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1. Onucanue KOMIEeTeHIINH

1.1 AKTyaJlbHOCTh KOMIIETEHIIMHU

JlokyMeHTaImoHHOe oOecreueHre yIpaBlIeHUsl MPEICTaBIsSeT COOOM OTpacib EATEIbHOCTH,
o0ecIeunBaroIyr0 cocTaBiieHne U 0hopMIIeHHE OPHUITHATBHBIX CITYKEOHBIX JJOKYMEHTOB, UX 00pabOTKy
u xpanenue. Komnerenuus «JlokyMeHTallMOHHOE 0OeCIieYeHNEe YIIPABIECHUS U apXUBOBEICHUE» UMEET
OTPOMHOE TIPAKTHYECKOE 3HAYEHUE, YUYUTHIBAs, UYTO JOKYMEHTBl PETYIHUPYIOT YIPABICHUECKYIO
NEeSITENIbHOCTh B JIIOOOW OpraHW3alid HE3aBUCMMO OT HAMpaBJICHUS €€ JCATCIIbHOCTH W
OpraHu3alMOHHO-TIPaBOBON (opMbl. JlOKyMEeHTallMOHHOE oOOecreueHne — Ba)KHEHIas CTOpoHa
JEATEIIbHOCTH PA3JIMYHbIX YUPEKIACHUN, OPraHU3alMI U NpeAnpUsITUA. B COBpeMEHHBIX YCTOBUSIX IS
MOBBIICHHS 3(PPEKTUBHOCTH YIIpaBIeHUsSI HEOOXOIUMO COBEPIIICHCTBOBATH pa0OTY C IOKYMEHTaMH, TaK
KaK BCSIKOE YIIPABIEHYECKOE pelleHne Bceraa 6a3upyercst Ha nH(OpMaIiy, Ha CITYKEOHOM JTOKyMEHTE.

B nokymeHTax oTrpaxkaroTcs U GUKCHUPYIOTCS BCE CTaauU YIPABIEHYECKOTO IMpolecca. 3HaAHUE
ocHOB jenonpoun3BoacTsa u I0Y Heo6xoauMo 1000My COBPEMEHHOMY CIIELUAIKCTY, TaK KaK UMEHHO
JOKYMEHT Kak 3a)MKCUpPOBAaHHAs Ha HOcUTENe MH(OPMALIHS, UMEIONIas IPUIUICCKYIO CUITY, CITYKHT
OCHOBHBIM JIOKQ3aTEIbCTBOM TOTO MU MHOTO (PaKkTa AesITeNIbHOCTH B pa3IUYHbBIX oTpaciisix. [loaTtomy ot
TOT0, HACKOJIbKO MIPAaBUJILHO OHHM COCTaBJIEHBI M KaK OpraHn3oBaHa paboTa HUMH, BO MHOTOM 3aBHCHUT
CBOEBPEMEHHOCTh U MPABWJIBHOCTH NPHUHATHS YIpaBiieHYecKuX pemieHuid. OpraHuzanusi padoThl ¢
JOKYMEHTaMH BIIUSET Ha OMEPATUBHOCTh M YETKOCTh (DYHKIIMOHWPOBAHUS amrapaTa YIpaBICHHS, HA
3¢ (HEeKTUBHOCTH IPUHATHS yIIPABICHUYSCKUX PEIICHUN U JIOBEICHHS UX JI0 CBEJICHUS 3aMHTEPECOBAHHBIX
JIMLL.

Pabora c moKkyMeHTaMu — 3TO BayKHasl 4aCTh JCATEIHLHOCTH BCEX CTPYKTYPHBIX MOAPA3ICICHHA U
OpraHmu3any B 1enoM. KaxIblii JOKYMEHT OTpaXkaeT OMpPENeICHHYIO YIPABICHUYECKYIO (DYHKIHIO, U
paboTa ¢ HUM TpedyeT MakCUMyMa BHUMaHHUs, YETKOCTH U onepaTuBHOCTU. KauecTBeHHas1, ObICTpas u
orepaTUBHAs MOATOTOBKA JOKYMEHTOB TpeOyeT CHEeHalbHBIX HaBBIKOB, TTTyOOKHX 3HAHUU, OOJIBLIOTO
ombiTa. CrenuamucT MO JOKYMEHTAI[MOHHOMY OOECIEYCHHUIO YTpPaBICHUS, apXWBHUCT OTBEYAET 3a
OpTaHM3AINI0 JTOKYMEHTAIIMOHHOTO OOECIeUeHHs yrpaBieHUs U (QYHKIMOHUPOBAHUS OpPTaHHU3aINH,
OpraHMU3aINI0 APXUBHOM U CIIPAaBOYHO- HH(POPMAIIMOHHOMN pabOThI 10 JOKYMEHTaM OpraHU3aliu.

[TorenunansHpIMU PabOTOATENAMU 10 JAHHON KOMIIETEHLIUU SIBIISIOTCS OpraHU3aluu JIH000it
OpraHU3aIMOHHO-TIPaBOBOM (opMbl. OcBoeHHe KoMIleTeHIUH «JloKyMeHTalloHHOe ofecredyeHue
YVOpaBIeHUST ¥ apXWBOBEJCHHE» OTKPHIBACT IMUPOKHE TMEPCIEeKTHBBI s TPOodeCcCHOHATBHOM
camMopean3aluy U BO3MOKHOCTH TPYAO0YCTPOICTBA, UCXOIS U3 TOTO, 4TO npodeccust Crienuanuct 1o
pabote C JOKyMEHTaMU WU apxXuBaMH (B TOM YHCJIE€ JJICKTPOHHBIMH) BXOAHMT B Tom-50 Hambosee
BocTpeOOBaHHBIX Tipodeccuit. Hambonee BaXHBIMH, C TOYKH 3pEHHS BOCTPEOOBAaHHOCTH Ha
peruoHabHOM U (emepaTbHOM YpPOBHSAX, SBISIOTCS Takue mpodeccuu, Kak JOKYMEHTOBE],
JEIONPOU3BOIUTENb, CEKPETapb-aIMHUHUCTPATOP, CHEIHAIMCT apXWBa, apXHBAPUYC, CICIHAIUCT IO

JIOKYMEHTAIlMOHHOMY O0€CIIEYeHHIO YIIPaBJICHUS, apXUBHUCT.



1.1. Ccpuika Ha o0pa3oBaTe/IbHbIN /WM NPO¢eCcCHOHANBHBIN CTAHAAPT

(KOHKpeTHbIE CTAHIAPTHI)

HIkoJIbHUKH CTyaeHTBbI CrenuajucTbl

dI'OC CIIO no mpodeccun  |[PI'OC CIIO no cnenuansHoctr | PI'OC CIIO no cnenuaabHOCTH
46.01.03 46.02.01 JokymenTanmontnoe| 46.02.01 JIOKyMEHTaIllMOHHOE
JlenonponsBonuTenb  (YTB. [0OecriedeHne  yNpaBieHUS W OOECIIEYCHHE  YIPABICHHUS U
[PUKa30M ApXHBOBECHNE apX1BOBEJICHHE
Munmnpocsemienuss  Poccun Munnpocsemenus  Poccun o1 Munnpocsemenuss  Poccun o7
or 14.11.2023 Ne 857, [26.08.2022 Ne 778, 26.08.2022 Ne 778,
3apErUCTPUPOBAHO B [3aperucTpupoBaHo B MuUHIOCTE | 3aperucTpupoBaHo B MuHiocTe
MuHIoCcTe Poccun [Poccnm 30.09.2022,| Poccun 30.09.2022,
15.12.2023, Peructparmonnsiii Ne 70318) Perucrparmmonnsriii Ne 70318)
PerucrpanmoHHbIi Ne

76432) [Ipodeccuonansubiii ctanaapt | [IpodeccuoHanbHblil cTaHAAPT

«Crnenuanucr o
OpraHU3aUOHHOMY u
TOKYMEHTAIIMOHHOMY

o0ecrieueH IO yIpaBiIeHUs
OpraHu3aIuei (yTB.

npukazoM Muntpyaa Poccuu
oT 15.06.2020 Ne 333H,
3aperucTpUpOBaHO B
Muntocte Poccnu 15.07.2020,

Peructparmonnsiii Ne 58957)

«Cnenuanucr o
OpraHU3aIMOHHOMY u
JTOKYMEHTAIIUOHHOMY

obecrieueHmIo yIpaBiIeHUs
OpraHM3aIei (yTB.
npukazom MunTtpyaa Poccun
or 15.06.2020 Ne 333m,
3apeTUCTPUPOBAHO B

Mumnrocte Poccun 15.07.2020,
Perucrparmonnsrii Ne 58957)

[TpodeccronanbHbIi cTaHAAPT
«Cneunanuct apxuBa» (yTB.

npukazom MunTtpyaa Poccun
or 18.04.2021 Ne 140w,
3apeTUCTPUPOBAHO B
Mumntocte Poccun 21.04.2021

Peructpanmonnsiit Ne 63193)




1.2. TpeOoBanus Kk KBAJINPUKATMHA

IIIxonpHUKH

CryneHTsl

CrenuaanucThl

Jloy1keH 3HATD:

HopmaTtuBHbIe TTpaBOBBIE aKTHI H
HOPMAaTHUBHO-METOTUIECKUE
JIOKYMEHTBI, OTIPEICIISIONIHE
TIOPSIIOK JIOKYMEHTAIIHOHHOTO
obecrieueHus yIpaBIICHAS,
TpeOoBaHus, TpPEABSBIIEMbIC K
JIOKyMEHTaM B  COOTBETCTBUH ¢
HOPMAaTHBHBIMU TPABOBBIMH aKTaMy

U TOCYIapCTBEHHBIMU CTaHIapPTAMHU;
IpaBuna COCTaBIICHHUS Y
odopmIIeHUS OpraHU3alMOHHO
PAaCTIOPSIIUTETbHBIX %
HUH()OPMAITHOHHO-CTIIPABOYHBIX
JIOKYMEHTOB;

ITopsimok 0OpabOTKH TOKYMEHTOB ¥
OpraHu3aIiy JJOKyMEHTO000pOTa;
[paBuna perucrpanuu J10KyMEHTOB;
OcCHOBBI 0€30MMaCHOCTH TPya.

Jlo/zkeH ymeTh:

O opMISTh OPraHU3aIMOHHO-
pacropsIuTeNbHbIE TOKYMEHTBL;
[TpuMeHSTh YCTAHOBJICHHBIH COCTAR
PEKBU3UTOB B 3aBUCHMOCTH OT BHJIg
JIOKYMCHTA,

CocTaBnsarth MIPOEKTHI
OpraHU3allMOHHBIX,
pacTopsANTENEHBIX u
“H(GOPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB;

IIpaBunbsHO pacronaraTh Y

0 OpPMIIATH PEKBU3UTHI HA JIUCTE TIPH
COCTaBJICHUH JOKYMCHTA;
IIpoBomuTh TEpPBHYHYIO 00pPaOOTKY
BXOJISIINX JIOKYMEHTOB;
Peructpuposath BXOJISIIIHC
JIOKYMEHTHI.

HNMeTh NPaKTHYECKUI ONIBIT:
Cocragnenus 1 0hOpMIICHAS
CITy)eOHBIX JIOKYyMEHTOB;
O06paboTku U perucTpauuu
JIOKYMEHTOB.

Jlo/keH 3HATD:
HopmaTuBHBIE TIpaBOBBIE aKTH
Poccuiickoit denepannu B chepe

JICIIOTIPOU3BO/ICTBA;
CranpmapTsl otopmiieHUs
OpTraHU3aIOHHO-
PpacropsauTeIEHON
JIOKYMCHTAITIH;

Crioco06wt u TEXHOJIOTHY
JIOKYMEHTUPOBAHUSI  Pa3JINYHbIN
BUJIOB podheCCUOHATBHOM
JIESITeTbHOCTH;

Ilopsmoxk  dopmupoBanus ¥
opopmiieHUsT fAeN, CcHenupuKg
(hopmupoBaHus OTIENBHBIX
KaTeropuu Jei;

IMopsmox WCTIOJb30BaHMS
TUTIOBBIX WM BEIOMCTBEHHBI
nepevHen JIOKYMEHTOB,

OTIpeJieNIeHHs] CPOKOB XpaHEHUS E
nporecce HKCIEPTU3bl IEHHOCTH
JIOKYMEHTOB;
IIpaBuna TEXHUUYECKO}]
00paboTKu YaCTUYHOTO %
MIOJIHOTO ohopmieHust el
MOCTOSIHHOTO M BPEMEHHOI(
XpaHCHUS,

OcHOBBI 0€30MTaCHOCTH TPYAA.

JoJzKeH yMeTh:

CocTaBiATh MIPOEKTHI
OpraHM3aIMOHHBIX,
PaCTIOPSAUTEITEHBIX u

UH()OPMAITMOHHO-CTIPABOYHBIX
JIOKYMEHTOB, B TOM YHCJIC
JOKYMEHTOB TI0 INYHOMY
COCTaBy;

OdopmisaTh OpraHn3aluoHHO-
pacriopsiIuTeNbHbIE JOKYMEHTHI,
B TOM YHCJIe JOKYMEHTHI TI0
JIMYHOMY COCTaBY;

OcyIIecTBIATD MIPOBEPKY},
MIPOEKTOB JIOKYMEHTOB HE
COOTBETCTBHE npaBuIaM
JICIIOTIPOU3BO/ICTBA;
DopMHUpOBaThH Jiena,

KOHTPOJINPOBATh TPaBUIBHOE U
CBOEBPEMEHHOE  paCIpe/CICHUE
Y TIOJIIIMBKY JIOKyMEHTOB B JIeJia B
COOTBETCTBHUHU c
HOMEHKJIaTypOH JeT;
OcymiecTBIATh  HOJHOE WY

JIos1KeH 3HATD:
HopmaTuBHBIE TIpaBOBBIE  aKTh
Poccuiickoii ®enepanuu B chepe

JeTIONPON3BO/ICTBA;
CrannmapTsl otopmiteHns
OpraHu3aIMOHHO-
pacTopsSAUTEIILHON
JIOKYMCHTAIVH;

Crioco0st " TEXHOJIOTHY
JOKYMCHTHUPOBAHHS  Pa3INYHbBIN
BUJIOB npodeccroHaNBHOMI
JIeATEITLHOCTH,

[Topsimok 06pabOTKH TOKyMEHTOB
" OpraHu3aIu
JIOKyMEHTO000pOTa;

Cpoky BBITONTHEHHSI PabOT TId
OpraHU3alnN WCTIOJ30BAHMS
APXMBHBIX JIeJT (JOKYMEHTOB);
TpeboBanus K MTOATOTOBKE

ApXMBHBIX CIIPABOK U BBIIHCOK W]
ApXMBHBIX IOKYMEHTOB;

OcHOBBI 0€30I1aCHOCTH TPYAA.
[opsanox (hopmMHpOBaHUS Y
opopMIICHUST  JeN,  CICIUDUKY
(hopMupoBaHUs OTIETbHBIX
KaTeropui Jaen;
[IpaBuna TeXHHUYECKOW OOpabOTKY
YaCTUIHOTO u MOJTHOT'C
oopMiteHUs] €N MOCTOSIHHOTO Y
BPEMEHHOTO XpaHCHUSL.

JloJzKeH yMeTh:
CocraBnsarh MTPOCKTBHI
OpPTaHU3AIMOHHBIX,
pacTopsANTENbHBIX 17
MH(POPMAITMOHHO-CIPABOYHBIX
JIOKYMEHTOB;
OdopMiATh OpraHU3aIOHHO-
pachopsiAUTENbHbIE JOKYMEHTHI;
OcCyIIEeCTBIATE MPOBEPKY MPOCKTOF
JOKYMEHTOB Ha  COOTBETCTBHE
TIpaBUIIaM JIEJIOTIPOU3BOJICTBA
[MpuanMats " TIPOBOJTUTE
MIePBUIHYI0 00pabOTKY BXOJSIINX
JOKYMEHTOB;
OOpabatbiBaTh ~ HUCXOHAIIUE ¥
BHYTPEHHHUE JOKYMCHTHI;

PCFI/ICTpI/IpOBaTI: BXOAAIIHUEC
UCXOOAIINEC u BHYTPCHHMUG
HOKYMCHTEI;

KonTtpommpoBaTs MapIipyTH3aImio
JIOKyMEHTOTIOTOKOB B

HYaCTHUYHOC 0(1)0pMJ'I€HI/Ie ()

OpraHM3aIN (cormacoBanwue,




BPEMECHHOTO, ITOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHCHUS;

CucremMaTu3upoBaTh JTOKYMEHTH
BHYTpH JieJIa.

HNMeTh NpakTUYeCKHUIl ONIBIT:

Odopmnenus

OpraHU3aIMOHHO-
PacTopsTUTEIBHBIX
JOKYMEHTOB M OpraHH3allif
paboThI C HUMHU;

Opranuzanyu TEKYILIETO
XpaHEHHs TOKYMEHTOB,
00paboTKH JieTt JUTS
OTEPATUBHOTO M  apXHUBHOTO
XpaHEHHS;

Ocy1ecTBIIeHHST XpaHEHUS
APXWUBHBIX JIeT (IOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEHHSI
U TI0 IMYHOMY COCTaBY B apXUBE
OpraHu3aIlvu.

DopMUpPOBaHUS JIENA;
OdopmieHus e

MTOCTOSIHHOT O,
JIOJTOBPEMEHHOTO CPOKOB
XpaHCHHS;

OdopmieHust 00T0XKKHU JTETT
MOCTOSIHHOTO,

JIOJITOBPEMEHHOTO CPOKOB
XpaHCeHUS.

MIOATIICaHHE, YTBEPKICHHE,
perucTpanus, O3HAKOMJICHHE U
WCTIOJTHEHHE JJOKYMEHTOB);
IToaroraBauBaTh

WH(OPMAITMOHHBIE JOKYMEHTHI 110
3amnpocaM MoJb30BaTeNei
Pa3IMYHBIX KATErOpUi.

HNMeTh NpaKTHYEeCKUM ONbIT:
OdopmieHnuss OpraHU3aIMOHHO-
pacmnopsiAUTENbHBIX JOKYMEHTOB U
OpraHmu3anuy padoThl ¢ HUMH;
Ocy1eCTBIEHUS UCTIONIb30BAHUS
APXUBHBIX Jien
(1OKyMEHTOB).

DopMupoBaHUs JEIT;

Odopmnenwst gen

MOCTOSIHHOTO,

JTIOJITOBPEMEHHOT'O CPOKOB
XpaHCHUS;

Odopmienus 00JI0KKHY eI
MTOCTOSHHOTO,

JTIOJITOBPEMEHHOTO CPOKOB

XpaHEHHUs.
TpynoBbie pyHKIHMN:
Opranmzanys paboTsI ¢

nokymentamu (B/01.5);
OpraHuzaiys TeKyIiero
XpaHeHHs JIOKyMEHTOB
(B/02.5);

Opranu3arnus 00padOTKH eI IS
MOCJIETYIONIETO XpaHEeHUs
(B/03.5); Opranusarnms
WCIIOJIb30BAHUS APXUBHBIX JIEIT
(mokymenTtoB) (A/04.5).




2. KonkypcHoe 3axanue

2.1. Kparkoe onucanue 3a1aHust

B XOJ€ BBIMMOJIHCHUA KOHKYPCHOT'O 3a/laHUs:

1. HIKOJNLHHUKH JOJIKHBI:
- cocTaBUTh U 0hopMuTh [IPOTOKOI KOJIIETHANTBHOTO MEPOIIPUSTHS;

- cocTaBUTh U 0PopMuUTh [IprKa3 Mo OCHOBHOM NEATEILHOCTH;
- CHCTEMaTU3UpPOBAaTh JOKYMEHTHI 10 JOKYMEHTOIIOTOKAaM, IPOCTaBUTh OTMETKY O IIOCTYIUIEHUHN
JOKYMEHTa, TPOBECTU PErUCTPAIMIO BXOIAIINX JOKYMEHTOB B xKypHane Excel, ucronssys

HOMEHKJIATyPy JEJL.

2. CTyaeHTBI JOJIKHBI:
- IOKYMEHTHUPOBATh KaJIPOBBIE ONEPALIUH B COOTBETCTBUU C IOKYMEHTAMHU-

OCHOBAaHHAMU U TOATOTOBUTH KOMUIO JOKYMCHTA I10 3aIIpOoCy;,
- coctaBuTh 1 0hopmMuTh Ciry’keOHOE MICHMO;

- copMupoBaTh ¥ OPOPMHUTH JIEJI0 MTOCTOSTHHOTO XpaHEHUs (B OyMa)KHOM BHUJIE).

3. CnenuaJucThbl JOJKHBI:
- 00paboTaTh TOKYMEHTHI C MOCIEAYIONIeH perucTpanueil BXOAAIIMX JOKYMEHTOB 1

MIOJITOTOBUTH OTBET IO PE3OJTIOIIHH;
- COCTaBUTH U 0POPMUTH APXHUBHYIO CITPABKY IO 3aIPOCY;
- chopmupoBaTh U OPOPMUTH J1EI0 BpeMEeHHOTO (cBhIIIe 10 11eT) cpoka xpaneHus (B OyMakHOM

BUJIC).

PervoHanbHbIM YemnmoHaT « Abunmmnukce» 2026

6



2.2. CTpyKTYypa ¥ 1oAPOOHOE ONMCAHUE KOHKYPCHOI0 3a/1aHNUs

HaumenoBann
€ KaTeropuu

HanMmeHnoBanue

1 ONMUCAHME MOOYJIsA

Jenb

Bpems

Pe3syabTar

HIkoabLHUK

Monyns 1.
CocTaBuTh U
0pOpMUTH MPOTOKOIT
KOJLJIETUAJILHOTO
MEPOTIPHUATHS

IlepBbrii
JICHb

45 MuHyT

- Conepxanue mpoToKoia
COOTBETCTBYET COAEPIKAHUIO
YIPaBIEHYECKOW CUTYyalllH B
3aJlaHuM;

- CocTaB peKBU3UTOB OJIaHKa
MIPOTOKOJIAa BEIOpaH MPaBUIIBHO,
COOTBETCTBYET (hOpMyIIsApy
nokyMeHTa u TpedoBanusiM [OCT
P 7.0.97- 2025;

- OdopmiieHre peKBU3UTOB
MIPOTOKOJIa COOTBETCTBYET
tpedoBanusim [OCT P 7.0.97-2025;
- YcTraHoBIeHBI Bce HEOOXO0IUMBbIE
HaCTPOWKHU;

- TekcT mpoTOKOJIa COCTOUT U3 JABYX
YyacTel: BBOAHOW M OCHOBHOIA;

- [IpaBunbHO 0opmiieHa BBOIHAS U
OCHOBHas 4acTu
MIPOTOKOJIA;

- [IpoTokon BeIBEICH HA TIEUaTh U
MOJIKCAH.

Monayns 2.
CocraBuTh U
oopMuTh MpHKa3 1o
OCHOBHOH
EITETbHOCTH

[TepBoIii
JACHb

45 MUHYT

- ConepxaHue npukasa
COOTBETCTBYET COJEPIKAHUIO
YIIPaBICHYECKON CUTYAILINH;

- CocTaB pPEKBU3HUTOB OJIaHKA
MpHKa3a BEIOpaH MPaBUIILHO,
COOTBETCTBYET (HOPMYIIIPY
nokymeHnTa u Tpedoanusim ['OCT
P 7.0.97-2025;

- OpopmiteHre peKBU3UTOB
IIPUKAa3a COOTBETCTBYET
tpedoBanusm 'OCT P 7.0.97-
2025;

-YcTaHOBJIEHBI BCE HEOOXOJMMBbIE
HaCTPOWKHU;

- Tekcr npukaza COCTOUT U3 ABYX
4acTe: KOHCTATUPYIOLIEH U
pacopsAUTEIbHOM;

- [Ipuka3s pacneyaras v oAnUCaH

Monayns 3.
CucremaTu3upoBarb
JOKYMEHTBI 110
JIOKYMEHTOIIOTOKaM,
HPOCTaBUTb OTMETKY O
MOCTYIUICHUN
JOKYMEHTA, IPOBECTH
pETUCTpaLIIO

[TepBsrit
JACHb

45 MUHYT

- [IpaBunbHO MpoBeIeHa
CUCTCMATHU3alUsd JOKYMCHTOB I1O
JOKYMEHTOIOTOKaM;

- [IpaBusbHO OTOOpaHbI BXOASIINE
JIOKYMEHTBI JIJIsl PETUCTpaLuu;

- Ha noxyMeHTax npocrasiieHa
«OTMETKa 0 MOCTYIUIEHUU
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BXOIAIIINX
JTOKYMEHTOB B
xypnaie Excel,
UCTIONB3YSI
HOMEHKJIATypy el

AOKYMCHTa»,

- [IpaBunbHO BeIOpaHa Gopma
’KypHaJla peTUCTPALIUH
JOKYMEHTOB;

- [IpaBWIIBHO BHECEHBI CBEICHHUS O
JOKYMEHTax B KypHall
pEerucTpanm, 3aroJIHEHbI BCE
CTOJIOLIEL,

- XKypHain u 06710%KKa K HEMy
BBIBE/ICHBI Ha IIeYaTh

CryneHnT

Monayns 1.
JIOKyMEHTUPOBATh
KaJpOBYIO OIEpalHIO
B COOTBETCTBUHU C
JOKYMEHTaMH-
OCHOBAHUSIMU U
MOJIrOTOBUTh KOIIUIO
JIOKYMEHTA I10
3arpocy

[TepBbrit

45 MUHYT

- [IpaBUIBHO CUCTEMATU3UPOBAHBI,
Mpe/icTaBlIeHHbIE HAa OyMa)KHOM
HOCHUTEJIE IOKyMEHThI-OCHOBAHHUS,
0 KaIpOBBIM OTIEpAIUsIM;

- [IpaBrsIbHO OTOOpaHBI
JOKYMEHTBI-OCHOBAHHUSI TSI
JOKYMEHTUPOBAHUS KaJIpOBOU
OTEpaLiU B COOTBETCTBUU C
3aJJaHHEM;

- [IpaBriibHO BBIOpaHa Gopma
JOKYMEHTa ¥ 0(hOpMJIEH MMPOEKT
MpHUKa3a Mo JUYHOMY COCTaBY AJIs
JOKYMEHTUPOBAHUS KaJIpOBOl
OTEpaLiU B COOTBETCTBUU C
3aJJaHHEM;

- [IpoexT npukasa 1o JIM4HOMY
cocraBy 00paboTaH, MPaBUILHO

o opMIIeHBI HEOOXOTUMBIS
PEKBU3UTHI, B COOTBETCTBHH C
tpedoBanusimu ['OCT P 7.0.97-
2025, nis npugaHusi 1OKyMEHTY
IOPUANYECKON CHIIBL;

- 1t 06paboTKU MpOEKTa MpUKas3a
10 JTUYHOMY COCTaBY HCIOJIb30BaHA
HOMEHKJIATypa Jell;

- 3anucu o KagpoBoil onepanun
BHECEHBI B TPYJOBYIO KHIKKY U
JUYHYIO KapTOUKY;

- [IpaBunIbHO ompeeseH mo
3arpocy AOKYMEHT JJisi TOATOTOBKU
KOIUU;

- Ha xonuu noxymeHTa npaBUiIbHO
odopmiieH pekBu3UT «OTMETKA O
3aBEpPEHUU KON, B COOTBETCTBUU
¢ tpe6oBanusmu ['OCT P 7.0.97-
2025;

- JIOKyMeHTbI BbIBEJICHbI Ha

11EYaTh.

Mopyns 2.

[lepBbrii

45 muHyT

- Coneprkanue Ciry>keOHOTO
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CocraButh 1
opopMUTH
Cayxe0HOE THCHMO

JICHD

MICbMa COOTBETCTBYET
COJIEP’)KAaHUIO CHUTYyalluu B
3a7aHuM;

- CocTaB peKBHU3UTOB OJlaHKa
CITy>keOHOTO IHCbMa BBIOpaH
MIPaBUIILHO, COOTBETCTBYET
bopmyIsipy TOKYMEHTa U
tpedoBanusm 'OCT P 7.0.97-2025;
OdopmiieHue peKBU3UTOB
CITy’keOHOTO THChMa
COOTBETCTBYET TPeOOBaHUIM

I'OCT P 7.0.97- 2025;

- YcTaHOBIIEHBI BCE

HE00XO/IMMBIE HACTPOUKH;

- City>xe0HO€e MHUCHhMO BBIBEJICHO Ha
1eYaTh M MOJIHCAH

Mopyns 3.
Cdopmuposats u
oopMuTh n1EMO
MOCTOSIHHOTO
XpaHeHus (B
OyMa>KHOM BHJIC)

IlepBbri
JICHb

45 MuHyT

- IIposenena OIIJI w npaBWIBHO
OTOOpaHBI TOKYMEHTBI TUIst
dhopMupoBaHUS JI€Ta;

- [Ipn npoBenenun D11/
UCMOJIb30BaHAa HOMEHKJIATypa
zen,

- [IpaBriIbHO PacCOIOKEHBI
JOKYMEHTHI BHYTpPH JIJIa;

- JIuctel nena

MIPOHYMEPOBAHBI,

- [IpaBunbHO BBIOpaHbI (POPMBI
00JI0KH U BHYTPEHHUX YUETHBIX
JOKYMEHTOB JIeJIa;

- [IpaBrsibHO O OpPMITEHBI
00JI0KKa U BHYTPEHHUE YUETHBIE
JIOKYMEHTHI JIeN1a;

- OdopmiteHrE PEKBU3UTOB
00JIOKKH U BHYTPEHHHUX YUETHBIX
JOKyMEHTOB nena
COOTBETCTBYET TPEOOBAHHIM
I'OCT P 7.0.97-2025;

- CoOmroesa
MIOCJIE0BATEIBHOCT Pa3MELICHUS
BHYTPEHHUX YUETHBIX JOKYMEHTOB
B JIene

Crnenuajauct

Monys 1.
Oo6paborath
JOKYMEHTHI C
MOCJIEIYIOLLEH
perucrpanuein
BXOJISIINX U
MOJATOTOBUTH OTBET
10 PE30II0LUU

IlepBbrii
JICHb

45 MuHyT

- O6paboTaHbl JOKYMEHTHI T10
JIOKYMEHTOTIOTOKAM;

- [IpaBriibHO OmpeIeeHbI
BXOJISILIUE IOKYMEHTBHI;

-Bce Bxomsmue JIOKYMEHTBI
BHECEHBI B KypHAJl PETUCTPALIUH;
-Ha Bxopmsmumx JoOKymeHTax
ctouT «OTMETKa 0 MOCTYIUICHUHI
JOKYMEHTa;

- IToaroTroBieH OTBET 110
PE30TIOLHUH PYKOBOAMUTENS ISt
oTHpaBku noutoui Poccuu;

- KonBept noanucasx;
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- Bce AOKYMCHTHI BBIBCACHBI Ha
cyaThb

Monynsb 2.
CocraButh u
0(pOpMHUTH
ApXUBHYIO CIIPABKY
IO 3arpocy

[TepBsiii
JEHb

45 MUHYT

- [IpaBunbHO BeIOpaHa Gopma
apXWBHOH CIIpaBKH, OJIaHK
apXUBHOM CITpaBKH
CKOHCTPYHPOBaH Ha OCHOBE

OJ1aHKa MUCHMA;

- CocTaB peKBU3UTOB OJIaHKa
apXWBHOM CIIPAaBKHU BBIOpaH
MIPaBWJIbHO, COOTBETCTBYET
dbopmyIsIpy TOKyMEHTa U
tpedoBanusim ['OCT P 7.0.97-

2025;

- OdopmiieHre PEKBU3UTOB
apXUBHOM CIIpaBKH
cootBeTcTBYeT TpeboBanusm ['OCT
P 7.0.97-2025;
- Coneprxanue
CIpaBKU
COZIEP>KaHHUIO
MOJIb30BATENS;
- [IpaBunbHO OQoOpMIIEH PEKBU3UT
«OcHoBaHuEY, B KOTOPOM
MIPUBE/ICHBI IIOUCKOBBIC JTaHHBIE
JOKyMEHTOB;

- YCTaHOBIICHBI BCE
HE00XO0IMMBIE HACTPOHKHY;

- ApxuBHas CIipaBKa
pacreuaTaHa U MoJrnucana

aApXUBHOM
COOTBETCTBYET
3arpoca

Mopyns 3.
Cdopmuposats u
o(hopMHTB J1eTI0
BPEMEHHOTO (CBBIILE
10 ner) cpoka
XpaHeHus (B
OyMa)KHOM BHUJIC)

[TepBoIii
JEHb

45 MUHYT

- [IpoBenena S0 u
MPaBUILHO OTOOPAHBI TOKYMEHTHI
17151 GOPMHUPOBAHUS €A,

- [Ipu npoBenennu D111
MCTOJIb30BaHA HOMEHKIIATypa JIed;
- [IpaBuiIbHO PaCIOIOKEHBI
JOKYMEHTBI BHYTPH JIEJIa;

- JIucTel 1ena mpoHyMepOBaHbI;

- [IpaBritbHO BBIOpAaHBI (HOPMBI
00JI0KKH U BHYTPEHHUX yUETHBIX
JOKYMEHTOB JIeJIa;

- [IpaBunbHO 0popmIIeHBI 00I0KKA
Y BHYTPEHHUE YYETHBIC JIOKYMEHTBI
nena,

- OdopmiieHre peKBU3UTOB
00JI0)KKH U BHYTPEHHUX yUETHBIX
JOKYMEHTOB JIeJIa COOTBETCTBYET
tpedoBanusm 'OCT P 7.0.97-
2025;

- CobimozieHa 1ociIe0BaTEIbHOCTh
pa3MenieHus] BHYTPEHHHUX
YYETHBIX JOKYMEHTOB B JIEJIe

PernoHanbHbIn YyemnuoHaT «Abunmmnuikc» 2026

10




2.3 IocaenoBaTeILHOCTL BLINTIOJTHEHHUS 32JaHNS.

2.3.1. Kareropus yyacTHukoB «lIIIKOJIbHUKM»:

Mopnyas 1. CoctaButhb 1 opopmuts IIpoToKo01 KOJLIErHaIbHOT0 MEPONPHUATHS

1. [ToaroToBuTH pabouee MecTo.

2. O3HaKOMHUTBHCS C KOHKYPCHBIM 33JTaHUEM.

3. O3HAaKOMHUTBCS C KAPTOUKOHN U CTPYKTYpOIl OpraHu3aluy.

4. O3HaKOMUTBCA C COACPKAHMEM CHUTYyalldd, MO KOTOPOH HEOOXOIUMO COCTaBUTH
[TpoTokou.

5. OdopMuTh AOKYMEHT Ha KOMIBIOTEPE B TEKCTOBOM penakrope Word B

coorBercTBUM ¢ TpeboBanusmMu 'OCT P 7.0. 97-2025«Cucrema cTaHIapTOB 110 HHPOPMAIUH,
OMONIMOTEYHOMY M M3/AaTeNIbCKOMY  Jelly. OpraHu3alnnoHHO-pacopsAAUTENbHAS
AnokyMeHTanus. TpeboBaHus K 0)OPMIIEHUIO JOKYMEHTOBY.

6. CoxpaHUTh JOKYMEHT B Ianke Ha pabodeM cTojie, IpeaBapUTeNbHO CO3aB Ha

pabouem crosie koMibioTepa nanky «Homep yuactauka Moaynp 1».

7. Odopmnennsrii [IpoTokosn BRIBECTH HA TIEYATh.
8. [TpocTaBuTh MOAMKCH HA JOKYMEHTE B HEOOXOIMMBIX MECTaX.
9. Hepe;:aTL BBITTIOJTHCHHOC 3aJaHUEC SKCIICPTaM IJId OLICHUBAHU.

10.  VYoparb paboyee MecTo.
11. 3KCIIepTaM JJIsl OLICHUBAHMSL.

12.  YO6parb pabouee mecTo.

Monayasb 2. CocTaBUTh U 0(p)OPMUTH IPUKA3 10 OCHOBHOM 1€ATEJIbHOCTH

1. [ToaroToBuTH pabouee MecCTo.

2. O3HaKOMHTBCS C KOHKYPCHBIM 33/1aHUEM.

3. O3HAaKOMHUTBCS C KAPTOUKOM U CTPYKTYPOIH OpraHU3alyH.

4. O3HaKOMUTBCSI C COAEPKAaHWEM YMPABICHYECKON CHUTyallUH, MO KOTOPOM

HE00X0IUMO cocTaBUTH [IpHKa3 0 OCHOBHOM JIESATETLHOCTH.

5. OdopMuTh TOKyMEHT Ha KOMIBIOTEpE B TEKCTOBOM peaakTope Word B
cootBercTBUH ¢ TpeboBanusiMu ['OCT P 7.0. 97-2025 «Cuctema ctanmapToB mo uHpopmarumu,
OUONMMOTEYHOMY M M3/aTEIbCKOMY  JIelTy. Oprasnu3annoHHO-PACIOPAIUTENbHAS
nokyMeHTarus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOBY.

6. CoxpaHuTh JOKYMEHT B MAalKe Ha paboyeM CToJie, IPeIBAPUTENILHO CO3/aB Ha
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pabouem crosne koMmbioTepa nanky «Homep ydactHrka Moayis 2».

7. Odopmnennsiii [Ipukas mo OCHOBHOM e TEIIEHOCTH BHIBECTH Ha ME€YATh.
8. [TpocTaBUTH MOANUCH HA TOKYMEHTE B HEOOXOIUMBIX MECTax.
9. [lepenats BBITOIHEHHOE 3aJaHNE SKCIIEPTaM ISl OLICHUBAHMSL.

10.  YOpats pabouee mecTo.

Mopayas 3. CucreMaTH3MPOBATh JOKYMEHTHI 110 IOKYMEHTONOTOKAM,
NPOCTABUTH OTMETKY O IOCTYIVICHHH JOKYMEHTA, IPOBECTH PEerucTPALHI0
BXOJSIIIMX JOKYMEHTOB B :KypHaJe Excel, ncrnonb3ysi HOMeHKIaTypy AeJ

1. [ToaroroBuTh pabodee MeCTo.
2. O3HaKOMHUTBCS ¢ KOHKYPCHBIM 3a/IaHHEM.
3. O3HAKOMHUTBCS C ITPETOCTABICHHBIMU JOKYMEHTAMU.
4. [IpoBecTu cucremaTu3anyio JOKYMEHTOB 10 JOKYMEHTOIIOTOKAM.
5. Bxogstiye 10KyMeHThI 3aperUCTPUPOBATh B perHCTpaiioHHbIX (opmax Excel.
6. [IpocTaBUTE OTMETKHM O OCTYIUIEHUH IOKYMEHTOB B OPTaHU3ALIHIO.
7. [Ipu peructpaim KCHOIB30BaTh HOMEHKJIATYPY JEI.
8. 3anoIHUTH OOJIOKKH [Tl pETUCTPALMOHHBIX JKypPHAJIOB.
9. BriBecTH Bce HEOOXOMMBbIE TOKYMEHTHI Ha TI€YaTh.
10. CoxpaHUTh JOKYMEHT B Ianke Ha paboveM CToJje, MpeBapuTEILHO CO3/1aB

Ha pabouem croiie KoMrploTepa nanky «Homep ydactauka Moayib 3».
11. [lepenats BBIOJIHEHHOE 3alaHUE SKCIIEPTAM J1JIsl OLICHUBAHUSI.

12. Y6patb pabouee MeCTo.
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el

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

KoHkKypcHoe 3a1aHMe 151 CTV/IEHTOB:

Monayasb 1. IokyMeHTHPOBATH KAIPOBYIO ONEPALMIO B COOTBETCTBHU C
JOKYMEHTAMM-OCHOBAHUSIMH U MOATOTOBUTH KONMIO JOKYMEHTA 110
3anpocy

[oxroroButs paboyee MecTo.

O3HAaKOMUTHCS C KOHKYPCHBIM 3a/IaHUEM.

O3HaKOMUTBCS C KAPTOYKOW U CTPYKTYPOM OpraHU3alMH.

W3yunthb, mpencTaBieHHble Ha  OyMaXHOM  HOCHTENE  JOKYMEHTHI-OCHOBAaHMS,  JJIs
JIOKYMEHTHUPOBaHUs KaJIPOBBIX OMEpaLIUii.

CucreMaTu3upoBath, NPEACTABICHHBIE Ha OYyMa)KHOM HOCHTENE JOKYMEHTHI-OCHOBAHHS, TIO
KaJIPOBBIM OIEPALIHSIM.

OTo0path JOKYMEHTHI-OCHOBAHMS JIJIsl IOKYMEHTUPOBAHUSI KJPOBOW OMepaIii B COOTBETCTBHUHU C
3a/IaHUEM.

OdopMUTh MPOEKT MpHKa3a M0 JUYHOMY COCTaBY ISl TOKYMEHTHUPOBAHMSI KaJpOBOl orepaiu B
COOTBETCTBUH C 3a/IaHUEM.

st obopmiteHHsT JOKYMEHTa 0 JIMYHOMY COCTaBy HCIOJIb30BaTh DOpPMBI IEPBUYHOM yUETHOM
JOKYMEHTAIlMU 10 Y4eTy TpyJa U ero omiatel (yTB. moctaHoBieHueM ['ockomcrata Poccum ot
05.01.2004 Ne 1), npencraBiaeHHbIE B 3JIEKTPOHHOM BUJIE.

[TpoekT mpuka3a o JUYHOMY COCTaBY BBIBECTH Ha M€YaTh.

O6paboTaTe MPOEKT MpHKa3a MO JUYHOMY COCTaBy, OGOPMHTH HEOOXOJMMBIC PEKBU3HTHI, B
coorBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-2025, mist npuaanusi JOKYMEHTY FOPUIHMYECKON
CHUJIBL.

Jl1s 06paboTKH MPOEKTa MpHKa3a Mo JUYHOMY COCTaBY UCIOJIB30BaTh HOMEHKIIATYPY JIe.
Buectu 3anmuce 0 KagpoBoil omepandud B COOTBETCTBUM C 33JaHUEM B TPYAOBYIO KHHUXKKY,
MPEACTABICHHYIO B JJIEKTPOHHOM BH/IE.

Buectn 3ammch 0 KaApoBOM omepalnvd B COOTBETCTBUM C 3aJlaHUEM B JIMUYHYIO KapTOYKY,
MPEJICTABICHHYIO B AJIEKTPOHHOM BH/IE.

3anoJTHEHHbIE JIUCTHI C 3AMUCAMH O KaJPOBOW OMepaluy B TPYAOBOM KHUKKE U JIMYHOM KapTOUKE
BBIBECTH Ha Me4YaTh, 0POPMHUTH HEOOXOIMMBIEC PEKBH3UTHI, B COOTBETCTBHH ¢ TpeboBanusimu [ OCT
P 7.0.97-2025, nns npuganust JOKyMEHTaM IOPUIUYECKON CHUIIBI.

OdopmuTh KapoOBYIO MPOLIETYPY — 3aBEPEHUE KOITUH JOKyMEHTa corjacHo cT. 62 TK PO.
N3yuuts 3anpoc Ha mpeaocTaBIeHNe KOMUH JOKYMEHTA.

[ToAroTOBUTH, B COOTBETCTBHH C 3aIPOCOM, KOTHIO TOKyMEHTa Ha OYMa)KHOM HOCHTEJIE.

Ha xommm pgokymeHTa oopMUTh peKBU3UT «OTMETKA O 3aBEPEHUU KOMHHY», B COOTBETCTBUU C
tpeboBanussmu ['OCT P 7.0.97-2025, nns npuaaHust KOMMKA JOKyMEHTA IOPUANYESCKON CHIIBI.
CoxpaHuTh CO3/1aHHbIE JOKYMEHTHI B Ianke Ha pabodeM CTojie, MpeABapUTEIHHO CO3JaB Ha

pabouem croisie kommboTepa nanky «Homep ydactanuka Moayns 1».
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20. HepeﬂaTL BBITTIOJTHCHHOC 3a/JaHUC SKCIICPpTaM IJid OLICHUBAHMU.

21.

Eal

8.
9.

10.

YO6pats pabouee MecTo.

Monayasb 2. CoctaButh 1 0popmuth Ciyxe0HOE MUCEMO
[ToaroToBuTh paboyee MecCToO.
O3HAaKOMHUTBCS C KOHKYPCHBIM 3aJIaHUEM.
O3HAaKOMHUTBCS C KAPTOUKOM U CTPYKTYpOM OpraHU3aLNH.
O3HaKOMHTBCS C COJIEPKAHMEM CHUTYaIlMH, MO0 KOTOpoil HeoOxomumo coctaBuTh CiyxeOHOE
IIICHMO.
OdopmMHUTh JOKYMEHT Ha KOMIBIOTEPE B TEKCTOBOM penakTope Word B COOTBETCTBUH C
tpeboBanusimu 'OCT P 7.0. 97-2025 «Cuctema ctannapToB 1o uHpopMauu, 6MOIMOTEUHOMY U
u3gareabckoMy neny. OpraHu3alMoHHO-PACHOPSAUTENbHAS JOKyMeHTalus. TpeGoBaHus K
0(hOpPMIIEHHIO TOKYMEHTOBY.
CoxpaHUTh NTOKYMEHT B Iallke Ha pabodyeM cToie, NpeIBapUTENIbHO CO3/1aB Ha pabodyeM cTolie
KoMmnbtoTepa nanky «Homep ydyactHuka Monyinb 2».
OdopmnenHoe Ciyxe0HOE TUCHMO BBIBECTH Ha I€YaTh.
ITpocTaBuTh MOANKCH HA JOKYMEHTE B HEOOXOJUMBIX MECTaX.
[IepenaTh BBIIOIHEHHOE 3aaHUE HKCIIEPTAM JUIsSl OLICHUBAHUS.

Y6pars pabodee MecTo.

Mopnyas 3. Chopmuposathb u 0popMuTh /l€/10 TOCTOSAHHOIO XpaHeHH (B OyMaKHOM BH/Ie)

i

o x =N

[ToaroToBuTh paboyee MecCToO.

O3HAaKOMHUTBCS C KOHKYPCHBIM 33JIaHUEM.

N3y4nTh 1OKyMEHTHI Ha OyMa)XHOM HOCHTEJIE.

O3HaKOMUTLCS c Homenxknarypoit JelN  OpraHu3allid, OMNpPEIeIHTh  CPOKHU
XpaHEHUs MPEJICTABICHHBIX Ha OYMa)KHOM HOCHTEJIC IOKYMEHTOB.

[TpoBectn 9KCIIEPTH3Y IEHHOCTH JOKYMEHTOB, ITPEICTABICHHBIX Ha OyMakHOM
HOCHTCIIC, OTO6paTB I[OKyMeHTBI IIOCTOAHHOI'O chKa XpaHeHI/IH.

HpI/I HpOBGI[eHI/II/I 3KCHepTI/ISBI IIEHHOCTHU I[OKYMGHTOB HCITIOJIb30BATH HOMGHKHaTypy pI(S)

M3 0TOOpaHHBIX JOKYMEHTOB c(hopMHUpOBaTh J[e10 MOCTOSHHOTO XPaHCHN.

[TonBepruyTH CHOPMUPOBAHHOE JICIIO TTOCTOSTHHOTO XPAHEHHUS MOJIHOMY O OPMIICHHIO.
Odopmuts OONOXKKY Jena, BHYTPEHHHE YYETHBIE JOKYMEHTHI Jeia: BHyTpeHHIOI ommch

JOKYMCHTOB J¢J1a, .HI/ICT-SaBepI/ITG.HB Aca.

. Opopmnenue pexkBuzntToB OOI0KKHY JIe7la, BHYTPEHHUX YUETHBIX JOKYMEHTOB Jeia: BHyTpeHHe#H

OTIMCH JJOKYMEHTOB Jiena, JIncra-3aBepurens nena J0JDKHO cooTBeTcTBOBaTh TpeboBanusiMm ['OCT

P 7.0.97-2025 «Cucrema ctaHaapToB 1Mo HH(POpMAIH, OUOINOTEYHOMY U U3/1aTEIbCKOMY JIENy.
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11.

12.

13.

14.

15.

16.
17.

Opranu3anroHHO-pacopsAIUTeIbHas JOKyMeHTalus. TpeboBaHus K 0hOpMIIEHUIO TOKYMEHTOBY.
Hst opopmnenuss OGMOKKH eia, BHYTPEHHUX YYETHBIX JTJOKYMEHTOB Jieia: BHyTpeHHel omucu
JOKYMEHTOB Jiena, Jlucra-3aBepuTens Jeia MCIoJib30BaTh (OpMbI, ycTaHOBIeHHbIE [IpaBunamu
OpraHM3alMy XPAaHEHUs, KOMIUIEKTOBAaHUS, y4yeTa W HCIOJb30BaHUSA JTOKYMEHTOB ApPXHBHOI'O
¢onna Poccuiickoit dexepanuu U Ipyrux apXuWBHBIX TOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax,
opraHax MECTHOT'O CaMOYTIPaBJICHUs U opraHu3anusx (yTB. mpukazoMm Pocapxusa ot 31.07.2023 Ne
77).

OO6n0XxKy 1ena, BHyTPEHHUE y4eTHBIC TOKYMEHTHI Jienia: BHYTpeHHIOI0 OMKCh JTOKYMEHTOB Jiefa,
JIuct-3aBeputens Jiea BHIBECTH Ha N1€YaTh.

CdopmupoBaTh €10, pa3MECTHUTh BHYTPEHHUE Yy4YETHBIE JOKYMEHTBHI JieJa B HYXHOHU
MOCIIE0BATEIbHOCTH, IPUKPEIUTH OOJIOKKY Jena.

OToOpaHHBIE JTOKYMEHTHI IOCTOSHHOTO XpaHEHUs MOJIIUTh B IaNKy-CKOpocuIuBaresb. Jlis
HNOJUIMBKY UCIOJIb30BATh ABIPOKOI.

Coxpanuth OONOXKKY Jefla U BHYTPEHHHE Y4YeTHBIE TOKYMEHTHI Jella: BHYTpeHHIOI OIuch
TOKYMEHTOB Jena, Jluct-3aBepurtens B mamke Ha pabodeM cTolse, NMpeABapUTEIbHO CO3/1aB Ha
pabouem crosie komrbloTepa nanky «Homep ydactanuka Moaynb 3».

[lepenats Jleno sxcrepTam Jisl OLIEHUBAHUS.

Yo6pats pabouee MecTo.
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KOHK![}CHOG 3ANAHUE JUTA CHICINATNCTOB:

Moayas 1. O0padoTaTh JOKYMEHTHI € NOCJIeAYIONIeH perucTpanueid BXOAAIIMX U MOATOTOBUTH
OTBET MO0 Pe30JII0UNH

L. [ToaroroBuTh paboyee MecTo.

2 O3HaKOMHTBCS C KOHKYPCHBIM 33/1aHUEM.

3. O3HAaKOMHUTBCS C KAPTOUKON U CTPYKTYPOH OpraHU3alyH.

4 O3HaKOMMTBCS ¢ JOKYMEHTAMH U KJIaCCU(UIUPOBATH UX IO JOKYMEHTOOTOKaM

5 Bxopsmime 10KyMEHTBI 3apeTUCTPUPOBATh B )KypHaie Excel B COOTBETCTBUU C BUAMH
JOKYMEHTOB

6. Ha Bxopsmux npoctaButh «OTMETKY O MOCTYIIJIEHUH B OPraHU3aLIUIO»

7. B cooTBeTCTBHM C pe30IOIHEN PYKOBOAUTENS TOATOTOBUTH OTBET

8. OdopMHUTH CONTPOBOIUTENHHOE MUCHMO I OTHPABKU JOKYMEHTOB IO PE30JIOLUN
PYKOBOJIUTENS

9. [Toanucars KOHBEPT B COOTBETCTBUM C IIPABHJIAMU IIOYTOBOM MEPENHUCKU

10. OpopMuth Bce HEOOXOAMMBIC TOKYMEHTHI Ha KOMITBIOTEPE B TEKCTOBOM PEIAAKTOPE
Word B cootBerctBun ¢ TtpeboBanusimu ['OCT P 7.0. 97-2025«Cucrema cTaHAapTOB IO
nH(popManuy, OMOITUOTEYHOMY U U3MATeNbcKoMy Aeny. OpraHu3alMOHHO-PACTIOPSAUTENbHAS
noKyMeHTarus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOBY.

I1. CoxpaHuTh TOKYMEHT B IarKe Ha paboyeM CTOJIe, MPEBAPUTENHHO CO3/1aB Ha

paboueM crosie komnbioTepa nanky «Homep ygactarka Moayms 1».

12. Odopmnennsiii [Ipukas mo OCHOBHO# JIeSATEIBHOCTH BEIBECTH Ha I€YATh.
13. [IpocTaBUTh TOANMUCH HA TOKYMEHTE B HEOOXOUMBIX MECTaX.

14. Ilepenath BBIIOJIHEHHOE 3aIaHUE DKCIIEPTaM JJIsl OLICHUBAHMSI.

15. Yo6parts pabouee mecTo.

Mopnyas 2. CoctaBuTh H 0GOPMHUTH APXMBHYIO CIIPABKY 10 3aNIpoCy

1. [ToaroToBuTH pabouee MecTo.

2. O3HaKOMHTBCS C KOHKYPCHBIM 3a/1aHUEM.

3. O3HAaKOMHUTBCS C KAPTOUKOHN U CTPYKTYpOIl OpraHu3aluy.

4. 3yunTh mpencTaBieHHBI B OyMaXHOM BHJI€ COLHMAIBLHO-TIPABOBOM  3arpoc
IOJIb30BATEIIS.

5. Br1Opatb 651aHK apXUBHOM CIIPaBKH.

6. Ha ocHoBe mpencraBieHHBIX B OyMaXHOM BHJE JOKYMEHTOB, IIPOBECTH

CHUCTEMATH3aIMI0 U O0O0OIIEHHUE CBEIECHWM O COCTaBE W COJCPKAHWUW apXHBHBIX JTOKYMEHTOB B

COOTBETCTBHUHU C 3aIIPOCOM JIJI MOJATOTOBKU APXUBHOM CIIPABKH.
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7. Hnst opopmiieHnss ApPXWBHOW CHPaBKHM HCIOJIB30BaTh COOTBETCTBYIONIYIO (HOpMY,
ycTaHOBIEHHYI0 IlpaBmiaMu opraHu3alMM XpaHEHHs, KOMIUIEKTOBAHMS, Y4Y€Ta U HCIIOJIb30BAHUS
JIOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit @Denepanuu W JApPYrHMX apXUBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJIEHUS U OpraHu3alusx (yTB. MPHKa30M

Pocapxusa ot 31.07.2023 Ne 77).

8. OdopminerHyro ApXHUBHYIO CITPaBKY BBIBECTH Ha I1€YaTh.
9. [TpocTaBuTh MOAMKCH HA JOKYMEHTE B HEOOXOIMMBIX MECTaX.
10. CoxpaHUTh JOKYMEHT B IManke Ha pabodyem CToJjie, MpeIBapuTeIbLHO CO31aB Ha pabodeM

cToJIe KoMITbIoTepa nmanky «Homep yyactHuka Moayinb 2».
11. Hepe;:aTL BBITTIOJTHCHHOC 3aJaHUEC SKCIICPTaM AJId OLICHUBAHU.

12.  VYoparb paboyee MecTo.

Moayas 3. ChopmupoBath u 0popMHUTH /1€710 BpeMeHHOro (cBbiuie 10 jeT) cpoka XxpaHeHus
(B OyMaskHOM BHJI€)

1. [ToaroroBuTh paboyee MecTo.

2. O3HaKOMHTBCS C KOHKYPCHBIM 33/1aHUEM.

3. W3y4nTh TOKyMEHTHI Ha OyMa)KHOM HOCHUTEJIE.

4. O3HaKOMHUTHCS c Homenknarypoii JIe]l OpraHu3alui,  ONPENETUTh

CPOKM XpaHEHUs MPEeJCTaBICHHBIX HA OyMa)kHOM HOCHTENE JOKYMEHTOB.

5. [TpoBecTn SKCHEpTU3y LIEHHOCTH JOKYMEHTOB, NPEICTABICHHBIX Ha OyMaKHOM
HOCHUTEIIE, 0TOOPATh TOKYMEHTHI IIOCTOSIHHOTO CPOKa XPaHEHHUS.

6. [Ipn npoBeneHUM AKCHEpTU3bl LIEHHOCTH JOKYMEHTOB MCIOIb30BaTh HoMeHKIaTypy
Jell.

7. N3 oToOpaHHBIX JOKyMEHTOB ChOpMHpPOBATH €10 Mo JIMYHOMY COCTaBYy
BpeMeHHoro (cBbimie 10 1eT) cpoka XpaHEHUHI.

8. [MonBepruyTh chopMUpOBaHHOE JETI0 TOTHOMY O(hOPMIICHHUIO.

9. Odopmute O0OXKKY nena, BHYTPEHHHUE YUYETHBIE TOKYMEHTHI Jena: BHyTpeHHIo1o
ONMCh JOKYMEHTOB Jiena, JIucr-3aBepurens nena.

10. Odopmnenune pexkBuzutoB OONOKKH Je1a, BHYTPEHHUX YYETHBIX JTOKYMEHTOB Jeja:
BuyTpenHeld onucu JOKyYMEHTOB jeina, Jlucra-zaBeputrens Jena JOJKHO COOTBETCTBOBATh
tpeboBanusim ['OCT P 7.0. 97-2025 «Cuctema crannaptoB no uHpopmanuu, OHOIMOTEYHOMY H
u3narenbckomy Aeny. OpraHu3allMOHHO-paclopsiAMTENbHAas JAOKyMeHTanus. TpeOoBaHus K
0 OPMIIEHHUIO TOKYMEHTOB.

11.  Jna odopmienus OONOXKKM Jena, BHYTPEHHUX YUYETHBIX JOKYMEHTOB Jefia:
BHyTpenneld ommcu JOKyMEHTOB jena, Jlucra-3aBepuTenss Jena HCIOJB30BaThb  (OPMBI,

YCTaHOBJICHHELIC HpaBI/IJ'IaMI/I opraHu3alv XpaHCHUA, KOMIUICKTOBAHMA, Y4€Ta W HCIIOJb30BaHUA
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noKyMeHTOB ApxuBHOTO (oHma Poccuiickoit denmepanuu U Ipyrux apXWBHBIX JOKYMEHTOB B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJCHUs U opraHu3auusx (yTB. MPUKA30M
Pocapxusa ot 31.07.2023 Ne 77).

12. OO0610XKKy nena, BHYTpEHHUE YUYCTHBIC JTOKYMEHTHI Jena: BHYTpeHHIOI0 ONUCh

AOKYMCHTOB ACJ1a, .HI/ICT-SaBepI/ITG.HB JcJia BBIBECTU Ha I1€4aTh.

13. CdopmupoBaTh 11e510, pa3MecTUTh BHYTPEHHHUE YUETHBIE TOKYMEHTHI Jieja B HY>KHOM
MOCTIeI0BATEIbHOCTH, IPUKPETIUTH O0JIOKKY JIea.

14. OT0o0OpaHHbBIE JOKYMEHTHI TOCTOSIHHOTO XPaHEHUs! MOALIUTD B MAIIKy-CKOPOCIIBATEb.
J1J1s TOAIIMBKY HUCIIOJIb30BATh JBIPOKOI.

15. Coxpaauts OO0J0XKKY J1e7la 1 BHYTPEHHHE YUYETHBIC JOKYMEHTHI Jieja: BHyTpeHH010
OIUCH TOKYMEHTOB Jiena, JIucr-3aBepurensd B manke Ha paboyem CToJjie, MpeABAPUTEIHHO CO3/aB Ha
pabodem croiie KommbioTepa nanky «Homep yaactHuka Moaynb 3».

16. Ilepenats Jleno skcnepTaM AJisi OLICHUBAHMSL.

17.  YO6pars pabouee mMecTo.
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2.5. Kpurepum oueHKHU BbINOJHEHUS 32 JaHUS

Tun kpurepus

Kareropus N
UACTHRKOB HaumeHoBaHue U ONUCAHUE MOXYJIS (OIIeHO‘leI\I'/I/ Makc. 011
HU3MepPHMBIii)
Moayasb 1. CocraButb 1 opopmuth IIpoTokos koiernajbHOro
MepPONPUATHS
CocTaB peKBH3UTOB 0JIaHKa IPOTOKOJIA 0 1
BbIOpaH MpaBUIbHO, COOTBETCTBYET
%gpijnﬂ}]Jy JOKYMEHTa U TpeOOBaHUSM
CT P 7.0.97-2025
OdopmieHne 1 pacroyiokeHne peKBU3UTOB O 1
OJlaHKa MMPOTOKOJIa COOTBETCTBYET
tpeboBarusm ['OCT P 7.0.97-2025
[Tosst cOOTBETCTBYIOT TPEOOBAHUSM: JIEBOE — O 1
He MeHee 30 MM, HUKHEE, BEpXHEE - HE
meHee 20 MM, ripaBoe He MeHee 10 MM
Pasmep mpudra Texcra enunsiii (12-14) or. O 1
WNurepan B Texcte enunsiii (1-1,5) 6e3 O 1
JIOTIOJIHUTEIIBHBIX IT., MHOTOCTPOYHBIE
PEKBH3UTHI 0()OPMIICHBI Yepe3 OTUHAPHBIN
MEKCTPOYHBIN MHTEpPBAJI
Odopmiten ab3atHbliil oTcTy, pasmep — 1,25 O 1
cM
B nokymeHTe BhIpaBHUBAHHE TEKCTA O 1
0(OpPMIICHO IO IUPUHE
Texct mpoTokona ohopmieH 6e3 O 1
opdorpaduyecKkux U MyHKTYaIlMOHHBIX
HIxkonbHUKHN OIIIGOK
PexBusut «HanMeHoBaHHEe OpraHU3aLUmN» O 2
0(OpMIICH, BKITFOUAET MOTHOE U
COKpAIlleHHOE€ HAaUMEHOBAHUE
OpraHu3aIu
PexBusut «HanMmeHoBaHME BU1a JOKYMEHTA O 1
0(OpMIICH TPABIIILHO
PexBusur «/lata nokymeHTa» opopmieH O 1
IIPABUJIBHO
PexBusut «PeructpanioHHbII HOMED O 1
JOKYMEHTa» 0(hOpMJIEH MPaBUIILHO
PexBusut «MecTo cocTaBlIeHHs JOKYMEHTA» O 1
o opMIIEH TTPaBUILHO
PexBHU3HT «3aroioBoK K TEKCTY» 0(hopMIIeH O 2

U PACIIOJIOKEH MPABUIIBHO, COIEPIKUT
yKa3aHUE Ha BUJ 3aCeaHus
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PexBu3uT «TekcT HOKyMEHTa» COCTOUT U3
BBOJHOU M OCHOBHOI "acTeil

BBojiHast 9acTh MPOTOKOIA COAEPKHT
uH(pOpPMAIIHIO O TpeceaTee
(mpencenaTeNIbCTBYIOIIEM) B CEKpPeTape
3aceaHus, 3Ta YacTh IPABUIBHO OopmIIeHA

BBoHas 4acTh MPOTOKOIA COACPKUT
HH(}pOpPMAIHIO O KOJTUYECTBE
MPUCYTCTBYIOIIUX HA 3aCCAaHUM, 3TA YaCTh
paBUILHO OopopMIIeHa

BBoHas 4acTh MPOTOKOIA COACPKHUT
nH(}OpMaIHIO 0 MPUTIANICHHBIX (TIPH
HAJIMYWH); 9Ta 9aCTh MPaBUIBLHO oopmIIeHa

IToBecTka JAHA BKIIIOYACT YKa3aHUC Ha
COACPKAHUC JOKJIaJa U JOKJIaJ9HKa

OCHOBHas1 4aCTh MPOTOKOJIA COEPKHUT
uH(pOpPMAIIHIO 0 X0/1e 00CYKICHUS
BOITPOCOB TMOBECTKHU JIHS U COACPIKHUT
HE00XO0IMMBIE pa3/IeIib

PexBuzut «Iloanmuce» oopmieH mpaBUIbHO
" BKIJIIOYACT NOANHCH TPCACCAATCIIA
(mpencenaTeNbCTBYIOIIETO) M CEKpeTaps
3acelaHusl

[Tpu opopmiteHnH MPOTOKOJIA UCIIOJIH30BAHBI
KapTOYKa OpraHu3alli U CTPYKTypa
OpraHu3alun

Pabouee mecTo mociie OKOH4YaHUs pabOThI
yOpano. PaGoune nanku u (aiiibl 3aKphIThI
1I0CJIE BBITTOJIHEHUS 3a/1aHUsL.

JlokyMeHThI Ha OyMa)KHOM HOCHUTEIE
yOpaHbI B JJOTOK

Monayasb 2. CocTaBUTb U 0()OPMUTH IPUKA3 10 OCHOBHOM 1eATEJIbHOCTH

CocraB pekBU3UTOB OJaHKa MPUKa3a BEIOpaH
HPaBUIBHO, COOTBETCTBYET (GOPMYJIISIPY
nokyMmeHTa u TpedoBanusm 'OCT P 7.0.97-
2025

O

1
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OdopmieHne U pacroIoKeHNEe PEKBU3UTOB
npukasza cooTBeTcTByeT TpedoBanusm ['OCT
P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TPEOOBAHUSM: JIEBOE —
He MeHee 30 MM, HUXKHEe, BEpXHEe - He
Menee 20 MM, npaBoe He MeHee 10 MM

Pazmep mpudra rexcra enunsiii (12-14) nr.

WuTtepBan B Tekcte equnsiii (1-1,5) 6e3
JIOTIOJTHUTEIIBHBIX NT., MHOTOCTPOYHBIE
PEKBU3UTHI 0(OPMIICHBI Yepe3 OJUHAPHBII
MEXCTPOYHBIM UHTEPBAJI

Odopmiten ab3atHblil oTcTy, pasmep — 1,25
cM

B n0KyMeHTe BhIpaBHHBAHHE TEKCTA
0(OPMIICHO MO HIHPUHE

Texkct mpukaza opopmieH rpaMoTHO Oe3
ophorpapudeckux U MyHKTYaI[MOHHBIX
OLIMO0K

PexBusut «HanmenoBanne opranuzanum»
odopMIIeH, BKJIFOYAET MOJTHOE U COKPAIICHHOE
HAaWMMEHOBAHUE OPraHU3alUuU

PexBusut «HanMmeHoBaHME BU1a JOKYMEHTA
0(OpMIICH TPABHIILHO

PexBusurt «/lara nokymenTta» odopmiieH
IIPABUJIBHO

PexBusut «PeructpanioHHbII HOMED
JOKYMEHTa» 0(OpMJIEH NPABUIBHO

PexBusut «Mecto cocTaBieHus JOKyMEHT)
o opMIIEH TTPaBUIILHO

PexBu3uT «3aroioBoK K TEKCTY»
chopmynpoBaH U 0popMIIEH TPABUIHHO

PexBu3ut «TekcT JOKyMEHTa» COCTOUT U3
JIByX 4acTel: KOHCTATUPYIOLIEH U
pacnopsAIUTENbHON, KOTOPBIE pa3AeICHBI
JIpyT OT Apyra

PernoHanbHbIn YyemnuoHaT «Abunmmnuikc» 2026
21




PexBusur «Ilonnmuce» opopmiieH mpaBUILHO

[Tpu opopmiteHnH MpUKa3a UCIOIb30BaAHbI
KapTOUYKa OpraHU3aIluu U CTPYKTYpa
OpraHu3alun

[TpaBuIbHO OPOPMIICHO U PACTIOTIOKEHO
O3HAaKOMJICHHE C TIPUKA30M: HMEET
HaMMEHOBAaHUE JIOJDKHOCTH, TIOATHUCH,
pacunpoBKy MOAMUCH U ATy

PaGouee MmecTo mociie OKOHYaHUsT pabOThI
yOpano. PaGoune nanku u ¢aiiibl 3aKphITHI
TI0CJIC BHITTIOJIHEHUS 3a/1aHUSI.

JIoKyMeHTHI Ha OyMa)XKHOM HOCHUTEIIe
yOpaHbI B JIOTOK.

Moayas 3. CucreMaTH3MpOBaTh JOKYMEHTHI 110 JOKYMEHTOIIOTOKAM,
NPOCTABUTH OTMETKY O NMOCTYIJICHUH JOKYMEHTa, IIPOBECTH
PerucTpanMIo BXOASAIIUX JOKYMEHTOB B :)kypHaJie Excel, ncnonb3ys
HOMEHKJIATYPY AeJl

I[OKyMeHTBI CUCTCMATU3UPOBAHBI ITO
JOKYMCHTOIIOTOKaM

O

[IpaBuIBHO OTOOPAHBI BXOSIINE
JIOKYMEHTBI

O

[IpaBunbHO BbIOpana opma xKypHaiza
PETHCTPAIIH BXOAAIIMX JOKYMEHTOB

[IpaBuiIbHO IPOCTaBIEHA OTMETKA O
MOCTYIIJICHUN TOKYMEHTOB B OpTraHH3aIHIO
(mrram)

[IpaBuibHO OIIPEIENIEH U IIPOCTABIIEH B )KypHAIE

BXOJISIIIAMA HOMEP JJOKYMEHTa

Hcnonb30BaHa HOMEHKIIATypa AeT s
COCTaBJICHUS PETHCTPALIMOHHOTO HOMEpa

o

[IpaBuIbHO OIpeeIeHa 1aTa OCTYIUICHUS
JOKYMEHTA B )KypHaJIle

o

[IpaBuibHO ONpeIENeH KOPPECTIOHAEHT B
KypHaJe

[IpaBUIIBHO ONpEIeTICH aapecar B )KypHaje

[TpaBUIIBHO OTIpENIEIEHO CO/IePIKAHKE
JIOKYMEHTa B JKypHaJe

[TpaBuIbHO OTIpeieNieH UCTIOTHUTEINb
JOKYMEHTa B JKypHaJe

ol O] O O
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[IpaBunbHO onpeneneHa pe3oaoLus
JIOKYMEHTa B )KypHaJie

OdopmiteHue peKBU3UTOB COOTBETCTBYET
tpeboBarusm ['OCT P 7.0.97-2025

OdopmiieHa 060%KKa 17151 )KypHana
PETHCTPAIH BXOJAIINX JOKYMEHTOB B
OTJIEIbHOM BKJIAJKE

KypHnan 1 06510%Ka K HEMY BBIBEJICHBI Ha
neyaTh

PaGouee MecTo mociie OKOHYaHUsT pabOThI
yOpano. Paboure nanku u ¢ailiibl 3aKphITHI
TI0CJIC BHITIOJTHEHUS 3a1aHus. JIOKyMEHTHI Ha
OyMa)KHOM HOCHUTEJIE YOpaHBbI B JIOTOK

HUTOI'O:

80

4. PernoHaJbHbII KOMIIOHEHT

20

OBIILEE:

100

CryneHTsl

Monayasb 1. JIoOKyMeHTHPOBATH KAJAPOBYIO ONlEPALMIO B
COOTBETCTBHMH C IOKYMEHTAMU-OCHOBAHUSIMU U NMOATOTOBUTH

KOIHUIO IOKYMEHTA 110 3anpocy

KanpoBsie oneparuu onpeieneHbl BEpHO

O

IIpaBUIBHO CUCTEMATU3UPOBAHBI,
Ipe/ICTaBICHHbIE Ha OyMa)KHOM HOCHUTEIEe
JOKYMEHTBI-OCHOBAHMS, 10 KaPOBBIM
onepanusmM

O

[IpaBuiibHO OTOOpPAHBI JOKYMEHTHI-
OCHOBaHUS AJII TOKYMEHTUPOBaHUS
KaJIpOBOH OIlepaliy B COOTBETCTBUU C
3aIaHHEM

[IpaBunbHO BEIOpaHa hopma JOKYMEHTA ISt
oopmIeHHs TPOEKTa MPHKa3a 10 JTHYHOMY
COCTaBYy JUIsl JOKYMEHTUPOBAHMS KaIPOBOU
OTIEpallU B COOTBETCTBHH C 3aJIaHUEM

[TpaBuabHO 0hOPMIIEH IPOEKT MPHKa3a 1o
JUYHOMY COCTaBY JI JJOKYMEHTHUPOBAHUS
KaJIpOBOM Ollepalii B COOTBETCTBUU C 33JaHUEM

OdopmieHue 1 pacronokeHe PeKBU3UTOB
MpHUKa3a Mo JUYHOMY COCTaBy COOTBETCTBYET
tpedoBanusim 'OCT P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TpeOOBaHUSIM: JIEBOE,
HIKHEE, BepXHee- He MeHee 20 MM, TpaBoe He
MeHee 10 MM

B nokymeHTe HCHOJIB3YyETCS €AUHBIA CTHUIIb
mpudra

Pazmep mpudra Texcra enunbiii (12-14) nr.

[TpoekT mpukasa mo TMYHOMY COCTaBY
o0paboTaH, MPaBUILHO OPOPMIICHBI
HE0OXOIUMBIC PEKBU3HTHI, B COOTBETCTBUHU C
tpedoBanusimu ['OCT P 7.0.97-2025, nns
MPUIAHUS JOKYMEHTY FOPUINYECKON CHIIBI
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Jlnst 00paboTKU MpOEKTa MprKasa o O
JMYHOMY COCTaBY MCIIOJIb30BaHA
HOMEHKJIATypa Jel

3anucu 0 KaApoBOW ONepaluy BHECEHBI B O
TPYAOBYIO KHHKKY

OdopmieHne 3anucu 0 KaJpoBOW OTepaIuu B O
TPYAOBOM KHIYKKE COOTBETCTBYET HOPMATHBHBIM
TpeOOBaHUSM

3anucu 0 KaApoBOW ONepaluy BHECEHBI B O
JMYHYIO KapTOUKY

OdopmieHne 3anucu 0 KaJpoBOW OTepaIuu B O
JMYHOW KapTOYKE COOTBETCTBYET HOPMATUBHBIM
TpeOOBaHUSM

[TpaBuiIbHO OMpeeNieH TOKYMEHT ISt
odopmiieHUsT KOTUU

Ha xonuu noxymeHnrta npaBuibHO 0opmiieH
pekBU3HUT «OTMETKA O 3aBEPEHUH KON

Komust nokymeHTa 3aBepeHa B COOTBETCTBHUH C
tpedoBanusimu 'OCT P 7.0.97-2025

ol O O O

Konus nokymenTta cogeput hakcumuiie u
KpYTJIYIO MeYaTh

Monayasb 2. CoctaButh 1 0popmuth CiyxeO0HOE MUCEMO

Hns odopmieHuss  ciyxeOHOro  mUChMa O
HCITOJIB30BaH OaHK MMchMa, COCTaB
peKBU3UTOB  OjaHkKa  mHChMa  BBIOpaH
MpaBUIIBLHO, COOTBETCTBYET bopmysipy
nokymenta u tpedboBanusm ['OCT P 7.0.97-
2025

OdopmieHrne u pacmoyioKEeHHUE PEKBU3UTOB 0)
CITy>KeOHOTO nUuchbMa COOTBETCTBYET
tpeboBarusim ['OCT P 7.0.97-2025

[Tonst COOTBETCTBYIOT TpeOOBaHUSIM: JIEBOE, O
HIDKHEE, BepxHee- He MeHee 20 MM, paBoe He
menee 10 Mmm

B noxyMeHTe UCIIONB3YEeTCs €NUHBIA CTUIIb O
mpudra

Pazmep mpudra rexcra enunsiii (12-14) nr. O
WNurepBan B Tekcte emuHbid (1-1,5) 6e3 O
JIOTIOJTHUTEIbHBIX nT., MHOT'OCTPOYHBIE

pEKBH3UTHI OGOPMIICHBI dYepe3 OAMHAPHBINA
MEKCTPOYHBII MHTEpPBAJI

Odopmiten ab3aunblii orctyn, pasmep — 1,25 O
cM

B nokymeHTe = BbIpaBHHUBaHHME  TEKCTa O
0(OPMIICHO MO HIHPUHE

Tekcr cmyxeOHoro mnucbma odopmiieH 0e3 O
opdorpapudeckux W MMyHKTYaIlMOHHBIX

OIMO0K

PexBusur «HammeHoBaHHME  OpraHHU3aLAN O

oopMIIeH, BKIIFOYAET TTOJTHOE U COKPAIIEHHOE
HAaMMCHOBAHUC OpraHU3allnun
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PexBusut «CripaBo4YHBIC JTaHHBIE 00 O 2
opranm3anum» OQOPMIEH U COJEPKUT BCE
HEOOXOIMMBIE PIIEMEHTEI

PexBusur «/lata nmokymeHTa»  odopmieH O 1
IPaBHJIBHO

PexBusur «PerucrpanioHHBIN HOMEp O 1
JIOKYMEHTa» 0(OpMJIEH PaBUIIBHO

PekBu3utr «Cchllka Ha pErUCTpalMOHHBIN 9) 1

HOMEp W JaTy MOCTYNHUBIIETO IOKYMEHTa»
0(OpPMIICH TTPABUIILHO

PexBusut «Anpecar» opopmiieH MPaBUILHO O 2
PexBusutT «3aroioBok K TEKCTy» odopmiieH O 1
IPaBUIBHO

PexBuzut «TekcT mOKyMeHTa» OQOpMIIEH, O 2

CTPYKTypa TEKCTa MHChbMa COCTOUT M3 TPEX
yacTeil: mpeamOya (BCTYIUICHHE),
coJiepKaTebHas YacTh, PE3IOMHUPYIOIIAs YacTh

Pexsusur «Ilonnmuce» opopmiieH mpaBUILHO O 1

PexBusur «OtMmerka 00  HCIIOIHUTENE) O 1
pacronaraercss B COOTBETCTBYIOIIEM MECTE U
o opMIIEH TTPaBUIBLHO

I[Ipu odopmuenun cayxkeOHOrO mMUCHMA O 1
UCTION30BAaHbl  KApTOYKAa OpraHu3allid |
CTPYKTYpa OpraHU3aLuU

PabGoyee mecTto mocie OKOHYAHHUS pPaOOTHI O 1
yOpano. PabGoune manku u (aliabl 3aKpPBITHI
1I0CJIC BBITTOJIHEHUS 3a/1aHUsL.

JlokyMeHTbI Ha OyMa)kHOM HOcUTelNe yOpaHbl B
JIOTOK

Moayasb 3. ChopmupoBath u 0popMuTh /€10 NOCTOSIHHOT0 XpaHeHus (B
OyMa:KHOM BH/Ie)

OdopmiieHne  peKBU3UTOB  OOJOXKKH | O 1
BHYTPEHHUX YYETHBIX JOKYMEHTOB Jeja

cootBercTByeT TpeboBanusm ['OCT P 7.0.97-

2025

[IpaBwibHO  OTOOpaHBI  AOKYMEHTHI  JUIS O 2
dbopmupoBaHus ena

IIpu nposenennu DI/ wucnonb3oBaHa 0) 2
HOMEHKJIaTypa Jien

[IpaBunbHO  pAaCHONIOKEHBI  JTOKYMEHTBI O 2
BHYTpH JieJia

JIucTel nena npaBUIIbHO IPOHYMEPOBAHBI O 2
[IpaBunbHO BBIOpaHa ¢opma BHYTpEHHEH O 1
OIKCH JIOKYMEHTOB JieJia

[IpaBuibHO  BBIOpaHa  ¢opma  JHCTa- O 1
3aBepUTeIsl Jera

[IpaBunbHO BeIOpaHa hopMa 00JI0KKH J1ena O 1
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BuyTpeHHue y4deTHbIE JOKYMEHTHI J€jia 0) 2
PaSMCIICHLL B COOTBETCTBUU C
HOPMATHBHBIMH TpPEOOBaHUSMHU, COOJIO/ICHA
MOCJICAOBATCIIbHOCTD UX PA3SMCIICHHA B JICJIC,
HAJIMYUE CAHUTAPHOTO JINCTA

OOnoxxkka Jena 3amojiHeHA  MPaBUIIBHO, O 2
0 opMIIEHBI BCE€ HEOOXOMMBIE PEKBU3HUTHI

CBeneHusi, BBIHECEHHBIE Ha  OOJIOXKKY, 0] 1
COOTBGTCTBYIOT JAHHBIM HOMGHKHaTypBI pi(S2) |

BHyTpeHHsAsT onMch  JIOKYMEHTOB  Jiefia O 2
3alloJIHEHAa TMpaBWIbHO, O(OpMIIEHBI BCe
HEO0O0XO0IUMBIC PEKBU3UTHI, CBEJICHUS,
BKJIIFOYEHHBIE BO  BHYTPEHHIOKO  OIUCH,
COOTBETCTBYIOT JTaHHBIM HOMEHKJIATYpPbI JIEJ
U JOKYMEHTaM Jielia

Jluct-3aBepuTenb /1eia 3a0JIHEH TPABUIIBHO, 0) 2
0(OpPMIICHBI BCE HEOOXOTUMBIC PEKBU3HTHI,
CBEJICHMSI, BKIIIOUEHHBIE B JIMCT-3aBEPUTEID,
COOTBCTCTBYIOT JaHHBIM HOMCHKJIATYPBI JCJI
U BHYTPEHHEW OMNHCH JOKYMEHTOB Jiefia,
COCTOSIHHIO JJOKYMEHTOB JieJia

CdopmMupoBaHHBII TOM Jella TOJIIAT B 0) 2
MaNKy-CKOPOCIIUBATENb

[Ipu mpommBKe UCIOIB30BAJICS TBIPOKOJI 0)

PaGouee mecto mocie OKOHYaHUS PabOTHI O 1

yOpano. Paboune manku u (aisasl 3aKpHITHI
TI0CJIC BBITIOJIHCHHS 3a/1aHMS.
JlokyMeHTBI Ha OyMa)XHOM HOCHTEJEe yOpaHbI

B JIOTOK
HUTOIO: 80
4. PernoHAJLHLIM KOMIIOHEHT 20
OBIIEE: 100

Moayas 1. O0padoTaTh JOKYMEHTBI € OCJIeAYI0LIeil perucTpanueil BXoOAs X
U MOATOTOBUTH OTBET MO PE30JIIOIHMHU C OTIPABKOI MOYTOM

[IpoBenena cucreMaru3anusi JOKyMEHTOB 110 O )
JIOKYMEHTOIOTOKaM

Bxopasmue nokyMeHTbI 00paboTaHbI B
TIOJTHOM 00beMe

«OTMeTKa 0 IMOCTYIICHUH TOKYMCHTOB)»

O
Cneuna_]'[p]c"[‘],[ Ha BXOOAIUX JOKYMCHTAX IMPOCTABJICHA O
O

[IpaBunbHO BeIOpaHa Gopma xKypHaia
PETHCTPAIIH BXOSIIIHX JOKYMEHTOB

o

[IpaBunpHO onpeneneHa qaTa perucTpaluu
BXOJISIIIIUX JOKYMEHTOB

BepHo onpeeneHbl perucTpanuoHHbIe O
HOMEpA B JXXypHaJIE (C y4eToM 1
HOMEHKJIaTyphbl)

Bepuo omnpezenena pe3ostonus O
PYKOBOIMTEIS

[ToaroToBieH JOKYMEHT B COOTBETCTBHH C O
PE30JIOLUEN
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OdopmiteHo COTTPOBOAUTENHEHOE MUCHMO ISt O
nepecbuik nouror Poccuun

ComnpoBoauTebHOE MUCHMO 0(hOpMIIEHO Ha O
OJlaHKe MUChMa

ConpoBoAUTENBLHOE TUCHEMO O
3apETUCTPUPOBAHO B )KypHAJIE

ConpoBoaHUTEIbHOE TUCEMO COIEPIKUT O
OTMETKY O HaJIMYUU MPUIIOKEHUS

Ha conpoBoauTenbHOM nuceMe O
IPOCTaBJICHbI (DaKCHUMMUIIE U KpYIJias MeyaTh

[Tpu odopmiteHUH CONPOBOIUTETHLHOTO O

IMCbMa UCIIOJIb30BaHbl KAPTOUKA U
CTPYKTYpa OpraHU3aLuU

KoHBepT nonucan B COOTBETCTBHH C O
paBUJIaMU TOYTOBOM NMEPENUCKU
PabGouee mecTo mociie OKOHUaHUS PabOTHI 0]

yopano. Paboune manku u ¢aiasl 3aKPHITHI
1I0CJIC BBITTOJIHEHUS 3a/1aHUsL.

JlokyMeHTBI Ha OyMa)XHOM HOCHTEJe yOpaHbI
B JIOTOK

Mopnyas 2. CocTaBUTh M 0(pOPMHUTH APXHBHYIO CIIPABKY 110 3aIIPOCY

[IpaBunbHO BbIOpana popma OGaHKa O
APXUBHOW CIPABKHU
CocTtaB peKBU3UTOB OJIaHKA APXHUBHOM O

CIIPaBKH BHIOpaH NMPAaBUIBHO, COOTBETCTBYET
bopMyIsIpy JTOKYMEHTa

OdopmieHune peKBU3UTOB apXUBHOM O
crnpaBku cooTBeTcTBYET TpeboBanusiM [ OCT

P 7.0.97-2025

[Tonst cOOTBETCTBYIOT TPEOOBaHUSM: JIEBOE, O

HIKHEE, BepXHee- He MeHee 20 MM, IpaBoe
He MeHee 10 MM

Pazmep mpudTa Texcra eaunsiii (12-14) or. O

WuTtepBan B Tekcte equnsiii (1-1,5) 6e3 O
JIOTIOJTHUTEIIBHBIX NT., MHOTOCTPOYHBIE
PEKBU3UTHI 0(OPMIICHBI Yepe3 OUHAPHBII
MEXCTPOYHBIN HHTEPBAJI

Odopmien ab3amnbii oTcTyt, pazmep — 1,25 O
cM

B noxyMeHTe BhIpaBHUBAHUE TEKCTA 0)
0(OPMIICHO MO HIHPUHE

TekcT apXuBHOM CITPaBKU COCTABJICH O
TPaMOTHO TIO CMBICITY

Texct apxuBHOI1 cipaBku oopmiteH 6e3 O
opdorpadudeckux U MyHKTYaIIMOHHBIX

OIMO0K

ConeprkaHre apXUBHOM CIIPaBKH O
COOTBETCTBYET COZCP KaHMIO 3a1Ipoca

M10JIb30BATEISI

PexBusut «HanmenoBanne opranuzanum» O

oopMIIeH, BKITIOYAET IMOJTHOE U COKpAIIEHHOE
HAaMMCHOBAHUC OpraHU3allnun
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PexBusut «CripaBodHbIe JTaHHBIE 00 O 2
OpTraHU3aIuNy 0POPMIICH MPABUIIHHO, COJICPIKUT
BCE HEOOXOIUMBIE DIIEMEHTHI

PexBusut «HanmeHnoBanue Buga JOKyMEHTa O 2
o opMIIEH TTPaBUIBLHO

PexBusuT «Anpecat» ohopmiIeH MPaBHUIILHO O 2
PexBusur «Jlara qokymMeHTa» ohopMieH O 1
IPaBUIbHO

PexBuzut «PeructpaiidoHHbIA HOMED O 1
JOKYMEHTa» 0(hOpMJIICH MPaBUILHO

PexBuzut «PeructpaiiioHHbIA HOMED O 1
JOKYMEHTa» 0(hOpMJIIEH MPaBUILHO

PexBusut «Cchlika Ha perucTpaliOHHBIN O 1

HOMEp M JIaTy MOCTYIHUBIIETO JOKYMEHTa
0(OpMIICH TPABHIILHO

PexBu3ut «TekeT mokymeHTa» odopmiieH O 2
MPaBUJIHO, COCTABIICH B COOTBETCTBUU C
3aIPOCOM M MMEIOIIMMUCS JIOKYMEHTaMH

PexBuzut «OcHOBaHUE» 0POpPMIIEH O 2
NPaBUIBHO U COJIEPIKUT BCIO HEOOXOAUMYIO

nHOOPMAITHIO

Pexsusur «Iloanuce» opopmieH npaBuiIbHO O 1
PexBusut «Ileuats» odopmieH npaBUIbHO O 1
PexBuzut «OT™MeTKa 00 UCTIOJIHUTENE) O 1
0(OpMIICH TPABIIILHO

Pabouee mecTo mociie OKOH4YaHUS pabOTHI O 1

yOpano. Paboune manku u (haiibl 3aKphITHI
II0CJIC BBITIOJIHCHUSA 3a1aHU .

JloxymMeHThI Ha OyMa)XHOM HOCHUTENE yOpaHbI
B JIOTOK

Moayas 3. ChopmupoBats 1 0(p)OpMHUTH /1€J10 BpeMeHHOro (cBbie 10 Jier)
cpoka xpaHeHus (B 0yMaKHOM BH/I€)

Odopmienre peKBU3UTOB 00JI0KKH U O 1
BHYTPEHHHX YYETHBIX JOKYMEHTOB JIeja
coorBercTByeT TpeboBanusim 'OCT P

7.0.97-2025

[TpaBUIBHO OTOOPAHBI JOKYMEHTHI JUIs1 O 2
dbopmHpoBaHus 1ea

ITpu npoBeaenuu D11/ ncrionbp3oBana O 2
HOMEHKJIATypa Jel

[IpaBUIBHO PACIIOIOKEHBI JOKYMEHTBI O 2
BHYTpH Jiena

JIucTel nena npaBUIbHO TPOHYMEPOBAHBI 0) 2
[TpaBunbHO BeIOpaHa hopMa BHYTPEHHEH O 1
OIUCH JIOKYMEHTOB JIeJia

[TpaBunbHO BEIOpaHa popMa iucTa- O 1
3aBEpUTEIsI JIena

[TpaBunbpHO BEIOpaHa (hopMa 0OJI0KKH Jiena O 1
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BHyTpeHHME yueTHbIE JOKYMEHTHI Jiena
pa3MeleHbl B COOTBETCTBHH C
HOPMAaTHUBHBIMU TPeOOBAHUSAMH, COOJIIO/ICHA
MIOCJIEA0BATEIbHOCTh X Pa3MEIICHHS B
aerne, HATMYHe CAaHUTAPHOTO JIMCTa

O06mn0xKa J1ena 3anojHeHa MpaBUIIbHO,
o opMIIeHBI BCE HEOOXOMMBIEC PEKBU3UTHI

CBezieHus1, BBIHECEHHBIE HA 00JIOKKY,
COOTBETCTBYIOT JaHHBIM HOMEHKJIATYPHI JEJI

BHyTpeHHss onHch TOKyMEHTOB Jefa
3aIoJIHEeHa MPaBMIIbHO, 0(OPMIICHBI BCE
HE0OXOIMMBbIE PEKBU3UTHI, CBEJICHUS,
BKJIIOUEHHBIE BO BHYTPEHHIOIO OMNCH,
COOTBETCTBYIOT IaHHBIM HOMEHKJIATypHhI 17
U JOKYMEHTaM Jiena

Jlucr-3aBepuTeIb J1eN1a 3ar0JIHEH IPaBUIIBHO,
o opMIIEHBI BCE HEOOXOIUMbBIC PEKBU3UTHI,
CBEIICHUS, BKIIFOUCHHBIC B JIUCT-3aBEPUTEIT,
COOTBCTCTBYIOT JAHHBIM HOMCHKIJIATYPbI ACIT
U BHYTPEHHEH OIMCH TOKYMEHTOB JIEJIa,
COCTOSTHUIO JOKYMEHTOB JIea

CdopMupoBaHHBII TOM Je1a MOIIIUT B
TMaIKy-CKOPOCIIMBATENb C UCTIOIb30BAHUEM
JBIPOKOJIa

Pabouee mecTo mocnme okoHYaHUS PaOOTHI
yOpano. Paboune manku u (ailsibl 3aKpBITHI
MI0CJIE BBITIOTHEHUS 3aaHusL.

JIOKyMEHTBI Ha OyMa)XHOM HOcUTele yOpaHsbl
B JIOTOK

HUTOIO:

80

4. PeruoHaJbHbII KOMIIOHEHT

20

OBIIEE:

100

PernoHanbHbIn YyemnuoHaT «Abunmmnuikc» 2026

29




3. Ilepeyenp cHnenMaIbLHONW OJekKIAbI, O00OPYIOBAHUS, HHCTPYMEHTOB H PACXOIHbIX
MATEepHaJIOB, KOTOPble YYACTHHK MOKeT MNPHUBE3TH ¢ c000i Ha IUIOMIAAKY NpOBeleHHs
4YeMIIMOHATA.

3.1. Tpebyemas cneumajbHasi 0J1€:K1a YYaCTHHKAM MO KOMIIETEHIUH B COOTBETCTBHHU C
TPpeOOBAHUSIMM OXPAHBI TPYAA U TEXHUKH 0€30MACHOCTH: IIKOJbHUKH/CTYAEHTHI/CIIeNNATUCTHI
(nmpu HeoOX0AMMOCTH O0GopMIIsieTcs1 0TAEIbHO N0 KATETOPUIM):

Tpedyemasi cnenuaJbHasi 01ek1a (YYACTHUK 00s13aH MPUBE3TH € CO00M)
(IDkoabunkn/CtyaeHThI/CienuaancThl)

Heo0x
En.
Ne Texnuueckue Ccblika Ha o0pa3zen 0IMMO
HaumenoBanue nmep
n/n XapaKTePUCTHKHU (mpu Heo0XOAMMOCTH) erns | € KO
BO
1 He TpedyeTtcs T
3.2. Pexomenayemast crenuaJLHas oJeKaa YYaCTHUKAM KaTeropuu:

IIKOJbHUKHW/CTY1eHThI/CIeNUATUCTHI  (IPpH  HeoOXoauMOCTH  0(OpMJIsieTcsl  OTAeJIbHO 10
KaTeropusiM) KOTOpPbie YYACTHUK MOKeT IPUBE3TH C COOOM.:

PexomMenayemblii HA00p 000PYI0BAHNSA/MHCTPYMEHTOB (Y4ACTHMK MOKET NPUBE3TH C c000ii)
(IDkoabuukn/CTyaeHThI/CienuaaucTbl
(mpu He0OX0AMMOCTH 0(POPMIISIETCS OT/AEJIBHO 110 KATErOPHsIM))
*Ha IIoIIaJIKeC MOT'YT OBITh AHAJIOTH C AHAJIOTUYHBIMU XapaKTCPHUCTUKAMU, ITPCAOCTABIISICMBIC B
KAueCTBE 3aMEHBI

Heo0x
En.
Ne Texanuyeckne Cceblka Ha o0pasen 01UMO
HaunMmeHnoBanue usMep
n/n XapaKTepPUCTUKH (nMpu He00XOAMMOCTH) cnms | € K0T
BO
1 He TpedyeTtcs T

3.3. UudpacTpyKTypHbIH JHMCT 3aCTPOMKH IJIOIIAJAKM MNPeAOCTaABJsieTC B BHAE
OT/eJIbHOI0 I0OKyMeHTa (mpuJjioxkenusi) B popmarte Excel (.xlsx)
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4. MuHuMAaJIbHbIE TPEOOBAHUS K OCHALIEHHIO PAadO0YUX MECT € Y4eTOM BCeX OCHOBHBIX

HO30JI0THI

* MUHUMAaJIbHbIE TPEOOBAaHUS K OCHAILICHHIO pabounX MECT COTJIACOBAHBI ¢ O0IIEPOCCHICKIMHU
00IIeCTBEHHBIMU OpPTraHU3alMsIMA HHBATHIO0B

HIupuna
npoxoaa
Inomansp, Cneuuajau3upoBaHHoe 000py/10BaHKE,
Buja Ho3ojiorun MEKIY %
M.KB. KOJINYeCTBO
padounmMu
MeCTaMu, M.
PaGouyee mecTo 3000x1900 I,5w™m JIns1 yHaCTHHKOB C HApYILLICHUEM ClTyXa
YYACTHHKA C HE00XO0IMMO MPETYCMOTPETH!
HapylIeHneM a) HaJIM4Ke 3BYKOYCHIIMBAIOLIEH
ciayxa anmapaTyphbl, aKyCTUYECKOM CUCTEMBI,
nH(pOpPMAITMOHHOW WHIYKIIMOHHON
CHUCTEMbI, HAJIMYUE UHUBU Ty TbHBIX
HAYIITHUKOB;
0) HaTM4Ke Ha TUTOMIAIKE TIePEeBOUMKA
PYCCKOTO )ECTOBOTO SI3bIKa
(cypaorepeBoIumnKa);
B) o(popMiIeHHE KOHKYPCHOTO 3a/IaHUs B
JOCTYITHOM TEKCTOBOM MH(OPMAIIHH.
Pabouee mecTo 3000x1900 1,5m Jlj1 y4aCTHMKOB C HapyLIEHUEM 3pEHUS
YYACTHHKA C HEOOXOINMO:
HApyLIEeHHeM a) TEKCTOBOE OMKCAHUE KOHKYPCHOTO
3peHust 3aJjaHus B TUIOCKOIIEYaTHOM BHJIE C

KPYIHBIM pa3MepoM mpudTa,
YYUTHIBAIOIINM COCTOSTHUE 3pUTEIILHOTO
aHaJTM3aTOpa YYaCTHUKA C OCTATOYHBIM
3penueM (B popmate Microsoft Word e
MeHee 16-18 nt), 1y0aupoBaHHOTO
penbedHO ToueuHbIM mpUGTOM bpaiins
(Ipu HEOOXOTMMOCTH);

0) JIyma c MOACBETKOM st
CJIa0OBUISIINX; SJICKTPOHHAS JTyTIa;

B) JIsl pabouero Mecra,
NPEIIIOIAraroIero padoTy Ha KOMITBIOTEPE
- OCHAIIIEHUE CTICIIMATEHBIM
KOMITHIOTEPHBIM 000PYI0BaHUEM H
OpPI'TEXHUKOM:

BUJICOYBEITUYUTEIIb;

- POTPAMMBI SKPaHHOTO JIOCTYTIa
NVDA u JAWS18 (mpr He0OX0UMOCTH);

- OpaiineBckuii quctuieit (mpu
HEO0OXOAMMOCTH); B) [IJIsl pab0OUYero MecTa
y4acTHUKA C HApyIICHUEM 3PCHUS,
MMEIOIIETO CO0aKy-ITPOBOIHHKA,
HEO00XO0IUMO MPETYCMOTPETH MECTO ISt
CcO0aKH-TTPOBOTHHUKA.

T') ocHaleHue (000pyI0BaHHE)
CHenHaTbHOTO pabodero Mecra
TU(DITOTEXHUYECKUMH OPHUEHTUPAMU 1
YCTPOMCTBaMHU, C BO3MOKHOCTBIO
MCIIOJIb30BaHUsI KPYITHOTO pelbeHO-
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KOHTpacTHOro mpudTa u mpudra bpaiins,
AKyCTHYECKHUMH HaBUTAIITMOHHBIMHU
CpeAcTBaMH, 00eCTIeUNBAIOIIIMMHU
OecTpensTCTBEHHOE HAX0XKICHUE
WHBAIUIOM T10 3PEHUIO - CIIETIOTO CBOETO
pabodero MecTa U BBIMIOJTHEHHUE TPYOBBIX
yHKumit;

1) UHAUBUyaJIbHOE PABHOMEPHOE
ocselieHue He MeHee 300 rokc.

Pabouee mecToO 3000x1900
YYACTHHKA C

HapylIeHneM

oA

1,5M

OcHnarmienue (00opyaoBaHue)
CHEIHAILHOTO padoyero Mecra
o0opyaoBaHrEM, 00€CTICUNBAIOIITUM
peaIn3aliuio SProHOMUYCCKUX IPUHIIUIIOB!

a) yBeJIMYeHHE pa3Mepa 30HbI Ha OJTHO
MECTO C YY4ETOM MOABE3/Ia U pa3BOpPOTa
KpeCa-KOJISICKU, YBETUUEHUS ITUPUHBI
MPOXO0JIa MEXKY PSAAAMH BEPCTAKOB,;

0) 1151 yYaCTHUKOB, ITEPEIBUTAIOIIINXCS
B Kpeclie- KOJISICKE, HEOOXOIUMO BBIJICITHTh
1 - 2 mepBBIX paboUMX MecTa B PAAY Y
JIBEPHOTO TIPOEMa;

B) OCHalieHue (000pyI0BaHUE)
CHEIHALHOTO pabovyero Mecra
CHelHalbHBIMU MEXaHU3MaMH U
yCTpOﬁCTBaMH, IIO3BOJJAOIIIMMU U3BMEHATH
BBICOTY U HaKJIOH paboyeil MOBEpXHOCTH,
MOJIOKEHUE CUACHBS pab0vero cTyJia mo
BBICOTE M HAKJIOHY, YTOJI HAKJIOHA CIUHKU
pabodero cTyna, OCHAIICHHE CIIeIIUATbLHBIM
CHJIEHBEM, 00CCIIEUNBAIOIIUM
KOMIICHCAIUIO yCWJIWS ITPU BCTaBAHUU.

Pabouee mecTo 3000x1900
YYACTHHKA C
COMATHYECKH MU

3200/ 1€ BAHUSAM U

1,5M

CrnenuanbHble TPeOOBAaHUS K YCIOBHUIM
Tpy/Jla HUHBAJIUJOB BCIIEACTBHE
3a00J1€BaHUN CEPACUYHO- COCYAUCTOM
CHCTEMBI, & TAK)KE€ MHBAJINJIOB BCJIE/ICTBUE
APYTUX COMaTHYECKUX 3a00JI€BaHUM,
IIpelyCMaTpUBAIOT OTCYTCTBHE:

a) BPEIHbIX XMMUYECKHX BEILIECTB,
BKJIIOYAs aJJIEPTreHbl, KaHLIEPOTEHBI,
OKCHJIbI METAJUIOB, a3p030JI1
MIPEUMYIIECTBEHHO (PUOPOTreHHOTO
TIEHCTBHS,

0) TEMJIOBBIX U3TYUYECHUH; TOKAIbHOU
BUOpAIUH, HIEKTPOMarHUTHBIX
U3ITy4YeHUH, yIbTPaprOIETOBON paguanum
Ha IUIOIIAJIKE;

B) IIPEBBILICHUS YPOBHS IIyMa Ha
pabounx MecTax; I') HapyIIeHUH YPOBHS
OCBEIIICHHOCTH, COOTBETCTBYIOLIEH
JNEHCTBYIOIUM HOpPMaTUBaM.

Heo6xonumo obecrieunTs Hamuuue
CTOJIOB C PEryJUpPyEMBIMH BBICOTOM U
YIJIOM HaKJIOHA TIOBEPXHOCTHU; CTYJIbEB
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(kpecen) ¢ peryaupyeMbIMUA BBICOTON
CHJICHBS M MOJI0)KEHUEM CITUHKH (B
COOTBETCTBHUH CO CIEIUPUKON
3a00JIeBaHNs).

Pabouyee mecTo
YYACTHHKA C

MEHTAJIbHBIMH
HApPYLIEHUSIMU

3000x1900

1,5M

CrneunanbHble TpeOOBaHUS K YCIOBHUSIM
Tpy/Jla HHBAIHU/IOB, UMEIOIIUX HEPBHO-
MICUXUYECKHE 3a00JIeBaHUSA:

a) CO3JIlaHh€ ONTUMAJIbHBIX U
JIOMTYCTUMBIX CAaHUTAPHO-TUTUEHUYECKHUX
YCIIOBUI ITPOU3BOACTBEHHOM CPEbl, B TOM
quclie: TeMrepaTypa Bo3ayXa B XOJOJHBIH
NepUOJI TO/1a IpH JIeTKoU padote - 21 - 24
°C; mpu cpeaHel TsokecTu padot - 17 - 20
°C; BIaQXXHOCTb BO3AyXa B XOJOJHBIN U
Temblid nepuoibl roga 40 — 60 %;
OTCYTCTBHE BPEIHBIX BEIIECTB:
aJIJIEpreHoOB, KaHIIEpPOT€HOB, a3P030JIeH,
METaJIJIOB, OKCHIOB METAJIJIOB;

0) JIEKTPOMArHUTHOE U3ITyYCHHE - HE
BoIme [1J1Y; mrym - ve Boime IT1Y (mo 81
nbA); OTCyTCTBHE JIOKAJIbHOU U 001Iei
BUOpAINK; OTCYTCTBUE MPOJAYKTOB U
MIpernapaToB, COAEPKAIINX KUBbIE KIETKU
U CIIOPBI MUKPOOPTAHU3MOB, OETTKOBBIC
MpernapaThl;

B) 000py10BaHHE (TEXHUYECCKHE
YCTPOICTBA) JOKHBI OBITH 0€30TIaCHBI U
KOM(DOPTHBI B HCTIOJIb30BAHUU
(ycToifunBbIe KOHCTPYKIIHH, IPOYHAs
yCTaHOBKA U (puKcaiusi, MpoCTON Criocod
MOJIb30BaHUS 0€3 CIIOKHBIX CUCTEM
BKJIIOUEHUS U BBIKJIIOUEHUS, C
ABTOMATUYECKUM BBIKITFOUCHUEM TIPH
HEMoJIaJKaxX; pacCTaHOBKa U
pacmosoKeHue, He CO3AAr0IINE TTOMEX IS
MO/IX0/1a, MOJIB30BAHUS U MEPEIBIKEHUS;
pacIIupeHHbIC PACCTOSTHUS MEKITY
CTOJIaMH, MeO€eIbI0; HE TOJKHA
3aTpyIHSIONIAs JOCTYITHOCTh YCTPOMCTB;
UCKJTIOYEHHUE OCTPHIX BBICTYIIOB, YIJIOB,
PaHSIINX TTOBEPXHOCTEH, BEICTYIIAIONTUX
KPETIC)KHBIX JIeTajei)

PernoHanbHbIn YyemnuoHaT «Abunmmnuikc» 2026

33




10 000 mm

5. Cxema (1u1aH) 3aCTPOMKH COPEBHOBATEIBHOM IJIOIIAIKHA
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Pabouee mecto c MK (cTon
paboumii, Kpecno, KOMNBIOTED B
cbope/HoyTOyk/MmoHoBAoK)

Pabouee mecTo 3xcnepTos

Tymba oducHan/cTon npucrasHon
OAR OPITEXHUKKN

MuorodyHKLMOHaNbHOE
ycTpoicTeo/npunTep

JleMOHETPaUMOHHDIH SKpaH

MpoekTop

MycopHans kopauHa

OrHeTywmnTens
MoguntoueHue K ceTu MHTepHET

{BecnpoeoaHoit M NpoEOAHOM
gocryn)

Anteuka
Beikawouatens

HcTouHuk nutanma 220 B

Kynep
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6. TpeGoBanust OXpaHbI TPYAA H TEXHHMKH 0€30I1aCHOCTH
6.1. O0mme TpedOOBaAHUS:

K BBIMOMHEHMIO KOHKYPCHOTO 3aJlaHUs MO KOMIETEHIMH «JlOKyMEeHTallMOHHOe obecreueHue
yOpaBIeHUS U apXUBOBEACHHE» MOMYCKAOTCS YYaCTHUKH UeMIMoHaTa «AOWIMMITHKCY, MPOIISIIINe
BBOJHBIA MHCTPYKTAX IO OXpaHe TPyJa, MHCTPYKTax Ha paboyeM MecTe, o0yueHre U IPOBEPKY 3HAHUMN
TpeOOBaHUI OXpaHBl TPy/aa, HMEIOIMKE CHpaBKy o0 oOydeHunm (wim pabote) B 00pazoBaTeNbHOU
opraHmu3aiyu (WM Ha MPOU3BOJCTBE) MO Mpodeccrui, 03HAKOMIICHHBIE C MHCTPYKIIUEH 10 OXpaHe Tpyaa,
HE HMMEIOIIME IPOTHBONOKA3aHUN K BBIINOJHEHUIO 3aJaHUM 110 COCTOSIHMIO 3J0pOBbS M HMMEIOILUE
HE0OXO0JUMbIE€ HABBIKH IO HKCIUTyaTalluil HHCTPYMEHTA, MPUCIIOCO0IEHUI 1 000py10BaHUSI.

VYyactauk UemnuoHaTa o0s3aH:

BBITIONMHATE TOTBKO Ty paboTy, KOTOpast ONPEeIeHa ero poibio Ha UemnuoHaTe.

[IpaBMJIbHO IPUMEHSATH CPEICTBA UHAUBHUIYAIbHOM U KOJUIEKTUBHOMN 3aIUTHI.

Cobnronats TpeOOBaHUS OXpaHBI TPY/A.

Hemennenno wu3Bemarh 3KCHEPTOB O JIIOOOH CHUTyallMd, YTPOXKAIOMIEH >KU3HU U 3I0OPOBBIO
y4acTHUKOB UeMnuoHaTa, O KaKJOM HECYaCTHOM ciydyae, mpouciieameM Ha YemmnuoHaTte, wiu 00
YXYALIEHUU COCTOSIHUSL CBOErO 3J0pPOBbs, B TOM YHCIE O IMPOSBIECHUU NPU3HAKOB OCTPOIO
npodeccuoHanbHOTo 3a00IeBaHusI (OTPABICHHS).

[TpumensTh Ge3onacHble METOIbl U MPUEMBI BBHIIIOJHEHUS pabOT W OKa3zaHUS MEPBOM MOMOIIH,
MHCTPYKTaX 110 OXpaHe Tpyaa.

[Ipu BeIMONHEHMHM pabOT Ha ydYacTHHKA YeMIMOHAaTa BO3MOXKHBI BO3JIEHCTBHUS CIEHYIONINX
OITACHBIX U BPEIHBIX TPOU3BOJICTBEHHBIX (PAKTOPOB:

—  CTaTMYECKOE 3JIEKTPUYECTBO, 0Opa3yroleecs: B pe3ysbTaTe TPeHHs ABIKYIIeics Oymaru c
pabouynMu MexaHNU3MaMHU, a TAaK)Ke IIPU HEKaYeCTBEHHOM 3a3EMIICHUU allapaTos;

—  IIyM, 0OYCJIOBJICHHBIM KOHCTPYKIIMEH OPTTEXHUKH;

—  XMMHYECKHE BEIECTBA, BHIACIAIOMINECS IpU paboTe OPrTeXHUKH;

—  3puTenbHOE nepeHanpspkenue npu padore ¢ IK.

Bce yuactHukm Yemmnuonara (3KCHEPThl M KOHKYPCAHThI) JOJDKHBI NPUMEHSITH CpPENICTBA
WHUBUTyaIbHOU 3aIIUTHI.

VYyactaukam Yemnuonara HeE0oOXOAMMO 3HATh M COONIIOATH TpeOOBaHHMS IO OXpaHe Tpyaa,
MOo>KapHOM 0€30MacHOCTH, MPOU3BOICTBEHHON CaHUTAPHH.

Konkypcuble paboThl JOKHBI MPOBOJUTHCS B COOTBETCTBUU C TEXHHUYECKOW JOKyMEHTAlHen

3amaHug YemnunoHara.
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YyacTHUKH 00s3aHBI COOMIONATh JEUCTBYIOIIME Ha YeMIMOHATE TMpaBWJIa BHYTPEHHETO
pacnopsiika u rpaduku padoThl, KOTOPBIMH TMPEAYCMATPUBAIOTCS: BpeMsl Hadajda W OKOHYAHHS pabOThI,
NIEPEPBIBHI I OTAbIXA U MUTAHUSA U APYTHE BONPOCHI UCIIOIb30BAHNS BpEMEHU UeMITnoHara.

B cnyvasix TpaBMUpOBaHMSI WM HEIOMOTaHUS, HEOOXOUMO MPEKPaTUTh paboTy, U3BECTUTH 00
9TOM DKCIIEPTOB U OOPATUTHCS B MEAUIIMHCKOE YUPEIKICHHE.

Jluna, He cobmogaromue Hacrosimue [IpaBuia, MPHUBIEKAIOTCS K OTBETCTBEHHOCTH COTJIACHO
JIEHCTBYIOILIEMY 3aKOHOJATENbCTBY.

HecoOmroaenne yqacTHUKOM HOPM UM IIPaBUJI OXpaHbl TpyJa BeJeT K notepe 6amnos. [locrosiHHOE
HapyIICHHE HOPM 0€30MTaCHOCTH MOKET MPUBECTH K BPEMEHHOMY WJIA TIOTHOMY OTCTPAHEHHUIO OT yUaCTHs

B UeMninoHnare.
6.2. [leificTBus 10 HavaJ1a padoT:

[Tepen HauaaoM BBITOTHEHUS PAOOT KOHKYPCAHT O0s3aH:

O3HaKOMHTBCSI C WHCTPYKIMEW TIO0 TEXHUKE OE30MacHOCTH, C IUTaHAMH SBaKyalud MpU
BO3HMKHOBEHUH IOKapa, MECTAMH PACIOJIOXKCHHS CAHUTAPHO-OBITOBBIX TOMEIICHUH, MEIUITUTHCKHMU
KaGI/IHeTaMI/I, MUTHEBOU BOJABI, ITIOATOTOBUTH pa60qee MECTO B COOTBETCTBUM ¢ TeXHUUECKUM ONHUCAHUEM
KOMIICTCHIINUA.

[To okOHYaHWH O3HAKOMHUTEIHHOTO MEPHOJa, YYACTHUKH TMOATBEPKIAIOT CBOE O3HAKOMIICHHE CO
BCEMU TPOIECCAMH, MTOMKUCAB MTPOTOKOJ IPOXOKACHUS HHCTPYKTaXKA.

[MonroroButs pabouee MecCTo:

— TPOBEPUTH PAbOTY MOTOTHUTEILHOTO OCBEIICHHS (TP HEOOXOAMMOCTH U HATUYHH ),

— TPOBEPUTH PabOTy MPOTPAMMHOTO 0OECIICUCHHS;

— Pa3MeCTUTh KaHIEISIPCKUE MTPUHAICKHOCTH.

ExenHeBHO, Tiepe/l HA4YaJIOM BBIMOJHEHHSI KOHKYPCHOTO 33JjaHHs, B TPOIECCE MOArOTOBKH
pabouero mecra:

— OCMOTpPETh U MPHUBECTH B IOPSAIOK paboyee MEeCTO, CPECTBA MHAUBHUIYAIbHOM 3aIUTHL;

- Y6G,Z[I/ITBC}I B JOCTAaTOYHOCTHU OCBCIICHHOCTH,

— TPOBEPUTH (BU3YaJIbHO) MPABHJILHOCTD MOAKIIIOYSHUS 000PYIOBAHUS B AJIEKTPOCETh;

— TPOBEPUTH NMPABHILHOCTh YCTAHOBKH CTOJIA, CTYJIA, ITOJIOKEHUS 000pyIOBaHUS M HHCTPYMEHTA,
npyu HEOOXOIMMOCTH, OOPATUTHCS K DKCIEPTY Ul YCTPAaHEHHsS HEHUCIPAaBHOCTEH B IENSAX MCKIIOYECHUS
HGYI[OGHBIX 103 U JJINUTCIbHBIX HaprDKeHI/II\/'I TEia.

B ACHb MPOBCACHUA UYCMIIMOHATA U3YUYUTH COACPKAHUC W TIOPpAOOK IIPOBCACHHUA MO,Z[y.)'IGﬁ
KOHKYPCHOTO 3aJlaHHd, a TaK¥Xce 6€3OHaCHBIe IMPpUCMbl HX BbIIIOJIHCHH. HpOBepI/ITB MNPpUTrOJHOCTDb

MHCTpYMEHTa U 000pyAOBaHUs BU3YyaJIbHBIM OCMOTPOM.
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Konkypcanry 3anpemniaercs IpucTynaTh K BBIITOJIHEHUIO KOHKYPCHOTO 3aJaHHsI TPU OOHApY KEHUH
HEHCIIPaBHOCTH HHCTPYMEHTA Wi 000pyaoBaHus. O 3aMeUeHHBIX HeIOCTaTKaX U HEMCIIPABHOCTSIX HYKHO
HEMEIJIEHHO COOOIIUTh TEXHUUECKOMY AKCIEPTY U 10 YCTPaHEHUS HEIMOJIaJ0K K KOHKYPCHOMY 3aJJaHUI0

HE IIPUCTYTATh.
6.3. /leiicTBHsI BO BpeMsl BbINIOJTHEHHUsI padoT:

[Tpu BBIMONHEHUHM KOHKYPCHBIX 33/IaHUH KOHKYpPCaHTY HEOOXOAMMO cOONI0iaTh TpeOOBaHHUs
0€30MaCHOCTH MPU UCTIOJIB30BAHUN UHCTPYMEHTA U 000pyIOBaHHUS.

[ToanepxuBaTh MOPSIOK U YUCTOTY HA pabodYeM MecTe.

[Tpu BBIMONHEHNN KOHKYPCHBIX 3aJJaHHUH C MCIIOIB30BaHNEM HOXKHUIL HEOOXOIMMO:

— BHUMATEJBHO CIEIUTh 3a HAPABJICHUEM PE3KH;

— BO BpeMs paboThl yJep>KUBaThb MaTepHall pyKOW TakK, 4TOOBI MalbIbl APYTOd pyKH ObUIM B
CTOpPOHE OT JIE3BUS;

— HE OCTaBJIAThH JIE3BUSI HOXKHULL OTKPBITHIMU;

— HE JIepKaTh HOXHHUIIBI, OCTPBIMH YacCTSIMU BBEPX, M HE HCIIOIb30BaTh MX IPU OCIa0IEHHOM
[EHTPAJIbHOM KPETJICHHH.

HpI/I BBIITOJTHCHHUHU KOHKYPCHBIX SaﬂaHI/Iﬁ C UCITOJIBb30BaAHHUEM HI'JIbI HCO6XOI[I/IMOZ

UTJIBI 3aMpenieHo OpaTh UIITY B POT WM BKAJBIBATh B OJICKILY;

HCII0JIB30BAaTh UIJTYy JJIA IMMPOMIMBKHA JCII oe3 IpeaABApPUTEIIBHOTO ITPOKOJIa JIMCTOB JI€JIa IINJIOM;

OCTaBJIATh UTJTy Ha pabouem MecTe 6e3 HUTKU;

OTBJIEKATbCS BO BpeMs pabOThI C UIJIOM.
[Ipu BHIMOTHEHUN KOHKYPCHBIX 33JaHHI C UCTIOIb30BAaHUEM IIUIIA HEOOXOIUMO:
— rmepen HavyajaoM paboThl yOEUTHCS B UCTIPABHOCTH MHCTPYMEHTA;

— IIPaBHJIBHO BBI6I/IpaTB IMO3UIIUIO BO BPEMs pa6OTBI, HC HAKJIOHATHCA CJIMIIKOM HU3KO, COXpPaHATH

OCaHKy U PaBHOBECHE;

— JIep>KaTh MU0 OCTPUEM OT ceds;

— paboTaTh MIKJIOM TOJILKO Ha MOKJIATHON JOCKE;

— Jlenasi MPOKOJI, BPallaTh PYYKy IIHJIA BIOPABO M BJIEBO, MOCTEICHHO YBEIWYMBAs TUAMETP
OTBEPCTHA B IOKYMEHTAX;

— OBITh OCTOPOKHBIM U BHUMATEIHHBIM;

— mocie paboThl yOpaTh MIKJI0 B JIOTOK.

[Tpu BBIMONHEHUN KOHKYPCHBIX 33JJaHUH C UCIIOJIb30BaHMEM KJIes HEOOXOANMO:

— HaHOCHUTb KJIeH Ha IIOBEPXHOCTh U3/ TOIBKO KHCTHIO;

— HE JI0OMYCKaTh, YTOOBI KJICH MMOTaal Ha MaIbIbI PyK, JUII0, OCOOCHHO TJIa3a;
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— [IpH MoMMaJaHruU KJICA B I'JIa3a HaA0 HEMCIJICHHO ITPOMBITH UX B 6OJ'II>H_IOM KOJINYCCTBE BOAbI,

— Tpu paboTe ¢ KIIeeM MOJIb30BATHCS CaT(PETKOM.

[lpn BBIMONHEHWHM KOHKYPCHBIX 33/JIaHUHl € HCIIOJB30BAaHMEM CTEIUIepa M aHTHUCTEIUiepa
HEOOXOINMO:

— XpaHWTH CTEIIeP M aHTHCTEIUIEP B CIICIUAITBHO OTBEICHHOM MECTE;

— KJIacTh Ha CTOJI BO BpeMs pabOThl COMKHYTHIMH OCTPBIMH KOHIIAMHU OT CeO4.

6.4. [leiicTBUA MOCJIe OKOHYAHUSA PaldoT:

[Tocne okoHYaHus PabOT KaXKIbIi KOHKYPCAHT 00sI3aH:

— TIPUBECTH B MOPSAOK paboyee MecTo;

— OTKJIIOYUTh UHCTPYMEHT U 000PYAOBaHHE OT CETH;

— COOOILIUTH 3KCIEPTY O BBIABICHHBIX BO BPEMs BBIIIOJHEHUS KOHKYPCHBIX 331aHUH HETOIaIKax
U HEUCHPABHOCTAX O00OpYIOBAaHUS M MHCTPYMEHTa, M APYTrux (hakropax, BIUSIOUIMX HAa 0E30MacHOCTb

BBITTIOJTHCHHUA KOHKYPCHOT'O 3aZIaHU .

6.5. [leiicTBHs B c/Iyuyae aBapUilHON cCHTyaluu:

[Ipy BO3HUKHOBEHHH aBapuil U CUTYyallMid, KOTOPbIE MOTYT MIPUBECTH K aBapUsiM U HECUACTHBIM
cirydasiM, He0OXOAMMO:

Hemennenno npekpaTuth paboThl M U3BECTUTH INIABHOTO HKCIIEPTA.

[Ton pyKOBOACTBOM TEXHUYECKOTO 3KCIEPTa ONEPATUBHO MPUHSITH MEPHI IO YCTPAHEHUIO TPUUNH
aBapuii UM CUTYyaIMil, KOTOpbIE MOTYT MPUBECTHU K aBapUSIM UM HECUACTHBIM CIIyHasiM.

[Tpu oOHapykeHHH B mpoIecce padboThl BOTOPAHUI HEOOXOAMMO:

— J100BIM BO3MOKHBIM CITIOCOOOM IMOCTApaThCs 3aracuTh IUIaMs B «3apOJbIIIe» ¢ 00s3aTeIbHBIM
cOOJTI0ICHHEM Mep JTMYHOU 0€301TacCHOCTH;

— TIIPU BO3TOPAHUU OJEXK]IbI MOMBITATHCS cOpOCUTH ee. Eciu 310 caenaTs He ynaercs, ynacTb Ha
MOJI ¥, IEPEKaThIBAsICh, COUTH IIaMsl; HEOOXOAMMO HAKPBITh TOPALIYIO OJIEKAY KyCKOM IUIOTHOM TKaHH,
00JIUTHCS BOJIOH, 3ampeniaeTcs 0exaTh — Oer TOJbKO YCHUIIUT HHTCHCUBHOCTh TOPCHUS;

— B 3aropeBIIEMCs TIOMEIIEHUH HE CIeIyeT JOXKHIATHCS, MoKa mpuonu3utcs miams. OCHOBHas
OITACHOCTH IOXKapa Ui YeoBeka — IbIM. [1pu HacTyIIeHHH IpU3HAKOB YAYIIbs JeUb Ha MO U KaK MOKHO
ObICTpEe MOJI3TH B CTOPOHY IBAKyallHOHHOTO BBIXO/A.

IIpu HecwyacTHOM ciy4ae HEOOXOAMMO OKa3aTh IIOCTPAJaBLIEMy MEPBYIO IOMOIIb, IpH
HEOOXOIMMOCTH BBI3BATh CKOPYI0 METUIIMHCKYIO moMmomrs o Tenedony 103 wmu 112 u cooOmuThs 0
IPOMCIIECTBUU TTIABHOMY SKCIEPTY.

B cinyuae BO3HMKHOBEHHUS MOKapa:
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OnoBecTuTh BCEX YYAacTHUKOB (PuHaNA, HaXOASIIUXCS B IPOU3BOACTBEHHOM IIOMELICHUH U
IPUHATH MEPHI K TYIIEHUIO oyara rnoxapa. ['opsiiye 4acTu 3J€KTPOYCTAHOBOK M AJIEKTPONPOBOJIKY,
HaxoJsIIuecs M0 HAaPsHDKEHUEM, TYIIUTh YTIEKUCIOTHBIM OTHETYIUTEIIEM.

[IpuHATE Mepbl K BBI30BY Ha MECTO I0XKApa HEMOCPEICTBEHHOTO PYKOBOAUTENS WA JPYTUX
JOJIKHOCTHBIX JINLL.

[Tpu oO6HapyKEeHUU B3PHIBOOIIACHOTO WJIH IMOJAO03PUTEIBHOIO MIPEAMETA HENb3s MOAXOIUTh K HEMY
0JIM3K0, HEOOXOAMMO MpenynpeauTh O BO3MOXKHON OMNACHOCTH TJIABHOTO OJKCIEpTa WIW JPYrHx

JOJDKHOCTHBIX JIHII.
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