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1. ®OPMbI YYACTHUA B KOHKYPCE
NuauBuayanbHbIl KOHKYPC.
2. SAJAHME JJ1s1 KOHKYPCA
ConepxannemM KOHKYPCHOTI'O 3aJaHUSA ABJISFOTCS paboThI 1o

JOKYMEHTAllMOHHOMY OOECIIEUYEHHIO YIPAaBICHUS M apXUBOBEACHUIO. YYaCTHUKHU
KOHKypca MOJYy4YaloT HHCTPYKIHUIO U B COOTBETCTBHUM C YCJIOBHEM MOAYJS MaKET
NOKyMeHTOB. KOHKypcHOE 3ajaHue HMEET HECKOJIbKO MOMYJEH, BBIITOJIHIEMBIX
IIOCJIEOBATENBHO.

Konkypc BkitouaeT B ce0si BBIIOJHEHUE PA3JIMYHBIX MPOIECCOB JIEATEIBHOCTH
[0 OpPraHMW3alMOHHOMY M JOKYMEHTAalMOHHOMY OOECIEUYEHHUIO0 JEeATEIbHOCTU
OpraHu3aluu.

OKOHYaTENbHbIE ACIEKThl KPUTEPHUEB OLIEHKA YTOUHSAKOTCA YICHAMHU >KIOPH.
OueHka MPOU3BOAMTCS KaK B OTHOLIEHWHM DPAOOThI MOJYJIEH, TaK U B OTHOIICHUHU
Ipoliecca BBIIOJHEHUSI KOHKYPCHOW paOoThl. EciM y4acTHUK KOHKypca HE BBINOJIHSET
TpeOOBaHUS TEXHUKA O€30MaCHOCTH, MOABEpPraeT OMNACHOCTU Ce0sl WM JPYrux
KOHKYPCAHTOB, TAKOM YYaCTHUK MOXET ObITh OTCTPAHEH OT KOHKYpCa.

Bpems n netany KOHKYpPCHOTO 33JJaHHsI B 3aBUCUMOCTH OT KOHKYPCHBIX YCIOBUI
MOTYT ObITh U3BMEHEHBI YWICHAMHU KIOPH.

KoHkypcHOE 3alaHMe JOJDKHO BBIIOJHATHCS IMOMOAYJBbHO. OLEHKa Takxke
MIPOUCXOJUT OT MOJIYJS K MOIYJIIO.

3. MOJAYJIA 3AJJAHUSA U HEOBXO/IUMOE BPEMSI
Mopynu u Bpemsi cBelieHbI B Tabuiie 1

Tabmuma 1.
Bpewms na
HaumeHnoBanue Mmomyns PaGouee Bpems
3aJ1aHue
1 | Moayns 1: [onroroBka u opopMieHnEe TOKyMEHTa C1 09-00 — 12-00 3 vaca
2 | Moaynb 2: JlokymMeHTaIMOHHOE oOectiedeHre paboThl ¢ C2 09-00 -12-00 3 yaca
MIEPCOHAIOM
C2 13-00-15-00 2 yaca
3 | Moayns 3: Opranuzanus JOKyMEHT0000pOoTa C1 13-00 — 16-00 3 yaca
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4 Monyns 4: DkcriepTr3a EHHOCTH U UCTIOJIb30BaHHE C3 09-00 - 12-00 3 yaca

APXUBHBIX JJOKYMEHTOB M JICIT
C3 13-00 - 15-00 2 4Jaca

Monayas 1: Iloaroroska u opopmiieHue 10KyMeHTa

VYyacTHUKY HE00XonuMo HaOpaTh U OPOPMUTH TEKCT JOHKHOCTHOW MHCTPYKLIMU
B COOTBETCTBUU C TpeOOBaHUAMH, OOBEMOM 5 CTpaHUI], CBEPUTh CHOCKH Ha 3aKOHbI P® u
IpYru€ HOPMAaTUBHO-METOAMYECKUE JOKYMEHTBl C HCIOJIb30BAaHUEM CIIPAaBOYHO-
IIPaBOBOM CHCTEMBI. JIOMOJIHUTH HEIOCTAKOUIUE JTaHHBIE, WCIIPABUTH JOIYIICHHBIE B
TeKcTe ounOKU. [Tpu HE0OXOIMMOCTH BCTaBUTh B OATOTOBJIEHHBIN TEKCT MPUIIOKEHUS,
PUCYHKH, CXeMbl, Trpaduku, Tabnuubl. [l BBINOJHEHUS 3aJaHUSl YYaCTHUKY
MpeAIaraeTcsi TEKCT JOKYMEHTa Ha OyMa)KHOM HOCHUTENE C MPaBKOW, HEOOXOIUMBIMHU
BCTABKaMHU.

[IpumepHBIii aITOPUTM BBIITOTHEHUS 3aJaHUS.

1. TloaroroBka paboyero MecTa: BKJIIOYEHHUE OPITEXHHUKH, TMPOBEpPKA U
pa3MelleHNEe KaHIEIIPCKUX TPUHAIJIEKHOCTEM.

2. VI3yueHue KOHKYpPCHOTO 3a/IaHUS.

3. HM3yueHue mpeacTaBIEHHOTO TEKCTa Ha OyMa)KHOM HOCHTETIE.

4. Cpepka TeKCTa, CHOCOK, TEPMHMHOB WM OIpPEAEICHU ¢ HOPMaTHUBHBIMU
JOKYMEHTaMH C UCMOJIb30BAHUEM CIPABOYHO-TIPABOBOM CUCTEMBI.

5. HaOop neyaTHOro u pyKONHUCHOTO TEKCTa C yYE€TOM UCIpPaBJIEHUIN, BHECEHHBIX
KOPPEKTYpPHBIMU 3HaKaMH.

6. BcraBka B TEKCT JOKYMEHTa BBIIEP)KKM M3 HOPMATHUBHOTO JOKYMEHTa C
HCIIOJIb30BAHUEM CITPAaBOYHO-IIPABOBOM CHCTEMBI.

7. CkanupoBanue 1 0(hOpMIICHHE NMPUIOKEHUIN, BCTABOK K JJOKYMEHTY.

8. ®opmatupoBanue U opOpMIICHHE TEKCTa JOKYMEHTa C y4eTOM TpeOOBaHUM

I'OCT.
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9. CoxpaHeHHE TOTOBOTO JOKYMEHTa C NPUJIOKEHUSMHU B TAamKe MOJ CBOUM
KOZIOBBIM HOMEPOM.

10. BobiBoa 1OKyMEHTa U MPUIIOKEHHUI HA MEYaTh.

11. CoxpaneHnue manku ¢ JOKyMEHTOM Ha (hIieni-HoCHuTere.

12. Ilepenaya noxkymMeHTa U (IIEII-HOCUTEINS dKCIIEPTaM JIJIsl OLlEHUBAHUSI.

13. YO6opka pabodero mecTa.
Monayab 2: JIokyMeHTAIIHOHHOE 00ecriedeHne padoThl ¢ MEPCOHAIOM

YyacTHUKY HEOOXOIMMO BBITIOIHUTH IOKYMEHTHPOBAHUE KAJPOBBIX OMepaluii Ha
OCHOBAHHMH NPEJICTABICHHBIX TPYAOBBIX AOTOBOPOB, 3asBJICHUH, IPUKA30B MO JINYHOMY
COCTaBy U JAPYTHX JOKYMEHTOB; O(DOPMHUTH NMPHUKA3bl, 3aMOJHUTH TPYJOBBIC KHIKKU U
JUYHBbIE KAPTOUKU B 3aBHUCHUMOCTH OT CHUTYallUM, MOJATOTOBHUTH KOIHIO WJIM BBIMIUCKY,
Tabenb ydyera pabodero BpeMeHU. Bcero s BBINOJHEHUS 3aJaHUs YYaCTHUKY
npemaraeTcsi 8 KOMIUIEKTOB JOKyMeHTamuu. JlomkHBI OBITH OGOpMIICEHBI Bce 8
KOMILJIEKTOB. [Tpu BBITIOJIHEHUHU MOJTYJISI BO3MOYKHO UCIIOJIb30BaHUE
CHeUaIu3upOBaHHOTO MPOrPAMMHOI0 00ECTIEUEeHHUS.

[IpumepHBIN aIrOPUTM BBINIOJIHEHUS 33/ 1aHUS:
1. [loaroToBka paboyero wmecra: BKIIOYEHHE OPITEXHUKHU, IpPOBEpKa H

PasMCIICHUC KaHICILAPCKUX HpHHaﬂHe)I(HOCTeI;'I, pasMCIICHHUC JOKYMCHTOB.

2. N3ydeHne KOHKYpCHOTO 3aJJaHusl.
3. CucreMartuzanus J0KyMEHTOB IO KaJIpOBBIM OTEPaITUsIM.
4, Odopmiienne TpuUKa3oB MO  JUYHOMY COCTaBy Ha  OCHOBAaHHH

MPEJICTABJICHHBIX JIOKYMEHTOB: TPYJOBBIX JIOTOBOPOB, 3asiBJICHUM pPaOOTHUKOB,
JNOKJIAIHBIX 3aIMCOK, MPEIIOKECHUN, YBEIOMIEHUA U UHBIX JOKYMEHTOB C PE30JIOLUEH
PYKOBOJUTEIIA. ITpu oOpMIICHMK  TIPUKA30B YYaCTHUKOM  MCIIOJIb3YETCA
yHU(ULIMpOBaHHAs  ¢GopMa NpHUKaza MO JMYHOMY COCTaBy, i  TIOHMCKa

YHUGUIIUPOBAHHON (POPMBI UCTIONB3YETCSI CIIPABOYHO-TIPABOBAsI CUCTEMA.
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S. Odopmnenne TpynoBoi KHHKKH MTPH HEOOXOTUMOCTH
6. OOpaboTka M perucTpanus KaIpOBbIX JOKYMEHTOB B PErMCTPAllMOHHBIX
dopmax. dopma KypHaja pPETUCTPALMKM B DIIEKTPOHHOM BapUaHTE, BO3MOXKHO

HCIIOJIB30BAHUC CIICHHAJIBHOTO IIPOIrpaMMHOIO oOecreyeHus ¢ BKH&I[KOﬁ «Ka,[[pbl)).

7. Odopmiienne JIMYHBIX KapTOUEK.

8.  3amonneHue Tabens yyeTa pabodyero BpeMeHHU Ha TaHHBIX paOOTHHUKOB

9.  CucremaTH3anusa U COXpaHEHHE JTOKYMEHTOB B MAIlKe IMOJ CBOMM KOJIOBBIM
HOMEPOM.

10. BrlBog Ha medaTth BCEX CO3JaHHBIX JOKYMEHTOB, BKIIIOUas KypHAIIBI
perucTpanuu u Tabenab yyera pabodyero BpeMeHHU.

11. Cucremaru3auus KaJpoBBbIX JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEJIE B IallKe-
perucTparope.

12.  CoxpaHeHue Ha (QIElI-HOCUTENE ManKu C KaJpOBBIMU JOKYMEHTAMH MU
PETUCTPAIIMOHHBIMU (HOPMAMHU.

13. Tlepemada mOKyMEHTOB U (hJICHI-HOCUTES IKCIIEPTaM JIJIs OIICHUBAHUS

14. VY6opka pabouero mecra

Moayas 3: Opranu3anusi J0KyMeHT0000poTa

YyacTHUKY HEOOXOAMMO 3apPETUCTPUPOBATH BXOISIINE, UCXOISIINE U BHYTPEHHUE
JOKYMEHTBI TIPEIANPUITHA B KypHalax pEruCTpalyH. YYacCTHHUKY IPEICTABICHbI
JIOKYMEHTBl B KOHBEpPTax, Ha OYMa)XHOM U 3JIEKTPOHHOM HOCHUTENSAX, MOCTYUBIIHUE TIO
AJIEKTPOHHOM TIOYTE, JJIEKTPOHHBIC KYpHaJIbl PETUCTPALUHU. 3aperucTpupoBaTh
JIOKYMEHTBI B COOTBETCTBUU C UX HA3HAYCHUEM B JKypHasIaxX U MPOCTaBUTh HEOOXOIMMbIC
PEKBU3UTHI HA TOKYMEHTHI. [Ipu BeIMoMHEHNN paboThl HCTIOIB30BaTh HOMEHKIATYpY Aei
npennpustus, WMHctpykuuio mo aenonpousBoAcTBY. [lociie perucrpaumm — co3narthb
CIIPaBOYHYIO 0a3y JaHHBIX IO JOKYMEHTaM JJaHHOTO mpeanpustusi. [loAroToBUTH CBOJKY

o 00BEMY TOKYMEHTOOOOPOTA.
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[TprMepHBIii aIrOpUTM BBINOIHEHUS 3a/1aHUS:

1. [lonroroBka pabodero wmecTta: BKJIIOYEHHE OPITEXHUKH, IpPOBEpKa U
pa3MelleHrEe KaHIEeISIPCKUX MPUHAIIEKHOCTEHN, pa3MeIIeHHE JOKYyMEHTOB.

2.  H3ydeHue KOHKYpCHOTO 3aJjaHMsl.

3. Cucremaru3zanusi JOKyMEHTOB 110 BUJIaM JOKYMEHTOIIOTOKOB.

4. OTOOp TOKYMEHTOB /JIsl PETUCTPALIUY.

S. Peructpanus u o0paboTka BXOASIMIMX JOKYMEHTOB

6. [lonmyyeHue AOKYMEHTOB IO OJJIEKTPOHHOM TmouTe, MX 00paboTKa, IpH
HEO0OXOMMOCTH — ITOATOTOBKA U OTIIPaBKa OTBETA.

7. O0paboTka 1 perucTpanusi UCXOIAIUX U BHYTPEHHUX TOKYMEHTOB

8. CkaHupoBaHME JOKYMEHTOB M MX IPUKPEIUIEHUE K PETUCTPALMOHHON
3aMycu AJis CO3AaHUs 0a3bl JaHHBIX 110 JOKYMEHTaM MPEATNPUATUS

Q. CoxpaHeHHe TeYaTHBIX JTOKYMEHTOB M PErMCTPAalMOHHBIX ()OpPM B IAIlKe

MO/I CBOUM KOJIOBBIM HOMEPOM

10. BeBog Ha Tme4yaTh OKYypHAJOB pETHCTpallid W uX odopmicHHE B
CcOOTBETCTBMM ¢ HOMEHKIIaTypou nien

11. TloarotoBka CBOJAKH II0 KOHTPOJIIO HCIOJHECHHS WIH TI0 00beMy
JIOKYMEHTO000pOoTa

12. Cucremarusaius 00paOOTaHHBIX JOKYMEHTOB

13. Coxpanenwne Ha (rreni-HOCHTENEe TANKK ¢ 0a30i JaHHBIX M0 TOKYMEHTaM

14.  Tlepenada )ypHaJOB M TOKYMEHTOB dKCIIEPTaM I OICHUBAHUS

15.  VY06opka pabouero mecra

MOI[y.]'II) 4: 3Kcnean3a IHEHHOCTHU M UCIIOJb30BaHUEC AaPDXUBHBIX JOKYMECHTOB U I€JI

VY4acTHUKY HEOOXOIMMO OpraHU30BaTh HKCIEPTU3Y LIEHHOCTH JOKYMEHTOB U JIEII.
[Ipu HeoOxomuMocTu chopMHUPOBATH Jieja MOCTOSTHHOTO, BPEMEHHOIO XpAHEHHs U Jiera

Mo JUYHOMY cocTaBy. OQopMUTH OOJOXKKH M€, TPOHYMEPOBaTh JHUCTHI, O(HOPMUTH
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BHYTPCHHHE ONHUCH JOKYMEHTOB JIe1 TPU HEOOXOIUMOCTH, OGOPMHTH JIHCTHI-
3aBepuTenn. Beero asst BhIMONHEHUS 3ajaHUs y4acTHUKY Tipesiaraetcs 10 nen. JJomkHbl
ObITh O(DOpPMIICHBI BCE Ji€Ia M COCTABJICHBI OMUCH JIEJ IMOCTOSHHOTO XPAaHCHUS, W TIO
JUYHOMY cocTaBy. [IoArOTOBUTE apXMBHYIO CIIPaBKY WJIM apXUBHYIO KOTHIO TI0 3aMpocy.
VYyacTHUKaM MpeoCcTaBIeHbI Aesia 0(popMIIEHHbIE, YACTUYHO O(OPMIICHHBIE, B POCCHIIH.
J171s1 BEITIOJTHEHU S 3a/1aHUS UCTIOJIb30BaTh HOMEHKIaTypy aen.

[TpumepHbIN adrOpUTM BBITOTHEHUS 3aJaHUS.

1. [TogroroBka pabouero wmecra: BKJIIOYEHHUE OPTTEXHUKH, IMPOBEPKA U
pa3MelnieHrne KaHIEIIPCKUX MPUHAJIC)KHOCTE!, pa3MeIeHue Jel.

2. V3yueHre KOHKYPCHOTO 3aJJaHusl.

3. Opranuzaiusi ¥ TMPOBEJICHUE HKCHEPTU3bI LIEHHOCTH MPEJICTABICHHBIX
JIOKYMEHTOB U JIeJ]I ¢ 0(hOPMIICHHEM MPOTOKOJIA HIKCIIEPTHON KOMUCCUU

4, ['pynmupoBKa HCIOTHEHHBIX JIOKYMEHTOB B jena, GOpMHUpOBAaHUE JIeN U3
POCCHITIM HA OCHOBAHUU TpeICTaBlIeHHON HoMeHKIaTypse! aem.

5. CBepka  copMHpOBaHHBIX JIeJI Ha  COOTBETCTBHE  3arojloBKaM
Homenknatypsl nei.

6. [IpoBepka npaBuILHOCTH (OPMHUPOBAHUS JOKYMEHTOB BHYTpHU Jeia, MpU
HEO0OXOJMMOCTU COCTaBJIeHWE BHYTpeHHel omucH aena. [Ipu cocTaBieHUN BHYTpEHHEH
OMHUCU MOXKET OBIThb HCMOJb30BaH OJIaHK BHYTPEHHEH ONHUCH, MPEIyCMOTPEHHBIN
HOPMATUBHBIMM JIOKYMEHTaMu. JIjisi BBINOJHEHHS 3TOr0 3aJaHUsl HUCIOJIb3YyeTCs
CIIPaBOYHO-TIpaBOBasi cucTeMa. BHYTpeHHsisE ONMUCh MOXKET ObITh odopmieHa KaKk B
AJIEKTPOHHOM BHJIE U pacreyaTaHa, a Takke Ha OyMaKHOM HOCHUTENE PYKOMUCHBIM
CIIOCcOO0OM.

1. Hymepauuss nmctoB paema u  odopmieHue Jucra-zaBeputeiis. [lpu
Oo(OPMJICHUU JIHCTA-3aBEPUTENSI MOXKET OBITh HCIIONB30BaH OJIAHK JIMCTAa-3aBEPUTEIS,
MPEAYCMOTPEHHBIT HOPMATUBHBIMU JOKYMEHTaMH. [[7s BBINOJHEHUSI 3TOrO 3aJaHUs
MOXET OBITh HCIIOJb30BaHa CIIPABOYHO-TIPaBOBas cuctema. JIucr-3aBepuUTesib JOJDKEH

OBITh 3aII0JIHEH PYKOITMCHBIM CIIOCOOOM.
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8.  Odopmienue 0OJOXKKHU JeNa MOCTOSHHOTO, BPEMEHHOTO XPAaHEHUS U TIO
JUYHOMY COCTaBy JJisl Tepeladdl Ha apXuUBHOE XpaHeHHe. [Ipu BBIIOTHEHWH 3aaHUS
MOKET OBITh HCIOJb30BaHa (popma OOJOXKKH Jena, MpeayCMOTPEeHHAsT HOPMaTUBHBIMU
JOKyMeHTaMu. J{Jisl BBITIOJTHEHUS 3TOTO 33JaHUSI MOXKET ObITh MCIOJIB30BaHa CIIPAaBOYHO-
npaBoBasi cucteMa. OO0y0okKa MOXKET ObITh OhopMIIeHA KaK B AJIEKTPOHHOM BHJIE U
pacreuaTaHa, a Takke Ha OyMa)KHOM HOCHUTEJE PyKOIMUCHBIM CIIOCOOOM.

9.  BrIBojg Ha mevaTh BCEX CO3JaHHBIX JIOKYMEHTOB

10. Pa3memienue BHYTPEHHUX OIKCEH, JHMCTOB-3aBEpUTENIEd B  Jenax,
MPUKPETITICHHE 00JIOKKH K JIeTIaM

11.  CocraBneHue u o(opmiileHHE OMHCH JAEN IMOCTOSHHOTO XPaHEHUs U IO
JUYHOMY COCTaBy, COCTABJICHHME aKTa Ha YHUYTOXEHHE JIeJ C HMCTEKIIMMH CPOKaMHU
XpaHEeHHUSI

12. Tlpu HEOOXOIUMOCTH MOATOTOBKA APXUBHOM CIIpaBKU (ApXUBHOW KOMHH) TIO
3anpocy

13. CoxpaneHue CO3JaHHBIX JOKYMEHTOB Ha pabodeM CTOJI€ B MANKE MO CBOUM
KOZIOBBIM HOMEPOM

14. CoxpaHeHue Ha (haen-HOCUTENE MANKU C JOKYMEHTaMH

15. Tlepemaua oQopMIeHHBIX Jed U (QIem-HOCUTENs JKCIepTaM  JUis
OLICHWBaHUS

16.  VYo6opxka pabouero mecra
4. KPUTEPUU OLNEHKH

B nmaHHOM pasnene ompenelieHbl KPUTEPUU OIICHKH M KOJIMYECTBO HAUYMCIISIEMBIX
0aioB (CyObeKTHBHbIE M OOBEKTHBHBIC) Tabnuia 2. OOmiee KOJIMYECTBO OalIoB
3a/IaHUS/MOJTYJIs TIO BCeM KpuTepusiM orieHku coctanisieT 100.

Tabmnuma 2.

Paznen Kpurepuit OueHkun

CyObekTuBHAS OObexTUBHAS Oo6mas
(ecnu ATO
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IIPUMEHHMO)

A Mopyns 1: IlonroroBka u 0 21 21
oopMIICHHE JOKYMEHTA

B Monyns 2: JlokyMeHTallHOHHOE 0 28 28
obecrieueHne pabOTHI C MIEPCOHATIOM

C Monynb 3: Opranu3zanus 0 23 23
JIOKyMEHTO000pOoTa

D Monyns 4: DkcnepTu3a EeHHOCTH U 0 28 28
UCTIOJIb30BaHUE aPXUBHBIX
JOKYMEHTOB H JIeJT

Utoro 0 100 100

CyObexkTuBHBIC OLIeHKH - He mpuMeHnmo.
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