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1. Onucanue KOMIETeHINH

1.1 AKTyaJlbHOCTH KOMIETEHIHHI

JIOKyMeHTaIMoHHOe OOeclieueHre YIpaBIeHUsI MPEACTaBIsieT cO00M OTpacib JESATENbHOCTH,

00eCTIeYnBAarOIIy 0 COCTaBICHUE U 0QPOpMIICHHE ODUIMATIBHBIX CITYKEOHBIX JOKYMEHTOB, X 00paboTKy
u xpanenue. Kommnerenus «/lokyMeHTalmoHHOE 0OecTieueH e yIpaBIeHUs U apXUBOBEICHNE) UMEET

OTPOMHOE IPAKTUYECKOE 3HAYEHHE, YYUTHIBAas, YTO JOKYMEHTHI PEryJUpYyIOT YHPaBJICHUECKYIO
JeATeNbHOCTh B JI00OW OpraHm3allid  HE3aBUCUMO OT HANpaBICHUS €€ JEATeNbHOCTH U

OpraHM3alMOHHO-TIPaBOBON  (hopMBbL. JIOKyMEHTalMOHHOE O0ecredeHne — BaKHEUIIas CTOPOHA
JEATEIHOCTH PA3IMYHBIX YUPEXKICHUH, OpraHU3aluil U IPEANPHUATHA. B COBpEMEHHBIX yCIOBUSIX IS
HOBBIIIEHUS 3((HEKTUBHOCTH YIPABICHHS HEOOXOJMMO COBEPIIEHCTBOBATH PA0OTY C TOKYMEHTaMH, TaK
KaK BCSIKOE yIpaBJICHYECKOE pelleHne Beeraa 6asupyercs Ha HH(popManny, Ha CIIy>KeOHOM JIOKyMEHTE.

B noxymeHTax orpaxkaroTcs U (PUKCHPYIOTCS BCE CTAIMM YIIPAaBIEHUYECKOro Impolecca. 3HaHUe
OcHOB Jienonpou3BoacTa U JIOY Heo0X0oauMo Jr000My COBPEMEHHOMY CHELUAINUCTY, TaK KaK UMEHHO
JOKYMEHT KaK 3a()MKCHpOBaHHAs Ha HOcHUTeNe MH(opManus, UMeromas IOpUINUECKYI0 CHITY, CITy>KUT
OCHOBHBIM A0Ka3aTCJIbCTBOM TOI'O MJIX MHOT'O (baKTa ACATCIBHOCTH B pa3JIMYHBIX OTpaCJIAaX. HOBTOMY oT
TOIr'0, HACKOJIbKO NPaBUJIbHO OHU COCTABJICHBI M KaK OPraHr30BaHa pa60Ta HHUMH, BO MHOI'OM 3aBHCHUT
CBOEBPEMEHHOCTh M IPAaBWJIBHOCTh NPHUHATUS YIpaBIeHUECKUX peuieHui. Opranuzanus paboThl ¢
JOKyMEHTaMH BJIMSCT Ha ONEPAaTUBHOCTh W YETKOCTh ()YHKIMOHHPOBAHUS ammapaTa yIpaBlICHHs, Ha
3¢ (HEKTHBHOCTH MPUHATHSI YIPABICHYCCKUX PEIICHUI U JJOBEICHUS UX JI0 CBEACHUS 3aMHTEPECOBAHHBIX
1L,

Pabora c tokyMeHTaMu — 3TO BakKHas 4acThb JESATEIbHOCTH BCEX CTPYKTYPHBIX MO/Ipa3/IeIIeHUi U
opraHu3anuu B 1eaoM. Kaxaplil JOKYMEHT OTpa)aeT ONpeAeieHHYIO YNpPaBICHUYECKYIO0 (YHKIHIO, U
paboTta ¢ HUM TpeOyeT MakCUMyMa BHUMaHMs, YeTKOCTU U onepaTMBHOCTU. KauecTBeHHas1, ObIcTpast U
olfepaTuBHAs MOATOTOBKA JOKYMEHTOB TPeOYeT CIeHabHbIX HABBIKOB, MTyOOKUX 3HAHWM, OOJIBIIOrO
OIIbITA. CHGHI/IaJ'H/ICT o AOKYMCHTAIMOHHOMY o0ecIeueHHIO YOpaBJCHUA, ApXUBUCT OTBEYACT 3a
OpraHM3aIfI0 JTOKYMEHTAIlMOHHOTO O00ecleyeHus] ynpaBieHUs U (PYHKIMOHUPOBAHUS OpraHU3alluy,
OpraHu3aIUI0 ApXUBHOM U CIIPpaBOYHO- MH()OPMAIIMOHHON pabOThI O JOKYMEHTaM OpraHHU3alllu.

[ToreHanbHBIMU pabOTOAATEISIMU IO JJAHHOM KOMIIETEHIIMU SIBJSIFOTCS OpraHU3aluu JIF0OOoH
OpraHu3alMOHHO-TIPaBOBON (opMbl. OcBOeHHE KOMIIETeHIUH «JlOKyMEHTallMOHHOe obecreueHue
YVOpaBJI€HUS M AapXUBOBEIEHUE» OTKPHIBAET IIHPOKHE TMEPCHEKTUBbI [UIsl MpodecCHOHaTbHON
caMopeai3anuy ¥ BO3MOKHOCTH TPYAOYCTPONCTBA, UCXOS U3 TOTO, 4TO npodeccus CrenuanicT 1o
paboTe ¢ JOKyMEHTaMH M apXMBaMu (B TOM 4HCJE 3JEKTPOHHBIMM) BXOAUT B Tom-50 Hambonee
BocTpeOOBaHHBIX mpodeccuil. Haunbonmee BaXHBIMH, € TOYKH 3pEHHMS BOCTPEOOBAHHOCTH Ha
pervuoHaJIbHOM U (peliepaJbHOM YpOBHSX, SBIAIOTCS Takue Mpodeccuu, Kak JOKYMEHTOBEN,
JIeTTOTIPOU3BOIUTENb, CEKPETAPh-aIMIUHHUCTPATOP, CICIUAINACT apXhBa, apXUBAPHYC, CHEIHUAIHUCT IO

AOKYMCHTAllTUOHHOMY 00eCIIeYCHUIO YHpaBJICHUSA, apXUBUCT.



1.1. Ccbuika Ha oOpa3oBaTeJbHbIH W/WJIHM PO¢ecCHOHATBbHBII CTAHIAAPT

(KOHKpeTHBbIe CTAHAAPTHI)

HIKoJabLHUKH CryaeHTbl CrenuajaucTbl

®I'OC CIIO no mpodeccun  |PI'OC CIIO no cnerumansHoctr | PI'OC CIIO mo cnenuaibHOCTH
46.01.03 46.02.01 JloxymenranmonHoe| 46.02.01 JloKyMeHTaImOHHOE
JlenonpousBoautenb  (yTB. [oOecrieueHre  ympaBiieHUsT ¢ OOecrieueHWe  YIpaBleHHUs |
[IPUKA30M ApXMBOBEIICHHE apXUBOBEJICHHE
Munnpocseuienuss ~ Poccun Munnpocsemenusi  Poccun o1 Munnpocemenust Poccun o7
or 14112023 Ne 857, |26.08.2022 Ne 778, 26.08.2022 Ne 778,
3aperuCTpUPOBAHO B [3apErUCTPUPOBAHO B MHMHIOCTE | 3aperucTpupoBaHo B MuHiocTe
MuHrocre Poccuu |Poccun 30.09.2022,| Poccuu 30.09.2022,
15.12.2023, Perucrparmonnsiii Ne 70318) Perucrpannonnsiii Ne 70318)
PerucrpanuoHHbIi Ne

76432) [Ipodeccuonanpuspiii cranmapt | [IpodeccnoHabHBINA CTaHIAPT

«Creraauct 1o
OpraHU3aLUOHHOMY U
JTOKYMEHTALHOHHOMY

o0ecrneyeHuno yIpaBIE€HUS
OpraHu3anuein» (yTB.

npukasom MunTpyaa Poccun
or 15.06.2020 Ne 333m,
3aperuCTPUPOBAHO B
Mumnrocte Poccnu 15.07.2020,

Perucrpanmonnsiii Ne 58957)

«Cnenuanucr 1o
OpPraHU3alMIOHHOMY u
JIOKYMEHTAllUOHHOMY

00ecreyeHmo yIpaBIeHUs
OpraHM3aLuei» (yTB.
npukasoM MuHTpyna Poccun
or 15.06.2020 Ne 333m,
3apErUCTPUPOBAHO B

Munrocre Poccun 15.07.2020,
Perucrparmonnsiit Ne 58957)

[IpodeccnonanbHBIN cTaHAAPT
«Crneunanuct apxuBa» (yTB.

npukazoM Muntpyna Poccun
or 18.04.2021 Ne 140m,
3apEruCTPUPOBAHO B
Muntocre Poccun 21.04.2021

Peructpannonnsiii Ne 63193)




1.2. TpeboBaHusi kK KBATUPUKAIUA

IIIxonpHUKH

CryneHTsl

CrenuaarucThl

JloskeH 3HATH:

HopmartuBHbIe TpaBOBBIE aKTHl H
HOPMAaTHBHO-METOANIECKHE
JOKYMEHTBI, OIpeACIAIONINE
MOPAIOK JOKyMEHTAI[HOHHOTO
oOecrievyeHus yIpaBIeHuUs;
TpeOoBanusi, MNpEObSBIAEMBIE
JOKyMEHTaM B COOTBETCTBHH  (
HOPMaTHBHBIMH TIPABOBBIMH aKTaMH
Y TOCYIapCTBEHHBIMU CTaHAapTaMHU;
[MpaBuna COCTaBJICHHS %
o opMITCHHUS OpTaHU3AIMOHHO-
pacnopsaUTENbHBIX H
MH()OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB;

Iopsimok 0OpabOTKH JOKYMEHTOB U
OpraHM3alfy JOKYMEHTO000pOTa;
[IpaBuia perucTpanu JOKyMEHTOB;
OcHOBBI 0€30MTaCHOCTH TPYA.

HosxeH ymeTh:

OdopmsaTh OpraHU3aMOHHO-
pacropsAnTeNbHbIC JOKYMEHTBI;
IIpuMeHsATh yCTAHOBJIEHHBIM COCTaB
PCKBU3UTOB B 3aBUCUMOCTHU OT BHJa
JOKYyMEHTa,;

CocTtaBisiTh TIPOEKTHI
OpraHM3aIMOHHBIX,
PacTIOPSIAUTETbHBIX u

UH()OPMAITMOHHO-CTIPABOYHBIX
JIOKyMEHTOB;

[paBunbHO pacronarathb Y
0 OPMIISTH PEKBU3HUTHI HA JTUCTE TPH|
COCTaBIJICHHUH JIOKyMEHTA;
[IpoBoauTh TEepBHYHYIO 00PabOTKY
BXOMSIIHNX TOKYMEHTOB,
PeructpupoBats BXOJISIINE
JIOKYMEHTHI.

NMeTh npakTHYeCKHU ONBIT:
Cocrasienus u opopmireHHsI
CITyX)eOHBIX JIOKyMEHTOB;
O6paboTKy U perucTpanuu
JTOKyMEHTOB.

JloJ1KeH 3HATh:

HopMmaTuBHBIE TIPaBOBHIC aKTh
Poccuiickoit deneparum B cdeps
JICIIOTIPOU3BO/ICTBA;

Cranpaptsl otopmiteHHs
OpraHU3aIMOHHO-
pacropsIuTEIbLHON
JIOKYMCHTAIHH;

Crioco0sr u TEXHOJIOTHH
JIOKYMEHTUPOBAHUS  Pa3IUYHBLY
BUJIOB npodeccHoHAIBHOM
JIeSITeITIbHOCTH;

IMopsinok  ¢dopMupoBanus ¥
opopmIIeHUsT  JeN,  CIEIU(UK]

(bopmupoBaHus OTIENBHBIX|
KaTeropui aen;

[Topsimok HCIIOIb30BaHUs
TUTNOBBIX HIH BEIOMCTBEHHBIY
nepeyHeu JIOKYMEHTOB,

OIpEACIICHUA CPOKOB XPAaHCHHA H
IIPONLECCE OKCIEPTU3BI LEHHOCTH

JIOKYMEHTOB;
IIpaBuna TEXHUYECKOH
00paboTKHn YaCTUYHOTO Y

MTOJTHOTO opopmiteHuss  zied]
IIOCTOSAHHOT'O u BPEMCHHOI'(
XpaHECHMUS,

OcHOBBI 0€30IIACHOCTH TPY 1A,

JomxeH yMeTh:

CoctaBiiTh TIPOEKTBH]
OpraHHU3aIMOHHBIX,
PacTIOPSIIUTETBHBIX 7

UH(POPMAIMOHHO-CTIPABOYHBIX
JIOKyMEHTOB, B TOM YHCJIE
JTOKYMEHTOB I10 INYHOMY
COCTaBYy;

OdopMisaTh OpraHu3aMOHHO-
paciopsAUTENbHbIE TOKYMEHTHI,
B TOM YHCJIE JIOKyMEHTHI I10
JUYHOMY COCTaBy;

Ocy1ecTBIATh MIPOBEPKY|
MIPOEKTOB JIOKYMEHTOB H{
COOTBETCTBHE MpaBuIam
JIETIOTIPOU3BOACTBA;

dopMUpoBaTh JIena,

KOHTPOJIMPOBATh IIPAaBUJIBHOC U
CBOEBPEMEHHOE  pacrpe/ielieHUe
U IOAIMBKY JOKYMECHTOB B JI€J1a B|
COOTBETCTBUU c
HOMEHKJIATypOW JIeTT;
OcyluecTBIAT,  TOJHOE WY

YaCTHYHOC O(bOpMJ'IeHI/IC p1(SA)

JloJ1:xeH 3HATh:
HopmaTuBHBIE TIpaBOBBIE — aKTH|
Poccutickoti demeparuin B cdeps

JeTIONPOU3BOICTBA;
CrangapTsl otopmieHus
OpraHMU3alMOHHO-
pacnopsIAUTENBbHON
JOKyMEHTAIINH;

Crioco0st u TEXHOJIOTHY
JOKYMEHTUPOBAHUSl  Pa3IUYHBIY
BHJIOB npodeccroHaNBHOM
JeSTeIbHOCTY;

[opsimox 00pabOTKH TOKYMEHTOB
u OpraHu3aliy
JIOKYMEHT0000pOTa,;

Cpokn BBINONHEHUS paboOT 1q
OopraHm3anyu HCIIOJIb30BaHUs
APXUBHBIX JIeN (JOKYMEHTOB);
TpeboBanus K MOJITOTOBKE

APXWBHBIX CIIPABOK M BBIIIMCOK U3
apXUBHBIX IOKYMEHTOB,

OCHOBBI 0€30I1aCHOCTH TPYIa.
[Mopsanox (opMupOBaHHS Y
opopmileHusT  JAeN, CHenu(uKy
(hopmupoBaHus OT/EIbHBIY
KaTeropui nei;

[IpaBuna Texamyeckoil 0OpabOTKY
YaCTHYHOTO 17§ TMIOJTHOT(
0o(hOpMIICHUS JIeNl TIOCTOSIHHOTO ¥
BPEMEHHOT'O XpaHEHHUSL.

JomnxeH ymMeThb:
CocTtaBiiTh MIPOEKTHI]
OpraHU3aIMOHHBIX,
pacnopsaUTeNTbHBIX 17
UH(POPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB;
OdopMiIsaTh OpraHU3aI[MOHHO-
pacnopsAuTeNbHbIEe TJOKYMEHTHI;
OcymecTBIISATh MPOBEPKY HPOSKTOH
JOKyMEHTOB  Ha  COOTBETCTBHUE
npaBUIaM JeJIONPOU3BOACTBA
[Mpurumars U MIPOBOJMTY
MEPBUYHYI0 00paOOTKY BXOSILIY
JIOKyMEHTOB;
OO0pabaTbIBaTh HUCXOISIINE Y
BHYTPEHHUE JIOKYMEHTHI;

Peructpuposatb BXOJIAIIIE
HUCXOISIIE " BHYTPEHHHUE
JIOKYMEHTHI;

KonTponupoBats MapHIpyTH3aLHIO
JIOKYMEHTOIIOTOKOB B
OpraHu3aluu (coryacoBaHnue,




BPEMEHHOTO, ITOCTOSTHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHCHUS;

CI/ICTeMaTI/ISI/IpOBaTB HJOKYMCHTDH
BHYTpPHU ACia.

HNmeTh npakTUYeCKUi ONIBIT:

OdopmieHHS
OpraHu3aIMOHHO-
pacropsIUTEbHBIX
JOKYMEHTOB W OpraHHu3aiuu
paboTHI C HUMH;

Opranuzanuu TEKYIIETO
XpaHEHUs IOKYMEHTOB,
00paboTKH e U
ONEPAaTUBHOTO U  apXUBHOTO
XpaHCHUS;

OcymiecTBICHNS XpaHEHHS
APXUBHBIX JIEN (IOKYMEHTOB) C
MIOCTOSTHHBIM CPOKOM XpaHEHHS
1 TI0 ITMYHOMY COCTaBY B apXHBE
OpraHH3alIyy.

dopMHpOBaHu €14,
OdopmieHus aen

MOCTOSIHHOTO,
JOJITOBPEMEHHOT'O CPOKOB
XPaHEeHUS;

OdopMieHHS 00JI0KKH JIET
MOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB
XpaHEeHUSL.

MOJITMCAHHE, YTBEPXKICHHUE,
perucTpanys, O3HAKOMJICHHE U
WCTIOJTHEHHE JJOKYMEHTOB);
IloarorasauBaTh

WH(POPMAITHOHHBIE JOKYMEHTEHI 110
3ampocam NoJib30BaTenei
Pa3IUYHBIX KATETOPHil.

NmeTh NpakTHYecKHid ONBIT:
OdopmieHnsl  OpraHU3aIOHHO-
pacIopsAUTEILHBIX TOKYMEHTOB U
opraHu3aiuu paboThl ¢ HUMH;
OcCyIIecTBICHUS UCIIOIb30BaHUS

APXUBHBIX nen
(TOKyMEHTOB).
dopmupoBaHus 1€,
Odopmienus aen
HOCTOSTHHOT O,
JIOJITOBPEMEHHOTO CPOKOB
XpaHCeHUS;

OdopmieHwst 00JI0KKH JIET
MOCTOSIHHOT O,
JIOJITOBPEMEHHOT'O CPOKOB

XpaHEHHUS.
TpyaosBbie GyHKIUM:
Opraauzaryst paboThI ¢

nmokymeHnTtamu (B/01.5);
Opraauzanus TeKyIIero
XpaHECHUS JIOKYMEHTOB
(B/02.5);

Opranuzarus 00pabOTKH eI TSt
MTOCIIEAYIOIETO XPaHESHUS
(B/03.5); Opranu3zamnms
WCIIOJIb30BaHUS APXUBHBIX JET
(moxymentoB) (A/04.5).




2. KonkypcHoe 3aganue

2.1. Kparkoe onucaHue 3aJaHusi

B xoj1€ BBINIOJIHEHNSI KOHKYPCHOTO 33/1aHUsI:

1. HIK0oJbHHUKH JOKHBI:
- cocTaBUTh ¥ 0popMuTh [IPOTOKOIT KOJIJIETHAIBHOTO MEPOTIPHUSATHS;

- COCTaBUTb M 0popMuTh [IprKa3 Mo OCHOBHOMU AEATEIHHOCTH;

- CUCTEMaTU3UPOBATh JOKYMEHTHI 110 JOKYMEHTOIIOTOKaM, IIPOCTABUTH OTMETKY O ITOCTYIIJICHUU
JIOKYMEHTA, IPOBECTH PETUCTPALIMIO BXOAALIMX TOKYMEHTOB B )kypHaie Excel, ncnomns3ys
HOMEHKJIATypy JeJ,;

- PETMOHAJIbHBIM KOMIIOHEHT: OTKOPPEKTUPOBATH AJIEKTPOHHBIN TEKCT U pacrieyararh €ro.

2. CTyaeHTbI 10JIKHBI:
- TOKYMEHTHUPOBATh KaJPOBBIE ONEPAIIH B COOTBETCTBHHU C JJOKYMEHTaAMHU-
OCHOBaHHUSIMH U TIOJITOTOBHTH KOITHIO JJOKYMEHTA TI0 3aIpoCy;
- cocTaBuTh U 0opMuTh CirykeOHOE MHCHMO;
- copMuUpOBaTh U OPOPMHUTH JEJI0 TOCTOSHHOTO XpaHeHus (B OyMakHOM BHJIE);
- PETMOHANILHBIN KOMIIOHEHT: OTKOPPEKTUPOBATH AIIEKTPOHHBIN TEKCT TOKYMEHTA, pacrevyararhb

€ro u noAnucarh.

3. CneumMajJmucThl J0JLKHBI:
- 00paboTaTh TOKYMEHTHI C TTOCJIEIYIONIEH pErucTpaIeil BXOASIINX JOKYMEHTOB 1
MOJITOTOBUTH OTBET IO PE30JTFOIIHM;
- COCTaBUTh U 0hOPMUTH APXUBHYIO CIPABKY IO 3aIIpOCy;
- chopmupoBath U opopMHTH Aeno BpemeHHoro (cBbitie 10 net) cpoka xpaneHus (B OyMaxHOM
BUJIE);
- PernonanbHBIH KOMIIOHEHT: OTKOPPEKTHPOBATH YICKTPOHHBIA TEKCT JJOKYMEHTA, COCTABHUTh

THTYHBHBIfI JINCT, pacli€dyaTaTb JOKYMCHT U IOANKNCATh €ro



2.2. CTpyKTYypa U noApodHOe ONMcaHue KOHKYPCHOT'0 3a/IaHH sl

HaunmeHoBanmn
€ KaTeropuu

HanmenoBanue

H OIMUCAHUEC MOAYJIAA

Jenn

Bpems

Pe3yabrar

HIkoabLHUK

Monayns 1.
CocTaBuTh U
o(opMHUTE IPOTOKOIT
KOJIJIETMAJIBLHOTO
MEPOIIPHUATHS

IlepBoiii
JICHb

45 MUHYT

- Coneprkanue nmpoToKoJia
COOTBETCTBYET COACPIKAHUIO
YIIPaBJICHYECKOW CHUTyalluu B
3a/laHuN;

- CocTaB peKBU3UTOB OJlaHKA
IIPOTOKOJIA BEIOpaH MPaBUIIBHO,
COOTBETCTBYET (POPMYISIPY
noKyMeHTa u TpedoBaHusiM 'OCT
P 7.0.97- 2025;

- OdopmiieHre peKBU3UTOB
IIPOTOKOJIA COOTBETCTBYET
tpedoBanusim ['OCT P 7.0.97-2025;

- YcTaHOBIIEHBI BCE HEOOXOAUMBIE
HACTPOMKU;

- TekcT mpoTOKOIa COCTOUT U3 IBYX
YacTeH: BBOJHOM M OCHOBHOIA;

- [IpaBunbHO opopmiieHa BBOTHAS U
OCHOBHasI 4acTu
IIPOTOKOJIA;

- [IpoToKOJ BHIBE/ICH HA TIEYaTh U
MOJIIMCAH.

Monyis 2.
CocTaBUTh U
0(pOPMHUTH IIPHKA3 TIO
OCHOBHOM
EeITETbHOCTH

[TepBbrit
JICHb

45 MuHYT

- ConepxaHue npukasa
COOTBETCTBYET COJIEPKAHUIO
YIIPABJICHUYECKON CUTYAaIlUH;

- CocTaB pPEeKBU3HUTOB OJIaHKa
NpuKa3a BEIOpaH MPaBUIIbHO,
COOTBETCTBYET (hopMyJIIsipy
nokymeHnTa u TpedoBanusim ['OCT
P 7.0.97-2025;

- OdopmiieHue peKBU3UTOB
IpHKa3a COOTBETCTBYET
tpeboBanusm ['OCT P 7.0.97-
2025,

-YcTaHOBJIEHBI BCe HEOOXOIUMBIE
HACTPOMKU;

- TexcT npukasa cocTOUT U3 ABYX
4acTeW: KOHCTaTUPYIOLIEN U
PpaciopsAUTENBHOM;

- [Ipuka3s pacrieuaTad ¥ MOJNMCAH

Monayns 3.
CucreMaTu3upoBarthb
JIOKYMEHTHI 110
JIOKYMEHTOMOTOKaM,
MIPOCTABUTh OTMETKY O
MOCTYIUIEHUH
JTIOKYMEHTa, TPOBECTH
perucTparuio

[IepBriit
JI€Hb

45 MUHYT

- [IpaBunbsHO nTpoBeIeHA
cucTemMaTu3anus JOKyMEHTOB 110
JIOKYMGHTOHOTOKaM;

- [IpaBmiibHO OTOOpaHbI BXOASIINE
JOKYMEHTBI U1l PETUCTpALUU;

- Ha nokymenTax npocraBieHa
«OTMeTKa 0 MOCTYIUIEHUN




BXOJISIIIIX
JOKYMEHTOB B
xypnaie Excel,

JIOKYMEHTay;

- [IpaBunbHO BEIOpaHa hopma
KypHAJIa PeTUCTPALIUU

HCHOJIB3YA JIOKYMEHTOB;

HOMCHICIATYPY AeT - [IpaBUIIBHO BHECCHBI CBEJICHUS O
JIOKYMEHTaX B JKypHaJ
pETUCTpAINH, 3aII0JTHEHBI BCE
CTOJIOLIBI;

- Xypnan u 0610%kKa K HEMy
BBIBE/ICHBI HA M1€YaTh

Monyns 4. [lepbrii |45 MUHYT -Paboune manku u Ganiasl 3aKpBITH

PernonanpHbIN ICHb II0CJIE BBIIIOJIHEHUS 3aIaHuA.

KOMITOHEHT: -Y6opka pabouero mecra nocie

OTKOppPEKTUPOBATH OoKoHYaHUs paboThl. CoOMr0IaI0TCs

AIIEKTPOHHBIN MpaBUiIa TEXHUKU 0€30MacCHOCTH

TEKCT U -Brnagenue KoMIbIOTepHBIMU

pacredararb €ro

nporpaMMaMu; Iedarb TeKcTa
-[IpaBwiIbHO HaliIEHBI OTHOKH B
JIokyMeHTe: opdorpaduyeckue,
dbopmaTupoBaHe TEKCTa

-[Tomnst COOTBETCTBYIOT TPEOOBAHHUSM:
jeBoe — He Menee 30 MM, HIDKHEE,
BepxHee - He MeHee 20 MM, IpaBoe He
menee 10 MM

-B noxymeHTe ucronp3yeTcs eIuHbIiI
cTHIIb pudTa

-Pa3zmep mpudra Texcra equnbrii (12-
14) .

-UutepBan B Tekcre equnsbiii (1-1,5)
0€e3 JOMOIHUTEIbHBIX IT.
-OdopmiteH ab3aIHbIif OTCTYII,
pa3mep — 1,25 cm

-B noxymeHnTe BbIpaBHUBaHHE TEKCTA
o opMIIEHO MO MUPHUHE

-3aroyI0BOK TEKCTa OPOPMIIEH 110
LIEHTPY CTPOKH, 3arIaBHIMU
OykBaMu, 0€3 TIEpEHOCOB, pPa3IeeH
10 CMBICITY, MHOTOCTPOYHBIN
3aroJoBOK 0(hopMIIeH Yepe3
OJIMHAPHBIA MEKCTPOUHBIN HHTEPBAI
-MHTEepBan Mexay 3aroJOBKOM H
[10/13arOJIOBKOM - 2

-[Toa3aronoBok TekcTa opopmIIeH 1o
LIEHTPY CTPOKH, CTPOUHBIMHU
OyKBaMH, MHOTOCTPOYHBII
M0J13ar0JI0BOK  O(OPMIIEH Uepes
OJTMHAPHBIA MEKCTPOUHBIN HHTEPBAI
-MHTepBan Mex Iy oA3aroJoBKOM U
TEKCTOM — 2-3 (B 3aBUCIMOCTH OT
BBIOpPAaHHOTO MHTEPBaJa TEKCTA)
-[IpocraBiensl HOMepa CTpaHMIL
-IIpaBrIbHO BBHINIOJHEHA CHOCKA Ha
3aKOHOJIATEeTIHLHBIN aKT




-[IpaBuiIbHO pacnookeHa B TEKCTE U
o(hopmiieHa OTMETKA O IPUIIOKEHUN

Crypent Moy 1. Tepsbii | 45 MuHyT - [IpaBUSIbHO CHUCTEMATU3UPOBAHBI,
HOKYMCHTI/IpOBaTB MMpEaACTaBJICHHBIC HA 6YMa)KHOM
KaJpOBYIO OIEPALINIO HOCHTEJIE TOKYMEHThI-OCHOBaHUS,
B COOTBCTCTBUH C 10 KaJIpPOBBIM OIEpaLIMIM;
JIOKyMEHTaMH-

- [IpaBuiibHO 0TOOpaHBI
OCHOBaHUSIMU U

IIOATrOTOBHUTH KOIIMIO

JOKYyMEHTAa 10
3a1pocy OIlepaLuu B COOTBETCTBUU C

3a/IaHHEM;

JOKYMEHTBI-OCHOBAHHMS IS
JOKYMEHTUPOBaHUS KaJpOBOMI

- [IpaBunbHO BBIOpaHa hopma
JIOKYMEHTa U 0(hOpMJIICH MPOEKT
IIpHKa3a 1o JUYHOMY COCTaBy AJIs
JIOKYMEHTHUPOBAHHUS KaJIpOBOI
oTiepaIi B COOTBETCTBHU C
3aJJaHACM;

- [IpoekT npukasa no JM4HOMY
cocraBy 00paboTaH, MPaBHILHO

o opMIIeHBI HEOOXO0TUMBIC
PEKBU3HTHI, B COOTBETCTBUU C
tpeboBanusimu ['OCT P 7.0.97-
2025, ana npugaHusi AOKYMEHTY
FOPUINYECKON CHIIBL;

- Jlyiss 006paboTKH MTPOSKTa MPHKa3a
0 JITYHOMY COCTaBY HCITOJIb30BaHA
HOMEHKJIaTypa JIe,

- 3anucu 0 KaJpoBOil onepanuu
BHECEHBI B TPYIOBYIO KHHXKKY U
JUYHYIO KapTOUKY;

- [IpaBuiibHO ompeseneH no
3arpocy TOKYMEHT IS TOJITOTOBKH
KOIUY;

- Ha xomum tokyMeHTa mpaBUIbHO
oopmieH pekBu3uT «OT™METKA O
3aBEPEHUH KOITUI», B COOTBETCTBUH
¢ TpeboBanusmu 'OCT P 7.0.97-
2025;

- JlokyMeHTbI BbIBEJICHBI HA

TIeYaTh.

Momyns 2. Iepebiit | 45 MuHyT - ConeprxaHue Ciry>ke0HOTro




CocTtaBuTh 1
opOopMUTH
CayxeOHOe MUCHMO

JICHD

IHCbMa COOTBETCTBYET
COJICP)KAHUIO CUTYallMHd B
3a/1aHNU;

- CocTaB peKBU3UTOB OJ1aHKa
CIIy’K€OHOTO MHUChMa BHIOpaH
NPaBUIBHO, COOTBETCTBYET
dbopMyIIIpy TOKyMEHTa U
tpedoBanusm 'OCT P 7.0.97-2025;
OdopmiieHrEe pEKBU3UTOB
CITy’)K€OHOTO MHChMa
COOTBETCTBYET TPEOOBAHHSIM
T'OCT P 7.0.97- 2025;

- YCcTaHOBIICHBI BCE

HE0OXO0AMMBbIE HACTPOIKHY;

- Cnyxe0HOe MMChMO BBIBE/ICHO HA
1ieyarth M MOJIHCaH

Monayns 3.
CdopmupoBats u
0(pOPMHTH JIETIO
MOCTOSTHHOTO
XpaHeHus (B
OyMa)KHOM BHJIE)

[TepBbrit
JIEHb

45 MuHyT

- [IpoBenena D11J] u npaBuiIbLHO
OTOOpaHbI JOKYMEHTHI IS
dbopmupoBanus aena;

- I[Ipu nposenenuun DL
UCIMOJIb30BaHa HOMEHKJIATypa
ACI;

- [IpaBuiIbHO pacmonoKeHbI
JIOKYMEHTBI BHYTPH JIEJIa;

- JIuctel nena

MPOHYMEPOBAHEI,

- [IpaBWIIEHO BBIOPAHBI OPMBI
00JI0’KKH U BHYTPEHHHUX YUETHBIX
JIOKYMEHTOB JIeTIa;

- [IpaBuiibHO O0hopmITEHBI
00JI0’KKa 1 BHYTPEHHHUE YUETHbIE
JIOKYMEHTHI JIeNa;

- Oopmnenune pekBU3UTOB
00JI0)KKH ¥ BHYTPEHHUX YUETHBIX
JIOKYMEHTOB nena
COOTBETCTBYET TPeOOBaHUSIM
I'OCT P 7.0.97-2025;

- CoburofieHa
MI0CJIEIOBATEIEHOCTD Pa3MEIICHUS
BHYTPEHHUX YYETHBIX
JIOKYMEHTOB B JIeJIie




Monyis 4.
PernonanbHslii
KOMITOHEHT.
OTKOppEeKTHPOBA
Tb JIEKTPOHHBIN
TEKCT
JIOKYMEHTA,
pacrneyaTaTb €ero
Y TIOANHCATh

IlepBoiii
JICHb

45 MuHyT

- Paboune manku w  Qaiiasl
3aKpBITHl  MOCJIE€  BBIMOJIHEHUS
3a/1aHusl.

Yo6opka pabodero mecra mocie
OKOHYAHUS paboThbI.
CobmroiaroTes mpaBuiia TEXHUKH
0e30macHOCTH

Bnanenue KOMITBIOTEPHBIMU
nporpaMMamu; IedaTh TeKCTa
[IpaBuabHO HAWMIECHBI OMIUOKU B
nokyMmeHte: opdorpaduyeckue,
dbopMmaTpOBaHUE TEKCTA

[Tona COOTBETCTBYIOT
TpeOOBaHUSIM: JIEBOE — HE MEHEe
30 MM, HUXKHEE, BEpXHEE - HE
MeHee 20 MM, MpaBoOe HE MEHEe
10 MM

B nokymenTte wucnomb3yercs
€AMHbIN CTUIIb pu@Ta

Paszmep mpudTa TekcTa eauHBINA
(12-14) or.

HHutepBan B Tekcte eawHbid (1-
1,5) 6e3 nOMOTHUTEIHHBIX IIT.
Odopmnen aG3anHbIi  OTCTY,
pasmep — 1,25 cm

B nokymeHTte BbIpaBHUBaHUE
TeKcTa OOPMIIEHO MO HIUPUHE
3aronoBoK TeKcTa o(opMmIIeH IO
LHEHTPY CTPOKH, 3arjlaBHbIMU

OykBamu, oe3 MePEHOCOB,
pasfereH o CMBICTTY,
MHOTOCTPOYHBIH 3aroJI0BOK

obopmiieH depe3 OIUHAPHBIN
MEXCTPOUYHBIM HHTEPBAI
WHTepBan Mexay 3aroioBKOM U
[1O13ar0JIOBKOM - 2
[TomzaromnoBok TekcTa oopmieH
M0 OCHTPY CTPOKH, CTPOYHBIMU

OykBamH, MHOTOCTPOYHBIN
MO/13aroJIOBOK  0(hOpPMIIEH uepe3
OJMHAPHBIN MEKCTPOYHBIN
WHTEpBaI

- MHTepBan MEXIY

MOA3ar0JI0BKOM M TEKCTOM — 2-3
(B 3aBUCHMOCTH OT BBIOpAaHHOTO
HMHTEpBaJia TEKCTA)
[IpocraBieHsl HOMEpa CTPAHUI]
[IpaBUIBHO BBINIOJIHEHA CHOCKA
Ha 3aKOHOJIATEJIbHBIA aKT
[IpaBunpHO  pacmosiokeHa B
TeKcTe U oopmiieHa OTMETKa O
TIPHIIOKCHUN
- [IpaBunbHO OopMIleH pEKBU3UT
«TOJIHCHY JOKYMEHTA




Crienuaamcr Monyis 1. Tlepebiii | 45 MuHyT - OGpaboTaHbl JOKYMEHTHI 110
O6paboTaTs JIeHb JOKYyMEHTOIIOTOKAM;
JOKYMEHTHI C - [IpaBUIBbHO OIIpEETICHBI
nocyeyromen BXOJISIINE TOKYMEHTBI;
perucTpanuein -Bce Bxondmue JOKYMEHTBI
BXOJIALINX U BHECEHBI B )KypHAaJl peruCTpaluy;
MOJITOTOBUTH OTBET -Ha Bxomsmmx gokymeHTax
10 PE30JTIOIHNH cTouT «OTMETKa O MOCTYIIJICHUH
JOKyMEHTa);
- [lonroroBsieH OTBET 1O
PE30IIIOIUH PYKOBOIUTEIS IS
oTnpaBku nouroi Poccuu;
- KouBept noamnucay;
- Bce mokyMeHTHI BBIBEICHBI Ha
neyaThb
Monyis 2. Tepsbrii | 45 MuHyT - [IpaBusibHO BbIOpaHa popma
CoctaBuTh U JIeHb apXWBHOM CIIPaBKH, OJaHK
opopMHTE aApXUBHOMN CIIPAaBKU
ApPXHMBHYIO CHIPaBKY CKOHCTPYMPOBAH Ha OCHOBE
IO 3aIpocy

0JaHKa MHCHMA;

- CocTaB peKBU3HUTOB OJlaHKA
apXUBHOI CIIpaBKU BbIOpaH
NPaBUIBHO, COOTBETCTBYET
bopMyIIIpy TOKyMEHTa U
tpeboBanusm ['OCT P 7.0.97-
2025;

- OdopmileHre peKBU3UTOB
apXUBHOMN CIpaBKU
cootBeTcTBYeT TpeboBanusim ['OCT
P 7.0.97-2025;

- Coneprxanue apXUBHOU
CITpaBKH COOTBETCTBYCT
COZIepKaHHIO 3ampoca
TI0JIb30BATEIS;

- [IpaBuiibHO OQOPMIICH PEKBU3UT
«OcHoBaHUuEY, B KOTOPOM
IIPUBE/ICHBI TIOUCKOBBIE JaHHBIE

JIOKYMEHTOB;
- YCTaHOBIIEHBI BCE
HE00X0IMMbIe HACTPOIKH;

- ApxuBHas CIIpaBKa

pacricyaTaHa 1 noAnucaHa




Mopyns 3. Tlepsbiii | 45 MuHyT - [IpoBenena O u
Cdopmuposats u JIeHb MIPABUJILHO OTOOPaHBI JOKYMEHTHI
oopmMuTs €10 i GOPMHUPOBAHUSA €A,
BPEMEHHOTO (CBBIIIIE - [Ipu npoBenennu I11J]
10 ner) cpoka UCII0JIb30BaHa HOMEHKIIATypa JIe;
XpaHeHus (B - [IpaBrIIbHO PaCIIOIOKEHBI
OyMa)KHOM BUJIC) JOKYMEHTHI BHYTPH JI€Na;
- JIucThl nena npoHyMepOBaHEI,
- [IpaBuibHO BEIOpaHBI (POPMBI
00JIOKKH ¥ BHYTPEHHUX YYETHBIX
JOKYMEHTOB JIeJ1a;
- [IpaBunibHO OhopMITEHBI 00JI0KKa
U BHYTPEHHHUE YUETHBIC JTOKYMEHTHI
nena;
- OdbopmiieHue peKBU3UTOB
00JIOKKH ¥ BHYTPEHHUX YYETHBIX
JIOKYMEHTOB JIeJIa COOTBETCTBYET
tpeboBanusim ['OCT P 7.0.97-
2025,
- CoOmrozeHa mocne10BaTebHOCTh
pa3sMenieHus BHYTPEHHHUX
YUYETHBIX JOKYMECHTOB B JIeIIe
Monys 4. Tepseit | 45 MunyT - Paboune nanku u ¢aitibt
PernonanbsHbIit JIcHb 3aKPBITHI TTOCTIE BBIOTHEHUS
KOMIIOHEHT. 3aj1aHusl.
OTKOppEKTUPOBATH - Y6opka pabouero mecra rnocie
AJIEKTPOHHBIN TEKCT OKOHYaHHS pabOTHI.
JIOKYMEHTA, CoOmroaroTes mpaBuiIa TEXHUKH
COCTaBHTh 0e30macHOCTH
TUTYJIBHBIH JTUCT, - Bnanenne KOMIbIOTEpHBIMU
pacrieqyaraThb nporpaMMaMH; IeyaTb TeKCTa

JIOKYMEHT U
MOJINCATH €TI0

[TpaBuibHO HalIEHBI OIITUOKYU B
JIokyMeHTe: opdorpadudeckue,
dbopMaTupoBaHUEe TEKCTA

[Tonst cooTBETCTBYIOT
TpeOOBaHUSM: JIEBOE — HE MEHEE
30 MM, HUJKHEE, BEpXHEe - He
MeHee 20 MM, TpaBOe HE MEHEE
10 mm

B noxymente ucnonbs3yercs
€IMHBINA CTUIh mpudTa

Pazmep mpudra TexcTa enuHbIM
(12-14) .

WuTepBan B Tekcte eauHbli (1-
1,5) 63 MOMOIHUTENBHBIX IIT.
Odopmiien ab3aiHbIi OTCTYTI,
pasmep — 1,25 cm

B nokymeHTe BeIpaBHUBaHHE
TeKCTa OPOPMIIEHO TIO IIUPHHE
3aroyioBoK TekcTa 0pOpMIIEH 110
HEHTPY CTPOKH, 3arTaBHBIMU
OykBamH, 0€3 epeHOCoB,
pas3zesneH Mo CMBbICIY,
MHOT'OCTPOYHBIH 3aroJI0BOK




oopmiteH yepe3 oMHAPHBIN
MEXCTPOUYHBIN MHTEPBAII
HHTepBan Mexay 3aroJ0BKOM U
[I0A3arOJIOBKOM - 2
[oazaronoBok TexcTa oopmiieH
IO IIEHTPY CTPOKHU, CTPOUHBIMU
OyKBaMH, MHOTOCTPOYHBII
H0/13aroj0BOK 0(opMIIEeH yepe3
OJIMHAPHBIN MEXCTPOUHBII
UHTEpBaI
HHTepBasl Mexay 11013ar0JI0BKOM
U TEKCTOM — 2-3 (B 3aBUCUMOCTHU
OT BBIOPAHHOTO MHTEpPBANIA
TEKCTa)
[IpocraBnensl HOMEpa CTpaHHUI]
[TpaBHIBHO BBINOIHEHA CHOCKA
Ha 3aKOHOJIATEJIbHBIN aKT
[IpaBuiibHO pacnoniokeHa B
TeKCTe U 0(hopMIIeHa OTMETKA O
HPUIOKEHUN
- [IpaBuiibHO O(hOpMITEH PEKBHU3HUT
«TOJIIHCHY» JOKYMEHTa
- [IpaBuIbHO BBINIOJIHEH
TUTYJIbHBIN JIMCT IOKYMEHTa




2.3 I1ocienoBaTEJHLHOCTE BHINMOJHEHUS 3a0aHUS.

2.3.1. Kateropus yuactuukoB « LIKOJIbHUKN»:

Monayasb 1. CoctaButhb 4 opopmMuth IIpoToK0JI KOMJIErHATBHOTO MEPONIPUSITHS

1. [ToaroroBuTh pabouee MecTo.

2. O3HaKOMHTHCSI ¢ KOHKYPCHBIM 33JJaHHAEM.

3. O3HaKOMHTBCS C KAPTOYKOM U CTPYKTYPOH OpraHu3aIlHH.

4. O3HAaKOMUTBCS C COJCPKAaHUEM CHUTYyallMH, 1O KOTOPOH HEOOXOIMMO COCTAaBHUTh
[IpoToko.

5. OdopMHUTh JOKYMEHT Ha KOMIIBIOTEPE B TEKCTOBOM pemakrope Word B

coorBercTBUM ¢ TpeboBanusimu I'OCT P 7.0. 97-2025«Cucrema ctannapToB 1o HHGOpMaIUH,
OunbnmoreyHoMy M u3jarensckoMy  Aeny.  OpraHu3annMOHHO-PACIOpPSAUTENbHAS
nokymeHTtarus. TpeOoBanus K 0pOPMIICHHIO JOKyMEHTOBY.

6. CoxpaHHTh JOKYMEHT B IANKe Ha paboueM CToJe, IPeIBapUTEIHLHO CO3/IaB Ha

pabouem crose koMmbioTepa nanky «Homep ydactauka Momyis 1».

7. Odopmiiennstit [IpoToKOI BEIBECTH Ha TIEYATh.

8. [IpocTaBuTh NOANKCH HA JOKYMEHTE B HEOOXOAMMBIX MECTAaX.
9. Ilepenath BHIOIHEHHOE 3a/1aHUE SKCIIEPTAM IS OLICHUBAHMS.
10.  YOpats pabouee mecTo.

11.  skcmepTam s OLIEHUBAHUS.

12.  YOpats pabouee mecTo.

Monayab 2. CocTaBUTh H 0pOPMHUTH PHUKA3 110 OCHOBHOI 1€ T ILHOCTH

1. [ToaroroButs pabouee MecTo.

2. O3HaKOMUTBCS ¢ KOHKYPCHBIM 33JJaHHEM.

3. O3HAaKOMUTKCS C KAPTOYKOM U CTPYKTYpPOU OpraHU3aIllu.

4. O3HaKOMUTBCA C COJEPKAHMEM YINPABICHYECKOW CHUTyallMd, IO KOTOPOH

HEO0OXOIMMO COCTaBUTH [IprKa3 Mo OCHOBHOM JEATEIHLHOCTH.

5. OdopMHUTh JOKYMEHT Ha KOMIIBIOTEpPE B TEKCTOBOM peaakrope Word B
coorBercTBUM ¢ TpeboBanusamu ['OCT P 7.0. 97-2025 «Cucrema ctannapToB 1o nHpopmaluu,
OuONMMOTeYHOMY M U3JaTelIbCKOMYy  JIey. OpraHu3annoHHO-pacopsIUTeIbHAas
nokyMeHTanus. TpeboBanus K 0POPMIIEHUIO TOKYMEHTOBY.

6. CoxpaHuTh JOKYMEHT B Marnke Ha pabodeM cTolie, MpeaBapuTeIbHO CO3/1aB Ha



pabouem cTose kommnbioTepa nanky «Homep yuactauka Moaynb 2».

7. Odopmnennsrii [Iprkas mo oCHOBHOM AESATEIHFHOCTH BEIBECTH Ha IE€YaTh.
8. [IpocTaBuTh MOAMKMCH HA JOKYMEHTE B HEOOXOAMMBIX MECTaXx.
9. Hepe;[aTL BBITIOJIHCHHOC 3aJaHHUEC SKCIICPpTaM JI1 OCHHUBAHUS.

10.  YOpars pabouee mecTo.

Moayasb 3. CucteMaTu3upoOBaTh JOKYMEHTHI 110 TOKYMEHTONOTOKAM,
NPOCTABUTH OTMETKY O MOCTYIJIEHUH IOKYMEHTA, IIPOBECTH PErUCTPALUIO
BXOASIINX TOKYMEHTOB B ’KypHaJie EXcel, ucnonb3yss HoMeHKIaTYpY A€

[loaroroButh pabouee MecTo.

O3HaKOMUTBCS C KOHKYPCHBIM 3a/IJaHUEM.

O3HAKOMHUTECS C IpEA0CTABJICHHBIMA JJOKYMCHTAMMU.

[TpoBecTH cucTeMaTU3aIUIO JOKYMEHTOB 110 JJOKYMEHTOIIOTOKAM.

Bxostiie TOKYMEHTBI 3aperMCTPUPOBATh B PErUCTPallMOHHBIX (hopmax Excel.
HpOCTaBI/ITI) OTMCTKH O INOCTYINICHUH JOKYMCHTOB B OpraHMu3alulo.

[Tpu perucTparuu UCIoIb30BaTh HOMEHKJIATYPY M.

3a1o0IHUTE 00JI0KKH U pEruCTpalluOHHBIX )KYPHAJIOB.
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BriBecTr Bce HEOOXOIMMBbIE JOKYMEHTHI Ha I1€YaTh.

10. CoxpaHuTh TOKYMEHT B TIAlIKe Ha pabodyeM CToJIe, MPeIBAPUTEIHHO CO3/1aB
Ha paboueM cTolie KoMIbtoTepa nanky «Homep ydactHuka Momayib 3».

11. [lepenath BEIMOTHEHHOE 33aHUE YKCIIEPTaM JIJIsl OLIEHUBAHMUSL.

12. Y6pats pabouee mecTo.

Moay.nb 4. PeruoHajabHbIi KOMIIOHEHT.
OTKOpPpPEeKTHPOBATH JICKTPOHHBIN TEKCT M pacne4yararb ero

1.  TloaroroButs pabouee MECTO.

2. O3HaKOMHUTHCS C KOHKYPCHBIM 33JJaHUEM.

3. H3yuYuTh 2MEKTPOHHBIN TOKYMEHT C TEKCTOM.

4.  HaiiTi Bce OIIMOKM B TEKCTE.

5. OdopMHUTB TEKCT C yUeTOM MoJieil, ab3a1eB, HHTEPBAJIOB, IPABUJ HAITMCAHUS 3aT0JIOBKOM

Y TI0/I3ar0JIOBKOB, IPUJIOKEHHS, CHOCKH 1 TIPOCTABJICHHUS CTPAHHIL.

6. OdopmieHne TeKCTa TODKHO cooTBeTcTBOBaTh TpeboBanmsm ['OCT P 7.0.97-2025
«Cucrema cTaHAapTOB 110 HHPOpMaLUU, OUOINOTEYHOMY U U3/1aTeNIbCKOMY Jeny. OpraHu3aiioHHO-
pacriopsuTenbHas JOKyMeHTaus. TpedoBanus K 0(hOpMIIEHHUIO JOKYMEHTOBY.

7. IlpoBepuTh NpaBUIBLHOCTH OPOPMIIEHHUS TEKCTA B JIEKTPOHHOM BH/JIE.

8. TexcT BEIBECTH Ha NIEYATh.



9.  CoxpaHHUTb TEKCT B IaIKe Ha paboveM CTOJIe, MPEIBApUTEIHLHO CO3/aB Ha pabodyeM cTojie

KoMIibtoTepa nanky «Homep yyactHuka Monyib 4».
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10.

11.

12.

13.

14.

15.
16.

10. TIlepenmatp Tekct axcepTam JUIsl OLIEHUBAHUSL.

11. VYO6pats pabouee mMecTo.

KOHK!QCHOC 3ATAHNE JIIA CTYICHTOB:

Moayasb 1. JIoOKyMeHTHPOBATH KAJIPOBYIO ONEPAIHI0 B COOTBETCTBUU €
JOKYMEHTAMHU-OCHOBAHUSIMU U NMOJATOTOBUTH KOMUIO TOKYMEHTA M0
3anpocy

[ToaroToBuTh pabovee MecToO.

O3HAaKOMHUTBCS C KOHKYPCHBIM 33JJaHUEM.

O3HAaKOMHUTBCS C KAPTOUKOW U CTPYKTYpPOU OpraHu3aluy.

N3yunTth, NpeAcTaBlIeHHblE Ha  OyMaXHOM  HOCUTENIE  JOKYMEHTBI-OCHOBAaHUS,  JJIS
JIOKYMEHTUPOBAHHUS KaIPOBBIX OIEpaLuil.

Cucrematu3upoBaTh, NpEeACTaBICHHbIE Ha OyMa)XHOM HOCHTEJE JOKYMEHTBI-OCHOBAHMs, II0
KaJIpPOBBIM OIEPALIUSIM.

OTto0path TOKyMEHTBI-OCHOBAHMSI /1151 JOKYMEHTHUPOBAHUS KaJpOBOM onepalnuy B COOTBETCTBUU C
3aJJaHHEM.

OdopMHUTh NPOEKT NMpHKa3a MO JIMYHOMY COCTaBY JJIsi JOKYMEHTHPOBAHUS KaJpOBOW omepaiyy B
COOTBETCTBHUHU C 3a/IlaHUEM.

s oopmiieHuss JOKyMEHTa 0 JIUYHOMY COCTaBy HMCIOJIb30BaTh POpMBbI MEPBUYHONW YUETHOMN
JOKYMEHTAallMU 10 y4eTy TpyJa M €ro omiarsl (yTB. mocTaHoBieHHEM l'ockomcrara Poccun or
05.01.2004 Ne 1), mpencTaBieHHbIE B 2IEKTPOHHOM BH/IE.

[TpoekT mpukaza o JMYHOMY COCTaBY BBIBECTH Ha ME€YaTh.

OO6paboTaTh MPOEKT MpHUKa3a MO JUYHOMY COCTaBYy, O(POPMUTH HEOOXOIMMBbIE PEKBU3UTHI, B
coorBercTBUM ¢ TpeboBanusmu ['OCT P 7.0.97-2025, ans npugaHus TOKYMEHTY FOPHANYECKON
CHJIBI.

Jl1s 06paboTKM MpoeKTa MpHKa3a Mo JMYHOMY COCTaBYy MCIIOIb30BaTh HOMEHKIATYPY A€

Brectu 3ammch 0 KaapoBOH omepalud B COOTBETCTBHM C 3aJaHHMEM B TPYAOBYIO KHHXKKY,
IIPEJICTABICHHYIO B 2JIEKTPOHHOM BHJIE.

Brectu 3ammch 0 KaAgpoBOW omepaluyd B COOTBETCTBUU C 33JaHUEM B JIMYHYIO KapTOUKY,
MPEJICTABICHHYIO B AJIEKTPOHHOM BH/IE.

3arnoHEeHHbIE JIUCTHI C 3allUCAMU O KaJpOBOM ONepaluyu B TPYIOBOW KHIDKKE U JIMYHOM KapTOuKe
BBIBECTH Ha [1€4aTh, 0POPMHUTH HEOOXOJUMBIE PEKBU3UTHI, B COOTBETCTBHHU C TpeboBanusimu [ OCT
P 7.0.97-2025, nns npuganust JOKyMEHTaM IOPUANYECKON CHUIIBI.

OdopMHUTE KaTPOBYIO TPOIIEAYPY — 3aBepEHUE KOIMHH JOKYMEeHTa coriiacHo cT. 62 TK P®.

M3yunTh 3ampoc Ha NpeJOCTABICHUE KONUU JOKYMEHTA.



17. TlonrotoBUTH, B COOTBETCTBUH C 3aIPOCOM, KOITHIO JOKYMEHTA Ha OyMa>kKHOM HOCHTEJIE.

18. Ha xommuu noxymeHTa 0OpMUTH PeKBU3UT «OTMETKa O 3aBEpEHHH KOIHMW», B COOTBETCTBUU C
tpeboBanusmu 'OCT P 7.0.97-2025, nna npugaHus KONUH JOKYMEHTA IOPUIHMUECKON CHIIBI.

19. CoxpaHuTh CcO3aHHBIC JOKYMEHTHI B Iallke Ha pabodyeM CToJe, MPEeIBAPUTEILHO CO37aB Ha
pabouem croiie KoMIbioTepa manky «Homep ydactHrka Moyis 1.

20. Ilepenath BHINOIHEHHOE 3aJaHNE SKCIIEPTaM JIIsl OLICHUBAHUSI.
21. Y6patp pabouee MecTo.

Monayab 2. CoctaButh 1 0popMuTh Ciiy:kedHOe MHCEMO
[ToaroroBuTh pabouee MecTo.
O3HaKOMMTBCS C KOHKYPCHBIM 3a/IlaHUEM.

O3HAaKOMUTBCS C KAPTOUKOU U CTPYKTYPOM OpraHu3aluy.

> LD oRE

O3HaKOMHTBECSI C COJIEP)KAHMEM CUTYallud, 10 KOTOPOH HeoO0XoauMo cocTaBUTh Ciry:xeOHOE

HHCBMO.

5. OdopMuUTh NOKyMEHT Ha KOMIIBIOTEPE B TEKCTOBOM pemaktope Word B COOTBETCTBHH C
tpeboBanusimu 'OCT P 7.0. 97-2025 «Cucrema cranaapToB 1o HHPOpMaILUU, OUOINOTEYHOMY U
u3garenbckoMy jeny. OpraHu3alMOHHO-paclopsAuTeabHas JoKyMeHTauus. TpeGoBaHus K
0(hOpPMIIEHHIO JOKYMEHTOBY.

6. CoxpaHHTh TOKYMEHT B TamKe Ha paboyeM CToJje, MPEABAPUTEIBHO CO37aB Ha pabouem cCToje
komnbtoTepa nanky «Homep yuyactHuka Mojyinb 2».

7. Od¢opmienHoe CiryxeGHOe MHCbMO BBIBECTH Ha IEYaTh.

8. TIpocTaBHTH MOANKCH HA TOKYMEHTE B HEOOXOJAUMBIX MECTaX.

9. Tlepenarp BBITOJHEHHOE 3a/JaHUE SKCIIEPTAM ST OLICHUBAHHUSL.

10. Y6patp pabouee mecTto.

Moayas 3. ChopmupoBats 1 0popMuTh /[e/10 HOCTOAHHOI0 XpaHeHHs (B O0yMaKHOM BH/Ie)

1. TloxroroButh pabouee MECTO.

2. O3HaKOMHTHCS ¢ KOHKYPCHBIM 3aJIaHUCM.

3. M3yuuTh AOKYMEHTHI Ha OyMa>KkHOM HOCHTEIE.

4. O3HaKOMHTHCA c Homenknarypoi e OpraHHh3alWH, OINPENEIUTbh  CPOKH
XpaHEHUs IPEJICTABICHHBIX HA OYMa)KHOM HOCHUTENE JOKYMEHTOB.

5. TIposectn AKCIEPTU3Y [IEHHOCTH JTOKYMEHTOB, MPEACTaBICHHBIX Ha OyMaXHOM

HOCHTEJIE, 0TOOPATh JOKYMEHTHI TIOCTOSIHHOTO CPOKa XPaHEeHHUS.
6. Ilpu npoBeneHUM SKCIEPTU3BI IEHHOCTH JOKYMEHTOB UCIOJIb30BaTh HoMEHKIaTypy Jen.
7. W3 oToOpaHHBIX JOKYMEHTOB COpMUPOBATH J[€710 MOCTOSHHOTO XpaHEHHUSL.

8. TlomeeprHyTh chOpPMHUPOBAHHOE JIEITO MIOCTOSHHOTO XPAHEHUS IMTOJTHOMY O(OPMIICHHIO.



10.

11.

12.

13.

14.

15.

16.

17.
18.

o B~ w0 D

Odopmuts OO6NOXKKY Jena, BHYTPEHHHE YYETHbIE [OKYMEHTHI Jeja: BHYTpeHHIOI OMNHChH
JIOKYMEHTOB jena, JIucT-3aBeputensb aena.

Odopmnenne pexkBu3uToB OOIOKKH JeIa, BHYTPEHHUX YUETHBIX JOKYMEHTOB Jena: BHyTpeHHel
OIKCH JIOKYMEHTOB Jiena, Jlucra-3aBepurens gena J0JKHO cooTBeTcTBOBaTh TpeboBanusim ['OCT
P 7.0.97-2025 «Cucrtema ctangapToB 1o nHMopMaIuu, OMOINOTEUHOMY B U3aTCIIbCKOMY JIETy.

Opl" AHU3aIIUOHHO-pACOPAANTECIIbHAA NOKYMCHTA M. Tpe60BaHI/ISI K 0(1)OpMJ'IeHI/IIO JOKYMCHTOB».

Hns opopmrnenus OOM0KKU Aena, BHYyTPEHHUX YYETHBIX JOKYMEHTOB jeia: BHyTpeHHel onucu
JIOKYMEHTOB Jiena, Jlucra-3aBepuTenis Jieia UCIONb30BaTh (popMbl, ycTaHoBiIeHHbIe [IpaBuinamu
OpraHM3aly XPaHEHWs, KOMIUIEKTOBAaHUS, ydeTa W HCIOJIB30BAHUSA JTOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit deaepannu U Apyrux apXMBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,
OpraHax MeCTHOTO CaMOYTIpaBJIeHHs U opranu3anusax (yTB. npuka3zom Pocapxusa ot 31.07.2023 Ne
77).
O0610)kKy Je1a, BHYTPEHHUE YUETHBIE JIOKYMEHTHI Jiea: BHYTpeHHIOI0 OMUCh TOKYMEHTOB Jea,
JIuct-3aBepurens Jiena BHIBECTH HA I1€YaTh.
CdopmupoBaTh €710, pa3sMECTUTb BHYTPEHHUE YUYETHbIE JOKYMEHTBHl Jiela B HYXHOH
MIOCJIEIOBATEIBHOCTH, IIPUKPETIUTH OOJIOKKY JeNa.
OtoOpaHHblE JOKYMEHTBl IOCTOSHHOTO XpaHEHMsI MOAIINUTh B MaIKy-CKOpOCIIMBATENb. Jlis
MOJUIMBKU UCIIOJIB30BaTh JBIPOKOIL.
Coxpanute OOJIOKKY Jiela M BHYTPEHHHME YYETHbIe JOKYMEHTHI jena: BHyTpeHHIoH omnuch
JOKYMEHTOB Jena, JIucT-3aBepuTens B mamke Ha padoueM CTole, MPeIBapUTENbHO CO3/IaB Ha
paboyem crosie kKomnbioTepa nanky «Homep ydyactHuka Moaynb 3».
[Tepenats [leno sxcniepraM AJis OLIEHUBAHMSL.
Y6pats pabouee mecTo.
MopayJb 4. PeruoHajibHbIi KOMIIOHEHT.

OTKOpPPEKTHPOBATDH 3JIEKTPOHHBIN TEKCT JOKYMEHTA, pacie4yaTrarhb ero u NoAnucaThb
[TonroToBuTh pabouee MecTo.
O3HaKOMUTBCS C KOHKYPCHBIM 33JJaHUEM.
N3y4nTh 37€KTPOHHBIA JOKYMEHT C TEKCTOM.
Haiitu Bce ommoOKu B TEKCTE TOKYMEHTA.
OdopMHTH TEKCT JOKYMEHTA C yY4ETOM MOJe, ad3aleB, UHTEpBaIOB, IPAaBUJI HAITMCAHUS 3ar0JIOBKOM U
110/13ar0JIOBKOB, IIPUJIOKEHUS, CHOCKU U TIPOCTABJIEHUS CTPAHULL.
OdopMUTH PEKBUBUT IIOANKCH» B JOKYMEHTE.
Odopmiierre TeKCTa U TOANMKUCEH JOKyMEHTa JIOJDKHO cooTBeTcTBOBaTh TpeboBanusim ['OCT P 7.0.97-
2025 «Cucrema cranmaproB 10 uHbopManuu, OUOIMOTEYHOMY U  U3JATENbCKOMY  JEIy.
OpraHu3annoHHO-pacopsAaUTeIbHAA JOKyMeHTaus. TpeboBaHus K 0(hOPMIIEHUIO TOKYMEHTOBY.

[IpoBepuTh NpaBUILHOCTH OPOPMIIEHHUS TEKCTA JOKYMEHTA B 3JIEKTPOHHOM BHU/IE.



9. TekcT JOKyMEHTa BBIBECTH HA II€YaTh, IOCTABUTH ITOJAIHUCH.

10. CoxpaHuTh TEKCT JOKYMEHTa B IMamke Ha paboueM cTolie, MPEeIBAPUTEIHHO CO3aB Ha paboyeM cToJie
KoMIibroTepa nanky «Homep yyactHuka Monyib 4».

11. Ilepenats TekcT noKyMeHTa 3KcIepTaM Jjsl OLCHUBAHUS.

12. Y6pats pabodee mecTo.

KOHK!QCHOC 3ATAaHME JUIA CIICIHNAJINCTOB.

Moayab 1. O6padoTaTh JOKYMEHTHI ¢ OC/IeYIOLIeH perucrpanuei BXoAsIINX JOKYMEHTOB U
MOATOTOBHUTH OTBET MO Pe30JTI0LUH

1. [ToaroroBuTh pabouee MecTo.

2. O3HaKOMHTBCS C KOHKYPCHBIM 33JJaHHEM.

3. O3HAaKOMHUTBCS C KAPTOUKOHM U CTPYKTYpPOI OpraHu3aluy.

4. O3HaKOMMTBCS € IOKYMEHTaMH U KIacCU(PHUIIMPOBATH UX 110 JIOKYMEHTOIIOTOKaM

o. Bxogsiiie T0KyMeHTBI 3aperucTprupoBaTh B )KypHaie Excel B cooTBercTBHU ¢ BHmamu
JIOKYMEHTOB

6. Ha Bxozpamux rnpoctaButh «OTMETKY O IOCTYIUIEHUU B OPraHU3aLUIo»

7. B cooTBeTCTBUM € pe30a0LUel PyKOBOAUTENS IOATOTOBUTH OTBET

8. O¢opMUTh CONTPOBOJUTENBHOE MUCHMO AJIE OTHPABKU JIOKYMEHTOB I10 PE30JIIOLUU
PYKOBOIUTEIIS

9. [TonnucaTe KOHBEPT B COOTBETCTBUU C ITPAaBUJIAMHU [TOYTOBOM NEPENUCKU

10. OdopmuTh Bce HEOOXOAUMBIE TOKYMEHTHI HA KOMIIBIOTEPE B TEKCTOBOM PEIAKTOPE
Word B cootBerctBum ¢ tpeboBanusmu ['OCT P 7.0.97-2025 «Cucrema craHmapToB IO
nHpopManuu, OUOIMOTEUHOMY U M3AaTeNIbckoMy jeny. OpraHu3alioHHO-PACTIOPSAUTEIbHAS
noKkyMeHTarus. TpeboBaHus K 0()OPMIICHUIO JTOKYMEHTOBY.

11. CoxpaHuTh JOKYMEHT B Ialke Ha paboyeM cToJjie, IpeABapUTeIbHO CO3/1aB Ha

pabouem crosie koMibroTepa nanky «Homep yyactHuka Moayine 1».

12. Odopmnennsiii [Ipukas 1o OCHOBHOM €4TE€IbHOCTH BBIBECTH HA MIEYaTh.
13. [IpocTaBUTh NOAMNKMCH HA JOKYMEHTE B HEOOXOAMMBIX MECTaX.

14. Ilepenath BHINOIHEHHOE 3a/1aHUE SKCTIEPTAM IS OLICHUBAHMS.

15. Y6patb paboyee MecTo.

Monayas 2. CoctaBuTh 1 0)OPMHUTH APXHBHYIO CIIPABKY 10 3aNPOCY

[TonroroBuTh pabouee MecTo.
O3HAaKOMHTHCS C KOHKYPCHBIM 3aJIaHUEM.

O3HAaKOMUTBCS C KAPTOUKOM U CTPYKTYpOM OpraHU3aluu.

A W Dp e

W3yunth mnpencTaBieHHBIM B OyMaXHOM BHJI€ COLMAIbHO-TIPABOBOM  3ampoc



MOJTB30BATEIIS.

S. BriOpatb 651aHK apXUBHOM CIIPAaBKH.

6. Ha ocHoBe mpencraBieHHBIX B OyMaXHOM BHAE JOKYMEHTOB, IIPOBECTH
CHCTEMaTH3alMi0 W O0O0OINEeHHEe CBEACHHWH O COCTaBe M COJACPXKAHMM APXHMBHBIX JIOKYMEHTOB B

COOTBETCTBHH C 3allpOCOM JJIsl HOATOTOBKU APXHUBHOM CIIPaBKH.

7. Hnst odopmieHus ApXUBHOW CHOpPaBKH HCIOJB30BATh COOTBETCTBYIOILYIO (OpMY,
yCTaHOBJICHHYIO [IpaBwiiaMu opraHu3anuu XpaHEHUs, KOMIUIEKTOBAaHHUSA, yde€Ta M MCIOJIb30BaHUSA
JTOKyMeHTOB ApxuBHoro ¢onga Poccuiickoii @enepanuu M APYrUX AapXHUBHBIX JIOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPABJICHMsI U OpraHu3auusax (yTB. HMPUKa30M

PocapxmuBa ot 31.07.2023 Ne 77).

8. OdopmieHHYI0 ApXUBHYIO CIIPaBKY BHIBECTH Ha IeYaTh.
9. [IpocTaBuTh MOAMKCH HA JOKYMEHTE B HEOOXOAMMBIX MECTaXx.
10.  CoxpaHuTh AOKYMEHT B Marke Ha pabodyeM cTolie, MpeIBapUTEeIbHO CO3/IaB Ha paboyeM

cToje koMmnbroTepa nanky «Homep yuactauka Moayis 2».
11.  IlepenaTb BBIIOJHEHHOE 3aaHNE SKCIIEPTaM J1JIsl OLIEHUBAHUSL.

12. YO6pats paboyee mecTo.

Mopayasb 3. ChopmupoBaTh 1 0(pOPMUTH J1€J10 BpeMeHHOro (cBbiie 10 j1eT) cpoka XpaHeHust
(B OymMaskHOM BHJI€)

1 [ToaroroBuTh pabouee MecTo.

2 O3HaKOMHTBCS C KOHKYPCHBIM 33JaHHEM.

3. N3y4uuTh JOKYMEHTHI Ha OyMaKHOM HOCHUTEJIE.

4 O3HaKOMUTBHCSA c Homenknarypoii JIe]l OpraHu3alui,  OINpPENETUTh

CPOKM XpaHEHUs MPEJCTABIEHHBIX HA OyMa)kHOM HOCUTENE JJOKYMEHTOB.

S. [TpoBecTu 3KCHEPTU3Y LEHHOCTH JTOKYMEHTOB, NMPEACTABIECHHBIX Ha OyMa)KHOM
HOCHTETIE, 0TOOPATh JOKYMEHTHI MOCTOSIHHOTO CPOKA XPaHEHHS.

6. [Ipu mpoBeneHNM 3KCHEPTU3bl LIEHHOCTU JOKYMEHTOB MCHOJb30BaTh HomeHknaTypy
ned.

7. N3 oTOoOpaHHBIX TOKYMEHTOB C(opMUpOBaTh [leyio Mo JUYHOMY COCTaBy
BpemMeHHoro (cBbie 10 eT) cpoka XpaHeHHSL.

8. [TonBeprayTh c(HOPMUPOBAHHOE /€0 TOJIHOMY O(POPMIIEHHIO.

9. Odopmute OONOXKY nena, BHYTPEHHUE YYETHBIE JOKYMEHTHI Jenia: BHyTpeHHIo0
OIKCh TOKYMEHTOB Jiena, JIucr-3aBepurens nena.

10.  Odopmnenne pexBuzuToB OOJIOKKH J1eNa, BHYTPEHHUX YYETHBIX JOKYMEHTOB Jelia:
Buytpenneid omnmcu JokymMeHTOB Jena, Jlucra-zaBeputens Jnena JIOJDKHO COOTBETCTBOBATH

tpeboBanusm 'OCT P 7.0. 97-2025 «Cuctema crannapTtoB no uHpopmanuu, OMOIMOTEUHOMY H



u3narenbckoMmy Aeny. OpraHu3alliOHHO-pacHopsiAUTeNbHas JOKyMeHTanus. TpeOoBaHus K

0 OPMIICHUIO TOKYMEHTOB.

11. JIna odopmienus OONOXKKH Jella, BHYTPEHHHUX YYETHBIX JOKYMEHTOB JIeJa:
BHyTpeHHeld ommcuH JOKyMEHTOB jena, Jlucra-zaBeputens Jielia  MCHOJIB30BaTh  (HOPMBI,
ycTaHOBIIeHHbIE [IpaBuiiaMu OpraHW3allMd XpPaHCHHs, KOMIUICKTOBAaHUS, y4eTa M HCIOJIb30BaHHUS

nokyMmeHToB ApxuBHoro Gouaa Poccuiickoit @enepaiinil U Jpyrux apXUBHBIX JOKYMEHTOB B TOCYIapPCTBEHHBIX

OpraHax, OpraHax MECTHOTO CaMOyNpaBJeHHs W opranuzamusax (yTB. mpukazoM Pocapxmusa ot 31.07.2023 Ne
77).

12. OO6noxky jaena, BHyTpEHHHE YUYETHBIE JOKYMEHTHI Jena: BHyTpeHHIOIO Omuch
JOKYMEHTOB Jiefia, JIucT-3aBepurensb /ieia BIBECTH Ha MeYaTh.

13. CdopmupoBath 11e510, pa3MeCTUTh BHYTPEHHUE YUYETHBIC JOKYMEHTHI Jejia B HYKHOH
[0CJIEI0BATENbHOCTH, IIPUKPENUTD O0JIOKKY JIea.

14. OToOpaHHbBIE JOKYMEHTHI TOCTOSTHHOTO XPaHEHHS MOAIIUTH B TANKY-CKOPOCIIMBATENb.
JU1 MOAIIMBKY UCIIOJIB30BATh ABIPOKOIL.

15.  Coxpanutb OONOXKKY JieJla 1 BHYTPEHHHUE yUeTHbIE JOKYMEHTHI Jiesia: BHyTpeHHI010
OIKCH JOKYMEHTOB Jena, JIucT-3aBepurens B mamnke Ha pabodeM cTojie, MPeaBapUTEIbHO CO3/1aB Ha
pabouem crose kKoMmbioTepa nanky «Homep ydactarka Momyis 3».

16.  Ilepenats [leno sxcnepram AJs OLIEHUBAHUSL.

17.  YOpats pabouee mecTo.

MopnyJb 4. PernoHaibHbIH KOMIIOHEHT
OTKOpPpPEKTHPOBATH 3J1eKTPOHHBbIN TEKCT J0OKYMEHTA, COCTABUTH TUTYJIbHBII JHUCT,
pacneyararb JOKYMEHT M NOANKMCATDH ero
[ToaroroButk pabouee mMecTo.

O3HaKOMUTECS C KOHKYPCHBIM 3aJIaHUCM.
I/I3y‘{I/ITB BHCKTpOHHHﬁ JAOKYMCHT C TCKCTOM.

HaiiTu Bce ommOKu B TEKCTE JAOKYMCHTA.

o B~ WD

OdopmMuTh TEKCT JOKyMEHTa C YYETOM TOJieH, a03a1eB, MHTEPBAIOB, MPABWJI HAITUCAHUS 3aTOJIOBKOM U

M0/I3ar0JIOBKOB, MPUJIOKEHHUS, CHOCKU M TIPOCTABIICHHS CTPAHUII.

6. OdopMUTH THTYIBHBIN JUCT B JOKYMEHTE.

7. OdopMUTH PEKBU3UT IIOAMUCH» B JOKyMEHTE.

8. Odopmitenune TekcTa, TATYIHHOTO JIMCTA U TIOJIITUCEH JOKYMEHTA JIOJDKHO COOTBETCTBOBATH TPEOOBAHUSM
I'OCT P 7.0.97-2025 «Cucrema cTaHIapTOB 110 HHPOPMALINN, ONOIIMOTEYHOMY U U3ATEIIHCKOMY JICIy.
OpraHu3anroHHO-PaCcTIOpsAUTENbHAS JOKyMeHTaus. TpeboBaHust K 0OPMIICHHIO JOKYMEHTOBY.

9. TlpoBepuTh MPaBUIBHOCTH OPOPMIICHHSI TEKCTA JIOKYMEHTA B JIEKTPOHHOM BHJIE.

10. TekcT TOKyMEHTa BBIBECTH Ha I€4YaTh, [IOCTABUTH ITOJIITHCH.

11. CoxpaHuTh TEKCT JOKyMEHTa B Iarke Ha pabodeM cTolie, MpeIBapUTeNIbHO CO3/1aB Ha paboueM cToJie



komnbroTepa nanky «Homep yuactHruka Moayis 4».

12. Tlepenatp TekcT 1OKyMEHTa 3KCIIEpTaM JJIsl OLCHUBAHUSI.

13. Y6pars pabouee mecTo.

2.5. Kputepuu oneHKH BBITIOJIHEHUS 32 IaHUSA

Kareropus
Y4aCTHHUKOB

HaunmeHoBaHMe M OIUCAHUE MOoAayJist

Tun kpurepust
(o1eHOYHBbIH/
U3MepPUMBbIii)

Makec. 0a1

I xoabHUKH

Moayab 1. CoctaBUTh B 0(pOPMHUTH

IIpoToKkoJ KOJLJIErHaJIbHOT0 MEPONPUSITHS

31

Cocrasn PEKBU3HUTOB OnaHKa IMPOTOKOJIa
BBI6paH IIPpaBUJIBHO, COOTBETCTBYET

OpMYJISIpY JOKYMEHTA U TPeOOBaHUSIM
(IPOC"IYP 3.0.97-2025

O

OdopmiieHue u pacnoaokKeHue PeKBU3UTOB
0J1aHKa [TPOTOKOJIa COOTBETCTBYET
tpeboBanusim 'OCT P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TPEOOBAHUSIM: JIEBOE —
He meHee 30 MM, HIDKHEE, BEpXHEe - He
Menee 20 MM, nipaBoe He MeHee 10 Mm

Pasmep mpudra texkcra eaunsiii (12-14) mr.

WuTtepsain B Tekcre enunsbiii (1-1,5) 6e3
JIOTIOJIHUTEIIBHBIX MT., MHOTOCTPOYHBIC
PEKBHU3HUTHI OPOPMIICHBI YePE3 OAMHAPHBIN
MEXCTPOYHBIA HHTEPBAI

OdopmiieH ab3arHbIi OTCTYII, pazmep — 1,25
cM

B noxymeHTe BhIpaBHUBaHHUE TEKCTa
0(hOPMIIEHO 1O IIUPUHE

Tekct npoTokosia opopmiieH 6e3
opdorpadudecKix U MyHKTYAI[HOHHBIX
OIIMO0K

PexBusut «HaumeHnoBaHne opranu3anum»
0o(OpMIIECH, BKITIOYAET MOJHOE U
COKpallleHHOE HAUMEHOBaHUE
OpraHu3aluu

PexBusut «HanmeHoBaHuE BUa TOKYMEHTa»
0(OpMIIEH MTPaBUIBHO

PexBusut «Jlara nokymenTa» oopmiieH
IIPaBUJILHO

PexBusnt «PeructpaninoHHblii HOMEp
JOKYMEHTa» 0(OpMIIEH NPaBUIILHO

PexBu3uT «MecTo COCTaBICHHS TOKYMEHTa»
0(OpMIICH TPABUIILHO

PexBu3uT «3aronoBokK K TEKCTY» 0(OpMIICH
Y PaCTOJIOKEH MPABUIIBHO, COJIEPIKHUT
yKa3aHUE Ha BUJl 3aCEaHUS




PexBuzur «TekCT HOKyMEHTa» COCTOUT U3
BBOJIHOU M OCHOBHOU "acTeH

BBoHas 4acTh IPOTOKOIA COACPKHUT
UHPOPMAILIHIO O TIpeJIceIaTele
(mpencenaTeNbCTBYIOIIEM) U CEKpETape
3ace/laHus, 3Ta 4acTh MPaBUILHO ohopmIleHa

BBoanas 4acTh IPOTOKOJIA CONECPKUT
MH(POPMALIHIO O KOJIUYECTBE
HNPUCYTCTBYIOIIUX Ha 3aC€IaHUH; 9Ta YaCTh
paBWIbHO 0(hOpMIIEHA

BBosiHAas 4acTh MPOTOKOJIA COAEPKUT
UH(OPMALIMIO O IPUTIIAIIEHHBIX (TIpU
HAJIMYUH); 3TA YaCTh IPABUIBHO 0hopmiieHa

IToBecTka IHS BKIIIOYAeT YKa3aHucC Ha
COACPIKAaHUC JOKJIala U JOKJIaJYHKa

OcCHOBHas 4acTh IPOTOKOJIA COJICPIKUT
UH(OPMAIIHIO O X0J1e 00CYKICHUS
BOITPOCOB MOBECTKH JIHS M COACPIKUT
HEO0OXOAMMBIC pa3Ieiibl

PexBusur «Ilonmuice» opopmieH mpaBUIIbHO
Y BKJIIOYAET MOANMNCH NIpeceaaTess
(mpencenaTeNbCTBYIOIIET0) U CEKpeTaps
3acelaHus

[Tpu opopmiteHHH TPOTOKOIIA UCTIOTH30BAHbI
KapTOYKa OPTaHU3alliU U CTPYKTypa
OpraHu3aIu

Pabouee mecTo nmocie oKoHUaHHs pabOThI
yOpano. Paboune nanku u Gaiisl 3aKphITHI
1IOCJI€ BBIIIOJIHEHUS 3a]IaHUSI.

JlokyMeHTbI Ha OyMa)>KHOM HOCUTEIIE
yOpaHbl B JTOTOK

Moayas 2. CocTaBuTh H 0pOPMHUTH NPHKA3 110 OCHOBHOI

ACATCIBHOCTH

24

CocraB peKBM3MTOB OJaHKA MPpHKa3a BHIOpaH
MPaBUJIbHO, COOTBETCTBYET (POPMYIISIpY

JOKyMeHTa U TpeboBanusiM 'OCT P 7.0.97-
2025

O




Odopmienne 1 pacronoxkeHne peKBU3UTOB

npukasa coorBercTByeT TpedoBanusam [ OCT
P 7.0.97-2025

[Tosnst cOOTBETCTBYIOT TPEOOBAHUSM: JIEBOC —
He MeHee 30 MM, HUXKHEE, BEpXHEE - HEe
Menee 20 MM, ripaBoe He MeHee 10 MM

Pasmep mpudra texcra equnblii (12-14) .

WuTtepBan B Tekcte equnsiii (1-1,5) 6e3
JIOTIOJTHUTEIBHBIX NT., MHOTOCTPOYHBIE
PEKBU3UTHI O(OPMIICHBI YePE3 OAMHAPHBIH
MEXCTPOYHBII MHTEPBAJI

Odopmnen ab3amHbii oTcTy, pazmep — 1,25
cM

B nokymeHTe BbIpaBHUBAHUE TEKCTA
0(OPMIICHO MO HIUPUHE

TekcT nmpukaza opopmiieH rpaMOTHO 0e3
opdorpadudecKuX U MyHKTYAIIMOHHBIX
OIHO0K

PexBusut «HanumeHOBaHHE OpraHU3aIIAN»
oopmiieH, BKIIFOYAET MOJTHOE H COKPALIEHHOE
HAaMMEHOBAHHME OPTaHU3aINH

PexBusut «HanmeHoBaHnue Buga TOKyMEHTa»
0(OpMIIEH MPaBUIBHO

PexBmsut «/lara nokymenTa» oopmieH
IIPaBUJIBHO

PexBusur «PeructpannoHHbll HOMEP
JIOKYMEHTa» 0(OpMIIEH NPaBUIILHO

PexBu3uT «MecTo COCTaBICHUS TOKYMEHTa
o opMIIEH ITPaBUIILHO

PexBHU3HT «3aroiaoBOK K TEKCTY»
chopMyIHpoBaH U 0QOPMIIEH PABUIBHO

PexBusnr «TekcT 1OKyMEHTa» COCTOUT U3
JIByX 4acTel: KOHCTaTUPYIOLIEN U
pacnopsIUTEIbHON, KOTOPBIE PA3AECIICHbI
JIpYT OT JIpyra




PexBusur «Iloanuce» opopmieH npaBuiIbLHO O

[Tpu odopmiteHnH pUKa3a KCTIOIb30BaHbBI 0]
KapTOUYKa OpraHu3aIH U CTPYKTypa

OpraHu3aluu

[TpaBuiIbHO OPOPMIICHO M PACTIOTIOKEHO O

03HAKOMJIEHHE C MPUKA30M: UMEET
HAaUMEHOBAaHUE JOJHKHOCTH, MOAIHUCH,
pactnpoBKy MOAMKCU U ATy

Pabouee mecTo mociie OKoH4YaHUSI pabOTHI O
yOpano. Paboure nanku v (haiisibl 3aKpHITHI
1I0CJIE BBITOJIHEHUS 3a/1aHHsL.

JlokymeHTbI Ha OyMa)KHOM HOCHTEIIE
yOpaHbI B JIOTOK.

Moays 3. CHCTEMATH3HPOBATH JOKYMEHTHI 110
JAOKYMEHTONOTOKAM, IPOCTABUTH OTMETKY O OCTYIJICHHH
JAOKYMEHTA, IPOBECTH PEerucTPaluio BXOASIIHNX
JAOKYMEHTOB B KypHaJie Excel, ncnoab3yst HoMmeHKIATYpy
ae

JIOKyMEHTBI CHCTEMAaTU3UPOBAHBI 110 O
JIOKYMEHTOIIOTOKaM

[TpaBrIIbHO OTOOpPAHBI BXOSIINE
JIOKYMEHTBI

[paBusHO BEIOpaHa hopma sxypHaIa
PErUCTPALMK BXOLIIHX JOKYMEHTOB

ol O O

[TpaBuiIbHO MpOCTaBJIEHA OTMETKA O
MOCTYIUICHUU IOKYMEHTOB B OPTaHU3AIINIO
(mrramm)

[IpaBriIbHO OTPEAETICH U MMPOCTABIIECH B )KypHAJIC
BXOJISIINI HOMEP TOKYMEHTa

Hcnons3oBaHa HOMCHKIJIATypa ACJI IJIA
COCTAaBJICHUA PErUCTPAIMOHHOI0 HOMEPA

[TpaBriIbHO onpezeneHa aaTa NoCTyIUIEHUS
JIOKYMEHTa B )KypHaje

[TpaBrIIbHO ONpeENIeH KOPPECTIOHIEHT B
KypHajie

[paBuIBHO OMpeesicH aipecaT B )KypHaJIe

IIpaBUIIBHO OIIPEAEIIEHO COACPKAHNE
JIOKyMEHTA B )KypHaJIe

ol O O O O o O

[TpaBuIbHO ONpesieNieH NCTIOTHUTEND
JIOKYMEHTa B JKypHaJie




[TpaBrIIEHO ONpeieeHa PE30ITIOLUS
JIOKYMEHTa B JKypHaJe

OdopmiteHne peKBH3UTOB COOTBETCTBYET
tpeboanusm 'OCT P 7.0.97-2025

Odopmiena o6moxKa 1151 )KypHaIa
perucTpauy BXOASAIMINUX JOKYMEHTOB B
OTAEJBHOM BKJIAJIKE

Kypnan u 065105%kKa K HEMY BbIBEJICHbI Ha
neyarhb

Pabouee mecTo mociie OKOH4YaHUST pabOTHI
yOpano. Paboune nanku u Gaitibl 3aKpbITHI
1I0CJI€ BBITIOJHEHUS 3aJaHus. [JOKyMEeHThI Ha
OyMa)KHOM HOCHUTEJIC YOpaHBbI B JIOTOK

MonyJib 4. PernoHajbHbIH KOMIIOHEHT:

OTKOpPpPEKTHPOBATH IJIEKTPOHHBIN TEKCT U pacnevyaraTb ero

20

Paboure manku u (Haiiibl 3aKphITHI TOCIE
BBITIOJTHEHUS 3a1aHHUS.

0

'Y6opka pabodero Mecra mocie OKOHYAHUS
padoTel. COOJIIOIar0TCS TTPaBUiIa TEXHUKH
0€30I1aCHOCTH

Bnanenue KOMIIBIOTCPHBIMU IIPpOTpaMMaMM;
rncyaTh TCKCTAa

[IpaBuibHO HaliieHbI OIIMOKU B TOKYMEHTE:!
opdorpaduyeckue, hopMaTUpOBaHKHE TEKCTA

[losist COOTBETCTBYIOT TpEOOBAHUSM: JIEBOE — HE
meHee 30 MM, HIDKHEe, BepxHee - He MeHee 20
MM, IpaBoe He MeHee 10 MM

B 1oKxyMeHTe UCIIONb3yEeTCs €AUHBIA CTUIIb
mpudTa

Pa3mep mpudTa Tekcra equnbiii (12-14) mr.

MuTepsain B Tekcre eaunbiii (1-1,5) 6e3
ITOTIOJTHUTEIBHBIX TIT.

OdopmiteH ad3arHbIi oTcTy, pasmep — 1,25 cm

B 10oKxyMeHTe BbIpaBHUBAaHUE TEKCTa 0(OPMIIEHO
10 IIUPUHE

3aroyI0BOK TeKCTa 0()OPMJIEH I10 LIEHTPY CTPOKH,
BarjaaBHBIMU OyKBamH, 0€3 IEPEHOCOB, pa3eiieH
[0 CMBICITY, MHOTOCTPOYHBII 3ar0J0BOK
0(OpMIIEH Yepe3 OJAMHAPHBIA MEKCTPOUHBIH
MHTEpBaJ

I/IHTCpBaJ'I MCKAY 3aroJIOBKOM U MOA3aroJIOBKOM
-2

[TonzaronaoBok TekcTa ohopMIIeH MO LHEHTPY
CTPOKHU, CTPOUHBIMHU OyKBaMHU, MHOTOCTPOYHBIN
M0/13ar0JIOBOK O(OPMIIEH Yepe3 O JUHAPHBIN
MEXCTPOYHBII MHTEPBAJI

MHuTepBan Mex1y M03aroJ0BKOM U TEKCTOM — 2-
3 (B 3aBUCHMOCTH OT BBIOPAaHHOTO UHTEpBaiIa
TEKCTa)




[IpocTaBieHsl HOMEPa CTPAHHULL

HpaBI/IHBHO BBITIOJTHEHA CHOCKA Ha
3aKOHOIATEIbHBIA aKT

[TpaBUIBHO PAcIIONOXEHa B TEKCTE U 0(OpMIICHA
OTMETKA O IPUJIOKCHUU

HUTOIO:

100

CryneHTsl

Mopnyasb 1. JIoKyMeHTHPOBATh KaJPOBYIO ONlepaliio B
COOTBETCTBUHM € JOKYMEHTAMH-OCHOBAHMSAMHU M IOATOTOBUTH

KOIIMI0 TOKYMEHTA 110 3alIpOoCy

29

KanpoBble oneparinu onpeneneHbl BEpHO

[IpaBuibHO CUCTEMATU3UPOBAHBI,
[IpeCTaBJICHHbIE HAa OyMa>KHOM HOCHUTEIE
JIOKYMEHTBI-OCHOBAHHsL, 110 KaIPOBBIM
onepalusImM

[IpaBuIBHO OTOOPAHBI JOKYMEHTHI-
OCHOBaHUS JJIs1 JOKYMEHTUPOBAHHUSI
KaJpOBOM OIEepalii B COOTBETCTBUU C
3aJJaHuEM

[IpaBuibpHO BRIOpaHa popma JOKyMEHTA IS
oopMieHHs IPOEKTa MpHKa3a Mo JUYHOMY
COCTaBY ISl IOKYMEHTHUPOBAHUS KaJpOBOM
oIepaly B COOTBETCTBUHU C 3alaHUEM

[TpaBuibHO 0(hOPMIIEH POEKT MPHKAa3a 1o
JMYHOMY COCTaBY Ul JOKYMEHTHPOBAHUS
KaJIpOBOM OIEpaLIMU B COOTBETCTBUH C 33JJaHUEM

OdopmiteHre 1 pacroiI0KeHnEe PEKBU3UTOB
MIPHUKa3a 110 JIUIHOMY COCTaBY COOTBETCTBYET
tpeboBanusim ['OCT P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TpeOOBaHUSM: JIEBOE,
HUKHee, BepxHee- He MeHee 20 MM, ITpaBoe He
menee 10 mm

B noxymeHnTe mcronb3yercsi eIUHBIA CTHIIb
mpudTa

Pasmep mpudra Tekcra equnsiii (12-14) or.

[IpoexT npukasa no JMYHOMY COCTABY
00paboTaH, NPaBUIbHO 0OPMIIEHBI
HEOOXOIMMBIEC PEKBU3HTHI, B COOTBETCTBHH C
tpeboBanusimu ['OCT P 7.0.97-2025, nns
PUIAHNAS JOKYMEHTY FOPUINYECKON CHIIBI

Jl511 06paboTKM MPOEKTa MprKa3a Mo
JMYHOMY COCTaBY MCIOJIb30BaHA
HOMEHKJIATypa Jiell

3anucu o0 KaJpoBOH orepalii BHECEHBI B
TPYJAOBYIO KHIDKKY

OdopmiieHne 3amucy o KaJpoBoi onepanuu B
TPYJOBOW KHMKKE COOTBETCTBYET HOPMATHBHBIM

TpeOOBaHUSIM




3amnucu 0 KaJpoBOil olepalii BHECEHBI B O
JINYHYIO KAPTOUKY

o

Odopmiienne 3anucu 0 KaApOoBOH OMepaluy B
JIUYHOM KapTOUKE COOTBETCTBYET HOPMATHUBHBIM
TpeOOBaHUSIM

[IpaBunbHO onpeneseH JOKyMEHT JUIs
oopmieHHs KoUK

Ha xonuu 1oxyMeHTa npaBUiIbHO 0hOpMIICH
pekBU3UT «OTMETKA O 3aBEPEHUM KON

Konwust noxymeHTa 3aBepeHa B COOTBETCTBHH C
tpeboBanusmu ['OCT P 7.0.97-2025

o O] O ©

Konus nokymenrta cogepxut hakcumuie u
KpYTJyIO 1e4arh

Moayanb 2. CoctaBuTh 1 0popMuTth Ciry:keOHOE MHUCHMO

25

Hns  odopmiieHuss  Ciy’)keOHOTO  MUChMa O
UCIIONIB30BaH  ONAHK ~ THChMa,  COCTaB
PEKBU3UTOB  OJaHKAa  MUChbMa  BBIOpaH
NpaBWIBHO,  COOTBETCTBYET  (popMyIsipy
nokymenta u tpedoBanmsim 'OCT P 7.0.97-
2025

OdopmieHne U pacroyioKeHHE PEKBHU3UTOB o
cirykeOHOTO MUChMa COOTBETCTBYET
tpeboBanusim 'OCT P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TpeOOBaHUSIM: JIEBOE, 0]
HIDKHEe, BepxHee- He MeHee 20 MM, IpaBoe He
menee 10 Mm

B noxymeHnTe ncronb3yercss €IMHBIA CTUIIb O
mpudra

Pasmep mpudra texcra equnbiii (12-14) . o

WutepBan B Tekcre eauHbii (1-1,5) 6e3 0]
JIOTIOJTHUTEIbHBIX IT., MHOTOCTPOYHBIC
PEKBU3UTHl O(QOPMIICHBI uepe3 OJUHAPHBIN
MEKCTPOUYHBIN HHTEPBAT

OdopmieH ab3amHbIi OTCTYI, pazmep — 1,25 O
cM

B nmokymeHnre BBIPaBHUBAHUE TEKCTa O
0(OPMIIEHO MO HIUPUHE

Tekct cmyxxebHOro mnuchkMa odopmiieH 6e3 O
opdorpadpuyeckux 51 MMYHKTYaI[MOHHBIX
OLINOO0K

PexBusur «HauMeHOBaHME  OpraHU3aIdny O
oopmiieH, BKIIIOYAET MOJHOE M COKpAICHHOES
HaNMMCHOBAHUEC OpraHU3alnn

PexBu3ur «CripaBo4HbIE JaHHBIC 00 O
opraHuzanum» 0oQOPMIICH U COJEPKHT BCE
HEOOXOIUMBIE DIIEMEHTHI

PexBusur «Jlata nmokymeHTa»  odopmiieH O
MPaBUIBHO

PexBusur «PerucrpaniOHHBIH HOMEp O
JOKYMEHTa» 0(OpMIJIEH PaBUIIBHO




PexkBusur «Ccbuika Ha perucTpaniMOHHbBIN
HOMEp M JaTy INOCTYMNMBILErO JOKYMEHTa»
odopMIIeH TTPaBUILHO

PexBusut «Anpecar» opopmieH npaBuiIbHO

PexkBu3uT «3aroyioBok K TEKCTY» Oo(opmieH
MPaBUIBHO

PexkBm3utr «TekcT HOKyMeHTa» OQOpMIIEeH,
CTPYKTypa TEKCTa IMHUChMa COCTOUT U3 Tpex
yacTeit: mpeamOyIa (BCTYIUICHHE),

coZieprKaTesbHAs YacTh, PE3IOMUPYIOIIAS YacTh

PexBusur «Iloanuce» opopmiieH npaBUiIbLHO

PexBuzur «OtMerka 00  HCIIOJIHUTEIE)
pacroJiaraeTcsi B COOTBETCTBYIOIIIEM MECTE U
o opMIIEH ITPaBUIILHO

I[Ipu  odopmieHHH  CIy>kKeOHOrO  MHChbMa
UCIIOJIb30BaHbl ~ KapTOYKa OpraHW3alud U
CTPYKTypa OpraHu3aIuu

Pabouee mecTto mocine OKOHYAaHUSI PAOOTHI
yopano. Paboune manku u ¢ainbl 3aKpBITHI
MI0CJIE BBITTOJIHEHUS 3a/1aHMSI.

JlokyMeHThI Ha OyMa)KHOM HocuTese yOpaHbl B
JOTOK

Monayas 3. ChpopmupoBath u opopmMuTh /€10 NOCTOSTHHOTO

XpaHeHus (B 0ymMa:KkHOM BH/ie)

26

Odopmnenne peKBU3UTOB  OOJOXKKU U
BHYTPEHHUX YyYETHBIX JIOKYMEHTOB Jeja

cootBercTBYyeT TpeboBanusm 'OCT P 7.0.97-
2025

0)

[TpaBuibHO  OTOOpaHBI  JAOKYMEHTHI  JUIs
(dbopMupoBaHus aena

[Ipu mposenennu  OLJI  wucnonb3zoBaHa
HOMEHKJIaTypa Jiel

IIpaBMIIBHO ~ pacCHONIOKEHBI  JTOKYMEHTBI
BHYTpH J€1a

JIuctel nena MMPpaBUJIBHO ITPOHYMCEPOBAHBI

[TpaBunbHO BBIOpaHa (hopmMa BHYTpEHHEH
ONKCH JOKYMEHTOB JIeia

[TpaBunpHO ~ BBIOpaHa  Qopma  JuCTa-
3aBEpUTENs JieTa

[TpaBuibHO BBIOpaHa popma 00JIOKKH Jena

o O o O ©f O] ©

BHyTpeHHue yueTHble JOKYMEHTHI Jielia
pa3MellEeHbI B COOTBETCTBUU c
HOPMaTUBHBIMH TpeOOBaHUSIMH, COOJIOJCHA
IIOCJIEIOBATEIbHOCTD UX Pa3MELICHUS B JIEIIE,
HaJIM4Kie CAHUTAPHOI'O JIMCTa

OO06iokka J1enma  3arojHeHa  MPaBHIIBHO,
0(OpPMIICHBI BCE HEOOXOIUMbIE PEKBH3UTHI

CBenenusi, BbIHECEHHbIE Ha  OOJIOXKY,
COOTBETCTBYIOT JAHHBIM HOMEHKJIATYPBI A€




BHyTpeHHsI1 ONMCh  JTOKYMEHTOB  Jela
3aroJiHeHa TPaBHIBHO, O(GOPMIIEHBI BCe
HE0OXO0IUMbIE PEKBU3HTBHI, CBEJICHUS,
BKJIIOUEHHBIE BO  BHYTPEHHIOIO  OIIUCb,
COOTBETCTBYIOT JAHHBIM HOMEHKJIATYPbI JEI
U JIOKYMEHTaM Jiena

Jluct-3aBeputens ziea 3aM0IHEH IPaBUIIBHO,
o(opMIIEHBI BCE HEOOXOIUMBbIE PEKBU3UTHI,
CBEJICHMSI, BKJIIIOUEHHBIE B JIMCT-3aBEPUTEIb,
COOTBETCTBYIOT JIaHHBIM HOMEHKJIATYphl [
U BHYTPEHHEM ONKMCH JOKYMEHTOB Jiena,
COCTOSIHUIO JJOKYMEHTOB Jieia

ChopmupoBanHblii TOM Jielia  TOIIIUT B
TMaInKy-CKOPOCIINBATEIh

[Ipu npoimBKe NCHOIB30BANICS ABIPOKOIT

Pabouee mecTo mocie OkOHuYaHUS PAOOTHI
yOpaHno. PaGoune nmanku u (paisibl 3aKphBITHI
MI0CJIE BBITTIOJIHEHUS 3a/1aHMsL.

JIOKyMeHTBI Ha OyMa)KHOM HOCHUTEJIe YOpaHbI
B JIOTOK

MonayJib 4. PernoHaibHbI KOMIIOHEHT. OTKOPPEKTHPOBATH
3JIEKTPOHHBII TEKCT IOKYMEHTA, PacrevyaraThb ero M noanucaThb

20

Paboune nanku u (Gailsibl 3aKPBITHI TOCTIE
BBIITOJIHCHMS 3aJaHUSI.

0)

Yo6opka pabouero MecTa 1mocje OKOHYaHHSI
paboTel. COOIIOAAI0TCS IPaBUIIa TEXHUKH
0€30I1aCHOCTH

0)

Bnangenue KOMIIBIOTCPHBIMH IIPOTpaMMaMM
rneyaTrb TCKCTA

[TpaBUIIbHO HAalACHBI OIIMOKH B JOKYMEHTE!
opdorpaduueckue, GopMaTupoOBaHUE TEKCTA

[Tosnst cOOTBETCTBYIOT TPEOOBAHUSM: JIEBOE — HE
meHee 30 MM, HUXKHee, BepxHee - He MeHee 20
MM, paBoe He MeHee 10 Mmm

B noKyMeHTe UCTIOIb3yeTCs €AUHBIN CTHIIb
mpudTa

Pa3mep mpudTa Texkcra eaunbii (12-14) .

MurtepBan B Tekcte eaunbiii (1-1,5) 6e3
TIOMOJTHUTEBHEIX IIT.

OdopmiieH ab3amHbIi oTCTyM, pazmep — 1,25 cm

00

B noxymeHTe BbIpaBHHBaHUE TEKCTa 0()OPMIIEHO
110 IIMPUHE

3aroyioBoK TeKcTa 0(hOpMIIEH 10 LIEHTPY CTPOKH,
3ariaBHBIMU OyKBamHu, O€3 IEPEHOCOB, pa3aeneH
[0 CMBICITY, MHOTOCTPOYHBIN 3ar0JI0BOK
odopMmIIeH Yepe3 OIMHAPHBINA MEKCTPOUHBIN
WHTEPBaJ

I/IHTCpBaJ'I MCKAY 3aroJIOBKOM U TOA3aroJiOBKOM
-2

ITon3aronoBok Tekcra 0ohOpMIIEH IO HEHTPY
CTPOKH, CTPOUYHBIMU OyKBaMH, MHOTOCTPOYHBIN
M0J[3ar0JIOBOK 0(hOpMIIEH uepe3 OJMHApHBIN
MEKCTPOUYHBII MHTEPBAJI




MHTepBa MEXy MOI3ar0JI0BKOM U TEKCTOM — 2- O 1
3 (B 3aBUCUMOCTH OT BRIOPAHHOTO WHTEpBAIa
TEKCTa)
[IpocTaBiieHbl HOMEpPA CTPAHUIL 0] 1
[TpaBUIHHO BBHIMTOJHEHA CHOCKA HA O 2
3aKOHOJATEIbHbIN aKT
[TpaBUIBHO pacoIOkKeHa B TEKCTE M opopmIIeHa 00 1
OTMETKA O MPUJIOKEHUH
[TpaBmibHO 0pOpMIIEH PEKBU3UT KIIOAMHCH) 1
TTOKyMEHTa
HUTOrO: 100
Moayasb 1. O6padoTaTh JOKYMEHTBI C MOCeTYIOIIei 23
perucrpanmeii BXOASIIMX JOKYMEHTOB H IIOATOTOBHTH OTBET 110
Pe30J1I0LHH
[TpoBenena cucremaru3anus 10KyMEHTOB 10 O 2
JIOKYMEHTOIIOTOKaM
Bxopasimye 10KyMeHTbl 00paboTaHbl B O 2
MOJIHOM 00beMe
Cneunuaaucrsl
Ha Bxogsmux JOKyMeHTax MpocTaBieHa O 1
«OTMeTKa 0 OCTYIIJICHUU JTOKYMEHTOBY
[TpaBuiibHO BeIOpaHa (popmMa KypHaita O 1
PETHCTPAIH BXOAAIINX TOKYMEHTOB
[TpaBuIBHO ONIpeenena AaTta perucTpaum O 1
BXOJSIIIUX JOKYMEHTOB
BepHo ornpeneneHbl perucTpaioHHbIe O
HOMeEpa B )KypHaie (C yueToM 1
HOMEHKJIaTypbl)
BepHo onpeznenena pesontonus 5
PYKOBOJUTEIS
[ToaroToBieH TOKYMEHT B COOTBETCTBHH C O 2
PE30II0IUEH
OdopmiteHO COTTPOBOAUTENHEHOE MUCHMO IS 0) 2
nepecbuIky nouror Poccun
ConpoBoauTeabHOE MUCbMO 0(OPMIIEHO Ha O 2
OJlaHKE mUChMa
ConpoBoAUTENBLHOE TUCHEMO O 1
3apErHCTPUPOBAHO B KYpPHAIIS
ConpoBOAUTEIBHOE MUCHMO COJEPKUT O 1
OTMETKY O HAJIMYUH NPUIIOKECHUS
Ha conpoBoauTenbHOM nucbMe O 2
MPOCTaBJIEHBI (PAaKCUMUIIE U KpYyTJIast Ie4aTh
[Tpu opopmieHrH COTPOBOIUTENHLHOTO O
MUCbMa UCTIOJIb30BaHbl KAPTOUKA U 1
CTPYKTYpa OpraHU3aluu
KonBepT momucan B COOTBETCTBHH C O 1
NpaBUJIAMHU TIOYTOBOW MIEPETINCKU
Pabouee mecto mocne oOkOHUaHUS PaOOTHI 0]
yopano. Pabouue manku u (aisbl 3aKpbITHI
M0CJIE BBIMOJIHEHUS 3a/1aHUsl. 1
JlokyMeHTbI Ha OyMa)KHOM HOCUTeNe yOpaHbl
B JIOTOK




Monayab 2. CoctaButh U 0pOpMUTH APXHUBHYIO CIPABKY MO
3ampocy

33

[TpaBmibHO BeIOpaHa popma Onanka 0)
ApXUBHOMU CIIPaBKH

CocTtaB peKBU3UTOB OJIaHKA APXHUBHOM O
CIIPaBKHU BBIOpaH MPaBHIBHO, COOTBETCTBYET
bopMyIsIpy JTOKYMEHTa

OdopmiieHne peKBU3UTOB apXUBHON O
cnpaBku cootBeTcTByeT TpedoBanusam [[OCT
P 7.0.97-2025

[Tosnst COOTBETCTBYIOT TPEOOBAHUSIM: JICBOE, 0]
HIDKHEe, BepxHee- He MeHee 20 M, mpaBoe
He meree 10 mm

Pasmep mpudra Tekcra exqunbiii (12-14) mr. 0]

o

WuTtepBain B Tekcte enunsbiii (1-1,5) 6e3
JIOTIOJIHUTEIIHBIX MT., MHOTOCTPOYHBIC
PEKBH3HTBI 0POPMIICHBI YePEe3 OAMHAPHBIN
MEXCTPOYHBIN HHTEPBA

Odopmien ab3amHbIi oTcTy, pazmep — 1,25
cM

B mokyMeHTe BhIpaBHUBAHHE TEKCTa
0(hOpPMIIEHO O IUPUHE

TekcT apX¥UBHOM CIIPABKU COCTaBJICH
I'PaMOTHO IO CMBICITY

ol O o O

TekcT apXuBHO# cripaBKHu oopmiteH 6e3
opdorpadpuuecKux U MyHKTYaI[MOHHBIX
1115 (]S

CopneprkaHue apXuBHOW CIIPaBKH O
COOTBETCTBYET COJICPKAHUIO 3aIIpoca
MIOJTH30BATEIIS

PexBusut «HaumMeHOBaHHE OpraHU3aIIuN» o
oopmiieH, BKIIFOYAET MOJTHOE M COKPALIEHHOE
HAMMEHOBAHHME OPTaHU3aIUH

PexBusut «CrnpaBouHble JaHHBIE 00 O
OpraHu3aium oGpopmIIeH NPaBUILHO, COJEPIKUT
BCE HEOOXOOUMBIE DIIEMEHTHI

PexBuzut «HanmeHoBaHMEe BUIa JOKYMEHTa
0(pOpMIIEH MPABUIBHO

PexBusut «Anpecar» opopMIIeH TPABUIBHO

PexBusut «/lara nokymenTta» odopmiieH
IIPaBUIILHO

PexBusut «PerucrpaumoHHbIil HOMEP
JIOKyMEHTa» 0(hopMIIEH TPABUIHHO

PexBusut «PeructpanioHHbIi HOMED
JIOKYMEHTa» 0(OpMJIIEH MPaBUILHO

o O O] O o O

PexBu3ut «Cchlika Ha perucTpaliiOHHbIN
HOMED U J1aTy NOCTYIIHUBILETO JOKYMEHTA»
o opmIIeH MTPaBUIBLHO

PexBusur «Tekct nokymenTa» odopmieH O
IIPaBUJIBHO, COCTaBJIEH B COOTBETCTBUU C
3aIpOCOM M UMEIOIMMHUCS TOKYMEHTAMHU




PexBusut «OcHOBaHME» 0hOpMIICH O 2
NPaBUIBHO U COJEPKHUT BCIO HEOOXOAMMYIO
nHOOpMaIHIIO
PexBusur «Ilogmuce» oopmiien npaBuiIbHO O 1
PexBusur «Iledatrs» oopmieH npaBuiIbHO O 1
PexBuzut «OT™MeTKa 00 UCTIOTHUTEIIE) O 1
0(OpPMIICH MTPABIIILHO
Pabouee mecTo mocie okoHUaHHs pabOThI O 1
yOpano. Pabourie nanku u (haidsibl 3aKpHITHI
1I0CJIC BBITMIOJIHEHUS 3a/1aHUsL.
JlokyMeHTbI Ha OyMa)XXHOM HocuTelne yopaHsl
B JIOTOK
Moay.ab 3. ChopmupoBaTh U 0pOPMUTH /1€J10 BpeMEHHOT0 24
(cBbime 10 JieT) cpoka xpaHeHusi (B 0yMaKHOM BHjie)
OdopmieHre peKBU3UTOB O0JIOKKH U O 1
BHYTPEHHMX YUETHBIX JOKYMEHTOB JIeJla
coorBercTByeT TpedoBanusim ['OCT P
7.0.97-2025
[IpaBuIBbHO OTOOPAHBI TOKYMEHTHI 7151 O 2
(dbopMHpoBaHUs Aea
[Ipu nposenenun D1/[ ncnonpzoBana 0] 2
HOMEHKJIaTypa Aes
IIpaBUIbHO pacroNokKeHbl JOKYMEHTbI O 2
BHYTpH JieJia
JIucTel Aena npaBUIbHO IPOHYMEPOBAHbI O 2
[IpaBuiibHO BIOpaHa opma BHYTpEeHHEH O 1
OIIMCH JIOKYMEHTOB JIeJia
IIpaBuibHO BbIOpaHa popma JaucTa- O 1
3aBepHTeIs Jeia
[TpaBunbHO BeIOpaHa GpopMa 00JI0KKH Jera 0] 1
BHyTpeHHME yUyeTHbIE JOKYMEHTHI Jelia O 2
pa3MelleHbl B COOTBETCTBHHM C
HOPMAaTHBHBIMU TPeOOBAHUSAMHU, COONTIO/ICHA
M0CJIeI0BATEIbHOCTD UX Pa3MELICHUS B
7ieie, HaIn4ue CAHUTApPHOTO JICTA
O0610Ka J1erna 3amoJIHeHA MPABUITBEHO, O 2
otopmIteHBI Bce HEOOXOIMMBIE PEKBU3HUTHI
CBezieHUs1, BBIHECEHHBIE Ha 00JIOKKY, O 2
COOTBETCTBYIOT JIAaHHBIM HOMEHKJIATYPHI JIET
BHyTpeHHsIs onHch JOKYMEHTOB Jienia O 2

3aIoJIHeHa MPaBUIIbHO, 0(OPMIIEHBI BCE
HE0OXOIUMBbIE PEKBU3UTHI, CBEJICHUS,
BKJIFOUEHHBIE BO BHYTPEHHIOIO OMKCh,
COOTBETCTBYIOT JAHHBIM HOMEHKJIATyphI A€l
U JOKYMEHTaM Jiesa




JIuct-3aBepuTeNb /1€71a 3a10JHEH IPABUIBHO, O
oopmIiieHbI Bce HEOOX0IUMBbIE PEKBU3HTHI,
CBEZICHHUSI, BKIIIOUEHHBIE B JIMCT-3aBEPUTEID,
COOTBETCTBYIOT JaHHBIM HOMEHKJIATYPHI €]
U BHYTPEHHEH OIMCH IOKyMEHTOB /€A,
COCTOSIHUIO IOKYMEHTOB Jiea

CdopmupoBaHHBI TOM JeJ1a TOAIIUT B 0]
MAIKy-CKOPOCIIUBATEIb C HCIIOJIb30BAaHHEM

JIBIPOKOJIA

PabGouee mecTo mocne OKOHYaHUS PabOTHI 0]

yOpano. Paboune nanku u ¢ailsibl 3aKpBITHI
HOCJIC BBITIOJTHEHUS 33 1aHHS.

JIoKyMeHTBI Ha OyMa)KHOM HOCHUTEJIC YOpaHbI
B JIOTOK

Monyab 4. PernoHaIbHbIA KOMIIOHEHT.
OTKOppPEeKTHPOBATH IEKTPOHHBIH TEKCT IOKYMEHTA, COCTABUTH
THUTYJIbHBII JINCT, PACTIEYATATH JIOKYMEHT H MOANNCATDH €ro

Pabourie manku 1 (Haisbl 3aKPhITHI ITOCIIE 0]
BBITIOJTHEHUS 33 IaHMSL.

'Y6opka pabouero MecTa 1nocie OKOHUaHUs 0]
paboter. CoOM0Aar0TCs MpaBUiIa TEXHUKH
0€30MMacCHOCTH

BitaieHre KOMIIBIOTEPHBIMY IPOIPAMMAMU; O
[eyaTh TCKCTa

[IpaBriIbHO HaiiieHbl OIIMOKH B TOKYMEHTE: O
opdorpadudeckue, hopMaTUpPOBAHHE TEKCTA

®)

[ToJist COOTBETCTBYIOT TPEOOBAHUSAM: JIEBOC — HE
menee 30 MM, HIDKHEE, BepxHee - He MeHee 20
MM, nipaBoe He MeHee 10 Mmm

B 1oKyMeHTe UCIIONIb3yeTCs €IMHBIN CTUIIb
mpudTa

Pasmep mpudra texcra eaunbiii (12-14) or.

MurtepBan B TekcTe eaunbiii (1-1,5) 6e3
TIOMOJHUTEBHEIX IIT.

OdopmiieH ab3aiHbli oTCcTyM, pazmep — 1,25 cm

B JAOKYMCHTC BbIpABHHUBAHUC TCKCTA O(I)OpMJ'IeHO
1O IIUPHUHE

o O] OO0 O

3aroI0BOK TeKCTa 0(hOPMIIEH 1O IIEHTPY CTPOKH,
3ariaBHBIMU OyKBaMH, 0€3 IEPEHOCOB, pa3ieieH
[0 CMBICITY, MHOTOCTPOYHBIHN 3aroJI0BOK
oopMIIeH Yepe3 OJIMHAPHBIN MEKCTPOUHBIN
MHTEPBAJ

I/IHTepBaJ'I MCKAY 3aroJIOBKOM U TOA3aroJiIOBKOM 0)
-2

ITon3aronoBok Tekcra 0hOpMIIEH O LEHTPY O
CTPOKH, CTPOUHBIMH OyKBaMHU, MHOTOCTPOYHBIN
M0J13ar0JI0BOK 0(OpMIIEH uepe3 OJJMHAPHBIN
MEKCTPOUYHBII MHTEPBAJI

MHTepBa MEXIy MO3ar0JI0BKOM U TEKCTOM — 2- O
3 (B 3aBUCHUMOCTH OT BIOPAaHHOT'O UHTEpBaja
TEKCTa)

[IpocTaBieHbl HOMepa CTpaHUI] O

HpaBI/IHBHO BBIIIOJIHCHA CHOCKA Ha 0)




3aKOHOJIATEILHBINA aKT

[IpaBHIIbHO pacmoio’keHa B TEKCTE U oopMIeHa 1
OTMETKA O MPUIIOKESHUHI
[IpaBmiibHO 0pOpMIIEH PEKBU3UT «IIOAMUCHY 1
JTOKyMEHTA
[IpaBHIIbHO BBINOJHEH TUTYJIbHBIN JIUCT 1
JTOKyMEHTA

HUTOro: 100




3. IlepeyeHb cnenHMaJbLHON OeXKIbl, 000pyI10BaHHSI, HMHCTPYMeOHTOB M PacXOAHBIX
MaTepHAIOB, KOTOpPbIe YYACTHHK MOKeT IPHBe3TH ¢ co00il Ha IUIOIIAAKY IPOBeJeHHs
YeMIIMOHATA.

3.1. TpeOyemasi cnenMaJIbHAs OJleKAa YYACTHHKAM 10 KOMIIETEHIHMH B COOTBETCTBHMH C
TPeOOBaHUSIMU OXPaHbI TPYAAa M TEXHUKH 0€30MACHOCTH: IIKOJbHUKH/CTYACHTHI/CIIeIHATHCTHI
(mpu Heo0X0AUMOCTH 0OPMIISIETCH OT/IeJIbHO 110 KATErOPUsM):

TpeOyemas cienuaJbHAasi 0J1€:k1a (Y4ACTHUK 00513aH PUBE3TH € CO00i)
(IIxoabunkn/CtyneHThl/CrienuajancTbl)

Heo0x
En.
Ne Texnuyeckue Ccblika Ha o0pasen 01UMO
HaumeHnoBanue usmep
n/m XapaKTepUCTHKU (npu He0OX0TUMOCTH) ermg | € KT
BO
1 He tpedyeTcst 1T
3.2. Pexomenayemasi cneuuajgbHas oaexaa Y4aCTHUKAM KaTeropmm:

IIKOJbHUKHW/CTYACHTBI/CIENUAJIUCTBI  (IPM  Heo0XO0AUMOCTH OdopmiiseTrcsi OTAENbHO 10
KATEropusiM) KOTOpPble YYACTHUK MOKeT NPUBE3TH C CO0O0I.:

Pexomenayemblii Ha00p 000pPyA0BaHUSI/MHCTPYMEHTOB (Y4ACTHUK MOKeT IPUBE3TH ¢ CO00I)
(IIkoabankn/CtyaeHTHI/CrienHAJIHCTHI
(mpu He0OXOAUMOCTH 0(POPMIISIETCS OTAEJIBHO 10 KATErOPHUsiM))
**Ha TUIOIIAIKE MOTYT OBITh AaHAJIOTH C AHAJOTUYHBIMU XapaKTEPUCTHUKAMHU, MPEIOCTABIISIEMBIC B
Ka4yecTBE 3aMEHBI

Heo0x
En.
Ne Texanveckue CcpbLika Ha o0pa3en 0UMO
HaumeHnoBanue u3mMep
n/n XapaKTePUCTHKH (npu He00X0AMMOCTH) erms | €XOT
BO
1 He tpedyeTcst T

3.3. AuppacTpyKTYpHBIii JHCT 3aCTPOMKHM IUIOIIAAKHM THPeJOCTaABJIsIeTCsl B BHAE
OT/eJBHOI0 J0KyMeHTa (nmpuJioxkenusi) B popmare Excel (.xlIsx)




4. MuHMMAJIbHBbIe TPeOOBAHHUSI K OCHAIICHHIO PadOYMX MeCT ¢ Y4eTOM BCeX OCHOBHBIX

HO30JI0THH

* MUHUMAaJIbHBIC TPEOOBAHUS K OCHAIIEHUIO PA0OYUX MECT COTJIACOBAHBI C OOMIEPOCCUIHCKUMU
00IIeCTBEHHBIMU OpPTraHU3alUsIMH HHBAINIO0B

HIupuna
npoxoaa
Ilnomanm, Cneunaju3zupoBaHHoe 000pya0BaHue,
Bua Hoszosrornn MEXKIY %
M.KB. KOJIMY€eCTBO
padounmu
MecTaMu, M.
Padouee mecTo 3000x1900 15m JI1s1 y4acTHUKOB € HAPYIICHUEM ClTyXa
YYACTHHMKA C HEOOXO0UMO MPETyCMOTPETh:
HapyuieHHeM a) HAJIMYUE 3BYKOYCUJIUBAIOIIEH
ciayxa anmaparyphbl, akyCTUYECKON CUCTEMBI,
MH()OPMAIMOHHON WHIYKIIMOHHON
CUCTEMbI, HATMYNE WHIUBUAYATbHBIX
HayIIHUKOB;
0) HaJM4YKe Ha IJIOIAAKE IEPEBOUMKA
PYCCKOI0 ECTOBOT'O SI3bIKA
(cypaomnepeBoaunKa);
B) 0)OpMIICHHE KOHKYPCHOTO 3aIaHHSI B
JIOCTYITHOW TEKCTOBOW MH(OpMaIUH.
Pabouee mecTo 3000x1900 15m J171sl y9aCTHUKOB C HapyIIEHHUEM 3peHus
YYACTHHKA C HE00X0IUMO:
HapylIeHneM a) TEKCTOBOE OINKMCAHUE KOHKYPCHOTO
3peHus 3a/IaHMs B TUIOCKOTIEYAaTHOM BHU/IE C

KPYIHBIM pa3MepoMm mpudra,
YYUTHIBAIOIINM COCTOSIHUE 3PUTEIHLHOTO
aHaAJIM3aTOPa YYaCTHUKA C OCTATOYHBIM
3perneM (B hopmate Microsoft Word ue
meHee 16-18 nT), 1y0arpoBaHHOTO
penbedHo ToueuHbIM mpudToM bpaiins
(Tipu HEOOXOAMMOCTH);

0) myma ¢ moACBETKOM st
CIa0OBUJISAIINX; AIIEKTPOHHAS JTyTIa;

B) U1l pabouero mMecra,
IpeoararIero paboTy Ha KOMIbIOTEpe
- OCHAIIICHUE CTICIIHAIEHBIM
KOMITBIOTEPHBIM 000pYI0BaHHEM H
OpPI'TEXHUKOM:

BUJICOYBETTNYNTEID;

- IPOrpaMMBI SKPaHHOTO JIOCTYTIA
NVDA u JAWS18 (mpu He00X0IMMOCTH);

- OpaiineBckuid qucmiiel (mpu
HE00XO0IMMOCTH); B) 115 pabodero Mecta
yYacTHUKA C HApyIICHUEM 3PCHHSI,
HMEIOIIEro CO0aKy-TpOBOTHHKA,
HEOO0XOUMO TIPEYCMOTPETh MECTO IS
CO0aKHU-TPOBOTHUKA.

T) ocHameHue (00opyIoBaHue)
CIeUaNIbHOro pabouero Mecra
TUQIIOTEXHUICCKUMHU OPHUEHTHPAMH 1
YCTPOHCTBaMHU, C BO3MOKHOCTBIO
WCTIOJIB30BaHMSI KPYITHOTO pPelibehHO-




KOHTpacTHOTO mpudTa u mpudTta bpaiins,
aKyCTHYECKUMHU HAaBUTAIIMOHHBIMU
CpeICTBaMU, 00ECIICUNBAIOIIINMU
OecrpensITCTBEHHOE HaX0XK/IEHUE
HMHBAJIUIOM 110 3pEHUIO - CIENIOr0 CBOETr0
paboyero MecTa U BBIIIOJIHEHHE TPYIOBBIX
(byHKIWHIA;

1) THIMBUIYaJIbHOE PAaBHOMEPHOE
ocsenienne He MeHee 300 Jrokc.

Padouee mecTo
YYACTHHKA C
HapylIeHneM

OJA

3000x1900

15m

Ocnamienue (000pya0BaHHE)
CIeUaIbHOr0 pabouero Mecra
obopyoBaHrEeM, 00€CTICUNBAIOIITUM
peann3anuo SpProHOMUYECKUX IPHHIIUTIOB!

a) yBeJIMUEHUE pa3Mepa 30HbI Ha OJTHO
MECTO C yUeTOM MOAbEe3/1a U Pa3BopoTa
KpECI1a-KOJISICKH, YBEIMUEHUS IIIUPUHBI
MIPOX0/1a MEXIY PAJaMH BEPCTAKOB;

0) UIs1 yYaCTHUKOB, MEPEABUTAIOLITUXCS
B KpecJie- KOJIsICKe, He0OXO0IMMO BBIJICIHUTh
1 - 2 nepBbIX pabouux MecTa B psay y
JIBEPHOTO MIPOEMa;

B) OCHaIeHue (000py10BaHHE)
CHenHaIbHOTO pabodero Mecra
CHEIUATBHBIMI MEXaHU3MaMH |
YCTpOICTBaMH, MO3BOJISIFOIIMMU U3MEHSTh
BBICOTY U HaKJIOH paboyeil MOBEpXHOCTH,
MOJIOKEHHE CHJICHBS] paboyero cryia 1mo
BBICOTE U HAKIIOHY, YTOJI HAKJIIOHA CITUHKH
pabouero cTyna, OCHallleHHE CIIelUaTbHBIM
cuZieHbeM, 00eCreUNBAIOIINM
KOMIICHCAIMIO YCHIIUS TIPH BCTaBaHUH.

Pabouee mecTo
YYaACTHHMKA C
COMATHYECKH MH
3200JIeBaHUAM U

3000x1900

15m

CrnenranbHbIe TPEOOBAHMS K YCIOBHAM
TpyZAa UHBAJIUOB BCIIEJCTBHE
3a00JIeBaHUI CEPJICUHO- COCYIUCTOM
CHCTEMBI, a TAK)KE€ MHBAJIMJIOB BCIIECTBUE
JIPYTHMX COMAaTUYECKUX 3a00JIeBaHUMH,
peycMaTpUBalOT OTCYTCTBHE:

a) BpeTHBIX XUMHYECKUX BEIECTB,
BKJIIOYas aJlJIepreHbl, KaHLEPOTeHbl,
OKCHJIBI METAJIIOB, a3PO30JIH
PEeUMYIIECTBEHHO (PUOPOTreHHOTO
JICICTBHS,

0) TEMJIOBBIX U3Iy4YEHUIl; TOKaTIbHON
BUOpAINH, IIEKTPOMAarHUTHBIX
U3JTy4eHHUH, yIbTpapHoIeTOBON paualiuu
Ha TUTOIIA/IKE;

B) NPEBBIIICHUS YPOBHS IlIyMa Ha
pabounx MecTax; ') HapyIIeHUI YPOBHS
OCBEIICHHOCTH, COOTBETCTBYIOIIECH
JEHCTBYIOIINM HOPMAaTHBaM.

Heo6xonumo oOecrneunTh Haludue
CTOJIOB C PETYJIHPYEMBIMH BBICOTOU U
YIJIOM HaKJIOHAa HOBEPXHOCTH; CTYJIbEB




(kpecen) ¢ perympyeMbIMA BEICOTOM
CHUIACHbBSA U ITOJIOXKECHUEM CIIMHKU (B
COOTBETCTBHUU CO CIICIIMPUKON
3a00JICBaHMS).

Pabouee mecTo
YYACTHHKA C

MEHTAJIBLHBIMH
HApyHIeHUsIMU

3000x1900

15m

CrnenpanbHble TPEOOBAHUS K YCIOBUAM
TpyJa UHBAJIUIOB, UMEIOIUX HEPBHO-
MICUXUYECKUE 3a001eBaHUS:

a) CO37]aHie ONTUMAJIbHBIX U
JIOTTYCTUMBIX CAHUTAPHO-TUTUEHUIECKHIX
YCIIOBUH MTPOU3BOJCTBEHHON CPEIbI, B TOM
qrClie: TeMIIepaTypa BO3ayXa B XOJIOIHbII
MIepHoJI ToJ1a TIPH JIeTKOH pabdote - 21 - 24
°C,; nmpu cpenneii Tsoxectu padort - 17 - 20
°C; BIIA)XHOCTh BO3/1yXa B XOJIOJIHBINA U
Teruiblid mepuoabl roaa 40 — 60 %;
OTCYTCTBHE BPEIHBIX BEILIECTB:
aJJIEPTeHOB, KaHIIEPOTEHOB, a3P030JICH,
METaJIJIOB, OKCUOB METAJLJIOB;

0) AJIEKTPOMArHUTHOE U3ITyYCHHE - HE
Boie [1J1Y; urym - ve Boime [T1Y (mo 81
nbA); oTcyTCcTBHE JOKaJIBHOM U 00111ei
BUOpPALIUU; OTCYTCTBHUE MPOIYKTOB U
MIPerapaToB, COACPIKANINX )KUBBIC KIICTKU
U CIIOPBI MUKPOOPTaHU3MOB, OEJIKOBBIC
nperapaThr;

B) 000py10BaHUE (TEXHUUYECKUE
YCTPOMCTBA) AOKHBI ObITH 0€30MacHBI U
KOM(DOPTHBI B HCITOJIb30BAHUN
(ycToifunBbIe KOHCTPYKIIUH, TPOYHAs
yCTaHOBKA U (DPUKCAIHS, IPOCTOH Ccr1ocod
MOJIb30BaHUs 0€3 CII0KHBIX CUCTEM
BKJIFOUCHUS U BBIKJIFOUCHUS, C
ABTOMATUYECKUM BBIKITFOUEHHUEM TIPH
HEIOJIaJIKaX; pACCTAaHOBKA H
pacroioX)eHne, He CO3/IAI0IIUe TOMEX IS
TOJIX0/1, TIOJIb30BAHUS ¥ ITePEIBIKCHUS;
paclIupeHHbIe PACCTOSHUS MEXKIY
CTOJIaMH, MeO€eJIbI0; He TOJDKHA
3aTpyIHAIONIAs JOCTYITHOCTh YCTPOHCTB;
WCKITFOUEHUE OCTPHIX BBICTYIIOB, YTJIOB,
paHSIINUX TTOBEPXHOCTEH, BHICTYAIOLITNX
KPETIe)KHBIX JIeTaJeh)




10 000 mm

5. Cxema (IJ1aH) 3aCTPOIKH COPEBHOBATEIbHOI MIOMIAAKHA

10 000 mm

— Pabouee mecto c MK (cTon
TS STSTSISSSSSTSISSIRSSSISSIRSTSISSD == === pabouuii, kpecno, KoMnbioTep 8
c6ope/HoyT6yk/MoHO610K)

Pabouee mecTo 3kcnepTos

@
a

Tymba oducHan/cTon npuctasHomn
—3 LNA OPITeXHUKN

2000 mm

MuorodyHKkumoHansHoe
H‘ ycTporicTao/npuHTep

Q JlemoHCTpauMoHHbIN 3KpaH

MpoekTop

MycopHan KopauHa

. Ornetywwutens

\s ) % &
(6ecnpoeoaHoit u nposoaHOM

[ |

—

MoakntoueHue k cetu UHTepHET
Aoctyn)

Anteuka

Boikntouatens

WUctouHuk nutaHua 220 B

®
-
+
(

(=
(2
(=

Kynep




6. TpeOoBaHuUsI OXpPaHBbI TPY/JAA M TEXHUKH 0€30MACHOCTH
6.1. O6urue TpeboBaHuS:

K BBbINOIHEHHIO KOHKYPCHOTO 3aJaHHsl MO KOMIETEHIHMH «J{OKyMeHTalmoHHOe oOecrneueHue
yIpaBJICHUSI U apXMBOBEACHUE» JOMYCKAIOTCS Y4YacTHUKH UeMnuoHaTa «AOWIMMITHKCY, MPOIIEIIINe
BBOJIHBIM MHCTPYKTaX IO OXpaHe TpyJa, HHCTPYKTaX Ha pabodeM mecte, 00yueHHe ¥ MPOBEPKY 3HAHHM
TpeOOBaHUN OXpaHbl TpyAa, HUMEKIIHE CcrpaBky o0 oOydeHuu (Wiaum padbore) B oOpa3oBaTeIbHOM
opranuzanuu (HUid Ha POU3BOJCTBE) M0 Mpodeccuu, 03HAKOMIICHHBIE ¢ MHCTPYKIHEH 10 OXpaHe Tpyaa,
HE MMEIOUIME MPOTHBONOKA3aHUN K BBHIMOJIHEHHIO 33/aHUH IO COCTOSIHHIO 3/I0pOBBS M HMMEIOIINE
HE00XOIMMBIE HAaBBIKU 10 AKCIUTyaTallil HHCTPYMEHTA, IPUCHOCO0IeHNH 1 000py10BaHUS.

VYyactHuk Yemnuonara o0s13aH:

BoinonHsaTe TONBKO Ty paboTy, KOTOpas onpejaeneHa ero poiibio Ha YemnuoHate.

[IpaBUIIbHO MIPUMEHSTH CPECTBA MHIMBUIyaIbHOM U KOJJIEKTUBHOM 3aIIUTHI.

CobmroiaTe TpeOOBaHUS OXPAHBI TPY/A.

Hemennenno wusBemiath 3KCHEPTOB O JIOOOW CUTyallMH, YIPOKAIOIIEH KU3HU U 3J0POBBIO
y4acTHUKOB YeMIlMoHaTa, O Ka)XXJIOM HECYacCTHOM Ciyd4ae, MpowucuieAmeM Ha YemmuoHate, uiu 00
YXyAUICHWH COCTOSIHUSI CBOETO 3/J0POBBS, B TOM YHCIE O NPOSBICHUH MPHU3HAKOB OCTPOTO
poheCCHOHATBLHOTO 3a00IeBaHuUs (OTPABICHUS).

[TpumensTh Oe3omacHble METOJbI U MPHUEMBI BBINOJIHEHUS PabOT M OKa3aHUS TMEPBOW MOMOIIH,
MHCTPYKTaX IO OXpaHe TpyAa.

[Ipr BBIMOTHEHWH pPAaOOT HA ydacTHHWKAa UYeMImoHaTa BO3MOXHBI BO3JCHUCTBHUS CIEAYIOUINX
OTIaCHBIX U BPEIHBIX MTPOU3BOJICTBEHHBIX (DaKTOPOB:

—  CTaTHYECKOE€ 3JIEKTPUYECTBO, 0Opa3yrolieecss B pe3yjbTaTe TPEHUS IBIDKYIIEHCs Oymaru c
pabouyrMu MexaHHU3MaMHU, a Tak)Ke P HEKaYeCTBEHHOM 3a3eMIIEHUH alapaTos;

—  1IyM, oOyCIIOBJIEHHbBIN KOHCTPYKIIMEH OPITEXHUKH;

—  XMMHYECKHE BEIIECTBA, BBIICISIONINECS PU padoTe OPTTEXHHUKH;

—  3puTenpHOE NepeHanpsixkeHue npu padore ¢ [1K.

Bce yuactHukm YemnumoHaTa (9KCHEPTHI M KOHKYPCAHTHI) JOJDKHBI TPUMEHSATH CPENCTBA
WHIUBUIYATBHON 3alUTHI.

VYyactHukam YemnuoHaTa HEOOXOIMMO 3HATh M COONOJaTh TpeOOBaHMS IO OXpaHE TPY[a,
MOKapHOM 6e30MaCHOCTH, IPOU3BOJICTBEHHON CAaHUTAPUH.

KoHkypcHBIE pabOTHI JOJKHBI MMPOBOJUTHCS B COOTBETCTBHH C TEXHHUYECKOW JTOKyMEHTAIHEH

3aadgug YemmmmoHara.
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YyacTHUKM 00s3aHBI CcOOMIOAATH JACHCTBYIOLIME Ha YeMInoHaTe TMpaBujia BHYTPEHHETO
pacriopsiika U rpaduku paboTbl, KOTOPHIMU HPEAYCMAaTPUBAIOTCS: BpeMsl Hayalla 1 OKOHYaHUS paboTHl,
IIEPEPBIBBI U OTAbIXA U IIUTAHUSA U APYTUe BOIPOCHI UCIIOIb30BAHNS BPEMEHU UeMIInoHarTa.

B cinyuasx TpaBMHpOBaHMS WM HEJIOMOIaHUs, HEOOXOAUMO NPEKpPaTUTh padoTy, U3BECTUTH 00
3TOM 3KCIIEPTOB U 00PATUTHCS B MEAMLIMHCKOE YUPEXKIECHUE.

JIuna, He coOmogaroune Hacrosmue IIpaBuia, HpuUBIIEKArOTCS K OTBETCTBEHHOCTH COIJIACHO
JNCUCTBYIOLEMY 3aKOHOJATEIbCTBY.

Hecobnroenne yuacTHUKOM HOPM U IIPaBUJI OXpaHbl TpyAa BeJeT K norepe 6ayios. [locrosiHHOE
HapyllleHHe HOpM 0€e3011aCHOCTH MOKET MPUBECTU K BPEMEHHOMY WJIM IIOJIHOMY OTCTPAHEHMIO OT y4acTus

B Uemmmonare.
6.2. JleiicTBusi 10 HaYaJia padoT:

[lepen HauanoM BBINOIHEHUS paOOT KOHKYpPCAHT 00s13aH:

O3HAaKOMUTBCA C HWHCTPYKLUHEH MO TEeXHUKE OE30MacHOCTH, C IIJJaHAMHM SBaKyallud IMpH
BO3HUKHOBEHHUU TMOXKapa, MECTaMH PACIOJIOKEHUS CAHUTAPHO-OBITOBBIX MOMEUICHUH, MEIUIIMHCKUMU
KaOWHeTaMH, TUTHEBOM BOJIbI, IOJITOTOBUTH pabodee MeCTO B COOTBETCTBUU ¢ TeXHUYECKUM OMHCAHUEM
KOMIIETEHIIUH.

[To okOHYaHHM O3HAKOMHUTEIHHOIO MEPHOJA, YYACTHUKH MOJATBEPXKIAIOT CBOE O3HAKOMIIEHHE CO
BCEMU IIPOLIECCAMMU, [TOANNCAB ITPOTOKOJI IPOXOKAECHUS HHCTPYKTaxa.

[ToaroroBuTh paboyee MecTo:

— TMPOBEPUTH padOTY AOMOTHUTEIHHOTO OCBELIEHUS (MPU HEOOXOAUMOCTH U HATUYHUH),

— MPOBEPUTH pabOTy MPOrPaMMHOT0 0OECIIEUEHUS;

— pa3MecCTUTh KaHIEIIPCKUE MPUHAIEKHOCTH.

E>xenHeBHO, mepesl HauyajaoM BBIMOJIHEHMS] KOHKYPCHOTO 3aJlaHMsl, B IPOLECCE MOATOTOBKH
pabouero Mecra:

— OCMOTpETbH U IIPUBECTH B NMOPSIIOK pabouee MECTO, CPeICTBA UHANBHUAYAIbHOMN 3aIUTHL;

— yOeauThCs B JOCTaTOUHOCTH OCBELLIEHHOCTH;

— MPOBEPUTH (BU3YaJIbHO) MPaBUIBHOCTh MOAKIIOUEHNS 000pYA0BaHNUS B DJIEKTPOCETH;

— TPOBEPUTH NPABUILHOCTh YCTAHOBKH CTOJIA, CTYJIa, MOJIO0XKEHUS 000PY10BaHUS U HHCTPYMEHTA,
IpU HEOOXOJUMOCTH, OOpAaTUThCSA K IKCHEPTY JAJs YCTPAHEHUS HEHCIPaBHOCTEH B LENAX MCKIIOUEHUS
HEYJOOHBIX 1103 U JUTUTENbHBIX HAPSHKCHUN Tena.

B nenp npoBeneHus 4YeMIIMOHATa M3YYWUTh COAEPKAHUE W TOPSAOK IPOBEACHUS MOAYJEH
KOHKYpPCHOTO 3aJlaHMsi, a Takke Oe30macHble MpHEMbl HX BBINOJIHEHUs. [IpoBepUTH NPUTOAHOCTH

MHCTpYMEHTa U 000pyZOBaHUS BU3YyaJIbHBIM OCMOTPOM.



Konkypcanry 3anpemniaercss IpucTynaTh K BHIIOTHEHUIO KOHKYPCHOTO 3a/1aHUs IPH 0OHAPYKEHUU
HEHMCIIPaBHOCTH MHCTPYMEHTA MK 000pynoBanus. O 3aMEUSHHBIX HEJJOCTAaTKaX U HEUCIIPABHOCTAX HYKHO
HEMEJICHHO COOOIIMTh TEXHUYECKOMY IKCIEPTY U 10 YCTPAHEHUS HEMOIaJOK K KOHKYPCHOMY 3aJIaHHIO

HE MPUCTYNATh.
6.3. JleiicTBusi BO BpeMsl BbINIOJIHEHHsI PadoT:

[Tpy BBINOJHEHMH KOHKYPCHBIX 3aJJaHMH KOHKYpPCaHTYy HEOOXOAMMO COOII0aTh TPeOOBaHUS
0€30MaCHOCTH IIPU UCTIOIB30BAHUHM UHCTPYMEHTA U 000pyI0BAHUSI.

[Tonnep>kuBaTh MOPAIOK U YUUCTOTY Ha paboueM MecTe.

[Tpu BeIMTOTHEHNH KOHKYPCHBIX 33/IaHUH C MCIIOJIb30BaHHEM HOXXHHII HEOOX0IMMO:

— BHUMATEJbHO CJIEIUTh 3a HAlIPaBJIEHUEM PE3KH;

— BO BpeMs pabOoThl yJep>KUBAaTh MaTepuall PyKOH Tak, 4TOOBI MajbIbl APYTrOil PyKH OBLIH B

CTOPOHEC OT JIC3BHUA,
— HC OCTaBJIATD JIC3BHA HOKXHUIL] OTKPBITBIMH,

— HC JCPKaTb HOXHHUIBI, OCTPbIMU YaCTAMH BBCPX, U HC HUCIIOJB30BATh HUX IIPpHU oc1a0JIeHHOM

LEHTPAJIbHOM KPEIICHUH.
[Tpu BBIOTHEHNH KOHKYPCHBIX 33/IaHUH C UCTIOIBb30BaHUEM UTJIbl HEOOXO0IUMO:
— HIJIBI 3alpelieHo OpaTh ULy B POT UJIM BKAJIbIBATh B OJICKILY;
— HCIOJIb30BaTh UIUTYy JUIs IPOLIMBKH J1eJ1 6€3 MpeIBapUTEIbHOTO IPOKOJIA JIMCTOB JeJ1a IIHIIOM;
— OCTaBJIAThH UTJTy Ha pabouem MecTe 0e3 HUTKH;
— OTBJEKaThCs BO BpeMsl pabOThI C UTJION.
[Ipu BBINOSTHEHUH KOHKYPCHBIX 3a/IaHUi C MCIIOJIb30BAHUEM IIMJIa HEOOXOAMMO:
— IepeJ HayajaoM paboThl yOeaUThCs B UCIIPABHOCTH MHCTPYMEHTA;

— IHPpaBUIIBHO BI)I6I/IpaTB IMMO3UIUIO BO BPEMA pa60TI>I, HEC HAKJIOHATHCS CJIMIIKOM HU3KO, COXPAHATH

OCaHKY ¥ paBHOBECHE;
— JIepKaTh IIUJI0 OCTPUEM OT CeOs;
— paboTaTh MIUIIOM TOJIBKO Ha MOAKIAIHON TOCKE;

— Jenasi IpOKOJI, BpAlllaTh Py4yKy IIWJa BIPABO W BJIEBO, MOCTENEHHO yBEJIWYMBAs AUAMETP

OTBEPCTHS B TIOKYMEHTAX;
— OBITh OCTOPOXHBIM M BHUMATEJIbHBIM;
— mocie paboTel yOpaTh MUIO B JIOTOK.
[Tpu BBINOTHEHUH KOHKYPCHBIX 3a/IaHUH € UCIIOJIb30BAaHUEM Kiles HEOOXOAMMO:
— HaHOCHTH KJIEI Ha IOBEPXHOCTh U3/EIHUS TOIBKO KUCTBIO;

— HC I0IYCKAaTh, YTOOBI KIICH nornazaall Ha IMaJIbIbI pYK, JIUIIO, 0COOEHHO Trja3sa,



— TP MONaJaHUH KJIes B TJ1a3a HaJl0 HEMEJICHHO TIPOMBITh UX B OOJIBIIIOM KOJIHYECTBE BOIBI;

— mpu paboTe C KJIeeM IMOJIb30BaThCs Cali(heTKOM.

[Ipy BBHIMONHEHUM KOHKYPCHBIX 3aJaHWd € WCIOJB30BAaHUEM CTeIIepa U aHTHCTETIepa
HEO00X0IUMO:

— XpaHMTH CTEIUICP U AHTUCTEILIEP B CIICIIHAILHO OTBEJCHHOM MECTE;

— KJIaCTh Ha CTOJI BO BpEM pa6OTBI COMKHYTBIMH OCTPBIMH KOHIIAMHA OT ceOs.

6.4. JleiicTBusI MOCJIe OKOHYAHUS PadoT:

[Tocne okoH4YaHus pabOT KAkl KOHKYPCAHT 00s3aH:

— IPUBECTH B NOPSAJOK paboyee MeCTO;

— OTKJIIOYHUTh MHCTPYMEHT M 000pY/I0BaHHE OT CETH;

— COOOLIUTH IKCIIEPTY O BBIABICHHBIX BO BPEMsI BHIITOJHEHHSI KOHKYPCHBIX 33JJaHUN HETMOJaIKax
U HEHUCIIPABHOCTSAX O0OpPYIOBaHUS W MHCTPYMEHTA, M APYrux (akropax, BIMAIOUIMX Ha 0€30MacHOCTH

BBIITOJIHCHHA KOHKYPCHOI'O 3aJIaHUS.

6.5. [leificTBus B c1y4yae aBapHiiHOW CUTYyalNHU:

[Tpy BO3HUKHOBEHUH aBapHUii M CUTYaIMi, KOTOPHIE MOTYT IPUBECTH K aBapUsIM M HECUACTHBIM
cllyyasiM, He00X0AUMO:

HemennenHo npekpatuTh paboThl U U3BECTUTH TJIABHOT'O SKCIEPTa.

[Tox pyKOBOACTBOM TEXHUYECKOIO IKCIIEPTA ONEPATUBHO MIPUHSTH MEPHI 10 YCTPAHEHUIO IPUYHH
aBapuil MM CUTYalUi, KOTOPbIE MOTYT IIPUBECTHU K aBAPHUAM WUIM HECUACTHBIM CIyYasiM.

ITpu oGHapy>keHHH B mpoliecce padboThl BO3ropaHuii HE00X0AUMO:

— J100BIM BO3MOXKHBIM CIIOCOOOM IMOCTapaThCsl 3aracUTh IIaMsl B «3apOJIbIIIe» ¢ 00s13aTeNbHBIM
cOOJII0JICHUEM Mep JTUYHOU 0€3011acCHOCTH;

— IIpHU BO3TOPaHUM OJIEXK/Ibl MOMBITaThCS cOpocuTh ee. Ecnu 3710 caenath He ypaeTcs, ynacTb Ha
I0JI ¥, IepPEeKaThIBasACh, COUThH IUIaMs; HEOOXOJUMO HAKPBITh TOPSIILYIO OAEKIY KyCKOM IJIOTHON TKaHH,
00JIUTHCS BOJOM, 3arperiaeTcst 0exarb — Oer TOJIbKO YCUJIMT HHTEHCUBHOCTh TOPEHMUS,;

— B 3aropeBlIeMcs MOMEIICHUH He CJIEeAYyeT JOKUIAThCs, Moka npubmusutcs miamsa. OcHOBHAs
OIaCHOCTH IO’Kapa JUIst 4YeJIoBeKa — IbIM. [Ipu HacTyIIeHnn NPU3HAKOB YYIIIbs JeUb Ha I10JI U KaK MOXKHO
ObICTpee MOJ3TH B CTOPOHY 9BAKYallMOHHOT'O BBIXOA.

[Ipu HecuacTHOM ciy4ae HEOOXOAMMO OKa3aThb IOCTPajJaBIIeMy IE€pPBYIO IIOMOIIb, MpHU
HEOOXO/IMMOCTH BBI3BaTh CKOPYI0 MEIUIMHCKYIO0 momoins no tenedony 103 wmm 112 u coobumrs o
MIPOMCIIECTBUH IJIABHOMY SKCIIEPTY.

B CJIy4a€ BOBHUKHOBCHHA IOXKapa:



OnoBectuth Bcex ywyacTHUKOB (DuHana, HaxOOAIIMXCA B IPOU3BOJCTBEHHOM IIOMEIEHUU U
IPUHATh MEPbl K TYIIEHHIO oyara Ioskapa. l'opsiue 4acTH 3JIEKTPOYCTAaHOBOK U 3JIEKTPOIPOBOAKY,
HaXOJAIIMECS 10l HAIPSKEHUEM, TYIIUTD YTIEKUCIOTHBIM OTHETYILIUTENIEM.

[TpuHATE MepBl K BBI30BY Ha MECTO II0’Kapa HENOCPEACTBEHHOI'O PYKOBOIMTENS WU IPYTUX
JOJLKHOCTHBIX JIULL.

ITpu oOHapy’eHUH B3pHIBOOIIACHOIO MJIU MTOI03PUTEIBHOIO IPEIMETa HENb3s MOAXOUTh K HEMY
ONMM3K0, HEOOXOOMMO NPEAYNPEIUTh O BO3MOXKHOW OIACHOCTH TJABHOTO JKCHEpTa WM APYTUX

JOJDKHOCTHBIX JIMII.



