(enepanbHoe rocyiapcTBeHHOE aBTOHOMHOE 00pa3oBaTebHOE yUpe:KaeHue BhIcIIero o0pa3oBaHus
IHepBbiii MoCKOBCKHI roCy1apcTBEeHHbI MeaMIUHCKUI yHuBepcuTeT uMmeHu U.M.CeuenoBa
Munucrepcersa 3apaBsooxpanenust Poccuiickon ®@enepauuu
(CeueHOBCKMI YHHUBEPCUTET)

WMHCTUTYT IICUX0JIOT0-COLUANBHON PabOThI
Kadenpa ynpapiieHus ceCTpUHCKON AESITEIbHOCTHIO U COLIMATLHOM paboThI

@OHJ1 OLICHOYHBIX CPEICTB

JIEJIOITPOU3BOACTBO U JOKYMEHTOOBOPOT B COEPE COLIMAJILHOM PABOThI

(Haumenosanue oucyuniunvl/ npakmuxu, 160 — pazoena OUCYUNTUHBY NPAKMUKU)

BEICIIIEE TIPOeCCHOHATBbHOE 00pa3oBaHUe — IpOrpaMMa MOATrOTOBKY CIICIIMATUCTOB 0aKaIaBpoB
39.04.02 CoumainibHas pabota

YyKa3svleaemcsi KOO U HAUMEHO8AHUE Hanpaejienus Nn0020MOBKU (cneuuaﬂbHocmu)

Pa3pen 1. Opraunsanys ¥ ooecrnedyeHne 1eJonpou3BOIACTBA B CHCTEME COITHAILHOI PadoThI
Tema 1.1. Jles1onpou3BoACTBO B yNIPAaBJIEHYECKOI 1eATEIbHOCTH
YK — 4 Cnoco0eH ocymecTBJIATD /1€JI0BYI0 KOMMYHHKAIUIO B YCTHOM M MUCbMEHHOH dopmax
Ha rocyJAapcTBeHHOM si3bike Poccuiickoii @egepanun U HHOCTPAHHOM(BIX) A3bIKe(AX)

1. Jlenonmpoun3BoJCTBO B COBPEMEHHOM OpraHU3alMy — 3TO OTPACib YIIPaBICHUECKOMN
JeSITeIbHOCTH, OXBAThIBAIOIIAs IOTHBIN LUK
padoThI ¢ JOKYMEHTAMH
apXMBHBIM XpaHEHHEM CTapbIX Oymar
nevyaTH MPUKa30B Ha OIaHKax
paboThI 10 PErUCTPALIMH BXOSAIIUX TUCEM

2. VnpaneHueckas (QpyHKIHs, KOTOopas peainu3yercs depes JokyMeHT «IIpukasy - ato....
opraHu3anusi
KOHTPOJTb
TJIaHUPOBAHUE
MOTHBAIIHS

3. KiroueBbIM HallpaBiI€HUEM COBEPIICHCTBOBAHUS COBPEMEHHOTO JEJIONPOU3BOICTBA
ABIIAETCA. . .
KOMIIbIOTEpU3anMs U BHeJAPeHHe CUCTeM 3JIEKTPOHHOI0 IOKYMEHT0000poTa
HOJIHBIN OTKa3 OT JIFOOBIX CTAaHIAPTOB U MHCTPYKIMH
yBEJIMUYEHHE 1ITaTa KyphepoB i Nepeayu Oymar
0TKa3 OT 00y4eHUs COTPYIHUKOB ITPaBUiIaM JOKYMEHTHPOBAHUS

4. TlepecMOTp M yHpoIeHHE BHYTPEHHUX MapIIPYTOB ABHKEHHSI JOKYMEHTOB — 3TO
ONTUMU3AHA
yHUPUKALUS
riio0anu3anus
cneunpukanus



10.

11.

12.

[TpuBenenue hopM JOKYMEHTOB K €IMHOOOPA3UIO M YCTAHOBIIEHUE €IMHBIX IIPABUII
0(OPMIICHHUS — 3TO JTOKYMEHTOB

yHUpUKAIAS

rII00anu3anus

crienuuKanms

OTITHMH3AITHS

dopmanmzanys yHU(DUKAIUN, YCTAHOBJICHNE 0053aTeIbHBIX HOPM U TpeOOBaHUI HA
roCyJapCTBEHHOM YPOBHE — 3TO JIOKYMEHTOB

CTaHAAPTH3ALUSA

riio0aau3anus

cneuudukanus

ONTUMH3ALIHS

[TpeumyriecTBOM YHUPUIIMPOBAHHBIX POPM TOKYMEHTOB JJIsl CHEIIHAIMCTA 110 COLUATbHON
paboTe sBIISIETCS SKOHOMHSI. . .

BpeMeHH U MCKJII0YeHne OIn0oK

Ha H3OHHpOBaHHOﬁ IIOMOIIIN U CHUXKCHUC YHCJIa OAUHOKUX KIIMCHTOB

Ha Pa30BbIX aKIMSIX U CHIKEHUE Pe3yIbTaTOB

Ha M1a0JIOHHBIX peIICHUAX U UCKITFOYCHUC ITOBCPXHOCTHBIX pGKOMCHIIaHI/Iﬁ

Crangaprusanust 0hOpMIICHHS JOKYMEHTOB CIIOCOOCTBYET MEKBEIOMCTBCHHOMY
B3aMMOJIEUCTBHUIO, IIOTOMY YTO...

BEOMCTBA MCIOJb3YIOT IOHATHBIE U NpeAcKasyeMble GOpMbI JOKYMEHTOB
0o0OMeH JOKYMEHTaMH CTaHOBUTCS JIMYHBIM JI€IOM YNHOBHHUKOB

CTaHJAPTHI 3aMPENIalOT UCTIOIH30BATH OJAHKH CBOETO BEJJIOMCTBAMH

odopmIIeHHE JOKYMEHTOB IMPOUCXOJIAT COTJIACHO CTaHIapTaM, B JINYHBIX HHTEpECcax
COTPYIHUKOB BEJJOMCTB

[Tprmepom yHUGUIIMPOBAHHOTO TIOKYMEHTA B COLIMANIbHON paboTe sIBIIsIETCS. . .
HHIMBHAYAJbHAS MPOrpaMMa NpeaocTaBICHU CONMAIBHBIX yCJIYyTr
Cily’)keOHasl 3alucKa ClelUalnucTa

UH/MBUyallbHas IporpaMMa peabuiauTanuy 1 abuiInTaluy HHBAINUIA
pacnopsKeHHe 3aBEAYIOLIET0 OTICIIEHUEM

HpOHGCC (PCUHKUHHUPUHTa» B KOHTCKCTC COBCPIHICHCTBOBAHUSA JACJIOIIPOU3BOJICTBA
HAIlpaBJICH HA...

YCTPAHCHUE JJUITHUX ITAINIOB COIJIACOBAHUA U YIIPOIECHUE MAPIIPYTOB TOKYMEHTOB
YCTpaHCHHUC JIMIITHUX MaHI/IHy.]'ISII_[I/Iﬁ 1 HaeM OOJIBIIIETr0 KOJUYeCTBa cereTapeﬁ
CKaHHUPOBAHUEC U PACIICUATKY BCEX JJICKTPOHHBLIX JOKYMCHTOB B IBYX 3K3CEMINISApPax
YCTpaHCHHUC XPAaHCHUA JOKYMCHTOB Ha 6YM8.)KHOM HOCHUTCIIC

s obecniedeHrs: 6€30MacHOCTH HH(GOPMAIIUU B 1€TONPOU3BOJICTBE, 0COOEHHO MpU paboTe
C IEPCOHANILHBIMU JAaHHBIMU, HEOOXOAMMO PYKOBO/ICTBOBATHCH. . .

DenepanbHbIM 3aK0HOM Nel152 —P3 «O nepcoHAIBHBIX JAHHBIX)

I'OCT P CO 9001

®enepanbHbIM 3akoHOM Ne 149 — D3 « O6 undopmaruu, nHGOPMALMOHHBIX TEXHOIOTHAX U
0 3amuTe HHPOPMAITHI

I'OCT P 7.0.97-2016

TumnoBas HUHCTPYKIHA 11O ACTIOIIPOU3BOACTBY SABIIACTCA IIPUMEPOM. ..
oTpacjieBOro cranaapra, aijanTupyemMoro IJisi KOHKPETHOI'O YUPECKACHUSA



13.

14.

15.

16.

17.

18.

19.

20.

JOJDKHOCTHOW MHCTPYKLUEH, ISl COTPYJHUKOB KOHKPETHOTO YUPEIKICHUS
3aKOHa MPSIMOTO ACUCTBUS, HE TPEOYIOIEro yrouHeHU!
poeCCHOHATBHOIO CTaHAAPTA, aJAITUPYEMOTO Ul KOHKPETHOTO YUPEXKIEHUS

DKOHOMUYECKHI dPPEKT OT BHEAPEHHSI CUCTEMBI 3JICKTPOHHOTO JOKYMEHTOO0O0POTA H
CTaH/IAPTHU3AIUU MOXKET MPOSIBIIATHCS B...

COKpAaIlleHUH 3aTPaT Ha Oymary, ne4atb U pu3nyeckoe XxpaHeHHe TOKYMEHTOB
pOCTE pacxoJI0B Ha 0OCTYKHUBAaHUE CEPBEPOB

HEOOXOAMMOCTH 3aKyIOK ITKadoB ajist Oymar

YBEJIMUEHUU 3aTPAT Ha COACPKAHKE IITaTa APXUBAPUYCOB

YHuudukamnus TOKyMEHTOB B paMKaX OJTHOTO YUPEKIACHUS CITIOCOOCTBYET. ..
euHO000pa3nio popM U yNIPOLIEHHUIO MPOUEAYPbI UX 00PadOTKH BHYTPH OPraHU3alNK
eanHOo00pa3rio (HopM U yIPOIIEHUIO TPOLIEAYPHI B PEOPraHU3ALNN YUPESIKICHUS
YIOPOIICHUIO MPOLIEYPhI CO3JaHUS YHUKAILHOTO JOKYMEHTA JJIs KaXKIOro Ciydast
0ECCMBICIIEHHOCTH B JOKYMEHTOOOOPOTE OpraHU3aliu

[TpuBeneHre pa3IMIHBIX POPM 3asBICHHUN IPaKIaH K €IMHOMY BUIY — 3TO 3aja4a. ..
yHU(pUKAIIHH

apXuBaIuu

KJaccuukanum

CTaH/IapTH3AIUU

JlokymeHnT, ohopmiteHHBIN ¢ Hapymienuem tpedosanuii 'OCTa ......

MOKeT OBbITh OCIIOPEH M He UMeTh MOJHOH IOPHINYECKOH CHIIbI

aBTOMAaTHYCCKH CTAHOBUTCS HGI[CﬁCTBI/ITGJILHBIM

HE UMEET HUKAKOTO 3HAUEHUS IS Cya

IPO3HUT, B3bICKAHUEM C pabOTOIaTeINsl oJIra 110 3apIljiaTe 3a HEYCTOWKY U MOpaJIbHON
KOMIIEHCAIINH

Cranpaptuzanus obseryaeT aBTOMaTH3aIMIO JISIONPOU3BOJICTBA, TAK KaK. ..
CTaHJIapTHBIE (POPMBI JIETKO BCTPAMBAIOTCS B IA0JIOHBI CHCTEM 3JI€KTPOHHOTO
JOKYMEHT0000poTa

KOMIIBIOTEPBI HE MOTYT paboTaTh ¢ KAKUMU-THO0 111a0JI0HAMU

JIs1 aBTOMATU3aIlUH HY>KHBI TOJIBKO PYKOMHMCHBIE JOKYMEHTBI

CHCTeMa 3JIEKTPOHHOTO JOKYMEHTO000pOTa TpeOyeT KK IbIil pa3 co3/1aBaTh YHUKAIBHYIO

CTpYKTYypy

«HomenknaTtypa fem» B JelI0NpOU3BOJICTBE — ITO. ..

CHCTEeMAaTHU3UPOBAHHBIN NepeYeHb 3ar0JI0BKOB /1eJI, 3aBOAUMBbIX B YUPEKICHUHU
Ha3BaHHUE JJOPOroi Mebenun s KabuHeTa pyKOBOIUTENS

CIIMCOK COTPYAHUKOB, JOIYLIEHHBIX K APXUBY

JKYpPHAIl JJIs 3aIIUCU OTILYyCKOB

K opranunszanmoHHO-pacnopsiANTEIbHBIM JJOKYMEHTaM OTHOCSTCA. ..
NPUKAa3bl, PACHOPSKEHNSI, IPOTOKOJIbI

ciyxeOHble, 00BSICHUTENBHBIE U TOSICHUTEIBHBIC 3aMUCKH
[Tonoxxenue n YcraB opraHu3aiuu

3asIBJICHUS, OTUYETHI, CITy’)KEOHBIC 3aMMUCKH

I/IH(I)OpMaLII/IOHHOC obecrneucHue nponecca yrnpaBJICHUS — 3TO LCIIb
AEJO0IMPOU3BOACTBA
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22.

23.

24.

25.

26.

27.

JIOKyMEHTOO000pOTa
JOKYMCHTHPOBAHUA
KaHIEJISIPCKON paboThI

. COBepH_IeHCTBOBaHI/Ie JACJIOIPOMU3BOACTBA 3a CUCT O6y‘ICHI/I$I COTPYAHUKOB HaIIpaBJICHO HA...

NMOBBIIIIeHHE Ka4ecTBa 0(hOpMIIeHHS TOKYMEHTOB M CO0/TI0/leHHe PeriaMeHTOB
MOBBIIIICHUE BHYTPEHHETO MOTCHIIMAIA COTPYIHHKOB

OCBOOOK/ICHHE COTPYIHUKOB OT HEOOXOUMOCTH 3aHUMAThCSI IOTIOJHUTEIBHOU paboToi
MOBBIIICHUE KauecTBa O(POPMIICHHUS MTPE3CHTAIIMK W COOJIFOICHUE PETIaMEHTOB
0e301macHOCTH

YcTaHoBieHUE eMHBIX TPEOOBaHMIA K mIpudTaM, OISIM U pa3MepaM OJlaHKa — 3TO
CIIC/ICTBHE. ..

CTaH/IAPTH3AUH

yHUDUKAITIN

apXuBalun

Kiaccuukanum

JIoKyMeHTy, KOTOpBI HU3JIaH C COOJIOACHHEM OIpEACNICHHBIX YCIOBUH U OGOpMIIEH B
YCTaHOBJICHHOM IMOPSJKE, IPUJAET EMY CUILy

OPUANYECKYIO

BBICOKOKBAIIN (DUITUPOBAHHY IO

MOJIUTUYECKYIO

aJIMMUHHCTPATUBHYIO

Jlnst TOATOTOBKY OTYETa O MPOJEIIAHHOM paboTe CIEIUAINCT UCIIONIB3YET JaHHbIE U3 paHee
CO3aHHBIX JOKYMEHTOB — 3TO PEAIU3YET 3HAUEHUE JIEJIONPOU3BOJICTBA
uHGpopMalLHOHHOE

IIPaBOBOE

OpraHU3allMOHHOE

aJMUHUCTPATUBHOE

JlokabHBIN HOPMATUBHBIH aKT, KOTOPBI YCTaHABINBAET TPEOOBAHUS K JOKYMEHTHPOBAHHIO
YIpaBIE€HYECKON AESITEIbHOCTA U OPraHU3alMy paboThl C IOKYMEHTAMU — 3TO UHCTPYKIIHS
o

1eJIONPOU3BOICTBY

JIOKYMEHTO000pOTY

JIOKYMEHTUPOBAHUIO

KaHLEJIIPCKON paboTe

3aBepma}oma;1 cTaaus )KU3HCHHOI'O UKJIA JOKYMCEHTA B JACIOIIPOU3BOJACTBE — 3TO
APXHUBHOEC XpaHECHUE TOKYMEHTOB

HepBLIﬁ 9Tall MpU CO3AaHNN NTOKYMCHTA

H3BJICUCHUC U3 apXUBa TOKYMCHTa

XpaHCHUC NOKYMCHTA B CTOpOHHCﬁ OopraHu3anvun

K HanpaBiieHHsIM COBEpPLIEHCTBOBAHHUS JIETONPOU3BOICTBA OTHOCUTCHL. . .

BHe/IpeHHe CUCTeM 3JIEKTPOHHOTI0 I0KYMEeHT000opoTa

BHEJIPEHUE IPOrPaMM MO ONTUMHU3AINHU JOKYMEHTOB

YBEITUYCHUE CPOKOB XPAaHEHUSI apXUBHBIX JOKYMEHTOB JINYHOTO COCTAaBa COTPYTHUKOB
YBEJIMYEHHUE CPOKA COTJIACOBAHUS KAXI0r0 JTOKYMEHTa 0 Mecslla



28.

29.

30.

31.

32.

33.

34.

35.

CranpapTu3anus CrocoOCTBYET 3alUTe MPaB KJIMEHTA COLMAIBHOM CITy’KObI, TOTOMY YTO...
HCKJII04YaeT OIMOKHU B 0(pOpPMJICHHH BAKHBIX JOKYMEHTOB (AKTOB, pelIeHHil)
HO3BOJISIET CKPBITh HH(OPMALIMIO OT KIIMEHTA

3aTpyIHSAET IOUCK TOKYMEHTOB 110 3aIpoCy KIUEHTa

TpebyeT 0(hopMIIEHUS TOKYMEHTOB HA UHOCTPAHHOM SI3bIKE

JIOKYMEHT, KOTOPBIH (UKCUPYET X0/ 00CYK/IeHUS U MPUHSATHIE KOJUIETHAIbHBIE PEeIlICHUs
Ha3bIBACTCH .....

NMPOTOKOJI

MpHUKa3

CIpaBKa

aKT

['maBHOE OTJIMYKE CTAHIAPTU3AIMH OT YHU(DUKALINY 3aKITI0YAETCA B 0053aTEIIbHOCTH
IPUMEHEHUS YCTAaHOBJICHHBIX .....

HOPM M TpeOOBaHMIt

I'PaHUIL] U UCTIOJIHEHUS

3aJa4 U [poLecca peaau3aluu

IPaBUJI U IPUHIUIIOB

OreHka KUIMIIHBIX YCIOBUH, BRISBICHUE TIPOOIIEM U OIpeieieHne He00X0IMMO OMOIIN
OTpakaeTcs B UCIOJIb30BaHUE YHU(PHUIIMPOBAHHON (POPMBI KaK. ..

AKT 00cj1e10BAHUSI MATEPUATbHO-0OBITOBBIX YCJIOBUIA

AKT BBITIOJTHEHHBIX paboT

AKT 0 pe3yJibTaTax HHBEHTapU3aluu

AKT 0 criucanun MaTCpHaJIbHBIX 3allaCOB

Obecneuenne KOHPUACHIMATBEHOCTH MPH paboTe ¢ TOKYMEHTaMHU, COACPIKAIIMMU
HEepCOHAIbHbIC JaHHbIE — 3TO TPeOOBAHUE. ..

KAaK 3aKOHOAaTe/IbCTBA, TAK U NMPO(PEeCCHOHATBHOMN I TUKH

BHYTPEHHEN MHCTPYKLUH, KOTOPY MOKHO UTHOPUPOBATh

HUCKIIFOYUTEIIBHO K 6yMa)KHI>IM, a HC DJICKTPOHHBIM JOKYMCHTaM

IIPEABABIAEMOE TOIBKO K apXUBapuycaM

PexBusnut nokymMeHTa — 3710 .....

00s13aTeIbHbIN HH(POPMALIMOHHBIH 3JIEMEHT, IPUCYIIUI ONpee/IeHHOMY BHLY
JOKYMEHTa

(dbaMuIMs UCTIOJIHUTEIS], HAlTMCaHHAas! OT PyKU

ar00ast HOMEeTKa Ha MOJIAX JOKyMEHTa

YHUKaJIbHBIA PUCYHOK Ha OJIaHKe

CranpapTsl B J€JI0NPONU3BOACTBE HOCHT. ..

HOPMAaTUBHBIN XapakTep U 00s3aTeNbHbI U1 IPUMEHEHUS B YCTAaHOBJICHHOU cdepe
XapakTep MOoXKeJaHUH, KOTOpble MOKHO HE COOII01aTh

CUJIY TOJIBKO JIJIs1 KOMMEPYECKUX OpraHu3aluil

MH(OPMALMOHHBIN XapaKkTep /Ui 001Eero pa3BUTH

CocraBnenne «HomeHKIATyphI A€I» CIOCOOCTBYET. ..
CHCTEeMATH3ALUHM JOKYMEHTOB M IPABUJILHOH OPraHU3allii apXuBa
OecriopsiiKy B mikadax ¢ JOKyMEHTaMu

NOTEPE BaKHBIX JOKYMEHTOB

XPaHEHUIO BCEX JOKYMEHTOB B OJIHOM nanke «Pasnoe»



36.

37.

38.

39.

40.

41.

42.

43.

Brenpenue cucteMbl AIEKTPOHHOTO JOKYMEHTOO0O0POTa B IEPBYIO OUYEpE/Ib BIUSCT Ha. ..

CKOPOCTb M KOHTPOJIMPYEMOCTh MPOLECCOB ABHKEHUsI JOKYMEHTOB
[[BETOBYIO raMMy HHTEphepa odrca

KOJINYECTBO KOo(e-nay3 y COTPYAHUKOB

¢u3nUecKkuii Bec MOYTOBBIX OTIPABICHUN

COBepLHeHCTBOBaHI/IC ACJIOIIPOU3BOJACTBA — ITO...

HeNnpepbIBHbIN NMpoLece, a1aANTHPYIOIMICS K HOBBIM TEXHOJIOTHAM M TPeOOBaAHUAM

pa30BOE MEPOIIPUATHE I10 MOKYIIKE HOBBIX Aok
3aJay4a, peleHHas pa3 u HaBcerga B XX Beke
IIPOLIECC, KACAIOIIUNCS TOJIBKO I'OCYIaPCTBEHHBIX apXUBOB

YHudukanms xapakrepHa i JOKYMEHTOB. ..

O/JIHOM cHCTeMbI WJIH MOBTOPSIOMINXCS YIIPABJIeHYECKHUX CUTYal il
KOTOpBIE CO3JAI0TCS OJUH pa3 B UCTOPUHU OpraHUu3alun

UMEIOIINX UCKITIOYUTENBFHO XY/I05KECTBEHHYIO [ICHHOCTh

KOTOpBIE HENb351 OTHECTH HU K OJJHON U3BECTHOM KaTeropuu

VYcTaHoBiIeHUE €IMHBIX IPaBUII OPOPMIIEHUSI PEKBU3HTA «AJIpecaT» B MUCbMaxX — 3TO
pe3ynbTar. ..

YHU(UKALMY U CTAHAAPTH3ALNH

TBOPYECKOT'0 IIOMCKA KAXKIOT0 CEKpeTaps

TpeOOBaHUI K CKOPOCTH JJOCTABKH I1OYThI

JKEIaHUsA COKOHOMUTB Ha KOHBEpPTax

K AKTYaJIbHBIM TCHACHIUAM COBPECMCHHOI'O ACJIOIMPOU3BOACTBA OTHOCHUTCH. ..
KOMILIEKCHasl aBTOMaTU3alusi HA OCHOBE CTAHAAPTU3UPOBAHHBIX IPOLECCOB
BO3BpAT K UCKIIFOUUTCIILHO 6YM8.)KHBIM TCXHOJIOI'MAM

0TKa3 OT KaKoW-1100 HOPMATUBHOM 0a3bl JEIEHTpAINU3ALMs apXUBa Y KaXk/10T0 COTPYJHUKA

JIoMa

COI_II/IaJ'H)HO-I/ICTOpI/ILICCKOC 3HAYCHHUEC JOKYMCHTOB COIMaIbHOMI CJ'Iy)K6BI 3aKJIIO4YacTCA B TOM,

YTO OHH...

AAIBJAKOTCH HCTOYHHKOM JIJIs1 U3YYCHUSA IBOJTIOLUHA COIMATBHOM MOJUTUKH
mouIC)KaT HEMCJICHHOMY YHUUYTOXCHUTIO ITOCJIC 3aKPbITUA JCJIa KIIMCHTA
HUMCIOT ICHHOCTDH TOJIBKO IJIA 6yxraJITepCKor0 yucTa

HUKOT'JIa HC UCIIOJIB3YIOTCS UCCIICA0BATCIIAMHA

DNEKTPOHHBIM JOKYMEHTOOOOPOT SBISETCS MHCTPYMEHTOM JUIsl pELIeHUs 3a/1a4H. ..
KOMIIbIOTEPHU3aliHu AeJ10NPOU3BOACTBA

yBeNUUYeHUs: o0bemMa OyMakHOM pabOThI

COKpAILIEHUS YUCIIa KOMITBIOTEPOB B oduce

nepexo/ia UCKIIYUTEIbHO Ha YCTHBIE PaciOpsHKEHUS

3anavya yHUPUKALUN — COKPATUTh KOJIMYECTBO MPUMEHAEMBIX (JOPM JTOKYMEHTOB ITPU
YCIIOBUH. ..

COXpaHEeHHS MOJHOThI U J0CTATOYHOCTH O0TPaKaeMoii B HUX HH(pOpMaLHNHU
00513aTeIbHOTO YBEIMYEHUS 00beMa KaKJ0ro JOKyMEHTa

COKPAIIEHHS YNCIIA PEKBU3UTOB JIO OHOTO

0TKa3a OT OTPAKEHUS KaKuX-T100 (HaKkToB



44. PactiopsiIUTENIbHBIN TOKYMEHT, U31aBAEMbI €IMHOJIMYHO PYKOBOJUTEIIEM — 3TO. ..
NMPHUKAa3
MIPOTOKOJI
aKT
cripaBKa

45. IIpaBuIbHO OPraHU30BaHHOE JICIOIPOU3BOICTBO B COLMABLHOM paboTe CIOCOOCTBYET. ..
3P PeKTUBHOMY YNIPaBJIEHUIO, 3ALUTE MPAB KJIHEHTA U IOPUANYECKOii 0e30IacHOCTH
yUpesKIeHHsI
TOJILKO YBEJIMYECHUIO 00beMa Oymar B KabuHeTax
CO3JJAHUIO TIPETIATCTBUHN [Tl OKAa3aHUS TOMOIIH
3P PEKTUBHOMY yIPaBICHUIO, M30JSIUN YUPEXKICHHUS OT BHEIIHUX ITPOBEPOK, IOPHINIECKOM
0€30MacCHOCTH YUPEXKICHUS

46. CobmroieHue nmpaBuJl 1€JI0MPOU3BOJICTBA SABISETCS 00513aHHOCTHIO. ..
BCEX COTPYIHUKOB OPraHU3alUi, PA00TAIOIIMNX C JOKYMEHTAMHU
TOJIbKO ceKpeTaps-pedepenta
TOJIbKO IOPUCTA OpraHU3aluu
TOJIBKO PYKOBOAMTENS YUPEKACHUS

47. IlpuBenenue K eAMHOOOPA3UIO COCTABA U PACIIOIIOKEHUS PEKBU3UTOB B PA3IMUHBIX BUAAX
JIOKYMEHTOB — 3TO LIEJIb. ..
yHU(pUKAIHH
apXUBHUPOBAHUS
TUPAXKUPOBAHUS
XyJ0KECTBEHHOT'O PEIAKTUPOBAHUS

48. JIokanpHBI HOPMAaTUBHBIN aKT, JETAJIBLHO PErJaMEHTUPYIOIIMNA MTpaBuiia paboThI C
JIOKYMEHTaMU B KOHKPETHON OpraHu3aiuu, — 37T0...
HNHCcTpyKIMSA 110 AeJIONPOU3BOACTBY
VYcraB Opranuzanuu O6benuHeHHbIX Hanunit
Tpynosoit koaexc PO
I'paxxnanckuii kopexkc PO

Tema 1.2 Tepmunosiorudeckasi 6a3a 1eJI0NPON3BOACTBA
YK — 4 Cnoco0eH ocymecTBIATD /1€JI0BYI0 KOMMYHHKAIIUIO B YCTHOM M MUCbMEHHOH gopmax
Ha rocyAapcTBeHHOM si3bike Poccuiickoii @egepanun U HHOCTPAHHOM(BIX) A3bIKe(AX)
OIIK — 1 Cnoco0eH noHMMATh NPUHIMIIBI PA00ThI COBPEMEHHBIX HH(POPMAIMOHHBIX
TeXHOJIOTHH M MCNOJIb30BaTh UX /ISl pelieHus 3a1a4 npogeccHOHATbHOM 1eATeJIbHOCTH

49. 3aduxcupoBaHHas Ha HOCUTENE HHPOpMALUs C UIEHTUPUIUPYEMBIMU PEKBU3UTAMU,
CO3JIaHHAas OpraHM3alMeN KaK I0Ka3aTeIbCTBO €€ JesITeIbHOCTH — 3TO. ...
JAOKYMEHT
YEepPHOBUK
YCTHOE pacropspKeHHe
MBICJIEHHAs! 3aMETKa

50. O¢punmanbHblil TOKYMEHT, UCIOIB3YEMBIN IS peasin3alu (PyHKUIUHN JIaHUPOBAHUS,
OpraHu3alyu, KOHTPOJIS — 3TO. ..
YIPaBJCHYECKHUI JOKYMEHT
XYJ10’K€CTBEHHBIN TEKCT
JMYHOE MUCbMO
ra3eTHasi CTaThbs



51.

52.

53.

54.

55.

56.

57.

38.

[Tpornecc 3anucu nHGOPMALIMHU TIO TPABUIIaM, 00ECIICUNBAIOLINM €€ IOPUAMYECKYIO CHITY —
3T0...
JOKYMEHTHPOBaHHE
apXUBUPOBAHUE
TUPAXUPOBAHUE
O3BYYHBAHUE

KomrutekcHast 1eTeIbHOCTD IO CO3aHuI0, 00paboTKe, XPaHSHHIO M UCTIOIb30BAHHIO
JOKYMEHTOB B YIPaBJICHUU — ITO. ..

1eJIONPOM3BO/ICTBO

apXUBHOE JIEJI0

ceKkpeTapckas paboTa

OyXrajaTepckuil yuer

JIBuKeHMe JOKYMEHTOB B OPraHU3alMK OT CO3/IaHUs /10 ClayM B apXUB — 3TO. ..
JOKYMEHTO0000pOT
KaHUEIAPCKUN KPYTOBOPOT
MIOYTOBAsI PACChUIKA
ciryxeOHas scradera

O0s3aTenbHBIA HHPOPMAITMOHHBIHN 3JIEMEHT, IPUCYIIUNA KOHKPETHOMY BHIY TOKYMEHT —
3T0...

PEKBU3UT

BOJISTHOM 3HAK

OpHAMEHT

mpudT

COBOKYNHOCTh PEKBU3UTOB, PACIIOIOKEHHBIX B YCTAHOBJICHHOW TOCJIE10BATEIbHOCTH —
3TO...

(popmyasip 1oKyMeHTa

Tarnka-cKOpOCIINBaTEh

TUTYJIbHBIA JTUCT

OrJIaBJICHUE

CranmapTHBIN TUCT OyMaru Uiy 3JIEKTPOHHBIN 11a0JI0H ¢ HAHECEHHBIMU TTOCTOSTHHBIMHU
PEKBU3UTAMHU OpraHU3aAIUU — ITO. ..

0J1aHK IOKyMeHTAa

YHUCTBINA THCT A4

KOIHS JOKYMEHTA

CTUKEp

[TprcBoeHnEe TOKYMEHTY YHHUKATBHOTO HOMEpa U (pUKcaIlisl TaHHBIX O HeM JJIs yueTa
MOKCKA — 3TO JIOKyMEHTa

perucrpanus

YHUYTOKECHUE

peaaKTUpOBaHUE

myOIuKaIus

CogepiuieHue 1eWCcTBUN, NPEANUCAHHBIX JOKYMEHTOM, U JOCTUKEHHUE pe3ysibTaTa — 3TO
JOKyMEHTa
HCIIOJTHEHHUE



59

60.

61.

62.

63.

64.

65.

66

perucTpanus
aQHHYJIMPOBaHUE
KCEPOKOIINPOBAHUE

. I[CP'ICTBI/ISI 10 00€eCIECYEHUIO CBOCBPCMCHHOI'O 1 KAUECTBCHHOT'O BBIIIOJIHCHUSA HOpy‘{CHI/Iﬁ -

3T0...
KOHTPOJIb HCIIOJTHCHHU S
OTMEHA IOPY4YECHUI
Clly4aiiHas IIPOBEpKa
UTHOPUPOBAHUE CPOKOB

CucreMaTU3MpOBaHHbBIN TEMAaTUYECKUI MIEPEUYEHDb 3ar0JIOBKOB JI€JI ¢ YKa3aHUEM CPOKOB
XpaHeHus — 3TO...
HOMEHKJIATYpa JeJ
perjameHt el
MHCTPYKLUS 10 TEXHUKE 0€3011aCHOCTU
peecTp CTaHIapTOB
B counanbHo# padote 0001 TOKYMEHT (aKT, MPOrpaMmMa) CIIY>KUT MPEXKJIE BCETO. ..
OPUIHYECKUM J0KA3aTeJIbCTBOM JAeCTBUI cnienuaancTa u gakra oopaieHus
JeHCTBUI cOTpyAHMKA C OyMa)KHOU paboToii
JUYHOM 3aMETKOM CrieluanucTa s HaMsITH
JI0Ka3aTeJIbCTBOM JIEUCTBUM CIELUAINCTA 10 TBOPYECKOMY OTYETY

Uepes TOKYMEHTHI (3asiBJIICHUSI, XOAaTaliCTBA) B COIMAIBHON Pab0Te HHUITUUPYIOTCS. . .
MepbI NOIePKKH U pean3anus NpaB KJINEHTA
MEpbI AUCUUTUIMHAPHOTO B3bICKAHUS
IIpaBa Ha JIMYHBIE JieJla COTPYIHUKOB
MEpBI TIOJICPKKN (PUHAHCOBBIX MaXWUHAIIMH JUISI peaJI3aliy TIPaB KIIMCHTOB

CdopmupoBaHHOE TIO MpaBUIaM KIIMEHTCKOE JIEJI0 00€CTIeunBaeT. ..
NPEeeMCTBEHHOCTb M KOMILIEKCHOCTD IIOMOIIM IPH CMEHe CIeluaTuCcTa
KOH(UIEHIMAIBHOCTh HH(OPMALIUK OT CaMOT0 KJIMEHTA
aBTOMAaTHUYECKOE PELIeHHE BCeX MpodieM
HEMEIJIEHHOE 3aKpPbITHE CIIyvast

ArperupoBaHHbIE JaHHbIE U3 OTYETOB U (JOPM B J€ITONPOU3BOACTBE MTO3BOJISIIOT. ..
aHAJIM3MPOBATH CONHAJIBHYIO NPO0JIEMATHKY H IVIAHUPOBATH PECypPChl
MOJICYMTHIBATh KOJIMYECTBO UCIIOJIB30BaHHON Oymaru
OIPEAEIIATh JIMUHBbIE CUMIIATUH PYKOBOJUTEIS
YBEJIMYUBATh OIOPOKPATHUECKYIO HATPYy3Ky

['paMOTHO OpraHN30BaHHOE AEIONPOU3BOACTBO Ul CIELHMAINCTA 10 COUUAILHON paboTe —
3TO QaKTop...

MOBbIICHUs JTUYHOM 3 (PeKTHBHOCTH ¥ CHHKEHUS CTpecca

nepepaboTKK B HOYHOE BpeMst

W30JISIAH OT KOJUIET

TBOPYECKOTO NOpsAJIKa

. [1enoBoi 3TUKET B TOKYMEHTAax — 3TO CBOJ IIPABUII, ONPEAEIAIOIUX. . .
KYJbTYPY 0pUUMAIBLHOI0 001IeHusi, TOH U (popmy
CTIIOKOMHBIHN, YEeTKUI U 1Py KETIOOHBIN XapakTep peun
IIpaBUjIa U HOPMBI, KOTOPBIE PETYIUPYIOT MIOBEICHHUE YEIOBEKA



67.

68.

69.

70.

71.

72.

73.

74.

MPUHSTHIN TOPSAA0K U GOopMy 00XO0XKIEHHUS B OpraHU3AINH

[IpuHIMD 1E10BOTO ATHKETA, TPEOYIONH HEUTPAIbHO-0()UIIMATBHOTO TOHA JaXe B
KOH(JIMKTHOW CUTyaluu — 3TO. ..

KOPPEKTHOCTh M YBAKUTEJIbHOCTh

MaHUOPATCTBO U MIPOCTOPEUUE

SMOIMOHATIBHOCTh M arpecCHs

MOJTYaHUE U UTHOPUPOBAHHE

KoppekTHoe oOpaieHue K rpaxJJaHiHy B O(HUIHATIHLHOM MHUCbME HAYMHACTCS ¢ (POPMYIIHL. ..
«YBaxkaemblii(asi) (MUma OtuecTBo)!»
«oporoii(as) (Mms)!»
«I'paxmannn(ka) (Damunums)!»

«Mms OtuecTBO!»

TakTUYHOCTH B IOKYMEHTAX O KIIMEHTaX TpeOyeT n3berars...
OIIEeHOYHBIX, CTHTMATU3UPYIOUINX (GOPMYTHPOBOK
KOHKPETHBIX (DaKTOB ¥ Jat
CCBUIOK Ha 3aKOHOJIATEIILCTBO
yKa3zaHus GpaMuaii

B nucemax-npuriameHusx st CO3AaHUs aTMOC(EpPBl OTKPBITOCTH MCTIOIB3YIOT (POPMYJIHI. . .

«[Ipurmaamaem Bac...»

«BBbI 00s13aHBI IBUTHCS. . .»
«SIBUTBCS B yKa3aHHOE BPEMS. .. »
«Ecnu xoTuTe, NpuX0IuTe. .. »

Co0uttoieHre CpOKOB OTBETa Ha OOpalIeHHsI TpaKaaH, B TOM yucie 30-IHEBHOTO CpOKa —
9TO Ba)KHAs YacTh, MOKA3bIBAIOIIAS. . .

cBOeBpeMeHHOe H 00beKTHBHOE pacCMOTpeHHe 00paleHui

HEMOUYTUTENLHOCTh U TPEHEOPEIKEHUE YUPEIKACHUS

CBOEBPEMEHHOE U 00BEKTHBHOE PACCMOTPEHNE HE3AaMHTEPECOBAHHOTO BOIIPOCa

JKEeJIaHUe 3aTSHYTh PElIeHre BOpoca

[TpuHIMT 1e0BOTrO 3THKETA, TPEOYIOLINI TOUHOTO HanucaHus foynkHocted 1 U0 —
3TO.....

npogeccuoHaIbHast IPAMOTHOCTb U 3HAK BHUMAHHUA

PO ECCHOHAIBHBIN KECT K U3NUIITHEH TeJaHTUYHOCTH

HapyleHue cyOopAnHAIMK U KOH(DUIEHINAIBbHOCTH

npodeccuoHalibHasi 6€3rpaMOTHOCTh M 3HAK HEBEKJIMBOCTH

B nenoBeIX muchMax 00s13aTENbHOM YaCThIO ATHKETA SBJIIETCS HAJTUYNE BEXKIMBOIO
oOpallleHus U 3aKITI0YUTENBEHON PopMyIIbI
«C yBa:keHUEM...»
PETUCTPAIIMOHHOTO HOMEPa
MOINCH U IIeYaTH B TI000M MECTE
«C mo00BBIO. . .»

B nmoxymeHTax-oTka3ax 3THUKET TpeOyeT. ..
YKa3aHUsI MOTUBOB, CCHIJIKH HA HOPMY H MOPS/IKA 00KAT0BAHUSA
KpPaTKOTO ¥ O0E3TUYHOTO «HET»
O0OBWHEHUS 3asIBUTENISI B HEOCBEIOMIICHHOCTH



75.

76.

77.

78.

79.

80.

81.

82.

YKa3aHusA CKPbITUA UCTUHHBIX IIPUYIUH

3akirounTenabHas (popMysia BEAXIIMBOCTH B IMCbME IOCIIE HOJIUCH — 3TO. ..
«C yBa:keHuem,...»
«Bcero nobporo,...»
«Jlo cBUAaHus,. . .»
«bynpre 310pOBBL,. .. »

OcCHOBHOE coJiep)KaHue JJOKyMeHTa, 0(OPMIICHHOE 110 MTPaBUIIaM JICJIOBOM peur — 3TO. ..
TEKCT JOKYMEHTA
PCKBHU3UTHI
OJiaHk

bopmymsp

COBOKYITHOCTh JIEHCTBHIA 110 CO3IaHHUIO, OPOPMIICHHIO  00pabOTKE JOKYMEHTOB — 3TO CYTh
IIOHATHUA. ..

JeJI0NPOU3BOICTBO

APXUBHUPOBAHUC

[I0YTOBAs TEPECHLIKA

daitmooOMeH

JIOKyMEHT, KOTOPBIH CIIy’KUT OCHOBAHUEM JIJIS IIPUKA3a O MOOUIPEHUN COTPYIHUKA — ATO. ..
NnpeACTABJICHUE
ciryxeOHas 3armmcka
aKT
IIPOTOKOJI

Jly1st TOTO 94TOOBI IOKYMEHT UMEJ FOPUIUIECCKYIO CHITY, HEOOXOIUMO COOIOICHHE. . .
npaBuJ opopmiIeHUs, HAJIMYUE MOANMCH YIIOJTHOMOYEHHOT0 JIMIA, 2 HHOT/AA NeYaTu
kpacuBoro opopmieHus 1 MO ynoaHOMOUYEHHOTO ML
0J100peHne KOJUIEKTUBOM, UX MOJIUCH U Me4aTh
Hanuuue noanucu npenceaarens [popkoma u mybnukanuu 8 CMU

HomeHnknatypa aen siBJIss€TCsl OCHOBOM JUIA. . .
NPaBUJIbHOI0 (POPMHPOBAHMS APXMBA OPraHU3ALMHI
COCTaBJICHUS ILITATHOTO PaclUCaHUs
NPaBUIBHOTO (POPMUPOBAHUS CTPYKTYPbI OpraHU3aLuU
COCTaBJICHUS] OCHOBHOTO ME€PEYHs JJOKYMEHTOB

KiroueBoe otnmuue nenoBoro stuketa ot TpedoBanuii 'OCT 3akitodaercs B TOM, 4TO
ITUKET PEryJIUpYeT...

TOH, ()OPMY U KYJIHTYPY OOLIEHUS B JOKYMEHTE

pacroaoKeHNe PEKBU3UTOB Ha OJIaHKe

pa3Mmep nosei u mpudTa

CPOKH XpaHEHHUS IOKYMEHTOB

®pa3a B opuimanbHoM oTBeTe «biaromapum Bac 3a oOpariieHuey sSBIsSETCS MPUMEPOM
COOIIOIEHU. ..

J€JI0BOI0 STHKETA

TpeOOBaHUI K PETUCTPALIUU JTOKYMEHTa

CBETCKOI'0 dTHKETA

WHCTPYKIUU IO JINYHOMN NEpPENncKe



83.

84.

85.

86.

87.

88.

89.

90.

CrangaprtHas (pa3a, OTKPBIBAIOIIAS TEKCT MHOTUX PACTIOPSAUTENBHBIX JOKYMEHTOB — 3TO. ..
«B cooTBeTCcTBHH C...», «B0o ncnoysinenue...»
«Kax Bcem u3BecTHO...», «Ilo Bamemy TpeboBanuio. ..»
«B cBsa3m. ..», «O3HaKOMHUBIIKCH ¢ BammMm ...»
«Ha ocnoBanumu...», «OTBeuacMm Ha Bamie ...»

JIoKyMeHT, GUKCUPYIOIIUI X0 00CYKICHHS U KOJUIEKTUBHOE PEIICHHE — 3TO. ..
NPOTOKOJI
aKT
IIPUKa3
CIpaBKa

JIOKyMeHT, KOHCTaTUPYIOLINI YCTaHOBIEHHBIN (PAKT WM COOBITHE — 3TO. ..
aKT
IIPOTOKOJI
IIPEJICTaBICHHAE
IIACBMO

Ciy:xeOHast 3a1McKa Kak BHyTPEHHUN TOKYMEHT B TIEPBYIO ouepeb MpeIHa3HaueHa JJIsl. . .
oOmMeHa uHopManueil 1 BHeCEHUS MPeIJI0KEeHNH MeXKIY COTPYAHUKAMM
O(QUIMATIBHOTO OOIIEHHUS C IPYTUMHU BEAOMCTBAaMU
MH(GOPMUPOBAHUS ITUPOKOI 0OIIECTBEHHOCTH
oOMeHa nHpopManreil 1 BHECCHHUS MPEUIOKEHUN MEXITy YUIPESIKIACHUIMU

Hapymenuem 1enoBoro 3TUKeTa B 0TKaze OyJeT. ..
(¢ppaza «boJsibllle He MUIIMTE HAM € TAKAMH MPOChOAMM»
CCBIJIKa HA HOMEP U JIaTy BXOJAIIET0 00palleHus
dpaza «OkazaHue JaHHOTO BHJIa TIOMOIIM HE TIPECTABIIAETCS BO3MOKHBIM. ...
yYKa3aHUE€ HOPMATUBHOTO aKTa

OTryHasi U KOPpeKTHast (GOPMYIHPOBKA B JOKYMEHTE O CEMbE KIMEHTa — 3TO. ..

«CeMbsl COCTOMT HA y4YeTe B CBSI3HM € TPYAHOM JKM3HEHHOM CHUTyanuen»
«HeObnarononayyHnas, npoOjeMHasi CeMbsl COCTOUT Ha YUETEe B CBSA3H C TPYJHOU KU3HEHHOU
CUTYyaLuen»

«CeMbs aJIKOTOJIMKOB U TYHESALIEB COCTOUT Ha yUYeTe»
«CeMmbs, He KeNarllas UCIPABIATHCSA U BCTaBaTh HA y4eT»

CBoeBpeMeHHas perucTpalys BXoAsIIero ooOpaiieHus BakHa JIJIsl Hadaia OTcueTa cpoka
ero...

HCIIOJTHEHHS ¥ 0TBETAa B PAMKAaX 3aKOHA

JABHOCTH JISI YHUUYTOKECHUS

MOPAJILHOT'O yCTapeBaHUs

MEePECHUIKH B APYTOil OTAEI

Cobuto/ieHne 3TUKETa B J€I0OBOM MEpenucKe CriocoOCTBYET. ..
(opMHPOBAHNIO MO3UTHBHOI0 UMH/IZKA YUPEKICHHUS U MO/1ePKAHUIO
KOHCTPYKTHBHOTO IUAJIOTa
(OopMHPOBAHNIO OTHOLIEHUH U PEIIEHUS] BOIIPOCOB
YBCIIUYCHUTIO KOJTMYCCTBA KOH(l)J'II/IKTOB
co31aHMI0 0aphepOB B OOIICHUH
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92

93

94

95

96.

97.

98.

. [IpuHIMNI «KOHGUACHINATHLHOCTUY B STUKETE TPEeOYeT B JOKYMEHTAX. ..
0epekHOro o0paiieHus ¢ NepCOHAJTbHBIMU JAHHBIMH, N30eraHus U3JIMIIHUX J1eTajlel
OITyOJIMKOBAHUS MOJIHBIX MACIIOPTHBIX JAHHBIX JIJIS SICHOCTH
JOTIOJTHUTEIBHON HH(OpMaIK, 00CYKAECHUS Clydasi ¢ HOCTOPOHHUMH JIMLIAMHU
0TKa3a OT yIOMUHAHUS (paMIIun

. BGIIGHI/IC HOMCHKIJIATYpPhbI A€ ITIOMOracT n30eKaTh. ..
Xaoca B XpaHCHUHU JOKYMCHTOB U UX MMOTEPHA
MOAACIIKN JOKYMEHTOB 1 HCCAHKIMOHUPOBAHHOT'O JOCTYIIa K KOMMepquKOﬁ TaliHe
H€O6XO[[I/IMOCTI/I HU3JaHW ITPUKA30B 10 OCHOBHOM JIeSITEIIbHOCTU
HapylmICcHUs CPOKOB UCITIOJIHECHUA JOKYMCHTOB

. HpaBI/IJ'IBHOG O(i)OpMJ'IeHI/Ie PEKBU3UTA ((HOI[HI/ICB» BKJIFOYACT YKa3aHHC...
HOJKHOCTH, JUYHOH MnOoJANMUCH, MHUIIHAJIOB U (l)aMI/I.]II/II/I
JAaThbl pOXACHUSA IMOAITNCAHTA, KOHTAKTHOI'O TeJ'Ie(bOHa
JOJDKHOCTH, AAThbl POKACHUA IMTOAIINCAHTA
TOJBKO JTAYHOM MOANMUCH U KOHTAKTHOI'O Teﬂe(l)OHa PYKOBOJUTCIIA YUPCIKACHUA

. DNEKTPOHHBIN TOKyMEHTOOOOPOT SIBJISIETCS COBPEMEHHOM (POopMOii OpraHu3aIlyH. ..
AOKYMEHT0000poTa
apXMBHOT'O XpaHEHUs Oymar
JIMYHOU NEPENUCKU COTPYIHUKOB
JIOKYMEHTUPOBaHUS

. KOpuandeckyto cuiy JIeKTPOHHOMY TOKYMEHTY MPHUIAET. . .
KBAJIH(UIHUPOBAHHASA dJ1eKTPoHHAs noanuch (KIII)
HeKBaTMPUIIMPOBaHHAs AIeKTpoHHAas moanuck (HOIT)
dakcumuie
npoctas 3nekTponHas noanuck (I1911)

CrannaptHas ¢pasa Aji1 MOTUBUPOBAHHOTO OTKa3a — 3TO0. ..

«B npenocTaBiieHUM yCJIyru 0TKa3aHO B CBSI3U € OTCYTCTBHEM OCHOBAHHMIA,
NMPeIyCMOTPEHHBIX II. 5 cT. 12 DenepaabHOro 3akona Ne 442-®3)

«MEBI HE MOKEM BaM IMOMOYb, ITOTOMY YTO HET UCIIOJIHUTCIIA»

«Bama npoce6a HerenecooOpa3Ha B COOTBETCTBUU C 3aKOHOJATEIBCTBOMY

«O0parutech B Jpyryro OpraHU3aluio, B CBSA3U ¢ HEOJIAronoay4yHol 0OCTaHOBKOM B CEMbE

OcHOBHasl LieJ1b UCHOJIB30BAHUS OJJAHKOB OpPraHU3aluu — 3TO. ..

yHupuKanus (ex1nHo00pa3ue) IOKYMEHTOB U NPHAaHNe UM 0(pHIMAIBHOIO cTaTy Ca,
IKOHOMMS BpeMeHH

HKOHOMHMSI OyMaru u pacxoJIHbIX MaTepUaNOB MU Me4aTu, 3JKOHOMUS BPEMEHU
yZIOpOKaHHeE Ipolecca AeI0IPON3BOICTBA

3allUTa JOKYMEHTOB OT MOAJEIKU

JloxymeHT «IIpencraBineHue» B colMaibHOM paboTe yale BCero MHULIUUPYET. ..
NnooupeHyne UM HArPaKIeHne COTPYAHNKA WM KIHEeHTa

HaIpPaBJIEHUE COTPYAHUKA HA JUCIIUIUINHAPHOE B3bICKAHUE

yBEJOMJIEHHE COTPYIHUKA 00 U3MeHeHUH rpaduka padoThl

odopmieHHe 3anpoca Ha MOKYNKY 000pYIOBaHUS ISl HY K]l YUPEKICHHS

Tema 1.3 OcoGeHHOCTH OATOTOBKH H 0(hOpMJICHHSI OCHOBHBIX JOKYMEHTOB



OK — 4 Cnoco0eH ocyniecTBJATH 1€JI0BYI0 KOMMYHUKALIMIO B YCTHOM M MUCbMEeHHOM ¢opmax
HA rocyapcTBeHHOM si3bike Poccniickoii denepannu 1 MHOCTPAHHOM(BIX) SI3bIKe(aX)
OIIK - 1 Cnoco0eH mOHMMATH NPUHUMIIBI PA00THI COBPEMEHHBIX HHPOPMALIMOHHBIX
TeXHOJIOTHH M MCN0JIb30BaTh UX /ISl pelieHus: 3a1a4 NpogecCHOHATBbHOM AeATeJIbHOCTH

99. . Ilpunnur, Tpedyromuii, 4T006I HHPOPMAIUA B TOKYMEHTE ObLIa TOYHOH, TPOBEPEHHON U
UCKIIIOYaIa CyObEKTHBHBIC MHEHHS, HA3bIBACTCH. . .
JI0CTOBEPHOCTH U 00BEKTHBHOCTH
KPaTKOCTh U SICHOCTh
HEUTPaTbHOCTh M O(PHUIUATBHOCTD
CBOEBPEMEHHOCTh U YETKOCTh

100.. KiitoueBoe TpeOGoBaHUE K CTHIIIO U3JI0KEHHUS TEKCTA B YIIPABICHYECKOM JIOKYMEHTE —
3TO...
HEHTPAJbHOCTHb U 0PUIHMAIBLHOCTH
HMOIMOHAIBHOCTh U 00pa3HOCTh
CBOEBPEMEHHOCTh U YETKOCTh
JIOCTOBEPHOCTh U 0O bEKTUBHOCTh

101.. lIokyMeHTBI OpraHu3aluy, Kak IpaBUiIo, CO3al0TCs Ha. ..
(pupMeHHBIX 0J1aHKAX
mucrax Oymaru ¢popmara A3
nuctax Oymaru ¢popmara A4
000pPOTHOM CTOPOHE MUCIIOJIb30BAHHBIX JIMCTOB

102. PeructpaiinoHHbI HOMEP TOKYMEHTA CIIYXKHT IS €TO. ..
yuyeTa, NoucKa U ueHTH(UKAIUN BHYTPH OPraHu3aluu
YKpallleHus U MoJicueTa
OIpE/IeNICHUs CTENIEHU CEKPETHOCTU
ydera, MoMcKa U UACHTU(UKAINH JTF000 opraHu3aueit

103.3aronoBoK K TEKCTY JOKYMEHTA JIOJKEH OTBE€YaTh Ha BOIIPOC U hopmynupyercs
B POJIUTEITLHOM TAJICKE
«O gyeMm?»
«3aueM?»
«Yto gemats?»
«Korma?»

104.. CrangapTHas s36IK0Bast popMyIia, YaCTO HAYMHAKOIIAS KOHCTATUPYIOIIYIO YaCTh
JIOKYMEHTA — 3TO0. ..
«B cooTrBeTcTBMH C...», «B cBAA3M C...»
«Kak Ham cTasio U3BECTHO U3 HEMPOBEPEHHBIX UCTOYHUKOB. . .»
«5 mymaro, 4rto...»
«K orpoMHOMY COXKaJIEHHUIO. . .»

105.. I'pucp «YTBEPXJIAKO» ncnonb3yercs, Korjia J0KyMEHT YTBEPKIaeTCs. . .
JAOJKHOCTHBIM JIMIIOM (HAIIpUMep, TUHPEKTOPOM)
pacropsAUTENbHBIM JOKYMEHTOM (IIPUKA30M, IPOTOKOJIOM )
HUKECTOSIIIUM COTPYIHUKOM
YCTHBIM PacCIOPsKEHUEM

106.. I'pup «YTBEPXKXKJIEHO» ucnonb3yercs, Korja JOKYMEHT yTBEP)KIaeTCsl. . .



107.

108.
OpraHru3alilMOHHBIM BOIIPOCaM, 00s13aTeNbHbBIE JJIA UCITOJIHCHUSA — 3TO...

109.
OykBamH, C HOBOW CTPOKHU

pacnopsiiuTeJbHbIM JO0KYMEHTOM (Hanmpumep, NPHUKa3oM)
JIOJKHOCTHBIM JIMLIOM JIMYHOM MOANUCHIO (HAIpUMEp, JTUPEKTOPOM)
nyTem nyoaukanuun B CMU

YCTHBIM PacopsiKEHHUEM

. OT™MeTKa 00 UCTIOTHUTENE BKITIOYAeT (PaMHIITUIO, MHUITHAIIBI 1 ...
HoMep TeseoHA COTPYAHMKA

JIOMAILHUM aJpec COTPYAHUKA

MOJIMKUCH COTPYTHUKA

JIOJKHOCTB COTPYAHUKA

. PacniopsauTenbHblid JOKYMEHT, COAEPKALLNUN PELICHUS 110 ONIEPAaTUBHBIM U

npuKas
cily>keOHas 3aIrucka
IPOTOKOJ

aKT

. PaCHOpH,Z[I/ITeHBHaH YacCTb IIPpUKa3a HAYUHACTCA CO CJIOBa IIPOIIUCHBIMU

ITPUKA3BIBAIO:
PEIIAIO:
CIIVIIAJIA:
[TPOLIY:

110.. BuyTpeHHuii JOKyMEHT /111 oOMeHa MHpOpMaIel 1 BHECEHUS IPEIJI0KEHUN MEXKITY

111

nmoaApasaACJICHUAMU — OTO...

ciyxke0HAs 3aNMNCKa
NpUKa3

MIPOTOKOJT

MUCHEMO

.. Tekct CJ'Iy>KC6HOI>i 3aIlUCKH, KaK MMPaBHJI0, COCTOUT U3 ABYX YacTeu:

KOHCTATHPYIOLIEH M MPOCUTEIbHOM
HMOLMOHAJILHON U HEUTPAIILHON
MOATUYECKON Y TPO3anYECKOI
BOIIPOCOB U OTBETOB

112.. JIokyMeHT, MHULIMUPYIOLIHH KaJpOBOE pelIeHre (TOOLIpEeHHe, HarpaXxaeHue) — 3T0. ..

113.

npeAcTaBJIeHHE
HpUKa3

aKT

IIPOTOKOJI

. B Texcte npescraBienns 000CHOBaHHE JOJKHO COAEPHKATh. ..
KOHKpeTHbIe ()aKThI, JOCTHKEHHUs M 3aCJIYTH COTPYAHUKA
oOmmue ¢pasbl ¥ IMYHBIE CUMIIATHH PYKOBOIUTEIS
uH(popMalro 06 00pa3oBaHUM U MOBBIILIEHUN KBATH(PUKALIUU
KOHKpPETHBIE (PaKThl, TOCTUKECHUS JIMYHOM KU3HU COTPYTHUKA

114.. Cornacso IMPUHIUITY KPATKOCTH U ACHOCTHU, NPCIJIOKCHHUA B TOKYMCHTC NOJI?KHBI OBITh. ..

IMPOCTHIMHU, NIOHATHBIMHU, IIPAMOT0 IOPAAKA



CJI0KHBIMH, C MHO’)KECTBOM IPUJATOYHBIX
XYJ10’KECTBEHHO OKpallleHHBIMU
MPOCTHIMHU, 3alTU(POBAHHBIMU

115.. Ormetka «B geno No...» npocraBisieTcs Ha TIOKYMEHTE Ha JTare €ro...
HCIOJHEHHUS U MOAT0TOBKH K APXUBHOMY XPAHEHH IO
MepBOHAYAJILHON PETUCTpaIlun
COIJIaCOBaHMS
WCITOJTHEHHS M TIOJITOTOBKH JIJISI OTIIPABKU apecary

116.. Jlns yTBepKIeHUS TOKYMEHTa, KOTOPBIN OyJeT IeCTBOBATh Ha MOCTOSIHHON OCHOBE
(manmpumep, [TomoxxeHus), yamie UCHOIb3yeTCs TPUd. ..
YTBEPXJAIO
YTBEPXJIEHO
JUIA CBEJAEHUA
OAOBPEHO

117.Jomyctumsrii mpudt 111 0pOPMIICHHS TEKCTOBOTO IOKYMEHTA COTIIACHO OOBIYHBIM
TpeOOBaHUSAM — 3TO. ..
Times New Roman
Gothic
Higt Towtr Text
Arial

118.. IIpaBmibHOE 0opMIICHHE TOJDKHOCTH B MOJANKCH Ha OJaHKE OPraHU3alMK — 3TO. ..
MOJIHOE HAUMEHOBaHHe
COKpAIIICHHOE
0e3 HauMEHOBaHHUs
TOJIBKO (DaMHUJIUSI PYKOBOIUTEIIS

119.. Ecau ocHOBaHMe AJ1s M3AaHUS TIPUKa3a OYEBUIHO (HApUMep, IIIAHOBOE MEPOTIPUSTHE),
TO...
KOHCTAaTHPYIOIIasi YaCTh MOKET OTCYTCTBOBATh
IpUKa3 HE U3aeTcs
YKa3bIBAIOTCS LU U 33]1a4u, (PaKThl
N0JIpOOHO PacHMCHIBAETCS KOHCTATUPYIOIIAsl 4acTh

120.. [Tocne noanucaHus NpuKas3a ¢ HUM JOJKHBI ObITh 03HaKOMJIEHBI O] POCIHCh. ..
BCe COTPYAHHMKH, YIOMSIHYTbI¢ B PACIIOPSAAUTEIbHON YaCTH
TOJIBKO JUPEKTOP OpraHU3aluu
CEKpeTapb OpraHU3aliH
BCE€ COTPYJHUKH OpraHU3aIMi HE3aBUCUMO OT COJIEP KAHUS

121.. B cny>xeOHOI 3amucke agpecaT yKa3blBaeTcs B najexe
AaTeIbHOM
POIUTEIBHOM
UMEHUTEIIBHOM
IPEI0KHOM

122.. CnyxeOHas 3anuCcKa KaK JOKYMEHT. ..
NOANMUCHIBAETCH ABTOPOM
00s13aTeITLHO YTBEPKIACTCS TUPEKTOPOM



TpeOyeT COracoBaHus CO BCEMH OTAETAMHU
TpeOyeT rpuda yTBepKaeHus

123.. OcHOBHOE OTIIMYME ITPUKA3a OT CIYKEOHOM 3allMCKU 3aKJIFOYAETCSl B TOM, UTO IPUKA3. ..
HOCHUT PAaCHOPSAUTEIbHbIN, 00513aTeIbHBIN JISI HCTIOJTHEHHUS XapaKTep
HOCUT MH(OPMAIIIOHHO-CIIPABOYHBII XapakTep
COCTaBJISICTCS] MKy PABHBIMH I10 JIOJKHOCTU COTPYTHUKAMHU
COJICPKHT POCHOY, MPEITIOKEHHE, 3aIPOC

124.. Tlepen noanucaHueM IpeICTaBICHUE, KaK TPaBUIIO, BUSUPYETCH. ..
B KQ/IPOBOIi CJ1y:K0€e M IOpUIHYecKOM oT/1ese (IpH HeoOX0AUMOCTH )
TOJIbKO Y CaMOTr0 MPEACTABISIEMOT0 COTPYAHUKA
B OyXrajTepuu AJisi pacyeTa MpeMHUH
y BCEX COTPYIHUKOB T0JIpa3/IeieHUs

125.. 3aBepmiaromum 3TanioM 00padOTKU BXOASIIETO MUChMa Mepe]] apXUBaIuel SABIseTCs
POCTaHOBKA OTMETKH C yKa3aHHWEM HOMepa JieJia 10 HOMEHKIIaType
«B neo Ne...»
«YHUUYTOXKUTH»
«Cpo4HO»
«K ucnonnenunio»

126.. Jlns yka3aHusi Ha JOKYMEHT, CTaBIIMH OCHOBAHHWEM JJIsl TOATOTOBKH HOBOTO,
HCIIOJIB3YETCS SI3bIKOBas opmyia. ..
«B cooTBeTCTBMH C...»
«Hecmotps Ha...»
«Bormnpeku cnoXUBIIEMYCSI MHEHHIO. . .»
«B cnencTBum...»

127.. [IpyHIMI «KOMIETEHTHOCTU» MPU COCTABICHUH JOKYMEHTA 03HAYAET, UTO TOKYMEHT
JIOJIKEH TOTOBUTBCS COTPYJHUKOM MMEIOILUM. . .
YPOBeHb Po(ecCHOHATBLHOM MOATOTOBKH B Npeae/ax NOJHOMOYMA U 3HAHMI
HaJIn4Ke IpOoPHUILHOI0 00pa3oBaHMs U OOIIEro cTaxa paboThl HE MEHEee TpeX JIET
CTPOTO€ COOTBETCTBHE JOJKHOCTHOM MHCTPYKIIMU U HAJIMYKE ITpaBa MOJIUCH

128.. Pasmep mosteit y1st nokymenTta opmara A4, kak nmpaBuiio, peKoMeHayercs: jeBoe — 30 M,
npasoe — 10-15 mm, BepxHee/HmkHee — 20 MM. 3T0 TpeOOBaHUE CBSI3AHO C...
BO3MOKHOCTBIO NMOJAIIMBKY JIOKYMEHTA B /1€J10 U Y100CTBOM YTEHUsI
HSKOHOMHUEH YepHIII IPUHTEPA
TpeOOBAHUSIMU TU3AHA
MIPOU3BOJIBHBIM BEIOOPOM

129.. MecTo A5 MPOCTaBJIEHUsI OTMETKH 00 MCIIOJIHUTENIE OOBIYHO HAXOJUTCH. . .
B JIECBOM HUKHEM YIJIy JIMLEBOI WJIH 000POTHOM CTOPOHBI MOCJIEAHEr0 JUCTA
B LIEHTPE TUTYJBHOI'O JIUCTA
B [IPABOM BEPXHEM YIUIy KaKJIOTO JINCTA
Ha 00paTHOIl cTOpOHE mevyaTu

130.. IIpaBuiIbHBIN NOPSAOK MOANNCAHUSA COBMECTHOTO JOKYMEHTA HECKOJIBKUMU JIMLIAMH,
KOTJja MOJIMUCH PacIoIaratoTcs. . .
B M0CJIe10BATEIbHOCTH, COOTBETCTBYIONIEH 3aHMMAEMBbIM JOJKHOCTSM (CBEpXy BHH3)
B aI(paBUTHOM MOPSIIKE



B II0CJIEJOBATEJILHOCTH, COOTBETCTBYIOIIEH NEPBUYHON 1aTe 0(OpMIIEHHs Ha paboTy
B CIIy4allHOM IIOpsIIKE

131.. Eciiu B JOKyMEHTE J0IyIEeHa OlleyaTKa, €€ UCIPaBIISAIOT , 3aBEpPEHUEM
HaAnucelo «VcnpaBieHHOMY BEpUTHY, MOANUCHIO U JAaTOM, HATMCAHUEM BEPHOIO CBEPXY
AKKYPATHBIM NepeYyepKUBAHHEM HEBEPHOI'0 TEKCTA
3aMa3bIBAaHUEM KOPPEKTOPOM
YAAJSIOT JIACT, 0€3 KaKUX-TM00 ACHCTBHIA
UTHOPUPYIOT OIINOKH

132.. Bua nokyMeHTa, KOTOPBIHA UCIIONB3YETCs AT (PUKCAUU PEIICHUH, TPUHUMAEMbIX
KOJUIETHATILHO (KOMHUCCHS) — 3TO. ..
NMPOTOKOJI
MpUKa3
aKT
ciyxeOHas 3armmucka

133.. IoKyMeHT, KOTOPBIH COCTAaBIISICTCS JUISI KOHCTATAIlMK KaKOTO-JIM00 (hakTa, COOBITHS,
COCTOSIHUS (HarmpuMep, 00CIIeIOBaHMSI KUIIUIIIHBIX YCIOBUI) — 3TO. ..
aKT
NpUKa3
POTOKOJT
npe/ICTaBICHUE

134.. Jlns 1oOKyMeHTa, KOTOPbIil HAMIPABIISAETCS B APYTYHO OPraHU3aIUI0, UCIIOIb3YETCsI
, 0pOpMIIEHHOE Ha OJIAaHKE YUPEIKICHHS
MUCBEMO
ciryxeOHas 3armmcka
HpHUKa3
POTOKOJ

135.. B ucxopsieM nmucbMe 00s3aTelIbHbIM PEKBU3UTOM SIBIISIETCH. . .
CCHLJIKA HA PEruCTPALMOHHBII HOMeP U 1aTy BXOASIIEro JOKyMeHTAa
CCBIJIKA HAa PETUCTPAIIMOHHBIA HOMED MaCIOpTa OTIPABUTEIS
rojiorpamMma
CCBIJIKA Ha PEKBU3HUTHI OpraHu3aIuu
CCBIJIKA Ha SMOJIEeMY YUPEKICHHS

136.. KoHcTaTupytomniast 4acTb pUKa3a OTCYTCTBYET, €CIIH IIPUKA3. . ...
U3/1aeTcs MO0 IJIAHOBOM, PeryJsipHoi 1esATeJJbHOCTH
MMEET BCTYIIUTENIbHYIO 4aCTh
U3JIA€TCsl TOJIBKO NP YPE3BbIUANHBIX CUTYaILUAX
MOJIHUCHIBAET 3aMECTUTEND TUPEKTOpA

137.. IIpoekT 1OKyMeHTa Tepe/l OITMCAaHUEM PYKOBOIUTENIEM, KaK MIPABHUJIIO, TIPOXOTUT
CTaHIO. ..
corJjiacoBanusi (BU3MPOBAHHS) C 3AaHHTEPECOBAHHBIMH JIOJIPKHOCTHBIMHU JIMIIAMHU
rOJIOCOBAHUS CPEIN BCEX COTPYAHUKOB
nyOJIMKAIMYU B CTaThe, Ta3eTe
HOTapHaIbHOTO 3aBEPCHHUSI

138.. OT™MeTKa 0 HATMYWUU TTPUIIOKEHHUS B IOKYMEHTE 0(OPMIISETCS. ..



nocJje TeKCTa, ¢ yKa3aHueM Ha3BaHHUS U KOJHYECTBA JIMCTOB/IK3eMILISIPOB
B BEpXHEM KOJOHTUTYJIE KaXJA0T0 JIMCTa

Ha OTAEJIbHOM OJIaHKe MPUITOKEHHS

MI0CJIE€ TEKCTA, C YKa3aHUEM Ha3BaHUS M KOJMUYECTBA JIMUCTOB/IK3EMILISIPOB
YCTHO IIpHU Nepeave JOKYMEHTa

139.. Jlnst opuimaibHOro OTBETa TpaKJaHHHY Ha €ro MMChbMEHHOE 00paIleHHe UCTIONIb3YeTCs
UCXOASALIMNA IOKYMEHT. ..
MHCHMO
ciryxeOHas 3armmucka
NpUKa3
aKT

140.. PeructpaniioHHBII HOMEp CITyKEOHOM 3auCKU, KaK MPaBUIIO, BKIIIOYAET
HOPSIAKOBBIM HOMEp B TEUEHHE rojia
HHJIEKC 0TeJa-aBTopa
HOMEp OpraHM3alUuyU aBTOpa
nocneaane nudper MTHH
Habop 1udp, 10 KeJTaHUIO

141.. HOKyMeHT ((Hpe,Z[CTaBJ'ICHI/IC» nmocjic c€ro ImnoAnruCaHud HWHHOUATOPOM CTAaHOBUTCA
OCHOBAHUEM JJIA H3JaHUs PYKOBOOUTCIIA OpraHu3alvi O IHNOOIIPCHUU WU

Ha3HAYCHUH
npuKasa
HOBOTO MPE/ICTABICHUS
aKTa
CitykeOHOM 3aICKU

142.. TIpuHIHMIT «CBOSBPEMEHHOCTHY MOATOTOBKHU JIOKYMEHTA 03HAYAET, YTO JIOKYMEHT JIOJKCH
OBITh TOTOB K MOMEHTY, KOT/Ia IT0 HEMY HEOOXOAUMO MPHUHSAThH PEIICHNUE WK BBITIOJTHUTH
JeUCTBUE

BOBpeMsi

B J1I000€ y100HO€E BpeMs

B HE PErIaMEHTHPOBAHHBIE CPOKH

KOTJIa TOKYMEHT TOTOBHUTCS MOCT()AKTYM, JUIS apXHBa

143.. OcHoBHas 11e71b YHU(UKALMY U CTaHAAPTH3ALMU JOKYMEHTOB — 3TO CHU)KECHHE

TpyZo3aTpaT ¥ OIMOOK Ipu 0POPMIIEHUN
ol0ecreyeHue eIMHO00pa3u
YCIIO)KHEHHE TIpoliecca JOKYMEHTHPOBAHHUS
Ipe0CTaBlIEHUE MOJHONW CBOOO/IbI TBOPUECTBA COCTABUTEIISIM
yZIOpOKaHHeE Ipolecca AeI0IPON3BOICTBA

144.. IIpoekT ToOKyMeHTa, OATOTOBJIEHHBIN ISl COIVIACOBAHHS, I1€4AaTAETCS HA JIUCTaX...
cTangapTHoro ¢popmara A4
LBETHOM Oymaru
dopmara AS
OyMaru ¢ BOASIHBIMU 3HaKaMH

145.. Ecniu 1oKyMeHT uMeeT 0oJiee OJJHOTO JIMCTA, BTOPOI U MOCIIEAYIOIINE JIUCThI HyMEPYIOTCS

apaObCcKUMHU UppPaMHu B. ..
BepXHeM KOJIOHTHUTY.JIe, ocepeIuHe



HHUYXHEM KOJIOHTHUTYIJIC, CJICBA
BCPXHECM KOJIOHTHUTYJIC, CIIpaBa
B MCCTC, y,Z[O6HOM JJIA UCITOJTHHUTCIIA

Pa3gen 2. Oprauusanysi 10KYMEHTO000POTA B CHCTEMe CONMATLHOMH PA00ThI
Tema 2.1 Opranmnsanms 10KyMeHT0000pOTA U UCIIOJIHEHHE JOKYMEHTOB
OIIK — 1 Cnoco0eH mOHMMATH NPUHUMIIBI PA00THI COBPEMEHHBIX HH(POPMALIMOHHBIX
TeXHOJIOTHH M MCI0JIb30BaTh UX /ISl pelieHus 3a1a4 Npo¢ecCHOHATbHOM AeATeJbHOCTH
OIIK — 3 Cnioco0eH cocTaB/JATb M 0(pOPMJISITH OTUYETHI M0 pe3yJbTaTaM npogeccuoHAIbHOM
JesiTeJIbHOCTU B cepe couMaIbHOM PadoThI

146.. JIokyMeHTOOOOpOTOM B OpraHU3aLIMU HA3bIBACTCA. . ..
ABHMKEHHE IOKYMEHTOB C MOMEHTA CO3AaHHs WM NMOJTyYeHUs 10 3aBepLIeHust

HUCIIOJIHCHUA WIH OTIIPABKU

nepcaada 10OKyMCHTOB U3 apXHBa B apXHB

mponecc moArrcanrsd nMpruKazoB ¢ MOMCHTA CO3JaHHWA NI IMMOJTYYCHHA OO 3aBCPIICHUA
HCIIOJIHCHUS WJIN OTIIPABKU

ABUIKCHUC U XPAHCHUC JOKYMCHTOB B KapTOTCKAX

147.. OcHoOBOIONAraIONINM MPUHIUI PETHCTPAIMH JOKYMEHTOB SIBISETCH. . ..
KAKAbI 3HAYMMBII TOKYMEHT J0JI’KeH ObITh 3aperucTpupoOBaH
PETUCTPUPYIOTCS TOJIBKO UCXOIAINE JOKYMEHTHI
perucTpanus OCyIIeCTBISIETCS 110 JKEJIaHUI0 CeKpeTaps
PETUCTPUPYIOTCS TOJIBKO IPUKA3bI PYKOBOAUTENA

148.. OcHOBHas 11e/1b PETUCTPAIIMHU JOKYMEHTA — 3TO

NpUAaHue IOPUINYECKON CHIIbI, 00ecriedeHne y4eTa i KOHTPOJIs

yBeJIU4YeHHEe 00beMa JOKYMEHT0000poTa, epeaada JOKyMEHTa CIeAYIONIEMY UCITOTHUTEINIO
NpuaaHue IPUANUECKON CUITbI, COXPAHEHHE IOKYMEHTA B KPACUBOM IMarnke

nepenavya JOKyMEHTa CIIEeIyIOIIeMy UCTIOJHUTEN0, O0ecrieueHne yueTa U KOHTPOJIS
yBeJIMUEHUE 00beMa JOKYMEHTO000pOoTa, epejadya JOKYMEHTA CIEAYoIEeMy

149.. TlonmHOTa perucTparu J0OKYMEHTOB 00€CIIEYHBAET
NpeaoTBpPAallleHle MOTEPH TOKYMEHTOB H CPbIBA CPOKOB
YCKOpEHUE Tpoliecca MPUHITHS peIIeHUN
COKpallleHHe KOJTUYeCcTBa OyMar U MpeIoTBpalleHue MOTEPU JOKYMEHTOB
ABTOMATHUYECKOE HCITOJIHEHUE TOKYMEHTOB U YCKOPEHHE MpoIiecca MPUHITUS PeIIeHUi

150.. 'maBHBIM yCJIOBHEM JAOCTOBEPHOCTH MH(OPMALIMK B JOKYMEHTaX COLMAIbHON pabOThI
SIBJISIETCS

¢ukcanusa nupopmMauu B MOMEHT WJIM cpa3y nocJie CoOObITUSA (IePBUYHOCTD)
KpacuBBIM U pa300pUMBbII MOYEPK UCIIOTHUTEIS

UCIIOJIb30BAHUE CIOXKHBIX MPO(ECCHOHATBHBIX TEPMUHOB

COIIaCOBaHUE TEKCTA CO BCEMHU KOJIJIETAMU

151.. Kakoii 3akon B P® HanpsMyto perynupyeT padoTy ¢ mepcoHaTbHBIMU JAHHBIMU
KJIAEHTOB?



DenepajbHbI 3aK0H «0 MEPCOHAIBbHBIX JAHHBIX» Nel52-D3

Tpynosoii konexc PO

®enepanbhblii 3ak0H Ne 442-D3 «o conuanibHOM 00CITY)KUBAaHUU TPAXKIAH»
Koncrurynusa PO

152.. KoHTpOJIb UCTIOJIHEHUSI JOKYMEHTOB — 3TO
cucTemMa HalJIK0eHNs 32 CBOeBPEeMEHHBIM M Ka4eCTBEHHBIM BbINOJIHEHHEM

Nopy4eHui

MIPOBEpPKa I'PaMOTHOCTH TE€KCTa JOKYMEHTA M HaOJII0/ICHUS 32 CBOEBPEMEHHBIM U
KAueCTBEHHBIM UX BBIIIOJHEHUEM

crcreMa HaOJIIOJICHUs | y4eT KOJMYECTBa N3PAcX0J0OBaHHOM Oymaru

IIPOLIECC ApXUBUPOBAHUS UCIIOJHEHHBIX IOKYMEHTOB 32 KAUECTBEHHBIM BBIIIOJHEHUEM
IIOPY4YEHU N

153.. OTBETCTBEHHOT'O UCIIOJIHUTEIS U CPOK MPH MOCTAHOBKE JIOKYMEHTa HA KOHTPOIIb
Ha3HayaeT
PYKOBOJIUTEIb WM JIULO, NOANKCABIIEE JOKYMEHT
CeKpeTaph, OCYIIECTBIISIIONIUN PETUCTPAIUIO
KOJUIETH YCIIOJIHUTEIIS
caM UCHOJIHUTEIb JOOPOBOJILHO

154.. OcHoBaHUEM AJI CHATUA JOKYMCHTA C KOHTPOJIA ABJISICTCA. ... ..
NpeaoCTaBJICHUE NJ0KA3aTEC/IbLCTB q)aKTI/I‘IECKOFO HCIIOJIHCHU A
HCTCUYCHHUEC KOHTPOJBbHOI'0 CPpOKa
YCTHOC COO6I_I_I€HI/I€ HUCIIOJTHHUTCIIA O BBIIIOJIHCHHUHN
nepeaada 10KyMEHTa B apXHB

155.. IokyMeHT- OCHOBaHUE JJIsl CHATHUS C KOHTPOJIS — 3TO .....
ucxojsiee NUCbMO, CJyKeOHasl 3aNMCKA, 0TMETKA B ’KypHaJe yuyeTa ycayr
YCTHOE pacropsHKeHUE PYKOBOIUTEINS, TOMETKA B JIMUHOM OJIOKHOTE UCTIOJIHUTEIIS
3aIMCKa Ha CTOJIE Y PYKOBOJMUTEIS], OTMETKA B )KypHAJIE yUYETA yCIIyT
MOMETKA B INYHOM OJIOKHOTE UCTIOJIHUTEIS

156.. K BXoJsIIMM JOKYMEHTaM B COLIMAIBHOM cy*k0€e OTHOCUTCH. . ...
NUCbMeHHOe o0palieHne rpaskIaHuHA 0 TOMOIIU
aKT 00cCiIeI0BaHMS JKUIUIHO-OBITOBBIX YCIOBUI
MIPHUKa3 JUPEKTOPa O HA3HAUEHUU OTBETCTBEHHOTO
ciryxeOHas 3alicKa COTpyIHHUKA

157.. BHyTpeHHUM JOKYMEHTOM SIBJISIETCH. . ...
HHAMBHAYAJbHAsA IPOrpaMmMa MpeI0CTaABICHHUSA COUAIBHBIX YCIYT
3ampocC U3 OPraHOB OIIEKU U MTONEYUTENILCTBA
OTBET B IPOKYpaTypy
0J1arolapcTBEHHOE MUCHMO OT (poHza

158.. laty B 1OKyMeHTe 00513aTeIbHO YKa3bIBAIOT JJIA .......



onpeiesieHUs] CPOKA MCTIOJTHEHUS U MPUAAHUS IOPUINYECKOH 3HAYUMOCTH
KpacuBOro o(hopMIIeHUS TOKYyMEHTA

NpUIAHNS IOPUINIECKON 3HAYMMOCTH 1 YTOOBI 3HATh, KOTIa OBLI pacreyaTal JOKyMEHT
OIIpe/IeNICHNUs CPOKA ClIayM B apXUB [10 TPEOOBAaHUIO JU3aliHEpa

159.. DnekTpoHHas perucTpanus JOKyMEHTOB 0 CPaBHEHUIO C PErUCTpallMel B )KypHaJe. ...
MOBBINIAET ONEPATHBHOCTH MOUCKA U YYeTa
TpeOyeT MEHbIIIE TPy 103aTpaT
MOJIHOCTBIO 3aMEHSET HEOOX0IMMOCTh OyMasKHBIX MOJITUCEI
MCKJTIOYAET YeJIOBEUECKUH (PakTop

160.. ITpuHimn KOHGUIESHIMATHHOCTHA B JOKYMEHTOO0O0POTE COLMAIBbHOM pabOThI O3HAYAELT. ..
orpaHuYeHue J0CTYNAa K MepCOHATbHBIM JIaHHBIM KIHEHTOB
3aCeKpPEYMBAHUE BCEX JOKYMEHTOB OpraHU3aluu
3alpeT Ha pa3roBOPHI 0 paboTe ¢ KOJLIeraMu
OTKa3 OT PEruCTPaIMy JIMYHBIX O0paICHUT

161.. Iy paccMOTpEHHUs. MIHCbMEHHOTO 00palleHusl FpaKAaHUHA B FOCY/1apCTBEHHBINA OpraH
YCTaHOBJIEH CPOK .....
30 queii
10 nueit
60 nuen
14 nuent

162.. OnepaTuBHbBIN CAMOKOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB COTPYAHUKOM — 3TO
BeJleHHEe JTHYHOI0 IVIaHA-KAJeH/Iaps ¢ HAIOMUHAHUSMH 0 CPOKAX
€XKETHEBHBIM YCTHBIN OTYET Mepe]l AUPEKTOPOM
0TKa3 OT pabOThI CO CPOUHBIMU JTOKYMEHTaAMHU
€XKEeKBapTaJbHas IIPOBEPKA apXHBa

163.. Puck oTCYTCTBHS KOHTPOJIS 32 UCIIOJIHEHHUEM CYJIeOHOTO 3arpoca B COLUaIbHOM Ccy)oe —
3TO

HaJIOKeHHUe mTpada Ha yUpexkJIeHHE U YXYILIEHHE OJ0KEHHS KITMeHTa
yBeJIMYEHUE 00beMa JOKYMEHTO00opoTa

HEYJIOBOJIbCTBUE CEKpETaPs

HE0OX0IMMOCTb KYITUTh HOBBIH 1IKad sl apXxuBa

164.. AKT 00cne0BaHus yCIOBUH KU3HU — 3TO IOKYMEHT, I KOTOPOTO KPUTUYECKU BaKEeH
MPUHLIMII .....
NEePBUYHOCTH M J0CTOBEPHOCTH
MHOKECTBEHHOCTH KOIUI
KpacHOpPEYMBOCTH
AHOHUMHOCTH

165.. PeructpaninoHHBII HOMEp JOKyMEHTa HEOOXOIUM IS ......
ero I/II[eHTI/lq)l/IKaIII/[l/l M NIOUCKA B CUCTEMEC



yKpallleHus yria JOKyMeHTa
COOTBETCTBHS MEXKyHAPOIHBIM CTaHAAPTAM
OTpeJIeNIeHUs] CTOMMOCTH 00pabOTKU

166.. udopmarus B TOKyMEHTE COLMAIBHOTO PaOOTHUKA JI0JDKHA OBITh. . ...
00bEeKTUBHOM, TOUHO M OCHOBAHHOM HA (pakTax
00513aTeJIbHO MOJIOKUTEIBHOM JUIsl KIIMEHTa M OCHOBAaHHOM Ha (hakTax
U3JI0KEHHOM B XYJJ0KECTBEHHOM CTUJIE U TOYHOMH
COINIACOBAHHOW C MHEHUEM POJCTBEHHUKOB KJIMEHTA

167..Bua KOHTpOIIsl, KOTOPBIM MPUMEHSIETCS K TOKYMEHTaM C )KECTKMMHU HOPMaTUBaMU - 3TO
KOHTpPOJIb

CPOYHBII
oO0mwmit
BBIOOPOYHBIT
WUTOTOBBIN

168.. Yarie Bcero sIBiISIE€TCS OTBETCTBEHHBIM 3a OOIIMI KOHTPOJIb JOKYMEHTOO00pOTa B
YUPESKACHUH ......
CeKpeTapb-/1eJI0NPOU3BOIUTETb HIU KaHL e pUst
TJIaBHBIN OyXranTtep
Ka)X/IbIii COTPYAHUK B PaBHOH CTETICHH
Ha3HAYCHHBIN COTPYAHUK

169.. IBuxeHHE JOKYMEHTa OT UCIIOJHUTENS K UCIIOJHUTEIIO BHYTPU OpraHu3aluu
¢bukcupyercs ......
B PE30JIOLHUHA PYKOBOAMTEIS WU B DJIIEKTPOHHON MapIIpyTHOU KapTe
B YCTHBIX YKa3aHUSAX PYKOBOIUTEIS
Ha 00OPOTHOM CTOPOHE CaMOIo JOKYMEHTa KapaHIaIioM
B PE30JIIOLMH CEKpeTaps

170.. IoOKyMeHT, co3/1aBaeMblii [P HEBO3MOXXHOCTU UCTIOJIHEHMS TIOPYUECHHUS . ...
AOKJIAJHASl WM CJIyKeOHasl 3a1MCKa ¢ 00bsICHEHHEeM NPHYMH
aKkT O CIMIUCAHUM JJOKYMEHTa C 0OBsICHEHUEM NPUUNH
0J1aHK ¢ O0BSICHEHHEM NTPUYUH
OOBSICHUTENIbHASL 3aIIUCKa OT CEKpeTaps

171.. DneKTpOHHBIN TOKyMEHTOOOOPOT MO3BOJISIET .....
OCYLIECTBJIATH ObICTPOE B3AUMOACHCTBHE H CHUKATH NPoder OyMasKHbIX HOCHTeJIei
MOJTHOCTBIO OTKA3aThCs OT OyMaXXHBIX HOCHUTEIIEH
UTHOPUPOBATh TpeOOBaHUS K MOJITUCH
paboTtath 06€3 KOHTPOJIS UCIIOTHEHNS U CHUXKATh IpoOer OyMakKHbIX HOCUTENEH

172.. IIpocras snexkrponnas noanuck (I1311) B nepenucke no email BHyTpu OpraHu3alyy ....
MOKeT ObITh NPU3HAHA I0NYCTHUMOM, eC/IU 3aKpeNJieHa JOKAIbHbIM AaKTOM
MMEeT TaKYIO K€ CHITy, KaK KBaJIu(UIUPOBAHHAS JIEKTPOHHAs MOANKCH



HE UMEET HUKAKOW IOPUIUYECKOU CHIIBI
3aMEHSIET PETUCTPAIUIO JOKYMEHTA

173.. Cornacue ncy Ha COLMAIbHOE COIIPOBOXKJIEHUE JIOJIKHO OBITb. . ...
NHCbMEHHBbIM, OANUCAHHBIM U JATHPOBAHHBIM
YCTHBIM, B IPUCYTCTBUH CBUETEIICH
3aBEpEHHBIM HOTapUAIBLHO
Hale4yaTaHo Ha [IBETHOM OJIaHKE U TaTHPOBAaHHBIM

174.. XKypnan yuera oOparieHui rpax/iad sBISETCS HHCTPYMEHTOM. ... ..
perucrpanuu u odecrnevyeHus MNOJTHOTHI yyeTa
XpaHeHus: (PUHAHCOBBIX OTYETOB
BEJICHHUS IPOTOKOJIOB COBELIaHUN
ydeTta pabouero BpeMeHH COTPYTHUKOB

175.. Ilpu nony4eHur JOKyMEHTa, TpeOyIOIIero OTBeTa, NEPBbIM JEHCTBUEM SIBIISETC .....
ero perucrpanus
HEMEIJIEHHOE HavyaJlo MOATrOTOBKH OTBETa
nepeaya ero JUpPEeKTopy
MOMEIICHUE B MAIKY «HA PACCMOTPEHHE

176.. Pe3omtonust pyKOBOAUTEINS Ha JOKYMEHTE OIpEeseT. ...
UCIIOJIHUTEIel, CPOK U CYTh MOPYUYEHH S
TOJTHOCThH JJOKYMEHTA K apXUBaI[U1
CTHJIb HAITUCAHMSI OTBETA
pasMep mpudTa 11l IeYaTH U CPOK

177.. KondunennuansHocTh JOKyMeHTa «IHIMBHUyanpHas mporpamMmma npeaocTaBiIeHUs
COLMAJIBHBIX YCIYI» O3HAYAET, YTO......
ee MOI'YT YUTATh TOJbKO COTPYIHUKH, padoTalolue ¢ JaHHbIM IICY H PYKOBOAUTEJb
ee JIOJDKHBI OIyOJIMKOBATh Ha CaliTe yupexaeHus
C Hell MOKHO 03HaKOMMTB JII000r0 00paTuBIIerocs rpaxJJaHuHa
ee MepearoT POJACTBEHHUKAM KJIMEHTa 0e3 ero coryiacus

178.. AyO6nukaT TOKyMEeHTa — 3TO , IMEIOIINH OJIMHAKOBYIO C OPUTHHAIOM

FOPUINYECKYIO CHITY
NOBTOPHBIH IK3eMILISAP
YEPHOBHK JOKYMEHTA
HE3aBEpPEHHAas KOs
BBIZICPKKA U3 JOKYMEHTA

179.. HOMCHKJ'IaTypa A€ — 9TO , 3aBOJIUMBIX B OpTraHHU3allun

CHCTEMATH3UPOBAHHBIN NepeYeHb 3ar0JI0BKOB e/
CIIMCOK COTPYAHUKOB, OTBETCTBEHHBIX 33 KOHTPOJIb
nepeyeHb KaOMHETOB B 3[JaHUU

andaBUTHBIN yKa3aTeNb KIMEHTOB



180.. DkcnepTr3a IEHHOCTH IOKYMEHTa OMpPEeIesieT U 0TOOp /TSl apXuBa

WM YHUYTOKCHHUA

CPOKH €ro XpaHeHHs

ero (puHAHCOBYIO CTOMMOCTD
ero JIMTEepaTypHYIO LIEHHOCTD
CTEIeHb CEKPETHOCTU

181.. JIokyMEHTBI IOCTOSIHHOT'O XPaHEHHS B COIIMAIBHON pab0oTe MOTYT BKJIFOYATh
, ICTOPUYECKHUE CIIPABKU

AKTBI 0 YPe3BbIYAWHBIX IPOUCIIECTBUAX C KIMEHTAMH
€KEHEBHBIE TUIaHBI Pa0OTHI COTPYTHUKOB

KOIIMH Ta3eTHBIX BBIPE30K

YEpPHOBUKH CITY’KEOHBIX 3aIIUCOK

182.. JIuuHoe 1eno coTpyIHUKA XPAHUTCHA. . ...
B OT/JeJIe KaJApOB B TeYeHue 75 JieT nmocJjie yBoJbHeHUs
y CaMOro COTpPYyIHHMKa Ha pyKax
B Oyxranrtepuu 5 et
B apxuse | ron

183.. Iy 6pICTpOro MOKCKA 3apPETUCTPUPOBAHHOTO JOKYMEHTa HEOOXOAUMO 3HATh . ...
€ro perucTpalMOHHbI HOMEp U 1aTy
(dbamMuIHio aBTOpa I0KyMEHTa Hau3yCTh
TOYHOE KOJIMYECTBO JINCTOB B HEM
[[BET MalKu, B KOTOPYIO OH MOIIIUT

184.. «JlokyMeHT-0TBET»- 3TO , IOJTOTOBJICHHBIN(as1) B pe3ysbTare

PACCMOTPCHHUA BXOAAIIETO JOKYMCHTA
HCXOASAIIUIA AOKYMECHT

BXOISIIUN AOKYMCHT

BHYTPCHHSS 3allMCKa MCKAY OTACIIaMU
pe30JIro0nA Ha JOKYMCHTC

185.. I'pud «/lns coyxe0HOTO TOJIb30BAaHU» HA JOKYMEHTE .....
COZEPKUT MHPOPMALINIO, HE TIOUICKAIIYIO PA3TIAMICHUIO BHE OPTraHU3aIiH
JOKYMEHT yCTapell U He aKTyaJIeH
JOKYMEHT MO>KHO IyOJIMKOBaTh B CPEJCTBAX MAacCOBOW MH(OpMaLIUU
C IOKYMEHTOM MO>KET O3HAKOMHThCSI TI000M KeNarouit

186.. Bxoasumii TokyMeHT ¢ 0TMeTKON «CpOoYHO» JOJKEH ObITh MepeaH UCTIOIHUTEIIO

B JIeHb NOCTYIJIEHUsI
B TEUEHUE HEJCIN

B TEUEHHUE MeCsIIa
OCJIe PEruCTpaluu



187.. BusupoBaHue 10KyMEHTa — 370 ...
COIJIACOBAHME €r0 NMPOEKTA ¢ 3aHHTEPEeCOBAHHBIMM 0JIKHOCTHBIMH JIMIAMH
MIOJINMCAHUE €TO PYKOBOJUTEIIEM
IIOCTAaHOBKA LITAMIIA «B JIETIO»
OTIIPaBKa I10 IEKTPOHHOMU MoYTe

188.. OTmMeTKa 00 UCTIOTHEHUH JOKYMEHTA M IIOMEIIEHNUH €T0 B JIeJI0 BKIIIOYAET .....
KPaTKYIO CIIPaBKY 0 pe3yJibTaTe U CChIJIKY HA HOMepP IOKYMeHTa-0TBeTa
MOJIHBIA TEKCT OTBETA U CChUIKY Ha HOMEP IOKYMEHTa-0TBETa
BHU3HTHI BCEX COTPYTHUKOB 0€3 JOMOIHUTEIBHBIX 3aucen
IeYaTh «ACIOIHEHO)» 0€3 MOIMOIHUTENLHBIX 3aIIUCEH

189.. Cpok XxpaHeHUs TOKYMEHTa ONPEACIsIeTCS .. ...
110 NePeYHI0 TUIIOBBIX TIOKYMEHTOB HJIH HOMEHKJIaType aes
T0 JKEJTaHMIO apXUBapUyca WK HOMEHKIIAType Jel
0 CTETEHU 3aMO0JIHAEMOCTH MaIKH
BCerja S rojam

190.. CounanbHbli paOOTHUK MPU COCTABICHUH aKTa O OBITOBBIX YCIOBHSIX AOJDKEH U30erars. ...
cy0OBEeKTHBHBIX OLI€HOK U IMOLMOHAJIBHBIX XapAKTePHCTHK
yKazaHHs ajpeca 00caeyeMoro xKuibs
(buKcaly HAIMYUS WIK OTCYTCTBUS HEOOXOAMMBIX IPEAMETOB
yKa3aHUs JaTbl 1 BPEMEHU BU3UTA

191.. DnekTpoHHas MOAMUCH B 3JIEKTPOHHOM JJOKYMEHTOO0O0POTE MpeiHa3HaueHa JUIs. . ...
uAeHTH(GUKANNHY MOANMUCABIIET0 M MOATBEPK/IeHUSI HEM3MEHHOCTH JOKYMEHTA
YKpalleHUs IEKTPOHHOIO JOKYMEHTa U WACHTHU(PHUKAIUHU MOAMHCABILIErO
CHIDKEHHUS TpeOOBaHUM K COAepKaHUIO
aBTOMATUYECKOM PErucTpalvy U NOATBEPKICHUS HEU3MEHHOCTH IOKYMEHTA

192.. Ilpuem nOKyMeHTa B pabOTy MOATBEPKAALTCH ......
pe3oJionueil pyKOBOAUTEJISI HJIH 3alIMChI0 B CHCTEMe 3J1eKTPOHHOI0
JOKYMEHT0000poTa
YCTHBIM 0JIOOPEHHEM COTPYAHHMKA UM PYKOBOIUTEIS
ITIOMETKOW Ha CTUKUPE
CMC-COOOLIEHUEM HJIH 110 1104Te

193.. «/leno» B 1e10mponu3BOICTBE — ITO
COBOKYITHOCTBH JOKYMEHTOB 10 OJJHOMY BOIIPOCY, IOMECIICHHASl B OTACJIbHYIO NANKY

TM000# OTETBHO B3ATHIN TOKYMEHT
HECKOJIbKO JOKYMEHTOB TI0 OJTHOMY BOIIPOCY, MTOMEIIEHHBIE B (haiis
cyneOHOe pa30oupaTenbCTBO

194.. Jlns peructpanuu JOKyMEHTOB, COJEPKAIUX MEPCOHATBHBIC IaHHBIE, HEOOXO0IUMO
00ecneyuTs. .....



3alIMIEHHOCTh PETHCTPALMOHHON CHCTEMBbI 0T HECAHKIMOHMPOBAHHOIO 10CTYNA
00s13aTeNbHYI0 My OIMKAIHIO UX PEeCTpa B MHTEPHETE

nepesady peecTpa B CMEXHbIE OpraHU3aLuH

OTKa3 OT UX PETUCTPAIINU B CHCTEME

195.. Ormetka «Konus» Ha TOKYMEHTE CTaBUTCS, KOT/A. . ...
JOKYMEHT SIBJISIETCS MOBTOPHBIM, HIEHTUYHBIM OPUTHHAJY, IK3eMILISIPOM
ATO YEPHOBOM HAOPOCOK
JIOKYMEHT YTEpsH
TpeOyeTcst OTIPaBUTh OPUTHHAI

196.. I'pamoTHas opraHu3aius JOKYMEHTO000pOTa AJIsl COUAIBLHOTO pabOTHUKA — ATO, B
IIEPBYIO O4Yepenb. ......
HHCTPYMEHT NOBbImeHNs1 3P (eKTUBHOCTH M IOPUANYECKON 3alIIUIIEHHOCTH ero
AeATeJILHOCTH
JIOTIOJTHUTEJIbHAs OI0OpOKpaTUYECKash Harpys3Kka
00513aHHOCTh, KOTOPYIO MOKHO TEPENIOKUTh Ha CEKpeTapsi
IMoBOA JIA YBCIIMUCHUA IITATa COTPYAHUKOB

Tema 2.2. Opranusanusi J0KyMeHTOB B /IeJIONPOM3BO/ICTBE
OIIK - 1 Cnoco0eH mOHMMATH NPUHIUNBI PA00THI COBPEeMEHHbIX MHGOPMAIHOHHBIX
TeXHOJIOTUH M MCI0JIb30BaTh MX JJIsl pelieHus 3a/1a4 npogeccuoHaabHOM
AeATeJLHOCTH
OIIK — 3 Cnoco0eH cocTaBJsITh M 0GOPMIISITH OTYETHI MO pe3yIbTaTam
npogeccuoHAJbLHOM 1eATeJIbHOCTH B cepe conuaabLHOi padoThl

197. Homenkiatypa nen — ato....
CHCTEeMATH3HPOBAHHBIH IepeYeHb 3aroJI0BKOB e ¢ OMNpele/ieHHeM CPOKOB HX
XpaHeHHUs
CIIMCOK COTPYAHUKOB, OTBETCTBEHHBIX 32 JOKYMEHTBI
nepeyeHb KaOMHETOB B OpraHU3auu
KYpHaJI pETUCTPALIUU BXOSAIIEH KOPPECTIOHACHIINN

198. dopmupoBaHus 1€, KOTOPBIH MpenoaaraeT 00beJUHEHNE JOKYMEHTOB OJJTHOI'O BHJIA
(HampuMep, BCe MPHUKa3bl) — 3TO MPUHIIMII .....
HOMUHALMH
MIPOUCXOXKACHUS
KOPPECIOHIEHIIUU
XPOHOJIOTUU

199. @dopMmupoBaHuEe Jen  Mpearnojaraer, KOTOpPBIA IpennojiaraeT TIpyNIUPOBKY
JIOKYMEHTOB 110 CTPYKTYPHBIM HOJPa3IeIEHUSIM — 3TO MIPUHLUII. ......
NPONCXO0KICHUS
HOMUHAIUH
KOPPECTIOHICHIIH
andaBUTHBIN



200. WNHpexc nena B HOMEHKIIATYPE AENI — 3TO. ..
ycJ10BHOe 0003HaYeHune (Ko1)
MIOPSIAKOBBIM HOMEp CTPAHUIBI B JI€]Ie
JiaTa Co3JaHusl JOKyMEHTa
(haMuIHsi OTBETCTBEHHOTO UCIIOJIHUTEIS

201. B 3arosnoBke nena 10KHO OBITh OTPAKEHO. . ..
KpaTKoe U TOYHOe co/iepKaHue TOKYMEHTOB
(baMuIHsi pyKOBOIUTEIIS MTOAPA3ICIICHUS
LBET 00JI0XKKH ITaKU
HOMep mKada JUIst XpaHSHHS

202. OcHoBHBIM mpaBuiioM (OPMUPOBAHMS Jejla 1O CPOKaM — 3TO KOrja B el
MOMEIIAIOTCS JOKYMEHTHI .......
O/JIHOT0 KAJIEH/IAPHOI0 rojia
JOKYMEHTHI 32 MOCJIEeTHUIN KBapTall
JIOKYMEHTBI 32 BCE BpeMSI JACSATEIHLHOCTH OpPTaHU3aIuu
JOKYMEHTBI, CO3J[aHHBIC PA3HBIMU HCIIOTHUTEIISIMHU

203. MakcumanbHasi peKoMeHyeMas ToJuHa (00bemM) chopMupoBaHHOTO Jiea He Ooliee
_____ TIUCTOB
250
50
500
150
204. JIOKyMEHTBI pacroyiaraloTcsi BHYTPU MPaBUIbHO CPOPMUPOBAHHOIO Jeja B
TOpSI/IKE

XPOHOJIOTHYeCKOM (OT OoJiee paHHUX, K 00JI€€ IMO3THUM )
00paTHOM XPOHOJIOTHYECKOM (CHayalla CBEXKHE)
asihaBUTHOM (110 (paMUITUAM aBTOPOB)

MIPOU3BOIBLHOM ( TIO TeMaMm, OJIOKaM U T.I)

205. Brinenenuto B OTHENbHBIE JeNa C OCOOBIMH YCIOBUSMH XpaHEHUs TMOJIekKAT

JAOKYMEHTBI, coJep:Kamme KOHPpUIEHIHAIbHYI0 HHPOPMANMIO M TEPCOHAJbHbIE
JaHHbIE

KOIHH JJOKYMEHTOB

YEPHOBUKH U 3aMETKH

o0pa3iiel OTaHKOB

206. Hena ¢ koHpUACHIMATHHBIMA JOKYMEHTAMH B TEUYCHHE TEKYIIETO T0/a, JTOJKHBI
XPaHUTHCS

B ceiipax uiM 3anMPAOIIMXCH METAIMYECKUX Kadax
Ha OTKPBITHIX CTEJJIaKax B 00IIeM KOpUI0pe



B JINYHOM IKa(y COTPYyIHHKA
B CIEIMAIBHOM IIKady apXuBa

207.

CpOK XpaHCHUA ACJIa HAYUHACT UCHUCIIATHCA C .......
1 SAHBapd rojaa, CJaeayrumero 3a roioM OKOHYaHUA Aej1a
AaTbl CO3JaHUA CaMOI'o paHHEr0 JOKyMECHTA B JICJIC

JaThbl IIOAITMCAaHH ((3aBepHTeHBHOﬁ>> Haamnucu

MOMCHTAa nep€aavu Ac€jia B apxXuB

208. B conmanbHOl OpraHu3aiuy MOCTOSHHOMY XPaHEHHIO MOUIEXKAT .. ...

HCTOpHYECKHE CIIPABKHU 0 CO3JaHUM OPraHM3alUM, YHUKAJIbHbIE AKThI
€KEro/IHbIe TUTaHbI Pa0OTHI OT/IEIOB

ClIy>kKeOHBIE 3alMCKHU O TEKYILIHUX BOIIPOCAx

KOIUU J)KyPHAJIOB PEeruCTpaliu

209. J11st TUYHBIX e COTPYAHUKOB (MIPUKA30B O IPUEME, YBOIbHEHHUH, TIMYHBIX KAPTOUCK)

YCTaHOBJIEH CPOK XPAHEHHS. . ...
75 et

15 ner

50 ner

IIOCTOSTHHO

210. CpOK XPaHCHUS JIMYHBIX OCJI nonyaneJIeﬁ COMAJIbHBIX YCIIYT IMMOCJIC OKOHYAHUSA UX

00CITy>KUBaHUS. ........
S aer

15 rox

75 ner

MTOCTOSTHHO

211. JIOKyMEHTBI, KOTOpbIE MMEIOT CpOK XpaHeHHs «Jl0 MHUHOBaHHS HAJAOOHOCTH» -

CIIpaBO4YHbIC MaTEepPHAJDbI, I[yﬁJII/IKaTbI, KOoIIun
IIPHUKA3ELI 11O OCHOBHOM JIeSITeIbHOCTU

AOTOBOPBI U aKThI C ITIAPTHEpAMU

(1)I/IHaHCOBBI€ OTYCTHI, TUYHBIC ACJIa

212. DKCHepTU3y LEHHOCTH IOKYMEHTOB B OpPraHU3al[Ml MPOBOJMUT......

21

NMOCTOAHHO I[BﬁCTBleIIIZlSI IKCIMEPTHAA KOMUCCUSA
Ha3HAa4YCHHBIN MNPHUKA30M COTPYAHUK apXHWBa B OAUHOYKY
IIOCTOSAHHO ,Z[eﬁCTByIOIHa}I KOMUCCHA 6yxraJ1TepI/1;1
MCEKBCIOMCTBCHHAsA KOMHCCHUA

3. JIOKyMEHT, KOTOPBI COCTaBISAETCS JJIsl A€ MOCTOSIHHOTO XPAaHEHHS TTPU MTOATOTOBKE
K Iepeave B apxuB — 3T0.......
ONMHUCH /1eJI MOCTOSTHHOT0 XPAHEHUS
aKT O BBIIEJICHUU K YHUUYTOKCHHUIO



KypHaJI ydeTa BbIIauH JIel
JIOBEPEHHOCTb, ISl OMUCH JEJI TOCTOSIHHOTO XpaHEHUS

214. «3aBepuTeNbHas HAANKUCH» Jea — 3TO......
3allUCh B KOHIEe [eJla ¢ YKa3aHHMeM KOJIM4eCcTBA INPOHYMEPOBAHHBIX JIMCTOB,
0CO00EeHHOCTell COCTOSIHUS JOKYMEHTOB
MPEANCIIOBHE K JIOKYMEHTaM JIeja, ¢ YKa3aHHEeM KOJMYECTBA TPOHYMEPOBAHHBIX JTUCTOB
PE30JTIONHS PYKOBOAMTEIS Ha 00JI0XKKE, C YKa3aHUEM 0COOCHHOCTEH COCTOSTHUS JJOKYMEHTOB
MITaMIT O PACCEKPEUYNBAHUH U YKa3aHUEM KOJUYECTBA IPOHYMEPOBAHHBIX JIMCTOB

215. OcHoBHOW 1 Hambozee O€30MACHBI CIOCOO0 YHUYTOXEHHUS JOKYMEHTOB C
KOH(HICHIIMATBHOI nH(OpMaIMen SBIIETCS .......
YHUUTOKEHHE ¢ MOMOIIbIO Ipeaepa
BBIOpAChIBaHNE B MyCOPHBII KOHTEHHED
cllada B MakyJarypy
C)KUTAHHE B KOTEIHHOM

216. OcHoBaHMEM [UIsl YHMYTOXKEHHUS JOKYMEHTOB C HMCTEKIIMMH CpPOKaMH XpaHEHMs,
ABIISICTCA ...
AKT O BblIeJICHUM K YHHMYTOKEHHMIO [IOKYMEHTOB, He MOAJIeKAINUX XPAHEHHIO,
YTBep KJAeHHbI PyKOBOAMTEIeM
YCTHOE pacropsKeHHe HauyalbHUKA OTJIeNa, K YHUUTOXEHHIO IOKYMEHTOB, HE MOAJIEKAIINX
XPaHEHUIO
IIOMETKa KapaHJAIIoOM Ha OOJIOKKE 1l K YHHYTO)KEHHUIO JOKYMEHTOB, HE MOJIEKAIINX
XPaHEHUIO
CIMCOK, COCTABJICHHBIN CEKpeTapeM U yTBEPXKIECHHBIA PyKOBOJUTEIEM

217. O0s3aTeIbHOMY TIEPETUIETY WM MPOIIMBKE B TBEPAYIO OOJIOKKY TOIJIEKAT Jefa, y
KOTOPBIX CPOKU XPAHEHHUS .....
NOCTOSTHHOTO M 10JIT0BpeMeHHOro (cBbime 10 JjieT) XxpaHeHus
BPEMEHHOI0 XpaHeHus (J10 5 jer)
Bce 0e3 UCKITIOUeHUS
nena ¢ rpuoM «CEeKPETHOY

218. IIpuHIUIT «OIMH BOIIPOC — OJTHO JAEJIO» HANPABIICH HA ......
o0ecre4yeHune ETO0CTHOCTH M JIOTHYECKOI 3aBepIeHHOCTH HHopManuu 1o npodaeme
yYBEJIMUEHHUE KOJMYECTBA /1€ B OpraHU3allK U JIOTHYECKON 3aBEPIIEHHOCTH MH(OPMALIUU 110
npobieme
obecrieyeHre 1eJI0OCTHOCTH U YIPOIIEHHE HyMepaluu JTUCTOB
o0ecreyeHre 1eT0OCTHOCTH M COKpPAIIEHHEe CPOKOB XpaHEHUs

219. HomeHknarypa nen cocrasisercs Ha .....
KAJICEHIAPHBIA IO/, YTBEPKAAeTCAd PYKOBOAMTE]eM M SIBJseTCs 00513aTeJbHON K
NpUMeHEeHUI0
HEONPENIEIIEHHBIN CPOK, ITOKA HE 3allOJTHUTCS
Ha TeKYIIUH KBapTall U SBJIsIETCs 00s13aTeNIbHON K IPUMEHEHUIO



MIPOU3BOJILHO, IO MEPEe HEOOXOAUMOCTH U YTBEPKIAeTCsS PYKOBOJIUTEIEM

220. B rpage «IIpumedanue» HOMEHKIATYPHI A€ sl KOHQUACHINATBHBIX JOKYMEHTOB
YKa3bIBaETCH ......
«XpaHMTH B ceiipe» WiIM NHOE yKa3aHUe HA 0co0ble YCJI0BUS
(10 OTBETCTBEHHOTO JIUIIA WM MHOE YKa3aHHUE HAa 0COObIE yCIOBHS
«XpaHUTb B ceile» U CTOUMOCTh NaNKH
HOMEp I1€YaTH WM UHOE yKa3aHHe Ha 0COObIe YCIOBUS

221. BHyTpeHHss onnuch TOKYMEHTOB Jeia — 3TO0.. ..
yuyeTHasi ¢gopma, cojepxkamiasi nepedyeHb JOKYMEHTOB BHYTPH Jejla ¢ HX KPaTKHUMH
XapaKTepUCTUKAMU
CIIMCOK JIFOJEH, UMEBIIUX JOCTYII K €Iy C MX KPATKUMU XapaKTEPUCTUKAMU
aHHOTALMA COJeP KAHUSA JleNa AJs MyOJIMKaIMK, CoAeprKallas epedeHb JOKYMEHTOB BHYTPU
Jiesia ¢ UX KpaTKUMH XapaKTepUCTUKaMU
IUTaH pa3MeIleHus Je]l B apXUBOXPAaHWINLIE, COJAEpKaIlUil epeueHb JOKYMEHTOB BHYTpPH
nena

222, Jlnynbie nena nmoaydaresaei COMAIBHBIX YCIYT (GOPMUPYIOTCS O MPUHIIUIY .. ...
HOMMHAIMH (BUJ JOKYMEHTA) U MPOUCXO0KIeHHs (Moapa3aeieHne)
KOPPECTOHICHIIUH (C OJTHUM aJIPECATOM)

XpOHOJIOTUH (10 JaTamM oOpaIieHus)
andasutHOMY (110 PaMHUITUAM KIUEHTOB)

223. Heno «llepenncka ¢ VYmnpaBieHHeM COLUMAIbHOM 3alllMThl HACEJEHUs palioHa
Pamenku» copMupoBaHO M0 NPUHIUIY.....
KOppecnoHIeHINU
HOMUHAIIUU
XPOHOJIOTUHU
MIPOUCXOKIACHUS

224. OdopmileHHBIE OITUCH JIeTT XPAHATCH. ... ....
B apXHBe OPraHU3alNH, ABJISIOTCH €ro OCHOBHBIM Y4eTHBIM JOKYMEHTOM
Y PYKOBOJUTEIS KaK0TO OTZENA U ABJIIOTCS €r0 OCHOBHBIM YYETHBIM JIOKYMEHTOM
B KaHLIEJSPUM HA TEKYILEM XPAaHEHUH U SBIISIOTCS €r0 OCHOBHBIM YYETHBIM JIOKYMEHTOM
YHHUTOXAIOTCS MOCIIE Mepeauu e

225. [lepenava nen U3 CTPYKTYPHOTO MOJIpa3iesieHUsl B apXUB OpraHU3aluy opopmisieTcs

aKTOM IpUeMa-nepenadyu
YCTHOM 1IOrOBOPEHHOCTBIO
IIOMETKOH B KypHaJle
OJICKTPOHHBIM IMMCBbMOM

226. Homenknatypa aen opraHu3anuy yTBEpKIaeTcs .....
PYKOBOAUTE/IEM OPraHu3aluu



HAYaJIbHUKOM OTJIeJIa KaJJpOB
TJIaBHBIM OyXTrajiTepoM
OTBETCTBEHHBIM COTPYIHHKOM

227. [l onpenenenys CpOKOB XpaHEHUSI OCHOBHBIM IOKYMEHTOM SIBIISICTCA. . ..

MNePEeICHb THUIIOBLIX YIIPABJICHYCCKHUX APXUBHBIX JOKYMCHTOB
HHCTPYKIUA 11O JACJIOIIPOU3BOACTBY

YCTaB OpraHu3aluu

CITMCOK YIPaBJICHYCCKUX APpXHUBHBIX JOKYMCHTOB

228. Hywmepanus nuctoB B fene HeoOXoauMma. ... ..

AJIA 3aKPEIUVICHUA TMNopsAdKa PpPacnojJok€HUs JOKYMEHTOB WM od0ecrmeyeHHsT HX
COXPAHHOCTH

YKa3aHus 06mee KOJIMYCCTBO NOKYMCHTOB U obecreyeHus ux COXPaHHOCTHU

AL YKa3aHUsT aBTOPOB KaXKJA0r'o JIMCTa

IJI1 IOpsAAKa U 06mero KOJIMYCCTBA PACIIOJIOKCHUA JOKYMCHTOB

229. DTarnoM MOAroTOBKH JIE] K apXUBHOMY XPaHEHHIO SIBIISIETCA. ...

IKCIEPTU3a EHHOCTH IOKYMEHTOB
perucTpanus BXOIAIIEro JOKyMEHTa
odopMIIeHHE TUTYIIHFHOTO JIKCTA Jelia
COCTABJICHHE MEPEYHS TUIIOBBIX YIIPABICHUYECKUX APXUBHBIX IOKYMEHTOB

230. B rocynapcTBeHHBIN WM MyHULIMITAJIBHBIN apXUB, IEPEAAOTCA .. ...

231.

232.

233.

JeJ1a IOCTOSTHHOT0 XPAHEH Ul M 10 THYHOMY COCTaBY (I10CJIe HCTeYeHHUsI CPOKA XPAHEeHH
B OPraHU3aLNHN)

Bce Jiesia 0e3 UCKIIIOUEeHUH AJ1s TOCTOSTHHOTO XPaHEHUs

TOJIBKO CEKPETHbIE M JIela MO JMYHOMY COCTaBy (IIOCJI€ MCTEUEHHUSl CpOKa XpaHEHHs B
OpraHH3aI1H)

HE TIepeIatoTCsl, OCTAIOTCSl B OPraHU3alMU TOCTOSHHO

I'pud «lns cmykeOHoro nojab30BaHUs» Ha JOKYMEHTE 00SI3bIBAET .....
ol0ecrieynBaTh KOH(PHICHIMAIBHOCTD M OTPAHUYUBATD JOCTYII

obecrieunBaTh KOHPHUIEHIIMAIBHOCTh U HEMEUIEHHO OTIIPABUTh JOKYMEHT B apXUB
OTPaHUYUTH JIOCTYII U OITyOJIMKOBATh JOKYMEHT Ha caiiTe

ClIeNaTh KOMMHU AJIS BCEX OT/AEIOB

IIpy yHMUYTOKEHUH JOKYMEHTOB 3alpPEIIEHO. . .. ..

BbIOpacbiBaHMe B OOIIMII MYCOPHBII KOHTelHep WJIM cAada B MakyJarypy O0e3
YHUYTOKCHHUS

HCII0JIb30BaHUE Ipeaepa

COCTaBJICHHE aKTa U cJjaya B MaKyJIaTypy 06€3 YHUUTOXKECHUS

COINIACOBAaHUE € IKCIEPTHO-IPOBEPOUYHON KOMUCCHH apXUBa

OKCIEepPTHO-IIPOBEPOYHAsT KOMUCCHUS ApXHUBA COITIACOBBIBAET .......
aKThbI 0 BblJleJICHUHM K YHHUYTOKEHHIO JOKYMEHTOB



HOMEHKJIATYpy JIeJI Ha CIEeIYIOUIMI Tl ¥ KOHTPOJIUPYET MPaBUIBHOCTH 0TOOpa
obecriedeHrne KOH(UICHIUAIBHOCTH
rpaduK cayy B MaKyJIaTypy Jei 0e3 YHUUTOKEHHS

234. «Jleno» B 1en0npon3BOICTBE — 3TO.....
COBOKYIHOCTH IOKYMEHTOB, OTHOCSIIIMXCSI K OTHOMY BOINIPOCY WJIM BUY eI TeJIbHOCTH,
NOMelIeHHAS B OTeJbHYI0 00J10:KKY
0001 OTAETbHBIA JOKYMEHT, OTHOCSIIUICS K OTHOMY BOIPOCY
OTJICNIbHBIN JOKYMEHT C MPOOJIEMHOI cuTyalruei ¢ KITMeHTOM
Marka JJis1 XpaHCHUA YUCThIX 6HaHKOB, MNOMCIIICHHAA B OTACIIbHYIO O6JIO)KKy

235. [TocTosiHHOE XpaHEeHUE JOKYMEHTOB B OpraHU3alui OCYIECTBIISET. .. . ...
apXuB OPraHU3alMH UM OTBETCTBEHHDIN 32 apXUB COTPYAHHUK
OyxraiaTtepusi U1 OTBETCTBEHHBIN 32 apXUB COTPYIHHUK
KKl COTPYTHUK B CBOEM KaOMHETe U OyXranarepus
ciryx0a 6e30MacHOCTH WU KaX/IbIil COTPYAHHUK B CBOEM KaOUHETE

236. Otmetka «3I1K» B rpade «IIpumeyanne» HOMEHKIATYPHI Je WM Ha aKTe 03HAYAeT

YTO CPOK XPAHEHHsI UM OTOOP HA YHMUYTOKEHHE COIJIACOBAH € IKCIEPTHO-NIPOBEPOYHOI
KOMHCCHeH apxuBa

YTO JOKYMEHTBI 3KOJIOTMUECKH POBEPEHBI KOMUCCUEH

YTO JI€JI0 MPOBEPEHO HAa T'PAMOTHOCTh MU COIVIACOBAHO HAa YHUYTOXXEHUE 3KOJIOTMYECKOU
MPOBEPOYHON KOMHUCCHUEU

YTO /1710 0c000# BaKHOCTHU COTJIACOBAHO HA XPAHEHHE C AKCIIEPTHO-IIPOBEPOUHON KOMHUCCUEH
apxuBa

237. Cpok xpaHeHus «BpeMeHHbIH (10 71eT)» oTiarYaeTcst OT «IOCTOSHHOIOY. ... ...
OKOHYAHHEM CpPOKa XpaHEHHs, N0 OKOHYAHUM BPEMEHHOI0 CPOKAa IOKYMEHTbI
YHUYTOKAIOTCS, IOCTOSTHHbIE XPAHATCS BCeraa
MECTOM XpaHEHUS
(bamunueit, KTo UX MOJMUCHIBAET
LBETOM IIAIIKH JUIs1 XpaHEHUSI

238. HoxymenTsl B nene «lIpukassl 10 OCHOBHOM AEATENBHOCTH 3a ONPEACIICHHBIA IO/
pacrosaratrcs. ... ...
B XPOHOJIOTH4YECKOM MOPsAIKe 110 AaTaM NOANMCAHUS NPHUKA30B
B a1(paBUTHOM MOPAJKE N0 (paMUITUAM IpUKa3aHHBIX
10 HOMEpY TpuKaza 6e3 yueTa JaTbl
B IIOPAJIKE MTOCTYIUIEHUS U3 OT/ENa KaApOB

239. B cTpykTypHOM noapaszaenenuu Aenao noamuBaercs (popmupyercs) ........
COTPYAHHMKOM, OTBETCTBEHHBIM 3a [1eJIONPOU3BOJACTBO B MOApa3/ieJeHun (MIn
ceKkperapem)

COTPYJIHUKOM apXHBa
JFOOBIM CBOOOHBIM COTPYTHUKOM



JTUPEKTOPOM OpraHHU3aliH

240. ITo uroram rosa B HOMEHKJIATYpPy AEN BHOCAT ......
UTOroBble CBedeHHsl (KOJMYECTBO TOMOB) M HOMEHKJIATYpa JeJl YTOYHSeTCHA Ha
CJIeYIOLIUH 0/
WUTOTOBBIE CBEJICHUSI U OHA YHUUYTOXKAETCS
KOJIMYECTBO TOMOB U OHA MEPEIAaeTCs B TOCYIaPCTBEHHBIN apXUB
KOJIMYECTBO TOMOB U OHA MEPEIJIETAETCS B OTAEIBHOE JEII0

241. [kad-cetid B 1emonpon3BoACTBE MpeAHAZHAYECH . . . . ...
XpaHeHusl JeJ ¢ KOH(pUICHUHMAJNbHOM HHPoOpManMed M JOKYMEHTAMHM CTPOroi
OTYETHOCTH

XpaHEHUs KaHUEISIPCKUX MPUHAUIEKHOCTEN 1€l CEKPETHON OTYETHOCTH
XpaHEHUs apXUBHBIX JI€J1 [IOCTOSHHOI'O CPOKa XPaHEHMSI
XpaHEeHHUs JIMYHBIX JIe]l U BEpXHEH 0/1eXk bl COTPYIHUKOB

242. AKT 0 BBIJICICHUU K YHUUTOKEHUIO COCTABIISIETCS B IK3eMILIApe(ax)
ABYX
OJTHOM
Tpex
TSI TH

243, Joctyn kK KOHQHUASHIUATbHBIM JOKYMEHTaM UMEIOT .......
TOJIbKO COTPYIHUKH, BKJIKYEHHbIE B ClIeHHAJIbHbII NPUKA3 PYKOBOAUTEJIA
COTPYJIHUKU OpraHU3aIun
PYKOBOJUTENN OTJEIOB OPraHU3aIII
TOJBKO AUPEKTOP U 3aMbl YUPEKICHUS

244, Jns XpaHeHust el B CTPYKTYPHOM NOAPA3NACICHUU MEpes Iepeaayeld B apXuB,
OOBIYHO  YCTaHaBIIUBACTCS  CPOK MOoCJie  OKOHYaHUS  HX
JIEJI0MPOU3BOICTBOM
2-3 roga
1 mecsy
10 ner

IIOCTOSAHHO

245. Heno «IIporokossl 3aceannii KOMUCCHU IO MPEIOCTABICHUIO COLIUAIBHBIX YCIIYT 3a
20 roa» copMHUPOBAHO MO NPUHIHUIAM. ......
HOMHUHAIUY (BUA IOKYMEHTA) U XPOHOJI0TUM (KOHKPETHbIN o)
KOPPECHOHIEHIIUU (C OJTHOM OpraHU3alMei )
MPOUCXOXKACHUS (OT OHOTO aBTOPA)
as(haBUTHOMY (110 (PaMHITUSIM YIEHOB KOMUCCHH)

246. Onuch 1e71 MOCTOSTHHOTO XPaHEeHHS TIOIITUCHIBACTCA . . . . . ..
npejaceaaTesaeM IKCNEPTHOH KOMUCCUM U OTBETCTBEHHBIM 32 AapXHUB
BCEMU COTPYIHUKAMU OPTraHU3ALNU



TOJIBKO TUPEKTOPOM U 3aMaMHU
COTPYAHUKOM, KOTOPBIH popMHUpOBa 1ena

247. ITon «TekymumM XpaHeHUEM» 1€l IOHUMAETCSl XPaHEHUE el B IIEpUOL
UX aKTUBHOI'O UCIOJIb30BaHUs
B padouyMXx nNoMeueHusix
B IOCYZJapCTBEHHOM apXUBe
B IIOJIBAJIE 3JJaHUS
OTCKaHUPOBAHHbBIX B KOMIIBIOTEPE

248. OcHOBHas 11€J1b BCEM CUCTEMbI OpraHU3aIlii JOKYMEHTOB B JICJIONPOU3BOJICTBE. . ...
o0ecrneYyuTh ONEPATHBHBIH MOHUCK, COXPAHHOCTb, y4eT W MNPABHJIbHOE APXHBHOE
KOMILIEKTOBaHUE JOKYMEHTOB
3arpy3uTh paboTON ceKpeTaps M0 COXPAaHHOCTU U y4Ty apXuBa
00ecneunTh ONepaTUBHBIN MOUCK JAJISl UCIIOIB30BaHUSI KAaK MOXKHO OOJIbIIIE MaroK
0cB00OIUTH Oo(prc OT Oymar
00ecneunTh MPaBIUIIbHOE KOMILJICKTOBaHHE TOKYMEHTOB

Tema 2.3. OcobGeHHOCTH PadoThI B ccTeMe 3JIeKTPOHHOI0 IOKYMEHT0000poTa

OIIK - 1 Cnoco6eH MOHUMATH MPUHIMIBI Pa00THI COBPeMEHHbIX HH(POPMAIMOHHBIX
TeXHOJIOTHI M MCI0JIb30BaTh HX /ISl pellleHUs! 32124 NPo¢ecCHOHAIBbHOI e TeJbHOCTH
OIIK — 3 Cnioco0eH cocTaBJATH U 0OPMIIAATH OTYETHI MO pe3yabTaTaM NnpodeccuoHaNbHOM
JesiTeJIbHOCTH B c(pepe COUAIBbHON PadoThI

249. DJNEKTPOHHBIM JIOKYMEHTOM SIBJISIETCS, 3aUKCUPOBAaHHAs Ha ,
UMEIOIIAs FOPUIUUECKYI0 3HAUMMOCTb U 0(POPMIICHHBIE PEKBU3UTHI
3J1eKTPOHHOM HOcHTe/ e nHpopManus
KOMITbIOTEPE MPOCTast TEKCTOBAs 3alcKa
¢nem-HakonuTene ciy>keOHas 3alucKa, co3laHHas B mporpamme Microsoft Word
pacriedaTaHHOM M OTCKaHHPOBAaHHOM OyMa)kKHOM OJlaHKE MH(OpMAaIus

250. O0s13aTeNbHBIM YCIOBHEM JUIS IPUAAHUS HNEKTPOHHOMY TIOKYMEHTY MOJTHOU
FOPUINYECKON CUIIBI SIBIISIECTCA. ..
HaJIM4ue KBATN(UIIUPOBAHHOU 3JIEKTPOHHOM MOAMUCH
KpacuBoe 0(OpMIIEHHE U JIOTOTUI OPraHU3alUU
COXpaHEHHE JOKYMEHTa CHCTEME AJIEKTPOHHOTO JOKYMEHTO000pOoTa
COTJIaCOBAHME JOKYMEHTA C KOJUIEraMH 10 JIEKTPOHHOM IOYTe

251. KirroueBoll XapakTEpUCTUKOM AJIEKTPOHHOIO JIOKYMEHTA, OTIMYArOUIel €ero or
OyMa)KHOTO, SIBJISIETCH. ..
undposasi popma co31aHUA, XPAHEHUS U Nepeaaun
00s13aTeNIbHOE HAJIMYKE TIeYaTu
HCIIOJIb30BaHUE CIeUaIbHOW OyMaru
HE00XO0IMMOCTh PYKOITUCHOM MOANUCH

252. CucremMa 31eKTPOHHOTO IOKYMEHTO000pOTa — 3TO. ..
nporpaMMHoe o0ecrnedeHue [Jisi CO3JaHUSI, YNPABJIEHUS], XPAHEHUS] M KOHTPOJIs
3JIEKTPOHHBIX JOKYMEHTOB
MPUHTEP U CKaHep AJisl paboThl ¢ Oymaramu



3JIEKTPOHHAs TI0YTa OPraHU3alMK JJI OTIPABKUA BAKHBIX TOKYMEHTOB
KOMITBIOTEPHBIE IPOTPaMMBI JIJIs CO37aHusl 00yyaroleii 6a3bl HOBBIX COTPY/THHKOB

253. OCHOBHOI 11EJIbI0 BHEAPEHHS CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa B
COIIMAJIBHOM CITy’KO€ SIBISETCA. ..
aBTOMATH3AlMsl PYTHHHBIX NPOLECCOB W MOBbILIEHHE UCTIOTHUTEIbCKON AU CHUIITTUHBI
HOJIHBINA OTKa3 OT OyMa)KHBIX HOCUTEJIEH M COKpAI[CHNE IIITaTOB COTPYTHUKOB
MOBBIIIIEHUE KOHTPOJISI KAaYeCTBAa OKA3aHUS COLUATIBHBIX YCIYT
BO3MO’KHOCTb I10JIb30BAThCS JINYHOW TTOUTOHN JUTSL PabOTHI

254. K 6a30BBIM MOJYJISIM TUITMYHON CUCTEMBI SJIEKTPOHHOTO JOKYMEHTO00O0pOTa
OTHOCHUTCSI MOAYJIb. ..
perucTpanuy BXOASIIIUX U UCXOASIIHUX IOKYMEHTOB
pacueTa ¥ HaYUCJICHUs 3apab0THOM IJIaThl COTPYIHUKAM
PETrUCTpallMd U YYETa BBIIOJHEHUS COLUATIBHBIX YCIIYT
MJIAaHUPOBAHUS U OPOHUPOBAHUS OTITYCKOB

255. IIpu co3gaHum 3JIEKTPOHHOTO JOKYMEHTA B CUCTEME IIEKTPOHHOIO
JIOKYMEHTO000pOTa CIIEUATUCTY 110 COLMAIbHON paboTe B IEPBYIO OUYepe/ib
HE00X0UMO. ..

HCI0JIb30BATH YTBEPKAEHHbIN ma0Ja0H uian popmy
co31aThb YHI/IKaJII)HBIf/'I HHSaﬁH JJIA KQKA0TO JOKYMCHTA
COXPaHUTh JJOKYMEHT Ha JIMYHBIN (1elI-HaKOIHUTENb
OTHPAaBUTh JOKYMCHT KJIMCHTY Ha COIJIaCOBAHUC

256. KoppekTHoe nMst aiist (aiiia 3JIeKTPOHHOTO aKTa 00CIeI0BaHUs YCIOBUH — 3TO. ..
AkT_oOcaenoBanusi_MBanos MU 10.04.2024.pdf
Hokyment].pdf
Moii akr.txt
®aiin nns Haranwsu [erpoabl 10.04.2024.doc

257. ['maBHas npUyMHA HEOOXOAUMOCTH YETKOTO 3alI0JIHEHUS BCEX PEKBU3UTOB B
KapTOUYKE IEKTPOHHOI'O JOKYMEHTa — 3TO. ..
olecrieyeHre BO3MOKHOCTH OBbICTPOr0 M TOYHOI0 MOKMCKA B Oyayniem
npe3eHTabenbHas U coiepikaTenbHas popMa JOKyMeHTa
TpeOoBaHuUE M3aiiHepa CUCTEMbI U PYKOBOJUTENIS YUPEKIACHUS
BO3MOXKHOCTh YBEJIMYEeHUs1 00beMa (ailsia T0MoIHUTENbHON nHpopManueit

258. ITpu paboTe ¢ IeKTPOHHBIMHU TOKYMEHTAMHU, CO/IEPKAIIMMU IIEPCOHAIbHBIE TaHHBIE
KJIMEHTOB, CIICI[UAJINCT 00s3aH. ..
co0monaTs TpedoBanns 152-®3 u npaBuJia pasrpaHUYeHust 10CTyna
pacriedaraTh epcoHaIbHBIC JaHHBIE KJIMEHTOB [ 3aWHTEPECOBAHHBIX KOJIIET
cobumoath TpeboBanus 223-O3 u XpaHUTh UX Ha paboyeM CToJIe TEPCOHAIBHOTO
KOMIThIOTEpA JUTsI OOMIETO JOCTyIa COTPYTHHKOB
cobumoath TpedoBanus 442-O3 u nmpaBuia 00CTyKUBaHUS

259. [TpuHIMN pa3rpaHUYeHUs IPaB JOCTYIA B CUCTEME JIEKTPOHHOTO
JIOKYMEHTO000pOTa MOAPa3yMeEBAET, YTo. ..
CHEeHHATHCT BUAUT TOJbKO JOKYMEHTbI, OTHOCSIIIIMECS K €r0 30He 0TBETCTBEHHOCTH
y BCEX COTPYJTHHKOB OPTaHMU3AIMHU B OT/IEJIe OJIMHAKOBBIN JIOTHH U TIAPOITh
PYKOBOJIUTENb HE UMEET J0CTyIa K TJOKYMEHTaM CBOUX IMOTYMHEHHBIX



260.

261.

262.

263.

264.

265.

266.

JIOKYMEHTBI KJIMEHTOB HAXOIATCS B OTKPBITOM JOCTYIIE JJIsl COTPYIHUKOB OHOTO
CTPYKTYPHOTI'O IOJpa3AeIICHUS

C Touku 3peHust 6€30MacHOCTH, KATETOPHUYECKH 3aMpeIIeHO. . .

nepeaaBaTh CBOJ JIOTUH M MAPOJIb OT CHCTEMbI 3JIEKTPOHHOI0 IOKYMEHT0000poTA
KoJljIeram

YCTaHABIIMBATh HA pabOYUil KOMIIBIOTEP JUHYIO HH(OPMALIUIO

paboTaTh C JOKYMEHTaMH B CIICIIUAILHON TIPOTrpaMMe

CO3/1aBaTh CJIOKHBIEC MAPOJIN OT CUCTEMBI JIEKTPOHHOTO TIOKYMEHTO000pOTa U OJIOKHPOBATh
170'¢

DJEeKTPOHHBINA JOKYMEHT, IIOCTYIHUBIINN BO «BXOJSIINE» CUCTEMBI SJIEKTPOHHOTO
JIOKyMEHTOO0OPOTa CIELHUAIIHCTA. . .

HMeeT IOPUANYECKYI0 CHIIY U TpedyeT 00padoTKH B YCTAHOBJIEHHbIE CPOKH

MO’KHO UTHOPHPOBATh WM YJAIUTh, €CIM TEMa MMChMa HEMHTEPECHAsI

ABJISICTCS HEO(DUITMAILHBIM COOOIIEHNEM U He TpeOyeT 00pabOTKU B YCTAHOBJICHHBIE CPOKH
HE UMEET FOPUINYECKYIO CHIIy M aBTOMAaTHYECKH yAAISETCs Yepe3 CYyTKU

[Tpu HanpaBieHUU TOKYMEHTa KOJIJIETe Ha UCIIOJIHEHUE B CUCTEME 3JIEKTPOHHOTO
JIOKyMEHTOO00pOTa BAXKHO. ..

YeTKO YKa3aTh 3324y, CPOK U 03KMaeMbliil pe3y/bTaT B 10JIe KIIOPYy4YeHHue»
OTIPABUTh JOKYMEHT 0€3 KOMMEHTapHeB

IIO3BOHUTH U YCTHO BCE OOBACHUTD, @ B CUCTEME IIPOCTO HAXKATh «OTIPABUTH

ykazatb @HO koisiere U 4eTKO yKa3aTh CPOK «KaK MOKHO ObICTpee»

B 00s13aHHOCTH CcrIenUaNucTa Mo MOIACPKaHUI0 «IU(POBOTO MOPSAKA» Ha CBOEM
pabodeM MecTe B CHCTEME 3JIEKTPOHHOTO JOKYMEHTOO0OPOTa BXOIUT:. ..
peryJisipHasi IpoBepKa BXOJSIIHKX, 32124 HA KOHTPOJIe U MPOCPOYEHHBIX MOPYYeHUI
yIaJICHHE CTapbIX BXOASAILIMX JOKYMEHTOB U 33Ja4 Ha KOHTPOJIE Pa3 B HEJEIIO
XpaHEHHue BceX JOTMHOB U naposie B (paiine Ha pabouem cTose
peryJispHasi IpoBepKa U OTKIIOUYEHUE YBEIOMIICHUH OT CUCTEMBI

Kynbrypa npodeccroHanbHOi KOMMYHHKAIIMK B CUCTEME 3JIEKTPOHHOTO
JOKYMEHTOO00pOTa MPEAIOJIAraeT, 9ro. ..

Pe30/1I0LMH 1 KOMMEHTAPHH J0JKHBI ObITh JTAKOHMYHBIMH U NPO(deccHOHATBHBIMHA
MOYKHO MCTIOJIb30BaTh PAa3rOBOPHBIN CIIEHT U SMOIIMOHAILHBIE BHICKA3bIBAHHS

BCE 00CYXKJICHHsI aBTOMAaTHYECKU CTUPAIOTCS MOCTIE 3aBEPILECHUS 3a1a4un

JydIle He TICcaTh KOMMEHTApUH, YTOOBI He HECTH OTBETCTBEHHOCTh

PE30JIOIMH U KOMMEHTApUH TOJDKHBI OBITh TOAPOOHBIE U MOJIKPEIICHbI 3aKOHO/1aTEJIbHO

DTHUYECKUI acmeKT paboThl B AJEKTPOHHOM JTOKYMEHTO00OpOTE MpH O(hOpMICHUH
JIOKYMEHTOB O KJIMEHTaX TpeOyer...

HCMOJIb30BAHUS KOPPEKTHBIX M YBAKMTEJbHBLIX (POPMYJIMPOBOK [1a’e B HMeHAX
(daiision

CO3aHUS YHUUMKUTEIBHBIX «IIPO3BUII M KIWYEK» [T PailsioB AJist OBICTPOTO MOUCKa

B KOMMCHTApHAX K JOKYMCHTY AOINOJHUTCIBbHBIX MTOMETOK JIMYHBIX Ka4CCTB KIIMCHTA

¢ poBaHus Ha3BaHUN 0COOBIX TOKYMEHTOB, YTOOBI HUKTO HE JI0TaalCs

CucremMa 31eKTPOHHOTO IOKYMEHTO000pOTa 00eCeunBaeT MPO3PaYHOCTh
IIPOLIECCOB 3a CYET. ..

(pukcanuu UCTOPUU TeCTBUI ¢ JOKYMEHTOM (KTO, KOT/Ia ¥ 4TO CJIean)
€KEJTHEBHBIX YCTHBIX OTYETOB HA IJIAHEPKAX Y PYKOBOJIUTEIS YUPEKICHUS



BeJICHUS OyMaKHOTO JKypHaJIa y CeKpeTaps
JUYHBIX JHEBHUKOB KaX/I0T0 COTPYJIHHUKA (KTO, KOTAa U YTO CJIEJIa)

267. Jlnist opranu3aniy y1aieHHoW paboThl B COLMAIBHON CITy)KO€ CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000pOTa HE00X0IUMA, IIOTOMY UTO. ..
OHA M03BOJISIET COTIACOBBIBATH IOKYMEHTHI 0e3 (pu3uyeckoii nepeaauu dymar
ylajieHHas paboTa B COLB3ALIMTE 3arpenieHa 3aKOHOM
COTPYAHMKH MOBBIIIAIOT MPOU3BOJUTEIBHOCTD TPYAA
OHA TTO3BOJISIET ITOJIHOCTHIO 3aMEHUTH JKUBOE OOIICHHUE C TTOJTyYaTeIsIMU U KOJUIETaMH, BO
n30exanne mpodeccnoHaTLHOTO BBITOPAHUS

268. @®opmar PDF/A nnst xpaHeHUs JOKYMEHTOB B 3JEKTPOHHOM JIOKYMEHTOOOOpOTE
IIPEIIIOYTUTENICH, TIOTOMY 4TO OH....
rapaHTHpyeT J0Jr0CPOYHYI0 COXPAHHOCTH U HEM3MEHHOCTh IOKYMEeHTAa
MIO3BOJISAET JIETKO PEJAKTUPOBATH TEKCT
UMEeT caMbIil MaJleHbKHI pa3mep (aiina
SBIISICTCS PEKUM M SKCKIFO3UBHBIM (hOpMaTOM

269. [lepen oTnpaBKO MEXBEIOMCTBEHHOTO JJIEKTPOHHOIO 3ampoca CHEIHATUCTY
CJIETyeT IPOBEPUTh. ..
KOPPEKTHOCTH U MOJHOTY YKA3aHHBIX E€PCOHAIBHBIX TAaHHBIX, HAJTUYHE MOANUCU U
COrJIaCOBAHMS
KpacuBo 11 oopmiieH O6JIaHK 3arpoca
OTIIPABJISUI JIM OH TaKOW 3aIlpoc paHbllie
MOJIHOTY YKa3aHHBIX MEPCOHATBHBIX JAHHBIX COTPYIHUKOB U

270. Craryc nokymenTa «Ha ucnonHeHun» B cucTeMe 3JIeKTPOHHOTO TOKYyMEHTO000poTa
03HAYaET, YTO OTBETCTBEHHBIA COTPYIHUK BBIIIOJHSAET IOCTABICHHYIO 33/1a4y .........
B YCTAHOBJIEHHBIH CPOK
MOCJIC HACTYIIJICHUS JaThl UCIIOJTHCHUA
B COOTBETCTBHUE C IOPYUEHUEM PYKOBOJIUTENS
0e3 yueTa perjaaMeHTa COrJIacOBaHUS

271. Peszomonus «K ncnonnenuto. Msanosoi A.C. Cpoxk 10 25.04.2025r. o pe3yabTaTax
JIOJIOKHUTB» B CHUCTEME 3JIEKTPOHHOIO JOKyMEHT00OopoTa o3Hauaer, uro A.C. MBaHoBa
J0JIDKHA BBIIIOJIHUTD MMOPYUYCHUC H.......

OTYUTATHCH O pe3yJbTaTe K YKa3aHHOM naTte

OTNPABUTh JOKYMEHT Ha apXHUBHOE XpaHEeHHe 25 anpens

JIOJIOKHTD O 3aBEPILIEHUH padoThl, HE PUKCUPYS (DAKT HCTIOJHEHHS B CUCTEME
HaIllpaBUTb JOKYMCHT Ha COIIaCOBAHUC IMOCJIC HACTYIIJICHUA YKaSaHHOI;'I JaThl

272. Kakoil cpok sABISIETCS 3aKOHOJATEIBHO YCTAaHOBJIIEHHBIM CPOKOM JUI IOJTOTOBKH
OTBETA HAa MEKBEIOMCTBEHHBIN 3aIIpOC OT FOCYAAPCTBEHHOTO OpraHa
10 30 kajieHaapHbIX AHe#l
3 pabouux aHs
He Oonee 14 kaneHnapHbIX THEN
5 pabouux aHs

273. OTBeTCTBEHHBIM 3a OKOHYATEIbHOE IOANMCAHUE U OTIPABKY HCXOMSIIETO
O(QUIMAIBHOTO 3aIpoca B CUCTEME 3JIEKTPOHHOTO JIOKYMEHTO000pOTa SBISAETCS. . . . ....
PYKOBOAUTE/Ib YYPEKACHUS WM YIIOJHOMOYCHHOE UM JIMLIO
CHEIMANINCT, CO3/IaBLINI YEpHOBUK 3ampoca



CHCTEMHBIH aIMHHUCTPATOP
110001 COTpYTHUK

274. «INEeKTPOHHAS MOAMKUCH» B KOHTEKCTE AIEKTPOHHOTO JOKYMEHTO000pOTa — 3TO
uHpopManuss B JJIEKTPOHHOW (opme, KOTOpash MCHOJb3yeTcsl sl MOMANMCAHUS
AOKYMEHTAa U WIeHTU(PUKANMH JIULA
OTCKaHMPOBAaHHAs COOCTBEHHOPYYHAs MOJIICh, BCTABIICHHAs B TOKYMEHT KaK KapTHHKA
ITPUX-KOJ] HA JIOKYMEHTE
napoJib JIJIsl BXOAa B KOMITBIOTEP

275. Kakoe nelicTBue gBiIsieTCsS caMbIM PUCKOBAaHHBIM JICUCTBUEM, C TOYKH 3PEHUS

YTEUKHU MEPCOHAIIbHBIX JIAHHBIX SIBJISIETCS

OTIPAaBKA JIOKYMEHTa, COJeP:KaIlero nepcoHajJbHble JaHHbIe, ¢ padoyeil MOYTHI HA
JUYHBIA Gmail-amuk

XpaHEHHUE JIOKYMEHTA B 3aIMIICHHOMN TallKe Ha CepBEepe OpraHUu3aIuu

COTJIAaCOBAHHUE JOKYMEHTA Yepe3 BCTPOSHHBIN MapuIpyT B CUCTEME JIEKTPOHHOTO
JIOKyMEHTO000pOTa

MOJMMCAaHUE IOKYMEHTA KBATM(DUIIMPOBAHHOMN 3JICKTPOHHOM ITOIMHUCHIO

276. [Tpu oOHApy)eHUU TOKyMeHTa ¢ Tprudom « st ciykeOHOTO TOJIb30BaHUsD» B 00IIIeH
JICHTE CHCTEMBI 3JICKTPOHHOTO JIOKYMEHTO000POTa, COTPYTHUK JIOJDKSH HEMEJICHHO ...
€O00IIMUTH 00 ’TOM OTBETCTBEHHOMY 32 HH(POPMANMOHHYIO 0€30MaCHOCTh HJIH
CHCTEMHOMY aIMHHUCTPATOPY
CKa4aTh JIOKyMEHT ce0¢ Ha KOMITBIOTEP JIJISl M3yUEHUS U 3aMapOJIUTh €ro
nepeciiaTh €ro 3HaKOMOMY U3 JIPYroro BeJOMCTBA [T KOHCYJIbTAI[HH
YAATUTH JIOKYMEHT U3 CHCTEMBI U COOOIIUTH PYKOBOIUTEIIO

2717. DNEKTPOHHBIN apXUB JOKYMEHTOB B CUCTEME IEKTPOHHOI'O JJOKYMEHTOO0OpOTa
OpeAnoYTUTENIbHEe OYMaXXHOT0, TIOTOMY 4TO. ..
ol0ecrieunBaeT ObICTPBIH MOMCK N0 PEKBU3UTAM M COAEPKAHUIO, A TAKKE 3ALUUTY OT
(pu3n4ecKoro nNoBpeKACHUA
TpebyeT MHOTO MecTa B 0(rce U JUTUTEIILHOTO IMTOUCKA
TpeOyeT OOJNBIIMX 3aTpaT Ha MOKYNKY NarnoK U mKagdos
oOecrieynuBaeT 3al0UTy OT MOIICHHUKOB, a TAKKC JJOKYMCHTBI B HEM CO BpCMCHEM
BBILIBETAIOT

278. «YUepHOBHK» B CUCTEME AJIEKTPOHHOI'O JOKYMEHTO000pOTa — 3TO JOKYMEHT,
KOTOPBIH. ...
He 3aperucTPUPOBAH OPMIHAJIBLHO U He 3alyllieH B padounii npouecc
MOJIUCAH U OTIPABIIEH aapecary
HAaXOJUTCA Ha KOHTPOJIE Y PyKOBOAUTEIIS
ABTOMAaTUYECKH YAAIAETCS CUCTEMOU

279. [TonsiTHE «BEPCHOHHOCTH» JOKYMEHTA B CUCTEME AJIEKTPOHHOTO JJOKYMEHTOO00pOTa
BAKHO, IIOTOMY YTO OHO ITO3BOJISIET OTCIAEAUTH UCTOPUIO U3BMEHEHUN H ......
OIpee/INTh AKTYAJIbHYI0 BEPCHIO
Ka)XJIbIi I1OJIB30BATEIb MOT CO3/1aTh CBOXO HE3aBUCUMYIO BEPCUIO JOKYMEHTA
aBTOMATUYECKH YAAJIATh BCE MPEABIIYINNE BEPCUU TOKYMEHTA
MOJIMEHUTH MPEBIYIIYI0 BEPCHIO TEKYIIYIO0 BEPCHIO 0€3 (PUKCAIIUU H3MEHEHHH 1
aBTOPCTBA



280. J1st paGoTHI € AIEKTPOHHBIM JJOKYMEHTOOOOPOTOM B KOMaH/IE Ba)KHEE BCETO YETKOE
CIIEIOBAaHHUE. ..
YTBEp:KAeHHbIM perjiaMeHTaM U HHCTPYKIUSAM
MMIIPOBU3ALIMH COTPYIHUKA, HEB3Upasi Ha BHYTPECHHUE MPaBUIIa
JIOTOBOPEHHOCTSIM B 4yate 0e3 (huKcaluu B yTBEPKACHHBIX MTPOLEaypax
TH00BIM YI00HBIM (hopMaTaM JOKYMEHTOB U CIIOCO0AM UX MOJIHUCH 110 BEIOOPY OTIPABUTEIS

281. [Tociie nosmyyeHus 3IEKTPOHHOI'O OTBETA HA MEKBEIOMCTBEHHBIH 3aI1poc,
CIIELUAIIICT 00sI3aH. .....
3aperucTpUMpoBaTh €ro B cucTeMe 3J1eKTPOHHOI0 JOKYMEHT0000pOTAa U NPUKPENUTH K
3JIEeKTPOHHOMY /€1y KJIHeHTa
yIAIUTh UCXOIHBIN 3apoc, YTOOBI HE TyOIMpoBaTh HH(POPMAITUIO
nepeciarh OTBET ceOe Ha JIMYHYIO IT0UTY, & B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTa
OCTaBUTh TOJIBKO 3aIIPOC
O3HAaKOMHTHCS C OTBETOM H YIAIUTH €r0 U3 CHCTEMBI JJIEKTPOHHOTO JJOKYMEHTO000pOoTa
YCTHO YBEIOMHTDH PYKOBOJHUTENSI U COXPAHUTh OTBET B OTACIBHYIO MANKy Ha padouem
cToie

282. Paborta B cucteme 3JeKTPOHHOTO JIOKYMEHTO000pOTa TPEeOYET OT CIEIHATUCTA IO
COIMAIbHOM paboTe HUPPOBON AUCIUTIIUHBL,. . ...
BHHMATEJILHOCTH H OTBETCTBEHHOCTH 32 CBOH JIHCTBUS
YMCHUA 6I)ICTpO rreyaraTtb
ri1yOOKHMX 3HAHHI B IPOTPAMMHUPOBAHHH
HaM4Iue MpodeCCHOHATBHON TIEPEIIOATOTOBKH IO MPOQIIIIO JESKTPOHHOTO

JIOKYMEHTO0000poTa

283. Tepmun «CornacoBanue» Kak 3Tarn paboThl C JOKYMEHTOM B JIEKTPOHHOM
JIOKYMEHTOO0O0pOTE — 3TO KJIFOUEBOH 3Tall JIOKyMEHTA
NOANMUCAHUSA

nevaru Ha Oymare
OTHPAaBKU B apXHB
yJlaJICHHE U3 CUCTEMBI

284. Cucrema 3J1eKTPOHHOTO JOKYMEHTO000pOTa SBJSETCS YacThIo U(PPOBOM
TpaHcGopMaIiK COIMATBHOM CITy>KObI, KOTOpasi B IEPBYIO OUepe/lb HAIpaBlieHa Ha
TIOBBIIIICHUEC CONHAJIBHBIX YCIYyT

3¢ PeKTUBHOCTH U JOCTYIIHOCTH
0eccuCTEMHOCTH U 3aKPBITOCTH
BpPEMEHU U KOJIMYeCTBa
000011IEHHOCTH U Mepe3arpyKEeHHOCTH

285. [Tepemenienne 3M€KTPOHHBIX JTOKYMEHTOB U3 OJIHOM MH(POPMAIIMOHHON CHCTEMBI B
JIpYTyIO — 3T0. ..
MUTpanus
nepBUYHas 00paboTka
KOHBEpTAaLH
perucTpanus

286. [IpuHIUIT «OJTHOTO OKHa» B IPEIOCTaBIECHUH TOCYCIYT MOIIEPKUBACTCS
AIIEKTPOHHBIM JIOKYyMEHTOOOOPOTOM 3a CYET. ..
BO3MOKHOCTH ME’KBE/IOMCTBEHHOI'0 3JIEKTPOHHOI'0 B3auMojelicTBUsA 0e3 3anpoca
JOKYMEHTOB Yy 3asiBUTeJIsI



TpeOOBaHUS IPUHECTH BCE CIIPABKU JTUIHO
HEO00OXOAUMOCTHA OOOUTHU HECKOJIBKO MHCTAHIIMUA CAMOCTOATEIILHO
0TKa3a OT IU(POBBIX TEXHOJIOTHIA

287. ®opmar PDF/A 31eKTpoHHOTO IOKYMEHTa HanOoJiee HaJeKeH s
ApXUBHOTO XpaHEHUS
JA0JTOCPOYHOTO
KpPaTKOCPOYHOT'O
BPEMEHHOT'O
IMOCTOSTHHOE

288. Ecnu cienuanuct yrpaTiil HOCUTENb C 2JIEKTPOHHOU IMOJIIUCEHIO, OH JOJIKEH. . . ...
HeMeIUIEHHO COO0IIMTD B CJ1YK0y HHPOPMANMOHHOMH 0€30MaCHOCTH /1JIs1 0JIOKMPOBKHU
ceprudukara
HUYETrO HE JEJIaTh, 4YepPe3 HEKOTOPOE BPEMsI BCE BOCCTAHOBUTHCS
IPOI0JDKATh PaboTaTh, UCIOIB3Ys NAPOJIb OT KOMITBIOTEPA
CaMOCTOSITENIBHO KYIIUTh HOBBI HOCUTEIb B KOMIIBIOTEPHOM Mara3uHe

289. [Tepen Tem Kak moAmucaTh JOKYMEHT CBOCH 3JIEKTPOHHOM MOIHCHI0, HEOOX0IUMO

BHMMATEJILHO MPOBEPUTH BCE CO/IEP:KUMOE IOKYMEHTA, TAK KaK MOANUCH
NOATBEP KAaeT corjacue ¢ HUM

OBICTPO MPOKPYTUTH JOKYMEHT, HE YUTAs

MOJAMKCATh, €CIU JOKYMEHT MPUCIIATI0 HAYaIbCTBO

MOJMKUCATh JTOKYMEHT, eciu (ailst umeeT rpud) «CEKpeTHO»

290. CBOICTBO 3JIEKTPOHHOI'O IOKYMEHTA, FApaHTUPYIOLIEE, YTO 3JIEKTPOHHBIN TOKYMEHT
UJICHTUYEH 3asBJIICHHOMY — 3TO. ..
ayTEHTHYHOCTh
JIOCTOBEPHOCTD
MIPUTOJTHOCTh
L[EJIOCTHOCTh

291. «MHIeKC TOKYMEHTa» B 3JIEKTPOHHOM JIOKYyMEHTOO00pOTE — 3TO. ..
YHUKAQJIbHbIA PerucTpauMoHHbIi HOMeP
KpaTKo€e cojiepKaHHe JOKYMEHTa
dbaMuUIHs UCTIOTHUTENS
JaTa co3aaHus Qailia Ha KOMIbIOTEpe

292. ABTOMAaTHYECKOE HaIIOMUHAHKE (OMOBEIICHUE) B CUCTEME DJIEKTPOHHOTO
JIOKYMEHTO00O0pOTa NMPHU3BAHO. ..
NMOMOYb COTPYIHUKY He MPONYCTUTH CPOKHU UCMOJTHEHUS 32124
Harpy>kaTh COTpYJIHUKA B pabouee BpeMs
OCYIIECTBIISATh KOHTPOJIb pabOTHI KOMIThIOTEpA
ABTOMATUYECKHU BBITIOIHATH 33/1a4M 33 COTPYAHUKA

293. 3aBeplUIaroIIUM TAllOM B ITOJIHOM JKU3HEHHOM IMKJIE AIEKTPOHHOIO JOKYMEHTA B
OpPraHMU3aLMH SBISETCA. . ...
CIIMCAaHKMeE B APXHUB C IPUCBOEHHEM CPOKOB XPaHEHU
YAAQJIEHUE U3 CUCTEMBI JUUIS1 SKOHOMUU MECTa
pacreqyaTrka ¥ YHUYTOXKEHUE JJIEKTPOHHON BEPCUU
OTIPABKA JOKYMEHTA Ha JINYHYIO NIOYTY COTPYAHUKA



294. DIIEKTPOHHBIN TOKYMEHTOOOOPOT MEXKIy TOCYIapCTBEHHBIMU OpraHaMy 4acTo
OCYILECTBIISIETCS YePe3 CUCTEMbI MEKBEJOMCTBEHHOT O B3aUMOJICUCTBUS
3J1eKTPOHHOI0
HHTCIrpalfluOHHOTO
KOOPJMHAIIMOHHOTO
LIEJIEBOTO

295. [Iporecc nepemenieHust 3MEKTPOHHBIX JOKYMEHTOB C OJJHOTO HOCUTEJIS Ha APYTOM UK
U3 0IHOTO hopMaTa B IpYrou - 3TO...

KOHBepTalus
nepBuyHast 00paboTka
MHTpaLUs
perucrpauus

296. KoHpuaeHImaIbHOCTh MEPENUCKH U ISHCTBUIA B CUCTEME JIEKTPOHHOTO
JOKYMEHTO00O0pOTa 00ECIIeUNBACTCS 3 CUET UCTIONB30BAHUS. . ..
HHIMBHIYAJbHBIX YUETHBIX 3alIMCeH, MapoJield U MPOTOKOJIUPOBAHMS AeHCTBUI
KOJUICKTUBHBIX YYETHBIX 3allMCeH, 1 OMOMETPUYECKON ayTeHTU(UKAIINN
TOCTEBBIX YUETHBIX 3amucei, I poBaHus Maposei U KaHaJoB CBs3ei
WHAVBUAYAIbHBIX 3aMKCced, OOIIMX Mapoiel U BEBIOOPOUYHOTO MPOTOKOIUPOBAHUS ACHCTBUN

297. [Tpenmy1iecTBOM JIEKTPOHHOTO JOKYMEHTOOOOPOTA JUISl SKOJIOTUH SIBIISICTCS. . .
COKpalleHne UCMOJIb30BaHUsI yMaru, pacxoJoB HA ee XpaHeHHEe U YHUUTOKEHH e
COKpAIIICHUS MCITOJIb30BAHMS AJICKTPHUECTBA U YBEIMUCHHE KOJIMYECTBA OPTTEXHUKHU B
oduce
HEOOXOIMMOCTh TIOCTOSIHHOW pa0OThI CEPBEPOB M UX OXJIAKIICHHUE
COKpAIIIEHUS HCITOJIb30BaHMS TUIACTHKA, PACX0JI0B HAa €r0 NepepadOTKy U yTUIIH3ALIUIO



