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1. ITACHOPT PABOYEH ITPOTPAMMbI YYEFHOH JUCITHII/IHHBI OI1. 06
«/loxymenmayuonnoe odecneuenue ynpasieHus»

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:

Hucuummuaa  OIL.06  «JlokyMeHTanMoHHOE  OOECIieuYeHUE  YNpaBICHUs»  SABIAETCA
00s3aTeIbHOM  4YacThl0  OOMIETIPO(PECCHOHANBHOIO  [MKJIA  OCHOBHOW  mpodecCHOHaIbHON
obpazoBarensHOU mporpaMMbl B cootBercTBUU ¢ PI'OC mo cnernmansaoctu 38.02.01 «OxoHOMUKA U
OyXTalTepCKuil y4eT (110 OTpacysiM)»

Huctummaa  OI1.06  «JlokyMeHTalMoOHHOE OOecleueHne YIpaBlIeHUs» 00eCrevYnBacT
dhopmupoBaHre 00X U MPOPECCHOHATIBHBIX KOMITETEHIIUH 10 BceM BuiaM AestenbHocT PI'OC mo
cnermanbHocTH 38.02.01 «OxoHOMUKa m Oyxranrepckuil yuer (mo orpacisiMm)». Ocoboe 3HadeHUe
JTUCIUTIIINHA UMEET pH (POPMUPOBAHUHU U PA3BUTHUH cleayrommx oomux kommerennuii: OK 02; OK
05; [IK 2.2; TIK 2.7.

ITepedyeHn oOIUX KOMIIETEHITUN
Kon HaunMeHoBaHHe 001X KOMIIETCHIIHHA
OK 02 Hcnonp30BaTh COBpEMEHHBIE CPENICTBA TIOUCKA, aHAIM3a U UHTEPIIPETAIH
uH(pOopManuy U HHPOPMAIIMOHHBIC TEXHOJIOTHH ISl BBITOJIHEHUS 33129
poecCHOHANBHOM e TeNbHOCTH
OK 05 OcCyIIecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHKAIUIO HA TOCYAapCTBEHHOM
s3pike Poccuiickoit denepannu ¢ y4eToM 0COOCHHOCTEN COIMAIBHOTO U
KYJIbTYPHOTO KOHTEKCTa

[Tepeuens pohecCHOHATBLHBIX KOMIICTCHIIUN

Kox HanmeHoBaHue BHIO0B JeSITeJILHOCTH H NPOo¢ecCHOHATBHBIX KOMIIeTEeHIHIT

K 2.2 BbInmonHsAT mOpy4YeHUs PYKOBOJCTBA B COCTaBE KOMHCCHM [0 MHBEHTApU3ALIUU
AKTHBOB B MECTaX MX XPAHCHUS

IIK 2.7 BBINOTHATE KOHTPOJIBHBIE MTPOLEAYPHl M UX JIOKYMEHTHPOBAHHE, TOTOBUTH U
0hOpMITATH 3aBEPIIAIOIINE MATEPHUAIIBI IO PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS

1.2. Ilnanupyemble pe3yabTaThl OCBOEHHUS AUCIUTLIHHBI:

B PE3YIbTATC U3YUCHUS JUCHUIIIINHBI 06y‘18.I-OH.IHI>iCSI JOJIDKCH:

0(QOpMIISITh TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30M,

B T.Y. C UCIIOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOIOTUH;

- OCBauBaTh TEXHOJIOT'MH aBTOMATU3UPOBAHHOW 00paboOTKU
JIOKYMEHTaI1H;

- WCHOJb30BaTh YHU(PHUIIMPOBAHHBIC (POPMBI JJOKYMEHTAIINH;

- OCYILECTBJISATh XpaHEHUE, MOUCK JJOKYMEHTOB;

- HCHOJb30BATh TEJIEeKOMMYHHUKAIIHOHHbIE TEXHOJIOTUU B
AIIEKTPOHHOM JIOKYMEHTO000pOTE

3HaAmMb: - OCHOBHbIE IOHATHUS JOKYMEHTAIlMOHHOTO 00ecrieueHus
yIpaBJICHUS;

- CHCTeMBbI JOKYMEHTAllMOHHOTIO 00eCreYeH s yIpaBIeHHUS;

- KJaccu(uKanuio JOKYMEHTOB;

- TpebOBaHUS K COCTABIIEHUIO U OQPOPMIIEHUIO TOKYMEHTOB;

- OpPraHu3aLMIO JJOKyMEHTO0OOpoTa: mpuema, 00padoTKy,

pEerucTpalnio, KOHTPOJb, XpPaHEHNE JOKYMEHTOB, HOMEHKJIATYPY

ACTT;

ymembs:




umembs
npakmuueckui
onvim:

ohopMIIeHHS TOKYMEHTAIIMH B COOTBETCTBHH C HOPMATHBHOM
0a30M, B T.4. C HCIOJIB30BAHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
OCBaMBaHUS TEXHOJOTHI aBTOMAaTH3HPOBAHHON 00pabOTKH
AOKYMCHTAIUH;

UCII0JIb30BaHUS YHUDUIIMPOBAHHBIX OPM JTOKYMCHTAIIHH;
OCYIIECTBIICHHSI XpaHEHHsI, TOUCK JOKYMEHTOB;

UCIIOJIb30BAHUSI  TEJIEKOMMYHUKAIIMOHHBIX  TEXHOJOTHH
ANIEKTPOHHOM JJOKYMEHTO00O0pOTE.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl

Buj yueOHoit padoThl O0bem yacoB

O0bem 00pa3zoBaTeIbHOM NMPOrpaMMbl y4eOHOM TUCIUTIIIHHbI 32

B TOM YHCJIC:

TEOpETHUECKOe 00yUueHue 18

nabopaTtopHbIe pabOTHI -

IPAKTUYECKUE 3aHSITUS 10

KypcoBas pabota (mpoekr) -

Camocmosmenvras paboma 4

3auyer ¢

IIpome:xxyTouHasi aTTecTanus .
OLICHKOM




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:xkanue yueOHOro MaTtepuasa u GopMbl OPraHU3aAMUM AeITeJIbHOCTH Oo0bem dopmMupyemblie
pa3/iesioB M TeM o0y4yalomuxcs B Yyacax KOMIIETEeHI[UH
1 2 3 4
Tema 1 Benenue. Copnepxxanue yueOHOIo MaTepuasa 2 OK 02; OK 05;
JlokyMeHT u cucremMa | Teopernueckoe o0yueHue: 3HaAUCHHE U COJICPIKaHUE AUCIUILIUHBI «/[OKyMEHTallMOHHOE I1IK 2.2; TIK 2.7.
AOKYMEHTAI[UH oOecrieueHue ymnpaBieHUs». [IOHATHE TEPMHUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHE, 9
«JOKYMEHTALIMOHHOE O0€cleueHue YIpaBleHUs». YHU(DUKALUA W CTaHIAPTU3ALUH
yIpaBICHYECKUX JOKYMEHTOB
Tema 2 Coaep:xanue yueOHOTo MaTepHaJia 6 OK 02; OK 05;
OpraHu3anHoHHO- Teopernueckoe o0ydyenue: OpraHuU3alMOHHBIE JOKYMEHTHI — YCTaB, YUpEIUTEIbHBIC IIK 2.2; TIK 2.7.
pacnopsiuTe bHbIe JIOTOBOp, TIOJIOKEHUE. PacmopsauTensHble TOKYMEHTBI — MPHKa3, paclopsHKeHHE,
JI0OKYMEHTbI yKa3aHHe, TOCTAaHOBJICHUE, PEIICHHE, HHCTPYKIUS, TPOTOKOI. 4
CrpaBodHO-HH(POPMAIIMOHHBIC JIOKYMEHTBI: CIy)K€OHAash 3alncka, OOBSICHHUTEIbHAS
3aIucKa, akT, CIpaBKa, CI1yKeOHbIe MUChMa
B Tom unciie, NPAaKTHYECKUX 3aHATHI 2 OK 02; OK 05;
IIpakTuyeckoe 3ausitue. CocraBiieHHE W O(DOPMIICHHE TMPUKA30B, PACIOPSHKCHUH, 9 K 2.2; I[IK 2.7.
CITY’)K€OHBIX 3aITMCOK U IPYTHX CIPABOYHO-MH(POPMAITMOHHBIX JIOKYMEHTOB
Tema 3 Kagposas Copnepxanue yueOHOro Mmarepmuasa 8 OK 02; OK 05;
AOKYMEHTalus = K 2.2; [IK 2.7.
Teopernueckoe o0yyenue: JJokyMeHTHpOBaHUE TPYAOBBIX IpaBooTHOUIeHUH. CocTaB u
0co0eHHOCTH 0(hOpMIIEHHUS JOKYMEHTOB 10 JIMYHOMY cocTaBy. KoMIuiekToBaHHE JTUYHOTO
nena. ABroouorpagus. Pestome. 3asBnenue o npueme Ha paboTy. [Ipukassl Mo IMUHOMY 4
COCTaBy.
B ToM umciie, NpaKTHYECKUX 3aHATHI 4 OK 02; OK 05;
IIpakTuyeckoe 3anaTue. OdopmieHNe NPUKA30B MO JUYHOMY cocTaBy. OdopmieHue 9 K 2.2; T[IK 2.7.
CIIPABOK, JOKJIATHOW U CITY>)KeOHOM 3alMCKH, aKTa
IMpakTnyeckoe 3ansaTue. OPopmiieHHE TPYIOBOTO JOTOBOpa, IPHKa3a O MprueMe Ha 9
paboty, opopmiieHHE TPYIOBOI KHUKKHU
Tema 4 JloroBopHo- Conep:xanue yueOHOro MaTepuaJia 4 OK 02; OK 05;




npasoBas Teopernueckoe odyueHue: I1IK 2.2; IIK 2.7.
AOKyMeHTanust 1.IlonsiTus norosopa. Buasl 70roBopoB. 9

2.IlpaBuna odopmieHHs] MPETEH3UOHHBIX mHceM. DOopMyIsip HCKOBOTO 3asBIICHUS,

TpeOOBaHUS K €ro 0hOpMIICHHUIO

B Tom unciie, npakTHYecKuX 3aHATHI 2 OK 02; OK 05;

IIpakTyeckoe 3ausgTue. OpopmiieHre JOroBopa KyIIH-MPOTAKH 2 K 2.2; TIK 2.7.
Tema S [doxymentsl | Conepxxanue y4eOHOro MaTrepuasa 4 OK 02; OK 05;
npu nposenennn | Teoperuyeckoe oGyyenue: I1K 2.2; IIK 2.7.
MHBEHTapH3aLHH 1.CoctaB m yder oO0beMa JOKYMEHTOOOOpPOTa WPEANPHSITHS TPH MPOBEICHUU 5
AKTHBOB NpeAnpusaATHa | MHBCHTapu3aluH.

2. ITopsnoK MPOBEICHNUS HHBEHTAPHU3AINH AKTHBOB MTPEATIPUSITHS.

CamocrositesbHas padora o0yuarommxcs: [IpakTuueckoe cocraBieHne JOKyYMEHTAUU OK 02; OK 05;

pU IPOBECHUH HHBEHTAPU3aLUN 2 [IK 2.2; 1IK 2.7.
Tema 6 Opranuszanus | Conepxanue y4eOHOro MaTrepuasia 8 OK 02; OK 05;
OIIePATHBHOIO n | Teopernuyeckoe odyuenmne: MK 2.2; I[IK 2.7.
apxuBHoro xpanenus | |.Homenknmarypa jnen. VuauBunyanbHble, CBOJHBIE, TIPUMEPHBIE U THUIIOBBIE
IOKYMEHTOB HOMEHKJIATYPBI JIEJT. 4

2.IToaroToBKa ¥ MOPSAOK MEpPEAayYu A€l B apXHB. 3aKOHOATENIbHBIE aKThl U HOPMAaTHBHO-

METOJMYECKHE JJOKYMEHTHI 110 apXUBHOMY XPaHEHHIO TOKYMEHTOB.

B ToM umciie, NpAKTHYECKUX 3aHATHI 2 OK 02; OK 05;

IIpakTnyeckoe 3ansiTue. CoBpeMeHHble 0(UCHbIE MH()OPMAIIMOHHBIE TEXHOJIOTHU 2 K 2.2; [IK 2.7.

CamocrosiTejibHAsi padoTa 0O0YYAKOIIUXCS: TPAKTHYECKHE METOJIBI M CIOCOOBI 2 OK 02; OK 05;

apXMBHOI'0 XpaHEHUs JOKYMEHTOB OpraHU3aluu MK 2.2; TIK 2.7.
Koucyabranus
IIpomMe:xxyTouHasi aTTeCTAIIUA: 3auer ¢ OK 02; OK 05;

ounenxoini | 11K 2.2; TIK 2.7.

Bcero: 32




3. OCOBEHHOCTHU PEAJIM3AIIMU JUCHUIIJIMHBI B OTHOIIEHUHA JIUI U3 YNCJIA
HMHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOXKHOCTSMMU 310POBbSI
O6yanOU.[I/IeC5I C OrpaHM4YCHHBIMHU BO3MOXHOCTAMH 3J0POBbs, B OTIUYHUC OT OCTAJIbHBIX
00y4aroIIUXCs, MMEIOT CBOU Criel(pruIeckue 0COOCHHOCTH BOCIIPHSITHS, IEpepabOTKU MaTepraia.
[TonGop u pa3paboTka yuyeOHBIX MATEPHUATIOB JOKHBI MPOU3BOJIUTCS C YYETOM TOTO, YTOOBI
NpPEOCTABNIATh 3TOT MaTepUall B PA3IHUHbIX (OPMax TakK, 4TOObI MHBAIMIBI C HAPYHICHUSIMH CITyXa

nojyyanu WHGOpPMAIMIO BU3YaJbHO, C HApYUICHUSMH 3pEHUS — ayAualbHO (Hampumep, ¢
UCIOJIb30BAHUEM IPOTrPaMM-CHUHTE3aTOPOB peYM) MWJIM C MOMOILBI TU(IOMHPOPMALMOHHBIX
YCTPOMCTB.

Br160op cpeacTtB u MeTo/10B 00y4eHHUs OCYIIECTBIISIETCS caMuM IpenoaasarensM. [lpu stom B
00pa30BaTeNLHOM MPOIIECCe PEKOMEHIYETCSl UCIOIb30BaHUE COIUAIBHO-aKTUBHBIX U Pe(ICKCHBHBIX
METOJIOB 00YyYeHHMsI, TEXHOJIOTHI COLMOKYJIbTYPHOI peaduiauTaluu C LEeNbI0 OKa3aHWs MOMOUIM B
YCTAHOBJICHUH TOJHOLEHHBIX MEXKINYHOCTHBIX OTHOIICHUH C APYrUMHU OOYYAIOIIMMUCS, CO3JIaHUU
KOM(OPTHOTO MICUXOJIOTUYECKOTO KJIIMMAaTa B CTYJCHUECKOH TpyIIIe.

CornacHo TpeOOBaHUSAM, YCTaHOBICHHBIM MUHOOpHayku Poccuu K TOpSAKY pean3aiuu
00pa30BaTeNbHOM AEITETbHOCTA B OTHOIIEHUH WHBAJIMJIOB U JIMI] C OTPAHUYEHHBIMUA BO3MOXKHOCTSMU
3JI0POBBSI, HEOOXOIMMO UMETh B BHJIY, UTO:

1) MHBANK/IBI U JIMIIA C OTPAHUYECHHBIMH BO3MOXHOCTSIMU 37J0OPOBBS 110 3PEHUIO UMEIOT MPABO
MPUCYTCTBOBATh Ha 3aHATHUSAX BMECTE C aCCUCTECHTOM, OKA3bIBAOIINM O0yYaromeMycss HeOOX0 UMY IO
MTOMOIIIb.

2) MHBAUBI U JHUIA C OTPAHUICHHBIMU BO3MOYKHOCTSIMU 3JIOPOBBS IO CIIyXY UMEIOT IIPaBO Ha
MCIOJIb30BaHUE 3BYKOYCUIMBAIOIICH arnmaparypsbl.

[Ipn npoBefcHWHM TPOMEKYTOYHOW AaTTECTAIlMM TI0 JUCIUIUIMHE O00eCIeYrBacTCsl COOJIOICHUE
CJIEYIOIIUX OOIINUX TPeOOBaHUM:

- TIPOBEJICHUE ATTECTAINH TSI MHBAIMIOB B OJHON ayJUTOPHH COBMECTHO C OOYJAFOIIMMHUCS,
HE SBISIOUIMMUCS HWHBAIWIAMHU, €CIU 3TO HE CO3[aeT TPYIAHOCTEH Ui WHBAIUAOB U HHBIX
00yJaromuXcst P MPOXOKICHUU TOCYIAPCTBEHHON HTOTOBOM aTTECTAINH,

- TMPHUCYTCTBHE B ayAUTOPUU ACCUCTEHTa (ACCHCTEHTOB), OKAa3bIBAIOIIETO OOyYarOIIUMCS
WHBAJIUJIaM HEOOXOJIMMYI TEXHHYECKYIO TIOMOINb C YY4€TOM WX HHIUBUAYAIBHBIX OCOOCHHOCTEU
(3aHsATH pabouee MecTO, TMepeABUIaThbCsa, NPoOUYUTaTh U O(QOPMHUTH 3aJaHue, oO0IaThci C
9K3aMEHaTOPOM);

- MOJIb30BaHHE HEOOXOAWMBIMH OOYYaIOUIMMCS WHBAIHIAM TEXHUYECKUMHU CPEICTBAMHU IpU
MIPOXOKJCHUH aTTECTAIMU C YISTOM UX HHIUBUAYATBHBIX OCOOCHHOCTEH;

- obecre4yeHre BO3MOXKHOCTH OECIHpEemsITCTBEHHOTO JOCTyna OOy4aroluxcs WHBAJIHIOB B
ayJTUTOPUH, TYAJIETHBIC U JIPyTUe TIOMEIICHHSI, & TAKXKE X PEOBIBAHMS B YKa3aHHBIX IIOMEIICHUSX.

[Io mnucbMEHHOMY 3asBIECHUIO OOYYAIONIErocs WHBAIMIA MPOJOJDKUTENBHOCTh CHAYH
o0yJaromuMcsl MHBATHJIOM 3K3aMeHa MOXET OBITh YBEJIMYEHA IO OTHOIICHUIO K YCTAaHOBJICHHOMN
MIPOJOIKUTENFHOCTHU €0 CIauyH:

- TIPOJIOJKUTEIILHOCTD CAaYd 3K3aMeHa, MPOBOJUMOr0 B MMUCHMEHHOU (opme, - He Oosee dem
Ha 90 MUHYT;

- TPOJOJDKUATEIBHOCTh MOATOTOBKH OOYYAIOMIErocs K OTBETY HAa JK3aMEHEe, MPOBOJUMOM B
ycTHOM (opme, - He OGosiee ueM Ha 20 MUHYT;

B 3aBHcMMOCTH OT WHIWBHIyaJdbHBIX OCOOCHHOCTEH OOYYaIOMUXCS C OTrpaHHYCHHBIMH
BO3MOXXHOCTSIMU 3JIOPOBBsI OpraHU3alusi 00ecreyrBaeT BBIOJHEHUE CIEIYIOMUX TpeOoBaHUM mpu
MIPOBEJICHUU aTTECTAIUH:

a) JUIsl CJICTIBIX:

- 3aJjaHUsl M WHBIC MaTepHallbl JUIsl CIAadd 3K3aMeHa O(OPMIISIOTCS Pelbe(HO-TOUCUHBIM
mpudTom bpaiing wim B BUIe 3NMEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIBIO KOMIIBIOTEpA CO
CHCIIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIIEICHHEM JUTSI CIICTIBIX, TUOO 3aYMTHIBAIOTCS ACCUCTCHTOM;

- TUChMEHHBIC 3a/IaHUS BBIMONHSIIOTCS OOydJaIIUMUCA Ha Oymare penbedHO-TOYSUHBIM
mprudTom Bpaiinsg wim Ha KOMITBIOTEpPE CO CICIHATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM IS
CJIETIBIX, JIMOO HATUKTOBBIBAIOTCS ACCUCTEHTY;



- [pu  HEOOXOAWMMOCTH  OOYyYAIOUIUMCS  TPEJOCTaBISETCS  KOMIUIEKT  MHUChMEHHBIX
MPUHAICKHOCTEH W Oymara Juisi mUchbMa pelibe()HO-TOYCUHBIM IpUGTOM bBpaiins, koMmbloTep CO
CHETHATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHUEM JTS CIICTIBIX;

0) st c1aboBUIAIINX

- 3aJIaHUS U MHBIC MATEPUAIIBI IJIS1 CIaYH dK3aMeHa 0(hOPMIISIOTCS YBEIIMYEHHBIM MIPU(TOM;

- oOecrieyrBacTCsl MHIMBUyalbHOE PaBHOMEPHOE ocBemeHue He MeHee 300 Jrokc;

- TpU HEOOXOAUMOCTH OOYYAIOUIUMCS TPEIOCTABIISACTCS YBEIMYMBAIOIICE YCTPOMCTBO,
JIOITYCKAETCS MCITOJIH30BAaHUE YBEIIMUMBAIONINX YCTPONCTB, HMEIOIIUXCS Y 00yUYaIOIIUXCS;

B) JIJISl TIIYXUX U CIa0O0CIBIMIAIINX, C TSHKEIBIMU HAPYIICHUSIMU PEUH:

- obecrieynBaeTcsl HAIMYME 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUICKTHBHOTO IOJIb30BaHUSA,
Opy  HEOOXOJMMOCTH  OOYYarOIIMMCS  MPENOCTABISACTCS  3BYKOYCWJIMBAIOIIAs  ammaparypa
WHIUBUIYAITBHOTO TI0JIb30BaHUS;

- 110 MIX YKEJIAHUIO UCTIBITAaHUS TIPOBOJIATCS B MUCHMEHHON (hopMe;

r) JUIS JIMI C HapyHICHUSMH OIIOPHO-JABHIaTEIBHOIO ammapara (TSHKeIbIMA HapyIICHUSMHU
JIBUTATEIBHBIX QYHKIIMA BEPXHUX KOHEUHOCTEH WIIH OTCYTCTBUEM BEPXHUX KOHEYHOCTEH ):

- NHCBMCHHBIC  3aJaHHUS  BBIOJHSAIOTCS  OOYYAIOIIMMHCS Ha  KOMIIBIOTEPE  CO
CHETIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHUEM HITU HAIMKTOBBIBAIOTCS ACCUCTEHTY;

- 110 UX YKEJIAHWIO UCIIBITAHMSI TPOBOJIATCS B YCTHOH (hopme.

O HeoOXomuMocTH oOOeCTeUeHUsT CHEIUAIBHBIX YCIOBUH IS TIPOBEACHHUS ATTECTAIMH
00y4YaroIuics JOJDKEH COOOIIMTh MUChbMEHHO He To3/Hee, ueM 3a 10 mHel no Havana arrectanuu. K
3asBJICHUI0  TMPWIATAIOTCS  JOKYMEHTBI, TOJITBEPKIAIONIME  HAIWYHEe Yy  OOydJaromerocs
WH/IUBUYAIbHBIX 0COOCHHOCTEH (IIPH OTCYTCTBUU YKAa3aHHBIX JJOKYMEHTOB B OPTaHU3AIUH ).

4. 3AJTAHUS 1)1 CAMOCTOSITEJIBHOM PABOTHI OB YUAIOIIUXCS
4.1. ®opMBbI CAMOCTOATEIBHOI PA00THI 00y4aIOIIMXCH
[Ipy myaHUpPOBAHMU CAMOCTOSITENIBHOM BHEAyJUTOPHOW pabOThl 00yYarolMMCS MOTYT ObITh
PEKOMEH/I0BaHBI CIIEIYIOUINE BUIbI 3aJaHUA:
4.2. Bonpochl 1jisl CAMOCTOSITEIbHOH PadoThl

HaumeHnoBaHue pa3iesioB U TeM THCHUIITHHBI/ ®opmupyemMble KOMIIETEHIIUH
CamocrosiTejibHas padoTa 00y4arouuxcst
1 2
Tema 5 OK 02, OK 05, I1K 2.2, TIK 2.7

JIOKyMEHTBI PH MPOBeIeHNH HHBEHTAPH3aIUuU
AKTHBOB NPeANPUATHS

CamocrosiTesibHast paboTa 00y4arOIMIMXCH !
ITpakTHyeckoe cocTaBieHHE JOKYMEHTAIMH TPU
IMPOBCACHNHN MHBCHTAPU3AITUN

Tema 6. OK 02, OK 05, TIK 2.2, TIK 2.7
Opranu3zanmss  ONepaTMBHOIO W aApPXHBHOIO
XpPaHeHHs JOKYMEHTOB

CamocrosiTe/ibHasA paGora 00YYAKOLIUXCS
NPAaKTUYECKHEe METOJAbl M  CIIOCOOBI  apXMBHOIO
XpaHCHUA TOKYMCHTOB OpraHu3anun

4.3. IIpumepHasi TeMATHKA TOKJIAT0B

1. CymHOCTh U OCHOBHOE Ha3HaueHHE J|OKyMEHTallMOHHOIO OOEeCIeueHHus YIpaBieHUs B
COBPEMEHHBIX YCIOBHUSIX.
2. HopmaruBHo-mipaBoBas 0a3a JlokyMeHTallMOHHOTO obecrieueHus ynpasieHus B PO.




3. Opranuzanus Jlenonpon3BoACTBa HA MAIIBIX IPEITPHITHSIX.

4. Cneuuduka JIOKyMEHTAllMOHHOTO OOECIEeYeHHs] YIpaBieHUs B TOCYAAPCTBEHHBIX
YUPEIKACHUSAX.

5. BO3MOXXHOCTH HCIIOJIb30BAaHUS COBPEMEHHOM O(PUCHOW TEXHUKH B ONTHUMU3AIMU
JOKYMEHTO000pOTa B OpraHU3allnH.

6. BO3MOXHOCTM HUCHOJB30BaHUS CHEHMUAIM3UPOBAHHBIX MPOrpaMM MJis OCYIIECTBICHUS
JOKYMEHTAI[HOHHOTO 000pOTa B COBPEMEHHBIX OPraHU3aLUsX.

7. Wctopusi cTaHOBIEHUS M pa3BUTHS JOKyMEHTAlMOHHOIO OOECleYeHHs YIpaBJICHUS B
Poccun.

8. Bo3MOXHOCTHM HCIIONB30BaHHUS METOJOB MAaTEeMAaTHMYECKOTO  MOJEIUPOBAHMUS IS
ONITUMH3AIMHU JOKYMEHTO000POTa Ha MPEATIPHUITHH.
5. [IpaBoBoe 3HaUE€HHE YIPABICHUYECKOTO JOKYMEHTA.

9. YHubumpoBaHHbIC CUCTEMBI JOKyMeHTaIu B PO.

10. YuucdunupoBanusie GopMbl NEPBUYHON YUETHOM MOKYMEHTAIMU MO y4YeTy TpyAa U €ro
oIaTe.

11. Knaccugukatopbl TEXHUKO-3KOHOMUYECKON U COLUAIIbHON HHPOPMAIIHIH.

12. TpebGoBanmst 0a30BBIX MEXKIYHAPOIHBIX CTAaHAAPTOB K OQGOPMIICHHIO JICIOBOU
JOKYMEHTAIUH.

13. SI3bIK ¥ CTHIIB YIIPABIIEHYECKOTO JOKYMEHTA.

14. OcobeHHOCTH UCTIONIBb30BaHUS (PAKCHUMHUIIE B ACSITEIbHOCTU MIPEITPHUITHS.

15. IlpaBuiia ucnpapiieHust ONIMOOYHBIX 3aMUCEN B JOKYMEHTE.

16. Ponp snexTpoHHOM IMpOoBON mMoaAnucd B O00ECHEYEHUH IOPUANYECKONW 3HAYMMOCTH
YIIPaBJIEHYECKOTO JIOKYMEHTA.

17. JloxymeHTbl, HeoOXoaumble IJIsi 00pa3oBaHUS IOPUIAMYECKOro Juna B  ¢opme
XO35IIICTBEHHOI'O OOIIECTBA.

18. JloxymeHTbI, HEOOXOAUMBIE AJiSi TOCYAapCTBEHHOW perucTpanuud (pU3M4eckoro uia B
Ka4eCcTBE MHIMBUAYAILHOTO MPEAIPUHIMATEIIS.

19. CoctaB makera JOKYMEHTOB JUIsl PETUCTPALIMK MPEANPHUITHS B Ka4yecTBe CyObeKTa Malloro
ousHeca.

20. TTopsimok co3ganust U OPOPMIICHUS YUPEIUTEIbHBIX IOKYMEHTOB XO3SIICTBEHHBIX OOIIECTB.

21. JIoKyMeHTbI, HEOOXOAUMBIEC Ui OTKPBHITHS OAHKOBCKOTO CYETa IOPUANYECKHM JIHIIOM H
WHIUBUAYAIbHBIM MPEANPUHAMATEIEM.

22. TexHomorust pazpadoTKu (HOPM MPUKA30B IO JTMIHOMY COCTaBY.

23. JloBepeHHOCTH: BU/IbI U O(hOpMIIEHHE.

24. OcoOeHHOCTH JETOBOH MEPENHCKHU C 3apyOe)KHBIMH TapTHEPAMH.

25. JlenoBoe 001eHHEe TOCPEICTBOM BU3UTHBIX KAPTOUEK.

26. JIOKyMEHTBI, HEOOXOMUMBIE [UIS OPTraHWU3AlMM BBIIUIATHl 3apa0OTHOW TUIATHI C
MCIOJIb30BaHNEM TUIACTUKOBBIX KapT.

27. JIOKyMEHTHI 110 MCTIOIh30BAHUIO PA00UYEro BPEMEHH U OILIATE TPY/Ia.

28. Metonpb! uccnenoBanus 00beMa U CTPYKTYPHI TIOKYMEHTO000pOTa MPEANPUSITHSI.

29. OnTuMu3anysi MapIIPyTOB JBMKECHUS JOKYMEHTOB HA TTPEIITPHUSITHH.

30. Kpurepuu BbIOOpa METOJOB YHHUUYTOXXEHHUS OYyMa)KHBIX U DJIEKTPOHHBIX JOKYMEHTOB C
HCTEKIITUMH CPOKAMH XPAHCHHUS.

31. Oco0eHHOCTH YCTaHOBJIEHHS CPOKOB XPaHEHUS Ka/IPOBbIX JOKYMEHTOB.

32. TlpenmytiecTBa U MPOOJIEMBI JOJITOBPEMEHHOTO XPAHEHUS JOKYMEHTOB B 3JICKTPOHHOM
BUJIE.

33. ABTOMaTH3MpPOBAHHBIE TEXHOJOTMH JOKYMEHTHPOBAaHUS W JOKYMEHTOOOOpOTa Kak
KOMITOHEHT CUCTEMbI KOMIUIEKCHON aBTOMATU3AIUU JEATEIIbHOCTH MPEATIPUSITHSL.

34. Chnenmanu3upoBaHHBIE MPOTPAaMMBbl aBTOMATH3aIlMH CHCTEMBl JOKYMEHTHPOBAHHS
YIIPaBJIEHYECKOM NEeSATETLHOCTH.

35. KoHmenmus 31eKTpOHHOTO oduca.



36. Co3anue cucTeMbl YIPaBICHUS JOKYMEHTaMU KakK (DyHKIMS MEHEI)KMEHTa COBPEMEHHOTO
TPEATIPHUATHSL.

37. Hcnonb3oBanue WHGOPMALMOHHBIX TEXHOJOTUH KAaK HWHCTPYMEHT  IOBBIIICHHS
3 PeKTUBHOCTH HYHKIIMOHUPOBAHHS CHCTEMBI YIIPABICHUS TOKYMEHTAMH Ha MPEATPHATHH.

5. SATAHMS JJISI MIPAKTUUECKUX 3AHATHN

Ilo mucuunimHe NpPeayCMOTPEHBI NPAKTUYECKUE 3aHATUSA C MCIOJIb30BAHMEM AKTHBHBIX H
MHTEPAKTUBHBIX (OpPM MpOBEAEHUS 3aHATUH (pa3bopa KOHKPETHBIX CHUTyalluid, TpYyNIOBBIX
JMCKYCCHI1) B COYETaHWH C BHEAYIUTOPHOH paboOTOW i (HOPMUPOBAHHMA U PA3BUTHUA OOLIMX M
Ipo¢eCCHOHATILHBIX KOMIIETEHIIUH 00y4JarouXxcsl.

HaunmenoBaHmue pa3xesioB 1 TEM (I)opanyeMLIe KOMIICTCHIIMHA
IlI/ICIII/IIIJIPIHLI/IIpaKT](I'-IeCKI/Ie 3aAHATHUA

1 2

Tema 2. OK 02, OK 05, TIK 2.2, TIK 2.7
Oprann3anoHHO-PaACIOPSIAUTEIbHbIE TOKYMEHThI

CocraBiieHre u ohopmiieHUE pacnopsKEHUS

Tema 3.KaapoBasi JoKyMeHTALUSA OK 02, OK 05, 1K 2.2, IIK 2.7

OdopmiieHre MpUKa30B MO JUIHOMY COCTaBY

Odopmrenue cripaBok, TOKIaIHON U C1yKeOHOM
3aMCKU, aKTa

OdopmiieHre TpyIoBOrO JOroBOpa, MpHKasza o
npreMe Ha padoty, ohopMIIEHUE TPYIOBOM KHIKKH

Tema 4. 1oroBopHO-IPaBOBasi JOKYMEHTAIUS OK 02, OK 05, TIK 2.2, TIK 2.7
OdopmiieHre OroBopa KyITH-IPOIaKH
Tema 6. OK 02, OK 05,TIK 2.2, I1IK 2.7

Opranunsanus onepaTuBHOIO M apXUBHOI0
XpaHeHHs1 JOKYMEHTOB

CoBpemeHHbIe 0pHCHbIE HH(POPMAIIMOHHbIE
TEXHOJIOTUU

6. YCJOBHUS PEAJIM3AIIAU ITPOT'PAMMBI YYEBHOM JIUCHUTLJIAHBI

6.1. g peanuzauMum NpPoOrpaMMbl  JUCHMILIMHBI  TPEIYCMOTPEHBL:  KaOWHET
JOKYMEHTAI[MOHHOTO O0€CleueHus] yIpaBieHUs, ydyeOHas ay[uTOpHsl JJIsi TPOBEACHUS 3aHITUMN
JEKIMOHHOIO THUIIA, 3aHATUH CEMUHApCKOr0 THIIA, TPYNIOBBIX M WHIWBUIYaJbHBIX KOHCYJIBTALUH,
TEKYIIEro KOHTPOJII M MPOMEXKYTOYHOW aTTeCTallMd, OCHAIIeHHas HAa0OpOM JEMOHCTPAaLMOHHOIO
o0opy/noBaHusl U y4eOHO-HAIJIAJHBIMU MOCOOUSMHU; KOMIIBIOTEPHBIM Ki1acc ¢ JOCTYIOM B CHCTEMY
UHTEpHET U crpaBouHylo cuctemy «Koncynprantllimtoc»; ydeOHas ayauropus A TEKYIIETO
KOHTPOJISI M IPOMEKYTOYHOM aTTeCcTalllK, OCHAIllEHHAs: HAOOPOM JIEMOHCTPAIIMIOHHOTO 000py10BaHUS
U y4eOHO-HaIVBIIHBIMA TIOCOOMSIMU;, OMOMMOTEKA, YWUTAIBHBIM 3all C BBIXOJOM B  WHTEPHET,
MOMEIICHUE ISl XpaHEHUS U MPO(PUIAKTHYECKOTO 00CTyKMBaHUs y4eOHOTo 000pyI0BaHNUs; aKTOBBIH
3aj]; TOMEILIEHHE MAJs CaMOCTOATENbHON palboThl, ocHamieHHble B coorBercTBHMM ¢ OIIOII mo
cneuuanbHocTd 38.02.01 «DkoHOMUKA M OyXTanTepcKHid yueT (10 oTpacisim)»




6.2. NudopmanuonHoe odecredeHne peaau3almu NporpaMmbl

Jns peanu3anudu OporpaMMbl  OMOIMOTEUHBIH (OHIA YHHBEpPCUTETa HMMEET 3JICKTPOHHBIC
oOpa3zoBaTenbHble W HMH(MOPMAIMOHHBIE PECYpPChl, PEKOMEHAYEeMbIE [UIS HCIOJIb30BAaHHUS B
00pa3zoBaTeNTHLHOM IpoIIecCe

OcHoBHas InTepaTypa
6.2.1.D/1eKTPpOHHBbIE U3TAHUS

[lyBanosa, H. H. [lokymeHTanmoHHOE oOeCIedYeHUE YIPABICHUS : YICOHUK M MPAKTUKYM IS
cpennero npodeccruonanbHoro obpazosanus / H. H. llysanoBa. — 3-e u3n., mepepabd. u mom. —
Mocksa : UznarensctBo FOpaiit, 2024. — 247 c. — (Ilpodeccrnonansuoe obpasoBanue). — ISBN
978-5-534-16538-8. — Tekct : snekTpoHHbI // OOpa3zoBarenpHas miargopma HOpait [caiit]. —
URL.: https://urait.ru/bcode/536969

6.2.2. DiileKTpOHHBIE pecypchl

1. Hayunas snexktponnas oubanoreka eLIBRARY.RU https://elibrary.ru/

2. DnexkTtpoHHas OubOnuoreunas cuctema HOpaiit W3sgarensctBo HOpaiit https:/biblio-
online.ru/

3. Ilnardopma «bubnmoxomiiextarop» http://www.bibliocomplectator.ru/

4.  OdunumanbHbIA calT MuHucTtepcTBa dunaHcoB Poccuiickoit ®denepanun
https://www.minfin.ru/

5. HudopmannoHHO-aHATUTHUECKHIA )KypHaT «DHHAHCOBBIN ydeT U ayauT» WWW.iph.spb.ru

6. OOpa3oBaTenbHBII HWHTCPHET-MIOPTANT [0 DSKOHOMHKE U YIPABJICHUIO TPEAPUITHEM.
http://www.eup.ru

7. CnpaBouno-nipaBoBas cuctema «Koncynbrant [Imocy.

6.2.3. lonoHuTeE/IbHbIE HCTOYHUKHU
Kopmnees, U. K. JlokymeHTarimoHHOe oOeCriedyeHUE YIPaBICHUS | YUC€OHUK U MPAKTUKYM JIJIs
cpennero npodeccuonanbHoro oopasosanus / 1. K. Kopuees, A. B. ITmenko, B. A. Mamypiies.
— 3-¢ m3xa., mepepadb. m gom. — MockBa : M3marensctBo IOpaiit, 2024. — 438 c¢. —
(ITpodeccuonanpuoe obpaszoBanme). — ISBN 978-5-534-16002-4. — TekcT : 37aeKTpOHHBINA //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/539262
6.2.4. JIuteparypa AJ15l CAMOCTOSITEIbHOTO U3Y4CHHA
KazakeBuy, T. A. JlokyMeHTaIlMOHHOE 0OecrieyeHne yIpaBieHus : y4eOHUK U MPAKTUKYM ISt
cpeanero npodeccuonaibHoro oopazosanus / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3a., UcIp. U
non. — Mockga : U3narensctBo FOpaiit, 2023. — 177 ¢. — (Ilpodeccronansuoe oOpazoBaHue). —
ISBN 978-5-534-06291-5. — TexkcT : anekrponHslii // OOpa3oBatensHas niaardopma FOpaiit [cait].
— URL: https://urait.ru/bcode/513745
[lyBanosa, H. H. JlokymeHTanmoHHOe oOecrieueHue ynpaBieHus : y4eOHUK U MPAKTUKYM JJIst

cpenHero npodeccuonansHoro oopazosanmst / H. H. [llyBamoBa. — 3-¢ m3x., mepepad. u Jom. —
Mocksa : UzmatenscrBo Opaiit, 2023. — 247 ¢. — (IIpodeccnonansnoe obpazosanue). — ISBN

978-5-534-16538-8. — Tekcr : anextponHsblid / OOpa3oBarenbHas iargopma HOpaiit [cailt]. —
URL.: https://urait.ru/bcode/531240

6.3. Obs3aTe1bHOE POrPaMMHOe o0ecrieyeHne
1. Astra Linux Special Edition «Cmonenck», «Opemn»; PenOC

2. MoitO¢uc Crangaptasiii 2, MoiitOduc ObpaszoBanue, P7-Oduc IIpodeccuonanbHblii


https://elibrary.ru/
https://biblio-online.ru/
https://biblio-online.ru/
http://www.bibliocomplectator.ru/
https://www.minfin.ru/ru/perfomance/
http://www.ipb.spb.ru/
http://www.eup.ru/

7. ®OHJA OHEHOYHbIX CPEACTB JJIsi NIPOBEAEHUS TEKYIIEI'O KOHTPOJISI N
MMPOMEKYTOYHOM ATTECTAIIUM IO TUCIUTIJIMHE
OI1.06 «lokyMeHTalHOHHOE o0eclieueHue YIpaBJieHus»

7.1. HACITIOPT ®OHJA OHEHOYHBIX CPEACTB 11O JUCHUIIJINHE

@OoH OLEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsI KOHTPOIS M OLEHKH O0O0pa3oBaTEIbHBIX
JTOCTIDKEHHH  OOydYaroIMXCsl, OCBOMBIIMX  Iporpammy  yueOHoW — aumciumumasl  OI1.06
«JlokymMeHTarmoHHoe obecrnieueHue ynpasieHus» no creruansHoctd CITO 38.02.01 «OxoHOMEUKA U
OyXTalTepCKUi y4eT (110 OTPacisaM).

@oH OLEHOYHBIX CPEACTB pa3paboTaH B coorBeTcTBUH C TpeboBanmsimu PIOC CIIO
38.02.01 «DxoHOMHKA M OyXTaldTepCKUi ydeT (1Mo OTpacisM)» U pabouyel mporpaMMoOu THUCIHUILTAHBI
OI1.06 «/lokymeHTamOHHOE 00ECTICUCHHE YIIPABICHUS».

B pe3ynbraTe 0CBOCHUS TUCHUIUIMHBI O0YYarOIHICS TOKEH:

ymembs: - 0hopMIISATH JOKYMEHTAILIMIO B COOTBETCTBHH C HOPMATUBHOM 0a30ii,
B T.4. C HCIIOJIb30BaHHEM WH()OPMAIIMOHHBIX TEXHOJIOTHIA;

- OCBauBaTh TEXHOJIOTMH aBTOMATU3UPOBAHHOW 00paboTKU
JIOKYMEHTAIUH;

- HCIOJb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI TOKYMEHTALIHH;

- OCYUIECTBJISTH XpaHEHHE, TOUCK TOKYMEHTOB;

- HCIOJB30BAaTh TEJIEKOMMYHHUKAIIHOHHbBIE TEXHOJIOTUHU B
AIIEKTPOHHOM JOKYMEHTO00OPOTE;
3Hamy: - OCHOBHBIE IOHATUS JOKYMEHTAIMOHHOTO 00eCeueHus
yIpaBiICHUS;

- CHCTEeMBI JOKYMEHTALMOHHOTO 00ECIICYCHUS YIIPaBICHHUS;

- KJaccu(UKanuio JOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO M OPOPMIICHUIO JOKYMEHTOB;

- OpraHu3aluio JOKyMEHTO000OopoTa: pruema, o0paboTKy,
PETHCTPAINIO, KOHTPOIIb, XPaHEHHE JTOKYMEHTOB, HOMEHKJIATYPY

ACT;
umentb - odopmIIeHHs JOKYMEHTAllUU B COOTBETCTBUU C HOPMATHUBHOM
npakmuueckuil 0a30ii, B T.4. C UCIIOJIb30BAHUEM MH(OPMALIMOHHBIX TEXHOJIOTHIA;
onvim: - OCBaMBaHUS TEXHOJOI'MH aBTOMaTU3UPOBAHHOM 00pabOTKH
JIOKYMEHTAI1H;

- HCTONb30BaHMs YHUDUIIUPOBAHHBIX (OPM JOKYMEHTAIIHH;

- OCYHICCTBJICHUA XpaHCHUSA, TIOUCK JTOKYMCHTOB,
UCIIONB30BAaHUSl  TEJIEKOMMYHUKAIIMOHHBIX  TEXHOJOTHA B
AIIEKTPOHHOM JIOKYMEHTOOOOPOTE.

OCBOMTH 00I11IME U TPoheccCuoHaTbHbIE KOMITETEHIIUN:

Kon HanmeHnoBaHnue 001X KOMIIETEHIIUH

OK 02 Hcnonb30BaTh COBpEMEHHBIE CPEICTBA MTOMCKA, aHATIM3a U UHTEPIPETAI[IN
uH(popManuy U HHPOPMAIIMOHHBIE TEXHOJIOTHH ISl BBITOJIHEHUS 337129
poeCCHOHATBHON e TEHHOCTH

OK 05 OcCylIeCTBISTh YCTHYIO U MUCbMEHHYIO KOMMYHUKAIIMIO HA TOCY1apCTBEHHOM
s3pike Poccuiickoit Denepannu ¢ y4eToM 0COOCHHOCTEN COIMAIIBHOTO U
KYJIbTYPHOTO KOHTEKCTA
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Kon HaumeHoBaHMe BUI0B 1eATEJILHOCTH U MPO(eCCHOHATBbHBIX KOMITETeH NI

IIK 2.2 BbINoNHATE MOpYyYEeHUS PYKOBOJCTBA B COCTaBE KOMHCCHHM I10 WHBEHTapU3allUU
AKTHBOB B MECTaX MX XPAHECHUS

IIK 2.7 BBINOMHATE KOHTPOJBHBIE MPOLEAYPbl M HUX JTOKYMEHTUPOBAHHE, TOTOBUTH U
0(OPMIISITH 3aBEPIIAIOIINE MATEPHAIIBI IO PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS

7.2. IEPEYEHb KOHTPOJIUPYIOIIUX MEPOITPUATHUM 1151 IPOBEJIEHUS
TEKYIIETO KOHTPOJIS U TIPOMEXYTOYHOM ATTECTAIIUA
[lepeyeHb KOHTPOJIHMPYIOIIMX MEPOUPUSATAN Uil TMPOBEICHUS TEKYIEro KOHTPOJIS IO
mucuumuiHe OI1.06 «JlokyMeHTaloHHOE 00eCTIeYeHNE YIPABICHHS !

Texkymas arrecranus
Homep I o
aKTH4YeCKue OpMHpOBaHHE
ceMecTpa | TecrupoBaHue Omnpoc P Hoxaan pMHP
3ajaHus nopr¢omno
1 + + + -

[lepeueHb KOHTPOIUPYIOLUIMX MEPOIIPUATHHA JJIsI IPOBEJACHUS TPOMEXYTOUHOW aTTECTAIMHU T10
mucuutuiHe OI1.06 «JlokyMeHTalmoHHOE 00ecTIeYeHNE YIPABICHHS:

IIpomMe:KyTOUHASI ATTECTAMS
Homep
IIpomexkyTouHoe .
cemecTpa KypcoBasn pagora P Y 3auer ¢ oueHKoii| DK3ameH
TEeCTHPOBAHHE
1 - - + -

7.3. PE3YJIBTATBI OCBOEHUSA JUCIIAIIJIMHBI

Pezynvmamut 06yuenus

I(pumepuu OUCHKU

Memoowt ouenku

YMmenue

0(hopMIIATH TOKYMEHTAIUIO B
COOTBETCTBUU C HOPMaTUBHOU
0a30ii, B T.4. C
WCTIOJIb30BaHUEM
MH(POPMALMOHHBIX
TEXHOJIOTHIA;

OCBaMBaTh TEXHOJIOTUU
ABTOMAaTU3UPOBAHHON
00paboTKH JOKYMEHTAIINH;
WCTIOJh30BATh
yHU(UITUPOBaHHbIE (POPMBI
JTOKYMEHTAIIVH;
OCYIIECTBIIATh
MOMCK JJOKYMEHTOB;
UCIOJIb30BATh
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUM B 3JIEKTPOHHOM
JIOKYMEHTOOOOPOTE;

XpaHCHUEC,

[Iepeuncienue cocraBa
HOPMaTHBHO-METOJUYECKOM
0a3bl TOKYMEHTAIIMOHHOTO
o0ecreyeHus yrpaBieHus;
XapakTepucTrka
CTaHJApTU3ALMU U YHUPHUKALIUN
CHCTEMBI JOKYMEHTAI[HOHHOTO
o0ecreyeHus yrpaBieHUs;
O603HaueHue peKBU3UTOB
JIOKYMEHTOB M 00I1IMe paBuia
ux ohopMIICHUS;
XapakTepucTuka
YHH(DHUIINPOBAHHOHN CHCTEMBI
JOKYMEHTAI[HOHHOT'O
oOecrnieueHus yrpaBIeHUS;
XapakTepucTuka
00IIIEPOCCHIICKUX
KJ1accu(hUKaTOpOB
JOKYMEHTAIIHH;
[lepeuncnenue oomumx

OreHKa UCTIOIb30BaHUS
o0y4aromuMcsi METOJIOB
U IPUEMOB JTUYHOMN
OpraHH3aIMH B MpoIiecce
OCBOCHUS
o0pa3oBaTenbHOI
MPOrpaMMEbI Ha
MPAKTHYECKUX 3aHATHUSX,
TIPH BBITTOJTHEHUT
CaMOCTOATENIbHON
paboTsl
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TpeOOBaHMl K OJTaHKaM
JOKYMEHTOB.

[IpoBeneHue OLEeHKH 3HAYUMOCTH
JOKYMEHTOB M CPOKOB HX
XpaHEeHus;

XapakTepu30BaTh MPUHIIMIIBI U
3a/la4¥ ONEPATUBHOIO XPaHEHHUS
JOKYMEHTOB;

O0o3HaueHue 3amay
o0ecreyeHns: COXpaHHOCTH
JIOKYMEHTOB;

Opranuzanus apxuBHOTO (GoHAA
OpraHu3alIiy;

[TpuHIMTIBI ApXUBHOTO XPaHEHHS
JOKYMEHTAI1H.
XapakTepuCTUKa COBPEMEHHBIX
0o¢uCHBIX HHPOPMAITMOHHBIX
TEXHOJIOTHIA;

XapakTepuCTUKa CHCTEMHBIX
MIPOrPaMMHBIX CPEJICTB;
XapakTepru3oBaTh IPUHIIUI
paboThI MPUKITATHBIX
MPOTPaMMHBIX CPE/ICTB;
[ToaroroBka TEKCTOBBIX
JOKYMEHTOB C TTIOMOIIIBIO
MIPOrPaMMHBIX CPEJICTB;

Bo160p nuuHbIX
MH(OPMALIMOHHBIX CUCTEM;
Hcnonb3oBanue u ynpasieHue
0a3aMu TaHHBIX;
XapakTepucTruka CUCTEM
00paboTkH (PMHAHCOBO-
SKOHOMMYECKOH MH(pOpManuu,
[TpuHIMT TOATOTOBKH
MPE3EHTALHI; TPOEKTOB;
XapakTepuCTHKA 3KCIEPTHBIX
CHCTEM H CUCTEM TOJICPKKH
MIPUHATHUS YIPABICHYECKUX
pELIEHHH, a TAaKKE CUCTEM
UHTEJUIEKTYaJIbHOT O
MPOEKTHUPOBAHUS U
COBEpPILIECHCTBOBAHMUS
YIpaBIIECHUS;

AHanm3 KOMIUIEKCHBIX CUCTEM
aBTOMaTH3aIUN
JOKYMEHTAI[HOHHOT'O
oOecrnieueHus yrpaBIeHUS;
-XapaKkTepucTUKa COBPEMEHHOTO
PBIHKA TIPOTPAMMHBIX CHCTEM B
00J1aCTH aBTOMATU3AIIUH
JIeJIONPOU3BO/ICTBA U
JOKYMEHT0000pOoTa.
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3HaHue

- LN, 33724l U TPUHITUITBI
JIeTIOTIPOU3BOICTBA;

- OCHOBHBIC TIOHSTHSI
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus yrpaBiIeHHUs;

- CHCTEMBHI
JOKYMEHTAI[HOHHOT'O
o0ecrieYeHus yIpaBIICHHSI,

- Kiaccu(UKaIuio JOKYMEHTOB;
- TpeOOBaHUS K COCTABICHHIO U
0 OpPMIICHHUIO TOKYMEHTOB;

- OpraHM3alUI0
JOKYMEHTO000pOTa: IIpreMa,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYPY
Ac;

XapakTepucTuka npeamera,
COJIEp>KaHMS U 3a71a4
JOKYMEHTAI[UOHHOTO
o0ecriedeHus yIpaBiIeHUS;
XapakTepucTUKa MOHATHI
«IIOKYMEHTO000DPOTY,
«TOKYMEHTUPOBAHUE,
«TOKYMEHT», «IOpUIUYECKas
cuia IOKyMEHTay,
Knaccudukanus u pynkuum
JIOKYMEHTOB;
3aKoHOJAaTEIbHbIE AKTHI
Poccuiickoit @enepanuu B chepe
nH(OPMAITUU U TOKyMEHTAIUH;
[TocranoBnenus u
pacniopsbxenus [IpaBurenscTa
P®, dhenepanbHpIX OpraHoB
WCIIOJIHUTEJILHOM BIIaCTU
(MUHUCTEPCTB, KOMUTETOB,
CIIy’k0, areHTCTB U Jp.),
perIaMeHTUPYIONIUX BOTIPOCHI
JOKYMEHTAI[MOHHOTO
oOecrieuyeHus ynpaBjieHUsI Ha
(benepanbHOM YPOBHE;
T'ocynapcTBeHHas cucrema
JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrpaBieHHUS;
[IpaBoBbIE aKThl OPraHOB
MPaBUTEIBLCTBEHHON U
WCIIOJIHUTENIBHON BIACTH
cyobekToB PO u ux
TEPPUTOPUATBHBIX 00pa30BaHMUIM,
perIaMeHTUPYIONIUX BOTIPOCHI
A0V,

[IpaBoBbIE aKTHl HOPMAaTUBHOTO U
WHCTPYKTUBHOI'O XapakKTepa,
METOJIMYECKHUE TOKYMEHTHI 110
JOY pa3znuyHbIX OpraHu3aiuii;
T'ocynapcTBeHHBIE CTaHAAPTHI U
JIOKYMEHTAIHIO;
YHUPUIMpPOBaHHBIE CUCTEMBI
JIOKYMEHTAI1U;
O6mepoccuiickue
KJIacCU(UKATOPHI TEXHUKO-
SKOHOMHUYECKOW U COLMATBHOMN
uHpOpMaLuy;

HopmaruBHbIe TOKYyMEHTHI 11O
OpraHu3alli U OXpaHe
YIPaBIEHYECKOTO Tpyna
ciyxkamux ciayxost JJOY;
HopmaruBHbIe TOKYyMEHTHI 11O
OpraHu3allKi ApXUBHOTO

O1LeHKa UCIIOJIb30BaHUA
00yJaromuMcsi METOJIOB
Y TIPUEMOB JIMYHOU
OpTraHM3aIMH B MPOIIECCe
OCBOEHUS
o0pa3oBaTebHOI
IporpaMMsbl Ha
MPAKTUYCCKUX 3aHATHUSX,
IIPU BBIIOJTHEHUH
CaMOCTOATEIIbHOMN
paboThl
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XpaHEHUs JOKYMEHTOB.
XapakTepuCTUKa CUCTEMBbI
JOKYMEHTAIIHOHHOTO
o0ecriedeHus yIpaBIeHUS
XapaxkTepucTrka
rOCYIapCTBEHHOW CHCTEMBI
JOKYMEHTAIIHOHHOTO
o0ecreyeHus yrpaBIeHUs,
Conepxanve yHU(PUIIMPOBAHHBIX
(hopM TOKYMEHTOB, CO3/1aBaEMBIX
MIPU OpPraHu3aliu ONepPaTuBHOIO
XpaHEHUs! UCTIOJTHEHHBIX
BXOJISIILINX, UCXOISAINX U
BHYTPEHHUX JIOKYMEHTOB;
XapakTepucTuKa CUCTEMbI
OpraHU3alMOHHO-TIPABOU
JOKYMEHTAIINH;

Oco0eHHOCTH COCTaBIIEHUS U

o opMIIEHUS OTICIIBHBIX BUIOB
OpraHU3aIOHHO-TIPABOBBIX
JIOKYMEHTOB;

XapakTepucTUKa CUCTEMbI
CIPaBOYHO-UH(POPMALIMOHHON
JOKYMEHTAIINH;
XapaKTepUCTUKA CUCTEMBI
pacnopsAUTEIbHOM
JIOKYMEHTAIIUH;
XapakTepucTuKa JOKYMEHTALIUS
10 INYHOMY COCTaBY.
XapakTepucTUKa BXOJAIICH U
HUCXOIAIIEH TOKYMEHTAIUH,
o01111e MPUHIIUIIBI
KJ1accu(puKanuu, BUSUPOBAHUS U
XpaHEeHMs OCTYMAIIEeH 1
HUCXOAIIEH TOKYMEHTAIUN;
Buner undopmannoHHbIX
PEeCypCoB JUIsl CO3aHUS
JIOKyMEHTOB U aBTOMAaTU3aIu1
JIOKYyMEHTO000pOTa;
XapakTepuCTUKY U MPUHIIUIIBI
paboThI COBPEMEHHBIX
MPOTrPaMMHBIX MPOJTYKTOB,
o0ecrneunBarIux
ABTOMATHU3AIUIO
JIOKYMEHTO00O0pOTA.
OcobeHHOCTH BHEIPEHHUS
3JIEKTPOHHOTO
JOKYMEHTO000pOTa;
TpeboBanus Kk cucTeMam
JIEKTPOHHOTO
JIOKyMEHTO000pOTa;

CriocoObl OpraHU3aIuu PaboTHI C
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JJICKTPOHHBIMH JTOKYMEHTAMH

Bunpl, Ha3HAUEHME, TPUHITHIT
(YHKIMOHUPOBAHHUS
OPITEXHHUKH,

3Ha4YeHUE OT/CIIbHBIX BHJIOB
OPITEXHHKE IPH MOATOTOBKE
JOKYMEHTOB Pa3JIMYHOIO
Ha3HAYCHUSL.

IIpakTHyeckHii ONBIT

odopMIIeHUS TOKYMEHTAIIUH B
COOTBETCTBUU C HOPMAaTUBHOU
0a3oii, B T.4. C
HCITIOJIb30BaHUEM
nH(}pOpPMaAITMOHHBIX
TEXHOJIOTHI;

OCBaMBaHHMS TCXHOJIOTUH
aBTOMAaTU3UPOBAHHON
00paboTKH JOKYMEHTAIIHH;
HCITOJIb30BaHUS
YHUPHUIIUPOBAHHBIX (HOpM
JIOKYMEHTAITUH;
OCYIIIECTBICHUS
MIOKCK JIOKYMCHTOB;
HCIIOJIb30BAHMS
TEJICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHH B JICKTPOHHOM
JIOKYMEHTO000pOTE

XPaHCHUS,

CocraBiieHue pacnopsIuTeIbHON
JOKYMEHTaluu (MPUKa30B,
pacnopsKeHH, yka3aHuh);
CocraBnenue nH(GOpPMaLMOHHO-
CIIPaBOYHOM JOKyMEHTalUU
(ciryxeOHbBIC THChMa, 3aITUCKH,
aKThl, CIPABKU U JIp.);
Cocrasnenue u opopmiieHHE
3asIBJICHUS, aHKETBI, TPY10BOTO
JOTOBOpa (KOHTPAKTA), IPUKA30B
110 JINYHOMY COCTaBY, JINYHON
KapTOUYKH, JTUYHOTO JIeNa;
CocraBieHue J0roBOpHO-
MIPaBOBOM JOKYMEHTAIINH,
KOMMEPUECKUX aKTOB, HCKOBBIX
3as1BJICHUN.

Brnanenue KOMIIeKCHbIMU
CUCTeMaMU aBTOMaTH3aIluU
JOKYMEHTAllMOHHOI'O
o0ecrieueHus yrpaBIeHUS;
Brnanenue HaBbiKamMu
COCTaBJICHUS, 00pabOTKH,
XpaHEHUs U CUCTEMaTU3aluu
JJIEKTPOHHOU JOKYMEHTALINH;
Biranenune nmporpamMMHbIMU
CPEICTBaMH 10 COCTABICHUIO U
B3aUMOJCHCTBUIO 3JIEKTPOHHBIX
JOKYMEHTOB

Biranenne cucreMoi nOArOTOBKH
TEKCTOBBIX JTOKYMEHTOB;
Bnanenue nndopmarmonHo-
MPaBOBBIMU CIIPABOYHBIMU
CUCTEMAaMHU,

Brnanenue HaBbIkaMu pabOTHI C
OPITEXHHUKOM.

Brnagenue npuHIMIaMU U
MpaBWJIaMH, TIPETyCMOTPEHHBIMHU
YHUPHUITIPOBAHHON CUCTEMOMN
JOKYMEHTAII1

OneHkr 3HaYMMOCTH
JIOKYMEHTOB M CPOKOB UX
XpaHEeHUS;

Opranu3zanuu apxuBHOro GoHaa
OpraHu3ally;

OreHKa UCTOJIb30BaHUS
00ydJaronmMcs METO10B
U [IPUEMOB JIMYHOU
OpraHu3aIMy B MPOIECCe
OCBOCHHUS
o0OpasoBarenbHON
MporpaMMBbl Ha
MPAKTUYECKUX 3aHATHSX,
MIPH BBITIOJTHEHUHT
CaMOCTOATEIIbHOM
paboTsl
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Brnagenue nmporpaMMHBIMHI
CpelCcTBaMu 1O MOJATrOTOBKE

Mpe3eHTaINH,
Bnanenue muaHpiMu

WH(POPMAIIMOHHBIMH CUCTEMaMH,
Bitanenune cucremamu
00paboTKu hMHAHCOBO-
HYKOHOMHYECKOM HH(POPMALINH.

7.4.0IIUCAHUE MMOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHWSA KOMIIETEHIIUIA
HA PA3JIMYHBIX OTAITAX UX POPMHUPOBAHUA, OIIMCAHUE HIKAJI

OINEHUBAHMSI.

Texkymmii KOHTPOJb 3HAHUI MpEACTaBIsET COOOW KOHTPOJIb OCBOCHHSI IMPOTrPAMMHOIO
MaTtepuana y4eOHOH IUCIUIUIMHBI, C IENbI0 CBOEBPEMEHHOW KOPpEKIHU OOydYeHUs, aKTUBU3AIUU
CaMOCTOSITENILHOM pabOThl M IPOBEPKU YPOBHS 3HAHUN U YMEHHI oO0ydaromuxcs, chopMUpOBaHHOCTU

KOMIIETEHIIUH.
IIpoMeKyTOYHBI KOHTPOJIb IO TUCHUIIMHE I03BOJSET OLEHUTh C(HOPMUPOBAHHOCTD
KOMITETCHIIMMN:
HaumeHnoBaHue pa3jiesioB
THun KOHTPOJIBLHOIO 3aaHUS
AUCHUILINHBI
1 2
Tema 1 Benenne. /lokymeHT u Bormpocs! k 3agery ¢ Bompocs k TectupoBanue
CHCTEeMa JOKYMEHTAIlu1 OLICHKOM YCTHOMY OIPOCY
[IpakTueckue
3a/laHus
Tema 2 Oprann3anuoHHO- Bomnpocs! k 3auety ¢ Bomnpocsl k TectupoBanue
pacnopsiiuTe/bHbIe JOKYMEHTBI OLICHKOM YCTHOMY OIIpOCY
[IpakTueckue
3a/laHus
Tema 3 KaapoBasi 1okyMeHTaA A Bormpocs! k 3agery ¢ Bomnpocsl k TectupoBanue
OLIEHKOM YCTHOMY OIIPOCY
[IpakTnueckue
3a/laHus
Tema 4 JloroBopHo-npaBoBasi Bomnpocs! k 3auety ¢ Bomnpocsl k TectupoBanue
AOKyMEHTaI sl OLIEHKOM YCTHOMY OIIPOCY
[IpakTnueckue
3a/laHus
Tema 5 JlokymeHTBbI IpU npoBeaeHun | Bonpocs! k 3adety ¢ Bomnpocsl k TectupoBanue
UHBEHTApU3alUM AKTUBOB OLICHKOH YCTHOMY OIIpOCY
NpeINpHsITHS [IpakTnueckue
3a/laHus
Tema 6 Opranuszanus onepatuBHoro | Bormpocsr k 3auery ¢ Bomnpocsl k TectupoBanue
U APXMBHOI0 XpPaHEHUS JOKYMEHTOB OLICHKOH YCTHOMY OIIpOCY
[IpakTnueckue
3a/laHus
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7.4.1. KOMIUVIEKT OHEHOYHbBIX CPEJACTB IS TEKYHIEI'O KOHTPOJIA

Texymuii KOHTPOJb 3HAHWHA TMPEACTABISET COO0OW KOHTPOJIh OCBOSHHUS IPOTPAMMHOTO
MaTepuanga y4eOHOH IHUCHUIUIMHBI, C IEJNbI0 CBOEBPEMEHHOW KOppEeKUHUHU OOydeHHUs, aKTUBU3ALUU
CaMOCTOSITEITLHOUW pa0OThl M IPOBEPKH YPOBHS 3HAHUN M YMEHUHN 00ydaromuxcs, COpMUPOBAHHOCTH
KOMITIETEHIMH. Pe3ynbTaThl TEKYIIEro KOHTPOJIS 3aHOCSTCS B KypHAJIbl yYCOHBIX 3aHITHIA.

DOpMBI TEKYIIETO KOHTPOJIS 3HAHWMN:

- YCTHBIN OIpPOC;

- BBIIIOJIHEHUE IIPAKTUYECKUX 3aJaHUK;

- TECTUPOBAHUE.

[IpopaboTka KOHCHEKTa JEKIHA M y4eOHOH JUTepaTyphl OCYIIECTBISETCS CTYIACHTAaMH B
TEUEHUE BCEr0 CEMECTPA, MTOCIIE U3yUYEHUs HOBOU TEMBI.

IIpenonaBaresib KOHTPOIMPYET 3HAHME CTYIAEHTOM IIPOWMJIEHHOTO Marepuala C IIOMOLIbIO
KOHTPOJIBHBIX BOIIPOCOB WJIM TECTUPOBAHUA.

Bonpoch! 1Jist TEKYIIEro KOHTPOJIsi 3HAHMI (YCTHBII onpoc)
Dopmupyemoie komnemenyuu — OK 02, OK 05, IIK 2.2, IIK 2.7
1. Kakue ocHOBHBIE 3aKOHBI perynupyoot J0Y?
2. Kakoii cranaapT ucnoab3yroT st 0hOpMIICHHUS! OPraHU3aIMOHHO-PACTOPSIUTEIBHBIX
JIOKYMEHTOB?

3. Uro moHmMaeTcs ol yHupUKaIei U CTaHaapTH3aIuei?
4. Yto mpencrasisietr coboit YauduiupoBaHHas cucrema g1okymeHToB (I0VY)?
5. C xakoii nensto pazpadoran u BeseH B aelictsue 'OCT P 6.30-2003 «YHuduuupoBaHHble

CUCTEMBI JOKYMEHTaH?
6. Yro mpencrapuser co0oii O1aHK JOKyMeHTa?
7. Kakue Bubl pacronoxeHus: peKBU3UTOB Bl 3Haere?
8. Kakue pekBU3UTHI BXOAAT B COCTaB 00I11ero O1aHKa?
9. Kakwue pekBH3UTHI BXOJIAT B COCTAB OJIaHKA JUISI TUCEM?
10. Kak (hopmynupyercst 3aroIoBOK K TEKCTY JOKyMeHTa?
11. Kakwue 351eMeHThI BKJIFOUAIOTCSl B COCTaB PEKBU3UTA «aapecaT»?
12. CkonbKo aipecoB MaKCUMaIbHO MOXKHO IIOMECTUTh HA OJTHOM JOKYMEHTE?
13. Kakue 351eMeHTBI BXOJIAT B COCTaB TpUda CoriiacoBaHus?
14. Kakue 351eMeHTBI BXOJAT B COCTaB rpuda yTBepxaeHus?
15. Kakue 35eMeHTbl B PEKBU3UTE «ITIOJNKCH) JI0JKHA 3aTparuBaTh nevarsb?
16. 13 xakux yacTeit COCTOMT TEKCT NMpHUKa3a?
17. Kax ¢popMynupyercs 3arojoBoK K Ipukaszy?
18. Kak (hopMynupyroTcs MyHKTHI pHKa3a?
19. Kakoii popMynupoBKoOif 3aKaHUMBAETCS TEKCT pHUKa3a?
20. Korna uznaercs pacnopsixkenue?
21. Kak popmynupyercst 3arooBOK K paciopsnKeHHIO?
22. KakuMu clloBaMM HAUMHAETCsl paCHOPSINTENbHAS YacTh PACIOPSKEHUs?
23. Ha xakom GraHke 0(hopMIISIeTCS paciopsiKeHHE?
24. B kakux ciy4asx U3Jaercs ykazaHue?
25. Kak popmynupyercst 3aroioBOK K yKa3aHUIO?
26. Kakumu ciioBaMM MOYKET HAaUMHATHCS pacliopsAAUTENbHAs YaCTh YKa3aHUs ?
27. Kakoit popMyITnpoBKOil 3aKaHUNBACTCS TEKCT YKa3aHUS?
28. KeM coCTaBISIOTCS aKThI?
29. Kakne pyOpHKY BBIACTSIOTCS BO BBOJIHOW YacTH aKTa?
30. Yro yka3bIBalOT B KOHCTATUPYIOIIEH yacTu akTa?
31. HazoBute pyOpUKH BBOJHOW YaCTH IMPOTOKOIA?
32. U3 KaKkuxX pazziesioB COCTOMT OCHOBHAsI YacTh MPOTOKOJIA?
33. Kak popmynupyercs moCTaHOBISIONMIAS YaCTh MPOTOKOA?
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34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.

53.
54,

55.
56.
57.
58.
59.
60.
61.
62.
63.
64.

B kakux cinyyasx co3garoTcs TOKIagHbIe 3alTUCKU?

Ha xakue BUABI NETISATCS TOKIATHEIE 3alIUCKH?

N3 xakux yacTeil COCTOUT TEKCT JOKJIAAHON 3aUCKU?

Urto Takoe crpaBka?

Kakwue ObiBaroT cripaBku?

Kakue pekBU3UTHI COJEPKUT JINYHAs cripaBKa?

Kaxkue mpukassl Ha3pIBalOTCA MPUKA3aMU IO JINYHOMY COCTaBy?

Kak ¢popmynupyeTcs 3aroioBoK K CBOJHOMY MpUKa3y?

Kak odopmiisieTcs: Bu3a 03HaKOMJICHHUS B IIPUKA3aX 10 JIMYHOMY COCTaBy?

W3 kakuX CTPYKTYPHBIX 2JIEMEHTOB COCTOUT XapaKTepUCTUKA?

KTto nmoanuceiBaeT xapakTepucTuky?

Kak numercs 3asBienue?

Kak odopmisiercs pacriucka?

UYto npeacTaBisieT co00i T0BEpEHHOCTh?

Kakue ObIBaroT BUIBI JOBEPEHHOCTEH?

Kakue pekBU3UTHI BXOJAT B COCTaB OJaHKa AJIs TUCEM?

Kakue BapuanThl 0popMIICHHS OJTAHKOB CITY)KEOHBIX IMHCEM BbI 3HaeTe?

B kakux cinydasx ciayxeOHOe MHUChbMO cocTapisieTcs: Ha Oimanke gpopmara AS?
Haiite  oOmyr0o  XapakTEepPUCTHUKY  OpPraHU3allMOHHBIX  TEXHUYECKUX  CPEACTB B
«/loxkymMeHTalMOHHOM 00€CIICYeHUH YIIPABICHUSI.

Kakue koMIbroTepHbIE CPEACTBA IPUMEHSIOTCS 1711 TOATOTOBKU JJOKYMEHTOB?
Kakwue 3akoHOaTeNnbHbIe aKThl MPEIIMUCHIBAIOT 0043aTEIbHOCTD TOKYMEHTUPOBAHUS
uH(popmanuu?

Kakue TpeboBaHus K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIATEIbHBIX aKTax?

Ha koro B037105k€HO METOIMYECKOE PYKOBOJICTBO MTOCTAHOBKOM JIEJIOMPOU3BOCTBA B CTpaHe?
KaxoBo 3nauenue 'CZIOY u uTo OHa pernmaMeHTupyer?

Urto persniaMeHTUpyeT TUIOBAst HHCTPYKIHS 1O JEIONPOU3BOJICTBY?

B uem 3nauenune EI'C/1?

Uto Takoe TOKyMEHT?

Yro Takoe JOKyMEeHTO000poT?

Kaxkue 6anku opraHu3amnui BaM U3BECTHBI?

UYro Takoe o0t 61aHK opranuzanun?

Kakue TpeboBaHus NpeIbsaBISIOTCS K XpaHEHUIO OJJaHKOB ITUCEM?

HpHMeprlﬁ MNEPECICHb NMPAKTHYCCKUX 3aJaHUH O TUCIHUILJINHE

Dopmupyemoie komnemenyuu — OK 02, OK 05, IIK 2.2, IIK 2.7

1.

3aoanue 1
CocTaBuUTh  NHUCHMO-TIPUIJIALIIEHHE  OPraHU3alMOHHOTO  KOMHTETa  «OKCIOLEHTP» C
IIPEIIOKEHUEM TTOCETUTh MEXKIYHAPOJIHYIO CIIELHUAIU3UPOBAHHYIO BBICTABKY «OJKOHOMMS
MaTepUaJbHBIX W TOIUIMBHO-DHEPI€TUYECKUX  PECYpCOB B  CTPOMUTENBCTBE U
IIPOMBIIIJIEHHOCTHY». BBICTaBKka NPOXOAUT B MABUIBOHE BBICTABOYHOIO KOMILJIEKCAa B T.
Camapa.
CocrtaBbTe JOKIAJHYIO 3alUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEIIO NMPEeaNpUiTus 00 yrepe
pabotHukom CrenanoBbiM [.M. mucbMa-3anpoca, MOCTYNMBIIETO B afpec MPEINpHUsITHS J1Ba
MecsLa Ha3aj.
Hanummure 3asBienue o npueme Bac Ha paboTy 3KOHOMUCTOM B TOCYIapCTBEHHOE
NpeanpusATHE MO CBsA3U U UH(popMaTHKe «PoccBa3buHBOpMY.
CocraBbte rapantuitHoe mucbMo AO «Oxocan» [TAO «IIporpecc» 06 okazaHUU TEXHUUECKOM
noMoIIM B pa3paboTke pabouux ueprexeidl HacocHOM craHuuu. AO «3DKocaH» MPOCHUT
MIPOM3BECTH ATy pabOTy HEMOCPEACTBEHHO Ha IJIOUIAJIKE.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

CocraBbre u odopmure tererpammy OOO «tHOnucud» Kemeporckomy npeamnpusituio AO
«Kpucrtaim» 0 mOJHOM OTKa3e OT OIUIAThl 3a MOCTYNHMBUIYIO NPOIYKLIHIO B CBSI3H C TEM, YTO
3Ta MPOAYKIMS He ObuIa 3akazaHa. OcTallbHbIE PEKBU3HUTHI YKAKUTE CAMOCTOSITEIHHO.
Hanummre 3asBieHue o mpefocTaBieHHMH Bam OTHycka MO ceMeWHBIM OOCTOSITENBCTBAM.
OcTanbHble pEKBU3UTHI YKAXKUTE CAMOCTOSITEIIBHO.

CoctaBbTe MHUCHMO-OTBET THMorpadguu msnatenbctBa «Hayka» o0IIecTBY € OrpaHUYeHHOMN
OTBETCTBEHHOCTbIO «TpHMHMKA» O BO3MOKHOCTH BBIIIOJIHUTH 3aKa3 HAa M3rOTOBJIECHHUE OJAHKOB
y4eTa U OTYETHOCTH.

Hanumwure npuka3 renepanpHoro aupekropa AO «Mmmynbe» o mpueme Bac Ha paboTy
OyXTaJTepoOM.

Hanwummre 3asBnenne Ha uMsi AUpeKTopa o0 u3MeHeHnu Bameit ¢pamuinny B CBsI3U C
perucrpanuei 6paka.

CocTaBbTe  XapaKTEpUCTHKY-PEKOMEHJAIMIO padoTHUMKa Bamero mnpeanpustus s
nocrymienuss ero B acnupantypy PIAOY BO «Camapckuii  rocyaapCTBEHHbBIN
SKOHOMMYECKUN YHUBEPCUTETY.

Hanummure 3asBienue o0 yBOIbHEHUH € Pa0OTHI IO COOCTBEHHOMY >KEJIaHUIO.

CocTtaBpTe OOBSICHUTEIbHYIO 3alMCKy C YKa3aHWEM [PUYMHBI HapyLIEHHs TPYyJI0BOU
JUCIUILTUHBI paOOTHHUKA

CocraBbTe TPOTOKOI 3acenanus mpodcorosnoro komutera AO «Xiebd» 0 BbIICIECHUN TyTEBOK
B caHaTopuil «Yaiika» pabOTHUKAM MPEANPUITHS.

CocTaBpTe akT O mpUeMe-Tiepeadye el B apXWUB 3aBEAYIOLIUM OT/AEJIOM KalUuTaJbHOIO
ctpoutenbcTBa AO «CTpoiuHBECTY.

CocraBpTe HWH(POPMALMOHHOE THCHMO O 3aBEPIICHHM CpOKa TpueMa 3asBICHUN s
perucTpaluy y4aCTHUKOB HAay4YHO-TIpakTHUecKoi koHpepeHuunu. HasBanue koHbepeHUUU u
CPOKH TIPOBEJICHUS KOHPEPEHIIUU 0003HAYBTE CAMOCTOSITEIILHO.

CocraBbTe CONPOBOAMUTENBHOE NMUCBMO O HampaBiieHUH B aapec AO «PagoH» nuueH3uu Ha
BBIBO3 OBITOBBIX OTXO/IOB.

CocrtaBbTe TenedoHorpaMmy O MPOBEACHUH COBEIIAHUS B MUHUCTEPCTBE 3APaBOOXPAHEHUS C
yKa3zaHueM 00CyXK1aeMOoro BOIIPOC.

CoctaBuTh U 0POPMHUTH PEKIIAMHOE MUCHMO O MPOJAXKE YACTHBIM JIUIAM U TOCYJapCTBEHHBIM
MPEANPUATHIM NEPCOHATBHBIX KOMITBIOTEPOB O JOTOBOPHOM CTOMMOCTH U O BO3MOXKHOCTH
MIPUHUMATh 3aKa3bl HA COCTABJICHHE MPOTPaMM

IIpumepHBIe TECTOBbIE BONPOCHI O TUCHHUIVINHE

Dopmupyemoie komnemenyuu — OK 02, OK 05, IIK 2.2, IIK 2.7

a)
6)

B)

a)
6)

1.Jlenonpou3BoOACTBO:
cucreMa COCTaBJICHUS u XpaHEeHUs JIOKYMEHTOB;
3allucCh I/IH(l)OpMaIH/H/I Ha Pa3INIHBIX HOCUTCIIAX 110 YCTAaHOBJICHHBIM IMpaBHJIaM;

oTpaciib ACATCIIBHOCTH, 06CCHCI‘II/IB3.I-OH_[8.$I JAOKYMCHTHPOBAHUC U OpPraHU3allvIo pa6OTBI C
O(i)I/IHI/IaJ'IBHI)IMI/I AOKYMCHTAaMH.

2. Tlonsitue CIOKYMCHTUPOBAHUCH

3anuch HHopMaLUu U 0opopMIIEHUE TOKYMEHTA;
3anuch MHGOPMAIMK HA Pa3IMYHBIX HOCUTEIISAX 110 YCTaHOBJICHHBIM IpaBUIIaM;
B) XpaHEHHUE JIOKyMEHTa.

3.JIokyMeHT0000POT:

a) yclIoBHOE 0003HaYEHHE, ITPHCEBAEMOE JOKYMEHTY B ITPOLIECCE YUEeTa U UCTIOTHEHUS;

0) JABIXEHHE JOKYMEHTOB B OpraHM3allii C MOMEHTA UX CO3/JaHMs WM TOJTYYEHUS 10 3aBepIICHUS
WCIIOJIHEHUS WM OTIIPaBJICHUS aJipecary;

B) OTpacib AEATENIbHOCTH, 00eCIIeUnBAIONIasl TJOKYMEHTHPOBAHNE M OPTraHU3aLUI0 PAOOTHI C
opUIHMATBEHBIMHA TOKYMEHTaMHU.

4. OpurrHan 10KyMEHTa:
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a) TepBOHAYAIBHBIN SK3eMIUISIP JOKYMEHTA,
0) DSK3eMIUIAp TOKYMEHTA, SIBJISIOIIUICS NCXOAHBIM MaTEPHAIIOM ;
B) BCE OTBETHI BEPHBI.
5.3akoHbl PO pensarcs Ha:
a) Yka3sl npe3ujieHTa u nocranonieHus [Ipasurenscrea PO;
06) HopmartuBHble akThl (peepaabHbIX OPraHOB UCIIOJIHUTEIbHON BIACTH
B) BCE OTBETHI BEPHBI.

6. Konus:

a) MJIEHTUYHOE, BOCIIPOU3BEACHUE OIIMHHNKA, OCTAIOIIAsACA B J€JIaX NPEANpUATHs, KaK IpaBuio,
HE 3aBepseTCsl MOAMUCHIO TOJKHOCTHOTO JIUIIA;

0) WAEHTHUYHOE, 3aBEPEHHOE JOJDKHOCTHBIM JIUIIOM BOCIPOU3BEACHUE MTOATMHHNKA;

B) HET BEPHOI'O OTBETA.

7.PanioHaIbHO OpPraHHU30BAaHHBIN KOMIUIEKC B3aMMOCBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIN I10
€IMHBIM IIpaBUJIaM M TpPeOOBAaHUSAM M IPHUMEHSEMBIH B OINPENEICHHON 00JacTH JesTeIbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJIapTU3aLuei;
0) yHUPUIIUPOBAHHOW CUCTEMOW JOKYMEHTAIUH;
B) KJIacCU(PHUKATOPOM YIPABICHUECKONU JOKYMEHTAIUH.
8. PexkBU3UT 1OKyMEHTA:
a) o0s3aTenbHBIN N1eMeHT 0hopMIIeHUS O(PUIINATHHOTO JOKYMEHTA;
0) ToMeTKa, yKa3bIBaroIas Ha 0COObI XapakTep;
B) YCIOBHOE 00O3HAYCHHE, IPUCEBAEMOE JJOKYMEHTY B IIpoLecce yueTa (perucTpauuu) 1
UCIIOJIHEHUSI.

9. Crannaptel opranuzanuii B Poccun Moryt pazpa0aTbIBaThCsl U IPUMEHATHCS
OpraHMU3alMsIMU B CIEAYIOIUX CIydasx:

a) Juid o0ecreyeHHs UCIOIb30BAHUS Ha MPEANPUATHIX TeXxHUUeckuX periamenToB PO, 'OCT P,
I'OCT, MexayHapOoAHbIX, HALIMOHAJIBHBIX CTAHIAPTOB 3apyOEKHBIX CTPaH, CTAHAAPTOB HAYUHO
TEXHUYECKUX, NH)KEHEPHBIX O0ILECTB U APYrux obiecTBeHHbIX o0benuHenuit, CTII apyrux
OpraHM3alMii, a TAaKXKEe Ha CO3/1aBAEMbIC HA JJAHHOM MPEANPUATHH IPOIYKIUIO, YCIYTH U
IIPOM3BOICTBEHHBIE TIPOIIECCHI (PaOOTHI);

0) peructpauu GopM TOKYMEHTOB, YIIOPSA0UYEHUS MHPOPMAIIMOHHBIX TOTOKOB B HAPOTHOM
XO03SICTBE, COKpAIIEHUsI KOJTMYECTBA MPUMEHAEMBIX (POPM, pallMOHAIIbHOW OpraHu3aIllii KOHTPOJIA 32
MIPUMEHEHUEM YHU(PUIIMPOBAHHBIX (OPM JIOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. HaunonansHble ctangaptel 1 O6mepoccuiickue Ki1acCu(puKaTopbl TEXHUKO-
HKOHOMHYECKON U COIMaIbHON HH(OpMAIIK, B TOM YHCIIE TIPAaBUIIa UX Pa3pabOTKU U IPUMEHEHMUS,
MIPEJICTaBISIOT COOOM:

a) MEXHAIMOHAJBHYI CUCTEMY CTaHAapTH3ALUH;
0) HalMOHAJIBbHYIO CUCTEMY CTaHJapTU3AILIHH;
B) CHUCTEMY CTaHJapTH3alHH.
11.I'oct 9327-60* ycTanaBnuBaeT TpH psijia MOTPEOUTETHCKUX (POpMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.

12. icxoaHbIM (pOpMATOB SBIISETCS:

a) dopmar A0, mIomamb KOTOPoro pasHa 1 M? ¢ TaGapuTHEIME pazMepamu 842X 1189 mm.;
6) dopmar A0, mIomans KOTOPOro paBHa 2M? ¢ rabapuTHEIME pasmepamu 842X 1189 M. ;
B) (opmar A4, miomaas KoToporo paBHa 1,5M% ¢ raGaputHbIME pasMepamu 842X1189 mw.

13. Kaxplit TucT 1oKyMeHTa, opOpMIICHHBIH Kak Ha OjaHke, Tak u 6e3 Hero, cornacHo ['OCT

P 6.30 nomxeH UMETh NOJIsl HE MEHEE. MM:
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a) 10 — neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIDKHEE;
0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE,
B) 20 — neBoe, 10-mpaBoe, 20 — Bepxnee, 20 - HIKHEE.
14. Ilpu cocTaBneHUN MHOTOCTPAHUYHBIX JOKYMEHTOB BTOPAsl U MOCIEAYIOIIUE CTPAHUIIBI:
a) TOJKHBI OBITH IPOHYMEPOBAHEI;
0) HymMepoBKa He 00s3aTeIbHA;
B) IPOHYMEPOBBIBACTCS BCE CTPAHUIIBI, KPOME TUTYJIBHOTO JTUCTA.
15. Homep cTpaHuiibl HAHOCUTCS Ha:
a) BEpXHEM IOJIe JIMCTa TOCEPEANHE;
0) HIKHEM I10JIE JIUCTA TIOCEPETUHE;
B) BEPXHEM WJIM HUKHEM II0JIC JICTA B TPABOM YTIIy.
16. CkoJIbKO CITOCOOOB HAIMMCAHUS AT PUMEHSFOTCS?
a) aBa: MUQPPOBOI U CIOBECHO-IIU(PPOBOIA;
0) Tpu: MdpoBOi, CIIOBECHO-ITU(POBON M aBTOMATH3UPOBAHHBIN;
B) JIBa: PyYHBIM CIIOCOOOM Y MAIIMHHBIM.
17. B 1oKyMeHTax IONMYCKAKOTCSI COKpAIICHUS:
a) TOJIbKO OOIIENMPUHSATHIE COKPAIIICHUS CIIOB;
0) oOmIeTpUHSATHIC COKPAILIEHHS, a TaKXKe COKPAIlleHUs OTOBOPEHHBIE HOPMATUBHBIMU JJOKYMEHTAMU;
B) HET BEPHOI'O OTBETA.
18. Ilpu HanmrcaHUKM MHOTO3HAYHBIX YUCEI TPOU3BOJUTCS UX TPYIIIUPOBKA CIIpaBa HAJIEBO IO
a) 1Be IUQpHI;
0) Tpu HUbPHI;
B) YETHIPE UQPHI.
20. Tabmuna — 310...
a) TepedeHb KaKuX-I100 MmoKas3aTesei, COCTABICHHBIN B ONPEACIICHHOM MOPSIKE;
0) oduIMaTBHBIA JOKYMEHT, UCIIOJIb3yEeMbIi B TEKYIIEH NeSTEIbHOCTH OPraHu3allnu;
B) (opma moxyMeHTa, B KOTOPOM TEKCTOBBIE HITH HU(POBBIE CBEICHUS pa3MeEIICHBI 10 Tpadam.
21.KoMOuHanuo U3 3HaKOB THPE U KaBbIUEK (-«-) JIJIs 3aMEHBI TOBTOPSIOIINXCS CIOB
MIPUMCHSITH
a) JOIyCKaeTcs,
0) He omycKaeTcs;
B) JIOMyCKAeTCsI MPU 3aMOTHEHUM TaOJIHII.
22. Kak pacmudpossiBaercs abOpesuarypa OP/]?
a) OOnacTHOU pacnopsAIUTENbHBIN IeTIapTAMEHT;
0) OpranuzanmoOHHO-PACTIOPSIUTEIBHBIE TOKYMEHTHI;
B) Opranu3anuoOHHO-PACTIOPSIIUTENbHBIN JIeTTapTaMEeHT.
23. OPJI xiaccuuuupyroTcs Ha TP TPYIIIIbL:
a) OpraHU3aI[MOHHO-TPABOBAs JOKYMEHTAIIMS, PACTIOPSIAUTEIbHAS] TOKYMEHTALIUS U
WH()OPMAIIMOHHO-CIIPABOYHAS TOKYMEHTAITHUS;
0) omepaTUBHO — HH(POPMAIIMOHHAS JOKYMEHTAIIHS, CIIPaBOYHO-UH(POPMAIIMOHHAS TOKYMEHTAIIHS,
pacropsanTeNbHas JOKYMEHTAIHS;
B) HET BEpHOT'O OTBETA.
24.06mepoccuiickuit knaccupurarop (OKVY ) B uncino OP/I, BkiItodaeT JOKyMEHTHI 1O
JTUYHOMY COCTaBY:
a) 3asBIICHUS, JIMYHBIC KAPTOUKH;
0) mpuKa3sbl (pacopsLKEHUs ) O IpUeMe Ha paboTy;
B) BCE OTBETHI BEPHBHI.
25. biaHk TOKyMeHTa:
a) 3aUKCUpOBaHHAS HA MaTePUAILHOM HOCUTENE HHPOPMAITUS C PEKBU3UTAMH, TIO3BOJISIONINMH €€
UICHTHPHUIIPOBATH;
0) oduIMATBHBIN JOKYMEHT, OTIPABIIIEMbIN U3 YUPEKICHNUS;

21



B) CTaHJIAPTHBIN JUCT OyMaru ¢ HAHECEHHBIMH HAa HEM MOCTOSIHHBIMU PEKBU3UTAMH, COJIEPKAIUMHU
HE0OX0oauMYI0 HH(GOPMAIUI0 00 OpraHU3allii — aBTOPE JTOKYMEHTA.

26. Jlns opraHuszanuu, €€ CTPYKTYPHBIX MOJpPA3AEICHUH, AOKHOCTHOIO JIMIA YCTAHOBJIEHBI

CJIeTyIOIIHe BUbI OJIAHKOB:

a) oOmuii, O;1aHK MUChMa, OJJAHK KOHKPETHOTO BHJIA JIOKYMEHTA,

0) cTaHIapTHBIN, OTaHK TaOJIMIIBI, OJJAHK KOHKPETHOTO BUA JOKYMEHTA;
B) HET BEPHOI'O OTBETA.

27. I'epboBbie GIaHKH TOKYMEHTOB, T.€. OJJaHKU ¢ BocnpousBereHreM ['ocynapcTBeHHOro repda
P® u repbom cyonekToB PO, siBisiercs
a) rpadYECKON TPOTYKIIMEH, TTOAJICKAIICH yUeTy;

0) monurpadUUECKON MPOTYKIIUEH, MOATIeKAIIEH YUETY;
B) TOCYJAapCTBEHHOM MPOAYKIIUEH, MOJIS)KAIICH YUETY.

28.B o¢unmanbHO-IeT0BOM CTUIIC PEUYH BBIICISIOTCS MOICTHIIN:

a) 3aKOHOJATENbHBIN, UHCTPYKTUBHO-METOAMYECKUN, OPTraHU3alIMOHHO-PACTIOPSAUTEIbHBIN;
0) CTAaTHCTUYECKUH, TEXHUYCCKHMA, TUTIIOMATHYECKUN U JIp.;
B) BCE OTBETHI BEPHBHI.

29. IIpu MOATOTOBKE TEKCTA CIYKEeOHOTO JOKYMEHTA JOJDKHBI COOIIOAThCS CIISAYIOIIHE
OCHOBHBI€ MTPUHIIMIIBL: JOCTOBEPHOCTh U OOBEKTUBHOCTD COEPIKAHMUSL, TTOJIHOTA HH(OPMAIIHH,
KpPaTKOCTb U3JI0KEHUSI, OTCYTCTBHE PACCYXJAECHUM U IOBECTBOBAHUS, HEUTPAIbHOCTh TOHA U3JI0KEHUS,
UCIOJIb30BaHUE CPEJICTB JIOTUYECKOM, a HE SMOIIMOHATBHO-IKCIIPECCUBHON OLIEHKH CUTYAllUH U
(daktoB. Takoli CTUIIb U3TI0KEHUS HA3BIBAIOT
a) GopMaIbHO-JIOTHYECKUM
0) opUITMATEHO-ICTIOBEIM;

B) HET BEpHOT'O OTBETA.
30.Crioco6 dopmanm3anuu coctTaBa HHPOpPMAIIMH, COIePIKAIICIHCS B HEH — 3TO:
a) pacrnopsHKeHUE;
0) KOMITO3UIIHS TOKYMEHTA;
B) PEKBU3UT MOCTOSHHBIN.

31. Bb16op TOro wiiM MHOTO SA3BIKOBOTO 000POTa U3 YKCIIa BO3MOKHBIX OMPEIEISETCS:

a) 3aKOHOJATEeNbHBIMU U HOPMATUBHBIMU aKTaMU;
0) JTOKaIbHBIMM aKTAMH U YCTaBOM OpTaHU3allNy;
B) HET BEpHOI'O OTBETA.

32. Haiigute omuOKH, CBsI3aHHbIE C HEMPABUIBHBIM MOPSIIKOM CJIOB B MPEJIOKEHNUHU, BHIOEpUTE
IIPaBWJIBHO COCTaBJIEHHOE MPEJIOKEHHUE.

a) «/lns onpenenenus GoHa OIIaThl B KOHIIE '0/1a YTOUHSAIOTCS PACLEHKHU 33 IPOAYKIIUIO;
0) «lns onpeneneHus poHAa OMIaThl PaClEHKHU 3 MPOIYKIIUIO YTOUHSIOTCS B KOHIIE TOJIa;
B) HET BEPHOT'O OTBETA.

33.Haiigute omuOku HapyuieHus cneuu@uku ynoTrpeOleHus AeenpuyacTHBIX OOOPOTOB.
Br16epuTe npaBUIbHO COCTABIEHHOE MPEIIOKEHUE.

a) «[Ipu n3ydyeHuu npoGiieM ropoJICKOro TPAaHCIOPTa yueHbIE MOTYUNIN HHTEPECHbBIE PE3YIbTAThIY;
0) «M3yuas npobeMbl TOPOJICKOT0 TPAHCIIOPTA, YUEHBIMU ObUIN MOJIyY€Hbl HHTEPECHBIE
pe3yabTaThI»;

B) HET BEPHOT'O OTBETA.

34. Haiinute HenmpaBWIIbBHOE MCIOJIb30BaHUE MPEUIOroB. BriOepuTe mMpaBHIBHO COCTAaBIEHHOE
MIpeIJIo’KEHUE.
a) «llex Hy)xIaeTcs B peMOHTE, O IPOU3BOACTBE KOTOPOTO MbI HACTOSATENILHO TPEOyeM»;
0) «llex Hy»X)aeTcsi B pEMOHTE, MPON3BOJICTBA KOTOPOT'O MBI HACTOSITEIIBHO TPEOyeM»;
B) BCE OTBETHI BEPHBI.

35. Opranu3alOHHO-TIPABOBHIE JOKYMEHTBI OIIPENEIISIOT:
a) YYETHYIO MOJIUTUKY MPEIPUATHS, TOPAJOK padoThI,
0) cTaTyc NpeanpusTUs, NOPAJOK UX pabOThI;
B) OPraHU3allMOHHYIO U YNPABIEHUYECKYIO JESATEIBHOCTD.
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36. OgHa W3 OCHOBHBIX YIpPaBICHUECKUX (YHKIMH, pealm3yeMbIX B JIEATEIBHOCTH
OpraHu3aIyi, NPeAnPUITHH, GUPM:
a) GyHKIMS GOPMUPOBAHHSI CUCTEMBI U TIPOLIECCOB YIIPABICHUS;
0) GyHKLMS OpraHU3alMK CUCTEMBI U MPOLIECCOB YIIPaBIICHHUS;
B) (YHKIMSI CHCTEMATH3aLUU CUCTEMBI B ITPOLIECCOB YIIPABICHHUS.
37. Ycras :
a) pUINIecKr 0(OPMIICHHBIN TIEPEYCHb JOKYMEHTOB;
0) IpaBOBOM aKT, ONPEAEISIIOIUN CTPYKTYPY, GYHKIHHU U IIpaBa OpraHu3aluu, Gupmsl;
B) NPABOBOM aKT, N3/1aBa€MbIil pyKOBOJUTENEM JJIsl PELLIEHUSI OCHOBHBIX M ONIEPATUBHBIX 3a]1a4,
CTOSAILIUX IEPE]l OPraHU3aLUEH.

38. llltatHoE pacnucaHue:

a) IPaBOBOM aKT, yCTaHABJIMBAIOLIUI ITATHBIA COCTAB U YUCIEHHOCTh OPraHU3alMi B COOTBETCTBUH C

ee YcraBoM (Ilonoxenuem);

0) IpaBOBOM aKT, U3JaBAEMbI PYKOBOJIUTEIIEM, YCTAaHABINBAIOUIMM ITaTHBINA COCTAB U YUCIEHHOCTh

opraHu3aiuu B cooTBeTCTBHUM C e Y craBoM ([lonoxenuem);

B) IOpuAMUYECKU 0(OPMIICHHBIN NPAaBOBOH aAKT, U37JaBA€MbI PYKOBOJUTEIIEM, YCTaHABIMBAIOIIUN

LITaTHBII COCTaB ¥ YUCJIEHHOCTh OPraHU3allii B COOTBETCTBUHU ¢ €€ Y craBoM (Ilonoxenuem).
39.11ItaTHOE pacnycaHue MOArOTAaBIMBAETCS 110 YHUPHUIUPOBAHHON opme

a) T-2;

0) T-3;

B) T-4.

40. IIpaBoBoii aKT, ONpENENAIOLUIMI MOPsIOK o00pa3oBaHus, IPAaBOBOM cTaTryc, IIpaBa,
00513aHHOCTH, OPTaHU3AINI0 paOOTH OPraHU3AIMH, CTPYKTYPHOTO TIOpa3 ICIICHUS:
a) CTaHIapT;

0) MOJI0)KEHHUE;
B) MHCTPYKIIHSI.

41. [IpaBoBO# aKT, yCTaHABIMBAIOLIMNA TMpaBUJIa, PEryIUPYIOIIME OPraHU3alMOHHBIC, HAYYHO-
TEXHUYECKHE, TEXHOJOrn4yeckue, (MHAHCOBbIE M WHBIE CTOPOHBI JAEATENBHOCTU YUPEXKICHHH,
OpraHM3alui, IpeIpPUITHI, UX TOAPA3ACIECHUMN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKIIUS;
0) MoJI0XKEeHuUe;
B) perjaMeHT.

42. NomKHOCTHAST MHCTPYKIIHS:

a) HOPMATHUBHBINA JOKYMEHT, H3/1aBaeMblii OpraHu3aIien B 1esX periaMeHTaluu I TeIbHOCTH
OpraHU3aIOHHO-TIPABOBOTO MOJIOKEHUSI paOOTHHUKA, €T0 00sI3aHHOCTEN, MPaB, OTBETCTBEHHOCTH U
obecriedeHus yciaoBuit ero 3¢ peKTUBHON pabOThI;

0) [IpaBoBo#1 aKkT, ycTaHaBIMBAIOIIUN MTPaBUIIa, PETYIUPYIOIINE OpraHN3allMOHHbIE, HAY4YHO-
TEeXHUYECKHE, TEXHOJIOTHYeCcKHe, (PMHAHCOBBIE U MHBIE CTOPOHBI JIEITEILHOCTH YUPEKACHUH,
OpraHM3alui, IpeNpPUITHH, UX MOAPA3ACICHNN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUII;

B) IPUHATHIN B YUYPEKICHUM MOPSJIOK CO37aHUsA, 0QOPMIIEHUS U UCTIOTHEHUS TOKYMEHTOB.

43. IlpaBoBOoi aKT, MNpPUHUMAEMbli KOJUIETHAJIbHBIMM M COBELIATENIbHBIMH OpraHaMu
YUpEXIEeHUHN, OpraHu3anuii, OpeanpusaTHid B LEIIX pa3pelieHus HaubOojiee BaXKHBIX BOIPOCOB HX
NeSITEIbHOCTH, HAa3bIBACTCSI
a) pelIeHueM;

0) mpuKa3om;
B) IIOCTAHOBJICHUEM.

44. JIokyMeHT, cojaepKallui 3amuch XoAa OOCY)KJIEHHUS BOIPOCOB W TNPUHSATHUS pEIICHUN Ha
coOpaHMsIX, 3aCeJaHMsIX, COBEIIAaHUSIX, KOH(EPEHIUX, 1ETOBBIX BCTpeyax:

a) yKa3aHWue,
0) IpOTOKOJT;
B) pacropsKeHue.
45. B pe3ynbTare NpOXOKIACHUS IPOLETypbl OTOOpA MPUHATHS Ha paboTy IpakJaHe MOJat0T
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a) pe3roMe;
0) MUChbMEHHOE 3asBJICHUE;
B) QHKETY.
46. 3asBNeHUE 0 MpUeMe Ha paboTy COCTABIISCTCS
a) aBTOMaTU3UPOBAHHBIM CIIOCOOOM;
0) pyYHBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHHBI.
47. B 3agBieHue o mprueMe Ha paboTy yKa3bIBAIOTCS CIEAYIOIIUE IaHHbIe:
a) ajgpecart, aBTOp, MECTO MPOKMBAHNS, HAUMEHOBAHNE BUJIA IOKYMEHTA, TEKCT C YKa3aHUEM
JOJHKHOCTH;
0) anpecart, aBTOp, MECTO IIPO’KMBAaHUS, HANMEHOBaHHUE BUIA JOKYMEHTA, TEKCT C yKa3aHHEM
JOJKHOCTH, TOATMKCH 3asiBUTEIS, 1aTa COCTABICHHUS;
B) HET BEPHOT'O OTBETA.
48.0cHoBHOM (hOopMOii peanu3anuy mpaBa Ha TPYI ABJISICTCS 3aKIFOYCHUE
a) JIOroBOpa;
0) TPyZIOBOTO JOTOBOPA;
B) KOHTPAKTA.
49. OcHOBHBIE TPEOOBaHMS K COJICPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYJOBOMY 3aKOHOJIaTEJIbCTBY;
0) ero COOTBETCTBHE CYIIECTBYIOIIEMY TPYAOBOMY 3aKOHOJATENLCTBY U JIOKAIBHBIM aKTaM
OpraHu3aluy;
B) ero coorBeTcTBUE TK PD.
50. IIpuka3 o npueme paboTHHKA Ha pabOTy UMeeT YHH(PHUIUPOBAHHYIO (HOpMY
a) T-1;
0) T-2;
B) T-3.
51. JInynast kapTouKa SIBJIIETCS OCHOBHBIM YYETHBIM JOKYMEHTOM pa0OTHUKA U UMEET
yHUPUIHPOBaAHHYIO popmy:
a) T-1;
0) T-2;
B) T-3.
52. XapakTepHucTuKa — 3T0. ..
a) ouIMaANbHbBIN TOKYMEHT, KOTOPBIHA BbIAAET aAMUHHUCTPALVS IPEANPUATHS CBOEMY COTPYIHHUKY NPU
PELIEHNN LENOT0 PsiJia BOIPOCOB;
0) odunMabHbIC aHKETHHIE JAaHHBIC,
B) OLICHKA MOPAJIbHBIX U JIEIOBBIX KAYECTB.
53.J10KyMEHT, KOTOPBIM aBTOP COCTABJISIET CAMOCTOSATEIBHO:
a) aBToOHOrpadus;
0) pestome;
B) aHKeTa.
54. OCHOBHBIM JOKYMEHTOM, IOJTBEPKIAIOLUIUM TPYAOBYIO NESATEIBHOCTh U TPYIAOBOM CTaxk
paOOTHHUKa, Ha3bIBAeTCA ...
a) TpyJOBasi KHIKKa;
0) TMuHas KapTO4Ka;
B) TPY/OBOI1 10TOBOP.
55. OCHOBHBIMH 3aJauyaMH, CTOSALIMMM Tepes] OyxraiaTepckoi Ciry>kO0oi Jo0ol opraHu3aium,
SIBJISIFOTCSL:
a) (opMUpOBaHME TIOJIHOIN U JOCTOBEPHOI HH(OpMALINH;
0) oOecnieueHre KOHTPOJISI U CBOEBPEMEHHOE MPEAYNPEKICHIE HETaTUBHBIX SIBJICHUN B (PUHAHCOBO-
XO3SIICTBEHHOM JIESITEIBHOCTH;
B) BCE€ OTBETHI BEPHHBI.
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56.0OcHoBaHuEeM JUIsI OTpaskeHHs] MH(POpPMAIMKA O COBEPIICHHBIX XO3SHCTBEHHBIX ONEpaIUsIX B
peructpax OyXraJTepcKoro ydera sBJISIOTCS
a) IEpPBUYHBIE TOKYMEHTHI;
0) aBaHCOBBIC OTYCTHI;
B) yCTaB OpraHU3al1u.
57. JIOKyMEHTBI, COCTaBJICHHbIE C HAPYILIEHHUEM YCTAaHOBJICHHBIX IIPaBUII
a) He IPUHHUMAIOTCS K YYETY;
0) HE UMEIOT FOPUANYECCKOM CHIIBI;
B) OTIIPABJISIFOTCS HA TOPAOOTKY.
58. JIOKyMeHTBI, IpeAHa3HaYeHHbIE 111 0(hOpMIIEHHUS ONlepaluii C HAIMYHBIMU U O€3HATMYHBIMU
JICHEeKHBIMH CPEJICTBAMU OPTaHU3aLUH, HA3bIBAIOTCS
a) ICHe)KHBIMU;
0) MaTepuaIbHBIMH;
B) pPacUeTHBIMHU.
59.Cornamienue AByX WJIM HECKOJBKUX JIUI] 00 YCTAaHOBJICHWH, U3MEHEHUU WM MPEKpaIICHUN
IpakJaHCKHUX MPaB ¥ 00s3aHHOCTEN, HAa3bIBAETCA. . .
a) JIOTOBOD;
0) aKT mpuema rnepeaaim;
B) UHCTPYKIIUSI.
60./loroBop cuuTaeTcs 3aKJIFOYEHHBIM, KOTJja MEX/ly CTOPOHAMHU
a) HET IPETEH3HI;
0) IOCTUTHYTO COIJIAIIEHHUE 110 BCEM IIYHKTaM;
B) HE CYIIECTBYET pa3HOIJIacUHl.
61. JIna npuoOpeTeHus TOBAPOB CTOPOHBI BCTYNAIOT B OTHOIIEHUS IO MOCTaBKE MPOAYKLUHU
OpraHu3aIyel — MOCTaBIIMKOM OpPTraHU3aIlMH-TIOTPEOUTENI0. DT OTHOMECHHUS O(POPMIISIOTCS
a) IOTOBOPOM COBITa;
0) JOrOBOPOM TIOCTaBKH;
B) JIOTOBOPOM KYILTH-TIPOIAXKH.
62.11poToK0J pa3HOracuil K JOrOBOPY COCTaBISIETCS B
a) OJTHOM 3K3eMILISPE;
0) IBYX 9K3EeMILIAPaX;
B) TpeX 3K3eMILIApax.
63.J10BEpeHHOCTD — 3TO
a) JOKYMEHT, KOTOPBIH yIIOJIHOMOYMBAET MPEICTABIATh HHTEPECH JIMLIA, BBIAABIIETO JOBEPEHHOCTb,
JIVILY, €€ TIOyYHBIIEMY, ITepe]] TPETBUMH JINTIAMH;
0) TOKyMEHT, ONpeEIsIOINI CTaTyC MOIb30BATENS;
B) MPaBOBOI aKT, KOTOPBIH YIIOJIHOMOYHBAET MPEICTABIATH HHTEPECHI JIMIIA, BBIIABIIETO
JIOBEPEHHOCTB, JIUILY, €€ OJIYYUBILIEMY, NTepe]l TPETbUMHU JIULAMH;
64.PexBU3UTHI OPUIMATIEHON TOBEPEHHOCTH:
a) Ha3BaHHUe BUJa JOKYMEHTA, TIOJJHOE HAMMEHOBAaHUE OPraHN3alluH, BbIIaBIIeH JOBEPEHHOCTh, U €r0
aZpec, HOMEp, J1aTa BbIJIaud JOBEPEHHOCTH, CPOK AEUCTBUS, NODKHOCTh, DU O nuia, koTopomy
JIOBEPSIETCS MOIYYUTh LIEHHOCTH, JIEHEKHBIE CPE/ICTBA;
0) Ha3BaHME BUAA JOKYMEHTA, IOJIHOC HANMEHOBAaHHUE OPTaHU3AI|H, BBIIABIICH TOBEPEHHOCTD,
HOMED, JaTa BbIJJauu JTOBEPEHHOCTH, AODKHOCTE, DU O nuiia, KOTopoMy 10BEpsETCs MOTyUUTh
[IEHHOCTH, JICHE)KHBIE CPEIICTBA;
B) HET BEPHOT'O OTBETA.
65. JIoOKyMeHT, KOTOpbIM O(QOPMIISIIOT MpPHEM U OTIPaBKYy Ipy3a, NEpeMelleHHe WM OTIIYCK
MaTepHabHBIX LIEHHOCTEH, Ha3bIBaeTCs
a) HaKJIa/THas;
0) cuer-(hakTypa;
B) HapsI.
66.TpeGoBaHue 0 JOOPOBOIBHOM YCTPAHEHUH HAPYILIEHUS 3aKOHO/1aTEIIbCTBA:
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a) NpHUKas;
0) UCKOBOE 3asBJICHUE;

B) IIPETEH3HUSL.

67. TpeboBaHuEe K KOMIETEHTHOMY OpraHy O 3allliTe HApyIIEHHOTO IpaBa OpraHu3alluH. ..
a) MPETEH3U;

0) UCKOBOE 3asIBJICHUE;
B) COIIPOBOJUTENBHOE IMUCHMO.

68. LlentpanuzoBanHas opma opraHu3aui padoThl ¢ JOKYMEHTaMH PUMEHSETCS Ha
a) MPEANPUATUSIX C MATBIM JIOKYMEHTOO00POTOM;

0) NpeAnPHUATHSIX C KPYITHBIM JOKYMEHTOOOOPOTOM;
B) BCE€ OTBETHI BEPHBI.

69. IlepedyeHb NTOKYMEHTOB, HEOOXOAMMBIX ISl YIPaBICHYECKON JESITEIBHOCTH KOHKPETHON
OpraHM3allM, COAEPIKALIUN XapaKTEPUCTUKY KaXJAO0ro JOKYMEHTa, €ro FOPUIMYECKOro craTyca u
ATaroB JOKYMEHTHUPOBAHHUS, HA3bIBACTCS
a) BEJIOMOCTb;

0) Tabenb GopM TOKYMEHTOB;
B) Ta0eJb.

70.Ilon opraHu3alMOHHOW, (UHAHCOBO-DKOHOMUYECKOW, HAYYHO-TEXHUYECKOM U HMHOHU
UCIIOJIb3YEeMOM B OpraHu3anuu uHoOpMamuu, oOJafaromield pealbHOW WM IOTCHIIMATHHOU
LEHHOCTBIO ISl CTOPOHHMX JIMII, 3aMHTEPECOBAHHBIX B €€ MOJYyYEHHH, HO HE UMEIONINX 3aKOHHBIX
OCHOBaHUH /1J1s1 CBOOOIHOTO O3HAKOMJIEHUS C HEIO, TIOHUMAETCH. . .

a) KOMMepuecKasl TaliHa;
0) JTOKaJIbHBIHN aKT;
B) JIOTOBOP KYIUTH-IIPOJIAXKH.

71. TlucbMeHHOE OOpAIEHUE TTOUICKUT 00S3aTEIIPHON PErUCTPAIIUU B TCUCHUH. ..

a) HeJIeIIu;
0) mus;
B) TpPEX THEH.

72 .@ukcanus ¢akra CO3MaHUS WM TOCTYIUICHHS JOKYMEHTA ITyTeM IPOCTABICHUS HAa HEM
WHIEKCA W JaThl C TOCIEAYIOUIEH 3amuchi0 HEOOXOJUMBIX CBEICHHH O JOKYMEHTe B
PEruCTpallMOHHBIX (popMax, Ha3bIBAETCS
a) HOMEHKJIaTypoH J1e;

0) KOHTPOJIEM MCTIOJTHEHUS JOKYMEHTOB;
B) peructpamueil cnyke0HbIX JOKYMEHTOB.

73.B cCOOTBETCTBHM C Ha3HAUEHUEM BCE TEXHUYECKUE CPE/ICTBA MOXKHO Pa30OUTh Ha CIEAYIOLIHe
TPYIIIbL:

a) cpelcTBa JJi COCTABJIEHUS JOKYMEHTOB; KOTIMPOBaJIbHAs U MHOXKUTENIbHAsA TEXHUKA; CPEACTBA
00paboTKu MHpOpMaIUHY;

0) cpeacTBa XpaHEHUs], TOMCKA U Nepeiayil TIOKYMEHTOB; TEXHHUKA YIPaBIE€HYECKON CBA3H;

B) BCE€ OTBETHI BEPHHI.

74.0prrexHuka — 3To
a) TEXHUYECKHUE CPEJICTBA, UCIIOIb3yEeMbIe B YIIPABICHUH U JIETIOMPOU3BOJICTBE;

0) TEXHUYECKUE CPECTBA, UCIIOJIb3YEMBbIE B YIIPABICHUHY;
B) TEXHUYECKHE CPEICTBA, UCIIOIb3YEMBIE B AEJIOMPOU3BO/ICTBE.

75.Texuudeckue cpeacTBa, UCHOIb3YEMbIE JJIsi COCTABIEHUS JOKYMEHTOB, KIACCUPUIIUPYIOT O
a) croco0y co3aHMsl TOKYMEHTOB;

0) 1Mo CyOBeKTYy;
B) IO OOBEKTY.

76. OcHOBO# COBPEMEHHOW OpPTraHU3aIliy PAIIMOHATHLHON M OTEpAaTUBHON PaOOTHI IO CO3aHUIO
1 00paboTKe OTPOMHOTO MOTOKA TOKYMEHTOB B OPTaHMU3AIHIX CTaJIN
a) [1K;

0) mUIIyIyue MalluHKY;
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B) TMKTO(OHHAS TEXHUKA.
77. Ha mpakTUKE HCMOJB3YEeTCS MHOXKECTBO MPOrpamMM [Jisd PEIaKTUPOBAHUSA TEKCTOB. ODTH

IIPOrpaMMbl Ha3bIBAOT

a) TEKCTOBBIMHU PEIaKTOPAMH,
0) TEKCTOBBIMH TPOLIECCOPAMU;

B) BCE€ OTBETHI BEPHHI.

78.1Tox TeneKOMMYHHUKAIMSIMA TOHUMAIOT
a) CeTHM KOMIIBIOTEPOB, OOBEJMHEHHBIX JIMHUAMM WM KaHajJaMM CBA3M, Osarofapsi KOTOpPBIM
TEPPUTOPUATBHO Y/IaJICHHBIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS JAHHBIMH JPYT C APYTrOM;
0) ceTH KOMIIBIOTEpOB, HE OOBEAMHEHHBIX JUHMAMU WIM KaHaJaMU CBs3M, Oylarogapsi KOTOPbIM
TEPPUTOPUATBHO Y/AaJICHHbIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS JAHHBIMH JPYT C JPYTOM;

B) HET BEpHOT'O OTBETA.

Kpurtepuu u mkana oueHuBaHus (YCTHBIH 0npoc)

Onenka

«OTJIHIHO»

«XOpolIo»

«YAOBJICTBOPUTECJIBHO»

«HEYAOBJECTBOPUTEIBHO»

Tema packpsiTa B
IIOJIHOM 00BEME,
BBICKAQ3bIBaHMS
CBSI3aHHBIE U
JIOTUYHEIE,
HCIIOJIb30BaHa
Hay4yHas JICKCHKa,
MIPUBE/ICHBI IIPUMEPEI.
OTBeTHI JaHbI B
IIOJIHOM O0BEME.

Tema packpsiTa HE B
[IOJIHOM 00BEME,
BBICKA3bIBaHUS B
OCHOBHOM
CBSI3aHHBIC U
JIOTUYHBIC,
HCIIOJIb30BaHa
Hay4YHas JIGKCHKa,
MIPUBEICHBI
npumepsl. OTBETHI
Ha BOIIPOCHI JIaHBI HE
B ITOJTHOM OOBEME.

Tema packpsbiTa
HEJIOCTaTOYHO,
BBICKa3bIBAHUS
HECBSI3aHHBIE U
HenoruyHele. Hayunas
JIEKCHKA He
WCIIO0JIb30BaHA, HE
MPUBEAEHBI TPUMEPHI.
OTBeTHI HAa BOIPOCHI
3aBUCAT OT IIOMOLIH CO
CTOPOHBI
IIPENOIABATEII.

Tema He packpbiTa.
Jloruka u3I0KeHHUS,
MIPUMEPBI, BEIBOBI U
OTBETHI Ha BOIIPOCHI
OTCYTCTBYIOT.

Kpurepun n mkaja oneHuBaHus (BBINOJHEHHE IPAKTHYECKUX 3aIaHUH)

Onenka
«OTIHYHO» «X0pOoLIo» «YJAOBJICTBOPUTEIBbHO» | «HEYAOBJETBOPUTEIbHO)
ITo pemenuro 3anmaum | [1o pemenuto | Ilo pemenuto 3amaun naH | 3amada HE pemieHa
JaH IIPaBWIBHBIN | 3a7a4n JaH | YaCTUYHBIA  OTBET, HE | IOJIHOCTBIO
OTBET W Pa3BEPHYTHIN | ITPABUIIbHBIN CJIe1aH BBIBOJL
BBIBOJ{ OTBET, HO  HE
C/IeJIaH BBIBOJ]

KpnTepml H IIKAJa OHCHUBAHUA (TeCTHPOBaHI/Ie)

Yuciao NpaBUJIbHBIX OTBETOB

Onenka

90-100% mpaBUIIBHBIX OTBETOB

OLeHKa «OTIHYHO)

70-89% mpaBUIIBHBIX OTBETOB

OI_[CHKa «XOopoo»

51-69% npaBWIBHBIX OTBETOB

OneHka «y10BIETBOPUTEIHHO

Menee 50% npaBUIbHBIX OTBETOB

OHGHKa «HCYOOBJICTBOPUTCIIBHO»
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7.4.2. KOMILJIEKT OIIEHOYHBIX CPEACTB JJISI IPOMEXYTOYHOM ATTECTAIIUA

IIpumepHbie Bonpockl K a1 depeHupoBaHHOMY 3a4eTy

Koumponupyemwvie komnemenyuu — OK 02, OK 05, IIK 2.2, IIK 2.7

wrh e

RB©ooo~N O~

14.

15.
16.

17.

18.
19.
20.
21.

23.
24.
25.
26.
21.
28.
29.
30.
31.
32.
33.
34.

0.
1.
12.
13.

[lonsiTHE «IOKYMEHT», €r0 (YHKIMH U 3HaYCHHE B JKU3HU YEJIOBEKA.

[IpeameT 1OKYMEHTALIMOHHOTO 00ECTICUeHHS! YITPABICHUSI, 3HAUCHUE TUCIUTIIIUHBI.
HopmaTtuBHo-nipaBoBas 6a3a TOKyMEHTAallMOHHOTO 00ecrieueH s yIpaBIeHus,
rOCy/IapCTBEHHAsI CUCTEMA JIOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABIICHUS.
Crangapruzanus U yHU(UKAIHS CUCTEMBI TJOKYMEHTAlIMOHHOTO 00ecIiedeH sl yIpaBIeHUsI.
HopMmaTtuBHo-nipaBoBas 6a3a TOKyMEHTAIlMOHHOTO 00ECTICUCHHUS YIIPABICHHUS.

OOr1111e NPUHIMITEI OpraHU3alU JOKYMEHTO000poTa. OCHOBHBIE 3TAIlbl pa0OTHI C JOKYMEHTAMH.
JlokyMeHT, TpeboBaHus, IPEIbIBISIEMbIE K HEMY, (DYHKIIUU TOKYMEHTA.

Peructpanus nokymeHTOB. Buapl peructpaninoHHbIX GopM.

Knaccudukanus 10KyMeHTOB

TpeboBanust kK 0HOPMIIEHUIO JOKYMEHTOB

Bubl oprann3annoHHO-paCOPSIUTEIBHBIX JOKYMEHTOB, ITPaBHiia HX 0(OPMIICHUSI.
Odopmrenue npukasa, IpoTOKoJa, MUChMa.

[Topsimok coctaBineHuss U OQOPMIICHUS, COCTAaB M HA3HAUCHUE PACIOPSAUTEIBHON
JOKYMEHTaluu

Cucrema  crpaBOYHO-WMH(DOPMAIIMOHHOW  JTOKyMEHTaMu  mpeanpusatus.  [lopsmox
cocraBiieHusl, 0hopMIIeHHS U pabOThI C 3TUMHU JOKYMEHTAMH.

KanpoBas noxkymenTauus npeanpustusa. Ee posb B ynpaBieHHUH.

[IpaBuna odopmieHuss (PUHAHCOBO-OYXTaJITEePCKOM  JTOKYMEHTALUU  MPEANPHUSTHSL.
Haznauenue u mopsijoxk opopMieHus MIaHOBOW U OTYETHOU JTOKYMEHTAIIUU TIPEATIPUATHUS.
JIOKyMEHTbl 1O TOPrOBOM JEATEIBbHOCTH NPEANPUATHS: HUX COCTaB, Ha3HAYCHUE,
O0COOCHHOCTH COCTABJICHUS U OPOPMIICHUSI.

JI0KyMeHTOOO0POT, OCHOBHBIEC TPUHIIMUITBI PAOOTHI ¢ JOKYMEHTaMHU.

[Topsimok paGoThI ¢ BXOAAIIUMH U UCXOISIIIUMH IOKYMEHTAMU

[Topsmox paGoThl ¢ BHYTPEHHUMHU U KOH(PHUACHIIUATbHBIMU TOKYMEHTAMH

XapakTepruCTHKA U COCTaB CIIPABOYHO-MH(POPMAIIMOHHBIX IOKYMEHTOB.

Craguu noAroTOBKM paclopsAUTENbHBIX JOKYMEHTOB.

XO03SIICTBEHHBIN JOTOBOP: MOHATHE, CYIIIHOCTb.

JIorOBOp KyIIIM-TIPOIAXKH.

JloroBop mocraBkw.

KoMMepueckre akTbl: IOHATHE U CYIIHOCTb.

KoHTposts 32 ucnonHeHneM 10KyMEHTOB.

OcHoBHbIE TPEOOBAHUS K OPraHU3aIMU XPAHEHUsI HCIIOTHEHHBIX IOKYMEHTOB.

DKcnepTr3a IEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMHUCCHU.

ApXMBHOE XpaHEHUE JOKYMEHTOB. Bupl apXuBOB.

Howmenxknarypa nein.

dopmupoBanue 1 0ohopMICHHE JIE.

CocTtaB JOKYMEHTOB IO MHBEHTAPU3ALMU aKTUBOB MPEPUSITHS.

OnepaTUBHOE XpaHEHHUE JEI.
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KpuTtepuu u mKaabl olleHUBAHUS POMEKYTOYHON aTTeCTAlUM

Illkana ¥ KpUTEPUH OLIEHKH (324eT ¢ OLEHKOM)

OT1au4Ho

Xopowo

Y10BJIETBOPUTEIBHO

HeyHOBJIETBOPI/ITe.TILHO

1. Matepuan u3JjioxeH
IPaMOTHO, B OIIPEJEICHHON
JIOTUYECKOU
I10CJIEI0BATEIBHOCTH,
MPaBWJIBHO UCTIONb3YETCs
TEPMUHOJIOTHUS;

3. [Tokazano ymeHue
WILTFOCTPUPOBATH
TEOPETHUECKHE TTOJIOKEHHUS
KOHKPETHBIMHU IIPUMEPaMH,
NPUMEHSTh UX B HOBOM
CHUTYAaIlVH;

4. TIlpogeMOHCTPUPOBAHO
YCBOECHHE paHee
U3Y4YEHHBIX
COMYTCTBYIOIIUX
BOIIPOCOB,
c(hOpMHUPOBAHHOCTH
YMEHUU U 3HAHWI;

5. OtBeT npo3Byyan
CaMOCTOSTENBHO, 03
HABOJISIIUX BOIPOCOB.

1. OTBeT yaoBieTBOpsET
B OCHOBHOM TpeOOBaHUAM
Ha OLIEHKY «5», HO MPHU
TOM MOKET UMETh
CIIeTyIOIINE HEOCTATKU:

2. B uznoxenuu
JOTTYIIIEHbI HEOOIbILITHE
npoOesbl, He UCKA3UBILIKE
coJiep’KaHue OTBETA;

3. Jlomy1ieHsl O/IMH - 1Ba
HEeJI0ueTa MPH OCBEIICHUH
OCHOBHOTO COJIep KaHUs
OTBETA, UCTIPABJICHHbBIC
10 3aMeYaHUIO
MIPENo/1aBaTelIs.

1. Henonuno nnun
HEIOCJIEI0BATEILHO
PacKpBITO COAEPIKAHNE
Marepuaia, HO II0Ka3aHo
o0111ee MOHUMaHKE BOIIpoca
U IPOJEMOHCTPUPOBAHBI
YMEHHS, JOCTaTOYHBIE JIs
JAIbHENIIETO YCBOCHUS
MaTepuaa.

2. menuch 3aTpyaHEHUs
WJIH JIOMYIIEHbI OLTHOKHU B
ONPEACIICHUY TTOHATHIA,
WCIOJIb30BAHUU
TEPMUHOJIOTHH,
WCIIPaBJICHHBIE M1OCIIE
HECKOJIbKUX HaBOJIAIINX
BOIIPOCOB;

3. Ilpu HEemoJIHOM 3HaHUU
TEOPETUIECKOT0 MaTepuasa
BBISIBJICHA HEJIOCTATOYHAS
c(hOpPMHUPOBAHHOCTh YMEHUI
Y 3HAHUM.

1. Conepxanue
MaTepuaia He pacKphITO.

2. OmuoKu B
Onpe/ICICHUH TIOHSATHH,
HE HCI0JIb30BaJIaCh
TEPMHHOJIOTHS B OTBETE.
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