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1. ®OPMbI YYHACTHUSA B KOHKYPCE
NuauBuayanbHbli KOHKYPC.
2. SAJAHUME JJ1s1 KOHKYPCA
ConepxanreM KOHKYPCHOTO 3aJJaHUS ABIIIOTCS paboTHI o

JOKYMEHTAIIMOHHOMY OOECII€UECHHUIO YIPaBJICHUS U apXUBOBEJACHUIO. YYaCTHUKHU
KOHKYpCa IIOJy4alOT HHCTPYKLUMIO U B COOTBETCTBUM C YCJIOBHEM MOIYJSA ITAKET
NOKyMeHTOB. KOHKypCHOe 3agaHWe HMEET HECKOJIBKO MOIYJIEH, BBIINOJHIEMBIX
IIOCJIEIOBATEIBHO.

KoHkypc BKIIIOUAaeT B c€0sl BBIIIOJTHEHUE PA3JIMYHBIX MPOLECCOB JIEATEIBHOCTH
0 OPTraHMU3alMOHHOMY M  JIOKYMEHTAallMOHHOMY OOECHEYEHHIO JesTEeIbHOCTU
OpraHu3aluu.

OKOHYaTENbHBIE AaCHEKThl KPUTEPUEB OLIEHKU YTOYHSIOTCS WICHAMH JKIOPH.
OneHka NpPoOU3BOJUTCA KaK B OTHOILIEHHWU pabOThl MOAYJEH, TaKk U B OTHOLICHUH
MpoIIEcCa BBINOJHEHUSI KOHKYPCHOM pa0oThl. Eciin y4acTHUK KOHKYpca HE BBIIOIHSET
TpeOOBaHMUSI TEXHUKH O€30IaCHOCTH, IOABEPraeT ONAacHOCTH ce0s WM APYyrux
KOHKYPCAHTOB, TAKOM YYaCTHUK MOKET OBITh OTCTPAHEH OT KOHKYypCa.

Bpewms u neranmn KOHKYpPCHOTO 3ajaHus B 3aBUCUMOCTH OT KOHKYPCHBIX yCJIOBUUI
MOTYT ObITh U3MEHEHBI YWICHAMHU JKIOPU.

KonkypcHoe 3amaHue HOJDKHO BBINOJHATBCA MOMOAYJBHO. OLEHKa Takxke
MIPOUCXOAUT OT MOZYJISI K MOZYJIIO.

3. MOAYJIA 3AJAHUSA U HEOBXO/INMOE BPEMS
Monynu u Bpemsi cBeieHbI B Tabiuile 1

Tabmuma 1.
Bpewms Ha
HaumenoBanue monyins PaGouee Bpems
3aJlaHue
1 Moyib 1: TToaroToBka TEKCTOBOTO JIOKYMEHTA C2 09-00 - 13-00 4 yaca
2 | Moayns 2: JlokyMeHTaIIMOHHOE obecrieueHre paboThl ¢ C1 10-00 -13-00 3 yaca
MEPCOHAIOM
C1 14-00-16-00 2 qaca
3 | Monayns 3: Opranuzamnusi TOKyMeHTO000poTa C2 14-00 — 17-00 3 gaca
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4 Monyns 4: DkcniepTr3a IEeHHOCTH C3 09-00 - 12-00 3 yaca

o0ecrieyeHne COXPAaHHOCTH JIOKYMEHTOB U JIEJ
C3 13-00 - 15-00 2 Jaca

Moayab 1: IIoaroroBka TeKCTOBOI0 J0OKYMEHTA

YdacTHUKYy HeoOXoauMo HaOpaTh U 0popMUTH TeKCT J{OMKHOCTHOW MHCTPYKLIHUU
B COOTBETCTBUH C TPEOOBaHUAMHU, O0BEMOM 5 CTpaHMIL, CBEPUTh CHOCKU Ha 3aKOHbI PO u
JIpYru€ HOPMaTHBHO-METOJUYECKHE JOKYMEHTHI. JlOMOJHUTH HENOCTAIOLIUE JaHHBIE,
UCIPaBUTh JIONYILIEHHbIE B TeKcTe owmuoOku. Ilpu HeoOXoaumocTH BCTaBUTH B
MOATOTOBJICHHBIN TEKCT TaOJULbI. JIJIs BBIMOJHEHUS 33JaHUsl YYACTHUKY MpeaiaraeTcs
TEKCT JOKyMEHTa Ha OyMa)XHOM HOCHUTENIE C KOPPEKTYPHOU MPaBKOW M PYKOIMUCHBIMHU
BCTAaBKaMH.

[IprMepHBIN aarOpUTM BBINIOJHEHHUS 3a1aHHUS.

1. IloaroroBka pabouero MecTa: BKJIIOYEHHUE OPITEXHUKH, TIPOBEpKa U
pa3MeIleHNE KaHIEISIPCKUX TPUHAIJICKHOCTEMN.

2. H3yueHue KOHKYpPCHOTO 3aJaHusI.

3. H3yueHue npeacTaBI€HHOTO TEKCTa HA OyMa)XHOM HOCHUTEJIE.

4. CBepka TEKCTa, CHOCOK, TEPMUHOB WJIH ONpPEAEIECHUH C HOPMATHUBHBIMU
JOKyMEHTaMHU.

5. Halop neuaTHOro M pyKONHUCHOTO TEKCTa C yYE€TOM UCHpPaBJIECHUIN, BHECEHHBIX
KOPPEKTYPHBIMU 3HaKaMH.

6. BcraBka B TeKCT JOKYMEHTa BBIAEPKKU U3 HOPMATUBHOI'O TOKYMEHTA.

7. ®opmatupoBaHue U OPOpPMIIEHUE TEKCTa JOKYMEHTa C y4E€TOM TpeOOBaHUU
I'OCT.

8. CoxpaHeHHME TOTOBOIO JOKYMEHTa C MPUIOKEHUSMH B MamKe IOJ CBOUM
KOJIOBBIM HOMEPOM.

9. BpIBOJ IOKyMEHTA Ha NEYATh.

10. [lepenaua noKyMeHTa SKCIIepTaM JIsl OLEHUBAHUSI.

11. Y6opka paboyero mecra.
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MoayJab 2: JIokyMeHTaLMOHHOE o0ecrnieueHne padoThl ¢ EPCOHATIOM
Y4acTHUKY HEOOXOAUMO BBITIOJIHUTH TOKYMEHTHPOBAHHE KaIpOBBIX ONepalfii Ha
OCHOBAHMM NPEJCTABICHHBIX TPYAOBBIX JOTOBOPOB, 3asBICHUM, IIPUKA30B MO JINYHOMY
COCTaBy, CIIPaBOK, JOMOJHUTEIbHBIX COIJIAIICHUN, TpaduKa OTIyCKOB, HOMEHKJIATYpPbI
nen; ohOpMUTh TPHUKa3bl, 3aMOIHUTh TPYJAOBBIE KHIDKKM M JIMYHbIE KapTOYKH B
3aBUCUMOCTH OT CUTyalMH. Bcero muisd BBINOJHEHUS 3aaHusl YYaCTHUKY IPEJIaracTcs

10 koMIIIEKTOB OKyMEHTAMU. J{0JKHBI ObITh 0(opMIIeHbI Bce 10 KOMITJIEKTOB.

[IpuMepHBIN aarOpUTM BBINIOJIHEHUS 331aHUS:

1. [TonroroBka pabouero MecTa: BKIIOUYEHHWE OPITEXHUKH, IPOBEpKA U

pPasMCIICHHUC KaHICIITPCKUX HpPIHElI[JI@)KHOCTGﬁ, pasMCIICHNC TOKYMCHTOB.

2. N3ydeHne KOHKYpCHOIO 3aJJaHus.
3. CucreMaruzanus 10KyMEHTOB 10 KaJIpOBBIM OIEpaIUsIM.
4, Odopmnenue mpukazoB 1O JUYHOMY COCTaBy Ha  OCHOBaHUU

IPEJICTABICHHBIX JIOKYMEHTOB: TPYIOBBIX JOTOBOPOB, 3asABJICHUN pPaOOTHHUKOB,
TOKJIaTHBIX 3aMUCOK, MPEATOKEHUH, YBEIOMICHUN M UHBIX JOKYMEHTOB C PE30JIOIHEH
pykoBogutens.  [Ipm  odopmieHnrn  NpUKa30B  YYaCTHUKOM  HCIOJb3yeTcs
yHupumupoBanHas (Gpopma npukasa 1o JMIHOMY COCTaBY.

S. Odopmienne TpynoBoi KHUKKH IPU HEOOXOAUMOCTH

6. OOpaboTka W perucrpanvs KaJpoBBIX JTOKYMEHTOB B PETHUCTPAIIMOHHBIX

dhopmax. dopMma xxypHajaa perUCTPALMK B DJICKTPOHHOM BapUaHTE.

1. Odopmienne JIMUHBIX KapTOUEK.

8. 3anonHeHue Tabens yyera pabouero BpeMeHU Ha JaHHBIX PAOOTHUKOB

Q. Cucremaru3aiys U COXpaHEHUE JOKYMEHTOB B ITalKe I0JT CBOUM KOJOBBIM
HOMEPOM.

10. BeBog Ha meyaTh BCEX CO3JaHHBIX JOKYMEHTOB, BKJIIOYas KYpHAaJIbI
perucTpauuu u Tabenb yyeTa pabouero BpeMeHH.
11. Cucrtemaruzanusi KaJpOBbIX JOKYMEHTOB IO CHTyalUsiM Ha OyMa)KHOM

HOCHUTEJIC B TANKE-PETUCTPATOPE.
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12.  CoxpaHeHue Manku C KaJPOBBIMH IOKYMEHTaMH M PETUCTPALMOHHBIMU
dbopmamu.
13. Tlepenaua MOKYMEHTOB SKCIIEPTaM JIJIsl OLICHUBAHUS

14. VY6opka pabouero mecra

Moayas 3: Opranu3anusi J0KyMeHT0000poTa
VYyacTHUKY HEOOXOIUMO 3apETUCTPUPOBATH BXOAAIINE, UCXOASIINE U BHYTPEHHUE
JOKYMEHTBI TPEANpUITHs B KypHaiax peructpauuu (50 HTOKYMEHTOB). YYacTHUKY
MPE/ICTABICHBl JOKYMEHTHl B KOHBEPTAaX, Ha OyMa)KHOM U JJIEKTPOHHOM HOCHUTEJISX,
AIEKTPOHHBIE KYPHAJIBI PETUCTPALMU. 3aPETUCTPUPOBATH TOKYMEHTHI B COOTBETCTBUU C
YX HAa3HAUYCHHUEM B XypHaJlaX U MPOCTABUTh HEOOXOJMMbIC PEKBU3UTHI HA JIOKYMEHTHI.
[Ipu BbIMOTHEHHMH pabOTHI HcHoOJb30BaTh HomeHknatypy nen mnpeanpusitus. [locne
perucTpalMd — C€O3JaTh CIPaBOYHYIO 0a3y [aHHBIX MO JIOKYMEHTaM JIaHHOTO
MPEANPUATHS.
[IpuMepHBIN anrOpUTM BBIIIOJHEHHUS 3 JaHUS:
1. [TonroroBka paboudero MecTa: BKJIIOYEHHE OPITEXHHUKH, IPOBEPKA U

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

2. N3yueHne KOHKYpCHOTO 3aJaHusl.

3. Cucremarusaiys JOKyMEHTOB 110 BUJIaM JJOKYMEHTOIIOTOKOB.

4. OT60p TOKYMEHTOB /JIsl PETUCTPAIIUH.

5. Perucrparus u o6paboTka BXOASIINX JOKYMEHTOB

6. [TonyyeHue MOKYMEHTOB IO DJJIGKTPOHHOM mMouTe, MX 00paboTKa, MpH

HE00XOAMMOCTH — MOJTOTOBKA U OTIIPaBKa OTBETA.

1. O06paboTka U perucTpalus UCXOASIINX U BHYTPEHHUX JTOKYMEHTOB

8. CkaHMpOBaHME JOKYMEHTOB M HX MPUKPEIUVIEHUE K PErUCTPalMOHHON
3aMucH AJisl co3aHus 0a3bl TaHHBIX M0 JOKYMEHTAM MPEIIPUSITUS

Q. CoxpaHeHHe TMEYaTHBIX JOKYMEHTOB M PETHCTPALMOHHBIX (OpM B mamke

moa CBOMM KOAOBBIM HOMEPOM
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10. BeBog Ha ImeyaThb JKYPHAJIOB PETHCTpAlMd W WX OQOpMIICHHUE B
cooTBeTCTBMM ¢ HOMEHKIIaTypou zien

11. Cucrematuzamnusi o00paOOTaHHBIX JIOKYMEHTOB IO TallkaM COIJIaCHO
Homenknarype nen.

12. Tlepemaua *ypHajaoOB M TOKYMEHTOB dKCIIEPTaM JJIsi OIICHUBAHHUS .

13. VYo6opka pabouero Mecra.

Mopyab 4: JkcnepTu3a HEeHHOCTH U o0ecrieyeHre COXPAHHOCTH JOKYMEHTOB U J1eJI

VY4acTHUKY HEOOXOAMMO OPraHU30BATh IKCIEPTU3Y LIEHHOCTU IOKYMEHTOB H JEJI.
[Tpu HeoOxomumMocTH cHOpMUPOBATH J€J1a TOCTOSSHHOTO, BpDEMEHHOI'O XpaHEHUs U Jelia
o JMYHOMY cocTaBy. OQOopMUTH OOJOKKH [€J]l, TPOHYMEPOBaTh JIHUCTHI, O()OPMUTH
BHYTPEHHUE ONHCH JIOKYMEHTOB JieJ1 HpU HEOOXOAUMOCTH, O(POPMUTH JIHCTHI-
3aBepuTeNd. Beero Juist BRINOMHEHUS 3a/laHusl YYacTHUKY Hpesyiaraetcst 8 nen. JlomKHBI
ObITh O(OpPMIIEHBI BCE JEJIa M COCTAaBJIEHBI OMUCH JI€Nl MOCTOSHHOTO XPaHEHHUs, W IO
JUYHOMY COCTaBy. Y4YacTHHKaM IIPEIOCTABJICHBI Jejla YacTUYHO OQOpMIICHHBIE, B
pocceinu. J{J1d BEINOJHEHUS 3aJaHNs UCNIOJIb30BaTh HoMeHKnarypy nei.

[IpuMepHBIN aarOpUTM BBINIOJHEHHUS 3a1aHHUS.

1. [TonroroBka paboudero MecTa: BKJIIOYEHHE OPITEXHHUKH, IPOBEpKA U
pa3MenieHne KaHUEIAPCKUX MPUHAIIEKHOCTEN, pa3MELIEHUE JEN.

2. W3ydyeHne KOHKYPCHOT'O 3a[aHMsl.

3. Opranusanuss M TPOBEIECHUE SKCHEPTU3bl LEHHOCTH NPEJCTABICHHBIX
JOKYMEHTOB M JIe]1 ¢ 0(hOPMIIEHHEM MPOTOKOJIA SIKCIIEPTHON KOMUCCUU

4, ['pynnupoBKa HCIOJHEHHBIX JOKYMEHTOB B Jiena, (JOpMHUpPOBAHHE NET U3
POCCHIIIM HA OCHOBAHUU IIPEACTAaBICHHON HOMeEHKIIaTyphl €.

S, CBepka  copMHpOBAaHHBIX JIeJI Ha  COOTBETCTBHE  3arojloBKaM
Howmenknatyps! nei.

6. [IpoBepka mpaBUIBHOCTH (POPMUPOBAHUS JOKYMEHTOB BHYTPH Jeia, MPHU
HEO0OXOJAMMOCTH COCTaBJIeHWE BHYTpeHHeH omucu jaena. [Ipu cocTaBieHUN BHYTpEHHEH

OMHCH MOXET OBbITh HCHOJB30BaH OJaHK BHYTPEHHEW OMHUCH, MNPEAYCMOTPEHHBIN
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HOPMATHUBHBIMU JIOKYMEHTaMH. BHYTpeHHss OMUCh MOXET OBITh odopmileHa Kak B
AJIIGKTPOHHOM BHJIE€ M pacleuaTaHa, a Takke Ha OyMa)KHOM HOCHTENE PYKOMUCHBIM
CIIOCOOOM.

7.  Hywmepamus mmcroB nena u  odopmieHHe JucTa-3aBeputens. [lpwu
oopMIIEHUN JHCTa-3aBEPUTENII MOXKET OBITh HCMOJIh30BaH OJAHK JIMCTa-3aBEPUTEIS,
NPeTyCMOTPEHHBI HOPMATHBHBIMH JOKyMEHTaMH. JIMCT-3aBepUTENh JOHKEH OBITH
3aI0JIHEH PYKOMUCHBIM CITIOCOOOM.

8.  OdopmieHnne oOJOXKKHU Jeja MOCTOSHHOTO, BPEMEHHOIO XPaHEHUS U IO
JUYHOMY COCTaBy JJIsl Nepelayd Ha apXuBHOE XpaHeHue. [Ipu BbINMONHEHHMU 3alaHus
MOJKET OBITh HCIONBb30BaHa (popma OOJOXKKH Jena, MpeayCMOTPpEeHHAsT HOPMaTUBHBIMH
JOKyMeHTaMu. J{Jisl BBIIOJIHEHUS 3TOTO 3aJaHUsI MOXKET ObITh MCIOJIb30BaHa CIIPAaBOYHO-
npaBoBas cucrema. OOJ0KKa MOXET ObIThb O(OpPMIIEHA Kak B 3JEKTPOHHOM BHUJAE H
pacreuaTaHa, a Takke Ha O0yMa)KHOM HOCHUTEJE PyKOIMUCHBIM CIIOCOOOM.

9.  BbIBOA Ha me4aTh BCEX CO3JaHHBIX TIOKYyMEHTOB

10. Pa3memienue BHYTPEHHUX OIHKCEH, JIHMCTOB-3aBEpUTENIEd B  Jenax,
MPUKpPETIICHUE 00JIOKKH K J1esIaM

11. CocraBnenre U odopmiIeHHE OMUCH el MOCTOSHHOTO XPaHEHUS U TI0
JUYHOMY COCTaBY, COCTaBJICHHME aKTa Ha YHHYTOXEHHE JIeJ C HMCTEKIIMMH CPOKaMHU
XpaHECHHUSI

12. CoxpaHeHue CO3/IaHHBIX JOKYMEHTOB Ha pabodeM CToJie B TANKe MOl CBOUM
KOZIOBBIM HOMEPOM.

13. Ilepenaua ohopMIICHHBIX JI€J SKCIIEPTaM JJIs OLICHUBAHMS

14.  Vo6opka pabouero mecra.

4. KPUTEPUHU OLUEHKH
B nanHoM paszene omnpenesieHbl KPpUTEPUH OLIEHKU M KOJIMYECTBO HAYMCIISIEMBIX

O0aoB (CyOBEKTHMBHBIE M OO0BEKTHBHBIC) Tabimmia 2. OOmiee KOJIMYeCTBO OasjioB

3a/IaHUS/MOJTYJIsl TIO BCeM KpuTepusM orieHku coctanisier 100.
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Tabmuma 2.
Paznen Kpurepuit OueHku
CyObeKkTuBHas OO0BeKTUBHAS O06mas
(ecau 3TO
IIPUMEHHUMO)

A Monyns 1: IloaroroBka TEKCTOBOTO 0 25 25
JIOKyMEHTa

B Monynb 2: JIokyMeHTallMOHHOE 0 25 25
obecrnieueHne pabOTHI C IEPCOHATIOM

C Mogpyns 3: Opranuzanus 0 25 25
JOKYMEHTO000pOTa

D Mopynb 4: DkcnepTu3a IEHHOCTH U 0 25 25
o0ecrieueHne COXpaHHOCTU
JIOKYMEHTOB U JIeJI

Hroro 0 100 100

CyObexkTuBHBIC OLIeHKH - He mpuMeHnmo.
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