AHHOTAIUA
OIl. 13. JJoxymenmayuontnoe obecneuenue ynpasienus

1. ObuacTh npuMeHeHUs padoueii MporpaMMbl

Pabowas mporpamMma IUCHUIIIMHBI SBISETCS YacThl0 OCHOBHOM 00pa3oBaTeNbHON
nporpammbl B cooTBeTcTBUM ¢ PI'OC misg cnenuanbHOCTH: (YKpYTHEHHAsI TPyMIa CreluaibHoCTel
40.00.00 KOpucnpynennus), 40.02.01 IlpaBo u opraHuzanusi COIUAIBHOTO OOECIEUECHUs, IS
oOyJaronmxcsi O9HOU POpMBI OOyUEHUS.

2. MecTo  y4yeOHOH  JMCHMIUIMHBI B  CTPYKTYpe  OCHOBHOH  mpodeccHoOHATbHOM
o0pa3oBaTe/IbHOI NPOrpPaMMBbI

Hucnunmuaa OIL13.  JlokyMeHTallMOHHOE OOECIeYeHUE VYIPAaBJICHUS OTHOCHUTCA K
npo(eCcCHOHANBHOMY LHKITY, 00mepoQecCHOHATBHBIM JUCHUIUIMHAM. J{MCIUIIIIMHA peann3yeTcs
B paMKax 00s3aTeIbHON YacTH.

3. Hean n ni1aHupyeMble pe3yabTaThl OCBOCHUSI AUCHUILIAHDI :

OIE,OIJEIK YMmenus 3HaHUs
- opopMIIATE OpraHU3aIMOHHO- - IOHATHE JOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI
pacmopsIUTETbHBIC TOKYMEHTHI B JOKyMEHTHPOBAHMUS;
COOTBETCTBHH C JICHCTBYIOIM - IpaBMJIa COCTABJICHUS U O(OPMIICHUS
OK 1 -5, 'OCTowm; OpraHU3aIl[MOHHO-PACTIOPSITUTEITBHBIX
8 9 - OCYIIECTBIISITH 00pabOTKyY nokymeHToB (manee - OP);
HK’ 1 1 _ | BXOIAUMX, BHYTPEHHHX U - CUCTEMY Y THIIOBYIO TEXHOJIOTHIO
14 16 | MCXOMILIX IOKYMEHTOB, KOHTPOTb JOKYMEHTAI[MOHHOTO 00ECIICUeHMS
T 32 UX UCIIOJHEHUEM; ynpasieHus (naiee - JI0VY);
- 0pOpPMIIATH JOKYMEHTBI JUTSI - 0COOEHHOCTH JETIOMPOU3BOJICTBA O
nepeayy B apXuB OpraHU3aINU oOpallleHUSIM TpaXK1aH U KOH(UIECHIIUATEHOTO
JIeTIONIPOU3BOJICTBA

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI

4.1 O0beM IMCUMILIMHBI ¥ BUAbI Y4e0HOI padoThI

Ounas ¢opma oOyueHust

Buo yueonoii pabomwi Oo6vem uacos

MaxkcumaJibHast yueOHasi HArpy3ka (Bcero) 65
O0si3aTeibHAsI AyIUTOPHAsSL YuyeOHAas HArpy3Ka (Bcero) 42
B TOM YHUCIIE:

JIEKITUH (YPOKH ) 20
MPAKTUYCCKUE 3aHSITHUS -
nabopaTOpHBIC 3aHITUS 22
KypcoBasi paboTa (IpOeKT) (eciu npedycmompena) -
CamocrosiTesibHas padoTa o0yuyarouerocst (Bcero) 23




[TpomesxyrouHas aTTectanus B opme oupgepenyuposannozo 3auema:.
- Ha 6a3e OCHOBHOTO O0IIETO 00pa30BaHUs - B Uemegepmom CEMeCTpe

4.2. Conep:kaHue JMCHUNIHHBI

Paznen 1. [enonpouszsoocmeo, kax cghepa ynpagienueckoui 0esmenbHOCmu.
Tema 1.1. Joxymenmayusi.

Tema 1.2. Kraccugukayus u ogopmienue  opeanu3ayuOHHO-PACNOPAOUM eNbHbIX
ookymernmos (OP]]).

Tema 1.3. /Jenosas xoppecnonoenyus.

Tema 1.4. Ungpopmayuonno-cnpagounas 0OKymMeHmayus.

Tema 1.5. Joxymenmayust no mpyooevim OmHOULEHUSIM.

Paznen 2. Texnonocust pabomsi ¢ 0oKymeHmamu.

Tema 2.1. Opeanusayus oeronpouszsoocmaa.

Tema 2.2. Konguoenyuanvrhoe oenonpouszso0cmao.
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1. MACIIOPT PABOYEN IMMPOI'PAMMBbBI JTACHUILTAHBI

1.1. Obs1acTh NpuMeHeHUsI padoyeil MporpaMMbl

PabGouas nporpamMma JUCHHUILIMHBI

SIBJISICTCS. 4acTblO OCHOBHOM 06pa3OBaTeHLHOﬁ

nporpammbl B cootBeTcTBHU ¢ @I'OC mis cienuanbHoCTH : (YKpYITHEHHAS TPYIa CIelHaIbHOCTeN
40.00.00 HKOpucnopynennusi), 40.02.01 IlpaBo u opraHuzanus COUHAILHOTO OOECIIEUEHUS, IS

oOyJaronmxcsi O9HOU GOpMBbI 0OyUEHUS.

1.2. MecTto
o0pa3oBaTeIbHOM NMPOrPaMMBbI
Hucummmmaa  OIL13.

yuyeOHO!l  JUCHUILUIMHBI B

CTPYKTYpe

OCHOBHOM  Mpo(eCcCHOHANBHOM

JlokyMeHTallMOHHOE OOECIeuYeHUEe YIPaBIEHUS OTHOCHUTCS K

HpO(I)eCCI/IOHaHLHOMy UKITY, OGH.IGHpO(bCCCI/IOHaJIBHBIM AU CLHUITIIMHaM. I[I/ICI_II/IHJ'II/IHa pealIN3yCTCA

B paMKax 00s3aTe€IbHON YacTH.

1.3. Lesb ¥ mu1aHUpyeMble pe3yabTaThl 0CBOCHUS JHCHMILUINHbI

OIIE,OIEIIK YMmenus 3HaHus
- 0OpPMIIATH OpPTaHU3AIMOHHO- - IOHATHE IOKYMEHTA, €r0 CBOMCTBA,
pacnopsAuTEIbHbIE JOKYMEHTHI B C1oco0bI JJOKYMEHTUPOBAHUS;
COOTBETCTBUH C JIEHCTBYIOIIIMM - IpaBHJIa COCTABJICHUS U O(OPMIICHUS
OK1-5 I'OCTowm; OpraHU3alMOHHO-PACIOPAIUTEIbHBIX
8 9_ " | - ocymecTBISATE 00pPabOTKY nokymeHToB (manee - OP);
HK, 1 ’1 _ | BXOASAUWMX, BHYTPEHHHX U - CUCTEMY U TUIIOBYIO TEXHOJIOTHIO
14,16 | MCXOMINX IOKYMEHTOB, KOHTPOIEL | AOKyMEHTall{OHHOIO o0ecrieueHus
33 UX UCIIOJHEHUEM; ynpasnenus (gaiee - 10Y);
- opopMIISTE JOKYMEHTBI JUIS - 0COOEHHOCTH JEJIONMPOU3BOJICTBA I10
nepeauu B apXuB OpraHU3alNU oOpallleHU M Tpax/1aH U
KOH(pMIEHIIMATBHOTO JEJIONPOU3BOJICTBA

2. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHBI

2.1 O0beM qUCHUIIMHBI M BU/IbI Y4e0HOI padoThl

Ounas gopma 0OydeHUs

Buo yueonoiit pabomot Oovem uacos

MaxkcumaJsibHas yyeOHast Harpy3ka (Bcero) 65
Oobs13aTesibHASE AyAUTOPHAs yueOHAasi HArpy3ka (Bcero) 42
B TOM YHUCJIE:

JIEKITUH (YPOKH ) 20
MPAKTUYECKUE 3aHSITUS -
nabopaTopHBIC 3aHITUS 22
KypcoBasi pabota (IIpoeKT) (eciu npedycmompena) -




CamocrosiTesibHast padoTa o0y4aromerocsi (Bcero)

23

[Mpomexyrounast arrecrauus B Gopme ouggepenyuposannoco 3avema.
- Ha 06a3e OCHOBHOTO O0IIETO 00pa30BaHMUS - B Uemeepn oM CEMECTPE




2.2. TemaTn4eckuii IVIaH U COAEP/KaHUE TUCHUILTHHBI

Ounas gopma 00ydeHUS

AKTUBHBIE U
Conep:xanue yueGHOr0 MaTepuaJa, JJadopaTopHbie 1 HHTEPAKTHBHBIC
HaunmeHnoBaHue NpaKkTHu4YecKne padorTbl, CAaMOCTOsATEIbHAs padoTa O0bem yacoB YpoBeHnb
pas3aesioB U TeM o0yuaoumxcs, KypcoBasi padoT (IIpPoeKT) (eciu npg);)g;deinﬂ 0CBOEHHST"
npeoycmompeHul) AT
1 2 3 4
Pazpean 1.
Jesionpon3BoacTBO, KaK
chepa ynpasJie Hue CKOi
AeSITeIbHOCTH
Tema 1.1. Coneprxkanmne yaeOHOTO MaTtepuasa
JokymeHTaIus 1 | Ilonsartue o nemompousBojacTBe. OCHOBHBIE MOHSATUS U
ompeneneHuss B 00NAacTH JIENOMPOM3BOACTBA. Busl
JOKYMEHTOB WX KiIaccuukanus. YHUGUITMPOBAHHAS 2 Jlexyus-ouanoz 1
cucreMa u cranaaptuzanus OP/I.
TpeOoBanusi K  COCTaBJIEHHUIO U OQOPMIIEHUIO
Jlaboparopuas pabora Ne 1 Paszbop
Odopmnenue pexkBu3uToB 1okymeHToB 1o 'OCT P 7.0.97- 6 KOHKDEMHbIX
2016 npu yrinoBom u OOKYMeHMOo8
CamocrositenpHas padora Ne 1
Bu et paboT: MOATOTOBKA KOHCIIEKTOB.
Temaruka: IlpaBuna pabotsl ¢ Oymaroit dopmara A 1o 5
I'OCT 9327
Tema 1.2. Conepxkanmne yaeOHOTO MaTeprasa
Knaccnpuranus n 1 | Knaccugukauuss u  odopmieHHE OpraHHU3alMOHHBIX
odopmiieHHE TIOKYMEHTOB.
OpTaHM3aLlHOHHO Knaccudpuranmms u  odopmiieHHE pacnopsIUTEIbHBIX 2
PacIoOpsAAUTENBHBIX JIOKYMCHTOB. Jlexyus-ouanoe 1
nokymentos(OP/) OOmas xXapakTepuCcTHKa W 3HAUECHHWE OpPraHU3aIlMOHHO-
pacniopsiautenbHoii nokymentanuu (OPJ]). Bunet OP/JI.
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[opsimox cocraBneHus, o0GOPMICHUS U HCIOIH30BAHUS
OPJ1.

JlaGopaTtopHnast pa6ora Ne2,3
[puxaz. CocraBnenue u oopmieHHUE MPUKa3a IO OCHOBHOM
nugHOoMy coctaBy. CocTaBiieHue B 0(hOpPMIICHUE BBITTUCKH U
OCHOBHOI#1 JIeSITEIIbHOCTH.
Pacniopspkenue. CocTaBUTh U OQOPMUTH PACTIOPSHKCHUE.

Pazoop
KOHKDEmHbIX
OOKYMEHMO8

CamocrosTenbHas padbora Ne 2

Bu et paboT: BBITTOTHEHUE TPAKTUYECKOTO 3a/TaHHUSL.
Tematuka: coctaBieHue # O(QOpPMIICHHE PpPacCHOPSDKEHUS
(pereHus).

Tema 1.3. Conepxanue yaeOHOro Marepuana
Henosas 1 | Koppecnonenius, ee BUIbI, TIOHSTHE, CYIHOCTS. Jlexyus-ouanoz
KOppECHOHICHIINA JIaGoparopnas pabora Ne4: Pas6op
CocraBiienue U OQOpMIICHHE  MNUCHBMAa-NPOCHOBI U KOHKDemHbIX
rapaHTUHHOTO MUCHMA. DOKyMeHmos
CamocrosrenpHas padora Ne 3
Buzpt paboT: BEITIOTHEHHE MPAKTHYECKOTO 33/IaHUS.
Tematnka: cocraBieHue U odopMJICHHUE  MHChMAa-
NpUIJIAIICHUs], 3alpoca, OTKas3a, COMPOBOAUTENBHOTO MUCHMA,
WHGOPMAITTOHHOTO
Tema 1.4. Coneprxanue yqeOHOro MaTepuana
NupopmaninonHo- 1 | 3nauenue u oOwas XapakTepuCTHKa HHGOPMALMOHHO-
CIpaBOYHas CIIPaBOYHBIX IOKYMEHTOB
JOKyMEHTaIU s JlaGoparopHnas pabota Ne 5,6:
3HayeHue © OOI@AsS XapakTepucThka HWHGPOPMAIIMOHHO- Pazoop
CIIPaBOYHBIX IOKyMEHTOB. KOHKDEMHbLX
CocraBienue 171 odopmiieHne WHPOPMAITTOHHO- O0OKYMEHMO08
CIPAaBOYHBIX IOKYMEHTOB OpraHU3aIlUu.
CamocrosrenpHas padora Ne 4
Bu el paboT: BbINIONIHEHNE MTPAKTUYECKOTO 3a/1aH K.
Temartuka: coctaByieHue 1 0OpPMIICHHE aKTa.
Tema 1.5. Coneprxkanmne yaeOHOTO MaTepuaa




JlokymMeHTaIus 1mo 1 | O0miass xapakTepucTUKa JTOKYMEHTUPOBAHHUsS Ipolecca
TPYIOBBIM JIBUKCHHS KA/IPOB. Jlexyus
OTHOIICHUSIM 3amaun u  ¢QyHKOUM ~ KaapoBod  pabotel. CoctaB
JOKyMEHTOB, 00€CIeYNBAIOIIIX
Paznean 2.
Texnosnorusi padboTnl
Tema 2.1. Coneprxkanmne yaeOHOTO MaTepuaa
Opranunzanus 4
Ly —— 1 | JlokyMeHTO06OpOT, TOKYMEHTOMOTOKH, HX BHIBI. Jlexyus-ouanoe
CamocrositenpHas padora Ne 5
Bupl paboT: MOAroTOBKa KOHCIIEKTOB.
Tematuka: OCHOBBI cHUCTEMaTH3allUU JIOKYMEHTOB U 2
odopmiieHHE UX B JEI0.
Cocrapnienue u 0opMIICHUE OIKCH JIea.
Tema 2.2. Coneprxkanmne yaeOHOTO MaTeprasa
Kongunenunansioe 1 | 3agaumn, ocoGeHHOCTH, OpraHU3aIU s KOHPUICHITUATBHOTO
ACTOIPOU3BONCTBO JIeTI0TPOU3BOICTRA. 6 17
. 'pobremnas
JloxkymeHTHpOBaHHE KOH(DUICHITHATHPHOW HHPOPMAIIHH. nexuyus
Yuer KOH(QUIEHIHMAIBHBIX  JOKyMEHTOB. Mrorosoe
sansTue. ndd. 3auer
CamocrositenbHas padora Ne 6
Bu el paboT: mOArOTOBKA KOHCIIEKTOB.
Temaruka: IIpaBuna TupaxupoBaHUs KOH(UICHIIHATBHBIX 1
IIpaBuna cocraBiaeHuss HOMEHKIATyp. DopMupoBaHHE U 8
odopmiieHre KOHPUACHIIMATBHBIX JIel. PexXum XpaHeHHs
KOH(pHIeHIIMATBHBIX JOKYMEHTOB.
Bceero: | 42 -
ayMTOpPHBIE,
23 -
CaMOCTOSITEIbHA
1 pabota




[locnenoBarenbHOE TeMaTHUYECKOE MJIAHUPOBAHUE COJEpKaHUs pabodeil mporpaMMbl AUCIUIIINHBI, KaJlleHJapHble 00BeMbl, BUAbI 3aHITUM, (HOPMBI
OpTaHU3aIMU CaMOCTOSTENILHON PabOThI TAKKEe KOHKPETU3UPYIOTCS B KajeHaapHO-TeMaTtnueckoM riane ([punoxenue Ne 1).

Y s xapaxkmepucmuku yposns oceoenus yuebno2o Mamepuana ucnoib3ylomcs ciedylouue 0603HaA4eHs.

1. — o3naxomumenvhwill (y3HaBaHUE paHee U3VUEHHBIX 00bEKMO8, CBOUCME);

2. — penpoOyKmusHbull (8bINOIHEHUE 0eaMeNIbHOCIU NO 00pA3YY, UHCIMPYKYUU UTU HOO PYKOBOOCHBOM),

3. — nPoOyKmMmueHblll (NIAHUPOBAHUE U CAMOCIOAMENbHOE BbINOHEHUE 0esIMEeNbHOCHU, PeleHUe NPODIeMHbIX 3a0al,).

Kax npasuno, «l» cmasumcs Hanpomue memvl, GbIHOCUMOL HA JEKYUOHHOE 3aHAmue, «2»-«3» - cmasumcs Hanpomug mem, GbIHOCUMbBIX HA
npakmuydeckue 3aHAMusl.
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3. ®OH/] OLIEHOYHBIX CPEJCTB, /JIs1 IPOBEJEHNS TEKYIIErO KOHTPOJISI U
MPOMEXYTOYHOI ATTECTAIIAM OBYYAIOIIAXCA IO JUCHUTIINHE
(MOJIY.JIIO)

®onpa omeHouHbIX cpeAcTB (manee — DPOC) - KOMIUIEKT METOJUYECKUX M KOHTPOIBHBIX
MaTepuaoB, WCIOJIb3yeMBbIX IPU MPOBEIACHUU TEKYIETO KOHTPOJS OCBOCHHS Pe3yIbTaTOB
o0ydeHHMsT W TMpoMexyrouHoi arrecranuu. ®OC mnpeaHasHA4YeH I KOHTPOJS M yIPaBJICHUS
MPOLIECCOM MPUOOPETEHHS 00YJAIOIIIMMUCS HEOOXOAUMBIX 3HAHUM, YMEHUM, TPAKTHYECKOTO OTbITA
u komnereHuui, onpeaeneHubix Bo ®I'OC (IMpunoxenue Ne 2).

TumoBsle KOHTPOJIbHBIE OLICHOYHBIC CPEJICTBA, HEOOXOMUMBIC JUIS OICHKHA 3HAHWH, YMCHUM,
HaBBIKOB W ONBITA JIEATCILHOCTH, XapaKTePH3YIOIMX OTanbl (OPMUPOBAHUS KOMIICTCHIIMH B
IpoIiecce OCBOCHHS OOpa30BaTEIIBHON MPOTPaMMbl U METOJMYCCKHE MaTePHAIbI, OMPEICIIIONHE
MPOLICTyphl OIICHUBAHWS 3HAHWU, YMEHUW, HABBIKOB U ONBITA JEATEIBHOCTH, XapaKTCPU3YIONX
aTanbl (GOPMUPOBAHMS KOMIIETCHITUM TIpeacTaBieHbl B [Ipuiosxkenun No 2.

4. YCJIOBUA PEAIMBAIIMA TUCIUITVIMHBI
4.1. TpeGoBaHNsl K MUHUMAJBLHOMY MaTepPHAJbHO-TeXHUYECKOMY 00ecIeYe HUI0

JIaGopaTopHs HCCIIeI0BAHMS IPOLIECCOB B dKOHOMHUKe W yrpasnenun (Ne31la) — 82,9m° (r. Vipa,
yn. K. Mapkca, 1.3, kopi.4)

IMepconanbHblil kKoMmbioTep lenovo thinkcentre — 16 mur.

Jocka — 1 mir.

Cron — 26 mr.

Cryn — 26 mr.

Tpubyna — 1 .

Jlaboparopusi HPOPMAIITMOHHBIX TEXHOJOTHI B SKOHOMUKE U yrpaBieHuu (Ne311B) — 82,2m° (r.
Ya, ya. K. Mapkca, 1.3, kopi.4)

[epconanbHblil KoMIbIOTEp B KomIutekTe Ne 1 iru corp 510 — 14

Jocka — 1 mir.

Cron — 26 mr.

Cryn — 26 mrr.

TpuOyna — 1 .

KaGuuer npodeccrnonansubix gucnumins (Ned405) — 161,8Mm% (r. Ya, yi. K. Mapkcea, 1.3, kopi.4)
Boxanbubie paguoMukpohoabl AKGWMS 40 — 2 .

MHTepakTHBHAs CHCTEMa CO BCTPOCHHBIM KOPOTKO(MOKYCHBIM mpoekropoM Promethean ActivBoard
387 RPO MOUNT EST

Kommsrotep BcTpanBaemsiii B kadeapy INTEL Core i3-4150/DDr3 4 Gb/HDD

Oxpan HacTteHHbINH Draper Luma AV(1:1) 96/96°244*244MV (XT1000E)

Hacronbublii nHTEpakTUBHBIN quciiiei ActivPanel 218

Matpuunsbiii KoMMmyTaTtop curHanoB unrepgdeiica HDMI CMPRO 4H4H

MynsTumenua-npoekrop Panasonic PT-EW640E

JIByxmioocHbIN HacTeHHBIH TpoMkoroBoputesb 20B1/100B mBet Genbrit (MASK4TW) (Gernbrit) — 6
IIT.

[ernuunsrit paguomukpopon AKG WMS45

Tepmunan Buzeo koHpepeni-cssu LifeSize Icon 600 Camera 10xPhone 2" Generation

Dkpan Hactenubiit Draper Luma AV (1:1) 96/96244*244MV (XT1000E)

Jocka — 1 .

Cron — 3 nir.

Cryn — 3 nir.

VYuyenuueckas napra TpexmectHas — 35 .

Tpubyna — 1 .
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4.2. Y4eOHO-MeTOoAuYeCKoe U HH(popMAIMOHHOe 00ecnevYeHre TUCIUIITHHBI (MOTYJIs)

4.2.1. IlepeyeHb OCHOBHOI W JONOJIHUTEJILHOW Y4eOHOH JHTepaTypbl, HCOOXOAMMOM IJIsi
OCBOCHMS JUCHUILIMHBI (MOXYJIs)

OcHoBHasi yueOHasi JUTEpaTypa:

1. Ky3uenos, N.H. JlokymeHTanmmonHOe oOeCrieUeHre yIpaBIeHUs IEPCOHATIOM : YUSOHUK U
npaxrukym s CI1IO / M.H. Kysnenos. — M.: iOpaiit, 2016 .— 521 c.

2. KazakeBuu, T.A. JIOKyMCHTAIlMOHHOE OOCCIICUCHUE YIIPABICHUS : YUCOHUK U MPAKTHKYM
s CIIO / T.A. KazakeBuu, A.W. Tkanuu .— 2-e u3na., ucnp. u gon. — M.: FOpaiit, 2017 .— 161
C.

3. I'pozoBa, O. C. lenonpousoactso : yue6. mocodue mist CIIO / O.C. I'pozoBa. — M.:
WsnarensctBo IOpaiit, 2019. — 126 c. - [DnekrponHslii pecype]. - URL: biblio-online.ru.

JlonmoTHUTEJIbHASI y4eOHasi JIUTepaTypa:

1. loponuna, JI.A. JIOKyMeHTallMOHHOE OOECIICUCHHE YIPABIICHHS : YUCOHUK M MPAKTUKYM
g CIIO / JILA. loponuna, B.C. UputukoBa. — M.: U3narensctBo IOpaiit, 2019. — 233 c. -
[Daexrponnsrii pecypce]. - URL: biblio-online.ru.

2. KyzuenioB, W.H. JlokyMeHTanimoHHOEe oOecrieuyeHue ympaBieHus. J[OKyMEeHTOOOOpOT u
JIeTIOTIPOU3BOICTBO : yaeOHUK M mpaktukym st CIIO / U.H. Ky3nenoB. — 3-e u3n., nmepepad. u
norn. — M.: UsmarensctBo FOpaiit, 2019. — 462 c. - [Daekrponnsiii pecype]. - URL: biblio-
online.ru.

4.2.2. llepeyeHb pecypcoB HH()OPMALMOHHO-TeJIe KOMMYHUKANIMOHHOH ceTu «AHTepHET»
(najsee - cetb «MHTEpHET»), HEOOXOAMMBIX VISl OCBOEHUSI TUCHUILIMHBI (MOYJIA)
Ne HaumeHoBaHMe 3/1e KTPOHHOI OHOTHOTEYHON CHCTEMBI

1. | Duexrponnas oubnmuoteuHas cuctema baml'yY www.bashlib.ru

2. | Dnexrponnas Oubanoreunas cucrema «29b baml Vy» httpsi//elib.bashedu.ru/

3. DnekTpoHHas 6ubIroTeyHas cucreMa «Y HUBEpCUTETCKasi O OIrmoTeka OHIaiH»

https://biblioclub. ru/

4. | DaexrpoHHas OMOIMOTEUHAs cHcTeMa u3mateabctBa «tOpaitt» httpsi//urait.ru/

5. | DnexkrponHast OMOIMOTEUHAs cucTeMa u3aarenbeTa «Jlanby httpsi//e. lanbook.com/

6. | DnexrponHsblit kKatanor bubmuorexkn baml'y http://ecatalog.bashlib.ru/cgi-
bin/zgate.exe?init+bashlib.xml,simple. xsl+rus

7. | B/l nepuonnueckux nznanuii Ha riargopme EastView https://dlib.eastview.com/

8. | Hayunas snexrponHas oubnuoreka — https//www.elibrary.ru/defaultx.asp (moctym x
9JIEKTPOHHBIM HaydHBIM KypHasiam) — httpsJ//elibrary.ru

Ne Anpec (URL)

1. |www.economy.gov.ru — Od¢uunanbHbiii calT MuUHHCTEpCTBA HPKOHOMHUYECKOTO PpPa3BUTHS]
Poccuiickoit deneparuu [DneKTpoHHBINA pecypc]. — Pexxum noctyma: cBoOO HBIN

2. | www.minecon.bashkortostan.ru — Odunuaneablii cadT MUHUCTEPCTBA 3KOHOMHYECKOTO
pasButus PecnyOnuku bamkoprocran [DiekTpoHHBIM pecypc]. — Pexum pocrtyma:
CBOOOIHBIN

3. | http/Aww.aup.ru — AqMUHUCTpATUBHO-yIIPABICHUYECKHI TTOpTall [DJICKTPOHHBIN pecypc].
— Pexxum noctymna: cBOOOIHBIHM

4. | ecsocman.edu.ru — Dxonomuka, Comuonorus, MeHEKMEHT -  deaepaabHbIi
o0pa3oBaTenbHBIN mopTall [DJIeKTpOHHBINH pecypc]. — Pexkum nocryna: cBoOOOAHBIN
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http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3052&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3052&TERM=%D0%9A%D0%B0%D0%B7%D0%B0%D0%BA%D0%B5%D0%B2%D0%B8%D1%87,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://www.mio.bashkortostan.ru/
http://www.mio.bashkortostan.ru/
http://www.mio.bashkortostan.ru/

5. | www.eg-online.ru — TI'azeta «DKOHOMHMKA W KU3HB» [DJIEKTpOHHBIA pecypc]. — Pexum
JOCTyMa: CBOOOTHBIN

4.2.3. llepeyeHb NH( OPMALMOHHBIX T€XHOJIOIHi{, HCIIOIb3yeMBbIX IIPH OCYIIleCTBJIe HUH
o0pa3oBaTe/IbHOIO Mpolecca Mo JMCHUIIMHE, BKJIIYAs NepeveHb IPOrpaMMHOro
ol0ecrnieyeHUs1 M1 MH( OPMALUOHHBIX CHIPABOYHBIX CHCTEM (IPH HE00X0AUMOCTH)

HanMeHoBaHue NMPOrpaMMHOro odecme4veHUst

Windows 8 Russian. Windows Professional 8 Russian Upgrade. JloroBop Ne 104 ot 17.06.2013 1.
JInuensun — 6eccpoyHbie

Microsoft Office Standard 2013 Russian. Torosop Ne 114 ot 12.11.2014 r. JIuuen3suu —
OeccpouHbIe

Cucrema nentpainusoBanHoro TecrupoBanus baml'y (Moodle). GNU General Public Li cense
Version 3, 29 June 2007

Koncynprantllntoc. JloroBop Ne 28826 ot 09.01.2019r. JIunensuu 6eccpounbie

5. UHBIE CBEJEHUS U (MJIN) MATEPUAJIBI

5.1. IlepeyeHbp 00pa3oBaTeJIbHbIX TEXHOJIOTHIl, MCHOJB3YyeMbIX IPH OCYILIeCTBJICHUH
00pa3oBaTeIbHOr0 MpoLECcca MO AUCHHUILIUHE

AKTHBHbIC H HHTePAaKTHBHBIE ()OPMBI NIPOBEICHUA 3aHATHI

AKTUBHBIC U MHTEPAKTUBHBIC (JOPMBI MPOBEACHUS 3aHATHI PEATU3YIOTCS IPH MOATOTOBKE
0 TporpaMMaM CpeIHEro MNpoQecCHOHATBHOrO 00pa3oBaHUA M IpennojararoT oOydyeHue B
coTpyaHndecTBe. Bce ydacTHWKM 00pa3oBaTeNbHOTO Mporecca (IpernogaBareNib M CTYICHTH)
B3aWMOJICHCTBYIOT JIPYT C JIPYroM, OOMEHUBAIOTCS HH(POPMAIIHEH, COBMECTHO PEIIAIOT MPOOIIEMBI,
MOJETUPYIOT CUTYyallud B aTMocdepe IeT0BOro COTPYAHHMUYECTBA, ONTUMAIbHON /s BHIPAOOTKH
HaBBIKOB M KauecTB Oymymero mnpodeccronana. OCHOBHBIE TPEUMYIIECTBA AKTHBHBIX U
WHTEPAKTHBHBIX (DOPM MPOBEICHUS 3aHITUMN:

- aKTUBH3ALIM TO3HABATEIFHON U MBICIUTEIBHOMN JAEATCIBHOCTH CTY/ICHTOB;

- YCBOEHHE CTYy/JICHTaMH y4eOHOTO MarepHala B Ka4eCTBE aKTUBHBIX YUaCTHHUKOB;

- Pa3BUTHE HABBIKOB peuieKCHU, aHAITN3a U KPUTHYECKOTO MBIIIUICHHS,

- YCUJICHHE MOTHBAIIMH K U3YYCHHIO TUCIUTIIMHBI 1 00y4EHHUIO B LIEJIOM;

- co3/anme OJaronpusTHON atMocdephl Ha 3aHATHH,

- pa3BUTHE KOMMYHHKATUBHBIX KOMIIETEHLIUH Y CTYJICHTOB;

- pa3BUTHE HABBIKOB BJAJICHUS COBPEMEHHBIMH TEXHHYECKHUMHU CpPEACTBAMH H
TEXHOJIOTHSMU 00paboTKN MHGPOPMAIINH;

- (opMHUpOBaHHE M PA3BUTHE CIHOCOOHOCTH CAMOCTOSITENIBHO HAXOMUTh MH(MOPMAIUIO U
OTIPE/ICNIATh YPOBEHB €€ JOCTOBEPHOCTH;

- WCIOJIL30BAaHHME DSJICKTPOHHBIX (OPM, OOECIEUMBAMIMX YETKOE YIPaBJICHHE Y4eOHBIM
IPOIIECCOM, MOBBIILIEHNE OOBEKTUBHOCTH OLIEHKU PE3Y/IbTaTOB 00YyUEHHUS CTYACHTOB;

- mnpuOnmxeHue ydeOHOTO Tpolecca K YCJIOBUAM Oyaymed mnpodeccuoHambHOoN
JIeSITEIIEHOCTH.

AKTHBHBIC U WHTEPAKTHUBHBIE (OPMbI YUEOHBIX 3aHATUN MOTYT OBITh HCIIOJIB30BAHBI MPH
MIPOBEJICHUH JICKIIUH, MPAKTUYECKUX U JTA00OPATOPHBIX 3aHSATH, BHITIOJTHEHHH KypCOBBIX TIPOCKTOB
(paboT), mpu MPOXOXKIAESHUU MPAKTUKU U APYTUX BUJAX YUCOHBIX 3aHSTUH.

Hcronb30BaHUE aKTUBHBIX M MHTEPAKTUBHBIX (OpPM Y4eOHBIX 3aHSATUNH MO3BOJISET
OCYIIECTBJISTH OIIEHKY YCBOGHHBIX 3HAaHUH, CPOPMUPOBAHHOCTH YMEHUN U HABBIKOB, KOMIIECTCHIIHH
B paMKax MpPOIEAYyphl TEKYIIEr0 KOHTPOJS MO JUCHHUIUIMHE (MEXIUCIUIUIMHAPHOMY KypCy,
npoeCCuOHATFHOMY MOJIYIIO), TTPAKTHKE.
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http://www.mio.bashkortostan.ru/

AKTUBHBIC W HMHTECPAKTUBHBIC (OPMBI YU4EOHBIX 3aHSATHH PEaTH3YIOTCS IPEIoaBaTeeM
cormacHo paboueld mporpaMMe Yy4eOHOW AUCHHUIUIMHBI (MIPOPECCHOHATBHOTO MOMYIS) WU
mporpamme MPaKTHKH.

HHTEepaKTUBHAS JICKIUST MOKET MPOBOJUTHCS B Pa3IMUHBIX (POpMax.

[Ipu mpoBeAeHWM NUCHHUIUIMHBI «/|OKyMEHTAalMOHHOE OO0ECIeYeHUEe YIPABICHUSD)
U CITOJIB3YIOTCS JISKITUH, TTPOOIEMHBIC JICKITHH, JISKITUSI- THAJIOT, Pa300p KOHKPETHBIX CUTYAIUH.

JlekuuroHHasi opMa MPOBEACHUS 3aHATHS MPEIIIOaracT YCTHOS M3JI0KEHUE MaTepralia 1mo
ompeneNieHHON Teme. B xone mpoBeeHus 3aHATHS, JIGKTOP MOXKET aKI[EHTUPOBATh BHUMAaHHE Ha
OTIpEICIICHHBIC TMPUHIIUITAATBHBIC TIOJIOKEHHUS TEMBI, KOTOPBbIE MOTYT OBITh 3allMCAaHBI TI0]T
JTUKTOBKY.

[TpoGneMHass nekuMsi MpennoyiaraeT M3JI0KEHHE y4eOHOro MaTepuana C yKa3aHHeM Ha
OTIpe/ICTICHHBIE TPOOJIEMbI, CUTYallMH, HECOBEPIICHCTBO 3aKOHOIATENBCTBA. TakuMm oOpa3zoM
MPOUCXOAUT MPHUBJICYECHUE CTYACHTOB K aHAIU3Y MPOOJIEMbI, MHOTOCTOPOHHEMY TOHUMAHUIO TEMBI,
YMEHUIO BHUJCTh CHUTYal[dI0O C TIO3UIMH Pa3HBIX TOYEK 3PCHHS. AHAIU3UPYS TPOOJIEMBI,
oOydaronmecss MOTYT CaMOCTOSATENIbHO TNPUHTH K HEOOXOJAWMBIM  BBIBOJAM, KOTOpBIC
MPErno/iaBaTelb COOOIMT UM B XOJ€ U3II0KEHUS MaTepuana.

B xome mpoOieMHO# JIeKIUK TperoaBaTellb U3jaras HOBBIM MaTepHall, MOXKET 3aJaBaTh
BOIIPOCHI, HA KOTOpBIe OOydJarommecss OyIyT OTBEYaTh B XOJI€ JISKIIUU. BOpoCckl MOTYT 3a1aBaThCs
TakUM 00pa3oM, 4TOOBI CTYAEHTHl MOHUMAIH JIOTHKY 3aKOHOJATelNs, HAy4HBIX HCCIeI0oBaTeNeH,
MOTJIM 3aKpeNHUTh PaHee W3YYCHHBIM MaTepwall, BUJS ONPEACICHHYIO CBSI3b MEXIy TeMamH. B
XOJIe TIPOBEJICHHS MPOOJIEMHON JIEKIIMU MOTYT TPHUBOIUTHCS MPHUMEPHI U3 CyIeOHOW MPaKTHUKH,
y4eOHOI TUTepaTyphl, KOTOPHIE TEMOHCTPUPYIOT T€ UJIH HHBIE MIPOOIEMBI.

B xoz1e pa3dopa KOHKPETHBIX CUTYAIlMi OCYIIECTBISICTCS aHAIN3, H3ydeHHUE, UCCIIETOBAaHUE
00CTOSITEILCTB, CUTYallUd U MPOOJIEM, KOTOPBIC CYIECTBYIOT B JICHCTBUTEILHOCTH WJIM KOTOPBIC
MOTYT BO3HHKHYTh B ONpEIENeHHBIX ciydasx. C momompio pa3dopa KOHKPETHBIX CHTYalui
00yJarOIMICS Pa3BUBACT HABBIKA 110 AaHAIIN3Y U CKEITHYCCKOMY MBIIITICHU IO, COCTUHCHHUIO TCOPHHU
U TIPAKTUKU, BBIOOPY MPHHUMAEMOTO PELICHUs, OIEHKE TMOCICACTBUI MPUHATOTO PEICHUS U T.JI.
Pa300p KOHKPETHBIX CHTYallHil MOXET MPOBOAUTHCS B (DOPME peIliCHUsI CUTYallHOHHBIX 33/1a4.
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INPUJIOKEHUE 1

OEJAEPAJIBHOE I'OCYJJAPCTBEHHOE BIOJIDKETHOE OBPA3OBATEJIBHOE
YUPEX/EHUE BbICHIET'O ObPA3OBAHIMA
«bAIHIKUPCKHNU I'OCYJAPCTBEHHBIM YHUBEPCUTET»

Komnemx

COI'JTACOBAHO
[Ipencenarens

THK

p. l I'anmues P.A.
g

KanennapHo-reMaTuyecKuii mjian

MO JUCIUTIINHE OIl 13. /lokymenmayuonHnoe obecneuenue ynpaeieHus
CHELHANTBHOCTD
40.02.01 Ilpaso u opzanuzayus coyuanvnozo obecneueHus
KOJT HaWMEHOBaHHE CIEIHATBHOCTH

YPOBEHbB MOJATOTOBKU
oazoenlit

Vipa 2019
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Ounas fopma oOydeHUs

Kon | Kanennap
Ne HanmenoBanue pa3nenos u -BO | HBIE CPOKHA
Bun sansarus Homarmee 3aganue
n/m TeM qyac | HW3y4eHUs
OB (m1an)
Paznea 1.
[ ejionpou3BoaCTBO, KaK
cepa ynpaBiieHYeCKOM
AesiTeJIbHOCTH
Tema 1.1. JlokymeHTauus YUrenue u
2 | 20 menens Jlexuus NOTICTICKTMPOBAIHC
y4eOHOIl JuTepaTyphl
1 (6-11)
JlabopaTopHnas pabora Ne 1 6 21-23 Jla6oparopuoe | Pererne
Hemens 3aHSTHE CUTYaIlMOHHBIX 33124
Tema 1.2 Knaccudukarus u Urenue u
odopmieHnE KOHCITEKTUPOBAaHUE
OpraHu3alOHHO- 2 | 24 wenens Jlexuus y4e0HOI1 TuTepaTypsl
2 | pacmopsaMTENbHBIX (39-44)
nokymenToB (OPJI)
JlaGopatopHnas pabota Ne2,3 8 25-28 JlaGoparopHoe | Pemenue
HeIeTH 3aHSATHE CUTYaIlMOHHBIX 33129
Tema 1.3. JlenoBas Urenune u
KOPPECTIOH ICHITUSI 2 | 29 nenens THexus KOHCTIEKTHPOBAHHE
y4eOHOI1 IuTepaTypsl
3 (46-57)
Jlaboparopuas padota Ne4 2 | 30 nenens Jlaboparoproe | Pemenue
3aHATHE CUTYaIlMOHHBIX 3a]1a4
Tema 1.4. MudpopmanmonHo- Pewenue
CIIpaBOYHAs JJOKYMCHTAIIHS 31,33-34 | JlaGopatopioe CUTYaIIMOHHBIX 33149
4 | JlabopatopHas paborta Ne 5,6 6
HeJeNnu 3aHATHE
Tema 1.5. JloxkymeHTarus 1o 35-36 Urenue u
S | TpyAOBBIM OTHOIICHUSM 4 Hexenm Jlexuns KOHCITEKTUPOBAaHUE
y4eOHOI1 TuTepaTyphl
Paznea 2. TexnoJsiorus
padoThl ¢ JOKYMEeHTAMU
Tema 2.1 Opranuzanus 37-38 Yrenue u
6 | memompowu3BoaCTBa 4 — Jlexmus KOHCTICKTHPOBAHHE
y4eOHOIl TuTepaTyphl
Tema 2.2. [loBTOpenue nexuuw,
KouduaenmuaipHoe 39-40. 42 MO/ITOTOBKA K OMPOCY
7 | memomnpou3BOACTBO 6 ' Jlexuus [MoarotoBka k 3adyery
HUmoecosoe szansmue. [lughe. Henem Iposepka 3YH
3auem
Bcero 42
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INPUJIOKEHUE 2

®EJIEPAJIBHOE TOCYJIAPCTBEHHOE BIO/KETHOE OBPA3OBATEJIBHOE
VUPEXJIEHUE BBICIIEIO O5PA3OBAHUS
«BAILIKUPCKUI T'OCYJAPCTBEHHbBINI YVHUBEPCUTET»

Komnemx
OIOBPEHO
Ha 3acemanuu npeaMeTHO-IUKIOBOI KOMUCCUH
[Iporokos Ne 8 or 20.03.2019
[Ipeacenarens LK
1 lNanues P.A.
@/ L
@DoH/1 OLIEHOYHBIX CPE/ICTB
M0 AUCIUIINHE OIl.13. /lokymenmayuonnoe odecneuenue ynpaeieHus

Ilpogheccuonanvuwiii yuxn, odwenpogheccuonanvHans OUCYUNIUNHA, 00A3AMENbHAA YACHTb

ITUKIT AUCIOUITJIMHBI U €TI0 94aCTb (O6H3aTeJ'II>HaH, BapI/IaTI/IBHaH)

CTIEUANBHOCTD
40.02.01 Ilpaeo u opeanusayus coyuanvhozo obecneuenus
KO HaMMCHOBAHHUC CIICHHUAJIBHOCTHU

YPOBEHb MOATOTOBKU
oazoeviit

Vi 2019
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| ITaciopT ()OHIOB OIIEHOYHBIX CPeJICTB
1. O6snacTh NpUMeHEeHUS

®ona ouneHouHbIx cpeacTB (POC) npenHazHaueH A IPOBEPKU PE3YIbTATOB OCBOEHHUS
mucturauasl OI1.13. JJOKYMEHTAIL[MOHHOE OBECIIEYEHUE VIIPABJIEHHA, Bxoasmeii B
COCTaB MPOTrpaMMBbI MOJITOTOBKH CIEIUAIMCTOB CPEIHETO 3BeHA 1Mo crenuanbHoct 40.02.01 Ilpaso
U opeanuzayusi CcoyuarbHo2o obecnevenus. OOBEM dYacoB Ha ayIUTOPHYIO HarpyskKy IO
TUCHHIIINHE 42 Yaca, Ha CaMOCTOATEIBHYIO padboTy 23 Jaca.

2. O0beKTBI OLCHUBAHUSA — PE3yJbTAaTbl 0CBOCHUSA JUCHUIIJIMHBI

®OC 103BOJAET OLEHUTD CIEAYIOIIME PE3YIBTAThl OCBOCHUS JUCLUIIIIMHBI B COOTBETCTBUH
¢ ®I'OC cneumnansaoctu 40.02.01 [IpaBo m opranu3zanus coluaaIbHOTO obOecreueHuss U padoueit
MpOrpaMMOii T CLIUTIIUHBI OIlL.13. JOKYMEHTAILIMOHHOE OBECIIEYEHHME
VIIPABJIEHUA:

YMeHUs:

- opopMIIATE  OpraHU3aAIMOHHO-PACHOPSAUTENbHBIE JOKyMEHTHI B  COOTBETCTBHH C
neicteytoumm ['OCTowm;

- OCYIIECTBJIATE 00paOOTKY BXOJSIMX, BHYTPEHHUX U HUCXOASUMX JOKYMEHTOB, KOHTPOJIb
3a UX UCTIOJTHEHUEM;

- o(popMITATH TOKYMEHTHI JJIs TIepeaur B apXUB OpraHU3alllH;

3HAHUSA:
MOHATHE TIOKYMEHTa, €ro CBOIMCTBA, CIIOCOOBI JOKYMEHTHUPOBAHUS,
MpaBUia COCTABIICHUSI M O(QOPMIICHHS OPTaHU3AIMOHHO -PACTIOPSIAUTEILHBIX JOKyMEHTOB
(manee - OPL);

- CHUCTEMY M THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIHOHHOTO O0ECIeueHu 1 YIpaBlIeHuUs (anee
- 10Y);

- 0COOEHHOCTH JIeJIONPOU3BOCTBA MO OOpallleHUsIM TpaxJaH M KOH(UIEHIHATBLHOTO
JIENIOTPOU3BOJICTBA.

BrimeniepeurcieHHbIle yMEHHS, 3HAHUS HalpaBiieHbl Ha (OPMHpPOBAHUE Yy OOyJarOUXCS
CleqyIoNMX 00IMX M NMpodeCcCHOHATbHBIX KOMIIeTe HIIUM !
OK 1. IloHuMaTh CyIHOCTh U COIIMAIBHYIO 3HAYUMOCTh CBOCH OymyItei nmpodeccuu, MposiBISTh K
HEW YCTOMUYUBBIN MHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IESTEIBHOCTb, BBHIOMPATh THUIOBBIE METOJBI U CIIOCOOBI
BBITIOTHEHU S TPO(EeCCHOHABHBIX 32/1a4, OI[EHUBATh UX Y()EKTUBHOCTh U Ka4eCTBO.
OK 3. Ilpunumarp pemieHUs B CTaHIAAPTHBIX M HECTAHAAPTHBIX CHUTYAIlMSIX M HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBasATh MOUCK M HCIOJIb30BaHUE MHGOpMAIIUU, HEOOXOAUMOM Ui 3(PPEeKTUBHOTO
BBITIOJTHEHUS MTPOQEeCCHOHATBHBIX 33/1a4, TPO(PECCHOHATBHOTO W IMYHOCTHOTO Pa3BUTHSL.
OK 5. Hcnonb3oBare nHMOPMAMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUHM B MpodeccroHanbHON
JESTEIBbHOCTH.
OK 8. CamocTosTenbHO ONpeAensaTh 3a1aud MpodecCHOHAIBHOTO M JIMYHOCTHOTO PAa3BUTHUS,
3aHUMATHCS CaMO0Opa30BaHHUEM, OCO3HAHHO IIJIAHUPOBATH MOBBIIICHIE KBATU (KA.
OK 9. OpueHTupoBaThCs B YCIOBHSX TOCTOSSHHOTO U3MEHEHHUS TPaBOBOM 0asbl.
IIK 1.1. OcymecTtBasaTe mpodecCHOHATBPHOE TOJKOBAHHE HOPMATHBHBIX IPABOBBIX AKTOB IS
peanu3anuy Ipas TpaKaaH B cepe MEHCHOHHOTO 00eCIeueHUs U COLMAIbHOM 3aIlMThHI.
[IK 1.2. OcymecTBisTh IpUeM IpaxaaH MO BOMPOCaM MEHCHOHHOTO 00ECMEeUeHUs U COIIMaIbHON
3aIIUTHI.
[1IK 1.3. PaccmarpuBaTh makeT JOKyMEHTOB ISl Ha3HAuY€HUS MEHCUM, MOCOOWi, KOMIEHCAINH,
JpYrUX BBIIJIAT, a TaKKE MEP COLMAIBbHOM MOJJNEPKKUA OTIEIbHBIM KaTEropusM TIpaXkaaH,
HYX/IAIOIMMCS B COLUAJIbHOM 3alTe.
I[IK 1.4. OcymecTBisaTh yCTaHOBJIEHHE (Ha3HAUYE€HME, IepepacueT, IEepeBOA), HMHJIEKCAUI0 U
KOPPEKTUPOBKY INEHCUW, Ha3HAYeHHE MOCOOMH, KOMIEHCAllMi M JPYrMX COLIMAIbHBIX BBIIUIAT,
UCIOJIb3Yd MH(OPMALlMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUH.
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I[IK 1.6. KoHCynbTHMpOBaTh TpaKJaH U MPEACTABUTENCH IOPUAMYECKUX JIMI[ IO BOIpOcam
MEHCHOHHOTO 00ECIIeUeHUs U COLIMAIbHOM 3aIlMTHI.

3 q)OprI KOHTPOJISA X1 OCHKH PE3yJbTAaTOB OCBOCHUA JTUCHUIIIMHBI

KOHTpoOsp M O1EHKA PE3yJIbTaTOB OCBOEHHUSI — 3TO BBISBICHHUE, U3MEPEHHUE U OLICHUBAHME
3HaHUW, YMEHUUW U (opMuUpyOIMXCS 0OHMX M NPO(ecCHOHANBHBIX KOMIIETEHIIMH B paMKax
OCBOEHHUS TUCLUUTIIHBI.

B coorBerctBHM ¢ ydeOHbIM mnaHoMm crnernuainbHocTH 40.02.01 TlpaBo u opraHuzanus
COIMAIBHOTO  obOecrieyeHsi, pabodeld MpPOrpaMMONl  JAUCHUIUIMHBI  «J/{OKyMEHTallHOHHOE
o0ecrieyeHre yIOpaBJIEHUs» IPEIyCMAaTPUBAECTCAd TEKYIMH M INPOMEXKYTOYHBIH KOHTPOJb
pE3YJIBTATOB OCBOCHMUSI.

3.1 ®opMbI TeKYLIET0 KOHTPOJIS

Texynmii KOHTPOJIb YCIIEBAEMOCTH IIPEACTABIsIET COO0l MPOBEPKY YCBOCHHS Y4eOHOTO
MaTepuaia, peryisipHO OCYIIECTBIISIEMYIO0 Ha MPOTSHKEHUH Kypca 00ydeHUsl.

Texynmii KOHTpPOJIb pE3YyAbTaTOB OCBOCHHS IUCIHUIIIMHBI B COOTBETCTBUM C pabodeit
pOrpaMMoON U KaJleHJapHO-TEMaTHYECKUM TUUIAHOM MPOUCXOJUT MPU UCIIOIb30BAHUU CIEAYIOIMX
00s13aTeNbHBIX (POPM KOHTPOJIS:

- BbINOIHEHUE U 3auuma 1ab0pamopuvix pabom;

- NPOBEPKA 8LINOIHEHUS CAMOCMOAMENbHOL pabombl CMyO0eHmos,

- NPOBEPKA BbINOIHEHUS KOHMPOIbHLIX pabom.

Bo Bpems mpoBeaeHus y4eOHBIX 3aHATUN JOMOJHUTENBHO MCIIONB3YIOTCS CIEAYIOIMe
(GOpMBI TEKYIIETO KOHTPOJS — YCMHblLL ONpOC, peulenue 3a0ady, mecmupoganue no memam
OMOENbHBIX 3aHAMUL.

BbinosiHeHue W 3anmTa JadopaTopHbIX padot. [Iporpamma mabopaTopHOToO MpakTHKyMa
y4eOHOl AucUMIUIMHBL «/loKyMeHTalMoHHOEe o0eclieueHue YIpaBJICHUsD MpeAHa3HAueHa IS
peanu3alui TOCyIapCTBEHHBIX TpeOOBaHUNW K MHUHUMYMY COJEP)KaHUS M YPOBHIO MOATOTOBKU
BBIITYCKHUKOB 1O crnenuanbHocTd 21.02.05 3emenbHO-UMYyIIECTBEHHBIE OTHOLIEHUSA. B naHHOM
paboTe TmpeacTaBieHAa TeMaTHKa HW3Y4eHUsS HEKOTOPbIX MPUEMOB pabOThl C TEKCTOBBIMU
JIOKyMEHTaMH, C KOTOPBIMU CTYIEHTBI CTAIKUBAIOTCS KaK B y4€OHOMU, TaK U B JI€JIOBOM MpaKTHKE.

JlaGopaTOpHBIii TpPAaKTUKYM SIBJISICTCS TPOJODKEHHWEM JICKUMOHHBIX 3aHATUHA 110
mucuunianae  «JlokyMeHTammmoHHOe obecrieueHne yrpaBiieHHs». OH TpeacTaBisieT coOoi
KOMIUJIGKCHYIO CKBO3HYIO 3ajauy. JloKyMeHTHpOoBaHHE HH(POpPMAllMd M JOKYMEHTAI[MOHHOE
o0Oecrie4eHHe YNpaBJIECHUsI pacCCMATPUBAIOTCS Ha IPUMEpE JESITEIbHOCTU YCIOBHBIX OpraHU3aluil
(mpeanpusituii, yupexaenuit). IlocnegoBarenbHO NPUBOASTCS MPAKTUUYECKWE 3aJaHUs 10
oopmieHuo OpraHU3allMOHHOH, pacnopsiIUTEIbHOM, MH(OpPMaIIMOHHO -CIIPABOYHON
JNOKYMEHTAI[MM, a TakkKe JOKYMEHTAalud 10 O(OPMIICHHIO TPYIAOBBIX MPABOOTHOIICHUM.
3aBepualoT MPAKTUKyM 3aJaHusl MO0 COCTABJICHHUIO U O(QOPMIICHHIO UTOTOBBIX YUETHBIX 3allMCEH,
HEOOXOAMMBIX MIPH MOATOTOBKE A€ IS epelaul X Ha apXUBHOE XpaHEHUE.

[To kaxmoMy 3aJaHUI0 IPUBOJATCS UCXOAHBIE JaHHbIE, HEOOXOJUMBIE JIJIsl COCTaBJICHUS U
odopmiieHHsT TOKYMEHTOB. M3noxeHue TeM sraboparopHoro mnpakrukyma ocHoBaHo Ha ['OCT P
7.0.97 — 2016 HamumonaneHblii crangapT Poccuiickoit ®eneparuu. Cucrema cTaHIapToOB IO
nHpopMaIuu, OMOIMOTEYHOMY W H3AaTeIbCKOMYy aAeny. OpraHu3aluOHHO -paACTOPSAUTEIbHAS
nokyMeHTarus. TpeboBaHusl K 0QOPMIIEHUIO TOKYMEHTOB.

JlaHHBII Ta00paTOPHBIN MPAKTUKYM TAaKKe MOXKET OBITh MCIOJIB30BAH IPU TOJITOTOBKE H
odopMIIEHHH KBAJTM(UKAIIMOHHBIX padOT Pa3HOTO YPOBHSI.

Hauano paboTsi:

1-p1if sranm. Oprasm3oBarh pabodee HWHQPOPMALMOHHOE WPOCTPAHCTBO CTYACHTA, B
COOTBETCTBUHM C TPHUHSATON (HaiJIOBOM CTPYKTYpOH, KOTOpas MpeaycMaTpUBaeT KIacCH(PUKAIUIO
uHdopMaIuu o Kypcam, rpymnmnam, GaMuiusaM CTYJEHTOB, BUAaM yueOHOM paboThI.

2-o# 3Tan. 3HaTh TCOPETUUECKYIO YacTh Kypca.

3-mit stan. OTkpeiTh Word, co3aaTh HOBBIH JAOKYMEHT (YHCTBIN), TIPUCBOUTH TOKYMEHTY
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ycinoBHOe uMs (Hampumep, 3aaanus kK [OCTy unu npuka3 mo oCHOBHOM AEATENbHOCTH ), COXpaHUB
B IIEPCOHAJIBHOM IANKE CTYAEHTA.

4-p1ii dTan. BeimonaHsATe HaOOp, QopMaTHpOBaHHE U COXPAHEHHUE TEKCTa JIOKYMEHTOB B
COOTBETCTBUH C 3a/IaHUSIMU, Ha3HAYasi JOKYMEHTY OIpeelIeHHbIE MapaMeTphl CTPAHUIIBI U pa3Mep
oymaru cornacao tpeboBanusm [OCT P 7.0.97 — 2016 u TOCT - 9327.

Cnucok J1a6opaToOpHbIX PadoT:

Jlabopamopnas paboma Nel. Odopmienue pexkBu3znToB nokymeHToB o 'OCT P 7.0.97-
2016 npu yrIIoBOM U IPOJOJIBHOM PaclojioKEHUH, OCHOBHBIE TPEOOBAHMUSL.

Jlabopamopnas paboma Ne2, 3. Ilpuka3. CocrtaBieHne u oQopMieHHE TMpHKa3a IO
OCHOBHOM JIEATENILHOCTH W MO JW4YHOMY cocTaBy. CocraBieHue W OQOpPMIICHHE BBHIITUCKUA H3
IpHKa3a o0 OCHOBHOM jesTenbHOCTH. Pacnopsbkenue. CocTaBUTh U OOPMUTD pacIOpsDKEHUE.

Jlabopamopnas paboma Ne4. CocraBienne u 0QGOpMIEHHE MHChMA-MPOCKOBI |
rapaHTUHHOIO MHUChMa.

Jlabopamopuas paboma Ne 5, 6. 3HaueHHEe W OOIAS XapaKTepPHCTUKA MH(POPMAIIMOHHO-
cpaBOuHbIX J0KyMeHTOB. CocraBieHue u  odopmiieHne HMHGOPMALMOHHO-CIPAaBOYHBIX
JIOKyMEHTOB OpraHU3aLUH.

Jlabopamopnas paboma Nel. Ogopmnenue pexeuzumos doxymenmos no I'OCT P 7.0.97-
2016 npu yenosom u npooosbHOM PACNONIONCEHUU, OCHOBHbBLE MPeOOBAHUS.
1. Yro Takoe 6mank gokymenTta? Kakue Bumbl 01ankoB gokymeHToB omnpeaenser [OCT P 6.30

—2003?

2.Cocmagumv u ogopmums pexeuzumsl ONAHKA 0N NUCeM, OIAHKA KOHKPEMHO20 8Udd
OOKYMEHMA ¢ NPOOOIbHBIM U Y2IOBbIM PACHOLONCEHUEM PEKBUSUMO8.

3.Kak dopmupyercst 3aroioBok K TEKCTy?

4.Ogpopmums npumepuvl 3a20108K08 K MeEKCMAaM. NUCbMA, NPOMOKONA, NPUKa3sd, 00KIAOHOU
3anuUcKu.

5.Kak odopmiisieTcsi peKBU3HT «@apecaT»?

6.0¢opmums  HeckOMbKO — npumMepos8  aopecamog:  YUpesCcOeHurd,  PYKOBOOUM e
nPeonpusimus, KOHKPEMHOMY OOIHCHOCIHOMY JIUYY .

7.Kakuie 271eMeHTBI BXOJIST B PEKBH3HUT «ITOMUACHY?

8.0¢opmums noonucu pyxosooumens npeonpusimus, e20 3amMecmumes, pPYKO8oOUmels
CMPYKMYPHO20 NOOPA30eieHUsl, OOKYMEHMA, COCMABIEHHO20 KOMUCCUE.

9.Kakue »neMeHTHI BXOJST B cocTaB Tpuda yreepxaeHus? [ 1e oHu pacmnonararotcs?

10. Cocmasumsv u ogpopmums epug ymeepoicoeHus pykogooumenem npeonpusimusi, Opyeum
PacnopsaoumenbHblM OOKYMEHMOM.

11. T'ne pacmonararoTcsi BCe BU3BI COTTIaCOBAHUS TIOKyMEHTa?

12. VI3 kakuX 3JIEMEHTOB COCTOMT Ipu coriacoBaHusi?

13. Cocmasume u ogopmums éHympenHe cocnacosanue OOKYMEHMA C PYKOBOOUMeNIMU
CMPYKMYPHBIX NOOPA30eieHUll NPeOnPUsImusl.

14. Kak odopmiisieTcsi NpuJIOKEHHUE K JJOKyMEHTY?

15. Oghopmums npunosicenue k kakomy-1ubo OOKyMeHmy.

16. Ha3BaTh BCiOMOTaTENIbHBIE OTMETKH K JOKYMEHTAM.

17. Oghopmums nHeckonvko 6u006 ommemokx. 06 ucnoinumene, 06 UCHOIHEHUU OOKYMEHMA U
HanpasieHuu e2o 8 0e1o, 0 NOCMYNIeHUU OOKYMeHMA.

IIpoBepka BBINOJHEHU CAMOCTOSATEJIbHOH padorbl. CamocrositenbHas paboTta
HalpaBlicHa Ha CaMOCTOSTEIBHOE OCBOCHHUE U 3aKPCIJICHHE OOYYarOIMMHUCS TPAKTUYECKUX
YMEHHH U 3HaHWH, OBJIaIcHIE NMPO(PeCCHOHATBHBIMU KOMIIETEHIIMSIMU.

CamocrosTenpHas MOJArOTOBKa OOYJarONMXCS 10 JUCIHUIUIMHE TPEAIOIaraeT CICAYIonpe
BUJIBI 1 POPMBI paOOTHI:

*  Cucmemamuyeckas npopabOoOmKa KOHCHNEKMO8 3aHAmull, Y4eOHOU U CHeyudaibHOl
IOPUOULECKOU TUMEPAMYPbi.

*  CamocmosmenvHoe uzyuenue Mamepuaid U KOHCHeKmuposanue jieKkyuil no y4eoHou u
CneyuaIbHOU PUOULecKoll aumepamype.

»  Cocmasnenue anoccapus, 3ay4usanie mepmMuHos.
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*  Hanucanue »scce no 3aoanunou meme. Hanucanue scce npedocmaensem cobdou
MeopuecKylo  0esimerbHOCmb — 00y4awe2ocs, 6 pamMKax KOmMOpou Npoucxooum — auaniu3
3aKOHOOAMENbCMEA U CAONHCUBUIELCS. CYOCOHOU NPAKMUKU ¢ NOCIe0VIOUUM U3TOHCEHUEM C8OUX
coobpadicenuti 8 c60000HOIU hopme 8 obveme He Menvute 1 cmpanuysl u He bovwe 3 cmpanuy. B
PAMKAX 3cce Npueemcmeyemcs UslodceHue: Kakou-1ubo npoonemMamuru, CIOHCUBUUXCS 832151008,
3apybescHo20 Onvblma U NPeosloNCEeHULl N0 NPeoOOoNeHUI0 YKA3aHHblX npobaem. Cnucox 3adanutl,
Komopule cooepicam pabomsl HO HANUCAHUIO ICCe:

1. «IIpopeccus dokymenmogeda ce200us u 3a8mpay
2. «HUngpopmayuonnas ynkyus 0oKymenmay
3. «Hopmamusno-npasosas 6asa u cmanoapmu3sayus 8 0ei0npouU3800Cmee»
e Paboma co cnpagoyroul iumepamypoul u HOPMAmuGHbIMU MAMEPUATAMU.
CHIuCcOK caMOCTOSITETBHBIX PadoT.

e Camocmosmenvhas paboma Nel. Buapl pabOT: MOATOTOBKa KOHCIIEKTOB. TeMaruka:
[IpaBuna padotsl ¢ Oymaroit opmara A mo OCT 9327. «bymara morpedutenbckas. Dopmarsiy.

e Camocmoamenvras paboma Ne2. Bunpl paOboT: BBIIOIHEHHE MPAKTHYECKOTO 3a/IaHUSI.
Temartuka: cocraBiieHHEe U 0OPMIICHHE PACTIOPSHKEHUS (PEICHM).

e Camocmoamenvras paboma Ne3. Bunpl paboT: BBIIOIHEHHE MPAKTHUECKOTO 3aJlaHUSl.
Tematnka: cocraBieHne W odopMJIeHHE  MHCbMa-TpHUIVIAILIGHUS,  3ampoca,  OTKasa,
COMPOBOAUTENHHOTO MHUCbMa, HHGOPMALIMOHHOTO.

e Camocmosmenvhas paboma Ne4. Bunpl paboT: BBITTOTHEHUE MPAKTUUECKOTO 3aJaHUS.
TemaTunka: coctaBieHue U oQopmiIeHHE aKTa.

e Camocmosmenvhas paboma Ne5. Bunsl paboT: MOATOTOBKA KOHCIEKTOB. TemaTwka:
OCHOBBI cUCTEMaTH3aluK JTOKYyMEHTOB U odopmieHue ux B geno. CocraBieHune u oopMieHue
OTIHUCH Jena.

e Camocmosmenvras paboma Ne6. Buabl pabOT: MOArOTOBKAa KOHCIIEKTOB. Temaruka:
[IpaBuia TupaxupoBaHusl KOH(MUIEHIHATBHBIX JOKyMeHTOB. [IpaBuia cocraBiieHUs] HOMEHKIATYD.
®opMmupoBanue U opopMIICHHE KOH(DHUACHIHAIBHBIX JIel. PexuM xpaHeHUs KOHQUICHIMATbHBIX
JIOKyMEHTOB.

IIpoBepka BBINOJHEHHST KOHTPOJBHBIX Ppador. KoHTponbHas paboTa MpoBOAUTCA C
[[EeJTbI0 KOHTPOJISI YCBOCHHBIX YMEHHUH M 3HAHWUW M TOCIICAYIOIICTO aHaTN3a TUITHYHBIX OIHOOK 1
3aTpyIHEHU OOYyJalOUMXCS B KOHIIE M3y4eHUs] TeMbl wind pasfena. CormacHO KalleHJapHO -
TEMaTHYEeCKOMY ILIaHy AUCIUIIIUHBI TPEIYCMOTPEHO MPOBEIEHNUE KOHTPOIBHBIX paboT.

Bomnpocs! k KOHTpOJIbHON padoTe:

1. KakoB npeaMeT JOKyMEHTAIMOHHOTO 00ecieueHus yrpaBiaeHus?

2. Kak cCBs3aHO JIOKYMEHTAllMOHHOE OO0ECIEYEeHHE YIpPaBJIECHUS C JOKYMEHTOBEICHUEM,
JIEJIONPOU3BOJICTBOM, apXUBOBEIEHUEM?

3. Kakyro poip urpaer JOKyMEHTAlHOHHOE OOEeCTieueHHEe B YIPABICHHH COBPEMEHHBIMHU
OpraHu3anusmMu?

4. Kakue HOPMaTHBHO-IIPABOBBIE aKThl PETYIUPYIOT JIOKyMEHTAllHOHHOE oOOecleyeHune
yrpaBiaeHus?

5. KakoBa mpakTuyeckas 3HAYMMOCTh y4eOHOW  JUCHHUIUIMHBI <JIOKyMEHTAIIMOHHOE
oOecrieueHHe yrpaBiaeHUsD»?

6. Kakoit 00beM U cojiepykaHue UMEIOT TTOHATHS «HHGOPMAITHSD U «ITOKYMEHT»?

7. Kakyto ponp urpaer uHpopmanus B oOecrieueHUU 3(PPeKTUBHOIO yrnpaBiaeHUs?

8. KakoBbI HCTOUHUKYU MOJIy4€HHUS YIIPaBICHUYECKOH MH(popMarnm?

9. KakoBbl HazHaueHHe W (QYHKIMHU CIY)KO JOKYMEHTAIIHOHHOTO OOECTIeUeHUs yIpaBJICHUS B
COBPEMEHHBIX OpraHU3aLMsIX?

10. Yro Takoe «cucrema IOKYMEHTAIMU» U «yHHU(UIIMPOBAHHAS CHCTEMA JOKyMEHTALlUU»?

11. Kakwe BuABl yOpaBIEHUYECKHX JIOKYMEHTOB BKIIOYaeT B ce0s YHuduuupoBaHHas
cucTeMa OpraHM3aliOHHO-PACIOPSIIUTENIbHON TOKyMeHTauu?

12. KakoBo naznauenne OCT P6. 30-2003?

13. Ilonstue: "pekBU3UT" NOKYMEHTA.
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14. Yro Takoe MOCTOSIHHBIE M TEPEMEHHbIE PEKBU3UTHI OpPraHU3al[MOHHO-PACIIOPSIIUTENbHON
JIOKYMEHTAI[UN?

15. KakoB coCTaB MOCTOSHHBIX M IIEPEMEHHBIX PEKBU3UTOB  OPraHMU3al[MOHHO-
pacnopsauTeNbHON JOKyMEHTalK ?

16. Kakue pexkBHU3UTBI HCIOJB3YOTCS B  3arojJJOBOYHOM YacTH  OpPraHU3al[MOHHO-
pacnopsAUTENbHBIX JOKyMEHTOB?

17. Kaxue pekBU3UTHI MCHOJIB3YIOTCS B COJEPIKATEIBHOM YacTH OpPraHU3aLUOHHO-
pacnopsAUTENbHBIX JOKYyMEHTOB?

18. Kakue pekBU3UTHI HUCIOJB3YIOTCS B OQOPMIISIIOIIEH YacTH OpraHM3allMOHHO-
pacropsauTENbHbIX JOKYMEHTOB?

19. KakoBbI TpeboBanus K 0OPMICHHIO MTPUKA30B 110 OCHOBHOMU JEATEIIEHOCTH ?

20. Kak oopMuTh BBITTUCKY U3 TTpUKa3a?

21. Kak opopmuTts pemenue?

22. Kak oopmMuTh IOCTaHOBJIEHUE?

23. Uro coboii mpexacraBisier YcraB opranuzanuu? KakoBel OCHOBHBIE TPEOOBAHUSI K €TO
COCTaBJICHUIO U OOPMIICHUIO?

24. Kak odopmuts Ionoxenue o0 otaene wim ciayx0e opranuzanuu?

25. Kak oopmMuTh mratHoe pacrnucaHue?

26. Kakue TpeboBaHUS TPEIBABIAIOTCA K OOPMIICHHIO JOTOBOPA, KOHTpakTa?

27. Yro Takoe MHCTPYKIIUs, KAKOBO €€ cojepkaHue u odopmiieHue?

28. Kakue TpeOoBaHMS TPEABIBISIFOTCS K 0OPMIICHHIO TTPOTOKOJIa?

29. Kak opopMuTh JOKIAIHYIO, CIY>KEOHYIO U OOBSICHUTEIBHYIO 3aITHCKU?

30. KakoBbl coBpeMeHHBbIE TpPeOOBaHUS K S3bIKY M CTHJIIO YIPABIECHYECKUX JOKYMEHTOB?

31. VI3 KakuX YacTel CKIaIbIBAETCS IOKYMEHTOOOOPOT OpraHu3amun?

32. KakoBblI 3Tansl paboThl ¢ BXOIANIMMHU TOKyMEHTaMH ?

33. Kak cTpoutcs paboTa ¢ HCXOASIMMH JOKYMEHTaMH ?

34. KakoBa TexHOJIOTUs pabOThl C BHYTPEHHUMH JTIOKYMEHTaMu ?

35. Kakue 3a1aun JOKyMEHTOOOOPOTa peIIaeT PEerucTpanus J0KyMEHTOB?

36. Kakue ympaBieHYecKde JOKYMEHThl HE TMOJUIeKaT pErucTpaluu B  CIyX0ax
JIOKYMEHTAI[MOHHOTO 00ecreueHus yrpaBieHus?

37. KakoB mOpsIIOK perucTpanuu ynpaBaeHYECKoro J0KyMeHTa?

38. Kakue CymecTBYOT BUbI KOHTPOJIS UCITOJHEHUS JOKYMEHTOB?

39. Kakue omnepanuu MO KOHTPOIIO MCIOJIHEHHUS JIOKYMEHTOB OCYLIECTBISIOT CIIYXKOBbI
JOKyMEHTAI[MOHHOTO 00eCIIeYeHU s yIIpaBIeHuUs?

40. Kak ocCymiecTBISIETCS CUCTeMaTU3alisl U XpaHEHUE JOKYMEHTOB B OpraHU3aluu?

41. Yro Takoe neno, ¢ TOYKM 3pEHHsS JOKyMEHTOBelneHu:a? IlpuBenure npumepsl e,
XpaHsIKXCS B OpraHU3alUu.

42. PackpoiiTe colep>KaHu€ IOHSTHS «HOMEHKIarypa nem». Kakoe MOJKHOCTHOE JIMIO B
OpraHM3alliy OTBEYAeT 3a COCTABJIEHUE W BBEACHHUE B JIEHCTBHE HOMEHKIATYpPHI A€?

43. KaxkoBbl peKBU3UThl HOMEHKIATYpHI 1€’

44. KakoBa coziep>kareiibHas 4aCcTb HOMEHKIATYphI €77

45. Kakue nmpu3HaKu 3aBeJICHUS Jiefia UCTIONb3YIOTCS TpU (opMupoBaHUH Je?

46. KakoB 0CHOBHOM MpUHITUIT (GOPMHUPOBAHUS TOKYMEHTOB B Jienia?

47. Kakue HopMaTUBHBIE TPEOOBAHUSI HEOOXOJMMO COOMIOAATE NMpU (GOPMUPOBAHUM J1€17

48. Uro Takoe HKCIEepTH3a IEHHOCTH JOKYMEHTOB, U KaKie JI0JKHOCTHBIE JIMIA B OpraHU3aluu
3aHUMAIOTCA €€ MPOBEACHUEM?

49. Kakue HOpMAaTUBHBIE aKThl PETYAMPYIOT MPOBEAECHUE SKCIEPTU3bl LIEHHOCTH JIOKyMEHTOB
B OpraHu3anuu?

50. Yro sABisieTCst pe3ysIbTaTOM MPOBEACHUS SKCIEPTU3bI IEHHOCTH IOKYMEHTOB OpPraHU3aluu?

51. Kak ocymecTBisiercss MOATOTOBKAa Jed K apXMBHOMY XpaHEHHMI0 B COBPEMEHHBIX
OpraHu3anusx’?

52. Kakue 1OKyMEHTbI BXOAST B COCTaB JIOKYMEHTAIlMU I10 Kajipam?

53. Yro Takoe TpyOBOM KOHTPAKT?

54. KakoBbl OCHOBHBIE U JONOJIHUTEIBHBIE YCIOBUS TPYAOBOIO KOHTpaKra?

55. Ha kakoil cpok MOXET ObITh 3aKII0UEH TPYJOBOW KOHTPAKT?
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56. Uto Takoe nmuuHas kapTouka (Gopmbl T-2? Kakas nndopmarus Gukcupyercss B Hel?

57. KakoBpl NpaBuJIa 3alI0JIHEHUS U XpaHEHU s JIMYHBIX KApTOUEK?

58. Kakue nelicTBus pUKCUPYIOTCS B IPUKa3ax o Kajapam?

59. KakoBbI CpOKU XpaHEHUSI MPUKA30B?

60. YUro Takoe anuHoe Aeno? Kakue TOKyMEHTBI BXOJAAT B €TI0 COCTaB?

61. KakoB nopsaok GopMUpOBaHUS U XpaHEHUS JIMYHBIX €77

62. KakoBbl mpaBuJia 3aloJHEHUS TUTYJIBHOTO JUCTA TPYIOBOM KHUXKKH ?

63. Kakue cBeneHus o pabOTHUKE (PUKCUPYIOTCS B €0 TPYAOBOM KHIKKE?

64. Kak xpaHsTcsi TpyAOBbI€ KHM)KKH, U BEJIETCS X ydeT?

65. Kakass oprrexHuka UCHOJIb3yeTCs [JJsi COCTaBJIEHUS JOKYMEHTOB B COBPEMEHHOM
JIEJIOTIPOU3BOICTBE?

66. Kakas oprrexHuka HCHOJIB3YyeTCA Uil MOWCKA, PAHEHHS W Tepelayd JIOKyMEHTOB B
COBPEMEHHOM JIETIONPOU3BOJCTBE?

67. KaxkoBbl  BO3MOXHOCTM  KOMIIBIOTEPHBIX  TEXHOJIOTMH B  JIOKYMEHTAallHOHHOM
obecrieueHn M yrpaBiIeHHS?

68. KakoBbl = BO3MOXHOCTM  CpPEACTB  TEIEKOMMYHHUKAlMM B  JIOKYMEHTAallHOHHOM
o0ecrie4eHnH YpaBJIeHUs?

69. B kakux cnydasx OPUMEHSIOTCS CTaHJapTHbIE OQUCHBIE MPOrpaMMbl B OpraHU3AlNHU
JIEJIONPOU3BOACTBA?

IIpumepHOEe TecTHpPOBaHME
1. /lenonpouzeoocmeo — smo...
a) cucrema COCTaBIICHUS " XpaHCHUS JIOKYMEHTOB;
0) 3anuch HMHPOPMALMM  HA  PA3IMYHBIX HOCHUTEISIX IO YCTAaHOBJICHHBIM  IpaBUJIAM;
B) OTpAcib JEATEIBHOCTH, OOECIEeUMBAIONAs JOKyMEHTUPOBAHUE M OpraHU3aluio paboOThl C

O(QUIIMATIBHBIMU IOKYMEHTAMU.

2. [lonsimue «00KyMenmuposauue» - 3mo...
a) 3a1much nHpOpMAITIH u odopmiieHnE JIOKYMCHTA,;
0) 3anuch HHMOPMAIIUU Ha PA3IMYHBIX HOCUTEIISIX 110 YCTAHOBJICHHBIM ITPAaBHIIaM;

B) XpaHEHHE JOKyMEHTA.

3. Jlokymenmoobopom — 3mo...

a) yCIIOBHOE 0003Ha4YeHHE, IPUCBAEMOE JIOKYMEHTY B IIpollecce YydeTa U MCIOJHEHUS,
0) IBM)KEHUE JTOKYyMEHTOB B OpPraHM3allid ¢ MOMEHTA MX CO3/IaHMS FITH TTOJIydE€HHUS 10 3aBEPIICHU S
UCIIOJIHEHUS WJIM OTIPaBJICHUS aJIpecary;

B) OTpaciib JESATEIbHOCTH, OO0eCleuuBaromas JIOKYMEHTUPOBAHUE M OpraHu3aluio padoThl ¢

O(i)I/II_II/IaJ'IBHBIMI/I JAOKYMCHTAaMU.

4. Opueunan 0oKymeHma — 3mo ...
a) IepBOHAYAIBHBIN K3EMILISP TOKYMEHTA,;
0) PK3EeMILIAP JOKYMEHTA, SBIISIOMMICS UCXOTHBIM MaTEPHAIOM;

B) BCE OTBETHI BEPHHI.

5. 3akonvr P® oenamces Ha:

a) YKkasbl npe3ujieHTa u nocranoBieHus [IpasutenscrBa PO;
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0) HopMatuBHBIE akThl (eiepaibHbIX OPraHOB MUCIOJTHUTEILHOMN BJIaCTH

B) BCE OTBETHI BEPHHI.

6. Konus — smo ...

a) UJICHTUYHOE, BOCIIPOU3BEICHNE TTOATMHHNKA, OCTAIOMIASICS B JIENax MPeapUsITHS, KaK MPaBUIIO,
HE 3aBepseTCs MOJIMUCHI0 JOHKHOCTHOTO JIUIA;

0) HICHTHYHOE, 3aBEPEHHOE JOKHOCTHBIM JIUIIOM BOCIIPOU3BEICHHUE MONIMHHUKA;

B) HET BEPHOTO OTBETA.

7. Payuonanvno opeanuzo8annvlii KOMNIEKC 63AUMOCBA3AHHLIX OOKYMEHMO8, CO30aHHbIL NO
€OUHBbIM NPABUIAM U MPeDOBAHUAM U NPUMEHAEMbIU 8 ONPedeNeHHOl 00aacmu 0esmelbHOCMU,
HA3b18AIOM ...

a) CTaHAapTH3aIUECH;

0) yHU(UITUPOBAHHOM CHCTEMOI JOKyMEHTAIINY;

B) KJIacCU(DMKATOPOM YIPaBICHUYECKON JTOKYMEHTALIUH.

8. Pexeuzum 0oxymenma — 5mo...

a) 00s13aTeIIbHBIN 3JIEMEHT oopMITeHHS oUITATBEHOTO JIOKYMCHTA;
0) moMeTKa, YKa3bIBaIOIIAs Ha 0COOBII XapakTep;
B) YCJIOBHOE 00O3HAuYeHHE, NpHCBacMoOe JOKYMEHTY B IIpoliecce ydera (perucrpanuu) u

HNCITOJIHCHM .

9. Cmanoapmul opeanusayuil 6 Poccuu mozym paspabamuleamucs u npuMeHambCs 0p2aHu3ayusmu
68 CNeOYIOWUX CTYUASX:

a) Juid o0ecrieYeHHs] MCIOJb30BaHUs Ha MPeanpusaTHsaX Texuudeckux perameHtoB PO, TOCT P,
['OCT, MexmyHapoAHBIX, HAIMOHAIBHBIX CTaHIAPTOB 3apyOCKHBIX CTpaH, CTAHIAPTOB HAYIHO
TEXHUYECKUX, WHKEHEPHBIX OOMIECTB M JPYrMX OOIECTBEHHBIX 00bemuHenui, CTII mpyrmx
OpraHuzaluii, a TaKKe Ha CO3JaBacMble Ha JAHHOM HPEANPUATHU MPOAYKIHIO, YCIYyIH H
MIPOM3BOJICTBEHHBIE MTPOIIECCHI (PAOOTHI);

0) peructparuu  GopM JOKYMEHTOB, YHOPSIOYEHUS HHQPOPMALMOHHBIX MOTOKOB B HApPOJHOM
XO3SICTBE, COKPAIICHHS KOJIMYECTBA MPUMEHSAEMbIX (JOPM, pallMOHAIBH O OpraHU3aIl[uu KOHTPOJIS
3a IPUMEHEHNEM YHUPHITMPOBAHHBIX (JOPM JOKYMEHTOB;

B) HET BEPHOTO OTBETA.

10. Hayuonanvnvie cmanoapmel u Qbujepoccutickue Kiaccupukamopovl mex HUKO -3KOHOMUYECKOU U
coyuanbHoU uHgopmayuy, 8 mom yucie npasuia ux paspadomxu U npuMeHeHus, NPeocm agsaom
coboti ...

a) MEKHAIIMOHAJIBHYIO CUCTEMY CTaHapTU3ALUU;

0) HAIMOHABHYIO CHCTEMY CTaHIapTH3AIIHH;

B) CUCTEMY CTaHJIapTHU3aLUU.

CeoaHas Ta0sMIa 1o NpUMeHsieMbIM (popMaM U MeTOAaM TeKYILIEro KOHTPOJISA U
OLICHKH pe3yJIbTaTOB 00y4eHMs
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Pe3y.]'l]>TaTbI oﬁyqe}mﬂ (I)OpMI)I H ME€TOABI KOHTPOJIA U OLHCHKHA

(ocBOEHHBIE YMeHMHSsI, YCBOEHHbIE 3HAHMSA) pe3yJIbTaTOB 00y4eHUst
OcBoeHHBIC YMEHHSA:
Odopmitsats OpraHU3alMOHHO- Breimonnenune wu 3ammrta  1abopaTopHO-
pacropsauTeIbHbIE JOKYMEHTBI B | IPaKTUYECKUX PabOT
cootBercTBUH ¢ AeicTByronmM [[OCTom OueHka  TPaBUIBHOCTH  BBIMOTHEHUS

CaMOCTOSITEbHON PabOThI
Pemenue 3a1a4 BO BpeMs 3aHsITUS

OcymecTBiaTe  00paboTKy BXOISNMX, BeimonHenne wu 3ammrTa  J1abopaTopHO-
BHYTPEHHUX U  MCXOMSIMX JOKyMEHTOB, | IPaKTUUYECKUX paboT
KOHTPOJIb 34 UX UCIIOJIHEHUEM OueHka  NpaBUIBHOCTH  BBINOJHEHUS

CaMOCTOSITEIbHON pabOThI
Pemenue 3a1a4 BO BpeMsl 3aHSITUS

OdopmiaATs TOKYMEHTHI JUIS Tepeaadn Beimonnenne u 3ammrTa J1abOpaToOpHO-
B apXUB OpraHU3AINU MPaKTUYECKUX padoT
OneHka  TPaBWIBHOCTH  BBITIOJHCHUS
CaMOCTOSITEIBHON pabOTHI
Pemenue 3amad Bo BpeMs 3aHATUS

PaboTath B KOJUIEKTMBE M KOMAaHJE, BeimonHenne u 3anmrta JgabopaTopHO-
spdekTuBHO  0Om@ATBCS € KOJUIETaMH, | TPAKTUYECKUX PadoT
PYKOBOJICTBOM, MOTpeOUTENsIMH  coOmroaast OueHka  NpaBUIBHOCTH  BBINIOJHEHUS
JIeIOBOM  ATHKET M 3aKOHOJATENbCTBO | CAMOCTOSITEIBHOM pabOThI
Poccniickoit denepanuun Pemenne 3a1a4 BO BpeMs 3aHATHS
YCcBOCHHBbIE 3HAHMA:

OCHOBHBIE TIOHATUS JOKYMEHTa, €ro Bompocs! k KOHTPOIBHOM paboTe
CBOMCTBA, CLIOCOOBI JOKYMEHTHUPOBAHUS VYCTHBIN 0npoC BO BpeMs 3aHATHUSA

Pemenue 3amau

[IpaBuna cocraBieHust U odopmieHuUs Bomnpocs! k KOHTpOIbHON padoTe
OpPraHU3alMOHHO-PACTIOPSAANTENBHBIX VYCTHBIN 0npoc BO BpeMs 3aHATHUSA
JIOKYMEHTOB Pemenue 3amau

CucreMy ¥ THUIOBYIO TEXHOJOTHIO Bonpocsl k KOHTPOJIBHOM paboTe
JIOKYMEHTAI[MOHHOTO obecrieueHust VYCTHBIN 0npoc BO BpeMs 3aHATHUSA
YIIPABJIICHUS Pemenne 3anay

OcoOeHHOCTH  JIeJIONPOU3BOACTBA IO Bonpochkl k KOHTPOIBHOM paboTe
oOpallleHusIM TpakJaH U KOH(UASHIIHAIBHOTO VYCTHBIN onpoc BO BpeMsl 3aHATHUSA
JIEJIONPOU3BOJICTBA Pemenue 3anau

3.2 ®opma NpoMe:KYTOUYHOM aTTeCTAlUU

[Mpomexxyrounas arrectanus no aucuummae OIL13. JlokymeHTalnOHHOE OOecreueHue
yIpaBIeHUS — OughghepeHyuposanHulil 3auem.

Obyuarowuecss donyckaromes K coade oughghepenyuposannoco 3auema npu GblNOJHEHUU
6cex  BUOOB  CAMOCMOSMENbHOU  pabomvl,  NPAKMUYecKUx U  KOHMPOIbHbIX — pabom,
nPeodycMompenHuiX paboyel npoSpamMmMol U KaieHOapHO-MeMamudecKuM NiaHoM OUCYUNTUHDL.

Hugpghepenyuposannviii 3auem npogooumcs 3a cuem 6pemMeHU OMEeOeHHO20 HA U3YYeHUe
OUCYUNTUHDBL, NPU YCIOBUU CBOEEPEMEHHO20 U KAYECMBEHHO20 GbINOJHEHUSL 00YUAIOWUMCS 6CEX
81008 pabom, npedycMOmMPeHHbIX padbouell NPOSPAMMOU OUCYUNTUHBL.

Ilepeyensb 3aganuii K ouggepenyuposannomy 3aueny
TecTtupoBanue. 5 BapuaHTOB pabOThl, Pa3IMUHBIX IO COAEPKAHMIO W BKIoyaroumx 20
3aJlaHuil B TECTOBOM (opMe, a TakkKe KIY ¢ BapUaHTaMHU IPaBUJIBHBIX OTBETOB B TaOIMYHOM

dopme.

@®opMBI TECTOBBIX 3aJAHUI MPEJCTABIISIOT COOON (COTIIACHO MPUHSATON KIIacCH(PUKAIINH):
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703aganuii ¢ BBIOOPOM, B KOTOPBIX OOydarolmecs BBHIOMPAIOT MPAaBWIbHBIA OTBET U3
JAHHOTO Habopa OTBETOB;

10 3agaHuMii Ha YCTAHOBJIEHHE MPABMJIBHOW IMOCIEIOBATEIIBHOCTH, B KOTOPBIX OT
oOyvaromierocsi TpeOyeTcsi yka3aTh TMOPSAOK DJIEMEHTOB, JEHCTBHII WM  IPOIIECCOB,
MEPEUYHCIICHHBIX B YCIOBUH;

10 3aaHuii Ha YCTAaHOBJIEHUE COOTBETCTBUS, BHIMOJHEHNE KOTOPHIX CBS3aHO C BBISIBIIEHUEM
COOTBETCTBHUS MEX/TY dJIEMEHTAMH JIBYX MHOKECTB;

10 3aganuii ¢ KOHCTPYHPYEMBIM OTBETOM, TPEOYIOIME TIPU BHIIIOJTHEHUU OT 00yJaromerocs
CaMOCTOSITEIBHOIO MOJYYEHHUsI OTBETOB (KPAaTKUX PErIAMEHTHPOBAHHBIX UJIM Pa3BEPHYTHIX).

Kaxxnoe TecroBoe 3amaHne MMeEET OINpEeAETCHHBIN MOPSAKOBBI HOMEp, MHCTPYKIUIO IO
BBIITOJIHEHUIO U CTaHJAApTU30BaHHbBIE IPaBUJIa 1O OLIEHKE PE3yIbTaTOB €r0 BHINOIHEHUS.

Moprdonuo cMEmaHHOTO THUIIA, HCHOJB3YIOIIEECS [JIi HPOBEPKH YCBOCHHUS 3HAHUN U
MPAKTUYECKUX HABBIKOB MO AUCHHUIUIMHE U TMpeAcTaBisitoniee coboi manky «Jlemo No oy,
UMUTHPYIOLIYIO TOAOOHYIO MANKy ¢ JOKyMEHTaMU OpraHu3aiuu (IpeAnpusTis) B peKOMEHIyeMOM
MOPSIKE IpeIaraeMoro cocraBa nopTQoamno.

BapuaHTbl KOHTPOJILHO-U3MEPHUTEIbHBIX MaTepPHATIOB

HNucrpykuus:

Ha BoimonHeHUE TeCTOBOTO 3a1aHus OTBOUTCS 20 MUHYT.

Tect coctouT u3 4 yacreii, obiee konuuecTBo Bormpocos 100.

3aaHue COAEPKUT TeCThl 4-X THUIOB: 1) TecThl ¢ BEIOOPOM OAHOIO MPABUIIBHOIO OTBETA; 2)
TECTBl C  MHOXECTBEHHBIM  BBIOODOM  OTBETOB; 3) TecThl Ha  BOCCTAaHOBJIEHUE
COOTBETCTBHUSI/TIOCIIEIOBATENIEHOCTH; 4) TECTBI OTKPBITOTO THTIA.

BeinonusaTe 3amaHus HY)KHO CaMOCTOSTENbHO, HE OTBJICKASACh, B MOPSAAKE UX CIEIOBAHUS.
Jlns >KOHOMUM BpeMEHU NpOIycKaiiTe 3aJaHue, KOTOpoe He YHaéTcsl BBIMOJIHUTH Cpasy, U
nepexoauTe K cieayromemy. Eciau mocne BInoaHeHHs Beeil paboThl y Bac OCTaHETCS BPeMsi, TO BbI
MO’KETE BEPHYThCS K MPOMYIIEHHBIM 3a/laHusIM. basuibl, mosydeHHble BaMU 3a BCE BBINOJIHEHHbIE
3amaHus, cymmupyrorcsa. [loctapaiiTech BBIMOTHUTH KaK MOXHO OOJbIlle 3aJaHUi U HaOpaTh
HanOoIbIIee KOJIMYECTBO OAIIIOB.
Bapuanr 1
BbiOeputre oaMH BapuaHT oOTBeTa M3 NpeaaoKeHHbIX. JlailiTe omnpeaeseHue TNOHSITHIO
"nokymeHT'. JlokyMeHT 3TO...

a) Ha0Op PEKBU3UTOB, UJACHTH(UIIUPYIONMX aBTOPa OPUITHAITBHOTO THCHMEHHOTO JOKYMEHTA;
0) 3adukcupoBaHHas Ha MaTepUATLHOM HOCHUTENe WHQOpPMAIUs C PEKBU3UTAMH, MO3BOJISIONMMU €€

UJCHTU(UITNPOBATH;

B) 3aMUCh HHGOPMAIIMU Ha PA3IMYHBIX HOCUTENSX 10 YCTAHOBJIEHHBIM IIPaBUJIaM U B COOTBETCTBUU C

TpeOOBaHUSIMU;

r) 3aMKCHpOBaHHAs HAa MaTepUalbHOM HOCHUTeNEe MH@opMalus, IpelHa3HaueHHas JUid [epeayn ee

2.

a)
0)
B)
r)
3.

a)
0)
B)
r)
4.

a)
0)

B)

BO BPEMEHHU U MPOCTPAHCTBE.

BoiGepuTe 0MH BApHAHT O0TBeTa M3 mpeioxkeHHbIX. Kak kiaccu(uuupyT 10KyMeHTHI M0
NPOMCXO0K/1e HUIO?

CIIy)KeOHbIE U TUYHBIE;

WHIMBUYaJIbHBIC U TUTIOBBIE;

BXOJISIIME U WCXOJISIIHE;

MPOCTHIE U CIOXKHBIE.

BoiGepuTe 0UH BapuaHT OTBeTa U3 mpeaioxkeHHbIX. Kakue ¢opmarsl Oymaru yaiie Bcero
HCIIOJIBL3YIOT B J1€JIONPOU3BOACTBE?

Al u A2

A3 u Ad

A4 u AS

A6 u A7

BbiOepuTe mnpaBWiIbHBII OTBeT M 3akoH4YuTe mpemioxkenue: '"T'OCT P 6.30-2003
YCTAHABJIMBAET CJIeAy0lMe pa3Mepsbl noJiei (He meHee, Mm) ..."

neBoe-20; mpaBoe- 10; BepxHee-20; HuxHee-20;

neBoe-20; mpaBoe-20; BepxHee-20; HuxHee- 20,

neBoe-20; mpaBoe-20; BepxHee- 15; HuxHee-20;
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0)
B)
r)

a)
6)
B)

11.

neBoe-30; mpaBoe-10; BepxHee-15; HukHee-15;
BriOepute 0aOMH BapuaHT OTBeTa M3 NpeatokKeHHbIX. K OpraHM3anMOHHBIM JOKyMeHTaM
OTHOCSITCSI:
MPUKa3bl 10 OCHOBHOMW JIEATEIBHOCTH, YCTAB, IITATHOE PACHUCAHUE, TOJKHOCTHBIE HHCTPYKIUU;
yCTaB, CTPYKTypa U IITaTHas YHWCIEHHOCTb, IUTaTHOE paclucaHue, IpaBUJIa BHYTPEHHETO
pacrnopsizika, T0JKHOCTHBIC HHCTPYKIIHH |
yCTaB, MPHUKa3bl 10 TUYHOMY COCTaBY, IPUKa3bl 10 OCHOBHOM JEATEIBHOCTH, aKThl, TPOTOKOJIBI;
MPUKa3bl 10 OCHOBHOMW JIEATEIILHOCTH, aKThl, TPOTOKOJIbI, JOJIKHOCTHBIE HHCTPYKIUH.
BriOeputre oaMH BapuaHT oOTBeTa U3 MpeMio:KeHHbIX. [Ipuka3s - 3T0 mnpaBoBOW aKT,
n3gaBaeMbIi...
PYKOBOAMTENEM OpraHW3allid Ha TMpaBaxX €IWHOHAYAMs C LEJIbI0 pa3pelieHUuss OCHOBHBIX
BOIIPOCOB;
BBICILIMMH OPraHaMH UCIIOJHUTENIBHON BJIACTH C LIEJbIO pa3peLIEHUs] OCHOBHBIX BOIIPOCOB;
PYKOBOIMTEIEM OpraHU3aluy 1Mo BOMpocaM HHGOPMAITMOHHO-METOAMYECKOTO XapaKTepa;
COBEIATEIbHBIMA OpraHaMH YUYPEeXKICHHS 10 BOIpocaM HHQPOPMALMOHHO-METOAUYECKOrO
XapakTepa.
BriOepute o0AMH BapuUAHT OTBeTa W3 Mpe/JIO:KEHHbIX. B Kakumx JOKyMeHTax psaoM ¢
PerucTpalMOHHBLIM HOMEPOM YKAa3bIBAKOTCH OYKBBI «JI» mim «K»?
a) B JIOKJIA/IHBIX 3allHCKaX;
0) B mpuKa3ax Mo OCHOBHOW JI€SITETbHOCTH;
B) B IIPUKa3ax IO JINYHOMY COCTaBY;
) B ”HQOPMALIMOHHBIX CITPaBKaX.
BriOepute oaMH BapuaHT OTBeTAa W3 MpeAI0KeHHbIX. JJOKyMeHT0000pPOT - 3TO ABHKEHHE
AOKYMEHTA C MOMEHTA...
CO3/1aHUs JOKYMEHTA JI0 OTIPABKU JOKYMEHTA
MOJIy4EHUS JOKYMEHTA JI0 MOJIMBKU B JEJI0 JOKYMEHTA
CO3aHUs JOKYMEHTA /10 NOAIMBKU B JI€JI0 JOKYMEHTA WJIM OTIIPAaBKU
€ro MoJIy4eHU s WM CO3JaHusl 10 TOAIIMBKU B JEJIO UM OTIIPABKU
BbpiOGepure oaMH BapuMaHT oTBeTa U3 nNpeAjokeHHbIX. CmemanHas ¢opma

PerucTpauuI0KyMEHTOB — 3TO ...
a) perucrpanusi JOKYMEHTOB B MeCTaX HUX CO3[aHUsl WM HUCIOJHEHUs (B CTPYKTYpPHBIX
MOpa3ICICHUSIX)

0) peructpaiiusi JOKyMEHTOB B OJIHOM CTPYKTYPHOM MOAPA3ACICHUH HIIA OJHUM PAaOOTHHKOM

B) YacTb JOKyMEHTOB PETUCTPUPYETCS ILEHTPAIU30BAHHO, a JApyras pPEruCTpUpYyeTCs B
CTPYKTYPHBIX IOAPA3AEICHUSIX

T) perUCTpallusl OCYIIECTBIsICTCS B (prinanax OpraHu3alliy 10 MECTY CO3/IaHUsI JOKyMEHTOB

10. BbiOepure 0oaMH BapuaHT OTBeTAa W3 MpeaioKeHHbIX. Omnpeaesiure BepHbIl BAPUAHT
opopmiieHns pekBu3uTa «OTrMeTKa 0 3aBepeHun kKonum» coriaacuo I'OCT.
a) Bepno:

HNHucnexkTop oTnena kaapoB I[logmucys UW. U. Ilerposa

0) Bepuo
Wucnekrop oTaena kaapos INonmuce  W. W. IlerpoBa
B) Bepno
Hucrniexrop otaena kaapos Ilonmuce  W. W. IlerpoBa
16.10.2012

r) MHcnekrop oTaena kaapoB Ilognucs  U. W. Ilerposa
BriOepuTe oaMH BapHMaHT OTBeTa W3 NpeaoKeHHbIX. [laiiTe ompeneneHue NOHATHIO

"01aHK noKyMeHTAa'" . BJIaHK J0KyMeHTA - 3TO...

a) HabOp PEKBU3UTOB, UICHTU(DUITUPYIOIMX aBTOpa O(PHUIIMATHLHOTO TUCEMEHHOTO TOKYMEHTA;

0) 3adukcHupoBaHHAas Ha MaTepUaTBLHOM HOcHTele WHQGOpMAIUs C PEKBU3HTAMH,
MO3BOJISIFOIIMMU €€ UACHTH(ULIMPOBATD;

B) 3amuch HHGOpPMAlMM Ha pPA3NUYHBIX HOCUTEISX IO YCTAaHOBIEHHBIM IIpaBUJaM H B
COOTBETCTBUM C TPEOOBAHUSIMU;

r) 3aduUKCHUpOBaHHAas Ha MaTepuajlbHOM HOcUTeJde HWHQOpMalus, NpeAHa3HAuYeHHAas JUIs
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12.

17.

nepeaayy ee BO BpEMEHU U IPOCTPaHCTBE.
Bbi0epuTe 0oaMH BapuaHT OTBeTa U3 mpeasioxkeHHbIX. Kak KiaccnuuuMpyoT 10KyMeHTbI
10 CPOKAM MCIOJIHEeHUs ?
a) CIy>KeOHbIC U JINYHBIE;
0) MHIUBUIYaJbHBIC U TUIIOBBIC;
B) MPOCTHIE U CIIOKHBIE;
I) CpOYHBIC i OECCPOUHBIC.
13. BblOepuTe NpaBWIbHBINE OTBET W 3aKOHYUTe mpeaio:keHue. "T'epdoBble OJIaHKH
U3roTaBJuBaloTCcH..."
a) TOJBKO PYKOIIMCHBIM CIIOCOOOM;
0) ¢ TOMOUIBI0 KOMIIBIOTEPHON TEXHUKY;
B) C IIOMOIIBIO KOTMPOBAJIBHON TEXHUKH;
) MOJUTpapUUYeCKUMH MPeIIpUITUIMU.
14.  BrplOepuTe 0MH BAPpHAHT OTBETA U3 NpeAs10:KeHHbIX. /laTa tokymeHTa odopmisiercs:
a) CJIOBECHO-IU(POBBIM CITOCOOOM;
0) UCKITIOUUTENIBHO LU(PPOBBIM CIIOCOOOM;
B) U (PPOBBIM FIIH CTIOBECHO-IIU(POBEIM CIIOCOO0OM;
I') UCKIIFOYMTEIBHO CIIOBECHBIM CIIOCOOOM.
15. BplOepuTe OJMH BapHAHT OTBeTa M3 NpelJ0KeHHbIX. POPMYJISIP KaKOIro J0KyYMeHTa
COCTOMT U3 CJIeIYIIMX pa3iesioB: o0llee I0JI0)KeHHe, OPraHu3allMOHHAsl CTPYKTYpa,
perjiaMeHT OpraHu3auvu, (uHAHCOBO-MaTepuHaJbHass 0a3a, OTYETHAsE PeBU3HMOHHASA
eI TeJJbHOCTh, OPSIA0K JIMKBHAALMHA OPraHu3anuu?
a) MUHCTPYKIUA
0) ycraB
B) CTPYKTypa
I) TMOJOXKEHUue
16. BbiOGepuTe 0JMH BApPHAHT OTBeTa M3 NpelJo:KeHHbIX. JlaToil BCcTymleHus mpukasa B
CHJIY SIBJISIETCS:
a) ;marta ero oOPMIICHHST CEKPETapEM;
0) nara ero MoANUCaHUS PyKOBOAUTEIEM;
B) JlaTa JJOKyMEHTa, Ha OCHOBAHHUH KOTOPOTO OPOpMIISETCS MpUKa3;
r) JlaTa BBEJCHUS €ro B JIeHCTBUE, yKa3aHHAs B TEKCTE.
Bbi0epuTe 0MH BApUAHT OTBETA M3 MpeJI0KeHHbIX. TeKCT npukasa no JUYHOMY COCTABY
00s13aTeJIbHO 3aKAHYMBAIOT:
a) Ha3HA4YE€HUEM OTBETCTBEHHOI'O 33 HCIOJHEHUE MPUKa3a;
0) ykazaHHEM CpPOKOB JIEMCTBHS NMPUKA3a;
B) CCBUIKOM Ha IOKYMEHT, MOCITY>KUBIIMI OCHOBAaHUEM JUJISl MU3JIaHUS,;
I') BU3UPOBAHUEM IIPUKa3a JUIA, Ha KOTOPOTO COCTABJIEH MPUKA3.
18. BblOGepuTe OAMH BapHAaHT OTBeTa M3 MnpeAio:keHHbIX. Homenknaatypa nena
NnpeAHAa3HAYEHA JIf:
a) cHUCTeMaTHU3alllM JJOKyMEHTOB Ha MPEANPUATHH;
0) TPYIIHUPOBKU HCIIOIHEHHBIX JOKYMEHTOB B JIeJla M UX y4eTa,
B) ISl TPAaBUIIBHOTO XPaHEHUsSI JOKYMEHTOB Ha TIPEIIPUSTHH;
) cOOJIIOJICHUS PEKUMA CEKPETHOCTH Ha MPEANPUATHH.
19.  BbiOepuTe 0MH BAPHAHT OTBETA U3 NpeI0KeHHbIX. JIOKYyMeHT0000pOT Opranu3anuu
—3T0 ...
a) ABM)KEHHE JIOKyMEHTOB B OpraHU3allMd C MOMEHTa HUX CO3/JaHUs WU TOJydeHHs 10
3aBEpUICHUS UCIIOJHEHUSI NN OTIIPABIICHUS

0) OOmee KOJIMYECTBO BXOMSILIETO, HCXOISINCTO U BHYTPEHHEIO JOKYMEHTOIIOTOKOB
OpraHu3aIuu

B) OTpaciib IEATEIBHOCTH, 00eCIeunBaroas JOKyMEHTUPOBAHUE I OPTaHU3aIlUI0 pabOTHI C
opUIIMaTBLHBIMU JOKYMEHTaAMH
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I) OpraHu3anus JOKYMEHTOOOOpOTa, XpaHEHHS W HCIOJIb30BAHUS JOKYMEHTOB B TEKYIICH
JIESATEIbHOCTU MPEPUSTUS

20. BoiGepuTe OOMH BApHAHT OTBeTa M3 MpeAoKeHHbIX. OmnpenesnTe BepHbI BapHAHT
opopmiienusi pekBusura «I'pug corsacoBanusi»:

a) COI''TACOBAHO

[Tpotokonom 3acenanus

npaBJieHUs cTpaxoBoii komnanuu «llnaneray

ot 21.06.2012 Ne 10

0) H. 1. Opnos
(moamuce)

B) HavasnpHUK r0puandeckoro oraena

Ionnuce

I'. 1. Cunopos

21.12.2006

r) [IpoTokon 3acenanust ot 21.06.2006 Ne 10
HavanpHUK I0pUANYECKOTO OTEIa
[Moanuce I'. Y. Cugopos
Bapuanr 2

1. BoiGepuTe OAMH BAPHAHT OTBeTa U3 NMpeAio:keHHbIX. Kak Ha3pIBaeTcs 3adp MKCHpoBaHHAA
HAa MaTepuaJibHOM HocuTeJie HHPoOpManMsa ¢ PeKBU3UTAMH, MO3BOJAKINMMH eé
HIeHTU(PUIMpPOBATH?
a) JOKyMEHT;
0) OnaHk;
B) JIaHHBIC;
I) 3aIUCh.
2. BoiOepuTe oMH BapHaHT OTBeTa U3 npeioxkeHHbIX. Kak Kiaccu muupyoT 10KyMeHTbI
1o cpeacream puxkcanuu?

a) MHCbMEHHBIE, Tpaduyeckue, GoTo- U KWHOJOKYMEHTHI, JIEKTPOHHBIE;

0) UHAMBUyaIbHbIE, TUTIOBBIE U TpadapeTHbIe, CTaHAAPTHBHIE;

B) BXOJSIIME, UCXOJAIME, BHYTPEHHUE, BHEIIHMUE,

T) IPOCTHIE U CJIOXKHBIE, TUTIOBBIE U TpadapeTHbIe.

3. BpiOeputre O0JUH BapUMaHT oOTBeTa M3 MNpeMIokeHHbIX. Kakoil Bux 0OgaHkoB
HCIO0JIB3YeTCsl VI COCTABJIEHUSI BHYTPe HHUX IOKYMEHTOB:
a) oOmmii OJaHK;
0) muct Oymaru dopmara A4;
B) OJIaHK NTUCHMA;
r) OJlaHK KOHKPETHOTO BUJA JOKYMEHTA.

4. BpiOepuTe O0IMH BApPHAHT OTBeTa M3 MpPeJIOKEHHBIX. YKAKUTe MNPaBWIbHOE
o(opmJIeHHE JATBI:
a) 1.09.18
6) 01.9.2018
B) 01.09. 18
r) 01.09.2018

5. BpiOepure OOMH BAapHAHT OTBETa M3 Npe/JUIOKEHHBIX M 3aKOHYMTE mpemiokenue. 'Jlns
oopmiieHUsI YCTABA HCHOJIB3YIOT ... "

a) oOnmii OJaHK;

0) muct 6ymaru opmara A4;

B) OJIJaHK ITUCHMa;

r) 6JJaHK KOHKPETHOTO BHUJA JOKYMEHTA.

6. Boioepure oauH BapuaHt oTBeTa u3 mpemioxkeHHbIX."Texker TNMPUKA3A cocrour wu3
yacrei:..."
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a) BBOJIHOW M KOHCTaTHUPYIOIICH;
0) BBOJIHOW M OCHOBHOIA;
B) KOHCTAaTUPYIOLIEH U paclopsiiuTEIbHOM;
I') OCHOBHOH W JIOTIOJIHUTEIHHOM.
7. BoiGepuTe OMH BapHMaHT OTBeTAa U3 Npelio:KeHHbIX. KanpoBasi JokymMeHTauusi BeJeTCsl B
COOTBETCTBHU:
a) ¢ TpynoBsiM kojiekcoM PD;
0) c Konekcom 3akoHOB 0 Tpyne PD;
B) C KOJUICKTHBHBIM JIOTOBOPOM;
T) C yCTaBOM OpraHU3allHu.

8. BbiOepuTe 0JMH BApHAHT OTBeTAa W3 MpeaoKeHHbIX. CHCTeMATU3MPOBAHHBIN NepeyeHb
3aroJI0BKOB JIeJI, 3aBOJAUMbIX B OPraHU3alHMH € YKA3aHHEM CPOKOB MX XpaHEeHHUsI — ITO-

a) HOMEHKIATypa Jesl OpraHu3alui;

0) CIUCOK JIe]1 OpraHU3alIiH;

B) IE€pEYEHb /I OpraHu3al1u;

I) CTPYKTypa JIeJIONpPOU3BOACTBA.

BpiOepuTe oMH BADHAHT O0TBETA M3 NpeI0KeHHbIX. O0beM JOKyMeHT0000poTa — ITO ...
a) opraHuzaius JTOKYMEHTOOO0OpOTa, XpaHEHUS M WCIIOJIb30BAHUS TOKYMEHTOB B TEKYIICH
JEeSITeTbHOCTU MPEANPUSTUS
0) ofmee KOIMYECTBO BXOJAIIETO, HCXOJSIIET0O U BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3aluu
B) IBUKEHUE JJOKyMEHTOB B OpTaHM3aIl[MH C MOMEHTA UX CO3/IaHUSI UJTU MOTY4EHUS J10
3aBCPUICHUSA UCITOJIHCHHU A UJIA OTIIPABJICHUA
I) 3anuch UHGOPMAILIUU HA PA3TUYHBIX HOCUTEISAX 110 YCTAHOBJIEHHBIM ITpaBUiiaM
10. BbiOepuTe OJMH BapUAHT OTBeTa M3 Mpeao:KeHHbIX.OmnpeaejuTe BepHbI BapHAHT
opopmiienns pekpusuta«lloanucy» Ha OJ1aHKe OpraHu3anuu?

a) mupekrop OO0 «Jlapecy B. A. IlerpoBa
0) TMPEKTOp Mara3uHa ITerpoBa B. A.
B) nupekrop OO0 «Jlapecy B. A. TletpoBa
r) mupexrop OO0 «Jlapecy [lerpoBa B. A.

11. BoiGepure oaUH BapuMaHT OTBeTa U3 MNpeliiokKeHHbIX. /laliTe onpeaesieHue MOHATHIO
"01aHK qoKyMeHTa' . BJaHK 10KyMeHTa - 3TO...
a) 3auKCpOBaHHAs Ha MaTepUaIbHOM HOCHTENe MHQOpMaLHs, MpeIHa3HadYeHHas s epeaadn
€€ BO BPEMEHU U MPOCTPAHCTBE;
0) 3aduKcHpoBaHHAs Ha MaTepUATBLHOM HOCUTENEe MHQOpMaLUs ¢ PEKBU3UTAMH, MO3BOJISIONMMU
ee UICHTH(UIIMPOBATE;
B) 3aIIMCh MH(OpPMALIMHU HA Pa3IMYHbIX HOCUTENSX 110 YCTAHOBJICHHBIM IIPABUJIaM U B COOTBETCTBUU
¢ TpeOOBAHUSIMU;
r) HabOp PEKBU3UTOB, UACHTU(PUIIMPYIONMX aBTOpa O(PUIINATBH OTO0 TUCHMEHHOTO JJOKYMEHTA.
12. BpiOepuTe OAMH BapHAHT OTBETAa W3 NpelI0KeHHbIX. Kakoil BHI J0KYMEHTOB
MOVIEKUT 00513aTeJILHOM Npoueaype yTBe piKIeHUs ?
a) OpraHHU3al[MOHHBIE;
0) pactopsIIUTENbHEIC;
B) MH(OpMaIMOHHBIE;
I) KaJpOBBIE.

13. BpiOepure OAMH BapHAHT OTBeTa M3 Nped0oKeHHbIX. Kakoil peKBH3UT He BXOAWT B
coctas ¢opmyJsipa-o0pa3ua cnpaBku?
a) HAaMMEHOBaHKE OpPraHu3alluH;
0) HaMMEHOBaHUE BHU/IA JOKYMEHTA;
B) JIaTa IOKYMCHTA;
) rpud YTBEPKICHUS TOKYMEHTA;
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6)
B)

a)
0)
B)
r)

14. BpiOepure 0OMH BapHaHT OTBeTa W3 INpelJoKeHHbIX. Kakne peKBH3MTBI OTHOCATCH K
IOpUINYeCKH 3HAYUMBbIM ?

a) JaTa, PerucTpaliOHHBIM HOMEp TIOKYMEHTa,

0) 3aroJIOBOK K TEKCTY, OTMETKA 00 MCIIOTHUTEIE;

B) PE30JIIOIHM S, OTMETKA O HAJTMYUU PHUIIOKEHHUH;

I') OTMETKA O MOCTYIIEHUH, 3ar0JI0BOK K TEKCTY.

15. BbiOepure OAMH BapuaHT OTBeTa M3 NpeloKeHHbIX. JlaiiTe ompenesieHHe MOHATHIO
OPraHM3alHOHHAS] TOKYMEHTALMSA:
a) KOMIUIEKC B3aWMOYBSI3aHHBIX JOKYMEHTOB, PETJIAMEHTHPYIONMX CTPYKTYPY, 3a1a4d U (PyHKIHU
NPEANPUATHS, OPTaHU3AIUIO €T0 PabOThI, TTpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTh PYKOBOIUTEIEH
U CIIELUATUCTOB MPEAIPUATHUS;
0) JTOKYMCHTBI, B KOTOPBIX (PUKCHPYIOTCS PCIICHUSI aIMHUHUCTPATHBHBIX W OPTaHU3alHOHHBIX
BOMPOCOB  ACATEIBHOCTH  OPTraHU3ALMU.OTH  JOKYMEHTBl PETryJUpPYIOT U  KOOPAHMHHUPYIOT
NeSITeTTbHOCTD, TIO3BOJIAIOT OPTraHy YIpPaBJICHHS O0ECIeUnBaTh pealn3allii0 MOCTABICHHBIX Mepe
HHUM 3aJ1a4;
B) JIOKYMEHTBI, COOOITAIONTIE CBEACHUS, MOOYXKIAIOIMe MPUHUMATh OTIPEICICHHbBIC PEIICHHS, T.€.
WHUIIUUPYIOT yIOPaBJICHYECKUE PEIICHUs, IO3BOJSIOT BBIOpAaTh TOT WJIM HWHOH cmocod
VIIPABJICHYECKOTO BO3JICHCTBUSA.OHU HE COJEpXKaT TMOPYYeHUH, HE OOS3BIBAIOT BBITOIHSTH
MOpy4YEHHUSI.
T) COBOKYMHOCTH (OpM (JOKyMEHTOB), OTPAKAIOIMX HAIMYWE U ABWIKEHUE TMEepCcoHasa.BelIeHUE
9TOTO BHJA JOKYMEHTAIUM HEOTheMJeMash OOS3aHHOCTH JIFOOOTO padoTOoaTeNsl HE3aBUCHMO OT
MacmraboB €ro JesTeIbHOCTH U OPTraHU3aIIMOHHO-TIPAaBOBOM (hPOPMBEI.

16. BpiOepure o1MH BapHMaHT OTBeTa M3 NpeAJI0KeHHbIX. B TekcTe MpoToko1a KpaTkoit
(hopMBbI YKa3BIBAIOTCA:
WHUIUANBl U (GaMIIMM TpeCceiaTelNis, CEeKpeTaps M MPHUCYTCTBYIOIMX, a TakKe WHHIMAJbL,
(daMUIMU U JOJKHOCTH JIUIL, IPUTIIAINICHHBIX HAa COBEIIIAHNE;
CIIHUCOK MPUCYTCTBYIONMX, pacCMaTpUBaeMbI€ BOIIPOCHI U MIPUHSATHIE PEIICHHUS;
CIIMCOK MPUCYTCTBYIOIMX, MOPSIKOBBIA HOMEpP BOIPOCA MO MOBECTKE JHS, 3aroJIOBOK K JIOKIady,
GaMUIHH TOKITATIUKOB U BBICTYMAIONIMX B IMOPSIKE HX BBICTYIJICHUS;
HOMEp MPOTOKOJIAa, MECTO COCTABJICHUS, 3aroJIOBOK K TEKCTYy, TEKCT (TTOBECTKA IHSI, CIYIIAJH,
TMOCTAaHOBUJIM ), TOAMHCH.

17. BpiOepure OOMH BApPHAHT OTBeTA W3 MNpeA0KeHHbIX. BHoOCATCA JM B TPyIOBYIO
KHUKKY CBeJeHUsl 0 IMCHUIIJIMHAPHBIX B3bICKAHUSAX:

a) B TPYJIOBYIO KHUIKKY HE BHOCSITCSI HUKAKUE B3bICKAHUS

0) HE BHOCSTCS, MCKIIIOUEHHUE, KOT/Ia B3bICKAHWE YBOJIbHEHHNE

B) BHOCATCA BCC NUCHUINIMHAPHBIC B3bICKAHU S

F) BHOCATCA B COOTBETCTBUU C JIOKAJIbHBIMU aKTaMMH.

18. BpiOepure 01MH BapHMaHT OTBeTa M3 NpeI0KeHHbIX. Kak Ha3bIBalOTCSl JOKYMEHTHI,
KOTOpbIE COCTABJAIOTCSH, HCIIOJTHAKTCH M XPAHATCH B pAMKaxX CamMOro npeanpusaTus?
BHYTPEHHHE;

BXOJISILLUE;
U CXOJISIINE;
BHEILIHUE.

19. BpbiOeputre o0aMH BapHAHT OTBeTa W3 NpeAokKeHHbIX. Onpenesnre BpeMs
peructpanuu Ilpuka3sa ...

a) PETUCTPUPYIOTCS B I€Hb MOCTYIJICHUS
0) peTUCTPUPYIOTCS B ACHB MOJITUCAHUS
B) PETUCTPUPYIOTCS B JICHb OOPMIICHUS

) HE PETUCTPUPYIOTCS BOOOILE
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0)
B)
r)

6)
B)
r)

a)
6)
B)
r)

20. BpiOepuTe OIMH BapHaHT OTBeTa W3 MNpeaJio:KeHHbIX. Onpene/inTe BepHbI BapHaHT
opopmieHns pekBuzuta. B orcyrcrBue pykoBoaurens A. U. IlerpoBa qokymMeHT moamucali
ero 3amectureJib CH10poB, HCTIOTHAOIMI 00SI32aHHOCTH PYKOBOIMTEJIS.

a) 3am. J{upekrop A. W. Tlerpos
(moamucek Cunmopona)

6) dupexrop A. U. Tletpos
(moxnmuck CumopoBa)

B) W. 0. qupexropa I'. B. Cunopos

(monnmucek Cumopona)
r) W. o. aupexropa I'. B. Cunopos

Bapunaur 3
1. BoiOepure 0JUH BAPHMAHT OTBETA W3 MPeIJ0KEHHBIX M 3aKOHUYMTe mpeaioxenue:'" s
ONTUMHU3ANMHU TOKYMEHTAIMOHHBIX MPOLECCOB B 0TeYeCTBEHHOI IKOHOMUKE ObLJ1 pa3padoTaH
AOKYMEHT, KOoTopbiii B 1991 roay npeodpa3zoBan B..."

a) 'OCT
YCOP[
Ircaoy
OKVY [
BriOepute oMH BapuaHT OTBeTa M3 npeaioxkeHHbIX. Kak kiaccu(uuupyoT J0KyMEeHTHI 10
colePsKAHMIO?
CIIy)KeOHbBIE U TUYHBIE,
WHIUBUIyaJbHbIE U TUTIOBBIC,
BXOJSIIME U UCXOJSAIIME;
MPOCTBIE U CIIOKHBIE.
2. BbiOepuTe 0IMH BapHAHT OTBeTa M3 Npeao:KeHHbIX. Kakoii peKBH3UT COCTOHUT Wu3
CJIeyIOIMX 3JIEeMEHTOB: HAMMEHOBAHME [OJKHOCTH, JHYHAS MNOANKMCH, pacmm@poBKa
noanucu, aara?
rpud yrBepxKaeHus
rpu¢ corimacoBaHus
BM3a COITIaCOBAHUS
MOJNUCh aBTOpa
3. BbiOepuTe OIMH BApPHAHT OTBeTa W3 NpeaIo:keHHbIX. Kakoro pexkBu3uTa HEeT B
¢ opmyJsipe ciayxedHOro nucbma?

a) HauMEHOBAHUSI YUPEKICHUI-aBTOPA

0) HanMEHOBaHUS BUA IOKYMEHTa
B) 3arojIoOBKa K TEKCTY JOKyMEHTa
r) aapecara JOKyMEHT

S. BpiOepute 0JMH BApHaHT OTBeTa M3 MNpeLJ0KeHHbIX. Kakoi JOKyMeHT COCTOMT U3
cJIeIyIOIMX pa3/ieJioB: o0ume MOJ0KeHus, (PYHKIHH, JAO0JKHOCTHbIe 00s13aHHOCTH, NpaBa,
OTBETCTBEHHOCTD, B3AMMOOTHOLIC HUSI, KBATU( HKALIMOHHbIE TPeOOBaHUsl, OLleHKA PadoThI?

a) MHCTPYKLUS

0) ycraB

B) TOJIOXKEHHUE

I) JOJKHOCTHAsi MHCTPYKIIUS

a)
6)
B)
r)

6. BolGepuTe OAWH BApPHAHT OTBETA W3 MNpeNJ0o:KeHHBIX. JlokymMeHT, QUKCHpYIOIMIA XO1
00CyKIeHHSI KAKOro-J11u00 BONpoca - 3T0...
I POTOKOJ
aKT
JTOKJIaJHasl 3aucKa
CIpaBKa
7. BpiOepuTe 0JMH BApHAHT OTBETA W3 MpeJJioKeHHbIX. YeTkasi opranu3auust padoThl ¢
KA/IPOBBIMH JOKYMEHTAMM He00X0AuMa JIJIfA:
a) yHopsA0YEeHUsI PErUCTPALMUBCEX BUAOB JOKYMEHTAlUHU OpraHu3aluu
0) NpaBUJIBHOTO XpPaHEHUIBCEX BUA0B JOKYMEHTAI[MU OpraHU3aluu
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6)
B)
r)

a)
0)
B)
r)

a)
6)
B)

B) CO3/IaHUS ONTHUMAJIbHBIX YCIIOBUH IS BCEX BUIOB pa0OT C TOKYMEHTaMU

I') Ul CBOEBPEMEHHOIO HCII0Ib30BAHUABCEX BUJIOB JOKYMEHTALIU Y.

8. BoiGepure oaMH BapuaHT oTBeTa Wu3 MnpeloxkeHHbIX. HomeHknarypa nexa
NpeJHA3HAYeHA JIs1:

a) CUCTEeMaTHU3aIuU JOKyMEHTOB Ha MPEANPUITUH

0) TpyNIUPOBKU HCIIOTHEHHBIX IOKYMEHTOB B JIeJIa U UX y4eTa

B) JJIsl MPAaBUJIBHOTO XpaHEHHUs JOKyMEHTOB Ha MPEANPUSITUH

T) COOJIIOJICHHS PeKUMa CEKPETHOCTH Ha MPEIIPUITUN

9. BbiOepuTe 01MH BAPHAHT OTBETA U3 Npe10:keHHbIX. HomeHnkaaTypa nea —3To ...
a) OpraHu3aIys JTOKyMEHTOOOOPOTa, XPAaHEHHS M MCIIOJIb30BAHUS JOKYMEHTOB B TEKyILEH
JESITeIbHOCTU IPEAIPUSTUS

0) oOlee KOJIMYECTBO BXOJSINETO, MCXOSIIEI0 U BHYTPEHHEI0 JOKYMEHTOIOTOKOB
OpraHu3aluu
B) JABMXKCHUEC JOKYMCHTOB B OpraHu3allii ¢ MOMCHTA UX CO3AaHUA UJIU ITOJTYIYCHUSA OO0
3aBCPIICHUA UCITOJTHCHU A UJIN OTITPABJICHU A
I) CUCTEMaTU3UPOBAHHBIN IIepeveHb 3ar0JI0BKOB JIeJl C YKa3aHUEM CPOKOB MX XpaHEHMUS,
O(OPMIIEHHBIN B YCTaHOBJIEHHOM MOPSIIKE

10. BbiOepuTe OAMH BapHAHT OTBeTa W3 MNpeAio:KeHHbIX. OnpeaesinTe BepHbIH BapHAHT
opopmiaenuss pexkBu3uTa «OTMeTKa 0 HAJIMYMU NPUIOKEHHS», €CIM B TeKCTe
CONPOBOJIMUTEJIBHOIO NMUCHMA He YIIOMHHAJIOCH O NPHJIOKeHUH?
a) [lpunoxenue:
1. CnpaBka o coriacoBaHuM IpoekTa Ha 4 1. B 1 3K3.;
2. OT3bIB 110 IPOEKTY Ha 2 JI. B | 3K3.
0) [Ipunoxenue: Ha 6 1. B 1 3K3.
B) [Ipunoxenue:
1. CnpaBka 0 corinacoBaHMM IIPOEKTa;
2. OT3BIB 1O MIPOEKTY.
r) npuioxkeHue: CripaBka 0 coriacOBaHUM NMpoekra U OT3bIB 1O IPOEKTY.
11. BpiOepuTe OAMH BapHaHT OTBeTa W3 NpeajokeHHbIX. Kakas ¢yHkuusi J0KyMeHTa
of0ecrneynBaeT BHEIIHUE CBS3H NMpeANPUSTUS U OPraHU3ALHUM?
a) KOMMYHHUKaTHBHas
UCTOpUYECKAs
uHpopMalMoOHHAas
KyMYJISITUBHAS
12. BbiOepuTe OIMH BapuaHT OTBeTa W3 MNpelio:keHHbIX. Kak kiaccupuummpyror
JOKYMEHTBI 110 CPOKAM XpaHeHUs ?
IOCTOSIHHOT'O CpOKa XpaHeHus; fojaroppeMenHoro (ceoiue 10 siet); Bpemennoro (1o 10 ner);
nosroBpeMeHHoro (cBoiie 20 ser); BpemeHHoro (1o 10 ner), BpemenHoro (10 5 ner);
IIOCTOSIHHOT'O CpOKa XpaHEHUsl; JoIroBpeMeHHoro (cBbiiie 20 jeT); BpeMeHHOro (10 5 ner);
MOCTOSIHHOTO CpOKa XpaHEHUs; BPEMEHHOTO (CBBIIIE 5 JIeT); BPeMEHHOTO (70 3 JIeT).
13. BbiOepure O1MH BapHMaHT OTBeTAa M3 IpeAso:KeHHbIX. Kakoii peKBH3MT OTHOCHTCH K
NMOCTOSIHHBIM?
JiaTa JIOKyMEeHTa
HaMMEHOBAaHME OpraHu3aluu
HOJIHUCH aBTOPA
HOMEp AOKyMEHTa
14. BriGepuTe 0MH BAPDHMAHT OTBETAa U3 NpeAs10:Ke HHbIX. PeKBH3UT «3aro10BOK K TEKCTY»:
a) OTpaXkaeT KpaTKoe CoJeprKaHHEe JOKYMEHTa,
0) MO3BOJIET CYIUTh O Ha3HAUYEHUHM JIOKYMEHTA,
B) HEOOXOJUM JUIsl OIIEPaTUBHOM CBS3U C TEM, KTO COCTaBUJI JOKYMEHT
I) ONPENEINAET COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTa;
15. BriOepuTe oAMH BapuMaHT OTBeTa M3 NpeloKeHHbIX. Kakoil 1oKymMeHT cocTouT U3
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a)

B)
r)

cJeyINnMX pas3iesioB: o0UMe MOJIOKeHHs, (PYHKIUM, JTO/LUKHOCTHbIe O00SI3aHHOCTH, NpaBa,
OTBETCTBEHHOCTb, B3AHMOOTHOIIIC HHS, KBATH( MKALIMOHHbIEe TPeOOBaHMs, OLCHKA padoThI?
a) UHCTPYKIUS OpraHU3alluu
0) JOKHOCTHASI MHCTPYKIIHS
B) TIOJIOXKEHHE O TIEPCOHANE
I) yCTaB OpraHu3aluu
16. BpiOepuTe OAMH BapHAHT OTBeTa W3 MpelIoKeHHbIX. Bo BBOAHOH 4acTm
pacnopsiIuTeJIbHOT0 JOKYMEHTA COAePKATCS. ..
CPOKH MCIIOJIHEHHS paCOPSKEHHUS;
OCHOBHBIE HAMPABIICHUS JACSITEIBHOCTH YUPEKICHUS,
pacnopshKeHUs: pyKOBOAUTENS,
1EeIU ¥ IPUYKUHBI CO3/IaHUS TOKYMEHTA.
17. BeiOGepuTe 01UH BAPHAHT OTBETA U3 NpPe/AI0KeHHbIX. Y HU nuupoBanHasi ¢popma
YTBepK/AeHA IS :
a) paBUJI BHYTPEHHETO TPYJOBOTO paclopsika;
0) TpyIOBOTrO JIOTOBOpa C pabOTHUKOM;
B) MOJIOKEHUS 0 paboTe MOpa3IeTICHHUS;
T) MOJOXEHUS O TIepCOHAlIE.
18. BpiOepure 0OMH BapHaHT OTBeTAa W3 NpeloKeHHbIX. Korga B HOMeHKIaType e
YKa3bIBaeTCcsl KOJIMYeCTBO 3aBe/JIeHHbIX TOMOB?
a) B TEYCHUE KaJIEHJapHOTO rojia

0) 1o Mepe 3aHeceHus CBEICHUH B HOMEHKIATypy
B) B KOHILIE€ KAJIEH/ITApHOIO rojia
I) TOJBKO IOCIIE 3aBEPLICHUs €A

19. BpiOepute 0JMH BAapHAHT OTBeTa M3 NpelJoKeHHbIX. Cpok XpaHeHHsl JOKyMEHTa
J0JITOBPEeMEHHOT0 XpaHe HUSA:
a) 10 ner
0) 75 ner
B) cBhie 10 et
r) cBheIme 15 jer
20. BpiOepuTe OMH BapUAaHT OTBeTAa M3 NpeAs10:KeHHbIX.B kakoM ciyyae npaBuibHO odopm-
JeH pekBu3uT «['pud yrBepxkaenusi nokymenrta»? Ilinan padorsl opranusanmuu Ha 2012 roa
YTBEIK/ICH pelllieHHeM COBeTa JHPEKTOPOB.
a) YTBEPXKIAIO
Pemenne CoBeTa IMPEKTOPOB
ot 12.08.2012 1. Ne 14
6) YTBEPXIEH
Pemennem CoBeTra qupeKkropoB
ot 12.08.2012 Ne 14
B) YTBEPXJIEH
Pemennem CoBera qupekTopoB
or 12.08.2012 1.
r) YTBEPXJIEH
Pemennem CoBeTra qupeKkTopoB

Bapuanr 4

1. BoiGepuTe 0UH BAPUAHT OTBETA U3 MpeUI0KeHHBIX. /e 10npon3BoACTBO — 3TO:
a) IBUKEHHUE JIOKYMEHTOB B OpraHU3alliyd C MOMEHTA WX CO3/IaHUsI UJIU MOJIydEHUS 10 3aBEPILCHUSI
VCIIOJIHCHU S,
0) oTpacip JesTeNbHOCTH, OOecredrBarolias JOKyMEHTHPOBAaHHE W OpraHU3aluio pabdoThl ¢
o(UIIaNEHBIMU JJOKYMEHTaMH,
B) 3aNMCh UH(OPMAIIMU Ha Pa3IMYHBIX HOCUTESIX 10 YCTAaHOBJIEHHBIM IIPaBUJIaM;

I) OpraHu3auus JOKYMEHTOOOOpOTa, XpaHEHHS M HCIOJb30BAHMS JIOKYMEHTOB B TEKYIIEH
JESATEIIBHOCTHU NIPEIITPUSATHSL.

2. BbiOepure OAMH BapuMaHT o0TBeTa M3 HpelIoKeHHbIX. Kak kiaccuduuupyror
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AOKYMEHTBI N0 MPOMCXO0KAe HUIO?
a) BXOJSIME U UCXOJISIIHME,
0) MHIUBUTyaJTbHBIE U TUIIOBHIC;
B) CIIy)KEOHbIE U JINYHBIC,
I') IPOCTHIE U CJIOKHBIE.
3. BpiGepuTe 0MH BapHAHT OTBETAa U3 NMpeAi0:KeHHBIX. /L1 Yero mpoBoauTcst YHu} MKaus
TOKYMEHTOB?
a) Ui TOKYMEHTHPOBAHUsI yIPaBJIEHUYECKON NESTEIbHOCTH OpraHU3alluy UM NPEANpUsATUS
0) /UTst OpraHu3any paboThI C TOKyMEHTaMHU B OPTaHU3AlMU WJIW MPEIIPUSTHH ;
B) JUIA CHMI)KEHHUS KOJIMYECTBA TNPUMEHSEMBIX JOKYMEHTOB, CHM)KEHUS TPYLOEMKOCTH UX
00paboTKH.
T) 17151 00pabOTKH JTOKyMEHTOBOPTaHU3AIMHU WUJITH TIPEITPUSATHS,
4.Bp10epuTe 0MH BAPHAHT OTBETA U3 NpeJI0KeHHbIX. PeKBU3UT ''3ar0/10BOK K TeKCTy'':
a) odopmIsieTcss Ha TOKyMEHTaX BCera, He3aBUCHUMO OT (opMaTa, Ha KOTOPOM COCTaBJICH AaHHBIN
JIOKYMEHT;
0) odopmIisieTcss Ha BcexX JTOKYMEHTaxX, MOKHO HE COCTaBJISATh Ha JIOKyMEHTaxX, 0(OpMIIEHHBIX Ha
Omankax gopmara AS;
B) oopmisieTcss Ha JOKyMEHTax IO YCMOTPEHHIO COCTaBHUTENs JIOKyMEHTa, HE3aBHCHUMO OT
dopmara;
r) odopmisieTcs TOJIBKO Ha IOKYMEHTaxX COCTaBJIEHHBIX Ha opmaTe A4.
5. BbiOepuTe 0JMH BAPHAHT OTBeTA U3 Nnpeio:keHHbIX. [Iprka3s co3naeTcs aJis:
a) IOJITBEPKACHUS YCTAaHOBJIEHHBIX (PAKTOB, COOBITHI, IeHCTBHUIA;
0) peleHUsT OCHOBHBIX ONIEPAaTHUBHBIX 33Ja4, CTOSIMX Mepe]l OpraHu3aluei;
B) OTPaXXEHHUsI YCIOBUHM TPYAOBBIX B3aMMOOTHOLICHUI COTPYAHUKA C aIMUHUCTPALIUEH;
T') 3aKpeIUICHUSI JOJDKHOCTHBIX O0SI3aHHOCTEH COTPYIHUKOB OPraHU3aLUH.

6. BbiOepure o0AMH BapUAaHT OTBeTa M3 Npeato:KeHHbIX. [IpoTOKOIBI HyMmepylOTCsH
NMOPsSiIKOBHIMU HOME PAMM:

a) B TIpejiesiaX BCEro BPEMEHHU CYIIECTBOBAHUS OpPTraHU3aIl1H;

0) B mpenenax JECATH JIET;

B) B IpeJiesax MsaTH JIET;

T) B IIpeJeiax KaJleHJapHOro roja.

7. BpiOepuTe OJUH BAPHAHT OTBETa M3 Mpe/io:KeHHBbIX. [Ipuka3pl 0 mpueme Ha padoTy H
YBOJIbHE HUM XPAHSTCS:

a) 75 ner,

0) 10 ner;

B) 50 ner;

r) 5 Jner.

8. BbiOepuTe 0MH BApHAHT OTBETa M3 MNpeA0KeHHbIX. Onpeae/inTe B KaKoi CPOK J0JKHA
NPOU3BOAUTCH 00padoTKa JOKYMEHTOB H IepeJaaya UuX MCHOJHUTeJsAIM?

a) B JIeHb MOCTYIJICHUS JOKYMEHTOB B OpraHU3allHIo;

0) B TPEXTHEBHBIN CPOK MOCIIE MOCTYIJIEHUS JOKYMEHTOB B OPraHU3AIIHIO;

B) B HEJIEJIBHBIN CPOK I1OCJIE MOCTYIUIEHUS IOKYMEHTOB B OpraHU3alHIo;

F) B TCUCHUU MECAlla CO JHA IMOCTYIJICHUA JOKYMCHTA B OpraHHU3allnIo0.

9. YcTaHoBHTE COOTBETCTBHE MEKAY NIOHATUAMHA A LHECJIIMU. Y}m(])mcamm AOKYMEHTOB — 3TO

a) OpraHUu3anus I[OKyMeHTOO60pOTa, XpaHCHHU U UCIIOJIB30BaHUS NOKYMCHTOB B TGKYIJ_IGI‘/JI
ACATCIIBHOCTHU MPCANPUATHA

0) obecrieueHr e CBOEBPEMEHHOIO U KAYECTBEHHOTO MCIIOIHEHU S TOPYYEHU N U PEICHUS

BOITPOCOB.
B) COKpAIICHHUEC KOJHUYCCTBA NOKYMCHTOB, IPUBCACHUC K CIMHBIM HOpMaM
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11.

a)
0)
B)
r)

a)
0)
B)
r)

a)
6)
B)
r)

I) cCUCTEeMaTHU3aIus JOKyMEHTOB

10. BpiGepure OIMH BapHAHT OTBeTa M3 IMpelIOKeHHbIX. Omnpejxeaure  NpaBHIbHOE
opopMmiieHHe peKBHM3UTA «Anpecar»?
a) Hupexropy OOO «Iponontropm»
NBanosoit Tamape IlerpoBHe
0) dupexropy «lIpomonTTopr»
Nsanosoii T. IL
B) 450009, Ya, yn. Hexxunckas, 7
Hupexropy OOO «IIpogontropr» r-xxe MBanosoit T. I1.
r) Jupexropy OOO «Ipogonrropr»
T. I1. IBanoBOM
yi. Hexxunckas, 7
r. Ya, 450009
BriOepure oaMH BapHaHT oOTBeTa U3 IMpeAJI0KEeHHbIX. 3aKOHYMTEe MpelJIoKeHHe:
3aMKCMPOBAHHAsT HAa  MaTepUAJIbHOM  HOcuTesde HMHpopManuss ¢ PeKBU3IUTAMH,
NO3BOJISIONMMH €€ uieHTH() MIUPOBaATh — 3TO...7
a) JOKyMEHT
0) O;aHk
B) JaHHBIE
I) 3aIllUCh

12. BbiOepuTe OAWH BapHAHT OTBETa W3 NpPeIJ0KEHHBIX. YKaKuTe KiaccudKammo
JIOKYMEHTOB 110 I0pHIHY€eCKOi cuie:

MPOCTHIE U CIIOXKHBIE

IIOMJINHHBIC U MTOAJIOKHBIC

CITy)KeOHBIC M JTNYHBIC

OTKPBITHIC M JIOKYMEHTBI C OTPAHUYEHHBIM JOCTYIIOM

13. BpiOepure 0JMH BapMaHT OTBETA M3 MPEJJ0KEHHBIX M 3aKOHYHUTE IpelIoKeHue:
"T'OCT P 6.30-2003 ycranaBauBaeT cjieylomme pa3Mepsl moJsei (He MeHee, MM) ..."

a) nepoe-20; mpaBoe- 10; Bepxuaee-20; Himkaee-20;

0) neBoe-20; mpaBoe-20; Bepxuee-20; HuxHee-20;

B) neBoe-20; mpaBoe-20; Bepxuee-15; amxnee-20;

r) neBoe-30; mpaBoe-10; Bepxuee-15; Huxknee-15.

14. BbiOepute OAMH BapuaHT OTBeTa M3 MNpelJOKEeHHBbIX. PacrnoJiokeHHe peKBH3MTOB Ha
0J1aHKe JOKYMeHTa ompe/essieTcs:
a) COCTaBUTENIEM JOKyMEHTa;
0) mpaBuIamMH YHU(PHUKALUK TOKYyMEHTOB;
B) TOCYJapCTBEHHBIM CTAaH/IapPTOM;

I') JIOKaJIbHBIMU aKTaMU OPraHU3aLHH.

15. BpiOepure oaMH BapuaHT oOTBeTa U3 npeIokeHHbIX. Kem pa3spabGarbiBaercs
JAOJIKHOCTHASI MHCTPYKIUSA ?
JUPEKTOPOM OpraHHU3aluU
OyXraJiTepoM OpraHu3aluu
PYKOBOJMTENIEM MOIAPA3IECICHUS
3aMECTUTENIEM IUPEKTOpa

16. BpiOepuTe NpaBWIBHBIA OTBEeT W 3aKOHYMTEe MNpeljoxkeHHe. ''PacnopsaurenbHbIN
AOKYMEHT KOJLJIETHAJIbHOI0 OpPraHa ynpasJjeHus - 3T0..."
IpUKa3
pacrnopsbkeHue
yKazaHue
IIOCTAaHOBJICHUE

17. BpiOepuTe OJMH BapuaHT OTBeTa M3 NpelIOKeHHbIX. B kakoii cpok odopmiasiercs
TPyAOBasi KHUKKA HA pa00THUKA, MIPUHSATOr0 HA padoTy BIiepBbIE:
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a)
6)

B)

a) He MMO3/IHee HEEIBHOTO CPOKa CO JHS pHeMa
0) He mo3/1Hee MATU JHEH CO JHS IpreMa

B) B JICHb IO/ CAHUS TPYAOBOTO JIOTOBOpA

I) 10 OKOHYAHHUIO HCIBITATEIILHOTO CPOKA.

18. BrpiOepure oaMH BapMaHT OTBeTa M3 IMpeAJOKeHHbIX. Buabl perucrpauum
AOKYMEHTOB, CylIe CTBYIOIIME B JOKYMEHTAIIHOHHOM 00ecreYe HUN yIpaBJIe HUs
JKYpHaJIbHasl, KapTOUHasi, SJIEKTPOHHAs
JKYpHaJIbHasl, KapTOUHas, KHUXKHAS
JKypHalbHasi, KapTouHas, rpaduyueckas
JKYpHaJIbHasl, KApTOYHasl, CMELIaHHas
19. BpiOepuTe 0AMH BAPUAHT OTBETA U3 NpeJI0OKeHHbIX. Bpi0epuTe U3 npe1/i0:Ke HHOT0
Ha0opa NpuMepoB NPABHJIBHOE PACHOJI0KEeHHE HOMEPa CTPAHMIBI HA JOKYMEHTAX,
o¢opMIIeHHBIX Ha ABYX U 0oJiee JINCTAX:
a) -10-
0) ctp. 10
B) HIOH
r) 10
20. BplOepuTe OIMH BapHAHT OTBeTa W3 MpeaokeHHbIX. Omnpejaejure  NpaBUJIbHOE
opopmieHne pekBU3UTa «OTMETKA 0 MOCTYIJIEHUHM JOKYMEHTA B OPraHU3aluio»?

a) lupexropy 3A0 «Kanmuay»

CemenoBoii Onbre @enopoBHe

0) dupexropy «Kanmmuaay

Cemenosoi O.D.

B) 450009, Ya, yn. Kanununa, 7

Hupexropy 3A0 «Kanuna» Cemenooii O.D.

r) dupexropy 3A0 «Kanunay

O.0. CemeHoBOI
ya. Kanununa, 7

r. Ya, 450009

Bapuanr S.
1. BoiOepute OIMH BAPHAHT OTBETA W3 MpeNI0KeHHbIX. OIHHM U3 OCHOBOMOJIATAIOIIUX
NPUHIUNOB TPOEKTHPOBAHUS CHCTEM [OKYMEHTAIIMOHHOIO oO0ecnmeveHusl YNpaBJieHHs:
SIBJISIETCSI:
a) MPUHIIATT yHUPUKAIUH,
0) MPUHITUTT WHTETPAINY;
B) mpuHIUN 1uddepeHunanmu;
T) PUHITAT COOTBETCTBUSL.

2. BoiOepuTe 0JJMH BAPpHAHT OTBETA U3 Mpe/JioxkeHHBbIX. Kinaccud ukanus 10Kyme HTOB M0
COJIe PKAHUIO CJIeTyIOIAs:
a) CIy)kKeOHBIC U JTUYHBIE;
0) MpOCTHIE U CIIOKHBIE;
B) BXOJISIIME U MCXOJISIIIE;
) UHAWBUYyaJbHbIC U TUTIOBBIE.
3. BoiOepuTe 0JMH BapUAHT O0TBETA U3 NMpeAi0KeHHbIX. Kakue peKBU3HTHI OTHOCATCS K
MOCTOSIHHBIM ?
a) JaTa, perucTPallMOHHBIN HOMEp JOKYMEHTa,
0) 3aroJI0OBOK K TEKCTY, OTMETKa 00 MCIOJIHUTEIE;
B) PE30JIIOIHM S, OTMETKA O HATMYHMH MTPUIIOKCHUH;
r) sM0lieMa OpraHu3alny, €€ HanMEHOBAHHE.
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4. BpiOepure OIMH BapHAHT OTBETAa M3 NpeAI0KeHHbIX. Il JOKyMeHTa, NONJIMHHUK
KOTOPOI0 0CTAeTCsl B OPraHM3alMy, BU3bI IPOCTABJIAIOTCA:

a) HHIXKC MOAININCH PYKOBOAUTEIA, ITOAITUCABIICTO TOKYMCHT,

0) B HUKHEW 4yacTh 00OPOTHOM CTOPOHBI MOCIEAHETO JIUCTa,;

B) Ha KayKIOW CTPAHMUIIE MHOTOCTPAaHUYHOIO IOKYMEHTA;

r) Ha 000POTHOM CTOpPOHE MEPBOTO JUCTA JOKYMEHTA.

5.Bbi0epuTe 0JUH BAPHAHT OTBETA U3 NMPeE/IJI0KEHHBIX. Y CTAHOBUTE COOTBETCTBHE MEKIY
rpynnoi J0KyMEeHTOB U €€ BHAAMU: OPraHU3aANMOHHASI JOKYMeHTAIHSI -
a) TPHKa3, pacCropsDKEHUE, PEIiCHUE
0) aKT, TPOTOKOJI, CIIpaBKa, MUCbMO
B) YCTaB, IMOJIOKEHUE, MHCTPYKIIHS
T) pacmopsbKeHHE, IPOTOKOJ, PEIeHHE

6. BbiOepuTe 0MH BAPUAHT OTBETA U3 NMpelJIo:KeHHbIX. TeKCT aKkTa JeJMTCs Ha cieayrolme
4acTu:

a) BBOJIHYIO, OCHOBHYIO U COJICPKAIIyl0 BBIBOJIBI;

0) BBOJIHYIO U KOHCTATUPYIOLIYIO, COJEPKAIIYI0 BBIBOJIBI;

B) HAYAJIBHYIO U 3aKITIOYUTEIBHYIO, COJIEPIKAIIyI0 BBIBOJIBI;

T) BBOAHYIO, OCHOBHYIO U 3aKIIOYUTEIbHYIO YaCTh.

7. BplOepuTe OAMH BApHMAHT OTBETa U3 NpelJ0KeHHbIX. PermcrpanMoHHbIH HOMep KaKHX
JAOKYMEeHTOB JonosHseTcs: OykBamu «JI/C» niam «K»?

a) CTPYKTypa M IUTaTHAasi YUCIEHHOCTbD;

0) noknaaHasi, oOBICHUTEIbHAS 3aIlHCKa,

B) IPUKA3M0 OCHOBHOM J€ATEIIbHOCTH;

I') B [IpUKa3 [10 INYHOMY COCTaBY;

1) TIOJIOXKEeHHE 0 paboTe mepcoHana.

8. BpiOepure oaMH BapuMaHT oOTBeTa U3 MNpelJIOKeHHbIX. B Kkakoil cpok g0JKHA
NMPOU3BOAUTHCA 00PabOTKAa JOKYMEHTOB U Nepeaaya UuxX UCNOJHUTEIAM?

a) B JIeHb MOCTYIJICHUS JOKYMEHTOB B OpraHU3allHIo;

0) B 3-X/IHEBHBII CPOK IMOCJIE MOCTYIICHHS IOKYMEHTOB;

B) B HEJICNIbHBIN CPOK MMOCTIE MOCTYIICHUS JJOKYMEHTOB;

) B TEYEHUU MeCSI[a CO JHS MOCTYIJIEHUS TOKYMEHTa B OPTaHU3aLIHIO.

9. K kaxoii rpynne 1okymeHToB oTHocutcsi HITATHOE PACIIMCAHUE?
a) K pacrnopsIuTeIbHbIM;
0) K JIMYHBIM;
B) K HH(POPMAIMOHHO-CIPABOYHBIM;
I) K OpraHU3allMOHHBIM.
10. BpiOepure OIMH BapHaHT OTBeTa M3 IMpelIOKeHHbIX. Omnpejxeaure  NpaBHJIbHOE
opopmiieHHe peKBH3UTA «OTMETKA 0 MOCTYINICHUH JOKYMEHTA B OPraHU3aluio»?
a) OO0 «IIpomontropr»
Ne 236 o1 26.10.2012
6) or 26.10. 12 Ne 236
B) [IpomonTropr
ot 26.10.2012
r) OO0 lIpogontTopr»
Ne 236 01 26.10.12

11. BoiOepuTe 0JUH BAPHAHT OTBETA M3 NMpPeAJI0Ke HHbIX. PeKBU3UT TOKYyMeHTa — 3TO:
a) CTaHAAPTHBIN JIMCT OyMaru, Ha KOTOPOM MOCTOSIHHAsI UH(pOpMAIUs TepeMEeHHas;

0) COBOKYITHOCTb PacIOJIOKEHHBIX B ONPEEICHHON M0CIEI0BAaTEIbHOCTH 3aUCeil;

B) 00s13aTENbHBIN 2JIEMEHT OPUITHATBFHOTO IOKYMEHTA HE3aBUCHUMO OT HOCHUTEJIS;
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12.

F) 3aIlliuCh HH(bOpMaHHH IO YCTAHOBJICHHBIM IIpaBUJIaM Ha PA3JIMYHBIX HOCHUTCIIAX.

Boi0epuTe 0oauH BapuaHT OTBeTa U3 Mpeaio:keHHbIX. Kak KiaccuuuupyoT 10KyMeHThI
10 CPOKAM MCIIOJIHE HUSI?
a) CIy>KeOHbIE U JIMYHBIC,
0) MHIMBUIyaIbHbIE U TUIIOBBIE;
B) POCTHIE U CIIOXKHBIE;
T) CpOUHBIE U OECCPOUHBIE.

13. BriOepure oaMH BapuaHT oOTBeTa W3 MNpeAI0kKeHHbIX. PexBusutr «Busbl
COIVIACOBAHUSA»:

a) CIYKUT JJI1 0(OPMIJIEHUS BHELIHEIO COINIACOBAHUS ¢ KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM WM
KOJIJIETUAJIBHBIM OpPIaHOM;

0) mpuaaeT coaepKaHu0 0PULIHATLHOTO JOKYMEHTAa HOPMAaTUBHBIN WIJIM PaBOBOW Xapakrep;

B) MCIOJb3YeTCs AJIsi BHYTPEHHEIO COIVIACOBAHUS IPOEKTOB JOKYMEHTOB U IIPH O3HAKOMIICHUH C
KaKHUM-JTH00 TOKYMEHTOM;

F) HCIIOJIB3YCTCA IMPHU O3HAKOMIICHUU C KaKIM-JI100 JOKYMCHTOM OOJIKHOCTHBIM JIMITOM.

14. Kakoii 6;1aHK McnoJib3yeTcsl ISl 0(h opMIle HUSI BHE IIHUX JOKYMEHTOB ?
a) obmmit O6maHk
0) OjaHK MUCbMa
B) OJJaHK KOHKPETHOTO BUJA JOKYMEHTa
r) BCE BUJbI OJIAHKOB

15. BbiOepuTe 01MH BAPUAHT OTBETA M3 MpeA0KeHHbIX. UTO siBJsieTCA AaTOii J0LKHOCTHOM
UHCTPYKUIMM:

a) J1aTa ee COCTaBJICHUS aBTOPOM JOKYMEHTA;

0) ;ata ee MOJANUCAHUS PYKOBOJUTENIEM MOAPA3ICICHUS;

B) JlaTa €€ YTBEPKICHUS PyKOBOJAUTEIIEM OpTaHU3AIlNY;

I') Jara BUBUPOBAHUS PAOOTHUKOM IMOpA3ACICHUS.

16. BoiOepuTe 0MH BAPUAHT OTBETA U3 MpeJI0KeHHbIX. ETMHCTBEHHBI BUI TOKYMEHTA,
B KOTOPOM OTCYTCTBYeT PeKBU3HT «KHAMMEHOBaHHEe BHIA JOKYMEHTa»?

a) IUCHbMO

0) mpukas

B) CIIpaBKa
I) peleHue

17.Bb10epuTe 0AMH BapMaHT OTBETA U3 Npe/10:Ke HHbIX. JlaToii npoToko/a siBisieTCs:
a) JaTta MoK CaHUs IPOTOKOJIA;

0) naTa MpoBEICHUS 3aCCIaHMS;

B) JlaTa perucTpanuu NpoToKoJa;

r) nata opopMIIEHHS TPOTOKOJIA.

18. BpiGepuTe oAMH BapHaHT OTBeTa W3 NpeAJIo:KeHHBIX. PerucrpaumoHHblii HOMep
AOKYMEHTa — 3TO:

a) JlaTa ero MOANMCAHUS UM YTBEPKACHUS,

0) ycrmoBHOE 0003HaYeHUE JOKYMEHTA, O]l KOTOpbIM OH BBeaeH B UIIC;

B) OTMETKA JIsi aBTOMAaTHUYECKOTO MTOMCKa JJOKYMEHTA,

) OTMETKa O MOCTYIJIEHUH JJOKYMEHTa B OPraHU3alHIo.

19. BblOepuTe OAMH BapuUaHT oOTBeTa uU3 mnpeldoxkeHHbIX. K cnpaBouHo-
HH( OPMALMOHHBIM JOKYMEHTAM OTHOCSATCH:
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a) yKazaHHe, PeICHHUE
0) MPOTOKOJI, ICIIOBOE MUCHMO, OOBSCHUTEIbHAS 3aITUCKA
B) KOJUICKTUBHBIN JIOTOBOP, aHKETA, aTTecTalinoHHas Gopma

F) y‘Ipe,I[PITeJ'IBHBIfI JAOTOBOP, ITOJIOKECHHEC O IEPCOHATIC, HHCTPYKIHA MO ACITOIIPOU3BOACTBY

20. BoiGepuTe 0O1MH BAapHAHT OTBETA M3 NMpeA0KeHHbIX. Onpeae/nTe NPAaBMIbHBII BAPHAHT
opopMiIeHUS PeKBU3HT «AJpecaTry IJIsl UCXOASAIIETo JOKYMeHTAa, eCJid B KauecTBe ajpecara
BBICTYNAeT PYKOBOIUTEIb OPraHu3anum?
a) upexropy OOO «TopruHBeHTapH»
WBanosoit Tamape llerpoBHe
450009, r. Ya, yn. BnanguBocTtokckas, 7
0) Hdupexropy OOO «TopruHBeHTapH»
Nsanosoii T. IL
450009, r. Ya, yn. BnaguBocTtokckas, 7
B) 450009, r. Ya, yn. BmaguBoctokckasi, 7
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Hucrpyknus:

Beinmonnenue 3aganus npeaycMaTpuBaeT paboTy B TeU€HHUE BCETO BPEMEHU, OTBEJACHHOIO Ha
W3y4eHUE TUCITUTIITNHEI.

[Toptdonuo cocrout u3z 10 3amanuii:

I'OCTP 7.0.97 — 2016.;
HopmaTtuBHO-MeTOoIMUeCKas JOKYMEHTAIIHS 10 JISIONPOU3BOICTBY (METOAMYECKIE PEKOMEH IAINH,
WHCTPYKIHH U T.1.);
Makxketsl GopM JOKYMEHTOB;
O0pa3ubl OpraHU3aIMOHHO-TTPABOBEIX (OPM JOKYMEHTOB (00Pa3IIbl JOHKHOCTHBIX HHCTPYKITUHN );
OO0pa3upl OpraHu3aluOHHO-PACIOPAIUTENBHBIX (OPM TOKYMEHTOB (IIPUKA3bl U PACTIOPSHKEHUS 110
OCHOBHOM JIeATENIbHOCTH U TUYHOMY COCTaBY, BBIITHCKH U3 JIOKYMEHTOB);
O06pa3us! GopM AETOBOM MEPEITUCKH,
OO6pa3ubl GopM JOKYMEHTOB IO OOpalleHUsM Ipax/1aH ¥ KOH(UACHIINAIBHOIO JIeIONPOU3BOICTBA;
dopma HOMEHKIIATYPBI JET;
Omnuck JOKYyMEHTOB Jiena U oopmiIeHHE 00JI0KKH JIena;

. Jokmnansl u pedepaThl O MHAUBUTYATbHBIM 33/1aHUSIM.

BbInonHaTh 3a1aHusl HY)KHO KaK BO BpeMsl ayIUTOPHBIX 3aHATUH, TaK U CAMOCTOSITENILHO, B
MOpSIIIKE WX cliefoBaHMs. JIJIT S5KOHOMHHU BPEMEHH IPONYyCKaWTe 3aJaHue, KOTOpoe He ymacres
BBITIOJIHUTH Cpa3y, U MepexoauTe K cienyromemy. Ecnu nepen 3anmmrtoit mocie BHINOIHEHUS Beeit
paboTBl y BaCc OCTAHETCS BPEMs, TO BbI MOXXETE€ BEPHYTHCS K MPOIYIICHHBIM 3aJaHUsM. basuibl,
MOJIYYCHHBIC BaMU 3a BCE BBITTOJIHECHHBIC 3a/IaHUs, CyMMUPYIOTCS. [locTapaiiTech BBITIOJHUTH Kak
MO>KHO OOJIbIIe 33aaHuil U HaOpaTh HAMOOJNbIIEe KOJTMYECTBO OAIIOB.

ITaJIOH MPABWILHOTO OTBETA:
MAKETHI ®OPM JIOKYMEHTOB

Jlnst BBIMOMHEHUS 3aJaHUs TaKOro THUIMA HeoOX0AuMo CchOpMHUPOBATh MakeThl (GopM
JIOKYMEHTOB B OTJCIBHYIO IAINKy Ha JJICKTPOHHOM HOCHTENIC W/WJIM pacredarath Ha OyMaKHOM
HOCHUTEJIE U TOJUMTh B Manky «Jlemo Ne  ».

IIpumep: maket GopMbI KO MPHKA3a.
OtBer:
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®EJIEPAJIBHOE T'OCVYJIAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE
VUPEX/IEHUE BBICIIETO OBPA3BOBAHUS
«BAIIKUPCKUI T'OCYJAPCTBEHHbBIM YVHUBEPCUTET»

HaumeHnoBanue Quianana

TTPUKA3
« » 20 T. Ne
Ya
o uem?
TEKCT

Ipunoxenue: 1. [lonmoxkenne 0 MeToaMYECKOM YIIpaBICHHH y4eOHOTO 3aBEACHUS Ha 5 1. B 1
9K3.;
2. IlpaBuna mOATOTOBKM U OQGOPMIICHHS JTOKYMEHTOB MeTOoAM4ecKoro ympaBjieHuss Ha 7 1. B 2
IK3.

Hupexrop T.T.Tutos

['maBHBIN Oyxranrep C.C.CunopoBa

HNU.N. BanoBa

4. Cucrema oueHuBaHusi Kommiekra ®OC TeKyuero KOHTpoJIs U
NMPOMEKYTOYHOM aTTeCcTaluu

Kpurepuu oueHuBanus pe3yabraToB 1uQ ¢ epeHUMPOBAHHOIO 324eTa
Kputepuu ouenku (B 0amnax):

- 25-30 GanIoB BBICTABIISETCS CTYACHTY, €CJIM CTYACHT Jall MOJHbIC, pa3BEPHYThIC OTBETHI HA
BCE TEOPETHYECKHE BOMPOCHI OWJETa, IPOJAEMOHCTPHpPOBAN 3HaHHE  (YHKIHOHAIBHBIX
BOSMO)KHOCTCﬁ, TepMI/IHOJ'IOFI/II/I, OCHOBHBbIX JJIEMCHTOB, YMGHI/Ie HpI/IMeHSITI) TeOpeTI/ILIeCKI/IC 3HAHUA
IpH  BBIIOJIHEHUHM TpakTUYeCKuX 3amaHuii. CTyaeHT Oe3 3aTpyIHEHUH OTBETHJI Ha BCE
JOMOJIHATENIbHBIC  BOMPOCHI. [IpakTHyeckass d9acTh pabOThI BBIMOJHEHA IMOJHOCTBIO 0O€3
HETOYHOCTEH U OIMOOK;

- 17-24 GannoB BBICTABJISAETCS CTYAEHTY, €CIH CTYIEHT PAcKpbUI B OCHOBHOM T€OPETUYECKUE
BOIIPOCHI, OJJHAKO JOMYLIEHbl HETOYHOCTU B OIpEAEICHUU OCHOBHBIX NoHATUH. [Ipu oTBere Ha
JIOMIOJIHUTENbHBIE BOIIPOCH! JIOMYILICHBI HEOObIME HETOUHOCTHU. [Ipy BBIOITHEHUU MPAKTHUYECKON
4acTU pabOTh! AOMYILEHbl HECYIIECTBEHHbIE OIIMOKH;
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- 10-16 0amioB BBICTABJSAETCS CTYACHTY, €CIM IPU OTBETE HAa TECOPETUUYECKUE BOIPOCHI
CTYICHTOM JIONYIICHO HECKOJBKO CYIIECTBEHHBIX OIMOOK B TOJKOBAaHUM OCHOBHBIX MOHSTHM.
Jlornka W TOJNHOTa OTBETa CTPAJalOT 3aMETHBIMU H3bSHAMHU. 3aMETHBI TPOOENbl B 3HAHUU
OCHOBHBIX METOJIOB. TeopeTndyeckiue BOMPOCH B IIEIOM H3JI0KEHBI JOCTATOYHO, HO C MPOIYCKAMH
MmaTtepuana. VMerTcss NmpUHUMNUATbHBIE OMMOKM B JIOTMKE IMOCTPOSHHUS OTBETa Ha BOIPOC.
CryneHT He penml 3aa4y WM IPU pelieHUH JONYIIEHbI IPyOble OIMMOKY;

- 1-10 0amioB BBICTABISETCS CTYIEHTY, €CIHM OTBET Ha TEOPETHYECKHE BOIPOCHI
CBUJICTENILCTBYET O HEMOHUMAHHUHU U KpailHe HEMOJHOM 3HAHWU OCHOBHBIX MOHSTUNA M METO JIOB.
OOHapyKuBaeTcs OTCYTCTBHE HABBIKOB NMPUMEHEHHS TECOPETHYECKUX 3HAHWI TPH BHITIOJHEHHU
npakTuyeckux 3ananuii. CTyIeHT He CMOT OTBETUTh HU Ha OJIUH JOMOJIHUTEIBbHBINA BOMPOC.

YcraHnaBnauBaeTcs  CIEAYIOIAs  Tpajalus [epeBoJa  OlEHKA M3  MHOTOOAUIbHOH B
YeTbIpeXOAIIIbHYIO:

=  ormiu4yHO — OT 80 10 110 6amnoB (Brirovas 10 moonpuTenbHBIX OAIIOB),

=  xopomo — oT 60 1o 79 6amnos,

"  YIOBJETBOPUTEIHHO — OT 45 10 59 Gamos,

"  HEYJOBJIETBOPHUTEIHHO — MeHee 45 OaoB.

Kputepuun oueHnBaHusi BbINOJHEHUSA J1a00PaTOPHBIX padoT

Ilokasarenb OLEHKH Pacnipenenenue 6annon

TouHOCTP BOCHPOM3BENCHHS y4eOHOro MaTepuana (TEpMHUHOB, | 1
npaBuJl, (aKTOB, ONMMMCAHHUH U T.1I.)

TouHOCTH Pa3INUYCHUA U BBIACIICHU A N3YUCHHBIX MaTCpHUaiOB 1

MaxkcuMabHBIH OasT 2

KpnTepml OLCHUBAHUSA BBITNIOJIHEHUS KOHTPOJIBbHBIX paﬁoT

Ctpykrypa paboThI Kpurepuu onenku Pacnipenenenne 6amioB

Onaun TepmuH (B kKoHTposbHO# | Her orBera / Hemomuwiii otBer /| 0/0,5/1
pabote 5 wiu 10 TepMUHOB) IlonHel oTBET

KpuTepml OIlcHUBAHUS BbINOJHEHUS T€CTOBBIX 3aJaHUIl

Crtpykrypa paboThI Kputepuu onenku Pacnipenenenue 6amnoB

Omuu Bompoc Tecta (30 | HempaBunbHbii otBer / IlpaBmimbnbiit | 0/0,5
BOIIPOCOB B BAPUAHTE) OTBET
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