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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:

Huctummuaa OI1.06 «/lokymMeHTanmoHHOE 00ecIeueHre yIPaBICHHMsI» SIBISETCS 00s3aTeIbHON
4acTbio  OOHIenpoEeCcCHOHATBHOIO I[HMKJIa OCHOBHOM  MpodeccroHalbHOM  00pa3oBaTenbHOM
nporpaMMsl B cootBeTcTBUU ¢ PI'OC 1o cnennansHocty 40.02.04 YOpucnpyneHus.

Huctummmaa  OI1.06  «/lokymeHTanmoHHOE OOeCIeYeHHe YIpaBJieHUsS» O0ecreuynBaeT
(dbopMupoBaHHe 00IMUX U POPECCUOHATBHBIX KOMIETCHIIHI 110 BceM BuaM aestensHocta OI'OC mo
cnernanbHocTH 40.02.04 IOpucnpyaeniusa. Ocoboe 3HaUCHHE TUCITUTUIMHA UMEET TPU (YOPMUPOBAHUH
Y pa3BUTHH cleayronux oommux kommerenuii: OK 09, TIK 3.1.

[Tepeuennb 00X KOMIETCHITHIA

Kon HauMenoBanue o0Mx KOMIeTEHIIAIA

OK 09. [Tonp30BaTbcst mpodecCHOHATBHON TOKYMEHTAlUeH Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

[lepeuens npodhecCuOHATBHBIX KOMIIETSHINN

Koa HaumeHoBaHue BUAOB JeITEJIbHOCTH U I[pO(l)eCCI/IOHaJIbHI)IX KOMIIeTeH Uil

IK 3.1. BecTr 10KyMeHTO000pPOT NpH OKa3aHUH MPO(ECCHOHATBHOMN I0PUIMIECKOM TTOMOIIH




1.2. Ilnanupyemble pe3ybTaThbl OCBOEHUS IMCHUTIMHBI:
B pesynbrare u3ydeHus AUCHUIUIMHBI 00yYarOIIUICs TOIDKEH:

ymemp: - [TpuMeHsATh Ha TPAKTUKE TOCYAAPCTBEHHBIC CTaHIAPTHI, IPYTUE
HOPMAaTHUBHO-METOMYECKHUE JOKYMEHTHI, periIaMeHTHPYIOIINe
OpraHu3aIfIo JIOKYyMEHTAIIMOHHOTO 00eCIICUeHHsI YIIPaBICHUS;
- CocTtaBisiTh ¥ TOPaBWILHO  O(QOPMIIATE  OCHOBHBIC  BHJIBI
OpraHu3aIMOHHO-PACTOPSAUTEIBHBIX JIOKYyMEHTOB;
- OdopmiaATs HHPOPMATMOHHO-CIIPABOYHYIO JOKYMEHTALIUIO;
- OdopMIIATE KaAPOBYIO TOKYMEHTAIIHIO,
— OdopMIIATh NPETEH3MOHHO-UCKOBYIO IOKYMEHTAIIHIO.

3HaAmMb' - TepmuHONOrHIO B 00JaCTH JOKYMEHTAIlMOHHOTO OOECIICYCHUS
yIIpaBJICHUS,
- HopmatuBHBIE TOKYMEHTBI, PErJIAMEHTHUPYIOIIUE COCTaBICHUE U
odopmIieHHe JOKYMEHTAIMH U TTOPSIOK €€ 00paboTKH;
- [lpaBuna  cocraBieHuss ©  OPOPMIICHHS  OpPTraHU3AIMOHHO-
PacTOPSANTEIHHBIX IOKYMEHTOB, BXOISIIUX B YHU(DUIIMPOBAHHYIO CUCTEMY
OpPraHU3aIMOHHO-PACHIOPSAUTEIBHBIX JOKYMEHTOB, YHH(DHUIMPOBAHHYIO
CUCTEMY TICPBHYHOM YYETHOH MOKYMEHTAIMM B YaCTH JOKYMEHTAIMH II0
ydery Tpyna,
- [Topsimok  TpoBeAEHUS AKCHEPTH3bl LEHHOCTH JOKYMEHTOB U
MOJITOTOBKH JIeJl K apXUBHOMY XPaHEHHUIO.
— Texuomnoruto opraHuzauu JAOKYMEHTOOOOpOTa B  OpraHU3AIMIX
(YupexaeHusx).

umems - CocraBneHuss M TPaBUIBHOTO O(GOPMIICHUS OCHOBHBIX BHJIOB

npaKkmuueckuil | OpraHU3alMOHHO-PACIIOPSIUTENbHBIX TOKYMEHTOB;

onvim: - Odopmnenust uadHopMamOHHO-CIIPABOYHOM IOKYMEHTAIINH;
- OdopmiteHus KaipoBOil TOKYMEHTAIIUY;
— OdopmieHust npeTeH3MOHHO-UCKOBOM TOKYMEHTAIIUH

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI
2.1. O0beM yueOHOI JMCUMIIVIMHBI M BUABI YU4eOHOIl padoThI

Buj yueOHoii padoThl

O0beM yacoB

O0bem o0pa3oBaTeIbHON NPOrPaMMbl Y4eOHOM 1M CIHMIIIMHBI 36

B TOM YHUCJIC:

TEOpETUIECKOe 00yUeHHE 14

nabopaTopHbIe pabOTHI

MPAKTUYECKHUE 3aHSITUS 16
Kypcogas pabota (mpoekr) -
Camocmosmenvras paboma 6

KoncyabTanus

IMpomeskyTouHasi aTTecTamus (3a4eT ¢ OLEHKO#) -




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:xkanue yuye0HOro Mmarepuasa u GopMbl OPraHu3aNuM JAeITeJIbHOCTH 00y4a0IMXCS Oo0bem
pa3iesioB M TeM B yacax
1 2 3
Tema 1 Coaeprxkanue yueOHOIro MaTepuaJa 6
Bgenenue. Teoperuueckoe o0yueHue
JloKyMeHT n 3HayeHWe W COJCepXKaHWE IUCUUIUIMHBL «J{oKyMeHTannoHHOe obOecriedeHue yrpasieHus». llonsTue 2
cucremMa TEPMUHOB «I0KYMEHT», «IOKYMEHTUPOBAaHUEY, «TOKYMEHTAIIMOHHOE 00eclIeYeHNe YIPABICHUSY.
AOKYMEHTAllUH VcTopuyeckue aclieKThl pa3BUTHUS TOKYyMEHTO000pOoTa 2
B ToM umHciie, TPAKTHYECKUX 3aHATHIA 2
IIpakTnyeckoe 3ansiTHe. YHUPHUKALMA U CTAHAAPTU3ALMN YIIPABICHYECKUX JOKYMEHTOB 2
Tema 2 Coaep:xanue yueOHOro MaTepuaJia 10
OpranusaunonHo- Teopernyeckoe o0yueHune
PACHOPSMTEARHEL | & a pp3anOnHEbIE  TOKYMEHTBI — YCTaB, YUpPEAMTENBHBIC JOTOBOP, MONOKEHHE. PacropsauTenbHbie
€ AORYMEHTE! JOKYMEHTBI — IIPUKa3, paclopskeHue, yKa3aHue, IOCTaHOBICHHE, PEIIeHUE, HHCTPYKIIHS, TPOTOKOJL. 2
CrpaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTHI: ClIyeOHas 3amucKa, OObsICHUTENbHAs 3allUCKa, aKT, CIIPaBKa,
CITyeOHbIC MHChMa
DJNEeKTPOHHBIA JOKYMEHTO0O0POT 2
B ToM 4mciie, NPAKTHYECKHUX 3aHATHH 4
IIpakTnueckoe 3ansitue. CoctaBieHue U 0hOpMIIEHUE PACTIOPSIUTENbHBIX JOKYMEHTOB 2
IIpakTnuyeckoe 3ansitue. CocraBieHre HHPOPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB 2
CamocrosiTesibHas padora odyuarmmxcs: CoctapneHue U 0opopMIIeHHE OpraHU3alMOHHBIX JOKYMEHTOB 2
Tema 3 KaapoBasn Conep:xaHue yueOHOro MaTepuaJia 6
AOKYMEHTaI sl Teopernueckoe o0yuenune
JIOKyMEHTUpPOBaHHE TPYAOBBIX MpaBooTHOIIEHHH. CocTaB U 0COOEHHOCTH O(OPMIIEHHUS JTOKYMEHTOB MO
JUYHOMY COCTaBY. 2
KommnnekroBanue nuuHoro nena. ABroouorpagus. Pesrome. 3asBienue o npueme Ha padoty. [Ipukassl o
JUYHOMY COCTaBY, TPYJIOBBIE IOTOBOPHI, TPYIOBbIE KOHTPAKThI, 1oroBopbl I'TIX, akThl mpuema-nepenadyu
pabot
B ToM 4nciie, NpaKTHYECKUX 3aHATHH 4




IIpakTuyeckoe 3anaTue. OdopmiieHHEe CIIPaBOK, JOKJIAJTHON U CITYKCOHOM 3aITUCKH, aKTa

IIpakTuyeckoe 3ausaTue. OdopmieHUE TOKYMEHTOB 10 TUYHOMY COCTaBY: TPYJAOBOIO JOTOBOPA, MPUKa3a

0 IIpueMe Ha paboTy, 0hOpMIIEHHE TPYJOBON KHIKKU 2
Tema 4. Coaeprxanue yueOHOIro MaTepuaJa 8
JdorosopHo- Teopernueckoe o0yueHue
npaBoBasi ITonsarus norosopa. Buzsl 10roBopos. 9
AOKYMEHTalUHA [IpaBuna odopmileHUS TPETCH3HMOHHBIX MuceM. POpPMYIsIp HCKOBOTO 3asBJICHUSA, TPEOOBAaHUS K €ro
0(OPMIICHUIO
B TOM unciie, NPaKTHYECKUX 3aHATHI 4
IIpakTuyeckoe 3ansaTue. OdopmiieHrEe JOrOBOPOB 2
IIpakTnyeckoe 3ansitne. OhopmiieHHEe HCKOBOTO 3asIBJICHHs], TPETEH3UU 2
CamocrosiTesibHas padoTa odyuarommxcsi: OcoOEHHOCTH COCTaBJICHUS IPETEH3UN U KCKOB IO Pa3IMYHbIM
BUJIAM JIOTOBOPOB (IIPAKTHKa IO MaTepuaiaM CIpaBovyHO-UH(GopManoHHbIX cucteM Koncynerantllmoc, 2
["apaHT)
Tema S Coaep:xanue y4eOHOIro MaTepHuaJia 6
Opranusanus Teopernueckoe odyuenue
ONepaTHBHOIO U Howmenknarypa nen. UanuBuayaisHble, CBOAHbIE, IPUMEPHbIE U TUIIOBbIE HOMEHKJIATYpHI fei. [loaroroska 5
aApXHBHOI0 U TIOPSAOK Iepeslayu JeJl B apXUB. 3aKOHOJIATEJIbHBIE aKThl 1 HOPMAaTUBHO-METOANYECKHUE JOKYMEHTHI IO
XpaHeHust apXMBHOMY XPaHEHUIO JOKYMEHTOB.
JIOKYMEHTOB B ToMm uuciie, NpaKTHYeCKUX 3aHATHH 2
IIpakTnueckoe 3ansaTe. PopMUPOBaHNE HOMEHKIIATYPHI JI€ JUIs Iepelay B apXUB 2
CamocrosiTesbHas padora o0yuarommuxcs: ['ocapxus 2
KoncyabTauus -
ITpomeKyTOYHAS aTTECTANMSA: 324€T C OLEHKOM -
Bcero: 36




3. OCOBEHHOCTHU PEAIN3AIIMU JUCHUIIJIMHBI B OTHOIEHUHA JIUI U3 YN CJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3]10POBbSI
OOyuJaroruecss ¢ OrpaHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0pPOBBSl, B OTJIHYHE OT OCTAJIbHBIX
00y4aroIIUXCs, MMEIOT CBOU Criel(pruIeckue 0COOCHHOCTH BOCIIPHSITHS, IEpepabOTKU MaTepraia.
[TonGop u pa3paboTka y4eOHBIX MaTEPHUATIOB JOJDKHBI MPOU3BOJUTCS 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 peYH) WIM ¢ MOMOIIBIO TU(IOMHPOPMALMOHHBIX
YCTPOMCTB.

Br160op cpeacTB u MeTOIOB 00yUEHHUs OCYIIECTBIISIETCS CaMUM IpernoaaBaTessiMm. [Ipu 3Ttom B
00pa30BaTeNLHOM MPOIIECCe PEKOMEHIYETCSl UCIOIb30BaHUE COIUAIBHO-aKTUBHBIX U Pe(ICKCHBHBIX
METOJ0B OOYYEHUs, TEXHOJOTHH COIMOKYJIbTYPHOW PEaOUIIUTAlMK C IEJIbI0 OKa3aHWs IMOMOIIU B
YCTAHOBJICHUH TOJHOLEHHBIX MEXKINYHOCTHBIX OTHOIICHUH C APYrUMHU OOYYAIOIIMMUCS, CO3JIaHUU
KOM(OPTHOTO IICUXOJOTUYECKOT0 KJIIMMaTa B CTYJIEHYSCKOH TpyTIe.

CornacHo TpeOOBaHUSAM, YCTaHOBJICHHBIM MUHOOpHayku Poccuu K TOpSOKY pean3amuu
00pa3oBaTeNbHOMN NIEATeILHOCTH B OTHOIIEHUH MHBAIHMJIOB M JIMI] C OTPAaHMYCHHBIMU BO3MOXXHOCTSMH
3JI0POBBSI, HEOOXOIMMO UMETh B BHJIY, UTO:

1) MHBAIU/IBI U JIUIA C OTPAHUYECHHBIMU BO3MOYKHOCTSIMU 37I0POBbSI 110 3PEHUI0 UMEIOT MPaBO
MIPUCYTCTBOBATh Ha 3aHATHUSAX BMECTE C ACCHCTEHTOM, OKA3bIBAIOIIMM OOYJarOIIEeMYyCs HEOOXOIUMYIO
ITOMOIIIb.

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

[Ipn npoBefcHWHM NPOMEKYTOYHOW AaTTECTAlMM TI0 JTUCHHUIUIMHE oOecredunBacTcs COOII0CHIE
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
00yJaromuXxcst Py MPOXOXKISHUN TOCYAAPCTBEHHOW UTOTOBOM aTTECTAIIHH;

- TPHUCYTCTBHE B ayAUTOPUU ACCHCTEHTa (ACCHUCTEHTOB), OKAa3bIBAIOIIETO OOYUYaIOIUMCS
WHBAJIUJIaM HEOOXOJIMMYI TEXHHYECKYIO TIOMOINb C YY4€TOM WX HHIUBUAYAIBHBIX OCOOCHHOCTEU
(3aHATH pabodvee MeECTO, IMepeABUTraThCSA, NPOYUTaTh W O(GOPMHUTH 3aJlaHue, OOIIAThCS C
9K3aMEHATOPOM);

- MOJIb30BaHHE HEOOXOAWMBIMH OOYYaIOMIMMCS MHBAIHUIAM TEXHUYECKUMHU CPEICTBAMH MpHU
MIPOXOKJCHUH aTTECTAIMU C YISTOM UX HHIUBUAYATBHBIX OCOOCHHOCTEH;

- obecre4yeHre BO3MOXKHOCTH OECIHpEemsITCTBEHHOTO JOCTyna OOy4aroluxcs WHBAJIHIOB B
ayJTUTOPUH, TYAJICTHBIC U JIPyTrye TIOMEIICHHS, a TAK)KE MX MPEOBIBAHNS B YKa3aHHBIX IOMEIICHUSX.

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

- IPOJOKUTEIHLHOCTD CIa4YH YK3aMEHa, IIPOBOJIMMOTO B MUCBbMEHHOH (popme, - He OoJiee ueM Ha
90 MuHyT;

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

B 3aBHcMMOCTH OT WHIWBHIyaJbHBIX OCOOCHHOCTEH OOYYAIOMIMXCS C OTrPaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JIOPOBBSI OpraHHU3aIusi 00eCreYnBaeT BBITOIHEHUE CIEAYIOIUX TpeOOBaHUM mpu
MIPOBEJICHUU aTTECTAIUH:

a) JUIsl CJICTIBIX:

- 3aJjaHUsl M WHBIC MaTepHallbl JUIsl CIAadd 3K3aMeHa O(OPMIISIOTCS Pelbe(HO-TOUCUHBIM
mpudTom bpaiing wim B Bue 3MEKTPOHHOTO JTOKYMEHTa, JOCTYMHOTO C TIOMOIIBIO KOMIBIOTEPA 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 CIECIHATN3HPOBAHHBIM MPOTPAMMHBIM 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€CIICUCHUEM JTSI 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 OOYyYAIOUIMMCS TPEIOCTABISCTCS YBEIMYMUBAIOIIEE YCTPOMCTBO,
JIOITYCKAETCS MCIIOJIb30BAHKME YBEIIMYUBAIONIUX YCTPONCTB, UMEIOIIUXCS Y 00YYarOIIMXCS;

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

- obecrieynBaeTcsl HAIMYME 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUICKTHBHOTO IOJIb30BaHUSA,
Opy  HEOOXOAMMOCTH  OOYYaroIIMMCS  MPEAOCTABISACTCS  3BYKOYCHIIMBAKOIIAS  ammaparypa
WHIUBUIYAITBHOTO TI0JIb30BaHUS;

- 110 MIX YKEJIAHUIO UCTIBITAaHUS TIPOBOJIATCS B MUCHMEHHON (hopMe;

r) JUIS JIMI C HapyHICHUSMH OIIOPHO-JABHIaTEIBHOIO ammapara (TSHKeIbIMA HapyIICHUSMHU
JBUTATEIHHBIX QYHKIMA BEPXHUX KOHEYHOCTEH UM OTCYTCTBUEM BEPXHUX KOHEYHOCTEH):

- NHCBMCHHBIC  3aJaHHUS  BBIOJHSAIOTCS  OOYYAIOIIMMHCS Ha  KOMIIBIOTEPE  CO
CHCTIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHHEM MJTH HATMKTOBBIBAIOTCS ACCUCTEHTY;

- 110 UX YKEJIAHWIO UCIIBITAHMSI TPOBOJIATCS B YCTHOH (hopme.

O HeoOxomuMmocTH OOECTeUeHUsT CHEIUAIBHBIX YCIOBUH Il TIPOBEACHHS ATTECTAIMH
00y4YaroIuics J0DKEH COOOUIMTh MUChMEHHO He To3/1Hee, yeM 3a 10 aHel no Havana atrecrarmu. K
3asIBJICHUIO TIPUJIATAl0TCS IOKYMEHTHI, TIOJTBEPKIAIONINE HATUIHE Y 00yJaroNIerocsi MHIUBHTYaTbHBIX
0co0eHHOCTEeH (TIPU OTCYTCTBUH YKa3aHHBIX JJOKYMEHTOB B OpPTraHHM3AIINH ).

4. 3AJTAHUS 1)1 CAMOCTOSITEJIBHOM PABOTHI OB YUAIOIIUXCS
4.1. ®opMBbI CAMOCTOATEIBHOI PA00THI 00y4aIOIIMXCH
[Ipy myaHUPOBAHMU CAMOCTOSITENIBHOM BHEAyJUTOPHOW paboOThl 00ydarolIMMCS MOTYT OBbITh
PEKOMEH/I0BaHBI CIIEIYIOUINE BUIbI 3aJaHHIA:
4.2. Bonpochl 1jisl CAMOCTOSITEIbHOH PadoThl

HaumeHnoBaHue pa3iesioB U TeM THCHUIIHHBI/ ®opmupyemMble KOMIIETEHIIUH
CamocrosiTejibHas padoTa 00y4arouuxcst
1 2
Tema 2 OK 9, I[IK 3.1

Opranu3anuoOHHO-pacnopsANTEIbHbIE JOKYMEHTbI
CoctaBnenue u ohopMIIeHUE OPTaHU3AIIMOHHBIX
JIOKYMEHTOB

Tema 4. JloroBopHO-IPABOBasi JOKYMEHTALUS OK 9,IIK 3.1
Oco0eHHOCTH COCTaBIEHUS MPETEH3UH 1 UCKOB 10
Pa3IUYHBIM BHJIaM JIOTOBOPOB (IIPaKTHKa IO
MaTepuasaM ClpaBOYHO-UHPOPMAIIMOHHBIX CUCTEM
Koncynperantllmtoc, ['apanr)

Tema 5 OK 9, TIK 3.1
Opranusanys onepaTuBHOIO U APXUBHOIO
XpaHeHHUs JOKYMEHTOB

I'ocapxus

4.3. [IpumepHasi TeMaTHKA I0KJIA/I10B

1. OdopmiieHre opraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIUN
2. JlenonpousBoACTBO B [[peBHEPYCCKOM TOCYIapCTBE.
3. IIpuxaznoe nenonpousBoactso XV—-XVII Ba.



4. CucreMa KOJUIEKCKOTO IeT0ONPOU3BOICTBA.

5. Cucrema MUHHCTEPCKOTO Aenonpou3BoacTBa XIX—XX BB.

6. Uctopus ynpasnenus u aenonpousBojctsa B 1917-1941 rr.

7. cTopus ynpaBiaeHus U aeaonpou3BoacTsa B 1945-1990 rr.

8. IToaroroBka u 00CTy)KMBaHUE COBEIIAHUI.

9. Opranuzanus nprema rnoceTuresnei u padora ¢ MMCbMEHHBIMU OOpAIIEHUsIMU TPaXkK/IaH.
10. 3amuTa KOHOUASHINATBHBIX JOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

11. 3amura KoOHPUACHIIMAIBHOW HH(POPMAIIUK TTPU TIPOBEICHUH COBEIAHUIN U TIEPETOBOPOB.
12. Uctopust popmupoBanus ['ocynapcTBeHHON apXUBHOM Ci1yX0b1 PD.

13. ApxuBHbiii ponn PD, apxuBHbIi (POH OpraHU3aIKK, apXUB KOMMEPYECKON (UPMBI.

14. Opranusanus CeKpeTapcKon 1esiTeIbHOCTH.

15. DTuKeT 1e10BOro OOIIEHNS.

16. UcTopust 1e10BOM MUCHbMEHHOCTH.

17. SI3B1K 1 00O1IECTBO

18. KommyHukarus - €€ KOMIOHEHTHI B CyObeKThl. [IoHATHE SI3BIKOBOTO 3HAKA.

19. ITonsiTne «MHGOPMAIIMOHHAS 0€301TaCHOCTHY.

20. OCHOBBI ICUXOJIOTUYECKOTO KJIIMMaTa B KOJUIEKTHBE.

21. MexaHu3MBbI COLMATBHOMN AEITETFHOCTH U COLUAIBHOTO TTOBEICHUSI.

22. OnepauuoHHble cucTeMbl. CHCTEMBI IPOrpaMMHUPOBAHUS.

23. CoBpeMeHHas OpraHU3aIs apXUBHOU 1y Obl B PO.

24. Opranu3anys apXuBHBIX IOKYMEHTOB B TIpe/ieax apXuBHOTO (GoHA.

25. Opranu3anmoHHOE MPOSKTUPOBAHUE CHCTEM YIPABJICHUS: OOBEKT U MpeIMeTHasi 001acThb.
26. 'ocynapcTBeHHbIE TpEOOBaHUS B 00JIaCTH JEIOMPOU3BOJICTBA U JJOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBIeHUsl.

27. ®ynkuuu u 3agauu ciyx0sl JJOVY.

28. CocTaB HOPMATUBHO-METOAMYECKHUX JOKYMEHTOB, UX Ha3HaUE€HUE, METOIMKA pa3paboOTKH,
NopsA0K 0pOpPMIICHHS U TIPUMEHEHUS.

29. Mecto ciyx06b1 JIOY B cTpyKType OpraHu3anuu.

30. JlokyMeHTOO0OpOT, €ro OpraHu3anus 1 napamMmeTpsl.

31. O6peM 10KyMEHTOOOOPOTa OPTaHU3aAlUU. YUYeT KOJIMYECTBA TOKYMEHTOB.

32. TexHonoruu npuemMa u o0paboOTKH TOKYMEHTOB.

33. IIpuHIUIBI TOCTPOCHUS HH(DOPMALIMOHHO-TTIOMCKOBBIX CUCTEM.

34. Oynkiuu cayx0b1 [JOY 1m0 KOHTPOIIIO 32 MPOXOKACHUEM U UCTIOJIHEHUEM JOKYMEHTOB.
35. HomenknaTypa nien, npaBuia ee GopMUPOBaHUS.

36. DkcrnepTH3a IEHHOCTH JOKYMEHTOB.

37. YupasieHue Kak nporecc.

38. Pabota ¢ oOpaltieHus MU rpax/iaH.

39. JIOKyMEHTAJIUCTUKA U IOKYMEHTOBE/IEHUE KaK HayKa.

40. [IpeameT, 0OBEKT U METO/ABI JOKYMEHTOBEICHHUS.

41. OcHOBHBIE CBOMCTBA JOKYMEHTA: aTpHOYTUBHOCTh, (YHKIIMOHATBHOCTb, CTPYKTYPHOCTb.
42. OyHKIMU JOKYMEHTA - HH(OpMallMOHHAsl, COLIMalIbHAs, KyJIbTypHasl.

43. CrennanbHble GYHKIIMH JOKYMEHTA: yIpaBieHUecKas, yueTHas, paBoBasi, OOIeKyIbTypHasl,
UCTOpUYECKasl.

44. IloHsiTHE «IOKYMEHTUPOBAHUE.

45. TexHuyeckoe JOKYMEHTUPOBAHUE, BUIbI TEXHUYECKUX JOKYMEHTOB.

46. I'ocynapcTBeHHas pa3pabOTKa eIMHBIX TPeOOBaHMM K TOKYMEHTHPOBAHUIO HH(OPMAIIHH.
47. Yaudukanus 1 CTaHJapTU3alus Kak JAeITeIbHOCTb 110 COBEPIIEHCTBOBAHUIO (JOPMBI U
COJIEp/KaHus JOKYMEHTA.

48. HanmoHanbHast 1 MEKyHApOIHAs CTaHIapTU3ALHS JOKYMEHTOB.

49. Xapakrepuctruka ocHOBHBIX ['OCT, ycraHaBiauBaronmx TpedoBaHus K ohopmiIeHUIo
yIpaBIE€HYECKUX JOKYMEHTOB.

50. IlonsTHE «cUCTEMA TOKYMEHTALUNY, €€ PU3HAKH.



5. SAJTAHMS U1 TIPAKTUYECKHX 3AHATHAN

[lo paucnuruMHE NPEIyCMOTPEHBI NMPAKTUYECKUE 3aHATHS C HCIOIb30BAaHHEM AaKTHBHBIX U
MHTEPAKTUBHBIX ()OPM MPOBEJCHUS 3aHATHH (pa30opa KOHKPETHBIX CUTYAIUH, TPYIOBBIX JHCKYCCHIA)
B COUCTAHUH C BHEAYAUTOPHOU paboTOil U1t popMUpOBaHUS U Pa3BUTHUS OOIMINX U MTPOECCHOHATIBHBIX
KOMIIETEHIHI 00y4Jaromuxcsl.

HaumeHoBaHue pa3iesioB U TeM ®opMupyeMble KOMIIETEHIIUN
AUCHHUIUIMHBI/IPAKTHYECKHE 3aHATHS

1 2

Tema 1 OK 9, IIK 3.1
Beenenue.

JIOKYMEHT H cucTemMa J0KyMeHTAIluH
[IpakTrueckoe 3ansaTue. YHUGUKAIUSI U
CTaHJIaPTHU3AIMH YIPABIEHYECKUX TOKYMEHTOB

Tema 2 OK 9, IIK 3.1
Oprasnn3annoHHO-pacnoOpsiAuTeIbHbIE
AOKYMEHThI

ITpakTuyeckoe 3ansatue. CocTaBleHUE U
oopMiIeHHE pacOPsIINTENIbHBIX JOKYMEHTOB
ITpaktuyeckoe 3ansatue. CocraBieHue
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB

Tema 3 KagpoBasi fokyMeHTal U OK 9, IIK 3.1
[TpakTnueckoe 3anarue. OdopmiieHHEe CIIPaBOK,
JIOKJIAJTHOM U CIIY>KeOHOM 3amMCKH, aKTa
[Ipaktuueckoe 3ansitue. OdopmiieHHE TOKYMEHTOB
M0 TMYHOMY COCTaBY: TPYAOBOT'O JOrOBOPA,
MpHUKasa o mpuemMe Ha paboty, ohopmiieHuE
TPYJIOBOW KHIKKU

Tema 4. loroBopHO-IpaBOBasi JOKYMEHTAIUS OK 9, 1IK 3.1
[TpakTuyeckoe 3anstue. OpopmieHue 10roBopoB
[Ipaktuueckoe 3anstue. OdopMiIeHUE HCKOBOTO
3asBJICHMS, IPETCH3UH

Tema 5 OK 9, 1IK 3.1
Opranu3anusi OnepaTUBHOrO U APXUBHOIO
XpaHeHHsl JOKYMEHTOB

[IpakTueckoe  3aHsTHE. dopmMupoBaHUE
HOMEHKJIATYpbI JeJ1 JUIsl IEpe/layu B apXHB

6. YCJOBUS PEAJIM3AIIAU ITIPOT'PAMMBI YYEBHOM JIUCHUTIJIMHBI

6.1. Jdas peajuM3anMd NpPoOrpaMMbl JAUCHUIUIMHBI  TpeaycMoTpeHbl:  KaOuner
JOKYMEHTAI[HOHHOTO O0€CleueHus] yNpaBieHUs, ydyeOHas ayAuTOpHUs Ui TPOBEICHUS 3aHATUN
JIEKIMOHHOTO THUIIA, 3aHATUN CEMUHAPCKOrO THUIIA, FPYHIOBBIX M MHAWBHUIYAJIbHBIX KOHCYJbTAIUM,
OCHAIlleHHas HaboOpOM JEMOHCTPAllMOHHOIO O00OpYHOBaHUS M Y4eOHO-HArJsAIHBIMU IHOCOOUSMHU;
ayTUTOpPUSl C KOMIbIOTEpAaMH, HMEIOIIMMH BBIXOJ, B HMHTEPHET M YCTAaHOBJIEHHOW CIPaBOYHO-
uHpopmannonHoil cucremoir Koncynerantllmtoc (unu [Mapant); ydeOHas ayauTopHs Ui TEKYIIETO
KOHTPOJISl M IPOMEXYTOUHOM aTTeCTAalllK, OCHAIlEHHasi HA0OPOM JEMOHCTPALlMOHHOTO 000PYAOBaHUS
U y4eOHO-HAIJITHBIMU [TOCOOUAMU; OMOIMOTEKA, YUTATBHBIH 3aJ1 C BBIXOI0M B HHTEPHET; TOMEIICHNE
Ul XpaHEHUuss M MNPOPUIAKTUYECKOTr0 OOCTY)KHMBAaHHUS Yy4yeOHOro 0O0OpYJOBaHMS; AaKTOBBIM 3a;
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MOMEIIIEHUE JJIsi CaMOCTOSITENIbHOW paboThl, ocHamieHHble B cooTBeTrcTBUU ¢ OIl CIIO mo
cnenuanbHocTy 40.02.04 FOpucnpyneHuus.

6.2. NudopmanuonHoe odecriedeHne peajau3aluu NporpaMmal
Jns peanu3zanuy TpoOrpaMMbl  OMOIHOTEUHBIH (OHI YHHUBEPCHTETa HMEET 3SJICKTPOHHBIC
oOpa3zoBaTenpHble W HMH(MOPMAIIMOHHBIE PECYpChl, PEKOMEHAYEMbIe [UIS HCIIOJIb30BAaHHS B
00pa3zoBaTeIHLHOM IpoIIecce
OcHoBHas JInTepaTypa

6.2.1. D1eKTPOHHBIE U3TAHUSA

Kopuees, 1. K. JlokymeHTannoHHOe oOecCrieyeHHE YNPABICHUS : yYEOHUK M MPAKTUKYM JJIs
cpennero npodeccrnonansHoro oopazoranus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 3-
e u3., nepepad. u gomn. — Mocksa : M3gatensctBo FOpaiit, 2025. — 438 c. — (IIpodeccrnonansruoe
obpazoBanmne). — ISBN 978-5-534-16002-4. — Texcr : anekTponHbIi // ObpazoBarenbHas miatdGopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/563193

Kysnenos, M. H. JlokymeHTannoHHoe oOecnedueHue yrpasieHus. JoKymMeHTooOOpoT u
JICIIOTIPOU3BOICTBO : YICOHUK W MPAKTUKYM JUIsSl CPeIHEro mpodeccruonaibHoro odpasosanus / M. H.
Ky3nemnoB. — 5-e¢ u3z., nepepad. u mon. — Mocksa : M3garensctBo Opaiit, 2025. — 425 ¢. —
(ITpoeccronansnoe obpazoanue). — ISBN 978-5-534-20025-6. — Tekcr : 3meKTpOHHBINA //
O6pa3oBarenbHast mwiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/581141 "

6.2.2. D1eKTpPOHHBIE pecypchl

1. Hayunas snekrponnas 6ubimoreka eLIBRARY.RU https://elibrary.ru/

2. DiextpoHHas OubnuoreuHas cuctema HOpaiit W3pmarensctBo IFOpaiit https:/biblio-
online.ru/

3. IImardopma «bubmmokomiekratop» http://www.bibliocomplectator.ru/

4. OdwurnuanbHbII cauT MuHucrepcTBa dunancos Poccuiickoit ®denepaunn
https://www.minfin.ru/

5. HHbopManmoOHHO-aHATUTHYECKUHN KypHaT « DHHAHCOBBIN YYeT U ayauT» WWW.ipb.spb.ru

6. OOpa3oBare/bHBIA HHTEPHET-TIOPTAT [0 HSKOHOMHUKE U YIPABICHHUIO MPEAPUATHEM.
http://www.eup.ru

7. CrpaBouyHo-TipaBoBas cucrteMa «KoncynbpTant [lmrocy.

6.2.3. lonoHuTEIbHbIE HCTOYHUKHU
Hoponuna, JI. A. JIoKyMEHTaIlMOHHOE 00eCTIeUeHUE YIPABICHUS | YICOHUK U TPAKTUKYM IS

cpenHero npodeccronanbHoro obpaszosanust / JI. A. Jloponmna, B. C. UpurukoBa. — 2-e¢ w31,
nepepabd. u gon. — Mocksa : MsnarensctBo FOpaiit, 2025. — 270 c¢. — (IIpodeccuonanbroe
obpazoBanme). — ISBN 978-5-534-16017-8. — Tekcr : smexTpoHHBIH // OOpazoBaTenbHas

mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/563264
KazakeBuy, T. A. JlokyMeHTalMoOHHOE OOeCIieYeHNE YIPABICHUS ;| YUEOHUK U MPAKTUKYM JIJIs
cpenuero npodeccuoHanbHoro oopazosanus / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3a., ucrp. u
norn. — Mocksa : M3natensctBo FOpaiit, 2025. — 177 ¢. — (IlpodeccuonanpHoe oOpazoBaHue). —
ISBN 978-5-534-06291-5. — Tekcr : anexTpoHHsbIH // OO0pa3oBarenbHas miardopma FOpaiit [caiit].
— URL.: https://urait.ru/bcode/562452"
6.2.4. JIuteparypa 1j1sl CAMOCTOSITEILHOI0 U3YYCHUSI
KazakeBuu, T. A. JlokyMeHTaIlMOHHOE oOecrieyeHne yIpaBieHus : y4eOHUK U MPAKTUKYM TSt
cpenHero npodeccruonanbHoro oopazoBanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3z., ucmp. u
non. — Mockga : U3narensctBo FOpaiit, 2023. — 177 ¢. — (Ilpodeccrnonansuoe oOpazoBanue). —
ISBN 978-5-534-06291-5. — Texkcrt : anexTpoHHbIi // OOpa3oBarenbHas maatdgopma FOpaiit [cailr].
— URL: https://urait.ru/bcode/513745
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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/

WHpopMalinOHHbBIC TEXHOJOTHH B MEHEKMEHTE (YIIPABJICHUH) | YYCOHUK U MPAKTHKYM JIJIS
cpennero npodeccuonaabHoro oopazosanwms / F0. JI. Pomanosa [u ap.] ; mox pemakiumeit FO. /1.
PomanoBoii. — 2-e u3., nepepad. u nomn. — Mocksa : U3natensctBo FOpaiit, 2023. — 411 c. —
(ITpodeccnonansuoe odpazoBanue). — ISBN 978-5-534-13801-6. — TekcT : 37EKTpOHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/517435

6.3. O0s3aTe;IbHOE IPOrPAMMHOE ObecreyeHue

1. Astra Linux Special Edition «Cmonenck», «Open»; PenOC ; OC "Anpt Pabouas cranims"
10; OC "Anbt O6pazoBanue” 10.

2. MoitOduc Crangaptabiii 2, MoitOduc ObpazoBanue, P7-Oduc [IpodheccrnonanbHbIi,
MoiiO¢uc Crangaptasiii 3, MoitOduc IIpodeccrnonanbhsrii 3

7. ®OHJI OHEHOYHBbIX CPEJICTB AJISA NPOBEJAEHUSA TEKYHIETI'O KOHTPOJISA N
MMPOMEKYTOYHOM ATTECTAIIUM IO JUCIUTIJINHE
OII 06 «JlokyMeHTalMOHHOe o0eclieueHue YpaBJIeHus»

7.1. HACITIOPT ®OHJA OHEHOYHBIX CPEACTB 11O JUCHUIIJINHE
@OoH/ OIEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsi KOHTPOISI M OLEHKH O0O0pa3oBaTEIbHBIX
JOCTHKEHUM  OOy4aloIIMXCs, OCBOMBIIMX  mporpammy  yueOHoit  muctumiuael  OI1.06
«JlokymeHTarmonHoe obecnieuenue ynpasienus» o crernuansHocti CI10 40.02.04 OpucnpyneHmus.
@DOoH/T OLIEHOYHBIX CPeACTB pazpadboTaH B coorBeTcTBUU ¢ TpeboBanusamu GI'OC CIIO 40.02.04
KOpucnpynennust u pabouerr nmporpammoit mucruiumabl OI1.06 «JlokymMeHTanoHHOE OOeCIIeUCHIE

yIPaBICHUS».
B pe3ynbrare ocBO€HUS AUCHUIIIMHBI 00 YyYAIOLUICS TOJKEH:!

ymemb: - [IpuMeHsTh Ha TNPaKTUKE TOCYAAPCTBEHHBbIC CTAaHAAPTHI, Ipyrue
HOPMaTHUBHO-METO/INYECKUE JIOKYMEHTBHI, peraaMeHTHpYoIIHe
OpraHU3aIMI0 JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHUS;
- CoctaBnsTh ®  TPaBHIBHO  O(GOPMIISATH  OCHOBHBIE  BHIBI
OpPraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB;
- OdopmisaTe nHGOPMAITMOHHO-CIIPABOYHYIO IOKYMEHTAIIHIO;
- OdopMIIATE KaAPOBYIO TOKYMEHTAIINIO;
- OdopmMIsTh TPETEH3MOHHO-UCKOBYIO JOKYMEHTAIIHUIO.

3HamMY. - TepmuHONOrvi0 B 007aCTH JOKYMEHTAIMOHHOTO OOecredyeHus
YIpaBJIECHUS;
- HopMaTuBHBIE JOKYMEHTBI, PETIaMEHTHPYIOIIHME COCTaBICHHE WU
oopmMIleHHEe JOKYMEHTAIIUU U TIOPSAIOK €e 00paboTKu;
- [IpaBuna  cocraBineHuss M OQOPMIICHMS  OpPraHU3ALMOHHO-
pacnopsAMTENbHBIX IOKYMEHTOB, BXOIAIIUX B YHU(UIIMPOBAHHYIO CUCTEMY
OpPraHU3aLMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB, YHU(DULIMPOBAHHYIO
CUCTEMY NEpBUYHOM YYETHOH NOKYMEHTAllUM B YaCTU JOKYMEHTAIMH I10
y4ery Tpyna;
- [Topsimox mpoBeneHUs HKCIEPTH3bl ILIEHHOCTH JOKYMEHTOB H
MIOATOTOBKH JI€JI K apXUBHOMY XPAaHEHUIO.
— TexHONOrHIO OpraHu3alid JOKYMEHTOOOOpOTa B  OpraHM3alMsIX
(YUpeKICHHUSX).

umems - CocraBineHus W MNpPaBUIBLHOTO OGOPMIIEHHS OCHOBHBIX BHJIOB

npakmuueckuii | OpraHU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEHTOB;

onvim: - Odopmnenust naGOpMaAITMOHHO-CTIPABOYHON IOKYMEHTAIINH;
- OdopmiteHus KazpoBoil TOKYMEHTaLUY,
- OdopmneHns NpeTeH3MOHHO-UCKOBOM TOKYMEHTAlluu
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OCBOMTH 001THE U TPodhecCHOHaTbHBIE KOMITETECHITUHN:

Koxa HanMmeHoBaHHeE 00X KOMIIETEHITHIA

OK 09. [Tonp30BaTbCst mpodecCHOHATBHON TIOKYMEHTAlUeH Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

Kon HanMeHnoBaHue BUIOB J1eSITEJIbHOCTH U NMPO(eCcCHOHATbHBIX KOMIIeTeHIHii

I1K 3.1. Bectu 1okyMeHTOOO0POT IpH OKa3aHUHU MPOdHEeCCUOHATHHOM IOPUINICCKOMN TOMOIIH

7.2. IEPEYEHb KOHTPOJIMPYIOIIIUX MEPOITPUSTUM JJ1sI TPOBEJAEHUSA
TEKYILIETO KOHTPOJISI U TIPOMEKYTOYHOM ATTECTALIUU
[lepeyeHb KOHTPOJMPYIOUIUX MEPONPUATHA JIE TPOBEACHHUS TEKYIIEro KOHTPOJS IO
muctumuHe OI1.06 «JlokymeHTanmoHHOE 0OecriedeHre YIpaBIeHUS»:

Texyimaa arrecranusa
Homep Hy @
aKTH4YeCKue OpPMHpOBaHHE
cemecTpa | TecrupoBaHue Omnpoc P Hoxmnan pMHP
3ajaHus nopr¢oJamno
3 + + + +

[lepedyeHb KOHTPOIUPYIOUIUX MEPOIPHUATUN JJISI TPOBEACHUS MPOMEKYTOYHOM aTTECTALMH T10
muctumuHe OI1.06 «JlokymeHTanmoHHOE 0OecTiedeHHE YIPaBICHUS»:

IIpoMesKyTOUHAs ATTECTAIMSA
Homep
IIpome:xxkyTOouHOE .
cemecTpa KypcoBasi padora P Y 3auer ¢ omeHkoi| DJK3ameH
TeCTHPOBAHHE
3 - - + -

7.3. PE3YJIBTATBI OCBOEHUSA JUCIUAIIJIMHBI

Pezynvmamut 06yuenus

Kpumepuu oyenxu

Memoowl oyenku

Ymenne
- IIpuMeHsaTs Ha HpaKTHKE
rocyJapCTBEHHbIE CTaHAapThI,
Jpyrue HOPMaTHBHO-METOANYECKUE
JOKYMEHTBI,  perilaMeHTHPYIOIIHE
OpraHU3alMI0 JOKYMEHTAL[MOHHOIO
oOecrieueHus yIpaBIeHHUS;

- CoctaBisiTb U NPaBUIBHO po()eCCHOHANBHBIX 3a/1ad,
opopMIISATH OCHOBHEIE BHJBI | - 3HATh MHPOPMAIIMOHHbIE
OpraHU3aluoOHHO- TEXHOJIOTUH
pacnopsiAuTeIbHBIX JOKYMEHTOB, AJs1 JOKYMCHTAIlMOHHOI'O

- OdopmisaTh oOecreyeHus ypaBIeHUEM
MH(OPMAIMOHHO-CIIPABOYHYIO

JOKYMEHTALUIO;

— Odopmrats KaJPOBYIO

- 3HaTh HOPMAaTUBHO—IIPABOBOE
peryaupoBaHue
JIOKYMEHTAIIIOHHOTO
oOecrieyeHus ypaBJieHus;

- OCYLIECTBIIATH IIOMCK U
00paboTKy HHpOpMaLUH,
HEOOXOAMMOM JUTs pelieHHs

YeTHBI onpoc,
TECTUPOBAHUE,
HpaKkTUYEeCKHUe 3aaHus,
nokana, pedepar
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JOKYMEHTAIIHIO;
- OdopMIATh NPETEH3UOHHO-
HCKOBYIO IOKYMEHTAIHUIO.

3HaHue

—  Tepmuuomornu B oOnacTu
JOKYMEHTAITMOHHOTO O0eCTICYCHHS
yIIpaBIICHUS;

—  HopMmaTuBHBIX JOKYMEHTOB,
pErIIaMEHTHPYIONUX COCTABIICHHUE
1 opOpMIICHHE [TOKYMEHTAllUu W
MOPSIIOK €€ 00padoTKH;

—  IlpaBun  cocraBneHuss U
odopmiteHUs OpTraHU3aI[MOHHO-
pacropsIUTeIbHBIX  JOKYMEHTOB,
BXOJAIMX B YHU(DUIIUPOBAHHYIO

CUCTEMY OpraHU3alMOHHO-
pacIOpsIIUTENBHBIX  JOKYMEHTOB,
YHU(UIUPOBAHHYIO CUCTEMY
IIEPBUYHOMN Y4ETHOU
JOKYMEHTaluu B 4acTu
JOKYMEHTALUU 110 YYETY TPYIa;

- Ilopsanka IIPOBECHUS

9KCIIEPTU3bI HEHHOCTHU IOKYMEHTOB
U TOJTOTOBKHU JIel K apXUBHOMY
XPaHEHHUIO.

- TexHonorun  OpraHu3alUH
JTOKYMEHTO000poTa B
opranu3anusx (YUpexaeHmsx).

- UCTIOJIb30BAaTh S3BIKOBHIC,
KOMMYHUKATHBHbIE, HOPMBI
PYCCKOTO 53bIKa U KYJIbTYPHI
peun B mpodeCCHOHAIBHOM
001IIEHNH;

- 3HaTh OCHOBBI TEOPUH YCTHOMN
Y TUCbMEHHON KOMMYHHKAIIVH B
pasIuYHBIX cepax oOIEeHus;

- 3HaTb HOPMaTUBHYIO 0a3y,

peraaMeHTHUPYIOLTYIO
JIEJIONPOU3BOJICTBO

YeTHbI onpoc,
TECTUPOBaHUE,
MPAKTUYECKHE 3aJaHu,
nokiana, pedepar

IIpakTH4yecKkui ONBIT
- CocraBieHus U NpaBUIBHOTIO

O(l)OpMJ'IeHI/IH OCHOBHBIX BUO0B
OpraHnu3alluOHHO-PACTIOPAIUTCIIBHBIX
HOKYMCHTOB;,

- Odopmnenus
MH(}OPMaLIOHHO-CIIPABOYHOM
JOKYMEHTaluH,

- Odopmnenus KaJpoBO
JOKYMEHTAIIH,

- OdopmiieHus: IpeTeH3MOHHO-
HCKOBOH IOKYMEHTaLIUH.

- BBIIIOJHACT Ha60p TCKCTa

JCIIOBBIX JOKYMCHTOB B
COOTBCTCTBHUH C ImpaBUJIaMHn
ACJIOMPONU3BOACTBA,

- cocraBisieT U 0ohOpMIseT
pa3M4HbIE BUABI JOKYMEHTOB B
COOTBETCTBUM C HOPMAaTUBHOU
JIOKYMEHTaluen

YeTHBI onpoc,
TECTUPOBaHUE,
IIPAKTUYECKHE 3a1aHus,
nokaa, pedepar

7.4.0IIUCAHUE MMOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHUSA KOMIIETEHIIUIA
HA PA3J/IMYHBIX O9TAITAX UX POPMHUPOBAHNS, OIIMCAHUE HIKAJI

OINEHUBAHMNAI.

Texkymmii KOHTPOJb 3HAaHUI MpeACTaBiIseT COOOW KOHTPOJIb OCBOECHMSI IMPOTrPAMMHOIO
MaTepuaia y4eOHOW NUCLMIUIMHBI, C IIeJbI0 CBOEBPEMEHHON KOPPEKLUMH OOYYeHUs, aKTHBU3ALUHU
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CaMOCTOSITENTbHON pabOThI M MMPOBEPKU YPOBHS 3HAHUHN M YMEHHI 00ydaroniuxcs, CQOpMUPOBAHHOCTH

KOMIIETEHIIUH.
IIpoMe:KyTOYHBII KOHTPOJIb MO TUCIUIUIMHE IO3BOJSET OLEHHUTH C(HOPMUPOBAHHOCTD
KOMIIETECHIIUH:
HaumeHnoBaHue pa3aesion
THn KOHTPOJILHOIO 3aaHUS
AUCHHILIMHBI
1 2
Tema 1 Bormpocs! k 3agety ¢ Bonpocer k TectupoBanue
Brenenne. OILICHKOM YCTHOMY
JlOKyMeHT u cucrema onpocy
JOKYMEHTAUUH Joxmasr
[IpakTnueckue
3aJlaHus
Tema 2 Bormpocs! k 3a4ety ¢ Bonpocer k TectupoBanue
Opranu3anmoHHoO- OLICHKOM YCTHOMY
pacnopsiauTebHbIe J0KYMEHThbI orpocy
Jlokmnassl
[IpakTnueckue
3aJlaHus
Tema 3 KaapoBasi 1okyMeHTA A Bomnpocs! k 3auety ¢ Bormpocsl k TectupoBanue
OLIEHKOH YCTHOMY
onpocy
Jlokmnassl
[IpakTnueckue
3aJlaHus
Tema 4. JloroBopHO-nIpaBoOBas Bomnpocs! k 3auety ¢ Bormpocsl k TectupoBanue
AOKYMEHTaIUs OLICHKOM YCTHOMY
onpocy
Jlokmnassl
IIpakTrueckue
3aJlaHus
Tema § Bormpocs! k 3adery ¢ Bormpocs! k TectupoBanue
Opranu3anusi ONepaTuBHOIO U OLIEHKOH YCTHOMY
APXMBHOI'0 XpAHEHHs JOKYMEHTOB onpocy
Jlokmnasl
IIpakTueckue
3aJlaHus

7.4.1. KOMIUVIEKT OHEHOYHBIX CPEACTB JJIAA TEKYHIEI'O KOHTPOJIA

Texymuii KOHTpOJIb 3HAHWM TMpeAcTaBiIsieT CcOO0OW KOHTPOJb OCBOEHHUS MPOrPaMMHOTO

MaTepuaia y4eOHON NUCLMIUIMHBI, C IIeJbI0 CBOEBPEMEHHONW KOPPEKLIHMU OOY4YEeHHUs, aKTHBM3AaLUU
CaMOCTOSITENILHOM pabOThl M MPOBEPKU YPOBHS 3HAHUM U yMEHUI oOyuarouuxcs, cpopMHUPOBaHHOCTH
KOMIETEHIMH. Pe3yabTaThl TEKYIIEro KOHTPOJIS 3aHOCATCS B )KypHaJIbl YUEOHBIX 3aHATHH.

DOpMBI TEKYIIETO KOHTPOJIS 3HAHUM:

- YCTHBIH OIIpOC;

- BBINIOJIHEHUE NMPAKTUYECKUX 3a/IaHUM;

- TECTUPOBAHHUE.

[IpopaGoTka KOHCHEKTa JEKUUH M y4eOHOM JIUTepaTypbl OCYIIECTBISETCS CTYACHTaMU B
TEYEHHE BCETO CEMECTPA, IIOCIIE U3yUEHUSI HOBOU TEMBI.

15



IIpenonaBaresb KOHTPOJIMPYET 3HAHME CTYIAEHTOM IIPOMJIEHHOTO Marepuaja C IIOMOLIbIO
KOHTPOJIBHBIX BOIIPOCOB WJIM TECTUPOBAHUS.

Bonpocs! 1Jist TEKYIEro KOHTPOJIs 3HAHMIA (YCTHBIH onmpoc)
Dopmupyemvie komnemenyuu — OK 09, IIK 3.1

1. Kaxkue ocHoBHBIE 3aK0HBI perynupytoT JOY?

2. Kaxkoit ctanaapt ucronb3yroT 111 0GOPMIICHHS OPraHU3alIMOHHO-PACTIOPSATUTETHHBIX
JIOKYMEHTOB?

3. Uto nmonumaercs o yHupukanuen u ctanaapTu3anuei?

4. Uro npencrasiser coboit YHaudumupoannas cucrtema 10KkymeHToB (JJOY)?

5. C kakoii nienpto pazpadoran u BejaeH B aerictsue "['OCT P 7.0.97-2016.

Hanmonanensiii crangapt Poccuiickoit @epepanuu. Cucrema cTaHAapToOB 10 HHPOpMaIu,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY Jieny. OpraHu3alMOHHO-PACIOPSAUTENbHAS TOKYMEHTALIHS.
TpeboBanust k 0pOpMIICHUIO TOKYMEHTOB"?

6. Urto npeacrasiseT co0oit OaHK T0KymMeHTa?

7. Kaxkue Buzb!l pacnosiosxeHus pekBU3UTOB Bbl 3Haere?

8. Kakue pekBU3UTHI BXOAT B COCTaB oO1ero 6ianka?

9. Kaxue pekBU3UTHI BXOJAT B COCTaB OJIaHKA Ui mUceM?

10.  Kak ¢popmynupyercs 3arojioBOK K TEKCTY JOKYMEHTa?

11. Kaxkue snemMeHThI BKIIIOYAIOTCS B COCTAB PEKBU3UTA «aapecary?

12. CxonbKO aApecoB MaKCUMAJIbLHO MOYKHO ITOMECTUTh HA OJJHOM TOKyMEHTe?
13.  Kaxkwue 31eMeHTBI BXOJIAT B COCTaB Tpuda COrracoBaHus?

14.  Kaxkwue smeMeHTHI BXOJAT B COCTaB rpuda yTBepx acHUs?

15. Kaxkue snemMeHThI B pEeKBU3HUTE «IIOJNKCHY JOJKHA 3aTparuBaTh reyaTh?
16. U3 xakux 4acTeil COCTOUT TEKCT MpuKaza?

17.  Kak ¢popmynupyercs 3arojioBOK K rmpukasy?

18.  Kak ¢popmynupyrorcs myHKTHI IpuKasa?

19.  Kakoii popMynnpoBKoii 3akaHUMBAETCS TEKCT MpHUKa3a?

20. Korpa uznaercs pacnopspbkeHue?

21. Kax ¢opmynupyeTcst 3arojioBOK K pacropsiKeHUI0?

22. KakuMu cJI0BaMU HAYMHAETCSI paclopsIuTeNbHas 4acTh PacOPsHKEHUS ?
23. Ha xakom OnaHke oopmisieTcst pacropsbkeHne?

24. B xakux ciydasx U3zlaeTcs ykazaHue?

25. Kak ¢opmynupyeTcst 3arojioBOK K yKa3zaHHIO?

26. Kakumu ci0BaMu MOKET HAUMHATBCS PACHIOPSIIUTENIbHAS YacTh yKa3aHHs?
27. Kaxoii hopMyIHpOBKON 3aKaHIMBAETCS TEKCT YKa3aHUS?

28.  KeM cocTaBistoTCs aKThI?

29.  Kakwue pyOpHKH BBLICISIOTCS BO BBOJHON YacTH aKkTa?
30.  Yro yka3pIBalOT B KOHCTATHPYIOLIEH yacTu akTa?

31.  Ha3zoBute pyOpHKH BBOJHON YacTH MPOTOKOIA?

32. U3 kakMx pa3JesoB COCTOMT OCHOBHAsI YacTh MPOTOKOJIA?

33.  Kak popmynupyercs mocTaHOBISIOMIAS YaCTh MPOTOKOJA?
34. B xakux ciaydasx cO3JaroTcs JOKJAJHbIE 3alTUCKU?

35. Ha xakue BUABI AEIATCS JOKIJIATHBIE 3aIIUCKA?

36. 13 kakux yacTelt COCTOUT TEKCT JTOKJIATHOMN 3aUCKu?

37. Uro Takoe cripaBka?

38. Kakue ObIBatoT cripaBku?

39. Kakune peKBH3HTHI COJIEPIKUT JTMYHAS CIipaBKa?

40.  Kakue npuKasbl Ha3bIBAIOTCS NMPHKa3aMH 0 JMYHOMY COCTaBy?

41.  Kak popmymnupyercs 3aroJioBOK K CBOAHOMY MpUKa3zy?

42.  Kak odpopmisercst BU3a 03HAKOMJICHHS B IPUKa3ax 110 JUYHOMY COCTaBYy?
43. U3 KakMX CTPYKTYpHBIX 2JIEMEHTOB COCTOUT XapaKTepUCTUKA?
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44,  KTO0 NOANMCHIBAET XapAKTEPUCTUKY?

45.  Kak numercs 3asBieHue?

46.  Kak odopmisiercs pacriucka?

47. Urto npeacTasisieT co00il TOBEPEHHOCTH?

48.  Kakwue ObIBarOT BHUJIBI JIOBEPEHHOCTEH?

49.  Kakwue peKBU3UTHI BXOIAT B COCTaB OJaHKa AJisl MUCEM?

50.  Kakue BapuaHTsl 0(hopMIICHUs OJAHKOB CITY)KEOHBIX TUCEM BbI 3HaeTe?

51. B kakwmx ciayyasx CiryeOHOe MMChMO COCTaBJsieTcs Ha Oanke popmara AS?

52.  Jlaiite o0Omyl0 XapaKTEPUCTHKY OPTraHMU3ALMOHHBIX TEXHHUUYECKHUX CpPEACTB B
«JloKyMeHTallMOHHOM O0ECTICUEHUH YIIPABICHUS.

53.  Kakue KOMIBIOTEpHBIE CPEACTBA MPUMEHSIOTCS JJIsI TOATOTOBKH JJOKYMEHTOB?

54.  Kaxkue 3aKkOHO/ATEIbHBIC aKThI IPEANUCHIBAIOT 0053aTEIbHOCTh JOKYMEHTHPOBAHUS
uHpopmanuu?

55.  Kakue TpeGoBaHMs K JOKyMEHTAaM U3JI0KEHBI B 3aKOHOJATENIbHBIX aKTax?

56.  Ha Koro BO3JI0’)K€HO METOAMYECKOE PYKOBOACTBO IMOCTAHOBKOMW JEIONPOU3BO/ICTBA B
cTpane?

57.  Kaxkoso 3HaueHnue I'CJIOY u uto oHa pernameHTHpyeT?

58.  Uto pernamMeHTHPYET TUIOBAsi MHCTPYKIIUS 10 1EJIONPOU3BOJICTBY?

59. B gem 3nauenune EI'C/1?

60. Uro Takoe JOKyMEHT?

61.  UYro Takoe TOKyMEHTOOO0OpOT?

62. Kakue 6maHky opraHu3amniy BaM U3BECTHBI?

63.  Yro Takoe oOmuii 6JaHK OpraHU3anuu?

64.  Kakue TpeOOBaHMS IPEIBIBISIOTCSA K XPAHCHUIO OJIAHKOB TTUCEM?

IIpumepHbIii MepeyeHb NPAKTHYECKUX 32JaHMI 110 TUCIUNIUHE

@opmupyemote komnemenyuu — OK 09, 11K 3.1

1.

CocTaBuUTh  NUCHMO-TIPUIJIALIEHHE  OPraHU3alMOHHOIO  KOMHTETa  «ODKCIOLEHTP» C
IPE/UIOKEHUEM TOCETUTh MEXIYHAPOJHYIO CIELUAIN3UPOBAHHYIO BBICTABKY «OKOHOMHS
MaTepUaIbHBIX U TOIJIMBHO-IHEPTETUUECKUX PECYPCOB B CTPOUTENBCTBE U TPOMBIIIIIEHHOCTH.
BricTaBka MpoXoauT B MaBUJIBOHE BBICTABOYHOT'O KOMILIEKca B I. Camapa.

CocraBbTe JOKIAJHYIO 3alIUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEIIO PEAPUATHS 00 yTepe
pabotHukom CrenaHoBbiM .M. muckMma-3ampoca, MOCTYNMBILErO B aJpec MPEANpHsTUs /Ba
Mecsila Ha3al.

Hanumure 3asBnenue o npueme Bac Ha paboTy 3KOHOMHCTOM B TOCYAapPCTBEHHOE
MpeNNpUATHE 110 CBSI3U U MHPopMmaTHKe «PoccBA3bUHPOPMY.

CocraBbte rapantuiiHoe nucbMo AO «3Jkocan» [TAO «IIporpeccy» 06 okazaHMM TEXHUUYECKOH
MOMOILIM B pa3paboTke pabounx uepTesked HacocHoW crTaHmuu. AO «3JKocaH» HPOCUT
MIPOU3BECTH ITY pabOTy HEMOCPEACTBEHHO Ha IJIOIIA/IKE.

CocraBbre u o¢opmute Tenerpammy OOO «tOnucub» Kemepockomy mnpeanpusituro AO
«Kpucramm» 0 moaHOM OTKa3e OT OIUIATHI 3a MOCTYIUBIIYIO IPOLYKIUIO B CBS3H C TEM, YTO ITa
IPOAYKIMS He Obula 3aKka3aHa. OCTalIbHbIE PEKBU3HUTHI YK)KUTE CAMOCTOSITEIBHO.

Hanummre 3asBieHue O IpenocTaBieHUd Bam oTmycka MO CeMEMHBIM OOCTOSTENhCTBAM.
OcTanbHble pEKBU3UTHI YKXKUTE CAMOCTOSITENIBHO.

CocraBbTe NMUCHbMO-0TBET TUMOrpadun uznarenbcTBa «Hayka» oOmiecTBy ¢ OrpaHHYEHHON
OTBETCTBEHHOCTbIO «TpHHHKA» O BO3MOKHOCTH BBIIIOJIHUTH 3aKa3 HA M3rOTOBJIEHHE OJAHKOB
ydeTa U OTYETHOCTH.

Hanummure npuka3 renepanpHoro maupekropa AO «MMmynbe» o mpueme Bac Ha paloTy
OyXraaTepoM.

Hanummure 3asBienne Ha uMs qupekTopa 06 usmMeHennu Bameit ¢pamuiniy B cBs3H €
peructparuei 6paxa.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

CocTtaBpTe  XapaKTEPUCTHKY-pPEKOMEHAANMI0 paboTHHKAa Bamiero mpennpusTas Ui
noctymienus ero B acnupantypy @PI'bOY BO «Camapckuii rocyapcTBEHHbI Y KOHOMHYECKUNA
YHUBEPCUTET.

Hanummure 3asBienue o0 yBOJIbHEHUH € paOOTHI IO COOCTBEHHOMY >KEJIaHHUIO.

CocTaBbTe OOBSICHHTEIBHYIO 3alMCKy C VYKa3aHWEM MPUYMHBI HAPYIICHHUS TPYIOBOM
JUCHUILTUHBI paOOTHHUKA

CocraBbTe IPOTOKOII 3aceAanus npodcoro3zHoro komurera AO «Xned» 0 BBIJICICHUH ITyTEBOK
B caHaropuil «Yaiika» paboTHUKAM MPEITPHUATHSI.

CocraBbTe akT O MpueMe-Tiepesadye el B apXUB 3aBEAYIONIMM OTACJIIOM KalmuTaIbHOTO
crpoutenbctBa AO «CTpoMHBECTY.

CocraBpTe WHGOPMAIMOHHOE IMHCHMO O 3aBEPIICHHH CpPOKa TMpUeMa 3asBICHUN IS
perucTpaly y4aCTHUKOB Hay4YHO-TIpakTHueckoi koHpepeHuuu. Ha3Banue koHdepeHUUU U
CPOKH MPOBEICHHUS KOH(PEepeHIIMH 0003HAYBTE CAMOCTOSATEIBHO.

CocTaBbTe CONMPOBOAMUTEIHLHOE MUCHMO O HampaBieHuu B aapec AO «Pamon» nulleH3UU Ha
BBIBO3 OBITOBBIX OTXOJIOB.

CocraBbTe TenedoHorpaMmy O MPOBEACHUM COBEIlaHusl B MUHUCTEPCTBE 3[paBOOXPAHEHHUSI C
yKa3zaHueM 00CyXK1aeMOoro BOIIPOC.

CoctaBuTh U 0POPMHUTH PEKIIAMHOE MUCHMO O MPOJAXKE YACTHBIM JIUIAM U TOCYJapCTBEHHBIM
MPEANPUITHSIM TEPCOHATBHBIX KOMITBIOTEPOB IO JOTOBOPHOM CTOMMOCTH M O BO3MOKHOCTH
MPUHUMATD 3aKa3bl HA COCTABIICHUE MPOTPaMM

IIpumepHbIe TeCTOBbIE BONPOCHI MO TUCHUILINHE

Dopmupyemvie komnemenyuu — OK 09, IIK 3.1.

1.Jlenonpou3BoACTBO:

a) CHUCTEMAa COCTaBJICHUA n XPaHCHUA JAOKYMCHTOB,

6)

3aIIuCh HH(bOpMaIII/II/I Ha  pa3InYHbIX HOCHTECIIAX 110 YCTAaHOBJICHHBIM IIpaBHJIaM;

B) oTpaciib ACATCIIBHOCTH, O6€CH€‘II/IB8.I-OH_13.$I AOKYMCHTUPOBAHUC W OpraHU3aluIo pa6OTBI C
O(i)I/IIII/IaJH)HI)IMI/I AOKYMCHTAaMM.

2. Tlonsrue CIOKYMCHTHUPOBAHUCH

a) 3anuch MHPOpMAIMK U 0POPMIIEHHE JOKYMEHTA;
0) 3amuch MH(pOPMAIMK Ha Pa3IMYHBIX HOCUTENAX M0 YCTAaHOBJICHHBIM ITPaBUJIaM;
B) XpaHEHHUE JIOKyMEHTa.

3.J10KyMEeHTO000pOT:

a) YCJIOBHOE 00O3Hau€HUe, MPUCEBAEMOE JOKYMEHTY B IPOLIECCE yUeTa U UCIIOJIHEHUS;

0) JABIXEHHE JOKYMEHTOB B OpraHM3allii C MOMEHTA UX CO3JJaHMs WM MOJTY4YEHUS 10 3aBepIIeHUs
WCIIOJIHEHUS WM OTIIPABJICHUS aJjpecaTy;

B) OTpacib AEATeNbHOCTH, OOecleurnBarolas JOKyMEHTUPOBAHUE U OPTaHU3aIUI0 PaOOTHI C
opUIMATBEHBIMA JTOKYMEHTaMHU.

4. OpuruHan 10OKyMEHTa:

a) TepBOHAYAIbHBIN AK3EMILISP TOKYMEHTA;
0) DSK3EeMIUIAp TOKYMEHTA, SIBISIOIIUIICS NCXOAHBIM MaTEPHAIIOM ;
B) BCE OTBETHI BEPHBI.

5.3axkoHbl PO genarcs Ha:

a) Yka3wl npe3ujieHTa u nocranonieHus [IpasutenscTBa PO;
6) HopmartuBHbIe aKThl (eiepaTbHBIX OPraHOB UCTIOJIHUTEILHON BIACTH
B) BCE OTBETHI BEPHBI.

6. Konus:

a) WICHTUYHOE, BOCIIPOM3BEICHUE MOJIMHHNKA, OCTAOIIASICS B IeJIaX MPEANPUITH, KaK MMPaBUJIIO,
HE 3aBEPAETCS MOANUCHIO JOJKHOCTHOTO JIMLA;

0) WACHTUYHOE, 3aBEPEHHOE JOKHOCTHBIM JIUIIOM BOCTIPOU3BEACHHUE TIOIJTMHHUKA,

B) HET BEPHOI'O OTBETA.
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7.PalMOHAJIBHO OPraHU30BaHHBIM KOMIUIEKC B3aHMMOCBSA3aHHBIX JTOKYMEHTOB, CO3/IaHHBIM IO
€IMHBIM MpaBUJIAM M TPeOOBAaHUSAM M INPUMEHSAEMBIH B ONpPENEICHHOW 00JacTu AEATeNbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJIapTU3aLuei;
0) yHUPUIIUPOBAHHOW CUCTEMOW JOKYMEHTAIUH;
B) KJIacCU(PUKATOPOM YIIPABICHUECKONW JOKYMEHTALUH.
8. PekBU3UT TOKyMEHTa:
a) 00s3aTenbHBIN 3J1IeMEeHT 0OpMIICHHS O(PHUIIMATIBHOTO IOKYMEHTA;
0) moMeTKa, yKa3bIBaroIas Ha 0COObII XapakTep;
B) YCIOBHOE 00O3HAYCHME, IPUCEBAEMOE JOKYMEHTY B IIpoLecce yueTa (perucTpauuu) 1
HCIIOJIHEHUS.

9. Crannaptel opranuzauuii B Poccun Moryt pazpa0aTbIBaThCsl U IPUMEHATHCS
OpraHU3alMsIMU B CIEAYIOLUX CIydasiX:

a) JUII 00ecrieYeHHs UCIIOJIb30BaHUS Ha IPEANPUITHIX TeXHUYeCKuX perinameHToB PO, TOCT P,
I'OCT, mexayHapoIHBIX, HAIIMOHABHBIX CTAHIAPTOB 3apyOeKHBIX CTPaH, CTAHJAPTOB HAYYHO
TEXHUYECKHX, NHKEHEPHBIX OOILECTB U APYrux obmecTBeHHbIX 00benuHenuid, CTII qpyrux
OpraHM3alyii, a TaKXKe Ha CO3/1aBaeMble Ha JaHHOM IPEIIPUSITUH POIYKIIHUIO, YCIYTH U
IIPOM3BOICTBEHHBIE TIPOIIECCHI (PaOOTHI);

0) peructpauuu GopM JOKYMEHTOB, YHOPSIOUEHUS HHOOPMAITMOHHBIX TOTOKOB B HAPOJIHOM
XO03SICTBE, COKpAIIEHUs KOJMYECTBA IPUMEHsAEMbIX (POPM, PallMOHAIBHOM OpraHu3alui KOHTPOJIS 32
pUMEHEHHEM YHU(DHUIIMPOBAHHBIX ()OPM TOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. HaunonansHble ctangaptel 1 O61epoccuiickue Ki1acCu(puKaTopbl TEXHUKO-
HKOHOMHMYECKON U COLMaIbHON MH(OpMAIMK, B TOM YKCIIE IPAaBUIIa UX Pa3pabOTKU U IPUMEHEHUS,
MPEJCTABISIOT COOOI:

a) MEXHaIMOHAIbHYIO CUCTEMY CTaHAAPTH3ALMH;
0) HaIMOHAJIBHYIO CHCTEMY CTaHIapTU3AINH;
B) CHUCTEMY CTaHJapTH3alMH.
11.I'oct 9327-60* ycTanaBnuBaeT TpH psijia MOTPEOUTETHCKUX (POPMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.

12. NcxonubiM (hOpMATOB SIBIISETCS:

a) dopmar A0, mIomamb KOTOPoro pasHa 1 M? ¢ TaGapuTHEIMU pazMepamu 842X 1189 mm.;
6) dopmar A0, momans KOTOPOro paBHa 2M? ¢ rabapuTHeIME pasmepaMu 842X 1189 M. ;
B) (dopmar A4, miomaas KoToporo papHa 1,5M% ¢ raGaputHbIME pasmMepamu 842X1189 mw.
13. Kaxplil 1ucT 1oKyMeHTa, opOpMIIEHHBIH Kak Ha OiaHke, Tak u 6e3 Hero, cornacHo ['OCT
P 6.30 nomxeH UMETh NOJIs HE MEHEE. MM:
a) 10 — neBoe, 10-nipaBoe, 20 — BepxHee, 20 - HIDKHEE;
0) 25— neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIKHEE;
B) 20 — neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIDKHEE.
14. TIpu cocTaBiIeHUH MHOTOCTPAaHUYHBIX JOKYMEHTOB BTOPasl U MOCIEAYIOIINE CTPAaHHIIbI:
a) TOJKHBI OBITH IPOHYMEPOBAHBI;
0) HyMepoBKa He 00s3aTeNbHA;
B) IPOHYMEPOBBIBAETCS BCE CTPAHUIIBI, KDOME TUTYJIBHOTO JIUCTA.
15. Homep cTpaHHIIbl HAHOCUTCS Ha:
a) BEpPXHEM I0JIe JINCTA TIOCEPEINHE;
0) HIKHEM IOJIe TUCTA TIOCEPENHE;
B) BEPXHEM WJIM HUKHEM I10JI€ JIMCTA B IPABOM YTIIy.
16. CxoabKO criocoOOB HAaITUCAHUS AAT IPUMEHSIOTCS?
a) nBa: MU(POBOU U CIOBECHO-IIU(PPOBOW;
0) Tpu: 1udppoBoii, c10BECHO-IIM(PPOBOI U ABTOMATHU3UPOBAHHBI;
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B) JIBa: pyYHBIM CIIOCOOOM M MALITMHHBIM.
17. B 1oOKyMeHTax TONMYCKAIOTCSI COKpAIICHUS:
a) TOJBKO OOIICTIPUHATHIE COKPAILICHHS CIIOB;
0) OoOLIENPUHATBIE COKPALLECHUS, a TAK)KE COKpAILlEHUs] OTOBOPEHHbIE HOPMATUBHBIMU JOKYMEHTaMH;
B) HET BEPHOI'O OTBETA.
18. I1pu HanMcaHUM MHOTO3HAYHBIX YMCEN IPOU3BOAUTCS UX IPYHIIMPOBKA CIIPaBa HaJIEBO 110
a) 1Be IUQpHI;
0) Tpu HUbPHI;
B) YETHIPE UPPHI.
20. Tabmuna — 310...
a) TepedeHb KaKuxX-1100 Mmokas3aresei, COCTaBICHHBIN B ONPEACICHHOM MOPSIKE;
0) odunHManbHBINA TOKYMEHT, UCIIOIb3yEeMbIH B TEKYIIEH AEATEIbHOCTH OpraHU3aIHHY;
B) (opma 1oKyMeHTa, B KOTOPOM TEKCTOBBIE MIIH LU(POBBIE CBEACHUS pa3MeEIIeHBI IO rpadam.
21.KoMmOuHanuo u3 3HaKOB TUPE U KaBbIYEK (-«-) Ul 3aMEHbI IIOBTOPSIOLIUXCS CIOB
PUMEHSTh
a) JOMyCKaeTCs;
0) He IomycKaeTcs;
B) JIOIyCKaeTcs IpU 3al0JHEHUH Ta0JIuLL.
22. Kak pacmmgpossiBaercst abopesuarypa OPJ1?
a) OO0nacTHOI pacniopsIUTEIbHBIN leapTaMEeHT;
0) OpraHu3aoOHHO-PACTIOPSAUTEILHBIC JOKYMEHTHI,
B) OpraHuzanuoHHO-pACIOPAAUTENbHBIN JenapTaMeHT.
23. OPJl xiraccuuuupyroTcs Ha TPHU TPYIIIIHL:
a) OpraHU3alMOHHO-TIPAaBOBAas JOKYMEHTALUs, pacliopsIUTeIbHAas JOKYMEHTALU U
MH(POPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAIIHS,;
0) onepaTuBHO — HH(OPMALIMOHHAS JOKYMEHTALHs, CIPaBOYHO-UH(OPMALIMOHHAs JOKYMEHTAIHS,
pacropsiAnTeIbHas JOKYMECHTAIHS,
B) HET BEPHOI'O OTBETA.
24.06mepoccuiickuii knaccudukarop (OKY 1) B uncno OP/], BriIro9aeT JOKYMEHTBI 1O
JMYHOMY COCTaBY:
a) 3asBJICHUS, IMIHBIC KAPTOUKH;
0) mpuKa3sbl (pacopsLKEHUs ) O IpUeMe Ha paboTy;
B) BCE OTBETHI BEPHBHI.
25. bnaHk TOKyMeHTa:
a) 3aUKCUpOBaHHAS HA MAaTePHUAIILHOM HOCUTEINIE HH(POPMALUS C PEKBU3UTAMH, TIO3BOJISIFOIIUMHE €€
UACHTU(DUIIMPOBATS;
0) oduIMATBHBIA JOKYMEHT, OTIPABIIEMBbIN U3 YUPEKICHNUS;
B) CTaHJAPTHBIN JUCT OyMaru ¢ HAHECEHHBIMHM Ha HEM MOCTOSIHHBIMU PEKBU3UTAaMHU, COJIEPKAIlUMHU
Heo0xoIuMyI0 HH(OpMaIMIo 00 OpraHu3aluy — aBTOPE TOKYMEHTA.
26. Jlns opraHM3allid, €€ CTPYKTYPHBIX MOJpa3/eleHul, JOJKHOCTHOTO JIMIA YCTaHOBIIEHBI
CJIeIYIOIIME BUIbI OJTAHKOB:
a) oOmuii, O;1aHK MrchbMa, OTaHK KOHKPETHOTO BUJIA IOKYMEHTA;
0) cTanmapTHBIN, OJaHK TaOIUIIBI, OJJAHK KOHKPETHOTO BUJA IOKYMEHTA;
B) HET BEPHOT'O OTBETA.
27. T'epOoBbIe OJIAHKH JJOKYMEHTOB, T.€. OJJAHKM C BOCIIpou3BeAcHHEM [ 0cy1apcTBEHHOTO TepOa
P® u repbom cyonektoB PO, siBisercs
a) rpadUYECKON TPOTYKIIMEH, TTOJIeKAIIEH yUeTy;
0) nonurpaduyeckoi NpoayKIueH, moajesxaliei yuery;
B) TOCYJJapCTBEHHOM MPOAYKIMEH, MOJIekKAIIEH yUEeTy.
28.B o¢unuanbHO-1eI0BOM CTUIIE PEUYH BBIIEISIOTCS MOJICTHIIN:
a) 3aKOHOJIATeIIHHBIN, MHCTPYKTUBHO-METOJMYECKUH, OpraHN3allMOHHO-PACTIOPS U TEIHHBIH;
0) CTaTUCTUYECKHM, TEXHUUECKUH, TUMIIOMAaTHIYECKUN U Jp.;
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B) BCE OTBETHI BEPHBHI.

29. IIpu moATOTOBKE TEKCTA CIYKEOHOTO JJOKYMEHTA JOJKHBI COOJTFOAATHCS CIICTYIONTHE
OCHOBHBIE ITPUHLIUIIBL: JOCTOBEPHOCTh M OOBEKTUBHOCTH CO/ICPIKAHUS, TOTHOTA MH(OPMAITHIH,
KpPaTKOCTb U3JI0KEHUSI, OTCYTCTBHE PACCYXJACHHUI U TOBECTBOBAHUS, HEUTPAIbHOCTh TOHA U3JI0KEHUS,
HCII0JIb30BAHUE CPEJICTB JIOTHYECKOM, & HE SMOLIMOHAIbHO-IKCIIPECCUBHON OLIEHKH CUTYallUH U
¢dakToB. Takoii CTUIIb U3TI0KEHUS HA3bIBAIOT
a) hopmManbHO-TOTHYECKUM
0) oUIHAIEHO-ICIIOBBIM;

B) HET BEPHOI'O OTBETA.
30.Crioco6 dopmanuzaru coctaBa HHGOPMAIINH, COACPKaIIEHCs B HEH — 3TO:
a) pacropsHKeHHE;
0) KOMIO3UIUS JOKYMCHTA;
B) PEKBU3UT IIOCTOSTHHBIM.

31. BeiOop TOr0 MM MHOTO SI3BIKOBOTO 000POTA U3 YKCIIA BO3MOXKHBIX ONpPEAEsSeTCs:

a) 3aKOHOJATEIbHBIMU U HOPMAaTUBHBIMU aKTaMU;
0) JOKaNbHBIMHU aKTAMH U YCTAaBOM OpTaHU3allNu;
B) HET BEPHOTO OTBETA.

32. Haiiaute ommOKH, cBs3aHHbIE C HEMPABUIBHBIM MOPSAKOM CIIOB B MPEJIOKEHHUH, BRIOEpUTE
[IPaBWJIBHO COCTaBJIEHHOE MPEJI0KEHHUE.

a) «J/lns onpeneneHus GoHa OIJIATHl B KOHIIE T'0JIa YTOUHSIOTCS PACIICHKH 32 MPOAYKIIHION;
0) «lns onpenenenus poHAa OMIIATHI PACIEHKHU 32 MPOIYKIIUIO YTOUHSIOTCS B KOHIIE TOJIA;
B) HET BEPHOIO OTBETA.

33.Haiigute ommOku HapymeHus crnenuuku yrnoTpeOlIeHUs AeenpuyacTHBIX OOOPOTOB.
Bri6epuTe npaBUiIbHO COCTABIEHHOE MPEAIOKEHUE.

a) «[Ipu n3yyeHnu nmpooiIeM ropoICKOTO TPAHCIIOPTA YUEHBIE MOIYYMIH HHTEPECHBIE PE3YIbTAThD;
0) «M3yuas mpobIeMbl TOPOJICKOTO TPAHCIIOPTA, YICHBIMU OBLIH MOJTY4YE€HBI HHTEPECHBIE
pe3yJIbTaTh»;

B) HET BEPHOTO OTBETA.

34. Haiigute HelpaBWIIBHOE MCIIOJIb30BaHHME IPEIOroB. BeiOepuTe MpaBMIIBHO COCTaBIEHHOE
MIpeIJIoKeHUE.
a) «Llex Hy)xaeTcst B peMOHTE, O ITPOU3BOJICTBE KOTOPOI'O Mbl HACTOSITEILHO TPEOyeM»;
0) «llex Hy*/maeTcst B pEeMOHTE, IPOM3BOJICTBA KOTOPOI'O Mbl HACTOSITENBHO TpeOyem»;
B) BCE OTBETHI BEPHBHI.

35. Opranu3anMOHHO-TIPABOBBIE JOKYMEHTBI OIIPEAEIISIOT:
a) YYETHYIO MOJIUTHUKY MIPEANPUSATHS, TOPSIIOK PabOTHI;
0) craTyc npeAnpusTHs, HOPSI0K UX PabOTHI;
B) OpraHU3allMOHHYIO U YNPABIECHUYECKYIO JESTEIbHOCTb.

36. OHa U3 OCHOBHBIX YIIpaBJIeHUECKUX (DYHKIMH, pealn3yeMbIX B AEATEIbHOCTH OpraHU3alHid,

HpennpusaTHii, Gupm:
a) GpyHKIMS (GOPMUPOBAHMSI CUCTEMBI U IIPOLIECCOB YIPABICHUS;
0) QyHKIMST OpraHU3aIi CUCTEMBI U TTPOILIECCOB YIIPABJICHHUS;
B) QYHKIMS CHCTEMATHU3aLUU CUCTEMBI M ITPOLIECCOB YIPABICHHUS.
37.YcraB :
a) IOpUIMYecKH 0(pOPMIICHHBIH NepedeHb JOKYMEHTOB;
0) mpaBOBO aKT, ONPENESIONINN CTPYKTYPY, PYHKIMH U ITpaBa OpraHu3aluu, QUPMBI;
B) NPaBOBOM aKT, N3/1aBa€Mblil pyKOBOJUTEIEM JIJIsl PELIEHUS] OCHOBHBIX M OIIEPAaTUBHBIX 3a/1a4,
CTOSIIIMX TI€pE]] OpraHU3alNen.

38. IllTatHoE pacnucanue:

a) MPaBOBOM aKT, yCTAaHABIMBAIOUINI IITATHBINA COCTAB M YUCIEHHOCTh OPraHU3allul B COOTBETCTBUU C
ee YcraBoMm ([Tonoxenunem);

0) MpaBOBOM aKT, M3/1aBAEMBI PYKOBOJAUTENIEM, YCTAHABIUBAIOIINK MITATHBIN COCTaB M YUCIEHHOCTh
OpraHu3aiyu B cooTBeTcTBUU ¢ ee YcraBoM (ITonoxxenuem);
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B) IOpUAMYECKH 0(OPMIICHHBI MPABOBOI aKT, M3aBaEMBbIii PYKOBOJAMTEIEM, YCTAHABINBAIOIINI

HITaTHBII COCTaB M YUCJIEHHOCTh OPraHU3allii B COOTBETCTBUHU ¢ ee Y cTaBoM ([lonoxenuem).
39.11ItaTHOE pacnycaHue MOATOTABINBAETCS M0 YHUPHUIIMPOBAHHOM (hopme

a) T-2;

0) T-3;

B) T-4.

40. IIpaBoBOii aKT, OIpPENENAIONINI TOPSIOK 00pa3oBaHus, IPABOBOWM CTaTyc, IIpaBa,
00513aHHOCTH, OpraHU3aIUI0 PA0OTHl OPraHU3ALMU, CTPYKTYPHOTO MOAPA3ICICHUS:
a) CTaHJapT;

0) MoJI0KeHue;
B) UHCTPYKIIUSI.

41. TlpaBoBOM aKT, yCTaHABJIMBAIOIIMI MpaBUiia, PEryJIUPYIOLIUE OpraHU3alMOHHbIC, HAYYHO-
TEXHUYECKHE, TEXHOJOrW4Yeckne, (UHAHCOBBIE M HWHBIE CTOPOHBI JAEATEIBHOCTH YUYPSKICHHM,
OpraHu3alyi, TpeInpUsITHI, UX MOAPA3ACICHUN, CITY>KO U OTAEIBHBIX JOHKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKLIUS;
0) MoJI0KeHHUE;
B) PEIJIAMEHT.

42. TomKHOCTHAS! UHCTPYKLIMS:

a) HOPMAaTUBHBIIN IOKYMEHT, N3/1aBa€Mblil OpraHu3alueil B LeIsAX perjaMeHTaluu JesTeIbHOCTH
OpraHHU3aIOHHO-TIPABOBOTO MOJIOKEHUS paOOTHHUKA, €r0 00sI3aHHOCTEH, MPaB, OTBETCTBEHHOCTH U
obecriedeHus yciaoBui ero 3¢ heKTUBHON pabOTHI;

6) [IpaBoBO#1 aKT, yCTaHABIMBAIOIINIA MTPABUIIA, PETYIUPYIOIINE OpraHU3allMOHHbIE, HAYYHO-
TEXHUYECKUE, TEXHOJIOTUYECKUE, (PUHAHCOBBIE U MHBIE CTOPOHBI AEITEIbHOCTU YUPEKICHUM,
OpraHu3alyi, TPeINPUITHIA, UX MOAPA3ICICHUN, CITY>KO U OTAETbHBIX JOKHOCTHBIX JIUII;

B) IPUHATBHII B YUPEKICHUM IOPSJIOK CO3/1aHUs, OPOPMIICHUS U UCIIOTHEHUS JOKYMEHTOB.

43. [IpaBOBO# aKT, MIPUHUMAEMbIH KOJUIETHAIbHBIMH U COBEIATEIbHBIMU OpTaHAMU YUPEKICHUH,
OpraHM3alyi, NpeANnpuUATUIl B LEISIX pa3pellieHus Hanbojiee BaXKHBIX BOIPOCOB UX JAESTEIbHOCTH,
Ha3bIBACTCS
a) pelIeHueM;

0) nmpuKazom;
B) TIOCTAHOBJIEHUEM.

44. JIOKyMEHT, coJepXKalliil 3amuch Xoja OOCYKIAECHHS BONPOCOB U NPHHATUS PElICHUH Ha
coOpaHUsIX, 3aCEIaHNAX, COBEIIAHUIX, KOHPEPEHLIUSAX, I€TOBbIX BCTpeyax:
a) yKa3aHHe;

0) MPOTOKOI;
B) pacropsbKeHHe.

45. B pe3ynbpTaTe mpoXO0XKIeHUS MPOIEAYPhl 0TOOpa MPUHATHS HA PabOTy rpak/iaHe MOJAA0T
a) pe3roMme;

0) MUCbMEHHOE 3asBIICHUE;
B) aHKETY.

46. 3asgBieHue 0 IpUeMe Ha paboTy COCTaBIIsIeTCA
a) aBTOMaTHU3UPOBAHHBIM CIIOCOOOM;

0) py4HBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHBI.

47. B 3asBreHre o mpueMe Ha padoTy yKa3bIBAIOTCS CIEAYIONINE JaHHBIC:

a) ajipecar, aBTOp, MECTO MPOKUBAHUS, HAMMEHOBAaHUE BU/Ia TOKYMEHTA, TEKCT C YKa3aHUEM
JOJKHOCTH;

0) anpecart, aBTOp, MECTO IIPO’KMBAHUS, HANMEHOBaHHUE BU/A JJOKYMEHTA, TEKCT C yKa3aHHEeM
JOJKHOCTH, TTOATNNCH 3asiBUTES, 1aTa COCTAaBJICHHUS;

B) HET BEPHOTO OTBETA.

48.0cHOoBHOM (hopMOii peann3anyy mpaBa Ha TPY/I SABIISIETCS 3aKJIIOUCHHE
a) I0OTOBOPA;
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0) TPyZOBOTO JI0TOBODPA;
B) KOHTpaKTa.
49. OcHoBHbIE TPEOOBAaHUS K COJICPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYJOBOMY 3aKOHOJIaTEIbCTBY;
0) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYIOBOMY 3aKOHOIATENILCTBY M JIOKAJIbHBIM aKTaM
OpraHu3alii;
B) ero coorBercTBue TK PO.
50. Ilpuka3 o mpreme pabOTHUKA Ha pabOTy UMEeT YHU(DHUITUPOBAHHYIO PopMy
a) T-1;
6) T-2;
B) T-3.
51. JInuHasg kapTOUKa SBIISETCS OCHOBHBIM YUYETHBIM JOKYMEHTOM paOOTHUKA U UMEET
YHU(PUITUPOBAHHYIO POPMY:
a) T-1;
0) T-2;
B) T-3.
52. XapakrepucTuka — 37T0...
a) oduIUaANbHBIN TOKYMEHT, KOTOPBIH BbIAAECT aAMUHHUCTPAIIHS MPEANPUATHS CBOEMY COTPYIHHUKY MPU
PEIIECHHUH [IEJIOTO Psijia BOIPOCOB;
0) oduIMaIbHBIC aHKETHBIC JaHHBIC,
B) OIICHKA MOPAJIbHBIX U JIEJIOBBIX KaYECTB.
53.JI0KyMeHT, KOTOPBIi aBTOpP COCTABISET CAMOCTOSITENILHO:
a) aBToOHorpadus;
0) pesrome;
B) aHKeETa.
54. OCHOBHBIM JOKYMEHTOM, MOJTBEPKIAIOIIMM TPYIOBYIO ACSITENbHOCTh M TPYAOBOM CTax
paboTHUKA, HA3BIBACTCA ...
a) TpyJOBasi KHIDKKA;
0) JIMYHAs KapTOUKa;
B) TPYAOBOI1 1I0TOBOP.
55. OCHOBHBIMM 3aJauyaMH, CTOSIIIMMHM Iepesl OyXraiaTepckoi ciiyx00il o000l opraHu3anuuy,
SIBIISTFOTCSL:
a) popMUpOBaHUE TTOJIHON U JOCTOBEPHOI HHGMOPMAIIHH;
0) obecriedeHne KOHTPOJIS U CBOEBPEMEHHOE IPeAyNpek/IeHIEe HeraTUBHBIX SBJIECHUH B (PUHAHCOBO-
XO3SMCTBCHHOM ASSITEIHFHOCTH,
B) BCE OTBETHI BEPHBI.
56.0cHoBaHrEM JUTSI OTpaKeHUsI WH(GOPMAIIMA O COBEPIICHHBIX XO3SIHCTBEHHBIX OIEpPAIUsIX B
peructpax OyXraJTepcKoro yuera sBISIOTCS
a) IEPBUYHBIE TOKYMEHTHI;
0) aBaHCOBBIE OTYETHI;
B) yCTaB OpraHU3aIuu.
57. JIoKyMeHTBI, COCTaBJIEHHbIE C HAPYIIEHUEM YCTaHOBIIEHHBIX MTPABUII
a) He IPUHUMAIOTCA K YUETY;
0) HE UMEIOT IOPUANYECKON CHUJIIBI;
B) OTIIPABJISIFOTCS Ha JOPaOOTKY.
58. JlokyMeHThbI, IpeHa3HauYeHHbIE 11 0pOpMIICHHS Ollepaluii C HATUYHBIMU U O€3HATMYHBIMU
JICHEKHBIMH CPEJICTBAMU OPTaHU3aIlNH, HA3bIBAIOTCS
a) ICHS)KHBIMU;
0) MaTepuanbHBIMU;
B) PaCYETHBIMH.
59.CornamieHue ABYX WM HECKOJIBKUX JIMI[ 00 YCTAaHOBJIEHWH, U3MEHEHUU WJIM MPEKpaLICHUH
IpaXJaHCKHUX MpaB U 00s3aHHOCTEH, Ha3bIBACTCA. . .
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a) I0rOBOD;
0) aKT mpuema rnepeaaim;
B) UHCTPYKIIUSI.

60./loroBop cuuTaeTcs 3aKJIIOYEHHBIM, KOTJa MEX/ly CTOPOHAMHU
a) HET IIPETEH3HI;

0) IOCTUTHYTO COIJIAIIEHHUE 110 BCEM ITyHKTaM;
B) HE CYILIECTBYET Pa3HOIIIACUMA.

61. JIna npuoOpeTeHus TOBAPOB CTOPOHBI BCTYNAIOT B OTHOLIEHHUS IO MOCTAaBKE MPOAYKLUHU
OpraHu3aIyel — MOCTABIIMKOM OPTraHU3alMU-TIOTPEOUTENI0. DTH OTHOIECHHUS O(POPMIISIOTCS
a) IOTOBOPOM COBITa;

0) JOrOBOPOM TIOCTaBKH;
B) JIOTOBOPOM KYIUIH-ITPOAAXKH.

62.1IpoToKOa pa3HOIIacuil K JOrOBOPY COCTAaBIISIETCS B
a) OJTHOM 3K3EMILIAPE;

0) ABYX DK3EMILIApax;
B) TpeX 3K3EMILIAPaAX.

63.J10BEpeHHOCTD — 3TO
a) JOKYMEHT, KOTOPBIH yIIOJIHOMOYHBAET MPEICTABIIATh HHTEPECHI JIMLIA, BBIAABIIETO JOBEPEHHOCTb,
JIMILY, €€ TOIy4YrBIIEMY, ITepe]] TPETbUMH JINIIAMH;

0) TOKyMEHT, ONpeEISIOINI CTaTyC MOIb30BATES;
B) MPABOBOI aKT, KOTOPBIA YIIOJIHOMOYHBAET MPEACTABIATH HHTEPECHI JIMIIA, BBIAABILIETO
JIOBEPEHHOCTb, JIUILY, €€ OJIYYHUBIIEMY, NTepe]l TPETbUMHU JIULAMH;

64.PexBu3uTH 0O(UITHATIEHON JOBEPEHHOCTH:

a) Ha3BaHUe BUJa JOKYMEHTA, II0JJHOE HAMMEHOBAaHUE OPraHN3alluy, BbIIaBIIEH JOBEPEHHOCTh, U €ro
azpec, HOMEp, J1aTa BbIJIauu JOBEPEHHOCTH, CPOK ACUCTBUS, H1OKkHOCTh, DO nuna, koropomy
JIOBEPSIETCS MOIYYUTh LIECHHOCTH, ICHEKHBIE CPE/ICTBA;

0) Ha3BaHME BUAA JOKYMEHTA, ITOJIHOC HANMEHOBAHNUE OPTaHU3AIMH, BBIJIABIICH TOBEPEHHOCTb,
HOMED, JaTa BbIJJauu I0BEPEHHOCTH, AJOKHOCTE, PN O nuia, KoTopoMy 10BepseTCs MOTy4UTh
[EHHOCTH, JICHE)KHBIE CPEJICTBA;

B) HET BEPHOI'O OTBETA.

65. JIOKyMeHT, KOTOpbIM O(QOPMIISIIOT NpPHEM U OTHIPaBKYy Ipy3a, MNEpeMelIeHHe HIN OTIYCK
MaTepHalIbHbIX LIEHHOCTEH, Ha3bIBaeTCs
a) HaKJIa/IHas;

0) cuet-(hakTypa;
B) Haps.
66.TpeGoBaHue 0 10OPOBOILHOM YCTPAaHEHUH HAPYILIEHUS 3aKOHO/1aTENIbCTBA:
a) MpHKas;
0) UCKOBOE 3asIBIICHUE;
B) IIPETEH3HUS.

67. TpeboBaHUE K KOMIIETEHTHOMY OpPraHy O 3alllUTe HapyIIEHHOTO IPpaBa OpraHU3aIMH. . .

a) MPEeTEeH3Us;
0) UCKOBOE 3asIBIICHUE;
B) COIIPOBOJUTENBEHOE MUCHMO.

68. LlenTpanu3oBanHas (hopMa opraHu3auy padoThl C JOKyMEHTaMU IPUMEHSIETCs Ha
a) IPEINPHUATHIX C MaJIBIM IOKyMEHTOO0OPOTOM;

0) IpeAnpHUATUAX ¢ KPYITHBIM JTOKYMEHTO000POTOM;
B) BCE€ OTBETHI BEPHHBI.

69. IlepeyeHb JDOKYMEHTOB, HEOOXOIUMBIX Ul YIPABICHUECKOW HEATEIbHOCTH KOHKPETHOMH
OpTaHU3aINH, COJCPKAIINA XapaKTEPUCTHKY Ka)XIOTO JOKYMEHTa, €ro IOPHUANYECKOrO CTaTryca u
ATAINoB TOKYMEHTHPOBAHUS, Ha3bIBACTCS
a) BEJIOMOCTb;

6) Tabenb GopM TOKYMEHTOB;
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B) Tabeb.

70.ITog opraHu3aniOHHOHW, (PUHAHCOBO-PKOHOMUYECKOW, HAYYHO-TEXHUYECKOW © HMHOH
MCIOJIb3YEMOM B OpraHMU3aIiy HH(YOpMALUHU, 00JIaJar0IIel peaaTbHOU WITH MOTCHIIUATHLHON 1IEHHOCTHIO
JUIsl CTOPOHHUX JIMII, 3aMHTEPECOBAHHBIX B €€ MOJIyYEHUH, HO HE UMEIOIINUX 3aKOHHBIX OCHOBAaHUMN IS
CBOOO/IHOTO O3HAKOMJIEHUS C HEIO, IOHUMAETCH. ..
a) KOMMepuecKasl TaiiHa;
0) JTOKaJIbHBIHN aKT;
B) JIOTOBOP KYIUTH-IIPOJIAXKH.

71. IlucbMeHHOE 00paleHUE MOJICKHUT 00sI3aTEIILHON PErUCTPAIlUN B TCUCHHUH. . .
a) HeJleIu;
0) mus;
B) TPEX THEH.

72.®@ukcanus paxkTa CO3MaHUS WM TMOCTYIUICHHS JOKYMEHTa IyTEM IMPOCTABJICHUS HAa HEM
MHJIEKCa U JJaThl C MOCIIEAYIOIIEH 3aUChI0 HEOOXOJUMBIX CBEIEHUN O JOKYMEHTE B PErHCTPAIlHOHHBIX
(dbopMax, Ha3bIBACTCS
a) HOMEHKJIATypo# Jed;
0) KOHTPOJIEM UCTIOIHEHHS TOKYMEHTOB;
B) peructpamnueil cny>ke0HbIX JOKYMEHTOB.

73.B cCOOTBETCTBMM C Ha3HAUEHUEM BCE TEXHUYECKUE CPEICTBA MOYKHO Pa30OUTh Ha CIEAYIOLINE
TPYIIIBL:
a) cpelicTBa JJi COCTABIICHUS JOKYMEHTOB; KOIMPOBaJIbHASL U MHOXKUTEJIbHASL TEXHUKA; CPEJICTBA
00paboTKu nHbOpMAITUH;
0) cpezcTBa XpaHEHUs, MOUCKA U TIepeiaun JOKYMEHTOB; TEXHHUKA YIIPABICHYECKOH CBS3H;
B) BCE OTBETHI BEPHHI.

74.0prrexHuka — 3To
a) TEXHUYECKHE CPEJICTBA, UCIIOIb3yEeMbIEe B YIIPABICHUH U JI€IOMPOU3BOJICTBE;
0) TEXHHUYECKUE CPENICTBA, UCTIOIb3yEMbIC B YIIPABIICHHH;
B) TEXHUYECKHUE CPEACTBA, UCIIOIb3YEMbIE B ACIONPOU3BOICTBE.

75.TexHu4yeckue cpeacTBa, UCIOIb3YEMbIE JJIsl COCTABIEHUS JOKYMEHTOB, KJIACCUPUIUPYIOT 1O
a) croco0y co3aaHusl IOKYMEHTOB;
0) 1o cCyOBeKTYy;
B) 110 OOBEKTY.

76. OcHOBO COBPEMEHHOM OpraHU3aIliy PAIlMOHATILHON U OTIEpAaTUBHON PabOTHI 1O CO3JJaHUIO
1 00paboTKe OrPOMHOTO MOTOKA IOKYMEHTOB B OPTaHU3aIUAX CTAJIH
a) [1K;
0) muIIyIyue MaliuHKY;
B) IUKTO(OHHAS TEXHUKA.

77. Ha mpakTuke HMCHOJIB3YETCS MHOXECTBO IMpOrpaMM [UIsl PEIAKTUPOBAHUS TEKCTOB. JTHU
MpOrpaMMbl Ha3bIBAIOT
a) TEKCTOBBIMH PEIAKTOPaMH,
0) TEKCTOBBIMHU ITPOLIECCOPAMU;
B) BCE OTBETHI BEPHBI.

78.1Tox TeNeKOMMYHHUKAIMSIMA TTOHUMAIOT
a) CeTH KOMIIbIOTEPOB, OOBEAMHEHHBIX IUHUSIMH WIM KaHAJIaMU CBSI3U, Olarojgaps KOTOPHIM
TEPPUTOPUATBHO yJAJICHHbIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JIPYT C IPYTOM;
0) ceTH KOMIIBIOTEPOB, HE OOBEAMHEHHBIX JHHHSIMH WJIA KaHaJlaMu CBS3HM, Olarogaps KOTOPHIM
TEPPUTOPUATBHO yJAJICHHbIE KOMITBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JPYT C APYTOM;
B) HET BEPHOI'O OTBETA.
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Kpurtepun u mkaJa oneHuBanus (YCTHbIN onpoc)

Onenka

«OTJIHYHO»

«Xxopouio»

«YAOBJIETBOPUTECJIBHO»

«HEYAOBJIECTBOPUTECJIBHO»

Tema packpsiTa B
IIOJIHOM 00BEME,
BBICKa3bIBaHUS
CBSI3aHHBIC U
JIOTUYHBIE,
HCII0JIb30BaHa
Hay4yHas JIEKCHKa,
MIPUBEICHBI
npumepbl. OTBETHI
JTaHBI B TIOJTHOM

Tema packpbiTa HE B
IIOJIHOM 00BeEME,
BBICKA3bIBaHUS B
OCHOBHOM
CBSI3aHHBIE U
JIOTHYHBIE,
UCIIO0JIb30BaHa
HayyHas JIEKCHKa,
IPUBEJICHBI
npumepsl. OTBETHI

Tema packpsiTa
HEJ0CTaTOYHO,
BBICKa3bIBaHUS
HECBSI3aHHbIE U
Henoruunele. Hayunas
JIEKCUKA HE
HCIIOJIb30BaHa, He
MPUBEJICHBI IPUMEPHI.
OTBeTHI Ha BOMIPOCHI
3aBUCST OT IIOMOILU CO

Tema He packpbITa.
Jloruka u3a0KeHus,
MPUMEPHI, BEIBOBI U
OTBCTBI HAa BOIIPOCHI
OTCYTCTBYIOT.

o0obeMe. Ha BOIPOCHI JIaHBI CTOPOHBI
HE B IIOJHOM MpernoaBaTels.
o0BeMeE.
Kputepun u mkaJjia oneHuBaHus (BbINOJHEHHE MPAKTHYECKUX 32 IaHU)
Onenka
«OTJIMYHOY «XOpOIIo» «Y/1OBJIETBOPUTEIbHO» | «HEYJAOBJIETBOPUTEIbHOY»
ITo pemenuro 3amauu | ITo pemenuto | [To pemenuto 3amaum jgaH | 3agada HE perieHa
JaH MPABWIBHBIN | 337291 IaH | YaCTHYHBIH  OTBET, HE | HOJHOCTHIO
OTBET W Pa3BEPHYTHIN | IPAaBUIIBHBII OTBET, | CIICJIaH BHIBOJ
BBIBOJI HO He cjAelad
BBIBOJI

KpnTepnu H IIKaJ1a ONCHUBAHUA (TeCTI/IPOBaHI/Ie)

Yucao NpaBUWJIBHBLIX OTBE€TOB

Onenka

90-100% npaBUIBHBIX OTBETOB

OI_IeHKa «OTIHUYHO»

70-89% TmpaBHIILHBIX OTBETOB

Or1eHKa «X0pOoIIo»

51-69% mpaBUIBHBIX OTBETOB

OLIeHKa «YAOBJICTBOPUTCIIBHO»

Menee 50% npaBUIBHBIX OTBETOB

OLIeHKa «HCYHOBJICTBOPUTCIIBHO»

7.4.2. KOMILJIEKT OLIEHOYHBIX CPEJACTB JJIsI IPOMEXYTOYHOM ATTECTALIUA
IIpuMepHbIe BONPOCHI K 324eTy € OLIEHKOI
Konumponupyemoie komnemenyuu — OK 09, IIK 3.1.
1. TloHsATHE «IOKYMEHT», €r0 (DYHKIIMH U 3HAYCHUE B KU3HH YEIIOBEKA.
2. Ilpenmer JOKyMEHTAIlMOHHOTO OOECieueHHsl YIIpaBIeHNUs, 3HAUCHHE JUCIUTUINHBL.
3. HopmaruBHO-mpaBOBas 6a3a JOKYMEHTAIIMOHHOTO O0ECTICUSHHSI YIIPaBICHUS,
rOCyJapCTBEHHAsl CHCTEMa IOKyMEHTAIlMOHHOTO 00eCTIeueHus! YIPaBIeHHUS.

No ok

Crangapruzanys U yHU(UKAIHS CUCTEMBI JOKYMEHTAlMOHHOTO 00eCcneYeH s YIpaBIeHHUsI.
HopmartusHo-mipaBoBasi 6a3a JOKYMEHTAI[HOHHOTO O0ECTIEUEeHHUs YITPABICHHUS.

OOr1111e TPUHIMITEI OpraHU3alU JJOKYMEHTO000poTa. OCHOBHBIE 3Tallbl pabOThI C JOKYMEHTAMH.
JIoKyMeHT, TpeOoBaHuUs, IPeAbABIsIeMble K HeMy, (GYHKLIUHU TOKyMEHTA.
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9. Kiaccudukamnms 10KyMEHTOB

10.
11.
12.
13.

AOKYMCHTAIlUN

14. Cucrema

CIPaBOYHO-UH(OPMALIMOHHON

Perucrpanus 1okymMeHTOB. Busbl peructpaiiioHHbIX HopM.

TpeboBanus Kk 0POPMIICHHIO TOKYMEHTOB
Buppl oprann3anroHHO-pacIOpAAUTEIBHBIX JOKYMEHTOB, IPaBUiIa HX O(POPMIICHUSL.
Odopmienne npukasa, IpOTOKOJIA, IUChMA.
[Topsimok  coctaBneHuss u  OQOPMIICHHS,

JOKYMCHTallUH

COCTaBIICHUS, OPOPMIICHHS U PaOOTHI C STUMH JOKYMEHTaMH.

15.

16. IIpaBuna

odopmiteHus

KanpoBast mokymeHTanus npeanpustus. Ee posb B yrpaBieHHH.
(uHAHCOBO-OyXTanTepcKoi

MIPEANPUATHS.

JOKYMCHTallUU

COCTaB M Ha3HA4YCHHUC paCHOpﬂHHTCHBHOfI

[Topsok

IPEANPUATHSL.

Haznauenue u nopsiox opopmiieHus IIAHOBOM U OTUETHOM JOKYMEHTAIUH MPEAIpPUSITHUSI.

17.

COCTaBJICHUSA U 0(1)OpMJ'ICHI/I$I.

18.
19.
20.
21.

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

JI0oKyMeHTOOOO0POT, OCHOBHBIC TTPUHIIHUITEI PA0OTHI ¢ JOKYMEHTaMHU.
[Topsimok paGoThI ¢ BXOAAIIUMH U UCXOISIIUMHE JIOKYMEHTAMHU
[Topsimok paGoThl ¢ BHYTPEHHUMU U KOH(UICHIIUATLHBIMU JOKYMEHTaAMHU
XapakTepucTHKa U COCTaB CIPaBOYHO-UH(OPMAIIMOHHBIX IOKYMEHTOB.
Craguu moAroTOBKH pactopsAUTeNIbHBIX JOKYMEHTOB.
XO035IICTBEHHBIN JOTOBOP: IOHATHE, CYILIHOCTb.
JI0roBOp KyIUIU-IIPOJAKU.
JloroBop mocTaBKH.
Kommepueckue akTbl: HOHATHE U CYLITHOCTb.
Kontposs 3a ucriosHeHneM TIOKyMEHTOB.
OcHOBHBIEC TPEOOBAHUS K OPraHU3AIMU XPAHCHUSI HICTIOJTHECHHBIX IOKYMCHTOB.
DKcnepTr3a LIEHHOCTH JJOKYMEHTOB. DKCIEPTHBIE KOMUCCHH.
ApPXUMBHOE XpaHEHHUE JOKYMEHTOB. Br/ibI apXuBOB.
Homenkinarypa nean.
dopmupoBanue U 0HOpMIICHHUE JISIT.
OnepatuBHOE XpaHEHHUE JIETI.

JIOKYMEHTBI 110 TOPTOBOM ACATEIBHOCTH MPEIIPUATHS: UX COCTaB, HA3HAUEHHE, 0COOCHHOCTH

Kpurtepuu u mkaabl olileHUBaHUS MPOMEKYTOYHON aTTecTAlUU

IIkaJjia M KPUTEPHH OLEHKH (324€eT C OIEHKOI)

OT1ian4Ho

Xopowo

Y10BJIETBOPUTEIBHO

HeynoBiieTBOpHTEJIBHO

1. Marepuan u3noxeH
rPaMOTHO, B ONIPEIEIICHHON
JIOTHYECKOMN
MOCJIEAOBATEIIHLHOCTH,
MPaBUJIBHO UCITOIb3YETCS
TEPMHUHOJIOT S,

2. IlokazaHo ymeHue
WJUTIOCTPUPOBATH
TEOPETUYECKHUE MOTOKEHHS
KOHKPETHBIMU IIPUMEPaMH,
IIPUMEHSATH UX B HOBOM
CUTYaluHy;

1. OTBeT yaoBneTBopser
B OCHOBHOM TpeOOBaHUAM
Ha OLICHKY «5», HO IIPU
9TOM MOKET UMETh
CJIEAYIOIINE HEIOCTATKU:

2. B uznoxxenun
JOTYIIEHbI HEOOIbIITIE
poOeIbl, He UCKA3UBIIINE
COJIepKaHUE OTBETA;

3. JlomymieHsl OIMH - J1Ba
HEJI0ueTa MPHU OCBEIICHUH
OCHOBHOTO COJIEpP KaHUS
OTBETA, UCIIPABJICHHbIE

1. HemmonHo unun
HEMocleA0BaTeIbHO
PaCKpBITO COICpPIKAHNE
MaTepuaia, HO MOKa3aHo
oO1iee MOHMMaHUE BOIIpoca
Y IPOJIEMOHCTPHUPOBAHBI
YMCHUA, JOCTATOUYHBIC IJIA
JAJIbHEUIIIETO YCBOCHUS
MaTepuaa.

2. Imenuce 3aTpyaHEHUs
WJIM JTOMYIIEHbI OLTHOKHU B
ONPEACIICHUU TTOHATHH,
HCIIOJIb30BaHNUH
TEPMUHOJIOTUH,

1. Conepxanue
MaTepuasa He PacKpbITO.

2. Omuoku B
OIIPEICIICHUN TTIOHATHUH,
HE HCIO0JIb30BATIAChH
TEPMHUHOJIOTHS B OTBETE.
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3. IlpoieMOHCTpUPOBAHO
YCBOEHHE paHee
W3YYCHHBIX
COIMYTCTBYIOLINX
BOIIPOCOB,
c(hOpMUPOBAHHOCTH
YMEHUH U 3HAHUK;

4. OTBeT Mpo3ByYaI
CaMOCTOSITENIBHO, 0€3
HABOJISIIIIUX BOIIPOCOB.

10 3aME€YaHUuIO
npenoaaBaTeiis.

HUCIPABJICHHBIE MIOCJIE
HECKOJILKUX HaBOISIIIINX
BOIIPOCOB;

3. IIpu HENMOTHOM 3HAHUU
TEOPETHUYECKOr0 MaTepuaa
BBISIBJICHA HEJIOCTATOYHAS
c(hOpPMUPOBAHHOCTh YMEHUI
Y 3HAHUM.
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