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1.IIACIIOPT PABOYEM ITPOI'PAMMBIYYEBHOM TUCIHUATIJINHBI
«1IOKYMEHTAIUOHHOE OBECIIEYEHUE YIIPABJIEHUSI»
1.1. O6aacTh NPpUMEHEHHsI TPOTrPaAMMBbI

Pabouass mporpamma y4eOHOW AMCHMILIUHBI «J[OKyMEHTaIbHOE OOECIeueHNE YIIPABICHUS
BBoauTcs B cooTBercTBUHM ¢ DPI'OC CIIO B kauecTBe o00s3aTenbHOM 00menpodeccuoHanbHOMI
JTUCIUIUTMHBI TPOPECCHOHATBHOIO Y4eOHOTO IUKIIA MPOrPaMMBbI TIOJITOTOBKU CIICUATHCTOB CPEIHETO
3BeHa (manee — I[IIICC3) mo cmenuansHocTH 40.02.01 IIpaBo u opraHu3aius COIHMAIBLHOTO
obecreueHus.

Pabouass yueOHasi mporpamMma TUCHUIUIMHBI MOXET OBITh HCIIOJIb30BaHA B JIOTIOJHUTEIHLHOM
po¢eCCHOHAIIPHOM 00pa30BaHUU MIPH OPraHU3AIMKA KYPCOBOM MOATOTOBKH MOBBIIICHUS KBATH(PUKAIIUH
KaJ[pOB HWJIM WX TIEPENOATOTOBKH, a TAKXKE IO BCEM HAIPABJIICHUSM MPOPECCHOHATBHON MOATOTOBKH
KaJIpoB.

1.2. MecTo AMCUUILUIMHBI B CTPYKTYpe MPOrpaMMbl MOATOTOBKHU CHENMAJHCTOB CpPeHero
3BeHa:
VY4yeOHas MUCIMILIMHA BXOIUT B KadecTBE 00s3aTeNbHOM 00ImenpodeccnoHaIbHON JUCIUTUINHBI
B npodeccuonanbHblii yueOHbd 1uka [IIICC3 no cnemumansHoctu 40.02.01 IlpaBo u opranuzanus
COILIMAIEHOTO 00eCTIeUeHHSI.
1.3. Henu u 3aga4u AMCUMILVIMHBI — TPEOOBaHUS K pPe3yJIbTATAM OCBOEHHS TUCIHUIIUHBI:
Pabouyasi nporpaMma opMeHTHPOBaHA HA JOCTHKEHHUE CJIeAYIOIIUX LeJIei:
e JajbHeiilllee pa3BUTHE M COBEPUIEHCTBOBAHUE HABBHIKOB COCTABJICHUS M O(POPMIICHHS
JIOKYMEHTOB C HCIOJIb30BaHHEM MH(OPMALIMOHHBIX TEXHOJIOTHI;
e OBJIaJleHHMEe 3HAHUSIMH O pPaboTe C BXOMSIIUMH, UCXONAUIMMU U BHYTPEHHUMH
JOKYMEHTaMU;
® [pMMeHeHHe [I0JyYEHHBIX 3HAaHUI U YMEHUN 110 TEOPETUYECKUM MOJIOKEHUSM,
TEXHOJIOTHUSIM, ONEPALUSIM, TPAKTHUYECKUM METOJIaM U MpUeMaM JJisi OpraHu3aliu
JOKYMEHTO00O0pOTa Ha MPEATNPUATHUAK, B YUPEKICHUSAX.
3agauu IMCUMIIMHBI - H3y4YeHHe:
® COBPEMEHHOTO COCTOSIHUS JOKYMEHTALMOHHOT0 00eCTIeYeHHs yIPaBIICHUS;
® [pPaBWIBHOW OpraHu3anu padoThl C JOKYMEHTaMH, OT KOTOPOH 3aBUCHUT 3(PPEKTHUBHOCTD
JesITeIbHOCTH aflapara yrnpaBJieHHUs,
® HOBBIX HH()OPMAIIMOHHBIX TEXHOIOTHUH.
B pesyabTate 0cBOCHHS IMCHHMIIIMHBI 00yYAIOIIMICS N0/IKEH YMeTh:
e 0pOpMIATH  OPraHU3ALMOHHO-PACHOPSIUTENbHBIE  JOKYMEHTBl B COOTBETCTBUM  C
nevictytomuM ['OCTowm;
® OCYIIECTBIATh 00Pa0OTKY BXOJAIINX, BHYTPEHHUX U UCXOASIINX IOKYMEHTOB, KOHTPOJIb 32
UX UCTIOJIHEHUEM;
e 0(QOpMIISITH JOKYMEHTHI JUIsl IEpEeIavl B apXUB OpraHU3altu.
B pe3yabTarte ocBOeHHS IMCHMIIJIMHBI 00Y4YAIOIIMIiCS 10JIKeH 3HATh:
- MOHATHE JOKYMEHTa, €ro CBOMCTBA, CIOCOOBI IOKYMEHTUPOBAHMS;
- TIpaBUJIa COCTABIEHHS U 0(OPMIICHUS OPraHNU3aMOHHO-PACTIOPAAUTENbHBIX T0KyMeHTOB (OP/I);
- CHCTEMY U THUTIOBYIO TEXHOJIOTHUIO IOKYMEHTAIIMOHHOTO obecredeHus ynpasienus (JI0Y);
- 0COOGHHOCTH  JICJIOMPOMU3BOJACTBA MO OOpallleHUsM TpaxJaH H  KOH(HIECHIMAIHLHOTO
JIeNTOTIPOU3BOICTBA
VYuebublil kypc «/lokymeHTanMoHHOe oOecreyeHHe YIPaBJICHUS» MO3BOJISIET MOJYYUTh 3HAHHUS IO
OCHOBHBIM TEOPETUYECKUM IMOJIOKEHUSIM, TEXHOJOTUSM, ONepanusiM, NPAKTHUYECKUM METOAaM H
pUeMaM OpraHU3alUH JIOKyMEHTO000OpoTa Ha 0a3e COBPEMEHHBIX JOCTH)KEHUH OTEUYEeCTBEHHBIX U
3apyOEIKHBIX YIEHBIX
TpeOoBanus K pe3yIbTaTaM OCBOCHHS IUCUMILIMHBI:
[Ipouecc wm3ydeHHs AUCUMIUIMHBI HampaBlieH Ha (QOpMUpOBaHHE OOIUX U MPO(EeCCHOHAIBHBIX



KOMITETEHITHH, BKITIOYAIOIIUX B ce0s CIOCOOHOCTE:
OK 1. [TornmaTh CyIIHOCTh W COLMAIBHYIO 3HAYUMOCTh CBOEU Oyaymiei mpodeccuu, mposBIsITh K
HEW yCTOWYMBBINA UHTEPEC

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JI€STEIbHOCTh, BBIOMPATh TUIIOBBIE METO/IbI U CIIOCOObI
BBINOJIHEHUS TPO(ECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U KaYECTBO.

OK.3 IlpuHumath peuieHus B CTAHAAPTHBIX M HECTAHAAPTHBIX  CUTYalUsIX M HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOUCK M UCTIOJIb30BaHNE HH(pOpManuu, HeoO0XxoauMoun it 3PGHEKTUBHOTO
BBINOJIHEHUS TPO()ECCHOHANIBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U TMYHOCTHOTO PA3BUTHSI.

OKS. Hcnonp3oBaTe MHPOPMAITIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B MPO(HECCHOHAIBHON
JEATEIbHOCTH.

OK 8. CamocTosTeNnsHO OINpeneNaTh 33/1a4i MPOPECCHOHATIBHOIO M JIMYHOCTHOTO pPa3BUTHS,
3aHUMaTbCsA CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH IMOBBILICHUE KBATU(PUKALINY.

OK 9. OpueHTHpOBaTbCS B YCIOBHIX OCTOSHHOTO U3MEHEHHUS IIPABOBOM 0a3bl.
[1K1.1.OcymecTBisATh NpO(PEecCHOHATBHOE TOJKOBAaHHME HOPMATHBHBIX IIPABOBBIX aKTOB  JUIA
peanu3ayy npas rpaxaad B chepe IEHCHOHHOTO 00ECIIeYeHHUs COIUATbHON 3aIIUTHI.

I1K1.2. OcyuiecTBiasTh NpUEM IpaxJaH MO BOIpPOCAaM IMEHCHMOHHOIO OO0eCleveHUs M COLMAIbHOMN
3aIIUTHI.

[1IK1.3.PaccmaTpuBarh makeT JOKYMEHTOB IIO BOIIPOCAM MEHCHOHHOTO OOECIEUEHHsS U COLMaJIbHOMN
3alUTHI 17151 HA3HAYSHUS TIEHCHH, TOCOOMH, KOMIIEHCAlU, PYTUX BBIIAT, a TAKXKE MEp COLUAIbHON
MOJJIEPKKH OT/IEIbHBIM KaTErOPHIM IpaskJaH, HY KIaIOLUMCS B COLUATbHOMN 3allUTe.

I1IK1.4. OcymecTBiaTh yCTaHOBJIEHHE (Ha3HAueHUE, IepepacuéT, INepeBO]), HHICKCALUI0 U
KOPPEKTUPOBKY IE€HCUM, Ha3Hau€HUEe NOCOOWH, KOMIEHCAUMW U JPYruX COLMAJIBHBIX BBIILJIAT,
UCHOJIb3Yysl THPOPMALMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

[1IK1.6. KoHcynpTupoBath rpakad 1 NpeACTaBUTENCH IOPUANYECKUX JIULL [0 BOIPOCaM MEHCUOHHOIO
o0ecreyeHrs U COLMaIbHOMN 3aIUThI.

1.4. Tlpu u3y4yeHUH THCHMILIHHBI PACCMATPUBAIOTCH:

OCHOBHBIE MOHATHS B JAETONPOU3BOJICTBE.

OCHOBHBIE MOJIOXKEHUS TI0 JOKYMEHTHPOBAHUIO YIIPABIEHUECKOM JeITeIbHOCTH.

e EIMHCTBO IpaBWiI JOKYMEHTUPOBAHUS YIPABICHYECKUX TOKYMEHTOB.
Bupl 10KyMeHTOB, X KIacCUPHUKALIMSL.

e [lpaBuia opopmiieHus yrpaBieHUYECKUX TOKYMEHTOB.

° OpFaHI/IBaHI/IOHHBIG JOKYMCHTBI:
- PaCI'IOpS[I[I/ITCJ'IBHI)IC JOKYMCHTEI;
- UndopmaninoHHO- CipaBOYHBIE JOKYMEHTHI.

e (Cuyx0a 1oKyMeHTallMOHHOTro oOecnieueHus ynpasieHus. [lonsatue nokymeHTo000poOTA.

e JlpaBuna perucTtpanMu W UHACKCUPOBAaHUS  JOKYMEHTOB. Opranuzanus  KOHTPOJIS
UCTIOJHEHUS TOKyMeHTOB. CucTeMaTH3alys U XpaHeHue Jell.

e JIOKyMEHTHUpPOBaHHE TPYIOBBIX IPABOOTHOLIECHUI.

e Jlenonpou3BOACTBO MO OOpalieHusM rpaxaad. KoHpuaeHaaIbsHoe 1eI0npor3BOCTBO.

e ABTOMAaTM3MpOBaHHAas  cuUcTeMa MH(OPMALMOHHOTO  OOECHEYeHUs  YIpaBlICHHS U
JEITOTIPOM3BO/ICTBA.

e KoMOBIOTEPHOE /ICIIOTIPOU3BOJICTBO.

1.5. PexomeHayeMoe KOJHYECTBO YACOB HA OCBOEHHE MPOrpaMMbl AUCHMILIUHBI:
MaKCUMaJIbHOU y4eOHOU Harpy3ku oOyuatomierocst -53 gaca, B TOM 4YHCIIE:
00s13aTeNIbHON ayIMTOPHOM yueOHOM Harpy3ku 00ydarolerocs - 8 4acos;
TEOpeTHUECKOe 00yueHHUe — 6 4acoB;

IpaKkTU4Yeckoe o0ydyeHue — 2 yaca;

CaMOCTOSITeNTbHON paboThl 00yJaromerocst -454acos.



2. CTPYKTYPA U COJIEP)KAHUE YUYEFHOM JJUCIHUILIVHBI

2.1. O0beM y4eOHOH TUCHUIJIMHBI U BHAbI YUeOHOH padoThI

Pabowas mporpamMma IUCHMIUIMHBI IOCTPOEHA IO MOAYJIbHO-OnouHOMYy mnpuHImmy. I[lof
MOJIyJIeM T[IOHHUMAaeTcs YKPYNHEHHas JIOTUKO-TIOHATUHHAsS TeMa, XapaKTepU3YIoLascs OOLIHOCTHIO
UCIIOJIb3YEMOIO MOHATUHHO-TEPMUHOJIOTUYECKOrO amnmnapara. Kaxaslii MOyJib COCTOMT U3 OJHOIO WM
HECKOJIbkUX OjokoB. B Tabmune 1 yka3zaH oObeM BpeMeHH, 3alUIaHHUPOBAHHBIA Ha pealu3alfio Bcex
BUJIOB y4eOHOW pabOTHI.

Tabmuma 1 - O6bemM BpeMeHH, 3allJIaHuPOBAaHHBIA Ha PeaTU3aIiio BCEX BUIOB yUeOHOUW paObOThI

Bupa yueoHoii padoTbi Oobem

4acoB
MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 53
O0s3aTeibHAs ayAUTOPHasi ydeOHasi HArpy3Ka (Bcero) 8

B TOM YHCJIE:

71a00paTOpPHBIE 3aHATHS 0
PAKTUYECKHUE 3aHATHUS 2
KOHTPOJIbHBIE pa0OThI 0
BueaynuTopHasi camocTosiTe/ibHasA padoTa o0y4aromerocs (Bcero) 45

B TOM YHCJIC:

nccaeaoBareNbekas pabora 2

pabota ¢ HHGOPMAITMOHHBIMA UCTOYHUKAMHU 8

pedeparuBHas pabora 8
0
2
8

pacueTHo-Tpadudeckas padbora

TBOPYECKHE 3a/IaHHsI

MOJITOTOBKA MPE3CHTAIIMOHHBIX MaTEPUAIIOB
CcOCTaBJIEeHHE TaOJIUI[ U CXEM 10
COCTaBJICHHE OTIOPHBIX KOHCIIEKTOB, TE3HCOB 7
Ilposepka 3nanuil ocyujecmensiemcst ¢ npuMeHeHuem petimuneo8ol mexroaozuu. Ipomescymounas

ammecmayus npo8OOUMCsL Ha Nepeom Kypce 8 hopme ougghepenyuposannoco 3a4éma
(KomnvlomepHoe mecmuposatue).

2.2. TemaTu4ecKHii NJIaH M0 TUCHUILUINHE B pa3pe3e MoayJei

HanmenoBanue - w KonnuecTBO ayAMTOPHBIX YacoB
N ~ &
MOJYJIEU U TEM e 2 & x B TOM 4YHCIJIE:
D x SF af
< - ) =
§ jani g\ 2] = E‘G\ - 1)
28 25 §o¢g Bcero 2 =
S8E8 52 8k JII3,
2>=5 859 & ¥ T | ceMHHApHI
= 5| & § 8 °&
M g ~ 3
MonayJs 1. BBenenne 12 8 4 4 0
Tema 1.1. OCHOBHBIE IOHSTHS B 1 - 1 1 -
JIETIOTIPOM3BOICTBE
Tema 1.2. OCHOBHBIE ITOJIOXKEHHUS 110 1 - 1 1 -
JIOKYMEHTHPOBAHUIO YITPABIECHYECKOM
NEeATENLHOCTH
Tema 1.3.EnuHCTBO TIpaBUII 2 2 -
JIOKYMEHTHUPOBAHUS YIIPABICHYECKUX
JIOKyMEHTOB




Tewma 1.4. Busibl JOKyMEHTOB, UX 3 2 1 1 -
KJIacCU(UKAIIHS

Tewma 1. 5. [IpaBuna opopmiieHus 5 4 1 1 -
VIIPaBJICHYECCKHUX JIOKYMEHTOB

Mopnyas 2. JloKkyMeHTHPOBaHHUe 14 12 2 2 0
OpPraHu3aNOHHO-PACTIOPS/IUTETBLHO

AeSITeJIbHOCTH

Tewma 2.1.0Opranu3anvioHHbIE TOKYMEHTBI 2 1 1 1 -
Tewma 2.2. PaciopsimutenbHbIe TOKYMEHTHI 6 5 1 1 --
Tema 2.3. HpOpMaLIMOHHO-CITPABOYHBIC 6 6 - - -
JOKYMEHTBI

Mopnyas 3.0pranuszanus padéors ¢ 15 15 - - -
JAOKYMEHTaMH

Tewma 3.1. Cnyx06a TOKyMEHTAIIHOHHOTO 4 4 - - -
obecrieuenus yrpasnenus. [lonsrue

JOKyMEHTO000pOTa

Tewma 3.2. IIpaBuia perucTpamnuu u 3 3 - - -

WHJIEKCUPOBAHUSI JIOKYMEHTOB.
Opranu3zanus KOHTPOJIS UCIIOJHEHUS
nokymeHToB. CucremMarusanus u
XpaHEHUue JIeN.

Tema 3.3. JIokyMeHTHpPOBaHUE TPYAOBBIX 4 4 - - -
MPAaBOOTHOLIECHUI
Tema 3.4.]1en0npon3BOICTBO 11O 4 4 - - -

oOpaleHusIM IPaK/IaH.
KoHduaeHnmaibHOE AeT0MPOU3BOICTBO

Mopnyab 4. ABTOMATU3MPOBAHHAS 10 10 - - -
cucreMa HHPOPMAILHOHHOIO
olecrieyeHus1 ynpaBJeHUs U
aeaonpoussoacrea. Komnborepnoe
1eJIONPOU3BO/ICTBO.

Tema 4.1. ABTOMaTU3UpOBaHHASI CUCTEMA 6 6 -
UH(POPMALIMOHHOTO 00ecreueHHs
YIIPABIICHUS U AEIONPOU3BOJICTBA.

Tema 4.2. KomnbrorepHoe 4 4 -
JIETIONIPOU3BOJICTBO

O06001maromuii ypoxk mo Kypcy 2 2 2
HToro mo AucuuImInHe: 53 45 8 6 2

2.3. TeMaTH4ecKHii NJIaH U cofep:KaHue y4eOHOI TUCHMILIHHBI «[[OKyMeHTalMOHHOe
ol0ecrnieyeHue ynpasJieHHs»
JUist  XapakTepUCTUKH YPOBHS OCBOGHMS Y4YeOHOrO Marepuana HCIOJb3YIOTCS — CIEAYIOIIne
0003HAYECHHUS:
1. — o3HaKOMHTENbHBIN (Y3HaBaHUE paHee U3YUEHHBIX 00bEKTOB, CBOWCTB);
2. — penpOoAyKTHBHBIH (BBIOJIHEHHE ACATEIBHOCTH MO 00pa3ily, MHCTPYKIH WIH O] PYKOBOJCTBOM)
3. — NPOAYKTHUBHBIM (IJIAHUPOBAHUE W CAMOCTOATEIBHOE BBINOJIHEHHE JEATEIbHOCTH, pEIICHHE
MPOOJIEMHBIX 3a/1a4)

HanmenoBanue Coneprxanne yueOHOTO MaTepuaina, jaboparopasie | O0béM | YpoBeHb
paszienoB, MoayJei Y TIpaKTHYecKue paboThl, YacoB | OCBOGHUS
U TEM CaMOCTOSITeNIbHAsI padoTa 00yJarOIIMXCs




1 2 4
Pasznes 1.IloHsiTHE 0 JOKYMEHTE, KOPPECIIOHICHIIUN U J1eJIONPOU3BO/ICTBE.
Hocutean nndgopmanun. CucreMbl JOKYMEHTAIIUH
Mooyns 1 Benenne
Conep:xkanue yueOHOro MaTepuaJia 1
Tema 1.1. OcHOBHEIE TTpesver " 3anaun Kypca
HOHATHS B «JloKyMEHTaIIMOHHOE O0ECIICYCHUE YIIPABICHHUS.
ACTOTIPOU3BOAICTBE Kpyr  BompocoB,  OXBarTbIBA€MBIX  JAHHBLIM 2
MPEIMETOM H €T0 CBSI3U C IPYTHUMH JUCIUATLTHHAMHA
yueOHoro 1miaHa. Kparkuit 0030p nuteparypsl u
MCTOYHHUKOB T10 IAaHHOMY KYpCY.
Pexomennarmm 1o OpraHHU3aIuH
TEOPETUYECKUX U MPAKTHUYECKUX 3aHATHH, a TaKKe
CaMOCTOSITEIFHOCTH ~ BHEAYAUTOPHOW  pabOThI
CTY/ICHTOB.
Conep:xxanue y4eGHOro Marepuasia
Tewma 1.2. OcHOBHBIC KIIF0YeBhIE 1
HOJIOKCHIS 1O HOHATHSL: IOKYMEHT, IOKYMEHTOOOOPOT, IEJIONPOHU3B
AOKYMCHTUPOBAHHIO OJICTBO, YHU(DUKAIMSA,CTaHAAPTU(DUKALHS. 2
YHPABICHICCKON TpebGoBanus K jokymenTam. @opmysisip
ACATCNILHOCTH nokymenra. Hocurenu uHGOpMaIu: pyKOIUCHBIE,
MAIIHHOIMCHBIC, MATHUTHBIC JICHTHI, IEP(OJICHTHI,
JCKeThl. VX KpaTkasi XapaKTepUCTHKA.
Tema 1.3. Conep:xxanue y4eGHOro Marepuasia
EAMHCTEO IpaBmI Kpartkwuii 0630p ['ocynapcTBeHHOM CUCTEMBI
JIOKYMEHTHDOBAHHS JOKYMEHTAITMOHHOTO 00ECTICYeHHS yIIPaBICHUS 1
N — I'CAOY u yHuuumpoBaHHBIX CUCTEM
JIOKYMEHTOR nokymentaiuu (YC/). 2
Kareropuu cranmapToB: TOCyJapCTBEHHEIE,
pecrry0nMKaHcKue, oTpacieBbie. X kpaTkas
XapaKTepPUCTHKA.
Tema 1.4. Bust Conep:xxanue y4eGHOro MaTepuasia 1
OKYMEHTOR, HX Buaer 1OKyMEHTOB: O OOIIUM U
O N—— aJIMUHUCTPATHBHBIM BOIIPOCAM, 110 QyHKIIASIM 2
YIIPaBJICHHUSI.
Knaccudukanuus 10KkyMeHTOB:
[To HauMeHOBaHUIO, IO MECTY COCTABIICHUS,
0 COJIEPKAHMUIO, TIO (hopMe, TIO CPOKaM
WCIIOJTHEHUS, 110 TIPOUCXOXKICHUIO, TIO BUTY
odopmienuto, o cpeacrsam puxcanuu. Mx
KpaTKui 0030p.
Tema 1.5. [paua Copaepxxanue y4eOHOro MaTepuaJia
T —. [ToHsTHE «PEKBU3HUTHI JOKYMEHTaY.
YTIPARIICHUECKHX Odopminenne peKBU3UTOB JOKYMEHTOB. 3UHaqu1/1e 1
IOKYMEHTOB PEKBHU3UTOB, 3aBUCUMOCTh FOPUIUYECKON CHIIBI
JOKYMEHTOB OT ITOJIHOTHI M Ka4eCTBA HX 2
odopmienus. KpaTkuit 0030p cTaHIapTHBIX
OJTAaHKOB, UCIIOJIb3YEMBIX B OPTaHU3AIUIX
(yapexxnenusix). TpeboBanus k 6iankam. [Topsigok
Y TEXHHUKA 0OPMIICHHSI PEKBU3UTOB JJOKYMEHTOB.
Ilpakmuueckasa padoma Nel 2,3




BueaynuTopHasi camocTosiTe/IbHasi padora
cryaenTa Nel

Paznen 2

Monyanb 2 Jokymenmuposanue op2anu3auuoHHO-pacnopAOUmeIbHol

oesamenvHocmu

6/6

Tema 2.1

OpranuzalvoHHbIC
JOKYMEHTBI

Conep:xanue y4eOHOro MarepuaJia
Opranu3aivoHHbIE JOKYMEHTHI:
VYcras. [lonoxxenns. Uuctpykiuu. KpaTtkuii 0030p
OCHOBHBIX OpTaHU3AIIMOHHBIX JIOKYMEHTOB
HPEINPUATHI :MOJIOXKEHHE O CTPYKTYPHOM
10JIpa3/ieJIEHNH, IITATHOE pacluCaHue,
JOJIKHOCTHASI MHCTPYKIUS. XapaKTepUCTUKA,
COJIepKaHUE PEKBU3UTOB U CTPYKTYPhI YKa3aHHBIX
nokyMmeHTOB. [Ipouenypa coctaBieHus u
0(OopMIIEHHS OPraHU3AI[IOHHBIX JOKYMEHTOB.

Tema 2.2

Pacnopsaurensueie
JIOKYMEHTBI

Conep:xanue y4eGHOro MaTepuasia
PaCHOpﬂI[I/ITeJIBHI)IC JOKYMCHTEIL:
MOCTAHOBJICHHSI, PACIIOPSDKCHHUSI, PEIICHHS,

npukassl. Ux HazHauenue. Kpatkuii 0030p
OCHOBHBIX PaCIOPSIUTEIbHBIX JIOKYMEHTOB, UX
CoJIepKaHue, PEKBU3UTHI.

[Iporenypa cocTaBiieHus: U 0POPMIICHHS
pacnopsaauTCIbHBIX JOKYMCHTOB.

[TpoTokou (coOpanusi, 3aceiaHusl, KOJUICTHH
u 1.11.). Ero Haznauenue conepxanue, popma,
TUIIOBasi CTPYKTYpa, peKBU3UTHL [Iporenypa
COCTaBJICHUS U OOPMIICHHS TPOTOKOJIOB.

Ilpakmuueckoe 3anamue Ne2

2,3

BHeaynuTopHasi camocrosiTe/ibHasi padora
cryaeHTa Ne2

Tema 2.3.
WNudopmanronHo-
CTpaBOYHBIE IOKYMEHTBI

Copaepxxanue y4eOHOro MaTepuaJia
WNHupopmalinoHHO- CIpaBOYHbIE JOKYMEHTHI:
CHPaBKH, JOKJIAHbIE 3aIIUCKH, 00BACHUTEIbHbIE
3aIIuCKH, aKThI, CJ'IY)K€6HBI€ nmucbMa, TCJICTPpaMMBbI,
COIIPOBO/IUTEIIbHBIE TMCbMA, NTHChMa-
MpUurjialmcHus, I/IH(bOpMaIII/IOHHI)IC IIMChbMa,
rapaHTUHOE MUChMO, TUCbMa-OTBETHI, PEKJIaMHbIE
MUChMa U T.1.

Kpatkwuii 0630p nx Ha3HauYCHMS COIepKaHUE
1 (GOPMBI, PEKBU3UTOB.

[Tponetypa coctaBieHust U 0POPMIICHHS
I/IH(bOpMaHI/IOHHO-CHpaBO‘-IHI)IX JOKYMCHTOB.

Ilpakmuueckoe 3anamue Ne3

2,3

BHeayauTopHasi caMoCTOsITe/IbHast padoTa
cryaenTa Ne3

Paznen 3 Mooyas 30pranusanus paéoThl ¢ JOKYMEHTAMHU

8/4

Tema 3.1 Ciryx06a
JIOKYMEHTAITMOHHOTO
o0ecrnieueHus yrpaBleHus
Ilonsarue

Conep:xkanue yueOHOro MmaTepuaJia

CHOYV, ee cTpykTypa, QyHKIIUH, TOTKHOCTHOM
coctas. [TonsTue nokyMeHTOO0OpOTA.

[Topsimok 06pabOTKK MOCTYNAIOIIUX TOKYMEHTOB.
[Topsimok 06paboTKK OTHPABISIEMBIX IOKYMEHTOB.
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JIOKyMEHTO000pOTa

Ilepenada OKyMEHTOB BHYTPH OpPraHU3aLUU.
Nudopmannonno-nouckoas cucrema (UIC) s
paboThI C TOKyMEHTaAMH OpPTaHH3aINH.

BHeayauropHasi camocTosiTesibHasi padora
cryaeHta Ne4

Tewma 3.2 [IpaBuna
perucTpanuu u
HHICKCUPOBAHUS
JOKYMEHTOB.
Opranu3zanys KOHTPOJISA
HCIIOTHEHUS
JOKYMEHTOB.
CucremMaruzanus u
XpaHeHue JIe.

Conep:xaHue yueOHOro MaTepuaia

Llenu peructpanuu 1okyMeHTOB. [Iponecc
pErucTpanuu JOKYMEHTOB.

®opMBbI perucTpanuy; KypHaibHas, KApTOYHAS U
ABTOMATHU3UPOBAHHAS, JICKTPOHHAS; UX KpaTKas
xapakrepuctuka. O0mumii 0030p opranuzanuu
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB Ha
npeanpustusx. Kpatkuit 0030p ciryx6 u
OTBETCTBEHHBIX PAOOTHHUKOB B COCTABE yIPaBJICHHUS
JeNlaMH, KaHIEJISIPUH, OOIEro OTAesa, CeKpeTaps,
TIOAPA3/ICJICHUM, OCYIIECTBISIONINX PaboTy MO
KOHTPOJIIO 32 UCIIOJIHEHUEM PELICHUM.
[TocTaHoBKa JOKYMEHTa Ha KOHTPOIb
(pactiopspxenue npasurtesbeTBa PO ot 24.05.92
Nel118-p) o cpokax UCTIOTHEHUS JOKYMEHTOB, UX
WCYHCIICHUIO, TIOPSAKE OpraHu3alud KOHTPOJIS,
M3MEHEHHS CPOKOB U T.1I. [lopsnok cHATHS ¢
KOHTPOJIS IOKyMEeHTOB. CuctemMarusaius u
xpaHeHue ien. [loHsaTHe HOMEHKIAaTypHhI Jel.
[TpaBuiia cocTaBiaeHUs U TPUMEHEHHUS
HOMEHKJIATyphI 1ei. TpeOoBaHMs K 3aroJ0BKaM
nen. @opmupoBanue nei. CucreMarusanus
JOKYMEHTOB BHYTpH aena. OpopmieHus 1e.
CucremaTtu3zaiys J0OKYMEHTOB BHYTPHU JIela.
Odopmnenue nen. Tunossie CPOKU XpaHEHUS JIETT.
Jlena NOCTOSIHHBIX U BPEMEHHBIX CPOKOB XPaHEHHSL.
TpeboBanust K 0POPMIICHHUIO JIJIs1 TOCTOSTHHOTO
XpaHeHHus. DKCIIEePTHbIE IEHHOCTH JIOKYMEHTOB.
dopmMupoBaHU J1eNa, YHUUTOKEHHE JIell.

[EEN

Ilpakmuueckoe 3anamue Nod

2,3

BueayauTopHasi camocTosiTeIbHasi padora
cryaeHTa Ne$

Tema 3.3
JIOKYMEHTHPOBaHHE
TPYIOBBIX
MPABOOTHOIICHUA.

Conep:xxanue y4eOHOro MaTepuasia
JIoKyMeHTHpOBaHNE TPYAOBBIX IPABOOTHOILIEHUM.
dopMHpOBaHUE U BEIACHUE JTUYHBIX Je1. Benenne
TPYAOBBIX KHIKEK PAOOTHUKOB.

[EEN

Ilpakmuueckoe 3anamue Ne 5

2,3

Tewma 3.4
Jlenonpon3BoICTBO MO
oOpartieHusIM TpaKaaH.
KondunenumansHoe
JIETIOTIPOU3BOACTBO.

Copaepixanue yueOHOro MaTepuaJia
Opranmzanus padoThI ¢ 0OpaIIeHUsIMA
rpaxaan. Knaccudukarus oOpaieHuil rpaxiaH.
JInunblii npuem rpaxaaH. JJokyMeHTUpOBaHUE
paboThI ¢ OOpAIEHUSIMU TPaKIaH.
KonduaenmanpHO€E AETOMPOU3BOICTBO.
OcobeHHoCTH paboThI C JOKYMEHTAMH,
COJICPXKAIINUMHU PEKBU3UT «TPHU( OTpaHUUYCHUS
JIOCTYTIA K IOKYMEHTY» IPUMEPHBIN NIepeueHb
CBEJICHH, COCTABISIONIUX KOMMEPUECKYIO




11

TaKTHUKY 0053aTeNIbCTB O Hepa3IJlallleHU!
KOMMEPYECKOW TANHBI.

Pasznen 4.Mooyns 4
ABTOMAaTU3MpOBaHHAS
cucreMa
UH(GOPMALIMOHHOTO
obecrieueHus 2
yIpaBiIeHUS U
JeTIONPOU3BO/ICTBA.
Kommnsrotepnoe
JeTI0NPOU3BO/ICTBO.
Tema 4.1 Conep:kanue yueOHOro MmaTepuaJia
' ABTOMaTH3WPOBAaHHAS CUCTEMa HHPOPMAITMOHHO -
ABTOMAaTU3UPOBAaHHAS OMATH3MPOBAHHAS CHCTEMA MH(OPMAIMOHHO
cHeTeMA JIOKYMEHTAIlMOHHOE 00ecleueHus yIpaBieHus, ee 1
coctaB. MexaHu3aius ynpaBjIeHYeCcKOro Tpy/ia. 1
MH(POPMAIIIOHHOTO 1A YHp Py
PanmonaneHas opranuzanusi pabounx Mecr. 2
oOecrnieueHus N
Kpatkuii 0630p COBpEMEHHBIX CPECTB
yIpaBJICHUS U
OPITEXHUKHU JUIS NIepeiadll U nepepadoTKu
JeTIONPOU3BO/ICTBA.
nH(pOpMalHH.
BHeaynuTopHasi caMmocTosiTe/IbHAs padoTa 6 3
cryaeHTa Ne6
JKaHue y4eOHOro MaTepu
Tema 4.2 Conep:xanue y4eGHOro MaTepuasia
[ToaroroBka k paboTe ¢ JOKyMEHTaMHU.
Komrmsrotepuoe o P AOKYM 1
Coznanue u BefeHne 06a3 JaHHBIX. 3aluTa
JIeTIOTIPOU3BOICTBO . 1 2
uH(popmanuu. B3anmoeicTBre nmporpamMm
MicrosoftOffice
O0600marmuii ypox no 2 3
Kypcy
Hroro: Teopernuecknii MaTepuan 24 1,2
Hroro: IIpakTH4eckoe 3ansiTne 12 2,3
Hroro: BHeayauTopHasi caMOCTOsITe/IbHAsI padoTa 18 3
CTYdeHTAa
Bcero: 54

2.4. TemaTuka NPaAKTUHIECCKHUX 33HﬂTI/lﬁ, TPEHUHT OB, I€JTOBLIX U POJIEBBIX UI'P

[IpakTUKyMBl, TPEHHUHTH, JEJIOBBIE U POJEBBIE WIPHI SBISIOTCA (POpMON HHIUBUAYAITBHO-
IPYNIOBOIO M TNPAaKTUKO-OPUEHTUPOBAHHOTO OOYYEHHs] HAa OCHOBE pEAJbHBIX WJIH MOJEIbHBIX
CUTyalluil MPUMEHUTENHHO K BUAY M Mpoduiito mpodhecCHOHATbHOW AeSITeTbHOCTH 00yYaroierocs.
3ausTus IMPOBOJATCA B AUAJIOTOBOM PEKHUME, OCHOBHBIMH CY6T)CKTaMI/I KOTOPBIX ABJIAKOTCA CTYACHTHI.
[IpakTUKyMBbl, TPEHUHTH, JAETOBBIE M POJEBBIE UTPHI MpoBoAsATcsS mo 2,34 moxymsm. TemaTuka
o0ydJaronuxcs 3aHATHIA TpecTaBiIeHa B Tabiuiie 4.

Tabnuia 4- TemaTnka MPakTUKYMOB, TPEHHHTOB, JIEJOBBIX U POJIEBBIX UTP

Ne|  VueOGHO-00pa3oBaTeIbHbIHN
I MOJYyJIb, TEMA
i Llenn mpakTHKyMa urp

TemaTuka NpakTHKyMOB,
TPEHHUHTOB, JAETOBBIX U POJIEBBIX

Pexomennyercs muist odnactu
3HAHUU

(Kypc)

1123 ]4|5]6]7]8
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1 | Moayns 1, Tema 1.5
ens: dopmupoBanme
yMEHUH B 0OpMIICHHS
OCHOBHBIX PEKBU3UTOB

OdopmiieHre OCHOBHBIX
PEKBH3HTOB IOKYMEHTOB.
Pa3paborka 61aHKOB
JIOKyMEHTOB

2 | Monyns 2,

Tema 2.2

Lens: popmupoBanue
YMEHHI COCTaBIICHUS U
odopmiteHUS
pacropsIuTeIbHBIX
JIOKYMEHTOB.

CocraBnenue u oopmiieHHE
OpraHU3alMOHHBIX JOKYMEHTOB
(puKa3bl, PacOPsHKEHUS,
peLeHus).

Tema 2.3.

Lens: popmupoBanue
YMEHUH COCTaBJICHUS U
oopmneHus
nH(pOpMaIIMOHHO-
CIPABOYHBIX JIOKYMEHTOB I10
UTOTaM MCCIICIOBAHMUS.

CocraBnenue u opopmIICHHE
MH(POPMAIIMOHHO-CIIPAaBOYHBIX
JIOKYMEHTOB (@KThI, TIChMa,
JIOKJIA/IHbIE 3aIIUCKH,
00BSICHUTEIIbHBIE 3AIUCKN).

Monynsb 3. Tema 3.2. Lens:
(dhopMUpOBaHHE YMEHUN

3 | 3amoJHEHUs )KypHAIIOB
pPETUCTpAIH BXOISAIINX U
UCXOJISIIHNX JIOKYMEHTOB

3anoiaHeHue KypHaIoB
PETHCTPAIH BXOSIIHX U
UCXOJAIINX JTOKYMEHTOB
(mucpMa, MPUKas3bl, aKThI,
JIOKJIA/THBIE  OOBSCHUTEIbHBIC
3aITUCKH).

Tema 3.3. Llens:
(bopMupoBaHue yMEHUI

4 | cocraBneHus 1 0HOPMIICHHS
JOKYMEHTOB IO TPYIOBBIM
IMPABOOTHOIICHUSAM

CocraBnenue u opopMIICHHE
HPHUKA30B 110 INYHOMY COCTABY.

2.6. BHeaynquTOpHasi caMoCTOsITe/IbHasi padoTa

CamocrosarenbHass pa0oTa CTyJeHTa, B T.4. BHEAyAUTOpHas CaMOCTOsITeNbHass paboTa
CTYJEHTOB, cocTaBisieT He MeHee 33% ot oOieil 00s3aTenbHON HAarpy3Ku CTYAEHTa U SIBJSIETCA
BOXHEUIIIMM KOMIIOHEHTOM 00pa3oBaTeiIbHOIo IMpolecca, (GOpMUPYIOIIEro JUYHOCTh CTY/IEHTa, €To
MHUPOBO33pPEHHE U KYJIBTYpPY IOBEIEHHS, pPa3BUBAIONIMM €ro CIIOCOOHOCTH K CaMOOOYYEHHUIO W
MOBBIIIEHUIO CBOET0 MPO(ECCHOHATBHOTO YPOBHSL.

emu camocrosTensHON paboOThl — (POPMUPOBAHUE CIOCOOHOCTEM K CaMOCTOSITEIIBHOMY
MO3HAHUI0O U OOyuYeHHIO, TOHCKY JIUTeparypbl, 0000LIEHHIO, O(GOPMIIEHHIO U NPEACTABICHUIO
MOJTyYCHHBIX PEe3yNbTaTOB, UX KPUTHYECKOMY aHAIM3y, TIOMCKY HOBBIX M HEOPAWHAPHBIX PEIICHHH,
apryMEHTHPOBAaHHOMY OTCTaMBAHMUIO CBOUX MPEJIOKEHUH, YMEHMH NOATOTOBKU BBICTYIUIEHUH U
BEJICHUS TUCKYCCHUU.

CamocrosaTrenbHas paboTa 3aKIIOYaeTcsl B M3yYEHHM OTAENbHBIX TeM Kypca MO 3aJaHHUI0
MperoIaBaTelisi 0 PEKOMEHIyeMON UM Y4eOHOH JIHTepaType, MPaKTHUECKUM 3aHSITHIM, TPCHUHTaM,
JIEIOBBIM U POJIEBBIM OOy4alomMM HrpaM, K pyOeKHOMY KOHTpPOJIIO, 3a4eTy, B BBIIOJHEHHUU
JIOMAalTHEero 3a/laHusl, €Clii TaKoBOE€ MpeAycCMOTpeHo pabouel yuyeOHOHN mporpamMmoi, B MOATOTOBKE
pedepaToB, npe3eHTauuit U JOKIIa1a IO HUM.

Tematuka CP HOCUT mpodeccroHanbHO-OPUEHTUPOBAHHBIM XapaKkTep W HEMOCPEACTBEHHO
CBsI3aHa C BOMNPOCAMH, U3YYaeMbIMHU IO JUCHUIUIMHE. TemaThka BHEAYAUTOPHBIX CaMOCTOSTEIBHBIX
paboT mpejacTaBieHa B TabauIe S.



Tabnuma 5.-TemMaTrnka BHEAyTUTOPHBIX CAMOCTOSITEIBLHBIX PabOT

13

Ne Pexomennyercs s
n | YueOHO-00pa30BaTeNbHBbIHI Temaruka o0JiacTu 3HaHUH
/ Moxyis. Tema. BHEAYJAUTOPHBIX CAMOCTOSITENIbHBIX paObOT (xypc)
1| 1 2 3 4

Monayas 1 [ToaroroBka pedepara Ha TeMy: *
1 | Tema 1.5 [IpaBuna «YHuUKAIMSA ¥ CTaHAApTHA3AIUS

odopmieHus YIPaBICHUYECKHUX IOKYMEHTOB KaK

YIIPABICHYCCKIX BaKHEHIINI (PaKTOp SKOHOMUU paboyero

JIOKYMEHTOB BPEMEHH »

Monayas 2 CocraBnenue Tabnuisl Ha Temy: «[IpaBuna *

Tema 2.2 oopmIeHHs PACHOPSAUTEIBHBIX

PacnopsinurensHbie JIOKYMEHTOB
2 | TOKYMEHTBI

Tema 2.3 Undopmannonno- | CocraBnenue tabnaunsl Ha Temy: «lIpaBuma | *

CIIPaBOYHbBIE TOKYMEHTBI odopmiieHus HHPOPMAITMOHHO-CITPABOYHBIX

JIOKYMEHTOB)

Monayas 3 AHanu3 opraHu3anuu JOKyMEeHT0000poTa B *

Tema 3.1 Cnyx0a OpraHu3aIMsIX COUATBHOMN 3alTUTHI

JOKYMEHTAIIMOHHOTO HACETICHHS

oOecrnieyeHus yrnpaBIeHUS.

[TonsiTre TOKyMEHTOO0OpOTA
3 | Tema 3.2 IIpaBuia AHanu3 perucTpauuoHHbIX (OpM B *

pEerucTpaluu u OpraHMU3alMsIX COLMATBHON 3alUTHI

WHJICKCUPOBaHUS HaCeJICHUsI

nokymeHToB. Opranuzanusi | [loaroroBka mpe3eHTaIK HA TEMY:

KOHTPOJISI HCTIOJTHCHUS «Opraau3ainysi KOHTPOJISI HCIIOTHCHUS

JIOKYMEHTOB. JIOKYMEHTOB B OpraHU3aIusiX COLUaIbHON

CucremaTu3zanus u 3alIUTHI HACEIICHUS

XpaHeHue Jell.
4 | Moayas 4 [ToaroroBka pedepara Ha TeMmy: *

Tema 4.1 «ITouckoBBIE CUCTEMBI B

ABTOMAaTU3NPOBAHHAS JIETIONIPOU3BOICTBE

cucreMa HHPOPMAaLMOHHOTO
oOecrnieyeHus ynpaBiIeHUs
U JIeJIOTIPOU3BO/ICTBA.

[ToarotoBka mpe3eHTALUU HA TEMY:
«CoBpeMeHHBIC METOIBI ABTOMATHU3AIIUHN U
KOMITBIOTEPHU3AIIUH JETONPOU3BOICTBA»
CO6op uapOopMaIIMK O COCTOSHHH,
mpo0yieMax 1 MepcreKTHBax
JIeTTOTIPOU3BOICTBA.

Tematuka

pedepaTuBHO-UCCIEA0BATEIHCKOM

paboThI

BBIOMpaeTcs

CTYJIEHTOM

CaMOCTOSITENIbHO, TpU 3TOM Kadeapa oOecreunBaeT KOHCYJIbTUPOBAaHUE CTyAEHTAa MO HEM W 1o
OCTaJIbHBIM BUJAM CaMOCTOSTEIbHOM pabOTHI.




3. YCJIOBUSA PEAJIN3AIIUU TPOT'PAMMBI JIMCHUAIIJIMHBI

3.1. Tpe6oBaHNA K MUHUMAJIBLHOMY MAaTepPHAJIbLHO-TeXHMYECKOMY 00ecredeHII0

Peamuzanmss  mporpamMmbl  TUCHMIUIMHBI — TpeOyeT  Hauuuus  y4eOHOro  KaOuHeTa
npogeccHoHAIbHBIX JMCHUILJIMH 1 Tabopatopud WHGOPMATHKH.

1. KaGuner npogeccHoOHATbHBIX THCHMIIJIMH, OCHAIIEHHBI 000py/10BaHHEM:
- [I0CAJI0YHbIE MECTA 110 KOJIMUYECTBY O0yUarOIUXCsl (CTOJIBL, CTY/bs [0 YUCITY IIOCAJOUYHBIX MECT);
- pabouee MecTo mpernoaaBaTes (CTOM, CTy);
- y4eOHO-METOJUYECKH KOMIUIEKC MO0 JUCHUIUIMHE (paboyue MporpaMMbl, KaJleHAapHO-
TEMaTHUYECKHE TIaHbl, pa3paboTKH YPOKOB M0 AUCHUILINHE, Y4eOHO-METOJUYECKOe 0OecIeyeHe K
KaXJIOMY YPOKY, B T.4. NIPE3CHTALUHN K YPOKaM, KOMILJICKT BHJICOYPOKOB, KOMIUIEKT KOHTPOJIBHO-
OIICHOYHBIX CPEACTB U JIp.);
- TaOJUIIBL, TUIAKATBL;
- YUeOHUKY;
¢ TEXHUYECKUMU CPeICTBAMHU 00y4YeHUsI:
- KOMITBIOTEP C JIMLIEH3HOHHBIM TPOrPaMMHBIM 00ECTIeUeHHEM;
- JIIEKTPOHHAsI 0a3a HOPMATUBHOM JOKYMEHTAIUH;
- MyJIbTHUMENA TIPOEKTOD;
- UHTEpaKTUBHAsI JOCKa
2. JlabopaTopusi HHPOPMATUKH, OCHAIIEHHAS 000PY/10BAHUEM:
- TIOCQ/I0YHBIE MECTA M0 KOJIMYECTBY OOYUAIOMIMXCs (CTOJBI, CTYJbS IO YUCITY MOCAT0YHBIX
MECT);
- pabouee MecTo mpernoaaBatTes (CTo, CTyI);
- KOMIUIEKT Y4eOHO-HaIJIIHbIX TTOCOOHIA;
- TaOJINIIBI, TIJIAKATHI.
€ TEXHHYECKHMH CPeJICTBAMM 00y4eHM:
- KOMITBIOTEP C JIMIICH3MOHHBIM TPOrPAaMMHBIM 00€CTIeYeHUEM;
- JJIEKTPOHHAs1 6a3a HOPMATUBHOM JOKYMEHTALUH;
- MyJIbTHUMEINA TIPOCKTOD;
- UHTEpaKTUBHAsI JOCKa

3.2 Hughopmayuonnoe obecneuenue peanusayuu npozpammol
Jlns peanuzanuy mporpamMmbl OMOIMOTEUHBbIM (OHJ ¢uiInana MMeeT Ie4aTHble W /WM

JJIGKTPOHHBIE  00pa3oBaTeNbHBIE  PECypChl, pPEKOMEHJyeMbIe  JUII  HWCIOJB30BAaHUS B
00pa30BaTeILHOM IpoIiecce

3.2.1 Ocnosnvie ucmounuku
1.bacakoB, M.U. JlokyMeHTaIlMOHHOE OOECIeUeHUE YIpaBlieHHsI (C OCHOBAMH apXWBOBEICHHUS):
yuebHoe nmocooue / bacakos M.1. — Mocksa: KuoPyc, 2020. — 216 ¢. — (CIIO). — ISBN 978-5-
406-07305-6. — URL.: https://book.ru/book/932044

3.2.2 nekmponnsie pecypcol
1. Elibrary (H3B) htpp://elibrary.ru
2. OBC «tOpaiir» www.biblio-online.ru
3. OBC «Jlanb» e.lanbook.com
4. ObC «KoncynprantlImrocy»

3.3 /lonoanumensnvie ucmouHuKu


http://www.biblio-online.ru/
http://yandex.ru/clck/jsredir?bu=2oc73o&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text&etext=7289.Ggk5Ir_p3MvNHhZACWZCT7xIGuysGqjuC5um1VhWeJiXNAzDZEPPb3oQrrnmq_EQ.9b0e6b70b0611fafb21f3f3b3a2638b1a136d63d&uuid&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdh55VB9hR14QS1N0NrQgnV16vRuzYFaOEfonWy7FGyiNGg1ulhLhX3_xzPQjp4wm5aUQ5aatgYWanzK14mT5VCL1JJm7OI7IOA0HLas6rvR9MMGkiYGuNdw%2C%2C&&cst=AiuY0DBWFJ5Hyx_fyvalFMvj1J6mvpfaR2DmSfQVxKCIO7MMs_PL36YN1EQh0JnaCLn46-xLqZRxzWaK6Pr-mNMnZEr3lcU1H1HYk_hP_otRa6vQvgwMwh7-z6tBqfnpunZKMdZTk5WLQWH8IfY0LPfiLYTC4nnvUMb5iE4BnHizkEnKNJnWXWKsWTkk-oT0Oi5JpyG-dbpx3kSIhUq5S6zPX2YCy1mW46eiSjedston6996mT-ZBXwNMTeSk47OfXF1pcr98y9I5uYDxREeSO49TpEqI9vk9taH68b2YUpnZ2bQDzXNHAwfWpvYAwBwasdzUFlxFHKell8wjPgwI-IeQzaRgeEqQ2loX5PSdkTpJTwhwehja-JFT1vXfBD3DAX02GiXo5Mz7w-damSnhuEPdX908V7hTeFxjhG4UMvxYkxMMsFw2jw5HKMDTs-bxT6CKz9HTnwDwnmSS0q8DCYDomQaEF2NJ7DJiw0tZVn5im8F616blrIfo4840ZscTJcDNIwXLOBRtvOp0y7Nix623l6OZJYYiteY95IS1SAllhIivh4QtNwBDjkHFL1BeiOgNSloFUItU8REYzTbNq91KALqiMfdwSw6CBzcI7vRAaUtsBLfMjYOBTed1UonesDzXf38VT22znYRr1TMSek12-W9Erlh3WagQVuYFErbMZk0oRzXk--rJl6eu9ehjmuW1qmFSssAiPYz63GvNdf0UKzr4Loj0Hnv8GJnm9iZE76WzUIx5-AmGFGprIaSsavemnesdbDnw_fGKqGSIq1ikN-z4V0Q68DkerYeZbue5j2yCH_HqmZMTeUbluTbnufZDmwXB8Bklv32eSTB1-zRztTf8QHDMdoOUUB-0FiJvPXuiCUW82ShfH9ykobfkzR63xPZZWWTjY4wlYxx6g%2C%2C&data=UlNrNmk5WktYejY4cHFySjRXSWhXSk9lUlMybUdMdXNqbjNUaVY1V05BZThmZjdwTDVsRmV6T0xWVTZ1Zi0yNFpMRTRnWFhxdVlwZ2VzbnZNNzJBc2pIMVk3QXVYdUYy&sign=788b450f38576dc4f09ec22e4768c6ce&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpjly_ySFdX80%2C&l10n=ru&cts=1571706769156%40%40events%3D%5B%7B%22event%22%3A%22click%22%2C%22id%22%3A%222oc73o%22%2C%22cts%22%3A1571706769156%2C%22service%22%3A%22web%22%7D%5D
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1. I'po3osa O. C. Jlenompon3BoACTBO : yaeOHOE MocoOue s CpeTHero MPodhecCHOHATBLHOTO
obpazosanus / O. C. I'pozoBa. — M.: FOpaiit, 2019. — 126 ¢. — (ITpodeccuonanbroe
obpazosanue) // DBC HOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438791

2. Ky3nemnos U. H. JlokymeHTanmmonnoe odecrieueHue ynpasieHus. JJoKkyMeHTOO00pOT H
JEIIONIPOU3BOJICTBO : YUCOHUK U MPAKTUKYM JIJIsl CpeIHETro podecCuoHampHoro oopazosanus / U.
H. Ky3nenoB. — 3-e u3., nepepad. u gon. — M.: FOpaiit, 2019. — 462 c. — (IIpodeccrnonanbuoe
obpazosanue)// IBC IOpaiit [caitr]. — URL.: https://biblio-online.ru/bcode/433861

3.4. Oouwgue mpebdosanusn K opzanuzauuu 06pPaA308amenrbHO20 NPOUECca
OcBoenne 00y4JarOIMMICS TUCIUILTAHBI MTPOXOANT B YCIOBHAX CO3IaHHONW 00pa30oBaTeIbHON CPEIbl KaK B

y49eOHOM 3aBEJICHHH, TaK M B OPTaHU3AIMIX, COOTBETCTBYIOIINX MPO(HITIO N3ydaeMOl AUCIIUTUTHHEL.

Jucuumnnaa «JlokyMeHTaIMOHHOE 00ECIIEUCHNE YIPABICHUS Peallu3yeTcs B YSTBEPTOM CEMECTpe
napajuiebHo ¢ gucnumoimHamu:  «lIpaBoBoe  oOecmedeHme Mpo(decCHOHATBHOW — NEATENBHOCTHY,
«['paxpanckoe mpaBo», «YTOJNOBHOE MpaBo», ¢ NpodeccuoHanbHbIM MoayleM [IM.01 Ob6ecneuenue
peanu3anuy npas rpaxaaH B cepe MEHCHOHHOro 00eCTIeYeHUs] i COLMALHOMN 3alUThI U JIP.

Wzyuenne mnporpamMmbl AWCLMIUIMHBI 3aBEPLIAETCS NPOMEXYTOYHOH arrectanueidl B ¢opme
I PepeHINPOBAaHHOTO 3a4éTa, pe3yabTaThl KOTOPOTO OICHUBAIOTCS HA OCHOBAaHMM  BBIMOJHCHHS
CTYJEHTaMHU BCEX 3aYETHBIX MEPOIMPUATUH 10 AUCLUIUINHE.

OOyuaromumcsi Ha TPOTSHKEHUHM BCETO MEPHOAA M3YUEHHs AUCLMIUIMHBI OKa3bIBAETCSl NOCTOSHHAS

KOHCYJIbTallMUOHHas IOMOIIb.

3.4.Kaodposoe obecneuenue oopazoeamenbHozo npoyecca
Tabmuna 4. - Kagposoe obecrieueHre 00pa3oBaTeIbHOTO MPOIiecca MO TUCIUTIIHHE

- XapaKTeprCTHKA TearorniecKux pabOTHUKOB
g” 2 2
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R o o ] =) = P =
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85 Q2 5 g9 E 9 ST o222 0F 58 E £, 8 ) = 8 EE
E5E8 SEE2ECE c3E:32¢C¢c%g scEgs 652|248 | F26f
S =239 =5 5 5 8 B9 B8 L2229 00 EE EF| & £ = 59
o = = L] % S 4
R § & R |ESSEFEEES 2333 25E| 2SE |Siss
© ¥ 3 XNocoZEFrg »xERzO0OEE|lOCaxR > B ER
bnarosemenckuit Dumman
JloKyMeHTaloOHH 3abenmmna TEXHOJIOTUIECKUIA INouerHsrit OI'bOY
1. oe obecrieueHne Tarbsina HHCTUTYT, 1980, paboTHHIK 25 BO IITaTHBIY
YIpaBIICHHS HBanoBHa HHXEHEP-TEXHOJIOT CIIO. BI'YOC B
r. Apteme
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4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUA JUCHUIIJIMHBI

4.1 KoHTpOJIb M OLIEHKA PE3YJIbTATOB OCBOCHUS JUCIMILUIUHBI OCYIIECTBISECTCS MPENoaaBaTeieM B
MpoIecce IMPOBEICHUS MPAKTHUECKUX 3aHATHH, TECTHPOBAHHS, a TAaK)KE BBIMOIHEHUS OOYyYarOIIMMHUCS
WHAWBHUTyaIbHBIX 33/IaHUH, IPOEKTOB, UCCIIETOBAHHI.

Tabmuma 7.- DopMbl 1 METOABI KOHTPOJIS M OIIEHKH PE3YIHTaTOB OCBOCHHS YUeOHOM TUCIIUITITMHBI IO
pe3ynbTaTaM TeKYIEro KOHTPOJIS U MPOMEKYTOUHON aTTeCTalllU

Pe3yabTaThl 00yueHus
(ocBOeHHbIE YMEHMs1, YCBOEHHbBIE 3HAHMS)

@DopMBbI U METO/IbI KOHTPOJIS U OlIeHKH Pe3yJibTATOB

o0y4yeHus

B pe3yabrare oOCBOeHHMSI IHCUHUIIMHBI
00y4alouuiicsi 10JLKEH YMeTh:

HpaKTI/I‘IeCKI/Ie 1 BHCAYAUTOPHBLIC pa6OTBI, nuroroBas
aTTeCTaluA 1o pe3yjibTaTaM TGOpCTH‘ICCKOﬁ "
HpaKTquCKOﬁ IIOATOTOBKH.

- 0popMIIATH OpraHU3aUOHHO-
pacropsAuTeNbHbIC TOKYMEHTHI B
cootBetcTBHH ¢ neicTByomuM ['OCTowm;

- OCYUICCTBJIATH 06pa60T1<y BXOOAIINX, HpaKTI/I‘IeCKI/Ie 1 BHCAYAUTOPHBLIC pa6OTBI, nuroroBas

BHYTPCHHUX U UCXOAAINNX NOKYMCHTOB,
KOHTPOJIb HX HNCIOJIHCHUS,

arTecTauus 10 pe3ysIbTaTaM TEOPETUUECKON U
PAaKTUYECKOMN MOATOTOBKH.

- ohopMIIATE JOKYMEHTHI JIs1 TIepeadu B

[IpakTHveckue U BHEAYAUTOPHBIE paOOTHI, HTOTOBAs

apXHB OPraHU3ALHH.

aTTecTaluys o pe3yabTaTaM TEOPETUIECKON U
MPAaKTUYECKOM IOATOTOBKH.

B pe3ynbTaTe 0CBOEHUSI THCIUTLITHHBI
00y4aloIuiicsi 10J1KeH 3HATH:

- TIOHATHE JOKYMEHTAa, €r0 CBOMCTBA,

CHOCOOBI JOKYMEHTUPOBAHHUS;

- TIpaBUJIa COCTABICHUS U OPOPMIIEHUS
OpraHU3aLMOHHO-PACIIOPSIUTEIBHBIX

nmokymenTos (OPJI);

- CHCTEMY U THIIOBYIO TEXHOJIOTHIO
JIOKYMEHTAI[HIOHHOTO 00ecriedeHust

ynpasnenus (I{OY);

- 0COOEHHOCTH JACJIOMPOU3BOZACTBA 11O

oOpalleHusIM rpaKiaan u

KOH(UACHIIMATBHOTO JIEIOPON3BO/ICTBA.

Texymuid ¥ IPOMEXYTOUYHBIH KOHTPOIIb B (hopMe:
BBINIOJIHEHUS ayAUTOPHOU U BHEAYAUTOPHOU
CaMOCTOSITETIbHOM PabOThI, UTOTOBAsT aTTECTALMS 110
pe3yapTaTaM TEOPETHUECKON U MMPAKTHIECKOM MO OTOBKH.

4.2, KOHTpOJ’IL H OIICHKA PE3yJbTAaTOB PAa3BUTHUS OﬁlIIHX KOMHeTeHHHﬁ H oﬁecneqHBamumx HX

YMeEHHIA.

Tabmura 8 — ®opMbI 1 METO/IBI KOHTPOIIS U OLEHKH PE3yJIbTATOB Pa3BUTHS OOIINX KOMITETEHIIMNA U

O6GCH6‘II/IBaIOH_II/IX nux yMeHI/Ifl

PesyabTarsi
(ocBOeHHBIE 001IHE
KOMIIETEHIUH)

OcHoBHBIE TOKa3aTeNH
pe3yabTAaTOB MOAT0TOBKH

(I)OpMI)I U METOAbI KOHTPOJSA

OK 1. [loHumath CyIHOCTh U
COLMAIBHYIO 3HAYMMOCTb
cBoeH Oynyieit npodeccun,
HPOSIBIISITh K HEW yCTOMUMBBII
WHTEpeC.

JeMoHCTpauusi ycToMunuBOro
uHTEpeca K OyayInei
npoeccry ¢ HOMOLIBIO
CHCTEMBI 3HAaHHH, MOTyYeHHBIX
B IIEpHOA O0yUEHHSI.

OK.2. OprannzoBbIBaTh
COOCTBEHHYIO JIEATEITLHOCTbD,
OTIPEIENIATh METOJIBI U
CIIOCOOBI BBITIOTHEHUS
MpodeCCHOHANBHBIX 3314,

MotuBupoBaHHOE
o0ocHOBaHHE BBIOOpa U
MPUMEHEHHST METOJIOB U
CIIOCOOO0B BBITIOJTHEHUS
TIOCTABJICHHOH 33/1a4H,

Habmonenue u oLieHKa pe3yIbTaToB
JIEATeNIbHOCTH 00YUaroILEerocs B IpoLecce
OCBOEHHMS1 00pa30BaTeIIbHON MPOrpaMMBbl Ha
MPaKTUYECKNX 3aHATHSX, TIPU BBITIOTHEHUH
BHEAYIUTOPHBIX CAMOCTOSATEIBHBIX PaboT.

Ha6J'IIO,I[€HI/Ie 1 OILICHKA aKTUBHOCTHU CTYJACHTOB

TIPH TIPOBEICHUH Y4eOHO-BOCTIMTATENBHBIX
MeponpHsATHi TPO(hecCHOHATTEHOM
HaNpaBJIEHHOCTH.
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OLICHUBATH MX
3¢ (HEKTUBHOCTD M KQUeCTBO.

00BEKTHBHA OIICHKA CBOCH
paboTHL

OK 3. Pemats npo6iaeMsi,
OLICHUBATh PUCKH U
MPUHUMATE pEIICHHS B
HECTaHAAPTHBIX CUTYaLHSX.

I[CMOHCTpaHI/IH CIIOCOOHOCTH
IIPpUHUMATh OIIEPATHUBHBIC
pelCeHuA B CTAHAAPTHBIX 1
HECTAaHAAPTHBIX CUTyallUuAX,
HCCTH 3a HUX
OTBETCTBCHHOCTD IIPU
BBIIIOJIHCHHWH 3aaHUA.

OK 4. Ocy1iecTBasTh MOUCK
aHaJIU3 U OLICHKY
nHpOpMaIuu, He00X0TUMOI
JUISI IOCTAHOBKU M PEIICHHUS
3¢ (HEKTUBHOTO BHITIOTHCHUS
MpoeCCHOHANTLHBIX 3a]1a4,
PO ECCHOHATTLHOTO U
JINYHOCTHOT'O Pa3BUTHSI.

OrnepaTuBHOCTh MOKCKA U
HCIIONB30BAHUS HEOOXOANMOIA
nHpOpMaIUN AT
Ka4eCTBEHHOTO BBITOJIHCHHS
podeCCHOHALHBIX 3aIaHUH,
PO ECCHOHATTEHOTO U
JTUYHOCTHOTO Pa3BUTHS

HaGutoneHue 1 OLeHKa pe3yIbTaToB
JeATeIbHOCTH 00yUaroLerocs B polecce
OCBOEHHS 00pa30BaTENHHON IPOTPaMMBI Ha
NPAKTUIECKUX 3aHATUSIX, TIPH BBITOITHEHUN
WHIWBUAYaTbHBIX JOMAITHHUX 3aJaHHH.
Habmonenue n orieHKa aKTUBHOCTH CTYZICHTOB
IPH ITPOBEJICHUH yIeOHO-BOCITUTATEIbHBIX
MepOTpUATHI IPo(heCCHOHATTEHOM
HaNpaBJICHHOCTH.

OK 5. Mcnionb30Bath
WHPOPMAITMOHHO-
KOMMYHUKATHUBHBIC
TEXHOJIOIUU JIA
COBEPIIICHCTBOBAHUS
poheCCUOHATBHOM
JeATETLHOCTH

JeMoHCTpauus ymeHus
OTIEPATUBHO OCYILECTBIISATh
olepanu, npeiaraeMble
IpernojaBareneM, AenaTh
aHaJM3 U AaBaTh OLICHKY
MOTy4YeHHOH nH(pOopMaIuy, B
T.4. M C HCTIOJIb30BaHUEM
[IPOTPAMMHOTO 00ECTICUSHHUS

OKcnepTHOE HAOIIOCHNE U OLIEHKA
JeSITebHOCTH 00Y4YaroLIerocs B polecce
OCBOCHHSI 00pa30BaTENbHON POTrpaMMBbl Ha
MPAaKTUYECKUX 3aHATUSAX, B X0/I€ KOMITBIOTEPHOTO
TECTUPOBAHMsI, TOATOTOBKH 3JIEKTPOHHBIX
Mpe3eHTalui, MPHU BHITOTHEHUN
WHAMBUIyAJIbHBIX TOMAIIHUX 3aJaHHM.
HabnroneHue u olieHKa UCIIOIb30BAHUS
CTyIEHTaMH HH()OPMALIMOHHBIX TEXHOIOTHI PH
MOJrOTOBKE W MPOBEJICHUN Y4eOHO-
BOCIIUTATENBHBIX MEPONPHUITHIN PA3ITNYHON
TEMaTHKH.

OK 8. CamocTOsATENBHO
OTIPEICITATE 3a1aU1
po(ecCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHS,
3aHUMATHBCA
caMo00pa3oBaHKEM,
OCO3HAHHO TUIAHUPOBATH
ITIOBBIILICHUC KBaIII/I(i)I/IKaHI/H/I.

CrnocoOHOCTh K OpraHu3alyy U
TUIAHUPOBAHUIO
CaMOCTOSATENbHBIX 3aHATHI IPH
W3yUYCHHHU TUCIMIUTHHBL.
JeMoHcTpaIys MoTpeOHOCTH B
MOJTyYEHUH JIOTIOJIHUTEIbHBIX
3HaHWUH, BO3MOKHOCTEH
caMopeaH3alyy.

DKcrepTHOE HAOJIIOJICHNE B OIIEHKA
WCIIOJIB30BaHMSl yUaIIUMKCS METOOB U IPUEMOB
JIMYHOM OpraHMu3alH B MIPOLIECCE OCBOSHUS
00pa3oBaTeIbHON MPOTPaMMBI Ha TPAKTHYECKUX
3AHATHUSX, IPY BBIIIOJIHEHUN UHAUBUIYaJIbHBIX
JIOMAIITHUX 3aJaHHH.

DKcnepTHOE HAOJI0JeHNE U OLIEHKA
HCIIOJIB30BAHUSL CTYJIEHTAMU METOJIOB U
MPUEMOB JINYHOM OpraHn3alliy P OATOTOBKE
Y TIPOBECHUH y4eOHO-BOCITUTATEIIBHBIX
MEpOIPUATUI pa3TUUHON TEMaTHUKH.
OKCrepTHOE HAOIIOICHUE U OLICHKA AUHAMHKU
JIOCTIDKEHHH CTY/ICHTOB B y4eOHOU U
00I1eCTBEHHOM J1eSITEIIbHOCTH.

OK 9. OpuenTtupoBatsCs B
YCIIOBHSX MOCTOSIHHOTO
W3MEHEHUs IPaBOBOH 0a3bl

IIposiBneHune uHTEpECa K
WHHOBAIMSIM B 00J1aCTH
MpaBoOBOH 0a3bl

DKCIIepTHOE HAOJIIOICHHE U OTICHKA
JIESITEIbHOCTH CTYJICHTOB B MPOIIECCE OCBOCHHS
00pa3oBaTeIbHON ITPOrPaMMBbI Ha TIPAKTUIECKIX
3aHATHUAX, IIPU BBINIOJITHCHUU MHAUBUAYaJIbHBIX
JIOMAIITHUX 3aJIaHHH.

4.3. Kourpoan U OleHKa C(HOPMHMPOBAHHOCTH HNPOGEeCCHOHAIBHBIX KOMIIETCHIIMIA
o0yuaromuxcst
Ta6Jmua 9. - q)OpMLI h MCTOJAbl KOHTPOJI MW OHLCHKU PE3YJIbTATOB C(l)OpMI/IpOBaHHOCTI/I

HpO(i)CCCI/IOHaJ'IBHLIX KOMHCTGH]_II/Iﬁ O6y‘laIOI]_[I/IXC$I

Pe3yabTaThl (0CBOEHHBIE
npogeccuoHaIbLHbIE
KOMIETEeHI[UH)

OcHoBHBIE TOKa3aTeIu
pe3yJabTATOB NOAT0TOBKH

(I)OprI U METOAbI KOHTPOJIA

1/
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TIK1.1. OcyrmecTBasSTh
npodeccroHansHOE
TOJIKOBAHHE HOPMATHBHBIX
IIPABOBBIX AKTOB VIS
pealn3anuy IpaB rpaKaan
B chepe MEHCHOHHOTO
obecreyeHus 1
COITMATLHOM 3aIlIUTHI.

-IEMOHCTpAIMs HABBIKOB
TOJIKOBaHHUS HOPMATHUBHO-
MPABOBBIX AKTOB,
PETIIAMEHTHPYIOLIHX TTOPSIIOK
peanu3ainuy IpaB rpakaaH B
cepe ICHCHOHHOTO
obecreyeHnst ¥ COLMAIbHOM
3aIIHUTEI

OreHKa B paMKaX TEKYIIEro KOHTPOJIS:

- PE3YJIBTATOB BBIMOJIHCHUS MPAKTHYECKUX
paboT Ha MPAKTUYECKUX 3aHSITUSX;

- Pe3ybTATOB BBIOJTHEHHS HHANBUTYTbHBIX
JIOMaIlTHUX 3aJIaHMNi;

- Pe3yJIbTaToOB TECTUPOBAHUS;

- Pe3yBTATOB yIaCTHS B CEMIHAPCKIX
3aHATHIX.

IIK1.2. OcymiecTBiaTh
PUEM TPaxkKIaH 110
BOIIPOCaM EHCHOHHOT'O
obecrieueHus u
COIIMAIbHOM 3aIlIUThI.

- IGMOHCTpAIUs CIOCOOHOCTH
KBaATU(HUITHPOBAHHO U
TPaMOTHO OCYIIECTBIISATH MPUEM
rpaxIaH Mo BOIPOcaM
MIEHCUOHHOTO 00ECIICYCHUS U
COIMAJIbHOM 3allUTHI.

OreHka B paMKax TEKYIIEr0 KOHTPOJIS:

- PE3YJIbTATOB BBIMOJIHCHHS MPAKTHYECKIX
paboT Ha MPAKTUYECKUX 3aHSTUSX;

- Pe3ybTATOB BBIOJIHEHHS HHANBUTYTbHBIX
JIOMaIlTHUX 3aJIaHMNi;

- PE3yJIbTATOB TECTUPOBAHMSI,

- Pe3yBTATOB yYaCTHS B CEMHHAPCKUX

3aHSATHUAX.

[1K1.3.PaccmarpuBath
MaKeT JOKYMEHTOB IO
BOIMPOCaM MEHCHOHHOTO
obecrieueHus u
COLMAIbHOM 3aIUThI AJIs
Ha3HAYCHUS TICHCUH,
MOCOOUH, KOMIICHCAIUH,
JIpYTHUX BBIIIAT, 4 TAKXKE
Mep COLHUATBHOI
MOJICPIKKU OT/ACTEHBIM
KaTETOPHUSIM IPak/IaH,
HYXJTAIOIIMMCS B
COLIMAIbHOM 3allIHTE.

- IEMOHCTpAaus CocCOOHOCTH
KBIM(UIUPOBAHHO M IPAMOTHO
paccMaTpuBaTh IMaKeT
JIOKYMEHTOB IO BOIIPOCam
IMEHCHOHHOTO 00ecIIeueHus 1
COIIMaJIbHOM 3alUTHI JJIsI
Ha3HaYeHHs IIEHCUM, TOCOOHH,
KOMIIEHCAIMH, IPYTUX BBIILIAT,
a TaK)Ke€ MEP COLIMAIbHOU
MTOAJIEPIKKA OTIEIEHBIM
KaTeTOPHSIM TPaXKIaH,
HYXJAI0IINMCS B COIIUATIbHOMN
3aIUTE

OrieHKa B paMKax TEKYIIErO KOHTPOJIS:

- pe3yJIbTATOB BHIMOIHEHHUS TPAKTHYECKUX
paboT Ha MPAKTUYECKUX 3aHSITUSAX;

- pPE3yJIbTATOB BIOIHEHHUS MHIHBUTYaTbHBIX
JIOMAIITHNX 3aJIaHMN;

- pe3yJIbTAaTOB TECTHPOBAHHS;

- pe3yJIbTaTOB YYacCTHsI B CCMHHAPCKUX
3aHATHSAX.

I1K1.4. OcymiecTBasTh
YCTaHOBJIEHUE
(na3HavyeHue, nepepacyer,
MePEBOJT), MHACKCAITUIO U
KOPPEKTUPOBKY ITEHCHH,
Ha3HaYeHHE TIOCOOHH,
KOMIICHCALIUH U APYTHUX
COLIMAJILHBIX BBITLIAT,
UCTIONB3YS
WHPOPMAITHOHHO-
KOMITbIOTEPHBIE
TEXHOJIOTHH.

- IEMOHCTpAIHsI CTIOCOOHOCTH
KBATN(UIIUPOBAHHO U TPAMOTHO
OCYIIIECTBJISATh YCTAHOBJICHUE
(mazHaueHue, mepepacuér,
[IepPeBO/T), MHACKCAIIHIO U
KOPPEKTUPOBKY TICHCHIA,
Ha3Ha4YeHHE ITOCOOUH,
KOMITEHCAIINH U IPYTHX
COILIMAJBHBIX BHITLIAT,
HCIIOJIB3YS MHPOPMAIIMOHHO-
KOMITBIOTCPHBIC TCXHOJIOTUH.

OneHka B paMKaX TEKYILEro KOHTPOJIS:

- PE3yJbTATOB BBIITOJIHEHUS MPAKTUUECKHUX
paboT Ha MPAKTUYECKUX 3aHSTUAX;

- PE3YJIbTATOB BBINOJIHEHUS MHIUBUIYATbHBIX
JIOMAaIITHUX 3aJIaHHUi;

- PE3yJIbTATOB TECTUPOBAHMSI;

- PE3yJIbTATOB YYaCTHsl B CEMUHAPCKUX
3aHATHUAX.

[IK 1.6. KoncynbtupoBatb
rpaxJaH u
IIpeICTaBUTENEH
IOPUINYECKUX JIUI] 110
BOIIPOCaM IIEHCHOHHOTO
oOecrieyeHus u
COLMAJIHOH 3aIUTHI.

- IGMOHCTpALUs CIIOCOOHOCTH
KBaJIM(PHULUPOBAHHO M TPAMOTHO
KOHCYJIbTUPOBATH I'pakJ1aH v
NpEACTABUTENIECH IOPUIUIECKUX
JIUI] 110 BOTIPOCaM IEHCHOHHOTO
obecrniedeHus ¥ COIaTbEHON
3AIUTHI.

OneHka B paMKaXxX TEKYILEro KOHTPOJIS:

- PE3YJIbTATOB BBIMOJIHEHUS MPAKTHYECKUX
paboT Ha MPAKTUICCKUX 3aAHATHUX;

- PE3YJIETATOB BHITIOTHEHUS MHIUBUTY ATHHBIX
JIOMAIIIHUX 3aJaHul;

- Pe3yJIbTATOB TECTUPOBAHMUSI;

- PE3yJILTATOB YUaCTHS B CEMHHAPCKUX
3aHATHUAX.

TIK 3.3. CocTaBisaTh
3asIBJICHUSI, 3aIIPOCHI,
MPOEKTHI OTBETOB Ha HHUX,
MIPOIIECCYaTbHBIC

- IGMOHCTpAIUs ClIOCOOHOCTH
KBIM(HUIIMPOBAHHO U TPAMOTHO
COCTABIIATH 3asIBJICHUS,
3aITpOCHI, TPOEKTHI OTBETOB Ha

OL[@HKa B paMKax TCKYHICTO KOHTPOJIA:

- PE3YJILTATOB BBIIIOJIHCHUSA NPAKTUICCKUX
pa60T Ha NPAKTUICCKUX 3aHATUAX,

- PE3YJIbTAaTOB BLITIOJIHCHUA MHIANBUAYAJIbHBIX
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JIOKYMEHTHI C
HCTIOJIb30BaHEM
MH()OPMALTMOHHBIX
CIPaBOYHO-TIPABOBBIX
CHCTEM.

HUX, TIPOIIECCYyalIbHbIE
JOKYMEHTBI C UCIIOJIB30BAHUEM
“H(OPMAITMOHHBIX CITPABOYHO-
MIPABOBBIX CHUCTEM.

JIOMAIITHUX 3aJaHNMH;

- PE3yJILTATOB TECTUPOBAHHS;

- Pe3ybTATOB yIaCTHS B CEMIHAPCKIX
3aHATHUSX.

1K 3.4. ®opmupoBats ¢
UCTIOJIb30BaHUEM
HHPOPMAITHOHHBIX
COLIMAITLHO-TIPABOBBIX
CHCTEM TaKeT JOKYMEHTOB,
HEOOXOIUMBIX, IJISI
TPUHATHS PEIICHUS
MPaBOMOYHBIM OPTaHOM,
JTOJI’KHOCTHBIM JIUI[OM.

- IEMOHCTpAITUS CITOCOOHOCTH
KBaJIM(QHULIUPOBAHHO U TPAMOT
(hopmHpoBaTh €
HCIIONTb30BaHUEM
WH(POPMAIMOHHBIX COIIMATBEHO-
MIPAaBOBBIX CUCTEM ITaKET
JIOKYMEHTOB, HEOOXOJTUMBIX,
JUTSL IPUHSITUS PEIICHUSI
MPaBOMOYHBIM OPTaHOM,
JOJKHOCTHBIM JIUIOM.

OreHKka B paMKaXxX TEKYILEro KOHTPOJIS:

- PE3YJILTATOB BBIMOJIHCHUS MPAKTHYECKIX
paboT Ha MPAKTUYECKUX 3aHSTUSX;

- Pe3yIbTATOB BBIOJIHEHHS HHANBUTYTbHBIX
JIOMAIITHUX 3aJIaHMNi;

- Pe3yIbTaToOB TECTUPOBAHUS;

- PE3yJIbTaTOB YUaCTHsI B CEMUHAPCKUX

3aHATHSX.

I1K4.1.ITnanupoBats
paboTy IO COIUATBHOM
3allIUTe HACEIICHHUS,
ONIPENENATH €€
conepkanue, opMbI U
METO/IBI.

- ISMOHCTpAIUs CIOCOOHOCTH
KBATN(HUIIUPOBAHHO U
TPaMOTHO .TUITAHUPOBATH pabOTy
10 COLMAJIbHOM 3allUTe
HACeJICHUs, OTNIPENEIATh €€
coniepkanue, (POPMBI U METOIBL.

OreHKa B paMKaxX TEKYIIEro KOHTPOJIS:

- PE3yJbTATOB BBIITOJIHEHUS MPAKTUUECKHUX
paboT Ha MPAKTHYECKUX 3aHITUAX;

- PE3yJIBTATOB BBINOJIHEHUS MHIUBUIYAIbHBIX
JOMAaIITHUX 3aJIaHUi;

- PE3yJIbTATOB TECTUPOBAHMUSI;

- pe3yJbTaTOB Y4acTHsl B CEMUHAPCKHUX

3aHATHSIX.

KommnekcHast oueHka B paMKax 3a4€THBIX
MEPOIPUATHI:

-UTOTOBAasl OLIEHKA TEOPETUYECKOMN
MOJIrOTOBKU IO PE3yJIbTaTaM TECTUPOBAHUS;
-3a4€T OCHOBHBIX NMPO(ECCHOHATBHBIX
KOMIIETEHIIUM 10 PE3YJIbTaTaM BbINOJIHEHUSA
KOMILUIEKCHBIX MPaKTUUYECKUX U
CUTYaIlMOHHBIX 3a/IaHH.

Tabmuua 10. — CooTBeTcTBHE COAEP)KAHUS AUCLUIUIMHBI TPEOYEMbIM pe3yibTaTaM 00y4eHHs

Ne Pe3yabTaThl 00yuenust Yuedno-
o0pa3oBaTesIbHbIE
m MOYJIH
1 2 3 4
1. O06001eHHbIE 001IEKYIbTYPHBIE U POdecCHOHATIBLHBIE KOMMETEHIIUU
11 OK 1. IloHnMaTh CyLTHOCTH ¥ COLMABHYIO 3HAYMMOCTb CBOEH Oymymeit
npodeccuu, MPOsIBIISTh K HEH YCTOWYMBBIN HHTEpEC.
12 OK.2. Opraan3oBbIBaTh COOCTBEHHYIO AESTEITHHOCTD, ONIPENETATh METONBI U | * * * *
CHOCOOBI BBINOIHEHUS TPO(ECCHOHATIBHBIX 3a/]a4, OLIEHUBATh UX
3¢ (HEeKTUBHOCTH U Ka4eCTBO.
13 OK 3. Pemats npo01eMBbl, OLICHUBATh PUCKU U IPUHUMATD PELICHUS B * * * *
HECTaHAAPTHBIX CUTYaLHAX.
14 OK 4. OcymiecTBisTh HOMCK aHAIN3 M OLIEHKY HH(pOpMAaLH1, HEOOX0JMMOi * * *
JUISI TIOCTAHOBKH U pelleHus 3QQEKTHBHOTO BHITOITHEHUS
npodecCHOHANBHBIX 33124, MPO(ECCHOHAIBHOTO U JINYHOCTHOTO Pa3BHUTHSL.
15 OK 5. Ucnonb3oBaTh MHPOPMAIMOHHO-KOMMYHUKATHBHBIE TEXHOJIIOTUH JIIS * * *
COBEPIICHCTBOBAHMUS MPOQPECCHOHANBHON JeATeIbHOCTH
16 OK 8. CamocCTOSTEHHO ONPENEIATh 3aJa4l NPOPECCHOHATBHOTO U * * *
JIMYHOCTHOTO PAa3BUTHS, 3aHUMATHCA caMO0Opa30BaHNEM, OCO3HAHHO
TUTAHUPOBATH TIOBBIIICHUE KBATH(DHUKALINH.
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1.7 OK 9. OpueHTHpOBaThCs B yCIOBUSAX MOCTOSHHOTO M3MEHEHHS MPaBOBOH * * *
6a3bI

2. JucuuniimHapHble KOMIIeTEHINY (3HAHUA, YMEHHA) * * *
3HAHMA:

2.1 MTOHSTHSA TOKYMEHTa, €r0 CBOWCTB, CITOCOO0B TOKYMEHTHPOBAHHUS; * *

2.2 MIPaBUJI COCTABIICHUS M 0OPMIICHHUS OPTraHN3aIIMOHHO-PACTIOPSIUTEIBHBIX * * *
nokymenToB (OPJI);

2.3 CUCTEMBI ¥ TUTIOBOH TEXHOJIOTUU TOKYMEHTAIIHOHHOTO 00ECTICUeHHUS * *
ynpasnenus (A0VY);

24 0COOCHHOCTEH JIEeIOMPOU3BOJICTBA 10 OOPAIICHUSIM IPaXKIaH U * *
KOH(MICHIINATHHOTO JIEIOPON3BO/ICTBA.
yMeHHUS:

2.5 0 OpPMIIATH OpTaHU3AIMOHHO-PACTIOPSAUTEIHHBIE JOKYMEHTHI B *
cootBeTcTBHH ¢ AericTByomuM ['OCTowm ;

2.6 OCYHIECTBIATH 00pabOTKY BXOASIINK, BHYTPEHHUX U HCXOIAIIIX * * *
JIOKYMEHTOB, KOHTPOJIb WX UCTIOTHEHHUS;

2.7 0 OpPMITATH TOKYMEHTHI JIJIS TIepeIadrl B apXUB OpraHN3allHH. *

Tabmumal 1. - OueHnka UHAUBUYaTbHBIX 00pa30BaTEIbHBIX TOCTHKCHUH U KOMIICTEHITUH MO pe3yJibTaTaM
TEKYIIETO KOHTPOJISI U TPOMEKYTOYHOM aTTECTALUU C IPUMEHEHUEM PEUTUHIOBOM TEXHOJIOTUU

Bcero 6ammos 100
Ne HanMmeHoBanye pab CemectpoBas arrectanus ot 60
wn pabor Texymas arrectanms ot 0 o 40 1006 9-16
6amnos (1-8 Henmens) 70 aJLIoB (
HeIest)
OrneHka ypoBHS Ornenka OreHka ypoBHS Ornenka
OCBOCHHUS KOMIIETEHLIUN OCBOCHHUS KOMIIETEHLIUN
JICIUTUTAHBI 00y4aroIuXCs JTACITUTITAHBI 00y4JaroImxcs
1 | Pabora Ha ypoke 5 5 5] 6
2 Benenune xoncnekra 1 1 1 1
3 BCP (coobmienus, 5 7 5 7
pedepatsl, JOKIabI).
4 Hucnurmaa 15 15
5 | IlpoBepounas 2,5 7 2,5 6
(xoHTpONBHAA,
CaMOoCTOsITeIbHAs)
pabota
7 | IlpomexyTouHas 10 10
arTecTanus
(mnddepennmpoBaHHBII
3a4eT)
8 | INocemaemocTsb 5 5
Hroro: 40 60

Tabmuna 10 - [lepeBoj; 6ayuIoB B TPAJIUIIMOHHYIO CUCTEMY OICHUBAHUS

Bamsr KauecTBeHHas ornieHka KonmuecTBeHHast orieHKa
91-100 OTJIUYHO «5»
76-90 XOPOIIO «&»
61-75 YIOBJIETBOPUTEIHEHO «3»
MeHee 61 HEYAOBJIETBOPUTEIHHO «@»
Gonee 61 3a4TEHO
MmeHee 61 HE 3a4TE€HO
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6. TJIOCCAPUIA OCHOBHBIX TEPMHMHOB WM OINPEJEJEHUHA, H3YUYAEMBIX B
JUCHUILIMHE «1I0OKYMEHTHPOBAHUE YIIPABJEHYECKOM AEATEJBbHOCTH»

ABTOp 10KYMEHTAa

(1)I/I3I/I‘-ICCKO€ WM OPUINYICCKOC JIMIO, CO3JaBIICC TOKYMCHT.

AzpecaHT OTIIPaBUTEIIb.

Anpecart MOJTyYaTeNb.

AKT JOKYMEHT, COCTAaBJICHHBIA HECKOJIBKMUMH JIMIIAMH M TTOATBEPKTAIOLITUI
YCTaHOBJICHHBIC (DaKThI I COOBITHSL.

brnank nokymenra Ha0Op PEKBU3HUTOB, HICHTH(PHUIIUPYIOIINX aBTOPa OPHUIIHAIHLHOTO

IMUCBbMCHHOTI'O JOKYMCHTA.

Bu3sa opunuajabHoro

PEKBU3BHUT JOKYMCHTA, BBIpa)KaIOH_[I/Iﬁ corjiaCue MJid HECOorjiacue

AOKYMEHTa JIOJIKHOCTHOTO JIMIIA C COIEPKAHUEM JOKYMEHTA.

Boinucka u3 KOIIMSl 4YaCTU TEKCTOBOI'O JOKYMEHTA.

JOKYMEHTA

I'pud PEKBH3UT, YKA3bIBAIOIINI Ha 0COOBIN XapaKTep CoAepKaHuUs
0pUIIHATEHOTO JOKYMEHTA.

Heisio COBOKYIHOCTH JIOKYMEHTOB WJIH JIOKYMEHT 10 OJTHOMY BOTIPOCY,
MOMEIEHHBIN B TBEPAYIO 00JI0KKY, COOTBETCTBYIOIIMM 00pa3oM
0 OpPMIICHHYIO.

lenonpou3sBoaCTBO OTpaciib AEITeIbHOCTH YEJIOBEKA, CBSI3aHHAs ¢ pa3paboTKoM u

(JoxymMeHTaUMOHHOE odopmIIeHHEM JOKYMEHTOB, OpraHu3aIiel UX ABMKCHUS, YUETa U

o0ecrneyeHue XpaHEHHUS.

yHpaBJICHHS)

JAupeKTUBHBII JIOKYMEHT, COo/iep Kalluii 00s3aTeIbHbIe K UCTIOJTHEHHUIO YKa3aHUs

JOKYMEHT BBIICCTOANINUX OPraHOB.

Jorosop JOKYMEHT, 3aKPEeTUISONIUI COTNIAllIeHne ABYX UM HECKOJIbKUX CTOPOH.

I[OKJ'[R)IHaﬂ 3anucCKa

HAOKYMCHT, aIlpeCOBaHHHﬁ PYKOBOACTBY, B KOTOPOM H3JIAracTCsa KaKoi-
h10%(e10) BOIIPOC € BBIBOJAMU U MPCAJIOKCHUSAMU COCTABUTECIIA.

JoxkymeHT 3a(uKcupOBaHHas HA MaTEpUaIbHOM HOCHUTENE HH(OpMALIUS C
PEKBU3UTAMHU, TIO3BOJIAIOLIUMU €€ UAECHTUPUIIUPOBATS.

JlokyMeHTHpOBaHHe 3anuch HMHQOpPMAMM Ha PA3IMYHBIX HOCHUTENSX [0 YCTAHOBJIEHHBIM
IIPaBUJIAM.

JlokymeHnTo000poT JBUKEHHE TOKYMEHTOB B OpPraHM3allid C MOMEHTa MX MOJIY4YEHHs WM
CO3J1aHUs 10 3aBEPIICHMS UCTIOJHEHUS NN OTIIPABKU.

JAy0aukar 1oKymeHTa ITOBTOPHBIN HK3EMIUIAP MOJJIMHHUKA JOKYMEHTA, UMEIOLINHN I0OPUIUYECKYIO

CUILY.

HNunekc geaa

nudpoBoe u /mim 6ykBeHHO-ITU(POBOE 0003HAUCHHE JIeTIa B HOMEHKIIaType
JIeJT OpTaHu3aIi, HAHOCUMOE Ha €ro OOJIOXKKY.

HNucTpykums MPaBOBOM AaKT, YCTAHABJIMBAIOIIWNA MPAaBWIA, PETYIUPYIOIIUE
OPraHU3alMOHHBIE U CIIEL[UATIBHBIE CTOPOHBI JAECATEIBHOCTH OpPraHU3alui,
YX MOAPA3IAEICHUN, OTACIBHBIX JOJKHOCTHBIX JIMII.

Koppecnongent OpraHu3alMs UM OTAENIBHOE JIUIIO, C KOTOPBIM BEAETCS MEPEINCKA.

JIndnoe neso

ACJI0, BKIIFOYAOMICE JOKYMCHTBI O KaKOM-IIH00 pa6OTHI/IKe MpeAIpUATU.

Hakaagnas JOKYMEHT, KOTOphIM odopMisiioTcs TNpuéM U OTHpaBKa Ipy3a,
nepeMenieHne ik OTIYCK MaTepruaibHbIX LIEHHOCTEH.

Homenxknarypa nen CUCTEMAaTHU3UPOBAHHBIN IepeueHb 3ar0JIOBKOB JI€ C YKa3aHUEM CPOKOB UX
XpaHeHus1, 0pOPMIICHHBII B yCTAaHOBJICHHOM MOPSIJIKE.

O0bsicHUTEeIbHAS JIOKYMEHT, B KOTOPOM paOOTHHK OpTaHU3allUUd OOBICHSIET HPUYMHBI

3anmMcKa HEBBIMIOJIHEHUS ~ KaKOro-TMOO  paclopsDKeHMs, TIpHKa3a, WHCTPYKIHH,
IIPaBWJI WIIM YCTHOTO YKa3aHUsS! pyKOBOJUTEIIS.

Onucp IOpUINYECKH O(hOPMIICHHBIN IIepeueHb TJOKYMEHTOB.
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Oprann3zanuoHHble
AOKYMEHTbI

JOKYMEHTBI,  ONpENeNAIoNIe IPaBOBOM  cTaTyc  (OpraHM3aliOHHO-
MPaBoOBYIO (HOPMY) YUPEKACHUS, TPEINPUATHS U TTOPSIIOK €r0 pabOTHI.

Opnrnnan AOKYMEHTA

IIEPBOHAYAIIBHBIN 3K3EMIULAP JOKYMEHTA.

OTnyck

3aBepeHHasl IIOJHAas KONHUA HCXOAAINEro JAOKYMEHTa, OCTAIoIasAci Yy
OTIIPABUTEJIA.

Od¢opmiienue nesia KOMIUIEKC paboT M0 OMHCAHWIO JIela, 1O TOJTOTOBKE OOJIOXKKH, IO
OpoLIIOPOBKE, HYMEpaluu JIMCTOB M COCTABJICHHUIO 3aBEPUTENILHOM
3aIHUCKHU.

Odopmiaenne MIPOCTaBJICHUE HEOOXOJMMBIX PEKBU3UTOB, YCTAHOBJIEHHBIX IpPaBUIaAMU

AOKYMEHTa JIOKYMEHTHUPOBAHUS.

Mucemo 00001IEHHOE HAMMEHOBAaHUE PA3JIMYHBIX MO COACPNKAHUIO TOKYMEHTOB,
CITYKaIllUX CPEICTBOM OOIIEHUS MEXy OPraHU3aALUIMHU, a TAKXKE MEKITY
OpraHu3alysIMU U YaCTHBIMU JIMLAMU.

HopnmuHaHNK MEPBOHAYAIBHBIA  JIOKYMEHT, COJEpXKallil HCXOAHYI0 HH(OpMAIHIO,
HaJJIeXKaIuM 00pa3oM 0pOpMIICHHBIH.

Monoxenune MIPaBOBOI AaKT, YCTaHABJIMBAIOIIMI OCHOBHBIE MpPaBWJIa OpPraHU3ALUU U
JIEATEIbHOCTH YUPEKICHUH, MIPEANPUSITHIA, 150:¢ CTPYKTYPHBIX
MOJIpa3ICIICHU M.

IIpenJio:xkenue MMHUCbMEHHOE 3asBJICHUE OT UMEHHM OpraHu3aluu, aJpeCOBAHHOE IPYrou

(odepra) OpraHu3aly, O TOTOBHOCTH 3aKJIFOYUTh C HEM JIOIOBOP HA ONPEAEIEHHBIX
YCIIOBUSIX.

IIpeacraBienue JIOKYMEHT, COJIepKaIlUi MPeJI0KEHNE O HA3HAYEHUHU, IEPEMEILICHUH WIIN
MOOLIPEHUU MEPCOHANIA, & TAKKE PEKOMEHJALUIO ONPEAEIEHHBIX NEHCTBUM
MEPOIPUATHI MO BOIPOCAM AEATEIIBHOCTH OpraHU3ALNH.

IMperensus [ACbMO, OTIIPABJISIEMOE BUHOBHOW CTOPOHE B CIly4ac HEBBINOJHEHUSA €IO
3aKJIIOUEHHBIX paHee IOTOBOPOB U Pa3HOTO pojia 00S3aTEbCTB.

IMpuka3s IPaBOBOM  aKT, W3JAaBacMbli PYKOBOJMUTEIEM JUI  pELICHUs

OCHOBHBIX U OIICPATUBHLIX 3a1a4, CTOAIINX TICPE OpFaHH3aHHeﬁ.

HpOCKT AOKYMEHTA

npez[BapHTeanHﬁ BapUAHT JAOKYMCHTA, HpeI[HaSHa‘leHHHﬁ JJIA
pacCMOTPCHHUA U COTIJIACOBAHUA C 3aAMHTCPECCOBAHHBIMU JIMITAMHU.

IIpoToxoa JOKYMEHT, COZep alllui MOCIeI0BaTENbHYIO 3allUCh XOAa 00CYXIIeHUs
BOMpOCa M  MPUHATBIX  pEHIEHHH Ha  cOoOpaHMAX,  COBEIAHMSIX,
KOH(bepeHHI/IﬂX H 3aCCAaHUAX KOJIJICTHAJIBHBIX OPraHOB.

Pacnucka JOKYMEHT, TMOJATBEPKIAIONINN TMOJIyueHHEe KaKUX-THOO JEHEKHBIX WU
MaTepuaIbHBIX IEHHOCTEH.

PacnopsiiurebHbIe JTOKYMEHTBHI, B KOTOPBHIX (DUKCHPYIOTCS peUIeHUS B YUYPEKICHHH, Ha

JOKYMCHTbBI NpeaAnpusATU aIMUHHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB.

Pacnopsizxkenue MPABOBOM aKT, M3JaBacéMblii B OpraHU3aIllMU 1O OMEpPATHUBHBIM BOMPOCAM
CAUHOJINYHO 3aMECTUTCIISIMA IEPBOTO PYKOBOAMUTEIIA, a TAKXE
PYKOBOIMTEINSIMU CTPYKTYPHBIX MOJpa3AeIeHUi.

Perucrpanuonsblii nudpoBoe WM OyKBEHHO-IIM(PPOBOE 00O3HAUEHWE, TMPUCBANBAEMOE

HHJEKC (HOMep) JOKYMEHTY TIPHU €T0 pEerucTpaIiy.

JAOKYMEHTA

Perncrpanus 3aMuch YYETHBIX JaHHBIX O JOKYMEHTE [0 YCTaHOBJIEHHOU ¢opme,

JAOKYMEHTA ¢bukcupyromas GpakT ero Co3AaHus, OTIPABICHUS WIN TOTYICHUS.

Peectp [TepeueHs (CIUCOK) YETO-TUOO MPUMEHSEMBIH B OyXraaTepckoM Yy4ETe u

ACIONPONU3BOACTBC.

Pe3ouaronusa na
JOKYMEHTe

IMUCBbMCHHOC YKAa3aHUC PYKOBOJUTEIIA UCITOJTHUTECIIO O XapaKTEPE U CPOKax
HCITIOJIHCHUSA JOKYMCHTA.

PexBu3uTHI

I/IH(I)OpMaLII/IOHHLIC 9JICMCHTBI CJ'IY)KC6HOP0 AOKYMCHTA, €ro
COCTAaBJIAIOIIHNCE.
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Pekiamanmnonnoe MUCbMEHHOE 3asiBieHHe 00 oOHapyXeHWu HemocTaud, Je(ekToB B

NMHCbMO NIOJTY4EHHOM MPOAYKIIMH UIIH BBIIOJIHEHHON padoTe.

Pemenue IIPAaBOBOM aKT, IPUHUMAEMbIN KOJUIETHAIbHBIM OPraHOM.

Cucrema COBOKYNIHOCTb  JIOKYMEHTOB,  B3aUMOCBA3aHHBIX 110  IIPU3HAKaM

AOKYMEHTAILUN NPOMCXOXKJCHUS, HA3HAYCHHUs, BUAA, c(epbl NeATETbHOCTH, E€IWHBIX
TpeboBaHU# K UX 0(HOPMIICHHIO.

Cucrema IIPUHATBHIA B OPraHU3alMK MOPSAA0K CO3/1aHus, OPOPMIICHHS U UCTIOJIHEHUS

AOKYMEHTHPOBAHHS JIOKYMEHTOB.

Cayxe0HbIH JOKYMEHT

OpUITMAIBHBIA  JJOKYMEHT, HCIIOJIb3yeMbIi B TEKYIIEH JeATEIbHOCTH
OpraHu3aluu.

ConpoBoaurenbHoe MUChMO, YKa3blBaiolee Ha (PakT OTHPABKU MPHIOKEHHBIX K MHCbMY

MHCHMO JIOKYMEHTOB U IPYTUX MaTEPUAIBHBIX LIECHHOCTEH.

CnpaBka JOKYMEHT, COJEp)Kalllui OTBET Ha 3alpOIIEHHYI0 HH(POPMALHUIO WII
HOJTBEPXKIEHUE TEX WIIM UHBIX (PaKTOB U COOBITHH.

Cranpaprusanus NESATENIbHOCTh 110 YCTAHOBJIEHHMIO IPaBWJI M XapaKTEPUCTHK B LEISIX MX
JOOPOBOJIBHOIO M MHOTOKPAaTHOTO MCIIOJIb30BaHMsI, HAIpaBJeHHas Ha
JOCTIDKEHUE YIOPSIIOYEHHOCTH B cepax yrpaBlieHHs] MPOU3BOJICTBA U
oOpalieHus MPOAYKLUMHM U TOBBIUIEHUS  KOHKYPEHTOCHOCOOHOCTH
MPOAYKIIUH, PAOOT UIIH YCITYT.

Tabauna dbopma MOKyMEHTa, B KOTOPOM TEKCTOBBIE WIH IH(PPOBBIC CBEICHUS
pa3MeIIeHsl 1Mo rpadam.

Tenerpamma BUJI CITY>KEOHOI'0 IOKyMEHTa, NepeaHHoro 1o Tenerpady.

Tesexe TeJerpaMMa, IIOCIIaHHAs 110 TEJIETaMuIy.

Tenedponorpamma 0000IEHHOE Ha3BaHWE PA3IMYHBIX [0 COACPXKAHUIO JIOKYMEHTOB,
BBIJICJIIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM Iepefayd TEeKCTa - 110
TeneoHny.

Yxka3zanue pacropsaUTeNbHbIl  JOKYMEHT, H3/1aBaeéMblii B  yUpeXJIEHHUsX, Ha
OPENNPUATUIX TNPEUMYIIECTBEHHO [0 BOIpocaM HH(OpPMalMOHHO-
METOJUYECKOTO XapakTepa, a TaKXe II0 BOIPOCaM, CBS3aHHBIM C
OpraHu3alnueil UCIOJHEHNs MPUKA30B, MHCTPYKIUM M IPYrUX MPaBOBBIX
aKTOB OPraHOB YIPaBJICHUS.

Yuupukanus YCTAQHOBJIEHHE eInHOo0Opa3Horo Habopa (opmaToB Oymaru, 3JIEMEHTOB
TCKCTA, PCKBU3UTOB HJIM PasMCIICHHA KaK B paMKax OJHOI'0 JOKYMCHTA,
TaK ¥ B Maciitabe JOKyMEHTHOro o0pa3oBaHusl.

Yuu¢puunupoBanuas cUcTeMa JOKYMEHTallud, CO3JjaHHas 10 €AMHbIM TNpaBWwiIaM |

cucreMa TpeOoBaHUAM, cojiepxalas HHGopMaIio, HeOOXOAUMYIO JUISl YIIpaBICHHS

poxkymenranuu (YC/I) | B onpenenéuHoil chepe nesTeabHOCTH.

YHuduuupoBaHHas COBOKYIIHOCTb ~ PEKBHM3UTOB, YCTAHOBJIEHHBIX B  COOTBETCTBHUM  C

¢dopma noxkymeHTa

Yo

pelaeMbIMH B JaHHOU cdepe AESITEIbHOCTH 33aJa4aMy U PacoiI0KEeHHBIX
B OIIpeIeIEHHOM MOPSJIKE HAa HOCUTEE HH(POpPMalnu.

dakc (Teaedaxc)

TenedoHHas paKCUMHUIbHAS CBA3b JUIS MEepeJaud MeyaTHO MH(pOpMaIuH,
anmapar A npuémMa GaKCUMHUIBHON CBSI3H.

dakcumulie

BOCIIPOM3BEJCHHE TEXHUUYECKUMH CPEJICTBAMH TOYHOTO HM300paKEHHS
noanucu (TeKcra), CAENAHHOW OT pyKH. A Takke KIuWIIe, INedarka,
II03BOJISAIOIAs] MHOTOKPATHO BOCIIPOM3BOJUTH MOANKCH HA TOKYMEHTaX.

duznyeckoe JUIO

oMo, — obnajamoliee  IpaKAaHCKUMM — [IpaBaMM M [OJUIeXKalee
OTBETCTBEHHOCTH 3a HapyIIEHHE I'PakTaHCKUX 00sS3aHHOCTEH.

dopmupoBaHue aell

TpynmnupoBKa HCIOJIHCHHBIX JOKYMCHTOB B Ji€jJla B COOTBETCTBUHU C
HOMCHKJ'IaTypOI\/'I ACHT 1 CUCTCMATHU3allUuA JOKYMCHTOB BHYTPH JCJI.

DopmyJisip 10KYMEHTA

Habop PEKBU3UTOB O(pHUITHATIEHOTO MUCbMEHHOTO JIOKYMEHTA,
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PaCIIONI0KEHHBIX B ONPEACIEHHON MOCIEA0BATEIIBHOCTH.

®opmyasip odpaselr MOJIeJIh TIOCTPOSHUS JOKYMEHTA, YCTAaHABIMBAIOIIAs 00JIaCTh IPUMEHEHUS,

JTOKYMEHTA dbopMaThl, pa3mepsl mojiei, TpeOoBaHUS K HOCTPOECHUIO KOHCTPYKLIIMOHHON
CETKU Y OCHOBHBIC PEKBU3HUTHI.

XapakTepucTHKa JOKYMEHT,  BBbIJaBaeMblii  aJIMUHHCTpallM€li  OpraHu3alid  CBOEMY
paboOTHUKY.

HupkyasipHoe NMCbMO | IMCbMO, HANpPaBJICHHOE BBIIIECTOSIEH OpraHu3alueil B  HECKOJIBKO
aJIpECoB.

3chean3a HEHHOCTH

OMpCACIICHUEC 3HAYCHUA NOKYMCHTOB B HCIAX HUX 0T6opa Ha XpaHCHHUC H

AOKYMCHTOB YCTAHOBJICHHA CPOKOB XPAaHCHUA HAa OCHOBC MPHUHATBHIX KPUTCPUCB.
KOpuaunyeckas cuiia CBOMCTBO O(HIMATBLHOTO TOKYMEHTa, OOECIeYrBAcMOE JICHCTBYIOIIUM
JAOKYMEHTA 3aKOHOJIaTEJIbCTBOM, KOMIIETEHLIUEW W3/IABIIET0 €ro OpraHa yrnpasJjeHus U

YCTAHOBJICHHBIM MOPAIKOM O(QOPMIICHHSL.

IOpuaunyeckoe 1o

YUpEKIACHUE, NMPEAIPUATUE UM OPraHU3aLUsl, BBICTYIIAIOIIEE B Ka4eCTBE
CaMOCTOSITEIbHOTO HOCUTENS TPAXKAAHCKUX MIPAB U 00S3aHHOCTEH.

S3bikoBas popmyia
AOKYMEHTa

CJIOBO, CIIOBOCOYCTAHHUE, MPEAIOKCHHE, 00pa3yIolie OCHOBHONH TEKCT U
xapaKTepHoe JUJIA KOHerTHBIX BHUJIOB ZIOKyMCHTOB.
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MUHOBPHAYKH POCCHUU
®unuaa gpenepasbsnoro MMHOBPHAYKHU POCCHUUA

®uanana PpeaepabHOI0 rocyiapcTBEHHOr0 0I0KETHOI0 00Pa30BaTEILHOIO
y4peKkaeHHsl BbICLIEro 00pa3oBaHusi
«BJJAINUBOCTOKCKUHU I'OCYJAPCTBEHHBIU YHUBEPCUTET»
B I. Apreme

(PUNIIMAJTI ®T'BOY BO «BBI'Y» BI'. APTEME)

KOHTPOJIBHO OLHEHOYHBIE CPE/ICTBA

K ydeOHoM aucuurimHe

OIl.13 JokymMeHTALIMOHHOE O0ecleYeHne YIpaBJieHUus

IIPOTPAMMBI TTIOATOTOBKH CTICITHAIMCTOB CPETHETO 3BEHA
10 CHEAATIBHOCTHA
40.02.01 ITpaBo u opraHu3anusi COMUAJIBLHOTO 00ecreYeHus

Aptem 2023
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1. OOume moJIoKeHUs.

27

KontponbHo-ouenounsie cpencta (KOC) mnpennaznadeHbl Juisi KOHTPOJIE M OLIGHKH

00pa3oBaTeNbHbIX JOCTHKEHUI OOYy4YaroUMXcs, OCBOMBIIUX MPOrpaMMy y4eOHOW TUCIUILIMHBI

OII.13 «J/lokyMeHTaIIMOHHOE 00eCTICUeHNE YIIPABICHUS

KOC BxiIouaroT KOHTPOJbHBIE MaTepHaibl JUIsl IPOBEACHMS TEKYLIEro KOHTPOJIS H
IPOMEXYTOYHOU aTTecTanuu B popme TudepeHIIMpOBaHHOTO 3a4eTa

KOC pa3paboTaHbl B COOTBETCTBUU C:

- IpOrpaMMoOi MOATOTOBKM CHEHUAIMUCTOB CpeAHEro 3BeHa no cnenuaiabHocTu 40.02.01

IIpaBa u opranu3anus COUMAJILHOI0 odecnevyeHuns yriry0JJeHHOM MOAT0OTOBKH;

- IpOrpamMMoil yueOHOM AMCUUIUINHBL JJOKyMEHTallMOHHOE 00ECTIeUeHHE YIPABICHUSL.

2. Pe3yabTaTbl 0CBOCHMS M CIHUILINHBI, OVIEKALINE IIPOBEPKe

Pe3yabTaTsl 00yyeHus
(ocBOEHHBbIE YMEHUSI, yCBOCHHBIE 3HAHMSA)

OcCHOBHBIE TOKA3aTeJIN OLICHKHU
pe3yJIbTaToB

¥ 1. opopmisiTe opranu3amoOHHO-
pacropsauTeIbHble JOKYMEHTHI B
cootBeTcTBUH C AeicTByrommuM ['OCTowm;

OdopmiieHre JOKYMEHTOB B COOTBETCTBHU C
®enepanbHbiM 3akoHOM «O0 nHbopManuu,
uH(bOpMaTU3ALIUY U 3aIIUTE U HHPOPMAITUI.
I'OCT P 6.30-2003 «YHubunupoBaHHble
CUCTEMBbI TOKyMEHTalUU. Y HU(UIIUPOBAHHAS
CUCTEeMa OpraHU3alMOHHO —
pacropsiANTEIILHON IOKYMEHTALIUH.
TpeboBanust kK 0HOPMICHUIO JOKYMEHTOBY

¥ 2. ocymecTBIsAT 00pabOTKY BXOISIINX,
BHYTPEHHHX U HCXOASALINX JJOKYMEHTOB,
KOHTPOJIb 32 UX UCTIOTHEHUEM;

IToHnMaHMe npoLEeccCOB BUKEHUS
JOKYMEHTOB M JIOKyMEHTO00O0poTa
[IpoBenenue cpaBHEHUS PyUHOTO U
aBTOMATHU3UPOBAHHOTO yU€Ta U KOHTPOJIS , UX
JIOCTOMHCTBA U HEJOCTAaTKU, IIPUMEHsIeMas
TEXHUKA.

¥ 3. opopMIIATE JOKYMEHTHI [yl IIepeiadun B
apXuB OpraHU3aluu

Opranuzanys yHupUKau 1
crangaprusanuu. [lonnManne cucremsl
JOKYMEHTAIMH, €€ IIPU3HAKOB.

3 1. noHsiTHE TOKYMEHTa, €T0 CBOICTBA,
CHoCcOOBI JOKYMEHTHPOBAHHUS;

[Tonnmanue U 0OCo3HaHHE POJH JOKYMEHTA B
YKU3HH YeJI0OBEKa U 00111ecTBa, B cepe
yIpaBIeHUS U MPO(HECCHOHATBLHOM
JeSTeTLHOCTH, UX OCHOBHBIX (DYHKITHIA,
Croco00B IOKYMEHTUPOBAHHUSI, YHU(DUKAIINU U
CTaHJApTH3AIMH KaK 00 OCHOBHOM
HaIpaBJICHUU B COBEPIIICHCTBOBAHUH
JOKyMEHTOB.

3HaHNUE OCHOBHBIX MPU3HAKOB JTOKYMEHTA

3 2. mpaBwmIa cocTaBiIeHUS M 0POPMIICHHS
OpraHU3alMOHHO-PACTIOPSANTEIBHBIX
nokymeHnToB (OPI);

Ilonumanue omnpeaeneHrii OCHOBHBIX
TEPMUHOB: JJOKYMEHT, JIOKyMEHTHPOBAHNE,
aBTOP IOKyMEHTa, O(UIHATIbHBIN JOKYMEHT,
JUYHBIA TOKYMEHT.

[Tonnmanue ocobeHHocTell odopmiIeHUs
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OCHOBHBIX JOKYMCHTOB

3 3. cucteMy U TUIIOBYIO TEXHOJIOTHIO

JIOKYMEHTAllMOHHOI'O 00€CIIeYeH sl yIIpaBICHUS

(AOY);

[IpumeHeHne 3HaHNU OCHOBHBIX BUIOB U
Pa3HOBHUIHOCTEMN JOKYMEHTOB, BXOSIINX B
YCOP/] npu ux opopMIICHUH.

3 4. 0cOOEHHOCTH JI€TONPOU3BOJICTBA 110

06paH_[eHI/I${M IrpaXxaaH U KOH(l)I/I,I[eHI_[I/IaJ'IBHOFO

ACTIONPONU3BOACTBA

OOBsicHEeHHE XapaKTEPUCTHK U COCTaBa
OpraHU3aIMOHHBIX JOKYMEHTOB,
CIPAaBOYHO-UH(OPMALIMOHHBIX JIOKYMEHTOB
(cmy>xeOHBIX MHCEM, CIIPABOK, 3asBIICHUH,
JTOKJIaTHOM 3aKMCKH, aKTa, IPOTOKOIIA).

3 [IpodeccuonaibHble U 001IHEe KOMIETEHIHMHT

ITIK1.1. OcymecTBasTh mpodecCuoHaIbHOE
TOJIKOBAaHHWE HOPMATHUBHBIX MTPABOBBIX
aKTOB JJISl peajn3alliy MpaB IpaxiaH B
chepe MeHCUOHHOTO 00eCTIeUeHUs U
COLIMAJILHON 3aIUTHI.

-JIEMOHCTPAITUS HABBIKOB TOJIKOBAHWS HOPMATHUBHO-
HpaBOBBIX aKTOB, peI‘HaMeHTI/Ip}/IOH_[I/IX HOp?II[OK
pea3aluy IpaB I'paxk/iaH B chepe MeHCHOHHOTO
o0OecrieueHnst U COLMAIbHOM 3alUThI

[1K1.2. Ocy1iecTBisTh NPUEM rpak1aH 1o
BOIIPOCAM IIEHCHOHHOT'O 00CCTICUCHHS 1
COLIMAILHOM 3aIlUTEL.

- IEMOHCTpAIs CIOCOOHOCTH KBATH(PHUIIMPOBAHHO
¥ TPAMOTHO OCYIIECTBIIATh NPUEM IpakKAaH MO
BOIIPOCAM IIEHCHOHHOTO 00€CTICUEHHsSI ¥ COLIMATbHON
3aIIUTHI.

I1K1.3.PaccmaTpuBath NakeT JOKYMEHTOB
10 BOMPOCaM EHCHOHHOTO 00ecIieYeHHsI U
COIMAIbHOM 3aIIUTHI JJI1 Ha3HAYCHUS
MEHCHH1, MOCOOUH, KOMITEHCAIUH, TPYTHX
BBIILJIAT, & TAKXKE MEP COLUAITBHOMN
MOAJIEPAKKU OTJAEIbHBIM KaTErOPUSIM
rpakJiaH, HY X AAI0IUMCS B COLMATbHOMN
3aIuTe.

- IGMOHCTpAIus COCOOHOCTH KBAM(UITPOBAHHO U
IPaMOTHO paccMaTpUBaTh MAKET TOKYMEHTOB IO
BOIIPOCAM MTEHCHOHHOTO 00ECTIeUeHHsI U COLIMATBHOM
3aLUTHI IS HA3HAUYEHUS NTEHCH, TocoOui,
KOMIIEHCAlUH, JPYTruX BBIILIAT, @ TAKXKE MEp
COLIMAJIbHON MOJAEPKKHU OTIEIbHBIM KATErOpUsAM
rpaX<1aH, Hy>KJaloIIMMCS B COL[UAJIbHOM 3aIIuTe

I1K1.4. OcymecTBiATh yCTAaHOBJICHHE
(Ha3HaueHue, mepepacyeT, nepeBon),
WHJIEKCAINIO U KOPPEKTUPOBKY MEHCHIH,
Ha3HAYEHHE TOCOOMH, KOMIIEHCAIIUA 1
JPYTUX COIMAIBHBIX BBITIIAT, UCTIONIB3YS
UHGOPMAIIMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTUH.

- IEMOHCTpALs CIIOCOOHOCTH KBaTM(UIIUPOBAHHO U
I'PAaMOTHO OCYILIECTBISATh YCTAaHOBIIEHHUE
(Ha3zHaueHwue, nepepacy€T, NepeBo), HHACKCAIIUIO U
KOPPEKTUPOBKY MEHCUH, Ha3HAUEHUE TOCOOUIA,
KOMIICHCAIMI ¥ APYTHX COIMAIBHBIX BBITLIAT,
UCTIONB3YS MH(POPMAITMOHHO-KOMIIBIOTEPHBIE
TEXHOJIOTHH.

1K 1.6. KoncynbTupoBaTh rpaskJaH 1
MIPEACTABUTENEH FOPUINYECKUX JIULL T10
BOIIPOCaM IEHCHOHHOT'0 00ECIIEYeHUs U
COLIMAJIbHON 3aILMTBHI.

- IEMOHCTpAaLHs ClIOCOOHOCTH KBaTM(UIIUPOBAHHO U
IPaMOTHO KOHCYJIbTUPOBAaTh I'PakJIaH U
Mpe/icTaBUTENeH IOPUINUECKUX JIUL IO BOIIPOCaM
MIEHCUOHHOT'0 00eCTeueHHsI M COLMAJIbHON 3alllUTHI.

OK 1. [Tonumars CymHOCTb U COUUAIBHYIO
3HaYMMOCTb CBOEH Oyay1el nmpodeccun,
IIPOSIBJISTH K HEW YCTOWYMBBINA MHTEPEC.

JleMoHCTparusi yCTOMYNBOTO MHTEpECa K Oy TyIei
po¢eCcCHr C TOMOIIIBIO CUCTEMbI 3HAHUH,
TOJTYYEHHBIX B MEPUOI O0YUCHUSI.

OK 2. Opranu3zoBbIBaTh COOCTBEHHYIO
NeSITeTTbHOCTD, BRIOMPATh TUITOBBIE METO/IBI
U CIIOCOOBI BHITIOJIHEHUS
npodecCHOHATBHBIX 3a/1a4, OIICHUBATh UX
3¢ (HEeKTUBHOCTH M KA4eCTBO.

MoTuBupoBaHHOE 00OCHOBaHHUE BHIOOpA H
MIPUMEHEHHSI METOJIOB M CITIOCOOOB BHITIOJTHEHUS
MOCTaBIECHHON 331241, 00LEKTHUBHAS OLIEHKA CBOEH
paboTHI.
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OK 3. [IpuHUMAaTh pemIeHus B CTaHIAPTHBIX
N HCCTAaHAAPTHBIX CUTYyalludX U HCCTH 3a
HUX OTBETCTBEHHOCTb.

JlemoHcTpanust cnocoOHOCTH MPUHUMATh
OTIepaTUBHBIC PEIICHUS B CTAHIAPTHBIX U
HECTaHJIaPTHBIX CUTYalIUAX, HECTHU 32 HUX
OTBETCTBEHHOCTD IIPH BBITTOJIHEHUH 3a/IaHHsL.

OK 4. OcymuiecTBiSTh NOUCK U
UCTIOJIb30BaHUE HH(OPMAIIHH,
HeoOxoauMon 1 3¢ (HEeKTUBHOTO
BBINOJIHEHHS PO ECCHOHANBHBIX 33/1ad,
po(heCcCHOHATLHOTO M TMYHOCTHOTO
pa3BUTHSL.

OrnepaTUBHOCTH MTOMCKA U UCIIOJIb30BAHUS
HE0O0X0IMMOM MH(POPMAIIUH [T KAYECTBEHHOTO
BBITIOJTHEHUST MPOPECCHOHATBHBIX 3a/IaHUH,
poeCCHOHATIBHOTO M JIMYHOCTHOTO Pa3BUTHS

OK 5. Mcnionb3oBaTh MH()OPMAIIHOHHO-
KOMMYHUKATHBHBIE TEXHOJIOTHHU JUIS
COBEPILIEHCTBOBAHUS PO eCcCHOHATHHON
JeATEIbHOCTH

JleMOHCTpanus yMeHuUs OIEPaTUBHO OCYIIECTBIIATh
OIlepalLyy, IpeaaracMble pernogaBarTeieM, IeaaTh
aHaJIM3 M JIaBaTh OLIEHKY MOJIy4YeHHOU HH(OpMALIUH, B
T.4. M C UCHOJIb30BaHUEM IPOrPaMMHOI0 00eceyeHus

OK 8. CamocToATeNbHO ONPENeTh 33/1a4H
po(ecCHOHATBHOTO U IMYHOCTHOTO
Pa3BUTHUSL, 3aHUMATbCSI CaMOO0Opa30BaHUEM,
OCO3HAHHO TIAHWPOBATh TOBBILICHUE

KB (DUKAIHH.

CrnocoOHOCTB K OpraHu3aliy 1 ITTAaHUPOBAHUIO
CaMOCTOSITEJIbHBIX 3aHATUN IIPU U3Y4YECHUN

IUCIUININHEL

JleMoHcTpalys NoTpeOHOCTH B OTYYEHUH
JIOTIOTHUTEIIFHBIX 3HAHWM, BO3MOYKHOCTEH

caMopCaJIn3allvuu.

OK 9. OpueHTHpOBaTHCS B YCIOBUIX
MIOCTOSTHHOTO HM3MEHEHUsI TPABOBOM 0a3bl

[IposiBineHne nHTEpeca K MNHHOBALMAM B 00J1aCT!
paBOBOM 0a3bl U JEJIONPOU3BO/ICTBA

4. Pacnpelle.nemle OLCHUBaAHUA PE3yJabTaTOB Oﬁy‘lel{]{lﬂ 10 BUJAaM KOHTPOJIA

HaunmenoBanue rjieMeHTa

Buapbl arTecTanuu

. . N IIpomeskyTounas
YMEHHM i MJIU 3HAHUH Texymmii KOHTPOJIb
arTecTanus
¥ 1. opopmisITh OpraHU3allMOHHO- NpaKTH4CCKas abora o
(bop P H P P " | DuddepeHimpoBaHHbIi
pacnopsiAuTEIbHbIE JOKYMEHTHI B BHEAYJUTOpHAs 3aueT

COOTBETCTBUH C JACUCTBYIOLIUM
I'OCTowm;

camocTosITeNbHas paboTa

(2TIEKTPOHHBIH TECT)

¥ 2. ocyuiectBiATh 00paboOTKy
BXOAIIUX, BHYTPECHHUX U UCXOOAIIUX
JIOKYMEHTOB, KOHTPOJIb 32 UX
UCTIOJTHEHUEM;

MIpaKTUYecKast paborta,
BHEayIUTOpHasI

CaMOCTOATCIIbHAA pa60Ta

JuddhepeHurpoBaHHbIH
3a4eT
(2JIEKTPOHHBIH TECT)

¥ 3. 0opMIATE TOKYMEHTHI JUIS
Iepelayv B apXuB OpraHu3aluu

IpaKTHYecKast pabora,
BHEAYJUTOpHAs

camocTosITeNbHas pabora

JuddepeHurpoBaHHbIi
3a4eT
(2TIEKTPOHHBIH TECT)

3 1. noHsITHE TOKYMEHTa, €T0 CBOICTBA,
CIOCOOBI TOKYMEHTHPOBAHUS;

MMPAKTUYICCKAA
BHCAyIUTOPHAs

padora,

camocTosITeNbHas paboTa

JuddepeHrpoBaHHbIi
3ayer
(97EKTPOHHBIH TECT)

3 2. mpaBuia COCTaBIICHUS U
odopMIIeHUS OpPraHU3aAIMOHHO-
pacropsiauTeabHbIX JoKyMeHTOB (OPJ]);

MpaKTHYeCKast padora,
BHEAyIUTOpHAs

CaMOCTOATCIIbHAA paGOTa

JuddepeHurpoBaHHbIii
3ayer
(97EeKTPOHHBIH TECT)

3 3. cucTemMy ¥ THITOBYIO TEXHOJIOTHIO
JIOKYMEHTAIlMOHHOT0 00ecrieueHust

IIpaKTU4ecKast
BHEAyIUTOPHAs

padora,

JuddepeHurpoBaHHbIi
3ayer
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ynpasnenus (10Y);

caMmocTosiTeNbHast paboTa

(27EKTPOHHBIH TECT)

3 4. 0coO0EHHOCTH 1eTONPOU3BOACTBA 110
oOpalieHusIM TpaKIaH U
KOH(UICHIIMATLHOTO JIEIONPOU3BOICTBA

HpaKTHYeCKast pabora,
BHEAYIUTOPHAs
caMmocTosiTeNbHast paboTa

JuddepeHnmpoBaHHbI
3ayer
(27IEKTPOHHBIH TECT)
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5. CTpyKTypa KOHTPOJILHBIX 3aJaHN i
5.1. 3apanus TeKylero KOHTPOJIst

Pa3znen 1.IlonsiTne 0 10KyMeHTe, KOPpPECHOHAEHIINN U Aesionpou3BoacTBe. Hocurenn

uHpopmanun. CucreMbl JOKYyMEHTAIMU

Tema 1.1. OcHOBHBbIE NOHATHSA B J1€JIONPOU3BOJACTBE

IIpoBepsiemble pe3yJabTaThl 00yuenus: 3.1,
®opmupyembie komnerenuun: OK.1, OK.2, OK.3, OK .4, OK.5, OK.8, OK.9

TexcT 3agpanus

1.

2.
3.
4

Pacmudpyiite a66pesuarypy JOY. Kak cooTHocaTcs MeXAay CcoOOH  TepMUH
«JIEIIOTIPOU3BO/ICTBO» M TEPMUH, CKpBIBAIOIIMIACS 1o abopeBuatypoit JJOY?

Yro Takoe «1oxkymeHT»? Kakue GyHKIIUU OH BBITOJIHSCT?

W3noxuTe cBOE NPEJCTABIEHUE O AEIONPOU3BOACTBE U €r0 UCTOKAX.

KakoBo conepkanue moHATUH «CUCTEMA TIOKYMEHTALUNY, KyHU(DUIIUPOBAHHAS CUCTEMA
JIOKYMEHTaIUN»?

B dem 3akitouaeTcs cyTh yHU(DUKAIINK U CTAaHIAPTU3AIMH B JEONPOU3BOACTBE?

3a npaBWIBHBINA OTBET HA BOIIPOC BBICTaBIIsIeTCS — 1 Oan.
3a HempaBWILHBINA OTBET Ha BONPOC BhIcTaBseTcs: — 0 0aiios.

Bpewms Ha Boinonnenue: 10 MuH.

Tema 1.2. OcHOBHBIE IOJIOKEHHS 110 AOKYMCHTHUPOBAHUIO ynpaBnquecKOifl HCATECJIbHOCTH

IIpoBepsiemble pe3ybTaThl 00yuenus: 3.1, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK 4, I[IK.1.1, I1K1.3

Texkcr 3apanusa
OTBeTbTE HA CJIeAYIONIHE BONPOCHI

1. MaiiTe onpesenieHne TepMUHa «MHPOPMAITHS.
2. Kakum OCHOBHBIM KpPHUTEpHUSM JOJKHA YIOBIETBOPSTH MH(OpMAINS, UCTOIb3yeMas B

mpoliecce yrnpaBiaeHus?

3. UTo Takoe TOKYMEHT, C KaKO! IIeJIbI0 OH MOXET CO3/1aBaThCs?

4. KakoBbl OCHOBHBIE MIPU3HAKH KJIACCU(PUKAIIMH IOKYMEHTOB?

5. UTo Takoe peKBU3UT JOKYMEHTa?

Haiite onpenenenne Gpopmynsapa JOKyMEHTA.

6. JlaiiTe onpeneneHne T0KyMEHTOO00pOTY MPEATIPUSITHSL.

7. B ueM cyTh cTannapTu3anuu 10kyMeHToB? Kakue pa3pabaTsiBatoTcs CTaHIApThI?

8. Uro Takoe yHupukanus nokymMeHTOB? C Kakod MLENbI0 MPOBOIUTCS YHU(DHUKAIUSL

JIOKYMEHTOB?

9. HazoBuTe sTamsl paboThl MO yHUDUKAIIMHM TEKCTa CIIY)KeOHOTO TOKYMEHTA.
10. Kakwue cucremsl YCJI BbI 3HaeTe?

3a mpaBWIbHBIN OTBET HAa BOIPOC BhICTaBisieTcs — 1 Gas.
3a HenpaBWJIBHBINA OTBET Ha BONpOC BeIcTaBiseTcs: — 0 Oaios.

Bpewms Ha BeinosnHeHue: 15 MuH.
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Tema 1.3. ETuHCTBO NpaBUJI JOKYMEHTHPOBAHMS YIPABJIeHYECKUX J0KYMEHTOB

IIpoBepsiembie pe3ybTaThl 00yuenus: Y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsblie komnerennuu: OK.1, OK.2, OK.3, OK .4, OK.5, OK.8, OK.9

TexcT 3aganus.

OTBeTHTE Ha BOIIPOCHI

1. Tlepeuucnure IpaBOBHIC aKTHI PETIAMEHTHPYIOIIHNE JOKYMEHTAIIMOHHOE 00ecrieueHre
yIpaBJICHUS

2. Kewm 1 kak oCymiecTBIsSIeTCS PeryIMpOBaHUE ASIOTPON3BoACTBa B Poccun?

3. OxapakTepu3yiTe OCHOBHBIE TCHICHIIMH Pa3BUTH 3aKOHOAATEIbHO-HOPMAaTUBHOM 0a3bl

B 00JIaCTH ympaBiieHus JoKymMeHTamu B Poccuu.
4. Kaxkue cTaHAapThl NPUMEHSIOTCS B CUCTEME JeJonpon3BoacTBa B Poccun?
5. Packpoiite conepxxanue stanos I'C/JOY

6. Kax panpaxiuke Baeapmoica nonoxenus I'CAOY?

3a npaBWIBHBINA OTBET HA BOIIPOC BBICTaBIIsAETCS — 1 Oa.
3a HeTpaBWJIBHBINA OTBET HA BONPOC BhICTaBisieTcs: — 0 Gayuios.

Bpems Ha BbinosiHeHue: 15 MuH.

Tema 1.4. Buabl JOKYMEHTOB, HX KJacCH(UKALMS

IIpoBepsiemblie pe3yabTarsl 00yuenus: Y.1,Y.2, ¥.3,3.1,3.2,3.3
®opmupyembie komnerennuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I[1K.1.1

Texkcr 3aganus

OTBeTbTE Ha BONPOCHI

1. Tlo xakuM mpU3HAKaM KJIaCCU(PUIUPYIOT TOKYMEHTHI?
2. Kakue rpuds1 MOTYT UMETH JOKYMEHTHI?
3. Haiite knaccuuKaIuio JOKyMEHTOB 0 cepe UCIOIb30BaHuUs, IO
OPUJINYECKON 3HAUNMOCTH.
4. OxapakTepusyiuTe yupeauTelIbHbIC JOKYMEHTHI.
5. Kakoii oprannzannoHHO-paciopsIuTEIbHBINA TOKYMEHT OMpeaesnseT
CTaTyC, OpraHU3alMOHHYIO CTPYKTYPY, LIeJIH, XapaKTep, MOPsI0K AeSITENbHOCTH
CO3/IaHHOTO IOPUINYECKOTO JTUa?
6. Kakue pa3nensl conepKUT JOMKHOCTHAS HHCTPYKIUS?
7. OxapakTepHu3yiTe perjiaMeHT KaKk OpraHu3allMOHHO-PacTIOPSIAUTEIbHBIN IOKYMEHT.
8. B uéMm cyTh pacnopsIuTeNbHBIX JOKYMEHTOB: IIOCTAHOBIIEHHUE, PEIICHUE, IPUKA3,
pacnopsbkeHue, ykazanue?

3a mpaBWIbHBII OTBET Ha BOIPOC BhICTaBisieTcs — 1 Gas.
3a HenpaBWJIBHBIA OTBET Ha BOIPOC BhICTaBisieTcs — 0 Oayios.

Bpewms Ha BeimonHenue: 15 MuH.

Tema 1.5. IIpaBuiia ogopmiieHust ynpaBjieH4eCKHX JOKYMEHTOB

IIpoBepsiemblie pe3yabTarsl 00yuenus: Y.1,¥.2, ¥.3,3.1,3.2,3.3
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®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

TexceT 3apanus

CooTHecHuTe TEPMHH U ONpeaeIeHue

TepMuHbl

Omnpenenenne

Heno

1 IeITENbHOCTD, oOecIieynBaroIas
JOKYMEHTHPOBaHUE, JIOKYMEHTOO0OPOT,
OTEpaTUBHOE XPAaHEHHWE W  WCIIOJL30BAHKE
JOKYMEHTOB

JIOKyMeHT

2 3anuch uHGOpMAIMM  HA  PA3IUYHBIX
HOCHTEJISIX 110 YCTAHOBJICHHBIM ITPaBHJIAM

JlokyMeHTO000pOT

3  3adukcupoBaHHAas  Ha  MaTepUAILHOM
HOocuTeNne  MHpOpMalus C  PEKBU3UTAMH,
MO3BOJISIOIIMME €€ HIICHTU(UIIPOBATD

HCHOHpOI/ISBOHCTBO

4 JABWXCHHUEC JOKYMCHTOB C MOMCHTA HX
CO3JaHuA WM IMOJYUYCHHS O 3aBCPLICHUS,
OTIIPABKU UJIM CAAa4YH B ICJIO

JIOKyMEHTHUPOBaHUE

5 COBOKYIHOCTH JOKYMEHTOB WJIH JIOKYMEHT,
OTHOCSIINXCS K OJHOMY BONPOCY WJIM y4YacTKY
JEATEIIFHOCTH, IIOMEHIEHHBIX B  OTHCIBbHYIO
OOJIOKKY

3a npaBWIBHBINA OTBET HA BOIIPOC BBICTaBIIsIeTCS — 1 Oan.
3a HenpaBWIBHBINA OTBET Ha BONPOC BhIcTaBsieTcs — 0 Oaiios.

Bpewms Ha Boinonnenue: 10 MuH.

IIpakTnuyeckas padora Nel IIpaBuna opopMieHus: ynpaBIeHUECKUX JOKYMEHTOB

IIpoBepsiemblie pe3yjbTaThl 00yuenus: ¥Y.1,¥.2,¥.3, 3.2, 3.3,
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

Texcr 3apanus
Ycrasrii onpoc (Bpemst 10 munyT)

1. Yro npencrasnsier coOoit OaHK T0KyMeHTa?

2. Kakue BHJIBI pacTioioKeHus: peKBH3UTOB Brl 3HaeTe?
3. Kakue pekBU3UTHI BXOJAT B COCTaB 00111ero O61anka?

4. Kakue peKBU3UTHI BXOAT B COCTaB OJIaHKa JUIsl ucem?
5. Kak ¢popmynupyercs 3aronoBok K TEKCTY JOKyMeHTa?

3a mpaBWIbHBII OTBET Ha BOIPOC BhICTaBisieTcs — 1 Gas.
3a HenpaBUJIBHBINA OTBET Ha BONPOC BhIcTaBiseTcs — 0 Gayios.

Bpewms na BeinosnHeHue: 10 muH.

TexkeT 3apanua

3ananue 1 (Bpems BoinoaHeHus 10 MunyT)

3anojHUTE IMITaTHOE paclicaHue (3alOoIHAETCSI BMECTE C ITPETIOIaBaTENIEM )
[Mpeampusitue OO0 «I'pun» 3a HOMepoM 27 co mTatoM B KomudecTBe 10 genoBek - Oyxranrepa
(Pomamkuna A.A), nupexropa(Komnokonbuesa B.B), cnenmanucra no kagpam(Kapmosa A.P.),

paboumx.
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3anoJIHUTE MTATHOE pacucaHue (3aMOJIHIETCS] CAMOCTOATENBHO)
[Ipeanpustue OO0 «Bnaa» 3a Homepom 20 co mTaToMm B KonudecTBe 17 yemoBek - Oyxranrepa
(Pomamkuna A.A), nupekropa (Cmeicnosa E.B.), pabounx.

3amanue 2 (Bpems BeinojgHeHus 20 MUHYT)

Odopmure ™maker Onanka mnucbMa (YIJIOBOE pACIONIOKEHHE PEKBU3MTOB —IITaMIa
omanka):OAO  «Mocrtopr».CnipaBounble  JaHHBIE 00 opramm3anuu: MockBa, 131564,
Kpacnonpecnenckass Hab. , 15; temerpad: Mocropr; tenedon: 265-45-51 P 1 ¢ N2 53780 B
Kpacnonpecuenckom ¢unmane MockoBckoro kommepueckoro 6anka, MPO 26894, kox OKIIO
985623, OI'PH 345123789023, MHH/KIII14500583453/02387560.

3ananue 3. (Bpems BoinoiHeHus: 20 MUHYT)

Odopmute Maker OyiaHKa KOHKPETHOTO BHIA JOKyMeHTa (TpHKa3a) C  YIJIOBBIM
pacIoioO’)KEHHEM PEKBU3UTOB: TOBAPHBIM 3HAaK WM 5SMOiiemMa mnpeanpustus (1Mo Bamemy
yemotpenuio) AO «bepeskay, mpukas, 1aTa npukasa u ero Homep, r. KoHCTaHTHHOBCK.

3ananue 4. (Bpems BoinonHeHus: 20 MUHYT)

OdopmMuTe peKBU3UT «aapecaTy:(3amoHAETCs BMECTE C PEIo1aBaTesieM)

a) ¢racosbim cnocobom:

1. MuHHnCcTEpCTBO 1O HaoraMm u cobopam HawaneHuk otnena mnanupoBanus Kpacuos B. 1.

2. Mupextop 000 «Opbuta-cepBuc» Coxonos B. ®@. 125789, r. CmoneHck, y i1. LlenTpansHas,

28.

3. Uyrynosa T.JI. , 123456, MockBa, yi. ABTo3aBojcKas, 1. 23, kB. 12;

0) ueHmpuUpoOBaAHHLIM CNOCOOOM:

4. BopoHexcKuii rocy1apCcTBEHHbIN yHUBEPCUTET DaKyNbTET KYyPHAIUCTUKH 3aB . Kaperpoit
npodeccop Bszemckuii B. B.

5. JJoxyment HampaBisieTcst B ABa azapeca: 1) AO «bensbiil Betep» ['eHepanbHbIll 1UPEKTOP
Kyxos M. U.; 2) npubopocTpoutenbhblii 3aBoj «nekrpon» Otaen mapketunra Ct. menemxkep JI.
3. Cokorosa.

3ananue 5. OpopmuTte rpud yrBepxkaeHus: (Bpems BoimoiaHeHus 10 MunyT)

a) grazosvim cnocobom:

1. YrBepxknaro Hupextop 000 «Jlakmun» B. A. Tumodeer «15 » mapra 2010 rona.

2. Y1Bepxkaeno [Iporokon 3aceqanus Cosera aupextopoB N212 ot 23 mapra 2010 roza.

0) uenmpuposanHvLIM _CnocoboM:

3. Y1BepxkaeHo Pemenue obmiero coopanus akunonepos N207 ot 12 mas 2010 roga.

4. JIOKyMEHT YTBEpKJI€H IByMsI JOJDKHOCTHBIMU JIIIAMH:

1) Vreepxaato Jupexkrop AO «Iporon» I'. U. Bopucos « 12» anpenst 2010 roxa.

2) YrBepxaato Jupexrop AO «Kant» B.1.Jonros «13» anpens 2010 rona.

Kpurtepuu oueHku:
«OT1nmyHO» - moamucaHbl  pekBu3uTHl npaBwibHo 90 - 100%; xopomo 80 -89%;
ynosnerBoputenabHo 70 - 79%; He ynoBnerBoputensHo MeHee /0% .

BueaynuTopHas camocTosiTesibHas padora cryaenTa Nel YHudukanus u cranaapTusanus
yIPaBJIEHYECKUX TOKYMEHTOB KaK BaXHEUIINHA (haKTOp SKOHOMHUHU pabovero BpeMeHH

3aganue 1
Hcnonp3ys pecypchl  UHGOPMAIIMOHHO-TIPABOBBIX  MOpTaioB  «KOHCYNbTaHT+H»  Win
«["apaHT» CcOCTaBbTE€ CPAaBHUTEIHbHO-aHATUTHUECKYIO TAOJUIly OCHOBHBIX HOPMATHBHO-TIPABOBBIX
aKTOB B cepe JOKYMEHTAIMOHHOTO OOECTICUeHHs yIIPABICHHSI.

Tabnuua 1- CpaBuurenbHas xapaktepuctuka HITA B JIOY

‘ IToanoe ] N3meHeHus 1 JONOJHEHUS ] OobJaactn ‘
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HaAaMMECHOBaHUC

B HITA

NPUMCHCHUSA

®den. 3akoH OT
27.07.2006
Nel49-D3

®den. 3akoH OT
22.10.2004
Nel25-®3

I'OCT P 7.0.8-
2013

I'OCT P UCO
15489-1-2007

I'OCT P 6.30-
2003

OK 011-93

Memoouueckue ykazanua:
B rpage «IlonHoe HanMeHOBaHKE)» HEOOXOIMMO yKa3aTh mojsHoe HazBaHue HITA Bximrouas
JIaTy €ro YTBEP)KJIEHUSA U HOMED.
B rpade «M3menenus u gononnenus B HITA» HeoOxoaumo ykazaTh KOJIUYECTBO
u3MeHeHui (momonHeHuil) 3a Bech nepuon neiictBus HIIA, naty nocienHero u3MeHEHUsS

(momosnenwusi) u Homep HITA, BBOsiIIIer0 3TO M3MEHEHUE (JIOTIOTHEHHE).

B rpade «O0nacte npuMeHeHus» HEOOX0AUMO yKa3aTh Juid uero BBeaeH 3toT HITA (kakue
OTHOIIEHHSI OH PETYJIHPYET, KaKue (PYHKIH BBITIOTHSET).

3aganue 2 (110 BapuaHTam).

Ncnonszyss OKY ]I (OK 011-93) nmpuBeaute KiacCH(pUKAMOHHBIE KOJBI U PACCMOTPHTE UX
CTPYKTYPY JUISl CAEIYIOIUX JOKYMEHTOB:

Bapuant 1: llITatHOE pacniucanue

BapuanT 2: Kaura yyera 6;1aHKOB CTPOToif OTYETHOCTH

BapwuanT 3: JIo/KHOCTHASE MHCTPYKIIUS

BapuanT 4: Ilpuka3 00 yBoJIbHEHUH

Bapuant 5: Otuer o nBuxenuu cpeacts [lencnonnoro ¢ponna Poccuiickoit deneparuu.

Memoouueckue ykazanua:

Crpykrypa KoAOBOro 00O03HaueHus yHU(UUIMPOBAaHHON Qopmbl aokymeHTa o OKYVY/]

HUMCECT CJ'ICI[yIOH_II/Iﬁ BU:

Frracoc oo

IIoOEIIS OO @O

i P

PerMoTEDIAlIMOHHBET HOBMSD

KoHTPROIIEBEHOS = o St p o)

[Ipumep xonmoBoro o6Go3HadeHHs] YHUPHUIMpPOBaHHOW Qopmbl aokymeHta no OKVY/I:

09010046 PacuerHas

FTHMODHMIIMpDORIHHS A CHMOTeMS OORVMEHTAILTM

BCAOMOCTH

TMTeHCHMOHHEHOIWY G©OOoOHIIa

Je(e] CTPaxOBbIM

AdoRyMeHTALLMA 1o FUEeSTyY M pDaclhlhoedsSlIe HMED

cpeocTB

B3HOCaAM

PacwueTHasa BeSdOMOCTE IO CTERANOBE
EsHOoCaSM = [IeHCHMOHHEDR OOHIT

IlencMOHHEBIN

o4

FoHTPROMNEHOSE WUROIIo

doH
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3a mpaBUWIIBHO BBHITIOJHEHHOE 33JjaHue — 3 Oaa.
3a HeMpaBWILHO BhINOJHEHHOE 3a1anue — 0 6aios.

Bpewms Ha BeinosineHue: 90 Mmun
Pa3nen 2 JlokyMeHTHPOBaHHE OPTAaHU3ANMOHHO-PACTIOPAIUTETbHOM 1eATETbHOCTH
Tema 2.1 OprannzanoHHble JOKYMEHTbI

IIpoBepsiemble pe3ybTaThl 00yuenusi: Y.1,¥.2, V.3, 3.2, 3.3,
®opmupyemsbie komnerennuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.3
TexceT 3apanus
OTBeTuTh Ha BOIIPOCHI TECTA

1. TOCT P. 6.30-2003ycTaHaBIuBaeT CISAYIONIECE KOJTUISCTBO PEKBU3UTOB JOKYMEHTOB:
a) 25
B) 29
c) 30
2. TTOCT P. 6.30-2003 pacmpoctpaHsieTcs Ha
a) [lepBuyHbIC YUETHBIE TOKYMEHTHI
B) OpraHu3ainoHHO-PaCOPSIUTEIbHBIC JOKYMEHTHI
c¢) Cratuctudyeckue TOKyMEHThI
3. ®opmymsip-oOpaser opraHu3aOHHO-PACIOPSAUTENILHOTO TOKYMEHTA MPEACTABISIET COOO0M
a) O6pazerr O1aHKa TOKyMEHTa
B) Cxemy pacnopsikeHus pekBuzutoB OP/]
c¢) Ha unctom nucte Oymaru opmaraA4
4. CoBMECTHBIN OpraHU3alMOHHO-PACTIOPTUTEIBHBIN JOKYMEHT O(OPMIISETCS
a) Ha Gnanke ogHOM M3 OpraHU3aIiii
B) Ha coBMecTHOM G1aHKe JBYX OpraHu3aiui
c¢) Ha yucrom nucre 6ymaru ¢popmara A4
5. Ha obuiem GaHke npeanpusiTusi peKOMEHAYEeTCsl COCTABIIATh
a) CinyxeOHOe TUCbMO
B) TenerpamMmmy
c) Bce BuibI TOKYMEHTOB, KpOMe TUCbMa
6. Ha 6nanke muchbMa I0JDKEH IPUCYTCTBOBATH CIIEIYIOIINI PEKBU3UT
a) MecTto cocTaBieHUs WIN U3AaHUSA TOKyMEHTa
B) HanmeHoBaHue Bua JOKyMEHTa
c¢) CripaBouHbIe JaHHbIE 00 OpraHU3alH
7. duametp usoOpaxkenus repoa PO unu cyobexta PO Ha Onanke npeanpusaTus He JOHKEH
MIPEBHIIIATH
a) 10 MM
B)20 MM
¢)30 mm
8. MecTo cocTaBiieHUs WM U3JIaHUS JOKYMEHTa He OyJIeT yKa3bIBaThCs B TOM ClIydae, eciiy Ha
JOKyMeHTe OyayT
a) CripaBo4HbIe JaHHBIE 00 OpraHU3aIH
B) OTCYTCTBOBAaTh YKa3aHNE B HANMCHOBAHHH €€ MECTOHAXOKICHHUE
9. B coctaB pexkBH3HTa «Anpecar» HE BXOIUT
a) HaumenoBanue opranuzanuu
B) [TouToBBIi aipec
c¢) Cpencrta cBsI3U
10. Ha nokymeHTe pa3periaercs IpocTaBIIsATh He Ooliee
a) OnHoro agpecara
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B) Tpex agpecatoB

c¢) UeTsipex azmpecaTroB

11. K cnnocobam 3aBepeHUs JOKYMEHTA HE OTHOCUTCS:

a) YTBepxkKAeHue JOKyMEHTa

B) IIpocTaBnenue neuaru

¢) OdopmiieHre Pe30ITIOIHIH

12. 3aroj0BOK K TEKCTY IOKyMEHTa MOYKHO HE COCTABIISITh

a) Ha noxymenrax ¢opmara AS

B) Ha coBMeCTHBIX JOKyMEHTax

c) Ha nokymeHTax, HanpaBiisieMbIX B [10JIBEJOMCTBEHHbIEC YUPEXKICHUS
13. Pe3osnronius mpocTaBisieTcs Ha JOKYMEHTax

a) B npaBom BepxHeM yrity

B) Ha nomnsx noxymenra

c¢) Ha 1r060M cB0OOIHOM MecTe, KpoMe MoJIeH

14. OTmeTKa 0 KOHTPOJIE IPOCTABIISAETCS

a) B npaBom BepxHeM yriy

B) Ha neBoM nosie HanpoTHB 3arooBKa

c) B neBom HuKHEM yrity

15. Teker ciyke0HOTO JOKYMEHTa MOXKET ObITh HAITUCAH

a) JlenoBeIM cTHIIEM

B) HayunbiM cTunem

¢) XyA0>KE€CTBEHHO-TYOJIUIIUCTHUYECKIUM CTUIIEM

16. PexBusur «Iloanuce» Ha TOKyMEHTax, HOAIMCHIBAEMbIX ABYMS TOJDKHOCTHBIMHU JIMLIAMU
OJTHOTO YPOBHS, 0OPMITSICTCS:

a) B 1Ba psiia Ha 0JTHOM ypOBHE

B) OHa MOANKCH MO APYTon

17. Bu3a Ha pacnopsiAUTENbHBIX JOKYMEHTAX POCTABIISIETCS

a) Ha mepBoM sicTe MoAMMHANKA JJOKYMEHTA Ha HUKHEM €T0 I0JIe

B) Ha nocnennem nucre noyinHHUKA HUKE pekBu3uTa «llonmuce»

c¢) Ha mepBoM sncTe BTOpOro SK3eMInsipa TOKyMeHTa

18. ITeuats OP/] mpocTaBnsieTcs

a) Ha mo6oMm cBoOOAHOM MecTe

B) JlomkHa OBITh 3aXBayeHa YaCTh HAMMEHOBAHHUS JOJDKHOCTH JIMLIA

c¢) JomxkHa ObITh 3axBayeHa paciin(poBKa HOIITUCH

19. OTmeTKky 00 UCTIONHUTEIIE PACTIONATraloT

a) Ha 060poTHOI1 cTOpOHE TTEPBOTO JICTA IOKYMEHTA

B) Ha nuneBoii ctopoHe nepBoro jgucTa J0KyMeHTa Ha HUYKHEM €ro IoJjie
c¢) Ha nuueBoii unu o60poTHOM CTOpPOHE MOCIIEIHEr0 JINCTA IOKYMEHTA B JIEBOM HIDKHEM YTIIy
20. Kakoit U3 peKBU3UTOB B KaU€CTBE COCTABHOM YaCTH UMEET MOAINHUCH TOJKHOCTHOTO JIMIIA
a) OTmeTKa 00 UCTIOTHUTEIE

B) Bu3a cornacoBanus

c¢) Anpecar

21. Kakoif peKBU3UT B Ka4yeCTBE OJJHOM U3 COCTABHBIX YacTel UMeeT cIoBo «BepHo»
a) 26

B) 27

c) 28

22. Kakoit M3 3TUX pEeKBU3UTOB OTCYTCTBYET B OJIaHKE NMHUChMa

a) 05

B) 06

c) 07

23. OTMeTKa 0 MPUII0KEHUN TTPOCTABIISETCS

a) B 1eBoM HMKHEM yIiy Ha JIMLIEBOM CTOPOHE MEPBOTO JIMCTA TIOKyMEHTa
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B) Ha 000poTHO# CTOpOHE MepBOTo TUCTA JOKYMEHTA
¢) [Tocne pexBuzuTa «TeKcT».

3a mpaBUIIbHBIN OTBET Ha BOMPOC BhicTaBiseTcs — 0,5 6am.
3a HenpaBWIIBHBIH OTBET Ha BOIPOC BbIcTaBisieTcs — 0 6asuios.

Bpewms Ha BeinosiHeHUE: 15 MUH.
Tema 2.2 PacniopsiinTesibHbIE IOKYMEHTBI

IIpoBepsiemble pe3yibTaThl 00yuenus: Y.1,¥.2, V.3, 3.2, 3.3
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

Texkcr 3aganusa

OTBeThTE HA BONPOCHI
1.  Kakuwe  Buapl  OpraHM3aIllMOHHO-PACHIOPSTUTEIIBHBIX JOKYMEHTOB  OTHOCSTCS K
pacnopsIuTenbHbIM?
2.TTodeMy pacriopsiIuTeIbHBIC TOKYMEHTBI OTHOCSITCS K ITPABOBBIM aKTam?
3.Koraa pacniopsautenbHble TOKYMEHTHI BCTYHAIOT B CHITY?
4. Kax paznuyarotcs o cdepe AeUCTBUS PacopsAUTEIbHbIC TOKYMEHTHI?
5.Uto sBIS€TCS OCHOBAaHUEM IS U3JaHUS PACTIOPSIUTEILHOTO JOKYMEHTa?
6.Kax cTpouTcs TeKCcT pacnopsiiuTeabHOrO JOKyMeHTa?
7.Kak oopmiisieTcss OTMETKA O HAIMYUH MPUIOKCHHS B PACTIOPSIUTEITHHOM JIOKYyMEHTE?
8.Kakue opransl IpMHUMAIOT MOCTaHOBIIEHHE?
9.YUro o3HauaeT jgaTa B pacHOPSAUTEIBLHOM JOKYMEHTE, IpPOCTaBisieMas B 3ar0JIOBOYHOM 4YacTH
OsaHka?
10. B kxaxoii popme n31ar0TCsa COBMECTHBIE PACTIOPSAUTENbHBIE TOKYMEHTHI?
11. Kakue ObIBalOT BUJIBI TPUKA30B?
12. Yem otnuyaercs opopMiIeHHE TPHUKa3a MO JUYHOMY COCTaBYy?
13. KT0 nmeeT nmpaBo MOANUCH Ha MpuKazax?
14. Kakoil peKBU3HUT UMEETCS TOJIBKO Ha JIBYX BUIAaX PACHOPSAUTEIbHBIX JOKYMEHTOB -YKa3aHUIX U
pacnopsKeHUsIX ?
15.T1o kakuM BOTIpOCaM U3JAI0TCS PACTIOPSKEHHUE U YKa3aHue?

3a npaBUIIbHBIN OTBET Ha BONpoC BhicTaBiseTcs — 0,5 6a.
3a HenpaBWILHBINA OTBET Ha BONPOC BhIcTaBseTcs — 0 Gaios.

Bpewms Ha BeinonHenue: 15 MuH.
IIpakTuyeckoe 3ansaTue Ne 2 CocraBieHue ¥ 0pOpMJICHHE OPraHU3ALMOHHBIX IOKYMEHTOB
IIpoBepsiemble pe3yabTaThl 00yuenus: ¥.1,¥.2, V.3, 3.2, 3.3
®opmupyemsbie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.3,
IK.1.4

TexkeT 3apanua

3aganue 1. BHuMaTenbHO MOYUTANTE MPECTABICHHbBIE HUXKE BOIIPOCHI U BAPUAHTHI OTBETOB.
OtmeTbTe NpaBUIIbHBIN, HAa Bam B3, BapruaHT.
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1. PexBU3UT JOKYMEHTA — 3TO:

a) COCTaB CoZiepKaHMs JOKYMEHTA;

0) IpHIOKEHNE K JOKYMEHTY;

B) MOPSIIOK MOJANKCAHUS TOKyMEHTA.

2. bnaHk JO0KyMeHTa — 3TO:

a) TeKCT, HAOpaHHBIN Ha KOMITBIOTEPE;

0) J1eJ10BO€ MUCHMO;

B) CTaHapTHBIN oOpa3elr 0opopMIICHUS TOKYMEHTA.

3. CTUiIh U3JI0XKEHHS TOKYMEHTA — 3TO:

a) cobOroIeHre paBuiI 0OPMIICHNS,

0) crmoco0 U310KEHUS TEKCTa;

B) pa3MElLIEHUE PEKBU3UTOB.

4. llltaTHOE pacmucaHue:

a) JOJDKHOCTHOW M YMCIIEHHBIN COCTaB IPEIIPUSITHS ;

0) 00111ast YUCICHHOCTh PAOOTHUKOB;

B) HAUMEHOBAHUE MOAPA3/IEICHUN OpraHnu3alluy.

5. JIOmKHOCTHBIE HHCTPYKIUH:

a) MOYMHEHHOCTh COTPY/THUKOB;

0) TpyZOBO# AOTOBOD;

B) yHKIMH, IpaBa 1 0053aHHOCTU COTPYIAHUKOB.

6. Akt — 310!

a) cBelieHUs 00 azpecare;

0) TUCbMEHHOE MOATBEPKACHUE PE3YIbTATOB KaKHX-ITHOO COOBITHIA;
B) OTMETKa 00 MCIIOJTHEHUH IOKYMEHTA.

7. YcTaB opranu3aiuu — 370:

a) OCHOBHOM JJOKYMEHT, PeTJIaMEHTHP YOI ()YHKIIMOHHPOBAHNE OPTraHU3aIINH;
0) hbopma yrnpaBieHHs OpraHu3alue;

B) CBEJICHUS O COYUPEIUTENAX (YUaCTHUKAX) OpraHU3alMH.
8. TpyznoBoii gorosop:

a) 3as1BJICHUE O IIpHEME Ha paboTy;

0) mMCcbMEHHOE COTIalleHne CTOPOH IpHU MpUeMe Ha paboTy;
B) aHKETa KaH/IWaTa Ha BAKAHTHYIO JOJDKHOCTb.

9. Ilporokon — 370:

a) DJIEMEHT JIEJIOBOT0 ATHUKETA;

0) HOPMAaTUBHBINA JOKYMEHT;

B) IOKYMEHT PETHCTPALAN COBEIIAHUS HITH MTEPErOBOPOB.
10. oBepeHHOCTH — 3TO:

a) MICbMEHHOE YIIOJTHOMOYHE TIPaB OHOTO JIUIIA IPYTOMY;
0) yIocToBepeHHe TUYHOCTH;

B) JI€JI0BOE MHUCHMO.

11. K pacniopsauTenbHbIM JOKYMEHTaM OTHOCHUTCSI:

a) TpUKas;

0) oKIaIHas;

B) OOBACHUTENbHASL.

12. K opranu3anvoOHHbIM TIOKyMEHTaM OTHOCHUTCS:

a) pacropsHKeHHE;

0) mTaTHOE pacluCaHue;

B) pe3ioMe.

13. TekcT HOKyMeHTa:

a) CBEJIEHUS O pa3pabOTUHKE;

0) 3aroJIOBOK JIOKyMEHTa;

B) OCHOBHOW PEKBH3HT JOKYMEHTA.

39

39



40

14. Tenedonorpamma:

a) pukcanus Gakra co3qaHUs WIH IMOCTYIUICHUS IOKYMEHTA;

0) TOKyMEeHT, IepeaBaeMblii 0 TeTIeQOHY U 3aITUCHIBAEMBI MTOJTyYaTeleM;
B) JKypHaJl y4yeTa TeJe(OHHBIX 3BOHKOB.

15. [IpoekT nokymeHra:

a) peIBAPUTEIBHO MTOATOTOBIECHHBIN BapUaHT JOKYMEHTA;

0) NpaBUJIBHO COCTABJICHHBIN OJIaHK JOKYMEHTA;

B) [TOJIIMBKA BaXKHBIX JJOKYMEHTOB Il XPAHEHMUS.

16. Peructpanus 10KyMeHTa:

a) COIVIACOBAHUE C PYKOBOAUTEIIEM;

0) npoBepKa NPaBUIBLHOCTU COCTABJICHUS;

B) IPUCBOEHUE JJOKYMEHTY HOMEDA.

17. Knaccudukanus JOKyMEHTOB:

a) hopMupOBaHHE CUCTEMBI JOKYMEHTOB;

0) COBOKYITHOCTb Pa3JIMUHBIX JJOKYMEHTOB;

B) pa3/ieleHNe BCEX TOKYMEHTOB TI0 OIPEICIEHHBIM MPH3HAKAM.
18. IIpaBo nmoamnucwu:

a) TIOJTHOMOYHE JIOJDKHOCTHOTO JIUI[A Ha OIICaHue JOKYMEHTOB;
0) mpaBo yTBEPkKAATh JOKYMEHTHI,

B) [IPaBO COCTABIICHUS IOKYMEHTA.

19. Jleno B 1oOKyMeHTOOOOpOTE YIpPaBICHYECKON AESTEIbHOCTH:
a) COBOKYITHOCTB JIOKYMEHTOB, 00bEAMHEHHBIX IO ONPEICIICHHOMY MPU3HAKY;
0) Kakoe-1r00 ACHCTBUE JOIKHOCTHOTO JIUIIA;

B) MHCTPYKIMSI 110 1€TI0IPOU3BOJICTBY.

20. JIyOnukar:

a) NEPBBIN U €IMHCTBEHHBIN SK3EMILISAP T0KYMEHTA;

0) Komusl, UMEIOIask FOPUIUUYECKYIO CHITY MOAJIMHHHKA,

B) popmMyIisip TOKyMeHTa.

21. Anpecart:

a) COCTaBUTENb JOKYMEHTA;

0) oTIIpaBUTENb JOKYMEHTA;

B) MOJy4aTesb JOKYMEHTA.

22. Buza noKymeHTa:

a) yTBEpXKICHHUE JOKYMEHTA;

0) moAnuCh, 03HAYAIOIIAs COrTIaCHE C COJEPKAHUEM TOKYMEHTA;
B) COIJIACOBaHUE JIOKYMEHTA.

23. KoHTpareHT:

a) OJIHAa U3 CTOPOH KOHTPAKTA;

0) KOHKYPEHT MPEeANPHUATHS;

B) OpraHU3aIUA-TIOTydaTeb IOKYMEHTA.

24. BHemHul JOKYMEHT:

a) JOKYMEHT, OTIIPaBJICHHBIN IPYTUM OpTaHU3aIHSIM U ITOJYYEeHHBIN OT HUX;
0) JOKYMEHT JiJIs1 BHYTPU(UPMEHHOTO UCTIOJIb30BaHMS;

B) IOKYMEHT, GUKCHUPYIOINN BOIPOCHI 3acCeIaHHsl.

25. KBuraumus:

a) JIOKYMEHT, COJICpKAIUil CBEACHUS O MPEIIPUSATHH,

0) KpaTKas XapaKTepUCTHKa COJIEP>KaHMsI JOKYMEHTA;

B) MOJITBEPIK/ICHUE MTOTyYSHHS JCHET WIH MaTepPHAIbHBIX IIEHHOCTEH.
26. KondpunennuansHast nHGopMmanus:

a) uH(popMaLus, T0CTY K KOTOPOIl OrpaHUYEH;

0) nndopmanus myoIMYHON OTYETHOCTH;

B) oduunanbHast UHGOpMAIIHsL.
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27. Kommepueckas TaiiHa:

a) nHpOopMaIHsl, UMEIOIIAs FOPUINYECKYIO CUITY;

0) KoHbuACHIMATbHAS HHDOPMAIIHSI, UCTIONB3YyeMast TS JOCTHKCHHSI KOMMEPUECKHX IIeTeH;
B) uHdopmarus, 3apuKcupoBaHHas Ha OyMa)KHOM HOCHUTEIE.

28. Jlenonpou3BOICTBO:

a) COCTaBJICHUE JIET,

0) opranu3zaius padoThl C JOKYMEHTAMH;

B) ONpE/ICIICHHE CPOKOB XPAHCHHUSI JEII.

29. T'noccapwii:

a) COBOKYITHOCTh PEKBH3HUTOB JIOKYMCHTA,

0) comep)kaHue KHUTH, OTYETa, CTAThH, JOKYMEHTA,;

B) cOOpaHue 9acTo ynoTPEeOIIEMBIX CIIOB M BHIPAYKCHHIA.

30. CnpaBka:

a) MPaBOBOM aKT, M3/1aBaCMBIi B IIEJISIX PEIICHUS POU3BOJICTBEHHBIX 3a71a4;
0) MPOM3BOJICTBEHHBIN JOKYMEHT;

B) [TOJITBEP:K/IEHUE KaKOr0-11u00 QaxTa.

Pe3ynbTaThl BXOJTHOTO KOHTPOJIS:

1. olleHKa «OTJIMYHOY — 3@ TIPAaBHIIbHBIC OTBETHI Ha 28-30 BOIMPOCOB BXOTHOTO KOHTPOJIS;
2. OIIEHKA «XOpOoII0» — 3a 25-27 BOIPOCOB;

3. OIICHKA «yTOBJIETBOPHUTEILHO» — 20-24 BONIPOCOB;

4. olleHKa «HEYOBIETBOPUTEIBHO» — MeHee 20 BOpocoB

3aganmue 2.

[lepeunciieHHBIC HIKE PA3HOBHIHOCTH MTPUKA30B PACIPEACIUTE 110 JIBYM I'PYIIIIaM: IPUKA3bI 10
JMYHOMY COCTaBY M IIPUKA3bI IO OCHOBHOM JESTEIHLHOCTH:

. O0 00BSABIECHUHN BBIXOHOTO JHS paOOUYnM.

. O pacnipeneneHnu 003aHHOCTEH MEXK/Ty 3aMECTHTEIISIMA PYKOBOAMTEISI OpraHU3aIINH.
. O HarpaxxaeHnu paboOTHUKA IIEHHBIM MOJAPKOM B CBSI3U C FOOUIIEEM.

. O6 okazaHuu pabOTHUKY MaTEPHUAIIBHON TTOMOIITH.

. O mpenocraBieHu pabOTHUKY OTITycKa 0€3 COXpaHEeHUs 3apabOTHON TIAThI.

. O6 ycraHoBieHUH pabOTHUKY Ha10aBKH K 3apIuiaTe.

. O06 yTBepxaeHnu MHCTpYKIMH 10 KaJpOBOMY JEJIONPOU3BOACTBY.

. O BHeIpEeHNH HOBOM TEXHOJIOTUH MPOJIAXK.

. O HanpaBieHUH pabOTHHKA B KOMaH/IUPOBKY.

10. O6 yBonbHEHUH pabOTHHKA 32 MIPOTYII.

11. O noaroroske rpaguka ornyckoB Ha 2020 r.

12. O6 u3MeHeHNH (PaMIIIUU B CBSI3U CO BCTYIJICHUEM B OpakK.

O©CoOoONO OIS, WN B

3aganmue 3.

13 npuBeiIeHHOT0 HIKE MEPEeUHsl JOKYMEHTOB, BBIJICIUTE JOKYMEHTHI, HE TpeOyIoLIHe
perucTpanuu:

1) UucTpykumu, npaBuiia (JOJKHOCTHBIE; TIO JICJIONPOM3BO/ICTBY; TEXHUKE

0€30MacHOCTH; BHYTPEHHETO TPYJOBOIO pacnopsiaka u T. 1.)

2) AKTBI (TPOBEPOK M PEBU3UH; TPpHEMa BBITIOIHEHHBIX paboT; SKCIIEPTH3bI; IEpeIadn JIeI;
JMKBUJIALIUU OPTaHU3ALUHN, YIPEXKACHUN, TPEITPUITUN )

3) PeknamHo-uH(pOpMaIIMOHHBIE TOKYMEHTHI (TUIaKaThl, IPOCHEKTHI U 1IP.)

4) YcTaBbl Opranu3anui

5) Byxranrepckue JOKYMEHTHI (CUeTa, IPUCIaHHbIe 0€3 COMPOBOAUTEILHBIX TTHCEM)

6) bnarogapcTBeHHbIE, MTO3IPABUTEIILHBIC THChMA, TeJIerPaMMBI, IIPUTIIACHTEIbHBIC OUIICTHI

7) [onoxenus (00 opraHu3alum; CTPYKTYPHOM NOAPa3AeICHUH; IPEMUPOBAHUH H T.11.)

8) CmetnI (pacxo10B Ha CofIepyKaHue amapara yrpaBiIeHus, 31aHHH, TOMEIICHHH, COOPYKEHHU;
UCIIOJIb30BaHUS CPEICTB (POHIA MPEIIPUATHS; HAa OATOTOBKY M OCBOEHHUE IMPOU3BOJICTBA HOBBIX
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W3JIEINI; HA KalIUTAJIbHOE CTPOUTENBCTBO U T.JI.)
9) ®opMBbI CTATHCTUYECKON OTYECTHOCTH.
10) I'paduiku, Haps b, 3aBKU, pa3HAPSIKH.

3a mpaBUIIbHBIN OTBET Ha BOMPOC BhicTaBiseTcs — 0,5 6am.
3a HenpaBWIIBHBIH OTBET Ha BOIPOC BbIcTaBisieTcs — 0 6asuios.

Bpewms Ha BeinosiHeHUE: 15 MUH.

IIpakTHyeckoe 31anue

3aganue 1. Odopmure MakeT OlaHKa KOHKPETHOTO BHJA JOKYMEHTa (TpUKasa) C YIIOBBIM
pacIloIOKEHHMEM PEKBU3UTOB: TOBAPHBIM 3HAaK WM 53MOiiemMa mnpeanpustus (1Mo Bamemy
yemotrpennio) AO «bepeskay, mpukas, AaTta IpuKasa u ero Homep, r. BiaguBoctok

3aganue 2. Ocdopmute MakeT OjaHKAa KOHKPETHOIO BHAA JOKYMEHTa (IpPOTOKOJA) ¢
IPOJOJBHBIM pacmosioxkeHueM pekBu3uToB: OAO «I'A3», mpoTokon, Aara 3acefaHusi, HOMEp
npoToKoua, r. BraauocTok

3ananue 3. (Bpems BoimonHeHus: 20 MUHYT)

Odopmure Mmaker OyiaHKa JOJDKHOCTHOIO JuIa (M3p Ballero ropoja), COCTAaBUB
HE0OXOIUMBbIE PEKBU3UTHI.

«OtnuuHO» - TommucaHbl  pekBu3HUTHI  mpaBwibHO 90 - 100%; xopomo 80 -89%;
ynosierBoputenbHo 70 - 79%; He ynoBnerBoputensHo Mmenee 70% .

BueaynuTopHasi caMmocrosiTesibHasi padora crygenta Ne2 O mpaBuiax oQpOpMIICHHUS
pactopsAaAUTCIbHBIX TOKYMCHTOB

3aoanue 1 (11151 Bcex BapUaHTOB)
CocTaBHTh POEKT MTPHKa3a 10 OCHOBHOM JesITeNbHOCTH. Bece pekBU3NUTHI BHIOpPATh
camocrosTenbHo. O6pasel] npruKaza no OCHOBHOM e TeIbHOCTH MpuBeAeH B [Ipunoxxenuu 4.

3aoanue 2 (no BapuanTam)

Hcnonb3ys yHupunupoBaHHble (OpMbl JOKYMEHTOB (MIPeINOYTUTENBHO B hopmare
Microsoft Office Excel) opopmuts creayrorniye mpukassl 1Mo JUYHOMY COCTaBY:

Bapuant 1: [Ipuka3 o mpueme Ha paboTy;

Bapuanr 2: [Ipuka3 00 yBOJIbHEHHH;

BapwuanT 3: Ilpukas o moompeHnn paboTHHKA,;

BapuanT 4: [Ipuka3 06 oTmpaBke pabOTHHUKA B KOMaHJUPOBKY;

Bapuanrt 5: I1puka3 o0 ormycke.

BapuanT 6: [ToaroroButs pacnopspkeHue o GoOpMUPOBAHUM MAKeTa JOKYMEHTOB O
HAYMCIICHUIO TPYJOBOI IMEHCHH.

Bapuant 7: [ToarotoButs pacnopspkeHue o (GOpMUPOBAHUM MaKeTa JTOKYMEHTOB IO
HAYUCIICHHUIO TTOCOOMS 110 OEPEMEHHOCTH U POJIaM.

Bce HeoOxo1Mble peKBU3UTHI BBIOPATh CAaMOCTOSTEIBHO.

3a mMpaBWIIbHO BBIMOJHEHHOE 33/1aHne — 3 Oasia.
3a HEeNPaBWIILHO BBITIOJHEHHOE 3a1anre — 0 OaioB.

Bpewms Ha BeinmosiHeHue: 90 MuH
Tema 2.3. Un¢opManmoHHO - CIPABOYHBbIE TOKYMEHTBI
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IIpoBepsiemble pe3yabTaThl 00yuenus: ¥Y.1,Y.2, V.3, 3.2, 3.3
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9
TexkcT 3agaHuA

VYernsiit onpoc (Bpems 10 MunyT)

1. Kem cocTaBsitoTcst akThi?

2. Kakue pyOpHKY BBIACISIOTCS BO BBOAHOM YacTH aKTa?

3. Uro yKka3pIBalOT B KOHCTATUPYIOIIEH YacTH aKTa?

4. HazoBute pyOpHKH BBOAHOM YacTH MPOTOKOJIA?

5. U3 kakux pa3zesoB COCTOUT OCHOBHAS 4aCTh MPOTOKOJIA?
6. Kak ¢popmynupyeTcs nocTaHOBIISIOMIAs YaCTh IPOTOKOA?
7.B kakux ciaydasix CO3ar0TCsl TOKIaIHbIE 3aIUCKU?

8.Ha xakuie BHJIbI IEISITCS TOKJIATHBIC 3aITUCKHU?

9.3 kakux yacTeil COCTOUT TEKCT JOKJIAIHOM 3alMCKU?

10. Yro Takoe cnpaBka?

11. Kakue ObIBatOT CIpaBKH?

12. Kakuie peKBU3HUTHI COEPIKUT JIMUHAs CIIpaBKa?

Bri6epute BepHOE yTBepoKAeHNE (BpeMst BbioHeHus 10 MUHYT)

1. AKTBI, KaK MPaBUIIO, IOAJIEXKAT YTBEPKIICHUIO

2. AxT MOKeT 0(hOPMIIITHCS Ha TpadapeTHOM O1aHKe

3. Yarrie Bcero akThl COCTABIISTFOTCSI KOMHUCCHEH

4. AKT MOXET CITY>KUTh OCHOBAHHEM JUTS U3/IaHUsI PACTIOPSIUTENIHHOTO JIOKYMEHTA

5. Hannuue 3aKimounTebHON YacTH TEKCTa akTa 00s3aTeIbHO

6. B kxpaTkoM MpOTOKOJIE MPUBOISATCS TEKCTHI BBICTYIIJICHUN

7. JlaToii MpOTOKOJIA SIBJIETCA JaTa MPOBECHUS 3acelaHus

8. B mpoTokoe 00s13aTeNIbHO YKa3bIBAETCS KOJIMUYECTBO MPUCYTCTBYIOIINUX

9. B tekcre nmpoTokoaa MoxkeT oTcyrcTBoBath MyHKT BBICTYIINJIN

10. B mpoTokoIe yKa3pIBatOTCs pPe3yIbTaThl TOJOCOBAHUS

11. [IpoTokos cocTaBisieTcss B OJHOM IK3EMIUISIpE

12. TIpoToKo MOAMUCHIBAIOT MIpeiceAaTeNb U CeKpeTaph KOIETHalbHOTO OpraHa
13. Ha pacmmpeHHBIX 3aCeIaHUsX COCTAB MPUCYTCTBYIOMIMX YKA3bIBACTCS KOJIMISCTBEHHO
14. Brinrcka u3 IpoTOKOJa yI0CTOBEpsAeTCs 0(hOpMIEHUEM PEKBU3UTA «OTMETKA O
3aBEPEHUU KOTIHI

15. JIaToli BBIMKMCKH U3 MIPOTOKOIIA SIBISIETCA AaTa, yKa3Has Kak JgaTa MOIMUCaHUs
MIPOTOKOJIA

16. BayTtpeHHss qokiiagHas 3anucka opopmiisercs Ha OJlaHKe OpraHu3aluu

17. TexcT MOKIATHOM 3aITUCKU COJEPIKUT TOJIBKO OOCTOATEIHFHOE U3JI0KEHUE BOIIPOCa
18. BHyTpeHHIOI0 TOKIaIHYIO 3aMTUCKY MOIMMCHIBAET COCTAaBUTEh

19. AnpecaHT B JOKJIATHOM 3aIMCKE YKA3bIBACTCS B MMCHHUTEILHON TTA/IeKe

20. B agpecate noKIaIHOM 3aMUCKU YKAa3bIBAIOT TOJBKO (DaMHIHIO

3a mpaBUIIbHBIN OTBET Ha BONpPOC BhIcTaBiseTcs — 0,5 6am.
3a HenpaBWILHBINA OTBET Ha BONPOC BhIcTaBsieTcs: — 0 Gayios.

Bpewms Ha BeimonHenue: 20 MuH.

IIpakTuyeckast padora Ne3 OdgopmieHne HHPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB

IIposepsiemblie pe3yabTaThl 00yuenus: Y.1,Y.2, V.3, 3.2, 3.3
®opmupyembie komnerenuun: OK.1, OK.2, OK.3, OK .4, OK.5, OK.8, OK.9
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TexcT 3apaHus

OTBeThTE HAa BOIPOCHI TECTA.
1). IlepeuncieHHbIC PA3HOBHIHOCTH IOKYMEHTOB Paclpe/IeITe Ha TPU TPYIIIIbL:
a) OpraHu3alioOHHbIE;
0) pacropsAUTENIbHBIE;
B) MTH(GOPMAITMOHHO CIIPABOYHBIC;
. 3asiBiIeHUE 00 YBOJIbHEHUU
. JloknaaHast 3anucka
. JIOJDKHOCTHAs! HHCTPYKIIMS
. Pacnopsixkenue nupexropa
. CripaBka o 1oxoziax
. [IpoTokon coBenianus
. I[loctanoBieHKE KOJUIETHH
. llItatHOE pacniucanue
. [lonosxenue 06 arrecranuu
10. [Ipuka3 o mpueme Ha paboTy
11. MHCcTpyKUUA 1O JENONPOU3BOACTBY
12. AKT 0 HapyIICHUH TUCIATLTAHBI
2). Kakue 10KyMEHTBI SBJISIOTCS PaCOPsANTEIbHBIMH:
a) JOJDKHOCTHAs HMHCTPYKIUS, NPUKa3, pEHIeHHE, yKa3aHWe, YYpEeTUTEIbHBIA TOTOBOP
(KOHTpaKT);
0) mpuKa3, MPOTOKOJ, PEIICHNE, YKa3aHHe, TOCTAHOBJICHUE, PACTIOPSDKEHHE;
B) pellIeHue, 10roBop (KOHTPAKT), yKa3aHHe, IPUKa3, TPOTOKOJ, PACIIOPIKEHHE.
3). Kakue NOKyMEHTHI SBISIFOTCS OpPraHH3alHOHHBIMHE:
a) ycTaB, TOJOXKEHUE, WHCTPYKIMS, CTPYKTypa U INTaTHAasg YHUCIEHHOCTb, IITaTHOE
pacnucaHue, IpaBuia;
0) ycraB, MOJI0XKEHUE, TPOTOKOJI, TIOCTAHOBJICHHE, MTPaBHIIa, IITATHOE paclucaHue, 10TOBOp
(KOHTpakKT);
B) ycCTaB, MOJIOKEHHE, MHCTPYKIMS, IITATHOE paclucaHue, IMpaBujia, MpPUKa3, JOTOBOP
(KOHTpaKT).
4). CupaBo4HO-HH(POPMAIUOHHBIMH JJOKYMEHTAMH SIBIISTFOTCSL:
a) THChMO, TelerpaMma, TtenedoHOrpamMMma, 3asBICHHWE, aKT, JIOKJIAJHas 3alncKa,
00BSICHUTENbHAS 3aMKCKa, CIIPABKA;
0) nmuceMo, (akc, Tenedakc, 3asBlIeHNE, aKT, TPEICTABICHUE, aHKETa, TOKJIaHAas 3aIUCKa;
B) MUCBHMO, (akc, 3asBJICHUE, aKT, MpeJICTaBlIeHUe, JOKIaIHas 3alucKa, OOBsICHUTENbHAs
3aIrMcKa, aHKeTa.
5). Hymeparus cTpaHHIl JOKYMEHTA POM3BOIUTCS:
a) 10 [IEHTPY HIXKHETO MOJIs;
0) B IpaBOM HI)KHEM YTJIy IOKYMEHTa;
B) MO LEHTPY BEPXHETO OIS,
T') B IPAaBOM BEPXHEM YTy IOKYMEHTA.
6). Kakue criocoObI opopMIteH st 1aThl B IOKYMEHTaX SIBIISIOTCS MPABUIbHBIMUA?
a) 05.02.14.
0) 5 dpespans 2014 r.
B) 05.02.2014 r.
r) 14.02.14
1) 05 ¢espans 2014 r.
x) 05 despans 2014
3) 2014.02.14
7). Yto siBJIsieTCsI 1aTOM MPOTOKOJIA:
a) JaTa MOAMICAHNUS;

OO ~NOoO ol WN -
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0) mata 3aceaHus;

B) JlaTa PETUCTPAIIUH.

8). [Noanmuch pyKOBOIUTEIS HA MPUKA3E 3aBEPACTCS MEUAThIO:

a) BCerya,

0) HUKOT1a;

B) 10 YKa3aHUIO PYKOBOIUTEIIS.

9). [leuats Ha OpraHU3aAIMOHHO-PACTIOPSTUTEIBHBIX JJOKYMEHTAX MPOCTABIISICTCS:

a) Ha JIT0OOM CBOOOTHOM MECTE;

0) ke pexBuzuta «lloanucey;

B) JIOJDKHA OBITh 3aXBaueHa JIMYHAS MTOATHKCH;

I) JOJDKHA OBITh 3axXxBau€Ha YacTh HAMMEHOBAHUS JOHKHOCTH JIMIA, IOIIHCABIIETO
JIOKYMEHT;

10). B pesymbTare pacCMOTpEHHs PYKOBOAMTEIEM BXOISIIETO JOKYMEHTA HAa HEM
MOSIBJISICTCSL:

a) TIOJIITUCH;

0) pe3oJIoIHs;

B) BH3a.

3a mpaBUIIBHBIN OTBET Ha BOMpPOC BbicTaBisiercs — 0,5 Gat.
3a HempaBWIBLHBINA OTBET Ha BONPOC BhIcTaBsieTcs: — 0 0aiios.

Bpewms Ha BbinosnHeHue: 15 MuH.
TekeT NpaKTHYECKOro 3aJaHUA

3aganue 1. Hanummre noxnanHyro 3anucky Ha ums pykoBoautens 3A0 «BwiMmen» o
KOMaHIUpOBaHMKM B T. benropoj crapmero wHHkeHepa IJIJAHOBO-3KOHOMUYECKOTO OTAea
Ho6pomo6osa I1.A. ¢ 12.04.2014 cpokom Ha 5 AHEH A7 BBICTYIUICHHS C IOKJIaJOM Ha CeMUHape
«CoBepIIEeHCTBOBAaHHE CHCTEMbI 3aKIFOUEHUS X035 CTBEHHBIX JOTOBOPOBY.

3aganme 2. Odopmure akT 00 UTOrax JOKYMEHTAJbHOM TPOBEPKH COCTOSIHUSA
nokymeHTtanmoHHoro obOecrieueHuss 3A0 «'ATIT Ne3y». B akTe peBU3MH YKOKUTE CIEAYIOIIHE
HEJOCTAaTKU: B OTJeNax KaJpoB MPEANpusATHs B JUYHBIX JejaX paOOTHUKOB OTCYTCTBYIOT
HE00XO0UMbIE JOKYMEHTHI (TIepEeYHCIUTh);

- HE BEJIETCSl KHUTA PETUCTPALMM ITPUKA30B 110 OCHOBHOM JAESTEIbHOCTH;

- Ha IPEANPUATUU OTCYTCTBYET HOMEHKJIATypa JIe.

3ananme 3. CoctaBbTe NPOTOKOJI 00mero codbpanus yupeauteneir OOO «ABTOCEpBHUCY» O
mukBugamu OOO B cBS3U € yrpo3oil OaHKPOTCTBA. BeicTymaromue MNpesiokUiu MpeKpaTUTh
NCATCIIbHOCTD O6HICCTB3 HYTCM JJUKBU AU, JJIsI 9TOI'O HpCILJ’IO)KI/IJ'H/I cO31aThb J'II/IKBI/I}laIH/IOHHy}O
KOMHCCHIO B KOJIUUECTBE ___ YCJIOBEK, B COCTABE: U TOpy4yuTh el B
CPOK B COOTBETCTBHH C YyCTaBOM OOIECTBa W JEUCTBYIOIIUM 3aKOHOJATEIHCTBOM IPOBECTH
JUKBHUJAIUIO OO0IIecTBa , mpefoctaBuTh kpenutopam OOO _ cpok uisl 3asiBICHUS CBOMX
MPEeTeH3W K 00mecTBy; 3aKkimoueHHble Ha 201 rox goroBopa HCIOJHUTH JIO Yyciia, II0
OCTaJbHBIM — COOOIIUTH KOHTpareHTam 00 OTKa3e OT JOTOBOPOB M MPUYMHE OTKa3a B __ CPOK U
BBITJIATUTH UM KOMIICHCAIIUIO B CBSI3H C YCJ'IOBI/UIMI/I HOFOBOpa.

['onocoBaHue MPOBOIUIOCH OTKPBITHIM (3aKPBITHIM) MyTeM. Pe3ynbTaThl mojicyeTa rojocoB:
«3a» — ____ yenosek; «lIpotuB» — __ 4enoBek; «Bo3aepxkanuce» —__ YeJIOBEK.

3a mpaBUJIbHO BBIIIOJIHEHHOE 3a/laHue BhICTaBisieTcsl — 1 Gait.
3a HenpaBUJILHO BBINOJIHEHHOE 3a/1aHue BbicTaBisiercss — 0 OaioB
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Bpewms Ha BbIIIOJIHEHUE: /5 MUH.

BHeayauTopHas caMocTosiTeJbHass padora crygeHta Ne3 O mpaBuinax odopmiIeHHUsS
UH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB

CocTaBuTh FJ'IOCC&pI/Iﬁ 10 OCHOBHBIM BOIIpOCaM HSYHCHHOP'I TCMBI

Pazgen 3 Opranusanus padoThbl ¢ JOKYMEHTAMH

Tema 3.1 Ciry:k0a JOKYMeHTAIIHOHHOT0 o0ecneuyeHus1 ynpasienus. [lousitue
JOKYMEHT0000poTa

IIpoBepsiemblie pe3yiabTathl 00yuenus: Y.2, 3.1, 3.3, 3.3
®opmupyembie komnerenuun: OK.1, OK.2, OK.3, OK. 4, OK.5, OK.8, OK.9, IIK.1.1,
MK.1.3

Tekcr 3apanus
. OTBeTHTE HA BOIIPOCHI.
. Kakue cymectByroT popmbl opranuzaiui paboTsl ¢ TOKyMeHTaMu?
. UTo 03HaYaeT MoHATHE «MaKCUMalIbHas pabouasi 30Ha»?
. UTo 03HaYaeT MOHATHE «HOpMaJbHas paboyas 30Ha»?
. Kak nozppaznensitor yupexaenus no oobeMy J0KyMeHToo0opoTa?
. Uro BKIIIOUaeT B ce0si opranuzaius paboyero mecra?
. Kakoe Ha3BaHne UMEIOT 30HBI paboYero Mecra cekperapsi?

OUTE, WN PP

2. YKaXuTe, BEPHBI JIH CICAYIONINE YTBEPKICHHS.

1. TITpu ocBenieHnn paboOYero MecTa CBET JOJDKEH MaaTh ClICBa:

a) 1a; 0) HeT.

2. OCBeNIeHHOCTh Ha TOBEPXHOCTH CcTOMa JoiikHa 6Tk 500 mrokc:

a) 1a; 0) HeT.

3. OTnenka NOTOJIKOB, CTEH, MIEPETOPOJIOK B IOMEIIEHUSIX MOXKET OBITH JIFOO0T0 I[BETA:

a) 1a; 0) HeT.

4. Temmepatypa B ClIy>)keOHOM ITOMEILEHUH J10JKHa ObITh B nipeaenax +20 —+22°C:

a) 1a; 0) HeT.

5. B 3aBHCHMOCTH OT BpeMEHHU rojla OTHOCUTENbHAS BIAXKHOCTh BO3/1yXa JOJKHA OBIT OT 45 10
55%:

a) na; 0) Her.

6. Hayimume mucbMeHHOTO CTOJIa Y COTpyAHMKA cITyKObI JIOY 00s3arensHO:

a) na; 0) HeT.

7. Ilpu neHTpanu30BaHHON OpME OpraHU3aIMH ATOPOU3BOICTBA BCE ONEPAIIUH C TOKYMEHTaMHU
BBHITIONHSIOTCS B ciyx0e JIOVY:

a) na; 0) HeT.

8. Ilpu TeppuTOpUANTBbHON Pa300IIEHHOCTH CTPYKTYPHBIX MOJIpa3/ieieHNi BEIOUPAIOT
NeTICHTPAIM30BaHHYI0 (hOpMY BEICHHUS JAETIOMPON3BOJICTRA!

a) na; 6) Her.

9. B KpyNHBIX YUPEXKICHUIX C OOJIBIINM 00BEMOM JOKYMEHTOOO0POTA UCTIONB3YETCs CMEIlIaHHas
dbopma BeZieHUs AETOMPONU3BOJICTRA!

a) na; 6) Her.

10. B yupexneHusIX epBoii KaTeropuu 00beM JOKyMeHToo0opoTa coctanisieT cabimre 100 Toic.
JIOKYMEHTOB B T'O/I;

a) 1a; 0) HeT.
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11. Crpyxrypa cinyx0b1 JIOY GopmupyeTcst B 3aBUCUMOCTH OT KaTErOpUH, K KOTOPOIl OTHOCHTCS
yUpeKIeHUE:

a) 1a; 0) HeT.

12. Cnyx6a IOV sBnsieTcss cCaMOCTOATEIbHBIM CTPYKTYPHBIM MOPA3/IeICHUEM:

a) 1a; 0) Her.

13. [1ns cexpetapsi mpaBOMEPHBI MOHATHUS «HOPMaJIbHOW» U «MaKCUMAaJIbHOM» pab04YnX 30H:

a) 1a; 0) HeT.

14. PaGouee MecTo cekpeTapst 000pyIyeTcs IO €r0 YCMOTPEHHIO:

a) 1a; 0) HeT.

3. BoibepuTe npaBuIIbHBIN BapuaHT OTBETA.

1. ITpu o6opynoBanuu pabouero mecra corpyanuka JIOY cBeT moipkeH najaaTh:

a) cripaBa; 0) clieBa; B) HE UMEET 3HAUCHUSI.

2. OKpacka MoOMEIIECHUN JTOJKHA OBITh:

a) CBETJION; 0) TEMHOM; B) JIFOOOM.

3. Hannuue noctoponHero nryma:

a) UCKJIIOYEHO; 0) HEXKENaTeIbHO; B) UMEET MECTO OBITh.

4. PabGouee MecTo cekpeTaps B IPUEMHON PaCcHoIaraeTcs:

a) [0 YCMOTPEHUIO CEKpeTapsi; 0) psJIoM € BXOJOM B KaOMHET PYKOBOAUTEIS; B) B IEHTPE
MIPUEMHOA.

5. Ha paGouem ctoze cekperaps TenedoH pacronaraercs:

a) B «<HOpPMaJIbHOM» paboueli 30He; 0) B «MaKCUMaIbHOI» paboyei 30He; B) HA BCIIOMOTaTeIbHOM
CTOJIMKE IS OPTTEXHUKH.

6. Cekperapb MOXKET JieJaTh 5—8-MUHYTHBIE TIEPEPHIBBI BO BpEMS paOOTHI:

a) yepe3 KakJplil yac; 0) uepes Kaxk/ple /1Ba 4aca; B) uepe3 Kaxable TPH yaca.

7. Pabouee MecTo cexpeTaps BKIIOYACT B ceOS:

a) JIB€ 30HBI; 0) TPU 30HBI; B) YETHIPE 30HBIL.

8. BeimonHeHue Bcex ornepanuii ¢ TOKyMEHTaMu B OJJHOM MecTe — B ciykoe 10V npeanonaraet:
a) IIEHTpaIM30BaHHas (hopMa OpraHU3aINH JISIOMPOU3BOJICTBA; 0) ACICHTPAIN30BaHHAS; B)
CMeIlIaHHasl.

9. Kakas ¢popma opranusanuu AeJI0MPON3BOICTBA UCTIOIB3YETCS B YUPEKICHUH C OOJBIINM
00BEMOM JIOKYMEHTO00O0poTa:

a) IEHTpaJIM30BaHHasl; 0) IeIeHTpaTN30BaHHAs; B) CMEIIIaHHAS.

10. Kakoe moipa3ienienue He SBISETCs CTPYKTYPHBIM nojpasaeneHuem mo JJOVY: a) ynpasnenue
nenamu; 0) Oyxranrepus; B) OO OTIEN.

11. Opranuzanus ¢ o0bemMoM JokyMeHToo0opoTa cBblie 100 Thic. TOKyMEHTOB B 0]l OTHOCUTCS:
a) K epBoil kaTeropuu; 6) KO BTOPOIl KaTeropuu; B) K TPEeTheH KaTErOpHH.

12. Opranuzanus ¢ 005eMOM JOKYMEHTO000pOTa 10 3 THIC. IOKYMEHTOB B I'OJ1 OTHOCUTCS: &) KO
BTOPOI1 KaTeropuu; 0) K TpEThei KaTeropuu; B) K 4eTBEPTON KaTErOpPHH.

4. BcTaBbTe NPOITYIICHHBIE B TEKCTE CIIOBA.

1. IlenTpanu3oBanHas (hopMa OpraHU3aLUHU JEIONPOU3BOICTBA MPEAINOIIATAET BHIMOIHEHUE BCEX
ONEepaLNii C TOKYMEHTaMHU .
2. JlenienTpanu3oBaHHas opMa MpearoaraeT Co31aHue CaMOCTOSATEIbHOM CITyKObI
JIeTTOTIPON3BOICTBA B )
3. CMmemanHas popma HCTIONb3yeTcs B YUPEXKIEHUSX C
JTIOKYMEHTO000pOTa.

4. B 3aBUCUMOCTH OT 00beMa JOKYMEHTOO0OPOTa BBIACTSAIOT YEThIpe KaTerOpHH yupexaeHuit: 1-1
KaTeropusi — 00beM TOKYMEHTOO0OPOTa COCTABIISIET CBBIIIIES JTOKYMEHTOB B
rOJI; 2-51 KAaTeropus — OT 710 JTIOKYMEHTOB; 3-51 KaTeropus
— 0T o JIOKYMEHTOB; 4-1 KaTeropus — 10

JTIOKyMEHTOB.
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5. I'CHOY B 3aBHCHUMOCTH OT KaTETOPUH YUPEKIEHUS NPEIyCMaTPUBAET CO3JaHNE HECKOIBKUX
TUIIOBBIX J€JIONPOU3BOICTBEHHBIX CIIYKO: yIpaBJIeHUE JIeIaMH,

48

CEKpETapb PYKOBOAUTENS.
6. Opranu3zanus pabouero MecTa — 3T0 CUCTEMa MEPOTIPUATHUH 110 OCHAIICHHUIO pabodyero Mecra
" 1 X (PYHKITMOHATLHOMY Pa3MEIIeHUIO.

3a mpaBWIIbHBIN OTBET Ha BOMpoc BeicTaBisgercs — 0,5 6a.
3a HenpaBWIIBHBIH OTBET Ha BOIPOC BbIcTaBisieTcs — 0 6asuios.

Bpewms Ha BeinosiHeHue: 30 MUH.

BHeay&HTOPHaH CaMOCTOATC/IbHAA paGOTa CTyaA€EHTa Neg

[ToaroroButh pedepar Ha Temy "OO opraHuzanuu JOKYMEHTOOOOPOTa B OpPTaHU3AIMIX

COLIMAJIbHOM 3alUTEI HaceleHus."

Tema 3.2 IlpaBuia perucTpanuu M MHAEKCHPOBAHUA AOKYMeHTOB.  Opranusanus

KOHTPOJIA UCITIOJTHCHUSA TOKYMEHTOB. CI/ICTeMaTI/IE}aIII/Iﬂ U XpaHCHHUE OeJI.

IIpoBepsiemble pe3yiabTaTsl 00yuenus: Y.1,¥.2, ¥.3,3.1,3.2,3.3
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

TexkcT 3aganusa

OTBeThTE HA BOMPOCHI.

1. KakoBbI OCHOBHBIE 3TaIlbl JOKYMEHTO000pOTa?

2. Kak BbIpakaercsi 00beM JOKyMeHTooO0opoTa?

3. B xakom cmy4ae KOHBEPTHI TpH OOpabOTKEe MpPHCHUIAEMON JOKYMEHTALUU
YHUUTOXAKOTCA?

4. KakoBa 11e71b peructpanuu’?

5. UTo sBNSeTCS OCHOBHBIM MTPUHIIMIIOM PErUCTPalluu?

6. Kakue BUIBI JOKYMEHTOB HE TOJIEKAT PETUCTPALIUU?

7. Koraa 10KyMEHTBI PETUCTPUPYIOT?

8. B uem mpenmytiecTBa KapTOUHOM POPMBI perucTpanuu?

9. Kakue popMbl perucrpanuu 10KyMEHTOB HCIIOJIb3YIOTCS B OpraHU3aum?

10. Kora peructpupyrorcs MpUChlIaeMbIe TOKYMEHTHI?

11. Korja perucTpupyroTcs co3/1aBaeMble JOKYMEHTHI?

12. Kakue BUIBI IOKYMEHTOB TIOJIJICKAT 0053aTeIHbHOMY KOHTPOJITIO?

13. Kto ycTanaBnuBaeT WHANBUAYAIbHBIE CPOKH UCTIONHEHUS TIOKyMeHTa?

14. C xakoro MOMEHTa UCUUCIISIETCS] CPOK UCTIOTHEHUS JOKYMEHTA?

15. KTo MOeT MpOoAJIUTh CPOK UCIIOIHEHHS JOKYyMEHTa?

16. Korga TOKyMEHT CUMTAETCS UCIIOJTHEHHBIM?

17. V13 uero cocTOUT UHAEKC JJOKyMEHTa?

18. B cKOIBKHUX PK3EeMILTIpax 0GhOpMIISIETCS] pETUCTPAIIIOHHAS KapTOUKa?

3a mpaBWIIBHBIN OTBET Ha BOMPOC BhIcTaBisieTcst — 0,5 O6a.
3a HenpaBWJIBHBINA OTBET Ha BONpoC BeIcTaBiseTcs — 0 Oaos.

Bpewms Ha BeinosnHeHue: 20 MuH.

HE
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IIpakTnyeckas padora Ne 4. 3anoHeHHe )KYPHAJIOB PerucTPaliiy BXOASIIHUX U

HCXOIAIIUX JOKYMEHTOB

IIpoBepsiembie pe3ybTaThl 00yuenus: Y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.1.2

TexcT 3apanus

3anmanue 1. Oopmure KypHaAI PETUCTPAIIUN BXOSAIICH KOPPECIIOH ICHITUH
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ara Peru- | Koppec- | Homep | Comep- | Pe3so- HUc- Cpok Otmer- | Howmep
ToJ1y- cTpa- IIOH- W Jara | JKaHWE | JOUUs | HOJIHU- | WCIOJ- Ka 00 Jena
YEHUS LIUOH- JIEHT JIOKY- TEIb HEHMsI | HCIOJI-
HBIN MEHTa HEHUU
HOMED
1 2 3 4 5 6 7 8 9 10

3a mpaBWJILHO BBIIIOJIHEHHOE 3a/laHue — 3 Oasuia.

3a HenpaBMIILHO BHINOJIHEHHOE 33aanne — 0 OaoB.

Bpewms Ha BeimonHenue: 15 Mun
3ananue 2

YKaxkuTe, BePHbI JIH CJIeyIOIIHe YTBEP KIeHM.

1. B kaXJI0M YUpEKACHUH JODKHBI OBITh pa3paboTaHbl CXEMbI JBUKCHHSI OCHOBHBIX KaTETOPHIA
JIOKYMEHTOB:

a) na; 0) HeT.

2. YCKOpeHue JOKYMEHTO000pOTa JOCTUTAETCS 32 CUET COKPAIIEHHUS KOJIMYeCTBa 00pabaThIBa€MbIX
JIOKYMEHTOB:

a) 1a; 0) HeT.

3. [lepBoHavanbHas 00pabOTKa MOCTYMAOIIEH KOPPECTIOHACHIIUY B YUPEKACHUN YETBEPTOU
KaTErOpUH OCYIIECTBISIETCS CEKpeTapeM:

a) na; 0) Her.

4. BCKPBITHIO TTOJUICKUT BCS KOPPECTIOHICHITHS, TOCTYTIAIOMIAs B OPTaHU3AITHIO:

a) na; 0) HeT.

5. KoHBepTEHI 1OCIIe BCKPBITHUS MPUCHIIAEMON KOPPECIIOHICHIIMH BCET 1A

YHUYTOXKAOT:

a) 1a; 0) HeT.

6. @akT NOCTYIUICHHS TOKYMEHTa B OpraHU3aIiio opopmIIseTcs: pe30oTroIueil pyKOBOAUTES:
a) 1a; 0) HeT.

7. OTMeTKa O MOCTYIIJICHUH JOKYMEHTa B OPTaHU3alluIO IPOCTaBISETCs Ha JIF0OOM CBOOOTHOM
MecCTe JINCTa JOKYMEHTA:

a) na; 6) Her.

8. OTMETKY 0 IOCTYIUICHUH JIOKYMEHTA B OPTaHH3AIMI0 MOYXHO TIPOCTABIISITh HA KOHBEPTE:

a) na; 6) HerT.

9. Bce TOKyMEHTEHI, TOCTYITUBIIUE B OPTaHU3AIHIO, ITOJICKAT PETUCTPAIIUN:

a) na; 6) HeT.

10. OcHOBHO¥ TPUHIIHIT PETHCTPALUN — OTHOKPATHOCTH:

a) na; 6) Her.

11. TlocTynaroiue JOKyMEHTbI PETUCTPUPYIOT B I€Hb OCTYIICHUS:
a) na; 0) HeT.

12. Co3naBaeMbIe TOKYMEHTBI PETUCTPUPYIOTCS B ICHB ITOANMCAHHS FITH YTBEPKICHUS:
a) na; 0) HeT.
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13. B yupexnenuu ¢ 00eMOM JOKYMEHTOO0OPOTa CBBIIIE OJJHOU THICSYU TOKYMEHTOB B TOJI

UCTIONB3YIOT JKYPHAIBHYIO (POPMY peTUCTpAIIHH:

a) 1a; 0) HeT.

14. PeructpanmoHHbIC KAPTOYKU MOTYT OBITh pa3HOTO I[BETA:
a) na; 0) HeT.

Boi0epuTe npaBUIbHBIN BAPDHAHT OTBETA.
1. JIokyMeHTBI, TOCTYNUBIINE HE 110 aJPecy, CIeayeT:
a) BEpHYTh Ha MIOUTY;

0) YHUUTOXKHUTb.

2. KoHBepThI MOCTYNMUBIINX JOKYMEHTOB:

a) YHUYTOXKAIOT;

0) OCTaBIISIOT;

B) B 3aBUCUMOCTH OT CUTYalllH.

3. @akT NOoCTYIJICHHs JOKYMEHTa B OpraHu3anuio opopMIIsIOT PEKBU3UTOM:
a) OTMETKa O KOHTPOJIE;

0) OTMETKa O MOCTYIUICHUH JOKYMEHTA;

B) OTMETKa 00 UCIIOJIHUTEIIE.

4. O6s13aTebHON pEerucTpaIiy MOJIeXkKaT:

a) aKcrpecc-uHpopMarus;

0) peKkJIaMHbIE TTUCHMA;

B) 3asIBJICHUSI TPAXK/IAH.

5. Llenbto perucrpaiuu apiaseTcs:

a) obecrieueHne yueTa u KOHTPOJIS;

0) OBICTPBIN TOUCK IOKYMEHTOB;

B) BCE BBILIETIEPEUUCIECHHOE.

6. [Ipoueaypa peructpanuu BKIIOYAET B ceOsL:
a) OJIMH 3Tar;

0) nBa JTana;

B) TpH 3Tara.

7. B uHAEKC TOKyMEHTa HE BXOJUT:

a) koxa o OKVY /I;

0) HOMep Jienia 0 HOMEHKJIAType;

B) HOMEp CTPYKTYPHOTO TIOJpa3/IeeHusI.

8. XKanoba nnn 3asABJICHUC, TIOCTYIMUBIINE B aIp€C OpTraHru3allii, UMCHOT HHACKC!

a) Ne 18-M;

6) Ne 18;

B) Ne 18 o/k.

9. Ilpukas o OCHOBHOM JeSITEIbHOCTH UMEET UHJICKC:

a) 34 n/c;

0) Ne 34;

B) No 34-k.

10. He moieXuT perucTparum:

a) TIPUKa3 TI0 OCHOBHOM JICATEIIbHOCTH;

0) >xano0a rpakIaHNuHA;

B) MMCHMO MH(POPMALIMOHHOTO XapaKTepa, MPUCIAHHOE ISl CBECHUSI.
11. O6s13aTenpHOM pErUCTPaINH TTOIJIEKAT:

a) JIOKYMEHT, KOTOPBIH 10 CBOEMY COJIEPKAHUIO TPeOYeT pelleHHs WK OTBETa;
0) mporpaMMa COBEIIAHUS,

B) IJIAHOBO-()MHAHCOBAS TOKYMEHTAITHSI.

12. NapuBryanbHBIE CPOKH HCITOTHEHUS YCTaHABIIMBACT:

a) UCIIOJIHUTEb;
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0) pYKOBOJIUTEIIb;

B) CEKpeTaph.

13. Cpok ucroHeHUs JOKYMEHTa HCUUCIISACTCS:

a) C MOMEHTA MOCTYIUICHUS JJOKYMEHTA B OpraHU3aIHIo;
0) c MOMEHTA MOJIYYEHUs JOKYMEHTa UCTIOJIHUTEIIEM;
B) C JaThl OCTYNHBIIETO JOKYMEHTA.

14. Cpox ucnosHeHus TOKyMEHTa MOKET MPOJUIUTH!
a) TOT, KTO €r0 YCTaHOBMJI;

0) UCIIOJIHUTEIb IOKYMEHTA;

B) PYKOBOJIUTEIIb.

15. JIokyMEeHT cUMTaeTCsl UCTIOJTHEHHBIM:

a) KOTJia eCTh YKa3aHUe PYKOBOIUTEIIS;

0) Korja npocrapjeHa OTMeTKa 00 UCTIOJTHEHHH;

B) MOCJIE€ PETUCTPALMU JOKYMEHTA.

BcraBbTe NMpOoNymEeHHbIE B TEKCTE CJioBA.

1. I[OKYMeHTOO60pOT — OTO JAOKYMCHTOB B YUPCKIACHUH C MOMCHTA HUX
HJIN TITOJIYYCHHA A0 3aBCPUICHUA HJIN OTIIPABJICHUA.
2. O6peM I[OKYMGHTOO60pOTa — 9TO MOCTYIIAOIHX U CO3/1aBACMBIX

JIOKYMEHTOB 32 OIPEICIICHHBIN MEPHOJ], OOBITHO 32 TO/I.
3. OCHOBHBIM ITPUHIIAIIOM PETUCTPAIIUU SBIIICTCS .
4. Vlnpexcanus — 3TO IMPOCTABIICHUE 1 HEOOXOMMBIX YCIOBHBIX

TIPH PETUCTPALINHU, YKA3BIBAIOIIUX MECTO CO3/IaHUs (MCIIOTHEHUS) U

XpaHEeHUs JOKYMEHTA.

5. Kaprounas ¢opma peructpanuu HCIOIb3YETCs B YUPEKACHUAX C 00bEMOM JOKYMEHTOO00pOTa
€MHUIL B TOJI.

6. CpoK HCTOTHEHUS — 3TO MEPUO]I BPEMEHU, KOTOPBIA OTBOJUTCS Ha

JOKYMEHTA, WM KaJeHJapHasl 1aTa, Ha KOTOPYIO Ha3HAuY€HO 3aBEPILIEHUE €TO

3a mpaBWIIBHBIN OTBET Ha BOMPOC BhIcTaBisieTcst — 0,5 O6am.
3a HenpaBWIBHBINA OTBET Ha BONPOC BhIcTaBseTcs: — 0 Oaos.

Bpewms na BeinonneHue: 40 MuH.

Bueaynuropnasi camocTosiTe/ibHas padora cryaenTa NeS O perucrpaninoHHbIX (popmax B
OpraHu3aIMsaX COUUAIBLHOMN 3alUThl HACEIEHUS

OO0 opranuzanuu KOHTPOJIA 32 MCTIOJHEHHWEM JOKYMEHTOB B OPraHHU3alMSIX COIHATHHON
3alUThl HACETIEHUS

Tema 3.3 JlokyMeHTHPOBaHNe TPYAOBBIX IPABOOTHOLIEHU I

IIpoBepsiemblie pe3yJbTaThl 00yuenusi: ¥Y.1,¥.2, ¥.3,3.1,3.2,3.3
®opmupyemsbie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.4
TekcT 3agaHuA

OTBeTbTE Ha BONPOCHI

1. Kakue ocCHOBHBIE JOKYMEHTHI PETYIUPYIOT TPYAOBbIE OTHOIIECHHUS?
2. C xaKo¥H 11eJIbI0 COCTaBIISACTCS TPYAOBOM T0rOBOP?

3. Ha3oBHTE OCHOBHBIE pa3/Ieibl TPYIOBOTO JIOTOBOPA.

4. YTo TaKoe T0JKHOCTHBIE MHCTPYKIIMU?
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5. HazoBuTe OCHOBHBIE PEKBU3HUTHI JOKHOCTHBIX MHCTPYKIIMM.

6. Kakue cBenenus copeparcs B JMIHON KApPTOUYKE COTPYTHUKA?
7. Ha30BUTE OCHOBHBIE PEKBU3UTHI 3asBIICHUS O IIpuéMe Ha paboTy.
8. Kakas nndopmanus conepXurcs B 3alUCH B TPYJOBON KHUXKKE?

3a mpaBHIIbHBINA OTBET Ha Bompoc BeicTabisiercs — 0,5 Oarur.
3a HempaBHIBHBINA OTBET Ha BONPOC BhicTaBiseTcs — 0 Gaos.

Bpewms na Boinosnnenue: 10 muH.

IIpakTnyeckas padora NeS Opopmienue Tpy10BOH JOKYMEHTAILIUH

IIpoBepsiembie pe3yabTaThl 00yuenus: ¥Y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsbie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I[1K.1.4

TexcT 3apanus
BoinmogHuTh  ciaeaywuue  3agaHusi  (HEJOCTAlOIIME  PEKBU3UTHI  YKa3bIBaiiTe

CaMOCTOSITEIIBHO):

1. Hanucate aBToOMOrpaduio Ha ceds

2. CocraBpTe pe3toMe Ha cebs Cc 00s3aTeNnbHBIM YCIOBHEM, YTO BBl 3aKOHUYMIIN
¢umman BI'YOC, xemaete mony4yuTh pabOTy IOPUCTAB OJHOM M3 KOMIAHUI Topoja, a TaKxke
JKeJlaeTe MOCTYNUTD B BhICIIEE yueOHOE 3aBE/ICHUE.

3. CocTaBUTh aHKETY U €€ 3alOJHUTH HAa CBOE UM

4. CocTaBUTb U 3alOJIHUTH JUYHYIO KapTOUKY

5. OdopmuTth npukasz o npueme Ha padoTy

6. Cpnenatp 3amuch B TPYIOBOH KHIKKE

7. Odopmuth paboTy M MPEACTABUTH MPEMOIABATEN0 HA 3aITUTY
3anonauts popmsr T1,T2, T8

3a npaBUIIbHO BBIIOJIHEHHOE 3aJjaHue — 3 Oaa.
3a HenpaBWJIBHO BBITIOIHEHHOE 3a1aHne — 0 Gayuios.

Bpewms Ha BeimonHenue: 90 Mun

Tema 3.4 Jle1onpon3BoACTBO 10 00pameHusiM rpaxinan. Kondpuaenuuansnoe
1eJIOTPON3BOICTBO

IIposepsiemblie pe3yabTathl 00yuenus: Y.1,Y.2, V.3, 3.1, 3.2, 3.3, 34
®opmupyemsbie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.2,
K.1.6

TexkcT 3apanus

1. OTBeTHTE HA BOMPOCHI.
1. KakoBbI OCHOBHBIE BHIBI OOpaIieHU# Tpakian?
2. Benetcst i1 1e0MPOU3BOJICTBO MO OOpAIICHUSIM TPa)K1aH OTJEIBHO OT APYTUX BUIOB
JIETOMPON3BOICTBA?
3. YHUUTOXAeTCs JIM KOHBEPT aBTOpa OOparieHus?
4. Kakue oOparenus rpaskaH CYUTAIOTCs TOBTOPHBIMU?
5. B kakom ciryqae roTOBUTCSI COMPOBOAUTENIBLHOE TUCHMO K 00parieHnto?
6. Kakum nqokyMeHTOM 0opMIIseTCst 0OpalieHne, TOCTYIHBIIEe 0 TelieoHy?
7. KTo moanuceiBaeT oTBET Ha oOparieHue?
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8. Uem oTiimuaeTcs 3asBICHUE TPAXKIAHUHA OT KAITOOBI?

9. Yem oTiiuaeTcs MpeIokKeHUE TpaXIaHNHA OT 3asIBIICHUS?

10. Yro npexacrasisieT cOO0 KOJUIEKTUBHOE oOparieHue?

11. KakumMu HOpPMAaTHBHBIMH JOKYMEHTaMH pPETJIAMEHTHPYETCSl OpraHu3amus padoThl C
oOpalieHus M1 rpaxkian?

12. EcTh 1 HOpMATHBHBIC JOKYMEHTHI, pErJIaAMEHTUPYIONTNE paboTy ¢ 0OpalleHrusIMU TpaxIaH Ha
ypoBHE cyObekTOB Poccuiickoii deneparm?

13. Kakue THIIOBBIE CPOKU YCTAHOBIJICHBI 1711 HCTIOIHEHUS 00palleHuil rpaxkaan?

14. Yem otnuyaercs perucTpaiis OOpalleHU TIpaXJAaH OT PETHUCTPAIlUU OCTAIBHBIX BHUIOB
BXOJISIIIIUX JJOKYMEHTOB?

15. Kro Hecer OTBETCTBEHHOCTh 3a OPraHU3aLMUI0 pPabOThl C OOpalleHUSIMH TpaXIaH B
opraHu3anusx?

2. BcraBbTe MpoOMNyIIEeHHBIE B TEKCTE CIIOBA.

1. Ilpemioxkenue — 3To BUA 0OpallleHus, UMEIOIIee LEeNbl0: - 00paTUTh Ha
HEOOXOIMMOCTh COBEPIICHCTBOBAHUS PAOOTHI TEX MIJIM HHBIX TOCYAAPCTBEHHBIX OPTaHOB,
MPEINPUATHH, YUPEKACHUM WM OOIIIECTBEHHBIX OpTaHU3aIHil; - peKOMEHI0BAaTh KOHKPETHHIE
MyTH U CIIOCOOBI MOCTaBJICHHBIX 33/1a4.

2. 3asiBIE€HUE — 3TO BHJ OOpAIICHUS, LIETHI0 KOTOPOTO SIBISIETCS
MPEIOCTABIEHHBIX 3aKOHOM CYOBEKTUBHBIX IIPAB U HHTEPECOB IPaXKIaH.

3. Kanoba — 310 BU 0OpalieHws], B KOTOPOM COOOIIaeTcs O CyOBEKTUBHBIX
[IPaB U OXPaHSIEMBIX 3aKOHOM HHTEPECOB TPaK/IaH.

4. XogaTalcTBO — 3TO oOparieHue rpax/IaniHa ¢ pocroon o

3a HUM OIIPe/IeJICHHOI0 CTaTyca, MpaB, FapaHTUi U JIBTOT C
NPEOCTaBICHUEM JOKYMEHTOB, UX ITOATBEPKIAIOIIHX.

5. KonnektusHoe obparenue — 3To oOpaieHue AByxX uiu 0osee rpakiaH B MUCbMEHHOU hopme

a0 obpallieHue, IPpUHATOE Ha , IOJINMCAaHHOE OpraHu3aTopaMu Win
Y4aCTHUKaMU MUTHHTIA, UMEIOIee 0OLIECTBEHHBINA XapaKkTep.

6. [letumus — 310 oOpallieHue rpaxkJiaH B 1o
BOIIPOCAM MPOBEACHHS OOIIECTBEHHBIX peGOpPM MIIM U3MEHEHHUS 3aKOHO/IaTeIbCTBA.

7. CymecTByeT aBe (POPMBI perUCTpaIiuy oOparieHus TpaxiaaH — 151

BueayauTopHasi camocTosiTeibHasi padora cryaeHTa Ne 6 O MOUCKOBBIX CHCTEMaxX B
nenonpoun3BojictBe. O COBPEMEHHBIX METOIaX aBTOMATU3AIUN M KOMITBIOTEPU3AIIII
nenonpousBoacTBa. CpeacTBa MacCOBOM MH(POPMAIIMH O COCTOSIHUY, TPOOIeMax MepCHeKTUBAX
JIENIONIPOU3BOICTBA.
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5.2 3aaHusA NPOMEKYTOYHOM aTTeCTALMHI
IIpoBepsiemble pe3yabTaThl 00y4enus: Y.1, ¥.2, V.3, 3.1, 3.2, 3.3, 34
®opmupyembie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK., OK.8, OK.9, ;
IIK.1.1, IIK.1.2, IIK.1.3, IIK.1.4, ITIK.1.6

TexcT 3aganus

CnHCOK 3aroJiI0BKOB /11, 3aBOIMMBIX HA MPEeINPUSITHH, C YKA3AHHEM CPOKOB HX
XpaHeHHs
1.IlepeueHb JOKYMEHTOB
2.HomenkmaTypa e
3.IlepeyeHp 3aroI0BKOB Jena
4. [leno
JIOKYMEHT, COCTOSIIIUIA U3 Pa3/1eJIoB: 001I[He MOJI0KEHNsI, OPraHN3aHOHHAS CTPYKTYPa,
perjiaMeHT OpraHu3anum, GuHAHCOBO-MAaTepHaIbLHAas 0a3a, OTYETHAS] PeBU3HOHHASA
AeATEeJbHOCTD, MOPSIA0K JUKBUAANMHA OPraHU3alUuH
1. Unctpykums
2.YcraB
3.1lITatHOE pacmmcanue
4.TlonoxxeHue o mepcoHae
JlokyMeHTHpOBaHME — ITO
1. HabGop peKBU3UTOB, HACHTU(DULUPYIOIIUX aBTOPA OPHUIIMATEHOTO MTUCEMEHHOTO JOKYMEHTA
2.3aduKcupoBaHHAsI HA MAaTEPUAIEHOM HOCHUTEIE HH(POpMAIIHSI C pEKBH3UTAMH,
MO3BOJISIFOIIUMU €€ UIEHTU(UIIUPOBATH
3.3anuck nHpOpMAIMK HA PA3TUIHBIX HOCHTEIISX M0 YCTAHOBJICHHBIM TPaBUIIAM
4.Cdepa nesTenbHOCTH 110 COCTABICHUIO JJOKYMEHTOB
JIOKyMeHT, OTHOCSIIIHIiCS K PACTIOPSIAUTEIbHBIM JOKYMEHTAM
1. UHCTpYKTHUBHOE MUCHMO
2.Tlonoxenue
3. VkazaHue
4.YcraB
JaToii npuka3sa siBjasiercsi 1ara
1. CornacoBanus
2. TToamucanns
3. YTBepxkaeHus
4. Peructpanuu
JIOKyMEeHT, OTHOCSIIIHIICS K OPraHU3aIHOHHBIM TOKYMEHTAM
1. [Ipuxa3
2.Tlonoxenue
3. Ykazanue
4.CnpaBka
PykoBoauTelib ¢ MOMOIIHI0 OPraHU3ALHOHHBIX IOKYMEHTOB
1. OcymiecTBis€T YBOJIbLHEHNE pAaOOTHHKOB
2.Ompenenset npaBa U 00S3aHHOCTH COTPYTHHKOB
3.Tloompser oTIMYuBIIETOCS PaOOTHUKA
4. Omnpenenser MOCiIeI0BaTeIbHOCTh IEHCTBUI MPH BBHITTOJIHEHUU TON WM HHON paboThI
Ha3HaueHue pacnopsiiuTeJIbHbIX JOKYMEHTOB
1. PerynupoBaHue JIeATEIbHOCTH, TTO3BOJISIOIIEE OPraHy yIpaBJIeHHs 00eCIIeYrBaTh
pealn3aInio MOCTABICHHBIX Mepel HUM 3a1a4
2.TInanupoBanue NeATEITPHOCTH MPEIITPUSITHS
3.Coob1enue cBeieHuH, MoOYXKIAIOIUX OpraHbl YIIPABICHUS TPUHUMATE OMPEIeIEHHBIE
peIIeHusI
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4. duHAaHCUPOBAHUE ACATEIHLHOCTH MPEATIPUITHS

CnpaBka — 3T0 JOKYMEHT, COJepPKAIIN

1. [ToxpoOHOE onucanme Kakoro — 00 GakTa iU COOBITUS C BEIBOJIAMU H MPEITIOKESHUSIMU
aBTOpa

2.T1opoOHBII X0/ KAKOT0-JINO0 MEPOIPUSITHS

3.1lepeuenb MepoONIPUATHI

4.TloaTBepKICHHUE TE€X WU UHBIX (DAaKTOB

ABTOpPOM ¢J1y:KeOHOT0 MUCbMA SIBJISIETCS

1. Opranuzanus, pupma, OT UMEHH KOTOPOM MOCHIIAETCS MTUCHMO

2. JIomKHOCTHOE JIUII0, KOTOPOE MOCKIIACT MMUCHMO

3. VcnonHuTENh, KOTOPBIM TOTOBUT JOKYMEHT

4.JInno, oTIpaBUBLIEE THCHMO

Bo BBO/IHOII YaCTH pacnopAINTEIBLHOIO0 TOKYMEHTA COIepKaTCsl

1.lenu v IpUYUHBI CO3AHUS TOKYMEHTA

2.OCHOBHBIC HaIlPaBJICHUS ACATEIHPHOCTH YUPEKICHUS

3. PacmiopspkeHus pyKOBOIUTEIS

4.Yxa3zaHus pyKOBOJIUTENS

IIpoTokos oTHOCHTCS K Ipymnimne

1. PactiopsIuTEIIbHBIX JOKYMEHTOB

2. JIn4HBIX TOKYMEHTOB

3. UndopmanimoHHO-CTIPaBOYHBIX JTOKYMEHTOB

4, Opranu3anoHHBIX

PexBu3ur, orcyrcTBYIOIIUI B (popMyasipe CaykeOHOro nucbMa

1. HaumeHoBaHue yupexIeHUS-aBTOpa

2.HanMeHoBaHUE BHUIa JOKYMEHTA

3.3arooBoOK K TEKCTY JOKYMEHTa

4. Anpecat

JIOKyMeHT, B KOTOPOM OMpeIe/IsIIOTCS T0JKHOCTHbIE 005I3aHHOCTH Pa00THHKA

1.1IpaBuna

2. Unctpykuus

3.VYcras

4. Tlonmoxenue

CrnpaBka M J0J5KHOCTHASI 3aIMCKA OTHOCATCS K

1. PacriopsiuTeIbHBIM JOKYMEHTaM

2. JInyHBIM TOKyMEHTaM

3. MHdopMarmoHHO-CITPaBOYHBIM JIOKYMEHTaM

4. OpraHu3almOHHBIM IOKyMEHTaM

Pe3omronmio Ha ciry:ke0HOM NMUCbMe MOKHO NMUCATh

1.Tlo TekcTy muchMa

2. Tonbko HA OTAECTEHOM JTUCTE OyMaru

3.Ha cBoOOHOM OT TEKCTA MECTE

4.B oTAeNbHOM CIielUaTbHOM KypHaie

OprrexHuKa, UCMOJIb3yeMasi IJIs1 ONePATUBHOI MepechbUIKH CJIYKeOHbIX MUCEM

1. Kcepoxke

2. Daxc

3. Tenedon

4.1lpunTep

O0bsCHUTEIbHASA 3aANMCKA MOANUCHIBAETCS

1. PykoBoauTeneM npeaipusTHs

2.CocraBureneM

3.TIpeacenarerneM U YieHAMH KOMUCCHA

4. CekpeTtapéM pyKOBOJIUTEIS
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. 3aBepuTebHasA HAANKUCH HA T0KyMeHTe «BepHo» ynocToBepsieT, 4To

1. IIpaBunbHO yka3aH aapec
2.1lacriopTHbIE JaHHBIE 3asIBUTEIIS COOTBETCTBYIOT JCHCTBUTEILHOCTU
3./laTa nokymeHTa BepHa
4.Konus TOKyMEeHTa TOYHO COBIAJIAeT C MOJTMHHUKOM

IToJie, Ha kKoTopoM noMeiaercst «OTMeETKA 0 MOCTYIVIEHUH JOKYMEHTA B OPraHU3ALNI0»
1.JIeBoe
2.1IpaBoe
3.Bepxnee
4. Huxnee

JIOKyMEeHT, MOJTHOCTHI0 BOCTIPOU3BOAS NI HHGOPMALMIO MOANMCAHHOIO IOKYMEHTA U
BCe €ro BHelIIHHe NPU3HAKHA

1. Opurunan
2. Konust

3. YepHOBUK
4. YucToBUK

CoBOKYNHOCTH JOKYMEHTOB, B3AUMOCBSI3AHHbIX M0 MPU3HAKAM IPOUCXOKIEHUS,
Ha3HaYeHUs1 BUJa cepsbl 1eATEJIbLHOCTH, €AUHBIX TPeOOBaHUI K MX 0QOPMJICHUIO
1. CrangapTusanus

2.Cucrema JOKyMEHTAIIH

3. Vaudukanus
4. HomeHknarypa

IIpuBenenue 4ero-indo Kk eMHON cucreme, popme, eTMHOOOPA3UIO — ITO

1. Tunionorus

2. YHaubukanus

3. CoptupoBka
4. CrangapTuzanus

IToBTOPHBIN IK3EeMILISAP NOAJMHHUKA, HMEIOIIHMHA IOPUAUYECKYI0 CHJIY — 3TO

1. Konusi- oTmyck

2.YepHOBUK

3. lyomukar
4. OpuruHan

HecymecrByomas ¢gopma padoThl ¢ JOKYMEHTAMH B YIIPABJIeHYECKOM annapare
1. [psmast

2. lleHTpanu3oBaHHas

3.CmemanHas
4. JleneHTpann30BaHHAs

Opranunsanus 1eJ10NpPOU3BOACTBA — 3TO

1.1IpaBuna, B COOTBETCTBUH C KOTOPHIMU MPOUCXOIUT JABHKEHUE TIOKYMEHTOB B YUPEKIACHUU
2. YKa3zaHusi pyKOBOJIUTEIISI OpraHn3alin

3. Yka3aHus HayajgbHUKA CIyX0b1 JJOY

4.Yxa3zaHus pyKOBOJUTEINS CTPYKTYPHOTO MO/Ipa3AeIeHUs

Ha co3/aeTcs ynpapjeHue AeJ1aMu

1.Ha rocynapCTBEHHBIX MPEIIPUATHSIX

2.Ha xoMMepuecKkux mpeAanpusITHIX

3. B UCTIOTHUTENFHBIX OpraHax BIACTH M UCTIOTHUTEIFHBIX CTPYKTYPax MECTHOTO

CaMOYyTIpaBIICHUS

4. MuHUCTEpCTBAX M BEIOMCTBAaX

Ha CO31A0TCH KaAHLeJIAPUH

1.Ha rocyapCTBEHHBIX MPEIIPUATHSIX

2.Ha xoMMepUYecKux MpeanpusITHIX
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3. B UCTIONHUTENBHBIX OpraHax BIACTU M UCTIOJIHUTEIBHBIX CTPYKTYPAaX MECTHOTO
CaMOYyTIpaBJICHUS
4. MuHUCTEPCTBAX U BEIOMCTBAX
Ha co3aercsi 00Mi oTaes
1. Ha rocynapcTBEHHBIX MPEIIPUATUSIX
2.Ha xoMMepUYecKuX IpeArpUsTHIX
3. B ucnonHuTENbHBIX OpraHax BIacTH U UCHOIHUTENBHBIX CTPYKTYpaX MECTHOTO
caMmOyTIpaBJICHUS
4. MuHHCTEpCTBAaX U BEIOMCTBAX
JIOKYMEHTbI, cO031aBaeMble B IaHHOH OPraHU3alii U OTHPaBJisieMble 32 eé nmpejeJibl,
COCTABJISIIOT
1. Bxonsiuii JOKyMEHTOIIOTOK
2. Vcxoasmuii JOKYMEHTOIIOTOK
3. BHyTpeHHHMII TOKYMEHTOIIOTOK
4. TepputropuaiabHbIid TOKyMEHTOO00POT
JIOKyMeHTBI, co3/1aBaeMble U HCIOJIb3yeMble B CAMOM aniapare ynpaBJieHHs, He
BBIXO/ISIIIIME 32 €r0 Npe/esibl, COCTABJISIOT
1. Bxoasmuii JOKyMEHTOIIOTOK
2. Vcxonaumii TOKyMEHTOOTOK
3. BHyTpeHHMIT TOKYMEHTOIIOTOK
4. TepputropuanabHbIid TOKyMEHTOO00POT
C HAYMHAETCS MCIOJIHEHUEe TOKYMeHTa
1. Co cbopa unpopmaiuu no BOmpocy
2.C coBemlanus B KaOWHETE pyKOBOAUTEIIS
3. C uzganus nprkasza o0 UCIOJTHEHUHN JTOKYMEHTa
4.C moaroToBKM MPOEKTa MpUKasa
He peructpupyiorcsi A0KyMeHTbI
1. Ha KOTOpBIX HET HOYTOBBIX MAPOK
2. AnpecoBaHHBIC PYKOBOIUTEITIO
3. [TomyueHHbIE TOIBKO VIS CBEIEHUS U HE TpeOyIOIie OTBETA U UCCIIeIOBAHUS
4. AnpecoBaHHbIE B CTPYKTYpHBIE [T0/Ipa3/ieieHUs
JIOKYMEHTBI I0JIKHbI PericTPUPOBATHCS
1.Onun paz
2./1Ba paza
3. Tpu paza
4.Yetslpe paza
HecymecrByromas ¢gpopmMa perucrpanuu 10KyMEeHTOB
1. KypnanbHas
2.TazetHas
3.Kaprounas
4. OnexTpoHHas
Ecsin pykoBoauTe/ib He yKa3aJl CPOK UCNOJHEHHUSs JOKYMEHTOB, TO CPOK HCIIOJTHEHUSs
JAOKYMEHTOB yCTAHABJINBAETCS
1.Tlo pemenuto cekperaps
2.Ha ocHOBe THUIIOBBIX CPOKOB UCIIOJTHEHHUS JJIS1 AaHATOTUYHBIX JOKYMEHTOB
3. B 3aBucUMOCTH OT cUTyaruu
4. VlciomHUTEIEM CaMOCTOSATENLHO
HcnonHeHHbIN JOKYMEHT HE00X01UMO
1.Tlepenats pyKOBOJIUTENIO
2.BepHyTh COCTaBHUTEITIO
3.[lonmmTh B 1e1a B COOTBETCTBUU C HOMEHKJIATYpOM Jen
4.Tlepenatb cekpeTapro
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. CHAITHe JOKYMeHTa ¢ KOHTPOJIsl IPOUCXOIUT

1. B xoHIIe KaJeHAapHOIO roga

2. Ilocrne noaHOTO UCIIOTHEHUS TIOKyMEHTa

3.1lo pemenuto cexperaps
4.Tlo pemenuto pykooautens ciyxosl IOY

Pe3ybTaT HCIOJIHEHHUS IOKYMEHTA cjeyeT 3a(pMKCUpPOBaTh
1. B perucrpanioHHON KapTOUuKe

2. Ha otnenbHOM Jicte Oymaru

3.Ha camom nokymente
4.B npuxkaze

HecymecTByomuii B HOMEHKJIATYPbI

1. Tunosas

2. IIpumepHas

3.Konkpernas

4. Exeromguast

Jlena 1eJ19T HA YACTH, €CJIM KOJTUYECTBO JOKYMEHTOB € MOCTOSIHHBIM U
JT0JITOBPEMEHHBIM CPOKOM XPaHEHUsI MPeBbIMIAET
1.100 crpanu

2.250 crpanwnn

3.300 crpanun

4.400 crpanun

HomeHknaTypa e BBOIMTCS B elicTBHE

1.C 1-ro siHBaps CcAeAyIOIIETO KaJIeHIapHOTO Toaa

2.B KoHIIe KaJeH1apHoro rojia

3.B teuenue roga

4. C navana 106010 KBapraia

JloKyMeHTbI, 3aKOHYEeHHbIe 1eJ10IPOU3BOACTBOM

1. OcraBistoT Ha MeCTe CO3JaHUs

2.1lepenaroT B apXuB OpraHU3alUN

3.OTHOCAT B KaOWHET HaYaIbHUKA

4.Tlepenarot B cimyx0y I0OY

K noxkymMeHTaM BpeMEHHOT0 CPOKA XPAHEHHS OTHOCSTCS JOKYMEHTbI, UMEIOIIHE CPOK
XpaHeHus 10

1.5 ner

2.10mer

3.15ner

4.20net

IIpu nepenaye B apxXuB MOryT 0(pOPMIIATHCH YACTHYHO J1eJ1a
1. Bpemennoro f10 (101eT BKIFOUUTENBHO) CPOKA XPAaHEHHUS
2.Bpemennoro (cBoime 10 siet) cpoka XpaHeHUs
3.TlocTossHHOTO CpOKa XpaHEeHUs

4.Bpemennoro (cBeime 20 j1eT) cpoka XpaHeHHsI

. Juis yuyéra xosM4ecTBa JIMCTOB B 1€J1aX COCTABJISACTCS
1. Conepxanue

2. BuyTtpeHHss onmch
3. 3aBepurenbHas 3aMuCh
4. OrnaBneHue

46

. B HauaJjie 1es1a mepea JOKyMEHTAMHU BIIMBAETCS
1.JIuct nuist 3aBepUTENBHON 3alucu
2.JIuct st BHYTpEHHEH OIMUCH Jena
3.JIucT st MOATMCH PYKOBOIAMTEIS
4.JIuct ans MOANMCH HayaJbHHUKA OT/IeIa KaJlpoB
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. K Buaam oOpaieHuii rpaxaaH He OTHOCSTCS

1. TIpennoxxenus

2.1IpocwObl

3.3asBieHus

4. [Tetnnuu

CHSATDH JOKYMEHTBI ¢ KOHTPOJISI MOKeT

1. JlexxypHbIit o oducy

2. JIOKHOCTHOE JIUIIO0, YCTAHOBUBILIEE KOHTPOJIb, UOO OTBETCTBEHHBIN HCIIOTHUTEIH
3. Cekperapp

4. HavyaJlbHHK OTJIeIa KaJApOB

Aoo0peBuarypa OP/] pacum¢poBbiBaeTcsi Kak

1. O6nacTHOM pacniOpsSAUTEIbHBIN IenapTaMeHT

2. Opranu3anoHHO-PACIOPSAUTEIBHBIC JOKYMEHTHI

3. Opranu3anoHHO-PACIOPSAUTENbHBIN JenapTaMeHT

4. Opranu3anOHHO-PYKOBOISIINE JOKYMEHThI

JIBHKeHUEe JOKYMEHTOB 3a1a8TCsl

1. Pe3onroniueit pykoBOAUTENS

2.CrpaBKoii ¢ MOJMUCHIO TTIABHOTO OyXranrepa

3. Beimuckoii u3 apxuBa

4.Komnwuei nokymMeHTa

Ec/iu JOKYMEHT HCI0JIb3YeTCsl B KauecTBe /I0KA3aTeIbCTBA PU PellleHUH CIIOPHbIX
BOIIPOCOB, TO OH HECET:

1. BocnuTaTenbHYIO (QYHKIIHIO;

2. OpUIUYecKyro (yHKIIHIO,

3. OpraHM3alMOHHYIO (QYHKIIHIO;

4. KOMMYHUKATUBHYIO ()YHKIIHIO.

BHemnue cBA3M NpeANPUATHI 1 OPraHU3aNNH o0ecrieunBaeT:
1. BocrnuTatenbHas GYHKIUS JOKYMEHTA;

2. ropuaudeckas QyHKIHS JOKYMEHTa;

3. opraHuzanuvoHHas (pyHKIHS JOKYMEHTa;

4. KOMMYHUKaTHBHas QyHKLINS JOKYMEHTA.

Bo3zaeiicTBue Ha rpynnbl JIoei AJ1sl OpPraHu3auuu 1 KOOPAUHAIMH UX eI TeJIbHOCTH
ocyllecTBjsieTcs Oaronaps:

1. BocnuTaTenbHON QYHKIIMU TOKYMEHTA;

2. IOpUINICCKON (YHKITUH JOKYMEHTA;

3. OpraHu3aluoOHHOU (PYHKIIMH JOKYMEHTA;

4. KOMMYHUKAaTUBHOW ()YHKIIMH JOKYMEHTA.

Ecjiu 1OKyMeHT AU CHUIIHHUPYET UCTIOJTHUTEIS, TO OH BBINOJIHSAET:
1. BocnuTaTenbHYIO QYHKIHNIO;

2. OpraHu3aNHuOHHYIO (PYHKIIHIO,

3. KOMMYHUKaTHBHYIO (DyHKIIHIO;

4. 10pUanYEeCcKYIO (QYHKIHIO.

dopmar HCHOoJIb3yeTcs A1l opopmiieHHst 00IbIIMX CXeM, TUATPAMM:
1. A4,

2. AS;

3. A3;

4. A6.

®opmat A4 — 310 OymMara, KOTOpasi UMeeT pa3Mepbl:

1. 297 mm. x 420 mm.;
2. 210 mm. x 297 Mm.;
3. 147 mm. x 210 Mm.;
4. 105 mm. x 148 mm.
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Kaskablii TUCT J0KYMEHTA J0J/IKeH MMeTh JieBoe 10JIe He MeHee:

1. 20 MM

2. 15 MM,

3. 10 mm;

4. 25mm.

Kaskablii TUCT J0KYMEHTA 10/2KeH MMeTh IpaBoe MmoJie He MeHee:

1. 20 mm;

2. 15 MM

3. 10 mm.;

4. 25 wmm.

Kaxaplii 1UCT 10KyMeHTa 10/2KeH HMeTh BepXHee MoJie He MeHee:

1. 20 mm;

2.15 mm.;

3.10 Mm.;

4.25 mm.

Kaxaplii TUCT 10OKyMeHTAa 10/2KeH UMeTh HUKHee T0Jie He MeHee:

1. 20 mm;

2.15 Mm.;

3.90 MM

4.25 mm.

Heabro k1accupukanum J10KyMEHTOB SBJISIETCH:

1. mMakcuMmanbpHasi HArJSIAHOCTD JOKYMEHTA;

2. TpeICTaBICHHE B JOKYMEHTAX CIIPaBOYHO-MH()OPMAIIIOHHOTO MaTepHuara,

3. TOBBIIIEHHE ONEPATUBHOCTH 00PaOOTKH JOKYMEHTOB;

4. coxpalnieHue HeOoNpaBIaHHOI0 MHOT000pa3us JOKYMEHTOB.

Jeno —3T0:

1. COBOKYMHOCTH JOKYMEHTOB WJIM JOKYMEHT I10 OJJHOMY BOIIPOCY UJIU yUaCTKY
JIEATEIbHOCTH;

2. COBOKYITHOCTH JIOKYMEHTOB C Pa3IMYHBIM COJICpPKaHUEM, ITOAMCAHHBIX OJTHUM
JOJDKHOCTHBIM JIUIIOM;

3. COBOKYIHOCTH JIOKYMEHTOB, TIOJIITUCAHHBIX OHOH JTaTOH;

4. COBOKYITHOCTb JJOKYMEHTOB, OCTYMHBIINX B OPTaHU3ALINIO0 OJHOMY JIOJDKHOCTHOMY JIUILY.

IIpaBuia opopmiieHUsI NEPBUYHBIX YUETHBIX JOKYMEHTOB PerjiaMeHTHPYIOTCS

1. ®epepanbHbIM 3aKk0HOM «O0 MHPOpMAIK, HH()OPMATU3ALINH, 3AIUTE HHPOPMALIUN;

2. ®enepanbHbIM 3aKOHOM «O OyXTalTEPCKOM Y4eTe;

3. Tpaxnganckum kojekcom Pd;

4. TOCTom P 6.30 —200

Iopsiiok noaAroToBKU, 0()OpMJIEHHUSI JOKYMEHTOB H OCHOBHbBIE 3TAaNbl PA00THI ¢ HUMH,

Onpeae s loTCs:

1. rocynapcTBEHHOW CUCTEMOM TOKYMEHTAIIMOHHOTO O0ECTIEYeHUs yIpaBIICHHS;

2. BEIOMCTBEHHBIMHU, TUTIOBBIMH HHCTPYKIIUSMU TIO JAETOMPOU3BOJICTBY;

3. TOCrom P 6.30 —2003;

4. HOMEHKJIaTypoH Jen.

BaaHk 1Jis1 BHyTPEeHHHX IOKYMEHTOB J10JI3K€H COAePKATh:

1. »sMmOnemy nmpeanpusTus;

2. HaUMEHOBAHUE MPEIIPUITHUS;

3. TOYTOBHI ajpec;

4. 0aHKOBCKHE PEKBU3UTHIL.

YrioBoe pacnoJioskeHue peKBU3UTOB MpeanoaraeT ux pa3MenieHue:

1. B BepxHeii J1eBOIl yacTu JIUCTA;

2. B HIDKHEH JI€BOM YaCTH JIUCTA;

3. B BepxHe MpaBoil yacTu JIUCTA;
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4. B HWXHEH NPaBOH YaCTH JIUCTA.

IIpu u3noxkeHnu HUPPOBO UM CJT0BECHOH MH(POPMAIUU 0 HECKOJBLKHUX 00bEKTAaX 10

psily PU3HAKOB, TEKCT IOKYMeHTA ya00Hee 0()opMISATH B BUE:

1. ankersr

2. TaOJMIIbI;

3. CBSI3HOTO TEKCTA;

4, CBSI3HOTO TEKCTa U TAOJIUIIBI.

3asiBjieHHE — ITO JOKYMEHT:

1. moaTBepXkAAOIIMK MOTyYeHHE KaKUX-TH00 MaTepHaIbHbIX IIEHHOCTEH;

2. cojepXaluii KpaTKue CBeIeHUs OMorpaduuecKoro xapakrepa;

3. coaepxaluii Ipocs0y UK MPeUI0KEHHE JIUIIA, a]PECOBAHHBIN JOIKHOCTHOMY JIUIY
WJT OpraHu3allNy;

4, duxcupyrmmii X0 00Cy)ACHUS BOIPOCOB.

Kommepueckoii TaiiHo#i Ha3bIBaeTcCs:

1. opraHu3alMOHHO-YIOPSI0OYCHHAS COBOKYITHOCTh IOKYMEHTOB U MH(GOPMAIIMOHHBIX
TEXHOJIOT U,

2. TpeOOBaHUS M HOPMBI, YCTAHABJIMBAIOIINE TOPSIOK JOKYMCHTUPOBAHMUS;

3. MpOU3BOACTBEHHAs, yIIpaBIeHUYECKas, PUHAHCOBAas U WHAs MHPOpMAIIHs, UCTIOTIb3yeMast
TUTSL TOCTHKEHUSI KOMMEPYECKHX IEJIeH, KOTOpasi OTHOCUTCS K KOH(DHICHITUATBHOM;

4. cBOICTBO O(pUIIMATTEHOTO JOKYMEHTA.

IIpuka3bl pyKoBoOAMTEISA NPEANPUATHA OTHOCATCH K IpyIie:

1. BXOASAIIUX TOKYMEHTOB;

2. WCXOIAIUX JOKYMECHTOB,;

3. BHYTPEHHHX JIOKyMEHTOB;

4. BHEIIHUX JIOKyMEHTOB.

H3rorosseHne repooBbHIX JOKYMEHTOB OCYILIECTBJISIOT:

1. cnemumanu3upoBaHHBIE KOMMEPUYECKHUE OpraHU3aINH;

2. WCIOJHUTEIbHBIC OPTaHbl BIACTH;

3. monurpaguvecKue U MTEMICIBHO-TPaBEPHBIC TPEANPHUATHS, UIMCIOIINE JTUTICH3UIO Ha
COOTBETCTBYIOIIMI BUJ I€ITEIbHOCTH;

4. nmo0ble MpeanpusTHsl, I/Ie UMeeTCs ClieualbHOe 000pYAOBaHHE.

IIpuka3bl 10 JMYHOMY COCTABY:

1. noBoasATCs 10 cBeneHUs paOOTHHKA MO PACTIHCKY;

2. JOBOJATCS 10 CBEJCHUS pabOTHHUKA B YCTHOU (hopMe;

3. He JOBOJIATCS JI0 CBEe/IEHUs PaOOTHUKA;

4. noBOJATCS IO CBEJICHHS paOOTHUKA TOJIBKO B UCKIIFOUUTEIIBHBIX CITydasix.

LHOPKHOCTH&H HHCTPYKIMA |VCTaHaBJmBaeT JJI1 pAa0OTHMKA OPraHU3allui KOHKPETHbIE

TPYAOBbIe 00SI3AaHHOCTH B COOTBETCTBHH C 3aHUMAaeMOH MM J0JKHOCTBIO.

Jl1s1 I3roToBJICHHUS JIOOBIX IOKYMEHTOB (KpOMe IMUCEeM), HCHOJIb3YIOT:

1. OnmaHK KOHKPETHOTO BHJIa JOKYMEHTA;

2. crelnuaabHBIN OJIaHK;

3. 00muii OaHK;

4. OnaHK JOKHOCTHOTO JIMIIA.

DJ1eMEHTOM 3JIeKTPOHHOI NACHTU(PUKANNH JOKYMEHTA, SIBJISIeTCS PEKBU3HT:

1. OI'PH;

2. VIHH/ KIIIT;

3. KOJI OpraHu3aIuy,

4. HaMMEHOBaHHE OpraHU3aIlUH.

PexBM3NT «MeCTO COCTABJICHNS WIN U3IaHUS JJOKYMEHTA» YKa3bIBaIOT B TOM CJIy4ae,

ecyIu:

1. 3arpymHeHO ero omnpeaeneHue 1o pekBu3uTam «HanmMeHoBaHUEe OpraHU3aumy U
«CrpaBoyYHbBIE JaHHBIE 00 OpPraHU3aAlUNY;
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2. OTCYTCTBYET peKBH3HUT «HaumeHOBaHHE OpraHU3aLUum»;

3. OTCyTCTBYET peKBU3HUT «CIpaBOUHbIE JaHHBIE 00 OpraHU3alun»;

4. STOT PEKBU3UT 3aKPEIUICH B YUPEAUTEIBHBIX TOKYMEHTAX OpraHU3alHu.
PexBu3ut «CcbliiKka Ha pericTPAMOHHBIN HOMeP M IaTy JOKYMEHTa» HCII0JIb3yeTcs
TOJbKO B TeX BHAAX JOKYMEHTOB, KOTOpPbIE SIBJISIIOTCS

1. npocwbamu;

2. TpUTTALICHUSAMH;

3. OTBeTaMH Ha 3ampoc;

4. peKOMEHIALUSIMH.

3aro/10BOK 101MycKaeTcsi He YKa3bIBaTh K TEKCTY JOKYMEHTOB, 0(pOpMIICHHBIX Ha
OJ1aHKaXx:

1. A3;
2. AS;
3. A4;
4. A6.

JIOKyMEeHT, IeTaJIbHO PerJIaMeHTHPYIOIIMIA BONPOCHI MOBCETHEBHOM 1esATeILHOCTH
OpraHu3anuyu — 3To:

1. nonoxenue 06 OpraHU3alNY;

2. TpaBWiIa BHYTPEHHETO TPYAOBOTO PAclopsIKa OpraHU3aliHm;

3. ycTaB OpraHu3aIii;

4. mTaTHOE pacrucaHHe.

IIpaBoBoii aKT KOJJIErHAJIBLHOT0 WM COBEIATEIHLHOI0 OPraHOB MUHUCTEPCTB, Y4YEeHbIX
COBETOB BY30B, COBETOB JMPEKTOPOB NMPEANPHUATHIA B IeJISIX pa3pelieHus1 Handoiee
BaKHBIX BOMPOCOB HX J1eATEJIbHOCTH — 3TO:

1. yxa3zanue;

2. peuieHue;

3. mpuKas;

4. TOCTaHOBIJIEHUE.

IIpuxa3 (pacnopsizxeHnue) o npuemMe padoTHHKA Ha padoTy, ecan oopMIIeHHE
NPOM3BOUTCH HHIUBHAYAIbHO, 0popMisieTcs: o yHuGHUHpoBaHHOii dopme:

1. NeT-1;

2. NeT - la;
3. NeT-2;
4, NeT-09.

Coraacno cratbe 80 TK P® padoTHHK MOXKeT YBOJMTHCA 10 COOCTBEHHOMY 7KeJIAHHIO,
npeaynpeaus o0 3ToM padoroaaresisi B NMCbMeHHOI ¢opMme 3a:

1. Ttpu Henenu;

2. JIBE HENEIN;

3. OJHY HEJEINI0;

4. OoJIuH MecHll.

OCHOBHOI1 JOKYMEHT 0 TPY/0BOii 1eITeJIbHOCTH U TPYAOBOM CTaxe padOTHUKA — 3TO:
1. mm4HOE Heno;

2. TpPYZAOBOI 0TOBOD;

3. TpymoBasi KHHXKKa,

4. pestome.

CapanTHiiHOE MHCbMO PTO K OMMeEPYeCKHl JOKYMEHT, NPeICTABJIAIOIMNA cO00H
npeabsiBJICHHE MPETEH3UH K CTOPOHE, HAPYIIMBIIEH NPHUHATHIE HA ce0sl 10r0BOPHbBIE
00SI3aHHOCTHU U TPeOOBaHUEe BO3MelIeHUs] YObITKOB.

Iucbmo ohopMIAIOT KAK MUHUMYM:

1. B ABYyX 3K3eMIUIApax;

2. B TpEX K3EMIUIIPAX;

3. B 4YeTBIPEX IK3EMIUIIpax;
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4. B IATH dK3EMILIIPAX.

Konusi noxymenTa, nosyyaemasi Ha 0yMa:KHOM HOCHUTeJse — 3TO:

1. daxc;

2. TENeKc;

3. TenerpaMma;

4. TenedoHOrpamMma.

Pe3yabTaTrhl peBU3Hil, ”HBEHTAPU3ALMH, TPUEMA-TIepeIadu e, CIUCAHUS
MaTepHAJIbHBIX LeHHOCTel (puKcHpyeTcs:

1. npotokonamu;

2. CcIy>KeOHBIMHU 3aITUCKAMH,

3. akramuy;

4. NOBEPEHHOCTSIMHU.

JIOKyMeHT, B KOTOPOM OCHOBHASI YaCTh CTPOMTCS B MOC/I€0BATEILHOCTH: CAYIIATH —
BBICTYNHJIU — NOCTAHOBUJIM (PeLIMJIN) — ITO:

1. mocTaHOBJICHUE;

2. peuieHue;

3. TPOTOKOI;

4. pacnopspKeHHe.

JIOKyMeHT, B KOTOPOM (puKcHpyeTcsl MOC/Ie10BaTeIbHOCTH U cojiepKaHue 00Cy KIaeMbIX
KOJLJIerHaJIbHBIM OPraHoOM MOCTABJIEHHBIX BONPOCOB U MPUHATHIX pellleHUid — 3TO:

1. mocraHOBIEHHE;

2. TPOTOKOI,

3. pacmnopspKeHHe;

4. permieHue.

®opma BHYTPEHHeI 1e/10BOi NepenucKy Meay MoApa3ieleHusiIMA OPraHnu3auuu Win
JAOJZKHOCTHBIMHM JIMIAMU, He HAXOAAUMMHCS B MPSIMOM MOTYMHEHUH — ITO:

1. oObscHuTeIbHAS 3aMUCKA;

2. IOKJIaxHas 3aIlMCKa;

3. ciyxeOHas 3aIiCKa;

4. nenoBas 3amMcKa.

B ¢puimane BI'YIC B 1. Apreme ciryx00i JOKYMEHTAllHOHHOI0 00ecIeYeHust
ynpasJieHHs sIBJISIETCS:

1. oOmmuii oTxer;

2. KaHICJSIPUS;

3. yIpaBieHue JelaMu;

4. cekperapuar.

, TIPH lueHTpaIM30BaHHOI | (opme ynpapiieHus Bce onepanuy 1mo 00padoTke J0KYMEHTOB
COCPeI0TAYUBAIOTCA B €[INHOM LIEHTpe.

BobIMHCTBO JOKYMEHTOB, CPOK MCIOJIHEHUSI KOTOPBIX He YCTAHOBJIEH
HOPMATHBHBIMH AKTAMH, I0J’KHbI HCIOJIHATHCS B TEYEHHH:

1. 7 nouei;
2. 8 nmeii;
3. 9 nmeii;
4, 10 gueii.

B nej10 mnoMemawT TOJbKO HCIOJIHEHHbIE IOKYMEHTBI:
1. B ABYyX 3K3eMILIApax;

2. B OJTHOM DK3EMIUIIpE;

3. B Tpex dK3eMIUBIPax;

4. B4YeThIpex IK3EMILIpax.

Kazknoe 1es10 10J15KHO cojiep:kaTh He 0oJiee:

1. 200 mucros;

2. 250 mucros;
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3. 300 mucros;
4. 350 nucros.

96. YHHUYTOXKEHHE IOKYMEHTOB M JieJ1 oopmJisieTcs:

aKTOM;

2. TPOTOKOJIOM;

3. mpuKazom;

4. ciayxeOHO 3aIMCKOM.

97. ITaTHBIE pAaCHUCAHUSI OPTAHNU3ALMH 110 MECTY Pa3padOTKH U YTBEP:KIAeHUs XPAHATCS:
1

=

[TOCTOSIHHO;
2. 10 ner;
3. 75 ner;
4. 25 ner
98. Cpok xpaHeHHsI MPUKA30B M0 JUYHOMY COCTABY COCTABJISET:
1. 60 mert;
2. 70 ner;
3. 75 ner;
4. 65 ner.

99. ’KypuaabHasi popMa perucTpanuu 10KyMeHTOB MOKeT ObITh HCI0JIb30BaHA
3(p(peKTUBHO B OPraHu3amum ¢ 00beMoM J10KYMEHT0000poTa:
1. o 1000 noxkyMeHTOB B rof;
2. 110 1500 1oKyMEHTOB B TOII;
3. 10 2000 1OKyMEHTOB B TOJI;
4. no 2500 1OKyMEHTOB B TOJI.

100. Bymara, Ha MHOTHE CTOJIETHSI CTABIIAS MPAKTHYECKH €IMHCTBEHHBIM MATEPHAJIOM J1JIsl
JOKYMEHTOB, Obli1a n300petena B 105 roay B:

1. Kurae;
2. Hunum;
3. Erunre;

4. lleitnone.
101. TokymMeHT000OPOT — ABUKEHHE JOKYMEHTOB B OPraHU3alMM ¢ MOMEHTA UX CO3IaHUS
no:
1. nmepenaun Ha HCHOJIHEHUE;
2. TOMIINUBKH B IEINO;
3. 3aBepIleHUs WCIOIHEHUS WU OTIIPABKH;
4. mepenauu B apXMB.
102.TOCT P 6.30 — 2003 ycranaBiauBaer:
1. 29 pexBU3NTOB,
2. 30 pexBU3HUTOB;
3. 31 pexBusur;
4. 28 peKBU3UTOB.
103. MuauBuayabHbIE CPOKH MCIOJIHEHUS JOKYMEHTOB YCTAHABIMBAIOTCSH
1. pykoBoaHTEIEM CTPYKTYPHOTO MOJpPA3ACICHUS,
2. PYKOBOJIUTENEM OpraHU3alluHy;
3. HOpMAaTHBHBIMH aKTaMHU;
4. OTBETCTBEHHBIMHU HCHOJIHUTEISIMH.
104. Inis1 perncTpauum 10KyMeHTOB B Poccuu nmpuMeHsII0T:
1. TONBKO KypHANbHYIO (POPMY PErHCTpaALNH;
2. TONBKO KapTOUHYIO (pOpMY perucTparuu;
3. TONBKO aBTOMATU3UPOBAHHYIO ()OPMY PETUCTPALIUH;
4. XypHaAITBHYIO, KAPTOYHYIO, aBTOMATH3HPOBAHHYIO (DOPMBI PErUCTPAIINH.
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105. lokymeHTaMH, IPH PErHCTPALMH KOTOPHIX BMeCTe ¢ MOPSIAKOBBIM PerncTPAHOHHBIM
HOMEPOM NPOCTaBJIsIeTCS HOMeP /JeJ1a, B KOTOPOM XPAHUTCS KONHUS T0KYMEHTA,
SIBJISIIOTCS:

1. mnpuxa3ssl

2. TIPOTOKOJIBI,
3. aKThI,

4. nucbMa.

106. lokymeHTaMH, B KOTOPBIX PSIAOM C PerMCTPAllMOHHBIM HOMEPOM YKa3bIBaeTcsi OyKBa

«K», saBasiercsa:

1. axThI

2. JOKJIaJIHbIE 3aIIMCKHU;

3. TpHKa3bl 10 OCHOBHOM JNEATENFHOCTH;
4. mnpuKa3bl 10 JIUYHOMY COCTaBY.

107. lokymMeHTOM, 1aTy perucTpalii KOTOPOro yKa3bIBalOT He B IeHb €ro MoANUCAHUS,

SIBJISIETCS:

1. mnpuxkas;

2. TPOTOKOI;

3. peuienue;

4. TOCTaHOBJICHHE.

108. Eciiu 1oKyMeHT OTHpaBJisieTcs B ABa a/ipeca Mo Mo4Te, TO He00X0IUMO MOATO0TOBUTH:
1. dersIpe 3K3eMILISIPA 3TOTO JOKYMEHTA;

2. J1Ba 3K3EeMIUIsIpa 3TOr0 JOKYMEHTA;
3. TpH DK3EMIUIApa 3TOTO JTOKYMEHTa,;
4. OAMH 3K3EMIUIp 3TOrO JIOKYMEHTA.

109. HomeHKIATYPBI /1€J1 MOTYT ObITh:

1. TOJIBKO KOHKPETHBIE;

2. TONBKO IMPUMEPHBIE;

3. TOJBKO TUIIOBBIE;

4. KOHKpETHBIE, IPUMEPHBIE, TUITOBBIE.

110.B HOMeHKJIATYpe e JOKYMEHTbI CHCTEeMATU3HPYIOTCS
1. 1o BWAAaM TIOKyMEHTOB;

2. TO COAep KaHUIO;
3. 0 CpOKaM XpaHEHHS;
4. 1o garam.
111.C noxymeHTaM#, MMEIOLIUMHU KOMMEPYeCcKYI0 TaliHy MOTyT pa6oTarTh:
1. ToNbKO PYKOBOIUTENH;
2. Bce paOOTHHMKH OpraHU3alUH;
3. PYKOBOIUTENH CTPYKTYPHBIX MOAPA3IeIICHIA, OpraHu3aIlHii;
4. paOOTHMKH, OIpEeIIEHHbIE PYKOBOAUTEIEM.
112. PekBM3UT JOKYMEHTAa — 3TO:
1. ero oTneNbHBIN IEMEHT;
2. 4YacTh CIy)KeOHOTO MUCHEMa,
3. ¢dupmeHHBII O6naHK;
4. undpopMmanus 00 OpraHu3aluu.

113.B pexkBu3nTe «Apecar A0JKHOCTHOMY JIMILY HHHIIUAJIBI:

1. craBar nepen gpamunuen agpecara,

2. cTaBsT nmociie aMUIHH aIpecara;

3. He CTaBAT HUKOTJA;

4. He CTaBAT B UCKIIOYHUTENBHBIX CITyJasX.

114.TIpaBujabHO 0)OPMJIEHHBIM PeKBH3UTOM «OTMeETKA 0 HATHYMM NPHJI0KEHHUD) B
ciay4ae, eI B TEKCTe CONNPOBOIUTEIbHOI0 MUCHMA HEe YIIOMHHAJIOCH 0 MPHJIOKEHUH,
SIBJISIETCSH PEKBU3MT:
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MIPUJIOKEHUE: CIIPaBKa O COTVIACOBAaHUM MpoekTa Ha 4 71. B 1 9k3.;
npuiokenue Ha 4 1. B 1 9K3.;
MIPUIIOKCHHE;
. CIIpaBKa MpUIIaraeTcs.
115.Ha cay:xe0HOM NucbMe YKa3bIBalOT (DAMUJINIO M TeJie(DOH MCTIOTHUTEJIST 1JIsI:
1. omepaTUBHOM CBSI3U C UCIIOJIHUTEIIEM;
2. TpHUIAHWS JOKYMEHTY FOPHIUYECKOMN CHIIBL;
3. IIOBBIIICHUA OTBETCTBCHHOCTH UCITOJIHUTCIIA,
4. IS CBSI3M C PYKOBOJUTEIIEM MIPEATIPHSTHSL.
116.MpaBujabHo odopMiieHHBIM pekBU3NTOM «Iloamuchy» Ha GJIaHKe JOKYMEHTA, ABJsSETCs
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PEeKBU3UT:
1. JHupextop mkoisl Ne 25 B.A. Ilerposa;
2. JIMpeKTOop IIKOJIbI [TerpoBa B.A;
3. upekrop B.A. Ilerposa;
4. Jlupektop ITerpoBa B.A.

117. Insi fOKyMeHTA, NOAJTMHHUK KOTOPOI'0 OCTAeTCsl B OPraHU3aliu, BU3bI
NMPOCTABJIAIOTCSH:

1. HWXE NOANMMCH PYKOBOIAUTEIS, TOAMUCABIIETO JOKYMEHT;
2. B HWXHEH 9acTH 000POTHOM CTOPOHBI OCIIEIHETO JINCTA TOATMHHOTO JTOKYMEHTA;
3. HaIepBOM JIUCTE JOKYMEHTa Ha €ro 000pPOTHOM CTOPOHE;
4. BBIIIE TOANUCH PYKOBOJIUTEIIS, TIOAMUCABIIETO TOKYMEHT.
118. lnis1 fOKyMeHTA, OJIMHHUK KOTOPOT0 OTNPABJISETCS U3 OPraHu3aluu, BU3bI

NMPOCTABJIANTCH:
1. B HWKHEH YacTH JII/IIICBOI71 CTOPOHBI MOCJICAHCTO JIMCTA KOIMIUK JOKYMCHTA, HaXOI[ﬂHIGﬁCﬂ B
OopraHu3aiuu;

2. B HIWKHEH yacTu 0O0OPOTHOM CTOPOHBI OCIIEHETO JINCTA KONH JOKYMEHTA,
Haxo/slIelcs B OpraHu3aliy;
3. Ha MepBOM JIUCTE 0OOPOTHOM CTOPOHBI JJOKYMEHTA;
4. Ha TOCJEIHEM JIUCTE B BEpXHEH YyacTu JTOKyMEHTa.
119.TTonsiTHe «/le10nPON3BOACTBO» - 3TO:
1. cucrema XpaHeHUs TOKYMEHTOB;
2. COCTaBJICHUE TOKYMEHTOB;
3. JOKYMEHTHPOBaHHUE U OpraHu3alus paboThl C JOKYMEHTaMU;
4. Hayka 0 JOKYMEHTHPOBAaHUHU.
120. BHemiHee corjiacoBaHue JOKYMeHTa 0(popMJIsieTCsl C TOMOIIbIO PEKBU3UTA, KOTOPbIii
SIBJISIETCS
1. BuU3HI cOrIacoBaHUs JOKYMEHTA;
2. tpud cormacoBaHUs JOKYMEHTA;
3. rpu yTBEpXKAEHUS TOKYMEHTAa;
4. meuarb.
121.Ecau 1Be OPraHu3alMy COCTABJISIIOT COBMECTHBIN I0KYMEHT, TO OH 0(hopMJIeH:
O  Ha 0JlaHKe MepBOI OpraHu3aluy;
1. Ha GnaHke BTOpOI OpraHu3aluy;
2. Hamucte Oymaru gopmara A4;
3. Ha o0meM OnaHke.
122. lokymeHTBI, COCTaBJIsIeMble KOMHCCHEH, MOANMUCHIBAIOTCH:
1. pykoBoaHTEIEM OpTraHU3AIHH;
2. mpejacenareneM;
3. TmpencenaTeneM W WICHAMH KOMUCCHU;
4. mpencenaTtelieM U CEKpeTapeM.
123.PexBu3uT «CChIIKA HA PerUCTPALMOHHBINA HOMEP M AATY JOKYMEHTa)» MPOCTABJSIETCS
Ha CJIyKeOHbIX MHCbMAX:
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npocboax;
COITPOBOJIUTEIILHBIX;
MH(POPMAIMOHHBIX;
. OTBETax.
124.PexBusur 01 - 310:
1. TocynapcrBennsiii repd PO;
2. T'ep6 cyonekra PO;
3. DmbieMa opraHu3aluy;
4. Kopx opranuzanuu.
125.IokymMeHTOM, KOTOPbIii He YTBEP:K1aeTCsl PYKOBOJAUTEIeM OPraHU3aluu, sIBJIsSIeTCS:
1. nmomxHOCTHAst MHCTPYKIUS;
2. TIOJIOKEHHE O CTPYKTYPHOM IOJIpa3/IeTICHUN;
3. IITaTHOE PaCHUCAHUE;
4. mnpukas.
126.YcnoBusi peopraHu3auuy M JIMKBUAALMH OPraHu3alui MOTYT ObITh OTOBOPEHbI B:
1. ycraBe opranuzauuuy;
2. TIOJIOKEHHH O CTPYKTYPHOM TOJpa3AeICHUH;
3. JIOJDKHOCTHOM MHCTPYKIIUH;
4. IITaTHOM paclUCaHMU.
127.T1pu nmoCTyNJIeHUH I'PAKIaH HA PadOTy B OPraHM3AIHNIO UX He JOKHbI 3HAKOMMTH C:
1. ycraBom opranuzanuy;
2. TOJOXEHHEM O CTPYKTYPHOM MOJIpa3AesieH!uH, Ky/ia MOCTynaeT Ha paboTy TpaskIaHNH;
3. JOIDKHOCTHOM MHCTPYKIIWEH;
4. WTaTHBIM PACIUCAHUEM.
128. CokpaimeHHOe HAUMEHOBAHNE OPTAHU3ALMHU TOMENIAIOT:
1. HHUXe IIOJIHOTO, B CKOOKaX;
2. BBIIIIE [TOJHOIO, B CKOOKAX;
3. HIDKE MOJHOTO, 0€3 CKOOOK;
4. BpIIIE HOIHOTO0, 0€3 CKOOOK.
129. PekBH3UTOM, KOTOPBIii HEe BXOJTUT B cOCTaB hopMyJisipa-o0pa3na NpuKas3a, sBiasieTcs:
1. HamMeHOBaHHE BHJIA JIOKYMEHTA,
2. J&arta JIOKyMEHTa,
3. aapecar;
4. HaMMEHOBaHHE OpraHU3allUu.
130.O0s3aTe1bHOI YaCThIO TEKCTA MPUKA3a, ABJIAETCH:
1. KoHcTaTHpyIOIIas 4acTh;
2. pacnopsiauTeNnbHas YacTh;
3. BBOJHAS YaCTh;
4. OCHOBHAas 4acTb.
131.OTTHCK MeYaTH NPOCTABJISIETCH TAK, YTOObI 3aXBATHTh:
1. yacTh HaMMEHOBAHMSI JOJKHOCTH JIUIA, TOAMKUCABIIETO IOKYMEHT;
2. JMYHYIO TOJMHUCH JOJDKHOCTHOTO JIUIA, MOAMKUCABIIETO TOKYMEHT;
3. (aMuH0 JOHKHOCTHOTO JIUIIA, TIOIMMCABIIETO JOKYMEHT;
4. TOJIHOEe HAMMEHOBAaHUE JOJDKHOCTH JIMIA, TIOMUCABIIETO JOKYMEHT.
132.Bu3a opucTa Ha IpUKa3e 03HAYaeT:
1. BHyTpeHHee coriacoBaHMe, MOATBEPKIAIOIIEE, YTO MPUKa3 HE IPOTUBOPEUUT 3aKOHY;
2. 00s3aTenbHBIN PEKBU3UT MPUKa3a, MPUIAIONIHNA eMy IOPHUINIECKYIO CHITY;
3. BHEIIHEE COIIaCOBaHHE;
4. yTBepXKJeHUE MpHUKa3a.
133. 1aToii npoToKO0JIa SIBJISETCS:
1. nmara moamucaHus IPOTOKOJIA;
2. [nara 3acelaHus;
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3. J1aTa perucTpaiuu MpoTOKOJa;
4. nara yTBEp)KJIE€HUS MPOTOKOJIA.
134. TIncbMeHHOE NpeAsIoKeHHe OJHOT0 JIMIA IPYTroMY JIMIY, BHIPAKAKOLIET 0 JKeJIaHue
3aKJIYUTH ¢ HUM JI0TOBOP - HA3bIBAETCS:
1. pexknamarnus;
2. odepra;
3. CONPOBOAUTENBHOE MHCHMO;
4. THCbMO-U3BELICHHUE.
135. HopMaTHBHBIM 10KYMEHTOM, KOTOPBIi onpee/sieT NOPSAAOK padoThl ¢ JOKYMEHTAMU B
OpraHu3anuu, sBJsIeTC:
1. wHCTpYKLHS MO JEIONPOU3BO/ICTBY;
2. perjamMeHT paboThI;
3. JOJDKHOCTHAS MHCTPYKITHS,
4. ycTaB OpraHu3alyH.
136.CBoaHasi HOMEHKJIATYPA /IeJ1 OPraHU3aluu YTBeP:KIaeTCs:
1. pykoBoauTEIEM CTPYKTYPHOTO IMOJIPA3/ICICHUS OpraHn3alliHT;
2. PYKOBOJUTENIEM CIIY>KObI JEONPOU3BOICTBRA;
3. PYKOBOJUTEIIEM OpTraHHU3aIlHH;
4. 3aMecTUTelleM PYKOBOJUTEINS OpraHU3aI[iH, OTBEYAIOIINM 32 CIYKOY AeTONPOU3BOICTBA.
137.11puka3bl 0 NpueMy, yBOJIbHEHUIO PA0OTHUKOB MOMEIIAITCS:
1. B Jene BMecCTe ¢ MPUKa3aMu O KOMaHAUPOBAHUHU paOOTHUKOB;
2. OTIENBHO OT MPUKA30B O KOMaHIUPOBAHUM,
3. BMecTe C MpUKa3aMH 110 OCHOBHOMU JEATEIbHOCTH;
4. OTHENBHO OT MPHUKA30B O MPEMHPOBAHHH.
138.I1poToK0JIbI COOpaAHMIT KOJJIEKTHBA MOANUCHIBAIOTCS:
1. mpencenmarenem U CeKpeTapeMm;
2. mpejcenareneM;
3. PYKOBOJUTENIEM OpraHU3allHH;
4. yjeHaMH KOMHUCCHUH.
139.Cpoxk ucnosiHeHHus A1 HCXOAAIIMX BHYTPEHHUX TOKYMEHTOB HCUMCJISIETCH:
1. c narel noanucanus (yTBEpPKIEHUS) TOKYMEHTA;
2. C JaThl COCTaBJICHUS TOKYMEHTA;
3. ¢ IaThl pEeruCTpalluy TOKYMEHTa,
4. c maTel epenay JOKyMEHTa UCTIOTHUTEINIO.
140.Cpoxk ucnoJiHeHHs /151 BXOASIIIMX JOKYMEHTOB UCUUC/ISIETCSI:
1. ¢ #aThel MOCTYIJICHUS TIOKYMEHTA,
2. C JIaThl PETUCTPAIlMH TIOKYMEHTA,
3. ¢ JaTel mepeaadu JOKYMEHTa UCTIONHUTEIIO;
4. ¢ maTel COCTaBIICHUS TOKYMEHTA.
141.Ha odopmiIsieTcst COBMECTHOE MMICHMO IBYX OpPraHu3aluii:
1. Ha GnmaHkKe OJIHOI OpraHHU3alNy;
2. Ha ONaHKe APYrod OpraHu3aIim;
3. Hamucre Oymaru ¢popmara A4 unu AS;
4, wua OjaHKe [UISA ITHCEM.
142.T'ocynapcTBeHHbIii CTAHAAPT, KOTOPBIH onpeae/sieT TPeGOBAHUA O 0(POPMJICHHIO
AOKYMEHTOB 00111ero aAMUHUCTPATUBHOIO ynpasjenus (OP/I) — sro:
1. TOCT P 51141 - 98;
2. TOCT 6.10.5 — 87,
3. TOCT P 6.30 — 2003;
4. TOCT P 6.30 — 2005.
143.I0kyMeHT, B KOTOPOM YKa3bIBAlOTCSl HApYLIeHHe [IPAB U 0XPaHseMbIX 3aKOHOM
HHTEPECOB IPakIaH — 3TO:
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3asiBJICHUE;
NETULHS,
JKayo0a;
. TIPEeJUIOKEHHUE.
144 Panbiue B IpeBHem HoBropojae 10KyMeHTbI COCTABJISIJINCH HA:
1. rIUHSAHBIX TAOIMYKaX;
2. Oepecre;
3. KaMEHHBIX ILIUTaX;
4. mamumpyce.
145.1IpaBoBoii aKT, KOTOPBIH U3/1aeTCsl PYKOBOJAUTeIeM, 1eCTBYIOIIMM HA OCHOBE
eIMHOHAYAJIUS VISl pellIeHUs] OCHOBHBIX BOIIPOCOB — 3TO
1. IIpuka3 o 0OCHOBHOM JI€ATENLHOCTH
2.PacniopsukerHue
3.IlocranoBnenue
4. TIpoTokon
146. CrykeGHoe nucbMo, Tpedylolee 0TBeTa — 3TO MUCHMO
1.Otxka3
2. TpeboBanue
3. ConpoBouTEIbHOE
4. HarlOMHHAHUE
147.Eciu THIIOBbIe, IPUMeEPHbBIE, HHAMBHYaJIbHbIE, TPA(apeTHbIE JOKYMEHThI
00beIMHEHBI B OJIHY I'PYIILY, TO 3TO Kjaccu(puKanus J10KYMEHTOB 10
1.11o Bumam
2.11o mMecTy cocTaBieHUs
3.11o cpokam HcHOIHEHUS
4.11o npouCX0XKIEHUIO
148. TokymeHT — 3TO
1. OnemeHTHI ycTaHOBICHHOTO 00pa3na obs3arenspubie o I'OCT P.6.30-2003
2.COBOKYITHOCTB TPABOBBIX U HOPMATHUBHBIX aKTOB, KOTOPBIE KOHTPOJIHUPYIOT
JIETIONIPOU3BO/ICTBO
3. MarepuanbHbIii 00BEKT ¢ 3aUKCUPOBAHHON HHPOPMAIIHEH. MMEIOIINI IOPHINIECKYIO
CUITY
4.Cdepa nesTenbHOCTH, CBA3aHHAS C COCTABJIEHHEM, 0(DOPMIIEHUEM JJOKYMEHTOB U
OpTaHU3aINH XPaHEHHUS JOKYMEHTOB
149.K noxkymMeHTaM 1o (PMHAHCOBO-PACYETHBHIM ONEPALMSAM OTHOCATCS
1. 3anucka, IPOTOKOI, OOBSIBICHHE
2. JleHeXHBIN YeK, pacUeTHBIN YeK, cueT-(hakTypa
3. JloknaiHble 3aIUCKH, 3asBICHUE
4.Pe3tome, pacriopskKeHHUE, pelleHne
150. BepxHee, HH:KHEE U JeBOe MM0JIe HAa JOKYMEHTe J0JI:KHO ObITh
1.He 6omnee 20 mm
2.He menee 20 mm
3.10 Mmm
4.30 mm
151. Pemiennie — 3T0 NpaBoOBOii aKT, KOTOPbIi
1. [Ipunumaercs opranamu (eaepaabHON BIaCTH
2. [IpuHnMaeTcs KoJUIerHaJbHBIMU OpraHaMU
3.Uznmaercs pykoBoauTeIeM
4.M3naetcst pyKOBOJHUTEIEM IO BOTIPOCAM, CBS3aHHBIM C BHIMIOJIHEHUEM aKTOB
152. Kosiu4ecTBO BH/I0B MPOTOKOJIA
1.5
2.4
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3.3
4.2
153. Ko1n4ecTBO 3K3eMILJISIPOB, B KOTOPBIX NeYaTaeTcsi TejlerpaMmma
1.1
2.2
3.3
4.4
154. Konu4yecTBO 4acTeil TeKCTa aKkTa
1.4
2.3
3.2
4.1
155. JIokymMeHT, KOTOPbIii MpeI0CcTaABsIeT MPETEeHAeHT HA BAKAHTHYIO 10JLKHOCTb,
€0001IaK01Is CBe/IeHus1 0 cele
1.TIpotokomn
2. AxT
3. TpynoBoii norosop
4.Pe3tome
156. CoBOKYNIHOCTH I0KYMEHTOB, COJAep KAIIMX Hanbo.1ee MOJTHbIEe CBeIeHHs 0 Pa00THUKE
1. JInunoe neno
2. ABrobuorpadus
3. TpynoBas KHIXKKa
4.Pestome
157. Yundukanus — 310
1. [IpumeHeHue cTaHAApTOB B AEIONPOU3BOICTBE
2. CokpaliieHue MHOT0o0pa3usi pa3HOBUIHOCTEH IOKYMEHTOB, IPUBEACHHE K €IMHOOOPA3UI0
3. TpeboBaHus K COAEPIKAHUIO K YCTABY MPEIIPHUSITHS
4. TTpaBOBOI1 aKT
158.IoBepeHHOCTH — 3TO
1. TpeboBaHMe K KOMIIUTEHTHOMY OpTaHy O 3all[UTe HAPYIIEHHOTO MpaBa OpraHu3auu
2. JIOKyMeHT, KOTOPBIH YIIOJTHOMOYHBAET MPEICTABIATH HHTEPECHI JINI[A, BBIABIIETO
JIOBEPEHHOCTD
3. JlokyMeHT mpe/cTaBlIsgeMblil MPETEHACHTOM Ha BAKaHTHYIO TOJDKHOCTD
4. JIokyMeHT, coaep Kaliuii 3aruch 00CyKIEHHS BOIIPOCOB MPU MPUHATUH PEIICHUS
159.T1paBoBoii aKT, KOTOPBIii onpeaeasieT CTPYKTYPY, GYHKIHH U PaBa OPraHU3aluu — 3TO
1. Vcras
2.1lItatHOE pacncaHue
3. lomkHOCTHAS HHCTPYKITUS
4.TIpuka3
160.ITocTaHnoBJIeHHE — ITO
1. [IpaBoBo#i aKT, KOTOPBII N3/1a€TCsl PyKOBOJUTENIEM, JIEHCTBYIOIIMM Ha OCHOBE
€AMHOHAYaus JUIsl pelIEHUsI OCHOBHBIX BOIIPOCOB
2.11paBoBoOIf aKT, KOTOPBIN IPUHIUMAETCS OpraHaMu (GeIepaaTbHON UCTIOHUTEIFHON BIIACTH,
WCIIOJTHUTENBHBIMU OpraHaMu cyObeKToB PD 1 MECTHOTO caMOympaBIeHUS 7Sl PEIICHUS
HanOoJIee BaXXKHBIX 3a1a9
3.1IpaBoBOIf aKT, KOTOPBIN MPUHUMAETCS KOJIETHATLHBIMHI OpraHaMu
4.1IpaBoBoil aKkT, KOTOPBIN U3a€TCS PYKOBOAMUTEIEM UITU €T0 3aMECTUTEISIMU JUISI peLLICHUs
ONEepPaTUBHBIX BOIPOCOB
161. leHesKHBII Y€K — ITO
1. PacniopskeHue miiaTeNblKa 0 IEPEYNCIIEHUH C €r0 pacyeTHOI0 cueTa OnpeieIeHHON
CYMMBI Ha CYET MOJIyqaTens
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2.PacnopspkeHue opraHn3anuu 0aHKy O BBIaYe € €r0 paCYeTHOTO CYETa CyMMBbl HAJTMUHBIX
JIEHEXKHBIX CPEJCTB, YKa3aHHBIX B UEKE
3. ToBapHO — pacueTHBIN TOKYMEHT, KOTOPBIH BBIMHUCHIBAET MOCTABIIHUK IPH OTITYCKE TOBAapa
MIOKYTIATEIII0
4. PacniopsikeHue IPepUATHS YIPEKICHUIO OaHKa O CIHCAHUM C €0 PacueTHOTO cueTa
OIpeJIeIEHHON CyMMBI B IIOI'ALLIEHUH CBOUX 0053aTENbCTB
162.PacyeTHbIi Yek — 3TO
1. PacniopsikeHue muiaTelspliuKa 0 NEPEYUCIEHUH C €r0 PAaCYETHOrO CUeTa ONpeIeIeHHOM
CYMMBI Ha CYET HOJTyJaTes
2. PacnopspkeHue opranusanuu 0aHKy O BbIAAU€e € €r0 PaCYETHOIO CYETa CyMMbl HAJTMUHBIX
JICHEXKHBIX CPEJICTB, YKa3aHHBIX B YEKE
3. ToBapHO — pacueTHbIN JOKYMEHT, KOTOPbIH BBINMHUCHIBAET IOCTABLIMK IIPH OTIIYCKE TOBapa
MIOKYIIaTEIII0
4. PacniopsikeHue NpeanpuaTUs YUpeKICHUIO OaHKa O CIIMCAHUU C €ro pacyeTHOro cyera
OTIpeJICIIEHHON CYMMBI B TIOTallICHUH CBOUX 0053aTEIbCTB
163.Cuer —¢axTypa — 310
1. PacniopspkeHue TUIaTeNbIIMKa O IEPEYHUCIICHUH C €T0 PACYETHOTO CUeTa ONPEICICHHOM
CYMMBI Ha CYeT IOoJIyJaTes
2.PacnopspkeHue opraHn3anny 0aHKy O BBIAAYE C €r0 PACYETHOTO CYETa CYMMBI HATMYHBIX
JICHEXKHBIX CPEJICTB, YKa3aHHBIX B UEKe
3. ToBapHO — pacUeTHBIN TOKYMEHT, KOTOPBIH BBIMHUCHIBAET MOCTABIIUK IPH OTITYCKE TOBapa
IIOKYTIATEII0
4. PacriopsikeHUE IPENIPUATHS YIPEKICHUIO OaHKa O CIHCAHUM C €0 PacueTHOTO CUeTa
OIpeJIeIEHHON CyMMBI B IIOT'AlLIECHUH CBOUX 0053aTeNbCTB
164.111aTexkHOe MOPYYEHHE — ITO
1. PacniopspkeHue riaTelsbIuKa 0 HEPEYUCICHUH C ero0 PaCYeTHOrO CUeTa ONpeIeIeHHOM
CYMMBI Ha CYET HOJTyJaTes
2. PacnopspkeHue oprannsanuu 0aHKy O BblAAUe € €ro pacyeTHOr0 CYETa CyMMbl HAJTMUHBIX
JICHEKHBIX CPEJICTB, YKa3aHHBIX B YEKE
3. ToBapHO — pacueTHBIN JOKYMEHT, KOTOPbIH BBIMHUCHIBAET MMOCTABIIUK MPH OTITYCKE TOBapa
MOKYIaTEeITt0
4. PacniopsikeHue MpenpuaTUs YUpeKIeHUI0 OaHKa O CIHCAaHUM C €r0 pacueTHOTO cueTa
OTIpeJIeIIEHHON CYMMBI B TIOTAIlICHUH CBOUX 00S3aTEbCTB
165.1IpeTeH3HOHHOE U CBMO — 3TO
1. TpeGoBanue o JOOPOBOIBHOM YCTPAHEHUHN HApYILIEHUs 3aKOHOATENbCTBA
2. TpeboBaHuE K KOMIETEHTHOMY OpPraHy O 3aIlUTe HAPYIIEHHOTO MIPaBa OpraHU3aluu
3. TpeboBaHue MOKyMaTeNs MPOAABILY
4.7Kano6a B BIIECTOSIIYIO OPTraHU3AIHIO
166. UckoBoe 3asiBJIeHHE — 3TO
1. TpebGoBaHnue 0 JOOPOBOIBHOM YCTPAHEHUH HAPYIIEHUH 3aKOHO/1aTeIbCTBA
2. TpeboBaHuE K KOMIIETEHTHOMY OpraHy O 3aIlMTe HAPYIIEHHOTO IIpaBa OpraHu3aIiy
3. TpeboBanue mokymnaTesns MpoAaBIly
4.7Kano0a B BHIIECTOAIILYIO OpPTaHU3AIUIO
167.Cpox neiicTBHsI 10BEPEHHOCTD HA NMOJIy4YeHHe TOBAPHO — MATePHAJIbHBIX LIeHHOCTel He
MO’KeT MpeBbIATH
1.10 mueit
2.15 nueit
3.20 nueit
4,30 nueit
168 JloBepeHHOCTH Ha TMOJy4YeHHEe TOBAPHO-MATePHAJbHBIX IEHHOCTEeHl BblIaeTcsl B
KOJIMYeCTBe (HAMcaTh c.JIOBaMn)lqux IK3EeMILIAPAX
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168. /loBepeHHOCTH MOAPA3AEISIIOTCS HA
1. OpunmanvHbIC ¥ TUYHBIE
2.CnyxeOHbIC U UHIUBUyaTbHBIC
3. Byxranrtepckue v TUYHbIE
4. OdbunmaibHBIC U CITY)KEOHBIC
169.K cay:xke0HBIM JOKYMeHTaM KOH(PHIEHIHAIBLHOT0 XapaKTepPa OTHOCSTCSH IOKYMEHTBI,
coaep:kamue nHpopmaumno
1. JInunoro xapaxrepa
2.3aKphITOTO Xapakrepa
3.Ciyxe0HOTO XapakTepa
4. VIHnuBHTyabHOTO XapaKTepa
170. Brigaya koH}pUAeHINATBHBIX IOKYMEHTOB BO BpeMeHHOe 10 Ib30BaHMe IIPOU3BOAUTCS
1.1lox pocnuck COTpyAHUKA
2.1lox pocriuch PyKOBOIUTEIS
3.1lox pocnuck 3aMecTUTENS PYKOBOIUTENS
4.be3 pocniucu
171.3asBieHus M ka100b1, He TPeOYIOLIMeE JOMOJHUTEIHLHOT0 H3Y4eHHs 00CTOSITEIbCTB
pa3pemaiorcsi
1.He no3anee 10 aueli co qHS MOCTYIUICHUS
2.He no3gnee 15 qHei co THS MOCTYIUICHUS
3.He no3anee 20 qHeit co nHS MOCTYIJICHUS
4.He no3auee 30 mHEH cO AHS MOCTYIUICHHS
172.JIu4HY10 OTBETCTBEHHOCTD 32 OPraHU3aLMI0 PA0OThI ¢ 00pALEHUSIMHU I'PAKIAH HECET
1. PaGotHuk cinyx0b1 JJOY
2.PaboTHHK OT/eNa KaJpoB
3. PykoBoauTesns opranuzanuu
4. cexkpeTapb
173.Cpok XpaHeHHUsI )KYPHATOB PETHCTPALUH COCTABJISIIOT
1.2 rona
2.3 roga
3.4 Tonma
4.5 ner
174.Cpox xpaHeHMs IUIaHA CYETOB OyXraJTepcKoro y4éra
1.2 roma
2.3 Toma
3.4 roga
4.5 ner
175.Cpox xpaHeHus1 000pOTHBIX BeloMOCTel
1.2 roma
2.3 Toma
3.4 roga
4.5 nmer
176.Cpok XpaHeHUs JOKJIATHBIX H 00bSICHUTEIbHBIX 3aIMCOK
1.2 roma
2.3 roma
3.4 Toma
4.5 ner
177.Tlpu3Hak 3aBeJleHus JeJ1, KOTOPbIH UCIOJIb3yeTcsl IPU (POPMHUPOBAHUM IOKYMEHTOB B
aeaa —3To
1. HomuHanbHbIi mpu3HaK
2. Ciry»eOHBblIi TpU3HAK
3. OdunmansHbIN PU3HAK
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4. lnquBUTyallbHBIA TIPU3HAK
178.B apXuBHOM NOMellleHHH PeKOMEHIYyeTcsl MOAePKUBATH MOCTOSTHHYIO TeMIepaTypy B
npejaeaax
1.10-20 rpanycoB
2.11-20 rpagycoB
3.14-20 rpamycoB
4.18-20 rpaxycoB
179.B apXxuBHOM NOMeENIEHUH PEKOMEHIyeTCs MO/IePKUBATH OTHOCHUTEILHYIO BJIAKHOCTD
BO3/1yXa
1.50-65%
2.60-70%
3.65-70%
4.60-80%
180.BbicoTa cTe/L1aka B apXUBHOM MOMeEIIeHHH He 10JI’KHA NMPeBbIIIATh
1801, Smetpa
2.2,2metpa
3.2MeTpa
4.2,5metpa
181.PaccTosiHMe OT 110J1a 10 HUKHEl TMOJKH B APXHBHOM MOMEIIeHHH T0JI’KHO ObITH He
MeHee
1.10-15cm
2.15-20cm
3.20-25¢cm
4.25-30cm
182. lllnpuHa rJaBHBIX MPOX0A0B MEKIY CTeIaKaMU B ADXUBHOM IOMeEIleHUN MOKeT
ObITH
1.1-1,2metpa
2.1-1,5metpa
3.1-1,8metpa
4.1-2metpa
183.lllnpuHa HerJIaBHBIX MPOXO/0B MKy CTEJIAKAMU B AaPXUBHOM MOMeEIIeHUH I0/IZKHA
ObITH He 0oJ1ee
1.70-80cm
2.80-90cm
3.90-100cm
4.100-110cm
184.Oprrexnuka 310
1. Texauueckue CpeaCcTBa, UCIOIB3YEMbIC B YIIPABICHHUH U JICTIOMPON3BOJICTBE
2.Kommnbrotepsl
3. Dakc
4.1lepcoHanbHbIe KOMITBIOTEPHI
185. Iesionpon3BoacTBO 15-17BB. yuéHbIe JOKYMEHTOBEAbI HA3bIBAIOT
1. TIpuka3HpIM AETOMPOU3BOICTBOM
2.KaHnensapckuMm AeI0nponu3BOICTBOM
3. llepxOBHBIM JEIONPON3BOACTBOM
4. KONIeKTUBHBIM JIENIONPOU3BOACTBOM
186.Cucrema genonpou3sBoacTBa B nepuoa npasiienus [lerpa | moayun/ia naspanue
1. Konnexckoit
2. Kannensipckoit
3. KomrexktuBHOM
4. 11epKOBHOM
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187.11epBblii cTanaapT «/leJJ0NpoON3BOACTBO M ApXUBHOE /1eJ10. TepMUHBI M Onpe/ieJIeHUsD)
ObLJI BBE/IEH B JIeliCTBHE B
1.1970r
2.1972r
3.1974r
4.1975r
188.EI'C/] 6b11a 0100pena BnepBble Komuterom no Hayke u trexunuke CCCP B
1.1972r
2.1974r
3.1973r
4.1978r
189.Bropas penakuus EI'C/l noayunia nazsanue EI'CJIOY B
1.1985r
2.1986r
3.1987r
4.1988r

190.IIpu HanMCAHUM MHOTO3HAYHBIX YHCEJ MPOU3BOAUTCS FPYNNUPOBKA UX CIIPaBa HAJIEBO

o

1. ise mudpsr

2. Tpu uudpsr
3.Yetsipe mudps
4. 11atb mudp

191. PexBu3uT «CchIIKA HA PerHCTPALMOHHBIN HOMeP U AATY JOKYMEHTAa» UCIO0JIb3yeTCsl

TOJbKO B TeX BHAAX JOKYMEHTOB, KOTOPbIe SIBJISIIOTCS:
1. npocrbamu;
2. IpUTTALICHUSIMH;
3. OTBETaMH Ha 3ampoc;
4. peKOMEHIALUSIMU.
192.OcHOBHOI1 JOKYMEHT 0 TPYA0BO¥i 1eITeJJbHOCTH U TPYA0BOM CTa:Ke pa0OTHUKA — ITO:
1. nuyHOE 1EeT0;
2. TPYIOBOH JIOTOBOP;
3. TpyloBast KHMXKKA;
4. pesiome.

193. Kommepueckuii JOKyMeHT, IpeCTABISIOIMI c000ii NpeAbsBIeHUE NPeTeH3UH K
CTOPOHE, HAPYIIUBIIEH NPUHATHIE HA ce0s1 I0rOBOPHbIE 00A3aHHOCTH M TPeOOBaHUe
BO3MeleHHs] YOBITKOB — 3TO:

1. odepra;

2. pexyiamMarius;

3. TapaHTUHHOE TTHCHMO;
4. Cny>xebHOe MUCbMO

194. IllTaTHBIE pacIcaHUsl OPTAHU3ALUH 110 MeCTY Pa3padoTKH M YTBEPKICHHUA XPAHATCH:
1. IOCTOSIHHO;

2. 10 ner;
3. 75 ner;
4.25 ner

195. ConocTaBuTh TEPMUHBI U IOHSATHSA.

Cucrembl aBTOMaTH3aLMHU IOKYMEHT0000pOTA
KKl TOKYMEHT MOXKET XapaKTEPU30BaThCsl CII0KHOW COBOKYITHOCTBIO
CTPYKTYpPUPOBAHHBIX JAHHBIX

Cucrembl ynpapJjieHHsI IOTOKOM padoT
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DTO CUCTEMBI, TO3BOJISIONINE ABTOMATU3UPOBATH CIOKHBIE MHOTOIIIATOBBIE aITOPUTMBbI
paboThI C TOKYMEHTaMH B OpraHU3aLlUH.

DJIeKTPOHHBbIE APXUBBI JIOKYMEHTOB
CucreMbl OpraHu3alui XpaHEeHUs JOKYMEHTOB B JIEKTPOHHOM BHUJIE U UX MOUCKA.

Cucrembl KOJUIEKTHBHON 00pa00TKH JOKYMEHTOB
MIO3BOJISAIOT IPYIIIE MOIb30BaTeNel KOMIIBIOTEPHON CETH IapauIeIbHO paboTaTh Haj
O0IIMMU TOKYMEHTaMU
198. BoABLHIMHCTBO OTEYECTBEHHBIX CHCTEM /eJIONPOM3BOACTBA M [OKYMEHT0000poTa
OJHOBPEMEHHO NPeJ0CTABJIAIOT (PYHKIMHU:
1. OO6paboTka 1 XpaHeHUE JOKYMEHTOB: PErucTpanus

2. YmupaBieHue NOTOKaMHu paboT (mepeaayda JOKYMEHTOB MEX1y UCTIOTHUTEIISIMHU )
3. KOHTpOIb HCTIOMHATETHCKOM JTUCIUILIIHHBI

4. Tlouck JOKYMEHTOB I10 aTpUOyTaM U MOJTHOTEKCTOBBIM MOUCK

199. ConocraBbTe PyHKIHMHU TOKYMEHTA.

JOKYMEHT CO3JIAIOT JUIs COXPaHEHHs HH(OPMAITHH.
Nudopmannonnas GyHKIus
JTOKYMEHT SIBJISIETCS] COIIMATIBHO 3HAYMMBIM 00BEKTOM, T.K. CBSI3aH C ONPEICIICHHON
COIIMAIIbHOW TTOTPEOHOCTHIO.
ConmanbHas GyHKIUS
JIOKYMEHT BBICTYIIA€T CPEJICTBOM CBSI3U MEX]y OpTraHU3aLUSIMU H JIp.
OOIIECTBEHHBIMHU OpraHaMu
KoMmyHukaTiBHAS QyHKIUS
JOKYMEHT SIBJIIETCS. MHCTPYMEHTOM YIIPaBJICHHUS, TOCKOIBKY CIIEIUATBHO CO3/]aH
JUIS DTOU LIEJIH.
VYnpasnenueckasi pyHKIUSA

200. ConocTaBUTh TEPMHUHBI U MIOHATHS.

TTommaHuK
JOKYMEHT, OTPeJaKTUPOBAHHBIN COOTBETCTBYIOIINM 00pa3oM, 0(OpMIICHHBIN U
HOJAMNNCAHHBIHN.
Komns
MOJIHOE BOCIIPOU3BEICHUE BCEX PEKBU3UTOB NOJJIMHHOTO JOKYMEHTA.
Jy6nukar

BTOPUYHO BOCITPOU3BEAECHHBINA JOKYMEHT, IEIUKOM, MOBTOPAIOIINNA MOJINHHHUK,
00BIYHO AyOIMKAT BBIAAIOT B3aMEH yTPAYEHHOTO MO/ IMHHUKA.

Brimmcka

YacCTb KOIMUU JOKYMCHTA, HYKHAA IJIA pa6OTBI

201. Uncnekuust MuUHHCTEpPCTBA 110 HaJIoraM U coopam P® no r. 'nazoBy YP noarorosuia
NMPUKAa3 00 yTBeP:KIeHUH HTOTOB ATTeCTAIMH BO HcNoHeHUue YKka3a [Ipe3uaenta
Poccuiickoit @eaepanun «O0 yTBepKIeHNH I10JI0KEHHUA 0 KJIACCHBIX YHHAX
rocyaapcrBeHHbIX ciayxammx» oT 19.07.2001 Ne 876. B npukase cogepajuch ciaeayoiue
NYHKTBI: 0 IPU3HAHUHU Pe3yJIbTATOB aTTECTAIMU COTPYAHUKOB HHCIIEKIINHU COTJIACHO
ITos10:keHMI0 0 KJIACCHBIX YHHAX U MPOTOKOJIY 3aceIaHHsA ATTeCTAHOHHOH KOMHCCHH; 00
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YTBEp:KIeHUH HTOT0B aTTeCTAlMHU. 3aMeCTHTEI0 PYKOBOIUTE/IsI HHCIIEKIHH

B.P.KiiemeHTBEBOI MOPY4Ya10Ch BHECTH COOTBETCTBYIOIIME N3MEHEHHS B IITATHOE

pacnucanue uHcneKuuu. KoHTpo/Ib McnoiHeHusl NPUKAa3a BO3J105KeH HA HAYAJIbHUKA

otraena kaapos A.C.Cyxux. IIpuka3 nognucan pykopoaurenem uacnekuun MHC P®

COBETHHKOM HaJIOroBoii c1y:k0b1 1 panra H./[.BocTpenoBsiM. Ha npukase uMeroTcs BU3bI

IJIABHOI0 OyXraJjiTrepa M nmpejaceaarelisi arTecCTAllHOHHOM Komuccun. Ubeil moanucu He

XBaTaeT Ha JOKyYMeHTe?

1. HauanbHuKa OTAENA KaJIPOB;

2. 3aMecTUTEIIS HHCIIEKIINH;

3. PykoBonuTens mpoBepKy;

4. Ha mpukase ecTb Bce HE0OX0AMMbI€ MOIHUCH;
202. Coraacuo gorosopa Ne33 ot 05.11.03 Ha mocTaBKy o0orpeBaTeIbHBIX NPUOOPOB prpma
« Mepkypuii» o0s3aHa Obli1a mocraBuTh Gupme «Cenena» B 1 kBapraje 2013r ToBap Ha
oouryro cymmy 500 mun. pyo. Pakruveckn B 1 kBaprajie 2013r. ¢pupme «CesieHa» ObLI10
nocrapjeHo Topapa Ha cymmy 300 muH. py6.Ha ocHoBanum 1n.9.1. noropopa mocraBku 3a
npocpouky nocrasku topapa I[locraBummk B 30—1HeBHbBIH CPOK 00513aH BBIILIATUTH WITpad B
pasmepe 20% oT cToMMocTH He mocraBjeHHOro rosapa. llltpaguas cankuusi ogopmiena

JAOKYMEHTOM [[IPETEH3USI

203. B 3A0 «Cesena» mnpoBeeHa NpoBepka padoThl 0TAeIa MAPKETHHIa IO OKA3aHUIO
mwiaTHbix yciayr. Komucenss B cocraBe 3aMecTuTeldsi JHPEKTOpa, IJ. Oyxraiarepa u
HAYaJIbHUKA OT/AeJ]a MApPKeTHHIa B Xo0Jle MNPOBEPKH OOHAPY’KHJIAa HAPYLIeHUsT B
o(pOopMJIECHUM JaHHOM [OKYMeHTAauuMu OyayT mnpeacraBieHbl caHkuuu. Odopmienue
KaKHUX JJOKYMEHTOB ObLIO HApylIeHo?

1. Tlpuxa3 Ha OKa3aHHE YCIyT, BEAOMOCTH Ha OIJIaTy YCIyT

2. Tlpuka3 Ha oka3zaHWE YCIYT, MIPETCH3MOHHOE MMHMCHMO, BEJOMOCTh Ha OIUIATY, IITATHOE

pacrucanue
3. JluynHas xapTouka, IPUKa3 O MpUEMe Ha PaboTy
4. Tlpuxa3 Ha OKa3aHUHU YCIYT, BEIOMOCTb Ha OIUIATY YCIIYT, OTYETHAas IOKyMEHTalUs

204. Ha ocHoBaHUM HCCICA0OBAHUA OTACJIOM MAPKETHHIa KOHBIOHKTYPbLI PbIHKaA cObITa
MNPOAYKIHH 3A0 «Cenena» npeacraBujia BO3MOKHOCTD 3aKIIOYUTL PHAA  BbIT'OAHBIX
KOHTpaKTOB.Ha‘laJIbHHK oTae/]ia MapKETUHIa peElunuJ MOoOPUTH BEAYIIUX COTPYAHHUKOB
NPpEMHAJIbHBIMHA BbINIJIATAMHA K Omkaiineii 3apiuiare. Bup AOKYMCHTA |rlpm<a3 0 Hoompe}mn|

205. Ilo BuHe Oyxraiarepuum corpyaiHukam 3AQ0 «CeneHa» B TeKymeM Mecsie Oblia
3ajepakaHa BbIILIaTa 3apadoTHoii muartbl. [y1aBHBIA Oyxrajatep MH(OpMHpYeT AUPEKTOpPa
3A0 0 TOM, 4YTO 3aepP:KKAa HAJMYHOCTH ObLJIA CBSI3aHA C 0NM031aHUeM Ha c4eT 3AO JeHeKHBIX
CpeACTB OT mpeAnpuATHii-napTHepoB. Kakum 1okyMeHTOM OyXrajarep OOBSICHUT 3aJepPiKKY
3apa0o0THOM MIATHI?
ICory:xeOHast 3anucKal

206. B 3A0 «Cenena» coctosijioch 3acenranue npasJjenus. IloBecTka aHs Oblja NMocBsilieHa

PACIIMPEHUIO OT/AeIa MAPKeTHHIa ¢pupmMbl. B CBSI3H € 3THM BO3HHUKIA
He00X0IMMOCTh BHECTH M3MEHEHHsI B IITATHOE pPacnMCcaHue COTPYAHUKOB (PMPMBI, a TaKKe
pa3o0paTh HOBbIE J0JKHOCTHbIC MHCTPYKIIMM HA BBeCHHE B 0T/ MAPKETHHIA J0JKHOCTH

MEHe/[IKepa M0 peKjlaMe W PeKJIAaMHOI0 areHra. B kakoM JO0KyMeHTe yTBep:KIeHa MOBECTKA
M. HEOTOKOJI‘

207. ITponosxu npeaJioxennsi. ABToouorpadgus 31o-
1. TTocnenoBaTenbHO U3JI0KEHHAsI HA OyMa)KHOM HOCHUTEIH JKU3Hb YEJIOBEeKa
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2. IlocnenoBaTenbHO U3JI0KEHHAS Ha OyMa)KHOM M U(GPOBOM HOCUTEINH KU3HB YelIOBEKA
3. IlocnenoBarenbHO W3J10KEHHBIE (AKTHI TPYAOBOU U yUeOHOM IeATEeIHbHOCTH
4. TTocnenoBareabHO U3JI0KEHHBIC (AKThI TPYIOBOM JEATEIILHOCTH
208. IlIponosuku mpenio:keHusi. ABTomarudeckuii BBoa tekcra Ha IIK ocymecTBiasiercs ¢
NMOMOIIbLI0
1. mpunTEpa
2 ckaHepa
3. KJIaBHUATYBbI
4. MbIIHA
209. Mpoaonxu NpeioKeHUusi. ApXUB NPeANPUSTHS CO3TAeTCH A
1. XpaHeHHs CIHMCaHHOW JOKYMEHTAIIUU
2. XpaHeHus 0001 TOKYMEHTAIIUU
3. XpaHeHUe NpUKa30B
4, XpaneHue nokymeHtauuu yreepxaeHHoi 'OCT

210. ITpoxosxku npeaJioxkenus. B JinuHoe /1eJ10 He BKJIIOYAKOTCS
1. CBenenus 00 oTIyckax
2. CBenieHUsl 0 KOMaHIUPOBKaAX
3. CBeneHus 0 MepeBojIC
4.CBeneHusi 0 CEMEMHOM IMOJIOKEHUU
211. B nucpMe-nipurjanieHnu 00beAMHEeHHA «IKCIOUEHTP», ¢ MPelJI0KeHHeM PUHATH
y4yacTve B POCCHICKOI BHICTABKE HA MEKIYHAPOIHOI Me:KOTpacaeBoi sipmapke B 1. U3mup
(Typuus), koropasi 0yaer npoxoauth ¢ 20 HossOps o 10 gexadps 2012 r. ITa spmMapka
SIBJISIETCS] OTHUM U3 KPYNHEHIIUX TOProBbiX MeponpusaTuii crpan Cpennero u biaunzknero
Bocroka. B Texcre Hag0 yka3aTs, 4TO...
1. yyacTue B 3T0il sipMapKe MO3BOJIAET HIMPOKO MPEACTABUTh SKCIOPTHYIO MPOIYKIIHIO
OpraHu3aIuu
2. IpoJaTh €CTh BO3MOKHOCTD MTPOJIATh KCIIOHATHI CO CTEH/IA,
3 poJaTh €CTb BO3MOYKHOCTb M3yYUTh OCOOCHHOCTH PBIHKA, OOMEHATHCS C IPYrUMHU
y4aCTHUKAMU SpMapKd HAYYHO-TEXHMUYECKON HHGpOpManMel H 3aKIOYUTh BBITOJHBIC
C/IETIKH.
4 Bce oTBeTHI BEpHBI
212 ®uwmmaa 000 «Pocroccrpax-IloBo/ukbe» - I'1aBHOoe ynpasieHue mno SpociasBckoii
o0siactu mMeeT crpaxoBoil oraena B r.Jlanmnose HauanbHuk 31oro oraena C.A. IlnerneBa
U31aj1a NPUKAa3 0 HA3HAYeHUM HMHCIEKIMOHHOH Trpynnbl AJs NPOBeJeHHs CBEPKHM JAHHBIX
OyXraJI;TepcKoro M ONEPAlNMOHHOIO y4YeTa 3a NepBbIH KBapTaa Tekyumiero roga. Csepka
nposoautcs B coorBercTBuu ¢ nmucbMoM OO0 «Pocroccrpax-IloBomxbe» Ne 09-07/8 ot 19
anpenss Tekymero roxa «O mnpoBeleHMH NWJIOTHOH CBEPKHM [JAHHBIX OyXTraJITepCKOro
OIIePAIMOHHOI0 y4YeTa 3a NepBblii KBapTaJD», B COCTAB MHCINEKIHMOHHON Irpynnbl BKIKYEeHbI
Oyxraarep Cynnosa JI.A. n onepanuonuct Yepemunoix H.B. Ha npuka3se Oyaer nognuce:
1. Oyxrantepa Cynmosa JI.A. u onepaunonucta Yepemusix H.B
2. Hauvanpawmka otnena C.A. [TneTHeBa
3. T'maBHOrO ympaBieHus
4. Cynnosa JLA.
213. B COOTBETCTBHH € NPHHIMIIOM HENPEPbIBHOCTH| MIAHMPOBAHME PACCMATPHBAETCS He

KAaK eIMHUYHBbINA aKT, a KaK MOCTOSTHHO MOBTOPSIIOIIMIACS Tpolecc, B paMKax KOTOPOro Bce
TEKYIIHE IIJIAaHbI pa3pa6aTMBaloTcs1 C YY€TOM BBbINNOJHCHHUA IMPOIJIBIX M TOro, 410 OHH
MOCJIY?KAT OCHOBOI COCTABJIEHUS IUIAHOB B OyayuieM.

214. YkaxuTe NPaBUJIbHYH XPOHOJIOTHIO 1€J10NMPOU3BOACTBA:

1970
ITepBb1it cranmapt «/1enonpon3BoICTBO U ApXUBHOE JEIIO.
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1973
EI'CJ] 6p1u1a ogo6pena BrepBbie KomuteTrom mo Hayke u texauke CCCP.
1988
Bropas penakuusa EI'CJl monyuwna nazpanue EI'CIOY
15-17 BB.

HpI/IKaSHOC ACJIOIIPOU3BOCTBO

214, JIOY B opraHu3anmsix OCyIeCTBJIsIeTCsl CHeNcJIyk00ii, qelicTBYIOIe Ha mpaBax

CaMOCTOATEJIBLHOI0 CTPYKTYPHOIo 1noaApasac/icHusi, OHa MOAYUHACTCHA |pyKOBOIlHTeJ"0|

OpraHu3anuu

215. Caoso «IOKYMEHT» B II€epeBoae ¢ JaT. O3Ha4vYaer «kBI/I[[eTeJILCTBOJ), «CImocoo

JI0Ka3aTeJIbCTBAY
216. ConocTtaBbTe TEPMUHBI M MOHSITHSI:

Cucrema 1OKyMEHTallUU -
COBOKYITHOCTBH B3aMMOCBSI3aHHBIX JOKYMEHTOB, IPUMEHSIEMBIX B OIPE/ICIICHHON
JEATENBHOCTH. .

DyYHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTAIIUU —
3TO OPraHU3alMOHHO-PACTIOPSIANTENbHAS, TIIIAHOBASL, OTYETHO-CTATUCTUYECKAS,
(MHAHCHPOBAaHHUE MAaTEPHUAITHHO-TEXHUYECKOTO CHAOXKCHHS .

OtpacineBsbie -
CHCTEMBI IOKyMEHTAIINHU, OTPAKAIOIIHNE IEATSILHOCTh OPTraHOB OTPACIIEBOTO
yrnpaBieHus: (MUHUCTP, BEAOMCTBO OTPACIIEBBIX YIIPABJICHUN)

YHupuurupoBaHHas CUCTEMA - .
3TO CUCTEMA JOKYMEHTAIMH, CO3aHHas 10 €UHBIM IIpaBUIaM U TPEOOBaHUAM,
cojiepkariast ”HpopMalnio, HEOOXOJUMYIO JUIsl YIPaBJICHUS B ONPeAETIeHHOM chepe
NeSITETbHOCTH.

217. Opuanueckyio| (pYHKIHMIO HeceT JOKYMEHT, KOTOPbIH HCIHOJb3YeTCsl B KaudecTBe

A0Ka3aTeJbCTBA MPU PEHICHUHN CIIOPHBIX BOIIPOCOB.

218. B 3J1eKTpPOHHOI HIeHTH(PUKALUHN JOKYMEHTA COAEPKUTCS ko1 opranuzanum|
219. Ilpuka3 (pacnopsikeHHe) 0 npueMe padoTHHKA Ha padoTry, ecau odopmieHHe

NPOM3BOAUTCH HHAUBHUAYAILHO, 0(pOpMIIsieTCs 110 |yHH(bHHHPOBaHHOI7I |(l)0pMe.

220.. Knaccudukauus no BUAaM BKJIIOYAeT B ce0sl TUNOBbIE, MPUMeEPHbIE,
MHIMBHAYAIbHbIE, [padapeTHble] 10KYMeHTbI 00beIHHEeHbIE B OJHY IPYIIILY

6. IkaJjia oueHKH 00pa30BaTeIbHBIX JOCTHKEHUH

KoanuecrBennas
Banbr KayecTBeHHasi onieHKa
OLIEHKA
91-100 OTIINYHO «5»
76-90 XOPOIIIO «A»
61-75 YIIOBJIETBOPUTEIIBHO «3»
MmeHee 61 HEYOBJIETBOPUTEIIBHO «2»
Oonee 61 3a4TE€HO
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meHee 61 HE 3a4TEHO ‘ ‘

7. AudgopmaniuoHHoe odecriedeHne peanu3alu MporpaMmmbl

1 Ocnoenvie ucmounuku
1.bacakoB, M.W. JlokyMeHTaIlMOHHOE OOECIICUeHUE YIpaBlIeHUs (C OCHOBAMU apXWUBOBEICHHS) :
yaeOHoe nocodue / bacakoB M.11. — Mocksa : KnoPyc, 2020. — 216 ¢. — (CIIO). — ISBN 978-
5-406-07305-6. — URL.: https://book.ru/book/932044

2 DnekmponHbsle pecypcol
1. Elibrary (H2B) htpp://elibrary.ru
2. OBC «IOpaiit» www.biblio-online.ru
3. OBC «Jlanb» e.lanbook.com
4, ObC «Koncynbrantl Imrocy»

3 ﬂonozmumenbnbte UCMIOYHUKU

1. I'pozosa O. C. Jlenompon3BoACTBO : yaeOHOE MOCOOHEe IS CPpeTHEro MPO(HeCcCHOHATTLHOTO
obpazoBanus / O. C. I'po3zoBa. — M.: FOpaiir, 2019. — 126 c¢. — (IIpodeccuonanbuoe
obpazosanue) // DBC IOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438791
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