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PaGouyas mporpaMma COCTaBJieHa Ha OCHOBE ®I'OC BO 1o HampapieHHIO MOArOTOBKH
46.03.02 JIOKYMEHTOBEJIEHUE 1 APXUBOBEJIEHME (yposennb Gakanappuara) (npukas
Muno6prayku Poceuu ot 06.03.2015T. Ne 176)
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Jluer akTyaauzanuu padoveii nporpaMmabl

Pa6oyas nporpamMma IepecMoTpena, obcyxkiena u onobpena Juts peasmsanmn B 2020 - 2021
yueGHOM roy Ha 3aceanuy Kapeapsi Ilenaroruueckoro 06pazoBaHus 1 JOKYMEHTOBEICHHS

Ne 1
C.C. Benukanosa

ITpotokon ot 03 cg ",f,-’. % 0
3as. kadeapoi (Q;{/

g 4
PaGouast mporpaMma mepecMoTpeHa, o6cyxk/iena u ofobpena juis peaymasaiuu B 2021 - 2022
yueGHOM roj1y Ha 3acenanuy kadenpsr Ilenaroruyeckoro o6pasoBanus ¥ JOKYMEHTOBEICHHS

[Tpotokom ot 20 r. Ne
3as. kapenpoi C.C. Benmkanona

2 -

PaGouast mporpamMma IepecMOoTpena, o6cyxkiena i oxobpena Juis peanusanuy B 2022 - 2023
yue6HOM rojy Ha 3acenanuu kadenpsr Ilenaroruyeckoro 06pasoBaHus U JOKYMEHTOBEICHHSA

[Tporokom ot 20 r. Ne
3as. kadenpoii C.C. Benmkanosa

Pa6ouas mporpaMma nepecMoTpeHa, 06cyxk/iena 1 oxobpena juis peanusanuu B 2023 - 2024
yue6HOM rojty Ha 3acenanuy kadenpsr Ilenarornyeckoro 06pa3oBaHus U JJOKYMEHTOBEICHHS

IIporokon o 20 r. Ne
3as. kadeapoit C.C. Benukanosa

PaGouas nporpamMma rnepecMoTpeHa, 06cyskieHa 1 onobpeHna uis peanusaiuu B 2024 - 2025
yueGHOM rojy Ha 3acenanuu Kapenps: Ilerarornyeckoro o6pasoBaHus U JOKYMEHTOBEICHHUS

[Tporokon or 20 r. Ne
3aB. kadpenpoi C.C. Benmkanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

— H3Y4YCHHE 3aKOHOMEPHOCTEW JOKYMEHTOOOpa3OBaHUs, CKIIAJbIBAHUS U Pa3BUTHUS
CUCTEeM  JOKYMEHTAI[MH, TEOPETUYECKHMX ©  MPAKTUYECKHX  MpoOJIeM  CO3TaHUs
JIOKYMEHTHUPOBAHHOM MH-(pOpMaIIUU OpraHu3auii 110001 OpraHu3alMmOHHO-TIPABOBOM (hOPMBI.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

HucuuiuinHa JIOKyMEHTOBEJEHHE BXOAUT B 0a30ByI0 4acTb Yy4yeOHOro IuUIaHa
00pa30BaTeIbHOI IPOrPaMMBI.

Jus  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

Opranu3anus 1 TEXHOJIOT Ul TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

IIpaBoBeneHue

OCHOBBI Hay4YHO-HUCCIIEN0BATENBCKON ACSTEIBHOCTU

VYyeOHasi - MHpakTUKa IO IOJIYYEHHUIO MNEPBUYHBIX MNPOPECCHOHANbHBIX YMEHMH U
HaBBIKOB, B TOM UYHCJIE IEPBUYHBIX YMEHMM M HaABBIKOB HAy4YHO-MCCIEA0BATEIbCKON
JeSITEIIbHOCTH

JIoKyMEHTaIlMOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

JIMHrBUCTUYECKUE OCHOBBI JIEJIOBOTO IUChMa

CoBpeMeHHas OpraHu3alys rocy1apCTBEHHbIX yupekaeHuil Poccun

TpyaHble BOIPOCHI PyCCKOM ITYHKTYyaluu

OCHOBBI apXUBOBECHUS

JlokymeHTaIlmoHHO€e o0ecreueHre rocy1apcTBEHHOro ycTpoiicta B PO

3HaHus (YMEHMsI, BJIaJCHUS), TOJYYEHHbIE P U3YYEHUU JAHHOW TUCLUIUIMHBI OynyT
HEOOXOAUMBI JUISl U3yUeHUS TUCIUIUTNH/TIPAKTHK:

ApxuBoBeneHue

JIoKyMeHTallMOHHOE 00€ecIedeHHEe TPYI0BbIX OTHOIIEHU B PO

HNudopmannonHoe odecrieyeHne ynpaBieHus

KanpoBoe nenonpousBoacTBo

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

OCHOBBI CEKpeTapCcKOro 00CTYKHBAHUS

[IpoekTHas AesATETbHOCTD

JlenoBas nepenucka

NHupopmaninoHHble TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIEjIe

HopmatuBHas 6a3a nenoBoro nuchbma

IIpoekTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraH13aluu

[Ipou3BocTBEHHAs - MpaKTHKa MO MOJYyYEHUIO MPOPECCHOHATbHBIX YMEHHM U OIbITa
npodecCHOHATBLHOMN AesITeIbHOCTH

Jlenonpon3BoACTBO KOMMEPYECKUX IPEAIPUATUN

WNudopmaiinoHHble pecypchl KaApOBOH CITYKObI

[TpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

CrennanbHasi CUCTEMA YYETHON TOKYMEHTALUN

I'ocynapcTBeHHbIE, MyHUIIMITATIbHBIE U BEJOMCTBEHHBIE apXUBBI

JIOKyMEHTUPOBaHUE EATEIBHOCTH HETOCYIapCTBEHHBIX OpraHU3aui

Me:x1yHapoIHbIE CTaHAAaPThI YIIPABIICHUS TOKYMEHTaAMU

Opranu3anys padoThl ¢ 00palleHusIMU TPakIaH

JIOKyMEHTAIllMOHHOE ~ OoOecreueHre YHpaBICHUS Ha MPEANPHUATUSAX  Pa3THUHBIX
OpraHU3alMOHHO-TIPaBOBBIX (HOPM



3 KomnereHunu o0y4aroiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUs

AMCHUIIMHBI (MOIYJISI) M IIJIAHUPYEMbIE Pe3yJbTAThl 00y4eHUs

B pesynbTaTe OCBOCHUS AMCHUILIMHBI (MOAYIS) «/[OKyMEHTOBEACHHE» O0YJaroIIHiAcs
JOJIKEeH 00J1a/1aTh CIASAYIOUUMHU KOMITETEHIUSAMHU:

CTpyKTypHBIi [Tnanupyemblie pe3yabTaThl 00ydeHUs
JJIEMEHT
KOMIIETEHIINH

[1K-3 BiajeHrieM 3HAHUSIME OCHOBHBIX MPOOJIEM B 00JIACTH IOKYMEHTOBEICHHUS H

3HaTh - TOKyMEHTOBEAUECKYIO0 TEPMUHOJIOTHIO;

- HOpPMaTUBHO-METOAMYECKUE MAaTEPHUAIIbI IO JOKYMEHTHPOBAHUIO
yIpaBJeHYe-CKOM 1eATeIbHOCTH;

- CIIOCOOBI U CPE/ICTBA TIOKYMEHTUPOBAHNS,

- 3aKOHOMEPHOCTH Pa3BUTHS IOKYMEHTA;

- CTPYKTYpPY JOKYMEHTA;

- XapaKTepUCTUKY U COCTaB YHU(UIIUPOBAHHBIX CUCTEM JOKYMEHTAIINH;
- TUTIOBOM COCTaB CUCTEM JOKYMEHTAIIMHU YUPEKICHUM JTF000H
OpraHU3aIlMOHHO-TIPABOBOU (HOPMBI;

- IpaBUJIa COCTABIIEHUS U O(pOpMIIEHUS JOKYMEHTOB;

- TIOPSIZIOK OPTraHU3AIMH IOKYMEHTOB B KOMILIEKCHI;

- KPUTEPHUH U IPUHIIUIIBI ONIPEIETICHHUS] HAYYHO-UCTOPUUECKUN U
MPAKTUYECKOM IEHHOCTH JOKYMEHTOB;

- TEHJICHIINH Pa3BUTUS WH(OPMALIMOHHO-IOKYMEHTAI[MOHHOTO
o0ecrieueHus YIIpaBiICHUs. U apXUBHOTO Jieia

YMeTb - QHAJIU3UPOBATH HOPMATUBHO-METOAUYECKUE UCTOUHUKH 10
JOKYMEHTHUPOBAHUIO YIIPABJICHUYECKON AEATEIbHOCTH;

- XapaKTepu30BaTh U aHAJIM3UPOBATh YHU(DUIIUPOBAHHBIX CUCTEM
JOKYMEHTALUK;

- BBISIBJIATH THIIOBOM COCTaB CUCTEM JOKYMEHTAIIUH YUpEKACHUH 1000
OpraHMU3aIIOHHO-TIPAaBOBON (DOPMBI;

- IPUMEHSATH NPaBHJIa COCTABICHUS U 0()OPMIIEHUS TOKYMEHTOB Ha
MIPaKTHKE;

- OPraHU30BbIBAThH JOKYMEHTBI B KOMILIEKCHI;

- BBISIBJISITh HAYYHO-UCTOPUYECKYIO U NMTPAKTUYECKYIO [IEHHOCTh
JOKYMEHTOB;

- BBISIBJISITh TEHJIEHIIUU Pa3BUTHS HH()OPMAIIMOHHO-JOKYMEHTAI[HOHHOT O
o0ecreyeHus yIpaBieHusl 1 apXUBHOT'O JieNa

Bnagers - TOKYMEHTOBEIYECKOH TEPMHUHOJIOTHEH B MPO(eCcCHOHAIBHON peuH;
- IpUEMaMH COCTaBIICHUS U OOPMIIEHHS OCHOBHBIX YIPaBICHUYECKUX
JIOKYMEHTOB;

- METO/IaMU YHU(PHUKAIIUU U CTaHJApTU3aLNN JOKYMEHTOB;

- HaBbIKaMU O0BbETUHEHUS JOKYMEHTOB B IEPBUYHBIE KOMILIEKCHI,

- 3HAHUSIMH OCHOBHBIX NPOOJIEM B 00JIaCTH IOKYMEHTOBEICHHS

[TK-4 criocoGHOCTHIO CAMOCTOSITEIBHO PabOTaTh C Pa3IMYHBIMU UCTOYHUKAMH UH(OpMAIK




3HaTh

- OCHOBHBIC HAYYHBIC U TIEPHOIMUECKUE U3IaHKs B 001aCTH
JOKYMEHTOBE/ICHUS;

- OCHOBHbBIC VIHTEpPHET-UCTOYHUKH B 00JIACTH JOKYMEHTOBCICHHSI,

- HOPMaTHBHO-TIPaBYIO0 ¥ HOPMAaTUBHO-METOANYECKYIO 0azy
JOKYMEHTAIHOHHOTO 00ECIICYCHUs YITPABIICHHS,

- criocoObI paboThI ¢ Pa3MTUYHBIMUA UCTOYHUKAMU HH(OpMAIIH;

- “H(GOPMAIIMOHHBIE TEXHOJIOTHUHU TIPH paboTe ¢ MHpOopManue B 001acTu
JeTI0-TIPOU3BOJICTBA

YMeTn

- CAaMOCTOATENBHO OCYIIECTBIIATh OUCK HAYYHBIX U MEPHOAMYECKUX
n3/1aHui B 00J1aCTU JOKYMEHTOBEICHUS;

- CaMOCTOATENIBHO UCII0JIb30BaTh OCHOBHBIE MIHTEpHET-UCTOUHUKH B
00J1aCTH TOKYMEHTOBE/ICHUS B TPO(PECCHOHANBHON eI TeTbHOCTH;

- CaMOCTOATENIBHO aHAIU3UPOBATh HOPMATUBHO-IIPABYIO U HOPMATHUBHO-
METOINYECKYI0 0a3y TOKYMEHTAllMOHHOTO 00ECIIEUeHNUs YIIPaBICHHUS;

- CaMOCTOATENBHO UCIIOJIb30BaTh CLIOCOOBI pabOThI € pa3IMUYHBIMU
HMCTOYHUKAMHU MH(pOpMaLuu B IpOo(eCCUOHATIBbHON AESITEIbHOCTH;

- CAaMOCTOSATEJIbHO IPUMEHATh HHPOPMALIMOHHBIE TEXHOJIOTUHU MPH padoTe ¢
nH(popMarmeil B 001aCTH AEIONPOU3BOICTBA

Brnaners

- HaBBIKAMH Pa0OTHI C OCHOBHBIMH HAYYHBIMH U TIEPHOHUECKUMHU
U3JIaHUSAMU B 00JIaCTH JJOKYMEHTOBEICHMUS;

- HaBBIKAMH Pa0bOTHI C OCHOBHBIMH VIHTEpHET-UCTOYHUKAMU B O0JIACTH
JIOKYMEHTOBEICHUS;

- 3HAaHUSIMU HOPMATHUBHO-TIPaBOM U HOPMATUBHO-METOANYECKOM Oa30i
JOKYMEHTAI[MOHHOT'O 00€eCIIeYeH s yIIPaBICHMS;

- crioco6amu paboThI ¢ pa3IMYHBIMU HCTOUHUKAMU HH(OPMALIUN;

- nH(GOPMAIIMOHHBIMH TEXHOJIOTUSAMHU ITpU padoTe ¢ nHpopManuei B
00J1aCTH JAEIONPOU3BOICTBA

ITK-19 crocoOHOCTBIO NCTIOIB30BATh MPaBUJIAa TOATOTOBKU YIPABICHYECKUX JOKYMEHTOB U
BEJICHUS JIEJI0OBOU IEPEIUCKU

3HaTh

- IpaBMJIa MTOATOTOBKH YIPABICHYECKUX JTOKYMEHTOB
- TEOPETUYECKHE OCHOBBI BEICHUS JICTIOBOM MEPENUCKH

- COCTaB M coJiep’KaHle HOPMATHUBHO-METOIUUECKOM 0a3bl O COCTaBJICHUIO
1 0OPMIIEHHUIO CITYKEOHBIX TOKYMEHTOB

- cnenu(UKy s3bIKa yIpaBIeHYECKON TOKyMEHTAlUH;

- OCHOBHBIC HpO6J’I€MI>I HOPMAaTHUBHOI'O o0OecrieueHnst COCTaBICHHUS U
oopmiIeHHs yIIpaBIeHUECKOM JOKYMEHTAINH;

- OCHOBHBIE TIPOOIEMBI HOPMAaTUBHOTO 00€CTICUCHUSI BEICHHUS JICITOBOI
MIEPENUCKU

YmMmern

- COCTaBJISATh U ODOPMIIATH PA3IMUHbIE BUBI YIPABICHUYECKUX JOKYMEHTOB
B COOTBETCTBUU C MPAaBUIAMU UX MOATOTOBKH;

- IPOEKTUPOBATh YHUDHUIIMPOBAHHBIE (POPMBI YIIPABICHUECKUX JOKYMEHTOB
C YYETOM COBPEMEHHBIX TPEOOBAHUI K UX COCTaBJICHUIO U OOPMIICHHUIO;

- IPUMEHSATH NPaBUJIa BEIECHUS AEIOBOU NEPENHCKH;

- COCTaBJIATH JIOKAJIbHYI0 HOPMAaTUBHO-METOINYECKYIO TOKYMEHTALUIO 110
MIO/I-TOTOBKE yIPaBJIEHUECKON TOKYMEHTALINH;

- COCTaBJIATH JIOKAJIbHYI0 HOPMaTUBHO-METOINYECKYIO TOKYMEHTALUIO 110
BEJICHHUIO JIEJIOBOM IIEPENUCKU




Bnanets

- IpaBWJIAMH OATOTOBKH yIPABICHYECKUX JOKYMECHTOB;

- IpaBUJIAMH BEACHUS JI€JI0BOH MEPEIUCKY;

- HOPMaTHBHO-METOANYECKON 0a3bl 110 COCTABICHUIO U 0(hOpMIICHHIO
CIIy’>KEOHBIX JJOKYMEHTOB

- o(puIMaTbHO-IETTOBBIM SI3BIKOM IIPH COCTABJICHUH U 0(OPMIICHUH
CIIy’>K€OHBIX JJOKYMEHTOB;

- IPAaKTHYECKHMHU HAaBBIKAMH HUCIOIb30BaHUSl YMEHHUS COCTABIIATh U
0(opMIIATH CITY’)KEOHYIO JOKYMEHTAIMIO HA APYTHX AUCIHUILTHHAX

OIIK-3

BJIaICHUEM 0a30BBIMM 3HAHUSIMH CUCTEM OpraHoB FOCY,HapCTBeHHOfI u

MYHHULUIIAJIbHOMN BIACTH

3HaTh

- TpeOOBaHMSI K COCTABJICHUIO M O(POPMIICHHUIO YIIPABICHYECKUX JOKYMEHTOB
- COCTaB M COJIepKaHNe HOPMATUBHO-METOIUYECKOM 0a3bl IO COCTaBICHUIO
1 0OPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

- OCHOBHBIE TIPOOJIEMbI HOPMATHUBHOTO 00€CTICUEHUS COCTABICHUS U
o(opMIIeHUs YIIPAaBICHUYECKON JOKYMEHTAIIMH B CUCTEME OPTaHOB
rOCyJIapCTBEHHOW U MYHMIIUITAJILHOW BJIACTH

- OCHOBHBIE MPOOIEMBbI HOPMAaTUBHOTO OOECIICUEHUS BEACHHUS JIETIOBOM
MEPENUCKH B CUCTEME OPTaHOB rOCYAaPCTBEHHOM U MyHULIUNIAIILHOMN BJIACTH

YmMmern

-HCIIOJIb30BATh IIPH  COCTABJIICHUH U OPOPMIICHUN Pa3IMYHBIX BHJIOB
YIIPaBICHYECKUX JOKYMEHTOB HOPMATHUBHBIE U ITPABOBBIE AKThl OPraHOB
roCyJapCTBEHHOM U MYHHUIIMITAIIBHON BIIACTH;

- IPOEKTUPOBATh YHU(DHUIIMPOBAHHBIE (OPMBI YIIPABICHYECKUX IOKYMEHTOB
C YYETOM COBPEMEHHBIX TPEOOBAHMI OPraHOB rOCYIaPCTBEHHON U
MYHUILUIIAJIBHON BIACTH;

- COCTaBJIATh HOPMATUBHO-METOIHUYECKYIO IOKYMEHTAILMIO 10 IMIOAIOTOBKE
YIPABJICHUYECKONU TOKYMEHTALUH

. OCHOBBIBAsICh HA HOPMATHBAX CUCTEM OPIaHOB I'OCYJapCTBEHHON U
MYHULMIIAJILHON BJIACTH,

Bnanertn

- PaBWJIaMH MTOATOTOBKH YIIPaBIEHYECKUX JOKYMEHTOB OPTraHOB
roCyapCTBEHHON U MYHULIMIIAJILHON BIIACTH;

- IPaBWJIAMH BEJICHUS JI€JIOBOM NIEPENMCKU B CHCTEME OPTraHOB
roCyapCTBEHHOM U MYHULIMIIAJILHON BIIACTH;

- HOPMAaTHBHO-METOANYECKOMN 0a3bl OpraHOB IOCY/IapCTBEHHON U
MYHUIIUTIATBHON BJIACTH IO COCTABJICHUIO U O()OPMIIEHUIO CITY>KEOHBIX
JIOKYMEHTOB

- IPAaKTUYECKUMHU HAaBBIKAMH MCIIOJIb30BAaHUS YMEHUS COCTABIIATH U
0(hopMIIATH CiTy’)KEOHYIO JOKYMEHTALMIO OPraHOB T'OCYAapCTBEHHON 1
MYHUIUIIAJILHON BIACTH




— ayIuTOpHas — 8 aKkaJl. 4acos;

4. CTpyKTypa, 00b€éM U colepkaHne TUCHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 8 3a4eTHBIX enuHull 288 akaa. 4acoB, B TOM
qyuce:
— KOHTaKkTHas padora — 9,8 akas. yacos:

— BHeaynuTopHas — 1,8 aka. yacoB
— caMmocrosTenbHas pabora — 270,4 akan. 4acos;

— MOJTOTOBKA K 3auéTry — 3,9 akaj. yaca
®dopma aTTecTanuu - 3a4eT, Kypconasi paboTa, 3a4eT C OIIEHKOU

AynuropHas % o
KOHTAaKTHAas g £ dopma
o)
pabora 5 & Bux TEKYLIEero
Pasznen/ Tema 2| (Baxam wacax) | & & . KOHTPOJIS Kon
BN ( i ) 3 ©|caMoCTOATENBHOM P
JUCLUTUTAHBI =z = YCIIEBAEMOCTH U | KOMIIETEHIIUU
g & padoThI .
T 1mab.| mpakT. | £ & IIPOMEKYTOTHOU
Elzam| san. |S & aTTecTalun
1. Pazgen 1. VYHuduuuposaHHbIE
CHCTEMBI JTOKYMEHTalUuH. JJOKyMEHT Kak
cucTeMa
[onck
JOTIOJTHUTENBHOM
uH(popMaIHK 10
3alaHHON TEME.
Kontponbnas
pabora.
TectupoBanue
Brinmonnenne
(Tekyuee u
JIOMAITHAX
HUTOTOBOE)
MPaKTHYECKUX
IIpakTuueckas
pador aboTa
11 VYnpasneHueckas TEopHst CamocrosTensHoe P [K-3, TIK-4,
KonTtponbhas
JOKYMEHTA. VYupasnenueckue| 2 | 0,5 18 n3ydeHue aGora IK-19,
CUCTEMBI IOKyMEHTaLUH yueOHOil u pav OIIK-3
VYeTHblii onpoc
Hay4YHO JIUTEepa-
(cobecenoBanme)
TYpBL.
Ha
ITonroroBka x
MPAKTHISCKUX H
TECTHPOBAHHIO
3aqere
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4ueOHUKaMU,
TECTOBBIMHU

CUCTEMaMH




Iouck
JIOTIOTHUTENBHON
HHPOPMAITHH 10
3alaHHON TeMe.
KonTponpuas
aboTa.
p TectupoBanue
Brimonuenne (Texymee u
OMAIITHUX
n HUTOTOBOE)
MIPAKTHIECKUX Tpaxtuucckas
aboT
p pabora
1.2 Cranpapruzanus U YHADHUKALS CamocrosTensHOe KoOHTDOMbHAS IK-3, I1K-4,
JIOKYMEHTOB. YHudumpoBaHHsie 0,2 0,5/0,51| 10 H3yuYeHHe a%OTa I1K-19,
CHUCTEMBI JIOKyMEHTAIUH yueOHOI u yCTEHﬁ onpoc OIlK-3
Hay4HO JIUTepa-
i p (cobecenoBanue)
TYpBL. Ha
[Toaroroska k
MPaKTUIECKUX U
TECTUPOBAHHIO saueTe
Pabota c
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
CHCTEMaMH
[Tonck
JIOTIOTHATENBHON
uH(popMaIMHy 10
3aJaHHOH TeMe.
KontponbHas
abora.
p TectupoBanue
Brinonnenne (Texymee 1
OMAIITHUX
A HUTOTOBOE)
MIPaKTHIECKUX Tpaxtuueckas
aboT
1.3 loxymeHt kak cucrema. OoOriue p pabora
TpeboBaHUs K odopmieHuIo Cavocrosmenyroe Kontponbnas [IR-3, TK-4,
OI[))I‘aHI/BaL[I/IOHHO paCHOpH,HI/II)TeHLHLIX 0.6 l2n 1137 fByHcHue pa%OTa TIK-19,
eOHOM 1 . OIlK-3
JIOKYMEHTOB i YerHbit onpoc
Y HaY4HO JIUTEpa-
(cobecenoBanme)
TYpBL. Ha
[Noaroroska k
NPAKTHIECKUX H
TECTUPOBAHHIO saueTe
Pabota ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4aeOHUKaMU,
TECTOBBIMHU
CHCTEeMaMH
Hroro no pazneny 1,3 1,5/2,51| 41,7

2. Pasnen 2. TpeGoBaHUsI K COCTABICHHIO
U OQOPMJICHHUIO  OCHOBHBIX  BHJIOB
OpraHU3aIMOHHOTO-PACTIOPSTUTEIBHOM
JOKYMEHTAIINH




ITouck
JIOMOJHUTEILHOM
HHPOPMAITHH 10
3aJIaHHOM TeMe.
KonTponpuas
patora. TectupoBanue
Brinonnenue (Texymee u
AOMAILHHX HUTOTOBOE)
TPAKTHICCKHX IIpakTuueckas
pador pabora
2.1 TpeGoBaHHMS K COCTaBJICHHUIO H CaMoCTOSATENBHOE KontponbHas I1K-3, I1K-4,
OQOPMJICHHIO  OCHOBHBIX  BHJIOB 0,2 H3yuYeHHe aGora I1K-19,
OpraHU3aIMOHHBIX JIOKY-MECHTOB yueOHOI u yCTfmﬁ onpoc OIlK-3
HayHo (cobecenoBanue
JIUTEPATYPHI. ) Ha
Tonrotosia K MPAKTHISCKHX U
TECTHPOBAHHIO
Pabota ¢ sauere
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMU
5 CHCTEMaMH
ITouck
JIOTIOTHUTEILHOM
uH(popMaIMHy 10
3aJJaHHOH TeEME.
KontponbHas
pabora. TectupoBanue
BrinonHenue (Texymee 1
AOMAIIHHX HUTOTOBOE)
TPAKTHHCCKIX IIpakTuueckas
pagor pabota
2.2 TpeGoBaHHS K COCTaBJICHUIO H CaMocTosATENbHOE KomtponbHas I1K-3, T1K-4,
OQOpPMJICHHIO  OCHOBHBIX  BHJIOB 0,3 0,3/0,51 U3y4YeHHE aGoTa I1K-19,
PacToOpAAUTENHHBIX JJOKY-MECHTOB yueOHO# 1 YCTE P OIIK-3
HayHHo Jrepa- (cobecemoBanme
TYpBHI. ) Ha
Tonroroska K MPAaKTHYECKUX U
TECTUPOBAHHIO
Pabota ¢ satere
KOMIIBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECCTOBBIMU
CHCTEMaMH




ITouck
JIOMOJHUTEILHOM
HHPOPMAITHH 10
3aJIaHHOM TeMe.

KonTponpuas
aboTa.
p TectupoBanue
Brinonnenue (Texymee u
OMAaIITHUX
n HUTOTOBOE)
TPAKTHICCKHX IIpakTuueckas
aboT
2.3 TpeboBaHMs K COCTABJIEHHIO H p aboTa
odo MpJ'IeHI/I}O OCHOBHBIX  BHJIOB CamocrosTeibHoe KOIfT OJIbHAs TIK-3, [IK-4,
P 0,2 0,2/11 | 25 U3y4YCHUE P I1K-19,
UH(POPMAIIIOHHO-CIIPABOYHBIX GHOM 11 pabora OITK-3
JIOKyMEHTOB Haquo Tepa VYeTHbIi ompoc
i P (cobecemoBanue
TYpHL. ) na
ITogroroBka k
A MPaKTUIECKUX U
TECTUPOBAHUIO saueTe
Pabota ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKAMH,
TE€CTOBBEIMU
CHCTEMaMM
ITouck
JIOTIOTHUTEILHOM
uH(popMaIMHy 10
3aJJaHHOH TeEME.
KontponbHas
abora.
p TectupoBanue
BrinonHenue (Texymee 1
OMAIITHUX
A HUTOTOBOE)
TPAKTHHCCKIX IIpakTuueckas
aboT
2.4 TpebGoBaHHS K COCTaBJICHUIO H p pabota
0 OpMIICHUIO OCHOBHBIX BHU/JIOB CamocroATem:Hoe KonTpoarHas TIK-3, ITK-4,
,I[OK}IT)MEHTOB o TPYIOBBIM 19 H3yHeHHe pa%OTa TIK-19,
eOHOM 1 . OIIK-3
OTHOULIEHUSAM. JINUHBIE JOKYMEHTHI Hay:{lﬁo HTeDa YerHbit onpoc
y P (cobecenoBanue
TYpHL. ) na
IToaroroBka k
A MIPAKTHIECKUX 1
TECTUPOBAHUIO saucTe
Pabota ¢
KOMITEIOTEPHBIMH,
3JIEKTPOHHBIMU
y4aeOHUKaMU,
TE€CTOBBIMU
CHCTEMaMU
Hroro no pazneny 0,7 0,5/1,51| 94
Uroro 3a cemectp 2 2/41 |135,7 3a4éT

3. 3 Pasnen.
JIOKYMEHTAI[MOHHBIX
KOMHHCKCBI }IOKyMCHTOB

CoBepIIeHCTBOBaHHE
MIPOLIECCOB.




[Tonck
JIOTIOJTHUTEIIbHOM
HHPOPMAITHH 10
3aJJaHHOM TeMe.
KonTponpuas
pabota TectupoBanue
) TEKyIlee U
Brimonaenune (I/ITOZOBOG)
OMAIITHUX
n IIpakTudeckas
TIPaKTHIECKUX
3.1 PernameHTamusi  MPOIECCOB patot pabora
JIOKYMEHTOOOpa30BaHMs. KonrpoasHas
yHI/?(i)I/IKaLII/Iﬂ pI/I CTaHJIapTU3alMSI KaK CamocrosTeibHoe a%OTa TIK-3, [IK-4,
P 1 /11 | 42,7 n3ydeHue par ITK-19,
METOBI COBEpPILIEHCTBOBAHUS GHOM 11 YcTHBIN orpoc OITK-3
JIOKYMEHTHO-KOMMYHHUKAIIHOHHOH v (cobecemoBanue)
Hay4HO JIUTepa-
JIeATEeIILHOCTH VORI Ha
YpEL- MPAKTHYECKUX H
IToaroroBka k saucTe
TECTUPOBAHUIO KvocoBas
Pabota ¢ y:60Ta
KOMITBIOTEPHBIMH, p
3JIEKTPOHHBIMU
yueOHUKAMH,
TE€CTOBBEIMU
CHCTEMaMM
ITouck
JIOTIOJTHUTENbHOU
uH(popMaIMHy 10
3aJaHHOU TEeMe.
KontponbHas
paboTa TectupoBanue
’ TEKyIlee U
BrinonHenue (mo}r/cl:faoe)
OMAIITHUX
A IIpakTnueckas
TIPaKTUIECKUAX pabora
aboT
p KonTponpuas
3.2 TIpocThie U CIOKHBIC KOMIUIEKCHI CaMoCTOSTENbHOE aGota I1K-3, IIK-4,
JIOKyMEHTOB. 0,5 0,5/1,5U| 44 U3y4eHue yCTEHﬁ ompoc [K-19,
OKYMEHTHBIE PECYPCHI. eOHOM 1 OIIK-3
Hoxym peeyp i (cobecenoBanue)
HaY4HO JIUTEpa- a
TYpBI.
yP MPAaKTUIECKUX U
IToaroroBka k saueTe
TECTUPOBAHUIO Kyocosas
Pabota ¢ y£60Ta
KOMITEIOTEPHBIMH, P
3JIEKTPOHHBIMU
yueOHUKAMH,
TE€CTOBBIMU
CHCTEMaMU




ITouck
JIOMOJHUTEILHOM
HHPOPMAITHH 10
3aJIaHHOM TeMe.

KonTponpuas
pabota TectupoBanue
’ TeKyIiee u
Brimonuenne (I/ITOZOBOG)
OMAIITHUX
n IIpakTudeckas
MIPAKTHIECKUX aGota
3.3  OcoOCHHOCTH  COCTaBIICHHS pabort KOE:T oIbHAS
JIOKYMEHTOB Ha MAIIUHHBIX CaMoCTOSATENBHOE a%OTa I1K-3, I1K-4,
HocuTemsix.  FOpuaumyeckas — cuia 0,5 0,5/1,51| 48 H3yuYeHHe yCTimﬁ OIDOC I1K-19,
JIOKYMEHTOB Ha MAaIIWHHBIX yueOHOI u p OIlK-3
(cobecemoBanue)
HOCHTEIISIX Hay4YHO JIUTepa- a
TYpBL.
P NPAKTHIECKHX U
ITogroroBka k saucTe
TECTUPOBAHHIO Kyvpcopas
Pabota c y:60Ta
KOMITBIOTEPHBIMH, p
INEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
CHCTEMaMH
HWroro no pazneny 2 2/41 (134,7
Uroro 3a cemectp 2 2/4AN (134,7 3a0,Kp
3aueT, Kypcosas |I1K-3,ITK-
TOTO IO TUCIUILIHH , Ta, 3auet ¢ |4,I1K-19,
Hroro no auc e 4 4/8U1 |(270,4 aboTa, 3aue 4,TIK-19,0TIK
OIICHKOM -3




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

W3ydyenue DUCHUIUIMHBI HAaYMHAETCA C IleJienojlaranus, 0003HAaYyarollero OCHOBHBIE
3HAHUS, YMEHHS ¥ HaBBIKH, KOTOPBIE JOJDKHBI C(DOPMUPOBATHCA Y CTYJCHTOB B X0J1€ O0yUYCHHUS.
Hayka «/loxymeHTOBezeHHe» Mpe/CTaBlIeHa B CIEKTPe MPOOJIEMHBIX BOMPOCOB YIPABIICHUS B
pa3IMYHBIX OTpACIAX ACSITEIbHOCTH YEIOBEKa.

TexHonorueld MOHUTOPUHTA PE3YJIbTATOB OOPA30BATEIBHOM IESATENLHOCTU SBISETCS
3a4yeT, BBICTABISIEMBI Ha OCHOBE MOATOTOBJIEHHOTO MOPT(HOIUO, MO3BOJSIOMIETO YUYUTHIBATH
pe3ynbTaThl, JOCTUTHYThIE CTYACHTOM B pa3HOOOpa3HbIX BHAAX JACSITENBHOCTH —
y4eOHO-TI03HABATENIbHON, YACTUYHO-TTIOMCKOBOM, PEIIPOTYKTUBHOM:

-OTBETHI HA IPAKTUYECKHE 3a/IaHUs,

-TECTUPOBAHHUE,

-KOHCIIEKTUPOBAHHUE,

-KypcoBas pabora.

TexHonorus MoAeIMpOBaHUs SBISETCS BaXKHBIM 3JIEMEHTOM JIESITEIbHOCTHOTO MOIX0/1a
B 00yueHUH OaKanaBpoB 10 HAIPaBJIEHUIO «JlOKYMEHTOBEIEHNE U apXUBOBEICHUEY.

Jisa oueHkd MOPTQOINO MPUMEHSETCS] PEUTUHTOBas TEXHOJOTHS OIEHKU 3HAHUH,
CIO0COOCTBYIOIIAs IEMOHCTpALMK 00 BEKTUBHOCTH IIPEI01ABATEIbCKOM OLICHKH.

JI71s1 KOHTPOJS PENPOYKTUBHON J€ATEIbHOCTH CTYJEHTOB UCIIOJIb3YETCSl YCTHBIA OIPOC
Ha T[PaKTUYECKUX 3aHATUSAX, TectupoBaHue. C wenblo oOecrneyeHus MPEeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JEeKUUAX HCIONb3YIOTCA ONMI-OMPOCH], OMpPEesIoNe CTeNneHb
OCO3HAHHOCTH JIEKLIIMOHHOT'O MaTepuaia, yCTAaHOBJICHUE CBA3M MEXKY KIIOUYEBBIMU MOHSITHSIMU
Kypca.

[TpodeccrnonanbHbIe yMEHHS 110 pabOTE ¢ ICTOYHUKAMU PA3HBIX THIIOB OTPabaThIBAIOTCS
IpU BBINOJHEHUH JoMamHuX pabor. IIpoBepka chopMHpPOBAaHHOCTHM HA3BAHHBIX BBIIIE
po(hecCHOHANBHBIX KOMIIETEHIIMNA OCYIIECTBIISIETCS B MHTEPAKTUBHON (hOpMe HA IPAKTHUECKUX
3aHSTHSIX 110 MOAEIUPOBAHUIO IIPOEKTOB JOKYMEHTOB.

CopepxaHue 4acTH CaMOCTOSITENIbHOM pabOThl paccUUTaHbl Ha (HOPMHUpPOBAHUE YMEHHIM
MOJIb30BAThCA ~ MaTepuajiaMM TEePUOJUYECKHX  HW3JIaHUil, BKJIIOYas WHTEPHET-U3JaHUS
npohecCHOHANBHBIX HAYYHO-TIPAKTUYECKUX KYPHAIIOB.

[Ipn wu3ydeHun TpeOOBaHUI K COCTaBICHUIO U OQOPMIIEHHIO OCHOBHBIX BHJIOB
OpPraHU3alMOHHOT O-PaCIOPSAIUTENBHOM JIOKyMEHTaluu IIPUMEHSIFOTCS KOMILJIEKC
o0pa3oBaTeNbHbIX M HMH(POPMAIMOHHBIX TEXHOJIOTUH, HaIpaBIECHHBI Ha OBJaJIeHUE
3as1BJIEHHBIMU KOMIIETEHIUSMHU.

B mpouecce Bcero 00ydeHMsI MCMONB3YIOTCA HH(YOPMAMOHHO-KOMMYHHUKAIIMOHHbBIE
o0Opa3oBaTeNbHbIE TEXHOJIOTUM — OpraHu3alus o0pa3oBaTeNbHOTO Mpolecca, OCHOBAHHAS Ha
NPUMEHEHUN CHEIHaTU3UPOBAHHBIX MPOTPAMMHBIX CPEll M TEXHHUYECKHUX CpEACTB paboOThl C
uHpopmanueil. opmMamu y4eOHBIX 3aHATUN SBISAIOTCS: JIEKUUSA-BU3yalIU3alus — U3JI0KEHUE
COJIEp’KaHUsl  COMPOBOXKIACTCS Mpe3eHTalued (AeMoHCTpanuell y4eOHbIX MaTepHalloB,
MPEJICTABICHHBIX B PA3UYHBIX 3HAKOBBIX CHCTEMaxX, B T.4. WJUIFOCTPATHBHBIX, TPaPUUECKHX,
BHJICOMATEPHAIIOB).

IIpu HanrcaHuM KypcoBOM pabOTHl MPUMEHSIOTCS TEXHOJIOTUN OpraHU3aluy IPOSKTHOM
Y Hay4yHO-HCCJIeI0BATENIbCKON 1€ATEIbHOCTH.

6 YueOHO-MeTOqHYECKOE 00ecTiedeHEe CAMOCTOSITeJIbHOW PadoThl 00yYaIINXCS
[Ipencrasneno B npuiioxeHuu 1.

7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
IIpencraBneHbl B IPHIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCIUTTIMHBI (MOTYJIs1)



a) OcHoBHas TUTEpaTYypa:

1. JlokyMeHTOBEICHHE © yYCOHHUK U MPAKTHKYM JIJIsl akajeMudeckoro Oakanaspuata / JI.
A. loponuna [u ap.] ; moxa penakuwmeii JI. A. JloporuHol. — 2-€ u3., mepepad. u gon. — Mocksa
. UznmarensctBOo FOpaiit, 2019. — 309 c. — (bakamaBp. Akamemuueckuid kypc). — ISBN
978-5-534-03053-2. —  Tekcr : onektponubii //  DBC  Opait [cait]. —
URL :https://www.biblio-online.ru/bcode/433067 (mara obpareHus: 11.08.2020).
https://www.biblio-online.ru/viewer/dokumentovedenie-433067#page/1

2. KazakeBuu, T. A./loxymeHToBencHue. J[OKyMEHTAllMOHHBIN CEpPBUC . YYCOHHK H
NpPaKTUKYM Juist iprkiiaaHoro Oakanaspuata / T. A. KazakeBuu, A. U. Tkanuy. — 2-¢ u3f., ucmp.
u aomn. — Mocksa : U3narensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [IpuknagHoii kypc). —
ISBN 978-5-534-06273-1. — Tekct : oanektponusii // DBC IOpaiir [caiit]. —
URL :https://www.biblio-online.ru/bcode/437480 (mata obparienus: 11.08.2020).

3 KoxymkoBa, H. B. Crpykrypa pokymenta. CHCTEMBl JIOKyMEHTAIIHU.
Yuuduuupo-BaHHasi CcHCTeMa OPraHU3aI[MOHHO-PACHIOPSAUTEIFHON JOKYMEHTAIlUU: OOIIHe
TpeOOBaHUs K COCTaBIICHHIO U opopmiieHuIo : yaeOHoe nocooue / H. B. Koxymkosa ; MI'TV. -
Maruutoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyin. kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true  (mara ooOpamenus: 11.08.2020). - MakpooObekr. - Tekct
3IEeKTPOH-HBIN. - CBenenus noctynHsl Takke Ha CD-ROM.

0) JlonosiHuTeIbHAS JTUTEPATYpA:

1. Baitboponosa, JI. B. Merononorus u MeToAbl HAYYHOTO HCCIEAOBAHHUS | yuyeOHOE
no-cobue [uisi GakanaBpuara u maructparypsl / JI. B. Baitboponosa, A. I1. YepHsiBckas. — 2-¢
U3, ucrp. u nom. — Mocksa : M3gatensctBo FOpaiit, 2019. — 221 ¢. — (bakanaBp u Marucrp.
Axanemuueckuii kypc). — ISBN 978-5-534-06257-1. — Texkcr : anexrponssiii // IBC HOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nara obpamenus: 11.08.2020).

2. Anoxuna, C. A. KypcoBas paboTa 1O JOKYMEHTOBEIEHHUIO, apXUBOBEJCHMIO,
OpraHu-3allil W  TEXHOJOTHMH  JOKYMEHTAllMOHHOTO  OOECledeHUs  yIpaBICHHS
ydaeoHo-MeToqu4eckoe mocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 snektpos. onT. auck (CD-ROM). - 3ari. ¢ tuTysn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true  (mara oOpamenus: 11.08.2020). - MakpooObekT. - Tekcr
ANEKTPOH-HBIH. - CBeieHus qocTynHbl Takke Ha CD-ROM.

3. Iloremkmna, M. H. OcCHOBBI  HCCIIEIOBATEIbCKOW  ACATEIBHOCTH
yueOHOo-MeToqrueckoe mocooue / M. H. [Toremkuna ; MI'TY. - Marautoropck : MI'TV, 2018. - 1
AIIEK-TPOH. OIIT. JTUCK (CD-ROM). - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true  (mata oOpamenus: 11.08.2020). - MakpooObekT. - Tekcr
ANIEKTPOH-HBIH. - CBeieHus qocTynHbl Takke Ha CD-ROM.

B) MeTtoguyeckue ykazanus:


https://www.biblio-online.ru/bcode/433067
https://www.biblio-online.ru/bcode/437480
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://www.biblio-online.ru/bcode/437120
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true

CamocrosrenbHas paboTa CTYAEGHTOB By3a: MpakTUKyM /coctaBurenu: T.I'. Heperuna,
H.P.VpazaeBa, E.M.PazymoBa, T.®.OpexoBa; MarouToropckuii Troc. TEXHUYECKHH YH-T
um.I' 1. HocoBa. @ -  Maruauroropck: MITY wum. I'M.  Hocoa, 2019. -
1CD-ROM.-3arn.ctutyn.skpana.-URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara obpamenus: 28.08.2020). - Makpoodsekt. - Tekcr:
ANIeKTPOHHBIN.-CBenieHust JocTynHbl Takke Ha CD-ROM

Metoauyeckue ykasaHUS IO BHJAAM 3aHITHHA, MPEIyCMOTPEHHBIX YYEOHBIM IJIAHOM,
npencranieHsl B [Ipunoxenusx 1 u 2 k HacTosiei paboueit mporpamme.

MeTtoauyeckue peKOMEeH 1alliu 0 HAMMCAHUIO U 3aIIUTE KYPCOBBIX pabOT MPEeCTaBICHBI
B onekTpoHom mocobun C. A. Amnoxunoir, A.K. MaxkapoBoii KypcoBas pabora mo
JIOKYMEHTOBE/ICHUIO, apXWBOBEACHHUIO, OpPraHU3allMM W TEXHOJOTUU JIOKYMEHTALMOHHOIO



https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcehl:

IIporpammHoe o0ecnieuenmne

Haumenosanue I1O No norosopa Cpok nercTBuUs JIUIEH3UU
MS Windows 7
Professional (aiist J1-1227-18 o1 08.10.2018 11.10.2021
KJ14CCOB)
MS Windows 7
Professional (mst J-757-17 ot 27.06.2017 27.07.2018
KJ14CCOB)
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 OeccpovHO
Professional
FAR Manager CBOOOJIHO pacipocTpaHsIeMOe 0eccpoyHO
7Zip CBOOOIHO PACHPOCTPAHICMOE OeCCpPOUHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHOPMAIMOHHBIE CIPABOYHbIE CUCTEMbI

HasBanue xypca CchUIKa
HNudopmarmonHas cucreMa - EnuHoe okHO ocTymna K

http://window.edu.ru/

WH(POPMAITMOHHBIM pecypcaM
https://www.rsl.ru/ru/4readers/catalogues/

Poccwuiickas ['ocynapctBennas oubnanoreka. Karamoru

MI'T I .
D7IeKTpOHHbIE pecypert GudmmoTexn v http://magtu.ru:8085/marcweb2/Default.asp

Hocosa

Poccuiickas 'ocynapctBennas 6ubnnoreka. Karanorn  [https://www.rsl.ru/ru/4readers/catalogues /

DnextponHas 6a3a mepuoarueckux u3manuii East View |https://dlib.eastview.com/
Information Services, OO0 «MIBUC»

9 MaTepuaJIbHO-TeXHHYECKOe 00ecredeHrue TUCIIUIIHHBI (MOTYJIs1)

MaTepI/IaJ'ILHO-TeXHI/ILIGCKOG o0OecrieueHue JUCIHTUIIIIMHBI BKJIFOYACT:


http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://www.rsl.ru/ru/4readers/catalogues
https://dlib.eastview.com/

Y4eOHble ayTUTOPUH JUIS TIPOBEACHUS AUCTAHIIMOHHBIX 3aHATUHN JTEKIIMOHHOTO THTIA :

CTOJI KOMITBIOTEPHBIH, CTOJI TMChMEHHBIN, CTYyJ O(UCHBIA, JOKyMEeHT-Kamepa Epson,
uctouHuk Oecnepedoiinoro murtanuss POWERCOMIMD-1500AP |, xamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEp MmepcoHanbHbIi (Tu 6), mpoekrop ViewSonicPJD7526W, cnimkepdon
nHacrosbHblid  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpO(OH ¢ IIyMOMOAaBICHHEM), dKpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

VYd4eOHbIE ayAUTOPUM JUISL TPOBEACHUS NPAKTUYCCKUX 3aHSATHH, TPYNIOBBIX U
WHIWBUIYAIbHBIX KOHCYJIbTAIHA, TEKYIIETO KOHTPOJISI U IPOMEKYTOYHOM aTTECTAIINH:

CTOJI KOMITBIOTEPHBIH, CTOJI TMChMEHHBIN, CTYyJ O(UCHBINA, JOKyMEeHT-Kamepa Epson,
uctouHuk Oecnepedoiinoro murtanuss POWERCOMIMD-1500AP |, xamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEp MmepcoHanbHbIi (Tuil 6), mpoekrop ViewSonicPJD7526W, ciimkepdon
nHacrosbHbiid  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(OH ¢ IMIyMOMOAaBICHHEM), SKpaH HacTeHHbIHDIQIS
Optimal-C MW DSOC-11032*2

[Tomenienuss JUIsi  CaMOCTOSITENILHOW — pabOThl  OOYYAIONIMXCS:  MEPCOHATbHBIE
kommbpioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JAOCTYIIOM B 3JCKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEBHYIO CPEly YHUBEPCUTETA.

[Tomemenne s XpaHeHUs ¥ NPOQHUIAKTHYECKOro OOCTYXUBaHUS  yIeOHOTO
000pYyIOBaHUS: CTEIUIAXKH JUISI XPaHEHHS YUCOHO-HATIISAHBIX TOCOOUH U Y4eOHO-METOINIECKOM
JIOKYMEHTAITUH.

VY4eOHble ayAUTOPUM ISl BBIIOJIHEHUS KypCOBOIO IMPOEKTHPOBAHUS NMOMEILEHUS s
CaMOCTOSATENILHON paboThl 00Y4AIOIINXCs: TIEPCOHATbHBIC KOMIbIOTEphI ¢ nmaketom MS Office,
BBIX0JIOM B MIHTEpHET U ¢ JOCTYNOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTeIbHYIO Cpeay
YHHUBEPCHTETA.



Ipuioxkenne 1

Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0IUXCs

OueHoYHbBIE CPeCTBA TEKYLIEro KOHTPOJISI O pa3aejiam

PA3JIEJ 1

IIpakTuyeckoe 3ananue 1

1. Ucnone3ys OOmepoccuiickuii knaccupukaTop ympasieHueckod mokymentammu OK 011-93
(pexum  poctyma http://www.consultant.ru/)naiite TonkoBaHWe HE MEHee TpeM Komam (hopm
KOHKpeTHbIX JokymMeHToB YCOPJ/| wimectd komaM [pyrux YHUQDHUIMPOBAHHBIX CHCTEM
YIPaBICHUECKOM TOKyMeHTaIuH (110 BEIOOPY CTYICHTA).

3anaHue BbINOJIHSAINTE MO 00pa3iy:

Kox 02112312 o6o3Hauaer:

02 — hopma npUHAIISKHAT K YHUPHUIIMPOBAHHON CUCTEME OpraHU3allMOHHO-PACTIOPAAUTEILHON
JIOKYMCHTAIVH;

11 — ¢popma OTHOCHUTCS K MOAKIACCY JTOKYMEHTALUH TI0 CO3/IaHUIO OPTaHU3aLUH, TPEITPHSATHS;
231 — perucTpaiOHHbIH HOMEP (GOPMBI BHYTPH MoKiIacca — GopMbl YcTasa;
2 — KOHTPOJIHOE YHCIIO.

VYcraB sBisieTcss 0053aTeNbHBIM IOKYMEHTOM JUIS Pa3IMYHBIX OPraHU3aIlOHHO-TIPABOBBIX GOPM, U €T0
cocTaBjicHHE U 0(hopMIICHHE PerlaMeHTUpyeTCs 3aKkoHoaarenbetBoM. Orcyrereue B OKY /| unnekca u
MIEPUOAMYHOCTH 0003HAYAET, YTO OPTraHU3AIUA COCTABISAET U OPOPMIIIET YCTaB CAMOCTOSATENBHO, 03
OTIOpHI Ha obmepoccuiickue yHuumpoBanHbie hopmbl. [Ipu cocraBinenny 1 oopMIIEHHN yCTaBa
HE00X0MMO ONupaThes Ha 3akoHoaarenbctBo u [OCT P 7.0.97-2016

Tect x pazgeny 1
Bompoc 1
TekcT Bompoca
CoriacHo CTaHAaPTU3UPOBAHHOMY OMPEETICHUIO, BH]] TMCHbMEHHOTO JIOKYMEHTa — 3TO:
Bribepure oguH OTBET:
a. oUIANTEHBINA JOKYMEHT, CO3IaHHBI B TUCBMEHHOM BU/IE
b. HanmeHOBaHKe TOKyMeHTa, 0)OPMIICHHOTO 110 YCTAHOBICHHBIM MPaBHJIaM MAITHHOMMUCHBIM CIIOCOOOM

C. Pa3HOBUIHOCTB JIOKYMEHTA, HCIIOJIHEHHOTO IrpaMIeCKUMHU 3HaKaMH — OyKBaMu, Iiudpamu,
uepornupamu

d. MIPUHAIJIC)KHOCTh IMCBbMEHHOI'O JOKYMEHTA K CUCTEME NOKYMCHTAHMU I10 IIPU3HAKaM COACPKaHUA U
OCJIICBOT'O HA3HAYCHUA


http://www.consultant.ru/

Bompoc 2
Tekct Bompoca

[IpuHaMIeKHOCTD JOKYMEHTA K CHCTEME JOKYMEHTAIIWH TI0 TIPU3HAKaM COJEPKaHUs U [EIeBOTO
Ha3HAYEHHUS — DTO:

Bribepute ouH OTBET:
a. BUJ JOKYMEHTA
b. bopmysap mokymenTa
C. OJaHK TOKyMEHTa
d. memo
Bompoc 3
Tekct Bompoca
CoracHO CTaHJaPTH3UPOBAHHOMY OIPEICIICHHIO, CUCTEMA IOKYMEHTAIMU — 3TO:
BribepuTe oquH OTBET:
a. COBOKYITHOCTh TOKYMEHTOB, 00pa3yrOIIUXCS B IEATEIBHOCTH IOPUIMYECKOTO WiIH (HU3UIECKOTO JIAIA

b. cucrema HOpMAaTUBHBIX AKTOB, PETJIAMEHTUPYIOLIMX JOKYMEHTHPOBAHHE JICSTEILHOCTH U
JOKYMEHT0000POT NPEANIPUATHI Pa3IMUHbIX OPraHU3aOHHO-TIPABOBLIX (hopM

C. KOMIUIEKCHI IOKYMEHTOB, OTPa)KalolHe TPOU3BOICTBEHHbIE, YIIPaBIeHYECKIE, (PUHAHCOBEIE IPOLIECCHI
MpEeANPUATUNA, OpraHu3alui, YUpeKIeHUN

d. COBOKYIMHOCTb JIOKYMEHTOB, B3aHMOCBSI3aHHBIX 0 ITPU3HAKaM IPOMCXOXK/ICHUS, HA3HAUCHUSI, BU/IA,
cdepsl AeATeIbHOCTH, €AUHBIX TPeOOBaHUN K UX 0(OPMIICHHIO

Bomnpoc 4
TekcT Bompoca
Kakyto cucremy noxymenraruu HEJIb351 oTHecTr K QyHKIIMOHAIBHON CHCTEME IOKYMEHTAIUH
Bribepure oguH OTBET:
a. cucTeMa JOKyMEHTAlUU 34PaBOOXPaHEHUS
b. cucrema OTUETHO-CTATUCTUYECKON JOKYMEHTAIIMH
C. cucTema NepBUYHOMN yUETHONW AJOKYMEHTALNN
d. cucrema mIIaHOBO JOKYMEHTAIIUH
Bomnpoc 5
TekcT Bompoca
CornacHo CTaHAAPTU3UPOBAHHOMY OIPEACICHUIO, TOKYMEHTAIBHBINA (POHA — 3TO:

Bribepure oauH OTBET:



a. COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX 110 MPU3HAKAM TIPOUCXOXKJICHNS, HAa3HAUCHWS, BUJIA,
chepsl TeATeTLHOCTH, EAUHBIX TPeOOBaHUH K UX 0(hOPMIICHHUIO

b. COBOKYITHOCTB TOKYMEHTOB, 00Pa3yIOIIHXCSI B ICSTEILHOCTH FOPHINYSCKOTO MK (PU3HYESCKOTO JIUIIA

C. KOMIDIEKCHI JIOKYMEHTOB, 00CITYKUBAIOIIHE TPON3BOJICTBEHHBIC, YIIPaBICHYCCKHE, (DUHAHCOBBIC
MPOLIECCHI NPEIMPUATHI, OpraHu3aluil, yUpexaIeHUI

d. odurragbHbIe JOKYMEHTHI MPSANPUATHA, OPraHU3aIUH, YIPEKICHUH
Bompoc 6
Tekct Bompoca

Ha kakue rpynmsl qemsitest opuiranbHble JOKYMEHTHI 110 chepe NeaTenbHOCTH (110 QyHKIMOHATBHOMY
MIPU3HAKY):

BribepuTe oguH OTBET:

a. QyHKIMOHAILHBIC/OTPACIICBEIC

b. oburmansubIe/HEODUIMATBHbIC

C. ynpaBleHYECKUE/TEXHUUECKUE

d. yauunupoBaHHble/HeyHHDUIIIPOBAHHbBIC
Bonpoc 7
TekcT Bompoca
Kakoit TOKyMEHT OTHOCHUTCS K CUCTEME YIPABICHYCCKOM JOKYMECHTAIIHH:
BriOepuTe oiMH OTBET:

a. ITaTHOE paclucanue

b. mosicHuTenbHAS 3aMTUCKa

C. CTaHIapT

d. macrmopT mu3memHst
Bompoc 8
Tekcr Bompoca
Kakoii JOKyMEHT MOXET OTHOCUTBCS K CHCTEME TEXHUYECKOM JJOKYMEHTALIUH:
Bribepure o1H OTBET:

a. JIOKJIaTHast 3aIucKa

b. oObscHUTENBHAS 3amTCKa

C. IOSICHUTEJIbHAS 3aITHCKa

d. cmyxe6Hast 3armucKa

Bomnpoc 9



Tekct Bompoca
CornacHo CTaHIapPTU3UPOBAHHOMY OIPEICICHHIO, YHU(DUIIMPOBAHHAS CHCTEMA JIOKYMEHTAI[UH — 3TO:
Bribepute oquH OTBET:

a. cucTemMa JOKYMEHTAI|H, CO3/IaHHas 110 €IWHBIM MIPaBHIaM U TPEOOBAHUSAM, COEpIKAIIas
UHGPOPMAITUIO, HEOOXOIUMYIO IS YIIPABJICHUS B ONPEACICHHON cepe NesTeIbHOCTH

b. cucrema TOKyMEHTAIMH, UMEIOIIAst €AHHBINA hopMyIIsip

C. cucTemMa JJOKyMEHTAIINH, COCTaBIeHHEe U 0(OpMIIeHHE KOTOPOH perfiaMeHTHPOBAHO HOPMATHBHBIMH
aKTaMu

d. COBOKYIMHOCTb JIOKYMEHTOB, B3aHMOCBSI3aHHBIX 0 TPU3HAKAM IPOMCXOXK/ICHUS, HA3HAUCHUSI, BUA,
cdepsl AeATeIbHOCTH, €ANHBIX TPEOOBaHUH K X 0(OPMIICHHIO

Bomnpoc 10
Tekct Bompoca
CornacHo CTaHAAPTU3UPOBAHHOMY OIpECICHHI0, YHUPHUIUPOBaHHAS OpMa TIOKYMEHTa — 3TO:
BribepuTe oquH OTBET:
a. nHpOpMAaLKsL, 3allMCaHHasl Ha Pa3IMYHbIX HOCUTEISAX 10 YCTAaHOBJICHHBIM IpaBUiIaM

b. COBOKYITHOCTH PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PELIAEMBIMU B JJAHHOH cdepe
JESITeIbHOCTH 3a/1a4aMH 1 PACIIONIOKEHHBIX B ONPEAEICHHOM NOPsKE Ha HOCUTeNe HH(popMayun

C. Ha0Op PEKBU3UTOB, HICHTH(DHUIUPYIONUX aBTOPa OQHUITHAIILHOTO MUCHMEHHOTO TOKYMEHTA

d. Habop PeKBU3UTOB OPHIINATIBHOTO MMUCHMEHHOTO JIOKYMEHTA, PACIIONIOKEHHBIX B ONPE/ICICHHON
MOCJIEI0BATENBHOCTH

Bomnpoc 11
TekcT Bompoca
Yaudukanust JOKyMEHTOB — 3TO:
Bribepure oMH OTBET:
a. ompeJesieHre nopsiika ohopMIICHHS JOKYMEHTOB
b. pa3paboTka «radnoHa» T0KyMeHTa
C. cCBeIcHHE K MUHUMYMY Pa3HOOOpasus BUIOB U POPM JOKYMEHTOB
d. mpumeHeHHe TabJIHIl U aHKET
Bompoc 12
Tekct Bompoca
CornacHo cTaHAAPTU3UPOBAHHOMY OIIPEEIICHHUIO, OPraHU3allHOHHO-PACTIOPSAUTENbHBINA TOKYMEHT — 3TO:

Bribepute oquH OTBET:



a. IOKYMEHT, CO3JIaHHBIH IOPUIUYECKUM WITH (PU3MYECKIM JIUIIOM, O(OPMIICHHBIN U YIOCTOBEPEHHBIN B
YCTaHOBJICHHOM TIOPSAIKE M HCIIOIb3YEMBIN B TEKYIIEH e TeIbHOCTH OPTaHNu3aIllii

b. Bua NMCEMEHHOTO JOKYMEHTA, B KOTOPOM (PMKCHPYIOT PEIICHUE aIMHHUCTPATHBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAKIKE BOIMPOCOB YIIPABICHUS, B3aUMOCHCTBUS, 00CCIICUCHHUSI U
PEeryJIupoBaHUs EATEIFHOCTU OPTaHOB BIACTH, YUPEKACHUM, IPSATNPUITUN, OpraHU3alui, uX
MoIpa3AeNeHIH U JOIDKHOCTHBIX JTUI]

C. HCpBH‘IHHﬁ, MHUHHAMAaIbHBINA 3JIEMEHT CHCTEMBI OpFaHI/ISaI_II/IOHHO-paCHOpHHHTCHBHOﬁ JOKYMCHTANU

d. BUI TMCEMEHHOTO JOKYMEHTA, OTPAXKAIONIHIA JOKYMEHTHPOBAHHE
OpraHU3aAMMOHHO-PACTIOPIUTEIIFHON NEATEIIPHOCTA OPTaHOB, OPTaHNU3AIMA U JOJIKHOCTHBIX JIUIT

Bompoc 13
Tekct Bompoca
Kaxue noncucremsl HE BXoAsT B cucTeMy OpraHM3alluOHHO-PACHOPSAUTENIbHON JOKYMEHTALIUN:
BribepuTe oguH OTBET:
a. pacnopsauTeibHas JOKyYMEHTaLUsA
b. uHpopManMOHHO-CIIpaBOYHAS JOKYMEHTALHS
C. IUTaHOBAs TOKYMEHTALIUs
d. opraHM3auOHHO-TIPaBOBasl JOKYMEHTAIIUS
Bomnpoc 14
Tekcr Bompoca
K opranmzaunonHo-pacnopsautensHoil Jokymentauun HE oTHOcsTCA crienyromume JOKYMEHTHI:
Bribepute oiMH OTBET:
a. cuera-hakTypsl
b. mpoTokosl
C. aKTbI
d. mucema
Bompoc 15
Tekct Bompoca

Kakoe MakcuMaibHOE KOJMUYECTBO 3HAKOB OTPAKEHO B KOJIOBOM 0003HaUCHUN YHH(DUIIMPOBAHHOH (HOPMBI
JnokyMeHTa cornacHo OKV/I:

Bribepute oquH OTBET:
a. TATh
b. Bocemn

C. IBEHAILATh



d. neBsTH
Bormpoc 16
TekcT Bompoca

B xakom kogoBoM o6o03HaueHNH yHH(pHUIHpoBanHo# GopMmbl mokymeHTa 05080819, cormacno OKVY /I,
BEPHO OTPaKCHBI MU(POBBIC MPU3HAKU KITaCCU(DUKALINY:

Bribepute oquH OTBET:

a. 19 — KOHTPOJIEHOE YUCII0, KOTOPOE BBOJUTCS BO N30EKAHNE OIMUOOK TP CUUTHIBAHUHN U HCTIOTIB3YETCS
MIPH MTPOBEPKE 3aITHCH KOZa

b. 80 — moakacc GopMsl, T.€. OOLIHOCTH COJACPIKAHUS MHOKECTBA OPM TOKYMEHTOB U HAIPaBICHHOCTD
HUX HUCIIOJIb30BaHUA

c. 050 — xmacc hopMel, T.e. IPUHAIIICKHOCTh YHUPHUIIMPOBAHHON (OPMBI TOKYMEHTA K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHON CUCTEME JOKYMEHTAIIMU

d. 081 — perucTpanMoHHbIN HOMEP YHH(DUIIMPOBAHHON (HOPMBI JOKYMEHTA BHYTPH ITOIKIIacca
Bonpoc 17
Tekct Bompoca
Ha kakue THrbl moapasaenstoTcst JOKYMEHTBI 10 POUCX0KICHUIO:
BriGepure ouH OTBET:

a. 001IeA0CTYITHbIe/ KOH(MUICHIIUATbHbIE/ CEKPETHBIS

b. nuuHbIe/ OduIIMATEHBIC

C. BXOJSIIME/UCXOASAIINE/BHY TPEHHNE

d. uHAMBH Iy ATbHBIC/ TpadapeTHbIC/ THITOBbIC
Bomnpoc 18
Tekct Bompoca

Ilo KaKOMY IPU3HAKY JOKYMCHTBI IOAPA3ACIIAIOTCA Ha PYKOIIMCHBIC, I’pa(bI/I"KbCKI/Ie q)OHOﬂOKYMCHTLI,
@OTOHOK}IMGHTH, KMHOAOKYMEHTBI, BUICOAOKYMCHTBI 1 TOKYMEHTBI, CO3JaHHBIC C ITIOMOIIBIO
KOMHBIOTepHOﬁ TCXHHUKH:

Bribepure o1H OTBET:
a. TI0 MECTy COCTaBJICHHS
b. mo mecty B cucTteme ynpaBieHuUs
C. IO YPOBHIO 3aIUTHI
d. o croco0y JOKyMEHTHPOBaHHS
Bompoc 19

Tekct Bompoca



Ha kakune THITBI TOAPA3AEISIOTCS JOKYMEHTHI TI0 MECTY COCTaBIICHHS:
Bribepure oauH OTBET:
a. BXOJAIINE /UCXOAIIre/ BHyTPEHHNE
b. muumsre/oduIaTEHEIE
C. MHAUBUAYaIbHBIE/ TpadapeTHbIC/ TUTIOBBIE
d. TOATHHHUKN/KOTIHH/ Ty OITHKATHI
Bompoc 20
Tekcr Bompoca
Ha kakue THIbI ogpa3aenstoTes JOKYMEHTBI 110 cltoco0y W3I0KEHUS:
Bribepute oiuH OTBET:
a. mickMa/Tenerpammsbl/ TeneoHOTpaMMBbl/ TeIEeKChl/ PakcorpaMMBbl/ AIEKTPOHHBIE COOOIEHUS
b. moanMHHUKH/ KoMK/ AyOIMKATHI
C. 00mIeAOCTYITHBIe/ KOH(MUACHIIUATBHBIC/ CEKPETHBIC
d. uaauBHIYyabHBIC/ TpadapeTHbie/ THIIOBbIC
Bomnpoc 21
TekcT Bompoca
Ha kakue THIBI TOgpa3aenstoTces JOKYMEHTBI 110 CTENCHH TTOJTMHHOCTH:
BriGepurte ouH OTBET:
a. mIchkMa/TenerpaMmsbl/ TeneoHOTpaMMBbl/ TENIEKChl/ PakcorpaMMBbl/ AIEKTPOHHBIE COOOIIEHUS
b. mopyuaHBIe/ MO0k HBIE ((haTECU(UITPOBAHHBIC)
C. OJUIMHHUKH (OpUTHHANBI)/ KO/ Ty OINKaThI
d. vHAMBUyaIbHBIS/ TpadapeTHBIC/ TUTIOBBIE
Bompoc 22
TekcT Bompoca
[lo kakoMy HpU3HAKy JOKYMEHTHI MOIPA3IENIIOTCS Ha MOATMHHUKY (OPUTHHAIIBI)/ KOMH/ TyOIUKaThL:
Bribepure oguH OTBET:
a. mo hopme MpeACTABICHUS
b. mo chepe mesrenpHOCTH
C. 1o croco0y mnepenadn

d. mo crenenn TOAJITMHHOCTH



Bompoc 23
Tekct Bompoca
[To xakoMy IIpH3HAKY JOKYMEHTHI ITOIPA3ACIAIOTCS Ha YIPABICHIECKHAE U TEXHUUECKHE:
Bribepute oquH OTBET:
a. croco0y nepenaun
b. mo croco0y u3noKeHus
C. o hopMe MpeACTABICHUS
d. mo cdepe aeATEIBHOCTH
Bormpoc 24
Tekct Bompoca
Ha kakue THITBI TOAPA3AEISIIOTCS JOKYMEHTHI IO CIIOCO0Y Mepeiayun:
Bribepute ouH OTBET:
a. MUChMa/TenerpaMMBbl/ TeleOoHOrpaMMBbl/ TEJIEKChI/ (haKCorpaMMBbl/ HIEKTPOHHBIE COOOIICHHS
b. nauBHyanbHBIE/ TpadapeTHbIE/ THITOBbIE
C. MMOAJTMHHYKY (OPUTHHAJIBI)/ KOTINW/ TyOIUKATHI
d. moynHHBIE/ TTOT0KHBIE ((panbcuduIpoBaHHbIE)
Bompoc 25
Tekcr Bompoca

K kaxomy THITy KI1acCUPUKAIINH JOKYMEHTOB JIOJDKEH OTHOCUTHCS JJOKYMEHT, CPOK XpaHEHHsI KOTOPOTO
COCTaBJISAET 75 JIET:

BriOepuTe oiMH OTBET:
a. co cpokoM xparenus ot 10 go 75 ner
b. nonroBpeMeHHOro XpaHeHuUs
C. BPEMEHHOT'O XpaHEHHS

d. mocTostHHOTO XpaHCHHUA

PA3JIEJI 2

IpakTnyeckoe 3axanue 2

1. Uconw3ys tpedoBanust 'OCT P 6 7.0.97-2016 u opurnansasiid cadt ®I'EOY BO «MI'TVY um. I'.1.
HocoBa», coctaBbTe BO3MOKHBIE 00pa3iisl 0CHOBHBIX BUOB O0JankoB ®I'BOY BO «Marauroropckuii
rOoCy/IapCTBEHHBIN TexHUueckuil yHuBepcuteT uM. I'.11.HocoBa».



. Tecr k pasaeny 1 (2 cem) /
Bompoc 1
TekcT Bompoca
Kakwue sneMeHTsI SIBISIOTCS CaMbIMHU KPYITHBIMH CTPYKTYPHBIMH 3JIEMEHTaMH JOKYMEHTA KaK CHCTEMBbI:
Bribepure oauH OTBET:
a. 3aroJIOBOYHAsA, COAepKaTeIbHAast M OOPMILIIONIAS YacTh
b. cimysxeGHOE 1 pabodee mojie T0KyMEHTa
C. PEKBHU3HTEI
d. conepxanue u popma
Bormpoc 2
Tekcr Bompoca
K snemeHTaM BHEIIHEH CTPYKTYpBl KHHKHOTO U3AaHUSI OTHOCHTCSI:
BribepuTe oiuH OTBET:
a. BBIXOJHBIE CBEACHUS
b. bopsan
C. IPUIOKEHUSI
d. mociecioBue
Bompoc 3
Tekcr Bompoca
K anemeHTaM BHYTpEHHEH CTPYKTYphl KHWKHOTO U3aHUSI OTHOCHTCSI:
Bribepure oguH OTBET:
a. cynepoO0IoxKKa
b. BBIXO/IHBIC TAHHBIE
C. TUTYJIbHBIN JIUCT
d. KOJOHTHTY
Bompoc 4
TekcT Bompoca

Kaxoe onpeznenenre 10puanIecKOi CHITBI TOKYMEHTA SIBIISIETCS] CTAaHIAPTU3NPOBAHHBIM (3aKPETIIICHO B
T'OCT P 51141-98):

Bribepute oquH OTBET:



a. IOpUINYecKas CHiIa JIOKYMEHTa — 3TO CBOMCTBO O(HIIMATBLHOTO JOKYMEHTa, COO0IIIaeMoe eMy
JCHUCTBYOIIMM 3aKOHOATEIbCTBOM, KOMIICTCHIIMCH H3ABIIETO €r0 OpraHa U YCTaHOBJICHHBIM ITOPSIKOM
odopmiteHUS

b. ropuanyeckas cuaa J0KyMEHTa — 3TO CIIOCOOHOCTh YIPABICHUYESCKOTO JOKYMEHTA BBICTYIATh B
KauyeCTBE 00SI3aTEIILHOTO JJIsl YYACTHUKOB YIIPABJICHUS: OPTaHOB YIIPABIEHUS, UX CTPYKTYPHBIX
MoIpa3AeNeHI, OOMIECTBEHHBIX OPTaHU3aINi, JOKHOCTHBIX JIHII, TOCYIapCTBEHHBIX CIYXKAIIUX U
TpakJaH

C. FOpUAMYECKas CHIIa JOKyMEHTa — 3TO COOTBETCTBHE JOKYMEHTUPOBAHHOW WH(GOPMAITH TPEOOBAHHSIM
O(UIMATILHOCTH, IOCTOBEPHOCTH, OOBEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha 3aKOHOIATEIILCTBE

d. ropuanyeckas cuiia JOKYMEHTa — 3TO YCIOBHE, TIPH KOTOPOM HH(MOpMAIIHS JOKYMEHTa MOXET ObITh
UCIIOJIb30BaHa B chepe yrnpaBieHHus 0€3 COMHEHHS B €€ JOCTOBEPHOCTH ISl OCYIICCTBICHUS JIFOOBIX
NEUCTBUHU

Bompoc 5
Tekct Bompoca

KakoMy TepMuHY COOTBETCTBYET ClI/IyIOIee CTaHJapTU3UPOBAHHOE OIIpEAeIeHHE (3aKPEIUIECHHOE B
I'OCT P 51141-98): «.... — 3T0 mpocTaBiIeHNue HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBICHHBIX MPaBHIaMH
JOKyMEHTHUPOBAHHS»:

Bribepute ouH OTBET:
a. oopMIICHUE JIOKYMEHTA
b. cocraBnenue 10KyMeHTa
C. yHU(]UKAIHS JOKYMEHTa
d. popmynsap-obpaserr

Bormpoc 6

Tekcr Bompoca

Kakoii AOKYMCHT SBJIICTCA OCHOBHBIM dKTYyaJIbHBIM HOPMATUBHBIM JOKYMCHTOM B 00JIaCTH COCTABIICHUS U
O(l)OpMJ'IeHI/Iﬂ OpFaHI/I3aLII/IOHHO-paCHOpHﬂHTCHBHOﬁ JAOKYMCHTAllUU:

Bribepure oguH OTBET:

a. OKY]J] — OK 011-93. O6mmepoccuiickmii Kaccu(prKaTop ynpaBieHIeCKOH JOKyMEHTAIINH,
yrBepxkaennbiii [locranosnennem 'occranmapra PO ot 30 nexabpst 1993 r. Ne229

b. TCIOY — I'ocymapcTBeHHast CHCTEMA TOKYMEHTAI[MOHHOTO obecrieueHus ynpanienus. OCHOBHBIE
nojoxeHus. O01e TpeOoBaHUs K JOKYMEHTaM M CIIy:KOaM JOKyMEHTAallMOHHOTO 00eCIeueHHs,
yTrBepxaeHHas nprka3oM I maBapxuBa CCCP ot 23 mas 1988 r. Ne 33

C. [TpaBuiia genmonpousBoCTBa B (peepaabHBIX OpraHaXx MCIIOJHUTEILHON BIIACTH, YTBEPKICHHbBIC
ITocranosnennem [IpaBurensctea P® ot 15 mrons 2009 1. Ned 77

d. TOCT P 6.30-2003

Bomnpoc 7



Tekct Bompoca
Ckonbko pexBuzuToB HacuuteiBaeT ['OCT P 6. 30-2003:
Bribepute oquH OTBET:
a. 30
b.31
c.29
d. 26
Bomnpoc 8
Tekct Bompoca
Kak nepeBoauTcst ¢ TAaTHHCKOTO TEPMHUH «PEKBU3UT» (JIaT. requisitum):
BribepuTe oguH OTBET:
a. MUHUMaJIbHasl 4acTh
b. arpubyT conepkanus
C. CTPYKTYPHBII 2JIEMEHT
d. Tpebyemoe, HEOOX0AUMOE
Bormpoc 9
TekcT Bompoca

KakoMy TepMHHY COOTBETCTBYET CJIEYIOIIEE CTaHIaPTU3HPOBAHHOE OIpeIeiieH e (3aKPEIUIEHHOE B
I'OCT P 51141-98): «... — 3T0 00s13aTENbHBIN 3JIEMEHT OOPMIICHUS O(QUIIUAITBHOTO IOKYMEHTA:

Bribepure oauH OTBET:

a. PEKBH3HT JIOKyMEHTa

b. 6mank moxkymenTa

C. pabouee mose TOKyMEHTa

d. 3arosoBoYHast 4YacTh JJOKYMEHTA
Bompoc 10
TekcT Bompoca

Kakomy TepMUHY COOTBETCTBYET CIEIyOIEee CTAHIAPTU3NPOBAHHOE OTpeielieHNe (3aKPEIICHHOE B
T'OCT P 51141-98): «... — 5T0 MOZEIb IMTOCTPOCHUS JOKYMEHTA, yCTaHABIIMBAIOIIAs 00IaCTh IPUMEHEHUS,
(dhopMaThl, pa3Mepsl NOJICH, TPeOOBaHUS K TOCTPOSHUIO KOHCTPYKIIMOHHOM CETKH U OCHOBHBIS
PEKBU3UTHI»:

Bribepure oauH OTBET:

a. TUIOBOU (OpMYJILSIp



b. 6iank moxkymenTa
C. popmysip-oOpasen
d. popmyitsip JoKyMeHTa
Bompoc 11
Tekct Bompoca
IMpomomkuTe onpenaeneHue: GopMysp TOKYMEHTa 3TO - ...
Bribepute oquH OTBET:
a. BHYTpeHHss popMa TOKYMEHTA, OTPEIENSIoNIas CTPYKTYPY TEKCTa U €0 SI3bIKOBBIE 0COOCHHOCTH

b. Habop PEeKBU3UTOB OPHUIIHATEHOTO MMCBMEHHOTO IOKYMEHTa, PACHIOIOKCHHBIX B OTPEICICHHON
MOCJIEIOBATENBHOCTH

C. 3apMKCUpOBaHHAsI HA MAaTePUAILHOM HOCHTE e HH(GOPMAITUS ¢ PSKBU3UTAMHU, MTO3BOJISIONIUMH €
UACHTU(OUIINPOBATH

d. Habop PEeKBU3UTOB, HACHTH(DUIMPYIOIIUX aBTOpa OGHIHATEHOTO IMCBMEHHOTO TOKYMEHTA
Bomnpoc 12
Tekcr Bompoca
IIponomxure onpexaeseHue: OJIaHK TOKYMEHTa — 37O ...
Bribepute oiMH OTBET:

a. MOJIeTIb IOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOIIAsl 00J1acTh MPUMEHEHHUs, (POpMaThI, pa3MepHI MoJIeH,
TpeOOBaHMs K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH M OCHOBHBIE PEKBU3HTHI

b. TumoBas Mozek, copepKalias COBOKYITHOCTh 00s13aTelIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JOKYMEHTaM
YHU(DHUIUPOBAHHOHW CHCTEMBI OPraHU3aMOHHO-PACTIOPSAUTEILHON JOKYMEHTAUH U PACTIOIOKEHHBIX
OTpeIeNIeHHBIM 00pa3oM

C. Ha60p PCKBU3UTOB 0(1)I/II_II/IaJ'IBHOFO MNHUCBbMCEHHOT'O JOKYMCHTA, PACIIOJIOKCHHBIX B OHpCHGHGHHOﬁ
IIOCJICAOBATCIIbBHOCTH

d. Habop PEeKBU3UTOB, HACHTU(HUIUPYIOUIMX aBTOPA OPUIIHATBHOTO MMCBMEHHOTO JIOKYMEHTa
Bompoc 13
TekcT Bompoca
Kakoe BrICKa3pIBaHHE SIBIISIETCS HEBCPHbBIM!
Bribepure oguH OTBET:

a. HaumenoBanue Bua Ci1y»keOHOTO JOKYMEHTa CTao 0(QOPMIISTHCS OTACIbHBIM PEKBU3UTOM Hall
tekcToM ¢ XV cronerus

b. B Poccun odunmanbHbie, AeI0BbIE JOKYMEHTBI CTAIIU PETYISPHO NOAMUCHIBATHCS aBTOPAMH, HAYMHAS
c snox# [letpa |

C. q)OpMy.]'IHp O(l)I/I]_II/IaIIBHOFO JOKYMCHTA CTaJl CKIIaAbIBATLCS B Mexc;[ypeqbe HCCKOJIbKO TBICAY JICT Ha3al



d. B Poccun B cityxxebnbix qokymenTax 10 XV Bexka aBTop 00b19HO 0603HAYAIICS B HAYaJIE UIIH B KOHIIE
TEKCTa, T. €. TOT PEKBU3UT HE BBIIEISIICS B KAYECTBE CAMOCTOSTEIBHOTO JIEMEHTA

Bompoc 14

Tekct Bompoca

Kakoe BbICKa3bIBaHUE SBISICTCS HEBEPHBIM:
Bribepute oquH OTBET:

a. PexBU3NT «HaMEeHOBaHME BH/IA JOKYMEHTa» SBISETCS TOKYMEHTOOOPA3YIOMINM ITPU3HAKOM,
MTO3BOJISOIIUM TTOJIYIUTh HadalbHOE, caMoe 00IIee MpeICTaBIeHHE O JOKYMEHTE, eT0 IMPaBOBOM
3HAYUMOCTH

b. [Mpumenenne F'OCT P 7.0.97-2016 siBsietcst 00s13aTeNIbHBIM ISl BCEX COBPEMEHHBIX OpraHHU3aIlHi,
YUPEKACHUH, TPEATPUATHIA JTF0OBIX OpraHn3allMOHHO-TIPABOBBIX (GopM

. ®opmynsip JOKyMEHTa MPOAUKTOBAH HE TOIBKO HEOOXOAUMOCTBIO CTPYKTYPHUPOBATh HHPOPMAIIHIO,
ClleNaTh e )ProHOMUYHOM, HO M HEOOXOIMMOCTBIO IPUIATh JOKYMEHTY FOPHINUYECKYIO CHITY, CIETaTh
3arevyaTiieHHy0 B HeM HH(QOpMannio oQUIHaTbHON

d. Kax1ipiii peKBU3UT KaK TIEPBUYHBINA CTPYKTYPHBIH 3JIEMEHT JIOKYMEHTA B TOW MJIM UHOM CTEIICHU
OTpakaeT I0pUANYECKH 3HAUNMYIO HH(POPMAIHIO

Bompoc 15
TekcT Bompoca
[IponomkuTe onpeesaeHne: arpudyIus — 3T0. ..
BriOepuTe oiMH OTBET:
a. Pa3HOBUIHOCTH YIPABICHUECKOTO JOKYMEHTA
b. ycraHoBNIeHHE MOJTMHHOTO HMEHHU aBTOpa
C. BBISIBIICHHE aTPUOYTUBHBIX CBOMCTB JJOKYMEHTA
d. mpu3HaHue TOKYMEHTA HEJCHCTBUTEIBHBIM
Bompoc 16
TekcT Bompoca
Kakoit TOKyMEHT 10 CTPYKTYpE ABJISIECTCS MPOCTHIM:
Bribepute ouH OTBET:
a. razera
b. mpenpunT
C. coOpaHUe COUNHEHHIA
d. cepust

Bompoc 17



Tekct Bompoca
Kakoe omnpeneneHre COOTBETCTBYET MOHATHIO «IIPOCTOHN JOKYMEHTY:
Bribepute oquH OTBET:

a. HECKOJIBKO COOOIIEHH U3 ABYX WK OoJiee cooOmeHnii (IIpon3BeIeHNH ), YacTeH MITH TOMOB,
00BEIMHEHHBIX O0IIEH TEeMOU WM MPOOJIEMOH, 1IENIbI0, aBTOPOM U T. T1., 3a(MKCUPOBAHHBIX HA
HECKOJIbKMX MaTepPHAIbHBIX HOCUTEIISX

b. omgHO cooOITIeHME, TOMEIIEHHOE HA OHOM MaTePHATBHOM HOCHUTEC
C. TOKYMEHT,COep KaIiuii OJHO TPON3BEACHIE

d. JIOKYMEHT, COCTOSIINIT U3 HECKOJIBKUX MPOM3BEICHUI, 3a()MKCUPOBAHHBIX HA OJJTHOM MaTEpHaIbHOM
HOCUTEJIE

Bompoc 18
Tekct Bompoca
Kakoe xomoBoe o0o3HaueHue Ha qokyMmenTe HE unentuduimpyer apropa:
BribepuTe oquH OTBET:
a. OI'PH
b. OKIIO
¢. MHH/KITIIT
d. OKY I
Bomnpoc 19
TekcT Bompoca
Kakoii u3 nepedyrcieHHbIX PeKBU3UTOB HE OTHOCHUTCS K PEKBU3UTAM YAOCTOBEPEHHS:
Bribepure oguH OTBET:
a. Tpud yTBEpKICHUS
b. orTHck IeuaTn
C. rpu¢d coriacoBaHus
d. moamnuce
Bormpoc 20
TekcT Bompoca
Kaxkoe BbICKa3bIBaHHE SBJISCTCS HEBEPHBIM:
Bribepute oquH OTBET:

a. DJIEKTPOHHAs IIU(POBast MOAIMUCH SABISIETCS PE3yIbTATOM PEOOPA30BaHUS PYKOITMCHOM TIOJIITHCH
aBTOpa JIOKyMEHTa B €¢ (paKCUMUIIBHYIO KOTHIO B IIU(PpoBOM (hopMaTe Ha 3JIEKTPOHHOM HOCUTEIIES



b. Dnexrponnas nudpoBast HOANMKCH MPeAHa3HAYEHA IS 3aIIUTHI DJIEKTPOHHOTO JOKYMEHTa OT MOAICIKN
1 UACHTU(UKAIINY BIIaJeNIbIIa CepTUPUKATA KITFOUA TTOIITHCH

C. BJICKTpOHHAas HH(prBaH IMOATIUCH IMTO3BOJIACT YCTAHOBUTH OTCYTCTBUEC UCKAXKCHUA I/IH(I)OpMaI_II/II/I B
OJICKTPOHHOM JOKYMCHTC

d. DnekTpoHHas UQPOBas MOAMUCH 00JIAIaCT CBOMNCTBAMHU IBYX PEKBU3UTOB: IIOIIIHCHY H «IICUATh)
Bompoc 21
Tekct Bompoca

KakxoMmy mOHSTHIO COOTBETCTBYET CIEAYIOMIAS XapaKTEPUCTHKA: «ITOT (GOPMYJIISIP XapaKTepHU3yeTCst
OIpeieICHHBIM KOJMYECTBOM PEKBU3UTOB, PACIIONIOKEHHBIX B CTPOroi MOCIEA0BAaTEIBHOCTH, U
XapaKTepeH Ui KOHKPETHOTO BH/IA JOKYMEHTOB, HAl[pUMeEP, MIPUKa3a, aKTay:

Bribepute ouH OTBET:

a. popmysip-oOpasenn

b. bopmysap

C. TUTIOBOH (hOpMYIISIP

d. uHAMBUIYANBHBII HOPMYIISIP
Bomnpoc 22
Tekcr Bompoca

KaxoMy MOHATHIO COOTBETCTBYET CIEAYIOIIas XapaKTePUCTHKA: «3TO COBOKYITHOCTH PACIIONI0KEHHBIX B
OTIpeJIeJIEHHOH 1OCIIe10BAaTEIbHOCTH PEKBU3UTOB, IPUCYIIIMX BCEM BHIAM JaHHOW CHCTEMBI
JIOKYMEHTOBY:

BriGepute OIMH OTBET:
a. MHIMBUIYaJIbHBIN (HopMyIIsip
b. TunoBoit hopmysp
C. popmysp-oOpasert
d. popmysip
Bompoc 23
TekcT Bompoca
Kakoit pexsuzut 0601 u3bsT u3 FOCT P 7.0.97-2016:
Bribepute ouH OTBET:
a. rpu() OrpaHUYUCHHUS TOCTYyTIA
b. MHH/KIIIT
C. KOJ OpraHH3aLuH

d. OT'PH



Bompoc 24
Tekct Bompoca

Kaxoif peKBU3NT HE OTHOCUTCS K PEKBU3UTAM 3ar0JIOBOYHON YaCTH OPTaHU3AIIMOHHO-PACTIOPAIUTEIFHOTO
JIOKyMEHTA!

Bribepute oauH OTBET:
a. pe30Jronus
b. HanmMeHOBaHKe BUIA JOKYMEHTa
C. HANMEHOBaHHUE OpraHU3aAINN
d. MecTo u3gaHus
Bomnpoc 25
Tekct Bompoca
Kakue peKkBU3NTBI COCTABIAIOT COAEPKATEIBHYIO YaCTh JOKYMEHTA:
BribepuTe oquH OTBET:
a. 3ar0JIOBOK K TEKCTY, TEKCT
b. TEKCT, OTMCTKA O HAJIMYMUH ITPUITOKCHUA
C. 3arOJIOBOK K TEKCTY, TEKCT, OTMETKA O HAIMYUH TPHIIOKESHHUS
d. 3aroJI0BOK K TEKCTY, OTMETKA O HATMYHMHU PUIOKCHUSI
Bomnpoc 26
Tekct Bompoca
Pabora Hax comepkaTenbHOM YacThIO TOKYMEHTa — 3TO. ..
Bribepure oauH OTBET:
a. cocTaBJIeHHE JOKyMEHTA
b. 3aBepeHue noKymeHTa
C. yIOCTOBEPEHUE JOKYMEHTa
d. opopmiteHHe TOKyMeHTa
Bormpoc 27
Tekct Bompoca

Kaxkoe mosne gpopmysspa-o0pasiia opraHu3aiuoOHHO-PACTIOPSAUTEIHLHOTO JOKYMEHTA PECTABISET COO0M
CIIy)KeOHoe ToJIe:

Bribepure oauH OTBET:

a. BerHI/Iﬁ Y HIDKHHAHA KOJIOHTUTYJIbI JOKYMCHTA



b. B 1eBOM BepxHeM yri1y opMaTa Ipu yriioBOM PACIOIOKEHUN PEKBH3UTOB WM B BEPXHEH €ro 4acTH 1Mo
HEHTPY MIPH MIPOJOIHFHOM BapHaHTE PACIONOKEHNS PEKBU3UTOB OJaHKa

C. 9acTh Iiomaau ¢popmaTa, IpeJHa3HaueHHas IS TTOJIel JOKYMEHTa, /IS 3aKpeTuieHus] IOKyMeHTa B
TEXHHUYECKUX CPEJICTBAX XPAHCHHUS, JJIs1 HAHECCHUS CIICIUATbHBIX N300paKeHUN

d. wiomans yHUUIHPOBAHHOM (HOPMBI JOKYMEHTA WITH OJIaHKa, MPEAHA3HAYCHHAS JIJIsI 3aTI0THCHUS
pPEKBU3UTAMU

Bompoc 28
TekcT Bompoca

Kaxkoe none ¢popmyisipa-o6pasiia opraHn3allMOHHO-PACIOPSIUTENILHOTO JOKYMEHTA IPEICTaBIsAeT Co00i
pabouee more:

Bribepute ouH OTBET:

a. B JIEBOM BEpXHEM yTiry (opMata Mpu YIII0BOM PACIIONOKEHUH PEKBH3UTOB MU B BEPXHEH €ro 4acTH 110
HEHTPY MIPH MIPOJOIHFHOM BapHaHTE PaCIONIOKEHNUS PEKBU3UTOB OJaHKa

b. BepxHUil 1 HWKHUIA KOJOHTUTYJIBI JOKYMEHTa

C. 4acTh IiomIaau ¢popmaTa, IpeJHa3HaueHHAs IS TTOJIel JOKYMEHTa, /IS 3aKpeTuieHUs IOKyMeHTa B
TEXHMYECKUX CPEJICTBAX XPAaHCHHUS, )1 HAHECCHUS CICIUATbHBIX N300pakKeHUN

d. romaaes yHUDHUITUPOBaHHON (OPMBI JOKYMEHTa Wi OJlaHKa, TIpeHA3HAUYEHHAs /IS 3aITOTHEHUS
PEKBU3UTAMU

Bomnpoc 29

Tekcr Bompoca

Kakast XxapakTeprucTHKa COOTBETCTBYET MOHATHIO «II€PEMEHHbBIE PEKBU3UTHI»:
Bribepute oiMH OTBET:

a. 9to WHANBUAYAJIBHBIC IJI4 KaXXI0TI'0 KOHKPETHOIO JOKYMEHTA PEKBU3UTHI; OHU BHOCATCA B JTOKYMCHT B
MPOIIECCE €TI0 MOATOTOBKH U 0POPMITEHUS

b. Dt pekBu3UTH 00pa3yOT OPUITHATBHBIN OJIAHK JOKYMEHTA, HICHTUPHUIIUPYIOT aBTOPaA TOKyMEHTa

C. DTO pEeKBU3UTHI,00IIKE /ISl BCEX JOKYMEHTOB OJTHOTO BUJA; NX MOXKHO 3apaHee pa3MeCTUTh Ha
CTaHIAPTHOM JIUCTE OyMard THIOTPadCKUM CIIOCO00M, C IIOMOIIBIO KOMIIBIOTEPA WU CIIEITHATBHOTO
mramIa

d. 910 pexBusuter 01-10, Birouas pexBusut 14, omucanusie B TOCT P 7.0.97-2016
Bompoc 30
Tekct Bompoca
B mporiecce IBHKEHUSI BHYTPEHHUX JOKYMEHTOBO(OPMIISIOTCS:

Bribepute oquH OTBET:



a. CChITKa Ha PErMCTPALMOHHBIN HHAEKC U ATy JOKYMEHTA, 3aT0OJIOBOK K TEKCTY, OTMETKA O HATMIHU
MIPUJIOKEHUI, OTMETKA O 3aBEPEHUH KOITMH, OTMETKa 00 CIIOTHUTENE, HACHTU(UKATOP IIEKTPOHHOM
KOIUU JJOKYMEHTa

b. FpI/I(b CcorjraCoBaHusd JOKYMCHTA, BU3bI COTJIACOBAHUA JOKYMCHTA, NOANNCH, FpI/I(b YTBCPKACHUA,
OTTHUCK IICYATH, JaTa JOKYMCHTA, peFI/ICTpaHI/IOHHHﬁ HOMCp JOKYMCHTA

C. OTMETKa O NOCTYIJICHNHU JOKYMEHTa B OpraHu3aluio, pe30Jr0Lusa, OTMETKAa O KOHTPOJE, OTMETKa 00
HCIIOJITHEHUU JOKYMEHTA U HAIIPpaBJICHUU €I'0 B €0

d. 3aronoBok kK TCEKCTY, OTMETKA O HAJIMYHHU NPUITOKCHUSA; BU3BI COITIACOBaHUA, OTMCTKA O 3aBEPCHUHN
KOIINMH, OTMCTKaA 00 HCIIOJTHUTCIIC, I/I,Z[CHTI/I(i)I/IKaTOp 3J'I€I(Tp0HHOI>i KOIINMKU JOKYMCHTA

Bormpoc 31
Tekct Bompoca

Ha xakuie BuIpI IOapa3nesiFoTCs OTaHKH JOKYMEHTOB TI0 PACIIONoKeHn o pekBu3nToB cornacao 'OCT P
7.0.97-2016:

BribepuTe oquH OTBET:
a. o0muii O1aHK, OJTaHK MUChMa, OJIaHK KOHKPETHOTO BHIA JOKYMEHTa
b. yrioBbie ¥ poJOIbHBIC
C. OJlaHK OpraHu3aIuy, OJaHK CTPYKTYPHOTO NOJpa3ieleHUs] OpraHu3alluy, OJIaHK JOKHOCTHOTO JIMIIA
d. ueHTpUpOBaHHbIC U (IIaroBbie
Bomnpoc 32
TekcT Bompoca

Kakoti knaccuukanmoHHbIH MPU3HAK MOJI0KEH B OCHOBY JIEIICHHS OJIAaHKOB Ha OJIaHK OpraHHU3aIlHH,
0JIaHK CTPYKTYpPHOIO MOJIpa3/ieTICHHs OpraHu3aly, OJaHK JOJKHOCTHOTO JIUIIA:

Bribepute oiMH OTBET:

a. TI0 aBTOpy

b. mo BuIy mOKyMeHTa

C. TI0 PaCIOJIOKEHUIO PEKBU3UTOB

d. o coco0y ohopmiIeHHSs PEKBU3UTOB
Bompoc 33
TekcT Bompoca

Ha xakwue BUIBI MOApa3aensatoTcs OJaHKKA JOKYMEHTOB 10 BUAY JokyMeHTa coriacHo [[OCT P
7.0.97-2016:

Bribepute oquH OTBET:
a. o0muii OaHK, OJIaHK MUChbMa, OJIAaHK KOHKPETHOTO BHJIa JOKYMEHTA

b. 6imank OpraHusaiuu, OaHK CTPYKTYPHOTO MOAPA3ACIICHUA OpTraHUu3aliuu, OnaHk JOJDKHOCTHOI'O JIMIIa



C. YTTIOBBIE U MTPOAOIHHBIE

d. ieHTpUpoBaHHbIC U (IaroBbie
Bompoc 34
TekcT Bompoca

Kakue pexkBU3NTHI BKIIIOYAET OOIIUI OJIaHK OpraHU3aliOHHO-PACTIOPSAUTENBHOTO JOKYMEHTa COTJIACHO
I'OCT P 7.0.97-2016:

Bribepute oquH OTBET:

a. 'ocynapctBennsiii repo P® (I'epb cyobekTa PO wmu smMOiieMa opraHu3anyu, TOBapHBIA 3HAK (3HAK
obciyxuBanus)), ko opranuzanuu (mo OKIIO), OT'PH, MHH/KIIIL, cnpaBodHbIe maHHBIE 00
OpraHM3aliy; HANMEHOBAaHUE OpTraHU3aIlK, MECTO COCTABJICHUS W U3JaHHS JOKYMECHTA,
OTPaHHYHUTEIILHBIC OTMETKH JIJIS IaThl JJOKYMEHTA, PETUCTPAIIMIOHHOTO HOMEpa IOKYMEHTAa, CChUIKU Ha
PETUCTPAMOHHBIA HOMEP U IaTy JOKYMEHTA, aJipecaTa, Pe30JIOIiH, 3arojIoBKa K TEKCTY, OTMETKH O
KOHTpOJIE, TEKCTa

b. F'ocynapctBensiii repo PO (I'epb cydbekta PO mitn smbiieMa opraHu3aliii, TOBapHbIH 3HAK (3HAK
o0cyXKUBaHWsl)), HAUMEHOBAHUE OPTaHNU3allMH, MECTO COCTABJICHMSI MU U3JIaHUS IOKYMEHTA,
OTpaHWYUTEIbHBIC OTMETKH JUIS AaThl JOKYMEHTA H PETUCTPALIIOHHOTO HOMEpa JOKyMEHTa

C. HAMMCHOBAHME OpTaHM3alli1, MECTO COCTABJIICHHU MJIM U3JaHUA JOKYMEHTA, CIPaBOYHbIC ITaHHBIC 00
OopraHu3anuu, OrpaHUuIrUTCIbHBIC OTMETKU UIA 3aroJIOBKa U TCKCTAa JOKYMEHTA

d. Tocynapctennbiii repo PO (I'ep6 cyobekra PO mim smbiiema opraHu3aiiiy, TOBApHbIi 3HAK (3HAK
00CITy)KMBaHus )), HANMEHOBAaHHUE OPraHU3aL1H, HAMMEHOBAaHHNE BH/Ia JJOKYMEHTa, MECTO COCTaBIICHUS I
W3JIaHUS IOKYMEHTa, OTPaHUIUTENIbHbIE OTMETKH JUTSL AAaThl JOKYMEHTA, PETHCTPAIMOHHOTO HOMEpa
JIOKyMEHTA, CCBUTKH Ha J]aTy ¥ PErHCTPAMOHHbI HOMEp JOKYMEHTa, 3arojoBKa K TeKCTY, OTMETKH O
KOHTpOJIE

Bomnpoc 35
Tekcr Bompoca
Jis KakuX BUJIOB JIOKYMEHTOB UCTIOJB3YIOT OOIIHiA OJIaHK:
Bribepute oguH OTBET:
a. MOOBIX BUJIOB IOKYMEHTOB, KpPOME ITPHKa3a
b. mOOBIX BUIOB JOKYMEHTOB
C. TOJIBKO JIJISl MUChMA
d. o0BIX BUAOB TOKYMEHTOB, KPOME MUChMA
Bomnpoc 36
TekcT Bompoca
Kakwue croco0sl pa3menieHus pekBu3uToB npeaycmorpersl 'OCT P 7.0.97-2016:
Bribepute oauH OTBET:

a. YrJI0BOM U MPOIOIBHBIN



b. odurmansHeIf 1 HEODUIATBHBIH
C. MAIIMHOIUCHBIN U PYKOIMCHBIN

d. rieHTprpOBaHHLIHM U (IArOBEIH

[Tpaktuueckoe 3amganue 3 (2 cem)
1. OTBeThTE Ha BONPOCHI:

1) Kakmu HOpMaTHBHBIMHU MPABOBBIMU aKTaMH PETIAMEHTHPYETCS HCIIOb30BaHNe H300pakeHnid repoba
Yensounckoi obiactu u repoa Pecriyonuku bamkoprocran?

2) Ucnonp3yst oTBeT Ha Bompoc Nel, mponuTupyiiTe CTaThi COOTBETCTBYIOIINX HOPMATHBHBIX ITPABOBBIX
aKTOB, B KOTOPBIX OTpayKEHA perjaMeHTanus n300paxeHus repdba YensOunckoii obnactu u repoba
PecrryOnmku bamkoprocTan Ha O1aHKaX JOKYMEHTOB.

2.

2.1. Ucnonw3ys uapopmanmio 00 ocHOBHBIX pekBr3uTax OP/] B mepedncieHHbIX HIDKE JOKYMEHTaX,
3amoJIHUTE TabuILy. 3anoHss TabauIly, cTapaiiTech OTpaskaTh CXOXKHUE M0 (YHKIIMHU U COEPKAHHIO
PEKBH3UTHI Ha OJTHOM CTPOKE JUIsl 00JerdeHns cpaBHeHUs. Ha3BaHNs pEKBU3UTOB, OTPaKCHHBIE TOJBKO B
JAHHOM aHAJTM3UPYEMOM JIOKyMEHTe, 0hOPMIITHTE K KOHILY TaOJHIIBL.

Ne |HammeHoBaHue pekBu3nTa B[HamMeHoBaHue HanmeHoBaHue pekBu3sura B [IpaBuiax no
n/n [COCT P 6.30.-2003 pexBuzuta B 'CAOY  |1enonpou3BoAcTBY U MeToJl. peKOMEHIAIHSX
1.

2.

3.

2.2.. OHHpaHCB Ha JaHHBIC, ITIOJYUYCHHBIC B Ta6J'II/ILIC, c;[enaﬁTe COOTBCTCTBYIOIIIMEC BLIBOJBI U
KOMMCHTAapHu: COBIIAJACT JIM COCTAB U Ha3BaHWA PEKBU3UTOB B IIPCACTABIICHHBIX TOKYMCHTAaX; KaKnue
PEKBUBUTEHI ITOBTOPAIOTCA U B KaAKUX JOKYMEHTaX; KaK€ PEKBU3UTHI HAXOAAT OTPAXKEHUC TOJIBKO B OJTHOM
H3 JOKYMCHTOB, KaKU€ TOJILKO B IBYX.

2.3. Kakumu u3 npoaHaIM3UPOBAHHBIX JOKYMEHTOB JOJKEH PYKOBOACTBOBATHCS COBPEMEHHBIN
JeJIOTIPON3BOIUTEND MTPH 0)OPMIICHUH OPTaHU3aLMOHHO-PACIOPSIIUTENbHON qokyMeHTauuu? [louemy?

HWcTounuky aAJia aHAIU3A:



I'OCT P67.097-2016 «YuubunupoBaHHas CHCTEMa OpPraHHU3alHOHHO-PACIIOPSIUTEIbLHOM
JokyMeHTarmu. TpeboBaHus K 0POPMIICHUIO JIOKYMEHTOBY.

locynapcTBeHHass cuCTeMa JIOKYMEHTAI[MOHHOTO obecneyeHust ympaeieHus. (OCHOBHBIC
nosoxxenusi. O0muMe TpeOoBaHKUs K TOKYMEHTaM M CIyX0aM JTOKYMEHTAIMOHHOTO 00eCIeYCHUsI
ot 25 mas 1988 r. (1991r.) Ne 33.

[IpaBmia genonpousBojcTBa B eliepaTbHBIX OpraHax WCIOJIHUTENLHON BIACTH, YTBEPKICHHBIC
ITocranosnenuem IIpaButensctBa PO ot 15 utons 2009 r. Ned77.

MeToauyeckue pEeKOMEHAAlMK IO pa3paboTKe WHCTPYKIUM 10  JEeNONPOU3BOJCTBY B
(enepanbHBIX OpraHax WCIIOJTHHUTEIBHON BiacTH, yTBepxkaeHsl [Ipmkazom PocapxmBa ot 23
nexadpst 2009 r. Ne 76.

I[J'I}l 3allOJTHCHUA Ta6J'II/IHI)I HCHOJ’IBSyﬁTG 0a3ml JaHHBbIX, I/IH(bOpMaIH/IOHHO-CHpaBOIIHI)IC " IIOUCKOBBIC
CUCTCMBI.

Tapant

http://www.consultant.ru/

http://www.termika.ru/

Tect k pasaeny 2 (1 kype) /

Bomnpoc 1

Tekcr Bompoca

Kakoit HopMaTHBHBIN MPaBOBOM aKkT periiaMeHTupyeT n3oopaxenue ['ocynapcreennoro repoa PO Ha
OJaHKax JTOKYMEHTOB:

Bribepute oiMH OTBET:

a. @enepalibHbI KOHCTUTYIIMOHHBIN 3aKOH

b. Koncruryiust PO

C. IlocranoBnenue IIpaBurensctea PO

d. Vkas Ilpesugenra PD

Bompoc 2

Tekct Bompoca

Ha xakom GnaHke MoXxeT ObITh pa3MenieHo n3oopaxkenue ['ocymapcTBenHoro repoa Poccuiickoit

CDe;[epauI/H/I B OAHOLIBETHOM BapHUaHTC 0e3 repajbaAn4CeCKOro muTa:

Bribepure oguH OTBET:

a. 'enepanbHOI pokypatypsl Poccuiickoit @enepannu

b. opranos, opranuszamnmii u yupexaenuii upu [Ipesumenre Poccuiickoit demeparmn

C. (beﬂepanbm,lx OpraHoB HUCIIOJIHUTEIIFHOM BIIACTH

d. Anmunuctparnuu [pesunenta Poccuiickoit deneparuu


http://www.consultant.ru/
http://www.termika.ru/

Bompoc 3
Tekct Bompoca
Ha xakux 6mankax momemniaercs repd MOCKBBI B MHOTOIIBETHOM BapHaHTE:
Bribepute oquH OTBET:
a. KontponbHo-cueTHOM nanatel MOCKBBI
b. mpaBOBBIX aKTOB MHBIX OPTaHOB UCIIOHUTEIBHOM BIacTH ropoaa MOCKBBI M X JOKHOCTHBIX JIUIL
C. MOCKOBCKO# ropoACKO¥ H30upaTeIbHON KOMICCHH
d. pemenuii YcraBHoro cyma ropoaa MOCKBbI
Bormpoc 4
Tekct Bompoca

Kakoit HopMaTHBHBIN aKT YCTaHABIMBACT TPEOOBAHUS K Pa3MEIICHUIO SMOJIEMbI, TOBAPHOTO 3HAKA (3HAKA
o0cyxuBaHYs) Ha OJJaHKaX OpraHU3aIIUM:

BribepuTe oquH OTBET:
a. y9peIuTeNbHbIe TOKYMEHTHI OpPraHU3aIiN
b. penepanbubiii 3aK0H
C. nocraHosienue [Ipasurenscrea PO
d. rocyapcTBEHHBIN CTaHAAPT
Bomnpoc 5
Tekct Bompoca
OMmbsemy u ToBapHbIi 3Hak HE Bocipon3BoIsIT Ha OJ1aHKe, €CIM Ha HEM TTOMEIIeH (-a):
BribepuTe oguH OTBET:
a. OTTUCK repOoBOil mevaTu
b. moxmuce
¢. 'ocynapctBennsiii rep6 Poccuiickoit denepanun
d. pe3osrorust
Bompoc 6
Tekct Bompoca

HpO,I[OJ'DKI/ITe BhICKa3bIBaHue: «HanMmeHnoBanue OpraHu3aliuu, HBJ'IFIIOH.[GIZCSI aBTOPOM JOKYMCHTA, JOJIZKHO
COOTBETCTBOBATH HAMMCHOBAHUIO, 3aKPCIVICHHOMY ... »!

Bribepure oauH OTBET:

d. B rOCyJIapCTBEHHOM CTaHJapTe



b. B 3akoHe

c. 8 OKIIO

d. B yYpeIUTENbHBIX JOKYMEHTAX OpraHU3aI[HN
Bompoc 7
Tekct Bompoca

HawumenoBanus opranuzanuii 1 cyosekToB Poccuiickoii denepanuu, IMEIOIUX HAPSTy C
TOCY/IapCTBEHHBIM sI3IKOM Poccuiickoit depeparyn (pyCCKUM) TOCyIapCTBEHHBIN S3BIK CyOBEKTOB
Poccuiickoit ®enepanuu nevararor:

BribepuTe oquH OTBET:

d. BCC BapUaHThI BEPHBI

b. Ha rocynapcTBeHHOM si3bIKe PD

C. Ha si3bIKe CyObekTa PO

d. Ha IBYX s3bIKax (Ha roCyAapCcTBEHHOM si3bike PD u Ha si3bike cyObekTa PD)
Bompoc 8
Tekcr Bompoca
Ha Onankax Kakux JOKYMEHTOB O(hOpPMIISIIOT CIIpaBOYHBIE JaHHBIE 00 OpraHU3aLuy:
Bribepute oiMH OTBET:

a. yCTaBOB

b. ciyxeOHbIX nucem

C. IPHUKA30B

d. pacriopspkeHuit
Bompoc 9
Tekct Bompoca
Kakne nimeMmeHTHI PEKBU3HTA «CnpaBquHe JaHHBIC 00 opraHnu3anumny ABJIAOTCA 00s13aTeNILHBIMU:
Bribepure o1H OTBET:

a. 0aHKOBCKHME PEKBHU3HTHI, IOYTOBBIH ajpec

b. mouroBsIii anpec, HoMep TenedoHa

C. axc, HOMep PIEKTPOHHOHN IOYTHI, 0AHKOBCKHE PEKBH3HUTHI

d. mouToBBIi azpec, HoMep TenedoHa, Homep (akca, Tenekca, CYeTOB B GaHKe, aipec AEKTPOHHO MOYTHI
Bompoc 10

Tekct Bompoca



YKaxure NpaBUIIbHYIO N10CIIE0BATEIEHOCTh 3JIEMEHTOB ITI0YTOBOTO ajipeca:
Bribepure oauH OTBET:

a. ynuma, 1oM, HOMep KBapTHUPHI, Ha3BaHUE PECITyOINKH, Kpast, 001aCTH, aBTOHOMHOTO OKpyTa
HACEJICHHBIN MyHKT, paliOH, CTpaHa, HOYTOBBIA HHICKC

b. HOMep KBapTUPBIL, 1OM, YKL, HACEIEHHBIN yHKT, HA3BAaHUE palioHa, Ha3BaHHUE PECITyOIIUKH, Kpasi,
o0acTi, aBTOHOMHOTO OKPYTa, CTPaHa, MOYTOBBIA MHICKC

C. OYTOBBIN UHJCKC, HOMEP KBapTUPbI, Ha3BaHHE PECIyOIHMKH, Kpasi, 00JIaCTH, aBTOHOMHOT'O OKpyTa
HACEJICHHBIN MTyHKT, paliOH, CTpaHa, HOYTOBBIA HHAECKC

d. ynuia, 1oM, HOMEp KBapTUPBI, HACEICHHBIH MyHKT, paliOH, HA3BaHUE PECIyOJINKH, Kpasi, 00J1acTH,
ABTOHOMHOTO OKpYT'a, CTPaHa, IOYTOBBIH HHIIEKC

Bomnpoc 11
Tekct Bompoca
Kon opranusauny npocTasisifoT MO:
BribepuTe oquH OTBET:
a. OKB2/]
b. OKY
c. OKATO
d. OKIIO
Bomnpoc 12
Tekcr Bompoca
[Tpu n3roroBneHnn Kakux OaHKoB oopmisiercs pekBu3ut «MHH/KIIIT»?
Bribepute oiMH OTBET:
a. yraoBOro 6J1aHKa MIChbMa OpTaHU3aIiN
b. mpononpHOrO GIaHKa NHChMa OpraHU3aluu
C. IPOI0JILHOTO OJTaHKa MHChMa JOJKHOCTHOTO JIMLA
d. Bce BapHaHThI BEPHbI
Bompoc 13
Tekct Bompoca
VYkakuTe NMpaBUIIbHBIA BapHaHT 0POPMIICHHS CIIPAaBOYHON HH(pOpMaIiK 00 OpraHn3aluu:
Bribepute oquH OTBET:
a.

OO011ecTBO ¢ OrpaHUYCHHON



OTBCTCTBCHHOCTBIO

"MCTOK"

yi. Jlonmapesa, n. 2, r. Marauroropck, Yensionnckas o6:mr., 455097
Ten. (3519) 27-13-33; ¢axkc (3519) 27-11-90;

e-mail; avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001;

WMHH/KIIIT 0112220000/011777000

Ha Ne oT

b.
OO011ecTBO ¢ OTPaHUYCHHOM
OTBETCTBEHHOCTHIO

"MCTOK"

455097, r. Marauroropck, yi. Jlonapesa, 1. 2
Ten. 27-13-33; daxc 27-11-90;

e-mail; avto@avto.ru

WHH/KIIIT 0112220000/011777000;

OI'PH 1127776500001

Ha Ne oT

C.
OO011ecTBO ¢ OrpaHUYCHHON

OTBCTCTBCHHOCTBIO



"MCTOK"

455097, r Marauroropck, YensOunckas o61., yir. Jlomapesa, 1. 2
Ten. 27-13-33; ¢axc 27-11-90;

e-mail; avto@avto.ru

OI'PH 1127776500001,

WHH/KIIII 0112220000/011777000

Ha Ne oT

d.
OO011ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO

"MCTOK"

I. 2, yn. Jlonapesa, . Marauroropck, 455097

e-mail: avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001;

WHH/KIIIT 0112220000/011777000

Ha Ne oT

Bompoc 14
Tekct Bompoca
Kox dhopmbl ToKkyMeHTa IPOCTABIISIOT T10. ..
Bribepute oquH OTBET:
a. OKY [

b. TCIOY



C. YIpEeIUTEIbHBIM IOKyMEHTaM OpraHU3aIiH
d. TOCT P 6.30-2003

Bompoc 15

TekcT Bompoca

Kakoti Habop 1udp B kogoBoM 0603HaueHUH (hopMbl JokyMeHTa 0720302 0603Havaet kinacc Gpopmbl
JIOKYMCHTA:

Bribepute oquH OTBET:
a. 07
b. 302
c. 20
d. 203
Bomnpoc 16
Tekcr Bompoca
1o HaGopy udp B kogoBoM obo3HadeHNH (hopMbl JokyMeHTa 0212000 MOKHO YCTaHOBHUTS:
BribepuTe oiMH OTBET:
a. KJlacc ¥ nmoJjikiacc GopMel JOKyMEHTa
b. kitace, moaKIace, perucTpalMOHHbIN HOMep HOPMBI JOKYMEHTA
C. TOJIBKO Kj1acc (hOpMbI JOKYMEHTA
d. TonbKo moKiIacce GOpMbI JOKYMEHTA
Bomnpoc 17
Tekcr Bompoca
Ha xaxux ¢opmax mpocrasisercst Koa (GopMbl IOKYMEHTA!
Bribepure oMH OTBET:
a. Ha HEYHU(UIUPOBAHHBIX (opMax
b. Ha Bcex OnaHkax
C. Ha BCeX JJOKYMEHTax
d. Ha yHH(UIMPOBaHHBIX Gopmax
Bompoc 18
TekcT Bompoca

Kakum 10KkyMeHTOM JOJKHO OBIThH OTIPEACICHO HANMEHOBAaHUE BU/IA JOKYMEHTA Ha JOKYMEHTE, U3IaHHOM
opraam3anueii, cormacHo [OCT P 6.30-2003:



Bribepute oquH OTBET:
a. MHCTPYKLHUEH MO AETONPOU3BOICTBY
b. HomeHKIaTYpOit 1eT
C. ycTaBoM (TIOJIOKEHHEM 00 OpraHU3aIIIH)
d. monoxxenuem o ciyxoe JJOV
Bormpoc 19
Tekct Bompoca

Kakomy 1OKyMEHTY HOJKHBI COOTBETCTBOBATh HANMEHOBAHHUS BUOB JOKYMEHTOB, KOTOPBIE OpraHU3aLusl
BEIOMpAeT i1 JOKYMEHTHPOBAHUS OPTaHU3AIMOHHO-PACIOPSANTEIBHON AesTenpHoCcTH, corntacHo [[OCT
P 6.30-2003:

Bribepute ouH OTBET:
a. O6mepoccuiickoMy Kiaccu(ukaTopy ynpapieHueckoi moxkymenTammn (kiaace 0200000)

b. ITepe4Hr0 THIOBBIX YIIPABICHYESCKHX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLIMXCS B IPOLIEcce
JeSITeIbHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPIaHOB MECTHOI'O CAMOYIPABJICHUS U OPTaHU3alUH, ¢
yKa3aHHUEM CPOKOB XpaHEHUS

c. l'ocynapcTBeHHOI cucTeMe TOKYMEHTAIMOHHOTO 00ecrieueH s yIpaBIeH s
d. TTIpaBuiiam JeI0IPOU3BOCTBA B (heiepaabHbIX OpraHax UCIIOJHUTEIbHOM BIACTH
Bomnpoc 20
Tekct Bompoca
Ha xakux noxymenrax HE yka3piBaeTcsi HanMeHOBaHHe BUa JOKYMEHTA!
BribepuTe oguH OTBET:
a. TOJDKHOCTHOM MHCTPYKLIUU
b. cimyxebHorO MIMICHEMa
C. cimy»eOHOM 3amucKu
d. cipaBku
Bompoc 21
Tekct Bompoca

Kewm mipocraBnisiercs nata JoOKyMeHTa Ha OOJIBIITMHCTBE OPTaHU3AIMOHHO-PACTIOPSAUTETBHBIX
JIOKYMEHTOB:

Bribepure oauH OTBET:
a. Bce BApUAHTHI BEPHBI

b. cityx00ii TOKYMEHTAIIMOHHOTO 00ECTICYCHHsI YIIPABICHHS HJIH CEKpEeTapeM P PErHCTPaIUH
JIOKyMEHTa



C. COCTaBUTEJIEM TIPH TTOJrOTOBKE JOKYMEHTA
d. TODKHOCTHBIM JIMIIOM, TIOAMTUCHIBAIOIINM JJOKYMEHT
Bompoc 22
TekcT Bompoca
Ha kakux JOKyMEHTax Jary JOKyMeHTa 0hOpMIISIET CeKpeTaph:
Bribepute oiuH OTBET:
a. Ha MpuKa3ax
b. Ha enoBBIX MHCEMAx
C. Ha CIIpaBKax
d. Ha Bcex TOKyMeHTax
Bompoc 23
Tekct Bompoca
Kakue criocoObr oopmirenus natel cootBeTcTBY0T TpeboBanusm [[OCT P 6.30-2003:
1. 09.03.13;
2. 09 mapra 2013 r;
3. 09 mapra 2013 rona;
4.09.03.2013 r.;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bribepurte ouH OTBET:
a. BCe BapUaHTHI, KpoMe 3
b. Bce BapuaHThI, Kpome 5
c.1,4,7
d.2,6,7
Bompoc 24
TekcT Bompoca
ITpu noAroToBKE JOKYMEHTa K MOAIMCAHUIO B peKBU3HTE «JlaTa TOKyMeHTa» 3apaHee ev4aTaroT:
Bribepute ouH OTBET:

a. YHCJIO, MECHII, TOJ



b. uncio
C. MecsIIT
d. rox
Bompoc 25
Tekct Bompoca
Kakoe Bricka3siBanue sBisercis HEBEPHBIM:
Bribepute oquH OTBET:
a. [lata 1 peructparrioHHbI HOMEp TOKYMeHTa 0OpPMIISIFOTCSI HE Ha BCeX OJaHKax

b. PexBusuts «JlaTa 1oKyMeHTa» U «PerucTpalliOHHbII HOMEP TOKYMEHTa SIBIISFOTCS TAHHBIMH O
PETHCTpALNN TOKYMEHTA U MMO3TOMY SIBIISIIOTCS TOKA3aTENbCTBOM CYIIECTBOBaHMS JOKYMEHTA H
BKIIIOYEHUEM €T0 B JOKYMEHTAJIbHBIN (DOH] OpraHu3aiiu

C. PexBuzuTh «/laTa mokymeHTa» u «PerucTpaninoOHHBIN HOMEDP JOKYMEHTa» 0(OPMIISIOTCS Ha OJTHOM
YpOBHE 10 OTHOILIEHHIO IPYT K IPYTY

d. O6a pexBusmTa — «Jlata TOKyMeHTa» U «PerucTpanuoHHbIi HOMEP JOKYMEHTa» — BBIMOIHSIIOT
IOPUINYCCKYIO (I)YHKLII/IIO, a TaK)KEC BBIMOJIHAIOT TIOMCKOBYIO (bYHK]_[I/IIO, TaK KaK IMO3BOJIAIOT OpraHru3aln
BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO PaboTy

Bomnpoc 26
TekcT Bompoca
Kakoli anmeMeHT perucTpallioOHHOTO HOMepa IOKyMEHTa SIBISIeTCs 0053aTeIbHBIM:
BribepuTe oquH OTBET:
a. ”HPOPMAITUS O KOPPECTIOHICHTE
b. mopsiaKoBEI HOMED
C. MHJEKC JIeJ1a 110 HOMEHKJIAType el
d. uapOpMaIKs 00 UCTIOTHUTEIISAX
Bormpoc 27
Tekct Bompoca
Uro o6o3HauaeT ynciio 45 B perucTpaiiioHHOM HoMepe, uMeroreM obozHauenue Ne 45/1-5:
Bribepure oMH OTBET:
a. KOJ| TTOApa3IeIeHuUs
b. HOMep nen Mo HOMEHKIIaType el
C. HOPSAKOBBIM HOMEp MO KYpPHAILY PETUCTPALITI

d. Ko KoppecnoHIeHTa



Bompoc 28

Tekct Bompoca

Vkaxxure BEPHOE BrIcKa3piBanue:
Bribepute oquH OTBET:

a. Ha Grmanke nmuchMa MpoCTaBIIIETCSl OTPaHUYUTENIbHAS OTMETKA TS pekBu3uTa «CChlIKa Ha
PETHUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTay CIIeIYIONIIM 00pa3oM: « oT »

b. PexBusut «CchuiKa Ha ATy U PETHCTPAIIMOHHBII HOMEP TOKYMEHTay 3aroJHSICTCS B
MPENMYIIECTBEHHO B MUChMax-0TBeTaX. CBEZCHHUS B PEKBU3UT MEPEHOCATCS C MOCTYMHUBIIETO JOKYMEHTa

C. Cenenus B pekBu3uTe «CChUIKA HA PETMCTPALIMOHHBIM HOMED U ATy JOKYMEHTa» IPUCBAUBAIOTCS
opraHu3alnuen-aBTopoM OTBETHOT'O NMHChMa

d. YkazaHue JaHHBIX O TIOCTYITHBIIEM IMMChME Ha OJIaHKE MHChMa B BHIE OTACIBHOTO CCHUIKU Ha
pCI‘I/ICTpaHI/IOHHI)II‘/'I HOMCp nu ;[aTy I[OKYMGHTa HE UCKJIIOYACT HCO6XOILI/IMOCTI/I CChLIIATHCA HA HUX B TCKCTC
OTBETHOI'0 IMChMA: B HayaJle TEKCTa MUChMa Beceraa ciaenyet nucath «Ha Bam No ... oT ...»

Bomnpoc 29
Tekcr Bompoca

Kaxkas xapakrepuctuka HE COOTBETCTBVYET pekBusuty «MecTo cOCTaBICHUS WIN U3IAHUS
JIOKYMEHTa»:

BribepuTe oguH OTBET:

a. I[aHHBIﬁ PCKBU3UT O(l)OpMJ'ISIIOT Ha 06H_II/IX OnaHkax u OnaHKax KOHKPETHBIX BUAOB JOKYMCHTOB, €CJIN
€T0 OIIPCACICHUC 3aTPYAHCHO 110 PECKBU3UTY «HanmeHoBaHMe OpraHusanumn»

b. IIpu yka3aHUM HACEIEHHBIX MECT B JAHHOM PEKBU3HMTE HEOOXOAMMO HCIIOIB30BaTh OOIICTIPUHSITHIE
cokpamienus, orpaxxkeHHsie B OKATO

C. I[aHHBIﬁ PCKBU3UT HC OCI)OpMJ'IfIIOT Ha OOJILIIIUHCTBE HCXOZ[?IH.IGﬁ AOKYMCHTAIlMH, TaK MECTO U3AaHU
JOJIXKHO OBITh OTPa’X€HO B PCKBU3UTC «CIIPABOYHLIC JaHHBIC 00 opraHu3anumn»

d. JIaHHBI PEKBU3UT MOMOTAET HASHTU(DHUIIMPOBATH ABTOPA JOKYMEHTA, TIOATOMY €ro 0(hOpMIISIOT Ha
Bcex OJIaHKax

Bomnpoc 30
Tekct Bompoca
VYkaxure HEBEpHOE HANKCAHNE PEKBU3NTA «MECTO COCTABICHUS WJIH U3aHUS IOKYMECHTa:
Bribepure oMH OTBET:
a. Mocksa
b. MaruuToropck
c. Cankr-Ilerepbypr

d. cr-ma benokamennas



Bompoc 31
Tekct Bompoca
B kakom majexe yka3plBalOT IOJDKHOCT JIMIIA B PEKBU3UTE «AJpecar:
Bribepute oquH OTBET:
a. B pOJTUTEIILHOM
b. B narenpHOM
C. B UMCHUTEITLHOM
d. B pe/IIosKHOM
Bormpoc 32
Tekct Bompoca

B kakom magexe yka3bplBalOT HAMMEHOBAHUE OPTaHM3ALMH U €€ CTPYKTYPHOT'O MOIPa3IesICHHS B
PEKBU3UTE «AdpecaT»:

BribepuTe oquH OTBET:
a. B IIPEJI0KHOM
b. B uMeHHTEIEHOM
C. B pOAUTEILHOM
d. B marenpHOM
Bompoc 33
Tekct Bompoca
Vxaxxure HEBEPHOE Bricka3biBanue:
BribepuTe oguH OTBET:

a. [Ipu ampecoBanuu JOKyMeHTa (PU3UUECKOMY JIMITY CHaYalla YKa3biBalOT (DaMUIIUI0 U HHUIIHATIBI
MOJIy4aTesis, 3aTeM MOYTOBBIHN anpec

b. ITpu anpecoBaHMH JOKYMEHTa B OpPraHH3aIMIO CHAaYasIa yKa3bIBAIOT €€ MOYTOBBII ajipec, 3aTeM ee
HalMEHOBaHHUE

C. Eci TOKyMEHT OTHpaBISIOT B HECKOJIBKO OJTHOPOHBIX OPraHU3alUi WM B HECKOJIBKO CTPYKTYPHBIX
NO/Ipa3/IeNICHNi OTHOM OpraHMU3aIiy, TO X CIEAyeT YKa3blBaTh 0000IIeHHO, Harpumep: PykoBoauTensim
¢ummanos OO0 «/IomocTpoii»

d. B cocraB pekBu3nTa «AIpecaTy MOYTOBLIN aJpec He IBIAETCA 00M3aTENBHBIM DIIEMEHTOM, OH
oopMIIsIETCs TT0 YCMOTPEHUIO OpraHU3aluu-aBToOpa JOKYMEHTA

Bompoc 34
Tekct Bompoca

Ha xakux noxymenrax HE odopmisiercs pekBu3uT «Anpecat»:



Bribepute oquH OTBET:
a. MUCbMO
b. cimyskeOHast, oK qHas 1 O0BACHUTETbHAS 3aITHCKH
C. JOJDKHOCTHASL MHCTPYKLMS
d. cipaBka
Bompoc 35
Tekct Bompoca

YKaXuTe NpaBUIbHBIM BapuaHT 0QOPMIICHHUS PEKBU3UTA «AApecary B MUChME, HAPaBIIsIEMOM B
OpraHU3alHIO:

BribepuTe oquH OTBET:
a.
I'enepanbHOMY IUPEKTOPY

OAO "Crpoiipecypc"

Mocksa, yi. XKuBonucHasi, 24,
255678

b.
OAO "Crpoiipecypc"
I'enepanbHOMY TUPEKTOPY

C.C. KanamHukoBy

Mockga, yi. KuBomnncHas, 24, 255678
C.
255678, Mocksa,

yi1. JKuBonucHas, 24

I'enepanbHOMY AHPEKTOPY
OAO "Crpoiipecypc"
C.C. KananrHukoBy

d.

T'enepanbHOMY TUPEKTOPY



OAO "Crpoiipecypc"

C.C. KanamHukoBy

yi1. XXuBomucHasi, 24,
Mocksa, 255678
Bomnpoc 36

EKCT Bompoca

Kaxoli peKBHU3UT HMEET CIEAYIOIIYIO XapaKTEPUCTUKY: «ETro cOCTaBHBIE YaCTH MOTYT BKIIIOUYATh:
HaNMEHOBAaHUE YUPEXKICHUS, OpraHU3alK; HAMMEHOBAaHUE CTPYKTYPHOTO NMOAPA3CIICHUS; yKa3aHUeE
JOJDKHOCTH MOTyYaTelss; MHALUAIBI, (aMIJIHIO; TOYTOBBIN apec:

Bribepute ouH OTBET:
a. Pe30IIoNHs
b. rpud cormacoBanus
C. CTIpaBOYHbIC JaHHbIC 00 OpraHU3aIMN
d. agpecat
Bonpoc 37
TekcT Bompoca

Kakoil peKBU3UT BKIIIOYAET CIEAYIONINE 3JIEMEHThI: (DaMUITUK, MHHIIUAIBI UCTIOTHUTENEH; Colep:KaHne
MOPYYEHMs; CPOK HUCIIOJIHEHHUS; IOAIUCH; AATY:

Bribepute oiMH OTBET:
a. Pe30IFoNHUs
b. rpud cornmacoBanus
C. rpud yTBEpIKICHUS
d. Tekcr
Bompoc 38
Tekct Bompoca
Ykaxurte BepHbII BapHaHT 0QOPMIICHHUS PE3OIIOIIMN PYKOBOIUTEIS:
Bribepure oMH OTBET:
a.
Conosreny N.K.
[Mpoury moaroToBuUTH IUIaH PabOTHI HA

BTOpOE nosyroaue k 28.12.2013.



Tlonnuces pykoBoaUTENS
10.12.2013

b.
Cxsoproy 1. A.
IIpomry paccMOTpeTh.
Ionmuce pyxoBoguTens

10.12.2013

B npuxkas
[Toanuck pykoBoauTens
12.12.2013
d.
Bcem npuHATh yyactue.
IHoanuces pyKoOBOAUTENS
12.12.2012
Bompoc 39
TekcT Bompoca
Kakoti pexsusut HE oTpakaeT stansl paboThI HaJl IOpYYIEHUEM:
Bribepure oguH OTBET:
a. pe30Jaronua
b. Bu3a cornacoBanus
C. OTMETKA 0 KOHTpPOJIE
d. oT™MeTKa 00 UCTIOJHEHUH JIOKYMEHTA U HAIPABJICHUH €T0 B JIEI0
Bompoc 40
Tekcr Bompoca
VYkaxute BEpHOE BbICKa3bIBAHUE!
Bribepure o1H OTBET:

a. OTMeTKa 0 KOHTPOJIE TIPOCTABISAETCS B 3AKIIOUYNTENIFHON YaCTH TEKCTa JOKYMEHTa B BUJIE
KITUIIPOBAHHON (ppa3sl « KOHTPOIH HCIIOHEHNS BO3JIOKHUTH HA...» WiIN «KOHTPOIIb NCTIOTHEHUS
OCTaBJISIIO 33 COOOI»

b. Hannuwne OTMCTKH, B IICPBYIO OUCPCAb, NTUCHUIINIMHUPYCT PYKOBOAUTECIIA U ACIIOIIPOU3BOAUTCIIA,
KOTOPBIC 3aMHTCPCCOBAHLI B UCIIOJIHCHUH JJOKYMCHTA



€. OTMETKY 0 KOHTPOJIe 0(OPMIISIFOT OJHUM U3 CIIOCO00B: OyKBOM «K», CIIOBOM MJIM LITAMIIOM
«KoHTpoJb» B pa3MeniaeTcsi B IPaBOM BEPXHEM YTITy CIIy:KEOHOTO MOl JOKYMEHTA

d. OTmMeTKa 0 KOHTPOJIE MPOCTABIISIETCS UCTIOJTHUTEIEM TOKYMEHTa
Bormpoc 41
Tekct Bompoca
Kaxoif pexBu3uT ohopmMIisieTcs MoCIeTHAM Niepe TeM, KaK JOKYMEHT OyZeT OTIPaBIICH Ha XpaHEHHE:
Bribepute oquH OTBET:
a. OTMeTKa 00 UCTIOJIHEHUU TOKYMEHTa U HAIPaBJICHHH €T0 B JIEJI0
b. oTMeTKa O MOCTYIUIEHHH TOKYMEHTA B OPraHU3AI[HIO
C. rpud yTBEepKIESHUSI
d. oT™MeTKa 00 UCTIOTHUTEE
Bomnpoc 42
Tekcr Bompoca

Kakas ¢popmynmupoBka 3aroyioBka K TEKCTY SBIseTCS BEepHOH (B CKOOKax 0003HA4YEH BU TOKYMEHTA, K
KOTOpPOMY C()OPMYITHPOBAH 3ar0JIOBOK):

Bribepure oauH OTBET:
a. (I0I'OBOP) st mocTaBOK TOBapOB
b. (ITPUKA3) O0 yTBepsKaeHHN HHCTPYKIHH TI0 JICTOIPOU3BOJICTBY
c. (AOJDKHOCTHASA MHCTPYKLM ) rnaBHoMy Oyxranrepy
d. (ITpukas) O H.K. ITerpose
Bompoc 43
Tekct Bompoca
B kakux ciaydasx oQopmIIeHHE 3arojioBKa K TEKCTY SBJISIETCS 00A3aTeIbHBIM:
Bribepure oMH OTBET:
a. Ha OpraHM3alMOHHO-PACTIOPSIUTEILHOM JIOKYMeHTe popmata A4

b. 3aronoBok k TCKCTY JOJIKCH O(l)OpMJ'IHTBCSI Ha BceX 0e3 UCKITI0UCHUS
OpraHU3allMOHHO-PACIOPAAUTEIIBHBIX JOKYMEHTAX

C. Ha JOKYMEHTax, TEKCT KOTOPHIX HE MPEBBIMIAET 3-5 CTPOK

d. Ha OpraHU3aIMOHHO-PACTIOPSIUTEILHOM JOKyMeHTe (opmaTa AS
Bompoc 44
TekcT Bompoca

I'naBHEIM PCKBU3UTOM JOKYMCHTA ABJIACTCA:



Bribepute oquH OTBET:
a. rmeyarb
b. moamnuce
C. mata
d. Tekcr
Bompoc 45
Tekct Bompoca
B xakom Bujie BO3MOXHO 0(hopMIIeHIE TEKCTa OPraHU3AIMOHHO-PACTIOPIIUTEIEHOTO TOKYMEHTA!
BribepuTe oiuH OTBET:
a. B BUJIE MILTIOCTPALINI
b. B BHIe coeIMHEHUS AHKETHI, TAOJIUIBI, CBI3HOTO TEKCTA
C. B BUJIC UepTekKEn
d. B Buze oronzobpaxkeHuit
Bomnpoc 46
Tekcr Bompoca
Kakyto nnhopMaIyio moMeriamT BO BTOPOH (3aKIIFOUNTENIbHOM) YaCTH TeKCTa JOKYMEHTA!
Bribepute oiMH OTBET:
a. MPOCHOBI
b. ocHoBaHus
C. IPUYHHBI
d. ienmu
Bomnpoc 47
TekcT Bompoca
Kakyro nadopmanmo HE nomemaroT B mepBoii 4acTH TEKCTA JIOKyMEHTA:
Bribepure oguH OTBET:
a. pemeHus
b. mprunHB
C. IPEATIOKEHUS
d. pexomeHganUK

Bompoc 48



Tekct Bompoca

Kakoe oopmienne ocHoBanus JoKyMmeHTa cooTBeTcTByeT TpeboBanusm ['OCT P 30-2003 (B ckoOkax
0003HauYeH KITIOYEBOH TI1aroJl pacropsJUTEIbHON 9YacTh IOKYMEHTa):

Bribepure oauH OTBET:

a. Ha ocHoBanum npukasa Munuctepctsa o0pazoBanus u Hayku PO ot 15 suBaps 2013 Nel5 «O nopsinke
npoBeneHus arrectaunu By308» (IIPUKA3BIBAIO)

b. B cBsi3u ¢ HEOOXOAUMOCTBIO HCIIONHUTD Tprka3 muHUcTepcTBa ([IPUKA3BIBALO)
C. Bo ucnomaenne nmprukaza OAO «MMK» Ne 45 «O nopsiake 3akmouenus qoroopos (IIPEJIJIATATO)
d. C 1entro HCIOMTHEHUSI TIPUKa3a pekTopa 00 ykperieHun TpyaoBoit auctmuinabl (ITPEJJIAT ATO)
Bormpoc 49
Tekct Bompoca
B xakom nokymente TekcT HE m3naratot ot nepBoro Jidia €qUHCTBEHHOr 0 YHCIa!
BribepuTe oquH OTBET:
a. B IPOTOKOJIE
b. B mpukase
C. B 3asIBJICHUHU
d. B muceme
Bompoc 50
Tekcr Bompoca
Yxaxure BepHOE 0pOpPMIICHHE OTMETKU O HAJTMYUH [IPUIOKEHUS B TUCHME:
Bribepute oiMH OTBET:
a. [lpunoxxenwne: Ha 3 1. B 1 7K3.
b. [Ipunoxenue: He UMeETCS.
C. [Ipunoxxenune: 1Mo TeKCTy Ha 3 1. B 1 9K3.
d. ITpunoxenwue: ynmoMmsayToe Ha 3 j1. B 1 9K3.
Bompoc 51
Tekct Bompoca

Bri6epuTe npaBUIIBHBIN BapHaHT 0OPMIIEHUS TOAMVCH B PACIIOPAIUTETFHOM JOKYMEHTE OpTaHU3aluN
(mpukase, pacropspKEHHUN):

Bribepute oquH OTBET:
a.

I'enepanbHeIil qUpeKTOp



000 «Kommac» TToammce
M.II. benskos

12.12.2013
b.

I'enepanbHBI JUPEKTOP ITopnucs
MLII. bensikos

T'enepanbHbIit TUpPEKTOP Iloanuce
ML.IL. bensikoB

12.12.2013
d.
I'enepanbHbIi JUPEKTOP

000 «Kommnac» IToamuce
MLII. bensxoB

Bormpoc 52
TekcT Bompoca

Ecnn 3aMecTuTens pyKOBOAUTENS OPraHU3al[Mi UMEET NPaBo MOIMUCHIBATE JOKYMEHTBI BMECTO
PYKOBOJMTEINS B CITydae €ro BpEMEHHOTI'0 OTCYTCTBUS, KaK JIOJDKHA OBITH 0OpMIIeHa TIOATHUCH:

BribepuTe oguH OTBET:
a.

Bp. n.0. reHepaizbHOro JUpeKTopa Ncaes O.H.
Ucaes

b.

1.o0. reHepalIbHOrO JUPEKTOpa Hcaes O.H. Ucaes
C.

3aM. reHepalIbHOTO JUPEKTOpa Ucaes O.H. Ucaes
d.

/T'eHepanbHBIi JUPEKTOP Hcaen JLN.
CagenbeB

Bompoc 53
Tekct Bompoca

Kak JOJDKHa OBITh 0(1)0pMJ'IeHa noAnucCh, €CJIN KOMMep‘-ICCKHfI AUPCKTOP HAXOAUTCA B OTIIYCKE, a
HCIIOJHEHHE €r0 00SI3aHHOCTEH IMPUKAa30M BO3JIOKCHO HA 3aMCECTUTCIIA KOMMCPUYCCKOIo JUPCKTOPA:

Bribepure oauH OTBET:



a.

Kommepueckuii aupekTop
Psa3anoB

b.

/ KomMepueckuii UPeKTOp
Edpemos

C.

H.0. KOMMepYecKoro TMpeKTopa
Edpemos

d.

3aM. KOMMEPUYECKOTr0 JUPEKTOpa
Edpemos

Bomnpoc 54

Tekcr Bompoca

Edpemos H.P.
Edpemos E.J.
Edpemonr E.AO.
Edpemos E.J.

Ha xakom moxymenTe He opopmirsirot rpud yreepkaeHus. Kakoii nokyment HE noanexxut yTBepkaeHuIo:

BribepuTe oguH OTBET:

d. Ha 3asABJICHUU

b. na akre

C. Ha UHCTPYKUUHU

d. Ha ycTaBe opraHu3aIu
Bonpoc 55

Tekct Bompoca

Kakue u3 MEPCUNUCIICHHBIX TOKYMCHTOB HE YAOCTOBEPAKOTCA OTTUCKOM II€YaTU OPraHU3allvuu:

BeibepuTte oiMH OTBET:
a. JIOTOBOPBI
b. cpaBku
C. TapaHTHIHBIC THUCHMa
d. mpukassr

Bompoc 56

Tekct Bompoca

Kakoii PCKBU3UT OTPAKACT BHCUIHECC COTJIACOBAHNUC NJOKYMCHTA!



Bribepute oquH OTBET:
a. BU3a 03HAKOMJICHUS
b. Bu3a cormacoBanus
C. rpu¢ yTBEepIKIECHUS
d. rpud cormacoBanust

Bomnpoc 57

Tekct Bompoca

KakoMy peKkBU3HUTY COOTBETCTBYET CIEIYIOIIAs XapaKTEPUCTUKA: «ITOT PEKBH3HUT BKITFOUACT
HAaUMEHOBaHUE TOJDKHOCTH, TTOIUCH, pacn(pOBKY NOANICH (MHUIAAIB, (PaMUIINIO) U AATY:

BribepuTe oquH OTBET:
a. pe30JaroLua
b. Bu3a cormacoBanwus
C. OTMETKA O 3aBEPCHUU KOTHH
d. momnuch
Bompoc 58
TekcT Bompoca

Ha xaxom 9K3EMIUIAPEC ACJI0BOr0 MMCbMa, IMOATOTOBJIICHHOM JISI OTIIPABKU aApeCaTy, IIPOCTABIAOTCA
BU3BI:

BribepuTe oquH OTBET:
d. Ha TUChMax BU3bI HE 0(POPMIISIOT
b. Ha NOMJIMHHUKE, OTIIPABIACMOM aJpecaTry, U Ha KOIIUH, HOMeHIaeMOﬁ B ACJI0 OpraHu3anunu
C. Ha MOJUIMHHUKE, OTIIPABIISIEMOM ajJpecary
d. Ha KOmHH, MOMEIIAeMON B JICJIO OpraHU3aIin
Bompoc 59
TekcT Bompoca

Eciu 1omKHOCTHOE JTHUIIO HE COTTIACHO € TEKCTOM JIOKYMEHTA, MMEET JIM OHO MPAaBO OTKA3aThCs OT
0 OpMIICHHS COTJIACOBAHMS:

Bribepure oMH OTBET:

a. ﬂa, HUMECT IIPaBO, TaK KaK U BHCIIHCC, U BHYTPCHHCC COIJIACOBAHUC 0(1)0pMH$IIOTC$I TOJIBKO B CJIy4yac
corjiacusa ¢ TCKCTOM NOKYMECHTa

b. I[a, HUMCCT IIpaBoO, €CJIU 3TO FpI/I(l) COorjiaCoBaHHA

C. ﬂa, HUMECT IIPaBoO, CCJIN 3TO BHU3a COIJIACOBAHUA



d. Her, He MMeeT mpaBo, Tak KaK ¥ BHEIIHEE, M BHYTPEHHE COTTIaCOBaHUE TPEOYIOT 0053aTEIbHOTO
coriacus

Bompoc 60
Tekct Bompoca

KakoMy peKkBH3HUTY COOTBETCTBYET CJICIYIONIAs XaPAKTEPUCTHKA: « DTOT PEKBU3UT BKIFOYACT
3aBEpPUTEILHYIO HAUCh: "BepHO"; JOKHOCTD JIUIA; THYHYIO MTOAIHUCH; PACIIH(POBKY MOAINCH
(MHUIHATBL, PAMILTHIO); TaTy»:

Bribepute oquH OTBET:
a. OTMeTKa 00 UCTIOJIHEHUU TOKYMEHTa M HAIPaBJICHUH €T0 B JIEJI0
b. oTMeTKa 0 3aBepeHIH KOIHH JTOKYMEHTa
C. pe30IronHus
d. nonnuce
Bormpoc 61
Tekcr Bompoca
YkaxuTe BapuaHT 0QOpPMIIEHUS OTMETKH 00 ucronauTene, ycranoBiennblii [OCT P 6.30-2003:
Bribepute oiMH OTBET:
a.
O.I'. IlectpsikoBa
223475
b.
IlectpsixoBa Onbra ['eHHanbEBHA

Ten. 22-34-75

HUcm. IlectpsikoBa Onbra ['eHHanbeBHA
22-34-75
d.
ITectpsixosa O.I'.
22-34-75
Bomnpoc 62

TekcT Bompoca



Kakomy (-uM) pekBU3HTY (-aM) COOTBETCTBYET CIICIYIOIIAS XapaKTePUCTHKA: «...COMEPIKUT OUePEITHOM
MOPSIIKOBBIA HOMEp | AaTy (MPH HEOOXOIUMOCTH — YaChl U MUHYTHI); MIPOCTABIISIOT B IPABOM HIDKHEM
YTy JIMIIEBOH CTOPOHBI IEPBOTO JINCTA JOKYMEHTA HITH Ha €r0 000poTe»:

Bribepute oauH OTBET:
a. OTMETKa O MOCTYIUICHUH JOKYMEHTa B OPTaHN3aINI0
b. npeHTHGUKATODP ANEKTPOHHOM KOIUH JJOKYMEHTa
C. CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U AaTy JOKyMEHTa
d. perucTpalMOHHBIA HOMEp U JaTa TOKyMEHTa
Bomnpoc 63
Tekct Bompoca
Kakoii peKBU3HUT UCTIONB3YETCS U yIOCTOBEPEHUS SIEKTPOHHOTO IOKYMEHTA!
BribepuTe oguH OTBET:
a. PeruCTPaiOHHBI HOMEP JTOKYMEHTa
b. anexTponHas uuppoBas MOINKUCH
C. UICHTU(PHUKATOP IEKTPOHHON KOIHHU TOKyMEHTa

d. ko opMbl TOKyMeHTa

[IpaxTrueckoe 3ananue 4

1.0nmpasice Ha GOPMYJISIp TTONOXKEHUS O CTPYKTYPHOM HOAPA3eTIeHNH, IPOI0JIKUTE BHICKA3bIBAHUS,
3aI10JIHUB TIPOIYCKHU:

[TonoxeHue o CTPyKTYPHOM MOApPa3AeICHHN:

A) paspabarsiBaeT ;

b) nmoanmceiBaeT ;

B) nomxHO OBITH COTITACOBAHO C ;

I') yrBepxnaer ;

J1) BBOUTCS B NeiicTBUE ;

E) momnexxut nepecMoTpy npu

2. Onpenenure, K KAKOMY OPTaHU3alIMOHHOMY JOKYMEHTY OTHOCSTCS TpejiaraeMble (pparMeHThI
nmokymMeHTOB. CBOM OTBET 000CHYHTE.

TEKCT 1:

1 q)I/IpMeHHOC HaMMCHOBaHHUC N MCCTOHaAXOXACHUC 06IJ.ICCTB3.



1.1.ITomaBIM pEpMEHHBIM HAaMMEHOBaHUEM OOITIeCTBA sABIsIeTCS: OOIIEeCcTBO C OrpaHMIEHHOM
otBeTcTBeHHOCTHIO «HOTAY. Cokpamennoe pupmenHoe HanmeHoBaHue oomectBa — OO0 «HOTAx.

1.2.MecToHaxoxaeHrne o0mecTBa (IIOYTOBBIH anpec): MosoaekHbIH pocrt., 15, T.
Kpacnospck-45,630091, Poccuiickas ®@enepanus.

TEKCT 2:
OO011HE TTOJIOKEHUSA

1.1.Cexperapp-pedepeHT OTHOCHUTCS K KaTETOPUH CIIEIUATHCTOB MPEATPUATHS, TPUHAMAETCS U
YBOJIBHSICTCS] AUPEKTOPOM.

1.2.0cHOBHBIMU 3a/1a4aMU CeKpeTaps-peepeHTa SBISIETCS OPraHU3alMOHHOE U TOKYMEHTAIIHOHHOE
o0ecrieyeHne ynpaBIeHYECKOH ACATEILHOCTH.

TEKCT 3:

1.1. DaexTponpoBoKa B yueOHBIX MOMEIICHUX T0JDKHA HAXOAUTHCS B UCIIPABHOM COCTOSIHUH.
ConpoTuBiieHHE W30JSLUH IPOBOJIOBAOILKHO IEPUOTUUECKH 3aMEPSTHCS, IPU HEOOXOAMMOCTH TOJDKEH
MIPOM3BOANTHCA PEMOHT. 1.2. 3amnperiaercs NpUMEHITh [T 3aIIUThI AJIEKTPOCETEN BMECTO
aBTOMATHYECKUX MPEJOXPaHUTENEH 1 IIIaBKMX BCTABOK 3aIIUTY KYCTaApPHOTO U3TOTOBIEHUS (WKYUKH).

TEKCT 4:

1.1.MHCTpYKTOp MEPBOI KATETOPUH OT/IeNa KalpoB, OPraHU3aIlMOHHO-MACCOBOM Pa0OTHI M KOHTPOJIS
OTHOCHUTCSI K KATETOPUH CHELUAINCTOB.

1.2.Ha omkHOCTh HHCTPYKTOpA IEPBOI KaTeropuu Ha3HavaeTCs JIHI0, UMEIOIIee BhICIIee
npodeccuoHansHOE 00pa3zoBaHue, 0e3 MpeabaBIeHUs TPEOOBaHUH K CTaXKy paOOTHI.

1.3.Ha3nauenue Ha AOJDKHOCTB UHCTPYKTOpaA nepBoﬁ KaTCeropum u 0CB060)K,Z[€HI/IC OT HEC MPOU3BOAUTCA
IIOCTAaHOBJICHHUEM (paCHOpiDKCHI/IeM) COBCTA HUJIU MIPABJICHHA.

TEKCT 5:
1. O01ue 1oJI0XKEHNS

1.1.JIurepatypnas npemus «Pycckas ¢antacTuka» (1ajgee o TEKCTy — NPEMHUS) IPUCYKAAETCS
©XKEerofHo 3a Jiyduiee paHTacCTUIeCKoe MPOU3BEAEHIE KPYITHOH (OpMBI, OITyOJIMKOBaHHOE B TOLLY,
IPELECTBYIOIEM IIPUCYKACHUIO IPEMUH.



1.2.B xadecTBe JOMOJHUTEIBHBIX HOMUHAIIMK HA COUCKAHUE MTPEMHH, HE 00s13aTeIbHO MPUCYKIACMBIX
€XEeroJIHO, MOTYT TaKXe J00aBIAThCSI HOMUHALINY «3a JTydiiee paHTaCTUIeCKOe IMPOU3BEICHNE CPpeaHEH
(hopMbI», «3a ydlee GpaHTaCTUICSCKOE POU3BEACHUE MATIOH (DOPMEI.

1.3.YupenutensimMu npeMuH sBISAIOTCS cepBep «Pycckas gpaHTacTukay 1 MepCcOHANbHO: AJNeKCaHIp
VabsHoB, Imutpuii Batonun, Bnag Jdypaunxuii, Koncrantun I'pumnn, Anexcanap CuniopoBud.

1.4.IlpemMus IpUCYKAaeTCsA HA OCHOBAHWUU UTOTOB TAWHOTO JIBYyXTYPOBOTO TOI0cOBaHus. [lepBrhIit Typ
TOJIOCOBaHUS MMPOBOJUTCS B KOMITBIOTEPHBIX ceTsX VHTEepHET (T0JIOCYIOT MOCETHTENHN cepBepa «Pycckas
(anTacTHKa») U Ha MecTaX (TOJIOCYIOT OJMUCUYNKH SXOKOH(EPEHIIHIA, TTOCBSIIEHHBIX (DaHTACTHKE).
Bropoii Typ rogocoBaHus MPOBOAMUTCS CPEIU PEAAKTOPOB cepBepa «Pycckas dantactuka» (cM. 1. 4.2). B
0c000 OTOBOPEHHBIX HIDKE CITy4asiX JOMyCKaeTcs MPOBEICHUE JIOTIONHUTEIBHOTO Typa TOJIOCOBAHHS CPEIU
YUpEAUTENCH TPEMUMU.

1.5.IIpemust MOXKET IPUCYKIATHCS OHOMY U TOMY K€ aBTOPY 3a pa3jIiuHbIe POU3BEACHUS He Oollee TBYX
pa3 B KaKJI0M U3 HOMUHALIUM.

1.6.Bpy4eHne npeMuu mpou3BOIUTCS Ha €XXEeroHON KOH(pepeHH « HTepIpeccKony.

[Tpu oTBeTe Ha JaHHBIN BOMPOC, OQOPMUTE €0 B BUIE TAOJIUIIBL:

Tekct u ero Homep HanMeHnoBanue Bu1a OpraHU3allMOHHOTO TOKYMEHTA O0ocHOBaHue
OTHECEHHS TEKCTa K JAHHOMY BUAY OPTaHU3aIIMOHHOTO JOKYMEHTA

Teker 1
Teker 2
Teker 3
Tekcr 4

Texkct 5

. Tecr k pasaeny 2 (3 cem) /
Bompoc 1
KakoMy TepMHHY COOTBETCTBYET CIICAYIOIIAst XapaKTePHCTHKA:

3T0 BWI MUCBMEHHOTO JIOKYMEHTA, B KOTOPOM (DUKCHPYIOT PEUICHUS a]MUHUCTPATUBHBIX U
OpraHU3allMOHHBIX BOIPOCOB, & TAKKE BONPOCOB YIPaBIICHUS, B3aUMOACHCTBHS, 00eCIICUeHHS U
PEryJIUpOBaHUS IEATEIBHOCTA OPTraHOB BIACTH, YUPEXKACHHUM, TPEANIPUATUN, OpraHU3alui, UX
MoJipa3AeeHUI U JOIKHOCTHBIX JINLI.

Bribepute oquH OTBET:
a. yIpaBleHUYECKUH JOKYMEHT
b. oburmanbHbI TOKyMEHT

C. CIIy>KCOHBIN TOKYMEHT



d. opraHM3aLOHHO-PACTIOPS IUTEIBHBII JOKYMEHT
Bompoc 2

Kakoe onpeyienieHre COOTBETCTBYET CTAHIAPTH3UPOBAHHOMY OIPEICIICHHIO
OpraHU3aIMOHHO-PACTIOPSAUTEILHOTO TOKYMEHTA!

Bribepute oauH OTBET:

a. JlokymeHT, obecrieunBaromnii (yHKIMOHIPOBAHKE U B3AUMOCBS3b YIIPABISIONIEH U yIIpaBIsieMOit
CUCTEM Ha BCEX YPOBHSIX

b. Bua niMChbMEHHOTO JOKYMEHTA, B KOTOPOM (PHKCHPYIOT PEIICHHE aIMHHUCTPATHBHBIX U
OpTraHM3aIMOHHBIX BOIIPOCOB, a TAKIKE BOMPOCOB YITPABIICHUS, B3aUMOJICHCTBHS, OOCCIICUCHUS U
PETYINPOBaHUS AEITEIHPHOCTH OPTraHOB BIACTH, YUPEKACHUH, IPEATIPUITHNA, OPraHU3aIui, UX
MOApPa3ICIECHUN U TOJKHOCTHBIX JIMI]

C. JIokyMeHT, CO3JaHHBIN IOPUANYECKUM U (PU3UISCKUM JIUIIOM, O(OPMIICHHBIA U YAOCTOBEPEHHBIN B
YCTaHOBJICHHOM TOPSIJIKE

d. OdunmansHbIH JOKYMEHT, UCIIOIb3YEMbIH B TEKYIIEH IeSITEIbHOCTH OpraHU3aIii
Bompoc 3

Cpenu ToKaTbHON OPraHU3aI[MOHHO-PACTIOPSAUTEILHON TOKYMEHTAIIUN BBICIIUM FOPUTUICCKUM
cTaTycoM o0Jamaer:

Bribepute oiMH OTBET:
a. pacniopsauTeibHas JOKyYMEHTaLUsA
b. nadpopManmoHHO-CIIpaBOYHAsl JOKYMEHTAIIUS

C. BCC T'pyIIIbI OpFaHI/I3aI_II/IOHHO-paCHOpHHHTGJ’IBHOﬁ AOKYMCHTAlN 06J'Ia,[[aIOT OJWMHAKOBO BBICOKMM
IOPUINYCCKUM CTAaTyCOM

d. opraHu3aIuoOHHAs TIOKYMEHTAIHS
Bompoc 4
B kakom pAay BCE NEPEUYUCICHHBIC BU/IbI JOKYMEHTOB OTHOCATCA K OPpTraHU3allMOHHO-IIPABOBBIM:
BriGepute OMH OTBET:

a. yupeauTeNbHbIi g0roBop; yka3 [Ipesunenra PD; HHCTPYKIKUS 110 JAETONPOU3BOICTBY

b. ycras, mratHoe pacrmcaHue, OTU4ET

C. IpaBwJIa BHYTPEHHETO TPYIOBOTO PACTIOPSAKA, TOJDKHOCTHOW PETryIaMeHT, aIMUHUCTPATUBHEII
perJamenT

d. mosioXKeHHe 0 CTPYKTYPHOM MOAPa3Ie/ICHUH, TODKHOCTHAS HHCTPYKIINS, aHATUTHYECKAs CIIpaBKa
Bompoc 5
Tekct Bompoca

K oprammzarmmonHo-npaBosiM qokymeaTam HE OTHOCSATCAL:



Bribepute oquH OTBET:
a. MHCTPYKLIUHU
b. ycraBb
C. IIpaBUiIa
d. akThI
Bompoc 6
Tekct Bompoca
Kakoit npuznak HE XAPAKTEPEH anst opraHn3aninoHHO-TIPaBOBBIX JOKYMEHTOB:
BribepuTe oiuH OTBET:
a. OJIMHCHIBAIOTCS, TOITOMY UMEIOT PEKBHU3HT «IIOJIIHCHY
b. sBrsiFOTCST GECCPOUYHBIME U ICHCTBYIOT 1O MX OTMEHBI HJIH 3aMEHBI HOBBIMH
C. YTBEPKAAIOTCS, TOITOMY UMEIOT PEKBU3UT «TPH(] yTBEPKACHUS
d. SIBJSIFOTCS] TUPEKTUBHBIMH, TOATOMY UMEIOT PEKBH3UT «OTMETKA O KOHTPOJIC)
Bonpoc 7
Tekcr Bompoca
K yupenurtensupim nokymentam HEJIb34 otHectu:
Bribepute oiMH OTBET:
a. ycTaB OpraHu3aLuu
b. yupeauTenbHblit 10roBOp
C. TOJIOXKEHHE 00 OpraHu3aIiu
d. monokeHue 0 CTPYKTYpHOM HOApa3IeICHUN
Bompoc 8
TekcT Bompoca

Kaxoii (-ue) 1oKkyMeHT (-bI) SBISAET(-I0T)CA yIpEeAUTENbHBIM (1) ISl aKITMOHEPHBIX OOIIECTB B
COOTBETCTBUH C aKTyaJIbHBIM 3aKOHOJATEILCTBOM:

Bribepure o1H OTBET:
a. ycraB
b. ycTaB u yupeauTenbHbIN 10TOBOP
C. YUPEJUTENbHBIN JJOTOBOD
d. monoxxenue 06 aKIMOHEPHOM OOIIIECTBE

Bomnpoc 9



Tekct Bompoca
Kakue crpykrypsl HE MOI'YT JIEUCTBOBATD Ha 0CHOBE TIOIOKEHHIA:
Bribepute oquH OTBET:
a. OroKETHBIE HEKOMMEPUECKUE OpraHu3alin
b. koMMepueckue opraHu3anum
C. (hunuanel, NpeACTaBUTENbCTBA, OTACICHNS KOMMEPUYECKUX OpraHn3alii
d. CTpYKTypHBIE MOJIpa3eeHHs] HEKOMMEPUECKUX 1 KOMMEPYECKUX OpraHu3alnii
Bomnpoc 10
Tekct Bompoca
Kakoti Bug ycraa HE CYILIECTBVET:
BribepuTe oguH OTBET:
a. yCTaB MHIUBUAYaJILHOTO NPEeANPUHUMATENS
b. ycraB o011ecTBEHHOW OpraHU3aluK
C. ycTaB rocy1apCTBEHHOM WIIM MyHHLIMIIAIBHON OpraHn3aliu
d. ycTaB KOMMEpYECKOii OpraHu3aluu
Bomnpoc 11
TekcT Bompoca

Kakoii pekBU3HUT oTiin4aeT 0opMIICHHE YCTaBa OT APYTHX BUIOB OPraHU3alMOHHO-TIPABOBBIX
JIOKyMEHTOB:

BriOepuTe oiMH OTBET:
a. Hamuue rpuda yTBepIKICHUS
b. Hanmmuwme nognucei
C. HaJIMYKE OTMETKH O €r0 PErUCTPaliu
d. HanmMYue BU3 03HAKOMIICHHUS
Bompoc 12
TekcT Bompoca

VY Kakoro BU/Ia OPraHU3allMOHHO-TIPABOBOM JIOKYMEHTAIMK TPeOOBaHMsI K TEKCTY YCTAHOBJICHEI B
3aKOHOIaTCIILHOM ITOPSIKE:

Bribepute oquH OTBET:
a. TOJHKHOCTHASI MHCTPYKITHS

b. HUHCTPYKIOHA HOPMATUBHO-MCTOJUYCCKOI'0O XapaKTepa



C. ycTaB
d. mraTHOE pacnucaHue
Bompoc 13
TekcT Bompoca
Kakoii opraHu3aliiOHHbIH JOKYMEHT UMeeT YHUPHUIUPOBAHHYIO (opMy:
Bribepure oauH OTBET:
a. ycTaB
b. HHCTPYKIHUS 1O AETONPOM3BOICTBY
C. IUTaTHOE paclycaHue
d. TODKHOCTHOM perjiaMeHT
Bomnpoc 14
Tekct Bompoca

Onpenennre, K KAKOMY OPraHU3allMOHHOMY JOKYMEHTY OTHOCHTCS TIpejiaracMblii ()parMeHT TEeKCTa
JOKyMEHTa:

1. dupMeHHOE HAMMEHOBAHKUE U MECTOHAXOXK/ICHHE 00IIeCTBa

1.1.ITonHbIM pHUpMEHHBIM HaUMEeHOBaHUEM oOIIecTBa siBisieTcsi: OOIIECTBO ¢ OTPaHUYEHHOM
otBeTcTBeHHOCTHIO «MUP». CokpamenHoe pupmenHoe HanmenoBanue oomectsa — OO0 «MIUPy.

1.2.}1Opunuueckuii anpec odmiectpa: yi. CpeauzeMHoMopckasi, 1.1, r. Marauroropck, YemnsiOuuckas oo,
Poccus, 455012.

Bribepute oiMH OTBET:
a. TIOJIOXKeHUE 00 OpraHU3aIIN
b. mpaBuiia BHENTHEH MEPENMCKH OPraHUu3aIiu
C. ycTaB
d. MHCTPYKIIHS 110 JIETOIPOU3BOJICTBY
Bompoc 15
TexkcT Bompoca

Omnpenennre, K KAKOMY OPTaHU3aIMOHHOMY JOKYMEHTY OTHOCHTCS MpesiaraeMblii (hparMeHT TeKcTa
JIOKyMEHTA!

OO0111H€e TTOJIOKEHUS

1.1.CekpeTapb-pedepeHT OTHOCHTCS K KATETOPUH CIICIIHAIUCTOB PEANPHATHS, IPUHIUMAETCS U
YBOJIBHSICTCS] AUPEKTOPOM.

1.2.0cHOBHBIMU 3aJ1a4aMU ceKpeTaps-pedepeHTa SBISIETCS] OPraHU3aIlMOHHOE U JIOKYMEHTAITHOHHOE
oOecreveHne yrpaBleHYeCKON eI TEITbHOCTH.



Bribepure oauH OTBET:
a. IpaBUJIa BHYTPEHHETO TPYJOBOTO PACIIOpsiIKa
b. momKHOCTHAS HHCTPYKIHS
C. UHCTPYKLUS 10 IEPCOHATY
d. monokeHue 00 OTAeNe ICIONPOU3BOICTBA
Bompoc 16
Tekcr Bompoca

Onpenennre, K KAKOMY OPraHU3allMOHHOMY JOKYMEHTY OTHOCHTCS TIpejiaracMblii ()parMeHT TEeKCTa
JOKyMEHTa:

1.1. DyeKTpONpPOBOIKA B YUCOHBIX MMOMEIICHUSIX JODKHA HAXOIUTHCS B HCIIPABHOM COCTOSIHUU.
ConpoTHBIIeHNE H3OJSIIH MTPOBOIOB JODKHO MEPHOANIECKU 3aMEPATHCS, IPH HEOOXOTUMOCTH JIOJKEH
MIPOU3BOJAUTHCS] PEMOHT.

1.2. 3anpeniaeTcst OpUMEHATD ISl 3aIIUTHI JJIEKTPOCETEN BMECTO aBTOMAaTUYECKUX NPEAOXpaHUTENCH U
TUTABKUX BCTABOK 3AIIUTY KYCTapHOTO U3TOTOBICHUS (OKYUKNY).

Bribepute oiMH OTBET:

d. TOJDKHOCTHAS MHCTPYKIMS 3aMECTHUTEIIA JUPEKTOPA IO BOIPOCaM TCXHUKHU 0e30ImacHOCTH yqe6Horo
3aBCACHUA

b. TMIIOBOE MONTOKEHUE O TEXHUKE OE30ITACHOCTH B y‘l66HBIX 3aBCACHUAX
C. MHCTPYKIHSA IO TCXHUKE 0e30IMacHOCTH B y‘leGHOM 3aBCACHHUNU

d. mpuka3 ympaBieHust 00pa3oBaHUS MyHUIUITATIBHOTO 00pa30BaHus O COOITIOICHUH MTPABHUI TEXHUKH
0e30MacHOCTH B YUCOHBIX 3aBEIICHHUIX

Bomnpoc 17
Tekct Bompoca

Omnpenennre, K KAKOMY OPraHU3alIMOHHOMY JOKYMEHTY OTHOCHUTCS TpeJiaraeMblii hparMeHT TeKcTa
JIOKYMEHTA!

1.1 .I/IHCTI)YKTOp HepBOﬁ KaTeropuu OTACIa KaJapoB, 0pFaHI/IBaL[I/IOHHO-MaCCOB0ﬁ pa6OTBI " KOHTPOJIA
OTHOCHUTCA K KaTECropru CricuuaJImCToB.

1.2.Ha 10/mKHOCTE MHCTPYKTOPA IEPBOI KATEropruy Ha3HAYAETCS JIMII0, UMEIOIIEE BBICIIEE
npodecCHOHAIBHOE 00pa3oBaHue, 03 MPeAbsIBICHUS TPEOOBAHHI K CTaXy paOOTHI.

1.3.Ha3nauenue Ha JODKHOCTh HHCTPYKTOPA MIEPBON KATETOPUHU M OCBOOOKICHHE OT HEE TIPOU3BOTUTCS
MOCTAHOBJICHUEM (PaCIIOPSHKEHUEM) COBETA WII TIPABIICHHMSL.

Bribepute oquH OTBET:

a. TIoJIo’KeHHe 00 OTeNe KaapoB



b. kBanupukannoHHbIe TPEOOBAHKS K HHCTPYKTOPY MIEPBOil KATETOPUH OTEa
KaJIpOB,0PTaHN3aIMOHHO-MAaCCOBOM PaOOTHI M KOHTPOIIS

C. IpaBMJIa BHYTPEHHETO TPYIOBOTO PACIOpsIKa B OTAEIE KapOB,0praHU3al[MOHHO-MACCOBOU pabOThI U
KOHTPOJIS

d. TODKHOCTHASI MHCTPYKIHSI HHCTPYKTOPA TIEPBOil KATETOPUH OTIEa
KaJIpOB,0praHU3aIIMOHHO-MACCOBOM PabOTHI M KOHTPOJIS

Bompoc 18
TekcT Bompoca

Onpenenure, K KAKOMY OPTaHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS MpeJiaraeMblii (hparMeHT TeKCTa
JIOKyMEHTA!

1. O0uKe 1oI0KEHUS

1.1.JIurepatypnas npemus «Pycckas ¢antacTuka» (1anaee o TeKCTy — MPEMHS) IPUCYKAAETCS
€XKErofHo 3a Jyduiee paHTacCTUIECKOe MIPOU3BEAECHIE KPYIHOH (hOpMBI, OIyOJIMKOBaHHOE B TOLY,
NPEAIECTBYIOIIEM IIPUCYKACHUIO IPEMUH.

1.2.B xadecTBe AOMOTHUTEIHHBIX HOMUHAIINN Ha COMCKaHHE MTPEMHH, HE 003aTeIbHO MPUCYKIAEMBIX
©XKEeroIHO, MOTYT TaKXe JOOABIAThCS HOMHUHALIUY «3a Jydinee (haHTaCTHYECKOe MMPOU3BEACHUE CpeTHEH
(hopMbI», «3a ydiee GpaHTaCTUIESCKOE MPOMU3BEACHUE MAJIOH (DOPMBIY.

1.3.YupenurensiMu ipeMuH SBISTIOTCS cepBep «Pycckas paHTacTHKay U epCcoOHaNbHO: AJIEKCaH I
VabsHoB, [IMutpuit Batomun, Brag Jypaunkuii, Koncrantun I'pumnn, Anexcanap CuniopoBud.

1.4.IIpemust mpuCyk1aeTcsi HA OCHOBaHMH UTOTOB TaHOTO ABYXTYPOBOTO rosocoBanus. [1epssiii Typ
roJI0COBaHUs IPOBOJUTCS B KOMIIBIOTEPHBIX ceTsX MHTepHET (ronocyloT noceTurenu ceppepa «Pycckas
(daHTacTHKa») M HAa MecTax (TOJOCYIOT IMOIMUCUYNKH dXOKOH(EPEHIIHA, MTOCBSIIEHHBIX (paHTaCTHKE).
Bropoii Typ ronocoBaHus MPOBOJUTCS CPEAM PEIAKTOPOB cepBepa «Pycckas pantactuka» (cm. 1. 4.2). B
0c000 OrOBOPEHHBIX HIKE CITy4asiX JOIyCKaeTcs POBEACHUE JOTIOIHUTEIHHOTO TYpa FOJIOCOBAaHHS CPEeIU
y4peauTeNen MpeMun.

1.5.1IpeMust MOKET IPUCYKIATHCS OJTHOMY U TOMY K€ aBTOPY 32 pa3IUYHbIe IPOU3BEACHUS HE OoJee IByX
pa3 B KaKJI0M U3 HOMUHAIIUMN.

1.6.Bpydenue nmpeMuu MpoU3BOUTCS Ha €XKETOAHON KoH(epeHInn « HTepIpeccKony.

Bribepure o1H OTBET:

a. yUpeauTeNbHbIN T0roBop ocepBepe «Pycckas haHTacTrkay MEXIY AJEKCAHIPOM YJIbSHOBBIM,
HJmutpuem Batonunsv, Bnagom ypuunknm, Koncrantuaom I'pummasiv, AnexcanapoM CuaopoBuuemM

b. npaBua nmpoBeIeHNs] BCEPOCCHIHCKOro KOHKYpCa Ha JIydIllee JIUTEpaTypHOE IPOU3BEICHUE B KaHPEe
(banTacTUKH

C. IOJIOXKEHHUE O MPHUCYKACHUH JTUTEpaTypHOH mpemun «Pycckast haHTacTHKay
d. MHCTPYKIIHS O BPYYCHHH JINTEPATYpHOU npemun «Pycckas haHTacTHKa»

Bompoc 19



Tekct Bompoca

Onpenenure, K KAKOMY OPTaHU3alIMOHHOMY JOKYMEHTY OTHOCHUTCS TpeJiaraeMblii parMeHT TeKcTa
JIOKyMEHTa!

1. O6uMe 1oI0KEHNS

1.1.PykoBoauTensb ciyx0b1 JJOY OTHOCHTCS K KATETOPUU PYKOBO "IHUTEIICH, Ha3HAYACTCS Ha IOJDKHOCTD U
0CBOOOXK1aeTCsl OT Hee MPUKA30M PYKOBOAUTEINS OpraHU3alUH.

1.2.Ha nomkHOCTh pykoBoAUTENS Cayk0b1 JIOY Ha3HauaeTCst TUII0, IMEIOIIEE BBICIIICS
npodeccuoHaIbLHOEe 00pa30BaHKE H CTAX PabOTHI IO MPOPHMITIO HE MEHEE TPEX JIET.

1.3.PykoBoautensb ciayx0b1 JJOY mogunHsAETCs] PyKOBOJAUTEIIO OpraHU3aI[|H.

1.4.Bo Bpemst OTCYTCTBUS pyKoBOaUTENs CITyx0bl JIOY (KOMaHIU "pOBKa, OTITYCK, 0OJIC3HB U IIp.) €ro
00513aHHOCTH HCIIOJTHACT 3aMECTH "TeJIb (MJIU JIMI0, HA3HAYCHHOE B YCTAHOBJICHHOM TIOPSIKE), KOTOPBIH
MPHOOpETAET COOTBETCTBYIOIIHE ITPaBa U HECET OTBETCTBEHHOCTH 32 HaJl-JIeXKAaIllee UCTIOTHEHNE
BO3JI0’KCHHBIX HA HETO 00S3aHHOCTEH.

BribepuTe oquH OTBET:
a. mosoxkeHue o ciryxoe JJOY
b. mpaBua BHyTpeHHETO TPYIOBOTO pacmopsiaka B ciyxoe JIOY
C. TOJIOKEHUE O PyKoBoauTele ciryxonl JIOY
d. mosokeHue 06 opraHu3auu
Bonpoc 20
TekcT Bompoca
JloIKHOCTHBIE perfaMeHThI BBOISTCS:
BribepuTe oguH OTBET:
a. U1 BOEHHOOOS3aHHbIX
b. st pykoBoamTeneit opranu3aruii
C. JUTst MOOBIX JTOJHDKHOCTEH JTFOOBIX OPraHM3alnii KaK albTepPHATHBA JODKHOCTHOW WHCTPYKITUH
d. 1St rpakIaHCKUX CITYKaIInuX
Bompoc 21
Tekct Bompoca

Kaxoiif TokyMeHT ycTaHaBIUBaeT OOIIUE MPaBUIIa B3aUMOICHCTBUSI MUHUCTEPCTB, CITY’KO M areHTCTB IpU
BBITTOJTHEHUW MU CBOUX (DYHKIIHIA, a TaKkXKe OOIIre MpaBuiia OpraHU3aluy JACATEILHOCTH (elepatbHbIX
OpraHOB UCIOJHUTEIHHON BIACTH MO peasi3allii UMH MTOJTHOMOYHIA:

Bribepute oquH OTBET:
a. O011ee MOJIOKEHNE O MUHUCTEPCTBAX

b. Tunosoii PEriIaMCeHT BBaHMOHeﬁCTBHH (bellepaHLHLIX OpTraHOB HCIIOJIHUTEIIBHON BIIACTH



C. TumoBoe mosto’keHne 0 TOCYIAPCTBEHHON CITyKOe

d. TumoBast MHCTPYKIIHS O AETIOMPOU3BOCTBY B (heAePaTbHBIX OpraHax MCIOTHUTEILHON BIaCTH
Bompoc 22
TekcT Bompoca
KakxuMm oprannzaiiioHHBIM JOKYMEHTaM COOTBETCTBYET CIACAYIONIAs XapaKTEpPUCTHKA:

OT0 OpraHU3alMOHHO-NIPABOBBIE AKTHI, OMPECISIOIINE TOPSA0K 00pa3oBaHus, paBa U 003aHHOCTH,
OpraHM3aIyio paboTH KaK B OPTaHNU3AIMH B [IEJIOM, TaK U B €€ CTPYKTYPHBIX HOApa3aeneHusaX. B atux
JOKyMEHTaX TaKXKe MOTYT OBITh OTPaXKEHBI TIPaBa M 00S13aHHOCTH OTEIBHBIX JOIDKHOCTHBIX JIUII,
OTIPEIENIATHCSI OCHOBHBIE OPTaHU3aIMOHHBIE BOIIPOCHI MPOBEACHUS Pa3IUYHbIX MEPONPUSTHI B
opraam3anuu (KOHKYPCOB, CEMHHAPOB, ()eCTHBAJIEH, BEICTABOK).

Bribepute ouH OTBET:
a. mpaBuIIa
b. nonoxenus
C. HHCTPYKLUH
d. ycTaBbt
Bompoc 23
Tekcr Bompoca
Kakomy opranu3aiinioHHOMY JJOKYMEHTY COOTBETCTBYET CIIEAYIOIIAs XapaKTepPUCTHKA!

OTO OKaJIbHBIM HOPMATUBHBIN akT OpraHN "3alliH, PETIIAMEHTUPYIOIIHM B COOTBETCTBUHU C TPy I0BBIM
Konex—com 1 nHbIMHU (periepaibHBIMU 3aKOHAMU MOPSIIOK IPUEeMa U YBOJIb "HEHHS! pa0OTHUKOB, OCHOBHBIE
npaBa, 003aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYJIOBOTO JOIOBOPA, PEKUM PabOTHI, BpEMsI OTIbIXA,
MpUMEeHsIeMbIe K pa0OTHUKAaM Mephl TIOOIIPEHNS U B3bICKaHUS, 8 TAK)KE UHBIE BOIIPOCHI PETYJINPOBAHUS
TPYZAOBBIX OTHOILLIEHUH Y IaHHOTO paboTomaTens.

Bribepure o1H OTBET:
a. MHCTPYKIIUS HHCIIEKTOpA I10 TPYAY
b. mpaBuiia BHYTpEHHETO TPYAOBOTO pactopsiaKa
C. MIOJIOKEHUE O TPYAOBBIX OTHOILICHUSAX B OPTaHU3aLUU
d. TpynoBoit orosop
Bompoc 24
Tekct Bompoca
Kakomy opranuzannoHHOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOIIAs XapaKTepUCTUKA!

DTO0 NOKAIBHBIA OPraHU3AIMOHHO-TIPABOBOM aKT, ONMPEAEISIONINHN MOPSIIOK (OPMHUPOBAHIS, 3aJa9H,
CTPYKTYpY, 00513aHHOCTH, (PYHKIMH, IpaBa, OTBETCTBEHHOCTb U OPTaHU3aIHI0 Pa0OTHI CTPYKTYPHOTO
Moipa3AeNIeHHs] © MHOTO OpraHa (CoBeTa, KOMUCCHH U T.I1.) IPEANIPHUATHS, GPUPMBI, YUPEKICHIS.



Bribepute oquH OTBET:
a. ycraB
b. yupenuTenbHbIi 1OTOBOD
C. TIOJIO’)KEHHUE 00 OpraHNu3aIiH
d. monoXkeHne 0 CTPYKTYPHOM MOJpa3ieicCHUN
Bompoc 25
Tekct Bompoca
Kakomy ynpaBieH4eckoMy TOKYMEHTY COOTBETCTBYET CICAYIONIAs XapaKTePUCTHKA:

3T0 BU MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (DMKCUPYIOT pElICHUS aAMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIPOCOB, & TAKXKE BOINPOCOB YIPaBICHHS, B3aUMOACHCTBHSL, 00ECIICUEeHHS U
PEryJIupOBaHUS IEATEIbHOCTA OPTraHOB BIACTH, YUPEXKACHUM, IPEANPUATUN, OpraHU3aLUi, UX
MIOAPA3EICHUN U TOJKHOCTHBIX JIULL.

Bribepute oiuH OTBET:
a. puHAHCOBO-OYXTaITEPCKUIA
b. kaapoBsIit
C. OpraHU3aIMOHHO-PACTIOPSINTEIIHHBIH
d. MmIaHOBO-OTYETHBIN
Bomnpoc 26
Tekcr Bompoca
Kakomy TOKYMEHTY COOTBETCTBYET CIEIYIONIAs XapaKTEPUCTHKA:

OT0 CBOJ MpaBWJI, PErYIHUPYIOMIMX OPraHU3aLHIO U MOPAAOK AEATELHOCTH B KAKOW-INOO0 onpeaeaEHHON
cdepe OTHOIICHHUH WM KaKOT0-TH00 rOCYJapCTBEHHOTO OpraHa, IPEeANPUSTHS, YIPEXKICHHSI. DTOT
JOKYMEHT OIpeersieT IpaBoBOM cTaTyc OpraHu3aluy, HeOOXOIUMBIN IS €€ rOCyJapCTBEeHHON
pETUCTpaIy; OTPaKaET MpaBa, PYHKIMU, CTPYKTYPY H HITATHYIO YUCIEHHOCTHIOCYAapCTBEHHOMH,
KOMMEPUYECKON MM 0OIIECTBEHHOW OpTraHU3alHy.

Bribepure o1H OTBET:
a. aJIMHHUCTPATHBHBIN periaMeHT
b. yupennTenbHbIi 1OTOBOP
C. CBUJIETENILCTBO O PETUCTPAIMHU IOPUAHYECKOTO JIMIIA
d. ycras
Bompoc 27
Tekct Bompoca

Kakxomy 1oKyMeHTY COOTBETCTBYET CIEAYIOMIas XapaKTepUCTHKA:



B 3TOM AOKYMEHTE yapeauTenn 00SI3yI0TCS CO3AaTh FOPUINICCKOE JIUII0, ONIPEACTISIOT MTOPSIOK
COBMECTHOM JeSITENFHOCTH 10 €T0 CO3/IaHUI0, YCIOBHUS TMepeaadd €My CBOETO HMYIIIECTBA M YUACTHsI B €r0
JISATEIILHOCTU. B HEM ONpeIesiatoTCsl YCIOBHS U TIOPSIIOK PACIIPEICIICHUS MEXy YYaCTHHKAMU MTPUOBLTN
1 YOBITKOB, yIIPABJICHUS ACATEINHHOCTHIO IOPUAMYECKOTO JINIIA, BRIXO/IA yUpeauTenel (y4acCTHUKOB) U3 €T0
cocTaBa.

Bribepute oquH OTBET:
a. ycTaB
b. cBUIETENBCTBO O perkCTpalvU OPHIMYECKOTO JIUIA
C. YIpEIUTEIbHBII IOTOBOP
d. aIMUHHCTPATUBHBINA PErITAMEHT
Bomnpoc 28
Tekct Bompoca
KakoMy TOKyMEHTY COOTBETCTBYET CIEAYIOIIas XapaKTePUCTHKA:

9T0 HpaBOBOﬁ aKT, yCTaHaBJ'II/IBaIOIJ_II/Iﬁ TEXHOJIOTUIO CO3AaHUs WM MOJYYEHHA TOKYMEHTOB, UX
O6pa6OTKI/I, XpaHCHUA U UCIIOJIb30BaHUA B ACATCIbHOCTU OpraHUu3alluu.

BribepuTe oguH OTBET:
a. JOJKHOCTHAS MHCTPYKIUA
b. nomKHOCTHO# periaMeHT
C. mojoxenue o ciayxoe JOY
d. HHCTPYKIHS 10 ACIOIPOU3BOJICTBY
Bomnpoc 29
TekcT Bompoca
Kakomy 10KyMEHTY COOTBETCTBYET ClelyIomIasi XapaKTepHUCTHKA!

OTOT JOKYMEHT YCTaHABIUBAET JIIsl paOOTHHKA KOHKPETHBIE TPYI0BBIE (IOKHOCTHEIE,
(GyHKUMOHAIBHBIE) 0053aHHOCTH M NIPaBa B COOTBETCTBUU C 3aHUMAEMOM JIOJDKHOCTBIO, 3aKPEIUISET €ro
OpPraHU3aLMOHHO-TIPABOBOE MOJIOKEHNE B CTPYKTYPE YUPEKIACHUS, SIBISETCS IIPABOBOM OCHOBOM IS
NPOBEIEHHS aTTECTalMK Pa0OTHHKA, ONPEAETICHHUS €0 OTBETCTBEHHOCTH M B3aUMOOTHOLICHUS C IPYTHUMHU
pabOTHUKAMH ¥ TIOIpa3AeICHUsIMHI, TI03BOJISIET OOhEKTUBHO OIIEHUBATH pa0OTy COTPYIHUKA OpTaHU3aIHH.

BriGepute OMH OTBET:
a. HWHCTPYKIHA 110 JEJIOIIPOU3BOJCTBY
b. monoxenwue o cuyxoe JJOY
C. TIOJDKHOCTHOM PEriaMeHT
d. TOJDKHOCTHASI HHCTPYKITHSI

Bompoc 30



Tekct Bompoca
Kakxomy moxyMeHTY COOTBETCTBYET CIICYIOIIas XapaKTePUCTHKA:

OTOT JOKYMEHT yCTaHABIMBAET KBAIN(HUKALIMOHHbBIE TPEOOBAHMUS K IOCYIapCTBEHHOMY I'PaXKIaHCKOMY
CITy’KallleM; ero JOJKHOCTHBIC 00s3aHHOCTH; MEPEYCHb BOIIPOCOB, 110 KOTOPBIM IPaKIaHCKUN CITyKaIHi
BIIPaBE WM 0053aH CAaMOCTOSTENIbHO IPUHUMATh PEILICHUE M YyYacTBOBATh IIPU MOATOTOBKE
HOPMAaTUBHO-TIPABOBBIX aKTOB; CPOKHU M MPOLEAYPHI MOATOTOBKH, pACCMOTPEHHUS IPOEKTOB
YIPaBJICHYECKUX PELICHUH, TOPSIOK IPUHATHS PELICHUS; TOPSAAOK B3aUMOACHCTBHS IPaXKJaHCKOTO
CIIy’Kalllero; MepeyeHb I'OCyIapCTBEHHBIX YCIIYT; OKa3aTeau 3¢ (HEKTUBHOCTU U PE3YJIbTaTUBHOCTH
npodecCHOHANBHON CITYKEOHON NeATEILHOCTH TPayKAaHCKOTO CITYKAIIEero.

Bribepute oauH OTBET:
a. aIMUHUCTPATHBHBII peraaMeHT
b. npaBuia BHyTpEeHHEro TPYIOBOI'O PAacIoOpsIKa
C. IOJ:KHOCTHAS MHCTPYKIHUA

d. TODKHOCTHOM perjiaMeHT

IIpakTnyeckoe 3aganue 5

1. CocraBbTe 1 0OpPMHTE NIPHUKA3 O MOATOTOBKE K €KETOAHOMY CEMHUHAPY (AMPEKTOP MO MAPKETHHTY
JIOJDKEH TPEICTaBUTh TE3UCHI JIOKIIA/IOB CIIEIHATICTOB-MApKETOJIOrOB 110 3apy0eKHOMY PBIHKY;
CeKpeTaphb reHepabHOr0 TUPEKTOpa JOKEH MOArOTOBUTH IUIAaH OPraHU3aMOHHBIX MEPOIIPUATHHA 1O
NPOBEICHUIO CEMUHApPa; TJIaBHbIM OyXTanTep I0JKEH COCTAaBUTh CMETY PACX0A0B MO OpPraHu3alul paboThI
CEKIM U MPOBEICHUIO 3aKIIIOYUTEIEHOIO OaHKETa).

2. CocraBbTe 1 0hOpMUTE NPHUKA3 [10 TUYHOMY COCTaBY O IPUHATUH Ha paboTy MBanosa JIbBa Onerosuua
HAYaJIbHUKOM IOPUANYECKOTO OT/IeNIa IO TPYAOBOMY JOTOBODY.

Tect k pazgeny 2
Bormpoc 1
Kakxomy mOHSTHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA!

DTO IOKYMEHT, COJIepPKaIIUi T03aKOHHOE O(DHUIIMATEHOE PEllIeHUE, IPUHSATOE OPTaHOM UCTIOTHUTEILHON
BJIACTH WJIN TOJDKHOCTHBIM JIMIIOM B OJTHOCTOPOHHE-BIACTHOM MOPSIKE U C COOITIO/IEHNEM yCTaHOBIEHHON
MPOLEAYPHI 10 TOMY WJIM HHOMY BOIIPOCY, OTHECEHHOMY K €r0 KOMIIETSHIIUU, O0JICYCHHOE B
MPETyCMOTPEHHYIO 3aKOHOM (POPMY U IMOPOXKIAIOIICE FOPUIHUSCKUE TTOCIICICTBHSL.

Bribepure oauH OTBET:
a. HOPMBI IIpaBa

b. mpaBoBoii akT



C. HEHOPMaTUBHBINM MPABOBOM aKT
d. HOpMaTHBHBIN PABOBO aKT
Bompoc 2
KakoMy NOHATHIO COOTBETCTBYET CIECAYIOIAs XapAKTEPUCTHUKA:

DTO JOKYMEHT, COJIEpP KAl TIpaBuia MOBEACHUS, PACIIPOCTPAHSIONIUECS HA HEOMIPEACICHHBIN KPYyT JIHII,
W3IaHHBIC HAa OCHOBAHWH M BO HCITOJIHEHHE (DEeIepalbHOTO 3aKOHOIATEIIBCTBA, 00sI3aTENbHBIC IS
HCIIOJIHEHUSI OpTaHaMU TOCY/IapCTBEHHOM BIACTH, MECTHOTO CaMOYIIPaBJICHHUS, UX JOKHOCTHBIMU
JTUTIAMU, IOPUARISCKIMHE JTUIIAMHU U TPaKTaHAMH.

Bribepute oauH OTBET:
a. HOpPMaTUBHBII IIPaBOBOM aKT
b. HeHOpMAaTUBHBII TIPABOBO aKT
C. IpaBOBOM aKT
d. HOpMBI ITpaBa
Bompoc 3
KakoMy NOHATHIO COOTBETCTBYET CIECAYIOIIAs XapaKTEPUCTHKA:

OT0 penieHus 1o KOHKPETHBIM BOTIpOcaM, oOpaleHus K KOHKpeTHBIM uiiamM. OHU He cofiepikaT
KaKHX-TH00 OOIIMX NPaBWJI TIOBEACHUS U PACCUUTAHBI HA OJHOKpaTHOE puMeHeHne. OHU CBsI3aHHBIE C
peanuzanyei IpaBoBBIX HOPM, UX IPUMEHEHHEM, HCTIOTHEHNEM, HCIIOIb30BaHUEM.

Bribepure oguH OTBET:

a. HOpPMaTUBHBIN PaBOBOM aKT

b. HopMBI TIpaBa

C. IPaBOBOM aKT

d. HeHOpMaTUBHBII TIPABOBO aKT
Bompoc 4
Ha xaxue rpymis! noapasaessiroTcst OPMBI MPABOBBIX aKTOB B 3aBUCHMOCTH OT FOPUIUYECKUX CBOHCTB:
Bribepure oguH OTBET:

a. OTKPBITHIE/CEKPETHBIE

b. nepBuuHbBIE/ BTOpHUYHbBIC

C. opurmanbHbie/ HeoQUIIMATbHbIC

d. HopmMaTHBHBIC/ HCHOPMATUBHEIC
Bompoc 5

B kxakom psiy nmepeqnciaeHbl TONbKO MEPBUYHBIC TIPABOBBIEC AKTHI:



Bribepute oquH OTBET:

a. 3aKOH, yKa3, pacropspKeHHe

b. mpukas, ctanmapt, npeiickypant

C. periIaMeHT, yKa3aHue, pyKOBOJCTBO

d. pekoMeHaaIKH1, MporpamMma, pelieHre
Bompoc 6
B xakom psiy mepedncieHsl TONbKO BTOPUYHEIE PABOBHIE aKTHI:
BribepuTe oquH OTBET:

d. IOJIOKCHMS, IpaBUla, HHCTPYKIMH

b. pa3wbsicHeHus1, peleHue, nprukas

C. pacTiopsbKeHUe, YKa3aHue, CTaHAapT

d. mopsIoK, KIaccuprKaTop, MOCTAHOBICHUE
Bonpoc 7

Kakue HOpMaTHBHBIE IPABOBBIC aKThl MOTYT MPUMEHATHCS 0€3 OPHUIIUATHHOTO OMyOIMKOBAHUS IS
BCEOOIIEr0 CBENECHUS

Bribepute oiMH OTBET:

a. 3aTparuBaromue 00sS3aHHOCTH TPaXKIaH

b. 3aTparuBatomire cB0OOIbI rpaXKIaH

C. aKThI MEKBEJIOMCTBEHHOTO XapaKTepa

d. 3aTparuBarolIne npaBa rpaxiaH
Bomnpoc 8
K kakoii cucreme IOKyMEHTAIMK OTHOCSATCS IPUKAa3bl U PACTIOPSHKCHUS:
Bribepure oMH OTBET:

a. cucTeMa pactopsAUTENIbHON JOKYMEHTALUH

b. cucrema opraHu3anMOHHO-TIPABOBOM JIOKYMEHTAIHH

C. cucteMa JJOKYMEHTOB JIMYHOTO ITPOUCX 0K ICHHSI

d. cucrema MHMOPMAITOHHO-CITPABOYHOM JIOKYMEHTALIUH
Bomnpoc 9
KakoMy NOHSTHIO COOTBETCTBYET CIICAYIOIIAs XapaKTePHCTHKA!

JlokymMeHTBI, 001aAaf0IIHe OPUINICCKON CHITION, H31aBacMbIe PYKOBOJICTBOM OPTaHHU3AITUN U
co/iepKalllie YyIpaBICHYECKUE PEIICHHUSI, HAIPaBICHHbIC HA BBITIOJTHEHUE TEKYIIUX U MEPCIIEKTUBHBIX
3a7a4;



Bribepute oquH OTBET:
a. ”HPOPMAITMOHHO-CITPABOYHBIC TOKYMEHTEI
b. opraHu3anOHHO-TIPABOBBIC JOKYMCHTBI
C. IOKYMEHTHI 110 JINYHOMY COCTaBY
d. pacriopsiuTeNIbHBIC JOKYMEHTBI
Bormpoc 10

Kaxue pacnopsimurensabie nokyMmeHTs! HE n3matorcs B cimydasx, Korja He0OX0IuMO TIPHHATH
HOPMATUBHBIA WJIM UHAUBUIYAIBHBINA aKT [0 OCHOBHBIMBOIIPOCAM KOMIIETECHIIUU OPTaHU3AIUH:

BribepuTe oquH OTBET:
a. yKasaHus
b. mpukasst
C. NIOCTAHOBJICHU:A
d. pemenust
Bomnpoc 11

Kakue pacnopaanuTECIbHBIC TOKYMCHTBI U3Jal0TCA 110 OINICPATUBHLIM BOIIPOCAM U JJId OpraHu3alun
HCIIOJIHCHUS APYTUX PACTIOPAAUTCIIBHBIX JOKYMCHTOB:

Bribepute oiMH OTBET:
a. pacHopsKCHUS
b. pemenust
C. IOCTaHOBJICHHS
d. mpukassr
Bompoc 12
Kakas xapakrepuctika HE cooTBeTCTBYET cucTeMe pacropsauTeNbHON JOKYMEHTAIUH:
Bribepure oMH OTBET:

a. Ot OOKYMCHTEI COACPKAT IOPUANYCCKHU BJIIACTHBIC IMTPEATIMCAHUA Cy6’beKTOB HUCITOJIHUTEIILHOM BJIaCTH,
aJipecaTaMu KOTOPLIX SABJISIFOTCSA KOHKPETHBIC OPraHU3allui, CTPYKTYPHBIC TOAPA3ACIICHUSA, 1OJZKHOCTHBIC
Jiia, pa6OTHI/IKI/I. Ot npeaAnunucanus ABJISIIOTCA FOPUIUICCKUMHA JOKYMCHTAMU, BbI3bIBAOIIIUMHA
BO3HUKHOBCHHE KOHKPETHBIX aIMUHUCTPATHUBHO-IIPABOBBIX OTHOIIICHUH

b. DTH JOKYMEHTBIPEryTUPYIOT OTHOIICHHS B HEPAPXUICCKON CUCTEME YIIPABJICHHS «CBEPXY BHU3» (OT
BBILIECTOSIIIUX OPraHOB, OPraHU3aLUH, JTODKHOCTHBIX JIUL K HUKECTOSALINM) U OTPaXaroT
YIpaBIEHUECKHE PEIICHNs, HAPpaBICHHbIE HA JOCTH)KEHHE LIeTeH U 3a7a4 OpraHu3aluu

C. OTU IOKYMEHTHI CO3/1al0T OPraHU3alHIo0, YCTAHABIUBAIOT €€ CTPYKTYPY, ONPEICIISIOT IITATHYIO
YHUCIICHHOCTh U COCTaB PaOOTHHUKOB IO JTOJDKHOCTSIM, OTPEACIISIOT (YHKIIMU CTPYKTYPHBIX
MOJIpa3IeNICHHl, COBEIATENBHBIX, KOJIJIETHATBHBIX OPraHOB, YCTAHABIUBAIOT PEXKUM PaOOTHI,



OCYILIECTBISIIOT OPraHU3aIHIo TPYJIa U pacipeielieHue 00s3aHHOCTEeH MEeKTy pabOTHUKAMHU, ONIPEICIISIOT
MOPSAZIOK PEOPTaHU3aIliH U IUKBUAAIINN OPTaHN3aluN

d. Otn AOKYMECHTBI U3at0TCA Ha OCHOBE WJIM BO UCIIOJIHCHUE 3aKOHOB, IIOCTAaHOBJICHUH 1 paCHOprKeHI/Iﬁ
HpaBI/ITeJ'II)CTBa P q), BBIIICCTOAIINX OPraHOB BJIACTU U YIIPABJICHHA. OTHU aKTHI HU30ar0TCs TaKXKE I10
WHHUIIUATHUBEC pYKOBOHHTeﬂCﬁ B IMpeaciiax ux MOJTHOMOYMH ¥ KOMIICTCHIINH IS OCYIICCTBJICHUA Lenaeu u
3a1a4 opranu3anuu

Bompoc 13
KakoBa uepapxudeckasi cucTeMa pacriopsIUTENIbHBIX JOKYMEHTOB 10 chepe ASUCTBUS (CBEpXY BHHU3):

1) mpaBoBBIE aKThI, ACHCTBYIOINE B paMKax OTJACIBHON OpraHU3aLlUH, YIPEKICHUS, IPEAIPUITHS,
(hup™msI;

2) mpaBOBBIE aKThI, JCHCTBYIOLINE B ITPe/IeNiaX OTPACU (M3JAI0TCs OTPACIEBHIMU OpranaMu (eaepanbHoit
WCIIOJTHUTENHHON BIACTH);

3) mpaBOBBIC aKThI, ISHCTBYIOIIKME HA YPOBHE CyObekTOB PD — Kkpae, obnacTeii, TopoaoB
pecmyonukanckoro 3HadeHus MockBsl u CaHkT-IleTepOypra, aBTOHOMHBIX 001acTeil M OKPYTOB, a TAKXKE
UX TEPPUTOPHAIBHBIX 00pa30BaHUIL;

4) mpaBOBBIE aKTHI, IEHCTBYIOMINE HA (eepaTbHON YpOBHE, — aKThl, m3naBaeMble [Ipesunentom PO,
IIpaBurenscTBOM PD, opranaMu UCIOJHUTEIBHON BIIACTH.

Bribepure oauH OTBET:
a.4231
b.1,3,24
c.1234
d. 4,321
Bompoc 14

Ha xakue rpymnms! AensSTCs pacopsiMTeNbHbIE JOKYMEHTHI C TOUYKU 3PEHUS IPUHATHS pelIeHui (mopsaaKa
pasperieHus BOIpOCoB):

Bribepure o1H OTBET:
a. co3/1aBaeMble B YCIOBHUX KOJUIETHAIBHOCTH/ CO3/1aBaeMble HA OCHOBE €MHOHAYAIIHS
b. HopMaTHBHBIE/ HEHOPMATHBHBIE
C. IepBUYHbIE/ BTOPHYHBIC
d. BO MCTIOJIHEHNE/ MHUITHATHBHBIC
Bompoc 15

Kaxkne PaciopAAUTCIbHBIC JOKYMCHTBI OTHOCATCA K JOKYMCHTaM, CO3/1aBaACMbIM B YCJIIOBUAX
KOJIIICTUAJIbHOCTH:

Bribepure oauH OTBET:

a. pemeHus



b. ykazanmus

C. IPUKAa3bl

d. paciopspkeHus
Bompoc 16

Kakue pacrnopaauTECIIbHBIC JTOKYMCHTBI HE otHOCATCS K JOKYMCHTaM, U31aBacMbIM Ha OCHOBC
CANHOHAa4YaJInusA:

Bribepute oquH OTBET:
a. MIPHUKa3bl
b. pacniopskenwust
C. TOCTAHOBJICHHUSI
d. ykazanus
Bomnpoc 17
Kakwe opranbl (opranu3anyu) AeHCTBYIOT Ha PUHIIAIIAX ¢TUHOHAYAIUS:
BribepuTe oquH OTBET:
a. rOCyJ1apCTBCHHBIC BY3bl
b. akumonepHbie obIIECTBA
C. IIpaBurensctBo PO
d. opraHb! HCITOTHUTENIEHOMN BIACTH
Bomnpoc 18
Kakue opranbl (opranu3aiuyu) ASHCTBYIOT Ha YCIOBUSIX KOJUICTHAIBHOCTH:
BriOepuTe oiMH OTBET:
a. penepanbHble MUHHCTEPCTBA

b. BBICHIHNC OpFaHBI praBHeHHH KOMMepquKHX opraHmaunﬁ paSHI/IT-IHBIX OpFaHI/I3aHI/IOHHO-HpaBOBBIX
dopm

C. aIMUHHUCTpaH CyOBeKTOB P® 1 Ipyrux TeppUTOPHATBHBIX 00pa30BaHUN

d. opraHbl HCIIOJIHUTEIILHOM BIIACTH OpraHU3aluil yUpeKACHHUH, IPEANPUATHH, HUpM
Bompoc 19
Kakue pacnopsinutenbabie 1okyMeHThI poxoaat MHBIE ctaguu npoieaypsl U3 aHust:

1) u3yueHue CymecTBa ympaBieHIECKOTO BONIPOCa, HHAIIMUPOBAHUE PEIICHUS — 000CHOBAHHE
HeoO0XoauMoCTH u3ganus PJI;

2) cOop 1 aHau3 HHGOPMALIMH 10 BOIIPOCY;

3) MOAroTOBKa MPOCKTA PACTIOPAAUTCIIBHOTIO JOKYMCHTA,



4) cornmacoBaHue WU 00CY)XIEHHE Ha 3aCeIaHNH KOJIJIETHAIBHOTO OpraHa MpoeKTa PaclopsIuTeIbHOTO
JIOKYMEHTa,;

5) BHecenne npoekTa PJ] Ha paccMoTpeHne pyKOBOJICTBA;
6) IpUHATHE PELICHUS — OATMCAHUE TOKYMEHTa;
7) peructpanus JOKyMEHTa;
8) moBeneHME PACIOPSANUTEIHHOTO JOKYMEHTA 0 UCTIOHUTENEH.
Bribepute oquH OTBET:
a. MIPHUKa3bl
b. pacniopsoxenwust
C. pemeHus
d. ykazanus
Bomnpoc 20
W3 kakux gacTeit COCTOUT TEKCT PACTIOPATUTEIFHOTO JOKYMEHTA:
BribepuTe oquH OTBET:
a. aHATUTHYECKasl 4acTh/ 0000MIAoIIast 4YacTh
b. pa3bsicHUTEIbHAS YaCTh/ AUPEKTHBHAS YaCTh
C. KOHCTaTHPYIOIIAsl 4aCTh/ pacriopsANTEIbHAS YacTh
d. BBO/iHAsI 4aCTh/ OCHOBHAsS 4acTh/ 3aKJIFOUUTENIbHAS YACTh
Bomnpoc 21
Ha xakwie Tpymiibl IensTes IpruKas3bl IO XapakTepy OCHOBAaHUS IS U3AaHUS:
BribepuTe oguH OTBET:
a. HOpMaTHUBHBIE/ HEHOPMATHBHEIC
b. co3maBaembie B yCIIOBUSX KOJUIETHAIBHOCTH/ CO3/1aBacMbIe Ha OCHOBE CTUHOHAYAIIUS
C. IepBUYHBIC/ BTOPUYHBIE
d. BO ucnonHeHWe/ MHUITATUBHBIC
Bompoc 22
Kaxkue npukasbl Ha3pIBAIOTCS MHHIIUATUBHBIMU:
Bribepure oauH OTBET:

d. M31aBa€MbIC B CBA3H C OCYIICCTBJICHUEM MHUIIMATHUB 110 OpraHrU3aliy NCIIOJTHCHM IIPABOBBIX aKTOB,
IMIPUHATBIX PABHOIIPABHBIMU JICJIOBBIMU ITApTHEpAMHU OpPraHu3alun

b. n3aaBacMBbIC B CBA3H C H€06XO):[I/IMOCTI>IO OCYIIICCTBJICHU A COOCTBEHHOM JACATCIIBHOCTHU B COOTBCTCTBHUU
C HAACICHHBIMHA (bYHKI_II/I}IMI/I " 3aJa4aMu



C. u3gaBacMbIC IO MTHUIIMATUBEC MOAUMHCHHBIX

d. HU31aBaCMbIC C LICIIbIO OpTraHrU3allui UCTIOJIHCHUA MPUHATHIX 3aKOHOAATCIIbHBIX,
HOPMATHBHO-IIPABOBBIX AKTOB 1 MHBIX nopyquHﬁ BBIIICCTOANIUX OPraHOB

Bompoc 23

Kakumu caoBamu AOJDKCH HAUYMHATHCA TCKCT IMPUKa3sa, €CJIU €ro u3JaHnue BbI3SBAHO HGO6XOILI/IMOCTI)IO
HCIIOJIHCHUS NPUHATBIX 3aKOHOAATC/IbHBIX, HOPMATUBHO-TIPABOBLIX aKTOB U MHBIX HOpy‘lCHI/Iﬁ
BBIIICCTOAIINX OPraHOB:

Bribepute oquH OTBET:
a. «B nenax...»
b. «B cooTBeTCTBHH C...»
c. «Mcxons us...»
d. «BcBsuc...»
Bomnpoc 24

Kakumu cioBamMu qomKeH HAYMHATHCS TEKCT IpuKasa, €CJId €ro u3JIanuc BbI3BaHO HGO6XOI[I/IMOCTLIO
OCYHICCTBIICHUA COOCTBEHHOM ACATCIIBHOCTH 110 MHUIIMATUBE OpraHru3aluu:

Bribepute oiMH OTBET:

a. «Bcasuc...»

b. «Ha ocnoBanuu...»

C. «Bo ucrnomaHeHue...»

d. «B cooTBETCTBUMU C....»
Bompoc 25

Kakue pacnopaanuTECIbHBIC JOKYMEHTBI MOKCET U31IaBaThb B IIpEACIax CBOCH KOMIICTCHIIMU PYKOBOJUTEIIb
OopraHu3aliuu, ﬂeﬁCTBy}Omeﬁ Ha OCHOBC KOJUICTHUAJIBHOCTHU!

Bribepure oMH OTBET:
a. peleHus
b. nmpukass
C. IOCTaHOBJICHHS
d. pacriopspkeHuUs
Bormpoc 26

Kaxkue pacnopsiqutenshbie nokyMeHTsl HE MOTyT M3naBaTh B mpeienax cBoe KOMIIETEHIIUU
PYKOBOJIUTEITN OPTaHU3AINH, TEHCTBYIONTNX Ha OCHOBE €IMHOHAYAIIH:

Bribepure oauH OTBET:

a. yKasaHus



b. pactiopsoxenus

C. IPUKAa3bl

d. perrenmus
Bompoc 27

Kaxue noxymentst HE MoryT moanuceiBath B pejeiiax CBOeH KOMIETEHIIMHN PYKOBOAUTENIN CTPYKTYPHBIX
Mopa3/IeICHUM:

Bribepute oquH OTBET:
a. yKazaHus
b. nmpukasbt
C. pacTIopsDKEHHUS
d. mpoToKOJIBI
Bomnpoc 28
C KaKoro MOMeHTa PacHOPSAUTEIBHBIA TOKYMEHT MPHOOpeTaeT ctaryc OQUIMAIBHO H3aHHOTO:
BribepuTe oquH OTBET:
d. IOCJIC MOANMMCaHUuA
b. mocne natupoBanus
C. TIOCJIe PErUCTPaLUH
d. mocJe cornacoBaHus
Bomnpoc 29

B kakom pacnopAauTCIIbHOM JOKYMCHTC KOMMep‘ICCKOﬁ OpraHu3an UCIIOJIb3YCTCs (1)opMa H3JI0KCHUA
TEKCTa OT NCPBOTO JIMI[a €AUHCTBECHHOI'O YHCJIa:

Bribepure o1H OTBET:

a. B pEIICHUH

b. B pacniopsokeHnn

C. B IOCTAHOBJICHUH

d. B COBMECTHOM IpUKa3e
Bomnpoc 30

B kakoMm pacrnopsiuTeIbHOM JIOKYMEHTE HCTIONB3yeTcs (popMa H3II0kKEHHS TEKCTa OT MEPBOTO JIMIA
MHO>XECTBEHHOT'0 YUCa:

Bribepute oquH OTBET:
a. B IOCTaHOBIICHUU

b. B ykazanun



C. B pCUICHUH
d. B cOBMECTHOM TIpHKa3e
Bompoc 31

@Popma Kakoro riiaroja He JOJDKHA OTACIATHBBOIHYIO YaCTh PACIIOPSIIUTENBHBIX JOKYMEHTOB OT
pacropsIUTENbHON:

Bribepute oquH OTBET:
a. [IPUKA3BIBAEM
b. TIPEIUTAT ATO
c. PEHIAIO
d. TIOCTAHOBJISET

Bormpoc 32

Kaxoii rnarosn He npuemieM B (POpMyJIHPOBKE BIACTHOTO PELICHHs OpraHa yIpaBJIeHUs, H31a0lero
pacropsAUTENbHBINA JOKYMEHT:

BribepuTe oiuH OTBET:
a. «yCHITUTBH)
b. «3auncnuTb)
C. «IOATOTOBUTHY
d. «paspaboTars
Bompoc 33

Kakoii riaron npeanouyturesieH B GOpMYIHPOBKE BIACTHOTO PELLICHHS OpraHa yrnpaBieHHs, H3AI0IIEro
pacropsAUTENbHBINA JOKYMEHT:

Beibepute o1MH OTBET:
a. «OpraHU30BaTh)
b. «ripuHsITHE MEpBI»
C. «IIOJHSATHY
d. «<aKTHBH3HPOBATbH)
Bompoc 34

Kaxoii rnaron npenmnoutuTeneH B pOPMYIHPOBKE BIACTHOTO PELICHHS OpraHa yIpaBiIeHHs, U3JAf0IIero
pacropsAUTENbHBIN JOKYMEHT:

Bribepute oquH OTBET:
. «TIOBBICUTBY

b. «ymydqmmTe»



C. «paccMOTPETHY
d. «obecreunts)»
Bompoc 35

Kaxoii rmaron npenmodtuteneH B (pOpMyIHPOBKE BIACTHOTO PEUICHHSI OpraHa yIpaBICHHS, H3IAIOIIEr0
pactopsIUTEIbHBIA JOKYMEHT:

Bribepute oquH OTBET:
a. «YCHIIUTB)
b. «puHITE MEpBHD»
C. «BO3JIOKHUTHY
d. «IIOBBICHTEY
Bormpoc 36

B kakoii yacTu pacropsiANTEIHHOTO JOKYMEHTa HEO0X0IUMO ITOMEIIATh MIePEUCHb JTOKYMEHTOB,
YTPaTUBILINX CUJTY WIH ITOJJIEKAIIUX U3MEHEHUIO B CBA3M C U3IaHUEM JAHHOTO aKTa:

BribepuTe oiuH OTBET:
a. B IIOOOM IIHKT€E PaclopsIIUTEeIbHON YacTu
b. B mepBBIX MyHKTaX PacOPSANTENbHON YacTH
C. B KOHCTaTUPYIOLIEH 4acTH
d. B KOHIIE TeKcTa

Bonpoc 37

B kakoii yactu pacmopaauTCIIbHOTO JOKYMCHTA YKA3bIBACTCA I/IH(i)OpMaI_[I/IH 0 TOM, KTO OCYHICCTBJISICT
KOHTPOJIb €TI0 UCTIOJIHCHUS:

Bribepure oguH OTBET:
a. B IEPBOM IMTyHKTE PACTIOPAAUTEIHHON 4acTH
b. ohopmisieTcst OTIENBHOM CTPOKOH MOCIIE BCEX ITYHKTOB
C. B IIOCJIEZIHEM ITYHKTE PaclopaIUTENIbHON 4acTh

d. B KOHCTaTUpYIOIIEH YacTh

Tect 5 2 Kypc
Bompoc 1
KakoMy HOHSTHIO COOTBETCTBYET CJICAYIONIAsT XapaKTEPUCTHKA:

3TO0 TOKYMEHT, COIePIKAIUii M0[3aKOHHOE O(UIIMATBHOE PElIeHUE, IPUHITOEC OPTaHOM HCIIOTHUATELHON
BJIACTH WJIN JIOJHKHOCTHBIM JIMIIOM B OJTHOCTOPOHHE-BIACTHOM MOPSIKE U C COOJIIO/ICHUEM yYCTaHOBIICHHON



MPOIEAYPHI 10 TOMY WJIM HHOMY BOIIPOCY, OTHECEHHOMY K €r0 KOMITETeHIINH, O0JIEIeHHOE B
MPETyCMOTPEHHYIO 3aKOHOM (POPMY H TIOPOKIAIOIIee FOPHUANIECKUE TTOCIIEACTBHS.

Bribepute oquH OTBET:
a. HOPMEI TpaBa
b. mpaBoBoii akT
C. HEHOPMaTUBHBIN MPABOBOM aKT

d. HOpMaTHBHEIH IIPABOBO aKT

Bomnpoc 2
KakoMy MOHSTHIO COOTBETCTBYET CICAYIOIIAs XapaKTepUCTHKA!

OTO TOKYMEHT, CO/Iep KalllHii TpaBUiIa MOBEACHUS, PaCIIPOCTPAHSIONINECS Ha HEONPEeAEICHHBIN KPYT JIUII,
M3JaHHBIC HA OCHOBAHUH U BO UCIIOJHEHNE (eepabHOI0 3aKOHOIATEbCTBA, 003aTEIIbHBIC IS
WCIIOJTHEHHS OpraHaMU TOCYJapCTBEHHON BIACTH, MECTHOTO CaMOYIIPABIICHUS, X JOHKHOCTHBIMU
JULAMH, FOPUITYECKUMH JIMAMU U TPakJaHaAMU.

Bribepute ouH OTBET:
d. HOpPMaTUBHBII IIPaBOBOM aKT
b. HeHOpMAaTHBHBII TIPABOBO aKT
C. IpaBOBOM aKT

d. HOpMBI ITpaBa

Bompoc 3
KaxoMy MOHSTHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA:

9T0 PpEUICHUS 10 KOHKPETHBIM BOIIpOCaM, o6pameHH;{ K KOHKPETHBIM JIMIIaM. Onu He coJcpxKar
KaKuXx-JI100 O6IIII/IX IIpaBUJI MOBEACHUA U paCCYUTAHbI HA OJHOKPATHOC ITPUMCHCHHUCE. OHH CBsI3aHHEBIE C
peanmauneﬁ MMpaBOBbBIX HOPM, UX IIPUMCHCHUCM, UCTIOJTHCHUEM, HUCIIOJIb30BAHUCM.

Bribepure oguH OTBET:
a. HOpPMaTUBHBII IPaBOBOM aKT
b. HopMBI TIpaBa
C. MpaBOBOM aKT

d. HeHOpMAaTHBHBIIH IIPABOBOM aKT

Bomnpoc 4

Ha xakue Tpynnbl IOAPa3aCIA0TCA (bOpMLI IMMPAaBOBBIX AKTOB B 3aBUCUMOCTHU OT IOPUANICCKUX CBOICTB:



Bribepute oquH OTBET:
a. OTKPBITHIE/CEKPETHEIC
b. mepBuYHbBIE/ BTOpHUYHBIC
C. opurmanbHbIe/ HeoPUIATEHBIE

d. HOpMaTI/IBHI)IC/ HCHOPMATUBHBIC

Bomnpoc 5

B xakom psity mepedrcieHbl TOIbKO MEPBUYHBIC IPABOBBIC aKTHI:
BribepuTe oiuH OTBET:

a. 3aKOH, yKa3, pacropspkeHHe

b. npukas, cTaHmapt, npeicKypaHt

C. perJIaMeHT, yKazaHue, pyKOBOJCTBO

d. pekoMeHaaIKH, TPOrpaMmMa, pelieHHe

Bomnpoc 6

B kakoMm psiy nepeqncieHbl TOIBKO BTOPUYHBIC TIPABOBbIC aKThI:
Bribepute oiMH OTBET:

a. MOJIOXKEHUS, IPABUIIA, HHCTPYKIIUN

b. pa3zbsicHeHus, pemeHue, nprKas

C. pacropspKeHue, yKa3aHue, CTaHAapT

d. MOpAIOK, KJ'IaCCI/I(i)I/IKaTOp, IIOCTAaHOBJICHUC

Bompoc 7

Kakre HOpMaTHBHBIEC TIPABOBBIE aKThI MOT'YT MIPHUMEHSTHCS 0€3 0QUITHATBHOTO OMYyOIMKOBAHUS JIIsT
BCEOOIIETro CBEICHHU:

Bribepure o1H OTBET:
a. 3aTparuBaroIne 00s3aHHOCTH IPaXKIaH
b. 3aTparuBaromire cBOOOIBI rpaXkiaH
C. aKThI MEKBEIOMCTBEHHOTO XapaKTepa

d. 3arparuBaromie npapa rpaxaaH



Bompoc 8
K kakoii cucreMe JOKYyMEHTAIIUU OTHOCSATCS TIPUKA3bl M PACIIOPSHKEHUS:
Bribepute oquH OTBET:

a. cucTeMa pacropsAUTEILHON TOKYMEHTAIUH

b. cucTema opraHu3aMOHHO-IPABOBOM JOKYMEHTAIIUH

C. cucTeMa JJOKYMEHTOB JIMYHOTO MTPOUCXO0XKICHUS

d. cucrema uHHOPMAITHOHHO-CITPABOYHOM JTOKYMEHTAIIUH

Bormpoc 9
KakoMy MOHSATHIO COOTBETCTBYET CIICAYIONIAs XapaKTCPUCTHKA:

JloxyMeHTBI, 00Iagaromye IpHInIeCKON CIITON, N3aBaeMble PyKOBOJCTBOM OpPTaHU3AIUH H
COJIepKaIlNe YIIPABICHUECKHUE PEIICHHSI, HAlIpaBJICHHBIC HA BHITIOTHEHUE TEKYIIUX U MEPCIICKTUBHBIX
3a1a4;

BribepuTe oiuH OTBET:
a. MH(OPMAITIOHHO-CIIPABOYHbIE JOKYMEHTBI
b. opranu3aOHHO-IIPABOBbIC TOKYMEHThI
C. JOKYMEHTHI 110 INYHOMY COCTaBY

d. pacriopsauTebHBIE TOKYMEHTBI

Bomnpoc 10

Kaxue pacnopsautensubie nokymeHTsl HE n3narorces B ciydasx, Korjia Heo0X0IuMO MPUHSATh
HOPMATHUBHBINA WM UHAUBUIYAIbHBINA aKT [0 OCHOBHBIMBOIPOCAM KOMIIETEHIIUU OPraHU3aLUU:

Bribepure o1H OTBET:
a. yKazaHus
b. nmpukass
C. IOCTaHOBJICHHS

d. perrenmust

Bompoc 11

Kakune pacrnopaauTEIbHBIC JOKYMEHTBI U3Jal0TCA 110 OINIEPATUBHBIM BOIIPOCAM U JJId OpraHu3alun
HCIIOJIHCHUSA APYTUX PACTIOPAAUTCIIBHBIX JOKYMCHTOB!:

Bribepure oauH OTBET:



a. pactopsKCHUSI
b. pemrenust
C. TIOCTaHOBJICHUS

d. mpukassr

Bompoc 12
Kaxkas xapakrepuctuka HE coOTBETCTBYET cucTeME pacnopsAUTENIbHON JOKYMEHTALUU:
BribepuTe oquH OTBET:

a. DTH JOKYMEHTBI COJIepKaT IOPUANIECKU BIACTHBIC MPEIMUCaHUs CyObEKTOB UCTIOIHUTEIBHOM BIIACTH,
azipecaTaMM KOTOPBIX ABJISIFOTCS KOHKPETHBIE OpPraHu3alliy, CTPYKTYPHbIE OApa3aeNCHHs, TODKHOCTHBIE
nuIa, pabOTHUKH. DTH NPEANMCAHUS SBIAIOTCA IOPUINIECKUMU JOKYMEHTaMHU, BbI3bIBAIOIIUMHU
BO3HUKHOBEHHE KOHKPETHBIX aIMUHHUCTPATUBHO-IIPABOBBIX OTHOIIEHUH

b. DT TOKYMEHTHI pEryMPYIOT OTHOIIEHHUS B HEPAPXMUCCKON CHCTEME YIIPABICHHUS «CBEPXY BHU3Y» (OT
BBIIIIECTOSIINX OPTaHOB, OPTraHU3AIHHA, JOPKHOCTHBIX JIUI K HIPKECTOSIIIUM) U OTPAXKAIOT
YIPABJICHYECKUE PELICHUS], HAIPABJIECHHbIE Ha JOCTUKEHUE LENIeH U 3a/1a4 OpraHu3aluu

C. OTH IOKYMEHTHI CO3JIAI0T OPraHU3alMI0, YCTAHABIUBAIOT €€ CTPYKTYPY, ONPEACIISIOT IITATHYIO
YHCJICHHOCTh ¥ COCTaB paOOTHUKOB MO JOJDKHOCTSIM, ONPEACTISIOT (DYHKIIUU CTPYKTYPHBIX
NoJIpa3IeNICHUH, COBEIATENbHBIX, KOJIJIETHAIbHBIX OPraHOB, YCTAHABIUBAIOT PEXKHUM PabOTHI,
OCYILECTBIISIIOT OPraHU3alMIo TPYyIa U pacupeaeieHue 00s13aHHOCTeH MeKay paOOTHUKAMHU, ONIPEACIISIOT
MOPSAZIOK peopraHu3allui 1 JIUKBUAANN OPTaHNU3aluU

d. DTH TOKyMEHTBI H31AIOTCSI HA OCHOBE MJIM BO UCIIOJIHEHHE 3aKOHOB, MOCTAHOBICHHI U PACHOPSIKSHUI
[IpaBurenscTBa PO, BBIIECTOSIINX OPraHOB BIACTH U YHPABISHHS. DTH aKThl U3JAIOTCS TaKXKe 10
WHUIMATHBE PYKOBOJIUTENIEH B MpeAeaax UX MOJHOMOYHN U KOMIIETEHIINH [T OCYIIECTBICHHUS LNl U
3a/1a4 OpraHu3aluu

Bompoc 13
KaxkoBa uepapxudeckasi cicTeMa pactopsInTeIbHBIX JOKYMEHTOB 10 cepe aeiicTBus (CBepXy BHH3):

1) mpaBoOBbIE aKThI, JEHCTBYIONIME B paMKaX OTAEIbHOW OpraHU3aliy, YIPEKJACHUS, IPEATIPHUSITHS,
(bupmsI;

2) mpaBOBBIE aKThI, ICHCTBYIONIHE B MPEJIENIaX OTPACIH (M3/IAI0TCS OTPACIEBBIMU OpraHaMu (enepanbHoN
UCIIOJIHUTEIILHOM BIIacTH);

3) mpaBOBEIE AKTHI, ACHCTBYIONIKE HAa ypoBHE CyOBekTOB PD — Kpaes, obmacteii, Topo1oB
pecnyOnukanckoro 3HadeHus Mocksbl u CaHkT-IleTepOypra, aBTOHOMHBIX 00J1aCTEl M OKPYTOB, a TAKXKE
WX TEPPUTOPHAIBHBIX 00pa30BaHMIA;

4) nmpaBOBBIE aKTHI, ICHCTBYIOIIUE HA eliepalbHON YpOBHE, — aKkThl, n3naBaeMble [Ipesnaentom PO,
IIpaBuTensctBoM PD, opranaMu UCTIOJHUTEILHOU BJIACTH.

Bribepure oauH OTBET:



a.4,2,3,1
b.1,3,24
c.1,234

d. 4,321

Bompoc 14

Ha xakue Tpymiiel JensTcst pacopsiANTENbHBIE JOKYMEHTHI C TOUKH 3PSHHS IPUHATHUS PEIIeHNH (TTopaaKa
pa3pereHus BOIPOCOB):

BribepuTe oquH OTBET:
a. co31aBaeMble B YCIOBHUIX KOJUIETHAIBHOCTH/ CO3/1aBacMble HA OCHOBE €MHOHAYAIIHS
b. HopMaTHBHBIE/ HCHOPMATHBHBIC
C. IEpBUYHbIE/ BTOPUYHEIE
d. BO HCHONHEHNE/ MHUIIUATHBHBIC
Bompoc 15

Kakue pacnopAaauTEIbHBIC TOKYMCHTBI OTHOCATCA K JOKYMEHTaM, CO34aBa€MbIM B YCIIOBUAX
KOJIIICTUAJIbHOCTH!

Bribepute oiMH OTBET:
a. peleHuA
b. ykazanust
C. IpUKa3bl

d. pacriopspkeHust

Bompoc 16

Kaxkmne pPacrnopAaUTEIIbHBIC TOKYMEHTBI HE otHOCSATCS K JOKYMCHTaM, U31aBa€MbIM Ha OCHOBE
CAWHOHAYaIMusA:

Beibepute o1MH OTBET:
a. IpUKa3bl
b. pacniopsxenust
C. TIOCTAHOBJICHUSI

d. ykazanus

Bompoc 17



Kakwue opranbl (opraHu3aiym) JeHCTBYIOT Ha IPUHIIAIIAX eIMHOHAYANIHS:
BribepuTe ouH OTBET:

a. TOCYJIapCTBEHHBIE BY3bI

b. akumonepHbie obIIecTBa

C. [IpaBurensctBO PO

d. Oprafbl HUCIIOJIHUTEIILHOM BIIACTHU

Bomnpoc 18
Kaxue oprans! (opranu3zaiuu) 1eUCTBYIOT Ha YCIOBUSAX KOJIETHAILHOCTH:
Bribepute oiuH OTBET:

a. pemepanbHBIE MUHHCTEPCTBA

b. BEICIIME Opranbl ypaBJICHHUA KOMMCPYCCKUX OpFﬂHH?;ElHHﬁ Pa3JINYHbIX OPraHru3allMOHHO-ITIPABOBBLIX

bopm
C. agMUHHUCTpauu Cy0OheKToB PD 1 Mpyrux TeppuTOpHAEHBIX 00pa30BaHU

d. opraHbl HCIIOJIHUTEIILHOM BIIACTH OpPraHU3alnil yUpEKACHHMA, IPEANPUATHIH, HUPM

Bomnpoc 19
Kaxue pacnopsautensubie nokyMeHTHI poxoasT MHBIE cTaaum nporienypsl n3aHus:

1) u3ydeHue CcymiecTBa yrnpaBieHIECKOT0 BOPOCa, HHUIIMUPOBAHUE PEIICHUS — 000CHOBaHUE
HeoOXoauMocTH usganus PJI;

2) cOop 1 aHaIKM3 WHGOPMAIIMH IO BOIIPOCY;
3) MOArOTOBKA MPOEKTA PACTIOPATUTEIFHOTO JOKYMEHTA,

4) cornacoBaHue WM 00CYKICHUE HA 3aCeJaHNU KOJJIETHAILHOTO OpraHa MpoeKTa paciopsaUTEIbHOIO
JIOKYMEHTA;

5) BHeceHue npoekta P/ Ha paccMOTpeHre pyKOBOJICTRA;
6) MPUHSATHE PELICHUS — OANMUCAHNUE TOKYMEHTA;
7) peructpaius JOKyMEHTa;
8) noBeneHre pacnopsAUTEIbHOTO TOKYMEHTA 10 UCTIOTHUTEICH.
BriOepuTe OfMH OTBET:
a. IPHUKa3bl
b. pactiopsoxenus

C. peuieHus



d. ykazanus

Bompoc 20
U3 kakux 4acTeil COCTOUT TEKCT Pacops/IUTELHOTO IOKYMEHTA!
BriOepuTe OfMH OTBET:

a. aHaJTUTHYEeCKast YacTh/ 0000MIA0Ias YacTh

b. paspsacHuTENBHAS YACTH/ QUPEKTUBHAS YACTh

C. KOHCTaTUPYIONIAsl YaCTh/ PACIIOPSAUTENbHAS YaCTh

d. BBO1HAsA 4acTh/ OCHOBHAS YaCTh/ 3aKIIOUUTEIHHAS YaCTh

Bomnpoc 21

Ha kakue rpymnmbl IesTcs MPUKa3bl M0 XapakTepy OCHOBAHUS IS U3TaHUS:

BribepuTe oiuH OTBET:
a. HOpMaTHUBHbBIE/ HEHOPMAaTHBHBIC
b. coznaBaemble B yCIOBUSIX KOJUIETHAIBHOCTH/ CO3/IaBaeMbIe HA OCHOBE €JMHOHAYAIIHSI
C. IepBUYHbIE/ BTOPHYHEIE

d. BO ucnonHeHNEe/ MHULIMATUBHBIE

Bomnpoc 22
Kakwue npuka3bl Ha3bIBalOTCSI MHUITUATUBHBIMHU:
Bribepure oguH OTBET:

a. U3JaBaeMbIC B CBSI3H C OCYLIECTBICHUEM UHULMATHUB [10 OPraHU3alUH UCIIOJIIHEHUS [IPABOBBIX aKTOB,
IIPUHSATHIX PABHOIIPABHBIMU JIEJIOBBIMH IAPTHEPAMH OpPTraHU3aLuU

b. n3a1aBacMBbIC B CBA3U C HGO6XO)_'[I/IMOCTBIO OCYHICCTBIICHUA COOCTBEHHOM JACATCIIBHOCTHU B COOTBETCTBUU
C HaACJICHHBIMH q)YHKHI/IHMI/I " 3aJa4aMu

C. u3gaBaeMbIc MO MTHUIIMATUBE NOAUYMHCHHBIX

d. HU31aBaCMBbIC C LICIIbIO OpTraHnU3aliui UCTIOJIHCHUA IIPUHATBHIX 3aKOHOAATCIIbHBIX,
HOPMATHBHO-IIPABOBBIX AKTOB Y MHBIX HOpy‘IeHI/Iﬁ BBIIICCTOANIUX OPraHOB

Bompoc 23



Kakumu cioBamMu q0KEH HAYMHATHCS TEKCT IIpuKasa, €CJIi €ro U3JaHUuC BbI3BaAHO HGO6XOZ[I/IMOCTB}O
HCIIOJTHCHHUS IIPUHATBIX 3aKOHOAATCIIBHBIX, HOPMATUBHO-TIPABOBBIX aKTOB M1 MHBIX nopyquI/Iﬁ
BBIIICCTOAIINX OPraHOB:

BribepuTe ouH OTBET:
a. «B nenax...»
b. «B cooTBercTBHY C...»
C. «cxons us...»

d. «B cBsasu c...»

Bomnpoc 24

Kakumu cioBamu JOJDKCH HAYMHATLCA TCKCT IMPUKa3a, €CJIN €ro u3JaHue BbI3SBAHO HCO6XOI[I/IMOCTI>IO
OCYIICCTBIICHUA COOCTBEHHOM ACATCIIBHOCTH 110 MHUIIMATUBE OpraHru3aluu:

BribepuTe oiuH OTBET:
a.«Bcsasuc...»
b. «Ha ocHoBanuu...»
C. «Bo ucrnomaHeHue...»

d. «B cooTBeTCTBUH C....»

Bomnpoc 25

Kakue pacnopaanuTECIbHBIC JOKYMEHTBI MOKET U31aBaThb B IIpEAcIax CBOCH KOMIICTCHIINH PYKOBOAUTEIIb
OopraHu3aluu, ﬂeﬁCTBy}Omeﬁ Ha OCHOBC KOJUICTHUAJIBHOCTHU!

Bribepute oiMH OTBET:
a. pemeHus
b. nmpukass
C. IOCTaHOBJICHHS

d. pacriopspkeHus

Bompoc 26

Kakue pacnopsinutenbabie 1okyMeHTsl HE MoryT u3naBath B mipejienax cBOeil KOMIIETEHITUN
PYKOBOAMUTENU OpraHU3alui, IeMCTBYIOMKUX HA OCHOBE €IMHOHAYAIINS:

Bribepure oauH OTBET:

a. yKa3aHus



b. pactiopsoxenus
C. IPUKAa3bl

d. perrenmus

Bompoc 27

Kaxue noxymentst HE MoryT moanuceiBath B pejeiiax CBOeH KOMIIETEHIIMHN PYKOBOAUTENN CTPYKTYPHBIX
MoJpa3/ieICHUM:

Bribepute ouH OTBET:
a. yKa3aHus
b. nmpukasbt
C. pacnopsKCHUS

d. mpoToKOJIBI

Bomnpoc 28
C KaKoro MOMeHTa PaclopPsAUTEIbHBINA TOKYMEHT NPHOOpeTaeT ctaryc OQUIMATBHO U3aHHOTO:
Bribepute oiMH OTBET:

a. TIoCJIe OANUCAHUS

b. mocne natupoBanus

C. TIOCJIE PErUCTPALMU

d. mocne cornacoBanus

Bormpoc 29

B kakoMm pacnopsyiuTeIbHOM JIOKyMEHTE KOMMEPUYECKOH OpraHn3alliH UCTIONB3YeTCsl OpMa H3II0KEHHS
TEKCTa OT IEPBOTO JIMIA €AUHCTBEHHOT'O YUCIIA:

Bribepure o1H OTBET:
a. B PELICHUH
b. B pacniopsoxeHnn
C. B IOCTaHOBJICHUH

d. B coBMeCTHOM TIpHKa3e

Bomnpoc 30



B kakoMm pacrnopsiuTeIbHOM JIOKYMEHTE HCTIONb3yeTcs (popMa H3II0KEHHS TEKCTa OT MEPBOTO JIUIA
MHO>KECTBEHHOT'O YHCIIA:

Bribepute oquH OTBET:
a. B IOCTaHOBJICHUN
b. B ykazanun
C. B pelICHUH

d. B COBMECTHOM IIpHKa3e

Bomnpoc 31

qDopMa KaKoro rjiarojia Hé¢ 10JI’KHa OTACTIATEBBOAHYIO YaCTh PACIIOPAAUTCIIbHBIX JOKYMCHTOB OT
pacnopsIuTENbHON:

BribepuTe oquH OTBET:
a. [IPUKA3BIBAEM
b. ITIPEJJIAT'AIO
c. PEHIAIO

d. TIOCTAHOBJISET

Bomnpoc 32

Kakoii riaron ne npuemsiem B (OpMyIHPOBKE BIACTHOTO PELICHUS OpraHa yIpaBJieHHs, U3AI0IIEro
pacropsAUTENbHBINA JOKYMEHT:

BriGepute OMH OTBET:
a. «yCHUIIUTDY
b. «3auncnuTey
C. «TIOATOTOBUTE

d. «pa3paboraTb»

Bompoc 33

Kaxoii riaron npenmoututeneH B pOpPMYITHPOBKE BIACTHOTO PEIICHUSI OpraHa YIpaBICHHS, U3/A0IIETO
paciopsIINTENbHBIA JOKYMEHT:

Bribepute oauH OTBET:

d. KOpraHu3oBaThby



b. «puHSITL MEPBHD»
C. KIOIHATH»

d. «AKTUBU3HUPOBATH»

Bomnpoc 34

Kakoii riaron npeanoyTuresacH B GOpMYyJIMPOBKE BIACTHOTO PEIICHUS OPraHa YIIPaBJICHUS, H3/IAI0IIETO
pacTopsIINTENbHBIA JOKYMEHT:

Beibepute o1MH OTBET:
a. TIOBBICUTBY
b. «yny4mmTe»
C. «pacCMOTPEThH»

d. «obecrieunTn»

Bompoc 35

Kakoii rnarous npeanouTtutesieH B GOpMYITHPOBKE BIACTHOTO PEIICHUs] OpraHa yIpaBleHHsI, H3/IAI0IIEro
pacropsAUTENbHBINA JOKYMEHT:

Bribepute oiMH OTBET:
a. KYyCHIIUTB»
b. «npHHATE MEpBD)
C. «BO3JIOKUTbY

d. «IIOBBICUTBY»

Bomnpoc 36

B kaxoit gyactu pacnopaanuTEIbHOTO JOKYMEHTA HCO6XO}II/IMO ImoMeuaThs MNEPEYCHb JOKYMECHTOB,
YTPAaTUBIINX CUJTY WJIH MOMJICIKAIIUX USMCHCHHUIO B CBA3U C U3JTAHUCM NAHHOI'O aKTa:

BriGepute OMH OTBET:
a. B IIOOOM ITyHKTE PaclopsAAUTENbHOM YacTH
b. B epBbIX MyHKTaX pacrnopsAUTeIbHON YacTh
C. B KOHCTaTUPYIOIIEH YacTH
d. B KoHIIE TEKCTA

Bompoc 37



B kakoit yacTu pacropsiuTeILHOTO TOKYMEHTa YKa3bIBaeTCsl HHYOPMAIIUS O TOM, KTO OCYIIECTBIISIET
KOHTPOJIb €70 MCIIOTHEHUSI:

Bribepute oquH OTBET:
a. B IEPBOM IMYHKTE PACIIOPAIUTEIHLHON YaCcTH
b. obopmisieTes oTAEIBHOM CTPOKOI MOCTE BCEX MYHKTOB
C. B TIOCJICZIHEM ITYHKTE PACTIOPSITUTEIHHON YacTh

d. B KOHCTaTUPYIOIIEH YacTh

[IpaxTrueckoe 3amanue 6 (3 cem)

1. Ucnione3ys marepuan Tembl 6 HacTosmero yaeOHOTo Kypea, 3anonauTe tabnuny «Knaccudukamum
TTUCEM»:

2. Ber kommepueckuii aupektop OO0 «AOCOMOTY» Mo MpoIake KOCMETHIECKON 1 aphroMepHOn
npoaykiuy. Bam HeoOXoauMo MpoBecTH pekiaMHyto kamnannio. OGopMuTe COOTBETCTBYIOIIEE TUCHMO
JUIS I€TIOBBIX NTAPTHEPOB.

Ne
KrnaccudukarmoHHbI TPU3HAK Pa3zHoBUIHOCTH HUCEM
/o

3. BBl COTpyIHUK, HAXOSIIMICS B KOMaHAUPOBKE. Bam cpouHO HYXHBI (pHHAHCOBBIE TOKYMEHTHI Balllei
(bUpMBI 17151 3aKIII0YEHUS] KOHTPaKTa ¢ eTepoyprckoii komnanueit «Hesay, 1 BBl IPOCHUTE 3aM. TUPEKTOpa
BBICJIATh BaM 3TH JOKyMEHTHl. O(OpMHUTE COOTBETCTBYIOIHIA JOKYMEHT.

Tect Kk pa3aeny 2 (2 Kypc)

Bompoc 1
Kaxoe cBo#CTBO /1€7I0BO# MEPENUCKH OTIMYAET €€ OT JPYTUX CHCTEM M ITOJICUCTEM TOKYMEHTAIIVH:
Bribepute oauH OTBET:

a. obecrieyrBaeT HHPOPMAIIMOHHBIA OOMEH ¢ IPUMEHEHUEM CPEJICTB CBSI3U

b. coyxwur myst mepegaun HHGOPMAITHH

C. SIBIIICTCSI HHCTPYMEHTOM MH(OPMAIIMOHHOTO 00OMEHA Ha Pa3IMYHbIX CTaIUAX BEIPA0OTKH, TPUHATHUS H
BBITIOTHEHHS YIIPABICHYECKIX PEIIeHUN

d. cyXuT A1t 3aKperuieHns: HHPOpMaIuu



Bompoc 2
Kaxue noxymentsr HEJIB3S oTHecTH K 1enoBoil mepenucke:
Bribepure oauH OTBET:

a. 9JIEKTPOHHOE MHCHMO

b. cimy:xeOHas 3amucka

C. TenedoHOrpaMma

d. cmyxebHOe THCHEMO

Bompoc 3
Ha kakue pa3HOBHIHOCTH ACTHUTCS JIEJIOBast EPEnrcKa 0 MECTY HaXOXKICHUs ajpecara:
BribepuTe oiuH OTBET:

a. BXOZSIIAs/MCXOAIIAst

b. BHyTpeHHss/MEK TyHAPOIHAS

C. coaepkanias HeoOXOJUMbIe CBeICHUs 00 aBTOpe/aHOHHUMHAs

d. opurnmansHas/muYHAS

Bomnpoc 4

Kaxoro Buja nemnoBoii mepenucKy Mo MmojaoKeHn o B uepapxuu ynpasienus HE cymectByerT:
Bribepute oguH OTBET:

a. IEepENrcKa C pyKOBOJICTBOM M COTPYAHUKaMU OpraHu3alyn

b. mepemmcka co CTOPOHHUMH OpraHU3AIUSAMHU

C. IEpENUCKa C BBIIECTOSIIMMU OpPraHU3alUsIMU

d. mepenucka ¢ MOJBETOMCTBCHHBIMU OPTraHU3aAIUIMHU

Bompoc 5

Kakoit ki1accudukamoOHHbIN MPU3HAK ITOJI0KEH B OCHOBY JCJICHHUS 1€JI0BOH MIEPENUCKU Ha OPHUIIHATIBHYIO
Y JINYHYIO:

Bribepute oquH OTBET:

a. 10 Ha3HAYCHUIO



b. mo MecTy HaxoxIeHMS axpeca
C. 1O TOJIO)KEHHIO B MEPAPXUH YIIPABJICHUS
d. 110 TIOJIOKEHHUIO B CHCTEME JIOKYMEHTO060pOTa

Bompoc 6

Kakast mepenucka OTHOCHTCS K TUYIHOM:
Bribepute oquH OTBET:
a. mepernucka Mex Iy pU3NIeCKUMHU | JTOJDKHOCTHBIMHE JINIIAMHU
b. mepenucka Mexk1y KOHKPETHBIMHA paOOTHHUKAMU BHYTPH OpTraHHU3aI[HH
C. TepenucKa MeXAY OAHUM JTOJDKHOCTHBIM JIUIIOM U IPYTHM JOJKHOCTHBIM JIUIIOM
d. mepenucka Mex1y GU3NUCCKUMU JHIIAMU BHE c()ephl X CITy:KeOHBIX (OQUIMATBHBIX) OTHOIICHHI

Bonpoc 7

Kakoit ximaccuukanmoHHbIN MPU3HAK MOJI0KEH B OCHOBY JIEICHUS ASITOBON MEPEMICKH Ha MEPETTNCKY
MOBONPOCaM MaTepUATbHO-TEXHUIECKOro o0ecredeHus], GUHAHCOB, CTPOUTENLCTBA, TPAHCTIOPTA,
KyJIETYpHOTO OOMeHa U T.A.:

Bribepute oiMH OTBET:
a. TI0 HA3HAYCHUIO
b. O MOJIOKEHUIO B HEpapXHH YIIPABICHUSI

C. IO OTHOIICHHUIO K ONPECICHHBIM chepaM JAeaTeIbHOCTH, BOIIPOCaM, CHCTEMaM YIPaBICHYECKOM
JIOKyMeHTaIuu (110 TeMaTHKe)

d. 1o MoNIOKEHHIO B CHCTEME JOKYMEHTO000pOTa

Bompoc 8

Ha kakue pa3HOBUIHOCTHU JAENATCS JIE€JIOBbIE MTUCHMA IO KOMIIO3UIIUU:
Bribepure oguH OTBET:

a. MTHUITMATHBHBIC U OTBETHBIC

b. TumoBbie U B IPOM3BOJIBHON (opme

C. IPOCTHIC U CIOXKHBIC

d. BXOZSIIIME U UCXOJIAIINES

Bompoc 9



Kaxkwue mucsMa Mo AmiChIBAOTCS IBYMSI JIMIIAMHU — PYKOBOJAUTEIEM OPraHU3aIiH M TIIABHBIM OyXTaITepOM:
BoiGepuTe OMH OTBET:

a. TapaHTUITHbIE TUCHMA

b. conmpoBoauTenbHbBIE MHCEMA

C. IUChMA-3arpocChl

d. pexiaMHbIe UCHEMa

Bompoc 10

KaKOMy MOHATHIO COOTBETCTBYCT CICAYIOIIAd XapaKTCPUCTUKA: «9T10 IOCJICA0BATCIIbHOCTD JIOTUYCCKHA
B3aMMOCBSI3aHHBIX CMBICIIOBBIX YacTeH n1uchbMma, 06’L€,HI/IHGHHBIX CIHUHCTBOM TCMBI».

Bribepute ouH OTBET:
d. KOMITIO3UIIM TEKCTa IIHChMa
b. BHyTpeHHss CTPYKTypa MHUCbMa
C. Gy1aHK mHChMa
d. TunoBo# GopmyIisip nuchmMa

Bomnpoc 11

Kakum 1okyMeHTOM Heo0X0auMo 0(hOpMHUTE BO M30ekKaHNE HApyIIEHUS HOpM TpymIoBOro Kojaekca
MUChbMEHHOE HATIOMHUHAHNE O HEOOXOAMMOCTH SBUTHCS ISl IOTYUYSHHS TPYAOBOI KHIDKKH YBOJICHHOMY
pabOTHUKY, HE TIOJIYYHBIIEMY €€:

BriGepute OMH OTBET:
a. 3aKa3HOE MUCHMO
b. bakcorpamma
€. SMS-coo0bmieHue
d. anexTpoHHOE COOOIIEHHE

Bompoc 12

Kakum BuioM 1okyMeHTa Brl HanpaBuTe B MOABEIOMCTBEHHBIC Opra—"HH3aI[MK CPOUHYIO HH(POPMAIIHIO O
MIOJIy4YEHHOM LITOPMOBOM NPEAYNT "PEKICHUU:

Bribepute oquH OTBET:
a. IeNIOBOE MUChMO, OTITPABIEHHOE IO (hakcy

b. Tenerpamma



C. 2JIEKTPOHHOE MTHCHMO
d. renedoHorpamma

Bompoc 13

[Moxnucats TeaehOHOrpaMMy, MOATOTOBICHHYO TS OTIIPABKH KOPPECIIOHACHTaM, HMEET MPaBo:
BeibepuTe oiMH OTBET:

a. 3aMeCTUTEIb PYKOBOAUTEISI OPraHU3aI[HH

b. paboTHHK MOAPa3ACTCHUS

C. PYKOBOJHMTE/b OPraHU3AIMHU HUITH YIOJIHOMOUYCHHOE UM JIHIIO

d. pyKOBOAUTEIb CTPYKTYPHOTO MOAPA3ICICHHUsI

Bomnpoc 14

[MoanuckiBaTh MUCHMO Ha OJIaHKE CTPYKTYPHOTO MOApa3AeICHUsI IMEET MPaBo:
BribepuTe oquH OTBET:

a. 3aMECTHTEIb PYKOBOJIUTEIISI OpPraHU3aluH

b. paboTHHK CTPYKTYPHOTO MMOAPA3AEIEHHUS, TOATOTOBUBIIHIA JOKYMEHT

C. PyKOBOJMTEIb MOPa3/IeICHUs

d. pyKOBOAMTEIb OpraHU3auK

Bompoc 15

HpI/I KaKOM CII0co0e JAOCTaBKHU €ro ajgpecary nucbMo 6y,Z[€T HUMCTb IOPU-IUYICCKYIO CUITY, €CIIU ITUCbMO
COJACPKUT 00513aTeJIbCTBO OIJIATUTH OKa3aHHbIE yCiyTHu:

Bribepure oMH OTBET:
a. MOYTOBAs CBS3b
b. renedonnas cBsi3b
C. DJICKTPOHHAS 110YTa
d. pakcumumibHas CBSI3b

Bompoc 16

IIpu oTnpaBke KaKoil pa3HOBUIHOCTH MACEMa MOXXHO OTPAaHUYIHUTHCA (DaKCUMUIBHOHN CBSI3BIO WITH
3NEKTPOHHOHN MOYTOH 0e3 JOCHUTKY KOPPECIIOHICHTY MOITHHHNKA:



Bribepute oquH OTBET:
a. MUChMa-3ampoca
b. pexmamuoro nmucema
C. MIChMa-3aKa3a
d. mrchMa-HATIOMHUHAHUS

Bormpoc 17

Ykaxure, Kakue LeJIH He MOTYT ObITh PEAIN30BaHbI IIPH O MOLIH JAEJIOBBIX ITHCEM:
BribepuTe oiuH OTBET:

a. oTIpaBKa aJpecaTry JOKYMEHTOB

b. urdopMupoBaHIe KOPPECTIOHICHTA

C. BEIHECEHHE B3bICKaHUsI PA0OTHUKY OpraHU3aluu

d. 0TKa3 B YJOBICTBOPCHUH MIPETCH3UH

Bomnpoc 18

Ecnu nuceMo IMMOATOTOBJICHO BEAYIIUM CIICHUAJIMCTOM OTAC/Ia TEXHUYICCKOMU MMOJACPIKKU OpraHu3alunu,
3aBU3HUPOBAHO PYKOBOAUTEICM OTACIA U TOAIINCAHO PYKOBOAUTECIIEM OpPraHu3alinuu, KOro CJICAyCT YKa3aThb
B KQ4C€CTBEC UCIIOJIHUTCIIA B COOTBCTCTBy}OHIeﬁ OTMECTKCE:

BeiOepuTe OIMH OTBET:
a. PyKOBOJIMTENISI OPraHU3aIiK
b. pykoBomuTens otaena
C. BEIYIIETO CIEHATNCTA
d. cexperapst pyKOBOIHTEIS

Bormpoc 19

Kak JAOJDKCH MMOCTYNHUTH UCIIOJTHUTCIIb, HO,I[FOTOBI/IBIHI/If/i ACJI0TBOC MMCbMO, €CJIM PYKOBOJUTCIIb OTACIA
IJIAaHUPOBAHUA, BU3a KOTOPOTO HGO6XOJII/IMa, HaXoAWUTCA B KOMaHANPOBKE:

Bribepure oMH OTBET:
a. mepeAaTh MUChMO Ha MOANKCH PyKOBOJIUTEIIO O€3 BU3HI
b. 3aBH3MpPOBATH MUCBEMO Y 3aMECTUTEINSI PYKOBOJMTEIS OT/Iea ITaHUPOBAHHS
C. 3aBU3HPOBATh IIHCHMO CAMOMY

d. JKOAaTh BO3BpALICHUA PYKOBOJUTCIIA OTACIIA TINTAHUPOBAHUA U3 KOMAaHAUPOBKU



Bompoc 20

Kaxoif pa3HOBHIHOCTBIO AETOBOTO MTUChMa MTOYTOBOE OTACIIEHHE COOOIINT TPaKJaHIHY, YTO Ha €T0 UMS
MOJIYYEHO [IEHHOE MUCHMO, U IPUTIACUT MOTYUUTH €T0:

BoiGepuTe OMH OTBET:
a. MMChMO-U3BEIICHUE
b. muceMo-npuramnienme
C. MUCHEMO-TIPOCKOa
d. muceMo-coo0IIeHIE

Bomnpoc 21

K xakoit pa3sHOBHJIHOCTH IIHCEM OTHOCHUTCS MHUCHMO CIIEAYIOIIETO COMCPKAHUS:

Coo0raemM, 9To opraHu3aIlys BCTpeUr aMepUKaHCKOH Jeneranun oT Komnaauu ""Peiimysit XepuTamx
Hetyspk" nopyueHa [upeKkTopy My3bl"KaJIbHOIO YUMIIHIIA TyXOBBIX HHCTpyMeHTOB I1./]. PomaHoBYy:

BribepuTe oguH OTBET:
a. MMChMO-0TKa3
b. urdopmanmonHOE TICEMO
C. MUCHMO-TIPEYIIPEKICHHE
d. mruceEMO-coo0IIeHNE

Bomnpoc 22

Yem nmuceMo-Tipeuiokenne (odepra) OTIHYaeTcs OT PeK JIaMHOTO MHChMa:
Bribepure oguH OTBET:
a. HaIpaBJa€TCA IPOAaBIIOM IMOTCHIUAJIBHBIM ITOKYIIATECIAM C IIPEIIIONKECHUEM TOBAPOB UJIN YCIYyT
b. He cBs3bIBaeT Mpo/aBIa 0053aTENLCTBOM POAATH TOBAP
C. CTUMYJIUPYET MHTEPEC K TOBApY U JKeJIaHHE ero MpruodpecTu
d. conep>KuT HaMepeHHe 3aKIFOYUTh CICIKY C YKa3aHHEM e KOHKPETHBIX YCIOBUI

Bompoc 23

K xakoi Pa3HOBUAHOCTHU MHUCEM OTHOCATCA NMHUCbMa, C IOMOIIBIO KOTOPBIX IMPOCAT BbICIATh O(l)I/ILII/IaJ'IBHLIC
CBCIACHUS NIU JOKYMCHTBI:

Bribepure oauH OTBET:



a. MACEMO-U3BELICHHUE
b. mrcemo-3aka3

C. MUCBMO-3aIIPOC

d. muceMo-tipock6a

Bormpoc 24

Kakoii pa3HOBUAHOCTH NUCbMa COOTBETCTBYET CIECAYIOIIMMI TEKCT:

B cBs13u ¢ mporneaypoit 6ankporcTBa npeanpustist OAO "MockoBc—Kuit KOHIUTEP" MPOCUM
NPEIOCTaBUTh JAaHHBIE O Pa3Mepe JOJIK IOCYy JIapCTBa B YCTABHOM KalMTaJIe HA3BAHHOTO HMPEAIIPUATHSL.

BribepuTe oquH OTBET:
a. MUCHMO-TIPEIOKEHHE
b. mucemo-3ampoc
C. MACHMO-TIPOCKOa
d. muceMo-coobIIeHIE

Bompoc 25

Onpez[eJmTe Pa3HOBUAHOCTD IMUCbMa, TCKCT KOTOPOI'O IIPUBEACH HUKC!:

IIpocum Bac paccMoTpeTs BO3MOXHOCTh TOCTABKU MAPTUH KOMITJIEK ~TYIOIINX [T EPCOHAIBHBIX
KOMITBIOTEPOB B NIepBOi Aekaze ssHBaps 2013 T. ¥ IpH MOJIOKHUTEIBHOM PELICHUH HallPaBUTh HaM 0QepTy.

BriOepuTe oiMH OTBET:
d. IMCbMO-HaIlOMUHaHNE
b. mucemo-3ampoc
C. MAUCHEMO-TIPE]IOKCHHE
d. mrceMo-TipockOa

Bormpoc 26

yKa)KI/ITe, KaKO€ MUCbMO CJICAYCT HAIPABUTh OPraHU3allluu ~-KOHTPArCHTY 10 AOTOBOPY, €CJIN 3Ta
opranu3anus HE OIUIaYUBACT BbI IIOJIHCHHBIC BaMU pa6OTI)II

BriGepuTe OMH OTBET:
a. MICHMO-COOOIIICHHE
b. mucemo-TpeboBanue

C. IUCbMO-HalIOMUHAaHUE



d. muceMo-TIpeTeH3 M

Bomnpoc 27

YkaxuTe, Kakoe MICbMO CIIeAYyeT HAllPABUTh OPTaHU3AUU-KOHTPAreHTy MO JJOTOBOPY, €CIIH IMOJTydeHa
MapTHUs TOBapa B HEHaJIe MKalllel YIIaKOBKE, YTO CKa3aJI0Ch Ha KAYECTBE TOBApa U MPUBEIIO K CHU »KEHUIO
LEHBI MPU €ro MPOoJIaxKe:

Beibepute o1MH OTBET:
a. MMCbMO-HAIIOMUHAHUE
b. muceMo-3anpoc
C. MUCBMO-TpeOOBaHHE
d. muceMo-TIpeTeH3us

Bomnpoc 28

yKa)KI/ITe, K Kakoit Pa3HOBUAHOCTHU MMHUCEM OTHOCUTCA NUCbMO CJIICAYIOIIETO COACPKaHUA:

18 ampenst 2013 r. B 11.30 MmecTHOrO Bpemenu JenapTaMeHT NpUPO—IONOIb30BAHUSI IPOBOIUT
CEJIEKTOPHOE COBELIAHUE 110 BOIIPOCY O CUTYallUU C JIECHBIMU II0;KapaMu U JIECOHAPYILEHUAMU Ha
tepputopun Poccuiic—koit denepanumn.

Bribepute oiMH OTBET:
a. MMCHMO-COO0IIeHNe
b. nucpMo-u3BenIeHe
C. IMCHMO-HAIIOMUHAHUE
d. muceMo-TIpHUrIIallIeHUE

Bormpoc 29

VKaxuTe Ha3BaHUE Pa3HOBUAHOCTH NMMCbMaA, IPHUBCACHHOI'O HUXKC!

IIpemmaraem cenpab UCTAHACKYIO B O0uKkax B kKoymdecTBe 1200 KT ¢ TOCTaBKOM B TEUCHUE aIlpelisi-uiOHS
2013 r. paBHBIMH NAPTHSIMHU.

Bribepure oMH OTBET:
a. MACEMO-U3BELICHHUE
b. nuceMo-nipemokeHue
C. MICHEMO-COO0IIIEHHUE

d. muceMo-Tipockba



Bompoc 30

K xaxoif pa3HOBHTHOCTH I "CEM OTHOCHTCS IMMCHMO TPaXkIaHWHA, B KOTOPOM OH 00paraeTcs B
OpTraHM3aIMIO ¢ IPOCHOOH MOATBEP IUTh CTaXX PA0OTHI B 3TOW OPraHU3AIINU:

BoiGepuTe OMH OTBET:
a. MMCHMO-3a1POC
b. mucemMo-TpeboBanue
C. MUCHEMO-TIPOCKOa
d. muceMo-coo0IIeHIE

Bomnpoc 31

Opranu3zanyst Moy4usia MUCbMO-TIPOCh0y CIEAYIONIETO COACPKAHMUS:

IIpocum Bac npenocTaBuTh MECTO ISl MPOXOKIACHUS MIPEAIUITIOM "HOM MPAKTUKU CTYACHTKE 5 Kypca
0ouHOM hopMbI 00yUeHHUS (haKyJIbTETa MEeIarornieckoro 00pa3oBaHus U CEPBUCHBIX TexHojorui ®IBOY
BIIO «MarHuToropckuii rocy 1apCTBEHHBIN YHUBEPCUTET), IO HAMIPABICHUIO «/OKyMeHTOBEIEHHE U
apxuBoBeneHue» Menpenesoit Aune Anapeesre ¢ 01 despas mo 28 mapra 2013 .

YkaxuTe, KaKol U3 BAPUAHTOB OTBETa OYyJeT OoJiee MPaBUIIbHBIM:
Bribepute oiMH OTBET:

a.
VBaxkaeMble KoJuieTH!

HNudopmupyem Bac o ToM, 4TO MBI pasibl IPEIOCTABUTE MECTO IS IIPOXOKACHUSATIPE ITUTLIIOMHON
npakTUKU Baieii crynentke MenBeneroit AHHe AHIpeeBHE B 0003HaueHHbIe Bamu cpoku.

b.

Coo0rmraeM, 4To Hallla OpraHU3aIKs TOTOBA MPEIOCTABUTH MECTO /ISl POXOKIACHUATIPE ITUTIIOMHON
NPaKTUKU CTYJCHTKE 5 Kypca ouHoi (opMbl 00yueHus paKyabTeTa neaarornieckoro oopasoBaHus u
cepsucHbIX TexHoNoruit ®I'BOY BIIO «MarHuToropckuii rocy1apcTBEHHbBIN YHHBEPCUTETY, O
HanpaBlieHHIO «J[okyMeHTOBeIeHHEe U apXHuBOBeAcHUe» MenseneBoit Aune AuapeeBHe ¢ 01 gespans mo
28 mapta 2013 r.

C.

Ha Bare nmuceMo ot ... Ne ... coo0IiiaeM, 4To rOTOBBI IPEJOCTABUTH MECTO IS

MIPOX 0K ICHUSATIPEUIUIITIOMHOM MPAKTUKHU CTYICHTKE 5 Kypca ouHOi (hOpMbI 00y4eHus dakybTeTa
MeIarorraeckoro o0pa3oBanmst u cepBUCHBIX TexHojornit @I'BOY BITO «Marauroropckuit
TOCY/IapCTBCHHBIN YHUBEPCUTETY, 110 HAMIPABJICHUIO «/[OKyMEHTOBEICHUE U aPXUBOBEIICHUCH
MengeneBoit Aune Auapeesre ¢ 01 deBpans mo 28 mapta 2013 1.

d.



Coo0mraeM, 9TO HaIlla OPraHu3aysl MPEIOCTABUT MECTO IS MTPOXOKICHUS TTPAKTHUKH VIS BaIIICH
CTYJEHTKH.

Bompoc 32

Kakoit pa3HOBHIHOCTH ITUChMa COOTBETCTBYET CIIEAYIOIIAs sI3bIKOBast (hopmyina: «Mul yBepeHsl, uto Bac
3aMHTEPECYET BBICOKOE Ka4eCTBO HAILCH MPOAYKIIHH. ..»:

Beibepute o1MH OTBET:
a. mpockba
b. pekmamMHOE MUCEMO
C. IpurianieHue
d. odepra (mpeamoxkeHme)

Bomnpoc 33

Kakoii pa3HOBHIHOCTH MMHChMa COOTBETCTBYET ciieytomiast si3pikoBasi hopmyna: «IIpocum cooOmuTh naty
npuesa Aeneranuu ot Bamel Gupmer...»

Bribepute oiMH OTBET:
a. nmpochba
b. mpurmnamnienue
C. HaTIOMUHAHKE
d. mrdopMaIMoOHHOE TUCHMO

Bomnpoc 34

Kaxoif pa3HOBHIHOCTH MHCbMa COOTBETCTBYET CieIyrommas s3pikoBasi popmyna: «lIpeacrapmusto Ha
YTBEPKJICHUE MTPOEKT ILJIAHA...»:

Bribepute ouH OTBET:
a. TpeJICTaBICHHE
b. odepra (mpemioxkenue)
C. mpocn0a
d. compoBOAMTENBEHOE TTMCEMO

Bompoc 35



Kaxoif pa3HOBHIHOCTH MHChMa COOTBETCTBYET CIeMyroImas sS3p1koBas popmyna: «K coxaneHuto, Mol He
MOJKEM IpUHATH Baire npeioxkeHue. .. »:

Bribepute oquH OTBET:
a. MMCHMO-TIPUTJIAIIEHHE
b. muceMo-oTBeT
C. MACHEMO-0TKA3
d. mucHEMO-M3BUHEHNE

Bomnpoc 36

YkaxuTe HanOosee «KeCTKUI» U HEYMECTHBII BapHaHT OTKa3a:

Bribepute ouH OTBET:
a. B cBa3u c... JenapTaMeHT He MOXKET COITIACUTBCS C BALUM IIPEIJIOKCHUEM
b. IIpuHsTH Ballle MPeUIOKEHHUE HE IPEICTABISIETCS BO3MOXHBIM B CBSI3H C ...
C. B cBs3u c ... Bawe mpeasioxkeHne HaMu He IPUHUMAETCs
d. B cBsi3u c ... Balle MpeyioKeHHE He MOXKET ObITh MPUHSITO

Bompoc 37

Kaxkoii BapuaHT IpeI0KeHUsI TOBAPOB U yCIyT 0o0Jiee MpHeMIIeM:
Bribepute oiMH OTBET:
a. Hamra ¢upma rorosa mocTaBuTh BaM Ka4eCTBEHHYIO U HEIOPOTYIO AJIEKTPOTEXHUYECKYIO IPOITYKINIO

b. HactositenpHO pekoMeHyeM Bam BocIonib30BaThCs yeiayraMu Haiield GUpMbl 10 MOCTaBKe
Ka4e€CTBEHHOU M HEIOPOrOX ANEKTPOTEXHUUECKOU MTPOTYyKIIUU

c. [Ipennaraem BOCIoONIb30BaThCS yCIIyraMH Hamei (YUpMBI IO IOCTaBKe Ka4eCTBEHHON W HEJOPOToif
3JIEKTPOTEXHUYECKON NPOAYKIIMH

d. [Ipemnaraem Bam Bocrionb30BaThCs yciryraMu Haniel (pUpMbI 1O MTOCTaBKE KaYeCTBEHHOM 1 HEAOPOTOii
3JIEKTPOTEXHUYECKON MPOAYKIIMH

Bompoc 38

Kakwue oOparieHusi yMeCTHO HCIIONb30BATh B KOMMEPYECKOM MPENIONKECHNH, PACCHUITAEMOM OOJIBIIIOMY
KOJIMYECTBY OpraHU3alMi — MOTCHUUAIBHBIX MOKyHaTelei TOBApOB WIH YCIYT:

Bribepure oauH OTBET:

a. YBaxkaemsble rocrmoza!



b. YBaxaemsle komtern!
C. YBaxkaemble rocroja mpeanpuauMaTenn!
d. MHoroyBaxaembie rocroja!

Bompoc 39

Bri6epute Hanboaee yMeCTHYIO OPMYITHPOBKY:
Bribepute oquH OTBET:
a. Mb1 panpl mpeanoXuTh BaM IpUHSTE ydacTHe B CEMUHApE ...
b. [Ipeanarato Bam npuHATH y4acTHe B CEMUHAPE ...
C. [Ipennaraem Bam npuHATH y4acTue B CEMUHAPE ...
d. Pazgpl npeasioxxuTh BaMm IPUHATH y4acTHe B CEMHHAPE ...

Bormpoc 40

VKaxure, Kakasi U3 3THKCTHBIX 3aKIIOUUTEIBHBIX (hpa3 OyIeT YMECTHON B TEKCTE JCIOBOTO MHChMa:
Bribepure oiiH OTBeT:

a. Hageemcst Ha 1M TENBbHOE TUIOI0TBOPHOE COTPYJHHYECTBO

b. Ouens pazabl okazats Bam ycayry

C. K coxanenuro, MbI [IO3/IHO TIOTYUYHIIM Balle MPEUIOKCHIE W HE CMOTIIA UM BOCIIOJIb30BATHCSI

d. K cuacteio, Halm ormaceHust 00 OCTaHOBKE IIOCTABOK 000PYI0BaHHs HE TIOTBEPIHIINChH

Bomnpoc 41

OHpe,I[CJ'II/ITC, CKOJIbBKO KOMITO3UIITMOHHBIX qacTel B CJICAYIOIICM IMUCHbME!:

[Ipu npoxiiaake KaHAIM3AUK U YCTPOICTBE KaHAIU3ALMOHHBIX Ka—"Mep 110 aapecy: yi. JloBxkeHKo,
cTpoeHue 15 Ha Kooab! OBIIM yCTa HOBJICHBI KPBIIIKH, HE COOTBETCTBYIOIIME pasMepy o0euaek, u,
HECMOTpsl Ha HEOTHOKPATHBIE YCTHBIE ¥ MMCbMEHHBIE OOpaIeH s K Ha4albHU Ky y4acTka Ne 4 ¢
NpOChOOW YCTPAHUTH OMYIIEHHbIE OTCTYIUICHHS OT TEXHUUYECKOH TOKYMEHTALMH, MEPHI JI0 CHX TIOp He
MPUHSTHI.

B cBs13u ¢ TeM, uTO npu Mpoe31e aBTOMAIINH IPOUCXOUT CABUT U IIE"PEBOPAYNBAHNE KPBIIIEK, OTKPBITHIC
KOJIOZIBI CO3/IAI0T YIPO3y KU3HU MEIIEX0I0B M MOTYT NMPUBECTH K HECYACTHBIM CITydasiM, Tpebyem
IPUTHATH CPOUHBIE MEPHI 10 YCTPAHEHUIO HEIOJIAa10K.

B npoTuBHOM Cilyuae Mbl HE HECEM OTBETCTBEHHOCTH 33 BO3MOJKHBIE ITOCIIEACTBUSL.
Bribepure oauH OTBET:

a. IBC



b. Tpu
C. 4eThIpe
d. ogna

Bompoc 42

Kakue nmuceMma sIBIISIFOTCS MHOTOACTICKTHBIMU:
Bribepute oquH OTBET:

a. MUCHbMa, aBTOPAMU KOTOPBIX SIBJISIOTCS] HECKOJIBKO JIULI, KAK0€ U3 KOTOPBIX BBICKA3bIBAET CBOIO TOUKY
3pEHMS Ha OTPa’KEHHBIM B IMCbME BOIPOC

b. xommueke IMUCEM, ABJIAIOMINXCA PEIYIIBTATOM IIEPECITUCKN ACJIOBBIX MMAPTHEPOB 110 OJHOMY WJIN
HECKOJILKUM BOIIpOCaM

C. IUCbMA, COCTOSILINE U3 TPEX MIIU YETHIPEX CMBICIIOBBIX YacTel (BCTYIUIEHHE, OCHOBHAs YacTh,
3aKIII0UeHHE, TIPEAYNPEKACHUE WIN 3aKIIOUUTEIbHBIE AITUKETHBIE (DOPMYJIbI)

d. IMUCbMa, MOCBANICHHBIE HECKOJIBKUM BOIIpOCaM

Bomnpoc 43

N3 Kakux KOMIIO3UIIMOHHBIX YaCTE€W COCTOUT MPUBEICHHBIA HIXKE TEKCT MUChMa!

B agmuHMCTpanum paifoHa B HACTOAIIEE BPEMS HCIIONIb3yeTcs Tpu aBToMoomia 1999 roxa Beimycka,
KOTOpbIE HECYT OOJIbIINE HATPY3KH B TPEOYIOT 3HAYUTENILHBIX 3aTPaT Ha TEKYIIUH PEMOHT, a JIBa U3 HUX
HYXX /IalOTCS B KallUTaJIbHOM PEMOHTE, 3aTpaThl HA KOTOPBIH COMOCTABUMBI CO CTOUMOCTBIO HOBOTO
aBTOMOOMJIS.

B cBs13u ¢ Tem, uTO City>keOHBIE 0053aHHOCTH Pa0OTHUKOB aIMUHUCT "PAIlUH CBSI3aHBI C MIOE3KAMU 110
TEPPUTOPHUH paiioHa, yOSTUTEIHLHO MTPOCUM BBIJCIUTh CPEICTBA HA MPHOOPETEHUE JBYX HOBBIX
cityeOHbIX apToMoOwMIIeH ""a3enp" s HyX/1 aIMUHUCTPALIUH.

Bribepure o1H OTBET:
a. BBeZieHHne, 000CHOBaHUE, 3aKITI0UCHHE
b. BBeieHue, 3aKiIr0OUCHUE
C. 00ocHOBaHUE, 3aKJIIOUECHUE

d. BBesieHne, 000CHOBaHME, 3AKIIIOUCHHUE, TIPEYIPEKICHNE

Bomnpoc 44

M3 KaKuX KOMITO3UITMOHHBIX YaCTEH COCTOUT HpI/IBeIIeHHHﬁ HMIKC TCKCT ITMChMa.:



B cootBercTBHHE ¢ pacniopspkeHueM DeepallbHOTO YIPABICHUS 110 JIe—JIaM O HECOCTOSATEILHOCTH
(6ankpotctse) oT 19 okTsa0pst 2004 1. No 75-P HampasiisieM Bam akThl ¢ KOMITTIEKTaMH JOKYMEHTOB 10
MPEPUATHSAM:

1. BocTpskoBckuii MsiconepepadaThIBarONIfii KOMOHHAT;
2. ®abpuka nerckoit urpymkn Ne 3.
BriOepuTe OfMH OTBET:

a. 000CHOBaHUE, 3aKITFOUYCHUC

b. BBemeHme 060cHOBaHIE

C. BBeJIcHHE, 000CHOBaHUE, 3aKITFOUCHHE

d. BBeieHME, 3aKITIOYEHHE

Bompoc 45
[Tponomkute BhIcKa3piBaHKe: « KOMITO3HINS TEKCTa MUCEMA — 3TO ... »!
BribepuTe oiuH OTBET:

a. MOCICA0BATCIBHOCTD JIOTHYCCKU B3aUMOCBSI3aHHBIX CMBICIIOBBIX qaCTeﬁ, O6’L€,Z[I/IH€HHI>IX CINHCTBOM
TECMBI

b. BHeNIHME MPU3HAKH, TIO3BOJISIOIINE BBICIUTh TEKCT U3 MacChl HH)OPMAIMH, Pa3MEIICHHON B
JIOKYMEHTE

C. pacCIioJIOKECHME PCKBU3UTOB JICJIOBOI'O IMChMa 1 DJIEMEHTOB TEKCTA HA Omanke

d. MMOCJICAOBATCIIbHOCTD PACIIOJIOKCHUA npezmomeHHﬁ B TCKCTC JOKYMCHTAa

Tecrt Kk Teme 2.3 (2 Kypc)
Bompoc 1
Kaxkoit Bug nokymenta HE otHOCHTCS K cucTemMe HHPOPMAIMOHHO-CITPAaBOYHON JOKYMEHTAIIUU:
Bribepure oguH OTBET:
a. crpaBka
b. mpemnoxenue
C. aKT
d. uHCTpYKIHS

Bompoc 2



Kaxoit Bug mokymenta HE oTHOCHTCS K crcTeMe HH(POPMAITMOHHO-CIIPABOYHOM TOKYMEHTAITHH:
BribepuTe ouH OTBET:

a. CITMCOK

b. cBoaKa

C. 3aK/II0UYEHUE

d. aBToOHOrpadus

Bompoc 3
Kakoti Bug nokymenta HE otHocHTCS K cucTeMe HH(POPMAIIMOHHO-CIIPABOYHON TOKYMEHTALIMH
Bribepute oiuH OTBET:

a. pe3roMe

b. nepeuenn

C. 3aKJIIOUYCHHEC

d. oT3BIB

Bomnpoc 4
Kakoti pa3HOBHUIHOCTH MH(DOPMAIIMOHHO-CIIpaBoYHOM JokymenTanuu HE cymectyer:
BribepuTe oguH OTBET:

a. OOBSCHUTEIbHAS 3aITUCKa

b. noxiagnas 3amucka

C. pa3bsSICHUTENIbHAS 3aIUCKa

d. mosicHuTENbHAS 3aITUCKA

Bomnpoc 5
Kakoii BHJT TOKyMEHTa OTHOCHTCS K CHCTEME HH(OPMAIIMOHHO-CITPABOYHOM JJOKYMEHTAIIH:
BriGepute OMH OTBET:

a. TIOJIOKEHUS

b. urCTpYKIIMN

C. JIOTOBOPBI

d. cmyxe6HBIe THCHMa



Bompoc 6
Kakum noxymeHTOM HE00XOAMMO 0(pOPMHUTH PE3yIbTATH PEBU3UH OT/IENIa MPOJaK OPTaHU3AIINN:
Bribepute oquH OTBET:

a. CIIpaBKO1

b. uH(bpOpMAIMOHHBIM TTHCEMOM

C. aKTOM

d. cBoakoi

Bonpoc 7
KakoBo MUHHMaJIBHOE KOJIMYECTBO JIHLI, IIOANNCHIBAIOIINX aKT:
Bribepute ouH OTBET:

d. YCThIPC

b. Tpu

C. IBa

d. onun

Bomnpoc 8

Kaxoii opran 1omKeH ObITh COCTaBUTEIEM aKTa, B KOTOPOM (PMKCHPYETCSI OTCYTCTBHE PAaOOTHUKA Ha
pabouem mecTe:

BriGepute 0MH OTBET:
a. Mpo()COO3HBIH KOMUTET
b. crrenmanapHO co3maHHast AMCITUILIHHAPHAS KOMUCCHS
C. TPY/IOBOH KOJIICKTHB

d. coser YHUBCPCUTCTA

Bomnpoc 9

Kro yTBepxkaaer akt:

Bribepute oquH OTBET:
a. cexperapb

b. PYKOBOAUTECIIb OpraHu3aluu



C. WICHBI KOMHUCCHUHU

d. mpescenaTens KOMUCCUH

Bompoc 10
Kakas maTa siBsieTCs 1aTo# aKTa:
BribepuTe ouH OTBET:

a. JaTa COCTaBJICHUS

b. mara coGBITHA

C. JaTa noanucaHus

d. nata yTBepKaeHUSA

Bomnpoc 11
Kakast yacTb SIBJISI€TCSI M3JIMIIHEH B TEKCTE aKTa:
BribepuTe oquH OTBET:

a. BBOJHAS

b. paciopsiurensHast

C. OCHOBHas (KOHCTaTHPYIOIas)

d. 3aximrounTensHas

Bomnpoc 12
Kakoe coneprxaHue BKIIOYaET OCHOBHAS YacTh TEKCTA aKTa!
BriOepuTe oOfiMH OTBET:

a. OCHOBaHHE JIJIsl COCTABIICHUS aKTa

b. cocras xomuccuu

C. IOATBEPIKICHHE YCTAHOBJIEHHOTO (haKTa MM COOBITHSI

d. mpucyTcTByIOIITE

Bompoc 13
Ha xaxoM u3 HH(GOPMAIMOHHO-CIIPABOYHBIX TOKYMEHTOB MOXKET OBITH OPOPMIICH TP yTBEPIKACHHUS:

Bribepute oquH OTBET:



a. crpaBKa
b. ciucok
C. aKT

d. ciyxeOHast 3amucka

Bompoc 14

Kakoe conep:xanvne HE BXoauT B cocTaB OCHOBHOM YacTH aKTa:

BribepuTe oquH OTBET:
a. JIOKYMEHTBI, Ha OCHOBAaHHH KOTOPBIX (DUKCUPOBAINCH YCTAHOBJICHHBIE (PAKTHI
b. nenu, 3amauu, CyIHOCTD, XapaKTep, METObI, CPOKH, PE3yIbTAThI MPOJICTIaHHON pabOThI
C. IOATBEPIKICHIE YCTAHOBIEHHOTO (DaKTa MIIH COOBITHS

d. mpeoxKeH s, PeKOMEHAAIMH, CIOCOOBI U CPOKH YCTPAHEHHSI BCKPBITHIX TIPH POBEPKE HEAOCTATKOB

Bompoc 15
Kaxkoe BrickassiBanue asisiercs HEBEPHBIM:
Bribepute oiMH OTBET:

a. [oamucu 4wieHOB KOMUCCHUHU PACIIONATAIOTCS B TOH e MOCIISIOBATEIBHOCTH, KaK U BO BBOJHOU YaCTH, C
yKa3aHUEM JIOJDKHOCTH

b. Akt cuuraercs IMPUHATBIM ITOCJIC €T0 MOANNCaHUA BCEMU YWICHAMU KOMUCCUHN UJIU BCEMU JIMIIAMU,
Y4aCTBOBABIINMHU B €TI0 COCTABJICHHUU

C. Akt IOAIHMCHIBAIOT BCC YJIICHBI KOMHUCCHH

d. JTuro, nMeroIee 3aMeYatus 1Mo COMEPKAHNIO aKTa, He UIMEET MpaBa He MOIIHCHIBATE JOKYMEHT, OHO
M3JIaraeT CBOe€ 0c000e MHEHHE JTHOO Ha 000POTHOM CTOPOHE MOCIICTHETO JIFCTA aKTa, TU00 Ha OTIACITHFHOM
JUCTE

Bormpoc 16
Kaxkoe BrickaspiBanue gsinsercss HEBEPHBIM:
Bribepute oguH OTBET:

a. Bce nunia, ynmoMsiHyTHIE B aKTe, 0COOCHHO Te, K pab0Te KOTOPHIX BBICKA3aHbI 3aMEYaHUS, JOJDKHBI OBITH
03HAKOMJICHBI C €r0 COICPKAaHUEM IO PACTIUCKY

b. ITocne YTBCPKACHUA PCKOMCHAATCIIbHAA YaCTh aKTa HpI/IO6p€TaGT pacrnopaauTCIIbHYIO CUITY U
00s13aTeNbHA K HCIOJHECHHIO



C. Bce nmucThI akTa, KpoMe MepBOTO U MIOCIIETHETO, U MIPIIIOKEHUH K HEMY Ha 000POTHOM CTOpPOHE
3aBEPAIOT MOJITUCSIMHE TPEICeAaTeNs i WIEHOB KOMHUCCUHU

d. AT cunraercs IIPUHATBIM ITIOCJIC €T0 IMOAIINCAHUA ITPEACENATETIEM KOMHUCCHUHN

Bompoc 17
Kakas pasHOBHIHOCTB 3aIHCOK oopMiIsieTcsl Ha OJJaHKe OpraHU3alum:
Bribepute oquH OTBET:

a. BHEIIHSS TOKJIA/IHAS 3aMrcKa

b. BHyTpeHHss JOKIIaIHAs 3aIHCKa

C. cimyxeOHas 3armcka

d. oOBsIcHUTENLHAS 3aKMCKa

Bompoc 18

Kakoii Buj 3anucku 00s13aTeTbHO PETUCTPUPYETCS:
Bribepute oiMH OTBET:

a. BHCIIHSAA JOKJIaJaHAas 3alucKa

b. oOBsicHuTEeTbHAS 3aMTUCKa

C. BHYTPCHHAA NOKJIaAHas 3alliMCKa

d. cmyxebHast 3armucKa

Bomnpoc 19
Ha xakue pa3HOBUIHOCTH JICNSATCS JOKJIa{HBIE 3aIMCKH 110 XapaKTepy COACpIKaHMs U Ha3HAYCHUS:
Bribepure oMH OTBET:

a. MHUIMATHBHBIC, NH)OPMAIIHOHHBIE U OTYCTHBIE

b. BHyTpeHHHUE U BHEIIHHE

C. oduIHANIbHBIC U JINYHBIC

d. Pa3bACHUTCIIBHBIC U OIIPaBAATCIILHBIC

Bompoc 20
Kakas mara siBasgeTcs qaToil TOKIJIaIHOM 3aIliCKH:

Bribepure oauH OTBET:



a. 1aTa COCTaBICHHUS
b. nara perucrpauuu
C. 1aTa TO/MHCaHHs

d. mara yTBepxKaCHHS

Bompoc 21

Kaxoif pa3HOBHIHOCTH TOKJITHBIX 3aIIICOK COOTBETCTBYET CIEAYIOMIAs XapaKTepPUCTHKA: «ITH
JTOKJIaJTHBIC 3aITUCKU COCTABIIIOTCSA C IICIBI0 TOOYIUTH aJipecaTa MPUHATh ONPEICIICHHOS PEIICHHE,
MO3TOMY B TEKCTE HE TOJBKO U3JAraroTcsl Kakue-To (akThl, HO U COAEPIKATCS KOHKPETHBIE MTPETOKECHHUS,
PEKOMEHAIUU WIIA BEIBOIBDY.

BribepuTe oguH OTBET:
a. OTYETHEIE
b. noscuuTenbHbIE
C. UHHULIMATUBHEIC

d. uapOpMamOHHAS

Bomnpoc 22

Kakoit Pa3HOBUAHOCTHU JOKJIAAHBIX 3aITMCOK COOTBCTCTBYCT CIICAYIOIIAA XapaKTCPpUCTHKA! «OtH
JOKJIaJHBIC 3allMCKU COCTABJIAIOTCA PETYIAPHO U COACPKAT I/IH(I)OpMaHI/IIO O JC€TaIAX UJIKM METOAax
BBITTOJTHCHU S pa6OTLI)>.

Bribepute oiMH OTBET:
a. MHUIIMATHBHBIC
b. nadpopmanmonnas
C. OTYETHBIE

d. mosicHUTENTbHBIE

Bompoc 23

Kaxkoit pa3HOBHIHOCTH JTOKJIAIHBIX 3aIMCOK COOTBETCTBYET CIICIYIOIIAS XapaKTePUCTHKA: «DTH
JTOKJIaJTHBIE 3aITUCKU MH(POPMHUPYIOT O 3aBEPIICHUN Pa0OTHI, €€ 3Tara, BRINOTHEHUN YKa3aHHIA,
pacTOpsHKEHUM U T.11.).

Bribepure oauH OTBET:
a. nHpOpPMaLIUOHHAS

b. mogcuaurensHbBIE



C. ”THUIIMAaTHBHBIC

d. oTueTHbIE

Bompoc 24
Kakoil TOKyMeHT MOAMUCHIBAECTCS] PYKOBOJUTEIEM CTPYKTYPHOTO MOIPA3IEICHHS:
Bribepure oauH OTBET:

a. crpaBKa

b. mpukas

C. aKT

d. cmyxebHast 3armucka

Bompoc 25
Kakast pa3HOBHIHOCTB 3aITHCOK HE COJCPIKUT BBIBOJIOB M MTPEIIOKEHHIA:
BribepuTe oquH OTBET:

a. MHUIMATHBHAS JOKJIAIHAS 3aIHCKa

b. cnyxebmas 3amucka

C. TMYHas 3aMucKa

d. oOBsicHUTENBHAS 3aMHCKA

Bomnpoc 26
Ha xakvie pa3HOBHUIHOCTH MTOAPA3JEISIOTCS 00BICHUTENBHBIE 3AIHCKH 110 COACPIKAHUIO:
Bribepute oguH OTBET:

a. pyKOITUCHBIE/MAIIIMHOIIMCHBIC

b. BHyTpeHHME/BHEITHIIE

C. MHUIIUATHBHBIE/ HH()OPMAIIMOHHBIE/ OTYECTHBIC

d. 3anmcky — IMPUJIOKCHHUS K OCHOBHOMY JOKYMCHTY, JOIOJHAIOMIUC U TOSICHAOIIHNEC ero/ 3aIllMCKH,
COCTaBJIICMBIC pa60THI/IKaMI/I JJIsL OOBSICHECHHUS MX MNOCTYIIKOB UJIN CIIOKHBIIICHCS CUTyaluun

Bompoc 27

B xakom JOKYMCHTC B KOHII€ TCKCTa YKa3bIBACTCA KOJIMYCCTBO COCTABJICHHBIX OK3C€MILIAAPOB U UX
MECTOHAXO0XKICHUC.



Bribepute oquH OTBET:
a. cimyeOHas 3armcka
b. cripaBka
C. aKT

d. cBoaka

Bompoc 28

Kakomy BuIly JOKyMEHTa COOTBETCTBYET CIEAYIOLINN TEKCT:

23.09.20013 B 9.00 Ha 3aHATHSIX IO TOKYMEHTATHOHHOMY O0ECIICUECHHUIO YIPaBJICHHS IPUCYTCTBOBAIIO 2
CTYZIEHTA U3 COCTaBa IPYIIHBI 25 YeIOBEK, B pe3yJIbTaTe Yero 3aHsATHS MPUIIIOCH OTMEHHTB.

JoueHT xadeapsl JOKYMEHTOBEICHHS
25.09.2013
IToamuce

N.B. lllenens

Bribepute oiMH OTBET:
a. JIOKJIa{Hasl 3aIHucKa
b. nosicuuTenbHas 3anucka
C. OOBsICHUTEIbHAS 3aIHCKa
d. cmyxebHast 3armucka
Bormpoc 29

Kakomy Buy HHPOPMAaIIMOHHO-CIIPAaBOYHON TOKYMEHTAIIUH COOTBETCTBYET CIEAYIOIIEE ONpeaAeIeHuUE:
«9t10 hopMa BHYTpEHHEH JETOBOI MEPEMUCKH MEXY IT0/Ipa3/IelICHUsIMHA OPTaHU3AINN HITH
JOJDKHOCTHBIMHM JIMLAMH, HE HAXOSIIUMHUCS B IIPSIMOM IO TYMHEHHUID).

Bribepure o1H OTBET:
a. OT3BIB
b. akr
C. ciry>keOHas 3aIucKa

d. moxyamHas 3anucka



Bompoc 30

Kakomy Buy HHPOPMAaIIMOHHO-CIIPaBOYHON TOKYMEHTAI[UH COOTBETCTBYET CIEAYIOIIEE ONpeAeICHHUE:
«2TO JOKYMEHT, COJIEePKAIIi ONMCaHNUE U MOATBEP)KICHNE T€X WM UHBIX (PAKTOB, COOBITHH MiIn
SBJICHUH, a TAKXKE YAOCTOBEPSIOMINI KaKOH-THOO0 IOPHINUECKUI (HaKT».

Bribepute oquH OTBET:
a. 0OBsICHUTENbHAS 3aITHCKa
b. cnpaBka
C. CBOJIKA

d. akT

Bormpoc 31

Kakomy Buy HHGOPMALIMOHHO-CIIPABOYHON TOKYMEHTALMH COOTBETCTBYET CIEAYIOLIEE OIpeeIeHHE:
«2TO JOKYMEHT, COCTABJICHHBIH JJII IOJTBEPIKICHUS YCTAHOBIICHHBIX (DAKTOB, COOBITHIA, ICHCTBUNY.

BribepuTe oquH OTBET:
a. aKT
b. cpaBka
C. MUCHMO-TIOJITBEPIKICHNE
d. mpoTokoI
Bonpoc 32

Kakomy By H”HPOPMAITHOHHO-CIIPABOYHON TOKYMEHTAI[UA COOTBETCTBYET CIEAYIOIIEe ONpeaeIeHuE:
«2TO JOKYMEHT, COJIEp KA1 epeUnCIICHHE JIUL, TPEIMETOB, 0OBEKTOB B ONPEACIICHHOM IOPSIKE,
COCTaBJICHHBIH B 1eJIsIX HHOOPMUPOBAHNUS WITH PETUCTPALIUNY.

BriGepute OMH OTBET:
a. CBOJIKa
b. nepeuenn
C. cripaBKa
d. cincox
Bompoc 33

Kakomy Buay nHOOPMAaIIMOHHO-CIIPABOYHON JOKYMEHTAILIMH COOTBETCTBYET CIICIYIOIIEE ONpeIeICHHUE:
«39TO TOKYMEHT, COACPIKaIii MHECHHIE, BBIBOJBI OpraHNU3aIlinH, KOMACCHUU WM CIICIIHAJIICTA TI0
KaKOMY-TH00 IOKYMEHTY WJIM BOIIPOCY».

Bribepure oauH OTBET:

a. IOKJIaaHas 3aIncKa



b. cBonKa

C. 3aKIII0UYEHUE

d. o136IB
Bompoc 34

Kakomy Buy HHPOPMAIIMOHHO-CIIPaBOYHON TOKYMEHTAIIUH COOTBETCTBYET CIEAYIOIIEE ONpeaAeICHHUE:
«2TO JOKYMEHT, COJEp KAl MHEHNE OpraHu3alliy WK CTICLUAJIICTA 110 TIOBOAY KaKoH-Tn0o0 padoThl,
MOCTYNMBIIEH Ha paCCMOTPEHHE.

Bribepute oquH OTBET:
a. TOKJIaHAas 3amrcKa
b. cBozKa
C. OT3bIB
d. 3axmroucHME
Bompoc 35
Kakomy Buny nHGOpPMAIOHHO-CIIPaBOYHON TOKYMEHTAIIUA COOTBETCTBYET CIEAYIOMINN TEKCT:

®denepabHOE yIIPaBICHUE TIO JellaM 0 HECOCTOATENBHOCTH (0aHKPOTCTBE) HA OCHOBAHHH
npeIcTaBIeHHBIX TYTypiIbIKCKUM IIeMEHTHBIM 3aB0ojioM (OpeHOyprckast 005acTb, moc. TyrypibIk, yiI.
LenTpanpHas, a.1) JOKYMEHTOB OyXTalTepCKOi OTYETHOCTH 10 cocTostHuIo Ha 30.04.2013:

- Oyxranrepckuii 6ananc (hopma 1);
- OTYeT O PUOBLISX U yObITKAX (popma 2)

Y MPOBEJCHHOTO aHajn3a (GUHAHCOBOTO COCTOSIHUS MPEINPUATHS, YCTAHOBHIIO, UYTO JJAHHOE MPEIIPUATHE
SIBJIICTCS HETLJIATEIKECIIOCOOHBIM U MMEIOIIMM HEYIOBICTBOPUTEIBHYIO CTPYKTYpY OaslaHca
(IpennpusATHEM-IOIKHAKOM).

OcHoBaHue:
k03 pUIIUEHT TeKyIel TUKBUIHOCTH 10 Oanancy npeanpustus =18%;

k03 pueHT 0OecneueHHOCTH COOCTBEHHBIMUA OOOPOTHBIMU CPEACTBAMH 1O OaaHCy NPEATIPUATHS =
8%;

ko3 pument BoccranoBneHus no danancy npeanpuarus =10%.

PykoBoautens CrenaHoB IL.J. CrenanoB
Bribepute oquH OTBET:

a. OT3bIB

b. cnpaBka

C. CBOJIKA



d. 3axmoyeHune

Tema 2.4

IIpakTuyeckoe 3aganue 8 (2 Kypc)

1. Be1 xoTHTE YcTpOouThCs AenonpousBoauteneM. CoctaBbTe i cebs pestoMe.

Tecrt Kk Teme 2.4 (2 Kypc)

Bompoc 1

W3 mepeunciieHHbIX HIKE BHIOB IOKYMEHTOB BHIOEPUTE HOPMAaTHUBHBIN IPABOBOM aKT, SBIISFOIIANACS
OCHOBHBIM B PETYJIMPOBaHHU TPYAOBBIX MPABOOTHOLICHUH paboTonares (TocyaapcTBEHHOM
OpraHm3aIy, COOCTBEHHUKA MIPEINPHUATHS) U PaOOTHHKA:

BribepuTe oiuH OTBET:
a. Amp60M (opM MEPBUIHON YIETHOW JOKYMEHTAIMU IO TPYAOBBIM OTHOIICHHUSIM
b. TpymoBoii 1orosop
. Tpynosoii kojiekc PO

d. TpynoBoe cornarieHue

Bomnpoc 2

Kakum JOKYMCHTOM JOJUKHBI PYKOBOACTBOBATLCA ACTIONPOU3ZBOAUTEIN TPHU JOKYMCHTUPOBAHUHU 3TAIlIOB
TPYAOBOI'O LIUKJIAa — OT IMpUeMa Ha pa60Ty HOBOT'O COTpYAHUKA 10 €T0 YBOJbHCHUA:

Bribepure o1H OTBET:
a. O0mepoccuiicknii Kimaccu(puKaTop yrpaBIeHIeCKON JOKYMEHTAUU

b.TOCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctreMa opraHu3aliiOHHO-PaCIOPSIUTEILHOIM
JOKyMeHTaluu. TpeGoBaHus K 0OPMIICHUIO IOKYMEHTOB)Y

C. Anb60oM yHH(UIMPOBAHHBIX (POPM IIEPBUUHON YUETHOH JOKYMEHTALIUH 0 YUETy TpyZa U ero OIarhl,
yTBepkieHHbIM locTanoBnenuem I'ockomcrata Poccun

d. TocymapcTBeHHAs CHCTEMA JTOKYMEHTAIMOHHOTO obectieueHus yrpasieHus. OCHOBHBIE TIOJIOKEHHS.
O061ue TpeOOBaHus K JOKYMEHTaM U CITy:K0aM JOKY-MEHTAlIMOHHOI'O 00CeCIIeUSHUS

Bompoc 3

Kaxkoit cucteme noKyMeHTAIIMU COOTBETCTBYET CIACAYIONIAsS XapaKTEPUCTUKA: «ITO COBOKYITHOCTh
B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KOTOPBIX 3a(MKCHPOBAHBI 3TAIbl TPYAOBOH JEATEIFHOCTH PA0OOTHHKA,
pacyeToB MO OIIATE TPYAay.



Bribepute oquH OTBET:
a. epBUYHAs y4eTHast OyXxrauTepcKkasi JOKYMEeHTaIHs
b. nokymeHTanus O TMIYHOMY COCTaBY
C. OpraHU3alMOHHO-IIPAaBOBAs JOKYMEHTALNs
d. pactiopsauTenpHas TOKyMEHTAIHs
Bompoc 4
Kaxue QpyHknnm He CBOMCTBEHHBI MEPBUYHON YI€THOW JOKYMEHTAIUY IO TMIHOMY COCTaBY:
BribepuTe oquH OTBET:
a. YUCT UCIIOJTHCHHBIX U HCUCITOJIHCHHBIX TOKYMCHTOB
b. ydeT pacueToB ¢ epcoHaIOM I10 OILIaTe TPyaa
C. y4eT KaJpoB
d. yuer ucnosb30BaHus pabOYero BpeMeHH

Bomnpoc 5

B kakwnx opranmanmsx moxetr HE BecTrch kanpoBasi TOKyMeHTAIUS:
Bribepute oiMH OTBET:

a. B aKIIMOHEPHBIX 00IIeCTBaxX

b. B HEKOMMEPYECKUX OpraHU3aIHsIX

C. B Ka3€HHBIX TOCYIaPCTBEHHBIX YUPEKACHUIX

d. KagpoBasi IOKyMEHTAIHsl BEISTCSl BO BCEX OPraHU3alUsIX HE3aBUCUMO OT UX
OpraHU3alMOHHO-TIPABOBOM (POPMEI

Bompoc 6

Kaxoii jokymeHT sBnsieTcs 0043aTeTbHBIM NPY JOKYMEHTHPOBAHUHU TPYIOBBIX OTHOIICHUH MEXTY
pabOTHUKOM U pabOTOIaTEIEM:

Bribepure o1H OTBET:
a. PeXUM Tpyaa
b. nomKHOCTHASE HHCTPYKIHS
C. KOJJICKTUBHBIN JIOTOBOD
d. TpymoBast KHIDKKA
Bomnpoc 7

Ha xakoit MakCUMaITbHBIN CPOK MOXET OBITh 3aKIFOYCH CPOYHBIN TPYI0BOI JTOTOBOP:



Bribepute oquH OTBET:

a. He OoJee Tpex JeT

b. He Oosee rona

C. He OoJiee mecsATH JeT

d. He OoJee mATH JIeT

Bompoc 8

Kakoil nokymMeHT TpeOyeT BU3bl 03HAaKOMJICHUS paOOTHUKA C JOKYMEHTOM:
BribepuTe oquH OTBET:

a. KOMaHJPOBOYHOE yJOCTOBEPEHHUE

b. yueTHast nmuuHast KapTouka

C. IpUKa3 o MpreMe Ha paboTy

d. TpynoBoit qorosop

Bormpoc 9

Ha xakux paboraukoB HE 3aBopuTcs mnaHast kKapTodka:
Bribepure oguH OTBET:

a. 3aBOJIUTCS Ha BCEX PaOOTHUKOB MPEANpUsATHS 0€3 NCKITI0YEeHHUS
b. Ha pabOTHUKOB, MIPUHSATHIX HA PAOOTY IO COBMECTHUTEIILCTBY
C. Ha paOOTHUKOB, IPUHSITHIX HA BPEMEHHYIO padoTy

d. Ha paOOTHHKOB, MPUHSATHIX HA OCTOSHHYIO paboTy
Bomnpoc 10

Kakoii TokyMeHT cocTaBisieTcs B IBYX SK3EMILIPax:
Bribepure oguH OTBET:

d. y4eTHasi JINYHAs. KapTOUKa

b. mpuka3s 06 yBosabHEHHN

C. TPyZIOBasi KHMKKa

d. TpynoBoii 1oroBop

Bompoc 11

Kto odopmiser ydeTHble TUUHbIE KAPTOUYKU:

Bribepure oauH OTBET:

a. pabOTHHK



b. pykoBomUTENb CTPYKTYPHOTO MOAPA3ICICHHUS
C. 3aMECTHTEIb PYKOBOIUTEIIS OpraHU3auu
d. paGoTHHK O Kaapam

Bompoc 12

Kakoli JoKyMEHT SIBISICTCS OCHOBHBIM JJOKYMEHTOM O TPYAOBOH JISATEIILHOCTH U O TPYIOBOM CTaXe
paboTHHKA:

Bribepute oquH OTBET:

a. yueTHas JINYHAs! KapTO4Ka

b. meHcHoHHOE yIOCTOBEpEHHE

C. CTPaxoBOE CBUICTEIHCTBO FOCYAAPCTBEHHOT'O IEHCHOHHOTO CTPAXOBaHUS

d. TpyoBasi KHHXKKa
Bompoc 13

CKOJIBKO TPYIOBBIX KHIDKEK MOJKET UMETh PAOOTHHUK COTJIACHO TPYJOBOMY 3aKOHOAATEIHCTRY:
BribepuTe oquH OTBET:

a. KOJIMYECTBO TPYJOBBIX KHIDKEK OMpPEAEISIETCS KOMMYECTBOM OpPraHU3alri, B KOTOPHIX Ha JIAHHBIH
MOMEHT 0OpMIIEH paOOTHHUK

b. He Gonee ABYX
C. He OoJee nATH
d. omny
Bomnpoc 14
Kakwne BUIBI AUCIUTITMHAPHBIX B3BICKAHHUI BITUCHIBAIOTCS B TPYAOBYIO KHHUKKY:
Bribepure o1H OTBET:
a. yBOJIbHEHHE
b. Bce BUIbI AMCIMIUIMHAPHBIX B3ICKAHHUH BITUCHIBAIOTCS B TPYIOBYIO KHIKKY
C. CTPOTHiA BBINOBOP
d. B3BICKaHUsI B TPY/IOBYIO KHM)KKY HE 3aITHCHIBAIOTCS
Bompoc 15
B kaxom ciydae BO3MOXKEH IIpUEM Ha paboTy 0€3 TPpylOBON KHUKKU:
Bribepute oquH OTBET:

a. Ipu nprueMe Ha pa60Ty JijI, JOCTUTHIUX COBCPUICHHOJICTHUSA, HO SBJIAOIINUXCA CTYACHTAMHU U
y4yaluiuMucCs

b. Ipu IMpueMe Ha pa60Ty JIMI 0e3 OMPEACICHHOI'0 MECTA KUTCIbCTBA



C. 0e3 TpyIOBOW KHIDKKH MPHEM Ha padoTy He JOMyCKaeTCs
d. mpu nprieMe Ha pabOTY JHUII, HE JOCTHUTIINX COBEPIICHHOICTHS
Bompoc 16

Kaxkoii TOKyMEHT He BXOAUT B KOMIUIEKT JJOKYMEHTOB O KOMaHANPOBAHUH C KOJOBBIM 0003HAYCHUEM
¢dopmer T:

Bribepute oquH OTBET:

a. mpuKa3 (pacopspKeHre) O HalpaBIeHWH OTASIFHOTO pabOTHHKA WITH TPYTIIEI pAOOTHHKOB B
KOMaHIPOBKY

b. KoMaHAUPOBOYHOE YIOCTOBEpEHUE PAOOTHHKA

C. ciry>keOHOE 3aJ]aHre C OTYETOM O €TO BBHIIOJIHEHHN

d. aBaHCOBBIif OTYET
Bonpoc 17

Kaxkoii TOKyMEeHT SBIISICTCS] M3HIIHUM PU 0(POPMIICHHH OTITyCKa:
BribepuTe oiuH OTBET:

a. 3aIMCKa-pacyueT O MPEeIOCTABICHUH OTITyCKa PAOOTHHUKY

b. TpymoBoii torosop

C. mpuKa3 (pacropspKeHHe) o0 MPEAOCTaBICHUH OTITYCKa

d. rpaduk oTIyckoB
Bomnpoc 18

Kaxkoii TOKyMEHT Helb3s1 OTHECTH K JINYHBIM JJOKyMEHTaM:
Bribepute oiMH OTBET:

a. aBTrobnorpadus

b. pestome

C. XapaKTeprCTUKa

d. mruHas KapToUKa
Bompoc 19

Kakomy moxymMeHTY 1o IMYHOMY COCTaBY COOTBETCTBYET oTpaxkeHue Cienyromas XxapakKTepucTUKa:
«TeKCT ATOro JOKYMEHTa COCTOMT U3 JABYX YacCTEH: BBOAHOM, IJI€ YKa3bIBAIOTCS (paMUIIHs, UMS, OTYECTBO,
TOJl pOXKJICHHSI, 00pa3oBaHKe, JOJDKHOCTD, CTPYKTYPHOE MoApaszieNieHie, CTaX padoThl Ha MPEIPHUITHH;
OCHOBHOW 4acCTH, TJIC YKa3bIBAIOTCS JICTIOBBIC KaUueCTBa, OTHOIICHUE K paboTe, MpodecCHoHaIbHBIN POCT,
HaJM4Ke Harpas, NOOLIPEHNUN, OTHOLICHUS C COTPYAHUKAMM.

Bribepure oauH OTBET:

d. XapakTepHUCTHKA



b. cripaBka ¢ mecta paboTsI
C. IPEJICTABJICHHE HA TIOOIIPEHUEC
d. aBrobmorpagus

Bompoc 20

Kakomy BuIy JOKyMEHTa COOTBETCTBYET CIEAYIOIIAsl XapaKTEPUCTHKA: «ITO OpHLIMAILHOE OOpalleHe
yuta (WA HECKOJIBKHX JIUIT) B yUPEKICHHUE WIH K JODKHOCTHOMY JIHITY
KOHCTaTHPYIOIE-X0JaTaliCTBYIOIIETO XapaKkTepa B LENAX pealn3aliu ero (MX) MpaBa Wi 3aKOHHOTO
WHTEpecay.

Beibepute o1MH OTBET:
a. MUCbMO-TIpoch0a
b. muceMo-3anpoc
C. IOKJIajIHAasl 3aInCcKa
d. 3asiBiIeHUE

Bomnpoc 21

Kakas si3pik0Bast popMyina yMecTHa B 3asIBIICHUH:
BribepuTe oiMH OTBET:

a. «apoury Barrero cornacus Ha...»

b. «Becbma yoenutensHo Bac mporry»

C. «B MO€H Mpoch0e MpoITy He 0TKA3aTh...»

d. «3apaHee MpU3HATEIICH)

Bompoc 22

Ha xakoM Buji€ JTMUYHBIX JTOKYMEHTOB 0(OpMIISICTCS ajpecar:
BriGepute OMH OTBET:

a. pe3rome

b. moBepentocTh

C. 3asiBJICHUE

d. xapakTepucTiuka

Bompoc 23



KakoMy mOKyMEHTY COOTBETCTBYET CIICAYIOMIAs XapaKTePUCTHUKA: «ITO MICHbMEHHOE ITOTHOMOYHE,
BbIIaBa€MO€ OJTHUM JIHIIOM (YIpEKICHUEM) IPYTroMy JIUITY JJIs IPEACTaBUTEIbCTBA TIEpe]] TPEThHM
JIALIOM.

BoiGepuTe OMH OTBET:
a. cripaBKa
b. sasBerHue
C. pacmucka
d. moBepeHHOCTH

Bompoc 24

Kakolt 1oKkyMeHT sBJsieTCcs JOKYMEHTOM IO JUYHOMY COCTaBY, COJEp KallliM OMMCaHUE XapaKTEePHBIX U
OTIMYMTENBHBIX YePT U Ka4eCTB paO0OTHUKA M OTPAKAIOIINI MHEHUE aJMHUHUCTPALIAN O HEM:

BribepuTe oiuH OTBET:
a. ouorpadus
b. or3bIB
C. pereH3us
d. xapakrepucTuka

Bomnpoc 25

Kaxoit MaxcMManbHBIN CPOK IEUCTBHS MOXKET OBITH YKa3aH B JOBEPEHHOCTH:
BribepuTe oguH OTBET:

a. He OoJee roja

b. ne 6omee aBYX J€ET

C. "He OoJiee Tpex JeT

d. He Gonee msATH JET

Bompoc 26

B TeueHne kakoro cpoka JOBEPEHHOCTH COXPAHSIET CHIIY CO JTHS BBIJAYH, €CIIH CPOK €€ JICHCTBHSI B CAaMOM
JIOBEPEHHOCTH HE yKa3aH:

Bribepute oquH OTBET:
a. B TCYCHHE TIOIYTo/Ia

b. B Teuenne TPEX JICT



C. B T€YEHHE OHOTO roja
d. Takasi JOBEpEHHOCTb SBIISICTCS OECCPOUHOI

Bompoc 27

Kakast moBepeHHOCTDH TpeOyeT HOTapHaIbHOTO YAOCTOBEPEHHUS:
Bribepure oauH OTBET:

a. Ha MoJry4yeHre 3apaboTHON IIaThI

b. Ha mosyueHue BKIaga B OaHKe

C. Ha pacHoOpsKEHUE UMYIIECTBOM

d. Ha mony4eHHe ICHEKHON U TIOCBUIOYHOM KOPPECIIOHICHIIUH

Bomnpoc 28

B KaKkOM cnyqae yqpexcneHHe UMECT HpaBO YI[OCTOBCPHTB I[OBCpeHHOCTb Ha HOHy‘ICHI/IC JCHEXHOI'O
BKJIaJa B OaHKe:

Bribepute oiMH OTBET:

a. €CJIM JOBEPUTEIIb HAXOJUTCS Ha CTAllMOHAPHOM H3JICUCHHH, HO SIBIISICTCS paGOTHI/IKOM JaHHOI'O
YUPCKIACHUA, U JIMITO, KOTOPOMY OH JJOBEPSCT, TAKIKE ABJIACTCA pa6OTHI/IKOM JaHHOI'O YUPCIKIACHUA

b. eciiu noBepuTens He SBISETCSI PAOOTHUKOM JIAHHOTO YUPEXKICHUSI, a JIUI0, KOTOPOMY OH JIOBEpSIET,
ABJISIeTCSl pAOOTHUKAMHU JAHHOTO YUPEXKICHHS

C. €CJIM IOBEPUTECIIb U JINIO, KOTOPOMY OH JOBEPSECT, SIBJIAIOTCS I'paK1aHaMU POCCI/II/I, XOTs U HC ABJIIAIOTCA
pa6OTHI/IKaMI/I JAHHOT'O YUPCIKACHU

d. eciu 1oBepUTEIND SABIISCTCS PAOOTHUKOM JIAHHOTO YUPEKICHHUS, & JIIIO0, KOTOPOMY OH JIOBEPSIET, HE
ABJIsIETCSl pAOOTHUKOM JAHHOTO YUPEXKICHHUS

UTOTI'OBBII KOHTPOJIb 2 KYPC

Koutpoasnas padora (1 kypc)

1. BbI pyKOBOAUTENH SKOHOMHUYECKOTO OT/Iea. BaM HE00X0IMMO TPOMH(POPMHUPOBATE PYKOBOIHTEIS
OpraHM3aIfy O TOM, YTO 3aM. oT/ena Mo AXY He BBITOIHSAET MPEANUCAHUS 110 00SCIICYSHHIO paboInx
MECT PUHTEPaMHU, HHTEPHETOM U B KAOMHETE Balllero OT/IeNa He MPOBeIeH KOCMETUIECKUI PEMOHT.
Odopmute cOOTBETCTBYIOLIHNA JOKYMEHT.

2. Bu1 ono3ganu Ha paboTy Ha 2 yaca. PykoBoscTBo norpeboBaio ot Bac o0wsacaennii. Odbopmure
COOTBETCTBYIOIIUH JOKYMEHT.

3. OTpenakTupyiTe TEKCTHI CIEAYIOMUX JOKyMeHTOB. CocTaBbTe MX NMPAaBUILHBIN BapHUaHT.



Bonpocs! k 3auety 1 Kype

1. [lonsaTue cucremsl foKyMeHTanuu. Mcropuueckoe pa3BUTHE CUCTEM TOKYMEHTALMH.

2. OcHoBHBIE PYHKIIMOHAIFHBIE CHCTEMBI JOKyMeHTannu B Poccuiickoit deneparum.

3. Crannaptuzaiys 1 yHU(UKausa JOKYMEHTOB. Y HU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTALIUH.
4. Knaccudukaropsl Jo0KyMEeHTHPOBaHHON HH(OpMALIKH.

5. OpranuzammonHo-pactopsautenbras gokymenTtaius. OK 011-93 «O6mepoccuiickmii

KJIACCU(UKATOP YIPABICHUECKON JOKYMEHTAIIMW» U OTPAKCHUE B HEM YHU(DHUIIMPOBAHHOMW CUCTEMBI
OpTraHM3aIMOHHO-PACTIOPSAUTEIHHON TOKYMEHTAIHH.

6. Tunel JOKYMEHTOB, MX K1acCU(UKALINH.

7. JIOKyMEHT Kak cucTeMa. BHEIIHsS U BHYTPEHHSIS CTPYKTYpa JOKYMEHTa: 001Iast XapaKTepUCTHKA.
8. Opuanueckas cuna nokymenTta. HopmatuBHo-MeToamdeckas 6a3a opopmiieHns: JOKyMEHTOB.

9. CTpyKTypa ynpaBJIeHYECKOro JOKyMEHTa. PeKBH3UT u hopMyIisip JOKyMEHTa, HX Pa3BUTHE.

10. Dopmynsip-o0paser OpraHn3alioHHO-PACTIOPSAUTENBHOTO JOKYMEHTA: 00IIast XapaKTepUCTHKA.
11. TpebGoBanus Kk OJIaHKaM OPTaHU3AMOHHO-PACTIOPSIAUTENBHBIX JOKYMEHTOB.

12. TpebGoBanusa kK 0POPMIIEHUIO PEKBH3UTOB 3aI0JIOBOYHOM YacTH

OpraHU3aIMOHHO-PACTIOPSANTENBHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

13. TpebGoBanus K 0POPMIIEHUIO PEKBU3UTOB COJIEPIKATENHFHOM YacTH
OpraHU3aIlMOHHO-PACTIOPSANTENBHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

14. TpebGoBanus K 0POPMIIEHUIO PEKBU3UTOB O(POPMIIIONIEH YacTH
OpraHU3aIMOHHO-PACTIOPSANTENBHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

15. Texuudyeckue TpeOOBaHMS K 0()OPMIICHUIO PEKBU3UTOB OpraHU3al[MOHHO-PACTIOPSTUTEIbHBIX
JIOKYMEHTOB.
16. Opraam3amoOHHO-PACTIOPSAUTEbHAS TOKYMEHTAITUS: OOIITNE CBEACHIS.

Bomnpocsi k 3auery 3 cemecTp 2 Kypc

1. Opranu3anroHHO-TIPaBOBas JOKYMEHTAIM: OOII1e CBEICHUS.

2. CocraBnenne U 0()opMIIEHHE OCHOBHBIX BHJIOB YUPEIUTEIBHBIX TOKYMEHTOB.

3. CocraBrnenne u oQGOpMIICHHE TMOJOKEHHA, INTATHOTO PACIUCAHHSA, TIPABUII
BHYTPEHHET0 TPYIOBOTO  paclopsaka, WHCTPYKIWH, aJIMHUHUCTPATUBHOTO
periiaMeHTa.

4. PacnopsauTenbHas TOKyMEHTalUs: 00I1as XapaKTepUCTHKA.

5. CocraBnenne u 0(OpMIICHHE PACTIOPSIUTENBHBIX JOKYMEHTOB, M3/1aBaMbIX Ha
NPUHIUIAX eIUHOHAYAIHS.

6. CocraBnenne U O(OpMIIEHHE PACIOPAIUTEIBHBIX JOKYMEHTOB, W3/1aBaeéMbIX Ha
NPUHIHUIAX KOJUIETHaIbHOCTH.

7. CocraBnenue u oGpopMiIeHHE TPOTOKOJIOB.



10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

JlenoBas mepenucka: oOuIre CBelCHUA, KiacCU(pUKALUS, POJIb B YIIPaBICHYECKOM
NeSITebHOCTH, (YHKINU. 3aKOHOAATEIBHOE PETYINPOBAHUE I€TIOBOM MEPETUCKU.
CpenctBa CBSI3M, HUCHOJNb3yeMble Ui JIOCTaBKH JIEJIOBOM KOPPECHOHJCHIINU.
TpeboBaHMs K TOKyMEHTaM, IIepe1aBaeMbIM 110 KaHAJIaM 3JIEKTPOCBS3H.

OO6mmue TpeGoBaHMsI K COCTaBICHHUIO B 0(hOPMIICHHIO JIETOBBIX mruceM. Kommno3umws
TEKCTa, SI3bIK, CTUJIb, 3TUKET JIeJIOBOTO MHUCHhMA.

TpeGoBanus K 1€JI0BBIM UChMaM, CBSI3aHHBIM C pacCIpOCTpaHEeHHEM HHGOpMAIUH.
TpeGoBanus K [1€70BBIM MUCbMaM, CBS3aHHBIM C OOpAIICHUSMH 1O BBITOJIHEHUIO
TeX WM UHBIX JEHCTBUM WU OKa3aHHUIO yCIYT.

TpeboBaHMs K MHUCbMaM-OTBETaM.

TpeboBaHus K MHChMaM MPETEH3UOHHOTO XapaKTepa.

TpeboBaHMs K IEIIOBBIM MUChMaM, CBS3aHHBIM C BBIPAKCHHEM BHUMAHHUS M Y4aCTHSI.
TpeboBaHMs K pEeKOMEHAATEIBHBIM TUCHMAaM.

TpeGoBanust K COMPOBOAUTEIHHBIM MTUCHEMaM.

TpeboBanus K OPOPMIICHUIO AKTOB.

TpeGoBanust kK 0HOPMIICHUIO JOKIATHOMN, CITYy>KeOHON U 00BICHUTENBHOM 3aIHCOK.
TpeboBanus K 0OPMIICHUIO CIIPABOK.

TpeboBanwust K 0HOPMIICHUIO CBOJIOK, 3aKIFOUSHUI, OT3HIBOB.

TpeboBanust K 0(OPMIICHHUIO IEPEYHEH, CITHCKOB.

TpeGoBaHMs K IEPBUYHON YYETHOM JOKYMEHTAIUH 10 INYHOMY COCTaBY.
TpeboBaHus K YaCTHBIM (JINYHBIM) JJOKYMEHTaM.

HTorosblii TecT 3a 2 pazaen

Bompoc 1

Kro odopmiisieT yueTHbIE THUHBIE KAPTOUYKH:

BribepuTe oguH OTBET:

a. pabOTHHK IO Kaapam

b. pyKoBOAUTEIIb CTPYKTYPHOTO MOpa3IeICHHs

C. 3aMCECTHUTECJIb PYKOBOJUTEIISI OpraHru3alun

d. paboTHHK

Bompoc 2

CoracHo CTaHAAPTU3NPOBAHHOMY OIPCACIICHUIO, BUA MNCbMCHHOI'O JOKYMCHTA — 3TO!

Bribepure oguH OTBET:

a. oUIHATIbHBIN JOKYMEHT, CO3IaHHBIA B TUCBMEHHOM BH/IC

b. HaumeHOBaHKE TOKyMeHTa, 0()OPMIICHHOTO 10 YCTAHOBICHHBIM MPaBHIaM MAITUHOHUCHBIM CIIOCOOOM

C. IpMHAJIC)KHOCTh MMCbMECHHOT'O JOKYMEHTA K CUCTEME JJOKYMCHTAIMU 1O IIPpU3HAKaM COACPKaHUA U

CJICBOIo HA3HAYCHUA



d. pa3HOBHIHOCTh TOKYMEHTA, UCIIOJHEHHOTO IpadUueCKUMHU 3HaKaMi — OyKBaMH, IE(pamMH,
neporiaudpamMu

Bompoc 3
CornacHo CTaHIapPTU3UPOBAHHOMY OIIPEICICHHI0, yHH(DHUIIMPOBaHHAs (hopMa TOKYMEHTa — 3TO:
Bribepute oquH OTBET:

a. MHpOpMAITHS, 3alTUCaHHAas HA Pa3INIHBIX HOCHTENSAX MO YCTAHOBJICHHBIM TpaBHIIaM

b. COBOKYITHOCTH PCKBU3UTOB, YCTAHOBJICHHBLIX B COOTBETCTBHUU C PCIIACMBIMU B JaHHOM ccbepe
ACATCIIBHOCTHU 3aJa4aMU U PACIIOJIOKEHHBIX B OINPEACIICHHOM IOPAAKE HA HOCUTEIIC I/IH(I)OpMaI_II/II/I

C. HaOOp PEeKBU3UTOB O(UIIMATHLHOTO MMCHMEHHOTO IOKYMEHTA, PACTIONIOKEHHBIX B ONPEIeIEHHON
MOCJIEIOBATENBHOCTH

d. Habop PEeKBU3UTOB, HACHTUDHUIUPYIOUIMX aBTOPa OPUIIHATBHOTO MMCBMEHHOTO IOKYMEHTA

Bomnpoc 4
VYHupuKanus J0KyMeHTOB — 3TO:
Bribepute oiMH OTBET:
a. MPUMEHEHUE TaOJIHIl U aHKET
b. onpenenenue nmopsiaka opOPMIICHHS TOKYMEHTOB
C. CBeJICHUE K MUHIMYMY pa3HO0Opa3us BUI0B U GOpM JOKYMEHTOB

d. pa3paboTka «mabioHay TOKyMEHTa

Bompoc 5

CorracHO CTaHIapTU3UPOBAHHOMY OTIPEIEIICHHIO, OPTaHU3AIIIOHHO-PACTIOPSIAUTEIBHBIN TOKYMEHT —
3TO:

Bribepure oguH OTBET:

a. IOKYMEHT, CO3JIaHHBIH IOPUIUYECKUM WITH QU3NYECKIM JIUIIOM, OOPMIICHHBIN U YIOCTOBEPEHHBIN B
YCTAHOBJIEHHOM TOPAIKE U HCIIOJIb3YEMBIN B TEKYIIEH NEATENIBHOCTH OPraHNU3aluu

b. B MMCEMEHHOTO JIOKYMEHTA, OTPAKAIOIINHA JOKYMEHTHPOBAHUE
OpraHU3allMOHHO-PACIIOPAANTENBHOMN IEATEIBHOCTH OPraHOB, OPraHU3alil U JOJKHOCTHBIX JINIT

C. BUJ] TUCHBMEHHOTO JIOKYMEHTa, B KOTOPOM (DUKCUPYIOT pEllIeHUe aJMUHUCTPATUBHBIX U
OpTraHU3aIMOHHBIX BOIIPOCOB, a TAKIKE BOIMPOCOB YITPABIICHUS, B3aUMOCHCTBHS, O0CCIICUCHSI U
PETYINPOBaHUS AEATEIHHOCTH OPTraHOB BIACTH, YIPEKACHUH, IPEAMPUITHN, OPraHU3AINH, UX
MOApa3ACTACHUN U TOKHOCTHBIX JIUIT

d. mepBUYHBIN, MUHUMAJILHBIH JIEMEHT CHCTEMBI OPraHU3aHOHHO-PACTIOPSAUTEIBHON TOKYMEHTAITHH



Bompoc 6

Kaxkue noncucremsl HE BXoAsT B cucTeMy OpraHM3alluOHHO-PACHOPSIUTENIBHON JOKYMEHTALIUN:
Bribepute oquH OTBET:

a. OpraHU3aIMOHHO-TIPABOBAsI IOKYMEHTAITUS

b. mnanoBast JokyMeHTaIHs

C. pacTopsIAUTENbHAS JOKYMEHTAIUS

d. nHpOpMALIMOHHO-CIIPABOYHASL TOKYMEHTALHS

Bonpoc 7

B xakom koj0BoM 0003HaueHnn yHU(DHUIHpoBaHHOH hopMbl mokymeHTa 05080819, cormacao OKY /I,
BEPHO OTpaKeHbI IU(POBBIC MPU3HAKH KIaCCU(PUKAIINN:

BribepuTe oquH OTBET:

a. 19 — KOHTPOJIBHOE YUCIIO, KOTOPOE BBOJIUTCS BO M30€kKaHHME OMTHMOOK IMPU CYUTHIBAHUH U HCIIONB3YETCS
IPH [IPOBEPKE 3aIHCH KOJa

b. 80 — moxkmnacc Gpopmsl, T.e. OOIIHOCTH COIEPIKAHUSI MHOXKECTBA (POPM TIOKYMEHTOB U HAMPABICHHOCTh
UX HUCIOJIb30BaHUS

¢. 050 — xmacc hopMel, T.e. IPUHAIICKHOCTh YHUPHUIIMPOBAHHON (POPMBI JIOKYMEHTA K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHOMN CUCTEME JOKYMEHTAIIMU

d. 081 — peructpatMoHHbIN HOMEP YHH(DUIIMPOBAHHON (HOPMBI JOKyMEHTa BHYTPH ITOIKIIacca

Bompoc 8
Ha xaxue THITBI TOJIPpa3/IENIOTCS JOKYMEHTBI TI0 IIPOUCXOKICHUIO:
Bribepure oguH OTBET:

a. BXOZSIINE/ UCXOASINE/BHY TPEHHHE

b. nanMBHYaTBHBIE/ TpadhapeTHBIC/ THITOBbIC

C. TM4HbIe/ OPHULINATIEHBIE

d. obmenocTynHbie/ KOHGUACHIHATBHBIS/ CEKPETHBIC

Bompoc 9

Kaxoii TOKyMEeHT SBIISIETCS OCHOBHBIM JIOKYMEHTOM O TPYJOBOH IEATEIBHOCTH U O TPYJOBOM CTaXe
paboTHHUKA:



Bribepute oquH OTBET:
a. CTPax0BOE CBHCTEIHCTBO TOCYAaPCTBEHHOTIO MMEHCHOHHOTO CTPAXOBaHMUS
b. yuetHast muuHast KapToUuKa
C. TpyIOBasi KHMXKKA

d. meHcuoHHOE YAOCTOBECPECHUEC

Bompoc 10

Ha kakue THITBI TOAPA3IEISIOTCS JOKYMEHTHI IO CIIOCO0Y M3JT0KEHHS:

BribepuTe oiuH OTBET:
a. MUChMa/TenierpaMMBbl/ TeJeOoHOrpaMMBbl/ TEJIEKChI/ (haKcorpaMMBbl/ HIEKTPOHHBIE COOOIICHHS
b. nanmuBHuayansHbIe/ TpadapeTHbIE/ TUIIOBBIC
C. MOJTUHHUKY/ KOTIUHU/ JTyOTUKATHI

d. obmeocTynubie/ KOHGUACHIIHATBHBIE/ CEKPETHBIC

Bomnpoc 11
[To xakoMy MPHU3HAKY JTOKYMEHTHI MOPA3IEIISIOTCS Ha MOJIMHHUKY (OPUTHHAIBI)/ KOTMK/ TyOIUKATHI:
Bribepute oiMH OTBET:

a. o ¢opme MpeacTaBICHUS

b. no chepe nesirenbHOCTH

C. 1o croco0y nepeaadu

d. mo crenenu NOJJINMHHOCTH

Bompoc 12
CornacHo CTaHIAPTU3UPOBAHHOMY OIIPEEICHUIO, CUCTEMA TOKYMEHTAIUH — 3TO:
Bribepure oguH OTBET:
a. COBOKYITHOCTb JIOKYMEHTOB, 00Pa3yIOIIUXCs B IESATEIBHOCTH IOPUANIECKOTO WIH (PU3UUECKOTO JINIA

b. KOMITIEKCHI IOKYMEHTOB, OTPaXKAIOIIHe POU3BOICTBEHHBIC, yIIPaBICHUECKHE, (DUHAHCOBBIC
MPOLIECCH IPEATNPUATHH, OPraHU3ALNN, YIPEKISHUI

C. cucTeMa HOPMAaTHUBHBIX aKTOB, PErJIaMEHTHPYIOUIMX TOKYMEHTUPOBAHUE €S TEIbHOCTU U
JOKYMEHTO000POT NPEANPUATHI Pa3IMUHBIX OpPraHU3aOHHO-TIPABOBBIX (hopM

d. COBOKYITHOCTH JOKYMCHTOB, B3AUMOCBA3aHHBIX 11O IPHU3HAKAM IIPOUCXOKACHHNSA, HA3HAYCHHWA, BU/IA,
C(l)epI)I JACATCIBHOCTH, CAUHBIX TpC6OBaHI/II71 K UX O(l)OpMJ'IeHI/I}O



Bompoc 13
Kakvie BU/IbI TUCIUTITUHAPHBIX B3ICKAHUI BITUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
Bribepute oquH OTBET:

a. B3bICKaHUS B TPYJIOBYIO KHI)KKY HE 3alMCHIBAIOTCS

b. yBonbHeHHE

C. CTPOTHIA BHITOBOD

d. Bce BUABI JUCHUTIUIMHAPHBIX B3BICKaHHUI BIIMCHIBAIOTCS B TPYAOBYIO KHHXKKY

Bomnpoc 14

Kaxkoii 1oKyMeHT He BXOJIUT B KOMILIEKT JOKYMEHTOB O KOMaHIMPOBAaHUHU C KOJJOBBIM 0003HaUCHHEM
¢dopmer T:

BribepuTe oquH OTBET:
a. KOMaHIMPOBOYHOE YIOCTOBEpPEHHE paOOTHHKA

b. mpukas (pactopskeHre) 0 HalpaBJIeHUH OTSIFHOT0 paOOTHHKA WM IPYIITEI PAOOTHUKOB B
KOMaHJUPOBKY

C. ciry)xeOHOE 3aJjaHne ¢ OTYETOM O €TO BHIMTOIHEHUN
d. aBaHCOBBIN OTYET
Bompoc 15

Ha kakue rpynmsl qessitest opuiranbHble JOKYMEHTHI 110 cepe NeaTenbHOCTH (110 QyHKIMOHATBHOMY
MIPHU3HAKY):

Bribepute oguH OTBET:
a. yHu(UIMPOBaHHbBIE/HEYHU(PUTIIPOBAHHBIE
b. yHKIFIOHATEHBIE/OTPACIEBEIE
C. oduMansHbIe/HeOPUIHATHHBIE

d. ynpaBieH4YecKue/ TeXHUIECKUE

Bormpoc 16
Kaxkoif TOKyMEHT HeJb3s OTHECTH K TUYHBIM JJOKYMEHTAM:
Bribepute oquH OTBET:

a. XapaKTeprCcTUKa

b. pestome



C. JM4YHas KapTO4dKa

d. aBToOHOTrpadus

Bompoc 17
CornacHo CTaHIapPTU3UPOBAHHOMY OIPEICICHHIO, YHU(DUIIMPOBAHHAS CHCTEMA JIOKYMEHTAIUH — 3TO:
BribepuTe ouH OTBET:

d. COBOKYIIHOCTb JOKYMCHTOB, B3AaUMOCBS3aHHBIX 110 IIPU3HAKAM IPOMCXO0KACHHUA, HA3HAYCHHU, BU/A,
C(bepI)I JACATCIBHOCTH, CAUHBIX Tpe60BaHHI>i K UX O(bOpMJ'ICHI/IIO

b. cucTema 1oKyMeHTAIMH, COCTaBICHUE H ODOPMIICHHE KOTOPOH PEriIaMeHTHPOBAHO HOPMATHBHBIMU
aKTaMu

C. cucTeMa JJOKYMEHTAIIMH, CO3/IaHHas 110 €IMHBIM ITPAaBUIaM U TPEOOBAHHUSM, COACpKAIIAsT
UHGOPMAITUIO, HEOOXOIUMYIO IS YIIPABJICHUS B ONIPEACICHHON cepe NeaTeIbHOCTH

d. cucrema JOKYMEHTALUH, MMEIOIIast SAUHbIA (POPMYIISp

Bompoc 18

Kakum JOKYMCHTOM JIOJIKHBI PYKOBOACTBOBATHCA ACJIOIIPOU3IBOANTEIN ITPU JOKYMCHTUPOBAHUHN 3TAIlIOB
TPYAOBOI'O LIUKJIa — OT IIpUeMa Ha pa60Ty HOBOT'O COTpYAHUKA N0 €TO0 YBOJIbHCHUA:

Bribepute oiMH OTBET:

a. ocymapcTBeHHast cUCTeMa JIOKYMEHTAITMOHHOTO obectieueHus ynpapieHus. OCHOBHBIC MTOJOXKCHUSI.
OO6mue TpeboBaHUs K JOKYMEHTaM U CITy)K0aM JTOKY-MEHTAIIMOHHOTO 00eCTIeUeHUS

b.TOCT P T'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctrema opraHu3aliiOHHO-PaCOPSIUTEIbHOI
JnokyMmeHTanuu. TpeGoBaHHs K 0OPMIICHHIO IOKYMEHTOBY

C. Ab60M yHU(UIIMPOBAHHBIX (OPM IIEPBUYHON YUETHOH JOKYMEHTAIIUH 110 YUETy TpyJa U ero OIiaThl,
yrBepxkaeHHbIM [locTanoBnennem I'ockomcraTta Poccun

d. Obmepoccuiickuii KilacCU(PHUKATOP YIPaBICHYECKOH JOKYMEHTALUH

Bompoc 19
Kakas si3p1Kk0Bast popMyiia yMecTHa B 3asBJICHUU:
Bribepure oMH OTBET:

a. «B MOel pochOe MPOoITy HE OTKA3aTh...»

b. «3apanee npusHaTeneH»

C. «BecbMa yOeauTensHO Bac mporry»

d. «apomry Bamrero coriacus Ha...»



Bormpoc 20

Kakwue 3neMeHTHI SIBISIOTCS CaMBIMU KPYITHBIMY CTPYKTYPHBIMH 2JIEMEHTAMU JIOKYMEHTA KaK CUCTEMBI:
Bribepute oquH OTBET:

a. comepkanue u hpopma

b. 3aronoBouHas1, conepkarenbHas ¥ 0QpOPMIISIOINIAs YaCTH

C. PCKBHU3HTEHI

d. ciyxebHoe 1 pabouee TmoJie TOKyMEHTa

Bomnpoc 21
[Iponomxure onpeaenenue: GopMyssip JOKYMEHTa 3TO - ...
Bribepute ouH OTBET:

a. Habop pPeKBU3UTOB O(UIIMATHLHOTO MMCHMEHHOTO IOKYMEHTA, PACTIONIOKEHHBIX B OTIPEIeIEHHON
MOCJIEIOBATENBHOCTH

b. Habop pekBU3UTOB, HAECHTH(OUITUPYIONIHNX aBTOPA OPHUIIMATBHOTO TUCHEMEHHOTO JOKYMEHTA

C. 3ahuKkCcUpOBaHHAS HA MaTEpPUAILHOM HOCHTENE HHQOPMAIHS C PEKBU3UTAMH, MTO3BOJISIONINMH €€
UICHTUQHUIINPOBATD

d. BHyTpeHHss hopMa JOKYMEHTa, OTIPEACIIAIONIas CTPYKTYPY TEKCTA M €T0 SI3BIKOBBIE 0COOEHHOCTH

Bomnpoc 22
[Tponomxure onpezneneHue: O1aHK JOKyMEHTa — 3TO ...
Bribepure o1H OTBET:

a. MOJe/Ib ITIOCTPOCHMS JOKYMEHTA, YCTaHABJIMBAIOILIAs o0macTh MIPpUMCHCHHA, (bOpMaTLI, pa3sMEpbI noneﬁ,
Tpe6OBaHI/I$I K IMOCTPOCHUIO KOHCTPYKHHOHHOﬁ CCTKU U OCHOBHBIC PEKBU3UTHI

b. Tumosas MOJCJb, CoACpKallasd COBOKYIIHOCTb 00s13aTENbHBIX PCKBU3UTOB, CBOICTBEHHBIX JAOKYMCHTaM
}/HI/I(l)I/II_II/IpOBaHHOI\/II CHCTCMBI OpFaHI/ISaHI/IOHHO-paCHOpHHHTeHLHOﬁ JOKYMCHTAIMX U PACIIOJIONKEHHBIX
OMpEACIICHHBIM 06pa30M

C. HabOp PEKBU3UTOB O(PHUIIMATBHOTO MICEMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B OMIPEIEIICHHON
MIOCJIEIOBATENIBHOCTH

d. Habop PEKBU3UTOB, HACHTUDHUIIUPYIONIUX aBTOpa OPUIIHATEHOTO MHCBMEHHOTO TOKYMEHTa

Bompoc 23

Kaxkoe kongoBoe o603HaueHue Ha nokymente HE upentuduimpyer asropa:



Bribepute oquH OTBET:
a. O'PH
b. MHH/KIIIT
c. OKY]]

d. OKIIO

Bompoc 24

Kaxkoii 3 nmepeurciIeHHbIX PEKBH3UTOB HE OTHOCUTCS K PEKBH3UTAM YAOCTOBEPEHHSI:
BribepuTe oiuH OTBET:

a. OTTUCK II€YaTHu

b. rpud yreepxacHus

C. rpud coriacoBaHus

d. monnuce

Bomnpoc 25

Ha xakoM BHJIe TUUHBIX JOKYMEHTOB 0(hopMIIseTCst apecar:
Bribepute oiMH OTBET:

a. XapaKTepHCTHKA

b. noBepenHOCTH

C. pe3tome

d. 3asBienue

Bormpoc 26

Kakomy HOHSTHIO COOTBETCTBYET CJICAYIONIAsI XapaKTEPUCTHKA: «ATOT POPMYJIISP XapaKTepH3yeTCs
ONpeIeJICHHBIM KOJTUYECTBOM PEKBU3UTOB, PACIIOIIOKEHHBIX B CTPOTrOM MOCIEA0OBATENIbHOCTH, U
XapaKTepeH I KOHKPETHOTO BHJIA JOKYMEHTOB, HAlPUMEP, IIPUKa3a, aKTay:

Bribepurte ouH OTBET:
a. THIOBOH (hopMyIIIp
b. popmymsap
C. hopmynsap-oOpasen

d. vHAMBUIYANBHBIH HOPMYIISIp



Bormpoc 27

Kakomy mOKyMEHTY COOTBETCTBYET CIEIyOIIasi XapaKTePUCTUKA: « DTO MUCbMEHHOE IIOJTHOMOYHE,
BBIJJaBAEMOE OJTHUM JIMLIOM (YUPEKACHUEM) IPYTOMY JIUIY U MPEACTaBUTENIbCTBA MEepPe] TPEThUM
JIULIOM.

BoiGepuTe OMH OTBET:
a. pacrucka
b. 3asBnenue
C. IOBEPEHHOCTh

d. cripaBka

Bomnpoc 28

Ha xaxue BuIBI TOApa3ensroTcs OJaHKH JOKYMEHTOB TI0 paCIONIOXeHHI0 pekBu3nuToB cormacHo 'OCT P
I'OCT P 7.0.97-2016:

BribepuTe oguH OTBET:
d. YrJIOBBIC U IIPOJOJIbHBIC
b. oOwmmit 6;aHK, OaHK MUChMa, OJTaHK KOHKPETHOTO BH/A JOKYMEHTA
C. OJlaHK OpraHu3anuy, OJaHK CTPYKTYPHOTO MOAPA3/IeNICHNs] OpraHU3aliH, OJaHK JJOJDKHOCTHOTO JINIA

d. ueHTpUPOBaHHBIC U (IIaroBbie

Bomnpoc 29
OTMeTUTH BOIpPOC

Kakoe onpenenenne 10puandecKor CHITbI JOKYMEHTA ABJSETCS CTaHAAPTU3NPOBAHHBIM (3aKPETIEHO B
I'OCT P 51141-98):

Bribepure oguH OTBET:

a. IOpUINYecKas CHiIa JIOKYMEHTa — 3TO CBOMCTBO O(HIIMATBLHOTO JJOKYMEHTa, COO0IIIaeMoe eMy
JICHCTBYIONIMM 3aKOHOAATEILCTBOM, KOMIIETEHIIMEH M3aBINEr0 €ro OPraHa U YCTAHOBICHHBIM TOPSIKOM
odopmiteHuUs

b. ropunnyeckas cuna JOKyMEHTa — 3TO CIIOCOOHOCTh YIPABICHYECKOTO JOKYMEHTA BBICTYNATH B
Ka4yecTBe 00s3aTeNIFHOTO ISl yYACTHUKOB YIIPABJICHUS: OPTaHOB YIIPABIEHUS, UX CTPYKTYPHBIX
Moipa3AeiICHIH, 00IIECTBEHHBIX OPraHU3aIUi, TODKHOCTHBIX JIHII, TOCYJaPCTBEHHBIX CIYXKAIUX U
rpaxaaH

C. FOpUANYECKAs CUIIA IOKYMEHTA — 3TO COOTBETCTBUE JJOKYMEHTUPOBAHHOUW MH(GOPMAIUHN TPeOOBaHUSIM
O(HUIMATILHOCTH, TOCTOBEPHOCTH, 00bEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha 3aKOHOIATEIbCTBE



d. ropuanyeckas cuia JOKYMEHTa — 9TO YCJIOBHE, TIPH KOTOPOM HH(OpMAIHS JOKYMEHTa MOXKET ObITh
MCTIONB30BaHa B chepe ympaBieHns 6e3 COMHEHHS B €€ JOCTOBEPHOCTH ISl OCYIIECTBIEHUS JTFOOBIX
nencTBU

Bompoc 30
OTMETUTH BOIIPOC

Kakomy TepMHHY COOTBETCTBYET CIICAYIOLIEE CTaHIAPTU3UPOBAHHOE OIpeelieHHe (3aKPETIICHHOE B
T'OCT P 51141-98): «.... — 3TO pOCTaBIIeHNE HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX MIPaBHIIAMHU
JIOKYMEHTUPOBAHUS:

BribepuTe oquH OTBET:
a. ohopMIICHUE TOKYMEHTa
b. yaudukanus mokymenra
C. popmysip-obpazen

d. cocraBneHne TOKyMEHTa

Bompoc 31
OTMETHTB BOTIPOC

Kakoii JOKYMCHT SBJISICTCSA OCHOBHBIM aKTYaJIbHbIM HOPMATUBHBIM TOKYMCHTOM B 00/1aCTH COCTaBJICHUS
u O(l)OpMJ'ICHI/IH OpFaHI/ISaL[I/IOHHO-paCHOpHZ[PITGJ'IBHOfI JAOKYMCHTAllUU:

BribepuTe oquH OTBET:
a. 'OCT P 6.30-2003

b. [IpaBuna aea0npon3BoCTBa B (heiepaibHbIX OpraHax UCTIOJHUTEIBHOW BIACTH, YTBEPIKICHHbBIC
IToctranosnenuem IIpaButensctBa PO ot 15 utons 2009 r. Ned77

c. OKY ]l — OK 011-93. O6mmepoccuiickmii KaccCu(prKaTop ynpaBieHIecKOH JOKyMEHTAIINH,
yrBepxkaennbiii [locranosnennem 'occranmapra PO ot 30 nexabpst 1993 r. Ne229

d. TCOOY - T'ocymapcTBeHHAsT CHCTEMA JTOKYMEHTAIMOHHOTO obectieueHus yrpasieHns. OCHOBHBIE
nojoxeHus. O01re TpeOoBaHus K JOKYMEHTaM M CIIy>KOaM JOKyMEHTAallMOHHOTO 00eCIeUeHHs,
yTrBepxaeHHas nprkasoM I maBapxuBa CCCP ot 23 mast 1988 r. Ne 33

Bompoc 32

B kakoMm ciydae yupexIcHHe UMEET MPAaBO yI0CTOBEPATh JOBEPCHHOCTD Ha MOIYUYCHHE ACHEKHOTO
BKJIaJa B OaHKe:

Bribepute oquH OTBET:

a. eCII TIOBEPUTEITb U JINLI0, KOTOPOMY OH JTIOBEPSIET, SIBJISIFOTCS TpakaHaMu Poccru, XOTS U He SBISIFOTCA
paboTHUKaMU JaHHOTO YUPEXACHUS



b. eciiu noBepuTens sIBIASIETCSE PAOOTHUKOM TAHHOTO YUPEXKICHUS, a JIUI0, KOTOPOMY OH JTOBEpSIET, HE
SBIISIETCS] pAOOTHUKOM JAHHOTO YUPEKIACHUS

C. €CJI IOBEPHUTECIIb HAXOANTCS Ha CTAITMOHAPHOM HM3JICYCHHH, HO SIBJISICTCS pa6OTHI/IKOM JaHHOI'O
YUpCKIACHUA, U JIMTTO, KOTOPOMY OH JOBECPSCT, TAKIKE ABJIACTCSA pa6OTHI/IKOM JaHHOI'O YUYPCIKIACHUA

d. eciu 1oBepUTEND HE ABISACTCS paOOTHUKOM JIAHHOTO YUPEXKICHHUS, a JIUI0, KOTOPOMY OH JTOBEpSIET,
SIBJIICTCS pA0OOTHUKAMU JTAHHOTO YUPEIKICHUS

Bompoc 33
OTMeTUTH BOIIPOC
Kak nepeBouTcst ¢ TaTHHCKOTO TEPMUH «PEKBU3UT» (J1aT. requisitum):
BribepuTe oguH OTBET:
d. MUHUMaJIbHas 4acCTh
b. Tpebyemoe, HeobXoaMOE
C. CTPYKTYPHBIH 3JIEMEHT

d. arpubyT comepKaHus

Bompoc 34

Kakomy TepMHHY COOTBETCTBYET CJICYIOIIECE CTAHIAPTU3UPOBAHHOE OIpe/IelicHHE (3aKPEIIICHHOE B
I'OCT P 51141-98): «... — 3T0 00s13aTEIbHBIN 3JIEMEHT O(OPMIICHHUS O(DUIIUATBHOTO JIOKYMEHTa:

BriOepuTe oiMH OTBET:
a. PEKBH3HT JIOKyMEHTA
b. 3aro;sioBouHas 4acTh TOKyMEHTa
C. pabodee 1oJIe JOKYMEHTA

d. GyaHK JOKyMeHTa

Bompoc 35

Kakoit Habop mudp B kogoBoM o6o3HaueHun popmsel fokymenta 0720302 obo3HauaeT Ki1acc GOpMBI
JIOKYMEHTA:

Bribepure oMH OTBET:
a. 20
b. 07

c. 302



d. 203

Bompoc 36

Ha xakux ¢opmax mpocrapusieTcst KoJ GOpMBI JOKYMEHTA:
BribepuTe oauH OTBET:

a. Ha BceX OJlaHKax

b. Ha yHudunupoBaHHbIX Gopmax

C. Ha BCEX JIOKYMEHTax

d. Ha HeyHH(UIMPOBAHHBIX (pOpMax

Bonpoc 37
Kakue crioco6b1 opopmienust natel cootBeTcTBY0T TpeboBanusm [OCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapra 2013 r;
3. 09 mapra 2013 roga;
4.09.03.2013 r;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bribepute oiMH OTBET:
a.1,4,7
b.2,6,7
C. BCE BapUaHTHI, KPOME 5

d. Bce BapuaHThI, KpoMme 3

Bompoc 38

Kaxoit a35ieMeHT perucTpamoHHOTO HOMepa JOKYMEHTA SIBIISIETCS 00s13aTETHbHBIM
Bribepute oquH OTBET:

a. MHJAEKC Jiea TI0 HOMEHKJIaType Ael

b. urdopmanms 06 HCHONHUTESAX



C. nH(OpMAIIKsA O KOPPECIIOHACHTE

d. mopsIKOBBI HOMEP

Bompoc 39
Vkaxute BEPHOE Bricka3biBanue:
BribepuTe ouH OTBET:

a. Ha 61anke nuceMa IPOCTABIACTCA OI'PaHUYUTEIIbHASA OTMETKA JJId PEKBU3UTA «Ccplllka Ha
pCI‘I/ICTpaLII/IOHHLII\/'I HOMCp U JaTy JOKYMCHTa» CICAYIOIIUM o6pa30M: « OoT »

b. Ceenenust B pekBuzute «CchUika Ha PErUCTPALMOHHBIN HOMEp U ATy JOKYMEHTay MPUCBAUBAIOTCS
OopraHu3alnuen-aBTopoM OTBETHOT'O NMHChMa

C. PexBusut «Ccblika Ha JaTy U peruCcTPallMOHHBIN HOMEp TOKYMEHTa) 3al0IHAETCS B IPEUMYILIECTBEHHO
B UchbMax-oTBeTax. CBeJeHHs B PEKBU3UT MEPEHOCSITCS C MOCTYMUBIIETO JOKYMEHTa

d. yKa3aHI/IC JaHHBIX O HOCTyHI/IBH_ICM IIMCBbMEC Ha 6J'IaHKC IIUucbMa B BUJC OTACJIIBHOI'O CCBIJIKU Ha
PETUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTa He MCKIII0YaeT HeOOXOAMMOCTH CChIIATHCS Ha HUX B TEKCTE
OTBETHOI0 MKUChMA: B HaUajle TEKCTa MUChMa Beeraa cnenyeT nucath «Ha Bam Ne ... ot ...»

Bompoc 40

B xakom MMaJIe’K€ YKa3bIBalOT HAMMCHOBAHUEC OpraHu3ali U €€ CTPYKTYPHOT'O IOAPa3JACIICHUA B
PEKBU3UTC «Az{pecaT»:

Bribepute oiMH OTBET:
a. B POAUTEIILHOM

b. B umenuTenpHOM

C. B IaTCJIbHOM

d. B mpemoxHOM

Bompoc 41

Ha xakux noxymenrax HE opopmisieTcst pekBU3nT «Anpecat»:
Bribepure oMH OTBET:

a. crpaBKa

b. mucemo

C. ciy>xeOHas, TOKJIaHasl U OOBSICHUTENIbHAS 3alIUCKU

d. JOJDKHOCTHAs MHCTPYKIUA



Bompoc 42

Kakoti pekBu3uT 0(hopMIISeTCs TIOCICIHUM TIepel TeM, KaK JIOKyMEHT OYET OTIIPABJICH Ha XpaHCHUE:
Bribepute oquH OTBET:

a. OTMETKA O MOCTYIUICHUH IOKYMEHTA B OPTaHU3AIHIO

b. otmeTka 06 ncnonHuTENE

C. rpud yTBEPIKICHUS

d. orMeTKa 00 UCTIOTHEHNH JOKYMCHTA U HallpaBJICHUM €TI0 B ACJIO

Bompoc 43

Kakoe odopmiienue ocHoBanus 1okymMeHTa cooTBeTcTByeT TpeboBanusm ['OCT P 30-2003 (B ckoOkax
0003Ha4YeH KIFOUEBOM TI1aroj paclopsAUTeIbHON YacTh TOKYMEHTa):

Bribepute oiuH OTBET:

a. Ha ocHOBanmm mpuka3a MunuctepcTBa oopazoBanus u Hayku PO ot 15 saBapst 2013 Nel5 «O nopsiake
npoBeaenus atrectanui By3oB» (IIPUKA3BIBAIO)

b. C nento ucrnonHenust npukasa pekropa 00 ykpermiennn TpyaoBoit aucimiuiaibl (ITPEJJJIAT ATO)
C. B cBsi3u ¢ He0OX0MUMOCTBIO NCTIONHUTH prka3 MuHucTepceTBa (IIPUKA3BIBALO)

d. Bo ucnonuenne npukaza OAO «MMK» Ne 45 «O nopsiake 3akimouenust qorosopos (ITPEJIJIAT ALO)

Bonpoc 44
OM6emy u ToBapHBIN 3HaKk HE Bocmipon3BoasT Ha OJaHKe, €Ciii Ha HEM TToMeIleH (-a):
Bribepute oiMH OTBET:
a. pe3omonus
b. orTHCK repOoBoi TevaTH
. l'ocymapctennsrii repd Poccuiickoit @enepariu

d. nongnuce

Bompoc 45

Bri6epuTe npaBUIIBbHBIN BapHaHT 0(OPMIIEHUS TOAMVCH B PACIIOPAIUTEIFHOM JOKYMEHTE OpTaHU3aIiN
(mpukase, pacropspKEHHUN):

Bribepute oquH OTBET:

a.



T'enepanbHbIit TUpPEKTOP
MLII. bensikos

12.12.2013
b.
I'enepanbHBI JUPEKTOP

000 «Kommac»
M.II. bexskoB

12.12.2013

I'enepanbHbIi JUPEKTOP

000 «Kommacy
M.II. benakos

d.

I'enepanbHBIi JUPEKTOP
M.II. bensikos

Bomnpoc 46

Tlommuch

ITonmuce

IToamuce

Ioamnuce

Ha xaxoMm OK3EMILIAPE AE€JI0BOr0o MMCbMa, MOATOTOBJIICHHOM JJIA OTIIPABKU aJApecaTy, IIPOCTABIAIOTCA

BU3EI:

BribepuTe oquH OTBET:

a. Ha MOJUTMHHHUKE, OTIIPABIIIEMOM aJ[pecaTy
b. Ha xomMu, MoMerTaeMoli B IEJT0 OpraHU3aIiH

C. Ha MMCbMax BU3bI HE O(i)OpMJ'DII-OT

d. Ha MMOAJIMHHUKE, OTIPABJIAECMOM aipecaTy, 1 Ha KOIIUH, HOMeHIaeMOﬁ B ICJI0 OpraHu3anun

Bompoc 47

VYxkaxure Bapuant opopmiieHust OTMETKH 00 ncnonuureie, ycranosienusii [[OCT P 6.30-2003:

Bribepure oguH OTBET:

a.

Iecmpsaxosa Onvea I ennadvesna

Ten. 22-34-75

b.

Ilecmpsaxosa O.1".



22-34-75

O.I'. Ilecmpsxosa
223475
d.
HUcn. Hecmpsikosa Onvea I'ennadvesna

22-34-75

Bormpoc 48

Kakoii peKBU3HUT UCTIONB3YETCS IUIS yIOCTOBEPEHUS SIEKTPOHHOTO IOKYMEHTA!
BribepuTe oguH OTBET:

a. AMeKTpoHHas I poBas MOAUCH

b. npenTH(dUKATOP ANMEKTPOHHOM KOTIUH JOKYMEHTA

C. ko1l OpMBI JOKYMEHTA

d. perucTpaMOHHbI HOMEp JOKYMEHTa

Bompoc 49
Kakomy TepMHHY COOTBETCTBYET CIICAYIOIIAS XapaKTEPUCTHKA:

3T0 BUA MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (PMKCHPYIOT PEIICHUs aAMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIPOCOB, & TAKXKE BOINPOCOB YIPaBIICHUS, B3aUMOACHCTBHS, 00ECIICUEeHHS U
PEryJIUpPOBaHUS IEATEIbHOCTA OPTraHOB BIACTH, YUPEXKACHUM, IPEANPUATUN, OpraHU3aLui, UX
MoJipa3AeeHUN U JOIKHOCTHBIX JINLI.

Bri0OepuTe OfMH OTBET:

a. cIy>KeOHBII TOKyMEHT

b. opunmanbHeIi TOKyMEHT
C. ynpaBlIeHYECKUI JOKYMEHT

d. opraHu3anMOHHO-PACTIOPSAUTEIbHBIN JTOKYMEHT

Bomnpoc 50

VY kakoro BH/Ia OpraHN3alMOHHO-TIPABOBOM TOKYMEHTAIIMU TPEOOBAHUS K TEKCTY YCTAHOBJICHBI B
3aKOHOJIATEIBLHOM MOPSAKE:

Bribepure oauH OTBET:



a. lITaTHOE paclucaHue
b. momKHOCTHASE UHCTPYKIHS
C. ycTaB

d. MHCTPYKIIHMSI HOPMATHBHO-METOIHYECKOTO XapaKTepa

Bompoc 51

Omnpenennre, K KAKOMY OPTaHU3AIMOHHOMY JTOKYMEHTY OTHOCHTCS MpeiaraeMblii (hparMeHT TeKcTa
JIOKyMEHTA!

1 CDMpMéHHO@ HAUMEHOBAHUE U MEeCIMOHAXO0NCOeHUe 061/{460771661

1.1.1lonubim pupmennvim Haumernosanuem oouecmea asisemcs. Obuwecmeo ¢ 02paHuienHou
omeemcmeennocmoto « MUP». Coxpawennoe gupmennoe naumenosanue oouecmsea — 000 « MUP».

1.2.FOpuouyeckuti adpec oowecmsa: yi. Cpedusemromopckas, 0.1, e. Maenumoeopck, Yenabunckas oon.,
Poccusa, 455012.

BribepuTe oguH OTBET:

a. oJIoXKeHre 00 opraHu3aun

b. ycras

C. IpaBHJIa BHEUIHEH MEPEeNMCKH OpraHnu3aluu

d. MHCTPYKIHS 110 ACIOMPOU3BOICTBY

Bomnpoc 52

Cpenu J0KambHOM OPraHN3alMOHHO-PACTIOPSIUTENBHOMN IOKYMEHTAIIUH BBICIIIAM FOPUINIECKIM
craTtycoM obJagaeT:

BriGepute OMH OTBET:

a. OpraHM3aIMOHHAast TOKYMECHTAIIUS

b. paciopsiaurenbHas TOKyMEHTAIVS

C. HH(OPMAITHOHHO-CIIPABOYHAS JIOKYMEHTAITHSI

d. Bce Tpynmbl OpFaHI/I3aI_II/IOHHO-paCHOpHﬂHTCHBHOﬁ JAOKYMCHTAallUN O6J'Ia,[[aI-OT OJHMHAKOBO BBICOKUM
IOPUINYCCKUM CTAaTyCOM

Bompoc 53

B kakom pAaay BCE NEPEUYUCICHHBIC BUJIbI JOKYMEHTOB OTHOCATCA K OpTraHU3allMOHHO-IIPABOBLIM:



Bribepute oquH OTBET:
a. MOJIOKECHUE O CTPYKTYPHOM TOJIPa3ACICHHUH, IOJDKHOCTHAS HHCTPYKIUS, aHATUTHYCCKAs CIIpaBKa

b. mpaBuiia BHyTpEeHHET0 TPY0BOTO PacropsiaKa, JOJHKHOCTHOW PEriiaMeHT, aIMUHUCTPATHBHBIN
peryiaMeHT

C. yCTaB, ITATHOC pPacIMCaHuE, OTYECT

d. yapeaurenbHblii 1oroBop; ykas [Ipesunenra PD; HHCTPYKIUS IO IETONPOU3BOICTBY

Bomnpoc 54
B xakux opranuzanusx moxkeT HE BecTuce kagpoBasi foKyMeHTaLusI:
BribepuTe oquH OTBET:

a. KaapoBasd JOKYMCEHTAIUA BEACTCA BO BCEX OpraHu3alniax HE3aBUCUMO OT UX OpI‘aHI/I?)aHI/IOHHO'HpaBOBOﬁ
(hopMbI

b. B HeKOMMepYECKHX OpraHHU3aIusIX
C. B Ka3¢HHBIX TOCYJaPCTBEHHBIX YUPEKICHUAX

d. B aKIIHOHEPHBIX 00IIECTBAX

Bonpoc 55

Kakue PacCnopAaAUTCIIbHBIC JOKYMEHTBI U3/1at0TCA 110 ONICPAaTUBHBIM BOIIPOCAM U AJId OpraHU3allnun
HCIIOJIHCHUA APYTUX paCIIOPAOAUTCIIbHBIX TJOKYMCHTORB!

BeiOepuTe OIMH OTBET:
a. IpUKa3bl

b. pemrenus

C. TIOCTAHOBJICHHUS

d. pactiopspkeHus

Bompoc 56

Kaxkne PaciopAAUTCIIbHBIC JOKYMCHTBI OTHOCATCA K JOKYMCHTAaM, CO31aBaCMbIM B YCJIIOBUAX
KOJIJICTHUAaJIbHOCTH:

Bribepure oauH OTBET:

a. peleHus



b. mpuxassr
C. yKa3aHHs

d. paciopspxeHms

Bomnpoc 57
Kakxomy mOHSTHIO COOTBETCTBYET CIIEAYIOMIAs XapaKTePUCTHKA!

3TO0 ZOKYMEHT, COAEPKAIINH ITpaBUjIa HOBEACHUS, PACIIPOCTPAHSAIOLINECS HA HEONIPEACICHHbIN KPYT JIMLL,
M3JaHHBIC HA OCHOBAHUH U BO HCIIOJHEHHE (eIepanbHOI0 3aKOHOIATEbCTBA, 003aTEIIbHBIC IS
WCIIOJTHEHHS OpraHaMU TOCYJapCTBEHHON BIACTH, MECTHOTO CaMOYIIPABIICHUS, UX JOHKHOCTHBIMHU
JULAMH, FOPUINYECKUMH JIMLAMU U TPpakJaHaMU.

Bribepute ouH OTBET:

d. HCHOPMAaTUBHBII IIPaBOBOM aKT
b. HopMaTHBHBII TPaBOBOI aKT

C. IPaBOBOM aKT

d. HopMBI ITpaBa

Bomnpoc 58

Kakumu cioBamu JOJDKCH HAYMHATLECA TCKCT IMPUKasa, €CJIN €ro u3/JaHue BbI3BAHO HeO6XOIlI/IMOCTbIO
OCYIICCTBIICHUA COOCTBEHHOM ACATCIIBHOCTH 110 NHULIMATUBE OPraHrU3aluu:

Bribepute oiMH OTBET:
a. «Bo ucrnonuenwue...»
b. «BcBszu C...»

. «Ha ocHoBanuu...»

d. «B cooTBeTCTBHH C....»

Bompoc 59

B kakoit yacTu pacnopsauTeaIbHOr0 JOKYMEHTa HE00OX0AMMO IOMEIIATh IePEeYCHb JOKYMCHTOB,
YTPATUBIIUX CHIIY WM MOAJICKAIINX U3MEHEHUIO B CBS3H C U3IaHUEM JAHHOTO aKTa:

Bribepute oquH OTBET:



a. B IEPBBIX MMyHKTaX PAcTIOPATUTEIFHON YacTH
b. B kOHCTaTHpYIOIIECH YacTh
C. B KOHIIE TEKCTa

d. B 1F000M MyHKTE PacHoOpsAAUTEIbHON YaCTH

Bompoc 60
Kakomy MOHSITHIO COOTBETCTBYET CIIEAYIOIIAS XapaKTEPUCTHKA:

JlokyMeHTBI, 00Jaiatomune PUANIECKON CUITON, H31aBaeMble PYKOBOACTBOM OpPTaHU3aINU 1
coJepKallye yIpaBIeHYECKUE PEIICHHs], HAPAaBJICHHbIEC Ha BBIMOIHEHNE TEKYIUX U IIEPCIEKTUBHBIX
3a7au:

BribepuTe oguH OTBET:

a. OPraHU3aIIMOHHO-TIPABOBHIEC JOKYMEHTHI

b. mokyMeHTBI IO THYHOMY COCTaBY

C. MH(OPMAITOHHO-CIIPABOYHBIE JTOKYMEHTHI

d. pacrnopAaauTCIbHBIC JOKYMCHTBI

Bormpoc 61

Kakoit ToOkyMeHT sIBIsieTCs: 00513aTeIbHBIM MIPU JIOKYMEHTUPOBAHHUU TPYOBBIX OTHOIICHHH MEKITY
pabOTHUKOM U pabOTOIaTEIIEM:

BeiOepuTe OIMH OTBET:

a. TpyJ0Bast KHIKKa

b. pexxum Tpyma

C. JOJDKHOCTHASI MHCTPYKLIMS

d. KoNeKTUBHEII A0Tro0BOp

Bompoc 62

[Ipu oTnipaBKe Kakoi pa3HOBHHOCTH MTUCbMa MOXKHO OTPaHUYUTHCS (PaKCUMUIBHOM CBSI3bI0 HITH
JIEKTPOHHOM 1TOUYTOM 0€3 TOCHUIKU KOPPECTIOHICHTY ITOJUIMHHUKA:

Bribepute oquH OTBET:
a. pEKJIaMHOTO MHChMa

b. MmrucbMa-3arpoca



C. MMCbMa-3aKa3a

d. nuceMa-HaroMuHaHUsS

Bompoc 63

Kak JAOJDKCH MOCTYNHUTH UCIIOJTHUTCIIb, MMOATOTOBUBIIIMI JICIIOBOC MMHUCbMO, €CJIM PYKOBOJUTCIIb OTACIA
IJIAaHUPOBAHUA, BU3a KOTOPOI'O HCO6XOZ[I/IMa, HaXoOUTCA B KOMaHIUPOBKE:

Bribepute oquH OTBET:

a. )KJaTh BO3BPAIIICHUS PYKOBOUTEIS OT/CIa INIAHUPOBAHUS U3 KOMaHJIUPOBKHU
b. mepenaTh MMCHEMO Ha MOANMUCH PYKOBOIUTEIIO O€3 BU3BI

C. 3aBH3HPOBATh IMUCHMO Y 3aMECTHTENSI PYKOBOAMUTEIS OT/IENa TNIAHUPOBAHUS

d. 3aBM3MPOBATH MUCEMO CAMOMY

Bonpoc 64

Uem muceMo-TipeuiokeHne (oepra) OTIIMYaeTCs OT PEKIaMHOTO MTHChMa!

Bribepute oiMH OTBET:

d. HampasJIACTCA MMPOJAaBIOM INOTCHIIMAJIBHBIM IOKYIIATEIAM C IMPEAJIOKECHUEM TOBAPOB UJIN YCIIYT
b. He cBs3bIBaeT npoaaBia 00s13aTENECTBOM MIPOJIAThH TOBAP

C. COAEPKUT HAMEPEHUE 3aKIIOYUTh CAENKY C YKa3aHHEM €€ KOHKPETHBIX YCIIOBHUIA

d. cTuMynHpyeT UHTepeC K TOBapY M JKEJIaHHEe ero MPHoOpecTH

Bomnpoc 65

K kakoi Pa3HOBUIAHOCTHU ITUCEM OTHOCATCA IMMHUCbMaA, C IOMOIIBIO KOTOPBIX ITPOCAT BbIC/IATh O(i)I/IHI/IaHBHBIe
CBCACHUS WU JOKYMCHTBI:

Bribepure oMH OTBET:
a. MMChbMO-U3BEIICHNE
b. muceMo-mipocrba

C. IMChMO-3aKa3

d. mrcbpMo-3ampoc

Bomnpoc 66

Opranuzanysi Moay4usia MUCbMO-TIPOChOY CIEAYIOMIEr0 COACPKaHMUS:



IIpocum Bac npegoctaBUuTh MECTO 1JIA MPOXOXKICHUS MPEITUILNIOMHON MTPAKTUKU CTYAEHTKE 5 Kypca
ouHOM (hopMBI 00yUeHHs (haKyIbTeTa MeJarorndeckoro o0pa3oBaHus U CepBUCHBIX TexHodoruii PI'EOY
BIIO «Marsnutoropckuii rocy1apcTBEHHbII YHUBEPCUTET», IO HAIIPaBIEHUIO «/|oKyMeHTOBeIeHUE U
apxuBoBeneHne» MenpeneBoii Anne AuapeesHe ¢ 01 derpans mo 28 mapra 2013 1.

VYkaxunte, Kakoil U3 BapuaHTOB OTBeTa OyneT 0ojiee paBUIbHBIM:
Bribepute oauH OTBET:
a.

Coo0mraeM, 9TO HaIlla OpPraHu3anus MPEAOCTABUT MECTO IS MIPOXOKICHUS IPAKTHKH JUTSI BaIIeh
CTYJEHTKH.

b.

Ha Bame nmucbMo oT ... Ne ... coo0IiaeM, 4To rOTOBBI IPEAOCTaBUTh MECTO IS
MPOXOKACHUSNPEAIUIIIIOMHOM IPAKTUKU CTYIAEHTKE 5 Kypca 04HOM (popMbl 00yueHUs (hakynpTeTa
nenarornieckoro oopazoBanus u cepBucHbIX TexHonoruit ®I'BOY BIIO «Marautoropckuit
TOCYIapCTBEHHBII YHUBEPCUTET), TI0 HANIPABJICHUIO «/[OKyMEHTOBEIEHUE H aPXUBOBEICHUE
MenseneBoit Aune Auapeesre ¢ 01 ¢gespans mo 28 mapta 2013 1.

C.

Coobmaem, 4To Hallla OpraHu3alys TOTOBa MPEIOCTABUTh MECTO ISl POXOXKACHUSIPEATUTIIIOMHOM
NPaKTUKU CTYyJCHTKE 5 Kypca o4Hoi ¢opMbl 00yueHus (aKyabTeTa Neaarornieckoro oopasoBaHus u
cepBucHbIX TexHosoruit ®I'bOY BIIO «MarHuToropckuii rocy1apcTBEeHHbIN YHUBEPCUTETY, 1O
HanpaBleHHio «J[okyMeHTOBeieHrne U apxuBoBeAeHne» MenseneBoit Arae AuapeesHe ¢ 01 deBpans o
28 mapta 2013 1.

d.
VYBaxkaeMsle koJuieru!

HNudopmupyem Bac 0 TOM, 4TO MBI pajibl IPEIOCTABUTL MECTO JIJISl IPOXOXKIACHUS TTPEIAUILIOMHOM
NMpakTHKU Bameii crynentke MenBeneBoit AHHe AHIpeeBHE B 0003HaueHHbIe Bamu cpokwu.

Bompoc 67

VYxkaxxute HanOoJee «KeCTKUH» 1 HEYMECTHBI BapUaHT OTKa3a:

Bribepure oMH OTBET:

a. B cBs3m c ... Bame npeayiokeHue He MOXKET OBITh IPUHSATO

b. B cBs3u ¢ ... Bamie npeuioKeHne HaMU He IPUHHUMAETCS

C. B cBs3m c... nemapTaMeHT He MOYKET COTTIaCUTHCSA C BalllUM MPEIOKEHUEM

d. HpI/IH}ITL Bame MnpeajIoKEHUEC HE MMPEACTABIIACTCA BO3MOXXHBIM B CBA3HU C ...

Bompoc 68

YkaxuTe, Kakasi U3 STUKETHBIX 3aKTIOUNTENBHBIX (pa3 OyIeT YMECTHOM B TEKCTE JIETIOBOTO MICHMa:



Bribepute oquH OTBET:

a. Hanmeemcst Ha qimuTenbHOE TUIOAOTBOPHOE COTPYTHUUECTBO

b. K coxanento, Mbl IO3HO MOTYYHJIH Ballle MPEATI0KEHHE U HE CMOTJIM UM BOCITOJIb30BAThCS
. OdeHb pajbl okazaTh Bam yciyry

d. K cuacTtbto, Hamm onaceHus 00 OCTAaHOBKE IOCTaBOK 000PYIOBaHHS HE TIOATBEPIUIUCH

Bompoc 69
Kaxkue nucpma sSBISIOTCS MHOTOACTIeKTHBIMHU:
BribepuTe oiuH OTBET:

a. MMChMa, COCTOALINE U3 TPEX WM YETHIPEX CMBICIOBBIX YacTel (BCTyIMJIEHHE, OCHOBHAS YacTh,
3aKIIf04YeHHE, TIPEAYNPEKACHUE WIN 3aKIIOUUTEIIbHBIE dTUKETHBIE (DOPMYJIbI)

b. IMUChbMa, MMOCBAIICHHBIC HECCKOJIBKMM BOIIPOCaAM

C. KOMIIJICKC MUCEM, SBJIAIOIMUXCS PE3yIbTaTOM IEPCHUCKHU ACIOBBIX ITAPTHEPOB 110 OJHOMY WM
HECKOJILKUM BOIIpOCaM

d. muckMa, aBTOpaMu KOTOPBIX SIBISIFOTCS. HECKOJIBKO JIHII, KQ¥KI0€ U3 KOTOPBIX BBICKA3bIBAET CBOKO TOUKY
3pEHHUs Ha OTPAXKEHHBIN B IUCBME BOIIPOC.

Bonpoc 70
N3 xakux KOMIIO3UIIMOHHBIX YacTell COCTOUT NMPUBEICHHBIA HIKE TEKCT MUChMa:

B cootBetcTBHE ¢ pacniopsbkeHneM DeiepaabHOr0 yIpaBIeHUs 10 JeflaM O HECOCTOATENbHOCTH
(6ankpotctBe) o1 19 okTs0pst 2004 r. Ne 75-P Hanpasnsem Bam akThl ¢ KOMIUIEKTaMH TOKYMEHTOB T10
MPEINPUATHAM:

1. BocTpsikoBckuil MsconepepadaTbIBaroni KOMOHUHAT;
2. ®abpuka neTckoi urpymku Ne 3.

Bribepure o1H OTBET:

a. BBeJIeHHE 000CHOBaHUE

b. BBenenue, 3akmtoucHne

C. 000CHOBaHHE, 3aKIIOUYEHIE

d. BBeienne, 060CHOBaHUE, 3AKTIOUCHIE

Bomnpoc 71

Kakoit ki1accudukamoHHbIN IPU3HAK MTOJI0XKEH B OCHOBY JCJICHHUS 1€JI0BOH MIEPENUCKU Ha OPHUIHATIBHYIO
U JIUYHYIO:



Bribepute oquH OTBET:

a. 70 Ha3HAYCHUIO

b. mo mecty HaxoxaeHus agpeca

C. TIO MOJIOXKEHHIO B CHCTEME IOKyMEHTO000pOTa

d. 1Mo MoJIOKEHHIO B HEpApXUU YIIPABICHHS

Bompoc 72

Kaxkue nucpMa o muchIBaloTCst ABYMS JIMLAMH — PYKOBOJJUTENIEM OPTraHU3alUH U TIIaBHBIM OyXTanTepoM:
BribepuTe oiuH OTBET:

a. MMChbMa-3ampPOCHI

b. rapanTHiiHbIe MHCEMa

C. COIIPOBOJAMUTEIIbHBIC ITMChMA

d. pexmaMHbIe TTHCHMA

Bomnpoc 73

Ha xakom 13 nH(GOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB MOKET OBITh OQOPMIICH TP yTBEPKACHUS:
Bribepute oiMH OTBET:

a. CITHCOK

b. cipaska

C. aKT

d. cy>xeOHas 3anucka

Bompoc 74

Kakas pasHOBUAHOCTH 3amUCOK 0QOpMIISETCS Ha OJJaHKE OpraHu3alliu:
Bribepute oguH OTBET:

a. 00BSICHUTENbHAS 3aMTHCKA

b. BHeHSS MOKITaMHAS 3aTTHCKa

C. ciryxeOHasl 3aIncKa

d. BHYTPCHHAA OOKJIaJHAd 3allMCKa



Bompoc 75

Kakoti Buj 3anucku 00s3aTeIbHO PErUCTPUPYETCS:
Bribepute oquH OTBET:

a. BHEIITHSS TOKJIaTHAs 3aIiCcKa

b. BHYTpeHHSs HOKTaIHAS 3aTHCKa

C. OOBSCHUTENBbHAS 3aITUCKa

d. ciy)xeOHast 3anmcka

Bormpoc 76

Ha xakue pa3HOBUIHOCTH JENIATCS JOKJIAJHBIC 3aMCKU M0 XapaKTepy COJACpKaHHUs U Ha3HAUYCHUS:
BribepuTe oguH OTBET:

a. BHYTPCHHHUE W BHEIITHHE

b. oburmaneHbIe U THYHBIE

C. pa3bsCHUTEIBHBIC U ONPaBIATEIILHBIC

d. WHHUIIMATHUBHEIC, I/IH(l)OpMaI_IHOHHBIe 1 OTYCTHBIC

Bonpoc 77

Kaxoil pa3sHOBHUIHOCTH TOKJIaJAHBIX 3aIIMCOK COOTBETCTBYET CIAEAYIOIIAs XapaKTEPUCTHUKA: «ITH
JIOKJIaIHBIE 3aTUCKNA MHOOPMHUPYIOT O 3aBEPIICHUHU pabOTHhI, €€ ITalla, BHIMOIHEHNN YKa3aHHH,
PaCHOPSLKEHUN U T.ILY.

Bribepute oiMH OTBET:
a. mHGOpPMAITMOHHAS
b. mosicauTenbHBIC

C. OTYETHBIC

d. uHUIIaTUBHBIE

Bomnpoc 78

Kakast pa3HOBHIHOCTH 3aITMCOK HE COJICPKUT BHIBOJIOB U MPEIIOKEHUI:
Bribepute oquH OTBET:

a. MHUIIMATUBHAS TOKJIaHAsI 3aITiCKa

b. oOBsIcHHMTENLHAS 3amKCKa



C. JIN4HAas 3a1ncKa

d. cy)xeOHas 3anucka

Bompoc 79

Kakomy Buny HHQOPMAIIOHHO-CIIPaBOYHON TOKYMEHTAIIUH COOTBETCTBYET CIEYIOIIee ONpeAeIICHUE:
«210 (hopMa BHYTpEeHHEH JeIOBOI MEPENUCKH MEXIY TOAPa3AEICHUSIMA OPTaHU3ALNUN HIIH
JOJKHOCTHBIMU JINIIAMU, HE HAXOJAIMMHUCS B IPSIMOM TTOAYUHEHUN».

Bribepute oquH OTBET:
a. IOKJIa/THas 3amucKa

b. cmyxebuas 3amucka
C. OT3bIB

d. akrt.

Bormpoc 80

Kakomy Bury nH(MDOPMAIIMOHHO-CITPABOYHON TOKYMEHTAIIUN COOTBETCTBYET CIISAYIOIIEe ONpeIelICHHE:
«ITO JIOKYMEHT, COCTABJICHHBIH ISl TOATBEPIKICHHS YCTAHOBJICHHBIX ()AKTOB, COOBITUH, IEHCTBUITY.

BribepuTe oiMH OTBET:

a. aKT

b. mpotoxon

C. MUCBMO-NIOATBEPKACHUE

d. cripaBka

Bompoc 81

Kakomy BuIy HHGOPMAITMOHHO-CIIPABOYHON JJOKYMEHTAIIMU COOTBETCTBYET CIIEYIONICE ONpeelICHHE:
«2TO JOKYMEHT, COJIep KA1 IepeUnCIICHHE JIML, TPEIMETOB, 0OBEKTOB B ONPEACIICHHOM MOPSIKE,
COCTaBJICHHBIH B LeNsIX HHYOPMUPOBAHUS HITH PETUCTPALIUNY.

Bribepure oMH OTBET:
a. IepeyeHb

b. cnpaBka

C. CBOJIKa

d. ciucox



Bompoc 82

KaKOMy BUOY I/IH(I)OpMaLII/IOHHO-CHpaBOIJHOI\/'I JAOKYMCHTAalU COOTBETCTBYCT cne/:[ylomnﬁ TCKCT:

Dedepanvroe ynpasienue no 0eiam o0 HecoCmoamenbHocmu (0anKpomemaee) Ha OCHOBAHUU
npeocmasnentvlx Ty2ypaviKCKuUM yemeHmHuuim 3a8000m (Openbypeckasn obnacmou, noc. Tyeypavik, yi.
Lenmpansuas, 0.1) doxymenmos dbyxeanmepckoi omuemuocmu no cocmosanuto Ha 30.04.2013:

- oyxeanmepckuil bananc (popma 1);

- omuyem 0 npubwLIsx U yovimrkax (popma 2)

U NPOBEOCHHO20 AHANU3A PUHAHCOBO20 COCMOAHUS NPEONPUAINUSA, YCIAHOBUIO, YO OAHHOe
Zpednpuﬂmue ABNAETNCA HENAAMEINCECNOCOOHBIM U UMEIOWUM HEYOOBNEeMBOPUMENbHYIO CIPYKIYDY
ananca (npeonpusamuem-00IANCHUKOM,).

Ocnoesanue:

K03 puyuenm mexywei mxkeuoHocmu no baraucy npeonpusmus =18%,

K03 puyuenm obecneweHHocmu cobCmeeHHbIMU 0OOPOMHBIMU CPEOCMBAMU NO OANAHCY NPEONPUIUSL =
8%;

K02hPuyuenm eoccmanosnenus no banancy npeonpusmus =10%.

Pykosooumens Cmenanos 11.J][. Cmenanos

Bribepute oiMH OTBET:
a. crpaBKa

b. 3akmouenne

C. OT3bIB

d. cBoaxka

Bompoc 83

Kakum noxkymeHTOM HE00X0AMMO 0(pOPMHTE PE3YIbTATHl PEBU3NH OTAEIA MPOIAK OPTaHU3aIIH:
Bribepute oquH OTBET:

a. CpaBKoit

b. akTom



C. "H(pOPMALIMOHHBIM THCEMOM

d. cBoAKOIL.

Bompoc 84

KakoBo MUHHMaJIbHOE KOJTMYECTBO JIHII, IIOANUCHIBAIOIINX aKT:
Bribepure oauH OTBET:

a. ouH

b. Tpu

C. IBa

d. ueTnipe.

Bompoc 85

Ha kakux paboraukos HE 3aBoanTcst nmuHas kaprouka:
BribepuTe oquH OTBET:

a. Ha paOOTHUKOB, IPUHSTHIX Ha OCTOSHHYIO paboTy

b. 3aBouTCs Ha BceX paOOTHUKOB MPEANPUATHS 0€3 HCKITFOUYCHUSI
C. Ha paOOTHUKOB, IPUHSATHIX Ha BPEMEHHYIO paboTy

d. Ha pabOTHHUKOB, MPUHSATHIX HA PAOOTY 110 COBMECTUTEIILCTBY

Bormpoc 86

IIpomomxkute onpenenenue: hopMyisap-odpaszelr — 310 ...

BriOepuTe oOfiMH OTBET:

a. HabOp PEKBU3UTOB, UICHTUPHUIMPYIOIINX aBTOPa OQUIINATBHOIO TMCBMEHHOTO JOKYMEHTa

b. Monenb mocTpoeHus TOKyMEHTa, yCTaHABJIMBAKOIIast 00J1acTh MPUMEHEHHs, (HOPMAThI, pa3Mephl TOJICH,
TpeOOBaHMs K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH M OCHOBHBIE PEKBU3HTHI

C. Ha0Op PEKBU3UTOB O(PHUINATHHOTO TUCHBMEHHOTO JOKYMEHTA, PACTIONI0KEHHBIX B OMPEIEICHHON
MIOCJIEIOBATENBHOCTH

d. TumnoBast MozIeIb, COMEPIKAIasi COBOKYITHOCTh 0053aTEIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JJOKYMEHTAM
YHUQUIIMPOBAHHOMN CUCTEMBI OPTaHN3aIMOHHO-PACTIOPSIUTEIBHOMN TOKYMEHTAIINH U PACIIOIOKEHHBIX
OTIpeIeTICHHBIM 00pa30M.

Bomnpoc 87



Kakoil pekBU3UT, pacnioyioKEHHBIHN BBIIIE TEKCTA, OTHOCUTCA K 3ar0JIOBOYHOM YacTH:
BribepuTe ouH OTBET:

a. rpud yTBepxKICHUSA

b. ccpuika Ha perucTpanMoOHHBIN HOMEP | ATy JOKyMEHTa

C. pe3oonus

d. ormeTKa o KOHTpPOJIC.

Bomnpoc 88

Ha xakux OnaHkax pacrnonaraercsi ['ocynapcTBeHHbIi repb Poccuiickoii @enepainy B 0JJHOIIBETHOM
BapUAHTE:

Bribepute ouH OTBET:
a. pemenuit BepxoBuoro Cyzaa Poccuiickoit denepanmu
b. MexBe1OMCTBEHHOM KOMHCCHH TI0 3aIMTE TOCYAAPCTBEHHOMN TalHbBI

C. IUMJIOMaTHYECKUX MPEICTABUTEIbCTB, KOHCYIBCKUX YUPEXKACHUN U MHBIX O(QHULIHATBHBIX
npeacraBuTenbeTB Poccuiickoit @epepanuu 3a npeaenamu Poccuiickoit deneparmn

d. Anmunauctpanuu Ipesunenra Poccuiickoii deneparuu.

Bompoc 89

B kaxoii JokyMeHTaIuu 3aKperuieHo COKpanieHHOEe HAaMMEHOBaHHE OpTaHU3aIHH:
BribepuTe oguH OTBET:

a. OpraHu3alMOHHON

b. pacopsimurenbHoM

C. yupeaAuTeIbHON

d. urdOpMaIOHHO-CIIPABOYHOM

Bomnpoc 90

Kaxkue pekBH3HUTHI COCTABIISIOT CIPABOYHYIO HHPOPMAIIHIO 00 OpraHU3aluA-aBTOPE JOKYMEHTA!
Bribepute oquH OTBET:

a. KOJl OpraHu3alliy, CIIPaBOYHbIC TaHHbIC 00 OpraHu3aIuu, Ko GOpMbI TOKyMEHTa

b. HanmeHnoBaHue BeIIECTOSAIIEH Opranu3aiuy, ko opranuzanuu, OI'PH, MHH/KTIIT

C. cTIpaBOYHBIC JaHHBIC 00 opranu3anuu, ko opranusanuu, OI'PH, MHH/KIIIT



d. HauMeHOBaHKE BBIMIECTOSIICH OpraHU3aIliy, CIIPABOYHbIC JaHHbIC 00 OpraHU3aIMHU, KOl OpPraHU3aINH,
Ko7 (popMBI TOKyMEHTA.

Bompoc 91

Ha Onankax kakux qokymentoB HE ykasbiBaeTcsi HAUMEHOBaHHE BUIA TOKYMEHTA!
Bribepute oquH OTBET:

a. cIy>keOHOTO MHChMa

b. nomkHOCTHOM MHCTPYKIUH

C. CIIpaBKH

d. ciy)xeOHOM 3amUCKu

Bormpoc 92

KakuMm nokymeHTOM HE00X0auMO 0(OPMHUTE BO U30ekKaHNE HapyIleHHs HOpM TpynoBoro Kojexca
MUCbMEHHOE HAIIOMUHAHUE O HEOOXOANMOCTH SIBUTHCS AJIS OJTyYSHHSI TPYJOBOH KHUKKH YBOJIEHHOMY
pabOTHHUKY, HE OJIY4HBLIEMY €€:

Bribepute oiMH OTBET:

a. pakcorpamma

b. SMS-coo6mieHne

C. DIIEKTPOHHOE COOOIICHUE

d. 3aka3zHOE MUCHMO.

Bompoc 93

Kakoii pa3HOBHIHOCTH MHChMa COOTBETCTBYET CIIEyIOMIas si3bikoBast popmyna: «[Ipencrasisito Ha
YTBEPKJICHUE MTPOEKT ILJIAHA...»:

Bribepure oguH OTBET:

a. COIPOBOIUTENBEHOE TUCEMO
b. mpocr6a

C. odepTa (IpemnoKeHune)

d. npexcrasnenue

PA3JIE] 3



IIpakTuyeckoe 3axanue 1 (3 pazaen)

Tema 1.

Onumure CTPYKTYpY HOOKYMEHTalIbHOrO (OHJAa OpraHu3ald WIH OIHOTO U3
CTPYKTYPHBIX TOJIpa3ielieHuii opraHu3amnuu Baieii 6a3bl MPaKkTHKY.

1.1. W3yunte NOKyMEHTaJdbHBIA (POHJI OJHOTO M3 CTPYKTYpPHBIX IOApa3JeIeHUN
OpEANpUsATHsS WM opraHu3anuu Bameil 6a3pl mpakTuku. Bbl MoOXeTe BOCIOIB30BaTHCS
HOMEHKJIATypOH JeJl OAPa3AesIeHUs UM CBOAHOW HOMEHKIIATYPOM J€J1 OPraHU3aluu.

1.2. BrimonnuTe KnaccuuKauio JOKYMEHTOB B COOTBETCTBHH C BHIIOTHIEMOMN UMH
yIpaBJICHUYECKON PyHKITHEH.

1.3. CootHecuTe BblAENEHHBIE BaMu Tpymnmbel  JOKYMEHTOB C OCHOBHBIMH
(GyHKIIMOHAIBHBIMU CUCTEMAaMHU JJOKYMEHTOB, UcIoNb3yeMbIMH B Poccuiickoit denepanuu.

14. CocraBbTe cXeMy JTIOKYMEHTAJIBHOTO (POHA.

Tect k pa3zneny 3.1

Bomnpoc 1

[IpogomxkuTe onpenesieHne: CUCTeMa JOKYMEHTAIUU — 3TO. . .

BriGepuTe oquH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX IPOLECIYPOH TPHHSITHS YIPABICHUECKOTO
perIcHus

b. COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX IIOJI TPHU3HAKAM IPOUCXOXKICHUS,
Ha3HA4YCHMs, BUAQ, CPephl IeITEILHOCTH, €AMHBIX TPeOOBaHM K 0(POPMIICHHUIO

C. TOKyMEHTHI U MAaCCHBBI JIOKYMCHTOB B HH(POPMAIIMOHHBIX CHCTEMaX, yIIOPSIOYCHHEIC
onpeaenéHHbIM 00pazoM

d. pazHOpOAHBIE TIO CBOEMY MPOUCXOXKJICHHIO, pa3HOOOpa3HBbIC MO BUIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30oBaBIINECs B MpoIlecce ASSITeTbHOCTH OTAEIBHOr0 (DU3MUECKOTro JINIIa

Bompoc 2

VYrpasnendyeckas GyHKIHS, peann3yeMas ¢ TOMOIIbIO KaAPOBBIX JOKYMEHTOB

Br16epuTe ouH OTBET:

a. OpraHu3aluy AeSITeNFHOCTU PEINPHUITHS

b. KOHTPOJIb NEATEITHLHOCTH MPEIIPUITHS

C. YIpaBlieHHE TIEPCOHAIIOM MPEATPUSATHUS

d. maEMpoBaHUE IEATEITBHOCTH MIPEATPUSTHS

Bomnpoc 3

K opraHu3aiimoHHBIM JIOKYMEHTAM MPEANPHUSATHS OTHOCSITCS BHJIBI TOKYMEHTOB:

Bri6epuTe ouH OTBET:

a. pacTiopsKCHHE

b. TeXHUYECKHUE YCIOBHS

C. TOJDKHOCTHAsI MHCTPYKIAS

d. akT

Bonpoc 4

K nndopmannoHHO-ClIpaBOYHBIM JOKYMEHTAM OTHOCSTCS:

Bribepute oauH oTBeET:

a. IpuKa3

b. yctaB

C. OOBSICHUTEIIbHAS 3alUCKa

d. mocranoBiIeHUE

Bomnpoc 5

OcHoBHasg KJacCU(PUKAIIMOHHAs e€AUHUIA B (QYHKIMOHAIBHOW KiIacCUPUKAINH

JIOKyMEHTOB

Bri6epute oguH OTBET:

a. MOJJIMHHUK JJOKYMEHTA

b. Bu TOKyMeHTa



C. JIeJIo

d. mybmukaT 1oKyMeHTa

Bompoc 6

OyHKIMOHANbHAS KiIacCU(UKAUSg JOKYMEHTOB OCYIIECTBISIETCS IO CIEAYIOUIEMY
OCHOBAHHMIO

Bribepute oauH oTBeET:

a. nH(GOPMAIMOHHAS COCTABJIAIONIAs TOKYMEHTA

b. BpeMs osIBIIEHUS JJOKYMEHTa

c. croco0 3akperieHust vH(pOpMaIMK Ha MaTepUAIIbHOM HOCUTEIE

d. BUJ MaTepuanbHOTO HOCUTENS IOKYMEHTa

Bomnpoc 7

VYkaxuTe BU JOKYMEHTA, BbIACIAEMbIi 110 GYHKIUN YIIPABICHUS

Bribepure ouH OTBET:

a. aHKeTa

b. oTuér

C. I0Che

d. 2IeKTPOHHBII TOKYMEHT

Bomnpoc 8

C TnoMOIIBI0 OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB DPEaIH3yeTCsl YIpaBiIeHUYECKas
byHKIISA

Bri6epute ouH OTBET:

a. HOPMAaTUBHO-METOJUYECKOr0 00ecreueHtsl yIpaBIeHuUs PeIpUsITHEM

b. KOHTPOJIS IEATEIEHOCTHU TPEATIPHSITUS

C. peryJIMpOBaHUs AEATEIbHOCTH MPEIPUITUS

d. opraHu3anyu ASATEILHOCTH MPEIITPUITUS

IIpakTuuyeckoe 3aganue 2 (3 pasgen)

Tema 2. OnuiuTe JOKyMEHTAIBHBIN QOH]I OpraHU3aIlluK WA OJJHOTO M3 CTPYKTYPHBIX MOJIpa3/ielieHHH
opranuzanuy Baieil 6a3pl IpakTHKY B acrieKTe YHU()UKALIUH

2.1. Omnpenenute U NepevnCInTe, KaKue yHUUIMpOoBaHHbIE cucTeMbl JokyMeHTauuu(Y C/I) ucrnons3yer
Bama 6a3a mpakTuk.

2.2. 3yunTte N1OKyMEHTbI CUCTEMBI OPraHU3alMOHHO-pacIopsIuTeIbHOM nokymenTaunu (OP /D),
UCTIOJIb3yeMble 0a30i MPaKTHK, U MPUBENTE IPUMEPHI JIOKYMEHTOB, U3TOTOBJIIEHHBIX C HCIOIB30BAaHHEM
yaupuIrpoBanHbIX hopM nokymentos (Y DJI), onpenenure koabl 3Tix Gopm o Obmepoccuiickomy
KJaccugukaropy ynpasiaeHueckoi nrokymentanuu (OKY ).

2.3. OcyiecTBuTe aHANK3 5 JOKYMEHTOB Barieli 0a3bl NpakTUKK M PUBEANTE IPUMEPHI U3TOTOBICHUS
JIOKyMEHTOB C UCIIOJIb30BaHUEM

- pa3HbBIX YHU(QHULINPOBAHHBIX OpPMaTOB OymarH,
- pa3HBIX BUJIOB OJIaHKA JIOKYMEHTA,
- pa3HbBIX QOpM YHHU(UKAIHN TEKCTa,
- TOHSATHHHOW YHU(PHUKAINU HIH YHU(DUKALNH TEPMHUHOJIOTHH.
2.4. YxaxuTe 1enecoo0pa3HocTs NpoBeA¢HHON yHUpHKauuu. Chaenaiite CCbUIKy Ha CTaHAAPTHI.
2.5. Ha ocHOBe M3y4eHHBIX JOKyMEHTOB COCTaBbTe (parMeHT Tabemnst popM JOKYMEHTOB OpraHU3aLNH.

B npoekre noBoti 'C/IOY npennaraercst mpumepHasi popma tadens



Tabnuma
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Tect no pazaeiy 3.2

Bomnpoc 1

OO6pa3upl  yHHUDUIUPOBAHHBIX (OPM TOKYMEHTOB, pPa3pelICHHBIX K MPUMEHEHHIO B
OpraHu3aliK, CUCTEMaTU3UPOBAHBI B CIIEYIOLIEM JOKYMEHTE:

Bri6epute ouH OTBET:

a. IepevYeHb TUIOBBIX YIPABICHYECKUX JOKYMEHTOB MPEAIPUATHS

b. anp0oM yHHDUITUPOBAHHBIX (HOPM TOKYMEHTOB IPEAIPUSITHS

c. Tabenb YHU(PULIHPOBAHHBIX (HOPM JTOKYMEHTOB MPEIIPUATUSL

d. HOMeHKIaTypa Jen npeanpUsITHS

Bomnpoc 2

Kommnosunus nucema — 3710...

BriOepure oauH oTBET:

a. PacIoyioKEHHE PEKBU3UTOB MICbMa M SJIEMEHTOB TEKCTa Ha OJIaHKe

b. mocnenoBaTeabHOCTh PACIIOIOKEHUS MPEITI0KEHUN B TEKCTE TOKyMEHTa

C. «s13bIKOBasi GopMyJia» MUcCbMa

d. mocnenoBaTeIbHOCTh B3aUMOCBA3AHHBIX CMBICIOBBIX 4YacTeil, OOBEIUHEHHBIX
€IMHCTBOM TE€MBI

Bomnpoc 3

I'OCT P 6.30-2003 «TpeGoBanust K 0POPMIIEHUIO JOKYMEHTOB. ..» PETYJIUPYET

BriOepure oauH OTBET:

a. mpoeKkTupoBaHue ciayxosl JJOY

b. opopmiieHre PEKBU3UTOB JOKYMEHTOB

C. OPTaHU3ALHUIO JOKYMEHTO000POTa B yUPEKICHUN

d. ynpaBneHue 10KyMEHTaMH

Bormpoc 4

biiank nokymeHTra — 3710...

Bri6epute ouH OTBET:

a. Habop PEKBU3UTOB, MJICHTU(PUIUPYIOIUX aBTOpa O(PHUIHMATIBFHOTO JOKYMEHTa

b. TOKYMEHT, OTIIEUYaTaHHBII B TUIOTpapUH

c. HaOpaHHBII HAa KOMITBIOTEPE TUIIOBOW JJOKYMEHT

d. TOKyMEHT C TOBTOPSFOIUMCS TEKCTOM

Bomnpoc 5

MeTox coBepIICHCTBOBAHUS JIOKYMEHTOB U CHCTEM JIOKYMEHTAIIUU

Bribepure oauH OTBET:

a. CTaHIAPTU3AIUS

b. MozenupoBanue

c. nHbOpMaTH3aALUS

d. cucremHbIi aHaNMM3

Bomnpoc 6

YuauduuupoBanHas gopma 10KyMeHTa — 3TO

BriGepute oqun oTBET:

a. IOKYMEHT, CO3JJaHHbII ¢ IPUMEHEHNEM KOMITBIOTEPHOM TEXHUKU

b. hopMbl EpBUYHBIX YUETHBIX JOKYMEHTOB 110 YUETY TPYy/Aa U €ro OIJIaThl



C. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHHU C PEIIAEMbIMU B JaHHOM
chepe JIeATENIBHOCTH 3aJadyaMd M 3aUKCUPOBAHHBIMU B OINPEACICHHOM IMOpSJKE Ha
MaTepuaIbHOM HOCHUTEIE

d. JOKYMEeHT, UMEIOIIUI THUIIOBOE COJiepKaHue U 0POopMIICHHE

Bomnpoc 7

[TocranoBnenuem IlpaButensctBa Poccuiickoit @enepanun ot 08.07.1997 Ne 835 «O
NEPBUYHBIX YYETHBIX JOKYMEHTAX» YTBEPIKIACTCS

Bri6epute o1H OTBET:

a. Tabenp yHU(PUIMPOBAHHBIX (HOPM JTOKYMEHTOB

b. TepmuHOIIOTUs B 007aCTH ASTOMPOU3BOACTBA U APXUBHOTO JIeTia

C. anbOOM 1O yU€TY TpyJa U €ro OIUIaThI

d. MHCTPYKIIUS MO 3aMOJHEHUIO TPYJOBBIX KHUKEK

Bormpoc 8

CpoiicTBO ~ oQuUIMANIBHOTO  JIOKYMEHTa,  coollaeMoe €My  JCHCTBYIOLIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEN H3/1al0lIero €ro OpraHa M YCTAaHOBJIEHHBIM IOPSJIKOM
o OpMIICHHUS - ATO

Bri6epute ouH OTBET:

a. KOH(pUIEHTUATBHOCTh

b. ropuanueckas cuia

C. ayTeHTUYHOCTh

d. monHOTA

Bomnpoc 9

Knaccupukanuss 1OKyMEHTOB Ha HHIMBHIyalbHbIE, TpadapeTHble, NPUMEPHBIC
OCYIIIECTBIISICTCS 1O CIEIYIOIIEMY OCHOBAHUIO

Bri6epute ouH OTBET:

a. CTENEHb CII0KHOCTH

b. crenens yHupukanuu

C. CTENEHb TOYHOCTHU

d. cTeneHb OTKPBHITOCTH

Bonpoc 10

JlesITenbHOCTh MO YCTAHOBJICHHIO W UIMPOKOMY MHOTOKPAaTHOMY HCHOJIb30BaHUIO
TpeOoBaHUI, HOPM, MPaBWJI U XaPAKTEPUCTHK, KaK 00S3aTENbHBIX [JIsl BBINOJHEHHUS, TaK W
PEKOMEHAYEMBIX, B IENAX JTOCTHKECHUS ONTUMAIBHOW CTETEHH YIOPSIOYEHHOCTH B TOW WIIH
WHOM 00NacTH

Br16epute o1H OTBET:

a. yHu(uKanus

b. cucremarusanus

C. CTaHJapTU3AIUSL

d. rapmoHm3anus

IpakTuyeckoe 3axanue 3.3

3.1. Kparko onummTe, HCHONb3ySd CXEMY, KOMIUIEKCHI JOKYMEHTOB, B KOTOpbIE
00BeAMHSIOTCS IOKYMEHTHbBIE pecypchl Bamero HacenéHHoro myHkTa, Bamiero mpeanpusitus,
Bamm inunble JOKYMEHTHBIE pecypcehbl Win Bamieil ceMbu.

3.2. Ilepeuucnure ajapeca M Ha3BaHMs OJIIEKTPOHHBIX OMOIMOTEK, KOTOpble Bbl
ucnonb3yete. Hazosure 1enp Bamero oopaieHus K 3JeKTPOHHBIM OHOIMOTEKaM.

Tect k pa3neay 3.3

Bomnpoc 1

K «iepBUYHBIM KOMITIEKCAM TOKYMEHTOBY MPEANPUITUAS OTHOCUTCS
BriGepute oqun oTBET:

a. TOCYIapCTBEHHAS CHCTEMa CTATHCTUKH

b. mokyMeHTanbHBIN (HOH TPEITPUATHS



C. COOPHUK HOPMATHUBHBIX JIOKYMEHTOB MPEIIPUATHS

d. apxuBHas KOJUIEKLIUS

Bompoc 2

[lepconanbHble CBEICHUS O TpaskJaHax SBISIOTCS

Br16epute o1H OTBET:

a. KOH(QUICHIINATEHON HHpOpMaITei

b. napopmanmeii, OTHECEHHON K KOMMEPUECKO TaifHe

c. uH(opmManuel OTKPHITOro JOCTyMa

d. madopmanueit, OTHeCEHHOH K rocy1apCTBEHHOH TaliHe

Bomnpoc 3

JIOKyMEHTaJIbHBINA (POHIT - 3TO

Bri6epute o1H OTBET:

a. COBOKYITHOCTH JIOKYMEHTOB, OOpa3yIoUIMXCS B AEATEIBHOCTH HOPUAWYECKOTO HIIH
buznyecKoro nuIa 3a roj

b. TOKYMEHTBI OpraHU3allH, BBIICTICHHBIE K YHHUTOKCHHUIO

C. TOKYMEHTBI OpraHu3allii, IOJrOTOBIIEHHBIE K C]aue B TOCYIapCTBEHHBIN apXUB

d. JOKyMeHTHI, BKIIOYEHHBIE B Ta0enb YHU(UIUPOBAHHBIX (HOPM JTOKYMEHTOB
OpraHu3aIuu

Bompoc 4

COBOKYIHOCTh B3aMMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JAHHBIX Ha MAIIMHOUYUTAEMBIX
HOCHUTEISIX, 00padOTKa, TIOUCK M XpaHEHHE KOTOPHIX OCYHIECTBISIETCs ¢ moMonibio 9BM, 310

Bri6epute o1H OTBET:

a. DJICKTPOHHBIC 0a3bl TAHHBIX

b. aneKTpoHHbIE OaHKU JaHHBIX

C. DJIEKTPOHHBIE KOMMYHHKATHBHBIC PECYPCHI

d. anekTpoHHBIE OUOTHOTEKN

Bomnpoc 5

Kommieke 10KyMEeHTOB — 3TO

Bri6epute ouH OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aMMOCBS3aHHBIX IO MpPU3HAKAM MPOUCXOXKICHUS,
Ha3HA4YeHMs, BUAQ, CPephl NeSITEIbHOCTH, EAMHBIX TpeOOBaHMI K OPOPMIICHUIO

b. HOMeHKIaTypa JIe1 OpraHu3aluu

C. MAacCHBBl JOKYMEHTUPOBAaHHOH WH(OPMAINK, YIOPSJOYCHHBIE ONpeACIEHHBIM
o0Opazom

d. BHg WHPOPMALMOHHBIX PECYpPCOB, TPEICTABICHHBIH COBOKYITHOCTBIO OTIEIBHBIX
JIOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAX

Bomnpoc 6

DNeKTpOHHBIE HH(OPMAIIMOHHBIE PECYPCHI, CO3/1aBAEMbIE PA3TUYHBIMU PEANPUATUIMHI U
HETIOCPEICTBEHHO CBS3aHHBIC C OCYIIECTBICHUEM MX OCHOBHOMH JIESTETLHOCTH

Bribepure oauH OTBET:

a. BCTpOCHHBIE HH(OPMAIIMOHHBIE PECYPCHI

b. pacnipenenénnbie HHGOPMAITMOHHBIE PECYPCHI

C. DJIEKTPOHHBIE ONOIMOTEKH

d. KOMMYHHMKaTHBHBIE JIEKTPOHHBIE PECYPCHI

Bomnpoc 7

JIOKYMEHT MJIM COBOKYITHOCTH JOKYMEHTOB IO OJTHOMY BOIIPOCY, TOMEUIEHHBIX B TBEPAYIO
00JI0KKY

BriGepure oauH OTBET:

a. COOpHUK

b. neno

C. 10Che

d. mepemnucka

Bomnpoc 8



COBOKYITHOCTb JIOKYMEHTOB, 00Pa30BaBIIMXCS U HAKOIUICHHBIX B POLIECCE S TENbHOCTH
OTAETBHOTO (PU3MUECKOTO JIMIIA, 3TO

Br16epute ouH OTBET:

a. IepCoHaJIbHbIE NHPOPMAIIMOHHBIE PECYPCHI

b. craructudeckre HHPOPMAITMOHHBIE PECYPCHI

C. BCTPOCHHBIE NH(OPMAIIMOHHBIE PECYpPCHI

d. pacnpenenéunbie nHPOPMAITMOHHBIE PECYPCHI

Bomnpocsl K 3a4eTy ¢ OLIEHKOM

1. [Tonsitus «ympaBlieHUE JOKYMEHTaMm»» u «COBEPIICHCTBOBAHHE
JOKYMEHTAIIMOHHBIX MIPOIIECCOBY. OcHOBHBIE HaNpaBJICHUS COBEPILICHCTBOBAHUS
JIOKYMEHTAI[MOHHBIX MTPOLIECCOB.

2. Knaccugukarus 10KyMeHTOB, €€ 11eJIb 1 OCHOBHBIE METO/IbI.

3. OcHoBaHMS U CXeMbI KJIacCU(PUKAIIUHN TOKYMEHTHBIX PECYPCOB.

4, CemaHTHYeCKHE KJIaCCU(PHUKALIMU TOKYMEHTHBIX PECYPCOB.

5. OyHKIMOHATbHBIE KJIacCU(PUKAIINH TOKYMEHTHBIX PECYPCOB.

6. [Tonsatne «cucrema JOKyMeHTanum». IIpW3HAaKM CHUCTEMBI JOKYMEHTAIWH.

OcHoBaHUs KJIaCCI/ICI)I/IKaLII/II/I CUCTEM JOKYMCHTALIUU. Tengenuuu HCTOPHUYCCKOI'O pPa3BUTUA
CHUCTCM JOKYMCHTAlUU.

7. OcHoBHBIE HYHKIIMOHATIBHBIE CUCTEMBI JokyMeHTauuu Poccuiickoit denepanmu.

8. Cucrema Hay4YHO-HCCIIE10BATENbCKON u IIPOEKTHO-KOHCTPYKTOPCKOM
JIOKYMEHTAIUH.

9. CucremMa TEXHOJIOTUYECKON TOKYMEHTAlUU

10. Kanposast nuH(popMaiMoHHO-10KyMEHTALlMOHHAs CHCTEMA.

11. Cucremsl IIJIAHOBO, MH(}OPMaIIMOHHO-CIIPABOYHOM,
UH(POPMALMOHHO-aHAIUTHYECKOW U OTYETHON JOKYMEHTAIIUH.

12. CucreMa opraHu3allMOHHO-PACHOPSAUTEILHON JOKYMEHTAIUH.

13. [ToHATHS «TUNH3aLUSA JTOKYMEHTOB» U «yHM(UKaUUs JAOKYMEHTOB», UX

B3auMMOCB3b. (OCHOBHEIE HaIpaBJICHUA YHI/I(i)I/IKaIH/II/I JOKYMCHTOB Ha COBPEMCHHOM OTallC.
ITonsTHe ((YHI/I(I)I/II_II/IPOBaHHLIe CUCTCMbI JOKYMCHTAIIUN», UX COCTAaB.

14. [TonsiTe «crangapTU3alus» B JIOKyMEHTOBeNeHUH. CHCTEMbl COBPEMEHHBIX
CTaH/1apTOB.
15. VYuudukauus popmaroB 6ymaru. CoBpeMeHHbIE CTaHIAPThl Ha popMaThl OymMaru.

16. Vuuduxamus ¢opm nokymentoB. 'OCT P 7.0.97-2016, ero coxpepxkanue u
3HaYEHHE.

17. YHUHKAIMA TEKCTa YIPaBIEHYECKOT0 JOKYMEHTA.

18.  Vuudukanus TEPMHHOIOTHU B JOKYMEHTOBEICHWH, €€ HOPMATHBHO-TIPABOBAS
6a3a. CoBpeMeHHbIE CTaHIaPThl TEPMUHOB U OIIPECNICHUH B JOKYMEHTOBEICHHUH.

19. [ToHsATHE «KOpIIOpaTHUBHAs cUCTeMa NOKyMeHTanuw». HomeHkmartypa nem, eé
3Ha4YeHHE U MPHUMEHEHHE B JOKYMEHTUPOBAHUHM YIIpaBJIeHY€CKON HH(pOpMAIIH.

20. [TonsiTusa «Tabenb GopM TOKYMEHTOB» M «allb0oM (hOpM JTOKYMEHTOBY, UX POJIb B
JIOKYMEHTHPOBAaHUH YIpaBIeHYECKON MH(OPMAIUH MTPEIIPUSATHSL.

21. Ennnas cucrema kiaccupUKau U KOJUPOBAHUS TEXHHUKO-d)KOHOMHYECKOW M

counanbHoil uHpopmanuu (ECKK TOCH). Crpykrypa Kiaccu(puKaTOPOB M JISKAIIUX B HX
OCHOBe K0/10B. Ob1iepoccuiickue KiacCu(pUKaToOpbl JOKyMEHTHUPOBAHHON HHPOPMAIIUH.

22. IlonsiTHEe «KOMIUIEKCBI JOKYMEHTOB». IIpocThle M CIIOXKHBIE KOMILIEKCBI
JIOKYMEHTHUPOBAHHON HH(DOpMAaIIHH.
23. CrnoxHble KOMIUIEKCHl. ['ocymapcTBeHHble apxuBbl. CeThb TroCyJapCTBEHHBIX

apxuBoB Poccuiickoit @eneparuu. KonnuecTBeHHas U KAYECTBEHHAS XapaKTEPUCTUKA apXUBHBIX
KOMILJIEKCOB.

24. bubnuoteunas cetb Poccuiickoit @eneparumu.

25. Pacnpenenénnple MHPOPMALMOHHBIE 3JEKTPOHHBIE pecypcbl. MecTo M poib
3IEKTPOHHBIX OUOINOTEK B CUCTEME JOKYMEHTHBIX PECYPCOB, MEPCIEKTUBBI UX PA3BUTHSL.



26. CucreMbl HAyYHO-TEXHHUYECKON W craTtucTudeckord uH(opmanuu Poccuiickoii
®denepanuu.

27. JlokymeHTanbHbIe (OHIBI IPEANPUATHH, YIPSKIACHUN, opranu3auuii. [leppuunbie
KOMILJIEKChI JOKYMEHTOB. BecTpoeHHbIe HH(OpMallMOHHbIE 3IEKTPOHHBIE PECYPCHI.
28. [TonsiTue «epcoHanbHBIE AOKYMEHTHBIE pecypcbl». CocTaB INepCOHANbHBIX

JOKYMEHTHBIX PECypcoB, UX MECTO U pOJIb B HAalMOHAJIBHBIX HMH()OPMALMOHHBIX pecypcax
Poccuiickoit @enepanuu.

Tembl KypcoBbIxX padoT (3 cem)

1. HcTopusi cTaHOBJICHHS] COBPEMEHHBIX (DYHKIIMOHAIBHBIX CUCTEM JIOKYMEHTALIUU B
Poccuiickoit @enepanuu.

2. Oco0eHHOCTH TOCyIapCTBEHHON CUCTEMbl HAYYHO-TEXHUUYECKOM TOKYMEHTALIUH.

3. AHaln3 CUCTEMBI KaJpOBOW JOKYMEHTAIMH IOCYIapCTBEHHON OpraHu3aliy.

4. Xapakrepuctuka ECKK TOCH, e€ ponb B ynpaBi€HUUM HalUUMOHAIbHBIMU
MH()OPMAIITMOHHBIMH PECYPCAMH.

5. OcoOenHoctu WCII0JIb30BAHUS O0IIEPOCCUNCKHIX KJ1accu(puKaTopoB
TEXHUKO-3KOHOMUYECKOH U CONMAIbHONW HH(POPMALIUU B COBPEMEHHOM JICTIONPOU3BOJICTBE.

6. OcobeHHOCTH cocTaBieHuUs, 0O(hOPMIIEHUST U MCIIOJIb30BaHHUsI HOMEHKIIATYphI /1€
OpraHu3aIuHg.

7. Tabens ¢gopm noxkymMeHTOB U AnbOoM (OpM JOKYMEHTOB OpraHU3alMU Kak
MHCTPYMEHT COBEPIICHCTBOBAHUS JIOKYMEHTAIIMOHHBIX IIPOIIECCOB.

8. Ponb W MecTo yupemuTeNbHBIX JOKYMEHTOB B YIPABICHHWU OpraHMU3AIlMEH,
0COOEHHOCTH MX COCTaBIICHHS, O(DOPMIICHUS M PETUCTPAIIH.

9. Ponb u MecTo OpraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB B  YIPaBJICHHUH
OopraHu3aiueil, 0COOEHHOCTH COCTaBIECHUS U OPOPMIICHUS.

10. Ponrp ¥ MecTO JOMKHOCTHBIX MHCTPYKIHMH TepcoHasa B  yIpaBJICHUH
opraHusanueit, 0COOEHHOCTH UX pPa3pabOTKH, 0POPMIICHHUS.

11. Ponp 1 MecTo pacmopsiIMTENbHBIX JOKYMEHTOB B YIPABJICHHWU OpraHM3alueH,
MOPS/IOK MX COCTABIICHUS, OPOPMIICHHSI X UCTIOTHEHHUSI.

12. CocraBnenue U 0o(pOpMIIEHHE JOKYMEHTOB, HCIOJIb3YEMBIX MJIS ONEepaTUBHOM
nepegayu nHpopmanuu

13. Pa3HOBHIHOCTH  CIIy)KEOHBIX TMHCEM, OCOOEHHOCTH UX COCTAaBICHHUS H
odopmIteHuUs.

14. Ponre um Mecto MH(MOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB B YIPaBICHUU
OopraHu3anueil, 0coOOEHHOCTH UX COCTaBIEHUS U 0(OPMIICHUS.

15. Porb  w wMecro  yHM(UKALIMM ~ JOKYMEHTOB B  COBEPIIEHCTBOBAHUH
JOKYMEHTAITMOHHBIX TPOIIECCOB, HAITPABIICHHS U 3TAIbl YHU(DUKAITUH.

16. B3aumocBs3b comepkanust 1 GOpMbI JOKYMEHTa, OCOOCHHOCTH UX YHU(UKAIIUH.

17. Wcropust CTaHOBIIGHUS OTEUECTBEHHOW CTaHAAPTHU3AlUU JTOKYMEHTAIIMOHHBIX
IPOIIECCOB.

18. Cucrema MEXIyHAPOIHBIX CTAaHIAPTOB B 00JIACTH TOKYMEHTOBEICHUSI.

19. AHan3 CTPYKTYpHI JOKYMEHTAIBHOTO (DOHJIa OPTaHM3aLMH, €r0 KadyeCTBEHHAs U
KOJINYECTBEHHASI XapaKTePUCTHKA.

20. OcHoBHble HamnpaBneHust BHeapenus Y CJl, 3a1aun rocyaapCcTBEHHOTO HaaA30pa U
oTpacneBoro KouTpoiisa BHenpenusa Y C/L.

21. KadecTBeHHass M KOJIMYECTBEHHAs XapaKTEPUCTHKA COBPEMEHHBIX apXWBHBIX
KOMILJIEKCOB.

22. bubnuoreunsie MHOOPMAIIMOHHBIE PECYPChl, TOKYMEHTUPOBAHUE NEATEIbHOCTH
6u0IMOTEK.

23. Mys3eiinple UH(GOPMALMOHHBIE PECYpPCHl, JTOKYMEHTHPOBAaHHE JACATEIbHOCTU
MY3€HHBIX KOMILIEKCOB.

24, Porb m wMecTo roOCynapCTBEHHOM CHCTEMBbl CTAaTUCTHKH B  YIPABICHUU

HAI[MOHAJIbHBIMU UH(GOPMAIIMOHHBIMHU pPECypcamu.



25. BcerpoenHnsble u pacipeenéHHbIe AIEKTPOHHBIE PECYPChI, X OCOOCHHOCTH.

26.  Kiaccu¢ukanms BCTPOEGHHBIX HH(POPMAIMOHHBIX DPECYPCOB  HPEANPUSATHS,
OCOOEHHOCTH YIIPABJICHUS UMHU.

27.  XapakTepuCTHKa pPAaCHpENeNEHHBIX JJIEKTPOHHBIX PECypcoB, OCOOCHHOCTH
YIIpaBJICHUA UMU.

28. Mecro, poib, MEPCHEKTUBBI Pa3BUTUS DICKTPOHHBIX OHOIMOTEK B cUCTEME

JIOKYMEHTHBIX PECYpPCOB.

Hrorosbiii TecT (2 Kypc)

Bomnpoc 1

O6pa3upl  yHHUDUUIMPOBAHHBIX (OPM JOKYMEHTOB, pa3pelICHHBIX K IPUMEHEHHIO B
OpraHu3alK, CUCTEMaTU3UPOBAHBI B CIIEIYIOLIEM JOKYMEHTE:

Br16epute ouH OTBET:

a. anbOOM YHU(UIIMPOBAHHBIX (OPM JOKYMEHTOB MPEANPHUITUS

b. mepedeHb TUMOBBIX YIPABICHUYECKUX JOKYMEHTOB MPEIIPUATHS

c. Tabenb YHU(PULIHUPOBAHHBIX (HOPM JOKYMEHTOB MPEIIPUATHS

d. HOMeHKIaTypa JIen npeanpUsITHS

Bomnpoc 2

K oprann3anmoHHBIM JOKYMEHTAM MPEIIPUATHS OTHOCSATCS BUJIBI JOKYMEHTOB:

BriOepure oauH OTBET:

a. aKT

b. JOKHOCTHAS MHCTPYKLUS

C. TEXHUYECKHE YCIOBUS

d. pacnopspkeHue

Bormpoc 3

C noMo1IbI0 OTYETHBIX IOKYMEHTOB peanu3yeTcs yrnpaBieHYecKas (yHKIHs

Bri6epute ouH OTBET:

a. peryJIMpOBaHUs AEATEIbHOCTU MPEANIPHUITUS

b. KOHTPOJIIS AEATEINBHOCTH TPEATIPHSITHS

C. HOpPMaTUBHO-METOIUYECKOr0 00ecreueHus yIpaBieHUs IpeAnpUsITHEM

d. opranuzanyu AesITeIbHOCTH TPEIITPUSTHS

Bomnpoc 4

K «1epBHYHBIM KOMITIIEKCaM JOKYMEHTOBY TPEAPHUSITHS OTHOCHTCS

BeiOepure oauH OTBET:

a. apXUBHAsI KOJUICKITUS

b. rocynapcTBeHHas cucTeMa CTaTUCTUKU

C. COOPHUK HOPMATHBHBIX JIOKYMEHTOB TIPEIITPUSTHS

d. moxymeHTanbHBINA (DOHI IPETPUATHUS

Bomnpoc 5

Kommiekc 10KyMEeHTOB — 3TO

Bri6epute o1H OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKAM MPOUCXOXKICHUS,
Ha3HA4YeHMs, BUAQ, CPephl NeSITEIbHOCTH, €AMHBIX TpeOOBaHMIA K 0(POPMIICHUIO

b. MaccuBBl JIOKYMEHTHUPOBaHHOM HH(pOpPMAIMK, YHOPSAOUYEHHBIE OIpeIeIEHHBIM
obpazom

C. HOMEHKJIaTypa JieJ] OpraHu3aluu

d. BHO WHQPOPMAMOHHBIX PECYpPCOB, TPEICTABICHHBIH COBOKYITHOCTBIO OTICIBHBIX
JOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAX

Bomnpoc 6

I'OCT P 7.0.97-2016 «YHuduuupoBaHHbIE CUCTEMbI TJOKyMEHTAUU. Y HUPUIIMPOBAHHAS
cucTeMa OpraHu3allMOHHO-PACTIOPAIUTEIbHON JOKYMEHTALHY . ..» PETYIUPYET

Bribepure oauH OTBET:

a. 0pOopMIICHHE PEKBU3UTOB JOKYMEHTOB



b. ynpaBneHnue 10KyMeHTaMH

C. MpoeKTHpoBaHue ciaykonl JJOY

d. opranuzanuio 10KyMEHTO000pOTa B YUPESIKICHUN

Bomnpoc 7

JIOKyMEHTHBIE pECypChl — 3TO

Bri6epute o1H OTBET:

a. COBOKYIHOCTh JIOKYMEHTOB, B3aMMOCBS3aHHBIX IO MpPHU3HAKAM MPOUCXOXKICHUS,
Ha3Ha4YeHMUsl, BUJIa, CPephl IeSTEIbHOCTH, €AUHBIX TPEOOBAHUN K O(OPMIICHUIO

b. HOMEHKJIaTypa e OpraHu3alun

C. MacCUBBbl JOKYMEHTHPOBAHHON WH(GOpPMALMHU, YIOPAIOUYEHHBIE ONpeAeTIEHHBIM
obpazom

d. BuA MHPOPMAIMOHHBIX PECypCOB, IPEICTABICHHBIN COBOKYIHOCTBHIO OTAEIbHBIX
JIOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX

Bomnpoc 8

MeTox COBEpIIEHCTBOBAHUS TOKYMEHTOB U CHCTEM JIOKYMEHTALIUU

Bri6epute o1H OTBET:

a. nHpopmaTu3anus

b. crannapTuzanus

C. CUCTEMHBIN aHAIIN3

d. MmonenupoBanue

Bormpoc 9

COBOKYIMHOCTb B3aMMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JAHHBIX Ha MAIIMHOYUTAEMBIX
HOCHUTEIISIX, 00padOoTKa, IIOMCK M XpaHEHNE KOTOPHIX OCYHIECTBISIETCs ¢ moMonibio 9BM, 3To

Bri6epute o1H OTBET:

a. DJIEKTPOHHBIE OAHKU JaHHBIX

b. anekTpoHHBIE 6a3bl TaHHBIX

C. DJIEKTPOHHBIE OUOIMOTEKH

d. pIeKTpOHHBIE KOMMYHUKATUBHBIE PECYPCHI

Bonpoc 10

JIOKyMEHTaJIbHBINA (POHJ - ITO

Bri6epute ouH OTBET:

a. IOKYMEHTbI OpraHHU3alliy, MOATOTOBIEHHbIE K Cjaue B FOCY1apCTBEHHBIN apXUB

b. COBOKYITHOCTh JOKYMEHTOB, OOpa3yIOIIMXCS B JEATEIbHOCTH HOPUAMYECKOTO WITU
(bu3nuUecKoro Jula 3a roj

C. JOKYMEHTHI OpTaHHU3allliH, BBIICJICHHBIE K YHUUTOXECHUIO

d. JOKyMeHTHI, BKIIOYEHHbIE B Tabenb YHUQUIUPOBAHHBIX (OPM JTOKYMEHTOB
OpraHu3aIH

Bompoc 11

CBoiicTBO 0pHUIINATEHOTO JIOKYMEHTA, cooO1aeMoe eMy  JCUCTBYIOIIUM
3aKOHOJIaTeNIbCTBOM, KOMIIETEHIIMEH H3JaloIlero €ro opraHa M YCTAaHOBJEHHBIM MOPSAKOM
o OopMIIEHHUS - ITO

Bribepure oauH OTBET:

a. MOJIHOTA

b. ayTeHTHYHOCTD

C. KOH(pHUIEHIUATBHOCTh

d. ropuanueckas cuia

Bormpoc 12

COBOKYIHOCTH JOKYMEHTOB, 00pa30BaBIINXCS M HAKOIUICHHBIX B IPOLIECCE EATEILHOCTH
OTJIENBHOTO (PU3UUECKOTO JIULIA, 3TO

BriGepure oauH OTBET:

a. pacnpe/enéHHble UHPOPMAaIIMOHHBIE PECYPChI

b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepcoHaIbHbIe HHPOPMAITMOHHBIE PECYPCHI



d. cratucruyeckre HHPOPMALMOHHBIE PECYPCHI

Bomnpoc 13

ITocranoBnenunem IlpaBurenscrBa Poccuiickoii @enepanuu ot 08.07.1997 Ne 835 «O
HNEPBUYHBIX YUETHBIX JOKYMEHTAaX» YTBEPKIACTCS

Br16epute o1H OTBET:

a. TEPMUHOJIOTHSI B 00J1aCTH 1€IONPOU3BOJICTBA U apXUBHOTI'O JieNa

b. anp0oM 1o yu€Ty Tpyia ¥ €ro OIIaThl

C. UHCTPYKIIUS IO 3aII0JIHEHUIO TPYIOBBIX KHUKEK

d. TaGenp yHUPUIMPOBAHHBIX (HOPM TOKYMEHTOB

Bomnpoc 14

O0s3arenbHbIe CTPYKTYPHBIE 3JIEMEHTHI CTaHAapTa

BriOepure oauH oTBET:

a. HOPMATHUBHBIEC CCHUIKH

b. TpeboBanus K 00BEKTY CTaHIAPTU3ALUU

C. OTJIaBJICHHE

d. o003HaYeHHsI U COKpAICHUS

Bompoc 15

YHauduuupoBanHas popma 10KyMeHTa — 3TO

Bri6epute oauH OTBET:

a. IOKYMEHT, UIMEIOLIHI TUIIOBOE coziepKaHKue U 0(hopMIIeHHE

b. T0KyMeHT, CO3/1aHHBII ¢ IPUMEHEHUEM KOMIIBIOTEPHON TEXHUKU

C. (hOpMBI NEPBUYHBIX YUETHBIX JOKYMEHTOB I10 YUETY TPYy/la U €r0 OILIATHI

d. COBOKYITHOCTh PEKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEIIACMBIMH B TAHHOMH
chepe [eATENBHOCTH 3aJa4yaMd M 3a(UKCUPOBAHHBIMH B ONPEICICHHOM IOpSAIKE Ha
MaTepHaJIbHOM HOCHUTEIE

Bonpoc 16

C momouipio OpraHU3allMOHHO — MPABOBBIX JOKYMEHTOB PEaM3yeTcsl yIpaBJeHUYEeCKast
byHKIISA

Bri6epute ouH OTBET:

a. HOpPMaTUBHO-METOIUYECKOr0 00ecreueHus YIpaBiIeHUs IpeAnpUsITHEM

b. KOHTPOJIIS AEATEINBHOCTH TPEATIPHSTHS

C. OpraHU3aLUH JIeATETbHOCTH MPeIIpPUiTHSI

d. perynupoBaHus eSTETLHOCTH MPEITPUSTHSL

Bonpoc 17

Komnosunus nucema — 3710...

Bribepure oauH OTBET:

a. TIOCTIeIOBATEIHPHOCTD PACITONIOKEHHSI TTPEIOKEHUH B TEKCTE IOKYMEHTA

b. «i3pIKOBas popMynna» nucbMa

C. PacIONIOKEHHE PEKBU3UTOB MIChMa M 2JIEMEHTOB TEKCTa Ha OJIaHKe

d. mocnenoBaTeIbHOCTh B3aUMOCBSA3AHHBIX CMBICIOBBIX 4YacTeil, OObEeIUHEHHBIX
€/IMHCTBOM TEMBI

Bomnpoc 18

VYkaxure BUJI JOKYMEHTA, BEIICISIEMBIH 10 (QYHKITH YIIpaBICHUS

Bribepure oauH OTBET:

a. 10Cbe

b. oTuér

C. DJIEKTPOHHBIN TOKYMEHT

d. ankera

Bomnpoc 19

K nnpopmMannoHHO-CIIpaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

BriGepute oqun oTBET:

a. mpuKa3

b. ycras



c. 00OBsICHUTENbHAS 3aITHCKa

d. mocraHoBJIeHHUE

Bomnpoc 20

IlepcoHanbHbIe CBEEHUS O IpaXkJaHax SBISIOTCA

Br16epute o1H OTBET:

a. nHpopMaImeil, OTHeCEHHON K KOMMEPUYECKON TaliHe

b. naopmanmenn OTKPHITOro AOCTyIA

C. KOH(UICHIIUATEHON HHpOpMaITHEi

d. madopmanueit, OTHeCEHHOH K rocy1apCTBEHHOH TaliHe

Bomnpoc 21

OyHKIMOHANbHAS KIACCU(PHUKAIMSA JOKYMEHTOB OCYIIECTBIISIETCS 110 CIEAYIOIIEMY
OCHOBaHHUIO

Br16epute ouH OTBET:

a. BpeMs MOSIBJICHUS TOKYMEHTa

b. nH(pOpPMAIIMOHHAS COCTABIISAIONIAS TOKYMEHTA

c. crnoco0 3akperieHust nHpopMaluy Ha MaTepUaIbHOM HOCUTENe

d. Bu MaTeprambHOTO HOCUTENS IOKyMEHTA

Bomnpoc 22

DNeKTpOHHBIE HH(OPMAIIMOHHBIE PECYPCHI, CO3/1aBAEMbIE PA3TUIHBIMHU MPEATPUATHIMHI U
HEMOCPEJCTBEHHO CBSA3aHHBIE C OCYIIECTBIEHUEM UX OCHOBHOM J€SIT€IbHOCTH

Br16epute o1H OTBET:

a. BCTPOCHHbIE NH(OPMALIMOHHBIE PECYPCHI

b. aneKTpOHHBIC OMOTNOTEKH

C. KOMMYHUKATHBHbIE 3JIEKTPOHHBIE PECYPCHI

d. pacnipenenénnbie HHGOPMALIMOHHBIE PECYPCHI

Bomnpoc 23

biiank noKyMeHTa — 3T0...

BriOepure oauH OTBET:

a. HAOpaHHBII HA KOMITBIOTEPE TUIIOBOM TOKYMEHT

b. TOKyMEHT, OTHeYaTaHHbIH B TUNIOrpaduu

C. HabOp PEKBU3UTOB, HACHTUPHUIMPYIOIINUX aBTOpa OPUIIMATIEHOTO JOKYMEHTa

d. TOKyMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bonpoc 24

OcHoBHast  kjaccu(UKAMOHHAs eIuMHUIA B (YHKUHMOHAJIBHON  KiIacCU(pUKAIIH
JIOKYMEHTOB

Bribepure oauH OTBET:

a. MOJJIMHHUK JJOKYMEHTa

b. neno

C. TyOiMKaT T0KyMEHTa

d. Buza noKymeHTa

Bompoc 25

Knaccupukanuss [OKyMEHTOB Ha MHIUBHIyaJbHblE, TpadapeTHble, MpUMEpPHBIE
OCYIIIECTBIISIETCS MO CIEIYIOIIEMY OCHOBAaHHUIO

Bribepure oauH OTBET:

a. CTeNeHb CI0KHOCTH

b. cTenenb TOYHOCTH

C. cTeneHb YHU(UKaIUU

d. creneHb OTKPBITOCTH

Bomnpoc 26

IIponomxuTre onpenesneHne: CUCTeEMa JOKYMEHTAIUU — 3TO. ..

BriGepute oqun oTBET:

a. COBOKYITHOCTH JIOKYMEHTOB, CBSI3aHHBIX IPOLEAYPOH HPUHATHS YIPaBIEHYECKOTO
peLeHus



b. pasHOpOIHBIE MO CBOEMY MPOUCXOXKICHHUIO, Pa3HOOOpA3HBIE MO BHIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBIIKECs B MPOIIECCE ACITSIbHOCTH OTICIBHOI0 (DU3MUECKOTO JINIA

C. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX TIOJ TPHU3HAKAM MPOUCXOXKICHUS,
HA3HAYCHMS, BUJIA, CPEPhI ICATSIBHOCTH, SUHBIX TPEOOBAHUN K O(OPMIICHHIO

d. TOKYyMEHTBI 1 MAaCCUBBI JOKYMEHTOB B MH(GOPMAIIMOHHBIX CHCTEMaX, YIOPSII0YCHHBIE
onpeAeIEHHBIM 00pa3oM

Bomnpoc 27

JlesITeNbHOCTh 10 YCTAHOBJCHHIO W IIMPOKOMY MHOTOKPAaTHOMY HCIOJIb30BaHHUIO
TpeOOBaHUI, HOPM, MPABWJI M XaPAKTEPUCTHK, KaK OO0S3aTENbHBIX IS BBINOJHCHUS, TaK W
PCKOMEHIYEMBIX, B IIEJAX JOCTM)KCHUS ONTHMAJIBLHOW CTEIEHHU YIOPSIOYCHHOCTH B TOH WIIN
HMHOU 00y1acTu

BriOepuTe 011H OTBET:

a. TapMOHU3AIUS

b. crangapTuzanus

C. cucTeMaTHu3aus

d. yauduxanus
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OueHouyHble CpeacTBa NMPOMEKYTOIHOI0 KOHTPOJIA MO pa3aejiamM

KonTpoJibHbie Bonpockl 0 Kypcey «/JlokymMeHTOBeieHHe» K paszaeny 1

IlonsTre cucreMsl fokyMeHTalMu. Mcropuueckoe pa3BUTHE CUCTEM TOKYMEHTAIUH.

OcHoBHBIE PYHKIIMOHAFHBIE CHCTEMBI JOKyMeHTannu B Poccuiickoit deneparum.
CrangapTuzanus 1 YHHQUKAIHS JOKYMEHTOB.

YHuUIUpOBaHHBIE CHUCTEMBI  JOKyMeHTauuu. KiaccudukaTtopsl  JOKyMEHTHPOBaHHOMN
nH()OpMAaITHH.

OpranuzanmoHHo-pactiopsiauTenbaas — gokymenramus. OK  011-93  «OOmepoccuiickuii
KJIacCU(UKATOp YIPaBICHYCCKON TOKYMEHTAIlMM» W OTpaXXCHHWE B HEM YHUPHIUPOBAHHOU
CUCTEMBI OpPraHU3alMOHHO-PACTIOPSIUTENEHON JOKYMEHTAIINH.

THIbI JOKYMEHTOB, X KJIACCH()UKALIH.

JoxymeHT kak cucreMa. CTpyKkTypa JOKyMeHTa. BHELIHss 1 BHyTpeHHsS CTPYKTYpa JOKYMEHTA.
Dopmyisip TOKyMeHTa, ero pazButre. CoBpeMeHHbIe TpeOoBaHus K POpMYIIsIpy YIIPaBICHYECKOTO
JOKYMEHTA.

IOpunuueckas cuna nokymenra. HopmatuHo-Metoanueckas 6aza opopmiieHUsS JOKYMEHTOB.
Dopmynsip-o0paser OpraHn3aluoHHO-PACTIOPSAUTENEHOTO JOKYMEHTA: 001Iast XapaKTepUCTHKA.
I'OCT P 6.30-2003 «YuudumupoBaHHas CHCTEMa OpPraHU3AIMOHHO-PACIIOPIIUTEIEHON
JokyMeHTanuu. TpeOGoBanust K oGOpMICHHIO JOKyMEHTOB». OOjacTe NPUMEHEHHS, COCTaB
PEKBU3UTOB, PETJIAMEHTHPYEMBIX T'OCYAAPCTBEHHBIM CTaHAAPTOM.

TpeboBanus k 6JaHKaM OpPraHU3alMOHHO-PACTIOPAIUTEIBHBIX IOKYMEHTOB.

O0mue TpeOoBaHUA K OQGOPMIICGHHIO PEKBU3UTOB OPTraHU3AIMOHHO-PACTIOPSIUTENBHBIX
nokymenToB coriacuo [OCT P 6.30-2003.

TpeboBanus k odopmieHHIO pekBU3UTOB «l'ocynapcTBeHHbI repd Poccuiickoit @eneparumy,
«I'ep6 cyObexra Poccuiickoit ®@epepaunm», «OMmbOiaemMa opraHu3alvy, TOBapHBIM 3HAK (3HAK

00CITyKUBaHUS )».

TpeboBanus k ohopmiieHHIO pekBr3nTa «HanmMeHOBaHNE OpraHu3aIim.

CrpaBounass wH(popmanus 00 OpraHM3alid — aBTOpPE MOKyMEHTa M TpeOoBaHHWsS K &
0 OpMIICHHIO.

TpeboBanus k odopmieHuo pexkBu3uToB «Kon ¢dopmel mokymeHrtay, «HauMeHnoBanue Buja
JOKYMEHTa».

Hara nokymenrta. Ilopsmox odopmienus nat. TpeOGoBaHus K OQOPMIICHHIO PEKBH3UTOB
«PeructpannoHHbelii HOMEp MOKyMeHTa», «CcChUTKa HAa PErHCTPAllMOHHBIA HOMEp W Jary
JIOKyMeHTa, «KMeCTO COCTaBJICHHUS WX U3JIaHHsI JOKYMEHTAY.

[IpaBwita HaMcaHuUs ajipecata ¥ MECTO yKa3aHUs ajpecaTa B hopMyisipe qokyMeHTa. OTpakeHne
cepsl neiicTBHs TOKyMeHTa B ero anapecate. [lopsgok odhopMieHus TOKyMEHTa ¢ HECKOJIbKUMU
anpecarami. [Topsaok oopMITeHUs TOYTOBOTO ajipeca.

VYr1Bepxacaue qokyMeHTOB. CriocoObl yTBepkaenus. CocTaB rpuda yTBepKICHUS, TIOPSIOK eT0o
odopmIieHHs, MECTO B (DOPMYIISIpe TOKyMEHTa. JJOKyMEHTBI, IO yIeXkKaInue YTBEPKICHHIO.
CocraB ynocToBepeHHs J0KyMeHTOB. HasHaueHue mojnucanus 10KyMeHTOB. [IpaBuia moamnucu
JIOKYMEHTOB pa3IMYHBIX Kareropuil. Mecto moamnucu B (GopMyssipe TOKyMEHTa. DJICKTPOHHAs
MIOJIITUCH.

ITeyatn u ux Ha3HaueHue. Buapl nevareit. ['ocynapcrBenHas repOoBast meyaTh. 3aKOHOIATEILCTBO
00 U3rOTOBJIGHUH M IOJb30BaHMM INieuateil. [lopsaok MpocTaBieHHs OTTUCKA Ie€4YaTH Ha
JIOKyMEHTaX.

CornacoBanne aokymenta. llopsgok u Buabl cornacoBanus. ['pud U BU3BI COTIAcOBaHUS, MX
odopmiieHre, MecTo B opMyssipe JoKyMeHTa. Busza o3HakomiieHHs, MOPSI0K ¢€ 0hOpMIICHHUS,
MecTO B (hOpMyJIsipe JOKYMEHTA.

OTMeTKH Ha JOKyMeHTax. WX ponb B TPOXOXKIECHHM W HCIIOJHCHUM JOKYMEHTa, MECTO B
dopmyisipe nokymenTa. Ocoboe HazHaueHHWE PE3ONIONMH. TpedoBaHHEe K €€ COJCpKAaHUI0 H
opopmienuto. OTMETKH O B3ATHH JIOKyMEHTa Ha KOHTpPOIb, HCIIONIHEHUH JOKYMCHTA,
UCTIOJTHUTEIC | JP.
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[loHATHE «TEKCT MOKYMEHTa» IIpU PAa3IUuHBIX crocobax AokyMmeHTHpoBaHus. CreHapuil
NOATrOTOBKU IOoKyMeHTa. ConepikaHue MPOCTHIX M CIOXKHBIX TOKYMEHTOB. [lopsanok u3nokeHus
TEKCTa JIOKyMEHTa.

JluHrBHCTHUECKHE OCOOCHHOCTU JOKyMeHTa. CTHIMCTHYECKUE TpeOOBaHMS TOUYHOCTH, SCHOCTH
TEKCTa JOKyMeHTa. Jlornyeckas cTpykTypa Tekcra. B3anMocBs3p cTunncTHueckux TpeOoBaHuil K
TEKCTY JOKYMEHTa M MX S3bIKOBBIX CPEACTB BblpakeHHs. Popmanu3anus TEKCTa TOKYMEHTA.
OnemeHThl TekcTa. TpeOoBaHus K OQOPMIICEHHIO TEKCTa B BUJAE aHKETHI, TaONWIBI, CBA3HOTO
TEKCTAa.

[lonsATHe «3aroyioBok qokymeHTtay. HasHaueHne 3aronoBka, ero Mecto B GopMyisipe JOKYMEHTa.
[TpunokeHue K TEKCTY U TpeOOBaHUS K €ro 0PpOpMIICHUIO.

Texunueckne TpeOoBaHUs K O(QOPMIICHHIO PEKBU3UTOB OPraHU3ALMOHHO-PACIOPSAUTENBHBIX
JOKYMEHTOB.

OOmue TpeOOBaHUS K COCTaBICHHIO M OQOPMIICHHUIO OCHOBHBIX BHJIOB YIPaBICHUYECKUX
JIOKYMEHTOB.

KoHTpoJibHbIE TeopeTHYecKHEe BONPOCHI MO Kypcy «JloKymMeHTOBeldeHHE» K
pasjienam 2 Kypca

OOme TpeOOBaHWS K COCTaBICHUIO M OQOPMIICHUIO OCHOBHBIX BHJIOB OPraHH3allMOHHBIX

JIOKYMEHTOB.

Cocrasnenue 1 ohopMIIEHHE OCHOBHBIX BH/IOB YUPEAUTEILHBIX JOKYMEHTOB.

Cocrasrienue u ohopMIICHHE TIOJOKEHUS O CTPYKTYPHOM TMOJPA3ICICHHN OPraHU3aIiH.

Cocrasnenue v ohopMIICHHE TIPABUIT BHYTPEHHETO TPYJOBOTO PACHOPSIKA.

Cocrasienue 1 ohopMIIeHHE HHCTPYKIMI OPTaHU3AIMOHHO-METOIMIECKOTO XapaKTepa.

Cocrasienue u 0hOpMIICHHE JOJKHOCTHBIX HHCTPYKIIUH.

Cocrasrienue u ohopMIICHHE AIMUHUCTPATUBHOTO PETJIAMEHTA.

OO0mue TpeOOBaHUS K COCTaBICHHIO W O(OPMJICHHIO OCHOBHBIX BHJIOB PaCHOPSIUTEIBHBIX

JIOKYMEHTOB)

CocraBieHue U OQOPMIICHUE PACTIOPSIUTEIBHBIX JOKYMEHTOB, M3[aBACMbIX Ha MPUHIIMIIAX

€/IMHOHAYAITHS.

Cocrapiienne U O(OpMIICHHE PACHOPAIUTEIBHBIX JIOKYMEHTOB, M3/1aBa€MbIX Ha TMPUHIIMITAX

KOJIJICTHATbHOCTH.

O6me  TpeboBaHHA K COCTaBICHUIO U oopmIteHuIO OCHOBHBIX BUJIOB

I/IH(l)OpMaHI/IOHHO'CHpaBO‘IHBIX JOKYMCHTOB, IIE€PCaaBaCMbIX I10 pa3JIMYHLIM KaHaJlaM CBA3HU.

JenoBass mepenucka: IOHATHE, KiIacCUPHUKALUs, Poib M (QYHKIMH B YIPaBICHYECKOH

JIeSITEIIbHOCTH, 3aKOHOaTeIbHOE PEryINpPOBaHHE.

CpencTBa CBsI3M, HCIHOJB3YeMbIE JUIS JOCTaBKH JETIOBOM KOPPECHOHICHIUH. J[OKyMEHTEHI,

nepefaBaeMble 10 KaHaiaM 3JeKTPOCBS3H. TeJerpamMMbl  (TeJETalIorpaMMbl), TENEKCHI.

®daxcorpamma (akc). TenepoHorpamma. DIIEKTPOHHOE TUCHMO.

Jenoseie muchma. O01ME TPEOOBAHUS K COCTABICHUIO U O(DOPMIICHHIO JISIOBBIX TTHCEM.

KOMHOSI/IHI/IS[ TEKCTA ACJIOBOIO IMMChMaA. H3BIK, CTUJIb, 3THKET ACJIOBOI'O ITMChMa.

Kaccudukanum enoBbIX muceM.

CocraBiienue v 0pOpMIICHUE IMHUCEM, CBSI3aHHBIX C PACIIPOCTPaHEHHUEM HH(OPMAITHH.
Cocrasiienue u o®opMneHHe IINCEM, CBA3aHHBIX C O6paIlIeHI/I$[MI/I 110 BBIIIOJTHECHUIO TE€X NI UHBIX

JICUCTBUM UM OKAa3aHUIO YCIIYT.

CocraBiieHue u 0OpMIICHUE THCEM-OTBETOB.

CocraBinenue W odopmiieHHe muceM [IMchMa TIPETEH3MOHHOTO XapakTepa, CBS3aHHBIX C

BBIpOKECHUEM BHHUMAHUSI U YIACTHS.

Cocrasiienue v 0(OpMIICHUE PEKOMEHIATEIILHBIX TTHCEM, COITPOBOAUTEIBHBIX TTUCEM.

Ob6mme  TpeboBaHusi K COCTaBJICHHIO  H o opMIICHUIO OCHOBHBIX BUJIOB

WHPOPMAITMOHHO-CITPABOYHBIX JOKYMECHTOB.

OcobenHocTH 0(hOPMIICHHS AKTOB M IIPOTOKOJIOB.

OcobenHocTH 0hOpMIICHHS JOKIIATHOMN, CITyKEOHOH 1 00BACHUTEIHHON 3aITUCOK.

OcobernocTr 0pOpMIICHHS CIIPABOK, CBOJIOK, 3aKITIOUEHUH, OT3BIBOB, TIEPEUHEH, CITCKOB.



26. O6mue TpeOGoBaHUS K COCTABICHUIO H 0O(OPMIICHHIO OCHOBHBIX BHJIOB IOKYMEHTOB IO TPYAOBBIM
OTHOIICHHUSM.

27. Jlnunble TOKYMEHTHI 1 OCOOCHHOCTH UX COCTaBJICHHSI U O(OPMIICHHSI.

[onsTHE «MHpOPMALIMOHHBIE PECYPCHI» H «IOKYMEHTHBIE pecypchl». VX B3aHMOCBSI3b.

Knaccudukanusa noxkymeHToB. Llens 1 OCHOBHBIE METOABI KJIACCU(DUKALIH.

OcHOBaHUS U CXEMBI KJIaCCU(UKATIHH.

CemaHTHYECKHE KIIACCU(DUKALH.

DyHKIMOHATIBHBIE KJIacCU(UKALIH.

CkraznplBaHu€ CUCTEM TOKYMEHTALUH.

[NonsaTHs «yHHPUKALUI) U «CTaHAAPTU3ALMS TOKYMEHTOB.

OcHOBHBIE HaNpaBiIeHUs] YHU(DUKAMHA JOKYyMEHTOB Ha COBPEMEHHOM 3Tarle.

Yuudwukanus ¢opmaToB Oymar.

0. Yaudukanus Gpopm TOKyMEHTOB.

1. Vaudukanus TeKcTa JOKyMEHTa.

12. TlousTuitHast yHHDUKAITHSL.

13. T'OCT P 6.30-2003. Ero cogepxanwne, 3HaUCHHE.

14. TpeGoBanusi K KOHCTpyWpoBaHHIO OnaHkoB. Buabl OnankoB. bnankum npeanpusituit
pa3TIHBIX GOPM COOCTBEHHOCTH.

15. Ilonatue «cuctembl OOKyMeHTauMm». llpu3Haku cuctembl OokyMmMeHTauuu. OCHOBaHUS
KJ1accu(pUKaIMK CUCTEM JOKYMEHTAIIHH.

16. OyHKIMOHANBHBIE ¥ KOPIIOPATUBHBIE CUCTEMBI JOKYMEHTAIIHH.

17. TeHneHIMH UCTOPUUECKOTO PA3BUTHSI CUCTEM TOKYMEHTALHH.

18. Cucrema Hay4HO-HCCIIEIOBATENBCKOM U MPOEKTHO-KOHCTPYKTOPCKOHM JOKYMEHTAIINH.

19. Cucrtema naTeHTHOHN TOKYMEHTAI[UH U CTaHIaPThI.

20. ECKK TOCH, xakoBbI €€ 3a1a4d U COCTAB.

21. Crpykrypa Ki1accupuKaTopoB U JIEKAINUX B UX OCHOBE KOJIOB.

22. CucremMa TeXHOJIOTHUECKOM JOKYMEHTAIIHH.

23. Kanposas uH(GOpMaIIMOHHO-TOKYMEHTAI[MOHHAS CHCTEMA.

24. Cucrema OpraHu3alMOHHO-PACTIOPSAUTENEHON TOKYMEHTALMH.

25. CucreMbl TUIAHOBOW, WH(OPMAIMOHHO-CIIPaBOYHOH, HH(OPMAIMOHHO-aHATTUTUYECKOH H
OTYETHOM TOKYMEHTAIIUU.

26. Ilonstue «yHU(GUUIUPOBAHHBIE CUCTEMBI JOKYMEHTALIUM.

27. Haznauenwue, onpenenenue u cocra Y COP/I.

28. TloHsiTHE «KOMIUIEKCHI JOKYMEHTOBY. [lepBUUHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

29. CnoxxHble KOMIUIEKCHL. ['ocynapcTBeHHbIe apXxuBbl. CeTh rOCYIapCTBEHHBIX APXUBOB.

30. IlonsTue «10KyMeHTaJIbHBIH QOHI» U «apXUBHBIN QoHA». X pazmuune.

31. YHU(UIMPOBAHHBIC CUCTEMBI JJOKYMEHTAIINH.

32. Tabens popMm 10KYMEHTOB. AJIbOOM POPM JTOKYMEHTOB.

33. Homenknarypa zein, e€ 3HaueHHe U IPUMEHEHKE B JeJIONPOU3BOICTBE.

34. Knaccudukaropbl TOKyMEHTUPOBAHHOW UHPOPMAITHH.

35. CocraB nepcoHaNbHBIX JOKYMEHTHBIX PECypCOB.

36. KonnuecTBeHHAas U KaueCTBEHHAs XapaKTEPUCTUKA apXUBHBIX KOMILJIEKCOB.

37. BcrpoeHHble 1 pacipeieEHHbBIE SIEKTPOHHBIE PECYPCHI.

38. MecTo 1 poiib AIEKTPOHHBIX OUOIHOTEK B CUCTEME JOKYMEHTHBIX PECYPCOB, IEPCIIEKTUBBI UX
pa3BUTHSL.

39. Pecypchl Hay4YHO-TEXHUYECKON M CTATUCTUYECKON HHPOPMALHIH.

40. JlokyMeHTHbIE pecypchl OHOIMOTEK U My3€cB.

41. loxymeHTanbHble (OHABI TPEANPHUATHHA, yUpEeKIeHWH, opranumzanuii. llepBudnbie
KOMIIJIEKCHI JIOKYMEHTOB.

42. DnexTpoHHbIC 0a3bl JaHHBIX.

43. DKcnepTu3a IEHHOCTH JOKYMEHTOB.

44. DxcnepTHBIE KOMHCCUH OpTaHU3alHH.

RBRowoo~NooOR~wNME

3anaHus K NPAKTHYECKOH YaCTH 3a4eTa ¢ OLeHKoi 1o Kypcey «/JokymeHnToBeneHue)

1. KoMrnekcHpli aHanu3 10JKHOCTHON MHCTPYKIIMU U €r0 PEJaKTHPOBAHHUE.
2. KoMrIutekcHbIN aHamu3 yupeIuTeabHOr0 JOKYMEHTA U €r0 peJaKTUPOBAHNE.



3. KoMmmiekcHBIH aHalk3 IIOJIOKEHHS 110 OCHOBHOM ACATCIIBHOCTH MW €Io

peaaKkTUpOBaHUE.
4. KoMIuIeKCHBINM aHAIN3 paclOpsKEHHUSL.
5. KoMmiekcHbli  aHaiM3 MpUKa3a [0 OCHOBHOM  JESATENBHOCTH M €ro
penaKTUpOBaHUE.
6. KoMIutekcHbIN aHanu3 MOCTaHOBJIEHUS U €r0 PEIAKTUPOBAHUE.
1. KomnnekcHsplil aHanu3 peleHns U €ro peJakTUPOBaHUE.
8. KoMIutekCcHbIN aHanu3 yKa3aHus U €ro peIakTUPOBAHUE.
9. KomMruiekcHbli aHanu3 ciyke0HOTO MUChMa U €ro peAakTUPOBaHUE.
10. KoMIutekcHbIi aHanu3 NpOTOKOJIA U €r0 PEIaKTUPOBAHME.
11. KomniekcHsplil aHaIu3 akTa U €ro peIakTUPOBAHUE.
12. KomrmuiekcHbli aHANIN3 CyKeOHOM 3alUCKU U €€ peJaKTUPOBaHUE.
13. KomnekcHsplil aHanu3 COpaBKU U €€ peIaKTHPOBAHUE.

IIpakTHyeckoe 3aJaHue K 324€Ty C OLCHKOHI

[TpousBecTr GOpMYIISIPHBII aHATM3 OJTHOTO JOKYMEHTa (10 BBIOOPY mpemnoaaBatens). K
Kakoll cucreme, NOJCUCTEME JOKYMEHTAllMd OTHOCUTCS JaHHBIM JOKyMeHT. B kakoii/ue
KOMIIJIEKC/BI MOYKET BOMTH aHATU3UPYEMBIil TOKYMEHT.

BapuaHTbl npuioxeHnit

Bapuanrt 1 - cripaBka KOHKpETHON OpraHu3alyu

BapuaHT 2- nMCbMO KOHKPETHON OpraHu3alun

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu

Bapuanrt 4 - pacniopskeHHe KOHKPETHOW OpraHu3aluu

BapuaHT 5- aKT KOHKpETHON OpraHU3alHN



OIIeHO‘leIe cpeacrea Jid MpoBEeACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTalluMn

IIpunioxenune2

CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[TnanupyemMsl pe3ynbTaTbl 00y4eHHs

OneHouHble CpeaCTBA

I1K-3 Bi1ajeHneM 3HAHUSIMH OCHOBHBIX NMP00JeM B 00J1aCTH JOKYMEHTOBE/IeHHS M APXHBOBE/ICHUSI

3HaTe

- TOKyMEHTOBEIYECKYIO0 TEPMUHOJIOTHIO;

- HOPMaTHBHO-METOJMYECKHE MaTepHalbl
YIPaBJIECHUYECKON JESITENbHOCTH;

- c1I0cOOBI U Cpe/ICTBA IOKYMEHTHPOBAHHUS;
- 3aKOHOMEPHOCTH Pa3BUTUS JOKYMEHTA;

- CTPYKTYpPY 1OKYMEHTA;

- XapaKTePUCTUKY U COCTAaB YHU(PHUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIINH;
- THUIOBOM COCTaB CHUCTEM JOKYMEHTALMU YUYPEKICHUN 000N
OpraHU3aIl[MIOHHO-TIPAaBOBON (hOPMBI;

- IpaBUJIa COCTABJICHUS U 0(OPMIIEHUS IOKYMEHTOB;

- IOPSJIOK OpraHU3aIK JOKYMEHTOB B KOMILIEKCHI;

- KpUTEpUU W TPHUHLUIBI ONPEAETICHUS HAyYHO-UCTOPUUYECKHH MU
MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB;

- TEHJCHUMU  pa3BUTHSI  UHPOPMALMOHHO-JOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBiaeHUs U apXUBHOIO Jieia

no JOKYMCHTHUPOBAHHIO

Bomnpocsl k 3auery 1 kypc

1. Ilonarue cucremsl JnokymeHTauuu. Mcropuyeckoe pa3ButHe
CUCTEM JJOKYMEHTaIUU.

2. Tumnbl TOKYMEHTOB, UX KJIACCU(PUKAIIHUH.

3. JIOKyMeHT Kak cucrema. BHeIHss W BHYTpEHHSs CTPYKTypa
JIOKYMEHTa: 00111asi XapaKTepUCTUKA.

4. CpenctBa CBSI3W, WHCIIOJIb3yEeMbIE Uil  JIOCTaBKU JI€JIOBOM

KoppecnoHeHIMU. TpeOoBaHUS K JOKYMEHTaM, IEpeAaBaeMbIM I10
KaHaJIaM JIEKTPOCBS3H.

S. OO0ue TpeOOBaHUS K COCTABJICHUIO U O(OPMIIEHUIO JIE€IOBBIX
nuceM. Kommo3uust TekcTa, sS3bIK, CTHIIb, TUKET JIEJIOBOTO MTUCHMA.

6. JlenoBas mepemnucka: oo1e cBeleH s, KIacCupuKamus, poib B
YIPaBICHYECKOH  JAEATENbHOCTH,  (YHKIUH.  3aKOHOJATEIbHOE
peryJarpoBaHue J1€JT0BOM MEPENucKy.

7. PacniopsiutenbHas JoKkyMeHTaus: o01iast XapakTepucTHKa.

Hrorosbiii Tect 3a 1 kype
Bompoc 1
CornacHo CTaHJIapTU3UPOBAHHOMY
MUCBMEHHOT'0 JOKYMEHTa — 3TO:
Bri6epute ouH OTBET:
a. O(UIMATIBHBIN JTOKYMEHT, CO3/IJaHHbII B MUCBbMEHHOM BHUJIE
b. HauMEHOBaHHE JTIOKYMEHTA, 0o OopMIIEHHOTO
YCTAHOBJICHHBIM IPaBHJIaM MAIIMHOMMCHBIM CLIOCOOOM
C. TIPHHAJUICKHOCTh IHUCHBMEHHOTO JIOKyMEHTa K CHCTEMeE
JOKYMEHTAIMH T10 IPU3HAKAM COJCPKAHUS U 1IeJICBOr0 Ha3HAYCHUS

OTIpeIEIICHHIO, BUI

10




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. pa3sHOBHIHOCTH IIOKYMEHTA, HCIOJHEHHOTO TrpaduueCKUMU
3HaKaMH — OykBaMu, IudpamMu, ueporiudpamu
Bompoc 2
CornacHo CTaHJAPTHU3UPOBAHHOMY OIIpeJIeJIEHUIO,
yHU(UIIpOBaHHASA (hopMa TOKYMEHTA — 3TO:
Bribepure oauH OTBET:
a. uH(oOpMauMs, 3anucaHHas Ha pa3IUYHbIX HOCHUTENSAX II0
YCTAHOBJICHHBIM IIpaBUJIaM
b. COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C
pelmlaeMbIMM B JlaHHOM  cdepe  JedTeNbHOCTH  3ajJadaMud |
PacIoJIOKEHHBIX B ONPEIEICHHOM MOPSAIKE HAa HOCUTENE HH(pOpMaLuu
C. HabOp PEKBU3UTOB O(PULMAIBHOTO MUCBMEHHOTO JIOKYMEHTA,
PacMoJIOKEHHBIX B ONPEIEICHHON NOCIe10BaTENbHOCTH
d. Habop  pEeKBM3WTOB, WJIECHTHU(PULUUPYIOIIUX  aBTOpPa
O(QUIMATBHOTO MUCbMEHHOTO IOKYMEHTa
Bompoc 3
YHugukanus 10KyMEHTOB — 3TO:
Bribepure oauH OTBET:
a. MpUMEHEHHUE TaOJIUIl U aHKET
b. onpenenenue nopsaka ohopMIEHUS TOKyMEHTOB
C. CBelEeHHME K MHMHHMMyMY pa3HooOpa3usi BUIOB U (popm

JTIOKYMEHTOB
d. pa3paboTka «madioHay JOKyMEHTa
Bomnpoc4
CornacHo CTaHJAPTHU3UPOBAHHOMY OTIpENIeIICHUIO,

OpraHU3alMOHHO-PACIIOPSAUTEIbHBIA JOKYMEHT — ITO:
Bri6epute ouH OTBET:
a. JIOKYMEHT, CO3JaHHBIH IOPUAMYECKHUM WIH (PU3HYECKUM
JUIOM, 0(hOPMIIEHHBIN U YJOCTOBEPEHHBIN B YCTAHOBJIEHHOM IOPSIIKE U
HCIOJIb3YEMBIN B TEKYIIEH NESATEIbHOCTH OpraHu3aluu




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. BUJI MMHUCHMEHHOT'O JIOKYMEHTA, OTpaXKaroIIUN
JTIOKYMEHTHUPOBAHUE OpPraHU3aALMOHHO-PACTIOPSIAUTEIHHON
JeSATEeIbHOCTH OPraHOB, OPraHU3alui U JOHKHOCTHBIX JIUIT

C. BUJ MHCHbMEHHOTO JOKYMEHTa, B KOTOPOM (UKCHUPYIOT
pelieHue aIMUHUCTPATUBHBIX U OPTraHU3AI[MOHHBIX BOIPOCOB, a TAKXKeE
BOIIPOCOB yIIPaBIICHUS, B3aHMOJICHCTBHS, obecreyeHus H
peryaupoBaHusl  JEATEIBHOCTH OPraHOB  BIIACTH,  YUPEKICHUH,
NPEANPUATHI, OpraHu3alyii, UX MOAPa3ACIACHUN U TOTKHOCTHBIX JIUI]

d. [IEPBUYHBIM, MHHUMAJIbHBIN 3JIEMEHT CHCTEMBI
OpraHU3alMOHHO-PACTIOPAAUTENBHON TOKYMEHTAUN
Bomnpoc 5
Kaxkue MOJACUCTEMBI HE BXOJIST B CUCTEMY

OpTaHU3aIMOHHO-PACTIOPSIAUTEIEHON JOKYMEHTAIIHH:
Bribepure oauH OTBET:
a. OpPraHM3alMOHHO-TIPABOBAs JIOKYMEHTAIIHS
b. m1aHoBast JOKyMEHTaIUs
C. pacropsiuTeIbHAS JOKYMEHTAIUS
d. HpOPMALIMOHHO-CITPAaBOYHAs TOKYMEHTAIHS
Bormpoc 6
Ha  xakme  Tumel  mojapas3feistoTcs — JOKYMEHTBI 110
MIPOUCXOKICHUIO:
Bribepure oauH OTBET:
a. BXOJIAIINE/UCX O ISIINE/BHYTPEHHHE
b. nnaMBUYyanbHBIE/TpadapeTHbie/ TUTIOBbIE
C. Tu4Hble/ oUuLMaIbHbIE
d. obmenocTymnHbie/ KOH(PHUIEHITUATBHBIE/ CEKPETHBIE
Bomnpoc 7
Ha xkakue Tunbl NOApa3IeNsAIOTCS TOKYMEHTBI IO CIIOCOOy
W3IIOKCHHUS
Bribepure of1H OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. nUChbMa/TenerpaMmel/  TeneOHOrpaMMbl/  TENEKChI/
(hakcorpamMMbl/ JIEKTPOHHBIE COOOIICHUS
b. unauBuayanbHbIe/ TpadapeTHbie/ TUIOBbIC
C. IOJTMHHUKH/ KOTIUHU/ AyOTMKaThI
d. obmenocTymHbIe/ KOH(DHUICHITUATBHBIE/ CEKPETHBIC
Bomnpoc 8
[lo kakoMy TpU3HAKy JOKYMEHTHI IIOJAPAa3ACIAIOTCS Ha
MOJTMHHUKY (OpUTHUHAIIBI)/ KOTIUK/ AyOIUKAThI:
Bribepure oguH OTBET:
a. o ¢opMme MpeCcTaBlIeHUs
b. mo cdepe aesTensHOCTH
C. 1o croco0y nepeaaun
d. mo creneHu NOUIMHHOCTH
Bomnpoc 9
CornacHo CTaHJAPTHU3UPOBAHHOMY ONpEICICHHUIO, CHCTEMa
JOKYMEHTAIUH — 3TO:
Bri6epute o1H OTBET:
a. COBOKYITHOCTh JJOKYMEHTOB, O0pa3yroIIUXcs B JAEATEIbHOCTH
IOPUINYIECKOTO HITH (PHU3MUYECKOTO JINIIA
b. KOMIUIEKCHl JOKYMEHTOB, OTPaXXarollle MPOU3BOICTBEHHBIE,
ylpaBieHUYECKHEe, (PMHAHCOBbIE IPOLECCHI MPEANPUATUH, OpraHU3aIHii,
YUpEKICHUN
C. CcHCTeMa HOPMATHBHBIX aKTOB, pPETIAMEHTHPYIOIINX
JOKYMEHTUPOBAaHHUE AEATENbHOCTH M JOKYMEHTOOOOPOT MpeInpUsTHI
Pa3IMYHBIX OPTaHU3aAIMOHHO-TIPABOBBIX (POPM
d. COBOKYIHOCTb TOKYMEHTOB, B3aMMOCBS3aHHBIX IO MTPU3HAKAM
MPOUCXOXKACHUS, Ha3HAUCHUs, BHIA, CPEephl NEATEIHHOCTH, €IMHBIX
TpeboBaHUil K UX 0(OPMIICHUIO
Bomnpoc 10
Kakoil TOKyMeHT Helb3s1 OTHECTH K JINYHBIM JJOKYMEHTaM:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oauH OTBET:

a. XapaKTepUCTHKa

b. pesrome

C. IMYHas KapToyKa

d. aBroOuorpadus

Bomnpoc 11

CornacHo CTaHJAPTHU3UPOBAHHOMY OTIpeIeJICHUIO,
YHU(DUIUPOBAHHASA CUCTEMA IOKYMEHTAIUU — 3TO:

Bribepure oguH OTBET:

a. COBOKYITHOCTb JJOKYMEHTOB, B3aUMOCBSI3aHHBIX 110 IPU3HAKaM
NPOMCXOXICHUS, Ha3HAYCHHs, BHJIA, CPEphl NEATETBHOCTH, €IUHBIX
TpeOOBaHM K UX 0(hOPMIICHHIO

b. cuctema JOKyMEHTAIMH, COCTaBIEHHE U OPOPMIIEHHE KOTOPOM
perIaMeHTUPOBAHO HOPMATHUBHBIMH aKTaMHU

C. CHCTeMa JIOKYMEHTAIlUH, CO3JaHHas 10 €JWHBIM MPaBHJIAM U
TpeOOBaHUAM, cojepkaiias HHPOpPMAlHI0, HEOOXOAUMYI0 Ui
yIIpaBJICHUS B OTNpeCTICHHON cepe nesITeTbHOCTH

d. cucrema TOKyMEHTalMuU, UMEIOIIas eAUHbINA HopMyIIsIp

Kakne 37eMeHTHI SIBIISIIOTCS CAaMBIMU KPYITHBIMU CTPYKTYPHBIMHU
9JIEMEHTaMU JIOKyMEHTa KaK CHUCTEMBbI:
Bri6epute ouH OTBET:

a. cosiepkanue u Gpopma

b. 3aronoBouHas, conepkarenbHast 1 0pOpMIISIONIAs YACTH

C. PEKBU3UTHI

d. cmy>)keOHOE U padodee moje T0KyMEHTa

Bomnpoc 12
[Iponomkute onpenenenne: GopMyIsip TOKyMEHTa 3TO - ...
Bribepure oauH OTBET:

a. HabOp PEKBU3HUTOB O(DHUIIMAIBHOTO MUCHMEHHOTO JTOKYMEHTA,

PacIoJIOKEHHBIX B ONPEIEICHHOM MOCIIe10BaTeIbHOCTH




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. Habop  pPEKBU3UTOB, WACHTUPHUIMUPYIOUIMX  aBTOpa
o(hUIMaTBHOTO MUCEMEHHOTO IOKYMEHTa

c. 3ahuKcHpOBaHHAasi HA MAaTEPUAITBHOM HOCUTEINE HH(pOpMAaIus ¢
PEKBH3UTAMH, TIO3BOJISIOIIMMH €€ UACHTH(UIIMPOBATD

d. BHyTpeHHssI (opMa JOKYMEHTa, ONPENENSIOmas CTPYKTYpY
TEKCTa U €T0 S3bIKOBbIE OCOOCHHOCTH

Bompoc 13
[MponomxkuTe onpeneneHue: OIaHK TOKYMEHTa — 3TO ...
Bribepure oguH OTBET:

a. MOJIeNIb IOCTPOCHHSI JOKYMEHTA, yCTaHaBJIMBaIOIIasi 00JIacTh
npuMeHeHHs, POpMaThl, pa3Mephl Mosel, TpeOoBaHU K MOCTPOCHHIO
KOHCTPYKIIMOHHON CETKH U OCHOBHBIC PEKBH3HTHI

b. TumoBast MozeNb, CopepIKaIIas COBOKYITHOCTh 00sS3aTEbHBIX
PEKBU3UTOB, CBOMCTBEHHBIX JIOKYMEHTaM YHU(UIIMPOBAHHON CHUCTEMBI
OpTaHU3aIMOHHO-PACTIOPSAUTEIBHOM JTOKYMEHTAIIH u
PACIIONIOKEHHBIX ONpe/IeIEHHBIM 00pa3oM

C. Ha0Op PEKBU3UTOB O(DUIIMAIBHOTO MUCHMEHHOTO JTOKYMEHTA,
PAcCIONIOKEHHBIX B ONPeJIeIEHHON MOCIeI0BATEIbHOCTH

d. Habop  pEeKBU3UTOB, HWIACHTUPUIMPYIOIIUX  aBTOpa
o(ULIMaIBHOTO0 MUCHMEHHOTO JJOKYMEHTA

Bompoc 14

KakomMy MOHSTHIO COOTBETCTBYET CIEAYIOIIas XapaKTepPUCTHKA!
«TOT (OpMyIsIp XapaKTepPHU3yeTCsl OMpPEeIEHHBIM  KOJIWYECTBOM
PEKBU3UTOB, PACMHOJOXKEHHBIX B CTPOTOW IOCJIEAOBAaTEIbHOCTH, U
XapakTepeH Il KOHKPETHOTO BUA IOKYMEHTOB, HAalpuUMep, MpUKa3a,
aKTay:

Bri6epute ouH OTBET:

a. TUNIOBOH popmysip

b. bopmyssp

c. popmymsp-obpazen




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. uHIMBUAYaNBEHBINA HOPMYIIP

Bompoc 15

Kakxomy JOKYMEHTY COOTBETCTBYET clenyoas
XapaKTEePUCTUKA: «ITO MUChMEHHOE MOJIHOMOYHE, BBIABAEMOE OJIHUM

aUIOM (YUpeXIEeHUEM) APYroMy JUIY AJiS MPECTaBUTENbCTBA Mepel
TPETHUM JTUIIOM.

Bri6epute o1H OTBET:
a. pacrnucka
b. 3asBrICHNE
C. IOBEPEHHOCTb
d. cripaBka
Bompoc 16
OTMeTUTB BOIIPOC
Kak mepeBoaWTCS € JIATHHCKOTO TEPMHUH «PEKBU3HUT» (JIaT.
requisitum):
Bri6epute ouH OTBET:
a. MUHUMAaJbHas 4acTh
b. TpeGyemoe, HeoOX0UMOE
C. CTPYKTYPHBIM 2JIEMEHT
d. atpulyT conepxanus

Bompoc 17

Kakomy TEPMUHY COOTBETCTBYET clietyroniee
CTaHJapTU3UpOBaHHOE ompenenenue (3akpermiennoe B ['OCT P
51141-98): «.. — »93T0 00s3aTeNbHBIA 3JIEMEHT OQPOPMIICHHUS

o(pULIMANTBHOTO JOKYMEHTaY:
Bri6epute ouH OTBET:
a. PEKBU3UT JIOKYMEHTa
b. 3arosoBo4Has 4acTh JOKyMEHTa

c. pabouee 1oJie JOKyMeHTa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. 6maHK 1OKyMeHTa
Bomnpoc 18
Kakomy TepMUHY COOTBETCTBYET CIEAYIOIIAsl XapaKTePUCTUKA:
OTO BHJ NHCBMEHHOI'O JOKYMEHTa, B KOTOPOM (DUKCUPYIOT
peleHus aIMUHUCTPATUBHBIX U OPraHU3aIlMOHHBIX BOIIPOCOB, a TAK)KE
BOIIPOCOB  YNpAaBJICHHUs,  B3aUMOJEWCTBUS,  obOecrieyeHuss |
pEerynupoBaHMus  JACATEIBHOCTH OPTraHOB  BJACTH, YUYPEKIACHUH,
OpeANpUATHHA, OpraHu3alMi, UX MOApa3AeICHUN U TOJKHOCTHBIX JIULL.
Bribepure oguH OTBET:
a. CIIY)KEOHBIN TOKyMEHT
b. opunmanbHBII JOKYMEHT
C. yIpaBJIEHYECKUN JOKYMEHT
d. opraHu3anOHHO-PACTIOPSIIUTENBEHBINA JOKYMEHT
Bompoc 19
Y Kakoro BHJa OPTraHU3AIMOHHO-TIPABOBOW TOKYMEHTAIIUU
TpeOOBaHUS K TEKCTY YCTaHOBJIEHBI B 3aKOHOAATEIBHOM IMOPSIJIKE:
Bri6epute ouH OTBET:
a. LITaTHOE paclrcaHue
b. 1oKHOCTHAS UHCTPYKIUS
C. ycTaB
d. MTHCTPYKIIUST HOPMAaTUBHO-METOANYECKOTO XapaKTepa
Bompoc 20
KakoMy MOHSATHIO COOTBETCTBYET CIEIYIONIAs XapaKTePUCTHKA:
OTO  JOKYMEHT,  COJAEpKallMi  TpaBwia  TOBEACHUS,
pacrpoCTpaHsIONIMecss Ha HEONpPENeTIeHHBId KpYyr JIUI, W3IaHHBIE Ha
OCHOBAaHMUM M BO HCIOJHEHHE (eaepaTbHOrO 3aKOHO/ATENIbCTBA,
o0s13aTeNbHBIC U WCTIOMHEHHUS OpraHaMy TOCYJapCTBEHHOH BIIACTH,
MECTHOTO  CaMOYNpaBJE€HHSA, MX  JOJDKHOCTHBIMH  JIUIIAMH,
IOPUINIECKUMU JINTIAMH U TPaKIaHaMHU.
Bribepure of1H OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. HCHOPMAaTHBHBIN IIPAaBOBOM aKT

b. HOpMaTUBHBIN TPABOBOM aKT

C. IPaBOBOM AKT

d. HOpMBI ITpaBa

Bomnpoc 21

IIpu ormpaBke KakoW  pa3HOBUIAHOCTM IIMCbMAa  MOXHO
OTPaHUYUTHCS (PAKCUMIIBHON CBSI3BIO WUIM 3JICKTPOHHOM MmouTon 0e3
JOCBUIKM KOPPECIIOHACHTY NOAJIMHHUKA:

Bribepure oguH OTBET:

a. pEKJIaMHOT0 NTHChMa

b. mucema-3anpoca

C. IMChMa-3aKasa

d. nucrMa-HarOMUHaHUS

Bomnpoc 22

Kaxue nucbma sBISIOTCSI MHOTOACIEKTHBIMU

Bribepure oauH OTBET:

a. MMCbMa, COCTOSIIIME U3 TPEX MIIM YETBIPEX CMBICIOBBIX YaCTEH
(BcTymJieHHE, OCHOBHAs 4YacTh, 3aK/IIOUEHHE, NPEAYyNpexIeHUE WU
3aKJIIOUUTEIbHBIE ITUKETHBIE (POPMYJIBI)

b. mucbMa, MOCBSAIIEHHBIE HECKOIBKHM BOIPOCaM

C. KOMIUJIEKC WHCEM, SBISAIOIIMUXCS PpEe3yJlbTaTOM IEPENUCKU
JIEJIOBBIX TAPTHEPOB 10 OAHOMY MJIM HECKOJIBKUM BOIIPOCaM

d. muceMa, aBTOpaMu KOTOPBIX SBJISIOTCS HECKOJIBKO JIMIL, KaXKI0€
U3 KOTOPBIX BBICKA3bIBAET CBOK TOYKY 3PEHHS Ha OTPAKEHHBIA B
MMCbME BOIIPOC.

Bompoc 23

Kakas pa3HOBUIHOCTb 3alMCOK HE COJEPKUT BBIBOJOB U
MPEIJIOKECHUI:

Bri6epute ouH OTBET:

a. MHULIMAaTUBHAs JOKJIAJHAs 3alMCKa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. oObsiIcCHUTETBHAS 3aTTHCKA

C. TMYHAs 3amKcKa

d. cmyxeOHas 3amucka

Bomnpoc 24

Kakomy Buay WHPOPMAIIMOHHO-CIIPABOYHON JIOKYMEHTAIMH
COOTBETCTBYET cjenyloliee omnpeneiaeHue: «IT1o (popma BHYTpeHHEH
JICJIOBOM TIEPEMHUCKH MEXIY IOAPA3JICIICHUSIMHA OpPTaHU3AIUN  WIIH
JOJKHOCTHBIMU JIMIIAMU, HE HAXOAALIUMHUCS B MPSMOM MOAUYNHEHU.

Bribepure oguH OTBET:

a. TOKJIaiHasl 3aMucKa

b. cimyxeOHast 3amucKa

C. OT3bIB

d. akr.

Bompoc 25

Kakoif pa3HOBHUIHOCTH JOKJIATHBIX 3alHCOK COOTBETCTBYET
CIeyIOIas XapaKTePUCTUKA: «DTH JOKIAAHbIE 3aMUCKH HHHOPMUPYIOT
O 3aBepHICHWH pabOThI, €€ JTama, BBIOJIHCHUHA YyKa3aHHH,
paCTIOPSHKEHUN U T.ILY.

Bri6epute ouH OTBET:

a. uH(popmaoHHas

b. nosicHuTeNnbHBIC

C. OTYETHBIC

d. "HUIIMaTUBHBIE

Bompoc 26

Kakomy Buay WHPOPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAIIHH
COOTBETCTBYET  CJENyIolllee  ompeneneHue:  «3ITO  JTOKYMEHT,
COCTaBJICHHBIN TS TTOATBEPIKICHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHIHA,
JNEUCTBUI.

Bri6epute ouH OTBET:

a. aKT




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

b. mpotokon

C. MUCbMO-TIOATBEPKIACHHE

d. cipaBka

Bompoc 27

Kakomy Buay wHGOPMAIMOHHO-CIIPABOYHON JIOKYMEHTAIIUU
COOTBETCTBYET  CleIylollee  ompeneneHue:  «ITO  JTOKYMEHT,
ColepXallllil ~ MEepPeYUCIICHHe  JIUI, TMPEAMETOB, OOBEKTOB B
OTpeieIEHHOM MOPSIKE, COCTABJICHHBIH B IENISIX HHHOPMUPOBAHUS UIH
pETUCTpAIIIY.

Bri6epute o1H OTBET:

a. IepeUYCHb

b. cripaBka

C. CBOJIKA

d. cnucox

Bompoc 28

[Iponomxute onpenenenue: Gopmynsp-odpaser] — 3To ...

Bri6epute ouH OTBET:

a. HaOOp  pEKBU3WUTOB,  HMJAECHTU(QUUUPYIOIIMX  aBTOpa
o(pHUIIMaTEHOTO MUCHMEHHOTO JJOKYMEHTA

b. Mozenb MOCTpOeHHsI TOKYMEHTa, yCTaHaBIUBaroIias 001acTh
MpUMEHEHUsI, (HopMaThl, pa3Mepbl Mojei, TpeOoBaHUS K MOCTPOEHHUIO
KOHCTPYKIIMOHHOM CETKU U OCHOBHBIE PEKBU3HTHI

C. Ha0Op PEKBU3UTOB OMUIMAILHOTO MUCHbMEHHOTO JIOKYMEHTA,
PacIIoNIOKEHHBIX B OMPEIEICHHON MOCIe10BaTeIbHOCTH

d. TumoBasi MoJeNb, cojepiKamasi COBOKYITHOCTh 00S3aTETbHBIX
PEKBU3UTOB, CBOUCTBEHHBIX JOKYMEHTaM YHU(DUIMPOBAHHON CHCTEMBI
OpTraHU3aIMOHHO-PACTIOPS AU TEIBHOM JTOKYMEHTAIIH "
PAacIioyIOKEHHBIX ONpeIeICHHBIM 00pa30oM.

Bompoc 29

Kakoll pekBU3WT, PAaCHOJOKEHHBIM BBIIIE TEKCTa, OTHOCHUTCS K




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

3aroJIOBOYHOI YacTH:

BriGepure ouH OTBET:

a. rpu¢ yTBEpKIACHUS

b. cchlTKa Ha pErUCTPALlMOHHBIN HOMEP U 1Ty JOKYMEHTa
C. PE3OITIOIHS

d. oT™MeTKa 0 KOHTpOJIE.

1. Hrorosslii TecT (2 Kypc)

Bompocl

JleaTenbHOCTh MO YCTAHOBJICHHIO U HIMPOKOMY MHOIOKPaTHOMY
UCIIOJIB30BaHUIO TPEOOBAHMIA, HOPM, MTPABHJI M XapaKTEPUCTHK, KaK
00513aTeNIbHBIX /ISl BBIIOJHEHUS, TaK U PEKOMEHYEMbIX, B LIEIIX
JOCTIDKEHUS] ONTHMAIbHON CTENEHH YIIOPSJOYCHHOCTH B TOW WA
MHOH obsacTu

Bri6epute ouH OTBET:

a. TapMOHU3aIUA

b. crangapruzanus

C. CUCTeMaTH3alHsl

d. yaudukanus

Bonpoc3

[IpomomkuTe onpenenenne: cucTeMa JOKyMEHTAIU! — 3TO. ..
Bribepure oauH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX IPOIEIYPOU MPUHSITHS
yIIPaBJIEHYECKOTO PEeILIeHUS

b. pazHOpOIHBIE IO CBOEMY IPOMCXOXKACHUIO, Pa3HOOOPA3HbIE IO
BUJIOBOMY COCTaBy JOKYMEHTBI, OOpa3oBaBILIMECs B Ipolecce
JESITeTbHOCTH OTJENFHOTO (PU3NIECKOTO JIUIIA

C. COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX IOJI IPU3HAKaM
MIPOUCXOKACHNUS, HA3HAUYCHUS, BUA, Chephl NesITeTbHOCTH, €TUHBIX
TpeGoBaHUI K 0(OpMIICHUIO




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. JOKyMEHTBI M MAacCCHUBBI JOKYMEHTOB B WH(OPMAIMOHHBIX
cucTeMax, YHopsiI04eHHbIE OIPeeIEHHBIM 00pa3oM

Bompoc 4

OcHOBHas KJIacCU(pHUKALMOHHAs €JUHMLIA B (YHKIHOHAIBHON
KJIaCCU(UKALUU IOKYMEHTOB

Bribepure oauH OTBET:

a. MOJUTMHHUK JOKYMEHTA

b. nemo

C. TyOaMKaT TOKyMEHTa

d. Bun moxymeHTa

Bomnpoc 5

Knaccudukanus 10KkyMEeHTOB Ha MHAWBUYaJIbHBIE, TpadapeTHbIe,
MPUMEpPHBIE OCYIIECTBIISETCS 110 CIEYIOIEMY OCHOBAHHIO
Bribepure oauH OTBET:

a. CTETIeHb CIIOKHOCTH

b. cTeneHs TOYHOCTH

C. CTeNeHb YHU(UKAIUU

d. creneHb OTKPHITOCTH

Bormpoc 6

biiank nokymeHra — 3710...

Bri6epute ouH OTBET:

a. HaOpaHHBII Ha KOMITBIOTEPE THUIIOBOM JJOKYMEHT

b. TOKyMEHT, OTIIEYaTaHHBIH B TUIIOTpapH

C. HabOp PEKBU3UTOB, HIECHTU(DUIUPYIOIUX aBTOpa OPHUIIHATILHOTO
JOKYMEHTa

d. JOKyMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bomnpoc7

@DyHKIIMOHANbHAS KJIacCU(UKAIUSA JTOKYMEHTOB OCYILECTBIISAETCS
IO CJIEIYIONIEMY OCHOBaHHUIO

Bribepure ofMH OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. BpeMs MOSIBIICHHS TOKYMEHTa
b. nHGOpManMOHHAs COCTABISAIONIAs JOKYMEHTA
C. croco0 3aKkperuieHus nH(QOPMAIUY Ha MAaTePUAIBHOM HOCUTEIIS
d. BHI MaTepraIbHOTO HOCUTENS JOKYMEHTA
Bompoc 8
K  «nepBHYHBIM  KOMIUIEKCAM  JOKYMEHTOB»  NPEIIPHUSATHS
OTHOCHTCS
BriGepure ouH OTBET:
a. apXUBHAs KOJUICKIUS
b. rocynapcTBeHHas CUCTEMa CTaTUCTUKU
C. COOPHUK HOPMATHBHBIX JJOKYMEHTOB MPEIIPUSTHS
d. moKyMeHTanbHbIH HOHI MPEANPHUITUSL
Bompoc 9
Kommiiekc 10KyMEeHTOB — 3TO
Bri6epute ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBS3aHHBIX IO IpPU3HAKaM
MIPOUCXOKICHNUS, Ha3HAYCHUS, BUA, CPephl NeATETbHOCTH, €TNHBIX
TpeboBaHuUil K 0(OpMIIEHUIO
b. MaccuBBI TOKYyMEHTHPOBAHHOW HH(OpPMAINH, YIIOPSI0YCHHbIE
orpeieNI€HHBIM 00pazoM
C. HOMEHKJIaTypa JIeJ OpraHu3aIuu
d. Bug  HWHQOPMAIMOHHBIX  PECypcoB,  MpEACTaBICHHBIN
COBOKYITHOCTBIO OTJIEIBHBIX JOKYMEHTOB, MACCHBOB JJOKYMEHTOB B
MH(POPMAIMOHHBIX CHCTEMax
Bomnpoc 10

JIOKyMEHTHBIE PECYpPCHI — 3TO
Bri6epute ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10 IpPU3HAKaM
MIPOUCXOKACHNUS, HA3HAUYCHUS, BUA, Chephl NesITeTbHOCTH, €TUHBIX
TpeGoBaHUI K 0(OpMIICHUIO




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. HoMeHKaTypa e opraHu3anuu

C. MAacCUBBl JIOKyMEHTHPOBAaHHOH MH(pOpPMALUMH, YHOPsSA0YEHHBIE
orpeneNIEHHBIM 00pa3oM

d. Bug  MHQOPMALMOHHBIX  PECypcoB,  MPEACTaBIECHHBIN
COBOKYITHOCTHIO OT/IEJIbHBIX JOKYMEHTOB, MACCUBOB JIOKYMEHTOB B
UH(POPMALIMOHHBIX CUCTEMAX

Bonpoc 11

YuauduuupoBanHas GpopmMa T10KyMeHTa — 3TO

Bribepure oguH OTBET:

a. JOKYMEHT, UMEIOLUI TUIIOBOE coziepKaHKe U 0(hopMiIeHHE

b. TOKyMEHT, CO3JTaHHBII ¢ IPUMEHEHUEM KOMITBIOTEPHOW TEXHUKU
. GOpMBI IEPBUYHBIX YUETHBIX TOKYMEHTOB IO YUETY TPYAA U €ro
OILJIaThI

d. COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C
pelmaeMbIM B JaHHOM cdepe JeATeNbHOCTH 3ajadaMu  u
3a(pUKCUPOBAHHBIMU B OIPENICIIEHHOM IMOPAIKE Ha MaTepUAIbHOM
HOCHTENIE

Bompoc 12

MeTto/1 cCOBEpIIEHCTBOBAaHUS JOKYMEHTOB M CUCTEM JIOKYMEHTALIUU
Bribepure oauH OTBET:

a. nHbopMaTH3aLUS

b. crangapruzanus

C. CUCTEMHBIN aHAIIN3

d. MmonenupoBanue

Bormpoc 13

JlokyMeHTanbHbIH HOHJ - 3TO

Bri6epute ouH OTBET:

a. JOKYMEHTbl OpraHu3ali{, IOJArOTOBJIEHHbIE K CcJadye B
rOCyJIapCTBEHHBIN apXUB

b. COBOKYITHOCTh JOKYMEHTOB, OOPa3YIOIIMXCSl B JESTEIbHOCTH




CTpyKTypHBI

OreHOYHBIC CPEICTBA

JIEMEHT [Tnanupyemsl pe3yabTaThl 00ydeHUs
KOMIIETCHIINH
IOPUINYECKOTO MM (PU3MUYECKOTO JIMLIA 32 TOJT
C. IOKYMEHTBI OPTaHU3aLUH, BBIICTICHHBIE K YHUYTOXKCHHUIO
d. TOKyMeHTHI, BKIIOUEHHBIE B Tabeab YHH(PHUIHUPOBAHHBIX (HopM
JOKYMEHTOB OpPTraHU3aLUA
YMmeTn - aHAIM3UPOBATh  HOPMATUBHO-METOAMYECKME  MCTOYHUKHU IO KounrpoJabsHnas padora (1 kypc)
JIOKYMEHTUPOBAHHUIO YIPABJIEHUYECKON AESTEIbHOCTH; 1. Bel pykoBOIUTENb 3KOHOMUYECKOTO OTeNa. Bam HeoOxoaumo
- XapakTepu3oBaTb M aHAJIW3UPOBATh YHU(PHULUHUPOBAHHBIX CHUCTEM | IPOMH(POPMHUPOBATH PYKOBOJIUTENS OpPraHMU3aLUU O TOM, 4YTO 3aM.
JIOKYMEHTaI1H; otaena mo AXY He BRIIONHSET MPEANUCAHNS TTI0 00ecTIeueHII0 pabounx
- BBIABJIATH THUIIOBOM COCTAaB CHCTEM JIOKYMEHTAllUM YYPEKJICHWH | MECT MPHUHTEPAMH, MHTEPHETOM M B KaOMHETE Balllero OT/AeNa He
10001 OpraHU3arOHHO-TIPABOBOM (HOPMEI, IPOBEJEH KOCMeTHYecKuil peMoHT. OdopmuTe COOTBETCTBYIOIUN
- IPUMEHATHh MpaBHUJA COCTABICHUS M OQOPMIIEHHS JOKYMEHTOB Ha | JOKYMEHT.
MIPaKTHUKE; 2. Bbl ono3anu Ha paboty Ha 2 yaca. PykoBoicTBO nmoTpedoBano
- OpPraHU30BbIBaTh JOKYMEHTHI B KOMILIEKCHI; oT Bac 06bsacHennii. OpopmuTe COOTBETCTBYIOIIMNA JOKYMEHT.
- BBUBJISTH HAy4YHO-MUCTOPUYECKYI0 M MPAKTHUECKYIO IIEHHOCTh 3. OTpenakTHpyiTe TEKCTHI CAEAYIOUMX H0KyMeHTOB. CocTaBbTe
JIOKYMEHTOB; VX NTPaBUJIbHBIN BapHUaHT.
- BBISIBJISITH TEHIACHIUN pa3BUTHS HTorosblii TecT 3a 2 Kypc
UH(POPMALIMOHHO-TOKYMEHTALMOHHOTO O0ECIeYeHNsl YIpaBICHUS MU
apXMBHOTO JieJia
Bianers - IOKYMEHTOBETYECKON TEPMHHOJIOTHEHN B MPO(EeCCHOHATBHON peuH; Tembl KypcoBbIX padoT (2 Kypc)

- Ipu€MaMi COCTaBJICHUA U Oq)OpMJ'ICHI/IH OCHOBHBIX YIPaBJICHYCCKUX
JOKYMCHTOB;

- ME€TOJaMU yHI/I(l)I/IKaHI/H/I M CTaHJapTU3alIUU JOKYMCHTOB;

- HaBbIKaMH 06’beILI/IHCHI/ISI JOKYMCHTOB B IICPBUYHBIC KOMILJICKCHI,

- 3HAaHUSAMH OCHOBHBIX npo6neM B 00JIacTH JOKYMCHTOBCACHUA

2. Hcropust craHoBiieHHs] COBPEMEHHBIX (DYHKITHOHATBHBIX
cucTeM JoKymeHTanuu B Poccuiickoit denepanuu.

3. OcobeHHOCTH rOoCyJIapCTBEHHOM CHCTEMBI
Hay4YHO-TEXHUYECKOM TOKYMEHTAlLlUH.

4. OcoGenHoctu UCIIOJIb30BaHUs 00IIepPOCCUICKIX
KJIacCU(UKATOPOB TEXHUKO-PKOHOMHYECKON u COITMAJIbHOU
nH(pOpMaIUKA B COBPEMEHHOM JIEJIONTPOU3BOICTRE.

5.

6. Cucrema MEXIYHapOJHBIX CTaHJApPTOB B 00JACTH

JOKYMCHTOBCACHMUS.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

7. AHanus CTPYKTYpBI JOKYMEHTAILHOTO bonna
OpraHu3al|M, €ro KaueCTBEHHAs U KOJIMYECTBEHHAs! XapaKTepPUCTHUKA.

8. KauecTBeHHass UM KOJMYECTBEHHAas XapaKTEPUCTHKA
COBPEMEHHBIX apXUBHBIX KOMIIJIEKCOB.

IIK-4 cnocoono

CTHIO CAMOCTOSITEJILHO PA0OTATH ¢ PA3JMYHBIMH HCTOYHUKAMHU HH(OPMAIIMHU

3HaTe

- OCHOBHBIE Hay4Hble M NEPUOIMYECKHE U3JIaHWs B 00JacTu
JOKYMEHTOBE/ICHHS;

- OCHOBHBIE VIHTEpHET-UCTOYHHUKH B 00J1aCTH JTOKYMEHTOBEICHHUS;
- HOPMAaTUBHO-TIPaBYI0O ¥  HOPMAaTHBHO-METOJHYECKYIO
JOKYMEHTAIMOHHOTO 00ECTICYeHHS yIIPaBIICHUS;

- CIIOCOOBI PabOTHI C PA3TUYHBIMHU HCTOYHHKAMU HH(OpMALIUH;

- ”H(OpPMAIMOHHbIE TEXHOJIOTUH NpH padoTe ¢ nHpopMaluen B o01acTu
JIeNIOTIPOU3BOICTBA

0azy

Bomnpocsl k 3auety 1kypc

1. OK 011-93 «O0uepoccuiickuit Kiaccudukarop
YIIPaBICHYECKOH JOKYMEHTAIlMM» W OTPaXCHHE B HEM
YHUDUIIUPOBAHHOMN CHCTEMBI

OpraHU3alMOHHO-PACIOPSAUTEIbHON JTOKYMEHTAIUH.

2. TpeboBaHMs K  J€JIOBBIM  IUCbMaM,  CBSA3aHHBIM  C
pacnpocTpaHeHueM HHPOpMAaIIIH.

3. TpebGoBaHus K JAETOBBIM MUCbMaM, CBSI3aHHBIM C OOpallleHUsIMU
IO BBHITIOJTHEHUIO TE€X WJIM WHBIX IEHCTBUIN MITM OKa3aHUIO YCIIYT.

HTrorossiii Tect (3 Kype)

Bompoc 1

OO0pa3ipl YHUPHUIMPOBAHHBIX (DOPM TOKYMEHTOB, pa3peleHHbIX K

MPUMEHEHHIO B OPTaHMU3allUHU, CHCTEMAaTU3UPOBAHBI B CIEAYIOLIEM

JOKYMEHTE:

Bri6epute ouH OTBET:

a. abOOM YHU(UITUPOBAHHBIX (POPM TOKYMEHTOB MPEANIPHUATHS

b. mepedeHb THMOBBIX YIPaBICHYECKUX JOKYMEHTOB MPEIIPUSTHS

c. Tabenb YHU(PUIHUPOBAHHBIX (HOPM JOKYMEHTOB MPEIIPUATHS

d. HoMeHKaTypa Aen NIpeaIpUsITUSs

Bompoc 2

rocr p 7.0.97-2016 «YHU(UUUPOBAHHBIE  CHCTEMBbI
JOKYMEHTaI1H. YHupuuupoBaHHas cucrema
OpraHU3aIIOHHO-PACTIOPSAUTEIBLHOM JOKYMEHTaIUH ce»

perynmupyer




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oguH OTBET:

a. ohopMIIeHHE PEKBU3UTOB JOKYMEHTOB

b. ynpaBnenue 10KyMeHTaMH

C. MpoeKTHpOBaHue caykonl JJOY

d. opranuzanuio 10KyMeHTOO00pOTa B YUPEKIACHUU

Bomnpoc 3

COBOKYITHOCTh B3aMMOCBSI3aHHBIX M CTPYKTYPHUPOBAHHBIX JaHHBIX
Ha MalIMHOYUTAEMbIX HOCHUTENSX, 00paboTKa, MOMCK M XpaHEHHUE
KOTOPBIX OCYIIECTBIISIETCS C TOMOIIBI0 DBM, 310

Bri6epute o1H OTBET:

a. DJICKTPOHHBIC OaHKU JaHHBIX

b. a1eKTpOHHBIE 0a3bl JaHHBIX

C. DJIEKTPOHHBIE OUOINOTEKH

d. aNeKTpOHHBIE KOMMYHUKATUBHBIE PECYPCHI

Bompoc 4

DOnexkTpoHHble  WH(GOPMAIMOHHBIE  PECYpPChl,  CO3/laBaeMbIe
Pa3TUYHBIMU TPEATNPUATHIMA U HETIOCPEICTBEHHO CBSI3aHHBIC C
OCYIIIECTBIEHUEM UX OCHOBHOM JEATEIbHOCTH

Bri6epute ouH OTBET:

a. BCTPOCHHbIE UH(POPMAIIOHHBIE PECYPCHI

b. anekTpoHHbIE OMOTUOTEKN

C. KOMMYHUKATHUBHBIE SJIEKTPOHHBIE PECYPCHI

d. pactipenenénuble ”HGOPMAITMOHHBIE PECYPCHI

YMmeTn

- CaMOCTOSATENIbHO OCYILECTBIIATh MOUCK HAYYHBIX M MEPUOJIUYECKHUX
W3/IaHUK B 00JIaCTH TOKYMEHTOBEICHNS,

- CaMOCTOSITENIbHO HCIIO0JIb30BaTh OCHOBHbIE WHTEpHET-UCTOUHHUKHU B
00J1aCTH JOKYMEHTOBEICHUS B TPO(PECCHOHAIBHON JACSITEIPHOCTH;

- CaMOCTOSITeIbHO  aHAJIU3UPOBaTh  HOPMATUBHO-NIPABYID U
HOPMAaTHBHO-METOJUYECKYIO 0a3y JOKYMEHTAIMOHHOTO OOecreueHus
yHIpaBJIeHUS,

KonrtpoabsHnas padora 1 kypc)

1. Bel pykoBouTeNbh 3KOHOMUYECKOTO OT/AeNa. Bam HEo6xoamuMo
NPOUH(POPMHUPOBATE PYKOBOJIUTENS OpPraHMU3alUU O TOM, 4YTO 3aM.
otnena mo AXY He BBITOTHSAET MPEAMUCAHUS 110 00ECTIEYSHUI0 PaboInX
MECT MpPUHTEpaMH, WHTEPHETOM M B KaOHMHETE Ballero OTjesla He
MpOBEJIeH KOCMETHYeCKUid peMOoHT. OgopMuTe COOTBETCTBYIOLIUI
JOKYMEHT.
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OreHOYHBIC CPEICTBA

- CaMOCTOSATENBHO HCIIOJIb30BaTh CIIOCOOBI PAa0OTHl € PA3TUYHBIMU
UCTOYHUKAaMU HH(pOpMaIuu B poheCCHOHATLHON IeATEILHOCTH;

- CaMOCTOSITENIbHO TPHUMEHATh WH(POPMAIMOHHBIC TEXHOJIOTHH TIpU
pabote ¢ nadopmarmel B 00J1acTH JEIOMPOU3BOJICTBA

2. Bol ono3anu Ha paboty Ha 2 yaca. PykoBoacTBo motpeboBaino
ot Bac o0bsicHennii. OpopMUTe COOTBETCTBYIOIINI TOKYMEHT.
3. OTpenakTupyiTe TEKCThI CIEAYIOUUX JOKyMeHTOB. CoCTaBbTe
UX IPaBUJIbHBIN BapHaHT.
Bomnpoc 7
B kakoM Ko0IOBOM 0003Ha4eHHUU YHU(PHUIMPOBAHHOW (HOPMBI
nokymenta 05080819, cormacHo OKVY/I, BepHO oTpaskeHbl mH(pOBEIE
IPU3HAKU KJIaccu(UKaLUK:
Bribepure oguH OTBET:
a. 19 — KOHTpOJIBHOE YHCII0, KOTOPOE BBOJAUTCS BO M30EKaHHE
OIMOOK MPU CYUTHIBAHUU U MCIIOIB3YETCS TPU MPOBEPKE 3aMUCH KO
b. 80 — moakaace Gopmel, T.e. OOIIIHOCTH COAEPIKAHUSA MHOYKECTBA
(hopM TOKyMEHTOB U HAINIPABICHHOCTh WX UCIIOJIB30BAHUS
c. 050 — knmacc ¢opmbl, T.€. MPUHAIICKHOCTD YHU(DUIIMPOBAHHOM
(GopMBI TOKYMEHTa K COOTBETCTBYIOIIEH YHH(DHUIIMPOBAHHOH CHCTEME
JOKYMEHTaIlU!
d. 081 — peructpanMoHHBIII HOMEpP YHUDHUIIMPOBAHHON (HOPMBI
JIOKYMEHTa BHYTpPHU MOJKIacca

Hrorossliii Tect 32 1 Kype

Bompoc 1

Kaxum JIOKyMEHTOM JIOJIKHBI PYKOBOJCTBOBATHCS
JIEJIONPOU3BOUTENHU TIPU JOKYMEHTUPOBAHUH 3TANOB TPYAOBOTO IHKJIa
— OT npueMa Ha paboTy HOBOT'O COTPYAHHUKA JI0 €r0 YBOJbHEHHUS:

Bri6epute ouH OTBET:

a. ['ocynapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00eCTIeYeHUs
ynpasieaus. OcHoBHbIE mojokeHus. OOmwme TpeOoBaHUS K
JIOKYMEHTaM M CIIy)kK0aM JTI0Ky-MEHTallMOHHOTO 00eCceueH s

b. 'OCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHasi cucrema
OpraHU3aIMOHHO-PACHOPSIUTENBHON JOKyMeHTaluu. TpeOoBaHUs K
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JIEMEHT

KOMIICTCHIIN U
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0 OPMIICHHIO TOKYMEHTOB)»

c. AnpOboM yHHPUIUPOBAHHBIX (OPM TIEPBUYHOM YUETHOU
JOKYMEHTAIlMU IO YYeTy Tpylda ¥ €ero OIUIaThl, YTBEPKICHHBIM
[TocTanoBnenuem I'ockomcrara Poccun

d.  OOmepoccuiickuii  KJIacCH(PHUKATOP  YIPaBICHYECKOH
JOKYMCHTAITUU

Bompoc 2

Ha xakue BuIBI MOAPA3ACISIOTCS OJAaHKH JOKYMEHTOB I1O

pacnonoxenuto pekBu3utoB corstacio 'OCT P 7.0.97-2016:
BriOepure oauH OTBET:

a. YTJIOBBIC U TIPOJIOJIbHBIE

b. oOmmuii OyaHk, OJaHK TUChbMA, OJIAHK KOHKPETHOI'O BHJIA
JTOKYMEHTA

c. OmaHk opraHuzanuu, OJaHK CTPYKTYPHOTO MOJpa3aeieHHs
OpTraHH3aIiy, OJIAHK JTOJPKHOCTHOTO JIUTA

d. neHTpupoBaHHbIe U (prIaroBeie

Bormpoc 3

Kakoit Habop 1udp B K0J0BOM 0003HaUeHUHU (POPMBI JOKYMEHTA
0720302 o603HayaeT kiacc GopMbI JOKYMEHTA:

Bribepute 01H OTBET:

a. 20

b. 07

c. 302

d. 203

Bonpoc 4

Kakue  cmocoObl  odopmieHuss  JaThl  COOTBETCTBYIOT

tpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;
2.09 mapra 2013 r.;
3. 09 mapra 2013 roaa;




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

4.09.03.2013 r.;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bribepure oguH OTBET:
a.1,4,7
b.2,6,7
C. BCE BapUaHThI, KpoMe 5
Bomnpoc5
Kakoe odopmiieHne OCHOBaHMS JOKYMEHTa COOTBETCTBYET
tpeboBanusm ['OCT P 30-2003 (B ckoOkax 00O3HA4YeH KIIOYEBOMH
IJIaroJ1 pacopsiAUTEIbHOM YacTH TIOKYMEHTA):
Bri6epute ouH OTBET:
a. Ha ocHoBanum npukaza MuHucTepcTBa 00pa3oBaHUs U HAYKU
P® or 15 suBaps 2013 Nel5 «O mnopsiike MpoBeaeHUs aTTECTalUH
By30B» (IIPUKA3BIBAIO)
b. C memo uCHOIHEHMs] NpHUKa3za peKTopa 00 YKpEIIeHUH
tpyaoBoi aucuuruasl (ITPEJIAT ARO)
c. B cBs13u ¢ HE0OX0IMMOCTHIO UCTIOJIHUTD NMPUKA3 MUHUCTEPCTBA
(ITPUKA3BIBAIO)
d. Bo ucnonnenne npukaza OAO «MMK» Ne 45 «O mnopsnke
3akmoueHus gorosopos (ITPEJIJTIATALO)
3ajaHusl K NPAKTHYECKOH 4YacTH 3a4eTa ¢ OLEHKOH 10
Kypcy «JlokyMeHToBeIeHne)
1. KommuiekcHbIi aHaIN3 TOKHOCTHON MHCTPYKLIUHU U €r0
peAaKTUpOBaHUE.
2. KommiekcHbBI aHaNMM3 y4peauTeabHOro JTOKYMEHTa H
€ro peJJaKTHPOBaHUE.

Bnanets

- HaBbIKaMH paGOTBI C OCHOBHBIMH HAYYHBIMHU H TCPHOAUYCCKUMHU

Tembl KypcoBbIX padoT (2 Kypc)
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U3JIaHUSIMU B 00J1aCTU JOKYMEHTOBECHUS;

- HaBbIKaMU pabOThI ¢ OCHOBHBIMU VIHTE€pPHET-MCTOUHUKAMH B 00JIaCTH
JIOKYMEHTOBECHUS;

- 3HAaHUSIMU HOPMAaTUBHO-IIPABOM M HOPMaTMBHO-METOIUYECKOM 0a3oif
JIOKYMEHTAIlMOHHOT'O 00ECIIeUEHNs yIIPaBICHMUS;

- cioco0amu padoThI ¢ PA3IMYHBIMU UCTOYHUKAMHU UH(OpMAIIH;

- H(GOPMAIMOHHBIMH TEXHOJIOTUSIMU TIpH paboTe ¢ mHpopmanuein B
00J1aCTH J1eJI0NPOU3BO/ICTBA

9. bubnuoreunsie UH()OPMALMOHHBIE pecypchl,
JTOKYMEHTHPOBAHHUE JICSTEIBHOCTH OHOINOTEK.
10. Mys3eiinble nH(POPMALIMOHHBIE pecypcsl,

JOKYMEHTUPOBAHHE JESITEIbHOCTH MY3€HHBIX KOMIIJIEKCOB.

11. Bcerpoennsie u pacnipenenéHHble dJEKTPOHHBIE PECYPCHI,
UX 0COOEHHOCTH.

12. Knaccugukanus BCTPOCHHBIX  HMH()OPMAIIMOHHBIX
pecypcoB MpeaIpUsTUS, OCOOEHHOCTH YIPABICHUS UMH.

13. XapakTepucTuka  pacrpeaeaéHHbIX
pecypcoB, 0COOEHHOCTH YIPABICHUS UMH.

14. Mecro, poinb, NEPCHEKTUBBI PA3BUTHs AJIEKTPOHHBIX
O6MOIHMOTEK B CUCTEME IOKYMEHTHBIX PECYPCOB.

AJIIEKTPOHHBIX

ITK-19 cnnoco0HOCTHIO HCN0JIB30BATH NPABUJIA NOATOTOBKH YNIPABJICHYECCKHX JOKYMEHTOB H BeICHUS 1eT0BOH NEPeNnUCKH

3HaTh

- [IpaBuJjia MOJATOTOBKH YIIPABJICHYCCKUX JOKYMCHTOB
- TEOPETUYECKUE OCHOBBI BEICHUS AEIOBOH IePeNUuCcKU

- COCTaB M COJEp)KaHHE€ HOPMATUBHO-METOANYECKON 0azbl
COCTaBIIEHUIO ¥ O(DOPMIICHUIO CITYKEOHBIX JOKYMEHTOB

= CHCHH(iJPIKy SI3BIKA ynpaBnqueCKof/'I JAOKYMEHTAIlNH,

- OCHOBHBIE MPOOIEMBI HOPMATUBHOTO OOECTIEYEHHS COCTABJICHUS U
odopMIIeHUS YIIPABICHYECKOM TOKYMEHTAIINH;

- OCHOBHBIE MPOOIEMBI HOPMATHBHOTO 00ECIICUCHHs BEICHUS JIETOBOU
MePENUCKHI

Io

Bomnpocsl k 3a4erty 1 Kype
1. CrpykTypa  yIpaBIEHUECKOTO
(hopMyIp TOKyMEHTa, UX pa3BUTHE.
2. dopmysip-obpasen OpraHU3allMOHHO-PACIIOPSAUTEILHOTO
JIOKYMEHTA: 00I11asi XapaKTepUCTUKA.
3. TpeGoBanust kK OlaHKaM OpraHU3ALMOHHO-PACIIOPSAUTENBHBIX
JIOKYMEHTOB.
4. Texuuueckue TpeOoBaHUS K  OQOPMIICHHIO PEKBH3HTOB
OpTraHU3aI[MOHHO-PACTIOPAAUTENbHBIX JOKYMEHTOB.
S. Opranu3anvoOHHO-PACIIOPAIUTENbHAS  JOKYMEHTALIUS:
CBEZICHHSI.
6. OpraHu3anvoHHO-TIPaBOBas TOKyMEHTAIMs: O0IIHe CBEeICHHS.
7. CocraBnenre 1 0OpMIIEHHE OCHOBHBIX BHJIOB YUPEAUTEIbHBIX
JIOKYMEHTOB.
8. CocraBnenne
pacnucaHus,  IpaBUIl

JAOKYMCHTA. PexBuzur u

o0mmue

ITOJIOKEHUH,
TPYAOBOTO

opopmieHue
BHYTPEHHETO

HITaTHOTO
pacnopsxa,




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

MHCTPYKLUHN, aAMUHUCTPATUBHOTO PEIIaMEHTa.

9. TpeOoBaHMs K TUCbMaM-OTBETaM.
10. TpeboBanust kK MUChMaM MPETEH3MOHHOTO XapaKTepa.
11.  TpeboBaHus K AETOBBIM MHCbMaM, CBSI3aHHBIM C BBIPRXKEHHUEM
BHUMAHHUS U Yy9aCTHSL.
12. TpeOoBaHMs K PEKOMEHAATECIIBHBIM ITHChMaM.
13. TpeboBaHUsI K YaCTHBIM (JINYHBIM) IOKYMEHTAM.
Hrorossiii Tect 32 1 Kype
Bompoc 1

Kakoif M3 mnepeuyucieHHBIX pPEKBU3UTOB HE OTHOCUTCA K
PEKBU3UTAM YIOCTOBEPEHUSI:

Bribepure oauH OTBET:

a. OTTUCK TIeYaTH

b. rpud yrBepxaeHUsA

c. rpud coriacoBaHus

d. moanuce
Bomnpoc 2

Ha xakoMm Bujie TMUHBIX JOKYMEHTOB 0(OpMIIIETCS aapecaT:
Bri6epute ouH OTBET:

a. XapaKTepUCTHKa

b. noBepeHHOCTH

C. pe3roMe

d. 3asBieHne
Bormpoc 3

Ha xakux ¢opmax npocrapisieTcst Ko GOpMbI TOKyMEHTa:
Bribepure oauH OTBET:

a. Ha Bcex OJaHKax

b. Ha yHUPHUIMPOBAHHBIX (Popmax

C. Ha BCEX JIOKyMEHTax

d. Ha HeyHUUIIMPOBAHHBIX opMax
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JIEMEHT
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[Mnanupyemsl pe3yabTaTsl 00ydeHUs
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d. Bce BapuaHThl, KpoMme 3
Bomnpoc 4
Kaxko¥ 351eMeHT perucTpaiioOHHOIrO HOMepa JI0OKYMEHTA SIBIIETCA
00s13aTeNbHBIM:
Bribepure oguH OTBET:
a. MHJEKC Jiesia 10 HOMEHKJIAType Jel
b. uapOpMaIHsI 00 HCITOTHATEISIX
c. nH(popMaILUs 0 KOPPECTIOH/IEHTE
d. nopsIKoOBBIi HOMED
Bompoc 5
Ha xakux nokymenrax HE odopmisieTcst pekBu3uT «Azmpecary:
Bribepure oauH OTBET:
a. cripaBKa
b. mucemMo
C. ciry)xeOHast, JOKJIaHas ¥ OOBSICHUTENbHAS 3aIIICKH
d. 1OIKHOCTHASI HHCTPYKIIMS
Bormpoc 6
Kakoit pekBM3UT oQopMiseTcs MOCIeIHUM Iepel TeM, Kak
JOKYMEHT Oy/IeT OTIPaBJIeH Ha XpaHEHHE:
Bribepure oauH OTBET:
a. OTMETKa O TOCTYIUICHUH JIOKYMEHTA B OPTaHU3aIHI0
b. oTmMeTKa 00 HCTIOTHUTENE
C. rpud yTBEpKICHUS
d. oTMeTka 00 MCIIOTHEHUH TOKYMEHTA U HaIlPAaBJICHUHU €T0 B JIEI0
Bomnpoc 7
OMmb6nemy u ToBapHsbIii 3Hak HE BocniponsBosT Ha O1aHke, eciu
Ha HEeM TMoMeIeH (-a):
Bribepure oauH OTBET:
a. Pe30ITIOLHS
b. oTTHCK repboBOii TeyaTn
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c. l'ocynapcrBennsiii rep6 Poccuiickoit denepanuu

d. moxmuce

Bompoc 8

Ha kakoM sKk3emIuisipe 1e10BOro MHChbMa, MOJTOTOBICHHOM IS
OTIIPaBKU aJpecaTy, IPOCTaBIISIOTCS BU3bIL:

Bribepure oauH OTBET:

a. Ha NOJJIMHHUKE, OTIPABIIIEMOM ajjpecatry

b. Ha KoMUY, TOMELIAEMOM B JIeNI0 OpraHU3aLuu

C. HA MUCbMaX BU3bI HE O)OPMIISIOT

d. Ha NOAMMHHMKE, OTIpPABIIAEMOM ajpecarty, U Ha KOIIUH,
IIOMEIIAEMOH B JI€JI0 OPraHU3alun

Bomnpoc 9

Cpenu JIOKaJIbHOM OpraHU3aIl[MOHHO-PACIOPAIUTENLHOM
JIOKYMEHTAIH BBICIIUM FOPUAMYECKUM CTaTyCOM O0JIajiaeT:

Bri6epute ouH OTBET:

a. OpPraHM3alMOHHAs TIOKyMEHTalUs

b. pacnopsauTenbHas JOKyMEHTALIHS

¢. nH(OPMAIIMOHHO-CIIPAaBOYHAs JJOKYMEHTAIUS

d. BCE TpyHIbI OpraHU3aIl[MOHHO-PACIOPAIUTENBLHOM
JOKYMEHTallMM  00JaJaloT  OJMHAKOBO  BBICOKUM  IOPUIMUYECKUM
CTaTycoM

Bompoc 10

B xakoM psiy Bce mepeyucieHHble BUbl TOKYMEHTOB OTHOCSTCS
K OpraHU3allMOHHO-TIPABOBBIM:

Bri6epute ouH OTBET:

a. TOJIOXKEHHE O CTPYKTYPHOM NOJpa3Aci€HUH, IOJIKHOCTHAs
WHCTPYKIINS, aHATUTHIECKAs CIIPaBKa

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO paclopsaka, JOKHOCTHON
periaMeHT, aAMHUHUCTPATHBHBIN pErJaMeHT

C. yCTaB, IITAaTHOE paclucaHue, OTYeT
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d. yupenutenbHbIii moroBop; yka3 llpesunenra P®; uacTpyKIus
10 JIJIONPOU3BOJICTBY
Bonpoc 11
B kakmx oprammzanusx wmoxer HE Bectuep  kanposas
JIOKYMEHTaIU:
Bri6epute o1H OTBET:
a. KajapoBas JIOKYMEHTAllUs BEIETCS BO BCEX OpraHu3alMsIX
HE3aBUCHUMO OT UX OpraHU3aIMOHHO-TIPABOBOM (POpPMBI
b. B HEKOMMEPUECKUX OpraHU3aLHUIX
C. B Ka3€HHBIX TOCYJApPCTBEHHBIX YUPEKICHUIX
d. B aKIMOHEPHBIX OOIIECTBAX
Bomnpoc 12
Kakume  pacnopsaurenbHple  JAOKYMEHTBI  M3JAlOTCS IO
ONEpaTHUBHBIM BOIIPOCAM M JUIsl OPraHU3AlMM MCIIOJHEHHUS JPYruX
paciopsAUTEIbHBIX TOKYMEHTOB:
Bribepure oauH OTBET:
a. IPUKa3bl
b. pemenus
C. IOCTaHOBJICHUS
d. pacnopspkeHus
Bompoc 13
Kakue pacniopsauTenbHble JOKYMEHTBI OTHOCSTCS K JOKYMEHTaM,
CO3/1aBa€MbIM B YCJIOBHSIX KOJUIETHAIbHOCTHU:
Bribepure oauH OTBET:
a. pelieHus
b. mpukassl
C. YKa3aHUs
d. pacnopspxeHust
Bomnpoc 14
YeM nuceMo-npeuiokeHue (odepra) oTaNYaeTcs OT PEeKIaMHOTO
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MUChMa:

BriOepure oauH OTBET:

a. HampaBJIETCS MPOAABLOM NOTEHIMAIbHBIM MOKYHATEIsIM C
IPEeJI0KEHHUEM TOBAPOB WIIN YCIIYT

b. He cBs3BIBAaET MpoaBIa 003aTEIHCTBOM IIPOJATH TOBAP

C. COJEPXKHUT HAMEpPEHHE 3aKIIOUUTh CHEIKY C YKa3aHUEM ee
KOHKPETHBIX YCIOBUI

d. cTuMynupyeT UHTEepec K TOBapy U JKeJlaHUe ero npuoOpectu

Bompoc 15

Kakolt knaccupuKalMoOHHBIA NPU3HAK IOJOXKEH B OCHOBY
JIeTICHHSI ISIOBOM TIEPENUCKH Ha OQUIHATBHYIO U JIMYHYIO:

Bribepure oauH OTBET:

a. 10 Ha3HAYEHHIO

b. Mo MecTy HaxoX/IeHUs aapeca

C. IO TIOJIO’KEHHIO B CHCTEME JOKYMEHTO000pOTa

d. 10 OJI0kKEHHUIO B UEPAPXUH YIIPABICHUS

Bompoc 16

Kakue nucbmMa nonuchIBaroTCs ABYMs JIMLAMH — PYKOBOAUTEIEM
OpTaHU3aINH U TJIABHBIM OyXTaITepoM:

Bribepure oauH OTBET:

a. MHCbMa-3aIpoChl

b. rapanTuiineie nucbMa

C. COTIPOBO/IMTENbHBIC TUChMA

d. pexknamHbIe muchLMa

Bompoc 16

Ha xakom u3 MH(QOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB MOXKET
ObITH OpopMIIEH TpU( YTBEPKIACHUSA:

Bribepure oauH OTBET:

a. CIIHCOK

b. cipaBka
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C. aKT

d. cmyxeOHas 3anmucka

Bompoc 17

Kakas pa3HOBHIHOCTH 3amHMCOK OQoOpMIsieTcss Ha OJlaHKe

OpraHM3aIiu:

Bri6epute o1H OTBET:

a. 00bsSICHUTEIIbHAS 3aIIUCKa

b. BHELIHSS AOKIIAAHAS 3aHCKa

C. clly»keOHas 3arucka

d. BHyTpeHHsIs JOKJIaHAasl 3aiCKa

Bompoc18

Kakoii Bu 3anucku 00s3aTeIbHO PETUCTPUPYETCS:
Bri6epute ouH OTBET:

a. BHEIIHsA JOKJIaHas 3aIucKa

b. BHyTpeHHsIs TOKJIaIHAs 3aTICKa

c. 00BsICHUTENbHAS 3aITUCKa

d. cmyxeOHas 3anmucka

Bonpocl9

Ha xakue pa3sHOBHUAHOCTH JENATCS JOKJIATHBIE 3alHCKH T10

XapaKTepy COACP)KAHUA U HA3BHAYCHU:

Bri6epute ouH OTBET:

a. BHyTPEHHHUE U BHEIIHNE

b. opurnmanpHBIC U TUIHBIC

C. pPa3bsSCHUTENILHBIC U ONPaBaTEIbHbIE

d. MHUIIMATHBHBIE, THPOPMAIITMOHHBIE U OTYCTHHIE

Bonpoc20

Kakum 1oxymMeHTOM He0OX0JMMO OOPMHTE PE3YIbTAThl PEBU3HU

OTACJIa IpoaaX OpraHrU3aluu:

Bri6epute ouH OTBET:
a. CIIPaBKOM
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b. akTom
C. nH(GOPMALIMOHHBIM ITHCHMOM
d. cBOzIKOI1.
Bomnpoc 21
KaxoBo MuHMManbHOE KOJMYECTBO JINLI, IOMUCHIBAIOIINX AKT:
Bribepure oauH OTBET:
a. OMH
b. Tpu
C. 1Ba
d. ueTsIpe.
Bomnpoc 22
Ha xakux pabotnukoB HE 3aBonuTcs nuuHas kapToyka:
Bri6epute ouH OTBET:
a. Ha paOOTHHUKOB, IPUHATHIX Ha MOCTOSHHYIO paboTy
b. 3aBoauTCS HA BceX paOOTHUKOB MPEANPUATHUS 0€3 UCKITIOUEHUS
C. Ha paOOTHHMKOB, IPUHSATHIX HA BPEMEHHYIO paboTy
d. Ha paOOTHUKOB, IPUHATHIX HA padOTy 110 COBMECTUTENLCTBY
HTrorossiii TecT (2 Kypc)
Bompoc 1
K opraHu3anvoHHbIM JTOKYMEHTaM HPEANPUSATHS OTHOCSATCS BHJIBI
JTIOKYMEHTOB:
Bribepure oauH OTBET:
a. aKT
b. 1OKHOCTHAS MHCTPYKIUS
C. TEXHUYECKHE YCIIOBUS
d. pacniopspkeHue
Bomnpoc 3
C nomoipio OTYETHBIX JOKYMEHTOB PEANNU3yeTCsl yIpaBIeHUECKas
byHKIHS
Bribepure ofMH OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. PeTyJIUPOBAHUS ACATEIbHOCTU PEATIPHUITUS

b. KOHTPOJIS 1EATEIBHOCTH NPEANIPUITUS

C.  HOPMaTHUBHO-METOAWYECKOro  OOecrneyeHHus  YIpaBJICHUs
peAnpUsITHEM

d. opranuzanuu nesTeIbHOCTH MPEIIPUATHS

Bomnpoc 2

COBOKYIHOCTh JTOKYMEHTOB, 00pa30BaBIIMXCS W HAKOIJICHHBIX B
npolriecce e TeIbHOCTH OT/AEIbHOTO (PU3HUECKOro JIULA, 3TO
Bribepure oguH OTBET:

a. pacrpeesnéHHble HH(POPMAIMOHHBIE PECYPChI

b. BcTpoeHHbBIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepCOHAIbHBIE MH()OPMAIIIOHHBIE PECYPChI

d. crarucruyeckre HHPOPMALMOHHBIE PECYPCHI

Bompoc 3

C T1oMOWmBI0 OpPraHU3alliOHHO — TMPAaBOBBIX JIOKyMEHTOB
peanu3yeTcs ynpaBieHuecKas pyHKIUsA

Bri6epute ouH OTBET:

a. HOPMaTHUBHO-METOAMYECKOro  oOecreyeHus  yHpaBJieHHUs
MpeanpUsTHEM

b. KOHTPOJIS 1EATENBHOCTHU NPEATIPUITUS

C. OpTaHU3ALUH JIESTEITLHOCTH MPEIPUITHS

d. perynupoBaHus 1eSTeNTbHOCTH MPEIPUITUSL

Bomnpoc 4

Komno3unus nuceMa — 3710. ..

Bri6epute ouH OTBET:

a. TIOCJIEJOBATEIILHOCTh PACIOJIOKEHHUS TPEJIOKEHUH B TEKCTe
JOKyMEHTa

b. «i3pIKOBas popmysna» nucbMa

C. pacToONIOKEHHE PEKBU3WUTOB INMUChMa M DJIEMEHTOB TEKCTa Ha
OyaHKe




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. mocnenoBaTeNbHOCTh B3aMMOCBSI3aHHBIX CMBICIOBBIX YacTei,
00BETUHEHHBIX CITMHCTBOM TEMBI

Bomnpoc 5

VYkaxure BUJ JOKYMEHTA, BBIICISIEMBbIH 110 (QYHKITMH YIIPaBICHUS
Bribepure oguH OTBET:

a. 10Che

b. oTuér

C. QJIEKTPOHHBIN JIOKYyMEHT

d. ankera

Bomnpoc 6

K urpopmManmoHHO-CITPaBOYHBIM JJOKYMEHTaM OTHOCSITCSI:
BriOepure oauH OTBET:

a. IpHKa3

b. ycraB

. OOBsICHUTEbHAS 3aITUCKa

d. nocraHoBieHue

VYMmeTs

- COCTaBJIsITh U O(i)OpMJ'ISITI) Pa3iIMYHBIC BHUABI YIIPABJICHUYCCKUX
JIOKYMEHTOB B COOTBETCTBHH C MPABUJIAMU UX MMOATOTOBKH;

- NPOEKTHPOBaTh YHU(MULUHPOBAHHBIE (OPMBI  YIPABICHUYECKHX
JIOKYMEHTOB C Y4€TOM COBPEMEHHBIX TPeOOBaHUI K X COCTABIICHHUIO U
0hOpMIICHHIO;

- IPUMEHSTH MPaBUIIa BEICHUS JIETOBON MEPETHUCKH;

- COCTaBJIATH JIOKAJIBbHYIO HOPMATUBHO-MCTOJUYCCKYIO JOKYMCHTAIUIO
0 MOATOTOBKE YIPaBIECHUYECKON JOKYMEHTAIIHH,

- COCTaBJIATH JIOKAJIBbHYIO HOPMATUBHO-METOJUYCCKYIO JOKYMCHTAIUTO
0 BEJICHUIO JIEIOBOM MEePEemUCKI

Kounrpoasnas patdora (1 kypc)

1. Bbl pykoBoAMTEIb S5KOHOMHUYECKOTO OT/Iesa. Bam Heo6xoanmMo
NporH()OPMHUPOBATh PYKOBOAMTENS OpraHU3allid O TOM, 4YTO 3aMm.
otaena no AXY He BBIIONHSET NPEANUCAHUS 10 0OecrieueHHIo pabouux
MECT NpPUHTEpPaMM, MHTEPHETOM MU B KaOWHETe Ballero OT/AeNa He
MPOBEEH KOCMETHYECKUH peMOHT. O¢opMHUTE COOTBETCTBYIOLIHIMA
JIOKYMEHT.

2. Bo1 ono3anu Ha paboty Ha 2 yaca. PykoBoacTBo motpeboBaio
ot Bac 00bsicHenuii. OpopmuTe COOTBETCTBYIOMIMMA JOKYMEHT.

3. OTpenakTUpyHTe TEKCTHI CAEAYIOLIMX T0KyMEHTOB. CocTaBbTe
WX MIPAaBUJIHHBIN BapHAaHT.

Hrorossiii Tect 32 1 kype

Bormpoc 1

Kakoll pa3sHOBHUIHOCTM MHCbMa COOTBETCTBYET ClEIyolIast




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

s3bp1KOBast popmyna: «[Ipencrapisio Ha yTBEPkKICHHE TPOCKT IIaHA. .. »:

BriOepure oauH OTBET:

a. COTPOBOIUTEIIEHOE MTUCHMO

b. mpocrba

c. odepra (IpeIOKCHHE)

d. npexacrasnenue

Bompoc 2

Kakum nmokymeHTOM HeoO0XxoauMo oGOpMUTh BO H30ekKaHUE
HapylmeHus HOpM TpynoBOrO KOAEKCAa NUCBMEHHOE HAllOMHUHAHUE O
HEOOXOJUMOCTH  SIBUTBCSA  JUISL  TIOJIYYCHHUS TPYIOBOHM  KHUKKH
YBOJICHHOMY paOOTHUKY, HE MOJIyYHBIIEMY €€:

BriOepure oauH OTBET:

a. (akcorpamMmma

b. SMS-coobrienue

C. DJIEKTPOHHOE COOOIIECHHE

d. 3aka3zHoe MUCHMO.

Bormpoc 3

B kakoWi  JOKYMEHTalluM  3aKpEIJICHO  COKpAIIEHHOE
HAaNMEHOBAHHME OPTaHU3AI[HH:

BriOepure ouH OTBET:

a. OpraHu3alMOHHON

b. pacriopsauTenbHOI

C. YUpPEIUTEIbHOMN

d. nHpOPMALIMOHHO-CITPABOYHOM

Bonpoc 4

Kakue peKBU3UTBI COCTaBJISIOT CIPABOYHYIO HH(MOpMAIHIO 00
OpraHHU3aIlUH-aBTOPEe TOKYMEHTA:

BriOepute o1H OTBET:

a. KOJI OpraHM3aIlii, CIIPaBOYHbIC JaHHbIC 00 OpraHM3aIluH, KO
(GOpMBI TOKyMEHTa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

b. HauMeHOBaHKE BBIMIECTOSIIEH OpraHU3aIliu, KOJ OpraHu3aIu,
OI'PH, MHH/KIIIT

C. CHpaBOYHBIC JaHHBIE 00 OpraHW3aly, KOJ OpTaHU3AINH,
OI'PH, MHH/KIIIT

d. HauMEHOBAaHME BBIIICCTOSINEH OPTraHU3AINH, CIPABOYHBIC
JaHHBIe 00 OpraHU3aIK, KOJI OPTaHU3aIiH, KO (OPMbI IOKyMEHTA.

Bomnpoc 5

Ha Gnankax kakux nmokymeHToB HE ykaspiBaeTcss HamMeHOBaHUE
BUJIA IOKYMEHTA!

BriOepure oauH OTBET:

a. CIIy’)keOHOT0 NMUchma

b. JOKHOCTHOW MHCTPYKIIUU

C. CIIpaBKH

d. cmyxeOHoit 3anucku

Bormpoc 6

N3 xakux KOMIO3UIIMOHHBIX YaCTeil COCTOUT MPUBEACHHBIN HIKE
TEKCT MUChMa:

B cootBercTBUU ¢ pacnopsokeHueM denepanbHOrO YIpaBlieHUs
IO JIeJIaM O HECOCTOSTENIbHOCTH (0aHKpOTCTBE) OT 19 0KTs10pst 2004 r. Ne
75-P wnHampaBisiem Bam akThl ¢ KOMIUIEKTaMH JOKYMEHTOB I10
MIPEATPUATHSM:

1. BocTpsikoBckuit MsiconepepadaThIBalONInii KOMOMHAT;

2. ®abpuka netckoi urpymku Ne 3.

BriGepute o11H OTBET:

a. BBeJeHHEe 000CHOBAaHNE

b. BBeAcHUE, 3aKIIIOUCHUE

c. 000CHOBaHME, 3aKIIFOYCHUE

d. BBezeHne, 000CHOBAHHUE, 3aKIIOUECHHE

Bomnpoc 7

YKakuTe, Kakasg M3 ITHKETHBIX 3aKIIOYUTENbHBIX (pasz Oymer




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

YMECTHOH B TEKCTE JIEJIOBOT0 MHCHhMA:

BriOepure oauH OTBET:

a. Hapeemcs Ha yurenbHOE III0JJOTBOPHOE COTPYAHUUECTBO

b. K coxxanenuto, Mbl O3/1HO MOJIyYHJIM Ballle IPEJIOKEHUE U He
CMOTJIM UM BOCIOJIb30BaThCs

c. Ouens pagsl okazatb Bam yciyry

d. K cuacteto, Hamm omaceHUs 00 OCTAaHOBKE IIOCTaBOK
000pyJ0BaHUs HE MOJITBEPININCH

Bompoc 8

Opranu3zauus  HOJAy4YMjia  MUCBMO-TIPOCKOY  CIENYHOILEro
COJIepKaHUs:

IIpocum Bac mnpegoctaBuTh MeCTO  JUISL  IIPOXOXKACHHUSA
MPEITUIUIOMHON IPAKTUKH CTYIEHTKE 5 Kypca 0uHOM (hopMbl 00ydeHUsI
(akynpTeTa MeIarornyeckoro o0pa3oBaHusl U CEPBUCHBIX TEXHOJOTHI
OI'BOY BIIO «MarHuToropckuii rocy1apcTBEHHbIN YHUBEPCUTETY, IO
HanpasieHUI0 «/loKyMeHTOBeneHHE U apXUBOBeneHUe» MenseneBoi
Anne Annpeesne ¢ 01 ¢espans no 28 mapra 2013 r.

VYkaxure, Kakoil U3 BapuaHTOB OTBeTa OyJeT 0ojiee MpaBUIbHBIM:

Bri6epute ouH OTBET:

a.

Coo0maem, 4TO Halla OpraHu3alus MPETOCTABUT MECTO ISt
MIPOXOKJEHMSI IPAKTUKHU IS BalIEH CTYIEHTKH.

b.

Ha Barre mucbMo ot ... Ne ... coo6111aem, 4To TOTOBBI PEAOCTABUTH
MECTO IS MPOXOKICHUANPEAUIIIOMHON MPAKTUKH CTYJIEHTKE 5 Kypca
ouyHOH (hopMbl 00yueHus (hakylIbTeTa MeJaroruueckoro o0pa3oBaHus 1
cepBucHbix  TexHonorut ~ ®I'BOY  BIIO  «Maruutoropckuii
roCy1apCTBEHHBIN YHHUBEPCUTETY, 1o HaIPaBJICHUIO
«/lokymeHTOBeleHUE W apxuBOBeAeHUE»  MenBeneBod  AHHeE
Amnppeesse ¢ 01 ¢eBpains no 28 mapra 2013 .




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

C.

CooOuraem, 4To Hallla OPraHU3alMs TOTOBA MPEAOCTABUTH MECTO
JUTSL IIPOX OXKACHUAIIPEAAUIIIOMHON ITPAKTUKU CTYACHTKE 5 Kypca O4YHOU
dbopmbl  00ydyeHus (akyapTeTa TEAArOTMYECKOTO OOpa3oBaHHS H
cepBucHbix  TexHonorut ~ ®I'BOY  BIIO  «Maruutoropckuii
roCy/1apCTBEHHBIN YHUBEPCUTET, o HAIPAaBIECHUIO
«/lokymeHTOBeieHME M apXxuBoBeAeHHME»  MenaseneBoil  AHHe
Annpeesne ¢ 01 deBpans mo 28 mapra 2013 1.

d.

VYBaxkaemble KoJuieru!

HNudopmupyem Bac 0 ToM, 4TO MBI paJibl IPEAOCTABUTH MECTO JJIS
OPOXOXKACHUS  MPEAJUIUIOMHOM  NpakTUKM  Bamieid  cTyneHTke
MenseneBoit AHHe AHIpeeBHE B 0003HaUeHHBIE Bamu cpoku.

Bomnpoc 9

Kakumu cinoBaMu J10JK€H HAUMHATHCSA TEKCT MpUKas3a, €ClU €ro
U3/]aHWE BBI3BAHO HEOOXOAMMOCTBIO OCYIIECTBJICHUS COOCTBEHHOM
JeSITeIbHOCTH 110 MHUIIMATUBE OPraHU3aI1H:

Bribepure oauH OTBET:

a. «Bo ncrionnenwue...»

b. «B cBs3H C...»

c. «Ha ocHoBanumu...»

d. «B cooTBercTBHH C....»

Bomnpoc 10

B kakolf yacTu pacnopsAMTENbHOTO JOKyMEHTa HEOOXOIMMO
MOMeIaTh NepeyeHb TJOKyMEHTOB, YTPATUBIINX CUTY WM MOAJIEKAIIUX
WU3MEHEHHUIO B CBSI3U C U3/IaHUEM JAHHOI'O aKTa:

Bri6epute ouH OTBET:

a. B IEPBBIX MIYHKTAX PACTIOPSAUTENBHON YaCTH

b. B KOHCTaTUpYyIOLIEH YacTu

C. B KOHIIE TEKCTa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. B 1000M IyHKTE pacHOpsIIUTEIbHON YacTH
Bomnpoc 11
Vkaxure BapuaHT O(OPMIIEHUS OTMETKH 00 HCIIOJHHUTENE,
ycra"osierHsii ['OCT P 6.30-2003:
Bribepure oguH OTBET:
a.
Ilecmpskosa Onvea I'ennaovesna
Ten. 22-34-75
b.
Ilecmpskosa O.1I'.
22-34-75
C.
O.I'. I[lecmpsixosa
22 3475
d.
Hcn. [lecmpsakosa Onvea I ennaovesna
22-34-75
Bompoc 12
Omnpenenute, K KakOMy OpraHHU3allMOHHOMY JIOKyMEHTY
OTHOCHTCS TIpeAsiaraeMblii parMeHT TeKcTa JOKYMEHTa:
1. Qupmennoe HaumeHo8aHUue U MECIMOHAXOHCOEHUEe 00ujecmsa
1.1.1lonHvim pupmenHbIM HaAUMEHOBaAHUEM 00WeCmEad ANAEMC .
Obwecmeo ¢ oecpaHuuenHou  omeemcmeenHocmovlo  « MUP».
Coxpawennoe ¢pupmennoe naumenosanue oowecmsea — OO0 « MUP».
1.2. FOpuouueckuii aopec obwecmea: yia. CpeduzemHomMopckas,
0.1, 2. Maenumoeopck, Yensabunckas ooa., Poccus, 455012.

Bribepure oauH OTBET:
a. MoJIOKEeHHe 00 opraHu3aluu
b. yctas




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

C. IPaBWJIA BHEIIHEH IIEPENUCKU OpraHU3allun
d. MTHCTPYKLUS 1O AETONPOU3BOJICTBY
Bompoc 13
BeiOepure mnpaBuiIbHBIM BapuaHT O(OPMIIEHUS TMOANHUCH B
pacnopsIIUTEILHOM JOKYMEHTE OpraHu3anuu (npukase,
pacIopsiKEeHUN):
Bribepure oguH OTBET:
a.
I'enepanbHbIl  AUpPEKTOP IToanuce
MLII. benskos
12.12.2013
b.
I'enepanbpHbIl TUPEKTOP
000  «Kommacy» IToamuce
M.II. bensikos
12.12.2013
C.
I'enepanbHbIN JUPEKTOP
000 «Komnac» [Tonmnuce
M.II. benskos
d.
I'enepanbHbIl  AUPEKTOP ITonmnuce
M.II. bensikos
Bompoc 14
B kakoM mazaexe yka3blBaltOT HAMMEHOBAaHUE OpPraHU3ALMM U €€
CTPYKTYPHOTO IOAPA3/IEICHUS B PEKBU3UTE «AJpecaT»:
Bri6epute ouH OTBET:
a. B pOJIUTENBHOM
b. B uMeHUTETTEHOM
C. B IaTE€JILHOM




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. B mpemioxHOM
Bomnpoc 15
Vkaxute BEPHOE Bricka3biBanue:
Bri6epute o1H OTBET:
a. Ha Onanke muchbMa mpoCTaBIsieTCs OTPaHUYMTENNbHAS OTMETKA
s pekBuzuta «Ccbulka HA PETUCTPAlMOHHBIA HOMEpP U JIaTy
JIOKYMEHTa» CJIEYIOLUIMM 00pa3oM: « oT »
b. CBenenus B pekBusnuTe «CChUTKA HA PETUCTPALIMOHHBIN HOMEP U
JaTy JAOKYMEHTa» IPHUCBAUBAIOTCS OpraHU3allei-aBTOPOM OTBETHOTO
nuchMma
c. PexBusur «Ccbulka Ha JaTy U pErucTpallMOHHBIM HOMep
JOKYMEHTa» 3amloJHSAETCS B MPEUMYIIECTBEHHO B MHCbMAaX-OTBETaX.
CBeneHust B peKBU3UT EPEHOCATCS C MOCTYNUBIIETO TOKYMEHTa
d. Yka3aHue JaHHBIX O IOCTYNHUBIIEM MUCbME Ha OJIaHKE MUChMa B
BUJI€ OTJEJIIBHOTO CCHUIKM Ha PEruCTpPallMOHHBIA HOMEp M JaTy
JIOKYMEHTa He UCKJII0YaeT HEOOXOIUMMOCTH CChUIAThCSI HA HUX B TEKCTE
OTBETHOT'O NHChbMa: B Hayajle TEKCTa MHCbMa BCErja cleAyeT MHCaTh
«Ha Bam Ne ... ot ...»
Bompoc 16
Kaxkoe xomgoBoe o603nauenme Ha nokymente HE naentudunupyer
aBTOpa:
Bribepure oauH OTBET:
a. O'PH
b. MHH/KIIIT
c. OKY ]
d. OKIIO
Bompoc 17
Kakas s3p1K0Bast popMyna ymMecTHa B 3asBICHUU:
Bri6epute ouH OTBET:
a. «B MOe mpock0e MpoIry He OTKA3aTh. ..»




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. «3apanee npu3HaTEICH»

c. «BechbMa yoenuTenbHO Bac nporry»

d. «apomry Bamero cornacus Ha...»

3ajaHus K NPAKTHYECKOW YacTH 3a4eTa C ONEHKOH 1o
Kypcy «/JlokyMeHTOBeIeHUEe»

1. KommiekcHbli aHanu3 J0IKHOCTHOM MHCTPYKLUU U €0
peoaKTUpOBaHUE.

2. KommiekcHbI aHanu3 ydypeauTelbHOTO JOKYMEHTa U
€ro peIaKTUPOBAHUE.

3. KommiekcHbI  aHanu3 MOJOXKEHHS [0 OCHOBHOM
JEATEIBbHOCTH U €T0 PEJaKTHPOBAHUE.

4. KommiekcHbIi aHan3 pacropsiKeHUs.

S. KommnekcHplii  aHanu3  npukaza 1O  OCHOBHOM
JEATEIBbHOCTH U €T0 PeJaKTUPOBAHUE.

6. KommnekcHbplii  aHamM3  TMOCTAHOBIECHUST U €ro
peAaKTUPOBAHUE.

7. KomrmnekcHblil aHanu3 peleHns U €ro peJakTupOBaHuUE.

8. KommuiekcHbIN aHann3 yka3zaHus U €ro peAakTUpPOBaHUE.

9. KommuiekcHplii  aHanmu3 cioykeOHOro MHCbMa M €ro
peAaKTUPOBAHUE.

10. KommekcHbrii aHaIMn3 MPOTOKOJIA " ero
peIaKkTUpOBaHUE.

11. KomrmnekcHbIil aHanu3 akTa U €ro peIakTUPOBAHUE.

12. KommiekcHpld  aHanmu3 ciayxeOHOW 3amucku - e
penaKTHUpOBaHUE.

13. KomMmmnekcHbll aHanu3 ClpaBKU U €€ peakTUPOBaHUE

IIpakTH4Yeckoe 3a1aHHE K 32a4Y€eTy C OLICHKOM

[TpousBectn (GOpMYISpHBI aHAIU3 OJHOTO JOKYMEHTa (IO
BBIOOpY TipenoaBarens). K kakoit cucreme, moicucTeMe T0KyMEHTAIUH
OTHOCHTCS IaHHBIA JOKYMEHT. B Kakoii/ue KOMIUIEKC/bI MOXET BOWTH




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

AQHAJIM3UPYEMBbIH JOKYMEHT.
BapuanTbl npuiioxeHnin
Bapuanr 1 - cipaBka KOHKpETHON OpraHU3aliu
BapuanT 2- nucbM0O KOHKPETHOM OpraHu3aluu
BapHaHT 3- MIPUKa3 KOHKPETHOW OpraHu3aliuu
Bapuanrt 4 - paciopspkeHHe KOHKPETHON OpraHU3aluy
BapunaHT 5- akT KOHKpETHON OpraHU3aLnN

Bnaners

- IPaBUJIAMHU TIOJITOTOBKH YITPABICHUYECKUX TOKYMECHTOB;
- IpaBUJIAMH BEICHUS JICTIOBOH MEPEIUCKH;

- HOPMATHBHO-METOJMYECKOW 0a3bl MO COCTABICHHIO U O()OPMIICHHUIO
CIIy’K€OHBIX JOKYMEHTOB

- 0(UIMAIBHO-AETIOBBIM S3bIKOM TIPH COCTaBJIEHUU U OPOPMICHUU
CIIyK€OHBIX JOKyMEHTOB;

- MPaKTUYECKUMM HaBbIKAMHM MCIIOJIb30BaHMUS YMEHHUS COCTaBIATH U
0hOpMITATH CITYKEOHYIO TOKYMEHTAIMIO HA IPYTUX JTUCIUTUTNHAX

Tembl KypcoBbIX padoT (2 Kypc)
1. OcoOenHocTu cocTaBieHusi, O(GOPMIIECHUS M HCIOJIb30BAHUSA
HOMEHKJIATyphl JieJ1 OpraHU3alHH.

2. Tabenb popM 10KyMeHTOB U Ab00M (HOPM JOKYMEHTOB
OpraHu3aluu KaK UHCTPYMEHT COBEPLICHCTBOBAHHUS
JIOKYMEHTAI[MOHHBIX MTPOLIECCOB.

3. Ponp u Mecro yupenuMTEnbHBIX JOKYMEHTOB B
yIpaBJIEHUH  OpraHu3alueil, OCOOCHHOCTM MX  COCTaBJICHUS,
o(opMIIeHHS U PEeTUCTPALUH.

4. Ponb 1 MecTo opraHn3alimoOHHO-TIPaBOBBIX TOKYMEHTOB B
yIIpaBJIEHUH OpraHu3anneil, 0COOEHHOCTH COCTaBIICHUS U 0(POPMIICHHUS.

5. Ponb u Mecro pacnopsauTENbHBIX JOKYMEHTOB B

yIpaBIeHUHN OpraHu3aluei, TOpPsSA0K UX COCTaBJICHHS, OQOPMICHUS U
HCTIOJTHEHUS.

6. CocraBnenune u oopmienue
HCIIOJIB3YEMBIX JIJISl OTIEPaTHBHOM Tiepeiaun HH(OpMauu

7. Pa3HOBHIHOCTH CTY)XEOHBIX MHCEM, OCOOCHHOCTH WX
COCTaBJICHUS U 0(OPMIICHHUS.

8. Ponb u MECTO MH(OPMAIIMOHHO-CITPABOYHBIX
JOKYMEHTOB B  YIPAaBJICHWHM OpraHu3alyed, OCOOCHHOCTH UX
COCTaBJIEeHUS 1 0(OPMIICHHSI.

JOKYMCHTOB,




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

9. Pore  m Mecro  yHUHKAIMH ~ JOKYMEHTOB B
COBEPILIEHCTBOBAHUH JIOKYMEHTAIIMOHHBIX TPOIIECCOB, HANIPABJICHUS H
9Tanbl yHu(pUKaIuu.

10. B3aumocBszp  comepkanust W (QOpPMBI  TOKYMEHTA,
0COOEHHOCTH UX YHH(DHKAIIHH.

3ajaHusl K NPAKTHYECKOW YacTH 3a4eTa C OIEHKOH 1o
Kypcy «JloKkyMeHToBe1eHne)

1. KommuiekcHbli aHanu3 JOIKHOCTHOM MHCTPYKLIUU U €T0
peoaKTUpOBaHUE.

2. KommiekcHbIl aHanu3 ydpeauTenbHOrO JTOKYMEHTa M
€ro PeIaKTUPOBAHUE.

3. KommiekcHbI  aHanu3 MOJOXKEHHS [0 OCHOBHOM
JEATEIBHOCTH U €T0 PEJaKTHPOBAHNE.

4. KommuiekcHbIN aHan3 pacropsiKeHUs.

S. KommnekcHplii  aHanu3  npukaza 1O  OCHOBHOM
JEATEIBbHOCTH U €T0 peJaKTUPOBAHUE.

6. KommnekcHblil  aHamM3  TMOCTAHOBIEHUST W €r0
peAaKTUPOBaAHUE.

7. KomrmnekcHblil aHanu3 peleHns U €ro peJakTupOBaHuE.

8. KommiekcHbIN aHan3 yKka3zaHus U €ro peAakTUpPOBaHUE.

9. KommuekcHplii  aHanu3 cioy:keOHOro MHCbMa M €ro
peIaKkTUpOBaHUE.

10. KommekcHbrit aHam3 MPOTOKOJIA " ero
peaaKTUpOBaHUE.

11. KomrmnekcHbIi aHanu3 akTa U €ro peIakTUPOBAHUE.

12. KommiekcHpli  aHanmu3 ciayxeOHOW 3amucku - e
penaKTHpOBaHUE.

13. KomMmnekcHbll aHannu3 ClpaBKU U €€ peakTUPOBaHUE

IIpakTH4eckoe 3agaHue K 3a4eTy ¢ OLEHKOM
ITpousBectu GopMynsipHbI aHaIM3 OJHOIO JOKyMeHTa (1o




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

BEIOOPY mpenofaBatens). K kakoii cucreme, OJCUCTEME TOKYMEHTAIHH
OTHOCHUTCS JaHHBIA JTOKYMEHT. B Kakoii/me KOMIUIEKC/bI MOXKET BOUTH
AHAIIM3UPYEMBIN JOKYMEHT.

BapuanTbl npuiioxeHni

Bapuanr 1 - cipaBka KOHKPETHON OpraHU3aliu

BapuaHTt 2- n1cbMO KOHKPETHOM OpraHu3aluu

BapuaHT 3- NMpUKa3 KOHKPETHON OpraHU3alNH

Bapuanr 4 - pacnopsbkeHre KOHKPETHOM OpraHu3anuu

BapunaHT 5- aKT KOHKpETHON OpraHU3alux

OIIK-3

BJIaJICHUEM 0a230BBLIMH 3HAHHSIMH CHCTEM OpraHoB rocyuapCTBeﬂnoﬁ H MyHI/Il[PIHaJIbHOﬁ BJIACTH

3HaTe

- TpeOOBaHUS K COCTaBICHHIO M OQOPMIICHHIO YIPABICHYECKUX
JIOKyMEHTOB

- COCTaB M COAEpKaHWE HOPMATUBHO-METOAMYECKOW Oasbl
COCTaBJIEHUIO M O(OPMIICHUIO CITYKEOHBIX TOKYMEHTOB

- OCHOBHBIE MPOOJEMBbl HOPMAaTUBHOTO OOECIIEUEHHUS] COCTAaBJICHUS U
oopMiIeHHs YIpaBIEHYECKOM TOKYMEHTAallMd B CHUCTEME OpraHOB
roCyJapCTBEHHON M MyHUIIMIIAIIBHOW BJIACTH

- OCHOBHBIE MTPOOJIEMBbl HOPMATUBHOTO O0ECTIEUEHUsI BEICHUS JIeIOBOM
IIEPENUCKA B CHCTEME OPraHOB T'OCYJAPCTBEHHOW M MYHHMIIMIAIBHOU
BIIACTHU

Io

Bonpocsl k 3auery 1 kypc

1. OcHoBHbIE (PYHKIIMOHAJIBHBIE CHUCTEMBbl JIOKyMEHTallUd B
Poccuiickoit @enepanuu.

2. Crannaptuzanus U yHU(UKanus JTIOKYMEHTOB.
YHUPHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.

3. Knaccudukaropsl JOKyMeHTHPOBAaHHON MH(OPMAIUH.

4. Opranu3anioHHO-PACTIOPSANTENIbHAS TOKYMEHTAIIHS

S. IOpunnyeckas cuna nokymenta. HopmaTuBHO-mMeTonMueckas
6a3a oopmIIeHUS IOKYMEHTOB.

6. TpeboBanust kK 0OPMIIEHUIO PEKBU3UTOB 3ar0JIOBOYHON YacTH

OpraHMU3aIMOHHO-PACHIOPSAUTENBHBIX AOKyMeHTOB corinacHo ['OCT P
7.0.97-2016

7. TpeboBanust Kk O(OPMIEHUIO PEKBU3UTOB COJIEPIKATEIHHON
YacTH OPraHM3aLMOHHO-PACTIOPAAUTENbHBIX JIOKYMEHTOB COTJIACHO
I'OCT P 7.0.97-2016

8. TpeboBanust k 0hOpMIIEHUIO PEKBU3UTOB O(OPMIISIONIEH YacTH
OpraHU3aIOHHO-PACHIOPSAUTENBHBIX AO0KyMeHTOB cornacHo ['OCT P
7.0.97-201

9. TpebGoBanust K 0OPMIIEHUIO CTIPABOK.

10. TpeboBanust K 0pOPMIICHHIO CBOJOK, 3aKITFOUEHHH, OT3HIBOB.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

11. TpeboBanust K 0(OPMIICHUIO TIEPEUHEH, CITICKOB.

12. TpeGoBaHUs K NEPBUYHOIN YUETHOW JOKYMEHTAIMH 10 JINYHOMY
COCTaBy.

13. TpeGoBaHUsI K COMPOBOANTEIBHBIM IMUCHMaM.

14. TpeboBanust K 0HOPMIICHUIO aKTOB.

15. TpeboBanust K OQOPMIICHHIO JIOKJIAIHOM, CIyKeOHOH U

O0OBSICHUTENIBHOM 3aIMCOK.
HTrorossliii TecT 3a 2 Kypc
Bompoc 1
Kto oopmiisier yueTHble TUYHBIE KAPTOUKHU:
Bribepure oguH OTBET:
a. pabOTHUK IO Kaipam
b. pykoBoauTENb CTPYKTYPHOTO MOPA3AETICHUS
C. 3aMECTUTENb PYKOBOJUTEIS OpraHU3aluu
d. paGoTHHK
Bompoc 2
Kakoil TOKyMeHT SIBJISIETCSA OCHOBHBIM JOKYMEHTOM O TPYAOBOM
NeSITebHOCTH U O TPYJOBOM CTa)ke pabOTHHUKA!
Bri6epute ouH OTBET:
a. CTPaxoBOE CBHJIETEIICTBO T'OCYJApPCTBEHHOTIO IEHCHOHHOTO
CTpaxOBaHHUS
b. yuerHas nmuuHas KapTouka
C. TPYJOBasi KHMXXKa
d. IeHCHOHHOE yJI0CTOBEpEHHE
Bomnpoc 3
Kakuve BuIBI NHUCHMIUIMHAPHBIX B3BICKAHUM BIUCHIBAIOTCS B
TPYAOBYIO KHHKKY:
Bribepure oauH OTBET:
a. B3bICKaHUs B TPYJIOBYIO KHUKKY HE 3allUChIBAIOTCS
b. yBosibHEHUE




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

C. CTPOTHi BBITOBOP

d. Bce BHIbl NUCHUILIMHAPHBIX B3BICKAHWI BIIMCBHIBAIOTCS B
TPYAOBYIO KHIKKY.

Bomnpoc 4

Kakoii n1OKyMEHT HEe BXOIUT B KOMIUIEKT JIOKYMEHTOB O
KOMaHJUPOBaHUHU C KOJJOBBIM 0003HaueHueM ¢opmsl T:

Bribepure oguH OTBET:

a. KOMaHJIMPOBOYHOE yJIOCTOBEPEHHE PaOOTHUKA

b. mpuka3z (pacmopsbkeHHE) O HampaBICHUU  OTIEIBHOTO
pabOTHHUKA WU TPYIIbI pAOOTHUKOB B KOMAHUPOBKY

C. CIIy’keOHOE 3aJJaHie C OTUYETOM O €T0 BBIIIOJIHEHUHU

d. aBaHCOBBIH OTYET

Bomnpoc 5

Ha xakue rpynmnsl nenstcst ouiuanbHble JOKYMEHTHI 10 cdepe
NeSATeNIbHOCTH (110 (PYHKIMOHAIBHOMY IIPU3HAKY):

Bribepure oauH OTBET:

a. yHU(GUIMPOBAaHHbIE/HEYHU(DUIIUPOBAHHBIE

b. pyHKIIMOHABHBIE/OTpacIEBbIE

c. opunmanbHbIe/HeOpUIIHATIbHBIE

d. ympaBieHYecKHe/TeXHUIECKIEe

Bormpoc 6

Kakum JIOKYMEHTOM JTOJKHBI PYKOBOJCTBOBATHCS
JeJIONPOU3BOUTENH NPU JOKYMEHTHUPOBAHUH 3TANOB TPYAOBOTO IIHKIA
— OT npreMa Ha paboTy HOBOTO COTPYAHHUKA J0 €r0 YBOJIbHEHUS:

Bri6epute ouH OTBET:

a. ['ocynapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00eCTIeYeHUs
ynpasieaus. OcHoBHbIE mojokeHus. OOmwme TpeOoBaHUS K
JIOKYMEHTaM M CIIy)kK0aM JTI0Ky-MEHTaIlMOHHOTO 00eCTeueHHsI

b. 'OCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHasi cucrema
OpraHU3aIMOHHO-PACHOPSIUTENbHON JOKyMeHTaluu. TpeOoBaHUs K




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

0 OPMIICHHIO TOKYMEHTOB)»

c. AnpOboM yHHPUIUPOBAHHBIX (OPM TIEPBUYHOM YUETHOU
JOKYMEHTAIlMU IO YYeTy Tpylda ¥ €ero OIUIaThl, YTBEPKICHHBIM
[TocTanoBnenuem I'ockomcrara Poccun

d.  OOmepoccuiickuii  KJIaCCH(PHUKATOp  YINpPaBICHYECKOU
JOKYMEHTAIU!

Bomnpoc 7

OTMeTHUTH BOIIPOC

Kakoe ompenernenre IOpUIMYECKON CHIIBI IOKYMEHTA SBIISETCS
crangaptusupoBanibiM (3akperuieHo B TOCT P 51141-98):

Bribepure oguH OTBET:

a. IopUNYecKast cuia JOKyMEHTa — 3TO CBOMCTBO O(PHUIIHAIIEHOTO
JOKYMEHTa, cooOmaeMoe €My JeHCTBYIOIIMM 3aKOHOJATEIECTBOM,
KOMIETEeHIIMEH HM3aBIIEr0 €ro opraHa M YCTaHOBIEHHBIM IMOPSAKOM
odopmIteHUs

b. ropuanueckas cuia JOKyMEHTa — OTO CIOCOOHOCTh
YIIPaBICHYECKOTO JOKYMEHTa BBICTYIATh B KadecTBE 00S3aTEILHOTO
JUISL YYACTHUKOB YIPABJICHHs: OPTaHOB YIPABJICHUS, UX CTPYKTYPHBIX
MOJIpa3/IeNICHid, OOIIECTBEHHBIX OpTaHM3AIWHA, JODKHOCTHBIX JIHII,
TOCY/IapCTBEHHBIX CIY>KAIINX U TpakIaH

C. OpUAMYECKas CHja JOKyMEHTa — 3TO COOTBETCTBHE
JOKYMEHTHUPOBaHHON wuH(opManuu TpeOoBaHUAM O(UIINATHHOCTH,
JIOCTOBEPHOCTH, OOBEKTHBHOCTH, OCCCIIOPHOCTH, OCHOBAHHBIM Ha
3aKOHOATEIHCTBE

d. ropuamyeckas cuia JTOKyMEHTa — 3TO YCJIOBHE, IPH KOTOPOM
uHpopManusg JOKYMEHTa MOXKET OBIThb UCIOJIb30BaHA B cdepe
yIpaBicHUs 0e3 COMHEHHS B €€ JOCTOBEPHOCTH JIJISI OCYIIECTBIICHHUS
JTHOOBIX TeHCTBUI

Bomnpoc 8

OTMETHUTH BOIIPOC




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Kakomy TEPMUHY COOTBETCTBYET clenymolee
CTaHJapTU3UpoBaHHOE onpeneneHue (3akpermiennoe B [OCT P
51141-98): «.... — 3TO TPOCTABJICHHWE HEOOXOIUMBIX PEKBHU3UTOB,

YCTAHOBJICHHBIX IPaBUJIAMHU JOKYMEHTHUPOBAHUS:
Bribepure oguH OTBET:
a. opopmIIeHHE JOKYMEHTa
b. yaudukanus goxkymeHnra
c. popmysp-obpazen
d. cocraBnenue 10KyMeHTa
Bomnpoc 9
OTMeTUTB BOIIPOC
Kakoif ~ 1OKyMEHT  sBJISI€TCS  OCHOBHBIM  aKTYyaJlbHbIM
HOPMATHBHBIM JOKYMEHTOM B OOJIACTH COCTaBJIEHHS W O(OpMIICHUS
OpraHU3aIMOHHO-PACTIOPSIUTEIEHON JOKYMEHTAIIMU:
Bri6epute ouH OTBET:
a. 'OCT P 6.30-2003
b. IlpaBuna nenomnpousBojacTBa B (eAepalbHbIX OpraHax
UCTIOJIHUTENIbHON BJIACTH, yIBepkJeHHble  [locTaHoBiIeHUEM
[IpaButensctBa PO ot 15 utons 2009 r. Ned77
c. OKY]J — OK 011-93. OOmepoccuiickuil knaccupukaTop
YIPABJICHUYECKON JTOKYMEHTAllUH, YTBEPKICHHBIN IlocTaHoBiIeHHEM
I'occrangapra PO ot 30 nexadbpst 1993 r. Ne229
d. TCAOY — TocynmapcTBeHHass CUCTEMa JTOKYMEHTAIIHOHHOTO
oOecrieyenus ynpasieHus. OcHOBHbIE MosioxkeHust. O01ue TpedoBaHUs
K JOKYMEHTaM ¥ Ccayx0aM JOKyMEHTAIlHOHHOTO OOecredYeHus,
yTBepxaAcHHas npukazoM [ 'naBapxusa CCCP ot 23 mas 1988 1. Ne 33

Bompoc 10
B kakom ciyyae yuypexXIeHHE HMEET NPaBO YIAOCTOBEPATH
JIOBEPEHHOCTH Ha MOJIyYeHHE AEHEKHOTO BKJIaJia B OaHKe:
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Bribepure oauH OTBET:

a. €CIIM JIOBEPUTEIb U JIMLO, KOTOPOMY OH JOBEPSET, SABIIAIOTCS
rpaxnaHamu Poccum, XOTS M HE SABISIOTCS PaOOTHUKAMHU JaHHOTO
YUPEXKIECHUS

b. ecimm pmoBepurens  ABIAETCS  paOOTHHKOM  JIAaHHOTO
YUPEXKAEHUS, a JIUL0, KOTOPOMY OH JI0BEPSET, He SIBJIETCSI pA0OTHUKOM
JTAHHOTO YUPEKICHUS

C. €CJIM JOBEPUTENb HAXOJUTCS Ha CTAlIMOHAPHOM HM3JIEUYEHUH, HO
SIBJIIETCS Pa0OTHUKOM JIaHHOTO YUYPEXKIEHUsS, U JIULO, KOTOPOMY OH
JIOBEpSIET, TAK)KE SIBJIETCS pAOOTHUKOM JIaHHOTO YUPEXKICHHS

d. ecim goBepurenb He sABISAETCA PAOOTHUKOM JaHHOTO
YUPEXKAEHUs, a JIML0, KOTOPOMY OH JIOBEpsieT, sABIsETCA pabOTHUKAMU
JTAHHOTO YUPEKJICHUS

Bompoc 11

Kakoii  pexkBu3UT  HCHONB3yeTCS  JUIsL  yJIOCTOBEPEHMS
AJEKTPOHHOTO JJOKYMEHTA!

Bri6epute ouH OTBET:

a. NIEKTpOHHas 1udpoBas NOJAMHUChH

b. uneHTUGUKaTOp AIEKTPOHHON KOMUH JOKYMEHTA

C. Koz (hopMbI TOKyMEHTa

d. perucTpanoHHBI HOMEP TOKYMEHTA

Bomnpoc 12

KakoMmy NOHATHIO COOTBETCTBYET CIEIYIOIIAs XapaKTepUCTHKA!

JlokyMeHTBI, oOnajarolye IOpPUINYECKON CHUJION, H3/1aBacMble
PYKOBOJICTBOM OpraHM3allMy U COAEpIKalllie YIPaBICHUECKHE PELICHNUS,
HaIPaBJICHHBIE HA BBINOJIHEHUE TEKYIIHUX U MEPCIEKTUBHBIX 3a]a4:

Bri6epute ouH OTBET:

a. OPraHU3alOHHO-TIPABOBBIE TOKYMEHTHI

b. TOKyMEHTHI MO JTMYHOMY COCTaBY

C. H(OPMAIIMOHHO-CIIPABOYHbIE JOKYMEHTHI
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d. pacriopsiiuTenbHBIC TOKYMEHTHI

Bomnpoc 13

Kaxkon JOKYMEHT SIBIIACTCS 00s13aTeIbHBIM npu
JOKYMEHTUPOBAaHUM TPYIOBBIX OTHOLIEHUH MEXAYy PpaOOTHUKOM U
paboroaaTenem:

Bri6epute o1H OTBET:

a. TpPyJ0Basi KHMKKa

b. pexxum Tpyaa

C. IOJKHOCTHAsl UHCTPYKLUS

d. KOJJIEeKTUBHBIN T10TOBOP

Bompoc 14

Kak nomkeH mocTynuTh UCHOTHUTENb, MOATOTOBUBIIUN JAETOBOE
MUCBMO, €CJIM PYKOBOAMTENb OT/ENa IUIAaHMPOBAHMS, BHU3a KOTOPOTO
HEo0X0/1MMa, HaXOAUTCS B KOMaHIUPOBKE:

Bri6epute ouH OTBET:

a. J)KJIaTh BO3BPAICHUs PYKOBOJIUTEINS OTAE]A IJIAHUPOBAHUS U3
KOMaHIMPOBKH

b. mepeaaTs NMCbMO Ha NOAMHUCH PYKOBOAMUTENIO O€3 BU3BI

C. 3aBM3UPOBATh MHCHBMO y 3aMECTHUTENsl PYKOBOJIUTENS OTHENa
TUTAHUPOBAHMUS

d. 3aBU3UpPOBATH MUCHMO CAMOMY

Bompoc 15

K kako¥i pa3HOBHIHOCTH MHCEM OTHOCATCS MUCHbMaA, C TOMOIIBIO
KOTOPBIX MPOCST BHICIATh O(GHUIMATIbHBIE CBEICHUS WIN JOKYMEHTHI:

Bri6epute ouH OTBET:

a. MUCbMO-U3BELICHNE

b. muceMo-ipock0a

C. MUCHhMO-3aKa3

d. mrceMo-3ampoc

Bonpoc 16
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VYxkaxure HanboJee «KECTKHiD» U HEYMECTHBIM BapHAHT OTKa3a:

BriOepure oauH OTBET:

a. B cBsI3u ¢ ... Baie npenioKeHne He MOXKET OBbITh IPUHSTO

b. B cBsi3u ¢ ... Balle npeiokeHue HaMu He IPUHUMAETCS

c. B cBasu c... gemapraMeHT HE MOXKET COINIACHUTBCS C BalllUM
IIPEI0KEHUEM

d. IIpuHATH Ballle peIoKeHUE He MPEICTaBISAETCSI BO3MOKHBIM B
CBS3H C ...

Bompoc 17

Kakomy Buay uHGOpMaLMOHHO-CIIPAaBOYHOM JOKYMEHTAallUuU
COOTBETCTBYET CJIECAYIOIIHUN TEKCT:

Dedepanvroe ynpasieHue no Oelam O HecoCMOoAMeIbHOCMU
(bankpomcmee) Ha  OCHOBAHUU NPeOCMABIeHHbIX  TyeypaviKcKum
yemeHmuoiM 3a8000m (Openbypeckas obaracme, noc. 1yeyprvik, yiu.
Llenmpanvnas, 0.1) 0oKymeHmos OyXeaimepckou OmyemHoCmu Hno
cocmosinuio Ha 30.04.2013:

- oyxeanmepckuii bananc (ghopma 1),
- omuem o npubwLIAX u yovimkax (ghopma 2)

U NPOBEOEHHO20 AHANUZA PUHAHCOBO2O COCMOANUS NPEONPUAMUS,
YCMAaHosu.o, umo OaHHOe npeonpusimue A6semcs
HeniamediceCnoCOOHbIM U UMEIOWUM  HeyOOBIemBOPUMENbHYIO
cmpykmypy oananca (npeonpusimuem-00aHCHUKOM,).

Ocnosanue:

Koaghhuyuenm mexyweri IUKSUOHOCMU NO OANAHCY NPEONPUAMUSL
=18%;

Koaghhuyuenm obecneueHHoCmMU COOCMBEHHBIMU 0DOPOMHBIMU
cpedcmeamu no banancy npeonpusmus = 8%,

K03 puyuenm soccmarnosnenus no banaucy npeonpusmus =10%.
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Pykosooumens Cmenanos
11.]1. Cmenanos

Bri6epute o1H OTBET:
a. CIpaBKa
b. 3aknroueHue
C. OT3BIB
d. cBOIKA
Bomnpoc 18
Ha kakux Onankax pacrnonaraercsa [ocymapcTBeHHBIH repd
Poccniickoit denepanuy B OTHOLBETHOM BAPUAHTE:
Bri6epute o1H OTBET:
a. pemenuii Bepxosuoro Cyzaa Poccuiickoit @enepanuu
b. MexBe1OMCTBEHHOH KOMHCCHHU T10 3alIUTe IOCyJapCTBEHHOMN
TaHBI
c. JUIJIOMAaTUYECKUX  MPEACTaBUTEIBCTB,  KOHCYJIbCKUX
YUPEXKJIEHUN M MHBIX OQUIMAIBHBIX MpercTaBUTENbCTB Poccuiickoit
®enepannu 3a npenenamu Poccuiickoit deneparuu
d. Anmunnctpanuu [Ipesunenta Poccuiickoit deneparumn.
HTrorossiii TecT (2 Kype)
Bompoc 1
CBoiicTBO  OoUIMANBHOTO  JIOKyMEHTa, COO0IIaeMoe  emMy
NEHCTBYIOIUM 3aKOHOJATEIbCTBOM, KOMIIETEHLMEH W3/IaI0IIEro
€ro OpraHa ¥ yCTaHOBJIEHHBIM HOPSIIKOM 0()OPMIIEHUS - 3TO
Bri6epute ouH OTBET:
a. MOJIHOTA
b. ayTeHTUYHOCTH
C. KOH(HUIECHIINATBHOCTh
d. ropunuueckast cuia
Bompoc 2
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JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

ITocranosnenuem IlpaButensctBa Poccuiickon ®enepanuu ot
08.07.1997 Ne 835 «O mnepBUYHBIX YYETHBIX JOKYMEHTaX»
yTBEpXKAAETCA

BriOepure oauH OTBET:

a. TEPMHUHOJIOTUS B 00J1aCTU AEIONPOU3BOICTBA U APXUBHOTO Jieja
b. anp6oM 1o yy€ry TpyJa U ero oIuiaThl

C. MHCTPYKIIMSI 110 3aII0JIHEHUIO TPYIOBbIX KHUKEK

d. Tabens yHudunupoBaHHbIX POPM TOKYMEHTOB

Bormpoc 3

O0s3arenbHble CTPYKTYPHBIE 3JIEMEHTBI CTaHAapTa

Bribepure oguH OTBET:

a. HOPMAaTHUBHBIE CCBUIKU

b. TpeboBaHus K 00BEKTY CTaHJAPTU3ALMH

C. OIJIaBJICHHE

d. 0003HaYeHMs U COKpalleHus

Bompoc 4

[lepconanbHble CBEACHUS O TpakJaHax sSBISIOTCA

Bribepure oauH OTBET:

a. uHdopmMaIreit, OTHeCEHHON K KOMMEPUYECKON TaiHe

b. uHpOpManKelt OTKPHITOrO 10CTyNa

C. KOH(UIeHIMaNbHON HHPOpMaIHei

d. uapopmanmeit, OoTHeCEHHOH K rocy1apCTBEHHOH TaliHe

YMmeTn

-UCII0JIb30BATh IMPU COCTABJICHHUU U O(bOpMJ'IeHI/II/I Pa3JIMIHBIX BUAOB
YIIpaBJICHUYCCKHUX JOKYMCHTOB HOPMATHBHBIC U IIPABOBBIC AKThI
OpTraHOB FOCY,Z[apCTBeHHOI\/'I n MYHHHHHaHBHOﬁ BJ1aCTH,

Kountpoabsnas padora (1 kypc)
2. Bbl ono3panu Ha paboty Ha 2 yaca. PykoBoacTBO motpeboBaso
oT Bac 06bscHennii. OpopmuTe COOTBETCTBYIOMINNA JOKYMEHT.

- NPOEKTHPOBaTh YHU(DUUUPOBAHHBIE (OPMBI  YIPABICHUYECKUX 3agaHusl K NPaKTHYeCcKOW 4YacTH 3a4eTa ¢ OLEHKON 1o
JJOKYMEHTOB C  y4€TOM COBPEMEHHBIX TpeOOBaHUN  OpPraHoB | Kypcy «/0KyMeHTOBeIeHHne)

rOCYIapCTBEHHOW U MYHUIMITAIbHOW BJIACTH; 1. KommnekcHbIl aHanu3 AOKHOCTHOW MHCTPYKIIUU U €T0
- COCTaBJISITh HOPMAaTHMBHO-METOJIMYECKYIO  JOKYMEHTALMIO IO | pEAAKTUPOBAHUE.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

MOATrOTOBKE YIPABJICHUECKON JOKYMEHTAIUU
. OCHOBBIBasSICh Ha HOpPMAaTHUBaX CHUCTEM OPraHOB TOCYJapCTBEHHOW W
MYHULIMIIAJIbHOW BJIACTH;

2. KoMIulekcHbI aHanu3 ydpeauTesIbHOIO JOKYMEHTa U
€ro peIaKTUPOBAHUE.

3. KoMIulekcHBIM  aHainu3 MOJOXKEHHWS 10  OCHOBHOM
JEATEIBbHOCTH U €r0 peJaKTUPOBAHUE.

4. KoMmruiekcHell aHan3 pacropsKeHMS.

5. KommiiekcHplii  aHanu3  npukaza IO  OCHOBHOM
JEATEIBbHOCTH U €T0 PEJaKTUPOBAHUE.

6. KommiekcHbI ~ aHanmu3  MOCTAHOBJIEHUS M €ro
peoaKTUpOBaHUE.

7. KommiekcHbIN aHaln3 penieHus U ero peaakTupoBaHue.

8. KomrnekcHblil aHanu3 yka3aHus U €ro peIakTUPOBAHUE.

9. KowMmruiekcHplii  aHanmu3 cioy>KeOHOro MHCbMa M €ro
peoaKTUpOBaHUE.

10. KommnekcHeli aHanu3 IIPOTOKOJIA u €ero
penaKTUpOBaHUE.

11. KoMIekcHbli aHanNu3 akTa U €ro peJakTHPOBAHHUE.

12. KommiekcHpii  aHanmu3 CiyeOHOW 3amucku U eé
pEAAKTUPOBAHUE.

13. KommnekcHbli aHanu3 cpaBky U €€ peakTUpOBaHUE

IIpakTH4Yeckoe 3ajaHHe K 3a4eTy C OLIEHKOM

[TpousBectn (GOpPMYISpHBIN aHAIU3 OJHOTO JOKYMEHTa (IO

BBIOOpY TipenoaBarens). K kakoit cucreme, moicucTeMe TIOKyMEHTAIUH
OTHOCHUTCSI JIaHHBIA JTOKYMEHT. B Kakoii/ve KOMIUIEKC/bl MOXKET BOWUTHU
AHAIIM3UPYEMBbII JOKYMEHT.

BapuaHThl NpHII0KEHHH

Bapuanr 1 - cipaBka KOHKPETHOM OpraHU3aliu

BapwnaHT 2- nMCbMO KOHKPETHOM OpPraHU3alun

BApUAHT 3- NMpUKa3 KOHKPETHON OpraHu3alnu

BapuanT 4 - pacnopsskeHue KOHKPETHOW OpraHU3aluu

BapuaHT 5- akT KOHKPETHON OpraHu3aluu




CTpyKTypHBI OueHOYHbIE CPEACTBA
JIEMEHT [TnanupyeMbl pe3ynbTaThl 00yIeHUS

KOMIIETEHINH

Bnanets - TMpaBWIaMHU TMOATOTOBKH YIPABICHUYECKUX JIOKYMEHTOB OpPraHoB Tembl KypcoBBIX padoT (2 Kypc)

rOoCyIapCTBEHHON U MYHULIUIIAJIBHOM BIIACTH;

- IIpaBWJIAMH BEJICHHs JEJIOBOM IEPEHUCKU B CHUCTEME OpPraHOB
roCyIapCTBEHHON U MYHULIUIIAIIBHOM BIIACTH;

- HOPMaTUBHO-METOJUYECKON 0a3bl OpPraHoB TIOCYIAapCTBEHHOH U
MYHUIUTIAIBHON BJIACTU IO COCTABICHUIO U OOPMIICHHIO CITY>KEOHBIX
JIOKYMEHTOB

- NPAKTUYECKUMHU HABBIKAMHU HCIIOJIB30BaHUS YMEHMS COCTaBIATh U
0OPMIIATH CIly’)K€OHYI0 JTOKYMEHTALUIO OPraHOB rOCYAapCTBEHHOW U
MYHUIIMIIAJIbHON BJIACTH

1. Pomb W MeCTO TOCYHapCTBEHHOW CHCTEMbI CTAaTHCTHKHA B

yIPaBICHUH HAIIMOHATBHBIMU HH(POPMAIIMOHHBIMHA PECYPCAMH.

11. Hcropus cTaHOBJICHHUS OTEUECTBEHHOW CTAaHJIAPTU3AINH
JIOKYMEHTAI[MOHHBIX MTPOIIECCOB.

12. Hcrtopusi cTaHOBIEHUS COBPEMEHHBIX (DYHKIIMOHATBHBIX
cucreM AoKyMmeHTanuu B Poccuiickor @enepanum.

13. OcobeHHocTH rocy1apCTBEHHOU
HAyYHO-TEXHHYECKOHN JTOKYMECHTAIINH.

14, Amnanus CHCTEMBI
roCyJapCTBEHHOM OpraHU3allH.

CHUCTCMbI

KaJIpOBOI JIOKyMEHTaIlU1

15. Xapaxrepuctuka ECKK TOCH, e€ pons B ynpasiieHUn
HallMOHAJIbHBIMU HH(OPMALlMOHHBIMU PECYPCAMU.

16. Posib 1 MeCTO JOKHOCTHBIX MHCTPYKIMH IepcoHalia B
VOPABJICHUH  OpraHu3aiueidl,  OCOOEHHOCTH  UX  pa3paboTKw,
oopmieHus.

17. OcHoBHble HanpasneHusi BHeapenus YCJI, 3amaum

TOCYHAapCTBECHHOT'O HAA30pa U OTPACIICBOI'O KOHTPOJISI BHCAPCHU A YCI[




0) Ilopsaok MpoBeAeHUsI MPOMEKYTOUHON ATTECTANUM, IOKA3ATEeIM U KPUTEPUU OLleHUBAHUS:

[TpoMexyTodHast aTTecTamus MPOBOIUTCS B JOpMax 3aueTa, 3a4eTa ¢ OlleHKOI, KypcoBoOii padoThbl.

Kputepuu onienuBanus Ha 3aueme:

- Ha OIEHKY «3a4TeH0», €CIU IMPEOJOJIEBAET MOPOTOBBIM ypoBeHb. OOyYarOIMUNCS MOKAa3bIBaCT MOPOTOBBIN YPOBEHb CPOPMUPOBAHHOCTH
KOMITIETEHIIHH, T.€. 3HaeT OCHOBHYIO JOKYMEHTOBEIYECKYIO TEPMUHOJIOTHIO; OCHOBHBIE HOPMATUBHO-METOJUYECKHE MAaTepUAIIbI IO JIOKYMEHTUPOBAHUIO
VIPaBIEHYECKOW JESATEIBHOCTH;, CIOCOOBI M CpPEACTBA JOKYMEHTHPOBAHWS;  3aKOHOMEPHOCTH Pa3BHUTHS JOKYMEHTAa;  CTPYKTYpPY HOKYMEHTA,
XapaKTePUCTHUKY W OCHOBHOW COCTaB YHU(HUIIMPOBAHHBIX CUCTEM JIOKYMEHTAllMW; TUIOBOW COCTAaB CHUCTEM JOKYMEHTAI[MH YUYPEXJACHUU 000U
OpraHHU3aIMOHHO-TIPABOBOM (OPMBI, TJABHBIC IMpaBUIa COCTABICHHWS W OQOPMIICHHS JOKYMEHTOB; OOIIMHA IMOPSIOK OpraHU3allid JOKYMEHTOB B
KOMIUIEKCBI; TEOPETUYECKHE OCHOBBI BEICHUS JETOBOW MEPENHuCKH; COCTaB M COAEpXKaHHEe HOPMATUBHO-METOJIMYECKOW 0a3bl MO COCTaBICHHUIO U
oOpMIICHHUIO CITYKEOHBIX TOKYMEHTOB; CHEIH(HUKY S3bIKA YIPABICHICCKOW JOKYMEHTAI[MU; YMEET  aHAIM3HPOBATh HOPMAaTUBHO-METOIHYECKUE
UCTOYHUKUA MO JIOKYMEHTUPOBAHUIO YIPABICHUYECKON [EATENbHOCTH; TMBIMACTCS XapaKTepu30BaTh U aHAIM3UPOBATh YHU(DHUIIMPOBAHHBIX CHCTEM
JOKYMEHTAIINH; BBISBISATH TUIIOBOW COCTaB CUCTEM JIOKYMEHTAIMH YUIPEKIACHHUN JIF000W OpPraHU3allMOHHO-TIPABOBOW ()OPMBI, MPHUMEHSTH MpaBUia
cocraBieHHs 1 0OpMIICHHS IOKYMEHTOB Ha MpakTuke. Brageer oCHOBHBIMU IpUeMaMU COCTaBJICHUS] U O(GOPMIICHHS] OCHOBHBIX YIPaBICHUYECKHX
JOKYMEHTOB; 3HAHHSIMH OCHOBHBIX IPOOJIEM B 00J1aCTH TOKYMEHTOBEICHHS; HABBIKAMHU Pa0OThI C OCHOBHBIMU HaYUYHBIMH U IIEPUOUICCKIMHE U3TAaHUSIMHA B
o0acTu JOKYMEHTOBEICHUS; HABbIKAMU PaOOTHl C OCHOBHBIMH MHTEPHET-UCTOYHUKAMHU B 00J1aCTH JOKYMEHTOBEICHHUS; 3SHAHUSIMH HOPMATUBHO-TIPABON U
HOPMAaTUBHO-METOIHYECKON 02301 JOKYMEHTAIIMOHHOTO 00CCIICUYCHUS YITPABIICHNUS,

— HA OLEHKY «HE 3a4YTEeHO0» — Pe3yJbTaT 00y4eHHUs He JOCTHTHYT, OOyYaroIUNCA Ha MPAKTHUYECKUX 3aHATUSAX, MPU BHIMOIHEHUH MPAKTUYECKUX
3aJJaHUH U YCTHBIX OTBETAX HE MOYKET ITOKa3aTh 3HAHUS Ha YPOBHE BOCITPOU3BEICHUS U OOBSICHCHUS WH(POPMAITUHU, HE MOXKET ITOKa3aTh WHTEIIeKTYaIbHBIE
HABBIKU PELICHHS MPOCTHIX 3a/1ad.

MuddepeHunpoBanHas OLEHKA BBICTABISETCS HA 3aUeTe C OICHKOM B COOTBETCBUHU C CO CIEAYIONIMM IPOIICHTHBIM COOTHOIICHHEM OT
BBITIOTHEHHOTO 00beMa MPaKTUYECKUX 3aJaHUN TEKYIIUX ¥ UTOTOBBIX TECTOB:

65-74 % — 3a4TEHO «yJAOBIETBOPUTEIBHO» (3 Oaia)

75-90% - 3auTeHO «Xxoporoy (4 6anna)

90-100% - 3auTeHO «OTIMYHO» (5 6AIIIOB)

— HA OLIEHKY «He 3auTeHo» (2 6amna u 1 6amn).

— HA OIIEHKY «He 3auTeHo» (2 6amna u 1 6amn).
-HA OLIEHKY «OTJIMYHO» (5 0aJs1a), eciu npeoaoieBacT CPEAHUN YPOBEHB, T.€.
3Haem - NOKYMEHTOBETYECKYIO TEPMHHOJOTHIO; - HOPMATUBHO-METOINYECKUE MaTe-puajbl MO JOKYMEHTH-POBAHHIO YIpPaBIIEHYE-CKOU AEATEIbHOCTH;
CTIIOCOOBI M CPEJICTBA JIOKYMCHTHPOBAHMS; 3aKOHOMEPHOCTH pa3-BHTHS JOKYMEHTA; CTPYKTYPY JTOKYMEHTA; XapaKTEPUCTUKY U CO-CTaB YHU(DHUITMPOBAHHBIX
CUCTEM JOKYMEHTAIIMH; TUIIOBOM COCTaB CHC-T€M JOKYMEHTAIMH y4Y-PEKICHHUIA JTH000H opra-HU3alMOHHO-TIPaBOBOM (POpMBI; MpaBuiia COCTABICHUS H
oopMIIEHUST JTOKY-MEHTOB; MOPSJIOK OpraHW3aIllii JOKYMEHTOB B KOMIUICKCHI, KPUTCPUU W TPHHIIMITBI ONPEACIICHUS HAyJYHO-UCTOPHYCCKHA H
MPaK-THYECKOH IEHHOCTHU 10-KyMEHTOB; - OCHOBHBIC HAYYHbIE U TIEPUOIUYECKUE U3/IaHUS B 00JIACTH JOKYMEHTOBEIEHHUS; OCHOBHBIC IHTepHET-UCTOYHUKHU
B 00J1aCTH JOKYMEHTOBEJICHUS, HOPMATHBHO-TIPABYI0 ¥ HOPMATHBHO-METOUYECKYIO 0a3y JTOKYMEHTAIIMOHHOTO 00ECIEYCHHS YIIPABICHUS; CIIOCOOBI



paloThl ¢ pa3aMYHBIMU MCTOYHH-KaMU MH(OpMaLUM; MpaBuUia MOArOTOBKM YIPABICHUYECKUX JOKYMEHTOB TEOPETHYECKHE OCHOBBI BEJECHUS JEIO0BOIl
MEPENUCKH COCTaB M COJIEPKAHHE HOPMATHUBHO-METOAWYECKON 0a3bl MO COCTABICHHIO U O(OPMIICHHUIO CIY)KEOHBIX JOKYMEHTOB, CHEIH(UKY S3bIKA
yIpaBIEHYECKON JOKYMEHTAI[MM; OCHOBHBIE IIPOOJIEMbI HOPMATUBHOIO OOECHEUEHUs] COCTaBJICHUS U O(OPMIICHUS YNpPaBIEHUYECKOH AOKYMEHTAlUH; -
TEH/ICHIINH PAa3BUTHS HH()OPMAITMOHHO-OKYMEHTAI[HOHHOTO 00ECTIeYeHNUs YIPABICHUS U apXUBHOTO JIeIa; - UHPOPMALMOHHBIE TEXHOJIOTHHU IPH padoTe ¢
uHpopManue B 006J1aCTH J1I0NPOU3BOJCTBA; - OCHOBHBIE MPOOJIEMbl HOPMAaTUBHOIO 0OECIIeueHMsI BEIeHUs JEJI0BOI NEpencKy; yMems aHaIu3upoBaTh
HOPMa-TUBHO-METOJIMYECKUE HCTOYHUKM 110 JOKY-MEHTHPOBAHHUIO YIIPABJICHYECKOM JESATENBHOCTH; - XapaKTepuU30BaTh M aHAIU3UPOBATh
YHU(DU-IIUPOBAHHBIX CUCTEM IOKYMEHTALIUH; - BBISIBJIATH TUIIOBOM COCTaB CUCTEM JJOKYMEHTALUHU YUPEXxAeHUH 110001 OpraHu3aliMOHHO-IIPaBOBOM (pOpMBI;
NPUMEHSATh TpPABWJIa COCTABICHUS W OQOPM-JICHHS [TOKYMEHTOB Ha MPAKTUKE,  OPraHU30BHIBAaTh JIOKYMEHTHl B KOMIUIEKCHI;  BBISBIISATH
Hay4YHO-MCTOPUYECKYI0 M IPAK-TUYECKYIO I[EHHOCTb JIOKYMEHTOB; - COCTaBIATh M O(OPMIATH pa3ivyHble BUIbl YINPaBIEHYECKUX JOKYMEHTOB B
COOTBETCTBHH C MPAaBUJIAMHU HX IOATOTOBKH; TPOEKTUPOBATh YHH(PHIMPOBAHHBIE (OPMBI YIPABICHUYECKUX TOKYMEHTOB C YYETOM COBPEMEHHBIX
TpeOOBaHMH K HX COCTaBICHHIO U  0(GOPMIICHUIO; OPUMEHATh MpaBUJa BEJEHHUS JIEIOBOM  IMEPENUCKHU; COCTaBJISATh  JIOKAJIbHYIO
HOPMAaTUBHO-METOAMYECKYIO JOKYMEHTAIMI0 IO MOJArOTOBKE YIPABIEHUECKON JOKYMEHTAI[MH; CaMOCTOSITEIbHO OCYILECTBISATh MOUCK Hayd-HBIX U
NEPUOINYECKUX U3JaHUI B 00JIACTH IOKYMEHTOBEICHHS; CAMOCTOSITEILHO UCIIOJIb30BaTh OCHOBHBIC MHTEPHET-UCTOYHUKHU B 00JIACTH JOKYMEHTOBEICHUS B
npodeccuo-HaIbHON ESTENTFHOCTH; CaMOCTOSITEIbHO aHAJTH3UPOBATh HOPMATHBHO-TIPABYI0 U HOPMATHBHO-METOMUYECKYIO 0a3y JTOKYMEHTAlMOH-HOTO
oOecrieyeHusl yNpaBJIeHUs; CaMOCTOSITENIbHO HCIOJb30BaTh CHOCOOBI padOThl C pa3IMYHBIMU HCTOYHHKAMU HHQOp-Manuu B Npodeccro-HaabHOU
NeSITENIbHOCTH;, - BBISBIISITh TEHACHLIMN Pa3BUTHUS MH(OPMALIMOHHO-OKYMEHTAI[MOHHOTO 00ECIIeYeHNs YIPaBIEHUS U apXUBHOTO JI€JIa; - CAMOCTOSITEIIbHO
OPUMEHATh HH(MOpPMAIMOHHBIE TEXHOJIOTMHM TMpu pabore ¢ wuHPOpManueil B 00JacTH JAENONPOU3BOACTBA; - COCTaBIATH  JIOKAJIbHYIO
HOPMAaTUBHO-METOAMYECKYIO JOKYMEHTAIMIO 110 BEJIEHUIO JIEJIOBOM MEPENHCKH; 81adeem NTOKYMEHTOBEIUECKONW TEPMHHOJIOTHEN B MpodeccroHalbHON
peuu; NpUeMaMu COCTaBie-HUS M O(OPMIIEHUS OC-HOBHBIX YIPaBJIEHUE-CKUX JOKYMEHTOB; METOJaMH YHU(HUKAIMK U CTaHIAPTU3ALUN JTOKYMEHTOB;
3HAHUSMU OCHOBHBIX MPOOJIEM B 00JIACTH JOKYMEHTOBEIEHHUS; - HaBbIKaMU pabOThl C OCHOBHBIMU HaYYHBIMHU U MEPUOJINYECKUMU U3/IaHUSMU B 00JaCTH
JOKYMEHTOBE/ICHHUs; HaBbIKAMU pabOThl C OCHOBHBIMU VIHTEpHET-UCTOUHUKAMHU B 00JACTH JOKYMEHTOBEIECHHS; 3HAHUSIMHM HOPMATHBHO-TIPABOM H
HOPMAaTUBHO-METOAMYECKON 0a30i JOKYMEHTAllMOHHOTO 00€CIeUYeHUsl YIpaBiIeHUs; ClIoc00aMU paboThl C pa3IMYHbIMM UCTOYHMKAaMU HH(OpManuu; -
MIPaBUJIAMHU MTOJITOTOBKH YIPaBIEHYECKUX JOKYMEHTOB; IpaBUJIaMM BEJCHMS JICJIOBON MEPENUCKH; HOPMATHBHO-METOMUECKON 0a3bl [0 COCTABICHUIO U
0(OPMIIEHHIO CITY’)KEOHBIX JTOKYMEHTOB O(QUIIMAIBbHO-AEIOBBIM SI3bIKOM IPU COCTABJICHUU U O(POPMIIEHUU CIYXKEOHBIX JOKYMEHTOB; - MPaKTHYECKUMHU
HaBBIKAMU HCII0JIb30BAaHHS YMEHUS COCTABIATH U OOPMIIATH CITYyKEOHYIO JOKYMEHTALIMIO Ha JPYTUX AUCHUIUIMHAX; - HH(HOPMAIIMOHHBIMH TEXHOJIOTHSIMH
npu pabote ¢ uHpopmanuen B 00JacT JeI0NPOU3BOJCTBA; - 3SHAHUSIMH OCHOBHBIX MPOOJIEM B 00JIaCTH TOKYMEHTOBEACHHUS.

-Ha OLEeHKY «xopomo» (4 ©Oamaa), ecid TMpPeoJoJIeBa€T CpPEeAHUHM YpPOBEHb, T.€. 3HAem - JIOKYMEHTOBEAYECKYIO TEPMUHOJIOTHIO; -
HOPMAaTHBHO-METOJJMYECKUE MaTe-puajibl MO JOKYMEHTH-POBAHUIO YIPABJICHYE-CKOM JEATENbHOCTH; CIIOCOOBI M CpPEICTBAa JIOKYMEHTHPOBAHUS;
3aKOHOMEPHOCTH Pa3-BUTHUSI IOKYMEHTA; CTPYKTYPY JTOKYMEHTa; XapaKTePUCTUKY U CO-CTaB YHU(ULUPOBAHHBIX CUCTEM JOKYMEHTAIMH; TUIIOBOW COCTaB
CHC-TEeM JIOKYMEHTAllUU Yy4-peXJeHHH I000H opra-HU3allMOHHO-TIPAaBOBOM (OPMBI; MpaBUiIa COCTABICHHUS U OQOPMIICHHS JIOKY-MEHTOB; MOPSAOK
OpraHM3alK JOKYMEHTOB B KOMIUIEKCHI; KPUTEPUHM M HPUHLMUIIBI ONpENeIeHNs] HAyYHO-UCTOPUYECKUI U Mpak-THUYECKON HEHHOCTH T0-KYMEHTOB; -
OCHOBHBIC Hay4Hble M TNEPHOJMYECKHE H3AaHUS B OOJACTH JIOKYMEHTOBEICHHS; OCHOBHBIE VHTEpHET-MCTOUHMKM B 00JACTH JOKYMEHTOBEICHUS;
HOPMAaTUBHO-TIPAaBYI0 W HOPMATHBHO-METOJMYECKYI0 0a3y  JOKYMEHTAallMOHHOIO OOECHeueHHUs YIpPaBlIE€HUs; CHocoObl paboOThl C pa3iIMYHBIMU



UCTOYHHM-KaMH HMH(GOPMAIMH; MPaBWIa MOATOTOBKH YIPABICHYECKUX JOKYMEHTOB TEOPETHYECKHE OCHOBBI BEACHUS JICJIOBOM NMEPENHCKH COCTaB U
cojiep)kKaHue HOPMATHBHO-METOJUYECKOM ©0a3bl MO COCTAaBICHHIO W O(OPMIICHUIO CIY)KEOHBIX JOKYMEHTOB, CIEUU(UKY S3bIKa YNPaBIEHYECKOH
JTOKyMEHTAIIH;

OCHOBHBIE MPOOJEMBI HOPMAaTHUBHOI'O OOECIIEYEHUSI COCTAaBICHHS W O(OPMIICHUS YIPABICHYECKOH JTOKYMEHTALUW; YMemb aHAIN3UPOBATh
HOPMa-THBHO-METOJMYECKHE HCTOYHUKH 110 JIOKY-MEHTHPOBAaHHIO YHPABJIEHUYECKOH MAEATENBHOCTH; - XapaKTepU30BaTh W  aHAIM3UPOBAThH
YHU(DU-ITIPOBAHHBIX CUCTEM IOKYMEHTAIIUH; - BBISIBJIATH TUIIOBOM COCTaB CUCTEM JIOKYMEHTALIUHU YUPEXKACHUH 0001 OpraHu3aliMOHHO-TIPaBOBON (pOPMBI;
OPUMEHATh TpaBHa COCTaBICHHS W O(OpPM-TICHHS JOKYMEHTOB Ha NPAKTHKE,  OPraHU30BHIBATH JOKYMEHTHI B KOMIUICKCHI;  BBISBIIATH
HAYYHO-MCTOPUYECKYI0 M MPAK-TUYECKYI0 IIEHHOCTh JIOKYMEHTOB; - COCTaBIATh M O(GOPMIISTH pa3ivyHble BUIBI YIPABICHYECKUX JOKYMEHTOB B
COOTBETCTBUH C TpPaBHJIAMU HMX IOATOTOBKH; IPOSKTHPOBATh YHU(UIMPOBAHHBIE (OPMBI YIPABICHYECKUX TOKYMEHTOB C YYETOM COBPEMEHHBIX
TpeOOBaHMH K HX COCTaBICHHI0O U  O(OPMIICHUIO; OPUMEHSTh TpaBHJa BEJACHHUS JEJIOBOH  IEPEruCKH; COCTABIISITh  JIOKAJIbHYIO
HOPMAaTHBHO-METO/INYECKYI0 IOKYMEHTALMIO I10 IOJATOTOBKE YIPABJICHUYECKON JOKYMEHTAIMH; CAMOCTOSATENBHO OCYIIECTBISATH MOHMCK HAayd-HBIX U
MEPUOINIECKUX U3JAHUN B 00JIACTH JJOKYMEHTOBEICHHS; CAMOCTOSITENILHO MCIIOJIb30BaTh OCHOBHBIE MHTEPHET-UCTOYHUKHU B O0JIACTH JOKYMEHTOBEICHHS B
npodeccro-HaIBHON JEATEIbHOCTH; CaMOCTOSTEIbHO aHAIM3UPOBATh HOPMATUBHO-TIPABYI0 M HOPMATUBHO-METOAMYECKYIO 0a3y JOKYMEHTAIMOH-HOTO
oOecrieYeHUsl YIpaBJICHUS; CAMOCTOSTENILHO HCIOJIB30BaTh CHOCOOBI pabOTHl C pa3IMYHBIMH HCTOYHMKAMHU HH(Op-Manuu B mpodeccro-HaTbHOU
IEATENLHOCTH; 81adeen JIOKYMEHTOBEIUECKOH TEPMUHOJIOTHEH B NMPO(ECCHOHAIBHON peud; NpUeMaMH COCTaBle-HUS M O(GOPMIICHHS OC-HOBHBIX
yIIpaBJIeHYe-CKUX JOKYMEHTOB; METOJaMH YHU(PUKAIIUH U CTAaHJAPTH3AIMH TOKyMEHTOB; 3HAaHUSMH OCHOBHBIX ITPOOJIEM B 00JIACTH TOKYMEHTOBEICHHUS;
- HaBbIKAaMU palOOThl C OCHOBHBIMU HAayYHBIMH W MEPUOJUUYECKUMH H3JAHUSMHU B OOJIACTH JAOKYMEHTOBEJIEHMs; HaBbIKAMHM pPabOThl C OCHOBHBIMH
WHTEepHET-UCTOYHNKaMU B 00JacTH JTOKYMEHTOBEICHHS, 3HAHUSMH HOPMATHBHO-TIPABOW M HOPMATHBHO-METOJIUYECKON 0a30if JOKYMEHTAIIHOHHOTO
obecrieyeHus: yIpaBiIeHHs; crioco0amMu padoThl ¢ pa3IMYHBIMU MCTOYHMKAMU MH(OpMAIMK; - MpaBHJIaMHU MOJATOTOBKH YIPaBJIEHYECKUX JOKYMEHTOB;
NpaBUJIaMHA BEACHUS JCNIOBOM TIEPENHMCKH;, HOPMAaTHBHO-METOJWYECKOH ©0a3bl 1O COCTaBIEHUI0 W O(OPMIICHHIO CIIY)KEOHBIX JJOKYMEHTOB
o(UIIMaTbHO-JIETOBBIM SI3BIKOM IPU COCTABICHUU U O(OPMIIEHUH CIYKEOHBIX TOKYMEHTOB.

- HA OLEHKY «YAOBJETBOPUTEIbHO» (3 0aJs1a), eciid MpeoaosieBaeT MOPOTrOBbIM ypoBeHb. OOydYarOIIMIICS MOKa3bIBAaCT MOPOTrOBbIH YPOBEHBb
c(OPMHPOBAHHOCTU KOMIIETEHIIHH, T.€. 3HAET OCHOBHYIO JOKYMEHTOBEIUECKYIO TEPMHHOJIOTHIO; OCHOBHBIE HOPMATUBHO-METOIMYECKHE MaTepHaIIbl 110
JTOKYMEHTUPOBAHHIO YIIPABICHYECKON NEATEIBHOCTH; CIOCOOBI M CpPEelCTBA JOKYMEHTHPOBAHUS; 3aKOHOMEPHOCTH Pa3BHTHS JIOKYMEHTA; CTPYKTYPY
JOKYMEHTA; XapaKTePUCTHUKY U OCHOBHOM COCTaB YHU(PUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIMH; TUIIOBOM COCTAB CUCTEM JIOKYMEHTAIIMH YUPEKICHU I JTF000i
OpTaHU3aIMOHHO-TIPaBOBOM ()OPMBI; TJIaBHBIC IpaBHWJa COCTABICHUS M O(OPMIICHHS IOKYMEHTOB; OOIIMH TOPSJIOK OpPraHW3alud JTOKYMEHTOB B
KOMILIEKCBI, TEOPETUYECKHE OCHOBBI BEICHUS JNIEIOBOW TEPENMUCKH; COCTaB M COJCpKaHHMEe HOPMATHBHO-METOJAWYECKOH Oa3bl 10 COCTABICHHIO U
o(opMIIeHHIO CITY’KEOHBIX JOKYMEHTOB; CIEIU(HKY A3bIKa YIPaBICHYECKONW JOKYMEHTAIlMM; YMEEeT  aHaIM3HpOBATh HOPMAaTHUBHO-METOJUUECKUE
WUCTOYHUKH TIO JOKYMEHTHPOBAHHIO YIPABICHYECKON MEATENIFHOCTH; IBIMACTCS XapaKTepu30BaTh W aHAIM3UPOBATh YHU(DUIIUPOBAHHBIX CHCTEM
JOKYMEHTAIMH; BBIABISATH THIIOBOW COCTAaB CHUCTEM JOKYMEHTALMU YUYPEXKJEHHH JII000H OpraHm3alMOHHO-IPaBOBOM (OPMBI; MPHUMEHSATh MpaBUIIa
cocTaBiieHHs 1 0pOpMIICHHS JOKYMEHTOB Ha TMpakTuKe. BrajeeT oCHOBHBIMU MpUeMaMH COCTaBIICHUS U O(QOPMIICHHS OCHOBHBIX YIIPABICHYECKHUX
JOKYMEHTOB; 3HAHUSIMH OCHOBHBIX MP00JIeM B 00J1aCTH JOKYMEHTOBEIEH!; HAaBBIKAMU paObOTHI ¢ OCHOBHBIMU HaYYHBIMH U IEPUOAMYECKIUMHU H3/1aHUSIMU B
00JTacTH TOKYMEHTOBE/ICHNST; HABBIKAMHU paOOTHI C OCHOBHBIMU MHTEPHET-UCTOYHUKAMH B 00JIACTH JOKYMEHTOBEICHHS; 3HAHUSMH HOPMaTHBHO-TIPABOH 1



HOPMaTHBHO-METOJMUECKON 0a30ii JOKyMEHTAllMOHHOTO 00ecIeYeHus YIIPaBICHHUS;

— Ha OLEeHKY «He 3auTeHo» (1 M 2 Hajia) — pe3ynbraT 00y4eHus: He JOCTUTHYT, OOYJarOIUIiCs HAa MPAaKTUYECKUX 3aHITUSAX, IPU BBINOJIHECHUH
IIPAKTUYECKHUX 3a/JlaHUI U YCTHBIX OTBETaX HE MOJKET [10Ka3aTh 3HAHMs HAa YPOBHE BOCHPOM3BEACHUS U O00BACHEHMs MH(POpMALUU, HE MOXKET M0Ka3aTh
MHTEJJIEKTYyaJIbHbIE HABBIKM PELIEHUS IPOCTHIX 3a/1a4.

Iloka3aTeu U KpUTEPUM OLIEHMBAHUS KYPCOBOil padoThI:

OCHOBHBIMHU KPUTEPHUSIMH ISl BRBIHECEHHS OalIbHOM onieHku KP siBisitores:

AKTYaJIbHOCTh M HOBH3HA TEMBI, CTEIIEHb TEOPETHUYECKOM UM MTPAKTUYECKON pa3paboTKH;

MOJIHOTA UCIIOJIb30BAHUS UCTOYHUKOB, OTEYECTBEHHON 1 MHOCTPAHHOM CIIEIUANBHOM JINTEPATYPhI 10 pacCMaTPUBAEMbIM BOIIPOCAM;
MOJTHOTA Y Ka4eCTBO COOPAHHBIX (PAKTUYECKUX JAHHBIX MO OOBEKTY UCCIIEIOBAHNUS,

TBOPUYECKUN XapaKTep aHaau3a u 00001IeHHs (PaKTHUEeCKUX JaHHBIX HA OCHOBE COBPEMEHHBIX METO/IOB U HAYYHBIX TOCTHKEHU;

Hay4YHOE U MPaKTUYECKOE 3HAUCHUE TPEIOKEHUHN, BEIBOJIOB U PEKOMEHAIIMN, CTENEHbh UX 00OCHOBAaHHOCTH M BO3MOKHOCTH PEAIbHOTO
BHEJPEHUS B pab0Ty yUpeKICHUI U OpraHu3aIuii;

[ R N R

[ HAaBbBIKK JIAKOHUYHOTO, YC€TKOI'0 MW TI'PaMOTHOI'0 M3JIOXKCHHUA MaTcpualia, O(i)OpMJIeHI/IC pa6OTI)I B COOTBCTCTBHMHU C MCTOAUYCCKHUMU
YKa3aHUAMU;
[ YMCHHUEC BCCTH MOJEMHKY IO TCOPCTHYCCKHMM M IMNPAKTHYCCKHUM BOIIpOCaM pa60TI>I, FJ'IY6I/IH3 U MPaBUJIBHOCTL OTBCTOB HA 3aMCHaHUIA

PELEH3EHTOB U BOIPOCHI YIEHOB KOMUCCHUHU.

Ha onenky «otamuno» (5 6autoB) — paboTa BHITIOJIHEHA B COOTBETCTBUU C 3aJaHUEM, OOYJArOIIUICS MOKAa3bIBAET BHICOKUN YPOBEHb 3HAHHUM HE
TOJIBKO Ha YPOBHE BOCIIPOM3BENCHHUS U 00BbsICHEHUSI HHPOPMAIIHH, HO M MHTEIJIEKTyalbHbIe HABBIKH PEIIeHUs MPOOIEeM U 3a1a4, HAXOKICHHUS YHUKATbHBIX
OTBETOB K MpoOJieMaM, OIEHKH M BBIHECEHHS KPUTHUUYECKUX CyxkaeHur; OneHKy «oTaudHo» 3aciyxuBaeT KP, Tema xoTopoit HaydHO 0oOOCHOBaHa U
MPEJICTABISIET TEOPETUUYECKUI MM MPAKTUYECKUN HMHTEpeC, a COJCpKAaHUE CBHJIETEIbCTBYET OO0 HCIONB30BAHMM aBTOPOM COBPEMEHHOW METOIUKHU
oOcieoBaHUsl  IOKYMEHTAllMOHHOTO  oOecreyeHusi, MPUEMOB HCTOYHHMKOBEIUECKOTO aHaju3a U CIOCOOCTBYET TBOPUYECKOMY  PEILEHUIO
HAyYHO-TEOPETUYECKUX U MPAKTHUECKUX MPOOIEM TOKYMEHTOBEACHHUS.

CtpykTypa palOOThl, OLICHEHHOW Ha «OTJIUYHOY», JOJDKHA OBITh CTPOWHOMN, JIOTMUHOH, COOTBETCTBOBATH COJEP’KaHUIO. ABTOPOM JOJKHBI OBITH
C/IeTIaHbl BBIBOJIBI IO KaX/I0H riaBe padoTel. HeoOxoaumMo, 4ToObI B 3aKIIFOUEHUHU COACPKAIUCH YETKHE, BCECTOPOHHE 000CHOBAHHBIE BBIBOJIBI, KOTOPHIE
BHOCAT BKJIJl B Pa3BUTHE MMOCTaBICHHOUN MPOOIEeMbl, HAMEUAIOT TIEPCIIEKTUBY VIS TadbHEHIeH pa3pab0OTKX M MTOKA3bIBAIOT CTEIICHD BBHITTOJIHCHUS 3aj1ad,
MMOCTaBJIECHHBIX BO BBEJEHNUU K paboTre. PaboTa momxHa OBITH HamMcaHa JIMTEPATYPHBIM SI3BIKOM, TIIATEIHHO BBIBEPEHA, HAYYHO-CIPABOYHBIN ammapar u
odopmIIeHrEe TOKHBI COOTBETCTBOBATH JCHCTBYIONIUM rOCYAapCTBEHHBIM CTaHAAPTAM M HACTOSIIIIUM METOTUYECKUM PEKOMEHIAIIHSIM.

[Ipu oTnAMYHON OIlEHKE WICHBI KOMHCCHH YYHUTHIBAIOT KPATKOCTh M JIOTUYHOCTh BCTYMHUTEIHHOTO CJIOBA CTYJEHTA, KOTOPOE JOHKHO OTPA3UTh
OCHOBHBI€ TT0JIOKEHUS pabOTHI U BBIBOJIBI ABTOPA, & TAKIKE YETKOCTh M apTYMEHTUPOBAHHOCTH OTBETOB HA BOMPOCHI, 33JaHHbIE YWICHAMHU KOMUCCHUHU.

— Ha OICHKY «xopomio» (4 Gamna) — paboTa BBIMOJIHEHA B COOTBETCTBHH C 3aJlaHHEM, OOYJarOIIMICSA MOKAa3bIBACT 3HAHHS HE TOJHKO HAa YPOBHE
BOCTIPOU3BE/ICHUSI U OOBSICHEHHsS] MH(QOpPMAIMK, HO M MHTEIEKTyaJIbHbIE HABBIKH PEIICHUs MPOOJEeM U 3a/lad, HaXOXKICHHS YHUKAJIbHBIX OTBETOB K
npoOeMaM; ecii B paboTe aHaJIW3 KCTOYHUKOB U JINTEPATYPhl YaCTUYHO HETOTHBIHN, BBIBOJIBI 110 TJIaBaM HEJJOCTATOYHO apryMEHTHPOBAHEI, B CTPYKTYPE U



coJiep>KaHUuU pabOThl €CTh OTAENIbHbIE MOTPEIIHOCTH, HE UMEIOIINE MPUHIMIHAIBHOTO XapakTepa. B octanbHom KP, onenéHHast Ha «Xopolio», T0JKHA
OTBEYATh TPEOOBAHUIM, IPEABABISEMBIM B pab0TE C OLEHKOW «OTIUYHOY;

— Ha OLIEHKY «Y/0BJIETBOPHUTEJIbHO» (3 Oamna) — paboTa BBIIIOJIHEHA B COOTBETCTBUU C 3a/laHUEM, 00yJarolIniics MOKa3bIBaeT 3HAHUS HA YPOBHE
BOCIIPOU3BCACHUA U O6'b$ICHeHI/I$I HH(l)OpMaI_[I/II/I, HWHTCJUICKTYAJIbHBIC HABBIKM PCHICHHA IMPOCTLHIX 3aada4; CCJIIM B KP anamu3 MCTOYHHKOB U JIMTCPATYPhI
MOJIMEHEH aHHOTUPOBAHHBIM 0030pPOM, JOKYMEHTalbHas OCHOBa pabOThl MpEACTaBlIEHA HEAOCTATOYHO, BHIBOJIBI HE KOHKPETHBI, PEKOMEHAALUU U
MMPpCaAJIOKCHUSA cna60 APTrYMCHTUPOBAHBI, B CTUJIC U3JIOKCHHA U B O(l)OpMJICHI/II/I paGOTbI HMCIOTCA MMOI'PCIIHOCTH, CTYACHTOM IIPOABJICHA HCYBCPCHHOCTL BO
BpEMsI IUCKYCCHUH;

— Ha OILICHKY «HEeYJI0BJETBOPUTEIBLHO» (2 0ayura) — 3aaHue MPEToIaBaTelis BBIIIOJHEHO YACTHYHO, B TMPOIECCE 3aIIUTHI padOThI 00yJarOIIHIACS
JIOTYCKAET CYIIECTBEHHBIE OMIMOKH, HE MOXKET MOKa3aTh MHTENIEKTyallbHbIE HABBIKH PEIICHUS TOCTABICHHOM 3a/1a4H.

— Ha OLICHKY «HEYI0BJIETBOPUTEJLHO» (1 0ay) — 3amaHue MperoaBaTelis BBIIOJIHEHO YaCTHYHO, OOYUYAIOUTUICS HE MOXET BOCIPOU3BECTH H
OOBSICHUTH COACPKAHKE, HE MOXKET IMOKa3aTh UHTEIUIEKTyallbHbIC HABBIKU PEIICHUS TOCTABICHHON 3a/1auu.



