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1. ®OPMbI YYHACTUA B KOHKYPCE
NuauBuayanbHbId KOHKYPC.
2. SAJAHME JJ151 KOHKYPCA
Conepxanuem KOHKYPCHOTO 3a1aHus ABJISFOTCS paboThI o

JOKYMEHTAIIHOHHOMY OOECMEUYEHHUIO0 YMNPABJICHUS M apXUBOBEICHUIO. YYaCTHUKU
KOHKypCa TOJYy4YalOT HHCTPYKIUIO M B COOTBETCTBHU C YCJIOBHEM MOIYJA MaKeT
nokyMeHToB. KOHKypcHOe 3ajaHHe HMeeT HECKOJbKO MOMAYJEH, BBITOJIHIEMbIX
HOCJIEI0BATEIBHO.

Konkypc BkiitouaeT B ceOsi BBINOJIHEHHUE PAa3IMYHBIX MPOIECCOB ACSITEIBHOCTU
M0 OPraHU3alMOHHOMY M JIOKYMEHTAallMOHHOMY OOECIEYEHHUIO JESTEIbHOCTU
OpraHu3alluH.

OxoHUaTeNbHbIE ACHEKThl KPUTEPUEB OLEHKU YTOUHSIOTCA UJICHAMH IKIOPH.
OneHka NpOU3BOAUTCA KaK B OTHOIIEHHH pPabOThI MOIYyJEH, TaK MU B OTHOILECHUU
npoliecca BBIIOTHEHHUsI KOHKYPCHOM paboThl. Eciin ydacTHUK KOHKypca HE BBINOJIHSAET
TpeOOBaHMS TEXHUKH O€30MacHOCTH, MOABEPraeT OMacHOCTH ce0sd WIu Jpyrux
KOHKYPCAHTOB, TAKOW YYaCTHUK MOXKET ObITh OTCTpaHEeH OT KOHKYpca.

Bpems u netanyu KOHKYpPCHOTO 33JaHHUS B 3aBUCUMOCTH OT KOHKYPCHBIX yCIOBHI
MOTYT OBITh U3MEHEHBI YWICHAMH KIOPH.

KonkypcHoe 3ajaHuie MOJDKHO BBIMOJHATHCA MOMOIYNIbHO. OIlleHKa TaKxke

IMPOUCXOAUT OT MOAYJIA K MOAYJIHO.

3. MOAYJIA 3AJAHUSA U HEOBXO/IMMOE BPEMSI
Monynu u Bpemsi CBeZieHbI B Ta0uIe 1

Tabmura 1.
Bpewms Ha
HaunmenoBanue Moysst Pabouee Bpems
3a7aHue
1 |Moayns 1: [TonroroBka u opopmieHne T0KyMeHTa C1 09-00 - 12-00 3 yaca
2 | Monaynb 2: JlokymeHTaIlMOHHOE o0ecrieueHue paboThI ¢ C2 09-00 -12-00 3 gaca
HIepCOHATIOM
C2 13-00-15-00 2 qaca
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3 | Moayns 3: Opranusarmus JOKyMEHTO000poTa C1 13-00 - 16-00 3 yaca
4 Monyns 4: DkcniepTr3a IEHHOCTH U UCTIOIb30BaHHE C3 09-00 - 12-00 3 4aca

APXUBHBIX JTOKYMEHTOB U I
P ™ C3 13-00 - 15-00 2 yaca

Monayas 1: Iloaroroska u opopmiieHre J0KyMeHTA

Y4acTHUKY HEOOXOIUMO BHECTH W3MEHEHUS B JIOKAJbHBI HOPMATHBHBIN aKT
(JIHA) opranuzanuvi Ha OCHOBAHUHU MPUSTOTO PEHICHUS PYKOBOJIMUTENSI B CBS3U C
u3MeHeHnssMu TpynoBoro kojekca P®, MmOAroToBUTh NPOEKT pPaCIOPSAUTEIBHOrO
TOKyMeHTa 00 yTBepKJeHuu HOBOM penakiuu JIHA, cBeputh CHOCKM Ha 3aKOHBI PO u
Opyrue HOPMATHUBHO-METOAMYECKHE JOKYMEHTBI C HCIIOJb30BAHUEM CIIPABOYHO-
MPaBOBOM CHUCTEMBI. JlOMOJHUTh HENOCTAIOIINE JAHHBIC, WCIPABUTH JOIMYIICHHBIE B
TEKCT€ OIMUOKH, BCTaBUTh HEOOXOAWMBIE JaHHBIE W3 HOPMATUBHO-TIPABOBOTO

JTOKYMEHTa, UCTIOIb30BaTh CIIPABOYHO-TIPABOBYIO CUCTEMY.

[IprMepHBIN anropyuT™ BBIIIOJHEHUS 331aHMUS.

1. TlogroroBka pabGodero MecTa: BKJIIOUYEHUE OPITEXHUKH, IIPOBEPKAa MU
pa3MelleHNe KaHLEIAPCKUX TPUHAJIEKHOCTEN.

2. VI3yueHue KOHKYpPCHOTO 3a/IaHUS.

3. Wsydenue npeacraBieHHoro tekcra JIHA.

4. Csepka TekcTa, TEPMHUHOB WJIM ONPEAECICHUI C HOPMATHBHBIMHU TOKYMEHTaMHU
C UCIOJIb30BAaHUEM CIIPABOYHO-IIPABOBOM CUCTEMBI.

5. Bnecenue nusmenenuii B JIHA.

6. Co3gaHue MpOeKTa PacHOPSAUTEIBLHOTO JTOKYMEHTa 00 YTBEP)KIECHUH HOBOM
penakuun JIHA.

7. ®opmatupoBaHue U OPOpPMIIEHHE TEKCTa JOKYMEHTa C Y4eTOM TpeOOBaHUI
I'OCT.

8. CoxpaHeHHe TOTOBOrO JOKYMEHTa C MPUJIOKEHUSMHU B MAalKe IMOJ CBOUM
KOZOBBIM HOMEPOM.

9. BrbIBOA IOKyMEHTa U IPUJIOKEHUH Ha MeYaTh.
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10. CoxpaHeHue nanku ¢ TOKyMEHTOM Ha (pIieni-HOCUTEIe.
11. Ilepenaya noxkymeHTa U (IEII-HOCUTENS SKCIEPTaM JIJIsl OLIEHUBAHUS.

12. Y6opxka pabouero mecTa.

Moayas 2: lokyMeHTallMOHHOE o0ecnieueHne padoThl ¢ MEPCOHAIOM
Y4acTHUKY HEOOXOAMMO BBINOJIHUTH JOKYMEHTUPOBAHUE KaJpPOBBIX ONEpaluil Ha
OCHOBAHHUM NPEICTABICHHBIX TPYAOBBIX JOTOBOPOB, 3asBJICHUM, IPUKA30B MO JIUYHOMY
COCTaBy U APYTUX JOKYMEHTOB; O(QOPMHUTH MPHUKA3bl, 3al0OJHUTHh TPYAOBBIE KHI)KKH U
JUYHbIE KapTOYKH B 3aBHCHUMOCTH OT CUTYallMH, MOJTOTOBUTH KOINHWIO WM BBIITUCKY.
Bcero s BBINOJNHEHHs 3ajaHus  y4acTHUKY npemnaraercs 10  KOMIUIEKTOB
nokyMeHTauuu. JlomkHel ObiThb odopmiieHsl Bce 10 komiuiektoB. [lpu BbImoiaHEeHHH

MOJYJIA BO3MOKHO HUCITIOJIb30BAHUC CIICHUAIM3UPOBAHHOTO IIPOTPAMMHOI'O oOecreueHus.

[TpuMepHBbIN aaTOPUTM BBINIOJTHEHUS 3a/1aHUS
1. [logroToBka paboyero wmecra: BKIIOUYEHHE OPITEXHUKHU, IPOBEpKA M

PasMCHOICHHUEC KaHICIIIPCKUX HpHHaHHe)KHOCTeﬁ, pasMCcIICHUC TOKYMCHTOB.

2. N3yyeHue KOHKYpCHOTO 3aJaHusl.
3. CucreMartuzanus J10KyMEHTOB IO KaJIpOBBIM OIEPAIUsIM.
4, Odopmiienne TpHWKA30B MO  JIMYHOMY COCTaBy Ha  OCHOBAaHHUH

IPEJICTaBICHHBIX JIOKYMEHTOB: TPYIOBBIX JOTOBOPOB, 3asBJICHUI pPAaOOTHUKOB,
JNOKJIAHBIX 3aIlIACOK, MPEIIOKEHUN, YBEIOMIICHUA U UHBIX JOKYMEHTOB C PE30JIIOLHEH
pykoBogutensa.  Ilpy  odopmieHMM  NpPUKA30B  YYACTHUKOM  HCIOJIB3YETCS
yHUUIMpoBaHHas  (opmMa MpuKaza MO JUYHOMY  COCTaBy, [UIsl  IIOMCKa
YHUGPUIUPOBAHHON (DOPMBI UCTIOIB3YETCS CIIPAaBOYHO-TIPABOBas CUCTEMA.

5. Odopmnenue TpyaoBoil KHHKKH ITPU HEOOXOIUMOCTH

6. OOpaboTka W perucrpauusi KaJpOBbIX JOKYMEHTOB B PErHCTPAllMOHHBIX
popmax. PopMma KypHasla pErUCTPALIUHU B JIEKTPOHHOM BapUaHTE.

1. Odopmienue JIMUHBIX KapTOUEK.
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8. CI/ICTeMaTI/ISaI_II/I}I nu coxpaHeHHe I[OKyMeHTOB B ITAIIKC€ I1O0J CBOHMM KOJJOBBLIM
HOMEPOM.
Q. BriBon Ha neyath BCEX CO3JAHHBIX JOKYMEHTOB, BKJIIOYas >KYpPHAJIbI

perucTpanuu U 00JI0KKH K HUM.

10. CucremaTtu3amus KaJpoOBBIX JOKYMEHTOB Ha OyMa)kHOM HOCHTENIE B TaIKe-
perucTparope.

11. Coxpanenue Ha (JemI-HOCUTENE TMAaNKH C KaJpPOBBIMHU JOKYMEHTaAMHU H
PETHCTPAIMOHHBIMU (POPMAMH.

12. Tlepengada qOKyMEHTOB ¥ (hJICII-HOCUTEIIS SKCTIEPTaM JIsl OIICHUBAHUS

13. Vo6opka pabodero Mecta

Mopayas 3: Opranu3anusi J0KyMeHT0000poTa
YyacTHuKy HeoOxoaumo 3apeructpupoBatb 30 JIOKyMEHTOB MPEIIpPUATHSA
(Bxomsmipe, WCXONAIIME ¥ BHYTPEHHHE) B JKypHAJlaX pPErHCTpalH. YYacTHUKY
MpE/ICTaBICHbl JOKYMEHTHl B KOHBEPTAaX, HA OyMa)KHOM M 3JIEKTPOHHOM HOCHTEJSIX,
IIOCTYNMBIIKE II0 DJEKTPOHHOM II0YTE, JJIEKTPOHHBIC JKYpPHAIbl PETUCTPALUU.
3aperucTpupoBaTh JOKYMEHTHI B COOTBETCTBHMM C HMX HA3HAYEHHWEM B JKypHaJIaxX M
IPOCTAaBUTh HEOOXOAMMBIE PEKBU3UTHI HA JOKyMEeHTHL. [lpu BbImOmHEHHH pPabOTHI
ucrnonb3oBaTte HomeHknatypy nen npeanpustusi, MHCTpyKIHIO 10 JEIONpPOU3BOJICTBY.
[Tocne peructpanum — co3aaTh CIPaBOUYHYIO 0a3y NaHHBIX MO JOKYMEHTaM JaHHOTO
npennpustus. [1oAroToBUTE CBOJKY 0 00bEMY JOKYMEHTOOOOPOTA.
[IprMepHBIN aNrOPUTM BBITIOJIHEHUS 3a1aHU:
1. [lonroroBka pabGodero MecTta: BKJIOYEHHE OPITEXHUKH, MpPOBEpKA U
pa3MelleHNE KaHIEIPCKUX IPUHAJICKHOCTEN, pa3MEILICHUE TOKYMEHTOB.
2. N3yyeHne KOHKYpCHOIO 3aJaHusl.
3 Cucremarnsanus JOKyMEHTOB 10 BUJIaM JOKYMEHTOIIOTOKOB.
4, OT6Op TOKYMEHTOB JJISl PETUCTPALIUH.
S)

Peructpanus 1 06paboTka BXOIAIINX JOKYMEHTOB
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6. [lomyuyeHne AOKYMEHTOB MO SJEKTPOHHON modute, uX 00paboTka, mpu
HE00XOIMMOCTH — TIOJTOTOBKA U OTIPaBKa OTBETA.
7. O0paboTka U perucTpanrs UCXOASAIINX U BHYTPEHHUX TOKYMEHTOB
8.  CkaHupoBaHHE [OKyYMEHTOB U HX THPUKPEIUICHHE K PETrUCTPALlMOHHOMN
3aluCH I co3/1aHus 0a3bl JaHHBIX MO JJOKYMEHTaM IpPeAIpUsSTHS
9.  CoxpaHeHHe NEYATHBIX JOKYMEHTOB M PETUCTPALIMOHHBIX (POpPM B mamke

M0J1 CBOUM KOJIOBBIM HOMEPOM

10. BeBog Ha 1meyaTh JKypHAJIOB perucTpanuu M uX OoQOopMIICHHE B
COOTBETCTBUM ¢ HomeHKaTypou aen

11. TIloaroTroBka CBOJKH 10 KOHTPOJIIO MWCIOJHEHHUS WIM TI0 00BeMY
JTIOKyMEHTO000pOTa

12. Cucrematuzaius 00pabOTaHHBIX JOKYMEHTOB

13. Coxpanenue Ha (ieni-HocuTeNe Manky ¢ 6a30i JaHHBIX 10 JIOKYMEHTaM

14. Tlepenaua »KypHajOB ¥ TOKYMEHTOB JKCIIEpTaM JJIs OIICHUBAHUS

15. Vo6opka paboyero mecta

Moayab 4: IkenepTu3a HeHHOCTH U UCTIOJIb30BAHHE APXUBHBIX JOKYMEHTOB H /el

Y4acTHUKY HEOOXOAUMO OPTraHU30BaTh HKCIEPTU3Y LIEHHOCTH JOKYMEHTOB U JIEJ.
[Tpu HeoOxonumocTu chopMUPOBATH Jiea IOCTOSIHHOTO, BPEMEHHOTO XpaHeHUs U Jesa
no JUYHOMY cocTaBy. OQopMuTh OOJOXKKH [€J, MPOHYMEPOBATH JHCTHI, O()OPMHUTH
BHYTPEHHUE OMNHCH JOKYMEHTOB Jel TMpH HEOOXOAUMOCTH, O(POPMUTH JIHCTHI-
3aBepHUTeIH. Beero 1t BRINOIHEHUS 3ajaHNs YYaCTHUKY MpeasaraeTcs 8 ne.

JlomxHbl ObITH OQOPMIIEHBI BCE JieJla M COCTABJICHBI OIMHWCH JeNl MOCTOSHHOTO
XpaHeHHUs1, 10 JMYHOMY COCTaBY M NPOTOKOJ SKCIEPTHOW KOMHUCCUHU 00 YTBEP>KIACHUU
onuceit aen. Ha ocHoOBaHUM JHcTa MPOBEPKU HAIMYUS U COCTOSIHUS €7 M TOKyMEHTOB
0 OPMUTH aKT O MPOBEACHUU ITPOBEPKHU.

VY4yacTHUKaM MpeaocTaBieHbl jaeia o(OpMIIEHHBIC, YaCTHYHO O(GOpMIICHHBIC, B

POCCHIIIN. I[JI?I BBIINMOJIHCHUA 3aaHU UCIIOJIb30BAaTh HOMGHKJIaTypy ACII.
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[IpuMepHBIN anropyuT™M BBIIOJHEHUS 3a1aHMUS.

1. [loaroToBka paboyero wmecra: BKIIOYEHHE OPITEXHUKHU, IPOBEpKA M
pasmMenieHrne KaHUEeIAPCKUX MPUHAIIE)KHOCTEN, Pa3MELLICHUE JE.

2. W3ydeHne KOHKYpPCHOTO 3aJJaHHsl.

3. Opranuzanuss ¥ MHPOBEICHHUE OKCHEPTU3bl LIEHHOCTH IMPEICTaBICHHBIX
JOKYMEHTOB H JIeJ1 ¢ OOPMIIEHHEM IIPOTOKOJIA SKCIEPTHON KOMUCCUU

4, ['pynnupoBKa HMCIOTHEHHBIX JIOKYMEHTOB B jeia, (OpMUPOBAHUE JI€T U3
POCCHINIM Ha OCHOBAHUH IpeCTaBIeHHONM HomMeHKIaTypel nei.

S5. Ceepka  chopmMupoBaHHBIX 7€ HAa  COOTBETCTBHME  3arojOBKaM
Howmenxkiarypsl nen.

6. [IpoBepka mpaBUIBLHOCTH (POPMUPOBAHUSA JTOKYMEHTOB BHYTpHU Jieja, IpU

HEOOXOJMMOCTH COCTaBJIeHWE BHYTpeHHEH omucu aena. [Ipu cocTaBieHUN BHYTpEHHEH
OIMMCH MOXET OBITh HCIOJB30BaH OJaHK BHYTPEHHEH OIHUCH, IPETyCMOTPEHHBIH
HOPMATUBHBIMH JIOKyMEHTamMu. JIsl BBITIOJIHEHHS JTOTO 3aJaHHs HCIOJIb3yeTCs
CIIPaBOYHO-TIPABOBas CHCTeMa. BHYTpEHHSS ONMUCh MOXKET OBITh oopMiIcHAa Kak B
AJIEKTPOHHOM BHJIE M pacledaraHa, a TakKe Ha OyMaXHOM HOCHUTENE PYKOIHCHBIM
CIIOCOOOM.

7.  Hywmepamms 1nucrtoB paema u  odopmieHHE JcTa-3aBeputens. llpwu
o(OPMIICHUH JIUCTA-3aBEPUTEIS MOXET OBITh HCIIOJIb30BaH OJIAaHK JIMCTa-3aBEPUTEIIS,
MPETYCMOTPECHHBIE HOPMATHBHBIMUA JOKYMEHTaMH. JIJIsi BBITIOJIHCHHS STOTO 3aJaHUs
MOET OBITh HCIIOJIb30BaHA CIPABOYHO-TIPAaBOBasi cuctema. JIMCT-3aBEepUTENh JOJIKEH
OBITh 3aMOJTHEH PYKOIMUCHBIM CITIOCOOOM.

8. Odopmienrue 00JO0XKKH Jiejia MOCTOSHHOTO0, BPEMEHHOIO XPaHEHHUSI U 10
JUYHOMY COCTaBy IS TIEpeladyd Ha apXuBHOE XpaHeHue. [Ipw BHIMOMHEHWU 3adaHUS
MOXXET OBITh HMCIOJb30BaHa (opMa 0OJIOKKHU Jiea, TMPeTyCMOTPEHHAs HOPMAaTHBHBIMHU
TOKyMEHTaMU. J1J1s1 BEITIOJIHEHUS 3TOTO 3aJ]aHUsI MOYKET OBITh UCITOJIb30BaHa CIIPABOYHO-
paBOBasi CUCTEMA.

9. BrIBO1 Ha MeYaTh BCEX CO3/JaHHBIX JJOKYMEHTOB
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10. Odopmienue nen

11. CocraBnenre U 0(GOPMIICEHHE ONMUCH €Nl TOCTOSHHOTO XpaHEHHWs, 10
JMYHOMY COCTaBY, MPOTOKOJIA 3KCIIEPTHOW KOMUCCUU 00 YTBEP>KIECHUH OIMHUCEH JIeT, aKTa
O MPOBEJICHUU MPOBEPKH.

12. Ilpu HEOOXOAMMOCTH MOJATOTOBKA apXUBHOM CIIPAaBKU (apXUBHOM KOIHUU) TIO
3arpocy

13. CoxpaHeHue CO3[JaHHBIX TOKYMEHTOB Ha pabo4eM CTOJIE B MAIKe MO0Jl CBOUM
KOZIOBBIM HOMEPOM

14. Coxpanenue Ha (prenI-HOCUTENE MaKu C TOKyMEHTaMU

15. Ilepemaua odopmieHHbIX JAen | (ISHI-HOCUTENS JKcHepTam Ui
OLICHUBAHMUS

16.  YOopka pabouero mecra

4. KPUTEPUU OLHEHKHA
B nmaHHOM pasneiie onpenesieHbl KpUTEPUH OLEHKU U KOJIMYECTBO HAYMCIISIEMBIX

O0aioB (CyOBEKTHBHBIE W OOBEKTHBHBIC) Tabimma 2. OOmee KOJIM4ecTBO OalljioB

3a/1aHUs/MOIyJIs TIO BCeM KpuTepusiM orleHku coctaiset 100.

Ta0mumna 2.
Pa3nen Kpurepuit OneHku
CyObekTuBHas OO0BeKTUBHAS O6mas
(ecnm 3TO
IPUMEHHUMO)

A Monyns 1: TloaroroBka u 0 21 21
odopmIIeHHE TOKYMEHTA

B Monynb 2: JIokyMeHTallMOHHOE 0 28 28
oOecrieyeHne pabOThI C TEPCOHATIOM

C Monynb 3: Opranu3zanus 0 23 23
JOKYMEHTO0000poTa

D Monyns 4: DkcniepTr3a IEeHHOCTH | 0 28 28
UCTIOJIb30BaHUE aPXUBHBIX
JOKYMEHTOB H JIJT

Utoro 0 100 100

Cy0bexTuBHBIE OLleHKH - He npumennmo.
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