKa



ycTaB
Bompoc 36/60

B kakux pasHOBHIHOCTAX mHCeM 00s3aTenbHO 0hopMieHHe pekBU3UTa «OTMETKA O HATHYHH
TIPUJIOKEHUS»?

Bribepure 0uH OTBET:
61aro1apCTBEHHBIX
rapaHTUHHBIX
CONPOBOJUTEIBHBIX
PEKOMEHIaTeNbHBIX

Bompoc 37/60

Ha xakux Bujax 10KyMeHTOB Tpebyercs opopmieHue pekBu3nTa «OTMETKA 06 HCIIOIHUTEIEN?

Bribepute omuH oTBeT:
aKTBI

MHChMa

IIPHKa3bl

Bomnpoc 38/60

Kakoe makcimanbHOe KOMHYECTBO apecaToB MOXKET ObITh YKA3aHO B MUChME MpH 0DOPMICHHH
peKBH3HTa «AapecaT»?

Bribepute ogus oTBeT:
TpH

4eThIpe

TSTh

CKOJIBKO YTOZHO
Bonpoc 39/60

KeM 10/kHO OBITH MOANUCAHO rapaHTHHHOE MHCEMO?

Bribepure oaun oTBeT:

PYKOBOJHUTEIIEM



PYKOBOJMTEJIEM, [VIaBHBIM OyXrantepoM
PYKOBOJHUTENIEM, IJIaBHBIM OyXrainTepoM, HCIIOTHUTEIEM

Bomnpoc 40/60

OﬁpaHICHPIC IIPH COCTABJIEHHH JICJIOBOI'O ITHChMa HaYHHAETCs CO CJIOBa:

Bribepure omuH OTBET:
MHJIBIH

JI0poro#

YBa)XKaeMBbIi
000sKaeMbIi

Bompoc 41/60

3akmounTenbHas GopMyIia BeKIHBOCTH:

Bribepure ouH oTBeT:
o0s3aTebHa Beerna

HE HY)KHa BOOOIIe

3aBHCHT OT COJIep’KaHHS MMHCEMa
Bonpoc 42/60

Haroit akTa siBjIgeTcs 1aTa:

Bribepure oguH oTBeT:
MOANUCAHUS

COOBITHS

YTBEepXKIACHHUS

Bonpoc 43/60

Matoii NpOTOKOJIA ABJSETCS AaTa:

Bribepure oguH oTBeT:
NPOBEIECHUS MEPOIIPUATHS

COCTaBJICHHS MIPOTOKOJIA



NoamucaHuA MpOTOKOJIA

Bomnpoc 44/60

Tune! (GopMBbI) MPOTOKOIIOB

Bri6epure HECKOIBKO OTBETOB:
KpaTKue

noapoOHbIe

TIOJIHBIE

pacIIUpEeHHbIE

COKpaIlleHHbIE

YCEYCHHBIE

Bomnpoc 45/60

Kakne 13 epevrciIeHHbIX BUIOB JOKYMEHTOB OTHOCATCS K PACTIOPSIHTEIBHEIM?

Bribepute HECKOIBKO OTBETOB:
aKT

ITUCBEMO
TIOCTAHOBJICHHE
npHKa3

HPOTOKOJI
pacropsikeHue
perjiiaMeHT
pelieHue
ciy>keOHas 3amucKa
yKa3aHHe

yCTaB

Bomnpoc 46/60



Kakue  nokymeHTsI  MoOryr  comepkaTh  00OCHOBaHHE
pacropsaUTEIbHEIX JOKYMEHTOB?

Bribepure HeckonpK0 OTBETOB:
JoxnanHas 3anucka
AHalHUTHYeCcKas CrpaBKa

AKT

Cnyxe6Hoe muceMo

Bornpoc 47/60

lIa'ra PacnopsAaUTENBFHOI0 JOKYMEHTA — 3TO [aTa €ro.:

Bribepure oiuH OTBET:
COCTaBIICHHS
MOITHCAHHA

YTBEPKICHHA

Bomnpoc 48/60

PaCHOPHﬂHTCIILH&S 4acThb IpHKa3a HAYHHAETCS CJIOBOM:

BribepuTe oiuH OTBeT:
OBA3bIBAIO
ITPEJIJTAT AFO
[TPUKA3BIBAIO

Bompoc 49/60

PBCHO]JH,HI/ITCHBHM HacCThb PacHOpAKEHHUS HAYUHAETCS CJIOBOM:

BribepuTe 01MH OTBET:

OBA3bIBAIO

HEO0OX0qUMOCTH

H3JaHHA



I[TPEJIATAIO
ITPUKA3BIBAIO

Bonpoc 50/60

PaCHOPﬂIIHTBHbHaH H4aCTh YKa3aHHWA HAYHHACTCS CJIIOBOM:

BriGepute o1iMH OTBET:
OBS3bIBAIO
[TPEJJIAT AIO
[TPUKA3BIBAIO

Bormpoc 51/60

Kaxkue u3 HEPEYHCICHHBIX BUJI0OB JOKYMEHTOB OTHOCSTCA K OpraHH3 aIIHOHHO-HpaBOBbIM?

BribepuTe HECKOIBKO OTBETOB:
aKT

JIOJDKHOCTHAs! HHCTPYKIIHS
HHCTPYKIHS

MTHCBMO

IOJIOXKEHHE
IIOCTAHOBJICHUE

npaBuIa

NpHKa3

IIPOTOKOJI

periamMeHT

ciyxeOHas 3anucka
yKa3aHue

yCTaB

IITATHOE paclUCcaHHue



Bormpoc 52/60

K xakoMy J0KyMEHTONOTOKY NIPHHA/UIEKHAT NPHKa3 Kak BHI JOKYMEHTa?

Bribepure onuH oTBerT:
BXOZSIINE JOKYMEHTBI
HUCXOMSAIIHE TOKYMEHTHI

BHYTPEHHHE JJOKYMEHTBI

Bonpoc 53/60

K kakomy 10KyMEHTONOTOKY IIPHHAUIEKHT IHCHMO KaK BHJ{ JOKYMEHTA?

BribepuTe HECKOIBKO OTBETOB:
BXOJAILIHE JOKYMEHTBI
HCXOIAIINE JOKYMEHTEI

BHYTPEHHHE TOKYMEHTHI

Bomnpoc 54/60

PCFHCTpaHH}I BXOJAIIHX JOKYMEHTOB B OpraHH3aluu IIPOHU3BOOHTCA:

Bribepute oauH oTBET:
OIMH pa3 NPH NOCTYIJIEHUH JOKYMEHTa B OpraHU3alHIo

KK b1 pas IpH nepegavde J0KyMeHTa U3 OHOr0 IoapasieIeHud B IPpyroe

Bompoc 55/60

P CruCTpalysa HCXOAAIINX JOKYMEHTOB B OpraHu3aliM IIPOU3BOJUTCA:

BriGepuTte 01MH OTBET:
OJIHH pa3 1Mocie MOAMHUCAHUS JOKYMEHTA

Ha KayXKIIOM 3Tare MpoXoxKIeHUA JOKyYMEHTa



Bompoc 56/60

Cayxoba IOV ocymecTBisieT KOHTPOIIb HCTIOIHEH S JOKYMEHTOB:

Bribepute onuH oTBeT:
IO CYLIECTBY BOIIpOCa
10 CPOKY

I10 TIPaBHJILHOCTH O(hopMIIeHHS

Bormpoc 57/60

Buzel HoMeHKITaTYp Aen:

BribepuTe HECKOIIBKO OTBETOB:
HHIMBHIYyaJIbHas (CBOJHASA)
o0BbeTMHeHHas

pUMepHas
CHCTEMaTH3HPOBaHHas

THIIOBAA

Bompoc 58/60

CdopmuposarHoe 1€110 110 00BeMy He JOJIKHO MPEBBIIIATH:

Bribepute oauH OTBET:
150 nucroB npu TomnumHe fena He Gouee 20 MM
250 cToB NpH ToNIIKHE Jena He 6oee 40 MM

400 nucToB NpH ToNLIKHE Aena He Goee 60 MM

Bompoc 59/60

MoskeT 11 SKCTIepTHasE KOMHCCHS OpPraHU3aLHK OBITH TIOCTOSHHO JEHCTBYIOMIEH?

Bribepute oaun oTBeT:



MOKET

HE MOKET

Bompoc 60/60

KTo npuHuMaeT pemenne 06 yHHYTOKEHHH JOKYMEHTOB, CPOK XPAaHEHHS KOTOPBIX HCTEK:

Bribepure oquH oTBET:
UCTIOJIHUTEIb JOKYMEHTA
PYKOBOJHTEb OpraHH3aLHH
pykoBoauTens ciayx0sr JOV

3KCIIEpTHAas KOMHCCHA



