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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 cniennansHocty 40.02.04 YOpucnpyneHmus.

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

[Tepeuennb 0OIIMX 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. Bectu 10KkyMeHTOO00pOT IPpH OKa3aHUU MPOPecCHOHATBHOM I0PUINYECKON TOMOIIH




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

ymemp: - [TpuMeHsATh Ha TPAKTUKE TOCYAAPCTBEHHBIC CTaHIAPTHI, IPYTUE
HOPMAaTHUBHO-METOMYECKHUE JOKYMEHTHI, periIaMeHTHPYIOIINe
OpraHu3aIfIo JIOKYyMEHTAIIMOHHOTO 00eCIICUeHHsI YIIPaBICHUS;
- CocTaBisiTh ¥ TOPaBWIBHO  O(GOPMIIATE  OCHOBHBIE  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 ©u  OPOPMIICHHS ~ OpPTraHU3AIMOHHO-
PacTOPSANTEIHHBIX IOKYMEHTOB, BXOISIIUX B YHU(DUIIMPOBAHHYIO CUCTEMY
OpPraHU3aIMOHHO-PACTIOPSAUTEIBHBIX  JIOKYMEHTOB, YHU(DUIIUPOBAHHYIO
CUCTEMY TICPBHYHOM YYETHOH MOKYMEHTAIMM B YaCTH JOKYMEHTAIMH II0
ydery Tpyna,
- [Topsimok  TpoBeAEHUS AKCHEPTH3bl LEHHOCTH JIOKYMEHTOB 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 YUYEBHOW JUCIUILIUHBI
2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHO# padoThI

Buj yueOHoii padoThl

O0beM yacoB

O0bem o0pa3oBaTeIbHON NPOrPaMMbl Y4eOHOM 1M CIHMIIIMHBI 36

B TOM YHUCJIC:

TCOPCTUUCCKOC 06y‘IeHI/Ie 4

nabopaTopHbIe pabOTHI

MPAKTUYCCKUEC 3aHATUA

Kypcogas pabota (mpoekr) -

Camocmosmenvras paboma 28

KoncyabTanus

IMpomeskyTouHasi aTTecTamus (3a4eT ¢ OLEHKO#) -




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:xkanue yuye0HOro Mmarepuasa u GopMbl OPraHU3aANUM AeATEIbHOCTH 00y4al0IHUXCH 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
cucrema TEPMHUHOB «IOKYMEHTY, «JOKYMEHTUPOBAHUEY, «TOKYMEHTAIIMOHHOE 00eCTeyeHIE YIPaBICHUS».
AOKYMCHTAIIMU CamocrosiTesibHas padoTa 00yYalOIIUXCS: 4
VcTopuueckue acrieKThl pa3BUTHs TOKYMEHTOO000pOTa 2
YHudukanus u cTaHaapTU3aIliyi yIpaBIeHYeCKIX JOKYMEHTOB 2
Tema 2 Coaep:xanue yueOHOro MaTepuaJia 10
OpranmsalmmonHo- "¢, o cronTenpnan paboTa 00y4armmMXxcs: 10
PACHOPHANTEILHDI OpranuzallioOHHbIE JOKYMEHTBI — YCTaB, y4YpeAuTelbHbIE JOTOBOp, MOJIOKEeHHEe. PacmopsaurenbHbie
© AOKyMEHTH JOKYMEHTBI — IPUKa3, paclopsKEHUE, yKa3aHue, IOCTaHOBJIEHUE, PEIIEHNE, MUHCTPYKIIMS, TPOTOKOJL. 5
CrpaBouHO-UH(DOPMALIMOHHBIE JOKYMEHTBI: CIyKeOHas 3amnucka, 00bICHUTENbHAS 3all1CKa, aKT, CIIPaBKa,
CITyeOHbIC MHChMa
DNEeKTPOHHBIA JOKYMEHTOOO0POT 2
CocraBienue 1 opopMIIeHHE pacliopsIUTEIbHBIX JOKYMEHTOB 2
[IpaBuna cocraBnenuss HOOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB 2
CocraBnenue u opopmiieHUE OPraHU3allMOHHBIX TOKYMEHTOB 2
Tema 3 Kagposas Coaepxanue yueOHOIro MaTepuaa 6
AOKyMeHTalusi Teopernueckoe odyuenue
JIOKyMEHTHUpOBaHUE TPYAOBBIX IpaBoOoTHOUIEHUH. CocTaB U 0COOEHHOCTH O(QOPMIIEHHS JOKYMEHTOB IO
JUYHOMY COCTaBY. 2
KommnnekroBanue nuuHoro nena. ABroouorpagus. Pesrome. 3asBienue o npueme Ha padoty. [Ipukassl o
JUYHOMY COCTaBY, TPYJOBBIE IOTOBOPHI, TPYAOBbIE KOHTPAKThI, 1oroBopbl I'TIX, akThl mpuema-nepenadyu
pabot
B ToM 4nciie, NpaKTHYECKUX 3aHATHH 4
IpakTuyeckoe 3anaTue. OdopmiieHre CIIPaBOK, JOKJIATHON U CITYKEOHOM 3aITMCKH, aKTa 2




IIpakTuueckoe 3ansaTue. OdopmieHre TOKYMEHTOB 10 JUYHOMY COCTaBY: TPYAOBOIO JOrOBOPa, MPHKa3a

0 mpueMe Ha paboTy, 0hopMIICHHE TPYJIOBOH KHIKKU 2
Tema 4. Copep:kanue y4eOHOIro MaTepuaia 8
JorosopHo- CamocrosiTesibHas padoTa 00y4YarOIIUXC: 8
npaBoBast
AOKYMCHTaIUsI [Tonsatus norosopa. Buasl noroBopos. [IpaBuna opopmiieHHs MPETEH3NOHHBIX MHceM. POPMYIIIp HCKOBOTO
3asiBJIeHUs, TpeOoBaHUsI K €r0 0(OPMIICHHUIO 2
[TpaBuia opopmiieHHs] JOTOBOPOB 2
OdopmieHre HCKOBOTO 3asBJICHUS, IPETEH3UU 2
OCoOEHHOCTH COCTABJICHUS MPETEH3UI U UCKOB IO Pa3IMYHBIM BHJIAM JOTOBOPOB (IIPAKTHKA IO MaTepraliaM 2
cpaBo4yHO-uHpopMamoHHbix cucteM Koncynerantlnroc, ['apanT)
Tema 5 Coaeprxanue yueOHOIro MaTepuasa 6
Opranmsanus CamocrosiTe/ibHasA padoTa 00yYalOUIUXCS:
OIepPaTHBHOIO U 6
apXHBHOTO Homenknarypa nen. UnauBuayaibHble, CBOAHBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKJIATYpHhI Aeil. [logroroBka
XpaHeHus U TOPSAZIOK Mepeaayu e B apXUB. 3aKOHOJATEJIbHBIE aKThl U HOPMATUBHO-METOUYECKUE JOKYMEHTHI 11O 2
MOKYMEHTOB apXMBHOMY XPaHEHHIO JOKYMEHTOB.
dopmMHupoBaHNE HOMEHKJIATYpPBI A€l AJIsl Iepejaul B apXUB 2
YHuuTOXKEeHHEe JoKyMeHToB. OCHOBaHMsI, PaBUIa, CIOCOOBI 2
Koncynbranus -
IIpomexyTouyHasi aTTeCTALMSA: 3a4eT C OLEHKOI -
Bcero: 36




3. OCOBEHHOCTH PEAJIM3ALIMU JUCHUIIJIMHBI B OTHOILIEHHUUA JIUI U3 YUCJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3/10POBbSI
O6yanOU.[I/IeC5I C OrpaHM4YCHHBIMHU BO3MOXHOCTAMH 3J0POBbs, B OTIUYHUC OT OCTAJIbHBIX
00y4aroIIUXCs, MMEIOT CBOU Criel(pruIeckue 0COOCHHOCTH BOCIIPHSITHS, IEpepabOTKU MaTepraia.
[TonGop u pa3paboTka yu4eOHBIX MATEPHUATIOB JOJDKHBI MPOU3BOJUTCS C YYETOM TOTO, YTOOBI
NPEOCTABNIATh 3TOT MAaTEpPUaANl B PA3IUUHBIX (OPMAxX TakK, 4TOObI MHBAIMIBI C HAPYIICHUSAMH CITyXa

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

Br160op cpeacTB u MeTO0B OOyUEHHsI OCYIISCTBIISETCS CaMUM MpernoaaBaTensaM. [Ipu 3Tom B
00pa30BaTeNLHOM MPOIIECCe PEKOMEHIYETCSl UCIOIb30BaHUE COIUAIBHO-aKTUBHBIX U Pe(ICKCHBHBIX
METOJ0B OOYy4YEHHs, TEXHOJOTHUH COIMOKYJIbTYPHOW pEaOUIUTAIMK C IEJIbI0 OKa3aHUs IOMOIIU B
YCTAaHOBJICHUH TIOJHOLEHHBIX MEXIMYHOCTHBIX OTHOIICHHW C JPYTHUMU OOYYArOIIUMHUCS, CO3TAHHUH
KOM(OPTHOTO IICUXOJOTUYECKOT0 KJIIMMaTa B CTYJIEHYSCKOH TpyTIe.

CornacHo TpeOOBaHUSAM, YCTaHOBICHHBIM MUHOOpHayku Poccuu K TOpSAKY pean3aiuu
00pa3oBaTeNbHOMN JIEATEILHOCTH B OTHOIIIEHUH WHBAJIMJIOB M JIMI] C OTPAHUYCHHBIMA BO3MOXKXHOCTSIMHU
3JI0POBBSI, HEOOXOIMMO UMETh B BHJIY, UTO:

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

2) MHBAUBI U JIUIA C OTPAHUYCHHBIMU BO3MOYKHOCTSIMU 3JIOPOBBS IO CIIyXY UMEIOT IIPAaBO 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
(3aHATH pabodvee MeECTO, IMepeABUTraThCSA, NPOYUTaTh W O(GOPMHUTH 3aJlaHue, OOIIAThCS 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:

- IPOJOKUTEIHLHOCTD CIAYH YK3aMEHa, IIPOBOIUMOTO B MUCbMEHHOH opme, - He OoJiee yeM 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
JBUTATEIBHBIX QYHKIIMI BEPXHUX KOHEYHOCTEH MIIM OTCYTCTBUEM BEPXHUX KOHEUHOCTEH):

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

- 110 UX YKEJIAHWIO UCIIBITAHMSI TPOBOJIATCS B YCTHOH (hopme.

O HeoOXOoaMMOCTH OOECTICUCHUs] CHEIHATBHBIX YCIOBHH JJIsi TIPOBEACHHS AaTTECTAINH
00y4YaroIuics J0DKEH COOOUIMTh MUChMEHHO He To3/1Hee, yeM 3a 10 aHel no Havana atrecrarmu. K
3asIBJICHUIO TIPUJIATAl0TCS IOKYMEHTHI, TIOJTBEPKIAIONINE HATUIHE Y 00yJaroNIerocsi MHIUBHTYaTbHBIX
oco0eHHOCTeH (TIPU OTCYTCTBHH YKa3aHHBIX JOKYMEHTOB B OPraHHU3AIINN ).

4. 3ATAHMS J1JISI CAMOCTOSITEJIBHOM PABOTBI OB YUAIOIINUXCS

4.1. ®opMBbI CAMOCTOATEIBHOI PA00THI 00y4aIOIIMXCH
[Ipy myaHUPOBAHMU CAMOCTOSITENIBHOM BHEAyJUTOPHOW paboOThl 00ydarolIMMCS MOTYT OBbITh
PEKOMEH/I0BaHBI CIIEIYIOUINE BUIbI 3aJaHUA:
4.2. Bonpochl 1jIsl CAMOCTOSITEIbHOM PadoThI

HaumeHnoBaHue pa3aesioB U TeM TUCHUILIHHBI/ dopmupyembie
CamocrosiTejibHas padoTa 00y4aruuxcst KOMIIeTeHIIH U
1 2
Tema 2 OK 9, IIK 3.1

Oprann3auu0uﬂo-pacnopﬂzuneﬂbnble AOKYMECHTbI
CocraBieHue u OCI)OpMJ'IeHI/Ie OpTraHHu3allMOHHBIX JOKYMCHTOB

Tema 4. JloroBopHo-nIpaBoBasi JOKyMeHTAaIUsI OK 9, IIK 3.1
Oco6eHHOCTH COCTaBIEHHSI TPETEH3UI U NCKOB 10 Pa3IMYHBIM BHJIaM
JOTOBOPOB (IIPAaKTHKA MO MaTepHrajaM CIIpaBOYHO-HMH()OPMAITMOHHBIX CUCTEM
Koncynperantllmtoc, ['apanr)

Tema 5 OK 9, IIK 3.1
Opranu3anus onepaTuBHOr0 U APXUBHOI0 XpPaHEHHSI IOKYMEHTOB
I'ocapxus

4.3. IIpumepHasi TeMAaTHKA TOKJIA10B

1. OdpopmieHne opraHu3aMOHHO-TIPABOBOM TOKYMEHTAIIHI
2. Jlenonpou3BoacTBO B [[peBHEPYCCKOM rOCY1apCTBE.

3. Ilpukaznoe nenonponsBoactso XV—-XVII BB.

4. CucreMa KOJUIEKCKOTrO 1eT0ONPOU3BO/ICTBA.

5. Cuctema MUHUCTEPCKOTO Jenonpon3BocTea XIX—XX BB.
6. Ucropus ynpasnenus u aenonpousBojctsa B 1917-1941 rr.



7. Uctopus ynpasieHus u aenonpousBojactsa B 1945-1990 rr.

8. [ToaroToBka n 006CITy>)KMBaHNE COBEIIAHUH.

9. Opranu3zanus mpuemMa NoceTUTesNe u padoTa ¢ MUCbMEHHBIMU OOpAIIEHUSIMH I'Pak1aH.
10. 3amura KoH(pUAESHIIMATBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO IOCTYTIA.

11. 3amuTa KOHGUASHINATFHONH HH(POPMAITUH TP TPOBEACHUH COBEIAHUH 1 TIEPErOBOPOB.
12. Ucropust popmupoBanus ['ocygapcTBEHHOM apXUBHOM CiTy k061 PD.

13. ApxuBHsiii o PD, apxuBHbIiA (HOH]T OpraHU3aIMH, APXUB KOMMEPYECKOH (HPMBI.

14. Opranuzanus CEeKpeTapCcKoi AesATeIbHOCTH.

15. DTHKeT 1e7T0BOTO OOLICHHUS.

16. VcTopust 1e510BOM MUCEMEHHOCTH.

17. 5131k 1 00IIECTBO

18. KoMMmyHuKaIus - €€ KOMIOHEHTHI U CyOBeKThI. [IoHsATHE S3BIKOBOTO 3HAKA.

19. TIlonsaTue «uHDOpMaIMOHHAS OE30MTACHOCTH.

20. OCHOBBI ICUXOJIOTUYECKOTO KJIMMAaTa B KOJIJICKTUBE.

21. MexaHu3Mbl COLMAIBHOMN AEITEIbHOCTU U COLUAIBHOIO IIOBEICHUS.

22. OnepanuoHHbie cucTeMbl. CUCTEMBI MPOrpaMMHUPOBAHUS.

23. CoBpeMeHHas OpraHu3alus apXUBHOU Ci1yKObl B PD.

24. Opranu3anus apXuBHBIX JOKYMEHTOB B IIpe/iesiaX apXuBHOTO GoH .

25. Opranu3anoHHOE POCKTUPOBAHUE CUCTEM YITPABIICHUS: OOBEKT U MPEIMETHAsI 00JIACTb.
26. I'ocynapcTBeHHbIe TpeOOBaHUs B 001aCTH JEIOMPOU3BOICTBA U JOKYMEHTAITMOHHOTO
o0ecrieYeHus yIpaBIeHHsL.

27. ®yukuuu u 3agauu ciayxosl JJOY.

28. CocTtaB HOPMATUBHO-METOJMUECKUX IOKYMEHTOB, UX Ha3HAYCHUE, METOIMKA pa3pabOTKH,
MOpsAI0K 0hOpMIIEHUS U IPUMEHEHHUSI.

29. Mecto cinyx0b1 JIOY B CTpyKTYype OpraHu3aliui.

30. JIokyMEeHTOOOOPOT, €r0 OpraHU3aIMs U apaMeTphbI.

31. O6beM TOKyMEHTOOO0POTa OPraHU3alNU. YYeT KOJIHYECTBA TOKYMECHTOB.

32. Texnonoruu npuema u 00pabOTKH JOKYMEHTOB.

33. IlpuHIuMIBl IOCTPOEHUS NH(OPMALIMOHHO-ITIOUCKOBBIX CUCTEM.

34. Oynkuuu cnyx0s1 JIOY Mo KOHTPOIIIO 32 MPOXOKICHUEM U UCIIOTHEHHEM TOKYMEHTOB.
35. HomenknaTypa zien, paBuiia ee (popMUPOBaHUS.

36. DkcnepTH3a EHHOCTH JJOKYMEHTOB.

37. YipaBieHue Kak mporecc.

38. Paborta ¢ oOpamieHussMu rpakaaH.

39. JlokyMeHTaIMCTUKA U TOKYMEHTOBEICHUE KaK HayKa.

40. TIpenmeTt, 0OBEKT U METOABI IOKYMEHTOBEICHHUS.

41. OcHOBHbIE CBOMCTBA JOKYMEHTA: aTPUOYTUBHOCTD, (DYHKIIMOHAIILHOCTD, CTPYKTYPHOCTb.
42. OyHKIMU JOKYMEHTA - THPOPMALMOHHAs, COLIMAIbHAs, KyIbTYpHas.

43. CnenunanbHble QYHKIMHM JOKYMEHTA: yIIpaBieHUecKas, yueTHas, IpaBoBasi, 00IIEeKyIbTypHasl,
UCTOpUYECKasL.

44. Tlonatue «10KyMEHTHUPOBAHHEY.

45. TexHn4yeckoe JOKYMEHTUPOBAHUE, BU/IBI TEXHUYECKUX JOKYMEHTOB.

46. 'ocynapcTBeHHast pazpaboTka eIMHBIX TPEOOBaHUH K JOKYMEHTHPOBAHHIO HH(DOpMAIUH.
47. Yaubukanys 1 CTaHIapTH3aIMs KaK JeSTeIbHOCTh 110 COBEPIICHCTBOBAHUIO (DOPMBI U
CoJiepKaHus JOKYMEHTA.

48. HanrioHanbHast U MEeXAyHapOAHAas CTaHAAPTU3aLUs JOKYMEHTOB.

49. Xapakrepuctrka ocHoBHBIX ['OCT, ycranaBiauBaroux TpeOoBaHus K 0popMIIEHHUIO
YIPaBIEHUYECKUX JOKYMEHTOB.

50. ITonsTHe «cucrema TOKYMEHTAlUN», €€ IPU3HAKH.



5. 3ATAHUS IJISI MIPAKTUUYECKUX 3AHATHUN

[To nucuuIUIMHE NPEAYCMOTPEHBI NMPAKTUYECKUE 3aHATUS C HCIOJb30BAaHUEM AKTHUBHBIX U
MHTEPAKTUBHBIX (POPM MpoBe/ieHus 3aHATUH (pa30opa KOHKPETHBIX CUTYAIlUi, TPYIIIOBBIX TUCKYCCHI)
B COYETAaHUH C BHEAYTUTOPHON paboTol st (GOpMHUPOBAHHUS U Pa3BUTHS OOIIKX U MPO(PECCHOHATBHBIX
KOMITETEHIINH 00y4aromuxcsl.

HanmenoBaHue pa3/ie/ioB U TeM TUCHHUILUIMHBI/NIPAKTHYECKHE 3aHATHS dopmMupyembie
KOMIIeTeHIINH
1 2
Tema 1 OK 9 1IK 3.1
BBeaenue.

JIoKyMeHT U cucTeMa JOKYMEeHTAIluH
[IpakTrueckoe 3aHsaTHe. YHUDUKAIUSA U CTAaHAAPTU3AIMH YITPABICHYCCKUX
JIOKYMEHTOB

Tema 2 OK 9, 1IK 3.1
Opranu3anMoOHHO-PacHOPSANTEIbHbIE JOKYMEHTbI

[IpakTuueckoe 3ansatue. CocrapneHue u 0hopMIICHHE PACIOPSAUTEIbHBIX
JIOKYMEHTOB

ITpakTnueckoe 3anarue. CocrapneHue HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

Tema 3 KagpoBasi fokyMeHTal U OK 9, 1IK 3.1
[IpakTnueckoe 3ansatue. OdopmiieHUE CpaBoK, JOKIAAHON U CIIyKeOHOI
3aIlMCKH, aKTa

[Tpaktuyeckoe 3anstue. OdopMieHne TOKyMEHTOB MO THYHOMY COCTaBY:
TPYAOBOTO JIOrOBOPA, IIPHKa3a O IpueMe Ha paboTy, oopMiIeHUE TPYAOBOM
KHHWXKH

Tema 4. JloroBopHO-IpaBoBasi JOKYMEeHTALUS OK 9, 1IK 3.1
[Tpaktuueckoe 3anstue. OdopmiieHrEe TOTOBOPOB
ITpaktnueckoe 3anarue. OpopmieHre UCKOBOTO 3asBICHHUS, TPETCH3UH

Tema S OK 9, IIK 3.1
Opraﬂn3aunﬂ OICPATUBHOI'O U APXUBHOI'0 XPAHCHUA TOKYMEHTOB
HpaKTI/I‘leCKOC 3aHATHUC. CDOpMHpOBaHI/IC HOMCHKIJIATYPBI ACJI IJI IEpCJavuu B ApXUB

6. YCJOBHUS PEAJIM3AIIAU ITPOT'PAMMBI YYEBHOM JIUCHUTIJIMHBI

6.1. Jas peajuM3anMd NpPoOrpaMMbl JAUCHUIUIMHBI  TpeaycMoTpeHbl:  KaOuner
JOKYMEHTAI[MOHHOTO O0ECHeueHus] yIpaBiieHUs, ydyeOHas ayauTOpHsl JJIsi TMPOBEACHUS 3aHITUMN
JIEKUMOHHOTO THUIIA, 3aHATUN CEMUHAPCKOr0 THWIIA, TPYNIOBBIX M WHIWBUIYaJbHBIX KOHCYJbTAIUi,
OCHAIlleHHas HaboOpOM JEMOHCTPAllMOHHOIO O00OpYHOBaHUA M Y4eOHO-HArJsAIHBIMU IOCOOUSAMH;
ayIUTOpPUSl C KOMIBbIOTEpAMH, HMEIOIMIMMM BBIXOJ, B HMHTEPHET U YCTAaHOBJIEHHOM CIIpaBOYHO-
uHpopmannonHoil cucremoit Koncynprantllmtoc (unu [MapaHT); ydeOHas ayauTopHs Ui TEKYIIETO
KOHTPOJISL M IPOMEXYTOYHOM aTTECTAllUU, OCHAIEHHAss HA0OPOM JEMOHCTPALIMOHHOTO 000PYAOBaHUS
U y4eOHO-HAIJIJHBIMH [T0COOUAMU; OMOIMOTEKa, YUTATIBHBIHN 3aJ1 ¢ BBIXOJIOM B MHTEPHET; TOMEICHHE
JUIS XpaHEHUusT M MNpOQUIAKTUYECKOr0 OOCTyKHMBaHUA y4eOHOro oOOpYyJOBaHHUS; AaKTOBBIM 3al;
MOMEIICHUE JUIsI CaMOCTOATENbHOM paloThl, ocHameHHble B coorBeTctBuM ¢ OIl CIIO mno
cnenuansHocTy 40.02.04 FOpucnpyneHuus.

6.2. HNudopmanuonnoe odecrnieyenne peasu3aluy NporpaMmbl
JInsg peanuzanuy MporpaMMbl OMOIMOTEYHBIH (OHA YHHBEPCHUTETA HMEET 3JICKTPOHHBIC
oOpasoBatenbHble M HHGOPMAIMOHHBIC PECYpChl, PEKOMEHIyeMbIe [UIsi HCIOJB30BAHUS B
o0pa3oBaTenbHOM IpoIiecce
OcHoBHasi InTepaTypa
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6.2.1. D1eKTPOHHBIE U3TAHUS

Koprees, U. K. JlokyMeHTaImoHHOE 00ECIICYCHNE YIIPABICHHS | YYCOHUK U MPAKTHKYM JIJISI CPETHETO
npodeccuonansuoro oopazosanms / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 3-¢ us.,
nepepad. u mon. — MockBa : M3parenbctBo IOpaiit, 2025. — 438 c¢. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr : anexTponnslii / O6pa3oBaTensHas miardopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/563193

Kysznenos, M. H. JIOKyMEHTaIlMOHHOE ~ OOECIICUeHUE yImpaBlicHHs. JIOKyMEHTOOOOpOT H
JETOTIPOU3BOCTBO | YYCOHHUK U MPAKTUKYM JIJIsl CpeHero mpodeccnoHanbHoro oopasoanus / M. H.
Ky3nenoB. — 5-e¢ m3a., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2025. — 425 ¢. —
(ITpodeccnonansuoe obOpazoanue). — ISBN 978-5-534-20025-6. — Tekct : 3neKTpOHHBIA //
OopasoBarenbHas iathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/581141 "

6.2.2. D1eKTPOHHBIE PeCypChI

1. Hayunas anekrponnas oudnnoreka eLIBRARY.RU https://elibrary.ru/

2. DnekrponHas oubmuoreunas cucrema HOpaiir U3narenscro FOpaiit https://biblio-online.ru/

3. IInarpopma «budbmmokomuekratop» http://www.bibliocomplectator.ru/

4. OdunmansHbeii caiit Munucrepcrsa ®unancos Poccuiickoit deneparuu https://www.minfin.ru/

5. NHpopMamoHHO-aHATUTHYECKU T )KypHaI «DUHAHCOBBIIN yueT U aymuT» WWW.ipb.spb.ru

6. OOpa3oBaTellbHbId ~ WHTEPHET-TIOPTA] MO  DKOHOMHKE U YIPABICHHIO TPEANPUITHEM.
http://www.eup.ru

7. CnpaBouHo-mipaBoBas cuctema «KoncynbsranT [Imrocy.

6.2.3. JlonoJIHUTEIbHbIE HCTOYHHKH
Hoponuna, JI. A. JlokymMeHTaIImOHHOE 00eCTieYeHUE YIPABICHHS | YYCOHUK U TPAKTUKYM JIJIsl CPEIHETO
npodeccuonabHoro obpaszosanus / JI. A. Jlopouuna, B. C. UputukoBa. — 2-¢ us., nepepad. u JOII.
— Mocksa : M3garenbctBo FOpaiit, 2025. — 270 ¢. — (ITpodeccuonanbaoe oopazoanue). — ISBN
978-5-534-16017-8. — Texkcr : anekTponHsbIi // O6pa3zoBarenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/563264
KazakeBuu, T. A. [lokymeHTanmoHHOoe oOecriedyeHHEe YMIpaBlIeHUS : y4eOHUK U MPAKTUKYM IS
cpenHero npodeccruonanbHoro oopaszosanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3M., ucrp. u
non. — Mocksa : M3natensctBo FOpaiit, 2025. — 177 ¢. — (Ilpodeccronanbroe oOpazoBanue). —
ISBN 978-5-534-06291-5. — TekcT : anekrponHHbIi // OOpa3oBarensHas miatdopma FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/562452"
6.2.4. JIuteparypa 1jisl CAMOCTOSITEJILHOTO U3YyUeHUsI

KazakeBuu, T. A. JlokyMeHTaIlMOHHOE O0OECTIeYeHUE YIIPABIEHUS : YYEOHUK U MMPAKTUKYM IS
cpenHero npodeccronanbHoro oopaszosanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3., ucnp. u
nom. — Mocksa : U3parensctBo FOpaiit, 2023. — 177 ¢. — (IIpodeccronanbHoe oOpa3zoBaHue). —
ISBN 978-5-534-06291-5. — Tekcrt : anekTpoHHbIi // O0pa3oBarenbHas miatgopma FOpaiir [caiir].
— URL.: https://urait.ru/bcode/513745

NHupopmaninoHHbIe TEXHOJIOTMH B MEHEI)KMEHTE (YIPaBIE€HUN) : YIE€OHUK U IPAKTUKYM IS
cpenHero npodeccruonaibHoro odbpaszosanus / FO. JI. Pomanosa [u np.] ; mox pegakuueit FO. J1.
PomanoBoi. — 2-e u3., mepepad. u nom. — Mocksa : U3natensctBo FOpaiit, 2023. — 411 c. —
(ITpodeccronansnoe oopazoBanue). — ISBN 978-5-534-13801-6. — TekcT : 31€KTpOHHBIH //
OopasoBarenbHas mwiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/517435

6.3. O6s13aTeIbHOE MPOrPAMMHOE O0ecTiedeHue

1. Astra Linux Special Edition «Cmonenck», «Open»; PenOC ; OC "Anbt Pabouas cranmus" 10; OC
"AnsT OGpaszoBanue” 10.

2. MoitO¢uc Crangaptasiii 2, MoitOduc Obpaszosanue, P7-Oduc IIpodeccuonansubiii, MoitOduc
Crangaptusiii 3, MoitOduc IIpodeccuonanbublii 3
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http://www.eup.ru/

7. ®OHJ OHEHOYHBIX CPEACTB JJIsA NPOBEAEHUS TEKYIIEI'O KOHTPOJIS 1

MMPOMEKYTOYHOM ATTECTAIIUM IO TUCIUTIJIMHE
OII 06 «JlokyMeHTalHOHHOe o0eclieueHue YpaBJIeHus»

7.1. MACHHOPT ®OHAA ONEHOYHbBIX CPEACTB 110 JUCIUIIJIMHE
@OoH OLEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsI KOHTPOIS M OLEHKH O0O0pa3oBaTEIbHBIX

OCTYDKEHUN

OoOy4aroluxcsi,  OCBOMUBIIMX  MPOrpaMMy  y4yeOHONW  JAMCHUILIMHBI

OI1.06

«JloxymeHTanmonHoe obecredenue ynpasienusy mno cnenuansaoctu CI10 40.02.04 FOpucnpyaeHmms.
®DoH/T OIIEHOYHBIX CPEACTB pa3zpadboran B coorBeTcTBUU ¢ TpeboBanusmu OI'OC CIIO 40.02.04
IOpucnpynenuus u padoueit nporpammoit aucrumuasl OI1.06 «/lokymeHTanmonHnoe obecrieyeHue

YIpaBICHUS».
B pesynbrare 0CBOCHUS IUCIUILTUHBI O0YYaIOUTHIACS JOIKEH:

ymemp: - [IpuMeHsTh Ha TNpaKTUKE TOCYAAPCTBEHHBbIC CTAaHAAPTHI, Ipyrue
HOPMAaTHUBHO-METOIMYECKHUE JOKYMEHTHI, periIaMeHTHPYIOIINe
OpraHU3aIHI0 JOKYMEHTAIIMOHHOTO 00eCTIeueHHs YIIPaBICHUS;
- CoctaBnsiTh ®  NpaBWIBLHO  O(QOPMIISATH  OCHOBHBIE  BHIBI
OpTraHU3aIMOHHO-PACTIOPSAAUTENBHBIX JOKYMEHTOB;
- OdopmisaTe nHGOPMAITMOHHO-CIIPABOYHYIO IOKYMEHTAIIHIO;
- OdopMIsATh KaIpOBYIO TOKYMEHTAIIHIO;
- OdopMIsTh TPETEH3MOHHO-UCKOBYIO JOKYMEHTAIIHUIO.

3Hamy: - TepMuHonoruio B 007acCTH JOKYMEHTAIMOHHOTO OOecredeHus
yIIpaBJICHUS;
- HopMaTuBHbIE JOKYMEHTBI, PErJaMEHTHPYIOIIUE COCTaBICHHUE H
odopmIIeHHEe TOKYMEHTAIH U TTOPSIOK €€ 00paboTKH;
- [IpaBuna  coctaBneHuss W odopmieHUS  OpraHU3AIMOHHO-
pacropsaUTeIbHBIX TOKYMEHTOB, BXOISIINX B YHU(PHUIIMPOBAHHYIO CHCTEMY
OpraHU3aIlOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB, YHU(DUIIUPOBAHHYIO
CHCTEMY NEPBUYHON Y4eTHOW JNOKYMEHTAIlMH B YaCTH JOKYMEHTALUU TI0
ydery Tpyna,
- [Topsimok  TIpOBEAEHUST DKCHEPTH3Bl LEHHOCTH JOKYMEHTOB U
MOJITOTOBKH JIeJ1 K apXUBHOMY XPaHEHHUIO.
— TexHONOrHIO OpraHu3aliyd JOKYMEHTOOOOpOTa B  OpraHM3alMsIX
(YUpexIeHHUSX).

umems - CocraBneHuss W TPaBHIBHOTO O(GOPMIIEHUS OCHOBHBIX BHJIOB

npakmuyeckui | OpraHu3alMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB;

onvim: - Odopmnenust nadopMamOHHO-CIIPABOYHON IOKYMEHTAIINH;
- OdopmiteHus kapoBoil TOKYMEHTaLUY,
- OdopmieHns NpeTeH3MOHHO-UCKOBOM TOKYMEHTAlluu

OCBOMTH 00I11IME U TPoheccCuoHaTbHbIE KOMITETEHIIUN:

Kon HaumeHnoBaHue 001X KOMIIeTEeHIM I

OK 09. [Tonmp30BaTbest IpodecCnOHATBHON TOKyMEHTANNEH Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM $SI3bIKaX

Kon HanMeHoBaHMe BUIOB JeATEJIbHOCTH U NPO(PECCHOHATBHBIX KOMIIETEHIIUI

I1K 3.1. BecTu 10KyMeHT0000pOT NpHU OKa3aHUH NPO(ecCHOHATBHOM I0PUINUECKOM ITOMOITH
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7.2. IEPEYEHb KOHTPOJIUPYIOIIUX MEPOITPUATHUM 1151 TPOBEJIEHUS
TEKYIIEIO KOHTPOJISI U MTIPOMEXKYTOUYHOM ATTECTAIIAU
[lepeyeHb KOHTPOJUPYIOIIUX MEPONPUATUN [ NPOBEIEHUS TEKYLIEro KOHTPOJIA 110
muctumuHe OI1.06 «JlokyMeHTalMoOHHOE 00ecIIeYeHHE YIIPABICHUS»:

Texkymaga arrecranus
Homep Hy o
aKTH4YeCKue OpPMHpOBaHHE
CeMeCTpPa | TectupoBaHue Omnpoc P Hoxaan PMHP
3ajaHusA noprdouno
1 + + +

[lepedyeHb KOHTPOIUPYIOLUIMX MEPOIPUATUH Ul IPOBEICHHS IPOMEKYTOUHONW aTTECTAllUU 110
mucuumiuHe OI1.06 «JlokymMeHTanMoOHHOE 00ecIIeYeHHE YIIPABICHUS»:

IIpoMeKyTOUHAs ATTECTAIUSA
Homep
IIpoMexkyTOoUuHOE .
cemMecTpa KypcosBasi padora P Y 3auer ¢ omeHkoi| DJK3ameH
TECTHPOBAHHE
1 - - + -

7.3. PE3YJIBTATBI OCBOEHUSA JUCIIUAIIJIMHBI

Pezynomamut 00yuenus

Kpumepuu oyenxu

Memoowl oyenku

YMmenue
- [IpuMeHsATH Ha MpaKTHKE
rocyJapcTBEHHBIE CTaHJIapTHhI,

JIpyrue HOPMaTUBHO-METOJANYECKUE
JOKYMEHTBI,  PErjIaMEeHTUPYIOLIHe
OpraHU3alMI0 JOKYMEHTAI[MOHHOIO
oOecrniedyeHus yrpaBieHUs;

- CocraBnaTh W MPaBUIBHO
opopmIATh OCHOBHBIE BUJIBI
OpraHU3alllOHHO-
pacrnopsAUTEIbHBIX JOKYMEHTOB;

- OdopmisTs
MH(OPMAIMOHHO-CIIPABOYHYIO
JIOKYMEHTAIHIO;

- Odopmiarts KaJpOBYIO
JIOKYMEHTAIHIO;

- OdopMIATh NPETEH3UOHHO-
HCKOBYIO IOKYMEHTAIHUIO.

- 3HaTh HOPMaTUBHO—IIPAaBOBOE | Y CTHBIN OIPOC,

peryJmpoBaHue
JOKYMEHTAIIIOHHOTO
o0ecrieueHus yIpaBiIeHHUS;
- OCYIIECTBIISTH TIOMCK U
00paboTKy HH(pOpMaIUH,
HE00XOIMMOM ISl peLleHuUs
npodeccroHaNbHbIX 33/1a4,;
- 3HaTh HH(POPMALIMOHHBIE
TEXHOJIOTUH

TUTSL TOKYMEHTAI[HOHHOTO
obecrieueHus yrnpaBjieHueM

TECTHUPOBAHUC,
IMMPAKTUYCCKUC 3aJaHUAA,

nokiana, pedepar

3Hanue

—  Tepmunonorun B oOxactu
JTOKYMEHTAITMOHHOTO O0eCTIeYeHHS
yIpaBJICHHUS;

—  HopMaTuBHBIX JOKYMEHTOB,
pPETTIAaMEHTHPYIOIIUX COCTaBJICHHE
u odopmieHHE IOKYMEHTAIlMH |
MOPSIIOK €€ 00padoTKH;

—  IlpaBun  cocraBiaeHuss u

- UCTIOJIb30BaTh SI3BIKOBHIE,
KOMMYHHUKATHBHBIC, HOPMBI
PYCCKOTO SI3bIKA M KYJIbTYPhI
peun B mpodheCCHOHATBHOM
0OIIIeHNH;

- 3HaTh OCHOBBI TEOPUH YCTHOM
Y IMCbMEHHON KOMMYHHKAIIUU B
pasnu4HBIX cepax oOIeHus;

YeTHBI onpoc,
TECTUPOBaHUE,
MPaKTUYECKHE 3aaHus,
nokana, pedepar
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oopmIteHUS OpraHU3aIMOHHO-
pacIOpSAIUTENIBHBIX  JOKYMEHTOB,
BXOJSIIUX B YHH(PHIIUPOBAHHYIO

CUCTEMY OpraHU3alMOHHO-
pachopsSAUTENbHBIX  JOKYMEHTOB,
YHU(DUITUPOBAHHYIO CUCTEMY
MEPBUYHOMN YYETHOUN
JIOKYMEHTAIUU B 4acTH
JOKYMEHTAIUH 110 y4eTy TPpyAa;

— ITopsinka MPOBEAEHUS

OKCICPTU3BI HEHHOCTH NOKYMCHTOB
U IIOATOTOBKH J€JI K ApXUBHOMY

XPaHEHHUIO.
—  TexHomoruu  OpraHu3aluu
JIOKYMEHTO000poTa B

opranu3anusx (Y4pexaeHmsIx).

- 3HaTh HOPMATUBHYIO 0a3y,

periiaMeHTUPYIOIIYIO
JIEJIONPOU3BOJICTBO

IIpakTHyecKknii ONBIT
- CocraBiieHUsI M IPAaBUIBHOTO

oopMIICHHSI ~ OCHOBHBIX  BHJOB
OpraHU3aOHHO-PACTIOPSITUTEIBHBIX
JTOKYMEHTOB;

- Odopmnenus
MH(POPMAIIMOHHO-CIIPABOYHOM
JTOKYMEHTAIIH;

- Odopmnenus
JTOKYMEHTAIHH;

- OdopmneHuss TpeTeH3uOHHO-

KaJpoBOit

MCKOBOI IOKyMEHTAlIUH.

- BBINOJHSET HA0Op TEKCTa | YCTHBIN OIpOC,
JOKYMCHTOB B | TCCTUPOBAHUC,
NpaBUJIaMU | TIPAKTUYECKUE 3a/IaHus,
nokiana, pedepar

JEJIOBBIX
COOTBETCTBUU C
JIEJI0NIPOU3BO/JICTBA;
- cocraBiusieT U 0ohopMIseT
pa3IM4HbIE BUABI JOKYMEHTOB B
COOTBETCTBUM C HOPMaTHUBHOMN
JIOKYMEHTalUen

7.4.0ITIUCAHUE MTOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHWSA KOMIIETEHIIUIA
HA PA3JIMYHBIX OTAITAX UX POPMHUPOBAHUA, OIIMCAHUE HIKAJI

OLIEHUBAHMUA.

Texkymmii KOHTPOJIb 3HaHUN MpeaAcTaBiIsgeT CcO00M KOHTPOJIb OCBOEHHUS IMPOrPAMMHOI0
MaTtepuanga y4eOHOH NIHUCUUIUIMHBI, C LENbI0 CBOEBPEMEHHOW KOppEeKUMH OOydeHHUs, aKTUBU3ALUU
CaMOCTOSITENTbHON pabOThI M MMPOBEPKU YPOBHS 3HAHUHN M YMEHHMH 00ydarouiuxcs, ChpOpMUPOBAHHOCTH

KOMITETEHIIUH.
IIpoMeKyTOYHBI KOHTPOJIb MO JTUCHUIIMHE IO3BOJSET OLEHUTh C(HOPMUPOBAHHOCTD
KOMITETECHIIMMN:
HaumenoBanue pa3jaesioB
THI KOHTPOJIBLHOIO 32/1aHUSA
AUCHHILIMHBI
1 2
Tema 1 Bormpocs! k Bormpocs! k ycTHOMY TectupoBanue
Beenennue. 3a4eTy C OIpocy
JlokyMeHT 1 cucremMa OLICHKOH Jloknansl
JIOKYMEHTALH [IpakTueckue 3ananus
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Tema 2 Bomnpocsr k Bormpocs! k ycTHOMY TectupoBanue

Oprann3zannoHHo- 3a4ery C OIIpoCy
pacnopsIMTeIbHbIE JOKYMEHThI OLIEHKOM Howazbl
[IpakTrueckue 3ananus
Tema 3 KaapoBasi nokyMeHTaIIUA Bonpocs! k Bormpocsl k ycTHOMY TectupoBanue
3a4eTy ¢ OIpocy
OIICHKOI Joxnansl
[IpakTrueckue 3a1anus
Tema 4. JloroBopHo-nipaBoBast Bonpocs! k Bormpocsl k ycTHOMY TectupoBanue
AOKYMEHTalusA 3a4ery C OIpocy
OLICHKOI Joxnansl
[IpakTrueckue 3ananus
Tema S Bomnpocs! k Bormpocsl k ycTHOMY TectupoBanue
Opranusanusi onepaTuBHOIO U 3a4eTy ¢ OIpocy

Jloxmnaasl

APXMBHOI'0 XPAHEHHSI JOKYMEHTOB OLICHKOM
[IpakTrueckue 3a1anus

7.4.1. KOMIIVIEKT OHEHOYHbBIX CPEACTB JJIs1 TEKYIIEI'O KOHTPOJISA

Texkymmii KOHTPOJb 3HAHUN MpPEACTaBIAeT COOOH KOHTPOJIb OCBOGHHS HPOrPaAaMMHOIO
MaTepuaga y4eOHON NUCLMIUIMHBI, C IIeJbI0 CBOEBPEMEHHON KOPPEKLIMU OOYYEHHUs, aKTUBHM3ALUU
CaMOCTOSITENTbHON PabOThI M POBEPKU YPOBHS 3HAHUHN M YMEHHI 00ydJaroniuxcs, ChQOpMUPOBAHHOCTH
KOMIIETEHIMH. Pe3ynbTaThl TEKyIEro KOHTPOJIS 3aHOCATCS B )KypHaJIbl YU€OHBIX 3aHATHH.

@DOpMBI TEKYIIETO KOHTPOJIS 3HAHWMN:

- YCTHBI OIpoC;

- BBIIIOJIHEHUE NMPAKTUYECKUX 3a/IaHUM;

- TECTUPOBAHUE.

[TpopaboTka KOHCHEKTa JEKUUH M Yy4eOHOM JUTEpaTypbl OCYIIECTBISETCS CTYACHTaMU B
TEYEHHE BCETO CEMECTPA, II0CIIE U3yUEHHUS] HOBOM TEMBI.

[IpenoaBaTenb KOHTPOJIMPYET 3HAHUE CTYIEHTOM IPOWJIEHHOIO Marepuana ¢ IOMOUIbIO
KOHTPOJIbHBIX BOIIPOCOB WJIM TECTUPOBAHMSI.

Bomnpockl IUisi TEKYIIEro KOHTPOJIsi 3HaHMIi (YCTHBIN onpoc)
@opmupyemote komnemenyuu — OK 09, 11K 3.1

1. Kaxkue ocHoBHBIE 3aK0HBI peryaupyioT JJOY?

2. Kakoii ctanaapTt ucnonb3yroT Juist 0hOpMIICHHS OPraHU3allMOHHO-PACTIOPSIAUTEIBHBIX
JIOKYMEHTOB?

3. Uro noHnMaeTcs noJ yHu(pUKalue u cTaniapTusamueii?

4. Urto npexacrasiser coboit YaupuUupoBanHas cucreMa qokymeHToB (JOY)?

5. C kakoii nienbio paspaboran u BBesieH B aeiictsue "T'OCT P 7.0.97-2016.

Hanmonanehsiii cranaapt Poccuiickoit ®@enepanun. Crucrema cTaHIapToOB 10 HH(OPMALINH,
O6UOINOTEYHOMY M M3/1aTeNIbCKOMY Jienny. OpraHu3aliOHHO-PACcoOPSAUTENNbHAS TOKYMEHTAIIHS.
TpeboBanus kK 0(hOpMIICHUIO JOKYMEHTOB'?

6. Yro npencrasinseT coboii O1aHK JOKyMeHTa?

7. Kaxkne BuzbI pacnonoxeHust peKBU3UTOB Bl 3HaeTe?

8. Kakue pekBU3HUTHI BXOJAT B cOCTaB o01ero 0i1anka?

9. Kaxue pekBU3UTHI BXOJAT B COCTaB OJIaHKA Ui UceM?

10.  Kak ¢popmynupyercs 3arojioBOK K TEKCTy JOKyMEHTa?

11. Kaxkue snemMeHThI BKITIOYAIOTCS B COCTAB PEKBU3HTA «aapecar»?

12. CkosbKo aJipecoB MaKCHUMAJIbHO MOXKHO ITOMECTUTh HA OJJTHOM JIOKyMeHTe?
13.  Kakwue 35eMeHTHI BXOJIAT B COCTaB Tpu(a COrTacoBaHus?
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.

Kakue areMeHThI BXOJAT B COCTaB TpHrda yTBEpKIACHH?
Kakune snemMeHThl B pEKBU3HUTE «IIOANKCHY» JOJIKHA 3aTParuBath reyaThb?
N3 xakux yacTel COCTOUT TEKCT MpuKasza’?
Kak ¢popmynupyercs 3aroiaoBok K npukasy?
Kak popmynupyroTcs myHKTHI IprKa3za?
Kaxko#t ¢hopmMyIupoBKO#l 3aKaHIMBACTCS TEKCT MpUKa3a’?
Korna uznaercs pacnopsixenue?
Kak ¢popmynupyetcs 3arojaoBoK K pacHOpsSKEHHUIO?
Kakumu cioBamu HauMHaETCs pacoOpsSAUTENbHAS YaCTh PACIOPSKEHUS?
Ha xakom 6manke opopmiisiercs pacnopsibkeHue?
B kakux cinyyasx usznaercs ykazaHue?
Kak ¢popmynupyercs 3arojoBoK K yKa3aHHIO?
Kakumu cioBaMu MOXKET HaUMHATHCS paCIOPSAUTEIbHAS YacTh yKa3aHus?
Kaxkoit ¢hopMymupoBKO# 3aKaHYMBACTCS TEKCT YKa3aHUs?
Kewm cocraBisitotes akTb1?
Kaxkue pyOpuku BBIACISIIOTCS BO BBOJIHOM YacTH aKTa?
UTto yKa3pIBatOT B KOHCTATUPYIONICH YacTh aKkTa?
HazoBute pyOpuku BBOJHOI YacTu MPOTOKOJIA?
W3 kakux pa3zenoB COCTOMT OCHOBHAs YaCTh MPOTOKOIa?
Kak ¢popmynupyeTcs mocTaHOBIAOMIAS YacTh MPOTOKOJIA?
B kakux ciayyasx co3qaroTcs J0KIaAHbIE 3aITUCKU?
Ha kakue BuzbI nensTcs JOKIaAHbIE 3alTUCKUA?
N3 xakux yacTelt COCTOUT TEKCT JOKIATHON 3aITUCKU?
UYro Takoe cripaBka?
Kaxkue OpiBatoT cripaBku?
Kakue pekBU3UTBI COAEPKUT JTMYHAs CIIpaBKa?
Kaxkue npukassl Ha3pIBalOTCS MPUKa3aMu 10 JUYHOMY COCTaBy?
Kak ¢popmynupyeTcs 3arojJoBok K CBOJHOMY MpUKa3zy?
Kak odopmiisieTcst Bu3a 03HAaKOMJICHHUS B TIPUKA3ax 10 JMYHOMY COCTaBy?
N3 KakuX CTPYKTYpPHBIX 3JIEMEHTOB COCTOUT XapaKTEPUCTUKA?
Kto noanuceiBaeT XxapakTepucTuKy?
Kak numercs 3asBnenue?
Kak odopmisiercs pacniucka?
Yro npencTapiseT co00il JOBEpEeHHOCTh?
Kaxkue OpIBatoT BUJIBI TOBEPEHHOCTEH?
Kakue pekBU3UTBI BXOJIAT B COCTaB OJaHKa /Ui UceM?
Kaxue BapruanTel opopMiieHHs OJ1aHKOB CITYy>KEOHBIX MMHCEM Bbl 3HaeTe?
B kakux cnyyasx ciayxeOHOe THChMO cocTaBlsieTcs Ha Onanke ¢popmaTta AS?
Jaiite 00mIyr0 XapakTEpUCTHKY OPraHU3allMOHHBIX TEXHUYECKHX CPE/ICTB

«Z[OKyMCHTaI_II/IOHHOM obecrieueHUN YIIPpABJICHUS.

53.  Kakwue KOMIBIOTEpHBIE CPECTBA TPUMEHSIOTCS JUISI TOTOTOBKH JOKYMEHTORB?

54.  Kakue 3akoHOJaTeIbHbBIE aKThI IPEIIUCHIBAIOT 003aTE€IbHOCTD JOKYMEHTHPOBAHUS
uHpopmanun?

55.  Kakue TpebGoBaHMs K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIATEIbHBIX aKTax?

56.  Ha Koro BO3JI0’)K€HO METOAMYECKOE PYKOBOICTBO IMOCTAHOBKOW JETONPON3BOJICTBA B
cTpane?

57. KakoBo 3nauenne 'CJOY u 4To OHa pernaMeHTupyer?

58.  Urto persiaMeHTHUpYET TUIIOBAs MHCTPYKIUSA MO JeONPOU3BOACTBY?

59. B gem 3nauenune EI'CJ1?

60.  UYto Takoe 1OKyMeHT?

61.  UYro Takoe TOKyMEHTOOOOpPOT?

62.  Kakue O61aHKM OpraHU3aluy BaM U3BECTHBI?
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63. Uro Takoe oOmuii 6J1aHK opraHu3arum?
64.  Kaxkue TpeOGoBaHMS IPEIBIBIAIOTCS K XPAaHCHUIO OJIAHKOB TTUCEM?

IIpumepHBbIii epevYeHb NPAKTHYECKUX 3aJaHUH M0 JUCHUILIIHHE

Dopmupyemvie komnemenyuu — OK 09, IIK 3.1

1.

10.

11.

12.

13.

14.

15.

16.

17.

18.

CocTaBuTh  NHUCHMO-TIPUIVIALICHWE  OPraHU3alMOHHOTO  KOMHTETa  «OKCIOLEHTP»  C
IIPEJIOKEHUEM IOCETUTh MEXKIYHAPOJIHYIO CIIELHUAIU3UPOBAHHYIO BBICTaBKY «ODKOHOMMS
MaTEpHAJIbHBIX U TOIJIMBHO-YHEPTETUYECKHUX PECYPCOB B CTPOUTEIBCTBE M ITPOMBILITICHHOCTH.
BricTaBka mpoxXoauT B MaBUJILOHE BHICTABOUHOT'0 KOMILIEKca B I. Camapa.

CocraBbTe JOKJIAJHYIO 3alIUCKYy CeKpeTaps-pedepeHTa pyKOBOIUTEIIO NPEeApUATUs 00 yTepe
paboraukom CrenanoBbiM [.M. mucbMa-3ampoca, MOCTYNHBILETO B aapec MPEANpHATHS ABa
Mecsa Ha3ag,.

Hanumire 3asBnenne o npueme Bac Ha paboTy 35KOHOMHCTOM B TOCYAapPCTBEHHOE
IpenpusaTHe 10 CBA3U U UH(popMaTHKe «PoccBsa3buHBOpM».

Cocrabte rapanTtuiinoe nucbMo AO «9xocan» [TAO «IIporpecc» 00 okazaHUU TEXHUUYECKON
MOMOIIM B pa3paboTke paboumx yeprexed HacocHOW craHuuU. AO «DKocaH» MPOCUT
IIPOU3BECTH 3TY pabOTy HEMOCPEACTBEHHO Ha IJIOIIA/IKE.

CocraBere u odopmure tenerpammy OOO «tOnucud» Kemeporckomy npeampusituro AO
«Kpucramm» 0 NoJIHOM O0TKa3€e OT OIUIATHI 3a IOCTYIUBUIYIO IPOAYKLHUIO B CBA3H C TEM, UTO 3Ta
MIPOYKIMS HE Obla 3aka3aHa. OCTalbHblE PEKBU3UTHI YKAKUTE CAMOCTOSITENILHO.

Hanummre 3asBieHue o mnpenocraBieHud Bam oTmycka Mo ceMEMHBIM OOCTOSITENIBCTBAM.
OcTaibHble PEKBU3UTHI YKAKUTE CAMOCTOSITEIIBHO.

CocraBbTe nUCbMO-0TBET TUIOrpaduu usparenbcTBa «Hayka» oOuiecTBy ¢ OrpaHMYEHHON
OTBETCTBEHHOCTbIO «TpHHHMKA» O BO3MOKHOCTH BBIIIOJIHUTH 3aKa3 HAa M3rOTOBJICHHUE OJAHKOB
ydeTa U OTYETHOCTH.

Hanumwure npuka3 renepanpHoro aupekropa AO «Mmmynbe» o mpueme Bac Ha paboty
OyXraarepom.

Hanwumire 3asBnenne Ha uMs AUpekTopa 00 n3mMeHeHnu Bameit Gpamunmu B cBsi3u ¢
peructpanuei 6paxa.

CocTaBbTe  XapaKTEpUCTHKY-pEKOMEHJalMi0 paOoTHHKAa Bamero mnpennpusitus Uit
noctyruieHus ero B acnupantypy @PI'bOY BO «Camapckuil rocyaapCcTBEHHBIM YKOHOMUYECKUI
YHUBEPCUTET.

Hanumure 3asBnenre o0 yBOJIBHEHHH € pabOTHI IO COOCTBEHHOMY KeNaHHIO.

CocTtaBbTe OOBSICHUTEIbHYIO 3alMCKy C YKa3aHWEM [PUYMHBI HapyLIeHHs TPYyJIO0BOU
JUCLUIUIMHBI pA0OTHUKA

CocraBbTe TPOTOKOI 3acenanus mpodcorosnoro komutera AO «Xiebd» o BbIICIEHUN MTyTEBOK
B caHaropuil «Haiikay paOOTHUKAM MpeANPHUITHUS.

CocTaBpTe akT O mpueMe-Tiepeade el B apXHUB 3aBEAYIOIIUM OTAEJIOM KalmUuTaJIbHOTO
ctpoutenseTBa AO «CTpoitHBECTY.

CocraBbTe UMH(GOPMALMOHHOE IHCHMO O 3aBEpPIICHUHM CpOKa IpUeMa 3asBICHUN IS
perucTpanyy y4acTHHUKOB Hay4yHO-IPAaKTH4YecKoM KoH@epeHuuu. Ha3zBaHue koHpepeHUUH U
CPOKH ITPOBEEHUS KOHPEpEeHIUU 0003HAUbTE CAMOCTOSITENBLHO.

CocTaBpTe CONPOBOAMUTENBHOE NMUCHMO O HampasieHuM B aapec AO «PagoH» nuueH3uu Ha
BBIBO3 OBITOBBIX OTXOJOB.

CocraBbTe TeneoHOrpaMMy O IPOBEIEHUH COBeLIaHUs B MUHHCTEPCTBE 3IpaBOOXPAHEHUS C
yKa3zaHHeM 00Cyk1aeMoro BOIpoc.

CoctaBuTh U 0OPMUTH PEKIAMHOE MTUCHMO O MPOAAXKE YACTHBIM JIMI[AM U IOCYIapCTBEHHBIM
MPEANPUATHSIM TEPCOHATBHBIX KOMITBIOTEPOB IO JTOTOBOPHOM CTOMMOCTH U O BO3MOXXHOCTH
IIPUHUMATD 3aKa3bl HA COCTABIEHHUE NIPOTrPaMM
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IIpuMepHbIe TecTOBBIE BONPOCHI N0 AUCHMIIJIHHE
Dopmupyemwvie komnemenyuu — OK 09, 11K 3.1.

1.Jlenonpou3BoACTBO:
a) cucrema COCTaBJICHUS U XpaHEeHUs JIOKYMEHTOB;
0) 3anmuch HMHQOpPMAIMM HA  PAa3lIMYHBIX HOCHTENSX IO YCTAHOBJIEHHBIM  IIpaBHIIaM;
B) OTpacib JESATEIbHOCTH, 00eCHeunBaronias JOKYMEHTHPOBAaHHUE M OPraHU3aLUI0 PabOTHI C
opUIHATBEHBIMUA TOKYMEHTaMHU.

2. TlonsiTHE «JOKYMEHTHPOBAHUE!
a) 3amuch HHGOpMAIMK ¥ 0(pOopMIICHHE TOKYMEHTA;
0) 3amuch MH(pOPMAIMK HA PA3TMYHBIX HOCUTEIISX 10 YCTaHOBJICHHBIM IPaBHIIaM;
B) XpaHEHHUE JIOKYMEHTA.

3.J1oKyMeHT0000pOT:
a) YCJIOBHOE 00O3Hau€HUE, MPUCEBAEMOE JOKYMEHTY B IPOLIECCE yYeTa U UCIIOJIHEHUS;
0) JABIKEHHE JOKYMEHTOB B OpPraHM3allii C MOMEHTA UX CO3JJaHMs WM TOJTY4YEHUS 10 3aBEepIICHUS
WCIIOJIHEHUS WM OTIIPABJICHUS aJjpecarty;
B) OTpacib JCATEILHOCTH, 00ECICUHBAIOIIAs JOKYMEHTHUPOBAHUE U OPTAHU3AIHIO PA0OTHI C
opUIHATBEHBIMHA TOKYMEHTaMHU.

4. OpurvHai 10OKyMeHTa:
a) TepBOHAYAIBHBINA IK3EMILISP TIOKYMEHTA;
0) DIK3EeMIUIAp TOKYMEHTA, SIBISIOIIUIICS NCXOAHBIM MaTEPHAIIOM ;
B) BCE OTBETHI BEPHBHI.

5.3akonbl PO nenstcs Ha:
a) Yka3el npe3ujieHTa U noctanoBieHus [IpaBurenscTBa PO;
6) HopmaruHbIe aKThI (heepaTbHBIX OPraHOB UCTIOHUTEIILHON BIACTH
B) BCE OTBETHI BEPHBI.

6. Konust:
a) HJIEGHTUYHOE, BOCIIPOU3BEACHUE MOJITMHHNIKA, OCTAIOIIAACS B JeJIaX MPeANpUaThs, Kak MpaBuio,
HE 3aBepseTCs MOAMNKCHIO T0JKHOCTHOT'O JINLIA;
0) WUIESHTHUYHOE, 3aBEPEHHOE JTOJKHOCTHBIM JTUIIOM BOCIPOU3BEICHUE MOIJIMHHUKA,
B) HET BEpPHOI'O OTBETA.

7.PaninoHaJIbBHO OpPraHHM30BAaHHBIN KOMIUIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIN I10
€IMHBIM TpaBWJIaM U TpeOOBaHUSAM U NIPUMEHSEMBbIM B ONpeAeNeHHOW 00JIacTH AESITeNbHOCTH,
Ha3bIBAIOT. ..
a) CTaHJapTHU3aIUeH;
0) yHUGUIIUPOBAHHON CUCTEMOU TOKYMEHTAIUH;
B) KJIAcCHU(PUKATOPOM YIIPaBICHYECKON TOKYMEHTALIUH.

8. PEKBU3UT TOKyMEHTA:!
a) 00s3aTeNbHBIN 3JIeMeHT 0OopMIIeHUS O(DUITMATTEHOTO JOKYMEHTA;
0) noMeTKa, yKa3bIBaroIas Ha 0COObI XxapakTep;
B) yCIIOBHOE 0003Ha4YeHHE, IPUCEBAEMOE TOKYMEHTY B IIpolecce ydyeTa (perucTpalunu) u
UCIIOJIHEHUS.

9. Crannaptel opranuzanuii B Poccun MoryTt pa3zpabaTbiBaTbCsl U IPUMEHSTHCS
OpPraHM3alMsAMU B CIEAYIOIUX CIydasx:
a) 178 obecrieueHus: UCIOJIb30BaHuUs Ha MPEANpUATUAX TexHuueckux periamentos PO, 'OCT P,
I'OCT, mexayHapoIHBIX, HAIMOHAJIBHBIX CTAHAAPTOB 3apyOeKHbBIX CTpaH, CTAaHIAPTOB HAYYHO
TEXHUUYECKUX, MH)KEHEPHBIX 0OIIECTB U Apyrux olmiecTBeHHbIX 00beaunennii, CTII apyrux
OpraHM3altii, a TAKXKE Ha CO3/1aBaeMble Ha JaHHOM IPEIIPUATHH IPOLYKIHIO, YCIYTH U
MIPOM3BOJICTBEHHBIE MTPOLIECCHI (paboThI);
6) peructpauuu GopM JOKYMEHTOB, YIOPSI0UEHHUS UH()OPMAIIMOHHBIX TOTOKOB B HAPOJIHOM
XO03sIICTBE, COKpAIllEHUsI KOJIMYECTBA MPUMEHEMBIX (OpM, palliOHAILHOM OpraHN3aluy KOHTPOJIS 3a
PUMEHEHHEM YHU(DUIIMPOBAHHBIX (JOPM JTOKYMEHTOB,;
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B) HET BEPHOI'O OTBETA.

10. HattmonanwsHbie cTanaapTel 1 OOIIEpoCcCuiickue KiacCu(OUKaTOpbl TEXHUKO-
HKOHOMHYECKOH U COIMAIbHON HH(OPMAIMK, B TOM YKCIIE TIPAaBUIIa UX Pa3paObOTKU U IPUMEHECHHS,
MIPEJICTaBISIOT COOOIA:

a) MEXHAIMOHAIBHYIO CHCTEMY CTaHAApTH3AIHH;
0) HalMOHAJIBHYIO CUCTEMY CTaHJapTU3AIINH;
B) CHCTEMY CTaHJapTU3aLIUHU.
11.I'oct 9327-60* ycTaHaBIMBaeT TPH psijia MOTPEOUTETHCKUX (POPMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.

12. UcxonHbiM (hOpMATOB SIBIISIETCS:

a) ¢opmar A0, momasas KOToporo papHa 1 M? ¢ rabaputHbIMU pasMepamu 842X1189 mm.;
6) ¢opmar A0, IIomaIb KOTOPOro paBHA 2M? ¢ rabapHTHBIME pa3Mepamu 842X1189 mm.;
B) dopmar A4, miomaas KoToporo pasHa 1,5M% ¢ raGapuTaeiME pazmepamu 842X1189 mm.
13. Kaxxprit et qoKkymeHTa, oopMIIeHHBIM Kak Ha OJlaHke, Tak U 0e3 Hero, coriaacHo ['OCT
P 6.30 gomxeH UMETh TOJIT HE MEHEE. MM:
a) 10 — neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE;
0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIDKHEE;
B) 20 — nmeBoe, 10-tipaBoe, 20 — BepxHee, 20 - HIKHEE.
14. TIpu cocTaBiIeHUN MHOTOCTPAHHYHBIX JOKYMEHTOB BTOPAs U MOCIEAYIONINE CTPAHHIIBL:
a) TOJKHBI OBITH IPOHYMEPOBAHBI;
0) HyMmepoBKa He 00s13aTellbHa;
B) IPOHYMEPOBBIBAETCS BCE CTPAHUIIBI, KPOME TUTYJIBHOTO JIUCTA.
15. Homep cTpaHuIIbl HAHOCUTCS Ha:
a) BEpPXHEM IOJIe JINCTA TIOCEePEInHE;
0) HIKHEM MOJIe TUCTA TIOCEPENHE;
B) BEPXHEM WJIM HUKHEM I10JI€ JIMCTA B IPABOM YTIIy.
16. CxoapKO criocoOOB HAITUCAHUS AAT PUMEHSFOTCS?
a) nBa: MU(PPOBOU U CIOBECHO-IIU(PPOBOI;
0) Tpu: undpoBoi, cl10BeCHO-IU(POBON U ABTOMAaTU3NPOBAHHBIN;
B) /IBa: PyYHBIM CIIOCOOOM Y MAIIMHHBIM.
17. B 1oOKyMEHTaxX TOMYyCKAKOTCS COKpPAIIEHUS:
a) TOJBKO OOIIECTIPUHATHIE COKpAILEHHS CIIOB;
0) oOmIenpUHATHIE COKPALIEHHS, a TaKXKe COKpAIlleHUs OTOBOPEHHbIE HOPMAaTUBHBIMU JJOKYMEHTaMU;
B) HET BEPHOTI'O OTBETA.
18. IIpr HanMCaHWU MHOTO3HAYHBIX YUCEI MPOU3BOIAMTCS UX TPYIMITHPOBKA CIIPaBa HAJIEBO 110
a) ABe MUQPHI;
0) Tpu mUdpsL;
B) UeThIpE HUPPHI.
20. TaGnuma — 370...
a) mepedeHb KaKux-110o Mmokaszaresei, COCTaBIEHHBIN B ONPEACICHHOM MOPSIKE;
0) oduIMATBHBIN TOKYMEHT, UCTIONB3YEMBIN B TEKYIIEH NeATeIbHOCTH OpraHU3aIiu;
B) (hopma 1oKyMeHTa, B KOTOPOM TEKCTOBBIE MITH LIU(POBBIE CBEAECHUS pa3MeIlIeHbI 1o rpadam.
21.KomOuHaImio 13 3HAKOB TUPE M KaBBIYEK (-«-) I 3aMEHBI TIOBTOPSIOIINXCS CIIOB
MIPUMEHSITh
a) JOTyCKaeTCs;
0) He JmomycKaeTcs;
B) JIOITYCKAeTCs IPU 3alIOJTHEHUH Ta0IUIL.
22. Kak pacmmgpoBsiBaercs abbpesuarypa OPJ1?
a) OOmacTHOU pacTOpSAUTEIbHBIN AeTIapTaAMEHT;
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6) Opraau3anrOHHO-PACTIOPAIUTEIbHBIC JOKYMEHTHI,
B) Opranu3aimoHHO-PaCIOPAIUTEIbHBIN IeTTapTaMEeHT.

23. OPJl ximaccuuuupyroTcs Ha TPHU TPYIIIIHL:

a) OpraHU3aI[MOHHO-TPABOBAs JOKYMEHTAIIMS, pacCIOpsAUNTEIbHAs TOKYMEHTALUS U
MH()OPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAITUS;

0) ornepaTUBHO — HH(POPMAIIMOHHAS JOKYMEHTAIIHS, CIPaBOYHO-UH(DOPMAIIMOHHAS TOKYMEHTAIIHS,
pacnopsAuTenbHas TOKYMEHTAIIHS,

B) HET BEpHOT'O OTBETA.

24.06mepoccuiickuii knaccudukarop (OKY 1) B uncno OP/], BriIro9aeT JOKYMEHTHI IO

JUYHOMY COCTaBY:

a) 3asBIICHUS, TUYHbIC KAPTOUKH;

0) mpukassl (pacoOpsDKEHUS ) O TIpUEeMe Ha padoTy;
B) BCE OTBEThI BEPHBHI.

25. biaHK 1O0KyMeHTa:

a) 3auKcUpoBaHHAs HA MaTEPHAILHOM HOCUTENIC MH(POPMAITUS C PEKBU3UTAMH, TO3BOJISIIOIIIMMHA €€
UICHTUPUIHPOBATH;

0) oduIHATEHBIA JOKYMEHT, OTIPABIISIEMbIN U3 YIPEKICHUS,

B) CTaHJAPTHBIN TUCT OymMaru ¢ HAHECEHHBIMH Ha HEM MOCTOSIHHBIMU PEKBU3UTAMHU, COACPKAIIUMU
HE00X0AMMYI0 HHPOPMAIHIO 00 OpraHU3aIlH — aBTOPE JTOKYMEHTA.

26. JIns opraHuzanuu, €€ CTPYKTYPHBIX HOJpa3felieHuH, JOHKHOCTHOTO JIMIA YCTaHOBIEHBI

CJIeIYIOIME BU bl OJTAHKOB:

a) oOumii, O;1aHK mMuchbMa, OJTaHK KOHKPETHOTO BUJIA IOKYMEHTA;

0) cTanmapTHBIN, OJaHK TAOIUIIEI, OJJAHK KOHKPETHOTO BUJA IOKYMEHTA;
B) HET BEpHOT'O OTBETA.

27. I'epOoBbIC OJIAHKH TOKYMEHTOB, T.€. OJJAHKH ¢ BOocTpou3BeAcHHeM [ ocy1apcTBEHHOTO Trepoa
P® wu repbom cydonekToB PO, sBisercs
a) rpadUYECKON TPOTYKIIMEH, TTOAJIeKAIIECH yUeTy;

0) monurpadUyecKoil MPoIyKIUEH, MoANeKalleh yIeTy;
B) TOCYJJapCTBEHHOM MPOAYKLUEH, TOJIeKAILEH YUETy.

28.B odurmanbHO-1€I0BOM CTHIIC PEUYH BBIACISIOTCS MOICTHIIN:

a) 3aKOHOJIATEIbHBIN, HHCTPYKTUBHO-METOIHYECKUN, OPTaHN3AIIMOHHO-PACTIOPS U TEITBHBIN;
0) CTaTUCTUYECKUH, TEXHUYECKHM, TUIIIOMATUYECKUN U JIp.;
B) BCE OTBETHI BEPHBHI.

29. Ilpu mOATOTOBKE TEKCTa CIIY>KEOHOTO IOKYMEHTA JTOJIKHBI COOTIOAATHCS CIIETYIOIINE
OCHOBHBIC ITPUHIIMITBL: JOCTOBEPHOCTh U OOBEKTUBHOCTDH COJICP KAHMUS, TTOJTHOTAa HH(OPMAITUH,
KpPaTKOCTh M3JI0KEHUSI, OTCYTCTBHE PACCYJACHHUI U TOBECTBOBAHUS, HEUTPATHHOCTh TOHA U3TI0KEHUS,
HCIIOJIb30BAHUE CPEJICTB JIOTUYECKOM, & HE SMOIIMOHATBLHO-IKCIIPECCUBHON OIICHKH CUTYAIlMH U
¢dakToB. Takoii CTUIIb U3MTOKEHUS HA3BIBAIOT
a) GopMaTbHO-JIOTHYECKUM
0) opUIATIEHO-/IETTOBEIM;

B) HET BEpPHOT'O OTBETA.
30.Crioco6 dopmanuzaimu coctaBa MHGOPMAIIHH, COJIepKalleiicss B Hei — 3TO:
a) pacropsHKeHHE;
0) KOMIO3UITUS JTOKYMEHTA;
B) PEKBU3HT MTOCTOSHHBIM.

31. BeiOop TOTO MM HHOTO SI3BIKOBOTO 000POTa U3 YHCIIAa BO3MOXKHBIX OMPEACTSETCS:

a) 3aKOHOJIATeIILHBIMA 1 HOPMATHBHBIMH aKTaMU;
0) TOKaNbHBIMH aKTAMH U YCTAaBOM OPTaHU3AIINH;
B) HET BEPHOTO OTBETA.

32. Haiiaute ommOKu, CBSI3aHHBIE C HEMPABIILHBIM MOPSAKOM CIIOB B MPEIOKESHHUH, BRIOEpUTE
MIPaBWJIBHO COCTaBJIEHHOE MPEJI0KEHHUE.

a) «Jlms onpenenenus poHa OMJIATH B KOHIIE T'0JIa YTOUHSIOTCS PACIICHKH 32 MPOAYKIIHIOY;
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0) «lns onpeneneHus poHAa OMIAThl PACLEHKHU 32 MPOIYKIINIO YTOUHSIOTCS B KOHIIE TOJIA»;
B) HET BEPHOT'O OTBETA.

33.Haiigute ommOku HapymieHus creuuuku yrnoTpeOlIeHus AeenpuyacTHBIX OOOPOTOB.
Bri0epure npaBMIIbHO COCTABICHHOE MIPEUIOKEHHE.

a) «[Ipu n3yueHuu npoOiieM ropoICKOr0 TPAHCIOPTA YUEHBIE MOIYUMIH HHTEPECHBIE PE3YyIbTAThDY;
0) «M3y4as npoOaeMbl FTOPOJCKOro TPAHCHIOPTA, YIEHBIMH OBLIM MOJyYEHbI HHTEPECHBIE
pe3yJIbTaTh»;

B) HET BEpHOI'O OTBETA.

34. Haiinute HenmpaBWIIBHOE HCIOJIBb30BaHUE MPEJIOrOB. BriOepuTe MpaBHIBHO COCTABICHHOE
IIPEUIOKEHHE.
a) «llex Hy)KIaeTcsi B peMOHTE, O IPOU3BOACTBE KOTOPOTO MBI HACTOSATEIILHO TPEOyeM»;
0) «llex HyX/maeTcst B pEeMOHTE, IPOU3BOJICTBA KOTOPOI'O Mbl HACTOATENBHO TPeOyeM»;
B) BCE OTBEThI BEPHBHI.

35. Opranu3alOHHO-TIPaBOBbIE JOKYMEHTbI OIPEACIISIOT:
a) YYETHYIO TIOJIUTUKY MIPEIPUATHS, TOPSAOK padoThI,
0) cTraTyc IpeanpusThs, MOPSA0K UX PaOOTHI;
B) OPraHU3alMOHHYIO U YIPABICHUYECKYIO JEATEIbHOCTD.

36. OqHa U3 OCHOBHBIX YIIPaBJIE€HUYECKUX (DYHKIMH, pealn3yeMbIX B AEATEIbHOCTH OpraHU3alHid,

NPEINpUATHHA, GUPM:
a) GpyHKIMS (GOPMUPOBAHMSI CUCTEMBI U IIPOLIECCOB YIPABIICHUS;
0) GyHKIMS OpTaHU3AIMH CUCTEMBI U TIPOLIECCOB YIIPABIICHHUS,
B) (QYHKIMS CHCTEMAaTU3aLUU CUCTEMbI M IIPOLIECCOB YIPABICHHUS.
37.¥YcraB :
a) IOpUIMYECKH O(hOPMIICHHBIN NepedeHb JOKYMEHTOB;
0) IpaBOBOH aKT, ONIPENCISIOIINI CTPYKTYPY, GYHKIIMU U IIpaBa OpraHn3aluu, GUpMsI;
B) IIPaBOBOM aKT, U3/1aBaeMblii pyKOBOAMUTENIEM JJISl PEIIEHUS] OCHOBHBIX M OIIEpaTUBHBIX 3ajad,
CTOSIIIMX IIEPE]T OPraHu3aLUeH.

38. llITaTHOE pacniucaHue:

a) MPaBOBOM aKT, yCTAaHABIMBAIOLINI IITATHBINA COCTAB M YUUCIEHHOCTh OPraHU3alluK B COOTBETCTBUU C

ee YcraBom (Ilonoxxenunem);

0) MpaBOBOM aKT, M3/1aBa€MbI PYKOBOJAMUTENIEM, YCTAaHABIUBAIOIINM IITATHBIN COCTAB M YUCIEHHOCTh

OpraHu3aiyu B cooTBeTcTBUU C ee YcraBoM (ITosnoxxenuem);

B) IOpUIMYECKU 0(hOPMIICHHBIN TTPABOBOM aKT, M3/]JaBa€MbIi PYKOBOJIUTEIEM, YCTAHABIMBAIOIIUN

IITaTHBIN COCTAB U YHUCJIEHHOCTh OPraHU3alMK B COOTBETCTBHH ¢ ee Y cTraBoM (ITomoxenuem).
39.1ITaTHOE pacnucaHue MOAroTaBIMBaETCA M0 YHU(UIMPOBAHHOM popme

a) T-2;

0) T-3;

B) T-4.

40. TIlpaBoBOil akT, OIpeAeNSIOUINIl MOpPsSIOK 00pa3oBaHUs, NPAaBOBOM cTaTyc, IpaBa,
0053aHHOCTH, OPraHU3aINI0 paOOTHl OPraHU3alMK, CTPYKTYPHOI'O TIOJpa3 I IeHUs:
a) CTaHJapT;

0) monoKeHue;
B) MHCTPYKIIHSI.

41. IIpaBoBOi#l aKT, yCTaHABJIMBAIOLIUI MMpaBHiIa, PETYIUPYIOLIHE OPraHU3aLUOHHBIC, HAyYHO-
TEXHUYECKHE, TEXHOJIOrMYecKkrne, (UHAHCOBbIE U MHBIE CTOPOHBI JIEATEIBHOCTH YUPEKICHHI,
OpraHu3alMii, IPEeANPUATUN, UX MOAPA3ACTCHUN, CITyXKO U OTAETBHBIX JODKHOCTHBIX JIUIL — 3TO. ..

a) UHCTPYKIIUS;
0) moNoKeHue;
B) pPETJIAMEHT.
42. JIomKHOCTHAs HHCTPYKLIUS:
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a) HOPMAaTUBHBIN IOKYMEHT, U3/IaBa€MbIii OpraHU3aIUel B IEAX periaMeHTAINH e TEIbHOCTH
OpraHU3aIOHHO-TIPABOBOTO MOJIOKEHUSI paOOTHHUKA, €T0 00sI3aHHOCTEH, MPaB, OTBETCTBEHHOCTH U
obecriedeHus yciaoBui ero 3¢ (heKTUBHON pabOTHI;
0) [IpaBoBoi#1 aKT, ycTaHABIMBAIOIINIA [TPaBUIIA, PETYIUPYIOIINE OpraHU3alluOHHbIE, HAYYHO-
TEXHUYECKHE, TEXHOJIOTUYEeCKHEe, PMHAHCOBBIE U MHBIE CTOPOHBI IEATELHOCTH YUPEKACHUH,
OpraHu3alui, TpeanpUsITHI, UX MOAPA3ICICHUN, CITY>KO U OTACIbHBIX JOKHOCTHBIX JIUIL;
B) IPUHATHI B YYPEKICHUM TOPSIOK CO37aHus, 0OPMIICHUS M UCTIOJTHEHUS TOKYMEHTOB.
43. IIpaBOBOIi aKT, TPUHUMAEMBbII KOJIJIETHAJIbHBIMU U COBEIIATEIbHBIMU OpraHaMK YUPEKICHHH,
OpraHu3alMii, MPEeIIPUATHI B LEISIX pa3pelieHus Hanbosiee BaKHBIX BOINPOCOB HMX JESATEIbHOCTH,
Ha3bIBACTCS
a) pelIeHueM;
0) nmpukazom;
B) ITOCTAHOBJICHUEM.
44. JIoKyMEHT, COJEp)KalllMi 3almKuch X0J1a OOCY)KJICHHsI BOIPOCOB W TNPUHSATHS PEIICHUH Ha
coOpaHmsIX, 3aCeJaHMSX, COBEIAHMSIX, KOH(EPEHIUX, IETOBBIX BCTpEUax:
a) yKa3aHWue,
0) IPOTOKOIT;
B) pacropspKeHue.
45. B pe3ynbpTaTe mpoXO0XKJICHUS MPOIEAYPhl 0TOOpA IPUHATHS HA PabOTy rpask/iaHe MOJAA0T
a) pe3roMe;
0) MUCBbMEHHOE 3asIBIICHUE;
B) aHKETY.
46. 3asBieHue 0 IpUEeMe Ha pabOTy COCTaBIISIETCA
a) aBTOMaTH3UPOBAHHBIM CIIOCOOOM;
0) py4HBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHHBI.
47. B 3asiBrieHHE 0 MpUeMe Ha pa0dO0Ty yKa3bIBAIOTCS CIEAYIONINE JaHHBIE!
a) ajgpecart, aBTOp, MECTO MPOKMBAaHUS, HANMEHOBAaHUE BUA IOKYMEHTa, TEKCT C YKa3aHUEM
JOJKHOCTH;
0) aapecat, aBTOp, MECTO IPOKUBAHUS, HAUMEHOBAHUE BUIa JJOKYMEHTA, TEKCT C yKa3aHUEM
JOJKHOCTH, TTOATNNCH 3asiBUTENS, 1aTa COCTABICHMUS;
B) HET BEpHOI'O OTBETA.
48.0cHoBHOM (hopMOI1 peanu3aliiy rpaBa Ha TPY[ SBJISETCS 3aKII0UEHNE
a) IOTOBOPA;
0) TPyZIOBOTO JOTOBOPA;
B) KOHTPAKTA.
49. OcHOBHBIE TPEOOBAaHMS K COJIEPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBHE CYIIECTBYIOIIEMY TPYAOBOMY 3aKOHOAATEIBCTRY;
0) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYAOBOMY 3aKOHOJATENIbCTBY U JIOKAJIBHBIM aKTam
OpraHu3allvy;
B) ero cootBeTcTBUE TK POD.
50. ITpuka3 o npueme pabOTHUKA HAa PabOTy UMEET YHU(DUIIUPOBAHHYIO POpMYy
a) T-1;
0) T-2;
B) T-3.
51. JInynast KapTOUYKa SIBJISIETCS OCHOBHBIM YYETHBIM JOKYMEHTOM pa0OTHUKA U UMEET
yHUGDUIPOBaHHYIO (hopMy:
a) T-1;
0) T-2;
B) T-3.
52. XapakTepucTuka — 370...
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a) oUIMANBHBIN TOKYMEHT, KOTOPBINA BBIIACT aAMHHHUCTPAIIHS MPEANPUATHS CBOEMY COTPYIHHUKY MPU
pEILIEHNH LEJOTo Psijia BOIPOCOB;
0) opuIabHBIC aHKETHBIC TaHHBIC;
B) OLIEHKAa MOPAJIbHBIX U JIETIOBBIX KaueCTB.
53.J10KyMEHT, KOTOPBI aBTOP COCTABJISIET CAMOCTOSATEIBHO:
a) aBToOuorpadus;
0) pe3ome;
B) aHKETa.
54. OCHOBHBIM JOKYMEHTOM, IMOJATBEPKAAIOUIMM TPYJIOBYIO ACATEIBHOCTh M TPYIOBOH CTax
paboTHUKa, Ha3bIBAeTCA ...
a) TpyJOBasl KHIKKa;
0) TUYHas KapTOuKa,;
B) TPYZOBOI1 10rOBOpP.
55. OCHOBHBIMH 3aJla4yaMU, CTOSIIHUMH Tepe]] OyXTaJTepCKON CIyKO0oi JIF0O00H OpraHu3aIu,
SBJIIOTCSL:
a) popMHUpOBaHUE TTOJIHON U JOCTOBEPHON MHGMOPMAIIHH;
0) obecriedeHne KOHTPOJIS U CBOEBPEMEHHOE TIPEAYIIPEkKICHUE HEraTUBHBIX SIBIICHUH B (PUHAHCOBO-
XO3SIMCTBEHHOM JIESITEIIbHOCTH;
B) BCE€ OTBETHI BEPHHBI.
56.0cHoBanueM 75l OTpaskeHUsT MHGOPMAIIMU O COBEPIICHHBIX XO3SICTBEHHBIX OMNEpalUsiX B
perucrpax OyXxraiarepckoro y4yera sBisioTcs
a) MePBUYHBIC IOKYMEHTHI;
0) aBaHCOBBIC OTUCTHI;
B) yCTaB OpraHHU3aIuu.
57. JIOKyMEHTBI, COCTABJIICHHBIE C HAPYILIEHUEM YCTAaHOBJICHHBIX ITPaBUII
a) HEe IPUHUMAIOTCA K YYETY;
0) HE UMCIOT FOPUIUICCKON CHIIBI;
B) OTIIPABJISIFOTCS Ha TOPAOOTKY.
58. JIOKyMeHTBI, TpeIHa3HAYCHHBIE JJIs1 OPOPMIICHUS OTIEPALMI C HATMYHBIMHU U O€3HAIMYHBIMU
JICHEe)KHBIMH CPEICTBAMU OpraHU3alluu, Ha3bIBAIOTCS
a) ICHe)KHBIMU;
0) MaTepuanbHBIMU;
B) paCUETHBIMHU.
59.CornaimieHue AByX MM HECKOJNBKHMX JHIl 00 YCTaHOBJIEHUH, U3MEHEHUU WIN MPEKpaIleHUH
IpaXIaHCKHUX IPaB U 00s3aHHOCTEH, Ha3bIBAETCH. . .
a) 0TOBOP;
0) aKkT mpuema rnepeaaum;
B) MHCTPYKIIHSL.
60.JloroBop cuMTaeTcs 3aKJIFOUEHHBIM, KOT'/1a MEX]ly CTOPOHAMHU
a) HEeT MpeTeH3ul;
0) TOCTUTHYTO COTJIAIIEHUE 110 BCEM MTYHKTaM;
B) HE CYIIECTBYET Pa3HOITIACHH.
61. Jlns mpuoOpeTeHus TOBapOB CTOPOHBI BCTYMAIOT B OTHOLIEHHS MO MOCTaBKE MPOIYKIUU
OpraHu3anyen — MoCTaBIIMKOM OpPraHU3alMU-IOTPEOUTENI0. DT OTHOLIEHUS O(POPMIISIOTCS
a) IOTOBOPOM COBITa;
0) JOrOBOPOM MOCTaBKH;
B) JIOTOBOPOM KYIUIU-TIPOJAXKH.
62.1IpoToKOa pa3HOIIacuil K JOrOBOPY COCTABIISIETCS B
a) OJTHOM DK3EeMILISIPE;
0) ABYX DK3eMILIApax;
B) TpeX 3K3eMILISApaXx.
63.J10BEpEeHHOCTD — 3TO
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a) TOKYMEHT, KOTOPBIH yIIOJTHOMOUYHBAET MPECTABIATh HHTEPECHI JTUIIA, BHIAABIIETO JOBEPEHHOCTb,
JUILY, €€ MOTY4YHUBIIEMY, Iepe] TPETbUMHU JTUIaMH;

0) TOKyMEHT, OTIPE/ICISIOIININ CTAaTyC MOIb30BATEIIS;

B) IIPaBOBOI1 aKT, KOTOPBI YIOJTHOMOYHMBAET MIPEACTABIATh HHTEPECHI JIUIA, BBIIABIIETO
JIOBEPEHHOCTb, JIUITY, €€ TOTyYUBIIEMY, TIepe]] TPETHUMU JIUIAMU;

64.PexBU3UTHI 0UIIUATIEHON JOBEPEHHOCTH:

a) Ha3BaHHUE BHUJa JOKYMEHTA, TIOJHOE HAMMEHOBAaHUE OPTaHN3alluH, BbIIABIICH JOBEPEHHOCTD, U €T0
azipec, HOMep, JaTa BbIIauu JJOBEPEHHOCTH, CPOK JeUCTBUSA, JOKHOCTH, DU O nuiia, KoTopoMmy
JOBEPSIETCS MOIYYUTh [IEHHOCTH, ICHEKHBIE CPE/ICTBA;

0) Ha3BaHME BUJA TIOKYMEHTA, IOJIHOE HAMMEHOBAaHNE OpraHU3alluy, BbIABIICH JTOBEPEHHOCTb,
HOMED, JaTa BbIJAUU TOBEPEHHOCTH, JOJDKHOCTE, U O nuia, KoTopoMy 10BepsAeTCs MOTyYUTh
LIEHHOCTH, JICHEXHbIE CPEJICTBA;

B) HET BEPHOI'O OTBETA.

65. JIoKyMeHT, KOTOpbIM O(QOPMIISIIOT MpPHEM U OTIPaBKYy rpy3a, MEepeMelIeHHe WM OTIYCK
MaTepUaTbHBIX IICHHOCTEH, Ha3bIBACTCS
a) HaKJIa/IHas;

0) cuer-akrypa;
B) HapsI.
66.TpeboBanue 0 TOOPOBOIHLHOM YCTPAaHCHHUH HAPYIICHHS 3aKOHOIATCIIbCTBA!
a) MpHUKas3;
0) UCKOBOE 3asIBJIICHUC;
B) IIPETCH3HS.

67. TpeboBaHUE K KOMIIETEHTHOMY OpPTaHy O 3aIlUTEe HAPYIIEHHOTO NIPpaBa OPTaHU3aIHH. . .

a) MPETEH3US;
0) UCKOBOE 3asIBJIICHUC;
B) COIIPOBOJUTENHHOE MUCHMO.

68. LlenTpanm3oBanHas (hopMa OpraHu3aIul padOTHI ¢ JOKYMEHTAaMU IPUMEHSETCS Ha
a) MPEANPUATUSIX C MAJIBIM IOKYMEHTOO0O0POTOM;

0) IpeANPHUATHAX C KPYITHBIM JJOKYMEHTO000POTOM;
B) BCE€ OTBETHI BEPHHBI.

69. IlepeyeHb MOKYMEHTOB, HEOOXOIWUMBIX JUIS YIPABICHUECKOW HESATEIHHOCTH KOHKPETHOMH
OpraHM3allfK, COACPIKAIIUN XapaKTePUCTUKY KaXKIOrOo TOKYMEHTa, €ro IOPHIWYECKOro craryca U
ATAroOB JOKYMEHTHPOBAHUS, HA3bIBACTCSI
a) BEJIOMOCTb;

0) Tabenb GopM TOKYMEHTOB;
B) Tabeb.

70.ITog opraHu3anOHHOM, (PUHAHCOBO-PKOHOMUYECKOW, HAYYHO-TEXHUYECKOM H HHOU
UCIOJIb3YEMOI B OpraHu3aiuu nHpopmanuu, ooagaroniei peaabHOM Wi MOTEHIIUATbHOU IIEHHOCTHIO
JUTSL CTOPOHHUX JIUII, 3aHHTEPECOBAHHBIX B €€ MOJIydeHUH, HO HE HMEIOIINX 3aKOHHBIX OCHOBAaHUH ISt
CcBOOO/THOTO O3HAKOMIICHUS C HEIO, TOHUMAETCH. . .

a) KOMMepuecKasl TaliHa;
0) JTOKaNbHBIN aKT;
B) JIOTOBOP KYIUTH-ITPOJIAXKH.

71. IlucbMeHHOE OOpallleHUE MOUICKUT 005I3aTENHHON PETUCTPAIIUN B TCUCHUH. ..

a) HeJleTu;
0) mHs;
B) TpeX JIHEH.

72 .@ukcanus ¢akTa CO3AaHUS WM TOCTYIJICHHUS JOKYMEHTa IyTeM IMPOCTABIECHUS HA HEM
WHJICKCA U JIATHI C ITOCIICYOIIEH 3alMChI0 HEOOXOIUMBIX CBEICHUN O TOKYMEHTE B PETUCTPAITHOHHBIX
(dbopMax, Ha3bIBAETCS
a) HOMEHKJIaTypOH JIe;

0) KOHTPOJIEM UCIIOTHEHUS TIOKYMEHTOB;
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B) pErUcTpaIei ciry>keOHbIX TOKYMEHTOB.
73.B COOTBETCTBMYU C Ha3HAYCHUEM BCE TEXHUUYECKHE CPEICTBA MOXKHO Pa3OUTh Ha CIICTYIOIIHE
TPYIIIbL:
a) cpelicTBa JJi COCTABIIEHUS JOKYMEHTOB; KOIMPOBAJIbHAS M MHOXKHUTENIbHASI TEXHUKA; CPE/ICTBA
00paboTku HHPOpMAIUH;
0) cpeacTBa XpaHEHUs], TOMCKA U Mepeiayl TIOKYMEHTOB; TEXHHUKA YIPaBIEHYECKON CBA3H;
B) BCE€ OTBETHI BEPHBHI.
74.0prrexHuka — 3To
a) TEXHUYECKHUE CPEJICTBA, UCIIOJIb3yEMbIE B YIIPABJICHUHU U JI€JIONPOU3BOJICTBE;
0) TEeXHUYECKUE CPECTBA, UCIIOJIb3yEMbIE B YIIPABICHUMY;
B) TEXHUYECKHUE CPEACTBA, UCIIOJIb3YEMBIE B AEIOIPOU3BOICTBE.
75.Texuudeckue cpeacTBa, UCIOIb3YEMbIE JJIsl COCTABIECHUS JOKYMEHTOB, KIACCU(PUIIUPYIOT 1O
a) croco0y Co3aHusl IOKYMEHTOB;
0) 1o CyOBeKTY;
B) IO OOBEKTY.
76. OcHOBO# COBPEMEHHOM OpPTraHU3aIliy PAIIMOHATLHON M ONEpAaTUBHON PabOTHI IO CO3aHUIO
1 00paboTKe OrPOMHOTO MTOTOKA JJOKYMEHTOB B OPTaHU3AIMAX CTAJIH
a) I1IK;
0) MHIIyIHe MalluHKY;
B) TUKTO(OHHAS TEXHUKA.
77. Ha mnpakTuKe HCHONb3YETCSd MHOXKECTBO IPOrpaMM Ul peAaKTUPOBAHUS TEKCTOB. JTH
MPOrpaMMBbl Ha3bIBAIOT
a) TEKCTOBBIMU PEIAKTOPaMH,
0) TEKCTOBBIMH IPOIECCOPAMH;
B) BCE€ OTBEThI BEPHBHI.
78.11ox TeneKOMMYHHUKAITUSIMU TTIOHUMAIOT
a) CETH KOMIbIOTEPOB, OOBEAMHEHHBIX JIMHUSAMHU WIM KaHajlaMM CBs3M, Onaronapst KOTOPBIM
TEPPUTOPUATBHO yJATCHHbIE KOMITBIOTEPHI MOT'YT OOMEHHBATHCS TaHHBIMH JPYT C APYTOM;
0) ceTH KOMITBIOTEPOB, HE OOBEAMHEHHBIX JHMHHUAMU WIM KaHaJaMH CBs3H, OJiarogapsi KOTOPBIM
TEPPUTOPUATHHO yJATCHHBIE KOMITBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JIPYT C IPYTOM;
B) HET BEpPHOT'O OTBETA.

Kpurepun u mkasna ouennBanus (YCTHBIH 0NPocC)

Onenka
«OTJITHIHOY «XOpPOII0» «YAOBJIETBOPUTEJIbHO)» | KHEY/10BJIETBOPUTEIHHO»

Tema packpsiTa B Tema packpsiTa He B | Tema packpsiTa Tema He packpbITa.
IIOJIHOM 00beMe, ITOJTHOM 00beMe, HEAOCTATOYHO, Jloruka u3oxeHus,
BBICKA3bIBAaHUS BBICKA3bIBaHUS B BBICKA3bIBAHUS PUMEPBI, BEIBOBI U
CBA3AHHLBIC U OCHOBHOM HCCBSI3aHHBIC N OTBECTHI HA BOHpOCI)I
JIOTUYHbIE, CBSI3aHHBIC U HenoruuHele. HayuHast | OTCYTCTBYIOT.
HCIIOJIb30BaHa JIOTUYHBIE, JIEKCUKa He
Hay4yHasl JICKCHKA, HCIIOJIb30BaHa HCIIOJIb30BaHa, HE
HpI/IBe)IeHI)I Haquaﬂ JICKCHKa, HpI/IBe}IeHBI HpI/IMepBI.
npuMepbl. OTBETHI MIPUBEICHBI OTBeTHI HA BOMIPOCHI
JIaHBbI B ITIOJIHOM HpI/IMepI)I. OTBGTBI 3aBUCAT OT ITIOMOIIIA CO
o0BeMe. Ha BOTIPOCHI JIaHBI CTOPOHBI

HE B IOJIHOM MperoIaBaTels.

o0BeMeE.
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Kpurepun n mkaja oneHuBaHus (BbINOJHEHHE NPAKTHYECKUX 32IaHUH)

OTBET U paSBepHYTBIﬁ HpaBI/IJ'IBHHﬁ OTBET, | CACJIaH BbIBO/

Onenka
«OTJINYHO» «XOpouo» «YAOBJIETBOPUTEJIBHO» | «HEY/IOBJIETBOPUTEIbHO»
[To pemenuto 3amaum | I1o pemienuto | [To pemenuto 3agaum nan | 3agada HE peleHa
aH MpaBUJIBHBIN | 331241 JlaH | YaCTHYHBIA  OTBET, HE | MOJHOCTBIO

BBIBOJ] HO HE  clelaH

BBIBO/I

Kputepun u mkana oueHnBaHus (TeCTUPOBAHME)

Yucs10 npaBUJIBLHBIX 0TBETOB Ouenka

90-100% mpaBUIBLHBIX OTBETOB OLeHKa «OTIINYHO)
70-89% mpaBUIBHBIX OTBETOB OueHka «xXopoIo»
51-69% npaBUIBEHBIX OTBETOB OneHka «y10BIETBOPUTEILHOY
Memnee 50% npaBUIBHBIX OTBETOB OrneHKa «HEeyI0BICTBOPUTEILHOY

7.4.2. KOMILIEKT OIIEHOYHBIX CPEJCTB /151 IPOMEXYTOYHOM ATTECTAIIUMA

IIpumepHBbIe BONPOCHI K 3a4eTy € OLIEHKOMH

Konmponupyemovie komnemenyuu — OK 09, I1K 3.1.

1.
2.
3.

RRoOoo~N O~

14.

15.
16.

17.
18.

19.
20.

0.
1.
12.
13.

[TonsATHE «IOKYMEHT», €T0 (DYHKIIMH 1 3HAYEHUE B KU3HH YEIIOBEKA.

[Ipenmer 1OKyMEHTAIIMOHHOTO 00eCIIeYeHHs yIIpaBJIeHUs, 3HAYeHNUE UCLUIIUHBI.
HopmaruBHo-1IpaBoBasi 6a3a JOKYMEHTAI[HOHHOTO 00ECTICYCHHUsI YIIPaBICHHUS,
rOCyJJapCTBEHHAsl CHCTEMa JIOKyMEHTAIlMOHHOTO 00eCTIeueHus YIIpaBIeHHUS.
Crangaptuzanys U yHU(UKAIUSA CUCTEMbl JOKYMEHTALMOHHOTO 00eCTIeYeH s YIIPaBIICHUS.
HopmartuBHo-ipaBoBasi 0a3a JOKYMEHTAI[HOHHOT'O O0ECTIEUEeHUs YIIPABICHHUSL.

OOr1111e NTpUHIMITEI OpraHKU3alU JOKYMEHTO000poTa. OCHOBHBIE 3Tallbl pabOThI C JOKYMEHTAMH.
JIoKyMeHT, TpeOoBaHuUs, IPeAbABIsIEMbIe K HeMY, GYHKLUU TOKyMEHTA.

Peructpanus nokymeHTOB. Bujibl peructpaiuoHHbIX GOpM.

Knaccugukaius 10KyMeHTOB

TpebGoBanus K OPOPMIIEHUIO TOKYMEHTOB

Busl opraHn3aiioHHO-pacOPsIINTENBHBIX JOKYMEHTOB, IIPaBUIa UX 0(OPMIICHUS.
Odopmienne npukasa, IpoOTOKOJA, MUChMA.

ITopsimox cocraBieHuss ¥ O(OPMIIEHHUS, COCTaB M Ha3HAUYEHHUE paclopsIUTEIbHON
JOKYMEHTalluu

Cuctema  cnpaBOYHO-WH(OPMAIIMOHHOM  JOKyMeHTauuu  npennpusatus.  [lopsmox
cocTaBJeHUs], 0pOpMIIEHHS U pabOThI C 3TUMHU JOKYMEHTAMH.

Kanposas noxymenranus npeanpustus. Ee pons B ynpaBieHuH.

[IpaBuna  odopmieHuss (PUHAHCOBO-OyXTaJITEPCKOM  JTOKYMEHTAUUU  MPEeANpPHUSATHS.
Ha3znauenue u nopsiiok ohopMiIeHuUs IIIAHOBOM U OTYETHOM JOKYMEHTAIH MTPEIIPUSATHSL.
JIOKYMEHTBI 110 TOProBOM JAESITeIbHOCTU MPEANPUATHUS: UX COCTaB, Ha3HAYEHHE, 0COOEHHOCTU
COCTaBIJICHUS U OPOPMIICHHUS.

JI0OKyMeHTO0O0POT, OCHOBHBIE TPUHIIUITBI pAOOTHI C JOKYMEHTaMHU.

[Topsimok paboThI ¢ BXOAAIMMHU U UCXOSIIUMH JOKYMEHTaMHU

[Topsiok paboThl ¢ BHYTPEHHUMHU U KOHPHUIECHIUAIbHBIMU JTOKYMEHTAMU
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21.

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

XapaKTeprCcTHKa ¥ COCTaB CIPaBOYHO-MH(OPMAIIHOHHBIX JOKYMEHTOB.
Craany NOATOTOBKY PaCHOPSAUTENBHBIX TOKYMEHTOB.
XO03CTBEHHBII 1OTOBOP: ITOHATHE, CYLIHOCTb.
JIoroBOp KyIUIM-IIPOAAXKH.
JIoroBop mocraBku.
Kommepueckne akThl: IOHATHE U CYIIIHOCTb.
KoHTpos1b 32 MUCHIOJIHEHNEM JJOKYMEHTOB.
OcHoBHbIe TPeOOBaHUS K OpraHU3aLMU XPAaHEHUS UCIIOJTHEHHBIX IOKYMEHTOB.
DKcnepTH3a LEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMUCCHH.
ApxuBHOE XpaHEHNE JOKyMEHTOB. Buibl apXuBoB.
Howmenxknarypa nei.
dopmupoBanue U opopmiIeHUE .
OnepatuBHOE XpaHEHUE JEII.

KpnTepnn H IIKAaJbl ONCHUBAHUSA l'lpOMG)KyTO‘lHOfI aTrTreCralumn

Illkaia ¥ KPUTEPUH OIIEHKH (324eT ¢ OLEHKOM)

OT1ian4Ho

Xopomo

Y 1oBJIETBOPUTEIBHO

HeynosiersopurebHO

1. Matepuan u3noxeH
IPaMOTHO, B OIIPEJECICHHON
JIOTUYECKOMU
IIOCJIEI0BATEIbHOCTH,
IIPaBUJIBHO MCIIONIb3YETCS
TEPMHUHOJIOTUS;

2. [TokazaHno ymeHue
WILTFOCTPUPOBATh
TEOPETHUECKHE TTOJIOKEHHUS
KOHKPETHBIMHU ITIPUMEPaMH,
MPUMEHSTh UX B HOBOU
CHUTYAaIlVH;

3. [IponemMoHCTpUPOBAHO
YCBOCHHE paHee
M3YYEHHBIX
COITYTCTBYIOLIMX
BOIIPOCOB,
c(OPMHPOBAHHOCTH
YMEHUU U 3HAHWI;

4. OtBer npo3Byval
CaMOCTOSTENBHO, 0€e3
HABOJISIINX BOITPOCOB.

1. OtBeT ynoBieTBopsieT
B OCHOBHOM TpeOOBaHUAM
Ha OLIEHKY «5», HO MPH
3TOM MOXKET UMETh
CIIEeyIOIINe HEAOCTATKU:

2. B uznoxennu
JOTIYIIIEHbI HEOOIbIITHE
npoOesbl, He UCKA3UBILIKE
CoJIepXKaHUE OTBETA;

3. Jlomy1ieHsl O/IMH - 1Ba
HeJIoueTa MPH OCBEIICHUH
OCHOBHOT'O COJIEp>KaHUs
OTBETA, UCTIPABJICHHBIE
10 3aMEYaHHIO
MIPETo/1aBaTelIs.

1. Hemonno wiu
HEMoce/I0BaTeIbHO
PACKpBITO COAEpKaHue
Marepuaa, HO MOKa3aHo
oOl1ee MOHUMaHKe BOITPOCca
Y TIPOJIEMOHCTPUPOBAHBI
YMEHUS, JOCTATOYHbBIE TS
JAIbHENIIETO YCBOCHUS
Marepuana.

2. Imenuch 3aTpyaHEHUS
WJIH JTOTYIIEHBI OLTHOKHU B
ONPEACIICHUH TTOHATHIA,
HCIOJIb30BAHUH
TCPMUHOJIOTUH,
HCTIPABJIEHHBIE TTOCIIE
HECKOJBbKHNX HAaBOJAIIHUX
BOIIPOCOB;

3. [Ipu HemOIHOM 3HAHUH
TEOPETUUECKOTO MaTepuasa
BBISIBJICHA HEJJOCTATOYHAS
c(hOpMUPOBAHHOCTh YMEHUM
W 3HAHUU.

1. Conepxanue
MaTepuaia He pacCKphITO.

2. Omuoku B
OIPEACIICHUHN TTOHITHH,
HE UCII0JIb30BajIach
TEPMHUHOJIOTHS B OTBETE.
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