MUWHOFBPHAYKU POCCUU
(deaepanbHoe rocyfapcTBeHHoe OI0PKeTHOe 00pa3oBaTe/IbHOE YUpPe)K/ieHHe BBICIIero 00pa3oBaHus
«BanTuiickuii rocyfapcrBeHHbIi TexHnyeckul yausepcuter «BOEHMEX» um. I.®. YcTuHoBa»
(BI'TY «BOEHMEX» um. JI.®. YcTHHOBA)
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HamnpasyieHnue/cnenaaibHOCTb 38.04.03 Ynpas/ieHHe epCcoHA/IOM
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JIUCT COI'JIACOBAHUA

PABOYAS ITPOI'PAMMA COCTABJIEHA B COOTBETCTBUH C TPEBOBAHUSMU ®ENEPAJIBHOI'O
T'OCYJAPCTBEHHOI'O OBPA3OBATE/IBHOI'O CTAHJAPTA BBICIIIET'O OBPA3OBAHUA (®I'OC BO)

38.04.03 Ynpas/ieHHe 11epCOHAIOM
rog, Habopa rpynrbl: 2024

IIporpamMmmMmy cocTaBuiI:

Kadenpa P1 MEHE/JDKMEHT OPTAHU3AIINN
Crnenak Koncrantux bopucoBuy, [.3.H., mpodeccop

[Tporpamma paccMOTpeHa
Ha 3ace/jlaHUM Kadeapbl-pa3paboTurKa
paboueii nporpammel P1 MEHE/IDKMEHT OPTAHU3AIIUN

3aBenyromuii kadenpoii llmatko A.[., 1.3.H., ipod.

[Tporpamma paccMOTpeHa
Ha 3aceJJaHUM BBITyCKatolleit Kadeapsl

P1 MEHE/UKMEHT OPTAHUBALINN

3aBepaytommii Kadeapoii lImarko A.J., 1.3.H., ipod.




PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JOKYMEHTAIIMOHHOE OBECITEYEHUME YITPAB/IEHUVS ITEPCOHAJIOM

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

IICK-1.1 — crocoOHOCTh BeCTU OPraHM3al[MOHHYH) U PACMOPSAUTENbHYIO JTOKYMEHTALUIO TI0 TIepPCOHAITY,
a/IMUHUCTPUPOBATh TPOLIECCHI U IOKyMeHTO000pOT 00ecrieueHyst IepCOHAIOM

OIIK-2 — criocoGHOCTh TIPUMEHSITh KOMIUIEKCHBIM TOAX0J K COOpy AaHHBIX, TPOJBHHYTBbIE METOABI MX
06paboTKu 1 aHanM3a Mpy pelleHU! yrpaBleHuecKUxX U UCCefoBaTebCKUX 3aau
OTIK-5 — crnoco6HOCTh HCIMO/Mb30BaTh COBPEMEHHbIE WH(OpPMAI[MOHHbIE TEXHOJOTHM U TIPOrPaMMHbIE

CpeacCTBa IpU pereHnumn HpOCl)ECCI/IOHaJ'H:H]:IX 3aaa4

®OpMUPOBAHHIO KOMITETEHI[HI C/TY)KUT AOCTIKEHUE C/IeYIONUX pe3y/IbTaToB 00pa3oBaHus:
IICK-1.1

3HAHUSA:

MeTofil COOpa, aHanM3a M CTPYKTyphl HH(OpMad 06 0COOEHHOCTSX phIHKA TPyJa, BK/IOYast
TIpe/I0KeHHUs OT TIPOBAKIEPOB YC/IyT IO TIOMCKY, PUB/IEUEHHIO, T000py U 0TOOPY MepcoHaa;

YMeHUsi:

T10/Tb30BaThCsl TIOMCKOBBIMM CUCTEMaMH ¥ MH(OPMAaI[MOHHBLIMU peCypCcaMu /il MOHUTOPUHTA pbIHKA
TPy/ia, TPXXJAHCKOTO 1 TPYAOBOTO 3aKOHO/aTe/ibcTBa Poccutickor denepaiuy;

HAebIKU:

MeToflaMi pa3pabOTKH M peanu3aliid MapKeTHHIOBBIX MPOrPaMM B YIPaB/IEHWU I1EPCOHAIOM,
METOflaMHi aHa/Ii3a SKOHOMUYECKOM M COLMaNbHOW 3(hGHEKTUBHOCTH IeSTeNbHOCTH I0fIpa3/ie/ieH|i 110
yTIpaB/IeHHIO ITePCOHAJIOM.

OIIK-2

3HAHUSA:

MeToAbl cOopa, aHa/lvM3a M CTPYKTYphl MHGOpMAIMd 00 OCOOEHHOCTSIX OpraHu3aluu paboT Ha
Pa3/IMUHBIX yJacTKaxX MPOM3BO/JCTBA M HAa KOHKPETHBIX PabOuMx MecTax C yueToM ILiesiel, 3ajiau, TUIaHOB W
CTPYKTYPbI OpraHH3a1iu;

YMeHUsi:

dopmrpoBaTh TpeOOBaHWS K BaKaHTHOW AO/DKHOCTH (Tpodeccuu, CreljuaJbHOCTH) W OMpeAeNaTh
KpUTEPHH 10A00pa MepcoHaa;

HA8bIKU:

TeXHOJIOTHUSIMH, MeTOlaMd W MEeTOJUKaMM TPOBeJieHUsI aHajnM3a U CHCTeMaTH3alid [IOKYMEHTOB U
WH(OPMAILIWH, TIOPSITKOM OTpe/ie/ieHus] MePCIeKTUBHON U TeKYIIel MoTpeOHOCTH B KaZipax.

OIIK-5

3HAHUS:

MeTo/pl cbopa, aHa/aM3a U CTPYKTYpbl MHGOPMAaIu 06 0COGEHHOCTIX W BO3MOXKHOCTSX KaJpPOBOTO
TOTeHIMasia OpraHu3aliuy;

YMeHUsi:

BHOCHTb KOPDEKTHPYIOI[ie CBe/leHHsi B TpeOOBaHHMs K KaHAWJaTaM Ha BaKaHTHBbIE [IO/DKHOCTH
(mpodeccum, crierUanbHOCTH);

HABbIKU:

OOIIMMM TeH/eHI[USIMU Ha PhIHKe TPyZa U B OT/e/IbHOI 0Tpac/ii, KOHKPeTHO# mnpodeccuu (Jo/KHOCTH,
CIeLMaibHOCTH), METOJAMH Pa3pabOTKY U peasu3aljii CTPAaTeTryi yripaB/ieHust IepCOHAIOM.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

HJucuynmiaa JOKYMEHTALIIMOHHOE OBECIIEYEHUE YITPAB/IEHUSA ITEPCOHAJIOM
SIBISIETCS JUCLIUTIIMHOM 00s13aTe/IbHOM YyacTH 6;10Ka 1 mporpaMMbl IOATOTOBKY 110 HarpasieHuto 38.04.03
YnpaseneHue nepcoHanom.

CogepxaHue [UCLMIUIMHBL SB/ISETCA JIOTUYeCKUM Tpogo/vkeHneM gucuuiuvivH: YIIPAB/JIEHUE
ITEPCOHAJIOM OPTAHN3AIIUMN.

CoziepkaHie JUCIMIUIMHBI  SBASETCS OCHOBOM fyisi  ocoenust gucyurmH:  KATPOBBIN
IIOTEHIIUAJI PA3BBUTUSI OPTAHU3AILIUN.

Hpe,aBapHTeanble KOMIIeTeHLIH, C(I)OPMI/IPOBEIHHI:IE y 06yqa}01ueroc51 A0 HadaJ/la u3yueHud JUCLHUTIIIMHBI:

e OIIK-1 — CriocobeH pyMeHsITh TIPH pelleHnH MpodeCccroHaNbHBIX 3afiau 3HaHUs (Ha TIPOZIBUHYTOM
YPOBHe) 5KOHOMHUECKOM, OpraH13alliOHHOM, yTipaB/ieHueCKOH, COLMOI0rnYeCKOM, MCUX0I0rnye cKoi
Teopuii U TipaBa, 00001I1aTh U KPUTUYECKH OLIEHUBATh CyILeCTBYIOLIHe Tiepe/JoBble TIPAaKTUKU U
pe3ysibTaThl HayUHbIX UCC/IEJ0BAHUH 110 YTIPaB/IeHUIO I1ePCOHAIOM U B CMEKHBIX 00/1aCTsIX

¢ OIIK-2 — CniocobGeH npUMeHsTh KOMIUIEKCHBIHM MOZX07, K COOPY /IaHHBIX, TPOJBUHYThIE METO/bI KX
06paboTKM ¥ aHaM3a NPy pelleHnH yIpaBIeHueCKUX U NCCIIef0BaTeNbCKIX 3azad

e TICK-1.3 — CniocobeH NprUMeHSTh MeTOZbI 1 MHCTPYMEHTHI OIIepaTUBHOTO TJIAHUPOBAHMsI, pelliaTh
TUIIOBBIE 3a/]aud OIIepaTUBHOIO yIIpaB/ieHUs



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/seT 4 3.e., 144 u.
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Pazpen 1. Opranu3sanus KajpoBoro Ae10npou3BoAcTBa. OpraHusaryst Cyx6sl
P 3 repcoHasa Ha npeAnpuaTHU. JJOKyMeHTBI, perlaMeHTHpYoL1e yripaBieHue 46 1 1 45 30 30 30
riepcoHaioM. OCHOBHbIe TpeboBaHust K 0(OpMIEHHIO
OpraHyu3alMOHHOPAaCIIOPSAUTE/IbBHBIM JOKYMEHTaM.
P 3 Paszpen 2. Z[oxyMefrrbl 10 epPCOHA/Ty NPeANPHATHA. [IOKyMeHTbI, CO3/jaBaeMble B 46 1 1 45 40 40 40
TipoLiecce TPYAOBOH flesTeIbHOCTA PpabOTHUKOB.
Paspen 3. OcHOBHBIE JOKYMEHTHI 110 IlepcoHa/Ty npeanpuaTus. [lopsifok
2 3 o(hopMIeHHs JOKyMEHTOB TIPH YBOJIbHeHHH PaboTHHKOB. POPMUpOBaHUE U 52 2 2 50 30 30 30
XpaHeHHe KaJpOBbIX TOKYMEHTOB.
Bcero 3a 3 cemecTp 144 4 4 140 100 100 100
Bcero no gucuuninHe 144 4 4 140 100 100 100
3.2. AyAuTOPHBII NPAKTUKYM
Homep u
p Oo0nemMm,
Ne HavMMeHOBaHHe
TemMa npakTU4YeCKOro 3aHATUA ayp.
n/n pasjena
4acoB
JAUCIUILIUHbI
Pazgen 1.
Obranmzars Opranusanysi cy>X0bl epcoHana Ha TpeAnpUsaTid. [IOKyMeHThI,

1 Kap osorc? periaMeHTHpYIOIMe yIpaBieHue iepcoHasioM. OCHOBHbIe TpebOBaHMs 1
Aeﬁg HPOH3BOAICTBA K 0(OPMJIEHHIO OPTaHU3alIMOHHOPACTIOPSIUTE/TEHBIM IOKyMEHTaM
Pazgen 2.

7 L OKyMeHTBI 110 [ OKyMeHTRI, CO3ZlaBaeMble B TIPOIieCce TPYAOBOH AesITeTbHOCTH 1
repcoHany pabOTHUKOB
TIpeSIpUsaTHs.

Pazgen 3. OcHOBHbIE

3 JIOKYMEHTBI 110 ITopsifok odopmiieHNs JOKYMEHTOB TIPH YBOJIbHEHUH PaOOTHUKOB. 9
TepcoHany DopMHUpOBaHKE U XpaHEHHe KaJPOBbIX JOKYMEHTOB
TIpeAIpUsITHUS.

Bcero 3a 3 cemecTp 4
3.3. CamocTonTenbHas padora crygenta (CPC)
Homep n
Ne HauMeHOBaHHe Oo0nemMm,
Cojep)xaHue yueGHOro 3ajaHus
n/n pasjena 4acoB
JUCLUTTAHBI
Pazgen 1. OpraHu3anys C1y>KObI TepcoHasia Ha MpeAnpUsITHN. [JOKYMEHTHI,

1 Opranuszanus perniaMeHTUpPYIOIUe yIipas/jieHre repcoHaaoM. OCHOBHbIe 45
KaJipoBOr0 TpeboBaHUA K 0(hOPM/IEHHIO OPraHU3aIlMOHHOPACTIOPSTUTETbHBIM
Je/IONpOM3BOACTBA.  |LOKYMeHTaM
Pasgen 2.

7 JOKyMeHTbI 0 JOKyMeHTBI, CO34aBaeMble B IpoLiecce TPYAOBOH AeTeTbHOCTU 45
TepCcoHaTy pPabOTHUKOB
peAIpUsTHs.

Paspen 3. OcHoBHBIE

3 JOKYMEHTHI I10 IMopsifok odopmieHNs JOKYMEHTOB TPU YBOJIbHEHUH PabOTHUKOB. 50
rnepcoHany @®opMHUpOBaHKE U XpaHEHUE KaJPOBbIX JOKYMEHTOB
MpeArnpusTys.

Bcero 3a 3 cemectp 140
6 26072




4. ®OPMbI KOHTPOJII OCBOEHUSA TNCLHUIIVINHBI

CEMECTP HEJEJ/IN CEMECTPA
1/12|3| 4 6 9 |10|11/12|13|14|15| 16 17
3 Tectr | | AP Tect | P ap Bomp. 3au, gud. 3au.

Ycii0BHBIe 0003HAYCHUSA:

P — nuarHocTUueckasi paboTa;
Tect — TecT;

Bonp. 3au — BOIpPOCHI K 3a4eTy;
mud. 3au. — quddepeHIMPOBaHHBIN 3aueT.

TeKyIui KOHTPO/Ib YCIIeBAEMOCTH CTY/[€HTOB TIPOBOJUTCS B JUCKPETHBIE BpeMeHHbIe NHTEPBAJIBI B
cnenyronumx hopMax:
e HArHOCTUYECKasi paboTa;

* TecCT;

® BOIIPDOCHI K 3a4eTy.

IIpomMesxyTouHasi arTecTanusi IIPOBOAUTCS B popMax:

e uddepeHPOBAHHBIN 3a4eT.
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5. YYEBHO-METOJIMYECKOE 1 THO®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas JiMTeparypa no JUCLUILIMHE:

1. Y. H. Ky3Hew0B. . [JoKyMeHTaLIMOHHOe 00ecrieueHue yrpaBieHus nepcoHaaoM. Mocksa: FOpaiir, 2019,
1. pec.

2. W. H. Ky3HenoB. . [loKyMeHTaIlMOHHOE 00ecIieueHue yrpasjieHus. [JJokyMeHToo00poT 1
Jlenorpou3BoAcTBo. Mockga: FOpaiit, 2022, 351. pec.

3. O. A. Topnenko, [. B. Epoxun, T. I1. MoxaeBa. . YripaBjieHHe niepcoHanioM. Mocksa: FOpaiit, 2022, 3.
pec.

5.2. [lorionHUTe/bHAs IUTepaTypa Mo AUCLUIIINHE:
He TpebyeTcsl.
5.3. [lepnogrueckue u3aHus:

1. CornuanbHble U T'yMaHUTAPHbIE 3HAHUS;
2. YHUBepCUTEeTCKAasi KHUTa.

5.4. TlepeueHb peCcypcoB UH(POPMAI[MOHHO-TE/IEKOMMYHUKAITMOHHOMN ceTr "VIHTepHeT", HeoOXOAUMBIX /1/1sT
OCBOEHUS TUCIUIITUHBI, 3T1€KTPOHHBIE OUOTMOTEUHbIE CUCTEMBI:

1. https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-487121 —
OOKYMEHTAIIMOHHOE OBECIIEUEHUE YTIPABJIEHUS ITEPCOHAJIOM 2-e u3g., mep. U JOI1.
YuebHuK U ipakTuKyM ajist CITO</title> <meta name="viewport" content="width=device-width">
<title> JIOKYMEHTALIMOHHOE OBECIIEYEHUWE YTIPABJIEHUA ITEPCOHAJIOM 2-e u3g,., riep. u
JIOTL. YueOHUK 1 npakTUKyM st CITO;

2. http:/library.voenmeh.ru/jirbis2 — ®yHnamenTansHas 6ubaroreka BI'TY «BOEHMEX» um. [1.®.
YcTuHOBa.

CoBpeMeHHbIe TPoQecCHOHaNbHBIE 0a3bl JAaHHBIX:

1. https://rusneb.ru — HatroHnaneHast yieKTpoHHast oubmoreka (HOB);

2. https://cyberleninka.ru/ - HayuHast snekTpoHHast 6ubnioreka «KubeprieHuHKa»;
http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBast 3/1eKTpOHHas 6ubmoTeka Poccuiickoro dhoHaa
(dbyHIaMeHTaIbHBIX UCC/Ie/JOBAaHUM.

VHbopMalMOHHbIE CTIPaBOYHBIE CUCTEMBI:
1. Texakcriept — VHMOPMaIMOHHBINM TIOPTaI TEXHUUYECKOTO peryvpoBaHus: HopMel, ipaBuia, CTaHAAPTHI
PD;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCTog
cobctBeHHoM redepaiuu BI'TY "BOEHMEX" um. [I. ®. YCTHUHOBa;
3. http://www.consultant.ru/- KoncynsrauTIntoc- nHbOpMalioHHBIN TTOpTasl ITPaBoBOi WHGMOPMAaI[HH.
5.5. TIporpamMMHOe obecrieueHue:;
He TpeOyeTcsi.

5.6. ndopmalioHHbIe TeXHOIOTUH:

B3anMogeiicTBre ¢ obyuarouumucs nocpegcrsom SMOC Moodle BI'TY «k BOEHMEX» um. [J.®. YctuHOBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. IlpakTHYecKue 3aHATHUA:

1. IIpoekTop;
2. VlHTepakTHBHAas JOCKA.

6.2. IIpouee:

1. pabouee MeCTO TIpernofiaBare/isi, OCHAIIlEHHOe KOMITBEOTEPOM C JOCTYroM B VIHTepHeT;
2. paboume MecTa CTy/IeHTOB, OCHAIL|eHHbIe KOMITbIOTEpaMH C JOCTYIIOM B VIHTepHeT, rpeiHa3HaueHHbIe
[71s1 pabOThI B 3/IEKTPOHHOI 00pa30BaTe/IbHOM Cpefie.



ITpunoxenue 1
K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHH S IIEPCOHAJIOM

AnHoTanusa paboueii nporpaMMsl

Ouctuminia JOKYMEHTAIIMOHHOE OBECIIEYEHUWE YIIPAB/IEHUS TITEPCOHAJIOM
ABJISIETCS JUCLIUIJIMHOM 00s13aTe/IbHOM YacTH 0/ioKa 1 rporpamMmel TOATOTOBKM I10 Haripae/ieHuio 38.04.03
Ynpaenerue nepconasom. JucCivIMHa peanu3yercs Ha (akynbreTe P MeXXIyHapOAHOTO MPOMBIIIIEHHOTO
MeHemkMeHTa 1 kKommyHuKai BI'TY "BOEHMEX" um. [1.®. YctunoBa kadeapoit P1 MEHEDKMEHT
OPTAHU3ALUMN.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
IICK-1.1 criocoOHOCTL BECTU OPraHU3alMOHHYI0 W PaCHoOpPAWTENLHYIO JOKYMEHTAI[MI0 [0 TIepCOHAY,
a/IMUHUCTPUPOBATh TIPOLIECCHI U IOKYMEHTO000POT 0becreueH st iepcoHasom;
OTIK-2 crnocoOHOCT, TIPUMEHSTh KOMITIEKCHBIM TOAX0A K COOpYy JAaHHBIX, TMPOJBHUHYTbIE METOABI HX
00paboTKM U aHa/M3a NPy PellieHNH YIIpaBieHueCKUX 1 UCCiieJoBaTebCKUX 3a/1auy;
OITK-5 crioco6HOCTh UCI0JIb30BaTh COBPEMEHHbIE MH(OPMAI[MOHHBIE TEXHOJIOTUH U MPOrpaMMHbBIE CPe/ICTBa
TIpU pellieHNH TIPodeCCUOHAIBHBIX 3a/1au.

CojeprkaHue AUCIUIUIMHBI OXBaThIBAET KPYT BOIPOCOB, CBSA3aHHBIX C (DOPMUPOBAHUEM HABLIKOB W 3HAHHWU 00
OCHOBHBIX TOJIOKEHUSAX JOKYMEHTHDOBAHUSI U O3HAKOMJIEHHWST C Teopuell U TIPaKTHUKOM paboThl C
JIOKYMEHTUPOBAaHHON WH(OpMal[iel, opraHusaiied paboTbl C pa3IMUHBIMM BUJAMM  JOKYMEHTAl[UH
(opranu3aroHHO-pacopsIIuTeIbHON, HWH(MOPMALIMOHHO-CIIPABOYHOM), H3yueHWeM COBPEMEHHBIX IIpaBUJI
JIOKYMEHTUPOBAHUSI THUIIOBBIX CHUTyallMii W OpraHu3alu paboThl C JIOKYMEHTaMH, perjaMeHTHPYHOUUMU
(hyHKUIMY ¥ TIpOLieIyp YITpaBJieHuUs TIepCOHAIOM B OpraHW3allvy.

[TporpamMmoii JUCHUITIMHEI TTPelyCMOTPEHBI CJleIyIOIIYie BHABI KOHTPOJIA:

TeKyuil KOHTPO/Ib YCIIEBAEMOCTH CTY/[eHTOB TIPOBOJJUTCS B JUCKPETHbIE BpeMeHHbIe NHTEPBAJIBI B
cnenyromumx dhopMax:
e MArHOCTHYECKas paboTa;
e TECT;
¢ BOMPOCHI K 3aYeTy.

IIpome)XyTouHas arTecTalusi TIPOBOJUTCS B hopMax:
e muddepeHITMPOBAHHLIN 3aUeT.

OO01jas  TPyI0EMKOCTh OCBOEHHUSI AUCLUIUIMHBI cocTaBiseT 4 3.e., 144 u. TIporpamMMoM AWCIUITUHBI
TpeyCMOTPEHBI MPaKTUUeCKue 3aHsThsA (4 u.), camocTosTe/IbHast pabota cTygenTta (140 u).
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IIpunoxenue 2
K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/IEHUSA IIEPCOHAJIOM

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUA

PekoMeH/Jaliiy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI COCTaBgeT 144 4., U3 HUX 4 4. ayAUTOPHBIX 3aHATUH, U 140 u.,
OTBe/|eHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeHzIalIK  TI0  pacripe/ie/ieHHI0  yueOHOTO BpeMeHU M0 BHJ]AM CAMOCTOSITE/TbHOM paboThl M
pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI IIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTPOJIe YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcsl.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUs TIPYBe/ieHbl B TPUIOKeHHH 3 K Paboueii mporpamme.

TpyRoeMKOCTB,

HaumeHoBaHue padoThI PekomeHnyemas 1uTeparypa uac

Pazgen 1. OpraHuzanusa KafipoBoro /e/I0Nnpou3Bo/ACTBa.

. H. KysHenos. .
HokymMeHTal[ioHHOe 0becrieueHre
yIpaB/eHus nepcoHanom: Mocksa:

FOpaiiT, 2019 (1)

M. H. KysHe1oB. .
loKyMeHTaLIOHHOe obecrieueHue
ymnpassenusi. JlokymeHTo060pOT 1 45

JlenornpousBocTBo: Mockaa:

FOpaiit, 2022 (1)

O. A. T'opnetko, . B. EpoxuH, T.
I1. Moxaesa. . YripasneHue
nepcoHanoM: Mocksa: FOpaiirt, 2022
)
Wroro no pasgeny 1 45

Pazpgen 2. [IoKyMeHTHI [0 MEPCOHATy Tpe/pPUsTH.

. H. KysHenos. .
HokymeHTalioHHOe 0becrieueHre
yripaBsieHusi. JJoKyMeHTo000poT 1

JleIonpon3BoACTBO: MockBa:

FOpaiir, 2022 (2)

O. A. Topsnierxo, I. B. Epoxun, T.

I1. MoxkaeBa. . YripaBneHue 45

nepcoHanoM: Mocksa: FOpaiit, 2022
&)

M. H. KysHeros. .
ITokyMeHTaI[MoHHOe 0becrieueHve
ynpas/eHus epcoHanom: Mocksa:

FOpaitr, 2019 (2)

Opranu3anysi CIy>KObI epcoHaa Ha TIpeIpUsITHH.
[ OKyMeHTBbI, perflaMeHTHPYHOLLMe yIIpaB/ieHre
nepcoHanioM. OCHOBHbIe TPeOOBaHHUS K O(OPMIIEHUIO
OpraHU3al[MOHHOPACIIOPSAUTETHEHBIM [JOKYMeHTaM

[ oKyMeHTBI, co3/jaBaeMble B ITPOLiecce TPYJ0BOi
JesITeTbHOCTH PabOTHUKOB

Wroro no pasgeny 2 45
Pa3aen 3. OcHOBHBIE JOKYMEHTHI 110 IIepCOHAJTy NPeANPHATHA.
[Nopsimok oopmMaeHyst JOKyMeHTOB TIPH YBOJIbHEHUU . H. KysHenos. . 50
paboTHrKOB. ®OpMUPOBaHUE U XpaHeHHe KaJPOBbLIX JlokymeHTa1IOHHOe obecrieueHue
JIOKyMeHTOB yIpaeJieHus nepcoHaaom: Mockga:

FOpaitr, 2019 (3-4)

O. A. Topsnierxo, I. B. Epoxun, T.
I1. MoykaeBa. . YripaBneHue
nepcoHanoM: Mocksa: FOpaiit, 2022
@

. H. Ky3HeL0B. .
IokymeHTaI[ioHHOe 0becrieueHre

11 26072



yripaBsieHusi. [JOKyMeHTO000pOT 1
Jlenonpon3BoACTBO: MockBa:
FOpaiir, 2022 (3)

Wroro no pasgeny 3

50

12
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IIpunoxenue 3
K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/IEHUS ITEPCOHAJIOM

®OH/J] OODEHOYHBIX CPECTB

®oH/[| O1[eHOYHBIX CPe/CTB, MO3BOJISIOIIHE OL[eHUThL Pe3y/IbTaThl 06yUeHH s 10 JaHHOM AUCIUIT/IMHE, BKIFOYAIOT
B ce0s:

e UarHocTUYecKas paborta

* TeCT;

e BOIIPOCHI K 3aU€TY;

e muddepeHITMPOBAHHLIN 3aUeT.

Kputepuu oneHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SMOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee yeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBUILHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarysl.

Tect

NToroBoe TecTHpoBaHWe TIPOBOAUTCS 10 TeMaM paszienioB 1, 2, 3 aucturuivHbl. B Tecte no 20
BOTIPOCOB.
KpuTepuu olleHUBaHUsI: TP BEPHOM OTBETe Ha BOIPOC TeCTa NMpocTasfseTcs 1 6amui, npu HeBepHOM — 0
6a/110B.
MaxkcumaabHOe KOJTMUeCTBO OasljioB 1o TecTaM cocTtasiseT 60.

Bompocsl K 3auety

1.YTo BK/IIOYAET B CEOS MOHATHE «/1e/IOTTPOU3BOICTBOY.
2.C ueM CB$13aHO TOsIBJIEHUE TIOHSATHUS «JO0KYMEHTAIIMOHHOe oDecrieueHre
yTpaBleHus».
3. Kakue crioco0bl JOKyMeHTHPOBaHUS (3areuaT/ieHust UH(pOpPMal[ii) BaM U3BECTHBI.
4. Yro Takoe «CHUCTeMa JOKYMeHTAlu» U «YHU(PULIMPOBaHHASI CUCTeMa OKYMEeHTALUN».
5. Kakue 3Tamnsl pouuio pa3BUTHe 0TeUeCTBEHHOTO [e/I0IPOM3BO/CTBA.
6. B uem 0coOOEHHOCTH TIPUKA3HOTO /1e/I0NTPOX3BO/ICTBA.
7. B ueM 0COGEHHOCTH KOJIJIEXKCKOTO Aenorpor3BoacTtia (X VIII B.).
8.HazoBuTe 0CHOBHBIE 3aKOHO/ATe/IbHbIE aKThl, OIpeie/IsiBIINe TIOPSiI0K COCTaBIeHusI U 0OpMJIEHHS
IOKYMeHTOB B yupexxaeHusix X VIII B.
9. B ueM 0COOEHHOCTH OpraHU3alvM Je1ornpon3soacTea B XIX B.
10.Kakymu nyTMHU 110 pery/IMpOBaHue [e/I0NPOM3BO/CTBA B IlepBble I'O/bl
COBETCKOH B/IaCTH.
11.Kakue TpeboBaHMs K JOKYMEHTaM M3/I0’KeHbI B 3aKOHO/|aTe/TbHBIX aKTax.
12.Kakue BOTIPOCH! paboThI C JOKyMEHTaMH PeryiaMeHTHPYHOTCS 3aKOHOaTeTbHBIMUA aKTaMHu.
13.Kakoti ¢hopmar Oymary pekoMeH/I0BaH /it 0popMIeHHs C/Ty>KEOHBIX JOKYMEHTOB.
14. HazoBUTE OCHOBHBIE BU/IbI OJIAHKOB, MPUMEHSIEMBIE B YUPEXK/IEHUSX.
15. YkaxkuTe 3Tansl MOATOTOBKYU JOKYMEHTa.
16. Kakue o011iie TpeOGOBaHUS MPEABABIAIOTCS K TEKCTY JOKYMEHTA.
17. Kak oopmsieTcsl B TEKCTe CChbUIKA Ha JPYrod JOKYMEHT.
18. B ueM mpeumyIiiecTBa cocTaBaeHus U 0opM/IeHHs JOKyMEHTOB Ha KOMIIbIOTepe.
19. Kakue nporpammel MOTYT UCII0/Ib30BATLCS IIPU MOATOTOBKE JOKYMEHTOB Ha
KOMIIbIOTEpe.
20. Kakwuie iperMy1ijeCTBa JjaeT KOMIBbIOTED B 0(OPMJIEHUH TEKCTa.
21. Kak cJiefiaTh TeKCT JIOKYMEHTa MOHSTHBIM U YOeAUTETbHBIM.
22. Kakoe 3HaueHHe UMeeT TOPSJJOK CJIOB B C/TyKeOHbIX JOKYMeHTaXx.
23.Kakuie TpebOBaHMs TIPEIBSIBISIOTCS K KOMITO3ULUU CITyKeOHBIX JOKYMEHTOB.
24.Ha3oBuTe BBl OPraHU3aMOHHBIX JOKYMEHTOB U YKa)KuTe 0COOEHHOCTH
HX COCTaB/ieHUs U 0(hopMIeHHsI.
25.Ha3oBuTe BUIbI PaCMOPSIUTENBHBIX JOKYMEHTOB U YKaKUTe 0COOEHHOCTH
WX COCTaB/IeHUs U 0(popMIIeHHsI.

JuddepennupoBaHHbIi 3a4eT
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OueHouHbIe TPeOOBAHUS K 3a4eTy:
OrleHKa «3auTeHO» BBICTAB/ISETCSI, eC/IM OTBET JIOTUUeCKU U JIEKCUUeCKH IPaMOTHO M3/I0)KeHHbIH,
cofiep>KaTe/ibHbIM M apryMeHTUPOBAaHHBINA OTBET, NOJKPeryIeHHbIN 3HaHWeM JINTepaTypbl ¥ UICTOYHUKOB I10 TeMe
3a[jaHusl, yMeHMe OTBeuaTh Ha JIOTIOHHUTE/IBHO 3a/JaHHbIe BOTIPOCH;
OlleHKa «He3auTeHO» BbICTAB/ISIETCS], eC/IM B OTBeTe JI0MYILeHO CylljeCTBeHHOe HapyllleHue JIOTUKY U3/10)KeHUs
Marepuasa, CucTeMaThyeckoe MCI10/Ib30BaHue PasrOBOPHOM JIeKCUKH, HellpaBU/IbHbIe OTBETHI Ha
JIOTIOJIHHTE/IBEHO 3a/JaHHble BOIIPOCHI.

14



[MacriopT doHa OLIEHOUHBIX CPeJICTB
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Paspen 1. Opranusanys KajpoBoro Boripocer
2 | 3 Aen 2. Lp 1WAt Kanp 46 | 1 1 | 45 | 30 | 30 | 30 |« s3auery,
JeJI0TIPOU3BO/ICTBA.
Tect
Pa3zgen 2. [loKyMeHTbI 110 NepCoHAJI Boripocer
2 | 3 AT 2. FOKYM P Yl | 1 1 | 45 | 40 | 40 | 40 |k 3auery,
npeIpUATHS.
Tect
Paspen 3. OcHOBHBbIE JOKYMEHTHI 110 Boripocer
2 | 3 ACT 3. AOKYM 52 | 2 2 | 50 | 30 | 30 | 30 |k 3auery,
nepcoHasy NpeAnpUsITHA. T
ecT
Bcero 3a 3 cemecTp 144 | 4 4 140 | 100 | 100 | 100
Bcero no guciuinHe 144 4 4 140 | 100 | 100 | 100
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Kputepuu oneHuBaHus

IICK-1.1

Ne 1
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Ne 3

Ne 4
Ne 5
Ne 6
Ne 7

Ne 8
Ne 9
Ne 10

Ne 1

Ne 2

Ne 3

Ne 4

Ne 5

Bonpocbl omkpbimozo muna:

B kako¥ noc/1e0BaTe/IbHOCTH A0/DKHBI OBITh PACIo/I0)KeHbl HAUMEHOBAHHA B
0;1aHKe MUcbMa (uanasa opraHu3anum?

1. OTKpbITOE aKI[IOHEPHOE 00I11eCTBO.
2. (OAO «CubnedTb»).
3. ®unuan B ropofie XaHTbl-MaHCHNCKe.

4. «HedtsaHas kommnanus “CrubHedTs”».
Kakue peKBM3UThI BK/IIOYAKTCA B O/IaHK MUCbMa?

Kakwue Tpu BH/]a omucel ies1 COCTAB/ISIIOTCA B OPraHU3aLiu MPH MOrOTOBKeE /el
JJIs Iepe/jlaud Ha apXHUBHOe XpaHeHHe?

IToa KaTeropuei «KaApbl OpraHU3alu» CJIefyeT MOHUMATh

Ha KakoM I0KyMeHTe He CTaBHUTCH PeKBH3UT HaMMeHOBaHHEe BH/a I0KYMEHTa
Kakoii Bu/] pacniopsjuTe/IHOTO JOKYMEHTa U3/IaeTCA eJUHOTHYHO PYKOBOJUTEIeM
Kakue npu3HaKu 0TpPaXkeHbI B 3aroioBke jena: «IIporoko/ibi 3acefanuii CoBera
JUPEKTOPORB 00I[eCcTBa»?

Kaxkoii 3aro/10BoK /iejia Bbl CUMTaeTe NPaBUJILHBIM?

Kakoe yTBepx/ieHe AB/IA€TCA NPAaBHU/IbHBIM?

Kako¥i JoKyMeHT Tpe0yeT yTBep>KAeHHsI PYKOBOAUTE/IeM OpraHu3anuu?
Bonpocbl 3akpbimozo muna:

JOKyMeHT — 3T0:

1. 3adukcrpoBaHHas Ha MaTepraJbHOM HOCUTe e UH(POPMaLUs C PeKBU3UTAMU,
TIO3BOJISIIOIIMMU ee UAeHTU(DULIMPOBaTh.

2. HocuTtenb nHbopMalym, UCIOIb3yeMOU B Lie/IsIX peryJIupoBaHus COLMATbHBIX
OTHOILIeHUI.

3. Nadopmarus, 3advKcHpoBaHHast JIFOOBIM CrIocoO0M Ha JIF0O0M HOCHTere.
ITopTMHHHUK JOKyMeHTa — 3TO:

1. TlepBbIit WK IUHCTBEHHBIN SK3eMIISAp A0KyMeHTa.

2. DK3eMIUIIp JOKYMEHTa, C KOTOPOI'O CHSATA KOIIUSL.
FOpuanyeckas cuia JOKyMeHTa — 3TO:

1. OcobeHHOCTH BHEIITHETO OQOPMIIEHUS JIOKYMEHTa.
2. CBUfleTeIbCTBO Ha/MUKs B IOKYMeHTe MOJI0KeHW HOPMaTUBHOT'O XapakTepa.

3. CriocoGHOCTE JOKYMeHTa TIOPOXK/ATh OTpe/ie/ieHHbIe TIPAaBOBbIE TIOC/Ie/[CTBUS.
Hmeet /1 OpHUUECKYIO CHILY JOKYMEHT, I10/Iy4eHHbIH 110 (paKCMMU/IBHOU CBSI3H?

1. Oa.
2. [la, TIo coraieHur0 CTOPOH MH(GOPMAaLMOHHOTO 0OMeHa.

3. Her.
Kakoii U3 nepeurc/ieHHbIX PEKBU3HTOB HEe OTHOCUTCA K PEKBHU3UTAM
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OIIK-2
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Y/0CTOBepeHus?

1. I'pucd yTBEpKAEHHS.

2. Ileuars.
3. OT™MeTKa 0 3aBepeHUH KOMUU.
4. Bu3a coracoBaHusl.

5. Iognuce.

Ha kakowm 3Tamne YTBEeP)XXAAKTCA dKThI 0 BbI/IeJIEHUU JOKYMEHTOB C UCTEKIIIUMHU
CPOKdMHU XpaHEHUA K yHPIqTO)KEHI/IlO?

1. o yTBepskeHus OTrceit fel.
2. [locne yTBepXkeHUS onucel fer.

3. OHOBpEMEeHHO C yTBep)KJeHUeM OIIcel [iel.

Kro yTBep)/jaeT HOMEHK/IaTypy jAeJ/l OpraHu3alii, OIHUCH JOKYMEHTOB H aKThI 0
BbIjIe/IECHHH JOKYMEHTOB K YHHUTO)KeHHI0?

1. DkcrniepTHast KOMUACCHUSI OpraHU3aLuy.
2. PykoBoguTe b OpraHy3alyu.

3. ApxuB, NPUHUMAIOILMI JOKYMEHTHI JAHHOM OpraHu3aliy Ha XpaHeHue.

B xakoM rogy Mo>KHO YHHUYTOXXHMTh JOKYMeHTHI, co3jaHHble B 2000 r. 1 nmeromye
CpoK xpaHenus 10 ser?

1. B 2010 ropny.
2. B 2011 rony.

3. B 2012 rogy.
Ha kakom 3Tamne 00pa6oTKH fie/1a MPOBOAUTCSA HyMepalus JIUCTOB?

1. ITpu o6paboTke Aena A/t Tepefady Ha apXUBHOE XpaHeHHe.
2. o 3aBepiIeHNH [1eJI0NPOU3BOLCTBEHHOTO rO/a.

3. Ilpu nomeleHUM UCTIONHEHHBIX OKYMEHTOB B [IeJI0.
B kaxoe fes10 noMenjaeTcss BHyTPeHHSS] OITUCh?

1. JIuuHoe gerno.
2. Ilprkassl opraHusaryy 1o JUYHOMY COCTaBYy.

3. [lepenncka Cc opraHamu BJIaCTH U yIIPABJIeHUS.

Bonpocbl omKkpbimo2o muna:

KomuectrBo pekeusutos no I'OCT P 7.0.97-2016 cocTaBiser

JIoka/ibHbIe TPeGOBaHHUs K OPraHU3aliy JOKYMEHTALMOHHOT0 o0ecreyeHHst
ylpaB/ieHUs B KOHKPeTHOH OpraHu3aniy yCTaHOB/IeH

TpeooBanusi 'OCToB B yacTu OpraHu3anuy A0KYMeHT0000p0Ta HOCAT .......
XapakTep

Jlara joKymMeHTa — 3TO...

Kakue n3 mpugtoB pekomengoBansl 'OCToM K HCII0/TB30BaHUID

OxapakTepu3yiTe C TOUKH 3peHHA PEKBH3UTOB C/IeAYIOIIHi (P)parMeHt:
«IIpUI0KeHHe: Ha 3 JI. B 2 3K3.»

OxapakKTepu3yHTe C TOUKH 3peHHsI NIPUHAAIOKHOCTH K PeKBU3UTaM CJIey OLHH
¢pparmenT: Cumonos 989-78-35

YkazaHusi pyKOBOAUTE/IS JO/DKHBI ObITH 0(popM/IeHbI B BHJE
JIOKyMeHT, aipecOBaHHbIi BbILIECTOAIEMY JIMI[Y, B KOTOPOM ONUCHIBAIOTCH
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NPUYHUHBI COOBITHS, (paKTa, MPONCIIECTBHSA — 3TO

Ha3zoBuTe yacTH TeKcTa NpuKasa

Bonpocb! 3akpbimozo muna:

OpraHu3anMoHHBIN JJOKYMEHT /I/IUTe/IbHOT0 WIH NMOCTOSTHHOTO CPOKa /IefiCTBYsA, B
KOTOPOM ompe/ie/IeHbI 00513aHHOCTH AO0/DKHOCTHBIX JIML| — 3TO:

1. JO/DKHOCTHAS UHCTPYKLIUS
2. IITaTHOE pacrucaHue
3. I0JIO)KeHUe

4. ycraB
Kakoii BapuaHT (hopMy/IMPOBKH IMyHKTA PacHopsiAUTe/IbHON YacTH MPUKa3a
AIBJIAETCS PAaBUWIBHBIM?

1. 'naBHOMY GyxranTepy NOJATOTOBUTH U MPEACTaBUTL Ha YTBEPIK/eHHe CMeTY PacXo/[0B
Ha KOMaH/JUPOBKH
B 2007 r. B cpok g0 20.01.2007.

2. T'naBHoMy Oyxrantepy Jmurpuesy I1.JI. TOATOTOBUTH U MPeJCTaBUTh Ha
yTBep)XJeHue CMeTy pacxoj0B Ha koMaHaupoBku B 2007 1. B cpok o0 20.01.2007.

3. I'naeHomy Oyxrantepy OOO «Arat» I1.JI. [IMUTpHeBY MOJTOTOBUTD U MPEICTaBHUTh
Ha yTBepxxeHue B cpok a0 20.01.2007 cMeTy pacxofioB Ha KOMaHJMPOBKU
B 2007 .

4. TTopyunTs T1aBHOMY Oyxrantepy Jmutpuey I1.JI. MOArOTOBUTE U MPEJCTABUTL Ha
yTBepKAeHue B cpok A0 20.01.2007 cMeTy pacxoZioB Ha KOMaH/JMPOBKU
B 2007 .

JToKyMeHT0000pOT — 3T0:
1. Tlepeaua AOKyMeHTa U3 OFHON WHCTAHL[MU B PYTYIO B MPOLIECCE er0 PpaCCMOTPEHHSI.

2. ,Z[BI/I)KEHI/IE‘ AOKYMEHTOB B OpPraHM3allii C MOMEHTAa UX CO3[aHWA WK IOoJTyYeHusa 40
3dBepIIeHNs UCITO/THEHUA WX OTTIPABKU.

3. [IBr>KeHre KOMITTEKCa JOKYMEHTOB B ITpOLiecce BHIPAOOTKH, IPUHSTHS U WCTIOJTHEHUS
pelleHNH.

Kakoi J0KyMeHT 0THOCHTCSI K HeperucTpupyeMbIiM?
1. ITucemo-3arpoc.

2. XKanoba rpakaHuHa.

3. ConpoBOAUTE/IbHOE MTHUCHMO.

4. PexaMHOe IIHMCLMO.
KakoB MakCHMa/IbHBIH CPOK MCIO/THEHHS 00paleHHi rpaxjan?

1. 15 gHe.
2. 30 gHei.
3. 45 fHe.

4. 60 nHewn.
B Kakux JHAX YCTAaHAB/IUBAIOTCA CPOKH MCIIO/THEHHUs JOKYMEHTOB?

1. B KaneHapHbIX JHSX.

2. B pabouux JHsX.

Kakoii u3 ki1accuguKaTopoB MOXKeT HCII0/1b30BaThCA MPH PerucTpanuu
MOCTYNAKIINX JOKYMEHTOB?
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1. Knaccugukarop JO/MKHOCTHBIX JIAL,
2. Knaccudukarop BUI0B IPOAYKLIMH.

3. KHaCCI/ICl)I/IKaTOP €AWHUL dAMUHHUCTPATUBHO-TEPPUTOPUA/IBHOT'O [€/IEHHS.

Jonycrumo 1 ¢popMHpOBaTh HepenucKy B Aejia o NpuHIuny: «Bxoasman
KOppecnoHjeHIHA», «cxoasinas KoppecrnoHAeHI[Us»?

1. Oa.

2. Her.
Mo)XHO /11 IOMelaTh B 0/{HO Ae/I0 AOKYMEHTbI BPEMEHHOIr0 U NOCTOSHHOI0 CPOKOB
XpaHeHMA?

1. Ma.

2. Her.

Kakum 00pa3oM B opraHM3anUy pacnpeeissioTcs 00A3aHHOCTH MEX/Y
PYKOBOACTBOM, B TOM YHCJ/Ie IPAB0 NOANUCHIBATH [JOKYMEHTbI?

1. YcraHaBIMBarOTCS B COOTBETCTBUM C YCTHBIMU PaCIOpPsKEHUSIMU PYKOBOJUTEIS.
2. YcraHaB/IMBArOTCA IIPUKA30M PYKOBOZAUTEJIS.

3. YcraHaBNMBAKOTCS B UHCTPYKLUH T10 [IeJIOTIPOU3BOACTBY.

Bonpocbl omkpbimozo muna:

B kakom nopsiike oopmiisieTcs agpec B MeXXAYHAPOJHOU Mepenucke?

Ha kako# 4acTH KOIUH OTIPaB/IsAEMOro J0KyMeHTa HPOCTaB/IsIeTCs Bu3a?
YT0 MOHUMAETCs M0/ MUTPaLHel 3/IEKTPOHHBIX J0KYMEHTOB?

I1/1I0THOCTB JOKYMEHTOIOTOKA ONpeAe/IsaeTCst

YT0 MOAHUMAETCS 10/] Ay TEHTHYHOCTHIO 3/IEKTPOHHOIO /[OKYMeHTa?

B xakux JoOKyMeHTax co/iep>XaTcsa IpUuUecK BJIacTHbIe NPeuCcaHuA
Cy0BeKTOB MCIIO/THUTE/IbHON B/IaCTH?

JIoOKyMeHT, KOTopbIi 0¢opMJIsieTcsl oJIyyaresieM CaMOCTOSITe/ILHO MOC/Ie
NMPOCTYIINBAHNUSA €ro CoAep>KaHusA YCTHO M0 KaHaslaM Te1e()OHHOU CBA3H,
Ha3bIBaeTCs

B KakoM nmpoToKoJIe MOTHOCTHIO 3aMHCBIBAeTCA BeCh XO7 3ace/JaHus?

C Kakoil 1e/IbI0 COCTaB/IAeTCH HHULMATUBHASA AOKJIa/fHAsI 3aIicKa?
Knaccudukanus yrnpasjieHUeCKUX JOKYMEHTOB Npe/cTaB/ieHa B

Bonpocbl 3akpblimozo muna:

HNudopmanus, KoTopas uMeeT CTPYKTYPY M COAEP>KUTCA HAa HOCHTeJ/Ie — 3TO:

1. JoKyMeHTHpOBaHHast MH(OpMaIus;
2. opuIMa/IbHbIN TOKYMEHT;

3. [1e/I0NpOU3BO/ACTBO.
ITepepaua naopManyu, KOTOpasi COEPXKUTCA B JOKYMEHTE, B IPOCTPAHCTBE U
BpeMeHH — 3TO:

1. koMMyHUKaTUBHas QyHKIWS JOKYMEHTa,;
2. conranibHas QYHKITUS T0KyMeHTa;

3. mosmTrYeckasi PyHKLUS JOKYMEeHTa.

Kako¥ 13 yKa3aHHBIX [[OKyMEHTOB pHoOpeTaeT NpaBoBy0 (pyHKIHI0 HA
onpe/e/1eHHbINA POMEXYTOK BpeMeHH:

1. ITpoToKo/ 3ace/jaHusl aTTeCTalJMOHHOM KOMUCCHUH;

2. 3aKOH;
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3. [narexHoe nopy4deHue.
Komnusa poKkymeHra — 3T10:

1. 3K3eMII/1p, KOTOPHBIN TIOTHOCTBIO MOBTOPSAT COZlepyKaHue MOoJJ/IMHHUKA;
2. TIOBTOPHBIN 3K3eMIUISIP MO//IMHHHUKA;

3. ero 37eKTpoHHas hopMa.
Pe3omronus odopmiisiercs:

1. Ha camom AOKYMEHTE WU Had OTAE/IbHOM JINCTE;
2. TOIBKO Ha CaMOM AOKYMEHTe,;

3. TO/IbKO Ha OT/e/IbHOM JIUCTe.
12. Kakue ycTaHOB/IeHBI CTaHJapTHbBIE (popMaThl 0JIAHKOB JOKYMEHTOB?

1. AS5u A3;
2. Tonbko A4.

3. Adu A5;
13. JTeBoe moJie JOKyMeHTa A0/DKHO ObITH HE MeHee:

1. 30 Mmm;
2. 20 mm;

3. 10 mm.

15. Kakoii peKBH3UT OPraHU3aLOHHO-PACIOPSAANTE/IHHOT0 JOKYMEHTa SB/ISIeTCS
nepeMeHHbIM?

1. HaumeHoOBaHVe opraHu3alyy;
2. Jarta [OKyMeHTa;

3. Koz dopmel 1oKyMeHTa.
16. ITpu kakoM BapuaHTe 0¢)opM/IeHHsI peKBH3HUTA 3aro/JI0BOYHasi 4YacTh G/1aHKa
MIPO//IeBAeTCsl /10 IPAHMIIBI IPABOTO MOJIA?

1. Ilpy pofoNBEHOM;
2. IIpy LIeHTPUPOBaHHOM;

3. ITpu darosom.
17. Takoii peKBH3UT KaK 3M0/,1eMa OpraHu3alum:

1. He MOXeT OBITb pa3MellieH Ha O/aHKe JOKyMeHTa, eC/ii Ha HeM yke uMeeTcsi repo PD
v repb ofHOTO U3 CyOBekTa Pd;

2. MOXXeT 3aMeHSThb PEKBU3UT HAUMEHOBaHUSA OpPraHU3allviu;

3. pa3MelriaeTcsi B HIKHeM TIojie JOKYMeHTa.
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