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37. HoMeHKIaTypa 1ell, UX BUJIBL

38. IlpaBuia opMHUpOBAHUS JEN B ACTONPOU3BOACTBE.
39. DKcneprH3a NeHHOCTH HOKYMEHTOB. OCHOBHBIE QyHKIIMH KCHEpTHOH Komucenu. LIopsamoK co3anust i

COCTaB DKCIIEPTHOH KOMHUCCHH.
40. TTopsiox 0(popMIEHHS A€ JUIs CllaYl B apXUB MPEAPUSTUS.
41. Dransl pabOTHI 11O IIOArOTOBKE JIEJ K IIepe/iave B BEZIOMCTBEHHBIA apPXUB. Omcanue Jiena Ha 00JI0KKe.
42. TloustHe, XapaKTepUCTUKA BHYTPEHHEH OIIFCH JIOKYMEHTOB nena
43. IlpaBuia HyMeparuu JucToB aeia. OhopmileHIe 3aBepUTEIBHON HaJIIHCH.
44. Tlopsimox neperadys el B apXUB IPEATPUSTH.
45. TlopsiIoK YHHUYTOKEHHSI JJIOKYMEHTOB, JIell.
46. IlonsTHe u BUABI OOpaIEHUI IpaXiaH, UX XapaKTepHUCTHKA.

47. Oco0eHHOCTH JEIOIMPOU3BOJICTBA IO OOPAIIEHUSIM IPaKIaH.
48. ITopsmox paGoOThI ¢ JOKYMEHTAMH, COCPIKAIIMMY KOH(HICHIHATEHYIO HH()OPMAIIHIO.




[Tpunoxenne |

HIK3AMEHAIIMOHHBIE BOITPOCHI

o auenuaHe «JLoKyMenTauMoHHoe 06eCHeucHme yupasjicumsn)
st enrenmaasioceta 40.02.01 «IIpaso M opranu3anust CONMAILHOI0 obecreenush

JlokyMeHTalMOHHOE obecnedenue ynpasjienus. COBpEeMEHHbIC TPEOOBAHMS K €10 OPraHu3aiin
OcHOBHBIE TOHSTHS: HH(BOPMAIUs, MaTepPHaIbHbIE HOCUTEIM MHPOPMALH, JIOKYMEHT, by
JIOKYMEHTa, JOKYMEHTHPOBAHHUE, JJIOKYMEHTAIIMOHHOE 00ECIICHCHUE YIIPABICHHUA, YIIPABIICHICCKAA

!\)

JIOKYMEHTAaIHs.
Poip JOKYMCHTA B JKHU3HHU YCJIOBCKA U O6[LICCTB3., B C(bcpe Ipasa 4 YIpapJICHUA

5
J.
4. Cranpapruzanys 1 yHUGUKAIHASL JOKYMEHTOB, Y HUDUIIMPOBAHHBIC CUCTEMBL JOKYMEHTALIAN
5. Kiaccudukanus 10KyMeHTOB. [IoHsTHE, IPU3HAKH KIIacchhUKAIUM
. 6. T'OCT P 7.0.97-2016. OPJI. TpeGonanus k 0)OpMICHHIO I0KYMEHTOR, XapaKTepucIuka, 061acts ,
OpUMEHEHHS. "
7. IlonsiTre n BUIBI peKBU3UTOB. DopMyJsip-o6paselr, GopMyIIsap A0KYMEHTA ‘
8. Ilopsinox oopMIICHUS PEKBU3UTOB: afpecaT, HOAIUCh, IPU( yTBEPKACHU rpud cornacoBaHus
9. Iopsinox opopMIeHHs PEKBU3UTOB: OTMETKA O IPHUII0KEHHH, 3ar0JOBOK K TEKCTY JOKyMEHTa, OTMETKA
00 HCIIOJIHHUTEE, HHAEKC TOKYMEHTA, OTMETKA O IOCTYIUIEHUH JIOKYMEHTa Ha IPEATPUATHC.
10. VTBepxkneHue T0KyMeHTOB. [lepedens JOKYMEHTOB HOMIEKAIIUX YTBEPIKICHUIO.

i I1. brank 10KyMeHTa, BUABL. XapaKTepUCTHKA GIaHKOB JOKYMEHTOB.
12. TlpaBuiia M3TOTOBJICHHS, yUETa, HCIIOJIB30BAHMA U XPAHEHHs TepOOBBIX OJIaHKOB
13. TekcT — OCHOBHOU PEKBH3HUT IOKYMEHTA.
14. Axt. Ilomsatue, GopMyIIsp, XapaKTepUCTHKA TEKCTA ILOKYMCHTa
15. CopaBka. [ToHSATHE, BHIBL, UX XapaKTEPUCTUKA.
16. Tlporoxoi. I[lonsTHE, BUABL. XapaKTEPUCTHKA TEKCTa IPOTOKOTIA.

. 17. CuysxebHble THCHEMa, X K1accubuxanus. Popmysp cirykeOHOTO IHChMA.
18. Ilomarue u GopMyIsip JoKJIagHOH 3anucku. Llopsnok cocTaBieHns 1 0QOpMICHUS
19. O6BsICHATENBHAS 3alIUCKa, CITyJad COCTABICHUS U HOPATOK O)OPMIICHUS.
Iopsyiok cocTaBieHnst ¥ 0hOpMIEHHS TeerpamMm. Bumpl Tenerpamm.

20.
21. TenehoHOrpamMMBl, PABUIA COCTABIEHHS X O)OPMIICHHS.

22. Ilpwkas, BuIbl. XapaKTEPUCTHKA TEKCTa IpUKa3a
23 OpI“aHI/ISaIII/IOHHBIe JIOKYMEHTBI, X XapaKTEPUCTHKA.

; 24. XapaKTepHcha 0c0OEHHOCTH O(OPMIICHHS B YTBEPIKAEHHUS HOIDKHOCTHBIX HHCTPYKIIAHA.
25. PacrnopsuresbHbIE JOKYMEHTBL: PACIIOPSDKEHNS, PEIICHNS, YKa3aH!sI
26. IlonaTne Komuy JOKyMeHTa, X BUABL [TopsIoK 3aBEpeHNs KOUX TOKYMEHTOB

27. CIpykTypa u QyHKIUH CIIyXKO TOKYMEHTAIIMOHHOIO 00ECTICUECHNUS yIPABIICHHS
28. HopMmarTuBHEIE aKThI, PEryJIUPYIONIAE IPOIECCH JOKYMEHTAMOHHOTO 00€CTIEUEH S yIIPABICHHUS

29. JIoxyMeHT0060pOT, HIPUHIMIIEL, STkl JIOKyMeHTONOTOKH. OOheM TOKyMEHT0000poTa

30. IlepBoHayanbHas 06pabOTKA MOCTYMUBIIEH  KOPPECIOHACHIINN.

31. Texno0rHs paccMOTpeH s JOKYMEHTOB B yUpexkIeHHHU. Pe3osmorus
32. Peructpanus foxymentos. Oco6eHHOCTH pPErrCTpaliy BHYTPEHHHX JOKyMEHTOB

33. Tlopsiziok OTHPABKH HCXOMSIIHEX TOKYMEHTOB.
34. Perucrpanmonusie opMBI, HCTIONB3yeMbIe ISl PETHCTPAIH JOKYMCHTOB

35. Cpoxu uCIonHenns I0KyMeHToB. I10pAI0K HCTIONHEHUS JOKYMEHTOB
36. 3Havenye 1 MOPAIOK KOHTPOIS HCIIOJHEHHUS JOKYMEHTOB
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[IK 1.6. KoHCYIbTHPOBAThH IPAKIAH H upcnc'ranm*cncii JOPUANYECKUX JIHIL 110 BOIIPOCAM

IIEHCHOHHOI'O obecrnieyeHusI 1 COLMAILHOM 3alUThI

ﬂpmwe)KyTo‘{HaSI aTTECTAIlMsI OCYIIECTBIISIETCA B (l)OpMe YCTHOT'O 3K3amMeHa 110
JECIHUIIHEE «JIOKyMEHTAIHOHHOE obecrieueHue ynpaBneHI/Iﬂ». KoHTpOIBEHO-U3MEPUTEIbHBIC
MarepHabl IpeIHa3sHauCHBI ISl KOHTPOJIA U OIIEHKH 0Opa3oBaTEIbHbBIX JIOCTHDKEHU I
00yyJaroIuXcsl, OCBOMBIIHNX IIPOrPaAMMY y‘{e6H0ﬁ JTACITAIIIINHEIL. DK3aMeH IPOBOJMTCS 1O

IpeUT0XKEHHBIM 9K3aMEHAITMOHHBIM OrieTaM B KOJMIECTBE 23 mTyK

3aganue aJIst IK3aMEHYIOIIErocs:
OK3aMeHaIlHOHHBINH OHJIET COZICPXKUT [Ba 3aXaHK: BBIIIOJIHEHHE TECTA COCTOSIIErO M3

30 BOIIPOCOB U MPAKTHIECKOTO 3a IaHHS.
nporpamMmsl «ASSIST».

TecToBOE 3a/[aHKE BBIIOJIHSAETCS C Henonb3oBanreM [TK
[lepeyeHp TEOPETHUECKUX BOIPOCOB M0 AUCIHATUMHE TIpriaraeTes (IIpuioxKeHue 1)

BaHK TECTOBBIX 3aaHHUM, COCTOSIIMM 13 60 BOMPOCOB IPHUBEICH B IIPHIIOKCHUH 2. [TaxeT

5K3aMEHAI[HOHHEIX OHIIETOB IIPUBEICH B IIPUJIOXKECHHUH 3. aTa.HOHI)I OTBETOB II0 TECTOBHIM

3aJaHHsIM IPUBEICHB] HEIOCPEICTBEHHO B TECTE.
[IpeanararoTcst IpaKTHYECKHE 3aJaHKs: COCTABJICHUE 1 oq)opMneHHe pacIIOPsTATEIBHOMH,

CIIPaBOYHO-MH()OPMAIIMOHHON JOKYMEHTAIHH, peFI/ICTpaHI/ISI JOKYMEHTOB, OQOPMIICHUE

JIOKYMEHTOB JIJISI CAa4YX JEJI B apXUB IPCAIPHATHL, YHHYTOXKECHUE TOKYMCHTOB I 1 AP

NHCcTpyKIUS:
DK3aMEHYIOIIUICS MOKET MCIIOJIB30BATh IIPH BBINIOJIHEHMH TIPAKTHIECKOTO 3a/IaHUs

CJIeIyFOIe HOPMATHBHBIE U CIPABOYHBIE MATEPHAJIBL:
1. TOCTP 7.0.97-2016 OpraHu3aluOHHO-pACIOPSIUTENbHAS JTOKYMEHTAIMS

TpeGoBaHus K 0(OPMICHHIO IOKYMECHTOB M. U3parenscTBO cTanaapTos, 2016
2. Ilamku ¢ 0Opa3iamMy OJIaHKOB JOKYMEHTOB II0 TEME: «[ToxroroBka u mepefaya aei B

apXuB IPEIPUSITHD)
3. Ilamku ¢ oOpa3laMu TOKyMEHTOB: «CrpaBo9HO-MHHOPMAIMOHHEIE JOKYMEHTED

4, Tlamnxm ¢ 06pa3liaMu TOKYMEHTOB: «OpraHmu3aoHHO-PACTIOPAUTENHHBIE TOKYMECHTBD

5. OO6pa3ubl perucTparOHHbIX dopM.

3. Ilaker 3x3aMeHATOpPa
1. IlepedeHs TeOPETHIECKHX BOIPOCOB ML IIOATOTOBKH K SK3AMCHY IO nncuunnnne

«JIoKyMEHTaIMOHHOE 00ECTICUCHNE YIIPABICHHI) (ITpwnoxeHnue 1)
2. Tectsl ¢ s1anonoM orBeToB (IIpumoxkeHue 2) .
1. Tlaker 5K3aMeHAHOHHBIX OMIETOB B KOMHYECTBE 23 MTYK (ITpunoxenue 3)
2. Dx3aMeHaIMOHHAas BEAOMOCTb

3. Xypnau rpynnsl

4. OIeHOYHBIA JTHUCT
5. CBojiHAas BEIOMOCTH OLIEHKH PE3y/IbTaTOB OCBOCHHUA YMEHUM M YCBOCHHBIX 3HAHUH 110

JUCIAIIIAHE.




INACITIOPT

KOHTPOILHO-0LEHOYHEIC CPEJACTBA MIPEIHA3HAYCHBI UL OICHKHI PE3yibTaToB OCBOCHMS
obmrenpodeccHOHANBHOMN HCIHIUTMHLL «J[OKyMEHTAMOHHOE 00CCIICYeHHE YIPABICHMUSY
Pe3yibTaToM OCBOCHHS JAUCIAIUINHBI SBJISICTCS

YMCHHC:
- O(I)OPMJIHTI) OpraHmM3anuoOHHO-pACIIOPSIUTCIBHBIE JOKYMCHTBI B COOTBETCTBHU C

gerictByromum ['OCToM, B T.4. ¢ HCIIOJIB30BaHNEM UH(OPMALMOHHBIX TEXHOIOTHM
- OCYIIECTBISITH 00pabOTKY BXOISIINX, BHYTPEHHUX U UCXOAAIIMX JOKYMEHTOB, KOHTPOJIb 33 UX

HCITIOJTHCHHEM |
= O(I’)OpMIIHTb JieJia JUI Iepeiavyy uX B apXuB OpraHu3aiiviy.

3HaAHHe:
- IOHATHE AOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

- IpaBUJIa COCTABIICHMS B 0()OPMIICHHSI OpraHU3aI[HOHHO-PACTIOPIMTEIEHBIX JIOKYMEHTOB
- CHCTEMY U THITOBYIO TEXHOJIOTHIO JOKYMEHTAI[HOHHOTO 00eCcIeYeH sl yIpaBICHNsA (JOY);
- OCOOEHHOCTH JIeJIOTPOM3BOACTBA IO oOpameHusM TpakIaH U KOH(HICHIIMATTBHOTO

ACJIOIIPOU3BOICTBA.
R €3YJIbTAThI O6y‘i€HI/IS[ - OCBOCHHBIC YMEHHS ‘M YCBOCHHBIC 3HAHUS 110 IUCHUILIMHE

CIoCco0CTBYIOT (hOPMUPOBAHHIO CJICI[}’IOHII/IX 06mux ¥ mpodeccruoHaTbHBIX KOMIIETEHIIAA B

pamkax OITOIT:

Obmire KOMIIETEHITNN:
OK 1. IToBEMATh CYIIHOCTH ¥ COIUANBHYIO 3HAUMMOCTh CBOEH Oymymiel mpoheccry, NpOsBIATE

K HEll yCTOMYUBBIA HHTEPEC.
OK 2. OpraHu3oBBIBaTh COOCTBEHHYIO JIESTENBHOCTD, BHIOMPATH THIIOBBIC METOZBL 1 CII0CcOOBI

BBIIOJIHEHUS IPO(ECCHOHANBHBIX 3aa4, OLIEHUBATh UX 9 (EKTHBHOCTH 1 KA9ECTBO
OK 3. IIpuHuMarh pelICHHs B CTAaHIAPTHBIX M HECTAHNAPTHBIX CHTYalMsiX M HECTH 32 HHX

OTBETCTBEHHOCTD.
OK 4. OcyIIecTBIATS IOMCK ¥ HCTIONb30BaHUE HE(OpMAIHL, HeoOX0MOoM st 3G HEKTUBHOTO

BBITIOJTHEHUS TPO(ECCHOHAIBHBIX 331131, TIPO(hECCHOHATBHOTO 1 THYHOCTHOTO Pa3BHTHL.
OK 5. Mcrioip30BaTh HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOIIOTHY B podhecCHOHATBHON

JIEATEIEHOCTH.
OK 8. CaMoCTOATEIBHO ONPEACIATH 3a/ladu npo(eCCHOHATBHOTO U JAYHOCTHOTO PA3BUTHA

3aHAMAThCs caMoo0pa3o

BaHHEM, OCO3HAHHO IUIAHAPOBATH NOBBIIICHAC KBaT(PUKATIIH.
OK 9. OpueHTHpOBATECS B YCIOBHSAX IOCTOSHHOTO M3MEHEHUS TIPABOBOU Oa3bl.

IpodeccroHaTbHbIE KOMITETCHITAM: :
[IK 1.1. OcymiecTBIATh IPOoheCCHOHATBHOE TONKOBAHHIC HOPMATHBHBIX IIPABOBBIX aKTOB JUIs
peann3aliy pas rpax/Ian B chepe ICHCHOHHOTO ofecredeHns U COIUAbHOM 3alUThL

[IK 1.2. OcymniecTBIATh IIPAEM IPK/AH II0 BOIIPOCAM HEHCHOHHOIO o0ecIieYeHHS i

COIIMAJIbHOM 3alIUThI. .
JIOKYMEHTOB JUIs HazHAYeHUs TIEHCHM, nocoOui, KOMIIEHCAIHH,

IIK 1.3. PaccmaTpuBarh Naker
JPYIHX BHIIUTAT, 4 TAKXKE MEp CONUAIbHOH MOUICPIKKH OT/IeIbHBIM KaTerOpUsiM TPakKIaH,

HYKIAFOIIMMCS B COLIATBHOM 3aIIUTe.
[IK 1.4. OCyIecTBIATH yCTAaHOBNEHHE (HA3HAUCHHE, nepepacqu TIEPEBOT), MHJICKCAIMIO 1
YIUX COLHAIbHBIX BBIIAT,

| KOpPEKTHPOBKY IICHCHi1, HasHAUEHHE NOCOOMIL, KOMIICHCAIHH 1 JIP
‘ Hcmnbsyﬂ rH(OPMAIHOHHO-KOMIIbIOTCPHEIC TEXHOJIOT L.






MEHHECTEPCTBO 00IIEro U HpodheccuoHaIbHoro obpaszosanns CBepIUIoBeKoOi 06JIacTH
[ocyIapeTBEHHOE aBTOHOMHOE TIPO(ecCHOHAILHOC 00pA30BATEIBLHOC YUPEKACHNE
CBep/IoBCKOH 00J1acTH
«PexenCKON MOJINTCXHUKY M

KoHTpobHO-0LIEHOYHBIE CPEACTBA

JUJIS1 IPOBEACHUS IIPOMEXKYTOYHOM aTTeCTallun ;
IIOI[I/ICIII/IIIJIHHC «I[OKyMeHTa]J;I/!OHHOC o0ecreyeHue
b yupaBienus»

IO MpOTrpaMMe MOArOTOBKH CIIEIUAIUCTOB CPETHETO 3BEHA
.01 «IIpaBo w OpramM3aIz CONUATHHOTO 0GECNeuCHID



