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1. ®OPMbI YYACTHUSA B KOHKYPCE
NuauBuayanbHbId KOHKYPC.

2. 3AJIAHUE JUISI KOHKYPCA
COI[Cp}KaHI/ICM KOHKYPCHOTI'O 3aaHUs ABJIAOTCA pa6OTBI 10 JOKYMCHTAllTHOHHOMY

00€CIEUEHUI0 YMOPABICHUS M apXUBOBEACHHUIO. YUYAaCTHUKM KOHKypCa MOJIy4aroT
MHCTPYKIMIO U B COOTBETCTBHH C YCIOBHEM MOJYJs MakeT AJoKyMeHToB. KoHkypcHOe
3aJJaHNe UMEET HECKOJIBKO MOYJIEH, BBIMOIHIEMBIX MTOCIEI0BATENBHO.

Konkypc BkIt0uaeT B ce0s BBIMOJHEHUE PA3THUUHBIX MIPOIIECCOB EATEILHOCTH 110
OpPTraHU3aIlMOHHOMY U IOKYMEHTAIIMOHHOMY 00€CIIEYeHHIO AESITETbHOCTH OPTraHU3alllu.

OxoHYaTeNbHbIE ACTEKThl KPUTEPHEB OLEHKH YTOUHSIOTCS 4YJ€HaMH >KIOpH.
Onenka NpoOM3BOAUTCA KaK B OTHOIIEHHH DPabOThl MOIYyJNEH, TaK U B OTHOILECHUU
npoliecca BBIIOJHEHHUSI KOHKYPCHON paboThl. Eciin ydacTHUK KOHKypca HEe BBINOJIHSAET
TpeOOBaHMUS TEXHUKH O€30MacHOCTH, MOABEPraeT OMacHOCTH ce0d WIu JpYyrux
KOHKYpPCAHTOB, TAKOH YYaCTHHK MOXET ObITh OTCTPAHEH OT KOHKYypca.

Bpemst u getanu KOHKYpCHOTO 3aJaHUsl B 3aBUCUMOCTH OT KOHKYPCHBIX yCIIOBUMN
MOTYT OBITh U3MEHEHBI YWICHAMH KIOPH.

KonkypcHoe 3ajaHuie MOJDKHO BBIMOJHATBECA MOMOIyIbHO. OIlleHKa TaKxke

IMPOUCXOAUT OT MOAYJISI K MOJYJIHO.

3. MOAVYJIA 3AJIAHUSA U HEOBXO/IUMOE BPEMSI
Monaynu u Bpemsi cBeJieHbI B Tabuiie 1

Tabmuma 1.
Bpewms Ha
HaumenoBanue Mmoyist Pabouee Bpems

3aJjaHne

1 | Mogayns 1: IToaroroBka u odopmiieHHE JOKyMEHTa C109-00 - 12-00 3 gaca

2 |Mopaynsb 2: JlokyMeHTaIMOHHOE oOectiedeHrne paboThl ¢ C2 09-00 -12-00 3 yaca

MePCOHATIOM
C2 13-00-15-00 2 yaca
3 | Moayns 3: Opranuzamnusi JOKyMEHTO000poTa C1 13-00 - 16-00 3 yaca
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4 Monyns 4: DkcniepTr3a ICHHOCTH U UCTIOIh30BaHNE C3 09-00 - 12-00 3 yaca

APXUBHBIX JOKYMEHTOB H JICIT
C3 13-00 - 15-00 2 Jaca

Monayas 1: Iloaroroska u opopmjieHre J0KyMEHTA

YyacTHUKY HEOOXOUMO HAO0paTh U OPOPMUTH TEKCT JOKYMEHTA B COOTBETCTBHUHU C
TpeOOBaHUSIMH, OOBEMOM 5 CTpaHMIl, CBEPUTh CHOCKM Ha 3aKkoHbl P® wu npyrue
HOPMATHBHO-METOAUYECKUE JIOKYMEHTBl C HCIIOJIb30BAaHHEM CIIPABOYHO-IIPABOBOMU
cucteMbl.  JIOMOJHUTH HENOCTAIOIME [AHHBIE, WCIPABUTH JOIYIICHHBIE B TEKCTE
omn6Oku. Ilpu HEoOXOAUMOCTH BCTaBUTH B TMOJTOTOBJIEHHBIM TEKCT MPUIOKEHHUS,
PUCYHKH, cXeMbl, TIpaduku, TaOauubl. [ BBINOJHEHUS 3aJaHUsl yYaCTHUKY
npeasaraeTcsi TeKCT JOKYMEHTa Ha OyMa)KHOM HOCHTENE C MPaBKOW, HEOOXOIUMBIMU
BCTaBKaMHU.

IIpuMepHBIN aJIrOPUTM BbINOJHEHUSA 3a1aAHUA

1. TlogrotoBka pabGodero MecTa: BKJIIOUYEHHE OPITEXHUKH, IIPOBEpKAa MU
pa3MelIeHNEe KaHLIEIIPCKUX MTPUHAIEKHOCTEN.

2. H3ydyeHue KOHKYpPCHOTO 3aJaHusl.

3. H3yueHue npeacTaBI€HHOTO TEKCTa HA OyMa)KHOM HOCHUTEIIE.

4. CBepka TEKCTa, CHOCOK, TEPMHUHOB WJIH ONpPEAEIECHUNA C HOPMAaTUBHBIMU
JOKYMEHTaMU C UCIIOJIb30BAHUEM CIIPAaBOYHO-IIPABOBON CUCTEMBI.

5. HaOop nedaTtHOro m pyKomnucHOTO TEKCTa C y4E€TOM UCIPABIECHUMN, BHECEHHBIX
KOPPEKTYPHBIMU 3HAKAMHU.

6. BcraBka B TEKCT JOKYMEHTa BBIIEPKKM M3 HOPMAaTUBHOIO JOKYMEHTa C
HCIIOJIb30BAaHUEM CIIPABOYHO-TIPABOBOM CHCTEMBI.

7. CkanupoBaHue U 0pOpMIICHHE TPUITIOKEHU, BCTABOK K IOKyMEHTY.

8. ®opmatupoBanue U OPOpMIIEHUE TEKCTa JOKYMEHTA C y4e€TOM TpeOOBaHUM

I'OCT.
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9. CoxpaHeHuE TOTOBOrO JOKYMEHTa C NPUJIOKEHUSMHU B MAamKe MOJl CBOUM
KO/I0BBIM HOMEPOM.

10. BoIBoa 1OKyMEHTa U MPUIIOKEHHUH HA MEYaTh.

11. CoxpaHeHue Nanku ¢ JOKyMEHTOM Ha (pJiei-HOCUTeIe.

12. Tlepenava nokymeHTa U (JICII-HOCUTENS SKCIIEPTaM JJIsl OLICHUBaHMS.

13. YO6opka pabodero mecra.
Moayas 2: lokyMeHTallHOHHOE o0ecieueHne padoThl ¢ EPCOHAIOM

YyacTHUKY HEOOXOJUMO BBIOTHUTH JOKYMEHTUPOBAHHUE CIEAYIOIIUX KaIPOBBIX
oTiepalnii: MPUHATH paOOTHHUKA HA MOCTOSIHHYIO pad0Ty, BPDEMEHHO MIEPEBECTH HA APYTYIO
JIOJDKHOCTb,  O(OPMHUTH  €XKETOJHbIM  OIUIAYMBAEMbIH  OTIYCK, IMpPUBJIEYb K
OTBETCTBEHHOCTH 3a HapylIeHUE TPYJOBOM AUCIUIUIMHBI, MOOLIPUTh pabOTHUKA,
KOMaHJIUPOBaTh PaOOTHUKA, YBOJHUTH PAaOOTHUKA, W3MEHHUTH TMEPCOHATLHBIC JTaHHBIC
paboTHHKa, OPOPMUTH BHYTPEHHEE COBMEIIICHUE.

Ha ocHOBaHMU TpeACTaBIECHHBIX TPYJOBBIX JOTOBOPOB, JOMOJIHUTEIBHBIX
COIVIAIIIEHUW, 3asBIICHUM, MNPEIJIOKEHUN, YBEAOMJICHHMHM W MHBIX JIOKYMEHTOB C
pe3oJiorued pykoBOJIUTENI HE0OX0auMo O(OPMUTH MPHUKa3bl MO JUYHOMY COCTaRBY,
3aMOJHUTh TPYJIOBbIE KHIDKKM W JIMYHBIE KapTOUYKH paboTHUKOB ¢opmbl T-2 (B
3aBUCUMOCTH OT CUTYAIINH ), 3apETUCTPUPOBATH JOKYMEHTHI B PETUCTPAITMOHHBIX hopMmax,
MOATOTOBUTH BBIMKMCKY U3 MPUKa3a, 3al0THUTH Tabeab yueTa padodero BpemeHu. Beero
JUISl BBITIOJTHEHUS 3aJjaHusl YYacTHHKY mpezaraercss 10 KOMIUJIEKTOB JOKYMEHTAIIHH.

J1oJKHBI OBITH OopMIIeHBI Bce 10 KOMIUIEKTOB.

IIpyMepHBIN AJrOPUTM BbINOJHEHUSA 3a1aHUSA
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1. [ToaroToBka paboyero wmecra: BKIIOYEHHE OPITEXHUKH, IIPOBEpKA W
pa3MENICHUE KaHIEIAPCKUX MTPUHAJICKHOCTEN, pa3MEIICHUE JOKYMEHTOB.
2. N3ydyeHne KOHKypCHOTO 3a/1aHUSI.
3. Cucremaru3zanusi JOKyMEHTOB 10 KaIPOBBIM OIEPALUSIM.
4, Odopmienue TpuKa3oB 1O  JUYHOMY COCTaBy Ha  OCHOBAHUU

MIPEACTABICHHBIX JIOKYMEHTOB: TPYAOBBIX TOTOBOPOB, IOMOTHUTEIBHBIX COTJIANICHUH,
3asBJICHUH PaOOTHUKOB, JOKIAJHBIX 3aMUCOK, MPEAJIOKCHUN, YBEIOMJICHHA M HWHBIX
JOKYMEHTOB C pe3ojronuell pykoBoauTens. [Ipu oopmiaeHun Npuka3oB y4aCTHHKOM
UCIIONIb3yeTCsl yHUuUIMpoBaHHas ¢opma MpHUKaza MO0 JUYHOMY COCTaBy, JUJISl TOWCKA
YHUPHUITIPOBAHHON (DOPMBI UCTIONB3YETCs CIIPABOYHO-TIPABOBAs CHCTEMA.

o. Odopmiienne TpynoBoit KHIKKH MPU HEOOXOAUMOCTH

6. O6paboTka M perucrpaius KaJpOBBIX JOKYMEHTOB B PETHCTPAIIMOHHBIX

bopmax. @opMma xKypHajia perucTpalii B 3JIEKTPOHHOM BapHaHTE.

7. Odopmrnenue Jlnunpix kapTouek Gopmsr T-2.

8. 3anosiHeHUE Tabess yuyera pabodyero BpeMeHHU Ha JaHHBIX paOOTHUKOB.

Q. CucremaTu3anus 1 COXpaHEHHE JOKYMEHTOB B MamKe MOJ] CBOUM KOIOBBIM
HOMEPOM.

10. BeiBog Ha mnedaTth BCEX CO3JIaHHBIX JOKYMEHTOB, BKJIIOUas >KYpHAJIbI
peructpauuu u Tabesb yuera pabodyero BpeMeHH.

11. CucremaTtu3zanus KaJpoBbIX JOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE B IarKe-
perucrparope.

12. Coxpanenue Ha (JelI-HOCHUTENE MalKU C KaJpOBBIMU JOKYMEHTaMH H
PEruCTPallMOHHBIMU (POPMAMH.

13. TIlepenaua JOKYMEHTOB U (pJIEHI-HOCUTENS SKCIIEPTaM JJIsi OLICHUBAHUS

14. Vo6opka pabodero Mecra

Moayas 3: Opranusanusi A0KyMeHT0000poTa
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YyacTHUKY HEOOXOIMMO 3apPErUCTPUPOBATH BXOASAIINE, UCXOISIINE U BHYTPEHHHE
JOKYMEHTBbl OpraHU3allMM B >KypHAJIlaX PETUCTpalMu. Y4YacTHUKY mpenactaBieHbl 30
JOKYMEHTOB B KOHBEpPTax, Ha OyMaXHOM U 3JIEKTPOHHOM HOCHUTEISX, 3JIEKTPOHHBIC
KypHaJbl peructpanuu. Heo0xoauMo 3aperucTpupoBaTh JOKYMEHTHI B COOTBETCTBHUH C
MX Ha3HAYEHUEM B KypHaJlaX M MPOCTAaBUTh HEOOXOAMMBIE PEKBU3UTHI HA JOKYMEHTAX.
[Tpu BeIIOTHEHNH PabOTHI UCITONIB30BaTh HOMEHKIATYpy Aen opranu3anuu, MHCTpyKIuio
no jaenonpou3BoicTBY. Ilocie peructpanuu — co3narh CIpPaBOYHYIO 0a3y JAHHBIX IO
JOKyMEHTaM opraHu3aiuu. [loaroToBuTh CBOJAKY MO KOHTPOJIO HUCIOJIHEHUS

JIOKYMEHTOB.
IIpyMepHbINA AJITOPUTM BbINOJHEHHUS 3a1aHUA

1.  TlogroroBka paboyero mecrta: BKIIOYEHHE OPTTEXHUKH, TPOBEpPKa W
pa3MelieHne KaHLIEIIPCKUX MPUHAICKHOCTEH, pa3MelleHne JOKYMEHTOB.

2.  H3ydeHue KOHKYPCHOTO 3aJaHMsl.

3 CucremaTu3anus JOKyMEHTOB 10 BUAaM JOKYMEHTOIOTOKOB.

4. OT60p TOKYMEHTOB JJIsl pETUCTPALIHH.

3) Peructpanus u 06paboTka BXOASIIUX JOKYMEHTOB

6 OO06paboTKa U perucTpars UCXOAITNX U BHYTPEHHUX TOKYMEHTOB

7. CkaHnpoBaHME JOKYMEHTOB U UX IPUKPEIUICHUE K PETUCTPAIIMOHHON 3aTUCH
JUIsL cO371aHust 0a3bl JaHHBIX MO JOKYMEHTaM OpraHU3aI[iH.

8. CoxpaHeHHe MeYaTHBIX JOKYMEHTOB U PETUCTPAIIMOHHBIX (JOPM B TIATIKE MO/
CBOMM KOJIOBBIM HOMEPOM

9. BriBog Ha meudaTh OJKypHQJIOB pETUCTpaliii ¥ WX OQOpMIICHHE B
cooTBeTCTBUU ¢ HOMEHKIaTypou nien

10. ITloaroToBka CBOJKH MO KOHTPOIIO UCTIOTHEHHS TOKYMEHTOB.

11.  Cucremarusaius 00paOOTaHHBIX TOKYMEHTOB

12. Coxpanenue Ha (uen-HOCHTENE TTANKK ¢ 0a30i JaHHBIX 0 JOKYMEHTaM
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13. Ilepenaua xypHajoB ¥ TOKYMEHTOB JKCIIEpTaM JJIs OIICHUBAHUS

14. YO6opka pabodero mecra

Moayab 4: JkcnepTu3a EeHHOCTH M MCII0JIb30BAHHE APXUBHBIX JOKYMEHTOB U J1€J1

Y4acTHUKY HE0OXOIMMO IPOBECTH HKCHEPTU3Y LIEHHOCTH JIOKYMEHTOB M JIE.
ChopmupoBaTh  J€7a MOCTOSIHHOTO, BPEMEHHOTO XpaHEHUS U MO JUYHOMY COCTaBy.
OdopMuTh 0OJIOKKH €7, HPOHYMEPOBATH JIUCThL, O(QOPMUTH BHYTPEHHUE OIMCH
JOKYMEHTOB /€]l IpPU HEOOXOAMMOCTH, O(OPMHUTH JMCThI-3aBepUTENU. Bceero s
BBITIOJTHEHUSI 3aJ]aHusl YYaCTHHUKY mpezuiaraercs 8 nen. JJomkHbl ObITh 0(OpMIICHBI BCE
Jiella ¥ COCTAaBJEHBl ONMCHU JEJ IOCTOSHHOIO XPAaHEHUs M II0 JMYHOMY COCTaBy.
IToaroToBUTE apXMBHYKO CIIPAaBKy IO 3ampocy. Y4YaCTHHKaM IIPENOCTAaBIIEHBI Jela
oopmIIeHHbIE, YacCTUYHO OGOpMJICHHbIE, B pOCCHINU. [l BBIMOJHEHUS 3a/aHus

UCroiabp30BaTh HoMeHknaTypy aen.
IIpuMepHBINA aJrOPUTM BbINOJHEHUS 3a1aAHUA

1. IloaroroBka pabGouero MecTa: BKJIIOYEHHE OPITEXHUKU, IMpPOBEpKa U
pa3MellIeHNEe KaHIEISPCKUX IPUHAIICKHOCTEN, pa3MEILICHHUE JE.

2. W3ydeHue KOHKYPCHOTO 3aJaHMsl.

3. Opranuzanuss M NPOBEJIECHUE 3KCHEPTH3bl LEHHOCTH MPEICTABICHHBIX
JOKYMEHTOB U JIe]1 ¢ OOPMIIEHHEM IIPOTOKOJIA SKCIIEPTHON KOMUCCHUHU.

4.  T'pynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B Jeia, (pOpMHpOBaHHUE el U3
POCCHIIIA Ha OCHOBAHWM NpeacTaBieHHOo HoMeHknarypsl nen.

d. Caepka chopMUpOBaHHBIX JIeTT HA COOTBETCTBHE 3aroioBKaM HoMeHKIaTyphI
ne.

6. IlpoBepka npaBUIBLHOCTH (POPMUPOBAHUS JTOKYMEHTOB BHYTpHU Jela, MpU
HEOOXOJMMOCTH COCTaBJIEHWE BHYTpeHHel onucu aena. [Ipu cocraBiennn BHyTpeHHEH

OMKMCH MOXET OBbITh MCHOJB30BaH OJaHK BHYTPEHHEW ONUCH, MPEayCMOTPEHHBIH
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HOPMATHBHBIMH JOKyMEHTaMHu. J[7s1 BBIMTONHEHWS OTOTO 3aJaHHS HCIOJIb3YeTCs
CIIPaBOYHO-TIpABOBasi cUCTeMa. BHYTpeHHssi onmuch MOXET ObITh OpopMieHAa Kak B
AIIEKTPOHHOM BHJI€ W pacreudaraHa, a Takke Ha OyMa)KHOM HOCHUTENE PYKOIHCHBIM
CIIOCOOOM.

/.  Hymepauuss nuctoB naena u odopmiienwe mnucrta-zaBeputens. llpu
o(OpMIICHUHU JHCTA-3aBEPUTENSI MOXKET OBITh HCIIOIB30BaH OJaHK JIMCTa-3aBEPUTEIS,
IPEeIyCMOTPEHHbIH HOPMATUBHBIMU JOKYMEHTaMH. JJis BBINOJIHEHUS ATOTO 3aJaHMs
JOJHKHA OBITH MCIIOJBb30BaHa CIPABOYHO-TIpaBoBasi cuctema. JIncT-3aBepuTenb JOHKEH
OBITh 3aII0JIHEH PYKOITMCHBIM CIIOCOOOM.

8. OdopmiieHre 0O0JOXKH Jiesla MOCTOSHHOTO, BPEMEHHOTO XpaHEHUsS U IO
JUYHOMY COCTaBy JUIsl TIEpeladd Ha apXuBHOE xpaHeHue. [Ipw BhIMOSHEHWU 3aaHUs
MOET OBITh MCHOJb30BaHa GopMa OOJIOKKHU Jelia, IPeIyCMOTPEHHAass HOPMATUBHBIMU
NOKyMeHTamu. J1Jisi BBITIOJIHEHUS 3TOTO 3aJ]aHusl MOXKET OBbITh UCIIOJIb30BaHa CIIPaBOYHO-
npaBoBast cucrteMa. OOJOKKa MOXKET OBbITh O(POpMIIEHa KaK B 3JIEKTPOHHOM BHUJAE U
pacrneyaTaHa, a Takke Ha OyMa>KHOM HOCHUTEJIE PYKOTUCHBIM CIIOCOOOM.

9.  BpIBOj Ha meyYaTh BCEX CO3JaHHBIX JOKYMEHTOB.

10. PasmemieHne BHYTPEHHHMX OIMCEH, JIMCTOB-3aBEpUTENICH B  Jeiax,
NPUKPEIUICHUE 00JIOKKHU K JIeTIaM.

11.  CoctaBnenue u odopmiieHHE OMHCH JAEN IMOCTOSHHOTO XPaHEHUS M IO
JUYHOMY COCTaBYy, COCTaBJICHHE aKTa HA YHUYTOXEHUE e C HCTEKUIMMHU CpPOKaMu
XpaHCHHSI.

12. TloaroToBUTH apXHBHYIO CIIPABKY IO 3aIPOCY.

13. CoxpaHeHue CO3JJaHHBIX JOKYMEHTOB Ha pabo4eM CTOJIE€ B TAIKe MO CBOUM
KOJIOBBIM HOMEPOM

14. CoxpaneHue Ha ¢JeHI-HOCUTEIIE MAaKU ¢ IOKYMEHTaMu

15. Ilepemaua odopmieHHbIX fAen ©W  GISH-HOCUTENS JKchepTam Ui
OIICHUBAHUS

16.  YOopka pabouero mecra
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4. KPUTEPUU OLNEHKH

B nmanHom pasnmene omnpeneneHbl KPUTEPUU OICHKUA M KOJMYECTBO HAYMCIISIEMBIX
O0aoB (CyOBEKTHMBHBIE M OOBEKTUBHBIC) Tabimuia 2. OOmiee KOJIMYeCTBO OaIoB

3a/IaHUs/MOJTYJIs TIO BceM kpuTepusiM orieHku coctasisiet 100.

Tabmuma 2.
Ouenkn
Pasnen Kpurepuii Cyo0bexTuBHasi | O0beKTHBHAasA Oonras
(ecsu 31O
NPHUMEHUMO)

A Mopyns 1: TloaroroBka u 0 21 21
odopmileHHe JOKYMEHTa

B Mopyns 2: JIokyMEeHTallMOHHOE 0 28 28
obecrieueHre paboTHI C MIEPCOHATIOM

C Mopyns 3: Opranuzarus 0 23 23
JOKYMEHTO00O0poTa

D Monyns 4: DkcniepTr3a IEHHOCTH U 0 28 28
WCTIOJIh30BaHUE APXUBHBIX
JTOKYMEHTOB H J€T

Hroro 0 100 100

Cy0bexTuBHBIE OLleHKH - He npuMennmo.
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