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1. ITACITOPT PABOYEH ITPOTPAMMBI YYEEHOH JHCIIHITIHHBI OI1. 06
«/[okymenmayuonnoe obecneuenue ynpaeienusy

1.1. MecTo AMCUUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOIl MporpaMMbl:
Huctumnuna OI1.06 «lokymeHTanmoHHOE oOecrieueHue yIpaBIeHUs» ABISETCA 003aTeNbHOM
94acThl0  00HIePO(EecCHOHAIBHOTO [HKJIAa OCHOBHOW  mpodeccHoHaNbHOW  00pa30BaTENbHOM
nporpammsl B cootBeTcTBHU ¢ PI'OC no cnenmansrocTr 40.02.04 «¥OpucnpyneHums».
Hucuummuna OIL06  «/lokymeHTalmoHHOe oOecnedyeHrue YIpaBlIeHUsS» OOecrneuynBaeT
(dopmupoBanue o0MKX U MPOPECCHOHATBHBIX KOMIIETEHIIHH 10 BceM BuaaM aestenbHoctd PI'OC no
cnermanbHocTH  40.02.04 «lOpucnpynernmsi». Ocoboe 3HaueHWE IUCHHMILUIMHA WMEET TpHU
(dhopMHUpOBaHHUH U PA3BUTHH clieayromux oommx komnerernuii: OK 09, TIK 3.1.
[lepeuenp 00X KOMIIETEHIINMA

Kon HaumeHoBaHHe 001X KOMIIETEeHIM I

OK 09. [Tone30BaThes MpodeccHOHaTBFHON TOKyMEHTANMEeH Ha TOCYJapCTBEHHOM H
WHOCTPAHHOM $SI3BIKaX

[Tepedyens mpodecCHOHATBHBIX KOMIIETEHITUN

Kon HanmeHoBaHMe BUIOB 1eATEJIbHOCTH U NPO(EeCCHOHATBHBIX KOMIIETEHIHI

I1K 3.1. Bectu 1okyMeHT0060pOT IpH OKa3aHUU MpodeccroHaNbHON IOPUANYECKON MOMOIII




1.2. Illianupyemble pe3yJbTaThbl 0CBOEHUS! TMCUMILIMHBI:
B pesynbraTe u3ydeHus AMCHUILTUHBI 00YJatOIHiics JOKEH:

ymembs: - [IpumeHsaTr Ha NOpPaKTUKE TOCYAAPCTBEHHBIE CTAaHIAPTHI, JIPYrue
HOPMAaTUBHO-METOJUYECKHE JOKYMEHTBHI, peraaMeHTHpyoLIne
OpraHMU3aIHI0 JOKYMEHTAHOHHOIO 00€CIIeUeH I YIIPABIICHUS;
- CoctaBisiTb ¥ OPaBWIBHO  O(QOPMIISATH  OCHOBHBIE  BH/IBI
OpraHU3alMOHHO-PACTIOPSAUTENbHBIX TIOKYMEHTOB;
- OdopmitaTs MHGOPMAITMOHHO-CIIPABOYHYIO JOKYMEHTAIIHIO;
- OdopMIIATh KaIPOBYIO TOKYMEHTALIUIO;
- OdopMIIATh NTPETECH3MOHHO-UCKOBYIO TOKYMEHTAITHIO.

3Hamy. - TepMmuHonoruto B 007acTU JOKYMEHTALIMOHHOTO 00€CIEeYEeHUsI
yIpaBJICHHUS;
- HopmatuBHbIE JOKYMEHTBHI, pErjJaMEHTHPYIOIIUE COCTaBICHHE H
odopMIIeHHE TOKYMEHTAIIMHU U TIOPSAI0K €e 00paboTKH;
- [IpaBuna  cocrtaBieHus U OQOPMIIEHHS  OPraHU3aLMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB, BXOIAIIUX B YHU(UIIUPOBAHHYIO CUCTEMY
OpraHU3alMOHHO-PACTIOPSAIUTENBHBIX JOKYMEHTOB, YHU(MUIUPOBAHHYIO
CUCTEMY NEepPBUYHOM Yy4eTHOH NOKYMEHTalluu B YacTU JOKYMEHTAIMH IO
yueTy TpyJa;
- [lopsinox mpoBeneHus: SKCIEPTU3bl I[IEHHOCTH JIOKYMEHTOB H
MOATOTOBKH JIEJI K ApXUBHOMY XpaHEHHUIO.
— TexHONOrMIO OpraHu3alud JOKYMEHTOOO0OpOoTa B  OpraHHu3alusax
(YUpexIeHUsX).

umems - CocraBinenuss W TpPaBUIBLHOTO OGOPMIICHHSI OCHOBHBIX BHJIOB

npakmuueckuil | OPraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB;

onvim: - Odopmienust THPOPMAIIMOHHO-CIIPABOYHOM TOKyMEHTAIUH;
- OdopmieHust KaapoBO TOKYMEHTAINH;
- OdopmieHust TpeTeH3NOHHO-UCKOBOM JTOKYMEHTAITUH

2. CTPYKTYPA U COAEP KXAHUE YUEBHOM JACIHHUTIIJINHBI
2.1. O0beM y4yeOHOM TMCHUILIMHBI U BUAbI Y4eOHOIl padoThbl

Bua yueOHo# padoThI

O0BeM yacoB

O0bem 00pazoBaTe/IbHOM MPOrPpaMMbl Y4eOHOM M CIATIINHbI 36

B TOM 4YHUCJIC:

TeopeTuyeckoe ooyueHue 14

nabopaTopHbIC PAOOTHI

MPAKTUYECKUE 3aHATHS 16
KypcoBas pabota (mpoekr) -
Camocmosmenvuas paboma 6

KouncyabTanus

IMpome:kyTouHnasi aTTecTanus (3a4eT ¢ OIEHKOI) -




2.2. TemaTnuyeckuii IUIaH U coepKaHNe y4eOHOM QUCIUIITTHHBI

HaumenoBanue Coaepikanue yueOHOro Matepuasia u GopMbl OpraHu3alMu AesITeIbHOCTH 00y4aomuXxcst O0bem
pa3iesioB M TeM B Yacax
1 2 3
Tema 1 Conepxxanue yueOHOro Marepuasa 6
Beenenue. Teopernueckoe odyuenue
JlokymeHT u 3HayeHWe W COJIepXKaHWE IUCUUIUIMHBI «J/loKyMeHTannoHHOe obecrieueHue ymnpasieHus». [loHsTHe 2
cucremMa TEPMHHOB JIOKYMEHT», « IOKYMEHTHPOBAHUEY, «TIOKYMEHTALlMOHHOE 00ECIIEYEHHE YIIPABICHUSD.
AOKYMCHTAllUH HcToprueckue acreKkTbl pa3BUTHS TIOKYMEHTO000poTa 2
B Tom umncie, NpaKTHYeCKUX 3aHATHH 2
IIpakTnueckoe 3ansiTHe. YHUDUKALMS U CTAHAAPTU3ALUHN YIPABIEHYECKUX JOKYMEHTOB 2
Tema 2 Conep:xanue yuyeOHOro marepuaja 10
Opranssanuonxo- Teopernyeckoe odyueHue
PACTOPHANTEALHBL | (g yy3anoHHEbBIe TOKYMEHTBI — YCTAB, YUPEAMTEIBHBIC JOTOBOP, MONOKEHHE. PacropsiuTeabHbIe
¢ AOKYMEHTRL JOKYMEHTBI — IIPUKa3, paclopshKeHHe, yKazaHue, IOCTaHOBIIEHUE, PEIIeHNEe, HHCTPYKIIMS, TPOTOKOJI. 2
CripaBo4HO-MH(QOPMAIIMOHHBIE JOKYMEHTBI: CIyXeOHas 3amnucka, 00bsICHUTEIbHAS 3aMKCKa, aKT, CIIPaBKa,
CITyKeOHbIC MHChMa
DIEeKTPOHHBIN JOKYMEHTO000POT 2
B TOM umciie, NPAKTHYECKUX 3aHATHI 4
IIpakTnueckoe 3ansiTue. CocraBieHue u 0opMIICHUE PACHOPSAUTEIbHBIX TIOKYMEHTOB 2
IIpakTnueckoe 3ansitue. CocraBieHue HHPOPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB 2
CamocrosiTesibHasi padoTa odyuarwmmxcesi: CocraBieHue 1 ohopMiIeHIE OPraHu3allMOHHBIX JOKYMEHTOB 2
Tema 3 KaapoBasn Conepxanue yueOHOro Marepuasia 6
AOKYMeHTAaIusl TeopeTnueckoe odyuenue
JlokyMeHTHpOBaHUE TPYAOBbIX MpaBooTHouieHH. CoctaB U ocobeHHOCTH OGOPMIICHHUS TOKYMEHTOB IO
JUYHOMY COCTaBY. 5
KommuiekroBanue nuuHoro jaena. ABroouorpadus. Pestome. 3asBienue o npueme Ha padoty. [Ipukassl o
JMYHOMY COCTaBY, TPYJIOBBIE IOTOBOPHI, TPYAOBBbIE KOHTpaKThl, forosopsl I'TIX, akTel nmpuema-nepenayu
paboT
B ToM 4uciie, NPAKTHYECKHUX 3aHATHI 4




IIpakTuyeckoe 3ansitne. OdopmieHue CpaBokK, TOKIATHON U CITy>KeOHOH 3alHCKH, aKTa

IIpakTnueckoe 3ausiTue. OdopmiieHrnEe JOKYMEHTOB IO JIUYHOMY COCTaBY: TPYJIOBOTO JOTOBOpPA, MPHKa3a

0 mIpreMe Ha paboTy, opopMIIeHHE TPYIOBOH KHIDKKA 2
Tema 4. Conepxxanue yueOHOro Marepuaja 8
JorosopHo- Teoperuueckoe o0yueHue
npaBoBas [TonaTua norosopa. Buasl 1oroBopos. 5
AOKYMEHTallUA [IpaBuna odopmieHuss NpPeTEeH3HMOHHBIX NuceM. DPOPMYIsip HMCKOBOTO 3asBJICHUS, TPeOOBaHHA K €ro
0(OPMIICHUIO
B Tom yunciie, NpakTHYeCKUX 3aHATHH 4
IpakTHueckoe 3ansaTue. OhopmieHne T0rOBOPOB 2
IpakTHyeckoe 3ansaTue. OhopmiIeHHE UCKOBOTO 3asBJICHUSI, IPETEH3UU 2
CamocrosiTesibHasi padota odyuarommxcsi: OcCOOEHHOCTH COCTABJICHUS MPETEH3UHN U UCKOB 10 Pa3IMYHbIM
BHJIaM JIOTOBOPOB (IIpaKkTHKa [0 MaTepuaigaMm clipaBoyHO-HH(popmannoHHbIX cucteM KoncynbTantllmroc, 2
["apanT)
Tema 5 Copep:xanue y4e0OHOro MmaTepuaja 6
Opranusanus Teopernyeckoe o0yueHue
0IepPATHBHOIO H Howmenknarypa aen. nnuBuyaabHble, CBOJAHbIE, IPUMEPHBIE U TUMIOBbIE HOMEHKIATYphI en. [loarortoska 5
apXHBHOTO U TIOPSAZIOK Tepeiayu Jie B apXuB. 3aKOHOJATENbHbIE aKThl 1 HOPMATUBHO-METOJMYECKHUE JOKYMEHTHI MO
XpaHeHHus apXMBHOMY XpaHEHHUIO JOKYMEHTOB.
JAOKYMEHTOB B TOM unciie, NpaKTHYECKUX 3aHATHI 2
IIpakTnueckoe 3ansiTue. GopMUPOBaHNE HOMEHKIIATYPHI J€J1 JUIs [Iepe/layk B apXUB 2
CamocrositesibHas padora odyyawmuxesi: ['ocapxus 2
KoncyabTanus -
IIpome:KyTOUHAS aTTeCTANMS: 3a4€eT € OIEHKOI -
Bcero: 36




3. OCOBEHHOCTHU PEAJIM3AIIUU JUCHUIIJIMHBI B OTHOINEHUWUA JINI U3 YNCJIA
NHBAJINI0OB U JINL] C OTPAHUYEHHBIMHA BO3MOKHOCTSMU 3I0POBbSA

OOyJaromuecss ¢ OTPAaHUYCHHBIMH BO3MOXHOCTSIMU 3JIOPOBBS, B OTIUYHE OT OCTAJIBbHBIX
oOyJaronuxcs, UMEIOT CBOM crien(UIecKue 0COOEHHOCTH BOCIIPUATHS, TIEpepaboTKH MaTepuraa.

[Toxpbop u pa3paboTka y4yeOHBIX MATEpUATIOB JOJDKHBI MPOU3BOAUTCSA C YIETOM TOTO, YTOOBI
MPEIOCTABIIATH 3TOT MAaTePUAN B Pa3IMIHBIX (POpMaxX TaK, YTOOBI HHBAIUIBI C HAPYIICHUSIMH CITyXa
noJiyqan MHGOPMAIMI0 BH3YallbHO, C HApyIICHWSIMH 3pEHUS — ayAdalbHO (Hampumep, ¢
WCIIOJIb30BAHUEM TMPOTPAMM-CHHTE3aTOPOB pEYM) HIM C [OMOIIBI0  THQPIOMHPOPMAITMOHHBIX
YCTPOWCTB.

Br160p cpenctB u MeTo0B 00y4EeHHUsT OCYIIECTBIIIETCS cCaMUM TpenojasareisimM. [Ipu stom B
00pa3oBaTeIbHOM IPOIECCe PEKOMEHIYETCs UCTIOIb30BAHNE COIMAIBHO-aKTUBHBIX U Pe(IIeKCUBHBIX
METOJIOB OOYYEHUS, TEXHOJIOTHUI COLMOKYJIBTYPHOU peadWIMTalMy C LENbI0 OKa3aHWsS TOMOIIN B
YCTAHOBJICHUH TIOJHOIICHHBIX MEXJIMYHOCTHBIX OTHOIICHWW C JPYTUMHU OOYYAIOIIUMUCS, CO3JTaHUU
KOM(OPTHOTO MCUXOJIOTHUECKOTO KJIMMaTa B CTY/ICHYECKON TPyTIIe.

CornacHo TpeOOBaHUSM, YCTaHOBICHHBIM MmuHOOpHaykHn Poccum K TOpSIKY peanu3anuu
00pa30BaTEIILHON ACITEILHOCTH B OTHOIICHUN WHBAIUIOB M JIUI ¢ OTPAHHYECHHBIMHA BO3MOKHOCTSIMHU
3JI0pPOBbSI, HEOOXOJMMO UMETh B BUJIY, UTO:

1) MHBaNWIBI U JIUIIA C OTPAHUICHHBIMH BO3MOXXHOCTSMH 370POBbS [0 3PCHUI0 UMEIOT TIPABO
MPHUCYTCTBOBATh Ha 3aHATHUSIX BMECTE C aCCHCTEHTOM, OKa3hIBAIOIINM OOyUYaIOmIeMycsi He00X0UMYFO
TTOMOTIIb.

2) MHBAJIA/IBI U JIUIA C OTPAHUYCHHBIMU BO3MOYKHOCTSIMH 3JIOPOBBS 110 CITyXy HMEIOT TPaBO Ha
WCTIOJI30BaHUE 3BYKOYCHIIMBAIOIIEH armapaTyphbl.

[Ipy mpoBeneHWM MPOMEKYTOYHOW aTTeCTAllMM 110 JWUCIUIUIMHE 00ecreunBaeTcst COO0ACHNE
CIIEAYIOIIUX OOIUX TPeOOBaAHUI:

- MPOBE/ICHUE ATTECTAIMH I HHBAJHMIOB B OJTHOH ayIUTOPHH COBMECTHO C OOyJarOITUMHUCS,
HE SBISIFONIUMUCS WHBAIAIAMH, €CITH 5TO HE CO3JaeT TPYAHOCTEH Uil WHBAIUAOB M HHBIX
o0yJaromuxcst Py MPOXOKJICHUN TOCYIapCTBEHHOM UTOTOBOM aTTECTAIHH;

- TPHUCYTCTBHE B ayJAUTOPUU ACCHUCTEHTa (ACCHUCTEHTOB), OKAa3bIBAIOIIETO OOYJArOIIUMCS
WHBAIAIAM HEOOXOJMMYI0 TEXHHYECKYIO0 TIOMOIIb C YY4€TOM HX HHIMBHIYaTbHBIX OCOOCHHOCTEH
(3aHaATH pabodee MeCTO, TMepeaBUTaThCs, NPOYNUTaTh W O(OPMHUTH 3aJaHue, OOMmAThCA C
AK3aMEHATOPOM);

- TOJIb30BaHUE HEOOXOJWMBIMU OOYJarOIIUMCsl MHBAIUAAM TEXHHUYECKUMH CPEICTBAMH IIPH
MPOXOXKJICHUH aTTECTAIMU C YYETOM UX MHIUBUAYAIbHBIX OCOOCHHOCTEH;

- oOecrnieueHre BO3MOXKHOCTH OECIPENATCTBEHHOTO JIOCTyNa OOYYarOIIUXCS HHBAJIHIOB B
ayJMTOPHH, TyaJCTHBIC U APYTHE IOMEIICHHUS, a TAK)KE UX PEOBIBAHUS B YKa3aHHBIX TOMEIICHUSIX.

[lo mnUChbMEHHOMY 3asBICHHIO OOYYalOIIErocss WHBAIHMIA MPOJOJDKUTEIBHOCTh CHAYH
00yJaromuMcsl WHBAJIUIOM SK3aMEHa MOXKET OBbITh YBEIMYEHAa 0 OTHONICHHUIO K YCTAaHOBJICHHOM
MPOJIOJDKUTEILHOCTH €r0 CIAYH:

- IPOJIOJDKUTEIIBHOCTD ClIa4X 3K3aMEHa, TPOBOJIMMOTO B MUChbMEHHOH (hopMe, - He OoJiee ueM Ha
90 MuHyT;

- TPOJOJDKUTEIBHOCTh TIOJATOTOBKM OOYYAroOIIErocs K OTBETY Ha 3K3aMEHE, NMPOBOJUMOM B
ycTHOH opme, - He Oosiee yeMm Ha 20 MUHYT;

B 3aBucuMOCTH OT HMHIMBUAYaIbHBIX OCOOCHHOCTEH OOYYarOIIUXCS C OrPaHHYCHHBIMH
BO3MOJKHOCTSIMHU 37I0POBbsI OpraHW3aIlusi 00SCIICYMBACT BBHIMOJHEHHUE CICIYIONIMX TPeOOBaHUU TpU
MIPOBEJICHUU aTTEeCTaIUH:

a) IS CIICTIBIX:

- 3a3/laHds M WHBIE MaTepuaibl IS cIadyd dK3aMeHa O(OpMIISIOTCA penbeHO-TOYSUHBIM
mpudrom bpaiing unmu B BUIE 3NIEKTPOHHOTO JTOKYMEHTA, JOCTYITHOTO C MOMOIIBIO KOMIIBIOTEpPA CO
CHEIHATN3UPOBAHHBIM IPOTPAMMHBIM 00€CTIEYUeHUEM JUIS CIIETIBIX, THOO0 3aUUTHIBAIOTCSI ACCHCTEHTOM;

- TMUChMEHHBIC 3aJ]aHMs BBIMOJHIIOTCS OOydaroIMMUCA Ha Oymare peiabeHO-TOYSUHBIM
mpudrom bpaiins win Ha KOMIBIOTEPE CO CHENHATU3UPOBAHHBIM MPOTPAMMHBIM OOeCTieUeHuEeM st
CJIETIBIX, JIUOO HATUKTOBBIBAIOTCS ACCUCTEHTY;



- Tpu HEOOXOMUMOCTH OOyYaIOUNIUMCS TPEJOCTABIACTCS  KOMIUICKT THCHMEHHBIX
NPUHAIISKHOCTEH U Oymara ajisi mucbMma penbedHOo-TouedHbIM mpudTom Bpaiing, kommbrorep co
CHETHATTM3UPOBAHHBIM IPOTPAMMHBIM 00€CTICYCHUEM JJIS CIICTIBIX;

0) u1s1 CII1abOBHISALINX:

- 33/1aHUS U UHBIC MaTepUaibl JJIs CIaYM 3K3aMeHa 0(hOpMIIIOTCS YBEITMYCHHBIM IpU(TOM;

- o0ecrieunBaeTCs MHANBHyaIbHOE paBHOMEpPHOE ocBereHne He menee 300 mokc;

- TpH HEOOXOAMMOCTH OOYYAIONIMMCS TPEIOCTABISICTCS YBEIMYHUBAIOIICEe YCTPOUCTBO,
JOITYCKACTCSI NCIIOIb30BAaHUE YBEIIMUMNBAIOIINX YCTPOHUCTB, HMCIOIIUXCS Y O0yJaIOIIIXCS;

B) JUIS TIIYXUX M CJIA0O0CIBIIIAIINX, C TSDKEIIBIMU HAPYIICHUSIMU PEUH:

- obOecrieunBaeTCsl HaJUYME 3BYKOYCHJIMBAIOIICH ammapaTrypbl KOJUIEKTHBHOTO IOJIb30BaHMUS,
Ipd  HEOOXOAMMOCTH  OOydalomMMCS  MPEAOCTABISIETCS  3BYKOYCHUJIMBAIOIIAs  arapaTrypa
WHJIMBHUIYyaJIbHOTO TIOJIb30BaHUS;

- TI0 UX >KEJIAaHUIO UCTIBITAHMS MIPOBOISATCS B TUCBMEHHOU (popme;

r) I JIMI C HapyHICHUSIMUA OIOPHO-/IBUTATEIBHOTO ammapaTa (TsSHKENbIMUA HapyIICHUSIMHU
JBUTATEIHHBIX (DYHKIIMM BEPXHUX KOHEYHOCTEH WIIM OTCYTCTBHEM BEPXHUX KOHEYHOCTEH):

- TIMCbMEHHBIC  3aJaHUsl  BBIMOJHSIOTCA  OOydYalOIIMMHUCS HAa  KOMIIBIOTEpE  CO
CHeIUaTU3UPOBAHHBIM ITPOTPAMMHBIM 00ECTICUEHHEM WJIM HAaIMKTOBBIBAIOTCSI ACCUCTEHTY

- TI0 UX >KEJIAaHUIO UCTIBITAHMSI IIPOBOJISTCS B YCTHOM (hopMme.

O HeoOXOAMMOCTH OOECHeYeHHsS] CIHEeNUaTbHbIX YCJIOBUH [UII TIPOBEICHUS AaTTeCTAINH
00yJaroIIuiics TOHKEH COOOITUTh MIChMEHHO HE Mmo3aHee, 4eM 3a 10 areit qo Havana atrectamuu. K
3asBJICHUIO TIPHJIATAl0TCS JOKYMEHTHI, TOATBEPIKIA0NINE HATMYNE Y 00yJaIoerocs: HIUBU Ty TbHBIX
0COOEHHOCTEH (MPU OTCYTCTBUM YKa3aHHBIX JOKYMEHTOB B OpPraHHU3allnN).

4. 3ATAHMS J1JISI CAMOCTOSITEJIbHOM PABOTHI OB YUAIOIIUXCSI

4.1. ®opMbI CAMOCTOATEIbHOI PadOTHI 00yYaKOIIUXCS
[Ipy myaHUpOBaHUM CAMOCTOSITENIBHOM BHEAYJUTOPHOUW paboThl 00ydarolUMCs MOTYT OBIThH
PEKOMEHI0BaHbI CIEAYIOIINE BU/IbI 3aJaHUNA:
4.2. Bonpochl ISl CAMOCTOSITEJILHOM PadoThI

HaumeHoBaHue pa3iejioB M TeM U CHUIIMHBI/ ®opmupyeMble KOMIETEHIIUU
CamocTosiTesibHasi padoTa 00y4ar0IMXxcs
1 2
Tema 2 OK 9, IIK 3.1

Opranu3anoHHO-paCHOPAIUTEIbHbIE JTOKYMEHTbI
CocraBienue u 0popMIIeHHE OPraHU3aIIHOHHBIX
JOKYMEHTOB

Tema 4. /IoroBOpHO-NIPABOBasi JOKYMEHTAIUA OK 9, IIK 3.1
Oco0OeHHOCTH COCTaBIIEHUS PETEH3UN U UCKOB 10
Pa3IMYHBIM BUAAM JOTOBOPOB (ITPaKTHKA MO
MaTepuagaM CIpaBOYHO-UHPOPMAIIMOHHBIX CUCTEM
Koncynprantllmtoc, ["'apanT)

Tema 5 OK 9, IIK 3.1
Opranusanus onepaTuBHOIO M AaPXHBHOIO
XpaHeHUusi JOKYMEHTOB

I'ocapxus

4.3. I[IpumepHasi TeMaTHKA JOKJIA10B

1. OdopmiieHne opraHU3alMOHHO-TIPABOBOM TOKYMEHTAIIUH
2. 1enonpou3BoACTBO B [IpeBHEPYCCKOM rOCY1apCTBE.
3. IIpukaznoe nenonponsBojacto XV-XVII BB.



4. Cucrema KOJUIEKCKOTO JI€JI0IIPOU3BO/ICTBA.

5. Cucrema muHucTepckoro aenonpounspoacTsa XIX—XX Bs.

6. Vcropus ynpaBieHus u aenonpoun3Bojctsa B 1917-1941 rr.

7. Vicropus ynipaBieHus U aenonpoun3Bojctsa B 1945-1990 rr.

8. IloaroroBka u 00OCIIy’)KHBaHHE COBEIIAHUH.

9. Opranuzanus nprema rnoceTuresae u padora ¢ NMCbMEHHBIMU 00paLICHUSIMU Pk 1aH.
10. 3ammTa KOH(pUAECHIINAIBHBIX JOKYMEHTOB OT HECAHKLIMOHUPOBAHHOTO JIOCTYIIA.

11. 3amuTa KOHGUASHINATEHOW HHPOPMAIIUH ITPU TPOBEJACHUH COBEIIAHUNA U TIEPETOBOPOB.
12. Ucropus popmupoBanus ['ocynapcTBEHHON apXUBHOM Ciry:KObI PD.

13. ApxuBHbiii (poHg PD, apxuBHBIA (HOHIT OpraHU3aIiy, apXUB KOMMEPUYECKOH (PUPMBI.

14. Opranu3zanusi CeKpeTapcKou e TeIbHOCTH.

15. DTuker nen0BOro OOILIEHUS.

16. Uctopus 1enoBoil MMCbMEHHOCTH.

17. S3bIk 1 001IECTBO

18. KommyHuKanus - € KOMIIOHEHTHI U CyObeKThl. [IoHATHE S3bIKOBOTO 3HAKA.

19. Ilonsatue «uHpopMalMoOHHasi 6E30M1aCHOCTD.

20. OCHOBBI ICUXOJIOTHYECKOTO KJIMMaTa B KOJJICKTHBE.

21. MexaHu3Mbl COLMAILHON NESITEALHOCTH U COIMAILHOTO MOBEACHUS.

22. OnepannoHHble cucTeMbl. CUCTEMBI TPOTPaMMUPOBAHUS.

23. CoBpeMeHHas opraHU3alus apXuBHOU ci1ykObI B PD.

24. Opranu3zanus apXUBHBIX JOKYMEHTOB B Ipejeaax apXuBHOTO (OH/A.

25. Opranu3allioOHHOE TPOEKTUPOBAHUE CUCTEM YIIPABJICHUS: OOBEKT U MpeIMeTHas 00J1acThb.
26. l'ocynapcTBeHHBIE TpeOOBaHUS B 00JIACTH JIEIOMPOU3BOICTBA U JOKYMEHTAIIMOHHOTO
obecrieyeHus yrpaBIeHUs.

27. ®yHkuuu u 3aaa4u cnyxos [JOY.

28. CocTtaB HOPMATUBHO-METOAMYECKUX JOKYMEHTOB, MX Ha3HAYCHHE, METOIUKA Pa3pabOTKH,
MOPSIIOK OPOPMIIEHUS U IPUMEHEHUSI.

29. Mecro ciyx0b1 JIOY B CTpYKTYpe OpraHU3aIlHH.

30. IokyMEeHTO000pOT, €ro OpraHu3aIvs U TapaMeTphI.

31. O6beM JOKYMEHTOO00O0POTa OpraHu3aIui. Y4YeT KOJIMYECTBA TOKYMEHTOB.

32. TexHonoruu npruemMa u o0paboTKH TOKYMEHTOB.

33. IlpuHIUIBl TOCTPOCHUS UH(OPMALIMOHHO-TTOMCKOBBIX CHCTEM.

34, Oynkuu cayx0b1 [IOY 110 KOHTPOJIIO 32 MPOXOKACHUEM U UCTIOJTHEHUEM JIOKYMEHTOB.
35. Homenkiatypa aein, npaBuiia ee GOpMHUPOBAHHMS.

36. DkcnepTH3a IEHHOCTH JIOKYMEHTOB.

37. YnpaBieHue Kak npolecc.

38. PaboTa ¢ oOpaleHusIMH rpaxkaaH.

39. IOKyMEHTaIMCTUKA U IOKYMEHTOBE/ICHUE KaK HayKa.

40. [IpenmeT, 00bEKT U METOIbI TOKYMEHTOBEACHHUS.

41. OcHOBHBIE CBOWCTBA JOKYMEHTA: aTPUOYTUBHOCTb, (DYHKIIHOHATIBLHOCTD, CTPYKTYPHOCTb.
42. OyHKUUU JOKYMEHTa - UH(pOpMaIMOHHAs, COIMaNbHAs, KyIbTypHasl.

43. CrneuunanbHbie GYHKIUU JOKYMEHTA: yIIpaBlIeHUYECKas, ydeTHas, IpaBoBasi, 00LIEKyIbTypHas,
HUCTOPUYECKAS.

44. Tlonatue «10KyMEHTUPOBAHUE.

45. TexHn4yeckoe JOKYMEHTUPOBAaHUE, BU/IbI TEXHUYECKUX JOKYMEHTOB.

46. 'ocynapcTBeHHas pa3pabdOTKa €IMHBIX TPeOOBaHUH K TOKYMEHTHPOBAHUIO HHPOPMALIUH.
47. YHu¢ukanus 1 cCTaHJapTH3aMs KaK JesITeIbHOCTb [0 COBEPIIEHCTBOBAHUIO ()OPMBI U
COJZIep/KaHUs JOKYMEHTA.

48. HaunoHanpHas 1 MEKIyHapOAHAS CTaHAAPTU3AIMUSA JOKYMEHTOB.

49. Xapaxtepuctruka ocHoBHbIX 'OCT, ycTaHaBiIMBaoIux TpeOoBaHUs K 0()OPMIICHUIO
YIIPaBJIEHUYECKUX JOKYMEHTOB.

50. Ilonatue «cucrema TOKyMEHTaLlUN», €€ IPU3HAKH.
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5. SATAHMS JJISI MIPAKTUYECKHUX 3AHATHAN

[lo mucuunauHe NpPeayCMOTPEHBI MPAKTUUYECKUE 3aHSATHUS C HMCMIOJb30BAaHUEM AKTHBHBIX U
WHTEPAKTHUBHBIX (JOPM MPOBEICHUS 3aHATUH (pa30opa KOHKPETHBIX CUTYAIUi, TPYIIOBBIX TUCKYCCHIA)
B COYETAaHUH C BHEAYTUTOPHOU pabOTOM st POPMHUPOBAHUS M PA3BUTHS OOIIMX U MPO(PEeCcCHOHATBLHBIX
KOMIETECHIINI 00y4Jaromunxcsl.

HaumenoBanue pa3aejioB U TEM fl)opanyeMble KOMIIETCHIUHA
IlI/ICIII/Il'I.J'IHHI)I/l'[paKTI/I‘leCKI/Ie 3aHATHUSA

1 2

Tema 1 OK 9, IIK 3.1
Beenenue.

JIOKYMeHT U cucTemMa J0OKYMEHTaluH
[IpakTueckoe 3anarue. Y HUPUKALUS U
CTaHJIapTU3AIMH YIPABIEHYECKUX JOKYMEHTOB

Tema 2 OK 9, IIK 3.1
Opra"nu3anuoHHO-PACTOPAIUTEIbHbIE
TOKYMEHThI

[TpakTaeckoe 3anatre. CocTaBlieHUE U
0(OpPMIICHHE PACTIOPSTUTEIBHBIX TOKYMEHTOB
[TpakTaeckoe 3anarue. CocraBieHre
WH()OPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB

Tema 3 KaapoBasi fokymeHTanus OK 9, [IK 3.1
[Tpaktuueckoe 3anstue. OdopmileHHEe CIIPaBOK,
JOKJIQJTHOM U CITY»KEOHOM 3aIMCKH, aKTa
[Ipaktuueckoe 3anstue. OdopmileHHE TOKYMEHTOB
0 JINYHOMY COCTaBY: TPYAOBOIO JOTOBOpAa,
MpuKasa o mpuemMe Ha paboTy, ohopmieHHE
TPYAOBOM KHMKKH

Tema 4. JloroBopHo-nnpaBoBasi JI0KyMeHTaIlUsl OK 9, [IK 3.1
[IpakTueckoe 3anarue. OdopmieHne J0roBopoB
[IpakTnueckoe 3ausitue. OdopmiieHHEe HCKOBOTO
3asiBJICHUS, TPETEH3UU

Tema 5 OK 9, IIK 3.1
Opranusanus onepaTuBHOIO U APXHBHOIO
XpaHeHUs JOKYMEHTOB

[IpakTueckoe  3aHsATHE. dopmupoBaHue
HOMEHKJIATYPHI JIeJ JUIsl Iepeayu B apXuB

6. YCJIOBUS PEAJIM3ALIUU ITIPOT'PAMMBbI YYEBHOU JUCHUNJIAHBI

6.1. g peanm3anuM NPOrpaMMbl  JUCHMIUIMHBI  1pexycMoTpeHsl:  Kabuner
JOKYMEHTAI[MOHHOTO OO0ecleyeHusl yIpaBlIeHUs, yueOHas ayAuTOpHUs Uil TNPOBEICHMS 3aHATHHA
JIEKIIMOHHOTO THUIA, 3aHATUI CEMHUHApCKOTO THIIA, TPYNIOBLIX W MHAMBUAYAJIbHBIX KOHCYJIbTALUH,
OCHalIeHHAs HabOpOM JIEMOHCTPAIlMOHHOIO O0OpYyNOBaHUA M yd4eOHO-HArJSAAHBIMUA HOCOOUSIMHU;
ayIUTOpUs C KOMIBIOTEPAMHU, HMEIOLIMMM BbIXOJ B MHTEPHET M YCTAHOBIEHHOW CIIPaBOYHO-
uHpopmannonHoil cucremoit Koncynprantllmtoc (wim I'apanT); yyeOHast ayIuTOpHs Ul TEKYILETO
KOHTPOJISL M IPOMEXYTOYHON aTTecTallly, OCHaIlleHHasi Ha0OpOM JeMOHCTPAIIMOHHOTO 000PYA0BaHUS
1 y4eOHO-HarJIsIIHBIMU TOCOOUAMU; OMOINOTEKa, YUTATBHBIH 3aJ1 C BBIXOJJOM B UHTEPHET; MOMEIEHHUE
UL XpaHeHHsT W MPOPHIAKTHYECKOro OOCIy)KMBaHUS Y4yeOHOTO O0O0OpYIOBaHMSA; AaKTOBBIM 3ai;
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MOMEIIEHNEe JJII CaMOCTOSITENIbHOM paboThl, ocHameHHbie B coorBerctBun ¢ OIl CIIO mo
cnenuanbHocT 40.02.04 «IOpucnpyneHuus».

6.2. NudopmannonHoe odecneyeHue peajsu3anui NporpaMmbl
Jns peanu3anuy TporpaMMbl  OMOIHOTEUHBIH (OHI YHHMBEPCHTETa HMMEET 3JIEKTPOHHBIC
oOpa3zoBatenbHble HW  HMHGOPMAIMOHHBIE PECYPCHl, PEKOMEHIYeMble [UIi HCIIOJIb30BAaHUS B
00pa3oBaTEILHOM IIPOIIECCe
OcHoBHasi iMTepaTypa

6.2.1. D1eKTPOHHBIE U3TAHUSA
"Kopuees, 1. K. [lokymeHTanmonHoe obOecrieueHrue YIpaBJieHHUs : YI€OHUK U MPAKTHUKYM IS
cpenHero npodeccuonansHoro oopazosanus / U. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-
e u31., nepepad. u gomn. — Mocksa : M3gatensctBo HOpaiit, 2025. — 438 ¢. — ([IpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr : anektponHsIii / O6pazoBaTenbHas miathopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/563193
KysnenoB, U. H. JlokymenrtanmonHoe obecreueHue ymnpasieHus. [[oKyMeHTOOOOpOT u
JIEJIOTIPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JUISl cpeHero npodeccuoHanbHoro oobpazosanus / M. H.
Ky3nemnoB. — 5-e¢ m3z., mepepad. u mon. — MockBa : M3mgarensctBo Opaiit, 2025. — 425 ¢. —
(ITpodeccnonanproe obOpazoanme). — ISBN 978-5-534-20025-6. — Tekcr : 2meKTpOHHBIA //
OopazosarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/581141 "
6.2.2. DyIeKTpOHHBIE pecypcChl
1. Hayunas snekrponHas 6ubmuoreka eLIBRARY.RU https://elibrary.ru/
2. DnexktpoHHas OubOmuoreuynas cucrema IOpaiit WsmarensctBo IOpaiit https:/biblio-
online.ru/
3. Ilmarpopma «bubmmokomiexkratop» http://www.bibliocomplectator.ru/
4. OdunmanbHbINA caiT MuHucrepcTBa dunaHcoB Poccuiickoii denepanuu
https://www.minfin.ru/
5. HubopManmoHHO-aHATUTHYSCKUH KypHAT « DUHAHCOBBIN YUeT U ayauT» WWW.ipb.spb.ru
6. OOpa3oBaTenbHBII HWHTEPHET-TIOPTAJ 1O SKOHOMHUKE U YIPABJICHUIO MPEIIPUITHEM.

http://www.eup.ru
7. CrpaBouno-ipaBoBas cucrema «Koncynprant [Lmrocy.

6.2.3. JlonoJHUTEIbHbI€ HCTOYHUKHI
"Jloponuna, JI. A. JIoOKyMEHTAIIMOHHOE 00CCIICUCHUE YIIPABICHUS | YYCOHHUK U MPAKTUKYM JJIs

cpennero npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e usn.,
nepepad. u jon. — MockBa : M3garenbctBo FOpaiit, 2025. — 270 ¢. — (IlpodeccuonanbHoe
obpaszoBanue). — ISBN 978-5-534-16017-8. — Tekcr : snekrponHbIi // OOpa3oBarenbHas

wiardopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/563264
KazakeBuu, T. A. JIoKyMEHTaIlMOHHOE OOCCIICUCHUE YIIPABICHHS | YICOHHUK M TIPAKTUKYM IS
cpennero npodeccronanbHoro oopazoBanus / T. A. KazakeBuu, A. U. Tkanny. — 2-e u3j., uchp. u
mor. — Mocksa : M3gatensctBo FOpaiit, 2025. — 177 ¢. — (IlpodeccuonanbHoe 00pa3oBaHue). —
ISBN 978-5-534-06291-5. — Texkcr : anekTpoHHbIHN // O0pa3oBarenbHas miatdopma FOpaiir [caiir].
— URL.: https://urait.ru/bcode/562452"
6.2.4. Jluteparypa Aj1 CaMOCTOSITEIbHOTO H3yYCHHUS
KazakeBuuy, T. A. JlokymMeHTallMOHHOE OOECTIeYeHHE YIIPABICHHS ;| YIEOHUK U TPAKTHKYM IS
cpenHero npodeccuonanbHoro oopazoBanus / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3M., ucmp. u
nomn. — Mocksa : M3parensctBo FOpaiit, 2023. — 177 c. — (IIpodeccronansHoe oOpa3zoBaHue). —
ISBN 978-5-534-06291-5. — Texkcr : anektpoHHbIH // OOpazoBarenbHas miatdgopma FOpaiit [caiit].
— 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/

WNudopmanioHHbIE TEXHOJIOTUH B MEHEKMEHTE (YIPaBICHUH) | Y4€OHUK U MIPAKTUKYM JUIS
cpenHero npodeccuonansHoro oopazosanus / 0. JI. Pomanosa [u ap.] ; mon penakuueit FO. J1.
PomanoBoii. — 2-e u3z., nepepad. u gorn. — Mocksa : M3parensctBo HOpaiit, 2023. — 411 ¢c. —
(ITpodeccuonanbuoe obpazopanue). — ISBN 978-5-534-13801-6. — Tekcr : 31eKTpOHHBIH //
OopazoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/517435

6.3. Ob6s3aTe/IbHOE MPOrpaMMHOe ofecrevyeHmne

1. Astra Linux Special Edition «Cmounenck», «Opem»; PenOC ; OC "Anbt Pabouas cranims"
10; OC "AnbsT O6pazoBanue” 10.

2. Moi#iO¢uc Crangaptasiii 2, MoitOduc ObpazoBanue, P7-Oduc [IpodeccnonanbHblid,
MoiiO¢uc Crangaptasiit 3, MoitOduc [Ipodeccnonanbhsrii 3

7. ®OHJ OHEHOYHbBIX CPEACTB JJIAA IPOBEJAEHUA TEKYIIET'O KOHTPOJISAA 1N
IMPOMEXYTOYHOMN ATTECTAIIMHA IO TUCIUILIVHE
OI1 06 «/lokymeHTaMOHHOE O0ecTieyeHHe YIpaBJIeHHs»

7.1. MTACHHOPT ®OHJA OHEHOYHBIX CPEACTB 11O ANCHUITIJIMHE

@OHJT OIEHOYHBIX CPEICTB TMpeAHa3HaueH JUIsi KOHTPOJISl M OIEHKM 00pa30oBaTENIbHBIX
JIOCTIDKEHUH  OOydJaromuxcsi,  OCBOMBINMX  mporpamMmy  y4yeOHoi  aumcrumuuabsl — OI1.06
«JlokyMeHTaImoHHOe  oOecrieueHre  ympaBieHus» 1o  cnermansHoct  CIIO  40.02.04
«OpucnpyneHuus».

@®oH/1 OTICHOYHBIX CPEICTB pa3zpadoTaH B cooTBeTcTBUU ¢ TpeboBanusmu GI'OC CITO 40.02.04
«Opucnpynenmus» u padodeir nmporpammoii quctumuinabl OI1.06 JlokymeHTarmoHHoe oOecrieueHne
YOPABICHUS».

B pe3ynbraTe 0cBOEHUS AUCHUIIIMHBI O0yJarOMIUIICs TOKEH:

ymems: - [IpuMeHAT, Ha MNpaKTUKE TOCYAAPCTBEHHBIE CTAHAAPTHI, JApPYyrue
HOPMaTUBHO-METOINYECKHE JOKYMEHTBI, periiaMeHTUpYyroLme
OpraHHU3aIHI0 JOKYMEHTALMOHHOTO 00eCTIeYeHHs YIIPaBICHUS;
- CoctaBisiTh ¥ OPaBWIBHO  OQOPMIISATH  OCHOBHBIE  BH/IBI
OpraHU3alMOHHO-PaCHOPAIUTEIbHBIX JOKYMEHTOB;
- OdopmisaTe HHGOPMALMOHHO-CIPABOUYHYIO JOKYMEHTAIIHIO;
- OdopMIIsATh KaAPOBYIO TOKYMEHTALUIO;
— O opMIIATh NPETEH3UOHHO-UCKOBYIO IOKYMEHTAIIHIO.
3Hamby: - TepMmunonoruto B 001acTH JAOKYMEHTALIMOHHOTO oOOecredyeHus
YIPABIICHHUS;

- HopmaTuBHbIE JTOKYMEHTBI, PETJIAMEHTUPYIOIIHME COCTaBJICHUE U
odopmiIeHHEe JOKYMEHTAINH U IOPAIOK ee 00paboTKu;

- [IpaBuna  coctaBieHus U OQOPMIICHHS  OPraHU3alMOHHO-
pacmopsAUTEIbHBIX JOKYMEHTOB, BXOISAIINX B YHU(PHUIIUPOBAHHYIO CHCTEMY
OpPraHU3aI[MOHHO-PACTIOPSATUTENBHBIX JOKYMEHTOB, YHU(DUIIMPOBAHHYIO
CUCTEMY MEPBUYHONW YYETHOW NOKYMEHTAlMM B YaCTH JOKYMEHTAlUU IO
ydery Tpyna,

- Ilopsimox mpoBeneHUs SKCIEPTU3bl ILIEHHOCTH JOKYMEHTOB H
NOArOTOBKH €]l K apXUBHOMY XPaHEHHMIO.

— TexHONOrMIO OpraHu3aluM JOKYMEHTOOO0OpOTa B  OpraHu3alusIx

(YIpexIeHUSX).
umemsp - CocraBneHuss ¥ MNPaBUIBHOTO OGOPMIIEHHS OCHOBHBIX BHJIOB
npaKmuyeckuil | OpraHNU3alMOHHO-PACHOPSAUTENIBHBIX TOKYMEHTOB,;
onvim: - Odopmiienust UHGOPMAITMOHHO-CIIPABOYHOHN JTOKYMEHTAIINY,;

- OdopmiieHust KaAPOBOIl TOKyMEHTAIUH,
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‘ - OdopmiieHus: MPETEH3MOHHO-UCKOBOM IOKYMEHTAITUU

OCBOHUTH 00IIHE 1 TPO(hecCHOHATBLHBIC KOMITETECHITHH:

Kox HanmeHoBaHHE 00IIINX KOMIIETEHITU I
OK 09. [Tonp30BaThes IpodecCHOHATBHON TOKYMEHTAIMEH Ha TOCY/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Kona HaumeHoBaHue BUAOB eSITEJILHOCTH U leO(l)eCCI/IOHaJ'lI)HBIX KOMIIeTeH Uil

I1K 3.1. Bectu 10kyMeHT00060pOT IpH OKa3aHUU MpodeccroHanbHON IOPUANYECKON TOMOIIT

7.2. IEPEYEHb KOHTPOJIUPYIOIINX MEPOIIPUATHI J1JISI TIPOBEJEHUS
TEKYIIETO KOHTPOJISI U TIPOMEXYTOYHOM ATTECTAIIUA
[lepeyeHp KOHTPOIMPYIOLIUX MEPONPHUIATHN JUIsl TPOBEACHUS TEKYLIEro KOHTPOJA IO
mucrumnae OI1.06 «JlokyMeHTalMOHHOe 00ecTIeYeHNE YITPABICHUS |

Texkymas arrecranus
Homep I >
aKTHYecKHe OpMHpPOBaHHeE
ceMecTpa | TecrupoBaHue Omnpoc p Jokiian pMup
3alaHuA nopr¢o.1uo
3 + + + +

[TepeyeHp KOHTPOTUPYIONTUX MEPONIPUATHN IS TPOBEACHUS MPOMEKYTOYHON aTTECTAIMH T10
muciurmuae OI1.06 «JlokyMeHTamMOHHOE 00eCTIeYeHNE YITPABIICHUS .

IIpomeskyToYHas1 aTTecTALMS
Homep -
OMeKyTOYHOE N
cemecTpa KypcoBas padora P Y 3ayer ¢ OHeHKOM | JK3aMeH
TeCTHPOBaHHeE
3 - - + -
7.3. PE3YJIBTATBI OCBOEHUSA JUCHUIIJIMHBI
Pe3ynvmamut 00yuenus Kpumepuu ouenxu Memoowt ouenxu

Ymenue - 3HaTh HOPMATUBHO—IIPABOBOE | Y CTHBIM OIpOC,
- [IpuMeHsATP Ha MpaKTHKE | PETYIMPOBAHHE TECTHPOBAHUE,
roCyJapCTBCHHbBIC CTaHAapThl, | JOKYMEHTALIMOHHOTO MPaKTHYECKUE 3a/1aHus,
JApYrie HOPMAaTHBHO-METOAUYECKHE | OOECIIEUCHMs yIPABICHHS; noknaj, pedepar

JOKYMEHTBI, perjlaMEHTHUpYIOLIUe | - OCYLICCTBIIITE IIOMCK U
OpraHM3alui0 JTOKYMEHTAHMOHHOTO | 00paboTKy HHpOPMAIUH,

oOecrieueHus yrpaBJiIeHUs, HEO0OXOIMMOM ISl pereHus]
- CocraBnsiTh W TOPaBUIIBHO po(EeCCHOHANLHBIX 3a/1a4,
odopMIATH OCHOBHBIC BH/IBI | - 3HATh MH(OPMALMOHHbIE
OpraHu3aIMOHHO- TEXHOJIOTUA
pacnopsaauTeIbHbIX TOKYMEHTOB; At JOKYMCHTAlITHOHHOT'O

— OdopmasaTs obecrieyeHus ynpaBieHHEeM
MH(OPMAIIMOHHO-CITPABOYHYIO

JOKYMEHTAIHUIO;
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- Odopmnsrs
JOKYMCHTAIIHIO;

- OdopmMiIATh MPETEH3MOHHO-
MCKOBYIO JIOKyMEHTAIHIO.

Ka/IpOBYIO

3HaHue

—  Tepmuuomornu B obnacTu
JOKYMEHTAI[HOHHOTO OOeCTIeYeHuUs
yIIpaBIJICHUS;

—  HopMaTuBHBIX JOKYMEHTOB,
pErIaMEeHTHPYIOLINX COCTaBJICHUE
u odopMmieHHE TOKYMEHTAIMU U
MOPSZIOK ee 00paboOTKH;

— IlpaBun  cocraBiieHMST W
odopmIIeHUS OpraHu3aIMOHHO-
pacTopsAIUTENBHBIX  JOKYMEHTOB,
BXOJIIIUX B YHUDUIIUPOBAHHYIO

CUCTEMY OpraHU3alMOHHO-
pacnopsiANTENBHBIX  JOKYMEHTOB,
YHUPHUIIUPOBAHHYIO CUCTEMY
IIEPBUYHON Y4ETHOU
JOKYMEHTALUN B YacTH
JOKYMEHTALMU I10 YUETY TPY/Ia;

— [Topsnka TIPOBEICHUSA

OKCIIEPTU3BI HEHHOCTHU NOKYMCHTOB
U IOATOTOBKH €I K apXHWBHOMY

XpaHEHHUIO.
— Texnonoruu OpraHu3aIuu
JTOKYMEHTO000pOTa B

opraHu3arusax (yapekJICHHUIX).

- ACTIOJIb30BATh SI3BIKOBEIE,
KOMMYHUKATUBHBIC, HOPMBI
PYCCKOTO SI3bIKA M KYJIBTYPHI
peur B podheccHoHaTbHOM
OOIICHHH;

- 3HaTh OCHOBBI TEOPHH YCTHOM
Y TIMCbMEHHOW KOMMYHHUKAIIUN B
pa3nuuHbIX chepax oOIIeHNs;

- 3HaTh HOPMATUBHYIO 0a3y,

periaMeHTHPYIOLYIO
JIEJIOTIPOU3BOJICTBO

YeTHbI onpoc,
TECTHPOBAHUE,
MMPAKTUYCCKUC 3alaHUA,
nokian, pedepar

IIpakTHYecKni ONbIT

- CocraBienust U MPaBUIbHOTO
opopMIIeHHSI ~ OCHOBHBIX  BHUJOB
OpraHU3aIMOHHO-PACTOPSTUTEILHBIX
JOKYMEHTOB;

- Odopmnenus
MH(OPMALIMOHHO-CITPABOYHOM
JOKYMEHTAIlUH,

- Odopmnenus KaJpOBOM
JOKYMEHTAIUH,

- OdopmieHus: MpeTeH3uOHHO-

HCKOBOH JIOKYMEHTAIIUU.

- BBIIIOJIHACT Ha6op TCKCTAa

JCITOBBIX JOKYMCHTOB B
COOTBECTCTBHUH C IIpaBUJIaMHU
ACIOIIPOMU3BOACTBA,

- cocTtaBimsieT W odopmisieT
pa3Iu4HbIE BUIbLI TOKYMEHTOB B
COOTBETCTBMU C HOPMATUBHOU
JOKYMEHTaLUEen

YcrHbli onpoc,
TECTUPOBAHUE,
MIPaKTHYECKUE 3a/laHus,
nokiana, pedepar

7.4.0IIUCAHUE MMOKA3ATEJIEM U KPUTEPUEB OLIEHUBAHUSA KOMIIETEHIIUNA
HA PA3JIMYHBIX OTAITAX UX ®OPMUPOBAHUA, OITMCAHUE HIKAJI

OIEHUBAHMUAI.

TeKyumﬁ KOHTPOJIb 3HAHUI MMpEACTaBJIACT co0oif KOHTPOJIb OCBOCHHA IMPOrpaMMHOTIO
MaTrepuaia y‘{C6H0f/'I JUCHOUIIIMHBI, C LCJIIBIO CBOCBpCMCHHOﬁ KOppCeKIHUUn 06y‘{CHI/I$I, AKTUBHU3allnH1
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CaMOCTOSATEIIbHON pabOThI M MPOBEPKU YPOBHS 3HAHUH M YMEHUH oOy4aromuxcs, chOpMUPOBAHHOCTH

KOMIIETCHIIUH.
IIpomMekyTOUYHBIN KOHTPOJb TIO JUCIUIUIMHE TIO3BOJSET OIECHHUTH CHOPMUPOBAHHOCTH
KOMITETCHIIUM:
HaumeHoBaHue pa3ae/ioB
THn KOHTPOJIBHOIO 3a/1aHUSA
AUCHMILINHBI
1 2
Tema 1 Bomnpocsr k 3auery ¢ Bomnpocs! k TectupoBanue
BBenenue. OTICHKOH YCTHOMY
JlokyMeHT u cucremMa orpocy
JOKYMEHTALMH Joxma bl
IIpakTrnueckue
3a/laHus
Tema 2 Bomnpocsr k 3auety ¢ Bomnpocs! k TectupoBanue
Opranu3anuoHHoO- OLICHKOM YCTHOMY
PaCHOPSIAUTEIbHbIE JOKYMEHThI ompocy
Jloxmaasl
IIpakTrnueckue
3aaHus
Tema 3 KagpoBasi 1okyMeHTaMsA Bomnpocsr k 3augety ¢ Bomnpocs! k TectupoBanue
OLICHKOM YCTHOMY
onpocy
Jlokmaasl
IIpakTrnueckue
3a/1aHus
Tema 4. JloroBopHo-npaBoBast Bomnpocsr k 3auety ¢ Bomnpocsl k TectupoBanue
AOKYMEHTaIus OLICHKOM YCTHOMY
omnpocy
Jloxnaasl
[IpakTnueckue
3a/1aHus
Tema 5 Bomnpocsl k 3auety ¢ Bomnpocsl k TectupoBanue
Opranu3anusi onNepaTuBHOIO U OLICHKOH YCTHOMY
APXMBHOI'0 XPAHEHHs JOKYMEHTOB ompocy
Joknaasl
[IpakTnueckue
3a/1aHus

7.4.1. KOMINVIEKT OHEHOYHBIX CPEACTB JJIs1 TEKYHIEI'O KOHTPOJISA

Texkymuii KOHTPOJIb 3HAHWM MPEACTaBISET COOOW KOHTPOJb OCBOCHHSI MPOTPAMMHOIO

MaTepuajia y4eOHOW AUCUUIUIMHBI, C IIeJbI0 CBOEBPEMEHHON KOPPEKLUU OOYy4eHUs, aKTUBU3ALUHU
CaMOCTOSATEJIbHOW pabOThl M MPOBEPKU YPOBHS 3HAHUM M yMeHU# oOyyaromuxcs, choOpMUPOBAHHOCTH
KOMIETEHIUH. Pe3yabTaThl TEKYIIEro KOHTPOJIS 3aHOCSTCS B )KypHAJIbl YUEOHBIX 3aHATHH.

@OopMBI TEKYILETO KOHTPOJIS 3HAHUM:

- YCTHBIHN ONpoC;

- BBITNOJIHEHUE ITPAKTUYECKUX 3aJaHUH;

- TECTUPOBAHHUE.

IIpopaboTka KOHCIEKTa JEKIUH M yuyeOHOH JMTepaTypbl OCYLIECTBISAETCS CTYIACHTaMH B
TEUEHUE BCETO CEMECTPA, IOCIIE U3y4EHUs HOBOU TEMBI.
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[IpenogaBaTenb KOHTPOJIMPYET 3HAHUE CTYAEHTOM IPOWJIEHHOIO MarepHuaja C IOMOIIbIO
KOHTPOJIBbHBIX BOIIPOCOB WJIK TECTUPOBAHMSI.

Bonpochl 1151 TeKyIIero KOHTPOJIsi 3HaAHUH (YCTHBIH ompoc)
@opmupyemovie komnemenyuu — OK 09, IIK 3.1

1. Kaxue ocHoBHbIE 3ak0HBI perynupyoT JJOY?

2. Kakoit crangapT ucnoib3yroT A1 0(popMIIeHNsT OpraHU3aI[MOHHO -PACTIOPS AU TEITBHBIX
JIOKYMEHTOB?

3. Urto noHuMaercs o yHupUKaluen U cTanjapTu3anuein?

4, Uto npencrasisier coboit YauduuupoBanHas cucrema 1o0kyMeHToB (JJOY)?

5. C xakoii nemnbto pazpadoran u BBeneH B aeiicteue "T'OCT P 7.0.97-2016.

Hanmonanehsiii cranaapt Poccuiickoit denepanuu. Cuctema craHAapToB M0 HHGOpPMAIH,
OMOTMOTEYHOMY M M3JIaTEIHCKOMY J1eny. OpraHnu3allMOHHO -PaCOPAIMTEIbHAS JOKYMEHTAIIHS.
TpeboBanwust K 0(OPMIIEHHIO TOKYMEHTOB"?

6. Uro npencrasisier coboit OnaHK T0KyMeHTa?

1. Kakwue Bubl pacrnosioskeHus: pekBu3UToB Bbl 3Haete?

8. Kakue pekBU3UTHI BXOJAT B cOcTaB o011ero OgaHka?

9. Kaxkune pekBU3UTHI BXOJAT B COCTaB OaHKa JyIst muceM?

10.  Kak ¢popmymnupyercst 3aroioBOK K TEKCTYy JOKYMEHTa?

11. Kaxkwe 351eMeHThI BKITIOYAKOTCS B COCTaB PEKBU3UTA «aapecaT»?

12.  CkoJBKO aipecoB MaKCHMaJIbHO MOKHO IIOMECTUTH Ha OJTHOM JIOKyMeHTEe?
13.  Kakwue 3nmeMeHTBI BXOJIAT B cOCTaB Iprda corimacoBanus?

14. Kaxkue sanmemeHTsI BXOJAT B coCTaB Tpuda yTBep K aeHUs?

15.  Kaxkwue sneMeHTBI B PEKBU3HUTE «IIOMKICH» JOJDKHA 3aTparuBaTh nevaTh?
16. U3 xakux 4acTeil COCTOUT TEKCT MpuKkasza’?

17.  Kak ¢hopmynupyercs 3arojioBOK K Mpukaszy?

18.  Kak dhopmynupyroTcsi MyHKTHI puka3a?

19.  Kakoit hopMyIHpOBKOW 3aKaHIUBACTCS TEKCT MpUKa3a?

20. Korna nznaercs pacnopspkeHue?

21. Kak popmynupyercst 3aroJIoBOK K pacropsiKeHUI0?

22. KakyMH cioBaMH HAYUHAETCS paCOPSAIUTENbHAS YaCTh PACIOPSKEHUs ?
23. Ha xaxoMm Onanke oopMIIIeTcs pacropsbkeHue?

24. B kakux ciiy4asix u3JlaeTcsl ykazaHue?

25. Kak popmynupyercst 3aroyioBOK K yKa3zaHUIO?

26. Kakumu ciioBaMu MOXKET HAYMHATHCS paclopsAUTEIbHAs YaCTh YKa3aHUs?
27. Kakoii hopmMyIupOBKOI 3aKaHYMBACTCS TEKCT YKa3aHUs?

28.  Kewm cocraBusitoTcs aKThi?

29.  Kakue pyOpHKH BBIZCISIOTCS BO BBOJIHOW YacTH akTa?

30.  Yro yka3bIBalOT B KOHCTATHPYIOIICH YacTH aKTa?

31.  HazoBute pyOpuKH BBOJAHOM YacTH MPOTOKOIA?

32. U3 kakux pa3/ieiioB COCTOMT OCHOBHAs 4aCTh MPOTOKOJIA?
33.  Kak ¢popmynupyercs MOCTaHOBIISIFONIAS YaCTh MPOTOKOIa?

34. B Kakux ciiy4asix CO37ar0Tcsl TOKIaIHbIEC 3aHUCKU?
35. Ha xakue BUABI AENATCS JOKJIAIHBIE 3alIUCKU?

36. 3 kakux yacTeil COCTOUT TEKCT JOKIALHON 3aIIUCKU?
37. Uto Takoe cnpaBka?

38. Kakue ObIBatOT cripaBKu?

39. Kakuie peKBU3UTHI COICPKUT JIMUHAS CpaBKa?

40.  Kakue npuKasbl Ha3bIBAIOTCS MPUKA3aMH 110 TUYHOMY COCTaBY?

41.  Kak popmynupyercst 3arojoBOK K CBOJHOMY IpUKazy?

42.  Kak opopmisercst BU3a 03HAaKOMJICHHS B IPUKA3ax 10 JINYHOMY COCTaBY?
43. U3 KakMX CTPYKTYpHBIX 2JIEMEHTOB COCTOUT XapaKTEePUCTHKA?

17



44.  KTo0 noAnuchIBaeT XapaKTepUCTUKY?

45.  Kak numercs 3asBiaeHne?

46.  Kak odopmisieTcs pacriucka?

47.  Yro mpencTaBisieT co00i JOBEPEHHOCTH?

48.  Kakue OBIBAlOT BUJIBI JIOBEPCHHOCTECH?

49.  Kakue peKBH3UTHI BXOJAT B COCTAB OJaHKa IS TUceM?

50.  Kakue BapuanTsl opopMieHus OJAHKOB CITY)KEOHBIX IIICEM BbI 3HaeTe?

51. B kakux ciydasx ciayxeOHOE MUChMO COCTaBIsieTcs Ha Omanke Gpopmara AS?

52.  Jlaiite o0Omyr XapaKTEpPUCTHKY OPTaHM3ALMOHHBIX TEXHHUYECKHX CpPEICTB B
«JlokyMeHTalMOHHOM O00ECIIEUEHUH YIIPABICHUSY.

53.  Kakue KOMIBIOTEpHBIE CPEACTBA MPUMEHSIOTCS IS OITOTOBKH JJOKYMEHTOB?

54.  Kakue 3aKOHOJAATEIbHBIE AKThI IPEANUCHIBAIOT 00513aTE€IbHOCTD IOKYMEHTUPOBAHUS
uHpopmanun?

55.  Kakue TpeboBaHMS K JOKYMEHTaM H3JI0’KEHBI B 3aKOHOJATENIbHBIX aKTax?

56.  Ha Koro BO3JI0’K€HO METOJMUYECKOE PYKOBOJICTBO MIOCTAHOBKOW JIETIONIPOM3BO/ICTBA B
cTpane?

o7. Kaxoso 3nauenue 'CHOVY u uto oHa periiaMmeHTHpyeT?

58.  Urto perimamMeHTHpYET THIIOBAst HHCTPYKIIHS 10 JICTIOTPOU3BOJICTBY?
59. B gem 3nauenune EI'C/]?

60.  Yro Takoe JOKyMEHT?

61.  UYto Takoe TOKYyMEHTOOOOPOT?

62.  Kakue O1aHKH OpraHM3alyy BaM U3BECTHBI?
63.  Uto Takoe oOmMil OJIAHK OpraHU3AIUH?
64. Kaxue TpeboBaHus IPEeIBABISIOTCS K XpAaHSHHUIO OJIAHKOB TTCEM?

IIpyuMepHBbIi epeyeHb NPAKTUYECKUX 3aJaHUH M0 TUCUHUILIIHHE

Dopmupyemoie komnemenyuu — OK 09, IIK 3.1

1.

CocTtaBuTh NHUCHMO-TIPUTJIALICHHE  OPraHU3alMOHHOTO  KOMHTETa  «ODKCHOLIEHTP»  C
MPEIIOKEHNEM TOCETUTh MEXKIYHApPOJIHYIO CHEHUATU3UPOBAHHYIO BBICTaBKY «DKOHOMMUS
MaTepHUAIbHBIX U TOTUTMBHO-3HEPTETUUYECKUX PECYPCOB B CTPOUTENHCTBE M MTPOMBIIITIEHHOCTH.
BricTaBka mpoxoauT B MaBUJIbOHE BHICTABOUYHOTO KoMILIekca B . Camapa.

CocraBbTe IOKIATHYIO 3alUCKY cekpeTapsi-pedepeHTa pyKOBOAUTENIO MPEANPUATUs 00 yTepe
pabotnukom CrenaHoBbiM [.M. mucbma-3amnpoca, MOCTYNUBILETO B aapec MPEearpHsITHs Ba
Mecsa Ha3aj.

Hanummure 3asBnenue o npueme Bac Ha paboTy S5KOHOMHUCTOM B TOCYJapCTBEHHOE
MpeAnpusITHE 10 CBS3U U HHPopMaTHke «PoccBs3bUHPOPMY.

CocrasswTe rapantuitHoe mucbMo AO «Oxocan» [TAO «IIporpecc» 06 oka3aHUHM TEXHUYECKOMH
nomMoimu B pa3paboTke paboumx uepTekel HacocHoil cranHmuu. AO «3JKocaH» MPOCUT
MIPOU3BECTH ATy PabOTy HEMOCPEACTBEHHO Ha IJIOLIA/IKE.

CocraBeTe u odopmure Tenerpammy OOO «tOnucu6» Kemeposckomy mnpennpusaruro AO
«Kpucranm» o moJHOM OTKa3e OT OIUIATHI 32 MOCTYIUBIIYIO MPOAYKIHUIO B CBSI3U C TEM, UTO 3Ta
MpoIyKIMs He Oblia 3aka3aHa. OcTalbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTENIBHO.

Hanummure 3asBneHue o mpefocTaBlieHHH Bam OTHycKa MO CEMEWHBIM OOCTOSTEIhCTBAM.
OcranbHble pEeKBU3UTHI YKAKUTE CAMOCTOSITENILHO.

CocraBbTe MHUCHMO-OTBET TUMorpaduu wuznatenbcTBa «Hayka» o0IIecTBY ¢ OTpaHUYEHHOMN
OTBETCTBEHHOCTHIO « TpHHUKA» O BO3ZMOKHOCTH BBITIOJIHUTH 3aKa3 Ha M3TOTOBJICHHE OJIaHKOB
ydera U OTYETHOCTH.

Hanummure mpuka3 renepanbHoro aupektopa AO «WMmynsc» o0 mpueMe Bac Ha paboTy
OyXranTepom.

Hanummre 3asiBieHne Ha UMs TUpEeKTOpa 00 u3MeHeHnn Bareli ¢amMunnu B CBSI3H C
perucrpanueii Opaka.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

CocraBpTe  XapaKTepUCTHKY-pEKOMEHIAIMIO paboTHMKAa Bamero mnpeanpustas — ais
noctymuienus ero B acnupantypy ®PI'bOY BO «Camapckuii rocyaapCcTBEHHbIN SKOHOMUYECKU I
YHHUBEPCUTET.

Hanummre 3asiBieHne o0 yBOJIbHEHUH ¢ pabOTHI IO COOCTBEHHOMY JKETIaHHIO.

CocraBbTe OOBSACHUTENBHYIO 3alHMCKy C YKa3aHHEM MPUYUHBI HAPYIIEHUS TPYIOBOMH
JUCLMILIMHBI paOOTHHUKA

CocraBbTe IPOTOKOJI 3acenanus mpogcoro3Horo komurera AO «Xiebd» 0 BbIIEICHUN MYyTEBOK
B caHaTopuil «Yalika» pabOTHUKAM MPEANPUATHUS.

CocTaBpTe akT O IpHeMe-lieperadye Jeld B apXuUB 3aBEAYIOLIUM OTAEIOM KalmUTaJIbHOTO
ctpoutenberBa AO «CtpoiiHBECTY.

CocraBpTe WH(GOPMAIMOHHOE THCEMO O 3aBEpIICHUM CpOKa TpueMa 3asBICHUN s
perucTpanii yYaCTHHUKOB HAayYHO-TIPAKTUYECKON KOoH(pepeHunu. Ha3Banme koH(pepeHIUH H
CPOKHM ITpOBeJIeHUS] KOHPEPEeHIUU 0003HAUbTE CAMOCTOSITENIBHO.

CocTaBbTe CONMPOBOAMUTENBHOE MUCHMO O HampaBieHun B aapec AO «Pagon» nuuneH3uu Ha
BBIBO3 OBITOBBIX OTXOJIOB.

CocraBbTe TenepoHOrpaMmy O IPOBEACHUM COBELaHUS B MUHUCTEPCTBE 3APAaBOOXPAHEHUS C
yKa3zaHHEM 00CYKJ1aeMOTro BOIIPOC.

CocTaBuTh U 0POPMUTH PEKIIAMHOE NMHUCHMO O MPOJIaXKe YACTHBIM JIMI[AM U TOCYAAPCTBEHHBIM
MPEANPUATHSIM MEPCOHATBHBIX KOMIIBIOTEPOB MO JOTOBOPHOM CTOMMOCTH M O BO3MOXKHOCTH
MIPUHUMATD 3aKa3bl HA COCTABIIEHUE MPOTrpamMM

IIpuMepHBbIE TeCTOBBIEC BONPOCHI 110 AUCHUIIIIHHE

Dopmupyemoie komnemenyuu — OK 09, 11K 3.1.

1.Jlenonpou3BOACTBO:

a) cucrema COCTaBJICHUS u XpaHEeHUs JIOKYMEHTOB;
0) 3amuch MHQOpPMAIMM HA  Pa3jIMYHBIX HOCHUTENSAX IO YCTAaHOBJIGHHBIM IIpaBHJIaM;
B) OTpacib JIEATEIHLHOCTH, OOecleuuBaromias JOKyMEHTHPOBAHHE M OpraHU3AIHMI0 pPabOThI C
OpUIMATBHBIMUA JOKYMEHTaMHU.

2. TlonsTHE «IOKyMEHTUPOBAHHEY:
a) 3anuch uHGoOpMaIU U 0popMiIeHUE JOKYMEHTA;
0) 3anuch MHPOPMALIMK HA PA3JIUYHBIX HOCUTEIISX [0 YCTAHOBJIEHHBIM [IPaBUIIaM;
B) XpaHEHHUE JIOKYMEHTA.

3.JlokymeHTO0000POT:
a) YycJIOBHOE 00O3HAUYEHUE, IPUCEBAEMOE TOKYMEHTY B MPOIIecCe yYeTa U UCIIOIHEHUS;
0) [BIWKEHHUE TOKYMEHTOB B OPraHU3aI[MU C MOMEHTA UX CO3JIaHUS WM MOJYYeHHUS 10 3aBEPILICHUS

HCIIOJIHCHUS WJIN OTIIPABJICHUA aApecaTty,
B) oTpaciib ACATCIIbHOCTH, O6CCHC‘{I/IB8.IOH_IB.${ JAOKYMCHTHUPOBAHUC U OPraHU3aIUI0 pa6OTBI C
O(bHHHaHbeIMH JAOKYMCHTAMHU.

a)
6)

B)
a)
6)
B)

a)

4. OpurvHan 10KyMEHTa:

HepBOHa‘{aﬂbHHﬁ OK3EMIUISIP AOKYMCHTA,
9K3EMIIIAP JOKYMCHTA, HBHHNMHﬁCH HCXOOAHBIM MATCPUAJIOM ;
BCC OTBCTLI BCPHEI.

5.3akousl PD nensarcd Ha:

VYka3sl nipe3uieHTa u nocraosienus [Ipasurenscrea PO;
HopMmatuBHbIe akThI (eiepalIbHBIX OPraHOB UCIIOJIHUTENBHOMN BIACTH
BCE OTBETHI BEPHBI.

6. Konus:

HACHTUYHOC, BOCIIPOU3BCACHUC IO AJIMHHUKA, OCTAKOIIAACA B ACIaX NPCANPUATHA, KaK IIPpAaBHJIO,
HC 3aBCPACTC MOAMUCHIO NOJZKHOCTHOTO JIMIIA,

6) HACHTUYHOC, 3aBCPCHHOC NOJIKHOCTHBIM JIMIIOM BOCIIPOU3BCACHUC IO JIMHHUKA,

B) HET BEPHOI'0 OTBCTA.
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7.PanioHanbHO OpPraHU30BAHHBIN KOMIUIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIN IO
€IMHBIM IIpaBWJIaM U TpeOOBaHUSAM U NIPHUMEHSEMBII B ONpEAENeHHOW 00JIacTH JAESTEIbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJIapTU3alUeH;
0) YHUPHUIIMPOBAHHOW CUCTEMOW JOKYMEHTAIIHH;
B) KJIacCH(UKATOPOM YIPABICHYECKON JOKYMEHTAIIHH.
8. PexBM3UT TOKyMEHTA:
a) o00s3aTenbHBIN JIeMEHT 0(GopMIICHUS O0(DUIIHATHHOTO JOKYMEHTA;
0) TmoMeTKa, yKa3bIBaroIas Ha OCOOBII XapakTep;
B) YCIOBHOE 0003HAaYEHHE, IPUCEBAEMOE JOKYMEHTY B IIpoLiecCce yueTa (perucTpauuu) u
HCIIOJIHEHUSI.

9. Cranpaptel opranuzauuii B Poccun Moryt pa3zpadaTbiBaTbCsl U IPUMEHSTHCA
OpraHu3alUsIMH B CIEAYIONINX CIyqasiX:

a) aus oOecniedyeHus NCIOJIb30BaHUs Ha MPEANpUATUAX TexHnueckux peramamenToB PO, 'OCT P,
I'OCT, mexayHapoJHbIX, HAllMOHAJIBHBIX CTAHJIAPTOB 3apyOEKHBIX CTPaH, CTAHAAPTOB HAYUHO
TEXHUUYECKUX, MHKEHEPHBIX 00IIECTB U Ipyrux olmecTBeHHbIX 00beaunennii, CTII apyrux
OpraHM3allyii, a TaKXKe Ha CO3/1aBaeMble Ha JAHHOM MPEINPUITHH MPOIYKIINIO, YCIYTH U
IIPOU3BO/ICTBEHHBIE MTPOLECCHI (PabOThI);

0) perucrparuu GopM TOKYMEHTOB, YIIOPSAI0YCHUSI HHPOPMAIIMOHHBIX IIOTOKOB B HAPOTHOM
XO035ICTBE, COKpAIllEHUsI KOJIMYECTBA MPUMEHSAEMBIX (OPM, pallMOHAILHOM OpraHu3alui KOHTPOJIS 3a
MPUMEHEHHEM YHU(PUIIUPOBAHHBIX (POPM TOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. HaimonanwsHbie cTanaapThl 1 OOIIEpOCcCHiicKue KiIaccu(PpruKaTopsl TEXHUKO-
HKOHOMMUYECKOM U colraibHOM MH(OpPMAaLIUY, B TOM YHCIIE TpaBUjIa UX pa3padOTKU U MPUMEHEHUS,
MPEACTABIISIIOT COOOM:

a) MEXHALHUOHAJIBHYIO CUCTEMY CTaHAApTU3ALINN;
0) HaIMOHAIBHYIO CUCTEMY CTaHIAPTH3AIINH;
B) CHCTEMY CTaHAapTHU3AIUH.
11.TI'oct 9327-60* ycTanaBnuBaeT Tpu psijaa MOTPEOUTETHCKUX (POPMATOB:
a) A2, A3,A4;
6) A,B,C;
B) D,F,A.

12. UcxonubiM (hOpMaTOB SIBIISETCS:

a) dopmat A0, II0mAaas KOTOporo paBHa 1 M? ¢ rabapuTHeIMK pazMepamu 842X1189 Mm.;
6) dopmar A0, mIoONIaas KOTOPOTO paBHA 2M? ¢ TabapuTHBIMH pazmMepamu 842X 1189 mm.;
B) dopmar A4, mioniaas KOTOporo pasHa 1,5M? ¢ raGapuTHEIMHU pazMepamu 842X1189 mm.

13. Kaxxnaprit tuct moxkymeHTa, opopMIICHHBIN Kak Ha OylaHke, Tak U 6e3 Hero, corjiacHo ['OCT
P 6.30 gomkeH UMeTh I0JIA HE MEHEE. MM
a) 10— neBoe, 10-npaBoe, 20 — BepxHee, 20 - HUXKHEE;

0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE;
B) 20 —neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE.
14. Ilpu cocTaBneHMN MHOTOCTPAHUYHBIX TOKYMEHTOB BTOpAsi U MOCJEIYIOIINE CTPAHULIBI:
a) TOJDKHBI OBITH TPOHYMEPOBAHBL;
0) HyMepoBKa He 00s3aTeNbHa,
B) IIPOHYMEPOBBIBAETCS BCE CTPAHUIIBI, KPOME TUTYIHHOTO JTUCTA.
15. Homep cTpaHuUIbl HAHOCHUTCS Ha!
a) BEpXHEM IOJie JIUCTa OCePENHE;
0) HWKHEM I0JIe JIMCTa IOCEPEINHE;
B) BEPXHEM WJIM HUKHEM II0JIe JIMCTa B IPABOM YTITy.
16. CxoJibKO cII0OCOOOB HaNMCaHMs JaT IPUMEHSIOTCS?
a) 1Ba: LU(pPOBOH U CIOBECHO-LIUPPOBOI;
0) Tpu: 1M(poBOH, CIOBECHO-IIM(PPOBOI U ABTOMATHU3UPOBAHHBIH;
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B) JIBA: PyYHBIM CIIOCOOOM U MAIIMHHBIM.
17. B noxymeHTax IONMyCKalOTCsI COKPAILICHHUS:
a) TOJBKO OOIICTIPUHATHIE COKPAILIEHUS CIIOB;
0) oOmmenpUHATHIEC COKPAIICHNS, a TAK)KE COKpAIEHHUSI OTOBOPEHHBIE HOPMATUBHBIMH JOKYMEHTaMH;
B) HET BEPHOI'O OTBETA.
18. IIpn HanmMcaHWM MHOTO3HAYHBIX YUCEI MPOU3BOJUTCS MX TPYIITMPOBKA CIIpaBa HAJIEBO 110
a) aBe uuQpsl;
0) Tpu uudpsr;
B) 4eThIpe HUQPEI.
20. Tabmuna — 370...
a) TepevYeHb KaKuX-JIHOO0 MoKa3aTelei, COCTaBICHHBIN B ONPEACICHHOM MOPSIKE;
0) oduIMaTEHBINA TOKYMEHT, UCTIOIb3yEeMBIH B TEKYILEH IeSTETbHOCTH OpPraHU3aliu;
B) ¢dopMa JOKYMEHTa, B KOTOPOM TEKCTOBbIE UJIM LIU(PPOBBIE CBEICHUS pa3MEIeHbI IO Ipadam.
21.KomOuHanuo 13 3HaKOB TUPE U KaBbIUEK (-«-) ISl 3aMEHBI TOBTOPSIOLIUXCS CIIOB
MIPUMEHSTh
a) JIOIMyCKaeTcs;
0) He JIoTyCKaeTcs;
B) JIOTIYCKAeTCsl IPU 3aIlOJTHEHUN TaOJIHI.
22. Kak pacmudpossiBaercs abOpeBuatypa OP/?
a) OO0nacTHOM pacmoOPSANTEIBbHBIN JIeTTapTAMEHT;
0) Opraau3aimOHHO-PACTIOPSAUTEIbHBIE JOKYMEHTHI;
B) OpraHuzalnlMOHHO-PacOPSAUTEIbHBIN AeTTapTAMEHT.
23. OPJI xmaccuuiupyroTcss Ha TPHU TPYIIIIHI:
a) OpraHu3aIIOHHO-TIPaBOBAs TOKYMEHTAIHS, PacTIOpIUTEIbHAS JOKYMEHTAIHS U
MH(OPMALIMOHHO-CIIPABOYHAS TOKYMEHTAIUS;
0) onepaTUBHO — HH(POpPMAITMOHHAS JOKYMEHTAITUS, CITPAaBOYHO-UH(DOpMAITMOHHAS JOKYMEHTAIIUS,
pacrnopsauTenbHas JOKyMEHTaLUs;
B) HET BEpPHOTO OTBETA.
24.06mepoccuiickuii knaccuduratop (OKY/I) B unicio OP/], BKItouaeT JOKyMEHTHI 110
JUYHOMY COCTaBY:
a) 3asBJICHUS, JTUYHbIE KAPTOUKU;
0) mpuKa3sl (pacropsbKEHHsI) O IpHeMe Ha padoTy;
B) BCE OTBETHI BEPHBI.
25. biiaHK 1OKyMEHTa:
a) 3auKCUpOBAaHHAS HA MaTePHAIILHOM HOCUTENE HH(GOpPMAIUs C pEKBU3UTaAMH, MTO3BOJISIIOIINMHU €€
UICHTUQUIIUPOBATH;
0) oduIMATBHBIN JOKYMEHT, OTIPABIISIEMBIN U3 YUPEIKICHNUS,
B) CTaHJAPTHBIN JTUCT OyMaru ¢ HAHECEHHBIMH Ha HEM TMOCTOSIHHBIMU PEKBU3UTAMHU, COACPKAIUMU
He00X0IMMYI0 HHPOPMAIMIO 00 OpraHU3aliy — aBTOPE JTOKYMEHTA.
26. Jlns opraHu3anuu, €€ CTPYKTYpPHBIX IMOJpa3/ieieHH, AOKHOCTHOTO JIMIA YCTaHOBJICHBI
CJIEYIOIINE BUIbI OJIAHKOB:
a) oOmuii, O1aHK MUCchbMa, OJIaHK KOHKPETHOTO BUJA IOKYMEHTA;
0) cTanAapTHBIN, OJIaHK TaOIUIBI, OJTAHK KOHKPETHOTO BUJA IOKYMEHTA;
B) HET BEPHOT'O OTBETA.
27. I'epOoBble OJIaHKU TOKYMEHTOB, T.€. OJaHKM ¢ BocIpou3BeaeHueM ['ocyiapcTBeHHOT0 repba
P® u repbom cyobektoB PO, sBnsercs
a) rpau4eckoi MpoayKIUeH, moyiexaniei yuery;
0) nonurpaduyeckoit NpoayKIue, moanexariei yuery;
B) FrOCY/IapCTBEHHON MPOAYKIMEH, MOATISKAIIEH yUeTy.
28.B o¢unmanbHO-1eI0BOM CTUIIE PEUYH BBLACISIOTCS MOICTHIIH:
a) 3aKOHOJIaTeJIbHbBIN, HHCTPYKTUBHO-METOIMUYECKUH, OpraHU3allMOHHO-PACTIOPS U TEIbHBIH;
0) CTaTUCTUUYECKHM, TEXHUUECKUH, TUMIIOMAaTHUYECKUI U 1p.;
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B) BCE OTBETHI BEPHBI.

29. Ilpu MOArOTOBKE TEKCTa CIYKEOHOTO JJOKYMEHTA JIOJDKHBI COOIIOIATHCS CIETyIOIIe
OCHOBHBIE IPUHILUIIBL: JOCTOBEPHOCTh U 00OBbEKTUBHOCTh COAEPIKaHUs, MOJIHOTA HH(POpMaIH,
KpPaTKOCTb U3JI0KEHMSI, OTCYTCTBHE PACCYK/IEHUI U IOBECTBOBAHNUS, HEUTPAIBHOCTh TOHA U3JI0KEHMUS,
HCII0JIb30BAHUE CPEJCTB JIOTUYECKOH, a HE 3MOLMOHAIbHO-3KCIIPECCUBHON OLIEHKU CUTYallUU U
¢dakxroB. Takoii CTHIIb U3JI0KEHUS HA3BIBAIOT
a) popMaTbHO-JIOTUYECKUM
0) ohUIMAIIEHO-/IETIOBBIM;

B) HET BEPHOI'O OTBETA.
30.Crioco6 dopManm3aiuy coctTaBa HHPOPMAIIHH, COJIEPKAIICHCS B HEH — 3TO:
a) pacropsiKeHue;
0) KOMITO3UINS TIOKYMEHTA;
B) PEKBH3HT TIOCTOSIHHBIN.

31. Bo1Gop TOro miim MHOTO S3BIKOBOTO 000POTA U3 YKCIIa BO3MOKHBIX OMPEIEISICTCS:

a) 3aKOHOJIATETILbHBIMI 1 HOPMATUBHBIMU aKTaMU;
0) JOKaJIbHBIMHM aKTaMH U YCTaBOM OpraHU3allNY;
B) HET BEpHOT'O OTBETA.

32. Haiigute ommOKu, CBsi3aHHbIE C HEMPABUIBHBIM MOPSIIKOM CJIOB B MPEAJIOKEHNH, BEIOEPHUTE
MIPaBMJIBHO COCTaBJIEHHOE MPEI0KEHHUE.

a) «/lns onpenenenus (poHa OMIATH B KOHIIE I'0/1a YTOUHSIFOTCSI PACLEHKHU 33 IPOAYKLIHION;
0) «/lns onpenenenust poHaa OMIATHl paCUEHKHU 32 MPOAYKIUIO YTOUHSIOTCS B KOHIIE T0J1ay;
B) HET BEpHOT'O OTBETA.

33.Haiiaure omMOKKM HapylleHUus CHeHUPUKUA YIOTpeOlIeHUsl JeeNpUyYacTHbBIX O0OOpOTOB.
Br16epuTe npaBUiIbHO COCTaBIEHHOE MPEAIOKEHUE.

a) «IIpu n3ydenun npoGieM ropoJICKOro TPaHCIOPTa YUECHbIE MOMYYHIIN HHTEPECHBIE PE3YIbTaThI»;
0) «3y4as mpoOIeMbI TOPOJACKOTO TPAHCTIOPTA, YYEHBIMHU OB TIOJyYeHbI HHTEPECHBIC
Pe3yNIbTaThD»;

B) HET BEPHOTO OTBETA.

34. Haiigute HENpaBWIBHOE HCIIOIB30BAHUE TPEMJIOTOB. BBIOEpUTE MpPaBUIBHO COCTABICHHOE
MIpeIoKEeHuE.
a) «llex Hy)KaeTcs B peMOHTE, O MPOU3BOJICTBE KOTOPOT'O Mbl HACTOSITENILHO TpeOyem»;
0) «llex HyX1aeTcsa B peMOHTE, POU3BOACTBA KOTOPOTO MbI HACTOSATEIBHO TpeOyem»;
B) BCE OTBETHI BEPHBI.

35. Opranu3anuOHHO-TPABOBbIE JOKYMEHTBI OMPEAEISIOT:
a) YUETHYIO OJUTUKY TIPEIIPUSITUS, TOPSIOK PabOTHI;
0) cTaTyc IpeanpusaTUs, MOPSII0K UX PabOTHI;
B) OPraHM3alMOHHYIO U YIIPaBICHUYECKYIO ACSITEIbHOCTD.

36. OHa U3 OCHOBHBIX YIIpaBlieHYeCKUX (DYHKIUH, peaTu3yeMbIX B JeSTEIbHOCTH OpraHU3allHid,

MpeanpusITHii, Gupm:
a) pyHkuusa GopMUPOBAHUS CUCTEMBI U ITPOLIECCOB YIIPABICHUS;
0) byHKIUS OpraHU3aIMi CUCTEMBI U IPOLIECCOB YIPABICHUS;
B) (DYHKIIMS CHCTEMAaTU3alluyi CUCTEMBI U MPOIIECCOB YIIPABICHHUS.
37. YcrasB :
a) IopuaMdecKu 0(OopMIICHHBIN NIEpeYeHb TOKYMEHTOB;
0) mpaBOBOM aKT, ONPEAEISAIONUI CTPYKTYPY, PYHKLUHU U ITpaBa OpraHu3anuu, GupMsl;
B) INPaBOBOIl aKT, U3/1aBaeMblii PyKOBOJMUTENIEM JJIsl pEIIEHUS] OCHOBHBIX U ONEPaTUBHBIX 3a/1a4,
CTOSIILIUX [TE€PE]l OpraHN3aLHei.

38. llItaTHOE pacnucaHue:

a) MPaBOBOM aKT, yCTAaHABJIMBAIOUINH IITATHBIA COCTaB M YMCIEHHOCTh OPraHU3allMi B COOTBETCTBUH C
ee YcraBoM (Ilonoxenuem);

0) mpaBOBOH aKT, U3JaBa€MbIii PyKOBOIUTENEM, YCTAHABIMBAIOIINN IITATHBIN COCTaB U YUCIEHHOCTb
OpraHu3aluy B cOOTBETCTBUU ¢ ee YcTaBoM (Ilosoxxennem);
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B) IOPUAMYECKU O(POPMIICHHBIN MTPABOBOW aKT, U3/IaBAEMBI PYKOBOJUTEIIEM, YCTAHABIMBAIOIINN

LITaTHBII COCTaB M YMCIEHHOCTh OPraHU3aluu B COOTBETCTBUHM ¢ ¢ YcraBoM (Ilonoxenuem).
39.11ItaTHOE pacnUCcaHue MOATOTABINBACTCS 10 YHU(PULIMPOBAHHOH opme

a) T-2;

0) T-3;

B) T-4.

40. IlpaBoBO#l aKT, ONpeAEHSAIOUIUN MOPSIOK o0Opa3oBaHMs, NIPABOBOM cTaryc, IIpaBa,
00513aHHOCTH, OPraHU3ALUI0 PAaOOTH OPraHU3aAIMH, CTPYKTYPHOTO MOIPa3IeIICHUS:
a) CTaHaapT;

0) 1OJIO)KCHHE;
B) UHCTPYKIIUSI.

41. TlpaBoBO# akT, yCTaHABJIMBAIOUIMU IPaBUJIA, PETYIUPYIOIINE OPraHU3aAIMOHHBIC, HAYYHO-
TEXHUYECKUE, TEXHOJIOTMYeCKue, (UHAHCOBBIE U UHBIE CTOPOHBI JEATEIBHOCTH YUPEKICHU,
OpraHu3aluil, MpeaAnpUsITHI, UX MOAPA3IEICHNUN, CITYK0 U OTAEIBHBIX TOJKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKLUS;
0) MOJIOKEHHE;
B) perJIaMeHT.

42. JIomXKHOCTHAS. UHCTPYKIUA:

a) HOPMATHUBHBIN TOKyMEHT, U31aBa€Mblil OpraHu3aleil B Hensx perjaMeHTaluu JesiTeIbHOCTH
OpraHU3aI[MOHHO-TIPABOBOTO MOJIOKEHHS pabOTHHUKA, €r0 00sI3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
obecnieueHus yciaoBuil ero 3dexTuBHON pabOTHI;

0) [IpaBoBoii aKT, yCTaHABJIMBAIOIIUN MTPaBUIIa, PETYIHPYIOIINE OpraHU3alMOHHbIE, HAYYHO-
TEXHUYECKUE, TEXHOJIOTUYECKUE, GUHAHCOBBIE Y NHBIE CTOPOHBI ACITEIbHOCTH YUPEKACHUM,
OpraHu3aIuil, MpeaAnpUsATHH, UX MOAPa3/IeNeHNUN, CITY>KO 1 OTIAENbHBIX JOKHOCTHBIX JIUII;

B) MIPUHATBHIN B YUPEKICHUM TMOPSIOK CO3AaHUs, OPOPMIICHUS U UCTIOJHEHUS TOKYMEHTOB.

43. TIpaBoBOIf aKT, MPUHUMAEMBIN KOJIJIETHAIbHBIMU U COBEIIATEILHBIMU OpPraHaMt YIPEKICHUH,
OpraHu3aluii, NpeAnpusTHil B LEISIX pa3pelieHus Haubojee BaKHBIX BOIPOCOB UX JIEATEIbHOCTH,
Ha3bIBaCTCs
a) peIlICHUEM;

0) mpuKa3om;
B) IMOCTAHOBJICHUEM.

44. JIOKyMEHT, coJepKalllhi 3amuch XoJa OOCYXICHHS BOIPOCOB U MPHUHATHS PEIICHUN Ha
coOpaHMsIX, 3aCeIaHUAX, COBEUIAHUIX, KOHPEPEeHIUIX, JeTOBbIX BCTpEeUax:
a) yKa3aHue;

0) MPOTOKOJ;
B) pacropsbKeHue.

45. B pe3ynbTare NpOX0KICHUS MPOLeTypbl 0TOOpa MPUHATHS Ha padOTy rpakaHe MoJat0T
a) pe3roMe;

0) MUCHEMEHHOE 3asIBJICHHUE;
B) QHKETY.

46. 3asBiIeHHE O TpHEME Ha pabOTy COCTaBISIETCS
a) aBTOMaTHU3UPOBAHHBIM CIIOCOOOM;

0) py4HBIM CIIOCOOOM;
B) BCE OTBETHI BEPHBI.

47. B 3asBieHue 0 IpueMe Ha paboTy yKa3bIBarOTCs CIEIYIOLINE JaHHbIE:

a) ajpecar, aBTop, MECTO MPOKHUBAHUS, HAUMEHOBAHUE BU/IA IOKYMEHTA, TEKCT C YKa3aHUEM
JOJKHOCTH;

0) azpecat, aBTOp, MECTO IIPO’KMBAaHUS, HAMMEHOBaHME BUJa JOKYMEHTA, TEKCT C yKa3aHHEM
JOJIKHOCTH, TTOANNCH 3asIBUTENIA, AaTa COCTABIICHUS;

B) HET BEpHOIO OTBETA.

48.0cHoBHOM (hOpMOH peasin3alluy paBa Ha TPY/ SBJISETCS 3aKII0UEHUE
a) IOTOBOPA;
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0) TPyAOBOTO JOTOBOPA;
B) KOHTpPAKTA.
49. OcHoBHBIE TPeOOBAHUS K COACPKAHUIO IOTOBOPA:
a) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYIOBOMY 3aKOHOIATEILCTBY;
0) ero COOTBETCTBHE CYIIECTBYIOUIEMY TPYJOBOMY 3aKOHOIATEIbCTBY M JIOKAJIHHBIM aKTaM
OpraHu3aIumy;
B) ero cootBercTtBue TK POD.
50. IIpuka3 o npueme paboTHHKA Ha pabOTy UMEET YHU(DUITUPOBAHHYIO (POPMY
a) T-1,
0) T-2;
B) T-3.
51. JIuuHas KapTOYKa SIBJISICTCS OCHOBHBIM YUETHBIM JIOKYMEHTOM Pa0OTHHUKA U UMEET
yHUDUIIMPOBAHHYIO (popMYy:
a) T-1,
0) T-2;
B) T-3.
52. XapaktepucTuka — 3T0. ..
a) o(UITMATBHBIN JJOKYMEHT, KOTOPBIN BBIIACT QJIMUHUACTPALIHS TPEATIPUATHS CBOEMY COTPYIHUKY TIPH
PEIIEeHUH [IEJIOTO Psifia BOTIPOCOB;
0) odurManbHble aHKETHBIE TaHHBIE;
B) OIICHKA MOPAJILHBIX M JICJIOBBIX KAYECTR.
53.JIoKyM€eHT, KOTOPBI aBTOP COCTABJISIET CAMOCTOSITEIBHO:
a) aBrobuorpadus;
0) pesrome;
B) aHKETAa.
54. OCHOBHBIM JTOKYMEHTOM, MOJTBEPKIAIONIUM TPYIAOBYIO ACATEIBHOCTh M TPYIOBOM CTax
pabOTHHMKA, HA3BIBACTCA ...
a) Tpy/OBask KHIDKKA,;
0) TUYHas KapTOUKa,
B) TPYJIOBO# JOTOBOP.
55. OCHOBHBIMH 3aJla4aMU, CTOSIIIUMH TEpe]l OYXTalTEepCKON CIyx)O00¥ JIF000H OpraHu3aIuu,
SIBJISIFOTCSL:
a) hopMHpPOBaHKE MTOJTHON U JOCTOBEPHOI MHGMOPMAIIHH;
0) obecrieyeHre KOHTPOJISI U CBOEBPEMEHHOE MPEAYyIPEkKICHUE HEraTUBHbBIX SBJICHUN B (PMHAHCOBO-
X035lCTBEHHOM JI€ATEIbHOCTH;
B) BCE OTBETHI BEPHBI.
56.0cHoBaHMEM IJis OTpakeHUs WH(GOPMAIMU O COBEPUICHHBIX XO3SMCTBEHHBIX OMNEpalusix B
perucrpax OyXraiaTepckoro y4era sBIISIOTCS
a) MepBUYHbBIE JOKYMEHTHI;
0) aBaHCOBBIC OTYCTHI;
B) yCTaB OpraHU3aIuy.
57. JIokyMeHTBbI, COCTaBIIEHHBIE C HAPYILICHUEM YCTAHOBJICHHBIX MPABUI
a) He IPUHUMAIOTCA K YUETY;
0) HE UIMCIOT IOPUANYCCKOUN CHIIBI;
B) OTHPABJIAIOTCS Ha 10PabOTKY.
58. JIokyMeHThI, TIpeiHa3HauYeHHbIe 11 0(OPMIICHUS OTIEpalliii C HATMYHBIMU 1 O€3HATMYHBIMU
JICHe)KHBIMU CPEJCTBAMH OPraHU3alliu, Ha3bIBAIOTCA
a) JICHS)KHBIMU;
0) MaTepHaIbHBIMU;
B) PacUeTHBIMHU.
59.Cornamienue IByX WU HECKOJBKUX JIUIl 00 YCTAaHOBJIEHWH, U3MEHEHUU WJIH MPEKpaIleHUH
TpaXXIaHCKHUX TpaB U 00s13aHHOCTEH, Ha3bIBAETCHL. . .
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a) I0roBOpP;
0) aKT mpueMa nepeiavn;
B) UHCTPYKIIUS.

60.JloroBop cuMTaeTCs 3aKJIFOUEHHBIM, KOT1a MEX]y CTOPOHAMHU
a) HET IIPETEH3UI;

0) JOCTHTHYTO COTJIALIICHUE TI0 BCEM ITyHKTaM;
B) HE CYILIECTBYET pa3HOIJIACHil.

61. Jlns mpuoOpeTeHns TOBapOB CTOPOHBI BCTYIAIOT B OTHOMICHHUS MO IMOCTaBKE MPOMYKIHH
OpraHu3auei — MoCTaBUIMKOM OPraHU3alMU-TIOTPEOUTENI0. DTH OTHOLICHHS O(POPMIISIOTCS
a) IOTOBOPOM COBITa;

0) TOTOBOPOM TOCTABKH;
B) JIOTOBOPOM KYIUIU-IIPOJAXH.

62.ITpoToKOJ pa3HOIIacuil K I0TOBOPY COCTaBIISIETCS B
a) OJTHOM PK3EMIISPE;

0) IBYX 9K3EeMILIAPaX;
B) TPEX K3EMIUISPAX.

63.J10BEpeHHOCTH — ATO
a) TOKYMEHT, KOTOPBII YIOJTHOMOYMBAET MPEICTABIISATH MHTEPECHI JIMIIA, BHIJABIIETO TOBEPEHHOCTb,
JIILY, €€ TIOJIYIUBIIEMY, TTepe] TPEThHUMH JINTIAMH;

0) TOKYMEHT, OTIPEEIISIFOIININ CTAaTyC MOJIb30BaATENS;
B) TIPaBOBOM aKT, KOTOPBIH YITOJIHOMOYHUBAET MPEICTABIIATH MHTEPECHI JIMIIA, BHIABIIETO
TOBEPEHHOCTb, JIUILY, €€ TIOJIYYHUBIIEMY, TTIepe]l TPETHHMH JIHIIAMHU;

64.PexBU3UTHl 0UIHATBEHON TOBEPEHHOCTH:

a) Ha3BaHUE BHJA IOKYMEHTA, TIOJJTHOE HANMEHOBAHHUE OPTaHU3aINH, BBIIABIICH JTOBEPEHHOCTD, U €TO
azpec, HoMep, AaTa BbIJa4u JOBEPEHHOCTH, CPOK IEHUCTBUSA, NOJKHOCTh, DO nuna, kotTopomy
JOBEpsETCS MOJYYUTh LICHHOCTH, IEHEKHbIE CPE/ICTBA;

0) Ha3BaHKeE BUJIA TIOKYMEHTA, IIOJIHOE HAMMEHOBAHHUE OpraHU3al1H, BbIJaBIIEH JOBEPEHHOCTD,
HOMeEp, JaTa BbIJa4M TOBEPEHHOCTH, JOHKHOCTH, WO nuia, KOTOpoMy J0BEPSETCS MOITYIUTh
LIEHHOCTH, JICHEXHBIE CPEJICTBA;

B) HET BEpPHOTO OTBETA.

65. JIokyMeHT, KOTOpbIM O(OPMIISIOT MPHEM W OTIPABKYy Tpy3a, MEPEMEIICHUE WM OTIYCK
MaTepHUaIbHBIX [IEHHOCTEH, Ha3bIBACTCS
a) HaKJIa/IHas,;

0) cueT-dakrypa;
B) HapsI.
66.TpeboBanue 0 106POBOJIHLHOM YCTPAHEHUU HAPYILIEHUS 3aKOHOIaTeNIbCTBA:
a) TIPUKa3;
0) UCKOBOE 3asIBJICHHUC;
B) MPETEH3HSL.

67. TpeboBaHre K KOMIIETEHTHOMY OPraHy O 3alllUTe HAPYIIEHHOTO MpaBa OpraHU3aIyH. ..

a) IPETCH3U;
0) UCKOBOE 3asIBJICHHUC;
B) COMPOBOUTENLHOE MUCHMO.

68. LlentpanuzoBanHas (opma opraHu3auu padoOThl ¢ JOKYMEHTaMH PUMEHSETCS Ha
a) MPeIIpUATHIX C MaJIBIM IOKyMEHTO000pOTOM;

0) IpeAnpHUATHIX C KPYITHBIM JOKYMEHTO000POTOM;
B) BCE OTBETHI BEPHBI.

69. IlepeyeHb DOKYMEHTOB, HEOOXOJIUMBIX Uil YHPABICHUYECKOW AEATENbHOCTH KOHKPETHOMH
OpraHu3alluM, COJIEpXKALIUil XapaKTepUCTUKY Ka)JI0ro JIOKYMEHTa, €ro IOpUAWYECKOro cTaryca Hu
ATanoOB JOKYMEHTUPOBAHMUS, HA3bIBACTCS
a) BEJIOMOCTb;

6) Tabenb (opM TOKYMEHTOB;
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B) Ta0elb.

70.ITon opraHu3anMOHHOW, (UHAHCOBO-DKOHOMUYECKOW, HAYYHO-TEXHUYECKOWM W HWHOU
MCIOJIb3YeMOM B OpraHmu3aiuu nHhopManuu, 00Jiaaameil pealTbHOW WIH TOTCHIIUATBHON IICHHOCTHIO
JUI CTOPOHHUX JIUL, 3aMHTEPECOBAHHBIX B €€ M0JIyYEHUH, HO HE UMEIOIIMX 3aKOHHBIX OCHOBAaHUI AJIs
cBOOOTHOTO O3HAKOMJICHUS C HEIO, TOHUMAETCH. . .
a) KOMMepyecKasl TaliHa;
0) JTOKAJIbHBIN aKT;
B) JIOTOBOP KYIUIU-IIPOJIAXKH.

71. [lucbMeHHOE OOpaleHre TOICKUT 00s3aTSIIBHON PETUCTPAIIMU B TCUCHHUH. . .
a) HeJIeTu;
6) mus;
B) TPEX JHEH.

72.@ukcanus (akra CO3AAHHUS WIM TOCTYIUIEHHMS JOKYMEHTa IyTeM IPOCTABJIEHUS Ha HEM
MHJIEKCa U JIaThl C MOCIEIYIONIEH 3aliChi0 HEOOXOUMBIX CBEIEHUN O TOKYMEHTE B PErUCTPALIMOHHBIX
(dhopmax, Ha3bIBACTCS
a) HOMEHKJIATypO Jied;
0) KOHTPOJIEM UCTIOJTHEHHUS JOKYMEHTOB;
B) perucTpanuei ciryKeOHbIX TOKYMEHTOB.

73.B COOTBETCTBUM C Ha3HAUEHHUEM BCE TEXHUYECKHE CPEICTBA MOKHO pa3OUTh Ha CIEAYIOIINE
TPYIIITHL:
a) Cpe/CTBa JUIS COCTABIICHUS JOKYMEHTOB; KOIMPOBAJIbHAS U MHOXKHUTENIbHASI TEXHUKA; CPEJICTBA
00paboTku nHbOpMaIuy;
0) cpelcTBa XpaHEHUsI, TIOUCKA U Mepeayll TOKYMEHTOB; TEXHUKA YIPaBIE€HYECKOU CBSI3H;
B) BCE OTBETHI BEPHBI.

74.0prrexHuka — 3To
a) TEXHUUYECKUE CPEJICTBA, UCIOIb3yeMble B YIPABICHUHU U JAEJIONPOU3BOJICTBE;
0) TEXHUYECKHE CPE/ICTBA, UCIOJIb3yeMbIE B YIIPABJICHUH;
B) TEXHUYECKHE CPEACTBA, UCIIOJIb3yeMbIE B ICIIONPOU3BOICTBE.

75.Texuuueckue cpeicTBa, UCIOIb3YeMbIE JJIsl COCTABIEHUS JOKYMEHTOB, KIACCU(PHUIIUPYIOT 110
a) coco0y CO3/IaHus IOKYMEHTOB;
0) 1Mo CyOBEKTY;
B) 1O OOBEKTY.

76. OcHOBO# COBPEMEHHOM OpPraHU3alliy PallMOHAILHON 1 OTIEPaTUBHOM PabOTHI IO CO3/IaHUIO
1 00pabOTKe OTPOMHOTO MOTOKA TOKYMEHTOB B OpraHU3aIUsaX CTaIN
a) I1K;
0) MUIYIIHE MAITUHKH;
B) IUKTO(OHHAS TEXHHKA.

77. Ha mpakTHkKe HCHOJB3YEeTCS MHOXECTBO IMPOrpaMM JUIsl peAaKTHPOBAaHUS TEKCTOB. OTHU
MIPOrpaMMbI Ha3bIBAIOT
a) TeKCTOBBIMH PEIaKTOPaMH;
0) TEKCTOBBIMH MPOIECCOPAMH;
B) BCE OTBETHI BEPHBI.

78.ITox TeIeKOMMYHUKAIIMSIMU TIOHUMAIOT
a) CeTH KOMIBIOTEPOB, OOBEAMHEHHBIX JUHUSMHU WIM KaHAJIaMd CBsI3W, Onarogaps KOTOPBIM
TEPPUTOPUATHHO yJaIEHHbIE KOMIIBIOTEPHI MOT'YT OOMEHHUBATHCS JAHHBIMH JIPYT C IPYTOM;
0) ceTH KOMIBIOTEPOB, HE OOBEAMHEHHBIX JHHHUSIMH WIM KaHalaMW CBsI3W, Onlarojgaps KOTOPHIM
TEPPUTOPUATHHO yJAIEHHbIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS JAHHBIMH JIPYT C IPYTOM;
B) HET BEPHOT'O OTBETA.

Kpurtepun n mkana onennBanus (yCTHbIN 0npoc)

OueHka \
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«OTJIHYIHO»

«Xopouo»

«YAOBJETBOPUTECJTIBLHO»

«HEYAOBJICTBOPHUTEJIBHO»

Tema packpsiTa B
IIOJIHOM 00BEME,
BBICKa3bIBAHUS
CBSI3aHHBIC U
JIOTUYHBIE,
HCII0JIb30BaHA
HayyHas JIEKCHKa,
MIPUBEICHBI
npumepbl. OTBETHI
JIaHBI B TTOJTHOM
o0BeMe.

Tema packpsITa HE B
IIOJIHOM 00BEME,
BBICKa3bIBaHUS B
OCHOBHOM
CBSI3aHHBIC U
JOTHYHbIE,
UCII0JIb30BaHA
Hay4Hasl JIEKCUKA,
IIPUBE/ICHBI
npumepsl. OTBETHI
Ha BOTPOCHI JaHbI
HE B IIOJIHOM
o0beMe.

Tema packpeiTa
HEI0OCTaTOYHO,
BbICKA3bIBaHUS
HECBSI3aHHBIE U
Henornynele. Hayunas
JEKCHUKA He
UCIOJIb30BaHA, HE
IIPUBE/IECHBI IPUMEPBI.
OTBeThl Ha BOPOCHI
3aBHUCAT OT IIOMOLIH CO
CTOPOHBI
IpenoiaBaTels.

Tema He packpsITa.
Jloruka u3InoXeHwus,
IMPUMCEPHI, BBIBOABI U
OTBCTLI HA BOIIPOCHL
OTCYTCTBYIOT.

KpuTepuu H IKaJa OCHUBAHUA (Bbll’lOJ’lHCl—[l’le MPAKTUHICCKUX 3ananm‘i)

BBIBO]I

OTBET U Pa3BEPHYTHIN

MPaBUJIbHBIN OTBET,
HO HE  CleNaH
BBIBOJ{

clieaaH BBIBOJ

Ouenka
«OTJIUYIHO» «Xopouaio» «YAOBJIETBOPUTECJIBHO» «HEYAOBJCTBOPUTEIBHO»
[To pemenuro 3amaum | Ilo pewennto | [To pemenuro 3amaum mad | 3agava HE pelieHa
JaH Hp&BHJ’IBHBIfI 3agauu JaH JaCTHYHBIN OTBCET, HE | IIOJIHOCTBHIO

Kpurepun u mkaja onueHuBaHus (TeCTUPOBaHUeE)

Yucao NpaBUJILHBIX OTBETOB

Onenka

90-100% mnpaBUIBHBIX OTBETOB

O1LeHKa «OTINYHO)

70-89% mpaBHIIbHBIX OTBETOB

OHCHKa «XOpOoHIo»

51-69% mpaBUIIbHBIX OTBETOB

OHCHKa «YHOOBJICTBOPHUTECIBHO»

Menee 50% npaBUIbHBIX OTBETOB

OHCHKa CHEYOOBJICTBOPHUTECIBHO»

7.4.2. KOMILIEKT OIIEHOYHBIX CPEJACTB JIJISI IPOMEXYTOYHOM ATTECTALIUA
IIpuMepHbIe BONPOCHI K 324€Ty ¢ OIEHKOI
Konmponupyemwvie komnemenyuu — OK 09, I1K 3.1.
1. TlonsTHe «IOKYMEHT», €ro (QYHKIMH U 3HAYCHUE B XKU3HH UYCIIOBEKA.
2. Ilpemmer MOKYMEHTAIIMOHHOTO OOECIICUCHHS YITPABIICHUS, 3SHAYCHUE TUCIUILTHHBI.
3. HopwmartuHo-mpaBoBasi 6a3a TOKYMEHTAITMOHHOTO OOECIICYCHHUS YIIPABIICHUS,
rocy/apcTBeHHas CUCTEMa JOKYMEHTAIIHOHHOTO 00ECTIeYeHH s YIIPaBIICHUS.

©oN O~

10 TpeboBanust k 0(OPMIIEHHIO TOKYMEHTOB

Crannaptuzanus 1 yHU(UKaus CUCTEMbl JOKYMEHTAIIMOHHOTO 00eCIieyeHHs yIpaBIeHHs.
HopmaTuBHO-TIpaBoBas 6a3a JOKYMEHTAI[MOHHOTO O0EeCTIeYEeHNUs YIIPaBIEHHUS.

OO111e MPUHIMIIBI OpraHU3alliK I0KyMEHT0000poTa. OCHOBHBIE 3Tambl pabOThI C JOKYMEHTAMH.
JIoKyMeHT, TpeOoBaHMsl, IPEABbABIsIEMbIE K HEMY, QYHKIIMH JOKYMEHTA.

Perucrpanus 1okyMeHTOB. Bujbl peructpaimoHHbIX (GopM.
Knaccugukanus 10KyMeHTOB
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11.
12.
13.

AOKYMCHTaIlUN

14. Cucrema

CIPaBOYHO-UH(POPMAIIMOHHOHN

JOKYMEHTAIUU

COCTaBJICHUS, 0(OPMIICHHSI U PAOOTHI C STUMH JOKYMEHTaMH.

15.

16. IIpaBuna

odopMIICHUS

Kanposas noxymenTanus npeanpustus. Ee poiib B ynpaBiIeHUH.
(MHAaHCOBO-OYyXTaNTEPCKON

HPEANPUATHS.

JOKYMCHTalIUH

BI/II[BI OpraHru3alMOHHO-PACIIOPAANTCIIBHBIX JOKYMCHTOB, IIpaBUJIia UX O(l)OpMJIeHI/ISI.
OdopmIieHue nmpukasa, IpoTOKoJIa, MHChMa.

[Topsimox cocraBieHuss W OQOPMIICHHS, COCTaB M HA3HAYCHHE PACIOPSAUTEIHHON

[Hopsimok

MPEANPHUSITHS.

Haznauenue u nops10x opopmiIeHuUs IUIAHOBOM U OTUETHOW JOKYMEHTALMU NPEATIPUATHUS.

17.

COCTaBJICHUS ¥ OOPMIICHHSL.

18.
19.
20.
21.

23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.

JIOKyMEHTOO000POT, OCHOBHBIE IIPUHIIUIIEI PA0OTHI C TOKYMEHTAMH.
[Topsiiox paGoThI C BXOAAIMMH U UCXOAIIMMH JOKYMEHTaMHI
[Topsiox paboThI C BHYTPEHHUMHU U KOHPHUAECHIUATbHBIMU JOKYMEHTAMHU
XapaKTepucTUKa U COCTaB CIIPaBOYHO-UH(OPMALIMOHHBIX IOKYMEHTOB.
Craguy NoAroTOBKU PacHOPSAUTENbHBIX JOKYMEHTOB.
X034MCTBEHHBIN I0TOBOP: IOHATHE, CYIITHOCTb.
JIoroBOp KyIuIM-IpOoJaKu.
JloroBop mocTaBKw.
Kommepueckrie akThl: TOHATHE U CYIIIHOCTb.
KoHTposs 3a uCIToTHEHNEM IOKYMEHTOB.
OcHoBHbIE TPeOOBaHUS K OpraHU3allii XPaHEHHsI HCIIOJTHEHHBIX TIOKYMEHTOB.
OKcnepTr3a EHHOCTH IOKYMEHTOB. DKCIIEPTHBIE KOMHUCCHHL.
ApXHMBHOE XpaHEHUE TOKYMEHTOB. BH/IbI apXUBOB.
Howmenknarypa gen.
®dopmupoBanue U 0hopMIICHUE L.
OnepatruBHOE XpaHEHUE JIETT.

JIOKYMEHTBI 110 TOPTOBOM J€ATEIBHOCTH MPEANPUATHS: UX COCTaB, HA3HAUYEHNE, 0COOCHHOCTH

KpuTtepuu u mkaJjbl OeHMBAHUS POMEKYTOYHOH aTTecTALMU

Illkana 1 KpUTEPHHU OIIEHKH (3a4eT ¢ OLEHKOI)

OT1an4Ho

Xopomuo

Y 10B/1€TBOPUTEIBLHO

HeynoBierBopuTtebHO

1. MaTepuan u3noxeH
IPaMOTHO, B OTIpeeICHHON
JIOTUYECKOU
MOCJIEJIOBATEIHLHOCTH,
MPaBUJIBLHO UCTIOJIB3YETCs
TEPMUHOJIOTUS;

2. [lokazano ymenue
WILTIOCTPUPOBATh
TEOPETUYECKHE TIOJIOKEHHS
KOHKPETHBIMU IIPUMEPAMH,
MPUMEHATh UX B HOBOU
CHUTYaIH;

3. IIpoeMoHCTpUpPOBAHO
YCBOEHHUE paHee
U3Y4YEHHBIX
COITYTCTBYIOIIUX

1. OTBeT yaoBiIeTBOPSAET
B OCHOBHOM TPEOOBaHUSIM
Ha OLIEHKY «5», HO MpU
3TOM MOXET UMETh
CIIEyIOIINEe HEAOCTATKU:

2. B u3noxxenun
JOTYILIEHbI HEOOJIbIITHE
npoOeIbl, He NCKA3UBIIHE
CoJIep)KaHHEe OTBETA;

3. JlonymieHsl OJIMH - ABa
HEeJI0ueTa MPHU OCBEIICHUH
OCHOBHOTO COJIEp>KaHUs
OTBETA, UCIIPABJICHHbBIE
10 3aMeYaHMI0
Mperno/iaBaTeis.

1. HenosHo nim
HENOCIeI0BaTEILHO
PaCKpBITO COJCP)KaHNE
Marepuaa, HO TIOKa3aHo
o011ee MoHMMaHKe BOIIpoca
Y TIPOJIEMOHCTPUPOBAHBI
YMEHHsI, TOCTAaTOUHbIE JIJIs
JAbHEUIIIEr0 YCBOCHHUS
Marepuania.

2. Umenuce 3aTpyaHEeHUs
WM JIOTIYILIEHBI OIITUOKH B
OIIPENEIIEHUN TTIOHATHH,
UCII0JIb30BAaHUU
TEPMHUHOJIOTUH,
WCIIPABJIEHHBIE TIOCIIE
HECKOJIbKMX HABOISAIINX
BOIIPOCOB;

1. Conepxanue
MaTepuaia He pacKphITO.

2. OmuoKu B
OTpe/ICIICHUN TIOHSTHH,
HE KCII0JIHb30BaJIach
TEPMHUHOJIOTHS B OTBETE.
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BOIIPOCOB,
c(hOpMHUPOBAHHOCTH
YMEHUU U 3HAHU;

4. OtBeT po3By4al
CaMOCTOSTENLHO, 03

HaBOJAIUX BOITPOCOB.

3. IIpu HEnoJIHOM 3HAHUU
TEOPETUYECKOTO MaTepuasa
BBISIBJICHA HEJIOCTATOYHAS
c(OpPMHUPOBAHHOCTH YMEHUI
Y 3HAHUU.
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