ABTOHOMHAsI HEKOMMEPUECKasi OpraHu3anus BBICIIET0 00pa30BaHUs
«Cubupckuii ”HCTUTYT OU3HECa, YIPABICHHS U ICUXOJIOTHID)

KOJUIETK

PABOYAS ITIPOTPAMMA YYEBHOM TV CHUILJIAHBI

OIILL.04 ToxkymMmeHTAlIMOHHOE O0ecneyeHre ypaBjJeHUust

JJIs1 ClICNUaJIbHOCTHU

38.02.01 DxoHOMHUKA B OYXTaNTEPCKHUI yUeT (110 OTPACIISIM)

Cpennero npogeccuoHaIbHOTO 00pa30BaHUs
ouHas (popma oOyueHus
(0a30BbIi YPOBEHb)

Kpacnosipck
2023



Pabouas mporpamma y4eOHOW IUCHMILIMHBI pa3zpaborana Ha ocHoBe DenepanbHOTO
rOCyJapCTBEHHOTO 00pa30BaTEIBHOTO CTAaHAAPTa CPEIHETO MPOPEeCCHOHATBHOTO 00pa30BaHuUs

Cpok obyuenns 2 roga 10 mecsies (1 rox 10 mecsiteB)
Ba3oBblii ypoBeHb cpeaHero npogeccuoHaJIbLHOro 00pa3oBaHUA

PaGouyro mporpammy coctaBmi (a, 1)
CepOunoBuu B.B.

(nmoamuce)

Pabouas mporpamma corsiacoBaHa ¢ kage1poil MEHEePKMEHTa

3aenyromuii kadenpoit [loropenos 1.3., k.3.H., AOLIEHT

(moamuce)

«17» mas 2023 1.

Paboyas mporpamMmma paccMoTpeHa U 0J100peHa Ha y4eOHO-METOIMYECKOM COBETE KOJUIEKa

«17» mas 2023 r. [TpoToxos Ne 09

[Ipencenarens yueOHO — METOAMUYECKOTO COBETA KOJUIEIKA /Peiruna E.A/.

(c)  AHO BO CUBVII 2023
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1. IACHIOPT PABOYEM IMPOT'PAMMBI YYEFHON JUCITATLIAHBI
JlokymeHTallHOHHOE o0ecnieyeHre yIpaBJIeHUs

1.1. O6aacTh NpUMeHEHNS NPOrPaAMMBbI

Paboyas mporpamma y4eOHOW IMCHMIUIMHBI SIBISIETCSI YacThIO IPOTPAMMBI TOATOTOBKH
CHEIMAIMCTOB cpeaHero 3BeHa B cooTBercTBrU ¢ ®I'OC mo cnenmansHocTr 38.02.01 DroHOMUKA
1 OyXTranTepcKuil yueT (110 OTpacisiMm).

[Iporpamma y4eOHOW AWCHUIUIMHBI MOET OBITh HCIOJB30BaHA B JIOMOJHUTEIHLHOM
npodeccnoHaIbHOM 00pa3oBaHuU B c(hepe SIKOHOMHUSCKOH JIeATETHHOCTH.

1.2. MecTO AMCUUIIMHBI B CTPYKTYPe OCHOBHOIi 00pa3oBaTe/ibHON MPOrpaMMbl

VYueOHast aucHUIUInHA «J{OKyMEHTAIlMOHHOE OOECIICYCHUE YIPABICHUS» OTHOCUTCS K
obmenpodeccruonanpbHOMy UKy crerpansaoctu CITO 38.02.01 Dkonomuka u Gyxrairepckuit yuer

(o otpacism).

1.3, Heau u 3agauyd JUCHMIUVIMHBI - TpPeO0OBaHHA K pPe3yJbTaTaM OCBOEHHUS
AUCHUILINHBI

B pe3ynbraTe 0cBOEHUS AUCUUIUIMHBI 00yJaroIIMIiCs T0JKEH YMeETh:

- OCYILUECTBJISITh TMOWCK, aHAJIM3 U MCIOJIb30BaHHE HOPMATHBHO-IIPABOBBIX JIOKYMEHTOB B
npuMeHeHnt K 3aaadam IOV,

- COCTaBJIATH U O(OPMIATH YNPABIEHYECKYI0 U TNPO(ECCHOHAIBHYIO TOKYMEHTALMIO B
COOTBETCTBHE C HOPMATUBHOM 0a30M;

- HCIIOJIb30BaTh YHU(PHUIMPOBaHHbIE (POPMBI JOKYMEHTOB;

- OCYILECTBIIATH JICJIOBYIO TIEPEIUCKY M TTOJICP)KUBATh IEKTPOHHBIC KOMMYHHKAIIHN;

- NPUMEHATh CPEACTBa HMH(POPMALMOHHBIX TEXHOJOTMHM Uil CO3laHus M O(QOpMIICHUS
JOKYMEHTOB;

- pa3buparbcs B CCTEME BHYTPEHHET0 JOKYMEHTO000pOTa OpraHnu3alny;

- OCYILECTBJIATh XPAHEHUE U NTOUCK JJOKYMEHTOB;

- HCIOJIb30BaThb  COBPEMEHHOE  IPOrpaMMHOE  oOecriedeHHe B JIEKTPOHHOM
JOKYMEHTO000pOTE;

- IpOBEpATh HAIWYME B IPOU3BOJBHBIX IEPBUYHBIX OYyXraJTepCKUX JOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

- pa3buparbcs B HOMEHKIAType JIell;

- COCTaBJISITh AKThl U CIIPaBKU 10 pe3yJbTaTaM BHYTPEHHEr0 KOHTPOJIS;

- (popMUpOBaTH MPOEKTHI IPUKA30B IO IPOBEJAECHUIO BHYTPEHHETO KOHTPOJIS

B pe3ynbraTe 0CBOCHHUS AUCHUIUIMHBI 00YJaOLINIiCs JOJDKEH 3HATh:

- COZlepKaHHUE aKTyaJIbHOM HOPMAaTUBHO-IIPAaBOBOW JOKYMEHTALINH;

- OCHOBHbBIE MOHATHS JOKYMEHTAIIHOHHOTO 00eCIeYeHHs yIpaBlIeHHS;

- KJIACCU(DMKALIMIO YIPABICHUECKUX JOKYMEHTOB;

- TpaBWJIa COCTABJIEHUS U OPOPMIICHHSI YIPABICHYECKUX JOKYMEHTOB M BEJECHHUS JIEJIOBOM
MIEPETIHNCKH;

- COCTaB JOKYMEHTOB CIIELIUAJIbHBIX CUCTEM JOKYMEHTALINH;

- IpaBUJIa OPraHU3aluy BCEX 3TAaNoB pabOThl ¢ JOKYMEHTAMU;

- COBpeMeHHbIe HH(OopMaIoHHbIe TexHosoruu JJ0Y

- IpaBUJia U CPOKH XpAaHEHUS JOKYMEHTOB;

- (hOopMBI MIEPBUUHBIX OYXTraJTepCKUX JOKYMEHTOB, COAEPIKAIINX 00s3aTeIbHbIE PEKBU3UTHI
MIEPBUYHOT0 YYETHOIO JOKYMEHTA,



- mpoucaypa COCTaBJICHUA aKTa IO PE3yjibTaTaM HHBCHTApU3allMU, ITPOCKTOB IPHUKA30B I10
MMPOBCACHUIO KOHTPOJIbHBIX ITPOLICAYP.

W3yuenne JaHHOW IUCHMIUIMHBI MPEANOJaracT OCBOCHHE CIEAYIOMHUX Oo0muX |
npoheccHOHATBHBIX KOMIIETEHIIHIHA:

Kon
HaumeHoBaHue pe3yJabTara oﬁyqe}mﬂ
KOMICTCHIIUH

OK 0l BeiOupare  cmocoObl  pemieHuss  3a7a4  NPOQPECCHOHATBHON  JESTEIBHOCTH
MPUMEHHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM;

OK 02 OcCyImecTBIATh MOWCK, aHAIW3 M HMHTEPIPETAUI0 MHPOPMALWU, HEOOXOIUMOHN s
BBINIOJIHEHUS 3a7ja4 TPO(EeCCUOHATILHOM NEeSITENIbHOCTH;

OK 03 [InanupoBaTh M peann30BbBIBaTh COOCTBEHHOE NPO(ECCHOHATBHOE M JMYHOCTHOE
pa3BUTHE;

OK 04 Paborare B koiekTuBe M KomaHze, 3(p(EKTHBHO B3aUMOJIEHCTBOBATh C KOJUIETAMH,
PYKOBOJICTBOM, KIIMEHTAMH;

OK 05 OcymiecTBiATh YCTHYIO U NMHCbMEHHYI0 KOMMYHMKAIIMIO Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit ®enepanii ¢ y4eToM OCOOEHHOCTEH COLMAIbHOTO U KYJIBTYPHOIO
KOHTEKCTA;

OK 09 Wcnonb3oBaTh nH(OPMaMOHHBIE TEXHOJIOTUHU B IPO(ECCHOHATIBHON AESITEIbHOCTH;

OK 10 [Tonb3oBatbest  mpodecCHOHANbHOW — JTOKyMEHTaluMell Ha  TOCyJapCTBEHHOM |
WHOCTPAaHHOM $I3bIKAX;

MK 1.1 OO6pabaTeIBaTh MEPBUYHBIE OYXTaITEPCKUE JOKYMEHTHI

1.4. Koau4yecTBO 4acOB HA OCBOECHHE NPOTrPAMMBbI JHCUHUIIIMHBI:

MaKcuManbHoU y4eOHOU Harpy3Ku oOydaromierocst 38 4acoB, B TOM YHCIIC:
00s13amenbHOl AyTUTOPHOU yueOHON Harpy3ku oOydarormerocs 32 Jaca,
camocmosmenbHot PaboThI 00yJaronerocs 6 4acos.




2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHON AUCHMIIMHBI M BUABI Y4eOHO0#l padoThI

Bua yueOHo# paGoThl O0bem yacoB
MakcumalibHasi yueOHasi Harpy3ka (Bcero) 38
Oo0s3aTes1bHAsA ayIMTOPHAs yueOHas1 Harpy3Ka (Bcero) 32
B TOM YHCJIE:
JIEKIIH 16
MIPaKTUYECKHUE 3aHITHS 16

U3 HUX 8 (hopme NPaAKMU4ecKoll N0O20MOBKU -

KypcoBasi paboTa (re npedycmompeHo) -

CamocrosiTesibHas paboTa o0yuarouierocs (Bcero) 6

N3 HUX KOHCYJIbTAllUN -

IIpomexyTounas arrecranus B GopMe KOMIUIEKCHOTO AU PepeHIMPOBaHHOTO 3a4eTa
coBMectHO ¢ MJIK.03.02 JToroBopHOE nTpaBo




2.2. TeMaTu4ecKHi IJIaH U CoAcCpKaHHuE yqeﬁnoifl JAUCHHUIIIIMHBI «I[OKyMeHTaIII/IOHH()e o0ecrneuyeHue YupaBJICHUS)

HaumenoBaHue Coaep:xkaHue yueOHOro MaTepuajia u GopMbl OPraHu3auNu IesiTeTbHOCTH O0bem yacoB | M@opmupyemble
pa3esioB U TeM o0yJaomuxcst KOMIIETEeHI[UH
1 2 3
PA3JIEJI 1. IOKYMEHTUPOBAHME YIIPABJIEHYECKOM JEATEJIbHOCTH 22
Tema 1.1 Conepxxanue yueOHOro Marepuasa 2 OK 02., OK 03.,
BBeaenue. 1. 3navenue u cofepKaHue TUCIUTUINHBI «J[OKyMEHTAIIMOHHOE 00ecTIeueHne OK 10,
JloKyMeHT U ynpaiieHus». [[oHATHE TEPMUHOB: «IOKYMEHTY, «TOKYMEHTHPOBAHHEY,
cucremMa «IOKyMEHTallMOHHOE 00eCIIeYeHNE YIIPABICHUSY.
AOKYMEHTAIUH 2.TTonsTHE crCcTeM JOKYMEHTAMK. Y HUPUKAIUS U CTAHIAPTU3AIIMS YIIPABICHICCKIX 2
JOKYMEHTOB.
3. HopmaruBHO-TIpaBoBast 6a3a OpraHu3anuy JOKYMEHTAITMOHHOTO O0eCTICUeHUs
yIpaBJIeHUs
Tema 1.2. Copep:xaHue y4eOHOro marepuasa 14 OK 03., OK 04.,
Cucrema 1. TOCTw1 va OPJI. TpeGoBanus kK 0OPMIICHHUIO TOKYMEHTOB, TPEOOBaHHMS K OJTaHKaM. OK 05., OK 09.,
OpPraHu3alMOHHO- 2. OpranuzanmoHHbIE JIOKYMEHTBbI: yCTaB, JIOJKHOCTHAs WHCTPYKIIHSL. OK 10.
pacnopsauTeNbHOM | PacnopsimuTenbHbIe JOKYMEHTHI: TTPUKA3bl, PACTIOPSKEHUSI. 6 I[IK1.1
AOKYMeHTaluH 3. CripaBo4YHO-UH(POPMAIMOHHBIE JOKYMEHTBI: TOKJIaqHas 3auCcKa, O0bsICHUTENbHAS
3ammucKa, aKT, ClipaBka, ciry>ke0Hoe mucbMo. CoctaB U 0COOCHHOCTH 0(OPMIICHUS
JIOKYMEHTOB IO JIMYHOMY COCTaBY
IIpakTHYecKue 3aHATHS
1. Oopmnenue TOKyMEHTOB ¢ TTomMoIbio porpaMmmbl Microsoft Word. Co3nanue
m1abJ0Ha TOKYMEHTA.
2. CocraBnenue u 0popMIICHHE OTJICIbHBIX BUJIOB PACTIOPSAUTEIBHBIX U CIIPABOYHO- 8
MH(OPMALMOHHBIX TOKYMEHTOB.
3. CocraBieHnue 1 0OpMIICHHE OTJCIbHBIX BUJJOB OPraHU3alIMOHHBIX TOKYMEHTOB
4. JIokyMEHTHUpPOBAaHUE TPYAOBBIX IPABOOTHOIIECHHIA.
Tema 1.3. Coaepikanue y4eOHOro MaTepuajia 2 OK 02.,0K 03.,
JleHesKHBIE T IpakTHyecKue 3aHATHS OK 05., OK 09.,
(punancoso- 5 OK 10, IIK 1.1.
pacueTHbIe OcobenHoct coctaBieHUs W O(OpMIIEHUS JEHEKHBIX H (DUHAHCOBO-PACUYETHBIX
JAOKYMEHTbI nokyMeHTOB. OdopMIIeHHE TIATEKHBIX IOKYMEHTOB
Tema 1.4. Coaepikanue yueOHOro MaTepuajia 4 OK 02., OK 04.,
JoroBopHo- IIpakTHYecKne 3aHATHS 4 OK 05., OK 09.,
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npaBoBasi [Tonsitme poroBopa (koHTpakTta). TumoBas ¢opma moroBopa. OCHOBHBIC pa3eibI OK 10., IIK 1.1.
AOKYMEHTAI U norosopa. [IpaBuna ogopmieHus NpeTeH3HOHHBIX nHceM.CocTaBieHne U opopmIiIeHHE

[IPETEH3UOHHBIX TUCEM.
PA3JIEJI 2 OPTAHUM3ALIIUA PABOTHI C JIOKYMEHTAMU 10
Tema 2.1 Conepxxanue y4eOHOro Marepuasa 2 OK 02., OK 03.,
Opranuszanus 1. CocraB u yuet o0bemMa JoKyMeHTOOOOpoTa opranu3anuil. Opranusanus padoTsl ¢ OK 09.
JAOKYMEHT0000p0Ta, | JOKyMEHTAIMEH, TOCTYMANei B opranu3anuio. [lepenada JOKyMEHTOB BHYTPH
perucrpauus OpraHu3aluu 5
AOKYMEHTOB, 2.Perucrpanus 1oxkyMeHTOB. KOHTpOJIb HCNIOMHEHUS JOKyMeHTOB. Opranu3anus u
HCIIOJIHEHHE TE€XHHKA KOHTPOJISl UCHIOJTHEHUs. TUNIOBbIE U MH/IMBUyaIbHbIE CPOKHU MCTIOTHEHHUS
AOKYMEHTOB JIOKYMEHTOB.
Tema 2.2. Conep:xaHue y4eOHOro Marepuaja 4 OK 04., OK 05.,
HUndopmannonnnie | [lpakTuyeckue 3aHATHS OK 09., OK 10.
TEXHOJIOTHHU B 1. Hcnonp3oBaHue MPOrpaMMHOTO oOOecreyeHusl Uis peleHHs MpodeccunoHalIbHBIX
AeJI0NPOU3BOACTBE | 3aqau OdopmiieHne JOKYMEHTOB C moMolipio nporpammbl Microsoft Word. Pabora ¢ 4

AIIEKTPOHHBIMU JOKyMeHTaMu. PaboTa ¢ 3ampocamu.

2. OtedecTBeHHBIC pa3pabOTKH nporpamMm apTomaru3anuu J10Y u apxuBHOro nena.
Tema 2.3 Copep:xaHue y4eOHOIr0 MaTepuaja 4 OK 03., OK 05.,
Opranmnsanus 1. CucremaTu3anus TOKyMEHTOB U UX XpaHCHHE. OK 09.,
ONEepPaATUBHOIO U 2.Homenknarypa aen. [IpumepHbie ¥ TUTIOBBIC HOMEHKJIATYPBI JIEI. 2 K 1.1.
apXUBHOI'O 3.TpeboBanus k opopmienuto aein. [loaroroBka v NopsaoK nepeayu e B apXuB.
XpaHeHus IIpakTHYecKHne 3aHATHS 2
AOKYMEHTOB 1. CocraBnenue u opopMIIEHHE HOMEHKIIATYPBI Jell

CamocrosiTesibHas padoTa

1.IlpaBuna odopMIeHUS OCHOBHBIX BHUAOB OPraHU3AIMOHHO-PACTIOPSIUTENBHBIX

JOKYMEHTOB, KOTIMH JJOKYMEHTOB, BBIITUCOK, TyOIHKATOB.

2. CocTaBbTe MPOTOKOJ COOpaHus Balleil TPYIMIIbI MO MOBOY IMOCEIIAEMOCTH 3aHATHIA. 6

3. IlpeumyniecTBa MU HEAOCTATKH AJIEKTPOHHBIX ApXUBOB JOKyMEHTOB. lIpuMeHeHue

3IEKTPOHHOM MOAMUCH B AJIEKTPOHHBIX TIOKYMEHTAX.
IIpomeskyTouHas arrecrauus B popme quddepeHunpoBaHHOrO 3a4era 2
Bcero: 38




3.YCJIOBHUSA PEAJIMBAIINU ITPOI'PAMMBI JIUCIUIIJIMHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJIbHOMY MaT€PHAJIbHO-TEXHUYCCKOMY o0ecnevYeHuIo

Peanuzanus nporpaMMel JUCHMIUIMHBI TpeOyeT HAIUYHs y4eOHOTO KaOHHeTa.
Ob6opynoBanue yueOHOT0 KaOMHETA:

- MOCaJ0YHbIe MecTa - CToJ -15 mwT.; cTyn -30 mT.; *HPOPMALMOHHBIE CTEHIBI -4 IIT.

- pabouee MecTO Iperno1aBaTeds.
VY4aebHoe 1eMOHCTPaMOHHOE 000pYyA0BaHUE U y4eOHBIC HATJISAHBIC TIOCOOUS:
- HOyTOYK- 11IT., 9KpaH -1mrT., mpoekTop - 1mT., Jocka Menosas - 1 mT.;
- OECIIPOBOAHOM JAOCTYII CETH.
Texauueckue cpeacTBa 0OydeHHS:

- Ilporpammuoe oGecrieuenune, Windows Microsoft Office, SumatraPDf, K-Lite, bpayzep
Mozilla Firefox , Dr.Web, 7-Zip.

3.2. UndopmanuonHoe odecrieyenne 00y4eHus

Ilepeyenb pexkomMeHayeMbIX Y4eOHbIX u3AaHuii, VHTepHeT-pecypcoB, A0NMOJHHUTEJIbHOM
JIUTEPATYPbI

OCHOBHBIE UCTOYHUKH:

1. Kopnees, U. K. JlokymMeHTaIMOHHOE 00ECIICUEHIE YIIPABICHUS : YICOHUK U MPAKTUKYM IS CPETHETO
npodeccronaibHoro oopazosanus / M. K. Kopueer, A. B. ITmenko, B. A. MamypiieB. — 2-¢ u3j., nepepald. U JIO1I.
— Mocksa : UzmarensctBo FOpaiit, 2020. — 384 ¢. — URL: https://urait.ru/bcode/453688. — Pexxum mocryma: 1mo
TMOOITHUCKE.

JloTOTHUTENbHBIE UCTOYHUKHU:

1.loponuna, JI. A. JlokyMeHTaIIMOHHOE 00CCIICUCHHE YIIPABICHUS | YUCOHUK M TIPAKTHKYM JJISI CPEIHETO

npodeccronaibHoro oopaszopanus / JI. A. Jlopouuna, B. C. HputrukoBa. — MockBa : M3garenbcTtBo

IOpaiit, 2020. — 233 ¢. — URL.: https://urait.ru/bcode/453767. — Pexxum I0CTyIIa: ITO MOIIHCKE.

2. KazakeBuu, T. A. JIoKyMEeHTalIMOHHOE 00ECTICUCHNUE YITPABIICHUS : YYCOHHUK U TTPAKTUKYM JIJIsS
cpennero npodeccruonansHoro oopazoBanus / T. A. KazakeBuu, A. W. Tkanu4. — 2-¢ u31., UCTIp. U JIOTL.
— Mocksa : U3aarensctBo HOpaiir, 2020. — 177 ¢. — URL.: https://urait.ru/bcode/452800. — Pexum
JIOCTYIIA: TIO MOJIITHUCKE.

3. Kysuernos, U. H. JlokyMeHTaIlMOHHOE 00ECIICUCHNE YIIPABIICHHS IEPCOHATIOM : YICOHHUK U TPAKTHKYM
IUIs cpenHero npogeccuonanbHoro oopazoBanus / U. H. Kysneno.— Mocksa : UznatensctBo FOpaiit, 2019. — 521
c. — URL: https://urait.ru/bcode/444432. — Pesxxum 0cTyIa: Mo MO/ITHCKE.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCIIUITJIMHbI
KoHTpoJIb M OneHKa pe3ylIbTaTOB OCBOEHUS JUCLHUIIIIMHBI OCYILIECTBIISETCS IPENOIAaBATEIEM B
Ipolecce MPOBEICHHUsI NPAKTUYECKUX 3aHATHH U 1abopaToOpHBIX padoT, TECTUPOBAHUS, @ TAKKE
BBITNOJIHEHUS 00Yy4YaIOIMMKCS WHANBUAYAJIBHBIX 3aJJaHUH, TPOEKTOB, HCCIETOBAHUH.

PesynbTaTsl 00yyeHus (0CBOCHHBIE ®opMbI M METOABI KOHTPOJIS U OLIEHKH
YMeHHsl, YCBOCHHbIC 3HAHHS) pe3yabTaToB 00y4eHust
1 2
YMmeHnus:
- 0OpMIISATH TOKYMEHTALIMIO B COOTBETCTBUM |OLICHUBAHMs BBIIIOJIHEHUS IPAKTHYECKUX
C HOpMaTHBHOM 0a30ii, B TOM 4ucIe ¢ 3aJaHui, (JopMaM30BaHHOE HAOIIOAEHUE 3a
HCIOJIb30BAHUEM MH(OPMAIIMOHHBIX paboToii ¢ uHpopManuel, TOKyMEHTaMH,
TEXHOJIOTH; JIOTIOJIHATEILHOM JINTEpaTypOi
- OCBaMBaTh TEXHOJIOTMHM aBTOMATU3UPOBAHHOM |OLICHUBAHHUS BBITIOJHEHUS IPAKTUYECKUX
00pabOTKH JOKYMEHTAIUH; 3a/laHui
- HCTIOJIB30BaTh YHU(DHUIIMPOBaHHbIE (DOPMBI OLICHMBAHMS BBIIIOJIHEHUS IPAKTUUECKUX
JOKYMEHTOB; 3a/laHuM, OLIEHUBAHUE BBIIIOJIHEHNS TECTOBBIX
3a/laHuM TI0 COOTBETCTBYIOIIUM TEMaM




- OCYILIECTBJIATH XPAHEHUE U TOUCK OILICHUBAHUS BBITIOJIHEHNUS PAKTHIECKUX
JOKYMEHTOB; 3a1aHUI1

- HCTIOJIB30BATh TEIEKOMMYHUKAIIMOHHBIE OILICHUBAHUS BBITIOJTHEHUS MPAKTHYECKUX
TEXHOJIOTUH B AJIEKTPOHHOM 3aJaHu’

JIOKYMEHT0000pOTE;

o

10.
11.

12.

13.

14.
15.

16.

17.

18.
19.
20.

21.
22.

23.
24,
25.
26.

27.

Bonpocsl kK HTOroBOM arrecTauuu

VYKaxure, B KAKOM TOCYIapCTBEHHOM CTaH/AapTe YCTAHOBIICHBI TEPMUHBI U ONIPECIICHHSI TOHITHN
B 00J1aCTH JIEIOTPOU3BOICTBA

VYKaxure KakuM 1mpaBoBbIM akToM yrBepkaeH I'OCT P 7.0.97-2016

VYxaxure Toynoe Hazganue 'OCT P 7.0.97-2016

VYxaxure kakoe kommdecTBo pekBu3uToB ycraHoBui ['OCT P 7.0.97-2016 mis odopmieHwHs
JTOKYMEHTOB

VYkaxure, B KaKkoM cllydae B pekBuszuTe «HanMeHOBaHWE OpraHM3alUmi» YKa3bIBa€TCS KpaTKas
(dhopma HazBaHUS OpraHU3aAlUN

VKkaxnre, KakoW PpEKBU3UT TMPOCTABIACTCS Ha JoKyMeHTax 1o  OOmepoccuiickomy
KJIacCU(UKATOPY NMPEANPUATUN U OpraHu3aluit

VKaxnTe, KaKUM TPaBOBBIM aKTOM pPETYJIHPYIOTCS TIPAaBOBBIE OCHOBBI HCIOJIB30BaHUS
INocynapcrBenHoro rep6a Poccuiickoit denepariuy Ha G1aHKaX TOKYMEHTOB

VYKkaxnTe, KaKOW PEKBU3UT IPOCTABISICTCS B COOTBETCTBUU C JOKYMEHTAMH, BBIJAaBACMBIMH
HAJIOTOBBIMHU OpraHaMH

Vkaxunre, Kakue BapuaHThl odopmiieHust aatel pekomenayiores ['OCT P 7.0.97-2016 mns
oopMIICHHS B OpraHU3aIMOHHO-PACTIOPSIIUTEIIFHBIX JOKYMEHTAX

VkaxkuTe, Kakoe KOJMYECTBO a[pecaToB MOKET ObITh yKa3aHO B OJHOM JOKYMEHTE

VKakuTe, KaKOM PEeKBU3UT BKIIOYACT B ce0s HAMMEHOBAHWE JOJDKHOCTH JIMIIA, MOJIHCABIIETO
TOKYMEHT, JINYHYIO TIOAINHNCH, PACIIU(PPOBKY ITOAMHCH

VkaxkuTe, Ha KOTO BO3JIAracTcsi OTBETCTBEHHOCTh IO HMCHOJHEHHIO MOPYYCHHS, TPH HATUYUH
HECKOJIBKHX JIML. YKa3aHHOTO B PE30JIIOLUH

Vkaxkute, Kakol peKBH3UT OoQopmisieTcss Ha JOKYMEHTE, €CIM OH MPOXOAWUT MPOLERypy
COTJIaCOBAHUS

VKakuTe, KaKod peKBU3UT MPOCTABIISAETCS HA BXOIAIINX JTOKYMEHTaX

VkaxkuTe, B KAKOM cilydae Ha OJIaHKE OpPraHU3alliy HE BOCIPOW3BOJIUTCS PEKBU3UT 3MOieMa
OpraHM3alUK WIN TOBAPHBIN 3HAK

VkaxkuTe, Kakoil peKBU3UT 0POPMIISIETCS TOJIBKO Ha OJIaHKE NMUChbMA M 3aIOJHSETCS TOJIBKO B TEX
JTOKYMEHTaX, KOTOPBIE SIBIISIFOTCSL OTBETaMH Ha 3aIipoc

Jns xakoro Buaa OnaHka mepedncieHHble pekBu3uThl (Koa opranusannu, OCHOBHOM
rOCY/IapCTBEHHBIN PErUCTPAIMOHHBIA HOMEpP IOPHIMYECKOTO JIMIA, UACHTH(OUKAIIMOHHBI HOMEP
HAJIOTOIUIATENbINKA / KOJ NPUYMHBI TOCTAaHOBKM Ha Y4eT, HAaUMCHOBAHUE OpTaHH3alluy,
CIIpaBOYHBIC JaHHBIE 00 OPraHU3aIMN) SBISIOTCS 0053aTebHBIMU

Kak HymepyroTcs BTOpast U MocieIyloue CTpaH|Ibl MHOTO CTPaHHYHOTO TOKYMEHTa?

VYKaxkuTe, B KaKOH MM0CIeJ0BATEIBHOCTH O(OPMIISIIOTCS SIIEMEHTBl PEKBU3UTA «PE3OJTIOLIHSY
Beienure, B KakoM M3 BUJOB JOKYMEHTOB HE MPOCTAaBIISIETCS PEKBU3UT «HAHMMEHOBAHHE BHJA
JOKYMEHTa

VYkaxure, rie pasMenaercs Ha JOKYMEHTE PEKBU3UT «I'PU() COIIIACOBAHUS TOKYMEHTa»-
VYkaxure, MouyeMy peKBU3UT «OTMETKa O KOHTpoje» He odopMmisieTcss B IMpUKaze MO0 OCHOBHOU
JeATebHOCTH

VYkaxure, B KakoM OJlaHKe JaH HauboJiee MOJIHBIM epeyeHb PEKBU3UTOB OpraHu3aluu

Uro sBnsieTcst AaTOM AOHKHOCTHOW MHCTPYKIIMU?

W3 kakux pa3aenoB COCTOUT TEKCT MPUKa3a 0 OCHOBHOMU JEATEIbHOCTH?

Kakoe crnoBo ucnonb3yercs, COCIUHsSI KOHCTATUPYIOIIYIO M PacIOPSIUTENbHYI0 YacTH TeKCTa
npukasza’?

Mo>HO 11 0(OpMIIATE M BECTH MPUKA3bl 10 OCHOBHOW JEATENLHOCTH U 1O JIMYHOMY COCTaBY
BMECTE, B OJTHOM Jeie?
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W3 xakux yactel COCTOUT TEKCT aKkTa?

UYro Takoe nokiagHas 3anucka’?

Ormpernernenre «T0KyMEHTO000POT.

Korna peructprpyercst NOCTYNarOUMi JOKYMEHT?

Llesp KOHTPOJIS UCIIOJIHEHUS JOKYMEHTA.

Kaxkoii BHT HOMEHKIIATYpHI SBISETCS 0053aTEIbHBIM TS KXKI0H OpraHu3aiiu

Uepe3 kakol MPOMEXKYTOK BPEMEHM HOMEHKIJIATypa JieJl IEPecOorIacOBBIBAETCS C apXUBHBIMU
YUPEXKICHUSIMU

[lo kakomy mpusHaky c(HOpMHUpPOBaHBI TOKYMEHTHI B JEJO, €CIU 3aroJIOBOK MMEET CIEAyoIlee
Ha3BaHue «llepenucka ¢ npeanpustusamu KpacHosipckoro kpas 1o B3anmMo3aderam»

VYKaxure, B KAKOM roJly HY’KHO BKJIIOUUTH JI€JIO B aKT 00 YHHUTOKEHHH, €CJIM IPOU3BOJICTBO IO
HeMy 3aKoH4Y€eHO B 1999 rony, a cpok ero XxpaHeHUs MATh JIET

C KaKo# T1eITHEO TIPOBOJIMITCS SKCTIEPTH3a [IEHHOCTH JTJOKYMEHTOB?

C xakol nepruoANYHOCTHIO JIOJIKHA TPOBOIUTHCS SKCIIEPTU3a LIEHHOCTU JIOKYMEHTOB MOCTOSTHHOTO
Y BPEMEHHOTO XpaHEeHUs?

Kem yrBepxmaercst IHCTpyKIHs 110 IEN0MPOU3BOJICTBY OpraHU3alim?

YKaxuTe, Kakoi KoJ1 He0OX0/IMMO YKas3bIBaTh Ha Onanke mickMa, corsiacHo [OCT P 6.30 — 2003

Mo3kHO JI1 UCIIPAaBUTh OLIMOOYHYIO 3alUCh B TPYJAOBON KHIKKE paOOTHHUKA?

Io kakoMy MpU3HAKY CUCTEMATU3UPYIOTCS JJOKYMEHTBI BHYTPH Jiena?

VYKaxure, 10 KaKUM CpOKaM JIOKYMEHTBI JeJISITCS Ha XpaHEeHHe-

PEriaMEHTHPYIOIIMX TEXHOJIOTHIO CO3/IaHUS IOKYMEHTOB, MX 0OpaOOTKHU, XpaHEHHUsI U UCTIONB30BAHUS B
TEKYILEH JIeATETbHOCTY OpPraHM3aliu

Howmenxknarypa nien - 310. ..

MarepruabHblii 00BeKT ¢ WH(pOpPMAIMEH, 3aKPEIUICHHBI CO3AHHBIM YEJIOBEKOM  CIOCOOOM Iisl ee
Tiepesiady BO BPEMEHH 1 IIPOCTPAHCTBE 31O .. ..

JlyOnmuKar, BBIMCKA, OTTHCK — 3TO. . .

[oaroroBka fiena K XpaHEHHIO B COOTBETCTBUM C YCTAHOBJICHHBIMU NPAaBIJIaMU 3TO. . .

JlesiTenbHOCTh 10 CO3IAHUEO IOKYMEHTOB HA3bIBACTCSI 3TO -

CoOBOKYIMHOCTB JIOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 MPH3HAKAM ITPOUCXOKICHHSL, HA3HAUCHHSL, BUA, Chepbl
JeSTEIILHOCTH, €TMHBIX TPEOOBaHUH K UX O(OPMIICHHS 3TO

Ilepen cnayeil JOKyMEHTOB Ha ApXUBHOE XpaHEHHE CIIEAyeT

HopmatuBHO-T1paBOBOIA aKT, M3/1aBaeMblii [P SAMHOIMYHOM MPUHSATUN PEILICHUS 310 . ..

Kem nomicpiBaercst mprkas o OCHOBHOM JIESTENTHOCTH MPETIPUSITHS

MO>KHO JT Ha OCHOBaHHMM CBHIETEIIBLCTBA O Opake BHECTH W3MeHeHHe (paMuiu paOOTHHKA B TPYIOBYIO
KHIDKKY? YKaKUTE, KaK IPaBIJILHO O(OPMUTH ITO U3MEHEHHE-

JlonyckaeTcsi nepechuIKa TpYAOBOM KHIDKKU MOYTOM?

I'ne xpansTcs GnaHKu TPYIOBBIX KHIDKEK M BKJI/IBIIIN K HUM?

VYKaxuTe, K Kakoi CHCTeMe JOKYMEHTAIK OTHOCUTCS BUJI IOKYMEHTA «yKa3aHHUE)»

B xakom Omanke, cormacio I'OCT P 7.0.97-2016 ucnons3yercst pekusut "CrpaBodHble TaHHBIE 00
opraHuzarmu”

VYKkaxuTte, Kakol MpaBOBOM aKT, ONMpeeNseT MOpsANOK 00pa3oBaHUs, KOMIIETEHIMIO OPraHM3alluM, ee
(byHKIMY, 3312491, TIOPSIOK pabOThI

YKaxuTe, KakiM TPaBOBBIM JIOKYMEHTOM PETJIaMEHTHPYIOTCS HOPMBI 3aIOJTHEHHUS] TPYIOBOM KHWDKKU
pabOTHHKA B OpraHu3aIii

VYKaxuTe, Ha KaKOM CITy»KeOHOM THChMe 0(OPMITSIETCS PEKBU3HT «CChLUIKA Ha PErHCTPAIMOHHBIN HOMEP U
JaTy TOKyMEHTa

YKakuTe, KeM MOANUCHIBACTCS IOKYMEHT, COCTABJICHHbIH KOMUCCHEN

YKaXuTe, KeM MOTYT YCTaHABJIMBATHCS HHIMBUTyATbHBIE CPOKH HCTIOTHEHHS IOKYMEHTOB

YkaxuTe, Kakue pacropsauTelbHbIe JTOKYMEHTHl MPUHUMAIOTCS B pe3yiabTaTe OOCYXKICHUS
BOIPOCA Ha 3aceJaHNH KOJIJIETUATBLHOTO OpraHa.

Jlo/DKHA JM MHCTPYKIMS TIO JIENIONPOM3BOICTBY KOHKPETHOW OPraHW3allli yCTAHABIMBATH TEXHOJIOTHIO
BCEX JIETIOTIPOM3BOICTBEHHBIX ONEPALNi, BHIOIHAEMBIX B OPraHU3aLIIN ?
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