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Pabouas mnporpamma yuebmo#t mucrmmmmabl OIL14. «JloKyMeHTalMOHHOE OOecreyeHue
YIpaBleHHs» pa3paboTaHa B COOTBETCTBUH C Pa3bsiCHEHHSAMH 10 (OPMHUPOBAHUIO IIPHUMEPHBIX
IIPOrpamMM HAYaIbHOTO IPOPECCHOHATFHOTO U CPEIHEr0 IPO(ECCHOHATLHOr0 00pa30BaHys Ha OCHOBE
@enepanbHBIX I'OCYIapCTBEHHBIX 00pasoBaTelbHbix cranaapros HITIO u  CIIO, yTBEp:KIeHHBIMH
JleriapTaMeHTOM rocynapcTBEHHOM IONMTHKA X HOPMATHBHO - TIPABOBOTO PETYJIHpPOBaHMS B chepe
obpasopanus Munobprayxu PO ot 27 asrycra 2009 rozma, ¢ yderom TpeGopanuii DeaepanbHOTo
rOCYIapCTBEHHOTO 00Pa30BATENIBHOTO CTAHIapTa CPEIHEro POhecCHOHaIBHOr0 06pa3oBanus (nanee
— CIIO), yrBeprxnenHoro npukasoM oT 12 mast 2014 r. Ne 508, 1ist OCBOEHHSI TPOTPAMMBI IOATOTOBKH
CICLHAIACTOB CpenHero 3seHa 1o crnennansHoctr 40.02.01 IlpaBo u opraHu3anus COMHAIBLHOrO
obecniedenusi, peamu3yemMoit koutekeM @uinana (enepalbHOro rocyIapcTBEHHOTO OOIKETHOTO
00pa3oBaTeIbHOTO  yUPEXICHHS BBICIIEr0 00pa3oBaHus «BIagWBOCTOKCKHI TOCYIapCTBEHHBI
YHHBEPCUTET SKOHOMHUKH U cepBrcay B T. Apreme (nanee @umman ®I'EOY BO «BI'YDC» B 1. Apreme).
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L.ITACIIOPT PABOYEN TPOT' PAMMBIYUYEBHOM U CIHUILINHBI
«1TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»
1.1. Ob6saacTh NPpUMEHEHHUS TPOrPAMMBI

PaGouass mporpamma yueOHOW aucHUIUIUHBI «/loKyMeHTanpbHOE oOOecIieueHne YIpaBICHUS
BBoguTcst B coorBerctBuu ¢ PI'OC CIIO B kawyectBe o00s3arenbHONM oO0mIenpodeccuoHaATbHON
JMCIUTUIAHBI PO(HECCHOHALHOTO YYEOHOTO IMKJIA MTPOrPaMMbl TIOJTOTOBKH CIICIIHAMCTOB CPEIHETO
3BeHa (nmanee — IIIICC3) no cneumansHocTH 40.02.01 IlpaBo u opraHu3anus COLUAJIBLHOTO
o0ecrnieueHusl.

PaGouast yueOHas mporpamma JHCHUILIMHBI MOXKET OBITh HCIIOJIb30BaHA B JIOMOJHUTEIBHOM
npoeCCHOHATLHOM 00pa30BaHHUH MIPU OPTaHU3AIMH KYPCOBOH MOATOTOBKHU TOBBIIICHHS KBATU(DUKAIHH
KaJApoB WJIM HUX HNCPCIIOATOTOBKH, a4 TAKKC IO BCCM HAIIPABJICHUAM HpO(i)eCCI/IOHaJIBHOI\/'I IIOATOTOBKH
KaJ[pOB.

1.2. MecTo AMCHUILIMHBI B CTPYKTYPe NPOrpaMMbl NOATOTOBKHU CIIENMAJIHMCTOB CPeIHEro
3BEHA:
VY4yebHas TUCUMITIIMHA BXOJUT B KaueCTBE 00s13aTesIbHON 0011enpodeccHoHaNbHOM TUCIMIUINHBI
B npodeccuonanbubiii yuebnsrii muka IIICC3 mo cnemmansHocTH 40.02.01 IlpaBo m opraHu3anms
COLIMAJIBHOTO 00ecieueHHs.

1.3. Hean 1 3a1a4u JUCHHUILINHBI — TPEOOBAHMS K pe3yJIbTaTaM OCBOEHHUS THCIHIIINHBI:
Pabouasi nporpaMMa opMeHTHPOBAHA HA JOCTHUKEHUE CIETYIOIMX IeJIeid:

e JajibHeiilliee pa3BUTHE U COBEPUIEHCTBOBAHHME HABHIKOB COCTaBJICHHS U O(POPMIICHHUS
JOKYMEHTOB C HUCITOJIb30BaHUEM WH(OPMAIMOHHBIX TEXHOJIOTHIA;

e OBJajJeHHe 3HAHMAMH O padoTe C BXONAIIMMHU, HCXOASIMIMMU U BHYTPEHHUMHU
JTOKYMEHTaMU;

® NpHMEHEeHMe NOJYYCHHBIX 3HAaHUW U YMEHUH IO TEOPETHUYECKUM TIOJIOKEHUSM,
TEXHOJIOTHSIM, OTIEpallUsIM, MPAKTHUYECKUM METO/IaM U MpUueMaM sl OpraHu3aIuu
JOKYMEHTO000pOTa Ha MPEANPUITUSIX, B YIPEKICHUSIX.

3agaum IMCHMUIIMHBI - U3Y4YeHHUe:

® COBPEMEHHOT'0 COCTOSIHUS JIOKYMEHTAIIMOHHOTO 00ECTICUeHHS YIIPABIICHNUS,

® TMPaBWILHOW OpraHU3alUh PadOTHl C JIOKYMEHTaMH, OT KOTOPOW 3aBUCUT 3(P(HEKTUBHOCTH
NeSATEILHOCTH anrmapara ypaBJIeHHS;

® HOBBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH.

B pe3yabTare 0cBOeHUSI TUCHMILINHBI 00y4aIOIIMIACH T0JKEH YMETh:

e 0hOpMIIATh  OPraHU3aAMOHHO-PACTIOPSAIUTENbHBIE  JTOKYMEHTHI B COOTBETCTBHUU  C
neuctytomuM ['OCTowm;

® OCYIIECTBISATH 00paOOTKY BXOJSIINX, BHYTPEHHUX M MCXOMAIINX JTOKYMEHTOB, KOHTPOJIb 32
WX UCTIOJIHEHUEM;

e 0hOpPMISITH TOKYMEHTHI JIJIS TIepeadu B ApXUB OpraHu3aIliH.

B pe3ysabTare ocBOeHUSI JUCHUILINHBI 00y4YalOLIHiics 10/I2KeH 3HATh:
- TIOHSATHE JJOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI TOKYMEHTUPOBAHUS;
- MpaBWJIa COCTaBIEHUS U 0(OPMIICHHS OPraHU3alMOHHO-PacTIOPSIAUTENbHBIX T0KyMeHTOB (OP/]);
- CHCTEMY U THUIIOBYIO TEXHOJIOTHIO IOKYMEHTAallMOHHOT0 obecnieuenus ynpasiuenus (J0Y);
- OCOOCHHOCTH  JENIONPOM3BOACTBA IO OOpalleHUusIM TpaxJaH U  KOH(QUICHIHAIHLHOTO
JEJIONPOU3BOCTBA
VYueOubiii kypc «JloKyMeHTalMoHHOE OOecreYeHHe YIPaBJICHUS» MO3BOJISIET MOJIYYHUTh 3HAHUS IO
OCHOBHBIM TEOPETUYECKUM IOJIOXKEHHSIM, TEXHOJOTHUAM, OIEpalusaM, NPaKTUUYECKUM METoJaM U
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npreMaM OpTaHU3alK JTOKyMEHTOO00OpoTa Ha 0a3e COBPEMEHHBIX JOCTHIKCHHH OTCUECTBEHHBIX U
3apyO0eKHBIX YICHBIX

TpeGoBanus K pe3yibTaTaM O0CBOEHHS IMCUMILIUHBI:
[Ipouecc wW3y4yeHHs] DUCHUIUIMHBI HampaBlieH Ha (GOpMUPOBaHHE OOMUX U NPOdeCcCHOHATBHBIX
KOMIICTCHITUH, BKIIFOYAIOIIUX B Ce0S CIIOCOOHOCTD:

OK1. [TonuMarh CyIIHOCTh U COIMATIBHYI) 3HAYMMOCTh OyayIIed mpodeccuu, MpOsBIATh K
HEW yCTOWYMBBINA MHTEPEC.

OK2. Opranu3oBbIBaTh COOCTBEHHYIO €ATEIHHOCTD, ONMPEAEISATh METObI U CIIOCOOBI peIIeHUS
npodeccHoHANBHBIX 33/1a4, OLIEHUBATh WX 3 (HEKTHBHOCTH U KA4€CTBO.

OK3. Pemarp mnpoOnembl, OLIEHMBATh PUCKHM U TNPUHUMATh DPEIIEHUS B HECTaHJAPTHBIX
CUTYAILUSIX

OK4. Ocy1miecTBasTh MOWCK, aHAIM3 W OIEHKY HH(POpMalui, HEOOXOIUMOH ISl TOCTAHOBKHU U
penieHus mpodecCHOHANBHBIX 3371a4, TPO(ECCUOHATBFHOTO U JIMYHOTO PA3BUTHUS.

OKS5. Ucnonb3oBath nH(OpMaMOHHO- KOMMYHUKATUBHbBIC TEXHOJIOTUH JUIst
COBEPILIEHCTBOBAHUS MTPO(PECCHOHATILHOMN JAEATEIHHOCTH

OKS8. CamocTosATenbHO OMpeneisITh 3aJa4d MPOPECCUOHANBHOIO U JIMYHOCTHOTO Pa3BUTHI,
3aHUMAaThCs CaMO0Opa30BaHUEM, OCO3HAHHO IIJIAHUPOBATH MOBBIIIEHNE KBUTU(PUKALINH.

OK9. OpueHTupoBaThCs B YCIOBUSIX MOCTOSHHOTO U3MEHEHUS MTPABOBOM 0a3bl.

[TK1.1.OcymectBisaTh npodeccnoHalbHOe TOJKOBAHWE HOPMATHUBHBIX MPABOBBIX aKTOB JUIS
peanu3anuu rnpaB rpakaaH B chepe NEHCHOHHOTO 00eCIIeYeHUsT COITUAIBHOM 3aIHTHI.

[1K1.2. OcymectBiuaTe npuéM TpakgaH IO BONpOcaM IEHCHOHHOTO OOECTeueHus: Hu
COLMAJIbHOM 3aLUTHI.

[1K1.3.PaccmaTpuBaTth MakeT AOKYMEHTOB II0 BOIPOCaM II€HCHOHHOTO OOecleueHusl Hu
COLMAJILHOW 3aIIUTHI ISl HA3HAYCHHSI TICHCHM, TTOCOOWA, KOMITCHCAITUH, IPYTUX BBIILIAT, a TAKKE MEp
COLIMAJIBHOW MOAIEPKKH OTACIIbHBIM KaTerOpHAM I'paxaH, HYyKJAOIUMCS B COUUAIbHOM 3allUTe.

[1K1.4. OcymiecTBnsiTh ycTaHOBIICHHE( Ha3HA4YCHHE, Mepepacuér, MEpeBOj), MHACKCALUIO U
KOPPEKTUPOBKY TEHCUH, Ha3Hau€HUE TIOCOOWH, KOMIIEHCAIMH ¥ JPYTMX COLMATbHBIX BBITUIAT,
HCIIONB3Ys MH(OPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

[1IK1.6. KoHcynbTHpoBaTh rpaxkJaH M MPEICTABUTENEH IOPUIMYECKHX JUI[ IO BOIPOCaM
MMEHCUOHHOTO 00€CTICUEHUS U COIUATBLHOM 3aIUTHI.

[1K3.3.CocTaBnsTh 3asBIEHUS, 3alpoChl, MPOEKTOB OTBETOB Ha HHUX, NpoliecCyalbHbIE
JIOKYMEHTBI C UCIIOJIb30BaHUEM MH(POPMAIIMOHHBIX CIIPABOYHO-TIPABOBBIX CUCTEM.

[1K3.4. ®opmupoBaTh C HCIONB30BAaHHEM HH(POPMAIIMOHHBIX COLUATBHO-TIPABOBBIX CHUCTEM
MakKeT JOKYMEHTOB, HEOOXOIUMBIX, JUIsl IPUHATHS PEIICHHUS TPABOMOYHBIM OpPTaHOM, JIOJKHOCTHBIM
JULIOM.

[1K4.1.I1nanupoBaTh paboTy MO COLMANIBHOM 3allUTE HACEIEHMS, OTIPEAEIATh €€ CoJepiKaHue,
(OpPMBI U METOTBI.

1.4. Ilpn u3y4eHun TUCHUILIHHBI PACCMATPUBAIOTCH:
OcHOBHBIE IOHATHS B J€JIONPOU3BOCTBE.
OcHOBHBIE TIOJIOKEHUS 10 JOKYMEHTHUPOBAHUIO YIIPABICHUECKOHN N€ATEIbHOCTH.
e EnuHCTBO IpaBWil JOKYMEHTHUPOBAHUS YIIPaBIEHUECKUX JIOKYMEHTOB.
Buas! 10KyMeHTOB, UX Kiaccu(uKaus.
e [lpaBuia opopmieHus yrpaBlIeHIECKUX JOKYMEHTOB.
e OpraHu3alliOHHBIE JOKYMEHTBI:
- PaCHOpﬂHHTeHBHBIe JOKYMCHTBI,
- UndopmanimoHHO- cripaBOYHbIE JJOKYMEHTHI.
e Cuyx0a 10KyMEHTaIllMOHHOTO obecrieueHus ynpasienus. [Tousarue nrokymeHToo00pora.
e [lpaBuna peructpauum W UHACKCUPOBAHUSA JTOKYMEHTOB. Opranuzanus KOHTPOJIA
UCIOJIHEHUS TOKyMeHTOB. CrucreMaTH3alus U XpaHeHue Jell.



JIOKyMEHTUPOBAHUE TPYAOBBIX IIPABOOTHOLICHUH.

Jlenonpoun3BoACTBO 10 oOpameHusM rpaxaad. KoHpuaeHaapHoe 1e10npon3BOJICTBO.
ABTOMaTH3UpOBaHHAs  CUCTeMa  MH(MOPMALMOHHOTO  OOECHeYeHUs  yIpaBlCHUs
JCJIONPOU3BOICTBA.

KoMIproTepHOE A€10IpON3BOICTBO.

1.5. PeKOMeH}IyeMOC KOJIMIECTBO YaCOB HA 0CBOCHME NIPOrpaMMbl TUCHUIIJIMHBI:

MaKCUMaJIbHOU y4eOHOW Harpy3ku oOyuatomierocs -54 gaca, B TOM YHCIIE:
00s13aTeIbHON ayJUTOPHON yueOHOW HArpy3ku o0ydaroierocs - 36 4acos;
TeopeTndyeckoe ooyuenue — 24 yaca,

npakTUIeckoe ooydeHue — 12 gacos;

CaMOCTOSITENTLHOM paboThl 0Oy4aromerocs - 18 yacos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM TV CHUILIMHBI

2.1. O0beM y4eOHOM TMCHUILUIMHBI U BU/bI Y4eOHO# padoThI

Pabowas mporpamMma AMCHMIUIMHBI TOCTPOCHA MO MOIYJIbHO-OM0YHOMY mpuHuMnNy. Ilox
MOJIyJIeM [OHUMAeTcs YKPYIHEHHas JOTHMKO-TIOHSATUIHAS TeMa, XapaKTepU3yIoascs OOIIHOCTHIO
UCIIOJIb3YEMOTO MOHATUHHO-TEPMUHOJIOTMYECKOr0 amnmnapara. Kaxaslii MOJysb COCTOMT M3 OJHOIO WIH
HECKOJIbkuX O5okoB. B Tabmune 1 ykasan oObeM BpeMEHH, 3alUIAaHUPOBAHHBIN Ha peaTU3alliio0 BCEX
BUJIOB y4eOHOW pabOTHI.

Tabmuna 1 - O6beM BpeMeHH, 3aIIaHUPOBAHHBIN HA PEean3alnio BCeX BUAOB y4eOHOU paboThI

Bun yueOHo# padoThI Oo0bem
4acoB
MaxkcumasbHasi yueOHasi Harpy3ka (Bcero) 54
O0s13aTes1bHAs ayIMTOPHAsA yueOHAs Harpy3Ka (Bcero) 36
B TOM YHCIIE:
71a0b0paTOPHBIC 3aHATHS 0
MIPAKTUYECKHUE 3aHITHSI 12
KOHTPOJbHBIE paOOTHI 0
BHeayauTopHasi caMocTOsITe/IbHAsA pa6oTa o0yyaouierocs (Bcero) 18
B TOM YHCIIE:
ucclieIoBaTenbcKas padboTa 2
pabota ¢ nHGOPMAIMOHHBIMU UCTOYHUKAMU 2
pedepaTuBHas paboTta 4
pacuetHo-rpaduueckas padbora 0
TBOPYECKUE 3aJJaHUs 2
MOJIFOTOBKA MPE3EHTAIIMOHHBIX MaTepHAJIOB 4
COCTaBJICHHE TaOJIHUI] U CXEM 4
COCTaBJIEHHE OTMIOPHBIX KOHCIIEKTOB, TE3UCOB 0
IIposepka 3nanuil ocywecmensiemcs ¢ npumeHenuem peumuneoeou mexronozuu. Ilpomescymounas
ammecmayus npoBOOUMCs 8 4emeEPMom cemecmpe 8 ghopme oughghepenyuposanno2o 3auéma
(KoMnblomepHoe mecmuposaHie).

2.2. TemaTn4yecKuil IUVIaH N0 JMCUMILINHE B pa3pe3e MoOayJiei

HaunmenoBanue m w o KonnyecTBo ayAMTOPHBIX 4acOB
N 7 &
MOyJIEH U TEM = Q| & =& B TOM YHUCIIE:
2w S F| &3
s 2= o H
§ T & < = Z\/C-)\ o) ()
29 gl §o¢g Bceero = S
57 58| » S = E8¢g JITI3,
2 >z I 3 2
§ > 2 L§ § S é CEMHUHApPBHI
°l A g = 5
Monayas 1. Beenenue 12 2 10 8 2
Tema 1.1. OcHOBHBIE TTIOHATHS B 1 - 1 1 -
JIEJIONPOU3BOJICTBE
Tema 1.2. OcHOBHBIE MOJIOKEHUS IO 1 - 1 1 -
JIOKYMEHTUPOBAHUIO YIPABJICHUECKOU
eI TeIIbHOCTH
Tema 1.3.EnuHcTBO npaBUiI 2 - 2 2 -
JIOKYMEHTHUPOBAHUS yIIPABICHYECKUX
JIOKYMEHTOB




Tema 1.4. Buasl 10KyMEHTOB, UX 2 - 2 2 -
Kyaccuukanms

Tema 1. 5. IIpaBuna odopmieHus 6 2 4 2 2
YIPaBJICHYECKHUX JIOKYMEHTOB

Mopnyas 2. IoKkyMeHTHpPOBaHUe 14 4 10 6 4
OpraHU3aNMOHHO-PACIOPSANTEIbHOI

AeATeTbHOCTH

Tewma 2.1.0pranu3aninoHHbIC JOKYMEHTBI 2 - 2 2

Tema 2.2. PacnopsauTenbHble JOKYMEHTBI 6 2 4 2 2
Tewma 2.3. MHbOpMAIIMOHHO-CITPABOYHBIC 6 2 4 2 2
JIOKYMEHTBI

Mopayas 3.0pranusanusi pa6éoTsl ¢ 18 6 12 8 4
AOKYMEHTAMHU

Tewma 3.1. Cnyx06a JOKyMEHTAITMOHHOTO 4 2 2 2 -
oOecnieuenus ynpasieHus. [lonsrue

JIOKYMEHT0000pOTa

Tewma 3.2. [IpaBuiia perucTpanuu u 8 4 4 2 2

WHJIEKCUPOBAHUS IOKYMEHTOB.
Opranuzanus KOHTPOJIS UCTIOJTHEHUS
nokymeHToB. CrucreMarusanus u
XpaHeHue JIe7.

Tema 3.3. JlokyMEeHTHpOBaHHE TPYIOBBIX 4 - 4 2 2
IPaBOOTHOIICHUI
Tewma 3.4.Jlenonpou3BOACTBO 1O 2 - 2 2 -

oOpalleHusIM Tpak/iaH.
KonduneHnmaapHOe 1I0IPOU3BOJICTBO

Monayab 4. ABTOMaTH3HMPOBaHHAS 10 6 2 2 -
cucreMa HHGOPMAIMOHHOTO
o0ecreyeHust ynpaBJaeHHUSA U
aenonpousBoacTsa. Komnsiorepnoe
JeJ10TPOU3BOACTBO.

Tewma 4.1. ABromMaTu3upoBaHHas CUCTEMA 7 6 1 1 -
MH(GOPMAIIMOHHOTO 00eceueHUs
YIIPaBICHUS U AETONPOU3BOJICTBA.

Tema 4.2. KomnsroTrepHoe 1 - 1 1 -

JeTIOTIPOU3BOICTBO

O0o01maonuii ypok no Kypcy 2 2 2

HToro mo pucuuninue: 54 18 36 24 12

2.3. TemaTnuyeckuii IVIaH U cOAepKaHUe y4eOHOH TUCHHUILVINHBI «/lOKyMeHTallHOHHOE
ol0ecrnieyeHue ynpasJieHHs»
Jlis  XapakTepUCTUKU YpPOBHS OCBOEHHS Y4eOHOro MaTepuaja HCIOJB3YIOTCS — CIeIyrolue
0003HAYEHHUS:
1. — o3HaKOMUTENBHBIN (y3HABaHUE paHEe U3YUYEHHBIX OOBEKTOB, CBOWCTB);
2. — peNpOAYKTUBHBIN (BBITIOJHEHHE ICATEIIEHOCTH 110 00pa3Iily, HHCTPYKIIUH FITH TTO0/T PYKOBOZICTBOM)
3. — MPOAYKTUBHBIA (TJIAHUPOBAHHWE M CAMOCTOSTEIbHOE BBIOJHEHHE MAEATENbHOCTH, pEIICHUE
poOJIEMHBIX 3a/1a4)

HanmenoBanmne Coneprkanne yaeOHOTO MaTtepuana, jadboparopasie | O0BEM | YpoBeHb
pa3aenoB, MOAyJeH U TIpaKTHYECKUe padoTHI, 9acoB | OCBOCHHUS
U TEM CaMOCTOSITeNIbHAsI paboTa 00yJaromuxcs




1 | 2 4
Paznen 1.IloHsiTHE 0 JOKYMEHTE, KOPPECTIOHAEHIIMU U /1eJIONPOU3BOACTBE.
Hocurean nngopmanun. CucreMbl JOKYMEHTAIIUH
Mooyns 1 BBenenue
Conep:xanue yueOHOro MaTepuaJia 1
Tema 1.1. OcHOBHBIE Ipeamer - 3a12un Kypca
HOHATHS B «JloKyMEHTaIMOHHOE OOECIICYCHUE YIIPABICHUS.
ACIONPOU3BOACTBE Kpyr  BOHmpOCOB,  OXBarbiBa€MbIX  JaHHBIM 2
MPEIMETOM H €T0 CBSI3U C JIPYTHMH JTUCIUTUTHHAMU
yueOHoro 1miaHa. Kparkwii 0030p nuteparypsl u
HUCTOYHUKOB 110 JAHHOMY KYpCY.
Pexomennarmu o OpraHu3aIH
TEOPETUYECKUX U MPAKTUYCCKUX 3aHITHIA, a TAKKe
CaMOCTOSITEILHOCTH ~ BHEAYJAMTOPHOW  pabOThI
CTYJICHTOB.
Coaep:xxanue yueOHOro MaTepuaJia
Tema 1.2. OcHOBHBIE KiroueBkie 1
HOJIOKECHUA 110 HOHSTHS: JOKYMEHT, JOKyMEHTO000POT, IEJIONPOH3B
AOKYMCHTHPOBAHHIO OJICTBO, YHU (DU KAIIMSL, CTaH1ap TU(DUKALIASL. 2
YHPABJICHICCKOU TpeGoBanus k foKymMenTaM. OopmyIisip
ACATCILHOCTH nokymenra. Hocurenu uHpOpMaImu: pyKonucHBIE,
MAIIIUHOIIMCHBIC, MATHUTHBIC JICHTBI, IIEP(OJICHTHI,
JucKeThl. VX KpaTkasi XapaKTepuCTHKA.
Tema 1.3. Coaep:xxanue yueOHOro MaTepuaJia
Kpatkwuit 0630p ['ocynapcTBeHHON CHCTEMBI
EnuncTBO mpaBui P p yAap
JOKYMEHTAITMOHHOTO 00ECIICYCHHUS yIIPABIICHUS 1
JTOKYMEHTUPOBAHHSI
I'CHAOY u yHupuuupoBaHHBIX CUCTEM
YIPaBIEHICCKUX
nokymenTaruu (YC). 2
JIOKYMEHTOB
Kareropuu crangapToB: rocyaapCTBEHHBIC,
pecmyOnMKaHcKue, oTpacieBble. MIx kpaTkas
XapaKTePUCTHUKA.
sKaHHe y4eOHOro MaTepuaja 1
Tema 1.4. Buasl Conep e yzebnoro p
Buier TOKyMEHTOB: TI0 OOIITUM H
JOKYMEHTOB, HX
aIMHUHHCTPATUBHBIM BOIPOCAM, 1O PYHKIIHSIM 2
KIaccupuKanus
yIIpaBIICHUSI.
Knaccudukanus 10KyMeHTOB:
[To HaMMEHOBAHUIO, TI0 MECTY COCTaBJICHHSI,
M0 CO/IEP KaHUIO, 10 POopMeE, IO CPOKaM
WCTIOJTHEHUS, T10 TIPOUCXOXKICHUIO, TI0 BUTY
o(opMIIeHHUIO, TTO cpeAcTBaM (pukcanuu. Mx
KpaTKui 0030p.
JKaHue y4eOHOro Marepuasa
Tewma 1.5. IlpaBuna Conep e yebnoro P
[ToHsITHE «PEKBU3UTHI JOKYMEHTA.
oopMIIeHUS
OdopmieHne peKBU3UTOB JOKYMEHTOB. 3HAUCHUE 1
yIPaBICHUYECKUX -
PEKBH3HUTOB, 3aBUCUMOCTH FOPUIAMYCCKOMN CHITBI
JTOKYMEHTOB
JIOKYMEHTOB OT TIOJTHOTHI M KQUeCTBa MX 2
odopmiienus. Kparkuit 0030p cTaHIapTHBIX
0JIaHKOB, UCTIOJB3YEMBIX B OPTaHU3AIHSIX
(yupexnenusx). TpeboBanus k 6mankam. [lopsaok
U TEXHUKA 0()OPMIICHHS PEKBU3UTOB JOKYMEHTOB.
Ilpakmuueckasn paooma Nel 2,3
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BHeayauTopHasi caMmocTosiTe/ibHAasA padoTa
crynenTa Nel

Paszgen 2

Monyasb 2 /lokymenmuposanue opzanu3auuoHHo-pacnopaoumeibHol

oesmenvHoCmu

6/6

Tema 2.1

OpranuzanuoHHbIC
JTOKYMEHTBI

Conep:kanue y4eOHOT0 MaTepuaJia
Opranu3alioHHbIE IOKYMEHTHI:

Ycras. [Tonoxenus. Mucrpykiuu. Kpatkuii 0630p

OCHOBHBIX OpTaHU3AIMOHHBIX IOKYMEHTOB

HOPEINPUATHI :MOJIOXKEHHE O CTPYKTYPHOM

10JIpa3/ieJIEHNH, IITATHOE paclucaHue,

JOJIKHOCTHASI MHCTPYKIIUS. XapaKTepUCTHKa,

COJIepKaHUE PEKBU3UTOB U CTPYKTYPbI YKa3aHHBIX

nokyMmeHToB. [Ipouenypa cocraBieHus u

0 OpMIICHHS OpTraHU3AIMOHHBIX JJOKYMEHTOB.

Tema 2.2

PacnopsiaurensHbie
JOKYMEHTBI

Coaep:xanue yueOHOro MaTepuaJia
PaCHOPSIIH/ITeJII)HBIe JOKYMCHTHEI:
MIOCTAHOBJICHHUSI, PACTIOPSDKEHUS, PELICHHS,

npukasbl. Ux HazHadenue. Kparkwuii 0630p
OCHOBHBIX PacToOpsIAUTEIbHBIX TOKYMEHTOB, HX
coJiepKaHue, peKBU3HUTHI.

[Tpouenypa coctaBieHus u 0pOpMICHUS
pactopAAUTCIbHBIX TOKYMCHTOB.

[Tporoxon (coOpanus, 3aceanus, KOJIETHH
u 1.11.). Ero Haznauenue conepxxanue, popma,
TUIIOBAs CTPYKTYpa, peKBU3UTHL. [Iporenypa
COCTaBJICHUS] U OYOPMIICHHS TPOTOKOJIOB.

Ilpakmuueckoe 3ansamue Ne2

2,3

BueaynuTopHas camocTosiTe/IbHasA padoTa
cryaeHTa Ne2

Tema 2.3.
WNudopmannonHo-
CTIPaBOYHBIE JIOKYMEHTBI

Conep:xanue yueOHOro MaTepuaJia
HNHpopMalinoHHO- CLIPaBOYHBIE TOKYMEHTHI:
CIIPABKH, JIOKJIa/IHbIE 3alIMCKH, 0ObSICHUTEIbHbBIE
3aMKCKH, aKThl, CTy>KEOHbBIE MIChMa, TEIETPAMMBI,
COIPOBOJUTENIbHBIE MUChMA, TUChbMa-
MpUriameHus, THPOpMaIMOHHBIE TMCHMA,
rapaHTUHHOE MUCbMO, TMChMa-OTBEThI, PEKIAMHbIE
MUchMa H T.1.

KpaTkuit 0030p X Ha3HAUYEHUS COJIepIKaHNE
U GOPMBI, PEKBU3HUTOB.

[Iponienypa cocraBienust u 0HOPMIICHHS
WH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

Ilpakmuueckoe 3anamue Ne3

2,3

BHeayauTopHas camocTosITe/IbHAsA padoTa
cryaenTa Ne3

Pasznen 3 Mooyas 30pranusanus padboTsl ¢ JOKYMEHTAMHU

8/4

Tema 3.1 Cryx6a
JOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrnpaBiIeHUs
[TonsTne

CopaepxxaHue y4yeOHOro MaTepuasa

CHOY, ee cTtpykTypa, GYHKIIUH, TOTKHOCTHOM
cocras. [Tonsitue nokymeHToo00poOTAa.

[Topsimox 06pabOTKK MOCTYNAIOIINX IOKYMEHTOB.
[Topsinok 06pabOTKN OTHPABIISIEMBIX JOKYMEHTOB.
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JTOKYMEHTO000poTa

IIepenavya TOKYMEHTOB BHYTPHU OPTaHU3aLAH.
Nudopmanmonno-nouckoas cuctema (UI1C) mst
paboTHhI C TOKYMEHTaAMH OpraHU3alllu.

BHueayauropHasi camocTosiTeJibHAasi padoTa
cryaenta Ne4d

Tewma 3.2 IlpaBuna
perucTpanu u
MH/IEKCUPOBaHUS
JTOKYMEHTOB.
Opranu3zanus KOHTpOJIs
UCIIOJTHEHUS
JTOKYMEHTOB.
Cucrtemaru3zanus u
XpaHEeHHE JIe.

Conep:kanue y4eOHOT0 MaTepuaJia

Llenu perucrpanuu 10KyMeHTOB. [Iporecc
pPErucTpaluu JOKYMEHTOB.

@DOpMBI pETUCTPALNH: KYPHATIbHASL, KAPTOUHAS
aBTOMATHU3UPOBAHHAS, SJICKTPOHHAS; UX KpaTKas
xapakrepucTtrka. O0umii 0630p opranuzanuu
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB Ha
npeanpusTusax. Kpatkuit 0030p ciryx6 u
OTBETCTBEHHBIX PAOOTHHKOB B COCTAaBE YIIPABJICHUS
JieNlaMH, KaHIEJpHH, O0ILEero OT/Aesa, CeKpeTaps
,JIOIpa3/ieJICHH, OCYIIECTBISAIOMUX PaboTy Mo
KOHTPOJIIO 32 UCIIOJIHEHUEM PELICHUM.
[TocTaHoBKa JOKYMEHTa Ha
KOHTPOJIb.(pacrnopsikeHue nmpaBuTenscTBa PO ot
24.05.92 Nel1118-p) o cpokax UCIOJIHEHUS
JOKYMEHTOB, UX HCUHCIICHHIO, TIOPSI/IKE
OpraHU3aIi KOHTPOJIS ,M3MEHEHHS CPOKOB U T.J.
[Topsi10K CHATHS C KOHTPOJISI JOKYMEHTOB.
Cucrematu3zanus u xpanenue aein. [lonarue
HOMEHKJIATYPHI JIell.

[IpaBuiia cocTaBneHus: ¥ MPUMEHEHUS
HOMEHKJIATYpHI Ae7l. TpeGoBaHus K 3aroJIOBKaM
nen. @opmupoBanue nei. CucremMarusanus
JIOKYMEHTOB BHYTpH Jiena. OdopmieHus aen.
Cucremaru3zanus JOKyMEHTOB BHYTpH Jieja.
Odopmnenue nen. TunoBsie CPOKU XpaHEHHUS JIET.
Jlena MoCTOSTHHBIX U BPEMEHHBIX CPOKOB XPaHEHHUS.
TpebGoBanust K 0POPMIICHHUIO JIJIsI TOCTOSTHHOTO
XpaHeHMs. DKCIEePTHBIE IIEHHOCTU TOKYMEHTOB.
DopMHpOBaHUS JIeNa, YHUYTOKEHHE JIell.

Ilpakmuueckoe 3anamue No4

N

2,3

BueayauTopHas camocTosTe/IbHAA padoTa
cryaenTa NeS

Tema 3.3
JIoKyMeHTHUpOBaHUE
TPYAOBBIX
MIPaBOOTHOIICHHA.

Conep:xanue yueOHOro MaTepuaJia
JIoKyMeHTUpOBaHNE TPYAOBBIX TPABOOTHOILIEHUIA.
dopMHpOBaHKE U BEJICHNE JIUYHBIX J1eil. Benenue
TPYAOBBIX KHIKEK PAOOTHUKOB.

[EEN

Ilpakmuueckoe 3anamue Ne 5

2,3

Tewma 3.4
Jlenonpon3BoICTBO MO
oOpaleHusIM TpakiaH.
KondunennuansHoe
JEJIONPOU3BOCTBO.

Copepxxanue yueOHOro MaTepuasa
Opraau3zanusi paboTsl ¢ OOpalIeHUSIMHA
rpaxnal. Knaccudukanus obparmienuii rpaxmiaH.
JInunblii ipuemM rpaxaad. JJokyMeHTUpOBaHUE
paboThI ¢ OOpAICHUSIMH TPAXKAAH.
KonduaenmnuanbHOe 1eT0TTPOU3BOICTBO.
OcobeHHOCTH paboThI C TOKYMEHTAMH,
COJIEpKalIIMH PEKBU3UT «TpU( OrpaHUYEHUS
JIOCTYyTA K IOKYMEHTY» IPUMEPHBIN N1epeueHb
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CBEJICHUH, COCTABIISIIOIINX KOMMEPYECKYIO
TaKTHUKY 0053aTEIbCTB O HEpa3TalleHun
KOMMEPYECKOU TANHBI.

Paznen 4.Mooyns 4

ABTOMaTU3MPOBAHHAS
cucrema
MH(POPMAITMOHHOTO
obecrnieueHus 2
yIpaBlIeHUs U
JIeNIONPOU3BOCTBA.
Komneroreproe
JeJIONPOU3BOCTBO.
Tema 4.1 Coneprxanue y4eOHOro MaTepuasa
' ABTOMaTH3UPOBAaHHAs CUCTEMA HH()OPMALIMOHHO -
ABTOMaTH3UPOBAHHAS
CHCTEMA JOKYMEHTAIMOHHOE 00ECTIeYeHHUsI YIIPaBIICHUS, €€ 1
coctaB. MexaHu3anus ynpaBlIeHYeCKOro TpyAa. 1
UH(OPMALIMOHHOTO
PanmonaneHas opranmu3aius pabouux MecT. 2
oOecrieueHus N
KpaTkuit 0030p COBpeMEHHBIX CPE/ICTB
yIpaBJICHUS U
OPTTEXHUKH IS TIepeiadul v epepadoTKu
JETOTIPOU3BO/ICTBA.
nHpopmanuu.
BHeaynuTopHasi caMmocTosiTeIbHAsA padoTa 6 3
cryaeHTa Ne6
JKaHHe Y4eOHOro MaTepu
Tema 4.2 Coaep:xxanue yueOHOro MaTepuaJia
[ToaroroBka k paboTe ¢ JOKyMEHTaMHU.
KomnbrorepHoe A P JIOKY 1
Coznanue u BeeHre 0a3 TaHHbBIX. 3aluTa
JeTOTIPOU3BOICTBO J 1 2
uH(popmManuu. Bzaumopeiicteue mporpamMmm
Microsoft Office
O006maromuii ypok no 2 3
Kypcy
Hroro: Teopernuecknii MaTepua 24 1,2
Hroro: IIpakTH4eckoe 3aHsATHE 12 2,3
Hroro: BHeayauTopHas camocTosiTeJIbHAsA padoTa 18 3
CTY/IeHTa
Bcero: 54

2.4. TemaTuka MNPaAKTHYE€CKHUX 3aHﬂTI/Iﬁ, TPEHUHI0B, N€JTOBBIX H POJIEBBIX UI'P

[IpakTUKyMBbl, TPEHHUHTH, JAETIOBBIE W POJEBBIE HUIPHI SABISIOTCS (HOPMON WHAMBUAYAIbHO-
IPYNIOBOTO M TNPAaKTUKO-OPUEHTHUPOBAHHOTO OOYYEHHsS Ha OCHOBE pEAlbHBIX WM MOJENIbHBIX
CUTYyalluii TPUMEHHUTENBHO K BHIY H MPOQUII0 MPOoPecCHOHANTBHON AEITeTbHOCTH 00ydYaroIerocs.
3anaTus IMPOBOJATCA B JUAJIOTOBOM PEKUME, OCHOBHBIMU Cy6T)eKTaMI/I KOTOPBIX ABJAKOTCA CTYACHTEI.
[IpakTUKyMBbl, TPEHUHTH, JEJIOBbIE M POJEBbIE UIPbl HmpoBonarcs mo 2,34 moxynsM. Temaruka
o0y4Jaronuxcs 3aHATUA TIPEICTaBICHA B Ta0IHIE 4.

Tabmuia 4- TemaTnka NPakKTUKYMOB, TPEHUHTOB, JICIOBBIX U POJIEBBIX UTP

Ne|  VdeOHo-00pa3zoBaTeIbHBIN
I MOJlyJIb, TEMA
0| enn npakTukyma urp

TemaTnka NpakTUKYMOB,
TPEHUHIOB, JI€JIOBBIX U POJIEBBIX

Pexomenayercs mist o6inacTu
3HAHUH
(cemecTpnl)

1]12]3[4]5]6]7]8
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Mopyns 1, Tema 1.5
ens: dopmupoBanue
yMeHUu# B 0(opMIICHUS
OCHOBHBIX PEKBU3UTOB

OdopmiieHre OCHOBHBIX
PEKBH3HTOB JOKYMEHTOB.
Pa3paborka G1aHKOB
JIOKYMEHTOB

Mopyns 2,

Tema 2.2

Lens: popmupoBanue
YMEHHUH COCTaBIICHUS U

CocraBnenue u opopmIICHHE
OpraHU3alMOHHBIX JOKYMEHTOB
(mpuKassbl, pacropsKeHus,
perieHus).

odopmiteHUSs
pacnopsAUTENbHBIX
JOKYMEHTOB.
Tewma 2.3. Cocrapiienue 1 0hOpMIICHHE *
Lenb: popmupoBanue UH(POPMALMOHHO-CITPABOYHBIX
YMEHHH COCTaBICHUS U JIOKYMEHTOB (aKTbl, TUCbMa,
oopmnenus JTOKJIA/IHbIE 3aIUCKH,
MH(pOpPMaIMOHHO- OOBSCHUTEIIBHBIC 3aIKICKH ).
CIPAaBOYHBIX JOKYMEHTOB I10
UTOTaM HCCIICIOBAHUS.
Mognyis 3. Tema 3.2. Lens: 3anojHeHNue KypHaJIOB *
(dbopmMupoBaHUE YMEHHIA PETUCTPAIIMH BXOISAIINX U
3 | 3amOJHEHUS )KypHAJIOB UCXOAIINX JTOKYMEHTOB
pErucTpalyy BXOAAIUX U (mMcbMa, IpUKa3bl, aKThI,
WCXOAIINX JTOKYyMEHTOB JIOKJIQIHBIE U OOBSICHUTEIbHBIC
3aIUCKH).
Tewma 3.3. Lens: Cocrasienne u ohopmiieHUE *
(dbopMupoBaHUE YMEHUN MIPUKA30B 10 JUYHOMY COCTaBY.

4 | cocraBiieHUS U OPOPMIICHHS
JOKYMEHTOB I10 TPYOBbIM
IMPaBOOTHOIICHUAM

2.6. BHeayauTopHasi camocTosiTeJIbHasi padora

CamocrosiTennbHasi paboTa CTyIEHTa, B T.4. BHEAYJAUTOpPHAs CaMOCTOsTEIbHAas paboTa
CTY/IEHTOB, cocTaBiisieT He MeHee 33% ot oOriel 00s3aTeIbHOM HArpy3KH CTYIEHTa U SBJISIETCA
BOXHEUIIIMM KOMIIOHEHTOM 00pa30BaTeNLHOTO IMpoliecca, (OPMHUPYIONIETO JIMYHOCTh CTY/IEHTa, €ro
MHUPOBO33pPEHUE U KYyJIbTYPY HOBEICHMS, Pa3BUBAIOIIMM €ro CHOCOOHOCTH K CaMOOOYYEHHUIO U
MOBBIIIEHUIO CBOETO MPO(ECCHOHAIBHOTO YPOBHSI.

Llenu camocrosTenbHON pPaboOThl — (GOPMHUPOBAHUE CHOCOOHOCTEH K CaMOCTOSTEILHOMY
MO3HAHUI0O U OOY4YEHMIO, TOUCKY JHUTEepaTyphl, 0000IIEHHI0, O(DOPMIEHUI0O U MPEACTABICHUIO
MOJTyYEHHBIX pe3yJbTaTOB, UX KPUTUYECKOMY aHAJIU3y, MOMCKY HOBBIX M HEOPJIUMHAPHBIX PELICHMH,
aprYMEHTHPOBAaHHOMY OTCTaMBAHHUIO CBOWX NPEIVIOKEHUH, YMEHHH TOATOTOBKH BBICTYIUICHHH W
BEJICHUS JUCKYCCHUH.

CamocrosTenbHas paboTa 3aKIIOYaeTCs B M3YyYSHHH OTACIBHBIX TeM Kypca MO 3aJaHHUI0
IpernoiaBaTessi 0 PeKOMEHIyeMoil UM yueOHOI uTepaType, NPaKTUYECKUM 3aHATUSM, TPEHUHTaM,
JETIOBBIM W POJIEBBIM OOyYaromUM WrpaM, K pyOeKHOMY KOHTPOJIIO, 3a4eTy, B BBIIIOJHCHUH
JIOMAIIIHETO 3aJaHMsl, €CJIM TaKOBOE IPelycMOTpPeHO paboueil yueOHOH MmporpamMmoii, B MOATOTOBKE
pedepaToB, mpe3eHTAIM U JOKJIa1a IO HAM.

Tematuka CP HOCHUT mpodeccHOoHaNbHO-OPUEHTHPOBAHHBIM XapakTep W HEMOCPEACTBEHHO
CBsI3aHa C BONPOCAMH, U3YYaeMBIMH TIO JUCIHUIUIMHE. TeMaTHKa BHEAYAUTOPHBIX CAMOCTOSTEIEHBIX
paboT npesacrasieHa B Tabmuie S.




Tabmuma 5.-TemaTrka BHEAyTUTOPHBIX CAMOCTOSTEIBHBIX Pa0doT
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Ne Pexomennyercs st
n | YyeOHO-00pa3oBaTelbHBIN TemaTuka 00J1acTH 3HAHUI
/ Moayib. Tema. BHEAYIUTOPHBIX CAMOCTOSITEIIHBIX PabOT (cemecTpnl)
i 1 2 3 4
Moayas 1 [ToaroroBka pedepara Ha TEMY: *
1 | Tema 1.5 IIpaBuna «YHuUKAIKSA ¥ CTaH apTH3AIHS
oopmnenus YIPABJICHUYECKUX JIOKYMEHTOB KaK
YIpaBIEHYECKUX BaKHEHINN (hakTOp SKOHOMHH pabovero
JTOKYMEHTOB BPEMEHH »
Mopnyas 2 CocraBnenue Tabnuisl Ha Temy: «[IpaBuna *
Tema 2.2 odopMIIEHUS PaCTIOPSAIUTETBHBIX
Pacniopsiaurenbhbie JIOKYMEHTOB)
2 | TOKYMEHTHI
Tema 2.3 Uadpopmannonno- | Cocrapnenune tabnuisl Ha Temy: «l[IpaBuia *
CIPaBOYHbBIE TOKYMEHTHI odopmiieHus HHGHOPMAIMOHHO-CIPABOYHBIX
JTOKYMEHTOB)»
Monayas 3 AHanu3 opraHuzainuu J0KyMeHT0000poTa B *
Tema 3.1 Cnyx0a OpraHu3aIMsIX COUATBHOMN 3alTUTHI
JOKYMEHTAIMOHHOTO HaCEJICHUS
o0ecrieYeHus yIpaBIeHHUs.
[TonsiTHE TOKYMEHTOOOOPOTA
3 | Tema 3.2 IlpaBuia AHanu3 perucTpanuoHHbIX (opM B *
perucTpaluu u OpraHM3aIMsIX COLMATBLHON 3alUThI
WHJIEKCUPOBAHUS Hacenenus [loaroroBka npe3eHTau Ha
nokymeHToB. Opranuzanus | Temy: «OpraHu3anusi KOHTPOJIS UCIOTHEHUS
KOHTPOJISI UCTIOJTHEHUS JIOKYMEHTOB B OpraHU3ALMIX COIUATBHOM
JIOKYMEHTOB. 3aIUThl HACEICHUS»
CucremaTtuzanus u
XpaHEeHHe Jiedl.
4 | Monyas 4 [ToaroroBka pedepara Ha TEMY: *
Tema 4.1 «ITouckoBeie CUCTEMBI B
ABTOMAaTU3UpPOBaHHAS JIEJIONPOU3BOJICTBEN
cuctema nHpopmannonHoro | [loaroroBka mpe3eHTalMu Ha TEMY:
oOecrnieueHus yrnpaBIeHUs «CoBpeMEHHBIE METO/Ibl ABTOMATH3ALIUU U
U JeNONPOU3BOJICTBA. KOMITBIOTEPU3ALNH JIETOTPOU3BOICTBA
CO6op uapOpMaLINK O COCTOSHHH,
mpo0OyieMax u MepcreKTUBax
JIeJIONPOU3BOICTBA.
TemaTuka pedepaTuBHO-UCCIIEI0BATEIBCKOM paboThI BBIOMpaeTCs CTyZIEHTOM

CaMOCTOSITENIFHO, TIpH 3TOM Kadenapa oOecreunBaeT KOHCYIbTHPOBAaHHE CTyJIEHTa MO HEH U 1O
OCTaJIbHBIM BHJIaM CaMOCTOSITEIbHOU paOOTHI.
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3. YCJIOBUSA PEAJIM3ALIUU ITPOI'PAMMBI TUCHUITJINHBI

3.1. TpeOoBaHMsA K MMHUMAJIBHOMY MaTEePHAJbHO-TEXHHYECKOMY 00ecneYeHHI0

Peanmuszanus  mporpamMmbl  AMCHMIUIMHBL  TpeOyeT — Hamuuusit — y4eOHoro  kaOuHeTa
npodgeccuOHAIbHBIX AUCHUIIIMH U J1JA00paTOpui HHGOPMATHKH.

1. Kaduner npodeccHoHAIbHBIX JUCHMILUIMH, OCHAIEHHBIH 000py10BaHHEM:
- MOCAJJ0YHBIE MECTA MO KOJIMUYECTBY 00YUaIOIUXCs (CTOIBI, CTYJIbs IO YHCITY MOCAJ0YHBIX MECT);
- pabouee MecTo mpernoaBaress (CTo, CTyN);
- yueOHO-METOJUYECKHIl KOMIUIEKC MO IUCHUIUIMHE (paboune MporpaMmsbl, KajJeHAapHO-TeMaTHYeCKHe
IUIaHbI, pa3pabOTKU YPOKOB MO AUCHUILIMHE, YUeOHO-METOAUYECKOe 0OecreueHre K KaxkI0My YpOKY, B
T.4. TPE3EHTAlUU K ypOKaM, KOMIUJIEKT BHJIEOYPOKOB, KOMIUIEKT KOHTPOJBHO-OLIEHOYHBIX CPEACTB U
p.);
- TaOJIUIIBI, TTAKATHI;
- y4eOHUKH;
¢ TeXHHUYECKUMHU CPeICTBAMH 00yUYeHHs:
- KOMIIBIOTEP C JIMIEH3UOHHBIM IPOTPAMMHBIM 00ECTICYCHUEM;
- 3JIeKTpOHHAas 6a3a HOPMAaTUBHOM TOKYMEHTALIUU;
- MYJIbTHMETUATIPOEKTOP;
- UHTEepPaKTUBHAS JI0CKa
2. JlaGopaTopust HHPOPMATHKHU, OCHALLEHHAA 000PYy/I0OBAHNEM:
- MOCAJJ0YHBIE MECTA MO KOJMYECTBY 00YJarOIIUXCs (CTOIBI, CTYJIbS IO YHCITY MOCAI0YHBIX MECT);
- paboyee MecTo mpenogaBaTesns (CTol, CTyI);
- KOMILJIEKT y4eOHO-HarJISAHBIX [TOCOOUIA;
- TaOJIMILIBI, [IJIAKATHI.
¢ TEXHHYECKHMHM CPeJCTBAMH 00yYeHH:
- KOMITBIOTEP C JIMIEH3UOHHBIM MPOTPaMMHBIM 00eCIIeUeHUEM;
- JJIeKTpOHHAas 0a3a HOPMAaTUBHOW JTOKYMEHTAIINH;
- MyJIbTUMETUATIPOEKTOP;
- HHTEPAKTUBHAS JIOCKA

3.2 Hugpopmayuonnoe obecneuenue peanusayuu npozpammol
Jns peanuzanuu OporpaMMbl  OMOIMOTEUHbIM ¢oHJ — ¢(uiaMana uMMeeT  MedyaTHble M /WU

AJIEKTPOHHBIC 00pa30oBaTeNbHBIC PECYPChI, PEKOMEHIyeMbIe JJIsS WCIIOJIb30BaHHUS B 00Pa30BaTEIHLHOM
nporecce

3.2.1 Ocnosnvle ucmouHuku
1.bacakoB, M.U. JlokymeHTaIimoHHOE OOECTICUeHHE YIIpaBIeHus (C OCHOBAMH apXUBOBEICHNUS) : yueOHOE
nocobue / bacakoB M.. — Mocksa : KnoPyc, 2020. — 216 ¢. — (CITIO). — ISBN 978-5-406-07305-6.
— URL.: https://book.ru/book/932044

3.2.2 Dnekmponnsle pecypcol
1. Elibrary (H2B) htpp://elibrary.ru
2. OBC «tOpaii» www.biblio-online.ru
3. BBC «Jlanb» e.lanbook.com
4. OBC «Koncynbrantllimroc»

3.3 /lonoanumenvHuovle UCMOUYHUKU


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,,&&cst=AiuY0DBWFJ5Hyx_fyvalFMvj1J6mvpfaR2DmSfQVxKCIO7MMs_PL36YN1EQh0JnaCLn46-xLqZRxzWaK6Pr-mNMnZEr3lcU1H1HYk_hP_otRa6vQvgwMwh7-z6tBqfnpunZKMdZTk5WLQWH8IfY0LPfiLYTC4nnvUMb5iE4BnHizkEnKNJnWXWKsWTkk-oT0Oi5JpyG-dbpx3kSIhUq5S6zPX2YCy1mW46eiSjedston6996mT-ZBXwNMTeSk47OfXF1pcr98y9I5uYDxREeSO49TpEqI9vk9taH68b2YUpnZ2bQDzXNHAwfWpvYAwBwasdzUFlxFHKell8wjPgwI-IeQzaRgeEqQ2loX5PSdkTpJTwhwehja-JFT1vXfBD3DAX02GiXo5Mz7w-damSnhuEPdX908V7hTeFxjhG4UMvxYkxMMsFw2jw5HKMDTs-bxT6CKz9HTnwDwnmSS0q8DCYDomQaEF2NJ7DJiw0tZVn5im8F616blrIfo4840ZscTJcDNIwXLOBRtvOp0y7Nix623l6OZJYYiteY95IS1SAllhIivh4QtNwBDjkHFL1BeiOgNSloFUItU8REYzTbNq91KALqiMfdwSw6CBzcI7vRAaUtsBLfMjYOBTed1UonesDzXf38VT22znYRr1TMSek12-W9Erlh3WagQVuYFErbMZk0oRzXk--rJl6eu9ehjmuW1qmFSssAiPYz63GvNdf0UKzr4Loj0Hnv8GJnm9iZE76WzUIx5-AmGFGprIaSsavemnesdbDnw_fGKqGSIq1ikN-z4V0Q68DkerYeZbue5j2yCH_HqmZMTeUbluTbnufZDmwXB8Bklv32eSTB1-zRztTf8QHDMdoOUUB-0FiJvPXuiCUW82ShfH9ykobfkzR63xPZZWWTjY4wlYxx6g,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXSk9lUlMybUdMdXNqbjNUaVY1V05BZThmZjdwTDVsRmV6T0xWVTZ1Zi0yNFpMRTRnWFhxdVlwZ2VzbnZNNzJBc2pIMVk3QXVYdUYy&sign=788b450f38576dc4f09ec22e4768c6ce&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpjly_ySFdX80,&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'pozosa O. C. Jlenonpou3BoACTBO : yueOHOE MOCOOHE ISl CPEAHETO MPO(hECCHOHATEHOTO
obpazosanus / O. C. I'po3oBa. — M.: FOpaiir, 2019. — 126 c. — (IIpodeccuonansHoe odpazoBanue) //
OBC IOpaiir [caiit]. — URL.: https://biblio-online.ru/bcode/438791

2. Ky3nenos U. H. JlokymeHTanmmoHHoe obecrieueHue ynpapieHus. JJokyMeHToo00poT 1
JeTOTIPOU3BOACTBO | YUEOHUK U MPAKTUKYM JJISl CpEAHEro npodeccnonanbHoro oopaszosanus / 1. H.
Ky3neno. — 3-e uzn., nepepad. u non. — M.: FOpaiit, 2019. — 462 ¢. — (IIpodeccuonanpnoe
obpasosanue)// DbC Opaiir [caiit]. — URL: https://biblio-online.ru/bcode/433861

3.4. Obuue mpedosanusn K opeanu3ayuu 00pa3oeameibHO20 npoyecca
OcBoeHre 00y4aroMMMHACS AUCIUATUIMHBI MTPOXOINT B YCIOBHAX CO3/IAHHONW 00pa30BaTeIbHOMN Cpebl KakK B

yueOHOM 3aBeICHUH, TaK U B OPraHU3alUsIX, COOTBETCTBYIOMIMX MPOQUITIO H3y4aeMON AUCIUILIHHBL

Hucnunnuna «JlokyMeHTalMOHHOE OOecleYeHUe YIPABICHUSD) pPEanu3yercs B UYETBEPTOM CEMECTpE
napamiensHo ¢ aucuumimHamu: «l[IpaBoBoe obecneueHne mpodeccHoHaIbHON AeaTenbHOCTH», «I paxkaaHckoe
paBo», « YTOJIOBHOE TpaBoy, ¢ mpodeccuonansHbiM MoaysieM [IM.01 ObGecnieduenne peaan3anny Npas rpaxiaH B
cdepe MEHCHOHHOTO 00eCTIeUeHHUs W COIIMAbHON 3aIlUTHI | Jp.

N3ydyeHue mnporpaMmbl JUCLUILUIMHBI 3aBepIIACTCA NPOMEXYTOYHOM  arrecranued B Qopme
muddepeHIupOBaHHOIO 3a4€Ta, Pe3yIbTaThl KOTOPOTO OLIEHMBAIOTCS HAa OCHOBAHUH BBIMOJIHEHHS CTYACHTaMHU

BCCX 3a4YCTHBIX MepOHpI/ISITI/Iﬁ 10 AV CHUITIIINHE.
O6y‘-IaIOHII/IMC$I Ha TMPOTSKCHUMU BCEro IMCpuoJa H3YyUYCHUSA AUCHUINIMHBLI OKa3bIBACTCA IMOCTOSAHHAA

KOHCYJIbTallMOHHAs ITIOMOILIb.

3.4.Kaoposoe obecneuenue oopazosamenbHozo npoyecca
Ta6nuua 4. - KagpoBoe obecriedeHrne 00pa3oBaTeIbHOr0 Mpoiecca Mo JUCIHUIIHHE

= XapaKTepHuCTHKA MeJarOTHIECKUX PaOOTHIKOB
o M S
= S = o Q o
T 5= < = =) =] o = T = = =
Mg EES Es5a8 i Befg | B s 2 |3 s 2=
n/n g=oFk SN o a5 E E o Q X~ 0 8| & = 3] 9 x5 B
SE5 2 < EE523 S5 EF5ExEl2 o § 2 |3 & =23
e @ 3 2 Q0 E 9 ST ca2xaE 3 508 = 5 2 5 0 X =
S EE 5] E = o = = = 5] o = @
s5¢cé SZEEE 85538288 52298 58|58 | :85°¢%
5§28 S5 E532 825 LSS58 ES2EE k55| 58 8858
T & ° g N S e, 28 dcbhbERZTa 82T EG =52 ESE B8 R R
g R SO FZESccg| F>E88 Fol| 8% 3 S 3o o
© ¥ O X0 0O EHO| Sy OEZ| Oax > BB K
Bbiarosemenckui Durman
JloKyMeHTalMOHH 3abenuHa TEXHOJIOTHYECKUN TToueTHbIit OI'BOY
1. oe obecrieucHHe TaTpsiHa HHCTHTYT, 1980, paboTHHK 25 BO IITaTHBIH
YIpaBIEeHUs VBanoBHa WH)XEHEeP-TEXHOJIOT CIIO. BI'VOC B
r. Apreme

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMA JUCIHUIIJINHbI

4.1 KOHTpOJ'[b N OL€HKa pPE3YJIbTATOB OCBOCHHUA IUCHUIIIIMHBI OCYIIECTBIIACTCA MPEIIoJaBaTCiEM B
mpouecce MNpoOBEACHHUA MNPAKTUYCCKUX SaHSITHfI, TCCTUPOBaHUA, a TaKXKC BBIIIOJIHCHUA 06y11a}01111/1M1/1051
HUHIAUBUAYAJIbHBIX 3aI[aHI/II>i, IIPOCKTOB, HCCIICAOBAaHUI.

Tabnurna 7.- @opMbI U METOIBI KOHTPOJIS U OLIEHKH PE3YJITATOB OCBOCHUS YUE€OHOM JUCITUILTHHEI 110 Pe3yJIbTaTaM
TEKYILIEro KOHTPOJISl M MPOMEKYTOUHON aTTeCTAlluU
PesynbTarel 00yueHus1 @opMBI U METOAbI KOHTPOJISA M OLCHKH Pe3yJIbTATOB
(ocBOEHHBIE YMEHMNsl, YCBOCHHbIE 3HAHNSA) 00y4eHus
B pe3yabTate o0CBOEHMA JAUCHHMIIMHBI
o0y4Jarouuiicsi 10JKeH YMeTh:

- 0(hOpMIIAITH OpraHU3AIMOHHO- [IpakTHueckre U BHEAyAUTOPHBIC PA0OTHI, UTOTOBAS
pacropsIIUTeIbHbBIC TOKYMEHTHI B aTTECTAIUs 10 PE3YJIbTaTaM TEOPETHUECKON U MPAKTHIECKON
cootBeTcTBHH ¢ AeicTByrommM ['OCTowm; MOJTOTOBKH.

- OCYHICCTBJIATH 06pa60TKy BXOIAIIHNX, HpaKTI/I‘{CCKI/IG 1 BHCAYJUTOPHBIC pa6OTLI, nToroBas



https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/433861
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BHYTPCHHUX M UCXOAANIUX JOKYMCHTOB,
KOHTPOJIb WX UCIIOJHCHUS,

aTrTecTanys 1o pe3yjibTaraM TCOpGTI/I‘lCCKOﬁ u HpaKTI/I‘lCCKOﬁ
IIOAT'OTOBKH.

- 0(hOpMIISITh TOKYMEHTHI IS TIepeadl B apXHB
OpraHH3alNN.

[IpakTHueckne 1 BHEAyAUTOPHBIE PaOOTHI, UTOTOBAS
aTTeCTaIUs 0 PE3yJIbTaTaM TEOPETUUECKON U MPAKTHIECKOU
MOATOTOBKH.

B pe3yabTaTte ocBOeHMSI TUCIUIIIHHBI
00yuyaouuiics 10/:KeH 3HATD:

- HNOHATHUEC NJOKYMCHTA, €TO CBOﬁCTBa, CITIOCOOBI

AOKYMCHTHUPOBAHUA,

- MpaBWIa COCTABJICHUS U O(OPMIICHUS
OPTraHU3aIIOHHO-PACTIOPSAUTENHHBIX

noxymenToB (OPJI);

= CHCTCMY U THIIOBYIO TCXHOJIOTHIO
AOKYMCHTAIIMOHHOT'O obecnieueHUs YIIpaBJICHUA

(AOY);

- 0COOEHHOCTH JIeJIONIPOU3BOJICTBA 10
oOpateHnsIM rpaKaaH U KOHPHUIEHITHATEHOTO

ACJIOIMPON3BOACTBA.

Texymuii 1 TPOMEXKYTOUHBIN KOHTPOJIH B pOpMe:
BBITIOJIHEHUS ayAUTOPHON U BHEAYAUTOPHOU CaMOCTOATEIBHOM
paboTHI, HTOTOBAsT aTTECTANUS MO Pe3yIbTaTaM
TEOPETUYECKON U MPAKTUYECKOM MOJTOTOBKH.

4.2. KoHTpoJIb M OLEHKA pe3yJbTATOB PA3BUTHSI OOUIUX KOMIIETEHI[MIA M 00ecnmeYyMBAIOIIMX HX

YMEHHUid.

Tabmuma 8 — @opMbl U METOABI KOHTPOJI M OIEHKH PE3yNbTATOB PAa3BUTHS OOMIMX KOMIIETCHIHH H

00ecTeYnBalONINX UX YMEHUH.

PesyabTarsl OcHoBHBIE TOKa3aTeIn
(ocBOeHHbBIE 001IHE pe3yJbTATOB OAT0OTOBKH DopMbl U METOAbI KOHTPOJIS
KOMIIEeTEeHI[UH)

OK 1. [ToHuMaTh CyIIHOCTb U
COLIMAIBHYIO 3HAYNMOCTh
cBoeii Oymymiei mpodeccun,
HPOSIBIISITh K HEH YCTOMYMUBBIN
UHTEpeC.

JemMoHcTpanus yCToM4uBOro
vHTepeca K Oymyteit
podeccuu ¢ IMOMOIIHI0
CUCTCMbI 3HaHI/II\/'I, TMOJIYYCHHBIX
B [IEPHOJ] O0YICHHSI.

OK.2. Opranu3oBbIBaTh
COOCTBEHHYIO JIEATEIHHOCTD,
OIIPECNIATh METOJbI U
CII0COOBI BBITIOJTHEHUS
npodecCHOHANBHBIX 33]ad,
OLIEHUBATH UX

3¢ (HEeKTUBHOCTH U Ka4eCTBO.

MotuBupoBaHHOE
o0ocHOBaHUe BBIOOpa U
MPUMEHEHHSI METONIOB U
CIIOCOOOB BBITIOJTHEHHS
MOCTaBJICHHOM 3a/1a4H,
O0BEKTUBHAS OLICHKA CBOCH
paboTHL.

OK 3. Pemats mpo6iemsl,
OLIEHUBAThH PUCKH H
MPUHUMATH PEIICHHS B
HECTaHAAPTHBIX CUTYalHAX.

JleMoHCTpaIus CrioCOOHOCTH
MNpUHUMATL OINICPATUBHBIC
pellieH s B CTAHAAPTHBIX U
HECTAHAAPTHBIX CUTYAIHSX,
HECTH 3a HUX
OTBETCTBCHHOCTD ITPU
BBIMOJIHCHHUH 3a/TaHUSL.

HaGmoenue u olieHKa pe3ysibTaToB
JeSTeNTEHOCTH 00YYarOIIerocst B Iporecce
OCBOEHHSI 00pa30BaTEILHON MPOrpaMMBbI Ha
IPAKTUYECKUX 3aHSATHUSIX, IPH BBIOJIHEHUH
BHEAY/IMTOPHBIX CAMOCTOSITEIIBHBIX PA0OT.
HabmroneHune u o1ieHKa aKTHBHOCTH CTYICHTOB
TIpH MIPOBEICHUH Y4eOHO-BOCITHTATEIBHBIX
MEPOTIPUATHI TIPOPECCHOHATTLHON
HaIpaBJICHHOCTH.

OK 4. OcyuiecTBasiTh IOUCK
aHaJN3 U OLICHKY
nH(pOpMaIH, He0OXOANMOIT
JUTSL TIOCTAHOBKU W PEIIEHUS
3¢ (HEeKTUBHOTO BHITTOTHEHHS
npodecCHOHANBHBIX 33]1ad,
po(ecCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHUSL.

OnepaTUBHOCTD MTOUCKA U
HCTIOJIB30BaHMs HEOOXOIUMOMN
rHpOpMaIUH 115
Ka4eCTBEHHOTO BBIMOTHEHHUS
mpo(heCCHOHATTBHBIX 3aJAHHI,
po(eCcCHOHAILHOTO U
JIMYHOCTHOT'O PA3BUTHSI

HaGmonenue u olieHKa pe3ysibTaToB
JEeATEIbHOCTH 00YUaroLIerocs B Ipouecce
OCBOEHHS 00pa30BaTENbHOM ITPOTrpaMMbI Ha
MIPAKTHYECKUX 3aHATHSAX, IPH BBITIOTHEHUN
VHIMBUYaJIbHBIX TIOMAIIHUX 3aaHUMH.
HaOmonenue u orleHKa aKTUBHOCTH CTY/IEHTOB
IPY NPOBEJICHNH Y4eOHO-BOCIUTATEIBHBIX
MepOnpHsTHI NpohecCHOHATLHON
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HapaBJICHHOCTH.

OK 5. Mcnonws3oBath
nH(pOPMAITMOHHO-
KOMMYHHKATHBHBIC
TEXHOJIOTHH JJIsI
COBEPIIICHCTBOBAHUS
PO eCCUOHATTEHOM
JESATSILHOCTH

JemoHcTpanus ymeHus
OTIEPaTUBHO OCYIIIECTBIIATh
ollepaIyy, Ipe/iaraeMble
MpenoaBaTesieM, IeNarh
AHAIIN3 W J1aBaTh OLCHKY
MTOTy9eHHOW NH(OPMAIINH, B
T.4. U C HCTOJIb30BaHUEM
MPOrPaMMHOT0 00ECTIeUeHHUS

OKcnepTHOe HAOMI0AEHUE U OLIEHKa
JEATENbHOCTH 00YUaroIIerocs B mpouecce
OCBOEHUsI 00pa30BaTENbHOM IPOrpaMMBbl HA
NIPAKTUYECKUX 3aHATHAX, B XOJI€ KOMIIBIOTEPHOTO
TECTUPOBaHMUs, IOATOTOBKHU 3JIEKTPOHHBIX
IIPE3eHTalMM, TIPH BBIIOJIHECHAN
HWHAUBUYAJIBHBIX JOMAIHUX 3a1aHUM.
Habmonenue 1 onieHKa HMCTIONB30BaHUS
CTyJEHTaMU MH(OPMAIIMOHHBIX TEXHOJIOTUH IpH
MOATOTOBKE U IIPOBEACHNH y4eOHO-
BOCIIUTATENBHBIX MEPOIPUATHNA Pa3INUHON
TEMAaTHKH.

OK 8. CaMocTOsITENTBHO
OTIPECIATE 3a1aUl
po(heCcCUOHATIBHOTO U
JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThHCS
caM000pa3oBaHKUEM,
OCO3HAHHO TUIAHUPOBAThH

IIOBBIIICHUC KBaJ'II/I(i)I/IKaLII/II/I.

CriocoOHOCTh K OpraHU3aIi U
IIaHUPOBAHHTIO

W3y4YEHNH AUCUUILUIAHBIL.
JleMoHCTparus oTpeOHOCTH B
MOJIYYCHUH JONOJTHUTEIIbHBIX
3HAHHH, BO3MOKHOCTEH
caMopean3aluHm.

CaMOCTOSTEIIbHBIX 3aHATHHN npun

OkcnepTHOE HAOIIOICHNE U OLICHKA
UCIIOJIb30BaHUsl YYAIIMMUCS METOZOB U IIPUEMOB
JIMYHOM OpraHr3alii B IIPOLIECCE OCBOCHUS
00pa30BaTeNbHOM NPOrpaMMBbl HA MPAKTUYECKUX
3aHATUSAX, NP BBINOITHEHUH HHIUBUAYAIBHBIX
JIOMAaIIIHUX 3aJIaHuM.

OKcnepTHOE HAOIIOICHNE U OLICHKA
HCTIONIb30BaHMA CTYAEHTaMH METOMOB U
IIPUEMOB JINYHOU OpraHU3alMy IPY ITOATOTOBKE
Y TIPOBEJICHUH y4eOHO-BOCITUTATEIILHBIX
MEPONPUATUI pa3NTUYHON TEMATUKU.
DKcrepTHOE HAOIIO/ICHNE U OIIEHKA THTHAMUKH
JOCTIDKCHUH CTYJEHTOB B yUeOHOW M
00IIIECTBEHHOH A€ TENBHOCTH.

OK 9. OpuenTupoBaThCs B
YCIIOBUSIX TIOCTOSTHHOTO
WM3MEHEHUS MPaBOBOU Oa3bl

[posiBeHne UHTEpECa K
MHHOBALVSAM B 00J1aCTH
[IPaBOBOI 0a3bI

DkcnepTHOE HAOIOICHNE U OTIeHKa
JIEATEIIbHOCTA CTYJIEHTOB B IPOLIECCE OCBOEHUS
00pa3oBaTeIbHON MPOrPaMMbl Ha MPAKTHYECKUX
3aHATUSIX, [IPU BBIIIOJTHEHUN UHAUBHUIYATbHBIX
JIOMAaIITHUX 3aJTaHUMH.

4.3. Kontposb M oneHka cpopMHPOBAHHOCTH NPO(ecCHOHATBHBIX KOMIIETEHUM 00yYaouxcs

Tabmuma 9. -—

DopMbl

U MCETOABI KOHTPOJIA

po(eCCUOHATIBHBIX KOMIIETCHIIUN 00YyYaroIIMXCsl

U OLEHKH PEe3yJlbTaToB C(HOPMHUPOBAHHOCTH

Pe3yabTaThl (0CBOEHHBIE
npogdeccuoHanbHbIE
KOMIIeTEHLINH)

OcHoBHBIE TOKa3aTeIn
pe3yabTAaTOB MOATOTOBKH

q)Oprl U ME€TOAbLI KOHTPOJISA

[IK1.1. OcymecTBiasTh
npodeccuoHanbHOe
TOJIKOBAaHHE HOPMAaTHBHBIX
IIPaBOBbIX aAKTOB JIA
peanu3aiuy npas rpaxaaH
B cpepe MEeHCHOHHOTO
obecrieyeHus u
COLIMAJIBHOM 3allUTHI.

-JIEMOHCTpAIIUSI HABBIKOB
TOJKOBAHUA HOpMaTI/IBHO-
MPABOBBIX AKTOB,
PErIaMEeHTUPYIOIINX MOPSIOK
peann3alyu mpas TpakaaH B
cthepe IeHCHOHHOTO
00ecIeUeH s U COLUAITLHOM
3aIUTHI

OneHka B paMKax TEKYIIEro KOHTPOJIS:

- pPE3yJbTaTOB BBIMOJIHEHHUS IPAKTUYECKUX
paboT Ha MPaKTHYECKUX 3aHATHSIX;

- PE3YJIbTAaTOB BBIIOIHEHHS MHANBUIYAJIBHBIX
JIOMAIITHUX 3aJaHUMH;

- pe3yJIbTaTOB TECTUPOBAHUS;

- PE3yJIbTAaTOB YYaCTUs B CEMUHAPCKHUX
3aHATHSIX.

[IK1.2. OcymiecTBusTh

- IGMOHCTpAIUs ClIOCOOHOCTH

OLICHKa B paMKax TCKYHICT0 KOHTPOJIA:




NpuéM TpaxaaH mno
BOIIPOCaM MEHCUOHHOTO
obecreyeHus 1
COIIMAJIbHOM 3allUThI.

KBTU(UITUPOBAHHO H
TPaMOTHO OCYIIIECTBIIATH MPUEM
TpaXkKJaH o BOIIPOCaM
IIEHCHOHHOTO 00eCIIeYeHns U
COITMATLHOM 3aIIUTHI.

- Pe3yJBTATOB BBITOJHEHUS IPAKTUICCKIX

PaboT Ha IPAKTUIECKUX 3AHATHAX;

- Pe3yJIbTATOB BHIMOITHEHUS UHIUBUIYATbHBIX

JIOMAIITHUX 33/1aHUi;

- Pe3yIBTATOB TECTUPOBAHHUS,

- Pe3yIBTATOB YUaCTHs B CEMIHAPCKUX
3aHSTHSIX.

[1IK1.3.PaccmaTpuBaTh
MakeT TOKyMEHTOB I10
BOIIPOCaM ITIEHCHOHHOTO
obecneyeHus 1
COLIMAJIbHOM 3alIUThI )1
Ha3HAYCHUS IICHCHUI,
MocoOuii, KOMIIEHCAIIHH,
IPYTHX BBITUIAT, & TAKKE
MEp COLMAIBHOU
MTOAEPIKKHA OTIEIbHBIM
KaTeropusM TpaKiaH,
HYXJAIOIIUMCS B
COILIMAJILHOM 3aIluTeE.

- ICMOHCTpAIUs ClIOCOOHOCTH
KBATH(HUITIPOBAHHO ¥ TPAMOTHO
paccMaTpuBaTh aKeT
JIOKYMEHTOB T10 BOIIpOcCaM
IIEHCHOHHOTO 00eCIIeYEHMS 1
COITMATLHOM 3aITATHI IS
Ha3HAYCHHUS ITEHCHIH, TOCOOHIA,
KOMIIEHCALIUH, PYTUX BBIILIAT,
a TaKKe Mep COIUaIbHOMI
MMOAAEPKKHA OTAEIbHBIM
KaTerOpUsIM TpaKJiaH,
HY>KIAIOIINMCS B COIMATBHOMN
3aIHATE

OrneHka B paMKax TEKYIIEro KOHTPOJIS:

- Pe3yJIbTAaTOB BHIITOTHEHHS TIPAKTHIECKIX
paboT Ha MIPAKTHICCKUX 3aHATHSX;

- PE3yJIbTAaTOB BBHIOTHEHUS! MHAUBUYATBHBIX
JIOMAIITHUX 3aJaHHUMH;

- Pe3yIbTATOB TECTUPOBAHHUS,

- PE3yJIbTAaTOB YYaCTHsI B CEMUHAPCKUX
3aHATHUSX.

[IK1.4. OcymiecTBusTh
yCTaHOBJICHUE
(mazHaueHue, nmepepacuér,
MepeBO/T), MHACKCAILIIO U
KOPPEKTUPOBKY TIEHCHH,
Ha3Ha4YeHHE [TOCOOuH,
KOMIICHCALIUH U APYTHUX
COLIMATBHBIX BHITLIAT,
HCIIONIB3YS
WHPOPMAITUOHHO-
KOMITBIOTEPHEIE
TEXHOJIOI'UH.

- ICMOHCTpAIIUs CIIOCOOHOCTH
KBaJTM(PHULIUPOBAHHO U TPAMOTHO
OCYIIECTBISITH YCTAHOBJICHIE
(Ha3HaueHue, nepepacuérT,
MePEBOI), MHACKCAIUIO U
KOPPEKTUPOBKY MEHCUH,
Ha3Ha4YeHHE IOCOOMH,
KOMIICHCALIUH U APYTHUX
COIMAJILHBIX BBITLIAT,
WCTIONB3YS HH(OPMAIIMOHHO-
KOMIIbIOTCPHBIC TEXHOJIOTUH.

OreHKa B paMKax TEKYIIEro KOHTPOJIS:

- PE3yJbTaTOB BBINOJIHEHUS IPAKTUYECKUX
paboT Ha MPaKTHYECKUX 3aHATHSIX;

- PE3yJIbTAaTOB BHINIOIHEHNUS MHANBUIYAJIbHBIX
JIOMAIITHUX 3aJaHHUIH;

- pe3y/bTaTOB TECTUPOBAHUS;

- PE3yJbTaTOB YYaCTHsI B CEMUHAPCKUX
3aHITUSIX.

[IK 1.6. KoncynbpTrpoBaTh
rpaxaaH u
MpeIcTaBuTeNei
FOPUAMYCSCKUX JIHII 10
BOIIPOCAM ITEHCHOHHOTO
obecreyeHus 1
COLIMAJIbHOM 3aI[UTHI.

- JIEMOHCTpAIHS CIIOCOOHOCTH
KBaJ(PHUIIUPOBAHHO U TPAMOTHO
KOHCYJ]LTI/IpOBaTB Fpa)KIIaH nu
NPE/ICTABUTENEH FOPHIMIECKUX
JIMII TI0 BOTIPOCAM MEHCHOHHOTO
o0ecreyeHns ¥ COLUaIbLHON
3AIUTEHL.

OrieHKa B paMKax TEKYIIEro KOHTPOJIS:

- pe3y/IbTATOB BBITIOJTHEHHS TIPAKTHIECKHX
paboT Ha MPAKTHYECKUX 3aHSTHSIX;

- pe3YJIbTATOB BBIMIOTHEHHS HHIUBUIYATBHBIX
JIOMAIITHUX 3aJaHUI;

- pe3yIIbTaTOB TECTHPOBAHNS,

- pe3yJIbTATOB YYACTHS B CEMUHAPCKHX
3aHSTHSIX.

IIK 3.3. CocTaBisrhb
3asiBIIEHUSI, 3aIIPOCHI,
MPOEKTHI OTBETOB HA HHUX,
MporieccyaabHbIC
JIOKYMEHTHI C
HCIIOJIb30BAaHUEM
WH(pOPMAITHOHHBIX
CITPaBOYHO-TIPABOBHIX
CUCTEM.

- ICMOHCTpAIIUs CIIOCOOHOCTH
KBTH(HIIUPOBAHHO U TPAMOTHO
COCTABJIATH 3asIBIICHHUS,
3aIPOCHI, TPOEKTH OTBETOB Ha
HUX, MPOIECCyaTbHbIC
JIOKYMEHTBI C HCTIOIb30BaHHEM
WHPOPMAITMOHHBIX CIIPABOYHO-
IMPaBOBBIX CUCTEM.

OreHKka B paMKax TEKYIEro KOHTPOJIS:

- Pe3yJIbTaTOB BHITOIHEHHS IPAKTHIECKIX
paboT Ha MPaKTHYECKUX 3aHATHSIX;

- PE3yJIbTAaTOB BBHITIOTHEHUS HHAUBUIYTEHBIX
JIOMAIITHAX 33/IaHAH;

- pe3yJbTaTOB TECTUPOBAHUS;

- PE3yJIbTATOB YIaCTHsI B CEMUHAPCKUX
3aHATHSIX.
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- IEMOHCTpAIUs CIOCOOHOCTH
[IK 3.4. ®opmupoBats ¢ KBaJIM(UIIUPOBAHHO U TPaMOT
OreHka B paMKax TEKYIIETr0 KOHTPOJIS:
HCTIONTb30BaHUEM (hopMUpOBaTH C
- Pe3yJIbTAaTOB BBITOJHECHHS PAKTUICCKUX
WH(OPMAITMOHHBIX HCIIOJIb30BaHHEM
padoT Ha MPaKTHYECKNX 3aHATHSIX;
COLMATBHO-TIPABOBBIX MH(GOPMAITMOHHBIX COITHATEHO-
- Pe3yIBTATOB BBITOTHEHHS MHIMBUIYAIBHBIX
CHCTEM MaKeT IOKYMECHTOB, | IPABOBBIX CHCTEM IAKET .
JIOMAIITHUX 3a/IaHH;
HEOOXOIMMBIX, IS JTOKYMEHTOB, HEOOXOIMBIX,
- Pe3yJbTATOB TECTUPOBAHHS;
MPUHSATHUS PEIICHHS JUTSI TIPUHSITUS PEIICHUS
- Pe3yIBTATOB YUaCTHs B CEMIHAPCKUX
MTPaBOMOYHBIM OPTaHOM, MIPaBOMOYHBIM OPTaHOM, S
JOIHKHOCTHBIM JTUI[OM. JTOJIKHOCTHBIM JIUI[OM. :
- IEMOHCTpAINs CTIOCOOHOCTH OreHka B paMKax TEKYIIETO KOHTPOJIS:
KBTU(UITUPOBAHHO H - Pe3yJIbTATOB BBIOJHECHHS PAKTUICCKUX
IPaMOTHO .IJTAHUPOBATH PadOTy | PabOT Ha MPAKTUYECKUX 3aHSITHUSX;
IO COIMAIIFHOM 3aIIiTe - Pe3yIBTATOB BBITOTHEHHS MHIBHIYATBHBIX
HACEJICHUS, OTIPEIeIATE e OMAIITHIX 3aaHHif;
[1K4.1.ITnanupoBats » OTIPEAL A & ’
o cofepkanue, GOPMBI M METOJIBL. | - PE3YJIbTATOB TECTUPOBAHUS,
paboTy 1O COMATLHOMN o ATOB ViIaC ceMUHADC
- TTHTATOB THS B CEMHHAPCKUX
3aIUTe HACEICHNUS, pesy. ya P
N 3aHSTHSIX.
OTIPEIETISATH €
KomriekcHast OIleHKa B paMKaX 3a4eTHBIX
coJiep>kanue, GOpMbI 1 2
MEPOIIPUATHUHA.
METO/IBI. porp .
-ATOTOBAs OI[CHKA TEOPETUIECKON
IMOATOTOBKHU 110 PE3yJibTaTaM TCCTUPOBAHUS,
-3a4eT OCHOBHBIX MPO(eCcCHOHATBHBIX
KOMITETEHIIUH 110 Pe3yabTaTaM BBITIOTHEHUS
KOMIDIEKCHBIX TPaKTHYECKUX H
CUTYallMOHHBIX 3aJJaHH.

Tabmuua 10. — CooTBeTCTBHE COACPKAHMS JUCHUILTUHEI TPeOyeMbIM pe3yiibTaTamM 00yUdeHHUs

Ne Pe3ynbTaThl 00yyeHus Y4eoHo-
- o0pa3oBaTeJibHbIE
MOJYJIH
1 2 3 4

1. O000menHbIe 00IEeKYJIbTYPHBIC H PO(ecCHOHATBHBIE KOMIIETCHIIUH

1.1 OK 1. [loHnMaTh CYIIHOCTh U CONMATBHYIO 3HAYMMOCTh CBOEH Oy mymeit
npoeccuu, MPOSIBISTh K HEW yCTONYMBBIN HHTEpEC.

1.2 OK.2. Opranu3oBeIBaTh COOCTBEHHYIO JIEATEIHLHOCTD, OMPEEIATh METOABI U | * * * *
CHOCOOBI BBITIOJHEHHS MPO(ECCUOHATBHBIX 33J1a4, OIICHUBATh MX
3¢ (HEeKTUBHOCTH U Ka4EeCTBO.

13 OK 3. Pemare npo6iieMbl, OLIEHUBATh PUCKU U IPUHUMATh PEIICHUS B * * * *
HECTaHJIAPTHBIX CUTYAIHSX.

14 OK 4. OcymiecTBisTh IOUCK aHAIN3 U OIIEHKY WH(POPMAIIUH, HEOOXOJMOi * * * *
JUISl IOCTAaHOBKHM M pereHns 3 (QeKTHBHOTO BHIIOIHEHHS
poecCHOHANBHBIX 33]1a4, MPOYECCHOHATBHOTO U TMYHOCTHOTO Pa3BUTHSI.

15 OK 5. Ucnonp3oBaTh WH(GOPMAITMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTHN s | * * * *
COBEPILICHCTBOBAHUS MPO(PECCHOHANBHOM AEATEIILHOCTH

1.6 OK 8. CamocCTOSITENBHO ONPENEIIsATh 3aa4i MPO(HEeCCHOHATIBHOTO U * * * *
JIUYHOCTHOTO Pa3BUTHS, 3aHUMAThCS CAaMOOOPa30BaHUEM, OCO3HAHHO
TUTAHUPOBATH TOBBIICHUE KBATH(HUKAIIUH.

1.7 OK 9. OpueHTHpOBaThCS B YCIOBUAX MOCTOSHHOTO HW3MEHEHUS IMPaBOBON * * * *
0a3bl

2. JducuuMnjnHapHble KOMIETeHIIUN (3HAHUS, YMEHHS) * * * *
3HAHMA:
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2.1 MOHATHSI JOKYMEHTA, €ro CBOMCTB, CIOCOO0B JOKYMEHTHPOBAHUS; * *
2.2 MPaBUII COCTaBICHUS U 0(OPMIICHHS OPTaHU3ALMOHHO-PACTIOPSANTENBHBIX * * *
nokymentoB (OPJD);
2.3 CUCTEMBI H TUTIOBOM TEXHOJIOTHH JOKYMEHTAIIHOHHOTO O0eCTIeUeHUS * *
ynpasnenus (10Y);
24 0COOCHHOCTEH JCTIONPOU3BOICTBA 10 OOPAIICHUAM TPaXK/IaH U * *
KOH(HJICHINAIFHOTO ICTONPOU3BOICTBA.
YMeHHsI:
25 0(opMIIATH OpraHU3allMOHHO-PACTIOPAUTEIbHBIE JOKYMEHTHI B *
cootBeTcTBHH ¢ nercTByomuM ['OCTowm ;
2.6 OCYHIECTBISTH 00paOOTKy BXOIAIINX, BHYTPEHHUX U MCXOISAIINX * * *
JOKYMEHTOB, KOHTPOJIb MX HCIOJTHEHMUSI,
2.7 o(opMIIATH TOKYMEHTHI JJIs Iepelaun B apXUB OpraHU3aIIH. *
Tabnmumall. - OueHka WHIWBUAYATbHBIX OOpPa30BaTENBHBIX JOCTIKEHHH ¥ KOMIIETEHIIMH IO pe3ylbraTam
TEKYILETO KOHTPOJISI M MPOMEKYTOUYHON aTTeCTAIMH C TPUMEHEHUEM PEUTUHIOBOM TEXHOJIOTHU
Bcero 6amos 100
r]I\/ri Haumenosanue pabor Tekymas arrectanust ot 0 1o 40 Cer &T)p 60133;[ arrectaims (9)1660
baoB (1-8 Hemens) 7o ALIoB (
HEJIes)
OLeHKa ypoBHs OueHka OueHka ypoBHs Ouenka
OCBOCHHUS KOMIIETEHIIUH OCBOCHHUS KOMIIETEHIIUH
JMCIUTUTAHBI 00yJaromuXcst JMCIATUIAHBI 00yJaroMmuXxcst
1 Pabora Ha ypoke 5 5 5 6
2 Benenue koHcmekra 1 1 1 1
3 BCP (cooOrieHus, 5 7 5 7
pedepatbl, JOKIAIbI).
4 Jucnunnuna 1,5 15
5 | [IpoBepounas 2,5 7 2,5 6
(xoHTpOIBHAS,
CaMOCTOSITEIbHAs)
pabora
7 | IlpomexxyTrouHas 10 10
aTTecTanus
(muddepennmpoBaHHEbI
3a4er)
8 | IlocemaemocTtb 5 5
Hroro: 40 60

Tabnuua 10 - IlepeBoj 6ayioB B TpaJMIMOHHYIO CUCTEMY OLIEHHBAHUS

bamnel KauecTBenHas oreHka KonnuectseHHad onieHka
91-100 OTIINYHO «5»
76-90 XOpouIo «“4»
61-75 YIOBJIETBOPUTEIBHO «3»
MeHee 61 HEYIOBJIETBOPUTEIHHO «2»
Oonee 61 3aYTEHO
MeHee 61 HE 3a4TEHO




22

6. TIOCCAPHM OCHOBHBIX TEPMHMHOB MW ONPEJIEJEHUH, W3YYAEMBIX B

JACHUILINHE « IOKYMEHTUPOBAHUE YIIPABJEHYECKOU JEATEJIBHOCTH»

ABTOp 10KYMeHTa

(1)I/I3I/I‘-ICCKO€ HJIM OPUIUYICCKOC JINI0, CO3AaBIHICC JOKYMCHT.

AnpecaHTt OTIIPABUTENb.
Anpecar 110JIy4aTellb.
AKT JTOKYMEHT, COCTaBJICHHBIN HECKOJIbKMUMU JIMIIAMH U TIOATBEP K TAOIINI

YCTAHOBJICHHBIC (baKTBI WA COOBITHA.

bnank nokymenra

Ha0Op PEKBU3UTOB, HICHTU(DUITUPYIOIIUX aBTOpa O(PHUIHATIHLHOTO
HNHCBMEHHOTO JIOKYMEHTA.

Bu3za opuumnanbHoro

PEKBU3UT TOKYMEHTA, BBIPAXKAIOIINUN COTIache UM HECOTIIache

JAOKYMEHTA JOJDKHOCTHOTO JIMIA C COAEPKAHUEM JOKYMEHTA.

Boinucka u3 KOIIMSI YaCTU TEKCTOBOI'O JOKYMEHTA.

AOKYMEHTA

I'pug PEKBU3UT, YKa3bIBAIOIIUI Ha 0COOBIN XapakTep COAEpIKaHUS
0(pHLIMATBHOTO TIOKYMEHTA.

Heao COBOKYITHOCTb JJOKYMEHTOB WJIM JOKYMEHT 10 OJJHOMY BOIPOCY,
HOMEIIEHHBIN B TBEPAYIO 00JIOKKY, COOTBETCTBYIOIIUM 00pa3oM
0(OpPMIICHHYIO.

Jesionpon3BoacTBo OTpacib JeSTeIbHOCTH YeJIOBEKa, CBI3aHHasl ¢ pa3paboTKON 1

(lokyMeHTauMOHHOE o(opMIIEHHEM JOKYMEHTOB, OpraHu3alueil UxX ABMKEHUs, yUE€Ta U

obecreyeHue XpaHEeHUs.

yIpaBJeHHs)

JAMpeKTHUBHBIN JOKYMEHT, COAEep)KalUi 00s3aTeNIbHbIE K UCIIOHEHUIO YKa3aHUs

AOKYMEHT BBIILIECTOSIIIIUX OPTraHOB.

Horosop JOKYMEHT, 3aKPEIUIAIOINI COMIAIIEHUE IBYX WM HECKOIBKUX CTOPOH.

JlokJIagHas 3aMACKA

HAOKYMCHT, a,[[peCOBaHHHﬁ PYKOBOACTBY, B KOTOPOM H3JIAracTcCAd KaKoM-
h10%(e10) BOIIPOC € BBIBOJAMU U MPCATIOKCHUAMU COCTABUTCIIA.

JokymeHT 3auKkcupoBaHHas HA MaTepUaIbHOM HOCHTENEe HHpOpMaIUs C
PEKBU3UTAMHU, O3BOJISIIOIIMMU €€ MIEHTU(UIIUPOBATH.

JlokymMeHTHpOBaHHUE 3alUCh MHQPOPMALlMM Ha pPa3IMYHBIX HOCHUTENSIX 10 YCTaHOBJIEHHBIM
IIpaBHJIaM.

JlokymeHTo060poT JBIKEHUE JTOKYMEHTOB B OpPraHM3allMM C MOMEHTA HX IOJIYYEHHs HIIU

CO3aHNA 0 3aBCPUICHUA UCIIOJTHCHUS UM OTIIPABKH.

Jdy0ankar foKkymeHTa

MOBTOPHBIN SK3EMILISIP MOJIMHHUKA TOKYMEHTA, UMEIOIINHN IOPUINYECKYIO
CUILY.

HNuaexc geaa

1udpoBoe U /1 OyKkBeHHO-IIM(PpoBoe 0003HAUEHHUE JIe)1a B HOMEHKIIAType
JIeT1 OpraHu3alMy, HAHOCHMOE Ha €ro 00JI0XKKY.

HNucrpykuus MIPaBOBOM aKT, YCTaHABIMBAIOIIMN NpaBWiIa, pPEryIUPYIOLIUe
OpraHU3al[MOHHbIE M CHEIHaJIbHbIE CTOPOHBI AESTEIbHOCTH OpraHU3alUi,
UX NOAPA3JIENECHNN, OTAENIBHBIX JOKHOCTHBIX JIMIL.

Koppecnonaent OpraHM3alys WIN OTAENBHOE JINLO, C KOTOPBIM BEAETCS EPENUCKA.

JInuHoe geJ1o

ACJI0, BKIIFOYA0MEeC NTOKYMCHTBI O KaKOM-IIH00 pa6OTHI/IKC NpeaAnpusaTUs.

Haxnaauas

JOKYMEHT, KOTOpbIM  O(QOpMISIOTCA TpUéM U
MEPEMEIICHUE WIH OTIYCK MAaTEPUAJIbHBIX LIEHHOCTEM.

OTHpaBKa Tpy3a,

HomenkJarypa ne

CHCTeMaTHSHpOBaHHBIﬁ IEpPCUYCHDb 3aroJiOBKOB A€ C YKa3aHUEM CPOKOB HX
XpaHCHU, O(I)OpMJICHHBIﬁ B YCTAaHOBJICHHOM TTIOPSAOKC.

O0bsicHUTeIbHAS JIOKYMEHT, B KOTOpPOM paOOTHUK OpTraHU3alii OOBSCHSIET TNPUUUHBI
3aMucKa HEBBIMOJTHEHHSI KaKOTO-TUOO PACMOpSDKEHUs, TMPUKa3a, WHCTPYKIUH,
MIPaBWJI WUIM YCTHOTO YKa3aHUsI PYKOBOJAUTEIIA.

Onucep IOpUANYECKHA O(OPMIICHHBIN MepedeHb JOKYMEHTOB.
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Opranmn3anuoHHbIe
JAOKYMEHThI

JIOKYMEHTBI, OINpEAEIAIOME MpPaBOBOM  cTaryc (OpraHu3anMoHHO-
PaBoOBYIO (HOPMY) YUPEKACHUS, TPEANPUATHS U TTOPSIIOK €r0 pabOTHI.

Opnrnﬂa.n AOKYMCHTA

MEPBOHAYAIIBHBIN SK3EMIUISP JOKYMEHTA.

OTnyck

3aBepeHHas IOJHas KOMMS MCXOMAIIETO JOKYMEHTa,
OTHPABUTES.

oCTaromasiAcsa y

Odopmienue nena

KOMIIJICKC pa60T II0 OIIMCaHUIO Jc€jia, IO IIOAT'OTOBKE O6J'IO)KKI/I, 10

OpOILLIIOpOBKE, HyMEpaluu JIMCTOB M COCTaBICHHUIO 3aBEPUTEJIBHOU
3aIHUCKHU.

Odopmienue IPOCTABJICHUE HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBIICHHBIX IPaBHJIAMH

AOKYMEHTA JOKYMEHTHUPOBAHHS.

IIncsmo 00001IEHHOE HAWMEHOBAaHWE PA3IUYHBIX MO COAEPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEACTBOM OOIIEHUS MEXIY OpraHM3alUsiAMH, a TaKKe MEXIy
OpraHu3alsIMU M YaCTHBIMU JINLIAMHU.

IHopmmHHUK NEPBOHAYAIBHBIA JOKYMEHT, COJEpKaIlMi HMCXOJHYI0 HH(POPMALHIO,
HaJIeKAIIM 00pa3oM 0(hOPMIICHHBIMN.

Iosoxenue [IPABOBOM AaKT, YCTAHABJIMBAIOIIMN OCHOBHBIE IPaBWJIa OpPraHU3alUU U
JNEATCIIBHOCTH  YUPEXKICHWM,  NpPEAnpUsATUd, UX  CTPYKTYPHBIX
MOJpa3/ICJICHHI.

IIpenno:xenne IIMCbMEHHOE 3asBJICHHE OT MMEHU OpraHM3alllM, aJgpecOBaHHOE ApPYroiu

(ogepra) OpraHu3aluu, 0 TOTOBHOCTH 3aKJIIOUUTh C HEW JOTOBOP HA ONPEEIEHHBIX
YCIIOBUSIX.

IIpencraBienue JIOKYMEHT, COJEp KaIlUi MPeIIoKEeHNEe O Ha3HAUeHUH, IEPEMELICHUHN WU
IIOOLIPEHUH [IEPCOHAIA, a TAKKE PEKOMEHIALIUIO OIIPEIEIEHHBIX IEHCTBUI
MEPOIPUIITHH 110 BOIIPOCaM AESITEIbHOCTH OpraHU3aliy.

IIperen3us IIMCbMO, OTIPABISAEMOE BHUHOBHOM CTOPOHE B CIIydae HEBBIIOJHEHUS €I
3aKJIIOUEHHBIX paHee JOIrOBOPOB U Pa3HOr0 pojia 0053aTeIbCTB.

IIpuxa3s IIPaBOBOM  aKT, W3/1aBa€Mblii PYKOBOAMTEIEM [UIsl PELIEHUs

OCHOBHBIX M OIICPATHBHLIX 3aJia4, CTOAIINUX MEPC OpFaHHSaHHGﬁ.

IIpoexT 10KyMeHTa

HpeI[BapI/ITeJ'IBHHﬁ BAapHUAHT AOKYMCHTa, Hpe,[[HaSHa‘ICHHHﬁ JJIA
PacCCMOTPCHHUA U COTJIACOBAHHA C 3aMHTCPCCOBAHHBIMU JIMITAMMU.

IIpoTokoa JOKYMEHT, COJEpKaIluii IOCIETOBATEIbHYIO 3aliCh X0Ja OOCYXKIECHUS
BOIpOCAa M TPUHATHIX pEIIeHHH Ha CcOOpaHUsX, COBEIIAHUSX,
KOH(EpEHIMAX 1 3aCeTaHUsIX KOJUIETHAIBHBIX OPTaHoOB.

Pacnucka JIOKYMEHT, MOATBEPKIAIOIIMN TMONyYeHHE KaKUX-IMOO JIEHEKHBIX WIN
MaTepUaIbHBIX IIEHHOCTEMN.

PacnopsigurenbHble JIOKYMEHTBI, B KOTOPBIX (UKCHUPYIOTCS pEIICHUS B YUYPEKJACHUU, Ha

AOKYMEHTBbI NPEINPHUSTAA aJIMAHUCTPATHBHBIX M OPTraHU3aIIMOHHBIX BOITPOCOB.

Pacnopsi:kenne MPABOBOM aKT, U3aBAEMblii B OpPTaHU3AIMU IO ONEPATUBHBIM BOMPOCAM
eIWHOJIMYHO  3aMECTUTENIIMH  TEPBOTO  PYKOBOIUTENS, a  TaKxke
PYKOBOIMTENSIMU CTPYKTYPHBIX MOJIpa3AeeHui.

PerucrpanuoHHbIi nudpoBoe wiaM  OykBEeHHO-IU(GPOBOE O00O3HAYEHUE, MPHUCBANBAEMOE

HHIeKce (HoMep) JIOKYMEHTY IIPH €r0 perucTpaluu.

JOKYMEHTA

Perucrpanus 3alUCh YYETHBIX JAaHHBIX O JIOKYMEHTE II0 YCTAaHOBJIEHHOH (opme,

JOKYMEHTA bukcupyromas GaxkT ero Co3IaHusl, OTIPABICHHS WX TOTYICHUSI.

Peectp [Tepeuenp (cUCOK) 4ero-i1mb0 MpUMEHSEMBbId B OyXrajaTepckoM y4ére U

JACJIOITPOU3BOJCTBE.

Pe3oJtronus Ha
JOKYMEHTe

IMUCBbMCHHOC YKa3aHHUEC PYKOBOAUTEIIA UCIIOJIHUTEIIIO O XapaKTEpPE U CpOKax
HCIIOJIHCHUSA JJOKYMCHTA.

PexBu3uTHI

MH(OPMaLIMOHHBIE 3JIEMEHTHI CIIY>)KEOHOTO IOKYMEHTA, €r0
COCTaBJIAIOLIME.
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PexiamanuonHoe MUCHbMEHHOE 3asiBIeHHE 00 OOHapy)XKeHHM HeAOoCTaud, Ae(QeKToB B

MHCbMO NOJTy4EHHOM MPOAYKIIMH UK BBIIOJIHEHHON paboTe.

Pemenue IIPAaBOBOM aKT, IPUHUMAEMBII KOJUIETHAIbHBIM OPTaHOM.

Cucrema COBOKYNHOCTb  JTOKYMEHTOB,  B3aUMOCBSI3aHHBIX [0  IpU3HAKaMm

AOKYMEHTAIUHU NPOMCXOXKACHUS, HA3HAUYEHUs, BUAA, c(epbl NeATETbHOCTH, EIUHBIX
TpeboBaHUH K UX 0OPOPMIICHUIO.

Cucrema MPUHATBHIA B OPraHU3alluK MOPAI0K CO3MaHus, O(POPMIICHUS U UCTIOTHEHUS

AOKYMEHTHPOBAHMSA JJOKYMEHTOB.

CayxeOHbIH JOKYMEHT

opuLMaNbHBIA TOKYMEHT, HCIOJB3YEMbId B TEKYIIEH JesITeIbHOCTH
OpraHM3alyHy.

ConpoBoaurtenbHoe MUChMO, yKas3blBarollee Ha (HakT OTIPABKU MPUIOKEHHBIX K MUCHMY

MHCHbMO JJOKYMEHTOB M JPYTUX MaTepUaAJIbHBIX LIEHHOCTEH.

CrnpaBka JOKYMEHT, COAEp)Kalluil OTBET Ha 3alpOoLICHHYI0 HH()OpPMaLUI0 WIN
NOJTBEPXKICHUE TE€X WM UHBIX (DAaKTOB U COOBITHH.

Cranaaprusanus NESITeIbHOCTh 10 YCTAHOBJIGHUIO IPABMJI M XapaKTEePUCTHK B LEIAX HMX
JOOPOBOJIBHOTO W MHOTOKPATHOTO HCIIOJIb30BaHMS, HAIpaBJICHHAs Ha
JOCTIDKEHUE YIOPSIIOUEHHOCTH B cepax yrpaBlieHHs NPOU3BOACTBA U
oOpamieHuss TPOMYKIMH ¥  TOBBIIEHUS  KOHKYPEHTOCIIOCOOHOCTH
IPOAYKIIMH, pa0OT WU YCIIYT.

Tabauua dbopma HOKyMEHTa, B KOTOPOM TEKCTOBbIE MM LU(POBBIE CBEICHUS
pasMelleHbl o rpadam.

Teserpamma BHUJI CITYK€OHOT'0 JOKYMEHTA, IEPEJAaHHOTO 110 Tenerpady.

Tesexe TeJIerpaMMa, IOCJIaHHasl 110 TeJleTaimy.

Tesegonorpamma 0000IIEHHOE HA3BaHUE PAJIMYHBIX [0 COJACPKAHUIO JTOKYMEHTOB,
BBIJICJIIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM Iiepefayd TeKcTa - 110
Tenedony.

Ykazanue pacropsaUTeNbHbIl  JOKYMEHT, W3JaBaeMblii B  YUpeXICHHsX, Ha
OPEINPUATHSIX TPEUMYIIECTBEHHO 10  BOMpocaM  HMH(OPMAIMOHHO-
METOAMYECKOI0 XapakTepa, a TakKe [0 BONPOCAM, CBSI3aHHBIM C
OpraHu3aliieil MCIONHEHHUS TPUKA30B, HHCTPYKIUH M JAPYTHX MPAaBOBBIX
AKTOB OPTaHOB YIPABJICHHUS.

Yuupukanus YCTAQHOBJIEHHE €AMHO00pa3Horo Habopa ¢opmaTtoB Oymaru, >3JIE€MEHTOB
TEKCTa, PEKBU3UTOB WM pa3MelIeHHs] KaKk B PaMKax OJHOTO JOKYMEHTa,
TaK ¥ B Macitabe JOKYMEHTHOro o0pa3oBaHusl.

YuudunupoBanuas cUcTeMa JOKYMEHTAllMW, CO3/laHHas 10 €AWHBIM TpaBWIaM M|

cucreMa TpeOOoBaHUAM, cozieprKalias HHPOPMALHUIO, HEOOXOAUMYIO ISl YIIPaBJIECHUS

nokymentamuu (YC) | B onpenenéHHoM cdepe AeITeTbHOCTH.

YHupunupoBaHuas COBOKYITHOCTb ~ PEKBHU3UTOB, YCTAHOBJIEHHBIX B  COOTBETCTBUU C

¢dopma noxymenTa

Yol

perraeMbIMH B JTaHHOU c(epe AesTeIbHOCTH 3aJa4aMH M PACIIONIOKEHHBIX
B ONpeAeNEHHOM MOPsIJIKe Ha HocUTese nHpopmanuu.

dakc (Tesedaxc)

Tene@oHHas (pakCUMMIIbHAS CBS3b Ui Mepelay MevyaTHOW MH(opmaiuu,
anmapar i npuéma (pakCUMUIBHOM CBS3H.

daxkcumuiie

BOCITPOU3BCACHUEC TCEXHHUYCCKUMH CpCACTBAMHU TOYHOI'O I/1306pa)KeHI/I$I
noAIInCHu (TCKCTa), CﬂeHaHHOﬁ OT PYKH. A Takxe KIIMIIEC, II€4aTKa,
IMMO3BOJIAIOIIAA MHOT'OKPATHO BOCIIPOMU3BOJAUTE NOANIMCHE HA JOKYMCHTAX.

Pduznueckoe JUIO

auno,  obnajaroliee  TpaXJAaHCKMMM — IpaBaMHM M [OJUIeXKallee
OTBETCTBEHHOCTH 3a HapylIEHUE IPa’KJaHCKUX 00513aHHOCTEH.

DopmMHUpoOBaHHE eI

TpynmnuvupoBKa HCHOJIHCHHBIX MJOKYMCHTOB B [OCJIa B COOTBCTCTBUU C
HOMGHKJ’I&TypOfI ACT 1 CUCTEMATHU3alUA JOKYMCHTOB BHYTPH JCJI.

DopMyJsIp J0KYMEHTA

Ha6op PCKBU3UTOB O(I)I/II_[I/IaHLHOFO IIMCBMCHHOT'O
PacCIoJIOKCHHBIX B OHpCHCHéHHOﬁ OCICaA0BATCIBHOCTH.

JIOKYMEHTA,
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DopmyJsip odpaszerny

MOZCIIb NOCTPOCHHUA JOKYMCHTA, YCTAHABJIMBAKOIIIAsd 0011acThb IMPUMCHCHUA,

AOKYMeHTa (dopmartsl, pazMepsl 1oJied, TpPeOOBaHUS K MOCTPOCHUIO KOHCTPYKLIMOHHOM
CCTKH U OCHOBHBIC PCKBU3HNTHI.

XapakTepucTHKA JOKYMEHT,  BBIJABa€MbI  aAMMHUCTpAlMed  OpraHu3alld  CBOEMY
pabOTHUKY.

LupkyasipHoe MHCbMO | IUCbMO, HANPABICHHOE BBIIIECTOAIIEH OpraHu3alueil B HECKOJIbKO

aJIPEeCcoB.

JKcnepTu3a LEHHOCTH

OnpeACIICHUE 3HAYCHHA NTOKYMCEHTOB B LCIIAX HX 0T6opa Ha XpaHCHUC U

AOKYMEHTOB YCTAHOBJIEHHS] CPOKOB XPaHEHUsI HA OCHOBE IIPUHATHIX KPUTEPUEB.
IOpuaunueckas cuiia CBOICTBO OQUIMANBHOTO JOKYMEHTa, oOOecreunBaeMoe ACHCTBYIOLUIUM
AOKYMEHTA 3aKOHOJATEIbCTBOM, KOMIIETEHLIMEN U3/1aBILIEr0 €ro OpraHa yrnpaBJeHUs U

YCTaHOBJICHHBIM HOPSIKOM 0(OPMIICHHUSI.

KOpuanyeckoe U0

YUpEKICHUE, NMPEAIPUATHE WIM OPraHu3alus, BbICTYIAIOLIEEe B Ka4eCTBE
CaMOCTOSITEJIbHOTO HOCUTENIS TPAKIAHCKUX MpaB U 00s3aHHOCTEH.

SI3bikoBasi popmysia
JOKYMEHTA

CJIOBO, CJIOBOCOYETAHHUEC, NPCIAIIOKCHHC, o6pa3y10ume OCHOBHOH TEKCT H
XapaKTCPHOC JII KOHKPCTHBIX BUAOB JOKYMCHTOB.
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6 JIMCT U3SMEHEHUM U JIONOJTHEHUIA, BHECEHHBIX B PABOUYIO YYEFHYIO

ITPOI'PAMMY

Ne HN3MCHCHHA, JaTa BHCCCHUA U3MCHCHU I, Ne CTpaHUIbI C ©3BMCHCHHUECM:

BbLJIO:

CTAJIO:

OcHoBaHueE:

HO}IHI/ICI) JINIa, BHECIICTO N3MCHCHUA




OUJINAJI PEJEPAJIBHOI'O 'OCYJAPCTBEHHOI'O BIOJKETHOI'O OBPA3OBATEJIBHOI'O YYPEXKAEHUSA

BBICHIEI'O OBPA3OBAHUSA

«BJAJIJMBOCTOKCKHM I'OCYJAPCTBEHHBIV YHUBEPCUTET SKOHOMMKHU U CEPBUCA» B T. APTEME
TexHu4veckas IKCNEPTU3a MPOrpaMMbl y4eOHOM JUCHUIIMHBI «/lokyMeHTaLIMOHHOE 00ecneyeHne YIIPaBJIEeHUs» MPOrpaMMbl MOATOTOBKHU
CIeNMAJINCTOB cpeaHero 3seHa cnenuajabHocTu 40.02.01 IlpaBo U opranu3anus COMAIBHOTO o0ecrneyeHus, NpeacTaBJIeHHOI

npenogasaresueM Kadeapsl

IKOHOMHUKH, YNpaBJieHUsI U UHGOPMAUMOHHBIX TeXHoJa0rui ¢uauana 3adeaunoi T.U.

IKCHEPTHOE 3AK/IIOYEHUE
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Ne HaumeHoBaHMe IKCIIEPTHOIO MOKA3ATEJIs JKcnepTHasi OlleHKA
aa Her
JdkcnepTu3a oGopmiieHUs] TUTYJILHOIO JIMCTA U OTJIaBJICHUS
1. | HamMenoBanue mporpaMmbl yaeOHON JUCIUIUINHBI HA TUTYJIEHOM JIHCTE COBIAJACT C HANMEHOBAHHUEM JIHCIUILINHBI B TEKCTE na
®rocCu vII
2. | HasBanue (puimasa cooTBETCTBYET Ha3BaHHUIO 110 Y CTaBY aa
3. Ha TutynbHOM UCTE yKa3aH y4eOHBIH UK, KOJ M HAMMCHOBAaHUE CIICIIUAIIBHOCTH aa
4. | ObopoTHast CTOPOHA TUTYJIHHOTO JIMCTA 3aII0THEHA aa
5. | Hymepanus crpanun B «Conep:kaHum BEpHa aa
Ikcneprusa pasgena 1 «llacmopt nmporpaMMsel y4eOHOM AU CHHUIITTHHBD
6. | Pazmen 1 «IlacnopT nmporpaMMbl yueOHOW AMCIUIUTMHBDY KMEETCS na
7. | HaumMeHoBaHuUe MporpaMMbl AMCHUILUIMHBI COBNAAAET C HAMMEHOBAaHHEM Ha TUTYJIbHOM JIUCTE aa
8. | Ilynkr 1.1. «O6macTh MPUMEHEHUS POTPAMMBIY» 3aII0JHEH aa
9. | Ilynkr 1.2. «MecTO TUCIUIUTMHBI B CTPYKTYpPE OCHOBHOM MPOGECCHOHATHLHON 00pa30BaTeIbHOM MPOrpaMMbD» na
3ar0JIHEH
10. | IlyskT 1.3. «llenu u 3a1a9u AUCIUTUIMHBI — TPEOOBAHUS K pe3yJbTaTaM OCBOCHHS JUCIUIUIMHBD) 3aII0JIHEH aa
11. | TpeGoBaHusl K YMEHUSIM U 3HAHUSIM COOTBETCTBYIOT NepeyrcieHHbIM B TekcTe PI'OC aa
12. | BapuaruBHas 4acTh OTpa)keHa (TIPU HATHIUH ) He
Npe1yCMOTPEHA
13. | TIK, Ha KOTOpBIE OPHEHTUPOBAHO COACPIKAHUE TUCITUILTIHBI, YKa3aHbI Aa
14. | OK, dhopmupyemsble B mporiecce N3yueHHs JUCIUIUIMHBL, YKa3aHbl aa
15. | TlogcTpouHble HANMKUCH YAAICHBI aa
16. | IlyskT 1.4. «PexoMeHayeMoe KOJMYEeCTBO YaCOB HA OCBOSHHE IPOTPAMMBI TUCITUITIIMHBD) 3aII0JTHEH aa
17. | TlepeuncieHsl BUABI CAMOCTOSITETILHON pabOThI aa
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18. | Yka3zanHOe KOJIM4eCcTBO 9acoB B rpade «MToro» cooTBETCTBYET yueOHOMY IUIAHY aa
JkcnepTu3a pasaena 2 «CTpyKTypa H cojiep:kaHue Y4eOHOH JUCHUIIMHbD)
19. | Pa3men 2. «CtpykTypa U cofepkaHne yueOHON AUCIMIUTHHBD) UMEETCS na
20. | Iynkr 2.1. «O0BeM yueOHOM AUCIUILTHHBI X BUJIBI y4eOHOU paOOTHI» 3alOTHEH aa
21. | Tabmuua 2.2. «TemaTnyeckuii Iiad U coepKaHue YIeOHON TUCIUTUIMHBD) 3all0JHEeHA aa
22. | O6beM MaKCUMAIBHOM yueOHOM HArpy3Ku 00yYaroIerocs B HacropTe NporpaMmbl B Tabimnax 2.1 u 2.2 coBnagaer Jaa
23. | O6beM 06s13aTeNIbHON ayAUTOPHON HArpy3Ku B macnopTe nporpaMmsl B Ta0numax 2.1. u 2.2. coBnajaaer aa
24. | O0beM BpeMeHH, OTBEICHHOTO HA CAMOCTOSATENBHYIO paboTy 00ydaromuxcs, B Macnopre nporpamMmmel, Tabmunax 2.1 u 2.2 na
COBIIA/IaeT
25. | OObeM B yacax UMEETCS BO BCEX SUEHKaxX aa
26. | IlepeuncieHsl BUABI CaMOCTOSATENLHON pabOThI CTYACHTOB, CPOPMYITUPOBAHHBIC Yepe3 ACATEILHOCTD aa
27. | Cymma 1o KakJIoMy CTOJIOITy paBHa MaKCHMaJIbHOM Harpy3Ke aa
28. | B Tabmurie 2.2. Bce rpadbl U CTPOKH 3aIIOTHEHBI na
29. | Conepxanne TabauIB! 2.2. COOTBETCTBYET MpIIoKeHUI0 «KOHKpeTH3anus pe3yabTaToB OCBOSHUS TUCITUTLTHHBD) aa
IxkcneprTusa pasgena 3 «YcaoBus peaau3alui NPOrpaMMbl JUCHUINIMHBD)
30. | Pasgen 3 «YcaoBus peanusamnyy MpOrpaMMbl JUCIHIUTHHBDY HMEETCSI aa
31. | Ilynkr 3.1. «TpeboBaHus K MUHUMATBHOMY MaTepHUATbHO-TEXHHYECKOMY 00ECTICUSHHIOY 3aMOTHEH aa
32. | Iynkr 3.2. «MadopManmonHoe obecriedeHrne 00yueHHs» 3a0IHeH B cOoTBeTCTBUM ¢ TpeboBanusaMu ['OCT no odopmienuro na
JIUTEPATYPHI
33. | B mynkre 3.2. yka3aHbl HHGOPMALMOHHBIE OCHOBHBIE U JIOTIOJIHUTEIIbHBIE HCTOYHUKH JUIS CTYACHTOB M IIPENIoJaBaTes na
34. | B crmcke OCHOBHOM JIMTEpaTyphl OTCYTCTBYIOT M3/IaHHS, BHITYIIIEHHBIE OoJiee 5 JIeT Hazal aa
Ikcneprusa pazgena 4 «KOHTPOIb M OLeHKA pe3yJIbTATOB 0CBOCHUS JMCHUTINHBI)
35. | Pa3nen 4. «KoHTpob U OlIEHKA PE3yJIbTaTOB OCBOCHHUS AUCHUIUIMHBD) UMEETCS na
36. | HanmeHnoBaHus 3HaHWI 1 YMEHUN COBNAAAIOT C YKa3aHHBIMH B 11. 1.3 aa
NTOT'OBOE 3AKVIIOYEHHUE
[TporpamMmma qUCHUTIIIMHBI MOXKET OBITh HAIlpaBJeHA Ha COJEP)KATEIbHYIO SKCIIEPTU3Y aa ‘

Pa3paboTunk mnporpammsi: T.1.3abenuna CormnacoBaHo:

«21 » ampensa 2020 . N.o0.3aB.xadenpoit

A.A.Braceuko

3aB OoTaEIEHUEM

Metoguct YMU

M.C.CnoBukoBa
T.U.TemngaxkoBa

«24 » anpens 2020 r.
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PUJINAJI PEJEPAJBHOI'O 'TOCYJAPCTBEHHOI'O BIOJDKETHOI'O OBPA3OBATEJIBHOI'O YYPEKJAEHUA
BBICHIET'O OBPA3OBAHMA

«BJIAIUBOCTOKCKHI T'OCYJAPCTBEHHbIA YHUBEPCUTET SKOHOMMKH Y CEPBUCA» B T. APTEME

CoaeprxaresbHasi IKCIIEPTH3A IPOrPaMMBbl y4eOHOH AUCHMILVINHBI «/[0KyMeHTallnoHHOe o0ecnieyeHre YIIPABJIEHUSD> NPOrpaMMbl
MOJATrOTOBKY CHEHUAINCTOB cpeHero 3seHa cnenuagabHocTu 40.02.01 IIpaBo u opranu3anus couuaaibLHOro odecnevyeHus, NpeacTaBIeHHOI
npenogasareseM Kadeapbl IKOHOMHKH, yNpPaBJjieHUus] H HHGOPMAaMOHHBIX TexHolorui ¢puiaunana 3adeaunoi T.H.

IKCIHEPTHOE 3AK/IIOYEHUE

Ne HanMeHoBaHHe IKCIEPTHOIO NOKAa3aTeJsl IKcIepTHasi OLleHKA
aa HeT 3aKJII0YeHne
OTCYTCTBYeT Ilpumeuyanue
Jkcnepru3za pasnena 1 «Ilacnopt nporpaMmmsl yueOHOH TUCHHUILIMHBD)
1. TpeboBaHus K yMEHUSAM 1 3HAHUSIM COOTBETCTBYIOT nepeurcieHHsiM B @PI'OC CIIO (B T. aa
4. KOHKPETU3UPYIOT W/mid pacmupsioT TpedoBanus PI'OC)
2. | B mynkre 1.3. ykazans! [IK 1 OK, Ha opmMupoBaHnE KOTOPEIX OPHEHTHPOBAHO aa
COJIepKaHNe JUCIUIIINHBI
3. | BapmaruBHas gyacTh COEPXKUT TPEOOBAHMUS K PE3yJIbTaTaM OCBOCHHS AUCIMIUINHBI (TIPH He
HAJTNYHH) npeayCcMOTpeHa
Ikcnepru3za pasaena 2 «CTpyKTypa u cofep:kaHue y4eOHOH THCUMIINHbBD)
4. | ConepxaHue BHIOB Y4eOHOW AEATEIHHOCTH COOTBETCTBYET TPEOOBAHUSM, aa
IPEabABISIEMbIM K pe3yJIbTaTaM OCBOSHHS JUCHHUIUIMHBI («YMETh», «3HATHY).
5 | ConepxaHue y4eOHOM AUCIUILUTUHBI pa3pabOTaHO C OpUEHTALUEH Ha POPMUPOBAHHE na
ykaszanHbix B pazzene | [IK u OK
6. | CrpykTypa nporpamMMbl y4eOHOH AUCIMIUINHBI COOTBETCTBYET IMPHUHIIMITY €TUHCTBA aa
TEOPETUYECKOTO M MPAKTHIECKOTO 00yUeHUs
7. | Temaruka 1a0OpaTOPHBIX W/HIM NPAKTHYECKUX pabOT COOTBETCTBYET (POPMUPYEMBIM aa
YMEHHUSM U OPHEHTHPOBaHA Ha MOATOTOBKY K oBnasaeHuro [1K B mpodeccrnonaasHOM
MOJyJIe
8. | Temarnyeckuii IIaH U COEPKaHNE YUeOHON AUCIUIUIMHBI COOTBETCTBYET COJICPIKAHHIO aa
Marepuala, yKasaHHoTo B paszgene 1.
9. | YpoBHH 0CBOEHHS COOTBETCTBYIOT BUAM YUe€OHOMU JIESTEILHOCTH B pas3jiene aa
10. | Conep:kaHue caMOCTOSITEIbHON pabOTHI CTYJICHTOB, B T.4. BHEAYAUTOPHOH, HAIIPaBJIeHO aa
Ha BBINIOJHEHHE TPEOOBAHHUH K pe3ysibTaTaM OCBOCHHsI AUCIUILINHBI
11. | ®opMyIHPOBKH CaMOCTOSTENIBLHOM padOTHI TOHUMAIOTCS 0JJTHO3HAYHO aa
12. | Paznensl mporpaMMsbl y4eOHOW TMCHUIUIMHBI BBLJICJICHBI IUJAKTHYECKH 11eJ1ec000pa3Ho aa
13. | Cogmepskanne yueOHOTO MaTepHaia COOTBETCTBYET TpeOOBaHHSAM K (POPMHUPOBAHUIO na
3HAaHUHM U YMEHHH.
14. | OO6beM BpeMeHHU JOCTATOYEH /Ul OCBOCHHS YKa3aHHOTO B COEPKaHUH y4eOHOTO na

Matepuajia
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15. | OObeM u cozepkaHue T1ad0PaTOPHBIX M MPAKTHYECKUX PAOOT ONpEAeIeHbl TUIaKTHIECKU na
11eJ1Iec000Pa3HO U COOTBETCTBYIOT TPeOOBaHHSIM K YMEHUSIM U 3HAHUSAM

16. | IIpumepHas TeMaTHKa KypcOBBIX paOOT COOTBETCTBYET LIEJISIM U 337]a4aM OCBOCHHMS He
y4eOHOU TUCHUILIUHBL (NYHKM 3aNOAHAEMCS, eclii 8 NPozpamme OUCYUNIUHbL NpeAycMOTpeHa

npedycMompeHa Kypcosas paboma)

3Kcnean3a pasaeia 3 «YcaoBus peanusanvu nporpaMmmMmbl JMCHUIVIMHBD)

17. | Ilepeuyens yueOHBIX KaOMHETOB (MacTepCKUX, 1abopaTopuil u Ap.) obecrneyrnBaeT na
MPOBEICHUE BCEX BUIOB JIAOOPATOPHBIX U MPAKTHUECKUX PAOOT, MPeTyCMOTPEHHBIX
pOrpaMMoi y4eOHON TUCIIUTIMHBI

18. | IlepeuncieHHoe 00OpyIOBaHKE 00ECIIEYHBACT IPOBEJICHUE BCEX BUIOB MPAKTUUECKUX na
3aHATHH, IPEAYCMOTPEHHBIX ITPOTPaMMOil YueOHOM IMCIUILUINHBI

19. | IlepedyeHb peKOMEHAYEMOW OCHOBHOM 1 TOMOIHUTEIBHOM JINTEPATyPHI BKIIIOYACT aa
00IIeI0CTYTHbIE HICTOYHUKH

20. | Ilepeuncnenusie IHTEpHET-peCcypChl AKTyalbHbl H JOCTOBEPHBI aa

21. | IlepeuncieHHbIE HCTOYHUKN COOTBETCTBYIOT CTPYKTYPE M COACPKaHMIO IPOTPAMMBI aa
y4eOHOH JUCIUIIIHHBI

22. | NadopmanioHHbIe HCTOYHUKN YKa3aHBI C yIETOM COAEPKaHUS JUCIUIIIHHBI aa

Ikcnepru3a pasnena 4 «KoHTpob U OLlEHKA Pe3yJabTATOB OCBOCHUS JUCHUIJIMHBID

23 OCHOBHBIE TOKA3ATEIHN OLICHKHU PE3YyJIbTATOB 06y‘IeHI/I$I IIO3BOJIAIOT OAHO3HAYHO aa
JAUArHOCTUPOBATh YPOBCHb OCBOCHMUS
24 HaunmenoBanue (bOpM 1 MCTOHAOB KOHTPOJISI U OHNCHKHU OCBOCHHBIX yMeHI/Iﬁ 1 YCBOCHHBIX aa
3HAHUN TOYHO U OAHO3HAYHO OHUCBHIBACT MPOUCAYPY aTTCCTAllUN
25 (DOPMBI 1 METOAbI KOHTPOJIA HO3BOJIAIOT OICHHUBATH CTCIICHb OCBOCHUS yMeHI/Iﬁ nu aa
YCBOEHHUS 3HAHUM
HToroBoe 3aka0ueHne (M3 TpexX aTbTEPHATUBHBIX MO3UIINH CIIEAYET BEIOpATh aa HeT
OJIHY)
[TporpamMma JMCIUILTMHBI MOXKET OBITh PEKOMEHIOBAaHA K YTBEPIKICHHIO aa
[TporpamMmy JUCHMILIMHBI CIEYeT PEKOMEH/I0BATh K JOPaDOTKe
IIporpaMmy AMCLHUIUIMHBI CJIEJYET PEKOMEHJO0BATh K OTKJIOHEHUIO
3aMeuaHusi H peKOMEHIAHH IKCIEPTA Mo
aopadorTke
PazpaboTunk mporpammsr: T.1.3abenuna CoracoBaHo:

«21 » anpens 2020 r.

N.0.3aB.kadenpoii
3aB oTaEIIEHUEM

A.A.Braceuko

Metoguct YMU

M.C.CnoBukoBa
T.U.TemngaxkoBa

«24 » anpens 2020 r.
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CoaeprkaresbHasi IKCIIEPTH3a IPOrPaMMBbl y4eOHOH AUCHMILVINHBI «/[0KyMeHTannoHHOe o0ecnieyeHre YIIPABJIEHUSD> NMPOrpPaMMbl
MOJATrOTOBKY CHEHUAINCTOB cpeHero 3seHa cnenuagabHocTu 40.02.01 IlpaBo u opranu3anus couuaaibLHOro odecnevyeHus, MpeacTaBJIeHHOI
npenojasareseM kKadeapbl IKOHOMHKH, yNpaBJjieHUus] U MHGOPMAaMOHHBIX TexHoorui ¢puiauana 3adeannoi T.U.

9KCHEPTHOE 3AK/JIIOYEHHE

Ne HauMeHoBaHHE IKCIIEPTHOIO OKA3aTe/s IKCIIepTHas OlleHKA
aa HeT 3aKJII0YeHHE
OTCYTCTBYET IIpumeuyanue
Ixcneptu3a pasgena 1 «IlacnopT nporpaMMbl y4eOHO# THCIMIITIHHBIY
1. TpeOoBaHus K yMEHUSIM U 3HAHUSIM COOTBETCTBYIOT nepeuncienHsiM B @I'OC CIIO (B T. aa
4. KOHKPETH3HUPYIOT W/uin paciupsiioT tpedosanust PI'OC)
2. | B mynkre 1.3. ykazansl [IK u OK, Ha hopmMupoBaHre KOTOPHIX OPHEHTHPOBAHO aa
COJICpKAHNE TUCITUIIIIHBI
3. | BapuaruBHas yacTh CoiepKHUT TPEOOBaHHUS K pe3yJIbTaTaM OCBOCHUS JUCHHUIUIMHBI (TIPU He
HAJTNYHH) npeayCcMOTpeHa
Ikcnepru3za pasaena 2 «CTpyKTypa u coep:kaHue y4eOHOH TUCHMIIUHBD)
4. | ConepxaHue BHIOB Y4eOHOH AEATEIHHOCTH COOTBETCTBYET TPEOOBaHMUSM, aa
HPEeIbSBISIEMBIM K PE3YJIbTaTaM OCBOCHHS AUCIMILUIMHBI («YMEThY, «3HATHY).
5 | Cogmepxanune yueOHOM JUCIUILIMHBI pa3pab0TaHO ¢ OpHEHTaIel Ha GOpMUpPOBaHHE aa
yka3zanHbIx B pazzgene 1 [IK u OK
6. | CrpykTypa nporpaMMsl y4eOHOH AUCIMIUINHBI COOTBETCTBYET IPHHIUITY €ANHCTBA aa
TEOPETHYECKOTO M MPAKTHYECKOT0 00yIeHHS
7. | Temarnka 1a0OpaTOPHBIX W/HIIM NPAKTHIECKUX pabOT COOTBETCTBYET (POPMUPYEMBIM aa
YMEHHSM M OPHEHTHPOBaHA Ha MOJTrOTOBKY K oBnaaeHuio I1K B npodeccrnonansHoM
MOJTyJIe
8. | Temarnueckuii IaH 1 CoJiepKaHUe YUeOHON TUCLUILTMHBI COOTBETCTBYET COACPIKAHUIO aa
MaTepHaja, yKa3aHHOTO B paszzene 1.
9. | YpoBHH OCBOEHUsI COOTBETCTBYIOT BHIaM y4eOHOM AESITEIHHOCTH B paszeiie aa
10. | ConepkaHue caMOCTOSTEIbHON pabOThI CTY/ICHTOB, B T.4. BHEAYIMTOPHOM, HAMIPABJICHO aa
Ha BBINIOJIHEHUE TPeOOBaHUI K pe3yIbTaTaM OCBOSHHSI JUCIUIUINHBI
11. | ®opMyIHPOBKHU CAMOCTOATEIbHON PaOOTH HOHUMAIOTCS OJJTHO3HAYHO aa
12. | Pa3nesnsl mporpaMMsbl y4eOHOW IMCHUILIMHBI BBIJIEJICHBI IMJAKTHYECKH 11eJ1ecO00pa3Ho aa
13. | Cogeprkanue yueOHOro MaTepHaia COOTBETCTBYeT TpeOOBaHHSM K (DOPMHUPOBAHUIO aa
3HAHUH W YMEHUH.
14. | OObeM BpeMeHH JOCTAaTOUYEH JJIsi OCBOSHUS YKa3aHHOTO B COACPKAHUH YIeOHOTO aa
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Marepuana
15. | OObeM u cozepkaHue T1adopaTOPHBIX M MPAKTHYECKUX PAOOT ONPEAEIeHbl TUIaKTHIECKU na
11e71Iec000pa3HO U COOTBETCTBYIOT TPeOOBaHHSIM K YMEHUSIM U 3HAHUSIM
16. | IIpumepHas TeMaTHKa KypcOBBIX paOOT COOTBETCTBYET LIEJISIM U 337]a4aM OCBOCHHMS He
y4eOHOU TUCHUIUIUHBL (NYHKM 3aNOAHAEMCS, eclil 8 Npozpamme OUCYUNIUHbL NpeAycMOTpeHa

npedycMompeHa Kypcogas paboma)

3Kcnean3a pasaeia 3 «YcaoBus peaausanvu nporpaMmmMmbl IMCHUIVIMHBD)

17. | Ilepeuens yueOHBIX KaOMHETOB (MacTepCKUX, JabopaTopuil u Ap.) obecreyrnBaeT na
NPOBEJIEHUE BCEX BUIOB J1a0OPATOPHBIX M NPAKTHYECKUX paboT, MPeayCMOTPEHHBIX
pOrpaMMoi y4eOHON TUCIIUTIMHBI

18. | IlepeuncieHHoe 00OpyOBaHKE 00ECHIEYMBACT IPOBEICHUE BCEX BUIOB MPAKTUYECKUX aa
3aHATHH, IPETyCMOTPEHHBIX MPOTPaMMON yueOHOH JUCIUILIHHBI

19. | IlepedyeHb peKOMEHAYEMOW OCHOBHOM 1 TOMOIHUTEIBHOM JINTEPATyPHI BKIIIOYACT aa
00IIeI0CTYTHbIE HICTOYHUKH

20. | Ilepeuncnenusie IHTEpHET-pECypChl AKTyalbHbl H JOCTOBEPHBI aa

21. | IlepeuncieHHbIE HCTOYHUKN COOTBETCTBYIOT CTPYKTYPE M COACPKaHMIO IPOTPAMMBI aa
y4eOHOH JUCIUIIIHHBI

22. | NadopmanioHHbIe HCTOYHUKN YKa3aHBI C yIETOM COAEPKaHUS JUCIUIIIHHBI aa

Ikcnepru3a pasnena 4 «KoHTPob U OLlEHKA Pe3yJabTATOB OCBOCHHS JUCHUILJIMHBD

23. OCHOBHEIE TTOKa3aTeIN OLICHKHU PE3YyJIbTATOB 06y‘IeHI/I$I IIO3BOJIAKOT OAHO3HAYHO aa
JAUArHOCTUPOBATh YPOBCHb OCBOCHMUS

24, HaunmenoBanue (bOpM 1 MCTOHAOB KOHTPOJISI U OHNCHKHU OCBOCHHBIX yMeHI/Iﬁ 1 YCBOCHHBIX aa
3HAHUI TOYHO U OAHO3HAYHO OHUCBHIBACT MPOLUCAYPY aTTECTAllUN

25. q)OpMBI 1 METOAbI KOHTPOJIA HO3BOJIAIOT OLICHUBATh CTCIICHb OCBOCHUS yMeHI/Iﬁ n aa

YCBOEHHUS 3HAHUM

HToroBoe 3akiiiouenne (U3 TpeX albTEPHATUBHBIX MMO3UIIUN CIETyET BEIOpATh aa HET
OJIHY)
[TporpamMma JMCIUILTMHBI MOXKET OBITh PEKOMEHIOBAaHA K YTBEPIKICHHIO aa

[TporpamMmy JUCHMILIMHBI CIEYeT PEKOMEH/I0BATh K JOPaDOTKe

IIporpaMmy AMCLHUIUIMHBI CJIEJYET PEKOMEHJO0BATh K OTKJIOHEHUIO

3aMeuyaHHUs M PeKOMEHIALNN IKCIEPTa 0 A0padoTKe

PazpaboTunk mporpammbr: T.1.3a0enuna DKCIEepThI:
« 21 wampens 2020 ¢

T.B.Kypnocosa

H.B.IIpuxomxo

«24y anpensi2020 r.
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1. OO0mue moJioKeHusl.

KoHTpOBHO-0IICHOYHBIE ~ CPE/ICTBA

(KOC)

36

Inp€aAHa3sHA4YCHbl I KOHTPOJIA u OLICHKH

00pa3oBaTeNbHBIX OCTIKEHHH OOYYalOUIMXCs, OCBOMBIIMX MporpamMMmy ydyeOHOW nucumrmumasl OI1.14

«I[OKyMCHTaHI/IOHHOG obecrneuenue YIIPpABJICHUS»

KOC BxII04atoT KOHTPOJIBHBIE MaTepUaIbl JUIs IPOBEICHHS TEKYIIETO KOHTPOJIS M TPOMEKYTOUHOI
aTtecTauuu B popme nuddepeHIUpOBaHHOTO 3a4eTa B YeTBEPTOM CEMECTpe

KOC pa3paboTaHbl B COOTBETCTBHH C:

- IPOTrpaMMOil MOATOTOBKH CHEIMAIUCTOB CPEeIHEro 3BeHa 1o cnenuaibHocTH 40.02.01 IlpaBa u
OPTraHN3anMs COMUATBHOI0 o0ecneyeHHs yriIy0JIeHHOH MOATOTOBKH;
- MPOrpaMMOil yaeOHON AUCIUTUTHHEI JJoKyMeHTanmoHHOe 00ecTiedueHIe YIIPaBICHHUS.

2. Pe3yabTaTbl 0CBOEHHUS THCIHMILIHHBI, MOJIEKAIIHE POBEPKe

Pe3ysbTaThl 00yUeHUs
(0cBOCHHBIE YMEHHs1, YCBOCHHbIE 3HAHMS)

OcHOBHBIE OKA3aTeJIH OLICHKHU pe3yjabTaToB

Y 1. 0popMIIATE OpraHU3aIIMOHHO-PACTIOPSIIUTEIIHHEIC
JIOKYMEHTHI B cooTBeTCTBUU ¢ AericTByrouM ['OCTowm;

OdopmiieHre T0KyMEHTOB B COOTBETCTBUH C
DenepanbabiM 3akoHoM «O0 MHpOpMaIHy,
nH(opMaTU3aLMK U 3alUTe U UHHOPMALIHY.

I'OCT P 6.30-2003 «YHupHUINpOBaHHBIE CUCTEMBI
JOKYMEHTalMU. YHU(PUIMPOBaHHAS CHCTEMa
OpraHU3aLOHHO — PACHOPSAAUTEIILHON TOKYMECHTALIIH.
TpeboBanus kK 0HOPMIICHUIO TOKYMEHTOBY

Y 2. ocymiecTBIATh 00pabOTKY BXOJAIINX, BHYTPEHHUX U
UCXOJAIINX JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOIHEHUEM;

[ToHnMaHMe IPOIIECCOB ABMKEHHS JOKYMEHTOB U
JIOKyMEHTO0000poTa

ITpoBenenue cpaBHEHUS PyYHOTO H
AaBTOMATH3MPOBAHHOTO y4YeTa U KOHTPOJA , UX
JIOCTOMHCTBA U HEJJOCTATKH, IPUMEHsIeMas TEXHUKA.

Y 3. obopMIIATH JOKYMEHTHI IJIsl IEPEeiaun B apXHB
OpTaHM3aIN

Opranuzanus yHUGUKaIUN U CTaHIapTH3ALIH.
[ToHnmanue cucTeMBI JOKyMEHTAINH, €€ TIPU3HAKOB.

3 1. noHATHE JOKYMEHTA, €0 CBONCTBA, CIIOCOOBI
JOKYMECHTUPOBAHUAA,

[ToHnMaHue ¥ 0OCO3HAHWE POJIM TOKYMEHTA B JKU3HH
YeJloBeKa 1 00IIecTBa, B cepe ynpaBieHHs U
podecCHOHANBHOM NesITeIbHOCTH, UX OCHOBHBIX
¢byHKINH, cOoCcO0OB JOKYMEHTUPOBAHMSA, YHUDHUKAIINH
U CTaHAAPTH3ALUHU KaK 00 OCHOBHOM HAaIlpaBJICHUH B
COBEpPIIIEHCTBOBAHUH JOKYMEHTOB.

3HaHHe OCHOBHBIX ITPU3HAKOB JOKYMEHTA

3 2. nmpaBuiia coCTaBJICHUS U 0QPOPMIICHUSA
OPraHU3alHOHHO-PACIIOPSIUTENILHBIX JOKYMEHTOB

(OPJ1);

[ToHnMaHue omnpeaesieHUii OCHOBHBIX TEPMUHOB:
JIOKYMEHT, JOKYMEHTUPOBAaHUE, aBTOP JIOKYMEHTA,
oHIHANEHBINA JOKYMEHT, THYHBIH TOKYMEHT.
[Nornmanne ocoOeHHOCTEH 0POPMIICHHS OCHOBHBIX
JIOKYMEHTOB

3 3. cucteMy U THIIOBYIO TEXHOJIOTHIO
JIOKyMEHTAIIMOHHOTO obecriedenus ynpasienus (JJOY);

[IpumMeHeHre 3HAHUI OCHOBHBIX BHJIOB H
Pa3HOBUAHOCTEHN TOKyMEHTOB, BXomsmux B YCOPJ]
npu ux opopMIICHUH.

3 4. 0COOEHHOCTH JIEIOMPOU3BOJICTBA TI0 0OpAIIEHUSIM
rpaxuaH ¥ KOH(GHUICHIIMAIBHOTO JCIONMPOU3BOICTRA

OObsicHeHNE XapaKTEPUCTHK U COCTaBa OpraHu-
3aIIMOHHBIX JOKYMEHTOB,
CIpaBOYHO-MH(DOPMAITMOHHBIX JJOKYMEHTOB (CITyKe0-
HBIX MHCEM, CIPABOK, 3agBJICHUH, TOKJIAHOMN 3aMIUCKH,
aKTa, MPOTOKOJIA).
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3 IIpodeccnonaibHbIe M 001IME KOMIIETEHIIUU

IIK1.1. OcymiecTBasTh NpopecCuOHATBHOE
TOJIKOBaHHE HOPMATHBHBIX MPABOBBIX aKTOB IS
peanu3anyy IpaB TpakIaH B cepe IMeHCHOHHOTO
o0ecTieueHns ¥ COIMAaIbHOM 3aIUThI.

-ICMOHCTpAIMS HABBIKOB TOJIKOBAHUS HOPMATUBHO-TIPABOBBIX
aKTOB, PETJIAMCHTHPYIOIIUX MOPSIOK PEaTH3aIiH IIPaB IPaXKIaH B
cdepe IeHCHOHHOTO 00ECIICYECHHST M COMATIBHOM 3aIUTHI

[IK1.2. OcymecTBIaTh MPUEM TpaXkaaH 10
BOIIPOCAM IIEHCHOHHOTO 00€eCTIeYeHNs ¥ COLUATIBHON
3aIIUTHL.

- IEMOHCTpAIHs CHOCOOHOCTH KBATU(HUIIMPOBAHHO H
IPaMOTHO OCYIIECTBIIATE NPUEM IPaXKIaH MO BOIIPOCAM
NEHCHOHHOTO 00eCIIeYeH s ¥ COLIMAIbHON 3aIIUTHL

TIK1.3.PaccmaTtpuBaTh NAKET JOKYMEHTOB IO
BOIIPOCAM IIEHCHOHHOTO 00eCIIeYeHNs U CONNAIBHON
3aIINATHI 11 Ha3HAYEHHS [IEHCUI, TOCOOUHH,
KOMIIEHCAIINH, JPYTUX BBIMJIAT, & TAKKE MEp
COIMANILHOM MOAJIEP>KKH OTACIBHBIM KaTErOPUsIM
TpaKJaH, HY>KJAIOUIMMCS B COITMAIBHOM 3alluTe.

- IEMOHCTpAIHs CIOCOOHOCTH KBaTU(PHUIIMPOBAHHO M TPaMOTHO
paccMaTpHBaTh MakeT JOKYMEHTOB 10 BOIIPOCAaM IIEHCHOHHOTO
o0ecIeueHNs ¥ CONMATBHOM 3aIUTHI U1 Ha3HAUCHUS ICHCHH,
ocoOui, KOMIIEHCAIMH, IPYTHX BBIIJIAT, a TAKXKE Mep
COLMAJIBHON TIO/IIEPIKKHU OT/IENIBHBIM KaTErOpUsIM IpakiaH,
HYKJAIOIIMMCSI B COIIMAJIbHON 3alIuTe

IIK1.4. OcyuiecTBIATh yCTaHOBICHUE (Ha3HAuUCHUE,
nepepacuér, NepeBo), MHAECKCALUIO U
KOPPEKTHPOBKY MEHCH, Ha3HAUEHHE TTOCOOUIA,
KOMIIEHCAIUH U IPYTUX COLMANBHBIX BBIILIAT,
UCTIONB3YS HH(POPMAIIIOHHO-KOMITBIOTEPHBIE
TEXHOJIOTHH.

- IEMOHCTpaus CIOCOOHOCTH KBATH(UIIMPOBAHHO M TPAMOTHO
OCYILECTBJIAITh YCTAHOBIICHHE (Ha3HAUEHUE, TepepacueT,
HEepeBOJl), MHAEKCAINIO U KOPPEKTUPOBKY MEHCUI, Ha3HaUCHHE
NocoOHi, KOMIIEHCAIIMH ¥ APYTHX COLMAIBHBIX BBITLIAT,
UCTIONB3Ysl HH(POPMAITHOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoncynpTupoBaTh rpaxkJiaH 1
IpeACTaBUTENCH IOPUINUECKHX JIHIL TT0 BOIIPOCAM
MIEHCHOHHOTO 00ECIEYEeHNUS U COIIMAILHOM 3aIIHTHI.

- ACMOHCTpAalA CIIOCOOHOCTH KBaJ'II/I(i)I/ILlI/IpOBaHHO U rpaMOTHO
KOHCYJIbTUPOBATH I'paKJAaH U Hpe,Z[CTaBI/ITCJ'Ief/'I HOPUANICCKUX
JIML 10 BOIIpOoCaM NEHCUOHHOTO obecrneueHus U CO].[PIaJ'IBHOﬁ
3allIMTHI.

TIK 3.3. CocTaBniTh 3as1BIE€HHUS, 3alIPOCHI, IPOEKTHI
OTBETOB Ha HUX, IPOLECCyaTbHbIC JOKYMEHTHI C
UCIIOJIb30BaHHEM MH(POPMAIIMOHHBIX CIIPABOYHO-
MIPABOBBIX CHUCTEM.

- IEMOHCTpanus CoCOOHOCTH KBATH(UIIMPOBAHHO ¥ TPAMOTHO
COCTABIJIATh 3asBJICHUS, 3aIIPOCHL, IPOEKTHI OTBETOB HA HUX,
IIPOLIECCYaIbHBIE JJOKYMEHTBI C UCIIOIb30BaHUEM
MH(OPMALMOHHBIX CIIPABOYHO-IIPABOBBIX CUCTEM.

[1K 3.4. ®opMupOBaTh C UCMOJIHL30BAHUEM
HH(POPMAIMOHHBIX COIMATBHO-TIPABOBBIX CUCTEM
MakeT JOKYMEHTOB, HEOOXOJUMBIX, JIJIsl IPUHSTHUS
pelIeHUs TPAaBOMOYHBIM OPTaHOM, TOJIKHOCTHBIM
JIAIIOM.

- IGMOHCTpALUs CHOCOOHOCTH KBATH(HUIIMPOBAHHO M IPaMOT
(hopMHpOBaTh C UCTIOIB30BAaHUEM WH(DOPMALIMOHHBIX
COLIMAIBHO-TIPABOBBIX CUCTEM IaKeT JOKYMEHTOB,
HEOOXOIUMBIX, [UIsl IPUHATHS PELICHHs] IPAaBOMOYHBIM
OpPTraHOM, JOJDKHOCTHBIM JIHIIOM.

[1K4.1.ITnaanpoBath paboTy IO COIMAIBHOI 3amTuTe
HaCeJICHHS, OIPENIeNATh e€ coepkanne, (GOpMbI 1
METOJIBL.

- ACMOHCTpalHd CIIOCOOHOCTH KBaJ'II/I(i)I/ILlI/II)OBaHHO n
I'PaMOTHO .IINIAHUPOBATh pa60Ty Io COI.II/IEIJ'ILHOﬁ 3alIuTe
HACCJICHUS, OTIPECACIIATD e€ COJZICPIKAHUC, (1)0pMBI U METO/BI.

OK 1. IToHumaTh CyIIHOCTh ¥ COLUANIbHYIO
3HAYUMOCTh CBOEH OymyIeit npodeccun, mposiBIsATh
K HEell ycTOMYMBBIN HHTEpPEC.

JleMoHCTpanus ycToitanBoro nHTEpeca K Oy aymieit npodeccun ¢
TIOMOIIIBIO CHCTEMBI 3HAaHUH, IONYyYEeHHBIX B HEPHOJ O0YUeHHS.

OK 2. OpraHu3oBBIBaTh COOCTBEHHYIO
JIeITeIIbHOCTh, BEIOMpATh TUIIOBBIE METOBI 1
CIIOCOOBI BHITIOITHEHHS IPO(eCCHOHANBHBIX 3a/1ad,
OLICHHMBATh UX 3(P(PEKTUBHOCTH U KAYECTBO.

MoTtuBHpOBaHHOE 00OCHOBaHHE BBHIOOpA W IIPUMECHEHUSI METOJIOB
1 CIIOCOOOB BBIMOJIHEHHSI ITOCTABJICHHOM 33124, 00bEKTHBHAS
OIICHKA CBOEH paboTHI.

OK 3. IlpuHuMaThb perieHus B CTaHAapTHBIX U
HECTAaHAAPTHBIX CUTYaIlUIX U HECTH 332 HUX
OTBETCTBEHHOCTb.

I[GMOHCTpaLII/IH CIIOCOOHOCTH MNPUHUMATL OIICPAaTUBHBIC
peuICHUA B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYyalludX, HECTU
3a HUX OTBCTCTBCHHOCTH ITPU BBLIITOJIHCHUU 3aJIaHUA.

OK 4. OcymiecTBasiTh TOUCK U UCTIOJB30BaHUE
uHdopmanum, He0OX0IUMOH 1151 SPPEKTUBHOTO
BBITIOJHEHHS IPO()ECCHOHANIBHBIX 3a/1ad,
podeCCHOHAILHOTO M JINYHOCTHOTO Pa3BUTHSI.

OnepaTuBHOCTH MOMCKA M UCTIONH30BAHUSI HEOOXOTUMOI
HH(OPMAIHH TSI KAYSCTBEHHOTO BBITIOITHECHHS
npoQecCHOHANTBHBIX 33/IaHUH, TPO(ECCHOHATIBHOTO U
JIMYHOCTHOTO PA3BUTHS

OK 5. Ucnonb3oBaTh MHGOPMAIOHHO-
KOMMYHUKATHUBHBIC TCXHOJIOTUH JIJIA
COBEpLIEHCTBOBAHUS NMPO(eccCHOHAILHOM
JIeSTeIIbHOCTH

JlemMoHCTpaIysi yMEHHUS ONIEPATUBHO OCYILIECTBIIATH OTIEPAIUH,
TpeIaraeMble perojaBaTeeM, JAenaTh aHAIN3 | 1aBaTh
OLICHKY TOJYYCHHON HH(OPMAIIHY, B T.4. U C HCIIOIH30BAHUEM
MPOTPAMMHOTO 00eCTICYCHUS

OK 8. CamocrosTensHO OnpeneisTh 3a1a4u
PO ECCUOHATBHOTO U JINYHOCTHOTO Pa3BUTHA,
3aHUMATHCS CaMOOOPA30BaHUEM, OCO3HAHHO
TUTAHUPOBATH MOBHINICHUE KBaTH(DHUKAIINH.

CrocoOGHOCTE K OpraHvsaliyu 1 IJIaHUPOBAHUTIO
CaMOCTOSTEIbHBIX 3aHATHI 1pr U3y4CHUU JUCHUIUINHEIL.
I[eMOHCTpaIII/ISI HOTpC6HOCTI/I B IOJIYyYCHUU JONOJIHUTEIIbHBIX
3HaHI/II71, BO3MOKHOCTEH caMopcaJi3alu.

OK 9. OpueHnTupoBaThCA B yCIOBUSAX MOCTOSHHOTIO
W3MEHEHHMs IPaBOBOM 0a3bl

HpOHBJ'IeHI/IC HMHTEpECa K MHHOBAILIMSAM B obnactu HpaBOBOfI 0azbl
1 ICJIOIIPOU3BOJACTBA
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4. PacnipenesieHue OlleHUBAHUS Pe3yJIbTATOB 00yUeHHUS 10 BUIAM KOHTPOJIS

HaumeHoBaHMe 3JIEMEHTA

Buanl arrecranuu

. . . IIpome:xyTouHas
YMEHH I UJIU 3HAHUM Tekymuii KOHTPOJIb
aTTecTanys
MpaKTHIecKas paborta, .
¥ 1. opopmIsATh OpraHU3aIIOHHO- JuddepeHunpoBaHHbIi
BHEAYANUTOPHAS CaMOCTOSTENIbHAS
pacnopsuTeNIbHbIE JOKYMEHTBI B COOTBETCTBUH C 5 3ayer
neiictyromuM 'OCTowm; pabota (9JIeKTPOHHBIH TECT)
v Soal MpaKTHIecKas paborta, .
. OCYILIECTBIISATH 00PaObOTKY BXOSIITHX nddepeHIpoBaHHbIH
i P Y BXOJUIIIIX, BHEAYAUTOPHAS CaMOCTOSTENIbHAS Judepenuup
BHYTPECHHUX M UCXO/SIIUX JOKYMEHTOB, KOHTPOJIb 5 3ayer
3a UX HCIIOJIHEHUEM; pabota (9JIeKTPOHHBIH TECT)
MpaKTHIecKas paborta, .
JuddepenunpoBaHHbIi
¥ 3. oopMIIATE TOKYMEHTBI AJIsI IIepe/iauu B BHEAYAUTOPHAS CaMOCTOSTENIbHAS sauer
apXMB OpraHU3alnu .
P P pabora (9JIeKTPOHHBIH TECT)
HpaKTHYeCKast pabora, .
. JuddepeHnrpoBanHbIit
3 1. noHsATHE JOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI BHEAYAUTOPHAS CaMOCTOSTEIIbHAS sauer
JIOKyMEHTHUPOBAHWUS; -
Y p ’ pabora (3MeKTpOHHBI TecT)
3 2. mpaBwiia cocTaBICHUS U OPOPMIICHHS IPaKTHICCKaA pabora, JTnddepeHimpoBaHHbIii
OpraHHU3al[IOHHO-PACTIOPSAAUTEIBHBIX JOKYyMEHTOB BHEayAUTOpPHAs CaMOCTOSITENIbHASL p 3aqe$
OPJI); .
(OPTL); pabora (3MeKTpOHHBI TecT)
HpaKTHYeCKast pabora, .
3 3. cucteMy U THIOBYIO TEXHOJIOTHIO JuddepeHunpoBaHHbIi
BHEAyJIUTOPHAsI CAMOCTOSITEIbHAS
JIOKyMEHTAIJHOHHOTI'O 00ECTIEYCHUsI YIIPaBICHUs 6 3ayer
(A0Y); pabota (37EKTPOHHBIIT TeCT)
MPaKTUYeCKas paboTa, .
3 4. 0COOCHHOCTH AEIONPOU3BOCTBA TI0 JuddepeHunpoBaHHbIH
BHEAyJIUTOPHAsI CAMOCTOSITEIbHAS
o0palleHNsIM IrpakaaH U KOH(PUICHINAIbHOTO 5 3a4eT
pabota

JACJIOITPOU3BOACTBA

(37IEKTPOHHBIN TECT)
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5. CTpyKTypa KOHTPOJbHBIX 3aIaHUI
5.1. 3apanus TeKylero KOHTPOJIst

Pa3nea 1.IlonsiTue 0 10KyMeHTe, KOppeCIOHICHIIUM U JesionpousBoacTee. Hocuresn

uHpopmanuu. CucTeMbl JOKYMEeHTAIlUU

Tema 1.1. OcHOBHBbIE IOHATHS B /1€JI0NIPOU3BOICTBE

IIpoBepsiemblie pe3yabrarsl 00y4enusi:3.1,
®opmupyembie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.3.3, IIK. 3.4

TexcT 3apanus

1.

wmn

Pacumudpyiite  a66peBmarypy JIOY. Kak  cooTHocATcs  MeXay  coOOW  TEpMHH
«JIeTOTIPOU3BOICTBO» U TEPMHH, CKpbIBaroIIuiics noa abopesuatypoit JJOY?

Uro Ttakoe «1okyMeHT»? Kakne GyHKIMM OH BBITTOJIHSCT?

W3noxuTte cBOE MpeACTaBICHUE O ACTIOMPON3BOJICTBE U €r0 UCTOKAX.

KakoBo copepxaHue MNOHATHH «CUCTeMa JOKYMEHTAIMN», «yHH(UIMpOBaHHAs CUCTeMa
JOKYMEHTAIUN»?

B yewm 3akmiouyaercs cyTh yHU(UKALIMY U CTAHIAPTU3AIMH B I€TIONPOU3BOJICTBE?

3a npaBUIIbHBII OTBET Ha BOIIPOC BhICTaBIseTCS — 1 Oam.
3a HelpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beinonnenue: 10 MuH.

Tema 1.2. OcHOBHBIE NOJIOKEHUSI 110 JOKYMEHTHPOBAHMIO YIIPABJIEHYECKOM AeATeIbHOCTH

IIpoBepsiembie pe3yabTaThl 00y4yenus:3.1, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK 4, IIK.1.1, [1K.3.3, I1K.3.4, I1.K1.3

Tekcer 3aganus
OTBeTbTE HA CJIEYIOIIHE BOMPOCHI

1. JaiiTe onpeneneHne TepMuHa «uHDOpMAIUY.
2. KakuM OCHOBHBIM KPHUTEPHUSM [OJKHA YJOBJIETBOPATH HWHGPOpMAIUs, HCIOJIb3yeMasi B

mporiecce yrmpaBieHus?

3. YTo Takoe JOKYMEHT, C KaKO! LIEJIbI0 OH MOYKET CO3/1aBaThCs?

4. KakoBbI OCHOBHBIE MPU3HAKU KJIACCU(PHUKAIIUN JJOKYMEHTOB?

5. UYTo Takoe peKBU3UT JOKyMEHTA?

Hatite onpenenenue GopMysipa TOKyMEHTa.

6. JlaiiTe onpenenenue 10KyMEeHTOO00OpOTY MPETPUATHS.

7. B uem cyTh cTangapTuzanuu JokyMeHToB? Kakue pa3pabaTsiBatoTcs cTaHAapThI?

8. Uro takoe yHupuKanus 10KyMeHToB? C Kakoi 11eJIb0 MPOBOAUTCS YHU(PHUKAIMS JOKYMEHTOB?
9. HazoBuTe sTans! paboThl 0 YHUGHUKAIIUN TEKCTA CITYKEOHOTO JTOKYMEHTA.

10. Kakue cucremsl YCJ] BbI 3HaeTe?

3a mpaBUJIbHBIN OTBET Ha BOIIPOC BBICTaBIsETCS — 1 Oan.
3a HempaBWIbHBIN OTBET Ha BOIPOC BbIcTaBisieTcss — 0 6auios.

Bpewms Ha BeInlonHEHHUE: 15 MuUH.

Tema 1.3. ExHCTBO NpaBH/I JOKYMEHTHPOBAHUSA YIIPABJCHYECKHUX JOKYMEHTOB
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IIpoBepsiemble pe3yabTaTsl 00yuenus:yY.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyembie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.3.4

TexcT 3agaHus.

OTBeThTE Ha BOIPOCHI

1. Ilepeuuncnurte npaBoBbIE aKThl PErIaMEHTHPYIOIINE JOKYMEHTAIMOHHOE O0ecrieueHue
yIIpaBJICHUS

2. Kewm u Kak ocyIlIecTBIsIeTCS peryIrupoBaHue aejonpousBoactsa B Poccun?

3. OxapakTepus3yiTe OCHOBHBIC TCHICHIIUU PA3BUTHS 3aKOHOATEIIbHO-HOPMATHBHON 0a3bl B
o0yactu ynpaBjeHHs ToKyMeHTaMu B Poccun.

4. Kakue ctaHaapThl IPUMEHSIOTCS B CUCTEME JieonpousBoicTa B Poccun?

5. Packpoiite conepxanue 3tano 'CJIOY

6. Kaxk Ha npaktuke BHeapsitorcst nonoxkenus 'CAOY?

3a npaBUIbHBIN OTBET Ha BOIIPOC BhICTaBIIsAETCSA — 1 Oas.
3a HenpaBWIbHBINA OTBET HA BONPOC BhIcTaBiseTcs — (0 6ayios.

Bpewms Ha BeinosiHeHUE: 15 MuUH.

Tema 1.4. Buabl 10KyMeHTOB, HX KJIaccupuKanus

IIpoBepsiemble pe3ybTaThl 00yuenusn:y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsbie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.1

TexkcT 3aganus
OTBeThTE HAa BONPOCHI
1. Ilo xakuM MpHU3HAKaM KJIaCCUPUIUPYIOT JOKYMEHTHI?
2. Kakue rpu¢sl MOTYT UMETh JJOKYMEHTBI?
3. Jaiite knaccu(UKALHMIO TOKYMEHTOB 110 chepe UCTIOIb30BaHMs, 110
IOPUITYECKON 3HAYUMOCTH.
4. OxapakTepu3yiTe yuUpeIuTeIbHbIC JOKYMEHTHI.
5. Kakoli opraHn3allnOHHO-PACTIOPSAUTENEHBIA JOKYMEHT OTpeeiseT
CTaTyC, OPraHU3aLUOHHYIO CTPYKTYPY, LENH, XapaKTep, MOPSIOK IS TeTEHOCTH CO3aHHOTO FOPHANIECKOro
nuna?
6. Kakue pa3zaenbl COIepKUT AOJHKHOCTHASE MHCTPYKIIHUS?
7. OxapakTepu3yiTe periiaMeHT Kak OpraHu3alMOHHO-PACTIOPSAUTENbHBIH JOKYMEHT.
8. B uéM CyTbh pacrnopsanTeNbHBIX JOKYMEHTOB: IOCTAHOBIICHUE, PEIICHHE, IPUKa3, pacloOpsDKEHUE, yKa3aHue?

3a nmpaBWJIbHBIN OTBET Ha BOINPOC BhICTaBNsAETCA — 1 Oasi.
3a HempaBWIbHBIN OTBET Ha BOMpPOC BeIcTaBistercs — 0 Gayios.

Bpewms Ha BbInosiHEHUE: 15 MUH.

Tema 1.5. IIpaBuiia ogpopmiieHUsI YIPABJIEHYECKHX JOKYMEHTOB

IIpoBepsiemble pe3yjbTaTrhl 00yuenusi:y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

TexcT 3aganus

CooTHecHuTe TEPMHUH H ONIpeeIeHHE
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TepMuHbI Onpenenenne

Heno 1 nesitenbHOCTH, OOecIeUnBaIONIas JOKYMEHTHPOBAHNE,
JIOKYMEHTOO000POT, OIlepaTUBHOE XpaHeHue 5
HCIOJIb30BAHUE JOKYMEHTOB

JoxymeHT 2 3ammMch WHPOPMANMU HAa PA3IMYHBIX HOCHTENAX II0
YCTaHOBJICHHBIM IIPaBHJIAM

JokymeHT0060pOT 3 3apUKCHpOBaHHAsT Ha MaTCPUALHOM  HOCHUTEIE
nHPOpPMALUSA C PEKBH3UTAMH, IMO3BOJLIOMIAMH €&
HUACHTUQHUIIPOBATH

JenonpousBoacTBo 4 nBWKEHHWE NOKYMEHTOB C MOMEHTa MX CO3/aHUS WA
MOJTy4E€HUs 10 3aBEPIICHM, OTIIPABKU WIIA CIA4H B JEIO

JoxyMeHTHpOBaHUE 5 COBOKYIIHOCTb  JOKYMEHTOB  WIM  JOKYMEHT,

OTHOCSIIMXCS K OJHOMY BOIPOCY HIM  y4acTKy
JIESITEIIbHOCTH, TOMEIIEHHBIX B OTACIBHYIO 00JIOKKY

3a mpaBUIIBHBIN OTBET Ha BOIPOC BBICTABIIETCS — 1 Gas.
3a HelpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beinmonnenue: 10 muH.

IIpakTuyeckas padora Nel [IpaBuina odhopmieHus yIpaBIeHYECKUX TOKYMEHTOB

IIpoBepsiemble pe3ybTaThl 00yueHun:y.1,¥.2, V.3, 3.2, 3.3,
®opmupyemsbie komnerenunu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, [IK.3.4, IIK.4.1

TexcT 3aganus

Ycrubiii onpoc (Bpems 10 MUHYT)
1. Yro npexacrasiser codoii OaHK TOKyMeHTa?
2. Kakue Buibl pacrosiokeHus: peKkBU3UTOB Bbl 3HaeTe?
3. Kakue pekBU3UTHI BXOJAT B COCTaB 00IIero Oanka?
4. Kakue peKBU3HUTHI BXOJAT B COCTaB OJaHKa JuIs mucem?
5. Kak ¢popmynupyeTcs 3aroioBoK K TEKCTY TIOKyMeHTa?

3a npaBUIIbHBIN OTBET Ha BOIIPOC BhICTaBIsAeTCS — 1 Oa.
3a HenpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beimonnenue: 10 MuH.

Texcr 3axanus
3ananue 1 (Bpems BoinosHeHus: 10 MUHYT)

3anojHUTe MTATHOE paciucaHue (3armoaHsIeTCs BMECTE C MIPETNO/1aBaTeieM )
[Tpennpusitue OOO «I'pun» 3a HOMepoM 27 co mTaToM B koiauuecTse 10 uenoBek - Oyxraiarepa
(Pomamkuna A.A), nupexropa (Konokonsuesa B.B), cnennanucra no kagpam (Kapnosa A.P.), pabouux.
3aroIHUTE MITaTHOE paclCcaHue (3aMOMHAETCS CaMOCTOSTENEHO)
[Ipennpustue OO0 «Bnan» 3a HomepoM 20 co mTaTom B KosnyecTBe 17 yenoBek - Oyxrairepa
(Pomamkuna A.A), nupexropa (CmeicnoBa E.B.), pabouux.
3ananue 2 (Bpems BblnosHeHus: 20 MUHYT)

Odopmure Maker OimaHKa muchbMa (YIJIOBOE PACIOIOKEHHE PEKBU3UTOB ITamma Onanka):0AO
«Moctopr».CrpaBouHble qaHHBIe 00 opranuzanuu: Mocksa, 131564, Kpacnonpecunenckas Ha0. , 15;
tenerpad: Mocropr; Ttenedon: 265-45-51 P 1 ¢ N2 53780 B KpacHompecHeHCKOM duuinane
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MockoBckoro kommepueckoro Oanka, M®DPO 26894, xox OKIIO 985623, OI'PH 345123789023,
WHH/KIII14500583453/02387560.

3amanue 3. (Bpems BbinojHeHus 20 MUHYT)

Odopmure mMakeT O6JaHKa KOHKPETHOTO BUAA JOKyMEHTa (MpUKa3za) C YIJIOBBIM PacCIOIOKEHUEM
PEKBU3UTOB: TOBApHBIA 3HAK WM »MOJemMa mpennpustus (mo Bamemy ycmorpeHuio) AO «bepeskay,
IIPUKa3, AaTa IpUKa3a u ero Homep, r. KOHCTaHTUHOBCK.

3amanue 4. (Bpems BbinojHeHus 20 MUHYT)

OdopmuTe peKBU3UT «aJpecary:(3amoIHIETCs BMECTE C IPEIoIaBaTeNIeM )

a) @nazosvim cnocobom:

1. MunucTepcTBO 10 Hastoram u cobopam Hauanbnuk otnena manuposanus Kpacnos B. U.

2. Hupexrop 000 «Opburta-cepBuc» CokosnoB B. @. 125789, r. CmoneHck, y . LlenTpanbhas, 28.

3. Uyrynosa T. /. , 123456, Mocksa, yi. ABTo3aBojackas, a. 23, kB. 12;

0) uenmpuposaHHvLIM CHOCOOOM:

4. BOpOHEXCKHH TrocynapcTBEHHBIH yHuUBepcuTeT DakynbTeT XYpHAIMCTUKU 3aB . Kadeapou
npodeccop Bszemckuii B. B.

5. JloxymeHT Hampasiisgercs B 1Ba aapeca: 1) AO «benblil Berep» 'enepanbhblil qupekrop XKykos
M. 1.; 2) npubopocTtpouTtenbHblil 3aBoa «Anekrpon» Otnen mapkerunra Ct. menemxkep JI. 3. Cokounona.

3amanue 5. Odopmure rpud yrBepKIeHU: (BpeMs BbImoHeHus 10 MUHYT)

a) ¢raeosvim cnocoboom:

1. YTBepxnato Hupexrop 000 «Jlakmun» B. A. Tumodees «15 » mapra 2010 roaa.

2. Y1Bepxkaeno [Iporokon 3acenanus Cosera qupektopoB N212 ot 23 mapta 2010 rona.

0) UeHMPUPOBAHHBIM CHOCODOM:

3. Y1BepxaeHo Pemenne obmiero coopanus akuronepoB N207 ot 12 mas 2010 roga.

4. JIokyMEeHT yTBEPKJI€H ABYMS JOJKHOCTHBIMU JIUIIAMU:

1) VrBepxnaro Jupextop AO «IIpoton» I'. U. bopucos « 12» anpens 2010 roaa.

2) YrBepxknaato upexkrop AO «Ksant» B.W.Jlonros «13» anpenst 2010 rona.

Kpurepnu ouenku:
«OTnu4HO» - MoAmNHMcaHbl pekBU3UTHl TpaBuwibHO 90 - 100%; xopomo 80 -89%; ymosnerBoputrenbHo 70 - 79%; He
yAOBIETBOPUTENHHO MeHee 70% .

BHeayautopHas camocrosiTesibHasi padora crygeHTta Nel VHudukanus W craHAapTH3aLUs
YIpPaBIE€HYECKUX JOKYMEHTOB KaK BaKHEHIINN (HakTop SKOHOMUU pabodyero BpeMeH!

3aganue 1
Hcnone3yst pecypcbl MHGOPMaMOHHO-IPABOBBIX mopTanoB «KoucynmbTanT+» umu «['apant»
COCTaBbTE CPaBHUTEIIbHO-AaHAIMTUYECKYIO TaOJIMIly OCHOBHBIX HOPMAaTHMBHO-TIPABOBBIX aKTOB B cdepe
JOKYMEHTAI[HOHHOTO O0ECTIeUeHUs yIpaBICHHUS.

Tabnuua 1- CpaBHuTensHas xapakrepuctuka HITA B JIOY

IHonnoe HN3meHenus v 10N0THEHUA ObaacTn
HAaMMEHOBaHUe B HITA NpUMEHEeHHUs

®den. 3ak0H OT
27.07.2006
Nel149-d3

®dej1. 3aK0H OT
22.10.2004
Nel25-03

I'OCT P 7.0.8-
2013

I'OCT P UCO
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15489-1-2007

I'OCT P 6.30-
2003

OK 011-93

Memoouueckue ykazanus:

B rpage «IlonHoe HanMeHOBaHUE» HEOOXOIMMO yKa3aTh nmonaHoe Ha3Banue HITA Bkioyast naty
€ro yTBEPKJICHUS 1 HOMEP.

B rpade «3menenus u nomomunenuss B HITA» HeoOXoaumo yka3aTb KOJMYECTBO HM3MEHEHHM
(momostHeHMi) 3a Bech mepuon aeiictBus HITA, maty mocinegHero m3amMeHeHUs: (JOMOJIHEHHS) W HOMEP
HIIA, BBOIsIIIIETO ATO U3MEHEHHE (JIOTIOTHEHHUE).

B rpade «OO6nacte mpuUMEHEHUs» HEOOXOIMMO yKaszaTh 1l 4ero BBeleH 3ToT HITA (kakue
OTHOIICHHUS OH PETYJIHPYET, Kakue (PYHKINUU BHITIOTHSIET).

3ananmue 2 (110 BapuaHTam).

Ucnomezyss OKY]l (OK 011-93) mpuBenure kinaccu(UKAIMOHHBIC KOJBI U PACCMOTPUTE HX
CTPYKTYPY U1l CIIEYIOLIUX TOKYMEHTOB:

Bapuanr 1: lllTatHOE pacnucanue

Bapuant 2: Kaura ydera 61aHKOB CTPOTOM OTYETHOCTH

BapuanT 3: Jlo;KHOCTHAsI MHCTPYKLIMS

Bapuanr 4: I1puka3 00 yBOJbHCHHH

BapuanT 5: Otuer o nuxenun cpeacts [lencuonnoro ¢ponna Poccuiickoii @enepanum.

Memoouueckue ykazanus:

CrpykTypa KoJ0BOTO 000O3Ha4YeHHs yHUGUIMpoBaHHOH (opmbl mokymenta mo OKY]l umeer
CIEAYIOLIUN BU:

I I HHEE b
Forracoc Sopba

MooxJIacc OO

PeIMOoOTEoRLIMOHHEDT HOMSED

FoHTEDOIIEHOS = Lt b o]

[Tpumep komoBoro obGo3HadyeHusi yHuuUMpoBaHHoi dopmbl nokymenta nmo OKY: 09010046
Pacuernas BEJIOMOCTh o CTPaxOBbIM B3HOCAM B [TencuoHHBIN donx

Q

FHMOMIIMDOBAHHAaA CHMOoOTSMAa OOKYMSHTIAILRFM
IIeHCHMOHHOINOD OHOoOHIIS

L—
Q
o
Q
Q
S
o

NToXYMESHTIILMA IO YUAaeTyY M pDacllpDaeIllsIIeHIMED

cCpedocTR

PacueTHaAa BSdoMOCTE IO CTDAXOBERDD
BEsHoCcamM = [IeHCOCHMOHHEDRT $OHIT

FoHTODOITEBEHOS TIMMCOIIO

3a nmpaBWJIbHO BBINOJIHEHHOE 33/1aHne — 3 Oaiia.
3a HempaBWIBHO BHINOJIHEHHOE 3a1aHue — () 6asoB.

Bpewms na BeinmonHenue: 90 Mun
Pa3nes 2 /lokyMeHTHPOBaHME OPraHHU3ALHOHHO-PACTIOPSAANTEIBLHOM 1eATeJbHOCTH
Tema 2.1 OprannzanMoHHbIe JOKYMEHTBI

IIpoBepsiemble pe3ysibTaThl 00yueHusn:y.1,¥.2, V.3, 3.2, 3.3,
43



44
®opmupyembie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I[1K.1.3, IIK.3.4

TexcT 3agaHus

OTBeTUTH Ha BOIIPOCHI TECTA
1. TOCT P. 6.30-2003 ycTaHaBiauBaeT ClIeaAYIOIIEe KOJUYECTBO PEKBU3UTOB IOKYMEHTOB:
a) 25
B) 29
c) 30
2. T'OCT P. 6.30-2003 pacnpocTtpassieTcs Ha
a) [lepBuyHbIC yYETHBIE JOKYMEHTBI
B) OpraHu3anuoHHO-PACIOPATUTEIbHbIE TOKYMEHTHI
¢) CTatucTuyeckue 10KyMEHThI
3. @opmynsap-obpazel] OpraHu3alMOHHO-PACIOPSAUTENLHOTO TOKYMEHTA IPEICTaBIsieT co00it
a) OOpaszer] O1aHKa JOKyMEHTa
B) CxeMy pacriopsikeHust pekBu3uToB OP/]
¢) Ha uucrom nucre 6ymaru ¢popmaraA4
4. COBMECTHBII OpraHu3allMOHHO-PACTIOPAIUTENbHBIN TOKYMEHT 0(OpPMIISIETCS
a) Ha Gnanke oHOM M3 opraHu3amuii
B) Ha coBMecTHOM OiiaHKe IBYX OpraHu3aIil
¢) Ha gucrom nucre 6ymaru ¢popmara A4
5. Ha o6mem 6iiaHke npeAnpusiTus peKOMEHyeTCsl COCTABIATh
a) CnyxeOHOE MHCHMO
B) Tenerpammy
¢) Bce BuibI TOKyMEHTOB, KpOME ITUCbMaA
6. Ha Onanke nmuchbma JOJKEH MPUCYTCTBOBATH CIEAYIOIIUN PEKBU3UT
a) MecTo cocTaBiieHUsl WIN U3/1aHUs JOKYMEHTa
B) HanmeHnoBaHue Buaa TOKyMeHTa
¢) CripaBouHbI€ JaHHBIE 00 OpraHU3alUN
7. Auametp uzodpaxkenus repoa PO unu cyOrekra PO Ha OnaHke npeAnpusTus He TOJKEH
IPEBbIIIATH
a) 10 mm
B)20 MM
¢)30 MM
8. Mecto cocTaBieHUsI WM U31aHUS JOKYMEHTa He OyJIeT YKa3bIBaThCs B TOM CIlydyae, €Ciu Ha
JIOKYMEHTe OyayT
a) CripaBo4HbBIE JaHHBIE 00 OPraHU3AIUN
B) OTCYTCTBOBATh yKa3aHHE B HAUMEHOBAHUH €€ MECTOHAXO0X/ICHUE
9. B cocraB pekBU3UTa «AApecaTy HE BXOIUT
a) HaumeHnoBaHue opranuzanuu
B) [louTOBHIi1 aspec
c¢) CpencrtBa cBsi3u
10. Ha noxymeHTe pa3peniaercs pocTaBisaTh He OoJiee
a) OxHoro agpecata
B) Tpex agpecaron
c¢) Yetnipex aznpecaTtoB
11. K cnocobam 3aBepeHust JOKyMEHTa HE OTHOCUTCS:
a) YTBepKJIeHUE TOKyMEHTA
B) [IpocTaBienue nevaru
¢) Odopmiienne pe3omaonun
12. 3aroyioBOK K TEKCTY JOKYMEHTA MOXXHO HE COCTaBIIATH
a) Ha noxymenTax ¢opmara A5
B) Ha coBMecTHBIX TOKyMEHTax
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¢) Ha noxymeHnTax, HalrpaBisieMbIX B IOJIBEIOMCTBEHHBIE YUPEKICHUS
13. Pe3osntonyst MpocTaBiIseTCsl HA JOKYMEHTaX

a) B nmpaBom BepxHeM yrity

B) Ha nmossix moxkymenTa

¢) Ha mo6oM cBoOOTHOM MecTe, KpoMe MoJiei

14. OT™MeTKa 0 KOHTPOJIE IIPOCTABIIAETCS

a) B nmpaBom BepxHeM yrity

B) Ha neBoM nose HarpoTuB 3arojioBKa

¢) B neBom HuKHEM yrity

15. TekcT cay)e0HOro JOKYMEHTA MOKET ObITh HAIIMCAaH

a) JlenoBBIM CTHIIEM

B) HayunsIM cTriIEM

¢) Xy10’)KE€CTBEHHO-ITyOIMIIUCTHUECKUM CTUIIEM

16. PexBusut «Iloanucey Ha TOKYMEHTAX, MOAMUCHIBAEMBIX JBYMS JOJDKHOCTHBIMU JIMLIAMH OJHOTO
YPOBHsI, opopmIsieTcs:

a) B aBa psia Ha ogHOM ypOBHE

B) O/iHa moAMuUCh MOJ APYTOi

17. Bu3a Ha paciOpsIIUTENbHBIX JOKYMEHTAX MPOCTABIISETCS

a) Ha nepBoM nucTe noAIMHHNKA JOKYMEHTA Ha HIDKHEM €ro IoJe

B) Ha nmocieqnem nucre moayimHHMKA HUOKE pekBU3UTa «Iloamucey

¢) Ha nepBoM nucte BTOporo sk3emIuisipa J0KyMeHTa

18. Ileuats OP/I npocraBiusiercs

a) Ha mo6oM cBOOOTHOM MecTe

B) /lomkHa OBITH 3axBaueHa YacTh HAMMEHOBAHUS JOJDKHOCTH JIMIIA

¢) JlomkHa ObITh 3axBayeHa pacmu(poBKa MOAMNUCH

19. OT™MeTKy 00 UCTIOJHUTENE PACIIOIaratoT

a) Ha 060poTHO# cTOpoHE epBOro JUCTa JOKYMEHTA

B) Ha nuneBoii cropoHe nepBoro Jucra JOKyMEHTa Ha HIDKHEM €ro 10Jie
¢) Ha nuneBoit mim 0o60pOTHOM CTOPOHE OCIETHETO JIMCTA JIOKYMEHTA B JIEBOM HUXKHEM YTy
20. Kakoii U3 peKBU3UTOB B KAUECTBE COCTABHON YaCTU UMEET MOANUCH TOJKHOCTHOTO JIMIA
a) OTMeTKka 00 UCTIOTHUTEIE

B) Buza cornacoanus

¢) Anpecar

21. Kakoll peKBU3UT B Ka4eCTBE OJIHOM M3 COCTABHBIX YacTel uMeeT ciioBo «BepHo»
a) 26

B) 27

c) 28

22. Kakoll U3 3TUX peKBU3UTOB OTCYTCTBYET B OJIaHKE MHUChbMa

a) 05

B) 06

c) 07

23. OTMeTKa 0 IPUJI0KEHUH IPOCTABIIAETCS

a) B 1eBoM HMKHEM yTily Ha JIMIIEBOM CTOPOHE MEPBOTO JIMCTA TOKYMEHTa
B) Ha 060poTHOI1 cTOpoHE MepBOro JIMcTa T0KyMeHTa

¢) [Tocne pexBuzuta «TekcTy.

3a mpaBWIIbHBIN OTBET Ha BOIpoc BbicTaBisiercs — 0,5 6a.
3a HempaBWIbHBIN OTBET HAa BONPOC BbIcTaBisercs — 0 Gayios.

Bpewms Ha BeimonHeHue: 15 mMuH.
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Tema 2.2 PacnnopsiauresibHble JOKYMEHTbI

IIpoBepsiemble pe3ybTaTrhl 00yuyenusi:y.1,¥.2, V.3, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9

TexcT 3apanus

OTBeThTE Ha BOIPOCHI

1. Kakue BUIbI OpraHn3allMOHHO-PACIIOPSIAUTEIbHBIX IOKYMEHTOB OTHOCSITCS K PaclOpsUTEIbHBIM?
2.Ilouemy pacnopsIuTeNbHbIE TOKYMEHTBI OTHOCSTCS K IPABOBBIM aKTam?

3.Korna pacnopsiiutenbHble TOKYMEHTHI BCTYIAIOT B CUITY?

4 Kak paznmuuarotcs o chepe ASHCTBUS pacopsIUTEIbHBIC JOKYMEHTHI?

5.Yto siBiIsieTcs OCHOBAHUEM JJISl U3[JaHUS PACOPSAIUTENILHOTO T0KyMeHTa?

6.Kak cTpouTcs TEKCT pacnopsiAUTEILHOTO TOKyMeHTa?

7.Kax opopmiiseTcss oTMETKA O HATMYHMH MIPHIIOKEHUS B PACTIOPSIAUTEILHOM JOKYMEHTE?

8.Kakue opransl IpMHUMAIOT [TIOCTAHOBJIEHHUE?

9.Yto 03HauaeT aTa B pacnopsIUTEIbHOM JTIOKYMEHTE, IPOCTaBisieMasl B 3ar0JI0BOYHOM YacTu OjaHKa?
10.B kaxoii (hopme U3/1at0TCSI COBMECTHBIEC PACTIOPSAIUTEIBHBIC JOKYMEHTHI?

11.Kakue ObIBatOT BUJIbI IPUKA30B?

12.Yem otnmgaercst opopmiteHre prKas3a 1mo JHIHOMY COCTaBy?

13.KTo umeer mpaBo MOANUCH Ha NpUKa3ax”?

14.Kakolf peKkBU3UT MMEETCS TOJBKO Ha JIBYX BUJAX PACIOPSIUTENbHBIX JOKYMEHTOB -YKa3aHMSIX H
pacnopsHKeHUsX ?

15.1To kakuM BompocaM M3al0TCS PacoOpsHDKEHNE U yKa3zaHue?

3a npaBUIbHBIN OTBET Ha BONpoc BbicTaBisercs — 0,5 Oam.
3a HelpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha BeinmonHenue: 15 MuH.
IIpakTnueckoe 3ansaTue Ne 2CocraBiieHue U oopMiIeHHE OPraHM3ALMOHHBIX JOKYMEHTOB

IIpoBepsiemblie pe3yabraTsl 00yuyenus:y.1,¥.2, V.3, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I[1K.1.3, I1K.1.4

Texcr 3apanusa

3ananue 1. BHuMarensHO moYMTaNTE MPEACTABICHHBIE HUXKE BOIPOCHI M BAPUAHTHI OTBETOB. OTMETHTE
MpaBWIbHBIN, HA Bamr B3ris, BapuaHr.

1. PekBU3UT JOKYMEHTa — 3TO:

a) COCTaB COZIEP)KaHUS IOKYMEHTA,

0) NpuI0’)KEHUE K JOKYMEHTY;

B) MOPSAJIOK MMOANUCAHUS JOKYMEHTA.

2. bnaHK JOKyMEHTa — 3TO:

a) TeKCT, HaOpaHHBIM HAa KOMITBIOTEPE;
0) e0BOE MTUCHMO;

B) CTaHIapTHBIN 0Opaser opopMIIeHHs TOKYMEHTA.
3. CTWiib U310KEHUSI TOKYMEHTA — 3TO:
a) coOuIto/IeHre mpaBuil 0popMIICHHS;
0) crtoco0 M3JI0KEHHUS TEKCTa,

B) pa3MeIlleHUe PEKBU3UTOB.

4. IllTaTHOE pacnucaHue:

46



a) IOJDKHOCTHOM M YMCIICHHBIN COCTaB MPEINPUSATHUS ;

0) o01mast YuCcIeHHOCTh pAOOTHHUKOB;

B) HAMEHOBaHUE MOIpa3ieICHUI OpraHnu3alllu.

5. JI0JKHOCTHBIE HHCTPYKLIAHN:

a) MOJAYMHEHHOCTh COTPYIHUKOB;

0) TpyAOBO# 10TOBOD;

B) (OYHKIIMH, paBa U 00S3aHHOCTU COTPYAHUKOB.

6. AKT — 3T0:

a) cBeleHUs 00 agpecare;

0) MUCHEMEHHOE MOATBEPKICHUE PE3YIbTaTOB KaKUX-THOO COOBITHIA;
B) OTMETKa 00 MCIOJIHEHUH TIOKYMEHTA.

7. YcTaB Opranu3aiuu — 3T0:

a) OCHOBHOM JIOKYMEHT, perjaMeHTUPYIOMUN (YHKIMOHUPOBAHUE OPraHU3alINN;
0) hopma yrpaBIeHHS OpraHU3aIueH;

B) CBEICHUS O COyUpeaUTeNsIX (yYaCTHUKAX) OpraHu3alliH.
8. TpynoBoii norosop:

a) 3asiBJICHUE O IIpUEeMe Ha padoTy;

0) MUCHbMEHHOE COTJIAIlIEHUEe CTOPOH IIPU IIPHEMe Ha paboTy;
B) aHKEeTa KaH/JM/1aTa Ha BAKAHTHYIO JOJHKHOCTb.

9. [IpoTokoin — 3T0:

a) SJIEMEHT JIeJIOBOTO ITUKETA;

0) HOpMaTUBHBIN TOKYMECHT;

B) JIOKYMEHT PEruCTpaIiy COBEIIAHUS UITH TIEPETOBOPOB.
10. loBepeHHOCTDH — 3TO:

a) MMCbMEHHOE YIOJIHOMOYHE MIPaB OJHOIO JHIIA JPYToMY;
0) yIOCTOBEpPCHHE JTUIHOCTH,

B) JIETIOBOE MTUCHMO.

11. K pacniopsiiuTebHbIM JOKYMEHTAM OTHOCUTCS:

a) MpHUKas3;

0) moKIagHAas;

B) OOBSICHUTENbHAS.

12. K opranu3aiioHHbIM JOKyMEHTaM OTHOCHUTCS:

a) pacnopsiKeHue;

0) mTaTHOE pacIUCaHMUE;

B) pe3toMe.

13. TekcT nOKyMeHTa:

a) CBeJIeHUs 0 pa3paboTUHKe;

0) 3aroJI0BOK JJOKYMEHTA;

B) OCHOBHOM PEKBU3UT JOKYMEHTA.

14. Tenedonorpamma:

a) uxcamus gaxrta co3naHUs WIK MOCTYIUICHUS JOKYMEHTA;
0) JOKYMEHT, IepeiaBaeMblii 10 TeseOHY U 3alMChIBaEMblIi MOJTyYaTeneM;
B) )KYpHaJl y4eTa Tele(OHHBIX 3BOHKOB.

15. TIpoekT noKkymeHTa:

a) MpeIBapUTEILHO MOTOTOBICHHBIM BApUAHT IOKYMEHTA;
0) MpaBHJIbBHO COCTAaBJICHHBIN OJIaHK JTOKYMEHTA;

B) TIOJIIIIMBKA BAYKHBIX IOKYMEHTOB JIJIsl XpaHEHUSI.

16. Peructpanus 10KyMeHTa:

a) COIJIACOBAaHUE C PYKOBOJUTEIEM;

0) mpoBepKa MPaBUILHOCTH COCTABIICHNS,

B) IPUCBOEHHE JOKYMEHTY HOMEpa.

17. Knaccudukanusi TOKyMEHTOB:
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a) GopMHUpPOBaHNE CUCTEMBI JIOKYMEHTOB;

0) COBOKYITHOCTb Pa3UYHBIX JTOKYMEHTOB;

B) pa3/ieJieHHe BCEX JTOKYMEHTOB IO OMPE/ICICHHBIM IPU3HAKAM.
18. IlpaBo noanucu:

a) MOJIHOMOYHE JIOJKHOCTHOTO JIMLA Ha MOANKCAHNE JOKYMEHTOB;
0) paBO yTBEPKJIaTh JOKYMEHTHI;

B) IIPaBO COCTABJICHUSI IOKYMEHTA.

19. Jlesio B JOKyMEHTOOOOPOTE YIIPABICHYECKOM JACSITEIbHOCTHU:
a) COBOKYITHOCTb JIOKYMEHTOB, OOBEAMHEHHBIX MO OMPE/ICIIEHHOMY IIPU3HAKY;
0) Kakoe-JM00 JIEHCTBUE TOJDKHOCTHOTO JIUIIA;

B) MHCTPYKIIUS 1O JAIONPOU3BOICTBY.

20. JIy6nukar:

a) MepBBINA U €IMHCTBEHHBIN SK3EMIUISIP JOKYMEHTA,

0) Komus, IMEIOIIasi FOPUANYECKYIO CHITY MTOJITHHHUKA;

B) hopMyJIsAp JOKYMEHTA.

21. Anpecar:

a) COCTaBUTENb JOKYMEHTA;

0) oTIpaBUTENb JOKYMEHTA;

B) MOJTy4yaTellb JOKYMEHTA.

22. Bu3za qokymeHTa:

a) YTBEpXKICHHE TOKYMEHTA;

0) moAnKCh, 0O3HAYAOIIAs COTIIache C COJIepKaHNEM JOKYMEHTa,;
B) COIJIACOBAaHUE JIOKYMEHTA.

23. KoHTpareHr:

a) O/IHA U3 CTOPOH KOHTPAKTA;

0) KOHKYPEHT MPEATPHUITHS;

B) OpraHU3alM-TI0Ty4aTelb TOKYMEHTA.

24. BHemHui JTOKYMEHT:

a) TOKYMEHT, OTIIPaBJICHHBII IPYTUM OpraHU3alysIM WIH MOJTYyYSHHBIN OT HUX;
0) TOKyMEHT JUIsl BHYTPHU(PUPMEHHOTO HCIIOJIb30BAHMS;

B) IOKYMEHT, (PUKCHUPYIOIINNA BOIPOCHI 3aCEAaHU.

25. KButannus:

a) JOKYMEHT, CO/IEPIKaIllMi CBEIEHUS O PEANPHUITUH;

0) KpaTKasi XapaKTepUCTHKa COAEpKaHUs IOKYMEHTA;

B) MOATBEPKICHUE TOTYUYEHUS JIeHET WK MaTepHaIbHbIX IEHHOCTEH.
26. KonduaenmmanpHas nHbOpMAaITus:

a) uHpopMalus, T10CTyIl K KOTOPO OrpaHUYEH;

0) uandopmanus myoJIuIHON OTUYETHOCTH;

B) opunanbHast HH(pOpMaIus.

27. Kommepueckas TaitHa:

a) nHpopMalus, UMEIoLIast IOPUANYECKYIO CUITY;

0) koH(UIeHIIMaTbHAs UHPOPMALUs, UCTIONb3yeMas JUIsl TOCTHKEHUSI KOMMEPUYECKUX Liesel;

B) uH(opMmarus, 3apukcupoBaHHast Ha OyMaXXHOM HOCHUTEJIE.
28. Jlemonpon3BOACTBO:

a) COCTaBJIEHUE JIEIT;

0) opranuzaius paboThl ¢ JOKYMEHTaMU;

B) OIpeJieNieHHe CPOKOB XPAHEHUS JIElI.

29. I'moccapuii:

a) COBOKYITHOCTb PEKBU3UTOB JOKYMEHTA;

0) conepkaHue KHUTH, OTYETa, CTaThH, TIOKYMEHTA;

B) coOpaHMe 4acTo yNoTpeOIsieMbIX CIOB M BBIPAKEHUH.

30. CrpaBka:
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a) MpaBOBOM aKT, U3J]aBaeMbIil B LEJIAX PELICHUS MPOU3BOICTBEHHBIX 33/1a4;

0) IpOU3BOJCTBEHHBIN JOKYMEHT;

B) MMOATBEPKICHNUE KAaKOTO-1100 (haKTa.

Pe3ynbTarhl BXOJJHOTO KOHTPOJIS:

1. olleHKa «OTJIMYHOY» — 3a MpaBUJIbHbIE OTBETHI HA 28-3(0) BOMPOCOB BXOHOTO KOHTPOJIS;
2. OLIEHKA «XO0poLIo» — 3a 25-27 BOIPOCOB;

3. OlleHKa «yJI0BIETBOPUTEIbHO» — 20-24 BOIPOCOB;

4. olLleHKA «HEYAOBIETBOPUTEILHO» — MeHee 20 BOIIPOCOB

3ananue 2.

[lepeuncnennbie HUXKE Pa3HOBUIHOCTU MTPUKA30B PaCHPEICIUTE MO IBYM IpYINaM: IPpUKa3bl 110
JMYHOMY COCTaBY U IIPUKA3bI IO OCHOBHOM JIESITEIbHOCTH:

. O6 00BSABIICHHH BBIXOJHOTO JTHS PaOOUYUM.

. O pacnipenenennu 00s13aHHOCTEH MEX/Y 3aMECTUTEIISIMUA PYKOBOAMTEIS OPraHU3alllu.
. O HarpaxxeHuu pabOTHUKA LIEHHBIM [T0IaPKOM B CBSI3U C I0OHIICEM.

. O6 oxazaHuu pabOTHUKY MaTepHAILHON TOMOIIIH.

. O mpenocraBneHny pabOTHUKY OTIycKa 0e3 coOXpaHEeHHsI 3apabOTHOM IIaThlI.

. O6 ycraHoBneHnH paOOTHUKY Ha/I0ABKH K 3apIuiare.

. O6 yrBepxxaeHnn MHCTpYKIMH 110 KaAPOBOMY JAEIONPOU3BOICTBY.

. O BHEepEeHUN HOBOW TEXHOJIOTHH MPOJIAXK.

. O HanpaBneHN pabOTHUKA B KOMaHAUPOBKY.

10. O6 yBonmpHEHUH paOOTHUKA 32 MPOTYII.

11. O moarotoBke rpaduka ormyckoB Ha 2020 r.

12. O6 u3meHeHun (paMuIIUK B CBSI3U CO BCTYIUICHUEM B Opak.

O 00 1 N DN B WK =

3ananme 3.

W3 npuBeEHHOT0 HUXKE NepeyHs JOKYMEHTOB, BbIIEINTE TOKYMEHTHI, HE TPeOYIOIINe PerucTpaLuu:
1) UucTpyKuuu, npaBuia (JOHKHOCTHBIE; IO JIETONPOU3BOJICTBY; TEXHUKE

0€3011aCHOCTH; BHYTPEHHET 0 TPYOBOI'O paclopsiiKa U T. 1.)

2) AKTBHI (IIPOBEPOK U PEBU3HIL; MpHUEMa BBIIIOJIHEHHBIX padOT; SKCIIEPTU3bL; IEpeIaduu J1e1; JUKBUIALUN
OpraHu3alMi, yUpexIeHUH, TpeanpUITHIA)

3) PexnamHo-nH(pOpMaLIMOHHBIE JOKYMEHTHI (IJIAKaThl, TPOCHIEKTHI U Jp.)

4) YcTaBbl opranu3anuit

5) Byxranrepckue TOKyMEHTHI (cueTa, MpUciaHHbIe 0€3 COMPOBOAUTEIbHBIX TTUCEM)

6) brarogapcTBeHHbIe, O3/IpaBUTENbHbBIE MUCbMA, TEJIETPAMMBI, IPUTTIACUTEIbHbBIE OUIIETHI

7) Honosxenus (06 opraHu3anuy; CTpPYKTYPHOM MOAPa3/IeIeHUH; TPEMUPOBAHUH U T.1.)

8) CmeThl (pacxoJ0B Ha CoJiepKaHMe anrnapara yrnpaBleHHs, 3[aH1H, TOMEIEHUH, COOpYyKEHHIA;
HCIIOJIb30BaHUs CPEJICTB (HOHIa IPEIPUITHS, Ha IOJITOTOBKY U OCBOCHHE ITPOU3BOJICTBA HOBBIX
U3JIeNni; Ha KaUTaJIbHOE CTPOUTENHCTBO U T.1.)

9) ®opMbI CTATUCTUIECKON OTUYETHOCTH.

10) I'paduku, HapsIbl, 3aBKU, pa3HAPSIKU.

3a npaBUIIbHBIN OTBET Ha BOonpoc BbicTaisercs — 0,5 Oam.
3a HempaBWIbHBIN OTBET Ha BOIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha BeIntonHeHUE: 15 MuH.

IIpakTH4eckoe 30aHHne

3ananue 1. Odopmure Maker OnaHKa KOHKPETHOTO BHJA JOKyMEHTa (IIpHKa3a) C YIJIOBBIM
pacrioyio’keHNeM PEKBU3UTOB: TOBAPHBIIM 3HAK MJIM AMOJIeMa MpeanpusTus (1o BameMy ycMoTpeHuto) AO
«bepeskay, npukas, 1ata IpUKa3a U ero Homep, r. BraauBocTok
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3amanue 2. OdopMute MakeT OJIaHKAa KOHKPETHOTO BUA JOKYMEHTa (IMMPOTOKOJIA) C MPOIOJIHHBIM
pacnionioxenueM pekBu3uToB: OAO «I'A3», mpoTokon, nara 3acelaHusi, HOMEp MPOTOKOJA, T.
BnanusocTok

3ananue 3. (BpeMs BboJgHEHUS 20 MUHYT)

Odopmure Maker OlaHKa JODKHOCTHOTO JiMia (M3p Balllero ropoja), COCTaBUB HEOOXOAMMBbIE
PEKBH3UTHL.

«OTnM4YHO» - TMoAnmUcaHbl pekBU3UTHI MpaBwibHO 90 - 100%; xopomo 80 -89%; ynmomnerBopurensHo 70 - 79%; He
yA0OBIETBOPUTENHHO MeHee 70% .

BHeaynuTopHasi camocTtosiTeJibHasi pabora crygeHta Ne2 O mnpaBwiax odopmiIeHHS
pacrnopsAaUTCIbHBIX JOKYMCHTOB

3aodanue 1 (U1 Bcex BapUaHTOB)
CocTaBHUTh MPOEKT MPHUKA3a TI0 OCHOBHOM JeSITeNbHOCTH. Bece pekBU3NTHI BEIOPATH
camocTosTenpHo. OOpasel npukKasa 1o OCHOBHOW JA€SITENbHOCTH IpuBeaeH B [Ipunoxxenun 4.

3aoanue 2 (1o BapuaHTam)

Hcnone3ys yHupumrpoBanubie GOpMbI JOKYMEHTOB (MPEANOYTUTENILHO B (hopmare
MicrosoftOfficeExcel) odhopmuTts ciaeayroliue mprKassl 0 JUIHOMY COCTaBY:

Bapmuanr 1: [Ipuka3 o npueme Ha paboTy;

Bapuanrt 2: [Ipuka3 00 yBOJIbHEHUH;

Bapmuanr 3: [Ipuka3 o nmoouipeHuu pabOTHHKA,

Bapuant 4: [Ipuka3 00 orrpaBke paOOTHHKA B KOMaHIUPOBKY;

Bapmuanr 5: IIpuka3 o0 ormycke.

Bapuant 6: [ToaroroButh pacnopspkeHue o GOpMUPOBAHUH MAKeTa JOKYMEHTOB 110 HAYMCIICHHIO
TPYJIOBO MEHCHH.

BapuanTt 7: IloaroroBuTh pacnopsokeHre o GOpMUPOBAHUH NAKETa JOKYMEHTOB 110 HAYHCIICHHIO
mocoOust Mo OEPEMEHHOCTH U POJIaM.

Bce HeoOXx0muMBbIe peKBU3HUTHI BEIOPATh CAMOCTOSTEIBHO.

3a nMpaBWJIbHO BBINOJIHEHHOE 33/1aHue — 3 Oasia.
3a HempaBWIBHO BHINOJIHEHHOE 331aHue — () 6asoB.

Bpewms Ha BoinonHenue: 90 Mmun

Tema 2.3. UH(pOpMALMOHHO - CIPABOYHBIC JOKYMEHTBI

IIpoBepsiemblie pe3yabTaThl 00yyenus:y.1,¥.2, V.3, 3.2, 3.3
®opmupyemblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.3.3, IIK.3.4

Texcr 3apanusa

Ycerabiii onpoc (Bpems 10 MUHYT)
1. Kem cocTaBIsrOTCS aKThI?
2. Kakue pyOpuKY BBIIETSIOTCS BO BBOJIHOM YacTH akTa?
3. Yto yKka3bIBalOT B KOHCTATUPYIOIIEH YacTh akTa?
4. HazoBute pyOpuKH BBOJHOM YacTH MPOTOKOJIA?
5. W3 xakux pa3zienoB COCTOMT OCHOBHAs 4acTh MPOTOKOJIA?
6. Kak ¢popmynupyercst mocTaHOBISIOIIAS YaCTh IPOTOKOA?
7.B Kakux ciydasx CO3Jal0TCs TOKJIATHBIC 3aITUCKH?
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8.Ha xakue BUABI NETIATCI JOKIAIHEIE 3alIUCKU?

9.13 xakux yactei COCTOUT TEKCT JIOKJIATHOU 3aTUCKU?
10. Yto Takoe cripaBka?

11.Kakwue ObIBarOT cripaBku?

12.Kakue pekBU3UTHI COJICPIKUT JIMYHASI CIIpaBKa?

Bri6epute BepHOe yTBepKIeHME (BpeMsl BhIMOSHEeHH 10 MUHYT)

1. AKTbI, KaK IPaBUJIO, TIO/JIEKAT YTBEPKICHUIO

2. AT MOXKeT 0OpMIIAThCS Ha TpadapeTHOM OJIaHKe

3. Yartie BCero akThbl COCTaBIIAIOTCS KOMUCCHEH

4. AKT MOXET CITY>KUTh OCHOBAHHEM JUIS U3[IaHUS PACIIOPSIUTEIBLHOTO JOKyMEHTa

5. Hamuue 3aKi10YMTENBbHOM YacTh TEKCTa akTa 00s13aTeNbHO

6. B kpaTkoM NPOTOKOJI€ MPUBOAATCS TEKCTHI BHICTYIUICHHM

7. JlaToi MpOTOKOJIA SABJIAETCS 1aTa IIPOBENCHUS 3aceqaHus

8. B nporokose 00s3aTenbHO YKa3bIBa€TCsl KOJIMYECTBO IPUCYTCTBYIOIUX

9. B Texcre npoTokoaa MOXeT oTcyTcTBOBaTh MyHKT BBICTYIINIIN

10. B npoToKoOI€ yKa3bIBAIOTCs PE3YJIbTAThl FOJIOCOBAHUS

11. IIpoTOKOI COCTABIIAETCS B OJTHOM DK3EMILIAPE

12. IIpoTOKOI MOANMCHIBAIOT IIPEACEAATENb U CEKPETaph KOJUIETHAIIBHOIO OPraHa
13. Ha pacinpeHHbIX 3ace/laHUsAX COCTaB MPUCYTCTBYIOUINX YKA3bIBAETCS KOJINYECTBEHHO
14.Bpinucka U3 NpoToKoja y10cToBepsieTcst 0pOpMIIEHUEM PEKBU3UTA «OTMETKA O
3aBEpEHUU KOIIHH»

15./1aToil BBIUCKH U3 IPOTOKOJIA SIBIISETCS J1aTa, yKa3Has KakK JaTa MOANUCAHUS
IIPOTOKOJIA

16. BuyTpenHsist JokiaaHas 3anucka odpopmiisercst Ha OJaHKe OpraHn3aluu

17. TexkcT nOKIaIHOM 3aMCKU COAEPKUT TOJIBKO OOCTOSITEILHOE U3JI0KEHNE BOIIPOCa
18. BHyTpeHHIOI0 JOKJIaJHYIO 3aIIMCKY ITOANKUCHIBAET COCTABUTEIb

19. AnpecaHT B JOKJIaJHOM 3alMCKE YKa3bIBAE€TCS B UMEHUTENILHOM Majiexe

20. B agpecare q0KIaHOM 3aMIMCKU YKa3bIBAIOT TOJBKO (PaMUIIHIO

3a mpaBUIIbHBIN OTBET Ha BONpoc BbicTaisercs — 0,5 Oam.
3a HempaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beimonnenue: 20 MuH.

IIpakTuyeckas padora Ne3 Odopmiienne HHPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB

IIpoBepsiemblie pe3yabTaTsl 00y4enus:yY.1,¥.2, V.3, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.3.3, IIK.3.4

Teker 3a1aHus
OTBeTbTE HA BOIIPOCHI TECTA.
1). IlepeuncrnenHble pa3HOBUIHOCTH IOKYMEHTOB paclpeAeInTe Ha TPU IPYIIIbL:
a) OpraHu3aluOHHBbIE;
0) pacnopsIUTENIbHBIE;
B) MH(GOPMAIIMOHHO CIPAaBOYHBIE;
1. 3asBneHne 00 yBOJIbHEHUH
2. JlokitajgHas 3ammcka
3. Jlo;>KHOCTHAsI HHCTPYKIIMS
4. PacniopsikeHne qupeKTopa
5. CnopaBka o 10xo1ax
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6. [IpoTokoi coBemanus

7. IlocTaHOBIEHHE KOJUIETUH

8. llITaTHOE pactiucanue

9. Ilonoxenue 06 arTecTaluu

10. IIpuka3 o npueme Ha paboOTy

11. UHCTpYKIMS MO AETONPOU3BOICTBY

12. AKT 0 HapylIEHUHU JUCUUILINHBI

2). Kakue 1OKyMEHTBI SBISIOTCS PACIOPSAUTEIbHBIMU:

a) TOJKHOCTHAS! MHCTPYKIUS, IPUKa3, PellieHue, YKa3aHue, yupeIuTeIbHbIN J0roBOp (KOHTPAKT);

0) mpuKa3, IPOTOKOJ, pEIICHNE, YKa3aHHe, TOCTAHOBJICHHE, PACTIOPSIKEHHUE;

B) pelieHue, Joropop (KOHTPAKT), yKa3aHue, MpUKa3, IPOTOKOJ, paclopsKeHue.

3). Kakue noKyMeHTHI SBJISIFOTCS OpraHU3allMOHHBIMU:

a) ycTaB, IIOJIO)KEHUE, MHCTPYKIUS, CTPYKTypa M IITaTHas YUCIEHHOCTb, IITATHOE paclHCaHue,
MpaBuJa;

0) ycTaB, MOJIO)KEHHE, IMPOTOKOJ, [OCTAaHOBJIEHHE, NpPaBWUJA, IITATHOE pACIHUCaHUE, JOTOBOP
(KOHTpAKT);

B) yCTaB, MOJIOKEHUE, MHCTPYKIIMS, IITATHOE paclucaHue, paBuia, IpyukKa3, 10roBop (KOHTPAKT).

4). CipaBouHO-HH(DOPMAIIMOHHBIMU JJOKYMEHTAMHU SIBJISIFOTCSI:

a) MUCHbMO, TeJerpamma, TeiaeoHorpamma, 3asBieHHe, akT, JOKJIAAHAas 3aliCcKa, OObsICHUTEIbHAs
3amucKa, CIpaBKa;

0) muceMo, (hakc, Tenedakxc, 3asBICHUE, aKT, IPEACTaBICHUE, aHKETa, JOKJIaAHAasl 3a1CKa;

B) MUCHMO, (paKc, 3asiBICHHUE, aKT, IPEACTABICHNE, JOKIAIHAS 3aMHCKa, OOBSICHUTEIbHAS 3aIHCKa,
aHKeTa.

5). Hymepanus crpaHul] 1OKyMeHTa IPOU3BOIUTCS:

a) MO LIEHTPY HUYKHETO TOJIS;

0) B TpaBOM HUKHEM YTy TOKYMEHTA;

B) TIO LIEHTPY BEPXHETO MOJIS;

I') B [[paBOM BEPXHEM YTy JOKYMEHTA.

6). Kakue crioco6b! opopmiieHus: AaThl B JOKYMEHTaX SBISIOTCS MPABUILHBIMU?

a) 05.02.14.

0) 5 ¢eBpans 2014 r.

B) 05.02.2014 r.

r) 14.02.14

n) 05 despans 2014 r.

x) 05 dpespans 2014

3) 2014.02.14

7). Uto siBNsieTcst JaTOM MPOTOKOJIA:

a) J1aTa MoAMUCaHus;

0) maTta 3aceqaHus;

B) /J1aTa PETUCTPALIUU.

8). IMoamnucey pyKOBOAMTEIIS HA TIPUKA3e 3aBEPSIETCS MEUAThIO:

a) BCerja;

0) HUKOT/1a;

B) TI0 YKa3aHUIO PYKOBOIUTEIIS.

9). IleuaTs HA OPraHU3ANMOHHO-PACTIOPSAUTEIHHBIX TOKYMEHTAX MPOCTABIISCTCS:

a) Ha TI0OOM CBOOOTHOM MECTE;

0) Hmxe pexkBuzuTa «lloamucey;

B) JIOJKHA OBITH 3aXBavY€HA JIMYHAS TTOJIIHCH;

T') TO0JKHA OBITH 3aXBayeHa YaCTh HAUMEHOBAHUS JIOJDKHOCTH JIMIA, TTOAMKCABIIETO TOKYMEHT;

10). B pe3ynbTaTe pacCMOTpPEHUST PYKOBOJUTEIEM BXOIAIIETO TOKYMEHTA HA HEM TIOSIBIISETCS:

a) MOJINCh;

0) pe3otonus;
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B) BH3a.

3a nmpaBWIbHBIA OTBET Ha BONPOC BhIcTaBisiercs — 0,5 6a.
3a HempaBWIBHBIN OTBET Ha BOIPOC BhICTaBIseTcs — O 6aUioB.

Bpewms Ha BeinonHenue: 15 mMuH.
TekeT NpaKTHYECKOIo 3aaHUA

3aganme 1. Hanummre noknagHyro 3anucky Ha uMmsa pykooautens 3A0 «Beimmen» o
KOMaHIUpOBaHUU B T. benaropon crapiiero MHkeHepa IUIaHOBOAKOHOMMYECKOro otaena JJoGponrodosa
ITL.A. ¢ 12.04.2014 cpoxom Ha 5 aHeEN Uit BBICTYILIEHUS C AOKJIAJI0M Ha cemMuHape «CoBEpLUIEHCTBOBAHUE
CHCTEMBI 3aKJIFOUEHUS XO35HCTBEHHBIX JI0TOBOPOBY.

3apanme 2. Opopmute akT 00 UTOrax JOKyMEHTAIbHONW IPOBEPKH COCTOSIHUS JJOKYMEHTAL[HOHHOTO
obecrieuenuss 3A0 «'ATII Ne3y. B akte peBU3UM yKaKUTE CIEAYIOUINE HEJOCTATKU: B OTAeNaxX KaJpoB
HPEANpUATHS B JMUHBIX JieflaX paOOTHUKOB OTCYTCTBYIOT HEOOXOMMBbIE TOKYMEHTHI (IIEPEeUUCIIUTD);

- HE BEJIETCSI KHUTa PETUCTPALU IPUKA30B 110 OCHOBHOM J1€ATEIbHOCTH;

- Ha MPEANPUITUN OTCYTCTBYET HOMEHKJIATypa Aedl.

3aganue 3. CoctaBbTe mNpoTOKON oOmero cobpanus yupemuteneir OOO «ABTOcepBUC» O
mukBuganuu OOO B cBA3M € yrpo3oi OaHKpOTCTBa. BhICTymaromue NpeiioKuIn NpPeKpaTUTh
JeSTeNbHOCTh OOIIeCTBA IyTEM JMKBUAALMHU, A 3TOrO MNPEAJONKHIM CO3AaTh JUKBUIALMOHHYIO
KOMUCCHIO B KOJIMYECTBE _ YEJIOBEK, B COCTABE: U NIOPYYUTH €i B CpOK
B COOTBETCTBHM C YCTaBOM OOILIECTBa U JIEHCTBYIOIIMM 3aKOHOAATEIbCTBOM IPOBECTU JIMKBHJIALMIO
obmecTBa , mpeaocTaBuTh Kpeauropam OO0 CPOK IS 3asIBJICHUSI CBOUX MPETEH3UI K 00IIEeCTBY;
3akimoyeHHble Ha 201 roa aoroBopa HCHOJHUTBH J10 4ucia, MO0 OCTaJbHBIM — COOOIIUTH
KOHTpareHTam o0 0TKa3e OT JIOrOBOPOB U IIPUYMHE OTKa3a B CPOK U BBIIJIATUTh UM KOMIIEHCALIUIO
B CBSI3U C YCIIOBHSIMU JOI'OBOpA.

['onocoBanue NpoBOANIIOCH OTKPBITHIM (3aKPBITBIM) ITyTeM. Pe3ybTaThl ojIcUeTa roJIOCOB: «3a» —
__uenosek; «IIpotuB» —  denosek; «Bo3nepkamuce» —  4eNOBEK.

3a mpaBWJIBHO BBHIMOJTHEHHOE 33/I1aHKE BhICTaBIseTCs — 1 Gai.
3a HeMpPaBWIHHO BBHITIOJTHEHHOE 3a/1aHKe BhICTaBisgeTcss — () 0amioB

Bpewms Ha BeImonHEHUE: 75 MHH.

BueaynutopHasi camocrtosiTesibHas pabdora crygenta Ne3 O mnpaBmwiax odopmiIeHHS
MH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB

CocTaBUTH rnoccapnﬁ 10 OCHOBHLIM BOIIpOCaM H3y‘leHHOfI TCMBI

Pa3nesn 3 Opranusanus padoThl ¢ AOKyMeHTAMH
Tema 3.1 Ciny:x0a 1OKyMeHTAIlHOHHOTO o0ecnedeHus ynpasJeHus. [lonsitue nokymenToodopora

IIpoBepsiemble pe3yabTaTsl 00y4enus: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.1.3, IIK.1.1

Tekcr 3apanus
1. OTBeThTE HA BOMPOCHI.
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. Kakue cymecTtBytoT ¢popMbl opraHu3amnuu padoThl C JOKYMEHTaMH?
. UTo 03HauaeT NoHATHE «MaKCHUMalbHas paboyas 30Ha»?

. UTo 03HauaeT MOHATUE «HOpPMaJbHAsE paboyasi 30Ha»?

. Kak moapasnenstor yupexaeHus no oobeMy J0KyMeHT0000poTa?

. Uto BKITIOYAeT B ce0st opraHu3anus pabodyero mecra’?

. Kakoe HazBanue nMeroT 30HbI pabouero Mecra cekperapsi?

AN N AW —

2. YKaxuTe, BEpHBI JIU CIEAYIOLIUE YTBEPKIACHUS.

1. IIpu ocBemenuu pabodero MecTa CBET JOJKEH MaJlaTh ClieBa:

a) na; 0) HeT.

2. OCBENICHHOCTh Ha MIOBEPXHOCTH CTOJA N0JKHA OBITh 500 JTroKC:

a) na; 0) HeT.

3. OTaenka MOTOIKOB, CTEH, IEPErOPOJOK B MOMEIICHUSIX MOKET OBbITh JIFOOOTO 1IBETa:

a) na; 0) HeT.

4. Temmepatypa B CIIy>)k€OHOM ITOMEIIECHUH A0 KHA OBITh B mipeaenax +20 — +22°C:

a) na; 0) HeT.

5. B 3aBHCHMOCTH OT BpeMEHHU I'0Jla OTHOCUTEIbHAS BIKHOCTh BO3yXa JI0JKHA ObITh OT 45 10 55%:
a) ma; 0) HeT.

6. Hannuue nucbMeHHOTO cTONA y cOTpyAHUKA ciyk0b1 IOV 06s13aTenbHO:

a) na; 0) HeT.

7. Ilpu ueHTpanu3oBaHHOM (popMe opraHu3aluu AeTONPOU3BOACTBA BCE OMEPAIH C JOKyMEHTaMHU
BBITIOJIHSIOTCA B ciyk0e IOV

a) na; 0) HeT.

8. Ilpu TeppuTopuanbHOI pa300IIEHHOCTH CTPYKTYPHBIX II0/Ipa3/ielIeHui BBIOUPAIOT
JEIeHTPAIU30BaHHYIO () OpPMY BEICHUS JEIONPOU3BOCTBA:

a) ma; 0) HeT.

9. B KpynHBIX y4pexKICHUAX C OOJIBIINM 00bEMOM JIOKYMEHTOO00pOTa UCIIONB3YeTCsl CMelIanHas opma
BEJICHUS JI€JI0NIPOU3BOJICTBA!

a) na; 0) HeT.

10. B yupexxneHusx nepBoi Kareropuu 00beM JoKyMeHTooOopoTa cocrasisieT cBbiiie 100 Thic.
JOKYMEHTOB B T'OJI:

a) na; 0) HeT.

11. Ctpykrypa ciayx0b1 JIOY dhopmupyercs B 3aBUCUMOCTH OT KaTErOPHH, K KOTOPO OTHOCUTCS
yUpexKJIeHue:

a) na; 0) HeT.

12. Cnyxx6a IOV siBnsieTcs caMOCTOSITENHHBIM CTPYKTYPHBIM TTO/IPA3/ICTICHUEM:

a) na; 0) HeT.

13. lnst cexpetapsi MpaBOMEPHBI MOHATHSI «<HOPMAJIBHOW» B «MaKCUMaIBHOM» pabovuux 30H:

a) na; 0) HeT.

14. PaGouee MecTo cexkperapsi 000pyayeTcs 1O €ro YCMOTPEHHUIO:

a) na; 0) HeT.

3. Beibepute npaBuiIbHBIA BapHaHT OTBETA.

1. ITIpu o6opynoBanuu pabouero mecta corpyaauka JIOY cBer AomKeH majath:

a) crpaBa; 0) cieBa; B) HE UMEET 3HAUCHUSI.

2. Okpacka MoMenIeHuH J0KHA ObITh:

a) CBeTJION; 0) TEeMHOIA; B) JI00O0H.

3. Hanuume nocTOpoHHEro myma:

a) UCKJII0YEHO; 0) HeXENaTeIbHO; B) UMEET MECTO OBITh.

4. PaGouee MecTo cexpeTapsi B IPUEMHOI pacroiaraercs:

a) 0 YCMOTPEHHUIO CeKpeTapsi; 0) psAAOM ¢ BXOJAOM B KAOMHET PYKOBOIUTEIS; B) B IIEHTPE MPUEMHOM.
5. Ha paGouem crosie cekpeTaps TeaedoH pacroiaraeTcs:
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a) B «<HOpMaJIbHOI» pabodeii 30He; 0) B «MaKCUMaIbHOW» pabodeii 30He; B) HAa BCIIOMOTATEILHOM
CTOJIMIKE JJIsi OPTTEXHUKHU.

6. Cexkperapb MOXKET JieJIaTh 5—8-MUHYTHbIE TIEpPEPBIBBI BO BpeMS pabOThI:

a) yepe3 KaxkJIpli yac; 0) uepe3 Kaxable /IBa yaca; B) Yepe3 Kak/ible TPH yaca.

7. Pabouee mecTo cekperaps BKIIOYAeT B ceOsl:

a) JIBE 30HBI; 0) TPU 30HBI; B) YETHIPE 30HBI.

8. BrimorHeHue Bcex ornepaluii ¢ JOKyMEHTaMH B 0THOM MecTe — B ciryx0e JIOY nmpennosnaraer:

a) HEeHTpaJIM30BaHHas (hopMa OpraHU3aLUH JICTONPOU3BOJICTBA; 0) JeEHTPATN30BaHHAs; B) CMEIIAHHAS.
9. Kakas ¢opma opranuzanuu JeI0IpOr3BOACTBA UCIIONIB3YETCS B YUPEKACHUH C OOJIBIINM 00bEMOM
JOKYMEHTO00OpoTa:!

a) IICHTpaJIU30BaHHas; 0) JCIEHTPAIM30BaHHAS; B) CMEIIIaHHAS.

10. Kakoe nospazaeneHue He sIBISETCS CTPYKTYPHBIM nojipasaeneHuem no JJOY: a) ynpaiienue nenamu;
0) Oyxrajirepus; B) OOIIHUI OTIEN.

11. Opranuzanus ¢ 00eMoM JOKyMeHToo0opoTa cBbiie 100 ThIC. TOKYMEHTOB B T'OJl OTHOCUTCS:

a) K IEPBOM KaTeropuu; 0) KO BTOPOU KaTEropuu; B) K TPEThEH KaTETOPHH.

12. Opranusanus ¢ 00beMOM JOKYMEHTOO0O0pOTA J10 3 ThIC. JOKYMEHTOB B I'OJ] OTHOCHTCS: a) KO BTOPOI
KaTeropuu; 0) K TpeThel KaTeropuu; B) K Y4ETBEPTOIl KaTETOPUH.

4. BcTaBbTe MPOMYIICHHBIC B TEKCTE CIIOBA.
1. LlenTpanu3oBanHas (opMa OpraHU3aLUH JICIOIPOU3BOJICTBA MTPEIIOIAraeT BEIIIOJIHEHHE BCEX
OIepanui ¢ JOKyMEHTaMu .
2. leueHTpanu3oBaHHas (hopMma MpearnoaraeT Co3aHue CaMOCTOSTEILHON CITy>KOBI ISIIOTPOU3BOICTBA
B :
3. CmemanHas popma HCIOIb3YeTCs B YUPEKIACHUSAX C
JOKYMEHTO000pOTAa.
4. B 3aBucuMocTy oT 00beMa TOKYMEHTO000pOTa BBIICIISIOT YETHIPE KATETOPUN YUPESIKIACHHMA: 1-51
Kareropus — 00beM JOKYMEHTOO0OPOTa COCTABIISICT CBBIIIE JIOKYMEHTOB B TOJl; 2-51
KaTeropus — ot o JOKYMEHTOB; 3-51 KaTeropusi — oT

hi (o) JTOKYMEHTOB; 4-51 KATEropus — J10

AOKYMCHTOB.
5.TCHAOY B 3aBHCHUMOCTH OT KaTErOPHH YUPEXKICHUS IPETyCMAaTPUBAET CO3/JaHUE HECKOIBKUX TUITOBBIX
JeTOTIPON3BOACTBEHHBIX CITY)KO: YIIpaBIeHHUE ACTaMH, CeKpeTapb
PYKOBOIUTEIIS.
6. Opranu3zanusi pabodero Mecta — 3TO CUCTeMa MEPOIPHUATHH IO OCHAIIIEHUIO paboyero Mecra

u U UX QYHKIIMOHATLHOMY Pa3MelIEeHHUIO.

3a mpaBUIIbHBIN OTBET Ha BONpoOC BbicTaisercs — 0,5 Oam.
3a HenpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beimonnenue: 30 MuH.
BHeayaquTopHasi caMocTosITeIbHasi padoTa cTyaeHTa Ned

[TonroroButh pedepar Ha Temy "OO opraHu3zanuu JOKYMEHTOOOOpOTa B OpraHHM3aIUsaX
COIIMAJIBHOM 3aIMTEI HaceeHus."

Tema 3.2 IIpaBuia perucTpanuu U MHACKCHPOBAHUS JOKYMeHTOB. Opranu3anus KOHTPOJISI
HCIOJIHEHH JOKYMeHTOoB. CHcTeMaTH3alusl M XpaHeHHe JeJl.

IIpoBepsiemble pe3ybTaThl 00yuenusn:y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9
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TexcT 3agaHuA

OTBeThTE Ha BOIIPOCHI.

03N DNk W~

9.

10.

11

12.
13.
14.
15.
16.
17.

18

3a
3a

. KakoBbI OCHOBHBIE ATambl JOKYMEHTOO00pOTa?

. Kak BrIpakaercst 00beM 10KyMeHTO000poTa?

. B kakom ciyuae KOHBEPTHI ITPU 00pa0OTKE MPUCHIIIAEMON JOKYMEHTAIINH HE YHHUTOXKAIOTCS?
. KakoBa uenp perucrpanun?

. UTo sIBIII€TCSI OCHOBHBIM IIPUHIIUIIOM PETUCTPALIIH?

. Kakue BubI TOKYMEHTOB HE MOJUIeKAT pEerucTpaiun?

. Korna nokyMeHThI peructpupyror?

. B uem npenmymiecTBa kapTouHOH (HOPMBI perucTpanuun?

Kakwue ¢popmbl peructpanuu 10KyMEHTOB UCIIOIb3YIOTCS B OpraHU3aluu?
Korna peructpupyrorcs npucbiiaeMble TOKYMEHTbI?

. Kora peructpupyrorcs co3naBaembie TOKYMEHTHI?

Kakue BUIbI TOKYMEHTOB MOAJIEXKAT 003aTEIbHOMY KOHTPOIIIO?

KTo YCTaHaBJIMBACT UHANBUAYAJIbHBIC CPOKH UCITIOJIHCHHUA IIOKYMGHTa?
C Kakoro MOMEHTa UCUYHUCIISIETCS] CPOK UCTIOJHEHUS JOKyMEHTa?

KTo MOXeT npoInuTh CPOK UCIIOIHEHUS JOKYMEHTA?

Korna 1okyMeHT cuuTaeTcst UCIIOJIHEHHBIM?

W3 gero cocTonT MHAECKC JOKYMEHTA?

. B ckoipkux sx3emIuisipax ohopMIIsieTCsl perucTpalonHas KapTouka?

NpaBUIIBHBIN OTBET Ha BONPOC BIcTaBisiercs — 0,5 Oa.
HEINPaBWIbHBII OTBET Ha BOIIPOC BbIcTaBisieTcss — 0 0auios.

Bpewms Ha Beinonnenue: 20 MuH.

IIpakTHyeckas padora Ne 4:3ano/1HeHHe )KYPHAJIOB PerHCTPAlAA BXOASIIMX M HCXOASIIUX
AOKYMEHTOB

IIpoBepsiembie pe3ybTaThl 00yuenusn:y.1, ¥.2, V.3, 3.1, 3.2, 3.3
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.2

Tekcr 3aganusa

3amanue 1. OdhopmuTte KypHaJI PETUCTPALIUK BXOISAIICH KOPPECTTOHACHITII

Hata Peru- Koppec- Howmep Conep- Pe3o- Uc- Cpox Ormer- Howmep
oIy~ cTpa- MIOH- U 1ara JKaHHE JFOLIAS MOJHH- UCTION- Ka 00 nena
yeHus TTMOH- TIEHT TOKV- TEITh HEHUSA HNCTTOIT-
HBIN MEHTa HEHHUHU
HOMeEp
1 2 3 4 5 6 7 8 9 10

3a mpaBWJIbHO BHITIOJIHEHHOE 33/laHne — 3 Oauia.
3a HempaBWJIBHO BBIMOHEHHOE 3a1aHne — () 6anos.

Bpewms Ha BeimonHeHue: 15 MuH

3amanue 2

YKaxuTe, BEPHBbI JIM CJIeAyIOLHe YTBEPKACHHUS.
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1. B ka)xq0M yupexJIeHUU JO0KHBI OBITh pa3pab0TaHbl CXEMBbI JBUKEHHSI OCHOBHBIX KaTeropuit
JTOKYMEHTOB:

a) na; 0) HeT.
2. YcKkopeHHe JOKYMEHTO000pOTa JOCTUTACTCS 33 CUET COKPAIEHUS KOJIMIeCTBa 00pabaThIBAEMBbIX
JOKYMEHTOB:

a) na; 0) HeT.

3. IlepBonavanpHas 00pabOTKa MOCTYMAOIIEH KOPPECIOHICHIIUHN B YUPEXKACHUN YETBEPTOM KaTeropuu
OCYILIECTBIISIETCS] CEKPETAPEM:

a) na; 0) HeT.
4. BCKPBITUIO TOIJICKUT BCSI KOPPECTIOHACHITHS, ITOCTYTAIONIAst B OPraHNU3aLuIo:

a) 1a; 0) HeT.
5. KoHBepTsl 110CII€ BCKPBITHS PUCBUIAEMON KOPPECIIOHICHIIUN BCET A

YHUUTOKAIOT:
a) na; 0) HeT.
6. @akT NOCTYIJICHUS TOKYMEHTA B OpraHU3aluio 0popMIISIeTCs Pe30JIIoluel PyKOBOAUTES:
a) na; 0) HeT.
7. OTMETKa O MOCTYIUICHUU JOKYMEHTa B OPraHU3allMIO IPOCTABISETCS HA JTI0OOM CBOOOAHOM MeECTe
JIUCTa JOKYMEHTA!
a) na; 0) HeT.

8. OTMETKY 0 MOCTYIUICHUH JJOKYMEHTA B OPTaHU3AIMI0 MOKHO MTPOCTABIISATH HA KOHBEPTE:
a) na; 0) HeT.
9. Bce mTOKYMEHTBHI, MOCTYNHBIINE B OPraHU3ALHUIO, IOAJIEKAT PETUCTPAIIUH:

a) na; 0) HeT.

10. OCHOBHOI NPUHIUI PErUCTPALMU — OJTHOKPATHOCTD:
a) na; 0) HeT.

11. [ocrymaromyie JOKYMEHTBI pETUCTPUPYIOT B ICHb MMOCTYIJICHHS
a) na; 0) HeT.

12. Co3naBaembie TOKYMEHTHI pETUCTPUPYIOTCS B ICHb TOJAMUCAHUS WIIA YTBEPKICHUS:

a) na; 0) HeT.

13. B yupexxnenuu ¢ 00beMOM JTOKYMEHTOOOO0POTAa CBBIIIE OJTHON THICSIYM TOKYMEHTOB B TO/T
UCIOJIB3YIOT )KYPHAIBbHYIO ()OPMY PETHCTPAIIHH:

a) na; 0) HeT.

14. PeructpaliioHHBIE KAPTOYKHU MOTYT OBITH PA3HOTO IIBETA:

a) na; 0) HeT.

Bbi0epuTe npaBWILHBINH BApUAHT OTBETA.

1. JIokyMeHTBI, MOCTYNHBILINE HE MO aJIpecy, ClIeyer:
a) BEpHYTb Ha IOYTY;

0) YHUUYTOXKUTb.

2. KoHBepTHI TOCTYNHUBIINX TOKYMEHTOB:

a) YHUYTOXKAIOT;

0) OCTaBJISIOT;

B) B 3aBUCHMOCTH OT CUTYyallUH.

3. @akT NOCTYyIIEHUS JOKYMEHTA B OPraHU3alni0 0GOPMIISIOT PEKBU3UTOM:
a) OTMETKa O KOHTPOJIE;

0) OTMETKa O MOCTYIJICHUH IOKYMEHTA;

B) OTMETKa 00 UCIIOIHUTEIIE.

4. O0s13aTeILHON PETUCTPALINH TTOJJICHKAT:

a) PKcrpecc-uHpopMaIus;

0) pexiaMHbIE MHChMa;

B) 3asBJICHUS TPAXKIAH.

5. Llenpro perucTpanuu sSBiaseTCs:
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a) obecrieyeHue yuera u KOHTPOJIS,
0) OBICTPBII MOUCK TIOKYMEHTOB;
B) BCE BBILICTIEPEUUCICHHOE.
6. IIpouenypa perucrpanuu BKIOYAET B CEO:

a) OJTMH JTall;
0) 1Ba JTama;
B) TPH dTara.
7. B MHAEKC JOKYMEHTA HE BXOJUT:
a) kox mo OKV/I;
0) HOMEp JeTa 10 HOMEHKJIATYPE;
B) HOMEp CTPYKTYPHOIO MOAPA3/ICICHUS.

8. XKanoba nnu 3asBIeHKE, TOCTYHUBILIUE B a[PeC OpraHu3aliy, IMEIOT HHJICKC!
a) Ne 18-M;
0) Ne 18;
B) Ne 18 o/k.
9. Ilpukas mo OCHOBHOM JEATEILHOCTH UMEET HHJICKC:
a) 34 n/c;
0) Ne 34;
B) Ne 34-k.

10. He moasiexuT peructpaiuu:
a) MPHUKa3 10 OCHOBHOM J€SITEITbHOCTH;
0) xamoba rpak1aHuHa;

B) MUCbMO MH(OPMALIMOHHOTO XapaKTepa, MPUCIaHHOE I CBEJCHHUS.
11. O6s3aTeNnbHON PETHCTPALIUH TTOJIEKAT:

a) TOKyMEHT, KOTOPBIN MO0 CBOEMY COJIEPKaHUIO TPEOYET pelIeHus U OTBETA;
0) mporpaMma COBEIIaHU;
B) TUIaHOBO-(DMHAHCOBAS TOKYMEHTAIIHS.

12. nuBUtyanbHble CPOKH UCIIOJIHEHUS! YCTaHABIMBAECT:
a) UCIIOJIHUTEJIb;
0) PYKOBOJIHUTEIIb;
B) CEKpeTaphb.

13. Cpox ucroTHEHUs! JOKYMEHTA UCUUCIISETCS:
a) C MOMEHTA MOCTYIUIEHUs JOKYMEHTa B OpraHU3aLHUIo;
0) ¢ MOMEHTA MTOJIYYeHHS JOKYMEHTA UCTIOJTHUTEIIEM;
B) C JaThl MOCTYMMBIIETO TOKYMEHTA.

14. Cpok HUCIIOJIHEHUS JOKYMEHTA MOXKET ITPOJUIUTD:
a) TOT, KTO €ro YCTaHOBMJI;
0) UCIIOJTHUTEIb JJOKYMEHTA;
B) PYKOBOJIUTEb.

15. JIoKyMEHT CYMTAETCS NCTIOJTHEHHBIM:

a) KOTJa ecTh YKa3aHue pyKOBOAUTES;
0) Korja mpocTaBiieHa OTMETKA 00 UCTIOTHEHUH;
B) M1OCJIE PETUCTPALIUH JOKYMEHTA.

BceraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. IokyMeHTO000pOT — 3TO JIOKYMEHTOB B YUPEXKICHUU C MOMEHTA UX
WIM TTOJIYYEHUS J0 3aBEPLICHHUS VI OTIPABIICHUS.
2. O6peM T0KyMEeHTO000pOoTa — 3TO MOCTYMHAIOIINX U CO3/IaBa€MbIX JOKYMEHTOB 3a

oIpeJieJIeHHbIN Tepro/], 0OBIYHO 32 TOI.
3. OCHOBHBIM IPUHIIUIIOM PETUCTPALNH SIBJISIETCS

58



59

4. NHpexcanus — 3TO MPOCTaBICHUE Y HEOOXOMMBIX YCIOBHBIX
IIPYU PETUCTPALIMH, YKA3bIBAIOIIMX MECTO CO3/1aHU (MCIIOJHEHUS) U XPAaHEHUS

JTOKYMCHTA.

5. Kaprounas ¢opma perucrpainu UCIoIb3yeTcsl B yUPEKICHHIX C 00bEMOM JTOKYMEHT0000pOTa
€JIMHUI] B TO/I.

6. CpOK UCTIOJTHEHUS — 3TO NIEPHOJI BPEMEHHU, KOTOPHIA OTBOJUTCS HA JIOKYMEHTA,

WK KaJCHIapHas J1aTa, Ha KOTOPYIO Ha3HAUEHO 3aBEPIICHHUE €T0

3a nmpaBWIbHBIA OTBET Ha BOMPOC BhIcTaBiseTcs — 0,5 6a.
3a HempaBWIBHBIN OTBET Ha BOMPOC BhICTaBIseTCs — 0 6ayUIoB.

Bpewms Ha Beinonuenue: 40 MuH.

BHeaynuTopHasi camocTosiTesibHasi padora cryaenta NeS O perucrpaiimoHHbIX hopMax B
opraHu3anusax COHH&HBHOP’I 3allIUThlI HACCIICHUA

OO0 opranu3anuy KOHTPOJSI 32 UCHOJHEHHEM JOKYMEHTOB B OpraHM3allMsIX COLMATbHOW 3aIIUTHI
HaCeJICHUs

Tema 3.3 /lokymMmeHTHPOBaHHE TPYAOBbIX IPABOOTHOIICHHU I

IIpoBepsiembie pe3yabTaThl 00yuyenus:y.1, ¥V.2, V.3, 3.1, 3.2, 3.3
®opmupyemblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.1.4
TexcT 3aganus

OTBeTbTE HA BONPOCHI

1. Kakue ocHOBHBIE TOKYMEHTHI PETYJIUPYIOT TPYAOBBIE OTHOIICHHS ?
2. C KaKoi LIeJIbI0 COCTaBIIAETCS TPYLOBOM AOTOBOP?

3. HazoBuTe 0CHOBHBIE pa3/ieibl TPYJAOBOTO JOTOBOPA.

4. YTo Takoe NOJKHOCTHbIE UHCTPYKLIHUU?

5. Ha3oBUTE OCHOBHBIE PEKBU3UTHI JODKHOCTHBIX HHCTPYKITHH.

6. Kakue cBeneHus coepkarcs B IMYHON KapTOUKE COTPYIHUKA?

7. Ha3zoBuTE OCHOBHBIEC PEKBU3UTHI 3asBIICHUSI O TIPUEME Ha padoTy.
8. Kakas nndopmanus coepKUTcs B 3alKCH B TPYIOBOM KHIKKE?

3a mpaBUIIbHBIN OTBET Ha BONpoOC BbicTaisercs — 0,5 Oam.
3a HenpaBWIbHBIN OTBET Ha BOIIPOC BbIcTaBisieTcs — 0 6auios.

Bpewms Ha Beimonnenue: 10 MuH.

IIpakTuyeckasi pa6ora NeS5 OdopmiieHue Tpya0BOii TOKYMEHTALMU

IIpoBepsiembie pe3yabTaThl 00yuenus:y.1, ¥V.2, V.3, 3.1, 3.2, 3.3
®opmupyembie komnerenuun: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, I1K.1.4

Teker 3a1aHus
BepimoiHuTH  caeaymomme  3aJaHusA (HemocTarolMe  PEKBU3UTHI  YKa3bIBalTe
CaMOCTOSITEIIBHO):
1. Hanucate aBTOOHOTrpaduio Ha ceds
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2. CocraBbTe pe3roMe Ha cels ¢ 00s3aTeIbHBIM YCIOBHUEM, YTO BBl 3aKOHUYMIN (PUIHAI
BI'YOC, xenaere moixy4uTh paboTy IOPUCTAa B OJHOM W3 KOMIAHUU Tropoja, a TaKXKe >KelaeTe
MOCTYNUTH B BbICIIeE yueOHOE 3aBE/ICHHE.

3. CocTaBHUTh aHKETY U €€ 3al0JIHUTh Ha CBOE UMS

4. CocTaBUTh U 3alOJIHUTH JIMYHYIO KaPTOUKY

5. Odopmuts npukas o mpueme Ha padoTy

6. CnenaTh 3anUCh B TPYJOBOM KHIKKE

7. OdopmuTh paboOTy U MPEACTABUTH MPEMOAABATEIIO HA 3AIUTY
3anonuutk Gopmer T1,T2, T8

3a npaBUJIbHO BBIIIOJHEHHOE 33aJjaHue — 3 Oasuia.
3a HeNpaBWIBHO BBIIOJIHEHHOE 3agaHue — 0 Gayuios.

Bpewms na Beimonnenue: 90 mMun
Tema 3.4 Jletonpou3sBoacTBO N0 o0pameHusiv rpa:kaan. KonpuaenunanabHoe 1e10NPOU3BOACTBO

IIpoBepsiemble pe3yabTaThl 00yuenusn:y.1, ¥.2, V.3, 3.1, 3.2, 3.3, 3.4
®opmupyemsblie komnerenuuu: OK.1, OK.2, OK.3, OK.4, OK.5, OK.8, OK.9, IIK.1.2, IIK.1.6

TexcT 3aganus

1. OTBeThTE Ha BOMPOCHI.

1. KakoBbl OCHOBHBIE BH/IbI OOpAIICHHI Tpaxkaan?

2. Benercs nu aenonpou3BOACTBO MO OOpAIICHUSIM IPaXKAaH OTAEIbHO OT APYTHX BUIOB
JIeIONPON3BOICTBA?

3. YHHUUTOXKAETCsI JIM KOHBEPT aBTOpa oOparieHus ?

4. Kakue oOpatieHus rpaxkiaH CYUTaIOTCsI TOBTOPHBIMU?

5. B kakoMm CJIydac roTOBUTCs COIMPOBOAUTEIIBHOC ITUCBbMO K o6pameHmo?

6. Kakum noxymentom odopmisiercs: ooparieHue, nocTynusiiee mo reaedony?

7. KTo moanuceIBaeT oTBET Ha o0OpatieHue?

8. UeM oTiiyaeTcs 3asBICHUE TPAXKIAHIHA OT XKajI00bI?

9. Uem oTiimyaeTcs MpeUIOKESHIE MPaKIaHNHA OT 3asBICHUS?

10. Yo npencTapisieT co00H KOJUIEKTHBHOE oOparieHue?

11. Kaxumn HOPMAaTUBHBIMU JIOKyMEHTaMHU perilaMeHTUpPYETCsI opraHu3anus paboThI c
oOparnieHusMu rpaxaan?

12. EcTh 1M HOpMaTHBHBIE IOKYMEHTHI, pETJIaMEHTHpYOIIHe paboTy ¢ OOpalleHHsSMH TpakIaH Ha ypOBHE CyOBEKTOB
Poccuiickoit ®eneparun?

13. Kakue THIIOBBIE CPOKH YCTaHOBIICHBI JIJIsI HCIIOTHEHUS 00palieHui rpaxaan?

14. Yem oTimuaercs peructpauus 00pamieHui rpakiad OT PEruCTPAMH OCTATBHBIX BUAOB BXOISIINX JOKYMCHTOB?

15. KTo HeceT OTBETCTBEHHOCTh 32 OPraHU3aLUI0 PaOOThl ¢ O0PALICHUSIMHU IPaKIaH B OpraHu3anusx?

2. BcraBbTe MpoIyIIEHHBIE B TEKCTE CIIOBA.

1. IIpennoxxeHue — 3TO BUJ OOpalleHus], UMEIOIIEee IIEeNbI0: - 00paTUTh Ha

HEOO0XOIMMOCTh COBEPIIICHCTBOBAHHS PA0OTHI T€X WIIM MHBIX TOCYIAPCTBEHHBIX OPTaHOB, IPEATPUSITHIA,

YUpEKIECHUHN MM OOIIECTBEHHBIX OpTaHU3aIlNil; - PEKOMEHI0BaTh KOHKPETHBIE IMMYTH U CIIOCOOBI
MOCTaBJICHHBIX 3a/1a4.

2. 3asBIeHHE — 3TO BU 00paIlleHNs, IIENIbI0 KOTOPOTO SBISETCS MIPEOCTaBIEHHBIX
3aKOHOM CYOBEKTHBHBIX IPAaB U MHTEPECOB IPAXKIAaH.
3. XKanoba — 3To BuJ 0OparieHusi, B KOTOPOM COOOIAETCS O CyOBEKTHUBHBIX paB

U OXPaHSEMbIX 3aKOHOM UHTEPECOB TPaKIAH.
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4. XomaTalcTBO — 3TO oOpareHue rpaxxaaHuHa ¢ IPOCh00it 0

3a HUM OIIPEJEJICHHOI0 CTaTyca, IpaB, FapaHTUH U JIBIOT C IIPEJOCTABICHUEM
JOKYMEHTOB, UX MOJATBEPKIAIOIIHX.

5. KonnexktuBHOE oOpaliiieHne — 3To oOpaiieHue AByX uin 0oJiee Tpaxk/iaH B TUCbMEHHOU (hopme b0

oOpailieHue, MPUHATOE HA , MOJINMIMCAaHHOE OPraHU3aToOpamMu WIH Y4aCTHUKAMHU
MUTHHTA, UMEIOIee OOIECTBEHHBIN XapaKTep.

6. [lernuus — 3To oOpallieHue TpaxkJiaH B no
BOIPOCaM MPOBECHHSI 0OLIECTBEHHBIX pePOPM WM U3MEHEHHS 3aKOHOIATEIbCTBA.

7. CymiectByeT JiBe (hOpMbI perucTpaliuu 0OpalleHus TpaxkiaH — u

BHeayauTopHas camocTosiTeJibHAsA padoTa cryaeHTa Ne 6 O MOUCKOBBIX CUCTEMAX B
nenornpoun3BozacTBe. O COBPEMEHHBIX METO/1aX aBTOMATH3aI[MK U KOMITBIOTEPU3ALIUH JIeIOIPOU3BOCTBA.
CpencTBa MaccoBoi HH(pOpPMAIIMK O COCTOSIHUH, MTPOOIIEMaxX NEPCHEKTHBAX JIEIONPON3BOJICTBA.
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5.2 3ajgaHus NIPOMEKYTOUHOI aTTeCTAIUH
IIpoBepsiemble pe3yjabTaThl 00yuenus:y.1, .2, ¥.3, 3.1, 3.2, 3.3, 3.4
®opmupyembie komnerennun: OK.1, OK.2, OK.3, OK.4, OK.5, OK., OK.8, OK.9, ;
MK.1.1, I1K.1.2, I1K.1.3, [1K.1.4, I1K.1.6., [1K.3.3, I1K.3.4, [1K.4.1

TexkcT 3aganua

Crnmcok 3aroJioBKOB /1eJI, 3aBOJAUMbIX HA NIPEeANPUATHH, C YKa3aHHEM CPOKOB UX XPAHEHUS

1.TlepeyeHnb JOKYMEHTOB

2.Homenknarypa nen

3.1lepedeHpb 3aroJ0BKOB Jiena

4. Jleno

JdoKymMeHT, COCTOSIIUIT U3 Pa3/1ejioB: 001IMe MOJI0KEHUA, OPraHU3AIMOHHAS CTPYKTYypAa,

perjiaMeHT OpraHu3anum, (MHAHCOBO-MaTepHAJIbHAs 0a3a, 0TYETHASI peBU3HOHHAS

NesITeJIbHOCTh, MOPSIIOK JUKBHIAIUHN OPraHU3aIUU

1. UncTpykuus

2.Ycras

3.1lITarHOE pactiucanue

4.TlonoxeHue o rmepcoHae

JJokyMeHTHpOBaHHE — 3TO

1. HaGop pexkBU3UTOB, UASHTUPHUIMPYIOMUX aBTOpa 0(QULHUATHHOTO MTUCEMEHHOTO JOKYMEHTA

2.3aduKcupoBaHHAS HA MaTePUATHLHOM HOCHTEIC HHPOPMAITHS ¢ PEKBU3UTAMH, TIO3BOJISIOIIUMU €€
UIEeHTU(DUIIUPOBATH

3.3anuce HHPOpPMAIMHU HA PA3TMUYHBIX HOCUTENSIX IO YCTAaHOBJICHHBIM MpaBUiIaM

4.Cdepa nesTebHOCTH 110 COCTaBICHHUIO JIOKYMCHTOB

JIOKyMEHT, OTHOCSINIMIACSI K PACIOPSIAUTENIbHBIM JOKYMEHTaM

1. UncTpyKTHBHOE MHCHMO

2.ITonoxeHnue

3. Vkazanue

4.YcraB

JaToii npuka3sa siBjsiercs AaTa

1. CormacoBanus

2. ITonmcanus

3. YTBepxkaeHus

4. Peructpanuu

JIOKYMEHT, OTHOCAIIMIACH K OPraHU3aUMOHHBIM IOKYMEHTAM

1. Ilpuxa3

2.1Tonoxenne

3. Vkazanue

4.CnpaBka

PykoBoauTesb ¢ NOMOIIbLIO OPraHU3ANMOHHBIX JOKYMEHTOB

1. OcymecTBisieT yBoJIbHEHHE PAOOTHUKOB

2.OmpeiensieT nmpasa U 0053aHHOCTH COTPYTHUKOB

3.TloomipsieT oTMuuBIIETOCs] pabOTHUKA

4. Onpenensier mMocieI0BaTeIbHOCTh ACHCTBUIN TTPH BHITTOTHEHUH TOW UM WHOUW paboThI

Ha3naveHnue pacnopsiiuTeJ bHbIX JOKYMEHTOB

1. PerynupoBaHue nesTeaIbHOCTH, MTO3BOJISIOIIEE OPTaHy YIIPABICHHUS 00€CIIeUYnBaTh PeaTn3aliio
MOCTaBJIEHHBIX MIEPE] HUM 3a7a4

2. [InanupoBaHue IeATEIHHOCTH TPEIPUSTHS

3.Coob1ieHune cBeieHniA, TOOYKIAIOIINX OPTaHbl YIIPaBICHUS IPUHUMATh OMPEIeIEHHbIC PEIICHUs

4. duHAHCUPOBAHUE IESITEILHOCTH TIPEATIPUSATHS

CnpaBka — 3T0 JOKYMEHT, CO/IepPKalui
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10.

11.

12.

13.

14.

15.

16.

17.

18.
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1.TToapoGHOe onmcanue Kakoro — 0o ¢akTa Wi COOBITHS C BEIBOJAMH U MPEIOKEHUSIMH aBTOpa
2.TTopoOHBIH X0/ KAaKOTO-THO0 MEPOTIPUATHS

3.1lepeuenp MeponpusATHIA

4.TloaTBepKACHUE T€X UM UHBIX (PaKTOB

ABTOPOM CJIy:KeOHOI0 NMUCbMA SABJISIETCS

1. Opranuzanus, pupma, OT UMEHH KOTOPOH IMOCHIIAETCS MUCEMO

2. JIomKHOCTHOE JIUII0, KOTOPOE MOChUIAeT MUChMO

3. UcnonHuTenb, KOTOPHI TOTOBUT JOKYMEHT

4.JIuno, oTnpaBUBILIEe MHUCHMO

Bo BBOAHOI YacTH PacopsiAUTeIbHOI0 JOKYMEHTA COAEPKATCS
1.llenu ¥ mpUYMHBI CO3JJAHUS TOKYMEHTa

2.OCHOBHBIE HANPABJICHUS ACATEIILHOCTH YUPEKICHHS

3. PacniopspkeHust pyKoOBOAUTENS

4.YKa3zaHusi pyKOBOJAUTEIS

IIpoToKO0JI OTHOCUTCH K IpyIine

1. PacniopsiuTenbHBIX JOKYMEHTOB

2. JIn4HBIX TOKYMEHTOB

3. MuopManiioHHO-CIIPaBOYHBIX JOKYMEHTOB

4. Opranu3anuoOHHbIX

PexBu3uT, OTCYTCTBYIOLIUI B (hopMyJisipe CJIyKeOHOIr0 MUCbMa
1. HaumeHoBaHue yupexeHUs-aBTOpa

2.HammeHoBaHMe BUAA JOKYMEHTA

3.3aroj0BOK K TEKCTY JOKyMEHTa

4. Anpecar

JlOKyMeHT, B KOTOPOM ONpeAesIlOTCS T0JKHOCTHbIE 00513aHHOCTH Pa0OTHUKA
1.IlpaBuiia

2. UHcTpykuus

3.¥YcraB

4.TlonoxxeHue

CnpaBka u 10/ZKHOCTHAs 3aIIUCKA OTHOCATCS K

1. PacniopsiuTeIbHBIM IOKyMEHTaM

2. JIN4HBIM TOKYyMEHTaM

3. MHpopMaImoHHO-CTIPaBOYHBIM JOKYMEHTaM

4. OpraHu3alMOHHBIM JOKyMEHTaM

Pe3osmronnio Ha ci1yxeOHOM MUCbME MOKHO ITHCATh

1.Tlo Tekcty nmucbma

2. TonbKO Ha OTAEIBHOM JIUCTE OymMaru

3.Ha cBoOoHOM OT TeKcTa MecTe

4.B oTIenbHOM CIIEIaIbHOM JKypHaJIe

OprrexHuka, HCIOJIb3yeMasi /151 OIlePATHBHOM NepechblIKM CJIYKeOHbIX NuceM
1. Kcepoxc

2. Dakc

3. Tenedon

4.TlpunTep

OO0bsicHUTeIbHAS 3aIIHCKA MOANUCHIBACTCH

1. PykoBonuTenem npeanpusiTus

2.CocraBurenem

3.TIpeacenareneM u 4wieHaMH KOMHCCHA

4. CexpeTrapéM pyKOBOAUTEIS

3aBepuTebHAsA HAANKUCH Ha 10KyMeHTe «BepHo» ynocTroBepsier, 4To
1. TIpaBuibHO yKa3aH ajpec

2.IlaciopTHBIC TaHHBIC 3asSBUTEINSI COOTBETCTBYIOT ICHCTBUTEIHLHOCTH
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19.

20.

21.

22.

23.

24,

25.

26.

27.

28.
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3./lara moxymeHTa BepHa
4.Konus 1OKyMEHTa TOYHO COBMAAAET C MOAJIUHHUKOM
IToJie, Ha kKoTOpOM NoMemaeTcsi «OTMeTKA 0 MOCTYIVIEHUH JOKYMEHTA B OPTaHU3ALNI0»
1.JIeBoe
2.1IpaBoe
3.Bepxnee
4. HuxHee
JIOKyMEeHT, MOJIHOCTHI0 BOCITPOU3BOAS U HHPOPMALMIO MOAMUCAHHOIO TOKYMEHTA U BCe
€ro BHellIHHE MPU3HAKH
1. Opurunan
2. Komust
3. UepHOBUK
4. YucToBUK
COBOKYNHOCTH TOKYMEHTOB, B3AaHMOCBSI3AHHBIX 10 MPU3HAKAM MPOUCXOKIEHUS, HA3HAYEHUS
BH/Ia cepbl 1eATeILHOCTH, eIUHbIX TPeOOBaHM K UX 0(pOPMJIEHH IO
1. Cranpgaptuzanus
2.Cucrema JOKyMEHTAaIuu
3. Yauduxanms
4. HomeHnknatypa
IIpuBeneHue 4ero-1udo K eqMHOM cucreme, popme, eAUHOOOPAZHIO — ITO
1. Tuntonorus
2. Yuauduxanms
3. CopTupoBka
4. CrannmapTu3anus
IloBTOpPHBII IK3eMILIAP NOAJIMHHUKA, MMEIOLIHI I0PUINYECKYI0 CUILY — 3TO
1. Konusi- otmyck
2.YepHOBHK
3. lyonukar
4. Opurunan
HecymecrByromasi gopma padoTsl ¢ JIOKYMEHTAMH B YIIPABJIEHYECKOM annapare
1. TIpsmas
2.llenTpanm3oBaHHas
3.CmMmenrannas
4. JlenieHTpanu3oBaHHAas
Opranusanus 1eJIONPou3BOACTBA — ITO
1.TIpaBwiia, B COOTBETCTBUH ¢ KOTOPHIMH ITPOUCXOJIUT JBMKCHUE JIOKYMEHTOB B YUPESIKICHUU
2. YKa3aHusl pyKOBOJUTEIS OpraHU3aIlluu
3. Yka3anus HadaapbHUKA CIIyk0b1 [IOY
4.Yxa3zaHusi pyKOBOJUTENS CTPYKTYPHOTO TIOIpa3AelieH s
Ha co3/1aeTcsl ylpaBJieHHe JeJIaMu
1.Ha rocynapcTBeHHBIX MPEANPUATHSIX
2.Ha xoMMepUuecKkux mpenpusTUsX
3. B HUCTIOTHUTENBHBIX OPraHax BIACTH U HUCIIOJTHUTEIBHBIX CTPYKTYPAaX MECTHOT'O CaMOYIIPaBIICHUS
4. MUHHCTEPCTBAX U BEJIOMCTBAX
Ha CO31AK0TCH KaHLEeJISIPUHU
1.Ha rocymapCTBEHHBIX MPEATPUATHSIX
2.Ha xoMMepuecKux mpeanpusTUsix
3. B HCMOTHUTENBHBIX OPTaHaX BJIACTH M HCIIOJIHUTEIBHBIX CTPYKTYPAaX MECTHOTO CaMOYIPABIICHUS
4. MuHHCTEPCTBAX U BEIOMCTBAX
Ha co3jaercst 001U OT/AE]
1.Ha rocynapcTBeHHBIX MPEATIPUATHSIX
2.Ha xoMMepUecKux IpepusITHSIX
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.
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3. B HCTOIHUTENBHBIX OPraHax BJIACTU U MUCTIOJHUTEIBHBIX CTPYKTYPAaX MECTHOI'O CaMOYIIPABIICHUS
4. MuHHCTEPCTBAX U BEIOMCTBAX

JoxkymeHTBI, co31aBaeMble B JaHHOI OPraHU3alM U OTIPaBJsieMble 3a eé nmpeeibl,
COCTABJISIIOT

1. Bxoasmuii JOKyMEHTOIIOTOK

2. Vcxopammii JOKYMEHTOIIOTOK

3. BHyTpeHHMIT TOKYMEHTOITOTOK

4. TeppUTOpUAIBHBINA JOKYMEHTOOOOPOT

JloKyMeHTBI, co3/1aBaeMble U HCNOJIb3yeMble B CAMOM alllapaTte yNpaBJieHNsl, He BbIXOAsIIIHe
3a ero npejeJibl, COCTABJISIIOT

1. Bxoasmuii JOKyMEHTOIIOTOK

2. Vcxopammii JOKYMEHTOIIOTOK

3. BHyTpeHHMIT TOKYMEHTOITOTOK

4. TeppUTOpUAIBHBINA JOKYMEHTOOOOPOT

C HAYMHAETCs MCIOJHEHUe IOKYMeHTa

1. Co cbopa nnpopmanuu mo BOmpocy

2.C coBenlanus B KaOMHETE PyKOBOIUTEIS

3. C u3anus npukasa 00 UCTIOTHEHUH TIOKyMEHTA

4.C moAroToBKM IMPOEKTa MprKas3a

He perucTpupyiorcsi 10KyMeHTbI

1. Ha KOTOpBIX HET MOYTOBBIX MAPOK

2. AnpecoBaHHBIE PYKOBOJHUTEIIO

3.Tlomy4yeHHbIe TOJIBKO 7Sl CBEICHUS U HE TPEOYIOLINE OTBETA U UCCIIeI0BAHUS
4. AnpecoBaHHbIE B CTPYKTYPHbIE TIOApa3AeICHUs

JIOKyMEeHTBI 10JIKHbI PErHCTPUPOBATHCSA

1.Onun pas

2.]1Ba paza

3. Tpu paza

4. YetsIpe paza

HecymecrBywias ¢gopma perucrpanuu 10KyMeHTOB

1. KypuanbHas

2.TazeTHas

3.Kaprounas

4. DnexTpoHHas

Ecau pykoBoauTe b He yKa3aJl CPOK HCIIOJTHEHHUS IOKYMEHTOB, TO CPOK MCIOJIHEHUS
AOKYMEHTOB YCTAHABJIUBACTCS

1.T1o pemenuto cexperaps

2.Ha ocHOBe THITOBBIX CPOKOB MCIIOJTHEHHS [T aHAJIOTHYHBIX JIOKYyMEHTOB
3.B 3aBucHMOCTH OT CUTYyaIHH

4.VIcionHUTENEM CAMOCTOSITEIILHO

HcnonHeHHbIN JOKYMEHT HE00X01MMO

1.TlepenaTh pyKOBOJIUTENIO

2.BepHyTb cocTaBUTEIIO

3.TloammTh B eTa B COOTBETCTBUY C HOMEHKIIATYPOH [l

4.Tlepenathb cekpeTapro

CHsiTHE TOKYMEHTA ¢ KOHTPOJISI IPOUCXOIUT

1.B xoHI1Ie KaJeHJapHOro roja

2.TTocie ToJTHOTO MCIIOTHEHUS TJOKYMEHTA

3.1lo pemenuto cekperaps

4.Tlo pemenuto pykoBoautens cinyxost I0Y

Pe3ysbTaT HCHOJIHEHHS JOKYMEHTA cJiefyeT 3a(pMKCHPOBATH

1. B perucrpanroHHOM KapTOUKe
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2. Ha ornenpHOM nucTe Oymaru
3.Ha camom nmokymenTe
4.B npukaze
39. HecyuecTByOLIUA BUJA HOMEHKJIATYPHI
1. Tunosas
2. ITpumepHas
3.KonkperHas
4. ExeroaHas
40. [ena 1eJisIT HA YaCTH, €CJIH KOJIHYeCTBO JOKYMEHTOB € NOCTOSIHHBIM M 10JITOBPeMEHHbIM
CPOKOM XpaHeHHs MpeBbIIIAeT
1.100 cTpanui
2.250 cTpanuilg
3.300 crpanun
4.400 crpanui
41. HomeHkJiaTypa aeJl BBOAUTCS B JieiicTBHE
1.C 1-ro saHBaps cleayronIero KajJjeHIapHoro roja
2.B KoHIIe KajeHJapHOro roaa
3.B teuenue roma
4.C nauana m000ro KBapraia
42. JIOKyMeHTbl, 3aKOHYeHHbI€ 1eJ10IPOU3BOACTBOM
1.OcraBnstoT Ha MecTe CO3JIaHMs
2.Ilepenarot B apXuB OpraHU3aluu
3.OTHOCAT B KaOMHET HAaYaJIbHUKA
4.Tlepenarot B ciiyx0y 10OY
43. K nokymeHTaM BPeMEHHOI0 CPOKAa XPAHEHHMS OTHOCATCH JOKYMEHThI, HMeIolie CPOK
XpaHeHus 10
1.5 ner
2.10ner
3.15ner
4.20ner
44. Tlpu nepenaye B apXHB MOTYT 0(pOPMJISITHCSI YACTHYHO J1eJ1a
1. Bpemennoro j0 (10:1eT BKIIOUUTENBHO)CPOKA XPAaHEHUS
2.Bpemennoro (cBbime 10 51eT) cpoka XpaHeHus
3.TlocTosTHHOTO CpOKa XpaHEHHS
4.BpemenHoro (cBeiie 20 J1eT) cpoka XpaHEHUs
45. J1ns y4yéTa KoJIM4ecTBa JUCTOB B 1€J1aX COCTaBJIsIeTCS
1. Copepxanue
2. BHYTpeHHSS OIUCH
3. 3aBepuTenbHas 3aIKCh
4. OrnaBneHue
46. B nauase gejia nepea 10KyMeHTAMH BIIMBAaeTCs
1.JIuct nuist 3aBepUTENBHON 3alUCH
2.JIvct s BHYTpEHHEH OIUCH Jiena
3.JIucT asist MOIMHUCH PYKOBOAUTEIS
4.JIuct A NOANKUCH HaYallbHUKA OT/Iea KaJpoB
47. K BuaaM oOpanieHuii rpazkiaH He OTHOCATCS
1. TIpennoxeHus
2. ITpocwOb1
3.3asBneHus
4. Iletuuun
48. CHAITh JOKYMEHTBI ¢ KOHTPOJIS MOKeT
1. JexypHbrit o oucy
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2. JIomKHOCTHOE JIUII0, YCTAHOBUBIIIEE KOHTPOJIb, NOO OTBETCTBEHHBIN HCIIOIHUTEIh
3. Cexperapb

4. HauanbHHK OT/eNa KaJpoB

Ao0OpeBuarypa OP/l pacuugpoBbiBaeTcs Kak

1. OGnacTHOM pacnopsIANTENbHBIN JeapTaMEeHT

2. Opranu3anoOHHO-PACTIOPATUTEIbHBIE IOKYMEHTHI

3. Opranu3anoOHHO-PACIOPSAUTENbHBIN JenapTaMeHT

4. Opranu3anmOHHO-PYKOBOSIIINE TJOKYMEHTHI

JBU:KeHMe TOKYMEHTOB 3a1aéTcsl

1. Pe3osmonueit pykoBOUTENS

2.CrpaBKoii ¢ TOJIMUCHIO TJIABHOTO OyXxrairepa

3. Beimuckoii u3 apxusa

4. Konuel TOKyMeHTa

Ec/iM J0KYMEHT HCIoJIb3yeTcsl B KauecTBe J0Ka3aTeJIbCTBA PU PellleHHH CIIOPHBIX BOIIPOCOB,
TO OH HecéT:

1. BocnuTaTENHHYIO QPYHKIIHIO;

2. OpUIUYECKYIO (DYHKIIHUIO;

3. OpraHM3anMoOHHYIO (PYHKIIHIO;

4. KOMMYHUKATHUBHYIO () YHKITHUIO.

BHemnue cBSI3U NpeaNpPUATHH U OPraHU3anuil o0ecnieyuBaeT:

1. BocnuTatenpHas QYHKIUS TOKYMEHTA;

2. ropunndeckas QyHKIHSA JOKYMEHTa;

3. opraHuzanuoHHas GYHKIIHS TOKYMEHTA;

4. KOMMYHUKATHBHAas (pyHKLUS JOKYMEHTA.

Bo3zaeiicTBue HA rpyNiibl JI0/ei 11 OPraHu3alui ¥ KOOPAHHAIIUM UX /1eATeJIbHOCTH
ocylecTsIsercs daroaaps:

1. BocnuTartenbHOM (PyHKINU JOKYMEHTA;

2. IOpUINYECKON (PYHKIIUH JOKYMEHTA;

3. OpraHu3alMOHHON (QYHKIUU JOKYMEHTA;

4. KOMMYHUKAaTUBHOW (DYHKIIMU JTOKYMEHTA.

Eciiu 10KyMEHT JUCHMIJIMHUPYeT UCIOJHHUTEJIsl, TO OH BBINOJIHSET:
1. BocmuTaTeNnbHYIO (PYHKIHIO,

2. OpraHU3alMOHHYIO (QYHKIIHIO;

3. KOMMYHUKaTHBHYIO ()yHKIIHIO;

4. 1opuANYECKYIO (QYHKIHIO.

®opmart HCIoJIb3yeTcs 1Jis1 oopMileHus1 00JILIINX CXeM, IHarpaMM:
1. A4,

2. AS5;

3. A3;

4. Aé.

®opmart A4 — 310 OyMmara, KoTopasi UMeeT pa3Mepbl:

1. 297 Mm. x 420 MMm.;
2. 210 Mm. x 297 MMm.;
3. 147 mm. x 210 mm.;
4, 105 mMm. X 148 MmMm.
Kaskablii 1McT 10KyMEHTA 10J17KkeH UMeTh JIeBoe 10Jie He MeHee:

1. 20 Mm.;

2. 15mm.;

3. 10 Mm.;

4, 25 Mm.

Kaxaplii 1McT JOKYMEHTA 10/12KeH MMeTh MPaBoe IoJie He MeHee:
1.20 mm.;
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2. 15mm,;

3. 10 mm.;

4. 25 wmmMm.

Kaxabiii JMCT J0OKyMeHTA 10JI7KeH MMeTh BepXHee I10Jie He MeHee:

1.20 mm.;

2.15 mMm.;

3.10 MMm.;

4.25 mm.

Kaskapblii 1McT 10KyMeEHTA 10JI2KkeH UMeTh HUKHee 10Jie He MeHee:

1.20 Mmm.;

2.15 mm.;

3.90 MMm.;

4.25 mMm.

Heabro kiaaccupuKkanum 10KYMEHTOB SIBJISIETCH:

1. makcumanbHasi HarJsAAHOCTb JOKYMEHTA,;

2. TpEeICTaBICHHE B JOKYMEHTaX CHPaBOYHO-WH(POPMALMOHHOTO MaTepUaa;

3. TOBBILIEHUE ONEPATUBHOCTH 00PabOTKH JOKYMEHTOB;

4. cokpallleHHE HEeOlpaBJaHHOTO MHOT000pa3us JOKYMEHTOB.

Jeao —3T0:

1. COBOKYNHOCTb TOKYMEHTOB WJIM JOKYMEHT IO OJIHOMY BOIIPOCY MJIM Y4aCTKY AESITEIbHOCTH;

2. COBOKYIHOCTb JJOKYMEHTOB C PA3JIMYHBIM COJIEPKAHUEM, TOANUCAHHBIX OJJHUM JOKHOCTHBIM
JULOM;

3. COBOKYIHOCTb JOKYMEHTOB, IOANNUCAHHBIX OJTHON J1aTOM;

4. COBOKYIHOCTb JOKYMEHTOB, IOCTYIUBIINX B OPraHU3aL1I0 OJTHOMY JI0JKHOCTHOMY JIUILY.

IIpaBuia opopMiieHNsI NePBHYHBIX YYeTHBIX IOKYMEHTOB PerJIiaMeHTHPYIOTCS:

1. ®enepanbpubiM 3akoHOM «O06 HHPOpMaIUK, HHPOPMATHU3ALINH, 3aIUTEe HHHOPMAIIHNY;

2. OenepaibHbIM 3aKOHOM «O OyXraiaTepckoM yderey;

3. T'paxmanckuM kogekcom PD;

4.TOCTom P 6.30 - 200

Ilopsinok moaroToBKM, 0(popMiIeHHS JOKYMEHTOB M OCHOBHBIE 3TAaNbl Pa0OTHI C HUMH,

ONpenessIoTCH:

1. rocynmapcTBEeHHOW CUCTEMON JOKYMEHTAIIMOHHOTO OOeCIeueHus yIpaBiIeHHUs;

2. BEJIOMCTBEHHBIMH, TUTIOBBIMU MHCTPYKIUSAMH I10 JIEIONPOU3BO/ICTBY;

3. TOCtom P 6.30 —20083;

4. HOMEHKJIATYypoil Jien.

BaaHk 1151 BHYTPEHHUX JOKYMEHTOB J0JIKeH COAepPKaTh:

1. »mOnemy mpennpusTus;

2. HAMMEHOBAaHHE TPEATIPHUSITHS;

3. TOYTOBBIH ajipec;

4. OaHKOBCKHE PEKBU3UTHI.

Yri10Bo€ pacnojio’keHHe peKBU3UTOB MPeAIoiaraeT uX pa3MeleHmne:

1. B BepxHeil J€BOI YacTH JUCTA;

2. B HIDKHEH JIEBOM YaCTH JINCTA;

3. B BepxHEH MpaBOW YacTH JINCTA;

4. B HWXHEU MPaBOW YaCTH JIUCTA.

IIpu n3noxenuun uudpoBoii UIH CJI0BECHON HHGPOPMALINH 0 HECKOJIBKUX 00bEKTaX 110 PAAY

NPHU3HAKOB, TEKCT JOKYMEHTAa yAo0Hee 0popMJIsITH B BHJIE:

1. aHKeTHI;

2. TaOIHUIEL

3. CBSI3HOTO TEKCTa;

4. CBA3HOIO TEKCTA M TAOIUIIBI.

3asiBJIeHHe — 3TO IOKYMEHT:
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1. moaTBep:kHaroOIUi MOJyYeHHE KaKUX-TMO0 MaTepuaibHBIX LIEHHOCTEH;

COJIepIKaIINi KpaTKUe CBEJICHUSI OMOrpaduuecKkoro xapakrepa;

3. coaepxaluii mpock0y WK NMPEAIOKEeHUE JIMLA, a]PECOBAHHBIN TOIKHOCTHOMY JIMILY HWJIU
OpTraHu3aIny;

4. (duUKCHUPYIOMHA X0a 00CYKIEHUS BOIIPOCOB.

KoMMmepyeckoi TalilHOM HA3bIBAETCH:

1. opraHu3alMOHHO-YMOPSAIOUYEHHAs! COBOKYITHOCTh JJOKYMEHTOB M UH(DOPMAIIMOHHBIX
TEXHOJIOTHI;

2. TpeOOBaHUS U HOPMBI, yCTAaHABIMBAIOIINE MTOPSIOK JOKYMEHTHPOBAHUS;

3. TPOM3BOACTBEHHAs, yIIpaBICHUECKas, GPUHAHCOBAS U WHAsI MHPOPMAITHUs, HCIIOIb3yeMast JIs
JTOCTHKEHHUSI KOMMEPYECKHUX 1eJIei, KOTopasi OTHOCUTCS K KOH(PUACHIUATbHOMI;

4. cBOICTBO O(DUIIMATLHOTO JTOKYMEHTA.

[Ipuxa3pl pyKoBoAUTE IS NPEANPUATHS OTHOCIATCH K Ipymnie:

1. BXOAsAUIUX IOKYMEHTOB;

2. HCXOIAIIUX JOKYMEHTOB;

3. BHYTPEHHHX JIOKyMEHTOB;

4. BHEIIHUX JTOKYMEHTOB.

H3roroBJjienne repooBbIX JOKYMEHTOB OCYIIEeCTBIAIOT:

1. cnenumanu3nMpoBaHHBIE KOMMEPUYECKHE OPTaHU3AIINH;

2. WCIIOJIHUTEIHHBIC OPTAHbI BIIACTH;

3. nonurpaduvecKkre U MTeMIeIbHO-TPaBepHbIC MPEANPHUATHS, UMEIOIIUE JIMIEH3UIO Ha
COOTBETCTBYIOIIUN BU ICITCIHHOCTH;

4. moOble MpeAnpusATUs, TIe UMEETCs CIelHalbHOe 000PYI0BaHUE.

IIpuka3pl M0 JUIHOMY COCTABY:

1. nmoBoasTCs 10 cBeneHUs pabOTHHUKA MO PACIUCKY;

2. JITOBOJIATCS JO CBEACHHS pabOTHUKA B yCTHOU (opme;

3. He IOBOJATCS J0 CBEACHUS paOOTHUKA;

4. nmoBOAATCS JIO CBEJCHHS paOOTHUKA TOJBKO B UCKIIOYHTEIBHBIX CITydasx.

ULoKHOCTHASI MHCTPYKIASL lyCTAHABIMBAET ISl PAGOTHHKA OPraHM3aIHA KOHKPETHbIE

TPYAOBbIe 00SI3aHHOCTH B COOTBETCTBUM € 3aHUMAEMOI MM J10JKHOCTBIO.

JI71sl U3rOTOBJIEHHUS JIIOOBIX TOKYMEHTOB (KpoMe MuceM), MCMOJb3YHOT:

1. OmaHK KOHKPETHOTO BHJa JOKYMEHTA;

2. crenuaiabHbIN OaHK;

3. o0muii 0JaHK;

4. OnaHK JOHKHOCTHOTO JIHIIA.

DJIeMEHTOM 3JIeKTPOHHOI UAeHTH(PUKANMHU TOKYMEHTA, SIBJISETCS PEKBH3UT:

1. OI'PH;

2. VHH/ KIIIT;

3. KOJ opraHHU3aIuy;

4. HaMMEHOBAaHME OpPTaHU3AIUH.

PeKkBH3UT «MeCTO COCTABJIEHHS UM U3JAHUSI IOKYMEHTA» YKA3bIBAIOT B TOM CJIy4ae, ec/Iu:

1. 3arpymHeHO ero ompejelieHue o pekBu3nTaM «HanmenoBanue opranmu3arum» U «CrpaBOYHbIC
TaHHBIE 00 OpraHU3aIII;

2. OTCYTCTBYeT peKBH3UT «HamMeHOBaHME OpraHU3aIuny;

3. oTcyTcTBYET pekBU3UT «CIpaBOYHbIE TaHHBIE 00 OpraHU3aIUNY;

4. STOT PEKBU3UT 3aKPEIUICH B YUPEIUTEIIBHBIX TOKYMEHTAX OpraHu3alny.

PexkBu3uT «CChLIKA HA PErNCTPANMOHHBINH HOMEP U ATy TOKYMEHTA» HCHOJIb3YeTCs TOJIbKO B

TeX BHAAX JOKYMEHTOB, KOTOpPbIEe SIBJISIFOTCS :

npocb0amu;

MPHUTJIAMICHUSMU;

OTBETaMH Ha 3aIpoc;

PEKOMEH TAIIASIMH.

N

el N
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3aroJiI0BOK 0NMyCKAeTCsl He YKA3bIBATh K TEKCTY IOKYMEHTOB, 0(p)OPMJICHHBIX HA OJIAHKAX:

1. A3;
2. AS5;
3. A4,
4. A6.

JIOKYMEHT, 1eTaJIbHO PerJaMeHTUPYIOIIMA BONPOCHI MOBCEIHEBHOM /1eITEJIbHOCTH
OpraHu3anuu — 3To:

1. nonoxxenue 00 OpraHu3aluy;

2. TpaBuia BHYTPEHHETO TPYAOBOIO paCIopsIKa OpraHU3aluy;

3. ycTaB OpraHu3aium;

4. mITaTHOE paclucaHue.

IIpaBoBoOii aKT KOJJIETHAJIBHOI0 WJIH COBEIATEIbHOT0 OPraHOB MUHHCTEPCTB, YY€HbIX
COBETOB BY30B, COBETOB JUPEKTOPOB NPeANPUATHIA B eJIX pa3pelieHUs1 HanboJ1ee BasKHBIX
BOIIPOCOB UX JIEATEJIbHOCTH — ITO:

1. yka3zaHwue;

2. pelLIeHHE;

3. mpukas;

4. TIOCTaHOBJICHHE.

IIpuka3 (pacnopsizkeHue) 0 npueMe padoTHHKA HA padoTy, ecjin 0popMJIeHHE IIPOU3BOIUTCH
HHAUBHUIYAJIBHO, 0(hopMmJIsieTcsi 0 YHU(PUuIupoBaHHoii popme:

1. NeT-1;
2. NoeT - 1a;
3. NeT-2;
4, NeT-09.

Coruacno cratbe 80 TK P® paGoTHHK MOKET YBOJIUTHCH M0 COOCTBEHHOMY KeJIAHUIO,

npeaynpeaus o0 3Tom padoroaarelisi B NMCbMEHHO hopMme 3a:
TPU HEAENH;

2. IB€ HENENH;

3. OIHY HEHelIo;

4. OIuH MecsIl.

OCHOBHOI1 JOKYMEHT 0 TPYAOBOM AeATEJbHOCTH H TPYAOBOM CTaxe palOTHMKA — ITO:
1. nuuHOe 1eno;

2. TpPYZIOBOH JI0OTOBOp;

3. TpyaoBas KHHXKa;

4. pestome.

CapanTHiiHoe MHCEMO DTO K OMMePYECKHil TOKYMEHT, IPeICTABISIONIHI 050
npeaAbsiBJIeHUE NPEeTeH3Ui K CTOPOHe, HAPYIIMBIIEH NPUHATHIE HA ceOsi I0rOBOPHbIE
00sI3aHHOCTH U TPeOoBaHNe BO3MelleHUsI YObITKOB.

Iucbemo opopMAAIOT KAK MUHUMYM:

1. B aBYX 3K3eMILIsApax;

2. B TpEX dK3eMIUIIpax;

3. B YeThIpeX IK3EeMIUIIpax;

4. B IIATH SK3EMIUIAPaAX.

Konusi noxymeHnTa, nojay4yaemasi Ha 0yMaKHOM HOCHTeJie — 3TO:

1. oaxc;

2. TeleKc;

3. Tenerpamma,

4. TtenedoHOrpaMMma.

PesyibTarhl peBH3HI, HHBEHTAPU3ALMH, IPUEMA-TIEpeIayH e/, CHUCAHUA MAaTepHaTbHBIX
LHeHHOocTel pukcupyercs:

1. npotokonamuy;

2. CIy)KeOHBIMH 3aITUCKAMU;
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3. akTaMmu;

4. NOBEpPEHHOCTSIMH.

JIOKyMeHT, B KOTOPOM OCHOBHASI YaCTh CTPOMUTCS B MOCJI€10BATEIbHOCTH: CJAYLIATU —
BBICTYNIIJIN — MOCTAHOBUJIU (PelIWIN) — 3TO:

1. mocraHoBieHUE;

2. pelIeHHE;

3. TPOTOKOI;

4. pacnopsiKeHHE.

JJoxkymMeHT, B KOTOPOM (UKCHPYeTCs MOCJIeI0BATEILHOCTD U COiep:KaHue 00CYyKIaeMbIX
KOJIETHAJIBHBIM OPraHOM NOCTABJIEHHBIX BONPOCOB U MPUHSATHIX pelleHuil — ITO:

1. mocraHoBieHUE;

2. TPOTOKOI;

3. pacnopspKeHHE;

4. peuieHue.

®opmMa BHYTPEHHeM 1eJ10BOi MepenucKy MeKay Moapa3ae/eHusIMUA OPraHu3aun Ui
AOJKHOCTHBIMH JIMIIAMH, He HAXOAAIIMMUCS B PSIMOM MOAYMHEHUH — 3TO:

1. oOBscHUTETbHAS 3aMKCKA;

2. IOKJIaIHas 3aIliCKa;

3. cayxxeOHas 3aIUCKa;

4. nenoBas 3amucKa.

B ¢puimane BI'YIC B r. Apreme ciy:k00il JOKYMEHTAIIHOHHOT0 00ecneYeHHsl YIIPABJICHUSA
SIBJISIETCS

1. oOmmuii oTaem;

2. KaHIEISAPUS;

3. ympaBlieHUE JeTaMu;

4. cekperapuar.

, IpH leHTpaIN30BAHHOI | (¢opme ynpasienus Bce onepanuu mo 00padoTke J0KyMEHTOB
COCpPeI0TAYUBAIOTCH B €IUHOM IIEHTPe.

BoJbIIMHCTBO TOKYMEHTOB, CPOK HCIIOJTHEHHUSI KOTOPBIX HE YCTAHOBJIEH HOPMATUBHBIMU
aKTaMM, 10/I’KHbI HCTIOJTHATHCS B TeYEeHUN:

1. 7 nueit;
2. 8 ;mHeii;
3. 9 nmeii;
4. 10 guei.

B f1eJ10 noMemaT TOIBKO UCIIOJTHEHHbIE JOKYMEHTbI:
1. B ABYX 3K3eMILIsApax;

2. B OJTHOM 1K3EMILIAPE;

3. B TpEX 3K3EMIUIIPaAX;

4. B 4YeThIpex HK3EeMIUIIpax.

Kazkoe 1e/10 10J2KHO cojiep:KkaTh He 0oJiee:

1. 200 nucros;

2. 250 mucros;

3. 300 mucTos;

4. 350 nucros.

YHUUYTOKEHHE JOKYMEHTOB H e ohopMideTcs:

1. akTom;

2. TPOTOKOJIOM;

3. mpukazom;

4. ciayxeOHOU 3aIUCKOH.

HITaTHbIE pacNUCAHUS OPTAaHU3ALMM M0 MECTY Pa3padoTKH M YTBEP:KIAeHUs XPAHATCS:
1. MOCTOSIHHO;

2. 10 mer;
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3. 75 ner;
4. 25 ner.
98. Cpok xpaHeHHsI MPUKA30B M0 JUYHOMY COCTABY COCTABJIAET:
1. 60 ner;
2. 70 ner;
3. 75 ner;
4, 65 ner.

99. ’KypHajbHasi popMa perucTpauuu JOKYMeHTOB MOKeT ObITh HCMOJIb30BaHa Y(PPEeKTUBHO B
OpPraHu3anuu ¢ 00beMOM JOKYMEHT0000poTA:
1. 1o 1000 1oKyMEHTOB B TOJI;
2. 10 1500 10KyMeHTOB B r'o;
3. 10 2000 1OKyMEHTOB B TOJI;
4. 1o 2500 TOKyMEHTOB B T'OJI.

100.Bymara, Ha MHOTHeE CTOJIeTHSI CTABIIAS MPAKTHYECKH eJUHCTBEHHBIM MATEPUATIOM ISl
JOKYMEHTOB, ObLi1a n300pereHa B 105 roay B:

1. Kurae;
2. Wnnnm;
3. Erumre;

4. lleiinone.
101.TokymMeHTO00OPOT — ABM:KEHHE JOKYMEHTOB B OPraHU3alMU ¢ MOMEHTA UX CO3aHUs J10:
1. nmepenauu Ha MCIIOJIHEHHE;
2. TOMIINUBKH B IEJO;
3. 3aBeplUEHUs MCIIOJHEHUS WIN OTIPABKH;
4. mepenauu B apXuB.
102.T0CT P 6.30 — 2003 ycTanaB/IMBaeT:
1. 29 pexBu3uTOB;
2. 30 peKBH3HUTOB;
3. 31 pexBu3wur;
4. 28 peKBU3UTOB.
103.MuauBHayaJIbHbIE CPOKU UCTIOJTHEHHS JOKYMEHTOB YCTAHABINBAIOTCS
1. pykoBoauTeneM CTPYKTYPHOTO MO/Apa3AeIeHNUs;
2. PYKOBOJUTEIEM OpTaHU3AINY;
3. HOPMaTHBHBIMH aKTaMH;
4. OTBETCTBEHHBIMH HCITOTHUTEIISIMH.
104. 1151 perucTpauum 10KyMeHTOB B Poccun npumeHsior:
1. TonbKO KypHaANIBbHYIO (OPMY PETUCTPALINH;
2. TOJBKO KapTOUHYIO (JOPMY pPErHCTpaLluy;
3. TOJBKO aBTOMAaTHU3UPOBAaHHYIO ()OPMY PETHCTPAIIHH;
4. >XKypHaJbHYIO, KAPTOUHYIO, aBTOMAaTHU3UPOBAHHYIO ()OPMBI PETUCTPALIUH.
105./IokymeHTaMH, IPH PErHCTPALIMU KOTOPBIX BMeCTe ¢ MOPSIAKOBBIM PerucTPallHOHHBIM
HOMEPOM NPOCTABJIsIeTCS HOMep /eia, B KOTOPOM XPAHUTCSI KONUS TOKYMEHTA, sIBJISIIOTCH:
1. mpuxassr;
2. TPOTOKOJIBI,
3. aKThI;
4. mnucwpMa.
106./IokymeHTaMH, B KOTOPBIX PSI/IOM € PerHCTPAIlMOHHBIM HOMEPOM yKa3biBaeTcst OykBa «K»,
sIBJIsSIeTCS:
1. akThr
2. JIOKJIa/IHbIE 3aITUCKH;
3. TpHKa3bl IO OCHOBHOM JIESTEILHOCTH;
4. mpuKa3bl O JUYHOMY COCTaBY.
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107./IokymMeHTOM, 1aTy PErHCTPALMH KOTOPOI0 YKA3bIBAIOT HE B /IeHb €ro MoAnucaHms,
SIBJIsSIETCSA:
1. npukas;
2. TPOTOKOI;
3. pelieHue;
4. TOCTaHOBJICHUE.
108.Ecjm 1oKyMeHT OTHpaBJisieTcs B IBa ajipeca 1Mo no4re, T0 He00X0IMMO MOJATOTOBUTH:
1. deTsIpe FK3eMIUISIPA 3TOTO JOKYMEHTA;
2. JBa 3K3EMILIsIpa 3TOr0 JOKYMEHTA;
3. TpH K3EeMIUISIpa 3TOTO JOKYMEHTA;
4. OMH 3K3eMIUIP 3TOr0 JOKYMEHTA.
109.HomeHKIaTYpPBI 1€ MOT'YT ObITh:
1. TOJBKO KOHKPETHBIE;
2. TOJBKO MPHUMEpPHEIE;
3. TOJIBKO THUIIOBBIE;
4. KOHKpETHBIC, MPUMEPHBIC, TUTIOBEIE.
110.B HoMeHKIaType AeJ1 JOKYMEHTHI CHCTEeMATU3UPYIOTCS:
1. no BuAaMm TOKYMEHTOB;
2. 0 COJIEPXKAHMIO;
3. IO cpoKaM XpaHEHHUS;
4., no maram.
111.C noxymeHTamMu, MMEOIMMH KOMMePYeCKYI0 TallHy MOTYT padoTarhb:
1. TOABKO PYKOBOJIUTENM;
2. Bce paOOTHHKH OpraHU3AINMY;
3. PYKOBOJIUTENHU CTPYKTYPHBIX MOpa3AeIeHUNA, OpraHu3alui;
4. pabOTHUKHU, ONIPEEIIEHHBIE PYKOBOJAUTEIIEM.
112.PekBH3UT JOKYMEHTA — ITO:
1. ero oTneIbHEIN DJICMCHT;
2. 4acTh CIy:KeOHOTO MUCHhMa;
3. (upmeHHbIH OnaHK;
4. wuHpopmanys 00 opraHu3aIy.
113.B pexkBu3NTE «AApecaT» TOLKHOCTHOMY JIHIY HHUIMAJIBI:
1. craBar nepex dhamunueit agpecara;
2. craBdT nociie GaMWIHH ajpecarTa;
3. He CTaBAT HUKOT/IA;
4. He CTaBAT B HCKIFOYUTEIBHBIX CITydasX.
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114 TIpaBujbHO 0(pOPMIIEHHBIM PeKBU3UTOM «OTMeETKa 0 HAJTHYMHU NPHIIOKEHUS» B ciIy4yae, ecIu
B TEKCTe CONMPOBOAMTEJBHOI0 MUCHbMa He YIIOMMHAJIOCH 0 NIPUJIOKEHUH, SIBJISIETCS] PEKBU3HT:

1. npunoxeHue: cripaBKa O COrJIaCOBaHUM MpoeKTa Ha 4 1. B 1 3K3.;
2. mpunoxenue Ha 4 1. B 1 9K3.;
3. TMPUIIOKEHHE;
4. crpaBKa IpuiIaraercs.
115.Ha ciyxe0HOM NUCbMe YKa3bIBAIOT (hpaMU/IUI0 M Tes1e)OH MCIOJIHUTEIS IJIS:
1. omepaTWBHON CBSI3U C UCIIOTHHUTEIIECM;
2. TpuaHUs JOKYMEHTY IOPUANYECKON CHUJIIBL;
3. TIOBBINICHUSI OTBETCTBEHHOCTH MCIIOIHUTEIIS;
4. I CBS3U C PYKOBOJAUTENIEM MPEATIPHUSITHSA.

116.1TpaBubHO opopMiIeHHBIM peKBU3NTOM «Iloanuch» Ha OJ1aHKe JOKYMEHTa, SIBJIsSIETCS

PEeKBHU3HT:

1. Hupextop mkomnst Ne 25 B.A. IlerpoBa;
2. JIMpEeKTOp LIKOJIBI ITetpoBa B.A ;

3. Hupexrop B.A. Iletpoga;
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4. JlupexTtop [Terpora B.A.
117.{ns1 fOKYMeHTA, NOJJIMHHUK KOTOPOI0 0CTAeTCs B OPraHU3al[iuH, BU3bI IPOCTABJISIOTCS:
1. HIKe MOANKUCH PYKOBOJUTEIS, TIOAMUCABIIETO JOKYMEHT;
2. B HIDKHEH 9acTU OOOPOTHOM CTOPOHBI MOCIICHETO JIMCTA MOUIMHHOTO JIOKYMEHTA;
3. Ha IepBOM JIMCTE IOKyMEHTa Ha ero 00OPOTHOM CTOPOHE;
4. BplIIe MOAIMNCHU PYKOBOAUTCIIA, MOANIMCABIICTO JOKYMCHT.
118./1s1s1 foOKyMeHTAa, MOJJIMHHUK KOTOPOT0 OTIPABJIsIEeTCs U3 OPraHU3aluu, BU3bI

NPOCTABJISIIOTCH:

1. B HWXKHEHN YacTH JUIEBOM CTOPOHBI MOCIEAHETO JIUCTA KOMUU JOKYMEHTA, HaXOsIIeics B
OpraHu3alluy;

2. B HIKHEH 4acTU OOOPOTHOM CTOPOHBI MTOCIIEHETO JIMCTA KOMMU JJOKYMEHTA, HaxoJslleics B
OpraHu3alluy;

3. Ha IepBOM JIMCTE 0OOPOTHOM CTOPOHBI IOKYMEHTA;
4. Ha TOCJIEJIHEM JIUCTE B BEPXHEH YacTH JOKYMEHTA.
119.1TonsiTue «/lesionpou3BOACTBOY - ITO:
1. cucrema XxpaHeHHs JOKYMEHTOB;
2. coCTaBJIEHUE JOKYMEHTOB;
3. JOKYMEHTHPOBAaHHUE M OpraHU3aIus paboTHI C JOKYMEHTAMHU;
4. Hayka 0 JOKyMEHTHPOBAHHUU.
120.BHemnee corjiacoBaHue J0KyMeHTa 0(popMIIsieTcsi ¢ MOMOIIbI0 PEKBU3UTA, KOTOPbIii
SIBJISIETCS:
1. BuU3HI cornacoBaHus JOKYMEHTA;
2. rpud coriacoBaHHs TOKyMEHTa;
3. rpud yTBEp)KACHUS JOKYMEHTA;
4. meuarts.
121.Ecau ABe OpraHu3aliu COCTABJISIOT COBMECTHBII TOKYMEHT, TO OH 0opMIIeH:
o  Ha OjaHKe NepBOi OpraHU3alMy;
1. nHa GmaHke BTOPOW OpraHU3aIHH;
2. Hanucte Oymaru popmara A4;
3. Ha o0mem OnaHKe.
122.1okyMeHTbI, COCTaBJIeMble KOMUCCHEH, MOANMMCHIBAIOTCS
1. pykoBoamTENIEM OpTraHU3AINH,
2. TmpencenaTesnem;
3. TmperncenaTteneM M WieHAMH KOMHCCHH;
4. TmpercenatelieM U CEKPETapeM.
123.PexBu3uT «CchlIKA HA PErHCTPALIMOHHBINH HOMEP U 1aTY JOKYMEHTa» MPOCTaBJIsieTCs Ha
CJIyKeOHBIX MUCbMAaX:
1. mpocbbax;
2. COIPOBOJUTEINIBHBIX;
3. uH(DOpPMAIMOHHBIX;
4. oTBerax.
124 PexBu3ur 01 - 310:
1. TocymapctBenHslii rep0O PD;
2. T'epb cyobekra PD;
3. DmMOieMa opranusaiuy;
4. Kon opranuszamu.
125./TokyMeHTOM, KOTOPBIi He YTBepP:KAaeTCsl PyKOBOAUTEIeM OPraHu3aluM, siBJIsieTCs:
1. momKHOCTHAsI HHCTPYKIIHS,
2. TIOJIOKEHHE O CTPYKTYPHOM I0/Ipa3ieiIeHUN;
3. ImTaTHOE pacHmUCaHue;
4. mpukas.
126.YcinoBusi peopraHu3anuy U JUKBUIAIUH OPTaHU3AI[UH MOTYT ObITH OTOBOPEHBI B:
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yCcTaBe OpraHu3alluu;
MOJIOKEHHUU O CTPYKTYPHOM IOJIpa3/IeICHUY;
JOJIKHOCTHOM MHCTPYKLIUU;
IITATHOM PacHHCaHUH.
127. l'[pn MOCTYNJIEHUH TPAaKIaH HA pa0oTy B OPraHU3alMI0 UX He 10/LKHbI 3HAKOMHTD C:
1. ycraBoM opranusanuu;
2. TOJOXEHHEM O CTPYKTYPHOM IO/pa3IeIeHNH, Ky/1a IOCTyNaeT Ha padoTy Ipa)JIaHuH;
3. JOIHKHOCTHOM MHCTPYKIIMEH;
4. 1ITaTHBIM PACIHMCAHUEM.
128.CoxpaieHHOe HAMMEHOBAHHE OPTaHU3AIMHU IOMELIAIOT:
1. HHXe MMOJIHOTO, B CKOOKaXx;
2. BBIIIE MTOJHOTO, B CKOOKAX;
3. HWXKE IOIHOIo0, 0€3 CKOOOK;
4. BpIIIE IOJIHOTO, 0€3 CKOOOK.
129.PekBHU3UTOM, KOTOPbI He BXOAUT B cocTaB (hopMyJisipa-o0pa3ua npuKasa, siBJisieTcs:
1. nanMeHOBaHUWE BHJA JTOKYMEHTA;
2. JaTta IOKyMEHTa;
3. anpecar;
4. HaMMEHOBaHUE OpPTaHU3ALIHUH.
130.00s3aTe/1bHOI YaCThI0 TEKCTA MPUKA3a, SIBJISAETCH:
1. KoHcTaTHpyrOIIas 4acTb;
2. pacropsauTeNbHAs YacTh;
3. BBOJIHAaA YacTb;
4. OCHOBHas 4acTb.
131.0TTHCK MeYaTH NPOCTABJISIETCHA TAK, YTOObI 3aXBATHTh:
1. 4YacTh HAMMEHOBAHUS JTOJHKHOCTH JIMIIA, TOAMUCABIIETO TOKYMEHT;
2. JUYHYIO TOJMUCH AOKHOCTHOTO JIMIIA, TOMUCABIIETO JOKYMEHT;
3. (aMmiHI0 JOKHOCTHOTO JIMIIA, TOAMUCABIIETO IOKYMEHT;
4. TOJIHOE HAUMEHOBAHME JOJHKHOCTH JIMIA, MTOMICABIIErO JOKYMEHT.
132.Bu3a opucTa Ha MPUKAa3e 03HAYAeT:
1. BHyTpeHHee coriacoBaHue, HOATBEPKIAIOIIEe, YTO IPUKA3 HE MPOTUBOPEUUT 3aKOHY;
2. 00s3aTeNbHBIA PEKBU3UT MTPHUKa3a, MPUIAOIINN eMy IOPHUINYECKYIO CHITY;
3. BHEIIHEE COIIaCOBaHMUE;
4. yTBep)KJeHue MpuKasa.
133./1aToii npoToKo.JIa siBJsIeTCH:
1. nara moamucaHus MPOTOKOJA;
2. Jarta 3acellaHus;
3. JaTa perucTpamnuy IpoTOKOJIa;
4. nata yTBEp)KIEHUS MPOTOKOJIA.
134. TIucbMeHHOE NpeAso:KeHHe 0HOT0 JHIIA IPYroMy JHUILY, BHIPAKAIOIIEro sKeJaHne
3aKJI0YUTH ¢ HUM 10TOBOP - HA3bIBACTCS:
1. pexiamanus;
2. odepra;
3. COMPOBOAMTENHHOE MUCHMO;
4. NUCHMO-U3BEIICHUE.
135.HopMaTHBHBIM JOKYMEHTOM, KOTOPBIii onpe/ie/isieT MOPsI0K padoThl ¢ JOKYMEHTAMHU B
OpraHu3auMu, siBJIsIeTCs:
1. uHCTpYKLHUS IO IEJO0NPOU3BOJICTBY;
2. periaMeHT paloThl;
3. JOIDKHOCTHAS HHCTPYKITHS;
4. ycTaB OpraHu3alyy.
136.CBoaHAsI HOMEHKJIATYPA J1eJ OPTaHU3AIUHN YTBEPKIAeTCsI:
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PYKOBOAUTENEM CTPYKTYPHOTO MOAPA3ICICHUS OpraHU3aIiy;
PYKOBOJUTENEM CITYKOBI IEIONPOU3BO/ICTBA;
PYKOBOJMTENEM OpraHU3alIHH;
4. 3aMecTHTENeM PYKOBOJIUTENS OpraHU3alMK, OTBEYAIOLINM 32 CIIYKOY JeTI0NPON3BOACTBA.
137.1Ipuxa3bl 0 NpueMy, YBOJIbHEHUI0 PA0OTHUKOB MOMEIAIOTCS:
1. B jmene BMecTe ¢ MpUKa3aMu O KOMaHIMPOBAHUU paOOTHHUKOB;
2. OTAENBHO OT MPUKA30B O KOMAaHIUPOBAHUU;
3. BMeCTe ¢ IpUKa3aMHu 110 OCHOBHOMH N1 TEIbHOCTH;
4. OTHeNbHO OT MPUKA30B O MPEMUPOBAHHUU.
138.11poToK0JIBI COOpPaAHMIT KOJUIEKTHBA MOANUCHIBAIOTCS:
1. mpencenarenem M ceKpeTapeM;
2. mpejacenaTeieM;
3. PYKOBOIUTEJIEM OpraHU3aIUu;
4. 4jieHaMH KOMHCCHHU.
139.Cpoxk ucnosHeHHs JJIs1 HCXOASIIIMX BHYTPEHHUX JOKYMEHTOB HCUHC/ISIETCS:
1. c marel nognucanust (yIBEpKAEHUSA) JOKYMEHTA,
2. C JaThl COCTaBJICHUS JIOKyMEHTA;
3. ¢ JaThl perUCTpaIMy JOKYMEHTA;
4. c maThl Iepeaayd JOKyMEHTa UCTIOTHUTEIIO.
140.Cpoxk ucnoJiHeHus 1J1sl BXOASIIUX JOKYMEHTOB HCYHCIAETCS:
1. c garel nOCTyIJIEHUS TOKYMEHTA;
2. C JaThl PETHCTPALUHU JTOKYMEHTA;
3. C JIaThl Iepenayu JOKyMEeHTa UCIIOTHUTEIO;
4. ¢ maTel COCTaBJICHUS TIOKYMEHTA.
141.Ha ogopmiIsieTcsl COBMECTHOE MUCHMO IBYX OPraHU3aIMIi:
1. Ha OnmaHKe OJIHOHM OpraHW3alnu;
2. Ha 0iaHKe Ipyroi opraHu3alvy;
3. Ha mucte Oymaru ¢popmata A4 wim AS;
4. ya OJa”HKe 1A UCEM.
142 T'ocynapcTBeHHBIii CTAHIAPT, KOTOPBIii onpeeisieT TPeGoOBaHUA MO 0(hOPMIIEHH IO
AOKYMEHTOB 00111er0 aAMUHHCTPAaTHBHOrO ynpasJjenus (OPJI) — aro:
1. TOCTP 51141 -98;
2. TOCT 6.10.5 - 87,
3. TOCT P 6.30 — 2003;
4. TOCT P 6.30 — 2005.
143.IokyMeHT, B KOTOPOM YKa3bIBAKOTCS HApPYylIeHUe MPAaB U 0XPaHseMbIX 3AKOHOM HHTEPECOB
rpa;kaaH — 3To:
1. s3asBieHwue;
2. TETHINS,
3. xamoba;
4. mpemoxXeHue.
144 Panbiue B /IpeBHem HoBropoae 10KyMeHTbI COCTABJISUINCH HA:
1. TIMHSHBIX TaOJMYKAX;
2. Oepecre;
3. KaMEeHHBIX MINTaX;
4. manmpyce.
145.1IpaBoBoii aKkT, KOTOPBIii H3/1aeTCs PYKOBOAUTEJEM, 1eliCTBYIOIIIMM HA OCHOBE
eIMHOHAYAJIHS [IJIsl pellleHUsI OCHOBHBIX BONPOCOB — 3TO
1.I1puka3 1o OCHOBHOM AEATEIbHOCTH
2. Pacniopspxenue
3.TlocTanoBnenue
4.TIpoTokon

LN
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146.CayxedoH0e MUCHMO, TPeOylolllee 0TBETA — ITO MHUCHMO
1.Otka3
2. TpeboBanue
3. ComnpoBoAUTENEHOE
4.HanioMUHaHKE
147 Ecau TunoBbie, NpUMepHbIe, HHANBUAYAJIbHBIE, TPadapeTHbIe JOKYMEHTHI 00beIHHEHBI B
OJHY IpyHILy, TO 3T0 KJaccupuKanus JOKYMEHTOB 110
1.1lo Bunam
2.11o mecty cocTaBieHHs
3.Tlo cpokam ucnomHEeHUS
4.11o mpouCX0XKACHUIO
148.lokymeHT — 3TO
1.DnemeHTHl ycTaHOBJICHHOTO 00pasia obs3atenpubie 1Mo ['OCT P.6.30-2003
2. COBOKYITHOCTb TTPABOBBIX M HOPMATUBHBIX aKTOB, KOTOPBIE KOHTPOJIHPYIOT IEIOMPOU3BOJICTBO
3. MarepuanbHblii 00BEKT ¢ 3aMKCUPOBAHHON MH(POpMAITHEl. UMEIOIIUHA IOPUIUYECKYIO CHITY
4.Cdepa nesTenbHOCTH, CBA3aHHAS C COCTaBICHUEM, OOPMIICHHEM JJOKYMEHTOB U OPTaHU3aIIH
XpaHEHUs JOKYMEHTOB
149.K noxymeHTaM nmo GUHAHCOBO-PACYETHBIM ONEPALMAM OTHOCATCS
1.3anucka, MpoOTOKOJI, OOBSBIICHHE
2. JIeHe)KHBIN YeK, pacueTHBIN YeK, cueT-paKTypa
3. JloknaiHble 3aMKuCKy, 3asiBICHUE
4. Pe3tome, pacriopskeHuUE, pelieHne
150.BepxHee, HHKHEe U JieBOe 1M0JIe HA IOKYMEHTE J0JKHO ObITh
1.He 6onee 20 mm
2.He menee 20 mm
3.10 mm
4.30 MM
151.Pemienne — 3T0 NpaBoOBOi aKT, KOTOPbIN
1. IIpunumaetcs opranamu (enepanbHOI BIacTU
2.IIpuHnMaeTcs KOJUIeTHAIbHBIMU OpraHaMu
3.M3naercsa pykoBoaUTEIEM
4.V3naetcs pyKOBOAMTEIIEM 110 BOTIPOCAM, CBSI3aHHBIM C BBIITOJIHEHUEM aKTOB
152.Kosiu4ecTBO BH/I0B POTOKOJIA
1.5
2.4
3.3
4.2
153.Ko/im4ecTBO IK3eMILISIPOB, B KOTOPBIX MeYaTaeTcs TeJerpamma
1.1
2.2
3.3
4.4
154 . Koau4vecTBO 4acTeii TEKCTa aKTa
1.4
2.3
3.2
4.1
155.1okyMeHT, KOTOPbIii MPe10CTAB/sSET MPETEHAEHT HA BAKAHTHYIO /10JKHOCTD, COO0IIAI0 LIS
cBeleHus o cede
1. IIporoxon
2. AKT
3. TpymoBoii qoroBop
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4.Pesztome
156.CoBOKYIIHOCTH TOKYMEHTOB, COJIep:KAIMX HAUOO/1€ee MOJIHbIE CBeIeHHS 0 PA0OTHHKE
1. JInunoe neno
2. ABToOuorpadus
3. TpynoBasi KHUXKKa
4. Pestome
157. Yuunduxkamnus — 310
1.IlpumMeHeHne CTaHIAPTOB B AEIONPOU3BOICTBE
2. CokpaltieHre MHOrooOpa3usi pa3HOBHIHOCTEH JOKYMEHTOB, IPUBEACHUE K €MHO00pa3HI0
3. TpebGoBanus K COACPKAHUIO K YCTaBY MPEAIPUSATHS
4.TTpaBOBO# aKT
158./1oBepeHHOCTH — 3TO
1. TpeGoBaHMe K KOMIIUTEHTHOMY OpPTaHy O 3allUTe HapyLUIEHHOIO MIpaBa OpraHu3aluu
2. JIOKyMEHT, KOTOPBIN yITOJTHOMOYMBAET MPEJICTABISATh HHTEPECHI JINLIA, BHIAABIIETO JOBEPEHHOCTD
3. JlokyMeHT mpeicTaBIsieMblid TPETEHIEHTOM Ha BAaKaHTHYIO JTOJKHOCTh
4. JIoOKyMeHT, COAEp KAl 3aIUCh 0OCYKICHHUS BOIPOCOB MPH MPUHITUN PEIICHUS
159.11paBoBoii aKT, KOTOPBIii onpe/iesieT CTPYKTYPY, PYHKIHHM U IPABA OPraHU3aluu — 3TO
1.Vcras
2.1lltatHOE pacniucaHue
3. lomKkHOCTHAS. HHCTPYKITHS
4.TTpuka3s
160.ITocTanoBJIeHHE — 3TO
1.IIpaBoBO#i aKT, KOTOPBIN U3JaETCS PYKOBOAUTENEM, IEHCTBYIOIIUM HA OCHOBE €AMHOHAYAUS IS
peIIeHs] OCHOBHBIX BOIIPOCOB
2.1IpaBoBOIi aKkT, KOTOPBINA MPUHUMAETCSI OpraHaMu (heaepaibHONU CIOTHUTENBHOM BIIACTH,
UCTIOJTHUTEIIEHBIMU OpTaHaMH CyObeKTOB PD 1 MeCTHOTO caMOyTIpaBIICHUS ISl PEILICHHSI
HauboJsee BaKHBIX 3a71a4
3.1IpaBoBOii aKkT, KOTOPBI TPUHUMAETCS KOJUIETHAILHBIMU OpraHaMu
4.1IpaBoBOIi aKT, KOTOPBIHM U3/1a€TCS PYKOBOJIUTENIEM WM €T0 3aMECTUTEIISIMU VISl PEIICHUS
OTIEPATUBHBIX BOIIPOCOB
161./IeHexHBIii YeK — ITO
1. PaciopspkeHHe TUTaTeNNbIIMKA O TIEPEYUCIICHIH C €T0 PACYETHOTO CYETa OIMPEICIIEHHON CYMMBI Ha
CYEeT MOoJTyyaTes
2. PacniopspkeHue oprann3anyy 0aHKY O BBIIa4e C €r0 PaCYeTHOTO CYeTa CYMMBI HATMYHBIX
JIEHE)KHBIX CPEJICTB, YKa3aHHBIX B UEKe
3. ToBapHO — pacueTHBIA JOKYMEHT, KOTOPHIH BBIMMHCHIBACT IIOCTABIIHK IPU OTITYCKE TOBapa
MOKYTIaTeTI0
4. PacniopspkeHue IPeNNPUATHS YIPEXKICHUIO 0aHKa O CITUCAHUU C €T0 pacueTHOTO CYeTa
OTIpeIeIEHHOM CYMMBI B TIOTAIIIEHUH CBOMX 0053aTeIbCTB
162.PacueTHbIii Y€K — ITO
1. PacniopsbkeHue MIaTeNbIMKa O IEPEUNCICHUH C €r0 PACYETHOTO CUeTa ONpeIeIeHHOW CyMMBI Ha
CUET IOJTydaTeis
2. Pacniopspkenune opranusaiuy 0aHKy O BbIJJa4e C €r0 paCYeTHOTO CUeTa CyMMbI HATMYHBIX
JICHEeKHBIX CPEJICTB, YKa3aHHBIX B UEKE
3. ToBapHO — pacueTHBI JOKYMEHT, KOTOPBIH BBIMHUCHIBAET MOCTABIIHUK MPU OTITYCKE TOBapa
MOKYTIaTeIo
4. PacriopspkeHHe TPEINPUSITHS YIPEXKISHHI0 0aHKa O CIUCAHHH C €r0 pacyeTHOTO CUeTa
OTIpeNIeIEHHOW CYMMBI B TIOTAIICHHH CBOMX 00sI3aTEIIHCTB
163.Cuert —¢pakTypa — 3T0
1. PactiopspkeHHe TUTaTENbIIMKA O TIEPEYUCIICHIH C €T0 PACYIETHOTO CYETa OIMPEICIIEHHON CYMMBI Ha
CYeT MOJTyJaTels
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2. PacniopspxeHue opraHu3anuy 0aHKy O Bblladye ¢ €ro pacyeTHOro C4eTa CyMMBbl HAJIMYHBIX
JIEHE)KHBIX CPEJICTB, YKa3aHHBIX B UEKE
3. ToBapHO — pacyeTHBIN JOKYMEHT, KOTOPBIH BBINKUCHIBAET MIOCTABIIUK IIPU OTIIYCKE TOBApa
MOKYTIaTeNI0
4. PacniopskeHue NpeanpuaATUs YUPEKICHUIO 0aHKa O CIIMCAHUU C €r0 PacyeTHOro cyeTa
OIPEIEIEHHON CyMMBI B IIOTAIIEHUH CBOMX 0053aTEIbCTB
164.11naTexxHoe Mopy4eHue — 3TO
1. PacniopsikeHue miaTesblUKa O IEPEUYNUCIECHUH C €r0 pacyeTHOIO CUETa ONPEAEIEHHON CyMMBbI Ha
CUeT MoJtyyaTess
2. PacniopspkeHue opranu3ainui 0aHKY O BbIJIa4e C €r0 PacYeTHOTO CYeTa CyMMBI HAIMYHBIX
JICHEXKHBIX CPEJCTB, YKa3aHHbIX B UEKE
3. ToBapHO — pacyeTHBIH JOKYMEHT, KOTOPBIH BHIMUCHIBAET MOCTABIIHUK IPU OTIIYCKE TOBApa
HOKYIaTeto
4. PacniopspKeHue IPeAnpuaATUs YIPEKISHHIO OaHKa O CIIMCAHWHU C €T0 PACYeTHOTO cYeTa
OIpeIeNIEHHOW CYMMBI B IIOT'allICHUH CBOUX 00513aTEIbCTB
165.11peTeH3HMOHHOE THCHMO — 3TO
1. TpeboBanue o JOOPOBOJIBLHOM YCTPAaHEHUH HApYyLICHUs 3aKOHOJATEIbCTBA
2. TpeboBaHue K KOMIETEHTHOMY OpTraHy O 3alllUTe HapYIIEHHOTO IIPpaBa OpraHU3aIiH
3. TpeboBanue nokymnaTens NpoiaBily
4.7Kano6a B BBIIECTOAILYIO OPTraHU3aIHIO
166.UckoBoe 3asiBJIeHHE — 3TO
1. TpeboBanue 0 TOOPOBOIBLHOM YCTPAaHECHHH HAPYIIEHHH 3aKOHOJATEIHCTBA
2. TpeboBaHue K KOMIETEHTHOMY OpPraHy O 3allliTe HapyLIEHHOI0 IIpaBa OpraHu3aliu
3. TpeboBanue MOKymaTels IpoaAaBIly
4.7Kano6a B BILIECTOSILYIO OPraHU3aLNI0
167.Cpoxk aeiicTBHUsI I0BEPEHHOCTH HA MOJIyYeHHE TOBAPHO — MATePHAJIbHBIX HEHHOCTEH He
MO’KeT NpeBbIATh
1.10 mueit
2.15 nuent
3.20 guei
4,30 nueint
168 [loBepeHHOCTH HAa MOJIyYeHHE TOBAPHO-MAaTepPHAJBHBIX LIEHHOCTeH BbIAaeTC B KOJIUYeCTBe
(HanmucaThb CJIOBaMn)lz[Bvx JK3EeMILIAPAX|

168./loBepeHHOCTH MOAPA3/1EJISIIOTCA HA
1. OpunmanpHbie ¥ TUIHBIC
2.CnyxeOHble M UHIUBUyaJIbHbIE
3. byxranrepckue u TUYHBIC
4.O¢unnansHele U cayxeOHbIE
169.K cirye0HbIM 10KYMEHTaM KOH(PUAeHIHAIBHOT0 XapaKTepa OTHOCITCS I0OKYMEHTHI,
coaep:xamue HHGOpMaLUIO
1. JTuynoro xapakrepa
2.3aKphITOrO Xapakrepa
3. CiyxeOHOTO XapakTepa
4. HauBHlya IbHOTO XapakTepa
170.Bbigavya KOH(pUIEHINAIBHBIX JOKYMEHTOB BO BpeMEHHOE M0JIb30BaHie TPOU3BOIUTCS
1.Tlox pocriuchk COTpyIHUKA
2.TTon pocriich pyKOBOAUTEIIS
3.1lox pocnivch 3aMeCcTUTENS PYKOBOJUTES
4.be3 pocniucu
171.3asBaeHus U xkaji00bl, He TPeOYyIOLIUE JONOJHUTEILHOT0 H3yYeHHsI 00CTOATEIbCTB
pa3pemaTcs
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1.He nmo3nuee 10 mHel co AHS MOCTYIUICHUS
2.He mo3anee 15 gHei co MHS MOCTYIUICHUS
3.He no3anee 20 aHE# CO qHS MOCTYIICHUS
4.He no3anee 30 aHe# co qHS MOCTYIUJICHUS
172.JIu4HyI0 OTBETCTBEHHOCTH 32 OPraHU3aIUI0 PA0OTHI ¢ OOpalleHUSIMU TPAKIAH HECET
1.PaGotHuk cimyx0s1 JJOY
2.PaboTHHK oTIIeIa KaapoB
3. PykoBoauTens opranuzanuu
4. cexpeTapb
173.Cpok xpaHeHHs *KYPHAJIOB PEruCTPAINMU COCTABISIOT
1.2 rona
2.3 rona
3.4 rona
4.5 ner
174.Cpok XxpaHeHHsI IJIAHA CYETOB OyXIaJTePCKOro yuéra
1.2 rona
2.3 rona
3.4 rona
4.5 ner
175.Cpox xpaHeHHs1 000POTHBIX BeJOMOCTEMH
1.2 rona
2.3 rona
3.4 rona
4.5 ner
176.Cpok xpaHeHHsI JOKJIATHBIX U 00bSICHUTEIbHBIX 3aNHCOK
1.2 rona
2.3 rona
3.4 rona
4.5 ner
177.Tlpu3Hak 3aBe/ieHUsI 1eJ1, KOTOPBI HCNOJIb3yeTcsl MpH (POPMUPOBAHUM TOKYMEHTOB B JieJia —
3TO
1. HomuHanbeHbIi npu3Hak
2. CimyxeOHbIH pU3HaK
3. OdunmansHeIil TPU3HAK
4. VIHnuBUTyambHBINA MTPU3HAK
178.B apXxuBHOM MOMelleHHH PEKOMEHAYETCs MOAIePKMBATH MOCTOAHHYIO TEMIIEPaTypy B
npeaesax
1.10-20 rpamycos
2.11-20 rpagycos
3.14-20 rpagycos
4.18-20 rpagycos
179.B apXxuBHOM MOMeIleHHH PEKOMEHIYETCS MOIePKUBATH OTHOCUTEIbHYIO BJIAKHOCTh
BO31yXa
1.50-65%
2.60-70%
3.65-70%
4.60-80%
180.BbIcoTa cTe/1aka B ApXMBHOM NMOMeEIeHHH He J0/KHA MPeBbIATH
1.1,5metpa
2.2,2meTpa
3.2metpa
4.2,5metpa
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181.PaccTosiHue OT M0JIa 10 HUKHEl MOJKH B ApXUBHOM MOMeEIIeHUH J0/IKHO ObITh He MeHee
1.10-15cm
2.15-20cm
3.20-25cm
4.25-30cm
182.1llupuHa rjaBHBIX MPOX00B MEKAY CTE/LIa’KaMH B ApXHBHOM MOMeEIIEHHH MOKET ObITh
1.1-1,2meTpa
2.1-1,5metpa
3.1-1,8metpa
4.1-2metpa
183.1llnpuHa HerJIaBHBIX MPOXO/I0B MEKAY CTEIaKAMU B AaDXUBHOM NOMEIIEHUH 0JIKHA ObITH
He OoJiee
1.70-80cm
2.80-90cm
3.90-100cm
4.100-110cm
184.0Oprrexnuka 310
1. TexHu4UecKue cpencTBa, UCIOIb3yeMbIC B YIIPABICHUH U JIETOIPON3BOJICTBE
2. KomnproTepbl
3. Pakc
4.TlepcoHanbHble KOMIBIOTEPHI
185./1esionpou3BoacTBO 15-17BB. yuéHble T0KYMEHTOBeIbl HA3bIBAIOT
1. I[IpuKa3HbIM IE€TONPOU3BOICTBOM
2. KaHIensapcKum JIeI0npon3BOICTBOM
3. LlepKOBHBIM J1€0MTPOU3BOCTBOM
4. KonsIeKTUBHBIM JIETIOIPOU3BOICTBOM
186.Cucrema nesionpou3BojacTBa B nepuoj npapiaenus Ilerpa | mosyunna na3panue
1. Komnexckoit
2. Kanuenspckou
3. KomnektuBHo
4.11epKOBHOM
187.I1epBblii cTanaapT «/le10onpou3BoOACTBO U apXHUBHOeE Je10. TepMHHBI U onpeeeHus» ObLI
BBEJIEH B JeliCTBHE B
1.1970r
2.1972r
3.1974r
4.1975r
188.EI'C/] 6b111a ono6pena BnepBbie Komuterom no nHayke u texnuke CCCP B
1.1972r
2.1974r
3.1973r
4.1978r
189.Bropas pepakuusa EI'C/[ nosxyunina nazpanune ET'CI0OY B
1.1985r
2.1986r
3.1987r
4.1988r
190.11pn HanMCaAaHUM MHOTO3HAYHBIX YK CeJI MPOU3BOANTCS IPYNNUPOBKA UX CIPABA HAJIEBO MO
1. Ise udpsr
2. Tpu udpsr
3.UYetsipe uudps
4. 11ate tudp
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191.PexBu3ut «CchljiKka HA perucTPAllUOHHBIH HOMeP U ATy TOKYMEHTA» HCHO0JIb3yeTcs TOJIbKO

B TeX BHIaX JOKYMEHTOB, KOTOPbIe SIBJISIIOTCH:
1. mpocrbamu;

2. IpUTTIAIICHUSIMH;

3. OTBETaMH Ha 3a1poc;

4. peKOMeHIalUsIMU.

192.0cHOBHOIi TOKYMEHT 0 TPY/A0BOii 1eATEJIbHOCTH U TPYI0BOM CTa)kKe paG0THHKA — 3TO:

1. an4HOE nEeno;

2. TpYAOBOH J0OTOBOD;
3. TpyZHOBasi KHIKKA;
4. pesrome.

193. KommepuecKHii JOKYMeHT, MpeIcTaB/IAAIOIUIA co000ii npeabsBIeHNEe NPETEH3UIl K CTOPOHe,
HApylUMBINIEH NPUHATHIE HA ce0sl JOrOBOPHbIE 005I3AaHHOCTH M TPeOOBaHME BO3MeEIleHUSA
YOBITKOB — 3TO:
1.odepra;

2. peKIaMaIlus;
3. rapaHTUHHOE MUCHMO;
4.CnyxeOHOe MHUCEMO

194.1lITaTHBIe pacnuCcAHUS] OPTAHU3AINH 110 MeCTYy Pa3padoTKU U YTBEP:KIeHHUs XPAHATCH:
1.1mocTosIHHO;
2. 10 ner;

3. 75 ner;
4.25 ner

195. ConocTaBuTh TEPMUHBI U IIOHATHSA.

CucreMbl aBTOMATH3AIUN JOKYMEHT0000poTa
Ka)KJIbI JOKYMEHT MOXET XapaKTePHU30BaThCS CI0KHON COBOKYITHOCTBIO
CTPYKTYpPUPOBAHHBIX JaHHBIX

Cucrembl ynpasJieHUsl I0TOKOM padoT
OTO CHCTEMBI, ITO3BOJISIOIINE aBTOMATU3UPOBATh CJI0KHBIE MHOTOLIIATOBBIE AJITOPUTMBI
paboThI C TOKYMEHTaMH B OpraHU3alNH.

DJIEKTPOHHBbIE APXHBBI JOKYMEHTOB
CucreMbl opraHu3aluy XpaHEHUs TOKYMEHTOB B 3JIEKTPOHHOM BHUJIE€ U UX MOKCKA.

Cucrembl KOJIEKTHBHOMH 00pa0OTKH JOKYMEHTOB
MO3BOJISIIOT IPYIIIE NOJIb30BATEIEH KOMIIBIOTEPHON CETH MapajlIeIbHO padOTaTh Ha/l
OOIIMMU TOKyMEHTaMHU

198. DBOJALIMIMHCTBO OTEYEeCTBEHHBIX CHCTEM /IeJIONPOM3BOACTBA M  JOKYMEHT0000poTa
OHOBPEMEHHO NPEAOCTABIAAIT QyHKIHU:

1. O6paboTka u XpaHEHUE TOKYMEHTOB: PETUCTPALIUS

2. VYnpapieHue MOTOKaMu paboT (mepeaaya J0KyMEHTOB MEX,y UCTIOTHUTENSMN )

3. KoHTpoiss NCTIONHUTENBCKOW AUCIUTUTNHBI

4. Tlonck TOKYMEHTOB IO aTpuOyTaM M MOJHOTEKCTOBBII MOMCK

199. ConocraBbTe PyHKIMHU TOKYMEHTA.

JOKYMEHT CO3JIAl0T JUIsl COXpaHEHHs UH(OpMAIIHH.
Nudopmanmonnas pyHKius

JOKYMEHT SIBJISIETCS COI[HAIbHO 3HAYMMBIM O0OBEKTOM, T.K. CBSI3aH C OINpPEIeIeHHON
COIMATBHON MTOTPEOHOCTHIO.
CommanbHas QyHKIUS
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JIOKYMEHT BBICTYMAET CPEICTBOM CBSI3U MEXK/y OPTaHU3ALUSIMHU U Ap. O0IIECTBEHHBIMH
opraHamu
KommyHukaTuBHas GyHKIUS

JOKYMEHT SIBJISIETCSI HHCTPYMEHTOM YIIPABJICHUS, TIOCKOJIBKY CHEIHAIBHO CO3/aH I ATOH
LEITH.
Ynpasnenueckast pyHKIUSA

200. ConocTaBUTh TEPMUHBI U TOHATHS.

LeYi)0%05050%0 %
JIOKYMEHT, OTPEAAKTUPOBAHHBIN COOTBETCTBYIOIIUM 00pa3oM, 0(hOPMIICHHBIN 1
HOAIMMCAHHBIN.
Komus
MOJIHOE BOCIIPOU3BEICHNE BCEX PEKBU3UTOB MOJJTMHHOTO JOKYMEHTA.
HyOnukar

BTOPUYHO BOCHpOH?;BGILCHHBIfI JOKYMCHT, LICJIMKOM, HOBTOpSIIOH_[I/Iﬁ INOAJIMHHHK, 00BIYHO
,HY6J'H/IK3.T BBLAAIOT B3aMCH YTPAYCHHOI'O ITOAJIMHHUKA.

Brinucka
4acTh KOIMUU JOKYMEHTA, Hy>KHas AJis1 paboThl

201.Uncnexuuss Munuctepersa nmo Hajoram u coopam P® no r. I'nazoBy YP noarorosuia npukas
00 yTBep:KI1eHUN UTOT0B ATTECTAIMN BO HcnoHeHne Yka3a [lpesunenta Poceniickoi
®enepanun «O06 yrBepsKIeHHH MOJI0KEHUS 0 KJIACCHBIX YHHAX FOCY/IapCTBEHHBIX CIY/KALIUX»
ot 19.07.2001 Ne 876. B npuxa3se cogep:kajuch cjeAyllie MyHKThI: 0 IPU3HAHUH Pe3yJbTATOB
aTTecTallii COTPY/IHUKOB HHCIIEKIIUM COTrJIacHO [10/10:KeHI0 0 KJIACCHBIX YMHAX M IPOTOKOJIY
3aceJaHMs aTTECTALMOHHOM KOMMCCHUM; 00 YTBEPKICHUHM UTOTOB ATTECTALUH. 3aMeCTHUTEII0
pyxoBoaute/sa uHcnekuuu B.P.KiieMeHTbeBOM MOPY4Ya10Ch BHECTH COOTBETCTBYIONIUE
N3MEHEHHUs B IITAaTHOE pacnucaHue HHcneKuuu. KoHTpoJIb HCIO/THeHHs TPUKA3a BO3JIOKEH Ha
HavYaIbHUKA oTAea KagpoB A.C.Cyxux. [Ipuka3 noanucan pykopoguresnem uHcnexkuun MHC
P® coserHnkoM HaJ0roBoi ciayx0b1 1 panra H.JI.BoctpenossiM. Ha npukase nMeroTcsi BU3bI
IJIaBHOI0 OyXraJjiTepa M npejaceaaTesisi aTTecTAllMOHHOM Komuccuu. Ubeil moanucu He XxBaTtaet
HA IOKyMeHTe?
1. HauanpHuKa oTaena Kajapos;
2. 3aMecTUTENsI MHCIIEKIINY;
3. PykoBoauTens NpoBepKy;
4. Ha npuka3se ecTb Bce HEOOXOAUMBIE MOIHCH;
202. Cornacao norosopa Ne33 or 05.11.03 Ha mocraBky oOorpeBaTelbHBIX NPUOOPOB pupMaA «
Mepkypuii» o0si3ana Obl1a nocraButh pupme «Cenena» B 1 xkBaprage 2013r ToBap Ha 00ury1o
cymmy 500 muH. pyo. dakrnueckn B 1 kBaprane 2013r. ¢pupme «Cenena» ObLIO MOCTaBJIECHO
ToBapa Ha cymmy 300 muiH. py0. Ha ocHoBanuu n.9.1. 10roBopa nocTaBKu 3a NpOCPOYKY NMOCTABKH

ToBapa [locraBumk B 30—1HeBHBbIH CPOK 00513aH BHIIIATUTH WITpad B padmepe 20% ot croumMocTH
He nocraBjieHHOro rosapa. llitpadpuas cankuusa opopmiaeHa J0KyMeHTOM

203. B 3A0 «Cenena» nposeieHa NpoBepKa padoThl 0TAEIa MAPKETHHIA MO0 OKA3aHMIO IUIATHBIX
yeayr. Komuccust B cocraBe 3amecTHTessl TUPEKTOpa, IVI. OyXrajrepa M HadalbHHUKA OT/eJa

MApKeTHHra B XOJe¢ IPOBEPKH OOHApYKWJIa HAPYyLICHHS B o(opMJICHUH JNAHHOM
AOKYMEHTal U oyayr npeacraBieHbl caHKUUM. OdopMieHHe KaKHX JAOKYMEHTOB ObLI0
HApYyLIeHO?
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[Ipuka3 Ha Oka3zaHue yciIyr, BEIOMOCTU Ha OILIaTy yCIyr

IIpuka3 Ha oka3zaHHE yCIyr, IPETEH3UOHHOE IIMChMO, BEJOMOCTh Ha OILIATy, IITATHOE PAacIUCcaHue
JInyHas KapTOUKa, IPUKA3 O IpHeMe Ha paboTy

IIprka3 Ha Oka3aHUM YCIIyT, BEIOMOCTb Ha OIIJIaTy yCIyT, OTYeTHasl JOKYMEHTALHs

el

204. Ha ocHOBaHMHU MCCJIEJOBAHUSA OT/1€JIOM MAPKETHHIa KOHBIOHKTYPbI PbIHKA COBITA MPOAYKIHMHU
3A0 «Cenena» mnpeacTaBWjia  BO3MOKHOCTH  3aKJKYHUTHL  PSiJ BBITOJAHBIX KOHTPAKTOB.
HavanbHuK oTAe/Ja MapKeTHHIra pellny NOOIPHUTH BeAYIIHX COTPYAHMKOB MPeMHATbHBIMU
BBIIIATAMM K OJimzKaiieii 3apniiare. Bua nokymenra |II])I/IK33 0 HOOHI])EHI/II/I|

205. ITo Bune Oyxrajarepuu corpyanukam 3A0 «CeneHa» B TeKylleM Mecsilie ObLia 3ajiepkaHa
BbIIIATA 3apaldoTHOM 1uaThl. [J1aBHbIA Oyxraarep undgopmupyer aupekropa 3A0 o Tom, 4TO
3ajlep’)KKa HAJIUYHOCTH OblLIa CBsi3aHa ¢ omo3iaHueM Ha cyeT 3AQ0 JeHEXKHBIX CpPeIcTB OT
npeAnpuATHii-napTHepoB. KakuM [J0KyMeHTOM Oyxrajrep OOBSCHUT 3aJep:KKy 3apadoTHOM
iaTbl?

[Cary:xeGnas 3ammnckal

206. B 3A0 «Cenena» cocTosyioch 3acenanue npasiaeHusi. [loBecTka qHs ObliIa MOCBAIIEHA PACHIHPEHHIO

oTaea MapKeTHHra ¢pupMsl. B cBsI3U ¢ 3TMM BO3HUKJIA

He00X0AUMOCTh BHECTHM M3MEHEHHsl B IITaTHOe paclHCAHHe COTPYAHMKOB (GHPMBI, a Takxke pa3odparb
HOBBI€ J0/LKHOCTHbIE MHCTPYKIMHU HAa BBeJleHNe B OT/eJl MAapPKeTHHIa J0JKHOCTH MeHeIKepa Mo peKjaaMe U
peKJIaMHOro arenta. B kakom 10KyMeHTe yTBep:KIeHa OBeCTKA JXHS.

207. lIponoJku npeniokeHns. ABTo0uorpagus 3to-
1. ITocnenoBaTenbHO U3TOKEHHAS HA OyMa)KHOM HOCHUTEIH KU3Hb YeIOBEKa
2. [TocnenoBarenbHO U3II0KEHHAS HA OyMa)XHOM M IM(POBOM HOCHUTEINH KU3HD YEJIOBEKA
3. TlocnenoBaTenbHO U3TOKEHHBIE (DAKTHI TPYIOBOM U yUeOHOU AESITENFHOCTH
4. ITocnemoBaTenbHO H3II0KEHHBIE (PAKTHI TPYAOBOM AEATETHLHOCTH
208. IIpomosxu mpeaoxeHusi. Apromarnueckuit BBoJa Texkcra Ha IIK ocymecrBiasiercs ¢
MOMOIIbIO
1. mpunTepa
2 ckaHepa
3.KJ1aBUATYbI
4. MbImm
209. IIpoxosku nmpeioKeHNsl. APXMB NPeANPHATHS CO3AaeTcs 1JIs
1. XpaHeHUS crIMCaHHOW JOKYMEHTAIlUU
2. XpaneHus 000H JOKYMEHTAINN
3. XpaneHue MpHUKa3oB
4. Xpanenuve nokymeHTtanuu yreepxxaeHHoi ['OCT

210. Mpoaoaxu npensioxkenus. B 1uuHoe 1€10 He BKIKOYAIOTCS
1. CBenenus o0 oTmyckax
2. CBesieHHs 0 KOMaHIMPOBKax
3. CBeneHus o nepeBojie
4.CBeieHHs O CEMEMHOM TOJIOKEHUHN
211. B nucbMe-npuriialieHnu 00beIMHEHNs «JKCIIOLEHTP», ¢ NPeIOKeHHEM NPUHATH y4acTHe B
POCCHIICKOH BBICTABKE HA MEKAYHAPOAHOI MexoTpacieBoil spmapke B r. Usmup (Typumus),
KoTOpas Oyaer mpoxoauTh ¢ 20 HosiOps mo 10 nexadps 2012 r. ITa sipMapKa siBJIsIeTCs OAHUM U3
KPYIHeHIMX TOPropuix Meponpusituii crpad Cpeanero u bimaxnero Bocroka. B Tekcre Hago
yKa3aThb, 4TO...
1. yuacTue B 3TOH sipMapKe MO3BOJISET MHUPOKO MPEACTABUTh SKCIOPTHYIO IPOAYKIIHIO
OpraHu3aluu
2. mpoJaTh €CTh BO3MOKHOCTh MPOJIATh AKCIIOHATHI CO CTEH/IA,
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3 MPOJaTh €CTh BO3MOXKHOCTh M3yYUTh OCOOEHHOCTH PBIHKA, OOMEHATHCS C APYTHMH YYaCTHHUKAMHU
ApMapKH HAyYHO-TEXHUYECKON MH(pOpMael 1 3aKITI0YNUTh BBITOJHBIE CIETKH.
4 Bce oTBeThI BepHBI

212 ®uiman 000 «Pocroccrpax-IloBosxbe» - I'l1aBHoe ynpasienue no SlpociaaBckoii od/1acTu
umeer crpaxosoii otaena B r./lanmnose Hauyanbuuk 3toro oraena C.A. [liieTHeBa u3iana npukas o
HA3HAYEHUHM WHCIEKUHMOHHON TIpynmnbl A TPOBeJIeHUS] CBEPKH [JaHHBIX OyXraJTepcKkoro H
OIIEePALIMOHHOIO y4YeTa 32 MepPBbli KBapTaJ TeKyIero roga. Ceepka npoBoauTCs B COOTBETCTBHH €
nuceMom QOO «Pocrocerpax-IloBoskbe» Ne 09-07/8 ot 19 anpesst Tekymero roga «O nposeaeHnu
NHUJIOTHOMH CBEPKH JAaHHBIX OyXraJITEPCKOro M ONEPAalMOHHOIO y4yeTa 3a NepBbIH KBapTag», B
COCTaB HHCIIEKIIMOHHOM Ipynnbl BKIK0YeHbl Oyxraiarep Cynunosa JI.A. n onepanuonuct YepeMHbIX
H.B. Ha npuka3se 0yaer noanuch:

1. oyxranrepa Cynnosa JI.A. u oneparmonucta Yepemunsix H.B

2. Hauanmpauka otnena C.A. [InetHeBa

3. T'maBHorO ympaBneHus

4. Cynnosa JLA.
213. B co0TBETCTBHH ¢ IPHHIMIIOM HENPEPLIBHOCTH| IVIAHHPOBAHHNE PACCMATPHBACTCH He KaK eIUHHYHBIH

aKT, a KaK IIOCTOSSHHO TIOBTOPSIONIMIICS mMpomecc, B PpaMKaxX KOTOPOro BcCe TeKyliue IUIaHbI
pa3padaThIBAOTCSI ¢ Y4eTOM BbINOJHEHHs] NPOULILIX M TOI0, YTO OHU IOCJIY’KAT OCHOBOIl COCTaBJIEHMSI
IUIAHOB B OyayuieM.

214. Ykaxure NpaBUJIbHYK0 XPOHOJIOTHIO 1eJ10IIPOU3BOACTBA:

1970
[TepBsiii cTanaapT «/lenonpon3BoACTBO U ApXUBHOE JETIO.
1973
EI'CJI 6»11a ogo6pena BriepBeie KomuteToM no Hayke u TexHuke CCCP.
1988
Bropas penakuusa EI'C/] nonyunna HazBanue EI'CLHHOY
15-17 BB.

HpI/IKaSHoe JACJIOIIPON3BOCTBO

214.10Y B opraHu3anmusix OCyLIECTBJISIETCH CHENC/Iy:K00i, JeiicTByIOIell Ha NMpaBax CaMOCTOSITEIbHOIO

CTPYKTYPHOI'O nmoaApasiecjicHus, OHa NOAYUHACTCHA PYKOBOAUTEII0 OPraHu3alnuu
215. CinoBo «AOKYMEHT» B II€PEBOJAE C JIAT. O3HAYACT «CBUIAETEJILCTBOD, «crmocoo A0Ka3aTeJbCTBA»

216. ConocTaBbTe TEPMUHBI U MOHATHS

Cucrema AOKYMCHTAllUU -
COBOKYITHOCTBH B3aMMOCBA3AHHBIX JOKYMCHTOB, IPUMCHACMBIX B onpeneneHHoﬁ
JACATCIIBHOCTH..

@OYHKIMOHAIbHBIE CUCTEMBI IOKYMEHTALIUN —
9TO OpraHU3alMOHHO-PACIOPSAAUTENBbHAS, IUNIAHOBAs!, OTYETHO-CTaTUCTHYECKAs,
(rMHaHCUpPOBaHUE MAaTEPUATBHO-TEXHUYECKOTO CHAOKEHUS .

Ortpacnessle -
CUCTEMBI IOKYMEHTAIIUH, OTPAKAOILIKE AESITETbHOCTh OPTraHOB OTPACIEBOTO YIPaBICHUS
(MMHHCTp, BEIOMCTBO OTPACJIEBBIX YIIPaBIECHU)

YHudumupoBanHas cuctema - .
9TO CHUCTEMa IOKYMEHTAIlM1, CO3/IaHHas TI0 €MHBIM TpaBUIIaM B TPEOOBAHUSM, COJEpIKaIIast
nH(popMaIro, HEOOXOIUMYIO /ISl YIIPABJICHHS B OTMPEICICHHON cepe nesTeTbHOCTH.

217. lOpuanyecKy0| (PYHKIHIO HeceT JOKYMEHT, KOTOPbIil HMCIO/Ib3yeTcsl B KauecTBe J0Ka3aTeIbCTBA IPH
PeLIeHNH CIIOPHBIX BOMIPOCOB.
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218. B 3/1eKTPOHHOI HACHTH(PHKANNH JOKYMEHTA COACPAKATCS KO OPraHA3AIAH
219. Ilpuka3 (pacnopsikeHMe) O TpHeMe padOTHHKAa Ha padoTy, ecau o¢QopMJIeHHe TPOU3BOAUTCS

HHAUBHAYAJIbHO, 0GopMiIseTcs o &Hningngonam{oﬁ dopme.

220. . Knaccuukanus no BUaaM BKJIKYAET B ce0sl TUIOBbIE, IPUMeEPHbIe, HHAUBUIYAJIbHBIE,
EEaQaEETHLIe AOKYMEHTbI 00be/IMHEeHbIe B OJJHY I'PYIIY

6. llIxaya ouneHkHn 00pa3oBaTeJbHBIX 10CTHKEHHI

banabl KauecTBeHHAas1 OlleHKA KosnuecTBeHHas oLieHKA
91-100 OTJIMYHO «5»
76-90 XOPOIIIO «»
61-75 Y/IOBJICTBOPUTEIHHO «3»

MeHee 61 HEYAOBIETBOPUTEIHLHO @»

6omee 61 3a4TEHO

MeHee 61 HE 3a4TEHO

7. UudopmanmoHHoe odecrieyeHne peajn3alu NporpaMmmal

1 Ocnoenvie ucmounuku
1.bacakoB, M.U. JlokyMeHTaImOHHOE 00ECIICUCHHE YIIpaBIieHHsI (C OCHOBaMHU apXMBOBE/ICHUS) | yUeOHOE
nocobue / bacakoB M.1. — Mocksa : KnoPyc, 2020. — 216 ¢. — (CITIO). — ISBN 978-5-406-07305-6.
— URL.: https://book.ru/book/932044

2 ﬂonommmenbnbte UCMOYHUKU

1. TpozoBa O. C. [lemonpousBoAcTBO : YydeOHOE MocoOHMe sl CpeaHEro Npo(ecCHOHATBHOTO
obpazoBanus / O. C. I'po3oBa. — M.: FOpaiit, 2019. — 126 c¢. — (IIpodeccuonanbHoe oOpazoBanue) //
OBC HOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/438791

2. Kysnmenob U. H. JlokymeHTanmoHHoe oOecnedyeHue ympaBieHus. JlokyMeHTOOOOpoT u
JIEOTIPOU3BOJICTBO : YUYEOHUK M MPAKTUKYM JUIsl CpenHero mpodeccruoHanbHOro odpaszoBanus / U. H.
KysnenoB. — 3-e u3n., mepepad. u gon. — M.: FOpaiit, 2019. — 462 c¢. — (IIpodeccuonansuoe
obpasosanue)// DbC Opaiir [caiit]. — URL: https://biblio-online.ru/bcode/433861

3 Inexmponnsvie pecypcol
1. Elibrary (H2B) htpp://elibrary.ru
2. OBC «Opaiit» www.biblio-online.ru
3. OBC «Jlanb» e.lanbook.com
4. ObC «Koncynprantllmoc»
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